AJMUHHHACTPAILIRSA TOPOJA BEJTOPO A

PACHOPAXEHMHUE
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06 yreepxnennn Hucrpykuny
0 AeJIONPOH3BOJCTBY B
afMHHACTpanHA ropoaa bearopona

PykoBoacTByACE nocraHoBAcHHeM IlpaBuTenscTBa Poccutickoit Denepaiyn
or 15.06.2009 r. Ne 477 «O6 yrBepxaennH IlpaBun [AeNONpOH3BOACTBA B
denepanpHBEIX ~ OpraHax  HCIONHHMTENLHOM — BiuacTH», MeronwgeckuMu
pPEeKOMEHINAMMIMH 1o paspaboTke HHCTPYKIHE 10 JEIONPOW3BOACTBY B
demepanbHEIX OpraHax HCIONHHTENLHOH BJACTH, YTBEPXKISHHRIMHM MIPHKA30M
Pocapxupa ot 23.12.2009 r. Ne 76:

1. YrBepauts MHCTPYKUHMIO 10 AENONPOM3BOACTBY B 4IMUHHCTPALMH FOpOZa
benropona (ipunaraeTcs).

2. 3amecTHTeNsM THABHl AIMHHUCTPAlluA TIOpOAd, PYKOBOJHTEIIAM
oTpacieBrX ((YHKIHOHANLHEIX), TEPPHTOPHANBHBIX OpPraHOB M CTPYKTYPHBIX
mofpasjieneHuil agMuHHCTpanud ropoda, MVYII m MV ropoma obecneunts
crporoe cobmoneHne TpeboBaHMH MHCTPYKUMHM IO JEJIONPOA3BOACTBY B
AIMUHHUCTPAIIWH TOpoaa.

3. CauTaTh YTPATHBIIMMHE CHIIY PacTIOPMKEHHA aIMUHHCTpAIHH FOpoja:

- or 02.08.2007 r. Ne 2375 «O6 yreepxkaeHHH HHCTpyKmuH Mo
AENONPOM3BOACTBY B afMMHUCTpalMK ropoaa benropona»;

- or 18.01.2013 r. Ne 61 «O BHeceHMH H3IMEHEHHH B pacUOpsKEHHE
agMHHHCTpauMH ropoaa benropona ot 02.08.2007 roga Ne 2375».

4. KoHTpoaL 3a BEIIOIHEHHEM HACTOAINETO PaCHOPSKEHHA BO3IOXKHMTD Ha

3aMeCTUTe/ INIaBh aJMHMHHCTPAllMU-PYKOBOJMTEA annapara agMHHHACTPALIH
ropona Mensenesy O.H.

I'naBa apMHHEA f £y

ropoaa Besrgg C.BoxeHoB



YTBEPXIEHA
pacnopsikeHHeM aAMHHHACTPAMHY
ropoaa Bearopona

or «M)QM 20014r. Ne LALD

HHCTPYKIOUA
no AeJONPOHR3BOACTBY B aIMHHHCTPAUHH ropoaa beaxropona

1. O6mHe moJoxKeHHa

1.1. MHCTPpYKIHMS 1O HEeNONPOH3BOACTRY aAMUHUCTPALHHU ropoaa (nanee 1o
texkcry - MHcTpykumsa) pa3pabotaHa B COOTBETCTBHH C TpeGOBaHHAMH
noctaHoBneHus [IpaBurensctBa Poccuiickoit enepaunn ot 15.06.2009 r. Ne 477
«O6 yTBepXKIEHHH TIPaBHN [ENONPOH3BOACTBA B (eAEpaNbHLBIX OpraHax
HACTIONHUTENBHONH BiacTH» (B pea. mnocraHosBacHHd llpaBarensctBa PO ot
07.09.2011 r. Ne 751), MeToauueckiux peKoMeHIaLHHi 110 pa3paboTke HHCTPYKIHIA
10 AeNONpOH3BOACTBY B delcpaJbHEIX OpraHax HCIONHHUTENBHON BIACTH,
YTBEPXKACHHBIX mNpuKa3oM Pocapxusa or 23.12,2009 r. Ne 76, c¢ yd4erom
I'ocyRBapcTBEHHOTO  CTaHAapTa  HAa  OPraHH3AlHOHHO-PACTIOPSAHTEIbHYIO
noxkyMenrammio - ['OCTa P 6.30-2003 «YHudHnHpoBaHHBIE CHCTEMEI
OOKYMEHTALHH, YuuduuuposarnHas cucreMa OpPraHU3alMOHHO-
pacriopAAHTeIbHOH JNOKyMeHTalH. TpeboBaHrA K 0GOPMICHHAIO JOKYMEHTOB» H
Ha OCHOBAHMH MHCTPYKUMH IO RENOIPOH3BOACTBY B OpraHax HCROJNHHTENLHOM
RIAaCTH H TOCYJapCTBeHHBIX opranHax benropoackoli ofnacre, yTBepxIeHHOMN
pacnopsokenneM [ybGepnatopa benropoackod obnacru or 27.12.2006 r.
Ne 1135-p, Pernamenta paboTel aaMEHHCTpanHuM ropona benropona
Benropoxncko#f obnactH B mopsixe NPOBEJCHHA OCHOBHHIX OPraHM3alLHOHHBIX
Meponpuaruii, PermameHTa B3aHMOJCHCTBHA AaJMHMHKCTpalldH Fopoja C
Jemyraramu CoBeTa AelyTaToB ropoaa bearopona.

1.2. HHcTpyxkuus IO AeNONpPOH3BOINCTBY paspabaTeiBaeTcd B LELIX
YCTAHOBJICHUS €JMHBIX TPeOOBaHHHA K MpHEMY, yYeTy, IOArOTOBKE, OPOPMIECHHIO,
KOHTPOJIIO  HCHOJHEHHS, XpaHEHHIO H  MCIONLE30BARHIO  JIOKYMEHTOB,
dOPMHPOBaHUIO €], NOATOTOBKH M IEPEIAYH HX HA ApXHUBHOE XpaHEHHE.

1.3. TlomoxeHHa HMHCTpYKIHH pernaMeHTHpYIOT paboTy ¢ JOKyMeHTaM
HE3aBHCHMO OT BHJ@ HOCHTE/d, BIUIIOYAs TOATOTOBKY, 00paboTKy, XpaHeHHe H
HCMOJIL30BAHHE JOXYMEHTOB, OCYIECTRISEMEIE c NpHMEHEeHHEM
HHOPMAITHOHHEIX TEXHOIOTHIA.

1.4, Tlonoxenusn HHCTPYKIMH He paclpoOCTPaHAIOTCS Ha OpPTaHH3ALHIO
paboTel ¢  JOKyYMEHTAMH, COAEPXAIMHMH  CBEAEHHS,  COCTaBAAIOIIHE
rocyzapcTeeHHy1o TafiHy. OcOOEeHHOCTH paboTEl ¢ JOKYMEHTaMH, COASPKAUUMHI
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KOHQHIEHIHATIBHYIO HHPOpMaIlHIO (CTyxkeOHY10 W HMHYIO TaliHy, TiepCOHATBHbBIE
JAHHEIE), PEryIHPYIOTCA ClielHaIbHEIMY HOPMaTHBHEIMH aKTaMH.,

1.5. Tpebopanus HMucrpykuunm k pabore ¢ Oyxranrepckoif, Hay4yHO-
TEXHMYECKOH H JPYTroH CreUHaIbHOM JOKYMEHTALHEH paclpoCTPaHAIOTCA AU B
yacTH OOIIMX DNpHHLMIOB paboThl ¢ JOKYMEHTaMH, 4 Takke MOArOTOBKH
HOKYMEHTOB K Nepefiadye Ha apXHBHOE XpaHEHHE.

1.6. OpraHmsanms, BEACHHE H COBEPILICHCTBOBaHHE nenonponanonc*ma,
HCIOJB30BaHHE COBpEMEHHBLIX HHQOpPMAllHOHHBIX TeXHOJNOrHi B pabore ¢
HOKYMEHTAMH, MeTOJH4eckoe DYKOBOACTBO H KOHTPOAb 33 COONIOAeHHEM
YCTGHOBJCHHOTO mopAdka paboTel ¢ JOKYMEHTAMH B CTPYKTYPHBIX
nogpasJiefeHHAX OCYLIECTBIAET YNPABJICHHE JOKYMEHTAHOHHOIO obecnedeHus
anmapara aJMHHHCTpallid ropoja (zZanee N0 TEeKCTY - ynpaBJieHHe
NOKYMEHTAHOHHOTO ofecredeHHs). B cioydae BOIHHKHOBEHMA pasHOTTIACHH B
TOJKOBaHHHA TpeboBaHuH MHCTPYKLUMH NpaBO KOMMEHTHDPOBATH €€ IOJOXKEHHA
NpeaCTaBIIETC YIPaBIEHHIO JOKYMEHTalHOHHOIo obecnieyenws.

1.7. PaGora ¢ oOpaineHMsMH TIpaXhaH OCYILIECTBIAETCA HAa OCHOBAHHH
Pernamenta paoThl agMHHHCTpalMH ropoja benropona benroponckoi ofnacry.

1.8. [lenonpoH3BOACTBO B  afMHHHCTPALIHH TOpOAAa BeAeTcd C
HCIIONb30BAHKHEM ABTOMATH3HPOBAHHOH cHcTeMul «MoTHBY (Janee mo Texcry —
AC «Motus»). [IporpammHoe B HH@opManHouHoe obecneuenne AC «MotHs» B
nporecce €€ IKCITyaTallHW OCYIUECTBIAETCA OTHENOM HHGOPMALIMOHHEIX
TEXHONOIMH H SKCIUTyaTalMH HHQOPMAIMOHHEIX CHCTEM YIOPaBIeHHS AelNaMy
annapaTa afMHHECTPALHH ropoja (Janee 1o TEKCTY — yIPABIEHHE JAeJIaMH).

1.9. OTBETCTBEHHOCTE 32 OPTraHH3alHIO H COCTOSAHHE NEJIONPOH3BOJCTBA,
coOmogeHHe ycTaHOBJIeHHOTO HacTodwmed HMucrpykuued nopamka paGorsi ¢
AOKYMEHTAMH B OTpacieBbX (QYHKUHOHANBHBIX) TEPPHTODHANBHBIX OpraHax,
CTPYKTYPHBIX TNOAPA3AEHCHHAX aAMHHHCTPAaUHH TIOpOA3, MYHHIHIAILHEIX
YHHTApHBIX MPEANPHATHAX H MYHHLMNAILHEIX YYpEKACHHAX (ajlee MO TEKCTy —
NOJPa3ieSICHHs ) BO3/IaraeTcs Ha HX PyKOBOJHTEEH.

PyxoBoauTens  NOApa3sfeleHHs  CBOMM  IIPHKA30M onpenenser
OTBETCTBEHHOTO 32 BEAEHHE IEJIONPOH3BOACTBA, KOTOPHIH obecnieunBaeT BeicHHE
JeNONPOH3BOACTRA B CTPYKTYPHOM NOJPa3/ieICHHH.

1.10. Ha oTBeTcTBEHHOTO 33 OpraHU3allio H BeACHHE NEIONPOU3BOJCTBA B
nojpas/ielIeHHHA BO3JIaraeTCs BHIMOMHEHHE CIEAYIONIHX OCHOBHBIX (QYHKIIHI:

~ TIPHEM H YUET MOCTYTAIOUIHX B MOApPa3/ieNIeHHA JOKYMEHTOB;

~ Hepcaatia NOKyMeHTOB Ha paCcCMOTPCHHE PYKOBOAUTEMIO NNOAPAa3NSIeHH] H
nocse NOJIyYeHHS COOTBETCTBYIOIIHX YKa3aHUH — HCIIQIHUTENIO;

- KOHTPOMP 3a NPOXOXICHHEM HOOKYMEHTOB B [OApa3fAcicHHUH,
CBOEBpEMEHHOE OTpaXeHHe HHGOPMALUH O IBHXEHNH JOKYMEHTOB, COONIONIEHHE
CPOKOB HCIOJHEHHS H CBOEBpEMEHHOE 3aKphLITHE «B JAENO» HCMONHEHHKIX
AOKYMEHTOB ¢ Hcnosb3oBaHueM AC «MoTuBby;

- y4eT ¥ pErHWCTpalud HCXOAAIMX H3 NOAPazfeNeHHs JOKYMEHTOB,
IIpOBepKa NpaBHIBHOCTH HX 0hOPMIICHHS K Nepeaaya X Ha OTIPaBKy,
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- obecneyeHHe KayecTBa MOATOTARIMBAEMEIX IOAPA3ACTICHHEM JOKYMEHTOB
(rpaMOTHOCTR M3MOXEHHs, MOJHOTA H JOCTOBEPHOCTL OTBETOB Ha MOCTABJIEHHEIE
BOTIPOCHI);

- OpraHM3auMs CIpaBOYHO-HH(OPMAUHOHHOH paboTEl N0 BONPOCAM
OpOXOXAEHHS M WCHOJNHEHHS [OKYMEHTOB, IIOATOTOBKA JUIA PYKOBOAHTENSA
mofipasAeiicHHs OTYeTOB 00 HCIONHEHHBIX H HaXOOAMMXCA HAa HCIONHEHHH
JNOKYMEHTaX; '

- OprapM3allds IpHEMa H MNEpeAaYH HOKYMEHTOB C HCIONb30BaHHEM
2JIEKTPOHHOM NOYTEHI M CPEACTB (PaKCHMUIBLHON CBRA3H;

- (opMHpOBaHHE AEN B COOTBETCTBUH C YTBEPXKACHHOH HOMEHKiaTypoh
AT,

- TOATOTOBKA JIOKYMEHTOB H Mnepefada Aell MOCTOMHHOTO M BpPEMEHHOro
(cBeimme 10 Jiet) CpoKOB XpaHEHHS B OTHAEN MYHHIMIIAIFHOIO apXHMBHOIO (OHAA
yIpaBlIeHHS JOKYMEHTALMOHHOIo 00ecnedeHHs;

- COCTAaBNE€HHME HOMEHKIATYpPhl A€l CTPYKTYPHOTO IOApa3iesicHHA
(exeronHo, He moanee 15 HoAOPA);

- y4yeT nevaTeH, mTamios, G1aHKOB, HCIIONB3YEMEIX B IOJpa3AeIICHHH;

- [OpOBeJCHHe MHCTPYKTaXa BHOBb NPHHATHIX B MOJApa3fieNicHue
COTPYAHHKOB IO BOIIPOCAM OPTaHH3alHH paboTel ¢ JOKYMEHTaMH, B TOM YHCHE C
ucnonssoBanreM AC «Motub».

1.11. Ilpu pabore ¢ opHruHanaMH JOKYMEHTOB HE paspelllacTcA BHOCHTH B
HUX KakHe-NHOO HCHpaBIeHHA, OeNaTh NOMETKH. PaboTars ¢ NOUTMHHEIMHK
JOKYMEHTaMH aJ]MUHHCTPAIIHH ropoia BHE CIIyXeOHBIX NOMCIICHHH 3anpellaeTcs.

HudopManus, colepkallasics B JOKYMEHTaX M HMX HPOEKTaX, MOXeT
HCIONB30BATECA TOJNIBKO B CIyXKeOHBIX LENFX, B COOTBETCTBMH C BH3aMH
pykoBoAMTeNeli H MOMHOMOYMAMH JONKHOCTHRIX JML, paboTalonmx WIH
3HAKOMAMWMXCA ¢ AaHHOH HHpopManuei. C coaepxaHMEM NOKYMEHTOB MOTYT
ORITH 03HAKOMJICHBI TOJNBKO JIHLIA, HMEIOHIHE OTHOLICHHE K HX HCTIONHEHHIO,

1.12. IIpu yxone B OTHycK, BbI€3[1¢ B KOMaHINPOBKY, Ha BpeMs G0ONe3HH HiIH
B ClIy4ae YBOJNBHEHHs H MepeMellienud no cnyxbe paborHuk o6s13anH nepeaats Bece
HaxoAdlidecs y Hero JOKYMEHTR pabOTHHKY, OTBETCTBEHHOMY 3a
AEJONPOH3BOACTBO CTPYKTYPHOIO MOAPA3NENeHNs, HIH IpyroMy pabOTHHKY IO
YKa3aHHIO PYKOBOAHMTENA moapasgeneHus. [Ipm yBoneHeHHH paboTHHKA WM
niepeBoie no ciyxbe mepenada JOKYMEHTOB H HEN OCYIIEGCTRIAECTCA IO akKTy Ha
OCHOBaHHH NIPHKa3a HIH CITyKeOHOH 3aNHCKH PyKOBOAHTENA OAPA3ACTEHHS.

[.13. O6 yrpate HOKYMEHTa HCIONHHTENbL HEMEIJIEHHO ROKJIANLIBACT
PYKOBOAMTENIO HOZPasfieneHHs W B yIpaBlleHHe JIOKYMEHTalHOHHOTO
obecrnieyenns WK ciyxOy no pabore ¢ Haxa’amMu H OOpABICHHAMH TpaXJaH IO
HIpHHAUIEKHOCTH. :

PyxoBomuTens moapasAcicHHs OpraHH3yeT ciyxebHoe pacciefoBaHHe, O
pesynbTaTaXx KOTOpOro HHOOPMMpYET 3aMECTHTENs TJaBhl aJMHHHCTpaMHA —
PYKOBOJMTENIA alapara aAMHHHCTpPallHH ropoa.
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2. Co3naHHe ROKYMEHTOB B AIMHHHCTPALIMH ropoaa

2.1. BnaHkH JOKYMEHTOB

JlokyMmMeHTEI B agMHHHCTpPaUHH ropoja odopMmusioTcs Ha OnaHkax, Ha
CTaHOAPTHBIX NHcTax Oymarn dopmata A 4 (210x297 mm), AS (148x210 mm) nubo
B BHAE 3JIEKTPOHHEIX JOKYMEHTOB M HMEIOT YCTAaHORJICHHEIH COCTAB PEKBH3UTOB,
HX pacrnojioxeHue H odopmwieHde. braskd B agMHHHCTpallMH TOpoJa H
CTPYKTYPHEIX [0Apa3AelieHWsAX aJMHHHCTpallHH ropoga pa3pa0aThiBaloTCA Ha
OCHOBE YTJIOBOTO WK NPOAONLHOTO BapHAHTAa PacHoJIOXEHHA PeKBH3HTOB. Ilpu
YTJIIOBOM BApHAHTE PEKBH3HWTH OJiaHKa paclosaralorc B BEDXHEM JIEBOM YTy
nucta. [IpH npomonsHOM BapHaHTe pPEKBH3WThI OnaHka pacronaraloTcs
NocepeIHHe JTHCTA BAONb BEPXHETO MO,

B ajMHMHHCTpaliM ropoja IPHMEHSIOTCHS CleAylolHe BHJAH OIaHkoB ¢
BOCTIpOH3BeeHHeM repba ropoza:

- 6aHK MHCEMa agMMHHCTpAaUHH ropona ¢popMara A4 yrinoBoli B XKHHXXHOM
OPHEHTAIHH H LBETHOH IPOJOJILHEIH;

- GnaHK MOCTAHOBIIEHHA AJIMHHHCTPALMK roposa benaropona;

- 61aHK pacriopsKeHHA afMHHHCTpalH ropona benropona;

- GnaHKH OTPac/IeBhIX, TEPPHTOPHANLHEIX ((YHKUHOHANLHAIX) OpraHoB H
CTPYKTYPHBIX TOApa3feNneHHH, HMeIoIMX [paBo M3A2BaTh MNPHKaskl H
OCYILECTBJIATD NIEPENHCKY CO CTOPOHHHMH OPraHH3aliAMH H rpaxXIaHaMH;

- GNaHKH I'71aBbl a]MHHHCTPANHH ropoja (fanee N0 TEKCTy — M3p ropoja) H
€r0 3aMeCTHTeNeH, HCToNb3yeMble WA OQOPMIIEHHA PE30NIOLHIA.

Brank mHcbMa aJMHHHCTpAHH ropoja H OlaHKH HPaBOBBIX aKTOB
MHHUCTPAllAH TIopoJla M3rOTaBIHBAIOTCA THHOrpadckuM  crocoboM Ha
CTAaHJAPTHHIX JHCTaX OyMaru, MPHMEHAIOTCA B 3aBHCHMOCTH OT 06beMa TeKcTa H
TOJAHCHBAIOTCA:

- OjaHKk DnMChMa aAMMHHCTPallid TIoOpoOja - MDPOM TIOpOAa, €ro
3aMECTHTENAMH H Ha4YalbHHKAMH /IeNapTaMeHTOB, PYKOBOAHTE/SIMH KOMHTETOB
aIMHHKCTPAIIHH ropoja,

- OmaHKM nNpaBOBRHX AaKTOB — MIPOM TIOpoAa, B €ro OTCYTCTBHE
AOIDKHOCTHEIM JIMLOM, HCIOJHAIOIIAM OOSIaHHOCTH [IJNIaBhl AJIMHHHMCTPAL[HH
ropozia COraacHO paciiopsODKEHHIO aMHHHCTPALHH ropoAa.

Brnanku noapasiencHUA aAMAHHCTPALMH ropoaa Co3faloTcs B TOM Cliydae,
€CIM  PYKOBOOHTENb JAHHOIO [MOZpasfe/icHHA HMeEeT MpaBO  IMOAIHCH
opnOuaneEHEIX JokyMeHTOB. Ilpn monroroske OnaHkos moapaszenedHuit
HCIIOJIE3YFOTCS DJIeKTPOHHRIE MabloHBl GIaHKOB TOKYMEHTOB.

bnankd agMUHHCTPalldd Tropoja ¢ BOCHpPOM3BecHHeM repba ropona
H3roTaBIHBalOTCA nonurpaguueckMMi  NPESAIPHUATHAMHA no 3aKasy
aIMUHHCTPaLMH ropoja H UMeroT HyMepauuio. HyMmepauus OnaHka CKBO3Haf,
IeCTH3HaYHas, TOPAAKOBREIA HOMEp HAHOCHTCH B HIDKHMH JeBkili yron o6opoTHOMR
CTOpOHEl OllaHKa IpH IIOMOIUM HyMepoBalbHOH MAIMHK TUTNOrpagCckuM
cnocoboM (mpoxasnenHulii). MsroroBnenwe Onadka NHCHMa AIMHHHCTPAIHH

ropona ¥ GNaHKOB MPaBOBHIX aKTOB aAMMHMCTPAllHM TOpPOAa Ha OPITEXHHKE
3aIpelaeTCs.
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Opranu3auus paGoTsl [10 H3TOTOBIIEHHIO repOOBEIX OaHKOB THIIOrpa(CKuM
cnocofoM Bosnaraercs Ha CiyXO0y MaTepHaNbHO-TEXHHYECKoro ofecrmedenus
ynpaBJIeHHs JeflaMH (fanee mo TekcTy — MTO), koTopas obecriedHBaeT 3aKynKy
H& H3TOTORJICHHE Me€YaTHO-ONnaHoYHOH MPOXYKLHH B THNOTpadH, OCYILIECTBISET
nojgyuerHe, ydeT (KaKk MaTepHanbHEIX LEHHOCTEH) W BhAYy IOCTYIMHBILHX
repboBRIX O1aHKOB.

B uensx ofecnedeHus MOPAAKA MCIONB3OBAHHA IrepOOBRIX GnaHKOB,
H3rOTOBJICHHEIX TUNOrpadgCcKHM crnocoGoM BefleTcs MX ydeT KaK JOKYMEHTOB
CTPOroi OTYETHOCTH. YueT repOOBHIX OGIaHKOB BEAETCA pa3fefbHO [0 BHAAM
OlaHKOB B XypHane yuera IOCTYIIeHHA reploBeiXx OnaHKOB M BELIaeTcA
OTBETCTBEHHRIM 32 JeNONPOHU3BOACTBO NOX POCIHCE B XYpHaIe Bhiiadn OIaHKoB
(npunoxenue Ne 1).

Hcnopuennsle repboBeie GaHKH BO3BpaMaroTCA IMPH NOJNYYEHWH HOBHIX
6nankon. YHHUTOXEHHE repOoBriX 6J1aHKOB OCYIUECTBAASTCS TIO AKTY.

Tepboppie GIaKKH HCNONB3YIOTCS CTPOTO MO HA3HAYECHHIO M XDAHATCA B
ceitihax MiIH MeraynHuyeckHx mikadax. Ilepenadya repboBrIX OnaHkKoOB Hpyrum
OpraH{3alMAM H JIHIaM He jaomyckaercs. OTBETCTBEHHOCTE 3a obecnedenme
COXpPAHHOCTH repOoOBBIX GNaHKOB W 32 NMPAaBHIBHOCTH HMX HMCIONB30BaHHA HECYT
OTBETCTBEHHEIE 32 JIeJIONPOU3BOACTBO B CTPYKTYPHLIX MOAPasfieeHHAX.

B cnyuae o6Hapyxenus HapylleHHH IMpH H3TOTOBNEHUH, YI€Te, XpaHEHHH |
HCIIONB30BAHHH TepOOBRIX ONaHKOB MPOH3BOAMTCA CIyXKeOHOEe paccienoBaHHeE,
pe3yJIbTaThl KOTOPOro oQopMIsIOTCS akToM. JIHIaM, OTBETCTBEHHBIM 38 BelleHHE
JENONPON3BOJCTBA B AJMHHHMCTPALIWM FOPOAA, 3aNpellacTcs PerMCTPUPOBATh M
NPHHMMATh K HCIOMHEHMIO AOKYMEHTHI, OhOpMICHHBIe Ha repGoBeIx GraHkax
HEYCTAaHOBJIICHHOIO 06pasiia.

HcnopueHHne W HeBoctpeOoBaHHEIE repboBEIE 6J1aHKH, H3TOTOBIIEHHBIE
THIIOTPa)CKAM CIOCO0OM, TIOrallaloTCA INyTeM IlepedepKHBaHHA HoOMepa H
THTYJIBHOTO JIUCTa, Bo3BpamaoTcss B MTO 114 MX CNIHCaHUA M YHHYTOXEHHA MO
aKTy. ‘

I'lpH nosyHeHHH HOBEIX repGoBBIX GIaHKOB JIMLA, OTBETCTBEHHBIE 32 YYerT,
HCIIONIb30BaHHEe H XpaHeHHe repboBbix OnaHkoB, oTuMTEIBaIOTCA B MTO 06
HCTIONIB30BAaHHH paHee NoJydeHHbIX OnankoB (B H Ne ucmopueHHoro GinaHka,
[TOJTINCH OTBETCTBEHHOI'O JIMLIA).

B 33aBHCUMOCTH OT PacnolOXXeHHs PEKBHU3UTOB YCTAHABIHBAIOTCS YTIIOBOH,
MpOJONEHBA H uBeTHOH O6nankm. IlperHod Onamk aaMHHHCTpaUHH Tropoja
[OAMUCHIBAETCA TONMBKO M3DOM TIOpOJd, HCTIONB3YeTCA AN NPeACTABHTENIBCKHX,
TOpKeCTBeHHEIX, VIP dynkuwii. Hampasnserca B TocymapcTseHHyo J[lymy,
TIPeACTABUTENIBCTBA 3apYDeXHBIX CTpaH H BEICOKONIOCTABIEHHRIM INEPCOHAM IO
YCMOTPEHHIO M3pa ropoaa.

@opMul 61aHKOB AIMHHHCTPAlMM ropoia C BOCHpOH3BeleHHeM repba
ropoia YTBepkAaioTca MapoM ropoxa. ®opMei OnaHkKOB moZpa3AeneHU
COTTIACYIOTCA YTIpaBJICHHEM JOKYMEHTALMOHHOIO oGecnequnx " YTBep)i(J:[aIOTCH
NpUKa3aMH PYKOBOAHUTENCH MoApasAcicHuUiA.

3anpeuaercs HCHoAb30BaTh repboBeie OnNaHKH agMHUHHCTpAWH IS
cnyxeOHOH nepelucKE BHYTPH aIMHHHCTPAallMH ropoaa.
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O6pa3up 6:1aHKoB NpHBeeHR B npmioxkeHusx NeNe 2, 3, 4, 5, 6.

2.2. PeKBHIATHI AOKYMEHTOB

Ilpy moxaroToBke HOKYMEHTOB B aJMHHHCTPAIllHH TOpoOAa PeKOMEHIyeTcs
HPHMEHATE TeKCTOBHIH pelaxTop, odecneyupaiommii TpeboBanua rpaduyeckoro
BOCIIpOM3BeJIeHHs  peKkBH3HTOB  NokymMeHToB Word for Windows ¢
ucronaszoBanHeM mpHGTOB Times New Roman (Cyr) pasmepom 14 (B oTHeNbHEIX
cydasx min opOopMIICHHSA INPHIOKCHHH K AOKyMeHTaM Oonpmoro o0nema H
TaOMUMHBIX MAaTepHaNoB MOXeT ObITh npuMeHeH mpHT pasMepom - 12-13),
IMAma3oH HKCHONB3YEMAIX MEXCTPOYHBIX HHTEPBAIIOB - OT OAMHAPHOTO 10
JBOHHOTO.

Jis  BBIOENMEHHMS 4YacTH TeKcTa JOKyMeHTa, 3arojioBKa, IIpHMedYaHus
IOMYyCTHMO HCIIOJIb30BaTh [OJNYKWPHOE HAadepTaHHE, IOAYEPKHBAHHE HIH
CMeILIEHNE OTHOCHTENEHO IPaHHUI] OCHOBHOIO TEKCTa,

Kaxnpili HamedaTaHHBIH JTUCT NOKYMEHTa, OQOPMIEHHBIH Kak Ha GiaHke,
TaK u Oe3 OnaHKa, HMEET clleAyIOLIHe pa3sMephl NOJei:

nesoe — 25 - 30 MM;

iipaBoe - 15 - 20 Mm;

BepxHee - 20 MM;

HWkHEe - 20 MM,

JlOKyMEHTE], co3naBaeéMble AJIMWHHCTPALUCH ropoia, UMelOT CTAOHILHBIH
COCTaB PEXBH3UTOB, HX PacllONIOKEHHe H 0QOpMIICHHE,

Ilpp NOAroTOBKE HOKYMEHTOB aJMMHHCTPAllHH FOpofa HCHIONB3YIOTCH
CITeAYIOIIHe PEKBH3NTHI:

u3obpaxenue repba ropoaa (pexemsnr 1);

HAaMMEHOBAHHE pEerMoHa (PEKBH3HT 2);

HaMMEHOBAHUWE OpraHa MECTHOTO CaMOyMNpaBieHHs (peKBH3HT 3);

Ha¥MEHOBaHWE IOApasAeNieHNs/TOMKHOCTH JIHIIAa — aBTopa JOKYMEHTa
(pexBH3nT 4), _

NOANHACH JO/DKHOCTHOTO JIHIA (PeKBH3HT 5);

BUJ HOKYMeHTa (PeKBH3HT 6);

CHpaBOvHEIE IaHHKIE (PEKBHU3HT 7);

agpecar (pekBU3HT 8);

JaTa NOKyMeHTa (peKBH3HT 9);

PETHCTPaLHOMHEIN HOMep AoKyMeHTa (pekBu3uT 10);

HaHMeHOBaHHe/aHHOTaluA foKyMeHTa (pexBu3uT 11);

TEKCT AOKyMeHTa {PeKBH3HUT 12);

CCBUIXQ HA PEeTHCTPaLHOHHEIH HOMEp W Hary IOKYMEHTa aJpecaHTa
(pexBu3nT 13);

OTMETKA O HaTHYHH [IPUJIOKeHHs (PEKBH3HT 14);

rpud cornacoBaHus (pekBU3HT 15);

rpr$ yTBepX)AeHHA (PeKBH3UT 16);

BH3a (peKBH3HT 17);

OTTHCK nevaTH (pexBu3uT 18);

OTMETKA O 3aBEPeHNH KONHH (PeKBU3HT 19);
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oTMeTKa 00 HcnoiaHuTene (peKBH3HT 20);

yKa3aHHs [0 HCIIONIHEHHUIO JOKYMeHTa (peKBH3HT 21),

OTMETKa O KOHTpOJIe NOKyMeHTa (peKBH3HT 22);

OTMETKa 00 HCIIOJTHEHHH AOKyMeHTa (PeKBH3HT 23);

OTMETKA 0 KOHPHIEHIHATEHOCTH {PEeKBH3HT 24).

CoctaB peKBH3NTOB KOHKPETHOI'O JOKYMEHTAa OIpelesieTcd €ro BHIOM H
Ha3HAYECHHEM.

KpoMe mNepeyHCIeHHBIX PEKBH3HTOB, NPH IIOATOTOBKE NOKYMEHTOB H B
npoliecce paboThl ¢ JOKyMEHTaMH MOTYT HCHONb30BaThCs APYI'He PEKBH3HTEL
HallpHMep, OTMETKa O INOCTYIUIeHHH JOKyMeHTa B aJMHHHCTPAlHIO Topona
(perncTpanMoOHHBN wTamm) (pacrmonaraercd Ha CHYy)KeOHRIX JOKYMEHTaX B
IIPaBOM HHXKHEM YITTy NepBOTO JIACTA JOKyMEHTa H OFPaHHYHBAETCA €r0 MpaBhIM
TojieM; Ha ofpalleHHsAX rpakJaH - B cepelHHe NepBOro JHCTa JOKYMEHTa H
OrpaHH4MBAETCS €ro npaBeIM TnosieM); oTMeTkH "Cpouno", "OmnepaTtHBHO",
"Tlognexut Bo3Bpary" (pacmonaraloTcs B IIPaBOM BepXHEM YINIy TepBoH
CTpaHHLhl JOKyMEHTa M OrpaHHYMBAETCS €r0 NpPaBhIM MOJeM); HAEHTHQHKATOP
SNMEKTPOHHOH KOMHH JOKyMeHTa (pacmonaraeTci B JIEBOM BEPXHEM YLy
AOKyMEHTa H OFPAHHYHBACTCA €TI0 IEBLIM MONEM).

2.3. llpaBHaa odopmMiieHHS] pEKBH3HTOB AOKYMEHTOB

2.3.1. M3o0paxenne rep6a ropoaa (pexsusur 1).

Hzobpaxenne repba ropoma Benropoma mnoMelaerca Ha GnaHkax
JOKYMEHTOB B cOOTBeTCTBHH ¢ IlomoxenHeM o repbe roponma bearopoxa
Benropoackoi o6nacTH, yTBEpKIEHHOM peIICHHEM belnropojcKkoro ropoackoro
Cobera nenrytaToB oT 18 uiona 1999 rona Ne 278,

Hzobpaxenne repba momelliaeTcd Ha BepXHeM Mojle OIaHKOB AOKyMEHTOB
MocepeIHHe 30HE!, 3aHATOH PEKBH3HTOM 2.

2.3.2. HanMeHOBaHHE pPErHOHa, OPraHa MeECTHOr0 CAMOYNpaBJECHHS,
HAHMEHOBAaHHE MOAPA3NCJCHHA/AONKHOCTH JHNA, NOJMHCABIIEr0 NOKyMEHT
(pexkBH3HTHI 2, 3, 4).

HamMeHOBaHHe OpraHa MECTHOIO CaMOYIpPaRIEHHS, CTPYKTYpPHOIO
NOApa3AeNieHiA — aBTOpa AOKYMEHTa — YKa3BIBA€TCA TOYHO B COOTBETCTBHH C
YcraBoM ropoackoro okpyra «l'opog benropom», co CTpyKTypol H MOIOKCHHEM
(ycTaBOM) NOApA3ICIEHHA.

HauMenoBanyne JODKHOCTH NHLa, HOAIHMCABINEIO JOKYMEHT, YKa3hIBAeTCH B
6naHKax IMHCEM JODKHOCTHRIX JIHIIL. :

HaumeHnoBanye JOJKHOCTH JIMLA YKa3bIBAeTCA IMOJ HAHMEHOBAaHHEM OpraHa
MECTHOTO CaMOYIIPABICHHA.

2.3.3. lloan4ch A0KHOCTHONO JIKBLA (PeKBH3HT 5).

B cocTaB OANWCH BXOIAT HAHMEHOBAaHHE AOIKHOCTH JIHUA, IOATHCABIIETO
OOKyMeHT (TIpH HCIIONB30BAHHH JIODKHOCTHOTO OlaHKa HaWHMEHOBaHHe
JNOJDKHOCTH M€ YKa3kIBAETCA), THYHASA HOANMWCH H ee paciuHbpoBKa (HHHLHANL |
dammns). : '
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IMoamuce otnenseTrcs OT NPEOBAYLIETO PEKBH3HTAa 3 MEKCTPOYHLIMH
uHTepBanamu. HamMmeHoBaHHE [O/DKHOCTH, COCTOSINEE H3 OJHOH CTPOKH,
11eYaTaeTcs OT JIEBOH I'paHHLBI TEKCTOBOTO nons. Ecu HanMeHOBaHHE HOKHOCTH
COCTOHT U3 IBYX H Oosiee CTpoK, To cioBa «PykoBoauTens», «HayanpHHK» MoryT
pacrioyiararbCsi LEHTPOBAHHBIM CIOCOOOM [0 OTHOIIEHHIO K MOCHEYIOLWIHM
CTPOKaM PEeKBH3HTA, IEHTPUPOBAHHEIM OTHOCHTEJIBHO CaMOH UTHHHOH CTPOKH.

HammeHoBaHHE JOMKHOCTH NEYaTACTCA OT JICBOH MPaHHLIBI TEKCTOBOIO MOJIA
gepe3 | MEXCTPOYHEI HHTEPBAT H LEHTPHPYETCH OTHOCHTEIBHO CaMOM IITHHHOM
CTpOoKH (B cy4ae ABYX K Ooliee cTpOK B HAHMEHOBAHHM NMOATIHCH).

Maunpansl B GaMHIHS neYaTaroTcs Y HpaBOH TIPaHHMUBL TIOJAM HAH HA
paccTodHHU He MeHee 12,4 ¢M OT neBOH IrpaHHIBI TEKCTOBOro nois. Ecnu minHa
CTPOKH B pacIiHppOBKE MOANHCH MPEBHIMAET 4 CM, AOIYCKAeTCAd CMEIaTh ee B
CTOPOHY IUIOIIAAH, OTBEACHHON NIst [IO/THCH.

PacmmdpoBka MOOIMHCH PACTIONAracTcs Ha YPOBHE MOCHEAHEH CTPOKH
HAHMEHOBAHMA JO/DKHOCTH U OrpPaHMYMBACTCS TNpaBeIM MoneM. VHunpane
cTapaTes nepen haMunneii 6e3 npobena.

IToanHce MOXET BRIAENATHCS NOJNYXHPHBIM ITpUTOM. _

Ecmm mnHceMa odopMmiasiorcs Ha OnaHke, TO nNOANMCH BKIOYAET
COKpalieHHO¢ HAWUMCHOBAHHE [JOJDKHOCTH, JHYHYI0 IIOANIKNCH, HHHOHANK H
daMHUITHIO:

Ilep®hiif 3aMecTHTEb
r1aBbl aIMARHCTPALMH TOPOAa MOAIKCH H.O0.®amunun

HITH

HayaJIbHHK AenapTaMenTa
ropoAcKOro Xo3scraa : MOAIIHCH R.O.®amuanns

Ecnu mHCbMO OoQOpMIIACTCS He Ha OnaHKe, TO B HOANUCH YKA3BIBAaeTCH
MOMHOE HAUMEHOBaHHe JOKHOCTH, THYHASN NOANHCH, HHHIHAIE H (aMUIINA:

3amecTHTENB IIaBbl AAMHHHCTPAUNH —
PYKOBOAHTE/IbL annapara
a/IMHAHCTPauHH ropoja TIOATHCH N.0.bamunuga

CnyxceGHme NUCEMa NMOANMUACHEIBAOTCA  JOKHOCTHRIMH 4 JIHIIaMH B
COCTBECTCTBHH € NPCAOCTABJICHHEIMH NOJTHOMOYHAMU. I'Ipaao NOAITMCH CJI}J)K36HBIX
IMHCEM YCTAHABIHBACTCA B MNOJNOXKCHHAX O INOAPA3IOCACHHAX H DOMXHOCTHRIX
HHCTPYKLHSX, B HAIBAHHBIX AOKYMCHTAaX NOJIXEH OBITH npenycMOTpeH MOpAnOK
NOANMHCAHHA IIPH OTCYTCTBHH PDYKOBOIALIHX NOJXHOCTHRIX JIHIIL.

ITocTaHOBNEHUSA H PAcCIOpPsDKCHNA aIMHHHCTPAIHU TOPOJaa NOANHChIBAKDTCA
M3pOM TOpOJa HIH JHOOM, HCIOMHAKIIHM €TI0 00A3aHHOCTH BO BpeMA €ro
OTCYTCTBHA, €CIIH 3TO ONIpeaeieH0 pacnopAKCHHEM aIMHHHACTPALIHH ropoaa.
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JokymeHnTs!l, Hanpasnsiemple B annapat llpesmaenta Poccuiickoii
Qenepanuy, IMpasutensctBo u ['yOepnatopy benropoackoit ofnacru,
samecTHTenaM I'yGepHatopa Benropoackoit obnacty, npeacefatemo obnactHoi
Jymel, penytaraM [ocynmapctBenHno#t W ofnactHodt [Jymbl, [lonHoMo4YHOMY
npeactapatenio Ilpesunenta B IlentpaneHoM QelepajJlbHOM OKpyTe, IJIaBHOMY
¢enepansHOMY HHCneKTOpY B Benroposcko# ofnacTH, rinasaM ApPYTHX TOpO/JIOB,
MpPOKypopy o0acTi M ropojia MOAITHCHIBAET MIP Iropo/ia, B ClIy4ae ero OTCYTCTBHA
— NepBHI 3aMecTHTeNb INaBbl afMHHHCTpauuH ropoga. Kpome cnydaes, xorna
ofpalleHHe HalpaBJIeHo HENOCPEACTBEHHO ONMpPE/ICICHHOMY JODKHOCTHOMY JIHILY.
B 5TOM ciiyuae OTBET MOAITHCHIBAET TOJMBKO JAHHOE JOJKHOCTHOE JIMLO.

JIOKyMeHTR KOJIJIETHaJIbHBIX OpraHoB HOANHCH BAIOTCH
NpeaceaTeNIbCTBYIONIMM Ha 3aceflaHNH KOJJIETHANBHOIO OpraHa H CeKpeTapeM
(ect OH YTBEPXICH).

B nokymeHTax, MOArOTOBICHHRIX KOMHCCHEH, YKA3EIBAlOTCS He AOJDKHOCTH
1], COCTABMBIIHMX HX, & paclpeielenuie obs3aHHOCTE B COCTaBe KOMHCCHH,
npuyeM (aMHIHH WIEHOB KOMHCCHH YKa3BIBAlOTCA B al(paBUTHOM Iopaike,

HanpuMep:

TpencenaTess KOMHCCHH MOATIMCH : H.0.Qamunus
CekpeTapb KOMHCCHH - TOANHCh H.0.@amunus
YsneHhbl KOMHCCHH NOANHCH HN.O.®amunus

MOJIHCE HU.0.Qamunus

[Tpr nOANHCAHWH AOKYMEHTOB HECKOJBKHMH MOJDKHOCTHRIMH JIHIAMH UX
MOJIKCH pacroaraloT O/(Ha MoJ APYroi B NOCIEeI0BATENBHOCTH COOTBETCTBEHHO
HepapXHH 3aHHMaeMOH JOJDKHOCTH, Ha BCEX DK3EMIUIApax NOAMTHCH NOJKHE OBITh
NOMJIHHHELIE, : ‘

ITpH MOANMCAHWH IIHCbMAa HECKOJIBKHMH AOJDKHOCTHBIMH JIHLIAMH OJHOIO
paHra HX IMOAMHCH paclojaraloT Ha OAHOM YPOBHE H OIPaHHYHBAKOTCH
COOTBETCTBEHHO JIeBOH H NpaBoll rpaHHIIAMH TEKCTOBOIrO NOJ, & pacHIH¢pOBKH
MOATHCeH pacnonararoTcs Noj HAaHMEHOBAHMAMH JOJDKHOCTEH H OTHAENAIOTCA OT
HHX JIONOJIHATENbHBIM 1 MeXCTPOYHBIM HHTEPBAJIOM, HAIIPHMED:

HauyalLHAK AenapTaMeHTa Havyanbuuk AenapTaMenTa
CTPOMTE/IHCTBA H APXHTEKTYPhI ropoACKOro Xo3aicrBa
MOAIHCH H.O.QPamuans TIO/IMTHCE R.O.Pamuaans

Ecnd ZOMKHOCTHOE JHULO, NOAMHCH KOTOPOTO 3aroToBA€Ha Ha IPOEKTe
JIOKYMEHTa, OTCYTCTBYET, TO AOKYMEHT IOIMCRIBAET 3aMECTHTENb PYKOBOIUTEN,
HMEIOWMH MpPaBO TNOANHCHIBATE MAOKYMEHTHl 3a pPYKOBOOHUTENS, HIH HHOE
JAOJDKHOCTHOE JIHIIO, MMelolllee NMPaBo MOAIUCH B COOTBETCTBHH C JOKYMEHTOM O
pacnpefienenny o6A3aHHOCTEH, MPH 3TOM yKa3nBaerTcd (aKkTHUecKas NOJKHOCTD
JAHUA, MOMMUCABOIEr0 JOKyMeHT, H ero <¢amvunuia. HWcnpaenesus B
HOATOTOBJICHHREIH JOKyMEHT MOryT OBITb BHECEHH OT PpYKH JHIOM,
HOANHCHIBAIOIIMM JIOKYMeHT. He pgomyckaercs mNOANHCHEBATL JOKYMEHT C



AJMHHUACTPAINA TOPOIJA BEJIOPOOA

PACHHOPAXEHUE

«éﬁ » W 20_7_;,/ T, - No LA

OG6 yreepxaernn NMHCTPYKIHH
1O J1eJIOTIPOH3BOCTBY B
agMuErECTpannn ropoaa bearopoaa

PykoBoactBysce nocrasosieHueM llpasurenscTBa Poccuiickolt ®enepanuu
or 15.06.2009 r. Ne 477 «O6 yreepxzemun IIpaBHNI Henompou3BOACTBA B
denepaNBHEIX ~ OpraHaX  HCHONHHUTENRHOH  BiacTH», MeToAHYecKHMH
pEKOMEHIAUMAMH II0 pa3paboTKe HHCTpyKUMH 1O JENIONpOM3BOACTBY B

¢encpanbHEIX OpraHax HCIONHHTENBHOH BJIACTH, YTBEpPXJACHHEIMH HPHKA3OM
PocapxuBa ot 23.12.2009 r. Ne 76:

1. YTBepauTs MHCTPYKIHIO IO AENONPOU3BOACTBY B aIMUHHCTPALHM IOpofia
Benropona (mpunaraercs).

2. 3aMecTuTeNsM IVIaBH AAMHHHCTpAIMH TOpOA3, pYKOBOTHTEIAM
OTpacieBhX ((QYHKIHOHANEHBIX), TEPPHTOPHANBHEIX OPTaHOB H CTPYKTYPHBIX
moppasfielleHdd aaMHHncTpalMa ropoxa, MYII m MY ropoma obecrneuuts
crporoe cobmoneHHe TpeboBaHHH MHCTpyKUMH MmO JA€NOMPOH3BOACTBY B
aIMHHHCTpALNU ropoaa. : ' ‘

3. CauTaTe yTPaTHBIIMMHY CRUIY PacliOpsDKEHUS aIMHHACTPAIMH TOpoa:

- or 02.08.2007 r. Ne 2375 «06 yrBepxaenyMH WHCTPYKUHH MO
IeJIOMMPOU3BOACTRY B aIMHHUCTpaNyH ropona benropomay;

- or 18.01.2013 r. Ne 61 «O BHeceHMH H3MEHEHHK B pPacHOP:KCHHE
agMuHUCTpauHu ropona bearopona ot 02.08.2007 roga Ne 2375x,

4. KoHTpONE 32 BRUIOJHEHUEM HACTOSIEr0 PACIOPAKEHHA BO3IIOKHUTHL HA

3aMeCTHTENs TIaBH aqMHHHCTPAlMH-PYKOBOAHTENS amlmnapara aaMUHHCTpailliH
ropona Measenesy O.H.

- I'1aBa agMHHH Y £

ropona Besrd C.boxenoB



AJMAHUCTPALOAA TOPOOJA BEJUTOPOOA

PACIIOPHAXKEHMUE

((ﬂ_z"g » W 2074 No LAL

006 yrBepxnennn HHcTpykunn
no AeJI0NPON3IBOACTBY B
aJMHHEHECTpanHM ropoaa bearopoaa

Pyxoponcteysice nocranoBneHneM [IpasuremsctBa Pocculickoii ®epepaumn
or 15.06.2009 r. Ne 477 «O06 yreepkuenuu IlpaBrn nenonpousBoACTBa B
(GenepalbHBIX  OpraHaxX  HCIONHHUTENBHOM  BNAaCTH»,  MeToaudecKuMH
PEKOMEHIALMAMA MO pa3paboTke HHCTIpYKUHMH IO JEONPOH3BOACTBY B
¢benepaibHBIX OpraHax MCIONMHHTENBHOM BIACTH, YTBEPXKICHHLHIMH IIPHKa30M
Pocapxupa ot 23.12.2009 r. Ne 76:

1. YTBepauts UHCTpYKUMIO TI0 IENOTIPOU3BOACTBY B 8AMHHHCTPALIHHA TOPONIA
Benropoaa (npunaraercs). _

2. 3amecTHTENnsM [JIaBM aJMUHHCTPAllHH TIOpoja, PYKOBOIHTENSM
oTpacieBbiX ((PYHKIHOHANBHBIX), TEPPUTOPHAIBHEIX OPraHOB H CTPYKTYPHEIX
nompasfeneHuil aaMuHHcTpammH ropoga, MYII u MY ropoaa obecneuuth
crporoe cobmonende TpeOoBaHHMiA HHCTPYKIMH TIO0 JeNONMPOH3BOACTBY B
aIMHUHHCTpAlH{ TOpoJa.

3. CyMTaTh YTPaTHBIOHMH CHITY PAaCTIOPsSDKEHHA aAMUHHCTpALIHK ropoja:

- ot 02.08.2007 r. Ne 2375 «O6G yrBepxaeHur MHWHCTpyKumMH 10
JIeTIOTIPOU3BOICTBY B aIMHHHCTpaIMH ropoa benropoaay;

- or 18.01.2013 r. Ne 61 «O BHeceHHHM H3MEHCHHI B paclOpsKeHHE
agMUHHCTpauuu ropoda benropona or 02.08.2007 roma Ne 2375».

4. KoHTpoJb 32 BBEINOJHCHHEM HACTOSIIETO PACTOPMKEHHNA BO3JIOKHUTH Ha
3aMECTHTENS INaBbl AJAMHMHHCTPALMH-PYKOBOOHICNS anrapara agMHHHCTPAUMH
ropoaa Mexagenesy O.H.

Tnapa agMHERRA

ropoaa Ben C.boxenosn



YTBEPXKXIEHA
pacnopskeHHeM aAMHHHCTPANHH
ropoaa bearopoaa

oT «gf__f»a%& 2014 r.Ne _SALD

HHCTPYKIHUSA
N0 1€510NPOU3BOACTBY B AAIMUHKCTpaUKy ropoaa bejiropoaa

1. O6mue nooxeHns

1.1. UHCTPYKUMA MO [eIONPOH3BOACTBY aAMHHHCTPALHH ropoAaa (nanee mo
TekcTy - MHCTpykuus) paspabotaHa B COOTBEICTBHH ¢ TpeboBaHHAMH
nocradoBienns IIpaBurenscrBa Poccuiickoil ®enepanyn ot 15.06.2009 r. Ne 477
«O0 yTBepKAEHWM NpaBWI JEJNONPOH3BOACTBA B (eAepanbHEIX OpraHax
HCIIOJIHATENIbHOM BJacTH» (B peA. mnocraHoBleHHA IlpaBurensctBa PP ot
07.09.2011 r. Ne 751), Metonnueckux pekoOMeHIAUuH 1Mo pa3paboTke HHCTPYKIHiH
N0 JeJIONPOH3BOACTBY B (elepasbHBIX OpraHaXx HCOOJNHATENBHOR BAcTH,
yTIBepX/JeHHHIX INpHKa3oM Pocapxusa or 23.12.2009 r. Ne 76, c¢ yuerom
FocyZlapcTBEHHOTO  CTaHAAPTa  Ha  OpraHH3alHOHHO-PACMIOPAAHUTENBLHYIO
pokymentaumio - I['OCTa P  6.30-2003 «YHHOHUMpOBaHHBIE CHCTEMEI
AOKyMEHTALHH. YHubHLUpoBaHHaN CHCTeMa OpraHU3alHOHHO~
pPacnopAAUTENBHOR AOKyMeHTauHH. TpeboBaHusa K 0GOpMIEHHIO LOKyMEHTOB» H
Ha OCHOBaHMH HHCTpYKIHH MO AENONMpOHM3BOACTIBY B OpraHax HCIIOJNHHTENbHOH
BI4CTH H TOCYJAApCTBEeHHBIX opraHax bearoposckod o0nactH, yTBepkaeHHOH
pacniopsoxenreM ['yGepnatopa bBenropoacko# ofbmacth or 27.12.2006 .
Ne 1135-p, Pernamenta paboTel aZMHHHCTPAaLHH ropoida benropozna
Benropoackoilt obnacTH B MOpAAKE MpPOBEACHHA OCHOBHEIX OpraHH3AIHOHHBIX
MeponpuaTHY, PernaMenTa B3aHMONEHCTBHA aJMHHHCTpalliH Topoma ¢
nernyrataMu CoBeta aemyTaroB roposa benropona.

1.2. HHCTpyKUHS N[O JAeNONPOH3BOACTBY paspabaTwiBaeTcs B LemIX
YCTAQHOBJICHHA eUHBIX TpeboBaHUH K MpHEMY, y4eTy, [IOAroToBKe, 0QOpPMIIEHHIO,
KOHTPOMIO  HWCNOJHEHWS, XpaHeHWId® M  HCIOJNL30BaHHID  JIOKYMEHTOB,
($OpPMHPOBaHHIO ZIe)l, TOATOTOBKH H IIeépejavH HX Ha apXHBHOE XpaHeHHE.

1.3. Tlonoxenus MHCTPYKUHH pernaMeHTHpYIOT paboTy € JOKyMeHTaM#
HEe3aBHCHMO OT BHJAa HOCHTENs, BKIIOYas MOAroTOBKy, 006paboTky, XpaHeHHEe H
HCNIOJIB30BaHHE JOKYMEHTOB, OCYILIECTBIACMEIC c TpIMeHeHHeM
HHGPOPMALIMOHHBIX TEXHOJIOTHIH. _

1.4. Tlonoxenus HMHCTPYKUMH HE pPaCHpOCTpaHAIOTCA Ha OpraHH3ALHIO
paGoTBl C  JOKYMEHTaMH, COJAEpXalllHMH  CBEACHHA,  COCTaBIAIOLINE
rocyzapcTBeHHYI0 Takiny. OcobeHHOCTH pabOThI ¢ OKYMEHTaMH, COAEp)KaIUMHK



KOH(pHIeHIHAIRHYIO HH(popMaimio (CTy:eOHyl0o H HHYIO TalHy, [EepCOHAIBHBIE
JaHHEIE), PETYIHPYIOTCS CHIeNHANbHBIMA HOPMATHBHEIMH aKTaMH.

1.5. Tpebopanus WHcTpykuuu k pabore c© Oyxranrepckoif, Hay4HO-
TEXHUYECKOH M APYroi cCrielHanbHON JOKyMEHTauHeH paCpOCTPAHSIOTCH JIHINE B
yacTH OOIIHX NpPUHUMIOB paboTel ¢ MJOKYMEHTAMH, & TaKKe IIOATOTOBKH
JOKYMEHTOB K Nepefade Ha apXUBHOE XpaHeHHeE. '

1.6. Opranusanus, BENEHHE H COBEPILISHCTBOBaHHME NEJIONPOU3BOACTBA,
HCIIONB30BaHHE COBPEMEHHHIX HMHQPOPMAIHOHHKIX TexHoJNorud B pabore ¢
OOKyMEHTaMM, METOONYEeCKoe DPYKOBOACTBO H KOHTPONb 3a coOmoleHneM
YCTAHOBJIEHHOrO mopsaka paboThi ¢ JOKyMEHTaMH B CTPYKTYPHEIX
NOApa3ZieNleHHAX OCYIIECTBIAET YNPABICHHE JOKyMEHTAllHOHHOTO obecreyeHHs
anmnapara AagMHHHCTpallMd ropoja (zajee IO TeKCTy - yTIpaBJIeHHE
DOKyMeHTallMOHHOTrO ofecnedeHusd). B ciyyae BO3IHMKHOBEHHS pasHornacuii B
TONKOBaHHH TpeboBaHHH MHCTPYKIMH NpaBO KOMMEHTHpOBATh €€ ITOJIOKEHHA
MIPEACTABNAETCS YIIPaBNeHHIO TOKYMEHTALHOHHOTO 00ecnedeHus.

1.7. Pabota ¢ oOpalieHHsMH TIpaXJaH OCYWIECTBIAEICS HAa OCHOBAaHWH
PernameHTa paboThl afMMHHCTpalUH roponia benropoaa benroponckoit obnacty.

1.8. [lenonpou3BoacTBO B aAMHHHCTPALlWH ropona Benercs ¢
HCIIOTb30BaHHEM ABTOMATU3HPOBAHHOH CHCTEMEl «MOTHB» (Aanee MO TeKCTy —
AC «Motus»). Ilporpammioe H HHQopMaloHHOe obecnieueHue AC «Motue» B
npouecce ef DOKCIUTYaTalMH OCYIUECTBISCTCS OTAENOM HH(GOPMAIHOHHEIX
TEXHOJNOTMH W DKCIUTyaTalliH WHGOPMAUMOHHBIX CHCTEM YNPABIEHHA IejaMH
anmapaTa aIMHHHCTpallHH ropoJa (JaJiee N0 TEKCTY — yIIpaBlieHAe AelaMH).

1.9. OTBeTCTBEHHOCTh 3a OPraHH3alHI0O H COCTONHHE JeJONpOH3BOACTBA,
COOJIONICHHE YCTAHOBIEHHOrO Hacrodmwed MHCTpykuued nopsaka paborel ¢
JOKyMEHTaMH B oOTpacieBhX ((QYHKUHOHANBHBIX) TEPPHTOPHANBHEIX OpraHax,
CTPYKTYPHBIX NOJIpa3fieeHAAX aJAMHHUCTPalldH TOpoAa, MYHHMLHIIAJBHBIX
YHUTAPHRIX NPENNpPUSTHAX H MyHHUHNAIBHEIX YIpeXIeHHAX (Janee 110 TEKCTy —
noppas/ielieHAs) BO3NAracTCA Ha X PYKOBOLHTeNEH.

PykoBoguTenp  mofpasfiefeHMs ~ CBOMM  TIPHKa3OM  OIpeenser
OTBETCTBEHHOTO 32 BEJIEHHE JIEJIONPOH3BOACTBA, KOTOPLIH obecrieunBaeT BecHHE
AeIOIPOU3BOACTBA B CTPYKTYPHOM NOJpa3/ie/ieHHH,

1.10. Ha oTBeTCTBEHHOTO 33 OPraHM3ALMIO H BeAeHHE JIeNONPOH3BOACTRA B
NIoApasfie/IeHHH BO3JIaraeTcs BEINIONHEHHE CNeNYIONINX OCHOBHEIX QyRKIHIN:

~ IpHEM H YYeT NOCTYNAIOMIMX B NOAPa3ieNeHHA JOKYMEHTOB,;

- epefiaya IOKYMEHTOB Ha pacCMOTpeHMEe PYKOBOJAUTENIO MOApa3AeeHHs H
TIOCNE NOTY4YEHHS COOTBETCTBYIOINX YKa3aHHH — HCIONHHTENIO;

- KOHTpPONp 3a TIPOXOXKIEHHEM JIOKYMEHTOB B IoJApa3felieHuH,
CBOEBPEMEHHOE OTpakeHHE HHOOPMAIMH O JBH)KEHHH AOKYMEHTOB, COOJIOIeH e
CPOKOB HCTIONHEHHS H CBOEBDEMEHHOE 3aKPhITHE «B JIENO» HCIONHEHHEIX
OOKYMEHTOB ¢ Hcrions3oBaHueM AC «MoTtuB»; _

- y4YeT H perHCTpalMsi MCXONAUHX H3 nonpaanenennﬂ IOKyMEHTOB,
NpoBepKa IIPaBHILHOCTH HX O OPMIIEHHA U Nepeiaya WX Ha OTIPaBKY;
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- oGecredeHHe Ka4decTBa [TOAMOTaBAHBAEMEIX [IO/Ipa3JieicHHEM JOKYMEHTOB
(TPaMOTHOCTh H3NOXKEHHSA, MOJHOTA H JIOCTOBEPHOCTh OTBETOB HA NOCTABJICHHEIE
BOITPOCHI);

- OpraHu3alMs CopaBoYHO-HHPOPMAUHOHHOH paboTEl no BOmMpocaMm
NPOXOXKJEHHS H HCIIONHEHHS MJOKYMEHTOB, IIOAIOTOBKA XA DPYKOBOOHTENS
NOApa3eNeHHd OTYeTOB OO HCIIOJHEHHRIX H HaxOXAWMXCd Ha HCMOJHEHHH
JIOKYMEHTAaX; '

- OpraHH3ailHd IpHeMa H IiepeladH JOKyMEHTOB € HCIOIb30BAHHEM
3NIEKTPOHHOM NOYTH! H CPe/ICTB PaKCHMIUIBHOH CBA3H;

- GOpMHpOBaHHE €l B COOTBETCTBHM C YTBEDPXKICHHOW HOMEHKIATYpOH
Ae,

- TMOATOTOBKA JOKYMEHTOB H Hepenada Aeii MOCTOSHHOrO H BpeMeHHOTO
(ceuire 10 ner) CpOKOB XpaHeHHS B OT[e] MYHHLMNAIBHOIO apxdBHOro (oHIa
YIIPaBJIEHHA JOKYMEHTAIMOHHOTO 06eCIIeHeHNS;

- COCTaBleHHe HOMEHKIATyphl [Jen CTPYKTYPHOrO nojpasneneHHs
(exxerofiHo, He nmo3gHee 15 HoAOPAR); -

- yuer nevareii, IramMios, OJIRHKOB, HCIIONL3YEeMBIX B IIOApa3leJeHHH;

- IpOBefEHHE HHCTPYKTa)ka BHOBb IMPHHATBIX B IOJpa3dclicHHE
COTPYAHHKOB TI0 BONPOCAM OpPraHMW3aliié paboThl C IOKyMEHTaMH, B TOM YHCJIE C
ucnone3osanieM AC «MoTus».

1.11. Ilpu pabore ¢ opHrHHaiaMH JOKYMEHTOB HE pa3pellaeTcsi BHOCHUTD B
HHX Kkakue-IHOo HCIpaBneHHA, MenaTh TMOMETKH. PaboTaTh ¢ IOIMHHHBIMH
JOKyMEeHTaMH aIMHHUCTPALIHK ropojia BHE CIykKeOHBIX NOMEWeH U 3anpellaeTcs.

HWrdopMartas, corepxawaics B JOKyMEHTaX H HX MPOCKTaX, MOXET
HCIIONB30BAaTHCH TONBKO B CIyXeOHBIX LIENIAX, B COOTBSTCTBHH C BH3aMH
PYKOBOAMTENEH H TOJNHOMOYHAMH JOJDKHOCTHBIX JIML, paOOTAlOIWMX MIH
IHAKOMALIUXCA ¢ JaHHOH wHpopmauueii. C comepkaHdHeM NOKYMEHTOB MOLYT
GLITE O3HAKOMJIEHE! TOJIHKO JIHLIA, HMEIOIKE OTHOMIECHHE K HX HCIIOTHEHHIO.

1.12. Tlpn yxone B OTIIYCK, BEI€3/le B KOMaHAMPOBKY, Ha BpeMa O0JNe3HH UTH
B ClTyuae YBOJbHEHHA H NepeMellleHHs 1to cinyxbe paboTHHK 00s3aH nepeaTs Bce
HaXoAfINHEeCS Yy HEro JIOKYMEHTH  paboTHHKY, OTBETCTBEHHOMY 3a
JIENONPOH3BOACTBO CTPYKTYPHOTO NOApA3eNeHHs, WiIH ApPYroMy paGoTHHKY IO
YKa3aHHIO PYKOBOIMTENS TnofpasmeneHud. IIpy yBOnbHEHHMH paloTHHKAa MM
nepeBone Mo ciiyxbe nepenada JOKyMEHTOB H JeJ OCYIIECTBJIAETCA TIO aKTy Ha
OCHOBaWMH NPHKA3a WIH C)TyXeGHOH 3anHCKH pyKOBOAMTENA NOApa3NeICHHS.

1.13. O6 yrpare mOXyMEHTa HCHOIHHTEIb HEMEINEHHO IOOKIANHIBACT
PYKOBOOHTENIO TOApasfelleHMs H B  yNpaBlieHHE JOKYMEHTAHOHHOTO
obecneueHus unu cuyx6y no padore ¢ HakasamMH H oOpallileHHAMH I'PAKIAH MO
MPHHAAIJIEKHOCTH.

PykoBopuTens moapasfieNneHHs OPraHH3yeT ciyXebHoe paccrneoBaHHe, O
PE3YNBTATAX KOTOPOro HHGPOPMHPYET 3aMECTHUTENA TJIaBBl AOMHHHCTPALHH —
PYKOBOAHMTEJIN annapaTa aiMHHHCTPAllHH ropoja.
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2. Co3ganme JOKYMEHTOB B af{MHHACTPALHH ropoja

2.1. BaankRr OKYMeEHTOB

JIOKyMEHTHl B aAMHHHCTPaLMH ropoja oQopMIsioTcs Ha ONaHKax, Ha
CTAHAAPTHEIX NHcTax Gymarn gopmara A 4 (210x297 mm), AS (148x210 Mm) 1HGo
B BHAE JEKTPOHHBIX NOKyMEHTOB H HMEIOT YCTaHOBNEHHEIH COCTAB PEKBH3HTOR,
MX pacnoyoxeHsie H odopmieHHe. BnaHkH B aJMHHUCTPAOMH TIopoJa H
CTPYKTYPHBIX NOZApa3fe/IeHHAX aIMHHHCTpaUMH ropoia paspabaThiBalorcs Ha
OCHOBE YTTIOBOTO WJIH NPOXOJBEHOTO BapHAHTA PaCHONIONEHHA PeKBH3UTOB. IlpH
YIJIOBOM BapHaHTe PEKBH3HTH O/1aHKAa pacnojaraloTcs B BEpXHEM JIEBOM YLy
mucra. [IpH DpONONBHOM BapHAHTE PEKBH3HTH OJlaHKa pacroNararoTes
MocepeiuHe JINCTA BIONb BEPXHEro MoJis.

B aaMHHHCTPalldd Topoja NpPHMEHAIOTCA CleNylollde BHAE OJAaHKOB ¢
BOCIpOH3BeIcHHeM repba ropoza:

- OnaHK MHCchbMa aIMHHHCTPalHH ropofa (popmara A4 yrioBoii B KHHXHOR
OPHMEHTALHHU H [BETHOH IPOXOJILHEIH;

- OJIaHK NOCTAHOBEHHN afIMHHHCTparMK ropoga benropoaa;

- ONaHK pacnopsXeHHsa aAMIHHCTpalMH ropoaa benropoza,

- 6MaHKHM OTPacleBRIX, TEPPHTOPHAIBHEIX ((YHKIMOHANBHEIX) OpPraHOB M
CTPYKTYPHEIX MOApa3feseHHH, MMEIOIMX NpaBO H3NaBaThb IpHKa3skl H
OCYIUECTRIIATH NEPENHCKY CO CTOPOHHUMH OPraHH3aUMAMH U rpaX<IaHamr,

- ON1avKH I7aBbl aIMHHHCTPALH ropoja (Janee no TeKCTy — M3p ropoja) H
€ro 3aMecTHTeNeH, HCITONb3yeMEIe I OPOPMIICHUA Pe30MOLHE.

BranKk nHCEMa AAMHHHCTPAIIHM Topoia K OIaHKM MPaBOBEIX AaKTOB
aIMHHHCTpAlMH Topoja H3rOTABAHBAKTCA THHmOrpaPckuM cnocoboM Ha
CTAaHJAPTHHIX JMHCTaX OyMard, NPUMEeHAIOTCA B 38BHCHMOCTH OT 00beMa TeKCTa H
HOIMUCHIBAKOTCA:

- OnaHK mMHCHPM2 aJMHHHCTpallHH TopoJia - M3pOM TOpOAa, €ro
3aMEeCTHTENIAMH M HAvalbHUKAMH JAENapTaMeHTOB, PYKOBOAMTENAMH KOMHTETOB
aIMHHACTPaLMH ropoJa,

- ONaHKM mNpaBOBEIX aKTOB — M3pOM TIopoAa, B €ro OTCYTCTBHE
JO/DKHOCTHBIM JIHIIOM, HCIHOJHSIONMM O043aHHOCTH IVIaBhl aJMHHHCTpAlHH
ropoja CONIaCHO pPaclopAXeHHIO aIMUHHCTPALIHH Iropoja.

Bnanku noapa3peneHHil aAMHHHCTPALMH IOpoAa CO3JAIOTCH B TOM Cly4ae,
eCH DYKOBOOWTENp JAaHHOTO [OJpasfAeieHHs HMeeT MNpaBo MOANHCH
opHuManBHEIX AOKyMeHTOB. [IpH noaroroBke OnaHkoB moApasaesieHHMH
ACIIONBE3YIOTCA ANeKTPOHHEIE MalIoHE OJIAHKOB JOKYMEHTOB.

brankyu agMHHHCTpaliH TIopoja ¢ BOCHpOM3BeleHHeM Trepba ropoja
H3IOTaBIHBAIOTCS noaurpadpaIecKUMH HpeANpHATAIMH no 3aKa3y
aIMHHHCTPailHH FOpoAa M HMMeloT HyMmepaumo. Hymepaumsa GnaHka ckso3mad,
LIeCTH3HAYHAs, [IOPAAKOBEIH HOMep HAaHOCHTCA B HHCHHH JIeBEIH yron o6opoTHo#H
CTOpOHBl OllaHKka TNpPH TNOMOMH HYMepoBalbHON MAaNIMHK THNOrpadCKuM
cnocoGoM (mpojaBiieHHbIH). MsroroBneHne OnaHka NHCbMa aJMHHHCTPALHH

ropoga H 6aHKOB NpPaBOBRIX AKTOB AJIMHHHUCTPAUMH IOpPOJAa HAa OpPITEXHHKE
3aMIpeInaeTCs.
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OpraHuzaiHs paboThl 110 H3TOTORICHHIO repOOBEIX 611aHKOB THHOrPa()CKHM
cniocofoM Boanaraerca Ha ciyx0y MaTepHadbHO-TEXHHYECKOro obecrnedenus
ynpaBiieHusa AclaMH (aanee no texcty — MTO), xotopas obecnieunpaer 3akynky
Ha H3rOTORJIEHHE NedaTHO-071aHOYHON NPOAYKUMH B THNOrpaduu, OCYHIECTRIAET
Nony4YeHHe, yueT (KaKk MaTepPHaNbHEIX LCHHOCTEH) M BEAAYY IMOCTYMHBOIMX
rep6oBLIX GIIaHKOB. '

B penax ofecriedeHHs NOpsfAKa HCIONB30BaHHS repOOBhIX ONaHKOB,
H3IOTOBJICHHBIX THIIOTPAadCKHAM CHOCOOOM BeAETCA HX Y4eT KaK JOKYMEHTOB
CTporoff OTYETHOCTH. YdeT repOoBEIX ONaHKOB BeJleTCA pasfielbHO IO BHIAM
6JaHXOB B JKypHalle Yyd4eTa HOCTYIUICHHS TIepOoBhIx OlaHKoB H BBIIaETCH
OTBETCTBCHHBIM 32 JCIONPOKU3BOCTBO NMOJ POCIHCH B XYyPHale BRIAAYH GIAHKOB
(npunoxenue Ne 1).

HicnopyeHHrle repGoBble GlaHKH BO3BPaAlllAlOTCH NPH HONYYEHHH HOBBIX
6JIaHKOB. Y HHUTOXCHHE repOOBBIX 61aHKOB OCYIIECTRIIAETCA MO aKTy.

I'epboBbie O7aHKM HCMOJB3YIOTCA CTPOrO MO HA3HAYCHHIO W XpaHATCA B
ceifpax HMNH Metawmmyeckux mKadax. Ilepenaya repboserx OnaHKOB ApPYTrHM
OpraHM3aldAM H JHOaM He Aomyckaercd. (OTBETCTBEHHOCTh 3a obecHeuyeHue
COXPAaHHOCTH T'epOOBHIX OJIaHKOB H 3a NMpPAaBHJIBHOCThH HX HCIIONB3OBAHHA HECYT
OTBETCTBEHHBIE 3a JEJONPON3BOJACTBO B CTPYKTYPHBIX MOApA3IeICHHAX.

B cnyqae oOHapyXeHHS HAPYIIEHHH NPH H3TOTOBIEHHH, YYeTe, XPaHEHHH K
KCIIONE30BaHHN repOoOBRIX O/IaHKOB NPOHM3BOAHTCS clyXeOHoe paccienosaHue,
pe3yJLTaThl KOToporo oopMITIOTCS akToM. JIHilaM, OTBETCTBEHHBIM 3a BeJieHHE
JENONMPOU3BOACTBA B aIMHUHHCTPAUMH rOpOAad, 3alpellaeTcd PeruCcTpHpOBATh H
TIPHHEMATh K HCTOMHEHHIO NOKYMEHTHI, OQOpMIICHHBIC Ha TepOoOBbIX Gnankax
HEeYCTaHOBJIEHHOro obpa3sia.

HcnopueHnsle H HeBOCTpeOOBaHHEIE repOOBEIE OAaHKH, H3rOTOBIEHHBIE
TANOTPaCKHM CIMOCOOOM, MOramarTcs IYTEM IepedepKHBaHHA HOMEpa H
THTYJIBHOTO JIMCTa, Bo3BpamaioTcs B MTO s HX criHcaHMS H YHHUYTOXEHHS TIO
aKTy.

Ilpy nonyyeHHH HOBEIX IepOOBEIX GJIAaHKOB JIHIIA, OTBETCTBEHHEIE 3@ Y4eT,
HCTIONB30BaHHEe H XpaHeHWe repboBHIX OlaHKOB, OT4YMTHIBaloTCA B MTO 06
HCIIONIb30BAHHH paHee IMOJYyYeHHBIX OaHkoB (BHA H Ne HcniopyeHHoro GnaHka,
HOJNHNCH OTBETCTBEHHOI'O JTAa).

B 3aBHCHMOCTH OT pacnojiQkeHHsi PeKBH3HTOB YCTAHABIHBAIOTCA YIJIOBOM,
npononbHEIA W UBeTHOH Onankd. llpeTHoHf OnMaHK agMHUHHCTpALlMH rOpOZa
TMOJIHCHIBAETCA TOJNBKO MBIPOM [Opoja, HCIONIB3YeTCA IS MPEACTABHTENLCKHX,
TopxkecTBeHHRX, VIP d¢yuxunid. Hampasnserca B T'ocynapctBeHnyio dymy,
NIPEACTABHTENBCTBA 3apYOEXHEIX CTPaH U BHICOKONOCTABIEHHBIM MMEPCOHAM 110
YCMOTPEHHIO M3pa ropofa.

QopMel OMaHKOB agMHHHCTPALHH ropoOAd C BOCHPOH3BEJCHHEM Trepba
ropoZila yYTBEPXJAKOTCA M3IpOM ropoaa. PopMbl 0OnaHkoB MOApa3feNeHHH
COTJIACYIOTCS YNPABICHHEM JOKYMEHTALHOHHOTO OOECIIeYeHHs M YTBEpXKIAloTCA
MPHKa3aMH PyKOBOJHUTENEH MoAPa3NeICHHHA.

3anpemaercs HCHONL30BaThk rep0OOBbIC ONAHKH agMUHHCTPaUMH A
CITykeOHO# nepenucKy BHYTPH aAMHHHCTPALIHU rOpoa.
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O6pa3upl 61aHKOB NpUBEieHK B panokeHusx NeNe 2, 3, 4, 5, 6.

2.2, PeKBH3HTBI JOKYMEHTOB

Ilpy noAroToBKE NOKYMEHTOB B aJIMMHUCTPALMH IOpOZa pEeKOMEHIyeTcH
IPHMEHATh TSKCTOBBIH peflakTop, obecneduBaloiHii TpeGoBaHHs rpaduuecKkoro
BOCTIPOM3BEICHHA  PEKBH3UTOB JokymeHToB Word for Windows ¢
ucnoixs3zosaHueM mpugTos Times New Roman (Cyr) pazmepom 14 (B oToensHEX
ciyqasax il opOpMIICHUS MPHNOXKEHHH K JOKyMeHTaM Oonpluoro obsemMa u
TaOMIHBIX MATCDHAJIOB MOXET OBITh TMpHMEHeH HIpHPT pasMepoM - 12-13),
IOHAMNA30H HCIONB3YyeMBIX MEXCTPOYHEIX HHTEPBAIOB - OT OAWHApPHOIO MO
IBOMHOIO.

Jnsg  BriZeNeHHS YacTH TeKcTa [OKYMEHTa, 3arojioBKa, NpHMeYaHHA
IOMYCTHMO HCIIONB3OBATH IONYXXHPHOE HayepTaHHe, IOJYCpKHBAaHHE HIIH
CMelICHHEe OTHOCHTENBHO IPaHHI] OCHOBHOIO TEKCTA,

Kaxnulli HarledaraHHEIE NHCT ZOKyMeHTa, O(QOpMIICHHBIH KaK Ha Onake,
TaK H 0e3 OlaHka, KMeeT cleAyIOIHe pa3Mepbl ToJe:

aeBoe — 25 — 30 mmMm;

npapoe - 15 - 20 MM;

BepxHee - 20 MM;

HIDKHee - 20 MM.

JOKyMeHTEI, co3aBacMble aTMHHHCTpallielt roposaa, HMEOT CTabUNBHEIA
COCTaB PeKBH3HTOB, HX PaclioyioKeHHe U o(opMIIeHHE.

[Ipy NOATOTOBKE KOKYMEHTOB AAMHHMCTPALMH TIOpoJa HCIONB3YIOTCH
CNeAYIOIIME PEKBH3NTEI:

n306paxeHue repba ropona (pexBu3mT 1);

HaWMEHOBaHHE PerHoHa (PEeKBH3NT 2);

HaHMEHOBaHHEe OpraHa MECTHOIO CAaMOYIIpaBleHHs (PeKBU3HT 3);

HaHMEHOBaHHE MOJPa3JieNiCHHA/IIOIKHOCTH JIML[a — aBTOopa AOKYMEHTa
(pexBu3uT 4);

TOZMHCH AOIDKHOCTHOIO NIMIIA (PEKBH3UT 5);

BHJ] IOKYMEHTa (pEKBH3HT 6);

CIIpaBOYHbIE AaHHbIE (PEKBH3HT 7);

agpecaT (peKBH3HT 8);

Jara NOKYMEHTa (PeKBU3NUT 9);

PEricTPaLOHHEIA HOMEp AOKyMeHTa (pekBu3uT 10);

HaMMeHOBaHUE/aHHOTALINS NOKYMEHTa (pexBu3uT 11);

TEKCT JOKyMeHTa (pekBH3HT 12);

CCBUIKA Ha PEriuCTPallHOHHEIH HOMep M JaTy JOKYMCHTa aJpecaHTa
(pexBH3HT 13);

OTMETKa O HAJIMYHU ITPHIOKEHHA (peKBH3UT 14);

rpH¢ cornacoBaHuA (pekBH3INT 15);

rpH® YyTBEpXKACHHA (PEKBH3HT 16);

BU3a (pekBU3HT 17);

OTTHCK IeyaTH (pekBH3HT 18);

OTMETKa O 3aBEPEHUH KOIINH (peKBH3HT 19);
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orMeTka 06 ucnoauTene (pexBu3ut 20);

YKa3aHHS 10 HCTIOJIHEHHIO JOKyMeHTa (peKBU3HT 21);

OTMETKA O KOHTpOJIE JOKYMeHTa (PeKBU3HT 22);

OTMeTKa 00 MCTIONIHEHHH JOKYMEHTa (PEKBH3HT 23);

OTMETKAa O KOHQHACHINATLHOCTH {PEKBH3HT 24).

CocTaB peKBH3UTOB KOHKPETHOIO JOKYMEHTa OINpe/eIfeTca ero BHIAOM H
Ha3HA4YeHHeEM.

KpoMe nepeduciieHHBIX PEKBH3HTOB, IPH MOATOTOBKE AOKYMEHTOB U B
npouecce paboTsl ¢ AOKyMEHTaMH MOFyT HCIOJNL30BaThCA JPyTHE PEKBH3HTEI,
HanpHMep, OTMETKAa O IOCTYIUICHHH JOKyMEHTa B aJMHHHCTPalHIO ropoja
(perucTpallMOHHBIR IITaMil) (pacmonaraeTci Ha CIyXeOHBIX JOKYMeHTax B
NpaBOM HIXXHEM YIJIY MEpBOro JIKCTa JOKYMEHTa M OTPAaHMYHBAETCA €ro IpaBEIM
mojieM; Ha oOpallleHHAX TpaXJaH - B CepefiNHE IepBOro JIHCTa JOKyMeHTa M
OrpaHMYHBAETCA €ro IpaseiM 1noneM); ormeTkd "Cpouno", "Omneparmpuo",
"TlogmexHuT BO3BpaTy" (pacmojaraloTci B NpaBOM BepxHEM YLy IiepBoif
CTpaHHUBI JOKyMeHTa M OTpaHHYHBAETCA €ro NPaBBIM II0JieM); HAEHTHQHKATOp
3JIEKTPOHHOH KOMHMH JOKyMeHTa (pacrionaraercs B JIEBOM BepXHeM YLy
AOKYMEHTa U OTpaHHYMBAETCA €ro JIEBHIM IIOJIEM).

2.3. IIpasnuaa oopMICHHS PEKBA3IHTOB JOKYMEHTOB

2.3.1. Hao6paxcenne rep6a ropoaa (pexBH3HT 1).

Haobpaxenne repba ropoga benropoma mnomelnaercds Ha OGlnaHKax
JIOKYMEHTOB B cOOTBeTcTBHM ¢ [lonoxerHmeM o repbe ropoga benropoaa
Benroponckoii 06sacTH, YyTBEpHACHHOM pellleHHEM benropoickoro ropoackoro
Coserta aenytaroB ot 18 droHA 1999 roga Ne 278.

H3obpakeHHe repba noselaercs Ha BepXHeM INoJie 61aHKOB ROKYMEHTOB
niocepeinHe 30HbI, 3aHATOH PEKBHINTOM 2.

2.3.2. HaumMeHnOBaAHHE pErHoOHA, OPraHa MeECTHOrO CAMOYIpPaBJIeHHA,
HAHMEHOBaHHE NOJPa3fe/leHHA/AOKHOCTH JIHIA, MOANHCABIIEr0 JOKyMEHT
(pekBH3HTHE 2, 3, 4).

HaumenoBaune opraHa MeCTHOIO CaMmoOyIPaBlE€HHHA, CTPYKTYPHOTO
noapasfesieHHss — aBTopa JOKyMEHTAa — YKa3hiBaeTCA TOYHO B COOTBETCTBHMH C
YcrapoM ropoackoro oxpyra «l'opoa benropoa», co CTpyKTYpol M IMOJOKEHHEM
(ycTaBoM) nmoapas/ieieHHs.

HaumeHoBaHHe AOJDKHOCTH JIHLA, ITOANHCABLIEN) ,uoxyuem‘, YKa3bIBaeTcs B
O71aHKaxX MUCEM AOJKHOCTHBIX JIHMLL.

HaumeHOBanHe JOMKHOCTH JTHIA yxasmBae'rcs 110 HAaWMEHOBAHHEM OpTaHa
MECTHOTO CaMOYTIpaBIICHHUS.

2.3.3. IlognHch JO/DKHOCTHOTO JJHIA (PEeKBH3HT S5).

B cocTaB NOANNCH BXOOAT HaWMEHOBaHHE AOJDKHOCTH JIMIA, ITOAIIHCABIIETO
JOKyMeHT (OpH HCIONB30BAHHM  JODKHOCTHOrO ONaHKa HaMMEHOBaHHE
JIOJIKHOCTH He YKa3biBaeTcs), JIMYHAA [MOANNCH M ee pacM(poBKa (MHUIOHUATIK U
dbamuns). -
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[Mogmuck oTAenseTcs OT MNpeALAYWIETO PEKBH3MTAa 3 MEeXCTPOUHBIMH
HHTepBaaMy. HauMmeHOBaHHE JODKHOCTH, COCTOfIEe M3 ONHOH CTPOKH,
nedaTaercs oT neBoii rpaHHIE TEKCTOBOro nois. Ecii HauMenoBaHHe NOKHOCTH
COCTOHMT M3 IBYX M Ooilee CTPoK, To cioBa «PykoBoauTtensy», «HaqansHHK» MOTyT
PacIojlaraTbCl [EHTPOBAHHBIM CIOCOOOM IO OTHOIEHHIO K ITOCHENYIOLIHMM
CTPOKAM PEKBH3MTA, NEHTPHPOBAHHBIM OTHOCHTEIBHO CAMOH JUIMHHOH CTPOKH.

HapMeHOBaHHE NODKHOCTH NeYaTaeTcs OT JIEBOU IPaHUIILI TEKCTOBOTO IO
yepe3 1| MeXCTPOUHBIH HHTEPBA! H UEHTPHPYETCH OTHOCHTENBHO CAMOH [IHHHOM
CTPOKH (B Ciiydae ABYX H 6oyiee CTpOK B HAHMEHOBAHHH TOJMHCH).

WHunuanel H QaMANHA [1€4YaTaloTCd Y IpaBoH TPaHMOARl NOJAN HIH Ha
paccTosHHH He MeBHee 12,4 cM OT eBoii IpaHHIA TeKcToBOro noad. Ecian gnmuna
CTpOKH B paciipOBKe IMOANUCH NpEBhIIIacT 4 CM, AOMYCKAETCA CMEIIATH €€ B
CTOPOHY ILIOMaNH, OTBEACHHOH I IIOANHCH.

Pacmu¢popka MONMHCH paclioflaraeéTcs Ha YpPOBHE NOCHeINHeH CTpokH
HAHMEHOBAHHUA JOJDKHOCTH H OrpaHHYHBaeTCsA IIPaBhIM [oJleM. HMHHUHANB
craBsaTca nepexn ¢amundeit 6e3 mpobena.

Tloanuce MOXET BRIIENATECH MONYXHPHEIM LIPUGTOM.

Ecnu mHceMa odopMasiorcs Ha OnaHke, TO MNOANKCH BKIIOYAET
COKpalllcHHOE HAaMMEHOBAaHHE NOIDKHOCTH, JHYHYIO [MOANKCh, HWHHLHANK H
dbaMunuio:

IlepBhBIil 3aMeCTHTEND
rAABbI AMHHHCTPAIHH rOpoaa TIONIHCH N.O.®amunansa

HITH

HavaJbHHK AeHapTaMenTa
TOPOACKOTO X03alicTBa - MTOANNCH N.O.Pamannan

Ecnu nHcsMo odopmisercd He Ha OnaHke, TO B IOONKHCH YKa3LIBAETCH
TIOJIHOE HAHMEHOBAHHE IOIKHOCTH, TNYHAS [TONITHCH, HHAIHAIE 1 GaMHIHA:

3aMecTHTE b IIABbI AAMHHHCTPAIHH —
PYKOBOAHTE/Ib ANNAPATA
AMMHHHCTPALHH ropoaa NOANUCH N.O0.®amuang

CiayxebHple IMCHBMA IOATHCRIBAIOTCH  JAODKHOCTHHIMH  JIHIAMH B
COOTBETCTBHH € NPEAOCTARICHHRIMH [TOJIHOMOYHAMH. 1IpaBo MOANUCH CNyKeOHBIX
NHCeM YCTAHABJIHBACTCA B IOJOXEHHAX O INOApa3JeIeHHAX H HOKHOCTHBIX
HMHCTPYKLUHAX, B Ha3BaHHBIX JOKYMEHTax JO/DKEH OBITh NpeAyCMOTpeH MOPAAOK
AONIIHCAHHA IIPH OTCYTCTBHH PYKOBOZAIHX JOMXKHOCTHRIX JIHII. :

IToCTaHORJIEHHS H PacloOpsKeHHs aIMMHHCTPALMH Iropoia MONITUCKIBAIOTCA
M3pOM ropoAa HJH JIHIOM, HCHOJNHSIOMHM €ro OOS3aHHOCTH BO BpeMS €ro
OTCYTCTBHSA, €CJIH 3TO ONPeHeNeHO PACTIOPSDKEHHUEM aIMHHHCTPAIHH ropoa.
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JlokyMeHThI, HampaBndemple B amnnapatr [lpesumenta Poccuiickoi
Qenepanvy, IMpasurensctBo H I'ybepHaropy Benropoxckoii obnacrw,
3aMecTuTenaMm ['ybepHaropa benroponckoit obnacty, npeacegatemo obnacTHOM
Hdymel, genytataM [ocyzapcrBeHHoH u obGnactHod [ymsi, IlonnomouHOMYy
npencrasdTenio Ilpesnnenta B LientpansHoM (efepansHOM OKpyTe, TIIABHOMY
tenepansHOMY HHCIIeKTOpY B Benropoackoi obmacTH, riaBam APYrHX ropoios,
TIpOKypopy 0061acTH ¥ ropofia NOANHCHBAST M3P ropoia, B CIy4ae ero OTCyTCTBHA
—~ HNepBHH 3aMeCTHTeJab TJIaBH 8JAMHHMCTpanMH ropoja. Kpome ciyuaeB, korna
ofpameHne HaNpaBIEHO HENIOCPEACTBEHHO OIpeleIeHHOMY AODKHOCTHOMY JIMIY.
B 3TOM ciTyyae OTBeT NOAITHCHIBAET TOJBKO JaHHOE NOIDKHOCTHOE JHIO.

JIOKyMEHTHI KOJUIerHaJIBHBIX OpraHoB [IOAHHCEIBAIOTCA
IpeAceaTeNLCTBYIOIINAM Ha 3aceflaHHH KOJJIETHAJIBHOTO OpraHa M ceKperapeM
(eci OH yTBEPXAEH).

B noxymeHTaX, HOAMOTOBIEHHAIX KOMHCCHEH, YKa3hIBAIOTCA He JOJIKHOCTH
ML, COCTABHBIIMX WX, @ pacnpejeiieHHe OOS3aHHOCTEH B COCTaBe KOMMCCHH,
npuyeM (amMHINH WIEHOB KOMHCCHM YKa3hIBalOTCA B an(aBHTHOM IOpAIKE,
HanpuMep:

TlpencenaTens KOMHCCHH NOAIHCH _ HN.O.®amunus
CekpeTapb KOMACCHH | HOJIHCH H.O.Damunus
YieHBI KOMHCCHH TIOITHCH H.0.@amunus

ITOAIIHCH HU.O.Oamunna

Ilp¥ NOANMHMCAHWH AOKYMEHTOB HECKONBKHMH AOMKHOCTHRIMHM JHIAMH HX
TIOATIMCH PAaCHONaraiT OAHA NoJ APYToi B IIOCAEA0BATENLHOCTH COOTBETCTBEHHO
HepapXMH 3aHHMaeMOH JOJDKHOCTH, Ha BCeX FKIEMIUIAPaX NOANNCH AODKHEI OLITh
TOJTHHHEIE. - f

ITpH TOATMCAHHH HHChMa HECKOJBKHUMH MODKHOCTHBIMH THLIAMM OIZHOTO
paHra WX HOANNCH pacnojaraloT Ha OJHOM YPOBHE H OFPaHH4YHBAIOTCHA
COOTBETCTBEHHO NIeBO M NMpaBoil IpaHMIIAMH TEKCTOBOTIO MOJA, 8 paclindpoBKH
MOANMCEH PAcroNaraloTcs NOoJ HAWMEHOBAHUAMM JOJDKHOCTEH H OTAENAIOTCA OT
HHUX JONOIHUTENBHEM 1 MEKCTPOIHBIM HHTEPBAIOM, HATIPHMED:

HavansHHK fenapTaMeHTa , HavaibHHK AenapTAMEHTA
CTPOMTEALCTBA H APXHTEKTYPBI ropoAcKoro xo3siicrea
MOAINHCH H.O. Pamunusa MOAIHCH H.O.QPamuannn

Ecnx mOIDKHOCTHOE JMIO, MOANHCH KOTOPOro 3aroTOBJIEHA HAa LpOeKTe
IOKyMEHTa, OTCYTCTBYET, TO JOKYMEHT IIOAITHCHIBAET 3aMECTHATENb PYKOBOIHUTEI,
AMEIONHHA T1paBO MOANMCHIBATE JOKYMEHTHI 3a PpPYKOBOIHTENS, HJIH HHOE
JO/DKHOCTHOE JIMLO, HMeEoUlee NpaBo NMOAITHCH B COOTBETCTBHH ¢ JOKYMEHTOM O
paclipefie/leHHH 00g3aHHOCTeH, IPH TOM YKa3hIBaeTCA PaKTHUYECKa® JOIDKHOCTE
JMIia, TOANMMCaBINEro JAOKYMeHT, H ero damunusa. HcnpaBnenua B
HOArOTOBNEHHEIH JOKyMEHT MOIYT ORITE BHECEHR OT pPYKH JHLOM,
NOANHCHBAIOIIMM JOKYMEHT. He fomyckaercd NOANKCEIBATL HOKYMEHT ¢
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OPeJIOrOM «3a» HIH IPOCTABIEHHEM KOCOH 4YEpTHl Iepe]l HaUMEHOBAHUEM
BOIDKHOCTH. _

IlpH MoOANHCAHHH COBMECTHOIO NOKYMEHTA NEPBhIM JNHCT OQOpMIAIOT Ha
craHaapTHoM macte GyMarl ¢opMata A4 (GnaHk He NpHMEHAETCA).

INoamuceiBaeTCa NMEPBLIA W BTOPOH 3K3eMIUIAPEl HANPABIAEMOIC B anpec U
ocTraBlerocad B Aesne AoKyMeHrta., JIpm HamnpaBneHHH JOKYMEHTa B HECKOJIBKO
aZipecaToB NOJNHCEIBAIOTCSA BCE 3K3EMILIAPH.

Kaxppili oTmIpaBiIseMbIli AOKYMEHT BH3HPYETCS Ha BTOPOM JK3eMILLApe
HCIIONIHHTEJIEM C YKa3aHHEM NaTkhl.

JoxkyMeHTBI, HampaBjlfeMble M3pyY TIopofia H3  noapasfeneHHi
aIMHHHCTPAllHH TOpoXa, HJIH Te K€ AOKYMEHTHl, HanpanifeMbieé H3 OXHOIO
noApasfeneHus B APYroe, MNONNHCRIBAIOTCA  TONKKO  PYKOBOZHTEIAMH
NO/Ipa3/ieNieHHH, a B cllyyae HX OTCYTCTBHA (OTHYCK, KOMAHIHpPOBKa H T.A.) -
samecTHTeNnsMH. Ha crpaBkax, uHQOpMaUHAX, 3aHCKAaX YKA3HBACTCA Ha3BaHHE
COOTBETCTBYIOLIETO NOApasfeNieHH ¢ 06a3aTeNsHON BH30M JO/DKHOCTHOIO THIIA,

HoxyMeHTHI, HOANOTOBJICHHEIE HA HMA M3pa ropoia MOApPa3leNeHHAMH, B
00s3aTENBHOM HOPAJKE, BU3HPYIOTCH 3AMECTHTEIIMH [MIaBbl WIH HadalbHAKAaMH
JIeTIapTaMEHTOB, KYPDHPYIOIHMH JaHHOE TOApa3sfeiieHHe, 34 HCKIIOYeHUEeM
CTPYKTYP, HaXOASIWMXCA B NIPAMOM NOJYHUHEHHH M3pa.

2.3.4. Bua noxymenra (pexBu3HT 6).

HaumeHoBaHHe BHIA H3TaBaeMOT0 JOKYMEHTa JOKHO COOTBETCTBOBATD:

-~ KOMNETEHIIMH PYKOBOIHTENS, NOANNCABIIEro JOKYMEHT,

- COAEPXAHHUIO JOKYMEHTHPYEMOTO YIIPaRICHYeCKOro AeHCTBHA,

-~ HAHMEHOBaHHAM BHIOB JOKYMEHTOB, [IpegycMoTpeHHEM OKVY 1,

HaumenoBanne Bupa wu3masaemoro pokymerrta (IIPUKA3, ITPOTOKOJI,
AKT) Bxmovaercs B OnaHK COOTBETCTBYIOLIETO BHAZ JOKYMEHTOB IWIH
yKa3hIBaeTCA COCTABUTENEM MPH MOANOTOBKe moxyMeHTa. HauMmeHoBaHMe BHAA H
PasHOBHIHOCTH NOKYMEHTa He YKa3bIBacTCA B IMCHMaX.

2.3.5. CnipaBouHble AaHHbIe (PEKBH3HT 7).

CrpaBo4HEIe JaHHEIe yKa3bIBaXoTCA B 6laHKe IMACBEMA H BIITIOUAIOT B celg
MIOYTOBEIH afipec OpraHa MeCTHOTO CaMOYIIpaBlieHHs, HOMep TeledoHa (C KOIoOM
ropoxa), dakca (¢ komom ropozxa), opHUHANLHEIN aJpec 3NEKTPOHHOH IOYTHI,
HHTEpHET-afpec.

2.3.6. Aapecar (pexBH3uT 8).

JlokyMeHTB! apecyloTCsl OpraHaM BIACTH, NMPEANpPHUSTHAM, YIPEeKIACHHAM,
OPraHH3aLMAM, HX CTPYKTYPHBIM [NOAPa3AeNeHHAM, JOJKHOCTHEIM H QPH3IWIECKHM
NHIaM.

AgpecaT yKa3wiBaeTcd B IIPaBOM BEPXHEM YNy IepBOI0 JIHCTA HJOKYMEHTa,
BCE COCTABHEIE YaCTH PEKBH3HTA LEHTPHPYIOTCH OTHOCHTENBHO CaMO# JUTHHHOLH
CTPOKHM, KOTOpas OIpPaHHYHBAeTCA MpaBhIM noleM AoKyMeHTa. Moxer
HCIIONL30BaThCA  MONYXUpHBIH  mph¢T. HamMeHoBaHne  oprasu3lamys,
CTPYKTYPHOTO NoIpa3fieleHHs OpraHH3alllH, a4 TaKKe HaMMEHOBaHHe JOJDKHOCTH
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neyaTaroTed Yepe3 1 MexcTpouHbIi HHTepBai. MHUINaRb! ¥ haMUIHS OTAENAIOTCA
0T HAHMEHOBAHHA AOJ/DKHOCTH 1 MEXCTpOYHBIM HHTEPBAlIOM H CTaBATCA Iiepeq
¢amunueii 6e3 mpobena.

B cocraB azpecaTa BXOAWT HAMMEHOBAHHE MNPEANPHATHA, OpPraHH3allHH,
yYpeXIeHHA W TMoApasfeiieHHs, HaMMEHOBAHHE MAOJDKHOCTH, HHHIHAIEl H
damuaa nonydartens. Eciu ciryxebHoe MACEMO aJpecoBaHO YaCTHOMY JIHLY -
daMIIIHA ¥ HHAIHAJB] JIHLA.

IIpn ajgpecoBaHMH JOKyMEHTAa OpraHaM BIAaCTH, MNpPEANPHATHAM,
YUpEXACHUAM, OpraHH3alHsIM, HX CTPYKTYPHEIM IoJApasnencHusM 6e3 ykazaHus
JOIDKHOCTHOTO JTHIIA KX HAUMEHOBAaHHA MMUITYTCS B HMEHHTENEHOM Majexe.

Hanpumep:
Annapart I'ybepraTopa
bearopoacxoii 001acTH
HIH
JenapTaMeHT CTPOHTEILCTBA,
TPAHCIOPTA H MHIHIINHO-
KOMMYHaJILHOI'O X03AHeTBa
Bearopoackoi o6nacTH

Tlpu agpecopaHHH JOKYMEHTa PYKOBOJHTENIO OPraHH3allHH HaUMEHOBaHHE
OpPraHH3allMH BXOJHT B COCTaB HAMMEHOBAHHA JODKHOCTH  ajpecara,
HAaHMeHOBaHHE JO’KHOCTH YKa3bIBaeTCA B AATEILHOM Mazexe, HalpHMep:

Havaabnuky AenapTamMeHTa
oOpa3oBaHHs Bearopoackoii o6i1acTh

H.O.(I)amn.ﬁnﬂ

B pexsusure «Anpecar» IOIYCKAETCH HCIONb30BATE OQHIHAILHO
NPHHATEIE COKPAIECHHLIE HAaWHMEHOBAHWS OPraHOB TIOCYMapCTBEHHOM BIAcTH,
OpranoB MECTHOIO CaMOYTIPaBJICHHs!, OpTraHH3alHi.

Ecnu ciyxe6Hoe NHCHMO afpecyeTcs JIHLY, HMEIomeMy YYeHOe 3BaHHe HITH
YIEHYIO CTENeHb, TO Nepe/l (haMIUTHER MOXKET YKA3EIBATECA 3BAHHE HUIH CTEIEHB,
HalpHMep:

' PexTopy MockoBckoil
rocyaapcTBeHHOH
MEeAHUHHCKOI aKaaeMHuH
HM.HLI1.CeyenoBa, npodeccopy

H.O.®amuwins

EciH NOKyMEHT HalpaBJieH B aipec HECKOJbKHX OJHOPOAHBIX OpraHH3aIHH
HJIH HECKOIBKHX MOApa3fencHr OAHOH OpraHW3allHH, TO HX cleJyeT YKashIBaTh
000011EHHO, HATIPHMED:

-
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MyHAOHNAJbHBIM YHATAPDHLIM
NnpeanpRATHAM
H MYHMUIHNAJABHBIM YUPexXIeHHAM

ITuceMo HE I0MKHO coaepxaTe Oonblne dYeThipex aapecaToB. CioBo
«Komnusa» nepen BTOpHM, TPETEHM, Y€TBEPTHIM afpecaToM He nxmercs. [Ipu atom
KaXARIM JK3eMIUIAp MHCEMa AOJKeH OBITh ofopMIeH M NMOANHNCAH; ajpecar,
KOTOPOMY HamnpaBisSeTcs 3K3eMILBIP, [TOYECPKHUBAETCS.

Hamnpumep:

I'yv6epnaropy
bearopoackoii o6aacTn

N.0. ®Pamuans

IlepBoMy 3amMecTHTEIO
npedcedatenna bearopoackoit
obnacTaoi Jdymbl

H.0. Gamuana

HavanbHHKY genapraMenTa
obpazoBanus
Bearopoackoii obaacTH

HA.0. Pamuann

[Tpu HanpaBiieHHH MHCEMa foJiee Ye€M B YeThIpe aipeca Ha OTAEIBHOM JIHCTE
COCTaBNSIOT YKa3aTellb pacChUIKH, KaXABH 5K3eMIUBIp Takolo [OKyMEHTa
0053aTeNBHO TOANHCHBAIT H HA KAKIOM ITHCEME YKa3BIBAIOT TOJBKO OJHOIO
ampecara.

B cocTaB pexBU3HTa «AJpecaT» MOXET BXOIUTH [TOYTOBBIH aapec, KOTOPEIH
YKasBIBRETCA B IIOCIEA0BaTe/IbHOCTH, YCTAHOBICHHOH IlpaBiiiamy okasaHus yomyr
IIOYTOBOH CBA3H, YTBep)KIeHHEIMH IlocTakoBneHHeM IpaBurenscTba Poccuiickoi
denepaiin o1 15 anpens 2005 r. Ne 221 «O6 yreepxnenun IlpaBun okasaHus
yCIIyr IMOYMTOBOH CBA3H». [IpH afpecoBaHHH NMUChMA B OPraHU3ALHIO YKa3hIBAIOT €€
HAaUMEHOBaHHeE, 3aTEM NOYTOBHIHA afpec, HANPHMeEp:

Ynpapaenane ['ocysapcTBeHHOH HHCNIEKIHH
0e30MacHOCTH JOPOKHOTO ABHKEHHS

H. Yymn4opa yia., A.102-a, Bearopoa, 308014

TTouToBRI aipec He yka3hBaeTcs B JOKYMEHTAX, HAIIPABISIEMBIX B BBICIIHE
OpraHbl FOCYAapCTBEHHOH BIACTH, Apyrue denepanbHBe OpraHsl HCIOAHHTEABHOA
BNACTH, TEPPHTOPHANBHEIE Opradel ¢exepanbHOIO OpraHa HCIOJHHUTENBHOH
BIacTH B cyOnexTax Poccuiickoll ®enepaudn, MOCTOSHEERM KOPPECTIOHICHTAM.
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ITpn anpecoBaHHH JOKYMEHTa QH3HYECKOMY JHI YKa3bIBAIOT GaMIUIHIO H
MHHIHAJBI [10JTy4aTesns, 3aTeM IIOYTOBHIH aJipec, HallpUMep:

Heanosoit B.H.

Knasza Tpybeuxoro ya., 8, ks. 12,
r. bearopoa, 308000

Ilpy angpecoBaHMH  JOKYMEHTA JOJKHOCTHOMY JIMIY  HMHHLHAIEI
YKa3mBalOTCA Nepen QaMwinei, NPH aApecOBAHHH (QH3HYECKOMY JIMIY — IMOCNE
bamMuTHH.

2.3.7. JaTa 10KyMeHTa (peKBHIHT 9).

JlaToli [OKyMEHTa ABIAETCA JaTa ero TIoAnHMcaHuA  (TIpHKassl,
pacTliOpsDKeHHs, TIMCbMa, MAOKNAjHble 3alHCKH, aKThl H [p.), YTBepXAeHHA
(MHCTPYKLHS, NONOXEHHe, [IPaBHNA, perjlaMeHT, IUIaH, OTY4eT M Ap.), COoOmTHA,
3apHKCHPOBaHHOTO B AOKyMeHTe (TIPOTOKOMN).

Jatoli nOKyMeHTa, H3[aBaeMOI0 COBMECTHO ABYMs HJIH Oonee opraHaMu
yTlipaBJieHHA, ABIAeTcA daTa Gonee nosaue NOgMHCH.

Jlata JOKyMeHTa NpPOCTaBIfeTCs AOMKHOCTHERIM JTHIIOM, IOJMMCHIBAIOLIHM
HWIH YTBEPXKJAIOIIMM JOKYMEHT, HIM OTAENOM CIy)XeGHOro JOKyMeHTOooGopoTa
TPH PETHCTPallMd JAOKYMEHTAa, H/IH HENOCPEACTBEHHO COCTABHTENEeM TMpPH
IIONOTOBKE JOKYMEHTA (AOKJIagHas 3anucKa, 3asBlleHrAe | ap.).

Ha noxymente, odopMmiieHHOM Ha OnanKe, JaTa INPOCTaBIAETCA B
COOTBETCTBHH ¢ PacloIoeHHEM 3TOT'0 PeKBH3NTA.

Haty nokymenra odopMisioT apabckuMu Lu@paMM B MOCNeNOBaTeIEHOCTH:
OeHEL, Mecsll, roA. JeHb H Meca odopMisfioT AByMs napaMu apabckux umdp,
pa3aeNeHHEIMH TOUKOH; IoJ — 4eThIpbMA apabckuMH mudpamu: 18.07.2013.

Jorryckaerca cloBecHO-LHPPOBOH cr10cob oGopMIeHHa JaThl, HanpruMep: 18
urons 2013 r.

2.3.8. PerucTpauuonnblii HoMep J0KkyMeHTa (pekBH3HT 10).

PervcTpalluOHHBIH HOMEp ROKYMEHTa IIPOCTABJIAETCA B COOTBETCTBHH C
BHJOM JOKYMEHTa. PErHCTpallMOHHEIH HOMEp JOKYMEHTa IpHCBaUBAeTCA
IOKYMEHTY TIOCIE ero oAnUcaHHA (YTBEPKAEHUA).

PerncTpalnoHHEI HOMEP AOKYMEHTa, H3JaHHOTO COBMECTHO, COCTOMT H3
pasfeNeHHRIX KOCOH 4epToi perucTpaMoOHHBIX HOMEPOB, IIPHCBOCHHBIX ABTOPAMH
AOKYMEHTa M PACIONOXEHHBIX B MOCIeJOBATeIBHOCTH, COOTBETCTBYIOLLEH
0003HaYeHNI0 HAHMEeHOBaHUA OpraHH3alui B 3aroJiIoBOYHOH YaCcTH JOKYMEHTa.

Ha poxyMeHTax, oQoOpMIeHHEIX Ha ONaHKaX, Homep TIPOCTABRIAETCA B
COOTBETCTBHH C PacNoloKeHHEM 3TOTO PEKBH3HTA. Sy : :

Ha pmokyMeutax, 0QOpMII€HHHX Ha CTaHAAPTHRIX JIHCTax 6ymam HOMeEp
NpOCTaBIIAeTCA TIOA JaTOii.
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PeracTpanHOHHBIN HOMEP COCTOHT M3 NOPAAKOBOTO HOMEpa AOKYMEHTa C
YKa3aHHEM KoJa CTPYKTYPHOTO IIOAPA3ZIEICHHMA, KOTOPhIH MOXHO AONOIHHTH
HHAEKCOM Jella [0 HOMEHKIarype JHen, HHpopMalldell o KOppeclOHIEHTE,
HUCTIONIHATENSX H Apyrod HH{opMmamueil ¢ y4eToM BEINOJNHEHUS TpeOoBaHMid,
HeOOXOMUMBIX I@pH OSKCITyaTallMH 3JIEKTPOHHOH CHCTEMEl  pErucTpamyi
NOKYMEHTOB.

JlaHHBI peKBH3UT 00s3aTelleH AU BCeX BUAOB JOKYMEHTOB, IOJIEXKAIHX
PErHCTpALHH. .

B mHchMax, oopMieHHBIX Ha OnaHKax CTPYKTYPHOTO HOApasAeleHHs
AAMHHHCTPAIMH TOpoJa H  IOANHCAHHEIX  PYKOBOJAUTENEM  JAaHHOTO
NOApa3ACIeHHs, HCXOMAIHIA HOMEP MPOCTABHAETCS OTBETCTBEHHEBIM 32 BeACHHE
JENONPOU3BOACTBA B JAHHOM IOAPA3NEICHHH B COOTBETCTBHM C IIOPAZKOBBIM
HOMepOoM II0 eAuHOH HyMepallMd Nopa3feieHMs ¢ Hadala rofa. JTH NHChMa
OTNpABJAIOTCA OTBETCTBEHHRIM 34 BEIACHHE [EIOMPOH3BOACTBA B JAHHOM
NoAipa3icicHHH.

2.3.9. HauMeHOBaHHe/AHHOTALHA AOKYMeHTa (pekBH3HT 11).

HanmeHoBaHMe HOKYMEHTa - KpaTKoe CoOAepXaHHe (3arojioBOK K TEKCTY)
AOKYMEHTa - COCTaBIIACTCA KO BCEM JOKYMEHTAaM, 3a HCKIIOYEHHEM AOKYMEHTOB,
HMEIOIIMX TEKCT Hebompmoro oobema (1o 4 - S cTpok).

3arosI0BOK K TEKCTY AOKYMEHTa AOJIAKeH OBITh KPaTKUM, TOYHO NepenaBaTh
coliepxanue JOKYMeHTa. 3aroJIoBOK K TEKCTY COTIACOBEIBAETCA C HAMMEHOBaHHEM
BH/a IOKYMEHTa, HaIpAMep:

MOCTAaHOBIIEHHE, paclopsikeHHe, NpHka3z (o dem?) «OO6 yTBepkIeHHH
TlonoxeHus o ...».

nHCcEMO (0 Yem?) «O0 oKazaHHH KOHCYNETATHBHOH IIOMOIITHY.

npasuia (4ero?) BHyTpeHHero TpyA0BOTO PaclOpAAKa.

3arojioBOK COCTAaBJIACTCA HCIIOJIHUTENIEM, TOTOBAIIUM NPOEKT JOKYMEHTA.

3aronoBoK K TeKCTY OdopMisercsa Mo peKBH3uTaMp Onanka. 3aroiioBoK K
TEKCTY MOXeT 3aHUMATh 4 - 5 CTpok 1o 28 - 30 3HAKOB B CTPOKE.

3aronoBoK K TEKCTY IeYaTaeTcsi OT JIeBOH I'PaHHIbl TEKCTOBOTO IONA Ha
PacCTOAHUH 3-X MEXCTPOYHBIX HHTEPBAIOB OT MpPEABLAYILEro peKBH3HTa, TouKa B
KOHIIE 3aroll0BKa HE CTABHTCA, NEPEHOCKHI B HEM HE JMONYCKAIOTCA M OH He
3aKNFO4YaeTcs B KaBhIYKH.

2.3.10. Tekcr aoxkyMeHTa (pexBHIAT 12).

TekcT AOKyMEHTa COCTaBIAIOT Ha TOCYAapCTBEHHOM s3bike Poccuiickoi
demepalili B COOTBETCTBHH € 3aKOHOMaTeNbcTBOM Poccuiickoll ®enepannu ¢
ydeToM OcofbeHHOCTeH OQHLHANLHO-AENOBOTO CTHNA, BHAA MOKYMEHTa H €ro
Ha3HAYEeHUS B YIIPaBIeHYECKON NeATENIBHOCTH.

TexcThl HOKYMeHTOB OQOPMISIOT B BHAE CBA3HOTO TEKCTa, TalJMIEI,
aHKeThl WIH B BHIE COSTHHEHHA ITHX CTPYKTYP. ‘

TexcT oTOenserca OT 3aroioBKa JABYMST - TpeMs OJHHAPHBIMH
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MEXKCTPOYHRIMH HHTepBalaMH, redaraercd depe3 | MexCTpouHbiii MHTEpBan B
YCTaHOBJICHHBIX TIpaHHIaX MoJicH, UEHTpHpyercs no IMpHHe nHcTa. [lepas
cTpoka a63ana HauHHaeTCH Ha PacCTOSHHH 1,25 CM OT eBoi rpaHHLE! TEKCTOBOTO
TIOJISL.

TexcTR MOKYMEHTOB H3JIaraloTCs OT:

- l-ro nMuna E©AMHCTBEHHOTO WYHCNA: IPHKA3KBAlO... TOATOTOBHTH H
NIpeACTaBATh Ha PacCMOTPEHHe; IPOILY PacCMOTPETh BOIPOC 00 yCTaHOBICHHH
JIBIOTHBIX TapHQOB...;

- 3-ro JHUa eJUHCTBEHHOIO YHCNa: aAMHHHCTpaums ropoxa bemropona He
CYHATAET BO3MOXHEIM...;

- 1-ro M2 MHOXECTBEHHOI0 YMCJNA: TPOCHM MPEACTABHTH AAHHEE O...;
IIPeJCTARJIAEM Ha PAacCMOTPEHHE M YTBEPXJEHME...; B MPOTOKONAX OT MH.UHCNA
IpOIL. BPEMEHH: CNYIIANH...; BRICTYITHIIH. ..; PEIUMIH (TIOCTAHOBHIIN).

B COBMECTHRIX JOKYMEHTaX TEeKCT H3jJaraloT OT TEpBOro JHLa
MHOXECTBEHHOT'O YHCIIA; IPHKA3hIBAEM. ... . :

Ilp COCTaBiACHHH TEeKCTa B BHJE AaHKETHl HaUMEHOBaHHA IPH3HAKOB
XapaKTepH3yeMoro 00beKTa JOKHE OLITE BBIpaXeHbI HMEHEM CYLIECCTBHTEIBHBIM
B MMEHUTEIHHOM ITAfIeXXE€ HIH COBOCOUETAHHEM C IJIarojioM BTOPOro JIHLA
MHOXECTBEHHOI0 4HMCJla HACTOALIEr0 HJIH INpOIIEAINEero BpeMeHH {(«HMeerey,
«piazieeTe» WM «OBUTHY, (HAXOAHIHCE» H T.A.). XapaKTePHCTHKH, BEIPAXKECHHBIC
CIIOBECHO, JIOJKHEI OBITH COTrJIacCOBAHEI ¢ HANMEHOBaHWAMH NTPH3IHAKOB,

I'padpni H CTpOKM TabnHUB AOKHBI HMETH 3arojOBKH, BRIpaKeHHBIE
HMEHEM CYIIeCTBHTEJNBHEIM B HMEHHTeabHOM Mnazexe. [lomiaronoBkn rpad u
CTPOK JOJKHEI OBITH COTNacoBaHAI ¢ 3aronoBkaMH. Ecix Tabnuuy nedataiot Gonee
YeM Ha OOHOH cTpanHue, rpadsl TabIMUE AOHKHBI OBITH IIPOHYMEPOBAHE! H HA
CIIeAYIOIMAX CTPaHHLAX AOKHBI OBITh HalleHuaTaHbl TOMBKO HOMepa 3THX rpad.

Cas3HBIH TEKCT, KaK NpaBIO, COCTOHT H3 /ABYX 4acted. B mepBoit wactn
YKa3bhIBAIOT IIPHYHHE], OCHOBAHHA, LEIH COCTABIEHHSA JOKYMEHTa, BO BTOpOMH
(3AKTFOYHTENFHON) - pelLleHHs, BEIBOJLI, IIPOCHOD], NPEIIONKEHHS, PEKOMEH TAITHH.
Texcr MOXeT cojiepkaTh OAHY 3AKIIOYHTENBHYIO YacTh (HaIpumep, NIPHKA3bl -
PacTOpASHTENbHYIO YacTh 0e3 KOHCTAaTHPYIOIIEH; MHChbMa, 3adBICHHA - HPOCHOY
6e3 noscHeHHA).

B TexcTe IOKyMeHTa, IOATOTOBNEHHOIO Ha OCHOBAHHH JOKYMEHTOB APYTHX
OpraHH3alMii WIM paHee H3NAHHBIX AOKYMEHTOB, YKA3hIBAIOT MX PEKBH3WTHI:
HAHMEHOBaHHE NOKYMEHTa, HaMMEHOBaHHEe OpPraHH3alWy - aBTOpa AOKYMEHTE,
JaTy NOKYMeHTa, PErHCTPAlHOHEBIH HOMEp HOKYMEHTa, 3aroIoBOK K TekcTy. IIpu
cchutke Ha @enepanbHble 3aKOHEI, Y Ka3bl, [IOCTAHOBIIEHHS H PaCTIOPAKEHK Niepe]
HauMeHOBaHHeM O0sA3aTeNbHO YKA3bIBAIOTCA JaTa H HOMep, HalpuMep: Ha
OCHOBZHHMH PpACIOPsKEeHHs aJMHHHCTpallMH ropoaa benropoma or 09.03.2012
roga Ne 417 «O BhietleHHH JAeHeXHBbIX cpencTB». (CokpalleHHs B TEKCTax
HAMMEHOBAHWH aKTOB HEJIOITYCTHMEL. -

EciH TeKCT cOlepXHWT HECKOJBKO pelleHWi, BRIBOJOB H T.4., JOKYMEHT
MOXET IOApa3zdeNnsaTbcsi Ha 4acTH, TNaBhl, pa3feNibl, IOAPA3JeNhl, MYyHKTH M
MOAMYHKTH. 3aroJIoOBKH 4YacTeH, rinas, pasfeNoB H MNOAPa3feNioB THIIYTCA C
nponucHO OyKBBl 10 LEHTPY TekcToBoro moid. Jlomyckaercs DHCaATh
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IIPONHCHBIMH OyKBaMH HaMMEHOBAHHA YacTeH, I71aB H pas3fiesoB. TouykKa B KOHLE
3aroJIoBKa H TIOA3aroJIoBKa He cTapuTcd. [IyHKTBI H TIOANMYHKTBI TEKCTa
HYMepyroTca apabckuMH LHpamMH, pa3zfeneHHRIMH TOYKaMH, M THIUYTCA ¢
abzauHoro oTcryma. TeKCTBl IMyHKTOB H MOJAMYHKTOB MHIIYTCS € IPOTHCHOM
GyXBH H 3aKaHYHBaroTCA TOUkoH. EcnH TexcT mokyMeHTa (ero pasfiell) COAepUT
OJHH IyHKT, TO HOMep €My He NIPHCBAHBAeTCA.

TekcT MyHKTa MOXeET COCTOATh K3 ab3aleB, KOTOpEle He KyMepylotcs. TIpu
3TOM a03al] MoXeT Ha4yWHaTbCA KaK C NponHcHoH OyxBH (B KoHUe ab3aua
CTABHTCA TOYKa), TAK B CO CTPO4YHOH OykBHI (B KOHUe ab3alla CTAaBHTCA TOYKA C
3aIATOoH). .

JomyckaeTcs Ha9HHATh TEKCT THCbMa C YBaXUTeNbHOro obpamieHus K

agpecaTy, KOTOpO€ IeyaTaeTcs [ONYXHPHBIM IWIPHGTOM LEHTPOBAHHAKIM
cnocofoM, HaTpAMEp:

YBaxkaemMbli

gy

EcnH TekCcT TNHChbMa HadHHAaeTcA ¢ QopMynbl JHYHOrO oOpalleHHA K
aapecaTy, TO H B KOHIIe TEKCTa Iepel NOAMKUCHIO AODKHA ORITH 3aKITIOUHTEIbHAS
dpasza sexuruBocTH: «C yBakenweM,». CnoBa «C yBaXkeHHEM,» BELICIAFOTCS
TIONMYXUPHEIM MPHPTOM, OTAENAOTCA OT MOCHEAHEH CTPOKH TEKCTa H OT HHXE
cnexylomeii MOAMHCH ABYMS HHTepBaJaMH.

Hanpumep:

e

YBaxkaemMblH

...HanpapiAlo BaM HHPOPMALHIO.......ocvviviiniiiniiininann.
...B COOTBETCTBHH C YCTAaHOBJIEHHOH $HOpMoH.
INpunoxenue: Ha 1 1. B 1 3K3.

C yBaxxenuem,

I'naBa aAMHHHCTPalHH
ropoaa bearopoaa (noamuce) H.®amaaug

Conepxanne JOKyMEHTa JO/DKHO OBITh H3JIOXEHO KPaTKO, JIOTHYHO, TOYHO
H ACHO. JIj11 A3bIKa Ty e6HOro JOKyMeHTa XapaKTepPHBI:

- TOYHOCTH (POPMYJIHPOBOK, OMHO3HAYHOCTD M €JHHOO0Opasie TepMHHOB;

- IpUMeHeHHe oOUIeTPUHATEIX (CTAHIAPTHRIX) CJIOBOCOYETAHHH;

- HCMOJIB30BaHHE NPAMOIO NOPAJIKa CIOB B TIPEAJIOKECHHH;

- 3aME€Ha MEeCTOUMEHHH CyIlleCTBUTESHBIMHE; :

- ynorpebleHue B aKrax IJIarojoB HeompelelleHHOH (OPMEII «CO3AaThy,
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«YTBEpAHTHY, «IIOPYIHTH», «PEKOMEHAOBATHY, KIIPEJIOKHTH» H T.I.;

- exuHooOpasHe B HamHCAaHMH HMeH, reorpadHuecKHX Ha3BaHM,
HaRMeHOBAHHH ODKHOCTEH H OpraHHW3alHii, ETWHAL U3MEPEeHHS H T.1I.;

- CTPOTHi IeKCHYecKmit oT6op.

O¢uupnanbHO-AETOBOMY CTHIIO MPHCYINE HCIONB30BAaHHE CIIOB TONBKO B
Te€X 3HAYeHHAX, KOTOphle IPH3HAIOTCA HOpMOH  ofmenurepaTypHOTO
cloBoymoTpebiieHHs, a TakkKe B 3HAYCHHNAX, TPANMIMOHHRIX HMMEHHO i
CyxeGHBIX AOKYMEHTOB, COOTBETCTBYIOIIMX oOlIel TeHJeHIIMH CTAHIAPTH3AIIHH
IenoBoro sa3uika. ClioBa JHAJIEKTHRIE, PA3TOBOPHEIE, YCTapeBIHe UCKIIOYarTCA.
C1oBo B TEKCTe NOKyMEHTa JOJKHO YIIOTPeOMATECA B TOM 3HAY€HHH, B KAKOM OHO
ynotpebnsgercas B oOmenuTepaTypHOM f3bIKe, HE JOMYCKAeTCd BO3MOXHOCTH
ABOSKOI'O HJIH HEOIPEJEeJIeHHOIO TOJNKOBaHHS, MHOTO3HAYHOCTH. IIpH HAaIM4YHH
JIEKCHYECKHX BAapHAHTOB MpPEANOYTeHHE OTAAeTCA CTHIMCTHYECKH HeHTpajJbHBIM
eIHHAIIAM, HApUMep: H3 OBYX $OPM — «Hajo» H «HeoOXOIMMO» IpearnouTeHHe
clleflyeT OTIaBaTh BTOPOMY BAapHAaHTY, NOCKOJBKY IepBBIi BAapHAHT HMeeT
Pa3’roBOPHBIH OTTEHOK.

VnorpeGneHue nMpopecCHOHATH3IMOB {CIIOB CBOWCTBEHHBIX JIIONAM Kaxoii-
nu60o npodeccHu) AOMKHO OBITE OrpaHHYEHO.

B mpapoBsix akTax agMHHHCTpalMH ropona beiaropoaa H NpH HalHCAHUHU
cyxeGHBIX THCeM cliefyeT u3beraTh ynoTpebieHns COKpalleHHRIX CIIOB.

B TekcTe HOKYMEHTa ClleflyeT yNOTpeONaTe OOIEMpHHATRIE COKPAIleHUs,

HanuCaHHe KOTOpHIX YHHUbHmMpoBaHo (HampuMep: MY - MyHMOumnaisHOe
yupexieHHe), COKpallleHHs [IpH IepBOM YIMOMHHAHHH B TEKCTE JOJDKHBI OBITH
paclOH(pPOBaHbl B cxoﬁxax (manpamep: I'OP - rpynnma oneparHBHOIO
pearypoBaHHs).

Oxpyrinense NHQPPOBEIX 3HaYeHUH BEJIHYHH IO MEepBOTO, BTOPOTO, TPEThero
M NOCIIeAYIOUIMX ACCATHYHLIX 3HAKOB IUIS pasIMYHEIX THIIOB, pa3MepOB, BHIOB
OJHOTO Ha3BaHHA JOIDKHO GBITh OJIMHAKOBBIM.

B HamucaHWM HMeH, reorpa@uyecKdxX Ha3BaHWH, TEPMHHOB, AOJKHOCTEH,
yUpexAeHHH H T.I. JOKHO COOMIOAaThCA eAMHOOOpasHe MPUHLMIIOB H (OopM
COKpalleHHs, HANpHMep, IpPH COKpallleHHH nocle LHGp CJIOB TOA, TOHH
Heo6XOAMMO COKpaWlaTe H CJIOBAa BEK, BeKa nocne UHPp, 0603Haqalomux
CTOJIETHA.

Ecnyi omHaXOB! B TeKcTe (HaMWINA HanKHcaHa ¢ ABYMS HHHLHAJIAMH, OHAa ¥ B
JancHeAIeM AOMKHA yrnorpebnaTeca Takxke. MIHHIMANEl HMEHH H OTYeCTBa He
OTAEJAIOT OT dbaMUIIHY, He NTEPeHOCAT Ha APYTYIO CTPOKY HIH CTPaHHLLY.

CTpaHHIIBI TEKCTA HyMepyroTes apaOcKkuMH i paMu nocepeanHe BEpXHEro
OJIA.

23.11. Ccplaka Ha peracTpanHOHHLIH HOMep H JAATYy ROKYMeHTA
aapecanTa (pexBH3HT 13).

Ccrinka Ha HCXOIUIIII,Hﬁ pel"HCTpa].[HOHHBIﬁ HOMED H. HaTy HOKYMCHTa
aJpecanTa BKIOYACTCA B COCTAB PEKBH3HTOB 6GnaHka mMHCBMA U IMPpOCTaBAACTCA
HCITOJIHHTEIIeM IIpH IICAI'OTCBKE ITHCEMAa-OTBETA (Ha Ne OT ).
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Hanuuue atoro PEKBH3HTa HCKIKOYACT He00X0AHMOCTDL YIIOMHH8HHA HOMEpa H

OaThl MOCTYIHBLUETO ROKYMEHTa B TEKCTe ITHCBMA, OCBOOOXHAaeT TEKCT OT
BCTIOMoOraTeNbHOH HHpopManuH.

2.3.12, OT™meTKa 0 HATHYHH NpPUIOKeHHA (PeKBH3AT 14).

OTMeTKa O TNPHIOKEHHH HCMOJE3yeTc NpH O(QOPMIEHHH ITHCEM H
OPHIOXKEHHH K TIOCTAHOBJICHHAM, pacnopsikKeHHsAM, MNpHKa3zaM, I[UIaHaM,
porpamMmaM, OTYEeTaM, AOTOBOpaM, NOJIOKEHHAM, HpaBHIaM, HHCTPYKUHMSAM H
ApYrHM BOKyMeHTaM. [IpHiIoxKeHus Ne4aTaloTca Ha OTAENBHAIX THCTaX GyMard.

B mucEMax 0TMeTKa 0 MPHIOKEHHH OPOPMISETCH O] TEKCTOM MHCEMA OT
rpaHHLB! JeBoro nons. Eciu npHinoxeHHe Ha3BaHO B TEKCTE ITHCBMA, B OTMETKE O
IPHAOKEHWH YKa3blBacTCAd KOJHMYECTBO JIHCTOB H KOINHYECTBO OK3E€MIUIAPOB
NpHIOXKEHHA, HampHMeD:

Ipunoxenye: Ha 3 1. B | 3K3.

HPH HATHIHH HECKOJBKHX l'!pHJIO)KGHPIﬁ B OTMETKC O IIPHJIIOXCHHH OHH

HYMEPYIOTCA, YKa3blBalOTCR HAHMCHOBAHHS KAXKNOI'0 NPHIIOXEHH:A, KOMHYECTBO
JUCTOB H KOJIHYECCTBO IKICMIIADOB.

Ipunoxenne: 1. 3awToueHHe Ha MPOEKT ... Ha 3 1. B 2 9K3.
2. CripaBKa 00 UCTIONHEHHH ... HA 2 1. B | 9K3.

Ecii nmpmioxeHHd cOpOLUIOPOBAaHEI, TO KOJIHYECTBO JIMCTOB HE
YKa3bIBaeTCA. . .

Ecmu & [OOKYMEHTY IIpHIaraloT Jpyrofi JOKyMeHT, HallpuMmep IpH
HanpPaB/IeHHH JOKYMEHTa 110 NPHHAIIIEXHOCTH, OTMETKY O HATHYHH NPHIOKEHAA
OPOPMIIAIOT CIIEAYIOIIHM 00pa3oM:

TIpunoxenue: obpamerse QOO0 «TAK» ot 05.08.2013 Ne 5 u npunoxeHue
K HeMy, BceTo Ha 3 JL

Ecny npwiIoXeHHe HanmpapIgIOT He BO BCe YKa3aHHBIE B JOKYMEHTE anpeca,
TO OTMETKY O €ro HAIHYHH OQOPMIAIOT CICHYIONIHM 0OpasoM:

TlpunoxeHre: Ha 3 1. B 1 3x3. TONBKO B IIepBEIH aapec.

Ha npHAoXeHHAX OTMETKa O NIPHAOKEHNH NPOCTABJIACTCA Ha [1IEPBOM JHCTE
INPWIOXKEHAS B NpPaBOM BepXHEM YTIy: TMPOMHCHBIME OYKBaMH IIONYXHPHBIM
mpudToM numercs cnopo [IpwioxkendHe (6e3 KkaBpldek), HIKe depes 1
MEXCTPOYHRIA HHTEpBaJI AaeTcid CChUIKA Ha JOKyMeHT. Bce CocTaBHEIE yacTh
PEKBH3HTA UEHTPUPYIOTCA OTHOCHTENBHO CAMOH ANHHHOW CTPOKH H II€4aTaIOTCH
dyepe3 | MeXCTpouHEIii HHTEpBal. JIMHHA CTPOKH HE AOJ/UKHA NPEBRINATE 8 CM H
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OrpPaHHYHBAeTCA NpaBEIM NONeM JOKyMeHTa, lIpH HanWywH HECKOIBKHX
NIPHJIOXKEHHH OHU HYMEpPYIOTCSL.

Hanpumep:
NPHIOXEHHE
K MOCTAHOBJIEHHIO AAMHHHCTPAIIHH
ropoaa bearopoaa
oT«__ » 201__ Ne
HIH
MPUJIOXEHHE Ne 1

K IToo:keHnio 0 nopaaAKe NOATOTOBKH
NPaBOBLIX H PACTIOPAJHTENBHBIX
AKTOB aAMHHHCTPAIMHA Fopoaa
bearopoaa

3aroJIoBOK K TEKCTY NIPIIIOXKEHHA IedYaTaercd LEHTPOBAaHHBEIM CHoCOGOM.
HauMeHnoBaHHe BHIA [OKYMEHTa - MNpHIOXeHHA (MepBoe CIOBO 3aroJIOBKa
NPUIOXKEHYSA) BHIIENAETCA MNPONHCHEIMH OYKBaMH, MONYXHDHEIM IIPHGTOM
(MMONOXKEHUE, IIEPEYEHD u t1.1.) depes 1 MEXCTpOUHBI HHTEpBal OT
MOC/IEAYIOIINX CTPOK 3aT0JIOBKA.

3aroJ0BOK MPHIOKEHHA OTHENASTCH OT INpelsIAyllerc pexkBU3HTa 3
MEXCTPOYHBIMH HHTEPBAJIAMH, OT TEKCT& MPHJIOXEHHS - 2-3 MeXCTPOYHEIMH
HHTEpBaNaMH.

Flpi HanHuu¥ B DPWIOXKEHHWH HECKOIBKHX pa3fieioB HX 3aroJiOBKH
[IEYaTAIOTCA LEHTPOBAHHLEIM CIIOcoOOM (OTHOCHTENBHO IpaHHl Tekcra). Touka B
KOHLIE 3arofloBKa He CTaBUTCA. JIOMyCKaeTCA BBLOCIATD 3arOJIOBKH pa3leloB
TIOIYXKHPHRIM IIPHPTOM.

Texct mpunoxenus Moxer Gmth obopmien B Bupe tabnuum. I'pader u
CTPOKH TabJMHUBl [JODKHBI HMeETb 3arOJIOBKH, BBIpAKEHHBIE HMEHEM
CYIIECTBHTENLHEIM B HMMEHHTelbHOM majexe. IloazarosoBkH rpad | cTpok
IPaMMATHYECKH HOJDKHBI OBITH COrMAcOBAHBI C 3aIOJIOBKAMH. TeKCT TaGiMLbI
MOeT OLITh Hame4aTaH 4epe3 1 MeXCTpo4YHEIH HHTEepBal.

Ecnu TaGmumy medaraior Oonee 4eM Ha ONHOH CTpaHHLIE, 3aroJIOBOYHAS
yacTh (HaHMEeHOBaHMe rpad) MOBTOPAETCA Ha KAXKAOH CTpaHHIE.

Kaxnoe TIPHIIOKEHHE 00A3aTENBHO MOATIUCEIBAETCA TALIOM,
IOJIOTOBHBINMM JOKyMeHT. JIONOHCH IPOCTABMAETCA Ha IIOCHEOHEM JIHCTE
NIPHJIOKEHHA H BKITIoYaeT B ce0a HaHMEHOBaHHE JIOJDKHOCTH, JTHYHYIO NIOAITHCH, €€
pacIIM$poOBKY, BEAENAETCS MONY)KHDHBIM MPHPTOM H 0POpMIIAETCA aHATIOTHYHO
NOANMCH JOKYMEHTA.

2.3.13. 'pu¢ cornaconasing (pekBH3NT 15).

PexBr3uT cocronutT w3 cinoBa COI'TTACOBAHO (odopMneHo NMponmHCHBIMH
OykBaMH, ©€3 KaBBHY€K H [JBOECTOYHS), JHODKHOCTH JHIA, C XOTOPHIM
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COTJIACOBEIBACTCA HOKYMEHT, JIHYHON ITOATNHCH, pacliH(POBKH MOANMCH H AATHi
COINTaCOBAHHA, HANPHMED:

COTI'JJACOBAHO
PykoBoauTeNns KOMHTETA 00ecTiedeHHA
6e30MacHOCTH XH3HEASATEIbHOCTH HaceJIeHHUS

TOAIHCH H.O.Oamunuga
20.03.2014

B pexkBusuTe [JOMKHHI YKa3nIBaThCA (AKTHUIECKAsA [OJDKHOCTL JIHMIIA,
COIIacoBaBILEro AOKyMEHT, ero HHHIHansl 1 damunua. He nonmyckaercs cTaBHTh
MIPeUIOT «33» WIH KOCYIO YepPTy Nepesi HAHMEHOBaHHEM JIODKHOCTH.

EcnmH corfnacoBaHMe TPOM3BOAMTICH KOJUIETMAIBHBIM OPraHOM  MJIM
ciyxeOHEM MHCBEMOM, IPHG coriacoBaHHA OPOPMIAIOT ClIeAYIOLTHM 00pasoM:

COI''TACOBAHO
Pemenne 3acenanns [Ipesnaunyma
or 05.03.2014 Ne 10

I'pud cormacoBaHHA pacnojaracTcs Rike pekBH3HTa «[loANHCE» B JieBOM
HHXXHEM YTy JOKYMEHTa, AJIHHA CTPOKH He AOKHA [IPEBHINaTs 8 CM, BCe CTPOKH
HEHTPHPYIOTCA OTHOCHTEIBHO CAMOM IIMHHOMN CTPOKH.

I'pud cormacoBaHHsi MOXET PpacloiaratbCsi HAa OTHEIBHOM JIHCTE
COrJIacOBaHHA, B 3TOM Cly4Yac B JOKYMEHTE Mepe]l NOAMUCHIO JenaeTcsi OTMETKa:
Jluct cornacoBaHMs ~ TIpHJAraeTcs. 3alOJMHEHHBIE JIUCT  COrJIacOBaHMA
TOJTMCHIBACTCS, AaTHPYETCA H MPHIAraeTcs K MpoekTy AOKyMeHTa. [IpH Hanuunu
BO3paKEHWI 10 TeKCTY AOKYMEHTa rpH® COrnacoBaHHsi He IOJIMMCHIBAETCS, a
odopmiIgercs CIeAYIOUHM 06pasoM:

3aMeyaHHs NPHIAraoTCcH.
HauyansHHK TPaBOBOIO YIIPABNEHHA
armapara afMHHUCTPALIHE Iropoa
OOITHCH H.O.Oamunus
31.03.2014

3amMeqaHHs MIIAral0T Ha OTOENBHOM JIHCTE, MOANUCHBAIOT M [IPUAAraloT K
HOKYMEHTY.

2.3.14. I'pug yTBepxaenns (peKBH3HT 16).

I'pud yTBepKAEHUS TMPOCTABIAETCH B BepxneM npaBOM yrily mnepBoi
CTpaHMIIB] JOKYMEHTa. ,

JIOKyMeHT yTBepXXIaeTcsi INaBod aAMHHHCTPAlMH, HHBIM  HOIKHOCTHEIM
JIHLIOM, CHELIAAIBHO H3/1aBacMbIM JOKYMEHTOM.
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IlpH yTBepXHEeHHH AOKyMEHTa NODKHOCTHBIM JHLOM TPHG YTBEPKACHHSA
coctour u3 cinosa YTBEPXJIAIO (odpopmneno nponHcHEIMH OykBamu Ge3
KaBblYek), HAMMEHOBaHHMA AOJDKHOCTH JIHLA, YTBEPXHAAIOIIEr0 NOKYMEHT, €ro
NOAITHCH, HHHITHANOB, (GaMIIHK H JaThl YTBEPAGASHHS, HalIpHMeED:

YTBEPKIAIO

3amMecTHTeNb I1aBbl AAMHHHCTPALHH —
PYKOBOAHTEJL aNnapaTa aiMHHACTPAINH ropoja
TToanuce N.O. PaMuausn
Jara

Bece cocraBHEIE YaCTH PEKBH3UTA LICHTDHPYIOTCS OTHOCHTENBHO caMoi
JJTMHHOH CTPOKH M NevaTaloTcsl yepe3d 1 MeXCTpOYHBIH HHTepBal. JITHHA CTPOKH
HE JOJDKHA [IPEBBIIATH 8 CM ¥ OTPaHHYHBAETCA NTPABRIM NOJIEM AOKYMEHTA.

[IpH yTBepXHEHUH AOKYMEHTa HECKOJBKUMH JO/DKHOCTHBIMH JIHLAMH HX
MOATMHCH pacloflaraloTcs Ha OAHOM YPOBHE.,

B pekeu3uTE JODKHBI YyKa3mIBaTbCcA (aKTHyecKas JAOJDKHOCTH JIMLA,
YTBEpAMBLIETO AOKYMEHT, ero HHHIHambl U ¢amunusa. He monmyckaercs craButh
TIPEUIOT «33» WIH KOCYIO YepTy llepe/l HAHMEHOBaHHEM JIOJDKHOCTH.

[Ipu yTBEepXACHUH AOKYMEHTA CIICLIHANIBHO M3JaBAEMBIM JOKYMEHTOM I'PUd
yTBepAaeHUs cocToHT H3 cioBa YTBEPXIEHO, cornacopanHoro B pome H
qMCIe ¢ BHAOM YTBEPXAAeMOTIO JOKYMEHTa, HAaUMECHOBaHHA BHAAa JOKYMEHTa B
TBOPHTENIBHOM MaJiexe, ero AaThl H HOMEPa, HAlpHMED:

YTBEPXKXJAEHO
NOCTAHOBJICHHEM aIMHHHCTPAUHH
ropoja bearopoaa
OT«__ » 20__ 1. Ne

2.3.15. Buza (pexBu3uT 17).

CornacoBaHKe MpoeKTa HOKyMEHTa ¢ NOMKHOCTHBIMH THLAMH 0QOopMIseTCs
BH3OH.

Buza Brmioyaer B c¢ebf NMYHYIO TOANMKCH, pacM(POBKY TOAMHCH
(uHuupanbl, Gamuus) u Aaty. [IpH Heo6X0AMMOCTH yKa3bIBaeTCs HAHMEHOBAHHE
AOKHOCTH JIHLA, BU3HPYIOILETr0 JOKyMEHT, HalTPHMED:

HayanbHHK yrpaBiieHus
HNOKYMEHTAOMOHHOTO ofecreveHuns
anmapaTa agMHHHCTpPallHH ropoja

IMonnucs Y.O.Pamunus

Jara

Ha noxyMeHTax BH3H INPOCTaBIIOTCA Ha JHMLECBOH CTOPOHE NOCISIHETD
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JIACTa OKYMEHTA MOA NOANHUCHIO0, 6lTHkKe K HIXKHEMY I10ITO.

Ha noxkymeHTe B 00f3aTe/IbHOM IOpAAKE HOJDKHBI ORITH OQOPMIIEHBI BH3H
HCIOJIHHTEA  AOKYMEHTa, DPYKOBOIOHWTENA  MOJpasjfeNe’Hs, HavYaJlbHHKa
JenapTaMendTa H 3aMeCTHTeNld INIaBhl aIMHHHCTPAUHH, KYPHPYIOIIHX JaHHOe
HalpaBJICHHE.

TlondcTHOE BH3HPOBAaHUE NOKYMEHTA H €0 MPHIOXKEHHH 00A3aTeNnbHO., -

Ilpn Hanuuuu 3amMedaHHH, OCOOBIX MHEHHH, [ONMONHEHH® K MPOEKTY
JOKYMEHTa BH3a JOMOJHAECTCA COOTBETCTBYIONIHM YKa3aHHEM, HallpHMeD:

3ameuaHHs NPHIAraloTCA.
HavanpHHK NMpaBoOBOIO YIIPaBJICHHSA
annapara agMHHHCTpPaLHH Mopoa
MOJIHCH HN.O.Gamunus
01.03.2013

3ameuyaHus, MHEHHA O TMPOEKTE JOKYMeHTa O(QOpPMIIAIOTCA HAa OTAEIBHOM
JIHCTE U NIEPEAIOTCA HCIIOMHATEIIO.

2.3.16. OTTHCK MeuaTH (péxnnsn'r 18).

OTTHCK nedaTH 3aBepseT OUIMHHOCTH NMOANHCH JOMKHOCTHOIO JIMIA- HA
noxkymeHTaxX. IleuaTe CTaBHTCA Ha JOKyMEHTax B cIy4asX, NpeXyCMOTPEeHHBIX
3aKOHOAATENBCTBOM WIH HHBIMH MPaBOBRIMH aKTaMH.

ITeuaTs cTaBHTCA Ha CBOOOAHOM OT TEKCTa MecTe, He 3aXBaThiBasd THYHOM
TOANMHCH JOJDKHOCTHOrO nuna. IledaTs MoxeT 3axBaThiBaTh 9aCTh HAHMEHOBaHHA
JOJIXXHOCTH JIALA, OANNCABILErO JOKYMEHT.

B nokxyMeHTax, NMOATOTOBIEHHLIX Ha OCHOBE yHthHquonaHHHx tbopM
ne4yaTh CTABHTCA B MecTe, 0603HaueHHOM oTMeTKoH «MII» Hnn HHEIM 00pazoMm.

B ajgMuHHCTpanMM Iopofla HCHONb3yloTcs repbopas mevaTh, MNe4aTH
ITOApa3 ic/IeHHH.

OTTHCK NpoCcTaBIAeMON MeyaTH AOKEH OHITH CHHEro WiH (HONeTOBOro
IIBeTa H XOPOLIO YHTaeMEIM.

2.3.17. OrMmeTKa 0 3aBepeHHH KONHH (peKBH3AT 19).

JUis cBAAeTenbCTBOBAHHA BEPHOCTH KOMHMH (BBEIMHCKA M3 JIOKYMEHTA)
NOJUTHHHHUKY JOKYMEHTa Ha IOC/IeAHeM JHCTe KOMHY (BRITHCKH M3 JOKYMEHTa) Ha
cB0o0OTHOM MecTe MOJA TeKCTOM oQopMIseTcs peKBH3HT «OTMeTka O 3aBepeHHH
KOITHI», BKJIIOYAIONTHH: YKa3aHHe 0 MeCTe HaXOXJeHHA MOJHHHHKA JOKyMeHTa,
crnoBo «BepHo», HAUMEHOBAHHE JO/DKHOCTH JIHIA, 3aBEPHBIIETO KOMHIO; THIHYIO
HOIIINCH, pacIIH(pPOBKY NOIIHCH, IATy 3aBepeHMs; Me4darh (npn Hpe,E[CTaBJ'[eHHH
KOIIMH HJIH BRIITHCKH H3 JOKYMEHTa B APYTYIO OPraHH3a1lHIO).

JonyckaeTcs MpOCTaBieHHE 3aBEPHUTENIEHOTO IUTaMIIa crpylc'rypHoro
mofpasJieieHUs aJMHHHUCTPAUMH TOpolia, BKIIOYAIOWIEr0 JHYHYIO IOJIHCH,
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paciui¢poBKY NOANKACH (MHULMATE, (paMHIHIO) U AaTy 3aBEpPEHHA.

Komuu (xcepokonuH) TIpaBOBBIX aKTOB [HJIS YOOCTOBEpEeHHS HX
COOTBETCTBHA IONITHHHHKAM 3aBEpSIOTCHA IEYaThi0 oOThena  cmyxeOHOro
nokymeHTo000poTa Ge3 BoCIpoH3BeAeHHA MOATIMCH M3pa ropoja (3aBepHTeibHAas
HaATHCh «BepHO» He npocTaBagercs).

JIycTRl MHOTOCTPAHHYHBIX KOMMH (BRHIMCOK M3 JOKYMEHTa) HyMepYIoTcH,
CIIIMBAIOTCA, OTMETKA O 3aBEPEHHH KOMHH AONOIHAETCA yKa3aHHeM KOJNHYeCTBa
JHMCTOB KOTMH (BREINMMCKH M3 JOKyMeHTa): «Bcero B kommu ___ n.». Jlonmyckaetcs
3aBEPATH OTMETKOH «BepHOo» KaXIbiH THCT MHOTOCTPAHHYHOR KOITHM JOKYMEHTA.

2.3.18. OT™eTKa 006 HemonHHTeIe (peKBH3AT 20).

OtMmetrka 00 ucnomHHTeNe BKIOYaeT B cebd HHMIMANE! M (QaMHIIHIO
HCITOJTHUTENIA JOKYMEHTA M HOMEp ero TenedoHa, H pacnonaraercs Ha adneBoi (B
JOKyMEHTe, MOJATrOTOBICHHOM 33 NOAIHCHIO M2pa ropoAa, ~ 000pOTHOH CTOPOHE)
MOCIeAHero JIHCTa JOKYMEHTA B JICBOM HHXKHEM YTIIy, HalpuMep:

H.O.®amunusd
1.35-30-99

JanHeii peKBU3HT 0043aTeNeH AN MUCEM, JOKIAIHEIX 3allHCOK H JIp.

Ang ocymIeCTBIEHRA aBTOMATHYECKOIO IIOHCKA JAOKYMEHTa HHXKE OTMETKH
00 HCNONHEeHMH MOXeT NMPOCTARIATECS HAMMEHOBAaHME (alna, KoJ oneparopa, a
TAKXKe APYTHE [TOMCKOBEIE JAHHKIC JOKYMEHTA.

2.3.19. Yxa3zaHus M0 ACTIOMHEHAIO JOKYMenTa (pekBH3HT 21).

VYKa3aHHA 10 HCIOJHECHHIO JOKYMEHTAa O(OPMIIAIOTCA HEMOCPEeACTBEHHO HA
N0KyMeMTe (B 3aroloBOYHOH 4YacTH HAOKyMeHTa), Ha OmnaHke yka3laHud IO
HCIIOJHEHHIO JOKYMEHTa YCTaHOBIIEHHOTO 0obpa3na (npunoxenue Ne 6).

Ykazands 10 KCNONHEMMI0  BKIIOYAOT:  (GaMHIMH, WHHLHAIBI
HCIIONHHTeNeH, cofepxaHHe TnopydeHHs (TpH  HeoOXOAMMOCTH), CpOK
HCTIONHEHHA, TOJITHCH PYKOBOAHTEIS U ATy, HallpUMep:

Annpeesy C.B.

Ipoiny NoAroTOBHTH NPOEKT

noctanoBieHus x 30.04.2014

NOJINHCH
31.03.2014

Ha moxymenTax, He TpeGyIOLHX AONOIHUTENBHBIX YKa3aHHN H MMEIOLIHX
THIIOBBIE CPOKY MCIIOJIHEHHA, B PE3OJIOLUNH YKa3RBAIOTCA HCIOJHHTENb, NONIIHCH
apTOpa pe30JIIOHHH, AATA. : .

B ciayuasx, kOrhga NOpy4YeHHEe HacTcA IOBYM HIM HECKOIBKHM JIMIaM,
paBHBIM 110 JAOJDKHOCTH, OTBETCTBEHHBIM HCIOJIHUTENEM ABIAETCA JIHIIO,
yKazaHHOE€ B IIOpYYeHWH IepBbIM. EMy IIpefocTaBiseTcs IpaBO CO3BIBA
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coucronHATened KW KkoopHuHammus HMX paborel. Marepuansl o6 wcnonHeHHH
TOPYYEeHHUs. [OTOBATCA 32 MOAMHCHIO OTBETCTBEHHOIO HCTIONHHTENS H IOJKHEI
GLITh 3aBH3HPOBaHbl COHCITOHUTEIISAMH.

2.3.20. OTMeTKAa 0 KOHTpOJIE AOKYMEHTA (PEKBH3HT 22).

OTMeTKy O KOHTpOJie NpOCTaBAIOT Ha AOKYMEHTaX, NOCTAaBJICHHEIX Ha
KOHTpOIb, ¢ NOMOIIEIO IITamMna "KoHTpons" Ha BepXHeM I10Je JOKYMEeHTa ClIpaBa.

2.3.21. OTmeTKa 00 Héno.lmemm JOKYMEHTAa (peKBH3HT 23).

OtMerKa 00 HCTIONTHEHAH OKYMEHTa H HAIpaBJIeHHH €ro B JeJI0 BKIIOYaeT:
CCEUIKY Ha JaTy H HOMep JOKYMeHTa, CBHIETENbCTBYIOMEro 06 HCIOMHeHUH, WK
NPH OTCYTCTBHH T@KOIO JOKYMEHTa — KpaTKue CBeleHHS 00 HCIIOJNIHEHHH; OTMETKY
«B nmeno», HHIEKC Aena, B KOTOPOE NMOMeLIaeTcs JOKyMEHT, MOANHCH HCIIONHHTEIA
WUIN pYKOBOJHTeEIIA CTPYKTYPHOTO Noipas3jie/ieHis ¥ JaThL

2.3.22. OT™MeTKa 0 KOH(PHISHIHANLHOCTH (peKBH3HT 24),

Ormerka 0 KOHPHAEHUMATBEHOCTH IIPOCTABNAETCA Ha JOKyMEHTAX,
COJiepXKaIUX HHGOPMALMIO, OTHOCHMYIO K CIIyeOHoH TaHHe WJIH K HHOMY BHAY
KOH(}HAeHOHANEHOH HHpopMamuH. <*>. B coorBercTBHH ¢ IlonoxeHHeM o
nopsake obpameHHs co cmyxeOHoH  wHpopMamued  OrpaHHYEHHOro
pacIpocTpaHeHHs B  ¢efepalbHBIX OpraHax HCHOOIHHTENBHOH  BIACTH,
yreepxaeHHBIM IlocTtanornenueM [IpaBurensctea Poccmiickon deaepauuy ot 3
HosOps 1994 r. Ne 1233, orMerka o KOHQHACHUHAIEHOCTH Ha JOKyMEHTaXx,
coAepKalux WHGOPMAIMIO, OTHOCHAMYIO K CIyxeOHoH TaiiHe, UMeeT BHA «Jlng
CIyxeOHOro NONB30BaHUAN.

OTMeTKa ¢ yKa3aHueM HOoMepa JK3eMIUISIpa IIPOCTaBIAEICA B BeEPXHEM
[IpAaBOM YINIy NepBOrO JIHCTa JOKyMEHTa, Ha OOGNOXKe H THTYJIBHOM JIHCTE, a
TaK)Ke Ha IIepBOH CTpaHHLEe CONpPOBOAMTENBHOIO DHCEMa K JOKYMEHTaM,
COZIEPKAIUKM ClykeOHYI0 HHPOPMAIIHIO OTPAaHUYEHHOTO pacIIPOCTPAaHEHHS.

OrMeTka mewaTaeTcs B NpPaBOM BepxXHEM Yy JOKYMEHTa H
noquepkuBaerca. Homep sksemmispa mpocraBnsercs HIDKE OTMETKH ueped 1,5
MEXCTPOYHRIX HHTEPBAIa M LIEHTPHPYETCA IO OTHOLICHHIO K HUM.

2.4. IloaroroBka H odopmMiIeHHE NPABOBLIX AKTOB AJMHWHHCTPALHH
ropoaa

2.4.1. B cooTBercTBHHM co cTaThed 44 YcraBa ropoackoro okpyra «lopox
Benropoa» rnapa aaMHHHCTpaniMH ropoza benropoza (zanee mo TekcTy - M3p
ropoga) B mpeAeiax CBOUX NOJTHOMOYHE H3AaeT [IOCTAHOBRJICHHS aJIMHHHCTPALMH
ropoaa II0 BOMNpPOCaM MECTHOIO 3HAa4YeHHA H BOIpOCaM, CBA3aHHBIM C
OCYIIECTBJICHHEM OTAENBHBIX T[OCYJAapCTBEHHBIX [IOJTHOMOYHMH, MNEpelaHHbIX
OpraHaM MECTHOIO CaMOyNpaB/ieHHS (elepalbHbIMH 3dKOHAMH H 38KOHAaMH
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Benropoackoit obnactH, a Taioke paclOpsOKEHHMs AJMHHHCTPaUMH TOpoja [0
BONpOCaM OpraHH3auMH paboTel aIMHHHCTpauHHM ropoga benropoaa:

- [IOCTAHOBJICHMAMH aJAMHHHCTpPALMH TOpojia OQOPMIIAIOTCA  AKTEHI
IMOCTOSHHOIO H BPEMEHHOr0 Xapakrepa, COJepXKalllde, H3MEHMIOIYe, IHOO
OTMEHSIOIIHE HOPMBI NpaBa, pacCYATAHHEIE HA MHOTOKPAaTHOE NMpUMEHEHHE;

- PpaclopsOKCHMAMH aIMHHHCTpallMH ropofia oOQOpMIAIOTCH  aKThl,
pACCMHTAaHHBIE  HAa  OJHOKPAaTHOE  IIPHMEHEHHE, [0  ONEPATHBHEIM
OpraHW3aUMOHHEIM, KaJpOBbIM H JpYFHM BOIpOCaM PpaclOpAAHTENBHOIO
XapaKTepa, B TOM YHCJIE O MOOIIpeHHH, HarpaxaeHHH IloyeTHOH rpaMoTOH,
BnaronapHocTelo, bnarofapcTBeHHEIM < IIHCEMOM  aJMHMHHCTPanmMH  TIopoja,
BRIOCJICHMH JI€HEXHbIX CpEACTB, IPOBEJICHHH Ppa3IMYHBIX MEpPONpPHATHIA,
paclopAXeHHH MyHHLHIIAIbHOH COOCTBEHHOCTRIO H TaK Jaiee.

IlpaBoBble axTBl AAMHHHCTpALMH Tropoja (Janee mo TEKCTY — axTh
aIMHHHCTPALMH) BCTYNAalOT B CHIY ¢ MOMEHTa HX NOJIHMCAHMs, €CIH HHOE He
onpeneleHo B CaMOM aKTe.

AKTBl aIMHHHCTPAUHH TropoOzJa, 3arparMBalollie IpaBa, <BOGOOEI H
0643aHHOCTH Y€NIOBEKa H MPAXAAHHHA, BCTYIIAIOT B CHITY NOCHE MX OQHLIMAIBLHOTO
onybnukoBaHua B razere «Ham benropoay», a taxxe Ha obHIHaIbLHOM caiiTe
OpraHOB MECTHOI'0 CaMOYNpanIeHHs aqMHHHCTpalH ropona benropona.

Ilopsaok NOATOTOBKH, COrNacoBaHud, H3JaHHI ¥ pACCRUTKM NOCTAHOBICHHI
H pacnopsKCHHH &JIMHHHCTPALlMH IopO/a YCTAHABJIHBAETCS COOTBETCTBYIOLIMM
TTonoxxeHueM 0 NOpAAKe NOATOTOBKH NMPaBOBBIX aKTOB aAMHHHCTPAlIMH ropoja.

2.4.2. AKXTH neyaTaloTca Ha 6NlaHKaX yCTaHOBICRHOH GOpPMEL (IpHIOKEHAS
NoNe 3, 4).

BepxHee nmnoje JOKyMeHTa YCTaHaBIIHBaeTCs IpaHHIAMH OnaHka
MTOCTAHOBJIEHHA (pacropshkeHUs) alMHHACTpauuy ropoaa. Jlesoe mone 25-30 MM,
npaBoe — 15-20 MM H HikHee -15-20 mm. IlpH opopmiieHHH TeKCTa NPOEKTa aKTa
Ha JBYX WIH Oollee CTpaHHLIaX BEPXHEE MOJIE STHX CTPaHHI] COCTARIAET 25 MM.

He ponyckaeTcs NepeHOC HA CHEAYIOUIYIO CTpPaHHIy MeHee deM 2-X
IIOCHSIHHX IYHKTOB aKTOB, €CJIH NPEANOCIEeAHNH MyHKT COCTOHT H3 NOANIYHKTOB,
TO J@HHBIH ITYHKT MOXKHO pa36UBaTh, T.6. NEPEHOCHTH MONMYHKTHI.

AKTBlL agMHHHCTpalldH TIopoAa (MOCTaHORJIEHHA, pPacHOpDKEHH,
pPacnopsHKeHHA 10 JTHYHOMY COCTaBYy ¢ OYKBEHHRIMH MHIAEKCAMH «K» H «JI»)
HyMepYIOTCs OTAENIbHO NOPAAKOBOH Hymepauueﬂ B IIpeaenax KaJIeH,uapHom rosa
H UMEIOT ClIeAYIonlie peKBU3HTEI:

1. Tep6 ropoaa benropoaa, HaHMEHOBaHHE oprana MeCTHOro
caMOoyTnpapieHHs {aAMHHHcTpaLms ropoaa benropona)

2. HaumenoBaHue BHJA aKTa —

NOCTAHOBJIEHHE (PACIHIOPSXEHUE)

3. NaTa

IIpoctaBnsercs mocie NOANHCAHHA AOKYMEHTA. 0¢opmme*rc51 CIIOBECHO-
UHGpPOBEIM CIOCOOOM OT JIeBOH rpaHHLEI ITONA.

4. PerncTpaliMOHHEIH HOMED :

IpocrapnseTca mocje MOAMHCAHHA KOKYMEHTA. 0¢opmnaercn apaGCKUMH
LH$paMH OT NpaBod IpaHHLIb [10JIA.
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Perucrpanms akToOB aJMHHMCTPALMH TOpPOAa OCYIIECTBIAETCHS OTAENOM
ciryxebnoro xoxymentoobopora B AC «Motusy.

5. 3aronoBox

3aroioBOK K TEKCTY - KpaTKOe H3NOXeHHe COAECPXaHHS NOKYMEHTa, TOYHO
nepefialomiee  ero cMeici. IlepeHOCHl cNOB B 3arofOBKE HE JOOMYCKAIOTCHA.
3aronoBoK nedaraercd depes 2-3 MEXCTPOYHBIX HHTEpBaJa OT MpPeNBLIYLIEro
PEeKBH3HTa (JlaTa), BEIpaBHHBaeTCs 0 JIeBOMy Kparo. [liuHa crpom 3aroJIOBKa He
JIOJDKHA MPEBEIIIATD 8 CM.

3arooBoK He HepeTcs B KaBBIYKH, [IEPEHOCH B HEM HE JOIMYCKAIOTCH, TOUKA
B KOHIIE €10 HE CTABUTCH, [1€9aTaeTcs OJMYKHPHRIM IpHPTOM depes | HHTepBal.

ITnierca ¢ nmponucHO# OYKBEI M OTBE4aeT, KaK IPaBHNIO, Ha BOmpoc: «O
geM?» («O KoM?»).

B ciydyae MOAroTOBKH NpOEKTa O BHECEHMH H3MEHEHHMS B paHee MPHHATHIA
aKT HAH O I[IPH3HAHHH aKTa YTPaTHBIIMM CHIy, TO B 3aroJIOBKe TMHNIETCA
TIONHOCTHIO JaTa, HOMep M Ha3BaHHe JOKyMEHTa.

6. Tekct :

TekeT AOKyMeHTa omeJmeTca OT 3arojioBka 2-3 MeXCTPOYHBIMH
HHTEPBAJIaMH.

TekcT JOKyMeHTa IedYaraercd OT JIeBOH rpaHMUBl TEKCTOBOTO MONA H
BEHIPGBHHBaeTCAd IO JIeBOM H mpaBod rpanHunaM (o IHpHHe Tekcra). Ileppas
cTpoKa ab3alla HaYMHAETCA Ha pacCTOAHMH 1,25 CM OT JIEBOH I'PaHHIIEI TEKCTOBOTO
noia. Tekcr nedaraercsa wmpudTom Times New Roman, pasmep Ne 14 uepes |
(1,5) MeXCTpOYHEIH HHTEPBAJI.

TexcToBas 4acTh aKTa aAMHHHCTPALMH ropoja, KaK NPaBHIO, COCTOHT H3
IBYX B3aUMOCBS3aHHBEIX dYacTeifi — KOHCrarupymolled (npeamMOynel) ®m
MOCTAHOBJISIONIEH (B paclOpsHKeHHSIX — paclIOPSAUTENLHOH ). :

KoHcraTHpylomas 4acTh fBJIAETCA BBEIEHHEM B CYIIECTBO BOIpOca H
000OCHOBEIBaeT M3/laHMe akTa. B Hell moMelaloTca MONOXEHHSA, pa3bACHAIONIHE
€ro [eJIH H 3aJa4H, YKa3aH!A Ha JOKYMEHTRI, BO HCIIONTHEHHE HITH B COOTBETCTBHH
C KOTOPBIMH OPHHUMAETCA JAHHEIH aKT.

[Ipeambyna B DNOCTaHOBNEHHAX aAMHHHCTPAlldH TIopoja 3aBepluaercs
CIOBOM «NOCTAHOBJSAIO)»,  KOTOpoe  Ile4aTaeTcsi  Ppa3pekeHHBIM
NOJY)KMPHEIM IIPHPTOM.

[Tpeambyna npu oQOpMIICHHH paclOPAXKEHHH MOXET OTCYTCTBOBAaTh, €CIIH
[IpeATHCLIBAEMBIC ICHCTBIA B PA3bACHCHHH HE HYXHAIOTCH.

PacnopspurensHas dYacTh JOJKHA COACPXKATE NOpPYYeHUA (S&HBHHH) c
yKa3aHHEM HCTIONHHTENS (MCIIONHUTENeH) 1 CPOKOB HCIIOJHEHUA.

IlpoeKT aKTa MOXET COCTOATh H3 CIEAYIONMX 4acTeii: paszlensl, [JaBEl,
MYHKTEI, IOAMYHKTEI, a63aLkI.

Pasfen mnedaraerci NPONHCHEIMH OyKBaMH NONYXKHPHBIM WIPHGTOM 110
LEHTPY CTpPaHHLLI W HMEeT:

- IOPANKOBRIA HOMep, 0603HaYaEMBIH pPHMCKHMH umbpaMH

- HANMEHOBaHue. :

TIyHkTH HyMepyroTca apabckuMH LMdpaMH ¢ TOYKOH H | 3arOJIOBKOB He
UMEIOT, NTOApa3AcAAIOTCA Ha NOJIYHKTH, 00603HayaeMble IH(paMHu ¢ TOYKaMH K
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CTpoYHEIMH OyKkBaMH pycckoro andaBdTa ¢ 3aKpBIBAIOLIEH Kpyriod CKOGKO.
ITyHKTEI ¥ TOANYHKTE MOTYT IOAPa3NeNAThcA Ha af3allb,

EcnH B IIOCTaHOBIAKOLIEH 4[aCTH aKTa IPeINHCHIBAIOTCH pasnHIHble
nelicTBHA CTPYKTYPHBIM HOZpa3sAeNeHHsM, OPraHH3aldsaM, YYpekKIeHUAM, TO HMX
HAaHMEHOBAHMA YKa3hIBAalOTCA B JATCNHHOM IIafeie, a JOIDKHOCTHOE JIHIO - B
cKoGKax B HMEHHTEIIBHOM IIafieXke, HalpHMep: «YNpaBieHHio oGpa3oBaHus
(Upanos M.M.)...» Hcrnonnurenn Moryt ykasmBaTeca 0G0OLIeHHO, Hampumep:
«PyKoBOOUTENAM CTPYKTYPHHEIX NTOAPa3JCNeHHNA afMHHUCTPALIHY rOpoaa...»,

B Tex cnydasx, KOrja B IIOCTAHOBJAIOMEH YACTH TEKCTA COOTBETCTBYIOIIHE
NEHCTBHA TIPEATIHCHIBAIOTCA KOHKPETHOMY IOJXHOCTHOMY IHIly, €r0 NONKHOCTD
HasBIBa€TCHA TNONHOCTBIO ¢ YKalaHHeM (QaMHIMH H HHHLOHMAIOB B JATENBHOM
nanexe, HanpuMep: «HavyalbHHKY ynpaBieHUs MyHUIIMIAIEHOH COOCTBEHHOCTHIO
[Terpory U.HL..».

IlpeaniHcriBaeMoe AEHCTBHE BEHIpAXAETCA TINAarolioM B HeolpeAeleHHoH
dopme — «paspaborare», «o6ecnednTh», «OpPTaHU3IOBATB», «3AYHCIHTHY,
«BO3JIOKHTH» H T.II.

Cpok HCIONHEHHs, KaK NPAaBHIO, YCTAHABIHBACTCA B OTIAENBHOCTH A
Kaxcgoro 3amamus (myHkrta). He nmomyckaerca <¢opMynHpOBKa KOHKpPETHBIX
3aJlaHuii 6e3 yCTaHORIIEHUS COOTBETCTBYIOIErO CPOKa HCIIOMHEHH)A.

Kak npaBuyio, B nocnejHeM IyHKTE YKA3hIBACTCA AOJKHOCTHOE JIHUO MITH
CTPYKTYPHOE NOZipasAcneHye, Ha KOTOpOe BO3J1araeTcsi KOHTPONb 3a HCMIONHEHHEM
aKTa, a8 TAXKe CPOK HCTIONHEHHS JaHHOTO JOKYMEHTA.

AKTH IO THYHOMY COCTaBY, O BHECEHHH H3MEHEHHH H JOMONHEHHH B paHee
TIPHHATBIE AKTH AAMHHHCTpAllMH Iropoja, O NPH3HAHHH aKTOB aJMUHHCTpPALIAH
ropoAa YTpaTHEIMHMH CHIIY, O CO3AaHHH pabodHx rpymm H KOMHCCHH (6e3 Kakmx-
nubo mOpy4YeHHH KOHKpDETHBIM JOJDKHOCTHBIM JIMIIAM) MOTYT HEe COJEp¥aTh
CPOKOB KOHTPOJIA HCIOJIHCHHA,

TIpH HaqM4MH TPUIOXKEHHH K aKTaM aIMHHHCTPALMH FOpOJa B TEKCTE
JOKYMEeHTa Ha HHX 00A3aTeNBHO AeNaeTcs CCLUIKA.

7. IToamuck

IMoanHce oTACHAETCS OT TEKCTA 2-3 MEKCTPOYHRIMH MHTEpPBalaMH, COCTOHT
H3 HaHMEHOBaHHA HOMXHOCTH «InaBa agMHHHCTpalMHM ropoaa bBearopoaa» H
pacumdporku noanucH. Cnoba «['1aBa aamuHHceTpanuH ropoaa Bearopoaa»
TIeYaTaloTcd B JBE CTPOUKH HYepe3 1| MeXCTpPOUHBIH WHTEpBAl M BBIAENAIOTCSH
TOIYXHPHBIM HipudToM. OT neBo#t rpaHUIEI TEKCTOBOIO NOJS [e4YaTAlOTC CIOBa
«C'nasa aAMHHHCTPARHH», a ciloBa «ropoaa bearopoma» UeHTpHpyeTcH
OTHOCHTENBHO 3THX CJI0B. HHIMan HMeHH B daMuiss MIpa ropoja me9aTaroTcs
y IIpaBoii rpaHHMIlEl TEKCTOBOTO MOJIA.

Paciu¢poBka TOANUCH pacronaraeTci Ha YpOBHe TOCHEAHeH CTPOKH
HAMMEHOBaHUA HOJKHOCTH Oe3 mpobesna Mexay HWHHIHAIOM H (paMAInei.
TTocnennsa Oykea faMHIMH OrPaHHYHBACTCA MMPaBhIM MOJIEM. |

Hanpumep:

I'1aBpa aAMHHHUCTPALKH
ropona bearopona H.Pamuana
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8. [IpunoxeHus .

[TprnoxeHus K MPOEKTaM aKTOB aAMHHHCTPALHMH ropoda oGopMIAIOTCA Ha
OTHAEJBHEIX THCTAaX OyMaru.

PasMepnl monieif, MIPHPTHI M MEXCTPOUHBIC MHTEPBANBI NPH Me4aTaHWH
NPWIOKEHHH HACHTHYHH pa3MepaM, MPHMEHACMEIM IIPH IM€YaTaHHH TEKCTOB
TIpOEXTOB aKTOB (U1 odOpMIEHHA NPUIOKEeHHH Gonboro obbeMa U TaGIMYHBIX
MaTepHaioB pa3pellaeTcs IPUMEHATh pa3Mep wpHpTa 12-13).

B mpunoxeHusx MOMeMQAIOTCs MOJNI0KEHNA, PEerIaMeHThl, epeyHH, CIIHCKH,
rpadukH, TaOMUUBEl H Ap. [IpHnoXeHWMA MONIHCHIBAIOTCA WIH BH3HPYHOTCA (C
pacm$pOBKOH MOANHCH) AOKHOCTHEIM JIHIIOM, ITOATOTOBHBIIHM ITPOEKT aKTa.

EcnH B TeKCTe JaeTCAd CChINKA «COTNMACHO MPHIOXKEHHIO», TO Ha IepBOii
CTpaHMLie IIPRIIOKEHHUA B NIPaBOM BepXHeM yriry nHiercs cioso INPHUIIOXEHUE,
HiDke 4Hepe3 1 MeXCTPOWHEIH HHTEpBajJl HAeTCd CChUIKA Ha IMOCTaHOBJICHHE
(pacnopsixeHHe) aAMHHHCTPAUHH TOPOAa, €ro AaTy H HoMep (K NOCTaHOBJICHHIO
(pacriopsbkeHHIO) aAMHHHCTpalUMH Iopoga OT « » 201 _ rop;a
Ne ).

Bce cocTaBHEI€ YacTH PeKBH3HTA UEHTPHPYIOTCA OTHOCHTENLHO caMoi
JUIMHHOW cTpokd. JlnHHa CTpokM He JOmkHA 1npesnmare 8-10 cM H
OIpaHMYHBAETCA TPABhIM ITOJIEM JOKyMEHTa. Bce 4acTH pEeKBH3HTAa BRIAEIAIOTCA
OONYXHpHRIM HIpHPTOM. IIpH HATHYAH HECKONBKHX NPWIOKEHHH OHHU
HYMEPYIOTCA B COOTBETCTBYIOINEM TIOpATKE.

Hanpumep:

IMNMPHJIOXEHHE
K NOCTAHOBJIEHHI0 AAMHHHCTPAUHH
ropoaa benropoaa
OT « » 201 r.Ne

Hinu

NPUJIOXXEHUE Ne 1
K pacHoOpsiKeHHI0 AAMHHACT palH1
' ropogaa Benropoaa
OT « » 201 r.Ne

Ilpu Hamuryuu B TekcTe akTa QOPMYIHPOBKH «YTBEpAHTE» (NpHiIaracMoe
TIOJIOXKEHHE, COCTaB KOMHCCHH, I€peueHbh MCpONPHATHH H T.A.) Ha CaMOM
NIpHAOKEHHH B IIpaBOM BepXHeM yIy pacnonaractes ciaoso Y TBEPXIAEHO nnu
YTBEPX/IEH co cchurkoii Ha IOCTaHOBJIEHHE (pacops)keHHE), €ro AaTy, HOMep.

Hanprmep:



30

YTBEPXJIAEHO
MOCTAHOBJIEHHEM AMHHHCTPALHHA
ropoaa benropoaa
oT « » 201 r.Ne_

NOJOXEHHUE
O MOPAJKE MOATOTOBKH . evresescersranassenee

Cnosa YTBEPXJEHO u YTBEPXJEH cornacyioTcs B poge ¥ 4ncie ¢
HePBLIM CJIOBOM HAaMMEHOBaHHA INPUIOXEHMA: nojiokenue - Y TBEPXJIEHO,
nporpamma - YTBEPXKJEHA, mMeponpuatus - Y TBEPXXIEHDI.

3aroIoBOK K TEKCTY NPHIIOXKEHHS [edaTaeTcad LIeHTPHPOBAHHBIM CIIOCOOOM.
HanMmeHOBaHHe BHJ2 JOKyMEHTa - MpUNOXeHHA (TiepBoe CIIOBO 3arojioBKa
TIPHJIOXKEHUA) BBIIETAETCA NPONHCHBIMH OYKBaMH, TOMYXHDHBIM HIDHQTOM H
Moxer OwTh HanmeuaTano Bpaspagky (IIOJIOKEHME, CIIMCOK u T.3.).
MexcTpo4uHhIid HHTEpBal MEXIY IEepBOH CTPOKOH 3arojioBKa H NMOCIEAYIOIIHMH
CTpOKaMH MOeT ORITh yBenH4YeH Ha 0,5 MEXCTPOYHBIX HHTEPBANA.

3aroJloBOK MpPHNOXEHUS OTHeIeTcs OT JarTel M HOMepa akra 2-3
MEXCTPOYHRIMH HHTEpBalaMH, TEKCT TNPHIOKEHHs OT 3aroloBka — 2-3
MeXCTPOYHBIMH HHTEpBAIaMH,

IIpH HaNH4MH B TEKCTE NPHJIOXKEHHA HECKONBKHX PaslielIOB HX 3aroIoBKK
NeYaTajOTCd LIEHTPOBAHHBIM CNOCOGOM (OTHOCHTENBHO rpaHHL TekcTa). Touka B
KOHLIE 3arojioBKa He CTaBHTCA. JIOIyCKaeTcsa BBLOENATH 3aroJOBKH pa3felioB
HOJIY>)KHPHEIM MIpHGTOM. :

TexcT npunoxenuss Moxer OwTh odopmieH B BUAe Tabmuupl. I'padul u
CTPOKH TaONMMIBl JO/DKHEL WMETh  3aroJiOBKH, BbIpaXXEHHBIEé HMEHEM
CYIIECTBHTEIPHBIM B HMEHHTeNbHOM mnaaexe. IloasaronoBkH rpad H CTpOK
TrpaMMaTHYECKH JOJDKHBI OBITH COrNTacOBaHH! C 3ar0JI0BKAMH.

Ecin Tabnuuy neuataror Oonee deM Ha OAHOM CTpaHMUE, 3arojioBOYHAA
yacTh TabMHMLK (HaMMEHOBaHHE rpad) NOBTOPAECTCA Ha KAXIOH CTpaHHULE.

JIMCTHI DpHIOXKEHHS MMEIOT CKBO3HYI0 HyMEpalHI0O IPOEKTa aKTa
aJMHHHCTPaLlH ropoJa.

B nonmoxeHHsX, NMporpaMMax, ycTaBax H APYrHX MogobHBIX AOKyMeHTax
paszensbl H I'VIaBE HYMEpYIOTCA, K4K NPaBHJIO, PHMCKUMH LH(PpaMH, a MyHKTE M
MOANYHKTHI - TaK )€, KaKk H B TeKCTe NOCTaHOBJIEHH® aZIMHHACTpalMHu ropona. B
YKa3aHHBIX JOKYMEHTaX MX COCTaBHBIe 9acTH (pa3sgenbl, NoApasjiensl, IMyHKTE,
HOAITYHKTH) MOXHO HymMepoBaTs apabckumu udpamu. [logpasaenst HyMepyioT B
npenenax pasgena. Homep noppasjena MOXeT COCTOATB H3 HOMepa pasjena H
noapasfiesa, pasmeNSHHBRIX To4ykoH (Hanpumep, 1.1.). Homep myHkTa Moxer
COCTOATh M3 HOMEpOB pasjelia, NoApasfena H IMyHKIa, pasficlieHHBIX TOYKAMH
(nampumep, 1.1.1.). ITyExkIB IIpH HEOOXOAMMOCTH MOTYT MOApa3eniThCAd Ha
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NOJITYHKTEI, KOTOpEIE OOMKHBI HMETh MNOPSAKOBYIO HYMEDPALHIO B Ipejenax
KaXI0ro IyHKTa (Harmpumep, 1.2.2.1.).

IIpH HaNHYHH B TEeKCTe NMPWIOXKEHHH CCHUIKH HA CHOCKY OHAa odopMiIseTcs
apéaouxoit i nugpod. Texcr cHockH mnedaraeTcAa dYepe3 1 MEXCTPOYHBIH
HHTEPBI B KOHIE KaXJOH CTpaHHLE! WJIH NOCHE NMPHIOKEHHA B LENOM IIOf
gyepro#i. [locne cHMBONAa CHOCKH ee TEKCT medaraercs ¢ MponHcHOH Oykperl. B
KOHIIE TEKCTAa CHOCKH CTaBHTCA To4ka. Ha oaHoO#i crpaHnile He HROMKHO
NPOCTaBAAThCA Gollee TpeX CHOCOK.

9. Bussl (IOAroTOBKA H COTIAaCOBAHHE)

. BH3BI NOATOTOBKH H COINIacOBaHHA OGOPMISIOTCA Ha CHEI[HANIEHOM JIHCTE
«JInct cornacoBaHua» (npunoxenns NeNe 7, 8, 9).

Busa BxIoudaer B cefd IoNHOe HAaHMEHOBaHHEe IoApas/esieHus,
TOTOBHBIIEr0 JOKYMEHT, H JAODKHOCTH BH3MPYIOMIErO, JIHIHYK IOANHKCH,
paclIM(pOBKY NHYHON NOANMKCH H AaTy.

I'pu¢dp moxroroBku Bnouaer B cebs cnoso «Iloaroromseno», a rpud
cornacosaHus - «CorjaacoBaHo» M Ie4araeTcs OT JIeBOM IpaHHMIEl TEKCTOBOIO
I1OJIS ¥ BHIENSETCS MOy KHPHBIM IIPHPTOM.

B paznene nocranosnenue (pacnopspkenue) «floaroropiieno» mevararTes
HAUMEHOBaHHe JOMKHOCTH W  Ha3sBAHHA CTPYKIYPHOTO MNoOApasfelieHHs
agMHHHCTPAllHH [OpOAa, IOJATOTOBHBLIECTO IIPOSKT AOKYMEHTa, HHHIHAJEL,
baMuIKs DOMKHOCTHOIO JIHIA, KOTOPOE (paKTHIECKU NOCTABAT CBOIO BH3Y.

Hanpumep:
_ IToaroronBJjieHo:

PykoBoAMTENE XOMHTETa

¢GHHAHCOB H OHOMKETHRIX . TIOATHCH ‘ - H.O.Qamunus

OTHOLIEHUH fama

HagansHHUK ynpaBjIcHHS .

MYHHIHTIATEHOTO 3aKasa noAnKCH H.0.Qamunus
' nara

B pasmene nocranosnenHe (pacnopsxeHne) «CoracoBaHo» Nevaraiorcs
HaHMEHOBaHUE JIO/DXKHOCTH M HasBaHHe NoJpasjieieHHIA WIH APYTHX OpraHH3aliuid,
PYKOBOAMTENH KOTOPRIX OyAyT BH3HpOBaThb IpPOEKT JOKYMEHTa, HHHLHUAIBI,
dbaMuns ZOIDKHOCTHOTO JIHITA, KOTOpOoe PaKTUIECKH MOCTaBHT CBOIO BH3Y.
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Hanpumep:

CornacoBaHo:

3aMEeCTHTEND I1aBbl A AMHUHHCTPALIRY -
PYKOBOAHTEIH AapaTa -
aJMHHHCTpPALUH ropona TIOAMHCEE ' H.O0.Qamunns

JaTa
HavanbHHK MpasoBOTO YIIPaBICHAN TOAMHCE H.O.Pamunns
anmapaTa aiMHHHCTPALHH ropoja flata
I'eHepanbHEIA TUPEKTOD
MBY «Ynpasnenue
Benrop61aroycTpoicTBo» “;’::‘“‘ H.O.®amunns

IlocneoBaTENBHOCTE PACTICJIOKEHHS HAMMEHOBAaHHS JOIDKHOCTEH IpH
NOATOTOBKE JIACTA  COINIaCOBaHUA JIO/DKH@  COOTBETCTBOBATh  HMEpapXHH
JOIDKHOCTHHIX JINLI, BH3UPYIOIHX AOKYMEHT,

CoryacoBaHHe NpPOU3BOIUUTCA B COOTBeTCTBHH ¢ llonokeHHeM o mopsake
MOATOTOBKH NMPABOBBIX aKTOB aIMHHHCTpallHK ropoaa benropoza.

Bce mnpoekTel aKTOB HNODKHB MPOHTH MPOLENYPY COIVIACOBAHHA C
3aMECTHTENIEM IJIaBhl aJIMHHHCTPALWH-PYKOBOJUTENIEM alllapara aaMHHACTPALMH
ropoja ¥ Ha4YaTBHHKOM [paBOBOTO YIpaBJIeHHSA alapaTa aIMUHHCTPALlHH
ropona. :
BHyTpeHHee coOriacoBaHMe IIpOEKTa aKTa Hapagy ¢ oOf3aTeNBHBIM
COIJIacOBaHHEM BKIIOYaeT B cebs coryiacoBaHHE C MHBIMH 3aHHTIEpPECOBAHHBIMH
IOMKHOCTHRIMH JIMIIAMH.

Buenmiee cornacoBaHWe IMpoeKTa aKTa NOPOBOOUTCA MNpH IOATOTOBKE
MPOEKTa AKTa [0 BOMpOCAM, OTHECEHHEIM K COBMECTHOH KOMITETEHIIHH OpraHOB
MECTHOTO CaMOYNMpaBlicHUs W (WIHM) TOPOACKMX MNoApa3fencHuii oOacTHRIX H
$enepanbHbIX CTPYKTYP.

IToaroToBka MpPOEKTOB AaKTOB AaAMMHHCTPAllMH TIOpoJa CTPYKTYPHBIMH
MOZPa3/ICICHHAMH, HMEIOMMMH B CBOEM COCTaBe IUTaTHhIE AOKHOCTH IOPHCTA,
MPOH3BOMATCA ¢ 00A3aTENBHBIM YYACTHEM BEITIICHA3BAHHBIX CIICLIHATTHCTOB.

JIHCT cornacoBaHMs akTa aAMHHHCTPALMH ropofia Ha CTaJHu IMOATOTOBKH
BH3HpYyeTCs CHEelNAUCTaMH, OTBETCTBEHHRIMH 3a IPaBOBYIO (IOPHAHYECKYIO)
9KCTIEPTH3Y JOKYMEHTa, IPOBOAHMYIO BHYTPH CTPYKTYPHOTO NNOJpa3iciIeHHS.

B cnydae ecin HaMMEHOBaHHE AO/DKHOCTEH H Ha3zBaHHE CTPYKTYPHBIX
Tofipasfie]leMHii  aMMHHCTpallik Tropoja WIM JApYrMX  OpraHH3alui,
PYKOBOIHTENH KOTOPhIX OYJyT BH3HPOBAThH [IPOEKT AOKYMEHTa He pa3MellaroTcs
Ha OJHOM JIMCTe, OCTaBIIMECS] HAWMCHOBAaHHA NO/DKHOCTEH H HasBaHHe
CTPYKTYPHBIX TIOApa3Ac/eHHl aIMHHACTPAHH [OpOAA pacloiaratoTc Ha HOBOM
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JIHCTE COTJIACOBAHHSA, 3arojIOBOYHAsA 4acTh JIHCTA COTJIACOBAHMA MOBTOpAETC Ha
KXKO# CTpaHHIEe ¢ YKa3aHHeM HoMepa JINCTa, HallpHUMep:

JInct Ne 2 u3 JiMcTOB 3

Tlocite 3aBepieHHs NpPONEAYpPhl NMOATOTOBKH IPOEKT aKTAa COBMECTHO C
NpHAAraéMbIMH K HeMy IOOKyMEHTaMH, KOTOPHI€ IOCHYXWJIH OCHOBaHHEM LA
pa3paGoOTKH aKTa, JIHCTOM COIJIaCOBaHHA H JIHCTOM PacCEUIKH MEpermaeTcs B
cayx0y HOPMATHBHO-PACTIOPAAMTENBHEIX JOKYMEHTOB oOTHeNa ciIyxeOHoro
JOKYMeHTO000pOTa JUI1 OPraHH3aUH NPOLEAYPH COITACOBAHHS, MOATHCAHHA €ro
M3POM ropoaa.

Tlocne cornmacoBaHus NpOeKTa BHECEHHE H3MCHEHHH B ero TeKCT (Xpome
PeAKIHOHHEIX, He H3MEHAIOIIHX CMBICIIOBOTO COJEPXAHHA, H CTHIHCTHYECKHX)
3anpeinacrcsa. IIpy BHeCeHHH H3MEHeHHH HOBas pefaKiHuA MpoeKTa NOKYMEHTa
COTJIaCOBBIBAETCA BHOBD.

[IpoexThl HOpDMAaTHBHRIX TNpaBOBEIX aKTOB AAMHHHCTpAlHH ropoma s
NpOBEJIeHHA HX INpaBOBOH SKCHEPTH3BI B OOA3ATENBHOM MOPANKE IOCHE
IONyYeHH:A 3aKMO4YEHHH IpaBOBOTO YNpaBJIEHHA H KOMHTeTa GHHAHCOB H
OIOKETHBIX  OTHOIIEHHH (B ciydyae HeoDXOAMMOCTH)  HaNpaBIAIOTCA
pa3paloTYNKOM TpoeKTa B INpoKypaTypy r.benroponma. Ilp nonoxurensaoM
3aKJIIOMEHHH IPOKYPATypPhl IIPOEKT HAMpPaBIAeTCA Ha JajibHeHIee corlacoBaHHe B
YCTAHOBJIIEHHOM IIOpSJIKE, TPH OTpPHHATENIbHOM - INpPOeKT AopabareiBaeTca B
COOTBETCTBHH C 3aK/IOUYEHHAEM.

IToanucaHHble  akThl  PeTHCTPHPYIOTCE B ciyx0e  HOpPMAaTHBHO-
pacnopAOUTENEHBIX JOKYMEHTOB OTAeNa cayeOHOro JOKyMeHTOo0OpoTa H
HANPaBIAIOTCA B ODA3aTeNBHOM Mopsjke 6e3 BOCHPOH3BEJAECHHS IOANMCH Mapa
ropoga. KoleHH axroB, 3aBEpPeHHLIE KpPYIJION [MEYaTeI0 OTAela CiayxeOHOro
JOKYMeHTOO00pOTa, B COOTBETCTBHH C JIHCTOM pacChUIKM  HAlPaBJIAIOTCA
nocpeactBoM AC «MoTuB» B TpEXAHEBHEIH CPOK. JIOKyMEHTB! HAIIPABIAIOTCH
HermonuutensM B AC «MOTHB» H MNPHPABHHBAIOTCA K 3aBEPEHHEIM KOIHAM
JIOKYMEHTOB Ha OyMa)XHOM HOCHTelle ¢ CHHeH e GUoNeTOBOH neyaThlo.

AJlpecaThl PacChHUIKA OINpPENENATCA THCTOM pPacChUIKH, TNOAMHCAHHBIM
PYKOBOLHTENEM CTPYKTYPHOIO [OAPa3feicHHsA, IOAIOTOBHBIIAM aKT M
o¢opMIICHHEIM COTIIaCHO NpHIokeHHI0 Ne 10.

Obpasiel opopMiIeHHS NTOCTaHOBICHHUMH, PacTIOPSKEHAN, PacIOpsKEHH 110
JTMYHOMY COCTaBY NpHBEZIeHR! B NipuioxeHHax NeNe 11, 12, 13, 14, .

3. OdopmieHHe OTAeNbHBIX BHAOB JOKYMEHTOB

3.1. CocraB A0KyMENTOB

JleATENBHOCT:  aAMHHHCTDallMH Topofia obecreyMBaeTcs cHCTeMOH
B3aHMOYBA3AHHEIX JIOKYMEHTOB.

JoxyMeHTHpOBaHHE yIpaBjleH4YecKol JeATelLHOCTH 3aKio4aerci B
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¢HUKCAllUH Ha PpasIM4YHBIX HOCHUTENAX [0 YCTAaHOBJEHHRIM  IIpaBHJIaM
yTIpaBleHIECKHX JeHCTBHH, TO €CTh B CO3JaHHH YIIPaBIEHYECKHUX JOKYMEHTOB.

CocTaB yIrpaBlleHUECKHX MAOKYMEHTOB  ONpPENEAETCS KOMIIeTeHIHeH
aIMHHHCTPAIMH ropoja, KpYroM YHOpPaBICHYeCKHX (YHKUHIH, OpAAKOM
paspenieHHs BOMPOCOB (ENMHHOHAYANBHBIA HIH KOJUICrHANBHBIN), OOBEMOM H
XapakTepoM B3aHMOCBA3eH MeXAy aaMHHHCTpamHedl ropoza, BBILECTOALIHMH,
NOAYHHEHHEIMY ¥ CTOPOHHHMH OpraHH3aI{HAMM.

JoKyMeHTaUHs aIMHHHCTPAaUHH ropojia [peACTaBIEHA CIIEAYIOIHMH
MOJICHCTEMAMH: -

Opranr3agHOHHAS JOKYMEHTALHN:

[IOJIOXKEHHE;,

TIPaBHJIA;

HHCTPYKITHA,

perJiaMeHT;

JIOTOBOP;

JNOBEpEHHOCTE;

INTaTHOE PacItHCaHHe.

PacnopsaauTeNbHas J0KYMEHTRIHS: _

TIOCTAHOBJIEHHE; . -

pacHoOpsDKeHHE;

[IpHKas3s;

IOPYYEHHE;

PeIEHHE;

MPOTOKOJL.

HudopMaRHOHHO-CIPABOYHAS JOKYMEHTAMKS:

CIIpapBKa;

aKT;

MHCBEMO;

TestehOHOrpaMMa;

TeJIerpaMMa;

3aARJICHHE;

JOKNaaHas/00bICHHTEIbHAS 3aITHCKA;

OTHeT.

JdoxyMeHTaLHA N0 KaapaMm.

DduHaHcoBas YUeTHAsA H OTUYETHAS ZOKYMeHTaRus.

OTYeTHO-CTATHCTHYECKAS TOKYMEHTANHS,

3.2. Ilpukas

3.2.1.IlpuxazoM, SBISIONIAMCA HHAHBHAYANBHBIM TNPABOBHIM  aKTOM,
odopMnAIOT pellieHHs Mo OIEPaTHBHEIM, OpPraHH3allHOHHBEIM H JpyrHM (B
COOTBETCTBMH C JENErHpOBaHHBIMH  MONHOMOYHSMH) BOMpocaM paboTel
nmonpasfesieHHs, paCCYHTAHHBIE HA PA30BOE BRITOIHEHHE. ' o

IIpoekTtel NPHKAa30B pa3spabarniBaloTes [oApa3AeICHUAMH H
HOIITHCBIBAIOTCH HX PYKOBOXHTEILAMH. :
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ObecneyeHne KaueCTBEHHOH IOATOTOBKH NMPOEKTOB MPHKA30B BO3NAraeTcs
Ha pYKOBOJIHTENEH II0ApasieIeHHi, KOTOPbIE TOTOBAT MPOEKT.

KonTpone 3a npaBHABLHOCTBI0O OQOPMIEHHA IIPOEKTOB  IIPHKA30B
OCYIIECTBJIAET OTBEICTBEHHEIH 3a  JIENONPOH3BOACTBO B  CTPYKTYPHOM
NOApa3ACICHAH.

3.2.2. Ilpuka3s neyataetcs Ha 61aHKe moApa3AeIeHH.

ITpuka3s uMeeT creaylomHe PEKBU3HTEL:

- rep6 ropoaa benropoaa;

- HAUMEHOBaHHE OpraHa UCIOJHHTENbHOH BIACTH TOPO/a;

- HANMEHOBAHHE MOAPa3ICICHHNS;

' - HAHMEHOBaHHe BUJa JOKYMEHTa — IIpHKa3:

- JaTa H Homep npHKaza. [Mata odopmasercs ClOBECHO-UUPPOBHIM
cnocoboM, HOMEpP COCTOMT K3 3Haka «Ne» H [OpAAKOBOIO HOMEpa IIpHKasa,
HanpHMep:

14 maprta 2014 roma Ne 27, _

- 3aroliOBOK AOJDKEH KpaTko H TOYHO OTpaXaTh COAepXXaHHe TeKCTa
nprKasza. Touka B KOHIIE 3aroJOBKA HE CTABHTCS. 3ar0JIOBOK, COCTOALIMA H3 ABYX
H Oolee CTpPOK, medaraeTcs IONY>XHPHBEIM MIpHGTOM dYepe3 1| MeXCTpO4HEIHA
HHTEpBaN OT NMPEeABLOYINECTro PeKBU3HTA (JaTa), BEIPABHABACTCA 10 JIEBOMY Kpaio
TEKCTA.

- TEKCT OTJENAETCA OT 3arojioBKa 2 - 3 MEXCTPOYHBIMH HHTEPBaNaMH H
neuaraercsd mpHpTOM Times New Roman, pasmep Ne 14 uepes 1 uHTepBal oT
JIeBOH IpaHMIEI TEKCTOBOIO IIOJIA H BRIPABHHBAETCA MO JIeBOH M MpaBol rpaHHIaM
TeKcTOBOro nons. Ilepsas crpoka ab3ana HadMHaeTcsi Ha pacCTOAHMH 1,25 ¢M oT
s1eBO#i rpaHHUIEl TEKCTOBOTO MOJIA.

TekcT NpHKa3a COCTOMT, KaK MMPaBWJIIO, H3 KOHCTaTHpYyIomeH (ipeamOyisi) B
paclnopsanTensHON YacTel.

B koHCTaTHpylOleH 9acTH KPaTKO HJIAraloTcs UeAd H 3a4a49H, QakxTel u
COOBITHA, IIOCHYXHBIIHE OCHOBaHHEM Jid H3JaHud IpHkasa. Oma Moxer
HAQYHHATHCA CIIOBaMH «B LENAX», «B COOTBETCTBHHY, «BO HCIIOJHEHUe» H T.4. EcnH
NpHKa3 HM3JaeTcsl HA OCHOBaHWH JpPyroro AOKYMEHTa, TO B KOHCTaTHpyloeii
JacTH YKa3blBaeTCs HaMMEHOBAaHHE 3ITON0 JIOKYMEHTa B TBOPHTEIBLHOM IIaAeKe,
€ro JaTa, HOMEp H 3arojioBOK.

PacnopsauTentHass 4acTh HauyHMHaeTcs CIOBOM «NPHKA3LIBA WY,
KOTOpOe NeyaTaeTcs Bpa3pAAKY H TIOMYKHPHEIM HIPHQTOM. -

PacniopsauTenbHas  9acTh  JODKHA  COZEpXKaTh nepevucieHue
TIpEAIIHCEIBAEMBIX ACHCTBHH € YKA3aHHEM HCIOMHHTENA KaXIOro IeHCTBHA U
CPOKOB HCIONHEHHA. PacrnopsiuTeNEHAd 4acTh MOXET ACIHTHCA HA IMYHKTH M
HOANMYHKTHI, KOTOPHIE HyMepyloTcs apabckuMi nugpamiu. JleficTBUS OXHOPOAHOTO
XapakTepa MOTYT ORITh IlepedHCcIeHRl B ONHOM ITyHKTe. B KauecTBe MCIONHATEICH
YKa3kIBAIOTCA NMOApa3/IeNICHUA WITN KOHKPeTHRIE AOKHOCTHHIC JIHIA.

EcnM mnpHKas [ONONHSET, OTMEHAET WIH H3MEHseT paHee H3JaHHbIe
TIPHKA3bl HITH WX OTASNBHEIE MyHKTEL, 3TO OTOBAPHBAETCA B TEKCTE NPHKa3a.

B npukas He ciegyer BKIOYaTh NYHKT «[IpHKa3 AOBECTH JO CBEACHHA...».
TNoapasaeneHns (AOKHOCTHRIE JIHIA), A0 CBEACHHS KOTOPBIX AOBOAHTCS MpHKa3,
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IICPEYHCAAIOTCA B JIHCTE PAacChUIKH, KOTOPBIff HCIONHHTENh TI'OTOBHT BMECTE ¢
MIPOEKTOM IpHKa3a.

B mnocnemHem IIyHKTE€ pacnopagHTEIRHOH 9YacTH NpHKa3a yKa3hlBAeTCH
JOJDKHOCTHOE JIHLIO, HA KOTOpO€ BO3/IaraeTcs KOHTPONb 3a HCTIOJNHEHHEM NPHKA3a
B LISJIOM;

- BH3H BKIIOMAIOT JOJDKHOCTH BH3HPYIOIIMX, IIH9HEIE TIIOAIIHCH,
pacundpoBKy MOITHCEH H AAaTY; '

- TNPHJIOKEHMA K I@pHKa3y BH3HPYIOTCA pPYKOBOAHTENIEM CTPYKTYPHOTO
HNONpa3AC/eHHs, [OAIMOTOBHBIIEr0 NPOCKT. I[IpM HalM9HH  HEeCKOJNBKHX
NpUIIOKEHUH OHH HyMepylorcsa. [lopsaok odopMIIeHHS MPUIOKEHHH K NPOEKTY
IpHKa3a aHAIOTHYCH OGQOPMICHHIO TMNPHIOKEHHH K IMpoeKTaM  aKTOB
agMHHHUCTPAIHH ropoja. Brecende H3MEHEHHH B NOANMCAHHBIN NpPUKa3, a TAKXe
B COTJIACOBAaHHBIH IIPOEKT JOKYMEHTA He HOITycKaeTcs;

- TIOONHCH COCTOHT H3 HAaUMEHOBAHMS AO/DKHOCTH JHLA, MOANKCABIIErO
NOKYMEHT, NUYHOH MOANMMCH H pacluMdpoBKH MOANNCH (MHHIHWANB!, (GaMHuIys).
IprKka3el MOAMMCHIBAET PYKOBOJMTENh NOAPA3ACIEHHA, 8 B €r0 OTCYTCTBHE —
Ao, €Er0 3aMellaromee.

3.2.3. Ilpukassi PErHCTpHpYIOTCH IO MOPSAKY Homepos B Ipexenax
KaJICHIapHOIo roaa.

(O6pasen npHka3a anBe,ueH B NIPHJIOKEHUH Ne 15,

3.2.4. CoBMecTHBIE NPHKa3bl 1€9ATAOTCA Ha CTAHJAPTHRIX JUCTaxX OyMark
dopmara A4.

ITpu odopMITIeHUH COBMECTHOTO MpHKa3a:

HaHMEHOBaHMA CTPYKTYPHBIX MOJIpa3AeeHHi/opranu3anuii pacnonaraiTes
Ha OIHOM YPOBHE;

HauMeHoBaHWe BHAa JAokyMeHta - [IPMKA3 - pacnonaraercs
[EHTPOBAaHHKEIM 00pa3oM;

Jarta cOBMECTHOTO NpHKa3a - eAHHas, COOTBETCTBYET JaTe Gonee mosaueii
MOAITHCH;

PerncTPalHOHHBIH HOMep NOKyMEHTa, COCTABIEHHOI0 COBMECTHO ABYMS H
Oonee OpraHM3alUAMH, COCTOHT H3 PErHCTPALMOHHRIX HOMEPOB, NPHCBOEHHHIX
JOKYMEHTY KaXKAOil opraHusalyel, NpOCTABIEMEIX 4Ye€pe3 KOCYI0 YepTy B
HopAAKe YKa3aHKA aBTOPOB B JOKYMEHTE;

MOANMCH PYKOBOAUTENEH pacIonaraloTcsl HHXKE TeKCTa Ha OJJHOM YPOBHE.

3.3. IlonoxkeHHe, NpaBHIa, HHCTPYKIHH, JOTOBOP, A0BEPEHHOCTh

JOKYMEHTHPDOBAHHE YIPABIEHYECKOH ACATENBHOCTH OXBATRIBAET BCe
mpoliecchl H 3aKimoyaeTcs B ¢MKcalMM HMX Ha OyMmare IO yCTAHOBICHHBIM
npaBHiaM. B cOOTBETCTBHH ¢ AEHCTBYIOIMM 3aKOHOJATENHLCTBOM H KOMIETCHIIHEH
H3naloTCA  CICAYIOIIHe OOKYMEHTHI: [IONIOXKEHHd, MpaBHIa, MHCTPYKIIHH,
JOTOBOpPE], JOBEPECHHOCTH. S S

3.3.1. TlonoxeHHe mNpHHHMaeTCs B TOM Cliydae, €CIH B HEM
YCTAHABIHMBAIOTCA CHCTEMHO CBA3aHHEIE MEXAy coDolf NpaBHia, perynHpyonne
KaKHe-1100 MpaBOOTHOLLEHHS.
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Ilonoxkenns o6 orpacneBux ((QYHKUHOHANBHEIX), TEePPHTOPHAIBLHEIX
opraHax aJAMHHHCTPAlIHH Iopoja YTBepxHalwTca pelleHveM Copera AenmyTaTroB
ropoaa benropoaa.

ITonoxkeHHss ©  CaMOCTOATENBHBIX  CTPYKTYPHBIX  IIOAPA3ACICHHAX
aJIMHHACTPAIHH I'OpoJa YTBEPKAAIOTCS paclopsiKeHHEM aIMHHHCTPALHH ropoAa.

IlonoxeHHs O CTPYKTYPHHIX TNOApa3JieNieHUAX, BXOIALIHX B COCTaB
OTpaciieBhiX ((pYHKLMOHANLHEIX) H TEPPHTOPHAJILHBIX OPraHOB 8AMHHHCTPALMH
ropoga M JOIDKHOCTHBIE  HMHCTPYKIMH  paGOTHHKOB  YTBEpPXIAIOTCH
COOTBETCTBEHHO pPYKOBOAWTENAMH  OTpacieBblX (GYHKIHOHAIBHHX) HWIH
TEPPUTOPHANBHEIX OPTaHOB. , L

~ 3.3.2. B npaBunax ycTaHaBIUBAIOTCA HOPMBI M TpeGoBaHuUSA, obg3aTeNbHEIE
119 BLITOXHEHHA.

3.3.3. Texcr mpoekTta MOJIOXeHHA (NMpaBII, HHCTPYKLHH) IledaTaeTcs Ha
CTaHAAPTHOM JiHCTe PopMmata A4 H H3Naraercd OT TPEThero JIMUA e IHHCTBEHHOTO
HIH MHOXECTBEHHOTO YHCJIAa. B TEKCTE HCNIONB3YIOTCA CIOBa: «IOJDKEH»,
«00f3aH», «MMeeT INpaBO», «CJeAyeT», «HeoOXOOHMO», «3anpeliaeTca», «He
JIONYCKaeTCs».

3.3.4. UHCTpYKUHA M3AacTCA B LEAX YPEIYIHPOBAaHHA OPTaHHM3AHOHHBIX
BOIIPOCOB, PA3BACHAIOMIHX H ONPEACAICIINX MOPAAOK NPHMEHEHUS, a TAKXKe JTHII,
Ha KOTOPHIX pacnpocTpaHAoTCs ee TpeboBanuda. MWMHCTpykKuus sBiferca
JAOKYMEHTOM IMOCTOSHHOIO HJIH JUTHTEIBHOIO JeiicTBHA (IO 3aMeHbl €€ HOBOH).
TeKCT WHCTPYKUMH HOCHUT XapaKTep YKa3aHHA, B HeH pPeKOMEHIYIOTCH YeTKHE
$bOpMyTHpOBKH (HaripuMep, «PyKOBOIHTENH H/IH IO HX IOPYYEHHIO ApYyTHe
JOIDKHOCTHBIE JIHIAa JOJDKHEI CHCTEMaTHYeCKH aHaJIM3HpOBaTh, 0000mmare
NPEUIOKEHHA, 3aiBIeHHs..» WIH B 6e3mmynol ¢opme (HanpumMep, «IIOBTOPHBIM
NpeNIOKEHUAM, 3adBlIeHHAM, XanobaM TIpaxJaH -npH HX TNOCTYIUIeHHH
NPHCBAHBAETCA OYEPEAHOM pErMCTpPalHOHHEIA HoMep.. .». IIpH yTBepxaeHHM
HHCTPYKIIMH pacIOpf)KEHHEM B HEM YCTAHABIHMBACTCA CPOK  BBEACHHUA
HHCTPYKIHH, YKA3BIBAalOTC OTBETCTBEHHBIE HCIIONHHTENH. Ecnu B TekcTe akra He
yKa3aH CPOK BBelIeHWA HMHCTPYKIHH, TaKOBBIM CYHTAeTCA ACHb NOANHCAHHA H
perucTpaly JOKyMEHTA.,

3aroJIoBOK K TEKCTY NOJIOXKeHHA (TIpaBIil, HHCTPYKLIMH) OTBEYAET Ha BOIIPOC
«O ueM?»; 3aroJIOBOK K WHCTPYKIHH, COAEpXalled JOMKHOCTHEIE TpeOOBaHNA H
NOpAoK MpoBeAeHns paboT (AOKHOCTHAS HHCTPYKIHS), OTBEYaeT Ha BOIPOC
«Koro» «JIoIXKHOCTHAA HHCTPYKIIMA HHCIIEKTOPa 110 KOHTPOJIIO ...».

3.3.5. IlopAnoK NOATOTOBKH NPOEKTa IOJIOKEHHA, NPaBHJ H HHCTPYKUHH
COOTBETCTBYeT OOlLEMY MOPANKY NMOATOTOBKH IPOEKTOB AKTOB aJAMHHMCTPALIHH
roponua.

ITonoxeHHnd, NMpaBwjia H HHCTPYKUHH YTBEPXJAIOTCA MIPOM Topoia, ero
3aMECTHTENISIMH HNH Ha4yalbHHKAMH JICNIApPTaMEHTOB, NoJpa3fiefieHH B dopme
CaMOCTOATENFHEIX JOKYMEHTOB C HCNONL30BaHHEM IpH(}a YTBEpXKACHHS HIM
IIyTeM H3ZIaHHA aKTa 00 HX YTBepXKAEeHHH.

3.3.6. JloroBop — IOKYMEHT, 3aK/II09AI0LIHANCA, KaK NPaBUIOC, MEXAY ABYMS
CTOPOHaMH [0 pa3NHYHEIM  BHAAM  JACATENBHOCTH (0  MaTepHanbHOM

“
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OTBETCTBEHHOCTH, IOCTaBKaX, [OApAjaX, apeHje IOMeIleHNH, O NPOH3BOCTBE
pabor).

3.3.7. JloBepeHHOCTD - IOKYMEHT, JAIOIIHH MOJIHOMOYHA €ro NpeABbABHTEIO
HA BHINOJIHEHHE KaKUX-TH0O nelicTBuii OT HMEHH HOBEpHTEN.

3.4. IlpoTrokon

3.4.1. Tlpotoxonm - ynpapleHYECKHH AOKYMEHT, QHUKCHPYIOIMHA XOx
0OCY>XKZeHHS BONPOCOB K TPHHATHA PEINCHHH HECKOJBKHMH  JHLAaMH.
O6a3aTesibHOMY MPOTOKOJIHPOBAHHI0 MNOMJIEXAT 34CE€IaHHA KOJIeTHAIBHEIX,
COBEIIATENBHLIX, KOOPAWHALHOHHBIX, 3KCIEpTHBIX, ONEPAaTHBHBIX COBEIIAHHHA Y
M3pa ropoia, ero 3aMecTHTelNleH, HaYallbHHKOB JeNapTaMEHTOB, NoApa3ienenuii 1
ZIPYTHX COBELIATENBHBIX OPTaHOB aJIMHHHCTPAIIHK TOpoJia H APYTHX COBEMIaHMIA,

IIpOTOKON COCTAaBNACTCA HA OCHOBAHHMH 3aIUCEH, IPOUIBEAEHHBIX BO BpeMs
COBEIaHMA (3acefaHMA), NPeACTaBICHHEIX TE3UCOB JOKIAAOB H BHICTYIUICHHH,
CTIpaBOK, TIPOEKTOB PEIEHHH H Ip.; MaTepHaBl K 00CYKIEHHIO NPeACTARIAIOTCS
noApasAeieHUAMH, Ha KOTOpPHIE BO3JIOKEHAa HMX MNOAroToBka. IIpoext
COOTBETCTBYIOWIETO IPOTOKONA BH3IUPYeTCA pPYKOBOAMTENEM NOApa3felicHHs,
OTBETCTBEHHBIM 33 MOJATOTOBKY H He IO3JHee 2-X JHeH IIocie NpoBeIeHHA
COBEIaHHA NPSJCTABIAETCA HA YTBEPKACHHE MIDY.

B aqMHHHCTpAI[HH IrOpOAa HCHOIB3YIOTCH!

- MPOTOKON B NonHo# dopme,

- HIpOTOKON B KpaTKod ¢opme (omyckaercad Xon OOCYXKHeHHMA BONpOca H
$HKCHPYeTCA TONBKO MPHHATOE 110 HEMY pEmIeHHAE),

- IOPYYEHHA/TIPOTOKOI TIOPYYEHHH. :

3.4.2. Ilonubili WIH KpaTKUH MPOTOKONBl OQPOPMIAIOTCA Ha YHCTOM JIHCTE
oyMarn popmara A4, Ha KOTOPOM YKa3EIBAIOTCH:

- HAMMEHOBaHHE OpraHa MeCTHOro camoynpaBﬂeHHa/ CTPYKTYPHOTO
TTOAPAa3IeJICHHS;

- Bup poxkymenra - [IPOTOKOIJI (cnopo TIPOTOKOJI mneyaraercs
TIPONHCHLIMH OYKBaMH BpaspAAKy, MOXYXHpPHEIM mpHbToM pasMepoM Ne 17 u
BEIpAaBHHBAeTCA 10 LEHTPY );

- BHJ 3aceJaHHs’/COBEIIaHUA OTACHAAETCA OT TPeBIOYIUETO pPEeKBH3IKTA
JBYMS MEXCTPOYHBIMH HHTEpBaJlaMH, Me4aTaeTcs NOXYKAPHBIM mpmb'rom Yepes
OIHH HHTEPBaJl H BRIPABHUBACTCA N0 LIEHTPY; :

- MECTO HPOBeACHHA YKa3hiBaeTCA NIPH HEOOX0AHMOCTH, NTeyaTaeTcs uepes 2
MEXCTPOYHRIX HMHTepBalla IIOCIIE PEKBH3HTA «BHJ 3ace/laHHs, COBCMIaHHA»,
OTAENAETCA OT HETO ABOHHOH YEPTOH H BEIPABHHBACTCA MO LEHTPY;

- gata ogopmiseTcs CIoBecHO-IHGPOBEIM cOcOOOM H mevaraerca yepes 2
MEXCTPOYHEIX HHTEpBajla HHXE npeAbaylerc pexkBu3uTa. JaToil mpotokona
CUMTAETCs AaTa IPOBeeHNA MEPONPHATHA, a He JaTa ero 0GopMIIeHHMS;

- HoMep obo3HagaeTcs apabckuMH M pamy;

- rpH} YTBepXIeHHA (€CITH IPOTOKO/ NMOAJIEKHT YyTBEPKICHHIO);

- COCTaB NMPHCYTCTBYIOIIHX;

- IIOBecTKa JHS;
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- TEKCT NnedaTaercs depes 1,5 MeXCTPOUYHEIX HHTEpBaa;

- MOMITHCH BCEX IIPHCYTCTBYIOLIMX HIH TONBKO ABOMX: IIpeacelaTens H
cexpeTaps.

3.4.3. TexcT NOJHOIO MPOTOKONA, KAK NPaBHIIO, COCTOHT H3 JIByX JacTei:
BBOOHOH M OCHOBHOH. B BBOZHOH WacTH YKa3HIBAIOTCA HHHLMAJE], (aMHIHH
npeacedatens (NpenceAaTeNbCTBYIOIETO), CeKperaps, NPHCYTCTBOBABIIHX Ha
3acelaHHH H, IPH HeoOXOJHMOCTH, JHI, NPUIIAIEHHBIX Ha 3acelaHHe
(coBemanne). EcnH KonHuecTBO NPHCYTCTBYIOIWHX MNpeBblmaer 15 denoBek, B
BBOJHOH HacTH TMPOTOKOJNA JejaeTc CChUIKA Ha CHOHCOK, SBIAIOIIMHCA
HEOTHEMIIEMOI YaCThIO MPOTOKOJIa, HATIPHMEP: _

IpucyTcTBOBaJNH: 25 yel. (CIUCOK MpHIaraeTcs).

Ecnu B 3acemaHuM (COBelaHHMH) NPHHHMAIOT YYacTHE NPEACTABHTE/H
pasHBIX OpraHH3allKH, yKka3bIBaeTcsi MecTO pabOoThl H JOJDKHOCTh KaXKAOro JIHIA.
MHorocTpo4Hsle HAHMEHOBAHHA MOOJDKHOCTEH IPHCYTCTBYIOIUHX IIeYaTaloTCs
yepe3 OAUH MEXCTPOIHEIN HHTEpBall.

BBoaHas 4acTh NPOTOKOJAa 3aKAHYHBACTCS IOBECTKOHM OHSA, conepxaieH
neped4eHbh pPacCMaTpPHBACMBIX BOIPOCOB, MEPEYHCIEHHRIX B IIOpAJKe HX
3HAYHMOCTH, C YKa3aHHEM OKJIa[9HKa [0 KaXJOMy pacCMaTpHBaeMOMY BOIPOCY.
Bormpocsl noBecTkH aus GopMynHpyroTed ¢ npemitoroM «O» («O6»), neyatarotcs
OT IPAHHULBI JIEBOTO ITOJSA H HYMEPYIOTCA apaOCKHMH LH(pPaMH.

OcHoBHasg YacTh IPOTOKONAa COCTOHT H3 pa3flelioB, COOTBETCTBYIOLIHX
MYHKTaM [IOBECTKH OHA. TeKCT KakAOro pasjiesia CTPOHTCA 110 CXeMeE:

CIIYIIAJIN:

BBICTYIIMJIN:

TIMOCTAHOBUWJIY: (unu PELINIIN:). ‘

OcHOBHOE coJepXaHHe OOKIaJOB H BHICTYIUICHHH BKIIOYAaeTCd B TEKCT
HpPOTOKOJA HITH NPUIATaeTcsi K HEMY B BUAE OTHE/IbHAEIX MATEPHANIOB; B MIOCIEAHEM
cllyyae B TEKCTe IpPOTOKONa JeNaeTci OTMeTKa «TeKCT BBICTYIUICHHA
npunaraercsa». IlocTaHoRjieHHEe (pelleHME) B TEKCT IPOTOKOJA BHOCHTCH
MOJHOCTHIO B TON (hOpMyNHMpOBKe, KoTopasd Ohlla NpHHATA Ha 3acelaHHH; TIPH
HeoOXOAMMOCTH NPHBOANTCA HMTOTH roOJOCOBaHHA: «3a - .., TpPOTHB -
BO34EPXKANOCh - ...».

CozepxaHHe 0cobOro MHEHHs, BBHICKa3aHHOTO BO BpeMsA OOCYXJAeHHS,
3aMHUCRIBAeTCA B TEKCTE MPOTOKOJA TMOCNE COOTBETCTBYIOUIErO MOCTAHOBICHUA
(peienus).

3.44. Tekct KpaTKOoro MpOTOKOJA TAaKXE€ COCTOHT H3 IOByX 4Yacred. B
BBOJHOH 4YacTH YKA3BIBAIOTCH HMHHIMAILI H GaMWIHH MpeceiaTelbCTBYIOIETO
(npeacenarens), cekperaps, a TakkKe HHHIMAIE! H GaMWIHH MIPHCYTCTBOBABIINX
JHIL.

revy

CnoBo «[IpHcyTCcTBOBamM» [MMe4yaTaeTcs OT [paHHLEl JIEBOTO II0JA,
[OAYEPKHBAETCA, IOC/IE CJloBa CraBHTcAa JBoeroyHe. Hmxe mnevaraiorcs
HAHMCHOBaHHA AO/DKHOCTEH NpPHCYTCTBYIOIMX, a CIpaBa OT HaHMCHOBAHHA
JOIDKHOCTEH - HX WHAUHAIE! H $aMuiuid. HauMeHOBaHHMA IOMKHOCTEH MOTYT
yKasbeIBaThcA 0000MEeHHO, HanpHMep:

[IpucyTcTBOBANIH:
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PyxoBoauTenu 00pa3oBaTeNbHBIX YUpeXAeHHi ®.1.0.
' : ®.H1.0.

CHucoK OTNeNSIeTCs OT OCHOBHOMH 9aCTH IPOTOKONA CIUIONIHOMH YepToi.

B ocHOBHOM 3acTH NPOTOKOJIA YKa3bIBaeTCs HOMEP BOTIpoca B COOTBETCTBHH
C MOBECTKOH JHsA, COAepKaHHe BOMNPOCA H IPHHATHIE peleHH,

HauMeHoBaHHe BONpoOca HyMepyercs pHMCKOH uMdpodl H HauHHaeTCs C
opeziora «O» («O6»), neyataeTcs LEHTPHPOBAHO pa3mepoM HupHdTa Ne 15 m
TOA9ePKUBAETCS OYHOH YePTOH HHXXE NOocJieAHEH CTPOKU Ha pacCTOSHHH He Golee
udateppana. Ilox deprofi ykasmiBaloTcs (QaMHIMKH  JOJDKHOCTHBIX  JIMII,
BHICTYTTHBIIHX IIPH 00CYX/IEHHH JAaHHOTO BONpoca. (PaMIIIHH NevaTaoTces Jepes 1
MEXCTPOYHBIH HHTEpBaJl. -.

3ateM yKa3pIBaeTCSA MPHHATOE 10 BONPOCY pelllenue.

IIpoTokon mnNOANMHCHIBAETCA IIpefcelaTeNIbCTBYIOIIHM Ha 3acCeJaHHM H
cexperapeM. JlaToi IpoToKoa ABIAETCA [aTa 3aceAaHHA (CoBeIlaHuA).

[IpoTokOnaM  NPHCBAHBAIOTCA MOPANKOBBIE HOMepa B TMpejenax
KaJeHAapHOIO TIoAa OTACJIBHO [0 KakAoH TIpynne npoTokonos: [loToKommI
3aCeJaHHH KOJUIErHH, MPOTOKONBI KOOPAHHAIHOHHBIX, IKCMNEPTHBIX COBETOB H
ApYTHX OpraHoB. IIpoTOKOJNEI COBMECTHERIX 3aceflaHHH HMEIOT COCTaBHEIE HOMeEpa,
BKJIIOYAlOIIHE NOPAAKOBHE HOMepa MPOTOKOJNOB OpraHH3alluid, NMPHHHMABIIHX
y4acTHe B 3aCCaHHH.

[IpuuaTbie pelieHHA NOBOAATCA O HCHONHHUTENEeH B BHJAE BBITHCOK H3
MPOTOKOJOB.

TToATHHHHKH AOKYMEHTOB MO BOMpPOCaM, PacCMOTPEHHBIM Ha COBEIIAHHH
(3acemaduu), HampaBlAIOTCA JANS TMOMAIIMBKM B Jel0 B TNOZpasjcieHHe-
HCIIOJIHUTEJIb, BMECTe ¢ IPOTOKOJIOM COBEIIAHMA (3aCEeNaHu).

Konuu npoToKoNoB, KONMHH NOBECTOK [HSA 3acCeJaHHA U MATepHAIOB K
COBEIaHHAM (3aceNaHHAM) YHHYTOXAKOTCA MO MHHOBAHHIO HaAOOHOCTH B HHX,
IpHYEM KOITHH [IPOTOKOJIOB - 110 aKTYy. _

KonHu NpPOTOKONOB PpacChHIAIOTCH HCHOJHKTENEM, 3aHHTEPeCOBAaHHEIM
OpTraHH3allHAM H JODKHOCTHBIM JIHIAM B COOTBETCTBHH C JIMCTOM pacCBUIKH;
KOTOPBIH  COCTaBIIAET H  TOAMHCHIBAGT  OTBETCTBEHHBIH  HCNOJHHTEND
NoJpa3AceHHs, FOTOBHBIIHH pacCMOTPEHHE BOIPOCA.

3.4.5. IlopyueHHA/IPOTOKOJBI TOPYYEHHH, JaHHLEIX M3pPOM FOpoja,
PETHCTPHPYIOTCK CITy>X60H HOPMAaTHBHO-PacCTIOPAMHTENBHBIX JOKYMEHTOB OT/ENa
CIMyxeGHOro NOKYMEHTO00OpoTa YIpapiIeHHs AOKYMEHTAIlHOHHOTO ObecreueHus
annapata agMHHHCTpAlMH Iopoja (fajee Nno TeKCcTy - ciyx0a HOpPMAaTHBHO-
PacopsHTeNsHEIX JOKyMeHTOB) B AC «MoTuB» B TedyeHHe pabouero nHA ¢
MOMEHTa MOANHCAHHS MAPOM ropoia. IIpoTokonaM INPHCBAHBAOTCA MOPSAKOBBIE
HOMEpa B Npeeax KajleHAapHoTo rojja. OHH nojurexat paccrlike B AC «Motus»
B YIpaBlIeHHE CTPATETHMECKOrQ INTAHUPOBAHHA, OPraHH3alHOHHO-KOHTPOJIBHOM H
aHaJINTHYeCKOH paboTHl anmapaTa aJMHHACTPALIHH TOPOJA H CeKpeTapHaT INABH
AAMHHACTPALHH ropoAa. YNpaBleHHe CTPATErHYECKOro  IUIAHMPOBAHHA,
OpPraHU3allMOHHO-KOHTPONBHOM M aHaluTHYeckod  paboTel  armapara
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afMHHHCTPAllMM ropoia co3maéT 3afaddH M0 KaXAOMY NYHKTY MPOTOKOJa
HOpY4YEHHH OTBETCTBEHHBIM HCIIOMHUTEIAM.

ITpoToKONEl MOpPYYEHHH, NaHHBIE 3aMEeCTHTENAMH IVIaBhl aIMHHHUCTPAlMH
ropoja, HAYILHHKAMH JCIIAPTAMEHTOB, PYKOBOAMTEIAMH KOMUTETOB H JADYTHX
HoApa3felIeHHA PETHCTPHPYIOTCA B COOTBETCTBYIOIHX MOAPAa3/ielICHUNAX.

3.4.6. TlopyueHHA/TIPOTOKONE! MOPYYSHHH MNEYATAlOTCA Ha CTaHAAPTHAIX
nmucrax 6ymard dopmara A4 B anbOOMHOM OPHEHTANHM M HMEIOT CIEIYIOLIHE
PEKBH3HTEI:

- rpu$ YTBEPKICHHA,

- HanMMeHoBaHHMe JokymMeHta — crnopa ITOPYYEHMHU A wm
OHPOTOKOJ neyaraioTcs OT IPaHHLB! BEPXHEr0 NOJA MPONHCHBIMH
O6yKkBaMH Bpa3psaAKy, *KHPHBIM LIPH(TOM Ne 14 H BEIDaBHHMBAIOTCA I10 LEHTPY;

- BHA COBeIaHMA (3aceaHns) ¢ yKazaHHEM MeCTa H BpeMeHH MPOBEACHUA -
OTHENACTCA OT NpelblOyIlero peKBH3WTa | MEXCTPOYHRIM HHTEpPBaJoOM,
nevyaTaercs yepes | HHTEpBall i BHpaBHHBAETCA N0 LEHTPY;

- OCHOBHAas 4acThb POTOKOJa odopmMiseTca TabauLe;

- MOJITHCH PYKOBOAMTENA CTPYKTYPHOrO NOJpasAesieHus, NMOATOTOBHBIIEro
IPOEKT IIPOTOKOIIA. ' ~

B npoToKone nopydeHHit ykassBaeTcs JaTa H HAHMEHOBaHHE TIPOBOJHMOTO
MEpOIMPHATHA, GOPMYJIHpYEeTCS CaMO NMOpYYEHHE € YKazaHHEM OTBETCTBEHHOIO
HCITOJIHHTENA H CpOKa HCIIONHEHHA nopydeHHA. COTpyIHHKOM aIMHHHCTPAIlHH,
odopMIISIOIIHM TTPOTOKOJ, FOTOBHTCS pacyeT pacChUIKH HCHONHHUTENAM. Ecnu K
NIPOTOKONY IpHJIaraloTcs Kakve-nu60o MaTepHanel, To 00 3TOM B TEKCTE MPOTOKOJA
JIeaeTCA COOTBETCTBYIOMIAA 3aITHCh.

3.477. VYTBepxa€HHbBIH MOpPOM  TIopoJa  MPOTOKOA  NOpydYeHHid
perucTpHpyeTcs ciyx00if HOPMaTHBHO-PaCHOPSANTENbHBEIX JOKYMEHTOB OTAela
ciyxeGHOro 10xyMeHT0060poTa K Hanpapisercs B AC «MoT#B» coriacHO JHCTY
pacchIIKE HCTIOAHUTENAM B TPEXJHEBHEIN CPOK ¢ MOMEHTA PErHCTPALIMH, ECITH HE
OrOBOpEH MHOH CPOK. o

3.4.8. VYrmpasieHHe cTpaTerH4eckoro IUIAHHPOBAHUS, OpraHH3alBOHHO-
KOHTPONIPHON H aHANHTHYeCKOH paboTel ofecrneunBaeT KOHTPOJE 3a XOAOM
HCTIOJIHEHHS NIOPY4EeHHH, JaHHEIX M3POM ropoza.

3.49. Ha nmnpotokone, cogepxaumieM HHPOPMAITHIO OrPaHHYECHHOIO
pacmpocTpaHeHHs, mpocraBiseTcs rpud «Jns caymeGHOro MOAB3OBAHHAY,
MeyaTraeTcsi B MNPaBOM BEpXHEM YIIy IEpBOro JNHCTAa mpoTokosna. Homep
SK3EMIUISIpa MedaraeTcs Hmke Ipuda (moMerkd) 4depes 1,5 MeXCTPOUHBRIX
HHTEpBAJIA H LIEHTPHPYETCA M0 OTHOIICHHK) K HHM.

O6pasupl odopMIIEHHA NPOTOKOIOB NMPHBEACHEL B NMPHIOKEHHAX NeNe 16,
17, 18.

3.5. CnryxkebHan nepenncka

- 3.5.1. CnyxeOHble IHCBMa mNoOHpasjefieHH aJAMHHHCTpAOHH ropoja
TOTOBATCA: T
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- Kak OTBETHl O BHINONHEHHWH nopydeHH#l ['ybepHatopa DBenropoxckoit
obnacTh, ero 3amecturesneii, IlpasutensctBa benroponckoii o61act, Mapa ropona
H er0 3aMeCTUTENCH;

~ KaK OTBEeTHl Ha oOpalleHHdA rpaxJiaH, IOPHIMYECKHX JHIl [0 BOMPOCAM,
OTHOCSLIMMCS K KOMIIETEHLIHH NoApa3eleHHil alMIHACTPALH Iropoia;

- KaK CONpPOBOJHTENILHEIE ITHCHMA;

- KaK OTBETHl Ha 3ampOChl pa3IHYHEIX [PEANPUATHH, OpraHH3aIMii,
yIpeXAcHUN U YaCTHRIX JIHLI;

- KaK TOPY4YEHHA H 3alpOCHl, HAlIPABIAEMBIe B NIPEIIPHATHS, OPraHu3allii H
YIpeXACHAA, PACNIONOXEeHHBIC Ha TEPPHTOPHH ropoaa, obnactu;

- KaK HHUIINATHBHEIE TTHCHMA.

3.5.2. CpoxH NOArOTOBKM OTBETHBIX TIHCEM yCTaHaBnHBaIOTCﬂ pesomouuei
PYKOBOJMTENS NOApa3/ie/ieHAs Ha OCHOBaHHH HMEIOIIUXCA CPOKOB HCIIONHEHHA
HOpYUeHHH, 3aIpOCOB HIIH MO PELIEHHIO aBTOpa pe3onrolHH. CPOKH MOATOTOBKH
HHHLHATHBHEIX IIHCEM ONpENeNiOTCs M3pPOM TIopola, ero 3aMeCTHTEISAMH,
PYKOBOIHTEIAMH CTPYKTYPHBIX [TOJPa3AeICHHAN aqMHHHCTPALMK ropoaa.

Conepxanpe CiIyxkeOHOrO ITMCEMa JIOJDKHO OBITB KpPaTKHM, ACHEIM,
apryMeHTHPOBaHHBIM, 00eCleynBaTb TOYHOE H OJHO3HAYHOE BOCIPHATHE
coiepXalleica B HeM HHGOpMalyH. | .

TekcThl OTBETHBIX IMHMCEM JOKHBEI TOYHO COOTBETCTBOBATh IHOCTYIHBLIHM
3anpocaM, pe3oiIOUUMH PYKOBOAHTENA.

3.5.3. Ilpn odopmieHHH CryXeOHBIX NHCeM HCHONB3YETCH Clemyiomui
COCTaB PEKBH3HTOB, PACcHOIOXEHHE KOTODHIX perylaMCHTHpYeTcs IyHKTOM 2.3.
Hactosmed UucTpykuuu:

- rep0 ropoaa;

- HaHMEHOBaHHE peruoHa, OpraHa MeCTHOrO CaMQyTpaBJieHHS;

- TOJDKHOCTB JIMLIA, MOAITHCABIIETO JJOKYMEHT;

- CIIpaBO4HbIe JaHHEIE 00 opraHe MECTHOIO CaMOYIIPaBICHHS;

- ajipecar;

- AaTa JOKyMEeHTa;

- PErHCTPAlMOHHEIA HOMED NOKYMEHTA;

- Ha¥MEHOBAHHKE TOKYMEHTa (3ar0JIOBOK K TEKCTY);

- CChUIKa Ha HCXOJAIIHH HOMep H JaTy JOKYMEHTa aJipecaHTa;

- TEKCT JOKYMEHTa,

- OTMETKA O HaNHYHH npnnoxcemm,

- BH34a;

- OAMKCEH JOJDKHOCTHOTO JIHIA,

- OTMeTKa 00 HCITOJIHWTENE. :

3.5.4. B cnykeOHbIx IMTHCbMaX HCNONBE3YIOTCS (Ppa3bl STHKETHOrO XapaKrepa
«YBakaeMBId...!» - B Hadane NHcbMa, Han TekcToM H «C yBa)keHHEM,» B
3aKJIFOYHTENIBPHOH YacTH NMUChMa, HaJ MOANKMCHIO; STHKETHBIE (ppas3bl MeYaTaloTCs
HCIIOJTHUTENEM ITPH [TOATOTOBKE MPOEKTa MMCEMa.

3.5.5. CiuyxebHble MHCbMa H3NATAKOTCA: OT 1-r0 JiHIIA MHOKEeCTBEHHOT'Q
yucna («IIpocHM mpeaocTaBUTh HHOOPMALIHIO...», «HalpariseM Ha 3aKTIOYCHHE
NPOEKT...» H Ap.), OT 3-TO JHLa €AUHCTBEHHOro YHcia («(AAMHHHCTpalUus ropoja
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Benropona He CYHTaeT BO3MOXKHBIM...»), HA JOJDKHOCTHHRIX OJ1aHKaxX - OT 1-ro nHua
eauHcTBeHHoro u4mciaa («[Ipomwy Bac npencraBure paHHBIEe O0...», «CUHTalO
BO3MOJXXHEIM NIPHHATE YJacTHE B...»).

3.5.6. CnyxefHEle nHECEMa B YycTaHOBIeHHOM HHcTpykuuell mnopsake
HNPOXOMAT NPOLEAYPY BUSHPOBAHHSA 3aHHTEPECOBAHHAIMH JOJDKHOCTHEIMH JTHLIAMH
AMHMHHCTPALHK TOPOAa.

3.5.7. CnyxeOHble mNHCEMa MNOANMCHIBAIOTCA M3IPOM TOpOIa, €ro
3aMECTUTEIIMH, PYKOBOAMTEIAMH CTPYKTYPHEIX NOApa3feNeHnil afMIHHCTPAIIHMH
TOpofia B COOTBETCTBHH C HAaAEICHHBIMH INOJHOMOYHAMH H paclpeleiieHHeM
ofasarHOCTEH.

3.5.8. CnyxeOHble nuceMa odopMiIsIOTCA Ha OMaHKaX agMHHHCTPAlHH
ropoga ¢ BOCIpOH3BeOeHHEM repba ropoia, ycranoeneHHoro obpasua ¢opmara
A4, a Taroke Ha OmaHKax noApasfeneHHH aIMHHHCTPALMH ropoaa (IpuIoKeHHs
NelNe 19, 20).

Ilpu odopmieHHH nHCbMa Ha OByX H Oolee cTpaHHLax Bropad H
NOCNeAYIOUHe CTPAHHIIEI HYMEPYIOTCS MOcepelMHe BEePXHEro MOiS THCTA TOJNBKO
apaOckuMH nHdpaMy.

OTBETCTBEHHOCTE 3a CMRICIOBOE COJEP)KaHHWEe, COOTBETCTBHE Ha3BaHHH
opraumsand H ®.U.O. pykoBoaurenelt ¢aKTHYECKH CYINECTBYIOLIHM,
NpaBAMIBHOCTE CHELHANBHLIX TEPMHHOB H HAaHMEHOBAHMH, NPAaBHNAM pPYCCKOTO
A3bIKa, HajMHYHE BCEX YCTAHOBICHHEIX BH3, CBOSBPEMEHHOCTh MOATOTOBKH H
OTIIPaBKH CayXeOHOro I[IHCbMa HECYT OTBeTCTBEHHBIH HMCIOJHHTENh H
PYKOBOAKTENS NOApa3fieleHHA, B KOTOPOM OBLTO MOATOTOBIEHO ITHCHMO.

3.5.9. Tlucoma ¢uHaHCOBOTO XapaKTepa, a TakXe HHCbMa, COIEpIKAIHe
00fA3aTenbCTBa, 3aBEPAIOTCA repOOBOH NevaThio AAMHHHCTPALIMH FOpoaa.

3.6. 3anncka (aoxIaaHas, ciyxkebHas, 00bACHHTEILHAR)

s uadopmanHoHHoro ofMeHa MeXy CTPYKTYPHBIMH MOJApa3fieneHHIAMH
AaIMHHHCTPaLMH Iropoja, NOIKHOCTHBIMH JIMIIaMH, pa0OTHHKAMM HCNONB3IYIOTCS
CJIeAyIOIHE BHABI 3AMHCOK: AOKIafHas, cioyxeOHas, OOBACHHUTENbHAL. 3alHCKH
nomiexar obsszarensHod peructpausu B AC «MoOTHB»: OOKITafgHBIe 3amHCKH,
nojaBaeMble MIpy, perucrpupyiorca B AC «MotuB» B oThene cayxelHOro
JOKyMeHTo0b0poTA.

3.6.1. Joxkiaanas 3aMHCKA

JloKknanHas 3amMcKa — JOKYMEHT, aJpecOBaHHLI  BBIIECTOAIIEMY
PYKOBOAMTENIO, COAEpKallldi HIoXKeHHe Kakoro-nubo Bonpoca ¢ BhIBOOAMH H
TpeIoxKeHHAMH. JIokaiHas 3almHCcKa FOTOBHTCS KaK MO HHHIIHATHBE paﬁoTnﬂxa,
TaK H [0 YKa3aHHIO PyKOBOJCTBA.

ITeNb HMHHIHATHBHOM NOKIANHOH 3ANHMCKH — MOOYIHTH PYKOBOMHTENA
TIPHHATH OfIpejieNeHHoe peuleHHe. [103ToMy TeKCT ee 4eTKO ACTHTCS Ha JBe YacTH.
B nepBoti kOHCTaTHpYIOLIEH (OMHCATENLHOR), H3NATAIOTCA HMEBIUNE MeCTO (PaKTH
HJIH ONACHIBAeTCA CUTYAIHA, BO BTOPOH H3MararoTcs NpeioKeHuA, NPoCchOEbI.

JoknagHeIMH 3amHcKaMi HHGOPMHPYIOT pYKOBoguTens O Xonae pabor.
TaxHe 3aIMHCKH NPEACTABIAIOTCS PErYJLIPHO. -
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B moxnamHO# 3aMCcKe NOIKHE OBITh yKa3aHbI:

- anpecar;

- AaTa HallHCaHHs;

- HCXOAAIOHH HOMeEp;

- Ha3BaHHE I0KyMEHTa;

- 3arofiOBOK K TEKCTY;

- pPe3OIoIHS;

~ OTMeTKa 00 UCIOJIHEeHHH. :

JloknafHple 3alMCKH, TNOJAaBaeMEIE M3pY TOpOAd, €ro 3aMeCTHTENAM,
PYKOBOIOMTENNM  CTPYKTYPHBIX  [OIpAa3feNICHHH  aJMHMHHCTpalMH TIopoja
(BHYTpEHHHE NOKJIaRHbIE 3a8[IHCKH), OQOpPMIIAIOTCA Ha CTAHAAPTHOM JHCTE OyMard
dopMata A4. Buemmas JoxnamHas 3amHcka odopMiseTcs Ha  OGnaHkax
YCTaHOBRJIEHHOTO 00pa3ia.

JoxnagHas 3anmucKH oQOPMIIAETCS B COOTBETCTBHH C IPHIIOXKEHHEM
Ne 21.
3.6.2. Cayxebnas 3anHCKa SR :
 CmyxeGHas 3anmHcKa - GopMa BHYTpeHHeH MepemHckH, chonbayemaa IS
o6MeHa HHGpopMaL¥el MeXy CTPYKTYPHRIMH HOAPa3Ie/leHUIMHA aAMHHHACTPALHH
ropoza. OdopMiseTca ¢ BOCIPOH3BEICHUEM TEX K€ PEKBHIUTOB, UTO H JOKIANHAA
3alIUCKa. YCIOBHO CayxeOHBle 3allMCKH JSMIATCA HA ABe IPYNIILl — HHHIHATHBHEIE
H OTBETHHIE.

TIHCEMO-0TBET JHODKHO COIEp)XaTh CCHINKY Ha HOMEp H  Jary
COOTBETCTBYIOMIEr0 HHHIHATHBHOIO MACHMA.

CryxeOHble 3anuckd oQoOpMISIOTCA Ha OnaHKe rlo.npaa,ue.ueHHﬂ HIH Ha
cTaHzapTHOM JHCcTe Gymaru gopmara A4. .

B cayxeGHEIX 3aNUCKaX HCHONB3YeTCA (GopMa H3NOKEHHA TeKCTa OT
MEpBOro JNMIA €AMHCTBEHHOTO 4HCHE, OHH HMET HHOOPMAHOHHEIH,
MHULMATHBHEINA WM OTYeTHRIH XxapaKTep, COAEPIKAT Npocsly WIH IpeanokeHHe,
TeKkCT COCTOHT H3 2-X 9JacTeH: B NEpBOH HaCTH H3IArarorca GaxTH H COOBITHA,
IOCTYXHBIIIHE TOBOJOM AJIA ee HanucaHus. Bo BTOpoH uacTH - BHIBOAM H
IIPENIOKEHNS. O KOHKPETHBIX AEHCTBHMAX, KOTOpHIE, 110 MHEHHIO COCTaBHTEIM,
HeOOXOAMMO NMPEeANPHHATD B CBA3M € HIIOKEHHBIMH (PaKTaMH.

O6pazen ciryxeGHOH 3allUCKH NPHBE/ICH B npnnoxeﬂun Ne 22.

3.6.3. OobacHATeNLHAN 3AMHCKA S

OO0pAcHUTENbHAA 3alIACKAa — HOKYMEHT, KOTOpI:IH conponomae’r WIH
00BACHAET OCHOBHOH NOKyMeHT (MlaH, oT4eT), 00 B KOTOPOM COTPYAHHK
OpraHH3aude OOpACHAET (AKTH, MOCTYNKH, COOBITHSA, MPHYHHEI HEBBHINIOJHEHHS
Kakoro-mibo nopyueHHs, HApyUIeHUs TPYAOBON JHCUHIUIHHEL. B nepBoM ciryuae
00BACHUTENLHAS 3aITHCKa odopMIieTca Ha 6JiaHKe CTPYKTYPHOTO MoapasieieHus,
BO BTOPOM - MOXET OQOpMIATECS pPYKOMHCHEIM crocoboM. Odopmusercs c
BOCIIPOH3Be[IeHHEM TeX JKe PeKBH3HTOB, UTO H HOKJIAHAA 3alIHCKA. '

3.7. Tererpamma g

TenerpadHue cOOOHIEHHA HCNONB3YIOTCH IS nepe,uaqn TOMBKO CpO‘-IHOH
TEKCTOBOH HHGOOpMAIIHH, ‘ :
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3.6.1. TenerpaMMsl ocbopwmo'rcs H& JTHCTax Gymam tbopMaTa Aduma A5 B
OBYX 3x3emmmpax _

3.6.2. TeJIel'paMMBI HUMEIOT CINCAYIOLME PEKBH3UTHI:

OTMeTKa 0 KaTerOpHH TeJIerPaMMEl

Kateropusn TtenerpaMmbl yKashIBaeTCsi B NPaBOM BepxHeM YINY [€pBOro
~ nucra, HanpuMmep: «CpouHas», «Jlioke». B chydae HampaBlIeHHA IpPOCTOH
- TeNerpaMMEI KATeTOPHSA He YKa3hIBaeTCA. | ' - '

Anpec (Kyzna) (Komy).

B cocraB ajpeca BXOOWT HONHEIA WM YCIOBHEIM TenerpadHbiif agpec
OpraHH3allHH:

113833 MOCKBA JIOCUHOBCKAS 51

MMHMCTEPCTBO OFPA30OBAHUS POCCUM

HIN

 CAHKT-TIETEPBYPT 15 BOCXOJ
HAYAJTbHAKY

o Ecma TenerpaMMa Hanpannﬂe'rcx B OpraHM3aLMIo, pacnonoxceHHon B
ropone o0IacTHOTO HIM KpaeBOro MOSYHHEHHS, B afpece He0OXOIHMO YKa3bIBaTh
HA¥MEHOBaHHE COOTBETCTBYIOLIEH 00IacTH HITH Kpas, HallpHMep:

EJIEL{ JIMTIEI[KOM OBJIACTU

HauMeHOBaHHEe OpraHM3alMH II1€4aTaeTcsi B JIATeJIbHOM Iajexe H
omenﬂe'rcs oT Tener'pacpﬂom anpeca 1,5 MeXCTPOYHRIM HHTEPBAIOM:

‘ AI[MI/II-]]/ICTPAL[HH ATHHCKOI'O BYPATCKOI'O ABTOHOMHOI'O
OKPVYTA

IIpy HanpaBlIeHHH TeNerpaMMEl NODKHOCTHOMY WM YACTHOMY JHLY
OOIXHOCTS H QaMHIHS NONy4aTeis Ne4aTaloTCA B JaTeJIbHOM Najexe, HallpuMep:

-~ I'VBEPHATOPY H?MAJ'IO—HEHEL[KO]"O ABTOHOMHOFO OKPVYT A
HMHHIAJIbI CDAMI/IJIH.FI L 5
Wi

U O DPAMIIIII

TekcT oTaensercs oOT IpeAkIAYIIEro pPeKBH3WTA 3  MEXCTPOYHBIMH
HHTEpBallaMH H IedaTaercs 4depe3 1,5 MemXCTpodHBIX HHTepBana 6e3 3HaKOB
npeniHaHuA. O0BEM TenerpaMMbl HE JONKEH NPEBHINIATH ABYX MAIIHHOMHCHAIX
cTpadun. TekcT TelerpaMMEl M3iaraeTcs Kparko, 6e3 cOlo30B K Npemioros (eciu
IIPH 3TOM He HCKaKaeTcs cojlepkaHue), 6e3 nepeHoca clos, HCIIPABIIEHHAA.
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Texcr TemerpaMMEl JOMyCKaeTcs HAaYHHAThL ¢ obpallleHMs K anpecary,
KOTOPOE IIeYaTaeTCs LCHTPOBAHHAIM CIIOCOOOM, HAlIpHMEP:

" VBAXXAEMBIN M S OTUECTBO

IloanHch B TeKCTe TeNerpaMMel  O0QOpMISIETCS OTAENBHOH  CTpOKOid,
OTZAEJIAETCS OT TeKCTa 1,5 MEeXXCTPOYHBIM HHTEPBAIOM H BKJTIOYAeT HAaHMEHOBaHHE
JOJDKHOCTH JIHLia, MOAIHCE H ee pacliu$ppoBKy (MHHLHAX HMEHH H daMuaug),
MeYaTaeTCK OT JIEBOH rpaHHUIbl TEKCTOBOTO MOJIA.

Tenerpamma oT aAMHHHCTpaUMH TOpOZa, INOANIHCAHHAs M3POM TOpPOAa,
oJXHA OBITh 3aBEPEHA MEeYaThIO AIMHHHUCTPAIIHA rOpojia.

Hata mpoctassisieTcs MNOCAe IONIMHCAHHA JOKYyMeHTa H odopmigercs
CIIOBECHO-LIH(POBEIM CHOCOOOM, pacIoyiaraeTci HWKe PEeKBH3HTA «IIOAIMHCHY» H
[1eyaTaeTcs OT JIEBOH IpaHHIIbl TCKCTOBOTO MOJA.

HanmernoBaHHe H ajpec OTNPABHTENS YKA3BIBAIOTCA 107, 4YepTOd H
BKJTIOYAIOT B ce0A: MOYTOBHIA HHACKC H afpec, HANMEHOBaHHE ITOAPA3IEIICHHI.

Ccrlnka Ha HoMep H aary. [Ipn oTBeTe Ha NOCTYNHBIUKH JOKYMEHT B TEKCTE
TeJleTpaMMEl 00A3aTeJIBHO YKA3BIBACTCA HOMEP M AaTa JOKYMEHTa, Ha KOTODKIM
HallpaBJIgeTCs OTBET. o '

Ha xomuu TenerpaMMbl B HHXHEH €€ 4YacTH TIPOCTABIAIOTCS BH3E
UCIIONHUTENII H pPYKOBOOHTENd IIOfpa3fic/iecHHAs aJMHHHCTPAallHd TopoAa,
TIOAITOTOBHBIIETO TeJIerpaMMy, a TAKKe BpeMs CAaqH TeJIerpaMMBbI Ha OTIIPaBKY.

3.8. Tesreponorpamma

Teneponorpamma — 0GOGINEHHOE Ha3BaHME PA’IHYHEIX IO COAEPIKAHHIO
JOKYMEHTOB, II€pefaBacMhIX YCTHO 10 KaHajlaM TeNePOHHOH CBIA3H H
3AMHCHIBAEMBIX MOJTYyHATENIEM. : :

IOpuavieckas cuia TOCTYTIHBIIEH TeneQOHOIrpaMMEI  ONMpeReNSeTCA
CNeTYIOIHAMH PEKBH3HTAMHU: :

JIOMKHOCTE, AMHJIMS, HMf, OTYECTBO  JIHI,  OTIPABHBIIErO
tesethoHOIpaMMYy,

OOJDKHOCTE,  daMuiMs, HWMsA, OTYEeCTBO  JHLA,  MOAIHCABIIEro
TenehOHOTpaMMYy.

Ucxonsamme TeneGoHOrpaMMEL O(QOPMIIAIOTCR Ha CTaHAAPTHRIX JHCTAaxX
Oymarn unH crenmManbHeX Osankax. Ilpy odopmnenun Tenedonorpamm
HCYIONB3YIOTCA CIIEAYIOIIHE PEKBU3HTEI: '

- HAaUMEHOBaHHE OpraHH3aLvy,;

- HanMeHoBaHHe Buaa JokyMeHTa TEJIEGOHOI'PAMMA;

- JaTa JOKYMEHTAa;

- BpeM4 [lepeJjauH-TpHeMa TesieGOHOTpaMMEI;

- azpecar;

- TEKCT AOKYMEHTa;

- NOJIIHCE;

- OTMeTKa 00 HCTIONHUTEIE;
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- JOJDKHOCTh H HOMEpa Te/leQOHOB MepefaBIler0 H IPHHABIIETO

TenepOHOrpaMMy; |
- OTMeTKa 00 HCIOJNHEeHHH JOKyMeHTa.

TenedpoHOrpaMMbI HCIOJB3YIOTCA AT ONEPATHBHOTO pelleHHS cny'xce(im.u{
BOIIPOCOB B TEX ClydYasX, Korja cooOlIeHHs, NepefiaBaeMble Mo TeledoHy,
TpebyroT HOoKyMeHTanbHOro MoATBepxAcHud. TenedoHOrpaMMamu mMepenaroTcs
HeCJIOKHEIe TeKCTH! (IIPHUIauleHHA Ha COBEIlaHus, 3aceJaHus H ApyTHe).

B Tenedonorpamme He NoMkHO OBITh Gonee 50 cioB. B Texcre crenyer
H36eraTh TpYAHONPOK3HOCHMEIX CJIOB H CHOXCHBIX 000pOTOB.

TenedoHorpaMMa COCTaBIIAETCS B OOHOM BK3eMIULIPE H NOXIMHCHEIBAETCH
JALOM, OT HMEHH KOTOPOTO OHA [IEPE1aeTCs, H OTBETCTBEHHRIM HCIIOJIHHTENEM.

ITlocne mepemavyd Ha TeneOHOTPaMMax MPOCTABIKIOTCH JATa W BpEMS
nepeaa4d, GpaMHIHH K HOMeEpa TenedpOHOB NMepeAaBINeTo H NpHHABIIETO. Jartoi
TesiepOHOrpaMMEI SRIAETCH JaTa €€ epeJayd.

Ecnu TenedoHorpaMma MepefaeTcd HECKONBKHM anpecaTaM, TO K Hel
IpHJIaraeTcs HX CIIHCOK ¢ YKa3aHHEeM HOMEPOB Tene(OHOB.

Ilepeparnbie  TenedhOHOrpaMMBI MNONINMBAIOTCA B XPOHOMOTHYECKOM
NopsAAKe B OTAenbHoe Jeno. Ecnn  TenedoHorpaMmolt  noaTBepxkuaercs
HCIONTHEHHe KaKoro-nHGo JOKYMEHTa, TO ee KOMUA MNpHOOINAeTcd K 3TOMY
NOKYMEHTY. .

Bxogsmas TenedonHorpamma JODKHA HMETh Te XKe pefcnnarrrm 4TO H
MCXOAAIINasA, 32 HCKIOUEHHEM NOANUCH, KOTOpas Ha BXoaAuweH TeedoHoTpaMMe
OTCYTCTBYET.

Bxomaumme TeneOHOTPAMMEI 3alHCHIBAIOTCA Ha CTAHAAPTHRIX JIHCTAx
6ymaru, crreHHaIbHBIX GMaHKax MK B XypHal.

~ Bxomamas TenedoHOrpaMMa ONEPaTHBHO MNEpPeNacTcs pPYKOBOJHTENIO,
KOTOpOMY OHAa aJpecoBaHa, UIA JajbHeHIIero paccCMOTpEHMS W IIPHHATHA
peIIeHn.

[Tocne wucnonHeHHs TenepoHOrpaMMa € OTMETKOH © BLIOTHEHHH
NOpy4YeHHA PyKOBOJCTBA ITOAIIHBAETCA B AENO B COOTBETCTBHH ¢ HOMEHKIATYpOM
Oen.

Bxomsmpe H Hcxoadwne Tene)OHOTpPaMMBl  DETHCTPUPYIOTCA B
BIEKTPOHHOH Oa3e M B XypHanax y4era TelredoHorpaMM (TIprnoxerHne Ne 23).

4, Opranm’anus J0KyMeHTOo000pOTA

4.1. IIpuHOHIILI OPTrAHA3ANHHA J0KYMeHTOo060pOoTA

JoKyMeHToO00pOT — IBIDKEHHE NOKYMEHTOB B 8JMHHHCTPALMH ropoja C
MOMEHTa HX CO3J]JaHHf HIH MOJNY4YeHHA O 3aBEpIICHHA HCIONHEHHA HIH
OTIIPaBKH.

Oprann3auns AOKyMeHTO060poTa B aAMHHHCTPAalMH ropoaa Benropo,ua
OCHOBBIBAETCS Ha CNEIYIOIHX IPHHIHIIAX

- [IEHTpAIH3alNA olepalui No IpHeMY H OTIIpaBKe HOKYMEHTOR;
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- pacnpeielieHHE JOKYMEHTOB Ha JOKYMEHTONOTOKH, HMEIOIHe
OMHAKOBEIH MapiIpyT (MapLIpyTH3aLHs Z0KYMEHTOB); '

- OpraHHsallid TNpeABapHTEBHOIO  PAcCCMOTPEHHSA  NOCTYNAMOIIHX
JNOKYMEHTOB;

- HCKIIOYEHHE BO3BPATHBIX ABHXEHMI JOKyMeHTa, He OOYCIIOBJIEHHBIX
cnyxeCHOM HeoDX0IHMOCTEIO;

- OIHOKPaTHOCTDb PETHCTPaLHN JOKYMEHTOB;

- yCTpaHeHHe HeODOCHOBAaHHEIX COTIACOBAaHHMN NPOEKTOB JOKYMEHTOB;

- perIaMeHTaUHA onepaumii no o0paboTke, paCCMOTPEHHIO H COTIIACOBAHHIO
JIOKYMEHTOB; | : : :

- BHECEHHE KOHKPETHRIX Pe30IOUH, TOYHO ONpeAesAOINX HCIIOIHHTEIA,
TIOpY4YeHHE H CPOK HCIIOJIHEHHA NOpY4eHHH.

B noxkymeHTOO0OpDOTE aIMHHHCTPALHH TOpoJa B COOTBETCTBHH C
OCOOEHHOCTAMH  TEXHOJOTHYECKOH o00paboTKH  BHIAEIAIOTCA  ClEAYIOIIHE
JOKYMEHTONOTOKH: NOCTynawmas (Bxoidiuasd) IOKyMeHTallus, OTHIpaBisiemas
(McX0mA1LAs) NOKYMEHTaLHA, BHYTPEHHAA JOKYMEHTAIHA.

B cocraBe nocTynaroueH (BXOAAIIEH ) JOKYMEHTAUNH BBIIEIAIOTCH:

oOpallleHus IpaxaaH;

JIOKyMEHTEI, TIOCTYNHBIIWE OT OpPraHOB TOCYJAApCTBEHHOH BIAacTH
Poccuiickon Deepalyy, IIpe3upenta Poccuiickoi ®enepailum,
T'ocynapcrBeHHOH JlyMbr;

JOKYMEHTE], HocTynuBIIne u3 benroponcko# o6nactaoi Mymer;

JOKYMEHTRI, TOCTYNHBIIHE H3 OPraHOB HCIOJHHTEJALHOH  BIIACTH
Benropoackoit obnacty;

OOKYMEHTHI, TTOCTYIHBIIHE OT IOPHANYECKHX JIHI, PacloliOKeHHEIX KaK Ha
TeppuTOpHH ropoaa benropoaa, Tak H Ha TeppuTOpuH Poccuiickoit denepannu He
3aBHCHMO OT (hOpM COOCTBEHHOCTH; S

NOKYMEHTH, ITOCTYIIHBIIHE OT HHOCTPAHHEIX KOPPECIIOHIEHTOB. .

ITopAaoK mpoXoXAeHNA AOKYMEHTOB H OIepal[HH, IPOH3BOAMMEIC ¢ HAMH B
aIMHHHCTPAIHH MOpoJia, pernaMeHTHpY1OTCs AaHHoi Mnctpykumeii, pernamMmeHnToM
paboTbl  agMHHHCTpailHH Tropoia benropona  Benroposackod — obmacty,
IIOJIOKEHHSAMH O IOApasAeNeHHsAX H JOKHOCTHRIMH HHCTPYKUHAMH pabOTHHKOB,
a TalKe IPYIrHMH HOPMAaTHBHBEIMH H OpPraHH3alHOHHO-PACMOPAAHTEIBHBIMH
JOKyMEHTAMH.

Tlpouenypa ABIXEHNS NOKYMEHTOB OPraHHM30BAHA C HCHONE30BaHHEM AC
«MoTtHB», KOTOpas I03BOJSeT ONpPEACANTL TOCIENOBATENbHOCTE OIepauui,
NPON3BOANMEIX C IOKYMEHTaMHU.

HoctraBka [JOKYMEHTOB B aIMHHHCTPALlHIO TIOpoJa OCYHIECTBIAETCA
CpeACTBAMH NOYTOBOH, (elbaberepckof H anexrpHueckol caasy (ITYBII PUAC,
SJieKTPOHHas MouTa, (aKC, HHTEPHET-TPHEMHAS), SKCIpecc-IA0CTaBKOH, NHYHO
rpakJJaHaMH H [IpeICTaBHTEsIMH OpraHU3alHi ropoja.

C noMompi0 TMOYTOBOH CBA3H B aJAMHHHCTPALIHIO I'OpoOAa IOCTABJIAETCA
MUCBEMEHHas KOPPECTOHAEHIMA B BHJAE ITPOCTHIX, 3aKA3HEIX (PErHCTPHPYEMEIX)
IIHCEM, IMOYTOBBIX KapToueK, OaHaeposielf H MeJKUX MAaKeTOB, 4 TaKXKe IeYaTHHIC
H3aHHA. '
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‘Tlo xaHamaM  3MEKTPHYECKOH CBA3H INOCTYHNAOT  (aKCOrpaMMBl,
Tene(pOHOrPaMMBI, INEKTPOHHKIE OKYMEHTBI. ‘

OrnpaBka JOKYMEHTOB B aJMHHHCTPallMH TIOpOAa OCYIIECTBIAETCA
CPEACTBAMH IIOYTOBOH H 3MEKTPHYECKOH CBA3M, NPH MNOMOINA KYphEpPCKOM
JOCTaBKH.

4.2. Ilpuem H nepBHIHaA 00paboTKa NOCTYNAIOIHKX JOKYMEHTORB

INoctynaionias B aiMAHKUCTPALHMIO rOpo/ia KOPPECTIOHASHIMA MPHHHMAETCS
B CEeKTOpe MepBHYHOH 00paboTkM KOppecnoHAeHUHH oTAena ciayxeGHoro
JOKyMEHTOOOOpOTa YNpaBNEHHsA JNOKyMEHTAI[MOHHOINo ofbecnedeHHs amnmnapaTa
afAMHHHCTpPAlMH ropoaa (Aanee Io TEeKCTY — CeKTOp MNepBuYHOH 06paboTkm
KOPPECTIOHZIEHLIHH ), B [IOAPA3ACICHHAX.

IlpueM 3afBlIeHHH OT rpaX(JaH, JOCTABIAIOIIKX JTHYHO CBOH oOpameHus B
aAMHHHCTPALMIO I'OpoJia, OCYLIECTBILIETCA B IIPHEMHOH aJMHHHCTPAllHH ropoja
annapaTa afMHHHCTPALIWHA ropoaa (Jajiee Io TeKCTY — MpHeMHas aJIMHHEHCTPALMK
ropoza).

IlpH npHeme AOKyMEHTa OT OpPraHH3AIlHH NPH OCOOBIX OOCTOATENBECTBAaX
paGOTHHK cekTopa IIepBHYHOH OOpabGOTKH KOppeclHOHAEHLHH @0 mpockGe
3asiBUTEJIA BIIPaBE PAaCIHCATBCA HA €10 KOMHH, IPOCTABATE IITAMIT O IPHHATHH.

IpHHSATEIE KOHBEPTHI € MOCTYMHBIIEH KOPPEeCNOHACHIHNEH COPTHPYIOTCA 110
NpHHA/UIEXHOCTA H  BCKPEIBAIOTCA B  CEKTOpe MepBHYHOH  00GpalGoTku
KOpPECIOHAEHIIHHA, B IOJAPA3NIENCHHAX, NIPH 3TOM IpPOBEPACTCA NPAaBHIBHOCTH
aflpecoBaHHA, LENOCTHOCTE KOHBEPTOB H HaJiHUHE BJIOXKEHHBIX B HAX JOKYMEHTOB.

Ilpu HemocTade AOKYMEHTOB (OTAENBHEIX HX JIMCTOB) HIIM MPHIIOKEHHH K
HHUM Ha JOKyMEHTe JejaeTcs IIOMETKa O HeAOCTa4e AOKyMEHTOB, COCTaBJIsgeTcs
aKT H FOTOBHTCS 3aIpOC OTIIPABHTEIIO. :

Ha o00opoTHOH cTOpOHE IMOCIEAHErO JHCTa INOBPEXKIEHHOIO NOKYMEHTa
CTaBHTCA OTMeTKa «JIOKyMEHT MOJyyeH B IOBPSXKAEHHOM BHIE», (PamMWIHA
COTPYAHHKA, YHCIIO, MecAll, NOZ.

[TakeTnl HNH KOHBEPTHI ¢ ToMeTKoH «JInuHo», «Tonbko THYHOY» NmepenaroTCs
apecaTaM B 3aKpBITOM BHJE.

KoHBepTH OT MOCTYyNHBLIEH KODPECNMOHJEHIIHH COXPAaHAIOTCA H
NPHIIAralOTCca K JOKYMEHTaM JIHIIb B TOM clly4ae, KOrja TOJIBKO II0 KOHBEPTAM
MOXHO YCTAHOBHTH 8JJpeC OTHPABHTENA MJIHM KOTAA AaTa MOYTOBOIO WITEMIIENA
HMeeT 3HA4Ye€HHE B KadecTBe [OKa3aTelbCTBA BPEMEHH OTIPAaBKH H MOIYYEeHHA
IoKymMeHTa. Bo Bcex OCTWIBHRIX ClIydadxX KOHBEPTH I[OCNIe€ IPOBEPKH
YHHYTOXAIOTCA.

HenpaBUnbHO aJpecOBAHHBIE WM OIIHOOYHO BIIOXKEHHBIE IOKYMEHTHI
HepeChUTAIOTCA 10 Ha3HAUeHHIO WIH BO3BPAIIAIOTCA OTIPABHTEIIIO.

JIOKyMeHTHl Ha HHOCTPAHHBIX A3BIKaX, [IOCTYNHBIINME B aJMHHHCTPALHIO,
HANpaenAIOTCA JJIA [IEPeBOJAA TEKCTOB B yNpaBieHHe MH(POPMAIIMH U MAacCOBRIX
KOMMYHHKALMH,

TenerpaMMel, anpecoBaHHble M23py, 3aMECTHTENSIM [NaBhl, Ha4YaJbHHKaM
JenapTaMEHTOB IIPHHUMAIOTCS CEKTOPOM NIepBAYHOMH 06paboTKH
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KOppecloHAeHIIMH B paGodyee BpeMs; B BBEIXOJHEIC, NMPa3sgHHYHBIE JHH H B
Hepabovyee BpeMs — JeXypHBIM TNpHeMHOW I7laBEl (B ClIy4ae aJpecoBaHMs
TeJlerpaMMEl INlaBe aAMHUHHCTPAUMH), OCTAIbHBIE - NEXYPHBIM MOCTa OXPAaHBI
TenerpamMsl, aJJpecOBaHHEIE HENOCPEICTBEHHO CTPYKTYPHBIM IOApasfejeHUnM,
KOTODhIM OHH aJpecoBaHbl, IPHHHMAIOTCA OTBETCTBEHHEIMH COTPYAHHKAMH
noapasfeNeHHs B pabouee BpeM.

M3 o0mero notoxa BXOOAUIMX NOKYMEHTOB BEIAEIAIOTCA:

- mnHCbMeHHBIE ofpalieHHs TrpaXaaH, B TOM 4YHCIe, HANpPaBICHHEIE
I'y6epuatopom benroponackoilt obnacth, ero 3aMecTHTENAMH M HavYaJIbHHKaMH
JenapTaMeHToB, JeImyTaTcKHe 3ampockl IO BOMPOCAM, IOCTABIEHHBIM
rpaXJaHaMH, JPYTHMH NPeANpUATHAMH, OpPraHH3alUAMH, YHMpeXAeHMAMH (C
NpHIIOKEHHeM 3aABNEHHI rpakaaH), Haka3zhl H3OHpateneli, HalipaBieHHEIE HAa
paccMOTpeHHEe B afMHHHCTPALHIO ropofia, obpameHus rpaxaaH, NIOCTYITHBILIHE B
XoJie TAYHOIO IpHEeMa M3p4 ropoja, a Talkoke o0pallleHHsA rpakIaH, [IOCTYMHBINHE
Ha O(QHUIMaNBHBIH CalT OpPraHoB MECTHOIO CaMOYIPABJICHMA AJMHHHCTPALMH
ropona benropona, - perMcTpHpylOTCA B CEKTOpe IepBHYHOH o06paboTKH
KOpPPECIIOHIESHIIHH, YUYHTHIBAIOTCHA,  HANpaBJISIOTCA  HA  HCIOJHEHHE,
KOHTPOJIUPYIOTCA B ciiyxbe mo pabore ¢ HakasaMM H OOpalleHWsAMH IpaXAaH
NpHEeMHOH aAMHMHHCTpaUHM ropoja (Aajiee IO TEKCTy — cnymﬁa no pabote ¢
HaKa3aMHU ¥ o0pallleHHAMH rpaXIaH);

- NOKYMEHTH], NIPHIVIAEHHS, NOCTyNalouye B anmnuuc*xpaumo ropoaa ot
NpeXIpHATHI, YUpeXIeHHH, OpraHu3alHi He3aBHCHMO OT GOpM COOCTBEHHOCTH H
" IPYTHX IOPHAHMUECKHX JTHL, HOCALTHE CllyXeOHEIH XapaKTep, a TakKe co3flaBaeMble
- BHYTpeHHH€ H OTNpaBIfeMble, NMOCTYNMHBIOWE HAa HMA M3pa TIopoja, ero
3aMeCTHTellell, HAYaJbHHUKOB  JACIapTAMEHTOB, - PerucIpHpyloTCcA,
KOHTPOJIMPYIOTCA B OT[ene Cciayxke6HOro AoKyMeHToo6opoTa ynpannemm
JNOKyMEHTALMOHHOTO obecmedeHns;

- JXOKYMEHThl NO BOIIPOCAM, OTHOCHIIMMCHA K KOMIIETEHUHH KOMMCCHIA,
COBETOB IIpH IJlaBe AAMHHHCTPAllMH [OpPOAa, IEepeNaloTCi B COOTBETCTBYIOLIHE
KOMHCCHH, COBETHI;

- HOKyMEHThl,  aJpecOBaHHEIE  CTPYKTYPHRIM  I[IOJpa3JeleHusM,
PETHCTPUPYIOTCA, KOHTPOIHPYIOTCA B COOTBETCTBYIOIINX MOAPa3AeICHHAX.

4.3, PerucTpanss nocTynalmux J0KyYMeHTOB

Bca koppeclioHAeHLMA, NOCTYNAKOLAs B aMHHHCTPALHIO ropoja B anpec
I7IaBpl  aAMMHMCTpallHH TIOpOJa, ero  3aMecTureNed M  Ha4aJbHHKOB
JIenapTaMeHTOB, PEerHCTpUpyeTcs B CeKTope  NepBHYHOH  oOpaGoTkH
koppecroHaeHnHn B AC «MoTtusy.

PerucTpaiivu Nojjiexar Bce JOKYMEHTH!, TpeOyioniHe y4eTa, HCIIONHEHHS H
HCTIONB30BAHUA B CTIPABOYHAIX LEJX, KAK CO3AaBacMEIe B aIMHHUCTPALIHH, TaK H
HOCTYNAKOIIME OT IOPHAHYECKHX H (PU3MYECKHX JIHL HE3aBHCHMO OT crnocoba HX
NOCTaBKH, Nepeiayd HIIH co3faHHA. JloKyMEeHTEI, IOCTYNAaloMmHe U3 BHIICCTOAIHX
OpraHM3aLi, perHCTPHPYIOTCA BCe 663 HCKMOUSHH. N
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HOKyMeHTEl, HE IOICXKAlllHe PEruCTPallHH, ONpeAeNATCA MOPAIKOM,
cornacHo npuioxendro Ne 24, OtaenoM ciayxeOHOro nokyMeHTooGopoTa OHM
3aHocATCH B AC «MOTHB» H HAPOYHO IEPeAAIOTCA MO MIPHHAIEAHOCTH. ,

CpoyHast KOPpECHOHEHIHA HANpaBigeTcAd [0 HasHA4YEeHHIO HEMEUICHHO, a
OCTQIRHAs KOPPECIOHACHIHA NEpenacTcs B NOApa3feeHUs B TedeHHe pabodero
JHS.

Bce noctynuBUIHEe AOKyMEHTHI, KaK IIPaBHIIO, NOJKHEl PaclpeleNsiThC B
JAeHb HX Tonmy4eHHH. MCriloYeHHe cOCTaBNAOT NOKYMEHTH, MOCTYIHBILIHE B
OTAeNn CchmyxebHoro noKymeHToobopoTa nocie 17 uacoB. DTH IOOKYMEHTE
PErMCTPUPYIOTC H HANpaBIAIOTCA Ha pacc:MO’[peHHe PYKOBOOHUTENAM Ha
CemyIoLIMi paboumii NeHb.

ObpameHnsa rpaxaad, o0peNHHEHMH TIpaxJaH H IOPUAMYECKHX IHI[ B
cooTBeTCTBHH ¢ QefepalbHEIM 3akoHOM oT 2 Mas 2006 roma Ne 59-03 «O
NOpsLIKE PACCMOTPEHHA oOpaleHui rpaxxaad PoccHiickoit DeaepalidHy MOLIExaT
00sA3aTeNbHOM perHcIpalldH B TE4eHHE TpeX paboumx IHelk ¢ MOMEHTa
MNOCTYIIEHHS.

[NTocTynarorue noncymem'm PETUCTPHPYIOTCA OAMH pa3 - B JeHb
MOCTYHJICHHS. - .

I'lpx MOBTOPHOM INOCTYIUIEHHH NOKYMEHTA 110 OXHOMY H TOMY K€ BONpPOCY B
npenenax OOHOIO KAJCHOAPHOrO roAa €My IIPHCBAHBAETCA IepPBOHAYaIbHEIR
PETHCTPAllHOHHEIA HOMep H HOBas JaTa NOCTYIUIEHHs (Hampumep: Kk Ne 1862 ot
09.09.2013).

Ha xoppecnoHIeHIHH, anpecOBaHHOH M3py ropofa, €ro 3aMecTHUTEJIsIM,
HavyaJIbHHKaM JIeapTAMEHTOB [IPOCTABIACTCS PErUCTPALIMOXHEIN IIITaMmII.

PerucTpallHOHHEIE HOMEp JOKYMEHTa COCTOHT H3 NOPAAKOBOIO HOMeEpa H
JIaTHI.

Ha noxymeHTtax cmyxeOHOro xapakrepa IUTaMI C PerHCTPALMOHHBEIM
HOMEpOM MPOCTaBIAETCA B IPABOM HHXHEM YIJIy IIEPBOIO JIHCTA JOKYMEHTA,

Ha nuceMeHHBIX o0pailieHHsaX rpaXIaH — B IPaBOM BEpXHEM YITy NEPBOIo
JHCTa obpatneHns.

Perucrpaliis AOKYMEHTOB OCYIIECTBASETCS IO CIACOYIOIHM  THIAM
IOKYMEHTOB, BEIIeNeHHLX B AC «MoTHBY.

BeyTpeHnHe jaokyMeHThl. K 3TOMy THNY HOOKYMEHTOB OTHOCATCA
cnyxebHble, NOKIAJHBIC, OOBACHHTEIbHEIE 3allHCKH, SABJIOMMECs (opMoi
BHYTpeHHEH NEePEIUCKH MEXTY CTPYKTYPHBIMH noJApasieieHHAMU
aJIMUHHCTPAIMK TOpoHa, YYPSIKICHUAMH, NMpeANpHATHAMH, MOBEIOMCTBEHHBIMH
afMHUHUCTpanuu Tropoja (MVIL, MYVY). Ha pokyMeHTax JaHHONO THIA
NPOCTARIAeTCs PEerUCTPALlHOHHLIA IITaMnl W HOMep ¢ OYKBeHHO# HHIeKcaluei
C3.

OO0JsiacTHBIe  HOPMATHUBHO-NIPABOBLIE  aKTEL. 34€Ch  PErMCTPHPYIOTCA
MOCTAHOBJICHAA M pacnopsmkeHnsa ['yOepHaropa benropoackoit ofnactH H ero
3amectHTenel, [IlpasHTenscTBa  benroponckoit  obnactu.  Ilpocrasngercs
perncTpaHOHHEIH LWITaMIT M HOMep ¢ OyKBeHHO# HHAeKcauue [1. :

ITporokons! ['ybepHatopa bearoposckoid ob6nacTd. 34ech perHCTPHPYIOTC
IpoTokoisl nopyueHHH I'ybeprnatopa benropoackod ofmacTH u ero
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samecTHTeNed. [IpocTaBiaeTcs perHcTpallMOHHEIR LITaMI H HOMep v 6y1cBeHH0H
uHpexcanpen [P,

CiyxebHble nokymeHTEl. K THmy «CnyxeGHEle noxymeHTH» OTHOCATCA
3ampoch], ofpallieHHsA, XONATaHCTBa  TIOCYJapCTBEHHRIX  OpPraHoOB, HX
TEPPHTOPUAIBEHBIX OPraHOB, OPraHOB IOCYAapCTBEHHBIX BHEOIOMKETHRIX (GOHAOB
H HX TEpPUTOPHAIBHEIX OpPraHOB, OPraHOB MECTHOIO CAaMOYIIPAaBJIEHHS, HHEIX
¢benepanbHBIX OpraHoOB BIIACTH, HaJ30pPHBIX, CyAeOHBIX, MHEIX
IIPaBOOXPAHHUTENLHEIX OpPraHOB, IIOCTYNAIOIIMX B ajpec AOKHOCTHBIX JIHI|
aIMHHHCTpauMd ropoaa benmropona. Ha poxymeHTax jnasHoro THma
IIPOCTABNIAETCA COOTBETCTBYIOIUIMH perHCTpallHOHHEIM INTaMm H HOMEpP C
OykBeHHOH HHIekcanuei I,

Obpamienus ropuawdeckux aun. [Tox oGpa.m;eHHeM IOPHANYECKOrO JIMIla
MOHHUMAIOTC HalpaBlieHHBIE B OpraH MeCTHOIC CaMOYIpaBJeHHs HIH
JNOJDKHOCTHOMY IHIly B ITHCBMEHHOH (opMe HIH B (OpMe INMEKTPOHHOIO
JIOKYMEHTa I[IpeJUIOXKeHHus, 3aABIeHHs, KaNoOn IopuaMvecknx i, Ha
NOKYMEHTaX HAaHHOTO THIIA IIPOCTABMACTCA COOTBETCTBYIOWIHH PErHCTPALMOHHBIH
wraMn H HoMmep ¢ 6ykBenHolt HHaekcauueii 0.

Cynebusie, Coper nenyraroB, U€pueii cmucox oT I'yGepnatopa. B
PETHCTPaLMOHHOM IITaMIle NaHHBEIX THIIOB JOKYMEHTOB IIPOCTABIAKTCS HOMEpa C
O6yxkBeHHBIMH HHAekcaMHd C, CJ 1 UC cooTBeTCTBEHHO.

Obpamienns  rpaxaad. Ha ofpammeHHax  Takke  OPOCTABAAETCA
COOTBETCTBYIOIMH pPEeriCTpaUHOHHBEIH ImMTaMn H HoMep 0e3 OykBeHHOH
HHIEKCalAY.

Kpome Toro, cekropom nepHuHOH 0OpabOTKH KOPPECIIOHAEHIHH BEXYTCH
peecTp IpHrialieHHH, MOCTYNHMBIIMX HAa HMA M3pa Iropoila, VIS ydYacTHd B
Ipa3gHHYHEIX H  MPOTOKOJBHBIX  MEPOIPHATHAX, PEECTp  CIPABOYHEIX,
HHQOPMALIHOHHBIX, PEXIAaMHBIX MATepHANIOB, peeCTp COBEIIAHHH C Y4YacTHEM
[JIaBhl aAMMHMCTPALMH ropoJa, MPoBOAMMBIX I y6epHaTop0M H IlpaBHTENLCTBOM
Benropoackoii o6aactu.

Hnda cosmanvs MOMCKOBEIX CHCTEM M IOCTHXKEHHS HHPOpMAIHOHHOK
COBMECTHMOCTH PErHCTPAlIHOHHLIX JAHHBIX YCTAaHABIHBAETCH CICAYIOIMH COCTAB
OCHOBHBIX PEKBU3UTOB PETHCTPALIMH CITyKeOHOH KOppecNOHAECHIAH

PErHCTPALHOHHEIH HOMED;

J1aTa PerHCTpaLHH;

KOMY aJIpeCOBaH AOKyMEHT;
HOMEp AOKyMEHTa;

JlaTa JOKYMEHTa;

BUJ JOCTaBKH ,r_[oxyMeHTa
KOJIMYECTBO JIMCTOB MPHIIOXKEHUS;
3aaBUTENb (aPECAHT);

ajipec,

baMHUNHS H HHHUHATE! THI, TOATHCABLIETO TOKYMEHT;
KpaTKoe CoiepKaHHe NOKYMEeHTa;
npobieMa;

pHMEeYaHHe;




53

CBeICHHA O JOKYMEHTaX, CBA3aHHEIX C HUM;

HHICKC Jiena. .

CocTaB OCHOBHEIX PEKBH3WTOB PETHCTPallMHd B 3aBHCHMOCTH OT XapakTepa
JOKyMEHTa H 33Ja4 HCIIONE30BaHHA MHGOPMAIlMH MOXET AOMONHATLCA APYTHMH
PEKBH3HTAMH:

rpud (oTMeTKa) orpaHHUEeHHS AOCTYIIA K AOKYMEHTY;

BHYTPEHHAR TNepeasipecalii JOKYMEHTOB [0 HCTIOJMHHUTENAM;

KJIIOYEBEIE CJIOBA;

MPOMEXYTOUHEIE CPOKH HCTIONHEHHS,

IEPeHOC CPOKOB HCTIOMHEHHU;

CTaTYC AOKyMeHTa ([IpOeKT, BEPCHA).

Bes 3aperucTpHpoBaHHas KOPPEeCHOHAEHIHS CKAHHPYETCA H paco3HaeTcs
NOCpeACTBOM IpOTrpaMM CKaHHPOBaHHA H pacmo3HaBaHHA aokyMeHToB (Fain

Reader) ¢ neseio AOBEACHUA €€ 10 HCTIONHHUTENeH H fanbHeiimero xpaneHus B AC
«MOTHB» B 2IEKTPOHHOM BHIE.

4.4. IlpeaBapHTENbHOE PACCMOTPEHHE JOKYMEHTOB

Bce n0KyMeHTH (32 MCK/IOYeHHeM OOpallleHMHl rpaxjaH), aJpecOBaHHBIE
M3pY TIOpOAa, €ero 3aMeCTHTENAM, HadalbHHKaM JeNapTaMeHTOB, NpPOXOIAT
MpeABapHTENEHOE pPACCMOTPEHHe B OTAeNe cayxeBHoro aokyMeHTooGOpoTa
YIpaRleHHs AOKYMEHTAalMOHHOro ofecrmedeHus ¢ IEeNblo BRIIENEHHUS H3 BCEro
MAcCHBa  IIOCTYNHBINEH  KOppPEeCNOHACHIMH  JOKYMEHTOB, TpeOyIOIHX
06A3aTeTBHOTO PACCMOTpPEHHMS MIpOM ropoja. J(OKyMeHTH, IIOCTYNMHBIIHE B
aIMHHACTpalMIO TOpoja NO BOMpocaM, He TPeOYIOMHM pacCMOTPEHHSA M3pOM
ropoZia, HANpaBIMIOTCA CEKTOpPOM [eJONPOH3BOACTBA OTHENa CIYXeOHOIo
JOKyMEHTOO00pOTa YnparieHHA JOKyMEHTaHOHHOro obecredueHHMs anmapara
aNfMHHHCTPALlHH TIopoZila HeNOCpPeACTBEHHO B CTPYKTYpPHEIE NOApa3fiejIeHH.
OcHOBaHHEM /Ui NPHHATHS PELIEHHS B XOjie NPEJBAPHTEALHOTO PacCMOTPEHUA
ABNSAETCA  COAEPKAHHE  JOKYMEHTd4, @ He€  aJpecoBaHHe  JOKYMeEHTa
COOTBETCTBYIOLIEMY JAODKHOCTHOMY JHLY.

Pe3ynpTaToM npeiBapHTENBEHOTO PacCCMOTPEHHA AOIKHO ORITH HallpaBlieHHe
JOKYMEHTa M3pY FOpOAA HIH ero 3aMeCTHTEJIIM, HadalbHHKaM JeNapTaMeHTOB,
PYKOBOAMTEISIM KOMHTETOB B COOTBETCTBHH C YCTAHOBJICHHEIM B 4IMHHHCTPALIHH
ropofia pacrnpejieneHieM 00A3aHHOCTEH HIIH MONOXKEHHEM O TMOJApasAeNeHHH A
BRIHECEHHA YKA3aHHA 10 HCITOJIHEHUIO AOKYMEHTA. '

JlokyMeHTBI, Kacaoldeci CcyIeOHBIX BOIPOCOB, HAIPaBISAIOTCA Ha
pPacCMOTpEHHE B NIPAaBOBOE YIPaBIICHME aNapaTa af/MHHHCTPAaLlHA TopoJa.

4.5, Tlopsagok paccMOTpeHHHu AOKYMEHTOB, pabora HcmoJiHHTeNdeH ¢
AOKYMEHTAMH

45.1. [JoKyMeHTHl HAIpaBIIIOTCA Ha pPacCMOTPEHHE  TOJNBKO [OCJHE
pPerucTpaliHH. SR .
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PaccMoTpeHHe JOOKYMEHTOB M3pPCM TIOpofid, €ro  3aMeCTHTENsAMH,
HA4YaJIbHHKAMH JIe[1apTaMEHTOB, IIPOYHMH JO/DKHOCTHRIMH JIMLIAMH NPOH3BOJUTCA
B Kpar4allimii CpOK, Kak IIPaBH/O, B JIéHb MOCTYIUICHHSA, HE pa3peHiaercs
3afiepXUBaTL AOKYMEHT Oonee 2-X nue#l. Mbdp ropona, ero 3amecTHTENH,
HayaJbHHKH JIEIApTaMEHTOB ONpPEACNAIOT B pPe30MOLHH K  JOKYMEHTY
HCIIONHHUTENA (OTBETCTBEHHOTO HCIONHHTENA), MNOPAJOK, XapakTep H CpPOK
paccMoTpeHHs. Pe3omonia NoANHCLIBASTCA C YKa3aHHeM JaTkl,

JIOKYMEHTEI, HCNOJHEHHe KOTOPHIX IOJKHEI OCYIIECTBIATH HECKOJIBKO
HACTIONMHUTENEeH, HAMpaBIsAIOTCA BCEM HCMOJHUTENSAM, YKA3aHHRA B pe30JIOLHH
IIePBEIM — SBIAETCA OTBETCTBEHHBIM HCIIOIHHTENEM. '

4.5.2. Hcnonueune AOKYMEHTA COCTOMT B OCYIIECTBJIEHHH HOeHCTBHIA,
NpeIIHCAaHHKX Pe30MOLHeH pPYKOBOIHTENS, PpacCMOTPEBIIET0 JIOKYMEHT.
HcnonHHTeNb YCTAHABIHBAETCA Pe30MIOLHEeH NepCOHANbHO, MO AODKHOCTH, HIH
HCIIOJIHUTENIEM  ABAAETCS  PYKOBOOWTENb MOApa3zleNeHHs, yKa3aHHbHi B
pesomorpd. OIHH H3 HHX MOXeT ObITh OnpefiesieH SABHO B KaueCTBe OCHOBHOIO
HCIIOTHUTENA (HaTIpHMEP, MOAYEPKHYT PYKOBOJAHTEJIEM B PE3OJIOLHH WIIH CAellaHa
nometka B pesomolH Pamunus H.0.- ome., ceod) Ecnu ucnionnutenel Gomnee
ONHOTO, 8 OCHOBHOH HCIIOMHHTENL HE YKA3aH Pe30olHeH SBHO, TO OCHOBHBIM
HCIIOJIHHTENEM SABIAETCA TOT, KTO YKa3aH B pe3OIOLHH IepBbIM. OCHOBHOMY
HCTIOJHHTEIIO TPEAOCTABNIAETCSA IIPaBO CO3bIBA COHCMONHHTENEH H CIIpoca ¢ HHX
HCTIQTHEHHS TOPYYeHHs, COAEpKalerocsi B pe3omouHH. (COHCIONHHTENH B
MIEPBYIO MOJIOBHHY YCTAHOBJICHHOIO CPOKa HCIIONHEHHS NepefaloT HHOOPMAIIHIO
00 HCITONTHEHHH NIOPYYEHU OCHOBHOMY HCIOJNHHTENIO 111 0000mEeHH.

I[IpH HaIHYHH OCHOBHOIO HCIONHHTENA BCE OCTAIbHBIE HCIOJIHHTETH
OTBETCTBEHHH 32 CBOCBPEMEHHBIH H KauyeCTBEHHLIH aHanu3 HHbGopMalMu H
IPEeOCTABIIEHHS! OCHOBHOMY HCIIOJIHHTENIO B YCTAaHOBICHHbIE HM CpPOKH
HeoOXOAMMEBIX MaTepHanoB {TIPOEKTOB JOKYMEHTOB, CITPABOK, CBEJIeHHH H T.1.).

OCHOBHOH HCHONHUTENb HeCET MEepCOHANbHYI0O OTBETCIBEHHOCTH 3a
MOJNIHOTY H HOCTOBEPHOCTE HHGOPMALIMH, HCIOJIB30BaHHOH INPH TMOATOTOBKE
JIOKYMEHTa CTpOIO B YCTAaHOBJIEHHEIE CPOKH HCTIOJHECHHA.

4.53. PyxkoBOAMTENH  NOAPA3ACIICHHH  AIMHHHCTPALHH ropona
o6ecrieyHBalOT OIICPAaTHBHOE PacCMOTPeHHe IOKYMEHTOB, JOBEAcHHE HX M0
HCIIOJIHATENICH B JeHb MNOCTYIUIEHHA, KOHTPOJIb 33 Ka4yeCTBEHHBIM H
CBOSBPEMEHHEIM HCIIOJIHEHHEM JOKYMEHTOB I10 CYIIECTBY BOIIpoca.

: IlpH paccMOTpeHHH HOKYMEHTOB pyKOBONHTENb MOApPa3AeleHHA Bm.nenﬂe'r
JNOKyMEeHTEHI, TPeOYIONIHe CpOYHOr0 HCIIOJIHEHHS.

CpouHBle JOKYMEHTHI HANPaBIAIOTCH HEMEIIEHHO.

4.5.4. Hcnonuenwe AOKYMEHTa IpefycMaTpHBaeT: cbop H 0GpaboTky
HeoOXomuMoi HHdOpMaIMi, MOATOTOBKY IPOeKTa JOKYMeHTa, ero odopmieHue,
COrJIacCOBalHe, MPEACTaBleHHEe Ha IMOANHCaHHe (YTBEp)KJeHHe), NOATOTOBKY K
nepechiIKe aapecary.

4.6. KonTpoJb 32 HCOIOJIHEHHEM J0KYMEHTOB

KoHtpons nokyMeHTOB ompenenen PermamentoM pa6oThi a,nMHHHCTpauHH
ropoaa Benmpona Benropozackoit obnacru.

P
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4.6.1. Kourpone 3a HCHONHEHHEM CITyXKeOHOH KOPpPeCHOHACHIINH
(mopy4yeHu#) (mamee - KOHTPONBHEIE JOKYMEHTHI) MpeACTaBiAseT coboif
COBOKYTIHOCTh MEPOIIPHATHH, HalpaBIeHHBIX Ha obecreyeHe CBOeBPEMEHHOIO H
MOJIHOTO BBLIMOJHEHHSA JOKYMEHTOB H IIOpYYEHHH, Ka4eCTBEeHHOTO pelleHHs
COIEepXalllUXC1 B HHX BONPOCOB, BBIABIEHHA H YCTPaHEHHA MPHYHH,
IIPENATCTBYIOMIMX HX BBITIONHEHHIO,

KoHTtpons Bxmodaert:

- MOCTaHOBKY Ha KOHTPOJb H YYET JOKYMEHTOB, COAEPXAlHX KOHKPETHhIE
MOPYYEHHS, a TaK:Ke CaMHX ITOPYYEHHH;

- nmepuommdeckuit ¢6op H obobleHHe HHQOpPMALIHH O XOAE M COCTOAHHH
BBITIOJIHEHHA KOHTPOJIBHHIX JOKYMEHTOB; R

- Y4eT H aHamH3 CPOKOB H pe3yNbTaTOB BBIMOJHEHHA KOHTPONBHEIX
JOKYMEHTOB;

- TpPOBEPKY COOTBETCTBHA BHIMONHEHHS H OTPAXECHHA B OTHYETHBIX
JOKYMEHTaX TEMATHKH BBINONMHACMEIX 334aHMH H TpeOYIOIKX pellleHHs. BOIIPOCOB,
COAEpPXAIHXCsl B KOHTPOJILHBIX JOKYMEHTAX H B PE30JIIOLMIX PYKOBOAUTENEH;

- TIPOBEPKY HaKTHIECKOTO BBITIONHEHUSA (TIPH HEOOXOAHMMOCTH) KOHTPOJBHAIX
JOKYMEHTOB,; -

- DACCMOTPEHHE OTYETHHIX JOKYMEHTOB H 3acHyIIHBaHHE OTYETOB
HCITOJIHHTENEH O XOJle HCTIOHEHHA KOHTPOIBLHEIX JOKYMEHTOB; :

- MPHHATHE MEP IO BLIMONHEHHIO KOHTPOJBHEIX JOKYMEHTOB H YCTPaHEHHE
IPHYHH, NPENATCTBYIOIIHX HX BHIIONIHEHHIO;

- CHATHE KOHTPOJIBHBIX JOKYMEHTOB C KOHTPOJA.

4.6.2. KoHTpOIIIO NOMIEXKAT 3aPETHCTPHPOBaHHbBIE NOKYMEHTEl U3 anmnaparta
Ilpesnnenra Poccuiickoli ®enepanuu, benroponckod obnactHoét  Jymsl,
ApmuuucTpanud [yGepHatopa u IlpaBurensctBa bBenroponckodt obnacth,
3aMeCcTHTeNeH I"'ybepnaTtopa Benropoackoi obnactu, NemyTaToB
CocynapcTBenHoi H ofnactHoH J[IyMBl, NpoKypaTyphl o0NacTH H ropoja,
Ilonnomounoro mnpenctasutens IIpesunenta B llentpancHom PenepansHomM
OKpyre, riaBHOro deaepanpHoro wuHcrmekropa B benropoackoit obiacT,
KonTponeHo-cueTHOl nmnanaTel, coBeTa JeNyTaToB ropoja bBenropopa,
VIIONHOMOYEHHOTO IO 3al0UTE IMpaB mnpeAnpHHHMaTened B Poccuiickoii
Qenepanud, YIIOMTHOMOUYEHHOIO MO NpaBaM HENOBEKa, YTIOIHOMOYEHHOTO NpH
IIpesnnente Poccuiickodi @emepaiud no npasaM pebéHka, a Takxke IpH
H3MEHEHHH M3POM ropoja CpoKa HCIIOMHEHHUS 110 JOKYMEHTY.

IlpH nocraHoBke nMopyuyeHHs Ha KOHTpoib B AC «MOTUB» ImpocTaBageTcs
COOTBETCTBYIOIIAA OTMETKA C yKa3aHHEM JATHl [IOCTAHOBKH HA KOHTPOJIB, CPOKOB
HCIIOJIHEHU A, HCTIONMHHUTENEH ITOpYyIeHHS.

4.6.3. KoHTpONE 33 CpOKaMH HCTIOIHEHHA.

KoHTponb 3a HCIIONHEHHEM KOHTPONBLHBEIX AOKYMEHTOB B Mpefenax CBOHX
MOJIHOMOYHH H KOMIIETEHLIHH OCYILIECTBIISAIOT:

- YOpaBIECHHE CTPaTETH4YeCKOro IUIAHUPOBAHMS, OPraHH3alHOHHO-
KOHTPONBHOH H aHaIUTH4YeCKOH paloThl anmapaTa agMHHHCTPAllMM TOpoaa
(3axoner Poccniickod Qenepauvu, Ykasel [Ipesnnenra Poccuiickod Penepamnumn,
nocraHoBieHus [IpaBuTenbcTBa Poccuiickoil Denepanun, 3akoHE! benropoackoii
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obacTH, DIIOCTAHOBIEHHS W pacnopsxeHus I[lpaBurenbcrBa, I'y6epuatopa
Benroposackodi obimacTH, agMHHHCTpalMH ropofa, pemenni CoBera AemyTaToB
ropoaa benropona, nopydenns ['ybepraropa, ero samectureneii 1 Mapa ropoua);

- OTHeN CIyxe6GHOTO NoKyMeHToo0opoTa YIpaBleHH! HOKYMEHTaUMOHHOIO
obecneyeHns (ciryxebHai KoppeCIOHASHIINA );

- ceKTop Nno paboTe ¢ HakasamMu M OOpalleHHAMH TIpakgaH (HakKashl,
obpallieHHs rpakaaH);

- [IpaBOBOE ynpaBieHue (CyAeOHEIE).

KOHTPOJIE HCIIONHEHUA JOKYMEHTOB 110 CYILIECTBY BOIIPOCA OCYILECTRISIOT
PYKOBOLMTENH NOApa3/ieieHHH.

4.6.4. KoHTpONs, HCNONHEHHA JOKYMEHTOB CTpOoHTCA Ha Oase
PETHCTPAUHOHHEKIX JAAHHBIX M CHCTEMAaTH3HpYeICi IO CpOKaM HCIIOJHEHHA
JNOKyMEHTOB, 10 HCTIONIHHTENAM, IpyTaM JOKYMEHTOB.

4.6.5. CpoKH HCIIONTHEHAA [TOPYYEHHH HCUHCISIIOTCA B KAICHIAPHBIX AHAX C
JaTel DONMUCAaHMA (YTBEPXICHHA) AOKYMEHTA, a MNOCTYIHBIIMX - C JaThl
NOCTYIUIEHHUS B AIMAHHUCTPALHIO ropoja.

Cpok# HCIONHEHHA JOKYMEHTOB HCUHCIIIOTCA B KANCHAAPHBIX AHAX CO OHA
peructpaunui. Cpok, HCYHCIAEMBIH MecillaMH, HCTEKaeT B COOTBETCTBYIOLLEE
YHCIIO ITOCJIEAHETO MeCs1la CPOKa. -

- JIoxyMeHTBI IOAJIeXAT HCIIOJIHEHHIO B CIIEAYIOILHE CPOKH:

- C KOHKPETHOH AaTOR MCIIOJIHEHHUA - B YKA3aHHBIH CPOK;

- 6e3 yKa3aHHA KOHKpeTHOH AaThl MCIIOTHEHHS - B CPOK He 6oJee Mecsila;

- (HEMeJJIeHHO» — | JieHB,

- «CPOYHOY» - B 3-HEBHEIH CPOK;

- «OmnepaTHBHO» - B 10-AHEBHEIH CpPOK. :

Ecniy noclieAuHil AeHbp CpOKAa MCIOJHEHHS NOKYMEHTAa NpPUXOAHUTCH Ha
HepaboYHi AeHb, TO JOKYMEHT MOAJIEXHT HCIIOIHEHHIO He moszHee pabodero nHs,
NpeAlIecTBYIOMEro HepaboyeMy AHIO.

IU1s [OKYMEHTOB, MOCTARNEHHRIX HA KOHTPOJb, JOJDKEH OCYILECTBIATHCS
YTIPEKIAIOIMA KOHTPOJb:

- € YXalaHHEM KOHKPETHOIO CPOKa - 3a | IeHb 0 YKa3aHHOTO CPOKa;

- IPOKYpPOPCKHe 3arlpochl, MpeICTaBNeHNd - 3a 5 JHEH 0 YKa3aHHOI'O CpPOKa,

Be3 ykasaHUA KOHKPETHO#M JaThl HCIIONMHEHHS, HMEIOILHe B TEKCTe NTOMETKY:

- «CPOYHO» - 2 NHA,

- «(OTIEpaTHBHO» - 7 AHEM.

4.6.6. Tlpyu HeBO3MOXHOCTH BHINIOJHEHHS KOHTPOJBHOTO AOKYMEHTa B
YCTAHOBJICHHBI CPOK pellieHHe O MpOyIeHHH (MepeHoce) 3TOro Cpoka MOXeT
ORITh MPHHATO TONBKO aBTOPOM NOPY4eHUS. (OTBETCTBEHHHIH HCIONHHTEND
NpeAcTaBNseT MOTHBHPOBAHHYIO Mpock0y O €ro NpOANeHHH ¢ YKa3aHHeM
TUIAHHPYEMOH N1aThl HCIIOJIHEHHS HE No3aHee 3-X JHEH N0 HCTeYEHHS 3TOrO CpoKa.

TlprocTraHaBnHBaTh UCIONHEHHE AOKYMEHTOB, 4 TAKXKE€ OTMEHATH HX HMeeT
IIPABO TOJBKO aBTOP IOKYMEHTA.

CpokM HCHONHEHMS CpPOYHRIX M  OIEpaTHBHRIX NOpy4YeHUH He
[IPOAJIEBAIOTCA. ' ' '
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O6o Bcex ciayd4asx H3MEHeHHS CpPOKOB HCIIOJIHEHHA JHOKYMEHTOB
OTBETCTBEHHBIH HCIIOJNHHTENb CBoeBpeMeHHO B AC «MOTHB» HenaeT OTMeTKy ¢
IIpPeNOCTARNCHHEM MOJATBEPXKAAIONINX AOKYyMEHTOB )i BHECEHHsA H3MEHEeHHH B
PerucTpauHio (HOBRIA CpOK, AaTa H3MEHEHH, [IOAIIHCE).

4.6.7. KoHTponb 32 CpOKaMH HCIIOIHEHHA NOKYMEHTOB, HAIIOMHHAHHS
HCIIOJTHHTENIAM U HHGDOPMALHA 00 UCIIOJIHEHHH ocymecTRIAeTcs B AC «MoTHBY.

B uensx mnoBeEHHA 3GOGEKTHBHOCTH KOHTPONS  CTPYKTYPHBIMH
NIOJIPAa3AC/ICHHAMH  a/IMHHHCTPAITHY, HX COTPYJHHKaMH, YIOJHOMOYEHHEIMH
OCYMECTRIATH KOHTPOJIb 338 HCIONHEHHEM KOHTPOJIBHEIX JOKYMEHTOB, YKAa3aHHBIX
B 11.4.6.2, MPOU3BOAUTCS CHCTEMATH3ALMA H NOATOTOBKA CBEJEHHH O COCTOSHHH
HCIIOJIHCHHS KOHTPONBHEIX JIOKyMEHTOB, HaITpaBAAIOTCA 3arpocCHl,
paccMaTpuBaeTcs HMHGOpPMAIMS O COCTOSHMH MCIONHEHHA KOHTPOJBHEIX
JOKYMEHTOB, IO KOTODRIM J2lOTCS HeoOXoauMBIe NOPYYEHHS H IPHHHMAIOTCH
MepEI TI0 YCTPAHEHHIO PHYHH, MPEMATCTBYIONIUX HX BHINOTHEHHIO.

[To <¢axkraM  HEHCHOJHEHHAA  KOHTPOJNBHBIX  JOKyYMeHTOB  JIHOO
HECBOCBPEMEHHOI0 HMX MCNOJHEHHsA, a TaKkkKe B CIydyadx, €cC/d pe3yNbTaThl
GbaKTHYECKOro HCIIONHEHHUS BHI3BIBAIOT COMHEHHe, AAI0TCs 06'B£CHCHH}I, MOTYT
TIPOBOJHUTECSA CITy>ke0HbIe POBEPKH. : :

4.6.8. Bce ucnonHeHHEle KOHTPOJNBHBIC JOKYMCHTHI MOZJIEXAaT CHATHIO C
KOHTPOJIAL.

CHATHE KOHTPOJNBHBIX JOKYMEHTOB C KOHTPONIA OCYIIEeCTBIAETCA Ha
OCHOBAHHH OTYETHEIX JOKYMEHTOB (JOKYMEeHTa):

- TIpaBOBOTO aKTa;

- IJIaHA MEPOTIPHATHIA;

- IPOTOKOJIa COBEIIAHHUS;

- COTJIAlICHHSA;

- OTBETHOTO MMHCEMA; . _

- cimyxeOHOH 3aITHCKH, CTIPaBKH 00 HCTIONHEHHH KOHTPOJIBHOTO JOKYMEHTA;

- HMHBIX JOKYMEHTOB, IIOATBEP)KJAIOIMHX HCIOJHEHHEe KOHTPOJBHOTO
JNIOKyMEHTa.

OryeTHRIH OOKYMeHT (JOKNIamHas 3allucKa, CIpaBka o0 HCIOIHEHHH)
JIOJDKEH COOEPXKATh:

- 1npeamM0yny, B KOTOpOH TIOBTOpSeTCA COJEpXaHHe IIOPYYEeHHA H
YKa3bIBAIOTCA HAMMEHOBAHHE H PEKBH3HTH KOHTPOJIBHOTO NOKYMEHTa;

- OCHOBHYIO 4acTh, B KOTOPOH YKasbIBaIOTCS pPe3yNbTATH HCIOJHEHUS
KOHTPOJIBHOFO JOKYMEHTa, HaHMCHOBAHHE H pPEKBH3HTBl MPHHATOTO MHIH
OTIPAaBJIEHHOTO aApecaTy AOKYMEeHTa HITH IPHYHHBI HEUCTIOMHEHHS;

- 3aKIOYUTENBHYIO YacTh, B KOTOPOH YKa3hIBAIOTCH IIPENNOKEHHS O €ro
CHATHH C KOHTPOIIA, MPOAJICHHH HCIOTHEHHS WITH HHBIE TIPEIJI0XKEHHS,

OrtueTHBIE JOKYMeHTH, OGQOpMIICHHBIE ¢ HapyWeHHAEM Tpebopanuii
HacTosmeli MHCTpYKIHM WIM CcoAepXKallue HeNoJdHylo HH(opManmio o
BHIIIOJIMEHHH KOHTPOJNBHOTO JOKYMEHTa, BO3BpAalJAalOTCA HCIONHHTENO Ha
aopaboTky. Cpok mopabOTKHM OTYETHOTO HOKYMEHTa He AOMKEH TPEBLIIATH
YCTaHOBJNEHHOTO CPOKa HCIIONHEHHS AOKyMEeHTa. S e
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JIOKyMEHT CYHTAETCA HCIOJHEHHBIM H CHHMZeTCd ¢ KOHTpPOJA MOC/e
dakTHIecKOro BBIMIONHCHHA MOPYYEHHH MO CYIIECTBY, AOKYMEHTHPOBAHHOTO
TIOATBEPXKAEHHS HCIONHEHHd H CoOOllleHHS pe3yJIbTaTOB 3aMHTEPECOBAHHBIM
OpraHH3aliiAM M JTHIIAM MM, eClIH B NpPeJCTABJIEHHHIX IO HEMYy MaTepHalax o
BBINOJIHEHHH HE JAaHO JOTIONHHUTENBHLIX NIOPYYCHHH, MATCPHAIL HE BO3BPALUCHH
Ha 10paboTKy.

Ha poxyMeHTe mpocTaBnseTcss OTMETKa 00 HCIONHEHWH, MOJNMHCH JIHIA,
TIOJTBEPXAAIOLIETO HCNOJNHEHHE (OTBETCTBEHHHIM HCl'IOJ'IHHTeJIb) JaTa, AOKYMEHT
ckaHupyercs H npukperuercs B AC «MoTuB».

4.7. PaboTa ¢ oﬁpaﬁlenﬂamu H 3aMpoCcaMH JAenyTaToB

4.7.1. PaGora ¢ ofpammeHHsAMH K 3aIpOCaMH JIEMYTATOB Pa3sHEIX YPOBHEI
TIPOM3BOAHTCH B COOTBETCTBHH € 3aKOHOAATENbCTBOM Poccuiickoi ®enepaunu o
CTaTyce ACITyTara.

4.7.2. B kxauecTBe oOpamcHHMs H 3alpoca pacCMaTPHBAeTCd MHCBMO,
HanmMcaHHOe Ha GJaHKe JeITyTaTa, HMerolliee IMOANHCH JellyTaTa U JaTy.

Ilpu obpalueHHn AemyTara B aAMHHHCTpALMIO ropojia AOKHOCTHBIE JTHIQ
JIO/DKHBI MPeAOCTaBHTD JEeNyTaTy WH(OPMAIHIO, CBA3aHHYIO C €ro AeNyTaTCKOH
OeATEeTBHOCTBIO. S

4.7.3. Ha napnamenrckuii 3anpoc Cosera denepannuy, l"ocy,uapC'rBeHHOH
JyMEBI OTBeT AO/DKECH OBITE HampaBlieH He Mo3gHee 4eM depe3 15 aHedt co aus
IOMYYECHHs 3ampoca HJIH B HHOH CpOK, YCTaHOBJIEHHBbI COOTBETCTBYIOLIEH
nanatoi ®enepansHoro Cobpanma.

Ha 3ampoc unena Copera @ezepalliH HIH JemyTaTta | ocyaapcTBEHHOM
ZlyMBlL OTBET B THCEMEHHOIt dopMe HanpapisdeTcsd He Mo3jHee, YeM B 30-qHEBHBIH
CPOK CO JHA €ro NMOdY4YeHHs HIH B HHOH, COINIACOBAHHEIH ¢ HHALMaTOPOM 3anpoca
CPOK. : o
IIpu obpamennn unena Cosera Denepamuu MMM JemyTaTa
TocynapcrBerHoit JlyMBI 1O BOIPOCaM, CBA3aHHLIM C HX JEATENBHOCTHIO, B
aIMHHUCTPALIHIO TOpoAd  JAOMKHOCTHHIE JHIa 6OesornaratenbHo {(a mnpH
HeoOX0JHMOCTH TIONYYEHHA AONOIHHTEILHRIX MAaTEPHATIOB — He mo3fHee 30 nHel
CO AHA NONydYeHus obpallleHHd) AalOT OTBET Ha TO obpallleHHe H NpeACTaBISIOT
3anpamHBaeMbie JOKYMEHTH! HJIU CBEICHHS.

Oteer Ha 3anpoc WA oOpameHde AOKeH OBITP MOANHCAaH TeM
JOJDKHOCTHBIM JTHIIOM, KOTOpPOMY HalpaBieH 3ampoc, JHOO JHIOM, BpeMeHHO
HCIOMHAIOMAM ero 06s13aHHOCTH.

4.7.4, Tlo pmenmyraTckomy 3ampocy JHemyTaTa ofnacTHoH Jlymel oTBeT
MPeAOCTaBIACTCA B THCbMEHHON (opMe He IMo3AHee deM depe3 15 nHeH ¢ aathl
ero NOCTYIUICHHS B aAMHHHCTPALHIO Topoa, eclH 6oJiee NPoACKHTENBHBIA CPOK
IS OTBETAa He YKa3aH B CaMOM 3ampoce.

Oreer Ha 3ampoc AOMKeH OBITh NOANNCAH TeM JAODKHOCTHEIM JIHIIOM,

KOTOpPOMY HallpaBlieH 3ampoc, JHOO JHIIOM, BPEMEHHO HC[IOJIHH!OH.[HM ero
0043aHHOCTH. o
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4.7.5. B ciryqae HEOOXOMMOCTH MOTyYeHHs JOMOIHUTENLHEIX MAaTEPHAIOB
B CBSA3H ¢ 00OpAllCHHEM HIH 3alIPOCOM, IPOBEPKH HITH JIOTIONHHTENEHOTO H3yYeHHA
KaKMX-JTHOO BOMNPOCOB JOMKHOCTHRIE JIHLA 0O0A3aHEl CcOOOIHTE 00 2TOM
oOpaTHBIIEMYCSA K HHM JAENYTaTy B TPEXJHEBHEIH CpOK CO JHS NONYYEHHS 3ampoca
WK oGpameHHs.

4.7.6. Tlo nemyratckoMy ofpalmeHH0 MMM 3anpocy nemyrara Cosera
AeNyTaToB ropojia benropona oTeer mpemocTaBiIAeTcs B IHCBMEHHOH ¢opMe B
CPOKH, ycTaHOBNIEHHBIe PernamenToM CoBera penyraToB ropoaa Benropona.

4.7.7. IlpueM, o6paboTKa M HalpapleHHe MOCTYIAIOMMX OOpalleHHil H
3allpOCOB  JEHYTATOB OCYUIECTRILIIOTCA CEKTOpOM MepBHYHOH 06paboTkH
KOppeCHOHAEHIMH U cinyx0oH 1o pafoTe ¢ HakazaMH ¥ OOpallleHHAMH IPaXaH B
COOTBETCTBHH C YCTAaHOBJIEHHBIM IIOPAAKOM paboThl C MNOCTYNRIOLVMHE
noKyMeHTaMH (cmyx0a mno pabore ¢ HakazamMM H OOpallleHHSMH TIpaxiaH
YYHTBIBa€T, HAIpaBIAET H KOHTPOJHPYET 3allpOCkl MAEHyTaTOB, KacarolIHecs
ofpalnenuii rpaXkJaH B TOM CIydae, eclId NMPHIIOKEHO 3a9BlieHHe IpakIaHHHa HIIH
TIO 3aMpOoCY ACIMYTATa OTBET HEOOXOHMO HATIPAaBHTh IPAKIAHHHY ).

4.8. Oprannzanusa paGoThl ¢ OTHpaBiAseMbIMH JOKYMEHTAMH

4.8.1. JlokyMeHTBI, OTIPaBIsfEMbIC aJMHHHCTpALHei ropoaa, nepenaroTcs
IIOYTOBOH H 3JIEKTPHYECKON CBA3LIO, BPYHAOTCA NONYYaTeNo IMIHO IO POCIIHCE,
a TakKe IIPH NOMOLIH KyphepcKoH JocTaBkH (B benaropoackyio obnacthyo dymy
H B AgMuHEcTpanmio I'ybepHaTtopa Benropoackoit obnact).

O6paboTKa TOKYMEHTOB [UIA OTIIPABKH ITOYTOBOH CBA3BIO OCYIIECTRIACTCA B
cooTBeTCcTBHH ¢ [IpaBHiiaMu OKasaHHA yCIIyr IOMTOBOH CBA3H.

W3 nogpasfeneHHd aAMHHHCTPallHH Topoaa AOKYMEHTHl [UIS OTIpPAaBKH B
Oenropoackyro obmactHyro JyMy ® B Anamunnctpanuio I'ybGepHatopa
Benropoacko# o6nacTH NepenatoTcs B OTAeN Cly)XeGHOro J10KyMeHTooGopoTa He
nozanee 15 yacos 00 MHHYT. ,

4.8.2. JloKyMeHTHI ANA OTNPAaBKH JODKHK OBITE  TIOJHOCTHIO
obOopMIIeHHEIMH, 3apETHCTPHPOBAHHLIME W OTNPaBACHH B JIeHbL MX MNOANHCaHUS
IWIH He No34Hee clenyromero pabodero gHa. OTBETCTBEHHOCTH 38 COCTABICHHE H
oopMieHHe TpoeKTa JOKyYMEHTa B  COOTBSTCTBHH € IpaBHJIaMH,
YCTAHOBNEHHRIMH JaHHOH HHCTpyKnMeH, a TaKKe COIJIaCOBAaHHE IIPOEKTa
JOKyMEeHT& C 3aHHTepeCOBAHHBIMH H JODKHOCTHBIMH JIMIIAMH BO3JaraeTci Ha
HCTIONHHATEINA JOKYMEHTA.

JlochlnKa MAH 3aMeHa Pa30C/iaHHOIO PaHee IOKyMEHTa He JOITyCKaeTes.

HenpaBunbHo  OGOpMIEHHBIE  JOKYMEHTEl H  KOPPeCHOHIEHIHA
HecMyxeOHOro xapakTepa K OTNpaBKE HE MOPHHHMEAIOTCA H  BO3BPaIlAlOTCA
HCIIOTHUTEIIAM.

4.8.3. Perucrpauus oTnpaBiseMbIX JOKYMEHTOB OCYILIECTRIAETCA B A€Hb HX
noanucaHHs (YTBEp)KIAEHUS) WIH Ha cleAylolldd pabouuii neHbe. CBeaeHHA O
PErHCTPHPYEMEBIX AOKyMeHTaX BHocATCA B AC «MoTHBY, JOKYMEHT CKaHHpyeTcH,
npHkpemseTes B AC «MotHB».

PeructpauMoHHbI HOMEp JOKYMEHTa H JaTa PerHCTpallH NPOCTaBISIOTCA
Ha TIOMJIHHHHKE JOKyMeHTa B PEKBH3HTaxX OJaHKa H Ha BTOPOM 3K3eMIUIApe,
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OCTaKIIeMCa B Aele,

BTopoii 3K3eMIUISIp JOKyMEHTa C BU3aMH H MPHIOXKECHHAMH B COOTBETCTBHH
C HOMEHKIATYpOH JeN MOAIIHBAeTCK B AeNO (BXOAAMMH NOKYMEHT IepeaeTcs Ha
XpaHeHHe B JICIIO BMeCTE ¢ TOKYMCHTOM-OTBETOM ).

Pernctpamya HCXOAAWIMX JOKYMEHTOB BeACTCS B COOTBETCTBHH C
BBEIZIENIAEMBIMH JTOKYMEHTOIIOTOKAMH.

B muceMax, odopMileHHBIX Ha O6JaHKax aIMHHHCTPALIMH rOpoAa 3a
MOATMHCHI0 M3pa ropojia, €ro 3aMecTuTesicH HWJIH HadaJlbHHKOB AeNapTaMeHTOB,
HCXOAAIHHA HOMEp NMPOCTABIACTCA OTACIOM CIyXXeOHOro JOKyYMEHToOGopoTa H
OTIIPABJISETCA aupecaTy. |

Hampumep: Ne 123 ucx.

Hcexonamui HoMep B IIHCBEMAax, KOTOpHIE SIBIAIOTCA OTBETAMH Ha BXOJAUIYIO
CIykeOHyr0  KOpDpeCIOHICHLHIO, oOOpallleHHs  IpaXAaH, COOTBETCTBYET
PErHCTPaLlHOHHOMY HOMEPY BXOJSILErO MMUCHMA.

Hampumep: Bxozsnmii peructpanuoHHBH Ne 1423 w  Hcxonsmmi
perucTpanpoHHbI Ne 1423,

JloKkyMeHTHl B OTHene ciyxeGHOro IoKyMeHTooGopoTa NMPUHHMAITCH K
OTIIpaBKe B CIIEAYIOLIEM BHIeE:

- 1-# ax3eMIIAp OTMPaBIAEMOrO IOKYMEHTa, ¢ MOAIWHHOH NOAMHCHIO
PYKOBOZHTENA CTPYKTYPHOrO mNofpasficicHHdA, ¢ obsf3arenpHOM oOTMeTKON 06
HCIIOJIHUTENe JOKYMEeHTa;

- 2-H 3K3eMIUIAP OTNPABIAEMOro IOKYMEHTa, ¢ IOJJIKHHOH IIOANHCEHIO
PYKOBOIHUTENIA CTPYKTYPHOro MozpasAeineHHs, ¢ o0s3aTenpHOH oTMeTKOH 00
HCIIOJIHHTEJIE JOKYMEHTA ¥ BH30H;

- MaTepHalbl, Ha OCHOBAaHWH KOTOPBIX IIOATOTOBJIEH OTIPAaBJIACMBIi
IAOKYMEHT. |

- OrnpabisieMble AOKYMEHTHI H MAaT€pHallbll K HHM XpaHATCA B OTHEle
CIIy>keGHOro JOKyMEHTO000pOTa B MANKaxX COOTBETCTBYIOLMX Hell. JIOKYMEHTH
CKaHHPYETCA OTBETCTBEHHBIMHM MCIIOJIHHMTEISIMH B CTPYKTYPHBIX IIOApa3eicHHAX
H NPHUKpPEIUIACTCA K MEKTPOHHOH PErHCTPalHOHHON KapTOdKe A BKIOYEHHA B
0asy AaHHBIX €JHHOrO JOKYMEHToOOOpOTa H MOMIEKAaT OTIpPaBKe B AE€HB HX
perucTpanH HiIM Ha ciefyomui pabouuii aeHp. CpodHas KOppecIOHIEHI(Hs
OTNpaRNIAeTCA B NEPBYIO OUEPEb.

Komin nmnuceM, 3aperdCTPUpOBaHHBIX B CTPYKTYPHOM MOApasJielleHHH,
XpaHATCA y JIHL, OTBETCTBEHHBIX 3a BelleHHE JACIIONPOUIBOACTBA B JAHHOM
NOApa3ICCHHH. _ :

Ilpn HampaplleHHH HNOKyMeHTa Oojiee uyeM B 4 ajgpeca HCIOJHHTEIEM
COCTABNNETCA YKa3aTellb pPacChUIKM M IpHiaraercs HeoOXoaumoe KOIHYECTBO
9K3eMIUIApOB Ha OlaHKe MNHChMa agMHHMCTPAUMH ropojaa, MOANHCHIBAETCS
K2KIBIH 3K3EMILIAD.

4.8.4. TluceMa, 3aperHCTPHPOBAHHLIE B IOApa3AelieHHAX aIAMHHHCTPAILHHA
ropoaa, KOHBEPTHPYIOTCA H OTNPABJIAIOTCS JTHLAMH, OTBETCTBEHHLIMU 38 BEICHHE
JIeNONpPOU3BOACTBA CAMOCTOATENIBHO.

4.8.5. 3aKOHBepTHPOBAaHHBIE NOKYMEHTEl I Y4YETa BHOCATCH B peecrp
OTNPARIAEMBIX JOKYMEHTOB.,
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4.8.6. C noMompl0 CpeACTB DJEKTpHYECKOH CBA3H OCYIIECTBIIAETCHA
neperada HHQoOpMallHM B BHAE Tenerpamy, QakcorpamM, TenedoHOrpaMM,
3NMEKTPOHHHIX cooOmeHnii, nepemnapaemux no ITYBII PHAC u snexktpoHHO#M
IIOYTOMN.

4.8.7. TenerpaMMbl, CcOCTaBIfeMble B aIMHMHHCTpallHM ropoza,
NpPHHAMAIOTCA JUIA OTIpaBKH OTHENOM clyXeOHoro JoKyMeHTooOopoTa
3aBM3HPOBAHHBIE HCIIOJHHTENSAMH, [TOANHCAHHBIE MJPOM, 3aBepeHHHe repboBoi
MEeYaTel0 ¢ MOMETKOW O KaTeropud H JaTe BpydeHHs. OTmpaBka TenerpamMm
OCYLUECTBIAETCA B COOTBETCTBHM C [IpaBHIaMH MpeJOCTaBICHHSA YCIyT
TenerpagHoH cBA3M. ' ' .

4.8.8. Ilepenaua uAdopMamud ¢  IOMOWEID  TelleoHOrpaMM
OCYLIECTRJIAETCA YCTHO MO KaHanaM TeneOHHOH CBA3H OTBETCTBEHHAIMH
HCIIONHHTENAMH B CTPYKTYPHBIX MOIPA3sAENCHHUAX. [EKCT IIOCTYNHBINEH
TeneOHOrpaMMhl 3alHChIBaeTcs (IlevaraeTcsd) IoNydaTesleM Ha CHeUHaJIbHOM
OGnanxe WM B XypHale (npHiokeHHe Ne 23) M omepaTHBHO Iepenaercs
PYKOBOZMTEIO, KOTOPOMY OHa aJipecoBaHa.

4.9. OcoberinocTn paGoThl ¢ AOKYMEHTAMH, COAEPKAIMHMH ¢JIyxKeOHylo
AHpOpMaALHI0O OrpaHHYeHHOro pacnpocTpaHeHHs (¢ oTMmerxoi «/Ian
¢JIy#e0HOT0 NOJb30BaHHA»)

K cnyxebHol WHGOpPMalMM OrPaHHYMEHHOIO PaclpOCTPAHEHHS OTHOCHTCH
HeceKpeTHas HHQOpMAauMs, Kacalollascs ACATeNbHOCTH aqMHMHHCTPALUH T'OPOAa,
MYHHUHIANBHBIX  TPEANPHATHH H  yYpexAeHuH,  OrpaHH4eHHs  Ha
PacCIpOCTPaHEHNE KOTOPOH, AMKTYHOTCA cIyXeGHOH HeoOXOOMMOCTEID, Yuer,
BEJICHHE CIIyXeOHOH IepeNHCKH ¢ HCIIOJIb30BaHHEM HH(POPMALIHH OrPAHHYEHHOIO
PacTpOCTpaHeHHs PErTaMeHTHPYETCA CIeNHaIbHON HHCTPYKLUMEeH.

Ha noxyMeHTax, comepxallliX clIyKeOHY:0 MHQOPMAlHIO OrpaHHYEHHOIO
paclpocTpaHeHHs, NpocTaBnseTcd mnoMetka «ms cioyxe6GHOro IOIB3OBAHHS»
(«ACII»). OHH He nojuiexaT ONMyDIHKOBAHHIO B OTKPRITOH N€uaTH, Nepenayue o
paauo u TeneBuAeHHI0. COTpYAHHKOM (HMCIONHHUTENEM), JOMYIIEHHEIM K padore ¢
nokymenTaMu «JICID», 3ampelaercs cooOIATE YCTHO WIH MHCBMEHHO KOMY GBI
TO HH OBLJIO CBEJIeHHs, COAepXAaIIHecs B 3THX JOKyMEHTax, €ClIH 3TO He BhI3BaHO
ciyxeCHOH HeoOXOAUMOCTBIO. -

HeobxomiMocTh mpocTaBieHHs moMeTKH « s cny)KeGHoro [OJIb30BaHH»
Ha JOKYMEHTaXx H H3JaHMAX, CcojepXallux clIyxeOHyro wuHPOPMAIHIO
OTPaHM4EHHOTO  pAaClIPOCTPaHEHHSA, OIpeJeNseTcs HAOJDKHOCTHEIM  JIMLIOM,
NOJNHKCHIBAIONIHM, YTBEPXKIAIOIIHM AOKYMEHT. YKa3aHHas IIOMETKa H HOMEp
JK3eMIUIApa I[POCTaBIAIOTCA B MpPaBOM BEpXHEM YTy IepBOH CTpaHHLEI
JOKYMEHTa, Ha OOJIOXKE H THUTYIBHOM JIHCTe H3IaHHS, 8 TaKXe Ha NepBo#
CTpaHWIIE COMPOBOAMTENBLHOINO MHChMA K IOKYMEHTaM, COAEepXKalluM cTy)eCHyIo
HHQOPMALIHIO OTPAHHYEHHOT'O pacipoCTPaHEeHHS.

HoxymenTsl «JICIT» y4UTEIBAaIOTCA H PETHCTPHPYIOTCH OTAENBHO PEXHUMHO-
CEKpeTHEIM OpraHoM (MOOHJIM3AITHOHHBIA OTIeN aAMHHHCTpalMd ropoza). Ilpa

-
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HE3HAYHTEJIbHOM o0beMe TakHX MAOKyMEHTOB pa3pelllaeTcid BeCTH WX Y4eT
COBMECTHO C JAPYTHMH JOKyMeHTaMHM C JofamieHHeM K perscTpalHoHHOMY
HoMepy noMeTkH «JICIID».

INepecrunatorcs nokyMeHTH «JICID» apyrum rrpem‘rpnsm{m OpraHH3alHsAM
U yUpexAeHNsAM PeNbAberepCKOH CBS3bI0, 3aKa3HEIMH MIIH LEHHBIMU INOYMTOBRIMH
OTIpABICHHUAMH, XPaHATCA B HaJIeXHO 3alMpaeMbIX M olle4aThIBaeMAIX LIKadax
(AmpKax, XpaHHUAHIIaX). PasMHOMEHHE TakKHX JOKYMEHTOB (CHATHE KOITHIA)
NMPOH3BOJUTCA ¢ paspellleHHs MOOHIH3aUHOHHOIO OTAeNa aIAMHHHCTPALHH
ropoaa.

He moryT OhITh OTHeceHHM K ciryxeOHol m{tl)opmauun OI'paHH‘-leHHOFO
pacIpoCTpaHEHHMA:

, - aKTH 3aKOHOJATCNbCTBA, YCTAHABIHBAIOUIME IIPaBOBOH  CTaTyc

rocy/lapCTBEHHBIX  OpraHOB H  OpraHOB  MECTHOIO  CaMOYIIpaBlIEHHS,
MYHHUHNAIBHEIX NPeJNpUATHH H ydpexaeHnH, o0mecTBeHHbBIX O0beIUHEHNH, a
TaKXe Mpapa, CBO00ABI H 0053aHAOCTH rpaXkJiaH, MIOPANOK HX peaH3allii;

- CBEIeHHA O Ype3BhIYaHHBIX CHTYAUHAX, OMACHEIX IPHPOAHBIX ABIEHHAX H
npoleccax, OKOJOTHUeckas, TIHAPOMETeOpOJIOTHYECKAs, THIPOreoIoruyeckas,
neMorpa)Hueckas, CAHHTAPHO-3IIHAEMHONOTHYECKad H Jpyrad HHQopMamus,
HeoOxonuMas i obecliedeHHA 0€30MacHOr0 CyLIeCTBOBaHHSA HAacCeIeHHEIX
MYHKTOB, TPaXJaH H HaceleHHA B IIeNIOM, a Takxe MIPOH3BOACTBEHHEIX 00BEKTOB;

. - ONHCaHHe CTPYKTYPbl OPraHOB  MECTHOIO  CaMOYIpaBiIeHHA,
MYHHIMIANBHBIX OPeANPHATHH N yupexJeHHH, QYHKLIHMH HanpaBieHUA U GOpMBI
JEATENBLHOCTH, a TaloKe aapec;

- NOPAJOK pPacCMOTpPEHHMSA M pa3pellleHHs 3asiBJIeHHH, a Taloke o0paleHui
rpaxaaH H IOpHAHYECKHX JIHL];

- PEIleHHd MO 3aABJCHUSAM M o0pallicHHSAM TpaXJAaH H IOPHIHYECKMX JIHII
PacCMOTPEHHBIM B YCTAHOBJIEHHOM IOPSZKE;

- cBeaeHnd o0 HCnonHeHHH OlomKeTa M HCHONB30BAaHMHM  JIPYTHX
JAPCTBEHHRIX PECYPCOB, O COCTOAHHH 3KOHOMMKH H MOTpeOHOCTEl HaceneHus;

- JOKYMEHTBI, HaKaIUIHBaeMEIe B OTKPRITRIX GoHAax OHOIHOTEK U apXHBOB,
HH(OpPMAITHOHHBIX CHCTEMax OpraHM3allud, HeoOXOAMMBIE [UI PEaTH3aLMH Mpas,
¢BoOoa 1 00A3aHHOCTEH rpaXaaH.

3a pasrialieHHe cmyxeOHoH HHGPOpMaIUK OTPaHUYEHHOI'O
pacrpocTpaHeHHs, & TAKXKe 3a HapylICHHE NopAaKa oOpallleHnA ¢ JOKYMEHTaMH,
COAepXallMMH TaKyl0 HHQPOPMALHIO, COTPYAHMK aJMHHHCTPalUHH TopoAa,
MYHHIHIIUIGHOTO NPEANpPHATHS H YYpPeXKIEHHS MOXET OBITh INpPHBIEYEH K
JHCITHILUTHHAPHOH OTBETCTBEHHOCTH. : -

5. OcoGennocTH paGoThl ¢ 3/1eKTPOHHBIMH JOKYMEHTAMH

5.1. O6umne nonoxeHns paboTsl ¢ HJICKTPOHHBIMH JOKYMEHTAMH

5.1.1. ITopsanox paGoTHl C 3JE€KTPOHHBIMH JOKYMEHTAMH B aJMHHHCTpallHU
ropoja omnpefensierca PeFJIS.MeHTOM paboTEl B CHCTEME 3NIEKTPOHHOTO
JIOKyMeHToobopoTa « MOTHBY. L T



63

DNeKTpOHHEIE JOKYMEHTHL co3jaroTcs, o0pabaTHIBAIOTCS H XpaHATCH ¢
HCMOJIE30BAHHEM eJHHOTO 3JIEKTPOHHOTO JOKYMEeHT0o06opoTa
aBTOMaTH3HpOBaHHOM cucreMul «MoTuB» (nanee mo Tekety AC «MoTHBY).

DNeKTPOHHBIH AOKyMeHT — JOKyMEHT, HHGOpMaLpa KOTOPOro NpeAcTaBlIeHa
B 3NIEKTPOHHOHK dopMe.

5.1.2. IlpHeM 3neKTpPOHHEIX NOKYMEHTOB H3 AIMHUHHCTpaupH I'yGepuaTtopa
Benropoackoii obnactH, [IpaBHTenscTBa benropoackol 0bMacTH ocymecTBIAeTCS
yepes cHcTeMy anekTpoHHOro aokyMenrootopora ITYBII PHAC Ilpasurenscrso
00acTH.

5.1.3. JIoKyMeHTHI, HOCSIIHE CBEJEHHS KOH(HACHIHANBHOTO XapaKTepa, B
TOM YHCJIE CBEJIeHHA, COIEPXKallliie rocy JapCTBEHHYIO TAHHY H HHYIO OXPaHAEMYIO
¢enepanbHBIM 32KOHOM TaHHY, HE MOIJIEXaT PEerHCTpalH H BJIOXKEHHMIO B
CHCTEMY 3JIEKTPOHHOTO JAOKyMeHToOOopoTa. JloKyMeHTBHI ¢ moMeTkoM «J[is
CITy’keOHOTO NONB30BaHHA», 8 TAKXKe AOKYMEHTHI, CoAepXalllie NepCOHaNbHBIE
JAHHBIE, TIPHICKEHHSA OONBIIOro 00beMa ¥ HHBIE TIPUIOKEHHA, A% CKAHHPOBaHHA
KOTOPERIX  HEOOXOAMMEI  JIOTIOJHHMTENBHEIE  TEXHHYECKHE  yCTpOICTBa,
CKaHHPOBaHHIO HE MOJJEXAT.

B ciydae ecnu NpHIIOKEHHE He NMPHKPEIUIsSeTcs K 3JIEKTPOHHOMY JIOKYMEHTY,
B rpade «IIpHMEYaHHe» YKa3LIBaeTCs KpaTkoe 060CHOBAHHE IIPHYMHEL OTCYTCTBHA
BIIOXXEHHA U NepeiaeTcs HCIOMHHUTENIO HAPOYHO.

[Ipy CkaHHPOBAaHHH [JOKYMEHTOB MJIA MOCIEAYIOWIEro BioXkeHHa B AC
«MoT1HB» HEOOX0JTHMO HCIONB30BaTh CISAYIOIIHE HapaMeTphl: pa3sMep JOKyMEHTa
— A 4; dpopmar ¢aitna - PDF; 1iBeToByio manutpy - 4/0; paspemenue — 200 — 400
dpi (To4ek Ha JIOHM), B 3aBHCHMOCTH OT Ka4eCTBa HCXOAHOTO JOKYMEHTA.

5.1.4. CoctaBnenne, oQopMIICHHE ¥ COTTTACOBAHHE MPOEKTOB 3IIEKTPOHHBIX
JOKYMEHTOB OCYILECTBJIETCS [0 OOMMM TMpaBHIaM IeNONpPOU3BOACTBA,
YCTAHOBNEHHEIM MHCTpyklIlHEH B OTHOLICHHMH AaHANOTHYHBIX JOKYMEHTOB Ha
OyMaXXHOM HOCHTeNe. OJNEKTPOHHBIH MNOKYMEHT JAOJDKEH HMeTh DEKBH3HTHI,
YCTaHOBJIEHHBIE MJIA aHANOTWYHOrO MAOKYMEeHTa Ha OYMaXXHOM HOCHTENe, 3a
HCKIIIOYSHHEM OTTHCKA MeYaTH. : ‘

5.1.5. [lna nonTBepXACHHA MNOJNMHHOCTH D3JICKTPOHHEIX HOKYMEHTOB B
aMAHHCTPANHH ropojia HCIOE3YETCH CKaHMPOBaHHas B 00A3aTENBEHOM TIOPAIKE
H IPHKPEIUICHHAs OT HMEHH PYKOBOJHTEIIA PE30TIOLIHA.

5.1.6. B uemsx yvera W MOMCKAa DJIEKTPOHHEIX HOKYMEHTOB B CHCTEME
3NEKTPOHHOTO JOKyMEHTOO00pOTa HCHONB3YIOTCH CBEJEHHS 00 3SIeKTPOHHOM
JoxyMmeHTte, B cooTBeTcTBHH ¢ [locraHoBnenneM IlpasurenscrBa Poccuiickoi
®eneparmu oT 15.06.2009r. Ne 477 «O0 yTBep>KIeHHH NpaBHIl AEJIONPOH3BOICTBA
B ¢elepanbHBIX OpraHax HCIONHHUTEIBHOW  BNACTH», BKIIOYAEMEIE B
PErHCTPaLMOHHYIO KapTouKy. K TakuM cBeIeHUAM OTHOCATCH:

aApeCcaHT;

azpecar;

daMIIHA ML, TOANKUCABIIENQ JOKYMEHT;

BHJ, IOKYMEHTa;

IaTa JOKYMEHTa,

HOMEP JOKYMEHTA;



JaTa MOCTYIUIEHUA AOKYMEHTA;

BXOJSAIUA HOMED JOKYMEHTA,

CCRIJTKA HA HCXOJAIIMI HOMEp H JaTy JOKYMEHTa;

HaHMeHOBaHHe (3aroJIOBOK) JOKyMEHTa;

CBEJICHHUS O MepeajipecaliHi JOKyMEHTa;

KOJIHIECTBO JIHCTOB OCHOBHOTO JJOKYMEHTA;

KOTHYECTBO NPHIIOKEHHH;

o01mee KONHIeCTBO JTHCTOB MPUNIOKEHHH;

YKa3aHHS N0 HCTIOJHEHHIO AOKYMEHTa;

JOJDXHOCTD, (paMILTUs 0 HHULHAJIE HCTIONHHTEIA.

B cHCTeMy OSNIEKTPOHHOTO AOKYMEHTOOOOpOTAa MOTYT  BKIKOYATHCSA
NOMOTHUTENBLHEIE CBEIEHHA O JOKYMeHTaX: HaHMeHOBaHWE aBTOpa [JOKYMEHTAa,
OTMETKa O MepeHoCe CPOKa HMCIONHEeHHs NOKYMEHTa, CPOK XpaHeHHS AOKYMEHTa,
HAaHMEHOBaHUs IPHIOXKEHHH K 3JJIEXTPOHHOMY IOKYMEHTY, KIK4eBhle CIOBa H
IpYTHEe CBEeACHHA.

5.1.7. Epununeli ydera D3NEeKTPOHHOTO JAOKYMEHTOOOOpOTa ABAAETCA
SMIEKTPOHHEIH JNOKYMEHT, 3aperucTpupoBaHHEIf B AC «MoTHB». DnexTpoHHBIH
JOKYMEHT, HMEIOMMI [TPHIIOKEHH A, PETHCTPHPYETCS KaK OfMH NOKYMEHT.

5.1.8. HicnionHeHHBIe 31eKTPOHHEE NOKYMEHThI CHCTEMATH3HPYIOTCA B Jiefa B
COOTBETCTBHH €O CBOJHOH HOMEHKNIATYpPOH Aes afMHHHCTPaLMY ropoa.

5.2. llopanok paGoThbi € AJIEeKTPOHHBIMR noxjmen’rauﬂ

5.2.1. CHcTremMa »3IEKTPOHHOTO JOOKYMEHTOOOOpOTa mpeAHasHayeHa IS
OCYIIECTBJIEHHA NpPOLIECCOB CO3JaHMA, o0paboTkH, perucTpalliH, COTNAacOBAaHHA,
nepefayd, XpaHEHUs H I[IOHCKAa JOKYMEHTOB, KOHTPONA MCIOJHHTEILCKOH
JHCIMILIHHEL, [J11 OPTaHH3alHH YIEKTPOHHOIO JOKyMeHToo60poTa,

5.2.2. VY4yacTHHKaMH mpoliecca 3SNEKTPOHHOIO noxymemooﬁopora B
AIMHHHCTPANMH ropoja ABJISIOTCH:

- I71aBa afMHHHCTpauuu ropoaa benropopa;

- 3aMECTHTeNH I1aBbl 3IMHHHCTPALHH ropoJa;

- HAYAIBHHKH JAEllapTaMEHTOB, PYKOBOAMTENH KOMHTIETOB, HaJaNbHHWKH
yIpaBJIeHHM;

-  DYKOBOAMTENH  IOAPA3NCNCHAH,  ABMAKIIMXCA  MCIOIHHTENAMH
NEKTPOHHEIX JOKYMEHTOB.

5.2.3. I'napa anmMuHHCTpallHH ropoaa benropona (HasﬂaquHoe JODKHOCTHO®E
mu1o) ocymectrisger B AC «Motus»:

- PACCMOTPEHHE NOCTYMAIOMHX JOKYMEHTOB;

- BBLAaYy NOpYYeHHIt; ,

- IIOCTAaHOBKY Ha KOHTPOJIb 3JIEKTPOHHRIX JOKYMEHTOB H CHATHE HX C
KOHTPOJIN;

- COITIACOBAHHE JIEKTPOHHHIX JOKYMEHTOB;

- IOANHCAHHE OTIPABIAEMEIX (MCXOAAINAX) 2IIe KTPOHHBIX JOKYMEHTOB.
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52.4. 3amecTHTenH TIJIaBEl AJAMHHHCTPALlUH TOpOJ3, HadYalbHUKH
NeNapTaMEHTOB,  pYKOBOAMTEJIH  KOMHMTETOB, HadallbHHKH  YTpaBJIeHHH,
PYKOBOIHTEIH NTOApasaeaeHnii ocymecTrIAT B AC «MoTHB»:
- pacCMOTpEHHE NIOCTYIIAIONIMX AIEKTPOHHEIX JOKYMEHTOB;
- BRJAAYy NOpy4YeHHH (CKaHUPOBaHHE Pe3oNIoNHIt);
- MOCTAHOBKY Ha KOHTPOJIE 3JI€KTPOHHBIX JOKYMEHTOB H CHATHE HX C
KOHTpOJIA;
- COTJIaCOBAHHE AJIEKTPOHHEIX JOKYMEHTOB,;
-MOANHCAaHHE OTIIPABIAEMEIX JOKYMEHTOB;
- MCTIOJIHEHHE 3JIEKTPOHHEIX JJOKYMEHTOB;
- 3aKpBITHE 3JIEKTPOHHAIX JIOKYMEHTOB B J€JIO.
5.2.5. Otaen cnyxebHoro nokyMmerntoobopora H cimyxba mo paGore c
HaKa3aMH H 00pallleHUAMH I'PaskJaH OCYHMIeCTBIIIOT:
- PETHCTPALHIO MOCTYNAIMIHX H OTIPaBISeMEIX JJIEKTPOHHEIX JOKYMEHTOB;
- NpoBepKY OGMOPMICHHSA OTIPABISEMBIX 3IEKTPOHHBIX AOKYMEHTOB Ha
HaJIH9HEe BCEX PEKBH3HTOB, OMHOOK IIPH HX O OpMIEHHH;
- CO3/1aHM€ JIEKTPOHHEIX 00pa30B BXOMANIAX NOKYMEHTOB, noc*ryrmaumx Ha
OyMaHBIX HOCHTeJIAX (CKaHHpOBaHHE JOKYMEHTA);
- PACCRUIKY 3J€KTPOHHERIX JOKYMEHTOB HCIIOJIHHTENSAM - aipecaTaM;
- HalpaBJIeHHE HCMOJHEHHEIX 3NEKTPOHHRIX JOKYMEHTOB B J€JIO, |
KOHTpO/IP HCIIOTHEHHA  [IOKYMEHTOB, IIOCTAaBJICHHBIX Ha KOHTPOJb,
OCYILIECTBIAETCA B COOTBETCTBHH ¢ I1.4.6 HacTodAluel MHCTpyKIHH.
5.2.6. PaGoTHHKH NONpa3fe/ICHHH aIMHHHCTpAUWH IOpola, SBJIAIOIIHECH
HCTIOJIHHTENIMH MIEKTPOHHEIX HOKYMEHTOB, ocyniecTBisioT B AC «MoTtus»:
- HCITOJIHEHHUE NMOCTYTIAIOIHX IEKTPOHHEIX JOKYMEHTOB;
- 10pabOTKY 3JIeKTPOHHBIX JOKYMEHTOBR;
- cO3jaHHe OTIPABIsIEMBIX AJIEKTPOHHBIX JOKYMEHTOB;
- CKAHHPOBaHHE JOKYMEHTOB;
- COTTIaCOBAHHE INECKTPOHHEIX JOKYMEHTOB.
5.2.7. TunoBele MaplIpyTEl NPOXOXIEHHA 3JIEKTPOHHBIX ,uoxymemron B AC
«MoOTHB» ¢ COOTBETCTBYIOILMMH 3TanaMH HX 00paboTKH BKIIOYAIOT B cels:
1) Ins NoCTyNalOLUX (BXOAAIIHX) I0KYMEHTOB;
- IpUeM AOKyMEHTa;
- Ipe ABApHTENEHYIO 00paboTKY NOKYMEHTA;
- CKaHHpOBaHHE IOKyMEHTa (;um IOKYMEHTOB, MOCTYIIHBLIHX Ha 6yMaJxH0M
HOCHTeNe); :
- perHcTpalHi) JOKyMeHTa;
- pPaCCMOTPEHHE AOKYMEHTA;
- IQCTAHOBKY Ha KOHTPOJb HCIIOJIHEHHA HOKYMEHTa;
- HCMIOJIHEHHE JOKYMEHTa;
- HalpaBleHHe JOKYMEHTa B JeNo (HampaBAseT MAOKYMEHT B A0
OTBETCTBCHHKIN PYKOBOAHTENb);
2) JI MHHLMATHBHBIX HCXOAAIIMX JOKYMEHTOB:
- MOATOTOBKY IIPOEKTa AOKYMEHTA; _
- COMMIaCOBaHHe IPOEKTa JOKYMEHTa,; T
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- IPOBEPKY ITPaBHILHOCTH 0OpMIICHHA JOKYMEHTa;

- IOJNUCaHHEe JOKYMEHTa;

- perucTpalHio A0KyMEHTS;

- CKAaHHPOBaHHKE JOKyMEHTa;

- OTIIPaBKY JOKYMEHTa;

- OTMETKY O NOJYYEHHH OTBETA,;

- CKaHUPOBAHHE OTBETa;

- 03HaKOMJIeHHe (TIOpY9eHHe) [0 OTBETY;

- CHATHE C KOHTPOJIA JOKYMEHTa;

3) Ans BHYTpEHHMX NOKyMEHTOB:

- IOATOTOBKY NPOEKTAa JOKYMEHTa;

- COTJIACOBAHHE NIPOEKTa JOKYMEHTa (B CIIydae Heoﬁxonnuocm),
- paccMOTpEHHE JOKYMEHTa,;

- perucTpannio JOKyMeHTa;

- HCIIOJIHEHHE HOKYMEHTA;

- KOHTPOJIb HCTIONTHEHHSA U CHATHE ¢ KOHTPOJIS JOKYMEHTa;

- HallpaBJieHye JOKyMEHTa B Jelo0;

4) i aKTOB aAMHHHCTpAIIMK IOpoa;

- MOATOTOBKY IIPOEKTA aKTa, INCTOB COMMIACOBAHUA ¥ PACCHIIKH;
- IIpeIBapUTENEHYIO 00paboTKy AOKyMEHTa;

- IpeABapUTENBHYIO PETUCTPALHIO aKTa;

- HaMpaBlIeHHE ITPOEKTA aKTa Ha COTIACOBAHUE HODKHOCTHEIM JTHIIAM;
- peruCTPaLHIO aKTa;

- PACCBUIKY aKTa;

- PaCCMOTpEHHE aKTa;

- HCIIOJIHEHHE aKTa;

- KOHTPOJIb HCITOJIHEHHS H HanmpaBJleHHe JOKYMEHTa B Aelo.

5.3. Ilopsaaox o06paGoTkm 7JIEKTPOHHBIX JAOKYMEHTOB B CHCTEMe
IEKTPOHHOTO AOKYMeHTooGopoTa

5.3.1. IIpnem, nepsa4Has o0pafoTka H perHcTpanus JOKYMEHTOB B
CHCTeMe MIeKTPOHHOTO AOKYMeHTo0GopoTa

IlocTynuBilNe JOKYMEHTHl IIOCJIe IIPOBEAESHHA NEepBHYHOM 0OpaboTkH H
NpefBapHUTENBHONO paccMOTpeHHust perucrpupylores B AC  «Motus», B
PETUCTPALIMOHHYIO KapTO4YKY BHOCATCS OCHOBHBEIE OOS3aTeNIBHEIE DPEKBH3HTHI
OOKYMEHTAa.

JoKyMeHT, MOCTYNHBINHA Ha OyMaXHOM HOCHTENe, CKaHHpyeTrcs, K
PErHCTPallMOHHOH KapTouKe IPHKpEIseTcs JMeKTPOoHHBIH ofpa3 HOKyMeEHTa,
dopMHpyeTCs MapIIpyT MPOXOXXACHHS NOKYMEHTa B 3aBHCHMMOCTH OT BHIa H
coJiepXaHHs JOKYMEHTa, U CO3JAAaHHbIA 3JIEKTPOHHRIN JOKYMEHT HanpaBIIEeTCA Ha
PaccMOTPEHHE. :

JIOKyMEHTE MOTYT MOCTYIlaTh B aIMHHHCTPALHIO Iropoja IO JEeKTPOHHOM
TouTe. YdacTHHKaMH obMeHa HHpopManped 1Mo 3MeKTPOHHON MOYTE ABILSIOTCA:
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o0nacTHEIE CTPYKTYPHEIE NOApAa3/eNeHHs, IOpUANYecKHe H (HIMYECKHE JIHOA.
IIpyeM  3NeKTPOHHBIX JOKYMEHTOB M3 AjMmuHHCTpaumn ['yGepHatopa
Benropoackoii ofnacth ocymecTBafeTrcs depe3 CHCTEMY  3JIEKTPOHHOTO
noxymentcoGopota ITYBII PUAC Ilpasurensctsa o6nacTH.

OneKTpOHHble COOOIIEHHsA, TTOCTYIUBIIHE B aIMHHHCTPALMIO OT BHEUIHHX
YYaCTHHKOB (FOPHAMYECKHX H (H3HUECKHX JIHI) H OTBedarliHe TpeGoBaHMsIM
odopMIIeHHA 3NeKTPOHHBIX JOKYMEHTOB, IojuiexaT peructparyd B AC «KMOTHBY.

B cHcTeMe 3JeKTPOHHOIO AOKYMEHTOO00pOTa INPOM3BOAUTCA IepBHYHAs
obpaboTka H perucTpauus JIEKTPOHHBIX JAOKYMEHTOB, IOCTYIHBIIMX IIO
3NIEKTPOHHOH II0YTe, AHAIOTMYHO NOCTYIHBIONM JOKYMeHTaM Ha OyMaXXHOM
HOCHTeIle. _ :

IlepprqaHas  oOpaboTka  3MEKTPOHHOTO  JOKYMEHTAa  3aBepINaeTcA
PErHCTpalHel A0OKYMEHTa, B KOTOPOH B COOTBETCTBYIOILHX IONAX IPOCTABIAETCA
PETHCTPAallHOHHLEIE HOMep H Jara perucTpaldd IOJYyYeHHOTO 3JIeKTPOHHOIO
JOKyMeHTa. JIOKyMeHThI, IOCTYIIMBILHKE B JIEKTPOHHOM BHJIE, HE CKaHUPYIOTCA: K
PETHCTPALMOHHON KapTO4YKe NMPHKPEIUIAETCS MOCTYNHBIUMA 3NeKTPOHHBIH o0pa3
JoKkyMeHTa. [locne perdcrpanM NOCTYIWBIOHWH 3N€KTPOHHHIM JOKYMEHT
nepechlIaeTcss Ha PACCMOTPEHHE B COOTBETCTBHH C MAapLIPYTOM IMPOXOXKIEHHA
JOKYMEHTA. ]

5.3.2. PaccmoTpeHde mNOCTYyNHBIIEro (BXOAAINEro) 3JIeKTPOHHOIO
AOKYMEHTa, BHIAa4Ya NOpPYYEHH, MOCTAHOBKA Ha KOHTPOJbL H JOBEJeHHUE
3JIEKTPOHHOI0 JOKYMEHTA 10 HCTIOJTHATESA

OneKTpOHHEIH  JOKYMEHT HANpaBIseTCA Ha  pacCMOTpeHHe  IIHIY,
YIIOJIHOMOYEHHOMY Ha PacCMOTPEHHE JOKYMEHTOB, H MOATOTOBKY HM PE30MIOLHH.
Pyxopoaurens (MOMOIDHHK, Ha3sHA4eHHBIH pYKOBOJAWTENEM) (QOpPMHpPYET
pesomouHle (mopydyeHHe, YKa3aHue MO €ro HCHOIHEHHIO) IMyTeM Jo0aBneHHs
OTBETCTBEHHOTO HCIIONHHUTENS (HCIOJHHTENCH) B CYIIECTBYIOLIMHA MapLUpyT
NPOXOXAEHHA 3NEKTPOHHOro JOKYMEHTa, BHECEHHSA TEKCTa pe3ONIIOLAH C
NpHKpEIVIEHHEM CKAHHPOBAHHOH pE30MIONHH OT JHMLA pYKOBOAMTENSd, CPOKax
HCIIOJTHEHH, KOMMEHTapHEB.

53.3. HcnoasenHe mNOCTYNHBIIEro (BXOJAIIEro) 3JAeKTPOHHOIO
AOKYMeNnTa

HcnonHeHne BXOALIETO AMEKTPOHHOTO AOKYMEHTA BKIIO4YaeT B ceba:

HENOCPEACTBEHHOE  O3HAKOMIJIEHHE ¢  TIOCTYNHBIIMM  (BXOJALIMM)
3NEKTPOHHLIM AOKYMEHTOM;

NepeHanpaBlieHHe  IIOCTYIMBINETO  3JIEKTPOHHOTO  JOKyMEHTa  Ha
HCIIONHEHWE APYTHM HCIIOJIHHTENIAM IyTeM N00amjieHHA B 3a/ady HCIIOJHHTEIA,
CPOKOB HCITOJIHEHHS, BHECEHHS KOMMEHTAPHEB;

Ha3HAYEHHE OTBETCTBEHHOTO 33 HCIOJHEHHE [MOCTYIHBIIErO 3MeKTPOHHOIO
NOKyMeHTa myTeM JAobaBieHHs HMCIOIHHTENS B MaplIpyT HPOXOXKACHHs

+-



3NEeKTPOHHOIO  JIOKYMEHTa ¢ YyKasaHHeM HHpopMmauud o paboTHHKe,
OCYILECTBIIAIOIIEM KOHTPOJB, CPOKAX HCITOJHEHHS BJIEKTPOHHOIO JOKYMEHTA,

HENOCPeICTBCHHOE HCIIOHEHHE IOCTYMHUBILETO 37EeKTPOHHOIO JOKYMEHTa,
OCYLIECTBIAEMOE BHECEHHEM HHQpopMalUWH o0 HCNONHEHHH 3JIeKTPOHHOIO
AOKyMEHTa, pPHKpeIUleHu (aiina c oT4eToM 06 HCTIOTHEHHH;

CHATHE 3JIEKTPOHHOTO JOKYMEHTa C KOHTPOJIS IPH HCIOJHEHHH BCEX
BBIIAHHEIX MOPYYEHHH H MOCTABICHHBIX 3afay JIMLOM, UMEIOIIHM IMpaBO CHATH
JOKYMEHT ¢ KOHTPOJIA [TOCIIE ero HCMOJIHEHHS.

Bce jneficTrug, ocymecmxeMme ¢ JIOKyMeHTOM, L[OI[)KHI:I ofOa3arensHO
orMeuatbes B AC «MoTtHB».

5.3.4. Hanpan.nenné 3nempoimoro AOKYMeENTa B X0 (apxnn)

HanpaBnenne HCHOMHEHHOIO 3JIEKTPOHHOIO JOKyMEHTa B Aeno (apXHB)
3aKJIIOYAETCS B MOMEIICHHY B IEKTPOHHBIN apXMB IO THIy AOKYMEHTa COIJIACHO
HOMEHKJIaType Aell B aIMHHHCTpAllHU ropoja.

HanpapneHde HCHOJHEHHOrO 3IJICKTPOHHOINO AOKYMEHTa B DJJIEKTPOHHOE
IEeN0 OCYNIECTBIAETCA YNpaBIeHHEM JAOKyMEeHTalHOHHoro ofecnedyeHus,
IpHeMHOH  aAMHHHCTpallM4  ropojfia,  YNpaBlIeHHEM  CTPATErH4ecKoro
TUTaHHPOBAHUSA, OPTaHU3AIMOHHO-KOHTPOJBHOM H aHanmuTH4Yeckod paboTh B
3aBHCHMOCTH OT HA3HAYCHHBIX MNONHOMOYHH, BBIJAHHBIX AJMHHHCTPATOPOM
cucteMul AC «<Motus».

OIDHOBPEMEHHO MPOHCXONHUT MMPOBEPKA COOTBETCTBHA MEKTPOHHOIO Aelia H
Iena, hopMHpPYeMoro Ha 6yMaXXHOM HOCHTEJIE.

5.3.5. XpaHenHe 3JIeKTPOHHBIX AOKYMCHTOB B apXHBe NIEeKTPOHHBIX
JOKYMEHTOB B CHCTeMe NIeKTPOoHHOro JokyMeHToo00opoTa AC «MoTHB»

VcnoHEeHHEBIE JIEKTPOHHBIE JOKyMeHTH xpamsatcs B AC «MoTHB» B
COOTBETCTBHH C HOMCHKIATYypod Jen aJMHHHCTPAallHH ropoja @O THNaM
noxkymeHTOB. IIpM cocTaBieHHH HOMEHKJIATypsl J¢1 B 3aroJIOBOK Jena
BIJIIOYAETCA yKasaHHe «OJIeKTpPOHHbIE IOKYMEHTHI», Hanpamep: «llopydenns
IIaBbl AAMHHHCTPAIIHH Fopoa. DNCKTPOHHBIC JOKyMEHTED».

CpoKH XpaHeHHs DJJIEKTPOHHBIX JOKyMEHTOB COOTBETCTBYIOT CpPOKaM
XpaHeHHs JAOKYMEHTOB, YCTAHOBJIEHHBIM 3aKOHOJATCIBHBIMH H  HHBIMH
HOPMAaTHBHBIMH NpaBOBBIMH aKkTaMH PoccHiickol (eaepaiyi, THNOBRIMH HIH
BEJIOMCTBEHHBIMH TIepEYHAMH Ui QHAJNOTHYHBIX JOKYMEHTOB Ha OyMa)KHOM
HOCHTEJIE.

OKCIIepTH3a USHHOCTH JIeKTPOHHBIX AOKyMEHTOB OCYLIECTBIAETCS B 00ILeM
NOpAAKe, YCTAHOBJICHHOM B OTHOLICHHH JOKYMEHTOB Ha OyMaXHOM HOCHTEIE.
Tlocne ucTedyeHHs Cpoka, YCTAHOBJICHHOIO I XPaHCHHS O3IEKTPOHHBIX Jel
(3MEeKTPOHHHIX JOKYMEHTOB), H4a OCHOBaHHM aKTa O BEIIENEHHH HX K
VHHUTOXEHHIO YKa3aHHEIC OJJIEKTPOHHBIE Jela (3eKTPOHHBIE JOKYMEHTHRI)
TIOZJ1eXKaT YHHYTOXESHHIO. : :
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CdopmuaposaHHbIH apxna 3JIel(TpOHHLD£ JIOKYMEHTOB JIOCTYNIEH TOJBKO JIIA
NPOCMOTPA. . : :

Hoctyn K Hmbopmauuu, colepXalmeHcs B apxXHBe AJEKTPOHHEIX
HOKYMEHTOB, o0eCreuHBacTCsa IyTeM YCTAHOBJICHHs ONPEETICHHBIX KaTeropHi
IOJIb30BaTENEd H NPHMEHEHHS COOTBETCTBYIOIIMX TEXHHYECKHX CpEACTB H
MPaBOBEIX HOPM JEHCTBYIOIIET0 3aKOHONATENLCTBA H OCYIIECTRIIAETCA B IIOPAAKE,
npeaycMoTpeHHoM UacTpykIHei.

Komnus apxupa 3JIEKTPOHHEIX JOKYMEHTOB II€pe/laeTCsl Ha XpaHEeHHE B OTEN
MYHHLHNAILHOTO apxunﬂoro ¢donma BMecTe ¢ Tmepelavyeii AOKyMEHTOB Ha
OyMaXXHEIX HOCHTEISAX. : :

[lepemaya apxuBa BJIeKTpOHHBIx JOKYMEHTOB HA TroCyJapCTBEHHOE
XpaHeHHe OCYILECTBJISETCA B MOpAIKe, NPEeAYCMOTPEHHOM IR NepeiadH fell,
¢(hOpPMHPOBaHHLIX Ha OyMaXHEIX HOCHTEIIX.

6. Oprannszanes JOKYMeHTOB B AeJIONPOH3IBOACTBE

OpraHu3aiia AOKyMEHTOB B JeNONPOH3BOJCTBE MpeACTaBIfgeT coGoi
COBOKYITHOCTH BHHOB paboT, o0ecne4yHBalOIMX  COXPaHHOCTh,  YyYer,
CHCTEMAaTH3alMIO JOKYMeHTOB, GopMHpoBaHHe H odopmieHHe nen B
JCJIONPOH3BOACTEBE H HX Ilepelady Ha apXHBHOE XpaHeHHE B COOTBETCTBHH C
TpeOOBaHUAMH, YCTAHOBJIEHHBIMH YroCyJapCTBEHHBIMH  CTAaHJApPTaMH Ha
AOKYMEHThI, HOpMaTHBHO-METOJHYEeCKHMH JoKyMeHTaMH DenepanbHoit apXHBHOH
cnyx6nl PoccHn, a TaKke COOTBETCTBYIOIIMMH HOpMaTHBHO-MeTOJ.IH‘{eCKHMH
JNOKYMEHTAMH 10 apPXHBHOMY ANy M JeJIONPOH3BOIACTRY.

OcHoBHEIMH  BEAamui  pabor, ofecreunBalOIAMH  NPaBHJIEHYIO
OpPraHH3alHi0 AOKyMEHTOB B JEJONpPOH3BOACTBE, ABJAIOTCA COCTaBJICHHE
HOMEHKJIATypsl Aell 1 QopMHpOBaHHE Ae.

6.1. HomenxiaTypa aen aAMHHHCTPallHH ropoja

6.1.1. Homenwnarypa nen mnpeiacTaBifer cO0OH CHCTeMaTH3HpPOBaHHBIN
NepeyeHb 3arOJIOBKOB JeJl, 3aBOJHMbBIX B aAMHHHCTPAlHH IOpPoAa, ¢ YKa3aHHEM
CPOKOB HX XpaHeHHd, O(OpMIeHHEIA B YCTaHOBJICHHOM TIopsaike. B
AMMUHHACTPALlHH ropolla COCTaBIAIOTCA HOMEHKIATYphl JeNl  CTPYKTYPHBIX
nongpasfenennii (mpwioxkeHHe Ne 25) W cBOAHaA HOMEHKIATypa Jed
aIMHHHCTPAIHH ropoja (IpHnoXxeHHe Ne 26).

HoMeHKIaTypa Jen NpeAHAa’Ha4eHa M1 TPYNIHPOBKH HCIIONHEHHBIX
JIOKYMEHTOB B Jiejla, CHCTEMATH3allMd H y4dera JeJi, onpefleleHHA CPOKOB HX
XpaHeHus M SABJACTCA OCHOBOH JUIS COCTAGBJIEHHMs OIIHCEH JieNl MOCTOAHHOIO H
BpeMeHHOro (cerime 10 yieT) xpaHeHHs, a TaKxKe UL ydeTa JeJl BpeMeHHOFO (mo
10 eT BKIIOYHTENEHO) XpaHEHH.

6.1.2. Kaxxgoe Aeno, BKIIOYEHHOE B HOMEHKIATYPY, AOJDKHO HMETh CTPOIo
onpezneseHHuIH HHACKC.
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HMHaeke pgen COCTOMT M3 YCTaHOBJIEHHOro mnudpoBoro obo3HaveHus
NIOZipasAcieHHs, YCTAaHOBNEHHOTO NPHKA30M 3aMECTHTEN IJaBbl aJMHHHCTPAIHH
- DYKOBOZHUTeNs annapara aJMHHHCTPalMH TOpoAa, H MOPANKOBOTO HOMepa
3aroJIoBKa Aelia 110 HOMEHKIIATYpe B NpeAeliaX Mopa3ieICHUA.

Kak mpaBmwio, B HOMEHKIAType el CleAyeT COXpaHATh OJWHAKOBEIE
MOpAJIKOBblE HOMepa I OJHOPOAHBIX Jesl B Ipelenax pa3HHX CTPYKTYPHBIX
noApasaeacHui. '

Homenknatypa aen noppasjelneHds cocTaBnsgercs (He nosaHee 15 Hos6ps)
OTBETCTBEHHBIM 3a BEACHHE HEICHPOH3BOACTBA, COITIACOBHIBAETCA C OTASIIOM
MYHHIUNIAIBHOTO  apXWBHOIO  (oOHAA  YNpaBNeHdA  JAOKYMEHTallHOHHOIO
obecrnedeHns, NOAIUCHIBACTCA PYKOBOAUTENIEM CTPYKTYPHOTO [IOAPa3ASIeHHUA.

BHOBL co3aHHOE mofpasfaeneHHe ofs13aHo B MecsqHEIN cpok pazpaboTats
HOMEHKJIaTypy Jell IOApa3JielcHHA U TIPeACTaBHTh €e B YyNpaBlleHHe
JIOKYMEHTANOHHOT0 00ecneueHu .

6.1.3. CsoxmHas HOMeHKIaTypa Jel aAMHHHCTpalMH TIopoja Ha
NMPEeNCTOAIIMA KaIeHOapWbli TIOA COocCTaBidercd B IOCJHEAHEM KBaprale
IpeAIIeCTBYIOMIEr0 roja OTAeNOM ciyxebHoro JAOKyMeHToofopoTa IO
YCTAHORIEHHOH <¢GopMe Ha OCHOBAaHHM HOMEHKJIATYP Iiell CTPYKTYPHEIX
nojpasfelneHud agMHHHUCTPaAUHH Iopofa IIpH METOAHYECKOH NOMOINY OThena
MYHHLIMNANBEHOTO  apXMBHOIO  (OoHAA  yNpaBlCHHA  JOKYMEHTALHOHHOIO
obecnieyeHns (manee - oTAe] MyHHIMIIAKEHOIO apXUBHOrO (oHOa), OOUH pa3 B 5
IeT coriacyercs ¢ yIpaBlCHHeM IO JAejiaM apxuBoB benropoackoit oGnacth,
TIOJTHCEIBAETCA HAaYAJIIbHUKOM YIIpaBlieHHs JOKyMEHTallHOHHOTo ofecmedeHws,
YyTBEPKIACTCA 3aMECTHTENIEM IIABBI AAMHHUCTPAUHH — PYKOBOZUTEJIEM alapaTta
aJMHUHHCTPALMH ropoJa H BBOAUTCA € | AHBaps clieAyIomero roaa.

Ilocne yTBepx/eHHUA CBOAHON HOMEHKIATYPH! Jel aJMHHHCTPallHH ropoaa
B CTPYKTYpPHbIE [IOJIpa3/ielIeHHs HallpaBJIAIOTCs BBITHCKH U3 €€ COOTBETCTBYIOIIHX
pa3aenos. : .

B ciydae H3MEHEHHA CTPYKTYpbl a8JMHHHCTPallHH TIopoAa B CBOAHYIO
HOMEHKIIaTypy AeJ BHOCATCSA COOTBETCTBYIOIIHE H3MEHEHHS, BIUIOTE IO ee HOBOTO
COCTaBJICHHs, COTIaCOBAHHA H YTBEPKIACHUSL.

[oapasneneHus, ABIAIOIIMECH HOPHAMYECKHMH JIHUAMH H HCTOYHHKaMH
KOMIUICKTOBaHHA  MYHHLMIANBHOIO  apXHBHOIO  ¢oOHAA, COCTaBAAIOT
HOMEHKJIATYpY el B aHAIOIMYHOM IIOPsANKEe H MOCNe COIVIACOBAaHWA C OTAENIOM
MYHHIHIATBHOIO apXMBHOTO (OHIA CaMOCTOATENBHO COIJIACOBBIBAIOT €€ C
ylpaBlieHHeM IO JienaM apXxHBoB benropoackoit obnacty. :

6.1.4. B HOMeHKIaTypy JeJl BKIIOYAtOTCH 3ar0oJOBKH Jie)l, OTpaKalolHe BCe
JIOKYMEHTHPOBaHHEIEe Y4acTKH paboThl aIMIUHHCTPALIAY IOPOJa.

Ha3zsanusamMu pasnenoB HOMEHKIATYPhl A€ &JMHHHCTpAUHH ropona
SIBJIIIOTCS Ha3BaHWs [OApasfieNieHHik; pa3/ieNbl paclojiaralorcsi B COOTBETCTBHH C
YTBEPXJEHHOH CTPYKTYpOH.

6.1.5. Ecnu B TeyeHHe rofia B aJMHHHCTpAIlHH ropoAa BO3HHKAIOT HOBBIE
JOKYMEHTHPOBaHHBIE YYacTKH paboTei, HEIpeIyCMOTPEHHBIE AENa, OHH IO
COIJIACOBaHHIO v yIpaBJIeHHEM NOKYMEHTaUHOHHOTIO ofecneyeHus
JOMOJIHUTENHHO BHOCATCS B HOMEHKNATYpY JeIL.
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JIns BHOBH 3aBOJMMBIX JeJ B KaXKJOM pas/ie/iec HOMEHKIIATYPhl OCTABNAKTCH
pe3epBHEIC HOMEpA, :

6.1.7. Ilo oxoH4YaHHH roja B KOHue HOMCHK.TIaTypH Jen AenaeTcs HTOroBas
3aMHCHL O KOIIWYeCTBE 3aBeJIeHHBIX Ael (TOMOB).

6.2. GopmupoBaHHe H 0dopMIIeHHE 1eJ1 B IMHHHCTPAaLlHA ropoaa

6.2.1. ®opmHpoBaHMe Jen - IPYNIHpPOBKa HCHOJHEHHHX JOKYMEHTOB B
Iena B COOTBETCTBMH ¢ HOMEHKJIATYpOH Jen H CHCTeMaTH3alus noxyuem‘oa
BHYTDH JieTa.

Hena B a,ﬂ,MH'HHC'IpaHHH ropoza (GOpMHpPYIOTCA neueHTpaﬂmoBaHo TO €CTh
B OTHene CiIyxebHOro AOKYMeHTo000poTa H B CTPYKTYPHBIX NOJpasAelIeHHsIX
aJMAHNCTPANHH ropoja. MopMHpoBaHHEM el 3aHUMAFOTCH JIHLA, OTBETCTBEHHEIE
3a Be/IeHHE JIeTONIPOH3BOJICTBA B CTPYKTYPHEIX NOApa3ieNeHHAX.

HUcnonHeHHBIE 3NCKTPOHHBIE JOKYMEHTBI TaloKe CHCTEMaTH3HPYIOTCH B
Jlena B COOTBETCTBHH ¢ HOMEHKIIATypoH aen. :

Koutpont 3a npaBHIBHBIM (GOPMHPOBAHHEM el ocyulecmnae'r oTaen
MYHHIHTATEHOIO apXHBHOTO (hOHAA.

6.2.2.T1pu bopmupoBaHun fen coOMogaroTea Creayomne o6me mpasuna;

- MOMEINAIOTCA B JIENO TONLKO HCMOMHEHHBIE JOKYMEHTE B COOTBETCTBHH €
3aroJIOBKAMH Ae) 1O HOMEHKIAType,;

- TPYNNHUPYIOTCA B JENO [JOKYMEHTEl OAHOIO KAJNEHAApPHOrO rofia, 3a
HCKIIIOYCHHEM [IEPEXOJALIMX JelT;

- pasaeNbHO TPYINMHPYIOTCH B JeNna JOKYMEHTH MOCTOAHHOIO U BPeMEHHOTO
CPOKOB XpaHeHHS; '

- B JENI0 HE HOMEILAIOTCH NOKYMEHTRI, NOJJIexalliie BO3BPaTy, JIMLIHHE
5K3€MILIAPE], YEPHOBHKH H KOIIHH; :

- 1o 00BeMy Zieno He npesbimaeT 250 THCTOB NpH TOJIIMHE He Oonee 4 cM.
(TonmuHa e co cpokaMH XpaHeHHA 10 10 ner He mpesmmaer 10 cm.) Tlpu
NpeBRIIEHHH JaHHOro o0beMa 3aBOJHTCA BTOpoH ToM. [IpM Hamuduu B gene
HECKOJIBKHX TOMOB (4acTeil) HoMep (MHIEKC) H 3arojIoBOK Aella MPOCTaBIAIOTCA
Ha KOKJ0M ToMe ¢ noGaBneHueM «T.1», «T. 2» 4 T.4.

6.2.3. JlokyMeHTnl BHYTPH JieJla paclojaraloTcsi CBEepXy BHH3 B
XPOHOJIOTHYECKOH ITOCIIEIOBATEIbHOCTH H pacloNaralotTcsi B ONpeAeleHHOM
HOpsOKe: CHavala MOMEINAeTCi OCHOBHOHM JOKYMEHT H OTHOCAIIMECH K HeMY
NPWIOXKEHHA, a 3aTeM B XPOHONOTHYECKOM MOpAIKe HAYT JOKYMEHTEHI,
BO3HUKAIOIIME [0 MEpe pelleHus Bompoca. Bxoasmue - nmo gaTtaM NOCTYMIIEHHA,
HCXOAsIIMe - [0 JaTaMm oTnpasneHHA. [IpoTokoiel B JAelle pacnofaraloTcsi B
XPOHONOTHYECKOM TMOpsiike M0 HomepaM. JIOKyMeHTBl B JIHUHBIX Jenax
pacronararoTcs o Mepe HX NOCTYTUIEHHS.

3anpemaercd MOAIUMBATEL B ,ueno HEHCTONHEHHEEe W NO/VIexKalllHe BO3BpaTY
MOKYMEHTEL : .

6.2.4. Jlena agMHHUCTPAlUU ropofia oQOpMIAIOTCH npu HX 3aBeJICHHH H IO
3aBepiieHun roga. O¢opMIeHHE Aela - 3TO MNOATOTOBKa J€jla K XPAHEHHIO.
OdopMmnenne Aena BKIO4aeT B cebA KOMIUIEKC paoT MO ONHCaHHIO Jela Ha



obnoxke, OpoUIIOPOBKE, HyMEpalHH JHCTOB H COCTABJIEHHIO 3aBepPHTENLHOM
HaanmdcH. OdopMieHHe Jen MPOBOAHTCA COTPYJHHKAMH COOTBETCTBYIOILIHX
CTPYKTYPHBIX TOApa3feleHHil, B 00j83aHHOCTL KOTOPEIX BXOAWT 3aBElEHHE H
dopmypoBauve Zes, NMPH METOJHYECKOH TNMOMOIM M TOJ KOHTPONEM OTAena
MYHHIIHNIAJIBHOTO apXHBHOTO GoHAA.

6.2.5. B 3aBHCHMOCTH OT CPOKOB XpaHEHHs IPOBOAMTCA MONHOE HITH
yacTHaHoe odopMieHHe paen. IlonHoMy odOpPMIIEHHIO TOMIEKAT Jena
IIOCTOSHHOTO, BPEMEHHOIO (CBRILe 10 JIeT) XpaHeHHS M MO JHYHOMY COCTaBY.
[TonHoe odopMiteHHe Aena mpefycMaTpHBacT: oQopMIICHHe PEKBH3HTOB 06N0XKKH
Jiena 1o ycraHoslieHHOH dopMme (puioxxeHue Ne 27 ); HyMepauHio THCTOB B AeJie;
COCTaBJIEHHEe JIMCTa - 3aBepHTena jAena (npunoxenne Ne 28); cocTaminenHe B
HEOOXOMHMEIX CyqasX BHyTpEHHEH OTHCH OKYMEHTOB Jel (IIpHiIokeHHe Ne 29);
MOALIMBKY HJIH NMEpeIUieT Aeia; BHeCEHHE HEOOXOMMBIX YTOYHEHHH B PEKBH3HTHI
0o0NOXKH Aena.

6.2.6. OB6n0%Ka nena NoCTOSHHOrO, BpemeHHoro (cBeime 10 jeT) XpaHeHHs H
Mo JIHIHOMY cocTaBy odopMifgercs MO YCTaHOBICHHOH ¢opMme. Ha obmoxke
Aena yYKa3plBAIOTCA PEKBH3HTLI: HaWMEHOBAHHE aJMHHHMCTPAllMH TropoJa;
HAaHMEHOBAHHWE CTPYKTYPHOTO MOApasielieHUsA; HoMep (HHAEKC) AeNa; 3arolloBOK
Aena; nata gena (Toma, 4acTH); KOJIHYECTBO JINCTOB B Jie/le; CPOK XpaHeHH Jea;
apxHBHBIH WHbp Aena. :

Ilo okoHUaHHH TOJla B HAaAIIACH HA oﬁnoxclcax Jell TOCTOSHHOrO H
BpeMeHHOro (cBeimie 10 JeT) XpaHeHHMS BHOCATCA YTOYHEHMA: IpH
HECOOTBETCTBHH 3arOJIOBKa Jlell Ha OONOXKE COJEPXRHHIO TOJUIHTEIX
JNOKyMEHTOB B 3arolIOBOK JieJla BHOCATCS H3MEHEHUA H JONOTHEHHA.

6.2.7. Ing y4yera NOKYMEHTOB OIpeAENEeHHRIX KAaTerOpHHd MOCTOAHHOIO H
BpeMeHHOro cpokoB (cBeime 10 ner) XpaHeHHs, y9eT KOTOPHIX BHI3RIBAETCA
cnenndukof maHHOH AokymeHTanyu (ocobo ileHHBle, JNHYHBEIE JAefla H T.A.),
COCTABIIAETCH BHYTPEHHSIA OMUCH JOKYMEHTOB JIEJA. S

6.2.8.JJoKyMeHTEI, COCTABIAOLINE A€JI0, MOAIIHBAIOTCA HA qermpe IpOKOJIa B
TBEPAYIO OOJIOXKY M3 KapTOHAa HJIH INepeIUICTAIOTCA € YYEeTOM BO3MOXHOIO
CBOOOIHOTO YTCHHS TEKCTa BCEX JOKYMEHTOB.

Hena BpemenHoro (a0 10 JyeT BKIIOYHMTENBHO) XpaHEHHA, XpaHATCS B
CKOPOCIINBATEIX, MEPECHCTEMATH3AlMA JOKYMEHTOB B J¢le HE NPOBOAMTCS,
JTHCTHL iefla He HyMepYIOTCS, 3aBEPHTENBHEIE HAAIMHCH HE COCTABIISAIOTCA.

6.3. DKcnepTH3a LEHHOCTH JOKYMEHTOB

-

6.3.1. OkcnepTn3a LEHHOCTH JOKYMEHTOB - HM3YYE€HHE JOKYMEHTOB Ha
OCHOBaHHH KPHTEPMEB HX LEHHOCTH B LENAX ONpeAeseHHS cpoxon XpaHeHHA
JOKYMEHTOB H 0TOOpa HX Ha roCyJapCTBEHHOE XPaHEHHE. :

6.3.2. OKcliepTH3a LEHHOCTH JAOKYMEHTOB B a,I[MHHHCTpaI.IHH ropoaa
MIPOBOJHTCH: :

- B CTPYKTYPHBIX MOApa3JielIeHHAX IPH COCTaBICHHY HOMEHKJIATYDHI Jell,
OpH (OPMHPOBaHHH JEN H NpOBepKe NpaBHIBHOCTH OTHECEHHA NOKYMEHTOB K
IeJaM, TIpH NOArOTOBKE Ae) K Nepejade B apxHB H K YHHUTOXEHHIO,
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- B apXHBE¢ B IIPOLECCE NOATrOTOBKH ZeNl K Hepeliadye Ha IOCYAapCTBEHHOE
XpaHeHHe H K YHHYTOXEHHIO.

6.3.3. Jns opraHusauuy H nponeneHHa KCHEPTH3bI ueHHocm IlORYMeHTOB
B aZMHHHCTpalMH TOpOJa CO3AaeTcd INOCTOAHHO IeHCTBYIOWAA IEHTpAlbHAas
9KCIIepTHas KoMHCCHA (manmee mMeHyercd - LIDK) u, npu HeoGxomuMocTH,
SKCIIEPTHEIE KOMHCCHH (aanee umeHyetcs - DK), HyHKUNH, TpaBa U OpraHH3alns
paboOTEl KOMHCCHH OIIPENEe/AIOTCA TOJOXKEHHAMH O LEHTpanbHOH 3KCnepTHO
KOMHCCHH, YTBEPXIEHHOH pacHOpsKEHHEM [JIaBH aJMUHHCTPaLlHH ropoAa M
9KCTIEPTHOH KOMHCCHH, YTBEPXJICHHOH NMPHKA30M PYKOBOIHTENEH CTPYKTYpPHOIO
TIOApa3AC/ICHNUA.

CTpyKTypHEIE NOApa3Je/IeHUs AIMHHHCTPALNH, SABJIAIOMHECH
JOPHIHYECKUMH JIHIIAaMH, CO3JAI0T CODCTBEHHEIC J3KCNEpPTHEIE KOMHCCHHM I
oTbopa JOKYMEHTOB Ha apXHBHO€ XpaHEHHE WIH K YHHYTOKEHHIO.

6.3.4. DKcnepTH3a LIEHHOCTH HAOKYMEHTOB IIOCTOSHHOTO H BPEMEHHOro
CPOKOB XpaHEHHs B CTPYKTYPHBIX NOApPa3feleHHSIX OCYIIECTBIAETCA eXeroaHo
NHIAMH, OTBETCTBEHHBIMH 3a BCAEHHE AENONPOH3BOACTBAa coBMecTHO ¢ LIDK
(OK), mnom HENmOCPEACTBEHHHIM METOAUYECKHM pyKOBOIICTBOM oT/Iena
MYHHLUMAIEHOTO apXHBHOIO (JOHAA.

DJKCIEpTH3a LIEHHOCTH 3JJIEKTPOHHBIX JOKYMEHTOB ocymecmae'rca B
ofmeM nopsaaKe, YCTAHOBNEHHOM B OTHOIIEHHH JNOKYMEHTOB Ha OymMaKHOM
Hocurede. ITocne HcTedeHna cpoka, yCTAHOBICHHOTO IS XpaHEHH 3JIEKTPOHHBIX
gen (3MeKTpPOHHBIX AOKYMEHTOB), HAa OCHOBAaHHHM aKTa O BBIENIEHHH HX K
YHHYTOXCHHIO, YTBEPXACHHOTO PYKOBOOHTENIEM HNOApa3ACiCHHA, YKasaHHLIE
3JIEKTPOHHEIE Aea (3IEKTPOHHEIE JOKYMEHTHI) MOJIEXAT YHHUTOKEHHIO,

6.3.5. Ilpm  mnpoBemgeHMM  3KCNEPTH3EI  LEHHOCTH  JOKYMEHTOB
ocymecTRiiieTcas OTOOp Jel MOCTOSHHOrO H BpeMeHHoro (coime 10 jer)
XpaHeHHs JeJ1 IS nepeiadd B apXUB aIMHHHCTPALHU; OTOOp JeN C BPEMEHHBIM
CPOKOM XpaHeHHA H ¢ 0TMeTKOH «Jlo MHHOBaHHS HafmoOHOCTH» A JallbHelllero
XpaHEHHSA B CTPYKTYPHBIX NOJpasfeleHHAX, BhIAENIeHHE K YHHYTOXKEHHIO Aell 3a
MpeAbIAYIIHE IOk, CPOKH XpaHeHHs KOTOPhIX HCTEKJIH.

6.3.6. Otbop OOKyMEHTOB JUIsi MOCTOSHHOTO XpaHEHHsA MPOBOAHTCA Ha
OCHOBaHMH IepedYHeil JOKYMEHTOB C YKa3laHHeM CpOKOB HX XpaHeHHd H
HOMEHKJIATYPBI Jie]l aAMHHHCTPALH ropoja IMyTeM NOJHCTHOIO MpOCMOoTpa Jei. B

- Jlenax TIOCTOAHHOTO XpaHeHMs MOMIEKAT H3BATHIO AYONEeTHRIE 3K3eMILIAPEL
JOKYMEHTOB, YePHOBHKH, HSOOPMIEHHRIE KOIIHH JOKYMEHTOB H HE OTHOCAIIMeCH
K BONpPOCY JOKYMEHTH C BpPEMEHHBHIMH CpOKaMM XpaHeHHs. OKoHYaTeNbHOEe
pemeHye o pe3yJibTaTaM 3KCIEPTH3IBI LIEHHOCTH AOKYMEeHTOB NMpHHUMaIoT [IDK
(3K).

6.3.7. Ilo pesynpraTaM 3KCIEPTH3BI LIEHHOCTH AOKYMEHTOB COCTaBIAIOTCH
ONKCH JieN NMOCTONHHOIO, BpeMEHHOro (cBEIE 10 neT) xpaHeHHs H 1O JTHYHOMY
COCTaBY, a TAK)KE aKThl O BEACICHHH Ae]l K YHHUTOXKEHHIO.

6.3.8. OnucH cocTaBiAIOTCH CTPYKTYPHBIMH NOApa3AeNeHHAMH €XEroxHO
OTJIENBHO Ha Jeja MOCTOSHHOIO XPAaHEHHS; Jena BpeMeHl-IOl'O (CBHme 10 ner)
XpaHEHH4; efia IO JIHYHOMY COCTaBY. :

Ha nena spemennoro (Ao 10 net) xpaHeHHNs OMHCH HE COCTaBIsIOTCA,
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OnucH Aen, NMOATNOTOBNEHHBIE CTPYKTYPHBIMH MOApa3AeNeHNAMH, CIyXaT
OCHOBOIi JUISl NOATOTOBKH CBOAHBIX ONHCEH Oen agMHHHCTPALMH ropoja, KOTOphle
FOTOBHT OTAE] MYyHHLHIIAJILHOIO apXHBHOIO (OHIA H 1O KOTOPHIM OH CAQeT Aena
Ha IoCyJapCTBEHHOE XpaHeHHe B yIpaBleHHE IO JeNaM apXHBOB Bearopoackoif
obnacTH.

6.3.9.0nuCcH  JAen  CTPYKTYPHEIX IOApa3fieleHHH COCTARIAIOTCA IO
ycraHonjieHHOH ¢QopMe (mpunoxenne Ne 30) M mpeacTaBOTCS B OTAEN
MYHHIMIIAIBHOIO apXHBHOrO (OHAA He MO3[HEe 4YeM 4Yepe3 ABa rofga mocie
3aBepIIeHNs el B JeIOIPOU3BOJCTBE.

6.3.10. Or6op NOKyMEHTOB Ha YHHUYTOXEHHE M COCTABJIEHHEe Ha HHX aKTa
NPOU3BOAUTCA ITOCNE NOATOTOBKH ONUCEHR el MOCTOAHHOTO H JOJIOBPEMEHHOIO
XpaHeHNA 3a& 3TOT XXe IEPHOA. AKTH! O BRIIENEHHH K YHHYTOXECHHIO JOKYMEHTOB
ONHOBPEMEHHO C OITHCSAMH Ha JieNla paccMaTpHBalOTCA Ha 3acefmaHuu L[DK u
YTBEPKIAIOTCH PYKOBOIUTENAMH CTPYKTYPHBIX Ioapasfenenuil (npuioxkeHHe Ne
31).

6.3.11. JlokymMeHTHI ¢ HCTEKIIMM CpPOKOM XpaHEHHs II0 YTBEPXICHHBIM
AKTAM YHHYTOXKAIOTCH ITyTEM CHKUTAHHA. :

6.4. OnepaTHBHOE XpaHeHHe n&xymeumn H JeJ

6.4.1. C MOMeHTa 3aBEACHHA H MO Nepefiayd B OTAEN MYHHIMIAIEHOrO
apXMBHOro oHma Aeyia XpaHATCA 110 MecTy HX (JOPMHpPOBAHHA KaK Ha GyMakKHOM
HOCHTEJIE, TaK H B JJNIEKTPOHHOM BHJE.

PyKoBOUTENH CTPYKTYPHRIX NOApas/ieeHH 1 COTPYAHHKH, OTBeYaloue
3a BeJileHHe JeNONPON3BOACTBA, 00eCNIeYHBAIOT COXPAHHOCTh NOKYMEHTOB U JEll.

B uenax TmOBBIIEHHA ONEPaTHBHONO TOHCKE JOKYMEHTOB Jiesa
pacmonaratoTes B Likadax B COOTBETCTBHH ¢ HOMeHKaTypo# nen. HoMenknatypa
Iesl HWIH BRIIKCKA H3 Hee NoMeInaeTcs Ha BHyTpeHHel cTopoHe wkada.

Ha xopemkax o610%eK A€l yKa3bIBalOTCA HHICKCH 0 HOMEHKIaType Jedl.

B  ormen  MyHHIHDANbHOrO  apXMBHOro  ¢GOHAAa  yHpaBIeHHSA
JOKYMEHTALHOHHOTO 0o0ecleue s annapara aqMHHHCTPALHA ropoJia NepeaaroTcsa
JieNia MOCTOAHHOIO M BpeMEHHOTO CPOKOB XpaHeHHs (cBblilie 10 5eT) He paHee yem
yepes rofi U He To3JHee YeM uepe3 3 roja 3aBepiueHHA pﬂﬁOTBI C HHMHK B
CTPYKTYPHBIX MOApa3eICHHX. _

6.4.2. Brigaya nen (IOKyMEHTOB) H3 OTAeNna8 MYHHIMIIAIBHOTO apXHBHOI‘O
¢oHma IOPYTHM CTPYKTYPHBIM TOAPA3NECHHAM TNPOH3BOAUTCH C pa3pelleHHs
PYKOBOAMTENA MOApa3ficNeHHA. Briiada neil  COTpyAHHKaM IoApasfeneHui ms
paGoThl OCYILUIECTBIAETCA NOJ pacnuckKy., Ha BEImaHHOe Neno 3aBONHICA KapTa-
3aMeCTHTeNb Jena. B Hell ykaseiBaeTcs CTpYKTYpHOe NOApa3iesicHHe, HHAEKC Jena,
JaTta €ro BRIZIa4YH, KOMY JEN0 BBIIAHO, JaTa €ro BO3BpalleHH, [IPpeyCMAaTPHBAIOTCS
rpadbl UM pacHCOK B IMOJYYeHHH M IPHEME Jiena.

Hena BBIZAIOTCS BO BPEMEHHOE IOJBIOBAHHME COTPYIHHKaM CTPYKTYPHBIX
noapasueneHnii Ha cpok He Gonee omHoro Mecsna. Ilocne HeTeyeHHs yKazaHHOIO
CpOKa N0 AO/DKHO OBITH BO3BpAILIEHO HA MECTO €0 XpaHeHHH.
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CropoHHUM OpraHHM3alHAM Aejla BbLIAIOTCA Ha OCHOBAHWH MX MHCEMEHHBIX
3a[POCOB C Ppa3pellcHUs 3aMECTHTENA IVIaBHl aJAMHHUCTPALHH - PyKOBOAMTENS
anmnapata aZMUHHCTPALH Fropojia Mo aKTaMm. |

H3psaTHE OOKYMEHTOB M3 A€ IIOCTOSHHOTO XpaHeHHA .uorrycxae'rca B
HCKJIIOMHTENIBHBIX CIIydasX H IPOH3BOOUTCH C pa3pellieHHA 3aMECTHTENA IVIaBhL
AIMHHHCTPAIMH - PYKOBOAMTEA alapaTa afMHHHCTPALIMH I'OPOAa C OCTABICHHEM
B JieJie 3aBepeHHOH KOITHH JOKYMEHTa H aKTa 0 MPHYNHAX BRJAYH I0J[/THHHHKA.

6.4.3. U3pATHe H BHIAaYa KakKHX-THOO JOKYMEHTOB H3 AeN [IOCTOSHHOIO
XpaHeHHs He paspemaerTci. B HCKIIOYHTENBHBIX Ciydasx (HanpHMep, IIo
TpeGOBaHHIO CICOCTBEHHBIX OpPraHOB) TaKOe M3BATHE IMPOUIBOAHTICHA C
pa3pellieHHs PYKOBOIMTE)A NOApasJeNeHHA H ¢ 00d3aTelbHWNM OCTABJICHHEM B
JIENEe TOYHOM 3aBepeHHOH KOIMH H3BATOIO AOKYMEHTa H BIOXKEHHEM aKTa o
INpAYHHAAX H3BATHA JOKYMeHTa (IOAJIMHAKKA).

6.5. ITepenaya NOKYMEHTOB H JieJl HA APXHBHOE XpaHEeHHe

6.5.1. B otmen MyHHUHNAIBLHOIO AapXHBHOIO (oOHAa YyIpaBleHHs
JOKyMEHTaLHOHHOTO ofeceueHHs annapara aqMAHHCTPALMU Iopoia epEaaroTcs
Jilena TOCTOAHHOTO M BPEMEHHOI0 CpOKOoB XxpaHeHHd (cBsimie 10 ner) M mo
JHYHOMY COCTaBy He paHee YeM 4Y€pe3 oA H He Mo3[Hee YeM Hepe3 3 roaa mocue
rofia 3aBepIieHHA paboTHI C HHMH B CTPYKTYPHBIX ITOApa3AeeHuIX.

6.5.2. Jena BpemenHoro (mo 10 ner) XpaHeHus nepefaye B apXHB
aAMMHHCTpaLMH ropofa He NMomiexat. OHH XpaHATCA B CTPYKTYPHbIX NOAPA3AETCHISIX
H 110 HCTEHEHHH CPOKOB XpaHEHHA, TNOICKAT YHHITOKEHHUIO B YCTAHORICHHOM TIOPAZIKE.

6.5.3. B ciyyae JHKBHAAUHM KA pEOPraHH3allHH MNojapa3e/leHHs
aIMHHHCTpPAllHH Topofla, OTBETCTBEHHBIH 3a BeJeHHE JeJIONPOH3BOJACTBA, B
T€YEHHE JIByX MecfilleB ¢ MOMEHTa JMKBHOAUMH HIH peoOpraHH3alvH
ronpaszeieHus GopMHpyeT BCE HMEIOITHECH JOKYMEHTHI B Jefa H NepefaéT HX Ha
apXHBHOE XpaHEHHe, HE3aBHCHMO OT CpOKOB XxpaHeHusn. Ilepenmawa gen
OCYILIECTBIIAETCS M0 OMHCAM JeJl H HOMEHKIIATYDE AE.

Hena TpexsieTHero ¥ TOAHYHOIO CPOKOB XPAHEHHA Ha apXHBHOe XpaHEHHE
He CHAIOTCA, 3 YHUITOXAIOTCS AAHHBIM [TOApa3feNieHHEM [0 aKTy.

6.5.4. JIoKyMEHTH [PHHHAMAIOTCS Ha apxHMBHOS XpaHeHHe [0Cie
NpOBENEeHHA OJKCHEPTH3bl LIEHHOCTH H OG(GOpMICHHS aen MOCTOAMHOTO M
BpemeHHoro (Gonee 10 ner) cpoka xpaHEHHA 1O OMKCAM. :

OmucH Jen IOCTOSHHOINO XpaHEHHS COCTABIAIOTCH IO YCTaHOBJIECHHOMH
¢opMe B UETHIpEX DSK3eMIUIApAaX, ONHCH Ael MO0 JHYHOMY COCTaBy B ABYX
SK3eMIVIApAX M MpeAcTaBLIOTCS Ha YyTBepkAeHHe L[OK ammunucTpamum r.
benropona.

6.5.5. Hena, opopMileHHBIE C HapyII€HHEM YCTAaHOBJIEHHBIX HacCTOSLIEH
HHCcTpyKupeli mpaBui, BO3BpalllaloTCd B CTPYKTYpPHOe  MOJApasfcNeHHE
aIMHUHHCTPALKH ropojia A nepeodopMIeHHA.

7. H3roTOBJICHHE A HCTIOJIL3OBAHHAE MevaTel H LITAMIOB
7.1. JIna ymocTromepeHus MNOUIMHHOCTH AOKYMEHTOB HIIH COOTBETCTBHA
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KOIHH JOKYMEHTOB HOIUTHEHHKaM B a,uMHHHC'[pauHH ropojia HCHOJE3YIOTCA
rep6oBasd U ApyrHe re4arH.

~ 7.2. Ina npocTaBIcHHS OTMETOK O nonyqemm, PErHCTPalHH, [IPOXOXKAECHHH
H HCOOJHEHHMH JOKYMEHTOB, JPYIHX OTMETOK CIpPaBOYHOIO XapakTepa
NPAMEHAIOTCA COOTBETCTBYIOIIHE MACTHYHEIE (DE3MHOBRIE ) IITTAMIIEL.

7.3. AsrotoBiieHHe nedaTedf H IITaMIIOB, HEOOXOMHMBIX I ofecredyeHHs
JleSTEeNLHOCTH NoApa3ie/ieHHH, IPOH3BOAMTCA M0 COTNIACOBAHMIO C YIPaBJICHHEM
JOKYMEHTaLHOHHOTO 06ecIeYeHHA.

7.4. HM3roroBneHHBIE TEYaTH H INTaMNBl Yy9YHTHIBaloTci B MTOQO B
CIICLHAJIFHOM JXYpHaJle ¢ I[pOCTaBI€HHEM HMX OTTHCKOB (TpHnoxeHHe Ne 32).
IleyaTH W ITAMIIL BREIZIAIOTCA 11O PACIIHCKY PYKOBOAHMTEISAM NOJApasieIeHHIA.

OTBeTCTBEHHOCTD 3a 3aKOHHOCTh HCIIONB3OBAaHHA H HaZEXXHOCTh XPaHEHHS
reyaredl M LITAMIIOB BO3JIAraceTCs Ha PYKOBOJHTENeH noapasielieHHH, B KOTOPRIX
nedatd Haxoasrcsa. [leuyaTH H IITaMIE! XPaHATCSA B HalEeXHO 3aMUPAIOIUHXCH
mkadax, [lepegaya meyaTed NMOCTOPOHHHM JIHMIIAM H BBHHOC MX H3 MOMEIIEHHH
aJIMHHHACTpPAlLIHH ropoJia He JOIMyCKAIOTCA.

CoTpyIHHK, KOTOPOMY OBUIH BRIZIAHBI NI€YaTh MJIH LITAMIIL, [IPH OCTABJICHUH
JOMKHOCTH 06s3aH caate Hx B MTO unu oHM nomKHEI OGHITE MepefaHbl MO aKTy
BMECTE C JOKyMEeHTaMH (JieflaMH) YIIOJTHOMOUEHHOMY Ha TO JIHIYY.

7.5. Iledatn ¢ u3obpaxeHdeM repba ropoja cTapiaTCA Ha JOKYMEHTHI,
Tpebytoiuue 0coboro yA0CTOBEpEHHs HX NOUTHHHOCTH.

Ileyats «AOMHHHCTpaUHA ropofa benropoga» ¢ wusobpaxeHweM repba
ropoaa (rep6oBas IeyaTh) IPOCTABJIACTCH HAYANBHHKOM YIpPaB/JI€HHA JAejiaMH
anmnapara aIMHHHCTPAlMH Nopojia B COOTBETCTBHHM ¢ [lonoxkeHHeM 0 repboBoii
1e4yaTy afMHHHCTpaLHy ropoja benropoa.

[IpocThle Kpyrikle MacTH4YHbIE NedaTH (6e3 H306pakeHMs CHMBOJHKH)
CTaBATCA HA KOMMAX JOKYMEHTOB /IS YAOCTOBEPEHHS HMX COOTBETCTBHS
MOUTHHHKMKAM, OTTHCK I€4YaTH JOJDKEH 3aXBaThlBaTh KOHEL HAaHMEHOBAaHHA
JOOJDKHOCTH JIMLIA, NOAMACABLIEr0 JOKYMEHT.

[Toanuce He 3aBepseTcs NEYAaTHIO, €CH 3TOT PEKBH3HT AODKHBIM 00pa3oM
He oopmieH (OTCYTCTBYET /aTa, pacllH(pPOBKa MOANHCH H T.I.), a TaKXKe, eCIH
¢GaKT MOANHCH AOKHOCTHOTO JIHIA He 3aHKCHPOBAH B YCTAHOBJIEHHOM TIOpAJKe
(I1OKyMEHT He 3apervCTPHPOBAaH) H TONBKO MPH HAJMYUHU MOJUIHHHUKA JOKYMEHTa.

Jna yaocToBepeHus NOUTHHHOCTH [IPaBOBBIX aKTOB HCIIONB3YeTCA Kpyrias
nevath «OTaen cnyxceGHoro I[OKymemooGopora» 6e3 BOCTIPOH3BE/ICHHA nommcu
M3pa ropoaa. :

JInsg coOTBETCTBHA KONHI AOKYMEHTOB NMOMIHHHMKAM HCIOJIB3YeTCH IIITaMII
«BepHo».

7.6. HeobxomuMmocTh HM3roTOBIEHHA IITaMia ¢  (PaKCHMHJIBHBIM
BOCIIPOH3BEIASHUEM TTOAIHKCH M3pa ropo/ia H HasHa4YeHWe JIHIl, OTBETCTBEHHEIX 32
HCIIOJIB30BAaHHE YKa3aHHOIO LITaMIIa, ONIpeAeAeTCsS M3pOM ropoaa.

IlItaMn ¢ ¢aKCHMHJIEHBIM BOCIIPOH3BEJECHHEM NMOANHCH M3pa Iopoja NpH
HeOOXOAMMOCTH pa3pellaeTcss HCNOJb30BaTh Ha NO3APABHTENBHBIX OTKPEITKAX,
KOIHNX MOAMMCAHHBIX B YCTAHOBJIEHHOM MOpAnxe AOKyMeHTOB. HMcnonp3opanue
mTaMna ¢ (paKCHMHJIBHBIM BOCIPOH3BEJEHHEM IOAMHCH NpH OQOpPMIEHHH
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HOMIUHHHKOB BCEX AOKYMEHTOB 3alpelaercs.,

[lramMn ¢ ¢akCHMWIBHEIM BOCHPOH3BEJCHHEM MNOAIIMCH M3pa Tropoza
MPOCTABJISETCA TOJIBKO 3aMECTHTE/IEM IJIaBbl aAMHHHCTPAllHH — PYKOBOLHTEIEM
anmnapaTa aJMHHHCTPAIHH ropoaa.

7.7. O0 yrepe me4aTH MM IOTaMIla HEMEMJIEHHO CTABHTCH B H3BECTHOCTB
HaYabHHK YTIPARIEHU AeIaMH aIMUHUCTPaLlMH ropoaa.

IlpHiieqye B HENPHTOAHOCTE WIM YTPATHBHIHE 3HAYeHHWE TeYaTH H
[ITaMIIkl TOAIERAT Bo3Bpaty B MTO, rae OHM yHHYTOXAIOTCA MO aKTy.

8. OpranH3annsa npueMa H NepeaAa H AOKYMEHTOB
€ HCNIOJIb30BAHAEM YICKTPOHHOH NOYTHI H cPpeAcTB GaKCUMHIBHOMH
CBH3IH

8.1, Cpencta GaKcCHMHIBHOH CBA3H H  DJEKTPOHHAaA  IOYTa
npeaHasHAYaIOTCA UIA ONEpaTHBHON fepefadd H IpHeMa TeKCTOB AOKYMEHTOB H
CITyeOHRIX MaTePHANIOB.

CpeactBaMH (PakKCHMIJIBHOH CBSA3H H JJIEKTPOHHOM MOYTEI MOTYT OEHITE
mepeaaHH H300paXxeHHA JOKYMeHTOB. PAKCHMHIWIbHAA CBA3b OCYIUECTBIACTCA II0
TenepOHHOR ceTH oO0mero MONE30BaHUA, IO JJIEKTPOHHOW I[0YTe - Ha
opHUMANBHBIH SJIEeKTPOHHBIH aipec agMHHHCTpaLMH ropoAa. OduuuansHeIM
aapecoM OJIEKTPOHHOH IOYTH! AIMHHUCTpaudH ropoja fABIAETCS aapec:
belg@adm.bel.ru

IMoapa3zaeneHus H OTAeNbHEIE COTPYAHHKH MOTYT HMETh CBOH DJIEKTPOHHEIE
azpeca.

Cpencrra ¢akCHMHIBHOH CBA3H H 3NEKTPOHHOH IMOYTHI MpeAHA3ZHAYAIOTCA
A OIEPaTHBHOHM Iepejayd M NPHEMAa TEKCTOB JOKYMEHTOB H CIyXeGHBIX
MaTepHaJlOB OpraHusalHAM (OT OpraHusaumii), pasMELIEeHHRIM BHE 3JaHHS
AAMHHHACTPALIHA TOpOAd, H 3aKPEIUIAIOTCA 32 CTPYKTYPHBIMH MOApasleleHHAMH
aIMHHHCTpaIHH Topoaa.

8.2. IlpueM AOKYMEHTOB C HCIIONB30BaHHEM CPEJCTB tbaxcmumnmon CBA3H
M 3JIEKTPOHHOH IIOYTHI, OTNpPaBIE€HHBIX Ha O(HIHANBHEIH TenepOHHEIE HOMep
($aKCHMHJIBHOH CBA3H H Ha OQHUHANBHEIH 3JIEKTPOHHEIH ajpec aaMHHHCTPalHH
ropoaa, obecriedupaeT CeKTOp nMepBHYHOH 06paboTKH KOppecnOHAEHIHH OTAeNa
cIryebHOro A0KyMeHTo000pOTA.

8.3. Ilpuxopsauive Ha odUIHaNbHBIH TenedoHHEH HOMep GaKCHMHIBHOMN
CBA3M H Ha OOGHIMANBHEIN SMeKTPOHHEIH ajpec aAMHHHCTPalHH TIopojia
JOKyMEHTRl (DMKCHpYIOTCA ¢ NeNbiO BBIACNICHHA OGQHUHANBHEIX JOKYMEHTOB.
Perncrpatius npoH3BOAHTCS B CEKTOpe [EPBHYHOH 0O6pabOTKH KOPpPEeCIIOHACHLIHMH
oTzeNa cyxebHoro A0KyMeHToo00poTa.

Ilpunarsie daiiel, cozepxalipe o6pa3bl OPHUHATBHBEIX JOKYMEHTOB,
XpauaTcd B CeKTope @epBHYHOH 0O0paboTKM KOppPeCHOHJAEHIMH OTHAeNa
cIyxe6HOT0 HOKyMeHToo00poTa AC KOHIa roga H MOTYT 6HTL TPeNOCTaBIEHbL
HCIIOJTHUTEAM AOKYMEHTOB I10 MX 3aITpocaM. . :

8.4. OtnpaBKa AOKYMEHTOB C HCIIOJB30BAaHHEM CPEACTB (baKCHMHnLHoﬁ
CBS3M H 3NIEKTPOHHOH NMOYTH NMOJApa3sAeleHHIMH, AMEIOLIHMH CBOH 3JIEKTPOHHEIE
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apeca, MPOM3BOAMTCA caMocTosTeNnsHO, OdHIHAaNbHAA SNEKTPOHHAS II09Ta H
(dakchl OTHpPABIAIOTCA CEKTOPOM TEpPBHYHOM 06pa60TRH Koppecnowlel{unn
oTaeNna ciyxebHoro ToKyMeHTo000pOTA. . -

8.5. Jlns oTnpaBKH IOKYMEHTA IO 3NEKTPOHHOM noure ,uoxymem‘ JOIKeH
ObITE 0QOPMIIEH B NOJTHOM COOTBETCTBHH ¢ OORIYHEIMH NpPaBHIAMH O0QOPMIIEHHS H
HOJIKCAaH HCIIONHHUTEJIEM ¢ NPHIOXKeHHeM ¢aiina M yKasaHHeM 3IeKTPOHHOIo
ajpecara JUIs OTIIPaBKH.

8.6. C Hcnmoib3oBaHHEM CpPeACTB (AKCHMUIBHOH CBA3M H JIEKTPOHHOIM
NOYTH MOTyT OBITh IepefaHbBl MaTepHallkl TeKCTOROIO, TAONHYHOTO XapaxkTepa ¢
YeTKHM M KOHTPacTHHIM H300paxeHHeM Ha Genoit 6ymare. O6beM nepenasaemoro
JOKyMeHTa, BBIIOJHEHHOro Ha GyMare ¢opmara A4, He NONKEH NMpeBHIIAThL 5
JIHCTOB.

JIOKyMeHThHI, NONy4YeHHBIe CpeacTBaMM (aKCHMHILHON CBA3H H
3NEKTPOHHOH  ITOYTHI, AaApecOBAHHEIE  HENOCPEACTBEHHO  HCIOJHHTENIO,
nepenaloTcs 6e3 perucTpalii B 3J1eKTPOHHOM BHJE.

8.8. CopaBkH, CBOAOKH, KOMHMH JOKYMEHTOB H T.I., HE SABIAIOMIHECK
OQHIMANEHBIMHM JOKYMEHTaMH, NpeAHa3HadYeHHEIMH JUIA BHYTpeHHe#l paboThi,
MIPHHAMAIOTCS M OTCHUIAKTCA aJIpecaToM HEMOCPEACTBEHHO B MOApa3eleHHH Ha
thakC HIH DNEKTPOHHHIM SIMK [0 CPeACTBAM JJIEKTPOHHOH IOYMTHL H
($hakCHMHILHOMN CBA3H.

8.9. OTBeTcCTBEHHOCTh 3a cCoAepNaHHe Hmbopmauun nepeaaBaeMoi
MOCPEACTBOM D3JIEKTPOHHOW MOYTHI H (AKCHMMHIBHOH CBS3H, BO3JIaraerci Ha
HCIIOJIHUTENA, MOArOTOBHMBINErO JAOKYMEHT A Iepejayd, H pPYKOBOJMTENS
COOTBETCTBYIOILETO MOApAa3IeNeHHU.

8.10. He paspemaercs nepefaya C  HCNONB30BAHHEM  CPEACTB
(GaKCUMHIBHONW CBA3M H 37E€KTPOHHOH IIOMTEI AOKYMEHTOB M MaTepHaloB,
coaepXammx ciyxebHyio HHQOPMALIHIO OrPAHHYSHHOTO PaclpOCTPAHEHH S, B TOM
YHCJIe ¢ IOMETKaMH «J1na cinyxxebHoro nonszopanus» U «He mins neuatu».

8.11. Kateropuuecku 3anpemaerca nepeiada nocpeacTsoM $pakCHMHIBHOM
CBS3H H NIEKTPOHHOM MMOYTEI CEKPEeTHRX AOKYMEHTOB.

10. KomneroTepHbiH HAG0p ZOKYMEHTOB H
KORHPOBAJIbHO-MHOKHTESIbLHLIE PafoTs

10.1. Bce MaTepuans! Juid HedaTaHHs 0QOPMIISIOTCH ¢ Y4eTOM TpeboBaHMi
HacTogmedf UHCTpyKIMH K NPOW3BOAATCA B IOJAPA3JEIeHHIX ¢ HCIONL30BaHHEM
KOMIIBIOTEPHOH TEXHHKH.

TeyaTtaroTcs TONBEKO MaTepHAIIEL CITyKeOHOTO XapakTepa.

Ilpu neyaTaHMH HAOKYMEHTOB COONIOJAIOTCH YCTAHOBNEHHBIA IOPAIOK
pacmolloXeHHs TeKCTa, [MpaBHia opdorpad¥d HM NYHKTyalHH. JIOKyMeHT
TeyaTaeTcs, Kak [TPABHIIO, B JBYX 3K3eMIUIsIpax.

10.2. KonmpoBanbMO-MHOXHMTENbHEIE  pabOTBl  BBIMOJHAIOTICS B
noJpas3JelieHHsIX OTBETCTBEHHHIMH 33  BEAGHHE  JEJONpOM3BOACTBA  HA
KONHPOBAJIbHO-MHOXHTENLHOH TEXHUKe, 3aKpelIEHHOH 3a noapasacieHHAMU.
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10.3. Paspemaercd KONMHPOBaHHE JOKYMEHTOB H MATEPHalOB TOJBKO
cnyxe0HOTO XapakTepa. o - -

10.4. PasMHOXeHHEe ROKYMEHTOB, COAepKamuX ciyxeGHylo HHbOpMaLHIO
orpaunueHHoro pacnpocTpadeHus «JICID», mnpousBomuTcs ¢ paspellieHHs
MOOHMIH3aHOHHOTO OTAENa ATMHHHCTPALMH ropoJa.

10.5. PazmMHOMXeHHUE CeKPETHRIX JJOKYMECHTOB KATETOPHYECKH 3aIIpeliaeTcs.
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JJACT COI''TACOBAHHA

MpoeKTa NOCTAHOBJIEHHA aJIMHHHCTpallHn ropoaa benropoaa

06 yreep:x/1eHHH perjiaMenTa NpefocTaBIeHHN MYHHURIAJILHOMR YCIYrH
N0 IPAEMY H XPaHEHHIO J0KYMEHTOB OT QHINYeCKHX U IOPHIHYECKHX JHH

JokyMeHTy pHCBoeH N OT 201 _roma

WM comemnymmero (3nexTponHOrO) daitna

IToaroroBjeHo:

HaqaneHHK yIIpaBlIeHHA
IOKYMEHTALIHOHHOTO 00ecTieueHHA o .
amnmapara aiMHHHCTpAaLHH ropoja ' nO.®.

CorysiacoBaHo;

3amMecTHTEND [TIABHI AZIMAHHCTPAIHH -
PYKOBOAMTEND alapaTa

afMHHHCTpALMH ropoja o | HN.O0.®.
HadanpHHK IIPaBOBOIO YIIpaBICHHS

anmnapara aJJMHHHCTPaLHH ropoja N.0.0.

Ha9ansHHK ynpaBiieHHs CTpaTerMv4ecKoro

TUIAHNPOBaHHA OpraHH3alHOHHO-aHATNTHYECKOH

H KaZipoBoii paGoThl anmnapara .
aZIMMHHCTpAIMH ropofia ' H.0.0.

JIncT cornmacoBanus odopMILT:

(noanuce, paMunng, HMS, OTYECTBO, NaTa, pabounii TenedoH)

o
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JIucT Ne 2 U3 THCTOB 2

JIACT COTJIACOBAHMS

IPOEKTa MOCTAHOBNEHHS AAMAHHCTPAIHH ropoja Beni‘opona

00 YTBEDXK/AECHHH pErjidaMeHTa NPEROCTABJIECHAA MYHHHHI'IRJ'[I)HOﬁ YCIYTH
no l'lplléMy H XpaHeHHI0 JOKYMEHTOB OT (I)HC!H‘ICCKHK H IOPpHAHYECKHX NI

Ho:cymemy npacBoeH  Ne OT 201 _roza

HIMS COOTBETCTBYIOILETO (AIEeKTpOHHOTO) (atina

IloaroronaeHo:

HavansHHK yIIpaBieHUs

JOKYMEHTAIHOHHOTO ofecrneyeHus :

anmnapaTa aiMUHHUCTPAlIUH ropoaa H.O.D.

CornacoBaHo:

Havansuuk ynpaenenus benropoackoro _
obnacTHOro apxuBHoro GpoHza N.0.0D.

JInct cornacoBaHnA OPOPMHIL:

(nogmmce, GaMUIUs, IMA, OTIECTBO, OaTa, pabounii renedoH)

~ [punowxewue No 8

(’_',_;;_

/E-;:-.a‘ LY v
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IMpwnowenne No 8
K 2.4,

JIncT Ne 1 u3 mucrtoB 1

JIUCT COTTTACOBAHUS

IPOEKTa pacnopsHkeHHs aiMHHECTpalMH ropoaa benropona

O nocranoBke Ha Y4€T rpa;aaH, HMelOIHX TPEX H 6onee netei,
B IeJISX MPeAOCTABJIEHHS 3eMeJIbHbIX YYACTKOB

JoxyMeHTy IpHCBOeH Ne oT ' 201_rona

HMa cooTBeTCTRYIOMIETO (3NEKTPOHHOrO) (haiina

HoaroroBieHo:

HagansHHK YIpaBlIeHUs COHAIBHON _
3aIIHTR! HAaCelleHAsA afMHHHCTpalMH ropoia H.0.D.

CornacoBaHo:

3aMeCTHTENb TIaBBl AIMHHUCTPAIHH -
PYKOBOIHTEINB AlllIapaTa N :
aAMMHHCTpAlHK ropoaa ' H.O.0.

HavansHHK NpaBOBOTO YIIPABICHAA
anmnapara aJMHHHUCTpallHH ropoaa o - H.O.0. .

Hupexrop MBY «KoMILIEKCHEIH NEHTP

COLIHANILHOTO 00CTyKHBaHHSA . :
' HaceNeHHs ropoga benropona» H.O.0.

JIuct cornacopaHus O(I)OPMHJT :

(noamucek, pamMHInA, HMA, OTIECTBO, NaTa, pabounii TenedoH)

gﬁﬁﬂvuﬂ .
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Tlpwioxenre Ne 9
Km 24,

HHC;I‘ Nel m3nmucroB 1

JHCT COI'JIACOBAHUA

NPOEKTa NOCTAHOBNEHUA (pacnopseHus) aMUHACTPALMH Nopoa

JIoKyMeHTYy IpHCBOeH  Ne oT | 201_rogma

HMs cooTBeTCTBYIOMIEro (31EKTPOHHOIO) datina

IToaroToBJICHO:

CoraacopaHo:

IIpoexT mpoBepH:
(mna noppa3nencHHUH, HMEIOIHX IITATHYIO €THHULLY IOPHCTA)

(noanuce, paMuIHA, HMH, OTYECTBO, AaTa, pabounil TesicPoH)

JIncT cornacoBanus 0QOpMUIL:

(noanuce, GaMuINs, HMH, OTYECTBO, JaTa, pabouyull Tenedon)



IMpunoxense Ng 10
KM 24,

o . , JIUCT PACCBLIKH
IIpoeKTa NoCTaHORIEeHHA (paclopsKeH!A) aqMHHHCTPALHH ropoja

06 yreep:xaenun Ilonoxennsn... (HaNMEHOBAHHE JOKYMEHTA 3aIOIHAETCA
CTPYKTYPHEIM NOApasAeeHneM, NOArOTOBHBLINM €T0)

OT« » 201__ropa Ne
Ne | HaumeHOBaHHE CTPYKTYPHOTO Anpec Kon-Bo | [Ipumeuyanue
I/Tl | moApasAeneHus, [IpeIpHATHA, 3K3.
yUpeKASHHS
1 [ CoBer memyTaToB ropoa
Benropoaa |
2 | YnpapieHrHe MyHHLUHIIAIEHOIO
3aKa3a
3 | KomuTeT no ynpapieHHIO
BoOCTOYHEIM OKpPYIrOM
4
5
6

OTBeTCTBeHHBIH 348 COCTABJIEHHE JIUCTA PACCHIIKH!

(noam\ch pyKOBOAWTENA CTPYKTYPHOTO NOAPa3NeneHna, GaMWIng, HMA, OT4ECTBO, JaTa, pabounii Tenedon)

ot
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IIpanoxenne Ne 11
xm 24,

He Gonee 8-9 cm
{OaNHuM ROCIGROBIERUEM BE DYKOGOOCMIGOEEIMSCR)

AIJIMHHHACTPAOHNA TOPOJXA BEJATOPOAA

NOCTAHOBJIEHMWE

« » 201 r. . Neo

3 nHTepBana

0o yTBepmeuﬂuanuﬂnchaTuBHoro
perjaMenTa NpexocTaBRJIeHHs MyYHHIIHIIAALHOM
YCJAYrH MO PHEMY H XpPaHSHHI JOKYMEHTOB
OT PH3IHYECKHX H IOPHIAHYECKHX JHI

—>

He 6on M
3 mHTepeana e bonee 8¢

1,25cm

— B cootBercTBHu ¢ PegepaneHeIM 3akoHOM oT 27.07.2010 roga Ne 210 - O3
«O6 opraHH3alMH NPEeJOCTABICHUA [OCYJAPCTBEHHBIX H MYHHIMIIAJIBHBEIX YCIYI»,
NIOCTAHOBICHHEM aJMHHHCTpallMd ropona benropoza ot 29.06.2012 roma Ne 121

«O6 yTBepXIeHHH TIOpAAKOB pPa3paboTKM W YTBEPXKICHHS AAMHHHCTPATHBHBIX
PETNIaMEHTOB» NOCTAH O B 11 4 102

1. . Yreepauts aAMHHHCTPATHBHEIA periaMeuT MIPENOCTaBIEHHA
MYHHIUINATBEHOH YCIYTrd Io MpHEMY H XPaHCHHUIO JOKYMEHTOB OT (QH3MYECKHX H
IOPHIHYECKHX JIHIL (MPHIIaraeTcs).

2. VpaBneHHo AHbOpMaIHH H MacCCOBRIX KOMMYHHKAUMH
aaMHHHCTpaluH ropoja Benropoxa (Moposos A.B.) obGecreduts onyGnukosaHHe
HaCTOALIEro nNocTaHoBlieHHA B raszere «Hain benropoa». _

3.  KoHTpoinb 3a HCIIOJHEHHEM HACTOALIETO MOCTAHOBICHHA BO3JIOXKHTH Ha
3aMECTHTEeNA IJIaBbl aJMHHHCTPAlMd - PYKOBOAMTENA almnapara aiMHHHCTpalHh
ropoga Meagenesy O.H.

Hudopmanuo 00 HCNOIHEHHH HACTOAWIECrO IOCTAHOBJIEHHA MNPeACTaBIATh
exeroaHo no 01 mapra.

3 uHTepBaNna

['naBa aAMHHUCTPALIHH ‘ : o
ropoaa Bearopoaa -+ (mognmcs) .. H.Pamuann

e
. _/ﬁl;ﬁ.m__
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VTBEPKIEH
NMOCTAHOBJICEHHEM anmnnacrpaunu

ropoaa bearopona
OT«__ » 201 r.

AIMHHHCTPATHBHLIH per/IaMeHT NpeAoCTABIEHAA MYHHURNAALHOH YCJTYIrd
IO IpHeMY H XPAHEHHIO NOKYMEHTOB OT QH3H4YECKHX H IOPAAHYECKAX JIHI

1. O0mue nmoj1oxenna
1,25cm
— |.1.AZMMHHCTPAaTUBHHH peTJIaMeHT NpeloCTaBIeHUA MyHHanéJILHOﬁ
YCIIYTH I10 IPHEMY H XPAHCHHIO JOKYMEHTOB OT (PM3HYECKHX M FOPHIMYECKHX JIHI]
(manee — AJMMHMHCTPaTHBHHIH DEIJIaMEHT) OIpeAeisieT IOCIeAOBaTeNbHOCTh M
CPOKM, aJAMHHHCTPATUBHEIX IIpouelyp M aJAMMHHCTPaTHBHHIX IeHCTBHIT oTHena
MYHHIUITAIBHOTO apXuBHOIroe $OHAA YNpaBlIeHN JOKYMEHTAHOHHOTO 00ecTieueHus
anmapaTta aJMHHMCTpalliH Tropofia benroposa, nopaznok B3aHMOAEHCTBHA ¢
OpraHu3alMAMH, COOCTBEHHHMKAMH MJIM BIAJIENbLAaMH apXHBHBIX noxymeHmB NpH
MpefoCTaB/IeHHH Ha3BaHHOW MYHHIHIIAJIBHOH YCIYTH. :
1.2, 3anBHTENsMH Ha Mpe/lOCTaBIeHHe MyHHLIMIIAIbHON ycnym MOTYT ORITB:
- IOpHJMYECKHe JIMIA (....... I
- bH3HYecKHe THLA.
(Hasiee TeKCT He NPABOANTCA ).
1.3.  Omucanue mOCNEAOBATEJLHOCTH  fAeHCTBHMH TpH  HCHONHEHHH
MYHHIMNANBHOH YCIYrH IIPUBEACHO B CXEME COTJacHo anJlO)KeHIHO Ne 1 «k
AIMHHHCTPaTHBHOMY perNaMeHTy.

Haua/IbHHK ynpaBJieuns
AOKYMEHTAIHOHHOTO o0ecnedeHHs -
annapaTa aAMHHHCTPaNHA ropoaa (moanmcs) - H.O.Pamuang

-



Mpunoxenne Ne 1
K aAMHHHCTPATHBHOMY perjiaMenTy
NpeaoCTABICHHS MYHHIIHNAIbHOMH
YCJIYTH MO NPHEMY H XPAHEHHIO
AOKYMEHTOB OT (PpH3HIECKHX
H IOPHAHYECKHX JIHI

r 3

He bonee 8 cm

Cxema npeaocTaBJIeHHS MYHHIHNAJIbLHOMH YCJIYTH

3agBeHHe NONE30BATENA O NpléMe Ha XpDAHEHHE JOKYMEHTOB

Havano npefocTaBneHHA MyHULHNATEHOH yenyrH

L
PerucTpaima 3aApRIeHAA

(manee cxema He NPUBOJATCA)

Ha4a/JibHEK yNpaBJcHHSA
AOKYMEHTAlHOHHOT0 oGecnedeHun
anmapaTa aAMHHHCTPallHH ropoaa (moamHKCE) H.O.®amuiaun
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[Mpunoxenne Ne 12
K24,

{OaUHBM PACROPANCEHIEM NE PYKOGOOCRICO8AMBCA)

AZJMHHHUCTPAIIHAA TOPOAA BEJITOPOIXA

PACIIOPAXEHME

« » 201 r.

O Bbixoae Ha paborty
Anumosoii JLA.

Anumony JliogMuny AneKcaHApPOBHY, HAYAIBHHKA OTAENa HCXOXHEIX JAHHBIX
yNpaBleHHs 3€MeJBHBIX OTHOIIEeHHH KOMHMTeTa HMYIIECTBEHHBIX M 3€MEJIBHBIX

OTHOILEHHH, CUHTaTh BHIIEAIIEH H3 OTIyCKa NO yXoxy 3a pebenkoM c¢ 01 ampens
2014 rona.

T'nasa anMnﬂﬁchauHH

ropoaa bearopoga (monnmcs) H.(I)amn.uua'

(/_._..
%-\.a./. " SOV .



Mpunoxenne No 13
xn 24,

(danusiM PACROPANCERUEM HE ﬁyxoaoacmaocmocn)

AJIMHHHCTPAIHS FOPOJAA BEJITOPOJA

PACIHOPSXEHHE

« » 201 I. Ne

O xomMaHaAHpOBKe
Camodanonoii H.IIL.

Hanpasute B xoMmaHgupoBky Camodanosy Huuy IlaBnoBHy, 3aMecrHTens
HavyaJIbHUKa IOPHAMYECKOro OTAENa YNpaRlIeHHS MYHHLMNANLHOTO 3aKa3a, B ropol
Jlumenx Jnis y4acTHA B PacCMOTPEHHH aNMeNALAOHHON XamoGel cpokoM Ha 3
KameHJapHBIX JHA ¢ 31 Maprta o 05 anpens 2014 roaa.

I'1apa aAMHHACTPAllHH . _ -
ropoaa Bearopozna (noanuce) - RN.Damuing
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IIpwunoxenne Ne 14
K. 2.4,

e Gnte B3 e

(OanNMM PACROPANCENUEM HE PYKOGOICMEO8aMBCR)

CAIMHAHHACTPAIIHA TOPOJAA BEJITIOPOOA

PACITIOPAXEHWE

« » 201 r. : - No

09 yrBepaxaenuu Ilonoxenns
0 [IePCOHAJILHBIX CTHIEHIHAX
rjaBbl AAMHHHCTPALHA ropoaa
Benropoaa ogapénHbIM AeTAM

He Bonee 8 cm

B nenax cosjaHMs MakCHMaIbHO OGNAronpHATHRIX YCJIOBHH JUIS pacKpBITHS
criocobHOCTEH kKakaoro pebénka, ooIpeHAs U c'mmynnpoaaﬂm o.uapénnm IeTei,
MOBEIIIEHHA WX TBOPYECKOi aKkTHBHOCTH:

1. VYreepaute IlonokeHHe o nNEPCOHANBHBIX CTHIEHOHAX  IVIAaBBI
aJMAHUCTpalHK ropojia benropoaa oxap&€HHEIM neTaM (TipHiaraercs).

2. YTBEpIMTH COCTaB KOMHCCHHM IO PacCMOTPCHHIO KaHIHAATYP YJamIuXcs
06pa3oBaTeNbHBIX YYpEKACHHH Ha MOJYYeHHE NEePCOHANBHBIX CTHNECHAHH TIJaBHl
aaMHUHHCTpaLUUH ropoja benropoaa onap€aHeiM feTaM (npHiaraeTcs).

3. KoHTponr HCHONHEHHA HACTOAINETQ PpaclOPAXKEHHN BO3JIOXKHThL Ha

ZenapTaMeHT 00pa3oBaHHA, KyJIbTYPHl, CIIOPTA H MOJOAEKHOH TIOMHTHKH (Anpgpees
C.B. ) : :

I'naBa a;ihmnncrpauun
ropoaa Benropona - {nommuck) - . H.®amunusn
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YTBEPXKJAEHO
pacnops’KeHHEM a/IMHHACTPALHH
ropoaa bearopoaa
OT «__ » 201 Neo_

Ionoxenne
0 MEPCOHA/IbHBIX CTHIEHAHAX rNaBbl AAMHHHCTPAIHH ropoaa Bearopona
ONapPEHHBIM JEeTAM

1. O6mHe mooKeHASA

1.1. TlonoxeHue O NEPCOHANBHBIX CTHHEHAHAX IVIaBBl aAMAHHCTPALHH ropoia
Benropoga ogap&HHBIM AeTAM (Aanee No TekcTy — IlonoxeHue) onpeaeiieT MOPAIOK
HA3Ha4YeHHS, pasMep BHIUIATRI M KOJHYECTBO IIEPCOHANBHEIX CTHIEHAHMM TJIaBhI
aAMHHHCTpAIHu ropoaa benropona onap&HHEIM AeTAM.

1.2. TlepcoHalbHas CTHNEHAMS ITaBEl aJAMHHHCTpalldH ropofa DBemnropona
OJap&HHEIM AeTAM (fanee no texcry - CTHNEHIMA)- eXXeMeCAIHaAs JeHeX Has BEIILIATA
00y4aroImMMCcs, ZOOHBIIHMCSA BBICOKHX pe3yJIbTaToOB B 00JacTH:

- TyMaHUTapHBIX OOIIECTBEHHEIX HaYK;
- (pU3HKO-MaTEMATHYECKHX HaYK;
- €CTECTBEHHBIX HayK.....

2. Ilopsiaok BbIABHKEHHA H KOHKYpPCHOTO oT0Opa onapéHHBIX AeTek
2.1. CruneHans MoxeT ObITh HazHaueHa 00yJalOMAMCH, CTABIIIMM:
- NOOEAHTENAMHE UITH IIPA3EpaMH MEXIyHAapOOHOH NpeIMETHON OJTHMITHAMHI,
- mobeIUTeNAMH WIH HpHBBpa.MH 3aKIIOYHTENLHOMO 3Talla BCEPOCCHHCKOH
IIKONBHOH OJIMMITHAJRL. .

(Jlanee TeKCT He MPHBOJUTCA).

HavansHHK yNpaBJeHAS |
o0pa3oBaHHA aAMAHHCTPAIHH rOpoja (moamuce) HA.O.PaMuIHA

------
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YTBEPXKIEH
pacnopsixenHeM aIMHHHCTPAUHHK
ropoaa bearopona

oT«__ » 201 Ne

CocTap KOMHCCHH N0 paccMOTPEHHIO KAaHAHIATYP YHamAXcH o0pa3oBaTeIbHbIX
yupexaeHH# Ha MoJy4YeHHe MEPCOHAIBHBIX CTHIIEHAHH ITaBbl AAMHHHCTPALHH
ropoaa bearopoaa ofapéHHLIM AeTAM

DamMiwins
Hma QTuectBO

DaMuIHA
HNms OTtuectBO

YiieHbl KOMHCCHH!
(» angasuTHOM nOpASIKE)

OaMuus
Hmsa OtuectBO

Damunua
HUmsa OtvecTBO

Hava/JbLHHK yNnpaBieHHA
o6pa3opanHa AAMHHHCTPALHH IrOpPoAa

HavaJbHHK JernapTaMeHTa obpa3oBaHus,
KyJBTYpHl, CIOpPTa H  MOJIOASKHOH
MOIHTHKH, NIpeAcenarelb KOMHCCHH;

TTIaBHEIA CNSUHAIHCT OTHENA peaTH3aluy
CTAHJAPTOB YIpaBIeHHS oOpa3oBaHHA
aJMHHHCTpallHH  Tropoja, CeKpeTapb
KOMHCCHH. ,

HaYaILHHK YIPaBICHHA MO PHU3MMeCcKOH

KyJIbTYpE H CIIOPTY aiMHHHCTPAIIHH
ropoaa;

3aMecTHTEeNE HadanbHuKa MYBJI —
HaYaJIbHUK MITHOHH oO1ecTBeHHON
Ge30MacHOCTH (110 COTIaCOBAaHHIO).

(mogmucs) ~  H.O.Qamuaans



S e :,._'_;.::;‘.. ; ‘E?:\"— .“...,:F;ﬂ: B T AR TNT PR

2cm
IIpanoxenne Ne 15
R 3.2
(odopmngerca Ha Snanke noxpasaencHu)
) . 15-2cm
NPUKA3 o _
OT « » 201_r. . Ne

I 1 wuTepsan

O HA3HAYEHHN OTBETCTBEHHOT 0
3a BeJeHHe AeJIONPOH3IBOACTBA

He Gonee 8 cm 2-3 uHTepeana

B  wmemax ~ ofecmevenus — KaueCTBEHHOTO  WCNONHEHHA  CITyXeGHOl
KOPPECITOH/CHITHH, KOHTpONIA 3a cOONIOAeHMeM CPOKOB H KauyecTBa HCIOJNHEHHS
JAOKYMEHTOB B CTPYKTYPHBIX [I0[pasfie/IeHUsX NenapTaMenTa o6pa3oBanns, KYNETYpEI,

CIIopTa H MOIIOI[B}KHfrI NOJIHITHKH M PpHK A3 LI B A 100

1,25 cm 1 vHrepsan

“—"1. Ha3Ha4HTb OTBETCTBEHHBIMH 32 BEJEHUE NENONPOU3BOACTBa U paGoty B AC
«MoTtuB» NoO JenaprameHTy oOpa3oBaHMA, KyJBTYPBL, CIIOPTa H  MOJIOAEXHOM
NoMHUTHKA — Pamunus M.O., HayanpHWKa CEKTOpa OpraHU3alMOHHO-AHATWTHYECKON
paboThl enapTaMeHTa oOpa3oBaHHA KyJNbTYphI, CIIOPTA H MOJIOAEXKHOH HOTHTHKH. B
Cyqa€ OTCYTCTBHS HAYIPHHKA CEKTOPa OPraHH3allHOHHO-aHATHTHYECKOH paboTsl
IemapraMeHTa oOpa3oBaHUA KyJNBTYphl, CHOOPTA M MOJIOACKHON  IOJHTHKH
00s3aHHOCTH 110 BEACHHIO ICNIONPOH3BOICTBA BO3JIOXKHTEL HA ITIABHOTO CHEL[HAIHCTa
Toro Xe cekropa Pamunua U.0.

2. HasHayuTE KypbepoM 110 MONYy4eHHIO CITyXe6HO KOPPeCIOHIEHIHN U aKTOB
aIMPHHCTPAalUd TIoOpoAa MO [enapTaMeHTy oOpa3oBaHHA, KYJBTYPHI, CIIOPTa H
monoAexkHOH mnomuTHKH — @amwma KW.O., [apHOro cnemmamkcTa cexrTopa
OpraHH3allHOHHO-aHANHTHYeCKOH paboTH ImemaprameHTa oGpasoaanl KYJIBTYPEI,
CTIOpTa ¥ MONOAEKHOH IMOTHTHKH. :

3. PyxoBOAMTENSAM CTPYKTYPHBIX NOIpasfeNeHHN, MOIBEIOMCTBEHHEIX
JenapTaMeHTy OOpa3OBaHHUS, KyJIBTYpPhL, CTIOPTA M MOJIOAEXKHON MMOJHTHKH, B CPOK
AO____ Ha3HA4HTL OTBETCTBEHHEIX 33 BEJCHUE AENONpPOH3BOACTBA. ,

3. KoHTposib 32 HCTIOTHEHHEM HACTOAMIETO IIPHKA3a BOMIOKHUTE HA HaqaNnEHHKa
CeKTOpa OpPraHH3allHOHHO-RHAIMTHYECKOH paboTel JenapraMeHTa ofpa3oBaHmA
KYJIETYPHI, CIIOPTa H MOJIOAEXHOH nonATHkn  Pamunng H.O.

3 uHTepBana

HausanbHHK AenapTaMeHTa
o0pa3oBaHuf, KYJbTYPbl, CIOPTA '
H MOJIOJeKHOMH OJTHTHKH (moamnkch) . N.O.Damurun

2cm

1/_.1‘.1.41 a
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IMpunomenne Ne 16
ki 34,

AIMAHUCTPALA FOPOJIA BEJITOPOJIA
NPOTOKOIJ

I 2 WHTepBana

COBeIllaHHA NPH rjiaB¢ AIMHHHCTPAIIHH ropojaa BCJ’II‘OPO}I&

5 l 2 uHTEpBana
Boneioit 3an 4IMHHHCTPAUHH I'opoaa

2 uHTepBana L : )
Ne
Ipencenarensersyromuit — .0, Gamunus
Cekperaps — H.O. Gamunug
Bcero wieHoB
[IpucyTcTROBAIH: (cmucox MpHIaraeTcs)
MMOBECTKA JHA:
1. O npoeeneHnn my6GmHAIHBIX cnymannﬁ o
Hoxnan ®amunua H.0.
2. HaumeHoBanHe BoIlpoca H T.J.
1. CJIVIIAJNH: :
H.0. damunns — TekcT A0KIAIa IPHIAracTCH
BbICTYITWIH:
H.O. Qamming — kpaTkas 3allACh BRICTYILUICHHA
H.O. GaMunug — kpaTKad 3AITHCH BBICTYIUICHHA
I[NMOCTAHOBWIH (PELLIAJIH):
2. CJIYIIAJIHK:
BbICTYITAIN: .
[NOCTAHOBHJIM (PEIIIHJIH)
IlpeacenaTens : (nopnHacy) - o BO.Damuaus
Cexperaphb o + (moamHce) . III/I.O.(DaMunHa
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BHIHWED O'H (goHuroL) " sHHAIreedron oxoHdL1nAd.Ld
qIrALAY090NAJ
BHHIhAJOL
BaLdAgadL HHHIHIrONI9 ™ HHHRBINIE0D
aH dHHeaod | o sunewdodHm | WoHgniedomo | TerdOT | BHHOH
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« »
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OIVINKdAdLA
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2cMm

Ipunoxernne Ne 19
km35

He Bonee 2 cm

' , I‘yﬁeﬁﬁampy 1.5-2 cm
AIMHHHCTPAIIHA - | Bearopoackoii o6nacti
' ropoaa Bearopona
2,5-3 cm Ipaxaabcmil npocnext, 38,

Bearopox, 308000 ' :
Ten.(4722) 32-72-08, (4722) 27-T2-06 . . E.C. Capuenko

> dare (4722) 33-62-74
e-mail:belg@adm.ru

Ha No oT 1

TEKCT N0 UEHTPY OTHOCHTEALHO CAMOM SAMHHON CTPOKM

3 uHTepBana

O xonuuecTBe ACKYMCHTOB,
INOCTYIIHBLINX B aAMHHHCTPALOHIO

ropoja
- >
4-5 CTPUK Ao 28-30 sHaxkoB 3 HHTepeana
Yeaxaembrst Eprennii Crenanopny!
1-1,5 wuTepeana
1,25 cm . : , . 2 WHTEpBaNa

> AZIMHMHHCTpauHs ropoja HanpaBiseT B Bam anpec cBeleHMA/0 KOMHYECTBE
JIOKyMEHTOB, MOCTYNHBINNX B aJMHHHUCTPAliMIO Topojia benropona U3 CTPYKTYPHBIX
moppasfie/leHHd  aAMHMHHWCTpailluH  oOmacTH, oOpraHHzauMii  obmacTHoro H
(enepansHOro 3Ha4eHnA B 2012 roxy u 3a I keapran 2013 ropa.

“ 2 NHTepBana T

Ipunoxenue: Ha 1 1. B 1 axa. TEKCT - N0 WHpHHE

2 MHTEpBaNa

Taaea

| AIMHHHCTPAllHH FOpOAa | (MYHas noANnHCH) | H.®amuanna
i * .

- e
- -

TEKCT N0 UEHTPY OTHOCHTEALHO CAMOM SAMHHON CTPOKM

N.0.Pamunus

00-00-00 \ HUHHWUIA neBoIR yron,

AONYCKAETcA Ha 060pOTHOM

CTOpOHE AucTa : ' _
S I (.
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ITpanoxenne Ne 20
K. 3.5

(ohopmaseTcs Ha 61aHKe MOAPA3ICICHAS) HauanLHHKY ynpaBjieHHs
KHIHIIHO-KOMMYHA/1LHOTO
xo3saicTBa bearopoackoii 06aactn

H.O. Pamuaus

OO0 opraHm3alMi AeXypcTBa

ey

YeaxaeMbiH

B wemsx obecnieueHnsa Ge3aBapuiHOH paboTEl CHCTeM >xH3HeoOecrmeueHUS
ropoaa benropoma B nmepuoa ¢ 01 mo 10 smeaps 2014 roma aenaprameHTOM
FOPOACKOIo XO3fCTBA H3AaH NPHKA3 o0 OpraHM3allMH AEXYPCTBA OMNEPAaTHBHOIO
NepcoHaNa, aBapuiHEIX OpHral, YKOMIUIEKTOBAHHEIX TEXHUKOH M MaTepHanaMH Ans
JHKBHAAIIMH BO3MOYKHBIX AaBapUHHEIX CHTyalUM# Ha MpPeANpHATHAX IJKHIHIIHO-
KOMMYHAJIBHOT'O XO35HCTBa ropoaa.

Konusa npukasa npunaraercs.

PykoBOAHTEIb -
nojpasaeJicHAs (noamnucse) _ H.O.®amunusa

H.0. Oamumns
00-00-00



[Mprnoxenne Ne 21
KIL 3.6.1,

(odopminsercs Ha Gnanxe HoJpaszAelcHRA) T'naBe aAMHRHCTPALHA

ropoaa bearopoaa

H.0. PamMaausn

JOKJIATHAS 3AITHCKA

O HapylICHHH ABHXKEHH - : - -
TpomteHbycoB

B cBA3H ¢ NOCTYMalOmMMH XalobaMH Ha rpadmk ABHXXEHHA TPOJLIeHGycoB
OTZAENOM TPaHCHOPTHOIO OOCHyXKHBaHHA HacelleHHs OhLia NMpoBelieHa MpOBEpKa H
GBUIO YCTaHOBJIEHO, YTO KpaTKOBPEMEHHEIE, HEOAHOKpaTHEIE (0T 3-X g0 12 MHHYT)
OCTaHOBKH JABH)XeHHA TposuteiiGycos no ynune IlonoBa B meppoii nonosune gua 17
Mmapta 2014 rona ocyecTBIsLTHCE Ciryx00# sHeproxozsicTea MVYII «benropoackuii
3JIEKTPOTPAHCNOPT» JUIA 3aBepllieHHs paboT Mo NepeHocy KOHTAKTHOM CETH B CBA3H ¢
PEKOHCTpYKLMeH ynuirl. OCHOBHEIE palbOTHl MO MEPEeHOCY 3JIEMEHTOB KOHTAKTHOHR
CETH TPOJLIEHOYCOB Ha HOBBIE ONOPHI BRIMOJIHAIHCH B HOYHOE BpeMi.

Taxod rpaduk BHIMONHEHMS paboT GBUT NMPHHAT 3aMECTHTENEM IHPEKTOpa
MVII «Benroponckuii anekrporpaHcnopm» HpanoseiM WM. Gez coriacosanus c
aIMHUHHCTpamuel ropona benropona.

3a caMOBOJIFHO IIPHHATOE PEIIEHHE, MPHBElIee K CPLIBY I'paQHKa ABHIKSHMSA
tpomneiibycop, Hpanor HM.W. npeaynpexaéH H C Hero B3ATO ITHCEMEHHOE
obbacHeHHe. Lo

PykoBoauTENb _ .
nojpa3aeieHHA (noamnuce) - H.O.PamMuaua

H.O.bamunng
.00 00 00
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Tpunoxenne Ne 22
KIL 3.6.2,
Odopmnserca ra 6anKe moapasAeTeHUA HagyaabHEKY genapTaMenTa

CTPOHTEJILCTBA H APXHTEKTYPBI

NU.0. ®amuans

CIOYXEBHASA 3AIMUCKA

06 otnenke dacana XHpypruieckoro
koprmryca MI'KB Ne 1

ITo Bompocy oTaenkH dacama xmpyprideckoro kopmyca MVY3 «[opomckas
Kipaudyeckass OonbHHma Ne 1» HHOOPMHpYIO, 9TO COMIacHO BEITONHEHHOMY
HacopTy JeKOpaTHBHOH OTOenKH cyMMa (HHAHCHpOBaHHS CpPEACTB IO
NpeABapUTENIbHEIM pacieTaM cocTapiseT 3,6 MITH. pybneli.

Ilpomy Baiero coneiicteus B peMmoHTe dacaaa kopnyca MY3 «["opoackas
KIHHu4eckas onbHHDA Ne 1», :

PykoBoaHTeNb . L
nogpasieieHus (noxmmucs) . R.O.Damaansg

N.0.PaMunua
00-00-00

A P g Tyrwry |
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AWNWedIOHOMAIAL AnwedioHOPOIrAL
oJoma¥HHdI oJemaeradan
‘exaHrAdLoo ‘exHHTAdLod KrwedioHodorar enwed 10HOPIIrAL
eHO(IIAL eHo(oIL CIIMEBOHNLITOU BHREO0dodYR AWON
dowoH “QO'U'® rawwedioHodAL dowoH “O'U' @ ‘elIHK Q' @ ranwedlonoforar | ‘enmrr aroomaroy | mwwedioHogorroL
‘QLO0HXIOTY mheradan kwadg ‘9100HKIO0Y ‘LLOOHKIrOf LMo, “OUD dowoH ‘elel!
wined 10H0(IIrL XHIMBTOXIR BlohA enwdod
L 9 s v ¢ [4 1
AWWedIOHOMAIAL KWWedIOHOPAIAL
osomeaxuudn oJomaeradon
‘exHHErAdiod ‘exnHridiod AwnedioHodwIral enwedionodorrar
eHO(OIAL eHO(RIOL OJ2MIAEOHINTOT] gHegosadre AWON
dowoH “O'UI'd ranmedioHodoraL dowoH “O'U'® ©IHY QW'D ranwedionodgornl | eumr didomiaor | MrovedioHodaIraL
‘UQLOOHXI O] EHHORAKOII KWadg ‘QIO0HXIOT ‘qLyomxarolf 10M9], “OUD dowon ‘erelf
wwed10H0(I1IraL XHINEX0XE BLIhA eWdOd
v EEP ORI
T £2 o\ amEaRoIHd]]
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Tpwroxenne Ne 24
K. 4.3,
HEPEYEHDb
AOKYMEHTOB, He NMOoJIeKAlllHX PerHCTPAalHA B OTAeNAe c.nyxceﬁnoro
- AOKYMEHTO0000poTa

1. UudbopMmaunoHHEE W cHpaBoYHBle Marepuansl (Gpomnopsr, OGromnerenw,
HHPOpPMALlHOHHEIE JIMCTKH, TeJeOHHBIE CIPABOYHHKH | Ap.)

2. HudopManvoHHele MOOKyMeHTH (CBOAKH 10 PaIHYHBIM BOMNpOCaM,
HH(POPMAIIHH, MPUCIIaHHBIE IS CBEAEHHS).

3. PexnaMHble W3BEIEHHA, KOMMepUECKHE TIPEJIOKEHHA, [UIAKATE], IPOrpaMMbl
coBeLIaHM, KOHQEepeHIHH, KapThl, CXeMBI H Jp.

4. [lpeHcKypaHTHL

5. Texau4eckue yCnoBH.

6. HopMEI H HOPMAaTHBEI pacX0JI0B. .

7. TlpurnacMrenbHele, NO3APaBHTENBHEIE ITHCHMA, Tener'paMMH OTKPBITKH,
OueTs.

8. JloKyMeHTBl YO JIAYHOMY COCTaBy (3asBJ€HHS, JIHCTKH IO Y4YeTy KalIpoB,
aBTOOHOTpagHH, XapaKTepHCTHKH, IIPEACTaBICHI ).

9. JIoKyMeHTBI IO 3aKIIOYeHHIO TPYAOBEIX (KOJJIEKTHBHEIX) JOTOBOPOB.

10. HdoxkyMeHTH mo OyxrantepckoMy Yy4ery, MaTepHAILHO-TEXHHECKOMY
obecreueHuIo. '

11. INnaHoBO-pHHAHCOBBIE AOKYMEHTH, MOCTYNMBIIHE (€3 COMPOBOAUTENIBHOID
IIHCHMa. R :

12. INevaTHble M3gaHNAA (ra3eThl, KHAIH, XYPHAJIBI).

13, POpMEI CTATHCTHYECKOH OTYETHOCTH.

14. I'paduku, HapAaEL, 3a9BKH, Pa3sHAPAAKH.

15. [1InaHs1, pOrpaMMBl CEMHHAPOB, KOH(pepeHIHH, CAMIIO3HYMOB.

16. KoppecnoHIeH1MA, anpeCOBaHHAS COTPYIHHKAM a,[l,MHHHCTpaJ.lHH ropozaa c
[IOMETXOH WIHYHOY.

17. JoKkyMeHTE Ha HHOCTpaHHEIX g3b1kax (0e3 nepepoaa).

3

A e nw
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Npunoxenue Ne 25
k6.1,
YTBEPXKJIAK
HanMeHoBanve noapasaecHHS - PyxoBogHTenn noapasgesieRHa
(moanuce,) (pacmu$poBKa noanucH)
« » 20 roaa
HOMEHKJIATYPA JEJ
Ha 201  rog
Hnaaexc 3aronoBok aena| KounuecrBo Cpox IIpamedanue
aena (Toma, aacreif) e (ToMoB, | XpaHeHHS (ToMa
qacTei) YACTH) H HOMEPA
craTelt mo
nepevTHIo
HapMeHoBaHUe pa3aena
|
HanmeHOBAHHAE N0/EHOCTH '
OTBETCTBEHHOTO 33 BeleHHE AeJIONPOHIBOACTRA {(noanuce) N.O.Damuans
Jara - -
COI''TACOBAHO
JaMecTHTEHL HAYATLHHKA
ynpap/ieHHS A0KYMEHTALHOHHOTO
ofecredeHHsA - HATALHHK OTACIA (noAmHcE) : N.O0.®amuing
cayxKeSHOro NOKYMeHTO000pOTA
Jara
HavanbHEK oTAENA
MYHHUHITANLHOTO APXHBHOTO (hoHAA
ynpaB/ieHAS ZA0KYMERTALHOHHOIO . : S
obecneqeHAs . - (moAmHCD) ’ H.O0.®amuaus
JaTta
HToropagd 3aHHCh 0 KATETOPHIX H KOJAHYECTBE A€, 3ABEACHHLIX B roay B
Ne Ilo ¢pokaM xpaHeHHs Beero B ToM uncne
n/n Tepexomamux | C orMerkoii IITK
1 IlocTosHHOTO
2 BpeMeHHOTO
(ceemme 10 net)
3 Bpemensroro (zo 10 xer
BIUTFOYHTEIIBHO)
HUTOTO:
HauMeHOBaHHE MO/DRHOCTH

OTBETCTBEHHOT) 32 BéJeHHe AeJONPOHIBOACTRA (nomnuce) . H.O.®ammnsg

Lomms P Btscid >




110

MNpunomxenne M 26
K. 6.1,

YTBEPKJAIO

3amecTHTENE IIABbHl AAMHHHCTPALHY -
PYKOBOAHTEIb ANNAPATa 8 AMHHHCTPALHH Iopoaa

AIMPHHECTPALMAS (Doanuck) (pacmudporka nognucu)
ropona Bearopona « » - 201__roaa
pamaaHckuil mpocnexr, 38 -_
Benropoa, 303000
Ten.(4722) 32-72-08, (4722) 27-72-06
dpamc (4722) 33-62-74
e-mail: belg@adm. bel.u
Ne
Ha oT
HOMEHKJIATYPA JAEJ
Ha 20 ron
Hugexe 3aronosok nenal  Koamuecrso Cpox Ilpumeyanue
nena (ToMa, qacTeil) nen (TomoB, | xpaHenHs (ToMa :

qacTel)

YaCTH) H Homepﬂ
craTeil mo
NEePLYHIO

HaumeHopanne paizeaa

I

3aMecTHTENb HAYAJABHAKA
ynpapJieHHS AOKYMEHTAIHOHHOTO
ofecmedeHN — HAMAJIBHHK OTANa
cayxebHOro NoKymentToobopora
JarTa

HauannHHK oTACena
MYHHIMIAJBHOr0 apXHBHOro donaa
ynpasJIeHHS JOKYMEHTAIAOHHOT O
ofecnedeHHs
JiaTa

COI'JTACOBAHO
Iporoxon LIDK
oT QT

(moamuce) H.O.®amuann
(moanuce) N.O0.®amunnn
COI'TACOBAHO
[Ipotokon JIIK apxHBHOTO YUpexaIeHAA
OT )

=

L



11

Hrorosas 3anuch o KATETOPHAX H KOWJIHYECTBC €], 3ABCACHHLBIX B ooy B

Ne I[To cpokam xpaHeHHs Bcero B tom gncne
/n [epexoaampx | C otmerxoit IITK
1 IocTosuAOrO
2 Bpemernoro
(cBerme 10 ner)
3 Bpemennoro (a0 10 ner
BKJTFOUMTEINIBHO)
HUTOrO:

3aMecTHTIBP HAYAJBHHKA
yNpap/JIeHHS JOKYMeHTAIIHOHHOTO
obecmeyeHHH — HAYMAILHHEK 0T/Je/]1a
cay:xebHOr0 JOKyMenTooGopoTa (noamuce) E H.0.Qamunnn
Hara : o

HTtoroenie cBeIcHUS TEpEAHEI B aPXHB
HanMeHnopaHnne A0/KHOCTH

nepeJaBIIErc cBeACHHS ‘ (mogmuce) ' H.O.®amuanus
Jara '

—

Bt A Sl
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[Mpunoxenyne Ne 27

K. §.2.5,
AIMHAHHCTPALIHA I'OPOJA BEJI'OPOJA
(HaHMeHOBAaHHE CTPYKTYpPHOIO NoapasieieHH )
IEJO Ne
(zaronoBok nena)

®ona Ne | HavaTo 20 r.
Omnuce Ne S OxoHYeHO 20 T
Heno Ne . . - Ha nHcTax

(cpox xpaHeHH)
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JIMCT-3ABEPHTEJIb JJEJIA Ne

B Zeno noagmuTo H NpOHYMEPOBaHO

TMpunoxetne Ne 28
KN 625,

(uAdpamMy H NPOMHCEIO)

B TOM YHCIIE
JTHTEPHBIC JTHCTEI

THCTOB,

MpOMYIIeHHEIE HOMepa

+ NTHCTOB BHYTpPEHHEH OMUCH

OcoleHHOCTH (PH3HYECKOTO COCTOAHMA H (GOPMHpPOBaHHA
aena

HoMepa mictos

1 2

HanmMmenopaHue JONAHOCTH

NHNA, COCTaBHBLIENO ,
3aBEPHUTEIIBHYIO HAANHNCH MOATNHUCH Pacomdposka nognucu
Jarta
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[Tpanoxenne Ne 29
Km 6.2.5.

BHYTPEHHIA OITNCDH
IOKyMeHTOB Aenia Ne
Ne Hnpexc Hata 3aroJioBOK Homepa IIpumeyanne
I/l | JOXKYMeHTa | OJOKyMeHTa OOKYMEHTA JTUCTOB JieJia
1 2 3 4 5 6
Hroro JOKYMEHTOB,
(mudpaMu ¥ MPONHCEHIO)

Konu4ecTBoO THCTOB BHYTPEHHEH ONNCH

HaumeHOBaHHe

aMua,
BHYTPEHHIOIO OITUCH

Jlara

(uubpaMu H POMHCHIO)

JAOIIKHOCTH

COCTaBHBILICTO

NOAINCH

PacuundpoBka moanucu

F
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[Mpunoxenue Ne 30

Kn. 6.3.9
YTBEPXIALIO
Pyuononn'renb noapa3gcyieHHA
(noanuce) (pacmupoBKa NogNHCH)
« » | ' 201 __ roama
@ona Ne
Onuce Ne
JieN TIOCTOSHHOTO XpaHeHH
3a roa
Ne Hnpexe 3aronosok Aena Kpaiiune | Konmyecto Cpok IMpumevuanue
n/n fiena HATH! JTHCTOB XpaHeHus
1 2 3 4 5 6 7
B nasHEH pa3zen onucH BHECEHO Jen ¢ Ne
(undpaMH W MPOMHCHIO)
o Ne , B TOM YHCJIE:
JHTEPHBIC HOMEPA:
NpONyLICHHEIE HOMEDa:
HanmeHoBaHHe JOIDKHOCTH
COCTABHTEIS OIIHCH _ HOATIHCH Paciiudposka noamncH
Hara
OJIOBPEHO B - COT'JIACOBAHO
[Tpotokon LIOK : ) - Ilportoxon IIIK
COT«__» Ne _ APXHUBHOTO YUPEKACHUA
' OT«__ » Ne

L Pt AL —
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Ipwroxenne Me 31

K 0. 6.3.10.
YTBEPXKIAIO
PykoBoauTeb moapazyaeaeHHA
(moanHew) (pacmadpoBxa mogNMACH)
«__» 201__ron

AKT
Ne

{MecTa cocTaBJIeHHA)
O  BHICIEHHHM K  YHHUTOXCHHIO

JOKYMEHTOB, HC IIOJICKAIIHX XPaHCHHIO

Ha ocHOBaHMH
(Ha3BaHHE H PEIXOJHEIC NAHHKIE IIEPEYHS JOKYMEHTOB ¢ YKA3AHHEM CPOKOB HX XpaHeHHS)

OTOGPaHBl K YHHYMTOXCHHIO Kak He HMCHOIOIHE HaquO-HCTOPH'-IeCKOﬁ LOCHHOCTH H
YTPaTHBILUHEC [IPAKTHUYCCKOC 3HAUCHHE!

Ne| 3aronosok | Hata gena Homepa Hupekc gena | Kon- Cpoxu Hpumeuante
n/m|  gmema wau WIH onuceH no BO | XpaHeHHA Jena
rpynmoBo# | kpafiHHe | (HOMEHKIATYp | HOMeHK1aType | nen H HOMeEpa
3aro/IOBOK | NATH Aen 3a rozml) HIH HoMep craTeli no
aen Iea 1no OIHCH NepeyHio
1 2 3 4 5 6 7 8
Hroro zen 3a rofsl
(mmdpamMH 1 IPOMUCHIO) :
OnHcr fien NOCTOAHHOTO XpaHEHH s 33 roabl YTBEPKAECHEI, 4 110 NTHYHOMY

cocrasy cornacosaHbl ¢ 211K
(HauMeHOBAHHE APXHBHOIO YIPEXKICHHA)

(mpoToKon OT Ne )

HanMenoBaHHEe AOJDKHOCTH JIHIIA,
TIPOBOAMBILENO 3KCIEPTH3Y
LIEHHOCTH JIOKYMEHTOB ITonmice Pacin¢poBka MOAKMCH

=
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Harta
COI'JTACOBAHO

Iporokon 112K (3K)
oT Ne

JloOKyMeHTEI B KOJIHYecTBe ) ' ' nen,
(urdpaMH M IPOMHCEID)
BECOM KT CHAaHBI B

) : _ (HaHMeHOBaHHEe OPTaHH3aIHH)
Ha nepepaboTKy Mo IpUeMO-CAATOYHOM HAKIANHOH OT Ne

HauMeHoBanMe JO/DKHOCTH paboTHHKa
oTfeNla MyHHLMITaJIbHOTO apXHBHOTO (HOHNa,
cAaBIero JOKyMeHTEI Ilonmaces Paclundgposka noanucu

H3MeHeHHs B Y4YCTHRIC JOKYMEHTEI BHECCHBI

HaumeHOBaHHE OIKHOCTH pabOTHHKE

oTAena MyHHIUIIAJIPHOI'O apXHBHOTO GoHAR,

BHECILIETO

H3MEHEHHA B yYE€THBIE JOKYMEHTH Ilognmucy  Pacumdposka moanucu

Hata

ey

]
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