POCCUINCKAS ®EJEPAIIASA
POCTOBCKAS OBJIACTD
MYHULUTTAJTBHOE OBPA3OBAHME «OPOJ] TATAHPOI»
AJIMAHUCTPALIMS TOPOJA TATAHPOTA
PACTIOPSI)KEHUE

Ne r. Taranpor

O0 yrtBepxkaenun HHcTpykuuu

10 JEJIOIIPOU3BOACTBY B
AJIMUHUCTpanuu ropoja
Taranpora

B nemsax nanpHENIero COBEpIICEHCTBOBAHUS AEJIONIPOU3BOACTBA U NTOBBIILICHHUS
3¢ (PeKTUBHOCTH pPabOThl C JOKYMEHTaMH IIyTEM perjaMeHTalud Ha €IUHOU
IIPaBOBOM OCHOBE NpaBWJ CO3/aHUSI JIOKYMEHTOB, TEXHOJOTMH pabOThl ¢ HUMHU
OpraHu3alliy TEKYIIEro XpaHEHUsl JOKYMEHTOB M MOJATOTOBKH K Ilepefadye B apXHB,
B COOTBeTCTBUU ¢  @DenmepanbHbiM  3akoHOM  oT  27.07.2006  Ne 149-03
«O0 undopmanuu, UHPOPMAIMOHHBIX TEXHOJOTHSIX M O 3aluTe HH(QOpMAIn,
BO HcIoiHeHHe npukaza deneparbHoro apxuBHoro areHTcTBa ot 22.05.2019 Ne 71
«O0 ytBepxkaenun IlpaBun nemonpou3BOJACTBA B TOCYAAPCTBEHHBIX OpraHax,
OpraHax MECTHOTO CaMOYIIpaBJIeHHs», pacnopspkeHus [IpaBurenscTtBa PocToBckoi
obmactu ot 15.03.2017 Ne 131 «O  MEXBEAOMCTBEHHOM  DJEKTPOHHOM
JIOKyMEHTOO00pOTEN:

1. YrBepauts MHCTpyKLMIO MO AETONPOU3BOACTBY B AJIMUHUCTpAIMM Topoja
Taranpora corinacHoO MPUIIOKEHUIO.

2. PykoBoauTeNAM CTPYKTYPHBIX MOJpa3fesieHuil U OpraHoB AJIMUHUCTpALIUU
ropona TaraHpora ¢ mnpaBamMu IOPUIUYECKOTO JMLA OOECHEYUTh COOJIIO/ICHUE
HACTOSIIIETO PACIIOPSHKEHUS.

3. OTMEHUTb:

3.1. Pacnopsbxkenue Aamunuctpanuu ropoaa Taranpora ot 19.06.2017 Ne 113
«O6 ytBepxkaeHun WHCTpyKIMU TO JEIONPOU3BOACTBY B AJMUHHUCTpPAIMU rOpojia
Taranporay.

3.2. Pacnopsbxenue Aamunuctpanuu ropoaa Taranpora ot 21.11.2019 Ne 296
«O BHECEHMM W3MEHEHHs B pacnopsskeHHe AJIMHUHHCTpauuu ropojga Taranpora
oT 19.06.2017 Ne 113».

4. Hacrosiee pacnopsikeHUE BCTYMAaeT B CHIY CO JHS €ro Oo(QUUIHaIbHOTO
OIyOJIMKOBAHUSI.

5. KoHTposib 32 MCHOJHEHHWEM HACTOSILIETO PACHOPSIKEHUS BO3JIOXKHTH
Ha 3aMECTUTENsI TJIaBbl AJIMUHHUCTPAallUM 1O  OPraHU3alMOHHO-TIPABOBBIM U
KaJpOBbIM BompocaM 3enuHckoro B.E.

I'maBa AaMuUHUCTpaLU
ropoaa Taranpora M.B. Cononurua



[Ipunoxenue
K pacropsiKeHUIO
AJMUHHCTpanuu
ropojia Taranpora
OoT No

NHCTPYKLIUA
10 JEJTONPOU3BOACTBY B AIMUHUCTpaluy ropoaa Taranpora

1. O0wne moI0XEHU

1.1. Hacrosimass WMHCTpyKuMs 1O JENONPOM3BOACTBY B AJIMUHUCTPALMH
ropona Taranpora (masiee — MHCTpyKiMsl) yCTaHaBIMBAET €IMHBICE TPEOOBaHUS K
pabore ¢ JOKymMeHTaMH B AjMHUHHCTpanud ropoaa Taranpora (manee —
AJIMUHUCTpAITHA).

1.2. Uuctpykuus pa3paboTaHa B COOTBETCTBUU C (perepajbHBIMU 3aKOHAMH,
yKazamu U PaClOpsKECHUSIMHU IIpesunenta  Poccuiickoi Oenepanuu,
IIOCTAHOBJICHUSAMU U pacnopsbkeHussMu IIpaBurensctBa Poccuiickonn denepauuu,
[IpaBmiiamMu JeONpPOU3BOACTBA B TOCYJAPCTBEHHBIX OpraHax, OpPraHax MECTHOIO
CaMOYIPABJICHUS, YTBEPKICHHbIMU TpukazoM DelepanbHOr0 apXWBHOTO areHTCTBA
or 22.05.2019 Ne 71, IlpumepHON MHCTPYKLHMEN 1O JEJONPOU3BOJCTBY B
rOCYJIapCTBEHHBIX  OpPraHU3alMsAX, YTBEPXKICHHOW mnpukazoMm DeaepaibHOTO
apxuBHOTrO areHTctBa oT 11.04.2018 No 44, MeroauueckuMu pEeKOMEHIAIUSAMU 10
pa3paboTKe UHCTPYKIIMHI IO JIEIOMPOU3BOJICTBY B TOCYAapPCTBEHHBIX OpraHax, OpraHax
MECTHOTO CaMOYIIPaBJICHUS, YTBEPKJICHHBIMU TMpHKazoM DenepaibHOTO apXUBHOTO
arearcTBa ot 25.12.2020 Ne 199, 'OCTom P 7.0.97-2016 «Cuctema cTanmapToB 1O
uHdopmaruu, OUOIMOTEYHOMY W  U3JATEIbCKOMYy neny. OpraHu3aluoHHO-
pacniopsauTeabHas JTOKyMeHTalus. TpeboBaHus K O(GOPMIICHUIO JTOKYMEHTOBY,
Metonnueckumu pekoMerainusamu 1o npumenenuto 'OCTa 7.0.97-2016 «Cuctema
CTaHJAApTOB 10 HHPOpMalUMU, OUOIMOTEYHOMY ¢  H3JATEIBCKOMY  JIETy.
OpraHu3aimoHHO-paclopsIuTeNbHAs TOKyMeHTalusa. TpeGoBanus K oQOpMIIEHUIO
nokymeHnToB», ['OCTom P 7.0.8-2013 «Cucrtema craHmapToB 1mo uHGOpMAIINH,
OMOMMOTEYHOMY M HW3JATEeNbCKOMY Jeiy. J[eIompou3BOACTBO W apXHBHOE JEJIO.
Tepmunbl u omnpeaeleHus», PermameHToM padoThl AJIMUHUCTpAIMM TOpoja
Taranpora.

1.3.B nmenmax aBTOMaTH3alMU JCJIONPOU3BOJACTBA B  AJIMUHUCTpAIUU
MPUMEHSIETCS MEXBEJIOMCTBEHHAsl CHUCTEMa dJEKTPOHHOIO JOKYMEHTOOOOpOTa H
nenonpou3BocTBa «Jleno» (nanee — cucrema «Jlemo»).

1.4. TpeboBanust  Hacrosimiell ~ MHCTpyKUMM ~ pacmpoCTpaHslOTCS — Ha
OpraHu3anuio paboThl C JOKYMEHTAMH HE3aBUCUMO OT BHUJIA HOCHUTES,, B TOM YHUCIIE C
AIIEKTPOHHBIMU ~ JOKYMEHTaMu B cucteme «Jlemo», BKJoudass MOJITOTOBKY,
perucTpaIuio, MpoxoxkaeHue, o0padoTKy, XpaHEHUE W MCIOJb30BaHUE JOKYMEHTOB
Cc MTOMOIIBIO nH()OPMAITMOHHBIX TEXHOJIOTUH. KomneroTepHsie
(aBTOMaTU3UPOBAHHBIE) TEXHOJOTUU O00pabOTKM WH(pOpPMALUU, COIEpKalIeiics B
JIOKyMEHTaX, JOJKHBI OTBE€YaTh TpeOoBaHUsIM Hactosine MHcTpykuuu. Baeapenue



U COMPOBOXICHWE HWH(MOPMAIMOHHBIX TEXHOJOTHH B paboTe C 3JICKTPOHHBIMU
JIOKyMEHTaMHU TPOU3BOJSATCS BO B3aUMOJCUCTBUM C OTAEIOM HH(POPMAIIMOHHO-
KOMMYHUKAIIMOHHBIX TEXHOJIOTUN ATMUHUCTPALUU.

1.5. Bemmonnenue tpedoBanuii MHCTpyKIMK 0053aTeNbHO TS BceX PaOOTHHUKOB
CTPYKTYpHBIX  TOAPA3ACICHUNA M  OpraHoB AJIMHHHUCTpalMd C  [paBaMu
IOpPUJIMYECKOTO JIMIA, a TAKXKE MOABEIOMCTBEHHBIX MYHULIMNAIBHBIX YUPEKICHUN U
NpEeANnpUATAA, B 4YacTH HUX paboThl B cucteme «Jlemo» U cucrteMe XpaHEHUS
JIOKYMEHTOB B apXuBe AJMHUHUCTpAIUU (ajiee cucTteMa « ApXUBHOE JEI0»).

1.6. IMonoxxenus MHCTpyKIIMM HE PACIIPOCTPAHSIIOTCS Ha OPTaHU3AIUI0 pabOTHI
C JOKYMEHTAMH, COACPKAUMH CBENECHUS, COCTABIISIIOIINE TOCYTAPCTBEHHYIO TalHY.
PaGota c cekpeTHRIMM JOKYMEHTaMH perjameHTupyercs WHCTpykumeid 1o
oOecleyeHn0 pexuMa cekpeTHocTu B Poccuiickoit ®enepanuv, yTBEpKIACHHOM
[TocranoBnennem IlpaBurensctBa Poccuiickoit @enepanuu, W MNPOBOJUTCSA B
MOMEIICHUIX, 000PYI0BAaHHBIX COOTBETCTBYIOIINM 00pa3oM.

1.7. PaGota ¢ nOKyMEHTaMH C TMOMETKON «/[7si CiyeOHOro MOJb30BAHUS
(ACII) ompenensercs Ilonoxxenunem o mopsake oOpalleHUus €O CIIy)KeOHOU
uHdopMaIuelt OrpaHUYEHHOTO PACHpPOCTpPaHEHUs B AJMHHHUCTPAllUM TOpoja
Taranpora, yTBEp:KICHHBIM pacHopsbDKEHUEM AJQMHHUCTpanuu ropoja Taranpora
oT 21.07.2016 Ne 2 ncm.

1.8. TpedoBanus MucTpykimu k pabote ¢ OyXTraaTepcKoil U Ipyroi CrieuaIbHOM
JIOKYMEHTAIIMENH pPacIpOCTPAHSIIOTCS JUIIbL B YacTU OOIIMX MPUHIIUIIOB PabOTHI C
JIOKYMEHTaMHU, a TaKXKe MOJIT0OTOBKU K Tiepeade TOKYMEHTOB Ha apXUBHOE XpPaHECHUE.

1.9. Meroandeckoe PYKOBOJICTBO Opra”u3aiuen, BEJCHUEM 151
COBEPILIEHCTBOBAHUEM JIEJIONPOU3BOACTBA, & TAaKXE KOHTPOJIb 3a COOJIIOJICHHEM
TpeOoBaHMil  Hactosmed WMHCTpYKIMM  OCYHIECTBISIOTCS  OOUIMM  OTIEIOM
Anvunuctpanuu (nanee — oOmuit otaen). MHCTpyKTHBHBIE MaTepuaibl OOIIEro
OTJie]ia TI0 BOMPOCAM OpraHU3allud U COBEPIICHCTBOBAHUS PabOTHI C TOKYMEHTAMH,
YCTPaHEHHUsI BBISIBJICHHBIX HEJAOCTATKOB W HApPYyIIEHUH B JEJIONPOU3BOACTBE
00s13aTEeNbHBI ISl UCIIOJIHEHUSI BO BCEX CTPYKTYPHBIX TOJpa3JeieHUs X U OpraHax
AJIMUHUCTpalMd C MOpaBaMH IOPUAMYECKOTO JHIA, a TaKXKe MOJIBEAOMCTBEHHBIX
MYHUITUTIATBHBIX YUPESKICHUAX U TPEANPHUATHUSX, B YACTH MX PabOThl B CHCTEME
«Jlemoy.

1.10. ObecnieueHne ceTeBOM CBSI3aHHOCTH PabOYMX CTAHIUN AJMHHHUCTpAIUN
C KOpPHOPAaTUBHOM CEThIO TEIEKOMMYHUKAIIMOHHONW CBaA3U IIpaBurenbcrBa
PocToBckoin 001acTH, BHEJPCHUS u AKCILTyaTaluu TEXHOJIOTHUYECKOU
UH(PACTPYKTYPHI, uH(pOPMaIIMOHHON 0e30MacHOCTH AIEKTPOHHOTO
JTOKYMEHTO000pOoTa AJIMHUHUCTPALMUA OCYILIECTBISETCA OTAEIOM HH(OPMAIIMOHHO-
KOMMYHUKAIIMOHHBIX TEXHOJIOTUH ATMUHUCTpPAIUH.

ObecnieyeHre  CETEBOM  CBSA3AaHHOCTU  pabO4YMX  CTaHIM  OpPraHoB
AJIMUHUCTpalMd C TpaBaMH IOPUANYECKOTO JHIA, a TAKXKE MOJIBEJOMCTBEHHBIX
MYHHULUIIAIBHBIX ~ YUPESKIACHUW M TPEANPUSITAA C  KOPHOPATUBHOM  CETHIO
TeJICKOMMYHUKAIIMOHHOM cBsi3u [IpaButenbctBa PocToBCKOM 0oOmacTu Bo3maraercs
Ha PYKOBOAMUTEIEH OpraHoB AJMUHHCTpPALIMU C MpaBaMU IOPUIMYECKOTO JHIA, a
TaKXe MOJABEJOMCTBEHHBIX MYHULIMIAIIBHBIX YUPEKICHUN U NPEANPUSITHIA.



WNHCTpyKTUBHBIE MaTepuanbl OTAena HH()OPMAIMOHHO-KOMMYHHKAIIMOHHBIX
TEXHOJIOTMM AJIMUHUCTpAallMd IO BOIPOCAM COBEPIICHCTBOBAHMS 3JIEKTPOHHOTO
JOKYMEHTOOOOpOTa  00sI3aTE€NbHBl  JUIsI HUCIHOJHEHUS BO BCEX CTPYKTYPHBIX
HOJpPA3/IEICHUAX U OpraHax AJIMUHHMCTPALUU C IpPaBaMHU IOPUAMYECKOrO JiMIa, a
TaKXe [10/IBEJOMCTBEHHBIX MyHULIUIIAIHBIX YUPEXKIECHUSAX U MPEAIPUITUSAX.

1.11. OTBETCTBEHHOCTh 32 OpPraHU3aLMI0 U COCTOSIHHUE JEJIONPOU3BOJICTBA,
COOJII0/IEHNE YCTaHOBIICHHBIX HacTosel MHcTpykueil npaBui v nopsijika padoThl ¢
JOKYMEHTaMH B NPHEMHBIX IJ1aBbl AJMUHUCTPALMH, TIEPBOTrO 3aMECTUTEINS TJIABbI
AIMUHHCTpAaMM MO BONPOCAM TOPOJCKOrO XO3SIMCTBA, 3aMECTHUTENECH TJIaBbl
AIMUHHCTpaMy BO3Jaraercss Ha IOMOIIHMKA TIJaBbl AJMUHUCTpAlUUd H
CHELUATNCTOB MPUEMHBIX 3aMECTUTENEH TJIaBbl AJJMUHHUCTPALMU, & B CTPYKTYPHBIX
MOJIpa3/ICTEHUsIX U OpraHax AJIMHHHUCTPAalUUA C MpaBaMU OPUAMYECKOro JUIA, a
TaK)X€ B MOJIBEIOMCTBEHHBIX MYHUIIMITAIIBHBIX YUPEKICHUAX U MPEANPUATUAX — Ha
UX PYKOBOJMUTENEH.

1.12. B xaxI0M CTpYKTYpHOM MOAPA3JEICHUN U OpraHe AJMHHUCTpALUU C
IpaBaMy IOPUAMYECKOrO JIMIA, a TakKe IOJBEIOMCTBEHHOM MYHMIMIAIbLHOM
YUPSXKIEHUU U  OPENNpUSITHH  PYKOBOAUTENEM  Ha3HA4alTCsl  pabOTHHKH,
OTBETCTBEHHBIE 3a JEIONPOU3BOACTBO, KOTOPHIE 00ECIIEUNBAIOT €TI0 OPraHU3aLUI0 U
BEJICHUE B COOTBETCTBUM ¢ MHCTpyKIMEH, OCYIIECTBISIIOT O3HAKOMJIEHHE C
HacTosell MHcTpykuueid pabOTHUKOB, B TOM YMCJIE BHOBb IPUHSTHIX.

1.13. PaGoTHHKYU CTPYKTYPHBIX MOAPA3AEICHUN U OPTaHOB ATMUHUCTPAIIUH C
npaBaMy IOPUAMYECKOTO JHIA, & TAaKXKe IOABEJOMCTBEHHBIX MYHUIIMIIAIBHBIX
YUpEXACHUN U TPEeAnpusiTuil, B 4acTU UX paboThl B cucreMe «Jleno», cucreme
«ApXHBHOE J€J0», HECYT YCTAaHOBJIEHHYIO 3aKOHOJATEIBCTBOM Poccuiickoi
®denepauyy OTBETCTBEHHOCTH 3a HEecoOJoieHne TpeboBanuii MHCTpyKLMH, a Takxke
pasrialieHue W Iepefavy Cly>KeOHbIX JOKYMEHTOB, MX KOMNHUWA M TMPOEKTOB 0€3
pa3penieHuss HENOCPEACTBEHHOTO PYKOBOIUTETIS.

1.14. B nensix COXpaHHOCTH U CBOEBPEMEHHOTO MCIIOIHEHHS IOKYMEHTOB MPHU
OCBOOOXAEHUU paOOTHUKA OT JOJHKHOCTH, HAX0XKJIEHUH €ro B OTITyCKE, B TOM YHCIIe
y4eOHOM, a TaKXe B CIIy4ae €ro BPEMEHHOIO OTCYTCTBHUS 10 MHBIM yBa)KMTEIbHBIM
OpUYMHAM BCE€ HAaXOMAIIMECS y HEro Ha MCIOJHEHUM CIyXeOHbIEe JOKYMEHTHI
HepeatoTcs APyroMy paboOTHHUKY M0 YKa3aHUIO HEMOCPEICTBEHHOTO PYKOBOIUTENS.

1.15. PaGota ¢ JAOKyMEHTaMH OCYIIECTBISIETCS TOJBKO B  CIY>KEOHBIX
nomenieHusx. C copepkaHueM MPOEKTOB JOKYMEHTOB, TOKYMEHTOB M PE30JIIOLUN K
HUM MOTYT OBITh O3HAKOMJIEHBI TOJIBKO JIUI[A, UMEIOIME OTHOLIEHUE K UX CO3/IaHUIO,
0 OpPMJIEHUIO, UCTIOJHEHUIO, KOHTPOJII0O U XpaHeHuto. CBeJeHUs, CoJepKaluecs B
CIIy’KEOHBIX JIOKYMEHTax, MOTYT HCIOJIb30BaThCSA TOJIBKO B CIYXKEOHBIX LIENSIX U B
COOTBETCTBHHM C MOJTHOMOYHUSMH JIUIA, pA0OTAIOIIETO C TOKYMEHTAMHU.

[Ipu aTOM HE momycKaercs:

dboTorpadupoBanue;

CKaHUpOBaHUE (W/WiM coxpaHeHue (ailioB U3 CUCTEMBI «/Jlerao») u oTmpaBka
JOKYMEHTOB Ha 3JIEKTPOHHYIO I10YTY);

nepeaada JOKYMEHTOB MOCPEICTBOM MECCEHKEPOB M MHBIX KaHAJIOB CBSI3U
(32 UCKITFOUEHUEM CHUCTEMBI «/[ero»).



2. OCHOBHBIE MTOHATHUS

B nacrosmeit MTHCTpYKIIMY UCTIOIB3YIOTCS CIIETYIONINE OCHOBHbBIE TTOHSTHS:

aBTOpbl JOKYMEHTa — JOJDKHOCTHBIE JUIa W PaOOTHUKH CTPYKTYPHBIX
nojpa3/ieiecHud W OpraHoB AJIMUHHUCTpalMu Topojaa Taranpora ¢ mpaBaMu
IOPUIUYECKOTO JIMIIA.

aapecar (WM modyd4atenb) — (pU3MUECKOe JHUI0, JODKHOCTHOE JIHUIO HIIN
OpraHu3alys, KOTOPhIM aJAPECOBAHO MMOYTOBOE OTIpaBiIeHUE (TMCHMO, TEIerpaMmma u
TOMY NI0I00HOE);

OJIaHK JJOKYMEHTa — JIUCT OyMaru Wiu 3JIEKTPOHHBIN 11a0JI0H C PEeKBU3UTAMH,
UACHTUPULIUPYIOMMMH aBTOpa 0PUIMATIBLHOTO TOKYMEHTA;

BUJl JIOKYMEHTa — MPUHAICKHOCTh JOKYMEHTAa K OIPEIACICHHON TpyIe
JIOKYMEHTOB MO MPU3HAKaM COAEPKAHUS U LEJIEBOr0 HA3HAUCHHS;

BXOASIIUE TOKYMEHTHI — JOKYMEHTHI, IOCTYIIUBIINE OT WHBIX OpraHU3alui, a
TaKXe BXOJSIIasi BHYTPEHHSISI KOPPECTIOHICHIUS;

JOKYyMEHTUpOBaHUE — (PuKcanus WHDOpMAIMU Ha MaTepUaTbHBIX HOCHUTEISX
B YCTAHOBJICHHOM MOPSI/JIKE;

JIEJIONIPOU3BOICTBO — JESATEIBHOCTh, OOECrevYnBaroias J0KYMEHTUPOBAHUE,
JIOKyMEHTOOOOPOT, ONEPATUBHOE XPAaHEHUE U HUCIOJIb30BAHUE IOKYMEHTOB;

JOKYMEHT — O(UIUAIbHBIA aKT, CO3JaHHBIM TOCYIapCTBEHHBIM OpraHOM,
OpPraHOM MECTHOTO CaMOYIIPaBJICHUS, IOPUIUYECKUM WA (PUHUYECKUM JIUIIOM,
Oo(OpMJICHHBIM B YCTAHOBJICHHOM TMOPSJKE W BKIIOUEHHBIM B JIOKYMEHTOOOOPOT
opraHa MECTHOTO CaMOYIIPaBJICHHUS,;

JIeJ10 — OTAEIBHBIN JOKYMEHT WM COBOKYIMHOCTh IOKYMEHTOB, OTHOCSIIITUXCS K
OJIHOMY BONIPOCY WJIM Y4YacTKy JEATEIIbHOCTHM OpPraHa MECTHOTO CaMOYIIPaBIICHHS,
MOMEIICHHBIX B OTJEIBHYIO O0JIOXKKY»;

JOKYyMEHTOOOOPOT — JBMKEHHUE TOKYMEHTOB C MOMEHTa WX CO3JIaHUS WITU
MOJIYYCHHUS JI0 3aBEPIICHUS UCTIOTHEHUS, TOMEIIEHUS B /110 U (W) OTIPABKY;

3aBEpPEHHAs KONUA IOKYMEHTa — TOYHO BOCIIPOU3BEACHHBIN TEKCT TOKYMEHTA C
OTMETKOM OpraHa, yIOJHOMOYEHHOTO TPOU3BOAUTD JIEUCTBUS 10 3aBEPEHUIO KOIIHI;

uHpopmarus — cBelieHus (COOOIEeHUsI, TaHHbBIE), HE 3aBUCUMO OT (hOPMBI UX
MIpEeJICTaBIICHHUS;

UCXOJISIIIME JOKYMEHTHI — JOKYMEHTBI, CO3/laBacMble B AJMUHUCTPALUA U
OTHpaBJIsIEMbIE 32 €€ MPEIEIIbl, a TAK)KE UCXOAAIIAasi BHYTPEHHSISI KOPPECTIOHACHITHUS;

KOIUS JOKYMEHTa — JIOKYMEHT, TTOJIHOCThIO BOCIPOU3BOSAIINN UHGPOPMAITHIO
MOJIMHHUKA JIOKYMEHTAa M €ro BHEIIHWE MNPU3HAKH, HE UMEIOIIUN IOpUIAYECKOM
CUJIBI,

HOMEHKJIATypa i€l — CHCTEMAaTU3UPOBAHHBIN IME€PEYEHb 3aroJIOBKOB i€,
dbopMupyeMBbIX B AIMUHHUCTPAITNH, C YKa3aHUEM CPOKOB UX XPAHCHHUS;

HOCUTENIb MHGOPMAIMK — MaTepPHAIBbHBIA OOBEKT, TpEIHAa3HAYCHHBIA JIJIs
3aKpEIUJICHUs, XPaHEHUSI M  BOCIPOU3BEJEHUS  PEUYEBOM, 3BYKOBOW WU
n300pazuTeabHON HHGOpPMAIUY;



opopMieHHE MOKYMEHTa — IMPOCTABJICHHE HA JOKYMEHTE HEOOXOIUMBIX
PEKBU3UTOB;

MOJJTMHHUK IOKYMEHTA — MEePBbIN WM €IMHCTBEHHBINA SK3EMIUISP IOKYMEHTA;

NOJNMUCAHUE JOKYMEHTAa — BBIPAXXEHUE OTBETCTBEHHOCTH 3a COJIEpKaHHE
JIOKyMEHTa TOCPEJACTBOM 3aBEpPEHUS] €ro COOCTBEHHOPYYHOM WIIM DIIEKTPOHHOM
MOJAMKUCHIO JOJIKHOCTHOTO WM (PU3UUECKOIO JIUIIA;

HNOJNUCh — PEKBU3UT, COJIEpPKAIIUA COOCTBEHHOPYUHYIO WJIH 3JIEKTPOHHYIO
MOJIKCH TOJDKHOCTHOTO WITH (PU3UYECKOTO JIUIIA,;

MOJIB30BaTENIh — PAOOTHUK, HAJICTICHHBIN B YCTAHOBJICHHOM TOPSJIKE MpaBaMu
J0CTyTIa 10 paboTte B cucteme «Jlemo» u (Min) « ApXUBHOE JIETION;

PETHCTPAlIMOHHBI HOMEP JOKYMEHTa — IU(pOBOE WM OYKBEHHO-IIU(POBOE
o003HavYeHue, MPUCBAUBAEMOE JOKYMEHTY MIPU €ro pEerucTpaluu;

perucrpanna JOKYMCHTA — IIPUCBOCHHUC HOOKYMCHTY PCErucCTpanivoOHHOIO
HOMCPA U 3aIIUChb B YCTAHOBJICHHOM ITIOPAIOKC CBGI[GHI/H?I O IOKYMCHTC;
PCKBU3UT JOOKYMCHTA — OJ3JICMCHT JOKYMCHTA HGO6XOILHMBIﬁ g €ro

oopMIICHUS U OpraHU3aluK PabOTHI C HUM;

PK — peructpauus kapra JOKyYMEHTa, 3apErUCTPUPOBAHHOIO B CHUCTEME
«Jlemow;

PKII/] — perucTtpanionHasi Kapta NpoeKTa JOKYMEHTA, 3apETUCTPUPOBAHHOTO
B cucreMe «/lemoy;

pE30IOLHUs — PEKBU3UT, B cucTeMe «/lerno» crenanHplil JOKHOCTHBIM JIULIOM
U CoJiepKallliid PUHATOE UM PELICHUE;

CKaHMPOBaHUE JOKYMEHTA — MOJIYYEHHUE SJIEKTPOHHON KOMUU TOKYMEHTA;

YYaCTHUKHU JJIEKTPOHHOTO JIOKYMEHTOOOOpOoTa (Hajiee — YYaCTHUKH) —
CTPYKTYpHBbIEC TIOJIPA3/ACICHUSI U OpraHbl AJIMUHUCTPALIUU C NMPAaBaAMU IOPUANIECKOTO
JUla, a TAKXKE IMOJBEIOMCTBEHHBIE MYHUIIUIIAIBHBIE YUPEKICHUS U TPEANPUITHS,
NOJIKJIFOYEHHBIE K cHUcTeMe «Jlenoy;

Gdaiia SIEKTPOHHOTO JOKyMEHTa — COYETaHHWE BU3YaIbHBIX OTOOpaKEHHIA
OJlaHKa, TEeKCTa U APYTUX PEKBU3UTOB (MCKJIOYas PErMCTPALMOHHBIN HOMEp, AaTy
pErucTpalyy U NOANKCH) AIEKTPOHHOTO JOKYMEHTA U €r0 MPUII0KEHHI;

(aiia 3IEeKTPOHHOW KONMUU JTOKYMEHTa — CKAaHUPOBAaHHAS KOIHUS JOKYMEHTa
Ha OYMa)KHOM HOCHTETIE;

AIEKTPOHHBIN JIOKYMEHT — JTIOKYMEHTHpPOBaHHasI uHpopmarus,
NpEACTaBICHHAs] B DJJEKTPOHHOW QopMe, TO €CTb B BHUIE, NPUTOAHOM s
BOCIIPUATHS YEJTOBEKOM C MCIIOJIb30BAHUEM DJIEKTPOHHO-BBIUMCIUTEIIbHBIX MAIIIMH, a
TaKKe I Tepefayn 1o MHQPOPMAIMOHHO-TEJICKOMMYHHUKAIIMOHHBIM CETSIM U
00paboTKK B MHPOPMAIIMOHHBIX CHCTEMAX;

ANEKTPOHHBIA TOKyMEHT B cucrteMe «Jleno» — coBOKymHOCTH (haiina
AIIEKTPOHHOTO JOKYMEHTA (WJIM KOIMH 3JIEKTPOHHOIO JOKYMEHTA) U €r0 pEKBU3HUTOB,
XpaHsmasicss B 06a3e MaHHBIX CUCTEMBI «Jlemo» B TeYeHWEe YyCTAaHOBJICHHOTO CPOKa
XpaHEHUs,

ANEKTPOHHBIM 11a0MOH OJaHKa — OJaHK JOKYMEHTa, MNPEJICTaBICHHBIN B
AIIEKTPOHHOM (hOpME U UCIIONB3YEMBIH JIJIs1 CO3AaHUS SJIEKTPOHHBIX JOKYMEHTOB;

ANIEKTPOHHAST TOMANUCH — HUHPOpMALMs B BJIEKTPOHHOU ¢opme, KoTopas
NPUCOEIMHEHA K JIpyrol mHdopmManmuu B 3JIEKTpOHHON (opme (moamuchiBaeMon



nH(OpMaIMu) WIA WHBIM 00pa3oM CBsi3aHa C TakoW uWHGOpMAaIMeldn W KOoTopas
UCIIOJIB3YETCS [ OIIPEICICHUS JIULa, TOANKCHIBAIOLIET0 HH(POPMALIHIO;
DIIEKTPOHHAS TIOANUCH IOJDKHOCTHOTO Jymma (mamee — DOII) — ycuieHHas
KBaJIM(DUIIMPOBAHHAS AJIEKTPOHHAS MOTHUCH;
JKCHEPTU3a LEHHOCTH JOKYMEHTOB — HM3yYEHHE JIOKYMEHTOB Ha OCHOBAaHWH
KPUTEPUEB HMX IIEHHOCTH B IEJIAX OINPEACIICHUS CPOKOB XPAHEHHS JOKYMEHTOB U
oTOOpa UX JJIA BKJIKOYEHUS B cocTaB ApxuBHOro gonna Poccuiickoii @enepanuu.

3. CocraB ynpaBieHUYECKUX IOKYMEHTOB
AnMuHHCTpanuu ropoja Taranpora

3.1. JleaTenbHOCTh AJIMUHUCTpaluu oOecrieunBaeTcs CUCTEMOU
B3aMMOCBSI3aHHOM yIpaBJIEHYECKOW JOKyMeHTauuu. Ee cocTtaB omnpenensercs
KOMITETEHIIMEH AJIMUHUCTpauH, MOPSIAKOM pa3pelIeHus BOIIPOCOB

(eIMHOHAYAIBHBINA WU KOJUIETHATIBHBIN), 00bEMOM U XapaKTEPOM B3aUMOJICHCTBUS C
WHBIMU OpraHaMu TOCYJAapCTBEHHOW BJIACTH, OpraHaMU MECTHOT'O CAMOYIIPABJICHHS,
rOCyJapCTBEHHBIMH M HETrOCYJApCTBEHHBIMU OPraHU3alUsIMH, TOCYJapPCTBEHHBIMU
opraHamu ¥ OpraHu3alusaMH, QU3NYECKUMH U FOPUINYECKUMHU JIMLAMHU.

QOyHKIMM YNpaBIeHUS B AJIMHUHUCTPAUA pPEATM3YIOTCA C ITOMOUIBIO
OpraHU3alMOHHO-PACTIOPSIIUTENLHON JTOKYyMEHTAllMM, KOTOpas BKJIIOYaeT B ce0s
MYHUIMOATIbHBIE  MPABOBbIE  AKThl, OPraHU3ALMOHHO-PACIOPSAUTEIbHBIE U
UH(GOPMALIMOHHO-CIPABOYHbIE TOKYMEHTBHI.

3.2. MyHUIMnaapHbIA TPaBOBOM aKT — pellIeHHe, MPUHITOE HEMOCPEACTBEHHO
HaceJIeHUEM MYHUIUMTNIATIBLHOTO 00pa30BaHUs MO BOIPOCAM MECTHOTO 3HAYEHHUS, JINOO
pelIeHre, MPUHATOE OPraHOM MECTHOrO CaMOYIMpPAaBICHUS W (WJIM) JTOJKHOCTHBIM
JMIIOM MECTHOTO CAMOYIPABJIEHHS MO BOIPOCAM MECTHOTO 3HAYEHMS, M0 BOIIPOCAM
OCYUIECTBJIEHUSI OTAENIbHBIX TOCYAapCTBEHHBIX MOJTHOMOYMH, MEPEIAHHBIX OpraHaM
MECTHOTO CaMOYIIpaBlieHUsl (efepalbHbIMU 3aKOHAMU M 3aKOHAaMH CYOBEKTOB
Poccuniickont ®denepanyu, a TakkKe IO HWHBIM BOIIPOCaM, OTHECEHHBIM YCTaBOM
MYHUIIMIIAJIBHOTO OOpa30BaHMsI B COOTBETCTBUU C (efepalbHbIMU 3aKOHAMHU K
MOJIHOMOYMSIM OPTaHOB MECTHOTO CaMOYTpaBlieHUs W (WIHM) JOJKHOCTHBIX JIWIL
MECTHOI'O CaMOYIpPAaBJIEHUS, JTOKYMEHTaJIbHO O(OPMIICHHbIE, 00s3aTeNbHbIC AJIs
WCIIOJIHEHUSI Ha TEPPUTOPUU MYHUIUTIATHLHOTO OOpa30BaHHWsA, YCTaHABIMBAIOIINE
a1M00 M3MEHSIoNME O0Ie00s3aTeNIbHBIE TTPaBUila WKW UMEIONTUE WHIAUBUIYaTbHBIN
Xapakrep.

3.3.  OpraHuM3alloHHO-pacHOpPSAUTENbHbIE  JOKYMEHTBI —  KOMILIEKC
JOKYMEHTOB (B TOM 4YMHCJIE B COCTaBe HWH(POPMAIIMOHHOW MOAECIH OOBEKTa),
3aKpeTUITIONX (QYHKIIMY, 3a7a49H, 1IeJI1, a TAKXKE MpaBa U 003aHHOCTH PAOOTHUKOB
U PYKOBOJIUTEIECH 1O BBIMOJHCHUIO KOHKPETHBIX JCHCTBUN, HEOOXOIMMOCTH
KOTOPBIX BO3HUKAET B JEATEIbHOCTH OPraHU3al1u.

K opranuzanmoHHO-pacnopsIUTEIbHBIM TOKYMEHTAM OTHOCSTCS:

pelIeHUs COBEMIATENbHBIX, KOHCYJITATUBHBIX U KOOPJUHAIIMOHHBIX OPTaHOB;

MOPYYEHHUSI TOTKHOCTHBIX JIUIL U JIP.

MTOJIOKEHUS O CTPYKTYPHBIX MOAPA3AECICHUSIX AIMUHUCTPALUY;

IpaBUIa;



MHCTPYKIMU (METOANYECKUE PEKOMEHAIINN);

TIJIaHBI.

3.3.1. IlonoxeHnue, npaBuiia, UHCTPYKITHS.

[TonoxxeHue mNpuUHUMAETCS B TOM Ciy4dae, €ClId B HEM YCTaHABJIMBAIOTCS
CUCTEMHO CBSI3aHHBIE MEXAy coOoOl mpaBuia, peEryJUpyIolnue Kakue-Iu0o
MIPABOOTHOIIICHUS.

B mnpaBunax ycraHaBimuBaroTCs HOpMBI UM TpeOoBaHMs, OOs3aTeIbHBIC IS
BBITIOJTHCHHS.

B wuHCTpyKIMM  uW3maraercss MOOPSAOK  OCYIIECTBICHUS  KaKOW-I1OO
NEATETLHOCTH WU TIOPSIOK MPUMEHEHUS TOJIOKCHUN 3aKOHOAATEIBHBIX W WHBIX
HOPMATHBHBIX TTPABOBBIX aKTOB.

3.3.2. [1nan.

[Tnan — JOKYMEHT, YCTaHABIHMBAIONIUHN MTePEYCHh HAMEYAEMBIX K BBIITOJTHCHHIO
paboT WM MEPONPUATUNA, UX TIOCIIEOBATEIBHOCTh, O0BEM, a TAKKE ONPEACIISTIONIHIMA
KOHKPETHBIX MCTIOJTHUTEICH.

3.4. "ndbopmarimoHHO-CITPaBOYHBIE TOKYMEHTHI.

NudopmanimoHHO-CIIpaBOYHbIE JIOKYMEHTHI — JOKYMEHTBI, KOHCTATUPYIOIIUE
dakTbl, SBIAIOMIMECS OCHOBAaHMEM JUIsl TMPUHATHS PEUICHUW W U3JaHUs
pacnopsIUTETbHBIX JOKYMEHTOB.

K nndopmManinoHHO-CIIpaBOYHBIM JIOKYMEHTaM OTHOCSTCS:

MIPOTOKOJIBI (BBITUCKA U3 MPOTOKOJIOB);

3aMUCKU  (aHAJTUTUYECKHE, JOKJIaJHble, OOBICHUTEIbHBIE, CIIYy>KEOHbIE,
MOSICHUTEIBHBIE);

3asBJICHUS;

TeJIETPaMMBI;

aKThI;

nenoBas (cimy>keOHas ) IepenucKa;

CTEHOTpaMMa;

OTYET U JIp.

3.4.1. [IpoToko.

[IpoTtokon — nokyMeHT MHGOPMAIIMOHHOTO XapaKTepa, MpeIHa3HauYeHHbIN 715
dbuKcay XoJla pacCMOTPEHHS BOIMPOCOB M TPUHATUS PEIICHUN Ha 3acelaHusIX
KOJUICTUAIbHBIX, COBEIIATEIbHBIX, KOOPAWHAIMOHHBIX, OSKCHEPTHBIX H JPYTHUX
OpTraHOB, COBEIIaHUM.

[IpoTokon cocTaBisieTcsi HA OCHOBAHMM 3alMCeH, MPOU3BEACHHBIX BO BpeMs
coBemanus  (3acenaHus), paboyux  MOE3A0K,  O(UIMATBHBIX  BU3HUTOB,
MPECTaBICHHBIX TE3UCOB JOKIAJ0B U BBICTYIUICHUH, CIPABOK, TPOEKTOB PEIICHUM.

3.4.2. JloxknanHas, OObACHUTENbHAS U CITy)KEOHAs! 3alTUCKH.

JloknagHas 3amudcka — JOKYMEHT, COEpKalluil 0OCTOATENIbHOE H3JI0KEHUE
KaKoT0-JI0O0 BOMPOCa C BBIBOJIAMU U TIPEIIOKCHUSIMHU COCTABUTEIIS.

OObsacHUTENbHAS 3allUCKa — JOKYMEHT, COCTaBIISIEMbI paOOTHUKAMH,
MOSICHSIIOIIUN KaKoe-n0o nericTBre, (PakT mim coobITHE.
Cnyxebnast 3ammcka (pasHOBHIHOCTh TMHChMA) — (QopMa BHYTPEHHEU

MEPLCIMMCKU 110 BOIIPpOCAM OPraHU3aAlMOHHO-KaAPOBOTO XapaKTepa.



3.4.3. 3asBnenne — mpochOa TpaKJaHWHA O COJCHCTBUM B PEAH3allUU €T0
KOHCTUTYIITMOHHBIX TIpaB U CBOOOJ WJIM KOHCTUTYIIMOHHBIX MPaB M CBOOOJ IPYTHX
I, MO0 CcOoOOIIEeHne O HAPYIICHWH 3aKOHOB M WHBIX HOPMATHUBHBIX IPABOBBIX
aKTOB, HEIOCTaTKax B pabOTe TOCYAapCTBEHHBIX OPraHOB, OPraHOB MECTHOTO
CaMOYTIPaBJICHUSI W JOJKHOCTHBIX JIWII, JIMOO KPUTHKA JEATEIHHOCTH YKa3aHHBIX
OpPTraHOB M JIOJDKHOCTHBIX JIHII.

Tenerpamma — TEKCTOBOE COOOIICHHME, NPEIHA3HAYCHHOE IS Tepeaadu
CpelcTBaMH TejierpadHOM CBS3H.
3.4.4. Akr.

AKXT — JTOKyMEHT, COCTaBIISIEMbIii HECKOJIBKUMH JIUIIAMH U TTOJITBEPKAAIOIINIA
YCTaHOBJICHHBIE MU (DaKThI WIIA COOBITHSL.

3.4.5. CnyxeOHble MUCHMA.

CnyxeOHoe THUCbMO — O(QUUHUANBHBIA  JOKYMEHT HWH(OPMAIMOHHO-
CIPAaBOYHOTO XapaKTepa, UCIIOIb3YeMbIH 11 0OMeHa HH(popMaIuei B 1eITeIIbHOCTH
OpTaHOB BJIACTH, OPTaHU3AINH U TPaK/IaH.

3.4.6. CreHorpamMma — JOCTIOBHAS 3aUCh TOKIAI0B M IPYTUX BBHICTYIUUICHHUA Ha
KOH(EepPEHIHIX, COBELIAHUAX, COOPAHUAX WM 3aCEJaHHIX KOJUIETHaJbHBIX OPTaHOB,
OCYIIECTBIICHHAsI METOJIOM CTEHOTpa(uu WM 3BYKO3AIMHCH.

3.4.7. Otuer.

OTueT — JOKYMEHT, COJACp)KalIWid CBEACHUS O IMOJITOTOBKE, MPOBEACHUU U
UTOTaX BBITIOJHEHUS TUIAHOB, 3aCEIaHNH, KOMAaHAUPOBOK M IPYTUX MEPOIPUSTHH.

4. JlokymenTauus AaMuHucTpauuy ropojaa Taranpora.
O6mue mpaBusiia 0ohopMIICHUS YIIPaBIECHYECKOU IOKYMEHTAIUU

4.1. JlokymeHTausi AIMUHUCTPALIUH.

JlokymeHTaruss AIMUHUCTpAllMd — 3TO CHCTEMa  B3aMMOCBSI3aHHOMN
yhnpaBieHUYeCKOH JoKkymeHTauuud. Ee coctaB onpenensercs OO0mepoccuiickum
KiaccudukaTopom  ympaBiaeHdeckoit — nmokymentanumu (OKY]) OK 011-93,
Permamentom paboThl AJMHHHCTpalud Topojaa TaraHpora, TOJIOKCHHUSIMU O
CTPYKTYPHBIX  TOJpa3fieJieHUsIX © OpraHax AJMUHUCTpAllMKM C [paBaMu
IOPUINIECKOTO JIUIA, YCTaBaMHU IOJBEIOMCTBEHHBIX MYHHIIMTAIBHBIX YUPEKICHUMA
Y NIPEANPUSATHN.

JIOKyMEHTBI HW3TOTAaBIMBAIOTCS Ha OyMaXHOM Hocutelde u B (opme
DIIEKTPOHHBIX JOKYMEHTOB C COOJIOJACHHEM YCTAaHOBJICHHBIX MPaBUI OPOPMIICHUS
JIOKYMEHTOB.

4.2. O6mme npaBuiia opopMIIEeHUsI JOKYMEHTOB.

4.2.1. Ilpn MIOATOTOBKE OpPraHU3alMOHHO-PACTIOPSAUTEIBHBIX u
WH()OPMAITMOHHO-CITPABOYHBIX  JJOKYMEHTOB HCIIOJB3YETCS TapHUTypa Impudra
YEpPHOTO I[BETA, BXOJAIIas B CTAHJAPTHBIA MakeT O(HUCHOTO TPOrPaMMHOTO
obecrnieuenus. Pazmep mpudra npu opopmiiennn Texcra qokymenta — Ne 14 it (mpu
odopmiieHUH TaOIUIl U cxeM jgomyckaercs 10-12 nr); oauHApHBIM MEXKCTPOUHBIHN
WHTEpBaJ, BhIpaBHUBaHUE a03alla Mo MIUPUHE C OTCTYNOM MepBod cTpoku 1,25 cm.



Jlis odopMieHHs 3ar0JI0BKOB HCTIONb3yeTcs mpudt pazmepom 14 nt. B nokymenTax
KaBBIYKH O(DOPMIISIFOTCS CIEAYIOIIUM 00pa3oM: «...».

TekcT nOKyMeHTa reyaTaeTcs 4uepe3 OJIMH WK 1,5 MEXCTPOUYHOI0 HHTEPBAia U
BBIPAaBHUBAETCS M0 IMIHUpPUHE JucTa (IO TpaHUIlaM JIEBOTO W TIPaBOro MoJjek).
Hcnonb3yeTcsi aBTOMaTUYECKasi pacCTaHOBKa MepeHocoB. MHTepBasl Mexly OyKBaMu
B CJI0BaxX — OObIYHBIN. IHTEpBan MeX 1y cloBaMU — OJIMH MPOOeET.

MHOrocTpoYHble pPEKBHU3UTHI [I€YATAIOTCS 4Yepe3 OJIWH MEKCTPOUHBIN
MHTEPBAJ, UX COCTABHBIE YACTH MOTYT Pa3JIENAThCA JOMOIHUTEIbHBIM HHTEPBAJIOM.

CTpoKM peKBHU3UTOB BBIPABHUBAIOTCS IO JIEBOW IPaHUIIE 30HBI PACIIOIOKEHUS
PEKBU3UTA WIH IO LIEHTPY OTHOCHUTEIIBHO CaMOM IJIMHHOW CPOKHU. [[mMHa CTpoku
PEKBU3UTA TIPU YIIIOBOM PACIIOJNIOKEHUU PEKBU3UTOB — He Oosee 7,5 cm. [lnuHa
CTPOKHU PEKBU3UTA IPU NPOAOIHLHOM PACIONIOKEHUH PEKBU3UTOB — He Oosiee 12 cMm.

TpeGoBanus Kk OQOpPMIIEHHIO JOKYMEHTOB, HampaBIseMbIX B  ajpec
['y6epnaropa PocTtoBckoii obGmactu, coaepxkarcs B Permamente IlpaBurtenbctBa
PocToBckoii o0nactu.

4.2.2. Ilpu opopmiieHUN TOKYMEHTOB YCTaHABIMBAIOTCS CIICAYIONINE pa3Mephl
TOJIEH:

neBoe — 20 Mm;

mpasoe — 10 mm;

BepxHee — 20 Mm;

HIkHEee — 20 M.

4.2.3. Ilpu odbopmiieHnn AOKYMEHTAa Ha JBYX M 0Oojiee CTpaHUIAX BTOpas U
MOCJICYIONINE CTPaHUIIBI HYMEPYIOTCS apaOCKuMH IudpaMyd B MPaBOM HUIKHEM
YTy IOKyMEHTa 0€3 3HaKa TOYKH.

4.2.4. Tabmunpel u rpaduKu MOTYT pacrojaratbcsi Ha JHCTe Oymaru c
WCITIOJIb30BAaHUEM aJTbOOMHOW OPUEHTAIUU CTPAHUIIBI.

4.2.5. PeKkBUBUTHI «MOMANUCHY W/WIA «TpUd COTIACOBAHUS JIOJDKHBI
NIOMEIIATHCS HAa OJTHOM CTpaHULE C TEKCTOM JoKymeHTa. He poryckaercs nmepeHoc
TUX PEKBU3UTOB HA OTIENbHBIA JIUCT. Ha TUTYIBHOM JIMCTE JOKyMEHTa HOMEpP
CTPaHMIIbl HE YKA3bIBAETCS, HO YUUTHIBACTCS NIPH 00IIEH HyMepaluy CTPaHHLL.

4.2.6. JIoOKyMEeHTBI, KaK 3JEKTPOHHbIC, TAK U Ha OYMa)KHOM HOCHUTEJNE, MOTYT
CO37aBaTbCid C MCIOJIb30BAHUEM MPOTPAMMHOIO OOECHEYEeHHs] — TEKCTOBBIX,
TaOJIMYHBIX pPEAaKTOpPOB, CUCTEM 3IEKTPOHHOTO JIOKyMEHTO000pOTAa,
00€eCleynBaIINX CO3JaHUe, TMPOCMOTP, PEJAKTHUPOBAHHWE JOKYMEHTOB. MoryT
WCIIOJIb30BaThCA DJICKTPOHHBIE KOIMWU JOKYMEHTOB, IOJy4yaeMmble B pe3yJbTare
omu(ppoBKU (HampUMep, CKAHUPOBAHUS) TOKYMEHTOB Ha OyMa)KHOM HOCHUTEJE.
DnexkTpoHHasT KOMUS JOKYMEHTAa JIOJDKHA OBITh YWTaeMOW, HE COjepKaTh
MEePEBEPHYTHIX M300paKEHUW CTpPAHUIl, HE HApyIIaThb HyMepauuro crpaHuid. Jlms
AJIEKTPOHHBIX KOMUW JOKYMEHTOB PEKOMEHAyeTCs wucmoiib3oBaTh (opmatr PDF;
PDF/A-1/.

4.3. TpeGoBaHus K cOCTaBy M OPOPMIICHUIO PEKBU3UTOB JOKYMEHTA.

4.3.1. Ilpu mnonroroBke u OGOPMIIEHUA JOKYMEHTOB B AJIMUHHUCTpALUU
WCIIOJIb3YIOTCS CIIETYIOIINE PEKBU3UTHI:

a) 'ep6 Taranpora;

0) HaMMEHOBAaHKE OPraHa MECTHOT'O CAMOYTPABIICHUS — aBTOpPa JOKYMEHTA;
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0) HauMEeHOBaHHE CTPYKTYPHOTO MOAPA3EICHNS UK OpraHa AIMUHUCTPALUU
C IpaBaMH IOPUANYECKOTO JIUIIA — aBTOPA JTOKYMEHTA,

B) HAMMEHOBAHUE JTOJDKHOCTH JIMIIA — aBTOpa IOKYMEHTa

') CIPaBOYHBIE JAHHBIE 00 OpraHe MECTHOTO CaMOYIPAaBIICHUS, CTPYKTYPHOM
MOAPA3AEIECHUN WU OpraHe AJIMUHUCTPALUU C MIPaBaMU I0OPUIAYECKOTO JIUIA;

1) HANMCHOBAHME BUJIA IOKYMEHTA;

€) JlaTta JOKYMEHTa;

) PErUCTPALIMOHHBII HOMEp JOKYMEHTA;

3) CChUIKA Ha PErUCTPALIMOHHBIA HOMEP U AaTy MOCTYIMBILETO TOKYMEHTA,;

1) MECTO COCTABJICHUS WM U3JaHUS JOKYMEHTA,

K) Tpu( OrpaHMYEHUs TOCTYIA K JOKYMEHTY;

1) aapecar;

M) Tpu( yTBEpKICHHS TOKYMEHTA;

H) 3ar0JIOBOK K TEKCTY;

0) TeKCT IOKYMEHTA;

) OTMETKA O HAJIMYUU MPUIIOKEHUI;

p) rpud cormacoBaHMs JOKYMEHTA;

C) BU3a;

T) OANKCH JOJKHOCTHOTO JIUIIA;

y) OTMETKa 00 3JI€KTPOHHOU MOJIHUCH;

¢) neyars;

X) OTMETKa 00 UCIIOJIHUTEIIE;

1) OTMETKA O 3aBEPEHUU KOIUU;

Y) OTMETKA O TOCTYIUICHUH TOKYMEHTA,;

I11) PE30JTIOLIHS;

11]) OTMETKA O KOHTPOJIE;

3) OTMETKa O HaIlpaBJICHUH JTIOKYMEHTA B JIEJIO.

CocTaB peKBU3UTOB MOKET OBITh PA3IMYHBIM B 3aBUCUMOCTH OT COJIEPKaHUS U
BUAa JOKyMeHTa. Kaxkaplii BUJII JIOKYMEHTAa JOJDKEH HMMETh OIPEICIICHHBIA COCTaB
PEKBHU3UTOB U MIOPSAAOK UX PACIIOJIOKEHHUS.

BHyTpeHHue [OKyMeHTHI, odopmisieMble He Ha OnaHke (CiIyXKeOHBbIe,
JOKJIaJIHbIE, aHAIMTUYECKUE 3alMCKH, CIIPABKU, AKThI U JIPYTHUE), JOJDKHBI COAECPKATh
COOTBETCTBYIOIIINE BUY JOKYMEHTA PEKBU3HTHI.

4.3.2. YcTaHaBIMBAIOTCS JBa BapUaHTa PACIIONIOKEHNS PEKBU3UTOB Ha OJIaHKaX —
YIJIOBOM Y MIPOJOJIBHBIN.

4.3.3.T'ep0 Taranpora nomemaroT Ha OJaHKaX JAOKYMEHTOB TIOCEpEIuHE
BEpXHEro IMoJisi OJlaHKa HaJ PEKBU3UTaMHM MYHMIIMIAIBHOIO OOpa3oBaHUsA, Ha
paccrosauM 10 MM OT BEpXHETO Kpas JIUCTA.

4.3.4. HaumeHoBaHuE OpraHa MECTHOTO CAMOYIIPABIICHUSI — aBTOpa TIOKYMEHTA,
JOJKHO COOTBETCTBOBATh HAMMEHOBAHUIO, YKa3aHHOMY B Y CTaB€ MyHULUIIAIBHOTO
oOpazoBanust «['opox Taranpory.

4.3.5. HaumeHOoBaHUE CTPYKTYpHOrO TMOApA3JEICHUS — aBTOpa JOKYMEHTa
yKa3bIBaeTCs I0J] HAUMEHOBAHHEM OpraHa MECTHOTO CAaMOYIpaBieHHUs B OJaHKax
nuceM M OJIaHKaX KOHKPETHBIX BHUAOB JOKYMEHTOB B CIIy4ae HMX HCIOJIb30BaHUS
COOTBETCTBYIOIIMMU  CTPYKTYPHBIMU  TOJpa3AeiICHUSIMU U OpraHamu
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AJMUHUCTpanuu ropoja TaraHpora ¢ npaBaMu IOPUAUYECKOTO JIMIla B COOTBETCTBUU
C MPaBOBBIMU aKTaMH.

4.3.6. HanmeHOBaHHE MOJDKHOCTH JIMIIA-aBTOpa JOKYMEHTa HCIOJIb3yeTCs B
OJlaHKax JTOKYMEHTOB JOJDKHOCTHBIX JIMII M pacrojaraercsi MoJi HauMEHOBAHHEM
OpraHa MEeCTHOTO CaMOYIIPaBJICHHUS.

4.3.7. CipaBouHble  J1aHHBIE 00 OpraHe MECTHOTO  CaMOYIIpPaBJICHHUS,
CTPYKTYPHOM  MOApAa3JCIEHUd WIM OpraHe AJMUHUCTpallMM C IpaBaMu
IOPUIMYECKOTO JIUIIA!

MOYTOBBIN azpec, HoMepa Tele(OHOB W IPYrue CBEACHHUS MO YCMOTPEHUIO
opraHa MECTHOTO caMoOyIpaBiieHus (Homepa (aKCoB, ajpec AIEKTPOHHON MOYTHI,
aapec opUIMATBLHOTO caiiTa u JIp.).

[TouToBEIH afpec B CIIPABOYHBIX JAHHBIX YKA3bIBACTCS B MTOCIIECIOBATCILHOCTH,
ycTaHoBieHHOM  [lpaBuiiaMu  Oka3zaHMs  ycIOyr MOYTOBOM  CBA3M  (IpHKa3
MunuctepcTBa CBSI3M M MAacCOBBIX KOMMYHMKanuu Poccuiickoir Penepauuu OT
31.07.2014 Ne 234 «O6 yrBepxkaenun [IpaBun okazaHust yCiayr MOYTOBOM CBA3WY), a
MMEHHO: Ha3BaHUE YJUIIbI, HOMEP JOMa, Ha3BaHUE HACEJIEHHOTO MYHKTA, TOYTOBBIM
HUHJIEKC).

4.3.8. HaummenoBanue BHza JOKyMEHTa (Hampumep: MpUKa3, MPOTOKOJ, aKT)
yKa3bIBaCTCSA Ha BCEX JOKYMEHTaX, 32 UCKIIFOUCHHEM JICITOBBIX (CITY:KEOHBIX) TIHCEM.

Bun gokymeHTa pacmosiaraeTcsi TOJI PEKBU3UTAMHU aBTOpa JOKYMEHTA.
HanMeHoBaHme BHAa JTOKYMEHTa II€YaTaeTCs MPONMHCHBIMA OyKBaMH, a TaKXKe
JOMYCKaeTCsl MUCcaTh CIMTHO WK Bpaspsaky (Hampumep: [IPUKA3, A K T).

4.3.9. JlaToil MOKyMEHTa SIBJIICTCS JaTa €ro IMOJANMUCAaHUs (ITPaBOBBIC AKTHI
AIMUHHCTpAIMU, TMCHbMa, JOKIATHBIC 3allMCKU, aKThl W Jp.), YTBEPKICHHS
(MHCTpYKIIHSI, TIOJIOKEHHE, TIPAaBUIIa, TUIaH, OTYET, JODKHOCTHON MHCTPYKITUU | Jp.),
COOBITHS, 3a(UKCUPOBAHHOTO B JJOKYMEHTA (TIPOTOKOM).

JlaTa JOKyMEHTa 3alMChIBACTCSl B MOCIE0BATEILHOCTU: IEHh MecsIla, MECHII,
roJl OJTHAM U3 JIBYX CIIOCOOOB!

apabckumu nudpamu, paszaeneHHbIMH TO4K0i1:05.06.2018 (6e3 moGamieHUs
«T.» WU UHBIX OYKBEHHBIX 0003HAUYCHUN );

cioBecHO-1IU(poBbIM criocobom: 23 uronst 2018 r.

JlaTa JOKyMEHTa NPOCTABISETCA JOKHOCTHBIM JIMIIOM, MOAMUCHIBAIOIIUM
(YTBEepKAArONUM) JTOKYMEHT WU PaOOTHUKOM, OTBETCTBEHHBIM 3a PETHUCTPAIUIO U
opopmIICHME JOKYMEHTa TP YyCJIOBUH, YTO pETUCTpalMs JOKyYMEHTa W,
COOTBETCTBEHHO, TATUPOBAHKE OCYIIECTBIISIOTCS B JICHb OAMUCAHUS (YTBEPKICHMUS)
JIOKyMEHTA WJIU CIEAYIOMUA pabodrii 1eHb, €CIU TOKYMEHT ObUT TOJINMCAaH B KOHIIE
pabouero gHs. Jlata mpocTaBisieTCs HEMOCPEJACTBEHHO COCTAaBHUTENEM TIPH
MOATOTOBKE JOKYMEHTa (JOKIaHas1, Cy>KeOHas 3amucKka, 3asBJICHHE).

[Ipu odopMieHUN PYKOIHUCHBIX JTOKYMEHTOB JaTa, KaK IPaBHJIO, CTaBUTCS
PSAZIOM € TTOAMHUCHIO WM TIOJT TTOATHUCHIO.

Mecto mpocTaBiieHHs AaThl HA JOKYMEHTE 3aBUCHUT OT MCIOJIb3yeMOro OJiaHKa
¥ BHUJIA TIOKYMeHTa. JlaTa MOXXET MPOCTABIIATLCS Ha CIICIMAIBHO OTBEJICHHOM JJIsl HEe
mecrte. Hampumep, Ha Gi1aHke mUchMa:

17.03.2018 Ne 60/340.
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B aKTax, IIPOTOKOJax, CIpaBKaX MCCTO JaTbl OIPCACIACTCA pa3MCTKOﬁ
3aroJIOBOYHOM 4acTH JOKYMCHTA. HpI/I YIJIOBOM PACIIOJIOKCHUH JaTa IPOCTABIIACTCA
OT JICBOTI'O IIOJIA. HaanMep:

AnmMuHucTpanus ropojaa Taranpora
AKT

02.03.2022 Ne 15
r. Taranpor

[IpocTaBiATh HOJb B O0O3HAYEHUW AHS MECALA, €CIU OH COJEPKHUT OJIHY
udpy, — 00s3aTEINBHO.

Bce ciy)xeOHbIE OTMETKM Ha JOKYMEHTE, CBSI3AHHBIE C €r0 MPOXOXKICHHEM U
WCIIOJTHEHUEM, JOJDKHBI OBbITh JaTthpoBaHbl. CreayeT coOmonaTh eauHooOpasue
HaIlMCaHUA JaT B OJTHOM KOHKPETHOM JOKYMEHTE.

JIOKyMEHTBI, U3/IaHHbIE ABYMS WM 00Jiee OpraHu3alusIMU, JOJDKHBI UMETh OJJHY
(enuHy10) Haty.

JIOKyMEHTBI BCTYIAIOT B CUILY CO JAHS UX MOJANUCAHUA (MU YTBEPKIEHUS ), €CIH
B TEKCT€ WJIM WHBIMH MYHULUNAIBHBIMU MPABOBBIMU aKTaMU HE MPEAYyCMOTpPEHA
Jpyras Jara.

[Tpu ccbuike B TEKCT€ Ha NPABOBOM aKT WJIM MHOM JOKYMEHT 00s3aTENIbHO
YKa3bIBaKOTCS €ro BUJ, JaTa, HOMEP.

[Mudposoit cnocod mnpocTaBieHUs AT UCHOJb3yeTcss Npu  0GOPMIICHUU
CIIy’)KEOHBIX TMHCEM, CIIPaBOK, 3aKJIIOUYEHUMN, HAIMCAaHUHU TMOPYYEHUN, BU3UPOBAHUU
JIOKYMEHTOB.

MecTo npocTaBiieHUsl 1aThl HAa IOKYMEHTE 3aBUCHUT OT MCMOJb3yeMOro OJaHKa
Y BUJA JOKYMEHTA.

4.3.10. PeructpaninoHHplii HOMEp JOKYMEHTa — HHU(POBOM WM OYKBEHHO-
udpoBoit uneHtTudukaTop gokymenta. CoCTOUT U3 MHJIEKCA MO KiIacCu(pUKaTopy u
€ro TMopsAKoBOro HoMmepa. B cucreme «J/leno» perucTpaliMoOHHbIA  HOMEpP
IIPUCBAaUBAETCS JOKYMEHTY aBTOMAaTWYECKHM NIPU  BBINOJHEHUU IPOLEAYPHI
pPErucTpalyy B COOTBETCTBUU C 3a/laHHBIM 1a0JJOHOM HOMEHKJIATYPBHI.

Bce peructpanvoHHble OTMETKM BHOCATCS PYKONUCHBIM CIOCOOOM €
UCIIOJIb30BAaHUEM YEPHUJI CUHETO 1[BETA.

Ha nokymenTtax, odopmiieHHbIX Ha OJlaHKaX, PEruCTPAlMOHHBIA HOMEP
MPOCTABIIAECTCS B COOTBETCTBUU C PACIIONI0KEHUEM 3TOTO PEKBU3UTA.

PerucrpaiinoHHbli HOMEp NPHUCBAUBAETCA JIOKYMEHTY TOCJIE€ €ro MOJANUCAHUS
(YTBEpKACHHUS).

4.3.11. Ccbliika Ha perucTpallMOHHbIN HOMEp U JaTy MOCTYNUBLIErO JTOKYMEHTA,
COCTOSIIIAsl W3 PETUCTPALMOHHOIO HOMEpPAa M JaThl BXOJAIIEr0 JOKYMEHTA, Ha
KOTOPBIN JaeTcsi OTBET, MpocTaBisieTcs B Buje orMeTku «Ha Ne... oT...» B Onmanke
nucbeMa. He pekomenayercs BKIOYaTh €€ B TEKCT JOKYMEHTA.

B cucreme «/leno» B peructpanronHoi kapre (aanee — PK) nokymenTa qoimxHa
ObITh YKa3aHa CBsI3Ka C JOKYMEHTOM, Ha KOTOpbId naercs oreeT. CBsizku: «Bo
WCIIOJTHEHNE» - MCHOJIB3YEeTCS NMPU MOATOTOBKE OTBETAa HA MOCTYNHMBUIMHM 3aImpoc,
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oOpatenue, «B TOMOJHEHHE» — MCHOJB3YETCs MPHU MOATOTOBKE JOMOJIHUTEIHHOTO
OTBETa K paHee HamnpaBiIeHHOMY, «B oTMeHy» — ucnosb3yercss mpu MOATOTOBKE
JIOKYMEHTa, OTMEHSIOIIETO paHee HalpaBICHHBINA OTBET.

4.3.12. Mecto cocrtaBiieHHs (M37aHUSA) JOKYMEHTa YKasblBaeTCs B OJIaHKax
JIOKyMEHTOB, KpoMe€ OJaHKOB JEeJOBBIX (CIYy>KEOHBIX) TMHCEM, JTOKJIAIHBIX,
CIIy’)KEOHBIX 3alMCOK W JPYTHX, BHYTPEHHUX HHGOPMAIIMOHHO-CIIPABOYHBIX
JIOKYMEHTOB, a TAKXE B CIy4yae, €ClId MECTO HAaXOXKJEHUSI OPraHU3allud BXOJIUT B €€
HaMMEHOBaHUE.

4.3.13. AnpecaT — pEKBHU3UT, HCHOJB3yeMbI TIpH OMOPMIICHUU JIEJIOBBIX
(cmy>keOHBIX) THCEM, BHYTPEHHHX HH()POPMAIIMOHHO-CIIPABOYHBIX JIOKYMEHTOB
(TOKJTaIHBIX, CITY>KEOHBIX 3aIllMCOK, 3asBICHUI U APYTOTO).

B kauectBe ajpecata MOryT OBITh OpraHbl rOCYAapCTBEHHOW BJIACTH, OPIaHbI
MECTHOIO CAaMOYIpaBJICHUs, OpraHU3alud, WX CTPYKTYpHbIE MOJpa3AeieHUs,
JOJKHOCTHBIE WM (PU3MUECKUE JTHUIIA.

PexkBu3uT «AznpecaTt» mpocTaBiisieTCs B BEpXHEH MpaBOi YacTU MEPBOTO JIUCTA
JIOKYMEHTa (Ha OJIaHKE C YIJIOBBIM PacMOJIO0XEHUEM PEKBU3UTOB) WIM CIpaBa MOJ
peKBU3UTaMU OJIaHKA (TIPU MIPOJOJILHOM PACIIONOXKEHUH PEKBU3UTOB). [Ipyu Hanmmauu
rpu¢a orpaHMYEHUs TOCTYIA K JOKYMEHTY «AapecaTy pa3MelaeTcs Mo HUM.

PexBusnr «Appecar» LEHTPUPYETCS IO OTHOIIEHUIO K CaMOM JJIMHHOMN
CTpOKe. /[[nmmHa MakcuManpHOM CTPOKM HE JOoJbkKHa npeBbmath 10 cM m
OTPAaHWYMBAETCS MTPABOM IPAaHULIEH TEKCTOBOTO ITOJIS.

[Ipu ampecoBannM MOKyMEHTa B OpTraH TOCYIapCTBEHHOW BJIACTH, OPTaHBI
MECTHOTO CaMOYTpPaBICHHS, OPTaHU3AIMIO WIM HX CTPYKTYPHBIE MOJApa3eICHUs
(6e3 ykazaHusi JOHDKHOCTHOTO JIMIIA) YKAa3bIBAETCS IIOJTHOE WJIM COKpAIEHHOE
HAaUMEHOBAHHUE COOTBETCTBYIOILIEIO OpraHa BJIACTU (OpraHu3aluu) B UMEHUTEIHLHOM
nagexxe. B cocraB pekBusuTa «Anpecar» MOXKET BXOIUTh IOYTOBBIA ajpec.
Hanpumep (31ech u janee npuMepbl HAMMEHOBAHUS OpPTaHU3alUN, UX CIPABOYHBIC
JTAHHBIC SIBJISIIOTCS YCIOBHBIMU.

Hanpumep (3mech W pganee npuMepbl HAaUMEHOBAHMS OpraHU3alui, HX
CHPaBOYHBIE IAHHBIE U ApP. SIBJISIOTCS YCIOBHBIMU):

Komwuter no ynpasnenuto
ApXUBHBIM JIEJIOM
PocTtoBckoii 0o0acTu

nin:

Bceepoccuiickuit HaydHO-
UCCIIEIOBATEILCKUI HHCTHTYT
JOKYMEHTOBEICHHUS 1 apXUBHOTO JIeJia
[Ipodcorosnas yi., 1. 82, Mocksa, 117393

IIpu angpecoBaHMM AOKYMEHTA PYKOBOJUTENIO (3aMECTUTENIO PYKOBOJIUTENS)
opraHa rocyJapCTBEHHOM BJAacTH, OpraHa MECTHOI'O CaMOYIIpaBJIEHUs, OpraHU3aluu
YKa3bIBalOTCS B JIaT€JIbHOM NAJEkKE HANMEHOBAHHME JOJKHOCTH PYKOBOJMUTEIS
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(BaMeCTI/ITeJIH pYKOBOI[I/ITeJ'IH), BKJIIOYAOIICC HanMCHOBaHHC opraHa
FOCYI[apCTBeHHOI‘/’I BJIaCTH, OpraHa MCCTHOI'O CaMOYIIPAaBJICHUA, OpraHHU3alluu, H
q)aMI/IJ'II/IH, HMHHUIHXAJIbI JOJIX)KHOCTHOTI'O JIMIIA. HaHpHMCpI

Jupexropy nenapramMeHTa
MOTPEOUTEIILCKOTO PhIHKA
PocroBckoii o01actu

damunua U.0.

IIpn appecoBaHuM JNOKYMEHTa B CTPYKTYpHOE TIOJPA3JCIICHUE OpraHa
rOCyJIapCTBEHHOM BJIACTH, OPraHMU3allMM B PEKBU3UTE «ANpecar» yKa3bIBacTCs B
MMECHUTEIBHOM  MAJEKE HAMMEHOBAaHWE OpraHa TOCYJapCTBEHHOM  BJACTH,
OpraHu3alliy, HWXKE - HANMEHOBAHUE CTPYKTYPHOTIO noapasaenenus. Hanpumep:

MunucTepcTBO (PMHAHCOB
PocroBckoii o01actu
VYrpapieHue 010 1KETHON MOJTUTHKH

Bo Bcex Bumax HamucaHusi pekBu3uTa GaMUIWs W UHUIMAIBI agpecaTa
o(OpMIISIFOTCSI HIDKE TPEABIAYIIEr0 TEeKCTa Ha OJWH OJWHAPHBIA MEKCTPOUHBINA
uHTepBasl. UHUIMANBI cTaBATCA Mocie haMuiInm.

Ecnn nuceMo agpecyercs nuily, UMEIOIIEMY BOMHCKOE 3BAaHHE, YUYEHOE 3BAaHHE
WJIA YYEHYIO CTE€TIEHb, TO B PEKBU3HUTE «AJIpecaT» MOXKHO yKa3aThb COOTBETCTBYIOIIEE
3BAHUE WJIM YYCHYK CTENE€Hb, KOTOPHIE NPHUBOMAITCA B COKPAIICHHOM BHUJE
HEeMOCpeACTBEHHO nepen pamunueit. Hanpumep:

Pexropy ®I'bOY BO «/loHcKoii
FOCYJIapCTBEHHBI TEXHUYECKUI
YHUBEPCUTET"
JIOKTOPY TEXHHUUECKUX HayK, Ipodeccopy
®amunusa 1.0.
Bo BHyTpeHHHMX JOKYMEHTax, aJpecyeMbIX PYKOBOIUTEIIO CTPYKTYPHOTO
nojApa3fejeHus Wid oOpraHa AJIMUHHCTpPALMM €ro paOOTHHUKaMH, HAaMMEHOBAHHUE

OpraHu3alry He yka3biBaeTcs. Hampumep:

HauansHuky otnena
MYHUITUTIATEHOM CITYKOBI M KaJpOB

davums U.O.
[Ipu amgpecoBaHWM THCHhMa PYKOBOIUTENIO CTPYKTYPHOTO TOIPA3ICICHHUS
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YKa3bIBaIOTCS B MMEHUTEIBHOM MaJie)k€ HAMMEHOBAHWE MCHOJHUTEIBHOTO OpraHa
rocyapCTBEHHOW BIacTu PocCTOBCKOU 0051acTH, MHOTO TOCYJapCTBEHHOTO OpraHa
(opranuzanuu), HIKE B JaTEIbHOM TMaJeXe — HAUMEHOBAaHUE JOJHKHOCTU
PYKOBOJUTENS, BKIIOYAIONIEe HAUMEHOBAHUE CTPYKTYPHOTO TOJpa3/eiiCHHUs,
dbamunus u nHUIMAIBEL. Hampumep:

MunucTepcTBO PUHAHCOB
PocrtoBckoii obmactu
HavanpHUKY yIripaBiacHUs
OI0IPKETHOM MTOJTUTHKH

damvmnua U.0O.

[lepen pamumnmeit qOKHOCTHOTO JIUIA TOMYCKAETCS YIOTPEOISITh COKpaIlleHNE
«r-Hy» (TOCIIOJIMHY), €ClIU aJpecaT MY>KUHMHA, WIH «T-Ke» (TOCIOXKeE), €Clid ajapecar
)keHumHa. Hanmpumep:

r-uy MBanosy U.1.

r-ke [lasnoson ILII.
IIpu paccelike JTOKyMEHTa Tpynne OpraHu3alMii OJHOTO TUIA WIM B
CTPYKTYpHBIE TNOApa3JeieHuss AJIMUHUCTPALMU aJpecaT yKa3blBaeTcsi 000OILEHHO.

Hanpumep:

CTpyKTypHBIM NOApPa3AEICHUSIM
AnmMmuHucTpanuu ropoja Taranpora

WK JOJIXKHOCTHBIM JIMIIaM:

PykoBoauTensiM CTpyKTYypHBIX
MOoApa3AeICHUN
AnmunucTpauuu ropoga Taranpora

HIIn:

3aMEeCTUTEIISIM TJIaBbl A IMUHUCTPALUN
ropona Taranpora

HpI/I PACCBUIKC JOKYMCHTAa HC BCCM OpraHu3anuiaAM HWIK CTPYKTYPHBIM
nmoApasaCJICHUAM 1104 PCKBU3HUTOM «Az[pecaT» B CKOOKax YKa3bIBACTCA: «(HO

cnucky)». Hanpumep:

PykoBoautensM CTpyKTypHBIX
MOJpa3AeIeHUN
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AnmMuHUCTpanuu ropoja Taranpora
(o crucKy)

CHnHMcoK pacChUIKA COCTaBIICTCS MCIOJHUTEIEM U COAEPKUT (PaMUiIHIo,
WHULIMAJBI OJy4YaTesel, uX JOHKHOCTH, MPU HEOOXOJUMOCTH - aipeca MoaydaTess.
Odopmisiercst otaenbHbIM (aitiom npu noaroroske PKIT/I.

Ecnu nucemMo HampaBisieTcsi, KpOME OCHOBHOIO aJpecara, IJii CBEIACHHS €lle
HECKOJBKHM, OO0Iee KOJUYECTBO aAPECcaToOB HE JIOJDKHO OBITh OoJiee YEeThIpeX, 3a
UCKJIIIOYEHUEM  JIOKYMEHTOB,  IOJTOTOBJIICHHBIX C  Y4€TOM  TpeOOBaHUIA
npoleccyanbHoro 3akonojarensctBa Poccuiickoin ®enepanuu. OCHOBHOM ajpecaT
YKa3bIBACTCS MEPBBIM, CIOBO «KOMU» MEPE] BTOPBIM — YETBEPTHIM aApEeCcaTaMu HE
neyataetcs. [Ipu 3TOM KaKIblif SK3EMIUISIp JOKyMEHTa (€Clu HampaBlgeTcs Ha
OyMa)XHOM HOCHUTEJE) JOJKEH OBITh TMOANKHCAH, a HAaMMEHOBaHUE aJipecaTa,
KOTOPOMY HAIPAaBIIAETCA KOHKPETHBIN 3K3EMILISP, TOJAYEPKHYTO.

[ToutoBBIN azpec B pekBU3HUTE «AnpecaT» O0QOpPMIISIETCS HUXKE MPEIbIIYIIeTro
TEKCTAa HA OJWH OJWHAPHBIM MEXKCTPOYHBIA HMHTEpPBAIA. DJIEMEHTHI MOYTOBOIO
aZpeca yKa3bIBalOTCA B COOTBETCTBHM ¢ [IpaBriiamu oka3zaHus yciyr TOYTOBOW CBS3U
B CIEQyIOUIEl MOCIeA0BaTEILHOCTH: HaUMEHOBAaHUE ajipecara (sl IOPUIUYECKOro
JUIa - TIOJIHOE WM COKpaIlleHHOE€ HauMEHOBaHue (MpY HaJW4Uu), JUIs TpakaHuHA -
dbammwiis W UHUIMANBI); HA3BAaHUE YJMIBI, HOMEp JIoMa, Homep oduca WU
KBapTUPBI, Ha3BaHUWE HACEJIICHHOTO NMYyHKTa (ropoja, MOCeiKa); Ha3BaHHWE pailoHa;
Ha3BaHUE pecnyOJuKH, Kpasi, 00JacTH, aBTOHOMHOTO OKpyra (00JiacTu); Ha3BaHUE
CTpaHbl (IJ11 MEXIYHAPOIHBIX TIOYTOBBIX OTIPABIICHUH ); TOUYTOBBIN MHJIEKC.

[Ipu agpecannu nokymMeHTa (U3UYECKOMY JIMIY YKa3bIBAIOT (aMUIUI0 H
MHUIIMAJbI, 3aT€M NOYTOBBIN anapec. Hanpumep:

Kupeeny N.11.
CapnoBas yi., A. 5, kB. 12,
r. Taranpor,
Pocrtosckas 0611., 347900

[louToBBII agpec HE yKas3blBaeTCd B JOKYMEHTax, HaIPaBIIEMBIX B
[IpaBuTenscTBO POCTOBCKOM 00J1aCTH, HCTIOJHUTENbHBIE OPTaHbl BIacTh PocTOBCKOM
obsactu, YuacTHUKaM cuctemsl «/emo», MO 10.

[Ipu oTnpaBke mnUChMa TO D3JIEKTPOHHOW TouTe (0€3 ITOCHUIKM TO TIOUTeE)
MOYTOBBIN aJpec TakKe HE yKas3blBaeTca. B mucbMe MODKeH OBbITh yKa3aH
JIEKTPOHHBIN ajapec, MO KOTOopoMmy OyneT mpou3BelneHa (akTudeckas OTIpaBKa
nokymeHTa. OTBeTbl Ha oOpamieHuss (QU3WYECKUX ¢ IOPUAUYECKUX  JIHII,
HampaBJICHHbIE  uyepe3  DJEKTPOHHYK  MpueMHYyl0  PocToBckoit  obnacTH,
HaIpaBJISIIOTCA B TIOpsike, onpenesieHHoM [IpaBurensctBom PO.

Hanpuwmep:

AnMuHHCTpanus
Kene3nHonopoKHOTo pailoHa
r. PoctoBa-na-/lony
admingel@rostov-gorod.ru

17


consultantplus://offline/ref=18646CF4380D672B1C8DB4ABCF37C209DF5C205EECDBB9CC1442E21A90616B81B4E8440ECB9CAFD9FEE364165226072A515A4F664A507A92T7nEG

[ToutoBpIii ampec Ha KOHBEpTEe OGMOPMIIIETCS TakK€ B COOTBETCTBUHM C
[IpaBunamu okazaHusi yCIyr MOYTOBOM CBSI3U. AJpec ModyyaTelssl pacrojiaraetcsi B
MpaBOM HIDKHEHN 4YacTu, a ajpec OTIpaBUTENs — B JIEBOM BEPXHEH 4acTU MOYTOBOIO
KOHBEpPTAa (OYTOBOIO MAKETAa, MOYTOBOIN KAPTOUKH):

AJlpec oTIpaBUTENs

ucx. Ne 29-07-189/19 AIMUHHCTpAIUsT MyHUITUTTIATBHOTO
obpasoBanus KaranpHuiikoro paiiona

Jlenuna yiu., 147, cr-ua KaransHuikas,
347780

Anpeca Ha MOYTOBBIX OTHPABJICHUSX, MEPECHUIAEMBIX B IIpeIeIax TEPPUTOPUHU
Poccuiickoit ®enepanun, o(QOpMISIOTCS Ha pPyccKoMm si3bike. Ha MmOYTOBBIX
OTIPABJICHUSAX HE JIOJKHO OBITh HE OTHOCAILIMXCS K aJJpeCy 3HAKOB.

Ha MexayHapoAHBIX MOYTOBBIX OTIPABICHUAX aapec OPOPMIISETCS COIJIACHO
nyHKTY 8.2.9 Hactosmeit MUacTpykimnm.

4.3.14. T'pud yrBep>kAcHHUS JOKYMEHTa — OCOOBIN CIIOCO0 BBEJACHHS JOKYMEHTA
B JICHCTBUE, CAHKIMOHUPYIOIIMN PACHPOCTPAHEHHE €r0 Ha OINPEACIECHHBIA KpyT
OpraHu3alun, IOJKHOCTHBIX JHL, rpaxaaH. [{OKyMEHTBI yTBEpKIAKOTCS TJIABOM
AIMUHHCTpanuy, NEPBBIM 3aMECTUTENIEM IJIaBbl AJMHHHUCTPAallMM IO BOIPOCaM
TOPOJICKOTO  XO34iCTBa, 3aMECTUTENSIMU TJIaBbl AJMUHUCTpAlMU, U HWHBIMH
JOJKHOCTHBIMU JTUIAMU A JIMUHUCTpPALIIH.

I'pud yrBEpKaeHUS MPOCTABISIETCA Ha JOKYMEHTE B CIydyae €ro yTBEp:KICHUS
JOJKHOCTHBIM JULIOM, pacnopsIuTEIbHbIM JOKYyMEHTOM (mpukaszom,
MIOCTAHOBJICHUEM, PACIIOPSIKEHUEM ), KOJUIETHAIbHBIM OPTaHOM.

[Ipn yTBep>KIE€HUM HOKYMEHTa JOHKHOCTHBIM JIMIIOM TpHU( YTBEPKICHUS
JIOKyMEHTa JoJKeH cocTosTh u3 cioa Y TBEPKJIAIO (nmponucHeiMu OykBamu, 6e3
KaBbIUEK), HAWUMEHOBAHMS JODKHOCTH JIMIA, YTBEP)KIAIOIIETO0 JIOKYMEHT, €ro
MOJANKUCH, UHULIUATIOB, (JaMUJINU U 1aThl YTBEPKACHUSI.

Hanpumep:

YTBEPXJIAIO

3aMecTUTEIb
rJ1aBbl AJIMUHUCTPAIUU
ropoaa Taranpora
JInanag noanuce M.O. Gamunusg

Jata

[Ipu yTBepKIeHUU JOKYMEHTa paCHOPSAUTENIbHBIM JOKYMEHTOM TpUd
yTBepxkaeHus coctout u3 cioBa Y TBEPXK/IEH (YTBEPXJIEHA, YTBEPXJIEHBbI
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nwmu YTBEPXJIEHO), cornacoBaHHOro ¢ HaMMEHOBaHUMEM BHJA YTBEPHKIAIOIIETO
JIOKyMEHTa B TBOPUTEIHLHOM MaJIeKe, ero AaThl U HoMepa. Hampumep:

Pernmament YTBEPXJIEH
[IpaBuna YTBEPXX/IEHbI
Nuctpykuus Y TBEPXX/IEHA

[Ipu yTBEepKIeHNN JOKyMEHTa KOJUICTHAIBHBIM OPTaHOM, PEIICHHUS KOTOPOTO
(GUKCUPYIOTCS B TIPOTOKOJE, B Tpude YTBEPKICHHUs YKa3bIBAIOTCS HAWMEHOBAHUC
opraHa, pelIeHHEeM KOTOPOTO YTBEPXKICH MOKYMEHT, JaTa W HOMEp MPOTOKoja (B
ckoOkax). Hanpumep:

(ITonmoxxenue) YTBEPXJIEHO

AHTHHAPKOTUYECKON KOMUCCUEN
ropona Taranpora
(mpotokoi oT 19.05.2022 Ne 4)

[Ipn yTBep>KIEHUM NOKYMEHTAa HECKOJIBKUMH JOJDKHOCTHBIMU JIMIIAMU HUX
MOAIKUCH PacIoyiararoT Ha OJJHOM YPOBHE.

I'pud yTBEepkIEHHS JOKYMEHTa pacrojaraloT B IIPaBOM BEpPXHEM YTIy
MIEpBOTO JIMCTA IOKYMEHTA.

[Ipu yTBepxkAeHUNM JOKyMEHTa Tpud YTBEPKIACHUS LEHTPUPYETCA IO
OTHOUIIEHUIO K CAMOW INTMHHOM CTPOKE:

YTBEPXIAIO

['maBa AnMuHHCTpaU
ropoaa Taranpora
JInynag nogmuce  U1.0O. ®amunus

Jlata

4.3.15. 3arooBoK K TEKCTYy — KpaTKoe COJCpKaHUE JIOKYMEHTa MOXKET
COCTaBJISAIThCS KO BCEM JOKYMEHTaM, 3a HCKJIIOUEHHUEM TeJierpamMM, W3BEIIeHUN, a
TaKke JOKYMEHTOB, UMEIOIIUX TEKCT HEOOBIIOT0 00beMa (10 5 CTPOK).

3aroyioBOK K TEKCTy IeyaTaeTcsi 0e3 KaBblU€K M MEPEHOCOB IO CIoraM, He
MOTUEPKUBACTCSI. 3aroJIoBOK K TEKCTYy, COCTOSIIMK U3 JIBYX W 00jiee CTpOK,
[EYATAETC YEPE3 OJMHAPHBIA MEXCTPOUYHbIM HHTEepBaid. He pexomenayercs
3aKaHYMBaTh CTPOKY B 3ar0JIOBKE MPEAJIOrOM HIIM COI030M. TOUKa B KOHIIE 3arojI0BKa
K TEKCTY HE CTaBUTCS.

3aroyioBOK JIOJKEH OBITh KPATKUM, TOYHO TepeaaBaTh COACPKAHUE JOKYMEHTA
U COTJIACOBBIBATHCA C HAaWMMEHOBaHWEM Buna JMokymeHTa. OdopmisieTcss mof
pekBu3UTaMK OJlaHKA clieBa, OT TPAHMIIBI JIEBOTO MmoJjs. JlJiMHa CTPOKM 3arojoBKa K
TEKCTY JOJIKHA COCTaBIIATh He Ooiiee 7,5 cm.

Ecnu 3aronoBok K TEKCTy OTBEYAET HAa BOMPOC «O YE€M?», OH HAYMHAETCS C
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npenjora «o» («o6»). Ecnu 3aronoBok K TEKCTy OTBEYAeT Ha BOIMPOC «UYEro?», OoH
COCTaBJISIET OJHO LIEJIOE C HAMMEHOBaHUEM BHJ1a JoKyMeHTa. Hampumep:

pacniopspkeHue (0 4emM?) 0 CO3JaHUH aTTeCTAIIMOHHOW KOMUCCHH;
nuchbMO (0 4em?) O BBIJICIICHUHU CPE/ICTB;

aKkT (uero?) nmpuema-mepeaadu Je;

IIPOTOKOJ (4ero?) 3aceianus SYKCIIEPTHON KOMHCCHH.

B cucreme «Jlemo» 3arojloBOK K TEKCTy (KpaTKOe COAEpKaHHWE JTOKYMEHTA)
COCTABJISICTCS Il BCEX OKYMEHTOB M BHOCHUTCS B II0JI€ PETHCTPALIMOHHO-YYETHON
(GbOpMBI pEerucTpUpPyeMOro JOKyMEHTA.

4.3.16. TexcT MOKyMEHTa COCTaBIISIETCS HA PYCCKOM SI3BIKE — TOCYIapCTBEHHOM
s3pike Poccuiickoit denepanuu, ¢ ydyeToM OCOOEHHOCTEH OQHUIIMaILHO-/IETOBOTO
CTWJISI, BUJIa JOKYMEHTA U €r0 Ha3HAYEHUS B YIIPABICHYECKOM JEATEIBHOCTU. TeKcT
JIOKyMEHTa JOJDKEH OBITh aKTyaJbHbIM, KPAaTKUM, JIOTUUHBIM, COJEPKaTh IMOJIHYIO,
JIOCTOBEPHYIO (IIPOBEPEHHYI0) MH(MOPMAIUIO, OJHO3HAUHBIE (POpMYIUPOBKU. Eciu
JOKYMEHT TOTOBHUTCS B OTBET HA MUCHMO, 3alpoOC, 00BEM HHPOPMALIUU U ACTIEKTHI
COJIEp’KaHMs B OTBETHOM IHCbME JOJIKHBI COOTBETCTBOBATH 3aIpOCy.

TexcT nOKymMeHTa, MOMHMO CBSI3HOTO TEKCTa, MOXET COJepKaTb TaOJIuIbI,
CIIUCKH, TpapuuecKkue N300pakeHUsl UM COYETAHUSI ITUX CTPYKTYP.

B Tekcre nokymeHTa, HOArOTOBIEHHOTO HA OCHOBAHUM 3aKOHOIATENIbHBIX, NHBIX
MIPABOBBIX AKTOB, MU3JJaHHBIX OpraHaMH BJIACTH, aBTOPOM JOKYMEHTA YKa3bIBAKOTCA
HaMEHOBAHUE BUJA JOKYMEHTA, HAMMEHOBAHUE OpPTraHa, U3/1aBIlIero JOKYMEHT, AaTa
NPUHATHS WA YTBEPKACHUS JHOKYMEHTA, €r0 PETUCTPALMOHHBIA HOMEp, a TaKkKe
3aroJ0BOK JOKYMEHTA, 3aKJIFOUEHHBIN B KaBbIYKU, HAIPUMED:

«B coorBerctBun ¢ O6nactHeiM 3akoHOM oT 01.08.2011 Ne 635-3C «O
[IpaButenscTBe PocTOBCKOM 00MaCTHY.
B ccbuikax Ha (enepanbHble U OOJIACTHBIE 3aKOHBI MPUHSBIIMKA OpPraH He
ykazeiBaercs. Ilocne cnoB «®enepanbHblii 3akoH» U «OO0JIACTHOM 3aKOH» CJIOBa
«Poccuiickoit ®enepanuu» u «PocToBCKON 007aCTH» HE IPUBOASTCS.

TekCcThl TOKYMEHTOB M3J1araroTcs:

OT 1-TO JUIla MHOXECTBEHHOTO YHCIa (KIIPOCUM HAIMPaBUThY, «IIPEIACTABIISIEM
Ha PacCCMOTPEHUEY);

oT 3-T0 JHIla €AMHCTBEHHOTO uncia («AIMUHHUCTpaIus ropoja Taranpora He
BO3PAKACTY);

B COBMECTHBIX JIOKYMEHTAaX TEKCT M3J1araercsi oT 1-ro JmMia MHOXXECTBEHHOI'O
yucina («CIymanm, «perIuim);

B IPOTOKOJIaX 3aC€JaHUil — C TMOMONIBIO TJIAroJIOB MPOIIEAINIET0 BPEMEHU
MHOxkecTBeHHOTO uncia («CIIYITAJIN», «BBICTYIINIINY, «[TOCTAHOBWIIN
win «PELHINIIN»);

B JIOKJIATHBIX W CIY)KEOHBIX 3amuCKax, 3asBIEHUSX — oOT 1-ro Jwia
CJIMHCTBEHHOTO YUCIIa («IIPOIY...», «CYUTAIO0 HEOOXOIUMBIM...»);
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B JOKYMEHTaX, YCTAaHaBJIMBAIOUIMX I@paBa M OOS3aHHOCTH CTPYKTYpPHBIX
MoJIpa3/ieiecHud W OpraHoB AJMHHHUCTpAllMM C TpaBaMd IOPUIAYECKOrO JIMIA
(MonoKeHue, UHCTPYKIUS), a TaKKe COJAEpXkaIUX ONMUCAaHUE, OLICHKY (PaKTOB WIIU
BBIBOJIbI (AKT, CHpaBKa), UCIHOJIb3yeTcsd (GopMa H3JIOKEHUS TEKCTa OT 3-ro Juila
€AMHCTBEHHOTO WJIM MHO>KECTBEHHOTO 4YHCJa («OTAEN OCYUIECTBISICT (PYHKIIUNY,
«B COCTaB 00bEIUHEHUSI BXOST», KKOMUCCHS YCTAHOBUIIAY).

B Tekcrax  JOKYMEHTOB  YNOTPEOJNSIOTCS  TOJNBKO  OOIIETPUHATHIE
a00peBuaTypbl U rpaduuecKrue COKpaICHHUS.

B TekcTe nmokymeHTa HE pEKOMEHAYETCsl OTPBhIBATh M MEPEHOCUTH Ha JIPYTYIO
CTPOKY:

WHUIIAATBI IMEHH U OTYECTBA OT (DaMIJINN;

JaTy OT HAUMEHOBAHUS MECSIIa;

3HaK «Ne» oT ero udpoOBOro 3HAYCHHUS,

1 pel, 0003HAYAIOIINE KOJUYECTBO, OT CJIOB «IIPOILEHT», «METP», «TOHHAY,
«KUJIOMETP» U T.1.;

KO/ ropojia ¥ UQpbl TeIehOHHOrO HOMEpa

OTphIBaTh HAUMEHOBAHHUSA CTPYKTYPHBIX E€IUHUI[ U TOJOBKY TaOJHIBI OT
OCHOBHOTO TEKCTA;

3aKaHYMBATh CTPAHMILY 3aroJIOBKOM (IIOCJIE HETO JOJDKHO OBITh HE MEHEE JIBYX
CTPOK TEKCTa);

HAYMHATH CTPOKY CO 3HAKA «THPE.

Ecniu B Tekcre nokymMeHTa TpeOyercs ykazaHue (amMuminid, WHULUAIbI
odopMIISIIOTCS TIoCIie (paMuUITuu.

TekcT pOKyMeHTa MOXET COIep)KaThb pa3lenbl, TMOAPa3Aebl, IYHKTHI,
NOJIMYyHKTBI, HyMepyemble apabckumu 1udppamu. CTpyKkTypa  JOKYMEHTa
00yCJIOBJIEHA €T0 BUOM.

B Texct nmokymeHTa MOryT BKIIIOUaThbesi (hparMeHThl, O(DOPMIICHHBIE B BUIE
TaOJIHIIBI WIN AHKETHI.

Ecnu tpebGyercsi MHOTOKpaTHO YMOMSIHYTh B TEKCTE€ TOT WJIM WHOW Opra,
yUpexKACHUE WU OOBEKT (Kpyr OOBEKTOB) WJIM HEOJHOKPATHO YHOTPEOUTH TO HIIU
WHOE TIOHSTHE, CJIEAyeT B TEPBBIA pa3 JaBaTh MOJHOE HAMMEHOBAaHHUE, a 3aTeM B
CKOOKax TMPUBECTH COKPAIIEHHBIM BapuaHT: «(ganee —...)», KOTOPBIA aanee Oyjaer
ymoTpeOnsIThCS B TEKCTe. Ecnu cokpaiieHue HauMEHOBAaHHMS OOBEKTa CIENIAaHO IO
dbopme: «(manmee Takxke —...)», TO B TOCIEAYIOIIEM TEKCTE YIOTPEONsIeTCS Kak
COKpAIIEHHOE, TaK U MOJIHOE HAUMEHOBAHHE.

JlaThl W KalleHJapHbIe CPOKM B TEKCTaX JOKYMEHTOB PEKOMEHIyeTCs
o(OopMIISITH CIIOBECHO-ITU(POBLIM criocoooMm. Hampumep:

B (heBpane 2018 r.;

B iepBoM nonyroauu (I monyrogumn) 2017 r.;

B rnepBoM kBapraiie 2017 r.;

¢ 1999 no 2001 roxpi,

B 2015 - 2017 ronax.

Ecniu HavanpHOE MOPAIKOBOE YHCIUTEIBHOE B HA3BAHWU MPA3AHUKOB U
3HaMEHATENbHBIX JaT HamucaHo UU(pOH, TO ¢ NPONUCHOW OYKBBI MHUIIETCS
clenyoomee 3a HUM cjoBo. [lopsakoBoe YMCIUTENBHOE MpPH 3TOM HE HMMEET
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HapaiueHnus: 8 Mapra, 1 Mas.
[TopsiAKOBOE YMCIMTENBHOE MHIIETCS CIOBAMH M CO CTPOYHOM OYyKBBI B
CJIOBOCOUYETAHUH THIIA: BOCBMOU payH/1 EPEeroBOpOB; BTOPOE MOIYTOIKE.
[TopsiakoBbIe YnCIUTENbHBIE, 0003HaYaeMble apabCKUMU IU(ppaMu, MUITYTCS C
HapamienueM. Hanpuwmep:

8-i1 psin; 90-e roawl; B 20-x yucnax anpens. Ho: mo 20 mas 2017 ., ¢ 1 ssHBaps
2018 r.

[TopsiikOBBIE YHUCITUTENBHBIC, 0003HAYAEMBIC PUMCKUMU IHU(PpaMu, MHIITYTCS
0e3 Hapawenus: naBanu I rpynmsl, [ kBapTa.

NMs cyliecTBUTENbHOE TOCHE JAPOOHOrO0 YHCIHMTEIBHOIO COrjacyercs ¢
JTpOOHON €ro 4YacThl0 M CTABUTCS B POJMTEIHHOM IaJEXKe €IUHCTBEHHOTO YHUCJa:
36,7 nporieHTa; 28,5 meTpa.

CiioxHbIE UMEHA CYIIECTBUTEIBHBIE U IpUJIAraTesibHble, UMEIOIINE B CBOEM
COCTaBE YMCIUTEIbHBIC, MUIIYTCS CIeAyromuM obpazom: 150-netue, 3-aHEBHBIMH,
JIBYXHEEIbHBII.

3Haku HOMepa, naparpada, MpoIeHTOB, Ipajlyca CTaBATCA TOJBKO MpH 1udpax,
K KOTOPBIM OHHM OTHOCSITCS, U B 3arojioBkax rpad tadmuussix ¢opm. Hemomyctumo
UCII0JIb30BaTh B TEKCTE 3HAKW HOMepa, npoleHToB 0e3 rudp. [Ipu Hanucanuu uudp
CJIOBaMH 3HAaKM HOMepa, mnaparpada, MPOIEHTOB, rpagyca MHUIIYTCS OyKBaMH.
Hanpumep: 50%, HO mATbAECAT IPOLIEHTOB.

3Haku  «Ney, «%» TpU HECKOJBKUX YHclIax (eclid OHU O0003HAYaAIOT
COOTBETCTBYIOIIIHME MOHSATHUSI BO MHOKECTBEHHOM YHCJI€) HE YABAUBAIOTCS U CTABATCS
TOJIBKO OJTUH pa3, 10 v rocie psaa mudp: 30 — 40 %, Ne 5 - 7.

B Ha3BaHusX Npa3zgHUKOB W 3HAMEHATEIBHBIX JIaT C MPOMUCHON OYKBBI
MUITYTCS TIepBO€ CiIoBO M uMeHa coOcTtBeHHble ([lenp Koncrutymum Poccutickoi
Oenepaunu, Bocemoe mapra, Hoseiii rox, Jlenp meramnypra, JleHb pOCCHUHCKOU
nevatH). Uckmouenue: Jlens [ToGep.

IIpu cocraBieHMM TEKCTa B BHJAE AaHKEThl HAUMEHOBAHUS MPHU3HAKOB
XapaKTEPU3yeMOro 00bEeKTa JOJIKHBI OBITh BBIPAKEHBI UIMEHEM CYIIIECTBUTEIILHBIM B
MMEHUTEIbHOM TMAJIe)KE€ WM  CIOBOCOYETAHMEM C [JAarojoM 2-ro Jula
MHO>KECTBEHHOTO YHCJIA HACTOSIIEr0 WM MPOUIEAIIEr0 BPEMEHHU («KHUMEETey,
«BIAJEETE», «OBUIM», «HAXOAWIHCH» M T.JI.). XapaKTEPUCTUKU, BbIPAKEHHBIC
CJIOBECHO, JIOJIKHBI COTJIACOBBIBATHCS C HAMMEHOBAHUSMU TIPU3HAKOB.

I'pader u cTpoku TabIMIBI HOTKHBI UMETh 3arOJIOBKH, BBIPAKEHHBIE UMEHEM
CYILIECTBUTEIbHBIM B MMEHUTEIIBHOM Tajieke. B KOHIle 3aroyioBKOB Tpad 3HaAKH
MpENMHAHUS HE CTaBATCS. B 3arojoBkax CTPOK 3HAKW MPEMUHAHUS CTaBSITCS TOJBKO
BHYTpH npeniioxeHus. [lonzaronoBku rpad v CTPOK JTOJKHBI OBITH COTJIACOBAHBI C
3arosioBkamu. [lom3aronoBku rpad v CTpOK MUIIYTCS CO CTPOYHON OYKBHI.

B tabaune nocie cios «toro», «Bcero» nBoetoune He CTaBUTCS.

[MudpoBbie BeMMUMHBI, €CIU €CTh JPOOHBIE YHWCIA, MPU TEPEUNUCICHUU
pasjenstores Toukoi ¢ 3ansrtou (1,2; 5,1; 6,3).
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Ecnu Tabnuna meuataercst Oojiee yeM Ha OJHOW CTpaHuIle, rpadbl TaOIUIIBI
JOJDKHBI OBITH TIpOHYMepoBaHbl. Ha crienyronux cTpaHUIax NE4YaTaroTcs TOJIBKO
HOMepa rpad.

Texcr kak mpaBWiIO cOCTOMT M3 JABYX dacTteil. IlepBas uacTh sBisIeTCS
KOHCTaTUPYIOIIEH U B HEM YKa3bIBAIOTCS MPUYMHBI, OCHOBAHUS, LIETTU COCTaBICHUS
JIOKyMEHTa, BO BTOpOM (3aKIIOUMTENILHON) — pEIIEHHUs, BBIBOJBI, MPOCHOBI,
MPEI0KEHHMSI, PEKOMEH/IAlIUU.

TekcT MOXKET coAepkaThb OJHY 3aKIIOUUTENBHYI0 YacTh (HAmpUMeEp,
MIOCTAHOBJICHUS — PACHOPSAIUTENbHYI0 4YacTh ©0€3 KOHCTaTHPYIOIIeH; muchMa,
3asiBJIEHUS] — MPOChOy 0€3 TOSICHEHWS; CIPAaBKH, JOKIAJHbBIE 3alUCKH — OLICHKY
(bakToB, BEIBOIBI).

B Tekcre mokymeHTa, MOATOTOBIEHHOTO HAa OCHOBAaHWHU JOKYMEHTOB IPYTHX
OpraHM3alii W paHee W3IaHHBIX JOKYMEHTOB, YKa3bIBAIOTCS HMX PEKBH3UTHI:
HAaUMEHOBAHUE JOKYMEHTA; HAMMEHOBAaHUE OpraHM3allMM - aBTOpa JOKYMEHTA; JaTa
JOKYMEHTA; PETUCTPALMOHHBIN HOMEP TOKYMEHTa; 3ar0JIOBOK K TEKCTY.

4.3.17. OT™MeTKa O HAIMYUU TPUIOKEHUN COACPKUT CBEIACHUS O JIOKYMEHTE
(IOKyMEHTax), MPUIAraéMblX K OCHOBHOMY JOKYMEHTY (B CONpPOBOJUTENIBHBIX
nuchMax, MPETEH3UsAX, aKTax, CHOpaBKax M JAPYrUX JOKYMEHTax), WIU
CBUJETEIBCTBYET O TOM, 4YTO JOKYMEHT SBIISIETCS NPUIOKEHHEM K OCHOBHOMY
JOKYMEHTY (HOPMaTUBHOMY, PaCIOPAIUTEIIbHOMY WIH UHOMY).

CnoBo «IlpunokeHue» mNHUIIETCA C 3arjaBHOM OYyKBBI, YyNOTpeOysdeTcs B
€IMHCTBEHHOM YHCJIE, MOCJIe HEro CTaBUTCS JBOETOUME U YKA3bIBACTCSI KOJIUYECTBO
JIMCTOB U DK3EMIUISIPOB.

B compoBoauTenbHBIX MHCbMax M JAPYTUX WHGOPMAIMOHHO-CIPABOYHBIX
JIOKYMEHTaX OTMETKa O MPUJIOKEHUH OTAETSIETCS OT TeKCTa JOKYMEHTa OJMHAPHBIM
MEXCTPOUYHBIM MHTEPBAJIOM M TI€YaTACTCS OT TPAHUIIBI JICBOTO IO CIETYIOIIUM
obpazom:

Ecan IMPUIIOKCHHUC HA3BAHO B TCKCTC!

[Ipunoxxenue: Ha S 1. B 1 9K3.

Ecnu mpunoxeHue He Ha3BaHO B TeKCTe (YKa3bIBalOT €ro HaMMEHOBAHUE,
KOJIMYECTBO JIMCTOB M DJK3EMIUISIPOB) WM €CIHM TPWIOKEHUNW HECKOJNbKO (UX
HYMEpYyIOT apaOckumu IudpamMu ¢ TOYKOW, MPU 3TOM BTOpas U MOCIEIYIOIINE
CTPOKH OTMETKH BBIPABHHUBAIOTCS OTHOCUTEJIBHO Ha4ajla IEPBOrO MPEIJI0KEHNUA):

[Ipunoxenusi: 1. CpaBka 0 MOATOTOBKE IIKOJ K y4eOHOMY roy Ha 8
J. B 2 9K3.

2. Coucox ko Ha 3 1. B 2 DK3.

Ecnu mpunoxxenue (mpuiaoxeHus1) cOpOIIIOPOBaHO(bI), TO KOJUYECTBO JIMCTOB
HE yKa3bIBACTCA:
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[Ipunoxenue: otuet o npoBeaeHun Popyma B 2 3K3.
Eciu  nokyMeHT, SBISIONUMNCS MNPUIOKEHUEM, HWMEET TMPUJIOKEHUS C
CaMOCTOATENLHON HyMepalueni CTpaHuIl;:

[IpuiioxkeHue: 10roBop BO3ME3AHOTO OKazaHus yciayr oT 5 masg 2018 r.
Ne 32-18/72 u nnpunoxxeHus K Hemy, Bcero Ha 7 J.

Ecii ToKyMeHT HaIpaBIsieTcsl HECKOJIBKHM aJipecaraM, a MPHIIOKCHHUE TOJIBKO
NIEPBOMY aJIpecary:

[Ipunioxkenue: Ha 3 1. B 5 3K3. TOJIBKO B MEPBBIN aIpec.

Ecnu mpunoxenueM SBISIOTCS JOKYMEHTBI, 3allMCaHHbIE Ha (DU3UYECKHU
000COOJIEHHBIN AJEKTPOHHBIA HOCHUTENb (KOMITaKT-AHUCK, usb-(diemni-HakonuTens u

Jpyroe):
[Tpunoxenue: DVD-R B 1 3Kk3.

[Ipu sToM Ha BKJIaAbllle (KOHBEPTE), B KOTOPBIM IMOMEIIAETCS HOCUTEINb,
YKa3bIBAIOTCS HAMMEHOBAHUS JOKYMEHTOB, 3allMCAHHBIX HA HOCHUTENb, HMEHa
(aiinoB, 00bEM TOKYMEHTOB B JIUCTAaX.

Ecnu HeoOXoMMO HampaBUTh 3JEKTPOHHYIO KOMHUIO HA aJIpec JIEKTPOHHOMN
MOYTHI MOJTyYaTess, yKa3aHHbIA UM B CITPABOYHBIX JIaHHBIX HA OJaHKe:

[Ipunoxenue: Ha 35 1. B | 92K3. M DJNEKTpOHHAas KOMUA Ha aapec
dpchsro2@donpac.ru

Ecim ¢ ogHuM CcOnmpoBOIUTENBHBIM MHCHbMOM TE€pechUIaeTCs  OO0JbIIOe
KOJIMYECTBO TMPUIIOKEHHUM, MOXKET OBITh COCTaBJ€Ha OMHCh MPHIOKEHUN C
[IEPEUNCIICHUEM HAMMEHOBAaHUM BCEX JOKYMEHTOB-IIPWIOKEHUA C YKAa3aHUEM
KOJINYECTBA JINCTOB M IK3EMIUISIPOB KaXXJOTO M3 HUX, 4 B OTMETKE O NPUII0KEHUU
JTa€TCS CChIJIKA HA OIUCH ITPUITOKEHUM:

[IpunoxxeHue: onuch NPUIIOKEHNN HA 2 11. B 1 3K3.

4.3.19.I'pu¢d cornacoBanusi AOKYMEHTOB IPOCTaBISETCA HAa JIOKYMEHTaXx,
COTJIaCOBaHHBIX OpraHaMM BJIACTH, OPraHU3alUsIMU, JOIKHOCTHBIMU JIUIIAMU

I'pud cormnacoBanus B 3aBUCUMOCTH OT BHJIa JOKYMEHTa U OCOOEHHOCTEHN ero
oopmIIeHUST MOKET MPOCTABIIATHCA:

Ha NEPBOM JIMCTE JIOKYMEHTa (€CIM JOKYMEHT MMEET TUTYJIbHBIA JIUCT — Ha
TUTYJIbBHOM JIUCTE) B JIEBOM BEPXHEM YIiy Ha YpPOBHE rpuda yTBepkaeHus (mpu
OJHOBPEMEHHOM  COTJIaCOBAHMM M  YTBEP)KIACHUM  JOKYMEHTa) WM  MOJ
HAaUMEHOBAHHUEM JOKyMEHTa OJIMKe K HUKHEMY IOJIIO;

Ha MOCJIEIHEM JINCTE TOKYMEHTA M0/ TEKCTOM, HUYKE PEKBU3UTA «IIOANNCHY;
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Ha JINCTE COTJIACOBAHUS, SBJISIOIIEMCSI HEOThEMJIEMOM YacThIO JOKYMEHTA.

[Ipu cormacoBaHWW JOKYMEHTa IOJDKHOCTHBIM JIMIIOM Tpu(] COTIacOBaHUSA
cocrout u3 cinoa COI'JTACOBAHO (mponucHbiMM OykBaMu, 0€3 KaBBIUEK),
JIOJKHOCTH JIUIIA, C KOTOPBIM COTJIaCOBBIBASTCS IOKYMEHT (BKJIFOYasi HANMEHOBAHUE
OpraHu3aIyK), COOCTBEHHOPYYHOU MOJMIUCH, PACIIM(PPOBKHA MOANUCH (MHUIIAATIOB,
(dbaMuIMKM) U 1aThl COTJIACOBAHMUSI.

Hampumep:
COTI'JTACOBAHO

3aMeCcTUTeNb Iri1aBbl AAMUHUCTPALIMT
roponaa Taranpora
ITommmce N.0O. Gamunus

JlaTa

Eciu cormacoBanue OCYHIECTBISETCA KOJUIETHAJIbHBIM OpPraHoM, B Tpude
COIJIACOBAHUS yKa3bIBAIOTCS CBEJCHUS 00 OpraHe, CorjacoBaBIleM JOKYMEHT, AaTe U
HOMEpEe TMPOTOKOJIA, B KOTOPOM 3a(UKCHUPOBAHO pELICHHE O COIJIACOBAHMHU.
Hanpumep:

COT'JIACOBAHO
KOJIJIETUEN MUHHUCTEPCTBA
3/IpaBOOXpaHEHUs
PoctoBckoii o0nactu

(pOTOKOI OT N )

Ecnu cornmacoBanue OCyIIECTBISIETCS MHUCbMOM, YKa3bIBAIOTCSA BHJI IOKYMEHTA,
ouManbHOE MOJHOE WM COKpallleHHOe HAaMMEHOBAHWE MCIIOJHUTEIHHOTO OpTaHa
rOCyIapCTBEHHON BIIACTH, MHOTO TOCYJapCTBEHHOTO OpraHa (OpraHu3allin) - aBTopa
JIOKYMEHTa, J1aTa 1 Homep nucbkMa. Hampumep:

COI'JTACOBAHO
nuceMoM PocapxuBa

oT Ne

Eciu B nmokymeHTe nBa rpuda corjacoBaHHs, TO OHHM paclojaraloTcs Ha
OJTHOM YpOBHE, MpH OOJIbIIEM KOJMYECTBE MX Pa3MeIlaloT ABYMS BEPTHKAIbHBIMU
psnamu. Ha noxkymeHTe MOXKeT OBITH pacIoJIOKEHO He Ooiiee YeTbipex Trpudos
cornacoBanus. bonpiiee unciao rpudos cormacoBaHust 0QOpMIIIETCS HA OTAEIHLHOM
JMCTE COTJIAaCOBaHUsA, IPUIATaeMOM K TOKYMEHTY.
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Ecmm  rpudsr  cormacoBanuss oQOpMIIIFOTCS HA  OTACITBHOM  JIUCTE
COTJIACOBaHUS, Ha JOKYMEHTE B TOM MECTE, II€ JTOJKHBI TPOCTABISTHCS TPHUQHI
COTJIACOBaHUS, POCTABIISETCSI OTMETKA: «JIMCT cortacoBaHus MpUIIaraeTcs.

4.3.20. Buzoit opopmiiseTcss BHyTpEeHHEE COTJIacCOBaHUE JOKYMEHTA.

Buza cBHIETENBCTBYET O COTJIACHMHM WJIM HECOTJIACHM JOJDKHOCTHOTO JIMIA
(paboTHHKA) C COJIEpKAHUEM MPOCKTa JOKYMEHTA.

Buza Brimouaer moamuch (unu JIl), pacumdpoBKky mnoanucu (MHUIUAGI,
dbamuus) U naty BusupoBaHus. [Ipr HEOOXOIUMOCTH yKa3bIBa€TCSl HAMMECHOBAHUE
JOJKHOCTH JIMIA, BU3UPYIOLIETO JOKYMEHT.

Hanpumep:

HauvanbHuK paBOBOTO yIIpaBICHUA
[Tonnuce N.0. Gamunus
JlaTta
Jlommyckaercs MOIMCTHOE BUSUPOBAHUE JOKYMEHTA U €T0 MPUIIOKECHUM.
BHyTpeHHHE TOKYMEHTBI BUBUPYIOTCS B CUCTEME «/[e110» B peructpauimOHHOU
KapTouke npoekta nokymenTa (nanee — PKII/]) ¢ npumenennem OI1.

[Tpu Hanuuuu 3ameyaHuid, OCOOBIX MHEHUM, JOTIOJHEHUM K TPOCKTY JOKYMEHTA
BU3Y OPOPMIISIOT CIEAYIOLUM 00pa3oM:

3aMedaHus MpuiIararoTcs
HauvajibHUK TPaBOBOTO yIIPABJICHUS
IToanuce N.0. damunus
Jlata

3ameuanusa npukpermsitores kK PKIIJ mokymeHTa W mOANMCHIBAIOTCA €
npuMenenuem Ol 1.

Opranuzanust Npoueaypsl COTJIACOBAHUS U BU3UPOBAHUS MPOEKTOB MPABOBBIX
aKTOB, JTalbl W CPOKU COIJacoBaHUsl TpenacTaBiieHbl B Pernamente paOoThl
AnmvmunucTpanuu ropona Taranpora.

4.3.21. IToanuck SIBJISIETCS 00s13aTeJIbHBIM PEKBU3UTOM
nokyMmenTa. [lognucanue ciayXeOHBIX MHCEM U JAPYrol KOPPECIOHACHIIMUA B
AJIMUHHCTpaLUU OCYLIECTBISETCS JUIAMH, HA TO YIIOJHOMOYEHHBIMHU.

PexBusutr «lloammce»  BKIIOYAET: HAMMEHOBAaHWE JOJDKHOCTH  JIMLA,
MOJIMUCHIBAIONIETO JOKYMEHT, €ro CcoOCTBEHHOpYyuYHyto mnoamuch win Oll,
pacmrppOBKY MOAMUCH (MHUITHABI, (PaMUITHIO).

PexBusut «lloamuce» odopmisieTcss OT JIeBOW TpaHUIIbI TEKCTOBOTO TOJIA Ha
TPU OJIMHAPHBIX MEXCTPOUYHBIX MHTEpBaia HHXKE TEKCTa JTOKYMEHTa WM OTMETKHU O
OpPWIOKEHUU (MIPU HATMYUU TAKOM OTMETKH) M UEHTPUPYETCS OTHOCUTEIBHO
MaKCUMaJIbHOW CTPOKH (IJTMHA CTPOKH HE JOJKHA IpeBhiaTh 30 3HaKOB).

PacuindpoBka mnoanucu pacnosnaraercs Ha YpOBHE IMOCJIENHEH CTPOKHU
HAaUMEHOBAHUs JIOJDKHOCTM y TMPAaBOM TIpaHMIbl TEKCTOBOrO Mojs. Mexay
WHULMAIaMu U (pamminen cTtaBUTCs KecTKui npoben. MHunumanel B pacmu@poBke
NOJMUCH  pacronaratoTcst mnepen  Qgamunued. Camasi AJWHHAsS —CTpOKa B
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HAaMMEHOBAHUH JIOJDKHOCTH HE JOJKHA MPEBBIIATh 7,5 CM.
Hampumep:

3aMeCTUTENb I1aBbl AJIMUHUCTPAILUU
ropoja Taranpora
10 OpPraHu3alMOHHO-TIPABOBBIM
Y KaJIpOBBIM BOIIPOCAM JIngyHast moanuch N.0. Gamunus

He nomyckaercst oTpbIBaTh MOANUCH OT TEKCTA TOKYMEHTA, IEPEHOCUTH €€ Ha
CIEAYIOIMUN JTUCT. BMecTe ¢ MOANMCHIO HA CIEAYIOINIUM JUCT JOKYMEHTA JIOJKHO
OBITh IIEPEHECEHO HE MEHEE JBYX CTPOK TEKCTa

[Ipy noanvcaHuu JTOKYMEHTa HECKOJbKMMH JIOJDKHOCTHBIMHU JIMIIAMH MX
HOJIUCH PACIIONIaraloT OJHY MOJ APYrod B MOCIEN0BATEILHOCTH, COOTBETCTBYIOIIEH
3aHMMAEMOM JTOJDKHOCTH.

Hanpumep:

['maBa AaMUHHUCTpaLUU
ropoaa Taranpora JInunasg noAnucey N.0. Gamunus

3aMECTHUTEIIb IIIaBBI
AnmuHucTpanuu ropoaa Taranpora
10 COLMAJIBHBIM BOIIPOCaM JInuHas moanuch N.O. ®amunus

HpI/I MoANMMCaHNHU JOKYMCHTA HCCKOJBbKUMHU JIMIAMH PAaBHBIX I[OJI)I(HOCTCP'I nx
MMOAIMCH pacCIiojararorcss Ha OAHOM YPOBHE.

Hanpumep:
3aMeCcTuTeNb I1aBbl AJIMUHUCTPAIIUU 3aMecTUTeb ri1aBbl AIMUHUCTPALIMT
ropojia Taranpora 1o conyaibHbIM ropojia Taranpora no opraHM3aIMOHHO-
BOIIpOCcaM MIPABOBBIM U KaJPOBBIM BOIIpOCaM
JInyHas moanuce, N.0. ®ammwnus JlnyHasg noanuch N.0. amunusa

[Tpu moamucaHuy COBMECTHOTO JTOKYMEHTA MIEPBBIM JTUCT 0hOpMIISICTCS HE Ha
OJaHKe.

B nokymeHTaX, COCTaBICHHBIX KOMHCCHEH, YKa3bIBAIOTCS HE JODKHOCTH JIHII,
MOIMMHUCHIBAIOIINX JOKYMEHT, a UX 00sS3aHHOCTH B COCTaBE KOMUCCHH B COOTBETCTBUU
C pacIpecIICHUEM.

Hanpumep:
IIpencenarens komuccun JInyHas MOAMKUCH N.0. Gamunus
CekpeTapb KOMHCCUU JInunas moanuce N.0. ®amunus
UneHbl KOMUCCHUU: JIndnas noanuce N.0. Gamunus

JInyHas moanucey N.0. damumnus
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4.3.22. Otrmerka 00 osnektpoHHodt mnoamucu (DII) wucnonb3dyercs s
Busyanuzanuu Ol  momyuyarenem JOKyMeHTa Tpud  OOMEHE DJIEKTPOHHBIMU
JIOKyMEHTaMHU, TOJIMMCAHHBIMU YCUJIEHHOH KBanuduirpoBannoit OI1.

B cooTrBercTBUU ¢ 3akoHOmaTENhCTBOM Poccuiickoit denepanyim oTMETKa 00
AJNIEKTPOHHOM Tojnucu (GopMupyeTrcs W BU3YAJU3UPYETCS  MPOrpPaMMHBIMU
cpenctBamu. OTMeTka 00 3JIEKTPOHHOW MOJANUCH BKIO4YaeT (pazy «JloKkymeHT
MOJAMKUCAH JJICKTPOHHON TMOAMHUCHIO», HOMEp cepTHUdHUKaTa KIo4Ya SJIEKTPOHHOM
noanucH, (GamMuiInio, WMs, OTYECTBO BIajenblla CepTH(UKaTa, CPOK ACHCTBHUS
cepTuduKara Kio4a 3JeKTpoHHOM noanucu. Hanpumep:

3aMecTUTEND TJ1aBbl JAOKYMEHT ITOAINCAH

SJIEKTPOHHOI ITOAITUCHIO
AJIMMHHMCTpalMK ropojia Taranpora Ceprudurar 1al1122a000000000011

Bnanenen Usanos MBan MiBaHOBUY
HeictBurenex ¢ 27.04.2022 o 27.04.2023 .. UBanos

Mecto pa3menieHuss OTMETKM 00  BJIEKTPOHHOM  MOJNUCH  JIOJKHO
COOTBETCTBOBAaTh MECTY pa3MeElIeHUs] COOCTBEHHOPYYHOU MOJMUCH B aHAJIOTMYHOM
JTIOKYMEHTE Ha OyMa)KHOM HOCHUTeJe. DJIEMEHThl OTMETKH 00 3JIEKTPOHHOMN MOAMKUCH
JOJDKHBI OBITh BHJMMBIMH M YUTAa€MBIMH, IIPH OTOOPOKEHHH JIOKYMEHTa B
HaTypaJIbHOM pa3Mepe He JIOKHBI IEPEKPHIBATH JJIEMEHTBI TEKCTA JOKYMEHTA.

4.3.23. .Iledatp 3aBepsieT MOJIJIWHHOCTH IOJIMCH JOJDKHOCTHOTO JIMIIA Ha
JIOKYMEHTE, YAOCTOBEPSIONIEM IpaBa JnIl, (DUKCHUPYIOMEM (aKThl, CBS3aHHBIC C
(MHAHCOBBIMHU CPEACTBAMH, a TaK)KE€ Ha MHBIX JOKYMEHTaX, IpeayCMaTPUBAIOIINX
3aBEPEHHUE TOJIIKMCH I€YaThl0O B COOTBETCTBUM C 3aKOHOJATEIBLCTBOM Poccuiickoun
denepanu.

IleyaTts crTaBuUTCS Ha CBOOOJHOM OT TEKCTa MeECTe, HE 3axBaTbIBas
COOCTBEHHOPYYHOW TMOJMUCH JIMIA, TOAMUCABIIETO JOKYMEHT, WJIM B MECTE,
o6o3naueHHOM «MID» («MecTo medatny).

4.3.24. OTMeTKka 00 MCHOJIHHUTENE BKJIOYAeT B ce0s MMsI, OTYECTBO, (haMHIIUIO
WCIIOJTHUTENS JOKYMEHTAa, KOJI ropojia 1 HoMep TenedoHa, KOTOPhIC pacIojararTcs
Ha JIUIEBOM WM OOOPOTHOW CTOPOHE TMOCIEAHETO JHUCTa JOKYMEHTa B JIEBOM
HUKHEM YTJIy OT JIEBOM TPaHUIIbI TEKCTOBOTO Mouisi pazmepoM mipudta Ne 11 nt. B
OTHOIIICHUW BHYTPEHHUX JOKYMEHTOB OTMETKAa OO0 WCIOJHUTEIEC MOXKET TaKKe
JIOTIOJIHSITHCS BHYyTPEHHUM HOMEpPOM a0OHEHTA.

Hanpumep:

Iletpos lBan BukTopoBuu
+7 (8634) 312-807 (0000)

4.3.25. OtmeTka O 3aBepeHUU KOMHUH OGOPMIIACTCS IS TOITBEPKIACHUS
COOTBETCTBHS KOTIUU (BBIMUCKU U3 JOKYMEHTA) MOUTHHHUKY JTOKYMEHTA.

OTmeTKa 0 3aBepEHUN KOTHMU MPOCTABJISETCS HA CBOOOJHOM OT TEKCTa MECTE,
HUKE PEKBU3UTA «IIOIIMUCHY», WM MPU OTCYTCTBUU CBOOOJHOTO MECTa HA JIMIICBOM
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CTOpOHE JOKYMEHTa - Ha 00OpOTe IOKyMEHTa W BKJIIOYaeT cioBo «BepHoy,
HAaMMEHOBAHUE JIOJDKHOCTH JIMIA, 3aBEPUBIIETO KOIMMIO; €T0 MOJANUCH; paciiu(poBKyY
noAnucy (MHUIIUAIIBI, (aMUJIMIO); 1aTy 3aBEPEHUS KOMHUH (BBIMUCKHA U3 JTOKYMEHTA).
Hampumep:

Bepno
HauvanpHuk oOmiero otuena IHoanuce N.0. Gamunus

25.03.2022

JIucTl MHOTOCTPAHWUYHBIX KONUH TIPHU HEOOXOJUMOCTH MPOIIMBAIOTCS
HUTKaMH, Ha 00OpOTE IMOCJIEIHEro JUCTa HUTKU NPOKJIEUBAIOTCS JINCTOM OyMaru.
Y 1ocToBepsronIMe KOMUIO ITOANUCH U I1€4aTh, @ TAKKE YKa3aHUE KOJINYECTBA JIMCTOB:
«Bcero B Komuu 5 11.» TOMKHBI 3aX0/IUTh HA IPUKJICEHHBIN JIUCT.

JIuCTBI MHOTOCTPAaHWYHBIX KONUN (BBIMMCOK M3 JOKYMEHTAa) HYMEPYIOTCS.
Homyckaercs 3aBepats otMeTKOM « BEPHO» kax b1t 1TMCT MHOTOCTpaHUYHOW KOITAH
JOKYMEHTA.

JIOKyMEHTBI ~ 3aBEpSIIOTCS Ne4aThlo 0O0mIero otraena Jaub0  MEeYaThio
Anvunuctpanuu ropona Taranpora, B 3aBHCUMOCTM OT JIOJDKHOCTHOTO JIMLA,
YAOCTOBEPSIOLIETO KOIHUIO.

[Ipn 3aBepeHMH KONMM NIPABOBBIX AKTOB BO3MOYKHO HCIIOJIB30BaHUE
CHELMAJILHOTO IITamIa 00IIero oTaea.

AIMUHHCTpanus BbIIAET KOMHMH TOJBKO T€X JOKYMEHTOB, KOTOPBIE CO3JAI0TCS
B AJMUHUCTpAIINH.

[Tpu odopmiieHUM KONMMHM C JAOKYMEHTOB, KacaloUIMXCs IMpaB U HHTEPECOB
rpaxxgaH (ecau  JaHHBIA JIOKYMEHT HMMEET HENOCPEACTBEHHOE OTHOILIECHHE K
rpaxxaanuny), B PK gokymeHnTa, ¢ KOTOpOro cHsta KOmusi, JeTat0T OTMETKY O TOM,
KOMY U KOTJIa KOTIMSI BbIJaHa.

IIpn nepecpUike KONMUU TOKYMEHTa AJIMHHUCTpPALMU B IPYTHE OPTaHU3aLHU
WIM BbIJIaU€ €€ Ha PyKH MPEJICTABUTENI0 OPraHU3alMy OHA JOJIKHA OBITh 3aBepeHa
JTOJKHOCTHBIM JIULIOM.

Ilepemaya komuKd  JTOKYMEHTA  NPEIACTABUTEIAM  CPEACTB  MAacCOBOU
uH(pOpMAIMU OCYIIECTBISCTCA PYKOBOAMUTENIEM OTAeNa MO0 HMHPOPMALMOHHOM
MOJIUTHUKE U B3auMojiercTBrio co CMU A nMuHucTpanmu.

Komnust 351€KTpOHHOTO JIOKYMEHTa, MpEJCTaBlI€HHAs B BHUJI€ JOKYMEHTAa Ha
OyMa)XHOM HOCHUTEJE, 3aBepseTCs B MOPSAKE, YCTAHOBJIEHHOM HACTOSIIUM ITYHKTOM
JUISL 3aBEPEHUs] KONUI TOKYMEHTOB Ha OyMa)KHOM HOCHTEJIE.

4.3.26. OT™MeTKa 0 MOCTYIJICHUH TOKYMEHTAa CIYXUT JJIs1 HOATBEPKIACHUS (paKTa
MOCTYIUICHUSI JOKYMEHTa B AJIMUHUCTpPALMI0 W BKJIOYAET JaTy MOCTYIUICHUS U
BXOJISIIIUNA PETUCTPAIMOHHBIM HOMEp NOKyMeHTa. [Ipu HEoOXOauMOCTH OTMETKa O
MOCTYTUIEHUM MOYET JOMOJIHATHCA YKa3aHUEM BPEMEHU NMOCTYIUIEHUS JOKYMEHTA B
yacax U MUHYTax U croco0a JOCTaBKU JOKYMEHTA.

OTMeTKka O TMOCTYIUIEHHH JOKYMEHTAa IMPOCTABIIIETCS Ha MEPBOM JIMCTE
JIOKyMEHTa B HIKHEM CBOOOJTHOM OT TEKCTa MOJi€ C HCIOJIb30BAaHUEM IlITamIia
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(mpwtoxkenue 1).

4.3.27. Pezomoums COASPKHUT YKa3aHUS IO HCIOJHEHUIO JOKyMEHTa U
BHOCHUTCSI HEMTOCPEJICTBEHHO B cucteMy «/lemo».

Pe3omronus BKIIIOYAIOT (paMUIIUIO, WHUIMATIBI UCTIOTHUTENS (HMCIIOTHUTENEH),
MOPYYCHHUE MO JOKYMEHTY (KOHKPETHOE 3aJaHue MO WCIIOIHCHHWIO JOKYMEHTa WU
GOpMYIMPOBKY IETH PACCMOTPEHHUS JOKYMEHTa), TpPH HEOOXOAMMOCTH - CPOK
UCTIOJTHeHHsI (B TOM unciie kateropuio «Cpounoy», «Becbma cpouno», «KoHTpob» u
Ip.), IaTy PE30JTIOLIHH.

[Ipy yka3aHWM HECKOJBKUX HCIOJHUTENECH (QamMuins OTBETCTBEHHOTO
WCIOJIHUTENSL ~ yKa3blBaeTca nepBo. B cucreme  «J/leno»  OTBETCTBEHHBIN
UCIIOJIHUTEIb OTMEYAETCS 3HAKOM «(OTB.)» WUIH «!» KpacHOTO IIBETa.

4.3.28. OTmeTka 0 KOHTpOJIE CBHJICTEIBCTBYET O MOCTAHOBKE TOKyMEHTa Ha
KOHTpoJIb. OTMeTKa 0 KoHTpoJie B cucteme «Jleno» B PK mokymeHnta o6o3Hauaercs
OykBoit «K».

4.3.29. OrmeTka O HampaBJICHUM JOKyMEHTa B JIEJO OIpEAeNsieT MeCTO
XpaHEeHUsI TOKyMEHTa IO0CJEe 3aBepIIeHUs padoThl C HUM U BKIIOYaeT cioBa: «B
JIeI0», UHJIEKC JieJla M0 HOMEHKJIAType Jell, B KOTOpOE MOMEIIAeTCs JOKYMEHT Ha
XpaHEeHHEe, ¢ YKa3aHWeM Troja, MOJDKHOCTH JIHIa, O(POPMHUBIIETO OTMETKY, MOMATHCH,
JATHI.

DNEKTpOHHBIC JTOKYMEHTHI TOJJICkKAT CIUCAHWIO B JIeJI0 B cucteMe «Jlemo»
COTJIaCHO YTBEPKJICHHON HOMEHKJIAType Al

5. OcobenHocTu paboThI C IIEKTPOHHBIMU JOKYMEHTaMHU,
MIpUEM U Mepeaya ciry>keOHoi nHpopmanuu no opuuraIbHbIM
KaHajaM 3JIEKTPOHHOU MOYTHI

5.1. DnexkTpoHHbIE JOKYMEHTHI CO3JAr0TCs, 00padaThIBAIOTCA U XpaHATCA B
cucteme «Jlemoy.

DNEeKTPOHHBIE  JOKYMEHTBHl  SIBIISIOTCA  OQUIMAIBHBIMH  JOKYMEHTaMHU
AnMuHHUCTpauK. DJIEKTPOHHBIN TOKYMEHT JOJIKEH ObITh 0()OPMIIEH B COOTBETCTBUU
C MHCTPYKUHEW IO JEJONPOU3BOACTBY MU MMETh PEKBHU3UTHI, YCTAHOBJICHHBIE IS
aHaAJIOTUYHOT'0 JOKYMEHTa Ha OyMa)KHOM HOCHUTEIIE.

JIOKyMeHTOOO0pOT B AIMUHUCTPALIUK OCYIIECTBIISIETCS B JIEKTPOHHOM BHJIE
no cucreme «Jlenoy». Ilepenaya TOKyMEHTOB MO MHBIM KaHajaMm CBSI3M M (WMJIM) Ha
OyMa)XHOM HOCHUTENIE HE JIONMyCKaeTcs, 3a HCKIIOYEHHEM CiIydyaeB, Korja
benepaibHBIMU MM O0JACTHBIMM 3aKOHAMU JTUOO MPUHUMAEMBIMUA B COOTBETCTBHH C
HUMUA HOPMATHBHBIMM  TMPAaBOBbIMH  aKTaMU YCTAHOBJIEHO TpeOoOBaHUE O
HEO0OXOJAMMOCTH COCTABJICHUS JOKYMEHTA UCKIIIOUUTENIbHO HAa OyMaXXHOM HOCUTETIE.

JlokyMeHTy (BXOIAIEMY, HUCXOMSIIEMY, BHYTPEHHEMY) NpH BKJIOYEHUU B
cucteMy «Jleno» mnpucBamBaeTcs pPEruCTPALMOHHBI HOMEpP aBTOMATHYECKU B
COOTBETCTBHUH C BHIOPAHHON HOMEHKJIATYPO.

Perucrpanus JOKyMEHTOB (BXOISALIMX, MCXOMSIINX, BHYTPEHHUX) BEIETCA B
npenaeax KajaeHJIapHoTo roja.
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JIOKyMEHTBI, MOCTyNAarOUIMe OT OpraHu3auvid B AJMUHHUCTPALUIO Ha
OyMa)KHOM HOCHUTEJIE, PETUCTPUPYIOTCS B cUCTeME «Jlemo» mocie CKaHUPOBaHUS U
CO3JaHMs JIEKTPOHHBIX 00Pa30B JOKYMEHTOB.

®ailn 37IEKTPOHHOTO OOpa3a JOKYMEHTa JOJDKeH O00ecleurTh BU3YaJIbHYIO
UJECHTUYHOCTh €ro OyMakHOMYy opuruHainy B macmrade 1:1. KauectBo (aitna
AJIEKTPOHHOTO 00pa3a TOKyMEHTa JOJKHO MO3BOJISATH B MOJHOM 00bEME MPOYUTAThH
TEKCT JIOKYMEHTa U Pacro3HaTh ero peKBU3UTHI. Eciu OyMaxKHbIM TOKYMEHT COCTOUT
U3 JBYX WM OoJjiee JUCTOB, JIEKTPOHHBIM 00pa3 Takoro OyMa)KHOTO JOKYMEHTa
dopmupyercss oaHuM (QaillioM, 3a HCKIIOYEHUEM CIIy4aeB, KOTJa TEXHUYECKU
HEBO3MOKHO CO3/IaHUE €IMHOTO (aiisia AIEKTPOHHOTO 00pas3a TOKyMEHTA.

He nonnexart ckannpoBaHuio Jo0KyMeHTHI ¢ rpudom «ICID». CkanupoBaHHbIE
o0Opa3bl JOKYMEHTOB WM UHBIE (ailibl, colep)Kallue IepCOHAIbHbIE IaHHBIE,
OTrpaHUYMBAIOTCA JOCTYIIOM K (haility «Purypantsl PK».

5.2. [lonTBepxkieHNE COOTBETCTBHSI pacledyaTaHHOW KONUHM 3JIEKTPOHHOTO
NOKyMEeHTa mnoxareepxaaercs wmramnoM «llognucano ¢ mnpumenennem Ol»
(mputoxenue Ne 1).

5.3. CocraBnenue, ohopMIEHHE M COIJIACOBAHUE IMPOEKTOB 3JIEKTPOHHBIX
JOKYMEHTOB  OCYIIECTBJISIIOTCA 1O  OOIIMM  MpaBWJaM  JEJIONPOU3BOICTBA,
YCTaHOBJIEHHBIM B OTHOIIIEHUU aHAJIOTUYHBIX JOKYMEHTOB Ha OyMa)KHOM HOCHUTEIIE.

Ucnonnurens co3zpaer PKIIJ[ B cooTBeTCTBYMOIIEH TpyIne JOKYMEHTOB U
OIIpEIeIISIeT MOPSIOK BU3UPOBAHMS JJODKHOCTHBIMU JIIIAMH (Tipuiioxernue Ne 2).

IIpoeKT 371eKTPOHHOTO TOKYMEHTA BU3UPYETCH:

IIPOCTOM 3JIEKTPOHHOW MOANMCHI CIEHHUAINCTA — HCIIOJHUTENS JOKYMEHTA
(JtoruH ¥ apoJib JUisl paboThl B cucteMe «Jlemo»);

kBajuduipoBaHHoi D11 JOKHOCTHOTO JUIIA — PYKOBOJUTEIS CTPYKTYPHOTO
noApasaeneHuss AJMUHUCTPAUMM WIM 3aMECTUTENS TIJaBbl AJIMHHHUCTPALUH,
PYKOBOJIMTENSA OpraHa AJMUHHCTpAaUUU C IpaBaMU FOPUIUYECKOTO JIMIA, & TAKXKE
MOJIBEIOMCTBEHHOI0 ~ MYHHIMIAJIBHOIO  YUYPEXKIEHUS WIM INpeanpustus. B
OTJEJIbHBIX CIy4yasX MpPU BU3UPOBAHUU MOXKET MPUMEHSITHCS KBaTU(UIUPOBAaHHAsS
OII rnaBbl AIMUHUCTPAITUH.

BusnpoBanue  (moamvcaHue) — IPOEKTOB  3JEKTPOHHBIX  JOKYMEHTOB
OCYILIECTBIISIETCSl IMyTEM BHECEHHs MH(OpMalMK O BU3UPOBAHUU (TIOJNMCAHHH) B
PKIIJ, «xoropass 3aBepsiercssi OIl  TOMKHOCTHOrO  JIMIIA, BU3UPYIOILIETO
(MOAMUCHIBAIOIIETO)  MPOEKT  DJIEKTPOHHOro  JokymeHTa. Hudopmamus o
BU3UPOBAHUM (MOANUCAHUN), 3aBepeHHass DIl MOIKHOCTHOTO JUIa, BUUPYIOLIETO
(MOANUCHIBAIOIIETO) JOKYMEHT, SBJISIETCS HEOThEMJIEMON 4YacThIO 3JIEKTPOHHOIO
JOKyMEHTa ¥ TNPUHUMAETCs K CBEICHHUIO BCEMM YYAaCTHUKAMHU MpPU COONIOJACHHUU
ycioBuid paBHO3HayHOCTH DIl coOGcTBeHHOpY4YHOU moamnucu. OTBETCTBEHHOCTH 3a
JIOCTOBEPHOCTh M TOJHOTY COOTBETCTBYIOIIEW HMHPOpMALUM O BU3UPOBAHUU
(moamucaHuM) 3JIEKTPOHHOTO JIOKYMEHTa HECeT YUYacTHUK B JIMIE JIODKHOCTHOTO
JIMIa — Biaaeisna xiro4da OI1.

[Ipn Bu3MpoBaHUM (ITOANMCAHUHM) IMPOEKTOB 3JIEKTPOHHBIX JOKYMEHTOB BO
BHYTPEHHEM JIOKyMEHTOOOOpOTe Y4YacTHMKa MOXET MCIOJIb30BaThCS MPOCTas
AJIEKTPOHHAs MOJANKCH JOJDKHOCTHOIO JIMIA, BHU3UPYIOLIEro (MOAMNKCHIBAOIIETO)
IIPOEKT 3IEKTPOHHOIO JOKyMeHTa. OTBETCTBEHHOCTh 3a JOCTOBEPHOCTh U MOJHOTY
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COOTBETCTBYIOIIEH HHPOPMAIMM O BU3UPOBAHUU (TIOJMUCAHUM) BIIEKTPOHHOTO
JOKYMEHTa HECeT YYacTHHK B JIMIE AOJDKHOCTHOIO JIMIA — BIAJENblia IPOCTOU
AIEKTPOHHOMN MOAMUCH.

[Ipu co3manum PKIIJ] ucromHuTEns pelakTUPYET SJIEKTPOHHBIA I1a0JIOH
JIOKyMEHTa W TMPU HEOOXOJUMOCTH MPHUKPEIUIIET (ailyl ¢ TEKCTOM MPUIOKEHUS K
JOKYMEHTY.

NmenoBanue aiinoB npuioxkennit B PKIIJ[ momkHO COOTBETCTBOBATH
cienyromeMy dopmary: «15-05-2022 npunoxenue.docx», rae 15 — nata co3maHus
nokymenra, 05 — wecsn, 2022 — rox, pacmupenue ¢dainma «.docx» mpu
nepeumenoBanuu (¢aitma PKIIJl 3anpemaercs ynansate. B mmenu daitna gomkHbI
OTCYTCTBOBaTh Ipodenbl. Mms (aiiyia 31eKTpOHHOro MmadioHa JOKYMEHTa U €ro
pacIIMpPEHNE U3MEHATD 3aIIPEIIEHO.

HcnonHurens  HampaBiIET  NPOEKT  JIOKYMEHTa  Ha  BHU3UPOBAHUE
PYKOBOJUTENSIM CTPYKTYPHBIX HOJpa3AeiieHUuil Ha oJuWH pabouuii neHb. B ciydae
HaIIpaBJICHUs BECbMa CPOUYHBIX IIMCEM BU3UPOBAHUE OCYLIECTBIAECTCS B TEUCHHUE TPEX
4acoB.

[Tpu BuzupoBanuu PKIIJ] momkHOCTHOE JUIO BBHIOMpAET TUI BU3UPOBAHUS
«Cornacen», «C 3ameuanusmm», «He cormacen», «O3nHakomien», «O3HaKOMIIEH ¢
BO3pakeHUsAMN», «HanpaBineHo Ha 1opaboTKy», «Borpoc BHE MOeH KOMIIETEHLIUNY,
«IIpunaro B paboTy».

Ecnu BpiOupaercs Tun Bu3upoBaHus «C 3aMe4aHHSIMU», TO HEOOXOAMMO
yKa3bIBaTh B TEKCTOBOM I0JI€ MPUUYMHY 3amedyaHust Wik npukpenutsb Kk PKII ¢aiin
3akimodeHuss B gopmare doc, docX, moamucaHHbBIN KBanmduippoBanHon Ol
JOJKHOCTHOTO JIULIA.

B cnydae nmomyuyennst Bu3bl «C 3aME€UaHHASIMU» HCIIOJHUTENb TOTOBUT HOBYIO
Bepcuto TpoekTa, 3ateM Hampasisier PKIIJ[ Ha Bu3uMpoBaHue BCEM JOJKHOCTHBIM
JIMLAaM, OIIPEIEIICHHBIM 110 CIIMCKY BU3HUPOBAHMUS.

[ToanucanHbli MPOEKT JHOKYMEHTA TOJJICKHUT OOS3aTEIBHOM pPETUCTpAIU B
cucteme «Jlemo».

5.4. OTBETCTBEHHOCTh 3a HENPaBOMEPHOE MOAMNHCAHUE BJIEKTPOHHOTO
nokymenta OII Hecer YuacTHUK cucTeM «Jleno» M «ApXMBHOE [I€JI0» B JIMIIC
Biagenbia kiaroga OIl.

5.5. Tlopsimok UCTONIb30BaHUS AJIEKTPOHHBIX MTA0JIOHOB,;

oTkpbITh PKIII, OTKpBITH (aiin B pexume pelakTUpOBaHUs, Ha3BaHueE (aiina
(narpumep OCHOBHOM ITucsmo Taranpor.dOCX) HE MEHSTS;

BHECTHU TEKCT MUChbMa, ajpecaTta B Qaitn. Jomknocts, @.M.0. nonnucanra, a
takke @.N.0. ucnonuurens u TeneQoH He 3aMOTHSTh;

COXpaHUTh (aii;

HaxxaTh KHONIKY PKII/] «CoxpaHuTh H3MEHEHU»;

HaxxaTth KHOTIKY PKIIJl «ITogroroButs (haiiny;

MPOBEPUTH KOPPEKTHOCTH 3AIMIOJIHEHUSI IAHHBIX B OTKpBIBIIEMCS (paiiiie;

Hanpasuth PKII/] Ha BU3upoBaHue, 3aT€éM HAIPABUTh HA MOJIUCH.

[Ipn HampaBieHWHM HA MOJMUCH ABTOMATUYECKH co3naercs (aitn B ¢opmare
PDF/A.
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5.6. PykoBoauTensM = CTPYKTYpHBIX  TOApA3NEIEHUA W  OPTraHOB
AIIMUHUCTpAIlMd ¢  TpaBaMd  HOPUAUYECKOrO  JIMIA,  IOJIBEIOMCTBEHHBIX
MYHULIMTATBHBIX YIPESKICHUN U MPEANPHUATHN 3asiBKH Ha CO3/IaHUE, KOPPEKTUPOBKY,
Ha3HA4YCHHUE MpaB, OJOKUPOBKY IMOJb30BaTEIEH U TPYII JTOKYMEHTOB HANpAaBIATH B
otnen WH()OPMAIIMOHHO-KOMMYHHUKAITMOHHBIX TEXHOJIOTUH AJMHHHUCTpAIUU II0
dbopmaM, yTBEPKIESHHBIM ITPUKA30M MUHUCTEPCTBA MHGOPMAIIMOHHBIX TEXHOJOTHH U
cBs3u PoctoBckoit o6mactu oT 06.11.2020 Ne 24 «O06 yTBepk)ASHUN METOJIUYECKUX
peKoMeHJaii 1Mo paboTe B  MEXKBEIOMCTBEHHOM CHCTEME SJIECKTPOHHOTO
JTIOKyMEHTO000pOTa | JISTOMPON3BOACTBA «Jlemoy.

5.7. DNEeKTpPOHHBIE COOOIIEHHS, MOCTYNUBIIME B AJIMUHUCTPALMIO TOpoJa
Tararpora U UMEIOIINE COOTBETCTBYIOIINE PEKBU3UTHI MHUChMA, PETUCTPUPYIOTCS B
cucteme «Jlemo».

5.8. B ciiyuae BO3HMKHOBEHHS UPE3BBIYAMHBIX CHUTYallMd WM KaTacTpod,
MOBJISKIINX TIpeKpalieHue (yHKIIMOHUPOBAHUS CUCTeMBI «Jlemo», Tepemaya
JIOKYMEHTOB MEXJy YYaCTHHKAMH OCYIICCTBIAECTCS C HCIIOJIb30BaHUEM BCEX
JOCTYIHBIX KaHAJIOB CBsI3M W (WiM) Ha OyMaXHOM HOCHTEJIE JI0 MOMEHTa
BOCCTAHOBJICHUSI Pa0bOTOCIIOCOOHOCTH cucTeMbl «Jlemoy». Ilocne BoccraHoOBICHUS
paboTOCIOCOOHOCTH YYAaCTHUKHM BHOCAT MHMDOPMAILIUIO O JOKYMEHTaX, MepeIaHHbIX
10 KaHaJIaM CBsI3U U (WJIM) Ha OyMa)KHOM HOCHTEIIE, B CHCTEMY «/Jlemmoy.

6. [logroroBka u opopMiIeHHNE TPABOBBIX AKTOB

6.1. [Topsimok TOATOTOBKH, W3AaHWA W pabOThl C TPABOBBIMH aKTaMH
AnmMuHucTpanuu omnpeneneH MHcTpykuueil nmo o(QOpMIIEHHIO MYHHIIMIAIbHBIX
MPaBOBBIX aKTOB U PerimamenToM paboThl AIMHUHUCTpaIuu ropoja Taranpora.

6.2. Bce AEHCTBHS IO COTJIACOBAHUIO MYHHULHWIIAIBHBIX NPABOBBIX AaKTOB
BBITIOJIHAIOTCS B cucteme «Jleno» ¢ npumenenuem Ol1.

7. bnaHKy TOKYMEHTOB

7.1. B AnMuHHCTpaIuu CO3JAIOTCSl JIOKYMEHTHI Ha OyMa)KHOM HOCHUTEJE U
JIEKTPOHHBIE JOKYMEHTBl C IpUMEHEHHEeM cucrteMbl «Jlemo». s  3Toro
UCIIONIB3YIOTCSl OJaHKH JOKYMEHTOB, M3TOTOBJICHHbIE HAa OyMa)KHOM HOCHUTENE H
(MJIK) DIIEKTPOHHBIE 11a0JI0HbBI OJJAHKOB IOKYMEHTOB.

B AamMuHUCTpalMu MCHOJB3YIOTCS OJIAaHKW THCEM, HalpaBiisieMble B JI0OOH
anpec Poccurickon denepanuu.

7.2. Ha 6nankax AJIMUHHUCTpALMU MPUMEHSIOTCS PEKBU3UTHI B COOTBETCTBUH C
noanyHkToMm 4.3.1 MHcTpykium.

7.3. JIokyMeHTbI AJIMUHUCTpaUun opopMIISIOTCS Ha OJlaHKax,
M3TrOTaBIMBAaEMbIX Ha Oeoit Oymare ninu Oymare cBeTJIbIX TOHOB popmarta A4 (210 x
297 mm). DoH AIEKTPOHHBIX MIAOJIOHOB TOKYMEHTOB JOJIKEH OBITH OEJIOTO I[BETA.

OJNEeKTpOHHBIE I1a0JOHBI OJIAHKOB JOKYMEHTOB JOJDKHBI OBITh WIACHTUYHBI
OnmaHkaM  JOKYMEHTOB  Ha  OyMaXHOM  HOCHTENE M  3alllMIIeHbl  OT
HECAaHKIIMOHUPOBAHHBIX U3MEHEHUM.
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7.4. B unemsx oOecnedeHus ACSITENbHOCTH AIMHUHHCTPAIMHM MPUMEHSIOTCS
clieyromue OJIaHKH:

OJlaHK TOCTAHOBJIEHUS AJMHMHHUCTpalMu ropoja Taranpora (IpuIOXKeHHUE
Ne 3);

ONaHK pacnopsbkeHus: AAMHHHMCTpanuu Tropoga TaraHpora (IpuUIIOKEHUE
Ne 4);

OJlaHK pacnopsLKEHUs 3aMECTUTENS TJIaBbl AIMUHUCTpanuu ropoja Taranpora
(npunoxenue Ne 5);

OnaHk muckMa AnMuHHECTpanuu ropona Taranpora (mpmioxeHue Ne 6);

OJJaHK NMHCbMa CTPYKTYPHOIO MOJAPA3JIEICHUs W opraHa AJIMHHHCTPAaLUUA C
paBaMy FOPUIUIECKOTO JIHIIA.

7.5. branku JOKyMEHTOB, NpHUMEHseMble B AJIMUHUCTPALUHU, JOJIKHBI
UCITIOJI30BAThCS CTPOTO MO HA3HAYEHHIO M 0€3 COOTBETCTBYIOLIEIO pa3pelICHUs He
MOTYT II€PEIaBaThCS APYTUM OPTaHU3ALMSAM U JIULAM.

7.6. B nepenucke Mexay riaBoil AaMHUHHUCTpaluu ropojaa Taranpora, nepBbIM
3aMECTHUTEJIEM TUIaBbl AJMUHUCTpALMK ropoaa TaraHpora 1o BOIpocaM rOpoJICKOro
XO35MCTBA,  3aMECTUTEISIMM  [JaBbl  AJIMUHHCTpauuu  ropojga  Taranpora,
CTPYKTYPHBIMH NOAPAa3AeICHUAMH AJIMUHUCTPALMNA U OpraHaMu AJMUHUCTPALMU C
IpaBaMH IOPUIUYECKOIO JIMIA, OJIaHK HE UCIIOJIB3YETCS.

Bo Bcex ocTanpHBIX Cllydasx UCHOJIb3yeTCs ONaHK:

nucbMa AJMHHHCTpPAlMU — MPU HAIMpaBICHUM IMCEM 3a MOJIMUCHIO TJIABbI
AnmMuHHCcTpanuu ropoaa TaraHpora, mepBOro 3aMECTUTENS IaBbl AJMUHUCTPALMU
ropoga TaraHpora Mo BONpPOCaM TOPOJICKOTO XO35IMCTBA, 3aMECTUTEIICH TJIaBbl
AnmMuHHCTpanuu ropoja Taranpora,

NUCbMa CTPYKTYPHOIO TMOAPA3ACIICHUs WIM oOpraHa AJMHHUCTPALUA C
npaBaMy IOPUAMYECKOrO0 JMIA — T[PU HANpPaBICHUM THUCEM 32 MOJNHUCHIO
PYKOBOIWTENSA MOApA3NENEHUs WIM OpraHa AJIMHMHHCTpAUMHd C  IPaBaMH
IOPUINYECKOTO JIMIIA.

7.7. BBenenue B oOpalieHrue HOBBIX OJJaHKOB JOKYMEHTOB OCYIIECTBIISETCS IO
paspenieHuto raBel AnMuUHUCTpauud. COOTBETCTBYIOIINE MPEUIOKEHUS BHOCATCS
NIEPBBIM 3aMECTHUTENEM IUIaBbl AJMHMHHCTpauuu ropoaa TaraHpora mo Bompocam
TOpPOJICKOr0 X0341CTBa, 3aMECTUTEISIMU TJIaBbl AIMUHUCTpaLMKU ropoja Taranpora.

7.8. W3roTtoBneHue, UCHOJb30BaHUWE, YYET U XpaHEHUE OJAHKOB C
nzoopaxxennem ['epba ropoma Taranpora.

7.8.1. [lpaBuna mpumeHeHuss wu3o00paxeHuss [epba  MyHUIIMITATIEHOTO
obOpazoBanust «I'opox Taranpor» Ha Onankax ompezenenbl Pemenuem ['opojckoi
Hymbl ropona Taranpora ot 25.10.2007 Ne 537 «O06 oduuMaTbHBIX CHMBOJAX
MyHHUIIUNIATBHOTO 00pazoBanus «l opox Taranpor».

7.8.2. 'epOoBbie  OnaHKM AJMUHUCTpAIlMU SBJISIOTCS  MOJAUTpadUuecKon
OPOAYKUMEH, OpraHu3alMil0 1O  M3TOTOBJICHUIO  KOTOPBIX  OCYILECTBIISET
aJIMUHUCTPATUBHO-XO3UCTBEHHBIA OTAEN AJIMUHUCTpAlMUM MO 3asBKE OOIIEro
OTJeJa U MOJIEKAT yUeTy.
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AMUHHUCTPATUBHO-XO3SIICTBEHHBIN OTIET AJIMUHUCTPAIMH OCYIIECTBISICT
MOJTydeHHUe, YUIeT MOCTYIUICHHs OJJAaHKOB M BBIJA4y B OOIIMI OTAEN M3rOTOBICHHBIX
OJIaHKOB JIOKYMEHTOB.

7.8.3. I'epOoBbIe OJaHKHU JOJDKHBI OBITh MPOHYMEpOBaHbl. [lopsiKoBbIi HOMEP
MIPOCTABIIAETCS B JIEBOM HIKHEH YacTU OOOPOTHOM CTOPOHBI OJ1aHKa. YYET U Bbljada
OJTaHKOB OCYIIIECTBIISIETCS B OOIIEM OTHEEe B JKypHalle ydeTa OJIAaHKOB CTPOTOU
otdeTHOCTH (TpriiockeHue Ne 7) M B KypHaJie ydeTa pacChUIKM OJIAaHKOB CTpPOTOM
otdeTHOCTH (TprutokeHue Ne §).

7.8.4. UctionauTtensM ONaHKW BBIAAIOTCSA MOA MOAMUCH. OTBETCTBEHHOCTH 3a
o0ecrieueHrne COXPaHHOCTH OJIAaHKOB W TMPaBUIBHOCTh HMX HCIOJIB30BAHUS HECYT
PYKOBOJUTEIN CTPYKTYPHBIX MOAPA3ICICHUN U OpTaHOB AIMUHHUCTPAIINH C IPAaBAMH
IOPUIUICCKOTO JIHIIA.

7.8.5. CamocTOsITENNIEHOE HM3TOTOBJIICHWE W HCIIOJIb30BAHWE HE YYTCHHBIX B
YCTaHOBJICHHOM TOPsIJIKE OJJAHKOB 3aperaeTcs.

7.8.6. cniopuennspie O0aHKK AJMUHUCTpAIUM TMOJJICKAT BO3BpaTy B OOIIUI
OTJIEJ JIsl UX YHUUYTOXKEHHUS.

7.8.7. Kypnan y4yera yHUYTOXXEHHUS OJIAHKOB CTPOTOM  OTYETHOCTHU
BKJTIOYAETCS B HOMEHKJIATYPY Ael AIMUHUCTparuu (nmpunoskenue Ne 9),

8. OcoOEeHHOCTH TOATOTOBKU U 0POPMIICHUS
OTJICTTLHBIX BUJIOB JOKYMECHTOB

8.1. IIpoToko.

8.1.1. IIpoTrokon — AOKYMEHT, B KOTOpPOM (DUKCHPYETCS XOA OOCYXICHHS
BOIPOCOB M MPHUHATHUS pPELICHUH Ha cOOpaHMsX, COBELIAHUAX, KOH(MEpPEeHLUUSIX U
3aCelaHnsAX KOJUIETHaIbHBIX OPraHOB.

[IpoToKOa cocTaBieTCsl HA OCHOBAHWM 3alMCEM, NPOU3BEACHHBIX BO BpEMs
3aceaHusl (COBEIIAaHHWsA), MPEACTABIECHHBIX TE3UCOB JOKJIAJOB U BBICTYIUICHUH,
CIPABOK, MPOEKTOB pEIICHHA MU TOMYy MOAOOHOe. Marepuanbl K OOCYKIEHUIO
MPEACTABIIAIOTCS CTPYKTYPHBIMU MOJpa3JeiICHUsIMA AJAMUHUCTpAMU U JAPYTHUMHU
OpraHM3alrsAMH, Ha KOTOPBIE BO3JI0’KEHA UX MOATOTOBKA, HE Mo3Hee yeM 3a 10 nHei
10 JAaThl, NPEAYCMOTPEHHOW IUIAHOM padOThl KOJUIETHMalbHOTO opraHa. CrpaBKu
MOJIMUCBIBAKOTCS PYKOBOAUTENSIMU TTOIPA3ACIICHAN UCTIOJIHUTEIIEH.

[Ipotokon odopmiisercss B TedeHUE 3-X AHEH IMocie MpPOBEACHUS 3acelaHus,
€ClIi CPOKHU €ro MOJrOTOBKM HE OroBOpPeHbl 0c000. IIpoeKThl COOTBETCTBYIOIIMX
IIYHKTOB IPOTOKOJA BHU3UPYIOTCS PYKOBOJIWTEIEM CTPYKTYPHOTO MOAPA3AEIICHNUS,
OTBETCTBEHHOTO 32 MTOJATOTOBKY.

3anucu BO BpeMsl 3aceqaHusi, cOOp MaTepuajoB U IOATOTOBKA TEKCTa
BO3JIaraloTcs Ha  CEeKpeTaps  KOJUIeTHAJbHOIO  OpraHa Wid  pabOTHUKOB
noJipa3ziesieHui, TOTOBUBILIUX BOMPOCHI K 0OCYXACHHUIO.

8.1.2. TlognMHHUKM JOKYMEHTOB II0 BOIpOCaM, pPACCMOTPEHHBIM Ha
3ace/laHry, HAIPaBISIOTCS JJIs MOAIIMBKUA B JIEJIO B MOAPA3ACIICHUE-UCIIOTHUTEND
BMECTE C BBIIIMCKOW U3 IPOTOKOJIA O NPUHATHIX PELICHUSAX.

Ha IIPOTOKOJIE, cozepKalleM UH(pOpPMaLUIO OTPaHU4ECHHOTO
pacnpoCTpaHeHus], POCTABIIAETCS MOMETKa « /{7151 CiTy’)keOHOTrOo MOJIb30BaHMSD).
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8.1.3. TekcT mpoToOKOJIa COCTOUT U3 JIBYX YacCTEH: BBOJHOU U OCHOBHOI.

Bo BBOAHOI "acTu 0hOpMIIAIOTCS CIAEAYIOUINE PEKBU3UTHIL:

npejceaaTenab Wi NpeaceaaTeabCTBYOINT;

CEKpETaph;

IPUCYTCTBOBAJIM — CIIUCOK IPUCYTCTBOBABILNX WJIM OTCBUIKA K IIPHJIAraeMOMY
CHMCKY IPUCYTCTBOBABIIINX;

(Ecnmnm konuuecTBO NPUCYTCTBYIOIIMX NpeBBIIAET 15 dYenoBek, B BBOJAHOMU
YacTH MPOTOKOJA JAEJIA€TCS CChUIKA HA CIUCOK, SBIIAIOLINIICS HEOTHEMIIEMON YaCThIO
POTOKOJIA, HAIPUMED:

[IpucyrcrBoBasn: 25 yen. (CIUCOK MPUIIAraeTcs).

Ecnu B 3acenannu (COBEIIAHMH) IPUHUMAIOT YYaCTHE MPEICTABUTEIN PA3HBIX
OpraHoOB BJIACTU U OpraHU3alUM, YKa3bIBAE€TCs MECTO pabOThI U JOJKHOCTh Ka)JI0Tr0
auna. MHOrocTpoyHble HAMMEHOBAHUS JTOJDKHOCTEN MPUCYTCTBYIOIIMX ME€YATAIOTCS
4yepe3 OJJMH MEXCTPOYHBIA HHTEPBAI).

BBomHas 4acTh IIPOTOKOJA 3aKaHYMBACTCS IIOBECTKOM JHS, COJEpKallen
IIEPEUYECHb PACCMATPUBAEMBIX BOIIPOCOB, IIEPEUHCICHHBIX B MOPSAAKE UX 3HAYUMOCTH,
C yKa3aHUEM JOKJIAT4MKa MO0 KAKIOMY PacCMaTpUBAaEMOMY ITYHKTY ITOBECTKHU JIHS.
Bonpoce! noeectku nHA popmynupyrorces ¢ npeioroM «O» («O6»), nedararores ot
I'PaHULIBI JIEBOTO MOJI U HyMEpYIoTcs apaObCcKuMH Ludpamu.

OcHOBHasg 4YacThb MNPOTOKOJIA COCTOUT U3 Pa3JejoB, COOTBETCTBYIOLIUX
IIYHKTaM MOBECTKH JTHA. TEKCT KaXKJI0ro pa3fiena CTPOUTCS MO CXEME:

CJIVIOAJIN — BBICTYIIWJIN — ITOCTAHOBWJIA (PELLIAJIN).

B vactu «CJIIYILIAJIN» kpaTKo M3JIaraeTcsi TEKCT BBICTYIUJICHUS JOKJIATUMKA.
Nunuuyanel 1 paMuius AOKIAIUMKa [1eYaTalTCA C KPACHOW CTPOKM B UMEHUTEIIbHOM
najexxe. 3anuch JOKJIaJa M3Jaraercss OT TPEThEro Jula €AMHCTBEHHOTO 4YHCIa
(oT™MeTHI, HAMOMHMJI, IPOKOMMEHTHPOBAN) U OTAEIAETCA OT (haMUIUHU A€PUCOM.

Ecnu Tekcr noknmana npuiaraercs K IPOTOKOIY, TO HMCHOJB3YETCsS CChUIKA
«TekcT nokaga npuIaraeTcs».

B uwactu «BBICTYIIMJIN» mnocnenoBarenbHO YKa3bIBAIOTCS (QaMUINU U
WMHUIMAJIBI JIUL, TPUHSABLUIMX y4acTHE B OOCYXJEHHUU JOKJIaja, U BbICKA3aHHbIE UMU
MHeHUs. VMHummanel 1 GpaMuaus BBICTYNAIOUIMX IME€YaTalOTCSl C KPACHON CTPOKH B
uMeHuTenpHoM mnajnexe. Conmep)kaHue BBICTYIUIGHUN 3amuchiBaeTca B ¢GopMe OT
TPETBEr0 JIMLA €JAUHCTBEHHOTO WJIM MHOYKECTBEHHOIO YMCIIA: «CUHUTAET»,
«TpeuIaraeT» WIH «CUUTAIT», «pemyiarator». [Ipy HEoOXOOUMOCTH B 3TOM K€
pazzene nNpoTokoya GUKCUPYIOTCS BONPOCHI, 3a1aHHbIE JOKJIATUYUKY, U €70 OTBETHI.

B uactu ITIOCTAHOBWIW: (wnun PEIIWJIN:) oTpaxkaercs MNpUHATOE
peuieHue no oocyxaaeMomy Borpocy. TeKCT MOCTaHOBJSAIONIEH YacTh mevyaTaeTcs
NOJIHOCTBI0. Ecnu pelienre mo oAHOMY BOIPOCY MOBECTKH JIHS 3aCEJaHusi COCTOUT
U3 HECKOJBKUX IyHKTOB, TO MYHKTBl HYyMepylTcs apaOCKumMu Uudpamu,
pa3ze’IeHHbIMA TOYKAMH:

1.1. — nepBbIil NYHKT pEUIEHU 110 IEPBOMY BOIPOCY MOBECTKH JIHS 3aCEIaHMUs,

1.2. — BTOpO#i MyHKT pEIICHHUs 10 IEPBOMY BOIPOCY MOBECTKU JIHS 3aCeIaHus U
TaK Jajee.
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TekcTbl MyHKTOB pEIICHUS HW3JIAraloTCs C HCIOJIB30BAaHUEM HEOIPEIeICHHON
dbopMmbl TI1arona: «10padboTaThk...», KIOPYUUTh...», KIPOUH(POPMUPOBAT...».

Ecim  oauH W3 TOyHKTOB  COJAEPKHUT  pelIeHHe 00  YTBEpPKICHUU
oOCyXX/IaBIIETOCS Ha 3aceJaHuM JIOKYMEHTa, J3TOT JOKYMEHT CTaHOBUTCSA
NPWIOKEHUEM K TMPOTOKONIY, Ha HeM OQOpMIIIeTCS CChUJIKa Ha HOMEp U JaTy
nporokona. [lpunoxenue odopmisieTcs Ha OTAeAbHOM Jmucte. llpu Hamuuuu
HECKOJBKHUX MPUIOKEHUH OHU HYMEPYIOTCSI.

[locranoBnenue (peieHne) B TEKCTE MPOTOKOJIA TIEUYaTAETCs MOJIHOCTHIO, TIPU
HEOOXOJMMOCTA TPHUBOIATCS WTOTH TOJOCOBaHHS: «3a — ...», TPOTUB — ...,
BO3JIEPKAIOCH — ...

ConepxxaHne 0coOOro MHEHUS, BBICKA3aHHOTO BO BpeMs OOCYXIEHUS,
3alAChIBACTCSI B TEKCTE MPOTOKOJA IMOCIE COOTBETCTBYIOMIETO TOCTAHOBIICHUS
(petieHus).

Homyckaetrcst ¢opma COCTaBlI€HUs MPOTOKOJA, MPU KOTOPO (PUKCHUPYIOTCS
TOJIBKO MPUHATHIE TTOCTAHOBJIEHUS (PEILICHHUS ) TTI0 COOTBETCTBYIOIIUM BOIIPOCAM.

8.1.4. IlpoTokonaM mpuCBaWBaIOTCS TOPAIKOBBIE HOMEpa B TIpenaesnax
KaJICHJAPHOTO TOJa OTACIbHO MO KaKIOM TpyIIe MPOTOKOJIOB: MPOTOKOIbI
TEXHUYECKUX, HAYYHBIX U DKCIIEPTHBIX COBETOB.

[IpoTOKOIBI COBMECTHBIX 3aCEJaHUN UMEIOT COCTABHBIE HOMEPA, BKIIIOYAIOIITUE
MOPSIIKOBbIE HOMEpa IMPOTOKOJOB OpraHU3aluil, NPUHUMABIIMX Y4YacTHE B
3aCe/laHuU.

K HOMEepaMm pOTOKOJIOB U PENICHUI MOTYT MPUOABIATHCS OYKBEHHBIE KOJIBI.

8.1.5. IlogroroBka, COIJIacOBaHWE M  YTBEPXKIACHUE  IPOTOKOJIOB
OCYIIECTBISIETCS Kak B cucTeMe «Jlemo» (3a HCKIIOYEHHEM MPOTOKOJIOB
OTPaHUYEHHOTO pacmpocTpaHeHus — «Jlig ciy:xeOHOro MoJb30BaHUA»), TaK U Ha
OymaxkHoM Hocutene. Konuu pernieHuid (BBIMUCKH U3 MPOTOKOJIOB) YUaCTHHKAM
pacchUIaloTCs 1o cucteme «Jlemo».

8.1.6. Kormuu pemienuii (BBIMUCKA M3 MPOTOKOJIOB) B aJpec OpraHU3aluil |
JOJDKHOCTHBIX ~ JIMI, HE SBISIOMIMXCA YYaCTHUKAMH, TMPU HEOOXOJIUMOCTH,
PacChUIAIOTCS CTPYKTYPHBIM MOAPAa3/AeIieHUEM, OTBETCTBEHHBIM 3a UX MOJATOTOBKY.
[IpoTokosbI IeyaTaroTCA Ha CTaHAAPTHOM JIHCTe Oymaru gpopmara A4.

8.1.7. IIpOoTOKOJIBI UMEIOT CIICTYIONINE PEKBU3UTHI:

HanMeHoBaHue okyMmeHTa — ciioBo «IIPOTOKOJD» neuaraercss mponuCHBIMU
OyKBaMU TIOJTY>KHPHBIM IIPU(PTOM U BEIPABHUBAETCS I10 IIEHTPY TEKCTOBOTO TTOJIS;

3aroJIOBOK K TEKCTY OTACNISCTCS OT TMPEIbIIYIIEr0 PEKBU3UTA JIBYMS
MEXCTPOYHBIMH HWHTEPBAJIAMH, TT€YATACTCS Yepe3 OJMH WHTEPBAJ M BhIPABHUBACTCS
IO IIEHTPY TEKCTOBOTO TTOJIS;

JaTa U HOMEp MPOTOKOJIa TMHUIIYTCS HA OJHOW CTpOKe; nata odopmisercs
CIIOBECHO-IIM(POBBIM CIIOCOOOM W BBIPAaBHHMBACTCA 10 JIEBOMY Kparo; HOMEp
MPOTOKOIa 0003HaYaeTCs: apabCcKkuMu 1udpaMu U BHIPAaBHUBAETCS TI0 MMPABOMY Kparlo,
MOXKET BKJIIOYaTh OYKBEHHBIC MHJEKCHI. J[aTa W HOMEp MPOTOKOJIa OTACISIIOTCS OT
MPEABIAYIEro PEKBU3UTA JIBYMs IYCTHIMH CTpokamu. J[aToil mpoTokona sBisieTcs
JlaTa 3aceaHus;

MECTO TIPOBEACHMS 3aCEIaHus, COBEIIAHUS YyKa3bIBaeTCa Npu OPOpMIICHUU
MIPOTOKOJIOB COBEIIAHUS B TOM CIIy4ae, €ClId OHO MPOXOAMIO HE B OOBIYHOM MECTE;
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nevyaTaeTcsl yepe3 JIBa MEKCTPOUHBIX HHTEPBAJIa TIOCIIE MPEIBIIYIIET0 PEKBU3UTA TI0
HEHTPY TEKCTOBOT'O TMOJIS.

OcHoBHas 4YacTh MPOTOKOJIA MeyaTaeTcs uepe3 1,5 MEeKCTPOUHBIX HHTEpBaa.

3areM yKa3bIBaeTCs IMPHUHATOE MO OOCYXKIAaeMOMY BOIIPOCY pEIICHHUE
(mocranoBneHue). PelieHus 1Mo HECKOJIBKUM BOIPOCaM MOAPA3AEISIOTCS Ha MYHKTHI
U TOANMYHKTBI, HyMmepyemble apaOckumu 1udpamu. I[locraHoBisomas YacTtb
pelieHuii, Kak U pachopsauTeIbHbIE TOKYMEHTBI, JOJKHA OBbITh KOHKPETHOU H
coJiepKaTh OTBETHI Ha CJICIYIONTUE BOMPOCKHI: KOMY, YTO CZIeJaTh M K KAKOMY CPOKY.

[ToTHOCTBIO TTOATOTOBJIEHHBIM MPOTOKOJ MOAMUCHIBACTCS MpeAceaaTesieM U
CeKpeTapeM (CIeHaTMCTOM, BEAYIUM MPOTOKOJ) MO0 BCEMHU WICHAMH KOMHCCHH,
NPUCYTCTBYIOIIMMH Ha 3acedanuu. [loamuce oOTAensercs OT TeKCTa TpeMs
MEXCTPOYHBIMH HWHTEPBAJTAMH ¥ BKJIIOYACT HAWMEHOBAaHWE JOJDKHOCTH JIHIIA,
MIpPE/ICeIaTeILCTBOBABIICTO HA 3acelaHud (COBEIIAHWH), €ro JIMYHYIO ITOMAIKCH,
pacudpoBKy moanucu (MHUIMANB U Qamunus). [lon moamuceio mpenceaaTess
pacroyiaraeTcsi TOJNUCH  CeKpeTaps  (CHenuaiucTa, BEIyIIero  MPOTOKOJI)
(mpunokenre Ne 10). Bo3MOXKHO TOAMHMCAHHE MPOTOKOJA TMpeaceaareieM ¢
UCIIOJIb30BaHUEM Tpuda yTBEPKIACHUS.

8.1.8. [IpoTokoasl MOTYT M3aBaThCs B kpatkoil ¢opme. IIpu kpatkoii popme
OITyCKaeTCsl X0/ OOCYXICHHUSI BOMpOoca M (PUKCUPYETCS TOJIBKO MPUHITOE MO HEMY
perieHue.

8.1.9.1lo wroram paboumx COBEMIAHWA (OMEPATHBHOE W PACIIUPEHHOE
IUTAaHEPHBIE COBEIIAHWS TJIaBbl AJMHHHCTpalMM Topoaa TaraHpora, TEpBOTO
3aMECTUTENS TJIaBbl AJIMUHUCTpAlMA TopoAa Taranpora, 3aMEeCTUTENICH TIJIaBbl
AnMuHHCTpanuu ropoaa TaraHpora) peKoMeHayeTcs o(opMIICHHE TepeUHs
nopydenuii (nmpunoxxkenue Ne 11).

8.2. Ciy>xeOHbBIC THChMA.

8.2.1. CnyxeOHble MHChbMa M3TOTABIMBAIOTCS HAa CTAHIAPTHBIX OyMaKHBIX
Onmankax w/unn B ¢GOpME DIIEKTPOHHBIX JOKYMEHTOB M HWMEIOT CJEAYIOIIne
PEKBU3UTHI: ajJpecar, 3aroJioBOK K TEKCTYy, TEKCT, TMOAMUCh, OTMETKa 00
UCIIOJIHUTENIE, B HEOOXOIUMBIX CIIy4asiX — OTMETKA O MPUIIOKECHHH.

8.2.2. Cpok# TOATOTOBKM OTBETHBIX CIIYXEOHBIX IHCEM YyCTaHABIUBAIOTCS
pe3oJIonrel PYKOBOJAUTENSI HAa OCHOBAaHWM HMEIOIIMXCS CPOKOB HCITOJTHCHHUS
MOpYYEHUH, 3aMpoCOB WM IO PEIICHHI0 aBTOpa PE3OJIIONHMH, a MO0 jKajmodaM u
oOpaIieHusIM Tpaxaad — ACHCTBYIOIINM 3aKOHOATEIIHCTBOM.

TexcTbl  OTBETHBIX ~ THUCEM  JIOJDKHBI  COOTBETCTBOBATH  3aJaHUSM,
3a()UKCUPOBAHHBIM B PE30JIIOIINH PYKOBOIUTEIIA.

8.2.3. CnyxxeOnple muchMa (3a uWCKIoueHueM muceMm ¢ momeTkon «JICID»)
MEePETA0TCS B BUJIE DJIEKTPOHHOTO JOKYMEHTA C UCIIOJIh30BAHUEM CUCTEMBI «/lemoy.

[Ipu moATOTOBKE MPOEKTOB TPE/ICTABICHUN TIaBbl AJIMHHHCTPAIUA HA HMS
['y6epnaropa PocTtoBckoit 001acTu 0 HarpakJIeHUH TOCYJapCTBEHHBIMH HarpajaaMH,
MIPUCBOCHUH MOYETHBIX, BOMHCKUX U CIICLMAIIbHBIX 3BaHUM Poccuiickon denepannun
(B Ipyrux ciydasXx HE PpEKOMEHJyeTCs) JOIYyCKAaeTcsi IMedararbh MPONMUCHBIMU
OyKBaMU U BbLACIATH (pamMuinu pupTOM IPyroil HaCHIIEHHOCTH.
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8.2.4. [Ilpoekt cuyxeOHOro mnucbmMa B cucteme «Jlemo» co3maercs
UCIIOJIHUTEJIEM B DJIEKTPOHHOM BUJE, IOATOTOBICHHOM HAa OCHOBE 3JEKTPOHHOIO
mabnoHa.  [loAroTOBIEHHBIM  JJEKTPOHHBIA  JOKYMEHT  HAmpaBiseTCs  Ha
cornacoBanue. CoriacoBaHHbI MPOEKT JTOKYMEHTAa B COOTBETCTBUM C BBIOpaHHBIM
VCITOJIHUTEJIEM BUJOM JOCTABKH JOKYMEHTA aJpecary MOIINCHIBACTCS 3JICKTPOHHOU
IOJANKCHI0 COOTBETCTBYIOIETO IMOIMCAHTA.

OTnpaBka NpOU3BOAUTCS MPUHATHIM JIJIs1 KOHKPETHOTO aJipecara CriocoooM.

HeoTbemiemMoli 4YacThiO AJIEKTPOHHOTO CIY>KEOHOTO TMHChMa  SIBJISETCA
perucTpalMoHHasl KapTa, B KOTOPYK) HMCIHOJIHUTEIW IYTEM 3aIlOJIHEHHS €€ IOoJIeH
BHOCSIT CBEACHHUS O JTOKYMEHTE: BUJ JOKYMEHTA, KPaTKOE COAEp)KaHHE HOKYMEHTA,
CBEJICHUS O MPUJIOKEHUHU K IOKYMEHTY, CIIHCOK a/IpECATOB.

[Ipu HEOOXOIUMOCTH TPUMEHSIOTCS TOMETKH « CPOUYHBII.

B none peructpanrionnoi kaptel «KpaTkoe conepxanuey Heo0X0IUMMO KPaTKO
Y TOYHO PacKpbIBaTh OCHOBHYIO CMBICIIOBYIO HAIpy3Ky JTOKYMEHTA.

Eciu moaroroBneHHoe B cucreMe «Jlemo» ciykeOHOEe NHCbMO SIBIISETCA
OTBETOM Ha IIOCTYNMBUIMI Yepe3 cHUCTeMy «/[en0» 3IeKTpOHHBIM AOKYMEHT, TO
AJIEKTPOHHOE CIIy’)KEOHOE€ MUCHMO-OTBET IMPH CO3JaHUM €ro IpPOeKTa B CHUCTEME
«/len0» cBA3BIBAETCSA C pErUCTPALIMOHHOM KapTOi MHChbMa-3aIpoca.

IIpn HanMYUM HECKOJIBKMX MCIHOJHUTENEH IO JIOKYMEHTY OTBETCTBEHHBIN
UCIIOJITHUTENIb HECET OTBETCTBEHHOCTh 3@ MOJHOTY U JOCTOBEPHOCTh MH(OpMAaIMH,
MCITOJIb30BAaHHOM MPHU MOATOTOBKE TOKYMEHTA, 332 Ka4eCTBO O0(OPMIICHUS JOKYMEHTa
Y CPOKH MCIIOJHEHUS JOKYMEHTA.

Bce octanbHbie MCHOJHUTENM (COUCTIONHUTENN) HECYT OTBETCTBEHHOCTH 3a
MOJIHOTY M  JOCTOBEPHOCTh IMPEACTABICHHUS OTBETCTBEHHOMY HCIOJHUTEIIO
MaTepuanoB (MPOEKTOB JOKYMEHTOB, CIPAaBOK, CBEICHUW M JPYTMX JOKYMEHTOB) B
YCTaHOBJICHHBIE CPOKH.

Hcnonuutens 00s13aH KOHTPOJIUPOBATh B cUCTEME «Jler0» Xoa yTBEpKIAeHMUS,
COIJIAaCOBaHUS, MOAMMUCAHUS U PETUCTPALIUU POEKTA CITy>KEOHOT0 MUChMa.

JUis pacchlIKM JOKYMEHTa Ha OyMa)KHOM HOCHUTENE MCIIOJHUTENb YTOUHSET
MOYTOBBIE a/ipeca, ONpeaessieT He0OX0IMMOE KOJIMYECTBO 3K3EMIUISIPOB TOKYMEHTA,
TOTOBUT CIIMCOK PACCBIJIKH C ITOYTOBBIMU aJPECAMH.

OTnpaBka NMOATOTOBJICHHBIX WCIOJHUTENIEM CIIYy)KEOHBIX MHCEM Ha OyMa)kKHOM
HOCUTEJIE MPOU3BOJUTCS OOIIMM OTIEIOM MPU HAIUYUM HEOOXOJIMMOTO KOJUYECTBA
KOIUI U CIIUCKA PACCHUIKH (MPU HEOOXOAUMOCTH ), TIOJITOTOBJIEHHBIX UCIIOJTHUTEIIEM.

JlaToi nrcema ABIIAETCA AaTa €ro PETUCTPALIMU B CUCTEME «J[emoy.

8.2.5. CnyxebOHble TIMChbMA MPOXOIST MPOIEAYPY COIJIACOBAHUS B CHCTEME
«Jlemo» ¢ npumenennem D11 co BceMu TOIKHOCTHBIMU JIMIIAMHU, KOTOPBIM MOPYYEHO
UCIIOJIHEHHUE TOKYMEHTA.

[Tucbma GUHAHCOBOTO XapakTepa, a TAKKE MUCbMa, coAeprKauiue (PUHaHCOBbIE
00s13aTeIbCTBA, BU3KUPYIOTCS B PUHAHCOBOM yINpaBieHUH I. Taranpora win B OTJeINe
OyXrajarepckoro ydera M OTYETHOCTH AJIMUHUCTPAlMd B COOTBETCTBHHM C
KOMIIETEHLIUEH.

[Iucbma, oTOpaBisieMble JTULAM, HE SIBISIOIUMCA Y YaCTHUKAMH, BU3UPYIOTCS
B TOM K€ MOPSAKE.

8.2.6. Ecmu cuyxebHOC THCHBMO COACPKUT TMPUIOKEHHUE, OTMETKa O
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npuiiokeHuu oopmiisiercs: cornacHo myHKTy 4.3.17 UncTpykuuu.

8.2.7. Ilucbma HampaBAIOTCAd Ha MOANKHCH TJIaBe AJIMHHUCTpaIldd, JHUOO
KypUpPYIOILIEMY  3aMECTUTENI0  TJaBbl  AJMUHUCTpaluu, JHUOO  HUHOMY
YIOJHOMOYEHHOMY JI0JDKHOCTHOMY JIUILY.

8.2.8. IloanucanHoe city>)keOHOE MUCHMO TOJUICKUT PETUCTPALUU U OTIPABKE.
He nomyckaercs oOTHopaBisiTb ajapecataM NHChMa, HE UMEIOIIME  JIaThl,
PEruCTpallMOHHOTO HOMepa, AoibkHocTh U GUO moanucanta, D1, BU3yanuzamuu
OIl.

8.2.9. Odopmienne cayXeOHBIX THUCEM, HAMNpPaBIsEMBIX 3a PYyOeK,
OCYILIECTBISIETCS] B COOTBETCTBHH C TpeOOBaHUSIMH HacTosiend MHCTpyKIuu.

JIOKYMEHTBI, OTIpaBisgeMble 3a pyOexk, BU3HPYIOTCS HAaYaJIbHUKOM OT/ENa
MEXIYHAPOJHBIX CBS3eH AJIMUHUCTpAIIMM JIO HANpPaBJICHUS €ro Ha IOJAIHKCH
PYKOBOIHTEITIO.

8.3. Tenerpamma.

8.3.1. Tenerpamma — TEKCTOBOE COOOILIEHUE, MTPEIHA3HAUYEHHOE AJIs Tlepeadn
cpeacTBamu TenerpadHoi cBa3u. TenerpaMma COCTaBISIETCS MPU HEOOXOIUMOCTH
CpOYHOM nepeaayn HHPOpMaLUu.

TenerpaMMbl moapa3aesIOTCS Ha CIASAYIONINE KAaTEeTOPUH:

CPOYHEIE;

O0OBIKHOBEHHBIE.

8.3.2. TenerpaMMBbl Ha OTIPABKY MPUHUMAIOTCS PaOOTHHKAMHU OOIIEro OT/ena
3a0JarTOBPEMEHHO (€CJIM TellerpaMMy TMPUHOCAT B JIEHb OTIIPaBKH — HE TO37HEE
16.00), npaBuIbHO O(GOPMIICHHBIMH, MOMHUCAHHBIMU, C OTMETKOH 00 UX KaTeropuw,
C YKa3aHHeM HoMepa (MHJIeKca) OTACIICHUS CBsI3U, 00CITYKMBAIOIIETO ajpecara.

Texcr TenerpamMMmbl JOJDKEH OBITH CXKAThIM, 0€3 TMepeHoca CJIOB, COIO30B H
MPEIOTOB (€CIM MPU ATOM HE HUCKAXKAETCS €ro cojiepkaHue). 3HAKU MPENUHAHUS
CJIeTyeT MUCaTh TOJIBKO CIOBAMH, MTOJTHOCTHIO.

8.3.3. TenerpaMmsbl medatarOTCs B JBYX SK3EMIUISIpax, MOAMUCAHHBIX TJIAaBOU
AIMUHHCTpAIUU JTHOO 3aMECTUTENEM TIaBbl AJMUHHUCTpAIMHN, OAWH W3 KOTOPBIX
nepeaaeTcs Ha Tenerpad, BTOpOi K3eMIUISIp OCTaeTCs B AeTe.

[Ipu HampaBiIeHUU TENETPAMM C OJTHUM U TEM K€ TEKCTOM 0oJiee ueM B YEeThIpe
aZipeca WCIOJHUTEIh COCTAaBISIET CIUCOK ajpecaroB (B JABYX OJK3EMIUIIpax) ¢
yKa3aHWEM MOUYTOBBIX WU TelerpadHbIX aJpecoB.

8.4. Tenedonorpamma .

8.4.1. Teneonorpamma - 0000IIEHHOE HA3BAHUE PA3IMYHBIX MO COACPKAHUIO
JIOKYMEHTOB, BBIIETSIEMBIX B CBSI3M C OCOOBIM CIIOCOOOM Tiepefaud TEKCTa
(mepenaercs MOCPEACTBOM TENE(POHHOM CBS3U U 3aMCHIBAETCS MOTyUYaTEIIEM).

TeneponorpamMmbl peKOMEHAYETCS MCIIOJIB30BATh JIJII OTMIEPATUBHOTO PEIICHHUS
BOIIPOCOB B CIIy4asiX, KOTJla COOOIIEHus, TepeaaBaeMblie o Tenedony, He TpeOyroT
JTOKyMEeHTabHOTO odopmiieHus. TenepoHorpaMmamMu mepenaroTCs HECIOKHBIC
TEKCTHI (PUTTIAIIICHUS HA COBEIIAHUS, 3aCE/IaHUS U TaK Jlajee).

8.4.2. TenedhoHorpaMmbl  COCTaBISIOTCSA B OJAHOM  DK3EMIUIApE U
MOJAMKUCHIBAIOTCS PYKOBOJUTEIEM HIIM OTBETCTBEHHBIM UCIIOJHUTEIIEM.

8.4.3. Ecnu TenedoHorpamma mepemacTcsi HECKOJbKUM ajpecaTaM, TO K HeEH
JIOJKEH MIPUJIaraThCsl CIUCOK aJpecaToB ¢ yKa3aHUEM HOMEPOB TeJIePOHOB.
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Jlatoii TeneoHOrpaMMBI SIBJISIETCS JaTa €€ epeiadH.
8.4.4. CnenyeT mpoBepATh NPABUIBHOCTD 3aITUCH TEIE(POHOrPAMMbI IIOBTOPHBIM
YTEHUEM €€ B KOHIIE TIepe/layuu.

8.5. Ilonoxenus, mpaBwia, MHCTPYKIUU, PEIJIAMEHTHI,  TOPSIKH,
KJIaCCU(PHUKATOPHI U IPYTUE BUJIBI IOKYMEHTOB (J1ajiee — JTOKaJIbHbIE aKThl).

8.5.1. B monoxeHnn ycTaHaBIMBAIOTCS CHUCTEMHO CBSI3aHHBIE MEXAY COOOM
npaBuia, PETryJIUpPYIOIMEe MPAaBOOTHOIIEHHWS IO BONPOCAM, OTHECEHHBIM K
KOMIIETEHLIIMM TJaBbl AJMHHHCTpauud ropoaa Taranpora, AJIMUHUCTpaluH,
CTPYKTYPHBIX  MOJpPA3JCJIC€HU W  OpraHoB AJIMUHHUCTPAllMU C  IpPaBaMu
IOPUUYECKOTO JIMIIA.

B mnpaBuiiax ycraHaBIMBAarOTCS HOPMBbI U TpeOOBaHHUSA, 00s3aTEIbHBIC IS
BBITIOJIHCHHUS.

B wuHCTpyKIMM  u3nMaraercs  MOPAJOK  OCYLIECTBIECHUS  KaKOH-IHOO
JESATEIIBHOCTH WM TMOPAJOK MPUMEHEHHUS MOJOXKEHUHM 3aKOHOAATENbHBIX M HHBIX
HOPMATHUBHBIX TIPABOBBIX AKTOB.

B pernamenTe uznaraercs COBOKYIHOCTb ITPaBUJl, YCTaHABIMBAIOIINX MOPSIA0K
paboOThl CTPYKTYPHBIX NOAPA3IEIECHUNA M OpPraHoB AJMHHHCTPALUA C TPaBAMHU
IOPUIUYECKOTO JINIA, Hanpumep PernmameHT paboTel AnMuHKuCcTpanuu I. Taranpora.

[lopsimok  MOArOTOBKM W O(GOpMIIEHHS TPOEKTa JOKAJIBHOIO  aKTa
COOTBETCTBYET 00IIEMY MOPSAIKY MOATOTOBKM IPOEKTOB MPABOBBIX aAKTOB.

[TonoxeHnusi, mpaBuia U UHCTPYKUMUUA U PErJIAMEHTHI MOTYT MPUMEHSTBHCS KaK
CaMOCTOATENIBHBIE ~ JTOKYMEHTBI, KOTOpBIE  ITOANMCBIBAKOTCS  PYKOBOIUTEIIEM,
yTBEepXAaThbcs B popme rpuda yTBEp:KIACHUS WK PACIOPAIUTEIbHBIM TOKYMEHTOM.

8.5.2. 3aroioBOK K TEKCTY MOJOKEeHUS (MHCTPYKIIMK) OTBEYAET Ha BOIPOC «O
yem?» ([lonoxxenne 00 SKCHEPTHONW KOMHCCHH...). 3arojOBOK K JOJKHOCTHOU
WHCTPYKIIMU (perjiaMeHTy) OTBe4aeT Ha Bompoc «uer? (4bsi?)» (JOIKHOCTHAS
MHCTPYKIMSI TJIaBHOTO CHEIHUAINCTA...). 3arojOBOK K TEKCTy MpaBuil (MOpsaKa)
oTBeyaeT Ha Bompoc «uero?» (IIpaBwia BHyTpeHHEro pacnopsjaka..., Ilopsmok
BbIJIAUM 33/IaHHsI HA OCYILIECTBICHUE MEPONPUSITHS IO KOHTPOJIIO 32 COCTOSTHUEM...).

TekcT NOJOXKEHUs, MNpPaBHJI, WHCTPYKLUUU H3Jaraerca OT TPEThEro JIKUIa
€IMHCTBEHHOTO WJIM MHOXECTBEHHOTO 4Yucia. B TekcTe HCHIonb3ylTCs CIIOBa
«JIOJKEH», «CIEAYET», KHEOOXOAUMOY, «3aNPEIIACTC?, «HE JTOMYCKACTCS.

KoHcratupyromieil 4acTbio JIOKAJIBHOTO akTa sBisieTcss pazgen «Oomme
MOJIOKEHUS», B KOTOPOM YKa3bIBAIOTCA OCHOBAHMS pPa3pabOTKM JOKYMEHTAa,
OCHOBHOE Ha3zHaueHue M c¢epa €ero pacnpoCTpaHEHHUs, OTBETCTBEHHOCTb 3a
HapyIIEHNUEe YCTAHOBJICHHBIX MPABUIT U TEXHOJIOTHH.

OCHOBHOW TEKCT JIOKAJIbHOTO aKTa MOXET HEIUThCA Ha pasneibl (TJIaBhbl),
MYHKTHI U TOJMYHKTHI. Pa3aens! (Ty1aBel) HIMEIOT HA3BaHUS, HYMEPYIOTCS apaOCKUMHU
muppamu. Hymepanusi myHKTOB W MOAMYHKTOB MPOU3BOIUTCSA apabckuMu mudpamu
4yepe3 TOUKY.

8.5.3. JlokanpHble aKThl MOTYT UMETh MpuioxkeHus. Ha mnpunoxeHusx K
JIOKaJIbHBIM aKkTaM O(GOPMIIIETCS PEKBU3UT «OTMETKA O MPUJIOKEHUU» B TMOPSAKE,
YCTAaHOBJICHHOM  JUIsl  TPAaBOBBIX  akTOB. HMHCTpykuuu 10  0GOPMIICHHUIO
MYHUIIMTIATBHBIX TIPABOBBIX aKTOB B AJIMUHMCTpalMU ropoja Taranpora.
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8.5.4. JlokanbHble aKThl BCTYMAIOT B CHUJIY CO JAHA W3AaHUA (IOJIMUCAHUS)
IIPABOBOIO aKTa, KOTOPbIM OHHM YTBEP)KAAIOTCS, WIM B MHOW CPOK, YKa3aHHBIA B
IPAaBOBOM aKT€, WJIM CO JHSA YTBEPXKICHUS IOJIOKEHUS (IIpaBWJl, UHCTPYKIHH,
pernamenTa) noanuceto (wim OI1) pykoBoAWUTENST UM UHOTO YIIOJTHOMOYEHHOTO UM
Jauna.

8.6. Ilnamn.

[Inan — KOKyMEHT, yCTaHaBIMBAIOIIUN [€PEUYEHb HAMEUYAEMbIX K BBIIIOJHEHUIO
paboT WM MEPONPUATUIN, UX TOCIEA0BATEIIBHOCTD, O0BEM, @ TAKKE ONPEACIIAIOIIMIA
KOHKPETHBIX UCIIOJIHUTENIEH.

CocTaBiOMMMU TYHKTAMH IIJIAHOB SIBJISFOTCA:

HauMEHOBaHHUE (COAepKaHUE) pabOThl MIIM MEPOIIPUATHS;

VICITOJIHUTEIIb;

CPOK HCIIOJTHEHUS;

OTMETKa 00 UCIIOJTHEHUH.

[Tnanbl paboOT WM MEPONPUITHNA MOANMCHIBAIOTCA JOJKHOCTHBIMU JIMLAMH,
OTBETCTBEHHBIMM 33 HX BBIIIOJIHEHHE, C YKa3aHWEeM JaTbl noanucanus. llmanHbr
MOJJIEKAT YTBEPKACHUIO.

AIMUHHCTpanusi B CBOEHM JEATEIBbHOCTH PYKOBOJCTBYETCS YTBEPHKIACHHBIMH
iaHaMu padboTel AIMUHKCTpanuu ropojaa Taranpora Ha rojl, a TaKXKe Ha KBapTal
(mpunoxenue Ne 12).

8.7. Axr.

AKT — JIOKYMEHT, COCTaBJEHHBIM Tpynmoil maui (KOMUCCHEW) s
HOJITBEPKJICHUSI YCTAHOBJIEHHBIX UMU (DAaKTOB (IIpUeMa-rnepeaadn, MHBEHTapU3aluH,
CIOUCaHUsT W Jpyroe). AKT COCTaBiIsIeTCAd KOJUIETHATIbHO (HE MeHee JABYyX
COCTAaBHUTENCH) U OOBEKTUBHO (PUKCUPYET CYIIECTBYIOIIME WM CYUIECTBOBABILNE
COOBITHUSI, PAKTHI UJTU COCTOSTHUS.

8.7.1. Ilpu cocTaBneHNH aKTa UCIIOJIb3YIOTCSA PEKBU3HTHI:

HAaMMEHOBAHHME CTPYKTYPHOTO MOJApA3/ENeHUsl WU OpraHa AJIMHUHHCTpPALUU C
MpaBaMu IOPUIUYECKOTO JIUIAa — aBTOpa JOKYMEHTA (€ClIi HE0OXO0IUMO);

HAaUMEHOBaHUE BHUJ1Aa JOKYMEHTA,

JaTa JIOKyMEHTa;

pPEruCcTpallMOHHBIN HOMEP JTOKYMEHTA;

MECTO COCTaBJICHUsI (U3J]aHUs) TOKYMEHTA,

rpud yTBepxKACHUS (€cIi HeOOXOAUMO);

3aroJIoBOK K TEKCTY;

HOJIHUC.

JlaTroli akTa ABISETCS Jara COCTAaBJICHUS aKTa MW IOANMCAHUSA  €ro
COCTABUTEIISIMH.

Eciu ¢opmoii akTa mpeaycMOTpPEHO €ro yTBEp)KIEHHE PYKOBOAUTEIEM WU
WHBIM YIIOJHOMOYEHHBIM JIOJDKHOCTHBIM JIMIIOM, JaTOM aKTa SBJIAETCS JaTa €ro
YTBEPKJICHHUS.

3arooBOK K TEKCTy akTa (OpMYyJIUPYETCS C MOMOIIBI0 OTIJIAroJbHBIX
CYILLECTBUTEIBHBIX U OTBEYAET HA BOMPOCHI «O YeM?» (aKT TEXHUYECKOH KOMHCCHH O
npueMe padoT...) WiIKH «4ero?» (akT mpueMa-mepeadyd MaTepualbHBIX HEHHOCTEN).
3arojloBOK K TEKCTy Ie4aTaeTcs OOBIYHBIM IMIPUQPTOM, pACIONAraeTcsi HUXKE
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PEKBU3UTA «MECTO COCTaBJICHUS (M3[aHUS) JOKYMEHTa» CJEBa OT I'PaHUIIbI JIEBOIO
TOJI.

8.7.2. Tekcr akTa COCTOMT W3 JBYX 4YacTeli — BBOJHOM M OCHOBHOM
(KOHCTaTUPYIOLIEH).

BBognas dYacTh akTa COIEpPKUT HAMMEHOBAHUE PACHOPAIUTEIIBHOTO
JIOKyMEHTa, Ha OCHOBAaHUU KOTOPOTO aKTUPYIOTCS (pakT, coOObITHE WM JeicTBHE (B
COOTBETCTBYIOIIIEM MaJEXKe), €r0 HOMEP U JaTy.

B BBOIHOM 4acTH aKTa B UMEHUTEIBHOM IAJI€KE YKA3bIBAKOTCS:

OCHOBAaHHUE COCTaBJICHHS akTa (IPaBOBOM WJIM JIOKaJbHBIA akT; (akT WU
coOBITHE, TTOCTY>KUBIIIEE OCHOBAHUEM JIJISI COCTABJICHUS aKTa);

COCTaBUTENIM aKTa (MepeuyucistoTcs mocie ciioBa «CoCTaBlieH» ¢ yKa3aHHEM
JTOJDKHOCTEH, (haMUJTU 1 MHUITUATIOB).

Ecau akT cocraBieH koMHCccuel, TepBor yKa3bIBaeTcs haMIUIHs TIpeaceaaTens
KOMHCCHH, a 3aT€M YICHOB KOMHCCHM B aja(aBUTHOM Topsiike. B HeoOXoaumbIx
Cy4dasx JOIYCKAaeTCs IPUBOJAUTH CBEACHUS O JOKYMEHTAX, YJAOCTOBEPSIOIINX
JUYHOCTH Y TTOJTHOMOYHS JIUII, Y4aCTBOBABIINX B COCTaBJICHUM aKTa, U UX ajpeca.

CnoBa «OcHOBaHUEY, «IIpencenarensy, «YneHsl KOMHCCHUNY,
«IIpucyTCTBOBAIN MUIIYTCS C MPOIMUCHON OYKBBHI.

JlaTa m MeCTO COCTaBJIEHHUS, MPOCTABJISIEMbIE B PEKBU3WTAX aKTa, TOJKHBI
COOTBETCTBOBATH JaTe U MECTY aKTUPYEMOT'O COOBITHSI.

B koHcTaTupyole 4acTd aKkTa M3JIararoTcs UEIW W 3aJa4d aKTUPOBAHMS,
CYIIIECTBO U XapaKTep MPOBEISHHONW KOMHCCHEH pabdOThl, YCTAHOBJICHHBIC (DAKTHI U
COOBITHS, a TaK)Ke BBIBOJIBI M 3amedaHus. KoHcTaTupyromas 4acTh 3aKaHYMBACTCS
CBEJICHUSMU O KOJIMUYECTBE IK3EMIUISIPOB aKTa U MECTE UX HAXOXKICHUS.

ITpy HEOOXOIUMOCTH aKT MOXKET COJACPKATh BHIBOABI U PEKOMEHIAITUH.

TekcT akra wW37araercs OT TPETbEro JIMIA €AWHCTBEHHOTO WM
MHO>KE€CTBEHHOT'O YhCIIa («(KOMHUCCHUS YCTaHOBUIIA...», KIIPOBEPKA ITOKA3ala...»).

KonuyecTBo 3K3eMIUISIPOB aKTa OMNPEIENISIETCS YKMCIOM 3aMHTEPECOBAHHBIX B
HEM CTOPOH WJIM HOPMATHUBHBIMHU JIOKYMEHTaMH, PErIaMEHTUPYIOIIUMH COCTABIICHUE
aKTa.

OK3eMIUISIphl aKTa TMOAMUCHIBAIOTCS BCEMHU WiICHAMHU KOMHUCCHUM (€CIU aKT
COCTABJISUICA ~ KOMHMCCHEW) WM  COCTaBUTEISIMM M NpU  HEOOXOAMMOCTHU
MPUCYTCTBOBABIITUMH JIUILIAMH.

[Ipu monnmucaHuu akTa mpejcenareyieM U 4jieHaMH KOMHCCUU HaMMEHOBAaHMS
UX JOJDKHOCTEN HE YKa3bIBAOTCHI.

Ecnu xTo-mmbo U3 cocTaBUTENe WM MPUCYTCTBOBABIIMX JIUI] HE COTJIACEH C
aKTOM, OH TOJIHUCBHIBAET €ro C yKa3aHHMEeM Ha Hajauuue ocoboro mMHeHus. Ocoboe
MHEHHE U3JIaraeTcs Ha OTJEIbHOM JIUCTE, TOANUCHIBACTCS U MPUIIAraeTCs K aKTy.

[Tpu HEOOXOIUMOCTH aKThI TIOJJIEKAT YTBEPIKICHHUIO.

8.7.3. Ecmu 3akonomarenbcTBOM Poccwuiickoit Denepanuu mpeaycMOTPEHO
O3HAKOMJIEHUE C COJIEp’KAHUEM aKTa JIUIl, YIOMSHYTHIX B aKTe, MOJ MOJNKCH, Ha
MOCJICIHEN CTpaHUIE aKTa MPOCTABISAETCS O3HAKOMUTENbHass Bu3za «C akToMm
o3HaKOMJICH(BI)», TP ATOM YKa3bIBAIOTCS HAUMEHOBAHUS JOJKHOCTEH, JUYHBIC
MOANUCH, paciuPpoBKU TMOANMKMCEH, JaTra oO3HaKomyieHWs. Jluia, KOTophie
3HAKOMSTCS C COJIEP)KAHUMEM aKTa, UMEIOT MPABO HE COTJACUTHCA C COJACPKAHUEM
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aKkTa B I1EJIOM MJIM €ro OTIEIAbHBIMU TMOJOXKEHUSIMH, YTO JOJDKHO OBITh
3a(pUKCUPOBAHO MPU O3HAKOMIICHUH C AaKTOM.

8.8. [okmanHasi, OOBSACHUTENbHAs, IMOSCHUTENbHAS, AaHAJIUTHYECKas U
clly>keOHas 3allUCKH.

8.8.1. JloknanHas 3amuMcka — JOKYMEHT, aJIpECOBAHHBIM PYKOBOJUTENIO U
COJCpKAIMM H3JI0KEHHE BOIMpOCca, TPEeOYIOMIET0 pEeIIeHUs, C BBIBOJAMU U
MPEIIOKEHUSIMU COCTABUTEIIS.

CnyxebHast 3amuMcka — JOKYMEHT, WCIIOJb3YEeMbI /Il ONEepaTUBHOTO
MH(POPMAILIMOHHOTO OOMEHa MEXAy TIJaBoil AQMuHHCTpauuu roponaa Taranpora,
NEPBBIM 3aMECTUTENIEM TIJ1aBbl AJMHUHHCTpauM ropoaa TaraHpora mo BoIpocam
TOPOJICKOTO XO3SIIICTBA, 3aMECTUTENSIMA IJIaBbl AJIMHUHHCTpPALUU, CTPYKTYPHBIMHU
NO/Ipa3IeICHUsIMUA, OPraHaAMH AIMUHUCTpPAIMK C MPaBaMH IOPUIUYECKOTO JINLA UIH
PYKOBOJIUTEISAIMHU, HE HAXOALIUMUCS B IPSIMOM OTYMHEHUU.

OObsicHUTENbHAS 3allMCKa COCTaBISIETCA JUIsl OOBsICHEHUsI (DAKTOB, JIEWCTBHIMA
WIM MOCTYIKOB JOJDKHOCTHOTO JIMIA 1Mo TpeOoBaHUIO pykoBoauTend. Kak mpasuio,
OOBSACHUTENBHAS 3aMHCKa OPOPMIISETCS PYKOIMCHBIM CHOCOOOM Ha CTaHIApPTHOM
mucte Oymaru ¢popmara A4.

AHanuTudeckas 3amucKa — JIOKYMEHT, B KOTOPOM JaeTcs KpaTKUMl aHalIu3
CyllecTBa MpoOJeMbl M TEHIACHUUU €€ PAa3BUTHUA, HW3JIAraloTCs BBIBOJbI, HAOTCA
pPEKOMEHJAIU Y.

[ToscHutenbHasg 3amMcka — JOKYMEHT, pAa3bACHAIOIIMNA  COJCPKAHUE
IPEJICTABJICHHBIX HAa PAaCCMOTPEHUE PYKOBOAMUTEIIO WIIM BBIIECTOSIIEMY OpPraHy
JIOKYMEHTOB.

JloknmamHasi 3amucKa COCTaBIACTCS TMPU  HEOOXOAMMOCTH  YBEIOMIICHHS
PYKOBOJIUTENISI UM BBIIIECTOSIIIETO OpraHa O KakuX-JIn0o (hakTax WA COOBITHSIX U
MOKET COZIEPKaTh MPEAJIOKEHHUSI COCTABUTEIS 110 U3JIaraeMOMY BOIIPOCY.

B 3aBucuMoCTH OT coaep)KaHWsS W Ha3HAYCHHUS JOKJIAJAHBIC M CIy>KEOHBIC
3aMMMCKU JIEIATCS Ha WH(POPMAIMOHHBIE W OTYETHBIE, a TaKXe MOTYT HUMETh
WHUIIMATUBHBIN XapaKTep.

TekcT mokiagHON, aHATUTHYECKON, CITYKEOHON 3alMUCKU MOXKET COCTOSTh U3
IByX yacted. B mepBoil wacTu uznaratrorcsi (akTbl WIM COOBITHS, MOCIY>KHBIIHE
MTOBOJIOM K HaITMCAHUIO JTOKJIAJHOW 3aITMCKH, BO BTOPOUM — BBIBOJIBI U TIPEIIOKCHHS O
KOHKPETHBIX JICUCTBUSX, KOTOpbhIE, MO MHEHHUIO COCTaBUTENSA, HEOOXOIMMO
MPEANPUHATH PYKOBOJUTEIIO WM BBIIIECTOSIIIIEMY OPraHy B CBSI3U C M3JIOKEHHBIMH
dbakramu.

3anucKu, COCTaBlisieMble PAOOTHUKAMU C OOBSCHEHHEM TPHUYMH TIOBEICHUSI,
MPOCTYNKOB, CHUTyaluii (OOBSCHUTEIbHBIC 3aMHMCKH), MOTYT OBITH O(OpPMIICHBI
PYKOTIMCHBIM CIIOCOOOM Ha CTaHAAPTHOM Jicte Oymaru gpopmara A4.

8.9. 3asBrmeHue - JOKYMEHT, aJpPECOBAHHBIN JIOJDKHOCTHOMY JIMIY H
CoJIep KaIliid OMPECICHHYIO TPOChOY MK MpeiokKeHne. TeKCT r000ro 3asBIeHUS
HAaYMHACTCS C CyIIecTBa Borpoca, oopamieHus («IIpomry paccMoTpets...», «Ilpomry
nepeBecTu...»). Dopma 3asBiIeHUA CBOOOJHAs. 3asBieHue odopmisieTcs Ha
CTaHAapTHOM JucTe Oymaru (opmata A4 pPyKONUCHBIM WM MEYaTHBIM CIIOCOOOM
CTaHAAPTHBIM MIPUGTOM. 3asiBICHHUE MOJIMUCHIBAETCS COOCTBEHHOPYYHO.
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8.10. Ctenorpamma (ayuo3ammch).

CreHorpamma - JOCIOBHAs 3alIUCh YCTHOM pedd BO BpeMs JIOKJIAZ0B U JPYTUX
BBICTYIUICHUA Ha KOHQEPEHIUAX, COBEIIAHUSIX, COOpaHUSIX WIM 3aceAaHMsIX
KOJUIETHAJIBHBIX ~ OPraHoOB, OCYILIECTBJIEHHAas  METOJIOM  CTeHorpaduu  WIU
ayJIMO3aIKCH.

8.10.1. CrenorpamMma (ayauo3anuch) KOH(EPEHIIMH, COBEIIAHUs, COOpaHUs
WIM 3acellaHdsl KOJUIETHAJIbHOTO oOpraHa BeaeTcs B TOM cliydyae, KoOrja Ha
00CY)XJICHHE BBIHOCSITCS Ba)KHBIC M CIIO)KHBIC BOIPOCHI, KOTOPHIE MOTYT BBHI3BIBATH
npeHus. OKOHYATEIbHBIM TEKCT CTEHOTPAMMBI COCTABJISICTCSI HAa OCHOBAaHUU
MPOU3BEJCHHBIX Ha KOH(EPCHIMH, COBEIIAaHWH, COOpaHWW WJIA 3aceIaHuu
KOJUIETHAJILHOTO  OpraHa CTCHOTpauYecKMX WM  3BYKOBBIX 3alUCcedl U
MIPEICTABIICHHBIX MAaTEepUaIOB (IOKJIAJ0B, CIPABOK, MPOSKTOB PEIICHHH W TOMY
0100HOE).

8.10.2. Tekcr CTEHOTPAMMBI JOJKEH COCTOSITh u3 pa3nenos,
COOTBETCTBYIOIIUX IMyHKTaM TIOBECTKHU JHS, Pa3fesibl HYMEpYIOTCS apaOCKuMu
nuppamu. Muaunmansl uw  pamwins AOKIATYMKa I€YaTaloTCsl B HMEHUTEIHHOM
najexe.

8.10.3. Jlara, mpocTraBieHHasi Ha CTEHOTpaMMe, JI0JDKHA COOTBETCTBOBATH JTHIO
IIPOBENICHUSI COBEILIAHNUs, COOpaHUs WU 3aCeJaHusl KOJUIETUAJILHOTO OpraHa.

8.10.4. 3Byko3amuch MEpOINPUSATHH B AJMUHUCTpAIMUd OOecreYruBaeT
aIMUHUCTPATUBHO-XO3SIMCTBEHHBIN OTJeI. HeoOxoaxnmMmocTh 3BYKO3aIIUCH
MEPOTPHUSITHS OTIPEACIIIeT OTBETCTBEHHBIN 3a €r0 OPraHU3aIUIO 0 COTJIACOBAHUIO C
HaYaJIbHUKOM aIMHHUCTPATUBHO-X03SHCTBEHHOTO OT/IEIIA.

8.11. Oruer.

OT4er — MOKYMEHT, COJEp)Kallluid CBEICHHSI O TMOATOTOBKE, MPOBEICHUU WU
UTOTax BBITIOJHEHUS TUIAHOB, 3aCEIaHHM, KOMAHIUPOBOK U JAPYTUX MEPOTPHUSITUH.

TexkcT oT4eTa MOXET COCTOSITh W3 PA3ACNioB, MOAPA3ACIOB, MYyHKTOB U
MOJIYHKTOB, KOTOpPhIE HYMEPYIOTCS apaOCKUMHU [H(ppaMH B YCTaHOBJICHHOM
TOPSIZIKE.

OT4er MODKEH WMETh TOAMKMCH WX BU3BI COCTAaBUTENCH C yKa3aHUEM JaThl
BU3UPOBAHMSI.

8.12. Marepuabl K BRICTYIUICHHIO TJIaBbl A IMUHUCTPAIIHH.

TekcT BBICTYIUIEHUS TJIaBbl AJAMUHUCTpaluu odopmiisieTcs: mpudprom 22 1T,
OOBIYHBIM HauepTaHueM (HEeXKUPHBIM), Ha Oymare ¢opmata AS.

Texct  BBICTYIJIEHHUST MOXET ObITh  OQOpMIIEGH B BHUAE  TE3HCOB,
nH(OPMAITMOHHON CITPaBKH, MPUBETCTBEHHOW PEYH U BCTYIUTEIHHOTO CJIOBA.

Te3uchl BBICTYIIIICHUS TJIaBbl A IMUHUCTPAITUH JTOJDKHBI COJIEPKATh:

BCTYNUTEIBHYIO YaCTh (BaXXHOCTh M aKTYaJbHOCTh TEMBbI, IIEIM BBHICTYIUICHHS,
3a/1a4d COBEIIIAHUS);

OCHOBHYIO 4YacTh (aHanu3 cCymiecTBa MpoOjeM; oIleHka dS(PQeKkTuBHOCTU
MPUHATHIX paHEe YMPaBICHYECKUX PEUICHUN W MEPONPHUATHA MO WX pealn3alluu;
BBISIBJICHHBIC HEJIOCTaTKM WM WX TPUYMHBI;, TPEJIOKEHUs, HalpaBJICHHBIC Ha
yIIy4IlIeHHE TOJIOKEHHS JIe B COOTBETCTBYIOUIEH cdepe; MpOrHo3 pesynbTara ux
peanuzanun);
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3aKJIIOUUTENbHYIO 4acTh (BBIBOBI, MPOTHO3 O TOM, KaKylO MOJIb3Y MPUHECET
npeajiaraeMoe  peIlIeHUe; TEepBOOYEpEHbIE 3aJladyd, KOTOpbIE HEOOXOAMMO
BBITIOJTHUTB ).
NudopmanmonHsie  cOpaBKd s MOATOTOBKM  BBICTYIUICHUS [ J1aBbI
AJIMUHUCTpAIUU JTOJKHBI COJIEPKATh:
TOYHOE HAUMEHOBAHUE TEMbI COBEILIAHHUS, €T0 LIEJU U 3aa4H;
(aKTOJIOTHYECKYIO (cupaBOYHYIO, CTaTUCTHYECKYIO, rpaduyecKyo)
uH(GOPMAIIUIO IO CYIIECTBY BONPOCA, HAMEUYEHHOTO K PACCMOTPEHHUIO;
CPaBHHUTEIbHBINA aHAIN3 110 KaXJI0MY BOIIPOCY, HAMEYECHHOMY K PaCCMOTPEHHIO;
nepeyeHb NpoOJIEMHBIX BOIIPOCOB, HETAaTUBHBIC TPHUMEPHI;
CYUIECTBYIOIIME BAapUAHTBHl pEHICHUS MPOOJEMHBIX BOMPOCOB, IO3UTHBHEIC
TIPUMEPBHI;
npejiaraeMble BApUAHTHI PEHICHHs MPOOJIEMHBIX BOIIPOCOB
TexkcT TPUBETCTBEHHOM peud JJis TOATOTOBKMA  BBICTYIUICHUS  TJIaBBI
AJMUHUCTpAIUU JOJHKEH COJIEPKATh:
BCTYIUTENbHYIO YacTh (MIPUBETCTBUE YYACTHUKAM MEPONPHUATHS, €TO MOJTHOE
Ha3BaHUE, AKTyaJIbHOCTB);
OCHOBHYIO 4YacThb (MCTOPUIO BOMpOca, (PaKTOJOTUYECKYI0 HH(OPMALUIO IO
TEMe MEPONPUATHSI, TPOOJIEMHBIEC U (WUJIN) MIO3UTHUBHBIC IPUMEPHI);
3aKJTIOYUTENBHYIO YacTh (0OparieHrue K y4acTHUKaM MEpPONpPUSTHS, YKa3aHHUe
3HaYUMOCTH MEPONPUATHS IS €r0 YYACTHUKOB, MTOKEIIAHU).
TekcT BCTYNMHUTENBHOTO CIOBAa /I TMOATOTOBKH BBICTYIUICHHUSI TJIaBBI
AJIMUHUCTpALMN TOJKEH COJIEPHKATD:
BaXHOCTb U aKTyaJIbHOCTb TEMBI;
KpPaTKYIO XapaKTePUCTUKY MPOOJIEM (TOCTHXKEHHM );
KpaTKU# TIepeyeHb 3a/1a4, KOTOpbIe OyAyT MOCTaBJICHbI;
oOpallleHue K Yy4YaCTHUKAaM COBEIIAaHUS O HEOOXOAMMOCTH peanu3aluu
NEepPBOOYEPEIHBIX 3a/1a4.

9. [IpumeHeHue, N3roTOBJICHUE U XPaHEHUE TIeYaTeil U MTaMIIOB U KITFoUen
AJIEKTPOHHBIX MOAIUCEN.

9.1. Ilopsiaok MpUMEHEHUS TIeYaTel U IITAMIIOB.

9.1.1. Ha moxkymeHTax, TpeOyrOmMUX 0COO0r0o YIOCTOBEPEHUS MOJJIUHHOCTH,
CTaBUTCS NEYaTh.

9.1.2. [IpumeneHue repOOBOIl Meyatu.

B AnMuHMCTpanuy npuMeHsieTcs cleayrolias repooBasi nevarth:

«Poccust, PoctoBckas oOnacte, r. Taranpor, MecTHOe caMOynpaBlieHHUE
AnmMunuctpanus ropoaa Taranpora» (pazmep 40 MM)- cTaBUTCS Ha!

JNOKyMEHTaX, MOIIMMCAHHBIX TJIaBOM AJMHMHUCTpauuu ropona TaraHpora,
NEPBBIM 3aMECTUTENIEM IUIaBbl AJIMHHHMCTpauuu ropoaa TaraHpora mo Bompocam
TOpPOJICKOr0 XO0351CTBa, 3aMECTUTESAMU TIaBbl AJMUHHACTpauuu ropojaa TaraHpora,
IPAaBOBBIX aKTaX, OAHKOBCKHX JOKyMEHTax, JOTOBOpaxX, COTJAIICHUSX WU JAPYTUX
JNOKYMEHTaX, MOANMCAHHBIX IJIaBOM AJMHHHUCTpauuu ropojaa TaraHpora, MepBbIM
3aMECTHUTEJIEM TJIaBbl AJAMUHUCTpALMK ropojaa TaraHpora 1o BonpocaM ropoJacKkoro
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XO034MCTBA, 3aMECTUTEISIMU IJ1aBbl AJIMUHUCTPAUM OT UMEHHU AJIMUHUCTpalUU,
JOKYMEHTAaX, TMOJANHCAHHBIX JOJDKHOCTHBIMU JIMIIAMU  AJIMUHUACTPAllMM IO
MOPYYEHHUIO TIJIaBbl AJMUHHCTpAllMM ropoja TaraHpora, HarpagHbIX JIHCTaxX K
rocyJapCTBeHHBIM Harpagam Poccuiickoit deneparuu, 6i1ankax biarogapcTBeHHOTo
nucbMa AAMUHHCTpanuu Topoaa Taranpora, braromapHocTd AJQMHUHHCTpauu
ropozaa Taranpora, [ToueTHOI rpaMoThl AAMUHKCTpauuu ropoja Taranpora.

['epboBasi meyaTh XpaHUTCA B ceiipe B KaOMHETE 3aMECTHUTEINS TJaBbl
AIMUHUCTpanuu ropoja TaraHpora Mo OpraHu3allMOHHO-TIPABOBBIM M KaJIPOBBIM
BOIIPOCAM.

[lepenaua repOOBOM MeUaTH MOCTOPOHHUM JIUIIAM U BBIHOC 32 MIPEEbl 3AaHus
AnMuHUCTpanuu ropoja Taranpora He TOITyCKaeTcsl.

OTTHCK TIeYaTH MPOCTABIAETCS HA JOKYMEHTAX B CTPOTO OMPEICTICHHOM MECTE
B COOTBETCTBUU C MOANYHKTOM 4.3.22 MHCTpyKIIMH.

9.1.3. IlpumeHnenue HerepOOBBIX TIE€YaTel W IITAMIIOB B CTPYKTYPHBIX
NOAPA3NAECIEHUAX M oOpraHax AJIMUHHCTpAllMM C MpaBaMU IOPUIAYECKOrO JIHIA
OCYIIECTBJISIETCSI B COOTBETCTBUU C MOJOKEHUSIMHU 00 OT/Ie]IaX U yIPaBJICHUSIX.

9.14. llramn ¢ (pakCUMWIBHBIM  BOCHPOU3BEACHUEM  IOJIMUCU  TJIaBBI
AnmMmuHucTpanuu ropojaa Taranpora, mepBOro 3aMEeCTUTENS I1aBbl AJIMHUHUCTPALUU
ropoga Taranpora 1o BoOIpocaM TOPOJCKOTO XO35WCTBAa  paspeliaercss Ha
MOANMCAHHBIX B YCTAHOBIIEHHOM MOPSJIKE KOMUAX JOKYMEHTOB, MO3JAPABUTEIbHBIX
azpecax, OTKpbITKaxX U TeJlerpaMMax.

Hcnonb3oBanre mMTamMmnoB ¢ (PaKCUMIIBHBIM BOCTIPOU3BEAECHUEM MOANUCEN TPU
o(OpMIICHUH TIOIJIMHHUKOB IOKYMEHTOB 3aIpeiaeTcs.

9.1.5. Jlnis mpocTaBiIeHUsI OTMETOK O TIOJIYYCHHH, PETUCTPAIIUH, TTPOXO0KICHUN
Y UCTIOJTHEHUH JIOKYMEHTOB, IPYTUX OTMETOK CIPABOYHOTO XapaKTepa MPUMEHSIOTCS
COOTBETCTBYIOIIME IITaMIThI (TTprutoskenne Ne 1).

9.2. I3roToBJieHHE M€YaTeN U IITAMIIOB.

9.2.1. UsroroBiieHne ImedyaTreil M IITAMIIOB, HEOOXOAMMBIX IJI OOECIEeUeHUS
JEATeIIbHOCTH AJMUHHUCTPALINU, IPOU3BOJAUTCS MO PA3PEIICHUIO 3aMECTUTENS TI1aBbl
AIMUHUCTpauuu ropoja TaraHpora Mo OpraHU3alMOHHO-TIPABOBBIM U KaJpPOBBIM
BOIIPOCaM.

9.2.2. O6pa3upl  medaTreid M IITaMIIOB COIJIACOBBIBAIOTCS C  IPaBOBBIM
ynpaBieHUEeM AJIMUHUCTPALINH.

90.2.3. 3asgBku 00 H3rOTOBJICHUU I€UaTe WIM IITAMIOB C PE30JIIOIUEH
3aMEeCTUTEeNs TJIaBbl AJIMHUHHCTpAIlMu ropoja Taranpora Mo oOpraHuU3aIlMOHHO-
MpaBOBHIM W KaJPOBBIM  BOIIPOCaM  HAIpPaBISIOTCI B aJIMUHUCTPATUBHO-
XO3SIUCTBEHHBIN OT/I€]T AIMUHUCTPALIH.

9.2.4. WM3roroBieHHbIC TMe4YaTH U INTaMIlbl, B TOM 4ucie (akcummuie,
VUYUTBHIBAIOTCS B AJMHUHUCTPATUBHO-XO3SMCTBEHHOM OTAele AJIMUHUCTpPAIMM B
CrienuaTbHOM XypHaie (mpuiaoxenue Ne 13).

9.2.5. Illrammel ¢  (GakCUMWIBHBIM  BOCIPOM3BEICHUEM  TOAIKCH
W3TOTaBIMBAIOTCS JJI1 TJIaBbl AJMHUHUCTpauuMu ropoja Taranpora, nepBOro
3aMECTUTENs TJIaBbl AJIMUHUCTpalMu ropoja Taranpora mo BOMpocaM TOPOJCKOTO
XO3SIMCTBA.
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9.2.6. H3roroBnenue neyaTeil v mMTaMnoB AIMUHUCTPAIIUN U €€ CTPYKTYPHBIX
NoJpa3fesiecHuil  BO3JaraeTcss Ha  aJAMHHHUCTPAaTHUBHO-XO3SIMCTBEHHBIM  OTJEN
AJIMUHHUCTpAaIH.

W3rotoBneHHble N€4aTH U IITaMIbl  BBIJAIOTCS B aJMUHUCTPATHUBHO-
XO3SIMICTBEHHOM  OThene  AJMUHUCTpAallMd MOJA  MOANHCH  PYKOBOJUTENSM
CTPYKTYPHBIX MOJIPA3eIeHNN AIMUHUCTPALIMU, OTBEYAIOIUM 32 X HCIOJIb30BaHUE
U COXPaHHOCTb.

9.2.7. WUsroTtoBneHue rme4yaTe W INTAMIIOB OPraHOB AJIMHHHCTpAIH C
paBaMy FOPUIUUYECKOTO JHIAa 00ECIEYMBAETCS MU CAMOCTOSITENIBHO.

9.2.8. B cTpyKTypHBIX MOApAa3ACICHUSIX AIMUHUCTPAIMK TI€UYaTH U IITAMIIBI
XpaHATCS B HECTOPAEMBbIX IIKadax uiu ceidax.

OTBETCTBEHHOCTh M KOHTPOJIb 32 COOJIFOJICHHEM MOpsIKa WCIOJIb30BaHUSA U
XpaHEHUsl TeYaTeld U IITaMIIOB B CTPYKTYPHBIX MOJApa3eieHUsIX AIMUHUCTPALNN
BO3JIararoTcs Ha UX PyKOBOAMTENCH.

PykoBonuTenb, KOTOpOMY OBUIM BbIJIaHbl I€4aTh WM IITaMI, MpH
OCBOOOXAEHUH OT JIOJDKHOCTH 00s3aH  CcAaTh HX B aJAMHHHCTPATHBHO-
XO03SIMCTBEHHBIN 0T AJIMUHUCTPALIUH.

9.2.9. Ilpumenmmie B HETOJHOCTb U AHHYJUPOBAHHBIE IE€YAaTH W LITAMIIbI
BO3BpAIAIOTCSI B aJIMUHUCTPATUBHO-XO3SMUCTBEHHBIH OTAEN AJIMUHUCTpALUU U
YHUUTOXKAIOTCA 10 akKTy. B KypHane ydera MpOCTaBISIOTCS COOTBETCTBYIOIIHME
otMeTKH (mpuioxerne Ne 13).

9.2.10. O6 yrepe mevatw, mramiia, pakCUMHUIE HE3aMEIJIUTECILHO CTAaBUTCS B
W3BECTHOCTh aJIMUHUACTPATUBHO-XO3SIMCTBEHHBIN OTAEN AJIMUHUCTPALUH, KOTOPHIU B
CBOIO ouepeab MHPOPMHUPYET 00 3TOM 3aMECTUTENS IiaBbl AJIMUHHUCTPALMU TOpOJa
Taranpora 0O OpraHU3alMOHHO-TIPABOBBIM W  KaJpoBbIM  BompocaM. Jlns
YCTaHOBJICHHSI OOCTOSITENILCTB YTPAThI €YaT, ITamna, (akCUMHIIE paclopsKeHUEM
AJMUHHUCTpAIUH CO3AETCSI KOMUCCHS.

9.2.11. Komuccus o6s3aHa:

YCTaHOBUTBH OOCTOATEILCTBA YTPATHI (MECTO, BpEMS U JIp.);

YCTaHOBUTH JIL, BUHOBHBIX B YTPAaTe;

YCTaHOBUTH NPUYHMHBI U YCIOBUS MIPUBEALLINE K yTpaTe.

9.2.12. Tlo oOKOHYaHHWH pacclelOBaHUS II0 YyTpaTe KOMHUCCHUs oO0s3aHa
OpEICTaBUTh 3aMECTUTENI0 TIJaBbl AJIMUHUCTpaluMu ropoaa Taranpora 1o
OpraHU3allMOHHO-TIPABOBBIM M KaJPOBBIM BOMPOCAM Ha PACCMOTPEHHE CIEAYIOIINE
JIOKYMEHTHI:

aKT (3aKJIFOYEHUE) O pe3yJibTaTaxX paccie0BaHus M0 yTpaTe;

NUCbMEHHbIE OOBSICHEHHUS JIUI, KOTOPBIX OMpallliBajia KOMUCCHUS,

JIpYTrUe JOKYMEHTbI, UMEIOLIME OTHOUIEHUE K PAcCiIeIOBAHUIO 110 yTpaTe.

9.3. Ilpu nepenayve 3JIEKTPOHHBIX JOKYMEHTOB Ha 3JEKTPOHHBIN aJlpec Ipyrou
OpraHu3aliy, a TakXke M1 OOMEHa »3JIEKTPOHHBIMH JOKyMEHTaMU IO CHCTEME
«leno» B AAMHHHMCTpallMM  MOTYT HCIOJIb30BaThca pasznuuHoro Buja Il Ha
ocHoBannn ®enepanpHoro 3akona ot 06.04.2011 Ne 63-®3 «OO6 sneKTpOHHOMN
HOJIITUCHY.

9.3.1. DnexkTpoHHBI  JOKYMeHT, mnoxanucanueiii Oll,  npusHaercs
paBHO3HAYHBIM  JIOKyMEHTY Ha  OyMaXHOM  HOCHUTENE,  IOAMHCAHHOMY
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COOCTBEHHOPYYHOU MOJMKCHI0, U UMEET OJAMHAKOBYIO C HUM IOPUIUYECKYIO CHITY
Ipu  COOJIIOJICHUHM YCJIOBUM, OMPENCIICHHBIX TNPAaBOBBIMU aKTamMu Poccuiickoit
deneparuu U PocToBckoit o0acTy.

9.3.2. Kimrou DI sBnsiercs koHpuaACHIIMAIbHON HHPOpMAaITeH 1 3allUIIaeTCs
B COOTBETCTBHUH C 3aKOHOAATEILCTBOM Poccuiickon denepanuu.

10. Opranu3zanus 10KyMEHTOO00pOTa U UCHIOJHEHUS JJOKYMEHTOB

10.1. OGmue mpaBwiia OpraHu3ail J0KyMEHTO000pOTa.

10.1.1. /IBmxkeHue AOKYMEHTOB B AJIMMHUCTpAIlMM C MOMEHTa UX CO3JIaHUS
WIM TOJYyYeHUsS 10 3aBEPIICHUS WCIOJHEHHWS, OTIPABKA WIM CIa4yd B apXuB
oOpazyeT  JOKYMEHTOOOOpPOT,  KOTOPBIM  COCTOMT W3  TpPEX  OCHOBHBIX
JOKYMEHTOTIOTOKOB: ~ BXOZsmue  (MOCTymamIiue) JAOKYMEHTBI;  HCXOISIINe
(oTmpaBisieMble) JIOKYMEHTBI; BHYTPEHHHUE JOKYMEHTHI (pa3pabarbiBacMmble B
CTPYKTYPHBIX  TOJIpa3fieJeHUsIX M OpraHax AJMHUHUCTpallMM C IpaBaMu
IOPUIUYECKOTO JIUIA, a TAKKE MOABEIOMCTBEHHBIX MYHUITUTAIBHBIX YUPEKIACHUIX U
NPEANPUATUIX W HE HAMPaBIIIEMbIC 32 UX TIPEIEIIBI).

10.1.2. Tlopsimok  MpOXOXKIAEHUS JOKYMEHTOB W OMEpalliu, MPOU3BOJAUMBIE C
HUMHU B AJIMUHUCTpAIUH, pEeTIaMeHTUPYIOTCS HacTosel MucTpykiuei.

10.1.3. B AJIMUHHCTpAlUU  HUCIOJIB3YIOTCS  DJCKTPOHHBIE  JOKYMEHTHI,
CO3/1aHHBbIE 0€3 MPEeABAPUTENIHHOTO JTOKYMEHTHPOBAHMS HAa OyMa)KHOM HOCHTENE, U
DJICKTPOHHBIE KOMHMH JOKYMEHTOB, TIOJyYCHHBIE B PE3YJIbTaTe CKAaHUPOBAHUS
JIOKyMEHTOB Ha OyMa)XHOM HOCHUTEJE.

JIOKyMEHTOOOOPOT OCYIIECTBISIETCSI C HCIOJIb30BaHUEM cHCTeM «Jlemo» u
«ApxuBHOE Aeno». Bce AeicTBHsI, MPOU3BOIMMBIE C JOKYMEHTOM (PETHUCTpaIvs,
BHECEHHUE PE30JIIOLNN, BUSUPOBAHUE, TIOJIUCH, TOCTAHOBKA M CHATHE MOPYYEHUS C
KOHTpPOJIs, Tepelaya, Mepechbulka, O3HAKOMJICHHE, CIHCAHHE TOKyMEHTa B IO,
nepeaada B apxXuB), B 0053aT€NLHOM MOPSAKE (PUKCHUPYIOTCS B PETUCTPAIMOHHON
KapTtouke cuctemsl «Jlemo». ITpu aTtom k PK B 00s3aTebHOM MOPSIKE JOJDKEH OBITH
NpUKperieH ¢aii 3JIEKTPOHHOIO JOKYMEHTa (Ui 3JIEKTPOHHBIX JIOKYMEHTOB:
Portable Document Format (PDF/A-1); mis 37€KTPOHHBIX KOMWUK JOKYMEHTa Ha
oymaxkHom Hocutene: Portable Document Format (PDF; PDF/A-1); nis TekcTOBBIX
nokymentoB — Doc, Docx, Xls, Xlsx).

JIOKyMEeHTBI, HMEIOUIME BpEeMEeHHble CpOKM xpaHeHus (mo 10 jer
BKJIFOUMTENBHO), MOTYT CO3AaBaThCsl, XPAHUTHCS M HUCIIOJIb30BATHCSA UCKITIOYUTEIHLHO
B (hOopMe AIIEKTPOHHBIX TOKYMEHTOB.

10.2. ITpuem, peructpaiusi, OTIpaBKa TOKyMEHTOB

10.2.1. JloctaBka JOKyMEHTOB B AJMHHHUCTPAIUIO  OCYIIECTBIIACTCS
CpEICTBAaMH TOYTOBOM, (ENbIBErepCKO W CHEIUAIBHONW CBS3H, IOCPEICTBOM
pPa3IMUHBIX  BHUJOB  JJIGKTPOHHOM  CBSI3M  (RJIEKTPOHHAsE  MoYTa, CHCTEMaA
MEXBEJJOMCTBEHHOTO JJIEKTPOHHOTO JoKymMeHTooOopora (M3JJI0O), a Takke cC
HapOYHBIMU, Kypbepamu, TpakJaHaAMHU.

[TocpenctBoM  TOYTOBOHM,  (PENbIBETEPCKON W CHEIUAIBHOW  CBS3U
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JIOCTABJISIETCS CITY)KeOHAas KOPPECTIOHICHITUS B BUJE MPOCTHIX M 3aKa3HBIX THCEM,
MOYTOBBIX KapTOYeK, OaH/IepoJiel U TAaKEeTOB, IEYaTHBIX U3JaHUM.

JIOKyMEHTBI, JOCTaBIIsieMble MOCPEACTBOM (eabAbErepCcKON U CrelHaIbHON
CBS3M MPUHUMAIOTCS, CHEIMAINCTaM OTAella MO0 MOOWIM3alMOHHOW pabote
AJIMUHHUCTpAIUU TIOJT TOATHCH.

JIOKyMEHTBI, JOCTaBJISIEMbIE MOCPEACTBOM TMOYTOBOM CBS3M B aJpec TJIABbI
AnMuHucTpanuu ropojaa Taranpora, IepBOro 3aMECTUTENS TJ1aBbl AJMUHUCTPALUH
ropoga TaraHpora 1o BOIpocaM TOPOACKOIO XO3SIIICTBA, 3aMECTHUTENICH TJaBbl
AIMUHUCTpanuu ropojia Taranpora IPpUHUMAIOTCA CHEIMATUCTaMK OOILETO OTela
MO/ OJIMKCH.

[Tpu npuemMe KOPPECHOHICHIIMU OT HAPOUYHBIX U KYPHEPOB B PA3HOCHOU KHUTE
(peecTpe) OTIIpaBUTEIS WJIM Ha BTOPOM 3K3EMIUISIpE (KOMUHU) JOKYMEHTA CTaBUTCA
mTaMn  AJIMHUHUCTpalldd € yKa3aHWEeM JaThl MOpHeMa JOKyMEHTa, IIpHu
HEO0OXOMMOCTH - MOJIMUCh PaOOTHUKA, IPUHSBILIETO TOKYMEHT.

[Ipuem, nepBuuHast 00pabOTKa, paclpeieIiCHHe U PETUCTpaIus OCTYHUBIINUX
JIOKyMEHTOB Ha OyMa)XHOM HOCHUTEJEe WM B (OpME DJIEKTPOHHOTO JIOKYMEHTa B
aapec TiaBbl AJIMUHUCTpALMU, MEPBOrO 3aMECTUTENS TJIaBbl AJMUHHUCTPALMMU IO
BOIIPOCAM  TOPOJICKOTO  XO3SIMCTBA, 3aMECTUTENIEW TJIaBbl AJIMHUHUCTpPAIUH,
OCYUIIECTBJISIETCSL OOIMM OTAEJIOM, 32 HMCKIIIOUEHHEM JIOKYMEHTOB IMOCTYIHBIINX B

aJpec 3aMecTUTeNs TIaBbl AJMHMHUCTpauud ropoaa TaraHpora — HayalbHHUKA
®uHaHCOBOTO yInpasieHus I. Taranpora.
Koppecnnonaenuusl,  agpecoBaHHass  HENOCPEACTBEHHO  CTPYKTYpPHBIM

MoJpa3iefiecHusiM W opraHaMm AJMUHUCTpAllMM Tropoaa TaraHpora ¢ IpaBaMu
IOPUUYECKOTO JIMIlA, TPUHUMAETCI M PETUCTPUPYETCS] B ITHUX CTPYKTYPHBIX
MOJIpa3/ieNICHUsIX W oOpraHax AJIMUHUCTpaluu Topona Taranpora ¢ mpaBaMu
IOPUUYECKOTO JIMIIA CAMOCTOSITENIBHO.

10.2.2. JlokyMeHTBI, TOCTYyMarOIMe HAa OyMaXHBIX HOCUTEISIX W TIO
AJIEKTPOHHOM TMOYTE, MOJJIeKAT MEPBUYHON 0OpabOTKE, BKIIOYAIOIICH: MPOBEPKY
MPaBUJILHOCTH aJPECOBAaHUS M JIOCTAaBKM JOKYMEHTOB, TPOBEPKY IICIIOCTHOCTH
yMaKoOBKHU (KOHBEPTOB, MTAKETOB); BCKPHITHE YIMAaKOBKH (32 UCKIIOUYEHUEM KOHBEPTOB,
MaKeTOB C TIOMETKOW «JIMYHO»); TMPOBEPKY IEJTOCTHOCTH BXOJSANIUX TOKYMEHTOB,
BKJIFOYAsl TPWIOKCHHWSA, a TakkKe TMpaBUILHOCTh odopMicHUsS  (Hanu4due
PETHCTPAlIMOHHBIX HOMEPOB, TIOJAIMWCH, TII€YaTH); TMPOCTABJICHHE OTMETKH O
MOCTYIJICHUU JOKYMEHTA.

10.2.3. KouBepTsl (makeThl, yHMaKOBKa) SIBJISIOTCS HEOTHEMJIEMOW YacCThIO
BXOJISIIUX JTOKYMEHTOB.

Bce mnocrynuBme koHBEpTHl (OaHACpONH), 3a HWCKIIOYEHHEM HWMEIOIINX
OMETKY «JIM4HO», BCKPBIBAIOTCS.

KonBeptel ¢ rpudom «JIMuHO» HE BCKPHIBAIOTCS, HAa KOHBEpTE (Takere)
MPOCTABIIACTCS JaTa MOCTYIUICHUS, U OH TEPEeaaeTCsl HEMOCPEICTBEHHO ajpecary.
Ecnn B TakoM makeTre HAXOIUTCS CIYKEOHBIM JOKYMEHT, TO IOCJIE€ MPOUYTEHUS
aZipecaToM OH BO3BpAIlaeTCs B OOIIUI OTAEN Ha PErHCTPAIIHIO.

KoHBepThl, yHUYTOXKAIOTCS 32 UCKIIOUYEHHEM oOOpalleHudl TrpaxiaH,
OpraHu3aluii, CyneOHbIX W HUHBIX JOKYMEHTOB O€3 yKa3aHusi JaThl, a TaKXe B
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Cllydasix, €CIM TOJbKO MO HHUM MOXKHO YCTaHOBUTH aJpec OTIPABUTENS, €CIU
JIOKYMEHT MOCTYIMII MO3K€ YKAa3aHHOTO B TEKCTE JOKYMEHTA CPOKA UCTIOJIHEHUS

(mater MepompusTHs) WM NPU OOJBIIOM PACXOXKIECHUU MEXKIy JaTaMu
MOAMUCAHUS U TTOJTYYEHUSI TOKYMEHTOB.

10.2.4. DnexTpoHHbIE JOKYMEHTHI, MOCTYMAlONIMEe OT YYacTHUKOB, HE
MOJJIeKAT MEePEPETUCTpaIi U PacCMAaTPUBAIOTCS B AIMUHUCTPAIIMHU C YHUKAIbHBIM
PErUCTPAallUOHHBIM HOMEpPOM, MPUCBOCHHBIM B CUCTeME «/Jlermo» mpu perucrparuu
JNOKyMeHTa. J[aToW MOCTYIUIEHHs] JOKYMEHTa B AJIMUHUCTPALMIO CYMTAETCs JaTa
OTIIPaBKU JOKYMEHTa B agpec AIMHUHHCTpAIMH, C Y4€TOM MPOTOKOJa JEHUCTBUMN
M0JIB30BATEJSI 10 OTIPABKE JOKYMEHTA.

DNEeKTPOHHBIC JTOKYMEHTHI, TIOCTYIIMBIIME B aJpeC TJaBbl AIMUHUCTpaIuu
ropoja Taranpora, mepBOTO 3aMECTUTENS II1aBbl A IMUHHUCTpAIu ropoga Taranpora
0 BOTIPOCAM TOPOJICKOTO XO3SHCTBA, 3aMECTUTENICH TJIaBbl A TMUHUCTPAIIUN TOpOJia
Taranpora OT Jpyrux  OpraHOB WJIM OpraHU3aldid 1O AJIEKTPOHHOM MOYTE,
MPUHUMAIOTCS OOIIMM OTJEJIOM U BKJIFOUAIOTCS B PaOOTy KaK BXOSIINE TIOKYMEHTHI.

10.2.5. JlokymMeHTBI, MOCTyNUBIIME B AJMUHUCTpalMio, oOOmUN OTAeln
COPTHPYET IO aapecaTaM, PyKOBOJACTBYSCh pacIpelleIeHUEM OOS3aHHOCTEH Mexay
3aMECTUTENIIMH  TJaBbl  AJIMUHHUCTpAllUM,  paclpeaenser  JOKyMEHThl  Ha
pErucTpUpyeMble U HE MOAJIEKAIUE PETUCTPALIUH.

[IpumepHbIli TepeyeHb HEPETUCTPUPYEMBIX JOKYMEHTOB TMPUBEJICH B
npuioxeHuu Ne 20 k UacTpyKium.

Pemenne o HampaBieHWH JOKYMEHTAa NPUHHMAETCS UCXOAS M3 €ro
CoJiep>KaHMs, HE3aBUCUMO OT TOr0, KOMY OH aJpECOBaH, 3a HCKJIIOYEHUEM IHCEM,
aIpECOBAHHBIX BBIMIECTOSIIMMU OpPTaHAMH KOHKPETHBIM JJOHKHOCTHBIM JIHIIAM.

HenpaBunbHo o¢oOpMIEHHBIE JOKYMEHTHI BO3BpAIIAOTCS  OTIPABUTEINIO.
OmuboYHO [OCTaBJIEHHAs KOPPECHOHJCHIMS MEPEChUIAETCS MO HA3HAYEHUIO WU
BO3BpaIaeTcs oTmnpaButento. [Ipu 3TOM Ha KOHBEPTE MPOCTABISAETCS OYKBEHHBIM
nuaekc «O3» — «oImMO0YHO 3acIaHHas.

Bxopsmue paokyMeHTbl Ha OyMaXXHOM HocuTene 0Oe3 mnoamnucH, 0e3
NPUJIOKEHUH, €CIM Ha WX HAIW4YUEe YKa3aHO B JOKyMEHTe (3a HCKIIOYCHHEM
oOpalieHuii rpaxziaH), B ClIy4yae, €Cld HUX TEKCT HE MOAJNAETCS MPOYTEHUIO, HE
PETUCTPUPYIOTCSI U BO3BPAIIAIOTCS OTIPABUTEITIO.

[louroBble  OTHpaBlEHUs, WMEIOIIME CTPAaHHBIA 3amMax WM  IBET,
NPEINONIOKATETPHO HWMEIONINE BIIOXKEHHUS, HE XapaKTepHble ISl TOYTOBBIX
OTIIpaBJICHUH, HE BCKpbIBalOTCA. O MOIYYEHUH MOJO3PUTEIBHOIO MOYTOBOIO
OTIIPaBJICHUS JTOKJIaIbIBAETCSl PYKOBOAMUTENIO OOIIEro OTAeNa U B OTJIEN IO paboTe ¢
IPaBOOXPAHUTEILHBIMU U aIMUHUCTPATUBHBIMH OpPTaHAMH.

[Ipu moCTyNIeHUM BXOMSIIETO JIOKYMEHTa B TIOBPEKICHHOM YITaKOBKE,
MOBPEXKJICHUNA JIOKYMEHTAa WM €ro MPWIOKEHUH, TPH OTCYTCTBUU B KOHBEPTE
(makere) TOKYMEHTa, €ro 4YacTH WJIN MPWIOKEHHH K HEMY COCTaBIISIETCS aKT B TPeX
IK3EMIUIIpax Ha OyMa)KHOM HOCHUTEJE, MOAMUCHIBAEMBIA TpeMsi paOOTHUKAMHU
00111eTO OTAEMA.

OauH HK3eMIUISIp aKTa BBICHUIAETCS OTMIPABUTENI0, BTOPOH BMECTE C
BXOJSIIMM JOKYMEHTOM [E€pelaeTcsi Ha perucrpanuio (eciu perucrpauus
BO3MOYKHA), & TPETUI OCTaeTcs B 0OIIEM OT/EIE.
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IIpn nmosydyenum mnoBpexneHHOro nokymenra B PK nmokymenTta B cucreme
«demo» B mnome «lIpumeuanue» pemaercsi oOTMETKa «JIOKyMEHT TMOJydYeH B
MTOBPEXKIECHHOM BHUJIE).

10.2.6. Peructpaius BXOJSAIIUX JIOKYMEHTOB, HE3aBHCHMO OT CIIOCO0Oa HX
JIOCTaBKH, OCYILECTBIISIETCSA OAUH Pa3 B MPEEax BbIICICHHBIX JOKYMEHTOIIOTOKOB.

Perucrtpanuss mnocTynmuBIIMX JOKYMEHTOB MPOU3BOJMUTCS IIYTEM BBOJAA
uHdpopmaluu o0 HHUX B cucremy «/leno», ckanupoBaHus (Uisi JOKYMEHTOB,
NOCTYNUBIIMX Ha OyMaXHOM HocuTene). PeructpannoHHBIE HOMEp OYEpEeIHOMY
JIOKYMEHTY MPUCBAUBAETCS CUCTEMOM «/len0» aBToOMaTH4eCKu.

Ha Bcex 3aperucTpupOBaHHBIX JOKYMEHTAX, 332 HCKIOYEHUEM JIOKYMEHTOB,
MOCTYNUBIIUX B (OpME HJIEKTPOHHBIX JOKYMEHTOB (M JJICKTPOHHBIX KOIHIA
JIOKYMEHTOB), B IPABOM HMKHEM YTy JIULIEBOW CTOPOHBI MEPBOIO JIMCTA JOKYMEHTA
MPOCTABIIAECTCS OTMETKA (PErMCTPALIMOHHBIN IITAaMIT) C YKAa3aHUEM JIaThl, BXOSILETO
pErucTpanoHHOrO Homepa. llltaMIl He NOJKEH HAHOCUTHCA HAa TEKCTOBYIO 4YacTh
JIOKyMEHTA.

Peructpanuss BXOOAIIMX JOKYMEHTOB OCYIIECTBISIETCA B  JEHb UX
MOCTYIIJICHUSI WJIM Ha CIEAYIONHi pabounii 1eHs. Ha nokyMeHTax, moCTyUBIIUX SO
16.00 Texyiero JHs, MPOCTABJISETCS PETUCTPALMOHHBIA HOMEp C yKa3aHUEM JaThl
noctymieHus. Ha nokymentax nocrynusmux nocie 16.00 qomyctrimo npoctaBieHue
PErUCTPallMOHHOTO HOMEpa € JaToil cienyromero padodero AHA (32 MCKIIIOUEHUEM
JOKYMEHTOB, CPOKM pErucTpanusi KOTOPBIX HPEIyCMOTPEHBI JIEHCTBYIOIIUM
3aKOHOJIaTEILCTBOM).

JlokymeHTBl ¢ mnoMeTkamu «Cpouno», «Becbma cpouHo», «BpyuuTh
HEMEJUICHHO» M TeJerpaMMbl 0oOpadaThIBAIOTCS M MEPENAlOTCd Ha PETrUCTpaIuio
HE3aMEJIUTEIBHO.

10.2.7. Tlpu perucTtpanuu BXOIAIIETO JOKYMeHTa B cucTeme «Jlemo» B PK
JOKYMEHTA BHOCSITCS CJIEIYIOLUE CBEACHUS:

PErUCTpallMOHHBI  HOMEp  (BXOASAIIMH) TMOCTyIUIeHUs  (MPOCTaBISAETCS
aBTOMATHYECKH);

JaTa MOCTYIUICHHS IOKYMEHTa (TIPOCTaBIIsETCS aBTOMAaTUYECKH );

KOPPECTIOHEHT (OpraHu3aIusi — aBTOP IOKYMEHTA);

pPEruCTpallMOHHBIN HOMEp U AaTa (MCXOALIMMN) MOCTYIUBILIErO JOKYMEHTA,;

(dbaMuus ¥ THULUANbI JIUIA, MOAMUCABLIETO JOKYMEHT;

cocTaB  (KOJIMYECTBO JIUCTOB OCHOBHOTO JOKYMEHTa M  KOJIMYECTBO
MPWIOKEHUH, 00I1Iee KOJIMYECTBO JINCTOB MPHIIOKEHUT);

daiin nokyMeHTa (JIEKTpOHHAs KOTUS JOKyMEHTA);

BH/JI IOCTABKU;

aapecar;

COJIepKaHME (3aroJIOBOK K TEKCTY).

Ecnu BXogsmmii JOKyMEHT NOCTYNHII B OyMa)kHOH (hopme, TO JUIsl MOJTydeHuUs
JIEKTPOHHON KOTMHMHU JIOKYMEHTAa OH JOJKEH OBbITh OTCKaHUpOBaH. JIOKyMEHT
CKaHHUpYETCsl TOCJIe TPUCBOCHUS €My PErMCTpallMOHHOrO HoMmepa, 3areM Kk PK
NPUKPEIUISIETCSl DJIEKTPOHHAs KOMHUS JOKYMEHTa C MPUWIOKEHUsAMH (IIpU  HX
HaJIM4Yun).

He ckaHupyloTcss W HE NPUKPEIUISIOTCS K PErMCTPallMOHHBIM KapTam
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CJIETYIONTNE JOKYMEHTHI:
comepxamme WHGOPMAIMIO OrPAHUYEHHOIO JIOCTYyMa: € OTMETKOM «/[ls
CIIy’kKeOHOT0 MoJb30Banus», «KonbuaenuansHo», «Kommepueckas TaitHay;
coliepKalllie TMEepPCOHANIbHBIE JIaHHbIE O pPa0OTHUKAX TOCYJIapCTBEHHBIX
OpraHoB,

OPWIOKEHUSI K COMPOBOJUTEIBHBIM MHChMaM, COJEPKaIlllMe CBEACHUS O
J0X0JaxX, pacxojax, 00 UMYIIECTBE U 0053aTeIbCTBAX MMYIIECTBEHHOTO XapaKTepa
TOCYJApPCTBEHHBIX CITY)KaIllUX, JIUII, 3aMEMIAI0NTUX TOCYIapCTBEHHBIE JOJDKHOCTH, H
WHBIX JIUII;

mpuwiaraéMble K THChbMaM HOTApUAIbHO 3aBEPEHHBIC, a TaKXKE CIIUTHIC
JIOKYMEHTBI, 3aBEPEHHBIC TTOAMUCHIO JOIKHOCTHOTO JIUIIA U TICYaThI0 OpraHU3allui, B
TOM YHCJe CyAeOHBIE penieHus (B MOCIETHEM Clydae CKaHHPYETCS TOJIBKO IepBast
CTpaHMIIA JOKYMEHTA), OpPUTHHAJ JOKYMEHTA TIEPEIaeTCs UCTIONHUTENIO (TTPH 3TOM B
PK BHOCHTCS COOTBETCTBYIOIIIEE TPUMEUYAHUE);

JIOKYMEHTBI, UMEIOIINE B CBOEM COCTaBE OOBEMHBIC CIIUTHIC MPHIOKECHUS
(Opo1ropbl, KHUTH, Ta3€Thl, )KypHAJIbI U TaK Janee) 00beMoM cBbIle 50 JIUCTOB;

JIOKYMEHTBI, 0(pOpMIICHHBIE HA TUCTaX GopMata, mpeBbiaroero A4;

HECHIUTHIC (HECOPOIIIOPOBAHHBIE) IOKYMEHTHI WU MPUITIOKEHUS K HUM OYEHb
00JBII0r0 00bEMa.

[Ipu peructpanyi TOKyMEHTa, SBISIONMIETOCS OTBETOM Ha HCXOASIIHIMA
JOKYMEHT WJIM MPUCIAHHOTO B JOTOJHEHUE K paHee HAlPaBICHHOMY JOKYMEHTY, B
PK noxymeHTa fienaercs COOTBETCTBYIOIIAS CChLIKA (CBS3KA).

[Ipu monmydeHWH TOBTOPHBIX AOKYMEHTOB IO OJHOMY W TOMY JK€ BOIIPOCY
3anoaHsATcs HoBble PK 1okyMeHTa co cchulkoOil (CBS3KOM) Ha BXOASAIIUNA HOMEp U
JaTy MPEIbIIYIIEeTro JOKYMEHTA.

[Ipu peructpanuy BXOASAIIMX JTOKYMEHTOB OJMHAKOBOTO COJEpXaHUSA, HO
HaIpaBJICHHBIX HECKOJBKUM aJipecaTaM, KaKJIOMYy U3 JOKYMEHTOB MPHUCBAUBACTCS
CBOW HOMED.

10.2.8. Uudopmaius o 3aperucTpUpPOBAHHBIX JOKYMEHTaX M MYTAX HX
MPOXOXKJIEHUS XPAaHUTCS B cucTeMe «/leno» M JocTymHa TOJDKHOCTHBIM JIMIIaM
AJMUHUCTpAIMU B COOTBETCTBUU C YCTAaHOBJICHHBIMH MPABAMHU JIOCTYTIA.

10.2.9. Bxonmsmmuii AOKYMEHT, HE3aBUCHMO OT TOIro, B KakoW ¢Gopme OH
nocTynuil (OyMaXKHOW WIIM DJIEKTPOHHOM), MOJUICKUT PETUCTPAIMH TOJBKO B TOM
ciIydae, €clid €ro Ka4eCTBO IMO3BOJISICT OJTHO3HAYHO U 0€30IMO0YHO MTPOYNTATh TEKCT
JTIOKyMEHTA M TIOHATH €T0 COJICPIKaHHE.

Ha kxadecTBO JOKyMEHTA BIMSIOT Cleayronue (hakTOphI:

KOHTPACTHOCTH (COOTHOIIIEHUE SIPKOCTH TEKCTa/(hoHA JOKYMEHTA);

YETKOCTh TEKCTA;

nedeKThl N300pakeHnsl («HATOJI3aHNE» CTPOK; TEMHBIE WM CBETJIbIC TISITHA U
TOMY MOJ00HOE);

«oOpe3anne» TEeKCTa 0 OJHOMY WJIM HECKOJIBKUM KpasiM.

Ecnim Ha peructpamuio TOCTYNMUI JOKYMEHT HEYIOBIETBOPUTEIHLHOTO
KauecTBa, TO paOOTHUK, PETUCTPUPYIOLIUN JOKYMEHTHI (J1ajiee - perucTpaTop), UMeeT
paBO OTKA3aTh B PETUCTPALMU JAHHOTO TJOKYMEHTA C YKa3aHUEM MPUYUHBI OTKa3a.

Ecnu noxymeHT conep:xut nomeTku «BecbMa cpouno», «CpouHo», «Bpyuuthb
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HEMEIJICHHO» HWJIM HM3 TEKCTa JOKYMEHTa CIEAyeT, YTO OH COJEPKUT CPOYHOE
MOpYy4YEeHUE WU cooOlleHne, Tpedyrollee HEMEUICHHON Mepeaadl, TO PerucTpaTop
JIOJDKEH 3apEerucTpUpOBaTh JTOKYMEHT, HEB3Upasi HAa €ro HEYIOBIECTBOPUTEIIBHOE
KaueCTBO, U HAIIPABUTh aJIpecary.

[Ipu cxanupoBaHUM OYMa)KHOTO JOKYMEHTa YJOBJIETBOPUTEIHLHOTO KayecTBa
PEruCTpaTop MOJKEH AOOUTHCSA MOJYYEHHUS JIEKTPOHHOM KOMHUHM 3TOr0 JOKyMEHTa
TaKXXe yJIOBJIETBOPUTEIBHOTO KaYeCTBA.

JIOKyMEHTBI, HalpaBJICHHblE 10 cucTeMe «/lemo» ¢ HapyleHuem
YCTAHOBJICHHOTO IIOPSAKA 3aIlOJIHEHUS PEKBU3UTOB PETMCTPALlMOHHOW KapThl
JOKYMEHTa, B TOM 4YHCIE HE wuMelone ¢ailia 3JIeKTPOHHOTO JIOKyMEHTa
(37IEKTPOHHOM KOIMH JOKYMEHTA), HE PAaCCMaTPHUBAIOTCS 10 YCTPAHEHUSI HApYLIECHUH.

B cnyyae ecnu 1o OOBEKTHBHBIM NPUYMHAM MPUIOKEHUE HE MOXKET OBITh
nepegaHo mo cucreMme «Jlemo», JOKYMEHT MPUHUMAETCS B padOTy TOJBKO MpH
dakTHUecKoi nepeaade MpUiIOKEHUs aapecary.

10.2.10. Koppecnionaenius, moaydeHHas u3 AnMmuHucTparuu IlpesmaeHTa
Poccuiickon  @epnepaunu, IlpaBurensctBa Poccuiickoii ®enepanuu, 1manar
®enepansHoro Cobpanust Poccuiickoit @enepanuu, oT wieHoB Coeta Depepanuu u
nenyratroB ['ocymapctBenHoir Jlymbr ®enepanbHoro Cobpanus Poccuiickoit
Qenepanuu, €CIM OHAa HE aJapecoBaHa KOHKPETHOMY JIMILy, B TOT JK€ JI€Hb
peructpupyercsi B cucreme «Jlemo» m HampaBisieTcs Uil pacCMOTPEHHUs TJ1aBe
AJIMMHUCTpaLUH, a B €r0 OTCYTCTBUE — JIOJDKHOCTHOMY JIMIY, UCIIOJIHSIOIIEMY €T0
00S3aHHOCTH.

10.2.11. Tlocne peructpanu TOKYMEHTOB, MOCTYNHUBIIUX Ha OyMa)KHOM
HOCHUTEJIE, OHM HAIIPaBIIIOTCS MO cucteMme «lleno» riiaBe AAMUHHCTpalMM ropoja
Taranpora, nmepBomMy 3aMECTUTENIO TJIaBbl AJMUHHCTPALMM ropoga TaraHpora mo
BOIIPOCAaM TOPOJCKOTO XO35MCTBA, 3aMECTUTENSAM TIJaBbl AJIMHHUCTpALMUM TOpoaa
Taranpora. OpuruHan AOKyMEHTa XpaHUTCA B OOIIEM OT/Aele, KpoMme Cy/eOHOM
KOPPECHOHAEHLIMY, HAIIPABJISIEMOU B IIPABOBOE YIIPABIICHUE.

10.2.12. Cpokud UCHOJHEHHUS] JOKYMEHTOB YKa3bIBAlOTCSI B  TEKCTax
JIOKYMEHTOB WJIU TTOPYYEHUH (PE30JTI01HiA) PYKOBOJIUTETIEH.

B cnywae, xorga B pe3osIOLMM HE YKAa3aH CPOK HCIOJIHEHUSA, HOKYMEHTBI
UCTIOJIHSIOTCS B TeueHue 30 KaleHJapHbIX JHEH C AaThl MOAMUCAHUs (YTBEPKICHHS)
JIOKYMEHTA, a MOCTYNHBIINE W3 JPYTMX OpPraHU3alMyd — C JaThl, CIEAYIOLIECH 3a
JaTON PETHCTPALIMU B cUCTEME «/Jlemmoy.

Eciu mnocnennuii  geHb Ccpoka HCHOJHEHUS JOKYMEHTa (MOpy4eHHs)
NPUXOAUTCS Ha HepadoOuui JAeHb, TO JOKYMEHT NOJJIEKHUT WCIOJHEHUIO B
OJIMDKAMIIMK CIIeTYIOMMM 32 HUM paboyuuil 1eHb.

[TonokeHUsT HACTOSILIETO TMOMIYHKTAa HE MNPUMEHSAETCS B OTHOLICHUH
JIOKYMEHTOB, CPOKH HCITOJIHEHHSI KOTOPBIX YCTaHOBJIEHBI (hefiepaibHbIMU 3aKOHAMU
(B TOM umcie aKThl MPOKYPOPCKOTO pearupoBaHMsl, MPEJACTAaBICHHUS KOHTPOJIHHO-
HAJ[30PHBIX OPTAHOB, OOPAIICHUS U 3alIPOCHI TPAXKIAH U OPTaHU3AIUH ).

Cpoku paccMOTpeHUsI OTIEIbHBIX BHUJOB JIOKYMEHTOB C MOMEHTa UX
perucrpauuyM 10 Iepelayd Ha  MUCIOJHEHWE YCTaHOBJIEHbl PernameHTrom
AJIMUHUCTpAaIUHU.

54


consultantplus://offline/ref=18646CF4380D672B1C8DAAA6D95B9D0CDA557856E2D4B39E4C1DB947C76861D6F3A71D4C8F91AED8FEE131441D275B6C0D494D6B4A527E8E7CFAD3T9n8G

KoHTposib UCHOJIHEHHS JOKYMEHTOB OpPraHU3yeTCs B COOTBETCTBHH C
PernamenTom paboTel AIMUHHUCTPALUH.

10.2.13. BepaecHue AeNONPOM3BOJCTBA B CTPYKTYPHBIX MOJpa3ICICHUIX H
opraHax AJMHMHHCTpAalMd C IpaBaMH IOPHIAYECKOIO JIMLA OCYIIECTBISAETCS
CHEUAINCTAMHM, OTBETCTBEHHBIMHU 3a BEJCHHUE JEJIONPOU3BOJICTBA, Ha3HAYECHHBIMU
IIPUKa3aMy HENOCPEIACTBEHHBIX PYKOBOJUTEIEH.

Ha coenuamucToB, OTBETCTBEHHBIX 3a BEICHHE JIEJIONPOM3BOJCTBA,
BO3JIaraeTcs BHIMOIHEHNE CIETYIOMINX 00S3aHHOCTEMH:

MIPUEM, YUET NOCTYNAIOIIUX TOKYMEHTOB B cucTteMe «Jlemo»;

perucTpanus UCXOISIIUX JOKYMEHTOB B cucteMe «Jlemnoy;

POBEpKa MPABHILHOCTH OPOPMIICHHS TOKYMEHTOB, UX PAaCChLIKA U OTIIPABKa;

MOATOTOBKA JJIsl  pyKOBOAMTENA HMHPOpManuu 00 HCHOJHEHHBIX H
HaXOJISALIMXCS HA UCTIOJHEHUHU JOKYMEHTAX;

CIIMCAHUE «B JIEJIO» UCIIOIHEHHBIX JTOKYMEHTOB;

(dopMupoBanue, opopmIIEHHE, YUET, XpaHEHHE U 00ecTieueHUE UCTIOIb30BaHU
JI€J1, HAXOISIIUXCS B JEJIOIPOU3BOICTBE;

NOJATOTOBKA M CBOEBPEMEHHAS IEpeiaya JIe]l Ha apXUBHOE XPaHEHHUE;

IPOBEICHUE HMHCTPYKTaka BHOBb IPUHATBIX COTPYIHHUKOB IIO BOIIPOCAM
OpraHu3anuu paboThl C JOKYMEHTAMH.

C conepxaHHeM CIIy>)KEOHBIX JTOKYMEHTOB MOTYT ObITh O3HAKOMJIEHBI TOJIBKO
JUIA, UMEIONIME OTHOIIEHHWE K WX HcmnoiaHeHuto. MHdopmanus, packpbiBaromias
COJIEp)KaHUE  YKa3aHHbIX  JOKYMEHTOB,  HE€  MOMJIEKUT  pa3rJAlIEHUIO
(pacpocTpaHeHHUIO).

Nudopmanus, comepkamiascss B CIy>KE€OHbIX JOKYMEHTaX M HMX HPOEKTax,
MOXET MCIHOJIb30BaThCS TOJBKO B CIYKEOHBIX UEIAX B COOTBETCTBUU C
MOJIHOMOYMSIMU JIOJDKHOCTHBIX JIML, paOOTaloOlUX WA 3HAKOMSILIUXCS C 3TOU
uHdopmaIuei.

Ilepen yxoooM B OTIYCK WM BBIE3IOM B KOMaHAMPOBKY COTPYIHHKH
CTPYKTYPHBIX MOJpa3fefieHui M OpraHoB AJMHMHHCTpPALMM O0s3aHbl YBEJOMMHTH
PYKOBOJHUTENSA O HAJU4YMM JIOKYMEHTOB CO CPOKOM HCIIOJIHEHMS, HACTYIMAOLIUM B
NIEPUOJT OTCYTCTBHSI.

PykoBoguTenbs CTPYKTYpHOrO NOApA3AEIEHUs M opraHa AJIMHUHHCTpaLUU
OINPEENSIET HOBOI'O UCIIOJHUTEIS U OTPAXKAET 3TO B MOPYUEHUH.

10.2.14. OtnpaBka JOKYMEHTOB YUYAaCTHHKAM HPOU3BOJUTCA IO CHUCTEME
«/eno» 6e3 co3manuss OyMakHOTO JIOKyMeHTa. OpUTHMHAIOM JTIOKYMEHTa B 3TOM
clly4ae CUMTAETCs PJIEKTPOHHBINA JOKYMEHT, 3apETMCTPUPOBAHHBIN B cucTteMe «Jlemo»
Y TIOJIMUCAHHBIN KBATU(PUIIMPOBAHHON AJIEKTPOHHOMN MOJIIUCHIO.

10.2.15. JIokyMeHTbI, pETUCTPUPYEMBIE U OTIIPABIIIEMbIE aJpecaTy Mo CUCTEME
«/leno», mnoanucanHeie ¢ nOpuMeHeHUeM Oll,  ABIAIOTCS  BIEKTPOHHBIMU
JOKYMEHTaMU U XpaHATCA B cUcTeME «/lesi0» B COOTBETCTBUH ¢ HOMEHKJIIATYpOH JIedl.

[Tpu HEOOXOAMMOCTH TepenaTh NOKYMEHT HE YYacTHHUKY CHCTEeMBbI «Jlemo»
MOJKET OBITh CO3/1aHa KOMHSI 3JIEKTPOHHOTO JOKYMEHTa Ha OyMa>kHOM HOCHUTEIIE.

Hcxondmme  JTOKYMEHTBl  CTPYKTYPHBIX — MOAPA3AEIEHUAd W OPraHoOB
AIMUHHCTpaUMM C [paBaMH  IOPUAUMYECKOTO JIMLIA  OTHPABISIOTCS  UMH
CaMOCTOSITEIILHO.
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10.2.16. OOmmMM OTHETOM OCYIIECTBISETCS OTHpaBKa JOKyMEHTOB Ha
OyMa)KHOM HOCHUTEJE, MOIMUCAHHBIX TJIABOM AJAMHUHUCTpalnuu ropojaa TaraHpora,
MEPBBIM 3aMECTHUTENEM TIJIaBbl AJMHUHHCTpAlMu ropoja TaraHpora mo Bompocam
TOPOACKOI0 XO3SIIICTBA, 3aMECTUTEISIMU TJIaBbl AAMUHUCTpauuu ropoja Taranpora.

10.2.17. JlokyMeHTBI, NOJ/JICKAIIUE OTMpPaBKe Ha OyMa)XKHOM HOCHUTEJE,
JOJDKHBL COJIEPXKATh CIEAYIOIINE PEKBU3UTHI: PErMCTPALMOHHBIN HOMEp, [ary,
MOJIHOE HAaWMEHOBAaHWE OpraHU3allld, B aApeCc KOTOPOM OHU HANpaBiSIOTCS, C
yKa3aHHEM IopuAnYecKoro agpeca. OTnpaBka TOKYMEHTOB (PUKCHUPYETCS B CUCTEME
«Jlemoy.

10.2.18. Ilucema B ajmpec opraHu3aivii, HE SBISIOMIMXCS YYacTHUKaMH, 3a
NOJANKCHIO TJIaBbl AJMUHUCTpaLMK ropoga Taranpora, IepBOro 3aMeCTUTENS IJIaBbl
AnvmuHucTpanuu ropojga Tarampora mo BOIpocaM TOPOACKOTO  XO3SMCTBA,
3aMECTHUTENIeH TJIaBbl AJMUHUCTpalMK ropoja Taranpora oQopMIIIOTCS B TpyMIe
nokyMeHToB «Mcxonsamme u3 AamuHucTpanuu r. TaraHpora (Ha OyMa)XHOM
Hocutene)». llpu 3ToM B mHChbME YKa3blBaeTCs MOJHBIA MOYTOBBIA ajpec
noiyyarens, a nOpu orBeTe Ha Bxoasumid gokymeHt B PKIIJ[ nenaercs
COOTBETCTBYIOIIAsA CBSI3Ka.

JIOKyMEHTBI, MOATMCAHHBIE PYKOBOAUTEIIEM U MOCTYNAIOIIME HA PETMCTPALIUIO
B rpynne aokymeHToB «Mcxomsmume w3 Anmubuctpauuu r. Taranpora (Ha
OyMa)XHOM HOCHTEJIE)», NPUHUMAIOTCS B PabOTy IpPHU HAJTUYUU JEHCTBUTEIIbHBIX
ANEKTPOHHBIX noAnuceit Ha ¢aitnax PKII/I.

[IpoeKThl TOKYMEHTOB, HalpaBJICHHbIE HA MOANUCH TIJIaBe AJIMUHUCTPALMH
ropoga Taranpora, nepBOMy 3aMECTUTENO TJaBbl AJIMHHUCTpPAUMU ToOpoaa
Taranpora 1o BOmpocaM TOPOJACKOTO  XO3fMCTBA, 3aMECTUTENSIM  TJIaBbI
AnMuHHCTpanuu ropoja TaraHpora NpoBEpSIOTCA CIEUUATUCTAMU MPUEMHBIX Ha
COOTBETCTBHE TpeOOBaHUSIM K O(OPMIIEHUIO JOKYMEHTOB, YTBEP)KICHHBIM
HACTOSIIIEW HWHCTPYKIMH © perjaMeHToM pabotel [lpaButenbctBa PoctoBckoi
o0nacTu.

JIOKYMEHTBI pacreyaThIBalOTCsl OOIIMM OTAEJIOM IOCJE UX PErUCTpaluu AJis
OTIIPABKH a/IpECaTaM.

Koppecnonaenius, noctynuBiias B OOMMHA OTAEN Uil PErUCTpaluUd U
otnpasku nociie 16-00, kpome CpoUHOM, OTIPABISAETCS CICIYIOMIUM JTHEM.

10.2.19. Ilepenucka Mexay Y4YacTHUKaMH, OpraHamMud BJIacTH U
opraHuzanusM, paboralmuMu B cucteMe «/lemo», ocyliecTBisieTcss ¢
MCIIOJIb30BAaHUEM CUCTEMBI «/Jlemmoy.

CrneunanucraMyd TPUEMHBIX TMEPBOIO 3aMECTHUTENs TJIaBbl AJIMHHHUCTpPALAU
ropoga Taranpora, 3amecTurene TJIaBel AAMUHHCTpauuu Tropoaa Taranpora
PETUCTPUPYIOTCS U OTIPABISAIOTCS JTOKYMEHTBHI 32 MOJMNUCHIO JTOKHOCTHBIX JIMII,
CO3JJaHHBIE B COOTBETCTBYIOIIUX I'PYNIIax JOKYMEHTOB B cUCTEME «Jlemoy.

10.3. 3akoHYEHHbIE JEIONPOU3BOACTBOM Jella OCTalOTCS B CTPYKTYPHBIX
NOJIpa3IETIEHUSAX AnMuHHCTpanuu TUTS CIIPaBOYHOM paboThl,
a 3aTeM B COOTBETCTBUM C HOMEHKJIATypol el B IMOpPSAKE, YCTAHOBJIEHHOM
WHcTpyKuumen, CcHalTcs B apXWB, NPH 3TOM HMX BJIEKTPOHHBIE JOKYMEHTBI
(o7eKTpoHHBIE 00pa3bl JOKYMEHTOB) H3BIMAIOTCS U3 CcHCTeMbl «Jlemo» u B
JANbHEMIIEM XPaHATCS C UCIOJIb30BAHUEM CUCTEMBI K APXUBHOE JIEIO».
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10.4. udopmamsi O 3aperucTpUpPOBAHHBIX JOKYMEHTaX M MyTSIX UX
IPOXOXKACHUS XPAHUTCS B 3JIEKTPOHHBIX 0a3ax cucteM «Jleno» u «ApXUBHOE AEI0»
U JIoCTynHa pabOTHUKaM AJIMUHUCTpPAllMUd B COOTBETCTBUU C 33JaHHBIMU IPaBaMU
JOCTYTIA.

11. PabGorta co ciyxeGHoM nHpopmarmei
10 O(UITHATBHBIM KaHaJIaM 3JIEKTPOHHON TTOUTHI

11.1. DnexkTpoHHass TOYTa — OJWMH U3 CIOCOOOB JIOCTaBKH, OTIPABKHU
uH(pOpMaITUU 1 0OMEHA €10 MEXTy OpraHU3aINSIMHU, UMEIONTUMU COOTBETCTBYIOIINE
TEXHUYECKHUE CPEACTBA, HO HE SBJISIIOIIMMHUCS Y YaCTHUKAMU CUCTEMBI «Jleno».

CnyxebHass uHdpopmalus, MpUHUMAEMas C HCIOJIb30BAHUEM AJICKTPOHHOMN
MOYTHI, UCTIOJHSAETCS HApaBHE C MEYAaTHBIMU JIOKYMEHTAMHU.

11.2. 3ampemaercs mnepenaBaTb MO JJICKTPOHHOW TIOYTE€  CBEACHUS,

coJieprKallue roCyJapCTBEHHYIO TaliHy, JOKYMEHTBI c MTOMETKOM
«Ins  cmyxeOHOro TMOJB30BaHMS» M HHYIO HMHGOPMAIMIO OrPAHUYEHHOTO
pacrnpocTpaHEHUs.

11.3. OTBeTCTBEHHOCTh 3a COJAEp)KaHUE IepeaBaeMod HHpoOpMaIUU
BO3JIaraeTCsi Ha MCIOJHUTENs, IOATOTOBUBIIEIO JOKYMEHT K Iiepenaye, W
PYKOBOJAMTEIS CTPYKTYPHOTO TOJIpa3iejeHUus] AJIMUHUCTPALIIH.

11.4. Ilepenaua m mpueM NOKYMEHTOB OCYIIECTBISIOTCS TOJBKO C BEAOMA
JMIIa, OTBETCTBEHHOTO 32 KOMIIBIOTEP, UMEIOIIUI TOCTYI K DJIEKTPOHHOM TOYTE.

KonTpons 3a WCHOIB30BAaHMEM KOMIBIOTEPOB, HMMEIOMIMX JOCTYN K
DJIGKTPOHHOW TMI0YTE, YCTAHOBJCHHBIX B TMOAPA3ICICHUSIX, OCYIIECTBIACTCA HX
PYKOBOAMTEISIMHU.

11.5. TexHMYECKYI0 TOJIIEPKKY M Pa3BUTHUE CUCTEMBI AJIEKTPOHHON MOYTHI
obecrieunBaeT MUHHCTEPCTBO U(PPOBOTO Pa3BUTHS, HHOOPMAITMOHHBIX TEXHOJIOTUN
u cBs3u PocToBCKO# 001acTH.

Anpec 3nekTpoHHO# mouThl AamunucTparuu: taganrog_adm@donland.ru.

11.6. Kaxmomy aOOHEHTy 5SJIEKTPOHHOM MOYTHI MO 3asBKE PYKOBOIUTEIS
BBIJICJISIETCSI WHIMBUIYAIbHBIA TOYTOBBIN SIIMK, Y€pe3 KOTOPBIM OCYIIECTBIACTCS
0OMEH JICKTPOHHBIMH COOOIIEHUSIMHU.

12. Opranuzanus 10KyMEHTO000pOTa B I€JIOMPOU3BOJICTBE

Opranuzanusi JOKYMEHTO000pOTa B JIEJIONPOU3BOJCTBE MPEACTABIAET COOOM
COBOKYNMHOCTb ~ BHJOB  paboT,  oOecreuMBaloOlMX  COXPAHHOCTb,  YYET,
CUCTEMATH3allMIl0  JOKyMEHTOB, (opmupoBanne u  odopmieHue Jel B
NEJONpPOU3BOACTBE, UX Tiepenauyy B  Taranwporckuit  ¢umuan I'KY PO
«T"ocynapcTBeHHBIN apxuB POCTOBCKOI 00J1aCTH» B COOTBETCTBUU C (efIepabHbIM U
00J1aCTHBIM 3aKOHOJIaTEIbCTBOM, TpeOOBaHUSIMH, YCTaHOBJICHHBIMU
rOCyAapCTBEHHBIMH CTaHAAPTaMH Ha JOKYMEHTBI, METOIWYECKUMH JOKYMEHTAMH
®denepaabHOro apXMBHOIO areHTCTBA.

12.1. YyacTHUKamMM 7 XpaHEHUs JOKYMEHTOB IOCTOSSHHOTO XpaHEHUs,
BPEMEHHOT0 XpaHeHus (cBbiuie 10 jieT) npuMeHseTCsl CUCTEMa KAPXUBHOE JIETIOM.
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12.2. B cucteme « ApXUBHOE JI€TI0» XPAHSITCS:

AJIEKTPOHHBIE JIOKYMEHTHI TOCTOSSHHOTO XpaHEHUs, BPEMEHHOTO CpOKa
XpaHEHUS,

AJIEKTPOHHBIE KOMHUH JOKYMEHTOB MOCTOSIHHOTO XPaHEHUsI, BDEMEHHOTO CpOKa
XpaHEHHUs, MOJYYEHHBbIE B pe3yJibTaTe CKaHUPOBAHMS JTOKYMEHTOB Ha OyMa)KHOM
HOCHTEJIE.

12.3. CoctaB IOKYMEHTOB, CO3JaHUE, XpaHEHHUE, UCIOJb30BaHUE KOTOPHIX B
cucteme «Jlemao» ocymiecTBisieTcst B opMe dIEKTPOHHBIX JOKYMEHTOB:

JOKYMEHTBI, I KOTOPBIX YCTAHOBJEH BpPEMEHHBIH CpPOK XpPaHEHUS:
IUTAHOBBIE, OTYETHBIE TOKYMEHTHI, MOJJIeKalre o000IeH!0; UH()OpMaIIMOHHBIE
JOKYMEHTBI; CHPAaBOYHBIE JOKYMEHTHI; JOKYMEHTHI 10 ONEPATHBHBIM BOIPOCaM, B
TOM 4YHCJE TMEpernucKa MeEXIy Y4YaCTHUKaMU CHCTeMbl «/leno»; BHYTpeHHss
NEpenucKa YYaCTHUKOB CHUCTEMBI «Jleyo»; TOKYMEHThl MO pPErucTpanuu, YYerTy,
KOHTPOJIXO U JPYTHE;

JOKYMEHTBI IOCTOSIHHOTO M BpeMEHHOro (cBeiiie 10 JieT) CpOKOB XpaHEHHus
co3alTcs B cucteme «Jleno» B BHJE AJIEKTPOHHBIX JOKYMEHTOB M Ha OyMa)KHOM
HOCHTEJIE.

12.4. ]JlokyMEHT TMOCTOSSHHOTO H BpeMeHHOro (cBbimie 10 JeT) CpokoB
XpaHEeHUs: Ha OyMa)XHOM HOCHTENE, MOJIUCAHHBbIA COOCTBEHHOPYYHOW MOJIUCHIO
JNOJDKHOCTHOTO JIMA@ W HMEKOIIMA OTTUCK II€4aTH, JOJDKEH COOTBETCTBOBATH
AIIEKTPOHHOMY  JIOKYMEHTY, 3aperucTpupOBaHHOMY B cucrteMe «Jlemo» wu
3aBepeHHOMY OII.

12.5. OTBETCTBEHHOCTh 3a COOTBETCTBUE JIOKYMEHTA, Pa3MEIIEHHOTO B
cucTteMe «ApXUBHOE JI€JI0», JOKYMEHTY Ha OYMa)KHOM HOCHUTENIE HECeT YYaCTHHK
CUCTEMBI «APXUBHOE JEJIO» B JIMUE COTPYAHUKA, PA3MECTHBIIETO JOKYMEHT B
cucTeMe «APXUBHOE JIETIOM.

12.6. CocrtaB »JEKTPOHHBIX JOKYMEHTOB, CO3/JaBAa€MbIX I10Jb30BATEIISIMHU,
YCTaHAaBJIMBAETCA B COOTBETCTBHUHM C HOMEHKJIATypamH Jell, yrBep:kaeHHbiMu OIIK
KOMUTETA 0 YIPABJICHUIO apXUBHBIM JieJIoM PoCTOBCKOI 0071aCTH.

OCHOBHBIMH BUAAMU pabOT, 00ECIEUNBAIOIIMMH MPABUIbHYIO OpraHU3aLUI0
JNOKYMEHTOB B JEJIONPOU3BOJICTBE, SIBISIFOTCS COCTaBJICHUE HOMEHKJIATYphl J€d H
dbopmupoBaHue Je.

12.7. CocraBiieHE HOMEHKIIATYPHI L.

12.7.1. HomeHknatrypa Aell — CHUCTEMATU3UPOBAHHBIA IEpEUYEHb 3arojOBKOB
(HauMeHOBaHUM) Jel, 3aBOAMMBIX B JEJONPOU3BOACTBE AJIMUHUCTpALUHU, C
yKa3aHUEM CPOKOB MX XpaHEHHUsI, 0(OPMIICHHBIN B yCTAHOBIEHHOM TOPSJIKE.

Homenknatypa gen mnpeAaHazHayeHa [l  OpPraHU3alMM  TPYIIIHUPOBKU
WCIIOJIHEHHBIX JIOKYMEHTOB B JieJla, CUCTEMAaTH3allMi U y4deTa JIeJl, ONpeesICHUS
CPOKOB HX XpaHEHUsI M SBJISETCS OCHOBOM [Jii COCTABJICHHMSI OINUCEH Jel
MOCTOSTHHOTO M BpeMEHHOro (cBbilie 10 JieT) XpaHeHus, a Takxke IJsi ydera Ae
BpeMeHHOTO (A0 10 JIeT BKIIOUUTENIBHO) XpaHEHU .

12.7.2. Ilpu cocTaBieHMH HOMEHKJIATYphl €N CJEeAyeT PYKOBOACTBOBATHCS
HacTosmen HMHCTpykuunen, IOJ0KEHUIMU O CTPYKTYPHBIX HOAPA3ACICHUAX U
opraHax AJMUHUCTpPALMK C MpaBaMHu IOPUINYECKOTO JIULA, IITATHBIM PAaCIIICAHUEM,
IUIaHAaMU M OTYETaMHU O padoTe, MEepPEUHSIMHU JOKYMEHTOB C YKa3aHHUEM CPOKOB HX
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XpaHEHMs, HOMEHKJIATypaMH JIeJ 3a npealecTByromue rojael. [Ipu aTom n3yvarorcs
U CHCTEMATU3UPYIOTCSA TOKYMEHTBI, CO3Aarolmuecss B AJIMUHUCTpPALMM, UX BUIBI,
COCTaB U COAEpKaHUE.

B AIMuHUCTpauuy COCTAaBIIIOTCA: HOMEHKJIATYpbl JIE€J CTPYKTYpPHBIX
NOApPA3AEIEHUN AJIMUHUCTPAMU, HOMEHKJIATYPhI €]l OPraHOB AJAMUHHUCTpPAIUU C
MpaBaMu IOPUIUYECKOTO JIMIA, CBOJHAs HOMEHKIATypa JEN CTPYKTYPHBIX
MOAPA3AEIECHUN AIMUHUCTPALUU.

12.7.3. HomeHknaTypa Jei CTPYKTYpHOTO Mojpa3fesieHus: AJIMHUHUCTPALUU
COCTABJISIETCSI  JIMIIOM, OTBETCTBEHHBIM 3a BEJICHHUE JICJONPOU3BOJICTBA B
CTPYKTYPHOM TOJpa3felieHud, C y4dacTHeM paOOTHHKA apXuBa AJIMHHHCTpAINH,
NOJNKCHIBAETCS PYKOBOJUTEIEM CTPYKTYPHOTO MOAPA3AEICHUS U MPEICTABISAETCS B
o0t otaen. BHOBb CO3/aHHOE CTPYKTYpHOE NoOJpa3ieieHue AJIMHHHCTpPALUU
00s3aHO B MECSYHBIM CpPOK pa3paboTaTh HOMEHKIATYpYy M€l CTPYKTYpPHOIO
HoJIpa3/iesieHus U MPEACTaBUTh €€ B OOLIUI OTAeI.

12.7.4. Homenkiatypa  nen  opraHa  AJMUHUCTpAallMM C  T[paBaMu
IOPUIUYECKOTO  JIMIA COCTaBIICTCS  JIMIIOM, OTBETCTBEHHBIM 34  BEJICHHUE
JEJIONPOU3BOJCTBA B OpraHe AJIMUHHUCTpAIMU C MPaBaMH HOPUAMYECKOrO JIMIA, C
yuactueMm padotHuka Taranporckoro ¢unmana 'KY PO «'ocynapcTBeHHBIN apXuB
PocToBckoii o6sactuy, MOANUCHIBAETCS PYKOBOJUTENIEM OpraHa AJIMUHUCTpPALUU C
paBaMy FOPUIMYECKOIO JIMIA W MPEACTABISIETCS HA COIJIAaCOBAaHUE HKCIIEPTHO-
IIPOBEPOYHON KOMMCCUH KOMMTETA MO YIPABICHHUIO apXHWBHBIM JeiIoM PocToBCcKOM
o0JnacTu.

12.7.5. CBogHasi  HOMEHKJIAaTypa Jel  CTPYKTYPHBIX  TOApa3eiIeHHUNA
AIMUHHCTpanuu (Zajnee — CBOJHAS HOMEHKJATypa Jell) COCTaBIIAETCS OOIIMM
oTneiaoM ¢ ydactueM pabotHuka Taranporckoro ¢umumana ['KY PO
«l'ocynapcTBeHHbI apxuB PocToBckol 0051acTH» Ha OCHOBE HOMEHKJATYp el
CTPYKTYPHBIX HOJIpa3AEICHUM.

12.7.6. CBogHas HOMEHKJATypa Jed TOJMUCHIBACTCS HAYaJbHUKOM OOIIETOo
OTIEeNa, COIIACOBBIBAETCA C HKCIIEPTHO-IIPOBEPOYHON KOMHUCCHUEH KOMHUTETa IO
yIPaBJICHUIO apXUBHBIM JeJIoM POCTOBCKOM 00JaCTH M YTBEPKAAETCS 3aMECTUTEIIEM
ri1laBpl AJMHUHHCTpauuu ropoaa TaraHpora IO OpraHM3allMOHHO-TIPABOBBIM H
KaJIpOBBIM BOIIPOCAM.

12.7.7. CBopgHas HOMEHKJIaTypa Jel M HOMEHKJIATypbl JE€l OpraHoB
AJIMUHHCTpAMU C MPaBaMHU OPUIUYECKOTO JIMIA COTJIACOBBIBAIOTCS C AKCIEPTHO-
IIPOBEPOYHON KOMHUCCUEH KOMMTETA I10 YIIPABICHUIO apXUBHBIM J1€JIOM POCTOBCKOM
0o0JaCTH HE pPeXe OJHOro pasa B 5 JeT, eclid B AJMUHUCTpAIMM WIM OpraHax
AJIMUHHCTpAMM C TpaBaMu IOPUAMYECKOTO JiMLA He ObUI0O CTPYKTYpPHBIX
V3MEHEHUN.

12.7.8. CBoiHasi HOMEHKJIAaTypa Jiel U HOMEHKJIATyphl Jiel OpTraHoOB
AIMUHHCTpaUuu € MpaBaMH OPUIMYECKOrO JIMIA €XKEroAHO YTOUHSIOTCA 10 31
neKadps ¥ BBOAATCS B IeHCTBUE C | sTHBapsI CIEAYIOUIET0 KaJeHIapHOro roja.
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12.7.9. Tlocne yTBepKACHHsI WM yTOYHEHUS CBOJHAS HOMEHKIIATypa JIeN U
HOMEHKJIATyphl JIeJl OpraHoB AJIMUHUCTpAIMU C MpaBaMHU HOPUAMYECKOrO JIMIA
BHOCSITCA B 9JIEKTPOHHOM BHJI€ B CUCTEMBI «/le710» U «ApXUBHOE ACII0.

12.7.10. CBonHass HOMEHKJIaTypa JeJ T[edaTraercs B TpeX OK3eMIUIApax.
[lepBblil yTBEP>KIIEHHBINA SK3EMIUIIP HOMEHKIIATYpbl €] SBIAETCS JOKYMEHTOM
MOCTOSIHHOT'O CPOKa XPaHEHHUs M BKJIIOYAETCS B HOMEHKJIATYpy A€l B pa3jiell 00IIero
otnena. Bropoi sk3eMIUisip UCIONIb3yeTcs B kKauecTBe paboyero. Tpetuil nepenaercs
B Taranporckuit punmmnan I'KY PO «'ocynapctBennslit apxus PocToBckoit 06mactu.

12.7.11. Ha3BaHusiMu pa3/ieoB HOMEHKJIATYpPHI A€l SBISIOTCA HAaUMEHOBAHHUS
CTPYKTYPHBIX TMOJpa3icieHuid. B CBOOHOM HOMEHKJIAType JAed  pa3lelibl
pacrosaraloTcs B COOTBETCTBUU C YTBEPXKICHHOW CTPYKTYypOll AJMHUHUCTpAlUU U
KJIACCU(PUKATOPOM CTPYKTYPHBIX TIOJpa3AeNeHUl, OpraHoB AJMHHHUCTpAIMA C
IpaBaMH IOPUINUECKOTO JIHIA, TT0JIBEJOMCTBEHHBIX YUPEKICHUIN U MIPEATIPUATHIH.

12.7.12. B cBOAHYIO HOMEHKJIATYpy JieJl BKJIIOYAIOTCS 3arojoBKU [T,
OTpaXxarolllue BCE JIOKYMEHTHUPYEMbIC HAMPABICHUS JESITEIBHOCTH CTPYKTYPHBIX
nojipasieNieHuit A IMUHUCTpAIUH.

B HOMeHKIaTypy Jies1 He BKIIOYAIOTCS IEPUONYECKIE U3aHusl.

12.7.13. I'padppl HOMEHKIIATYPHI €T 3aMOTHIIOTCS CIASAYIOMNUM 00pa3oM.

B rpade 1 HOMEHKIATyphl J1e7T TPOCTABISIOTCS HWHACKCHI Ka)XXIOTro Jena,
BKJIFOUEHHOTO B HOMEHKJIarypy. MHIekc Jena COCTOMT W3 YCTaHOBJIEHHOIO B
AnMuHHCTpauuu UU(PPOBOTO 0003HAYEHMs] CTPYKTYPHOIO TOJApA3JEICHUs U
MOPSIKOBOTO HOMEpA 3arojioBKa Jiejia M0 HOMEHKJIAType B Mpefesiax CTPYKTYPHOTO
noapazaeneHus. MHpekcel nen oOo3HadaroTcs apadbckumu 1udpamu. Hampumep:
60.06.04-05, rme 60.06.04 — oGo3HaueHHWe CTPYKTYpHOTO mompasnencHus, 05 —
MOPSIKOBBI HOMEP 3aroJIOBKa Jieia 0 HOMEHKJIIaType.

B rpady 2 HoMeHKIaTyphl J1e7 BKJIFOYAIOTCS 3ar0JIOBKH /1€ (TOMOB, 4acTei).

3aroj0BOK Jiefia JOJDKEH YEeTKO, B 0000IIEeHHONW (opMe OTpakaTb OCHOBHOE
COJIEp’KaHUE U COCTAaB IOKYMEHTOB JIefia.

He gomyckaercs ymoTpeGieHue B 3arojioBKke  JiejJa HEKOHKPETHBIX
bopMyIMPOBOK («pa3Hble MaTepHalbl», «OOIIas MEepenuckKka» M T.O.), a TaKKe
BBOJIHBIX CJIOB U CJIOXHBIX 00OPOTOB.

3arojioBOK JieJla COCTOMT M3 3JIEMEHTOB, pacIojlaraéMblX B ClEAYOLIEH
MOCJICIOBATEIPHOCTA: Ha3BaHWE BUJA Jena (mepenucka, KypHal W T.JO.) WIA
Pa3HOBUAHOCTH JOKYMEHTOB (IIPOTOKOJIBI, MPUKa3bl U T.I.); HAWMEHOBAHHE OpraHa
BiIact (AIMUHHUCTpalusi ropoja TaraHpora) WIM CTPYKTYPHOTO MOApa3IeICHUs
(aBTOp JOKyMEHTa); Ha3BaHWE OPraHU3allM{, KOTOPOW OYyAyT aapecoBaHbl WJIH OT
KOTOpOi OyayT MOMydeHbl JOKYMEHTHI (ajpecaT WM KOPPECHOHIEHT TOKYMEHTA);
KpaTKOe CcojepXaHhe JTOKyMEHTOB [Iejia; Ha3BaHHE MECTHOCTH (TeppUTOpPHUN),
C KOTOpPOH CBSI3aHO COJEp)KaHWE TOKYMEHTOB Jefa; faata (Imepuoia), K KOTOpOH
OTHOCSITCSI JOKYMEHTHI Jiefa (TUIaHbl U OTYETHI).

B 3aromnoBkax nen, conxepikalux JOKYMEHTHI MO OJHOMY BOIIPOCY, HO HE
CBSA3aHHBIX IMOCJICIOBATEILHOCTHIO  HWCIOJHEHHS, B KadecTBE BUJa Jeia
yIoTpeOsieTCsl TEPMHUH «IOKYMEHTBI», a B KOHILIE 3ar0JIOBKA B CKOOKaX yKa3bIBAIOTCS
OCHOBHBIC PA3HOBHIHOCTH JOKYMEHTOB, KOTOPBIE JAOJKHBI OBITH CTPYIIIUPOBAHBI B
nene (TJIaHbl, CIIUCKH, JOKIAIbI U T.1.).
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Hanpumep:

I[OKYMCHTI)I O IMMPOBCACHUHN TCMATHYCCKHUX BBICTABOK
(HJ'IaHLI, CIIMCKH, JOKJIAAbl, XapaKTCPUCTHUKH BKCHOHaTOB)

B 3arosoBkax nen, coaepKalux NePEenrucKy, YKa3blBaeTcs, ¢ KEM U 10 KAKOMY
BOIIPOCY OHA BEJETCS.

B 3arosmoBkax  gmenm,  coaepiKalUMX ~— IEPENMCKYy € OJHOPOAHBIMHU
KOPPECIOHIEHTaMH, ITOCJIEIHUE HE YKa3bIBAIOTCS, @ YKa3bIBAETCS UX 00IIEe BUIOBOE
Ha3BaHUE.

Hamnpumep:

Ilepenncka ¢ pyKOBOAUTEISAMHA OpraHU3aIui 1
peanpusaTui ropoga Taranpora

B  3arosmoBkax  gen, coaepKaluMx — IEPENUCKy C  PasHOPOJAHBIMU
KOPPECHOHAEHTAMHU, ITOCIIECAHUE HE TIEPEUNUCIISIFOTCSL.
Hanpumep:

HGPCHI/ICKa 00 opranmn3alvy CCMHHAPOB U COB@H_[aHI/Iﬁ
I10 BOIIpOCaM NOKYMCHTHPOBAHUA ynpaBHCquCKOﬁ ACATCIIbHOCTHU

B 3aronoBke nena yka3plBaeTCsl KOHKPETHBIN KOPPECIIOHAEHT, €CIIN MEPENHUCKa
BEJIETCS TOJIBKO C HUM.
Hanpumep:

[lepenucka ¢ MUHUCTEPCTBOM 00pa30BaHUS
10 BOIIpocaM y4eOHO-METOINYECKON pabOThI
Ecnu copepxanue nena kacaercs OAHOM aJIMUHHUCTPATUBHO-TEPPUTOPUAIIBHON
eIMHUIIBI (HACEJICHHOTO IMMyHKTa), e (€r0) Ha3BaHUE YKa3bIBACTCS B 3ar0JIOBKE JIeTa.

Hanpumep:

[lepemmcka ¢ OGIacTHBEIM My3eeM KpacBeACHHUS
(r. PoctoB-Ha-/{oHy) 00 UCIIOIB30BaHUHU YKCIIOHATORB

B 3arosioBkax jen, cojepikaniux TUIAHOBYHO WJIM OTYETHYIO JOKYMEHTAIIHIO,
yKa3bIBaeTcs nepuo (KBapTai, rof), Ha (3a) KOTOPBIA COCTaBJICHBI TIJIaHbI (OTYETHI).
Hanpumep:
I'omoroit otyeT 3AO «KHHra» 00 UCIIOJTHEHUN CMETHI IO OIOIKETY
[Topsimox pacmoyioxkeHUsl 3arojJOBKOB JieJl BHYTPHU pa3/iesioB U MOAPA3IEIIOB

HOMCHKIJIATYpPbI A€ OIIPEACIIACTCA B COOTBCTCTBUU CO cXeMou cucreMatTui3alnmnu IC71,
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COrJJaCHO METOJWYECKHM PEKOMEHJAUUsAM KOMHUTETa [0 YIPABICHUIO apXWBHBIM
nesnoM PocToBckoi o01acTy.

3aroyioBKM JIeJ1 MOTYT YTOUHSTHCA B poliecce GopMUpPOBaHUS U 0(DOPMIICHHUS
Jed.

['pada 3 HOMEHKIATYpPHI J1E] 3aMOIHSIETCS 0 OKOHYAHUH KaJIeHIapHOTO Toja.

B rpade 4 ykaspiBaroTcs CpOK XpaHEHHs Jejia, HOMepa CTaTeil Mo MepeyHIo,
a IpU €ro OTCYTCTBHM — MO THUIOBOM WJIM NPUMEPHON HOMEHKIATYpE NEH, WIN
JPYTOii, COTJIACOBAHHBII C ApXUBOM, CPOK XPAHEHHS.

B rpade 5 nmpocTtaBmsroTcsT ~ OTMETKM O  3aBEACHUU  JIena,
0 mepexoseM aeie (Hanpumep, nepexossiiee ¢ 2021 rona).

12.7.14. Tlo okoHYaHWU TOAA B KOHIIE HOMEHKJIATYPHI JIEJ JeJIAeTCs UTOTOBAs
3aMuCh O KOJIMYECTBE 3aBE/ICHHBIX A€ (TOMOB).

12.8. ®opmupoBanue u 0popMIICHUE JEIL.

12.8.1. ®opmupoBaHue €1 — rpyNIIMPOBKA UCIIOIHEHHBIX JOKYMEHTOB B JI€a
B COOTBETCTBUU C HOMEHKJIATYPOU JI€] U CHCTEMATH3alusl JOKYMEHTOB BHYTPH J€JIa.

12.8.2. [lena bopmupyroTcs B CTPYKTYPHBIX NOAPA3ACTECHUSAX
AJIMUHHCTpAaIUH.

Enununeit yuera 3JIeKTpOHHOTO JOKYMEHTA SIBJISIETCS JJIEKTPOHHBIN JTOKYMEHT,
3apEruCTPUPOBAHHBIN B cucTeME «/leno».

HcnonHeHHble  3JEKTPOHHBIE JOKYMEHTHI TPYNIHPYIOTCA B JieJa B
COOTBETCTBUM C HOMEHKIarypod pen. Ilpum cocTraBieHMM HOMEHKIATYpbl el
CTPYKTYPHOTO MOJIpa3eIeHUs YKa3bIBAECTCS, YTO JI€JI0 BEAETCS B AJIEKTPOHHOM BHJIE.
DONEKTPOHHBIE JOKYMEHTBhl TMOCJAE€ MX HCIOJHEHHUS TMOJJIeXaT XPaHEHUI0 B
YCTAaHOBJICHHOM TIOPSJIKE B TE€YEHHE CPOKOB, MPEAYCMOTPEHHBIX ISl AHAIOTMYHBIX
JIOKYMEHTOB Ha OyMa)XHOM HOCHUTEJE.

12.8.3. KonTponbp 3a mpaBUibHBIM (DOPMHPOBAHUEM €T OCYIIECTBISETCS
JIMIIOM, OTBETCTBEHHBIM 3a JIEJIONPOU3BOJICTBO.

12.8.4. Tlpu dbopmupoBanuu aen HeOOXOAUMO COOIOATH CIEIYIONTUE OOIIHe
IpaBuia: MOMENIaTh B JIEJIO TOJIBKO MCIOJHEHHBIE JOKYMEHTBI B COOTBETCTBUH C
3aroJIOBKaMu JIeJ 10 HOMEHKJIAType; TPYNIHMPOBATh B JIE€JIO0 JOKYMEHTBI OIHOTO
KAJICHJAPHOTO T'0/1a, 32 UCKIFOYEHHEM IEePEXOIuX JIE]; pa3iesIbHO TPYNIUPOBAThH
B Ji€JIa JOKYMEHTBHI IOCTOSIHHOTO MW BPEMEHHOI'O CPOKOB XpAaHEHMS; B JIEJIO HE
JIOJKHBL TTOMEIIAThCS TOKYMEHTBI, MOJJICKAIIUE BO3BPATy, JHUIIHUE SK3EMILISPHI,
YEpHOBUKH; MO 00bEMYy J€J0 He AOKHO mpeBbliaTh 250 muctoB. Ilpu Hanuuuu
B JIeJIe HECKOJIbKUX TOMOB (YacTeil) MHIIEKC M 3arojIOBOK Jelia MPOCTABISIOTCA Ha
Ka)kJIOM TOME C JJOOABJIEHHEM «T. 1», «T. 2» U T.1I.

12.8.5. JlokyMeHTbl BHYTpPM [i€Jla pacIoJiaraloTcsi B XPOHOJIOTHYECKOM,
BOIIPOCHO-JIOTMYECKOM MOCIEA0BATEILHOCTH WIIM UX COYETAHUU.

PacniopsauTenbHble  TOKYMEHTBl TPYNIHUPYIOTCS B Jejla 1O BUJIAM U
XPOHOJIOTMH C OTHOCSIIIIUMUCS K HUM ITPHIIOKEHUSMU.

B otaenbHbIE nea MO XPOHOJIOTMM, B 3aBUCMMOCTH OT BHAA JTOKYMEHTOB,
bopMHpYIOTCS KOTIMH MPABOBBIX MTOKyMeHTOB [IpaBuTenncTtBa PocToBCcKO# 00nacTw,
IPaBOBBIX aKTOB AMUHHCTpauuu U Pemenuit ['opoackoii {ymsl roposna Taranpora.
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[Tonoxenus, WHCTPYKITUH, YTBEPKICHHBIE pacnopsIuTeIbHBIMH
JIOKyMEHTaMH, SBISIIOTCS NPUIOKEHUSIMU K HHUM U TPYNIHUPYIOTCS BMECTE C
YKa3aHHBIMH JIOKYMEHTaMHU.

PacniopspkeHusi, MOCTaHOBIEHUS AJMUHUCTpAIlMM, 3aMECTUTEICH TJIaBbl
AnMuHHCcTpanuu ropoja Taranpora rpynnupyrTCsS OTIEIBHO MO KaXJAOMY BHUIY
MPaBOBBIX AKTOB.

[IpoTokonbsl B jene pacrnoiaraloTcsi B XPOHOJIOTHYECKOM TMOPSAKE TI0
HOMepaM. JIOKyMEHTBI K TIPOTOKOJAaM, CTPYHIUPOBAHHBIE B OTIEIBHBIC €A,
CUCTEMATU3UPYIOTCSI BHYTPHU JieJia 0 HOMEpaM MPOTOKOJIOB.

YTBepKICHHBIC TUTAHBI, OTYETBI, CMETHI, JUMUTHI, TUTYJIbHBIC CIUCKH U
JIPYTUE TOKYMEHTHI TPYMIHUPYIOTCS OTACIBHO OT MPOCKTOB.

JIOKyMEHTBI B TUYHBIX JCJIaX PACIIOIararoTCs 0 MEepe UX MOCTYTUICHHUSI.

Benenne nen MyHUIIMNANBHBIX CITY)KAIIUX OCYIIECTBIIIETCS B COOTBETCTBUH C
Vkazom Ilpesugenta Poccuiickoit ®enepamuu ot 30.05.2005 Ne 609 «O6
yrBepkaenun  [lonokeHus o0  TEpCOHAJIBHBIX  JaHHBIX  TOCYAapCTBEHHOIO
rpakaaHCKoro ciyxaiiero Poccutickoit @enepaniuu v BEJIGHUU €ro JUYHOTO JIeay.

[lepenucka  rpymmupyercss 3a  MHepuoj  KaJeHAApHOTO  Troja W
CUCTEMATU3UPYETCS B XPOHOJOTUYECKOH MOCe10BaTeabHOCTH. [Ipu BO300HOBIEHNT
MEPEeNUCKA IO OIpPEJCICHHOMY BOIPOCY, HAYaBIICHCS B NPEIbLAYIIEM TOIY,
JIOKYMEHTBI BKJIIOYAIOTCS B JIEJI0 TEKYIIEro Troja ¢ yKa3aHWeM HHJEKca Jena
MpeAbLIYIIEro roja.

12.8.6. JIokyMEHTBI MIOCTOSTHHOTO CPOKa XpaHECHHS TOJJIeKaT 0POpPMIICHHUIO B
nena mo okoHuyanuu roga. OdopmieHue aena BKIOYAET B ce0sl KOMIUIEKC paboT 1o
ONMMCAHMIO JieJla Ha OOJIOKKE, OpOIIIOPOBKE, HyMEpaluu JIUCTOB U COCTAaBJICHHIO
3aBEPUTEILHON HAMUCH.

Homepa nucToB aena mpoOCTaBISIIOTCS Ha JIMCTAaX KapaHAAlloM B IIPABOM
BEPXHEM YTITy.

OdopmiieHHe TOKYMEHTOB B Jiella TPOBOJUTCS OTBETCTBEHHBIMHU 32
JIEJIONIPOU3BOJICTBO B CTPYKTYPHBIX  TOJpa3JeieHUusIX  pabOTHUKAMH  TIPH
METOIMYECKON MOMOIIHN OOIIEro OTAeA.

12.8.7. B 3aBHUCHUMOCTH OT CpPOKOB XpaHEHHUS TPOBOJIUTCS TIOJHOE WIH
yactuaHoe oopmienne aen. [lomHomy opopmMiteHH 0 TTOAIekKAT Jieja MOCTOSTHHOTO,
BpeMeHHOro (cBbimie 10 7eT) XxpaHeHuss W 1O JUYHOMY cocTtaBy. I[lomHoe
odopmiieHHE JeNna TpeaycMaTpuBaeT: oopMiieHHe PEeKBU3UTOB OOJIOXKKHU Jeia TI0
ycTaHoBlieHHOW (opme (mpuioxkenue Ne 14); Hymepamuioo JHUCTOB B JeJe€;
COCTaBJICHME JIMCTa-3aBeputensi Jena (mpuioxkenue Ne 15); cocraBieHue B
HEOOXOJIMMBIX CITy4yasX BHYTPEHHEH OMHCH JOKYMEHTOB jena (mpuioxkenue Ne 16);
MOJIIMBKY M TIEPEIUICT Jiejla; BHECCHHUE HEOOXOAMMBIX YTOUYHCHHH B PEKBH3UTHI
00JIOKKH Jea.

12.8.8. O6GnoxKa jaena mocTosTHHOTO, BpeMeHHOTO (CBbImIe 10 j1eT) XpaHeHus u
10 JINYHOMY COCTaBy O0(hOopMIISIETCS IO YCTaHOBJICHHOU (hopme.

PexBu3uTHI, MpocTaBiIsieMble Ha OOJOXKKE Jena, OPOPMIISIOTCS CISAYIOIMIUM
oOpa3zoM: «AaMuUHHUCTpamusi Topoja TaraHpora» — yKa3bIBaeTCS TOJHOCTHIO B
UMEHUTEITFHOM TAJIeKe, «HAUMEHOBAHWE CTPYKTYPHOTO TIOIPA3ACICHUSD» —
3aMKCHIBACTCS HAMMEHOBAHUE CTPYKTYPHOTO TMOApa3/efieHuss AIMHHHCTPAllUA B
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COOTBETCTBUM C YTBEPKIECHHOW CTPYKTYpOHl; «UHIEKC JAela» — IPOCTaBIAETCS
nudpoBoe 0003HAUCHUE Jiesla 0 HOMEHKJIATYpe Jea AJIMUHUCTPAIUH; «3ar0JI0BOK
Jienay TEePEeHOCUTCS M3 HOMEHKJIATYpbl Jell AJIMUHUCTPALUU, COTJIACOBAHHOM C
HKCIIEPTHO-TIPOBEPOYHON KOMHUCCHUEH KOMUTETa [0 YIPaBICHUIO apXUBHBIM JEJIOM
PocToBckoit oOnactu; «mata Jena» — yKasbiBaeTcsi rojl (Tolibl) 3aBeleHUs MU
OKOHYAHUS JIejia B IeJIOTPOU3BOJICTBE.

JaToil nen, comepx alux pacrnopsIUTEIbHYI0 JOKYMEHTAIMIO, a TaKXKe IS
JeJ, COCTOSIIIUX W3 HECKOJbKUX TOMOB (YacTei), SBISIIOTCS KpallHUE JaThbl
JOKYMEHTOB Jena, T.e. JaThl (YUCIO, MECSI, TO0Jl) perucTpanuu (COCTaBJICHUSA)
CaMOr'0 PaHHEro W CamMoro MO3JHEr0 JOKYMEHTOB, BKIIOUEHHBIX B Jieo. Ilpu 3Tom
YUCIIO M TOA O0O3HauaroTcs apabckumu nudpamMu, Ha3BaHUE MeCSa MHUIIETCS
CJIIOBAMH.

B nensx obecriedyeHus: COXpaHHOCTU U 3aKPEIJICHUS MOPSAIKa pacloNOKEHUs
JIOKYMEHTOB, BKJIIOUYEHHBIX B JEJI0, BCE €ro JIHMCThI, KpOME JIMCTa 3aBEPUTENS U
BHYTPEHHEH oONucH, HyMepyroTcs. JIMCTbl HymMepyroTcsi IPOCThIM KapaHIalloM B
IIPaBOM BEPXHEM YTIIy JIUCTA.

JIucTel Ael, COCTOSIIMX U3 HECKOJBKHX TOMOB WJIM YacTE€Wd, HYMEPYIOTCS IO
Ka)XZI0MYy TOMY (4acTH) OTAEINBHO.

dortorpadun, UepTe KM, AMArpaMMbl W JIpyTU€ WUTIOCTPUPOBAHHBIE U
cielupuUeckue JOKYMEHTHI, IMPEICTaBISAIONINE CAMOCTOATEIbHBIA JIMCT B JEIIE,
HYMEPYIOTCS Ha 00OPOTHOU CTOPOHE B JIEBOM BEPXHEM YTIIY.

[ToamuTeie B 1€710 KOHBEPTHI C BIOKEHUSIMUA HYMEPYIOTCS: CHayaja KOHBEPT,
a 3aTe€M OYepEIHBIM HOMEPOM KaXkJI0€ BJIO)KEHUE B KOHBEPT.

[locne 3aBepiieHHs HyMeEpalMd JIMCTOB COCTaBIISICTCA 3aBEpUTENIbHAS
HAJNUCh, KOTOpas pacrojaraerca B KOHIE Jena. 3aBepUTeNibHas HaJIuCh
COCTaBIJISIETCSI B JIeJIe HAa OTACJIbHOM JIMCTe-3aBepuTene Jena. B 3aBepuTenbHOU
HaAMUCH LrdpaMu U IPONUCHIO YKA3bIBAIOTCS KOJWYECTBO JIMCTOB B JIaHHOM JIETIE,
O0COOEHHOCTH OT/CNIbHBIX JIOKYMEHTOB (4epTexH, poTorpaduu, puCyHKH! U T.I1.).

3aBepuTeNbHAs HAANUCh TOJNUCHIBAETCS €€ COCTABUTEIEM C YKa3aHHEM
pacin@poBKU MOJINUCH, JAOKHOCTH M JlaThl cocTaBieHus. KoiaumdecTBo JHMCTOB B
Jiesie IPOCTaBIsIeTCs Ha 00JI0XKKE JieJia B COOTBETCTBUH C 3aBEPUTEIBHON HAIITUCKIO.

PexBu3utr «Cpok XpaHeHMs Jela» IEepPeHOCUTCS Ha OOJOXKKY Jena u3
COOTBETCTBYIOIIE HOMEHKJIATYPBI JI€J TOCJIE€ CBEPKHM €ro CO CPOKOM XpaHEHUs,
yKa3aHHbBIM B TIEPEYHE THUIOBBIX YIPABICHYECKUX AapPXHUBHBIX JOKYMEHTOB,
oOpa3yloluxcsi B MpoIEecce AEATENbHOCTH TOCYJAPCTBEHHBIX OPraHOB, OPraHoOB
MECTHOTO CaMOYIIPaBJIEHUS U OpraHU3alluid, C yKa3aHHUEM CPOKOB XPaHEHHS.

Ha genax nmocTOSHHOTO XpaHEHUs MUIIETCA: « XPAHUTh TOCTOSIHHOY.

ApxuBHbIl mmdp nena (Homepa ¢GoHAA, OMHMCH, JAejia) Ha OOJIOXKKAX Jien
MOCTOSIHHOTO XpaHeHus Tnpocrtasisiercas B Taranporckom ¢uiunane I'KY PO
«T'ocynmapcTBeHHbI apxuB PocToBckoW o0O0nacTu» YepHWIAMH TOJBKO TOCIE
BKJIFOUEHUSI ATHX JeJl B TOJOBBIE pAa3leibl CBOJHBIX OINHUCEH, YTBEPIKIECHHBIX
AKCIEPTHO-MPOBEPOYHON KOMHUCCHUEM.

Ha o0noxkax [eia MOCTOSIHHOTO XpaHEHHUsS MpPEeayCMaTpUBAeTCs MECTO IS
HAaUMEHOBAHHUSA apXHBa, B KOTOPBINA OYIyT epeaaBaThCs Aena.

64



[To oxoHYaHWMM TOAA B HAJMUCH HA O00JIOKKAX €N MOCTOSSTHHOTO ¥ BPEMEHHOTO
(cBoie 10 neT) XpaHeHUs1 BHOCATCS YTOUHEHHUS: PU HECOOTBETCTBUU 3aroJIOBKa Jiel
Ha OOJIOKKE COJAEpPXKAHUIO MOMAIIUTHIX JOKYMEHTOB B 3arojIOBOK J€jia BHOCSTCS
U3MEHEHUS U IOMOJIHEHHUS.

12.8.9. Jlnsg yyera JOKYMEHTOB OIPEACICHHBIX KaTEropuil IOCTOSHHOTO H
BPEMEHHOTO CpoKoB (cBbimie 10 JeT) XpaHeHHs, y4eT KOTOPBIX BbI3BIBAETCA
cenupuKol JTaHHOW JIOKyMeHTaruu (0co0o IIeHHbIe, JWYHBIE Jena W T.1.),
COCTaBIISIETCSI BHYTPEHHSIS OMUCH IOKYMEHTOB Jiea.

BHyTpeHHsIsT omMCh JOKYMEHTOB Jiela COCTaBJISIETCA TakKe Ha Jiena
MMOCTOSTHHOTO W BpeMeHHOTO (cBbIte 10 jieT) XpaHeHwusi, €cii OHU CHOPMHUPOBAHEI TIO
PA3HOBUHOCTSIM JOKYMEHTOB, 3arOJIOBKM KOTOPBIX HE PACKPBIBAIOT KOHKPETHOTO
COJIEpKaHUs TOKYMEHTOB.

BHyTpeHHsIs1 ONMUCh COCTaBJISIETCSI HA OTACJIBHOM JIUCTE MO YCTAHOBJIECHHOMU
dbopme, KOTopast CONEPKUT CBEACHHS O MOPSIKOBBIX HOMEPAX JTOKYMEHTOB Jielia, UX
MHJIEKCaX, JaTaxX, 3arojloBKax M HOMEpax JIMCTOB Jiejia, Ha KOTOPBIX PACIOJIOKEH
KKl ToKkyMeHT. K BHyTpeHHEe!H OMUCH COCTaBIISIETCSl UTOTOBAas 3alUCh, B KOTOPOU
yKa3bIBaeTCs MU(PpPaMH U MPOMKUCHI0 KOJIMYECTBO BKIIOYEHHBIX B HEE JJOKYMEHTOB U
KOJIMYECTBO JIMCTOB BHYTPEHHEN OIMKCH.

BHyTpeHHSII ONUCh JOKYMEHTOB Jiefla IOJAMHUCHIBACTCS COCTABUTEIIEM C
yKa3aHUEM paciiu(ppoBKU MOAMUCH, JOHKHOCTA M JaThl COCTaBjieHUsl onucu. Eciu
JIEJI0 YK€ MEePEeIIETeHO U MOAIINTO, TO 3aBEPEHHAsE COCTABUTEIEM BHYTPEHHSS OMHUCh
JIOKYMEHTOB JIeJla TOAKJICUBAETCS 32 BEPXHHUM Kpall K BHYTPEHHEW CTOPOHE JIMIIEBOU
OOJIOKKH JIena.

12.8.10. JIOKyMEHTBI, COCTABJISIFOIITUE JICIIO, IO IIIMBAIOTCS Ha YETHIPE MPOKOJIA
B TBEPAYyH OOJIOKKY M3 KapTOHA WM TNEPEIUIeTAloTCsS C YYe€TOM BO3MOKHOTO
CBOOOJIHOTO YTEHHUS TEKCTa BCEX TOKYMEHTOB. IIpu moAroTroBke Jen K MOMAIIUBKE
(meperieTy) MeTaJUTMYECKUE CKperuieHus (OyJnaBKH, CKpENKH, CKOOBbI) U3
JOKYMEHTOB YJIaJISIFOTCSI.

Hena BpemenHoro (10 10 JieT BKIIOYUTENBHO) XPaHEHUS IOITYCKAETCSl XPAHUTD
B CKOPOCIIMUBATENSAX, HE MPOBOJUTH NEPECUCTEMATH3ALMIO JOKYMEHTOB B EJE,
JIUCTHI Jieia HE HyMEpOBaTh, 3aBEPUTEIIHHBIC HAIITUCH HE COCTABIIATD.

12.9. Opranu3zanus onepaTuBHOIO XpaHEHHUs JOKYMEHTOB.

12.9.1. C momMeHTa 3aBeieHUs U J0 TIepeaadn B apXuB Jejia XPaHSITCS 0 MECTy
ux (OpMUPOBaAHUSI.

12.9.2. PykoBoauTenu CTPYKTYpHBIX TOJApa3aeieHUul AJAMUHUCTpALMK U
pabOTHUKHM, OTBETCTBEHHBIE 3a JEJONMPOU3BOACTBO, 00s3aHBI 00O€CIeUYnBaTh
COXPAHHOCTbh JIOKYMEHTOB U JCI.

12.9.3. Jlena, Haxopsiuecss B padounX KOMHATax W CHEHUATbHO OTBEICHHBIX
JIJISL 9TOM 1ETU TOMEIIEHUSIX (apXUBOXPAHWIHIIAX ), PACIIOIAralOTCs B BEPTUKATIBHOM
MOJIOKEHUM KOPEITKaMH HapyKy B 3alupaeMbiX MIkadax, o0ecreyuBarommX X
MOJIHYIO COXPAHHOCTb, MPEAOXPAHSIONUX JOKYMEHTHI OT MBUTH W BO3JIEHCTBUS
COJIHEYHOT'O CBETA.

B 1ie15X NOBBIIIEHUSI ONIEPATUBHOTO MTOUCKA IOKYMEHTOB JIEja pacioJiaratoTcs
B COOTBETCTBUM C HOMEHKJIATypol nen. HomeHknaTypa Jiel Wid BBINMCKA U3 HEE
MIOMEIIAETCs] Ha BHYTPEHHEH CTOpOHE IKada.
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Ha xopernikax 065105keK /1€ YKa3bIBaIOTCSI UHIAEKCHI 0 HOMEHKJIIATYPe.

12.10. Opranuzanus cnucanusi JOKYMEHTOB B cucteme «Jlemo».

12.10.1. Bce 3apeructpupoBaHHbIe B cHUCTEME «Jlen0» TOKYMEHTBI, Kak
BXOASAIIME, TaK MW UCXOHSIIME, MOoJexaT cnucaHuio «B nmemo» cormacHo
YTBEPKJICHHOM HOMEHKJIaType naen. s 3Toro HeoOXOAMMO BHECTH OTMETKY O
CIIMCAaHMM JOKYMEHTA B JKypHaJ IMepeayd MyTeM ONPEACICHUS COOTBETCTBYIOILIETO
WHJIEKCa JieJla, MPOCTABJIEHUS JaThl CIUCAHHMS M OINPEICICHUsA TUIA JOKYMEHTa
(opuruHanm UM KOmus).

12.10.2. Choucanuro MOMJIEXKAT TOJBKO HCIIOJHEHHbIE JOKYMEHTBI, BCE
MOPYYEHHS B KOTOPBIX CHATBI C KOHTPOJIS.

12.10.3. JIOKyMEHTBI, 3aperuCTPUPOBAHHBIE 3a IOJINUCBID  IEPBOTO
3aMECTHUTENId TJIaBbl AJMHUHUCTpAlMM IO BOIpPOCaM TOPOACKOTO XO3SICTBa,
3aMECTUTENEN IJ1aBbl AJIMUHUCTpaLWH, PYKOBOIUTENEN CTPYKTYPHBIX
NOJIPA3/ICJICHU U OpPraHoB AJMUHHUCTPAllMA C IpaBaMU IOPUIMYECKOIO JIMLA, a
TaKKe€ TMOJBEIOMCTBEHHBIX MYHULHUNAIBHBIX YUYPEXKACHUN U MOPEAIPUATUH,
CIIUCBIBAIOTCS OTBETCTBEHHBIMHU 3a JEJIOIPOU3BOACTBO paboTHUKaMuU
camMoCTOsITeNIbHO. TakuMm jke 00pa3oM MpPOU3BOJUTCS CHUCAHME  JIOKYMEHTOB,
HaIIpaBJICHHBIX HEMOCPEACTBEHHO B aJJpEC YKa3aHHBIX JOJKHOCTHBIX JIULI.

JIOKyMEHTBI, 3apEruCTPUPOBAHHBIE 3a MOMIMCHIO TJaBbl AJIMHHUCTPALMH
ropora TaraHpora, a Takxe, IOCTYNIMBIIME B €r0 ajpec, CIUCBHIBAIOTCA
COTPYJHUKAMHU OOIIIETO OT/Aea.

13. Iopsanox nepenaun JOKYMEHTOB Ha XpaHEHUE B apXHB

ApXUBOM OCYIIECTBIISIFOTCSA:

COXPaHHOCTh IOKYMEHTOB, CIPaBOYHasl paboTa MO MepeJaHHbIM Ha XpaHEHUE
JOKYMEHTaM, BblJjaua JOKYMEHTOB BO BpPEMEHHOE II0JIb30BaHHWE paOOTHUKAM
CTPYKTYPHBIX NOJIpa3eiaeHUl AIMUHUCTPALINH;

OpraHu3alys JOCTyNa K 3JEKTPOHHBIM JTOKYMEHTaM, XPaHSIIUMCS B CUCTEME
«APXUBHOE JICJIO»;

BbIJIa4a APXUBHBIX CIIPABOK, KO, BBIITUCOK U3 JOKYMEHTOB OpPraHU3alUsAIM U
rpa)x<JianaM B COOTBETCTBUH C 3aKOHOAATEIBLCTBOM 00 apXUBHOM JIETIE.

JIOKyMEHTbl AJIMUHUCTpPALMU SIBISIOTCS €€ COOCTBEHHOCTBIO U  IOCIIE
MPOBEICHUS SKCIEPTU3bl X LIEHHOCTU B MOpsiKe, ycTaHOBIeHHOM DenepanbHbIM
3aKoHOM OT 22.10.2004 Ne 125-®3 «O06 apxuBHOM Jaene B Poccuiickoit @enepanuny,
nocie 10 jieT BeIOMCTBEHHOTIO XPAaHEHMs MOAJIexaT oOsA3aTesNIbHOW Iepeiade Ha
rocynapctBeHHoe xpaHneHue B Taranporckuii dunuan 'KY PO «['ocynapcTBeHHBIM
apxuB PocToBckoi oOnacTu» Kak ToCyJapCTBEHHAash 4YacTb apXUBHOTO (oHAA
Poccuiickon denepanum.

13.1. ITopsimok ¥ CpOKU XpaHEHUSI JOKYMEHTOB.

13.1.1. Enunnnein ydera JIOKyMEHTa ABJISIETCS JOKYMEHT,
3apPErUCTPUPOBAHHBIN B cUCTEME «/lemo».

13.1.2. lokymeHTBl (hOPMUPYIOTCS B JieJia B COOTBETCTBUU C HOMEHKIIATYpOu
Jen Y4YacTHUKA U MHAEKCUPYIOTCS B MOPSAAKE, YCTAHOBJIEHHOM B OTHOLIEHUH JIET,
COCTaBJICHHBIX U3 IOKYMEHTOB Ha OyMa)kKHOM HOCHUTEJIE.
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13.1.3. JlokyMeHTHl TOaJie’KaT XPAaHEHHWIO B YCTAHOBJICHHOM TMOPSIKE B
cucteme «Jleno» («ApXUBHOE Je€lO») B TEUEHUE CPOKOB, ONPEIEIECHHBIX
COOTBETCTBYIOIIEH HOMeHKiarypoul nein. Ilocrme mcreueHust cpoka XpaHEHHs] OHU
MOJIeKAT YHUUYTOKEHUI0O Ha OCHOBE aKTa O BBIJACICHUM K YHUYTOXEHUIO
JIOKyMEHTOB, YTBEPKJICHHOTO AJIMUHHUCTpAIIUEH.

13.1.4. 3aBepuieHHbIE JEJIOMPOM3BOACTBOM JOKYMEHTBHI TOCTOSSHHOTO U
BPEMEHHOTO XpaHeHus (cBbine 10 5er) moanexaTr XpaHeHUIo B cucteMe «Jlemo» 1o
nepeadr B CUCTEMY «APXUBHOE JICTION.

Jlema TIOCTOSSHHOTO ¥ BpPEMEHHOTO CpOKa XpaHCHHS C JOKYMECHTaMH
MIEPETAOTCSI B CUCTEMY «APXHBHOE JIeJIO» HE paHee ueM 4epe3 1 Toa U He Mo3aHee
yeM depe3 3 Toja Toche 3aBepiieHus Ael, (HOPMHUPYEMBIX B CTPYKTYPHBIX
Mo/Ipa3ieNICHUs X A IMUHUCTPAIIHH.

Jlena BpeMeHHOro XpaHeHus (10 5 JeT) nepegave B apXuB AJIMUHHUCTPALIUU HE
noJJiexar.

13.1.5. OTBETCTBEHHOCTh 3a HEMPABOMEPHOE YHHUUTOXXEHHE DIEKTPOHHOTO
JIOKyMEHTa HECET YYaCTHUK — BJIAJIEJiel] COOTBETCTBYIONIUX AJECKTPOHHBIX
JIOKyMEHTOB.

13.2. DkcnepTH3a IEHHOCTH JOKYMEHTOB.

B xome skcmepTH3sl MPOBOAWUTCS OTOOP JOKYMEHTOB JUISl XpaHCHHS U
YHUYTOKEHUS.

13.2.1. DkcrepTu3a IEHHOCTH TOKYMEHTOB TPOBOAMTCS: TPU COCTABJICHHUH
HOMEHKJIATyphI JIeN, B Mpoiecce (GOPMHUPOBAHUS A€l U MPU TOJATOTOBKE I JJis
nepepaud B apxuBbl AnmuHHcTpanuu u  Taranporckuit  ¢umman ['KY PO
«T"ocynapcTBeHHBIN apxuB PocToBCKO# 001acTm.

13.2.2. JIns opraHu3anuu ¥ MpOBEIEHUS SKCIEPTU3bI IIEHHOCTH JOKYMEHTOB,
0oTOOpa X Ha TOCYAAPCTBEHHOE XpaHEHUE B AJIMUHHUCTPAIIMK CO3AACTCS DKCIIEPTHAS
KOMUCCHSI.

Cocras AKCIIEPTHOM KOMHUCCUU YTBEPKIAeTCS pacIopsKeHUEM
AJIMUHUCTpaLUU.

13.2.3. @®ynHkuuu W TpaBa OKCIEPTHOW KOMHUCCHH AIMUHUCTpAIlUU
OTPENEISIOTCA  TOJIOKEHHEM 00  DKCIIEPTHOW  KOMHCCHH,  YTBEPKICHHBIM
pacnopspkeHreM ATMUHUCTpAIUy.

13.2.4. DkcrniepTr3a 1EHHOCTH JOKYMEHTOB JIOJDKHA OCYIIECTBISATHCS IO
3aBEPIICHUHN JEIOMPOU3BOACTBEHHOTO TOIA.

13.2.5. [Ipy  mpoBeneHUM  SKCHOEPTU3bl  IIEHHOCTH  JIOKYMEHTOB
OCYIIECTBIISIOTCS OTOOP JOKYMEHTOB IIOCTOSIHHOTO XPAaHCHHS W TI0 JUYHOMY
COCTaBY, BBIJICICHUE K YHUUYTOXKEHHUIO JIeJ, CPOKU XPAHCHHSI KOTOPBIX UCTEKIIH, TPU
9TOM OJHOBPEMEHHO TIPOBEPSIOTCS KA4eCTBO W  TOJHOTa JICWCTBYIOIIEH
HOMEHKJIATyphl ~ JIeJI, COOJIOJIEHUE YCTAaHOBJICHHOTO TOpsAnKa  OQpOpMIICHUS
JIOKYMEHTOB ¥ (JOPMHUPOBAHUS JICII.

13.2.6. OT60p JTOKYMEHTOB MPOBOJAUTCS Ha OCHOBAHHH MEPEYHS HOPMATUBHO-
METOJMYCCKUX JTOKYMEHTOB JUIA yKa3aHUS CPOKOB XpaHEHUS JOKYMECHTOB
(mputosxkenure Ne 17) 1 HOMEHKIATYphI aea AnMuHuctparuu. He gomyckaercst otoop
JIOKYMEHTOB JJIi XpaHEHUs U BBIJEICHUS K YHUUYTOKEHHUIO TOJIbKO Ha OCHOBAaHUU
3aroJIOBKOB JIE]l.
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[Ipy mOJIMCTHOM MPOCMOTPE AEJ MOCTOSTHHOTO XPAHEHMS MOJJIEKAT U3BATUIO
NyOJNeTHbIE 3K3EMIULIPbl  JTOKyMEHTOB, UEPHOBHUKH, HEOPOPMIIECHHBIE KOIHHU
JNOKYMEHTOB M JOKYMEHTBI BPEMEHHOTO Cpoka XpaHeHus. [lema ¢ momerkon OIIK
(9KCHIEpTHO-IIPOBEPOYHAsT KOMHUCCHS) MOJABEPratoTCs TaKXKe MOJIMCTHOMY IPOCMOTPY
C LEJBbI0 OINpPEACIICHUS] UCTOPUYECKOM LEHHOCTM W BBIIEIEHUS HMX M3 COCTaBa
JOKYMEHTOB, ITOJUIEKAIUX IOCTOSIHHOMY XPaHEHHUIO.

13.2.7. Ilo pe3yabTaTaMm 3KCHEPTU3BI HEHHOCTH JOKYMEHTOB AJIMUHHCTPAIUU
OOIIMM OTAEJIOM COCTaBIISIOTCS OMHCH Ha JOKYMEHTBI TOCTOSTHHOTO XPaHEHUS U 10
JUYHOMY cocTaBy. [lo 3TUM ommcsM TOKYMEHTHI caloTcs B TaraHporckuil guiman
I'KY PO «'ocynapctBeHHbIl apxuB PocToBCKOM 001aCTI.

13.2.8. IIpu cocTaBieHUH OMUCH 1€ COOIOIAI0TCA CIeyIoNe TpeOOBaHUS:

3aroJIOBKM J€1 BHOCATCS B OIIMCh B COOTBETCTBHM C HPHUHATOM CXEMOU
CUCTEMATU3alMU HA OCHOBE HOMEHKJIATYPHI JIETT;

KOKJ0€ JEJI0 BHOCUTCA B ONHMCh IIOJ CAMOCTOSITEIBHBIM IOPSIKOBBIM
HOMEpOM (€clii JIeJI0 COCTOUT M3 HECKOJIBKUX TOMOB, TO KaXKJIbIii TOM BHOCHUTCS B
OIKCH MOJT CAMOCTOSITEIbHBIM HOMEPOM);

B OIIHMCH 32 HECKOJIBKO JIET JIe]a UMEIOT OOIIYI0 HyMEPALIHIO;

NOPSJIOK IPUCBOEHHS HOMEPOB OMMCSAM YCTAHABIMBAETCS I10 COTJIACOBAHUIO
¢ Taranporckum ¢dunmuanom I'KY PO «locymapctBennsiii apxuB PocToBckoii
001acTH;

rpadpl ONUCH 3AMOJHSIOTCA B TOYHOM COOTBETCTBUU C TEMHU CBEJICHUSAMH,
KOTOPbIE BEIHECEHBI HAa O0JIOKKY J1ETa;

13.2.9. Onucu nen moCTOSSHHOTO XPAHEHUS COCTABIISIOTCS MO YCTAaHOBICHHOU
dbopmMe B YEThIpEX SK3EMILIAPAX, OMKUCH JAEN MO JHUYHOMY COCTaBy COCTaBIISIIOTCA B
JIBYX JK3EMIUISIpaX M NPEACTABISIOTCA HA COTJIACOBAHHME JKCIEPTHO-TIPOBEPOUYHOMU
KOMUCCUM KOMHTETa IO YIPAaBJICHUIO apXUBHbIM JenoM PocroBckoil obnactu
(mpuosxkenue Ne 18).

13.2.10. Ot6Gop MOKYMEHTOB K YHHUUYTOXXEHHIO C HWCTEKIIUMH CpPOKAMH
XPaHEHMS IPOBOAMUTCS MOCIIE COCTABJIEHMSI OIUCH JEN IIOCTOSTHHOTO XPaHEHUS.

AKT O BBIJICJICHMM K YHHUYTOKCHHIO JOKYMEHTOB COCTAaBJISIETCS Ha BCE Jeia
CTPYKTYPHBIX NoJIpa3ieIeHUu I AnMuHHCTpanuu OTBETCTBEHHBIMU 3a
JICJIONPOU3BOACTBO M TPEJOCTABISAIOTCS Ha COIJIacOBaHME B OOLIMH OTHeNn
AnmunucTparun (npuioxenne Ne 19),

[Tocne ucreyeHus CPOKOB, YCTAHOBIICHHBIX JISI XPAHEHUS JEKTPOHHBIX JIEJ
(2NEKTPOHHBIX JOKYMEHTOB), HA OCHOBAaHMU aKTa K YHUYTOXKEHHUIO JIOKYMEHTOB
AIIEKTPOHHBIE TOKYMEHTHI MOJIJIEKAT YHUUTOKEHUIO.

YHUYTOXKEHHUE JIEKTPOHHBIX /e (PJEKTPOHHBIX JOKYMEHTOB) MPOU3BOAUTCS
MUHUCTEPCTBOM HWH(MOPMAIIMOHHBIX TEXHOJOTUi U cBsizu PocToBckoil oGmactu
(mpuka3 MuHHCTEPCTBA HMH()OPMAIMOHHBIX TEXHOJOTHH M CBsI3U POCTOBCKOI
obmactu oT 06.11.2020 Ne 24 «O06 yTBEep>KIECHUU METOAMYECKUX PEKOMEHIAIUHA TI0
paboTe B MEXBEJOMCTBEHHOH cHCTEME DJIEKTPOHHOTO JIOKyMEHTOO0OpoTa H
JEONPOU3BOACTBA «/Jlemo»).

13.2.11. [Ipu nepBUYHOM HPEICTABICHUN OMUCENH B KOMHUTET MO YIPABICHUIO
apXUBHBIM esioM PocToBCKOM 0051acTH, a TaKkKe B CBSA3H C U3MEHEHUEM CTPYKTYPbI
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M HAMMEHOBAHUA TMOAPA3JECICHUNA COCTABIAIOTCA HCTOPUYECKAs CHOpaBKa K
apXMBHOMY (OHAY AIMUHUCTpAIIMU U MPEIUCIOBUS K HUM.

13.3. IloaroToBka u mepeaaya JOKYMEHTOB B OOIIMI OTHEN OCYIIECTBIISETCS
OTBETCTBEHHBIMM 32  JICJIOMPOU3BOJICTBO B  CTPYKTYPHBIX  TOJPA3ACICHUSIX
AJIMUHHUCTpaINH.

13.3.1. B apxuB oO0miero oraena ImepefaroTcs JAela ¢ HCHOJHEHHBIMHU
JIOKyMEHTaMHU MOCTOSIHHOTO, BpeMeHHOTo (cBbIlie 10 jieT) XpaHeHUs U MO JTUYHOMY
coctaBy. Mx mnepemadya mpou3BOAUTCS B COOTBETCTBUUM C HOMEHKJIATYypOM Jen
AJIMUHUCTpAaIUH.

Bce BbIsIBIICHHBIC TTPU TPOBEPKE HEJOCTATKU B (POPMUPOBAHUU U 0OPMIICHUN
Jie paOOTHUKYU CTPYKTYPHBIX TOJIpa3eeHI AMUHUCTPAIINH 00s3aHbI YCTPAHUTD.

13.3.2. Tlpuem Kaxxgoro nena MPOU3BOAUTCS pPaOOTHHUKOM OOIEro OoTjena,
OTBETCTBEHHOTO 32 apXUB, B MPUCYTCTBUU PAOOTHUKA CTPYKTYPHOTO MOApPA3ACICHUS
AJIMUHHCTpAaIUH.

13.4. ApxuB AIMUHHCTpAIIUH.

13.4.1. B AnMmuHUCTpanud JUIi XpaHEGHHS JIOKYMEHTOB IIOCTOSIHHOTO
XpaHeHUsI, BpeMeHHOTO (cBhimie 10 JieT) XpaHEHHUs U MO JIMYHOMY COCTaBy CO3JlaH
apxuB, QYHKIIMOHAJIBHYIO ACSITEIBHOCTh KOTOPOT'O OCYIIIECTBIISET OOIIMIA OT/ACNA.

B menax aBromMaTu3alud apXMBHOTO XPaHEHUS JOKYMEHTOB MPUMEHSETCS
cuctemMa «ApxuBHoe naeno». llopsgok paboTel B cucTeMe «APXHMBHOE JI€TI0O»
OTIPEJIEIISIETCS] COOTBETCTBYIONIEH MHCTPYKIIMEH ISl paOOTHI MOJIL30BATEIICH.

13.4.2. B cBoeil IpaKTUUYECKON NESITCIBHOCTH OOIIMI OTAEN, OTBETCTBECHHBIM
3a apXuB AJIMHUHHCTpALlUM, PYKOBOACTBYETCS JIEHCTBYIOIIMM 3aKOHOJATEIHCTBOM,
METOJIMYECKUMHU  yKazaHusiMu DenepaibHOr0 apXWBHOro areHTcTBa Poccuw,
KOMUTETa TI0 YIPaBICHUIO apXWBHBIM JeJoM  PoctoBckoit obmactu u
['ocynapctBennoro apxuBa PocroBckoit o6mactu, Ilomoxenuem 00 apxuBe
AnMuHuctpanuu, — PeriiameHToOM — AJMUHUCTpallud,  HOMEHKJIATYypou  Jied,
KJIacCU(PUKATOPOM CTPYKTYPHBIX TOJIpa3feieHuil AIMUHUCTpAIlMU, HACTOSIICH
WucTpykiueit u ApyruMu HEOOXOUMBIMU JIJISl €r0 JeSTEIbHOCTH JOKYyMEHTaMHU.

13.4.3. Ilepenava nmen B apXuB AJIMHUHUCTPALMN OCYIIECTBISIETCS €KEr0THO
CTPYKTYPHBIMH TTOAPA3ACICHUSIMHI A TMHUHUCTPAIINH.

13.44. B cnyyae JHMKBHIAIMA WM PEOPTAaHM3AIMU  CTPYKTYPHOTO
noApasaeiaeHuss — AJIMUHUCTpAIlMd  JIMIIO,  OTBETCTBEHHOE  3a  BEJCHHUE
JIETIONIPOM3BOCTBA, B IEPUOA TPOBEACHHS JUKBUAAIMOHHBIX  MEPOTPUSITHHA
dbopMupyeT Bce UMEIOIIUECS JTOKYMEHTHI B Jiefia, ohOpMIISIET Jejia U MepelaeT ux B
apxXuB 00IIero OTAeNa HE3aBUCUMO OT CpOKOB XpaHenus. Ilepemada nen
OCYILECTBIISIETCS 110 OMUCAM JIeJ1 U HOMEHKJIaType Jedl.

13.4.5. JIokyMeHTBI TIOCTOSIHHOTO XpaHEHHS AJIMHHHUCTpPAlUHA, HA KOTOPHIC
COCTABJICHBl ~OINWCH, BBIAAIOTCS BO BPEMEHHOE TIOJIb30BAaHUE PaOOTHHKAM
CTPYKTYPHBIX TOJpa3/ieICHul ATMUHUCTPAIIUU C Pa3pelIeHrs] HadallbHUKa OOIIETO
oTIena TOA PAaclHUCKy B OKypHale. B HeM yKa3bBalOTCS HaWMEHOBaHUE
CTPYKTYPHOTO MOJpPA3ACICHUs], UHIEKC Jiela, JaTa ero BbIJIadd, KOMY JIeJ0 BBIaHO,
JlaTa e€ro BO3BpalleHUs, IPeayCMaTpUBalOTCs Tpadbl I paCUCOK B MOJYYEHUU U
npueme Jiena.
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Jlena BwIgatoTcss Ha cpok He Oonee 3 nHeil. Ilocne ucTeueHus yka3aHHOTO
CpOKa JIeJI0 JOJIKHO OBITh BO3BPAILEHO HA MECTO €r0 XpaHEHUs.

W3pATHE [OKYMEHTOB M3 JI€Jd IOCTOSHHOTO XpaHEHUs JOMyCKaeTcs B
UCKJIIOYUTENBHBIX CIydasX M IPOU3BOAMUTCA C pa3pelleHMs] HadaJbHUKA OOIIEro
OTJEJIa C 3aMEHOU B JIeJ€ 3aBEPEHHON KOMHUEW TOKYMEHTA M IPUJIOKEHUEM aKTa O
IpPUYMHAX BbIAAYU MOJUIMHHUKA.

HavanbHuk o01ero otaena
AnmMuHHcTpanuu ropoja Taranpora N.B. Anosa
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[Tpunoxenune Ne 1
K MHCcTpyKIInn
10 1€JIONPOU3BOJCTBY
B AIMUHHCTpanuu
ropona Taranpora

OBPA3IIbI IITAMIIOB
JUIsI IPUMEHEHHUSI B IEJIONPOU3BOICTBE A IMUHHCTpaluu roposa Taranpora

AnmMuHucTparms ropoaa Taranpora

« » 20 TOxI

Bxomsmii Ne

Anmvunuctpanus 1. Taraapora
Ne

KOHTPOJIb

3ABU3NPOBAHO
¢ npumeHeHuem Ol
oOmIwif OTHIEeNT
AnmMuHucTpaliuu ropoga Taranpora

(moanuck) (®.1.0.)

(mara)

MNOAITMCAHO
¢ npumeHenneM Ol
o0umii oTen
AnmunucTpanun ropoaa Taranpora

(moanuce) (®.1.0.)

(nara)

BEPHO
00wt oTHIEN
AnmmvuHucTparuu ropoga Taranpora

(moamnuce) (®.1.0.)

PeructpanmonHslil wrammn
BXOJAIIEH KOPPECTTOHAEHIINN
Pasmep B nmpenenax 65 x 20 MM

PerucrpanuoHHsblil mwtamin
Pasmep B mpenenax 70 x 17 MM

KonTtponbHblii mTamm
Pasmep B mpenenax 50 x 10 MM

IlItamir ob1mero oTaena
JJId TIOATBCPKACHUA COOTBETCTBUA
pacrnedaTaHHOTO 3JIEKTPOHHOTO
JIOKYMEHTA €r0 3JICKTPOHHOMY 00pasy
Pazmep B nmpenenax 65 x 38 MM

[Itamn o6mero oraena
JUTSL TIOJITBEPIK/ICHUST COOTBETCTBUS
pacredaTaHHOrO 3JIEKTPOHHOTO
JIOKYMEHTA €ro 3JICKTPOHHOMY 00pasy
Pa3mep B mpenenax 65 x 38 MM

HITamm obmero orxena
JUTSI TIOATBEPKICHUS] COOTBETCTBHS
KOITMU OPUTHHATY JTOKYMEHTa
Pa3mep B npeaenax 65 x 38 Mmm



(mara)

BEPHO
o0muit oTIen
AnmunamcTpanuu ropoaa Taranpora

(moamuce) (®.1.0.)

(mara) Haganpauk obmero otmena

[tamn obmero otaena
JUTSI TIOATBEPIKICHUS COOTBETCTBUS
KOIIMH OPUTHUHATY JIOKyMEHTA
Pasmep B nmpenenax 65 x 38 MM
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[Tpunoxenue Ne 2
K MHCcTpyKIInn
10 1€JIONPOU3BOJCTBY
B AIMUHHCTpanuu
ropona Taranpora

HanmeHoBaHue rpynn JOKyMEHTOB,
UCT0JIb3yeMbIX Ipu co3aanuu PKIT/]

1. Uudopmarus o xoje
ucroyiHeHus r. Taranpora

2. Ucxopsiue riiaBel
AnmunucTtpanuu r. Taranpora

3. Ucxopsmue u3
Anvmunuctpanuu r. Taranpora
(Ha OyMa)XHOM HOCHUTEJE)

4. OTBeTHI HAa OOpAIICHHS
IpakJIaH B aIMUHHACTPALIHIO T.
Taranpor

Hcnonp3yeTcs Mpu HaIlpaBJICHUN TOKYMEHTOB
B BHJEC HHPOpPMAIMK O XOJ€ HCIOTHCHHUS,
dbopma koTopod yTBepxkaeHa Ilpukazom
MUHHCTEPCTBA 1 (poBOTO pa3BUTHS,
WHOOPMAITMOHHBIX  TEXHOJOTHMA ¥  CBS3HU
PoctoBckoit obmactm ot 06.11.2020 Ne 24
«O06 YTBEPKICHUN METOMYECKUX
peKOMeHAaIun 1o pabote B
MEXBEJIOMCTBEHHON CHCTEME DSJIEKTPOHHOTO
JIOKyMEHTOO0OpOTa ¥ JEJONPOU3BOICTBA
«Jlenoy (mpunoxxerue Ne 4).

Hcnonb3yercs npu HAIlpaBlI€HUHU JOKYMEHTOB
32 MOAMMUCHIO TJIaBbl AJMHUHHUCTpPAIIUU rOpojia
Taranpora JOJKHOCTHBIM JIMLAM,
ABJISIFOIIMMCST Y YaCTHUKAMH.

Hcnonb3yeTcs npy HanpaBJI€HUH JOKYMEHTOB
3a MOJMMUCHIO TJIaBbl AJIMHUHHUCTpPALUU TOpoAa
Taranpora, mnEpBOro 3aMeCTUTENS TJIABbI
Anvmunuctpanuu ropoxa  Taranpora 1o
BOIIpOCaM TOPOJCKOIO XO035ICTBa,
3aMECTHUTEJIEN TJ1aBbl AIMUHHUCTPALMU ropoaa
Taranpora B ajapec JOHKHOCTHBIX JIML, HE
SABJIFOIIMXCS Y YaCTHUKAMM.

Hcnonp3yercs npyu HapaBIeHUU JOKYMEHTOB
32 MOJIMUCHIO TJIaBbl AJIMHUHHCTPALUU ropoAa
Taranpora, mnepBOro 3aMECTUTENsSI IJIABbI
Anvmunuctpauun ropoxa  Taranpora 1o
BOIIpOCaM FOPOJCKOTO XO0351CTBa,
3aMECTUTENIEH TJIaBbl AIMUHUCTPALIUU TOPOJIa
Taranpora B aapec rpaxaaH, 0OpaTUBIINXCS B
AnvuHucTpanuioo  ropoxa  Taranpora B
nopsiike,  ycraHoBieHHOM — (denepanbHbIM
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5. Ucxopdime 3aMecTUTEIIER

rJ1aBbl AAMUHUCTPALUK rOPoJia
Taranpora:

- Ucxopsiue nepBoro 3am.
r1aBbl AJIMUHHUCTPALIUU

r. Taranpora no Bompocam r/x;
- Ucxopsmue 3aM. riaBbl
Anmvunuctpanuu r. Taranpora
10 BOIIPOCaM apx.;

- Ucxondiuye 3aM. TJ1aBbl
Anvmunuctpanuu r. Taranpora
I10 BOIIPOCAaM JKOH.;

- Ucxondiue 3aM. riaBbl
Anvmunuctpanuu r. Taranpora
I10 COLI. BOIIPOCaM;

- Hcx. 3aM. 1i1aBsl
Anmvmunuctpanuu r. Taranpora
IO Opr-TIp. U Kaap. BOIP.;

- Hcx. 3aM. 1i1aBsl
Anmvunuctpanuu r. Taranpora
10 MTPOEKTHOM JEST.;

- Ucxondmue yrpaBiieHUs
TpaHcopTa AIMUHHUCTPALINN
r. Taranpora,

- Ucxopsmue puHAHCOBOTO
yrpasieHus 1. Taraapora

. Ucxomsimme cTpyKTypHBIX
MOAPA3AEIEHNN U OPTaHOB
AJIMUHHCTpaluy ropojaa
Taranpora c¢ npaBaMu
IOpPUIMYECKOTO JIULA

. [locTaHoBIEHUA

AnmunucTtpaiuu r. Taranpora

. Pactiopsxenus
Anmvmunuctpanuu r. Taranpora

3akoHOM 0T 02.05.2006 Ne 59-@3 «O mopsake
paccMoTpeHus 00paleHu rpaXkIan.

Hcnone3yrorcs npu HaIlpaBJICHUU
JIOKYMEHTOB 3a MOJAMNHUCHIO COOTBETCTBYIOIINX
3aMeCTUTENICH TJ1aBbl AJIMUHUCTPALIMU TOPOAA

Taranpora JIOJKHOCTHBIM JIMLAM,
ABJISIFOIIAMCST Y YaCTHUKAMH.
Hcnonb3yrores pu HaIlpaBJICHUU

JIOKYMEHTOB 3a MOAINKUCHIO COOTBETCTBYIOLINX
PYKOBOAMUTEIEH CTPYKTYPHBIX MOAPA3ACICHUN
M OpraHoB  AJMUHHCTpalMM  TropojJa
TaraHpora ¢ rmpaBaMy FOPUIAYECKOTO JIULA.

HUcnons3yercss mnOpu  CO3AaHUM  IPOEKTA
MOCTAHOBJICHUSI ~ AJIMUHUCTpAllUM  ropojia
Taranpora.

Hcnons3yercs mnpu  CO34aHAM  IIPOEKTA
pacriopsikeHussT ~ AIMHUHHUCTpAllMd  ropoja

Taranpora.
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[Tpunoxenue Ne 3
K MHCcTpyKIInn
10 1€JIONPOU3BOJCTBY
B AIMUHHCTpanuu
ropona Taranpora

OBPA3EL]
[IOCTAHOBJIEHUST AIMUHUCTPALIMY TOPOJIA TATAHPOT'A

Uzobpaxenne ['epba
ropojsia Taranpora

POCCHUMCKAS ®EJEPALIUS
POCTOBCKASI OBJACTH
MYHULMITAJIBHOE OBPA3BOBAHUE «I'OPOJ] TATAHPOI»

AJIMUHUCTPALIUSI TOPOJIA TATAHPOT A
MMOCTAHOBJIEHUE

Ne r. Taranpor

(3aromoBox (0 yem?)

(mpeamOyia)

NMOCTAHOBJIAIO:

(TmocTaHOBIIAIOIAA YaCTh)

I'maBa AnmuHHCTpaIun
ropojia Taranpora JInunas noanuch WNunnnanet, haMumis
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[Tpunoxenue Ne 4
K MHCcTpyKIInn
10 1€JIONPOU3BOJCTBY
B AIMUHHCTpanuu
ropona Taranpora

OBPA3EI]
PACITOPSDKEHU ST AIMUHUCTPALIUU TOPOJIA TATAHPOT' A

M3obpakenne ['epba
ropoaa Taranpora

POCCUIMCKAS ®EJIEPALIAA
POCTOBCKAS OBJIACTD
MYHULHUITAJIBHOE OBPA3OBAHUE «I'OPO/l TAT'AHPOI»

AIMUHHUCTPAIUA I'OPOJA TA'AHPOT' A
PACHHOPSKEHUE

Ne r. Taranpor

(3aromoBox (0 yem?)

(mpeamOyia)

(pacmopsimuTensHAS 9acTh)

I'maBa Anmunuctpanuu
ropozaa Taranpora JInunasg moamuch WNuunmaner, hamums
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[Tpunoxenue Ne 5
K MHCcTpyKIInn
10 1€JIONPOU3BOJCTBY
B AIMUHHCTpanuu
ropona Taranpora

OBPA3EL]
PACIIOPSDKEHU S 3BAMECTUTEJLS TJIABBI AJIMUHUCTPALIUM TOPOJIA TATAHPOT A

Uzobpaxenne ['epba
ropoaa Taranpora
POCCHUMCKAS ®EJEPALIASA
POCTOBCKAS OBJIACTD
MYHULHUIIAJIBHOE OBPA3OBAHUE «I'OPO/Jl TAT'AHPOI»

3AMECTUTEJIb
I''TABBI AIMUHUCTPAIIUU I'OPOJA TATAHPOT' A

PACHHOPSKEHUE

Ne r. Taranpor

(3arosoBok (0 yem?)

(mpeamOyia)

(pacmopsimuTensHAs 9acTh)

3aMECTHTEIb TIaBhI A}_IMI/IHI/ICTpaI_II/II/I
ropoJa TaraHpora JInanas oAU Ch I/IHI/II_[I/Ia.]'IBI, (baMI/IJ'H/IFI
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[Tpunoxenue Ne 6
K MHCcTpyKIInn
10 1€JIONPOU3BOJCTBY
B AIMUHHCTpauuu
ropoaa Taranpora

OBPA3EI]
o opMIICHHUS TTHChMa Ha OJIaHKe

LBeTHOE M300pakenue ['epba
ropojsia Taranpora

POCCUMCKAS ®EJIEPALIAA
POCTOBCKAS OBJIACTD
MYHULUITAJIBHOE OBPA3OBAHUE «I'OPOJ TAI'AHPOI»

AIMUHUCTPALUA I'OPOJA TAITAHPOI'A
yi. IlerpoBckas, 73, r. Taranpor, PoctoBckas o6macts, 347900

ten.; +7 (8634) 61-35-60, +7 (8634) 31-28-00,
e-mail: taganrog_adm@donland, web: www.tagancity.ru

Ne

Ha Ne oT (k OMy?)

(pamumst, MHUIIHATBI)

(TIOUTOBBII ampec)

YBaxkaemblit (as1) !
(MMs1, OTYECTBO)

(TexcT mucema)

[Ipunoxxenue: Ha 5 1. B 1 3K3.

I'maBa AnMmuHECTpaIuu ropoaa
Taranpora JInuHas moanmuce WNunnnanet, haMumis

UMsl, OTYECTBO, (HaMIIIUS HCTIONHHUTEIS
TenehoH
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http://www.tagancity.ru/

KYPHAII

ydeTa O0JIaHKOB CTPOTOM OTYETHOCTH

[Tpunoxenue Ne 7
K MHCTpyKIIMH
10 JEJONPOU3BOACTBY
B AZIMUHUCTpallUU
ropoaa Taranpora

Ne [ara HanmenoBanue Buia 01aHka Howmepa OnankoB IToanuce
n/m OTBETCTBEHHOTI'O
1 2 3 4 5
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KYPHAII

y4eTa pacChUIKU OJIAHKOB CTPOTOM OTYETHOCTH

[Tpunoxxenue Ne 8
K MHCTpyKIIMH
10 JEJONPOU3BOACTBY
B AZIMUHUCTpallUU
ropoaa Taranpora

Ne HaumenoBanue KomuuectBo | Homepa BbljaHHBIX OJIaHKOB HaumenoBanue ®.1.0. Pacniucka B
n/m OJ1laHka BBIJJAHHBIX CTPYKTYPHOI'O [oJIyqaTess MOJIyYEHUH
0JIaHKOB oApa3eICHUS OJaHKa
1 2 3 4 5 6 7
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KYPHAII

y4eTa YHUUTOKEHHS OJIAaHKOB CTPOTOM OTYETHOCTH

[Tpunoxenune Ne 9
K MHCTpyKIIMH
10 JEJONPOU3BOACTBY
B AZIMUHUCTpallUU
ropoaa Taranpora

Ne HaumenoBanue KonnuectBo Howmepa yHnuTOXKaeMbIX HaumenoBanue ®.1.0. [Ipumeuanue
n/m OJ1laHka YHUYTOXKAEMBIX 0JIaHKOB CTPYKTYPHOI'O [oJIyqaTess
OJIaHKOB nojApa3ieaeHus OJ1aHKa
1 2 3 4 5 6 7
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[Tpunoxenue Ne 10
K MHCTpYyK1IMN
10 JEJIONPOU3BOACTBY
B AZIMUHUCTpaIUU
ropona Taranpora

OBPA3EI]
oopMIIEHUS TPOTOKOIA

ITPOTOKOIJI
3acejaHysl KOMHCCHU TIO. ..

(mara 3acemanmus)

(MecTO u3IaHusN)

[Ipencenarens Cwmupnos C.C.
Cekperapb AHntOHOBa M.U.
[TpucyrcrBoBanu: 30 yenoBek (CMUCOK MPUIAraeTcs)

(eciu 10 15 yenoBek, TO B MPOTOKOJIE YKA3bIBAIOTCH (PaMUINU
C MHUIMATaMH B aJI(paBUTHOM MOPSIAKE YEPE3 3aIATYIO).

[TIOBECTKA JIHA:

1. O nopsnake NOArOTOBKH K KOH(GEPEHIIUH.
JlokJiag HavYaJabHUKA OTAENA. ..

2. O...
Jloknaa 3aMecTUTENSE PyKOBOIUTES. . .

1. CJIVIIAJIN:
CoxkonoBy A.M. — TekCT 0KIaaa mpuaraeTcs.
BBICTVYIINJIN:
NBanoB M.U. — kpaTkas 3anuCh BBHICTYIUICHUS (OT TPETHETO JIUIIA).
I[TOCTAHOBWJIA (PELLJIN):
1.1. OnoOpuTs...
1.2. ..
2. CJIVHIAJIUA:
BBICTVYIIWJIN:
ITOCTAHOBWJIN (PELLNIIN):
[IpencenarenscTByrOIIAIA JInyHas moanuce, Nuunmanel, hpamunus

Cekpetapb JIndHas MoANuCH WNuunmansl, hamuius
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ITpunoxenue Ne 11
K MHCcTpyKIINn
10 I€JIONPOU3BOJCTBY
B AIMUHHCTpanuu
ropozna Taranpora

YTBEPXIAIO
I'maBa AgMuHHMCTpaLK
ropozaa Taranpora

(monmuce) (nHUIIATBI, (HaMIITHS)

« » 20 T.

OBPA3EIL]
oopMIIEHUS IEPEUHS TIOPYUYEHUN

I[TEPEYEHb
MOPYYEHUM MO UTOTaM ONIEPATUBHOTO COBEIIAHUS Y TJIaBbl AIMUHUCTPALIUU
ropoaa Taranpora « » 20 1.
Ne ConepxaHue mopyyeHHust OTBETCTBEHHBIN 32 Cpok
n/m UCIIOJTHEHUE WCTIOJTHCHHUSI
1 Hapectn caHuTapHbIii TOPSIOK Cunopos H.I'. 15.05.2022
Ha 3aKpEIUICHHOW TEPPUTOPUH. NBanos N.H.
J107105kUTh 00 UCIIOJTHCHUU
2 IIpoBecTu coBenranue ITerpoB M. /1. 17.06.2022
3

HMs1, 0OTYECTBO, (haMUITHS HCIIOTHHUTEIIS
TenedoH
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[Tpunoxxenue Ne 12
K MHCcTpyKIINK
O JIEJIOTPOU3BOJICTBY
B AIMUHUCTpALIKU

roposa Taranpora

YTBEPXIAIO
['maBa AaMuHUCTpALIUU
ropoaa Taranpora

(JTMYHAS TONMTUCH, MHULIAAIBL, (haMILTH)

« » 20 r.
OBPA3EIL]
iana paboTsl AnMuHHCTpanuu roposa Taranpora Ha 20 . (kBapTau)

Ne HanmenoBanue mepornpusitus Cpok Hcnonnurens Kontpous 3a ®opma oTuera
n/n UCTIOJIHEHUS UCIIOJHEHUEM 00 UCIIOJTHEHUU

1 2 3 4 5 \ 6

1 OcCHOBHBIE MEpONPUATHUS IO OCYIIECTBIECHUIO IOJHOMOYMM A IMUHUCTpauu ropoaa Taranpora

JUISL pEeIlIEHUs] BOIPOCOB MECTHOI'O 3HAYECHUS
11
1.2
2 [ToaroroBka MpoeKTOB MyHHUIIMNIAJIBHBIX MPABOBBIX aKTOB Topoda Taranpora

2.1 IToaroroBka npoekToB pemenuid ['opoackoit Jlymsl ropoga Taranpora

2.1.1
2.1.2
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| 3 | 4 | 5

2.2

HOI[FOTOBK& IIPOCKTOB IMPABOBLIX AKTOB A,Z[MI/IHI/ICTpaHI/II/I ropoaa TaraHpora

2.2.1

2.2.2

HO,D,TOTOBKa AHAIIUTUYCCKUX U CIIPABOYHBIX MAaTCPHUAJIOB, BEACHUC OaHka JaHHBIX

3.1

3.2

Opranuzanus ¥ TPOBEICHUE 3aCEIaHMI, COBEIIAHUM, CEMUHAPOB

4.1

4.2

OpraHI/I3aI_II/IOHHbIe MCPOIIpUATHUA

3aMecTUTEND IJIaBbI
AnmunucTpanuu ropoga Taranpora
110 OpFaHHSaHI/IOHHO-HpaBOBI)IM
U KaJpOBbIM BOIIpOCaM

UMsl, OTYECTBO, (HaMHUIIUST HCIIOTHUTEISI
TenedoH

(MHUTIAITBL, (haMIITHS)



OBPA3EL]

YTBEPXIAIO
ri1aBa AJIMUHUCTpPALIMH TOpOJa
Taranpora
(3amecTuTENb II1aBBI
AJMUHHUCTpAIUU ropoaa
Taranpora)

(JTMgHAs TONMTUCH, MHULIAAIBL, (haMILITH)

« »

20 I.

1aHa paboThl CTPYKTYPHOTO Mopa3aeiaeHust AiMuHucTpauuu ropoaa Taranpora Ha 20 1. (kBapTtan)

Ne HaumenoBanue Mepornpustus Cpok Hcnonuurens KonTposs 3a dopma oTuera
III1 HUCIIOJTHCHU A HUCIIOJIHEHUEM 00 UCIIOJIHEHUH
1 2 3 4 5 6
1
(HanMeHOBaHUE MEPOIPHUSITHS)
11
1.2
2
(HaMMEHOBaHUE MEPONIPHATHS
2.1
2.2

PYKOBO,Z[I/ITCJ'IB CTPYKTYPHOT'O IOAPA3ACIICHUA

UM, 0TYECTBO, (GaMUITHUST HCIIOTHUTEIS
TeneoH

(vHunMAanb, haMuIHs)
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OOPMA
JKypHaJIa y4yeTa BbIJayu Ile4aTel U [ITaMIIOB

KYPHAII
ydeTa BbIAA4YM [eYaTed U ITaMIIOB

ITpunoxxenue Ne 13
K MHCTpyKIIMH
10 JETIONPOU3BOACTBY
B AZIMUHUCTpalnu
ropona Taranpora

Ne | OrTHck Komy BbITaHO Jara IIprmeua-
ool wu HaVMEHOBAHHUE bamunus, JaTa u BO3BpaTa HUE
neJarer | moapasAesieHus, | WHUIMAIbl | pacHucKa B u (oTMeTKa
M IITaM-| TJIE XpaHITCS | OTBETCTBCH- |IOJYYCHWU | PACIIHCKa | 00 yHHUTO-
II0B [eyaTu u HOT'O JIULA B IPUEMKE | KCHUH)
ITAMIIBI
1 2 3 4 5 6 /
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[Tpunoxenue Ne 14
K MHCTpYyKIIMH
10 JIEJIONPOU3BOJICTBY
B AIMHUHUCTpALIUU
ropona Taranpora

OGOPMA
0O0JIOKKH JieJia IOCTOSTHHOTO U BpeMeHHOTO (cBbime 10 jeT) XxpaneHus
®ouHg Ne
Onuce Neo
Heno Ne
(HaMMEeHOBaHUE rOCYJapCTBEHHOIO apX1Ba)
(HaMMEHOBaHUE YUPEXKICHUS)
(HauMeHOBaHUE CTPYKTYPHOI'O
MoApa3aCIICHHUS )

JIEJIO No Tom Ne

(3arosoBoK aena)

(kpaiiHue 1athi)

donax Ne Ha JIMCTax
XPaHUTh TTOCTOSIHHO

Ommuce Ne

Jemno Ne
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[Tpunoxxenue Ne 15
K MHCTpyKUIMN
1O JI€TONPOU3BOJCTBY
B AZIMUHUCTpaLN
ropozna Taranpora

OOPMA
JIMCTa-3aBEpUTEINS 11

JINCT-3ABEPUTEJIb JJEJIA Ne

B neno noAmmro 1 npoHyMepOBaHO JIUCTOB.
(uudpaMu U NPONKCHIO)

B Tom gucie:

JIUTEPHBIE HOMEPA JIUCTOB
MPOITYLIEHHBIE HOMEPA JIUCTOB
+ JIMCTOB BHYTPEHHEN OIUCH

Ocob6eHHoCcTH (PHU3UYECKOTO COCTOSHUSA U (DOPMUPOBAHMS JIeTIa Howmepa
JIMCTOB
1 2

HaunmenoBanue qOJKHOCTH
JIMILA, 3aII0JIHUBILIETO
JIACT-3aBEPUTEIIb Jeia IToxnuce PacumdpoBka nognucu

Jlara
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OOPMA

ITpunoxxenue Ne 16
K MHCTpyKUIMN
1O JI€TONPOU3BOJCTBY
B AIMHUHUCTpALIUU
ropona Taranpora

BHYTpeHHCﬁ OIIMCH JOKYMCHTOB ACJIa

BHYTPEHHA OITNCH
JIOKYMEHTOB e11. Xp. Ne

Ne | HMnpexc Jara 3aroJ0BOK Homepa | IIpumeuanu
I/T1 | JOKYMEHTA | JOKYMEHTa JIOKYMEHTA JIUCTOB e
ell. Xp.
1 2 3 4 5 6
UTOI'O JIOKYMEHTOB.
(urdpaMu 1 TPOMHUCHIO)
Kom4ecTBo JIMCTOB BHYTPEHHEN ONUCH JINCTOB.

HanmenoBanue noKHOCTH
JINIIa, COCTaBUBIIIETO
BHYTPEHHIOIO OIUCH

Jlarta

IHoanuce

(mrdpamMu ¥ IPOIHUCHIO)

Pacmmdposka noanvcu
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ITpunoxxenune No 17
K MHCTpyKUIMN
0 J1€JIONPOU3BOJICTBY
B AJIMUHUCTpallUU
ropozna Taranpora

IIEPEYEHD
HOPMAaTUBHO-METOIUYECKUX JTOKYMEHTOB
IUIsL OTIPENIEIIEHNS CPOKOB XPAHEHUA JOKYMEHTOB

1. IlepeyeHb TUIMOBBIX apXUBHBIX JOKYMEHTOB, 00Opa3ylOIIMXCS B HAy4HO-
TEXHUYECKOM M MPOU3BOJCTBEHHOM AECATEIBHOCTUM OpPraHM3alUi, C YKa3aHUEM
cpokoB xpaneHus. M., 2009.

2. llepeyeHb  TUTOBBIX  YNPABICHYECKHX  APXHMBHBIX  JOKYMEHTOB,
o0Opa3yrolmuxcss B NpoLecce AeATEeIbHOCTH TOCYyIapCTBEHHBIX OpPraHOB, OPraHOB
MECTHOTO CaMOYIPaBJIEHUsS W OPTraHU3alMM, C YKa3aHUEM CPOKOB XpaHEHUs,
YTBEPXKIAEHHBIM NpHUKa3oM MuHHCTEPCTBA KynbTypbl Poccuiickoir ®Penepanuun
ot 25.08.2010 Ne 558.

3. IlepeyeHb THUNOBBIX YNPABICHYECKUX aAPXUBHBIX JOKYMEHTOB,
o0Opa3yloluxcsi B MpoIecce AeATeIbHOCTH TOCYIapCTBEHHBIX OpPraHOB, OPraHOB
MECTHOTO CaMOYIPaBJIEHUs U OPraHU3aLUN, C YKa3aHUEM CPOKOB MX XPAHEHUS»,
YTBEPXKACHHBIN MpukazoM DenepanbHOro apXMBHOIO areHTcTBa oT 20 nexadps
2019 r. Ne 236 u 3apeructpupoBanHbiii B Muntocte PO 6 despans 2020 r.

4. TexHudyeckuid TMepeyYeHb 3BYKO3alMCEH, TMOJIeKANUX TMpUEeMy Ha
rocyJ1apcTBEHHOE XpaHeHue. M., 1981.
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OOPMA
ONMCH JEJ MOCTOSHHOTO XPaHEHUS

ITpunoxenune Neo 18
K MHCTpyKIIMH
10 JETIONPOU3BOACTBY
B AZIMUHUCTpalnU
ropona Taranpora

VTBEPXJIAIO
38M€CTI/IT€J'II) T'JIaBBbI AI[MI/IHI/ICTpaHI/II/I
ropoma TaraHpora 10 OPTraHNU3alIMOHHO-
IIPAaBOBBIM U KaJIPOBBIM BOIIPOCaM

(moamuck) (vHUIMATBI, (haMUITUS)
« » 20 T.

®donnx Ne
Omnuch Ne
JIeJ]I IOCTOSTHHOTO XpaHEHUs
3a rojt

Ne | Nnpekc 3aroJoBOK Jiena Kpaitnue KonnuectBo [Tpume-
n/m| jAena JaThl IeJla | JUCTOB B JETIE YaHUe

(ToMa, yactH) | (TOME, YacCTH)
1 2 3 4 5 6

B nanHbIM pa3aes onucu BHECEHO

¢ No mo No
JUTEPHBIE HOMEpA!

(undpamu 1 MPONUCHIO)

,- B TOM YHCJIE:

IIPOIYLIEHHbIE HOMEPA!

HanmMmenosanne n10KHOCTH
COCTaBUTEIS OIUCHU

HaumenoBanue qOJKHOCTH
PYKOBOJIUTEISA OTBETCTBEHHOTO
3a apXuB

JlaTa

COT'JIACOBAHO
[IpoTtoxon DIIK xomurera

I10 YIIPaBJICHUIO apXHUBHBIM JACJIOM

PocroBckoii o01actu

OT « » No

MOJIITNCH

MMOIITNCH

OT «

JCII

Pacumdposka moanucu

Pacmudposka moanucu

COT'JTACOBAHO
[IpoToxon K AnmuHuctpanuu
ropona Taranpora

»

Ne
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ITpunoxxenue Ne 19
K MHCTpyKUIMN
1O JI€TONPOU3BOJCTBY
B AZIMUHUCTpalnu
ropozaa Taranpora

O®OPMA AKTA
HaumeHnoBanue opranuzanuu
AKT YTBEPX/AIO
No 3amMecTUTelb riIaBbl A IMUHUCTPAIIUU

ropona Taranpora 1mo opraHu3aiOHHO-
NIPAaBOBBIM U Ka/IPOBBIM BOIIPOCaM

(MeCTO COCTaBJ'IeHI/IFI)
0) BBIACIICHUHN K
YHUYTOKCHUIO JOKYMCHTOB,
HC MMOoAJICKallIX XPaHCHHUIO.

(moxmuce) (MHUIMAIB, haMums)

« » 20 T.

Ha ocHOBanuMn

(HaSBaHI/IC 1 BBIXOAHBIC JAHHBIC NIEPCYHA JOKYMCHTOB € YKAa3aHHUCM CPOKOB UX XpaHeHI/Iﬂ)

OTOOpaHbl K YHUYTOKCHHUIO KaK HE MMEIOIINE HAYIHO-UCTOPUICCKON IIEHHOCTH U
YTPATUBIIME TIPAKTHYECKOE 3HAUYCHHWE JIOKYMEHTHI (OTaerna, YMpaBlICHUS,
KOMHTETA).

Ne | 3aronosok nena mnu | Kpaitnue natet | Kon-Bo | Cpoxu xpanenus nen | [Ipumeuanue
/1 | TPYMIIOBOM 3aroJ0BOK el. Xp. | W HOMEpa cTaTei Io
JIOKYMEHTOB JIEI IEPEYHIO
1 2 3 4 5 6
Htoro el. Xp. 3a TOJBI

(undpamu 1 MPONUCHIO)

Onucu en NOCTOSHHOTO XpaHEHUs 3a rOJIbl YTBEPKICHBI,
10 JIMYHOMY COCTaBy 3a roael cornmacoBanbl ¢ OIIK komurera mno
YIPABJICHUIO apXUBHBIM JieioM PocToBcko# obmacTu

(IpOTOKOJI OT « » 20 1. Ne ).

AKT COCTaBHII

(HOMKHOCTD) TIOAIIINCH Pacundposka nognucu
Jlarta

COI'JTACOBAHO

[IpoToxon DK AnmuHuctpanuu
ropona Taranpora
OT « » No
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[Tpunoxenue Ne 20
K MHCTpyK1IMN
I10 IEJIONPOU3BOJICTBY
B AIMHUHUCTpaLIKU
ropona Taranpora

NPUMEPHBLI IEPEYEHDB
HEPEI'MCTPUPYEMBIX BXOJALIUX TOKYMEHTOB

1. AHKeTsI (pe3toMe), HallpaBiIsieMbIe B LIENISX TPYI0YCTPONCTBA.

2. byxranrepckue NOKyMeHTHI (OyXraarepckas OTYETHOCTb, CYETa, cyeTa-
(dakTypbl, aKThl CBEPKM B3aUMOPACUETOB, AKTHl MPUEMKHU-TIEPEJAYd OCHOBHBIX
CPEIICTB, TOBAPHBIEC HAKJIATHBIE U IPYTHE).

3. 'OCTsl, TeXHUYECKUE PETIAMEHTHI, PYKOBOISAIINE U APYTUe JOKYMEHTHI
10 TEXHUYECKOMY PETYJIUPOBAHUIO U CTaHIAPTU3ALUU.

4. KoHKypCHast JOKyMEHTALHs.

5. HayuHo-TexHu4eckas ¥ IpOeKTHas TOKYMEHTALHS.

6. Koppecnonaenuus, aapecoBanHasi pabOTHUKaM ¢ ToMeTkoi "JInuno".

7. IleyaTHble uU3naHUs (KHWUTH, XypHaJbl, Ta3€Thl), KaTaJOTH, TEXHUYECKas
JAUTepaTypa, TEMaTUYECKUE U ClIeUalbHbIe COOPHUKH, IIIaKaThI.

8. IlozapaBuTenpHble MHCbMa W TEJIErpaMMbl, OJaroJapcTBEHHbIE MHUCbMA U
TeJIerpaMMBbl, IPUTTIACUTENIbHbIE OUJIEThI, IPUTTIAIICHUS (B BUAE OTKPBITOK).

9. IlpeiicKkypaHTHI.

10. ITporpammbl KOH(EpEHIIMIA, COBEIIAHUH.

11. Pexiiamubie MaTepHalibl (MMChbMa, JINCTOBKH, TPOCTIEKTHI, OYKIIETHI).

12. YueOHble TU1aHbl, IPOrPaMMBbI.

13. BenomcTBeHHBIE CTaTUCTUYECKHE OTYETHI, OOJIJIETEHH, COOPHUKH U
0030pBI, MPOTHO3bI MOTO/IbI U TOMY MOJI00HOE.

Ecnu ykazaHHbIE JTOKYMEHTHI MOCTYHNWJIM C CONPOBOJUTEIBHBIM MHUCHMOM,
MACbMa PETUCTPUPYIOTCS B MOPSAAKE, YCTAHOBICHHOM MHCTpyKIIHE.
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