COBET JEIIYTATOB
3ABSI3EHCKOI'O CEJILCKOT'O INIOCEJIEHUS
KHKBUJI3EHCKOI'O MYHUIIUIIAJIBHOI'O PAVIOHA
BOJITOTI'PAJICKOM OBJIACTH

PEIIEHUE

oT «25» suBaps 2022 r. Ne 115/42

006 yrBep:xknennu MHCTPYKIIUM 10 1eJIONPOU3BOACTBY
Cogera 1enyraToB 3aBA3€HCKOI0 CeJIbCKOI0 MOCeJTeHUs
KukBUI3€HCKOr0o MyHUIIMIIAJIBLHOIO paiioHa

Cornacno [Ipukazy ®enepanbHoro apxuHoro areHTcTBa oT 11.04.2018 rona Ned4, B
HEJSIX JabHEHIIer0 COBEPIICHCTBOBAHUS CUCTEMBI JOKYMEHTAIMOHHOTO 00eCieueHus
YIPaBJICHUYECKOM I€ATETbHOCTH U YCTAaHOBJIEHUS €IMHOTO NOPsI/IKa BEACHUS JEI0NPON3BO/ICTBA
B CoBere aenytatoB 3aBsSI3€HCKOTO CEJIbCKOro noceneHus KMkBUA3EHCKOro MyHULIUIIAIBHOTO
paitona Bonrorpanckoit o6mactu, CoBeT nenmyTaToB 3aBS3€HCKOTO CETCKOT0 MOCETICHUS
KukBuI3€HCKOTO0 MYHUIIMIIAILHOTO paiiona Bonrorpaackoit o6inactu

PEIINJI:
1. YrBepauts UHCcTpyKIuio no nenornponsBoacTBy CoBera enyTaToB 3aBI3€HCKOTO CElIbCKOro

nocesniennsi KUKBHUII3EHCKOTO MYHUIMIIATBLHOTO paiioHa Bonrorpaackoi o06iact, cOrjacHO
[Ipunoxenuto.

2. Ilpusnate yrpatuBmmM cwmiy pemieHne CoBera emyTaToB 3aBsS3€HCKOTO CEIbCKOTO
noceneHus: KHKBUI3EHCKOTO MYHUITUITAIBHOTO paiioHa Bonrorpanckoit odmactu ot 27.02.2007
No 38/21 «O6 yTBepKACHMH WHCTPYKIIMA TIO JEIONPOU3BOACTBY CoBera JnemyTaTroB
3aBSA3€HCKOIO CEJIBCKOIro MocelneHus KHKBHUA3ZEHCKOTO MYHHUIMIAIBHOTO pailoHa»

3. KOHTpOJ'II) 3a HUCIOJHCHHUEM HACTOALICTO IMMOCTAHOBJICHUA BO3JIOXKUTH Ha BEAYIICTO
cricnuyaincTa 3aBsA3EHCKOr0 CEIIbCKOT0 IMMOCCICHUS MaBpI/IHy MI[

I'maBa 3aBSI3€HCKOr0 CEILCKOI0 MOCEIEHUS
KukBHI3€HCKOTO0 MYHUIIMIIAILHOTO pailoHa

Bonrorpanckoii oomactu T.H. Kopob6koBa



[Ipunoxxenue
K pemenuto Cosera ZeIyTaToB
3aBsSI3€HCKOT0 CEJIBCKOrO MOCEICHUS

Ot 25.01.2022r. Ne 115/42

HHCTPYKIUA
1o aejonpousBoacTBy CoBera AenyraTroB
3aBA3EHCKOI0 CEJIHLCKOI0 MOCeJICHHS

KI/IKBI/II[L’oeHCKOFO MYHUIUIIAJIBHOI'0 paﬁOHa

1. OOuue noJioKeHUs

1.1. Hacrosmas WHCTpyKkuus 1O J€1ONPOU3BOJACTBY PErVIAaMEHTUPYET OPraHU3alUIo
JIeJIONIPOU3BOICTBA U PAllMOHAIBHOIO JOKYMEHT0000pOTa, CO31aHusl U opopMiIeHus
JIOKYMEHTOB, MOPsIIOK paboTel ¢ gokymeHTamu CoBera jenyTara 3aBsi3€HCKOIO CElIbCKOro
nocenenus. MHCTpyKIMs onpeaessieT OCHOBHbBIE TpaBuiia IpUeMa, y4yeTa, OAr0TOBKHY,
oopMIIeHUS, PA3MHOKEHUS, XPaHEHHUS, PACCHUIKH TJOKYMEHTOB, KOHTPOJIS 33 UX
MPOXOXKACHUEM U cIMcaHus ux «B aemnoy.

1.2. UncTpykuus pazpaboTtana B cooTBeTcTBUU ¢ «[IpaBriiamMu aenonpon3BoicTBa B
rOCYIapCTBEHHBIX OpPTraHax, OpraHaXx MECTHOTO CaMOYIIPABIICHUA», YTBEPKAEHHBIMU TPUKA30M
®denepanbHOro apxuBHOTO arentcTna 22 mas 2019 rona Ne71, ocroHbiMU [loN0KEHUSIMEI
["ocynapcTBeHHOM CUCTEMBI JTOKyMEHTAllMOHHOTo obecnieuenus ynpasienus (I'CA0Y),
I'ocynapctBennbiM  crangaptom ['OCT P 7.0.97-2016 «TpeboBanus k oopMIIeHHIO
JIOKYMEHTOBY» yYTBEPKIEHHBIM MpHuka3zoM Poccrannapra ot 08.12.2016 Ne2004-ct (penakuus ot
14.05.2018 r.).

1.3. ITonoxenus MHCTpYKIMU pacIpOCTPaHAIOTCS Ha OPraHU3aLUI0 pabOThl C JOKYMEHTaMHU
(He3aBUCUMO OT BHJIa HOCUTENSI HHPOPMAIIMH ), BKIIOUYasi UX MOJTOTOBKY, PETUCTPALIMIO, YUET U
KOHTPOJIb UCIIOJIHEHUS, OCYILIECTBIISIEMBIE C [IOMOILBIO ABTOMAaTU3UPOBAHHBIX (KOMIIBIOTEPHBIX )
TEXHOJIOTUH, 32 UCKIIIOUEHHEM JOKYMEHTOB, COJEPKALIUX CBEIECHUS, COCTABIISIOIINE
rOCyJapCTBEHHYIO TallHY U KOH(PUICHIMATIbHYIO HHPOPMALIUIO

14. Tlopsmox  paccMmoTpeHuss — oOpamieHudt  rpaxaad  Poccwmiickoit  deneparuu,
UHOCTPAaHHBIX TpaXJaaH, UL 0Oe3 TpaxJaHCTBa, OOBEIWHEHHH TpaxaaH, B TOM YHCIE
IOpUAMYECKUX JUI (Hamee — oOpalleHue TpaxJAaHWHA, OpraHU3alUh), U BEACHUE
JIENTOTIPOU3BO/ICTBA 1O OOpallleHUsIM Tpak[aH, OpraHu3allMii yCTAaHABJIMBaeTCs B  OpraHe
MECTHOTO CaMOYIIpaBiieHHs B cOOTBETCTBUU ¢ DenepanbHbiM 3akoHOM OT 2 Mas 2006 r. Ne 59-
@3 «O nopsiike paccMOTpeHus: oOpareHnit rpakaan Poccuiickoit d)e;[epaupm»m.

1.5.0pranuzanus paboThl € 3apocaMyl FOPUAMYECKUX U (PU3MUECKUX JIUI B OPraH MECTHOTO
CaMOYIIPABJIEHHS O MPEIOCTABICHUN NH(DOPMAIIUH O IeATETbHOCTH 3TOI0 OpraHa
OCYILIECTBIISICTCS B COOTBETCTBUU ¢ DenepanbHbIM 3akoHOM 0T 9 deBpains 2009 r. Ne 8-D3
«O06 obecnieueHNH JOCTyIA K MHPOPMALIMH O IEATEIbHOCTH IOCY1apCTBEHHBIX OPraHOB U



OpraHoB MECTHOT'O CAMOYIIPABIICHUS.

1.6.Opranu3anus paboThI C 3apOCaMu IPak/IaH U OPraHU3aLui O IPEJOCTaBICHUH
rOCyIapCTBEHHBIX,MyHHIHIIAIBHBIX YCIYT OCYILECTBISETCS B COOTBETCTBUH ¢ DenepaabHbIM
3akoHOM 0T 27 mronist 2010 r. Ne 210-P3 «O06 opranuzanuu nperocTaBiIeHUs
rOCYIapCTBEHHBIX U MYHHUIIMIIAIBHBIX YCIIYT).

1.7.B Cogere aemyTaToB HHCTPYKIHS O IEIONPOU3BOJICTBY TIOCIIC €€

COIJIACOBAHUS C MYHHUIMIIAIBHBIM apXUBOM, yTBepkIaeTcs pemieHneM CoBeTa JIermyTaToB.
1.8. B nensix BeieHus ACIONPOU3BOICTBA U 00CCIICYCHHUS IIOCTOSIHHOTO KOHTPOJIS 32
COOJIFOJICHUEM TMOpsIIKa PadOTHI ¢ TOKYMEHTAMU Ha3HAYAKOTCS COTPYAHUKH, OTBETCTBEHHBIC 32
BEJICHUE JIETIOTPOU3BOACTBA.

Ha coTpyaHuKOB, OTBETCTBEHHBIX 32 BEICHHE JETIOIPOU3BOJICTBA, BO3JIATAlOTCs CICAYIOLIHE
OCHOBHBIC (DYHKIIUH:

a) MPUEM U YYeT MOCTYMAUUX T0KYMEHTOB;

0) mepenaya JOKyMEHTOB Ha pAaCCMOTPEHHE IJ1aBe 3aBA3EHCKOr0 CEIbCKOT0 MOCENEHMUSI, U TIOCTIe
HaJIOXKEHUSI COOTBETCTBYIOIIUM PYKOBOAUTENIEM PE30JIIOLIUH - HCIIOIHUTEIIO;

B) YUET U PETUCTPALIUS UCXOJAIIMNX JOKYMEHTOB;
') KOHTPOJIb 3 POXO0XKJIEHUEM JIOKYMEHTOB;

,I[) IIPOBEpPKA HAINYIHA JOKYMCHTOB, HAXOAAIIUXCA HAa UCITOJIHCHUU Y COTPYAHUKOB
AIMUHHUCTpANN,

€) BHECCHHE TPEIOKEHHH MTpH (POPMUPOBAHUN HOMEHKIIATYPHI 1€ aJMHHHUCTPALIUH;

X) (hopmupoBaHue, ohopMIIeHUE, YUeT, XpaHEHHE, IOATOTOBKA M CBOEBPEMEHHAs Iiepeiada Jel
Ha XpaHEHHE B apXHUB.

CDYHKIII/II/I, YKa3aHHBIC B ITOAITYHKTAX «a», «6)), «» MOT'YT BBIIIOJIHATHECA C UCITOJIB30BAHHUEM
CPEJICTB aBTOMATU3UPOBAHHOW CUCTEMBI JIEKTPOHHOTO JIOKYMEHTO000pOTa aIMUHUCTPALIUN
(manee - COJ] agMuHUCTpaIum).

1.9.0TBeTCTBEHHOCTD 3a OPraHU3ALIMIO, COCTOSHUE JIENIONPOU3BOCTBA U COOIIOACHNE
TpeboBanuii [IpaBun nenonpousBoactsa CoBeTa J1enyTaToB 3aBsI3€HCKOTO CETbCKOTI0
MIOCEJIEHUS BO3JIaraeTcsi Ha pyKOBOAMTEINS JTMOO0 Ha JIMI0, UCTIOJHSIOLIETO €ro 00sI3aHHOCTH.

1.10. MeTtoauueckoe PYKOBOICTBO I10 BOITPpOCAM JOKYMCHTAIUOHHOI'O obecneueHuUs
BO3JIaracTCsd Ha CriciuaincTa, OTBEYAIOIICTO 3a apXWB U JACIIOIIPOU3BOJACTBO Cosera JACIIyTaToOB
3aBsA3EHCKOr0 CEIbCKOro IIOCEIICHUS.

1.11..PaGOTHUKY aAMUHUCTPALIUU 3aBA3EHCKOIO CEIbCKOTO MOCEJIEHUs HE3aBUCHMO OT
3aHMMAaeMbIX JOJDKHOCTEH HECYT MEePCOHAIbHYIO OTBETCTBEHHOCTD 3a BHIMOJIHEHUE TPEOOBAHUU
HaCTOSIHIeﬁ I/IHCTPYKHI/II/I, COXPAaHHOCTb HAXOJAIINUXCA Y HUX C.]'Iy7K€6HI)IX JOKYMCHTOB U
coJepxaleiics B HUX HHPpOpMauu.

1.12. B ciydae yTpaThl CiIy>K€OHBIX JOKYMEHTOB HEOOXOJMMO COOOIIUTH 00 3TOM IJIaBe
3aBS3€HCKOTO CEITBCKOTO MOCENICHUS, a TAKXKE CIEIHAINCTY aJIMUHUCTPAIMH, KOTOPhIC
OPraHU3YIOT CITYKEOHYIO TPOBEPKY MO JaHHOMY (DaKTy.

1.13. Tlpu cMeHe IeTOnPOU3BOIUTEIIS COCTABIISETCS aKT MpHUeMa-Tiepelaq JOKYMEHTOB H JICI.

2. OOume TpedooBanusi K 0popMIIEHHI0 TOKYMEHTOB

2.1. lokyMeHTHl, co3aBaeMbie COBETOM AEMYTAaTOB, OPOPMIISIOTCS HAa CTAaHJAPTHBIX JIHCTaX
oymaru popmata A4 (210 x 297mm) (nanee — hpopmat A4) 1100 B BHIE SICKTPOHHBIX



JIOKYMEHTOB ¥ JIOJDKHBI UMETh YCTAaHOBIICHHBINM COCTaB PEKBU3UTOB, UX PACTIONIOKEHUE H
odopmiienue B cootBeTcTBUH ¢ ntostioxkeHussmu ['OCT P 7.0.97-2016

2.2. Ilpu moAroTOBKE JOKYMEHTOB ITPUMEHSETCS TEKCTOBBIA pegakTop Win Word ¢
ucnonb3oBanueM mpudra Times New Roman pazmepom Ne 12,13,14, st odpopmiteHus
TaOJIMYHBIX MaTEPHAJIOB JIOMYCKAETCS UCIIOJIb30BATh IPU(THI MEHBIIIUX PA3MEPOB.

2.3. AG3auHsbIif OTCTYI TeKCTa JOKyMeHTa - 1,25 cm.

2.4.3aroj0BKM pa3/ieioB U MOAPa3/esIOB IIeYaTaloTCs ¢ a03alHBIM OTCTYIIOM WJIM LIEHTPUPYIOTCS
0 IIUPUHE TEKCTA.

2.5.MHOTrOCTpOUYHBIE PEKBH3HUTHI I1€YATAIOTCS Yepe3 OJIMH MEKCTPOUYHBIN HHTEPBAJ, COCTaBHBIC
YaCTU PEKBU3UTOB OTIEIAIOTCS JONOJHUTEILHBIM HHTEPBAJIOM.

2.6.Tekcr nmevaraercs yepes 1-1,5 MeKCTpOUHBIN HHTEPBAJL.

2.7.Eciu TOKyMEHT TOTOBHUTCS JJISl M3AaHUS C YMEHBIICHHEM MAacIITada, TeKCT Mev4aTaeTcs
4yepes JABa MHTEpBaa.

2.8.1uTtepBan Mexay OyKBamMH B CJIOBaX- OOBIYHBIN.
2.9.MaTepBan Mexay CIOBaMH -OJIUH MPOOEIT.

2.10.ITpu co3nanum TOKyMEHTa Ha JIByX M 0oJiee CTpaHUIAX BTOPYIO U MOCIIEAYIOIINE CTPAHUILIBI
HYMEpPYIOT.

2.11.Homepa cTpaHHIl IPOCTABISIFOTCS MTOCEPEINHE BEPXHETO OIS Ha paccTOsTHUU He MeHee 10
MM OT BEPXHEro Kpas JIICTa.

2.12. OtnenbHBIE BHYTPEHHHE JOKYMEHTBI, aBTOPAMHU KOTOPBIX SIBJISIFOTCS CIICIIUATHACTBI
aJIMMHMCTPAIIH, MOTYT OBITh HAaIlMCaHbl OT PYKHU (3asiBlIEHUE, OOBSICHUTEIbHAS 3aIICKa U TOMY
MoI00HOE).

2.13. Kaxxaplii JIUCT JOKYMEHTA JIOJDKEH UMETh TT0JIsI, HE MEHee:
20 MM - JI€BOE;

15 mm - mpaBoe;

20 MM - BEpXHee;

20 MM - HHIKHEE.

2.14. Tlpu MOATOTOBKE TOKYMEHTOB JIOITYCKAETCS UCTIONh30BaHUE JTUIIEBON H 00OPOTHOM
CTOpOHBI JincTa. [Ipy AByCTOpOHHEM CO3aHNM JOKYMEHTOB IIMPHHA JIEBOTO MOJISI HA JIULIEBON
CTOPOHE JIUCTa U NPABOr0 MOJIsl HA 000POTHON CTOPOHE JIMCTA JI0JIKHBI ObITH PABHBI.

3. TpeboBanusi K 0popMIIEHHIO PEKBU3UTOB JOKYMEHTOB

3.1. O0s3aTenbHbIEC SJIEMEHThI O(I)OpM.HCHI/IH JAOKYMCHTA HA3bIBAIOTCSA PCKBU3HUTAMMU. CocraB

PEKBU3HUTOB OPraHU3allMOHHO-PACIOPAIUTENBHBIX TOKyMeHTOB onpenenéd I'OCT P 7.0.97-
2016.

3.2. [Ipu moarotoBke, oopMieHHH U 00pabOTKe JOKYMEHTOB, a TAKXKe MPU U3TOTOBJICHUN
0JIAaHKOB JJOKYMEHTOB HMCITOJIB3YFOTCSI CJICTYIONTUEC PEKBU3UTHI:

01 - xox ¢popMBI JOKYMEHTA;

02 - HaMeHOBaHKE OpPraHU3alMU - aBTOpPA IOKYMEHTA;
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03 - HaMeHOBaHUE CTPYKTYPHOTO TIOPA3ICIICHUS - aBTOPA JOKYMEHTA;
04 - HamMeHOBaHKE JOJDKHOCTH JIMIIA - aBTOPA JIOKYMEHTA;
05 - cpaBouHbBIE TaHHBIE 00 OpPraHU3aIHH;

06 - HaumMeHOBaHUE BHIa TJOKYMEHTA,;

07 - nara mOKyMeHTa;

08 - perucTpaOHHBII HOMEP TOKYMEHTA;

09 - ccpulka Ha PErUCTPALMOHHBIA HOMED U JIaTy NOCTYIMUBIIETO JOKYMEHTA;
10 - MecTo cocTaBiieHHs (M3JaHUs) JOKYMEHTA;

11 - rpuc orpaHuueHus AOCTyMa K JOKYMEHTY;

12 - appecar;

13 - rpu¢ yrBepKIeHUS JOKYMEHTA;

14 - 3aronoBOK K TEKCTY;

15 - TekcT NOKyMeHTa;

16 - oTMeTKa O MIPHUIIOKECHUH;

17 - rpu cornacoBaHusi JOKyMEHTa;

18 - Bu3a;

19 - moanuce;

20 - oTMeTKa 00 AIIEKTPOHHOH TTOATNCH;

21 - meyaTs,

22 - 0TMeTKa 00 HUCIOIHUTEIIE;

23 - OTMETKa O 3aBEPEHHH KOIIUU;

24 - OTMETKa O MOCTYIUICHUH TJOKYMEHTA;

25 - pe3oTonHs;

26 - OTMETKa O KOHTPOJIE;

27 - OTMETKa O HampaBICHUH IOKYMEHTA B JEI0.

3.3. Kox hopmbl fOoKyMeHTa poCTaBIIsSIeTCs] HA YHU(DUITMPOBAHHBIX (POPMAxX TOKYMEHTOB B
COOTBETCTBUH ¢ O01IEePOCCHIICKMM KJIACCH(PHKATOPOM yNIPABJICHYECKOH JOKYMEHTAIINH
(OKY l) unu nokaibHBIM KJIacCU(PUKATOPOM, pacroiaracTcsl B IPaBOM BEPXHEM YTIIy pabodero
HOJIS IOKYMEHTa, COCTOUT M3 ciioB "dopma 1o (HauMeHoBaHHe Kiaccupukaropa)" U HuppoBoro
KOZA.

3.4. HammenoBanue opranuzamyn (CoBera JIeyTaTOB) JOJDKHO COOTBETCTBOBATH
HaMMEHOBAHUIO IOPHINYECKOTO JIMIIA B ycTaBe 3aBA3EHCKOT0 celabckoro nocenenus. Ha Omankax
nUceM U OJIaHKaX KOHKPETHBIX BHJIOB TOKYMEHTOB YKa3bIBAETCS IMOJHOE OPUIIMATIBHOE
HauMeHoBaHHue CoBeTa JENnyTaToB .

3.5. HauMeHoBaHME TOJDKHOCTH JIMIIA UCTIONB3YETCS B OJIaHKaX MUCEM JOJKHOCTHBIX JIUIT U
pacmoJiaraeTcsi oJi HaMMeHoBaHUEM opraHuzanuu. HaumeHoBaHue HOKHOCTH JIMLA - aBTOPA
JIOKYMEHTA yKa3bIBa€TCS B COOTBETCTBHH C HANMEHOBAaHUEM, IPUBEACHHBIM B
pacnopsIUTENbHOM JOKYMEHTE O Ha3HAYEHUH HA JTOJKHOCTD.
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3.6. CripaBounble nanHble CoBeTa JEMyTaToOB YKa3bIBAIOTCS B OJIaHKAX MUCEM U BKIIIOYAIOT:
MOYTOBBIN apec (IOMOIHUTEIHFHO MOKET YKA3bIBAThCS a/IpeC MeCcTa HaX 0K ICHUs
IOPUINYECKOTO JIUIIA, €CITM OH HE COBIAJAET C MIOYTOBBIM aapecoM); HoMep TenedoHa, akxca,
aJipec >JIEKTPOHHOM MOYTHI, CETEBOH aJipec, a TakkKe Ko opranuzanuu no Oouepoccuiickomy
kiaccudukaropy npeanpustuii u opranuzanuii (OKIIO), ocHOBHO# rocyaapCTBEHHBIH
peructpannoHHbiii Homep opranuzamnuu (OI'PH) n unentudukannonssiii HoMep
HAJIOTOIUIATEIIMKA / KOJI IPUYUHBI TOCTAHOBKU Ha HaoroBwiid yuet (MTHH/KIIIT).

3.7. HanmeHnoBaHnue Bu1a JOKYMEHTA (peleHue, IPOTOKOJ U TaK Jajiee), COCTABICHHOTO MU
n3aHHoro COBETOM JIEITyTaTOB, PErJIAMEHTUPYETCS Y CTaBOM U JOJDKHO COOTBETCTBOBATh
BUJIaM JIOKYMEHTOB, IiperycMoTpeHHbIM OKVY /1.

HanmenoBanune BHUJa JOKYMCHTA M€4aTacTCA IIPOIINCHBIMUA 6YKBaMI/I.
B nuceme HauMeHOBaHUE BUIA JAOKYMCHTA HC YKAa3bIBACTCA.

3.8. lata moxymMeHTa JOJDKHA COOTBETCTBOBATH JIaTe MOANMUCAHUSA (YTBEPKICHUS ) JOKYMEHTA
WM (B MPOTOKOJIAX) AaTe COOBITHS, 3a)UKCUPOBAHHOTO B IOKYMEHTE.

JlaTa 1oKyMeHTa 3alUChIBACTCS B TTOCJIEIOBATEILHOCTH: ACHb MECSIIA, MECSII, TOJ OJTHUM U3
JIBYX CIIOCOOOB:

apabckumu nudpamu, pazaeneaabiva Toukoid: 01.01.2022;

cioBecHO-1I(PpoBbIM criocobom: 1 saBaps 2022 T.

Ha noxymenTax, opopmiisieMbIX Ha OJlaHKE, JaTa JOKYMEHTA IMPOCTABIISETCS 0]l PeKBU3UTAMU
"HauMEHOBaHME BUJA TOKyMeHTa" (B OJ1aHKaX KOHKPETHBIX BUAOB JJOKYMEHTOB) U "CIIPaBOYHBIE
naHHble 00 opranu3anuu’ (B OJlaHKaX MUCEM)..

3.9. PeructpannoHHblii HOMEp TIOKYMEHTa COCTOUT U3 MOPSAKOBOIO HOMEPA, KOTOPBIA MOKET
JOTIOJTHATHCSI HHIEKCOM JieJia TI0 HOMEHKJIAType Jiell, HHpopMaIuei 0 KOppeCTOHIeHTE,
UCTIONTHUTEISAX U TaK Jajee.

Perucrpanuu nomexar Bce cosaaromuecs CoBETOM ENyTaTOB, a TAK)KE NOCTYMAIOIINE U3
JpYTUX OpraHu3aluii ¥ oT GU3NUECKUX JIUL JOKYMEHTBI, KPOME TOKYMEHTOB, HE MOAJIEKAIIUX
PErUCTpaLUH.

Hannuue ma JOKYMCEHTEC PCTUCTPALIMOHHOI0O HOMEpPA CBUACTCILCTBYET O TOM, UYTO I[aHHBIfI
JAOKYMCHT BKJIFOYCH B I/IH(I)OpMaLII/IOHHHﬁ maccuB CoBerta ACITYTATOB U HAXOJUTCA OO €Tro
KOHTPOJIEM U OTBETCTBECHHOCTBIO.

Mecto MMPOCTAaBJICHUSA PETUCTPAIMOHHOT'O HOMEPA 3aBUCUT OT BHUJa JOKYMCHTA.

PCFPICTpElI.[PIOHHBIﬁ HOMCp JOKYMCHTA, MIOATOTOBJICHHOTO COBMECTHO ABYMS U Oolee
opraHusanusaMu, COCTOUT U3 PETUCTPALIMOHHBIX HOMEPOB JOKYMCHTA K&)K}IOI)’I H3 3THUX
oprT: aHI/IBaI_[I/Iﬁ, MPOCTABIIACMBIX YC€PE3 KOCYIO HCPTY B MOPAAKE YKA3aHUA aBTOPOB B JOKYMCHTC.

[Tpu peructpanuu obpamieHuil rpaXxiaH ykasbiBaeTcs nepBasi OykBa paMHINN aBTOpa
JIOKYMEHTa 1 uepe3 educ - perucTpaliioHHbIi HOMep B MOPSAIKE NOCTYIUIEHUS JJOKYMEHTOB.

3.10. Ccpuika Ha perucTpallMOHHBIA HOMEP U 1aTy JOKYMEHTA MCIIONIb3YeTCs TOJIBKO B TEX
JIOKYMEHTaX, KOTOpbIE ABJISIOTCS OTBETAMM Ha 3arpoc (MUCbMO, CIIpaBKa, JOKJIaHas 3aIuCKa,
aKT, 3aKJII0OYeHHE, 0030p U T.1.). CBeIeHHs IEPEHOCATCS ¢ MOCTYIMUBIIETO JOKYMEHTA U
BKJIFOYAKOT PETUCTPAMOHHBIM HOMEP U J1aTy MOCTYIUBIIErO JOKYMEHTA.

Hannune AaHHOT'O PEKBHU3WUTA UCKIIIOYACT HeO6XO}II/IMOCTL YIIOMUWHaHHWA HHACKCA U ATkl
MOCTYIMHUBUICTO JOKYMCHTA B TCKCTC NMUCbMaA, YTO OCBOGO)K,Z[aeT €ro OT BCIIOMOIraTeIbHOU
CIIpaBOYHON WH(OpMAITUH.

3.11. MecTo cocTaBiieHUs (M30aHMS) JOKYMEHTa YKa3bIBA€TCS BO BCEX JOKYMEHTaX, KpoMe
JIETIOBBIX (CITY’)KEOHBIX) MHCEM, BHYTPEHHUX WH(OPMAITMOHHO-CIIPABOYHBIX JOKYMEHTOB, a
TaKXe B CIIydae, €CIIM MECTO HaXOXKICHUS OpraHu3aluy BXOAUT B €€ HAaMEHOBAHHUE.



MectoMm HU3JaHus JOKYMCHTA IJId FOPUAUYCCKOrO Jinia 6YIIGT MCCTO €Iro HaXOKACHUA, KOTOPOC
OompeacIsIETCA MECTOM FOCY,HapCTBeHHOI;'I pEerucCTpaivi 1aHHOI'0 KOPUAUMYCCKOro Juia.

3.12. I'pud (momeTKa) OrpaHUYCHHS JOCTYyIA K JOKYMEHTY.

['puc orpanmueHus 1O0CTyNa K JOKYMEHTY ITPOCTABIISAETCS B PABOM BEPXHEM YTITy IIEPBOTO
JUCTA JOKYMEHTa (ITPOEKTa JOKYMEHTA, CONPOBOIUTEIHLHOTO MTUChMA K IOKYMEHTY) OT TPaHHUIIbI
BEPXHETO MOJIS TP HAJMYUHU B JOKYMEHTE HH(DOpPMAIIMH, JOCTYI K KOTOPOI OrpaHUINBACTCS B
COOTBETCTBUU C 3aKOHOJaTeIbCTBOM Poccuiickoit denepanumu.

3.13. B kauecTBe azpecaTa MOTYT ObITh OpraHU3aLUU, UX CTPYKTYPHBIE [TOIPA3ICICHNUS,
JOJKHOCTHBIC WK (PU3UYECKHE JIHIIA.

[Tpu agpecanuu JOKyMEHTa TOJDKHOCTHOMY JIMIlY HHHUIIMAJIBI YKA3bIBAIOTCS MOCIe (paMIIINU.
HanmeHnoBanue oprana ykas3pIBalOT B UMEHUTEIHHOM MaJIeKe, a JIOJDKHOCTh M (DaMUIIHIO - B
natensHOM. PekBusuT "angpecat” odopmiisieTcst Ha GJIaHKE ¢ YIIIOBBIM PacloIOKEHUEM
PEKBHU3UTOB - B BEpXHEH MPaBOi 4acTU TIOKYMEHTA, Ha OJIaHKE C MPO/I0JIbHBIM PacHOI0KEHUEM
PEKBU3HUTOB - CIIpaBa MoJ| pekBU3uTaMu Onanka. CTpoKu peKBU3HTa "aapecar’ BHIPAaBHUBAIOTCS
0 JIEBOMY Kparo WJIN HEHTPYIOTCS OTHOCUTEIbHO CaMOW JUIMHHOM CTPOKH.

[Ipu agpecanuu JOKyMEHTa PYKOBOJUTEIO OpraHa HAaMMEHOBAHKE JIAHHOTO OpraHa BXOJIUT B
COCTaB HAMMEHOBAHMsI IOJDKHOCTHU aJipecaTa, HalpuMep:

HavanpHuKy ynpaBieHus
KyJIbTypbl Boarorpanckoili obmactu
NBanosoii O.I1.

Ecin 1OKYMEHT OTIIPABIIAIOT B HECKOJIBKO OJHOPOJHBIX OPTaHU3ALMN UM B HECKOJIBKO
CTPYKTYPHBIX MOJIpa3/ieIeHuii OJTHOM OpraHu3aluy, TO UX CJIEIYeT yKa3blBaTh 0000IIEHHO,
Harpumep:

AJMUHHCTpaluu noceneHnii KUKBUI3eHCKOTO MyHUIIMIIAIBHOTO pailoHa
Bonrorpanckoit o6nactu

JomyckaeTcst IEHTPUPOBATh KAXKIYIO0 CTPOKY PEKBU3HTA «AJpecar» M0 OTHOIMICHHIO K CaMOi
JUIMHHOU CTPOKE.

B cocrtaB pexBu3uTa «Aznpecary» MOKET BXOJUTH MIOYTOBBIN agpec. DJIEMEHTBI IOYTOBOIO aapeca
YKa3bIBalOT B ITOCJIEI0OBATENBHOCTH, YCTaHOBIEHHOM [IpaBuinamMu oka3zaHus yCiyr HO4TOBOM
CBSI3U:

- HAaMMEHOBaHMe ajpecata (HANMEHOBAHUE FOPHUINICCKOTO JIUIA WU (haMIIIHS, UMsI, OTIECTBO -
JUTSE (PU3UYECKUX JIHII);

- Ha3BaHUE YJIMIIbI, HOMEP I0Ma, HOMEp KBapTHUPHI;

- Ha3BaHME HACEJIEHHOTO MYHKTA;

- Ha3BaHUE palioHa;

- Ha3BaHHe 00JIACTH, Kpasi, peCITyOINKY;

- Ha3BaHME CTPaHbl (JUIs1 MEKIYHAPOHBIX IIOYTOBBIX OTIPABICHUI);
- IOYTOBEIN MHIEKC.

JIOKyMeHT He TOJIKEeH cojiepaTh Ooiiee ueTbipex ajnpecatoB. CI0BO «KOIMUS» MEPE] BTOPHIM,
TPETHUM, YETBEPTHIM aJpecaTaMH HE YKa3bIBAIOT.



[Tpu xonmyecTBe agpecaToB 00JIEe YEThIPEX PEKOMEHIYETCsl COCTABIATH CIIMCOK PACCHUIKU
JOKYMEHTA.

[Tpu agpecanuu foKyMeHTa PU3NYECKOMY JIMILY CHayalla yKa3bIBalOT (DaMUIIUIO M HHUILIAAJIBI
MoJTyJartelis, 3aTeM MOYTOBBIN ajipec.

[Tpu oTmpaBKe MUChMa IO AMEKTPOHHOU TIOYTE WK TI0 (PaKCUMHIBHOM CBsI3U (0€3 TOCBUIKH IO
MOUTE) MOYTOBBIN agpec He yKa3biBaeTcs. [Ipr He0OX0IMMOCTH MOXKET OBITh yKa3aH
AJICKTPOHHBIN aapec (Homep TenedoHna/dakca).

[Tpumep -
Bcepocculickuii Hay4HO-
HCCIIEN0BATEIbCKUN HHCTUTYT
JIOKYMEHTOBE/ICHUS U apXUBHOTO Jieja
mail@vniidad.ru
JIBoitHBIC HOMEpA IOMOB MIPUHSATO MUCATh Yepe3 KOCyIo uepTy, Hanpumep: yi. CoBerckast, 90/2.

JluTepHbie HOMEpa JOMOB THIIYTCS CIUTHO C HOMEPOM JoMa, HarpuMmep: KoMcomomnbsckuii miep.,
31a.

Kaxxaplii aieMeHT pekBu3uTa «Aapecar» (HaMMEHOBaHUE OpraHU3alUy, [10/1pa3IeIeHuUs,
HalMEHOBAaHUE JI0JDKHOCTH, MHULIMANBI U (haMIIIUS [10JIydaTesis, IOYTOBbIN aJpec) neyaTtaeTcs ¢
HOBOMW CTPOKH, COCTaBHbIE YaCTU PEKBU3UTA OTAEISIOTCS APYT OT APyra OJAUHAPHBIM
MEXXCTPOUYHBIM UHTEPBAJIOM.

3.14. T'puc yTBep>KAECHUS JOKYMEHTA.

JIOKyMEHT yTBep:K/1aeTcsl JOKHOCTHBIM JINLIOM (JOJIKHOCTHBIMM JIMIIAMH) WJIH CIIELUAIBHO
U3/1aBaeMbIM JOKyMeHTOM. [Ipu yTBepKAeHNN TOKyMEHTa JOKHOCTHBIM JIMLIOM I'pu
YTBEPAKACHUS IOKyMEHTa 0OPMIISIETCS B IPABOM BEPXHEM YTy U JIOJKEH COCTOSITh U3 CJIOBA
YTBEPX/IAIO nponucHbiMu OykBamMu 0€3 KaBbIYEK, HAMMEHOBAHUS TOJDKHOCTH JIMIIA,
YTBEPKAAIOIIETO JOKYMEHT, €r0 MOJINCH, HHUIIUAJIOB, (JaMIJINU U AAaThl YTBEPKICHMUS,
Harpumep:

YTBEPXJIAIO
I'maBa 3aBSI3€HCKOr0 CEIBCKOTO MTOCEIEHUS
JInynag noanucek U.0O. ©amunus

« » 20 r

['pud yrBepkIeHHs TOKYMEHTa paciojaratoT B IPaBOM BEPXHEM YTy TOKYMEHTa U
BBIPABHUBAIOT 110 JeBoMy Kkparo. CnoBo YTBEPXK/IAIO otnensiercs oT HaMMeHOBaHUSA
JIOJKHOCTH TIOJIyTOPHBIM MEKCTPOYHBIM UHTEPBAIIOM.

[Tpu yTBEpKACHUH JOKYMEHTA HECKOIBKIUMH JOJKHOCTHBIMU JIUIIAMH WX TTOAHCH
pacroJararoT Ha OJJHOM YpOBHE, HallpuMep:

YTBEPXJAIO YTBEPXJAIO
I'maBa 3aMeCTHUTENb [JIaBbI
CEJIBCKOTO MOCEJICHUS CEJIBCKOIO MOCEICHUS

JInynag nognuce UM.O. ®amunua Jluugasg moamuck  .0. ©amumnus


mailto:mail@vniidad.ru

« » 20 . o« » 20 1.

[Tpu HamM4My B TEKCTE TOKyMEHTa (POPMYIUPOBKU «Y TBEPAUTHY (IIpUIaraeMoe MOoJI0KEeHNUE,
IporpaMmy, IUIaH, COCTaB KOMUCCHH, IIEpeueHb MEPOIIPUATUH U TaK Jajee) Ha IpUIaracMom
JOKYMEHTE B IIPAaBOM BepxHeM yriry nedaraercs cioBo «Y TBEPXKIEH» nponucHbsiME OykBamMu
0e3 KaBbIYEK CO CChIIKOM HAa HOPMAaTUBHBIN aKT (Ha3BaHHUE JOKYMEHTA) B TBOPUTEIHHOM MAJEKE,
€ro Jary, HOMep, HalpuMep:

YTBEPX/EH
[IOCTaHOBJICHUEM
aZIMUHUCTPALIUU
CEJIBCKOIO IOCEICHUSA

oT Ne

Cnoso «YTBEPXXJIEH» cornacyercst B pojie ¥ 4KCli€ C BUJIOM YTBEPK1a€MOTr0 JIOKYMEHTa,
HarpuMmep: nosoxenue - Y TBEPXXJIEHO, cocras - YTBEPX/IEH, meponpusitus -
YTBEPXJEHBI, nporpamma - YTBEPX/IEHA.

BripaBHHBaHME 371€MEHTOB Tpu(a yTBEpKICHUS JOKYMEHTA OCYILIECTBIISETCS OT JIEBOTO Kpast
cinoBa «Y TBEPXKJIEH».

[Tpu yTBEp>KACHNUHU TOKyMEHTa KOJUIETHAIBHBIM OPraHOM, PELICHUsI KOTOPOTO (PUKCUPYIOTCS B
IPOTOKOJIE, B TpU(E YTBEPXKICHHS YKa3bIBACTCSI HANMEHOBAHHE OpraHa, peleHneM KOTOpOro
YTBEPXkKAECH TOKYMEHT, 1aTa U HOMep MpoToKoia (B ckodkax). [Ipumep -

(ITonoxenwue)
YTBEPXXAEHO
Cosetom nupexktopoB AO «IIpodunb»

(mpotokon ot 12.12.2015 Ne 12)

3.15. 3aromoBoK K TEKCTY - KpaTKoe coJiep:kaHue JoKkyMeHTa. Eciu 3aroioBok kK TEKCTY
oTBeYaeT Ha Borpoc "o uem?", oH HaunHaercs ¢ npeasiora "O" ("O6").  Ecnum 3aronoBok k
TEKCTY OTBEYAeT Ha BOMpPOC "duero?", OH COCTaBISAET OJHO IEJI0e C Ha3BaHHEM BHJIa JOKYMEHTA.
Hampuwmep:

pemieHue (0 4éM?) 00 yCTaHOBJIEHUU 3€MENIBHOI0 HaJIOTa

nucbMo (0 uéM?) 0 peocTaBlIeHMH HH(pOpMAIUU

aKkT (4ero?) mpuema-nepenadu e

IPOTOKOJI (4ero?) 3aceianus SKCIEePTHON KOMUCCUN

3aroJ0BOK K TEKCTY 0(OPMIIIETCS ITOJT PEKBH3UTaMH OJIaHKA CJI€Ba, OT TPAHMIIBI JIEBOTO TIOJI.

3.16. TekcT nOKyMEHTa COCTaBIISIETCSl HA TOCYJapCTBEHHOM si3bike Poccuiickoii deneparui.

TekcT JOKyMeHTa MOXKeT ObITh Mpe/ICTaBlIeH B (JOpME CBSI3HOTO TEKCTA, aHKETHI, TAOIHUIIBI HITH
CoueTaHus 3TUX QopMm.

TekcT oTAenseTcs OT 3aroyioBka 2 - 3 MEKCTPOUHBIMU MHTEPBAJIaMU U NIEYATACTCS Yepe3
OJMHAPHBIN UJIU TOJYTOPHBINA MEKCTPOUYHBIN MHTEPBAJ.

B TexcTe JOKYMEHTA, IOATOTOBJICHHOM Ha OCHOBAHHHU 3aKOHOAATCIIBHBIX MW MHBIX
HOPMAaTUBHBIX ITPABOBBIX AKTOB, PAHCC U3JAHHBIX PACIIOPAAUTCIBHBIX JOKYMCHTOB,
YKa3bIBalOTCA UX PEKBU3HUTEI:



- HAMMEHOBaHKE JOKyMEHTa, HANMEHOBAaHUE OPTaHU3AINY - aBTOpa IOKYMEHTA, AaTa
JIOKYMEHTA, PETUCTPALIMOHHBIA HOMEDP IOKYMEHTA, 3ar0JIOBOK K TEKCTY WJIM HAUMEHOBaHHUE BUA
JIOKYMEHTA;

- HAMMEHOBaHUE OpPraHU3alMK WU JOJKHOCTHOTO JIUIIA, YTBEPAUBILIETO TOKYMEHT, AaTy
YTBEPKACHUS IOKYMEHTA.

CBSI3HBIN TEKCT noapa3aACiiACTCA Ha pa3aciibl, IOAPA3ACIIbl, ITYHKTBI U IMTOAITYHKTEI.

Pa3znenbl u moapasnens MOTyT UMETh 3aroJI0BKHU (ITOA3ar0JIOBKH ), KOTOPHIE NIEYATAIOTCS C
MPOIMUCHON OYKBBI IEHTPOBAHHBIM CITIOCOOOM (OTHOCHTEIHHO TeKCTa). Touka B KOHILIE
3aroJIOBKOB U I10/13aI0JIOBKOB HE CTABUTCSI.

[TyHKTBI U TOAYHKTHI HyMepyroTcs apaOckumu nudpamu, pa3ieIeHHBIMU TOUKaMU. TekcT
IYHKTOB U HNOJITYHKTOB [1€YaTAE€TCs C IPONUCHON OYKBBI U 3aKaHUYMBAETCSI TOUKOM.

A03a1bl BHYTpU ITYHKTOB HE HYyMEPYIOTCSL.

CBsI3HBIN TEKCT, KaK MPaBUJI0, COCTOUT U3 IBYX YacTeil. B mepBoii, KOHCTaTUpYIOLIEH YacTu
(mpeamOyiie), yKa3bIBAIOTCSl IPUYHMHBI, 1IEJTH, OCHOBAHUS CO3/IaHUS IOKYMEHTA; BO BTOPO
(TTOCTAHOBJISAIONICH WM PACTIOPSATUTEIBHOM) - PEIICHHUSI, BBIBOIBI, TPOCHOBI, PEKOMEHIAITHH.

B KOHCTaTI/IpYIOIJ_ICﬁ JaCTHU JOKYMCHTA, IOATOTOBJIICHHOI'O Ha OCHOBAHUHU WX BO UCIIOJIHCHUC
PaHEC U3AAHHOT'O JOKYMCHTA, YKAa3bIBalOT €TI0 PCKBU3UThI: HAMMCHOBAHHUEC JOKYMCHTA U
OpraHu3alunu - aBTOpa, Aarty, peFI/ICTpaHI/IOHHILJﬁ HOMCEP, 3aroJIOBOK K TCKCTY.

[IpeamOya B MpoeKTax pemIeHUH 3aBepHIaeTcs cioBaMu: «...CoBer penyTaTtoB 3aBS3eHCKOTO
CEIILCKOTO MOCEIICHHS

PEIIWIJI: », nocneaHee ca0BO neyaTaeTcs Ha HOBOM CTPOKE OT IPAHULIBI JIEBOTO IO
MPONUCHBIMU OyKBamMH 0€3 pa3psaKu.

B noxymeHTax, ycTaHaBIMBAIOIIKX ITpaBa U 0053aHHOCTH (TMOJI0KEHUE, YCTaB, MHCTPYKIIUS,
IIpaBHJIa), a TAKXKE COAEPKAIIUX ONUCAHUE, TOATBEPKAeHNE (PAKTOB U COOBITUH (aKT,
3aKJIFOYEHHE, OTYET, CIIPaBKa), UCIONb3yeTcsl hopMa U3JI0KEHHSI TEKCTa OT TPETHEro JINIA
eauHcTBeHHOTO yncia («CoBeT JenyTaToB CUUTAET...») WU C YIOTPEOJICHUEM TIIarojioB
HPOIIEANIEr0 BPEMEHH MHOKECTBEHHOTO YHCa («WIEHbl KOMUCCUU YCTAHOBUIIN. .. »).

B nepenmcke ucmonb3yercs Gopma U3II0KEHUS TEKCTA OT TIEPBOTO JIMIIA MHOKECTBEHHOTO
qrcla («IPOCUM HAMPABUTh. ..», «CUUTAEM IeJIeCO00Pa3HBIM. ..», «HAPaBIsIEeM
3aKITIOYCHUE. ..»); OT IMIEPBOTO JINIA €TUHCTBEHHOTO YHCIA («CUATAI0 HEOOXOTUMBIM. ..,
«TIPOIITY BBIJCIHUTS...»); OT TPETHETO JIUIA €AMHCTBEHHOTO uncia («CoBET IemyTaToB HE
BO3PAXKAET...»).

[Tpu moAroTOBKE TOKYMEHTOB IO OJHOTHITHBIM CUTYAIUSAM (JI0TOBOPHI, IPETEH3UH,
rapaHTUHHBIE TIMCbMA M TaK Jajiee) peKOMEHIyeTCsl UCIIOb30BaTh (hOPMBI, COAEpIKaIlIne
MOCTOSTHHBINA TEKCT U MPOOebl AJIsl 3aII0JIHEHUS IEPEMEHHOIM.

Tekct AOKYMCHTOB JOJI’KCH OBITH HAITMCAH JACJIOBBIM CTHJIEM. Cneun(bmca JACJIOBOIo CTUJIA
OMpeACIIICTCA Ha3HAUYCHUEM TOKYMCHTA.

Texkct AOKYMCHTA JOJI’KCH OLITH KpaTKuM, YETKHUM, IMOCJIICA0BATCIbHBIM, HCKIHOYAaOIINM
BO3MO>KHOCTh JBOSIKOT'O TOJIKOBaHUSI, PACKPBIBATH CYTh BOIIPOCA, COACPKATh aHAIU3 U OLICHKY
TTOJIOXKEHUS JIEN 10 00cyxkaaemMoit npodieme. [1pu Hanmuuy NpUIOKEHNUN K TOKYMEHTaM B
TEKCTe Ha HUX 00s3aTeIhHO JIEJIaeTCs CChUIKA.

[Tpu ynotpeOiaeHnu B TeKcTe (haMUINi UL HHULIMAJIBI YKa3bIBAIOTCS MOCe paMIIINY.



B nokymeHTax He TOJKHBI YHOTPEOIATHCS CII0BA U BBIPAXKEHHMS, BBILIEIIINE U3 YIOTPEOICHUS.
B nenoBbIx (city:ke0HBIX) MMCbMaX MOTYT UCIIOJIb30BaThCA:

- BCTYNUTEIbHOE oOparieHue: YBaxaemblii Hukomnaii [letpoBuu!

3.17. OTMeTKa 0 HAIMYUHY TTPUITOKEHUS.

[Tpunoxenus k pemennsm CoeTa 1enyTaToB O(GOPMIISIOTCS HA OTAEIBHBIX JIUCTAX.

[IpunoxxeHus TOMOTHSIOT, Pa3bICHSIOT OT/ACIbHBIE BOIPOCHI JIOKYMEHTA UJIU JOKYMEHT B
LIETIOM.

B npunoxxeHusix kK MyHHIMIIAIBHBIM PABOBBIM aKTaM IMOMEILAKOTCS MOJIOKEHHUS, PETJIAMEHTBHI,
NePEeYHH, CIIUCKH, Ipaduku, TabIuIbl, 00pa3ibl JOKYMEHTOB U Tak fganee. Eciu B TekcTe naeTrcs
CCBUIKA «COTJIACHO MPHJIOKEHUIO K HACTOSIIEMY PELIEHUIO », TO HA IIEPBOM CTPAHULIE
MIPUJIOKEHUS B MPpaBOM BepxHeM yriny nuiercs ¢ioBo « [ [PUJIOXKEHUE» nponucHeiMU
OykBaMH, JIeIaeTCsl OTMETKA C YKa3aHWEM Ha3BaHUS IOKYMEHTA, €ro AaThl U HOMEpPa, HalpuMep:

[MTPUJIOXEHUE
K pemeHuto CoBera JenyTaToB
3aBA3€HCKOI0 CEJIbCKOI0 IIOCEICHUS

o1 23.03.2015 Ne 169

[Tpr HaTMYUK HECKOJIBKUX MPHIIOKEHUH K JOKYMEHTY OHM HYMEPYIOTCS apaOCKuMHu 1udpamu,
Hanpumep: «[TPUJIOXXEHUE Ne 1», «I[TPUJIOKEHUE Ne 2» u tak pganee. Ecnu npusnoxxenue
OJIHO, TIOPSIIKOBBIN HOMEp He yka3biBaeTcs. Jlomyckaercs Beipaxxenue "TIPUJIOXKEHUE",
HAaMMEHOBAHME JIOKYMEHTA, €r0 AaTy U PErUCTPallMOHHBIM HOMEp LIEHTPUPOBATH OTHOCUTEIBHO
CaMOM JUIMHHOW CTPOKHU:

[MTPUJTOXEHUE Ne 2

K permeHuto CoBeTa JIeyTaToOB

3aBs3€HCKOT0 CENbCKOTO MOCENEeHUs

ot 23.03.2015 Ne 169

[TpunoxkeHus k nucbkMaM o(pOpPMIIIOTCSI Ha OT/IENbHBIX JIUCTAX.

CrnoBo «lIpunoxeHue» nedyataercs OT JIEBON I'PaHUIBI TEKCTOBOTO IOJISL C IPOIMCHOW OYKBBI,
OTJEeNsIETCs OT TEKCTA JJOKYMEHTA 2 MEXCTPOUHBIMHM UHTEPBAJIaMH, TI0CJIE HETO CTaBUTCS
JIBOETOUHE.

Ecnu npunokenue, B CBOIO 04epe/ib, UMEET MPUJIOKEHUS, TO OTMETKa 00 UX HATMYUU
odopmIIIeTCs CIEAYIOIINM 00pa3oM:

Pemenne komucenn no nporusoericteuio koppynuuu ot 30.03.2015 Ne 1 n

IIpunoxenue:
IIPUJIOKEHNE K HEMY, Bcero Ha 9 11. B 1 3k3.

Ecnu npuioskeHreM siBisieTcs 000CO0IEHHBIN JIEKTPOHHBIN HOCUTENb (KOMITAKT-AHCK, usb-
(brenr-HaKomuTeNb U Jp.):
ITpunoxxenue: CD B 1 3k3.

3.18. I'puc cornacoBanus TOKyMeHTa - PEKBU3HUT JOKYMEHTA, COJIEPKAIIUi COTlacue C
COZIep’)KaHHEM JIOKYMEHTA.



PexBusut coctout u3 cnoa «COI'JTACOBAHO», HanmeHOBaHUs JOKHOCTH JIULA, C KOTOPBIM
COTJIACOBBIBAETCS JOKYMEHT (BKJIIOUYAsi HAMMEHOBAHHUE OPTaHU3aIUH ), IMYHOM TOJIITUCH, €€
pacuppoBKY (MHUIMATIOB, (PaMUIIMH) M JATHl COITIaCOBAHMUS.

Ecnu cornmacoBanue ocymecTBISIOT TUCHMOM, PEIICHUEM, aKTOM U TaK jajiee, rpud
coryacoBaHus OPOPMIISIIOT CIEAYIOLUIUM 00pa3oM:

COT'JTACOBAHO
[IpoTokon 3aceanus MOCTOSTHHON KOMUCCUU
ot 19.02.2015 Ne 01

CnoBo «COI''TACOBAHO» niedaraetcst OT JIEeBOM I'paHUIbl TEKCTOBOTO MOJIsi MPOMMCHBIMU
OykBamMu 0e3 KaBbIUEK Ha JUIEBON MM 0OOPOTHOI CTOPOHE MOCIEIHETO JIUCTA IEPBOTO
9K3EMILIApA MPOEKTA TOKyMEHTa HUke peKBU3UTOB «lloanucey» u «Bussl cormacoBanus
JTIOKYMEHTa».

FpH(b CorjraCoBaHusl MOXKCET IMPOCTABJIATLCA:

- Ha NIEPBOM JIUCTE JIOKYMEHTA (€CIIU JOKYMEHT UMEET TUTYJIbHBIN JIUCT, - HA TUTYJILHOM JIHCTE)
B JICBOM BEPXHEM YIJy Ha YpOBHE rpr(a yTBEp>KACHUS WM 01 HANMEHOBAaHHEM JIOKyMEHTa
OJIMKe K HIDKHEMY TIOJTIO);

- Ha IOCJICAHEM JIMCTC JOKYMCHTA IO TCKCTOM;,
- Ha JIMCTEC COTJIaCOBAaHU, ABJIAIOIICMCA HEOTHEMJIEMOM YaCThIO JOKYMCHTA.

3.19. Bu3ssl coryiacoBaHusl JIOKYMEHTA - PEKBH3HT JOKYMEHTA, YKA3bIBAIOIIUN HA COTJIACUE WM
HECOTJIacHe C €ro CoJIepKaHueM (Jajiee - Bu3a).

Bu3sa BkitoyaeT JOMKHOCT U MOJAMUCH BU3UPYIOLIET0, paciin(poBKy MOANUCH (MHUIHAIIBI,
(damunuio) U AaTy noanucaHus. Busel oTaensoTcs oaHa oT APYroi OJMHAPHBIM MEKCTPOUHBIM
MHTEPBAJIOM.

Bu3bl npocraBiistoTess Ha 000pPOTHOM CTOPOHE MOCIEAHETO JINCTA IEPBOT0 IK3EMILIPA IPOEKTa
JIOKYMEHTA.

Ecnyu konr4uecTBo BU3 HE MOMENIAETCS Ha OJJHOW CTPaHMIIE JINCTA COTIACOBAHUS, OH
IIPOJOJKAETCS Ha MOCIEAYIOIINX TPOHYMEPOBAHHBIX CTPAaHUIIAX C YKa3aHHMEM HaMEHOBaHUS
JIOKYMEHTA.

B ucxoasmmx J0KyMeHTaX BU3bI TPOCTABIISIOTCS HA IK3EMIUIAPAX TOKYMEHTOB, TIOMEIIAEMbIX B
IIeIO.

[Ipu HanMuUM 3aMEYaHHI K TPOCKTY JOKYMEHTa BU3Y O(OPMIISIOT CIETYIOITUM 00pa3oM:

3aMeuaHus PUIIararTCs.
PyKoBOAUTEINb IOPHINIECKOTO OT/IENA
Hoonucoe HN.O. Gamunus

Jara

CrnoBa «3amedanus IpUIararoTCs» NMUIIYTCA OT PYKH. 3aMeuaHus H3IaraloTcsa Ha OTACIBbHOM
JIMCTC U IPUWJIArarOTCs K MPOCKTY JOKYMCHTA.

3.20. B cocraB pekBusuta «Iloanuce)» BXOIAT: HAMMEHOBAHHE JOJDKHOCTH JIMIIA, TTOIITHCABIIETO
AOKYMCHT, €TI0 JIMYHAA IMOANHNCH, KOTOpasd O(bOpMJ'I}IeTC}I CHUHUMU WK YCPHBIMU YCPpHUJIAMH,
pacmmdpoBKa MOAMKMCH, COACPIKaIas MHAUUAIBI ¥ paMuIuio (MHUITMATBI U (haMUITUS
pa3nensroTcs mpoOeroM), HarpuMep:

[Ipeacenarens CoBerta JiemnyTaToB JInunas noanuce N.0. Gamunus



ITonnuck otnensieTcs OT MOCIETHEN CTPOKHU TEKCTA 2-3 MEKCTPOUYHBIMU HHTEPBAJIAMU U
neyaTaeTcsi OT rpaHulpl jieBoro nosd. [locnenuss Gyksa B pacinpoBKe NOANNUCH
OTrpaHUYMBAETCS IPABBIM IIOJIEM.

B nokymenrax, opopMIICHHBIX HE Ha OJaHKaX, YKa3bIBAIOTCS MTOJHOE HAMMEHOBAHNE
JIOJDKHOCTH, JIMYHAS MOANNCH, UHUIMAIBI U (paMUiInsl, Halpumep:

Benymmii cnennanuct JInunas noanuce N.0. Gamunus

HpI/I O(bOpMJ'IeHI/II/I JOKYMCHTA Ha OnaHke JOJDKHOCTHOI'O JHIa JOJDKHOCTB 3TOI'O JIMIia B
MOAIIMCHU HE YKA3bIBACTCA.

JInynag nmoamnuch N.0. dammnus

[Tpu noanucaHuy JOKYMEHTa HECKOIbKUMM JIMIIAMH, 3aHUMAIOIIMMU PaBHBIE JOJDKHOCTH, UX
MOJIKUCH PAcIoyiaratoT Ha OJIHOM YPOBHE (OTpaHUYUBAIOTCS COOTBETCTBEHHO MIPaBOM U JIEBOM
IpaHUIaMU TEKCTOBOTO NoJs). PacmmdpoBky noamnuceit pacrnonararorcs o HAaMMEHOBaHUSIMU
JIOJDKHOCTEH, HAalIpUMeEp:

Benynmii cnenuanuct Crneunanuct-3kcnepT
aIMUHUCTPaALUH aIMUHUCTpaLUU
JIngHas nmoanuch N.0. ®amunusg JlnyHasg moanuch N.0. damunus

[Tpu moanucaHuy JOKYMEHTa HECKOJIbKUMU JOKHOCTHBIMU JIMLIAMHU UX MOJIUCH PACIONIaratoT
OJIHY 11O/ IPYTrOi B OCJIEA0BATENbHOCTH, COOTBETCTBYIOIIEH 3aHUMAEMOM JT0JPKHOCTH,
HaIpUMep:

I'nmaBa 3aBsI3eHCKOTO

CEIBCKOr0 MOCEICHUS JImyHas moAnnuch N.0. damunus
['maBHbI Oyxranrep

aIMUHUCTpaLUU

CEIBCKOr0 MOCEICHUS JImyHas moAnInucCh N.0. damunus

B AOKYMCEHTAaXx, COCTABJICHHBIX KOMHCCHefI, YKa3bIBalOT HC JOJKHOCTH JIMI, ITOAIIMCABIINX
AOKYMCHT, a UX 0013aHHOCTH B COCTaBE KOMHUCCHUU B COOTBETCTBHH C pacnpeaciiCHUuCM:

[Ipencenarens komMmuccuu JIn4Hasg nmoamnuce HN.0. ®amnnns
YJjteHBI KOMHCCHM:

JIngHele moAnucu N.0. ®amunusa
damMuIIMY YJIEHOB KOMHCCHHU PACTIONAratoTcs B al(aBUTHOM TOPSIKE.

[Tpu OTCYTCTBUU JOJKHOCTHOTO JIMIIA, (haMUIIMS KOTOPOTO HaleyaTaHa Ha IPOeKTe JOKYMEHTa,
JIOKYMEHT MOXET OBITh MOANKCAH UCTIOIHSIIOMNM 00s13aHHOCTH JAHHOTO PYKOBOJUTENS HITH €T0
3aMeCTUTENIEM, Ha KOTOPOTO B YCTAaHOBJIEHHOM MOPSAKE BO3JI0XKEHO PyKOBOACTBO. [Ipu 3TOM OT
PYKHU JOJKHBI OBITh YKa3aHbl (PaKTHUECKas TOJKHOCTh, MHUIMAIBI M (haMuIIns JOJKHOCTHOTO
JMLA, HAIIPUMED:

Hcnomasaromuii 00s13aHHOCTH

TE€HEePaIbHOro AUPEKTOpa JInynas noanuck N.0. ®amunus



HpI/I noANMrMCaHuM JOKYMCHTA JIMIIOM, HMCIOIIIUM IIPAaBO MOAMNUCH B ClIy4aC BPCMCHHOI'O
OTCYTCTBHUA PYKOBOAUTEIIA, UCITPABIICHUS B HAMMCHOBAHUEC NJOJPKHOCTH U pacmH(prBKy
q)aMI/IJII/II/I YK€ MOATOTOBJICHHOI'O U COTJIACOBAHHOTO IMPOCKTA JOKYMCHTA BHOCATCA OT PYKH HWJIN
C UCITIOJIB30BAHUEM COOTBETCTBYIOUIMUX IITAMIIOB.

He nonyckaercst cTaBUTh Ipeasior «3a», HaAIUCHIBATh OT PYKH «3aM.» WM CTaBUTh KOCYIO
4yepTy Nepesl HAMMEHOBAHUEM JJOJKHOCTH.

HaumeHnoBanue nomkHOCTH B pekBusute «lloanuce» nevaraercs oT J1€BOM IrpaHULIBI TEKCTOBOIO
MOJIS Yepe3 OJMHAPHBIA MEKCTPOUHBIA MHTEpBaJl. PacmdpoBka moamnucyu neyaraeTcs Ha
YPOBHE MOCJEIHEN CTPOKA HAUMEHOBAHUS JOJKHOCTH.

3.21. OTmeTKa 00 3J1eKTPOHHOM MOMUCH UCIIONIB3YETCS IPU BU3YAIU3ALMH AIEKTPOHHOTO
JOKYMEHTA, TOANMCAHHOTO 3JIEKTPOHHOM MOIIHUCHIO, C COOIIOACHNEM CIIeIyIOIUX TpeOOBaHUI:

a) MCCTO Pa3sMCIICHUA OTMCTKH 00 SHGKTpOHHOﬁ MOAIINCH OOJIKHBI COOTBETCTBOBATH MCCTY
pasMCIICHUA CO6CTB€HHOpy‘~IHOI7[ MOoAIMMCHU B aHAJIOTMYHOM JOKYMCHTC Ha 6YMa)KHOM HOCHUTCIIC,

0) 1eMEHTBI OTMETKHU 00 3JIEKTPOHHOM MOANKMCH JOHKHBI ObITh BUAUMBIMHU U YUTAEMbIMU MPU
0TOOpa’keHUH JJOKYMEHTA B HaTypaJlbHOM pa3Mepe;

B) 9JIEMEHTBI OTMETKHU 00 3JI€KTpOHHOI>i IMOoAIMMCHU HE NOJIKHBI IICPCKPBIBATHCA UJIN
HAKJIaAbIBATHC APYT Ha ApPYyTra,

I') BJIEMEHTbI OTMETKU 00 3JIEKTPOHHOM MMOANUCH HE JIOJIKHBI IEPEKPHIBATH 3JIEMEHThI TEKCTa
JOKYMEHTa M IPYTUe OTMETKH 00 3JIEKTPOHHOM MOANHUCH (TP HATUYHH).

OTtmeTKa 00 31IeKTPOHHOI MOMKICH B COOTBETCTBUU C 3aKOHOJATENbCTBOM Poccuiickoit
®Oenepannn BKItouaeT ¢ppasy «JokyMeHT moAmucan 3IeKTPOHHOM MOMUCHI0», HOMED
ceprudukaTa KJroua AEKTPOHHON MOAMICH, (DaMUIIHIO, UMsI, OTYECTBO BIaJeblia
ceptudukara, CpoK ACHCTBUA cepTudUKaTa KIro4a dJIeKTpoHHON noanucu. OTMeTka 00
AIIEKTPOHHON TOJIMUCH MOXKET BKJIIOUATh U300pakeHne repoda B COOTBETCTBUH C ICHCTBYIOIINM
3aKOHOJATEILCTBOM.

IIpumep -
Jupekrop N.0. ®amunus

JOKYMEHT ITOAITMCAH
DJIEKTPOHHOM ITOAIMUCHIO
Ceptudukar 1al11aaa000000000011
Bnanenxenn ®amminnsa Umst OtuecTBO

HeticrButenen ¢ 01.12.2012 o 01.12.2017
3.22. Tleuars.

Ileuatn 3aBCPACT NMOAJIMHHOCTD MOAINMNCHU JOJIPKHOCTHOTI'O JIMIla Ha JOKYMCHTAX,
YAOCTOBCPAOIIHNX IIpaBa OPUINYCCKUX JIUI, (bHKCHPYIOMHX (I)aKTBI, CBA3aHHBIC C BBIACJICHHUEM
q)HHaHCOBI)IX CpC€ACTB, a TAK)XKE HA HHBIX JOKYMCHTAaX, MPECAYCMATPUBAIOIINX 3aBCPCHUC
HOI[HHHHOﬁ IMOAIINCH.

ITeyats cTaBUTCS HA JOKYMEHTaX, II€ €r0 BOCIPOU3BEICHUE CIIELIUATIBHO ITPEyCMATPUBAETCS
HOpMaTUBHBIMH akTaMu. [IpocTast kpyrnas nedats (0e3 n300paskeHusi TOCy1apCTBEHHOMN
CHUMBOJIMKH) CTaBUTCS HA KOIUSAX TOKYMEHTOB JJIs1 yIOCTOBEPEHUS UX COOTBETCTBUS
HO/UIMHHUKAM.

[TeuaTs npocTaBiseTCsl HA JOKYMEHTaX, O(pOPMIICHHBIX C COOIIOIEHUEM JICHCTBYIOIIUX MTPABUII,
MOANKMCAHHBIX U COITIACOBAHHBIX B YCTAHOBJIICHHOM IOPSIKE.



[TeuaTs ciemyer NpOCTaBIATh TAKUM 00pa3oM, YTOObI OblIa YETKO BHIHA MOAMHUCH U BCS
uH(pOpMaLKs Ha OTTUCKE TEeYaTH.

[TeyaTs pocTaBIIsACTCS, HE 3aXBaThIBasi COOCTBEHHOPYYHO! TOAIMCH JIUIIA, TIOAIMUCABIIIETO
JOKYMEHT, Ui B MecTe, 0003HaueHHoM "MIT" ("Mecro meuaru").

3.23. OtMeTKa 00 UCIIOTHUTENE BKIIOYAeT (haMUJTUIO, UMSI K OTYECTBO UCIIOTHUTEIS, HOMEP €Tro
tenedona. OTMeTKa 00 UCIIOIHUTEIIE MOXKET JOTIOHATHCS HANMEHOBAHUEM JIOJKHOCTH,
AIMUHUCTPAIIUHU U DJICKTPOHHBIM a/IpeCOM HCIIOJHUTEIIA.

OtMmeTka 00 HCIIOTHUTENE OOPMIISIETCS Ha JIMLIEBOH CTOPOHE IOCIIETHETO JINCTA JOKYMEHTA OT
IPaHUILIBI JIEBOTO MOJISI I, IIPU OTCYTCTBUM MECTA, - HA 00OPOTHOM CTOPOHE BHU3Y CIIEBA.
Hanpumep:

3abenun MBan Annpeeuy, KoHTponbHOE ynpaBieHue,
BEYIIHIA Crieruanuct, +7(495) 924-45-67, Zabelin@gov.ru

OtmeTka 00 MCTIOIHUTENE MOXKET OOPMIIATHCS KaK HMDKHUIM KOJIOHTHUTYII U I1€4aTaThCs
MIPUGPTOM MEHBIIETO pa3Mepa.

3.24. OTMeTKa 0 3aBEpEHUN KOIIHH.

OTMmeTKa 0 3aBepeHuu KoUK 0hOopMIISIETCs s TOATBEPKACHUS COOTBETCTBUS KOITUU
JIOKyMEHTa (BBITUCKH U3 JOKYMEHTA) MOJIMHHUKY JTOKyMeHTa. OTMETKa O 3aBEpPEHUU KOTTUHU
MPOCTABIISETCS TIO]] PEKBU3HTOM «ITOJIUCHY» U BKIIFOYAET: CII0BO «BepHOY»; HanMeHOBaHUE
JOJKHOCTH JIIIA, 3aBEPHUBIIIETO KOIHIO; €r0 COOCTBEHHOPYUYHYIO TIOITUCH; PACHIH(PPOBKY
MOJANUCH (MHULIUAMBI, (JaMHIINIO); ATy 3aBEPEHHs KOTUHU (BBIMUCKH U3 IOKYMEHTA).

ITpumep —

Bepno

I'maBa cenbCKOro moceneHus JInyHas moAnuCch N.0. damunns
JlaTa

Ecan xorms BbIAACTCA IJIA MPCACTABJICHUA B IPYT'YIO OpraHu3aluro, OTMETKA O 3aBCPCHUU
KOIHHU JOMOJIHIAETCS HaIIUChIO O MECTE XpaHEHHs JOKYMEHTA, ¢ KOTOPOro Obljla U3rOTOBJIEHA
konus («[ oI IMHHUK JOKyMEHTa HaXOUTCs B (HAaMMEHOBaHHe opraHu3anuu) B nene Ne ... 3a ...
roJ») U 3aBepsieTcs eyaThio OpraHu3aluu.

I[J'IH MMPOCTABJICHUA OTMCTKHU O 3aBCPCHUN KOIINU MOKET UCIIOJIb30BATHCA IITAMII.

Konuu 31eKTpOHHBIX JOKYMEHTOB, HAIIPABIIsEMBbIX 110 HH()OPMAIIMOHHO-
TEJICEKOMMYHUKALIMOHHON CETH, 3aBEPAIOTCS DIEKTPOHHON MOANKMCHI0 PYKOBOIUTENSA
OpraHU3aly WIA HHOT'O YIIOJJHOMOYEHHOT'O UM JIMIA U BBICBUIAIOTCS MOJIy4aTEeNIo ¢
COIIPOBOJIUTENEHBIM TUCHMOM B (hOpME 3JIEKTPOHHOTO TOKYMEHTA.

Konuu 31eKTpoHHBIX JOKYMEHTOB Ha (hu3HuecKyd 000COOIEHHBIX HOCUTENSX BBICHLIAIOTCS
MOJIYYaTeNto ¢ COMPOBOAUTENBHBIM MTMCBMOM Ha OyMa)KHOM HOCHTEJIE.

B conpoBoIUTENEHOM NUCHEME K KOIUSAM AJIEKTPOHHBIX JIOKYMEHTOB YKa3bIBACTCS:

HauMEHOBaHHE MH(OPMALIMOHHON CUCTEMBI, B KOTOPOH XpaHSTCS IOKYMEHTHI;
HaMMEHOBAHMS JOKYMEHTOB, KOIIMHA KOTOPBIX HAIIPABIIAIOTCA [1OIY4YaTeNto;

Ha3BaHUsA (PailJIoB TOKYMEHTOB C yYka3zaHueM (popmaToB ¢aiijioB U o0beMa Kaxaoro (aiiia B
OariTax;

JaTta U3roTOBJICHUS U 3aBCPCHUS KOIIHNU.


mailto:Zabelin@gov.ru

ITpu 5TOM Ha pu3nyeckn 060c00IEHHOM HOCUTENIE HECMBIBAEMBIM MapKEPOM YKa3bIBACTCSL:
"[Ipunosxxenue k nucbMy ot (gara) N ...".

Komnust 31eKTpoHHOr0 JOKyMEHTa, IPECTaBICHHAs B BU/E JOKYMEHTA Ha OyMa)kHOM HOCHTEJE,
3aBEPSETCS B MOPSIIKE, YCTAHOBIEHHOM [ IpuMepHON HHCTpYKIMEH U1l 3aBEPEHUs KOIIUM
JOKYMEHTOB Ha OyMa)KHOM HOCHUTEJIE, C yKa3aHUEM, B KaKOW MH(POPMALIMOHHON cucTeMe
XPaHUTCS JJIEKTPOHHBIN JTOKYMEHT.

3.25. OT™MeTKa O MOCTYIUIEHUH JOKYMEHTa B OPTaHU3AIMIO COACPXKUT BXOISALINNA OUepeaHON
MOPSIKOBBIA HOMEP U JIaTy MOCTYIICHUS JOKYMEHTA (IIPH HEOOXOJAUMOCTH - Yachl U MUHYTHI U
Croco0 JOCTaBKH).

OTMeTKa 0 MOCTYIUICHUU JOKYMEHTa B OPraHU3alluIo MIPOCTABISETCs OT PyKU WK B (popme
ITaMIla B HUKHEW MPaBOM 4acCTH JIULEBOM CTOPOHBI IEPBOTO JINCTA JOKYMEHTA.

3.26. Pe3omronust BKIIIOYAET MHUNUAIBI U (haMIIINU HCIIOTHUTENCH, COJiepKaHue TOpydeHHs,
IpH HEOOXOIMMOCTH CPOK UCIIOJIHEHHUS, HOAIUCH PYKOBOIUTEIIS U 1aTy, HAIIpUMEp:

H.U. BaHnoBoM

A.A. TlerpoBy

[Ipotry moAroTOBUTH MPOEKT JOTOBOPA
¢ OAO «Bomra» x 09.03.2018

Jlnunas noamuce 10.02.2018

B cnyuasix, koraa nopyueHue 1aercs AByM WM HECKOJIBKUM JIMIIaM, PaBHBIM MO JOHKHOCTH,
OCHOBHBIM HUCIIOJIHUTENEM SBJIIETCS JINLIO, YKa3aHHOE B IIOPYYEHHUH NEPBBIM. EMy
MPEIOCTABIISETCS IPABO CO3bIBA COUCIIONIHUTENEH U KOOPAUHALIMU UX PabOTHI.

OCHOBHOM UCIIOJTHUTEINb U COMCIIONHUTEIN BIIpaBe J1aBaTh NOPYUYEHUS B BUAE PE3OJIIOLIMIMA
JMIaM, HETOCPEACTBEHHO UM NMOAYNHEHHBIM. COMCIIOIHUTENN B PaBHOM MEpPE C OCHOBHBIM
VICIIOJIHUTEJIEM HECYT OTBETCTBEHHOCTh 32 CBOEBPEMEHHOE UCIIOJIHEHHE ITIOPYYEHUS.

Ha HOKYMCHTAax, HC Tpe6y}oumx JAOIIOJITHUTCIIbHBIX YKaSaHI/Iﬁ 1O UCITOJTHCHHUIO 1 UMCIOIIIUX
TUIIOBBIC CPOKHU HUCIIOJIHCHU A, B PE30JTIONUHN YKA3bIBACTCA UCIIOJIHUTEIb, CTABUTCA IMMOAIIUCH
aBTOpa pe€30JIrOInH, AaTa.

PC3OJ'II-OI_[I/I$I, KaK MpaBujIo, MUIIETCA OT PYKU COOTBETCTBYIOIIHUM PYKOBOJUTECIICM Ha
MOJJIMHHUKE JOKYMCHTA Ha CBO60)IHOM OT TEKCTa MECTE JINI[CBOU CTOPOHBI IEPBOTO JIUCTA
AOKYMCHTAa (KpOMC HOJ'ICfI) HJIK HAa OTACIIBHOM JIUCTEC, IPUIIOKCHHOM K JOKYMCHTY, Ha KOTOPOM
YKa3bIBaIOTCA peFI/ICTpaHI/IOHHBII\/’I HOMCp U naTa JOKYMCHTA, K KOTOPOMY OTHOCUTCA PE30JIIOLUA.

3.27. OT™MeTKa O KOHTPOJIC 0603HaqaeT, 4YTO JOKYMCHT IMOCTABJICH HAa KOHTPOJIb.
KOHTpOJ'HO nmoAJIC)KaT BCC 3apCruCTpupOBaAHHBIC JOKYMCHTHI, Tpe6y10].l_[I/Ie HUCIIOJTHCHU .

Cpoku UCTIOTHEHUS JOKYMEHTa YCTaHABIUBAIOTCS B COOTBETCTBUU CO CPOKAMH,
0003HAaYCHHBIMU PACTIOPSAIUTENLHBIM JOKYMEHTOM, OpraHU3alliei, HalpaBUBIIICH MOPYUYCHHE,
VI PE30ITIOLIMEN PYKOBOAUTEIIS.

Cpok npocTasisieTcst B (hopMe 1aThl 3aBepiieHns UCToTHeHUsI. OTMETKa 0 KOHTPOJIE 3a
UCIIOJTHEHUEM JIOKyMEHTa 0003HavyaeTcst 0ykBoii «K», BO3MOXHO UCTIOIB30BAHUE OTMETKHU O
koHTpoJe, mramnoM «KKOHTPOJIb» u noMemaercs: Ha mpaBOM I0JI€ MEPBOTO JIUCTA
JIOKYMEHTA, Ha YPOBHE 3arojIoBKa K TEKCTY.

3.28. OT™meTKa 0 HapaBJIEHUHU JOKYMEHTA B JIENI0 ONpeAesieT MECTO XPaHEHHsI TIOKyMEHTa
mocJie 3aBepIleHus: padOThl C HUM U BKITIOUAET: clioBa «B 1e5o0», MHAEKC J1ea Mo HOMEHKIIAType



ACJI, B KOTOPOC NMOMCIIACTCA JOKYMCHT Ha XpPaHCHUC, C YKA3aHUCM I'0Jid, IOJIKHOCTH JIMIIA,
O(l)OpMI/IBH_IeFO OTMCTKY, IIOAIINCH, JAaThI.

[Tpumep -

B neno Ne 01-18 32 2016 1.

I';maBa cenpCKOro nocejaeHus

JInunas noanuce N.0O. ®amunmus  [ara

OTMmeTKa 0 HaIPaBJIEHUH TOKYMEHTA B JIEJI0 MOXKET JNOIOJIHATHCS KPATKUMH CBEICHUSIMH O
XapakTepe UCIOJHEHUs JOKYMEHTA.

4. TlopsiioK MOATOTOBKH OTA€JIbHBIX BUA0B IOKYMEHTOB

4.1. Pemenus CoBera ienyTaToB 3aBsI3€HCKOIO CEIILCKOr0 MOCEICHUs 0(OPMIIIOTCS Ha
OyaHKaX yCTAaHOBJICHHOM (DOPMBI B COOTBETCTBUH ¢ TpeboBaHusMu MHCTpyKInu u
JEHCTBYIOIMMHA HOPMATUBHO-METOAUYECKUMU JOKYMEHTAMHU

(Mpuaoxenne Ne 1).

4.2. Ecnu pemieHUs IPUHUMAIOTCS HA OCHOBE IPABOBBIX aKTOB (hefepalibHBIX OPTraHOB
roCyJapCTBEHHOH BIIACTH, 3aKOHOB Bourorpajackoi ob6nactu, mpaBoBbix akToB ['yOepHaTopa
obnactu, nocranosiienuii ['yoepnaropa Bonrorpanackoit oomactu, ['masel KukBuazenckoro
MYHUIUIIAILHOTO paliOHa, TO BBOJHAS YaCTh PEIICHUS J0JDKHA COJIEPIKATh CChUIKY Ha
COOTBGTCTBY}OHH/Iﬁ HpaBOBOfI AKT C yKazaHMEM JaTbl, HOMCpPAa HW HAMMCHOBAHUA U K
HEMY He00OXO0IMMO MpHUIaraTh KOMHIO MPABOBOTO aKTa (MOCTAHOBJICHHUS, PACTIOPSDKEHNUS ), Ha
KOTOPBIN JIeJIaeTCs CChUTKA. Ecii 00beM MpaBoBOTO aKTa MPEBBIIACT 5 CTPAHMUIL, TO K
JOKYMEHTY MPUJIaraeTcsi KOMUsI YacTH (TJIaBbl, CTaThU) MMPABOBOTO aKTa, C YKa3aHHEM BHUJA
aKTa, 1aTbl, HOMEpAa U 3aroJIOBKa.

4.3. PemieHus M3roTaBIMBalOT HA YHCTOM JIHCTe Oymaru ¢ HMCIOJIb30BAHUEM PEKBU3HTOB
«HanMmeHoBaHME CTPYKTYPHOrO NIOAPA3AEIEHHUS], [IOATOTOBUBIIETO JOKYMEHT», «HanmeHnoBaHue
BHJIA IOKYMEHTA.

4.4. TekcT pelieHus COAEPKUT, KaK MPaBUIIo, BBOJHYIO (TpeamMOynly) M  pacnopsIuTeNbHYIO
yacTu. Ecnom conepkaHue [OKyMEHTAa HeE HYXK/IaeTcsl B OSCHEHUH, TO BBOJHAS YacThb
OTCYTCTBYET.

TeKCThI peleHui B paciopsAUTEIbHON YaCTH JOJIKHBI COACPIKATh MMYHKTHI,
npeaycMaTpHBAOIIHE:

- KOHKPETHBIE 3aJ[aHus1 UCTIOJIHUTEISIM C yKa3aHHEM PeabHbIX CPOKOB UX UCHOJIHEHUs (TIPH
JUIUTETBHBIX CPOKAX UCIOJHEHUSI HEOOXOAUMO yKa3bIBaTh MPOMEKYTOUHbIE (KOHTPOJIBHBIE)
cpokn). [Ipu yka3aHuu cpoka UCHOIB3YETCs CI0BECHO-LIU(POBOI criocod ohopMIIeHNUs 1aThI;

- TOYHOE€ HAaMMEHOBAHUE MCIIOJIHUTEICH 3aJaHus ,

MOPSIIOK 00eCTIeYeHMS BBITIOJHEHUS 3aJaHI MaTepUATbHO-TEXHUIECKOM 0a30ii 1
(buHAHCUPOBAHUEM;

- MIOPYUYCHUS 10 KOHTPOJIKO HUCITOJITHEHUA ITPAaBOBOT'0 aKTa UJIM €TI0 OTACIBHBIX ITYHKTOB C
YKa3aHuEM, Ha KOT'O BO3JIOKCH KOHTPOJIb;

- YKazaHud O CHATHUH C KOHTPOJIA PAHCC ITPUHATOIO IIPABOBOTO aKTa B CJIy4ac €ro BbIMIOJIHCHUA
HJIN ITPUHATHA HOBOT'O ITPABOBOI'0 aKTa B3aMCH PaHEC IIPUHATOIO,

- yKa3aHHe O CPOKE BCTYIUICHUS B CUJIY PEIICHUS ,eCIH TaKOe yKa3zaHHe He0O0X0AUMO;



- yKazaHue 00 OTMEHE, HI3MEHEHNH HITU JIOTIOJIHEHUH JCHCTBYIONINX PEIICHHA, €CITH U3/1aBacMOe
peleHre OTMEHSET JeHCTBYIONIee WIM IPUHUMAETCS B IOIOJIHEHNE (U3MEHEHHE)
JICHCTBYIOILErO PELICHUS;

4.5. ConepkaHue U31aBa€MbIX PELICHUH HE JOJDKHO IPOTUBOPEUYNUTh W3JIaHHBIM paHee Win
OyOaupoBaTh HX, €CIM HPU ITOM HE M3MEHsETCs (OTMEHSETCs) paHee U3JIaHHbIN
JIOKYMEHT.

4.6. TlyHKT 00 OTMEHE NEUCTBYIOIIMX PEIICHUI HaunHAeTCs co ciioB: "[Ipu3HaTh yrpaTUBIIUM
(yrpatuBmmmm) cuiy...".

4.7. IlepeyeHb OTMEHSIEMbIX PEIICHUN IPUBOIUTCS C YKAa3aHUEM JAThl, HOMEpPA U 3ar0J0BKa
Ka)KIO0ro JOKyMEHTa B XpPOHOJIOTMYECKOH 0CIEN0BATEIIBHOCTH.

[lepeuens comeprkanuii 0onee 4-X OTMEHSIEMBIX PEIIEHUI MOKET ObITh IPUIIOKEH K OCHOBHOMY
JIOKYMEHTY. B 3TOM ciyyae myHKT 00 oTMeHe perieHuil popMmynupyercs cleayonmuM o0pa3om:
"ITpu3HaTh yTpatuBLIUM cuily perieHust CoBeTa JenyTaToB IIOCEJIEHUs COTJIaCHO
MIPUIIOKEHUIO".

4.8. HYHKT 00 H3MEHEHUH OTACIBbHOI'O IIOJOXKCHHA ﬂeﬁCTBYIOIHeFO PCUICHUA CTPOUTCH
10 CXEMC!

"Ilynkr 3 pewenus CoBeTa A€mMyTaTOB 3aBsA3€HCKOIO CEIBCKOrO MOCEICHUs
OTeveeeeveeennnennn No..ovvonnnn (O I " M3JI0KUTH B HOBOM pemakuuu:"3................ (TeKCT HOBOM
pPEeNaKINK MyHKTA).

4.9, HYHKT O JOIIOJIHCHHHN OTACJIBHOI'O IIOJOXKCHUA HeﬁCTBYIOHleFO peIICHUA CTPOUTCA
1O CXEMCE:

"ITynkT 4 pemenus CoBeTa 1enmyTaToB 3aBsI3€HCKOTO CEIBCKOIO MOCEIEHUS
OTeueeeeeeeiinnnnn, Noooovunnn. "Oeeeeeeeeeeeen, " mocie cioB ",............ " MOIMOJIHUTE CIIOBAMHU

4.10. I1pu cy1iecTBEHHBIX U MHOTOYHCIIEHHBIX U3MEHEHUSX (IOTOIHEHUSX ) JeHCTBYIOIIEE
pemierre CoBeTa JIenmyTaToB 3aBSI3€HCKOTO CEITLCKOTO TTOCETICHUS |, KaK MPaBUIIO, TIOICKUT
OTMEHE U U3J]aeTCs HOBOE PEIlIeHHE ,B KOTOPOE BKIFOYAIOTCS BCE HEOOXOAUMBIE TTOT0KEHUS U3
paHee IEeMCTBYIONIETO.

4.11. B cnyuae, Korja K pelieHuro NpuoodIaeTcs Apyroi JOKYMEHT, OH YKa3bIBaeTCs B TEKCTE
3TOrO pelIeHus Kak MPUI0KEHHUE.

[Tpunoxenue k permenuto CoBeTa JEMyTaTOB 3aBI3EHCKOTO CEIHCKOTO MOCEIICHHUS,
MOSICHSIFOIIIEE MITH JIOTIOTHSIFOIIEE COJIEPIKaHNe ITOTO PEUICHHS] MOXKET OBITh O()OPMIICHO B BUJIE
TaOIHITBI, IEPEYHS, CTIHCKA U T.1I.

4.12. Ecnu pemenuem CoBeTa JeTyTaToB 3aBA3EHCKOTO CEIbCKOI0 MOCENICHHs YTBEPKIaeTCs
KaKOW-TO TOKYMEHT (TI0JIOKEHHE, yCTaB, PaBuiia, MHCTPYKIIHS ), CChIJIKAa HA TAKOW JJOKYMEHT B
TEKCTe pelIeHus opopMIIsieTcs CIeAYIOIMM 00pa3oM:

"V1Bepauth [lonoxenue o............. .

B nmpaBomM BepxHeM yrily MepBOH CTPAHHULIBI YTBEPKIAEMOI0 JOKyMeHTa odopmiisercs Tpud
YTBEPKICHHUS.

4.13. TloaroToBIIEHHBIE PELICHHS MPEICTABISAIOTCS Ha MOAMKCH TaBe 3aBsi3eHCKOTO CEIbCKOTO
nocenenus. Konun pemenuii TupaXxupyroTcsi HCIIOJIHUTENEM B COOTBETCTBUHU CO CIIUCKOM
PacChUIKH.

4.14. Bce noAnucaHHbIC PEIICHHS PETUCTPUPYIOTCS CICIIHAIUCTOM aIMUHUCTPAIUH |,
peLIEHUAM IIPUCBAUBAKOTCS PETUCTPALIMOHHBIE HOMEDA, .



4.15. JlesTenbHOCTH 110 COBMECTHOM BBIPAOOTKE peIIeHH Ha 3acelaHUsIX COBETOB, KOMHCCHUH,
COBEULIAHUAX 0(OPMIIETCS IPOTOKOIAMHU.

[TpoToKOII cOcTaBIIAETCSI HA OCHOBAHUHU AUKTO(POHHBIX (PYKOIIMCHBIX) 3aITUCEH, IPOU3BEIEHHBIX
BO BpeMsl 3aceJaHus, IIPEACTaBICHHBIX TE3UCOB JIOKJIAZ0B U BBICTYIUIEHUH, CIIPaBOK, IPOEKTOB
pelieHui (I0CTaHOBIJIEHUH ).

[TpoTokous opopmisieTcs B TEUCHUE OJHOIO-TpeX JHEH IOCiIe IPOBEAECHUS 3aceJaHUsl, €CIIU
CPOKH €0 NOJATOTOBKU HE OTOBOPEHBI.

4.16. PekBU3uTaMH MPOTOKOJIA SBIISIOTCS: HAMMEHOBaHNE, HAMMEHOBAHHE BUJIA JIOKYMCHTA,
3aroJIOBOK K TEKCTY, JlaTa U MECTO 3acelaHusl, PEruCTPAllMOHHBI HOMEP MPOTOKOJIa, TEKCT,
TTOITHCH.

4.17. 3aro0BOK K TEKCTY MPOTOKOJIa OTBEYAET Ha BOMPOC "uero?" u coepKUT yKa3zaHue
NOJpa3IeIEHUs] MM OpraHa, 1esTeIbHOCTh KOTOPOTo MpoToKomupyeTcs. Hanmpumep:
[TpoTokou 3acenanusi CoBeTa IEMyTaTOB,

[TpoTokoII 3aceiaHusi KOMUCCHH 110 OFOJDKETY, (PMHAHCAM M HaJloraM.

JlaToii mpoTOKOIIa SABJISIETCS J1aTa 3aceIaHusl.

4.18. TekcT MPOTOKOJIA TOJHKEH COCTOSATH M3 IBYX YacTei: BBOAHON U OCHOBHOM. B BBOAHOI
YaCcTH NPOTOKOJIA YKa3bIBAIOTCS (aMUIINK MpeiceiaTelis (MpeiceaTeNbCTBYONIET0);
cekperapst; (aMIIINU Y9aCTHHUKOB, IPUCYTCTBYIONINX HA 3aCEAaHUU; JIUI], IPUTJIAIICHHBIX Ha
3aCe/laHNe; IIOBECTKA JHS.

Ecin konuuecTBO NPUCYTCTBYIOIIKX HA 3aCEIaHNU NIPEBbIIAET 15 4enoBeK, B BBOJAHON YacTH
IIPOTOKOJIA AEJIAETCS CChUIKA Ha CIIUCOK, SBIIAIOIIMANCS HEOTHEMIIEMOM YaCThIO ITPOTOKOJIA.
Hampumep:

[TpucyrcTBOBamM: 25 Yen. (CIMCOK MpUIaraeTcs).

BBoaHas yacTh MpOTOKOJIA 3aKaHYMBAETCS TOBECTKOM JHS, COAEPKAIIEeH IEpeYEHb
paccMaTpUBaeMbIX BOIPOCOB, IEPEUUCICHHBIX B OPS/IKE UX 00CYXKAECHUS C YKa3aHUEM
JOKJIaTYMKa 10 KaXKIOMY paccMaTpuBaeMoMy Bonpocy. Bonpocs! nmoBecTku aHs
bopmynupyrores ¢ npegiorom "o" ("06"), medyaTaroTcst OT IPaHULIBI JIEBOTO MOJISE M HYMEPYIOTCS
apabckumu nuppamu.

B ocHOBHOI1 yacT mpoTOKOJIa GPUKCUPYETCS XOJ1 3aCeIaHusl.

4.19. TTonHBIH TPOTOKOJI COAEPIKUT 3aITUCh TOTO, YTO MMPOUCXOAMIIO BO BpeMs 3aceAaHus,
BKJIFO4Yas BOIIPOCHI K JOKJIAAYNKY, OTBECTbI HA HUX, BBICTYIIJICHUA B XOJI€ O6CY)K}1€HI/I$I BOIIpoOCa,
pe3ysbTaThl TOJIOCOBAHUS 110 BOIIPOCY U MPHUHSTHIE pelieHns. PexoMenayemblit oopaszery
oopmIIeHHS TIOTHOTO TIPOTOKOJIA (MpHI0KeHne Ne 2).

4.20. OcHOBHAs 4acCTh MOJHOTO MPOTOKOJIAa COCTOUT U3 Pa3/IeNIOB, MOCBSIIEHHBIX BOIPOCAM
MIOBECTKH JHA. X0 paCCMOTPEHHS Ka)XI0TO BOIIPOCA 3aITMCHIBAETCS B MOCIIEIOBATEIIHHOCTH
CJIYIIAJIA - BBICTYIIWUJIN - PEIIWJIN.

Penrenue B TEKCT MPOTOKOIIA BHOCHTCS TIOJTHOCTBIO B TOW (DOPMYITMPOBKE, KOTOpast ObLIa
NPUHATA Ha 3aCe/laHUM; TPU HEOOXOAUMOCTH MPUBOJATCS UTOTH roJ0coBaHus: "3a - ..., IPOTUB
-..., BO3JIEPIKAJIOCh - ..."

4.21. HpOTOKOJ'I 3accaHud MOAIMUCBIBACTCA MPCACCAATCIICM (Hpe[[ce,[[aTeHBCTByIOH_[I/IM) )51
CECKPETApEM 3acCCaaHuA, €CJIIM HHOC HC YCTAHOBJICHO HOPMAaTHUBHBIM ITPABOBBIM AKTOM.

4.22. TIpy HeOOXOAMMOCTH KOTIHH MTPOTOKOJIOB MJIH BBITICKH M3 MTPOTOKOJIOB PACCHUTAIOTCS
3aMHTEPECOBAHHBIM JIULAM B 3JICKTPOHHOM BHJI€ B COOTBETCTBUHU C YKA3aTeJIEM PACCHUIKH.

B BBIIMCKE U3 IPOTOKOJIA TOJKHBI BOCIIPOU3BOJUTHCS BCE PEKBU3UTHI 3ar0JI0BOYHON 4aCTH
IIPOTOKOJIA, BBOAHAS 4aCTh, BOIIPOC IIOBECTKU JH, 10 KOTOPOMY 'OTOBUTCS BBIIIUCKA, U TEKCT,
OTpaKaroIIMi 00CYXkIEHUE BOIIPOCA U MPUHATOE PEIlICHHE.
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4.23. JlenoBoe (cayxeOHOE) MUCbMO FOTOBHUTCS Ha OylaHKe mucbMa. [Ipu coctaBieHun nuceMm
o(hopMIISIOTCSI PEKBU3HTHI: apecar, 3aroJoBOK K TEKCTY, TEKCT, TOJIMHUCh, OTMETKa 00
UCTIOJIHUTEIIE, B HEOOXOAMMBIX CITydasiX - OTMETKA O MPHUIIOKEHUU. PexoMeH1yeMblii oOpasen
oopMiIcHHS IeI0BOro nMuchMa (mpuiaoskeHue Ne 3).

4.24. Eciv nuchbMO SBIISIETCS OTBETOM Ha MOCTYNUBIINI 3aIpOC WK MPOCHOY, 3aOIHIETCS
PEKBU3UT "CChUIKA HA PETMCTPALIMOHHBIM HOMEP U 1aTy IIOCTYIMBIIET0 NUchbma'.
HanmvenoBanwue Buaa nokymenTa ("miuchbmMo") U pa3sHOBUIHOCTH MUChMa (Hampumep, "mpocroa',
"undopmannonnoe", "conpoBoautensHoe", "3amnpoc"”, "HanmoMuHaHue") B AETOBBIX
(ciy>keOHBIX ) MUChMaX HE YKa3bIBAIOTCHI.

Ecnu nuceMo HampasisieTcst axpecaTy 1o 3JIEKTPOHHOH 1MouTe MU 1o (Gakcy 0e3 JOCHUIKH 110
MOYTE, BMECTO MOYTOBOT'O a/Ipeca YKa3bIBaeTCs aApec JIEKTPOHHOMN MOYTHI WIIK HOMEP
tenedona-gpakca.

4.25. JlenoBoe (ciy>ke0HO€) MUCHMO JOJIKHO OBITH TOCBSIIIEHO OAHOMY Borpocy. Eciu
HE00X0IUMO 00OPATUTHCSI B OPraHU3aIINI0 OJTHOBPEMEHHO 110 HECKOJIBKIM BOITPOCaM,
PEKOMEH/IYEeTCsI COCTABUTh OT/ICIIbHOE MTUCHMO 110 KaXKJIOMY U3 HUX.

[TuceMO MOKET KacaThCsi HECKOJIBKUX BOIIPOCOB, €CITH OHU B3aUMOCBSI3aHBI.

4.26. JllenoBoe (ciry>ke0HOE) TUCHMO MOAMKCHIBACTCS [ J1aBoii 3aBSI3€HCKOTO CEITbCKOTO
MIOCEJICHUS WJIM MHBIM YITIOJIHOMOYEHHBIM UM JuiioM. [loamucanHoe nenoBoe (CiryxeoHoe)
IMUCbMO MOMJIC)KUT PETUCTPALIUN U OTIIPABKE.

He nomyckaetcst oTnipaBiaTh ajipecaTaM MMCbMa, HE UMEIOIIHE JIaThl U PErUCTPAIIMOHHOTO
HOMeEpa.

4.27. Tlocne moAnucaHusi MMChMa U €r0 PETUCTPAIMH YK3EMIUIAP MUChMa ¢ BU3aMHU
3aMHTEPECOBAHHBIX JIUI] IOMELIAETCS B JEIIO.

4.28. AKTBI COCTaBIISIIOTCS] HA OCHOBE YTBEP)KJICHHBIX YHU(UIIMPOBAHHBIX ()OPM WM B
CBOOOTHOM (hopMeE B IIEJISIX MOATBEPKICHUS (PAKTOB, CBA3AHHBIX C JAeATEIbHOCThIO CoBeTa
nenyTatoB . Pekomenayemblit o0pasen oopmiieHus akta (mpujioxenune Ne 4).

4.29. TIpu cocTaBJIeHUN aKTOB UCTIONB3YIOTCS PEKBU3HUTHI: HANMEHOBAaHHE aIMUHUCTPAIINH;
HaMMEHOBAaHME BUJA JOKYMEHTA; JaTa JOKYMEHTA; pErUCTPALIMOHHBIA HOMEDP JOKYMEHTA; MECTO
COCTABJICHUS WM U3JaHUS JOKYMEHTA; 3ar0JIOBOK K TEKCTY; ITOJIUCH.

4.30. JlaToit akTa sSBIsIeTCS 1aTa COCTABIICHHS aKTa M MOJIICAHUS €T0 COCTAaBUTEIISIMH.

Ecnu ¢popmoii akta npeaycMoTpeHo ero yreepkaeHue [ naBoit 3aBA3eHCKOro cenbCKoro
MOCEJICHUS WJIK UHBIM YIIOJTHOMOYEHHBIM JOJIKHOCTHBIM JIMIIOM, aTOM aKTa SBJISETCS AaTa ero
MOJINUCAHUS.

4.31. B BBOJHOM YacTH aKTa B UMEHUTEIIEHOM ITaJIe)KE YKA3BIBAIOTCS:

OCHOBAHHUE COCTABJICHUSI AKTa (JIOKAJbHBI HOPMATHUBHBIN aKT);

pactopsSIIUTENbHBIN TOKYMEHT OpraHu3aiuu (TIOCTaHOBIICHHE, pacTiopshKeHne); HaKkT win
coOBITHE, TOCTYKUBIIIEE OCHOBAHHEM JJIsI COCTABJICHHUS aKTa); COCTABUTENIN aKTa
(mepeuncnstores mocie cioBa "CocTtaBieH" ¢ ykazaHWeM JOJDKHOCTEH, HAMMEHOBaHUH
OpTaHM3aIi, €CITH COCTABUTENH SBJISIOTCS MPEICTABUTENSIMHU APYTroi OpraHu3anuu, GamMimimi u
WHUIIAAJIOB).

Ecnu akT cocraBneH komuccuei, mepBoil ykassiBaeTcs (haMumus mpecenaTensi KOMUCCHH,
3aTeM YJIECHOB KOMUCCHHU B ali()aBUTHOM TOPSIIKE.

4.32. B TekcTe aKkTa M31aratoTcs e U 3aa91 COCTABJICHHS aKTa, CYIIHOCTh, XapaKTep,
METO/BbI U CPOKHU MPOJICITaHHON PabOThI, €€ Pe3yIbTaThI.

B 3akimounTebHOM YacTH aKTa yKa3bIBAIOTCS KOJUYECTBO MOATOTOBICHHBIX 3K3EMILISPOB aKTa
¥ MECTOHAXOXJICHUE KAXKI0T0 IK3eMILIsipa. KonrmuecTBo SK3eMIUISIPOB aKTa OMpeIesieTcs
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KOJIMYCCTBOM CTOPOH, 3aMHTCPCCOBAHHBIX B €TI0 COCTABJICHNU, NJIK HOPMATHBHBIMU
Tpe6OBaHI/I${MI/I, PErTaMCHTUPYIOIIUMHU COCTABJIICHHUEC AKTOB KOHKpCTHOfI Pa3HOBUIHOCTH.

4.33. DK3eMIUIApHI aKTa MOAMUCHIBAIOTCS BCEMU YJIEHAMU KOMUCCHH (€CIIU aKT COCTaBIISIICS
KOMUCCHEN) WM COCTAaBUTEISAMU U, IPH HEOOXOAUMOCTH, IPUCYTCTBOBABIIMMH JTULIAMH.

[Tpu noanucanuy akTa npeAceaaTeneM U YWieHaMd KOMUCCUM HAaUMEHOBaHMS UX JIOJDKHOCTEH He
YKa3bIBAIOTCA.

4.34. Ecnu 3akoHOmaTeabcTBOM Poccutickoit denepanuu mperycCMOTPEHO 03HAKOMIICHUE C
COJIEpKAHUEM aKTa JIUII, YIIOMSHYTBIX B aKTE, MOJ] MOANKCH, HA MOCJIEIHEH CTpaHULIEe aKTa
poCTaBIsieTcs 03HaKoMuTeNnbHast Bu3a "C akToM 03HaKOMIIeH(bI)", TPU STOM YKa3bIBAIOTCS
HAUMEHOBAHHUS TOJKHOCTEH, TUIHBIE TIOITUCH, Pacn(POBKHU MOIMUCEH, TaThl 03HAKOMIICHUS.
Jluna, KoTopble 3HAKOMSITCA C COJEP>KaHUEM aKTa, UMEIOT MPaBO HE COIIACUTHCS C
COJIEp’)KaHUEM aKTa B IIEJIOM HIIU €T0 OTACIbHBIMHE MOJIOKCHHUSIMH, YTO JOJKHO OBITH
3a(pUKCUPOBAHO MTPU O3HAKOMIICHHH C aKTOM.

4.35. Jloknaanas (ciyxeOHas ) 3alicKa UCIIONIb3YEeTCs /71l ONepaTUBHOIO WH(OPMALIMOHHOTO
oOMeHa MeXy paOOTHHUKaMH U PYKOBOACTBOM. PekomeHyeMbie 00pa3ibl 0(hopMIIeHUS
JIOKJIA/THOM 3aIMCKU M CIY)KEOHOMW 3aITMCKH, TTOJITOTOBJICHHON HA OCHOBE 3JIEKTPOHHOTO
mabaoHa (mpuJiokeHusi Ne 5).

4.36. O0s13aTeNbHBIMU PEKBU3UTAMU JTOKIAJIHOM (CIyKeOHOMN) 3aITUCKHU SBISIOTCS:
HaMMEHOBAaHME BUA IOKyYMEHTA (JIOKJIaHas 3aiCKa, CIIyKeOHas 3alncKa), 1aTa, 3arojioBOK K
TEKCTY, aJipecaT, TEKCT, IOJIIUCh.

4.37. I1pu agpecoBaHUU NOKIAAHBIX (CIIyKEOHBIX) 3aIIMCOK YKa3bIBAIOTCA B JATEIILHOM IaJIEXKe
JOJKHOCTB JIMIIA, KOTOPOMY aJIpecOBaH JOKYMEHT, paMrvs U MHUIHAILL. Hanpumep:

['naBe 3aBI3eHCKOTO

CEJBbCKOr0 MOCEIECHUS
damuug U.0.

4.38. Jloxnagnple (Ciry>keOHBIE) 3aITMCKU MOTYT COCTaBJISIThCS, PACCMATPUBATHCS M XPAHUTHCS B
TE€YEHHE YCTAHOBJIEHHOI'O CPOKA UCKIIIOUUTENIBHO B 3JIEKTPOHHOM BHze B CO/I.

[Tpu opranu3zanuu paboThl ¢ JOKJIATHBIMHU (CITy’K€OHBIMM) 3alIMCKAMHU B SJIEKTPOHHOM BUJIE
UCTIOJIb3YIOTCS 3JIEKTPOHHBIE I1a0JIOHBI TOKJIaJHON U CITY>KeOHON 3aIUCOK.

4.39. TekcT NOoKIaHOH (CTyKeOHOM ) 3aITUCKH, B 3aBUCUMOCTH OT CIIOKHOCTH COJICP)KAHUS U
MPUBOUMOM apryMEHTAIUU, COCTOUT U3 OJHOM, IBYX WJIM TPEX YaCTEH:

B TIEPBOM YaCTH U3JIATalOTCS MPUIHUHBI, (DAKTHI WIIA COOBITHSI, TTOCTY>KHUBITUE TTOBOAOM JIJIsI
COCTaBIICHUS IOKYMEHTA;

BO BTOPOU YaCTH JaeTCs aHAIHM3 CIIOKHUBIIICHCS CUTYAI[UU, BO3MOYKHBIC BAPHUAHTHI €€ PEIICHUS;
B TPETbEU YacTU U3NATal0TCs BHIBOJBI.

4.40. Peructparnus JOKIaIHBIX U CIYKeOHBIX 3aMTUCOK ocyiecTBisiercs B CO /1, mpu OTCYTCTBUU
C3/I - B CTpyKTYpHOM NOApPa3/I€ICHUH, HOATOTOBUBIIEM JOKYMEHT.

4.41. I[OKYMCHTBI, n3aaBacMbIC OT UMCHHU Cosera ACMYTATOB TOAIHNCBIBAKOTCSA I'naBoii
3aBsA3eHCKOIr0 CEIbLCKOTO MOCEIICHHUS .

4.42. JlokyMeHTHI, HalpaBJIsieMbIe B BBICIITE OPTaHbl TOCYIapCTBEHHOW BIACTH, HA MMS TTEPBBIX
pyKoBoauTeNeH (enepanbHBIX OPraHOB UCTIOIHUTENILHOM BIACTH, pYKOBOIUTENEH CyOBEKTOB
Poccutickoii deneparuu 1 3apy0eHBIX TOCYIAPCTB, MOAMUCHIBAIOTCS | 1aBoi 3aBA3EHCKOTO
CCJILCKOT'O ITOCCIICHUA HUJIN JIUMIIOM, UCITOJIHAOIIUM €TI0 O6$I3aHHOCTI/I.

4.43. JIokyMEeHTHI, HalpaBJIieMble B CTOPOHHHUE OpPTaHU3aIliH, TIOAMUCHIBAIOTCS [ TaBoi
3aBS3€HCKOTO CENIbCKOTO MOCETIEHUS.


https://budget.1jur.ru/#/document/99/542623605/XA00MAA2NA/

4.44. Tlonnuch pyKOBOAUTENSI OpTraHU3aIMU WIM UHOTO YIIOJTHOMOYEHHOI'O UM JIMIIA Ha
JTIOKYMEHTaX, TPEOYIOIHUX 0COO0T0 yIOCTOBEPEHUS UX MOJIMHHOCTH, a TAK)KE Ha KOTHSIX
JIOKYMEHTOB Y BBIITHCKAX U3 JOKYMEHTOB 3aBEPSECTCS M1E€YATHIO.

5. Opranu3anusi J0OKyMeHT0000pOTa U UCIIOJIHEHHE TOKYMEHTOB

5.1. lIpuem, ydyer, perucTpanusi 1 pacCMOTPEeHUE BXOAsiIeil KOpPeCHOHIeH U1

5.1.1. JIokyMeHTOOOOPOT BKIIIOUAET BCIO ITOCIIEI0BATEILHOCTD IEPEMEIIECHH JOKYMEHTOB, a
TaKXe OIepalny, COBEpIIaeMble C JOKYMEHTaMH B IPOIIECCE X CO3JaHMS U UCTIOJHEHHS
(momy4eHue, OTIpaBKa, IpeABAPUTEILHOE PACCMOTPEHHE, PETUCTPALUS, PACCMOTPEHHUE
PYKOBOJUTEIIEM).

[lenb opranu3anuu JOKyMEHTOO00pOTa - 00ecIedyeHHe CBOEBPEMEHHOTO IPUHATHUS
YIPpaBJIECHYECKUX PELIEHUI U UX UCIIONHEHUA. 3a/1a4a JOKYMEHTOO000pOTa - OpraHu30BaTh
JIBIDKEHUE JOKYMEHTOB I10 HAaUMEHee KOPOTKOMY ITyTH ¢ MUHUMAJIbHBIMU 3aTpaTaMH TpyAa U
BPEMEHH, B YCIOBHAX JIEKTPOHHOTO JOKYMEHTOOOOPOTA - 00ECTIEYUTh JOCTYI K JIOKyMEHTaM
nosab3oBareasiM CO/] B COOTBETCTBHM € MPEAOCTABICHHBIMU UM IPaBaMH.

B ycnoBusix npumenenust COJ1 B opranuzanuy UCHOIb3YIOTCS SJIEKTPOHHBIE TOKYMEHTHI, a
TaK)Ke JIEKTPOHHBIE KOIUH IOKYMEHTOB, TIOJIYYCHHBIC B PE3YJIbTaTe CKAHUPOBAHUSI JIOKYMEHTOB
Ha OymMa)kHOM HocuTene. JIOKyMeHThl OpraHu3alii, UMEIOIUe BPEMEHHbIE CPOKH XpaHEeHUs (10
10 neT BKIIOUYUTETBHO) MOT'YT CO3/1aBaThCsI, XPAHUTHCS U UCIIOJI30BATHCS NCKIIIOUUTEIIBHO B
dbopMe PNEeKTPOHHBIX TOKYMEHTOB.

B noxymeHT0000pOTE OpraHN3aluy BBIIEISIIOTCS JOKYMEHTOIIOTOKH: BXOISAIINE
(moctymaronme) JOKYMEHTBI; HCXOAd1IHe (OTIpaBisieMble) JOKYMEHThI; BHyTPEHHUE
JIOKYMEHTBI.

B cocraBe BXOOAIHUX U UCXOOAIIUX JOKYMCHTOB BBIACIAIOTCA:

JIOKYMEHTBI OPTaHOB FOCYapCTBEHHOM BIACTH, OPTAaHOB MECTHOTO CAMOYTIPABIICHHUS;
JIOKYMEHTHI (PHIIHAJIOB U TEPPUTOPHATIBHO 000COOIEHHBIX MO Pa3ACIICHUN;

JIOKYMEHTHI U3 TOCYAapCTBEHHBIX U HETOCYAaPCTBEHHBIX OPraHU3AIINIA;

3anpockl aemnyTtatoB ['ocynapctBennoit J{lymel u wienoB Cosera denepaiuu, 1eMyTaToB
3aKOHOJATENFHBIX OPraHoOB CyObekToB Poccuiickoit denepannu 1 opraHoB MECTHOTO
CaMOYIIPABJICHUS;

oOpallieHus TpaxaaH;

JOKYMCHTHI U3 MPABUTCIBCTBCHHBIX U HEITPABUTCIILCTBCHHBIX opraHmauMﬁ 3ap}I6e)KHI)IX CTpaH
U IPyTUE TPYIIIBI TOKYMEHTOB.

JocraBka koppecrionaeHInu B afapec CoBeTa JemyTaToOB OCYIIECTBISETCS CPEACTBAMHU
MIOYTOBOM CBSI3M, B BUJIE TEJETPaMM, TelaepoHOrpaMmM, (paKCUMUIBHBIX COOOIICHUH, a TaKXKe
AJIEKTPOHHOM MTOYTON U HAPOYHBIMH.

[Ipu nprieme KOppECIOHACHIINY IPOBEPSETCS MPABUIBHOCTD €€ aIpeCallii U JOCTABKH,
LIEJIOCTHOCTh KOHBEPTOB U MOCJIE UX BCKPBITUS - HAIMYKME BJIOKEHHBIX B HUX JOKYMEHTOB. [Ipu
0OHapyXeHUH OTCYTCTBHUS JOKYMEHTOB MJIU IPYTUX HAPYIICHUH, €CIM HEBO3MOXKHO MX
OTlEepaTUBHOE yCTpaHEHHE (MAThIE, TOJMOUYCHHbIE, PBAHbIE JJOKYMEHTHI), COCTABISETCS aKT,
OJIMH DK3EMILIIP KOTOPOT0 HANPABJISAETCS ¢ MOCTYIUBIIMM JOKYMEHTOM OTIIPABUTEIIIO.
Omumb04YHO 1oCTaBICHHAs KOPPECTIOHACHIINS IEPEChUIAETCS OTIPABUTEINIO WK 10 HA3HAYCHHUIO.

[Tpu npueme KOppeCOHAEHINH, JOCTABIECHHON HAPOYHBIM, KPOME TOT0, TPOBEPSIETCS
COOTBETCTBUE HOMEPOB JOKYMEHTOB (ITAaKETOB), 3alIICAHHBIX B peecTpe (Pa3HOCHOM KHUTE).



B peectpe (pa3HOCHOM KHMIe) IPOCTABIAIOTCA AaTa U NOAINUCH JIMLA, IPUHSABIIETO TOKYMEHT.
TenerpaMMbl IPUHUMAIOTCS IO, PACIIACKY € IIPOCTABICHUEM JAThl U BPEMEHU IIpUEMa.

TeJ'Ie(bOHOFpaMMH B aaAp€C I1aBbL 3aBA3€HCKOI'0 CEILCKOTO MOCEIICHHUS IMPUHUMAKOTCA U
YUYUTBIBAIOTCA CIICHUATIMCTOM, OTBCTCTBCHHBIM 3a JCJIIOIIPONU3BOJCTBO U apXUB.

5.1.2. Koppecnonienuusi, agpecoBaHHasi IjiaBe 3aBsi3eHCKOTO CEJIbCKOTO MOCENEeHHUS
NPUHUMACTCS CIICIUAIMCTOM, OTBETCTBEHHBIM 3a JICIIONPOU3BOJICTBO M APXUB, YUUTHIBACTCS U
perucTpupyercs ¢ ucrnoiab3oBanueM cpeacts COJl uiu npu OTCYTCTBUM CUCTEMBI AJIEKTPOHHOIO
JIOKYMEHTOO0O0POTA - B )KypHAJIaX.

OOparenust, NpeaaoKeHus, 3asBICHUS U XKaJl00bl TPaXkJlaH, a[pECOBAHHBIE IT1aBE 3aBA3EHCKOTO
CEJIBCKOTO MOCEJICHUS IPUHUMAETCS CIIELIMAIIMCTOM, OTBETCTBEHHBIM 3a JEJIOIPOU3BOJACTBO U
apXuB, YUYUTBIBAECTCS U PETUCTPUPYETCS C UCIOIb30BaHKEM cpeacTB CO/I wnu npu oTCyTCcTBUU
CHCTEMBI AJIEKTPOHHOI'0 IOKYMEHTO000pOTa - B KypHaJax.

5.1.3. Koppecnionaenuus 6e3 ykazaHusi KOHKPETHOTO ajipecara MpeBapuTeIbHO
paccMaTpuBaeTCs CIEHAIMCTOM, OTBETCTBEHHBIM 32 JCJIONMPOU3BOCTBO U apXHB, a 3aTEM
HAIPAaBIISAETCS M0 HA3HAYCHHUIO.

Ecimu BBIAICHUJIOCH, YTO JOKYMCHT HC BXOAWUT B KOMIICTCHIIUIO Coseta ACIYTAaTOB , €TI0 CICAYCT
HE3aMCAJIUTCIIbHO BEPHYTH CIICHUAIINCTY, OTBETCTBCHHOMY 34 JCJIONPOU3BOACTBO U APXHB.

5.1.4. Bxopasias KOppecnoHACHIUS ASTUTCS Ha PETUCTPUPYEMYIO U HEPETUCTPUPYEMYIO.

K Hepeructpupyemoil OTHOCSTCS: IEPUOINYECKUE U3AAHNS, KHUTH, pEKJIaMHbIE MaTepHalIbl,
[103/IpaBUTENIbHbIE TUChMA U TEJIETPAMMBI, IPUTTIACUTEIbHbIE OMIICThl, aHOHUMHAs
KoppecnonieHIus. [logo0Has KoppecioHIeHIMs IEPEAAETCs 110 IPUHAUIEKHOCTH 0€3
pEruCTpaluy.

Bces ocranbHas KOPPECNIOHACHIIUA PCTUCTPUPYETCA B YCTAHOBJIICHHOM ITOPSAOKE.

5.1.5. Perucrpanus BXOAAIMX JOKYMEHTOB OCYILIECTBISIETCS HE N03AHee paboyero JaHs,
CJIEIYIOILETO 3a JHEM MX MOCTYIUIEHUS C UCNOIb30BaHUEM cpencTB COJl myTem 3anoaHeHUs
pGFHCTpaHHOHHOﬁ KapTO4YKH NOKYMCHTA, a IMIPHU OTCYTCTBUH CUCTEMBI 3JICKTPOHHOT' O
JIOKyMEHTO000pOTa - B )KypHajax.

JIOKyMeHTBI, coJiepskaliie HHPOPMAIHIO OTPAHUYEHHOTO PACTIPOCTPAHEHHUS, a TAKXKe
JIOKYMEHTHI ¢ TOMETKOU «/IJ1s1 c1y>KeOHOTO TT0JIb30BaHU s HE CKAHUPYIOTCHI.

B PErUCTPAIOHHYIO KAPTOUKY JOKYMCHTA BHOCATCS BCC HCO6XO,I[I/IMLIC AAaHHBIC O TOKYMCHTC.
Ecmu B MOCTYIIUBIICEM JOKYMCHTC COJACPIKUTCA CCBHIJIKA HAa APYTrU€ NOKYMEHTEI UJIM TOKYMEHT
SABJIACTCA TOBTOPHBIM, B PCTUCTPALIMOHHLIC KAPTOUYKHU CBA3AHHBIX MCKAY coboit AOKYMCHTOB
BHOCATCSI OTMETKH 00 HX PEruCTpailiOHHBIX HOMEPAX.

B nmpaBoM HUXHEM YTy MEpBOro JIMCTa OCHOBHOIO JJOKYMEHTA IPOCTABIISIETCS OTMETKA
(mrTamIn) ¢ ykazaHHEM JaThl PETUCTPAIMU JOKYMEHTA U €r0 PeruCTPallMOHHOTO HOMEpA.
OTMmeTKa 10JKHA TPOCTABIISITHCS. B CBOOOHOM OT TEKCTa YacTH JOKYMEHTA.

KouBept, B kKOTOpoM ObLTa MpUCIaHa KOPPECTIOHICHIIUSI, COXPAHSETCS U MPUIIAraeTcs K
JIOKYMEHTY B TOM CJydae, KOTr/ia TOJIbKO M0 HEMY MOKHO YCTaHOBUTH aJpeC OTIPABUTENS WIIH
BpeMsl OTIPABKU U MOTYUYEHUsI JOKYMEHTA (110 TOYTOBOMY IITEMIIEN0). Bo Bcex ocTallbHBIX
ClIy4asix KOHBEPThl YHUUTOKAIOTCS. MMeromuecs NpuioKeHns B pa3BEPHYTOM BHJIE
MPUKPEIUISIOTCS K OCHOBHOMY JIOKYMEHTY.

Tenerpammsl, (hakCUMHIIbHBIE COOOIIEHUS ¥ TOKYMEHTBI, TOCTYIUBIIHE IO 3JIEKTPOHHOH MOYTE,
PETUCTPUPYIOTCA C UCTIOJIb30BaHUEM cpecTB COJl mim mpu OTCYTCTBUU CUCTEMBI



3IIEKTPOHHOT'O IOKYyMEHTO000pOTa - B KYypHAaJIaxX aHAJOTMYHO JOKYMEHTaM, MOCTYIUBIINM Ha
OyMa)KHOM HOCHUTEJIE.

dakcUMUIILHBIE COO6IJ.[CHI/IH Ha HHOCTPAHHBIX A3bIKaxX JOCTaBJIAIOTCA agpecaTaM 0e3 nepesoaa.

Bce mocrynusiime B Hepabouee BpeMs TOKYMEHTBI IEPEAIOTCS Ha PETHCTPAIUIO B TIEPBHI
pabouunii 1eHb.

Bxojs1mas KoppecrnoHIeHIINS, IIOCTYIHUBILAS CIICIIUAINCTY, OTBETCTBEHHOMY 32
JIETIONPOU3BOJICTBO U apXUB (Jajiee — CIEIUAINCTY) A0 15 yacoB, perucTpupyercs, nepenaercs
Ha PaCCMOTPEHHE TJIaBe 3aBsA3EHCKOTO CEIBbCKOTO MOCENICHHS B ICHb €€ MOCTYIUICHUS,
MOCTYTHBIIIAS MMO3kKe 15 yacoB mepemaercs Ha clieayomuil padbounii AeHb. CpOUHBIC JOKYMEHTHI
U TeJIETPaMMBbl PETHCTPHPYIOTCS U IIEPEIAIOTCS HE3aMeIITUTEIIbHO.

5.1.6. Bxogsmue JOKyMEHThI HE PETUCTPUPYIOTCS IIPU OTCYTCTBUM yKa3aHUS B HUX ajpecaTa.
JlokyMeHT 6€e3 MOoAMMCH HAallPaBUBLIETO €ro JTOJHKHOCTHOTO JIUIA TAaKXKe HE MOAJICKUT
peructpanuu. Ha Takom TOKyMEHTE IPOCTABIIAECTCA JaTa €ro IMOIYYEHHs, ITOCIIE Y€ro JOKYMEHT
0€e3 perucTpaiOHHOI0 HOMEpa HalpaBJIeTCsl Ha PACCMOTPEHUE I1aBe aIMUHUCTPALIMUA WU
€r0 3aMECTHUTEIIIO IO IPUHAMIIEKHOCTH.

Ha xonBeprax (makerax) ¢ HaANKUChIO «JIMUHO» IPOCTABIISIFOTCS /1aTa UX MOCTYIUIEHUS U
YUYETHBII HOMep. Takue makeThl pEruCTPUPYIOTCS M0 PEKBU3UTAM, YKa3aHHBIM Ha KOHBEPTE, U
nepeaarTes aapecaraMm 0e3 BCKPBITHSL.

3apeFI/ICTpI/IpOBaHHa${ KOPPCCIIOHACHIHA C MMOMETKOM ((.HI/I‘IHO», a TaKKC HEPCTUCTPUPYCMBIC
JOKYMCHTHI IIEPCAAIOTCS IO HA3HAYCHUIO B ICHD UX MMOCTYIIJICHUS.

5.1.7. Bes peructpupyemMasi KOppECIOHAEHIIMS AEIUTCS Ha JIBE KATETOPUU:
- C IOCTaHOBKOM Ha KOHTPOJIb CO CPOKOM HUCTIONHEHUS (KOHTPOJIbHBIE TOKYMEHTHI);
- 0€3 MOCTaHOBKU HA KOHTPOITb.

K peructpupyembiM 1oKyMeHTaM 0€3 MOCTaHOBKH Ha KOHTPOJIb OTHOCSITCSI OTBETHI,
nH(pOpMalMOHHBIE TTHChbMa, TOBECTKH U JIPYTHe TOKYMEHTHI, He IPe/INoiaratoline HarpaBleHus
OTBETA.

[lepenucka 1o Bonpocam CIyeOHOH AeATeIbHOCTU MEX]y CTPYKTYPHBIMU HOJIpa3AeIeHUIMU
aJIMUHUCTpAIMU BeeTcsl 0e3 perucTpalnuy J0KyMEHTOB.

5.1.8. Yka3anus 00 UCTIOJTHEHUH JOKYMEHTA Jal0TCs B (POpME pE30IIIOIHi, KOTOPhIE BKIIOYAIOT:
(bamMuINIO UCTIOMHUTENS (MCTIOIHUTENEH ), KOHKPETHOE COAepIKaHUE MOPYUEHHsI, CPOK €ro
UCTIOTHEHUSI, TTOJITUCH PYKOBOIUTEIS, HATIOXKHUBILETO PE3OJTIOIUIO, U JATY.

[ToaroToBKa pe30dIONIUN OCYIIECTBISETCS B TeUEHUE 2 pabounx JHEH CO JHS Tepeaadn
JIOKYMEHTA Ha paccMOTpeHue. Pe3omonnn K CpOYHBIM IOKYMEHTaM FOTOBSITCS
HE3aMeJJIUTENbHO.

I[OKYMCHTLI MOTYT UMCTh HCCKOJIBKO pe3on10u1/1171 (O,E[HOTO NI HECKOJIBKUX JOJIZKHOCTHBIX J'II/II_I)
B COOTBETCTBUH C dTAllaMH paCCMOTPCHHA JOKYMCHTA. HpI/I OTOM HOCICAYIOIHNE PE3OIIOINHN HE
JOJIXKHBI I[Y6JII/IpOBaTB NEPBYIO WX IPOTUBOPCUYUTDH el - B HUX MOTYT KOHKPETU3UPOBATLCA
MOPAA0OK UCITOJTHCHHA JOKYMCHTA, CPOKHU €0 UCITOJTHCHUA (C YUE€TOM KOHCYHOI'0 CpOKa
HCIIOJIHCHUSA, YCTAHOBJICHHOT'O nepB0171 pe30JlIouHeﬁ) 1 UCIIOJTHUTCIIb.

5.1.9. JlokyMeHTHI IOCJIE UX PACCMOTPEHUS TEPENAIOTCS CIIEHUAINCTY aAMUHUCTPALINH.

CriennanicT BHOCUT B PErHCTPAIIMOHHYIO KAPTOUKY JOKYMEHTa (haMUJIMIO UCTIOTTHUTENS
COTJIACHO PE3OJIIOLINH, COAEPKaHUE PE30OTIOLNUN U BCE MOCIEAYIONINE OTMETKH O TIPOXOKICHUU
Y UCTIOJTHEHUU JJOKYMEHTA.



Jlanee OKYMEHT C pe30JIIOLMEN EPEAACTCA HA HCIIOJIHEHUE JOJKHOCTHBIM JIMLAM, YKa3aHHBIM
B PE30JIIOLIUH.

3amnperiaercs nepeaaBaTh M0 AMEKTPOHHON MOUTE TOKYMEHTHI, CO/IepKalllie CIyKeOHYIO
UH(POPMALIHIO OTPAHUYEHHOTO PACIPOCTPAHEHUS, TOKYMEHTHI, COJICPKAIUE CBECHUS,
COCTaBJISIIOLINE TOCYJAPCTBEHHYIO TalHY, a TAKXKe JOKYMEHTBI C TOMETKOM «JlJis ciry)eOHOoro
I10JIb30BAHUSY.

HCpBBIC OK3EMINIAPBI JOKYMCHTOB, IIOCTYIIMBIINEC HA UM I'JIaBbI 3aBA3EHCKOr0 CEILCKOTO
roceaeHus 1 uMeronye mramil «Ilogaexut BO3BPATy», BO3BPAIIAOTCA CIICHUATIUCTY
AIMUHHUCTpaIUU C IMIPUIIOKEHUEM OTBETOB.

5.2. PerncTpanusi 1 OTHPaBKAa UCXOASIIIUX JOKYMEHTOB
5.2.1. Ucxopdiue 10KyMEHTHI IOJUIEKAT PErUCTPallii B YCTAHOBIECHHOM MOPSIKE.

5.2.2. icnonuutens 00s3aH NPOBEPUTH HAJTMYKUE BCEX CTPAHUI] JOKYMEHTA U IPAaBUIBHOCTb UX
pAacIIoNIOKEHHs], @ TAK)KE MPaBUIIBHOCTh O()OPMIICHHUS U aJpeCOBAaHUs TIOKYMEHTA, HAJIMYKe
HEOOXOIUMBIX MOJIUCEH, TPUITIOKEHUH.

Crnennanuct npy NoJy4eHUH JOKYMEHTa OT UCIIOJIHUTENS IIPOBEPSIIOT HATMYHUE B JOKYMEHTE
HEOOXOIUMBIX MOJIMCEH, a TAKKE MPUIIOKEHNUH, O KOTOPBIX YKa3aHO B JOKYMEHTE.

Odopmnennsie ¢ HapyuieHHeM TpeboBaHUN MHCTPYKIINU UCXOIAIINE TOKYMEHTHI
BO3BpAIIAIOTCS HAa JOPAOOTKY UCTIOTHUTEIISIM.

5.2.3. Ilpu HanpaBIe€HUU NKCbMA B OJUH aJJPeC IPEACTABIISAIOTCS:
- IBa DK3EMILISIpa MUChMa;
- JIBa 9K3eMIUIsIpa MPUIIOKEHUS K MUCbMY (TIPU HAJIMYUH CCBUIKU HA HUX B TEKCTE MHCHhMA).

5.2.4. HpI/I HaIlpaBJICHUU UACHTUYHBIX 110 COACPIKAHUTIO TTHCEM Oollee ueM B YCTBIPEC aapeca
HCIIOJIHUTCIIEM JOKYMCHTA NPCACTABIIACTCA CIIMCOK PACCBIIIKH. Crucox PACCBUIKH JOJIKCH
COACPKATh TOYHBIC HANMCHOBAHUSA aApPCCaTOB, UX IOYTOBLIC apccCa.

5.2.5. Vcxondiue HoMepa JOKYMEHTOB COCTOSIT U3 MOPSIAKOBOI'O PETUCTPALIMOHHOIO HOMEpa U
WHJICKCa Jiea 110 HOMEHKIaType nei, Harmpumep: 845/01-18, rae 845 - mopsakoBbIii
peructparonusiii Homep, 01-01 - wHAEKC Aena Mo HOMEHKIIAType Jedl.

[TocTynuBmIMiA crienUaNuCTy UCXOIALINM TOKYMEHT, IIOJUIeKalIi OTHpaBKe, 00padbaTbIBaeTCs U
OTIIPABJIAECTCS B ICHb €T0 IIPEICTABIICHUs WM HE NIO3JHEE CIIEYIOLIEro 3a JHEM IPEICTaBICHUs
JIOKyMeHTa pabodero JHs.

5.2.6. Ha npennpustus, B yupexKI€HUS U OPraHU3aLMHA KOPPECIIOHIEHIIUS PAaCcChIIAETCSI Yepe3
IIOYTOBOE OT/ICJIEHUE CBA3H. 3aKa3Has IOYTA OTIIPABIAETCS YePE3 IOYTOBOE OTEICHHUE CBA3H.

5.2.7. Vicxonsiue TOKYMEHTBI, IIOJATOTOBIICHHBIC CIICITUAIMNCTAMY aJIMIHUACTPAIAN 110 UX
WHULIMATUBE U MOJNUCAHHBIE IT1aBOM 3aBA3EHCKOTO CEIbCKOI0 MOCEIECHUS, PETUCTPUPYIOTCS U
HaIpAaBJISAIOTCS aJpecaTaM CIEeUaaIuCcTOM aIMUHUCTPALIUH.

5.2.8. TenerpaMMsl 3a MOJAMUCHIO IJ1aBbI 3aBA3EHCKOTO CEIbCKOT0 MOCEIEHHS MOCHUTIAIOTCS B
Clly4ae BOSHMKHOBEHHUS KpaliHell He0OXO0AMMOCTH Mepeiadyll CPOUHBIX COOOIEHUH, KOoTaa
JpyTue BUJIBI OTIIPABKH JIOKYMEHTOB HE 00€CIIeUnBAIOT CBOEBPEMEHHOI0 UX MOTYYEeHUs
azpecaTaMmH.

TenerpamMmsbl 0e3 nmoanucend pykoBOAUTENS K OTIIPaBKE HE MPUHUMAIOTCA.



5.3. Opranusanus npueMa M nepeiayu J0KyMEHTOB € HCII0JIb30BAHHEM 3J1eKTPOHHOM
MOYThI

5.3.1. B nensx noBwIlIeHUs ONepaTUBHOCTH OOMeHa nH(popMalen JomycKaeTcs IPUEM U
nepegava JOKyMEHTOB B BUE ICKTPOHHBIX coobienuii. [ToaroroBka u opopmiieHue
KOPPECHOHICHIINH, IPUHUMAEMOM 1 OTIPABIISIEMOIl 110 3JIEKTPOHHOH MOYTE, TPOU3BOUTCS
COTJIACHO TPEOOBAHUSM, YCTAHOBJICHHBIM JIJISl TIOJITOTOBKH JIOKYMEHTOB Ha OYMa)KHOM
HOCUTEJIE.

5.3.2. IleyaTh TOKYMEHTOB, NOCTYNMBIINX Ha UMS IJIaBbl 3aBSI3€HCKOT0O CEJILCKOIO MTOCEIEHUS B
BUJIE AJIEKTPOHHOI'0 JOKYMEHTA, OCYIIECTBIISIETCS CHEUUATUCTOM aIMUHUCTPALIUH.
[TpunoxeHus K OCHOBHOMY JIOKYMEHTY 0oJjiee 5 JTMCTOB HE IIeUaTaroTCs, a HalPaBIISIOTCS
VCIIOJIHUTEIIIO B 3JIEKTPOHHOM BUJIE.

5.3.3. DneKTpoHHOE COOOIIEHUE TOJKHO COACPKATh: SJICKTPOHHBIN ajpec, TeMy 3JIEKTPOHHOTO
COOOIICHHUS, TEKCT AIIEKTPOHHOTO COOOMICHHUS C YKa3aHUEM MCIIOJIHUTEIS, BIOKEHUE (TIpH
HAJTUYHH ).

OTBEeTCTBEHHOCTh 3a IMOATOTOBKY 3JICKTPOHHBIX COO6HICHI/II71 HECYT ClICHHAJINCThI
AJIMUHHUCTPpAlUM.

5.3.4. IlepenaBaeMble B BUJE IEKTPOHHBIX COOOIICHUN OpULIMAIBbHBIE JOKYMEHTBI JOIKHBI
UMETh MOJUIMHHUKY (OpPUTMHAJIBI) JOKYMEHTa Ha OyMa)KHOM HOCHUTeNe. XpaHeHue OyMasKHbIX
OPUTHHAJIOB 3JIEKTPOHHBIX JIOKYMEHTOB, OCYILIECTBIISIETCS B YCTAHOBICHHOM IOPSKE.

5.3.5. McnonHuTens 10 OTIPaBKU AOKYMEHTa 00s13aH IPOBEPUTH LIEJIOCTHOCTD IIEpEIaBaeMoi
UH(POPMALIUU U OTCYTCTBUE UCKAKEHUH, a Takxke nepeaayy nHpopMaly TOIbKO TOMY
JOJKHOCTHOMY JIMILY, KOTOPOMY OHA IIpe/IHa3HaueHa.

5.3.6. OTnpaBUTENH HIEKTPOHHOTO COOOIIEHHUS C TTOMOIIBIO TTOYTOBOTO MPUIIOKEHHS CO3aeT
3JIEKTPOHHOE COOOIIEHUE, MPUKIIAABIBAET K HEMY IIPU HEOOXOIUMOCTH (hailil BIOKEHHUS,
OTIIpaBJIseT cOOOIIeHNE U GUKCHUPYET ATy U BpeMs OTIIPAaBKHU B OyMa)KHOM JIOKYMEHTE U
PETUCTPALIMOHHOM KapTouKe. DJIEKTPOHHBIE COOOIEHNS pacChUIAIOTCS ajpecaTaM B
COOTBETCTBHUH CO CITUCKOM PACCHIIKH.

5.4. OTnpaBKa HCXOASIIIUX JOKYMEHTOB C HCII0JIb30BAHHEM CPEACTB (paKCMMHILHOM CBA3H

5.4.1. CpenctBa (pakCUMUIBHOM CBSI3U MpeIHa3HAuEHBI JIs ONEPAaTUBHOM Mepelaun U prueMa
TEKCTOB JIOKYMEHTOB U CIIYKeOHBIX MaTepuaioB (fanee -paxkcorpammabl).

[lepenava ¢ ucoab30BaHUEM CPEACTB (PAaKCUMUIBHON CBSI3H JOKYMEHTOB M MaTE€PHAIIOB,
coJiepKaluX Ci1ykeOHYI0 HH(OPMALIMIO OTPAaHUYEHHOTO PAaCIPOCTPAaHEHUs, B TOM YHCIIE C
noMeTKon «/[7st cimy>keOHOTO MOJIb30BaHUS, HE Pa3peIIacTCsl.

Kareropudecku 3amnperaercs nepeaada nocpeacTBoM (pakCUMIIIBHON CBSI3U CEKPETHBIX
JIOKYMEHTOB.

OO0beM mepeaBaeMoro B TeUEHUE OJJTHOTO CeaHCa CBSI3U JOKYMEHTA, BHITTOIHEHHOTO Ha Oymare
dbopmara A4, He TOHKEH MPEBBIIATH 5 CTPAHUIL.

[lepenanubie (hakcorpaMMbl YUUTHIBAIOTCS B )KypHAJIaX YCTaHOBJIEHHOU (hopmbl O3
IIPOCTAaBJICHUSI IUTAMIIOB.

OTBETCTBEHHOCTH 32 CoJIepKaHie HHPOPMAIIHH, TTepeIaBacMOi ¢ UCTIOIh30BaHUEM CPEJICTB
(I)aKCHMHHBHOﬁ CBs3H, BO3JIaracTCsd Ha CIICHUAJIMCTOB aIMUHUCTPAlIUU, KOTOPBIMU OHU
TOTOBHJIACK.

5.4.2. [Ipuem u nepenauy ¢gakcorpamm, a TakKe€ UX y4eT B CIICIIMAIbHBIX KypHAJIaX,
MOCTYIIUBIINUX B aJIpCC:



- TJIaBEI 3aBA3CHCKOI0 CEILCKOr0 MOCCJICHUS, TPOU3BOAUTCA CIICHUAIMCTOM aAMUHUCTPALIUU,

[TocTynuBime o KaHanam GaKCUMHUIBHON CBSI3U (PaKCOrpaMMBbI PETrHCTPUPYIOTCS B ICHb
[pueMa, CpOYHbIE - HEMEUIEHHO.

[ToctynuBmwmii Bcnea 3a pakcorpaMMoi OUTHHHUK IOKYMEHTA MTOBTOPHO HE PETUCTPUPYETCS.

6. H3roroB/ieHHEe M HCIOJb30BAHHUE NeYaTeH U ITAMIIOB

6.1. [Teyarn u mramnbl CoBeTa JAEMyTaTOB U3TOTABIMBAOTCS B KOJMYECTBE, HEOOXOTUMOM JIJIsI
ocymiectBieHus: COBETOM JEMyTaTOB BO3JIOKEHHBIX Ha Hero PpyHKuui. Pemenue 00
M3TOTOBJICHUH U KOJIMYECTBE HK3EMIUISIPOB MeUaTel U mTaMnoB IpuHUMaeT | aBa
3aBsI3€HCKOI0 CEeJIbCKOI0 MOCETICHUS.

6.2. Ileyaty u mITaMIbl JOJKHBI XPaHUTHCS B HAIEAKHO 3aKPbIBAEMBIX ceii(ax niu
METAJUINYECKUX IIKadax.

6.3. [Ipumienuire B HErogHOCTh U YTPATUBIIUE aKTYaIbHOCTh NIE€YATH U IITAMIIbl YHUUTOKAIOTCS
0 aKTy.

6.6. KOHTpOHB 3a MCIIOJIb30BaHUEM neyarei u mramnoB CoBera ACITYTATOB BO3JIaracTCs Ha
Tj1aBy 3aBsA3SHCKOr0 CEIBCKOr0 ITOCEIICHUS.

7.CocTaBiieHHEe HOMEHKJIATYPBI €]

7.1. Homenknarypa fen 3akperisieT Kiaccudukaiuio (rpynnmupoBKY) HCTIOTHEHHBIX
JIOKYMEHTOB B JieJia (3JIEKTPOHHBIE I€J1a), CUCTEMAaTU3aI[MI0 U UHJIEKCALIUIO JIeJl, CPOKU UX
XpaHEHUS U SIBISETCS OCHOBHBIM YYETHBIM JJOKYMEHTOM.

Homenkiiatypa nen sBiasieTcss OCHOBOM U1l COCTABIICHHS OIUCEH 1€ IIOCTOSSHHOT O, BpEMEHHBIX
(cBbimie 10 1€eT) CPOKOB XpaHEHUS U 110 JINYHOMY COCTaBY, aKTOB O BbIICJIEHUU K YHUUTOXEHHUIO
JIOKYMEHTOB C UCTEKIIUMHU CPOKaMU XpaHEHHS, a TAKXKe TSl ydeTa e BpeMeHHBIX (10 10 met
BKJIFOUUTEJIBHO) CPOKOB XpPaHEHHUS.

7.2. B cOOTBETCTBUH C PexoMeHmarussMu 1o MNPUMCHCHUTIO TPUMEPHBIX HOMCHKIIATYP JACIJI
OpTraHoOB MECTHOT'O CaMOyIIPaBJICHUA COCTABJIAIOTCA OTACIIBHBIC HOMCHKIIATYPBI ACJT IJIA
AIMUHHUCTpaAUN 3aBsA3eHCKOro ceabcKoro mocenenus u Cosera ACITYTATOB 3aBsA3EHCKOr0
CCJIBCKOI'O ITOCCIICHUS.

ITpu cocTaBiieHNM HOMEHKIIATYPBI JIEJ1 CIIEAYET PyKOBOACTBOBATLCS Y CTaBOM 3aBsA3€HCKOIO
CEJIbCKOTO MOCEJICHHUS, IITATHBIMH PACcIIMCaHUSIMUA aJIMUHUCTPAIIMH, IJIAHAMU U OTYETaMHU O
paboTe afIMUHUCTpALIUH, IEPEUHSIMHU JOKYMEHTOB C YKa3aHHEM CPOKOB UX XPaHEHHU S, a TAKKe
HOMEHKJIATypaMu JIeJl 33 IPEIIIECTBYIOLINE TOIbI.

B HOMEHKIaTypy /€N BKIIOYAOTCS JIeNa, OTPaKaroIIie BCe JOKYMEHTHPYEMbIE YJacTKN paboThI
Cosera z1enyTaros .

7.3. HOMCHKJ'IaTypa A€ Cosera ACIMYTATOB COCTABJIACTCA CIICHUATIUCTOM aIMHUHUCTpPAIUU,
OTBCTCTBCHHBIM 3a JICJIOITPONU3BOJACTBO U ApXUB.

Homenxknarypsl nen yTBep:K1aroTcs I71aBoil 3aBA3€HCKOr0 CEIbCKOT0 MOCEIEHMS 10CIIE
COTJIACOBaHUS C OPTaHU3alMOHHBIM OT/1e710M KHKBUA3E€HCKOTO MyHUIIMTIATBHOTO paiioHa
(MyHUIMIIATEHBIM apXUBOM).

7.4. Ha3zBanus pasnesioB B HoMeHkIaType aen CoBeTa JenyTaToB pacloaratoTcs B
COOTBETCTBUU C YTBEPKICHHON OpraHU3allMOHHON CTpYKTypoil CoBeTa AemyTaToB 10 CTENEHU
3HAYUMOCTHU JOKYMEHTOB.



Homenxknarypsl nen CoBera fenyTaToB Ha IPEACTOSIIINN KaJeHAapHBIN IO/l YTOUHSIOTCS B
NOCJIEAHEM KBapTaje TEKYLIEro KaJIEHJaPHOIO TOAa, YTBEPKAAIOTCS U BBOJATCS B IEHCTBUE C
01 sHBaps rosxa, Ha KOTOPBIN OHU COCTABJICHBI.

VYTBepkIeHHas U COTJIacOBaHHAsi HOMEHKJIATypa JeJl JEHUCTBYET B TEUEHUE 5 JIET U TOJIEKUT
MEPECOCTABIICHUIO U IEPECOTIACOBAHUIO B CIIy4ae CYIIECTBEHHBIX U3MEHEHUM (PYHKIMN U (KITH)
OpPraHU3aIMOHHON CTPYKTYPhI aIMUHUCTPALIUH.

7.5. Bce 3aronoBku e, BKIIOYEHHbIE B HOMEHKIIATYPY J€J1 MHICKCUPYIOTCS.
['padbl HOMEHKIIATYPBI A€ 3aMOJHAIOTCS CIEAYIOIINM 00pazoM.

B rpage 1 «Muaekc aenay npocTaBisSOTCS HHACKCHI BCEX /€T, BKIIFOYCHHBIX B HOMEHKIIATYPY
nein. IHaekc ienna coCTOUT U3 YCTaHOBIIEHHOTO B IM(POBOro 0603HaYeHUs CTPYKTYPHOIO
nogpasnenenuss Cosera AENyTaTOB U NOPSAKOBOIO HOMEpA 3arojIOBKa JieJla 10 HOMEHKJIAType
JIeJ1 B IIpezieax COOTBETCTBYIOILErO CTPYKTYpHOTo noapaszaeinenus Cosera enyTaToB.

B HOMCHKIJIATypEC ACJI pPCKOMCHAYCTCA COXPAHATh OAUHAKOBBIC HHACKCHI JJIsI OAHOPOAHBIX JCJI B
npeaciax Cosera ACITYTATOB ; JJIA NEPCXOAAIUX ACT NMHACKC COXPAHACTCH.

B rpady 2 «3aronoBok aenay BKIIOYAIOTCS 3aT0JIOBKH 1€, KOTOPbIE JOKHBI B 0000IEHHOM
dbopMe 1 TOYHO OTPaKaTh OCHOBHOE COJIEP)KAHHUE M COCTaB JOKYMEHTOB Jela.

He nomyckaercst ynotpe6ieHue B 3aroJIoBKe Jiejla HEKOHKPETHBIX ()OPMYIHPOBOK («pa3HbIe
MaTepHalIbl», «0OIIas MepenucKay, «BXOIAIINE JOKYMEHTh», «UCXOAIINE JIOKYMEHTBI»), a
TaK)K€ BBOJHBIX CJIOB U CIIOXKHBIX 000poToB. He nomyckaercs ynoTpedieHne COKpaleHHbIX
CJIOB M COKpAILIEHHBIX HAMMEHOBAHHH.

3aroJ0BOK JI€1a COCTOUT U3 HECKOJIBKHUX 3JIEMEHTOB, PACIOIATaeMbIX B CIIETYIOLICH
N0CJIEI0BATENbHOCTH: Ha3BaHHUE BUa Jieia (MIeperucKa, )KypHail) WiIK Pa3HOBUAHOCTH
JIOKYMEHTOB (ITPOTOKOJIbI, PEIICHHUS ).

B 3aronoBkax nen, coaepKanux JOKYMEHTHI 10 OJHOMY BOIIPOCY, HO HE CBS3aHHBIX
M0CJIEI0BATENbHOCTBIO UCIIOIHEHUS, JUTsl HA3BaHUS BHUJIA JIeNa YIIOTpeOsieTcs TEpMUH
«JIOKyMEHTBI», a B KOHIIE 3aroJIOBKa B CKOOKaxX YKa3bIBalOTCS OCHOBHbBIE Pa3HOBUIHOCTHU
JIOKYMEHTOB, KOTOPBIE IOJIKHBI ObITh CTPYNIIMPOBAHBI B JieNie (IIaHbl, CIUCKH, JOKJIa/bl),
Hanpumep: «JloKyMeHThI 0 IPOBEACHUN CEMUHAPOB, KOHPEPEHIIUI TI0 BOIpOcaM A€ TEIIbHOCTH
denepanbHOTO ApXUBHOTO areHTCTBA (TUIaHbI, CIIUCKH, TOKJIAJIbl, UH()OPMAIIIH)».

B 3arosioBkax aen, cogepKaliux NepenucKy, yKa3blBaeTcsl, C KEM U [0 KaKOMY BOIIPOCY OHA
BEJIETCA.

B 3arosoBkax aen, cogepkalinux NEPEnucKy ¢ OAHOPOAHBIMU KOPPECTIOHIEHTAMM, ITOCIEIHHUE
He TMepevrCIsioTCs, a YKa3blBaeTcs uX od1iee BUA0BOE Ha3BaHue, Hanpumep: «llepemnucka ¢
ApXUBHBIMHU YUPEKACHUIMHU O KOMIUIEKTOBaHUU ApxuBHOTo (ponna Poccuiickoit deneparyu
HAyYHO-TEXHUUYECKOH TOKyMEHTaLUen.

B 3aromopkax AL, COACPKAIIUX MEPCIHUCKY C PASHOPOAHBIMU KOPPECCIIOHACHTAMHU, ITOCIICAHNUC
HE ICPCUNCIIAIOTCA, 4 YKA3bIBACTCA TEMATUKA, HAIIPUMED: «Hepem/ICKa 0 HarpaxacHuu
pa6OTHI/IKOB, IMPUCBOCHUHN MMOYCTHBIX 3BaHUIY.

KoHKpeTHBII KOPPECTIOHJEHT B 3ar0JIOBKE JI€J1a YKa3bIBAETCS B CIIy4Yae, €CIIU MEPENNCKa BEAETCA
TOJIbKO ¢ HUM, Hanpumep: «Ilepenucka ¢ ['ocynapcTBeHHOMN (hruHaHCOBOM akageMueil npu
IIpaBurensctBe Poccutickoit denepanuu o BOIpocam MOATOTOBKH KaIpOBy.

B 3aronoBkax nen, coaepiKaiux MIaHOBYIO WIIM OTUYETHYIO IOKYMEHTALIUIO, YKA3bIBAETCS
nepuo (KBapTai, To1), Ha (32) KOTOPBIM COCTABIICHBI IJIAHBI (OTYETHI).



3aroinoBok C(I)OpMI/IpOBaHHOI‘O B OTI[CJIBHI:Iﬁ TOM MMPUJIOKCHUA K ACTY NOJIKCH COOTBETCTBOBATH
3aroJIoOBKaM IOMCEIICHHBIX B 3TOT TOM JOKYMCHTOB.

[Topsimok pacnoioKeHUs 3aroJI0OBKOB J1€71 BHYTPH Pa3/IesioB U MOAPa3/AeI0B HOMEHKIATYPBI eI
OIIPEEIIAETCS CTENEHbIO BA)KHOCTH JOKYMEHTOB, COCTAaBIISIFOIINX J1€J1a, U UX B3aUMOCBS3bIO.
[TepBbpIMU pacrionaratoTcsi 3aroJOBKH e, COAECPKAIIUX OPTaHU3alMOHHO-PACTIOPSIIUTENbHYIO
JIOKYMEHTAIUIO.

3aroyioBKHU JIeJ1 MOTYT YTOUHSITHCS B Ipoliecce popMupoBaHus U 0OPMIICHHS JIe.

[Tpu cocTaBiieHUH 3ar0JI0BKOB i€ UCTIONB3YIOTCS (hopmynupoBku ctaTeit [lepeuns THIOBBIX
YIPaBIEHYECKUX aPXUBHBIX JJOKYMEHTOB, 00pa3yIOLIUXCs B IIPOLIECCE IEATEIbHOCTU
roCy/IapCTBEHHBIX OPTaHOB, OPTaHOB MECTHOT'O CAaMOYMPABIECHUS U OPraHU3alui, C yKa3aHHuEeM
CPOKOB XpaHEHHUS.

l"pa(ba 3 «KonnuecTBo ACJD» 3allOJIHACTCA 110 OKOHYaHMHU roJa.

B rpade 4 «Cpok xpaHeHHs [1ea 1 HOMepa CTaTei Mo MePEeyHIo» YKa3bIBAIOTCS CPOK XPAHEHUS
Jena, HoMepa crarei 1o [lepeuHio TUIIOBBIX YIIPAaBIEHYECKUX APXUBHBIX IOKYMEHTOB, a IIPH €T0
OTCYTCTBHH - II0 TUTIOBOW UJIM IPUMEPHON HOMEHKJIATYpE JEl.

B rpade 5 «IIpumeuanue» npocTaBisioTCs OTMETKH O 3aBEJICHUU JIEN, O MEPEXOASIINX JIenax
(Hanpumep, nepexoaduiee ¢ 2013 roga), o BeIIENECHUH Jie]l K YHUUTOKEHUIO, O JIUIaXx,
OTBETCTBEHHBIX 32 (HOPMHUPOBAHUE JIE, O NEpeIaye JIed B IPYroe CTPYKTYpHOE MOApa3ieiIeHHe
aJIMUHUCTpALUU U JIpyTHUe.

7.6. Eciiu B Teuenue roja B Cosete ACIIYTAaTOB BO3HHUKAIOT HOBLIC JOKYMCHTHPOBAHHBIC
Y4aCTKH pa6OTBI, HEMMPEAYCMOTPCHHBIC JI€JIa, OHU JOIMOJHUTCIIBHO BHOCATCA B HOMCHKIIATYPY
ACI aAMUHUCTpPAInH. I[JIH BHOBb 3aBOJAUMBIX JICJI B KaKAOM pa3J€jic HOMCHKIIATYpPhI JACJI
OCTaBJIAIOTCA PE3CPBHLIC HOMEPA.

7.7. Ilo OKOHYAaHUU T0J1a B KOHIIE HOMEHKJIATYPbI JIe]1 JIeNIaeTCs UTOroBasi 3aliCh O KOJIMYECTBE
3aBE/IEHHBIX B TEYEHUE rofa Jes (TOMOB).

7.8. [lena co qHS MX 3aBelleHUs A0 NepeJadyl B apXUB aIMUHUCTPALIMHU WJIU /10 BBIJIETICHUS UX K
YHUYTOKEHHUIO IO UCTEYEHHUHU CPOKa XPaHEHHs XPaHATCS [0 MECTY X (POPMHUPOBAHUSI.
I[CJ'IO CUNTACTCA 3aBCICHHBIM C MOMCHTA BKJIIOUYCHUA B HEI'O IIEPBOT'0 UCITOJIHCHHOI'O
JIOKYMEHTA.

7.9. Ilpu dpopmupoBaHUH /1T HEOOXOAUMO COOTIOIATh CIEYIOIINE OOIIUe MPaBHIa;

- B JIEJIO TIOMEUIAOTCS UCIIOJHEHHBIE IOKYMEHTBI, COOTBETCTBYIOIIHE 10 CBOEMY COACPKAHUIO
3aroJIOBKY Jieja [0 HOMEHKJIaType Je;

- IPWJIOKEHUSI TIOMEILAI0TCS BMECTE C OCHOBHBIMU JOKYMEHTAMU;

- B JIEJIO BKJIIOYAIOTCS IOKYMEHTBI OJTHOTO KAJIEHJAPHOT'O TO/1a, 32 UCKITIOUYEHUEM MEePEXOASIINX
e,

- TOKYMEHTBI IOCTOSIHHOTO M BPEMEHHBIX CPOKOB XpaHEHUsI TPYIIIUPYIOTCS B JeJia pa3/ieibHo;
- B JIEJIO BKJIIOYAETCA 110 OJHOMY 3K3EMIUISAPY KaXI0T0 JOKYMEHTA,

- (hakcorpaMmpl, TEIETPaMMBI, TeJe(hOHOTPAMMBI TTOMEMIAOTCS B Jieja C MEePENuCcKOr Ha 00X
OCHOBaHMUSIX;

- B JIEJIO TIOMEUIAI0TCs TOKYMEHTBI IPAaBUIILHO U MOJHOCTHIO O(hOPMIICHHBIE (JIOKYMEHTHI
JOJIKHBI UMETH J1aTy, TIOJIMUCH U IPYTHe He0OX0IUMbIE PEKBU3UTHI);

- B JIEJIO HE BKJIFOYAIOTCS TOKYMEHTBI, TOAJIEXKAIUE BO3BPATY, JTUIIHUE SK3EMILISPHI U
YEpHOBUKH (32 UCKITIOYEHHUEM 0CO00 IIEHHBIX );

- 10 00BbEMY J1€J10, BKIIFOUAIOLIee JOKYMEHTHI Ha OyMa)KHOM HOCHUTENE, HE OJIKHO MPEBBIIATh
250 nucros, mpu ToNIIMHE HE OoJee 4 cM (TONIIMHA Ae cO cpoKaMu XpaHeHus 10 10 jer He
noipkHa ripeBbimath 10 cm). [Ipu npeBsimennn 1anHoro o0bema 3aBoAuTCs BTopoit ToM. [Ipu
HaJIMYMU B JI€JI€ HECKOJIBKUX TOMOB (4acTel) MHAEKC U 3aroJIOBOK Ji€jia MPOCTABIISAIOTCS Ha



Ka)KIIOM TOMe ¢ nobasienneM oobosznauenuii: "T. 1", "T. 2".
7.10. JIokyMEHTBI BHYTPH JI€Ia PacioyiaratoTcs CBEpXy BHU3 B XPOHOJOTHYECKOM, BOIIPOCHO-
JIOTUYECKOM MOCIJIEI0BATEILHOCTH WIIM UX COYETAHUU.

HOpMaTI/IBHBIe " OpPraHUu3allMOHHO-PACTIOPAAUTCIIBHBIC JOKYMCHTEI I'PYIIIIUPYIOTCA B ACJIA 110
BUJaM U B XPOHOJOI'HYECCKOM IMOPAAKE BMECTC C OTHOCAIIUMUCA K HUM ITPUTTOKCHUAMMH. HpI/I
9TOM IIPHUIIOKCHUSA 00J1b1IOr0 00BEMaA JOJIKHBI BBIICIIATECSA B OTACIBHBIC TOMA.

YCTaBBI, IIOJIOKCHMSI, MHCTPYKI WU, YTBEPKACHHBIC PACIIOPAAUTCIbHBIMA JOKYMECHTAMU,
SABJIAOTCA MPUIIOKCHUAMU K HUM U I'PYHIIUPYHOTCA BMECTC C YKa3aHHBIMU JOKYMCHTAMU. Ecnu
KC€ OHU ABJIAIOTCA CaAaMOCTOATCIbHBIMA JOKYMEHTAMU, TO UX I'PYHIIUPYIOT B CAMOCTOATCIIBHBIC
JAcia.

I[JISI KOIHM JOKYMCHTOB, OpHUI'MHAJIbI KOTOPBIX HAXOOATCA B OPraHu3aliluOHHO-
pacnopAguTCIbHBIX JOKYMCHTAX IMOCTOAHHOI'O CPOKa XpaHCHU, YCTAHOBJICHBI CIICAYIOIINEC
CPOKH XpaHCHHA — 10 MUHOBAaHUSA HaI[O6HOCTI/I.

HpOTOKOHLI B ACJIC pacCiiojararoTCa B XpOHOJIOTHYCCKOM ITOPAAKE II0 HOMCPaAM. I[OKYMCHTBI K
IMPOTOKOJIaM, CTPYHIIMPOBAHHLIC B OTACIILHBIC [1€j1a, CACTCMATU3UPYIOTCA 110 HOMECpamM
IIPOTOKOJIOB.

YTBep)KI[eHHBIe IJIaHBbI, OTYCTBI, TUTYJIBHBIC CITUCKU U APYTHUEC JOKYMCHTBI I'PYHIIUPYROTCA
OTACJIBHO OT ITPOCKTOB.

[lepenucka rpynnupyeTcs 3a nepuo]i KaJeHaapHoro rojia 1 CUCTeMaTHU3UPYETCs B
XPOHOJIOTHYECKOM TOPAJIKE; TOKYMEHT-OTBET MOMEIIAETCS 33 JOKyMEHTOM-3ampocoM. [1pu
BO300HOBJICHUH MEPEMHICKH 10 ONPEAEICHHOMY BOIIPOCY, HAYaBIIEHCs B PEABIAYIIEM IOy,
JIOKYMEHTBI BKJTIOUAIOTCSI B JIETIO TEKYIIETO rojia ¢ yKa3aHueM WHJEKCca Jieia MpeIbIIyIero
roja.

DJEeKTPOHHBIE JOKYMEHTHI (POPMUPYIOTCS B 2JIEKTPOHHBIE /I€1a B COOTBETCTBUU C
HOMEHKJIATypOM J1e1 opraHu3aluu B Toi HHGOPMAIIMOHHOMN CHCTEME, B KOTOPOH OHM OBLITN
CO3JIaHbl WK B KOTOPYIO OBUIM BKITFOYEHBI.

7.11. ®opmupoBanuem nen CoBera AEMyTaTOB 3aHUMAETCS CHEIUAINCT, OTBETCTBEHHBIN 3a
JIEJIONPOU3BOJCTBO U apXUB..

7.12. TlpoBepKH HaMYMUS U COCTOSIHUS JIOKYMEHTOB U JIEJT B LIEJISX YCTAaHOBJICHHS (PaKTHYECKOTO
HAJIMYUS JISJT TOJDKHBI IIPOBOUTHCS CIICIIMATMCTOM aIMUHUCTPAIMH B CITYJasiX:

niepen nepeaadeil JOKyMEHTOB B apXHUB aMUHHCTPAIIHH;

IpH MIEPEMEIICHUH JIEIT;

IPU CMEHE PYKOBOIUTEIIS;

IPY PEOPraHu3aIliy U JTUKBHIAINY OpTaHU3aIlHH.

[TpoBepka HaTM4UMS IPOBOUTCS ITYTEM CBEPKH CTAaTe HOMEHKIIATYPBI 1€ C OIICAaHUEM JIe]T Ha
00JIOKKE, a PU3NIECKOE COCTOSTHUE JIEN OTPEICISIETCS ITyTeM WX BH3YAIIBHOTO MPOcMOTpa. Bee
0OHapy)XKeHHbIE HETOCTAaTKH JOJDKHBI (PUKCHPOBATHCS B aKTE MPOBEPKH HAJTMYMS U COCTOSIHUS
Ted.

7.13. B city4ae BBISBIEHUS OTCYTCTBHUS J€J1, YUCIAIIMXCSA 10 HOMEHKIIATYPE A€, CIELHATUCTOM
aJMHHHMCTPAIMK IPUHUMAIOTCS] MEPHI 110 MX PO3bICKY. Eciu po3bIck e He AaeT pe3yibTaTa,
COCTaBJISIETCS CIIPAaBKa O MPUYMHAX UX OTCYTCTBHS, KOTOPas MOANUCHIBAETCS CIIELUATNCTOM
aJMUHHCTpPAIIIH.

@DakT yTpartsl Jena (J1en) GUKCUPYETCs B aKTe, COCTABIIIEMOM CIIELUAINCTOM aIMUHUCTPAILIUU B
JBYX DK3EMILLIPAX: OJMH K3EMILLIP aKTa XPAHUTCS y CIELUAINCTA aIMAHUACTPALIAH,
OTBETCTBEHHOT'O 32 BEACHHE JEIONPOU3BOJICTBA U apXUB; BTOPOH IK3EMIUISP aKTa
IIPEJICTABIISIETCA B apXHUB aIMUHUCTPALlUU TIPU IIepeade el Ha apXMBHOE XpPaHEHUE.



7.14. DxcnepTr3a IEHHOCTU JOKYMEHTOB MPOBOJUTCS HA OCHOBE 3aKOHOAATENbHBIX U UHBIX
HOPMAaTHBHBIX MPABOBBIX akTOB Poccuiickoit denepannu, ycTaHaBIMBAIONINX TPEOOBAHHUS K
CpPOKaM XpaHEHUs JOKYMEHTOB, TUTIOBBIX M BEJOMCTBEHHBIX MIEPEUHEN TOKYyMEHTOB C
yKa3aHUEM CPOKOB MX XPaHCHUS:

P COCTABIIEHUY HOMEHKJIIATYPBI JCIT;
IPY TIOJITOTOBKE JIeJI K Iepeaue B apXuB aMHUHUCTPAIIHH;
B apXMBE aJIMHUHHUCTPAIIHH.

7.15. Jlnst opraHuA3amnyy ¥ IpOBEACHUS paOOTHI IO KCIEPTU3E IIEHHOCTH JOKYMEHTOB
pemenueM CoBeTa IemyTaToB CO3/1aeTcsl dKcnepTHas komuccus (naiee — 9K).

3anaun, GyHKINHU, TIpaBa, opranu3aiys padoTel DK ompeaenstoTcs MmoIoKeHHeM 0 Hell, KOTOpoe
pa3pabaTbiBaeTCsi HA OCHOBAaHHH IPUMEPHOTO MOJIOKEHHS, YTBEPIKIACHHOTO

YIIOJIHOMOYEHHBIM (heIepaibHbIM OPTaHOM UCTIOHUTENILHON BIACTH B chepe apxXUBHOTO JAeja U
JIeITOTIPOU3BOJICTBA.

7.16. Ilpu mpoBeIeHUH IKCIEPTU3HI LICHHOCTH JOKYMEHTOB IPU MOATOTOBKE JIeIT K Mepeiaye

B apxuB CoBeTa JAenyTaToB OCYIIECTBISETCS:

0TOOp JOKYMEHTOB IOCTOSTHHOTO ¥ BpeMeHHBIX (cBbliie 10 JeT) CpOKOB XpaHeHus AJis epeaadyn
B apXHB aJIMUHUCTPALIHH;

0TOOp JOKYMEHTOB BpeMEHHBIX (710 10 JeT BKIIOUUTEIHHO) CPOKOB XPAHEHHS U C TOMETKAMU
"Jlo muHOBaHUs HagoOHOCTH", "Jl0 3aMEeHBI HOBBIMU", TTOISKAIUX TATbHEUIIIEMY XPaHEHUIO;
BbIJICTICHHE K YHUUTOKESHHIO JIe] 32 MPEAbIAYIIHE T0JIbl, CPOKH XPAHEHUS KOTOPBIX UCTEKIIU.
OHOBpEMEHHO MPOBEPSETCS KAUeCTBO U MOJIHOTA HOMEHKJIATYphI es1 CoBeTa IemyTaToB ,
MPaBUIILHOCTH ONPEJIEICHHUS CPOKOB XpaHEHUS JCIT.

OT60p TOKYMEHTOB Ha MOCTOSIHHOE XpaHEHUE MMPOBOIUTCS Ha OCHOBAaHUU «llepedHst THIOBBIX
yIpaBIeHYECKUX apXUBHBIX JOKYMEHTOB, 00pa3yIoLIUXcs B MPOLIECCe NeATeIbHOCTH
rOCYIapCTBEHHBIX OPTraHOB, OPraHOB MECTHOTO CAMOYIIPABJICHHS U OpraHU3alui, C yKa3aHUEM
CPOKOB XPaHEHUS» U HOMEHKJIATYPhl JEJ IIyTEM ITOJIUCTHOIO MPOCMOTPa JOKYMEHTOB. B nenax
MOCTOSTHHOTO XPaHEHUsI MOJICKAT U3BIATHIO TYOJIETHBIC DK3EMIUISIPBI JOKYMEHTOB, YePHOBUKH,
HeOo(OPMIICHHBIE KOIUU JOKYMEHTOB U JJOKYMEHTHI C BpEMEHHBIMU CPOKaMHU XPaHEHHUSI.

qepHOBI/IKI/I H KOIIMKU JOKYMCHTOB MOT'YT BKJIFOUATBHCA B JACJIO TOJIBKO B CJIY4a€ OTCYTCTBHUA
MOJJIMHHHUKA JOKYMCHTA, UMCIOLICTO ITPAaKTUYCCKOC, I/IH(l)OpMaIII/IOHHOG HJIM HAYYHOC 3HAUYCHUC.

Jena ¢ ormetkamu «9K» Taxke MOABEPraroTCsl MOJIMCTHOMY IPOCMOTPY € LENBIO ONPENETICHUS
JOKYMEHTOB, ITOJIJIEKAILUX [TOCTOSIHHOMY XpaHeHuto. [lena ¢ otmetkamu «9K», conepxainue
JIOKYMEHTBI ITIOCTOSIHHOTO XpaHEHUsI, oJyIexar nepeopMiupoBaHuio. Beienennsle u3 ux
COCTaBa JOKYMEHTHI IOCTOSSHHOTO XPaHEeHUsI TPUCOEAUHSIIOTCS K OJTHOPOIHBIM JIelaM WU
0(pOPMIISIOTCS B CAMOCTOSTENIbHBIE AeTIa.

7.17. o pe3ynpTaTam dKCIEPTU3bI LICHHOCTH JOKYMEHTOB COCTaBJISIOTCS] ONUCH A€
MOCTOSTHHOTO XPAHEHUs, a TAK)KE aKThl O BBIJICJIEHUH K YHUUTOKEHUIO TOKYMEHTOB, HE
NOJISKAIIUX XPAHEHHIO (MpuiokeHne Ne 6).

AKTBI O BBIJIETICHUH K YHUUTOKEHHIO TOKyMEHTOB paccMaTrpuBatoTcsi DK Coera genyTaTos ,
MOJMUCBIBAIOTCS COTPYAHUKOM, OTBETCTBEHHBIM 3a JEJIONPOU3BOACTBO U APXUB U
yTBepkaaroTca [ naBoi 3aBsI3€HCKOrO CEbCKOTO MOCEIEHUS.

7.18. IlogmmBKa e NpOU3BOINUTCS TOJIBKO MOCIIE MPOBEACHUS SKCIIEPTU3BI LIECHHOCTH
JIOKYMEHTOB.

7.19. lena CoBeta memyTaToB TojIexaT opOopMIICHUIO NPU UX 3aBEJCHUH U 110 3aBEPIICHUN
roja.



Odopmnenue nena (MOAroTOBKA Jelia K XpaHEHUI0) BKIIIOYAET B ce0sl KOMILIEKC padoT 1Mo
OIMHCAHMIO JieJia: 0hopMIICHHE 00JI0KKH, OPOLITFOPOBKY, HYMEPAITUIO JINCTOB U COCTABIICHHE
3aBepuTenbHON Haamucu. OPopMIICHHE JeNT OCYIIECTBISETCS COTPYAHUKAMHU aJIMUHUCTPAIINH, B
00513aHHOCTH KOTOPBIX BXOJUT 3aBEJICHHE U (JOPMUPOBAHUE JIEIT, IIPU METOIUICCKOHN TOMOIIN
CIEIMANIMCTa a[IMUHUCTPALIMN, OTBETCTBEHHOTO 32 BEJICHHUE apXHUBa.

7.20. B 3aBHCHMOCTH OT CPOKOB XpaHEHHUS IPOBOUTCS MOJTHOE MM YaCTHYHOE 0(OpMIICHUE
Jel.

[TonHOMY OOPMIICHHIO MTOJIEKAT JieIa IIOCTOSHHOTO, BpeMeHHOTO (cBbImIe 10 j1eT) XpaHeHus u
Jief1a 110 JINYHOMY COCTaBY.

[TonHoe odopMieHHe ena mpelycMaTpuBaeT: MOIIMBKY W MEepEIUIeT Aela; HyMepaluo
JIMCTOB B JI€JIe; COCTABJICHUE JINCTA-3aBEPUTENS Jiea (MpuJioxkenne Ne /); cocTaBlIeHUE B
HEOOXOIMMBIX CITy4asX BHYTPEHHEH OMUCH JOKYMEHTOB Jieia (mpuioxeHue Ne 8);
oopmiIcHHE PEKBU3UTOB O0JIOKKH JIejIa [0 YCTaHOBJICHHOU Gopme (mputoskeHue Ne 12);
BHECEHUE HEOOXOANMBIX YTOUYHEHHI B PEKBU3UTHI OOJIOKKH JIela.

Jena BpemenHoro (10 10 €T BKIIOYUTENBHO) XpaHEHHS TIOUIeKAT YACTHIHOMY O(OPMIICHHIO:
TaKue Jeja JOIMYCKAeTCsl XpaHUTh B CKOPOCIINBATENSX, HE TPOBOJUTH B HUX CHCTEMAaTH3aLIUIO0
JIOKYMEHTOB, JIUCTHI JIeJla He HyMEPOBaTh, 3aBEPUTEIbHBIC HAIICH HE COCTABIISTh.

7.21. JlokyMEeHTBI IOCTOSTHHOTO XpPAaHEHUs1, COCTABJISIIOIIME JIe)1a, IPOIIMBAIOTCS Ha YEThIPE
MPOKOJIa B TBEPAYIO 00JI0KKY M3 KapTOHA WIIH MEPETICTAIOTCS C Y4€TOM BO3MOXKHOCTHU
CBOOOJHOI0 YTEHHUS TEKCTa BCEX JOKYMEHTOB, 1aT, BU3 U pe3otouil Ha Hux. [Ipu noaroroske
JIeJT K MOAIIMBKE (MEPerieTy) MeTaJuInuecKue cKperieHus (OynaBKu, CKpenKu) U3 JOKYMEHTOB
YAAJSIOTCA.

7.22. O6J105%KKH e TOCTOSTHHOTO, BpeMeHHOT 0 (cBbIlIe 10 jieT) XxpaHeHus 0pOpMIISIOTCS 110
ycTaHoBJIeHHOU (opMe. Ha HUX yka3pIBalOTCS: HAUMEHOBAaHUE; HOMEp (MHIEKC) JIena;
3aroJIOBOK Jieja; JjaTa jJejia; KOJMYECTBO JINCTOB B JIeJie; CPOK XpaHEHHUs Jefia; apXUBHBIN MHp
Jena.

PexBu3uTHI, IpocTaBisieMbie Ha 00JIOKKE Jea, 0QOPMIISIIOTCS CIAEAYIOMUM 00pa3oMm:

- HAUMCHOBAHUC OpraHu3alun yKa3bIBACTCA MMOJHOCTBIO, B UMCHUTCIBHOM MAACKE, C
YKazaHuEeM O(i)I/IIII/IaJ'II)HO IMPHUHATOTO COKpPAICHHOI'0O HAMMCHOBAHU, KOTOPOC YKAa3bIBACTCA B
CKOOKax IOCJIe MOJIHOTO HanMCHOBAHMUI,

- HAUMCHOBAHUC YKA3bIBACTCA B COOTBETCTBUU C YTBep)I(I[eHHOﬁ CTPYKTypOP’I AIMUHUCTpAlUU;

- HOMEp JieJia - MpocTaBisieTcs nudpoBoe o003HaueHne (MHIEKC) Jelia 10 CBOJTHOU
HOMEHKJIaType JeN aIMUHHUCTPAINH UM HOMEHKIIATYpe JeN CTPYKTYPHOTO TIOIpa3aeieHus
AIMUHHCTpalNN,

- 3aroJIOBOK J€Jjia - ICPEHOCUTCA U3 CBO)IHOP'I HOMCHKJIATYpPhI A€ aIMUHHUCTPALNH,

- 1ata Jiena - yKa3blBaeTcs To/1(bl) 3aBe/ICHHs 1 OKOHYaHUS Jieia B IeTI0Npou3BoaAcTBe. JlaTamMu
e, COJICPIKAIIX PaCHOPSAUTEIBHYIO TIOKYMEHTAIIHIO, 8 TAK)XKE JIeJT, COCTOSIIINX U3 HECKOJIBKIX
TOMOB (4acTeil), SIBISIOTCS KpailHHE AaThl TJOKYMEHTOB JIeNa, TO €CTh AaThl (YMCII0, MECSII, TOT)
perucTparyu (COCTaBIICHHs) CAaMOT'0 PAHHETO U CaMOr0 MO3HEr0 JOKYMEHTOB, BKIIFOUCHHBIX B
neno. Jlaroii npuitokeHus K ey, CpOPMUPOBAHHOMY B OT/EIBHBINA TOM, SBIISETCS 1aTa
PEruCTpaIi OCHOBHOTO IOKYMEHTA, IPUIIOKEHHE K KOTOPOMY IIOMEIIIEHO B 3TOT ToM. [Ipn
3TOM J1aTa Jiesia 0(hOpMIIIETCS CIOBECHO-IIU(PPOBBIM CIIOCOOOM;

- CPOK XpaHEHHUS JIeNa - IIEPEHOCUTCS Ha 00JIOKKY JIeNia U3 HOMEHKIIATYPHI JIeTI TIOCIe CBEPKU
€ro CO CPOKOM XpaHEHHs], yKa3aHHbBIM B [lepeuyHe TUIIOBBIX YIPaBIEHYECKUX apXHUBHBIX
JIOKYMEHTOB, 00pa3yIOIIUXCsI B MPOIIECCE ACATEIbHOCTH TOCYJaPCTBEHHBIX OPTraHOB, OPTraHOB



MECTHOI'O CaMOYIIPABJIEHUS U OpraHU3allMi, ¢ yKa3aHHUEM CpOKOB XxpaHeHus. Ha nenax
HOCTOSIHHOT'O XPaHEHUs UILIETCs: «XPaHUTh OCTOSHHOY;

- apxuBHbIN mKDp nena (Homep (HoHIa, HOMEP OMUCH U HOMED JIeJ1a IO OIUCH ) TPOCTaBISETCS
KapaH/IalioM Ha 00JI0XKKaX JIeJ] IIOCTOSTHHOTO XPaHESHHSI TOJIBKO MOCIIE BKIFOUCHUS 3TUX JIEN B
TOJIOBBIE PA3/IeIIbl OMKICEH e MOCTOSHHOTO XPaHEHHUS.

[To okoHYaHuu rosa B HAAMKUCHU HA 00JI0KKAX JIeJT TOCTOSTHHOTO U BpeMeHHOoro (cBbitie 10 ser)
XpaHEHUs! BHOCSATCS YTOUYHEHHUS: IPU HECOOTBETCTBUH 3aroJIOBKa Jiejia Ha 00JI0KKE COIePKAHUIO
MOJIMIUTHIX B HETO JOKYMEHTOB B 3ar0JIOBOK Ji€Jia BHOCATCS U3MEHEHUS U (MJIM) TIOTOJTHEHHUS.

7.23. BHyTpeHHsIsI OIMCh JOKYMEHTOB JIEJIa COCTABIISICTCS IS yYeTa ONPEICICHHBIX KaTeTOPHi
JOKYMEHTOB ITIOCTOSIHHOTO M BpeMeHHOTO (cBbimie 10 jeT) XxpaHeHus, ydeT KOTOPBIX 00yCIIOBIICH
cnenn (Ko TaHHOH TOKyMEeHTauu (0co00 IeHHbIe, TUYHBIC JAejia U TaK Jlanee).

BHyTpeHHs onKCh TOKYMEHTOB Ji€jla COCTaBIISIETCS Ha OTJIEIbHOM JIMCTE 110 YCTAHOBJICHHON
¢dopMme. B Hee BKIIOUAIOTCS CBEIEHUS O MOPSAIKOBBIX HOMEpPaX JOKYMEHTOB JI€a, UX UHJIEKCaX,
JlaTax, 3arojoBKax U HOMepax JMCTOB J€Jla, Ha KOTOPBIX PACIIONOKEH KaKIbli JOKyMeHT. K
BHYTPEHHEH OIMCH JTOKYMEHTOB JI€JIa COCTABIISAETCA UTOrOBAasl 3aIIUCh, B KOTOPOH YKa3bIBACTCS
upaMu 1 IPONKCHIO KOJIMYECTBO BKJIIOUEHHBIX B HEE JJOKYMEHTOB U KOJIMYECTBO JIUCTOB
BHYTPEHHEH OIMCH.

BHYTpeHHﬂﬂ OIMMCb JOKYMCHTOB ACJia MOAIMUCBIBACTCA COCTABUTCIICM C YKa3aHUCM
paCMH(prBKH oA CH, JOJPKHOCTH M JAaThl COCTAaBJICHUS OIIMCH. 3aBepeHHa51 COCTaBHUTCIIEM
BHYTPCHHSAA OIIMCh JOKYMCHTOB ACJia MOAMIMWBACTCA B ACJI0.

7.24. B Oeisax obecneyeHus COXPAHHOCTH JOKYMCHTOB U 3aKPCILICHUS TOPAAKA PACIIOJIOKCHUS
JOKYMCHTOB, BKIIFOYCHHBIX B ACJI0, BCC €T0 JIMCTBI, KPOMEC JINCTA-3aBEPUTEIIA U BHYTpeHHCI\/’I
OIMMCU NOKYMCHTOB ICJId, HYMCPYIOTCA ITPOCTBIM KapaHAAIlIOM B ITPABOM BCPXHEM YTITY.

Jluct Gonbiioro ¢popmara, MOALIMTHIHN 32 OIMH Kpall, HyMepyeTcsl Kak OJMH JIUCT B IPaBOM
BEPXHEM YTIIy.

JIoKyMeHTBI ¢ COOCTBEHHOM HyMepaluel JINCTOB, B TOM UKCIIE NeYaTHbIC U3aHUs, HyMEPYIOTCS
B 0011IeM MOPSIIKE.

JIucTel en, coCTOAMMX U3 HECKOIBKUX TOMOB HMJIM 4aCTEH, HYMEPYIOTCS 110 KaXJA0MY TOMY WU
4acTHU OTHENBHO.

®dororpaduu, UepTekKu, TMarpaMMsbl U APyrue WITIOCTPATUBHbBIE U ClIeHU(UYECKUE TOKYMEHTHI,
NPEJCTaBIISAIOIINE CAMOCTOSTEIbHBIN JIUCT B eI, HyMEPYIOTCSl Ha 00OPOTHOM CTOPOHE B JIEBOM
BEPXHEM YTITy.

[ToammTeie B €10 KOHBEPTHI C BIOKEHUSMUA HYMEPYIOTCS CIICIYIONTUM 00pa3oM: CHavasa
HyMEpPYeTCs KOHBEPT, a 3aT€M OYEPEITHBIM HOMEPOM - KaXKJI0€ BIOKEHUE.

[TpunokeHus K Jeny, MOCTYNUBIINE B MEeperuieTe, opOpMIIIIOTCS KaK CaMOCTOSITENIbHBIN TOM U
HYMEPYIOTCS OTAENBHO.

[Tocrne 3aBepilieHNs HyMEpAIUH JIMCTOB COCTABIISACTCS 3aBEPUTENbHAS HAIITUCh, KOTOpAs
pacrioyiaraeTcsi B KOHIIE Jieyia. 3aBepuTelibHas HaIICh COCTABIISICTCS B JIENie Ha OTIEIIEHOM
JUCTe-3aBepuTeNe Jena. B 3aBepuTenbHON HAAMUCH UG PaMU U IPOMUCHIO YKA3bIBAIOTCS
KOJIMYECTBO JIUCTOB B TAHHOM JIeJIe, 0COOCHHOCTH OT/ICIbHBIX JIOKYMEHTOB (YEPTEKH,
dororpaduu, pUCyHKH), CTABUTCS TIOJITUCH €€ COCTABUTENS C YKa3aHHEM paciin(poBKU
MIOJIIIMCH, JIOJDKHOCTH U JIaThl COCTABIICHUS HaAMHUCH. KOTHMUECTBO JINCTOB B I€TIe MTPOCTABIISACTCS
Ha 00JIOXKKE JieTia B COOTBETCTBHH C 3aBEPUTEIILHON HAIUCHIO.

7.25. Onucu Aes COCTaBIISIOTCS OTACNIBHO Ha JieNia MOCTOSHHOTO XpaHEHHs, 1eJ1a BPEMEHHOTO
xpanenus (cBeie 10 jeT) u nena no auyHOMY coctaBy. Ha nemna BpemenHoro xpanenus (1o 10



JIeT) OIUCH HE COCTABISAIOTCS. MeToANYeCKyIO IOMOIIb B POBEJCHUN ATOM pabOThI OKa3bIBaeT
MYHULIMIIAJIbHBIA aPXUB aIMUHHUCTPALIVH.

7.26. Onuce Aena - apXuBHBIA CIPABOYHUK, COJICPKAITUNA CUCTEMATU3UPOBAHHBIN TEPEUYCHb
SIMHHMII XPaHEHUS apXUBHOTO (OH/A, KOJUICKIINH, TPEIHASHAYCHHBIN I UX y4eTa U
packpbITus coaepxkanusi. OTnenbHasi OMUCH Jiesia MPeACTaBIsseT cO00 epeueHb e C
CaMOCTOSITEJIbHON BaJIOBOH (MOPSIKOBOM ) 3aKOHUEHHON HyMepaluen.

7.27. Onucu zien 1o JIMYHOMY COCTaBy COCTABIIIOTCS aHAJIOTMYHO OIUCAM /€]l IIOCTOSIHHOTO
XpaHECHHUS.

7.28. OnucarenpHas CTaThs OIUCH J€J aIMUHUCTPALIUU UMEET CIECIYIOIINE DIEMEHTHI:
HOPSIIKOBBIA HOMED JieJIa 110 OIKCH; MHAEKC JIeNa; 3arojIOBOK JIeIa; aTy Jelia; KOJINIeCTBO
JMCTOB B JIeJIe; CPOK XPaHEHHs Aea.

7.29. Ilpu cocTaBneHUU OIKCH A€l COONIOAAI0TCA CeIyrolIre TpeOOBaHuUS:

- 3ar0JIOBKHU JIEJI BHOCSITCS B OMUCH B COOTBETCTBHUH C MIPUHITON CXEMOI cucTeMaTH3aluu Ha
OCHOBE COOTBETCTBYIOIIEH HOMEHKJIATyphl JEI;

- K&KJI0€ JIeJI0 BHOCUTCS B OMKCH IO/ CAMOCTOSITENILHBIM MOPSAKOBBIM HOMEPOM (€ecIiu AeIo
COCTOUT U3 HECKOJIBKUX TOMOB (4acTeil), TO KaX bl TOM (4acTh), B TOM YHCIIE
c(hOpMUPOBAHHOE B OTIENIbHBII TOM MPUIIOKEHHE K JIeTy, BHOCUTCS B OIHCH 0]
CaMOCTOSITEJIbHBIM HOMEPOM);

- OPAJIOK HyMEpaUH JIe] B OIUCH - BaJIOBBI;

- Tpadbl ONMUCH 3ATIOJTHSIOTCS B TOYHOM COOTBETCTBHHU C TEMU CBEJCHHUSIMHU, KOTOPBIC BEIHECCHBI
Ha 00JIOKKY Jena;

- [IPpU BHECCHHUU B OIIMCH ACIT C OJMHAKOBBIMHU 3aroJIOBKaMy NMUIICTCA MMOJIHOCTBIO 3aroJIOBOK
MEepBOro Jejia, a BCEC OCTAJIIbHBIC OAHOPOAHBIC JI€/Ia 0003Ha4aTCA caoBaMu «To JKE», IIPpU 3TOM
APYyruec CBCACHUA O ACIaX BHOCATCS B OIMKUCH IMOJTHOCTBIO (Ha KaXXJ10M HOBOM JIMCTEC OITMCHU
3aroJIOBOK BOCIIPOU3BOJUTCA HOJ'IHOCTLIO);

- rpada onmcu «lIpuMeuanue» UCHOIB3YETCS ISl OTMETOK O IpUEME JeJl, 0COOEHHOCTSIX UX
(U3UYECKOro COCTOSIHUS, O Nepeaye J1en aAMUHUCTPALMH (CO CCBUIKOM Ha COOTBETCTBYIOLIHI
aKT), 0 HAJIMYUH KOTIUH U TOMY ITOJ00HOE.

7.30. B xoHIIe onucH el Hoce IOCIeIHEl OIMcaTeIbHOM CTaThU JIENIaeTCsI UTOr0Bas 3alicCh, B
KOTOPOM YKa3bIBAIOTCS IU(BPAMH U MTPOMUCKHI0 KOJTMYECTBO JEJ], YUCISIINXCS MO OMUCH, TIEPBBIN
Y TIOCJICTHAN HOMEpA JIeJI TI0 OIKCH, a TAKKE OTOBAPUBAIOTCSI OCOOCHHOCTH HyMEpaIliu el B
onucu (JIUTEPHBIE HOMEpA U MPOIYIIEHHBIE HOMEPA).

7.31. Onmcu J1en NOCTOSHHOTO XpaHeHUs, BpeMeHHbIX (cBblie 10 JieT) CpOKOB XpaHEHHsI U 1O
JMYHOMY COCTaBY, a TAK)KE aKThl O BBIJICJICHUH K YHUUTOKEHUIO JI€J1, HE MOJIEKAIINX
XPaHEHHIO, PACCMATPUBAIOTCS Ha 3aceqannu DK aaMuHHUCTpalii OTHOBPEMEHHO.
CornacoBansble DK akThl 1 onucH yTBEp)KAAt0TCs | 1aBoi 3aBA3EHCKOrO CENbCKOTO MOCEIICHNUS.

7.32. Jlena c MOMEHTA X 3aBEACHMSI U JI0 IIEpelaul B MyHULIMIIAIBHBIN apXUB aIMUHUCTPALIUN
XpaHATCA M0 MecTy ux popmupoBanus. COTpyIHUK, OTBETCTBEHHBIN 3a AETONPOU3BOACTBO U
apxuB, 00s3aH o0ecreynBaTh COXPaHHOCTh JIOKYMEHTOB U JIEI.

7.33. Beimava en coTpyJHUKAM aJIMUHUCTPALIAN TSl pabOThI OCYIIECTBIISECTCS Ha OCHOBAaHUHT
3adABJICHUA.

7.34. AnMuHHCTpaIs 00eCIIeUnBaeT B COOTBETCTBUH C YCTAaHOBJICHHBIMH ITPaBUIIAMU OTOOD,
MOATOTOBKY U IO UCTEYEHNUN BPEMEHHBIX CPOKOB XPaHEHUS Niepeiady JOKYMEHTOB B
YIOPSA0YEHHOM COCTOSIHMM Ha NOCTOSIHHOE XpPaHEHUE B MYHULIMIIAIIbHBIN apXUB B



COOTBETCTBUM ¢ (eiepabHBIM 3aKOHOAATENbCTBOM. Ilepenaya TOKyMEHTOB POU3BOIUTCS
TOJIBKO I10 OIIUCSAM €.

7.35. [lena BpemeHHoro (;10 10 et BKIIOUNTEIBHO) XpaHSHUS TIepe1aue B MyHHUITUTIATbHBIN
apxuB He nojyiekar. OHU XPaHIATCS B AMUHUCTPAIIMU U IO UCTEYEHUHU CPOKa XPaHEHUS
MOJJICKAT YHUYTONKEHHUIO B YCTAHOBIIEHHOM IOPSIJIKE.

7.36. Ilepenaua en B apxuB OCyLIeCTBIsETCS 1O Tpaduky. Jlena B MyHUIIUIAIbHBIN apXuB
JOCTaBJISIFOTCS CY)KaIIMMU (OTBETCTBEHHBIMU 3a JISJIONPOU3BOACTBO U aPXHB) aIMHHUCTPALINH,
YBA3aHHBIMU B CBA3KU.

7.37. IlpueM Kakaoro Jesna Npou3BOIUTCS COTPYAHUKOM MYHUIIMIIAJIBbHOTO apXKBa B
IPUCYTCTBUM CIELHMAINCTA , OTBETCTBEHHOTO 3a JIEJIONPOU3BOACTBO U apxuB CoBera
ACITYyTaTOB. HpI/I 9TOM Ha 000HX SK3CMILIApax OMMUCH NPOTUB KAXKIOT0 [1€jida, BKIIFOUCHHOT'O B
Hee, JeJIaeTCsl OTMETKA O HaJIM4YUM Jiesla. B KoHIe Ka)Ka0ro 3K3eMIUIsApa OMUCH YKa3bIBatOTCS
upamMu U MPOMUCHI0 KOJIMYECTBO (PAKTUUECKU MPUHSATHIX JIEN, JaTa IpUeMa - nepeauu e, a
TaKXe MOJIUCH IJIaBbl CEJIbCKOT0 MOCENICHHsI U JIMLA, IePEJaBILero Jena.

7.38. Ilpu peopranuzanuy apXuBHbIE JOKYMEHTHI B YIOPSJOYEHHOM COCTOSIHUU MEPEAAt0TCs
IIPABOIIPEEMHMKAM PEOPraHU3yEeMbIX ITOAPA3IEICHUNA U OPTaHOB.

7.39. Ilpu nuxBuganuu CoBeTa AEMyTaToB , JOKYMEHTbI, BKJIIOYEHHbBIE B COCTAB apXUBHOTO
donna Poccuiickoii denepanun, a TakKe apXUBHBIC JOKYMEHTBI, CPOKHA BPEMEHHOTO XpaHEHUS
KOTOPBIX HE UCTEKIIU, B YIOPSJIOYEHHOM COCTOSIHUH ITOCTYITAlOT HA XpaHEHHE
OpPTaHU3AIMOHHBIN OT/IeT aIMUHUCTpAaNU KUKBUI3€HCKOTO MYHUITUTIIAIEHOTO paiioHa
(MyHUIIUTIAIBHBIN apXUB).

IMPUJIOKEHUE Ne 1

Kk HMHCTpyKINMH 110 1eI0NPOU3BOACTBY

OBPA3EL] PEHIEHUA
Coger genyraTos
3aBSA3€HCKOr0 CeJIbCKOI0 MoCeIeHUs
KukBHA3eHCKOro MYHHIMIIAJILHOIO pailoHa
Boarorpaackoii odsacTu

PEIIEHUE

I'maBa 3aBsI3eHCKOTO CEJIBCKOTO MOCEIEHU N.0. Gamunus



MNPUJIOKEHHUE Ne 2

K UHcTpykuun no AeJI0NPOU3BOACTBY

Coger genyratos
3aBsI3eHCKOI0 CeJIbCKOI0 MOCeJIeHHUs
KukBHI3€HCKOr0 MyYHHIIUINIAJIBLHOTO PaiilOHa

Bouarorpaackoii oo6actu

IMPOTOKOJI Ne

25.01.2020 r.
c.3aBs3Ka

[IpencenarenscTBytomuii - @amunus 1.0.
Cexkpertaps - @amunus 1.0.

[TpucyrcTBoBanmu: 17 4enoBek (CHMCOK MpUiIaraeTcs)
[NOBECTKA JIHA:

1. O BHeceHUH N3MEHEHUH U TOTIOJTHEHUI B YCTAaB CEJIBCKOTO MOCEIEHUS

Jloxnaa rmiaBel cenbckoro nocenenus @amunus 1.0.

2....
1. CJIVIOAJIU: Ilerpos ILII. — Texct mpunaraercs.

BBICTVYIINJIA:

®amunug U.0. - KpaTKas 3a1iMCb BBICTYIUICHUAA. ®amunus U.0. - KpaTKas 3a11cCb BBICTYIIJICHU.

PEIINJIN:

1. Buectu u3MeHEHUS U JIOTIOJIHEHUS B YCTaB CEeIIbCKOI0 IMMOCEIeHHU
2....

[IpencenarenscrBytomuii [1oonuce 1.0. ®amumnus

Cexkperapb Toonuce N1.0. ®amunus



MNPUJIOKEHHUE Ne 3

Kk MHCTpyKIUHM 11O AeJI0ONPOU3BOACTBY

Cosert 1enyraroB
3aBs3eHCKOI0 CeJILCKOTI0 IMoceJIeHHus
KukBHA3€HCKOr0o MyHHIMIIAJIBHOTO pailoHa
Bouarorpaackoii o61actu

403227, ynuna Pabouas, 1. Ne 45, c¢.3aBsi3ka, KukBuazenckuii paiion, Bonrorpanackas o6mactb,
tei. (84445) 3-60-10

admzavsp@rambler.ru

oT Ne

[Ipencenarento komurera XKKX,

TOK Bonrorpaackoii obmactu

VBaxxaembrii Ims, OtuecTBO!

[Ipennaraem Bam .....

IIpunoxxenne: Ankera Ha 2 1. B 1 9K3.

C yBaxxeHuem,

I'maBa 3aBsI3eHCKOTrO CEILCKOI0O MOCEIEHUA Tloonuce N.0. ®amunus
IMMPUJIOXKEHUE Ne 6
K MHcTpyKUmMu mo AEJIONPOU3BOACTBY

Coger genyraTos
3aBsI3€HCKOI0 CeJIbCKOTI0 MoceIeHHs
KuKBHI3€HCKOTr0 MYHUIIHIIAJIBLHOIO pailoHa

Bouarorpaackoii o6sactu



AKT

05.08.2017 N 5

HpOBCpKI/I TCXHHUYCCKOI'O COCTOAHUA OpFTCXHI/IKI/I
OcHoOBaHUE: ....

CocraBicH: 3aM. HayaJdbHUKA . ... Pamunusg 1.0.; HauaasHuKOM ... Pamunusa 1.0., 3aB.
oTaesnoM aenonpousBoacTBa @amuus N.0.

B xoJ1e npoBepku TEXHUYECKOTO COCTOSIHUS OPrTeXHUKH, mpoBeAaeHHon 04.08.2017,
YCTAHOBJIEHO ...

[IpoBepko# npU3HaHBI HENPUTOAHBIMHU JUJIS DKCILITYaTALMN:

Toonuce N1.0. ®amunus
Toonuce N1.0. ®amunus

IMPUJIIOKEHHUE Ne 5
Kk UHcTpykuum no A€eJ10NPOU3BO/ACTBY

Kowmy:
Ot: ®amunus U.0., pykoBoauTensb
Mara:
Tema: [logaya 3agBOK Ha aBTOTPAaHCIIOPT
CIIVXXEBHAA 3ATIMCKA

B nensx noseimieHust 3pPEKTUBHOCTH UCIIOJIB30BAHUS .. ... ..

Pykosogutens M.0. Gamunus

HPUJIOKEHUE Ne 6
Kk UHcTpykuun no AeJI0NPOU3BO/ACTBY

O6pa3zer; opopMIIEHUS aKTa O BBIICTICHUH K YHUUTOXKEHHUIO JOKYMEHTOB, HE TTOJICKAITIX
XPaHEHUIO

COBCT ACIyTaTOB 33BH3CHCKOFO CCJIBCKOI'O ITOCCIICHUA
y VTBEPXKJIAIO

I'nmaBa 3aBsI3€eHCKOTO CEJIHLCKOTO
AKT HOCEJIEHU

14.03.2018 Ne 12 JInynag noanuch n.0.



C. 3aBsa3ka damunusa

O BBIJIENEHUN K YHUUTOKEHHUIO TOKYMEHTOB, HE 15.03.2015
MOJUIE)KAIINX XPAHEHHIO

Ha ocnoBanuu HomeHkIaTyphl 1en CoBera enyTaToB 3aBs3€HCKOTO CEIbCKOIO ITOCEIICHHUS,
coryiacoBaHHOM ¢ OpraHu3aluoHHBIM OTAEI0M KMKBUI36HCKOT0 MyHUIIMIIAJILHOTO pailoHa
Bonrorpanackoit o6iactu (MyHULIMIIATBHBINA apXUB), OTOOPAHBI K YHUUYTOXKEHHUIO KaK HE
HMEIOLIUE HAYYHO-UCTOPUUECKOIN LIEHHOCTH U YTPATUBIIME [TPAKTUUYECKOE 3HAYCHHE CIIENYIOIINE
JOKYMEHTBI:

. Jara nena unu Konu-  Cpok XxpaHeHust

#GONe 3aroyioBOK Jeia Wiv rpyrnoBoi . [Tpume-
KpalHHUE JaThl YECTBO J€Ja U HoMepa

n/n 3ar0JIOBOK JIE . JaHue
nen nen cTaTeil 1o MePeYHIO

1 2 3 4 5 6

3asBiIeHUs, )KaI00bI, OOpaleHUs 5 ner,
1. rpaxias B ropuandeckuii oraen 2008, 2009 rr. 3
cT. 183

AJIMUHHUCTPAIUA

Hroro: 3 (tpu) nena 3a 2008, 2009 rop!.

Onucwu nen noctosgHHoro xpanenus 3a 2008, 2009 roapl yTBEpKACHBI.
I'maBa 3aBsI3€HCKOIO CEJIBCKOTO MOCENICHUS

JInunag mogmucy  1.0O. ®amunug

15.03.2015

COI'JTACOBAHO

[IpoTOKOII PKCIIEPTHON KOMUCCUU

CoBera 1enyTaToB OT « » Ne

JIOKYMEHTBI U3MEJIbUYEHBI U COXKIKEHBI
I'maBa 3aBSI3€HCKOr0O CEJILCKOTO MTOCEIECHUS
JInunas noamucey 1.0. Gamunusg

15.03.2018

MNPUJIOKEHHUE Ne 7
Kk UHcTpyKiun no JAeJIOTPOU3BOACTBY
O6pa3zerr oopMIICHUS JTUCTA-3aBEPUTEIIS
JIMCT-3ABEPUTEJIb IEJIA No

B nene noamuTo U NpoHyMepOBaHO

(uMdpamu 1 IPOMHUCHIO)



JIUCTOB
B TOM YHCIJIC:

JIMTCPHBIC HOMEPA JIMCTOB

IIPpONMYIICHHBIC HOMEpPa JIUCTOB

JIMCTOB BHYTPEHHEH ONucU

Ocobennoctu pU3NIECKOro cocTosiHUS U popmupoBanus aena Homepa nmucros

Jomxuocts [Tognuce PacmmdpoBka noanucu

JlaTa

O6pa3zerr odpopmiieHUsI BHYTPEHHEN OMTUCH
BHYTPEHHSA OITUCH

JIOKYMEHTOB fena Ne

Ne Wnnekc ara 3aroyioBok
1/ AOKyMEHTa JIOKYMEHTa JIOKYMEHTa
1 2 3 4

Hroro

Kk MHCTpYKIMH 11O

MMPUJITOKEHUE Ne 8

Howmepa nucros

nena

5

(umdpamMu ¥ IPONKCHIO)

JOKYMCHTOB

A€JIONIPOU3BOACTBY

[Ipumeuanune



KonnuecTBo TUCTOB BHYTPEHHEHN ONUCU

(uudpamu 1 IPOIHCHIO)

(1OJKHOCTBD JIMIIA, COCTAaBUBILIETO BHYTPEHHIOIO OMUCH (nozmicy) (pacmmdpoBka
JIOKYMEHTOB JieJia) 8 MTOATIICH)
[ara
MPUJIOKEHHUE Ne 9
Kk UHcTpykuun no AeJI0NPOU3BOACTBY

O6pazen ohopMiIeHHS TUTYIBHOTO JIMCTA JIeja

CoBer nienyTaToB 3aBsI3€HCKOTO CEICKOTO MOCEICHUS
KHUKBHI3€HCKOIO MYHUIIMIIAJIBHOTO PaiioHa
Bounrorpanackoii obnactu

JEJIO Ne 01-06

[IpoTrokonel 3acenanuii, pemenus CoBera ACMyTaTOB, JOKYMEHTHI (CIIPAaBKH, TOKJIA/IbI,
uH(opMaIuu, JOKJIAIHbIE 3aMIMCKH, CBOJIKH, BBIMUCKN) K HUM

Ha 86 nncrax. XpaHHUTh IOCTOSHHO



