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Crieuuanucra YUPaBIAIOUWIEro  penamy AIMHHHUCTpauuu MQ «Crapo6skerokaiickoe
CEJIbCKOE Mnocenenues

4. Ony6nukosars [IOCTAaHOBJIEHHe Ha oHLHATEHOM cajite aIMHUHHCTpauuu MO
«Crapobierokaiickoe CebCKOe roceeHne» B HH(OpManuoHHO-

TC/ICKOMMYHHKaLMOHHO ceTy HHreprer.
5. KOHTpOJ]b 38 HCIOJHEHHeM HacTosue HHCTPYKLUMH BO3NIOXKHTE Ha TJ1IaBHOIO

CHICHHAHCTA yIipaBsiomero nenamu H.M. Xarur
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YTBepiknena
NIOCTAaHOBJIEHHEM
«0F» 06 2017 rog Ne 43 ¥

MHCTPYKLIMS IO AEJIOITPOU3BO/ICTBY
AAMHHHUCTPALNK MYHHLUNATBHOO obpazoBanus
«CrapoGxerokaiickoe CEJIBCKOE MoceieHHe)

1. O6uue [IOJIOKEHHU S

1.1 Huctpykuus 1o ACITONPOU3BOACTBY aAMUHHCTpauu MO
«Crapo6kerokaiickoe CEJIbCKOE moceneHue» (nanee - MHCTPYKIMSA) ycTaHaBIuBaer
CIHHBIC TpeOOBaHU] K MOAToTOBKE, 0OdopMITEHHIO, YHETY, XpPaHeHHIO U HCIONBb30BAHKIO
oOpasyromuxcs g ACATCNIBHOCTH aIMUHHUCTpAIHH HAOKYMEHTOB, COBEpIIEHCTBOBAHMS

1.2, HHctpykuus PaspabdortaHa B cooTBeTCTBHY C-

-DenepanbHbIM 3aK0HOM Poccuiickoii Denepaiu or 22 OKTs0ps 2004 N ]25-
@3 "O6 apxuBHOM seie B Poccuiickoii Denepanuu";

HCIIOIHUTEIBHON BacTH";

- Metoauyeckumu PEKOMEHAaUMAMH 1O paspaborke HHCTPYKUMH 110
ACTIONPOU3BOACTBY B denepanbupix OPraHax  HMCHONHUTENBHONH  Bjacty
YTBEPKICHHBIMH  npHKa3zoM Pocapxusa or 23 Aekadpst 2009 roga No 76

- llpasunamu opranusaiuy XPaHCHHS, KOMIIEKTOBaHUSI, yueTa 1 HCTIOJIb30BaHUs
AOKYMEHTOB  ApXHBHOrO (hoHsa Poccuiickoii Denepauun u APYTHX  apXHBHBIX
AOKYMEHTOB B Opranax FOCYNapCTBeHHOM BiacTH, opranax MECTHOIO caMoyImpasieHus
M Opranusanumsx", yTBepkaeHHbIMHU [pukazom Munkynstypsr Pocenn or 31 mapra
2015 roga N 526

= TOCT P 6.30-2003 «Yuuduumposanuple CHUCTEMBl  JOKYMEHTalWu.
YHubULMpoBaHHas cucrenma OPTaHH3aLUHOHHO-PACTIOPS UTE THHOI JOKYMEHTALIMH.
TpeGoBanus i oopmiteHHIO AOKYMCHTOBY»,  yTBep:KIEHHOIO ITOCTaHOBJIEHHEM
Toccrannapra Poceny or 3 mapta 2003 roga Ne 65-c1.

- @DenepanbHBIM 3aKOHOM "O nopsiake paccMoTpenus obpauienuii rpakaaH B
Poccutickoii Denepauun” ot 2 mas 2006 roga Ne 59-d3,

- 3akoHoMm PecnyGnuku Anbires «O si3pikax HapojoB Pecriybiuku Agpiresy ot
31 mapra 1994 N 74-1,

1.3.B  macrosimieii HHCTPYKUHH  MCMONB3yIOTCS CIICAYIOIIHE TEePMHUHBI U
Ofpese/ieHusI:;

"1OKyMenTHpOBanne" - $ukcauus undopmammu na MaT€pHabHBIX HOCUTENSX B
YCTaHOBJICHHOM MOpsIIKe:

'nejonpoussoaeTro” - ACHTEILHOCTD, obecneynBaromas cosnanme OQHLHANIBHBIX
AOKYMEHTOB M OpraHM3aumio paboTsi ¢ HUMH;




AAMHHUCTpauuu MO «Crapobxerokaiickoe CCIIbCKOe Mocenenuey;
"ﬂonymeHTooﬁopOT" - /BWKEHHE J0KyMeHTOB MOMEHTa HX cosmanms wmmy

"pekBuznT AOKyMeHTa" - 3ement AOKYMEHTa, HeOBXOAUMBIT 115 €ro oopmitenns u
OpraHusauuu pabore| ¢ HUM;

"noxMBHIK AOKYMEHTa" - nepByIif yny CAMHCTBEHH b JK3EMIIAD IoKymeHTa;

"perucrpanus AOKYMeHTa" - npuceoenye ZOKyMeHTy PErHCTpaunHoHHOrO HOMepa
BHECEHMeE cBelieHuif o JIOKyMeHTe B peFHCTpaL{HOHHO-}/‘-IE'TH}’K) bopmy;

"uomemc.na]ypa aen" - CHCTEMaTH3UPOBAHHbI] NEPCYeHb  3aromoBkop aern,
dopmupyempIx B AAMHHHUCTpaIun MO «CrapoGikeroxaiickoe CCJIECKOE MoceneHuey, ¢
YKa3aHueMm cpokoB ux XpaHeHwus;

OAHOMY  Bompocy  wny YHACTKY  nmestensHocTH AAMHUHHCTpanuu MO
«Crapo6xerokaiickoe CCJIbCKOE MocelieH ey:

"IeKTpOHNbI] AOKYMeHTOOGOpOoT" - AOKyMeHTOOOOpOT c [IPUMEHEeHuEeM
HHpOpMaIonHoi; CHCTEMEL.

HX  MOAroTOBKY, PETHCTpalmio, yyer y KOHTPOJIb  HCTOsIHEHNMS, XpaHeHue,
- OCYWIECTBIsAeMBIE ¢ MOMOIBHO ABTOMaTH3UPOBAHHbIX (Komnb}orepnmx) TeXHOJIOTHIA.
TpeGosanus MHCTpYKUMH K  pabore ¢ Oyxranrepckoii JOKyMeHTalue
PaClpoCTpansioTess aume B yacry OOWMX NpHHUKTOR paboTel ¢ OKYMEHTamu, a
TakoKe MOArOTOBKM AOKYMEHTOR K fICpenade Ha apXuBHOE XpaneHue.




I{OJ'I}KHOCTHBIMH HHCTp}/KUHHMH H paCHOPHiIHTe.HBHI:IMH lIOKyMeHTaMH, Ha H#HX

= IpueM, YHeErT, perHCTpaHHH, HalpagiieHHe BXOOA1IMX I[OK)/’MGHTOB;

- l€pelaya  nokymeHTOB Ha paccMoTpenune PyKoBomMTEmMO, a mocje

NoJy4eHust COOTBETCTBYIOIMX  yKkasamuii - HEToCpencTBeHHO paboTHuky —
HCIOJTHUTETIO;

s
©  YHeT M peructpanus HCXOLAIMX 10KyMeHTOB, OTIpaBKa ux aapecaram;
~  OpraHusaums paGorsi ¢ oOpatieHHsMy rpax/iaH;

- TIOAroToBKa npoekra HOMEHKIIaTypbI fe;

- dopmupoBanue ren COOTBETCTBHH ¢ HOMEHKIIaTYpoii nen, opranusaius
TEKYILEro XpaHeHus, noaroToska y flepeiava ux B apxus;

= BbIgaua pa6OTHHKaM AOKYMEHTOB Y Ael, KOHTpPOJIb 3a ux B03BpaTOM;

= TpOBepKa Hajauyusg AOKYM@HTOB M nen, HaXoIsmuxes Ha UCIIONIHEHUH y
padoTHHKOB:;

©  AHAJIM3 COCTOSIHUSY AC/IONPOHU3BOACTBA M MOArOTOBKA HH(OpMaLuu o6
UCTIONHEHMH  noKymenTOB i MIOpY4eHUH,  noarororka npeanoxenuit o
COBEPIIEHCTBOBAHMIO PaGOTHI ¢ JOKYMeHTaMu;

©  YHYeT HCHONb3yeMmpIx TeqaTel, WTaMnos, 61aHKos.

1.7. Vnpasmsiouyii JAeNlaMH  HeceTr NIEPCOHAILHYIO  OTBETCTBEHHOCTE 3a
coOmoaeHne TpeboBaHuii  HacTosmei] Hucrpykimmy, COXPAHHOCTL  CIykeOHBIX
AOKYMEHTOB W comepxaiueiics g HUX HH)OpMalmy. Conepxanue CI1yKeOHBIX
AOKYMEHTOB He MOmIeKuT pasrnawennto. B orkpeitois IICPEIIUCKE He O/KHEL
COMICPIKATBCS CBeaeH 1S KOH(UIeHUHaNBEHOO Xapakrepa.

PaspeieHus pykoBoauTens.

Ha Bpems OTIyCKa, Bhle3na B KOMAHIHUPOBKY, 6one3Hu, paboTHIK o YKa3aHHIO
PYKoBonuTens, nepenaer HAXOMAILMECS y Hero Ha HCronHeHuy AOKYMEHTBI JIpyromy
PaboTHuKy, npu yBoNBbHEeHM - HICPENIaCT 10KYMEHTBI 110 aKTy,

1. 2.06mue TpedoBanus x JOKYMeHTam

2.1. Jestenprocts CCJIBCKOIO  moceneHus obecrieunBaercy CHCTEMOM
B3aUMOYBSI3aHHO] YIPABIEHYECKOH  [OKyMeHTamuy. Ee cocras onpejensercs
KOMOereHumei  cennckoro flocenenus,  nopsiakom Paspelienus  Bomnpocos




~  Pasmepom Ne 12 jng oQopmieHus TaOIMYHBIX Marepualos,
- PbasMepom NoNe 14, 15 4 oopmiIenus Tekera JOKyMeHTa,

" PasMepom Nel2-, 3. I4—n0ﬂy>f<HpHLH”4 11 ohopMieHus HaHMeHOBaHuy
JOKyMeHTa,

T PasMepom Nel0-12 ang ohopmaenus PEKBU3HUTOB 0T™MeTKa 06 HCIIOJHHUTE IE,

Kaxnbiii guer AOKyMeHTa, opopmirenn KaK Ha Onanke, Tak y Ges Hero,
AOJIKEH UMETE crenyiomye 071 He MeHee:

71eBoe - 30 mm;
lpaBoe - 10 mum;
BepxHee - 20 my;

HHXKHee - 20 M.

- OnaHk MTHCHbMa,
- Onauk pacnopsikenus
- OllaHk ITOCTAHOBJICHHS.,

bnankn  cempexore MOCCNICHUA  m3roTaBNMBaAOTCY C  NponoJbHBIM
pacnonoxerueM  pexksusprop, PexBU3NTE  Gragka odopmisiiores COIIacHO
AeHCTBYIOMmemMy T OCTy wu 3akony Pecny6nky Anbires «Q A3BIKaX Hapomop
Pecny6nuky AnbIrest» ot 3] Mmapra 1994 N 74-1




2.5. Hopsinoxk oopmaenus OCHOBHBIX peKBH3HTOR

2.3.1. Hcnonbzosanpe repoa

[opsinok oduLHansHOro HCTIOIb30BaHusT  repGa Olpenensercs ycrapom
MYHULHNAIbHOrO 00pa3oBanus «Taxramykaiickui Palion», permenpen Cosera
A€nyTaTron MYHHLHNAILHOrO o0paszoBanusg «Taxtamyxkaiickui paiiony. H306pasenue
repoa paiiona MOMeIIaeTes Ha BepxHenm lone 6nanka nokymenra 10 cepenune 30mHgI,
3aHATOH peKBU3KTOM «Hanmenosanye YUpexaeHus.

2.5.2 Haumeﬂosalme CEIBLCKOro nocesienny

I‘I&HMEHOB&H ue CEJIBCKOTrO foceneHusy AOJIXKHO COOTBETCTBOBATE €ro
H&HMEHOB&HH}O, yKaaaHHomy B YCTaBE. COKan_leHHOE HauMeHOBaHue OpFaHHSaHHH, B
CKO6KEIX, pasmenaror HHXKeE 1MosiHoro €ro HanMeHOBaHuy.

2.5.3, Cnpasounpre AaHHBIe

Haumenosanpe BHJIa T0KyMeHTa, co3napaemoro B CEIbCKOM nocenennu, nomskwo
COOTBETCTBOBATL  Bpgan JAOKYMEHTOB, Ipenycmorpennpim O61wepoccuitckmn
Kiraccupukaropam YHOpaBJieHYeckoji JMOKYMEHTalHy (OKVD).

2.5.5. 1ara AOKyMeHTa

Jlaroii nokymenra SABIISIETCS ;

©  JlaTa ero noanwucanmy (pacnopsiaurenpuge AOKYMEHTBI, HCchMa),
- Jdara colblTus, 3adUKCHpoBaHHOrO B AOKYMEHTe (mpoTtoko, aKT);

T Jara yTeepxnmenus nng YTBEPKAAEMOro n0KymeHTa (nnam, HHCTPYKIIHs,
lonoxenue, oryer),

- 110 OCHOBHOH ACATEIIBHOCTH y

- 10 JI4HOMY cocrapy =iyie,




Ha Onanke.

2.5.9. Aapecar

Munucreperno o0pasoBanus PecriyGnukn Appires

Ilpu anpecosanuu AOKYMEHTa pykoBomuTeIo OPTaHM3aLHMK HauMeHoBaHue

AOJDKHOCTH yKa3blBaeTCs g AaTeJIbHOM nafexe.
Ipumep:
[naBe AZIMHHHCTpai
MYHUUHIIANBHOTO 00pa3oBanHus «Taxramyxaiickui paion» PecnyGuky AnbIres

N.0.®amunug

Ipu anpecosanmy JOKyMeHTa Q)mmeCKOMy LY yKa3bIBAIOT (aMumuio u
HHUIIHAJIB] ony4aress, 3arem [IOYTOBBIH  ajpec, KOTOpBIH  ykaselBaercs g

HMeanosy 1.1,
Komcomonsekas yi.,

a.1, kB.2,

ropon Agsirefick, PecnyGmuka Anblres, 385100

[ToutoBsrii alpec He ykasblBaercs g AOKYMEHTAX, HampaBisempx g
BBILIECTOsILIME OpraHp] BJIaCTH, [IOCTOSHHBIM Koppecrnionienram.

Crpoxu pexsusura UCHTPHPYIOTCS OTHOCHTENBHO CaMOH IUTMHHOM CTpOKM my
BbIpaBHKBalOTCS 10 J1eBoMy Kparo.

2.5.10. HaumenoBanpe JOKyMeHTa




Teker nokymenta H3naraercs or l-ro juna CAHHCTBEHHOI0 YHCa (mporry
paceMotpers Bompoc.....), 3-ro JIMLIA €IHHCTBEHHOrO 4ucna (Komucens mo texnuxe
Oe3onacHocTH coobmaer ...... ), 1-ro nuua MHOXECTBEHHOIO YHCIIa (mpocum
[IpeI0CTaBuTL CpescTRa. 5 i

2.5.12. OT™eTka 0 HaTHyny NPHIOKEH U

- Ecin [IPHITIOKEHHE HAa3BAHO B TEKCTEe, B OTMETKe o IMPUITOKEHUH YKasbIBaeTcy
KOJIMY€CTBO JIMCTOB U KOJIHYECTBO 3K3€MHJ’IHpOB [IPUITOKEHU S

[Ipyumep:
Ilpunoxenue: Ha 2 1. B 1 3k3.

- Ilpu Hannumu Heckombkux [IPHIIOKCHUH, OHM HymepyloTcst ¢ YKazaHuem
HaHMCHOBaHKS KaX10I'0 NPUIOKEHHS,

[pumep:
Ilpunoxenwe: 1. Konus pewenus Cosera .... Ha 5 1. B | 3K3,
2.Cmerta pacxonoB Ha 1 1. B | IK3.

Ha npunoxenusx x PACTIOPALMTENBHBIM JIOKyMEHTaM OTMeTKa o NPHUIIOKEHHH
MIPOCTaBNIseTCS Ha mepBoM ucTe TIPUIIOKEHHS B PaBOM BepxHeM yriny. Ecnu




TIPUIIOKEHHH HecKonbKko, ouu HyMepyiotes.  Ecnu  npunosxkenune OIHO, OHO He

HyMepyeres. B ormerke o npunoxenny YKa3bIBAaeTCsl HAMMEHOBAaHKe BUza JOKyMeHTa,
€ro 1ata u Homep.

[Ipumep:
lpunoxkenue No |

K pacriopsixeHuio

oT 13 nekaGps 2011roza Ne 24-ox

2.5.13. Doanucy AOIAKHOCTHOIO JIHIA

B cocras nmommucy BXOIAT: HaUMEHOBaHME 1OKHOCTH LA, MoAnucasIero
AOKYMCHT, TUYHASI IOANKCH 1 ee pacludpoBka (MHULMABL 1 (bamuus).

['maBa cennsckoro MOCEeIeHHs MMOIITHCH N.0.®amunug

Eciu  nomkunoctHoe JHLO, MOANHCH  KOTOpOro 3arOTOBI€HA Ha MpoeKTe
AOKYMEHTa, OTCYTCTByeT, To AOKYMEHT MOANUCHIBaeT JHLO, HCHONHSIOmEee ero
0053aHHOCTH, wWmHM ero 3amecturens. Ilpu  stom 00s13aTenBHO YKa3bIBaeTcy
dakTuueckas  nomKHOCTE JIMlE, noanucasiero AOKYMEHT, H ero damunus
(McnpaBieHus MokHO BHECTH OT pYyKH MM MalllHHOMHUCHEIM CIIOCO0OO0M, Hanpumep:
«H.o.», «HMcnonusronuii 0o0g3aHHOCTH .», «3am»). He AOIYyCKaeTCst IMOAMUCHIBATE
AOKYMEHTBl ¢ mpemnoroM «3ay HIH  TNpOCTaBleHHEeM Kocoij YepThl  mepen
HAUMEHOBaHHEM J10/DKHOCTH,

[lpu noanucanuu AOKYMEHTA HECKONBKUMH AOJDKHOCTHBIMM  JIMLAMH  HX
TNIOANKCH pacrionaraiotT onHy mnox JIpyroii B nocnenoBaTeIbHOCTH, COOTBETCTBYIOLIE
HCPapXuK NOJDKHOCTEH (Hauunas ot BBILIECTOSLIEr0).

[Ipu  noamucanuu AOKYMEHTA  DaBHBIMH  4JeHAMH KOMHCCHH bamunun
pacnonararores no andasury,

JlokymeHThr, HallpaBlIsieMble B BpIIeCTOSIIHE OpraHbl,  OpraHkl
NPEACTABTENLHON,  HCHONHUTENBHOH g CyneOHOH  Bnactw, TIOJITHCBIBAIOTCS
PykoBonutenem. JlokymeHTsl, HalpaBIsieMble CTOPOHHHM OpraHu3alusM, rpakaaHam
TOMNTHCBIBAIOTCSI PYKOBOAUTENEM MW ero 3aMeCTUTElIEeM.

2.5.14. T'puo cornacosanns

Cornacopauue AOKYMEHTa C JIpYTMMH Opranamu u OPTraHU3aLHUsIMH, HHTEpPeCHI
KOTOPLIX B HeM 3arparuBaiorcs, oopmiseTcs rpu¢poM cornacoanus, KOTOpBIi




COITACOBAHO
(,I[OJ]}KHOCTB)
MOANKCh  (MHULMAEI, damums)
nara
2.5.15. Buza

CornacoBanue PaCTIOpsUTeIBHOTO  oKyMeHTa o AOKHOCTHBIMU  JTHI[aMH
CCJIBCKOIO nocenenus oopmisieTcst Busoii,

Ha HAOKYMEHTe, MOJJIMHHHUK KOTOporo OCTaeTcss B 0pFaHH3aL[HH, BH3bI
NPOCTaBISIOTCS B HWXKHEH yacTyu OﬁOpOTHOFI CTOPOHBI [ociienHero aucra [NOOIMHMHHHUKA.

Ha nokymenre, HOJUIMHHKK  KOTOPOTO  OTmpasisior H3 OpraHusannu, Buzm
NPOCTABIISIOT B HUXKHel yacTy JTHLEBOH CTOPOHBI BTOpOro sKk3emmisipa oTmpasnsemoro
AOKyMeHTa

Busa Bkiiouaer B cegy JTHYHYIO MOAIHKCH, pacmudpoBKy nognucyu y nary. Ilpu
HEOOXOAMMOCTH  ykazpiBaercy HaMMCHOBaHHe NOmKHOCTH LA,  BU3MpYIOIIEro
JAOKYMeHT.

Lpumep:
Ilpencenarens NnpoxoMa noamuce 1.0.®amunusg

Jara

HUCIIOJIHUTE IO,

[pumep:

Cornacen ¢ yyetonm 3aMeYaHui.
[Ipencenarens npopkoma UM.0.Damunug
Jara

2.5.16. I'pug YTBep:xaeHus

I'pud yreepsnenus lpocTaBisAeTcs B BepxHem [IPaBoOM yriy nokymeHra,




HpHMep:

yTBEP}KﬂA}O
I'naBa

aIMHHUCTpauu MO «Cmponeroxaﬁcrcoe CEJIBCKOE IoceleHey
H.0. ®amunusy
—

€ro natkl ¢ HOMepa.

HpuMep:

YTBEP}KHEHO
pacrnopsixennem
OT 25 urous 2012 roga Ne 15-5

2.5.17. Orruck neyaru

Ilpu 3aBepenun COOTBETCTBUS KONHH NOKyMeHTa (BBIMTUCKH U3 AOKyMeHTa)
MOMTMHHUKY JOKYMEHTa Huske pekBU3nTa «Iloanuce» npocrarigior 3aBEPUTENIbHYIO
Haanmuee  «Bepuo», nomxHoCTE HLA,  3aBEPUBIIEIO  KOMHIO; TUYHYIO MOAINKCE;
pacluppoBKY noxmucu (MHMLMAaBI, amumio); AaTy  3aBepenus. Bo3moxho
HCIOIB30BaHKe wTamma.

YTBEPIKACHHBIMH [TOCTAHOB/IEHHEM [IpaBurensersa Poccuiickoii ®enepauuu or 15
HoHs 2009 roga Ne 477. B AGHHOM CJyuyae peKBH3UT BK/IIOYaeT B cebs: ykasanue o
MECTe HAXOKAEHUS NOMIMHHMKA AOKYMeHTa, cnoBo  «Beproy, HaUMEHOBaHue
AOIDKHOCTH JIMLa, 3aBepUBILIero KOTHIO; JIMYHYIO moanucs, pPacmndposky noamucy,
AaTy 3aBepeHus; rneyars,




Lpumep:

[onmunank AOKYMeHTa Haxonutes B gee Neo 01-04 3a 2009 rona

Bepro

Ynpapnsrommii nenanmy noanuce M.O.@amumnus

24 nexabps 2012 neyars

3aBepeHue APYrUX  NOKYMEHTOB OCYIICCTBAACTCS B COOTBETCTBHH
Tpebosannsimu [OCTa P 6.30-2003, 3aBepuTenbHas HallMCh BKIIOYaeT B cely:
1080 «Bephoy, HaUMEHOBAHHE NOMKHOCTH LA, 33aBePHBILETO KOMMHIO: JTUYHYEO
HOMUACE, pacndpoBKy noamnucy, AaTy 3aBEpeHHs; meyarp,

[Ipumep:

Bepno

Ynpasnsiomuii genamy noanuce M.0.@amunug
24.12.2012 rona rneyars

2.5.19. Ormerka 06 HCITOJIHUTE,Te

8(87771) 99-7-25
2.5.20. Ykazanus no HCIOJIHEHHIO J0KYyMenTa

YKazaHus 1o memonHeHmo AOKYMEHTa — pesomonus — odopmiseTcs
HETIOCPEACTBEHHO Ha JI0KyMeHTe (B 3aro/10B04HOIT yacTy JOKyMeHTa).

Ykazauus mo UCIIOJIHEHHIO BKIIIOYAIOT: hamMuIuK, MHUIMATEL HCTIOJTHUTEIEeH,
COLEp)KaHHEe MopyyeHus (npu HeobxonumocTH), CPOK HCNOJIHEHWS, TMOIIIUCE
PyKoBonuTens u aary.

2.5.21. Ormerka o KOHTpOJIe

€ro HUCIOIMHEHHH, WK KpaTkHe CBeneHus ob ucronHenuu). OrMmerka 06 HCIIOJITHEHH U
JNOKYMEHTa U HalpaBieHUU ero B meo COCTaBIsACTCS, NOAMKUCHIBAETCS U naTupyeTcs
HCIIOTIHUTEJIEM TOKyMeHTa.




2.5.23. Ormerka o MOCTYnIeHnn 1okymenTa

YKaselBaetcyg HauMeHOBaHHe OpraHa, para PerucTpauuu u HHIEKC BXoas1ero

AOKyMeHTa. WHnekc Bxomsmero AOKYMEHTa COCTOMT u3 OYCPENIHOrO MOpsIKOBOro
HOMepa.

3. Ocobennocty 1TOAroTOBKY OTAEABLHBIX BHOR AOKYMEHTOB

3.2.Cprmypa pacnopsikenus, nocranosnenus

3.2.1. HaumeHoBanpe IIPaBOBOrO  akTa cenbekoro [Iocenenus orpaxaer ero
COLCPIKAHHE H TOJIKHO GbITE TOYHBIM, YETKUM,

3.2.2.HpeaM6yna (BBeseHue) - CaMOCTOsTeIbHAS YacTy IIpaBOBOro akra
OTIpENeNseT ero ueny y 3a[la4u, HO He gBIseTcs 00s13aTeILHOM.

3.2.3. Pacriopsimrensuay HacCTk PacroOpsKEHHS! CelbCKOro TOCENIeHHs IeNIUTCT Ha
IyHKTbL. [TyHkT Hymepyertcs apabckuMu Ludpamu, umeer ab3aumslii orcrym. [TyHkThI
PA3NENIIOTCA Ha MOAMYHKTEL, 0003Ha4YaeMble uy CTPOYHBIMM OyKBaMH pycckoro
ajldaBura ¢ 3aKpBIBAIOIICHCS KPYTTIO#i cKOG KO HJIH UMEIOT undposyio HyMepalu1o.

[Ipumep:
l. ®unancosoe obecrieyenue [IporpamMMal
I.1.®unancupoBanue 13 MECTHOTO Oromkera . ..
Hymepauus nynkros i TMOAITYHKTOB PACTIOPSIKEHUS AOMKHA GBITE CKBO3HOM.

3.2.4. Pacniopsikenus MOLYT HMETh NPUJIOJKEHMS, B KOTOPBIX
HOMEILAIOTCS pa3iuyHoro POla nepevnn, Tabnuupi, MHCTPYKLIMM, IUIaHBI, rpaduky,
Tapu(dbl, KapTel, 00pasLel OnankoB, AOKYMCHTOB, cXeM M T.j. IOpuauueckas CHJIa
TIPHIOKEHHUH U 1paBoBbIX aKTOB, K KOTOPOMY OHH OTHOCHATCS, OHHAKOBA.

3.2.5.Ccrinku B PaclopsukeHUsX Ha apyrue dKTbl, a Takke Ha paHee
MPUHATBIC NPUKa3bl MPUMEHSIOTCS TOJIBKO B cryyae, ecim Heo6Xxommmo MoKa3ark
B3AHMHYI0 CBSA3b NpaBoBBIX HOPM HII1 u30exkKath noBTOpeHmii,

Ilpu HeobxomumocTu CHCJIATh CCBUIKY yKa3bIBAIOTCS CICoyOIIHe PEeKBU3UTHI B
CACNYIOWIeH nocnenoBarensHoCTH: BH]1 3aKOHOJATETBHOIO WIIM HHOIO aKTa, Jjata ero
MOAMHCAHNS, PErUCTPALHOHHLII HOMEp W HAaUMeHOBaHHe 3aKOHOJATEIBHOIO aKTa.




-DenepaibHbIM 3aK0HOM Poccuiickoii Denepauuu or 22 OKTA0pst 2004 roga N
125-03 "O6 apxusoM nene B Poceuiickoii Denepanun":

BHI aKTa, pgara OANHCaHus aKTa, ero PETHCTPALIMOHHBIH HOMeEp, HaHMeHOBaHPIe, a
TakKxKe COOTBETCTB}/}OU.IHE HCTOYHHKH ero OQ)HHI/I&HBHOI‘O Ol'IyﬁJ'IHKOBaHHH.

Hpnmep:

1. BHectu B pacnopsikenue ot 20 nekaGps 2012 roxa No 35 «O npoBenenun
HOBOTONHUX NMPa3saHUKOBY Clexyrolue H3MEHEHHUSI;

HITH

Hpmwep:
IyHKT | rocre cnos «. ... .. » IOTIOHHTB CIIOBAMH «. . .. .. »

HITH

HQuMeQ:

Brectu B MYHKT 6 NpHKasa LR K T No
g 0 A HM3MCHEHUE, U3JIOKUB ero B ClCoyoulen pegakuuu:. . .

3.3. Ocobennocrn oopmirenus pacnopsizkenus, nocranosiaenus; CIJ

3.3.1.3aronoBok  ornensiercs OT  HaUMEHOBAaHHMS Buja JOKymeHTa 2
MEKCTPOYHBIMH  HHTEpBalaMu 1 fieqaraeres yepes 1 wuurepsan, BBIJIEJISeTCA
MOIy’XKUPHBIM IIPU(TOM U BBIPABHHBaETCS MO ueHTpy. [luwercs ¢ npomnucuoii OYKBBI H
OTBe4aeT Ha Bompoc: "O yem?" mw3nano pelienue. Touka B KOHLIE 3aronoska u KaBBbIYKH
HE CTaBATCS.

0 UIMpUHE TEKCTOBOro moms. TekcTogas HacTb  MOXET noApasIensiTbes Ha
KOHCTaTHpyIOLLy 10 (npeamGyny) u [TOCTAHOBIISIOLIYIO YaCTh.

Koucrarupyromas uacts (mpeambyia) 3aBepruaercs ciosoym
“MOCTaHO B I0:», KOTOPOE NMeyaraercs Bpa3psiIKy.

B 3aBucumoctu or COACPKAHHSl TEKCT TOCTAHOBIMIOMEH YacTy MOJKET
MONpasAenaTbess Ha MyHKTI, NOANYHKTEL. B mpukazax YHOTPeOISIOTCS  monHple
opuLHaNbHble HAUMEHOBAHHS OpraHu3alMii, J0IKHOCTeI].

3.3.3. loanuce otpensercy OT TEKCTa 3 MeKCTPOYHBIMH HHTepBaJlaMH U
COCTOUT M3 cnoB «lmaBay muGo «YnpasJisionuii ACTaMu», WHHLHUANOB HMeHH,
OTIECTBA W (amMuIMK  pyKoBOAMTeNs (3amectuTens) ceanckoro NIOCEJICHHUS.
Hanmenosanne nomxmocry HICIaTaeTCsl OT 1eBOM IpaHMLBI TEKCTOBOIG IO,
Wnnumans u pamumnus [I€YATALOTCS Y NPaBOH IPAHMIIBI TEKCTOBOO T10J131.




ATkl HOKYMEHTA.

3.3.6.lonyckaercs YMCHBIUIECHHE  HHTepBaIOB MEXIY  peKBH3UTAMH
«3aronoBoky, «Tekcry, «ITonmucey u «Mecto wm3nanusy [IPU  HEOOXOAUMOCTH
PasMelleHus Tekcta Ha onHOI CTpaHHLIe.

B npunoxennsx [TOMCLIAIOTCS.  MOMOKeH s, PCIIIAMEHTBL, MepevHH, cruckw,
rpaduxy, Tabmuusl, 00pasubl M0KYMeHTOB w Ap. Ilpunoxenus BU3UDYIOTCS Ha
000poTHOI cTopoHe IIOCJIC/IHETO JIMCTa NPUTOKEeHMS.

(YTBEPXJIEH, YTBEPX]IEHA, YTBEPK/IEHBI) co CCBLIKOIA Ha
PaclopsIMTenbHbIN akT, ero Aary, Homep. Cioso «YTBEPKJIEHO» coriacyercs B
POZ€ U 4HCIIe ¢ BUIOM yTBepiKnaemMoro JOKyMeHTa.

Ipumep:
[Ipunoxenne Ne |
YTBEPXJEHO
NIOCTaHOBJIEHHEM

ot 15 mions 2012 roga Ne 14
3aronoBok K Tekcry NPHJIOXKEHUS TIeqaraercs HCHTPHPOBAHHBIM CIIOCOGOM.
Haumenosanue Bung AOKYMEHTa — MNpHIOKeHHs (nepBoe  cnoBo  3aromoska
[IPWIIOKEHHS) BBIACISIETCS TPONHCHBIMH OykBamu, MOy KUPHBIM WIPUGTOM U MOsKeT
OBbITh  Hameuarano Bpaspaaky (ITOJMOXEHUE, CIOHU COK, MEPE

AOKYMEHTA) W MOCIeNYIOMUMHU CTPOKaMH MOXKeT ObITh yBennueH Ha 0,5 MHTepBaa.
3aronoBok npuoKeHus OTHCJIACTCS OT 4aTbl W HOMepa akTta 3 MEKCTPOUYHBIMU
MHTEpBAlaAMH, OT TeKCTa MPUIOKEHUS - 3 MEKCTPOYHBIMH HHTEpPBATAMH.

TICHATAIOTCS LEHTPHPOBAHHBIM CIOCOGOM (oTHOCHTENBHO TpanuIy TekcTa). Toyka B
KOHILI€ 3arojioBka He cTaBuTCH. Honyckaercs  BuiensTs 3aroJIOBKH  pasjienon
MONYXXHPHBIM IIPUBTOM.

Teker npunoxenus moser ObITE OoopMieH B Bie Tabauubl. Ecnu Tabnuiy
le4araior  Oomee 4YeM Ha  opHOl CTPaHHULE, 3aroJ0BOYHAS yYacTg TaOITHLIB]
(HauMeHoBaHMe rpad) mevaraercst Ha kaxoit CTpaHHuiie.




pasliessl U riaBpl HYMEpyIoTCs, kak npagmio, PUMCKUMU uH(pamu. B ykasanmpx
AOKYM@HTaX MX COCTaBHBle yacTy (pazzensi, TIOZIpas/iesibl, MyHKTEI, TIOATTYHKTEI)
MOXHO TaKKe HymepoBaTh apabckumu undpamu, [Tonpasnens: HYMEDYIOT B ripenenax
pasnena. Homep nonpasgena AOIDKEH COCTOATH U3 HOMEpa paspena u Homepa
lolpasfiena, pasneneHHsIX Toukoji (Harpumep, 1.2.). Homep ITYHKTa NOJDKEeH COCTOSTD
U3 HOMepa pasnena, lIoaipasnena u myHkra, Pa3lleJIeHHBIX TouKamMy (Hanpumep, 2.3.1.).
IynKTeI IpH HeodxonumocTy MOTYT noapasaenstbcs Ha TIOAMYHKTBI, KOTOPEIE TOKHE]
UMETD IOPSIKOBYIO HyMepaumio s lTpenenax Kaxaoro nyHkra (Hampumep, 1.2.2.] ..

4. IToaroroska n POTOKO0.10B 3acexanmii, coOpaunuii
Obume TpeboBaHus

4.1.IlpoTokosnpl 3acelanni, cobpanuii cenbckoro flocenennus odopmusiores ua
Onankax ycranosneHHOrO obpasia.

LIEHTpY.

4.3. Tekcr npotokosia COCTOMT M3 ABYX YacTeil: BBOAHOI H OCHOBHOH.

CIIYUIAJIH - BLICTYITMJIM - PELLITA (1151 cobpannif).

CIIYIIAJIA — BBICTYTIMJIM — ITOCTAHOBUJIA (111 3acenanuii KoMuceuis
H 1p.).

paclionaraercs Ha ypoBHe rociieueii CTPOKH HAUMEHOBaHHS MOJKHOCTH ¢ npodejiom
MEXKIAY MHMUMATAMH U bamunued. MHuunans: u damunus MIe4aTarTCs y MpaBoii
I'PAHULIBI TEKCTOBOIO 11015,

Hgnmeg:

[Ipencenarens Copera — riaBa

CEJIBCKOTO MoceneHus A.B. Tapacos




4.5. Jlara u HOMep nmnporokona. Jlara opopmisiercs CJIOBECHO-UH(DPOBEIM
CIOcodOM U neyaraercy 9epes 3 MexcTpounsix MHTCPBaNa Hke mnoamuey
fpeacenarenserByomero  ya 3aCCNaHHU M Toxmuen Cekperaps.  Ilpotokonam
TMIPUCBAUBAIOTCS MOpPsiAKOBIe HOMepa B npenenax KaJleHAapHoro rozma otaensHo o
KaXJ0H rpynme IIPOTOKOIOB,

4.7. Ilpotokoss coOpaHuii u3zarorcy g MOMHOM (opme, mpotokossr 3ace/laHuit
KOMMCCHH — B nonuOH gy KpaTkoii hopme.

CrpykTypa HOOJTHOIO NIPOTOKOIA

Bo BBoaHo# yacty YKa3bIBaKOTCH:
Hpencenarens wy MpeacenarenbeTBy IO MM
Cexkperaps

IpucyrcrBoBany - CITHCOK NpPHUCYTCTBOBABIINX HJIM OTCBUIKA K NpuIaraemomy
CITMCKY NPUCYTCTBOBABIIINX

BBoanas gacrp 3aKaHYHUBACTCS MOBECTKOM iy C YKazanuem nepeuns BOIIPOCOB
AOKJIaTYHKOB 1o Kaxnomy Bormpocy. Bonpocsr nopecriy AHA  GopMynupyiores ¢
fipeanorom «O..» («O6 ...»), HeYaTaorcs or I'PaHHLIBI 1€BOrO Moy, Kax1prit BOIIpoC
HyMepyercs  apaGckoii U poii, YKa3bIBalOTCA  (amMunuy AOKHOCTHBIX  jiui,

3atem ykasbipaercs MPUHSTOE 110 ITOMY BOTIpoCy peruenue. Pemenye - 5 TEKCTe
IIpOTOKONIa meyaraercy TMOJHOCTBIO;  1pu  HeoGXomHMOCTH NPHUBOISTCS  HUTOrH
roJIoCOBaHUsS,

Conepxanue 0coboro  muewus, BICKA3aHHOTO B0  Bpems 00CyxneHus,
3AITHCBIBAETCS B TeKcTe [IPOTOKOJIA 110c1e COOTBETCTBYIOLIETO perieHus,

CtpykTypa KPATKOIo MpoTokoJia

Bo BBO1HOIT yacTy YKa3blBarOTCH:

Hpeﬂc €AaTesb Uin npenc eﬂaTEHLCTBy}OLL[Hﬁ

Cekperapn

OcHoBuas yacTp IPOTOKOJIA BKIIIOYaeT paccmarpuBaemele Bonpockr u NPHHSITBIE
10 HUM pewienus. Xop o0cyxaeHus BoIlpoca omyckaertcs, (HKCHpyeTess Tompko
NPUHATOE 110 HeMy pelieHue,




S.IMoaroroska 10/102ke i, npaBu., HHCTPYKUMii

BBIMOJIHEHK S,

3.2. B HHCTPYKIUHH  W3/iaraercy MIOPAOK  ocyluecTBiIeHuy Kako#-mu6o

ACATCNBHOCTH HIIH opsiiok IIpHMeHeHus ITOJIOKEHHU K IIPaBOBBIX Y HHBIX
HOPMaTHBHBIX dKTOB.

KOMIIeTeHL Uy OpraHon MYHULIUNIaNBbHOH Bi1acTu.

YTBepknenue NONOKEHMH, NMpaBu 1 HHCTPYKUME oopmnsieTcs g dopme rpuda
YTBEpPKIeHUs.

5.5. Teker nonowkenus (mpaBumn, MHCTPYKLMI) nevataercs ua obmem Gnanxe,
€Ciu [IOJI0XKeHus (mpaBua, HHCTPYKLIMH) YTBepKaroTcs
pPacnopsianrensHpiv AOKYMEHTOM TO mneyararorcs Ha CTaHIapTHOM nHcTe Oymaru
Qopmara A4, Teker  wuznaraercs OT TpeTeero uia CAMHCTBEHHOIO My
MHOXECTBEHHOrO wumcna., B TCKCT® ucnone3yores cnopa: "nomxken", "cnenyer",
"HBO6XO,IIHMO", "3anpe111aeTc51“, "He nonyckaercs"

5.6. Koncrarupyiomeii H4acTBIO TOJIOKEHUs] (mpaBuu, HHCTPYKLUH) CIyKUT
pasnen "OGuue fonoxenus", B KoTopom YKa3bIBAIOTCS OCHOBAHUS paspadoTku,
OCHOBHO€ Ha3zHayeHMe HOPMaTUBHOrO akra cdepa ero pacnpocrpanenus,
OTBETCTBEHHOCTH 3a HapylieHHe YCTAHOBIICHHBIX MPABUI U TEXHOIOTHi.

6. Iopsizox oopmienus OTnpapasieMoii  1okymenTauuu (mucbma,
C1y:KeOHbIe 3anuckn)

6.1. CyxeGHble mucema rOTOBSTCH

- KaK OTBeTEI 0 BBIHOHH@HI/IH;




- KakK ConpoBoauTensHsle mucpma k HMHpOpMaLmy, CIIpaBKaM, JOKiagam;

KaK OTBeTkI Ha 3aMpockl Pa3IHYHBIX OpraHuvszaunui y HaCTHBIX JIMLL;
- Kak HHHLHATHBHEIe ITHCbMa.

6.2. Cpoku NOANOTOBKH

THPE U TOYKH,

6.4.B cnyxe6HbIx MUCbMaxX  MCTONB3YIOTCS $passl  3THKEeTHOO Xapakrepa
«YBakaemslii, . ly — B Havane nwucewma, Haxl TekctoM u «C YBaXKeHUeM,» B
3aKIIIOYUTENIBHONH yacTy HCbMa, Hal moamuckio; ITHKETHbIE (pa3sl newaraorey
HCTIONHHUTEeM NpH noaroToBKe NIPOEKTa nuceMa;

Texer mucema, kak TpaBUJIO u3jaraercs or |-ro /M2 MHOJKECTBEHHOTO yYicig
(«Ilpocum MPENOCTABUTE ...», «Hanpasnsewm ...y y Ap.), oT 1-ro nuna €AMHCTBEHHOTO
qHcaa («Ilpomy Bac ---», «CUHTAI0 BO3MOSKHBIM IPHHATE y4acTue ot 3-ro JHLa
CAMHCTBEHHOIO Yypcng («Munncreperso e CHHTACT BO3MOXKHBIM ...y, «Denepansuoe
4PXHBHOE areHTCTBO npemnaraer paccMmoTpets BO3MOXKHOCTB...»), Ha JAOJDKHOCTHBIX
OnaHkax - B...»); or 3-ro JTHLA €AMHCTBEHHOrO YHcia,

Hpnmep:

«PykoBoncTBo MpEANpuUsTHs pacemotpero ... "

Teker nmcema, xak [IPABHJIO, COCTOMT u3 ABYX HacTeil. B mepBoi yacry
H3J1araeTcs npuynHa, ocHoBanye M1 000CHOBaHKe COCTaBICHUS NHCHMa, [IPUBOAATCS
CCLUIKH Ha JI0KyMeHTBl, SIBJISIIOLLIMECST OCHOBaHUeM IIO/ITOTOBKH mHchMma. Bo BTOPOH
HaCTH, HayuHamoelics c ab3ana, nomeraiores BBIBOZIBI, IpeioxkeHus, IIPOCKOBI,
PelieHns u t.a. Ilpasom MOAMHCH  CTy’KeGHBIX muceMm obnamaror PYKOBOIUTEIE,
3aMECTHTENIb PYKOBOAUTES. [Ipu noxroroske mucey AONyCKaeTCsl MCnonb30Bagme
COKpPALICHHOrO HAMMEeHOBaH Uy MONITHCH IOIKHOCTHOTO MTua,

6.6. Ciyxe6Hbre 3alIMCKK Ha UMSI pyKOBOMHTENs lIC1aTaIOTCs Ha cTaHmapTHBIX
JHCTax Oymaru B onmnom SKsemruisipe.  JlO/KHOCTS, MHULHATBL U amumus nuua,
KOTOpoMy anpecosana Cly’)xkeOHast 3arnucka, YKa3bIBAIOTCS B ATEIBHOM Malese.




6.7.ITucema $uHaHCcoBOrO XapakTepa, a Takke IICbMa,  comepskampe
o0si3aTenpeTa, 3aBepAIoTCs nevyareio CEJIbCKOe nmocenenye.

7. Opraumsayus AOKYMeHTO0GOpoT] Y HCllonenne nokymenTop

WM nonyuenns g0 3aBeplieHuy HCIIONIHEHUsS oy OTHpaBKy o0pasyer
AOKyMeHTOOGOpOT,

7.1.4. Vuyer KommyecTsa  nokymentog 38 TOI M wuxX anamms NIPOBOUTCS
pabdoTtHuKoM y [peacTaBasoTCY PYKOBOACTBY.

T2 Hopsinox npuema H NepBHYHOI] 00paGorky,
Perucrpauun, Pacemorpennss Pacnpenesienus nocrynawmux nHceMm,
Telerpamm, Teseonorpamm

53.1, Hoxyments, IoCTynaromue pga OyMarkHEIX HOCHTeNsIX, mpoxonsr
NEPBHYHYIO 00paborky, lpeaBapuTensyoe paccmorpenue, peructpanuro,
paccmorpenue PYKOBoJCTBOM N1 OCTaBIAIOTCY HCTIIONTHUTETs1M,

7.2.2. Ipuem u NEpBHYHAs 06paGoTka AOKYMEHTOB Ha GymasHoii OCHOBe
OCyLIeCTBIIsIeT Y CICLHATHCTOM:

- KOHBEPTEI ¢ nokymentamy BCKpbIBalOTCs (33 HCKITFOYeHeM KOHBEPTOB ¢
MOMETKOH "1myno"), NMPOBepsieTes npaBuibHOCTY AOCTaBKH, LenocTHOCT) KOHBEpTOB

7.2.4, Perucrpanus HOKYMEHTOB.

Perucrpanus AOKYMEHTOB - 3amucy YYCTHBIX JNaHHEIX o AOKYMEHTE 10
YCTAHOBIICHHOI  hopwme, dukcHpyiouas daxt ero CO3MaHus, oTnpaBneHns oy
nonyyenus,




YTBEPXKICHHS B 5KypHasax perucTpanum.

C YKasaHHeM HaumMeHOBaHus afpecara, Tekcra, HOMepa Tenedona OTNpaBHTENs,
BpeMeHH npuema Tene(poHorpaMmel, bamunuu epeaasIero JM1a.
Teneponorpamma ONCPaTHBHO mnepenaercs AOKHOCTHOMY  Jtmigy, KOTOpOMY oOHa
allpecoBaHa, KOTOphIii rocie O3HAKOMIICHHSI, CTaBUT CBOfO pesomouuo, noamucy u
Jary.

731, Hokymenrsl, OTHpaBiisieMble cenbeKkum liocenenueM, nepenarorcs
[I0YTOBOH CBsI3BIO U JJICKTPOHHOM MOYTO}],

Obpaborka AIOKYMEHTOB 171t oTnpasky [IOYTOBON CBA3LIO OCYIUECTBIIsieTCy
CHCLHAIHCTOM B COOTBeTCTBUK ¢ IlpaBunamu okasanus YCIYT MOYTOBOH CBs3M,
YTBePXKNeHHbIMU [Tpukazonm Munxomessizu Poceny 0T 31.07.2014 Ne 234,

7.3.2. ﬂOI{yMeHTbl, noJiexaryue OTIIPaBKe, JOMKHB] 00pabarbiBaTpcy H
OTNPABIATBCS B JeHp UX [IOANMCAHUS UK He o3anee crnenyromiero pabodero mus.

7.3.3. locbuika unn 3aMEHa pasoclaHHOro papee AOKYMEHTa ocyuecTeisiercs
1O ykazauuio nuua, nognucapmero JOKYMEHT.

7.4. Ilpuem wu 00padoTka IOKYMEHTOB mocTynaiommux u OTHpaBAsieMbIX 110
KaHaxam s1ekTponnoii noyry H PaKCHMUIBHOI cBSI3Y

H HCIIOJIHEeHKe,

7.4.3. HokyMenTsr  mng OTIPAaBKH  31eKTPOHHO MOYTOH NOMKHBI HMerTs
PCKBH3HTBI, yCTaHOBeHHEe UL QHANIOTHYHOTO oKyMeHTa Ha OymMaHOM HOCHTele,
38 UCKIIIOYEHHEM noamnucy u OTTHCKa reyary.




~ 3alpCLIAeTCsl MepenaBsarh TekeT JOKYMEHTOB ¢ NOMETKOi] " cnyxe6uoro
N0JIb30BaHus";

- HOCTynuBuMe  dakcorpammer YHMTBIBAIOTCS B iKypHane YCTaHOBIIEHHOI]
bopmer Ges MPOCTaBICHHS perucTpauuonHOro IITammna, nepenaiores anpecaram noj
PaclucKy B neHb ux npuema, CPOYHBIE — HEMeIeHHO.

7.5. Mopsinok NpoXokAeHNs BHYTpennnx JOKYMEHTOB

7.5.3. Jlokymenrs nepegarTcs ¢ COOTBETCTBYIOWIEH OTMeTKOH B XKypHaie
PacCChLIKH U pa3HOCKH.

7.54. He AOMYyCKaeTcss  HeoGOCHOBaHHOE PasMHOXXeHHe  N10KyMeHTOB,
HESKOHOMHOE pacxonoBanue OyMmaru u pacxommsrx MaTepHaos.

7.6. KoHTponb nenomuenus JOKYMEHTOR

7.6.1. Cpok ucnonuenus AOKYMEHTa — 3T0 cpok, YCTaHOBIICHHBIH HOPMAaTHBHO-
[IPABOBbIM aKTOM, OPTraHU3aUHOHHO-PaCTIOPS IUTENbHEIM NOKYMEHTOM, yKa3zaHHeM Mo
HCIIOJIHEHHIO NOKyMeHTa,

7.6.2. Tlopyuenus 6e3 YCTAHOBJIEHHBIX CPOKOB BBINIOITHSIOTCA, Kak npaBuio, B
CPOK He Oortee Mecsina ¢ qath perucrpanumu.

Iopyyenus ¢ nomerkoi (CPOYHO» UCTIONHSIIOTCS B Teyeyye Tpex
JHEH, «ONEepaTHBHOY — B TedeHue 10 nueit. Ecmwm CPOK WCIOJIHEHHUS BBIMAmaeT nHa
BBIXO/IHOM JIeHb, TOT/a qHeMm UCITOJIHEHHSI CYUTAETCH ClIeflyrolIni paboyuii neus,

PeIaeTcs pykoBoauTeem.

7.6.4. 3a opranusaimio HUCTIONTHEHMST IOKYMEHTOB OTBeyger YIOTHOMOYEHHOe
PYKOBOIUTENIEM THILO.




7.6.5.Koutpos MCIIOJIHEHHs! 00ecneynpaer CHEUHAJIUCT 110 ACIIONPOU3BOACTBY.

7.6.6. llpu yxome B OTITYCK, BBLIOBITUH B KOMaHIMPOBKY, B ciyyae Oosesny,
YBOIBHEHUH MM  nepemernenuy PabOTHUK, OTBeTCTBeHHLI 38 HCIONHeHue
JIOKYMEHTOB,  00s3aH fiepenates  apyromy pabotHuky o COMIACOBaHHUID ¢
HEIOCPEACTBEHHBIM PyKOBOIMTEIeM Bee KOHTpOIMpyeMble TOKYMeHThL.

7.6.7. JlokyMeHT cumraercs HCTIOTHEHHBIM M CHUMaeTcs c KOHTPO/IS Tocie
(akTHyeckoro BBINIONIHEHUS  mopyuenuii o CYWIECTBY,  NOKYMEHTHPOBaHHOIO
NOATBEPKACHUS  MCHONHeHHs y COOOIUEeHHsT  pe3yibraTos 3aMHTEPECOBAHHBIM
OPraHU3alusaM U JTHIaM.

HCIIOJIHUTEND ), naTa.

7.7.2. Cocras 00S3aTeNBHBIX PeKBH3UTOR MOXeT OBbITh nomonHey CACAYIOIUMHU
PEKBU3UTaAMU:

- bacnucka ucnonnurens o ITOJIy4Y€HUH JOKyMeHTa
= KOJIHYECTBO JIHCTOB JOKYMeHTa,
- HalM4Me NpuiIoKeHwUii
©  HEPEeHOC CPOKOB HCMONHEeHHS.

7.8. HenoabsoBanue nevyarel U wWramnos

7.8.1. lns YAOCTOBEPEHUS MOLTHHHOCTH AOKYMECHTOB WIIM COOTBETCTBUS KOMui]
AOKYMEHTOB  NMONJIMHHHMKAM B CCIILCKOM  ToceneHuy HCIIONB3YIOTCS  reyars
OPTaHU3aLMK U JIpyTHe reyary.

7.8.2. Jlns npocrasienus OTMETOK O NoyyeHuu, PETUCTpaLnH, NpoXoKIeHHH 1
UCIIOTTHEHUH 10KyMeHTOB, APYTHX OTMETOK CMpaBoYHOro XapaKkTepa NPHUMEHSIOTCS
MAacCTHYHbIE (PE3HHOBBIE) IITAMITE.

7.8.3. TIleuars HpocTaBisieTesi: Ha pacnopsauTensHeIx MOKyMEeHTax
(opopmnennpx pe Ha OnaHkax), TIPOTOKO/IAX, BBIMKCKAX, KOMMsIX JOKYMEHTOB,

HITaMIIOB OTBEeTCTBEHHOe 3a XpaHeHuUe u HCITOJIL30BaHHe JIUIIO He3aMeuTeIbHO
CTaBUT B H3BECTHOCTH PYKOBOAHTE IS,




7.8.6. Tlpumenmue g HETOIHOCTb  aHHYNIMpOBaHHEIe O€9aTH M wrammer
YHHITONKAIOTCS ¢ cocTanenmen aKra.

8.1.1. Homenknarypa ney - CHCTEMaTH3UPOBAHH b TICpeHeHb 3aro0BKOB fey,
3aBOIMMBIX  mocelienuem, ¢ YKa3aHueM CpokoB ux XpaHeHusl, odopmieHupl p
YCTaHOBICHHOM MopsiziKe.

Ilpn  cocrasnenun HOMEHKIaTypel  jej CJACLYeT  pyKOBONCTBOBATHCS
ACUCTBYIOLIMY MEPEYHAMM THIIOBBIX 10KyMEHTOR ¢ YKazaHHEM CPOKOB ux XpaHeHwus,
OpHUMepHBIMHU HOMEHKaTypamu nej.

8.14. B HOMEHKIATYpy nen BKouarores 3arONIOBKH  1en1, oTpaxaromue pce
AOKYMEHTHpYeMBble yyacTky paboTsl cenbckoro nocesieHus,

B rpage 2 HOMEHKIIaTypsl Henl BKIOYaioTCH 3aronosku  nmen. Ilopsimok
PaCloNIOKeHUs 3aronoBkoB nen BHYTPH pasnenos HOMEHKNATYpbI jen onpenensercs
CTCIICHBIO BaYKHOCTH JOKYMEHTOB.,

I'pacha 3 HOMEHKIaTypeI e 3anonuserces mo OKOHYaHMH KaleHIapHOro ropa.




B rpadge 5 IpOCTaBIAIOTCS OTMeTKH o THLAxX, OTBETCTBEHHBIX 34 (opMupoBanue
ACIL, 3aBelIeHNH Jied, o Nepexonsmx nenax.

8.1.6. ITo oxonyanmuzo roa B KoHIle HOMEHKIIATYpbI nen nenaercs HTOTOBas
3aIUCh O KONHYECTBe 3aBeIeHHEX Ael (ToMOB).

8.1.7. Ipu COCTaBIeHUH HOMEHKIATYypel nen g CCJIBCKOM  mocelleHuu
HCnoabsyercs Ilepeuens Tumoppx YHPABICHICCKHX [OKYMEHTOB, oOpasyroiuxcs B
ACSITeNbHOCTH OPraHM3alui, ¢ ykaszanuem CPOKOB  XpaHeHus (yrs. MPHUKa30M
Munkynprype: Poccuiickoi Denepanuu 25 aBrycra 2010 rona No 558).

8.2. ®opmuposanue u oopmienne e

8.2.3. Ilpu QOpMHpOBaHUK nen HEOOX0MMMO cobmronars Clenymwmue obumume
npaBua:

- TioMelars B ACJI0 TOJIBKO HCITOJIHEHHBIE J.'lOKyMeHTbI, B COOTBETCTBUHM ¢
3aroJloBKaMu Ae1 1o HOMEHKHaType; I'pPynnuposars B AeJ10 JAOKYMEHTEI OIOHOIO
KaHeH,IlapHOI‘O roua, 3a HCKITIYeHueMm [epexoasumx ACJI; pas3nesbHOo prHHI/IPOBaTB B
Aela AOKYMEHTBI IMIOCTOSTHHOTO U BPEMEHHbIX CpPOKOB XPaHEeHHs;

- HE nomemars B jeno AOKYMEHTBI, Momexalue BO3Bpary, Jaunraue
IK3eMILISPEI, YEPHOBHUKH; 110 00BemMy nesio He AOKHO npeBbIaTe 250 JIHCTOB;

- Ppacrnionarate nokymenThI BHYTPH nlefa B XPOHOOTHYECKOH, BompocHo-
JIOrHYecKoM, andaBuTHO NIOCIEI0BATEIBHOCTH MK WX COYeTaHuH,

[ pynnuposars AOKYMEHTBI He00X0IHMO 1o CJICAYIOLIUM MpaBUIaMm:

= paCHOpﬂL{HTCHLHBIe AOKYMEHTBbl - B A€lla 110 BUIaM H XPOHOJIOrHH ¢
OTHOCALUUMUCS K HHUM ﬂpHJIO)KEHHHMH,

- TIOJIOKEHHUS, MHCTPYKINH, YTBEPKICHHbIE PACIOPSIHTE TBHBIMY JOKyMeHTamu
-BMECTE C yKa3aHHBIMK JOKyMeHTaMmu,

THYHOMY cocTaBy,

- IIPOTOKOJIBI B Aene pacnonararTcs B XpOHOHO]"l/I‘IeCKOM [NopsiaKe mo HOMepam,




" YTBEPXKICHHbIE M1aHsl, OTHeThI, CMETBI, TUMUTEI, TUTYIBHBIC CIIUCKU M ApyTHe
AOKYMEHTBI IpynnupyioTes OTACJIBLHO OT MPOeKToB,

TeMe (Hanpumep:

= HepenHCKa C BBILIECTOAIMMU 10 OCHOBHO ,I[eﬂTeJ'IBHOCTH,

Ilepenucka no ¢unanCcHpoBanuio JeSATeIBHOCTH

- JOKYMEHT-OTBeT fIoMelaercs 3a I[OKyMeHTOM-SaHpOCOM,
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opopmienue ner.

Hoanomy  odopmuenuio nojIekar nena MOCTOAHHOrO,  MONrOBpeMeHHOrO
(cBbIle 10 NI€T) XpaHeHWs u 1o JHYHOMY cocTaBy. [lojHoe opopmieHHe nena
nOpenycMmarpusaer: IKCICPTH3Y LEHHOCTH 1en; oopmIIeHHE pekBH3UTOR 00JI0KKH nena
[0 yCTaHOBJIEHHOI hopme; HYMEPALMIO JIUCTOB B fee; COCTaBJI€HHUE JHCTa-
3aBEpUTENs  nena; cocTaBnenme p HEO0OXOAMMBIX ClIydasiX BHYTpPeHHel omucy
AOKYMEHTOB Jiena; TONIIUBKY H MepeneT nena; BHeceHue HEOOXONUMEIX YTOUHeHui] B
PEKBH3UTBI 00510k KH fena.

PekBusurer, NIpocTaBnsemMble Ha 0610KKe Aeia, odopmisiores CIEAYIOIIUM
obpazom

- HaWMeHoBaHWe cenabcKoro MOCeJIeHUs yKa3bliBaeTcs IIOJIHOCTEIO, B
HMMCHHTCIILHOM majexe, ¢ YKazaHuem oduuuansHo YCTAHOBJIEHHOTO  yCcTaBoM
COKpalleHHOro HAMMEHOBAHMS, KOTOpOe Yka3biBaeTcs B CKOOKaX mocie mnomnoro
HauMeHoBaHus;

- HHIGKC nena - uudposoe 0603Hayern e ACJ1a 1o HOMeHKNaType fe;

~  3AI0JIOBOK Jelia - epeHOCHTCS U3 HOMEHKIIaTypeI jer;

- Jlata nena - ykaseiBaercs roi(el) 3aBeneHuss u OKOHYaHHUs Jena B

- KOIMYECTBO 5HCTOB B jeje MPOCTABISCTCS Ha oOGNOXKKE Jnema g
COOTBETCTBHH C 3aBEPUTENBHOI Haanuceeto. (Hanprmep: na 125 JIUCTax)




8.26. B wuemsx obecreyeHus COXPAaHHOCTH M  3aKperuieHus nopsiaka
PACIIONOKEHUA JOKYMEHTOB, BKIMIOYeHHBIX B JIeI0, BCce ero JMCThI, Kpome mHcTa
3aBCPHUTENs, HyMepyloTes, JIMCTh] HYMEpPYIOTCS MpPOCTBIM KapaHmamom g IIPaBOM
BEpXHEM Y1y jucra,

Qororpadmu, uepresy, AMArpaMMbl M IpyTHe HIUTIOCTPHUPOBaHHbIE 1
crienuduyeckue AOKYMEHTBI, IIpelCTaBIsION e CAMOCTOATENbHBIA JHCT B gere,
HYMepyIoTest Ha 06opoTHOif CTOPOHE B JIEBOM BepXHeM yIiy.

Homwmtele B geno KOHBEPTEI C BIOXEHHSIMU HYMEpPYIOTCS: CHavana KOHBepT, a
3dTeM O4Y€PeIHBIM HOMEPOM KaKIoe BIIO’KeHHe B KOHBepTe.

8.2.7. Tlocne 34BCPUICHUS] HYMEpaLHH JIHCTOR COCTaBIIACTCS 3aBepUTETbHAS
Ha/lICh, KOTOpas pacriosnaraercs g KOHIe nena. 3aBeputensHas Hammucy COCTaBIsgeTCs

AOKYMEHTOB (uepresxw, ¢ororpadun, PUCYHKM M T.I.) M orcyrcTRHe OT/€JIbHBIX
JOKYMEHTOB.

3aBepHTE‘HBHaH Haamuce NOAIMUCEIBACTCH ee COCTaBHUTEIEM YKazaHuem
pacmmbponkﬂ MMOAITHCH, HOKHOCTH H AaTbl COCTaBJIEHMUS. COCTEIBHTBJU: HEceT
OTBETCTBEHHOCTH 33 OQ)OpMHEHI/Ie J¢eJ1a.

8.2.8. Jlnst yuera AOKYMEHTOB NOCTOSHHOIO M BPEMEHHOIr0 CpoKoB (cBbIme 10
JIET) XpaHEHUS COCTABMIsETCS BHYTPCHHSSI OIIUCh TOKYMEHTOB fea.

Buyrpennss onmucs cocrasngercs Ha OTHEJBHOM JIMCTE 10 yCTaHOBNEHHOM
dopme, kotopas CONEPKUT CBEACHMS O MOPSIIKOBBIX HOMEpax NOKyMeHTOB fena, ux
HHJIEKCaX, narax, 3arojioBkax u HOMepax JIMCTOR fena.

JIACTOB BHYTPEHHEH OMucH.

BHYTPGHH}IH OITHChb AOKYMEHTOB Jiena [MOANKHCHIBAETCS COCTaBUTEEM ¢
YKazaHHueMm paCLUI/ICb}TJOBKH [IOAITHCH, NOIKHOCTH H HaTkl.

8.3. Opraumszauus ONEPATHBHOIO XpaHeHus AOKYMEHTOB

8.3.1. C momenra 34BEACHUS W 10 mnepenavyu B MYHULIMIIANBHBIA apXUB nena
XPaHATCS 110 MeCTy ux GopmupoBanus,




8.3.3. 3aBepuennpie ACJIa TIOCTOSIHHOTO Ccpoka XPaHEHUS XpaHATCS 1o MECTY HUX
dbopMupoBanus g TCYCHHE  ycTaHOBIEHHOrO 3aKOHOZATeNbCTBOM  cpoka, IpH
THKBUIALMHU CETBCKOTO MOCeITeHHus - Nepenatoress B Otaen no nenam apxueoB MO
«Taxramyxkaiickuii paliony.

8.3.4. Beimaua nen POM3BOAMTES ¢ paspelienys PYKOBOIMTeNs Ha ykasaHHbIif
HM cpok. Tlocne ucreyenus YKa3aHHOrO cpoka [eno momkHo OBITE BO3BpameHo Ha

Hay4YHOH, HCTOpHUYeCcKoli IIPaKTHYECKOH 3HAYMMOCTH AOKYMEHTOB, 00pa3oBaBmImxcs
B Ilponecce nearenbHOCTH CCIBCKOTO  moCeneHus, ¢ penpio otbopa wux gng

AATBHEHILIET0 XpaHeHHs wuay YHUITOKEHHs. DKCepTH3a NeHHocTH JOKYMEHTOB
NPOBOIUTCS  €3KEeroHo.,

(mamee - DK). B dyukumn K Bxogur TaKxKe paccmorpenme CorliacoBaHue
HOMEHKIaTypbl 1e)1 4 onuceii nen, AIOKYMEHTOB IOCTOAHHOIO U BpeMeHHbIX (cBbImE 10
JIET) CPOKOB XpaHeHHs, B Tom 1HCIIE MO JUYHOMY coCTaBy, akToB o BBIIENICHHH K
YHUYTOXKEHHIO fen, He NOANIeKAMX  XpaHEeHUIO, 1 APYTHUX  aKTOB CenbCKOro
noceseHus.

I[To Pe3ylkTaram IKCIEPTU3bl LIEHHOCTH HOKYMEHTOB COCTaBIAOTCH OIIUCH nen
[NOCTOSIHHOTrO U BPEMEHHOI0 CPOKOB XPaHEHHUS U aKThl O BbIICJICHUH N1eJ1 U JOKYMEHTOB
AL YHUYTOMXKEHHUS,

8.5. CocraBienne u oopmiienne onuceii gen

8.5.1.0nuck Jena - APXHBHBI CIIPaBOYHHUK, COllepIKalIHii
CHCTEMAaTH3NPOBAHHBII MTepeyens CAMHHL XpaHEHHUs! M NPeTHA3HAYCHH B AT UX y4eTa
H PacKphITHs comepkanms.




8.5.2. Onucwu COCTABIAIOTCS OTAENBHO Ha gena MIOCTOSHHOIO XpaHeHus:; aena no
IHYHOMY cocTaBy; nena BPEMEHHOTO (cBbIme 10 JIET) cpoka XPaHeHHs; Ha neja
BpeMeHHoro (10 10 JICT) CpoKa XpaHeHus OIHCH HEe CoCTaBAsIOTCY,

COCTaBy [IpencrasnsgroTcs HE 1no3anee HeEM uepes 3 rogma mnocre 3aBEepLIEHHUs
ﬂeHOHPOHZSBO,I[CTBOM e,

8.5.5.0nucu nen [TOCTOSIHHOTO XpaHeHus u no IMTHOMY COCTaBy COCTaBNsOTCS
HE MeHee yem B 4-x SK3eMILIApax, OluH U3 KOTOPBIX OcTaercs B cenpekon nocejieHuuy,
TPH nepenaiores B Otaen no Aes1aM apxuBos MQ «Taxramyxkaiiciuii paiiony;

COCTaBlIeHHS onHceli nex MOCTOSHHOrO K A0JITOBPEMEHHOr0 cpoka XPaHeHHs 3a 3ToT
KE Tiepuox. VkasaHHBIE ommep M aKTBl paccMarpuBaroTcs ma 3acemanun DK
OLHOBpeMeHHO. Coracoannpe akTel ¢ DK u Ortmenom o AéjlaM apxuBoB MO
«Taxtamyxkaiickuii Paion», yTBepsk narores PYKOBOIUTE M.

OITHCsIM  fen1 B APXHUBHBIX K0p06KaX. anCM KaXXJ1oro nemna IPOHU3BOAHTCS
YTIOJITHOMOYEHHBIM pa6OTHI/IKOM oT OTBETCTBEHHOIrO Crienunanucra. B KOHIIE Ka)xaoro

IPOrpaMMHble cpencTBa 1 Gazy AAaHHBIX, comep:kaliue HH(pOpMaLHo o PerucTpauuu u
HCTIOJIHEHHHU NepenaBaeMpix JIOKYMEHTOB,




Gopmupyer Bece HUMEIOLIMEeCs 1OKYMEHTH! B Aena, obopmisier nena u nepenaer ux B
dPXHMB HE3aBUCHMO OT cpokoB Xpanenus. Ilepenada men ocywecrsisercs 0 OTHCSAM
AT i HOMEHKIIaType el

8.7. Yuuuroxkenye AOKYMEHTOB M J1€J1 ¢ HeTeKIuM Y CPOKaMH XpaHeHHs

8.7.1. VYuuuroxenue AIOKYMEHTOB M JIien, cpok XPAHCHHS KOTOPBIX HCTeK,
odopmIIsieTes akToM o BBIICTICHHH IOKYMEHTOB K YHHYTOXEHUIO AKTBI 0 BbIZeIeHHH K
YHUHUTOXKEHHIO [IOKYMEHTOB, He MOAJICHKALMX  XpaHEeHHTO paccMmarpuBaloTes Ha
34CCNAHMAX  SKCIIEPTHON  KOMHCCHH CCILCKOIO  MOCENEHHs, CONIACOBBIBAIOTCS C
Otmenom no penam apxnBoB MO «Taxramykaiickuii PaloH» W yTBepxmarorcs
PYKOBOIHUTENIEM CEIbCKOTO MoCe ey

8.7.3 YHuuTOo)eHME AOKYMEHTOB U /I JI0 yTRepsKAeHHs aKTa 3alperiaercs.

8.7.4. Tlocne YTBEPIKACHUS aKTa O BbIAENCHHH AOKYMEHTOB K YHHYTOXEHUIO
A€lla nepenaroTcs Ha nepepadborky (yrunusaumio) uan CIKHraroTcs.

9. OcobGennocrn PadoTLI ¢ 3aeKTpOHIBLIMY AOKYMEHTAMH

IHOCEJIeHUsI,

JokymenTeI, cosnapaempie B CCJILCKOM T10CEJIEHUHN U [IOCTynarollne B cenbckoe
[locenieHne Ha  GymakHoMm HOCHTeNe, BKIIOYalOTCs B CUCTEMY  3JIeKTPOHHOTrO
AOKYyMEHTOO0OpoTa Mocie CKaHUPOBAaHUST W BepubHKaLuy JIEKTPOHHOTO  06paza
AIOKYMCHTA  (IIOATBEPIKAEHHS  COOTBETCTRIS JICKTPOHHOrO  obpasza nokymenta
TNOMTTMHHHUKY (3aBepeHHOM KOMuK) CKaHMPYEMOro I0KyMeHTa).

Ipu npueme snexkTponnpix AOKYMCHTOB, 3aBEPEHHBIX 3/1€KTPOHHOI UHQpoBOHi
HIOAMHKCEIO, OCylecTBIseT s MIPOBEPKa  MOMTHHHOCTH  31EKTPOHHOI H(POBOi
MOAIHCH.

HocHTene He TpeGyercs.

Ha  o6pamenns rpak/iaH, MOCTYNHUBILIHE no  uHdOpMaLHOHHO-
TCJICKOMMYHMKaLIMOHHOM ceTH uepe3 opHUMANBHbI cafiT AAMHHHCTPALMHK palioHa Wiy
CCJIbCKOM IIOCENIEHHH B ceTH HHTeprer, B cootseteTBUYK C DejiepabHBIM 3aKOHOM OT 2
mas 2006 roma Ne 59-03 "Q HOpA/IKe  paccMOTpeHHs obparueHui rpaxkiaad B




Poccuiickoii (De,uepaunﬂ”, 3aABUTENIO JaeTcs TNCbMEHHBIN OTBer, HamnpaBisieMeIit o
TI04TOBOMY anpecy, YKa3aHHOMY B o0parienuy.

H 3alInThl HHDOpMaLHH,

Onpenensercs cocrap AOKYMCHTOB (HH(bOpmaruy), 3aMPCIICHHOM K Nepenaue yepes
BHELLIHKE MH(OPMaLIHOHHEe (KOMHBIOTepHLIe) CeTu:

- CBCICHHS, OTHeCeHHBble K KaTeropuu orpanuyennoro AoCTyna (comepsxamme
rocynapcreennyio TalHy H KOHd)HﬂeHunaany}o MH(OpMaLuio);

-OlHCaHKe TPOrPaMMHO-TEXHOMIOTHYe CKUX CpencTs HCTIOJIb30BaHUs
MH(OOPMALMOHHEIX pecypcos;

- HH(OpMmalus o NepcoHausx;
- [IPO€KTBI He YTBEPIK e HHEIX HOPMAaTHBHbIX TOKYMeHTOB,

HMcnonuennsie JIEKTPOHHBIE  TOKYMEHTB] CHCTEMATU3HpPYIOTCST B jema g
COOTBETCTBUU ¢ HOMCHKJIATYpol Jen cenbckoro fiocenenus. Ilpu cocrapnenuy
HOMEHKIIATYpel nen B 3aronopox Aena umu B rpade "Tpumeuanye" BKJIIOYaeTcs
yKazanue "Dnekrponnple AOKYMeHTB!"

Hanpuwmep:

AOKYMEHTOB,  yCTaHOBIEHHEIX 3AKOHONATeNIbHBIMH U HHBIMK HOPMAaTHUBHBIMH
NPaBoBbIMH  akTamu  Poccuiickoi Denepannu, THNOBBIMY W BEIOMCTBEHHBIMU

CEJIBLCKOM oceIeHu HpOFpaMMHO-TEXHH‘iGCKHX CPEACTB, a Takke B COOTBETCTBUH C
HOPMaTUBHBIMH H  MeTOoIuYyeCKUMU AOKYMEHTaMHu CDG,E[Cp&J'IBHOFO APXHBHOIO

l"J'IaBOf’i, YKazaHHBbIe SJIEKTPOHHBIE Aela (BHGKTPOHHBIB HOK}’MEHTBI) rnonnesxkar
YHHYTOKEHHUIO.

DNeKTpoHHBIe AOKYMEHTBI nepenarwTcs Ha APXHBHOE XpaHeHHe M0 omucsM o
odopmienrem axra fpHEMa- nepenay s1eKkTpoHHpIx AOKYMEHTOB Ha apXmBHOe
XpaHeHue,

9.2. Dnexkrponnas noYuTa opranusaunuu




MOXET ObIThb peannzopana MH(OpMannonHas TEXHOJIOTUS Ha3biBaeMmas SIEKTPOHHOI
nouron  (OII), FBIAIOWANACsS  cocTaBHol 1acTelO  cHcTempl SJI€KTPOHHOrO
AOKyMeHTo000poT] (AC]). DNeKTpoHHas noyra obecnieyupaer TpPaHCIOpTUpOBaHKe
AOKYMEHTHUPOBaHHOij HHpOpMarmu B SEKTPOHHO-LIMBPOBOif dopme (Dn]]) 8 npenenax
CCNIECKOTO TOCeseHns u 3a erg Mpenensl ¢ npyrumu OPTaHH3ALUAMH, B TOM uycie g
cucreme MOJIO ( MEKBEJIOMCTBEHHOIO 3JIEKTPOHHOIO AOKyMeHTO060pOT]).

9.3. Hoaroroska u OTHpaBka 10KymenTOB (couﬁlueuuii) KOHTpoAL 32
padoroii JIEKTPOHHON MOYTH]

TIOYTLI, B Teuenue paGoyero AHS TIpUHUMaeT AOKYMEHTEI, nanee o NyHKTY 7.2.
Huctpykumnum no ACTIONPOU3BOLCTRY.

PermamMmeHTamu Hopsiake.

[naBnbIii CIIeLHAIHCT,
YHOPABISAIOUWNN nenamu
A e AT SPT
OtBercTBenHas 3a apXuB L rree Xatut H.W,

Cornacosano
Ipotokon DK
AAMHHHCTpauu MO

«Crapo6keroxaiickoe CCJIBCKOE MoceNneHue))
or 97 QRB.1X 0
i il

Moo

1IDOTC \
Ynpasnenus no denam apxueos PA |
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CIIMCOK

MPHIOKEHHIH K HHCTPYKIHY 1o ACJIONPOU3BOICTRY

AAMUHUCTpauun MO «Crapobikerokaiickoe CCIBCKOE NoceneHuey

1 [ Ipuioxenus No| Obpasen opopmiteHus IIPOTOKOJIa
2 [Ipunosxenue No2 Obpasen odopmerus pewenus Cogera
OBpaserr odbopmirenus TIOCTaHOBIIEHHUS 1O
3 [punoxenne No3 s HU (op S
OCHOBHO#H JesiTeTbHOCTH
Opasen ohopmenus aCIIOPSIKEHUS 11O
4 [ Ipunoxenue Nog O6p 4 Bop p Lt
OCHOBHOH JiesiTeNnbHOCTH
O6pazeu opopmienns ACTIOPsKeHUs 110
5 Ipunoxenue Nos pasell ohop P p
JITTHOMY COCTaBy
6 [Ipunoxkenue No6 Obpasern OopmIeHus KPaTKoro nporokosna
7 [punoxenne No7 Obpasen opopmienus HOMEHKIIaTypEI je
8 Ipunoxenne Nog Ob6pasen odopmiIenns: 06moxky Jien
9 [ puioskenue No9 O6pasen odopmitenns nucra 3aBepuTes
Obpasen opopmennsg BHYTpPEHHel omucy
10 Ipunoxenne No]( PRASIL Bipap YP
JOKYMEHTOB feja
Obpasen odopmrenns OTIHCH J1en
11 Ilpunoxenne Noj | pasen ogop .
MOCTOAAHHOIO XpaHeHus
Obpazen odopmenus OIMCH J1e]1 Mo
12 Ilpunoxkenue No|2 paseL ogop #
JIHYHOMY COCTaBy
Obpasen odhopmienns aKTa O BBIEJICHUY K
13 Ipunoxenue Nol3 YHHUTOKEHUIO TOKYMEHTOR ¢ UCTEKIIUM
CPOKOM XpaHeHHs
14 Ipunoxenne Nol4 Bun sxypuana PErucTpanuu Beigayy CIIPaBOK
Bun sypuana peruerpa HH BBIIa4U BBIMTHCOK
15 [Ipunoxkenue Nol5 A . ke i
H3 HOXO3HHCTB€HHI:IX KHHUr
Bun xypuana perucr aluu odpamienuii
16 [punoxenue Nel6 D p R paln
rpax/ian
17 [punoxenue No|7 Bun xypuana PETUCTPALINHK TOCTaHOB e HNi]
18 [lpunokenne Nol8 Bua sxyprana PETHCTpaLuK pacniopsikenuii
19 [ Ipuitoskerne Nol9 Bun sxypuana PErMCTpannu penrennii Coperg
Bun sxypuana perucr alluy BXOHsLIIe]
20 [punoxenue No20 SN p o i
KOppecnoHaeHun
Bun sxyphana perucr ALMH UCXOIs1ei
21 [punoxkenne No21 4 HYR P £ i
KoppecnosaeHuy
Bun sxxypuana PEerucTpanuu Beimayy
22 [punoxenue No23 APXHBHBIX JIOKYMEHTOB Ha BpeMeHHOe
XpaHeHue




Ipunoxenue Ne 1

IMPOTOKOUI
JACENAHNS IKCNePTHOI KoMHCCHy
aaTa Ne
HpeﬂceﬂaTenBCTBymmuﬁ ~HOJDKHOCTB, Damunusg .0,
Cekperapp — AOJDKHOCTE ,\Pamunusg 1.0,

IpucyrerBosaau: 12] 4€II0BEK (CIIUCOoK Npuaraercs).

IHHOBECTKA JIHS:

1. O BHecenuu usmenenyi H JIONOJIHEHUH B NOM0KeHne
Hoknanpisaer ®amunus U.0.

1. CJIVILIAJIU:

N.0. ®amuaus HAHMEHOBaHHe J0/KHOCTH — KpaTKast 3anuch BbICTymienus,
—_— T JININ,

BBICTYIINJIN;

H.0. damunus, HaHMCHOBaHKe TOKHOCTH, KpaTkas 3anuck BBICTYMTeHuS,

PELINJIN:

Y1Bepauts npoexr pelieHus.

I'OJIOCOBAJIM:

3a , IPOTHUB , BO3niepkancs
l’[penceﬂaTenbcmy}omm‘ff - M0 . Dasiiams
JOJKHOCTD

Cekperaps N.0.®amunus

OGpasen odopmaenns NpoOTOKO/1A




IIpunoxenne Ne2

Pewenne

« 06 » anpens 2017 r. Ne 27 ayn Crapobkerokaii

Obpasen opopmaenus pewenusi CoBera




lpnaoxenneNe3

[IOCTAHOBJIEHUE

« 06 » ampens 2017 r, Ne 27 ayn Taxramykait

O 3allpeTe KynaHus U HCIIOJIB30BaHU A MaJIOMEpPHBIX CYI0B,
BOAHBIX MOTOLIMKJIOB H APYTUX TeXHHUYECKHUX CPEICTB Ha BOJAHBIX o0beKTax

MYHHLHTIANEHOrO oOpasoBanust « TaxTaMykaiickoe celbekoe noceIeHue»

OGpasen odpopmaenus no ocuosnoii AeSITeIbHOCTH MOCTAHOBJIEH HSI




HpunoxenneNod

PACHIOPSI'KEHUE

« 10» sHBaps 2017 . No3 ayn Taxramykait

O HasHauenuy OTBETCTBEHHBIX JIUIl IPH 0OMeHe JIEKTPOHHBIMH JIOKYMEHTAMH
¢ YOK no Pecniy6nuku Aapires (Anbires)

O6paszen opopmaenns PACHOPSIZKEeNHst 0 0CHOBHOIT AesiTeIbHOCTY




Ipunoxenne No 5

PACITIOPSI)KEHUE

12.01.2017r. Ne 5/1-n ayn Taxramykaii
O npunaTHYH Ha pabory

3aMECTUTEIS! [TIaBh] AIMUHHUCTpaLUH
MO «Taxramyxaiickoe CCJIbCKOE NoceneHue)

O6pasen opopmaenns PACTIOPsIZReHUsI 0 JTnYHOMY cocraBy




Mpuinoxenne Ne 6

INPOTOKOJI
3aCC/laHuMs IKCIePTHOM KOMHUCCHY AIMHHUCTpALINK MoCcenenus

Ne
(mara)

a. Crapotskerokaii

Ilpencenarens — HaMMeHOBaHMe nomkHOCTH .0, Damunus
Cexperapp — HaUMEHOBaHuWe 1omKkHOCTH U.O). Damuns

IpucyrersoBany:

Haumenopanye HOJIKHOCTH N.0. ®amunus
Haumenoganye JOJIKHOCTH N.0O. ®amunus
Haumenosanye JOJIKHOCTH N.O. Oamunusy

IIOBECTKA JIHS:

L. ©) PACCMOTPEHNH aKTa O BbIjeneHuy YHHUTOXKEHHIO NIOKyMEHTOB, He MOJUIe KAl X
XpaHeHuto, 3a 2004 roy.

Jloknan BEAYLIETO crienunanucTa otnena . Oamvunus U.0,

1. CIIVILIAJIU:
@amunus U.O. — B axr O BBUICNICHHH K YHHYTOKCHHUIO JOKYMEHTOB, He
MOAJIeIKALLIMX XPaHCHHIO, BKIIIOYEHB] AOKYMEHTEI oTzena ... 3a 2004 rof, a Takxe

YTPaTHBLIME IPAKTHYECKOE 3HAYCHMe Oyxrairepckue AOKYMEHTBI, CPOK XpaHeHus
KOTOpEIX HeTek K 1 stBapst 2010 roza.

ITOCTAHOBUJIU:

I.1. Cornacosars axr o BBIICJICHUH K YHHYTOXKECHHIO ... 1 [IPEICTAaBHUTE €ro Ha
YTBEPXKACHHE HAYaIbHUKY YTPaBJICHUS IEIOMPOU3BOICTRA | apxusa ... .

1.2. VYnpapneumio ... OPraHu30BaTh mnepexayy AOKYMEHTOB, OTOOPaHHBIX K
YHUUTOXEHHIO, Ha NepepadoTKy B CTOPOHHIOI0 OPraHU3alHMI0 B MECAYHBIL CPOK.

[Ipencenarens

N.0. ©amunusg




iHOIIHHCb;

Cexkperaps H.0. ®amunusg

(moarmuce)

Obpasen oopmaenus kparkoro n pPoTOKO/A




lpuiaoxenne Ne 7

AnMuHECTpauus MO

«Crapobxkerokajickoe CCJIBCKOE MocelieHuey

HOMEHKJIATYPA JEJI [naga
N.0. ®amunus
« » 20
Ha roJ
Cpox
Kon-o
Unekc XpaHeHus u No
3aronosox nena nen [Tpumeyanue
aena CTaTbH I10
NIEPEeYHIO
1 2 3 4 5
01. Opranusaunonnas JAESITeIbHOCTE
01-01
02. Kazposoe o6ecneyene
02-01
03. Byxrantepckuii y4yer
03-01

04. JlokymenTammontoe obecrevenue ynpasnenus u OpraHu3alus Be1OMCTBEHHOrO
XPaHEHHs JOKYMEHTOB

04-01

Haumenosanue nomxnocrn
PykoBoaurens, ciyx6s1 JIOY
OpraHu3aiuu [Moamnuce Pacumdposka noanucu

Busa pykosoauresns
(1IM1a, OTBeTCTBEHHOTO 33 apXuB)

Cormacosano Cornacosano
Iporoxon DK cenbekoro NOCeJIeHHs [Iporokon DK APXMBHOIO yYpEesKIeHHS
oT Ne oT No

Obpasen HOMEHKIATYPbI el




Ipononkenne Npuaoxkenus No7
Hrorosas sanucs o KaTeropusix u konuuecrge aen,

3aBEIEHHBIX B rooy

B TOM 4Kce

ITo cpokam Beero NePEeXOIAINX
XpaHeHHs|

C oT™MeTKo# D[IK

[locTostHHOrO

BpemerHoro (cpiure 10 ner)

Bpemennoro (10 10 ner
BKITIOUHTEIIbHO)

UTOrO:

Haumenosanpe JAOJDKHOCTH
PYKOBOLUTEISE Cl1ysk6pI i(0)% [oanuce Paciiposka [oAmucH

ara

I/ITOFOBBIE CBEIeHUs HHE€penaHk B 4pXUB,

Hanmenosanye AO/KHOCTH NHLa,
lIepenaBuiero ceenenus [oanuce Pacumdporka noxmucy

Hara




Hpunoxkenne No 8

(HauMeHoBaHue rocyaaperesennoro (MyHHl.IliﬂaJ]bHOFO) apxuBa)

(HanMenoBanue OpraHusaummn)

(HanmeHoBanne CTPYKTYpHOro noapasaenenns)

AEJO N TOMN

(3arosoBok nena)

(Kpaiinue 0aThbi)

Ha

JIHCTax
—_—

Xpaunts
o= N

Obpasen oopmtenus 0610k Jena




Ipunoxenne Ne 9

JINC T-3ABEPUTEJIB HEJIA N

B nene nopmmto H [IPOHYMepoBaHo JINCTOB
(unpamu u NPOMHChIO)

¢N no N ,» B TOM 4HcjIe:

JTHTEPHBIE HOMEpa TUCTOR

[IponyiieHHple HOMepa nHCTOB

* JINCTOB BHYTpeHHeit OITHCH

Ocob6enHocty }H3HYeCcKOro cocTosHMS H popMHUpoBaHs Homepa nucron
Jena

1 2

Haumenosaune JAOKHOCTH
padoTHHKa [Noanuce Pacumgposka nogmucy

[ara

O6paseu oopmitenns JINCTA 3aBepHuTeIsI




Hpunoxenne Ne 10

BHYTPEHHSIs OIINCH
HAOKYMEHTOR Aena No,
. Homepa
No Pemcrpauuouubm JHara P [pume-
BHFOJIOBOK JOKYMeHTa JIUCTOB
n/m HHIOEKC AOKYMeHTa JOKYMeHTa g JaHue
Jdesia
Hroro AOKYMEHTOB.
(undpamu u MPONHCHIO)
Konwyectso nncrop BHYTPEHHEH onucy
(undpamu u NPONHCkio)
HaHMEHOBaHHe HOIDKHOCTH JIHhLa,
COCTaBHUBIlIero BHYTpPeHHIO OIIHCh
,I[OK}/MEHTOB Aena [IOAMNHCeE PaCI_LII/I(prBKa [moarnucu

Jara

Obpasen BHYTpeHHel onucy



punoxenne Ne 11

Hanmenosanpe OpraHusanmy YTBEPXIAIO

@oup N PykoBonurens OpraHu3anuy
[loanuce Pacumudposka

OITUCH N

ACJI IOCTOSIHHOTO XpaHeHus Jara

3a ron

N /i Hupeke nena 3aronosoxk
nena
|

B nannpiii Pasnen onucu Bueceno nel,
(unpamu u NPOMHCKI0)

¢ N nmo N » B TOM
.
YUCTIE;

JHTEPHBIE HOMepa:

HponylueHHsle HoMepa:

Haumenoganye HOIKHOCTH
COCTaBuTeNs onmucy [oxnuce Pacumnposka nogmucy

Haumenopanye JOJIKHOCTH
PYKOBOAMTENS apxuBa

(JiMua, orBeteTBeHHOM 3a apxuB) Iloamuce Pactmdporka noxmucy
COI'NTACOBAHO YTBEPKJIEHO
[Iporokon [[DK (OK) opranuzaruu [Iporokon IIIK APXHBHOTO yuYpex neHus
or N oT N

S

Obpasen oopmenns ONHCH el MOCTOSIHHOTO XpaHeHus




Hpunoikenne Ne 12

Haumenoanpe OpraHu3anuu YTBEPXJIAIO

Doug N Pykosoaurens OpraHu3aLuu

[oamuce Paciidposka

OITNCE N

A€J1 10 THYHOMY cocraBy ata

3a roa

N Huneke |3aronosox Kpaiinue Cpok Koaunvecrso ITpumeya

n/m Aejia AeJia AAThI XpaHeHus JHCTOB HHe
L "9 3 4 5 6 7
Hasgan

He pa3nea

B HaHHBIA pasaen onucu BHECEHO AeI1,
(uucppamu NpONKChIO)

¢cN no N » B TOM YyucJe:
e o s> IR S

THTEPHbIE HOMepa:

[IponynieHubIe Homepa:

HaHMeHOBaHHG AOIKHOCTH

COCTaBHTEISI OTUCH JInunas nogmucy 1.0. ®amunug
Hara
COI'TTACOBAHO YTBEPXJIEHO
IIporokon K cenpekoro noceeH s I[1poroxon AIIK Ynpasnenus
oT No 110 nesnam apxuBoB PA
== RO S| 3

oT No

Obpasen odopmaenus onucn ges 110 InaHOMY cocTaBy




Hpunoxenue Ne 13

Haumenosanpye OpraHusanuy YTBEPXJIAIO

AKT PykoBoaurens OpranM3anuu

N

HOANHUCH Pacumdposka
(mecTo CocTaBneHus) noanucu

O BBIICICHHH K YHUYTOMe HHO Jara
AOKYMEHTOB, He momneskanx
XPaHEeHHIO

Ha ocHosanuy
(Ha3BaHHE‘ H BbIXOOHBIe AaHHbIe Hepe‘{Hﬂ .ﬂOKyMeHTOB ¢ }’KEBE]HHCM CpOKOB HX XpaHeHHH)

0T06pam>1 K YHHYTOKEHHIO KakKk He HMeErnme HaquO-HCToquecKoﬁ LOEHHOCTH u YTparugmue

IpaKTHYeCcKoe 3HauYeHue JOKYMEHTBI ¢honma
No
(Ha3BaHne (onaa)

N |3aronosox | 0/1BI Homep |Ungeke nena o | Kom- | Cpoku I‘Ipnmeqamia
n/n |nena OIHCH | HOMEHKIaType HECTBO |XpaHeHus

(rpynnogoii H N nena no |pes aena u

3aroJI0BoOK OITHCH HOMepa

Zena) cTartei no

EPEYHIO

1 2 3 - 3 6 7 8

Hroro nen, 3a TOIBI
BT menrn e o I S NS P —_—
(undpamu u MPOMHCHIO)

Onucn nen mocrosanoro XpaHeHHs 3a T'OIBI yTBepxaensr IIK
A —— .
Ynpasnenus no nenam ApXuBOB Pecny6inmku A npires (poToKkos oT Ne )

Haumenopanue AO/KHOCTH paboTHHKA,
OTBETCTBEHHOIO 3a apXHB Jlu4Has noamuce 1.0. ®amunus
Mata

COITTACOBAHO
Hpotokon K cenbekoro NOCeIeHus
0T N

Obpaszen opopmiienns akra o BBICJICHHH K YHHYTOKeH




pononskenne NpHIoKeHus: Nel13

HoxymenTe g KOJIHYyecTRe €I.Xp.,
(unpamu u NPONUCHID)

- Ha 6)/Ma}KHOM HOCHTeNe BeCcom KT C1aHBI Ha
yHH‘-ITO}KEHHe;

- Ha SIEKTPOHHOM HOCHTEe e CIaHEBI Ha

YHHYTONKEHHe e s
(croco6 YHHHTOKEHHs )

Hanmenosanue AODKHOCTH paboTHHKA _
Annapara, ¢camero JIOKYMEHTBI JInunas nogmucs, N.0. ®amunus

H3M€HEHHH B Y4YeTHEIe OOKYMEHTEI BHECEHBI,

Haumenopanne AOTKHOCTH paboTHUKA
apXHBa, BHeCIIEero

H3MCHEHHS B yYeTHple JOKYMEHTEI JImunas noanucs N.0. ®amuug

[ata




Hpuaoxenne No 14

Kypuan PCrHCTpauun Beigayy cnpaBok

Peida ara ®UO, anpec [KPaTKOE Mecto pacnucka B
OOpauenus ' CollepkaHue PCIOCTABNCHHS [0y yenny

Hpunoxenne Ne 15

~

K H3 nOX03s1iicTBeHHBIX KHHI

inara HCX. No, nara
Per.No 5
obparenus DHO, azpec e PACIHCKA B NOMyYerny
I J 2 3 4 5 , 6
i ‘ I | I
A il ;| ‘.‘ I\_‘ |

Mpunokenne Ne 16
Kypuan PETHCTPauKu 06pamenuii rpa;kaaun

nata
Per. No DUO, anpec, Teneoyy  [KOTHYECTBO HCTOR
nocTymniaenus
I 2 3 4
KpaTKkoe conepskane T s e Ml ara, uex.
obpalienus P s No oTBeTa
5 6 L 8

Ipunoxenne Ne 17
Kypuan PErHCTPpAUMM NOCTAHOB/IeH Ui

Per. No e

Kto
KpaTkoe coneprkaHue
PerucTpanuu

[TOATOTOBMII

KEM MOAMHCAHO

Ipuaosxkenne No 18
AKypuan PETHCTpaunu pacnopsikenuii




{; 1ara Kto
er. Ne Kparkoe coaepsxkanpe KEeM MOoAn1cano
perucrpammu MOArOTOBHIT
1 3 4 5
Ipuioxenue Ne 19
Kypunan PerucTpaunn pewennii Copera
ata H  MecTo
[Topsinkos Howme
S v p Hanmenosarne  [Ken obHaponoa-
bIiT No nata  npotokosa : Hcnonnurens
pelienus [OIIHCAHO
PereHus 3aceaanus HHs
1 2 3 - 5 6 7
Ipunoxenne Ne 20
Kypunan PErHCTpauuH BXoasiiei KoppecnouaeHunu
BUJI
NOCTyMIeH s
(Hapoun aBTO Ne, nara Kl
i oy K : HT c;;\ilmema W i
i, s OKYM d 4%
MOCTYIICHHS. [moYTOj, ; JIOKyMe 10K S
3J1/TIOYTOHH,
(hakc)
1 2 3 - 5 6
paciucka B [orMeTka 06
€H JOKYMeHT
pesoimonus, KOMYy HalpaBieH 1 Y NOJYYeHHUH [HCTIOTHEHUU
7 8 9




Mpunoxenne No 21
Kypnan PerHCTpauun uexoasimei KOppecnonaenunu

BHJI
1aTa KpaTkoe CCBLIKA Ha
Per. No Alpecar p HCIIOTHHUTE IR

IOKYMEHTA CoepiKaHue

No, nary OTIIp.

1 2 3 4 5 6 7
Hpuioxenne No22
Kypnaa PETHCTPALUMH BbIAaYM apXHBHLIX AOKYMEHTOB Ha BpemMeHHoe
MOJIbL30BaHue

Konuuectpo BbIAHHBIX

Damunus, Umg, Otyectro M
nen Ha3ssauwe opranusanmii
XpaHeHus
I 2 3 4
Pacnincka Pacnucka Hata [pumeuanmue
B B
[Monyuenun Bozgpare
5 6 7 8




