AIMUHUCTPALYS TOPOICKOI'O OKPYTA
TOPOJ MUXAMJIOBKA
BOJIT'OI'PAJICKO# OBJACTH

IHOCTAHOBJIEHHUE

ot 27 ssuBaps 2021 r. Ne 153

O BHECEHUU W3MEHEHHI B TIOCTAHOBJICHUE aIMUHUCTPAlUU
rOpoJICKOro okpyra ropoa Muxaitnoka Bosrorpasckoit o6aactu
ot 30 urosst 2015 1. Ne 2130 «O6 yTBepx’aeHnn MHCTpyKIIMH 11O
JEJIONPOU3BOACTBY B IMUHUCTPALIUU F'OPOJICKOIO OKPYyTa
ropoa MuxaiinoBka Boirorpaackoit ooiacti

AIMUHHCTpanus TOPOJICKOTO OKpyra ropoJ MuxainoBka

Bosnrorpasackoit 001acTH TOCTAaHOBI A € Tt
1. BHecTu B MOCTAaHOBJICHUE AJIMUHUCTPAIIMU TOPOJICKOTO OKpyra ropo

MuxaiinoBka Bonrorpanckoit o6mactu ot 30 wmroms 2015 r. Ne 2130 «O6
yTBEpPXKACHUU WMHCTpyKIIMM 1O JEJIONPOM3BOACTBY B  AJIMUHHUCTpPAIUU
TOpOJCKOro OKpyra ropon MuxainoBka Bonarorpaackoir — oOmacti»
CIIEAYIOIINE U3MECHEHUS:

- U3JI0KUTh HMHCTPYKUMIO MO JEJIONPOU3BOJICTBY B aJIMUHUCTpPAIUU
TrOpOJICKOT0 OKpyra ropoa Muxaitnopka Bosrorpaackoit o61acT B peakiiuu
COTJIACHO MPUJIOKEHUIO K HACTOSIEMY TTOCTAaHOBJIEHUIO.

2. Hacrosiee MMOCTAaHOBJICHUE MTOJIJIEKUT opUIHATBHOMY
onyOJIMKOBAHUIO.

3. KoHTposib UCMOJTHEHUS HACTOSIIEIO MOCTAHOBJICHUS BO3JIOXKHUThH Ha
YOPABJISIIONIETO JleJJaMd — HayajbHUKAa oOTAe’da 10 HWH(OPMAIMOHHO-

aHAJIUTHYECKOM padoTe M CBA3SIM C OOIIECTBEHHOCTHIO AJMUHUCTpAIIU
ropoJIckoro  okpyra ropoj  MuxaiinoBka Bosrorpaackoit — obGnactu
E.N.AGononuHy.

Bp.un.o. rmaBel ropoACKOro okpyra JI.B.I'opauenko



YTBEPX/IEHA
IMOCTaHOBJICHUEM
aMUHUCTPALIMU TOPOJICKOTO
OoKpyra ropoa MuxainoBka

Bonrorpanckoii o6actu
ot 27 auBaps 2021 r. Ne 153

NHCTPYKIUA
110 J1eJIONPOU3BOACTBY B aIMMHHCTPALMH
TOPOJACKOro oKkpyra ropox MuxaijoBka
Bouarorpaackoii o61actu

. O01ue mos10xKeHus

1. MHCTpYyKIMS MO A€IONPOU3BOACTBY B aAMUHUCTPALIMU TOPOACKOIO OKpyra ropoj
MuxaiinoBka Boinrorpaackoit obnactu (nanee umenyercs — MHCTpykuums) pa3padaTbiBaeTcs
B IEISIX YCTAHOBJICHHUS E€IUHBIX TPeOOBaHWN K MOJATOTOBKE, O0OpabOTKE, XPaHEHUIO U
HCIOJIb30BAHUI0 O0OPA3yIOIUXCSl B JEATEJBHOCTH aJAMMHHUCTpAMM TOPOACKOTO OKpyTra
ropoa MuxaitnoBka JOKyMEHTOB, COBEPIIEHCTBOBAHUS JEJIONPOU3BOICTBA aIMUHUCTPALIUU
TOPOACKOT0 OKpyTra ropoJi MuxaiiyioBKa 1 MOBBIIIEHHS €ro 3P PEeKTHBHOCTH.

2. IIpaBoBbIM OCHOBaHHEM Uil pa3paOOTKu MHCTPYKIUM SBIISAIOTCS HOPMaTHUBHBIE
npaBoBble akThl Poccuiickoit @eneparnuu u Bonrorpanckoit obnactu B chepe uHPpopMaIum,
JIOKYMEHTAIlMU 1 apXUBHOTI'O JIeJa.

3. Tlonmoxxenuss MHCTpYKIIMU pacmpoOCTpaHSIOTCS Ha OpraHu3aluio padoThl ¢
JOKYMEHTaMHU HE3aBUCHUMO OT BUJa HOCUTEJIS, B TOM YHUCIIE C DJIEKTPOHHBIMU JTIOKYMEHTaMH,
BKJIIOYasl [TOJITOTOBKY, 00pabOTKy, XpaHEHUE U UCTIOIb30BAHUE IOKYMEHTOB.

4. Tlonoxxenne WMHCTPpYKIIMM HE pacmpoCTpaHSAETCS Ha OpPraHU3aIuio pabOTHI C
JOKYMEHTaMHU, COACPKAIIUMHU CBEICHMSI, COCTABIIAIOIINE TOCYJaPCTBEHHYIO TallHY.

OcobenHoctH paboThI c JIOKYMEHTaMHU, coJIepKaIIuMu CBEJICHUS
KOH(HIEHIIMATIBHOTO XapakTepa (CBEACHUS O MEepPCOHATIBHBIX JIaHHBIX TI'pakJaHMHA,
CBEJICHUS, COCTAaBIIIONIME CIyKEOHYIO TaifHy), MOTYT peryJupoBaThCs CIElHaTbHBIMU
MIPaBOBBIMU aKTaMHU.

5. OpraHuzanuoo, BEIEHHWE U COBEPIICHCTBOBAHUE EIMHOTO JAEJIONPOU3BOJCTBA,
KOHTPOJb HaJ COOJIOJEHHUEM YCTAHOBJIEHHOIO TOpsAKa paboThl € JIOKYMEHTaMH B
CTPYKTYPHBIX OTJeNax aJMHUHHUCTpAIMM TOPOACKOro OKpyra ropoj MuxaiinoBka (nanee
UMEHYIOTCSI — CTPYKTypHbIE OTJAEIbl aJMHUHUCTpAllMM) OCYIIECTBJISET OTIEN IO
MH(OPMAIMOHHO-aHAIUTHYECKOM paboTe M CBS3sIM ¢ OOIIECTBEHHOCTHbIO aIMHUHHUCTPALUU
TOPOJICKOTO OKpyra ropox MuxannoBka.

6. HenocpencTBeHHOE BelEHUE JIEIONPOU3BOJCTBA B CTPYKTYPHBIX OTAENIaX
aJIMMHHUCTpAllMM  OCYLIECTBIIETCS  CHEIHAJMCTOM,  COBMEUIAIOUIUM  BBINOJIHEHUE
JIeJIONPOU3BOJICTBEHHBIX 00SI3aHHOCTEN C IPYTUMH JIOJKHOCTHBIMH 00sI3aHHOCTSIMU.

7. PabOTHMKM aJMHUHHUCTpPAIlUM TOPOJCKOTO OKpyra Tropoja MuxaiiaoBka HeCyT
MEPCOHANBbHYIO OTBETCTBEHHOCTH 3a HecoOutoieHne TpedboBanuii UHCTpyKUIuu.

8. IIpu yTpaTe JOKYMEHTOB POBOAUTCS CIy>KeOHasi MPOBEpKa.

9. BHOBb NpHUHSATHIE pAOOTHUKH JIOJKHBI OBITH 03HAKOMJIEHBI CBOUM PYKOBOJUTENIEM
C HACTOSALLIEW HHCTPYKLIHUEH.



1. Co3nanue 10KyMEHTOB B aIMUHUCTPALMH IOPOACKOr0
oKkpyra ropoa MuxaiijioBka

1. BiaHku 10KyMeHTOB

1.1. brnanku [IOKyMEHTOB H3TOTABIMBAIOTCS Ha CTAHJAPTHBIX JUCTax Oymaru
dopmata A4 (210 x 297 mwmmummerpo), A5 (148 x 210 MWUIMMETPOB), UMEIOT
YCTaHOBJICHHBIN COCTaB 0053aTEIbHBIX PEKBU3UTOB U MOPSIOK UX PACTIONOKECHHUS.

1.2. branku JOKYMEHTOB pa3padaThIBalOTCS Ha OCHOBE YIJIOBOTO MJIHM MPOAOIBHOTO
BapHaHTa pACIOJIOKEHHsS] PEKBU3UTOB: TPU YIJIOBOM BapHaHTE PEKBU3UTHI OiiaHKa
pacroyiaratloTcsi B BEpXHEM JIEBOM YIJIy, NPU MPOJOJIBLHOM — IOCEpPEIUHE JHCTa BIOJb
BEPXHETO MOJIA.

B agmuHHCTpammu TropoJCKOro OKpyra Topoa MuXailJloBKa HCIOIb3YIOTCS
clieyrolre BUIbI OJaHKOB ¢ H300pakeHneM repOa ropoJCKOro okpyra ropoa MuxaiinoBka
(manee UMeHyIOTCSl — repOOBBIC OJIAHKH):

0JIaHK ITOCTAHOBJICHUS aIMUHUCTPALINN TOPOJCKOTO OKpyTa Topo] MuxaiioBka,

OJlaHK pacmopsHKEHUs aIMUHUCTPAIIUU TOPOACKOTO OKpyra ropoa MuxaiinoBka;

0JIaHK MUChMa aJIMHHUCTPAIMHA TOPOJCKOTO OKpyra ropoa MuxXaiioBKa ¢ YTrIIOBBIM
PacroIoKEeHUEM PEKBU3UTOB;

OJIaHKH CTPYKTYPHBIX TOJpPA3JCICHUI aJIMUHUCTPAIIMA TOPOJICKOTO OKpPYyra TOpoj
MuxaiioBKa C YrJIOBBIM WJIH MPOJIOJILHBIM PACIION0KEHUEM PEKBU3UTOB.

OO0pa3ipl BIMIETIEPEYNCICHHBIX OJIAHKOB MTPUBEICHBI B MPUIOKCHHH 1.

2. OdopmiieHue peKBH3UTOB JOKYMEHTOB

2.1. JInst MOATOTOBKU JTOKYMEHTOB MPUMEHSETCS TEKCTOBBIM pelakTop (Hampumep,
Word for Windows Bepcuu 6.0 u Bbitie).

2.2. B agMMHMCTpalMy TOPOJACKOTO OKpyra ropoja MuxaiiaoBKa yCTaHaBIIMBAIOTCS
CIIEyIOIINE pa3Mephl MOJei Ha JOKYMEHTE:

2,75 cM — 1eBoe;

2,25 cm — mipaBoe;

2 cM — BEpXHEE;

2cM — HUJKHEE.

2.3. Ucnonb3yemsrit mpudt — Times New Roman, pasmeps! mpudTa - ot 12 1o 14,
HCIIOJIB3YEMBIN MEKCTPOYHBIA NHTEPBAI — OT OJAMHAPHOTO 0 JBONHOIO.

2.4. JlokyMEHTBI, CO3JaBacMble B aJMUHHUCTPALlUd TOPOJCKOrO OKpyra TroOpoj
MuxainoBka, UMEIOT CIEAYIOIINM COCTaB PEKBU3UTOB:

I'ep6 ropoackoro oxpyra ropoa MuxailioBka — momemiaercss Ha OJaHKax
JOKYMEHTOB B COOTBETCTBHHM C pemieHneM Muxaiinosckoi ropoackoit Jlymsr ot 29.10.2009
r. Ne 449 (pen. ot 28.12.2009r.) «Ilonoxenue o repde u ¢uiare TopoJCKOro OKpyra ropo
MuxaiinoBka Bonrorpanckoit o6mactiny;

HaumeHoBaHue oOpraHa  MeCcTHOIO  caMOYNpaBJieHHUS, HaMMEHOBaHHUe
CTPYKTYPHOIO OTAeJa AJIMHHHCTPALMH TOPOACKOr0 OKpyra — aJIMUHUCTpaLus
TOPOJICKOTO OKpyra Tropoa MuxaitnoBka, Boarorpajackoit o06iacTd, HaMMEHOBaHHE Ha
CTPYKTYPHBIX OTJeNax aJMUHUCTpPAllMd Ha COOTBETCTBYIOIIMX OJIaHKaX YKa3bIBaeTcs B
COOTBETCTBUH C YTBEPKIACHHON CTPYKTYpPOI aIMUHUCTPALIUU TOPOACKOTO OKPYTa;

CnpaBoyHble JaHHbIE — BKIIIOYAIOT B ce0si: TOYTOBBIN ajpec, HoMep TenedoHa,
¢akca, opUIMaTBbHBIN afpec MEKTPOHHOM MouThl, kKoJ opranu3zanuu no OKIIO, OI'PH,
WNHH/KII,
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HaumeHoBaHue BHa JOKYMEHTA — [IOCTaHOBJICHHE, paclopsbKeHHe, MPOTOKOM,
akT. HanMeHoBaHuE BU/1a JOKYMEHTA HE YKa3bIBa€TCs B IIMCbMaXx;

Jlata 1oKyMeHTa — J1aTa ero nojmnucanus (oCTaHOBJICHHE, PACTIOPSIKEHUE, TUCHMO,
ciy)keOHasi 3alucKa, aKT), YTBEP)KIEHUS (MHCTPYKLMS, IOJOXKEHHE, PErjaMeHT, IUIaH,
OTYET), JaTa COOBITHSA, 3aUKCUPOBAHHOTO B JIOKyMeHTE (MpoTokou). Jlara moKymeHTa
MOKET 0OPMIIATBCS IBYMsI CIIOCOOAMU:

ppoBBIM — apadbckumu nudpamu, Haripumep: 01.01.2021;

cioBecHo-1uppoBbIM, Hanpumep: 01 saBaps 2021 r.;

PerncrpannoHHblii HOMep [OKyMeHTa — IIPOCTaBISETCS B COOTBETCTBUU C
CUCTEMON pPETrUCTpalliyd pPa3jiNYHbIX BHJIOB JOKYMEHTOB, MPUHATOM B aJMHUHUCTPALUU
rOpPOJICKOTO OKpyra. PerucrpanmoHHbII HOMEp IPUCBAaMBAETCS JOKYMEHTY IIOCIE €ro
MO/ANUCAHUS.

AzpecaT — OpraHbl BJIAaCTH, OPraHU3allMd, JOJDKHOCTHBIE JHIA, CTPYKTYypHbIE
otnensl, rpaxzaane. llpu aapecoBaHuM JOKYMEHTa JIOJDKHOCTHOMY JIMIY WHHIIAAJIBI
cTaBsiTCs nepea (pamunuei, npu aipecoBaHUU YaCTHOMY JIHMILY — IOCJe (haMUITHH.

[Tpu agpecoBaHUM JTOKyMEHTa B OpPraHbl FOCYJapCTBEHHOH BJIACTH, HOPUIUYECKUM
munaMm  (0e3 ykazaHus JIOJDKHOCTHOTO JIMIA) HaWMEHOBAHHS aJapecaroB MHIIYTCS B
MMEHUTEJIBHOM MaJIexke, HallpuMep:

AoMUHUCTPaLMA
BonrorpagcKkoit obnactm

IIpu angpecoBaHuMM JOKYMEHTA PYKOBOJMTEIIO OpraHU3allMM HAauMMEHOBaHUE
OpraHu3ald BXOJAUT B COCTAB HAMMEHOBAaHUSA JOJDKHOCTHA ajpecara, HAaUuMEHOBAHUE
AOJDKHOCTH YKA3bIBACTCA B AATCIBHOM IIAJICKE, HAIIPUMEDP:

leHepanbHOMY AMpeKTopy
OAO «CebpaKkoBLEMEHT»
C. . Porauesy

IIpn agpecoBaHMM NMHChbMA B OPraHU3AIMIO YKA3bIBAIOT €€ HAUMEHOBAHUE, 3aTEM
IIOYTOBBIN apEC, HAIIPUMED:
MY «KBnO»
benopycckas, yn., 4. 4,
r. Mmxannoska, 403342

[Tpu agpecoBaHUU TOKyMEHTA (PU3NUECKOMY JIUIY YKa3bIBAIOT (DaMUIIHIO U
WHUIMAJbI OJyYaTes, 3aTeM MOYTOBBIN aJpec, HapuMep:
MBaHoBy U.W.
Yn. KommyHsbl, a.18, KB.16,
r. Muxainnoska,
Bonrorpaackaa obnacto,
403343

JIOKyMeHT He TOJKEH coJiepxarth 0osee yeTbipex aapecaroB. CioBo «Komus» nepen
BTOPBIM M CIIEAYIONIMMHU ajpecataMu He ykasbiBaercs. Ilpu OonbiieM ducie aapecaTtoB
COCTAaBIISICTCSI CITUCOK PACCHUIKU JIOKYMEHTA.

Ecnmu  mOoKyMeHT OTHpaBisieTcss HECKOJIBKHUM JOJDKHOCTHBIM JIMIIAM, TO OHHU
yKa3bIBalOTCsl 0000IIEHHO, HAIPHUMED:

HavanbHuKam oTaenos
aAMWHUCTPaLMKN rOPOACKOro
oKpyra ropog, Muxainnoska



5

TexkeT JOKYMEHTAa - COCTABIIIETCS HAa PYCCKOM S3BIKE, COJEpKaHUE IOKyMEHTa
JIOJPKHO OBITh M3JI05KEHO KPaTKO M JJAKOHWYHO. TeKCThI JOKYMEHTOB U3/1aratoT OT:

1-ro nuua eIMHCTBEHHOrO YHMClA: MPUKA3bIBAIO...NOJATOTOBUTh U IPEICTaBUTh Ha
paccMOTpeHHE; MPOLLY PacCMOTPETh BOIPOC 00...;

3-ero JuIa €AMHCTBEHHOI'O YHCHIA: ...aJMUHUCTpAalMs TOPOACKOro OKpyra
IIOCTaHOBJISET. . .; ...aIMHUHUCTPALUs TOPOACKOTO OKPYra HE CYMTAET BO3MOKHBIM. . .;

l1-ro nMma MHOXECTBEHHOIO 4YHCIA: [POCUM IPEJICTaBUTh JaHHBbIE O...;
IPEICTABIsCT HAa PACCMOTPEHHE U YTBEPXKIEHHUE...; B IPOTOKOJAX: CIyLIalH...;
BBICTYIMJIN. ..; PEIIWIN (TIOCTAHOBHIIN).

B cOBMECTHBIX IOKYMEHTax TEKCT M3JararoT OT IEPBOr0 JIMI@A MHOKECTBEHHOIO
YKCJIA: PEIIWIH. ..

CTpaHuUIBl TEKCTAa HYMEPYIOTCS HAa4MHAsl CO BTOPOTO JIUCTAa JOKYMEHTa apaOCKUMHU
nupaMu NocepeMHe BEPXHEro MoJIs.

OTMeTKa 0 HAJIMYUHU NPUJIOKEHHH - odopmisieTcs Mo TEKCTOM THcbMa. Ecim
IIPUJIOKEHNE HAa3BAaHO B TEKCTE IIMCHbMA, B OTMETKE O IIPWIIOKEHUH YKa3bIBAECTCS KOJIMYECTBO
JIMCTOB U KOJIMYECTBO IK3EMIUIAPOB PUIIOKEHUS, HAIIPUMED:

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

HpI/I HaJIMYUNU HECKOJIBKUX HpI/IJIO)KeHI/Iﬁ B OTMCTKEC O IIPUIOXKCHUHU OHHU
HYMEPYIOTCS, YKa3bIBAIOTCS HAMMEHOBAHUSA KAXKIOr0 MPWIOKEHMS, KOJIUYECTBO JUCTOB U
KOJIMYECTBO DK3EMIUIAPOB, HAlpUMED:

MpunoxeHune: 1. 3aKA04EHME HA NPOEKT... HA 3 /1. B 2 9K3.
2.CnpaBKka 0 ... Ha 2 n. B 1 3Ks.

Ecnu npunioxxeHust cOpoLIOpOBaHbI, TO KOJIMYECTBO JINCTOB HE yKa3biBaercs. Eciu
MPUJIOKCHUE HANPAaBJSIOT HE BO BCE YKa3aHHBIC ajpeca, TO OTMETKY O €ro Halu4uu
0(OPMIISIOT CIIETYIOITUM 00pa3oM:

[Ipunoxenue: Ha 3 1. B 1 2K3. TONBKO B MEPBBIN
azpec.

Ha npunoxeHusix K MOCTaHOBJIEHUSM, PAaCHOPSHKEHUSIM, MpaBWiIaM, UHCTPYKIUSM,
IUIaHaM YU IPYTUM JOKYMEHTaM OTMETKa O MPHWJIOKEHUHU IPOCTABJISIETCS HA MEPBOM JIMCTE
IIPWJIOKEHHUS B IPABOM BEPXHEM YTIIy.

Ecin  npunoxenuit  Heckonbko, oHM  HyMmepytorcs  (IIPUJIOXKEHUE 1,
I[MTPUJIOXKEHUE 2).

Ecnu npunoxxenue oaHO, OHO HE HyMepyeTcsa. B oTMeTKe 0 MpuioKeHNH yKa3bIBAeTCs
HaMMEHOBAaHME BHJIa OCHOBHOI'O JOKYMEHTa €ro aara u HoMmep. Hampumep:

Mpunoxkenwne 2

K MOCTQHOB/IEHUIO
aAMUHUCTPALLUKN TOPOACKOrO
OKpyra ropog, Muxannoska
BonrorpagcKkoi obnactm

o1 01 AaHBapAa 2021 r. Ne 1

I'pu¢d coriacoBanusi — COrJIacOBaHWE TMPOEKTa JIOKYMEHTa C JIpYyTHMU
OpraHM3aIMsIMH, WHTEPEChl KOTOPBIX B HEM 3aTparuBaloTcs, OQOPMIISIOTCS CIOBOM
COTI''TACOBAHO (6e3 kaBbIY€K W JIBOETOYHS ), TOJDKHOCTH JIMIA, C KOTOPBIM COTJIacOBaH
JOKYMEHT (BKJIOYash HAaWMMEHOBaHWE opraHu3anuu). JIngHoW monmucu, pacmudpoBKu
MOANUCH (MHULIMAJIOB, (haMUJIMK) U AAThl COTTIACOBAHMS, HAlpUMep:



COrNnACOBAHO
3amecTuTenb rnasbl
ropoACKOro okpyra ropog MuxannoBKa

Moanuce n.0. damunnusa
[aTta

Buza — coriacoBaHue IpoeKTa JOKYMEHTa C JOJDKHOCTHBIMM JIMLAMH H
cneuuanucrtamMu. Bu3a Biirouaer B ceOs JIMYHYIO TOIMHUCH, PAcCIIU(PpPOBKY IOANUCH
(uaunmanel, Gamunuio) u gary. [Ipy HeoOXOOMMOCTH yKas3bIBaeTCsl HAaMMEHOBaHUE
JOJLKHOCTH JIMLA, BU3UPYIOLIETo 1oKyMeHT. Hanmpumep:

3amecTutenb rnassbl

ropoACcKOro oKpyra no...

Mognuce n.0.Pamununsa
[aTta

Ha HOpMaTUBHO-IPAaBOBBIX aKTax aJMHHHUCTPAIMM TOPOACKOTO OKpyTa BH3BI
MPOCTABIISIOTCS HA 00OPOTHOW CTOPOHE MOCIIEIHETO JIUCTA JOKYMEHTA.

B cimy:xe0HBIX MUChMaX BU3bI IPOCTABIISIFOTCS HA KOMUH JOKYMEHTa, IOMEI[aeMOi B
JIEJ10.

IMognuch AOKHOCTHOrO JIMLIA - B COCTaB BXOJAT: HaWUMEHOBAHHE JOJKHOCTHU
JMIA, TOJNHMCABIIETO0 JOKYMEHT, JHYHAs TOANKCh W €€ pacmu@poBKa (MHAIHUAIBI U
dbamunust). PacnmdpoBka moanucH pacroyiaraeTcs Ha ypOBHE TOCIEIHEH CTPOKHU
HAaUMEHOBAaHMSI JJOJUKHOCTH y MPABOM I'paHUIbl TEKCTOBOIO MoJsA. Mexay MHMLIMAIaAMHU U
dbamunueii npoden He ctaBuTcs. Hampumep:

naBa ropoCcKoro okpyra Moanuce N.0.Pamunnums

He nomyckaercst moanuceiBaTh JOKYMEHTHI C Mpeaiorom "3a" wiv mpocTaBlI€HUEM
KOCOM 4YepThl mepe]] HaMMEHOBAaHHMEM JOJKHOCTH (100aBIATh Kakue-ITMOO TNPHUCTABKM).
Ecnu pykoBomuTenb BpeMEHHO OTCYTCTBYeT (OTIYCK, OOJE€3Hb, KOMaHAMPOBKA) WIH
JIOJDKHOCTh BaKaHTHA, TO JOKYMEHT MOJAMHUCHIBACT 3aMECTUTENIb PYKOBOIUTEIS, UMEIOIINN
MpaBO MOJANUCHIBATH IOKYMEHTHI 32 pyKoBoauTeNs. [Ipu 3TOM ecnu B TOKyMEHTE yKa3aHbl
BOIIPOCHI, OTHOCSIIUECS K KOMIIETEHIIMU 3aMECTHUTENI PYKOBOAMUTENSI B COOTBETCTBUU C
pacmpesienieHneM OO0S3aHHOCTEH MeXAy HHM U PYKOBOAWUTEIEM, TO B JOKYMEHTE
yKa3bIBaeTCs ero (hakTudeckas J0JDKHOCTh. Hanmpumep:

Bp.1.0. rnaBbl ropoACKOro oKkpyra Moanucb
N.0.Pamunnus

3amecTuTenb rnasbl
ropoACcKOro oKpyra no... Noanucb
N.0.Pammnnua

[Ipyn nmoanucaHuM HOKYMEHTa HECKOJbKHUMH JOJKHOCTHBIMU JIMLAMU UX MOANHUCH
pacroJiararoTcsi ofHa TOJl JAPYTOod B TOCIEIOBATEIHHOCTH, COOTBETCTBYIOIICH HepapXuu
JIOJKHOCTEH.

HpI/I IIOAIINCAaHU U )IOKYMGHTa HECKOJIBKMMHU JIMIIaMU, paBHBIMI/I 10 JOJIDKHOCTH, HO
MPEACTABIISIOUMMHU Pa3Hble OpraHbl, MOAMKUCH PaclonaraloT Ha OJJHOM YPOBHE.
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B AOKYMCHTAXx, COCTaBJICHHBIX KOMI/ICCPIeﬁ, YKa3bIBAIOTCA HEC JOJLDKHOCTHU
JijL, MOoAINUChIBAIOIUX JOKYMCHT, a UX 00513aHHOCTH B COCTaBE KOMHCCHUH, HAIIPUMEP:

MNpeacenarenb Komuccnm Moanuce N.0.®amnnusa

CeKkpeTapb KOMuMccumn Moanuce N.0.®amnnusa

YneHbl Kommcecmu Moanuce N.0.Pamunnmnsa
MNoanuco N.0.®amnnusa

I'pu¢ yTBep:kaeHus - mpocTaBiIIeTCS B BEPXHEM MPABOM YTIIy JTOKYMEHTA.

JIOKyMeHT yTBepXkaaeTcs IODKHOCTHBIM JIMIIOM (JIOJDKHOCTHBIMHM JIMIAMH) WITU
CHEeIHUAaJIbHO HW3/1aBaeMbIM JOKYMEHTOM. l[lpu yTBep>KIeHUM HOKYMEHTa OKHOCTHBIM
JUIIOM TpuU(d YTBEPXKICHUS NTOKYMEHTa JIOJDKeH cocTosTh u3 cinoBa Y TBEPXKJIAIO (6e3
KaBbIYEK), HAUMEHOBAHUS JOJDKHOCTH JIMIA, YTBEPHKIAIOLIEro IOKYMEHT, €ro IOJIHUCH,
WHUIUMAIOB, ()aMWINU U 1aThl YTBEPKIACHHS, HAITPUMED:

YTBEPXOAIO

lnaBa ropoACcKoro okpyra
ropoa MuxannoBka
BonrorpagcKkoit obnactm

Moannce  N.0.®Pamunus
[ata

[Ipu yTBepkIeHUM TOKYMEHTa HECKOJIbKUMHU JTOJDKHOCTHBIMH JIMIIAMHU WX TOANHUCH
pacrnosiararotTcsi Ha OJJHOM YPOBHE.

[Ipu yTBEepX ACHUU JIOKYMEHTA CHEIUAIBHO W3/1aBa€MbIM JOKYMEHTOM Tpud
ytBepxkaeHuss coctoutr u3 cinoB YTBEPXJ/IEHO (YTBEPXJ/EH, YTBEPXJIEHHI,
YTBEPXJIEHA), coriacoBaHHOTO B pOJie ¥ YHCIIE C BUAOM YTBEPKIA€MOr0 JTOKYMEHTa
(monoxkeHwe, TIUTaH, TMpaBWia, MporpamMma), HANMEHOBaHUS BHUAAa JOKyMEHTa B
TBOPHUTEIHHOM Majieke (TOCTAaHOBIEHHWEM), €r0 AaThl 1 HOMEpPa, HalpuMep:

YTBEPXKAEHO
lMocTtaHoBNEHUEM
aaAMUHUCTPaLUK
ropoACcKOro oKkpyra
ropog MuxannoBka
Bonrorpagckoi obnactm
o1 01 AHBapAa 2021 r. N 2

Orrck  meyaTHm -  ABISETCS  NOATBEPKACHUEM  IOJJIMHHOCTH  MOJIHUCH
JOJKHOCTHOTO JIMIA Ha JOKyMeHTe. OTTHCK MevyaTy CTaBUTCSA Ha JOKYMEHTax B Clydasx,
MIPEyCMOTPEHHBIX 3aKOHOJATEIbHBIMA MM MHBIMM HOPMATHBHBIMHU IPAaBOBBIMH AKTAMHU.
OTTHCK meYaTu CTaBUTCS Ha CBOOOJHOM OT TEKCTa MECTE, IPU 3TOM OTTUCK Ie4YaTH He
3aXBaThIBACT JIMYHOM MOANKCU JOJDKHOCTHOIO JIMI@ W MOXKET 3axBaTblBaTb YacThb
HAaMMEHOBAHMSI TOJDKHOCTH JIMLIA, TIOJIUCABIIETO JOKYMEHT.

B nokymeHTax, MOArOTOBIEHHBIX HAa OCHOBE YHU(UIUPOBAHHBIX (GOpM, IedaTb
CTaBUTCS B MecTe, o00o03HaueHHOM otMmeTkoi "MII" wnum wuHBIM oOpazom. Jlis
CBUJIETEIHLCTBOBAHMS BEPHOCTU KOMHHU (BBIMUCKU M3 JIOKYMEHTA) MOMJMHHUKY JOKYMEHTa
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Ha TIOCJICTHEM JIUCT€ KONMWUU (BBIMHCKA M3 JOKyMEHTa) Ha CBOOOJHOM MECTE TOJ
TEKCTOM JMOO Ha o0paTHOW cTopoHe odopmisiercs pekBu3uT "Kommst BepHa",
HAaUMEHOBAaHME JOJHKHOCTH JIMIIA, 3aBEPUBLIETO KOIHIO; JUYHYIO MOINHCH, PacuInppOBKY
MOATKCH, 1aTy 3aBEPEHUs, [1€YaTh.

JIucThl MHOTOCTPAHUYHBIX KONUH (BBIMTUCOK U3 JIOKYMEHTA) HYMEPYIOTCS, OTMETKA O
3aBepEHUU KOIMHU [OMOJIHAETCA YKa3aHHEeM KOJIMYEeCTBa JIUCTOB KOIUH, JOJHKHOCTH,
WHUIUAIOB, (aMUIMK TPOIIMBIIETO JOKYMEHT (BBIMUCKH W3 JOKyMmeHTa): "llpommro,
MPOHYMEPOBAHO __ JI. CIELMAIIACT OTAENIa  IOJIHUCH HN.0. Gamunus".

Homnyckaetcst 3aBepsth mramnoM "Komust" kaxkapiil JTUCT MHOTOCTPAaHUYHON KOMUU
JIOKyMEHTa, OTMeTKa "BepHo" B TakoM cilydae MPOCTABIISICTCS Ha JIMIIEBOW WJIM OOpaTHOU
CTOPOHE TOCJICTHETO JIUCTA KOMUU JOKYMEHTA.

OtMeTKka 00 UCIOJIHUTENE JOKYMEHTA - MPOCTABIAETCS B JIEBOM HIKHEM YTy
JIMLIEBOM CTOPOHBI MOCIEAHETO JINCTA JOKYMEHTA.

OtmeTKa BKJIIOYAET MHHUIMAIGL, (PaMIUIMIO UCIOJIHUTENs U HOMep ero TenedoHa,
Harnpumep:

n.U.NBaHOB
(844263) 2-12-53

Yka3zaHusi 10 HMCHOJHEHHI0 JOKyMeHTa (pe3oswonus) - odopmisercs
HEMNOCPEJCTBEHHO Ha JOKyMEHTE (B 3arojOBOYHOM 4YacTH JOKYMEHTA) WJIM Ha OJlaHKe
JOJDKHOCTHOTO JIMIIA (I PE30JIIOLMIA U TOPYUYEHU ).

VKazaHuss 1O MCIOJHEHMIO JOKYMEHTa BKJIKOYAIOT: HWHHULHUANBL, (aMUIUU
UCIIOJIHUTENIEH, COJepXKaHUue MOopydyeHUs (Ipu HEOOXOAMMOCTH), CpPOK HCIIOJHEHMUS,
MOJIIMCh PYKOBOJUTENS U JJaTy, HalpuMmep:

n.N.NBaHoBY,
Wn.M.Metposy

Mpowy NnoarotoBUTb
NPoeKT noctaHoBneHuAa K 20.02.2021
Moanuck [arta

OTMeTKa 0 KOHTpOJIe JOKYMEHTA - IPOCTAaBIISIETCS HA IOKYMEHTAaX, OCTaBICHHbIX
Ha KOHTPOJIb, C IIOMOILBIO PEKBU3UTA «K» C IIPABOI CTOPOHBI OT CPOKa MCIIOJIHEHUS.

OTMeTKa 0 MOCTYNJIECHHMH JAOKYMEHTA - COAEPKUT BXOJSALIUI perucTpariioOHHBIN
HOMEp W JaTy IHOCTYIUIEHUS JOKyMeHTa (IpH HEOOXOJUMOCTH - Yachl U MHHYTBHI).
JlomyckaeTcsi OTMETKY O IIOCTYIUIEHHH JIOKyMEHTa IIPOCTaBJIATh C HCIOJIb30BAaHUEM
LITaMIIa.

3. llopsinok odopmiieHHsI MPOEKTOB NPABOBbIX AKTOB
B aAMUHHUCTPALMHU IOPOACKOro OKpyra ropoa Muxaiioska

3.1. B agMMHHCTpalMi TOPOJACKOTO OKpyra MOTYT pa3padarbIBaTbCs MPOEKTHI
CJIEYIOIINX MPAaBOBBIX aKTOB:

IIOCTAHOBJIEHUSI aJMUHHUCTPALMU TOPOACKOTO0 OKpyra — HOPMATHBHBIM JOKYMEHT,
M3/1aBaeMbIi 110 OCHOBHBIM BOMpOCaM, 00eCIeUHBAIOIINM KU3HEIEATEIbHOCTh TOPOICKOTO
OKpyTra, cOOII0IEHUE 3aKOHHBIX MPaB U HHTEPECOB JKUTENIEH TOPOJICKOTO OKPYTa;

pacropsDKeHUs aJIMUHUCTPALMA TOPOACKOTO OKpyra — HOPMAaTHUBHBIM JOKYMEHT,
U3/1aBa€MbIii B 1ENAX OINEPAaTUBHOTO PEIIEHUS TEKYLUIUX BOIPOCOB CTPYKTYpPHBIMH
OT/eNaMH U CITy>KOaMy aJIMUHUCTPAIIMU TOPOACKOT0 OKpyTa.



9

3.2. IlpoekTsl NpPaBOBBIX AaKTOB M NPWIOKEHUS K HUM I€4aTaloTCsd Ha
CTaHJAapTHHIX JHcTax Oymaru ¢popmara A4 mpudrom Times New Roman N 14.

3.3. BepxHee mosie NOpoeKTa MNPABOBOIO aKTa YCTAHABIMBACTCA paBHbIM 2
CaHTUMETpaM, JIeBOo€ moje - 2,75 caHTuMeTpa, mpaBoe - 2,25 caHTHUMETpa, HWXKHee - 2
CaHTHMETpaM.

3.4. Ilpu odopmieHnn NpoeKTa IPaBOBOTO aKTa Ha IByX U OoJiee CTpaHMIIAX BTOpas
U TOCIEAYIOLUE CTpaHUIbl HymepyroTcsi. Homepa cTpaHMil NMpoCTaBisIOTCS B BEpPXHEH
YacTH JIMCTA IO LIEHTPY.

3.5 IIpoexThl MpaBOBBIX AKTOB HMMEIOT CIEAyIOLIUE peKkBU3UTHL: '"HaummeHoBaHue
Buma JokymeHrta', "HammeHoBanue (3arosioBok) mokymenra", "TekcTt moxymeHnta',
"I[Moanucek nomkuHocTHOTO JMa", "Buza" u MoryT cofepkath MPUII0KEHHUS.

3.6. PexBusur mnevaraercs MmpUGTOM OOBIYHONW HACBIIEHHOCTH MPOMUCHBIMU
OykBamu eHTpoBaHHBIM criocobom, pekBu3uT (IIOCTAHOBJIIEHUE, PACITOPSXXEHUE)
reyatraercss  JIByMS ~ MEXKCTPOYHBIMH  OTCTYyIaMH  OT  BEpPXHEro IMojs  CJIOB
«BOJITOTPAJICKOM OBJIACTH" oraensieTcss OT MEPBOTO CIOBA PEKBH3MTA OJMHAPHBIM
MEXCTPOUHBIM UHTEPBAJIOM.

3.7. HaumeHoBaHue (3arojiioBoK) IOKymMeHTa oTBeuaeT Ha Bompoc "O yem"? ("O
koM?") u3naH MOKyMeHT. B pacnopspkeHusix o0ObeMOM MeHee 6 CTPOK 3aroJiOBOK MOKET
OTCYTCTBOBATb.

3arojIoBOK I€YaTaeTcsl Ha pacCTOSHUU HE MEHee 6 CAaHTUMETPOB OT BEPXHEr0 Kpas
JUCTa ¢ IponucHON OykBbl. Touka B KOHIIE 3aroJIOBKa HE CTABUTCA. 3aroJIOBOK, COCTOSIIIHIMA
U3 IBYX U 00Jiee CTPOK, IeYaTaeTCsl Yepe3 MEKCTPOUHbII uHTEepBai 12 nT.

3aro0BOK IEHTPUPYETCSI OTHOCUTEIHHO I'PAHUI] TEKCTOBOTO MOJIS.

3.8. TekcT NOKyMeHTa OTHENsieTcs OT 3arojloBKa JABYMS - TpeMsl OJMHApHBIMU
MEXCTPOUHBIMHU UHTEPBAJIaMU U TIEUATACTCSI YEPE3 OJUHAPHBIN MEKCTPOUHBIN UHTEPBAIL.

TekcT medaraeTcss OT JIEBOM TpaHUIBI TEKCTOBOTO MOJS M BBIPABHUBAETCS IIO
mupuHe. IlepBas crpoka ab3ana HauMHAaeTcs Ha paccTosiHUM 1,25 caHTuMeTpa OT JIeBOU
TPAHMIIBI TEKCTOBOTO MOJISI.

TekcToBast 4aCThb MOXKET MOJAPA3AENATHCS Ha KOHCTATUPYIOLIYIO YacThb - IpeaMOyiry
Y TOCTAHOBISIOUIYIO YacTh (B pacHoOpsDKEHUH - PaclopsiAUTeNbHYO0 YacTh). [IpeamOymna B
MIOCTAHOBJIEHMSIX 3aBepIlaeTcsl cjaoBaMH "aJIMHUHUCTpALUs TOPOJCKOTO OKpyra ropoj
MuxaiinoBka Bonrorpaackoit obnmactu mocTaH o B 1 s e T: "CinoBo "mocranosmnsiet"
revyaTaercs Bpa3psaky.

[TpeamOyiia MOXKET OTCYTCTBOBAaTh, €CIIM MPEIIIChIBAeMbIe JICHCTBUS HE HYXIAIOTCS
B pa3bACHEHHMU. B 53TOM ciayyae TEKCT IIOCTAaHOBJIEHHMsS HAUYMHAETCS CO  CJIOB:
AnMUHHCTpanusi TOPOACKOro okpyra ropoa MuxaitnoBka Bonrorpanckoit oGmnactu
MOCTAaHOBIAET.

[TocranoBnsitomiast (pacrnopsiiuTeNbHasl) 4acTh IPOEKTOB IPAaBOBBIX aKTOB, Kak
MIPaBUJIO, MTOAPA3IAEISIETCS HA MMYHKTHI.

[TyHKTBI B TEKCTE HyMEpYIOTCS apaOCKUMHU LU(PpaMHU C TOUYKOM M 3aroJIOBKOB HE
HMEIOT.

[TyHKTBI MOTYT pa3fensiTbCsi Ha MOANYHKTHI, KOTOpblE HYMEPYIOTCS apaOCKUMHU
nudpamMu WM CTPOUYHBIME OYKBaMH C 3aKpbBIBAIOIIEH Kpyriol ckoOkoi. Homep moamyHkTa
TaK)X€ MOKET COCTOSITh U3 HOMEpa IMyHKTa U HOMEPA MOAMYHKTA, pa3/IeJIeHHBIX TOUKOH.

[Ipy HaNMWYUM TPUIIOKEHUN K MOCTAHOBJICHUIO (PaCHOPSKEHHIO) aJMHHUCTPALUH
TOPOJICKOTO OKpYyra B TEKCTE yKa3aHHBIX MPABOBBIX aKTOB Ha HUX 00S3aTENBbHO JeIaeTcs
CCBLIKA.

JloxyMeHThl (IIporpaMMbl, TOJOKEHHUSI, PErJIaMeHThbl, IUIaHbl, HOPMBI, CIIUCKU M
Ipyrue), KOTOpble TMpeasiaraeTcsd yTBEpAUTh IMOJATrOTaBIMBAEMbIM  IMPOEKTOM, B
00513aTeNIbHOM TOPSKE MPUIIATal0TCs K JAHHOMY IIPOEKTY MOCTAHOBJICHHUS (PacOpsKEHMs])
U SIBJIAFOTCSI €0 HEOTHEMIIEMON YaCThIO.
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B mpoektax mpaBOBBIX  aKTOB  YNOTPEOJIAIOTCA  IOJHbIE  OQUIMAIbHBIC
HaMMEHOBAaHMsI OPraHOB U OpraHU3aLuil.

3.9. IloctaHoBieHHS W DPACIOPSDKEHUS AIMUHUCTPALMU TOPOACKOIO OKpyTa
MIOANMCBIBAKOTCS IJ1aBOM TOPOACKOTO OKpyra ropol MuxaiiaoBka, a B €ro OTCYTCTBHE —
BPEMEHHO UCIOJHSIOUM 0053aHHOCTH IJ1aBbl TOPOACKOTO OKpYTa.

[Toanucp  MOJKHOCTHOIO JIMLA OTAENSAETCS OT TekcTta 3 - 4 OAvMHAapHBIMU
MEXCTPOUHBIMM MHTEpPBAJaMH U COCTOUT B IIPABOBBIX aKTaxX aJMUHUCTPALUU TOPOACKOrO
okpyra u3 cioB "['maBa ropojckoro oxpyra', MHUIHMAJIOB U (PaMHIIMM TJIaBbl TOPOJICKOIO
OKpyra.

HaumeHoBaHMe AODKHOCTHM JIMIA, MOANKCHIBAIOIIETO MIPABOBOM aKT, IeYaTacTcs B
JIB€ CTPOKHU 4epe3 MEXCTPOUHBII MHTEpBal 12 NT OT rpaHuLbl JIeBOro nojs. Muunuane! u
Gbamunus ML, [OJNMCHIBAIOIIErO IPABOBOM akT, Me4yaTaloTCs y IMPaBOH I'paHMIIbI
TEKCTOBOTO IOJISL.

[TpuiioskeHHs K IOCTAHOBJICHHUSAM M PACHOPSDKEHUAM aJIMHHHUCTPALMM T'OPOACKOTO
OKpyra IOANMCHIBAIOTCS  YNPaBJLSIIOIIMM  J€1aMH - HAYaJbHUKOM  OTAEIa IO
MH(POPMAIIMOHHO-aHATTUTHIECKOH paboTe M CBSA3SIM C OOIIECTBEHHOCTBIO.

3.10. JlonmyckaeTcs M3MEHEHHUE MHTEPBAIOB MEXIy pekBu3uTamu "HaummeHoBaHue
(3aronoBok) pokymenta", "Tekctr nokymenra", "[loamuch noykHOCTHOro nuua" Mnpu
HEOO0XO/IMMOCTH pa3MeIleHUs] TeKCTa MPOeKTa MPaBOBOTO akTa HAa OJHOW CTpaHMLE OO
IIpY HEOOXOIMMOCTH ONTUMAJILHOTO pa3MELIeHHs TEKCTa Ha JIBYX U 0OoJiee JIucTax.

3.11. Busbl mpoctaBisitoTCs Ha OOpaTHOW CTOPOHE IMOCIEIHEro JIUCTa HpPOeKTa
IIPaBOBOI'0 aKTa B HM)KHEW €ro 4acTu.

3.12. IlpunoxeHus MM K IPOEKTaM IPaBOBBIX AKTOB MOTYT OBITb IOJIOKEHHUS,
MOPSAKY, TPaBWIIA, WHCTPYKIUH, PErJaMeHThI, TEPEeYHH, CIHCKH, Tpaduku, 00pa3ibl
JIOKYMEHTOB U JIpYyroe.

B nosnoxeHun ycTaHaBIMBarOTCS CHUCTEMHO CBsI3aHHBbIE MEXy co0oil mpaBuia mo
BOIIPOCaM, OTHECEHHBIM K KOMIIETEHIIMU KaKOro-I100 oprasa.

B nmnpaBmiax ycraHaBIMBarOTCS HOPMBI W TpeOOBaHHUs, 0Os3aTeNbHbIE IS
BBITIOJTHEHUSI.

B uHCTpyKIMM M3MaraeTcs MopsI0K OCYIIECTBICHHS KaKOW-T100 e TeTbHOCTH WU
MOPSAIOK IPUMEHEHUS TOJI0KEHU I 3aKOHOJAaTENIbHBIX M MHBIX HOPMaTUBHBIX aKTOB.

[Tpunoxenus opopMIISIOTCS Ha OTAETBHBIX JIMCTaX Oymaru.

Pa3meps! noneit, mpudThl 1 MEKCTPOUHBIE HHTEPBAJIBI IIPH MeYaTaHUH MPUITOKEHHUH
UJEHTUYHBI pa3MepaM, IPUMEHSIEMbIM IIPU NI€YaTaHUU TEKCTOB IIPaBOBBIX AKTOB.

B uckmounTenbHBIX CiydasxX IpU  HEOOXOAMMOCTH JIONyCKaeTcs IedaTarb
MPWJIOXKEHUS MPUPTOM MEHBIIEr0 pa3Mepa, YeM OCHOBHAs YacTh MPAaBOBOTO aKTa, HO HE
MmeHee N 9.

3.13. Ecnu B TeKCTe MpaBOBOTO aKTa JAeTCs CChUIKA "COTJIACHO MPHIJIOKEHHUIO", TO Ha
NIEPBOM  CTpaHMIIE TPWIOKEHHMs B IPaBOM  BEPXHEM YNNIy MHUOIETCS  CIOBO
"TTIPUJIOXKEHUE", Hmxe paercs ccbUlka Ha TIOCTAHOBIICHHE  (pacTopsiKEHUE)
aJIMMHHCTpALMM TOPOJCKOTo OKpyra. Bce cocTaBHbIE YacTH pEKBU3UTA BBIPAaBHUBAIOTCS 110
JIEBOMY Kpar0 TEKCTOBOTO MOJII PEKBU3UTA U I1€YATAIOTCS Yepe3 MEKCTPOUHBIM HHTEpBAIT 12
nt. [Ipy HadMuuMM HECKOJNBKHUX TPHIOKEHHH OHM HyMepyloTcs apaOCKUMM LuppamMu.
Hanpuwmep:

NMPUNOMKEHUE 1

K MOCTAaHOBNEHUIO
AAMMHUCTPALLUM TOPOACKOro
OKpyra ropoa MuxannoBka
BonrorpaacKkoi obnactm

oT N
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3.14. IIpu HaMM4MK B TEKCTE TOKYMEHTa (OPMYIUPOBKHU "YTBEPAUTH MPHIIAraeMoe
(mpuitaraemyto, npuiiaraeMblil)" 1oyio’keHue, MHCTPYKLUIO, IOPSIOK, IIpaBuila, IporpaMmy,
[IepeyeHb MEpONPUATUN HAa CaMOM IPHJIOKEHUHM B IIPAaBOM BEPXHEM YIUIy pacIojiaraercs
cioo "YTBEPXJIEHO" co cchuikoii Ha NpaBOBOM akT, ero npary, Homep. CioBo
"VTBEPX/JEHO" cormnacyercs B pojae W YHCIE€ C IJIABHBIM CJIOBOM HAaWMEHOBAHMUS
npwiokenus (nopsaok - YTBEPXIEH, nonoxenue - YTBEPXIEHO, unctpykuus -
YTBEPXJEHA, npaswia - YTBEPXXJIEHbBI). Hampumep:

YTBEPXKAEHO
NOCTAaHOBJIEHUEM
AAMUHUCTPALMM TOPOACKOro
OKpyra ropog, Muxannoska
Bonrorpagckoi obnactm

oT N

3.15. 3aron0BOK NPUIIOKEHUS OTIENSIETCA OT JaThl U HOMEpPA IIPABOBOIO aKTa U OT
TEKCTa MPHJIOKEHUS IBYMs - TPEMsI MEKCTPOUHBIMU HHTEPBAJIaMHU.

3arojloBOK K TEKCTY MPHJIOKEHMs Ie€YaTaeTcs LEHTPOBAHHBIM CIIOCOOOM depes
MEXCTpOuHbI uHTepBan 12 nT. HaumeHoBanue mnpuiokeHus (IepBOE CIOBO 3arojioBKa
npuiokeHus) Boaensiercs mnponucHeiMu  OykBamu  (IIOJIOXKEHUE, ITIEPEYUEHD,
CIIMCOK wu ap.). [locnenyromue cTpOKH 3aroyioBKa MOTYT OTIENATHCS OT MEPBOW CTPOKU
OJTHUM MEXXCTPOYHBIM HHTEPBAJIOM.

3.16. [lpy HanuuuM B TEKCTE MPUIIOKECHHUS HECKOJBKUX DPA3ICIIOB WX 3aroJIOBKH
[IeYaTaroTCsl HEHTPOBAHHBIM CIIOCOOOM OTHOCUTEIBHO TPAHHUI] TEKCTOBOro mouid. Touka B
KOHIIE 3ar0JI0BKa HE CTABUTCH.

3.17. B monokeHUsX, IporpaMMax M JAPYTUX IMOJOOHBIX JOKYMEHTax pa3Jelibl U
IJIaBbl, KaK MpaBUiIo, HyMepyroTcs apaOckumu nudpamu. I[logpasznensl HymepyroT B
npenenax pasgena. Homep moapasnena IOJDKEH COCTOSTh U3 HOMEpaA pasfella U HOMEpa
nojipas/iena, pasJielieHHbIX TOYKoN (Hampumep, 1.2). Homep myHKTa JOIKEH COCTOSITH U3
HOMEpa paszJela M IYHKTa, pa3/eleHHbIX TOYKoH (Hampumep, 2.5), a Npu HAIUYUU
MOPA3JeNIOB - W3 HOMEpa paslena, MoApasfeNa M IIyHKTa, pasAel]eHHBIX TOYKaMU
(manpumep, 2.3.1). IIyHKTBI Npu HEOOXOAMMOCTH MOTYT pa3AeNATbCS Ha TOJMYHKTHI,
KOTOPBIE MOTYT UMETh MOPSAAKOBYIO HYMEpAaIUIO B Mpesienax KakIoro MyHKTa (Hampumep,
1.2.2.1), a Moryr HymepoBaThCsi apaOCKuMu IuppamMu HIX CTPOUYHBIMH OyKBaMu C
3aKpBIBAIOLIEH KPYTII0H CKOOKOM.

3.18. Tekcr mnpuioxeHUss MoxkeT ObITh odopMieH B Buje Tadbmuubl. llpu
oopMieHHH Ha KOMIIbIOTEpEe TAOIMYHBIX MAaTEPUAJIOB JOJKHBI HCIIOJIB30BAaThCS CPEJICTBA
TekcTtoBoro pemakropa Word. CeTka Tabmuibl AelaeTcs HEBUIMMOW 3a HCKIIOUYEHHUEM
3aroJ0BOYHON YaCTH TAOJUIIBL.

I'pagpl W cTpokM TaOMMIBI JODKHBI MMETh 3aroJIOBKH, BBIPQKEHHBIE HMEHEM
CYILLECTBUTENbHBIM B UMEHUTEIHHOM a/IeKe.

['padsl TabnUIBI HyMEpYIOTCS apaOCKUMU LU (ppaMu.

B OokoBuKe TaOMHIBI TEKCT KaXKIOW MO3UIMU JOHKEH HAYMHATHCS C MPOMHCHOU
OyKBbI. 3HaKM NMPEMUHAHUs CTABATCS TOJBKO BHYTpH npemioxenus. [locne cnos "Uroro",
"Bcero'" nmBoeToune HE CTaBUTCS.

Ecnu Tabnaumy nedataror Oojiee 4eM Ha OJHOM CTpaHMIlE, 3arojOBOYHAs 4acTh
TabIULIbI (3ar0JIOBKU M HOMepa rpad) MoBTOPSETCS Ha KaK0M CTpaHHUIIE.

3.19. JlucTtsl NpUIOKEHHUS HYMEPYIOTCS CaMOCTOSITEIbHO HauyMHas CO BTOPOIO
nucta. Homepa cTpaHull cTaBsTCsl BBEpPXY CTPaHMIIBI IO LEHTPY.
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B mpunokeHWSX K TONOXCHUSAM, HOPAIKaM, HpaBUIIaM, UHCTPYKIHSIM
PEKBU3UT MOANUCH HE OhopMIIsIeTCsI.

3.20. O6pa3msl 0GopMIIEHHUS TPOESKTOB IPABOBBIX aKTOB MPUBEICHBI B MPHIOKECHUH
2.

3.21. OdopmienHble HamueXamMM 00pa3oM MPOEKThl MPABOBBIX  aKTOB
COTJIACOBBIBAIOTCS C 3aMHTEPECOBAHHBIMH CTPYKTYPHBIMH OTAEIAMH, JOJDKHOCTHBIMHU
JUIIAMU B COOTBETCTBHH C NPUIIOKEHUEM 3.

CormnacoBaHue NpOEKTa MPAaBOBOTO aKTa C OTIECJIOM IO MPABOBOMY U KaJpPOBOMY
00€CTIeYeHNI0 AIMUHUCTPAIIMH TOPOACKOTO OKpPYTa ABISETCSA 0053aTEIbHBIM.

4. Ilopsaok U31aHUS M PErUCTPANIUN MIOCTAHOBJIECHUI, pacopsiKeHNH
aJIMUHUCTPALMH IrOPOACKOro OKpyra ropoa MuxaiijioBka

4.1. OdopmieHHbIE  COOTBETCTBYIOIIMM  00pa3oM H  COTJIaCOBaHHBIE B
YCTAaHOBJICHHOM TMOPSAJIKE TMPOEKTHl IPABOBBIX AaKTOB MPEACTABIAIOTCS B OTIEN IO
MH(POPMAIMOHHO-aHAIUTHYECKO  pabdoTe ®  CB3SIM C  OOIIECTBEHHOCTBHIO IS
KOPPEKTUPOBAHMUSI, PEIaKTUPOBAHUS U TIOCTIEAYIOUIETO HAMIPABJICHUS Ha MOJIIUCAHHUE TJIaBe
TOPOJICKOTO OKpYyTa.

4.2. Peructpanys IpaBOBbIX aKTOB I10CJIE€ UX MOJIUCAHUSI OCYILIECTBIISIETCS B OTJEINE
o MHGPOPMAIIMOHHO-aHATUTHYECKONH padoTe U CBSI3sAIM C OOIIECTBEHHOCTHIO B JKypHajax
perucrparuu.

JlaToii u3MaHMS TIOCTAHOBIICHUS, PACHOPSIKEHHUS aJMHHUCTPALMA TOPOACKOTO
OKpyTa ropoa MuxaiioBKa CUATAETCS JaTa MOAIMCAHUS.

[TocraHoBieHHUST M PACIOPSHKEHUST HYMEPYIOTCS B Tpefesiax KaJeHAapHOro Troja
apabckumu  1dpamu. PeructpanMoHHBII HOMEp  PACHOPSDKEHUS  aJMHHUCTPAIIUH
TOPOJICKOTO OKpyra COCTOMT U3 TMOPAJIKOBOTO HOMepa U CTpoyHOW OykBel '"p",
mpocTaBisieMol yepe3 aeduc. PerucrpalioHHbI HOMEp MOCTAHOBJICHUS aJMUHUCTPALUU
TOPOJICKOTO OKpYyTa - U3 MOPSAKOBOTO HOMEpA.

4.3. Konuu mpaBOBBIX aKTOB 3aBEPSIIOTCA IeuyaThio OTJENa MO HH(OPMAIMOHHO-
aHAJIUTUYECKOU paboTe U CBSI3SM C OOIIECTBEHHOCTBIO U PACCHUIAIOTCA aJpecaTaM COTJIaCHO
MOANMCAHHOMY MCIIOJHUTEIIEM PEECTPy aIpecaToB Ul PACCBUIKU TOKYMEHTA.

4.4 PacnopsbkeHHsl aJIMUHUCTpPAllMd TOPOJCKOTO OKpyra IO BOIpocaM IpueMma,
YBOJIbHEHUS, NIepeBo/ia pa0OTHUKOB aIMHUHUCTPALIMU FOPOJCKOIO OKPYTa, MHBIM KaJpOBBIM
BOIIPOCaM PETUCTPUPYIOTCS B OTAENE MO IPaBOBOMY U KaJpOBOMY OOECIEUEHHUIO B
OTIENBHOM JKypHaje. PerncrpallMoHHBI HOMEP TAKUX PACHOPSIKEHUH COCTOMT U3
MOPSIZIKOBOTO HOMEPA U MIPOCTABIIIEMOi uepe3 Aeduc cTpouHoit OyKBHI "K'".

4.5. PacnopsiKeHHsI O KOMaHJUPOBAaHUU COTPYIHUKOB aJMUHHUCTPALUU TOPOACKOTO
OKpyra roTOBATCS CIIELUAINCTOM IPUEMHOM IJIaBbl TOPOACKOrO OKpyTa ropo MuxaiiioBka
B TPEX 3K3EMIUISPAX U MEPEeNatoTCs Ha MOIUCaHHE.

[lonnucanHbple pacnopsKEHUS O KOMaHAWPOBAHWM PErMCTPUPYIOTCS B MPUEMHOMN
IJIaBbl TOPOJICKOTO OKpyra B KypHaJle PETMCTpallUU PACIOPSIKEHUHM, KOMUU IK3EMIUISIPOB
3aBepsIOTCS TevyaThio OTHeNa M0 WH(POPMALMOHHO-aHATUTUYECKOH pabdoTe W CBS3SIM C
OOIIECTBEHHOCThIO, MepeAatoTcsl B OT/AEN MO MPaBOBOMY U KaJpoBOMY OOECHEUYEHHIO U
MKY «llenTp ¢puHaHCOBO-OyXTaaTepcKOro 00CITyKUBaHUS.

PacnopsixeHust 0 KOMaHAMPOBAHUH HYMEPYIOTCS B IIpEIeNIax KaJleHJapHOro roja.
PerucrpaninoHHblii HOMEP COCTOMT M3 HOPSIKOBOrO HOMeEpa, 0003HAa4aeMoro apaOCKUMHU
uudpamu.

4.6. llognMHHMKM  TOCTAaHOBJIEHUHM,  pacHopsikKeHMM (32 HCKIIOYEHUEM
paclopsHKeHH 0 KOMaHAMPOBAHHUH) 32 TEKYIIUH U MATh MPEBIAYIIUX T0Jla XpaHSATCS B
oTesnie Mo HHPOPMAIMOHHO-aHATUTHYECKOM paboTe U CBSI3AM C 00IIECTBEHHOCTHIO.
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4.7. JloBepeHHOCTH IJ1aBbl  TOPOJICKOTO  OKpyra Ha  COTPYIHHKOB
aJIMMHHCTpALMM TOPOJCKOT0 OKpyra ropoJl MuxaiioBka rOTOBSTCS B ABYX 3K3EMIUISIpax U
PETUCTPUPYIOTCS.  CIELMAIUCTOM IPUEMHONW TIJIaBbl TOPOJCKOrO OKpyra B JKypHale
perucTpauuu J0BEPEHHOCTEN.

JloBepeHHOCTH HYMEpYIOTCSl B IpejesiaX KaJleHJapHOIo rojaa. PerucrpalioHHBIN
HOMEp JOBEPEHHOCTEH COCTOMT U3 HOPSAKOBOTO HOMEpa W MPOCTaBIsIEMOM yepes aeduc
crpouHoit OykBbl "1". [TOJUIMHHUK JOBEPEHHOCTH XPAHUTCS B IPUEMHOMN TJIaBBI TOPOJCKOTO
OKpyra B TEYEHHE CpOKa JAEHCTBHS JOBEPEHHOCTU. BTOpOil 3K3eMIUIsp 1OBEpEeHHOCTH
IepelaeTcs JOBEPEHHOMY JIUILY.

5. O¢gopmirieHHe MPOTOKOJIOB 3aceaHusl (COBEIIAHMS)

5.1. IIpotokon 3acenanus (coBemianusi) - JOKYMEHT UHGOPMAIMOHHOTO XapaKTepa,
MpeHa3HauYeHHBIA A (UKCAlMK XOAa PACCMOTPEHHUS BOIPOCOB U MPUHATHUS PELICHUI Ha
3aceaHusIX  (COBEHIAHUAX)  KOJUIETHAJIbHBIX  COBEUIATENIBHBIX, KOOPJIUHAIIMOHHBIX,
AKCIIEPTHBIX U JPYTUX OPTaHOB.

5.2. IIpoTokos cOCTaBIs€TCSI HA OCHOBaHWM 3alMCEd, MPOU3BEICHHBIX BO BpeMs
3aceqaHus (COBELIAHUS), MPEICTABICHHBIX TE3UCOB JOKIAJ0B M BBICTYIUICHUH, CIIPABOK,
MIPOEKTOB PEIICHUM U IPYTUX MATEPUATIOB.

[TpoTokoinbl MOTYT 0hOPMIISTHCS B MOJIHOM M KpaTkoil gopmax. B kpatkoi popme
OITyCKaeTCsl XOJl OOCYXICHHS BOMPOCOB M (UKCHPYIOTCS TOJBKO MPHUHATHIC IO HUM
pelIeHus.

5.3. B agmMuHHCTpanuu TOpPOJACKOrO OKpyra IIPOTOKOJIBI —II€YaTaroTcsl Ha
CTaHJIAPTHBIX JTUCTaX Oymaru popmara A4 1 UMEIOT CIICIYIOIIHE PCKBU3HTHI:

HAUMEHOBAHME OpraHa MECTHOTO CaMOYIIPAaBJICHUS - YKa3bIBaeTCs IIOJIHOE
ounmanpHOe HAaMMEHOBAaHHWE OpraHa MECTHOTO CaMOYIpaBJCHUs. PeKBU3WT medaraercs
nponucHbiMu OykBamu mpudrom Times New Roman N 14 6e3 orctyma oT BepxHei
TPaHMIIBI TTOJIS JOKYMEHTA Yyepe3 OAMHAPHBIA MEKCTPOUHBIN WHTEPBAI U BHIPABHUBAETCS 10
HEHTPY,

By nokymenta - [IPOTOKOJI. PexBuzut neuataercs mipudrom Times New Roman
N14 monyXupHON HACBHIIIEHHOCTH MPOMUCHBIMU OyKBaMU, OTIENSETCS OT MPEIbIIyIIero
PEKBU3HUTA JBYMsI OJMHAPHBIMH MEXKCTPOUHBIMH MHTEpPBAaJlaMd M BBIPABHUBAETCS I10
HEHTPY,

BUJ 3acelaHusi (COBEIIaHMsS) - OTHENSeTCS OT MPENbLAYIIEr0 PEKBU3HUTA ABYMS
OJIMHApPHBIMU MEXCTPOUYHBIMU MHTEpBanaMu, nedaraercs mpudrom Times New Roman N
14 0OBIYHOM HACHIIIEHHOCTH Yepe3 OJUHAPHBIN MEKCTPOUHBIN WHTEPBANl U BHIPABHUBACTCS
10 LIEHTPY;

MECTO TPOBEACHHsS 3aceqaHusl (COBEIIAHUs) - YKa3bIBaeTCs MpU HEOOXOAMMOCTH,
reyaTraercss 4epe3 JBa MEXCTPOUHBIX HHTEpBajla Mociie pekBu3uta "Buj 3acemanus
(coBeranus)", OTAENAETCS OT HETO JIMHUEH U BBIPABHUBAETCS 110 LIEHTPY;

JaTa ¥ HOMEp MPOTOKoJa - JaTa o(popMIIsETCsl CIOBECHO-IM(POBBIM CIIOCOOOM U
reyaTaeTcsl 4epe3 JiBa MEXKCTPOUHBIX MHTEpBaJia MOCJIE MPEIbIAyLIero pexksusura. Jlaroi
MPOTOKOJIa SIBJSIETCSl JaTa MpoBeldeHUs 3acenaHus (cosemanusi). Homep mnpoTokona
o0o3HavaeTcs apabCKUMH UPPAMH, MOKET BKIIIOYATh OYKBEHHBIC UH]ICKCHI.

5.4. TekcT MOJIHOTO MPOTOKOJIa COCTOUT U3 JIBYX YacCTEi: BBOJHON U OCHOBHOM.

Bo BBOmHOW dYacTH yKa3bIBalOTCS WHUIMAIBI W (QaMmiuk  TpeaceaaTens
(mpeacenaTeNnbCTBYIONIET0), CEKpeTapsi, MPHCYTCTBOBABIIMX HA 3aceAaHUH, W, TpHU
HEOOXOIMMOCTH, JHI], TPHUTJAIICHHBIX Ha 3acenaHue (coBemanue). Ecnum kommuecTBo
MPUCYTCTBYIOIIMX MPEBBIILIAET 15 YenoBeK, BO BBOJHOM YaCTU MPOTOKOJIA IETAETCSl CChUIKA
Ha CIHUCOK, ABJISIOIIMIICSA HEOTHEMIIEMON YaCThIO MPOTOKOJIA, HAIIPUMED:
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MpwucyTtcTBoBanu: 25 yenosek (CMMCOK Npunaraetcs).

Eciu B 3acemanuu (CoBEIIaHMM) MPUHUMAIOT y4yacTHE NPEICTaBUTENM Pa3HbBIX
OpPraHOB BJIACTH M OpraHU3alMi, YKa3bIBACTCS MECTO pa0dOTHI U JOJKHOCTHh KaXKJOTO JIMIIA.
MHorocTpouHble HaMMEHOBAHMS JTOJDKHOCTEH MPUCYTCTBYIOLIUX MEYaTaloTCa 4Yepe3 OJUH
MEKCTPOUYHBIA HHTEPBAJI JIUOO Yepe3 UHTepBai 12 nT.

BBoaHas yacTh mpOTOKOJIA 3aKaHYMBAETCSA MOBECTKOW JHS, COJAEpkKALIEH NEPEUECHB
paccMaTpuBaeMbIX BOIIPOCOB, MEPEUUCICHHBIX B MOPSAKE WX 3HAYUMOCTH, C YKa3aHUEM
JOKJIaJudKa 10 KaXJIOMY paccMaTpuBaeéMOMYy BoIpocy. Bompocbl NOBECTKH JHS
dbopmynupyrorcss ¢ npemigorom "O" ("OG"), mewaTaroTcs OT TPaHUIBI JICBOTO IO M
HYMEPYIOTCS apaOCKUMU IUPPaAMHU.

OcHoBHasi 4acTh MPOTOKOJA COCTOMT U3 Pa3/ieloOB, COOTBETCTBYIOLIMX ITYHKTaM
MOBECTKH JHs. TEeKCT Ka)XJa0ro pasjiesa CTPOUTCS M0 CXEME:

CNYLIASIN:
BbICTYMUAM:
MOCTAHOBUAM (uan PELLIUAN):

OcHOBHOE coziepKaHue JTOKJIAJ0B U BBICTYIUICHHI BKIIFOYAETCS B TEKCT IMPOTOKOJA
WIM IPUJIAraeTcsi K HEMY B BHUJIE€ OTAEJIbHBIX MAaTEpUasoOB, B MOCIEAHEM CIIy4dae B TEKCTE
MpoTOKONa Jenaercs orMeTka "TekcT BoicTymeHus mpuinaraercsa’. IlocranoBienue
(pemieHue) B TEKCT MPOTOKOJIa BHOCUTCS MOJTHOCTBIO B TOM (hOpMyTUpOBKe, KOTOpas Oblia
MpUHATa Ha 3aceqaHuu. [lpu HEOOXOAMMOCTH MPHUBOAATCS MTOTH TonocoBaHus: "3a -...,
MIPOTUB - ..., BO3IEPKAIOCH - ...".

Conepxanuie 0co00ro MHEHHMSI, BHICKa3aHHOI'O BO BpeMs 00CYK/I€HUs, 3alIUChIBAETCS
B TEKCTE MPOTOKOJIA IMOCJI€ COOTBETCTBYIOIIETO MOCTAHOBJICHHUS (PEILICHU).

5.5. TekcT KpaTkoro MpoTOKOJIa TAKXKE COCTOUT M3 JIBYX YacTeil. Bo BBOJHOW YacTu
YKa3bIBAIOTCS MHULIMAIBI U (haMUITTUH TIpeJicelaTeNbCTBYIONIEro (TpeaceaaTens), cekperaps,
a TaK)Ke MHULMANBI U (paMUIIUU PUCYTCTBOBABIINX JIMII.

Cnoso "lIpucyrcTBoBasin" meuyataercss OT TpaHULbl JEBOTO MOJIs, OAYEPKUBAETCH,
Iocjie CjoBa CTaBUTCA JBoeroure. Huke mnedaraiorcs HAWMMEHOBAHUS JOJDKHOCTEH
MPUCYTCTBYIOIINX, a CIIpaBa OT HAUMEHOBAHUS JOJDKHOCTEH - MX MHUIMAIBI U (paMuiuu.
HaumeHnoBaHust T0JKHOCTEN MOTYT yKa3bIBaThCsl 00OOIIEHHO, HAIPUMED:

MpucytcTBOBaNU:
'naBa ropoaCcKoro okpyra N.0.@amununs

3amecTuTenn rnasbl
ropoACKOro oKpyra N.0.damunusn
N.0.damunnms

Cnucok oTaensercss OT OCHOBHOM YacTH MPOTOKOJIA CIUIOIIHOW YE€PTOM.

B oCHOBHOI 4YacTH MPOTOKOJA YKa3bIBA€TCS HOMEpP BOIMPOCAa B COOTBETCTBHH C
ITOBECTKOW JTHS, COZIEpKAHUE BOIIPOCA U IIPUHSATHIE PELICHUS.

Bormpocel HymepyroTes puMckumu udpamMu. HanmeHoBaH#e BOIIpoca HAYMHAETCS C
npemiora "O" ("OOG"), medaraercs MO LEHTPY M TOMAYEPKUBACTCS OJHOW YEPTOW HIKE
MOCIIEHEW CTPOKU Ha pacCTOSHUU He Oosee ogHoro uHTepBaia. [log yepToil ykaspBaroTcs
CbaMI/IJ'II/II/I JOJDKHOCTHBIX JINII, BI)ICTYHI/IBIHI/IX HpI/I O6Cy>K)IeHI/II/I JTAaHHOTI'O BOHpOC&. (DaMI/IJ'II/II/I
MeyaTalTcs 4epe3 OJMHAPHBIN MEKCTPOUHBIA MHTEpPBaI. 3aT€M yKa3bIBaeTCsl MPUHATOE IO
BOIIPOCY PEILICHHE.
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5.6. IlpoTokos  MOANMCHIBAETCS MPEICENATEIbCTBYIONIMM Ha 3acelaHuu |
CEKpeTapeM.

[Tonmuce mnpencenaTeNbCTBYIOIETO OTAENSETCS OT TEKCTa TpeMs OJUHAPHBIMU
MEXCTPOUHBIMM  MHTEpBajJaMM ¥  BKJIIOYAaeT HAUMEHOBAHME JIOJDKHOCTU  JIMIIA,
IIpeICEeAAaTeNbCTBOBABIIET0 HAa 3aceJaHUuM  (COBEIAHMHM), €ro JIMYHYH IOJIKCH,
pacmndpoBKy noanucu (MHULKAIBI U (haMuianio). HauMeHoBaHUE JOIDKHOCTH IeyaTaeTcs
OT JIEBOM TIpaHMIBI TEKCTOBOI'O IIOJII YEpe3 MEXKCTPOUHBIM HHTepBal 12 0T u
BBIPaBHMBAETCA MO JieBoMy mnomto. PacmmdpoBka moanucH pacrojiaraercsi Ha YPOBHE
nocjenHell CTpOKM HaumMeHoBaHUs AobKHOcTH. [locnmennsss OykBa B pacuim@poBke
OTPaHUYUBACTCS MPABBIM MOJIEM.

[Tonmuce  cexkperapst 3acefaHust  (COBELIaHUs)  OTHENSIETCS OT  MOJIHUCH
Mpe/iceaTeIbCTBOBABIIET0 HA 3aceJaHUU OJMHAPHBIM MEXKCTPOUYHBIM HHTEPBAIOM U
odopmIIsIeTCs aHAIOTHYHO.

5.7. Cpok moJAroTOBKHM MPOTOKOJIA, KaK MPaBUJIO, HE JOJKEH MPEBBIIATh 5 AHEH CO
IHS TPOBEACHHUS COOTBETCTBYIOIIEro 3acenanus (coBemanus). KOHKpeTHBIH CpoOK
MIOJATOTOBKU MPOTOKOJIAa MOKET ONpPEAEIUTh PyKOBOAUTEb, KOTOPBII BEJl COBEIIaHUE, WIN
npejceaarenb MOCTOSIHHO ACMCTBYIOLIEro KoiulernaiabHoro oprana. Cpok odopmiieHus
IIPOTOKOJIAa TAKKE MOXKET ObITh YCTAHOBJIEH B perjaMeHTe paboThl KOJIErHaJbHOTO OpraHa.

5.8. TIpoTokonsl coBemanuii 0pOpMIISIOTCS PaOOTHUKAMHU CTPYKTYPHBIX OTIIEJIOB,
OTBETCTBEHHBIX 32 IPOBEIECHUE COBEIIAHUMN.

5.9. Ob6pazubl odopMiIeHHS] TOTHOTO U KPAaTKOrO MPOTOKOJIOB TMPEACTABICHBI B
MIPWIOKEHUH 4.

6. Ciiy:xe0Has nmepenucka

6.1. B 3aBucMMoOCTH OT CIIOCOOOB Iepenadr JesoBoi mHpopMmanuu (10 KaHajam
MOYTOBOM CBSI3M MJIM MOCPEJICTBOM 3JIEKTPOCBSA3M) BBIACISAIOT CIEAYIOLINE BUABI JET0BOM
MEepenucK W WX Ha3BaHUS: JeloBoe (ciaykeOHoe) mucbMo, (akcorpamma (dakc),
TenedoHorpamMma, MEKTPOHHOE MUCHEMO (3JIEKTPOHHOE COOOIIEHHE).

6.2. CnyxeOHbIE MHChMa MeYaTarTCs Ha OJIaHKaX YCTaHOBJICHHOTO o0Opaslia.

CnyxeOHbple THCbMa 3a MOJIMUCHIO PYKOBOAUTENEH CTPYKTYpPHBIX OTIENOB IIO
BOIIpOCaM, BXOJSIIMM B HX KOMIETEHIMIO, O(QOpMIIAIOTCS Ha OJaHKaX CTPYKTYpPHBIX
OTJEJIOB aAMUHHUCTPALUH.

6.3. IIpu odopmienun caykeOHOTO MUChMa Ha ABYX M Oojee CTpaHHUIAX BTOpas W
MoCJeyIoIe CTPaHULBl HYMEPYIOTCS TOCEpeMHE BEpPXHEro Mo JHcTa apabCKUMHU
uudpamu.

6.4. B cuyxeOHBIX NHCbMaX HCHONB3YIOTCA (hpa3bl STUKETHOTO XapakTepa
"VBaxaembliii...!" - B Hayanme muchMma (Hajg TekcToM) M "C yBaxeHuwem," (MO >KETaHUIO
aZipecaHTa) B 3aKJIOYUTEIBHONM YacTH MHUCbMa INepe] MOAMHUCHhI0. OTHUKETHbIE (pa3bl
[1€4aTalTCs UCIOJIHUTENIEM IIPU NMOATOTOBKE IMPOEKTA MUCHMA.

TekcT cmyxeOHOro mMUchbMa H3JIaraercs: OT 1-ro Juna MHOXECTBEHHOIO 4ucia
("ITIpocum npenoctaBuTh nHGopManuio...", "Hampapnsem Ha 3akIr04eHUe TPOEKT..." u Ap.),
oT 3-ro nuua eguHCTBeHHOro uucia ("AIMUHHUCTpAIUsi TOPOJCKOIO OKpyra He CUHUTaeT
BO3MOXKHBIM...", "OTzen. .. npeayiaraeT paccCMOTPETh BOBMOKHOCTb...").

6.5. CnyxeOHble mNHCbMAa aAPECYIOT  OpraHu3alusM, WX CTPYKTYPHBIM
MO/Ipa3/ICJIEHUSAM MM KOHKPETHBIM JIHIIaM.

JIOKyMeHT ajpecyeTrcsi JOJDKHOCTHOMY JHIY (PYKOBOAMTENIO OpraHu3aluu) B
cllydae, KOrJa MpeAroaraercsi, YT0 MMEHHO 3TO JOJKHOCTHOE JIMLO OyJeT MpUHHUMATh
pelleHns MO BOIIpOcaM, IIOCTaBIEHHBIM B J0KyMmMeHTe. Ilpu 3ToM HamMeHoBaHME
OpraHM3aliy BXOJUT B HANMEHOBaHUE JOKHOCTH aJpecara.
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6.6. K mpoekTy ciryeOHOro muchMa, TOJTOTOBJIEHHOTO Ha OQHUIIMaIbHOM OJaHKe
dbopmara A4, mpunaraeTcs BTOPOM OK3EMIUIAP IMPOCKTa IMHUCHMA, COACPXKAIIUNA BU3BI
WCIIOJIHUTEIS NMMChMa, HaualbHUKA CTPYKTYPHOTO OT/eNa U 3aMECTUTEIIS TJIaBbl TOPOJICKOTO
OKpYTa, KypUPYIOIIEro CTPYKTYPHBINA OT/IEII.

6.7. IIpaBo moanucanusl CIyKeOHBIX MHCEM UMEIOT IJ1aBa TOPOJCKOTO OKPYyra U €ro
3aMECTUTENH, a TaKXKE HadaJbHUKU CTPYKTYPHBIX OTHEJIOB Ha OJaHKaX CTPYKTYPHBIX
OTJIETIOB.

Ecnu nomkHOCTHOE JHIIO0, MOAMUCH KOTOPOTrO 3aroTOBJIEHA HA MPOEKTE JOKYMEHTAa,
OTCYTCTBYET, TO IOKyMEHT TOJITMCHIBACT JIMIIO, UCTIOTHSIONIEE ero O0SI3aHHOCTH, WM €ro
3amectutenb. [lpu 3TOoM 00s3aTenbHO yKa3biBaeTcsl (aKkTUyecKas JOJDKHOCTh JIUIIA,
MO/IMUCABIIETO TOKYMEHT, U €ro (haMuUJIHsL.

6.8. Cpoku TIOATOTOBKM OTBETHBIX IIMCEM YCTAHABJIMBAIOTCS PE30JIIOLMEH
PYKOBOAMTEIISI HA OCHOBAaHWU UMEIOIIUXCS CPOKOB MCIOJHEHHUS MOPYUYEHUH, 3alIPOCOB WU
10 PEIICHUIO aBTOPA PE30JIIOIIHH.

B cnyuyae ecnu Cpok MOATOTOBKH OTBETHBIX MHCEM HE YCTAHOBJICH, OHHU JIOJKHBI
OBITH TOJITOTOBJICHBI B CPOK, HE mpeBbimarommii 30 gHel co JHS MOCTYIUICHHs 3arpoca,
oOparlieHus: B aIMUHUCTPAIINIO TOPOACKOTO OKpYTa.

7. @akcorpammbl (pakc)

7.1. JlokymMeHTbI, TpeOylollue CPOYHOrO HCIOJNHEHUs, MepearoTcsl ajapecary ¢
MOMOIIBIO (PaKCUMIIIBHON CBSI3H.

7.2. Tlocrynaromue yepe3 (haKCUMHUIBHYIO CBA3b CIyKeOHble MHCbMa U ApyTue
TOKyMEHTHI ((pakchl) MPUPABHUBAIOTCS K aHAJOTHMYHBIM O(QHUIMAIBHBIM JOKyMeHTaM. [Ipu
He0OXOIMMOCTH 3aMpallluBaeTCs OPUTHHAN JOKYMEHTa Ha OyMa)KHOM HOCHTEIIE.

7.3. Tlopsimox 00paOOTKH, paclpenciieHUuss M MPOXOKACHHS MOCTYNAIMMUX (HakcoB
aHAJIOTHUEH  TOPSIKY,  YCTAaHOBJIEHHOMY  JUIsI  JIOKyMEHTOB C  OTMETKaMH,
XapaKTepU3YIOIIUMHU CTENEHb CPOYHOCTH X UCTIOJIHEHUS UM JOCTaBKU.

7.4. TloctynuBmuii Bcien 3a (akcoM OpUTHMHAN JOKYMEHTa HamlpaBiseTcss B
CTPYKTYPHBIM OTIEN-HCIIOJHUTEIb B COOTBETCTBUM C PpE3OJIIOLUEH pPYKOBOJUTENS K
MOCTYMHUBIIIEMY paHee (akcy.

7.5. 3ampemiaercs 1mepenaBaTb IOCPEACTBOM  (DAKCUMUIBHOM  CBA3M  TEKCT
JIOKYMEHTOB C oMeTKou "J1J1st ciry>keOHOT0 MoIhb30BaHus "

7.6. OTBETCTBEHHOCTbH 3a COJIepKaHHe NepeaaBaeMoil nH(pOopMalUK BO3JIaraercsi Ha
WCTIOJTHUTEJISA, TIOJrOTOBUBIIETO JJOKYMEHT K Tepenade, ¥ HadyallbHUKa COOTBETCTBYIOIIETO
CTPYKTYPHOTO OT/€Na.

I11. Opranu3anusi 10KyMeHT0060pOTA
1. IIpuem u nepBruyHasi 00pad0TKA NOCTYNAKIIUX JOKYMEHTOB

1.1. Bes koppecnoHAeHIIN, TOCTYNMBIIAS B aJIMUHUCTPALMIO TOPOJCKOrO0 OKpYra,
NPUHUMAETCS W YYWUTHIBAeTCS LIEHTPAJIM30BAHHO B OTAeNe 10 HHPOPMAIMOHHO-
aHAJIMTUYECKON paboTe U CBA3SAM C OOIIECTBEHHOCTHIO.

1.2. Ilpm BCKpHITMM KOHBEPTOB IPOBEPSETCA NPABWIBHOCTH aJPECOBAHUS,
KOMIUIEKTHOCTb U LIEJIOCTHOCTh JOKYMEHTOB, IPUJIOKEHUN K HUM, CBEPSETCS COOTBETCTBUE
UX HOMEpPOB YYETHbIM HOMEpaM, YyKa3aHHbIM Ha KoHBepTax. KOHBEpThI C IMOMETKOMH
"JInuHo" mepenaroTcs aapecaTam B 3aKphITOM BHJIE.

1.3. KoHBepThl OT MOCTYNMBIIKX JOKYMEHTOB HE YHMUTOXKAIOTCS B ClIy4asiX, KOIrjaa
TOJIBKO N0 HUM MO>KHO YCTAaHOBHUTH aJpec OTHPABUTENS, NATy OTHPAaBKH M IOJIYy4YECHHUS
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NOKyMeHTOB. HempaBmibHO agpecoBaHHblE WU OGOPMIIEHHbBIE, OIUMOOYHO BIIO)KEHHBIE
JOKYMEHTBHI MIEPEChUIAI0TCS 10 HA3HAYEHUIO HJIM BO3BPAIIAIOTCS OTHPABUTEITIO.

1.4. Bece Bxoadiue JOKYMEHTHI MPOXOAST MEPBUYHYIO COPTUPOBKY Ha MOJIeXkKAIlne
U HE TNoJUIexamue peructpanud. He momiexar perucrpanuu CIEAYIOUIHe BUIBI
JTOKYMEHTOB:

JOKYMEHTBhI, He TpeOylolye UCHOJHEHUsI W He coJepkamue uHbopMaluy,
UCTOJb3YyeMOW B CIPABOYHBIX LEJSIX, - MPHUIJIACUTENbHBIC, MO3APAaBUTEIbHBIC MUChMa U
TeJerpaMmbl, OUIIETHI;

IUTaHBI U TIPOTPAMMBI CEMHUHAPOB, KOH(PEPEHIIUNA, CHMITIO3UYMOB H JAPYTUX MOTOOHBIX
MEpOIPUATHI;

JOKYMEHTHI TI0 OyXTalITepCKOMY YYeTy, MaTepUaIbHO-TEXHHUECKOMY O00ECIICYECHHUIO,
IJTAaHOBBIE U (PUHAHCOBBIE JOKYMEHTBI, OCTyMHAaloIIKe 6e3 COMPOBOIUTENILHOTO MHChMA;

peKJIaMHbIE IOKYMEHTBI, KOMMEPUYECKHE MPEI0KEHUS;

NeYaTHbIe U3/IaHNUS;

yHUGUIPOBAHHBIE (DOPMBI U OJTAHKHU TOKYMEHTOB;

JpyTHe BUIIBI JOKYMEHTOB.

1.5. U3 ob1iero moToka BXOIAUINX JOKYMEHTOB BBIICISIOTCS:

JIOKYMEHTBI, TpeOytomire 003aTeIbHOI0 paCCMOTPEHUS II1aBO FOPOJICKOTO OKPYTa;

JTOKYMEHTBI, He TpeOyrolue o0sA3aTeIbHOr0 PAaCCMOTPEHHUS TJIABOM TOPOICKOTO
OKpyTa | NepeaBaeMble HEMOCPEICTBEHHO 3aMECTHTEIISIM TJIaBbl TOPOACKOTO OKPYTa;

JTOKYMEHTBI, He TpeOyrolme o00s3aTeNbHOr0 PAacCMOTPEHUSI TJIABOM TOPOJCKOTO
OKpyTa M ero 3aMECTUTEISIMU U TepeiaBaeMble HETIOCPEICTBEHHO B CTPYKTYPHBIE OTJIEINbI
aJIMUHHCTPAIIIH.

1.6. KoppecnonaeHiusi, NOCTyNMBIIAs W3 CyAE€OHBIX OpraHoB, 0e€3 BCKPBITUSA
KOHBEPTOB TE€penaeTcs B OTAEN MO0 TMPAaBOBOMY M KaJpOBOMY OOECHECUCHHIO s
perucTparmm.

2. Perucrpanus nocTynammmx (BXoasiliux) 10KyMeHTOB

2.1. ocrynuBmme (BXOAfANIME) JOKYMEHTBI, MOJUIeXAlllUe PErucTpalum,
PETUCTPUPYIOTCSL B KypHaje B OTAede MO0 HH(OPMAIMOHHO-aHAJUTUYECKOH paboTe u
CBA3SIM C OOIIECTBEHHOCTHIO aJMMHUCTpalMM. Perucrtpanus MOCTYNUBIIUX (BXOASIIUX)
JOKYMEHTOB IPOU3BOJUTCS HE3aBUCHUMO OT cHoco0a HX JOCTaBKH [MOYTOBOW CBS3BIO,
AJIEKTPOCBS3BIO WM KYPbEPCKOU CBSI3bI0 (HAPOUHBIM) |, IEpeIavuyl UIIA CO3/IaHUS.

[lepenaua JOKyMEHTOB TIJIaBe TOPOJICKOTO OKpYyra, 3aMeCTHTENsIM TIJaBbl 0e3
perucTpany B OTJeNe MO HH(POPMAIMOHHO-aHAIUTUYECKOH paboTe M CBA3SIM ¢
OOIIECTBEHHOCTBIO HE IOy CKAETCH.

JIOKYMEHTBI PETUCTPUPYIOTCS B J€Hb HMX IMOCTYIIEHUS. JIOKYMEHTBI ¢ OTMETKOM
"Cpok!" perucTpupyroTcsi He3aMeITUTEIbHO.

JIOKyMEHTBI, NOCTYNAIIME€ B  CTPYKTYpHbIE  OTHENBl  aIMUHUCTpALUH,
PETUCTPUPYIOTCS HEMOCPEICTBEHHO B OT/IEJax.

Ilepenaua KOpPpECHOHAEHLMHM U3 OJHOTO CTPYKTYpHOIO OTAENa B JpYyrou
MIPOU3BOJIUTCS] HETIOCPECTBEHHO Yepe3 OTeN M0 MH(OPMALMOHHO-aHATUTUYECKON paboTe
U CBSI35IM C OOIIECTBEHHOCTBIO, I/I€ AETAEeTCsl COOTBETCTBYIONIAs OTMETKA B )KypHAJIE.

Ha nmoctynaromux (BXOIAIINX) TOKYMEHTaX Ha OyMa>KHOM HOCHUTEJNE, MOICKAITUX
perucrpanuu, B NpaBoil HWKHEH YacTH MEPBOro JINCTA TOKYMEHTa MPOCTaBIsIeTC OTMETKA
0 MOCTYIUJIEHMH JJOKYMEHTA C YKa3aHUEM JaThl U BXOZSAIIEr0 PETUCTPALIMOHHOTO HOMEDA.

2.2. Ilpu perucrpanuy BXOIAIIMM JOKYMEHTaM NPHUCBAUBACTCS PETUCTPALMOHHBIN
HOMEp, COCTOSIIIMI W3 MHJEKCa OTAeda MO WHPOPMALMOHHO-aHAJIUTUYECKOH paboTe u
CBA3SIM C OOIIECTBEHHOCThIO, HWHJAEKCA Jiela 10 HOMEHKJIaType el B OTAele Mo
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WH(pOPMAITMOHHO-AHAIUTUYECKONH paboTe W CBA3SAM c 00IIIeCTBEHHOCTHIO
MPOCTaBIsieMbIe Yepe3 e(uc U MOPSIKOBOIO BXOAAILIETO HOMEpPa MPOCTABIIEMOr0 4epe3
KOCYIO YepTy MOPSIKOBOTO HOMEpA JOKYMEHTA B MpeJieiax KaJeHIapHOTo roa.

Hanpumep: N 01-06/534

2.3. B nmensax yuyera M MOMCKA JOKYMEHTOB IPU PErMCTPALMU JJOKYMEHTa BHOCUTCS
cleayromas nHOOpPMAIIHs:

perucTpanoHHbII HOMEp;

JlaTa perucTpanmy;

ajpecar;

JlaTa TOKyMEHTa;

HOMEp JJOKYMEHTa;

KpaTKO€ COZIEpKaHUE TOKYMEHTA;

BUJ JOCTaBKU JOKYMEHTa;

CBEJICHMSI O JIOKYMEHTAaX, CBSI3aHHBIX C HUM.

2.4. 3aperucTpupoBaHHbIE JOKYMEHTbI U Apyras KOPPECHOHJEHUUS J10CTABISAIOTCS
OTAENOM O HH(POPMALMOHHO-AHAIUTUYECKON padoTe M CBs3sAM C OOLIECTBEHHOCTHIO B
IIPUEMHYIO TIJIaBbl TOPOJACKOTO OKpYra, 3aMECTUTENSIM TJaBbl I'OPOJCKOIO OKpyra U B
CTPYKTYpPHBIE OTJI€JIbI a]MUHUCTPALIUH.

JIOKYMEHTBI ¢ OTMETKOMN «K» (KOHTpPOJIb) JOCTABJISIOTCS HE3aMEAJIUTENBHO.

3. Ilopsizok paccMOTpPeHUsI JOKYMEHTOB M /10BeIeHUs
HMX 10 HCIIOJTHUTEJIeH

3.1. KoppecnoHaeHuus, MOCTyNHUBINAs  JOJDKHOCTHBIM  JIMIAM,  JIOJDKHA
paccmaTpuBaThCs B J€Hb €€ JOCTaBKH.

3.2. IlopyueHus 1Mo UCIOIHEHUIO JOKYMEHTOB O(OPMIISIFOTCS B BUJIE pe3oonuil. B
COCTaB PpE30JIIOLIMU BKJIIOYAIOTCS CIEAYIONIME 00s3aTelbHble 3J€MEHThl: WHHIIMAIbI,
(dbaMuIMKM HCIIOJIHUTENEH, COJep)KaHuEe MOpPYUYEHUs, CPOK HUCIOJHEHMs, JUYHas MOANUCH
PYKOBOJUTENS U €€ paciin(poBKa, AaTa pe30JIIoLnH.

Pesomtonus nuiiercs Ha MepBOM JIMCTE TOKyMEHTA.

[Topyuenne 00 HCIONHEHUM JIOKYMEHTa Jaercs, Kak [paBUIO, OJHOMY
JOJKHOCTHOMY JIUILY.

Ecnu nopydenue o0 MCIONHEHUM MOCTYIHBILETO JOKYMEHTa JaeTCsl HECKOIbKUM
JuuaM, TO JIMIO, YKa3aHHOE B PE30JIOLUMU MEPBBIM, SBISETCS OTBETCTBEHHBIM
HCIIOJIHUTEIJIEM, OCTAJIbHBIE JINLA - COUCIIOJHUTEISIMH.

3.3. lokymeHTHI ¢ oTMeTKol "Cpok!" paccMaTpuBaroTCs ONEPaTUBHO.

3.5. Hoxymentsl ¢ ormeTrkamu "Cpok!" noBoasTcs oTaenoM Mo MHPOPMAaIOHHO-
aHaJIMTUYeCKOW paboTe M CBsA3SAM C OOLIECTBEHHOCTHIO JO CBEJCHMS OTBETCTBEHHBIX
ucrosHuTeNne (mocpencTBoM (akca, IIEKTPOHHOM TMOUTHI). Bpemst mpoxoxaeHus
nokyMmeHTa ¢ otMeTkoi "Cpok!" ¢ MOMEHTa MOCTYIICHHsI €r0 B OT/IEJN MO0 UH(OPMAIIMOHHO-
aHAJIMTUYECKOW paboTe U CBI3SIM C OOIIECTBEHHOCTbIO JIO MOMEHTa MOJy4YeHUs
UCTIOJHUTEJIEM B CHCTEME 3JIEKTPOHHOIO JOKYMEHTO000pOoTa, Mo (akcy, 3MeKTpOHHOU
MIOYTE JOJDKHO COCTaBJIATH HE 00JIee OHOrO yaca.

3.6. JIokyMEHTBI, KOTOpPbIE HAPAaBISAIOTCA HECKOJIBKUM MCIIOIHUTENAM, IEPENAIOTCS
UM B Konusix. [IonTMHHNK TOKyMEHTa MepeaeTcsi OTBETCTBEHHOMY HCIOJIHUTEIO.

3.7. JlokyMeHThl Ha OyMa)KHOM HOCHTEJIE, B COOTBETCTBHHU C PEECTPOM aJpecaToB
JUIS PacChUIKM JOKYMEHTA HaIpaBIAIOTCA JUISl HMCIOJIHEHHUS B CTPYKTYpPHBIE OTAEIBI
aJIMMHHCTpAllMM 4Yepe3 OTAeN MO HH(OpPMalMOHHO-aHAJIUTUYECKON padoTe M CBA3SIM C
O0IIECTBEHHOCTBIO.
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4. PaboTa MCIOJIHUTEJIA C MOCTYNMMBIIUMM (BXOASIIIIMMHU)
AOKYMEHTAMHU

4.1. CtpyKkTypHbIe OTZENbl AAMUHUCTPALIMM WJIM HEHNOCPEICTBEHHBIH HCIIOJIHUTEND
(COMCIIOTHUTEIB) MOJIyYal0T BXOASIIUE JOKYMEHTBHl B BO3MOKHO KOPOTKHE CPOKH (B JI€Hb
UX PACCMOTPEHHUSI COOTBETCTBYIOIIUM PYKOBOAUTENIEM UJIM Ha CIEAYIOIINNA pabouuii JeHb).

HavanbHuKM CTPYKTYpPHBIX OTAEJIOB AJAMMHMCTPALMM OPIaHU3YIOT HCIIOJIHEHUE
MOCTYNUBIIMX JIOKYMEHTOB. PaccMoOTpeHHe OKYMEHTOB NPOM3BOIUTCS, KakK MpaBWIIO, B
JIEHb UX IOCTYIUIEHUS B CTPYKTYPHBII OTAEI.

4.2. Ecim wucrolHEeHHE JOKYMEHTa IOPYYEHO HECKOIBKMM HCIOJHUTENSAM, TO
OTBETCTBEHHBII HCIOJHUTENb HECET OTBETCTBEHHOCTh 3a HUCIIOJHEHHE MOPYYEHHS, €My
IIPEJOCTABIIEHO MIPABO CO3bIBA COMCIIONHUTENICH U KOOPAUHALIUU X PAOOTHI.

CoucnosHuTeNn NPEACTABISAIOT OTBETCTBEHHOMY WCIIOJIHUTENIO NPEUIOKEHUS B
TEYEHHE IEPBOM MOJOBHHBI CPOKA, OTBEIEHHOIO Ha MCIIOJIHEHHE IOPYYEHUs B IIEJIOM,
corjacHo cBoeil cdepe BemeHus. OTBETCTBEHHBIH HCIHOJIHUTENb OMNpEAEISeT IMOPAI0K
COTJIACOBAHUS W TIOATOTOBKM HWTOTOBOTO IMpOEKTa AOKyMeHTa. [lpu HeoOxomumocTH
UCIOJHEHUSI TOPYYEHUs B C)KaTble CPOKUM OTBETCTBEHHBIM MCIOJHHUTENb OpraHU3yeT
WCTIOJTHEHUE TOPYYEHUS B OTNEPATHBHOM IOPSAIKE, JJIsl YEr0 CO3AaeT pabodue TPYIIbI U
IIPOBOJIUT COTJIACUTENIbHBIE COBELIAHNUS.

4.3. PaGOTHUKK CTPYKTYPHBIX OTACJIOB aJMHUHHUCTPAIIMH B IPOIIECCE HCIIOJTHEHUS
BXOJISIILET0 IOKYMEHTa OCYIIECTBIISIOT:

cOop 1 00paboTKy HEOOXOAMMOK MH(POPMAITUH;

HOJArOTOBKY IPOEKTa OTHpaBisieMOro (UCXOIAIIEro) JOKyMEHTa M BCEX
HEO0XOIMMBIX NMPUIIOKEHHUH ¢ COOJII0IEHHEM MPaBWIl JOKYMEHTHUPOBAHMS;

COIIaCOBaHUWE  IPOEKTa  OTIPABISIEMOro  (MCXOJAIIEro)  JIOKyMEHTa  C
3aWHTEPECOBAHHBIMU JIUIIAMU;

J0paboOTKy MPOEKTa OTIPABIIEMOro (MCXOIALIEr0) JOKYMEHTa IO 3aMEeuyaHUsM,
MIOJIyYEHHBIM B XOJI€ COTJIACOBAHUS;

B HEOOXOJIMMBIX CiIy4asiX IOATOTOBKY CIIMCKAa pPAacChUIKM  OTIPABISIEMOIO
(McXomsIIero) JOKyMEHTa;

IpEJICTaBICHUE MPOEKTa OTIPABISIEMOro (MCXOMAIIEro) MOKYMEHTa Ha MOAMHCH
PYKOBOJUTEITIO;

perucTpaluio oTIpaBIsIeMOro (MCX0IAIero) JOKyMEHTa.

4.4. VicnonHuTenb HE JOJDKEH pas3rilallaTh COJEp)KaHWE MOCTYNMBIIMX K HEMY
BXOJISIIIUX JOKYMEHTOB M MOJATOTOBJICHHBIX ITPOEKTOB OTHPABISEMbIX TOKYMEHTOB, C HUMHU
MOTYT OBITh 03HaKOMJIEHBI TOJIBKO JIMIA, UMEIOIIHE OTHOIIEHNE K UX UCIIOJIHEHUIO.

4.5. OTBETCTBEHHOCTb 3a CBOEBPEMEHHOCTb HCIIOJIHEHHUS, YyUe€T U COXPaHHOCThb
CIIy’)KEOHBIX JOKYMEHTOB, IMOCTYNUBUIMX B aJAMHHHCTPAIMI0 TOPOACKOTO OKpyra WIu
CTPYKTYpHbIE OT/eNbl, HECYT HAa4YaJbHUKH U COTPYIHUKH CTPYKTYPHBIX OTIENIOB
aJIMMHHCTpPAIIIH.

4.6. VcnonHeHHbIE B yCTaHOBJIEHHBIM CPOK JOKYMEHTBHI NEPENAIOTCA B OTAET IIO
MH(OPMAaLIMOHHO-aHAIUTHYECKOW paboTe M CBSI3AM C OOIIECTBEHHOCTHIO aJMHHUCTPALUU
JUIL CHATHUSA JOKYMEHTa C KOHTpOJII M HAaINpaBJICHHUHM €ro B «IeJo», B COOTBETCTBUU C
YTBEPKACHHON HOMEHKJIATYpOU eIl

OtmeTka 00 HCIIOJIHEHHWH JOKYMEHTa BKIIIOYAET CIEAYIOIIME JaHHBIE: CChUIKY Ha
JaTy U HOMEDP JOKYMEHTA, CBUJETENbCTBYIOIIME O €r0 UCIOJHEHUH, WIN P OTCYTCTBUH
TaKOT0 JIOKYMEHTA - KpaTKHe CBeACHUs 00 MCIIOTHeHUH; ciioBa "B neno"; moamuce u nary.

5. Opranusanusi padoThbl ¢ OTHPaBJIsIEMbIMHU
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(McxoasiUMM) TOKYMEHTAMU

5.1.  OTBeTCTBEHHOCTb 3a COCTaBJICHHE U O(OPMIIEHHE  OTIPABIIEMOIrO
(ucxondIero) JOKYMEHTa BO3JaraeTcsi Ha TOJOBHOIO MCIIOJHUTENS  JIOKyMEHTa
(CTPYKTYpHBIN OTZ1€1 AIMUHUCTPALIMU WIN JOHKHOCTHOE JIULIO).

5.2. Jlng oOTnpaBKM JAOKYMEHTOB, HE HUMEIOIIMUX aJpPEeCHONM YacTHU, TOTOBATCS
COIIPOBOJUTEIILHBIE NTHCHMA.

5.3. Jlo mpencraBieHMs Ha IOANUCH JOKYMEHTa OTBETCTBEHHBIM MCIOJIHUTENb
MPOBEPSAET MPABUIBHOCTE O(OPMIICHHS OTHPABISIEMOTO (MCXOMAIIETO) JIOKYMEHTa, €ro
a/ipecoBaHMsl, HAINYME HEOOXOUMBIX BU3, IPUIIOKEHUH.

5.4. OtnpaBnsemble (MCXOIAIIME) TOKYMEHTHI, IOJINUCAHHBIE IJ1aBOH TOPOJICKOIO
OKpyTa WU €ro 3aMeCTUTEINISIMHU, NIePEIatoTCs Ha PErHCTPALUIO.

Peructpanus ucXoasiux IHUCEM OCYLIECTBISIETCS CHEUUAINCTOM IPUEMHONH U
PErucTpupyercs B CUCTEME 3JIEKTPOHHOIO0 JOKYMEHTO000pOTa.

Peructpanus ucxogdmmx nUCEM, MOANMCAHHBIX HadaJlbHUKAMHU CTPYKTYPHBIX
OTJIEJIOB aIMUHUCTPALIUHU, OCYILECTBISIETCA paOOTHUKAMH COOTBETCTBYIOIUX CTPYKTYPHBIX
OT/IEJIOB.

He nomyckaercst perucrpanusi HCXOASIIUX CIIyKEOHBIX MUCEM IPU OTCYTCTBHH BCEX
HEO0XO/IMMBIX COTJIacOBaHMM (BU3) COOTBETCTBYIOIINX JOKHOCTHBIX JIUII.

5.5. Peructpanus otnpasisieMbIX (MCXOASIINX) TOKYMEHTOB OCYLIECTBIISIETCS B JCHb
UX MOJIIMCAHUS WU Ha CIIEAYIOUIMNA paboumii JeHb.

5.6. PeructpanmoHHbII HOMEp U Jara OTIPABISIEMOrO (MCXOJISLIETr0) JOKYMEHTa
IIPOCTABJISIOTCS Ha OJIaHKE TOKYMEHTA, B PEKBU3HUTaX OJIaHKa M HA KOIHUSX.

Otnpasnsembie (MCXOIAIIME) M3 AJAMUHUCTPAIMKA TOPOACKOTO OKpyra Ciry)KeOHbIE
JOKYMEHTbl HCHOJHSIOTCA B TpeX O3K3eMIUIApax, MEepBbI W3 KOTOPHIX MOIMHUCHIBAETCS
IJIaBOM TOPOJICKOTO OKpyra WM €ro 3aMeCTUTENIIMH U OTIpaBIIETCs ajapecary, BTOPOH
9K3EMILISAP, C BHU3aMH, HCIOJHUTEINS, HAadaJbHUKA CTPYKTYPHOIO OTAENa, 3aMECTUTEJ,
KypHUPYIOLIETO OTAEN, OCTAETCS B J€JI€ B IPUEMHOM, TPETUI BO3BPALLAETCS UCIIOIHUTENIO.

5.8. OrtnpaBky uUCXOndIIed KOPPECIOHJEHIIMM Ha OyMa)XHOM  HOCHUTEIE
OCYILIECTBISIET CHEUUANINCT NpueMHOW. llpn mnomydeHMM HOKYMEHTOB MJIi OTIPaBKU
CHEIHAIUCT MPUEMHON TMpOBEpAeT HaIWYMe MOJANUCEH, HCXOIAMMX HOMEPOB, a Ha
MMCbMaxX-OTBETAX - CCHUIKM HA HOMEpP M JaTy NHMCbMa-3alpoca, HaJIW4Yue MPUIIOKEHUH,
yKa3aHHBIX B OCHOBHOM WJIM CONPOBOJUTENHHOM TOKYMEHTE, NMPaBUIbHOCTh O(GOPMIICHUS
OTIPABISAEMbIX (MCXOMAILINX) JAOKYMEHTOB. HemnpaBuibHO oQOpMIIEHHBIE OTIpaBisieMble
(ucxondime) MOOKYMEHTbI M JIOKYMEHTBl HECIy>KeOHOro Xxapakrepa K OTIpaBKE He
MIPUHUMAIOTCSI U BO3BPAIIAIOTCS UCIIOJIHUTENIO.

5.9. Hcxopsmpe TOKyMEHTHI MOAJIEXKAT OTIPABKE B J€Hb UX PETUCTPALMM WU Ha
cienyromuid pabounii geHb. CpodHbIE HCXOMALINE JTOKYMEHTHl MOJJIeKaT OTIpaBKE B
NEpBYIO ouepesib. B ciydae HampaBieHHs: KOMUHM OTHPABISEMOT0 (MCXOSIEro) T0KyMeHTa
cpeacTBaMu (DaKCUMMIIBHOM CBSI3M WJIM 3JIEKTPOHHBIM COOOIIEHHEM aJipecary JO0ChUIaeTCs
MOJJIMHHUK JOKYMEHTA.

5.10. Hcxondmme TOKYMEHTBI, OTIpPaBIIEMbIE€ CpPEICTBAMU ITOYTOBOM CBS3H,
MPOXOJAAT YMAaKOBKY, aJipecoBaHMe. [MpU HANpaBICHUU JOKyMEHTa 0ojiee 4eM B YeThIpe
ajzpeca - B COOTBETCTBUU C yKazaTeJeM PaCChUIKH, KOTOPBIN COCTaBISETCS UCIOIHUTEIEM
OTIPABISAEMOro (MCXOJAIIEro) IOKyMEHTa] M Iepefadyy B IOYTOBOE OTIENICHHE CBS3H.
Hcxonsamme OOKYMEHTBI, OTHPABISEMBbIE CpPEACTBAMHM IOYTOBOM CBSI3M B OJUH ajpec,
BKJIQJIIBAIOTCS B OJJH KOHBEPT.

Ha ncxonsmue TOKyMEHTHI 3aKa3HOTO XapaKTEpa COCTABIISIETCA PEECTpP, KOTOPBIH
3aTeM BO3BpallaeTcs B OTAEN M0 HMHPOPMAIMOHHO-aHAJIMTUYECKONH paboTe W CBSI3AM C
OOIIIECTBEHHOCTHIO C PACTUCKONW PAOOTHUKOB ITOYTOBOTO OT/IEIECHUS CBSI3H.
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5.11. IlpoxoxaeHue BHYTPEHHMX JOKYMEHTOB Ha »JTamnax HX IOATOTOBKH,
coryiaCoBaHusd, MOAINMHUCAHUA U PECTUCTPALIUNA COOTBCTCTBYCT IMPOXOKACHUIO OTIIPABIIACMBIX
(ucxonmAmmMx) TOKYMEHTOB, a Ha JTalle MpUeMa, PETUCTPallid, PACCMOTPEHHS, KOHTPOIS
HCIIOJIHCHUS, UCIIOJIHCHHA, HAIIPABJIICHUA B ACJI0, XPAHCHUSA - HOCTYIIAIOIIUX (BXOI[SIH_II/IX)
IIOKYMEHTOB.

6. Ucnosb30BaHue MITAMIOB ¢ (paKCMMUIBHBIM BOCIIPOM3BeEIeHUEM
noanucu (paxkcummnse)

6.1. lltamnsl ¢ GpakCUMUIBHBIM BOCIIPOM3BEACHUEM MOANUCH ((pakcuMuie) MOryT
HMETH IJ1aBa TOPOJICKOTO OKPYIa U €ro 3aMeCTUTEIH.

6.2. llltamnsl ¢ GpakCUMUIBHBIM BOCIIPOU3BEICHUEM MOANUCH ((paKCUMHIIE) MOTYT
HCIIOJIb30BAThCS JUISl 3aBEPEHUS CIIEIYIOLINX JOKYMEHTOB:

[O3PaBUTEIbHBIX, IPUBETCTBEHHBIX ITHCEM;

IIPUTJIALICHUN;

UH(POPMALIMOHHBIX MCEM, U3BELICHUN U YBEIOMIICHU.

6.3. B 1ensix onepaTuBHOTO pacCCMOTPEHUS JOKYMEHTOB IITAMIIBI ¢ (PaKCUMUIbHBIM
BOCIIPOU3BE/ICHUEM NOAIHMCH ((paKCUMMUIIE) MOTYT MCIIOJIb30BaThCsl MOCIE COracoBaHus (B
TOM 4YHCle TO TenehOoHy WIM TYyTEM HCIOJIB30BAaHUsI HMHBIX CpPEACTB CBS3H) C
JOJPKHOCTHBIMU JIULIAMU.

6.4. Ilramnel ¢ (aKCUMWIBHBIM BOCIIPOM3BEJACHUEM TMOANUCH ((aKCHUMHIIE)
XpaHiATcs B OTAeNe 10 HMH()OPMAIMOHHO-aHAIUTHUYECKOW paboTe U CBA3AM C
00IIECTBEHHOCTBHIO.

IV. Texuuueckoe odecrnieyeHue padoTbl ¢ JOKYMEHTAMH
1. IleyaTanue JOKYMEHTOB

1.1. IlewaTtanme JOKYMEHTOB OCYIIECTBIIAECTCS CHELHUATUCTAMU CTPYKTYpPHBIX
OT/EJIOB aIMHHMCTPALMU C MCIIOJIb30BAaHUEM KOMIIBIOTEPHON TEXHHKH C COOJIOJCHUEM
TpeboBanuii ncTpykium.

1.2. IleyaTanue JOKYMEHTOB POU3BOIUTCA Ha OJaHKAaX YCTAaHOBJIEHHOM (hOpMBI WM
Ha Oymare CTaHJapTHBIX Pa3MEpOB.

2. KonupoBanue (THpakupoBaHNe) JOKYMECHTOB

2.1. KonnpoBalbHO-MHOXHUTENbHbIE pa0OTHl B aIMUHUCTPALIUNA TOPOJCKOTO OKpyra
OCYIIECTBIISIOTCS] COTPYHUKAMH CTPYKTYPHBIX OTAen0B. KomupyroTcs TOIbKO Ty KeOHbIS
JIOKYMEHTBI U MaT€pUaJIbl.

2.2. OTBETCTBEHHOCTh 3a Pa3MHOKEHUE JOKYMEHTOB BO3JI0’)KEHA HA HAYaJIbHUKOB
CTPYKTYPHBIX OTH€I0B. OHHM HECYT NEPCOHAIBHYIO OTBETCTBEHHOCTh 3a KOIHWPOBaHUE
JIOKYMEHTOB.

2.3. He nmomyckaercs HEOOOCHOBAHHOE Pa3MHOKEHHE JIOKYMEHTOB, HEIKOHOMHOE
pacxosoBaHue OyMaru U pacxoIHbIX MaTepUAIIOB.

2.4. MHorotupaxHble JUOO MHOTOCTPAaHUYHBIE MaTepHalIbl Pa3MHOXKAIOTCA, Kak
MPaBUIIO, B YMEHBIIIEHHOM BHUJI€ U C 00OPOTOM.
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2.5. KomupoBaHuio MOMJIEKAT, KaK MPABUIIO, EPBBIC IKIEMILISIPbI JOKYMEHTOB,
OTBCHAIOIIUC HGO6XOI[I/IMLIM TEXHUYCCKUM Tpe6OBaHI/ISIM. Oun JOJI?KHBI OBITH HAIl€YaTaHbI
YeTKO U Pa300pUrBO YEPHBIM [[BETOM Ha CTaHIAPTHBIX JTUCTax Oymaru popmara A4.

V. lokymeHTaNbHbIN GOHI AAMUHUCTPALMHA
rOpoACKOro okpyra ropoa MuxaiioBka
Bouarorpaackoii o61actu

1. Oprann3aunﬂ paGOTLI C JOKYMEHTAMHU B JACJIOIIPOU3BOACTBE

Opranuzanus paboThl C JOKyMEHTaMH B JIEJIONPOU3BOJCTBE MPEACTABISIET cOOOM
COBOKYITHOCTb BHJIOB padOT, OOECHEeUMBAIOIIUX COXPAHHOCTb, Y4YeT, CHUCTEMaTH3aIUIO
JOKYMEHTOB, ()OpMUPOBaHUE U OPOPMIICHHE JC] Ha JCIOMPONU3BOACTBCHHON CTaJIMU U UX
nepenavyy B apXUBHBIA OTIEN aJMHUHHCTPAIMM TOPOJICKOrO OKpyra (Janee MMEHyeTcs -
ApXUBHBIA OTNEJI) B COOTBETCTBUU C TPEOOBAHUSIMH, YCTAHOBICHHBIMH HOPMATHBHO-
METOJIMYECKUMH JOKYMEHTaMH 0 apXWBHOMY Jely, NeIOnpou3BOACTBY DenepanibHOro
apXUBHOTO areHTCTBA.

OCHOBHBIMU  BHJIaMH pabOT, 0OECIEUMBAIONINX IPABWIbHYIO OPTraHHU3aIUIo
JOKYMEHTOB B JI€JIOMPOU3BOJICTBE, SBISIOTCA COCTABIEHWE HOMEHKJIATYPbl Jel H
(hopMUpOBaHHE JIEII.

2. Pa3paboTka u BeleHHEe HOMEHKJIATYPHI eI

2.1. Howmenknarypa JAen TpeAHa3HadeHa I OpTaHU3ald  TPYNIHPOBKH
WCIIOJIHEHHBIX JOKYMEHTOB B JI€Jla, CHCTEMATU3alMU U yUYeTa Aell, ONPEIEIECHNs CPOKOB UX
XpaHEHUs U SBJSETCSI OCHOBOM ISl COCTaBJIEHUs ONMUCEH /1€7 MOCTOSIHHOTO U BPEMEHHOIO
(cBbime 10 7eT) CpokOB XpaHEHHs, a Takxke JUIsl ydyera Jenl BpeMeHHoro (1o 10 ser
BKJIIOUNTENBHO) CPOKA XPAHEHHUS.

2.2. B agMHHHCTpalMu TOPOACKOTO OKpyTra COCTABJISIOTCSI HOMEHKJIATYphl JeN
CTPYKTYPHBIX OTJEJIOB aJIMUHUCTPAallUM W CBOJHAs HOMEHKJIATypa Jel aJIMUHUCTPALAN
TOPOJICKOTO OKpyTa (J1ajiee UMEHYETCsl - HOMEHKJIaTypa Jell aIMUHUCTPALUH).

2.3. HomeHknarypa nea CTpPyKTypHOTO OTZA€la aJAMHHHUCTPALMM COCTaBIISIETCS
JIMIIOM, OTBETCTBEHHBIM 3a JEJIONPOU3BOACTBO B CTPYKTYPHOM OTHE€J€ aIMUHHCTpAIUH,
COIJIACOBBIBAECTCS C APXMBHBIM OTIEJIOM aJIMUHUCTPALUHU, MOANMUCHIBAETCS HAYaIbHUKOM
CTPYKTYpHOTO OTJiela aJIMUHUCTPALMA U NPEACTABISAETCS B OTAEN MO HMH(OPMAIMOHHO-
aHAJIMTUYECKON paboTe U CBA3AM C OOILIECTBEHHOCTHIO.

BHOBb co31aHHBIN CTPYKTYPHBIHN OTAEN 00s3aH B MECSIUHBII CPOK pa3paboTaTh CBOIO
HOMEHKJIATypy el U MPeJICTaBUTh €€ B OT/eI 10 MH(POPMAIMOHHO-aHATUTHYECKOH padoTe
U CBSI35IM C OOIIECTBEHHOCTBIO.

2.4. HomeHknaTypa JieJl aAIMUHUCTPAIIMU TOPOJICKOTO OKPyra COCTaBIISIETCS OTIIEIOM
no MH(pOPMAIMOHHO-AHATUTUYECKOH paboTe M CBA3SIM C OOIIECTBEHHOCTHIO HAa OCHOBE
HOMEHKJIATYp J€J1 CTPYKTYPHBIX OT/I€JIOB aJMUHUCTPAIUH.

2.5. Homenknarypa pAen aIMHUHUCTPAallUM TOPOACKOTO OKpyra BH3HPYETCS
YIPABISAIONIUM JeJlaMU - HA4YaJIbHUKOM OT/IeJIa M0 MH(OPMallMOHHO-aHAIUTUYECKOH paboTe
U CBS3AM C OOILIECTBEHHOCTHIO, HAYAIBHUKOM apXMBHOTO OTJENIa M TOCIE COIJIaCOBAaHUS
SKCIIEPTHOM KOMMCCHEW aJMHMHUCTpAllMM TOPOJCKOro okpyra (mamee umenyercs - OK
aMMHHCTpALVK) HAIIPABJISAETCS HA YTBEPKIACHHE IJIaBE TOPOJCKOT0 OKpyTa.
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2.6. Howmenknarypa Je  aAMUHUCTpalMM corjacoBbiBaeTcss ¢ OK
aJIMUHUCTPAIMU HE pEXe OJHOTO pasza B 5 neT. B ciydae u3meHeHus: QyHKIMNA U CTPYKTYPBI
aJIMMHHCTpPAIIMK TOPOJICKOT0 OKpyra pa3pabaThiBaeTcsi HOBask HOMEHKIIATypa Jell, KOTopas
MOJJIEXKUT coriacoBaHuio ¢ DK B yCTaHOBIEHHOM MOPSJIKE.

2.7. HomenknaTypa JAel aIMUHUCTpPAllMd TOTOBUTCS HE MEHEEe YeM B Tpex
SK3eMIUIApax: 1-i MOATUMHHBIA 3K3EMIUIp KaK JOKYMEHT MOCTOSHHOIO CpPOKa XpaHEHUs
IIOMEILIAETCSI B COOTBETCTBYIOLIEE HOMEHKIATypHOE Jeno, 2-d U 3-i NOJUIMHHBIE
AK3EMILIAPBI HAIIPABIIAIOTCSA B @PXUBHBIIN OTAEN aIMUHUCTPALIMHA TOPOJICKOTO OKpYTa.

2.8. HomeHnkmarypa Aein aJIMHUHHCTPAllMM B KOHIIE KaXXJOTO TOJa yTOYHSETCA M
nociue coryacoBanusi ¢ DK agMUHUCTpauuM yTBEpKAaeTcsa W BBoauTcs B neiictBue ¢ 01
SIHBapsl CJIEYIOIIEro KaJleHAapHOro roja.

HaumeHoBaHusiMu pa3fesioB HOMEHKJIATYphl JeJl  aAMHHHUCTPAIMH  SBISIOTCA
Ha3BaHMsI CTPYKTYPHBIX OTHENOB. Paznensl HOMEHKIATypbl /€l pacloyiaraloTcsi B
COOTBETCTBUH C YTBEPKIACHHON CTPYKTYpPOH aIMUHUCTPALIUU TOPOACKOTO OKPYTa.

2.9. B HOMEHKJAaTypy Jel BKJIIOYAIOTCS 3arojoBKU Jell, OTpaXkarollue Bce
JOKYMEHTUPYEMbIE ydacTKU paldOThl aJMUHHUCTpaluu. B mpenenax kaxaoro paszzieina
HOMEHKJIATYphI JeNl JOKYMEHThI pacrojararTcs 1Mo TeMaTHYeCKUM Ipynnam, TPYIIbI - 110
HOMHUHAJILHOMY IIPU3HAKY B JIOTUYECKON CBSA3H U M1OCJIE0BATEIbHOCTH.

B HOMeHKIaTypy Aen He BKIIOYAIOTCS MEPHUOIUUECKUE U3/1aHus.

2.10. HomeHnknarypa Jien CTpyKTYpHOTO OTJeNa aAMUHUCTPAIIMN U aJIMUHUCTPALINH
TOPOJICKOTO OKpyra ropoa MuxaiioBka oGOpMIISIOTCS COTJIAaCHO MPUIIOKEHUsSM 5 u 6
COOTBETCTBEHHO. [ padpl HOMEHKIIATYP /€T 3aIOIHAIOTCS CIEAYIOIINUM 00pa3oM.

B rpade 1 "Unnekc pena" yka3pIBarOTCS MHACKCHI KAXJOTO J€Ja, BKIIOYEHHOTO B
HOMEHKJIATypy JAel. MHiaekc Jnena COCTOMT M3 YCTaHOBJIEHHOIO B aJMHUHUCTpALUU
1 poBOro 0003HAYECHUS CTPYKTYPHOTO OTJIENIa U MOPSAKOBOIO HOMEpa 3arojioBKa Jieja 1mo
HOMEHKJIAType JIeJl B IIpeJieax CTPYKTYPHOTO OTAeNa.

WNunekcel nen obosHayarorcs apabckumu mudpamu. Hampumep: 02-06, roe 02-
0003HaueHHE CTPYKTypHOro otaena, 06 - MOpSIKOBBIA HOMEp 3arojoBKa Jena I10
HOMEHKJIAType Jell.

B rpady 2 "3aronoBok nena" BKIOYAIOTCS 3ar0JIOBKHU 1€, OTPaXarolUX OCHOBHOE
CoJIep’KaHue U COCTaB IOKYMEHTOB JIeJa.

3arojoBOK Jeia JOJKEH YeTKO W B 000O0IIeHHOW ¢opMe OTpakaTh OCHOBHOE
CoJIep’KaHue U COCTaB IOKYMEHTOB JIeJa.

He nomyckaercs ymnoTtpeOiieHHE B 3arojloBKe Jiela HEKOHKPETHBIX (OPMYJIMPOBOK
("pa3Hble Marepuansl”, "obmas nepenucka U TOMy Mojo00HOE), a TaKKe BBOJIHBIX CIIOB U
CJIOKHBIX CHHTAKCUYECKUX 000POTOB.

3aroJ0BKHM Jiesl MOTYT YTOUHSTHCS B polecce GopMupoBaHust U opopmieHus aed.

3aroloBOK Jiea COCTOMT M3 D3JEMEHTOB, pacHojlaraéMbIX B  CleIyIOLIeH
IIOCJIE0BATEIBHOCTH:

Ha3BaHME BHJAa Jena (Mepenucka, >KypHaJl perucTpauud M Tak Jajee) WIH
Pa3HOBUIHOCTH JJOKYMEHTOB (ITOCTAaHOBJICHHS, PACTIOPSDKEHUS U TaK Jlajiee);

Ha3BaHME CTPYKTYPHOTO OTAelNa aIMUHUCTPALMU (aBTOP TOKYMEHTA);

Ha3BaHUE OpraHU3allMHM, KOTOPOH OYIyT aJapecoBaHbl WIM OT KOTOpOH OymyT
MIOJTy4€HBI IOKYMEHTHI (aJpecaT WK KOPPECIOHIEHT IOKyMEHTA);

KpaTKOe cofiepKaHHe JOKYMEHTOB JIeNa;

Ha3BaHUE MECTHOCTU (TEPPUTOPHH), C KOTOPOH CBSA3aHO COJIEp)KaHHE JOKYMEHTOB
nena;

JaThl (Iepuos), K KOTOPBIM OTHOCSITCS JOKYMEHTBHI J1eIa;

yKa3aHHe Ha KOMUHHOCTh IOKyMEHTOB.

CocraB 371€eMEHTOB 3aroJIOBKa J€J1a ONPEAEIIAETCS XapaKTEPOM JTOKYMEHTOB JIEa.
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B 3aromoBkax gen, colepkamMxX —JIOKYMEHTHI 10 OJHOMY BOIPOCY, HO He
CBSI3aHHBIX TIOCJIEZIOBATEILHOCTRIO MCIOJHEHHUS, B KAauyecTBE BHJA Jefla yIOTpeOseTcs
TepMUH "JOKYMEHTHI', a B KOHIIE 3arojloBKa B CKOOKax YKa3bIBalOTCS OCHOBHBIE
Pa3HOBUIHOCTH JOKYMEHTOB, KOTOPBIE JOJDKHBI OBITH CIPYNIUPOBaHBI B jene (0030pHl,
CBOJKHM, CIIPaBKM M Jpyroe), Hampumep: "J[OKyMEHTBI O pacCMOTPEHUH OOpalieHHi
rpaxad (0030pbl, CBOJKH, AaHATMTUYECKUE CIIPABKH)".

Tepmun "moxkyMeHTHI" TPUMEHSETCS TaKXKE€ B 3aroJioBKax JI€d, COAEp Kallux
JOKYMEHTHl - NPUJIOXKEHUS K KakoMmy-muOO JOKYMEHTy, Hampumep: "J[oKyMeHTHl K
MIOCTAHOBJICHUAM aIMUHHCTPALUU TOPOACKOrO OKpyra (MPOEKThl MOCTAaHOBJICHUH, ONaHKH
COTJIACOBaHUS, 3aKIIIOYEHHS U Jpyroe)".

B 3aronoBkax nen, npegHa3sHAYE€HHbIX JUIsl TPYNIHMPOBKU JOKYMEHTOB OJHOM
Pa3HOBUAHOCTH, YKa3bIBAETCS 3Ta PA3HOBUIHOCTH JIOKYMEHTOB BO MHOXXECTBEHHOM YHCJIE.

Ha3Banue aBTOpa JOKyMEHTa YKa3bIBae€TCS KPAaTKO WM IMPHUBOAMUTCSA €ro odimee
BUI0BOE Ha3BaHue, Hanpumep: "[locTaHOBICHUS aAMUHUCTPAIIMK FTOPOJICKOTO OKpyTra'.

B 3aromoBkax nien, coaepkaliux NepenucKy, YKa3blBaeTcs, ¢ KeM U M0 KaKoMy(HM)
BOIIPOCY(aM) OHa BEAETCS.

B 3aronmoBkax e, cofepialiux MEePernucKy ¢ OJHOPOJIHBIMH KOPPECIOHIEHTaMH,
MOCJICIHUE HE YKa3bIBAIOTCA, a YKa3blBaeTcsd MX OOlIee BHUIOBOE Ha3BaHUE, HAIPUMED:
"[lepenucka ¢ AnMuHHUCTpanue Bonrorpaackoi o6aacTu mo Borpocam ...".

B 3aronoBkax e, copepkalliux MEPENUCKy C PasHOPOJIHBIMH KOPPECHOHAEHTAMU
(OGomee Tpex), mocienHue He mepeuucisroTcs, Hampumep: "llepemmcka Mo Borpocam
peanu3alui OCHOBHBIX MEPONPHUSATHN MO MPOTHUBOACHCTBUIO KOPPYIIMH HA TEPPUTOPUHU
rOPOJICKOTO OKpyTra ropoj MuxaiinoBka'.

B 3arosoBkax pnen, colaep)KallMX IUIAHOBYIO WM OTYETHYIO JOKYMEHTAIMIO,
yKa3bIBaeTCcsl mepuona (KBapTaj, ToJ), Ha (3a) KOTOPBIM COCTaBJIEHBI IUTaHBI (OTYETHI),
Hanpumep: "['ogoBoii OyXraaTepckuid OTYET aJMUHUCTPALMU TOPOACKOTO OKpyra ropoj
MuxaiinoBka".

Ecnu nmeno Oyner cocToATh M3 HECKOJBKHUX TOMOB WIJIM 4YacTeid, TO COCTaBIsETCS
o0l 3arojI0BOK Jefna, a 3aTeM IpU HEOOXOJAMMOCTH COCTAaBJISIOTCS 3aroJIOBKH KaXKIOTrO
ToMa (4acTH), YTOUHSIOIINE COJIep>KaHue 3arojoBKa Jiena.

B 3aronoBkax nen, cojepikaliux KOMUU JOKYMEHTOB, YKa3bIBa€TCS UX KOMHUITHOCTD,
HanpuMep: "PacnopsbkeHus agMUHUCTpalMu TOPOJCKOro OKpyra ropoa MuxaiioBka.
Kormun".

[Topssmok pacmonoXeHus: 3arojOBKOB J€JI BHYTPH pa3leloB M IOAPa3/eoB
HOMEHKJIATypPbl JI€N OMPEAEIIAETCS CTENEHbI0 BAXKHOCTU JJOKYMEHTOB, COCTABIIIONINX Jela,
U UX B3aMMOCBsA3bI0. BHawane pacmonararoTcs 3arojoBKd €N,  COJEpKalluX
OpraHU3alMOHHO-PACTIOPAUTENBHYIO JOKYMEHTALIHIO.

I'pada 3 HOMEHKIATYpBI /1€ 3aIOJIHAETCS 10 OKOHYaHUH KaJIEHJapHOTO ro/ia.

B rpade 4 ykaspiBaeTcs CpOK XpaHEHUs Jena, HoMepa crtarei cornacHo [lepeunto
TUIMOBBIX  YIPABJIEHYECKUX AapXUBHBIX JOKYMEHTOB, oOOpa3yloUMxcs B IpoLecce
JESATEIbHOCTH TOCYJApCTBEHHBIX OpPraHOB, OPraHOB MECTHOTO CAaMOYIIpaBiI€HUs U
OpraHM3alyii, ¢ yKa3aHHeM CpPOKOB XpaHEHUSs, YTBEPXKJACHHOMY IpHukazoM MuHHCTEpCTBa
KyabTypsl Poccuiickoit @enepanuu ot 25 aBrycra 2010 r. N 558.

B rpade 5 "[Ipumeuanue" yka3bpIBatOTCS yTOUHEHHUS! CPOKOB XpaHEHUsS! TOKYMEHTOB,
Ha3BaHMs TEpeYHe JOKyMEHTOB, HCIIOJIb30BAHHBIX NPHU OMPEICIIEHUH CPOKOB XpaHEHUS
JIeJl, TPOCTABISAIOTCS OTMETKH O 3aBEACHUM Jel, O MEepexXoAsiiuX Jenax (Hampumep,
nepexosmiee ¢ 2013 rona), o BRIIEICHUH JIe7 K YHUUYTOKECHHIO, O JIUIAaX, OTBETCTBEHHBIX 32
(dbopMupoBaHUE TN U APYTUE OTMETKHU.

Eciu B TeueHue roma B aJAMMHHMCTPAIMM TOPOJICKOIO OKpyra BO3HUKAIOT HOBBIE
JOKYMEHTHPOBAHHBIE YYaCTKH pa0OThI, HA HUX (POPMHUPYIOTCS COOTBETCTBYIOIIKE Aela, OHU
JIOTIOJTHUTEIBHO BHOCSITCS B HOMEHKJIATypy COOTBETCTBYIOIIETO CTPYKTYPHOTO OTJENa U B
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HOMEHKJIATypy nen aIMUHUCTpAIlMM  TOPOJCKOro OKpyra. /[ BHOBH 3aBOJMMBIX
Jel B KaXIOM pas3zelie HOMEHKIATypbl JI€J OCTaBJIAIOTCS pe3epBHble HoMmepa. llo
OKOHYaHUM TOJla B KOHIIE HOMEHKJIATYpPbI JeNl JEeNaeTCs WTOroBas 3aluch O KOJUYECTBE
3aBEJCHHBIX JIeJ (TOMOB).

3. ®opmupoBaHue jaes

3.1. ®opmupoBaHUE TOKYMEHTOB B JieJa B CTPYKTYPHBIX OTJelaX aJIMHUHHUCTPALNU
OCYIIECTBIISIETCS] COTJIACHO BBIMHMCKAM M3 COOTBETCTBYIOIIUX Pa3/IeIOB HOMEHKJIATYpPhI Jel
aJIMAUHHUCTPAIIMA C COOJIOJCHUEM TIPUHIIUIIOB CHCTEMAaTH3allid JOKYMEHTOB H UX
pacnpezenenuss (FpyNIUPOBKH) Ha Jeja MOCTOSHHOrO U BpeMeHHoro (cBbimie 10 7er)
CPOKOB XpaHEHHs, B TOM YKCJIE Ha JieJla 10 JMYHOMY COCTaBY, M Ha Jiena BpemeHHoro (10 10
JIET BKJIIOYUTEIBHO) CPOKa XpaHEHUSI.

3.2. I[Ipu dhopMupoBaHuH Jeia TPOBEPSIIOTCS: MIPABMIIBHOCTh OTHECEHUS JOKYMEHTOB
B JIAaHHOE JIEJIO, Ka4eCTBO O(OPMIICHHUSI U TOJIHOTA JOKYMEHTOB, HaJMYME Ha JIOKYMEHTax
MOJMNKUCEH, BU3, AT, PETUCTPALIMOHHBIX HOMEPOB, CIIPABOK MIIU OTMETOK 00 MCIOTHEHUH U
npyroe. HempaBmwibHO oopmIIeHHBIE JOKYMEHTHI JOJDKHBI OBITh JOO(MOPMIICHBI, a 3aTeM
MoOMeNIeHbI (TTOAMINTHI) B JIETI0.

3.3. [Ipu popmMupoBaHUH ACT B CTPYKTYPHBIX OT/IETIaX aAMUHUCTPAIIUN HEOOXOHUMO
COOJIOAATH CIEIYIOIIHE PaBuiIa:

MOMEIIAaTh B JIEJIO TOJIBKO UCIOJIHEHHBIE IOKYMEHTBI, COOTBETCTBYIOILIUE 110 CBOEMY
COJIEP>KaHUIO 3ar0JIOBKY Jieja 10 HOMEHKIIATYPE;

MOMEIIaTh BMECTE BCE JOKYMEHTBI, OTHOCSIIIMECS K PEIICHUIO OJTHOTO BOIIPOCA;

MOMEIIATh MPUIIOKEHHUS BMECTE C OCHOBHBIMH JJOKYMEHTAMHU;

TPYNIHUPOBATH B J€J0 JOKYMEHTHI OJHOTO KaJIGHJApHOro Troja (UCKIIOYCHUE
COCTABJISIFOT JIMYHBIC U TIEPEXOISAIINE JIeTIa);

OTJENbHO TPYNNHUPOBATH B Jejia JOKYMEHTbl NOCTOSHHOTO U BPEMEHHBIX CPOKOB
XpaHECHUS;

BKJIFOYATh B JEJIO IO OAHOMY SK3EMIUISPY KaXKJ10ro JOKYMEHTa;

MOMEIIAaTh B JIEJI0 JOKYMEHT, MPABWJIBHO M TMOJTHOCTHIO O(QOPMIICHHBIN (JOKYMEHT
JOJKeH UMETh JaTy, MOAMHUCH, OTMETKY 00 UCTIOTHEHHUH U APYTHUE PEKBU3UTHI);

HE TIOJIIIMBATh B JIEJI0 JOKYMEHTHI, MMOJIeKAIME BO3BPATY, JIUITHUE YK3EMIULIPHl U
YepHOBUKH (32 UCKIIOYEHHEM 0CO00 IIEHHBIX);

no o0beMy JIel0 He JOJDKHO mpeBblmarh 250 JUCTOB mpu TONIIMHE He Oonee 4
CaHTUMETPOB (TOJIIMHA JI€] CO CpokamMu xpaHeHus a0 10 ner He qoipkHa mpesbiaTh 10
cantTuMmeTpoB). [Ilpu mpeBblIeHUU TaHHOTO OO0BEMa 3aBOAUTCS ouepenHoil Tom. I[lpu
HaJUYUH B JIeJI€ HECKOJIBKUX TOMOB (YacTeil) MHACKC M 3aroJIOBOK Jieja MPOCTABIISIIOTCS Ha
Ka)kJIoM ToMe ¢ n1obasienreM ooo3Hauenuii: "Tom N 1", "Tom N 2" u Tak maiee.

3.4. TloctaHOBNIEHUS U PACTIOPSDKEHUSI aJIMUHHCTPALIUA TOPOJCKOTO OKpyra ropoj
MuxaiiloBKka 1O OCHOBHOM JESTENbHOCTH TPYNIUPYIOTCA B Jella OTACIbHO OT
ITIOCTAHOBJIEHUH U PaCIOPSHKEHUH 10 TUYHOMY COCTABY.

3.5. Jlena ¢ moAJIMHHBIMUA MOCTAaHOBJIICHUSIMU M PACHOPSIKEHUSIMU aIMUHUCTPALIMH
TOPOJICKOTO OKpyra ropoJ MuxaitioBka (GOpMUPYIOTCS OTAEIOM MO WH(OpMaAIMOHHO-
aHAIUTUYECKOU paboTe U CBA3SM C OOIECTBEHHOCTHIO aIMUHUCTPAIUH.

3.6. JIOKyMEHTBI BHYTPH Je€Jia paclojlaraloTcs B XPOHOJOTMYECKOM TOPSIKE B
JIOTUYECKOW TIOCTIEIOBATEIPHOCTA PEIICHUS BOMPOCA M C YYETOM CTENEHU BaXKHOCTHU
JIOKYMEHTOB.

[Ipu XpOHOJIOTHYECKOM TOPSIIKE PACIOJIOKEHHUSI JTOKYMEHTOB IMOCTOSHHOTO CpOKa
XpaHeHusi Oojiee paHHHE MO BPEMEHHM MOCTYIUICHHUS JTOKYMEHTHI MOMEIMIAIOTCS B Hayale
nema. B nmenmax BpEeMEHHOTO CpOKa XpaHEHHS TOCIE0BATEIBHOCTh PACIOJIOKEHUS
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JIOKyMEHTOB MOXET OBbITh OOpaTHOW (TO €CTh Oonee paHHUE JIOKYMEHTBI
MOMENIAIOTCS B KOHIIE /IeNa, a 0oJiee MO3/IHUE - B €r0 Havaje).

3.7. B nmena ¢ mepenucKkod MOKYMEHTHI MOIIMBAIOTCS MO JaTe IOCTYIAOIIEro
(MHUIIMATUBHOTO) JOKYMEHTa, TMPU OSTOM OTHPABIAEMbId (OTBETHBIM) JOKYMEHT
MOMENIAeTCs OCJIe MOCTYMAOIIET0 (MHUIIMATUBHOTO).

3.8. OOparieHus Tpaxk/iad U JOKYMEHTBI IO UX PaCCMOTPEHUIO (OPMUPYIOTCA B JeNIa
OTJIENIBHO OT JAPYTUX NOKyMEHTOB. [Ipm 3TOM Kaxjoe oOpalieHue W JOKYMEHTHI 1O €ro
PaCCMOTPEHHIO COCTABIISIIOT B JIEJIE€ CAMOCTOSITENIbHYIO TPYMIy M CUCTEMaTHU3UPYIOTCS IO
BO3PACTaHUIO HOMEPOB OTAEJIOM IO MH(OPMAIIMOHHO-aHATUTUYECKOH paboTe U CBA3SIM C
00IIECTBEHHOCTHIO a/IMUHUCTPALIHIH.

4. Odopmienue aena

4.1. Jlena aaMUHHMCTpallMUd TOPOJACKOTO OKpyra IoJyuiexaTr O(QOpPMIICHHIO NMPH HX
3aBEJICHUH U T10 3aBEPIICHUH IoJ1a.

4.2. OdopmieHue Aell B TEKYIIEM MPOU3BOACTBE OCYHIECTBISETCS COTPYIHUKAMU
COOTBETCTBYIOLUX CTPYKTYPHBIX OTIENIOB aMUHUCTPALIH.

O6n0xKa nena opopMIIsieTcss B COOTBETCTBUHU C MIPUIIOKEHUEM 7.

Ha o6noxKe /iena yka3pIBatOTCs CIEAYIOIINE PEKBU3UTHI:

HAaNMEHOBAHHWE OpTaHU3alMM — AJIMHHUCTpPAIMS TOPOJICKOTO OKpyra Topoj
MuxaiinoBka Boarorpaackoii ooiactu;

HaNMEHOBAHHE CTPYKTYPHOTO OT/IEJNa;

UHJIEKC JIeTIa;

3aroJIoBOK JI€Ja;

nata jaena (ToMa, 4acTH);

CPOK XpaHEHus Jiena.

PexBusuThl, mpocraBisieMble Ha OOJIOKKE Jena, O(OPMISIOTCS —CIIEIyOINIHM
o0Opa3zom:

HAaMMEHOBAHNWE OPTaHHW3alM{ YKa3bIBACTCS TOJTHOCTHIO B MMEHUTEIHHOM MAJIeXKe -
" AAMMHUCTpALHsI TOPOJCKOTr0 OKpyra ropoJ MuxaiinoBka Bonrorpaackoit o6nactu";

HaNMEHOBAHMWE CTPYKTYpHOTO  OTJENa  YKa3bIBaeTCsi B  COOTBETCTBHUH  C
YTBEP)KJICHHOHN CTPYKTYpOH aJIMUHUCTPAIIMK TOPOJICKOTO OKPYTa;

MHJEKC JIeIa - MpOoCcTaBiseTcsl HUPpoBoe 0003HaUEHUE Jiesia TI0 HOMEHKIAType Jel
aJIMUHUCTpAIHH;

3arojOBOK Jiena - TEepPeHOCUTCS W3 HOMEHKJIATyphl Jell  aJMUHUCTpAlUH,
cornacoBanHoM ¢ DK (B HEOOXOIMMBIX clydyasix B 3ar0JIOBOK BHOCATCS YTOUHEHHS: HOMepa
MIOCTAHOBJICHUH, paCIOPsKEHHM, BUABI U (POPMBI OTYETHOCTHU U JIPYTO€);

JaTa Jiena - yKa3blBaroTCsl 1aThl 3aBE/ICHUSI U OKOHYAaHMS Jiea B IEJIOIPOU3BO/ICTBE.

B kauecTBe KpalHUX JdaT U1 TOCTYMHAOIIUX JOKYMEHTOB TPUHSATHI ATkl
MOCTYTAONIEH PEruCTpaIiy, UTsl OTHPABISIEeMbIX W BHYTPEHHHX - JaThl COCTABIICHHS WIIN
MOJITHCAHUSI.

Jns nen, copMHUPOBaHHBIX M3 JOKYMEHTOB 110 HOMHHAJIBHOMY TPU3HAKY, TO €CTh
10 BHUJaM JOKYMEHTOB, JaTOM Hayalsa Jiejia sIBJseTcs JaTa MOJAMMCAHUS WM YTBEPKICHUS
CaMoOro paHHEro JOKYMEHTa, a JaTod OKOHYaHHWs - JaTa MOJANUCAaHUS (yTBEPXKICHHS)
CaMoro Mo3Hero JJOKyMeHTa.

Kpaiineit naroil nema, cojepiKaimiero NPOTOKOJBI 3aceJaHul, SBISIOTCA JaThl
YTBEpKIEHHSI (€CIM OHHM YTBEPXKAAIOTCS) WM COCTAaBICHHS TIEPBOTO M IIOCIIEIHETrO
MIPOTOKOJIOB, COCTABJISIOIINX JIEJIO.

[TmaHbl, OTYETHI, CMETHI, IITATHBIE PACIHCAHUS UMEIOT KpailHHEe NaThl, HA KOTOpPbIE
WX 332 KOTOPbIE OHU COCTABJICHBI, a HE JIaThl COCTABJICHUS WJIU MOAMUCAHMUS.
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KpaitHumu nparamu JIUYHOrO Jena  SIBJISIOTCSA JaThl PACHOPSIKEHUM O MpHUeMe U
YBOJIbHEHUH COTPYIHHUKA, HA KOTOPOTO OHO 3aBE/ICHO.

Jig KypHaJIOB perucrpanuu, ydera KpalHUE JaTbl OIPENEIAIOTCS IEpPBOM M
MIOCIICAHEN 3aIMCAMM.

Jary (b1) 0hOpMIISIOT CIIOBECHO-IIU(PPOBBIM CITOCOOOM.

B 3aBuCMMOCTH OT CPOKOB XpaHEHHs MPOBOJUTCS IIOJHOE WJIA YacTHYHOE
oopmienue nen. Jlema MOCTOSHHOTO CpOKa XPaHEHUS U IO JIMYHOMY COCTaBY IMOJUIEkKAT
IIOJTHOMY O()OPMIIEHHUIO, KOTOPOE MpelyCMaTpUBAET: NOJIINBKY WM MEPEIUIET, HyMEepaluo
JUCTOB B JIeNaX, COCTABJICHHE JIMCTa-3aBEPUTENS Jela, COCTaBICHHUE B HEOOXOIMMBIX
Cllyyasix BHyTPEHHEHN OIUCH JOKYMEHTOB, 0(hOpMIIEHUE OOJI0KKH JIea.

4.3. B nensax obecrieueHHs] COXPAaHHOCTU M 3aKPEIICHUs MOPSAKA PacIOIOKEHUS
JOKYMEHTOB, BKJIIOUEHHBIX B JI€J0, BCE JIMCThl 3TOro jAena (KpoMe BHYTPEHHEH OIUCH U
JUCTa 3aBEpUTENs Jella) HyMepyroTcss apaObCKuMu IuQpaMu MPOCTHIM KapaHAalloM B
BO3PACTAIOIIEM IOpSAAKE HOMEPOB HauuHas ¢ nepBoro. L{udpsl mpocTaBisioTcs B MIPaBoM
BEPXHEM YTy JIMCTa, HE 3aAeBas TEKCTa JOKyMeHTa. JIMCTBI BHyTpeHHEH onucH
HYMEpYyIOTCSl OTAeNbHO. [loammuThie B /1€70 KOHBEPTHI C BIIOKEHUSMU HYMEPYIOTCS B
CIIEIYIOIEM ITOpSAJIKE: CHadalla KOHBEPT, a 3aT€M OYEPEIHBIM HOMEPOM KK 0€ BIOKEHUE B
kouBepre. Dortorpadum u Apyrue WUIFOCTPATUBHBIE MaTepHallbl HYMEpYIOTCS Ha
00OpOTHOM CTOPOHE B JIEBOM BEPXHEM YIIIy.

CnoxeHHbIl JucT Oonbiioro ¢opmarta (popmata A3, A2) pa3BopauMBacTCs U
HyMepyeTcs. B IpaBod yacTu BepxHero mnojs jaucra. Ilpu stom suct moboro ¢opmara,
MOAIINTHIN 32 OAWH Kpail, HyMEpyeTCsl KaK OJUH JIMCT; JIUCT, CJIOKEHHBIM M NOAIIUTHIN 3a
CepeauHY, IIOUICKUT IEPELINBKE U HyMEPYEeTCsl KaK OJIMH JIUCT.

Jlmcr ¢ HarIyxo HakKJIECHHBIMH JOKyMeHTamu (QortorpadusiMu, BbIpE3KaMH,
BBIIIMCKAaMU U IPYTUMU JOKYMEHTaMH) HyMEpYyeTCsl KaK OJIMH JIMCT, B HUKHEW YacTU UJIU Ha
000poTe TAKOro JMCTa JEJIAeTCs ONUCh HAKJICCHHBIX HAa HEro JOKyMEHTOB. Bo BHyTpeHHeil
ONKCH U B 3aBEPUTEJIbHOM HAJIUCU B KOHIE JIela O TaKUX JIUCTaX JIeJaeTcs yTOYHEHHUE.
Hanpuwmep: "Ha nucte 6 HakneeHo 5 ¢pororpaduii cormacHo onvcu Ha 060poTe aucra'.

KapTbl 1 cxembl, CKJIEEHHbIE U3 HECKOJIbKMX JIMCTOB, HyMEpPYIOTCS KaK OJIMH JIUCT.
Ha Takux nucrax Ha 060poTe MM CBOOOJHOM OT TEKCTAa MECTE YKa3bIBaeTCs KOJIMYECTBO
JIMCTOB B CKJIEHKe. BO BHYTpeHHEH ONMCH M B 3aBEpUTEIBHON HAANKMCHU B KOHIIE J€ja O
TaKMX JIUCTax Jenaercsa yrounenne. Hanpumep: "Jlucr 7 - kapra-ckielika u3 10 muctos".

Ecnu x 70KyMeHTy (JIUCTY) MOJKJIEEHBl OJTHUM KpaeM ApyTrue JOKYMEHTHI (BCTaBKU
TEKCTa, MEePEeBOJbl, BBIPE3KM, CIPABKU M JPYroe), TO KaKIbld JTOKYMEHT HyMepyercs
OTIENBbHO, OYEPETHBIM NOPSAIKOBBEIM HOMEPOM.

4.4. Tlocne 3aBeplUIeHUS] HyMEPAlUU JMCTOB COCTABJISETCS 3aBEpUTEIbHAs HAIUCH,
KOTOpasl pacroyiaracTcs B KOHIE J€Jla. 3aBEpUTENbHAs HAANNCh COCTABIIAECTCSA B JEiE Ha
OTJIENIbHOM JIMCTE-3aBEpUTENIE Jiesla 0 opMe COoryiacHO MpuiioxkeHuto 8. B 3aBepurenbHON
HAAMUCU LU(ppaMU M TPOIMUCHIO YKa3bIBAaeTCs KOJMWYECTBO JHMCTOB B JAHHOM JElie,
OCOOCHHOCTH OTJEIbHBIX JOKYMEHTOB (4epTexu, ¢ororpaduu, pPHUCYHKHM U TOMY
nojo0Hoe). 3aBepuTeNbHasl HAJANKMCh MOJIUCHIBACTCS €€ COCTABUTEIEM C YKa3aHUEM
paciiipoBKH TOIMUCH, JODKHOCTH U AaThl cocTaBieHUs. KoJIW4YecTBO JHMCTOB B Jieie
MIPOCTABISIETCA Ha OOJIOKKE Jiesia B COOTBETCTBUU C 3aBEPUTENILHON HaAMUCKIO (0e3 ydera
KOJIMYECTBA JINCTOB BHYTPEHHEH OMUCH).

4.5. PexBusut "Cpok xpaHeHus Jena" TMepeHOCUTCS Ha OOJOXKY Jena u3
HOMEHKJIATypbl Jen. Ha nemax IOCTOSHHOTO cpokKa XpaHeHus Mnuuercs: '"XpaHWUTb
ITIOCTOSIHHO".

4.6. Jlna yuera NIOKyMEHTOB OIPEIEIECHHBIX KaTeropuil IIOCTOSIHHOIO CpoOKa
XpaHEHUsi U 1O JMYHOMY COCTaBY, y4eT KOTOPBIX BBI3BIBAECTCSA CIEUU(PUKON ITaHHOU
JOKyMeHTaIu# (0co00 LEHHbIE, JIUYHBIE JIeJla U TPoUee), COCTABIAETCS BHYTPEHHSS OMUCH
JIOKYMEHTOB JieJIa.
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BHyTpeHHAs omnmuch  JTOKYMEHTOB Jiefla  COCTaBJIAE€TCs Takxke Ha Jela
MIOCTOSTHHOTO CPOKa XpaHEHHs U Jejia MO JIMYHOMY COCTaBy, €CIIM OHU C(OPMHUPOBAHBI 110
Pa3sHOBUJHOCTSIM JOKYMEHTOB, 3arojIOBKM KOTOPBIX HE PpAacKpbIBalOT KOHKPETHOE
COJIEp’KaHUE IOKYyMEHTOB.

BHyTpeHHsIsT ONUCHh COCTaBIseTCS Ha OTACIBHOM JHCTE 1O (hopMe COrjlacHO
IPUIIOKEHUIO 9 U COIEPKHUT CBEACHUS O IOPSAAKOBBIX HOMEpax JIOKYMEHTOB Jela, UX
MHJEKCaX, JaTaX, 3arojlOBKax U HOMepax JIMCTOB Jieja, Ha KOTOPBIX PACIOJIOKEH KaXKIbli
nokyMeHT. K BHyTpeHHEH ONUCU COCTABIIAETCS UTOrOBasl 3alliCh, B KOTOPOH yKa3bIBAETCS
uppaMu U TPOMHUCHI0 KOJMYECTBO BKIIIOUEHHBIX B HEE JOKYMEHTOB M KOJIMYECTBO JIHCTOB
BHYTPEHHEN ONHUCH.

BuyTpenHsist onuch AJOKYMEHTOB J€jla MOANMCHIBAETCS COCTABUTEIEM C YKa3aHUEM
paciu(ppoBKU MOANUCH, TOJHDKHOCTU U IaThl COCTABIICHHS! OIHCH.

4.7. Ilpy n3MEHEHUN COCTaBa JOKyMEHTOB Jiea (U3bSITUU, BKIFOUEHUN JOKYMEHTOB,
3aMeHbl MX KONMSAMH, IPYI'MX M3MEHEHMSX) 3T M3MEHEHHUs OTPaXKaloTCs BO BHYTPEHHEH
onucu B rpade "llpumeuaHue" co CCbUIKAMH Ha COOTBETCTBYIOIIME aKThl, U IpH
HEOOXOMMOCTHU COCTABIISIETCS. HOBAst UTOTOBAS 3aITUCh.

4.8. JIOKyMEHTBI, COCTAaBISIOIIME J1€J10, MOJIIMBAIOTCS Ha 4YeThIpe IpOKojda B
TBEPIYIO OOJIOKKY M3 KapTOHA WM MEPEIUIeTAIOTCS C YYeTOM BO3MOXKHOTO CBOOOHOTO
YTEHUS TEKCTa BCEX JOKyMEHTOB. IIpm mnoAaroroBke nen K NOJIIMBKE (IEperuieTy)
METAJUIMYECKHE CKPETIICHHS (CKPENKH, CKOOBI) U3 JOKYMEHTOB YAAJISIOTCS.

B nemax TmOCTOSHHOrO cpoka XpaHEHHUs MOJJIeKAT M3BATUIO JTyOJIMKaThI
JIOKYMEHTOB, YE€pPHOBHUKHM, HEO(DOPMIIEHHBIE KONHUU JIOKYMEHTOB W HE OTHOCALIUECS K
BOIPOCY TOKYMEHTBI C BpEMEHHBIMU CPOKaMU XPaHEHUSI.

Jlena mOCTOSTHHOTO CpoKa XpaHEHHUs, COCTOSILKE U3 JOKYMEHTOB 0CO0O0M HaydHO-
HUCTOPUYECKON, XYJOKECTBEHHOW W HWHOW LIEHHOCTH WM HEPOPMATHBIX JIOKYMEHTOB
(KapThl, CXEMBI, IJIaHbI, YePTEXH, POTOCHUMKH U APYTUe JOKYMEHTHI 00JbIIOro ¢opmara),
B LIEJISIX UX COXPAHHOCTU U YJ0OCTBa IOJIb30BAHUS HE IMOJIIMBAIOTCS B JIeNa, a XpaHsITCS
CIIO)KCHHBIMHU B 3aKpBITBIX TBEPJBIX MalKax ¢ TPEMs KJAllaHaMU U C 3aBsi3KaMH WIM B
KapTOHHBIX (yTispax (KopoOkax) B KauecTBe MPUIIOKEHMHA K aenaM. Ha kaxkmayro mamky
(kOopoOKy) cocTaBIsieTCsl BHYTPEHHSISI OIMCh HAXOISAIIMXCS B HEH IOKYMEHTOB.

OO6JI0KKH 7€)1 C JOKYMEHTaMH, UCIIOJHEHHBIMU Ha CTaHJAPTHBIX JINCTaX, JOJKHBI
umeTh pasmepsl 229 x 324 munnumerpa. OOI0KKHU J1esl ¢ TOKYMEHTaMHU, U3TOTOBIEHHBIMU
Ha HECTaHJIAPTHBIX JIUCTaX, MOTYT HMEThb pa3Mepbl, COOTBETCTBYIOLIUE pa3MepaM
MOJIIUTBIX B HUX JINCTOB.

OO0noXKHU N1 ¢ TOKYMEHTaMH, UMEIOUIMMHU JJUTeIbHbIe (25 n Oosiee JeT) CpoKH
XpaHEeHUs, T0JKHBI ObITh U3TOTOBJIEHBI U3 TBEPJIOTO KapTOHA.

Hlena BpemenHoro (mo 10 Jer) cpoka XpaHeHHs MOUIeXKAaT YaCTHUYHOMY
oQOpMIIEHHIO: JleNa  XpaHATCS B  MANKaX-CKOPOCUIMBATENAX, MSITKMX OOJOXKax,
JIONIYCKAeTCsl HE IPOBOAMTH MEPECUCTEMATH3ALMIO0 JOKYMEHTOB B J€INi€, JIUCTHI JAeja HE
HyMepOBaTh, 3aBEPUTEIbHBIE HAAMNCH HE COCTaBIATh. PEKBU3UTBHI OOJOXKKHU Jena
3aIOJIHAIOTCS IO YHPOIIEHHOH cxeme (0e3 mpocTaBiieHUs] apXUBHOTO HIMdpa, KOJTUYECTBa
JIMCTOB B JIEJIE).

4.9. Tlo oxoHYaHMM rojia Ha OOJOXKKaX JeNl MOCTOSHHOI'O CPOKa XpaHEHHUsS M 110
JUYHOMY COCTaBY BHOCATCS YTOYHEHHMs: YTOUHSIOTCSI J1aThl Jiela, MPH HECOOTBETCTBHU
3arojioBKa Jieia Ha OOJIOKKE COJEp>KaHUIO MOIIUTHIX JTOKYMEHTOB B 3arojIoBOK Jela
BHOCSITCSI U3MEHEHUS U JOTIOJIHEHUS.

5. Opranu3anus onepaTuBHOI0 XpaHeHHUs JOKYMEHTOB
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5.1. C MoMeHTa 3aBeleHUS W 10 IMepenaydu B ApXUBHBIN OTIen
aJIMMHHUCTpALlMM TOPOJACKOI0 OKpyra JOKYMEHTbI ITOCTOSHHOTO CpOKa XpaHEHUs U IO
JUYHOMY COCTaBy XpPaHATCA B CTPYKTYPHBIX OTZAE€JIaX AaIMUHUCTPALMUA IO MECTy HX
(dbopmupoBaHus B eNa.

5.2. HayalbHUKHM CTPYKTYPHBIX OTJEJIOB U OTBETCTBEHHBIE 32 JEJIONPOU3BOACTBO B
CTPYKTYPHBIX OTZAeaxX 00513aHbl 00eCIeYrBaTh COXPAHHOCTh JOKYMEHTOB U JIElI.

5.3. B nensix noBpllLIEHUS] ONIEPATUBHOCTH ITOMCKA JOKYMEHTOB J€JIa PACIIONararTcs
B COOTBETCTBUU C HOMEHKJIATYpOH Jej, KOIus KOTOpOH MoMelaeTcss Ha JABeplie mkagda ¢
BHYTpeHHEH cTopoHbl. Ha Kkopemkax oOJ0XeK Jdell yKa3bplBalOTCs HOMeEpa Jel 110
HOMEHKJIATYPE.

6. HOpﬂ)IOK nepeaavyu 10KyMEeHTOB Ha XpaHECHUE B apXHUB,
IKCIEPTU3AaA HEHHOCTHU JOKYMCHTOB

6.1. JIokyMeHTBl aJMHHUCTPALMU T'OPOACKOrO OKpyra ropoja MuxailioBka mocie
IIPOBEJICHUS FKCIIEPTU3BI X LIEHHOCTH B YCTAHOBJIEHHOM IOPSIIKE MOUIEkKAT 0053aTeIbHON
nepefaye Ha XpaHEHHWE B ApXMBHBIM OTIEN aJMUHUCTPALMU TOPOACKOIO OKpyra ropoj
MuxainoBka.

6.2. IloaroroBka AOKYMEHTOB K IepeJauye Ha XpaHEHHE BKIOYaeT paboTy IO
MIPOBE/ICHUIO JKCIIEPTU3bI LEHHOCTH IOKYMEHTOB, (DOPMHUPOBAHHIO M OQOPMIICHHIO eI,
COCTABJICHUIO OIUCEN Je]1 U aKTOB O BBIIACICHUU K YHUUYTOXKEHUIO JTOKYMEHTOB U JIE.

6.3. DkcriepTH3a LEHHOCTH JIOKYMEHTOB — 3TO U3y4Y€HUE JOKYMEHTOB Ha OCHOBaHUU
KPUTEPHUEB UX LIEHHOCTH C LIEJIbIO ONPEIETICHUs] CPOKOB XPAHEHUs IOKYMEHTOB U 0TOOpa MX
Ha MIOCTOSIHHOE XpaHEHHE.

OCHOBHBIE KPUTEpUU: TPOUCXOXKICHHE, COJEp’KaHHE, BHELIHHE OCOOEHHOCTH
JIOKYMEHTA.

6.4. DkcrnepTusa LEHHOCTH JIOKYMEHTOB B aJIMMHHUCTpALMM TOPOJCKOTO OKpyTra
ropoa MuxainoBka NpOBOJIUATCS:

B JICJIONIPOU3BOJCTBE - IIPU COCTABIEHUM HOMEHKJIATYpbl J€l, B IIPOLECCE
(hopMHpOBaHUs 1€ U MIPHU TOJATOTOBKE K Iepeayde /el B apXUBHBIN OT/IeN aIMUHUCTPALUN
TOPOJCKOTO OKpYTa;

B apXMBHOM OTJEJNie - B IpoLlecce MOATOTOBKM K Iepeaaye /el Ha MOCTOSHHOE
XpaHeHue.

6.5. DKcnepTr3a HEHHOCTH JOKYMEHTOB OCYIIECTBISETCS €KEroJHO COTPYIHUKAMHU
CTPYKTYPHBIX OTHEJIOB aJMUHHUCTPAllMd TOPOJCKOrO OKpyra I0J METOJUYECKHUM U
MPaKTUYECKUM PYKOBOJACTBOM  CIELMAIMCTOB apXUBHOTO OTHENa aJMHUHUCTpALUU
TOpPOJICKOTO OKpYyTa.

6.6. IIpu mpoBeeHNH KCNIEPTU3bI LIEHHOCTH TOKYMEHTOB B CTPYKTYPHBIX OTAeNax
aJIMMHHCTpPALIMK FOPOJICKOI0 OKPYra OCYLIECTBIIAETCS:

0oTOOp J1e71 MOCTOSTHHOTO CPOKa XPaHEHHs M MO JIMYHOMY COCTaBY ISl Mepeadyu B
apXHWBHBII OT/IET;

oTOOp J1e1 C BPEMEHHBIMH CPOKAMH XpaHEHMs], MOJIeKAIIUX XPAaHEHUIO B
CTPYKTYPHOM OTAEJIE aIMUHUCTPALIHH;

BbIJIEJICHHE K YHUUYTOXXEHUIO el 3a MPEeAbLAYIIHE T0JIbl, CPOKH XPAaHEHHsI KOTOPHIX
UCTEKIIH.

OT60Op [TOKYyMEHTOB TIOCTOSSHHOTO CpOKa XpaHEHHs W 10 JMYHOMY COCTaBy
IIPOBOAMTCS ITYTEM MOJIUCTHOTO MPOCMOTPA JEII.

He pomyckaercss oTGop NOKYMEHTOB Ui XpPaHEHHUS M YHUUTOXKEHMSI TOJBKO Ha
OCHOBAHUU 3aroJI0BKOB JIE.

6.7. DKcnepTU3y IEHHOCTH JOKYMEHTOB ¢ 0TMeTKoH "OK" ocymecTBisieT apXuBHBIN
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OT/eJ aIMUHUCTPALIUU TOPOJICKOTO OKPYTa.

6.8. Ilo pe3ynapTaTam SKCHEPTHU3bl LIEHHOCTH JOKYMEHTOB B CTPYKTYPHBIX OTAENax
aJIMUHHUCTpAllUd TOPOJICKOTO OKpyra COCTaBJISIOTCS ONMCH JIeJl IOCTOSHHOIO CpoKa
XpaHeHus, a TaKke OpOpPMIIIETCS NPEAJIOKEHHE O BKIIOUYEHHH B AKT O BBLACTICHUU K
YHUUTOXEHHUIO JIeJ1, HE MOAJIKAINX XPAHEHUIO.

6.9. Omnucu pen, MOArOTOBJIEHHBIE CTPYKTYPHBIMH OTAEJIaMU aJAMHHUCTpALMH,
CIIy’KaT OCHOBOM JiJIsl MOATOTOBKY CBOJAHOM OIMCH JIeJ1 aAMUHUCTPALIMHU FOPOACKOI0 OKpYTa,
KOTOPYIO TOTOBHUT OTAENT MO HWH(POPMALMOHHO-aHAIUTHYECKOM paboTe U CBA3AM C
OOIIIECTBEHHOCTBIO, U II0 KOTOPOW OH CHaeT Jejla Ha XpaHEHUE B apXMUBHBIM oTxaen
aJIMMHHCTpPAIIMM FOPOJICKOIO OKpyTa.

6.10. Onucu aen CTPYKTYPHBIX OTJEJIOB aJMHUHHUCTPALUU COCTaBISIOTCA 10 (opme
COINIacHO NpuiokeHuto 10 M MpencTaBisAOTCS B apXMBHBIM OTHAEN aJIMHUHUCTPALUU HE
[I03/IHEE YeM Yepe3 TPU I'o/1a I0CiIe 3aBEPLICHUS JIeJT B 1€I0IPOU3BOJICTBE.

6.11. Omnuch Jnen CTPYKTYpHOro OTHeNa aJIMUHHCTPALMA HMEET CJCAYIOIIHEe
3JIEMEHTBI:

MOPSIIKOBBIN HOMEP Jiesia (ToMa, YacTH) O OIUCH;

WHJIEKC Jiea (ToMa, YacTH);

3aroJIoBOK Jiejia (TomMa, YacTH);

JaTa jaena (ToMa, 4acTH);

KOJIMYECTBO JIMCTOB B JieJie (TOME, YacTH);

CPOK XpaHEHus Jiena.

6.12. Onuce [nen CTPYKTYpHOTO OTAENa aJAMHHUCTPALMH  TOANMHUCHIBACTCS
COCTaBHUTEJIEM C YKa3aHUEM €ro JOJDKHOCTU U YTBEPKAAETCsl pyKOBOAUTENIEM CTPYKTYPHOTO
oTaena.

6.13. Omnuce Jen CTPYKTYpPHOIO OTA€da aAMMHUCTPALMM COCTaBIISETCS B JIBYX
HK3EMIUISIpaxX, OJUH U3 KOTOPBIX MEPeNaeTcs B OTIEN MO0 MH()OPMAIIMOHHO-aHATTUTHYECKON
paboTe M CBA3SIM C OOIIECTBEHHOCTBIO, @ BTOPOH OCTaeTCsl B KaueCTBE KOHTPOJIHHOI'O
9K3EMILIApa B CTPYKTYPHOM OTJIEJIE.

6.14. [lena MOCTOSIHHOTO CpOKa XpaHEHUS WU MO JIMYHOMY COCTaBy IIPUHSATHIE IO
OIHCSAM JIEJ1 B @pXUBHBIN OT/AEI, MPOXOASIT HAyYHO-TEXHUYECKYI0 00pabOTKy COTpYIHUKAMU
apXUBHOIO OTJENa, BKJIKYAIOTCS B COOTBETCTBYIOUIME ONUCU JEJI  aJIMUHUCTPALUU
TOPOJICKOT0 OKpyTa COrJaCHO MpUJIoKeHuto 11.

Omnucu fen NOCTOSTHHOTO CpOKa XpaHEHMsI M 110 JMYHOMY COCTaBY pacCMaTpUBAIOTCS
Ha 3acefanuu DK aiMuHUCTpanyy, a 3aTeM YTBEPKIAIOTCS TJ1aBOM FOPOJICKOr0 OKpyTa.

6.15. Yka3zaHHble ONMUCH Jiell M aKThl O BBIIEJICHUU K YHHUTOXEHHMIO Jel, He
MO/JIEKALUX XPaHEHHUI0, paccMaTpUBaroTCs Ha 3aceanuu OK anmapara olHOBPEMEHHO.

Onuce €1 MOCTOSAHHOTO CPOKa XPAHEHHUs COCTABISIETCS B YETHIPEX DK3EMILIAPAX, A
OIHCH JIEJT IO TUYHOMY COCTaBY COCTABIISIETCS B TPEX 3K3EMILISIPaXx.

6.16. Tonpko mocne coriaacoBaHusl OMMCEH JENI MOCTOSTHHOTO CPOKa XpPAaHEHUs U 10
auyHoMy coctaBy DK pasperniaercs yHUUTOXKaTh /i€, BKIIOUEHHBIE B JAHHBIE aKThI.

AKT 0 BBIJICJIEHUU K YHUYTO)KCHHIO JIEN, HE MOAJIEKAUX XPAHEHUIO, COCTABIISIETCS
1o (hopMe COraacHoO NMPHIOKEHHUIO 12 CTPYKTYPHBIMH OTJEJIaMH CaMOCTOSITEIBHO.

3aroloBKA OJHOPOIHBIX JI€7, OTOOPAHHBIX K YHHUTOXXEHHIO, BHOCATCA B aKT O]
OOIIIMM 3ar0JIOBKOM C YKa3aHMEM KOJMYECTBa JIeJI, OTHECEHHBIX K JaHHOM rpyIie.

6.17. BpiaenieHHbIE K YHUUTOXXEHUIO JTOKYMEHTBI YHUYTOXAKOTCS IIyTEM CKUTaHMS,
nepepadoTKU, U3MENbUYEHUS U JPYTUMHU YCTaHOBJIEHHBIMH CIIOCOOAMHU.

6.18. Jlema mOCTOSIHHOTO CpOKa XpaHEHMsS W 10 JUYHOMY COCTaBy IEPENAIOTCS B
apXMBHBIN OT/I€] a]MUHUCTPALIUH 110 UCTEUEHUH TISITH JIET UX XPAaHEHHUS U HCIIOJIb30BaHMS B
CTPYKTYPHBIX OTJI€laxX aJMUHUCTPAIIUH.

6.19. Jlena BpeMEeHHOro cpoka xpaHeHus (1o 10 JieT BKIIOUMTENBHO) Mepenaue B
apXUBHBIM OTIIEN HE MOAJIeXkAT, XPaHATCS B CTPYKTYPHBIX OTAeNIaX aJMUHHUCTpPALUU U 1O
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UCTEUYEHUHU CPOKOB XPAHEHHUS TMOAJEKAT YHUUYTOXKEHHUIO B YCTAHOBJIEHHOM IOPSIJIKE.

6.20. Ilpu nuKBUIAIMU CTPYKTYPHOTO OTHENA aMUHUCTPALMU TOPOICKOTO OKpyTa
PYKOBOJIUTENb OTAENa B MEPHOJ MPOBEACHUS OpraHU3allMOHHO-IITATHBIX MEPONPUSTUI
opranuzyer paboTy MO yINOpsAJ0YCHHUIO BCEX UMEIOIINXCS JOKYMEHTOB B jiejia, 0(pOpMIICHHE
JeNl W Tepenady HUX B CTPYKTYPHBIH OTHEN, CO37aBaeMOro B3aMEH JIMKBUIUPYEMOTO H
BBITIOJIHSIIONIEE BCE WM YaCTh €ro MOJTHOMOYUH.

[Ipy OTCYTCTBUHM CTPYKTYPHOI'O OTJENa, CO3/1aBa€MOr0 B3aMEH JUKBHIUPYEMOTO,
Jiena nepealoTcs B apXUBHBIN OTIeT HE3aBUCUMO OT CPOKOB XpaHEHUs JJOKYMEHTOB.

V. Oco6eHHOCTH PaGOTHI C JIEKTPOHHBIMH IOKYMEHTAMH
B IMUHHUCTPALIMU I'OPOJICKOr0 OKPyra

1. O61mme Mo10KeHUSA PadOTHI € IJIEKTPOHHBIMH IOKYMEHTAMHU

1.1. B agMMHHUCTpaK TOPOJCKOTO OKPYTa CO3/IAal0TCS U UCHOJIb3YIOTCS CIIEAYIOLIHe
BU/JIbI 3JIEKTPOHHBIX IOKYMEHTOB:

JJIEKTPOHHBIE  JIOKYMEHTBI,  CO3/laBaeMble B  DJJEKTPOHHOH  ¢opme  6e3
MPEIBAPUTEIILHOTO JOKYMEHTUPOBAHUS Ha OyMa)kHOM HOCHUTEIIE;

JJIEKTPOHHBIE 00pa3bl JOKYMEHTOB, IIOJyYEHHbIE B pe3yJibTaTe CKAHWPOBAHUS
JOKYMEHTOB Ha OyMa)XHOM HOCHUTEJIE U XpaHSIMECS B CHCTEME JJIEKTPOHHOIO
JOKYMEHTO000pOoTa.

1.2. DnexkTpoHHBI JOKYMEHT JIOJDKeH OBITh O(GOpMIIEH IO OOIIKMM IpaBHIIaM
JIeJIONIPOU3BO/ICTBA, UMETh PEKBU3MUTHI, YCTAHOBJIECHHBIE JUIsI aHAJIOTMYHOTO JIOKyMEHTa Ha
OyMa)XHOM HOCUTeNle, W TOJIHMCAH DSJCKTPOHHON IOANUCHI0 B COOTBETCTBUU C
®enepanbHbIM 3akoHOM OT 06 arpenst 2011 r. N 63-03 "OO 351eKTpoHHOM noanucu".

1.3. Ilpuem u oTHpaBKa 3JIEKTPOHHBIX JOKYMEHTOB OCYIIECTBIISIFOTCS OTIEIOM IO
MH(POPMAITMOHHO-AHAIUTUYECKON paboTe M CBS3SIM C OOIIECTBEHHOCTHIO aIMUHHUCTPAIUU
TOpPOJICKOTO OKpYyTa.

2. llopsinox padoThI € JJICKTPOHHBIMH JOKYMEHTAMHU

2.1. Otmen 1o uHGMOPMAIMOHHO-aHATUTUYECKOH paboTe U CBA3IM  C
OOIIECTBEHHOCTRIO aJIMUHUCTPAIIMA TOPOJCKOTO OKpPyra OCYIIECTBISIET B CHCTEME
3JIEKTPOHHOTO JIOKYMEHT0000pOTa:

MMPUEM DJICKTPOHHOI'O JOKYMCHTA,

CO3JIaHHE TEKTPOHHOr0 00pa3a JOKyMEeHTa Ha OyMa)KHOM HOCHUTEIe

PETUCTpAIMIO 3JIEKTPOHHOI'O JIOKYMEHTa B JKypHajle pErucTpalMy BXOIALIEH
KOPPECIIOHICHIINY;

HaIpaBJIeHUE JIEKTPOHHOTO JJOKYMEHTa Ha OyMa)KHOM HOCHUTEJIE Ha BHU3Y;

PacChUIKY IEKTPOHHOTO JOKYMEHTA aJipecaTaMm.

2.2. JIoKyMeHTbHI, TOCTYNUBIIME B aIMHHHUCTPALMUIO TOPOJCKOIO OKpyra B
AJIEKTPOHHOU (popMe, IPOBEPSIOTCS OTIEIOM 10 MH(POPMAITMOHHO-aHATUTUYECKON paboTe 1
CBSI3SM C OOIIIECTBEHHOCTHIO Ha HAIMYKE CIEIYIONINX 005S3aTeIbHBIX PEKBU3UTOB:

PETUCTPAIIMOHHOTO HOMEPA dJIEKTPOHHOTO JIOKYMEHTA,

JIaThl 3JIEKTPOHHOTO JIOKYMEHTA,;

3aroJioBKa (KpaTKoro Co/IepKaHus) 3JIEKTPOHHOTO IOKYMEHTA,

BJIO’KE€HUH (3JIEKTPOHHOTO 00pa3a JOKYMEHTA WK BIOXKEHHOro (aiina);

AIIEKTPOHHOMN MOATHUCH.
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2.3. Tlpu BbBIABIEHUHM OIMMUOOK WJIM OTCYTCTBHHM  OOS3aTCIBHBIX  PEKBU3UTOB
JOKYMEHT BO3BPAIAETCsI aBTOPY JIEKTPOHHOTO JTIOKYMEHTa 0€3 perucTpaniy ¢ OTMETKON O
MpUYMHAX BO3BpATa.

24. B cnywyae COOJIOJCHHS BBILIICTIEPEUUCICHHBIX TPEOOBAHUMA 3IICKTPOHHBIN
JOKYMEHT PETUCTPUPYETCS U HAIIPABIISIETCS HA PACCMOTPEHUE.

2.5. DNEeKTPOHHBIN JOKYMEHT U ero OyMakHasi KOMUS JOJKHBI ObITh HIEHTUYHBIMHU.
OTBETCTBEHHOCTD 3a UACHTUYHOCTb 3JEKTPOHHOIO JOKYMEHTa €ro OyMa)KHOM KOIUU HECET
JIUI0, TIOJIITUCABIIIEE OTMETKY O 3aBEPEHUU OYMa)KHOM KOIUU 3JIEKTPOHHOTO TOKYMEHTA.

VI. U3roToBJjieHue, yueT, XpaHeHHe U YHHUYTOKEHHE
neyareii, MITAMIIOB

1. Ins ymocToBepeHHsi IOUIMHHOCTH JOKYMEHTOB HJIM COOTBETCTBHUS KOIHIA
AOKYMCHTOB INOJJIMHHHUKAM B aIMUHHUCTpAIH I'OPOACKOr0 OKpyra UCIIOJb3YIOTCA rep60Ba$I
neyath M IeYaTh OTAeNa 10 HH(MOPMAIMOHHO-aHAMTUYECKOH padoTe U CBS3IM C
00LIECTBEHHOCTHIO aJIMIHUCTPALIMN TOPOJICKOTO OKPYTa.

2. I'epOoBasi meyaTth NPOCTABISACTCS Ha YJOCTOBEPEHHSX JODKHOCTHBIX JIHIL
(UHAHCOBBIX JOKYMEHTAX, 3aBEPHUTEIBHBIX KOMHAX IIOCTAHOBICHUH W PaCHOPSIKEHHI
aIMUHHICTPAIIUHI TOPOJICKOTO OKPYTa U MHBIX YCTAHOBJICHHBIX CITyYasX.

3. Ha pacmopsauTenbHBIX JTOKYMEHTaxX, KOMHUSX JOKYMEHTOB, CIIpaBKax M Tpouee
HPOCTABJISCTCS MeYaTh OTHeNa MO0 HHPOPMALMOHHO-aHATUTHYECKONH paboTe M CBS3IM C
OOIIECTBEHHOCTBIO aIMHUHUCTPAIIH.

4, Illtamrn aIMHHUCTpPAIMUM TOPOJACKOTO OKpYra IIPOCTABISCTCS, €CIU  ATO
HEOOXOIMMO, Ha JIOKYMEHTE, OTIICYaTAaHHOM HE Ha O(QHIUATIBHOM OJIAaHKE aIMHHHCTpPAIIUH
TOPOJICKOT0 OKPYTa, MPH OTHPAaBKE KOHBEPTOB U MpoUee.

5. Ilewyary, mraMmnbl aIMUHECTPAIIMHA TOPOJICKOTO OKPYyTa YYUTBHIBAIOTCS U XPAHSITCS
B oThene 1Mo WH()OPMAIMOHHO-aHATUTHYECKOH padoTe M CBS3SAM C OOMIECTBEHHOCTHIO
aIMUHHCTPAIIMU TOPOACKOTO OKpYyTa.

6. 3axka3 Ha W3TOTOBJIEHHE HOBBLIX HIH BbIIICAUINX M3 CTPOA rneyareil M ITaMIIOB
BBIMIOJHSIET ~ OTAEN 1O HMH(OPMALMOHHO-aHAIUTHYECKOH  paboTe W CBSI3SIM  C
00LIECTBEHHOCTHIO 3JIMIHUCTPAIIMN TOPOJICKOTO OKPYTa.

7. YHUUTOXKEHUE Te4aTeld W IITAaMIIOB aJMHHHUCTPAIMU OCYIIECTBISETCS 10
PacCHOPSDKEHHIO  QJIMUHHCTPAIlMA  TOPOJCKOTO OKpyra O CO3/laHMM KOMHCCHU TIO
YHUYTOXKCHUIO rneyvaTeil v IITaMIToB.
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ITPMJIOXKEHHUE 1

K MHCTpyKIIMH 110 JEIONPOU3BOIACTBY
B aIMUHHUCTPALIUU TOPOJICKOTO OKpyra
ropoj MuxaiisioBka Bosrorpaackoit
o0JracTu

OBPA3LbI
oopmJiieHUs OJIAHKOB, MCIIOJIb3YeMbIX B A IMUHUCTPALIUH
rOpPOACKOro okpyra ropoa MuxaijioBka

1. O6pa3zen opopmiieHHs OJIaHKA MOCTAHOBJIECHUS
aJIMMHUCTPAIlUN TOPOACKOro OKpyra ropoa MuxaijioBka

AJIMAHHACTPALMS TOPOJICKOI'O OKPYTA
TOPOJI MAXAIJIOBKA
BOJITOI'PAJICKOU OBJIACTU

ITOCTAHOBIEHUE

oT N

2. Oopa3en opopmiieHUs1 OJIAHKA PACIOPSIKEHUS
aIMHUHHUCTPALMHU TOPOACKOr0 OKpyra ropoa MuxaiijioBka

-

47

AJIMAHHCTPAIIMS TOPOJICKOIO OKPYTA
TOPOJI MUXAIJIOBKA
BOJITOT'PAJICKOU OBJIACTU

PACIIOPAXEHMNUE

oT N
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3. Oopa3zen opopmiienns 6J1aHKAa NMCbMa
aIMHHUCTPAIHH TOPOJACKOr0 OKpyra
ropoa MuxaiijioBka (yrjioBoe pacnojio:keHne peKBU3UTOB)

e,

AJIMUHUCTPAIINA
T'OPOJCKOI'O OKPYT'A
I'OPOJ] MUXAMJIOBKA

BOJITOI'PAJICKOM OBJIACTH

403342, Bonrorpajckas 001acTh
r. MuxaiinoBka yi. O60poHsI, 42-a
ten. 2-13-52, dakc.2-36-44
E-mail:ag_mih@volganet.ru
http://www.mihadm.com
OKII10:04024457 OI'PH:1023405578646
WHH/KIII1:3437500793/343701001

oT Ne
Ha Ne oT
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ITPMJIOXKEHMUE 2

K MHCTpyKIIMH 110 JEIONPOU3BOIACTBY
B aIMUHHUCTPALIUU TOPOJICKOTO OKpyra
ropoj MuxaiisioBka Bosrorpaackoit
o0Jractu

OBPA3IbI
0()opMJIeHUS] TPOEKTOB NIPABOBBIX AKTOB
aJIMMHUCTPAIlAN TOPOACKOro OKpyra ropoa MuxaijioBka

AJIMAHHACTPALAU TOPOJICKOIO OKPYTA
TOPOJI MXAIJIOBKA
BOJITOI'PAJICKOI OBJIACTU

IIOCTAHOBIIEHMHWE
oT Ne

O KOHKypce Ha JIydlllee COCTOSIHUE YCIIOBUM U OXpaHbl TpyAa
Cpeau OpraHu3alMil TOPOJCKOro oKkpyra ropoa MuxainoBka Bosrorpaackoit
obyactu

B mensx peanuszanuu rocylapCTBEHHOM MOJUTHKM B OOJIACTHM OXpaHbl TpyJla Ha
TEPPUTOPUU  TOPOACKOrO OKpyra ropoa MuxaiinoBka Bomrorpaackoit  obnactu
aJIMMHHCTpALMs TOPOICKOro OKpyra ropoa Muxaiinoska Bosrorpaackoit o6nactu
NOCTAHOBISET:

1. IIpoeectu B 2020 - 2021 romax KOHKYpC Ha JIydllle€ COCTOSHUE YCJIOBUH H
OXpaHbI TPYAA CPEAN OpraHu3aluil TOPOJCKOTo OKpyra ropoa MuxaiinoBka Bonrorpaackoi
obJacTH.

2. YrBepauts npuinaraemoe IlosoxxeHne o KOHKypce Ha JIydllee COCTOSIHUE YCIOBHM
U OXpaHbl TpyJa Cpeaud OpraHu3aluil TOPOACKOro OKpyra ropoa MuxailioBka
Bounrorpazackoit o6nactu.

3. Hacrosmee noctaHOBIEHNE MOMAJIEKUT O(PUIIUATIEHOMY Oy OJINKOBaHHUIO.

4. KoHTponb HCHONHEHMsSI HACTOSIIETO IIOCTAHOBJIEHUS BO3JIOKUTH Ha
3aMECTHUTEJS. . ...

I'maBa ropoackoro okpyra N.O.Damunus
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AJIMUHUCTPALIS TOPOACKOI'O OKPYTA
['OPOJ MUXANJIOBKA
BOJII'OI'PAZICKOU OBJIACTU

PACIIOPAXEHMNUE

oT No

006 obOpa3oBanuu paboyeit TPyIIbI O MPOBEICHHUIO
B TOPOJICKOM OKpyTe ropoa MuxaiinoBka Bonrorpajackoii o6nactu
Bcepoccutickoii akiuu "Asest Poccun"

B mensx opraHuzanmuuM M IPOBEICHUS B TOPOACKOM OKpyre ropoix MuxaiioBka
Bounrorpaackoit o6nactu Beepoceniickoit akimu "Astest Poccun™:

1. OO6pazoBare paGouyio TpyHiy IO IMPOBEACHUIO B TOPOJCKOM OKpyre Tropoj
MuxaiinoBka Bonrorpanackoit obnactu Bceepoccuiickoit akumu "Astes Poccun" (manee
UMEeHyeTcs - paboyas IpyImna) ¥ yTBEPIUTh €€ COCTaB COTIACHO NPUIIOKEHHIO.

2. Pa6oueii rpymnme o 15 mast 2021 1. pa3paboTaTh U yTBEPAUTH IUIAaH MEPOIPUSATHIA
[0 TIPOBEACHUIO B TOPOJCKOM OKpyre ropoa MuxaiinoBka Bonrorpanckoii ob6mactu
Bcepoccuiickoit akuuu "Asnes Poccun".

I'maBa ropoackoro okpyra N.O0.®amumnus
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ITPMJIOJKEHUE 3

K MHCTpyKIIMH 110 JEIONPOU3BOIACTBY
B aIMUHHUCTPALIUU TOPOJICKOTO OKpyra
ropoj MuxaiisioBka Bosrorpaackoit
o0Jractu

BJAHK
COIJIACOBAHUS MPOEKTA MOCTAHOBJIEHUS (PacOPsIzKeHM 1)
aJIMHUHHUCTPALM TOPOACKOro okpyra ropoa MuxaiisioBka Boarorpaackoii
obJsiacTu

3aMecTHTEIb IJIaBhI
FOPOJICKOTO OKpYTa Mo

HauannrHuk otnena
0 PAaBOBOMY U KaIpOBOMY OOECTIEUEHUIO

VYrpaBnsiomuil fenamMuy - HadyaJlbHHUK OT/erna
110 HHPOPMALMOHHO-aHAIUTHIECKOH paboTe
U CBS3SM C OOIIECTBEHHOCTHIO OOIIEro oTaesna

Havansauk CTPYKTYPHOI'O OTACIIA

Hcnomuaurens
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ITPMJIOXXKEHME 4

K MHCTpyKIIMH 110 JEIONPOU3BOIACTBY
B aIMUHHUCTPALIUU TOPOJICKOTO OKpyra
ropoj MuxaiisioBka Bosrorpaackoit
o0Jractu

OBPA3LbI
o(opMJIeHUSA NIPOTOKOJIOB 3aceaHNil (COBeIaHUi)

1. O6pa3zen opopmiieHHS MOJTHOTO POTOKOJIA

(HauMEeHOBaHUE OpraHa MECTHOT'O CaMOYIIPaBJICHUS])
ITPOTOKOJI

3acCIaHusAa Me)KBe,Z[OMCTBeHHOﬁ KOMHCCHU

r. MuxainoBka
03 despans 2015 r. N
[IpeacenarenscrByrommii - U.0O.@amumnus
Cekperapsp - 1.0.@amunus

[TpucyrcrBoBanu: 30 yenoBek (CIUCOK MPUITATACTCS)

[NOBECTKA IHA:

Jloknamurk

1. CJIYIIAJIA:

N.O.®amunus - TEKCT AOKIIA1a TPUIIaraeTcs

BBICTYIINJIN:

N.O.®amunus - KpaTKas 3alIUCh BBICTYIICHUS
I[NOCTAHOBWIJIU:

1.1. ..
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1.2...
[IpencenarenbCTBYOMIMI [Moanuce N.O0.®amunus
Cexkperapb [Tonnuch N.O0.®amunus
2. Odpasen ogopmiieHHs] KPATKOI0 NPOTOKOJIA
I[MTPOTOKOJI
COBEILIaHUs Y [JIaBbl TOPOACKOT0 OKpyra ropoa MuxaiinoBka
r. MuxainoBka

03 despansa 2021 1. N
IIpucyrcrBoBanu:

HaunmenoBaunue 10IKHOCTHA -
N.0.®amunus

HaunmenoBaunue 10IKHOCTH -
N.0.®amunus

HaunmMmeHoBaHUE NOKHOCTH -
N.0.®amunus

(damunun B andaBUTHOM
HOpsi/IKE)

(DPammmus, Gamunust, Damunus, Gamumnust, Gamuus)
1. IIpuHATH K CBEACHUIO. ..

2. 3aMeCTHUTENIO TJIaBbl AIMUHUCTPALIMHI TOPOJICKOTO OKpyTa TI0...

(Pammmmst, amunus, Gamumnus, Gamumnust, DamMuus)

1. IIpuHATH K CBEACHUIO. ...

I'maBa ropoackoro okpyra N.O0.®amunus
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IMPUJIOXEUE 5

K MHCTpYKIMH 10 1€J0NIPOU3BOJICTBY
B a/IMUHHCTPALIUU TOPOJICKOTO OKpyra
ropoa Muxainoska Boisrorpaackoin

oOJactu

OBPA3EL
0()opMJIEHUSI HOMEHKJIATYPHI J1eJI CTPYKTYPHOI0 OT/1eJ1a
AIMMHUCTPAIUU TOPOACKOro OKpyra ropoa MuxaijgoBKa
Bouarorpaackoii odsactu

AJIMUHHCTpALIUs TOPOACKOTO OKpyTa
ropoa MuxaiinoBka Bosrorpaackoit o6aactu

(HaMMeHOBaHUE CTPYKTYPHOTO OT/IENa)

HOMEHKIJIATYPA JIEJI
N

MuxaiiioBka

Ha roj

" 3aroyI0BoK Konnuects Cpok xpaHeHus Jena
HJIEKC nena (Toma, 0 J1e71 (TOMOB, (Toma, yactu), N craTeit o
HEPEYHIO

nena qacTei) qacrteil)

ITpume
YaHue

1 2 3

4

(HaMMEHOBaHUE JI0JKHOCTU PYKOBOIUTENS (moamuce)
bamunms)
CTPYKTYPHOTO OTJIeTIa)

(mara)

(HauMeHOBaHHUE JOJHKHOCTH JIMIIA, (moamuce)
bamunus)
OTBETCTBEHHOTO 3a JIeIONPOU3BOICTBO
B CTPYKTYPHOM OT/€JIe)

(mara)

COTI'JTACOBAHO
HauaneHuk apxuBHOTO OoTAEIA
aIMUHUCTPALMUA TOPOJICKOTO

(MHUIHAITBI,

(MHULIMAITBL,
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oKpyra ropoa MuxaiioBka

(moamuce) (MHUIMAITBL, (haMHITHS)
(mara)
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ITPMJIOXKEHME 6

K MHCTpyKIIMH 110 JEIONPOU3BOIACTBY
B aIMUHHUCTPALIUU TOPOJICKOTO OKpyra
ropoj MuxaiisioBka Bosrorpaackoit
o0Jractu

OBPA3EL

0(hopMJIEHUSI HOMEHKJIATYPHI J1eJ1 AAMUHUCTPALMU
rOpoACKOro okpyra ropoa MuxaijioBka

Bouarorpaackoii odsactu

AJIMUHHCTpaLUs TOPOACKOTO OKpyTa
ropoJ MuxaitnioBka Bosrorpaackoit

o0acTu

HOMEHKIJIATYPA JIEJI

N

(MecTo cocTaBiICHU)

Ha roj

YTBEPX/IAIO

I'maBa ropoackoro okpyra
ropoa MuxannoBka
Bounrorpazackoit o6sactu

(monmuck) (MHUIUAIBI, (haMUITHS)

mara

HNunexc 3aroyI0BoOK Jeina

KonuuectBo nen

Cpox xpanenus aena (toma, | Ilpumeuanue

nena (Toma, yacteif) | (TOMOB, yacTeil) | yactu), N crareil o nmepeyHto
1 2 3 4 5
HaszBanue paznena
KoncynbranT otaena
1o UH(POPMAIIMOHHO-aHATUTUYECKOH paboTe
1 CBSI35IM C OOIIECTBEHHOCTHIO aIMUHUCTPALINU
TOPOJACKOT0 OKpyra ropox MuxaninoBka
(moamuce)

(MHMLIMATBL, (PaMUITHS)
(mara)
COTI'JTACOBAHO
[Iporokon DK agmuHUCTpannu
TOpPOJICKOTO OKpyra

ropoa MuxannoBka

oT N
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Htoropass 3ammuch O KaTreropusx M  KOJUYECTBE JIEJI, 3aBE/ICHHBIX B rogy
B a/IMUHUCTpAIIMX TOPOJICKOTO OKpyra ropoa MuxaiinoBka Bonrorpaackoii obnactu

ITo cpokam xpaHeHus Bcero B Tom uncne

nepexoasumx | ¢ ormerkoit "OK"

1 2 3 4

[ToctrosaHOTO
Bpemennoro (cBbimie 10 ser)
Bpemennoro (10 10 et BKIFOYUTETHHO)

Hroro

KoncynpranT otnena

110 HH(POPMALIMOHHO-aHAIUTHYECKOH padoTe

U CBSI35IM C OOLIIECTBEHHOCTBIO a]IMUHUCTPALIUU
TOpPOJICKOT0O OKpyra ropoJ MuxaiiinoBka

(moamuck)
(MHUTMAITBL, (aMUITHS)

(mara)
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ITPMJIOXXKEHUME 7

K MHCTpyKIIMH 110 JEIONPOU3BOIACTBY
B aIMUHHUCTPALIUU TOPOJICKOTO OKpyra
ropoj MuxaiisioBka Bosrorpaackoit
o0Jractu

OBPA3EI
oopMiIeHHS 00J10KKH J1eJIa

AJMHMHHCTpALUS TOPOJICKOTO OKpyra
ropoa MuxaiinoBka Bosrorpazackoit obnactu

(HaI/IMeHOBaHI/IC CTPYKTYPHOI'O OTACIa aAMUHUCTPALIUU TOPOACKOI'O Oprra)

WUHJEKC JIEJIA N TOM N

(3aroJioBOK jeina)

(xpaiiHue gaThl)

Ha JINCTax

XpaHUTb
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ITPMJIOXKEHMUE 8

K MHCTpyKIIMH 110 JEIONPOU3BOIACTBY
B aIMUHHUCTPALIUU TOPOJICKOTO OKpyra
ropoj MuxaiisioBka Bosrorpaackoit
o0Jractu

OBPA3EL
o(opMIIEHH JINCTA-3aBePUTE Je1a

JIMCT-3ABEPUTEJIb JEJIA N

B nene moammTo U NpoHyMepOBaHO TucT(0B),
(mmdpamMu 1 TPOIUCHIO)

cN nmo N , B TOM 4HCJIE:

JIUTCPHBIC HOMECPA JINCTOB

MMPpONMYIIECHHBIC HOMEPA JINCTOB

+ JIMCTOB BHYTpeHHCﬁ OIIMCH

OcobeHHocTH (PU3HUECKOTO COCTOSIHHS B (POPMHUPOBAHHUS J1eIa Howmepa smcroB

1 2

(HaMMEeHOBaHUE JTOJKHOCTH JIUIIA, (moamnuck) (MHMLIMATIBL, aMIIINA)
0(hopMHUBIIETO JTUCT-3aBEPUTEIID)

(mara)
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ITPMJIOXXKEHME 9

K MHCTpyKIIMH 110 JEIONPOU3BOIACTBY
B aIMUHHUCTPALIUU TOPOJICKOTO OKpyra
ropoj MuxaiisioBka Bosrorpaackoit
o0Jractu

OBPA3EL
o(popMJIeHUSI BHYTPEHHel ONMCH JOKYMEHTOB /1eJ1a

BHYTPEHHA OITMCh JOKYMEHTOB JIEJIA N

WNunexc [ara 3arosoBoK Howmepa [Ipumeua
/1 JIOKYMEHTA JIOKYMEHTa JIOKYMEHTA JIMCTOB J€eJIa HHUE
2 3 4 5 6
Hroro JOKYMEHTOB.

(KOJTMYIECTBO JOKYMEHTOB U (paMu U MPOITHCHIO)

KonnyecTBo IMCTOB BHYTpEHHEN OIIMCU

(mdpamMu ¥ IPOIHCHIO)

(HaMMeHOBaHUE TOJKHOCTH JIUIIA, (moamuck) (vHMLIMAIBL, HaMUIIHS)
COCTaBUBILETO BHYTPEHHIOIO OIUCh
JIOKYMEHTOB JIeJIa)

(mara)
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ITPMJIOXXKEHME 10
K MHCTpYKIIMH 110 JEIONPOU3BOCTBY
B aIMUHHUCTPALIUU TOPOJICKOTO OKpyra
ropoj MuxaiisioBka Bosrorpaackoit

o0Jractu

OBPA3EL

odopMiIeHHS ONIUCH J1eJl CTPYKTYPHOIO OTeJ1a
aIMMHHMCTPALMHA FOPOACKOr0 OKpyra ropoa Muxaiijiopka

Bouarorpaackoii o61actu

AJIMUHHCTpaIUs TOPOACKOTO OKpyra ropoa Muxaiinoka Bonrorpaackoit oomactu

(HaMMEHOBaHUE CTPYKTYPHOTO OT/IEjIa)

YTBEPXJAIO

(HaHMeHOBaHI/Ie JOJDKHOCTU PYKOBOJUTEJISA

CTPYKTYPHOTO OT/ENa aJMUHUCTPALIN

TropoACKOro

OKpyTa ropoJl MuxaiioBka)

(TomHCh) (MHUTIATTBL, (haMPITHIS)

(mara)

OIMMCH N
Nn/m| Waneke 3aroy0BoK Kpaiinue KonuuecTtBo Cpok [Ipumeuanue
zena zena JIaThl JIMCTOB XpaHEHUs
1 2 3 4 5 6 7
B nannyto onuce BHECEHO aen
(dpaMu U TPOTIHCHIO)
cN mo N
HanmeHnoBaHue qOKHOCTHOTO JIUIIA,
COCTaBMBUIETO OIUCH
(moamuce) (MHULKANB, paMUIINs)

COI''TACOBAHO
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(moamuck) (nHUTIMANTB, (haMUITHS)

(mara)
[Tepenan el
(undpamu 1 TPONHUCHIO)
(HamMeHOBaHUE JOJIKHOCTH JIUIIA, (monmmuck)  (MHUIIKATBI, (HAMIIIHS)

nepeJaBUIero Jiena)

[Tpunsan aen
(mudpaMu ¥ IPOIUCHIO)

(HauMeHOBaHUE JOJIKHOCTH JIUIIA, (mommuck)  (MHUIUAIBI, (HAMUITUS)
nepeJaBUIero Jiena)

(mara)
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ITPMJIOXKEHME 11

K MHCTpyKIIMH 110 JEIONPOU3BOIACTBY
B aIMUHHUCTPALIUU TOPOJICKOTO OKpyra
ropoj MuxaiisioBka Bosrorpaackoit
o0Jractu

OBPA3EL

0¢opMJIeHHS ONIMCH J1eJI IOCTOSIHHOTO XPaHeHUs!

AJIMUHHUCTpAIUS TOPOACKOTO OKpyra ropoa MuxaiinoBka

hamuns)

®Gouag N

Omnuce N

JIeJI TIOCTOSTHHOTO XPaHEHUS
3a roJ,

YTBEPXIAIO

I'maBa agMuHMCTpAaLMK TOPOICKOIO
OKpyra ropoza MuxaitioBka
Bonrorpajackoii obnactu

(moamuce) (MHULIMATIBL,

(mara)

N | Unnekc nena | 3aronoBok nena | KpaitHue patsl KomuuecTBo [Tpumeuanue

n/a

JINCTOB

4 5 6

B nanHyro onuce BHECEHO

Hassanue paznena

p1(SA) |

c N no N

(unpamMu U IPOIHUCHIO)

, B TOM YHCJIC:

JIMTCPHBIC HOMEpA:

MIPOMYIIEHHbIE HOMEpa:

(HauMeHOBaHHE JOJKHOCTH
COCTaBUTEJIS OIUCH)

(mara)
COTI'JTACOBAHO
[Iporokon OK agmMuHucTpanuu
TOpPOJICKOTO OKpyra

(monmuce) (MHULIUATIBL, (haMILITHS)



ropoJ MuxaiijioBka

(mara)

o1
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TITPMJIOXKEHME 12

K MHCTpyKIIMH 110 JEIONPOU3BOIACTBY
B aIMUHHUCTPALIUU TOPOJICKOTO OKpyra
ropoj MuxaiisioBka Bosrorpaackoit
o0Jractu

OBPA3EL

0()OopMJIEHHS AKTA 0 BbIIeJI€HUM K YHUUYTOKEHHUIO JOKYMEHTOB,
He Mo/JIesKAIUX XPAHEHH IO

AJIMUHHCTpaLUs TOPOACKOTO OKpyra ropoa MuxaininoBka
Bonrorpanackoii oonactu

YTBEPXAIO
AKT ['maBa agMUHHMCTpPALIUU TOPOACKOTO
OKpyra ropoa MuxaiinoBka

Bosrorpaackoii odnactu
oT N

(moxmmuch)  (MHULKAIBI, (DAMIIIHS)
O BBIJICIICHUN K YHUYTOXKEHUIO JOKYMEHTOB,
HE TTOIS)KAITNX XPAHCHHUIO (mara)

Ha ocroBanuun

(Ha3BaHI/I€ W BBIXOAHBIC TAHHBIC IICPCUYHA TOKYMCHTOB

C YKa3aHHEM CPOKOB MX XpaHEHU)
CocraBiieH SKCIIEpTHON KoMHCCHEN
[Ipencenarens KOMUCCUU

(1OJKHOCTD, MHUIMAIIBL, (haMUITHS)
Unensl KOMUCCUU

(TOMKHOCTD, MHUITHAIBI, (DaMUITHS)
IIpucyrcrBoBanu

(1OJKHOCTD, MHUIMAIIBL, (haMUITHS)

Komuccus, pykoBoactBysice [lepeunem (Ha3zBanus Ilepeuns), orobpana K yHUUTOXKEHUIO,
KaK HE MMEIOIUE HAyYHO-UCTOPUYECKON LIEHHOCTH M yTPAaTUBIINE MPAKTUYECKOE 3HAUECHUE
clIeyolre JOKYMEHTHI U Jela, OTJIOKHUBIINECS B JESATEIbHOCTH MPEANPUSITHS:
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Ne TI'oner 3arojoBKu Tlosicuenus | KomuuectBo Howmepa
n/n JOKYMEHTOB JOKYMEHTOB U JOKYMEHTOB craTey 1o
U JIell nen(rpyInoBbie U e MIEPEUHIO
nJIn
WHIMBHTyaJIbHBIC)
HHJICKC JeT 110
HOMEHKJIaType,
OIIhuCcHu

1 2 3 4 5 6

Bcero nen

(unpamMu U IPOIUCHIO)

[Ipencenarens DK

Ynensr DK
JIOKyMEHTBI CIIaHbl JJII YHUYTOKECHUS Mo mpuéMO-CIaTOYHON
HaKJIagHoiT Ne oT

[Ipencenarens DK Tloamuck  pacmumdpoBka moanucu
Jarta



