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YIIPABJIEHUE JEJTAMHU .
AJIMHWHNCTPALIVIY BOJIT'OT'PAZICKOU OBJIACTU
IIPUKA3
02 cenracos 2021 r. Ne 131
| | Bonrorpan

O BHeceHUH U3MEHEHHH B IPUKA3 YNIPaBICHUs AeaMu AIMUHUCTPALHA
Bourorpazckoit ob6nactu ot 9 deppais 2021 r. Ne 19 "O6 yrepkaeHHu
WHCTpYKIMY 110 JEeNONPOU3BOICTBY B yIIPABJIEHUH AEIAMU
AnmunvcTpanuy Bonrorpanckoit o6mactu”

IIpuka3sslBaio:

1. Buectn B MHCTPYKIMIO IO AENONPOM3BOACTBY B YHPAaBICHUH IeJaMH
AnMuHECTpaLMK Bonrorpasckol 061acTH, yTBEPKAEHHYIO IPHKA30M YIIPABICHHS
aenamu AnMUHHCTpauud Bosrorpanckoit obnactu ot 9 ¢eppams 2021 r. Ne 19
"O6 yTBepxieHMH HHCTPYKLUMH 1O [€JONMPOM3BOACTBY B YIpaBJIeHUH JIeJIaMu
- "Anvunuctpanuu Bonrorpanckoit o6iacTi” (nanee mmenyercs — HHCTpykums)
H3MEHEHUs, U3JOKUB MHCTPYKIHMIO B HOBO PENaKLHU COTVIACHO MIPHIIOKEHHIO.

2. Hacrosamuif mnpuka3s BCTymaeT B CHIy cO [OHA €ro IOANMCAHHS
¥ TOIJIEXUT OQULIMATEHOMY OITy6IHKOBAHHUIO.

Ynpapnsitomyii e B.B.Angponuk

npHukas/u3m 19 Huetpykuna-2021 ml
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1. O01He mOoNI0XKEHUS

1.1. HMucTpykuuss 1O  [EeJONpPOM3BOACTBY B  YIPaBJICHHM JelIaMU
Anvuructpanuu Bounrorpazckoif obimactu (nanee umenyercss — WHCTpykius) —
3TO COBOKYITHOCTH IIPaBOBBIX HOPM, YCTaHABIHBAIOIIMX €IUHBIC TPeOOBaHHUS
K IIOATOTOBKE, 00paboTKe, XpaHEHHIO U HUCIIOIb30BaHUIO BXOASIIUX (IIOCTYIIAOINNX)
B yIIpaBjieHue aenamu Anmuauctpauud Bonrorpanckoit obnactu (nanee mMeHyeTcs —
YrpaBneHue fenaMu) 1 00pa3yroIuxcs B IPOIecce ero AesSTeIbHOCTH JOKyMEHTOB.

1.2. UacTpyKuus pa3paboTaHa B COOTBETCTBHH C HOPMATHBHBEIME IIPAaBOBBIMHU
aktamu Poccmiickoii @enepannu, Bonrorpanckoit obimactu B chepe mHbopManum
A apXWBHOTO J€Jla, B TOM 4YHCI€ B COOTBETCTBHM C IpHKazoM DenepaabHOro
apxuBHOrO areHtrcrBa oT 22 Mmas 2019 r. Ne 71 "O6 yrtBepxuenuu IlpaBun
JeTONIPON3BOJICTBA B TOCYAAPCTBEHHBIX OpraHax, OpraHax MECTHOI'O CaMOyTIpaBJeHHs ",
nocraHoBiieHneM IIpaBurenbcrBa Bomnrorpanckoit obnactu ot 26 deppans 2013 r.
Ne 78-m "O6 ytBepxneHuu IlonoxeHHs O MEXBEIOMCTBEHHOM 3JIEKTPOHHOM
(6e30yMaXHOM) JOKYMEHTOOOOpOTE B  OpraHax HCIOJHHTENBHOH  BIACTH
Bonrorpazckoit o6nacti", mocranosineHusMu ['yoepraTtopa Bonrorpaackoit obiactu
or 17 ampens 2015 r. Ne 334 "OO6 aBTOMAaTH3MpOBAHHOH cHcTeMe 00pabOTKH
KOH(HUASHIHaIBHON HHbopManyu Bonrorpagckoit obnactu”, ot 29 nexabps 2016 r.
Ne 1024 "O6 yrBepxnenun IlonoxeHus o6 ynpaBieHHH AelaMH A}IMHHI/ICTpaum
Bonrorpanckoit oGiactH" ¥ MHBIMH IIPAaBOBBIMU aKTaMH, pPETYIHPYIOIIUMHU
IeSTeNIbHOCTE B chepe IeTonpon3BOICTBA U JOKyMEHT0000poTa.

1.3. ITonoxxeruss MHCTpYKIUH pacHpOCTPaHSIOTCS HAa OpraHH3alMio paboThl
C MOKyMEHTaMHM HE3aBHCHMO OT BHJa HOCHTENS, B TOM YHCIE C 3JIEKTPOHHBIMU
OOKYMEHTaMH, BKJIIOYasi IOATOTOBKY, 0OpaboTKy, XpaHEHHE M HCIIOJIb30BaHUE
IOKYMEHTOB, OCYIIIECTBIIIEMBIE C IIOMOIIBI0 MH(QOPMAITHOHHBIX TEXHOJIOTHH.

Hemonpon3BoACcTBO YIIpaBIEHHUS JelaMH HE3aBHCHMO OT THIIA HOCHTENLI
JOKYMEHTHPOBaHHOW  HMH(OpPMamWM BEJETCS C  HCIOJNB30BAHUEM  €IMHOH
AaBTOMATH3UPOBAHHOM CHCTEMBI JJIEKTPOHHOTO  JOKyMEHTOOOOpOTa OpraHoB
UCIIOJIHUTENEHOM BiiacTd Bosrorpaackoir obmacta (nanee mmenyercs — ACO]),
IpeIHa3HAYEHHOM B TOM 4YHCIEe Ui OCYLIECTBJICHHS MEXBELOMCTBEHHOIO
3JeKTpoHHOro (6e30yMaXHOT0) JOKyMEHTOOOOpOTa OpraHOB HCIIOJHHTENIHOH
BJIacTH Bonrorpasckoit 061acTH.

1.4. Tlomoxenuss MHCTpyKIMH HE paclIpOCTPaHSIOTCS Ha OpraHU3aluio
paboTel ¢  JOKyMEHTaMHd,  COJAEpXalldMH  CBEIEHHUS,  COCTABIAIOIIHE
TOCyIapCTBEHHYIO TaliHy.

OcobennocTd  pabOTBI €  JOOKYMEHTaMH, COAEpXKallUMH  CBENCHHSA
KOH(QUICHIMATHPHOTO XapakTepa (CBEICHUA O IEPCOHANBHBIX NAHHBIX IPaXAaHUHA,
CBEJIEHHS,  COCTaBIIOLIMEe  CIOy)KeOHyr0o  TaliHy, CBeHeHHS,  CBS3aHHBIE
C mpodecCHOHANBHOW  NEATeNbHOCTBIO, JOCTYD K  KOTOPBIM  OIpaHHYEH
B coorBerctBur ¢ KoHcturynueit Poccuiickoit ®@enepanuu u  (enepaibHBIMU
3aKOHAMH), peryJiMpyloTCs HOPMAaTUBHBIMU IIPaBOBBIMH akTamMu Poccuiickoit
Deneparuu 1 Boyrorpajckoit o6iacTy.
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IMopsimok co3manus, XpaHeHus U (M) oOMeHa dJIeKTPOHHBIMHU JTOKYMEHTaMH,
COZIepXKAaIMUMH  KOHQUIEHIUANbHYI0 HHGOpMAaIMi0, B TOM YHCIE MMOPSIOK
pEeTUCTpaIlH H PacCMOTPEHHUs oOpalleHuii TpaXJaH U OpraHu3aluil, HalpaBIeHHEIX
OCPEACTBOM 3aITOJTHEHUST HHTEPaKTUBHON (GOpMBI Ha MOpTajle TrOCYyAapCTBEHHBIX
¥ MYHHUIMIATBHBIX YCIIyr Bosrorpazickoit obmactu, perymupyercs MHCTpykimei
C y4eToM OCOOEHHOCTEH, YCTaHOBICHHBIX HOPMATUBHBIMH IIPABOBBIMH aKTaMd
Bonrorpanckoit o6actu.

1.5. Ilpu pabote ¢ OyxranTepckoi, HayYHO-TEXHUYECKON i HHOM CIeIHaIbHOM
NOKyMeHTanueli  TpeboBaHus VHCTpyKmMH  pacHpOCTpaHSIOTCS B YaCTH,
He IPOTHBOpeYalleli HOPMAaTHBHBIM IIPABOBHEIM JOKYMEHTaM, YCTAHAaBJIMBAIOIIHM
crenuaibHbie TpeOoBaHus K paboTe ¢ yKa3aHHOM JOKyMEHTaIHeH.

1.6. Opragm3anuio, BeIeHHE U COBEpIICHCTBOBAHHUE JEJIONPOU3BOJICTBA,
a TaKxe METOAUYECKOEe PYKOBOJACTBO M KOHTPOJIb 38 COOJIFOEHHEM YCTAHOBICHHOTO
nopsiaka paboTel ¢ JOKYMEHTaMH OCYLIECTBIISET OTHeN JeJIONpPOU3BOJCTBA
yIpaBiieHus JejamMu AgMuHUCTpauuu Bosrorpanckoi obnactu (nanee MMeHyeTcs —
OTxen nenonponu3BoJICTBA). ,

JloyokHOCTHBIE TIpaBa W O0S3aHHOCTH pPa0OTHHKOB YTIPaBICHHUS JeaMH,
OTBEYaIOLIMX 3a OpraHu3aiuio paboTel U (MIM) OCYIIECTBISIONNX paboTy
C JOKyMEHTAaMH B CTPYKTYpHBIX IIOApa3JielieHUSX YIpaBJICHUS JIeNaMHy,
YCTaHABIMBAIOTCA JOJDKHOCTHBIMU pErjlaMeHTaMH (MHCTPYKIMSIMH) M COBMEINAIOTCS
C JIpyruMu GOYHKITHOHAIBHBIMU O0S3aHHOCTSMM M IIpaBaMH yKa3aHHBIX paOOTHHKOB
Y TIOJTHOMOYHSIMHE CITy>KObI IeTIOIPOU3BOJCTBA.

1.7. Cenenms, comepxxaiquecss B JOKYMEHTaX, MOTYT OBITh HCIIOJIB30BAHBI
TOJIBKO B CIIYKeOHBIX LEISIX B COOTBETCTBHHU C MOJHOMOYUSIMU pabOTHHUKA.

PaboTa co city)xeOHBIMU TOKYMEHTaMH BHE ITOMEINEHUAN YIIpaBlIeHus AeIaMu
HE JIOIIyCKaeTCH. '

I[Tpu yTpaTe JOKYMEHTOB IIPOBOAMTCS CIyXeOHas IpoBepKa.

1.8. B ciny4ae yxoja B OTILYCK, IepeBojia (TiepeMeleH ) Ha HHYIO JODKHOCTD
UM YBOJBHEHHS paOOTHUKU 00s3aHBl Ilepefarh II0 akTy BCE HaXOMASAIIHUECs
y HHX CIyXeOHBIE MOKYMEHTH pabOTHHKY, OIpPEAEIeHHOMY B COOTBETCTBHU
C YKasaHHEM HEIOCPEJCTBEHHOTO pPYKOBOAUTENS YBOJBHIEMOIO, YXOHSIIEro
B OTIIYCK HJIA IepeBosInerocs (epeMemaemMoro) 1o ciyxoe, pabore paboTHUKa.

1.9. Huctpykuus oOs3arenpHa Ui COOJIONEHHS BCEMH pPaOOTHHKAMH
VYipaBneHUs AeJlaMu.

PaGoTHukM VYmpaBieHUs JelaMM HECYyT JUCIMIUIMHADHYIO W HHYIO
YCTaHOBJICHHYIO ~ 3aKOHOJATeIbCTBOM  OTBETCTBEHHOCTh 33  HECOOINIOJECHHE
TpeboBanuii MHCTpyKIKH.

1.10. BHOBb mpuHATHIE PabOTHUKUA B TedeHHe IATU paboumx AHEH co JHA
WX OpUHATAS ~ HOJDKHBI  OBITh  O3HAKOMJIGHBl CBOMM  HENOCPECTBEHHBIM
pykoBoauTeneM ¢ MHCTpyKIuen Mo TOAIUCE.
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2. Ilopsiiok pa3paboTKH, yTBEP XK ACHUS, BHECEHHS U3MeHeHu B THCTpyKIHTO

2.1. HWHcrpykuuss U U3MEHEHHMS K Hed paspabaTbIBaroTcst CIyx6oif
JIETIOTIPOU3BOACTBA B COOTBETCTBHH C JIEUCTBYIOU[UMH IIPABOBBIMH aKTaMH
Poccmiickoit  @enmeparmum  u  Bonrorpanckoit  obnacTw, perynpipy}omHMH
OEeSITeIBHOCTh MO CO3JaHUI0 M OpraHu3anuu paboThl ¢ JOKyMEHTaMH B OpraHax
HCIOJTHUTENLHOU BJIacTH Bosrorpaackoi obmacTw.

2.2. Ilpoexkt MHCTpyKIIUX UM IIPOEKT IIPABOBOIO aKTa O BHECEHUH U3MEHECHHH
B MHCTpYKIIMIO B YCTaHOBJICHHOM MOPSAKE PACCMaTPUBAETCS TOCTOSHHO JIEHCTBYIOIIEH
SKCIIEPTHON KoMmmccHel YmpaBieHus Aeiamu (nanee umenyercs — DK Ympasnenus
JlellaMH) ¥ HallpaBJISIeTCS. B TOCYNApCTBEHHBIM apXUB, HCTOYHUKOM KOMILIEKTOBAHHUS
KOTOpOro SBJISIeTCS YTpaBlieHHe JelaMM, IUIsl IIPEJCTaBlieHds] Ha COTJIAaCOBAHHE
9KCIIEPTHO-IIPOBEPOYHON KOMHCCHM KOMHTETa KyJIbTypbl Bomnrorpaackoit obmactu
(manee umenyercs — JIIK).

IIpaBoBeiME akTamMu Poccuiickoit ®enepanuu uinu Bosrorpanckoi obmacTu
MOr'yT OBITH YCTaHOBJICHBI JOMOJHUTENBHBIE TPeOOBaHMS O coryiacoBaHUU VHCTPYKIUH
HJIH TIPOEKTa IPABOBOI'0 aKTa O BHECEHUM HM3MeHEeHHH B MHCTpyKOuio ¢ opraHamu
HCIOJIHUTENbHON BiacTe Bonrorpanckoit oGiacti, wid (emepalbHBIME OpraHaMu
roCyIapCTBEHHON BIIACTH, WM UX CTPYKTYPHBIMH IOPa3[EICHUSIMH.

VYka3zaHHBIE COIVIACOBAHUS OCYILIECTBIISIIOTCS 10 MPEICTABIICHUS I/IHCprKuHH
WJTH TIPOEKTa IIPaBOBOT'0 aKTa O BHECEHUM M3MEHEHUH B MIHCTPYKIMIO Ha COINIacOBaHUE
OIIK ¢ mnpunoxeHHeM MJOKYMEHTOB (KONHN JOKYMEHTOB), ITOATBEPXKJAIOIIAX
COTJIACOBaHME.

2.3. Pemenne o cormacoBaHuu MHCTpyKIMM HJIM IIPOEKTa IIPABOBOTO aKTa
0 BHeceHHWH H3MeHeHuH B HMHcTpykimio odopmisieTcss MPOCTaBIIEHHEM MITaMIla
O COIVIaCOBaHMU B HIDKHEH YacTH JIMLEBOM CTOPOHBI HOCIECNHEr0 JHCTa TEKCTa
HMHCTpYKIHMY WM IIPOEKTa IIPAaBOBOr'0 aKTa O BHECEHUH M3MeHeHuH B IHCcTpykuuto.

ITocnie cormacoBanmst OIIK  HMHCTpyknms  yTBepKOaeTcs  IIPUKa3oM
VipaBiieHUs IejlaMH | JJOBOJHUTCS IO CBEICHUS pAOOTHUKOB YIIpaBIICHHUS TeaMH.

3. OcHOBHBIE TEPMUHBI A OIIPCHCIICHU S

B  HHCTpyKOMH  HCHONB3YIOTCS  CIEAYIOIUME  OCHOBHEIE  TEPMHUHEI

" OIPEACIICHUA:
aBTOp JOKYMEHTa — OpraHu3anys, OOJDKHOCTHOE JIMIO HIIM TpaXIaHuH,

CO3JaBINAE JOKYMEHT;,

OJaHK JOKyMeHTa — JHCT OyMarn WM  OSJIeKTpOHHBIH  ImabioH
C PEKBU3UTaMH, HACHTUOHUIMPYIOIIUMH aBTOPa O(HUIIHAIBHOTO JOKYMEHTA,;
BN  JOKyMeHTa — KijacCHQUKAIIOHHOe IIOHATHE, o00O03Havarouiee

IIPHHAJIEKHOCTh JOKYMEHTa K OIpPENENIEeHHON TIpyIIe NOKYMEHTOB IIO0 NPH3HAKY

oO0IHOCTH (PYHKIIMOHAIBHOI'O Ha3HAYEHUS],
JIeJI0 — MOKYMEHT HJIM COBOKYIIHOCTh JOKYMEHTOB, OTHOCAIIMXCS K OZHOMY

BOIIPOCY HUJIK YIACTKY ACATEIBbHOCTH, IIOMCIICHHBIX B OTACIIbHYIO 06JIO)KKy;
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JIEJIONIPOM3BOCTBO — JIESTENBHOCTh, obecreduBaromas [OKYMEHTHPOBaHHE,
JOKYMEHTOOOOPOT, ONlEpaTUBHOE XPaHEHHE U HCIIOb30BaHHE JOKYMEHTOB;

nenoBoe (CiyxebHOe) MUCBMO — JOKYMEHT HMH(POPMAlHOHHO-CIIPABOYHOIO
XapakTepa, HaIpaBiIseMBId ([IOJy4eHHBIH) CPeICTBAMH IIOYTOBOH, (aKCHMUIBHOH
CBsI3U MM ¢ ucnonb3osanuem ACO/L;

JIOKYMEHT — 3ahHMKCHpOBaHHAs Ha HocuTesle HH(OpPMANMs C DPEKBU3WTAMH,
TI03BOJIAIOIINMHY €€ HIeHTH (QUIIPOBATh;

oQHUIUMATbHBIA JOKYMEHT — JOKYMEHT, CO3/aHHBIH  OpraHusainuei,
JODKHOCTHBIM JIMIIOM MJIH TPaXJaHWHOM, O(QOPMIIEHHBIH B YCTAHOBICHHOM
TIOPSIIIKE;

JOKYMEHTHPOBaHUE — 3aITUCh nHpOpMaIuu Ha HOCHUTEIE

II0 YCTaHOBJICHHEIM IIpaBUIIaM;

IOKYMEHTOOOOpPOT — JBIDKGHHE JOKYMEHTOB B OpraHM3alMH C MOMEHTa
UX CO3JAHMUS HIIH MOJTyISHUS IO 3aBEPLICHUS MCIIOTHEHUS WA OTIIPABKH;

3aBepeHHas KONHMs JOKyMEeHTa — KOIMs JIOKyMEHTa, Ha KOTOpOH
B COOTBETCTBHM C YCTAQHOBJEHHBIM IOPSIAKOM IIPOCTABJICHEl  PEKBH3HUTHI,
obecreynBaoIue ee OpPUANIECKYIO 3HaYMMOCTb; :

3ampoc HHpopManuu — obpaleHHe TrpaxnaHuHa (HH3MYECKOro Jmua)
opragu3anun  (FOPUIMYECKOrO JIHNA), OOINECTBEHHOro oOOBE[MHEHHs, OpraHa
rOCyJJapCTBEHHOM BJACTH HJIM OpPraHa MEeCTHOIO CaMOYIpPAaBIEHHS B YCTHOX
JUIX IHCBMEHHOM (opMe, B TOM 4YHCIE B BHIE OJIEKTPOHHOIO JOKYMEHTA,
B TOCYJAapCTBEHHEI OpraH WIHM OpraH MeCTHOrO CaMOyNpaBileHus Jmbo
K ero JODKHOCTHOMY JIHIly O HpeICTaBIeHHU HHQOPMallMd O IeSTeIbHOCTH
3TOT'0 OpraHa;

KONHUS JOKYMEHTA — 9K3eMIULIP JOKYMEHTa, HOIHOCTHIO BOCIPOH3BOJISIINNA
uH(OpMAaIUIO IOJJINHHUKA JJOKYMEHTA,

ME>XBEIOMCTBEHHBIN 3JIEKTPOHHBIA JOKYMEHTOOOOPOT — B3aHMOJEHCTBHE
HHGOPMAIMOHHBIX ~CHCTEM 9JIEKTPOHHOTO  JTOKYMEHT0060poTa  (eepalbHbIX
OpraHOB HCIIOJHHTEILHON BIIACTH, OPraHOB HCIIOJHMTETHHOH BIACTH CyOBEKTOB
Poccuiickoit ®emepali © HMHBIX TOCYAAapCTBEHHBIX OpraHoB, a TaKxe
roCy/IapCTBEHHBIX BHEOIOKETHBIX (OH/IOB;

HOMCHKJIarypa Aein -— CHCTeMaTHBHpOBaHHBﬁi IICpEeYCHb 3al'0JIOBKOB [CJI;
CO3JaBacMbIX B OpraHu3alyy, C YKa3aHHuEM CPOKOB HX XpaHCHHA,
06an_[eHI/Ie rpaXXJaHuHa —  HallpaBJICHHBIC B yIIpaBJIeHI/Ie Jci1aMH

WIA JOJDKHOCTHOMY IIMIy B IHCHMEHHOH QopMe Wi B (OpMe 3JIEKTPOHHOTO
JOKYMEHTa TpeJJIoxkeHne, 3asBleHHe WM jKajgoba, a TaKke yCTHOe obparneHne
rpaxaHuHa B YIIpaBICHUE IENIaMU;

00BeM JIOKyMEHTOOOOpoTa — KOJIMYECTBO MJOKYMEHTOB, MOCTYIHBIUMX
B OPraHHU3al[1Io ¥ CO3MAHHBIX €10 3a ONPENeICHHBIN IEPHOL;
ONUCh Jell — CHOpaBOYHBIE M  YYETHBIA JIOKYMEHT, COJIepKaIuu

CHCTEMATH3HPOBAHHBIM IepedeHb CIWHHUI XpaHeHHs (eJMHHI] ydyeTa) apXHBHOIO
(boHMa, IpeHA3HaYESHHBIH JJIs PACKPBITHSA UX COIEPXKaHUs U yieTa;
odopMIeHHEe [OKyMeHTa — IIPOCTABICHHE Ha JOKyMEHTE HEOOXOAMMBIX

PEKBH3UTOB,
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IIeYaTh — YCTPOMCTBO, UCIOIB3yeMOe JUISI 3aBEPEHHUS MOJUIMHHOCTH IOAMUCH
JTOJDKHOCTHOTO JIMIIA TOCPECTBOM HAaHECEHHUS ero OTTUCKA Ha JOKYMEHT;

HOJIMHHUK JOKYMEHTa — IIEepBbIH WM eIMHCTBEHHBIM DK3eMILIIP JOKYMEHTa,

perucTpanusi JIOKyMEHTa — IPHCBOCHHE JOKYMEHTY PpEeruCTpaliOHHOIO
HOMepa M BHECEHHE TAHHBIX O JIOKYMEHTE B PErHCTPAllIOHHO-YUETHYIO GOpMY;

PEKBU3UT TOKYMEHTA — 3JIEMEHT O(DOPMIIEHNUS IOKyMEHTa;

PYKOBOJICTBO — YIpPaBISIOIMM Jenamu AAMUHHCTpanuu Bosrorpamckoit
obyiacTi (Iajee UMEHyeTcs — YIPaBJLIIOIUH JAeaMu), pyKOBOJUTENN CTPYKTYPHBIX
IOApa3eieHni YIIpaBiieHusI IeIaMy, YIOJTHOMOYEHHbBIE pacCMaTpUBaTh JOKYMEHTHI
¥ J1aBaTh yKa3aHUs 10 UX UCIIOIHEHHUIO;

CHCTEMa MEXBEIOMCTBEHHOTO  JJIEKTPOHHOTO  JOKyMeHToobopoTa —
3alUIeHHas KOMMYHHKAIIMOHHAS CEeTh, IPEOCTABIIAIONIas U Lelel 3leKTPOHHOTO
IOKyMeHT0000poTa KoMIuteke nporpamM "TlouroBas cioyx6a C3M1", o6ecneunsaromuii
JOCTaBKy OJJIEKTPOHHBIX IIOYTOBBIX COOOINEeHMH aboOHEHTaM IIOYTOBOH CIIy>KObI
C BO3MOXHOCTBIO HCIIOJIb30BAHUS CPEACTB  KpUNTOTpapuyuecKod  3amiuThl
U KBaIM(DUIUPOBAHHON SJICKTPOHHOW mNOANUCH (Halee HMEHyeTcs — CHCTeMa
M3J10);

CKaHHPOBaHUE JOKYMEHTA — [IOy4eHHe 2JIeKTPOHHOro 00pasa JOKyMEHT;

ciyx0a Ielonpon3BOJCTBA — CTPYKTypHOE IIOZpa3jielieHHe, Ha KOTOPOE
BO3JIOKEHE! (DYHKIMM 1O BEINCHUIO JENONpPOM3BOACTBA, a TakXkKe JIHIA,
OTBETCTBEHHEIE 32 BEJEHHWE JEJONPOM3BOJACTBA B [PYIHX MHOAPa3ACICHUAX
OpraHU3alluy; _

ciyxxeOHasi IepenucKa — pa3dgHble BHUABl OQHIUAIBHBIX JIOKYMEHTOB
MH(pOPMAIIHOHHO-CIIPABOYHOT0 XapaKTepa, UCIOJb3yeMbIX Uil oOMeHa HHpopManuel
B OpraHax HCIIOJIHUTENbHO BiIacTd Bonrorpajckoii obnacty;

TelerpaMma — JOKYMEHT HH(OpPMAIMOHHO-CIIPABOYHOIO  XapaKTepa,
HaIpaBJseMblil (TIOJIyIeHHBIH) CpeNCTBaMH TelerpadHoi ceTu 0OIIEero nojb30BaHus;

TeneoHOrpaMMa — JOKyMEHT MH(GOPMAIMOHHOIO XapakTepa, IepeaaBaeMbli
U TIOJIy4aeMEBI TOCPEeICTBOM Tele(OHHON CBSI3H;

yauduimpoBannas  ¢opMa  JOKyMeHTa —  GQOpMyaap  JIOKyMEHTa
OIpEENICHHOr0 BUAA, COJlep KaIuil HOCTOSHHYIO YacTh TEKCTa,

dakcorpamma (dpakc) — Komus JOKyMEHTa (IMCEMEHHOro, rpaduyecKoro,
U300pasMTENBHOr0), MONydacMas Ha OyMaXHOM HOCHMTENEe M IeEpelaHHas
110 KaHaJ1aM (PaKCHMUJIBHOH CBSI3H;

IITaMII — YCTPOUCTBO IPSMOYTONBHOM (OPMBI JUIL IIPOCTABJICHHS OTMETOK
CIIPABOYHOrO XapakTepa O IIOMy4eHHH, PETHCTPAlMH, IPOXOXIEHHUH, HCIIOIHEHHUH
JIOKYMEHTOB M JIPYTHX OTMETOK;

SKCIIEPTH3a LEHHOCTH JOKYMEHTOB — H3y4YeHHE NOKYMEHTOB HA OCHOBAHHH
KPUTEPUEB UX LIEHHOCTH JUIS OIIpEAeIeHHs CPOKOB XPaHEHHUS IOKYMEHTOB,;

3JIEKTPOHHOE MHUCHMO — JOKYMEHT MH(OPMalHOHHO-CIPABOYHOIO XapaKTepa,
nepeaBaeMblil U ITOy9aeMBbIi 10 3JIEKTPOHHOM I0UYTe. DIEKTPOHHOE IIUCHMO HMEET
CTaTyC JOKYMEHTa, €CIIH OHO 3aBE€PEHO JIEKTPOHHOH NOIIIUCEIO;

SIEKTPOHHBIH JOKYMEHT — JOKyMEHT, HH(bOpMalus KOTOPOro IpejCTaBiieHa
B QJIEKTPOHHOU (hopMme;
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DNIEKTPOHHEIN JTIOKYMEHTOO0OpOT — IOKYMEHTOOOOpOT C HCIOJIb30BaHUEM
ABTOMATH3UPOBAaHHON HH(DOPMAIMOHHONW CHUCTEMBbI (CHCTEMBI  JJIEKTPOHHOI'O
ITOKYMEHT0000pOoTa);

DIIEKTPOHHAS  IOAMHCh — HWHPOpMamus B  SJEKTPOHHOH  (opwme,
IIPUCOEUHEHHAS K 3JIEKTPOHHOMY IOKYMEHTY WJIM HHBIM 00pa3oM CBSI3aHHas
C HMM H IIO3BOJISIONIAS HIEHTHQUIUPOBATH JIMIIO, IIOJITHCABINEE 3JCKTPOHHBIM
noxkyMmeHT (manee umenyetcs — OI1);

BHGKTPOHHBIﬁ O6p213 JAOKYMCHTa — DJJICKTPOHHAA KOHIHA HOKYMEHTA,
H3TOTOBJIICHHOI'O Ha GYMa)KHOM HOCHTEIIC,
opuay4yecKas cujia JOKYMEHTa — CBOMCTBO O(bI/IIII/IaIIBHOFO AOKYMCHTa

BBI3BIBATH MPABOBLIE IIOCIEICTBHUS;

HHBIE TIOHATHS, HCIONB3yeMble B VHCTPYKIMH, NPUMEHSIOTCS B 3HAYCHUSX,
OIIpeIeICHHBIX HamnuonanbHabpIM CTaHJapTOM Poccniickoi Qenepanuu
I'OCT P 7.0.8-2013 "CucremMa CTaHZapToB IO HH(OPMALWH, OUOIHOTEIHOMY
d HU3JarelbCcKoMy Jieny. JleIonmpou3BOACTBO M apxXWBHOE Jeno. TepMuHBI
¥ ompenenenus”, yTBep)XIEHHOro mpukazoM  ®DenepanbHOr0  areHTCTBA
II0 TEXHHYECKOMY PErYJIMPOBaHUIO ¥ MeTposorud oT 17 oktabps 2013 r. Ne 1185-cr.

4. Co3anue JOKyYMEHTOB B YIIpaBJICHUH AeIaMU

4.1. CocTaB IOKYMEHTOB YIIpaBICHUS JETIaMU
1 obnrue TpeboBaHUSA K UX CO3TAHUIO

4.1.1. B mpornecce AeATEIbHOCTH YIIPaBICHUS AelaMU CO3ar0TCs:

IIPOEKTHI 3aKOHOB Boirorpackoii obnacry;

npaBoBele akThl ['yOepHaropa Bomrorpanckoi obmacTd, AIMHHHCTpaluy
Bonrorpajckoii obmacty;

NpaBOBbIe aKThl YIpaBJIEHHS AeJaMd, B TOM YHCIE NPUKa3bl YIIPaBICHUS
JeJIaMH 110 OCHOBHOH (IpO(UIHHON) NS TeNbHOCTH, INYHOMY COCTAaBY;

IPOTOKOJIBI 3aceaHuii, COBeIaHUil (coBeINaTeNbHBIX, KOOPAWHAIIMOHHBIX,
SKCIIEPTHEIX OPraHoB, pabodux IPyINII U TaK Aajiee);

IUIAHBI, OTYETHI, 3aKJIIOYCHU;

3aIIMCKH (aHATMTHYECKHE, CIy)KeOHBIe, ITOSICHATENBHEIE);

IIICHMa;

TeJlerpaMMBI, hakcorpaMMBl, TeNepOHOrPaMMEI;

JIOBEPEHHOCTH;

IPaKIaHCKO-IIPABOBLIE JOTOBOPHI (KOHTPAKTHI), COTJIALIECHUS.

4.1.2. OTHOIIEHHUS, HAalpaBJeHHbIe Ha O0ecIeueHre roCcyJapCTBEHHBIX HYX],
0GOPMIISIIOTCS  3aKJIFOYEHHeM T'PaXXJaHCKO-TPAaBOBBIX JIOTOBOPOB (KOHTPAakTOB),
IPEeIMETOM KOTOPBIX SBISIOTCS IIOCTaBKa TOBapa, BHIIOJHEHHE pabOTHI, OKa3aHHe
yeayra (B TOM 4Hcie NpHOOpeTeHHe HEABHKMMOIO HMYIIECTBA MIM apeHja
MMYLIECTBA), OT MMeHU Bonrorpaackoil 001acTy, CorjaieHui ¥ Ipyruax JOKYMEHTOB.
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4.1.3. B yCTaHOBJICHHBIX 3aKOHOJATEIECTBOM CIIydasX B YIPaBICHUH [eNIaMH
JIOKyMEHTHI MOTYT H3/1aBaThCsl COBMECTHO C TEPPUTOPHAIBHBIMA I0Jpa3/eTeHUIMH
dbe/epanbHEIX OPraHOB KCIOJNHHUTENBHON BIACTH M OpraHaMu HCIONHHUTENBHON
Biracti Boirorpanckoit 061acTy.

Takue axkTel OQOPMISIOTCS KakK ENUHBIH JOKYMEHT (IpHKa3s, COIJAlleHHE,
IIPOTOKOJI U APYTHUE).

4.1.4. B YrpapieHHH [eNaMi CO3/AI0TCS JOKYMEHTBI Ha OyMaXHOM HOCHTEIIE,
3EKTPOHHBIE JOKYMEHTHl U DJIEKTPOHHBIE KONHMHM JOKYMCHTOB, IIOJNyYEHHbI®
B pe3yNbTaTe oMu(pPOBKY (CKaHUPOBAHHS) JOKyMEHTOB Ha OYMa)XXHOM HOCHTEIIC,

4.1.5. Ilpu co3maHuM OOKYMEHTa Ha JIBYX U Oonee cTpaHUIAX BTOPYIO
¥ TIOCTIEAyIOLIre CTPAHHIIBI HyMepyroT. HoMepa cTpaHuIl IPOCTABILIOTCA IIOCEPENHHE
BEepXHEro MoJisi JOKYMEHTa Ha PacCTOsHUM He MeHee 10 MM OT BepXHEro Kpas JIMCTa.

JInsg co3faHUsl JOKYMEHTOB B YIIPaBIE€HHMH J€aMH HCIONB3yeTCS TOJBKO
JIAIEeBas CTOPOHA JOKYMEHTA.

4.1.6. JInd TOATOTOBKH JOKYMEHTOB IIPHMEHSETCS TEKCTOBBIH pPeIaKTop,
obecreunBaromuii TpeGoBaHUs TpadHUECKOro  BOCIPOM3BEACHHS PEKBH3UTOB
JIOKyMeHTa B JopMaTe TEKCTOBOro peaakTopa Microsoft Word.

IIpd co3maHME JOKyMeHTOB Hcmonmbsyercs mpudT Times New Roman.
Pasmep mpudra — Ne 12-14.

IIp¥ IOATOTOBKE TEKCTOB B TabJHIaX M 00ecledeH s JIydledl IATaeMOCTH
JAHHBIX JONYyCKAaeTCs NpHUMeHeHHe MMpU()TOB MEHBIINX pasMEpPoB, a TaKKe
mpudra Arial.

PasMep MeXCTPOYHOTO MHTepBaja M HACHIIEHHOCTb MIPH(TA ONPENENseTCs
MCXOMS M3 yCTaHOBNIEHHBIX VIHCTpyKuue# TpeOOoBaHHN B pasjenaX, PEeryaupyrOux
paBHa CO3MAHMS KOHKPETHBIX BHJIOB JIOKyMEHTOB (O(OpMIEHHS KOHKDETHBIX
PEKBH3UTOB). B Cilydae ecii pa3Mep MeXCTPOYHOTO HHTEPBAJa MM HACHIIICHHOCTH
mprdTa He yKa3aHbl, IPHMEHAETCS OMHAPHBIA MEKCTPOYHBIH HHTEPBAIl U mprQT
OOBIYHOM HaCHIEHHOCTH.

HHTepBal MeXIy CIIOBaMH B OJ[UH MpoGerL.

4.2. bnaHkd JOKYMEHTOB

42.1. BiaHKA IOKyMEHTOB, CO3/[aBacMbIX B YIIPABIICHUU JIE/IaMH, U3TOTaBIIMBAIOTCS
Ha CTaHEAPTHBIX JmcTax Oymard ¢opmara A4 (210 x 297 MUJUTAMETPOB),
A6 (105 x 148 MHIUIMMETpPOB) Ui PE30JIOLUM (mopydennii) u (Wiam) B BHAE
SJIEKTPOHHBIX ~JOKYMEHTOB, HMEIOT YCTaHOBICHHBIH  COCTaB 00s13aTeNbHBIX
PEKBU3MTOB M MOPSIAOK MX PACIIOJIOXKEHHS.

OG6pasibl IpEMEHsEMBIX B YTPABIEHUU HeNaMu OIaHKOB pa3padaThIBarOTCs
B COOTBETCTBMH ¢ TpeGoBammsamu HarnoHampHOro cTaHmapTa PoccuicKo#
®epeparun TOCT P 7.0.97-2016 "Cucrema CcTaHZapTOB IO uH(bopMaLKHy,
6HOIMOTEYHOMY M H3HaTensckoMy Jerny. (OpraHu3alyOHHO-PacOpAIUTeNbHAL
noxyMenTanus. TpeGosanust K 0QOPMIEHHIO TOKYMEHTOB", YTBEPX/ICHHOTO IPHKAa30M
QelepalbHOrO AreHTCTBA [0 TEXHHYECKOMY PETYIMPOBAHHIO M METPOIIOrHH
ot 08 mexabpst 2016 r. Ne 2004-ct (nanee umenyercs — 'OCT P 7.0.97-2016).
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B Vmpasnenuu menamu JOKyMEHTHl, o(popMIICHHBIE Ha OlaHke MM 6e3 Hero,
JOJDKHBI UMETh IIOJISL:

30 MHJUTEMETPOB — JIEBOE;

20 MHJUTIMETPOB — IIPABOE;

20 MHEJIIIMETPOB — BEpXHEE;

20 MIJITIMETPOB — HIDKHEE.

4.2.2. DBnagkp IOKYMEHTOB pa3pabaThIBAIOTCS Ha OCHOBE YIJIOBOTO
WIIH TPOJOJILHOTO BapHaHTa PACIIOJIOKEHHs PEKBH3WTOB: IIPH YIJIOBOM BAapHAaHTE
PEKBU3UTHI OJIaHKa pPaclojIaraloTCsi B BEPXHEM JIEBOM YTy, NPH IIPOJOILHOM —
rocepeuHe JIUCTa B0 BEPXHEro I10JIs. ’

Hcnonb3oBanre  yrJIOBOrO HJIM  IPOJOJNBbHOrOo  OlaHKka He  BIHSET
Ha IOPHANYECKYIO CHIIY MOKYMEHTa WMJIU €ro NMpaBoBOH cTaTyc. PekBH3HTEI OlaHKa
¥ OrPaHMYHMTENLHEIE OTMETKM JJIsI  PEKBHU3WTOB B  Ipefelax  TIPaHuIl
30H PacIOOKEHHUsT PEKBH3UTOB Pa3MEIIaloT I[EHTPOBBIM (HA4yalo M KOHEL KaXIOoH
CTPOKHM PEKBU3UTOB PABHOYJAJEHBI OT IPAHMI| 30HBI PACIIOJOXEHHS DEKBH3HUTOB)
Wik (1aroBeiM (KaXKaash CTPOKa PEKBH3WTOB HAYMHAETCS OT JIEBOW I'DAHHUIIBI 30HEI
PacIOIOKEHUST PEKBU3UTOB) CIIOCOOOM.

4.2.3. B VipaBieHdH J€TaMy UCIIONB3YIOTCS CIIERYIOIIe BUIbI O1aHKOB:

OIaHK MpuKa3a YIpaBIeHUS Je/IaMH;

OIaHK IMUCbMa YIIpaBlIeHHS AeJIaMU C YIJIOBBIM PaclOJIOXKEHHEM PEKBU3HTOB;

OmaHK IHchkMa YIpaBieHHs JeNaMH C IPOJOJBHBIM  DPAacIlONOKEHHEM
PEKBU3UTOB;

GJIAHK YIIPaBJISIIOIEro AelaMH (UL pe30TIoNni U NopydeHuit);

GIIaHK 3aMECTHTENS YIIPABIIAIOIIEro JeJaMH (I Pe30IIONUH ¥ IOPYyYEHHH).

®opMBI BEILIETIEPEUNCIICHHBIX OJIaHKOB IPUBECHEI B IIPHIIOXKEHHH 1.

4.2.4. TunorpadckuM croco60M H3rOTaBIHBAIOTCSA CIIEAYIOIHE BUABI OJIaHKOB
c BocmpouspesienneM I['epba Bonrorpanckodi obmactd (manee HMEHYIOTCS —
repGoBbIe OJIaHKN):

OJaHK IMCbMa YIIpaBJIeHHsI JeJiaMy ¢ YIIIOBBIM PACIIOI0XEHHEM PEKBH3HUTOB,

OMaHK IWMcbMa YIpaBJeHWs JelaMH C IPOJOJIBHBIM  PAaclOJIOXKEHHEM
PEKBH3UTOB.

Ha mnepeuncieHHBIX TepOOBBIX ONaHKaX clieBa B HIDKHEH dacTu OlaHKa
Ha €ro 000POTHOM CTOPOHE MIPOCTABIAIOTCS MIOPAAKOBEIE HOMEDA.

Jpyrue Buasl TepOOBBIX OJIAHKOB, HCIONB3YEMBIX B YIPAaBJICHUH [eaMH,
M3TOTABJIMBAIOTCS C IIOMOIIBI0 KOMIIBIOTEPHON TEXHUKH.

OGpasupl OJaHKOB CTPYKTYPHBIX IIOJApPasfelieHHd YIpaBieHNs JAelaMu
paspabarsiBarorcst OTIeNOM JeNOIPON3BOCTBA M COITIACOBBIBAIOTCS € PYKOBOAUTEISIMA
CTPYKTYPHBIX TTOJIpa3elIeHHi YIPaBJICHHS IeTTaMH.

4.2.5. bnank npuka3a YIpaBlIeHUS I€NaMH COAEPIKUT CIIEAYIOIINE PCKBU3UTHI:

rep6 cyonexTa Poccuiickoit @enepanuu (I'ep6 Bonrorpanckoit obnactu);

Ha¥MEHOBaHHE OpraHU3allM — aBTOpa JJOKYMEHTA,

Ha¥MMEHOBaHKe BUJa JIOKyMEHTa;

maTa JOKYMEHTa;

pEruCcTPanuoOHHEIN HOMED JOKYMEHTA,

MECTO COCTaBJIeHUs (U3TaHUs) JOKYMEHTA.
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4.2.6. bnanku nmceM YIpaBieHUs [JeJlaMH C YIVIOBBIM M MPOAOJBEHBIM
PaCIIONIOKEHHEM PEKBU3UTOB COAEPKAT CIIENYIONIHE PEKBUUTHL:

rep6 cyonexTa Poccuiickoit @eneparuu (I'ep6 Bonrorpanckoit obnactu);

HayMEHOBAHKE OPraHH3aIlii — aBTOpa JOKYMEHTA;

CIIpaBOYHBIE JJAHHBIE 00 OpraHu3alyy;

JlaTa JOKyMEHTa;

PErHCTPAllMOHHBIA HOMED JTOKYMEHTA.

4.2.7. BaaHK ynpaBIsiomero nenamu (I PE3ONIONME M MOpydYeHwiA)
COZIEPKUT CIEAYIOIIHNE PEKBU3UTEL:

Ha¥MEHOBaHHe OpraHu3ally — aBTopa JOKYMEHTa,

HayMEHOBaHKe JODKHOCTH JIUIA — aBTOpa JJOKYMEHTa,

JaTa JOKyMEHTa;

pErucTpaliOHHbIA HOMED JIOKYMEHTa;

IIOJTIHCE.

Ha O6nanke YIOpaBifioOmero jeiamu (MUIS pE30NIONMH U TOpYYeHwui)
obopMIIseTCs] pEKBU3UT PE3OJIIOIIHSL.

4.2.8. Oprasmsamuss paboTBl [0 H3COTOBJICHHIO THIIOTPadCKuUM CrOCOGOM
repGOBBIX GIIaHKOB YIIpaBIIeHHs JelaMu BosnaraeTcs Ha OTael AeIonpor3BoICTBA.

42.9. B mensix obecedeHHs IOpSAAKA HCIOIB30BaHUS IepOOBBIX OJIAHKOB
BeeTCs MX y4eT Kak JOKYMEHTOB CTpPoroi or4eTHOCTH. OTBETCTBEHHOCTE 33 yHeT
repGOBEIX GNaHKOB Bo3naraercs Ha OTHen IeNoNpOM3BOACTBA. Y4UeT repOOBEBIX
67AHKOB OCYLIECTBIAETCS B JKypHAle ydeTa IOCTYIUIEHHs TepOOBBIX OIaHKOB
¥ B )ypHAJe BblIa4y IrepOoBBIX OJIaHKOB.

OOpMBI XKypHAJIA ydeTa MOCTYIUICHHs repOOBBIX OIIAHKOB M JKypHAJA BBIIATH
rep6OBBIX GIAHKOB [IPHBE/ICHE B IPUIIOKEHHUH 2.

4.2.10. Tep6oBble GIaHKY HCIONB3YIOTCS CTPOTO IO HA3HAYEHHUIO U XPAHSATCS
B ceif(pax WM MeTauTHYecKuX mKadax. ITepesaga repGoBBIX 61aHKOB IOCTOPOHHUM
JMIaM He Iomyckaercs. OTBETCTBEHHOCTH 3a OOecIeeHre COXPaHHOCTH IepOOBBIX
ONAaHKOB M IPABAJIGHOCTh HMX HCIOJB30BaHKS HECYT YIOJHOMOYCHHBIC JIHIA
CTPYKTYpPHBIX ITOApasieeHnil Y IIpaBIeH s AeIaMHy, IOy IHBIIAX repOOBBIE OIIAHKH.

4.2.11. ViciopueHHbIe ¥ HEBOCTpeOOBaHHBIE TepOOBble GNAHKY, H3rOTOBJICHHBIC
TamorpackuM crrocoboM, Bossparmarores B OT/eN Jeonpou3BOACTBa I X CIHCAHMA
¥ YHHYTOXKEHHS 10 aKTy.

[To ¢axry yruuroxeHus OTaenoM JeNONpOM3BOJCTBA  COCTABIICTCA
AKT 06 YHHJTOXGHWMH OJIAHKOB JOKYMEHTOB B YNPABICHHH JenaMH AJMAHHCTPAIA
Bourorpaickoif obnactu ¢ BocmpousBenenmeM ['epba Bomrorpanckoi obnacTu
110 )opMe COTTIACHO IPUIIOKEHHUIO 3.

4.2.12. JlOKyMeHTHl, M3/[aBaeMble OT MMEHH JBYX HiH Oolee OpraHu3alui,
0(OPMIIIOTCS Ha CTAaHAapTHBIX JHcTax Gymarn Ge3 OnaHka.

4.3. OdbopmieHne peKBU3UTOB JOKYMEHTOB
4.3.1. CocraB peKBU3UTOB JAOKYMEHTOB, CO3JaBaeMBIX B YIIPaBICHHH NEIaMH,

H TpaBwia WX O(OPMIIEHHs YCTaHABIMBAIOTCS B COOTBETCTBHU C TpeOOBaHUAMH,
ycranosnernsiMu TOCT P 7.0.97-2016.
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4.3.2. CocTaB peKBU3UTOB NOKYMEHTOB Ha OyMa)XHOM HOCHUTENC H/ICHTUYEH
COCTaBy PEKBHU3UTOB aHAJIOTMYHBIX HOKYMEHTOB B DJIEKTPOHHOM BHJE U UIaOJIOHOB
(yHEGUIHPOBaHHBIX (HOpPM) JOKYMEHTOB, HCIOJIB3YEMBIX IIPH CO3aHHH yKa3aHHBIX
3JIEKTPOHHBIX JIOKYMEHTOB.

4.3.3. Tlpu co3maHMHM OOKYMEHTOB B YIIPaBJIEHHH JE€IaMH HCIOJIB3YIOTCS
ClleIyIoIe PeKBU3HTHI:

01 —rep6 cy6nekra Poccuiickoit @enepanuu (I'epbd Bonrorpanckoit obnacrtu);

05 — HauMeHOBaHKE OpPraHU3allul — aBTOpa JOKyMEHTA;

06 — HauMeHOBaHUE CTPYKTYPHOI'O IOAPA3AEICHUs] — aBTOpa JOKYMEHTa;

07 — HauMeHOBaHMe JOJDKHOCTH JIULA — aBTOpa JOKYMEHTA;

08 — cipaBoYHBIE AaHHBIE 00 OpraHU3aluH;

09 — HauMeHOBaHue BU1a JOKYMEHTa;

10 — mata JOKyMEHTa;

11 — perucTpaliiOHHBIA HOMED JOKYMEHTA;

12 — cCBIIKA Ha PErHCTPAOHHEIA HOMEp ¥ JaTy IIOCTYIUBIIEr0 JOKyMEHTa;

13 — MecTo cocrasyieHus (M37[aHNs) JOKyMEHTa;

14 — rpud orpaHudeHus JoCTyna K JOKyMEHTY,

15 — agpecar;

16 — rpu¢ yTBEepXKICHHS JOKYMEHTA;

17 — 3aroyIoBOK K TEKCTY;

18 — TeKCT JOKYMEHTa;

19 — oT™MeTKa O IPUIIOKECHUH;

20 — rpud coriacoBaHus JOKyMEHTa,

21 —Bu3a;

22 — IOAIIHUCH;

23 — oTMeTKa 00 3JIEKTPOHHON MOAIINCH;

24 — ieyath;

25 — oTMeTKa 00 UCIIOIHUTEIIE;

26 — OTMETKA O 3aBEPEHUH KOIIUH,

27 — OTMETKA O IIOCTYILIEHHH JOKYMEHTA,

28 — pezomronus;

29 — OTMETKa 0 KOHTPOIJIE;

30 — oTMeTKa O HallpaBJICHUH JOKYMEHTA B JIEJIO.

HoMmepa pEeKBH3HTOB INPHBOIATCS B COOTBETCTBHH C  HyMepaluei,
ucnonszyemoit B FOCT P 7.0.97-2016.

4.3.4. CxeMbI pacIoOXKEHHsT PEKBH3UTOB M TPaHHMI] 30H Ha jucTe Gopmara A4
IIPHUBEICHBI B IPUIIOXKEHUX 4, 5.

4.3.5. IIpaBuia oGpopMIICHHS PEKBU3HUTOB.

4.3.5.1. T'ep6 cyonexra Poccuiickoit Deneparuu (I'ep6 Bonrorpackoii obnacru).

I'ep6 Bonrorpaackoif o0nacTH BOCHPOM3BOAUTCS Ha OJlaHKaX MHOKYMEHTOB
B COOTBETCTBHM C 3akoHOM Bosrorpajackoit obmactu ot 18 cenrabps 2000 r.
Ne 436-O]1 "O I'epGe u ®nare Bonrorpaznckoit obnacta".

Ha 6narkax qokyMeHToB ['ep6 Bosrorpaackoit o0macTi MOXKET H300paxaThCs
B OJHOIBETHOM M MHOTOIIBETHOM BapHaHTax, u3obpaxenue I'epba Bomrorpaackoi
o0JaCTH  TOMeEINaeTcss IocepelidHe BepxHero oyl OJaHKa  JIOKyMEHTa
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Ha/l PpEeKBHU3UTAaMHU OpraHU3allid — aBTOpa JOKyMEHTa. PeKBU3UT ITOMeIaeTcs
Ha OJlaHK JOKyMeHTa M3 (aiijia 3JIEKTPOHHON KONUHU 3TaJOHHOTO H300paXKeHHs
['epba Bonrorpaznckoit obnactu.

Ha Gankax, u3roraBiuBaeMbIX THIIOrpadckuM crocodoM, I'ep6 Bosrorpaackoit
obactu m300pakaeTcsi B MHOTOIIBETHOM BapHaHTe.

Pasmeps! n3obpaxenus ['epba Bonrorpasckoil o6nactu st neyats Ha Oiapkax
JOKYMEHTOB: BbICOTa — 17 MHUJITUMETPOB, IApUHa — 12,75 MUIITUMETPOB.

4.3.5.2. HaumeHOBaHHE OpraHu3alyy — aBTOpa JOKYMEHTA.

HamMmenoBaHme opraHm3ali — aBTOpa JOKyMEHTA Ha OJlaHKe JIOKyMeHTa
JIOJDKHO COOTBETCTBOBATh HAMMEHOBAHUIO IOPHIUYECKOTO JIMIA, 3aKPEIUICHHOMY
B €ro Yy4YpeOUTENbHBIX JOOKyMeHTax (YmpasieHue JenaMd AIMHHHUCTPAI[UH
Bosrorpagckoit o6iactu).

Pexsuzur  "HamMmMeHOBaHnme  opraHum3alud —  aBTOpa  JOKyMeHTA'
IPHA IPOJOJILHOM H YIJIOBOM PpACIOJIOXKEHUHM pPEKBHU3UTA II€YaTaeTCs MPONUCHBIMHA
OykBamm mpuproM Times New Roman Ne 14 mnomyxupHO! HaCHIIIEHHOCTH
OT JIEBOH I'paHUIbI TEKCTOROI'O IIOJIS ¥ IEHTPUPYETCH.

4.3.5.3. HaumeHnoBaHHE CTPYKTYPHOTO IIOJpa3/IeIeHUs — aBTOpa JOKYMEHTA.

PekBU3HUT HCIIONB3yeTCsl B GIaHKaX IIMCEM B COOTBETCTBHUU C YTBEPKICHHOM
CTPYKTypod YmpaBieHHUS [lelaMH M yKa3blBaeTcsd MOJ PeKBU3UTOM 'HammeHoBaHHE
OpraHH3alliy — aBTOpa JOKyMeHTa".

PexBu3ut nedataercs nponucHbIMA OykBaMu mpudToM Times New Roman Ne 10
OOBIYHO HACKHIIIEHHOCTH.
| 4.3.5.4. HaumeHnoBaHue JOJDKHOCTH JIMLA — aBTOpa JOKYMEHTA.

HammeHoBaHHE [JOJDKHOCTH JHMIa — aBTOpa JOKyMEHTa HCIOJIB3yeTCs
B Oi1aHKax ynpaBJI;nomero JeaMy JJIS pe30JIONUA B IMOPYYeHUH U pacloiaraeTcs
I0]] PEKBA3UTOM "HaMEHOBaHUE OpPraHU3allui — aBTOpa JOKyMeHTa" .

PexBH3UT ImevaTaeTcst MporrucHbIMU OykBamu mpudToM Times New Roman Ne 14
IOJIY>KUPHOU HACBHIIEHHOCTH U L{EHTPUPYETCH.

4.3.5.5. CupaBo4HbIe JJaHHBIE 00 OpraHu3aIuH.

CrnpaBounble JaHHBIe 00 OpraHM3alUM YKa3bIBalOTCS Ha OJlaHKax MHCEM
¥ BKJIIOYAIOT: IIOYTOBBIA ajapec, HoMmep TeiedoHa, ¢akca, opUIMaNbHBIN agpec
3JIEKTPOHHOM OYTHI, HHTEPHET-aApec OPHIUAIBHOIO CaiTa.

PexBusutr "CrpaBounsle JaHHBIE 00 opraHuzanuu" mnedaraercss ImpHdToM
Times New Roman Ne 9 0GbI4HO HaCHIIIEHHOCTH U LIEHTPUAPYETCHL.

4.3.5.6. HaumeHnoBaHue BU1a JOKYMEHTA.

HamMmenosanne BHAa JOKYMEHTa YKa3bIBaeTCs Ha BCEX MHOKYMEHTaXx,
32 HCKIIOYEHHEM JEJIOBBIX (CIy>KEOHBIX) IHCEM, PacroiaraeTcs I0J PeKBU3UTaMHU
aBTOpa JMOKyMeHTa (HaNMEHOBaHUEM OpraHW3aliH, HAUMEHOBAHHEM CTPYKTYPHOTO
HozapaseNeHns). PEKBU3UT nedyaraeTcs NIponucHeIME OykBaMu mpudToM Times New
Roman Ne 14 mosryxupHOM HaCHILIEHHOCTH U LIEHTPUPYETCH.

4.3.5.7. lata qoxyMeHTa.

JlaToit OKyMEHTa SIBJSIETCS JjaTa €ro MOANHCAaHUs (TIpUKa3, MHIChMO, CIyKeOHas
3aIIiCKa, aKT), YTBEPXKIEeHUs (MHCTPYKIHS, IOJ0XKEHHe, IpaBria, perlaMeHT, IJIaH,
OTYeT), JaTa COOBITHS, 3aQUKCHPOBAHHOIO B IOKYMEHTE (IIPOTOKOIM).
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Jlata HOKYMEHTa IPOCTaBIAETCSl MOJDKHOCTHBIM JIMIIOM, ITOJIHCHIBAIOINM
WJIM YTBEPIKHAIOIMM JOKYMEHT, HJIM CIIyXO0H JeI0NpOr3BOJICTBA IIPU PErUCTPAIUH
JIOKYyMEHTa, YJIH HeIIOCPEICTBEHHO COCTABUTENIEM IIPH MOAr0TOBKE JIOKYMEHTA.

JlaToli TOKyMEHTa, M3/1aBaeMOr0 COBMECTHO JBYMs MIIH Oojiee OpraHU3alUsIMH,
ABIISeTCS JaTa Ooee Mo3HeH OAIKCH.

JlaTa JOKyMeHTa MOXeT 0QOPMIISITECS IBYMS CIIOCOOaMH:

unbpoBeIM — apabCkuMH IH(paMM B IIOCIENOBATENBHOCTH: JCHH Mecsla,
MecsL, Trof. JleHb Mecana W Mecsl o(pOpMISIOT ABYyMs mapamu apabckux mudp,
pasJefeHHEIME TOYKOM, Tox — 4eThIphMs apabckumu nudpamu (Oyksa "r mocie
nup He craBuTes), HampuMep: 15.02.2020;

CITOBECHO-ITM(POBEIM — JEHb Mecsla yKasbIBaeTcs Iapod apabekux mudp,
HAadMEHOBAHHe MeCsIa MUIIETCS CJIOBOM, T0J YKa3bIBaeTCs YEThIPbMs apabCKUMH
nudpamu, Hampumep: 15 despang 2020 r.

IlaTa moxymeHTa mevataercs mpudrom Times New Roman Ne 12 obsrymoit

HACBIIEHHOCTH OT JIEBOM rPaHMUI[BI TEKCTOBOT'O MOJIS.
' 4.3.5.8. PeructpanOHHBIA HOMEDP JOKYMEHTA.

PerucTpalOHHEI HOMep JOKYMeHTa — IU(POBOi Mk 6yKBeHHO-IH(POBOI
HIEHTHOUKATOp JOKYyMEHTa, IPOCTAaBIAEMBIA B COOTBETCTBHM C CHCTEMOH
PETHCTPAlAH Pa3NMYHbIX BUJOB JOKYMEHTOB, NPUHSTOM B YIPaBICHHH [EIaMHy.
PerucrpanioHHEIi HOMEp JOKYMEHTa COCTOMT U3 IOPSAKOBOIO HOMEpPA JOKYMEHTa,
KOCOH UepTHI, MHJEKca Jela 10 HOMEHKIaType Ha COOTBETCTBYIOIIMI
JEJIOTIPOU3BOJCTBEHHBIHN TOI. _

PerucrpalMOHHbIH HOMep NPHCBAHBAETCS HOKYMEHTY IIOCIIE €ro IOAIHCAHUS

(yTBEPXKIEHHUSA).
B ACDJl u aBTOMATH3MPOBaHHON crucTeMe 0OpaboTKH KOH(HICHIHAIBHOMN
madopManuu  Boumrorpaxckoit  obmacty  (manee  MMEHyeTCS - ACOKN)

PErHCTPalMOHHbIN HOMEp JOKyMEHTa IPHCBAauBACTCA aBTOMATHIECKH 1IOCHe BBIOOpa
COOTBETCTBYIOIIETO HOMEHKIIATyPHOI'O Jiejia U3 BCTPOCHHOI0 CIPAaBOYHUKA.

PerucTpanoHHEI HOMEp NOKYMEHTA, H3IaHHOIO COBMECTHO ABYMS I Gonee
OpraHU3aIUSIMH, COCTOHT M3 Pa3JEICHHBIX KOCOH YepTOi PerHCTPalMOHHBIX HOMEPOB,
IIPHCBOCHHBIX aBTOPaMH JIOKYMEHTa ¥ IIPOCTAaBIEHHEIX B IIOPANKE YyKa3aHUS
HAUMEHOBAHMI OpraHK3allHil B 3aI0JI0BOYHOM JaCTH HJM MpeamOyiie OKyMEHTa.

4.3.5.9. CchlIKa Ha PErHCTPAllOHHBIM HOMED U ATy MOCTYNUBILIETO JJOKYMEHTA.

CchplnKa Ha PETMCTPalliOHHBIE HOMEp M [JaTy IMOCTYNHBIUETO NOKyMEHTa
BKJIEOYaeT B ceOs PEruCTpallMOHHBIA HOMED M JATy BXOJMIIEro HHUIMATHBHOIO
JIOKYMEHTa, Ha KOTOPEIH 1aeTCs OTBET. '

CcellKa Ha PErMCTPalldOHHBIE HOMEp W [Jary MOCTYIHBIUETO NOKYMEHTA
neuaraercs mpuprom Times New Roman Ne 12 0oObMHONH HACHIIEHHOCTH
mox, pexsusuTamu "Jata JoKymeHTa" WM "PerdCTpallMOHHBIM HOMED IOOKyMeHTa"
OT JIEBOTO Kpas TEKCTOBOI'O IIOJIS. :

4.3.5.10. MecTo cocraBiieHus (U31aHHA) JTOKYMEHTA.

MecTo COCTaBlIeHHs (M3IaHHA) JOKYMEHTa yKashlBaeTcsl IpH OGOPMICHHH
IIPOTOKOJIOB, JIOTOBOPOB, COTJIANIEHHH, FOCYAapCTBEHHBIX KOHTPAKTOB.
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PexBusur "MecTo COCTaBieHHS WJIM M3JaHUS JIOKYMEHTa"' I1€4aTaeTcs
mpudTom Times New Roman Ne 12 06bI9HOM HACBIIEHHOCTH OT JIEBOM T'DaHMIIBI
TEKCTOBOI'O I10JISl ¥ LIEHTPUPYETCS.

4.3.5.11. I'pud orpaHudeHus NOCTyNa K JOKYMEHTY.

I'pud orpaHudeHuss HOCTyIa K MOKYMEHTY IPOCTAaBIIIETCS Ha JIOKYMEHTaX,
comepykamux WHGOpPMAIMIO, IOCTYIl K KOTOpOH OIpaHM4YeH B COOTBETCTBUH
¢ 3aKOHOATeNbCTBOM Poccuiickoit Dengepanyu.

I'pud orpanmdeHus AOCTyma K JOKYMEHTY IIPOCTABJISAETCS B BEPXHEM IPABOM
yIriy IEpBOrO JIMCTa JOKyMEHTa Ha TIpaHMIE BepxHero monsd. B cocras rpuda
OTpaHMYEHMs JOCTyma K JOKYMEHTY BXOAMT OTpPaHHYHTEIbHAs  HaIMUCh
("ITna cioyxeGHOro mons3oanus”, "KoHduaeHnHansHo" U Ipyrue), KOTopas MOXeT
IOIOIHATHECS YKa3aHHeM HOMepa 5K3eMIUIIpa JOKyMEHTa U JPYIMMH CBEICHHAMHU
B COOTBETCTBHUH C 3aKOHOJaTenbcTBOM Poccuiickoit Menepanuu.

Hanpumep:

J1st ciry»eOHOro 1MoIb30BaHUsL
Ik3.Ne 2

4.3.5.12. Appecar.

AJlpecaTtoM JOKYMEHTa MOTYT OBITh OpraHbl BIACTH, OPraHU3aluH, CTPYKTYPHbIE
TOJIpa3eNIeHHs OPraHu3alliy, JOJDKHOCTHBIE JIMIA MM QU3HYECKHE JTUIA.

PexBusur "Ampecar" MpoCTaBIsAeTCs B BEPXHEHW IpaBOd YacTH TOKyMEHTa
Ha OlaHKe C YIJIOBBIM DPACHONOKEHMEM PEKBHU3WTOB MM CIIpaBa IIOJ PEKBU3UTAMH
6JlagKa IpH IPOJOIBHOM PACHONIONKEHHH PEKBH3HTOB Onanka. CTPOKH PEKBH3UTA
"Anpecar" BBIPABHHUBAIOTCS IO JIEBOMY Kpali0 WM LEHTPUPYIOTCS OTHOCHUTEIBHO
caMoil JJIMHHOU CTPOKH.

B pexsusure "Anpecat" IOIycKaeTCs MCIOJIL30BaTh OQUIMAIBHO MPHHSTHIC
COKpalleHHbIe HAUMEHOBAHHS OPraHOB IOCYIaPCTBEHHON BIIACTH, OPraHOB MECTHOTO
caMOYIpaBJICHHUS], OpraHH3alyi.

Ilpu ajpecoBaHWH JOKyMEHTa B OpraHbl [OCYJApCTBEHHOHW BIIACTH
(IX  TeppHTOpHANbHBIE OpraHbl, CTPYKTypHBIE  IIOApAsfieleHus), JAPYTHM
ropuarIecKuM jmuaM (6e3 ykasaHHs TO/DKHOCTHOTIO JIMLa) HAWMEHOBAHHUs aipecaToB
IHINTYTCS B UMEHUTEJILHOM IIaJIEXKe.

Hanpumep:

AnmvuaucTpanns OibX0BCKOTO
MYHUIUIIAIBHOIO pailoHa
Bosnrorpaznckoit obnactu

HpI/I aZpeCoOBaHUH JOKYMEHTa PYKOBOIHUTCIIIO opraHu3alliid HaWMCEHOBAHUC
OpraHd3anydy BXOAHT B COCTAB HANMCHOBAHUS JOJDKHOCTH aapecarta. HaumMeHoBaHue
JOJDKHOCTH, (baMI/IJH/ISI, HHUANHAAIB] YKA3BIBAIOTCS B JaTCJIbHOM ITaCXKE.
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Hanpumep:

['enepanbHOMY JUPEKTOPY
000 "Jlunep"

G®amuius U.0.

IIpu ajgpecoBaHWH IOKYMEHTa B CTPYKTYPHOE MOApaslelicHHe OpraHu3aluu
B pekBm3uTe "Anpecar" yKaspIBaeTCS B HMEHHUTEIbHOM I[aJekXe HaWMCHOBaHHE
OpraH{3alliH, HIDKEe — HaUMEHOBAHHE CTPYKTYPHOTO MMOpa3AeICHUs.

Hanpuwmep:

Komurer cejlbCKoro Xo3siucTBa
Bosrorpanckoit obnactu

OTzein rocyqapCTBEHHON CITy>KOBL,
KaJIpOB U Harpaj

[Ipu ampecoBaHWM JOKYMEHTa PYKOBOJWTEINIO CTPYKTYPHOTO IIOAPA3NEICHHUS
OpraHM3aliMl YKA3bIBAeTCS B FMEHMTEIBHOM MNaleXe HAUMEHOBaHHME OpraHU3allWH,
HIDKE — B JIaTEIbHOM IIafie)ke HaMMEHOBaHUE JTOJDKHOCTH PYKOBOIHTEN, BKIIFOYAIOIIEe
HalMEHOBAH¥eE CTPYKTYPHOTO NOApasfAeNicHus, GaMUIIUIO, HHUIHAIIBL.

Hampumep:
AO "IIpoduns"

HauanpHUKY OTHEa
IPaBOBOTO 00ECIIEYEHUS

®amuug U.0.

B coctaB pexBu3uTa "Azpecar" MOXeT BXOJUTh IIOYTOBBIA afipec. JNEMEHTHI
[IOYTOBOTO apeca YKa3bIBAIOTCS B IIOCIIEIOBATENIBHOCTH, YCTAHOBJIEHHOH IIpaBuiiaMu
OKa3aHMs YCIyT IIOUTOBOM CBSI3U, YTBEPXKIEHHBIMHU IIPUKa3oM MUHHCTEPCTBA CBAH
Jl MacCOBBIX KoMMyHuKanuit Poccuiickoit @enepanuu ot 31 urost 2014 r. Ne 234,

IMouToBBIN ajipec HE yKasbIBaeTCsA B JOKYMEHTaX, HAlpPaBJIICMBIX B BHICIIHE
OpraHBl TOCY[apcTBeHHON Biactd Poccuiickoit ®enepamun, (enepalbHbie OpraHbl
HCIIOJHUTEIFHOM BIACTH U MX TEPPUTOPHUAIBHBIC OPTaHbl, OPTaHbl FOCYAapPCTBEHHON
BIIacTH Bomirorpaickoit o6macT (3a HCKIIIOUEHHEM HATIPABJICHYS ITHCEM YKa3aHHBIM
aZipecaTaM B KOHBEPTAX C IPO3PadHbIMU OKHAMH).
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ITpn appecoBaHUM IHMCHMa B OPraHU3allMIO YKasplBAIOT €€ HAaNMEHOBaHUE,
3aTeM MOYTOBBIN aJIpec.

Hampumep:
OO0 "APT JIMHMA"

Ckoceipesa yi., 1.5,
Bosrorpaz, 400066

IIpy afpecoBaHWM IOKYMEHTa (H3HMYECKOMY JHMIYy YKa3bIBAIOT (DaMHUIIHAIO
Y MHUIMAJIE! TOJIydaTels, 3aTeM II0YTOBBIN ajpec.

Hanpumep:
Kamanny .11

Canosas yiu., 4.5, kB.15,
r.JIennnck, JIeHHHCKUI paiioH,
Bosrorpanckas obnacts, 403810

JIOKyMEHT He JOJDKeH Cozepxarth Oolee geTrlpex ampecaros. Cnoso "Komms"
Tepesl BTOPEIM, TPETBHM, YEeTBEPTHIM ajipecaTaMu He ykassiBaercs. IIpum Gosburem
Ypcie aApecaroB  COCTAaBIAETCA PpEeCTp PacCBUIKM  HOKYMEHTa  COIJIaCHO
npuioxennto 10.

Ecni IOKYMEHT OTIpABISICTCS. B HECKOIBKO OJHOPOJHBIX OpraHM3alMH
(HECKONBKAM JIOJDKHOCTHBIM JIHI[AM), TO OHH YKa3bIBAIOTCS 0000IIEHHO.

Hanpumep:

AnMuHHUCTpaAIUN
MYHHIIAIATBHBIX paliOHOB
H TOPOJCKUX OKPYT'OB
Bonrorpanckoit obnactu

WA
PykoBoaHTENSAM CTPYKTYPHBIX
To/Ipa3ieicHui YIIpaBICHUS
nenaMd AIMUHUCTpaluy
Bosrorpanckoit obnactu

[Ipy oTmpaBKe IHCbMa IO OJEKTPOHHOW IOYTe MM IOCPEACTBOM
dbaxcuMuIbHOM CBsi3u (63 MOCBUIKA MO [OYTE) IOYTOBBIM aJpeC He YKa3bIBAETCA.
[Ipy HeoGXOAMMOCTH MOXeT OBITh yKasaH 3ICKTPOHHBIM — anpec (Homep
tenedona/paxca).
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Hampumep:

Bceepoccuiickuii Hay4HO-
HCCIIEIOBATENLCKAN HHCTUTYT
JOKYMEHTHPOBAHUS U apXUBHOT'O JIejia
mail@vniidad.ru

4.3.5.13. I'pud yTBEepKI€HUS TOKyMEHTA.

I'pud yTBepxKHEHHS IOOKyMEHTa IpPOCTaBIAETCS B BEPXHEM IIPAaBOM YIIIy
IIEPBOTO JIHCTa JOKYMEHTA.

JIOKyMEHT yTBEp)KAaeTCsT IOJDKHOCTHBIM JIMIIOM (JOJDKHOCTHBIMH IIMI[aMH)
WA MPaBOBEIM akToM. [Ipu yTBepKIeHHH HOKYMEHTa MOJDKHOCTHBIM JIMIIOM TPUQ
yTBEPKACHUA JOKYMEHTA JOJDKeH cocTosTh U3 ciioBa Y TBEPXKIIATO (6e3 xaBbruex),
HAHMEHOBAHUS JOJDKHOCTH JIMIA, YTBEPXAAIOIIEr0 MOKYMEHT, €ro IIOJIHCH,
UHUIAAIOB, (aMUJINK U AaThl YTBEPKICHHUS.

Hampumep:
YTBEPXJIAIO

VYnpasnsiomui qenamMmu
AnMuBUCTpanuu
Bounrorpanckoit obnactu

Iogmuce N.O.®Oamunng
ara

Ilpy yTBepXKIEHHW JOKYMEHTa HECKOJBKMMH MOJDKHOCTHBIMH JIHIIAMH
HX IIOJIIMCH PacIojlaraloTcsl Ha OHOM YPOBHE.

IIpy yTBEpXIEHWH JIOKYMEHTa IIPaBOBBIM AaKTOM TIPH( YTBEPXKIEHHS
moxyMmenTa coctouT u3 cioa YTBEPXKJIEHO (YTBEPXIEH, YTBEPX/EHBI,
VTBEPXJIEHA), coriacoBaHHOIO B DOJE€ H 4YHCIEe C HaWUMEHOBaHHUEM BHJA
YTBEPKIAEMOro JOKyMeHTa ([I0JIOXKeHHe, IUIaH, IPaBHIa, IPOrpaMMa), HANMEHOBAHHSI
BHIa IIPaBOBOTO aKTa B TBOPUTEILHOM Iajiexe ("MpHKa3oM"), ero JaThl 1 HOMepa.

Hampumep:
YTBEPXJEHO
IPUKa30M YIIpaBJICHUA
nenamMu AIMUHUCTpalun

Bosnrorpazackoit obnactu

ot 15 staBaps 2020 r. Ne 35
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4.3.5.14. 3aroJyioBOK K TEKCTY.

3aroyioBoK K TEKCTYy — KpaTKOE€ COEp)KaHWe NOKyMEHTa. 3arojiOBOK K TEKCTY
MOX€ET He COCTaBJIAThCS K JOKyMEHTaM, HMEIOIIUM TeKCT HeOoJpImoro obnema
(mo 45 cTpok).

3arojloBOK K TEKCTy COTJIACOBBIBAETCS C HAaUMEHOBAHUEM BHJA JOKYMEHTA,
HarpuMep:

uceMo (0 yem?) 00 oKa3aHUU KOHCYJIBTaTUBHON ITIOMOIIIY;

npapuia (4ero?) BHyTpEeHHEro TPy XOBOIO pacopsiiKa.

3aroloBOK K TEKCTYy COCTaBIISIETCS HCIOJHUTENIEM, TOTOBSINMM IIPOEKT
IOKyMEHTA.

3arojI0BOK K TEKCTY 0GOpPMIIETCS I0J] PEeKBU3UTAMH OJlaHKa cjieBa OT IPaHULIBI
JIEBOTO MOjs. B HOpPMAaTHBHBIX MPaBOBBIX aKTax (MX IPOEKTaX) 3arojoBOK K TEKCTY
odopMIIsieTcsl HaJ TEKCTOM JOKYMEHTa M IIEHTPHPYETCS OTHOCHTENLHO CaMoOH
IUITAHHOW CTPOKH.

Bug u pasmep mpudra pekBH3HTa "3aroloBOK K TEKCTY" JIOJDKHBI
COOTBETCTBOBATH BHAY M pazMepy IpHQTa TeKCTa JOKyMEHTa.

4.3.5.15. TexcT JOKyMEHTA.

JIOKyMEHTBI COCTaBJISIFOTCS Ha PYCCKOM S3BIKE KaK IOCYJapCTBEHHOM S3BIKE
Poccuiickoit ®@enepanuu ¢ y4eToM OCOOCHHOCTEH OQUIMANbHO-AEIO0BOIO CTHIIA,
BHUIa JOKYMEHTA ¥ ero Ha3HaueHHUs B yIpaBlieHYecKoH jesTenbHOCTH. Comepxanue
JOKYMEHTA JOJDKHO OBITh U3JI0KEHO KPAaTKO M JIAKOHHYHO.

TeKCTBI JOKYMEHTOB H3J1aratoTCs:

or l-ro jmna egUHCTBEHHOTO 4dHcia: ".. IIPUKa3bIBal0 IOATOTOBUTH
W IpeACTaBMTh Ha paccMoTpenme.."; ".. IIPONIy paccMOTPeTh BOIpOC
06 yCTaHOBIIEHHUH JILIOTHBIX TapH(OB...";

OT 3-ro JMIa eJUHCTBEHHOT0 YKCha: "... ypaBJeHue JenaMu A IMHHUACTpaLUy
Bourorpaznckoit o6iacty npeacTaBiseT..."; ... yipaBienue aenamMu AMUHUCTPAIUH
Boirorpamckoif 001acTy He CUMTAeT BO3MOXKHEIM...";

oT 1-ro JMIa MHOXECTBEHHOr0 YUCIa: "... MPOCHUM IPEICTaBUTh AaHHBIE O...";
"... IpeACTaBlseM Ha pacCMOTpeHHe M YTBEpXKAEHHE.."; B IPOTOKOJAX:
"... coymand..."; "... BICTYIWiIH..."; ... peIIH.... (... IOCTAHOBHIIN...)".

B cOBMeCTHEIX JOKYMEHTaX TEKCT M3JararoT OT 1-ro JmIa MHOXECTBEHHOI'O
gucia: "... pelmim..." .

B TexcTax 3aKOHOHATEIBHBEIX M HHBIX HOPMATHBHBIX IIPaBOBBIX aKTOB
UCIIONB3YIOTCS TJIarojisl B (opMe HACTOSAIIEr0 BPEMEHM, IPHIAIOIIAE TEKCTY
IPEANUCHIBAOLIUN XapaKTep.

Hanpumep:

"Busza BxIroyaeT B ce0sS HaUMEHOBAaHHUE MHOJDKHOCTH PYKOBOIUTEIS
CTPYKTYPHOTO MOApa3fneIeHus. YIIPaBJIeHUs JeIaMU UITH €r0 3aMECTHTEIIS U JINIHYIO

IIONKCEH BU3UPYIOUIEro, paciIin@poBKy IIOJIHCH U JaTy.";
"HopMaTHBHBIE NpPEIIHCaHUS OQOPMILIIOTCS B BHAE IYHKTOB, KOTOpBIE
HyMepYIOTCsI apaObCKuMu U paMy C TOYKOH U 3aroJIOBKOB HE UMEIOT.".
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B TexcTe mOKyMeHTa, IIOrOTOBJIEHHOTO HA OCHOBAHMH 3aKOHOXATENIBHbIX, HHBIX
HOPMATHABHBIX IIPABOBBIX aKTOB, YKa3bIBAIOTCSA PEKBHU3HUTEI ITHX aKTOB!

Ha¥MEHOBAHKE JOKYMEHTa, HAUMEHOBAaHUE OPraHU3alluy — aBTOpa JIOKYMEHTa,
Jara JIOKYMEHTa, PErHCTPAlOHHBIH HOMEp MJOKYMEHTa, 3aroJloBOK K TEKCTY
AT HaHMEHOBaHUE BHJa JOKYMEHTA;

HaVMEHOBAHME OpraHU3allMiil WM JOJDKHOCTHOIO JIMIE, YTBEPIAHUBILIETO
JOKYMEHT, JIaTy YTBEPKIEHHUS JOKYMEHTA.

Hanpumep:

"B COOTBETCTBHH C ITOocTaHOBJeHHeM I'yGepHaTtopa Bonrorpazackoit obmactu
or 10 cenTabpa 2012 r. Ne 832 "O6 ytBepxiaeHuu IlomoxeHHS O HOATOTOBKE
IIPOEKTOB IPaBOBEIX akToB I'yGepHaTopa Bosrorpasickoii obimacty ¥ AIMUHHCTPALHAH
Bonrorpanckoit obnactu” ...".

TekcT IOKyMEHTa MOXET COIepXKaTh pasjelbl, IOApasfensl, IyHKTH,
MOAIMYHKTEI, HyMepyemble, KaK [paBimio, apabckumu uudpamu. YpoBHeH
pyOpHKaIuK TeKcTa He JOIDKHO OBITh O0Iee YeThIPEX.

B TeKCT MOKYMEHTa MOTYT BKIIOYAaThCS (parMeHTHI, OQOPMIICHHBIE B BHAC
TaOJIMIBI WIIA aHKETHL.

B  Tekcrax JOKYMEHTOB  YIOTPEOITIOTCS  TOJNBKO  OOLIEIPHHSTEHIE
aG0peBUaTyphl U rpadHIeCKue COKpalIeHHS. '

TekcT HNOKyMeHTa OTHEJSeTCs OT 3arojioBKa K TEKCTy ABYMS HIH TpeMd
OZIMHAPHBIMHE MEXCTPOYHBIMA HHTEPBAIAMH.

4.3.5.16. OT™MeTKa 0 IPHIIOKCHHH.

OTMerka O [pHIOKEHHM HCIONB3yeTcs IIpd  OQOPMIICHHH  IIHCEM
M TIPWIOXKEHHMH K IIOCTAHOBJICHHSM, DPACHOPSKSHHSM, IUIaHaM, NpPOrpamMmam,
oTYeTaM, ITOJIOKEHMAM, TPABUIIaM, HHCTPYKIUAM H IPYTUM JOKYMEHTaM.

B mucbMax OTMETKa O MPHUIIOXKEHHH OQOpPMIIAETCS IO TEKCTOM IHChMA.
EciM mpuUIOXeHHe HasBaHO B TEKCTe IMCbMa, B OTMETKE O NPHIOKEHHH
YKa3BIBAETCS KOJIECTBO JIUCTOB U KOJIMYECTBO SK3EMIUIAPOB MPHUIIOKEHHS.

Hanpuwmep:
[Tpunoxenne: Ha 7 1. B 1 9K3.

HpI/I HaJIA4YUH HECKOJIBKHUX HpI/IJIO)KeHI/Iﬁ B OTMETKEC O HPHIOXKCHHU
OHH HYMEPYIOTCs, YKa3bIBarOTCA UX HaMMEHOBaHM, KOJIMYECTBO JIMCTOB U KOJIMYECTBO

SK3EMIUIIPOB KaXKI0r0 IPHIIOKESHHUS.
Hanpuwmep:

[Tpunoxenne: 1. 3akiroueHne Ha IPOEKT... HA 5 JI. B 2 3K3.
2. CpaBka o nopaboTke... Ha 3 J1. B 1 9K3.
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Ecnu npuiioeHus cOpOIIIOPOBAHEl, TO KOJIHIECTBO JIMCTOB HE yKa3bIBACTCSL.
Ecnu NpHIOKEHHe HAaNpaBSIIOT He BO BCE YKasaHHBIE B JIOKYMEHTEe afpeca,
TO OTMETKY O(QOPMIISIFOT CIIEAYIOIUM 00pa3oM:

Ipunoxerne: Ha 3 J1. B 1 3K3. TOJIBKO B IEPBBIA apec.

Ecnu NpuiIoXeHHeM SIBIAeTCS 00OCOOJIEHHBIH 3JIEKTPOHHBIH HOCHTENb
(xommaxT-auck, USB-(eln-HaKoIUTeNb), TO OTMETKY O €ro HaIM9Hi OQOPMILSIOT
CIIEAYIOIIIM 00pa3oM:

ITpunoxenue: CD B 1 3k3.

Ilpu sTOoM Ha BKiajbIme (KOHBEPTE), B KOTOPBIM [OMEINACTCS HOCHTEND,
YKa3bIBAIOTCS HAUMEHOBAHUS JOKYMEHTOB, 3aIICAHHBIX Ha HOCHTEIb, IMEHa (aiiios.

B mocTaHOBJIEHUSAX, PACHOPSDKCHHUSAX, NpPHKa3ax, MpaBUNaX, WHCTPYKIUAX,
HOJIOKEHUAX, IIaHAX, IporpaMMax B ApYTuX JOKyMEHTaX OTMETKa O IIPUIIOKCHHH
obopMIIseTCs CIeIyIoNHM 00pasoM:

B TEeKCTe JIOKyMEHTa IpH IIePBOM YIOMHUHAHUH JOKYMEHTa-IPHIIOKEHUS
YKa3BIBAETCA "COTTIACHO [IPHIIOKEHHIO" MK "B COOTBETCTBHY C IIPHIIOXKCHHEM "}

Ha [IEpBOM JICTe JJOKyMEHTa-IPHIOXKEHUS B IPABOM BEPXHEM YTIIy.

Ecnu OpunoxeHn# Heckonbko, oHH HyMmepyiorcs (IIPWJIOKEHUE 1,
[IPYJIOXXEHUE 2). Eciu npuiioxeHHe OfHO, OHO He Hymepyercs. B ormerke
0 TIPUIOXKEHWH YKa3bIBAIOTCA HAMMEHOBaHWE BHI2 OCHOBHOIO JIOKyMEHTA,

ero Jara 1 HOMep.
Hampumep:
ITPUIJIOXKEHHE 2

K IIPUKa3y yIpaBlIeHUsS
JenamMi AJIMAHHCTpaLUH
Bourorpanckoit 061actu

ot 15 auBaps 2020 r. Ne 35

Ecin  DOpHIOXKeHWeM K  PAcIOpSAUTENBHOMY  JIOKYMEHTY  SBISETCS
HOPMATHBHEI TIPaBOBOA aKT KM HHOW JIOKYMEHT, YTBEpXKJAeMbId NaHHBIM
PaCIOPSAIMTENFHEIM TOKYMEHTOM, Ha MEPBOM JIHCTE IPHUIIOXKEHHS NPOCTaBIIACTCS
rpud yTBEPKIEHHS, B KOTOPOM YKasblBAaIOTCS JAHHBIC DACIOPSAUTENIBHOIO
JIOKyMEHTa, KOTOPBIM YTBEPXKIEH JOKYMEHT-IIPHIIOKECHHE.

Hanpumep:
YTBEPXJIEHO

IPHUKa30M yIPaBJICHUA
JIlenaMu AJMUHUCTpAIAN
Bounrorpajckoit obnactu

ot 15 suBaps 2020 r. Ne 35
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PexBuzut "OTMETKA O MPHJIOKEHUH' OTHENAETCS OT TEKCTa JBYMS HJIA TpeMs
MEKCTPOUHBIMHE HHTEPBAJIAMH.

Bung m pasmep mpudra pexBusuTa "OTMETKA O TPHIOKEHHH" OJDKHEI
COOTBETCTBOBATh BUAY U pa3Mepy LIpU(Ta TeKCTa JOKYMEHTA.

4.3.5.17. I'pud cornacoBaHms JOKYMEHTA.

CoracoBaHhe MNpOEeKTa TOKyMEHTa C JIPYIMMH OpraHH3allsMU, UHTEPECHI
KOTOPBIX B HEM 3aTpardBarotcs, ohpopmidercs rpupoM COIIacoBaHUA JOKYMEHTA,
xotopeiit cocrout u3 cioBa COI'JIACOBAHO (6e3 kaBbl4eKk H JIBOCTOYHS),
JNOJDKHOCTH JIMLA, C KOTOPBHIM COIJIACOBAaH JOKYMEHT (BKIIOYas HaMMCHOBAHHE
OpraHM3aIlii), TAIHOH IIOJIKCH, PacIIi(ppPOBKA NMOANKCH (MHHUIMATIOB, bamuin)
1 JaThI COTJIaCOBAHUSL.

I'pud cornacopaHus B 3aBUCHMOCTH OT BHJA JOKyMEHTa M O0CODCHHOCTEH
ero o(opMIICHHS MOXKET IIPOCTAaBIIATHCS:

Ha NEpBOM JIHCTE JOKYMEHTa (€CIH JOKYyMEHT MMEeT THTYIbHBIH JUCT —
HAa THTYILHOM IHCTE) B JIEBOM BEDXHEM YIJy Ha YPOBHE IpH(a yTBEpKICHHS
YUTH TI0]] HAUMEHOBAHUEM JOKYMEHTa OJIMKe K HIDKHEMY I10JIIO;

Ha IOoCJeIHEM JINCTe JOKYMEHTA II0J] TEKCTOM;

Ha JICTE COIIaCOBaHUS, SBIISIOIEMCS HEOTHEMIIEMOM YaCcThO JOKYMEHTA.

ITpOeKT JOKyMEeHTa MOXXET OBITh COTJIACOBAH HEIIOCPECTBEHHO HOJDKHOCTHBIM
JIATIOM, PACHOPSIUTENBHBIM TOKYMEHTOM, IPOTOKOJIOM KOJUIETHaNbHOro Oprana .
WM CITy>KeOHBIM MTHACHMOM.

Hanpumep:
COT'JTJACOBAHO

HavajibHHK yIpaBICHHS TEXHUIECKOTO
obeclieyeHus yIpaBJIeHUS JeTaMU
AnMuHACTpanuy Bonrorpaackon obJactu Toamuck N.0.®amunus

Harta
COI'TACOBAHO

IIACEMOM KOMHTETA COIIPI&JIBHOﬁ
3aIUTHI HACCIICHU S

Bounrorpazckoii 061acTa
ot 15.01.2020 Ne 00-00/000

Eciu comepkaHue JOKYMEHTa 3aTpardBaeT HMHTEPECHl JBYX MM 6onee
opraHu3amyi, rpEbl COrIacoBaHMs IOKYMEHTa MOTYT PacIoararhCs Ha OTAC/ILHOM
IHCTe corjacosaHus. Ha OCHOBHOM JIOKyMEHTE B MeCTe, IPEIyCMOTPCHHOM
JUISL PACHOJIOKEHUs. IPU(OB COTIacoBaHUs TOKYMEHTa, ACNAeTCH OTMETKA "Jluct
COTrJIacOBaHMS IIpraraercs'.

CorJilacoBaHue JOKyMEHTa OCYLIECTBIISACTCA:

C OpraHaMu HCIOJHHTENbHON Bracte Bonrorpagckoi 00J1aCTH, WHTEPECHI
KOTOPBIX 3aTparkBaeT CofepIKaHue JOKYMEHTa,
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C TEpPUTOPUANIBHBIMH OpraHaMy (eepalbHbIX OpPraHOB HCIOJHHUTENBHOH
BJIACTH B YCTAHOBIIEHHBIX chepax AesTeIbHOCTH (P He0OXOMMOCTH);

'C HHBIMH OpPTaHU3aLUIMH (IIpH HEOOXOIUMOCTH);

C JOJDKHOCTHBIMH JIUIIAMH.

4.3.5.18. Busza.

Bu3a CBUIETENBCTBYET O COIJIACHHM WM HECOIJaCHM JOJDKHOCTHOIO JIMIA
(paboTHHKA) C COIEpKaHWEM IPOEKTa AOKYMeHTa. Bu3oi odopmisgercs BHyTpeHHee
COrJIacOBaHME JOKYMEHTA.

Buza BxmIro4aer OO/DKHOCTH JIMLA, BU3HPYIOIIETO JOKYMEHT, IIOAIMCE,
paciuppoBKy IOMHCH (HHHUIHAB, QaMUIIHIO) K ATy BUSHPOBAHUIL.

Hanpuwmep:

HadaynpHUK yIIpaBiieHHs TEXHUYECKOrO
obecriedeHus yIpaBiIeHUs JAellaMi
AnMunucrpanua Bonrorpazackoii obnactu [Tomgmuce N.O.®amunus

Hara

Ha npoexTax I@paBOBBIX aKTOB YIpaBleHMs JelaMH pekBusuT "Busa"
IPOCTABJIIETCS B II0Jie TaONHIBl ONaHKa COIVIACOBAHHS IPOCKTOB IPABOBBIX aKTOB
Vupasnenust nenamMu JuO0 Ha JIMIEBOM CTOpOHE IPOCKTa IPaBOBOIO aKTa
IIpY YCIIOBHUHU COTJIACOBAaHMS TPEMS UK MEHEE TOJDKHOCTHBIMH JIMIIAMH.

Ha 1oxyMeHTaX, NOJUIMHHHAKA KOTOPBIX IIOMEINAIOTCS B JeNa YTpaBIeHUs
IeNIaMH, BU3EI IIPOCTABIIAIOTCS Ha 00OPOTHOM CTOPOHE IMOCIICHEr0 JIUCTa JOKYMEHTA.

B cnyxeOHBIX MECbMax BHU3Bl IPOCTABIAIOTCS HAa BTOPBIX 3K3EMILIIpAx
JIOKyMEHTa, MOMENIAEMBIX B JIEJIO, MM Ha OOOPOTHOM CTOpPOHE IOCIEJHEro JIHMCTa
IOJIMHHUAKA, €CIM IHCHMO IepechlIaeTcsl ajpecaTy Io (akCHMHIBLHON CBSA3H
6e3 JOCHUIKH IMOJJIMHHUKA 110 IMOYTE.

Ha BHyTpeHHMX HMH(OPMAIMOHHO-CIPABOYHBIX [OKYyMEHTaX (3alHcKax,
CIIpaBKaxX M JPYruX) BH3BI IIPOCTABIAIOTCS HA JIMIEBOH CTOPOHE MOCIETHETo JMCTa
IDOKYMEHTA I10][ IOAIHCHIO OJIMKe K HUKHEMY IOJIO.

JTonyckaeTcs MONUCTHOE BA3HPOBAHME JIOKYMEHTA M €r0 MPHIOXEHUH.

[lpr HanuuWy 3aMevaHdi, OCOOBIX MHEHHMH, [ONMOJHEHHH K IPOEKTY
JIOKyMeHTa BU3a JIOIOJHAETCA COOTBETCTBYIOIIUM YKa3aHUEM.

Hanpuwmep:
VMeroTcs 3aMedaHts (CorliaceH ¢ yIeToM 3aMedaHui u JIpyTroe).

3aBeayronuii CeKTOpOM IIPaBOBOI'0

U KaJpoBOTro obecredeHus

yIIpaBIeHHS JeTaMu

AJIMUHUCTpaLUU

Bourorpajckoii obnactu Iomnoucse N.0.Oamunus
Jlara
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3amMeyaHHs, MHEHHS O MPOEKTe JOKyMeHTa O(OPMIIIIOTCA Ha OTHEIEHOM
JIUCTE U NePEJJalOTCs UCIIOIHUTEIIO.

CoryracoBaHMe SJEKTPOHHOTO JOKYMEHTa OCYLIECTBIETCA B IIOpSJIKE,
yCTaHOBJIEHHOM WHCTpyKIHeH, ¢ yUeTOM TeXHHKO-(QyHKIIMOHATBHBIX 0COOEHHOCTEH
pabotsr ACO/I.

4.3.5.19. Ilognuce.

Pexusur "Ilommuesr"  BKIIOYAeT HaMMEHOBAaHHE  JIOJDKHOCTH  JIMILA,
MOANMCHIBAIONIEr0 JOKYMEHT, €ro COOCTBEHHOPYYHYIO IIOJNHKCh, DPacIIH(POBKY
HOAIHCH (HHUITUAIEI, QaMILIIs).

ITpu odopmiteHnH JOKyMEHTa Ha ONaHKe IOJDKHOCTHOIO JIMIA JOJDKHOCTD
9TOTO JIUIA B MOAIMICH HE YKa3bIBAETCH.

Ecmn moxkymeHT odopMiieH He Ha OlaHKe, B HAaUMEHOBAHME JOIDKHOCTH
BKJIFOYAETCS HAUMEHOBAHNE OpraHU3alliH.

HaumeHoBanne JODKHOCTH JHI@, MMOANKCABIIETO JOKYMEHT, Il€4aTaercs
OT JIEBOM TpAHMIBI TEKCTOBOT'O IIOJI 4Y€Pe3 OJMHAPHEIM MEXCTPOYHBIA HHTEpBA
¥ BHIpaBHHBAeTCS [0 JieBOMy Iomo. PacmudpoBka IOANHCH paclojaraeTcs
Ha YpOBHE IIOCJIEAHEH CTPOKM HAMMEHOBAaHMS IOJDKHOCTH Y IPaBOM TIpaHHMIIBI
TEKCTOBOIO MOJIA.

Hamnpumep:

VYopaBisIOIIUN JeIaMH
AIMUHUCTpaAu
Bosrorpajickoit obmacTi Iloamuce HN.O.®Gamunmms

He nonyckaercst HO/IUCHIBaTh JOKYMEHTEI C PEIOroM "3a" MM POCTaBIICHAEM
KOCOH HepTHI Iepesl HauMEHOBAHUEM JOJDKHOCTH (100aBIATh KaKue-THb0 IPUCTaBKH).
Eciu pyKOBOAMTENb BPEMEHHO OTCYTCTBYeT (OTHYCK, OONe3Hb, KOMaHIMPOBKa)
WIA JOJDKHOCTh BaKaHTHA, TO JOKYMEHT IOANMCHIBAET YIIOJHOMOYEHHOE JIHIIO,
AMEFOLIEE [IPAaBO MMOJMUCHIBATE JOKYMEHTHI 32 PYKOBOIUTEIS.

Hanpuwmep:

BpeMeHHO OCYIIeCTBILIFOLIAN TOJTHOMOYHS
YIIPaBJLOIIEro JejlaMi AJIMAHUCTPALAH

Bosnrorpaznckoii 06acTu Hoxmuce 1.0.Pamunus

HpI/I HOANUCAaHWM JOKYMCEHTAa HECKOJBKUMHU HNOJDKHOCTHBIMH  JIMIAMH
X TOAIMHCH paclojiararorcss oOJHa II0J ﬂperﬁ B IIOCJICAOBATCIIBHOCTH,

COOTBETCTBYIOLIEH HEPApXUH JOJDKHOCTEH.
ITpy monHCaHuK JOKyMEHTa HECKOJIBKMMH JIHIaMHU, PaBHBIMU II0 IOJDKHOCTH,

HO NPCACTABIAIOIIMMU pa3HbIC OPIaHblI, IIOAIIMCH paciojiaraloT Ha OJHOM YPOBHE.
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B AOKYMCEHTaX, COCTAaBJICHHBIX KOMHCCHeﬁ, B NOAIIHNCH YKa3bIBa€TCs CTATyC
JEUIa B COCTaBC KOMHCCHH.

Hanpumep:
[Ipencenarens KOMUCCHH Ilonmuce N.0.Qamunus
CekpeTapb KOMUCCHHI Iopnuce N.O.Qamumnus
YireHBI KOMHCCHH Ilommuce N.0.Damunus
IToxmuce HN.O.Oamuinms
ITomgnuch N.O.Qamunus

Bun u pasmep mpudTta pexsusuta "Iloanuce” He MOryT oTIMYaThCs OT BHAA
U pa3Mepa mpudTa OCHOBHOTO TEKCTA JOKYMEHTA.

Pexsuzut "Iloamuces" oTaenseTcss OT TEKCTa ABYMS WM TPeMsl OAUHApPHBIMU
MEXCTPOYHBIMHI HHTEPBAIAMH.

IIpu odopmiennn pexBu3uta "Ilogmuce" Ha ONaHKe YNpPaBIAIOLWETO AENaMH
(mns pesosrolMit M MOpYdYeHHUil) BHI M pasMep HIpHGTa yKa3aHHOIO DPEKBH3UTA
He MOIYT OTIHMYaThCsS OT BHJAA U pasMepa IpudTa pekBH3UTOB "JlaTa HOKyMeHTa"
u "PerucTpalMoOHHBI HOMep JOKyMEHTa", a caM PEKBH3UT pacIllojlaraeTcs
Ha pacCTOSHUH 1,5 cM OT HIKHEH rpaHHMIBI ONaHKa.

IoxnucaHne 3MEKTPOHHOIO JOKYMEHTa OCYLIECTBISIETCA ¢ IpuMmeHeHHeM OlI,
HCIIOJIB3YeMOM B IOps/KE, YCTAHOBJICHHOM HOPMATUBHBEIMH IPAaBOBHIMA aKTaMH
Poccuiickoit ®eneparnuu, Bomrorpanckoil obnactu, MHCTpykuued, ¥ ¢ yd4eToMm
TeXHUKO-()YHKIHOHAIBHBIX ocobeHHocTel paboTer ACO/I.

4.3.5.20. Ot™eTKa 00 3JIEKTPOHHOM! IIOIIHCH.

OtMmetka 06 OII HCHoaB3yeTcs P BH3yalId3aluy JIEKTPOHHOIO JOKYMEHTA,
noxmucaggoro D11, ¢ cobimoieHneM ClIeIyomuX TpeOoBaHuii:

MecTo pasmereHust oTMeTKH 06 OI1 T0IDKHO COOTBETCTBOBATE MECTY Pa3sMEIEHHUS
COGCTBEHHOPYYHOM [TO/TUCH Ha aHAJIOTHYHOM JIOKYMEHTE Ha OyMaXXHOM HOCUTEIIE;

aneMeHTHl oTMeTkH 00 DIl JOomKHBI OBITE BUAMMBIMEA M YHUTaeMBIMH
IIpA OTOOpaXXEHUN JOKYMEHTa B HATypallbHOM pasMepe;

3eMeHThl oTMeTKH 00 OIT He JODKHBI TepeKphIBATHCS MII HAKIIA(BBATECS APYT

Ha JIpyTa,;
sneMeHTHl OoTMeTKH 00 OIl He MOJDKHBI IIepeKphIBaTh 3JIEMEHTHI TEKCTa

JIOKyMEHTA.

Ormetka 00 DIl B COOTBETCTBHH C 3aKOHOJATEILCTBOM Poccuiickont
denepanuy BrouaeT ¢pasy "JJOKyMEHT IOAIMCAaH SJIEKTPOHHON MOANKCHIO",
HOMep cepTudukara kimoda DI, pamMuimro, MM, OTYECTBO BIAJENbIa cepTuduKara,
cpok JeiictBus ceprudukara kmoda OIl. Ormerka 06 OII Moxer BKIOYaTh
m306paxxende repba, 5MOeMBl OpraHa BIACTH (OPraHM3allid) B COOTBETCTBUU
C IeHCTBYIOIIIUM 3aKOHOATEIbLCTBOM.
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Hanpumep:
Ombnema  JOKYMEHT IHOIIIMCAH
opraHa SJIEKTPOHHOU
BJIACTH ITOATINCBIO
HanMmeHoBaHme JOIDKHOCTH Ceprudukar 1all1aaa00000000111 N.0.Qamunus

Brnaneneny ®@amunug Umsa OtdecTBO

JeitctBurened ¢ 01.02.2016 o 31.12.2019

3anpemnaercs nepeaaBath MEeKTPOHHYIO HOANMCEH €€ BIIAJeNbla HHOMY JIHIY
C IIeJIBI0 COOMIOIEHHSI KOH(PUACHIIUAIBHOCTH.

4.3.5.21. Ileuars.

ITedaTts 3aBepsieT MOMIMHHOCT IOIMCH AOJDKHOCTHOIO JIMIA HA TOKYMEHTaX.
[legaTh CTaBHUTCS HA JOKYMEHTaX B CIydasX, IPEAYyCMOTPEHHEIX 3aKOHOMATEIbHBIMH
WA HHBIMH HOPMATHUBHBIMHU IIPaBOBBEIMHU aKTaMHU.

IledaTs DOpOCTaBISETCS, HE 3axBaThiBas COOCTBEHHOPYYHOH IIOJIKCH -
JIOJDKHOCTHOTO JIUIIA.

B 1OKyMeHTaX, IIOArOTOBJIEHHBIX HA OCHOBE YHMOUIHPOBAHHBIX (OpM,
IleyaTh CTABATCA B MecTe, obo3Hadennom ormetkoi "MIT" ("Mecrto nevaru").

4.3.5.22. Ot™MeTKa 00 HUCIIOJIHUTEIIE.

OtMeTka 00 HCIONHHUTENE BKIIIOYaeT (aMIUIAIO0, UM K OTYECTBO HCIIOJHUTEIS
¥ HOMEp ero Teje(poHAa H MOXET JONONHATHCA HAWMEHOBaHHEM JODKHOCTH,
CTPYKTYPHOTO IIOAPa3JIeeHNs K SIEKTPOHHBIM 8peCOM MCIOIHUTENL.

OtMeTka 00 ucronuureie opopMisgeTcs Ha JIULEBOH CTOPOHE IOCIEIHETrO
JIACTA JOKYMEHTA OT IPaHHIBI JEBOI'O II0JIA, IPH OTCYTCTBHA MECTa — Ha 060poTHON
CTOpOHE BHHU3Y CJIEBA.

Hanpumep:

HBanos MBau BanoBHY
(8442) 24-24-24

Pexsusut "Otmerka o6 umcmonmurene" meuartaercs mpudrom Times New
Roman Ne 12 o0bIYHOM HACHIIIIEHHOCTH.

4.3.5.23. OT™MeTKa 0 3aBEpEHUH KOIIUH.

OTMeTKa 0 3aBEpPEHHMH KOMUH OQOPMIIAETCS ISt IIOATBEPXKICHHS COOTBETCTBH
KOIIMM HOKYMeHTa (BHUIACKA W3 JOKYMEHTa) IOJIHHHHKY JoKymeHTta. OTMeTKa
0 3aBEpEHHH KOIHM IIPOCTAaBISETCS HA IIOCHEIHEM JIMCTE KONMH (BBIIHCKH
M3 JOKYMEeHTa) Ha CBOOOJHOM Mecre mox peksusutom "Tlommucs” 6o
Ha 0GOpOTHOM CTOpOHE M BKIIOHYAeT: cI0BO "BepHO", HAMMECHOBaHHE JOIDKHOCTH
JIAIA, 3aBEPHBIIETO KOIHIO, €0 COOCTBEHHOPYYHYIO IOIACh, Pacii(ppOBKY IOATIHCH
(MHETHAIEL, GaMEIHIO), JATY 3aBEPEHHS KOIMH (BBITHCKH M3 JOKYMEHTa), IeYaTh.

[lpu npeACTaBIeHWH KONMH HIM BBIIMCKA K3 JOKYMEHTa B JpPYIylo
OPTaHHU3alMI0 OTMETKA O 3aBEPEHUM KOIMH JOKyMEHTa MOXET JONOIHATHCH
HAJUIMCBI0O O MECTe XPaHeHHs INOJJIMHHHKA NOKYMEHTa, C KOTOPOrO H3rOTOBJICHA
kormust ["TIOUIMHHMK JOKyMEHTa HaxOMUTCS B (HAHMEHOBaHHE OpraHM3alliH)
Baene No  3a_ rox'"], u 3aBepseTCs MeYaThio OpraHu3aIHH.
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JIMCTBI MHOTOCTPAaHHYHBIX KOMUH (BBIIHCOK U3 NOKYMEHTa) HYMEpYIOTCH,
IPOLIHYPOBEIBAIOTCS U CKPEIUIAIOTCA Iedarhio. OTMETKa O 3aBEpPeHHH KOIHH
IPOCTaBNIsieTCS HAa OOOPOTHOM CTOPOHE MOCHE[HEro JMCTa KONUM JOKYMEHTa
(BBIIMCKM M3 JOKYMEHTa) U JOIONHSAETCS yKa3aHWEeM KOJWYECTBA JIMCTOB KOIHH
JOKyMeHTa (BBIIHCKU U3 JOKYMEHTA):

"TIpoHyMepOBaHO, IPOIIHYPOBaHO
U CKPEILIEHO I1eYaThIO JTACTOB".

Jomyckaercs 3asepsith mramrnoM "Komma" KaXmpii JECT MHOTOCTpaHHIHOH
KOIIMM JOKyMEeHTa, oTMeTKa "BepHO" B TaKoM ClTydae IPOCTaBISICICS Ha JIHIEBOH
niIH 060POTHOM CTOPOHE IMOCJIEAHEro JIMCTa KOIIMY JOKYMEHTA.

4.3.5.24. OT™MeTKa 0 OCTYIIEHUH JOKYMEHTA.

OTMeTKa O IOCTYIUIEHHH MOKYMEHTa CIyXHT JJIA IOATBEPXJACHHUS (akra
TIOCTYIIEHHS JIOKYMEHTa B YIIpaBJeHHe JelaMH M BKIIOYACT JATy IOCTYIUICHHUS
¥ BXOIAIIUI perucTpaliOHHBIA HOMED JOKYMEHTa.

IIpy  HeoOXOJUMOCTH OTMETKAa O TOCTYIUICHHH JIOKYMEHTa MOXET
JOTONHATHCS. yKA3aHHEM BpPEMEHH IOCTYIUICHHS B YacaX M MHHyTax M Crocoba
moctaBku. JIOIycKaeTcss INPOCTaBIATh OTMETKY O IIOCTYIUICHHM JOKyMEHTa
C HCIOJIb30BaHUEM IITaMIIa.

4.3.5.25. Pe3omonus.

Pezomronusi COIEPXKUT YKa3aHue [0 MCIONHEHHIO OKYMEHTa U 0(QOpMIIeTCs
Ha CcBOOOMHOM MecTe pabodero moysi HOKYMEHTa, Ha OnaHKe JOJDKHOCTHOIO JIMIA
JUISL PE3OJTIOIIMI U IIOPYYECHUH MM BHOCUTCS HEIIOCPEICTBCHHO B ACOM.

Pesomonus BKIOYaeT (QaMIIIHI0, HHULAATb! HCIIONHHTENSA (MCIIONHUTENeH),
IOpyYeHHEe MO JOKYMEHTY, IIPM HeOOXONUMOCTH — CPOK HCIIONHEHHS, MOAIHCE
PYKOBOZWTEIIS], BBIHECILIErO PE30JIIOLHIO, H N1aTy.

Hamnpumep:

Oamumus K.0.,
Oamunusg 1.0.

IIpomiy MOATOTOBHTE
npemioxenus k 15.01.2020

Iloamuce
Jlata
4.3.5.26. OT™MeTKa 0 KOHTpOJIE.

OTMeTKa 0 KOHTpOJIE CBUAETENBCTBYET O IIOCTAHOBKE JOKYMEHTa Ha KOHTPOJIb
¥ TpPOCTAaBISIETCS C HCIOJIb30BaHUEM IUTaMIIa "KonTpons" Ha BEpXHEM IIOJE

JIOKyMEHTa CIIpaBa.
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4.3.5.27. OT™MeTKa 0 HalpaBJICHUU JOKYMEHTA B J€JI0.

OTMeTKa O HaIpaBleHWH JOKYMEHTa B JEJO ONpeIeNiseT MEeCTO XpaHEeHHS
JIOKyMEHTa IIOCJie 3aBeplueHHs paboTel ¢ HMM M BKJIIOYaeT: cioBa "B memo",
MHIEKC JieJla 110 HOMEHKIIAType Jiell, B KOTOpOoe IIOMEIIAETCs NOKYMEHT Ha XpaHeHHe,
JNOJDKHOCTH  OCHOBHOI'O  HCIIOJNHHTENS WM  PYKOBOJIUTENS  CTPYKTYPHOIO
OIpa3/ieTICHN s, IOIIICH, AATHL.

OTMeTKa O HaIpaBleHWd TOKYMEHTa B JIENI0 MOXET JOIOJHATHCS KPaTKUMHU
CBeJICHUSIMH 00 0COOEHHOCTAX UCIIOMHEHUS JOKYMEHTA.

4.4. TTonroroBka u 0oOpMIIEHHE IPOEKTOB 3aKOHOB
Bosrorpaackoii obnactu

4.4.1. Vipasnenue JeiaMi pa3pabaTsiBaeT NPOEKThI 3aKOHOB Bonrorpaickoi
067acTH 110 BOIPOCaM, OTHECEHHBIM K €ro IOJHOMOYHSM, BO HCIOJHEHHE aKTOB
zakonomarenscTBa Poccuiickoit ®enepanun, Bonrorpaackoi obnacTy.

4.4.2. TIponeaypa MOArOTOBKY M BHECEHHs MPOEKTa 3aKoHa B Bororpanckyro
o6nacrayto Jlymy ompeneneHa YcraBoMm Bonrorpanckoid obmactu ot 24 ¢epais
2012 r. Ne 1-OJI, 3akomoMm Boirorpanckoii obmactu ot 09 nexabps 2014 r.
Ne 169-OJ "O HOpMATHBHBIX IIPaBOBEIX aKTaX Bonrorpauckodl o6nacta”
B TocTaHOBIeHWeM Bosrorpaackoit obnactHoit [Jlymer ot 18 mosabps 2015 r.
No 23/1453 "O PertamenTe Bonrorpanckoit oonactaoi Jymer".

4.43. TIpoexTs 3aKkoHOB Boirorpanckoii o6macTd —pa3spabaTbIBAIOTCS
Ha OCHOBaHMH Iopyderuit ['y6epratopa Boirorpazckoit o6nactu, Buie-rydepHaTtopa —
pyKoBomTes anmapara I'yGepHaTopa Bonrorpasckoii 001acTs, epBOro 3aMeCTUTENs
I'y6epnaropa Boinrorpanckoit o6macTu, 3aMecTHTeINIeH I'y6epraropa Boiurorpaznckoi
o6JacTd, YIPABIAIONIET0 IeNaMM, a Takke [0 HHUIMATHBE CTPYKTYPHOTO
rmojipasyienien s YIpaBileHus AeNaMy, K 3aa4aM ¥ QYHKIMIM KOTOPOTO OTHOCHTCS
BOIIPOCHI, IIpeiIaraeMble K yperyJIupOBaHHIO JAHHBEIM IPOCKTOM.

4.4.4. OUHAHCOBO-DKOHOMHYECKOE  OOOCHOBaHME K  3aKOHONPOCKTY
COTJIACOBBIBAETCS C PYKOBOJHMTENEM CIPYKTYPHOIO TOXpPA3IeNeHuUs YIPaBICHHS
Jenamy, yIOJHOMOYEHHOro IO  BOmpocaM  GIOJUKETHOro  IUIaHMPOBAHMSA
u (uam) GyXraJTepcKoro y4era i OTYeTHOCTH.

4.4.5. TIpoeKTHl 3aKOHOB M NPHJIOKEHAS K HHM, IOArOTABIABACMEIC
I BHECEHHS B Boyrorpaackyro obmactHyro [lymy, medararorcss Ha CTaHAApTHBIX
mucrax Gymaru gopmata A4 mpuprom Times New Roman Ne 14.

BepxHee NOJNe 3aKOHOIPOEKTA YCTAHABIMBAETCS PAaBHBIM 20 MUJIAMETpaM,
neBoe — 30 MIJIIHMETpaM, paBoe — 20 MUILIAMETpaM, HukHee — 20 MUILTIMETpaM.

4.4.6. 3aKOHOIPOEKTEI MMEIOT CISYIONINe PeKBU3HUTHL: "HanMeHOBaHHE BHIIA
moxkymenTa", "3arosioBok Kk Tekcry", "Tekct noxymenta", "Iloamucs", "Busa",
IIOMETKH K MOTYT COJIEP>KaTh IPUITOXEHUS.

4.4.7. Ha mepBoii cTpaHuie 3aKOHOIPOEKTa B NpeJeNax BepXHEH H IIpaBOX
TpaHMI] TEKCTOBOro Mo 0e3 OTCTyma OT BEpXHero IOjiA B JABE CTPOKM 1epe3
OJIMHApHEIA MEXCTPOYHBI HHTepBa IledaTaeTcs nomerka: "Bruecen I yOepHaTOpoM
Bonrorpazckoit obimactu" ("Buecen Anvunuctpanueit Bonrorpaackoit obmactu"),
KOTOpas BEIPABHUBAETCS 110 JIEBOU TPAHUIE TOMETKH.
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Ha paccTosHUU MEXCTPOYHOIO MHTEpBaIa 24 IIT OT BIIICHA3BaHHOH IOMETKH
y IIPaBO IPaHMUIIbI TEKCTOBOTO II0JIA edaTaeTcs mometka "[Ipoekt”.

4.4.8. HaumenoBanue Bupa mokymenta — 3AKOH BOJII OTPAI[CKOPT
OBJIACTHU - otmensercsa ot cinosa "[IpoekT" MEXCTPOYHBIM HMHTEPBANOM 42 IT.
CroBa "3AKOH" u "BOJI'OI'PAJICKON OBJIACTU" nedararoTcsi IPONHCHBIMH
OykBamMH B J[Be CTPOKH Yepe3 OJMHAPHBIA MEXCTPOYHBIA HHTEPBAJ, BBIACIAIOTCS
IIOJTY>KHPHBIM IIPH(TOM, BEIPABHUBAIOTCS 110 LEHTPY.

4.4.9. 3aroloBOK K TEKCTY 3aKOHOIPOEKTa OTHENSETCS OT MPEeIbIIyIIero
PEKBH3WTA MEXCTPOYHBIM HHTEpBaloM 36 NT, IedYaTaeTcs depe3 ONMHAPHBIH
MEKCTPOUHBIA HHTEpBAN, BBIAEIACTCA IIONYXHPHBIM IPUGTOM K BEIPABHUBACTCS
0 IEHTPY. 3arojoBOK K TEKCTy 3aKOHOIPOEKTa MedaTaeTcs ¢ IPOMMCHOX OyKBEI
¥ oTBedaeT Ha Bompoc "O deMm?" M3/aH 3aKOH, WJIM B HEM IIPHUBOJMTCS Ha3BaHME
Kozekca. Touka B KOHIIE 3aroJioBKa K TEKCTY HE CTaBUTCAL.

B 3aroyioBKe K TeKCTY 3aKOHOIPOEKTa O BHECEHUH U3MEHEHHUI B A€HCTBYIOIINC
3aKOHBI HEOOXOIVMO HAa3bIBaTh IPUYMHBI BHECEHHs H3MEHEHMM WM KOHKDETHYIO
HOpPMY, B KOTOPYIO BHOCSTCS M3MEHEHHs, & B Cllydae HEOJHOKPATHOIO M3MEHEHHS
OJHOM W TOH € HOPMBI — IOLOJNHHTENBHO YyKa3biBaTh, B KaKOW HMEHHO YacTH
OHa U3MEHSAETCH.

Hanpumep:

O BHeCeHHH U3MEHEHHH B OTJEJIbHbIE 3AKOHOAATEIbHbIC AKThI
Bonrorpancnoifl 00J1aCTH B CBSI3H C NPpHBEAEHUEM B COOTBETCTBHC
C 6IOJIDKCTHLIM nponeccom

HIIA

O BHeceHHH H3MeHeHHil B craThio 5 3akona Boarorpaackoii o6actu
ot 15 Hosi6ps 2007 r. Ne 1558-O/1 "'O6 opraHax oneKH nonevyuTeJabcTBa '

4.4.10. TekcT MOKYMEHTa OTHAENAETCSA OT 3arojioBKa K TEKCTY MEKCTPOIHBIMU
pHTepBanaMu 3648 [T i evaTaeTcs Yepes OAMHAPHBIN MEXXCTPOYHBIA HHTEPBAIL

TeKCT 3aKOHOIPOEKTA MOXKET OAPA3AEIATECS Ha MpeaMOyIry U OCHOBHYIO YacTb.
IIpeamOyna ompenenser 3afadd, CTOAINME I€peA  3aKOHOM, U cr1ocoOBb!
WX paspellieHus W COLEPXHUT B cebe pashbsiCHEHHE MOTHBOB X Heneld M3JaHus.
HopMaTHBHEIE TPe/INHUCAHAS B IpeaMOyIry He BKIIIOYAr0TCs. '

HopMBI 3aKOHONPOEKTa JIOJDKHEI OBITH COPMYITHPOBAHBI 9ETKO, HCKIFOYAs
BO3MOXKHOCTD KX JBOMHOrO TonkoBanus. He momyckaercs ynoTpeOieHre yCTapeBLINX
CIIOB W BBIP@KEHHH, 0OpasHBIX CpaBHEHHH, SMUTETOB. B 3aKOHOIPOEKTaX MOIYT
[aBaThCS OIpPENENICHIsT MAJOM3BECTHBIX HOPUNMYCCKHX, TEXHUIECKHX H JPYIHX
CIEeIUaIbHBIX TEPMUAHOB.

B 3aKOHOIPOEKTaX HOPMATMBHBIC LPEIMCAHHS HM3NAraloTcs B BUIE CTaTeH,
MMEIOIMUX Hopsaakosble HoMepa. CrTaTh MOTYT IOAPA3AENATHCS HA HacTH.
B yacTsx cTaTe MOTYT COEPXKaThCA IYHKTHI ¥ IIOATYHKTHL.
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Cratey OIM3KOrO COHEPKAHUSI 3HAYMTENBHBIX II0 00BEMY 3aKOHOIIPOEKTOB
00BEOUHSAIOTCS B IIABBl. B HEOOXOAMMBIX CIydasX IJIaBbl MOTYT OOBEIUHSATHCS
B pasjenbl. Pa3zmernsl 1 riiaBsl HMEIOT 3ar0JIOBKU M CKBO3HYIO HyMEPAIIHIO.

3aroJI0BKH pa3jiesioB M IJIaB [eYaTaroTCs MPOIHCHBIMU OYKBaMH IOy KHPHBIM
mpua(pTOM K BBIPABHUBAIOTCS 10 LEHTPY. 10YKa B KOHIE 3arojioBKa HE CTaBHTCA.
HoMmepa pasfienoB U rIaB MPOCTABIIIOTCS PUMCKIMU NU(paMu.

Hanpuwmep:

PA3JIEJI L. IPABO COBCTBEHHOCTH U JIPYTHE
BEII[HBIE IIPABA

Cnoso "CraTesa" neyaTaeTcs Ha pacCTOSHMM 1,25 caHTHMEIpa OT JIEBOH
IPaHMIBl TEKCTOBOTO IOJS € NpPOMMCHOM OykBel. HoMep craThbd HPOCTaBISETCS
apabckumu u(pamd. 3aroJioBOK CTaTbU II€YaTaeTcs ¢ IPOMHMCHOH OyKBEHI
TOY>KHPHBIM NIPE(GTOM B OJHY CTPOKY ¢ 0003HaUeHHEM HOMepa, II0Cie KOTOPOro
CTaBUTCS TOYKa. TOYKa B KOHIIE 3ar0JIOBKa HE CTaBUTCH.

Hanpumep:

Cratps 14. BzaumopeiicTBHe OPraHoOB roCyAapCTBEHHOH BJIACTH
Bouarorpaackoii obaactu u Iaaarel

TeKCT CTaTbH OTHENSETCS OT 3aroJIoBKa JBYMs OJUHAPHBIMU MEXCTPOYHBIMHU
HHTEpBaJIaMHU.

IIpy OTCYTCTBHH 3aroJioBKa K TEKCTY CJIOBO 'CTarhs' M HOMEpP BBIICILIOTCS
TIONY>XHPHEIM IIPA(TOM, TOYKa IOCTEe HOMEpA CTaThdl HE CTABUTCS. TEKCT CTAaThH
meyaTaeTcs uepe3 OMHAPHBIA MEXCTpouHbI mHTepBail. IlepBas cTpoka absana
HAYMHAETCS HA PaCCTOSHUM 1,25 cCaHTUMETpPA OT JIEBOM TPaHUIB! TEKCTOBOT'O MOJIA.

Hanpumep:
Cratpa 1

Brectu B 3akoH Bomrorpaackoit o6macta ot 29 Hosbpsa 2012 r. Ne 165-O/1
"O naTeHTHOI cHcTeMe HAIOroo0IoXeHus" U3MEHEHHU S, U3JI0XKHUB. ..

CTaTh MMEIOT €IUHYIO CKBO3HYIO HyMEpaIHIo.
_ HyMepanuss IyHKTOB OCYLIECTBISIETCS apaOCKuMu UM(bpamd C TOYKOH
B Ipefenax Kaxmod crarbd. IIOMIMYHKTHI 0003HAYAIOTCS CTPOYHBIME OyKBaMH
pycckoro anpaBuTa ¢ 3aKphIBaroIell Kpyrioi cKoOKOi.
[To/mich OTHENSAETCS OT TEKCTa JOKyMEHTa MeXCTPOYHBIM HHTEPBaIIoM 36 T
u cocTouT u3 cioB "I'ybeprarop Bonrorpaackoit obnacTi" ¥ HHAIHMANOB, haMuIid
['y6epraropa Bosrorpauckoit obmacta. Cnosa "I'yGepuarop" u "Bonrorpaackoi
oGyacTH" mevaTaloTcs B J(B€ CTPOKHM dYepe3 OJUHAPHBIM MEXCTPOYHBIM HHTEpBa
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OT JeBoif rpaHuIBl TekcToBoro moys. Mumnmamer u  dammmms I'ybepuaropa
Bosrorpaickod 00JacTH yKa3plBAlOTCA Yy IMPaBOM TIpaHUIBI TEKCTOBOI'O IO
Ha ypOBHE IIOCIIEIHUX CJIOB HAMMEHOBAHUS JTOJDKHOCTH.

OTMeTKa 00 HCIOJIHHTENE M JaTa IOATOTOBKU 3aKOHOIPOEKTa OTHENAIOTCS
OT MOZIHUCH YETHIPhMS OJMHAPHBIME MEXCTPOYHBIMH MHTEpBaaMd. TEKCT OTMETKH
00 MCIONHUTENE BEIPABHUBAETCS II0 JIEBOM I'PAHUIIEe 30HBI PACIIONIOKEHUSI PEKBU3HTA
¥ [IeYaTaeTcs Yepe3 OJMHAPHbIH MeXCTPOUHBIA MHTEpBAL. [lJinHa CTPOKH HE NOJDKHA
IpEBBIIATH 9 CAHTUMETPOB ¥ OIPAHUYMBAETCS IPABBIM II0JIEM JOKYMEHTA.

Hanpumep:

IToaroToBiieH yrnpaBIeHUEM
JellaMu A TMUHUCTpaun
Bosrorpaznckoit obmactu

15 staBaps 2020 r.

BuU3BI IPOCTABIISIOTCS HA JUIEBOH CTOPOHE MOCIEAHEr0 JIMCTa 3aKOHOIPOEKTa
B HYDKHEU €ro 4acTH.

4.4.11. TlosicHWTeNbHAas 3aIiCKa K 3aKOHOMpPOEKTY IedaTaeTcs MpU(TOM
Times New Roman Ne 14 Ha cTapmapTHBIX jiucTax Oymaru dopmara A4 u mMeer
crenyromye peksusuTsl: "HanMeHoBaHze BH/Ia IOKYMEHTa", "3aroIoBoK K TEKCTy",
"Texct goxkymenta", "[Toamuce".

HauMeHOBaHMe BHAa JOKyMEHTa Il€YaTaeTcs HIPOMMCHBIMH OyKBaMu HIDKE
TPaHMIBI BEPXHETO IOJIs CTPAHMIbL Ha 24 1T, BBIAETACTCS NOJYXXUPHEIM mpuQTOoM
U BBIPaBHUBACTCS 10 LEHTPY.

3arojIOBOK K TEKCTY MOKyMEHTa OTHENAETCS OT IPEIbIIyHIEro pPEKBH3UTA
MEXCTPOYHBIM HHTepBajoM 24 ©NT, Ie4YaTaeTcsd CTPOIHBIMH OykBamMH 4epe3
OIVHAPHBIA MEXCTPOUYHBIM HHTEpBA, BBIICNACTCA IIOJNY)KHPHBIM mpugToM
¥ BEIPaBHUBAETCS 10 HEHTPY. ToYKa B KOHIIE 3ar0JI0BKA HE CTABUTCS.

B 3aroioBke X TEKCTy YKa3bIBAaeTCs IIONHOE Ha3BaHWE 3aKOHONPOEKTa,
K KOTOPOMY ITOJIrOTOBJICHA IOACHATENbHAS 3aIIMCKa.

Hanpumep:
NOACHUTEJBHAS 3AIINCKA

K MPOeKTy 3aKkoHa Boarorpaackoii o6actu 'O BHeceHHH H3MeHeHHIl
B cTaThio 5 3akona Boarorpaackoii o6iactu ot 15 Hosiops 2007 r.
Ne 1558-O/J1 '"O6 opranax oneKkH H NHone4HTeabCTBA"

TekcT MOKyMeHTa OTHENAEeTCA OT 3arojioBKa MEXCTPOYHBIM HHTEPBaloOM
24-36 0T W IedaTaeTcs OT JIeBOH TPaHHIBI TEKCTOBOTO IIOJIS YEepe3 OAMHapHbBIA
MEXCTPOJHBIN MHTepBain. IlepBas cTpoka ab3ala HAYMHACTCS HA DacCTOSHUH
1,25 canTHMETpa OT JIEBOU TPAHHUIIBI TEKCTOBOTO IIOJIA.
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TexkcT HOKyMeHTa JHOJDKEH COJep)KaTh HamMeHOBaHHE CyOBeKTa IIpaBa
3aKOHOAATENIPHON HHHMLUATHBL ¥ pa3paboTIUKOB, 0OOCHOBAHHE HEOOXOJUMOCTH
IPUHATHS 3aKOHOIPOEKTa, BKJIOYaromee B ceOs DPasBEPHYTYIO XapaKTePHUCTHKY
3aKOHOIIPOEKTA, €ro Lelei, OCHOBHBIX IIOJ0XEHUH, MECTa B CUCTEME NEHCTBYIOLIEr0
3aKOHOJIATeIbCTBA, COCTOSHHS 3aKOHOAATEIhCTBA B JaHHOW c¢epe MpaBOBOrO
peryJIupOBaHHUs.

Ilogmucey oOTHenaseTcs OT TeKCTa JOKyYMEHTa TpeMs  OIMHapHBIMH
MEXCTPOYHBIMA HMHTEpBalaMH M COCTOMT M3 HAMMEHOBAHHUS JOJDKHOCTH aBTOpa
HOSICHUTENBHOM 3aIIMCKH, €r0 TMYHON IOAMUCH, paciiiGpOoBKY MOAIUCH (MHULIAAIBL,
bamMunsg).

O6paser; opopMileHusi TpoeKTa 3akoHa Bonrorpanckoil o6macTH NpUBEEH
B IIPHJIOKEHHUH 6.

4.5. OdopmieHre IpOeKTOB IPaBOBLIX akToB I'ybepHaTopa
Bonrorpazckoit o6nacti 1 AIMHHHACTpauu Boarorpajackoil o6aactu

4.5.1. B mpejenax CBOMX IIONHOMOYHMil YIpaBleHHE JelaMH pa3pabaThIBaeT
IPOEKTBHI:

TIOCTaHOBJIEHHI! ¥ pactiopsbkerii I'ybepHaTopa Bonrorpajckoi obmacty;

IIOCTaHOBJICHHMH AJMHUHHCTpanuy Bonrorpaackoi odnacTy.

4.5.2. TIpoeKThl IIOCTAHOBNCHAH U pacropsbkeHui I'yOepraropa Bonrorpanckoi
06JIaCTH, MOCTAHOBIEHUI AZMHHKCTpanuH Bosrorpaackoii obnacty pa3pabaThiBaroTCs
B COOTBETCTBMH C 3aKOHOJATe]bCTBOM, PEHICHUSIMH (elepalbHEIX OpraHoB
roCy/lapcTBEHHON BIACTH, IUIaHaMM paboTel AnmuHHCTpanud Bonrorpagckoi
obnactu, mopydenusmu I'yGepraropa Bonrorpanckoi obnactu, Buie-ryGepHaropa —
pykoBonuTens ammapata 1ybepHaropa Bonrorpajgckod  obmactd, mEepBBIX
samecTuTenelt ['y6epuatopa Bonrorpanckoit obnacty, 3amectutesiel 'ybepraropa
Bosrorpaackoii 007acTH, YNPABIAIOMIErO JelaMH, a TaKKe IO HHHIHATHBE
CTPYKTYPHOrO IOfipa3felieHus YIpaBleHHs JNelaMd, K 3a1adaM | (QyHKIUSIM
KOTOPOT'O OTHOCSTCSI BOIIPOCHI, IIpeJIaraéMele K YperyJIUpOBAaHHIO TAaHHBIM IIPOCKTOM.

4.5.3. OUHAHCOBO-KOHOMHYECKOE OOOCHOBAaHME K IIPOEKTY IIOCTAHOBJICHHS
Wi pacnopsokenus ['yGepHatopa Bonrorpamckodf o6mactd, IIOCTaHOBJICHHUS
AnvurucTpanuu  Boirorpagckod  007acTH  COTTIACOBBIBACTCS  PYKOBOJUTENEM
CTPYKTYPHOI'O IIOJpa3/ielieHus YNPaBIeHUs NeIaMH, YIOIHOMOYESHHOrO 110 BOIPOCaM
O0PKETHOTO IIaHKMPOBaHuS U (WIK) OyXTalnTepcKoro y4eTa i OTYeTHOCTH.

4.54. TlooroToBKa IpPOEKTOB IPaBOBBIX akToB I['yOepHaropa Bosmrorpajckon
obmactd #W AAMMHHMCTpanuu Bolrorpaxckoif obnactm (manee HMEHYIOTCS —
IIpaBOBbIE aKTBI), B TOM YHCJE IEPeYeHb IPHUJIAraeMbIX JOKYMEHTOB, IIOPSAIOK
WX COTJIaCOBAHMS M IOMIMMCAHHUS, OCYIIECTBIIAETCS B IIOPSIKE, YCTaHABIMBAaCMOM
['y6epuatopom Bonrorpanckoit obmacTy.

4.5.5. TIpoeKTHl TPaBOBBIX AaKTOB M IPHJIOXKCHUS K HHUM II€9aTalOTCA
Ha CTAaHIAPTHBIX JUcTax 6ymaru popmara A4 mpudrom Times New Roman Ne 14.

4.5.6. BepxHee 1moyie NpOeKTa NPABOBOTO aKTa YCTAHABJIMBACTCS pPaBHBIM
20 mmumMeTpaM, JieBoe moie — 30 MmumMerpaMm, npasoe — 20 MWUIEMETpaM,
HrbkHee — 20 MIJITUMETpaM.
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4.5.7. Tlpu obopMIIeHIH TIpOEKTa IIPaBOBOrO aKTa Ha JByX M OoJjiee CTpaHMIax
BTOpast ¥ IOCIEIYIOIe CTpaHuLbl HyMepyroTcs. Homepa cTpaHull poCTaBIsiOTCs
B BepxHel 4acTH IMcTa IO LEHTPY.

4.5.8. TIlpoekTsl IpaBOBBIX AaKTOB HMEIOT CIEAYIOIIHE PEKBU3UTEI
"HauMeHOBaHUE [TOJDKHOCTH JIMI[a — aBTopa HmoKymMeHTa" mnn "HaumeHoBaHue
oprasusaluy — aBropa JokyMmenra", "HanmeHoBanue BuJa JOKyMeHTa", "3aronosok
k tekcry", "Texkcr mokymenra", "llogmuce", "Busza" u Moryr conepxars
IIPUJIOXKEHUSL.

4.5.9. HaumeHoBaHKe JODKHOCTH Jnia — aBTopa gokymenTa (I'YBEPHATOP
BOJITOI'PAJICKOM OBJIACTH) und HauMeHOBaHWE OpraHW3alli — aBTOpa
noxymerta (AJMUHUCTPAITA BOJITOTPAJZICKOM OBJIACTH), nedaraercs
mpudToM OOBIYHOM HACBHIEHHOCTH IIPONMCHBIMH OyKBaMH LEHTPOBAHHBEIM
crmocoboM 6e3 OTCTyma OT BEPXHEro IOJIA.

4.5.10. HauMenoBaHue BHAa JOKyMeHTa — IIOCTaHOBJIeHHe I'ybepHatopa
Bosrorpazackoii obmacti, pacmopsbkerue ['y6epratopa Bonrorpanckoi obiacrw,

IIOCTaHOBJIEHHE AJMUHHCTpAIK Bojrorpaackoii o61acTy.
4.5.11. Haummenosanmue Buga  gokymerta (IIOCTAHOBJIEHUME,

PACIIOPSXEHHUE) newaraercs mprdToM OOBMHON HACBHILEHHOCTH MPONUCHBIMH
OyKBaMH LEHTPOBAHHBIM CIIOCOOOM, OTAEINAETCS OT IPEIBIAYIIEro PEKBU3NTA IBYMSI
OJIMHAPHBIMU MEXCTPOYHBIMHA HHTEPBAIIAMH.

4.5.12. 3arooBOK K TeKcTy oTBeyaet Ha Borpock! "O uem?" ("O xom?") u3nan
IOKYMEHT. B pacrmopsbkeHHSX 00bEMOM MEHee YETHIPeX—IIATH CTPOK 3arosiOBOK

K TEKCTY MOXET OTCYTCTBOBATh.
3arooBOK K TEKCTy IedaraeTcs Ha pacCTOSHHM He MeHee 60 MHIUIMMETpOB

OT BEPXHEr0 Kpasi JINCTa C IIPOIMMCHON OYKBEI ¥ LEHTPUPYETCS. OTHOCHTENBHO IPAHHUIL
TEKCTOBOTO IOJIL. Todka B KOHIE 3arojioBKa K TEKCTy He CTaBUTCSA. 3arojioBOK
K TEKCTy, COCTOSIIMI H3 JIBYX H Oolee CTPOK, NE€YaraeTcss 4Yepe3 OAMHapHBIA
MEXXCTPOYHBIN HHTEPBAJ U LEHTPUPYETCS OTHOCHTENBHO CaMOi [UTMHHON CTPOKH.

4.5.13. TekcT mOKyMeHTa OTAEJIAETCS OT 3arojioBKa K TEKCTY IBYMA—TpPEMsd
ONMHAPHBIMA MEXCTPOYHBIMH HHTEDBAJlaMH H [€9aTaeTcs depe3 ONMHApHbIH
MEXXCTPOYHBIN HHTEPBAIL.

TexcT MHOKyMEHTa IIe4aTaeTcsi OT JIEBOM TIPaHMIBI TEKCTOBOIO  IIOJIA
M BhIpaBHMBaeTcs 110 mupuHe. Ileppas cTpoka ab3ana HaYMHAETCS Ha PaCCTOSHUH
1,25 caHTHMETPA OT JIEBOM I'PaHHULLI TEKCTOBOT'O MOJIS.

TekcT NOKyMEHTa MOXET MOApasNelaThCs Ha KOHCTaTHPYIOLIYIO YacTb —
npeaMOyITy i HOCTAHOBJIIOLLYIO 9aCTb (B PAaCHOPIKEHAH — PACTIOPSAUTENbHYIO 9acTh).
ITpeambyna B mocranoBneHusx I'ybepraropa Bonrorpanckolt obnacty 3aBepriaeTcs
CJIOBOM "IOCTAHOBJIAIO:", B IIOCTAHOBJIEHHUAX AJIMUHHUCTpamuu Boirorpaickoi
obnacTit — cioBaMu "AJMUHHCTpauds Boirorpaickoil 00NacTH IIOCTAaHOBJIAET:".
CroBa "mocTaHoBIIsIr0" ¥ "IIOCTAHOBIIAET" NI€YATAIOTCSA BPa3PANIKY.

Ilpeambyna MOXET OTCYTCTBOBAaTh, €CIIM IPEANUCHIBAEMBIC JCHCTBUS
He HYXJaloTCs B PasbsACHEHHU. B 3TOM ciydae TEKCT MOCTAHOBJICHUS HAYMHACTCA
co cioB "ITocranoBisio:", "AnvuricTpanus Bosrorpaackoi o6nacTi MocTaHOBIIAET:",
KOTOPBIE fieUaTaroTcs ¢ ab3ana.
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IMocranosisromas (pacmopsiIuTeNbHas) 4acTh IPOEKTOB IIPAaBOBHIX aKTOB,
KaK IIPaBUJIO, TOAPA3AEIAETC Ha IIYyHKTHL.

IIyHKTEI B TEKCTE MOKyMEHTa HyMepyloTcs apabCKuMyu LuppaMu C TOYKOH
H 3ar0JIOBKOB K TEKCTY HE HMEIOT.

ITyHKTBI MOTYT Pa3eNsaThCs Ha MOIYHKTE, KOTOPEIE HyMEPYyIOTCS apabCcKuMu
nudpaMy HIM CTPOYHBIMH OyKBAMH C 3aKpbIBatomed kpyrioi ckobkoi. Homep
IOAIMYHKTA TaKXe MOXeT COCTOSATh M3 HOMepa MyHKTa W HOMepa IOJINYHKTA,
pa3JeleHHbIX TOYKOM.

ITpy HanMuM¥ NPUIOKEHHH K ITOCTAHOBIEHHIO (pacnopsmxenuto) I'yGepraropa
Bosrorpajickoif 0651acTy, MOCTAHOBJICHHIO AJMHUHHCTpanuu Bonrorpazickoi obnactu
B TEKCTEe yKa3aHHBIX IPABOBBIX aKTOB Ha HUX 00A3aTENBHO NENaeTCs CChUIKA.

JloxyMeHTHI (IIpOrpaMMBl, NOJIOKEHHS, PEJIAMEHTHI, IIaHbl, HOPMBI, CIUCKH
¥ [pyrue), KOTOpBIe IIpEUIaraercs YTBEPAMTH IOJTOTABIMBAEMBIM IIPOCKTOM,
B 00sA3aTENBLHOM IMOpPSOKE IPHIAraloTCs K JaHHOMY IIPOSKTY IIOCTaHOBIICHHS
(pacropsoKeHus) U SBJIAIOTCA €r0 HEOTHEMIIEMOU YacThIO.

ITpoexT MpaBoOBOro aKTa 10 OPraHM3allMd MCIOJHEHHs (Qe/lepanbHOro 3aKoHa,
npaBoBoro akta IIpesunenta Poccuiickoit ®enepanun, [Ipasutenscrsa Poccniickon
denepanun, 3akoHa Bonrorpajckod o0macTd ¥ HHBIX IIPaBOBBIX  aKTOB
Bonrorpanckoit o6iacTé IOJDKEH COMAEpXaTh CChUIKY Ha JAaTy, HOMEp M IIOJHOE
HauMEeHOBAHHe aKTa, B COOTBETCTBMH ¢ KOTOPHIM OH IpHHHMaeTcs. B mpoekrax
IIPaBOBEIX AKTOB YIOTPEONAIOTCSA MONHEIE OQUUMAIbHBIE HaHMEHOBAHHUA OPraHOB
Y OpraHn3allUH.

4.5.14. TlocranopieHns U pactopspkenust I'ybepHaropa Borrorpajickoi obnacty,
[IOCTaHOBJIEHHsT ~AJMHUHHCTpalud Boirorpaickod o6IacTH  IMOJIHCHIBAIOTCS
I'ybepraropoM Bomrorpanckoii o6nactd, & B €ro OTCYICTBHE — HCIIOJHSIOMMM
o6s3arHOCTH ['y6epraropa Bonrorpanckoi obmacTy.

[Moamuch B IPABOBBIX aKTaX OTJENAETCS OT TEKCTa TPEMS—IEeThIPbMS OIMHAPHBIMH
MEXCTPOUHBIMH HHTepBaiaMd K cocrout u3 cioB "['yGepHatop Bomrorpazckoi
o6nactu", urunpanos u ¢pamuiu I'yGepHaTopa Bonrorpaackoi o6iacty.

HaviMeHOBaHMEe JTOJDKHOCTH JIAIA, MOJIIMCHIBAIOLIETO IPABOM aKT, Me4aTaeTcs
B ZIB€ CTPOKH Yepe3 OAMHAPHBIA MEXCTPOYHBIA HHTEPBAN OT I'PAaHHUIBI JICBOTO MOJIS.
Wuunwansl 4 (QaMuiIMs JIM@, ITTOAIMCHIBAIOIIErO IPaBOBOM aKT, NEYaTaroTCH
y IpaBoi TPaHMIlBI TEKCTOBOTO IIOJIS.

[IpunoxeHdus: K  IOCTAHOBJICHUSM M PACHOPDKEHUAM I'ybepnatopa
Bonrorpaickoii 00nacTd, IOCTaHOBIEHWAM AJMHUHHCTDAIHH Bonrorpaackoi
'0671aCTH  IMOJAMUCHIBAIOTCA  BHIE-TyOepHATOPOM — PYKOBOAWTENIEM ammnapara
I'y6epuaropa Bosrorpanckoii o6nacTu.

4.5.15. Jlomyckaercs M3MeHeHHe HHTEPBATIOB MEX/y PEKBU3UTaMHU "3arosIoBoK
K TekcTy", "Texct moxymenta", "Iloamuce" npu HEOOXOAMMOCTH pa3MeLEHHs TEKCTa
IpOeKTa NPABOBOTO aKTa Ha OJHOH crTpamuue JmbO IpH Heo0X0IUMOCTH
ONTEMAJIEHOTO pa3MelleH s TeKCTa Ha IBYX U 0oJiee JICTax.

4.5.16. Bu3ssl POCTABIISIOTCS HA-JIMIEBOW CTOPOHE MOCIISHETO JIMCTA MIPOEKTa
IIPaBOBOTO aKTa B HMDKHEH €ro YacTH.
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4.5.17. TIpuitoskeHUsIMU K IIPOEKTaM IIPaBOBBIX aKTOB MOT'YT OBITH IIOJIOXKEHHUS,
HIOPSIJIKY, TIPaBHIIa, HHCTPYKLUH, PETJIaMEHTHI, [IEPEYHH, CIIUCKH, I'paduKy, 06pasibl
OOKYMEHTOB H Ipyroe.

B moyio)xeHuH yCTaHaBIMBAIOTCS CHCTEMHO CBS3aHHEBIE MEXIy co0oil mpaBuia
II0 BOIIPOCaM, OTHECEHHBIM K KOMIIETEHIIUH KaKoro-JInbo opraa.

B mpaBumiax ycTaHaBIMBAIOTCS HOPMBI M TpebOoBaHUS, 0Os3aTeNbHBIC
IUISL BBIITOJTHEHUSL.

B uHCTpyKmM U3naraeTcs MOpsIOK OCYIIECTBICHUS KaKoH-TMO0 eSTeNbHOCTH WA
IOPSIJIOK IIPUMEHEHHS [TOJI0XKEHHH 3aKOHOAATENbHBIX X HHBIX HOPMaTHBHBIX aKTOB.

[Mpunoxxerust oopMIISIIOTCS Ha OTENBHBIX JIUCTaX OyMard.

Pasmeprl 1mojied, MmMpUGTHI U MEXCTPOYHbIE HHTEpBaIbl IpU Ie4aTaHUU
NPIJIOKCHAN WASHTHYHBI pa3MepaM, IPHMEHSEMBIM IIpH II€YaTaHUU TEKCTOB
IIpaBOBBIX aKTOB.

Ilpy HeoOXOAUMOCTH MIOIyCKAeTCs IedaTaTh IIPHIOKEHHS IIpuPTOM
MEHBIIIET0 pa3Mepa, YeM OCHOBHAs 4acTh IPAaBOBOIO aKkTa, HO He MeHee Times New
Roman Ne 9.

4.5.18. Ecim B TeKkcTe TMpaBOBOIO akTa [JaeTcs CChUIKA '"COIJIAacHO
IIPUJIOKEHHUIO", TO Ha IEepBO CTpaHMIlE IMPUIIOXKEHHS B IIPABOM BEPXHEM YIIIY
mumercas cinoso "TIPUJIOXKEHME", Hmxe paercs CChIIKA Ha IIOCTAHOBJICHHE
(pacmopsokenne)  'yOepraropa  Bonrorpajckoifl — o6nacTH,  ITOCTaHOBJIIEHHE
Anvmunnctpanuu  Bonrorpagckoit obnactu. Bce cocraBHBIE YacTH pPEKBH3WTA
BLIDABHUBAIOTCSA IO JIEBOMY Kparo TEKCTOBOI'O IIONII PEKBH3UTAa M II€YaTaroTCsHd
Yepe3 OAUHAPHBIM MeXCTPOUYHBIA HHTepBal. IIpy HannYMK HECKOJIBKUX MPHIIOKEHUH
OHH HyMepyIOTCs apabCKUMU HUPpaMH.

Hanpumep:
ITPHUJIOXEHME 1

K IOCTaHOBJICHHIO
I'ybepuaTtopa
Bousrorpazackoit obnactu

OT Ne

IMp1 HEOOXOMUMOCTH Ha IOCIEeIYIOIIUX CTPAHHUIAX MPUIIOKEHHS B MPaBOM
BepxHeM YOIy MoxerT Jenarbes mnomerka "IIpomomkenme npunoxenus 1"
("TIpomospkerue IPUIOKEHH 2" B Tak fanee).

4.5.19. Ilpn Hamwuuy B TeKCTe HOKyMeHTa (GOpPMYIHUpPOBKU "YTBEPIHUTH
npuiaraeMoe (priaraeMyto, pUIaraéMblid, IPHIAraeMbI€) I0JI0XEHUE, HHCTPYKIHIO,
IOPS/IOK, MpaBHia, IPOrpaMMy, NMEpedeHb MEPOIPHATHA" HA CaMOM MPUIIOKEHUH
B IpaBOM BepxHeM yriy pacmonaraercs cinoso "YTBEPXKJIEHO" co ccpuikoi
Ha IpaBoBOif akT, ero aary, HoMmep. Cioso "YTBEPKJIEHO" cornacyercs B pofe 1 1uce
C IJIaBHBIM CJIOBOM 3arojioBka mpuioxernus (mopsgok — Y TBEPXKIEH, nonoxenue —
VTBEPXJIEHO, uncrpykuus — Y TBEPXJIEHA, npasuna — Y TBEP)KJIEHDBI).
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Hampumep:
YTBEPXIEHO

IIOCTAHOBJICHHEM
AJMUHUCTpaUUA
Bounrorpanckoit obiactu

oT No

4.5.20. 3arogoBOK K TEKCTy IIPHIIOKEHHsI OTHAENsAETCS OT Jarkl U HOMepa
paBoOBOr0 aKkTa ¥ OT TEKCTa MPUIOKEHHUS JABYMS-TpeMS OJMHAPHBIMHU
MEXCTPOYHBIMH HHTEPBAIAMH.

3aroI0OBOK K TEKCTy IIPHJIOXKEHHs II€4aTaeTcsl IIEHTPOBAHHBIM CIOCOOOM.
[lepBoe CIIOBO 3arojiOBKa IIPHIIOXKEHHS BBIIENAETCS TPONMCHBIME OyKBaMH
(ITOJIOXXEHUE, IIEPEYEHb, CIIMCOK wu npyroe). Ilocienyromue CTpOKH
3aroJIOBKa MOTYT OTJAENATHCS OT IEepBOM CTPOKH OJUHAPHBIM MEXCTPOYHBIM
HHTEPBAJIOM.

4.521. Tlpp Hanuyuu B TEKCTE IPIIIOKEHHUS HECKOJIBKAX pa3/esioB
WX 3arojJiOBKM I€YaTAlOTCs LEHTPOBAHHBIM CIOCOOOM OTHOCHTEILHO I'DaHHI]
TEKCTOBOTO I10J11. ToYKa B KOHIIE 3ar0JI0BKa HE CTaBHTCH.

4.5.22. B NONOXEHHUAX, IPOrpamMMax U APYTHX MONOOHBIX JOKYMEHTAX pas/Iesl
¥ TJIaBEI, KaK IpaBUJIO, HyMepyloTcs apabckumy mudpamu. 1logpassensl HyMepyroT
B mpefenax pasgena. HoMep mozppasjena JODKEH COCTOATh W3 HOMEpa pasnena
M HOMepa Iofpasfiefia, pasieleHHbIX TouKoH, HanpumMep: 1.2. Homep ImyHKTa JOJDKEH
COCTOSNTH W3 HOMepa pasfeNa W IyHKTa, pasfeNleHHBIX TOYKOHM, Hampumep: 2.5,
a IpM HAIMYAM TOAPA3NeNoB — M3 HOMepa pasjena, IoApasfiena W IYHKT,
pasjeeHHbIX TouKamu, Hampumep: 2.3.1. IIyHKTBI npu HEOOXOUMOCTH MOTYT
pasieNnsTbCs Ha IOAIYHKTBI, KOTOpblE MOTYT HMETh IIOPSANKOBYIO HYMEpaluio
B IpeJienax Kax/Ioro MyHKTa, Hanpumep: 1.2.2.1, a MOryT HyMepoBaThCA apabCcKIMH
Ed)paMi HiTE CTPOYHBIME GyKBAaMHU C 3aKPBIBAIONIEH KPYTiiod cKOOKOM.

4.523. TekcT NOPUIOXKEHHS MOXET ObITh OGOpMIIEH B BUAE TaOJMILL
ITpu odopMIIeHHH Ha KOMIIBIOTEPE TaOIHMYHBIX MAaTePHAIIOB JIOJDKHEI HCIIOJB30BAThCS
cpencTBa TexcroBoro pepakropa Word. CeTka Tabmuubl AenaeTcs HEBHIUMOM,
3a FCKITFOUYEHHEM 3ar0JIOBOYHON YacTH TaOJHIIEL.

I'padbl ¥ CTPOKH TaONHIBI JOJDKHEI UMETh 3arOJIOBKY, BEIPOXXEHHBIE HMCHEM
CYILIECTBUTEIHHBIM B UIMEHHUTEIILHOM ITaJIeXe.

B OXHOSPYCHO# 3ar0NIOBOYHOMN 9acTH TabJHIBI BCE 3aTOJNOBKH Ipad MUIIYTCS
C IpONHUCHON OyKBEI, a B IBYyX- U MHOTOSIPYCHOM — 3aroJIOBKH BEPXHEro sApyca rpadsl
IMAITYTCA C TPONHCHOH OyKBBI, @ 3arojIOBKH BTOPOIO, TPETHET0 U APYTUX SPYCOB
rpadpl MHIIYICS CO CTPOYHOH OyKBBI, €CIH OHH TIPaMMATHYECKA IOAIHHCHBI
3aroJIOBKY BEPXHEro spyca rpadsl.

EcIH 3aroJIOBKH BTOPOTO, TPETHETO U JPYrUX SpycoB rpadsl rpaMMaTHiecKH
He TOYHHEHbl CTOSIIEMY Hajl HUMH 3aroJIOBKY rpadbl, OHM MHUIYTCS C MPONHCHOMU

OYKBEI.
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I'padel TabIHIBI HyMepyIOTCcs apabckiuMu Hudpamu.

B GokxoBuke TaOMMIBI TEKCT KaXA0M MO3HMLUM JOJDKEH HaYHHATHCS
C TPONUCHOW OYKBBI. 3HAKM IPENHHAHHS CTABATCS TOJIBKO BHYTPU IPEIONKEHHS.
ITocne cios "Utoro", "Beero" nqBoeroyne He CTaBUTCS.

B mporpadxe TEKCT clefyeT IHCaTh CO CTPOYHOM OyKBBHI, 32 HCKIIOYECHHEM
FMeH coOCTBEeHHBIX. B rpadax Tabiul MOBTOPSIOIMECH SJIEMEHTE HE PEKOMEH/yeTCs
3aMEeHSTh KaBBIYKaMH.

Yycna ¥ TEKCTOBBIE JEMEHTHI B Ipadax PaBHSIOTCS IO IepBoi (BepxHel)
ctpoke GokoBuka. Uncia B cTONONAX BEIDABHMBAIOTCS B aBTOMAaTHYECKOM PEXHME
mo mpaBoif muépe, ApobM — IO 3aNATOM BHYTpHM YHCNA, MOCIE 3amsToi LHQpEL,
0003HAYAOIKE HECAThIE OJH, CTaBATCA IOJ HCCATBIMH, COTHIE — IOJX COTHIMH
M Tax jajuee.

Ecnu Tabnuiy nedararoT Oojiee 4eM Ha OJ(HOM CTpaHMIlE, 3arojIOBOYHAs JacTh
TaGIHIE! (3ar0J0BKM X HOMepa rpad) HOBTOPSETCS Ha KaXKIOU CTPAHHULE.

4.524. JlucTel TPUIOKEHHS HYMEPYIOTCS CaMOCTOSATEIBHO  HAaYHHAS
co BTOporo jmcra. HoMepa cTpaHuIl CTaBATCst BBEPXY CTPAHULBI IO HEHTPY.

4.5.25. Ilpy Hamuuuy IPUMEYaHH OHM II€YATAOTCS B KOHIE IPHIIOKEHHSL.
Ecnun mpuMmedaHue OJHO, TO IIOCHIE CJIOBa "IIpumedanue" CTaBUTCA TOYKA, TEKCT
IpPUMEYaHHs [ledaraeTcs ¢ HpomucHoH OykBel. Ecnu mpuMedaHuil HECKOIBKO,
to mocie ciosa "IIpuMeyaHus" CTaBHTCA [BOETOYHE, NPUMEYaHUS HYMEPYIOTCHA
apabcxumu mudpamu ¢ Toukoit. Cnoso "[pumeyanue” ("TIprnMevanus") mevaraeTcs
OT JIeBOIT IPAHMITEI TEKCTOBOTO HOJISL. TEKCT MPUMEUAHKS IIEYaTAeTCs Yepe3 OIMHAaPHBIH
MEKCTPOYHBIN UHTEPBAJIL.

4526. Tlpu HamwIad B TEKCTe INPUIONKEHHA CCBUIKM HAa CHOCKY
oHa 0(OPMIISIETCA KaK BEpXHHM HHIEKC 3Be370uKoll Mk nudpoii co ckobkoii. Texct
CHOCKHM ITedyaTaeTcsi B KOHI[€ KaXJOH CTpPaHMIbLl HIH TOCHIe IPHIOXKCHAS
B I[eJIOM [I0f 9epTOil (JUIMHA 4epTsl — OJHA TPETh IIMPHHBEL TEKCTOBOTO IIOJI).
CHUMBOJI CHOCKM cTaBHTCS ¢ a63ama. [locie cHMBOIa CHOCKH €€ TEKCT IIeYaTacTCs
¢ mpomucHoit 6ykssl mpudroM Times New Roman Ne 12 gepes OJTMHAPHBIN
MEKCTpOUHBI MHTEpBal. B KOHIE TeKCTa CHOCKM CTaBHTCS Touka. Ha omHoH
CTpaHHUIE HE JOJDKHO IPOCTABIIATLCS GoJiee TpeX CHOCOK.

4,527. B KoHIle NPHIOXKEHHS OQOPMIAETCS PEKBH3UT IOJNMCH BHIE-
ryGepHaTopa — pyKoBoxuTens ammapara I'ybepHatopa Bomrorpanckoi obactu.
HayMeHOBaHUE TOKHOCTHU I1€YaTaeTcs B TPH CTPOKHU OT JIEBOY MPaHHULBI TEKCTOBOI'O
TIOJIs Yepe3 OJUHAPHBIX MEXCTPOYHBIH HHTEPBAIL.

B npuioxeHMAX K IIOJNOXKEHHSM, IOpAAKaM, IpaBHjaM, HHCTPYKIUSIM
YKa3aHHBIH PEKBU3UT HOIIUCH HE OQOPMIISECTCS.

4.5.28. TIpunoXeHds BH3UPYIOTCS PYKOBOJMTENEM OpraHa HCIONHHTENBHOH
BiacTd Bonrorpanckoi obiacTd, BHECIIETO NPOEKT. PEKBU3UT BU3BI PYKOBOIUTEIIS
opraHa HCHOJHHUTENHHOM BIacTH Bosrorpajckoi 007acT# IeYaTaeTcs HIKE
pEKBU3UTa IOIINCH BHIe-TyOepHATOpa — PYKOBOIMTENS ammapara ['ybepratopa
Bosnrorpanckoii B mpasoi wacTi mucta mpuprom Times New Roman Ne 12
M BKJIIOYAeT B ceOs HaMMEHOBaHWE IODKHOCTH PYKOBOAWTENS, €ro HHHIHAIIEBL,
baMuIHMIO ¥ JTHYHYIO MOANIKCh. KpoMe Toro, NPUIIOKEHUS BAUSUPYIOTCS paboOTHUKOM
roCyHapCTBEHHO-IPABOBOTO yIpaBJieHHs ammapara I'yGepratopa Boirorpanckoi
o6ractd (Hatee IMEHYeTCs — FOCYLapCTBEHHO-IPABOBOE YIPABICHHE).
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4.5.29. OG6pasusl 0GOpMIEHUS MPOEKTOB IIPABOBBIX aKTOB IIPHBEIEHBI
B IIPUJIOKEHUH 7.

4.5.30. OdopmieHHBIe HaJUISKAIIIM 00pa3soM IIPOEKTHl NPaBOBLIX aKTOB
COIJIACOBBLIBAIOTCS C 3aHMHTEPECOBAHHBIMU OpraHAMM, OpTaHU3aLUAMHU U JOJDKHOCTHBIMM
munamu. Gopma GliaHKa COTIacOBaHMS IIPUBE/ICHA B IPUIIOXKEHUH 8.

4.531. OdopmieHHbIEe COOTBETCTBYIOIIMM 00pa3soM H COIIACOBaHHbIE
B YCTaHOBJIEHHOM IIOPSAKE IPOEKTHl IPABOBBIX AKTOB IIPEACTABISIOTCS B OTHEIN
PEeNaKIMOHHOTO W JIOKYMEHTal[HOHHOro obecreyenus anmapara I'ybepraropa
Bonrorpanckoit obnacti Al KOPPEKTHPOBAHHS U PEJAKTHPOBAHUS B COOTBETCTBUM
C IIPaBHJIAMH PYCCKOTO A3bIKa U MOCJIEAYIOLIEro HApaBaeHUs Ha IOANICaHue.

4.6. IIpaBoBbI€ aKThl YIIpaBIICHUS AeIaMU

4.6.1. TlpaBoBele aKkTHl YIpPaBIECHHS NENaMH MOTYT HOCHTh HOPMAaTHBHBIH
IIpaBoOBO# MO0 MHAVBHAYaJIBHBIA IPABOBOU XapaxTep.

4.6.2. TIpaBoBble aKTHl H3JAIOTCS B IIpefeNnax IMOJHOMOYMH YIIpaBiIeHUS
nenamMu B (hopMe MpUKa30B.

IIprkass! YipaBieHus JeaMu GOPMUPYIOTCS B CISAYIOIIHE HOMEHKIIaTypPHBIE
nena:

a) IpHUKa3bl 110 OCHOBHOH (IPOGHIBHOMN) NEATETbHOCTH,;

0) IpUKa3EI 10 JIAYHOMY COCTaBY:

npHeM, liepeMelieHIe, COBMELIEHHUE, IIEPEBO]], YBOIBHEHHE;

aTTecTalys, IOBLIIIeHAe KB GUKA¥Y, IPHCBOCHHE YIHOB,;

n3MeHeHnrne GaMuIuy, HMEHH, OTIECTBA,

MOOIIPEHHs], HarpaxIeHWs, OIUlaTa Tpy[Ad, IPEMHPOBaHHME, pa3IMIHbIC
BBITIJIATHI; .

OTIyCKa IO OEpeMEHHOCTH H pOJaM, IO YXOAy 3a pebeHKOM, OTIycKa
6e3 coXpaHEHHs CONEPKAHUS,;

IyIATeIbHbIe KOMaHIMPOBKH B Ipeernax Poccuiickoit Meneparyy 4 3a Mpesieybl
Poccuiickoit Oenepanuy;

B) IPHUKAa3bI [10 JINYHOMY COCTaBY:

0 JUCHMIIIMHAPHBIX B3BICKAHUSX,

0 eXKETOIHBIX OITAYABAEMBIX OTILYCKaX, OTILYCKax B CBS3H C 00yYeHVeM;

0 JIeXYpCTBaX;

0 KpaTKOCPOYHHIX KOMAHIHUpOBKax B Ipenenax Poccmiickoit ®enepanuu
u 3a npeensl Poceuiickoit ®enepanyy;

T') IpMKa3bl [0 8JMHAHACTPATHBHO-X03HCTBEHHBIM BOIIPOCAM.

4.6.3. OcHOBaHMAMH I pa3paboTKH IPOEKTa MPABOBOT'0 aKTa SBJIAIOTCA:

nopydenne ['ybepraTopa Bonrorpajckoi o6iacT;

mopydeHue BHIle-ryOepHaTopa — pPYKOBOJWTENS ammapara I'yb6epuaropa
Bosrorpazackoii o6imacTy; '

IIOpYYeHHUE YIPaBIIAIOMIEr0 JeIaMu;

Iopy4eHne roCyIapCTBEHHO-IPABOBOTO YIPABJICHUA allapara ['yGepHaTopa
Boirorpajickoii 061acTu;
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HHUITHATHBA  CTPYKTYPHOIO  IOApa3[eleHUs  yIpaBlIeHHs  JeJlaMu,
K IIOJIHOMOYMSM KOTOPOTO OTHOCSTCS BOIPOCHl, KOTOpBIE IIpeliaraercs
yperyJIApoBaTh JaHHBIM IIPOEKTOM;

CyneOHBIN aKT, BCTYIUBIINHA B 3aKOHHYIO CHILY;

aKT MPOKYPOPCKOro pearupoBaHus;

npennucanne YupasneHus DenepanbHoOd  aHTHMOHOIOJIBHOH  CILyXOBI
o Bosrorpanckoit obnacty;

NpeanucaHne benepanpHOrO oprana HCITOTHUTENBHOU BIIACTH,
OCYIIECTBIISIONEr0 KOHTPOJb 3a MHCIOJHEHHEM IoNHOMouMd Poccuiickon
depnepanyy, nepeqadHbx cyobekraM Poccuiickon Penepanuy;

3aKimodeHne YmpasieHus MunucTtepcTa roctuiun Poccuiickoin Denepanun
1o Bomrorpaackoit o6acT.

4.6.4. Ilpu BEHISBICHUM HECOOTBETCTBUS IIPABOBLIX aKTOB IEHCTBYIOIIEMY
3aKOHOMATENbLCTBY JINOO HpH HEOOXOAUMOCTH NPHHSATHS HOBBIX IPaBOBBIX aKTOB
B pasBUTHE JIEHCTBYIOIIETO 3aKOHOAATENBCTBA CEKTOPOM IPABOBOTO H KaJpOBOTO
obecrieueHnss YnpaBieHHs [JenaMu (Janee HMMEHYeTCs — CEKTOp IpPaBOBOIO
M KaJpoBOro obecredyeHds) HampapiseTcs WHQopManus O HeoOXOXUMOCTH
IIOJIFOTOBKM COOTBETCTBYIOIEI0 IPOEKTa IIPAaBOBOIO aKTa C YKa3aHHeM CpokKa
ero IOATOTOBKHA B ajpec CTPYKTYPHOTO IIOApAa3JeleHUs YIPAaBICHUS eIaMH,
K BOIIPOCaM BEAEHUS KOTOPOTO OTHOCHUTCS IIPEAMET IIPABOBOIO PETYIMPOBAHHS
COOTBETCTBYIOIIEro IipaBoBoro akrta. CTpyKTypHOE MOApa3felieHHEe YIIpaBlICHUSA
IeNaMH B YKAa3aHHBIA CPOK W B YCTaHOBJIECHHOM IMOpAAKE 005A3aHO MOATOTOBHTH
COOTBETCTBYIOIIMIA MPOEKT IIPaBOBOrO aKTa.

4.6.5. TIpoeKThI MPABOBEIX aKTOB JIOJDKHEI OTBEUATH CIEAYIOIUM TPEOOBAHHSIM:

COOTBETCTBOBATH  (emepansHOMy ¥ 00JacTHOMY — 3aKOHOIATENbCTBY,
TpeOOBaHUSIM IOPUIUIECKOH TEXHUKH;

HMETh KpaTKoe, SICHOE M YeTKOE H3JIOXKEHHE CYTH BOIPOCOB, HMCKIFOYArOIEe
BO3MOKHOCTH JBOSKOTO TOJIKOBAHMS, C Y€TKO CHOPMYIMPOBaHHBIMU ¥ 0OOCHOBAaHHBIMU
HeJSIMH U 3a1a4aMH.

4.6.6. IIpoeKT MpaBOBOro aKTa pa3pabaTkIBacTCA CTPYKTYPHBIM HOApas/ieeHueM
VipaBienus AejiaMd, K BEJCHHIO KOTOPOIO OTHOCATCSA BOIPOCHI, PErylupyeMble
JAaHHBIM IPOEKTOM (J1ajlee UMEHYeTCs — pa3pabOT4HK), TP STOM MPOEKTHl IPHKA30B
IT0 TIpUEMy, HEPEMEIIEHUIO, COBMEIICHHUIO, IIEPEBO/TY, YBOIFHEHHIO pa3pabaThIBaloTCs
B CpOK, He IMpeBbIIAOIUA Tpex paboumx Jued. IIpoekt mnpaBosoro axra
COIVIACOBBIBAETCS C 3aMHTEPECOBAHHBIMH  CTPYKTYPHLIMH  IIOApa3feICHHSIMHA
VipaBieHus AelaMH, OCYIECTBIIAIOMMUME KOHTPOJIb X KOOPAWHAINIO AESTEIbHOCTH
paspaborumka (IpY HAIMYUM), & TaKkKe B ClyYasx, [PEIyCMOTPEHHBIX
3aKOHOIATeNIbcTBOM Poccuiickoit @enepanyu U Bomrorpagckoit o61acT, ¢ HHBIMH
OpraHaMd TOCYJapCTBeHHON BIacTH Bosrorpamckoit o6macTd, OpraHu3alUsMy
M JOJDKHOCTHBIMHE JIHIaMH (Jajiee UMEHYIOTCS — 3aHHTEPEeCOBAHHBIE JINIIA).

ITpoeKT mpaBoOBOrO aKTa, BHOCSIIUM M3MEHEHHS B paHee NPHHSTHI IPaBOBON
aKT, COTJIACOBBIBAETCA TOJBKO CO CTPYKTYPHBIMH IIOJpa3/elCHHAMH YIIpaBJICHUS
IlelaMH, KOTOPBIX 3aTParkBaioT BHOCKMBIE M3MEHEHMS,  CTPYKTYPHBIM IIOJIpa3/ielIeHuEeM
VYIpaBieHus JellaMi, 0T OTOBUBIINM II€PBOHAYAILHbINA IPABOBOH aKT.
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4.6.7. TIpoeKT COTJIaCOBBIBAETCS YKA3aHHLIMM 3aHHTEPECOBAHHBIMHA JIHMIIAMHA
B CPOK, He MIPEBBIIIAIOIIIH IIITH pabouuX JHEH ¢ JAThl €ro MOCTYIIICHHS.

4.6.8. K mpoekTy HOpMAaTHBHOIO IIPaBOBOIO aKTa IPHIIAralOTCs MaTepHalIbl
0 cornacoBaHuM (OJAHKH COIJIACOBAaHMS, IHMCbMa, IIPOTOKOJEI), HOSCHUTEIbHAS
3aIucKa, (UHAHCOBO-3KOHOMHYEeCKOe OOOCHOBaHHME (B CiIy4ae €CId MPHHSATHE
HOPMATHBHOTO MPABOBOTO aKTa MOBIEYET PAcXOfbl 00IACTHOTO OO/KeTa), KOIMUH
OTMEHSEMBIX HOPMATHBHBIX [PaBOBBIX aKTOB JHOO aKTOB, B KOTOPHIE BHOCATCS
M3MEHEHHS, SKCIIEPTHBIE 3aKIIFOYEHHMS, aKThI IIPOKYPOPCKOT0 pearnpoBaHusl, 3asiBICHUS,
XO/laTaliCTBa, IPECTABICHHS, CIIPABKH, a TaK)XKe HHBIE JOKYMEHTEL.

4.6.9. K npoexTy HHAUBHUIYaIFHOIO IPABOBOr0O aKTa IPHJIAratoTCs MaTeprallbl
0 coriacoBaHHU (GJaHKH COTJIACOBAHHMS, IMCHMA, MPOTOKOJIEI), KOMHA OTMEHSIEMBIX
IPaBOBEIX aKTOB JIMOO aKTOB, B KOTOpbI€ BHOCATCS H3MCHEHHs, 3asABIICHHUSA,
XO0/IaTaliCTBA, IIPEACTABICHHs], CIIPABKH, & TAK)Xe HHBIE JIOKYMEHTHIL.

4.6.10. BiaHK cOIJIacoBaHMs IIPaBOBOro akta odopMisieTrcs 1o Qopme
COIJIACHO MPHUJIOKEHUIO 8.

4.6.11. B ciyyae ynoMMHaHHUS B IIPOEKTE IIPABOBOI'0 aKTa FOPUANIECKOIrO JIMIa
(32 MCKIIOYEHHEM OpPTaHOB TOCYAapCTBEHHOH Biacth Bomrorpazackoit obmactw,
TepPUTOPUANBHBIX OPraHoB (eJlepalbHEIX OPraHOB HCIONHHUTENBHOH BIACTH
¥  OpraHoB  MeCTHOTO  CaMOYIpaBIeHHS  MYHHIMIAIBHBIX  00pa3soBaHMii
Bosrorpajickoii 00J1acTH) K HPOEKTYy YKAa3aHHOIO IPAaBOBOIO aKTa IIPUIIararoTCs
KOIIMM YYPEAUTENBHBIX JOKYMEHTOB COOTBETCTBYIOIIEro IOPHIAMYECKOro JMia,
HGO BBIMHCKA U3 EJMHOrO FOCYJapCTBEHHOTO peecTpa IOPHAMYECKHMX I, 6o
pacrevatanHas Ha OyMa)KHOM HOCHTeNIe H 3aBEPEHHAd IIOMIHCHIO paspaboTdrKa
KON CTPAHHIIEI O(QHUIMANBEHOTO caiiTa pErHCTPEPYIOIEro oprata B cetd VHTepHeT,
cozieprKallas CBeJCHHS O HAUMEHOBAHUH U MECTe HaXOXACHHSA FOPUIUIECKOro JIHa
¥ JaTy uX OOHOBJIEHHS.

4.6.12. Tlpn HanMuue 3aMEYaHHH K TPOEKTy [PaBOBOI'O aKkTa B OnaHke
COIIACOBAHMUS JeaeTcs OTMETKA "CM.3aMeyYaHusl’ ¥ CTaBUTCS MOAMHUCH PyKOBOIUTEILT
CTPYKTYPHOTO IOApasieleHus MM PYKOBOIHTEILT COTJIaCyIOIEH OpraHu3allvH.
3aMeuaHHs ITOAMUCHIBAIOTCA PYKOBOAWTEIEM CTPYKTYPHOIO MOAPa3ACICHHUS
VIIpaBleHus JeamMy WK PyKOBOJUTENEM COITAaCyIOiell OpraHu3alii 1 IIPATararoTes
K COIIAaCyeMOMY IIPOEKTY IIPaBOBOrO aKTa.

4.6.13. Tlpu HanU4UK Pa3HOIJIACHH IO IPOEKTY IPABOBOrO aKTa pa3paboTUuK
IPUHEMAET Mepbl K HX YCTPaHEHWI0 JMOO0 MOArOTaBIMBACT MOTHBHPOBAHHOS
000CHOBaHHE HEBO3MOXHOCTH YCTPaHEHHS H IPHKIAJBIBAET €ro K IIPOCKTY
IIPaBOBOT'O aKTa.

4.6.14. CorjacoBaHHBI IPOEKT MPABOBOIO aKTa (HE3aBUCUMO OT HAIAYIKSA
pasHOIJIackii) BMECTe C IIPHIAralONIMMICS MaTepHallaMH, YKa3aHHBIMH B IIyHKTaX 4.6.8,
4.6.9, 4.6.11 WHCTpykuum, HampapiseTcs pa3pabOTYMKOM B CEKTOp MPABOBOTO
M KaJpOBOro oOecleyeHusl.

4.6.15. CeKkTOp IpaBOBOTO H KaJpOBOro OOecIedeHHs! ONIpelesIeT CTaTycC
IpaBoBOro axkta (HOPMATHBHBIA [PaBOBOH HIH MHIUBUIYAIBHBIA IIPaBOBOK)
¥ TPOBOAUT MPABOBYIO OKCIEPTU3y B OTHOUICHHH IIOCTYIMBLIETO MPOEKTA
IIPaBOBOT'O aKTa.



40

OIHOBpEMEHHO C IPaBOBOM 3KCIEPTH30M CEKTOP NPABOBOIO M KaJpOBOIO
obecriedeHns: MPOBOJUT aHTHKOPPYNIUOHHYIO SKCIEPTH3Y IPOEKTa HOPMATHBHOI'O
IpaBOBOrO aKTa B IOps/IKe, YCTAHOBJIEHHOM IocTaHoBileHueM I'yGepHaTopa
Bomarorpaackoit 06yacTH.

4.6.16. TIpoeKT mpaBOBOrO aKTa BH3UpPYyeTCs pabOTHUKOM CEKTOpa IPaBOBOTO
¥ KaJpoBOro obecredyeHus, NPOBOAMBIIMM IPaBOBYIO M aHTHKOPDPYIIMOHHYIO
SKCIIEPTH3BL, & TAKXKe 3aBeIyIOLINM CEKTOPOM IIPaBOBOIO ¥ KaJpOBOT0o 00ecrneYeHus.

4.6.17. B oTHOIIEHUH IIPOEKTa HOPMATHUBHOIO IIPABOBOIO aKTa, IPOLIENIIErO
IpaBOBYKD M aHTHKODPPYILMOHHYIO SKCIEPTH3BI, pa3paloTYMK B Clydasx,
YCTaHOBJIEHHBIX ITOcTaHOBIeHHeM I'y6epHaTopa Bonrorpanckoi obnactu ot 30 uross
2015 r. Ne 687 "O mopsiike DpOBENEHHS OLEHKU PErYIMPYIOIIEro BO3JECHCTBUAL
IIPOEKTOB HOPMATUBHBIX IPAaBOBBIX aKkTOB Boirorpanckoi obmactu”, obecneynBaer
IIPOBEJICHIE OLEHKH PEryJIUpYIOLIEro BO3ICHCTBHU.

4.6.18. B ciy4yae BBISBICHHS HECOOTBETCTBHS IIPOEKTa IIPABOBOTO -aKTa
JIeHCTBYIONIEMY 3aKOHOJATENbCTBY, TPEOOBAHMAM HOPHIAMYECKON TEXHHUKH CEKTOP
IIPaBOBOrO ¥ KaJpoBOro obecrnedeHus BO3BPALIAET ero paspaboTuuKy mist JopaboTKH
C IPHUIIO)KEHHEM B HEOOXOJUMBIX CIy4asX MUCbMEHHOIO 3aK/IFOYCHHUS.

Heo6x0MuMOCTh ITOATOTOBKH 3aKJIFOUEHHS 3aBEIYIOIIMHA CEKTOPOM IIPaBOBOIO
M KaJpOBOro o0ecreueHnsl onpeaeaeT CaMOCTOATENBHO.

4.6.19. Cpox paboTel CeKTopa IIPaBOBOrO M KafpoBOro obecneyeHus
C IPOEKTOM HOPMATHBHOIO IIPABOBOTO aKTa COCTAaBJIAET CeMb pabounx JHeH
CO [IOHA €ero IIOCTYIUIGHHS, C IPOEKTOM WHIMBHIYaJIBHOIO IIPaBOBOIO aKTa
(32 HCKIIOYEHHEM IIPOEKTOB IPHKA30B IO IMpPUEMY, IEPEMELICHUIO, COBMEIICHHUIO,
IIEpEeBOy, YBOJIBHEHWIO) — TpH pabouyux JHA CO JHS €ro IOCTYIUICHHUS,
C IpOEKTAaMH MPHKA30B IO IIpHEMY, IEPEMEINEHHIO, COBMEIIEHHUIO, IEPEeBOLY,
YBOJIBHEHHUIO — OXUH paboduii ZIeHb CO JHA HX IMOCTYIUIeHHs. B ciiy4ae BO3BpalleHus
IIpOEKTa MpPaBOBOTO aKTa ANA JOpPabOTKH YKa3aHHBIA CPOK HMCHHCISETCS BHOBD
CO JHS IOCTYIIEHHS B CEKTOP IPaBOBOTO M KaJpOBOro obecredeHus 10paboTaHHOro
IIpOoeKTa IPaBOBOr'o aKTa.

4.6.20. Eciu B mporecce HOpaOOTKH B NPOEKT INPABOBOIO aKTa BHOCSTCS
U3MEHEHHS II0 CYIIECTBY IPOEKTa, OH IIOMJEKHT ITOBTOPHOMY COTJIaCOBaHHIO
C 3aHHTEPECOBAHHBIME JIMIAMH, & TAkKe PACCMOTPEHHIO M BU3UPOBAHMIO PabOTHUKAMH
CceKTopa IPaBOBOro U KaIpoBoro obecrederrst. [IoBTOPHOTO cornacoBanus He Tpebyerc,
eclM Ipy JopaboTKe BHECEHB! YTOUYHEHH, HE H3MEHUBIIHE CYINECTBA IPOEKTa.

4.6.21. IToaroToBIeHHBIA MPOEKT IIPABOBOIO aKTa BMECTE C COMPOBOAUTENIBHBIMU
MaTepuallaMi ITOoclie €ro COrJacoBaHMs M BU3HPOBAaHHA B CEKTOpE IPaBOBOIO
¥ KanpoBoro ofecredeHuss mnpexacrasBigercas B OTaen JenompousBOJACTBa UL
KOPPEKTUPOBAHUS ¥ PENaKTHPOBAHHS B COOTBETCTBHH C IIPABUJIAMU PYCCKOTO SI3bIKa.
- Cpok pabotsr Otzena AeIONPOM3BOACTBA C MPOEKTOM HOPMATHBHOIO IPABOBOTO
aKTa COCTAaBIISIET IATH pabounx mHed. IIpu HeoOXO0AMMOCTH yKa3aHHBIH CPOK MOXET
6BITH IpoVIeH HauabHuKOM OTHeNa NeNoNpOr3BOACTBA 0 CEMH PaboUnX IHEH.

4.6.22. Tlocite mpoBeleHUsT PENaKTOPCKOH IPaBKH IMPOEKT NPaBOBOTO aKTa
¢ 06OpOTHOM CTOPOHBI BH3HMpyeTCsl paspaboTdynkoM M HadaubHukoM Otxena
IeJIOIIPOU3BO/ICTBA.

4.6.23. TIpoeKTHI IPAaBOBBIX aKTOB HAIPABIIAIOTCS Pa3paboTYMKOM Ha IOAIUCH
YIIpaBJISIOMIEMY JE/IaMH (JIULLY, BpeMEHHO OCYIIECTBIIIOMIEMY €I0 MOJHOMOYHS).
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4.6.24. TIpoeKkTbl NpPaBOBBIX akKTOB, MMEIOIIME HECHSATBIC pa3HOIJacus,
TIPE/ICTABJIAIOTCS HA IOAIKCH C HpeIBapHTelbHBIM JOKIaIoM HadanpHuka OTaena
JIEJIONPOM3BO/ICTBA O CYIECTBE PA3HOIIACHH.

ITpoexT MpPaBOBOrO aKTa C pasHOIJACHAMH MPEACTaBIACTCS Ha IOJINCH
TOJILKO BMECTE C IIOJJIMHHHKAMH 3aMEYaHWil M NHUCbMEHHLIMH MOTHBHPOBaHHBIMHU
BO3pAXXEHHSIMU pa3pabOTYUKa Ha YKa3aHHEIE 3aMedaHusl.

4.6.25. TlomgmucaHHBIE IPHKa3bl PETCHCTPUPYIOTCS B JCHb MX ITOANHCAaHUA
OT/1e0M JeNONpPON3BOICTBA B XKypHAIAX PETUCTPALMM IPHKA30B Y IPaBJIeHYS eNaMy,
COCTaBIEHHBIX IO (POpME COTJIACHO IPHIIOXKEHHIO 9.

PervcTpanioHHsie HOMepa IPHCBaMBAIOTCA NPHKa3aM IO MOPSIKY HOMEpOB
B IIpe/ienax KaJeHAapHoro roja.

4.6.26. Komuu IpaBOBBIX AaKTOB PpAaCCHUIAIOTCA B COOTBETCTBHU C PEECTPOM
pacceuiku 1o (opMe coriiacHo npunoxeHnro 10. B o0szaTenbHOM MOPS/KE KOIMH
IIPAaBOBBIX aKTOB PAcCHUIAIOTCS BCEM Ha3BaHHBIM B NIPABOBBIX aKTaX OPraHU3alHAM
W OJDKHOCTHBIM JIMIaM, pa3paboT4dHKy, a TaKKe B CEKTOp MPaBOBOTO U KaJpOBOIO
obecrieueHusl.

4.6.27. Konux HOPMATHBHEIX NIPAaBOBBIX aKTOB HAIIPABJISIIOTCS B IIPOKYPATYpy
Bonrorpanckoii  obsnactu, YupaBleHHe MunuctepctBa focTviuu  Poccmiickon
®epepamuy 1o Bonrorpaackoii 0671acTH, TOCYJapCTBEHHOE GIODKETHOE YUPEeXKICHHS
KynbTypsl "Bonrorpajckas o0nacTHas yHHBepcalbHas HayuHas Oulimoreka
um.M.Toppxoro" (mBa 3Kk3eMIUIipa), HHQOPMAIMOHHBIE CIYXObl B COOTBETCTBHH
C 3aKTIOYEHHHIMM C HHMMH JoroBopamu. Konuu NpaBOBBIX aKTOB, MOJJIEXKalUX
OLyGIMKOBAHKIO, HAIPABJIIOTCS. B PEIAKIMIO raseTsl "Bonrorpajckas npasna”.

4.6.28. OsHakomieHne paOOTHUKOB YIpaBJIeHHS JOejaMd C IpHKa3aMu
OCYIIECTBISETCS B CPOK, HE IPEBEINIAIONMA OnHOro pabodero AHS CO JHA
PErMCTpalliy MpHUKasa, IyTeM Mepeflaud KONMMK NpHKasa IOJ MOANMCH Ha JIMCTE
O3HAaKOMJICHHSI C IIPHKA30M, COCTABIEHHBIM IO (opMe COrnacHo mnpwioxenuio 11,
Y Ha 000pOTHOM CTOPOHE OpHUIHHAJIA ITPHKa3a.

JloBefileHMe  TpPHKA30B IO OCHOBHOH  (HPOQWIBHON)  JE€sITeNBHOCTH
WM 10 aIMHHHCTPATHBHO-XO3SWCTBEHHBIM BOIPOCAM JIO CBEJEHHS pabOTHHKOB
V1paBieHus JejaMu ocyinecTsisercs pabotaukom Orena Jenonpor3BoiCTBa.

JloBelieHWe IPHKA30B MO JIMYHOMY COCTaBy JIO CBEJeHHS DPabOTHHKOB
YIpaBieHus JelaMi OCYLIECTBIAETCS pabOTHUKOM CEKTOpa IPaBOBOTO H KapOBOTO

obecreyeHus.

4.7. ObopmieHue IPAKA30B YIIPaBJIeHUs AeIaMu

4.7.1. Tlpukassl medararoTcs Ha OnaEKax ycraHoBieHHo# Qopmer. Cocras
PEKBH3UTOB  JOKYMEHTOB M MpaBWia HX OQOPMICHHS YCTaHABIIUBAKOTCH
B cooTBeTCTBHH C TTonoxeHusmu craunapra 'OCT P 7.0.97-2016.

JIOHOHATENBHO K peKBU3UTaM GJlaHKa DPUKa3a, yKa3saHHBIM B IYHKTe 4.2.5,
0(hOPMIISIOTCS CleyIoue PeKBU3HUTHL: "3arooBok K Texcry", "Tekcr DOKyMeHTa',
"TTommucs", "Bussl". Pexsusutsl nedatarorcs mpupTom Times New Roman Ne 14
OOBIYHOM HACHIIIIEHHOCTH.
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4.7.3. 3aroj0BOK K TEKCTY.

3aroloBOK K TEKCTy sBJsieTcsl 00s3aTeNbHBIM PEKBU3UTOM IIpHUKasa
W COCTaBISIETCS KO BCEM IpPHKa3aM. 3arojiOBOK K TEKCTY MOJDKEH KpaTKO M TOYHO
OTpaXaTh COJIepXKaHue TeKCTa U oTBedats Ha Bompoc "O gem?" ('O xom?"), Hanpumep:
"O6 yreepxieHun...", "O cosganuu...", "OO6 o6bsBrenud..", "OO0 wurorax.."
U Tak panee. Todka B KOHIE 3aroJIoBKa K TEKCTY HE CTAaBUTCS. \

3aroloBOK K TEKCTy II€YaTaeTcsl Ha PacCTOSHUM HE MeHee 1,5 caHTHMeTpa
oT pekBu3uTa "MecTo COCTaBIeHHS (W3JaHHA) NOKyMEHTa" Hepes OJMHApHBIH
MEXCTPOYHBIA HHTEPBAJl K IEHTPHPYETC.

4.7.4. TexcT BOKyMEHTA.

TekcT DOKyMEHTa OTHENSeTCS OT 3arolioBKa K TeKCTy 2-3 OJMHAPHBIMU
MEXCTPOYHEIMM WHTEpBalaMH, IEe4aTaeTcs OT JICBOM TIPaHMIBI TEKCTOBOTO IO
yepe3 ONMHAPHBIA MEXCTPOYHBIH HHTEpBAl, BLIDABHMBAETCSI [0 JICBOH M IPaBOi
IrpaHHUIAM TeKCcTOoBOro mois. Ileppas cTpoka ab3ana HAYMHACTCA HA PACCTOSHHUH
1,25 cagTEMeTpa OT JIEBOM IPaHHUIIBI TEKCTOBOT'O MOJIA.

TexcT IDOKYMEHTa MOXKET COCTOSATh M3 JBYX 4acTedl: KOHCTaTHpYIOIeH
(npeaMOyJ1bl) B PacIIops AU TENbHOM. _

B KOHCTATHpYIOUIell 9ACTH KPAaTKO H3IAraloTcs NeMd M 3a7add, (QakTel
¥ COOBITHS, IOCIY>XKHBIIAE OCHOBAaHHMEM JUIA H3IaHUA IpHKa3a, M HAIMHACTCS
oma ciosamu: "B memsx...", "Bo ucmongenue...", "B coorsercteuu...", "Jlui..."
g gpyrumu. Ecip IIpuKa3 H37aeTCs Ha OCHOBaHHMM Jpyroro JOKyMeHTa,
TO B KOHCTATHUPYIOIIEH YacTH YKa3bIBAalOTCS HAaHMMEHOBAHME 3STOTO JOKYMEHTA,
HAMMEHOBAaHHEC OpraHa, H3/ABLIETO JOKYMEHT, HaTa, PErHCTPAIMOHHBIA HOMEP
¥ 3aTOJIOBOK K TEKCTY.

KoHCcTaTUpyIOllass 4YacTh MOXET OTCYTCTBOBATh, €CIM MPEAIHCHIBACMbIC
B pACHOPSIUTEIHHON YacTH NEHCTBAS HE HYXAAIOTCA B PasbiCHCHHUH (manpumep,
B IpHUKa3aX O Ha3HAUCHWM KOMHCCHH, 00 YTBEpXKICHHH UHCTPYKLIAH, AaKTOB,
HOpPMATHBOB U TaK Jaee).

[IpeamOyina B IpOEKTaX MPHKA30B 3aBEPIIACTCS CIOBOM "IprKa3bIBalo: ",
KOTOpOE TIeYaTaeTCs BPaspsKy.

PacropsiuTenbHas 4YacTh JOJDKHA COZepXkaTh MOPYYEHHs C YyKa3aHHEM
ycronHUTeNs (MCIIOJHUTENEeH) H CPOKOB HCTIOTHEHHU.

PacropsauTenbHas 4acTh MOXET JeIATHCS Ha MYHKTBI U IONITYHKTBI, KOTOPBIC
HyMepyIoTcs apalGcKkuMu Iugpamu. JIeHCTBHSA OTHOPOIHOr0 XapaKTepa MOryT OBITH
epeunciensl B OJHOM IyHKTe. IlocnepHu# ITyHKT pacropsiiUTENbHON YacTH
CONCPXKUT CBENEHHS O NOJDKHOCTHOM JIHMIE, Ha KOTOPOE BO3/IAraercs KOHTPOJb
3a WCIONHeHHeM Iprkasa: "KOHTpONb 3a HCIONHEHHEM HACTOALICTO IpHKasa
BO3JIOXHUTH Ha...".

4.7.5. Ecnmu mpuKa3 W3MEHSET, OTMEHSET MJIM JOIOJHSACT PaHee U3JJaHHBIH
IOKYMEHT WJIH KaKHe-TO €ro MOJOXEHHs, TO OIMH U3 IYHKTOB pacrnopsAUTEIIbHON
qacTH TeKCTa MJOMDKEH COAEpPXKaTh CCBUIKYy Ha OTMEHSeMBIH MOKyMEHT (IyHKT
JIOKyMEHTa) C YKa3aHMEM €ro [Iarhl, HOMEpa W 3aroJioBKa. TekcT MyHKTa JOJDKEH
HauMHATHCA ciioBaMy "IIpU3HATE YTPATHBIINM CHILY...".
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4.7.6. JlomyckaeTcss yMeHbLIEHHE OTCTYIIOB MEXAY PEKBH3UTaMH '3arojioBOK
k Tekcty", "Tekcr jgokymenTa", "[loanuce" npyu HEOOXOAUMOCTH Pa3MEIEHHS TEKCTa
IIpUKasa Ha OJ{HOM CTpaHHMILE. ‘

47.7. Tlpu odopmieHHH IpHKaza Ha JABYX H Oojiee CTpaHHIax BTOpas
M IIOCHeAyIolue CTPAaHMIB HyMepyloTcs HauWHas co Broporo Jmcra. Homepa
CTPaHHUI] CTAaBSATCS BBEPXY CTPAaHHIKI 10 LEHTPY.

4.7.8. ITonmuce.

Ilognuch  OTHENsETCS OT  TeKCTa  TPeMs—4eTBIPbMSA  OJHHAPHBIMH
MEXCTPOYHBIMH HMHTEPBAJTAMH H COCTOMT M3 HAMMEHOBAaHWS MOJDKHOCTH JIHIA,
TOAMHCHIBAIOIIETO NOKyMeHT (6€3 yKa3aHus HauMEHOBaHHs YIpPaBICHUS NElaMH),
JTAYHOM MTONIMCH ¥ paciuippOBKA MOJIUCH (MHALKANBI, QaMIIAs).

Wunnyansl ¥ (QaMuIds IIe4aTaroTcsd OT IpPaBOd IPaHHIBI TEKCTOBOIO IO
B ONHON CTPOKE C MOCJENHEH CTPOKOH HAaVMEHOBAaHMS €ro AOJDKHOCTH. IIprka3sel
MOJIHCHIBAET YIPAB/SIONIMN JellaMd MM JIMI0, BPEMEHHO OCYIIECTBIIAIOIIES
€ro IOJHOMOYHSI.

Hampumep:
YpaBisIOmui JeJaMu Ilommuce N.O.Oamunus

O6pasel; 0hOpMIIEHHS [IPHKa3a IPHBEIEH B IPHIOKeHUH 12.

4.7.9. CoBMecTHEIE MPaBOBBIE aKThl O(QOPMISIOTCS Ha CTAHAAPTHBIX JMCTaX
6ymaru ¢popmara A4 (210 x 297 mm) Ges Granka.

ITpu oopMIIEHNH COBMECTHOTO MMPABOBOT'0 aKTa:

HaUMEHOBAHHS  TEPPUTOPHANBHBIX  (ellepaibHbIX  OpraHoB,  OPraHOB
HCIOJHUTENLHON BJIACTH BoJrorpaackoil o06iacTd, OpraHHM3al[Mid PacIoyaratoTcs
Ha OJHOM YPOBHE;

HauMeHOBaH¥e BH/Ia JOKYMEHTA PacIiojlaraeTcs IEHTPOBaHHBIM 00pasoM;

JaTa COBMECTHOTO IIPaBOBOTO aKTa eJWHas, COOTBETCTBYeT Jare Ooiee
[O30HEH MOAIKCH;

PErHCTPAIOHHEIA HOMEp [JOKyMEHTa, COCTaBICHHOTO COBMECTHO JBYMI
u 6oJiee TEPPUTOPHAIBHBIME (eslepalbHBIMUE OpraHaMy, OpraHaMu HCIIOJTHATEIBHOM
BIIACTH Bosrorpaackoil o0JacTH, OpraHHU3alUsIMH, COCTOMT M3 PErdCTPaliOHHBIX
HOMEpOB, IIPOCTABIISIEMBIX 4Yepe3 KOCYI0 HepTy B MOPANKE YKasaHHs aBTOPOB
B IOKYMEHTE;

IIOAIACH PYKOBOJUTENEH TePPHTOPHANBHBIX (QelepalbHEIX OPraHoB, OpraHOB
MCIIONHUTEIBHOM BIAcCTH BONrorpajickoil 007acTH, OpraHM3aliié pacosararoTcs
HH)KEe TEKCTa Ha OJHOM yPOBHE.

4.7.10. B 61aEKe cOrylacoBaHHS IIPOEKTA MPHKa3a yKa3blBaeTCs HAUMEHOBAHAE
aBTOpa MpoeKTa Ipukasa. OHO pa3MEemaeTCsi OT BEPXHEH IPaHHUIbl TEKCTOBOTO II0J,
BEIPABHUBAETCS 110 JIEBOH IPAHALIE TEKCTOBOIO IOJIA, IIE€YATACTCS 4epes OJIMHAPHBIN
MEXCTPOUHBIH HMHTEpBal M BKIIOYAET B CeOs CIOBO "BHeceHo", HauMEHOBaHHE
CTPYKTYPHOTO HOApa3eNeH s YIPaBIeHHs JeTaMH.
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B 6naHke coIrylacoBaHdsl  pa3sMelleHa Tabiuuma [ 3alO0JHEHHs
c 00s3aTeNpHBIM YKa3aHWEeM JOJDKHOCTeH, Mojmmced, naT M GaMuidi Ju,
COTJIAaCOBaBIIMX IPOEKT IIpHKa3a, TEKCT TaOIMIbl I1€4aTaeTCs IOy TOPHBIM
MEXCTPOYHEIM HHTEPBAJIOM H BKIodaeT B cebs cnosa "TIpoekt coriacosan”,
cocTaBlfgione peksm3uTa "Buza" m mone Ang  yKazaHWs Ha BO3PAXEHUS
MM 3aMeYaHds K IPOEKTy Ipukasza. Ilopsmok odopmieHHs pekBusuTa "Busa”
ykasaH B noanyukre 4.3.5.18 MucTpyknuu.

HauMeHOBaHMe aBTOpa IPOEKTa IpHKa3a B OIIaHKE COINIACOBAHUS IMEeYaTaeTcs
ctpounsiMa Oykamu mpudrom Times New Roman B puamazose ot 12 no 14
OOBIYHOM HACBIIEHHOCTH OT JIEBOI'O Kpasi TEKCTOBOI'O IIOJIS.

dopma 6G1aHKa COTIACOBAHMS IPOEKTA IPHKA3a PUBE/ICHA B IIPHIIOKEHUH 8.

4.8. OopmiteHHe IPaBUII, IOJOXKEHNH, HHCTPYKIMH YIIpaBIeHHUS eTaMu

4.8.1. TIpaBuia — NpaBOBO} aKT, ONpPEAEIMIOMUH MOPAIOK Kakoro-mbo Buja
IesSTeIbHOCTH, YCTaHABIMBAIOIIHI A 3alpEMIarOINHi ONPE/ICICHHOS I0BEICHHUE.

4.8.2. TTonoKeHHe — IPaBOBON aKT, AETaIbHO PErIaMEHTHPYIOIUH IPaBoBOi
CcTaTyc, IOPSIOK OPraHU3aluy i IPOIeAypy KaKoro-au6o BHAA JesTebHOCTH.

4.8.3. WHcTpyKiuss — OpaBOBOH akT, M3JaBaeMblii B IEIIX PasbiACHCHHUA
¥ OIpeeNeHus MOPsAKa IPHMEHEHHS COOTBETCTBYIOIIEr0 HOPMAaTHBHOI'O TIPABOBOTO
akTa JMOO ¢ ILEIbI0 YKa3aHHs HOPM BGINONHEHHS OMpPEACIEHHBIX Oneparui
(me#cTBHA).

4.8.4. IlpaBumiia, TMOJOXEHHWE, HHCTPYKIHS YTBEPXKIAIOTCA IIPHKA3AMU
VHpaBieHus JenaMi U MOTYT ABJIATbCS. HOPMaTHBHBIMY IIPAaBOBBIMU aKTaMH.

4.8.5. TIopsmoK MOJTOTOBKM IIPOEKTOB IIPABHJI, IIOJIOXKEHHA, HHCTPYKIHH
COOTBETCTBYET OOIIeMy MNOPSAKY HOATOTOBKH IPOEKTOB MpPHKa30B YIIPABJICHHS
JIeTIaMU.

4.8.6. OTIMUUTENBHLIMA XapaKTePUCTHKAMHM TEKCTOB IPABHII, IIOJNIOXKEHHMI,
HHCTPYKIUHA SBIISIFOTCS:

TOYHOCTH IPHMEHAEMBIX (OPMYIHPOBOK O€3 HCIIONE30BAHMS CIIOB U IOHATHH,
UMEIOLIUX MHOXXECTBEHHBIN CMBICIT,

HCIONB30BAHUEe KOPOTKMX IpPEIJIOKEHHH, OOIENpPHHATHIX — BBIPAKCHHH
W CBSI30K, MPEIBAPMTENHHOE OIpE/ENeHHe HCIONb3yeMbIX IOHATHI, COKpaIleHHH,
ab0peBuaryp;

OIHCaHWe BCEX BO3MOXHBIX BapUaHTOB COOBITHH H COOTBETCTBYIOLIHX
1M BapHAHTOB JIeHCTBHI, TO €CTh [ONHOTA MPEICTABIECHAS HHPOPMAIIH;

CTPYKTYpUPOBaHHOCTb  TEKCTa C  IEJNBIO  JOCTHXKCHHUS HaMTy4IIen
I10CJIEOBATEIFHOCTH U3JIOXKEHUS MaTepraa;

YICIIONIB30BaHue (HOPMBI U3NOXKEHHS TEKCTa OT TPETHEro JMIa eIUHCTBEHHOTO
MM MHOXecTBeHHoro umcia ("oTgen ocymecTBiseT ¢yHkuuu...", "B COCTaB
yIIpaBJIeHHsI BXOIST..." H TaK Jajee).
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4.8.7. B 3aBUCHMOCTH OT CIIOXXHOCTH M 00bema paszpabaTbIBaeMbIX MpaBHI,
MOJIOXKEHHSI, WHCTPYKIMH TEKCT MAEIUTCS Ha pasfenbl, IMOJApasfenbl, IIyHKTEL,
IIOAIYHKTEI, HyMepyeMmble apabckumu Ludpamu. YpoBHell pyOpUKalMu TeKCTa
He JI0OJDKHO OBITH OoJiee YeThIpex.

TekcTsl IpaBHUII, IOJOXKEHHH, WHCTPYKIUH IedaTaroTcs pasMepoM mpupTa
oT 12 no 14 oOBIYHOM HACHIIIEHHOCTH 4Yepe3 OJUHAPHBIA MEXCTPOYHBLIM HHTEPBAll
¥ BBIPABHMBAIOTCS [0 INMpHHE JIHCTa (IO IPaHMIAM JIEBOIO ¥ IIPABOro IoJei
JOKYMEHTa). 3ar0JIOBKH Pa3/ieIoB ¥ MOAPA3elIoB IIEHTPUPYIOTCS IO MIMPUHE TEKCTA.

4.9. OpopmiieHrE TIAHOB

49.1. Ilmag — [OOKyMEHT, YCTAHABJIMBAIONIMH IepeYeHb HaMCYECHHBIX
K BBIIOJHEHHIO MEpONpHUATHH, MX  HOCIEI0BAaTEILHOCTh, OOBEM, CPOKH,
OTBETCTBEHHBIX UCIIOIHUTENEH.

4.9.2. Ilnan comep KuT CIeNYIOUUe PEKBU3UTEI:

HadMEHOBaHHEe OpraHHU3aliy — aBTOpa JOKYMEHTa,

rpud yTBepKACHUS JOKYMEHTa,

Jlata JOKYMEHTA;

pErucTpanvoOHHBIA HOMED JOKYMEHTA;

HavMEHOBaHUE BH/Ia JOKYMEHTA;

3aroJIOBOK K TEKCTY;

TEKCT JIOKYMEHTa;

MOAIIHCE.

TTopsioK HaleyaTaHus ¥ pa3MelleHIs PEKBUSHTOB NIPUBENEH B Iofpasiene 4.3
paznena 4 MTHCTpyKIHH.

4.9.3. Pexsmsut "Texct nokymenta" opopmisieTcs B BuJe TabauIb! ¢ rpadamu:

HOMED ITyHKTA IJIaHa,

HauMEHOBaHUE MEPOIIPHITHS,

CPOK HCIIOJTHEHUS;

UCITOJTHUTEIb;

IIpUMeYaHue.

[D1aH meATenbHOCTH paOOTHHMKA IOAIHCHIBAETCS PabOTHHKOM M YTBEPXKAAeTCs
€ro HEMOCPEACTBEHHBIM PYKOBOJHUTETIEM.

[Inan  OesSTeNIbHOCTH  CTPYKTYPHOTO  NOApPAa3fJeeHHs  IMOAIHACHIBACTCS
PYKOBOIUTENIEM CTPYKTYPHOTO IIOZPA3/IeNieHuss W YTBEPKNACTCS  YHPABILAIOHAM
JIETIaMH.

IlnaH [esATeNbHOCTH YIpaBlIeHUS MAeNaMH ITOJIMCHIBACTCA W YTBEPKIAeTCA
YIIPABJISIOIIUM JIEITaMH.

4.9.4. HoMep IyHKTa IIaHa — HOMEp, KOTOPEIA COOTBETCTBYET OTAESILHOMY
pasmely MM IIyHKTY IUlaHa Meponpustuii. Hymepanus mnocieoBaTenbHad,
6e3 IMpOIyCKOB, BO3MOXXHO IIPUMEHEHUE COCTABHBIX HOMEPOB C yIETOM HyMepauuu

pas3esioB MiiaHa.
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4.9.5. HaumeHoBaHKe MEPOIPHUSITUS — GOPMYIHUPOBKA COAEPXKAHHS MEPOIIPHSTHS
JIOJDKHA OBITH TOUYHOM M IMOHATHOH (6€3 HCII0IB30BaHus CJIOB ¥ ITOHATHH, HMEIOINHX
MHO)XE€CTBEHHBIH CMBICI).

4.9.6. Cpox HUCIOJHEHHS MOXET OBITh yKa3aH KakK IIE€PUOJ BBIMOTHEHHUS
MepornpusaThii (Hanpumep, I-II kBapTaisl, sSHBaph M TOMy MOAOOHOE) WM Jara
OKOHYAHHUS UX HcHoHenns (Hanpumep, 1o 15.01.2020).

4.9.7. UcnonuuTeNs — QaMuiis, MHAIYANG! WM HaMMEHOBaHHWE OpraHU3aIuy —
HCIIOJTHUTEJIS TIaHA.

B cinyyae eciy IIyHKT IUIAHA IIOMJIEXKHUT BBIITOJHCHHIO HECKOJIBKUMHU
JICIIOHATESIMH, TO Cpeld HHAX BBIAEIAETCS OTBETCTBEHHBIM HCIIOJIHHUTEIb,
KOTOPKIH YKa3bIBAETCS B CIIACKE UCIIONHHTENIEH EPBBIM (BEPXHUM) HIIH IIOMEYAeTCs
KaK OTBETCTBEHHBIM.

49.8. T'pada "mpumeuanue" CIyXKHT s BHECEHHA IOMETOK, WH(pOpMAIKH,
UMerorielf OTHOILIEHHME K HCIOJHEHUIO KOHKPETHOIO MEPOIPHUATHS IUIaHa,
B TOM YHCJIE B CIIy4ae M3MEHEHHUsI CPOKa HCIIOJHEHHUS HIIM COCTaBa HCIIOJHUTENICH.

4.9.9. Pexsuzut "TekcT mokyMmenTa" medaraercs mpudrom Times New Roman
B uamnasose oT 12 1o 14 oObIYHON HaCBILEHHOCTH.

4.9.10. Pexsusur "ITommuce".

PexBu3uT OTAENAETCS OT TEKCTa IUIaHA TPEMs OAMHAPHBIMH MEXCTPOYHBIMU
MHTEepBaaMy U BKJIIOYaeT HAHMCHOBaHHE NOJDKHOCTH PabOTHHKA, MOATOTOBHBIIETO
IIPOEKT IINIAHA, €T0 JIAYHYIO IOJIIICh, PACIIH(POBKY ITOIMCH (MHULIHATIBL, damrHs).

Pexsusut "Tloamuce" nedaTaercs mpuprom Times New Roman Ne 14.

4.10. OdopmieHne OTYETOB

4.10.1. Oruer - JOKyMEHT, COJAEpXallliii CBENEHUs O pe3ylbTaTax
JESTENbHOCTH 3a OINpENENCHHbIA IIePHOX BPEMEHHM, BBIIOJHEHAM MEpOIpPHATHH,
MOpY4YeHUH, 3aJaHUH, ILIIAHOB.

4.10.2. OTYeT COmepKUT CIEAYIOIHEe PEKBU3UTHI:

HaVMEHOBAaHME OPTaHMU3aluy — aBTOPa JIOKYMEHTa;

JaTa JIOKyMEHTa,

PErucTpanioOHHBI HOMED JIOKYMEHTa;

Ha¥MEHOBaHUE BUJIAa JOKYMEHTA,

3ar0JIOBOK K TEKCTY;

TEKCT JIOKYMEHTAa;

MOJIIHCH.

TTopsmox HameyaTaHus ¥ Pa3MELICHUs PEKBU3UTOB IPUBE/ICH B IIOPA3/ENe 4.3
pasnena 4 MHCTpyKIUY. '

4.10.3. Pexsusutr "Texcr moxymenrta" medaraercs mpudrTom Times New
Roman Ne 14 o6bI9HOI HACHINEHHOCTH Yepe3 OJUHAPHBIH MEXCTPOYHBIN HHTEpBAl
W BBHIDABHMBAETCA IO INMpHHE JHcTa (IO TPaHUNAM JIEBOrO ¥ IPABOrO IONEH
JOKyMEeHTa). 3aroJIOBKH pasJ(eJIoB U IOAPa3/IesioB HEHTPUPYIOTCS 110 MIMPUHE TEKCTA.
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B TexcTe oTdera B 00s3aTENEHOM IOPSIKE TOIDKHO CONEPKATHCS yKazaHHe
Ha JeATeJbHOCTh, MEPONpPHUATHE, BBIAHHOE IOpyYeHMe, 3a]aHue, IYHKT IUIaHa,
MOJIEXXAIUH BBIIONHEHHIO, H pe3yJbTaT BBHIIOIHEHHS, B TOM YHCJIC C yKa3aHHEeM
Ha COONIONEHME WM HapylIeHHe HCIONHHUTENBCKOM MUCIMIUIMHEI, yCTAHOBJICHHBIX
CPOKOB WCIIONHEHHs ¥ HaJyiexaliee IpeJCTaBIeHre HH(POPMaliy COUCIIONHUTEIAMY
(npy y4acTHH HECKOJIBKUX HCIIONHATENEH).

Ot4er O [eqTeNbHOCTH pPab0OTHHKA IIOANHCHIBAETCS aBTOPOM OT4eTa
W TIPEJCTaBISETCS ero HEellOCPEACTBEHHOMY PYKOBOIUTEIIIO.

Ord4eT O JEATEIBHOCTH CTPYKTYPHOTO HOJPAa3feIeHus IOITHChIBACTCS
PYKOBOIHUTENEM CTPYKTYPHOTO IOADA3NENEHHs. M IPE/ACTABIAETCS YIPABILIOEMY
IejiaMH.

OT4eT 0 NeSTeIbHOCTH YIIpaBileHus IellaMy IIOATOTaBIMBAETCS 1 OIIUCBIBACTCA
paGoTHHKOM (pabOTHHKAMH), ONPENeNeHHBIM (OMpe/eNeHHbIMI) B COOTBETCTBUA
C IIOpPYYEHUEM YIIPABIAIOLIErO JeaMu.

4.10.4. Pexsuzut "Tlogmucse".

PeKBH3HT OTHENSETCS OT TEKCTa TpeMs OJUHAPHBEIMH MEXCTPOYHBIMU
WHTEPBANAMU ¥ BKJIFOYAET HAHMEHOBAHHE NOJDKHOCTH PabOTHUKA, MOATOTOBUBLIETO
OTYeET, ero TUYHYIO [OANHCH, PACIM(GPOBKY MOAMHCH (HHUIHAIEL, (aMAIus).

Pexsusut "Ilonmics" negataercs mpudroMm Times New Roman Ne 14.

4.11. OdopmieHne 3aKITIOYESHIH

4.11.1. 3akroueHHEe — JOKYMEHT, COJEpXKalluii MHEHHUE, BBIBOABI, CACIIAHHBIC
OT UMeHH YIpaBlieHUs JlellaMH, CTPYKTYPHOTO IIOApa3ACTIeHASL VipaBieHus elaMu,
KOMICCHH HITH SKCIIEPTA 10 KaKOMY-JIHO0 BONPOCY MK JOKYMEHTY.

BaKIIOICeHNS] COCTABISIFOTCS HAa IIPOEKTHl pa3pabaThlBaeMbIX B YIIpaBlICHHUH
HellaMH JOKYMEHTOB ¥ Ha JIOKyMEHTBI, MPEACTaBICHHBIE HAa pacCMOTPECHHE
KOJUIETHAJILHBIX OPraHOB YIIPABJICHHUS JI€TaMU.

4.11.2. CpoKd ¥ HOPSIOK IIOATOTOBKH 3aKJIIOYEHHS ONpPEIENSIOTCs PABOBRIM
aKTOM, perjiaMeHTUPYIOIUM OCYLIECTBIICHHE KOHKPETHOM 3KCIEepTH3Bl WM paboTy
COOTBETCTBYIOIIErO KOJUIETHAIILHOIO OpraHa.

4.12. OopmiteHHE CITy)KEOHBIX 3aIIHCOK

4.12.1. B menax OCYIIECTBIICHUS CIIy»eOHOTO B3aMMOJECHCTBHS MEXIY .
paboTHMKaMH YIpaBleHHs JelaMi B paMKaX BHYTPCHHETO IOKyMeHTo000poTa
B VIIpaBIeHHH eaMi IOArOTaBIHBAIOTCS CILyXKeOHbIE 3aITHCKA.

Cty)xe0Hble 3aMMCKY SBIIIOTCSA CIPABOYHO-HH(QOPMAIOHHBIMH TOKYMEHTaMH.

ABTOpaMH CITyXKeOHBIX 3allHCOK ABIIAIOTCA PaOOTHUKH YIIPABJICHHS ENIaMH.

4.12.2. Coyxe0OHast 3aIicKa MOXET COCTaBJIATBCS 110 YKA3aHHIO YIPABJIAIOMICIO
JelaMH{, 3aMeCTHTENs YIpaBJSIOmero IenaMu AJMHHHCTpanyy Bosrorpajickon
obnacty (Hanee UMEHyeTCs — 3aMECTUTENb YIIPaBJIAIOIEro JiellaMu ), pyKOBOOHUTETIEH
CTPYKTYpHBIX IOJpasieleHHil YIpaBleHus HelaMd MM [0 WHAIMATHBE
KOHKPETHOTO pabOTHHKA Ha OyMa)XHOM HOCHTENE U (unn) B 9JIEKTPOHHOH (opMme.
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4.12.3. TIpu odopMmileHHH CIIy)XeOHOH 3alMCKM OQOPMIISIOTCS CIEAYIOmUe
PEKBHU3UTHL:

aJipecar;

JaTa JOKyMeHTa;

CCBIJIKA Ha PETHCTPALMOHHBIA HOMEp U JIATy IIOCTYIHBIIEr0 JOKyMEHTa;

HauMeHOBaHHUE BHJIa JOKYMEHTa,

3aroJIOBOK K TEKCTY;

TEKCT JOKYMEHTa;

OTMETKa O IIPUJIOKEHNH,

IOJIII¥CE;

BH3A.

Texcr clIyxebGHOM 3amucky INedaTaercs pasmepoM mpupra Times New
Roman Ne 14 oGbIunHOl HACHIIIEHHOCTH HYepe3 OJMHApPHBIA MEXCTPOYHBIH HHTEpPBAI
¥ BBIPABHHBAETCA MO IIMpUHe JmcTa (O TPaHAIaM JIEBOr0 W MpPaBOro MOJeH
IOKYMEHTA).

IopsoK HareyaTaHWs M PasMEIleHys PEKBU3HTOB ‘cTyKe6HOM 3aIMCKH
AHAJIOTUYEH HAeYaTaHUIO PEKBU3UTOB Ha OllaHKe IMUChbMa Y IIpaBIeHHs eTTaMu.

4.12.4. Ciyxe6Hsle 3anucku peructpupytorcs B ACO/L

CTpyKTypa TeKCcTa CIIy:KeOHON 3aliCKy 3aBUCHUT OT IIEIH €€ CO3aHusL.

Pexpusut "Buza" opopmisercs B ciiydae, €ClH CIyXeOHas 3aliCKa MHIIeTCs
Ha WMS PYKOBOJUTENs CTPYKTYPHOTO [O[pasfeNeHus, HE SBIISIOMErocs
HEIIOCPEICTBEHHEIM PYKOBOJUTENEM aBTOpa CIly)KeOHO! 3aIlHCKH.

B ciryuae eciu ciry>xeGHasI IIEPENHCKa OCYIIECTBIIETCA MEX/TY PYKOBOUTEIIMU
CTPYKTYPHBIX IIOApasJe/eHuid HIH CBA3aHa C cooOIeHrneM O BO3HUKHOBEHHH
KOH(IMKTA HHTEPECOB, CKIOHEHHH K COBEPIICHIIO KOPPYMIIMOHHOrO [paBOHAPYIICHIS
M 06 MHOM HapyIIeHHH 3aKOHOIATeNbCTBa, PEKBA3KT "Br3a" MOXET He 0 OPMIIATBCS.

4.13. OdopmiieHHE IPOTOKOJIOB 3aCeAaHUs (coBemnranus)

4.13.1. TIpotokon 3acemaHds (COBEMAHHA) — HOKYMEHT THGOPMALIMOHHOTO
xapakTepa, NpefHA3HAYCHHBIA JUIi (HKCAIME XOJAa PpacCMOTPEHHA BONPOCOB
W OpUHATAS pelleHHd Ha  3aCelaHMaX (coBemanuaX)  KOJUIETHATBHBIX
COBeEIIaTeNbHEIX, IKCIIEPTHLIX M APYTHX OPraHoB.

4.13.2. TIpOTOKON COCTABISACTCS HA OCHOBAHWM 3alHCEH, MPOM3BE/CHHBIX
BO BpeMs 3acelIaHis (COBEIAHNs), IPECTaBICHHBIX TE3MCOB AOKIANOB H BBICTYILICHUH,
CIIPaBOK, IPOEKTOB PELIEHUH ¥ APYTUX MaTEPHAIIOB.

[IpoTokonsl MOryT OQOPMIATECS B LOJHOH H xparkoir popmax. B xpaTkon
dhopMe omyckaeTcss X0 0OCYXACHHS BONPOCOB U (UKCHPYIOTCS TOJBKO IPHHSATHIC

10 HAM pELIECHHS.
4.13.3. B YupasieHu# JeNaMy IPOTOKOJBI IEYATAI0TCA Ha CTAHAAPTHBIX JICTaX

6ymaru Gpopmara A4 ¥ HIMEIOT CIIeyIONIIe PeKBU3HTHL:
HarMEHOBaHMEe OPraHU3aIlly — aBTOpa JOKYMEHTa,
HAaUMEHOBaHHE BUJIA JOKYMEHTA,;
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JlaTa JOKYMEHTa;

pPEruCTpaliOHHBIA HOMEDP JOKYMEHTa,

MECTO COCTaBlieHUs (M3IaHus) JOKYMEHTa;

TEKCT JOKYMEHT3,;

MOATIUCE.

TTopsoK HaleyaTaHus W pa3MeleH:s PeKBU3HUTOB IPUBENEH B Ioapaszene 4.3
paznena 4 MacTpyKIum.

TexcT npoTokoia meyaTaeTcst pasMepoM mpudra Times New Roman Ne 12-14
OOBIYHOM HACBHIIIEHHOCTH Yepe3 OJNHAPHBIA MEXCTPOYHBIA HHTEPBAIl H BRIPABHHBACTCH
110 mupHHe JrcTa (10 rPaHuIaM JIEBOTO H IIPaBoro IoJiel JOKyMeHTa).

4.13.4. TekcT IOJHOTO IIPOTOKOJA COCTOMT M3 JBYX 4YacTed: BBOJHOH
¥ OCHOBHO.

Bo BBOJHOM YacTH YKa3bIBalOTCS (aMMIMH ¥ MHUIHMAIB! NpeaceaaTels
(rpeacenaTebCTBYIONIEr0),  CeKperaps, IPHCYTCTBOBABIIMX Ha  3acelaHUU,
¥ OpH HeoOXOIMMOCTH JIMI[, HPUIVAIICHHBIX Ha 3acefaHue (coseranue). Ecim
KOJIMYECTBO MPUCYTCTBYIOLMX IPEBBIIIAET 15 4enoBek, BO BBOJHOW YaCTH IPOTOKOJA
NeaeTcs CChUIKA Ha CIIMCOK, SBJIIOIIMICS HEOTHEMIIEMOH YacThIO IIPOTOKOJIA.

Hamnpumep:
ITpucyTcTBOBaNH: 25 YeoBeK (CIHCOK MPHIIAraeTCs).

Ecnu B 3aceqannu (COBELIaHNY) MPHHAMAIOT YYaCTHE HPEICTABUTENH Pa3sHBIX
OpPraHOB BJIACTH U OpraHA3alMil, yKa3bIBAlOTCS MECTO PpabOoThl M IOIDKHOCTE KaXKOT0
numa. MHOroCTpOoYHBIE HAUMEHOBAHMS JOJDKHOCTEH MPUCYTCTBYIOIIMX IEYaTAIOTCA
yepe3 OANHAPHBIM MEXCTPOYHEIA HHTEPBAL.

BBogHas d9acTh IIPOTOKOJA 3aKAHYMBAETCS MOBECTKOM JHSA, COepXariei
IIepedeHb pacCcMaTpUBaeMbIX BOIPOCOB, IEPEUHMCIICHHBIX B IOPSAKE UX 3HAYUMOCTH,
C yKasaHWeM JOKJIaIdiKa [0 KaXIOMY pacCMaTpHBaeMOMy Bompocy. Bompockl
IoBecTKH JHs (opmysmpyrorcs ¢ npemrorom "O" ("O6"), meyararoTcs OT TpaHUIEL
JIEBOTO TIOJIS K HyMEPYIOTCS apabCKUMU A GPaMH.

OcHOBHass 4YacThb IPOTOKOJNA COCTOMT M3 Ppa3feioB, COOTBETCTBYIOMIUX
IIYHKTaM IOBECTKH JHSA. TeKCT KaXI0ro pasjena CTpOUTCS 110 CXeMe:

CIYIIAJIM:
BBICTYITAJIM:
IMOCTAHOBUJIA (v PEHIAJIN):

OCHOBHOE COfiepXKaHHe MOKJIAJOB M BBICTYIUIEHMH BKIIOYaeTCs B TEKCT
IIPOTOKOJIA MJIM IPUJaraercs K HeEMy B BHJE OT/ACIBHBIX MaTepUaJOB, B IIOCIIENHEM
cllydae B TEKCTe MPOTOKOJA AENacTCs OTMeTKa "TeKCT BRICTYIUICHHS [PUIaraeTes .
IlocraHoBneHue (peineHue) B  TEKCT IIPOTOKOJA  BHOCHTCS — IIOJHOCTBIO
B TOf (OPMYIHPOBKE, KOTOpas INpHHATa Ha 3acemanuu. Ilpu HeoOXoauMoCTH

MIPUBOASATCSA UTOTH I'OJIOCOBAHU! "3a— ...y IPOTHUB — ..., BO3ACPXKAIUCDH — ... .
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Conepxanue 0Co0Or0 MHEHHS, BBICKa3aHHOTO BO BpeMs OOCYXIEHHS,
3aIUCHIBAETCA B TEKCT€ MPOTOKOJA IIOCIE COOTBETCTBYIOIIEIO ITOCTAHOBIICHHUS
(pernenus).

4,13.5. TekcT KpaTKOro IPOTOKOJIa TaKXK€ COCTOMT M3 JBYX 4YacTei.
Bo BBOJHOH 4YacTH YKa3bIBAIOTCSA (DaMEJIMM M WHULIHAIEL IPENCEeNaTeNbCTBYIOIIETO
(mpencenarens), ceKperaps, a TAKXKe HHALIUAJIBI ¥ (QaMUJIHH IPUCY TCTBOBABLIMX JIHII.

Crnoso "TIpucyrcTBOBaM" II€9aTaeTCsA OT IPAHMI(BI JIEBOT'O OIS, IOTICPKHBACTC,
TIOCNIe CJIOBa CTAaBUTCA ABoeTodyre. Hrke mewararoTcss HaMMEHOBaHMS JOJDKHOCTEH
IIPUCYTCTBYIONTAX, & CIpaBa OT HAaHMEHOBAaHHA JOIDKHOCTEH — ux Qamumuu
¥ uHAIHATEL. HarMeHOBaHAS JOIDKHOCTEH MOTYT YKa3bIBaThCs 0000IIEHHO.

Hamnpumep:

IlpucyTcTBOBAIIN:

Yupapisomui fenamMu
AJIMUHUCTpaIUU
Bosnrorpaackoii obnactu ®amunus 1.0.

PyKkoBOZUTENb CTPYKTYPHOTO IOAPA3JCICHUS
yIIpaBiieHus JeflaMA A IMHHHCTPAIlA
Bosrorpajckoi o6iactu | ®amunus U.0.

JMupextop I'KY BO "/lupekuus mo MaTepHaibHO-
TEXHHYECKOMY H X035HCTBEHHOMY 00€CIEYECHHIO
AnMunuctpanny Bonrorpasickoit obmacTn" Oammmus U.O.

CIIHCOK OTHENAETCS 0T OCHOBHOM YaCTH IMPOTOKOJA CIUIOITHON YEPTOH.

B OCHOBHOI YacTH IPOTOKOJIA YKa3bIBAaIOTCS HOMEpP BOIPOCA B COOTBETCTBUH
C MOBECTKOM JHs, COJepIKaHue BOIPOca U MPHHATHIC PEIICHHUA.

Bompockl HyMepyroTcss pHMcKumu ubpamu. Hammenosanue BoOIpoca
HaumHaeTcss ¢ npemiora "O" ("O6"), meuyaraercs MO LEHTPY M NOAYIEPKHBACTCS
OIHOM YepTO} HUKE MOCTeNHe!l CTPOKH Ha PACCTOSHUM He Goiiee OJHOrO MHTEPBATIA.
[Tox uepToll yKaspBaOTCS (aMIIMA  JOJDKHOCTHBIX JIMI,  BBICTYNHBIIHX
npu oGCYXIEHHH JaHHOro Bompoca. PaMuiInM NEYaTAIOTCH Hepe3 OJHAPHBIN
MEXCTPOYHBIN HHTEPBAIL.

3aTeM yKaspIBaeTcs IPUHATOE [0 BOIPOCY pEIleHHeE.

4.13.6. ITpoTOKON IOANMCHIBAETCSA IIPECEAaTeIbCTBYIOIMM Ha 3acelaHHny
U CeKpeTapeM. |

[Tommuck MpecefaTeNbCTBYIOMEr0 OTAEISETCS OT TeKCTa TPEMS OIMHAPHBIMH
MEXCTPOYHBIMH HHTEpBalaMH H BKIIOYaeT HAMMEHOBAHHE JOJDKHOCTH JIHIA,
IIpeJice/IaTeIbCTBOBABIIEr0 Ha 3acelaHdy (COBEINAHMH), €ro JIMYHYIO MOJIIHCH,
pacummbpoBKy MOAUMCH (MHHNHANTE u (amuiuio). HamMeHoBaHHE JOIDKHOCTH
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IledaTaeTcs OT JIEBOM I'paHHUIBI TEKCTOBOTO IOJS YePEe3 OAMHAPHBIN MEXCTPOYHBIM
MHTEPBAI M BEIPABHUBAETCS 110 JIEBOMY IIOJIO. Pacimud)poBKa IIOQIKCH pacioiaraeTcs
HA YpOBHE IOCIENHEd CTpPOKM HauMeHoBaHMS JoikHocTd. Ilocnenmss Oyksa
B pacur(GpoBKe OrpaHUYUBAETCS IIPABBIM MTOJIEM.

ITommuck cekperaps 3acelaHusl (COBEIIAaHMS) OTHAENAETCS OT TMONNUCH
IpeCeaTeIbCTBYIOero Ha 3aCelaHMd  OJIMHAPHBIM MEXCTPOYHBIM HHTEPBaJIoM
1 oopmIIsIeTCs aHaJIOTHYHO.

[Ipu oTCYyTCTBMH CeKperapsi 3acefaHHA (COBEINaHMs), B TOM UHCIe
IIpY TIPOBEJCHUAN OIIEPATUBHBIX COBEIIAHHWH, MOMYCKAaeTCs IOANMCAHHME IPOTOKOJA
TOJILKO IPEACEAATEIbCTBYIOIIHM.

4.13.7. B YrpasneHau fenaMi 0QOPMIIIOTCS CIEAYIONIHEe BUbI IPOTOKOJIOB:

IPOTOKONEI ~ COBEI[AaHWH y  YNPaBISIOMIEr0  [elaMH,  3aMECTHTENd
YIPaBJIIOIEro JelaMu (Hajee UMEHYIOTCS — IPOTOKOJBI COBELIAHU);

IPOTOKONBI ~ 3aceflaHuil  Pas3lUYHBIX KOJUIETHAllbHBIX, COBEIIATEIbHBIX,
SKCIIEPTHHIX U APYTHX OPTraHOB.

4.13.8. Cpok MOATOTOBKYM IPOTOKONA HE MOJDKEH IIPEeBBIMIATh IISTH JHEH
CO [IHSI IIPOBEJICHKS COOTBETCTBYIOLIEro 3aceianus (copermanus). KoHKpeTHEIH CPOK
ITOATOTOBKHU IPOTOKOJIA MOYXKET OIPEIENIHTh PyKOBOJUTEND, KOTOPBIA BeJl COBELIAHHUE,
HJTM [IPEJICeaTeNb OCTOSIHHO IEHCTBYIOIIEr0 KOJUICTHabHOI0 OpraHa.

4.13.9. TIpoTokomsl coBemfaHuii OQOPMITIOTCA pabOTHHKAMU CTPYKTYPHBIX
noJpasieneH it YpasieHus JeJlaMi, OTBETCTBEHHBIX 3a [POBEICHHE COBEIIAHMH.

ITpoTOKOJEI COBEIIAHUU Mepes MpeCTaBIeHneM Ha IOIIHCh YIPaBJIAIOMmEMy
JAeTaMd, 3aMECTHTENO  YIPaBIAIONEro  JejlaMd  IOJUIeXAT  COrTIaCOBAaHHUIO
C PYKOBOJUTENEM CTPYKTYPHOTO IIO/pa3eeHrst Y IPABIICHNS ICIaMH, OTBETCTBEHHOI'O
3a IIPOBEACHUE COBEIIAHMH.

[locae TOXMMACAHMS IIPOTOKONBI CcOBellanuii nepematores B Otnen
[EeTOIPON3BOCTBA ANsl perucTparuu. [IpOTOKOJBI COBEIIAHAHA XPAaHATCA B Otnene
ZIeJIONPOU3BOJICTRA.

4.13.10. IlpunsaTHIEe pEllEHHS TOBOLATCS IO HUCIOJIHATEJIEH B BHJIE BBIIMCOK
13 IIPOTOKOJIOB.

BrIimucka U3 HOPOTOKONIa — HOKYMEHT, COAEPAIliid 4acTh TEKCTa IIPOTOKOIA,
Kacalol[yIocs BONPOCA, IO KOTOPOMY TOTOBHUTCS BBINHCKA, €r0 PacCMOTPEHUC
U [IPUHSATOE I10 HEMY PEIIEHHE.

Brimmcka M3 IPOTOKOJIA 3aBEpSETCA IOIMUCHIO CEKpeTaps 3acenaHus
(coBelmanus), a B Clydae €ro OTCYTCTBHS — IIOJIHMCHIO IPEICeNaTesbCTBYIOMICTo
Ha 3aCeJlaHUU.

[Ipn HanMYMKM TEXHUYECKOH BO3MOXXHOCTH BBINMCKH M3 IIPOTOKOIOB MOTYT
6BITH IOBEIEHB! IO CBEACHH MCIOMHUTeNeH U (MIIK) MHBIX 3aHMHTEpPECOBAHHBIX JIHII,
B TOM YHCJIE WICHOB 3ace/JaHus, COBEINAaHNs, B JIEKTPOHHON (opme.

4.13.11. IIpoTOKOJEI 3aceNaHui KOJUIErHalbHbIX, COBEIATENbHBIX, SKCICPTHRIX
M JPYTHX OpPraHoB OQOPMIIAIOTCA M PETUCTPUPYIOTCS B COOTBETCTBHH C [IPaBOBBIMH
aKTaMH, perIaMeHTHPYIOLUIMME UX eI TeIbHOCTb.
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4.14. CrnyxebHas nepenucka

4.14.1. B 3aBHCHMOCTH OT CIIOCOOOB Ilepenadd JeNOBOH HHbOpMaIuu
(110 KaHanaM IIOYTOBOM CBSI3U WIIH ITOCPEACTBOM 3JIEKTPOCBS3H) BEIIEIAIOT CIEMYIONIe
BHBI [ICTIOBOM IEPENVMCKA ¥ MX HA3BaHWS: JIeN0BOe (CIyxeOHOe) MUCHEMO, TeJlerpamMMa,
daxcorpamma (daxc), TenepoHorpaMmma, dJIEKTPOHHOE ITHCEMO.

4.14.2. City>xeOHBIE THCbMa I'OTOBATCA KaK:

IOKJIa#el 00 WCIOJNHEHHH IOPYYEHHH YNPaBIIAIONIEro NeaMH, 3aMEeCTUTEI
YIIPaBIISIONIETO JIEIaMU;

IHcbMa 00 HCIIONHEHHH MMOPYYSHUH YMPaBISIOMIEro JelaMy 110 0OpaleHHsIM
rpakiaH;

COIPOBOUTENIBHBIE IIHCEMa K IPOEKTaM 3aKOHOATeLHEIX akToB Bororpanckoi
o6nacTH, IPOEKTaM IPaBOBEIX akToB I'yOepHaTopa Boirorpaackoit obnacty,
Anmunuctparpu Boarorpanckoil 061acTh, npukasaM YIpPaBJIeHus JAellaMy;

OTBETHI Ha 3AIIPOCH! PA3IMYHbBIX OpraHH3alyi ¥ QU3MIECKUX JIUII;

HHUIMATHBHBIE IIUCHMA.

4.14.3. Ilpu oQopMiICHHH CIy>KEOHBIX IHCEM MCIOIB3YIOTCSA ClIEAYIOIIHe
PEKBH3HUTHL: :

rep6 cy6nexra Poccuiickoit ®enepaunu (I'ep6 Bonrorpaackoi o6nactn);

HauMEHOBaHHe OpTaHU3aIlH — aBTOpa JJOKYMEHTA,

Ha¥MeHOBaHKe JOJDKHOCTH JIUIA — aBTOpPa JOKYMEHTA,

CIIpaBOYHBIE JaHHBIE 00 OpraHu3aluy,

ajpecar;

JlaTa JOKyMEHTa;

PErHCTPaHOHHBIN HOMEP JOKYMEHTa,

3aroJIOBOK K TEKCTY;

CCBIJIKA Ha PETHCTPAl[MOHHBIH HOMED U JaTy HOCTYIHBIIEr0 JOKYMCHTa,

TEKCT JIOKYMEHTa;

OTMETKa O MPUJIOKECHHH;

BU33;

IIOJITIVCh;

OTMeTKa 00 HCIIONHUTENE.

ITiceMa GHHAHCOBOTO XapaKTepa, a TAKKe MHChMa, CoJlepKaulie 003aTeNbCTBa,
3aBepsoTCs TrepGoOBOi Medarbio, a B IHMChMAaX, CONEPXKAUUX HH(GOPMAIHIO
OrPaHWYEHHOTO PACIPOCTPAHEHH S, IPOCTABIAETCA OTMETKA O KOHQUICHIMATBHOCTH.

IlepeuncieHHble PEKBU3UTHL OQOPMILTIOTCS B COOTBETCTBHH C NOAPA3/EIoM 4.3
paznena 4 VTHCTPpyKIKH.

4.14.4. Cryxe6HbIE MACHMA [IeYaTAOTCs Ha OJIaHKaX YCTaHOBIIEHHOro 00pasiia.

CryxeOHple THCbMa 3a  INOANMCHIO  PYKOBOIUTENCH  CTPYKTYPHBIX
nojpas/eeHnii YIIpaBieHus JeaMu [0 BOIPOCaM, BXOMSAIIUM B MX KOMIIETEHIIHIO,
odopMILIOTCS Ha OJTaHKaX CTPYKTYPHBIX OAPasAeeHUi Y IIpaBIeH)s IelaMH.

4.14.5. TIpu odopmieHHH CIIy>KeOHOro IUChbMa Ha JByX M Ooiee CTpaHHMIaxX
BTOpast ¥ MOCJEAYIOLHE CTPAHUIBI HyMEPYIOTCs IIOCEPEANHEe BEPXHEro MOJI JIACTA
apabckuMu UG pamH.
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4.14.6. B cioyxeOGHBIX NHChbMax MOLYT MCIIOJNB30BATHCS BCTYNUTENBHBIC
obpamenus "YBaxaembli rocmomus Ilpencemarens!", "VBaxaeMblil TIOCIONMH
ITpoxopos!", "VBaxkaemas rocroxa 3axapoa!" U 3aKIOYHTENbHAs ITHKETHAs (pasa
"C yBaxeHHueM,...".

[Ipu ymotpeGiieHAN B TEKCTE QaMHIMHA JIMI| HHHUIUATBl YKa3bIBAIOTCS IOCIE
bamMunuy.

B ofpamendr 10O JODKHOCTH HAMMEHOBAaHHE JOJDKHOCTH IHUIIETCS
¢ nmpomucHoW OyKBE, B OOpalleEMd 1O (QamMWIHH HHANUAIBl  JIHOA
HE YKa3bIBAIOTCH.

TekcT ciykeGHOro MEChMa H3JIaraeTcs: OT 1-ro JIMila MHOXECTBEHHOIO YHCIIa
("IIpocum mpexcTaButTh uHopManwio...", "Hampasnsem Ha 3aKFOYEHHE MPOEKT..."
M Opyrue), OT 3-ro Jmla eJWHCTBeHHoro wicna ("VYmpapieHue JenaMmu
AnvunancTpanyy Boxrorpafckoil 061acTi He CUHTAeT BO3MOXHEIM...", ""YIIpaBieHue
JelTaMM TIpe;jaraeT  paccMOTPETh BO3MOXKHOCTS..."), Ha OnaHKax IHChMa
JOJDKHOCTHOTO JIAIA — OT l-ro jmua exuscTBeHHoro uucma ("[Ipomy Bac
IIPeICTABHTD JNAHHBIE 0...", "CUUTaI0 BO3BMOXHBIM IPHHATH y4acTHe B...").

4.14.7. CnyxeOHbple ITUCbMa aIpECYOT OpPraHU3alUsM, HX CTPYKTYPHEIM
IIOAPA3IeNICHUSM UM KOHKPETHBIM JIUIaM.

JIOKYMEHT afpecyeTcsl JOJDKHOCTHOMY JHIY (PYKOBOJHMTENIO OPraHH3aIlHy)
B CIOy4ae, KOTJa IIPEAIOJNIaraeTcsi, YTO HMMEHHO 3TO MOJDKHOCTHOE JIHIO Oyner
IPUHAMATH pPEIIEHHsl [0 BOIPOCAM, NOCTABIEHHBIM B HoKyMeHTe. Ilpu sTOM
HaPMEHOBaHHE OPTraHu3aliy BXOAUT B HAMMEHOBAaHHE TOJDKHOCTH aJpecaTa.

4.14.8. TIpoekt ciyxeGHOrO NHCHMAa BU3UPYCTCS HCIIONHHUTENEM MHChMA
¥ WHBIMH pabOTHHKAaMHU CTPYKTYPHEIX ITOAPA3feNeHuH YIPABICHUA NIETaMHy,
y4acTBOBABIIMMHE B COTJIaCOBaHUH IIPOSKTa IIHCHMA.

4.14.9. IIpaBo moauucaHus CIy>KEOHBIX IIACEM HMEIOT YIPaBJIAIONIUHA JeTaMH,
3aMeCTHTEINb YIIPABIISIONIEro AeaMi, PYKOBOJIUTENH CTPYKTYPHBIX IOAPA3/Ie/IeHUH,

ECTH HOJDKHOCTHOE JIHMIO, IOAIMCH KOTOPOTO 3aroTOBJICHa HA IPOEKTEe
JIOKYMEHTa, OTCYTCTBYeT, TO HOKYMEHT MOJIHCHIBACT JIMIO, HCIOJHSIOMEee
ero O0GJ3aHHOCTH, WM €ro 3aMecTUTeNb. [Ipd 9TOM 00s3aTENbHO YKa3bIBAIOTCH
(akxTHUECKast JOIDKHOCTD JIMIIA, IIOAMMCABIIET0 TOKYMEHT, H €r0 bammus.

4.14.10. CocTaB pEKBH3WTOB H IIOPANOK IIOATOTOBKM M COINIACOBAHHA
IPOEKTOB IIMCEM, HANpaBIsdeMbIX B AnmumacTpanuio IIpesuneHta Poccutickoit
®epepanuu, IlpaswmTensctBo Poccmiickoit Demeparyy, delepanbHEe OpraHbl
rOCyIapCTBEHHOM BIIACTH, B TOM YHCIE HX TePPHTOPHANBHBIC OpPraHbl, Ha MM
cenatopa Poccuiickoii ®@enaepanun MM JelyTara I'ocymapctBeHHOM  lymBl
®epepansioro Cobpanusi Poccmiickoit ®enepammu, ZAemyrata Bonrorpanckod
o6macTHOM JIyMbl, B TOCYHapCTBEHHbI€ OpraHbl HHOCTPAHHBIX TIOCYIapCTB,
MEXyHapOIHBIE OpraHM3alliH, BBHICHIUM JO/DKHOCTHBEIM  JIMLIAM CyOBEKTOB
Poccuiickoit Menepaiy, a TakKe MHUCEM, MOAMHUCHIBACMBIX PYKOBOAUTEIAMU ABYX
w Gojee OpraHOB  MCTOJHHTENBHOM  BiacTH  Bosrorpajckoi — obmactw,
YCTaHABIHBAIOTCSA C y4eToM TpeOoBaHHI MPaBoBBIX aKToB Boxrorpaznckoi obJyacTH
u (wnm) amapara ['yGepraTopa Bonrorpanckoi o6macTi.
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4.14.11. Cpoxu mOArOTOBKM OTBETHBIX IIHMCEM YCTAaHABJIMBAIOTCS PE30JIONUEH
PYKOBOAMTENsSI HAa OCHOBAHHM HMEIOMUXCA CPOKOB HCIOJIHEHHS MOPYYCHHH,
3aIpOCOB WU 110 PEHICHUIO aBTOPA PE30JIIOIIHH.

B ciyyae eci CpOK ITOATOTOBKH OTBETHBIX ITHCEM HE YCTAHOBJICH, OHH JIOJDKHEI
OBITH MOATrOTOBJEHEI B CpPOK, He mpeBblmaromui 30 QHEH cO JHA MOCTYIJIEHUS
3ampoca, oOpaleHys B YIpaBlIeHHE JEIaMH.

Cpoky IOATOTOBKM HHUIMATHBHBIX IIMCEM ONPENEIAIOTCS PYKOBOAUTEISIMA
CTPYKTYPHBIX ITOJIpa3/ieICHUI YIIPaBJIeHUS [EIaMH.

4.15. TenerpamMmel

4.15.1. Tenerpammer obopMLTIoTcs Ha Gymare popMmaTa A4 110 yCTaHOBICHHOM
GopMe cornacHo MpUIOKEHHIO 13.

4.15.2. TenerpaMma JJOJDKHA HMETh CIEAYIOIIIE 00A3aTe/IbHBIE PEKBH3UTHL:

HAaNMEHOBAaHUE BHUJIA JIOKYMEHTA,

ajipecar;

TEKCT JOKYMEHTa,;

PEruCTpAIlOHHBIN HOMED JTOKYMEHTA,

JaTa JOKyMEHTa;

HOJIIHUCE.

PexBusuT "Ajpecar" IOJDKEH COIepXKaTh NOAPOOHEBIA agpec ¢ yKazaHHeM
[IOYTOBOTO MHJEKCA, IIO3BOJISIONINA 00ecednTh NOCTaBKy TelerpaMMbl ajpecary,
U II0JIHOE HaMEHOBaHKE azipecaTa.

JIONONHATENHHO MOTYT HCIIONB30BAaThCS OTMETKH ©O Kareropud: “JIrokc',
"Cpounas" 1 TOMy 10oJ00HOE.

TeKCT TellerpaMMBI H3/1araeTcs KpaTko, 6e3 COI030B M IIPEJIOros (€CiH IIPH 9TOM
He MCKaXaeTCs ero COfIepXKaHue), IeYaTaeTcs Yepes NBOMHON MEXCTPOYHBIH HHTEePBA
IponucHEIME OykBaME Ge3 mepeHoca cioB, ab3alleB, MCIPABICHHH M HE JOJDKEH
IIpEBBIIATh ABYX MALIMHOIMCHBIX CTpaHuil. [Ipy oTBeTe Ha MOCTYNHBIIMN JOKYMEHT
B TEKCTE TeJIErPaMMBI IaeTCs CCBUIKA Ha €ero HoMep U Jary.

OTmenpHOM  CTPOKOH  YKasbIBAIOTCS JOIDKHOCT M (aMuiis JIdIa,
IIOJITHCABIIEro TeIECrPaMMYy.

TenerpaMMel C OJHHM K TeM e TEKCTOM H IOANHUCHIO, aJPECOBAHHBIE
B HECKOJHKO IIYHKTOB M @aJpecoB, MOTYT HMETh IOAIHMCh TOJIBKO Ha OIHOM
SK3eMIUIIpE ¥ KONHMPOBAThCS IO KONMYECTBY aipecaroB. Kaxmplil dK3eMIUIAp
TeJlerpaMMEI 3aBepsieTcs nedaTsio "Js Tenerpamm’.

B nmxEel 4acTH TellerpaMMbl MOJ YEPTOH, OTHENISIOMEH TEKCT TelerPaMMBI,
YKA3bIBAIOTCS MCXOSAMN HOMEP U JiaTa, afipeC OTIPABHTEILT (um.B.W.Jlennna npocir.,
1.9, Bomrorpax, 400098), HaumMeHOBaHWe OpraHW3allMd — aBTOpa MOKYMEHTA
(ympaBnenne menaMu  AJMHEHACTpauud  Boarorpazncko# obmactu). Hioke
pacronaratorcs pexusuTsl "IToxmucs", "OtMeTka 06 HeonHuTeNe".

4.15.3. TlopsmoK BHU3MPOBAaHMs, MOJANUCAHHS W PETHCTPAlMH TEIerpamMm
AHAJIOTHYCH ITOPSAKY, YCTAHOBICHHOMY JUIsS CITYKEOHBIX IIHCEM.
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4.15.4. TemerpaMMbl JUIsl OTHpPaBKH INpuHMMAarOTCS OTHOENOM IeI0mpous-
BOJCTBA B JABYX O9K3eMIULIpax. [IepBbIf SK3eMIUIApD TeJerpaMMbl OTIIPABIISETCS
aZpecaTy, BTOpOil C IOANHUCHIO JOIDKHOCTHOIO JMIla W BH30H HCIOJIHUTEINS,
IIOATOTOBHBILErO JOKYMEHT, ocTaeTcs B OTAele JeNonpou3BO/ICTBA.

4.15.5. OTBETCTBEHHOCTh 32 CBOEBPEMEHHYIO M KA4ECTBEHHYIO ITOJTOTOBKY
TelerpaMM M coOJrojieHue TpeGoBaHHH 1O HMX O(GOPMIEHHIO BO3JIAraeTCs
. Ha PYKOBOIHWTENEeH CTPYKTYPHBIX IIOApa3/ieNieHui, OArOTOBUBLINX TeJlerPaMMBl,
a ITEpCOHANbHAs OTBETCTBEHHOCTh — HA HENOCPEICTBEHHBIX HCIIONHATEICH.
HeodopMiieHHBIE W HEUIPaBUIBHO OQOPMIIEHHBIE TeJerpaMMbl BO3BPAIAIOTCH
MCIIOJIHATEITIO Ha opaboTKy.

4.15.6. Ilpu ocyumiecTBieHHH Telerpad@Hol CBs3M TNPUMEHIETCS eIUHOe
yYEeTHO-OTYETHOE BpEMS — MOCKOBCKOEC.

4.16. ®akcorpammsl ((pakc)

4.16.1. JlokyMeHTHI, TpeOYIOIEE CPOUHOrO UCIOIHEHHUS, TEPEAA0TCA aapecaTy
C IIOMOIIBIO (PaKCUMUIIBHOM CBSI3H. -

4.16.2. Tlocrymaromme depe3 (aKCHMIIBHYIO CBS3b CIyXeOHBIE MHCHMA
¥ [pyrHe IOKyMeHTHl ((akchl) NPHPaBHUBAIOTCA K AHAIOTMYHBIM O(HIHATBHBIM
mokymeHTaM. Ilpm HeoOXOJMMOCTH  3aImpalidBaeTCs OpHTHHAN — JIOKYMEHTa
Ha OYMa)XHOM HOCHTEJE.

4.16.3. Tlopsmok 06pabOTKH, pacupeNelieHAs i IPOXOKACHUS IOCTYNArOIHX
(baKcoB aHAJOTMYCH IOPSIKY, YCTAHOBJIEHHOMY il HDOKYMEHTOB C OTMETKamy,
XapaKTePU3YIOIUMH CTEIIEHb CPOYHOCTH MX MCIIONHEHUS HIIH OCTAaBKH.

4.16.4. Tloctymaromuif Bclex 3a (akcoM OpHIHHAN IOKYMEHTa OCTaeTCH
Ha XpaHeHHH B OT/ieNe IeI0NPON3BOJCTBA, O YeM JIENAeTCsl OTMETKA B JJIEKTPOHHOH -
perucTpanuoHHoi Kaproduke (mamee mMenyercs — OPK), B KOTOpyro BHOCATCA
CBEJIEHUSI O PETHCTPUPYEMBIX JTOKYMEHTaX.

4.16.5. TTopsmox oopMITeHHS CITy>KeOHBIX IMCEM, OTIIPABIIIEMbIX CTPYKTYPHBIMA
Iozpas/ielieHusaMy YIpaBlIeHus AelaMu depe3 (GaKCHMUIBHYIO CBSA3b, M XPaHCHHS
X KOTIMI aHAJOTHYEeH NOPS/KY, yCTAHOBICHHOMY I CIIy’KEOHBIX ITHCEM.

4.16.6. BampemaeTcs IepeaBaTh HOCPENCTBOM (aKCHMUIBHOM CBS3H TEKCT
JOKYMEHTOB ¢ oMeTKo# "{j1st ciTy>keOHOro MoJB30BaHus "

4.16.7. . OTBETICTBEHHOCTb 33 COJEpXKAHWE IepemgaBaeMoil HH(pOpMaluu
BO3JIATaeTcsi Ha HUCIOIHHWTENA, MOATOTOBUBIIETO JOKYMEHT K II€peAade,
M DYKOBOAUTENS COOTBEICTBYIOLIETO CTIPYKTYPHOrO IOApasfeNeHus YIpaBleHHs
JeTaMH.

4.17. TenedponorpamMma

4.17.1. TenedoHOrpaMMbl HKCHOJB3YIOTCS JUIA OINEPATHBHOIO PEHICHUS
BOIIPOCOB B CliydYasix, KOTrJia cooOlieHus, IepefaBaeMble M0 tenedony, TpeOyIoT
JIOKYMEHTAJIBHOTO 0(OPMIICHHUS.

4.17.2. FOpuaudeckas cuiia MOCTYNHBIIEH TeneQOHOrPaMMBI OIIPE/IETIACTCS:

MCXOJSAIIMM PErHCTPAIOHHEIM HOMEPOM OTIIPABISAEMOH Telle)OHOrPaMMBL;
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JIOIDKHOCTEIO,  (QaMmidell, KMeHeM, OTYEeCTBOM JIHIla, OTIIPaBUBIIETO
Tese(h)OHOrPaMMYy;

IODKHOCTBIO, (aMuinel, HMEHeM, OTYeCTBOM M IOJIUCBHIO JIHIA,
IPUHSBIIErO TeleGOHOrpaMMy;

BXOJISIIUM PErACTPAlIHOHHEIM HOMEPOM IOJTy4EeHHO! Tee(QOHOrpaMMBL.

4.17.3. TpeGoBaHMs X H3JIOXECHHIO TEKCTa TENSPOHOrPaMM aHAJIOTUYHBI
TpeGOBaHUAM K U3JI0KEHHIO TEKCTa MACHMA.

TekcT TenedoHOrpaMMBI JOJDKECH COJIEPKaTh HE 6oee 50 cioB.

4.17.4. TenedoHOrpaMMa 3aHOCHTCS B JKYPHAI PETMCTPAIAU TeNe(OHOrpaMM
¥ TIOJIMCHIBAETCS JIUI[OM, OT IMEHH KOTOPOI'0 OHA IepeaeTes.

4.17.5. Tlocne nepepaun (mprema) Tene(OHOIPaMMEI MPOU3BOAUTCS CBEpKa
TekcTa Tele(pOHOrpaMMBI C IPUHAMAIOITHM (IIEPEIAIOUM).

3areM mnepepamoluii (IPUHUMAOMKNA) JenaeT OTMETKM BHHU3Y TeEKCTa
Tese(OHOrpaMMEI:

"TIPUHJI", HamMeHOBaHWE IODKHOCTH, (DaMHIIUs, HMS, OTYECTBO JIHIA,
IpUHSBIIEro TeneOHOrpaMMy, HOMep €ro TefepoHa, BpeMms Tepeaadu
TenedoHOrpaMMsI (Jachl ¥ MHHYTHI), JIaTa;

"[IEPEJIAJI", HauMeHOBaHHUE TOIDKHOCTH, (aMmwivs, UMs, OTYECTBO, HOMEp
TenedoHa, M0 KoTopoMmy TenedoHorpamma Oblia IepefiaHa, BpeMs Iepelatn
TenedoHOrpaMMEI (J4ackl I MHHYTEL), laTa.

OtMerka o npueme (meperade) Tene(OHOTPAMMBI 3aBEPAETCA MOAIKCHIO
paGoTHHKA, IPHHSBIIEro (Iepe/laBIiero) TeneQoHorpamMmy.

4.17.6. Tlonydennass TeneOHOrpaMMa JOJDKHA OBITH OTIEUATaHa, CUMTAHA
¥ TOJIOXKEHA JIAITY, KOTOPOMY OHa 8JpecOBaHa, B BOSMOXKHO KOPOTKHH CPOK.

4.18. JIoBEepEeHHOCTh

4.18.1. HoBepeHHOCTH OT HMCHH VYupapneHus JAelaMH  BBLAAIOTCS
10 MHAOUATHBE YIPABISAIOMEro JellaMd, 3aMECTUTENA YIPaBJIAIOMIEro IeIaMy,
PYKOBOZUTENEH CTPYKTYPHBIX HoApasAee i YIpaBleHUs IeNaMHu.

4.18.2. JloBepEHHOCTH F'OTOBATCS B CTPYKTYpPHOM IOJAPa3ICICHAN YrpasneHus
IeraMH, rje paboTaer JIMLo, KOTOPOMY BBIJIAETCS JOBEPEHHOCTb.

4.18.3. B ciydyae eciy JOBEPEHHOCTH BBINACTCA JHIY, HE SBIIOLICMYCST
paGoTHUKOM VYIpaBIeHHs JelaMd, e¢ MOATOTOBKY OCYINCCTBIACT HHMIHMATOP
BEIJ[a4YM TOBEPEHHOCTH.

4.18.4. JloBepeHHOCTh MHOJDKHA COAEPXaTh CBEJACHHUSA O MPCACTABATEIC
(3aHEMaeMast OJDKHOCTB, (aMumist, HMs, OTIECTBO, ACIIOPTHBIC nauHEe), 00 obbeMe
ero IOJIHOMOYHH, CPOKE JEHCTBUS JOBEPCHHOCTH.

4.18.5. ToBepeHHOCTH 0HOPMILTIOTCA 1O (POpME COIIACHO IPHIIOKEHHUIO 14.

4.18.6. Ilpm NOATOTOBKE MOBEPEHHOCTH otbopmIsieTcs MPOEKT OBEPCHHOCTH,
K KOTOpOMY MpHJIaraercs KOMHs JOKYMEHTa, IOATBEPXKIAOMIEro 3aHHMAacMylo
IIPEACTAaBUTENEM TOJDKHOCTD (xomusi TpHKaza O HasHAYCHWH HIH CIyXe0HOro
YIOCTOBEpPEHHS), KONMH CTPAHWIl IIacmopTa,  COACPKAIIHUX HEe0OX0 MBI
11t 0OpMITEHUSI AOBEPEHHOCTH JaHHBIE.
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4.18.7. JloBepeHHOCTb 'OTOBUTCS B JBYX SK3EMILIAPaX.

TlepBhIi 3K3eMIULIP JOBEPEHHOCTH oOdopMisiercs Ha OnaHke YIpaBieHus
JieTaMH.

BTopoii 3K3eMIUTAp JOBEPEHHOCTH BUUPYETCS PyKOBOIMTENIEM COOTBETCTBYIOLIETO
CTPYKTYPHOTO IOJpa3feNicHuss YIpaBleHHs JHeJaMH W 3aBEIyIOIMM CEKTOPOM
IIPAaBOBOTO ¥ KaJpOBOI'0 00ECTICYEHHMS.

4.18.8. TIpu cornacoBaHWM IOBEPEHHOCTH TEKCT JOBEPEHHOCTH MOXET OBITh
nopaboTaH ¢ y4eTOM KOHKPETHOH CHTYaIHH.

4.18.9. JloBepeHHOCTH IOCIE IOANMCAHMS  YIPABJSMIOIUM  JelaMU
peructpupytotcs B OTzene NENONPOM3BOJCTBA H 3aBEPAIOTCS repOOBON IIEYATHIO
VpapieHHs IenaMd B OTAele OyXraaTepCKoro ydeTra M OTYETHOCTH YIIPaBIICHHS
JeTaMy.

4.18.10. Perucrpamysi ¥ 3aBepeHHe IEYaThIO JIOBEPEHHOCTEH Oe3 Hammuus
BU3 JIOJDKHOCTHEIX JIMII, YKa3aHHBIX B ITyHKTeE 4.18.7 MHCTPYKIHH, HE IOy CKaIOTCS.

4.18.11. Ilepsbli oK3eMsip JgoBepeHHOCTH mepenaercs — OtaenoM
JeTTONPOU3BO/CTBA MO IIOIKCH JIMILY, Ha UM KOTOPOro 0 OpMIICHA HOBEPEHHOCTS.
BTopoii 5K3eMILISAp JOBEPEHHOCTH XpaHuTCs B OT/ene AeI0IpOn3BOJICTBA.

4.18.12. Vuer pmoBepeHHOCTell ocymecTisercss OTAeNoM Ielonpou3BOICTBA
B )KypHAJIe PETHCTPAIMU JOBEPEHHOCTEH.

4.18.13. B ciiyyae 0CBOOOXKIEHHS OT 3aHUMAEMOM JIOJDKHOCTH JIMIA, KOTOPOMY
BBIIAHa MOBEPEHHOCTb, WU Iepeo)OPMIEHHs NTOBEPEHHOCTH IEPBBIA SK3EMILLAD
JOBEPEHHOCTH TOMexuT ciade B OTHENT JENONPOM3BOACTBA, O HeM JellaeTcs
COOTBETCTBYIOIIAS OTMETKA B XypPHAJIE PETHCTPAllKK JOBEPEHHOCTEH.

4.18.14. B ciny4ae OTCYTICTBHS y YKQ3aHHOIO JMI[a IIEPBOTO 3K3EMIUIIpA
noseperHocTd B OTHEN JeNoNpOM3BOLCTBA IPENCTABIAETCA TUCHMEHHOS OOBSICHEHHE
Ha WMs YIPaBISIOLIEro JAejaMH O NPHYMHAX OTCYTCTBHA JNOBEPEHHOCTH, O HEM:
JleTaeTcs COOTBETCTBYIOMAS OTMETKA B XKYpHaJIe PETHCTPALMY JOBEPEHHOCTEH.

5. Opranusanus JOKyMeHToo00poTa
5.1. O6u¥e IPUHEIUIBI OPTaHH3alLUH JOKYMEHTO000pOTa

5.1.1. JIpmxeHue JOKYMEHTOB B YIIPABJICHUH AEJIAMU C MOMEHTA MX CO3/[@HHS
MIM ITONyYeHHs [0 3aBEpLICHHS HCIONHEHHMA MM  OTIPaBKH o0pazyer
IIOKyMEHTOO0OPOT.

5.1.2. B mporecce T0KyMeHT0000poTa 00ecIieqnBaroTes:

IpreM | IepBHYHas 00paboTKa BXOISIIUX NOKYMEHTOB;

IpeIBapUTeNIFHOE PACCMOTPEHHE BXOIINX IOKYMEHTOB;

perucTparys BXOAAIHMX, HCXOSIIUX ¥ BHYTPEHHHX IOKYMEHTOB;

PaccMOTpPEHUE NOKYMEHTOB PYKOBOACTBOM;

IOBe/leHHE IOKYMEHTOB JI0 HCIIOJIHUTENEH;

[IOATOTOBKA MPOEKTOB JIOKYMEHTOB,

COTJIaCOBaHHE MMPOEKTOB JOKYMEHTOB;

HOANMCAHKE MIPOSKTOB JOKYMEHTOB;
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00paboTKa ¥ OTIIpaBKa HCXOJAIMX JOKYMEHTOB;

OIpe/ieNicHHEe MeCTa XPaHEeHHS TOKYMEHTa (KOIHM JOKyMEHTa) U BKIIOYEHHE
IOKyMeHTa (KOIIHHU JOKYMEHTa) B JIEJO.

5.1.3. DeKTPOHHBIH JOKYMEHTOO00pOT YIIpaBIeH:s JellaMi OCYIIECTBIISETCS
¢ ucrons3oBanneM ACDJ] mmu depe3 OoQHUUIUANBHBIM CaldT YIpaBlieHHS IelaMu
AnvurucTpanuu  Bonrorpanckod obmacte B cocTaBe moprana I['yGepHaropa
1 AMUHHECTpanud Bosrorpaackoit 06acty B HH(QOpMAHOHHO-TEIEKOMMYHUKAIOHHOH
cetn MuTepHeT (majlee MMEHyeTCs — CaiT YIIpaBIeHus eIaMu).

5.1.4. B pmoxymeHnTo00OpOTE YIpaBlieHHs HejlaMH BBIICIIAIOTCSA CIEAyIoImue
JOKyMEHTOIIOTOKH:

BXOJsIHe (IOCTYMAOIINe) JOKyMEHTHI;

ucxoggmye (OTIpaBiIieMble) JOKYMEHTEL,

BHYTPEHHHE JOKYMEHTEI.

5.1.5. B cocraBe BXOASMAX (HOCTYIAIOUIMX) ¥ UCXOMAMUX (OTIPABISEMBIX)
IJOKYMEHTOB BBIACIISIOTCS:

nuceMa (oOpaleHus) IpakiaH, a TaKkKe MHCbMa W 3allpOChl, HAIPABIIAEMBIC
B aJIpec TPaKJaH; .

IOKYMEHTHI, IIOCTYIHBIIME M3 OPraHOB MECTHOIO  CaMOYNIPAaBJICHHS
MYHHIMIATBHEIX ofpasoBammii Bonrorpanckod ofmactd, a Takke MHCHMA,
HaIpaBlseMble B UX aJIpec;

JOKyMeHTHI, TocTynuBmue u3 Bonrorpanckodt obmactHoit JlyMbl, a Taxke
IIACHMa, HanpagsliseMsie B Boirorpaackyro obnactuyio Jlymy;

HOKyMEHTBI, IIOCTYNHBIIHE H3 OpPraHOB  HCHOJHHTECIRHOH  BIACTH
Bonrorpaackoii obnacty, a TaKKe NHChMa U 3alpOCH], HApaBJIseMble OpraHam
HCIIOJHATEIFHOM BiiacTH Bonrorpanackoii obiacti;

JOKYMEHTBI,  TOCTYyNMBLUME K3  TEPPHTOPHAIBHBIX  IOApA3JCICHHH
(e/lepaIbHBIX OPraHOB HCIONHHTENBHON BJIACTH, a TAKXKe IHChMA, HAlpaBisieMbIC
TEepPHTOPHAILHEIM IIOAPA3JeNeHusM (eepalbHbIX OpraHoB HCIIOJIHUTENBHOM
BIIACTH;

JOKYMEHTBI, TIOCTYTHUBIIKE OT OPraHOB IOCYIapCTBEHHOM BiacTd PoccuicKor
®enepanun, Korctutynuonnoro Cyna Poccuiickoii ®enepanuu, Bepxosroro Cyna
Poccuiickoit ®@enepauun, Cosera besomacHocTH Poccuiickoit ®@enepanuu,
[{enTpanbpHOM U30MpPaTENEHON KOMUCCHU Poccuiickoit ®eneparun, C4eTHOHR IaaThL
Poccumiickoit Pemepamun, IeHepansHOil TPOKypaTyphl Poccuiickon Dezepanu,
VIoJHOMOYEHHOrO IIO0  IIpaBaM  4YEJIOBEKa B Poccuiickoit  Depepauuy,
Vnomaomouersoro mpu ITpesumente Poccuiickoit Pesiepanuu 10 npasaM pebeHKa,
VionsomoueHHoro npu Ilpesunente Poccmiickoit ®epepanuy IO 3allUTE IIpaB
IpeIpUHAMaTeNel, APYTHX OPraHoB BJACTH K OpraHHU3AlMH Poccuiickoit
depeparuy, a TakXKe IUCbMa, HApaBJIIeMbIe B HX aJIpec;

JTOKYMEHTBI, IOCTYIMBIIAE OT HHBIX OpPraHW3alui M JIHI, HE YKa3aHHBIX
B HACTOSIIIIEM IIYHKTE, a TAKXKe MHChbMa, HalpaBIIieMble B UX afipec.

5.1.6. K BHyTpeHHEHN JOKyMEHTAUA OTHOCATC:

IPaBOBBIE aKThl YIIPABICHHS JelIaMU;

IIPOTOKONMBI 3acelaHuif, COoBemaHMH (COBEIIATeNbHBIX, KOOPAMHAIMOHHBIX,
SKCIEPTHBIX OPTaHoB, paboYnX IPYIII M TaK JaJee);
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IUTAHBI, OTYETHI, 3aK/IFOYEHU,

CITy>keOHbIE 3aIMCKY;

JIOBEPEHHOCTH

JIOTOBOPBI, KOHTPAKThI, COTAIICHHUS.

5.1.7. JloctaBKa ¥ OTIpaBKa JOKYMEHTOB OCYIIECTBIISIOTCS CpPEACTBaMHU
TOYTOBOH CBSI3H, (QeENbIberepckodl CBsA3M, (QAaKCHMHIBHOH ¥ KypbepCKOH CBS3H,
TenerpadHoi, TeneOHHON CBS3U, MOCPEACTBOM 3JIEKTPOHHOH IMOYTHI, Yepes3 CaT
YipaBieHus nenamu, a Takxe ¢ ucrnoiszosarreM ACOJI u cucremsr MOJIO.

5.1.8. OTnenoM AeaompoOn3BOICTBA BEAETCS YUET IOCTYNAOIINX, CO3/[aBacMbIX
M OTIpaB/IsieMBIX JOKYMEHTOB. JlaHHEIE O KONMYECTBE JOKYMEHTOB 0000maroTcs,
AHAHU3UPYIOTCS U IPEACTABIAIOTCS YIPABISIOMEMY ACIaMH.

5.1.9. B nemsx ydyeTa W IIOACKa JOKYMEHTOB B CHCTEME 3JIEKTPOHHOIO
JIOKyMeHTOO00pOTa HCHONB3YIOTCA 00s3aTeNbHbIe CBEJEHHS O JIOKYMEHTaX,
yCTAHOBNIEHHEIE HOPMATHBHEIMM IIDaBOBBIMH aKTaMmi Bonrorpauckon obactu
1 YIpaBieHUs JeJIaMu.

5.2. IlpueM 1 nepBHYHas 06paboTKa BXOMIHX (MOCTYIAIONIIX) HOKYMEHTOB

5.2.1. Bee Bxomsmiue (IIOCTYIAIONINE) JOKYMEHTHI IPHHUMAIOTCS B YIUTBIBAIOTCSA
neHTpanu3oBanHo B OT/eNe AeN0onpOr3BOACTBA.

JIOKyMEHTHl TPOXOIAT IIepPBHYHYI0 00paboTKy B JeHb IOCTYIUICHUS,
a TIpH IIOCTYILIEHNH B Hepabodee BpeMs — Ha CIIE/yIOIIHH paboumnii eHs. _

Ileppuynas 06paGoTKa JOKYMEHTOB, IOCTYIHBINMX IOCPEICTBOM ACI/],
OCYIIECTBJIAETCS. B IOPSAMAKE, YCTAHOBICHHOM HOPMATHBHBIMU NPaBOBBIMH aKTaMH,
PeryTHpyFOMAMHE TOPAIOK QyHKITHOHUPOBAHNS YKa3aHHOH CHCTEMBL, 1 HHCTpYyKIHEH.

5.2.2. Bce mocTynuBIIME B YIpaBleHHE AedaMd AOKYMCHTHI Ha OyMaxHOM
HOCHTEJIe OIeXAT IePBUYHOM 06paboTKe, BKIIOYAOIIEeH:

IPOBEPKY MPaBUIBHOCTH JOCTaBKU JOKYMEHTOB;

TIPOBEPKY IENOCTHOCTH YTAKOBKH (KOHBEPTOB, IIAaKeTOB);

BCKPBITHE YIAKOBKH (32 HCKJIIOYEHHEM KOHBEPTOB, ITaKETOB C OMETKOHN
"Jlggao" ¥ TpudaMH OrpaHHYEHMA JOCTyma K JIOKYMEHTY, HE OTHOCAINHXCA
K 0OpaeHnaM IPOKIaH, OpraHu3alui);

IIPOBEPKY IEJOCTHOCTH (KOMILIEKTHOCTH) BXOMSIIMX NOKYMEHTOB, BKIIOYad
TIPUIIOKEHHS,

YHAYTOXKEHHAE KOHBEPTOB, IIaKETOB HJIH YIIAKOBKH [3a wuckimroueHHEM
oOpaleHnii rpaxgaH, OpraHM3alii W HHBIX JOKYMCHTOB 0e3 ykasaHMs Jarhbl,
a TaloKe B CITyYasx ecid JOKYMEHT IIOCTYIIHII IO3XKe YKa3aHHOIO B TEKCTE JOKYMEHTa
CpOKa HCIOJHEHHUs (aThl MEPOIPHUSTHS) HIIH IPH GomnsimoM (6osnee 10 KaleHIapHBIX
IHeR) PacXOXKISHUH MEXTy JaTaMd OAIHCAHMS U MOy ICHU JOKYMEHTOB].

5.2.3. DNeKTpOHHbIE NOKYMEHTB, B TOM YHCIE SIICKTPOHHbLIE TOKYMCHTBI
C IPUKpPEIUICHHBIMA 00pa3aMy, IOCTYNAIHe 110 ACD]I, B 0053aTENbHOM MOPS/IKE
IPOXOJAT IIPOBEPKY:

nomruaHocTd DII MHIa, IOUHCABLIET0 MEKTPOHHBIA JOKYMEHT;

IIPaBUJILHOCTH afipecara;

HaJIAYHUS IIPUIIOXKEHHUIA, €CIIM OHM YKa3aHbl B TEKCTE 3JIEKTPOHHOTO JOKYMEHTA.



60

[Ipy MOJOXXUTENEHOM pe3ylibTaTe IPOBENEHUS IPOBEPKH SJICKTPOHHBIN
JOKYMEHT U (HJIK) 3JIEKTPOHHBIM JOKYMEHT C IPHKPEIJIEHHBIM 00pa3oM MPUHAMAETCSE
K HCIIOJHEHHIO M IIONJEXUT JaipHeiimeil o0paboTke, IpH OTPUUATEILHOM —
He3aMeIIMTENbHO BO3BPAIaeTCs OTIPABUTENIO C yKa3aHHeM IIPUYMH BO3BpaTa.

5.2.4. OmmOOYHO [OCTaBJICHHLIE [JOKYMEHTHI Ha OyMa)XHOM HOCHTeENE
TIEPECHUIAIOTCS 110 HA3HAYeHHWIO MM BO3BPAIIAIOTCS OTIPABHUTENIO B TEYCHHC
TpeX KaJeHAAapHBIX JHEeH CO AHS IOJIy4YeHHs.

O NOJy4YeHHH MTOJO3PUTENHFHOT0 IOYTOBOrO OTIPABJIEHUS JIOKJIAIbIBACTCS
pykoBoauteno OTnena gejIonpou3BOACTBa.

5.2.5. IIpn o6HapyXeHUH MOBPEXISHAS BXOSIIEro JOKyMEHTa Ha OyMaXHOM
HOCHTENe WM ero NpHJIOXKEHUH, OTCYTCTBHH B KOHBepTe (NaKeTe) HOKYMEHTa,
ero 4acTd WIM IPUIOKEHWH K HEMy, a TakXkKe IpPH OTCYTCTBHU IIOANKCH
Ha BXOMSNIEM JOKYMEHTE COCTAaBISIETCS aKT B TPEX JK3EMIUIApax Ha OyMaxHOM
HOCHTeNe, OJWH SK3EMILISp aKTa B TE€UCHHUE IATH KaJeHJApPHBIX MHEH BBICHIIACTCS
OTIIPAaBHUTENIO, BTOPOH INpHOOMIAaeTCs K BXOAAINEMY JOKYMEHTY H IIepelaeTcs
Ha PErHCTpPAlMIO ¥ IMpeiBapUTEIbHOE PaCCMOTPEHHE, TPETHH SK3EMILISP OCTaeTCs
B Otnene penompoussojctBa. Ha 00OpOTHOM CTOpPOHE IIOCISJHErO JIHCTa
IIOBPEXJEHHOrO  JOKyMeHTa  Jenaercs  oTMerka  "JIOKyMEHT  IOJydeH
B IIOBPEXIEHHOM BHE".

dopma akTa 06 OTCYTCTBHH NOKYMEHTOB WM OOHApy)XEHHH BIOXCHHH
B [TOYTOBBIX OTIPABJICHUSIX IPUBE/ICHA B IIPHIIOXKEHHH 15.

5.2.6. KorBepTs! (maxeTs), uMeromue orMeTKy "JInuno", rpudsr orpanndeHns
JOCTyIa K JOKyMEHTaM, COAEpXaIlUM CBEeHHs KOHQUICHIMAIBPHOIO XapaKTepa,
He BCKPBIBAIOTCS U IIEPENAIOTC:

¢ orMeTKoi "JIM4HO" — HEMOCPpEeACTBEHHO apecary;

¢ rpudaMu OrpaHHYeHHs JOCTyIa — PabOTHUKY CIIyKOBI IeI0NPOU3BOJICTBA,
YIIOJTHOMOYEHHOMY Ha 06paboTKy OKyMEHTOB OrPaHHYCHHOIO OCTYIA.

JIoKyMeHTHI, TIoCTyIHBIIHe ¢ oT™MeTkamu "Cpouno", "Bpydnts HEMeJJIEHHO",
He3aMeIIUTEIBHO IPOXOAAT MEPBHYHYIO 00paboTKy, PEriMcTpanuio U IepefaroTCs
YIPaBJISIOIIEMY JeIaMy.

5.2.7. DneKTpoHHEIE COOOINEHHs, aJPeCOBAaHHbIC YIPABILIIOMEMY JelaMu
MIJIA HaIpaBlieHHBIE B aipec YIPaBJICHHS JENaMH, PaCIIeYaTHBAIOTCS M IPOXONAT
nepBUYHYIO 06paboTKy B 00IIEM HOPSIKE.

5.2.8. 13 00I11ero MOToKa BXOAANIHX (IIOCTYIAIOMIHX) JOKYMEHTOB BBIIENISAIOTCS:

obpamesusi W 3a0pOCHl TpaxJaH, OObEJMHEHWH TIpaxKIaH, B TOM YHCIIE
FOPHANIECKAX JIHII, — U Iepefadr ux B OT/en Jenonpon3Bo/CTBa;

JOKyMeHTEI, TocrynuBiume B OTAeN IeNonpon3BOACIBA, HO aApECOBAHHBIC
opraHaM MCIONHHTENbHOM BilacTH Bonrorpajackod ofmacT, — I Iepenadn
WX B COOTBETCTBYIOIIME OPraHbl HCIIONHUTEIBHOM BIacT Bosrorpancko 06macT;

JOKYMEHTEI, TpeOyromue 00s3aTeIbHOr0 PACCMOTPEHHS YIPABILAIOIIM JeTIaMH;

JIOKYMeHTBI, He TpeOyrolme o00A3aTelbHOr0 PacCMOTPEHHs —YIIPaBILFOIIKM
gelaMd ¥ IepelaBaeMble HEIOCPEICTBEHHO B CTPYKTYpHbBIE IIOApa3[CICHUS
VYipasieHus OellaMHu.
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5.2.9. Bxonsmue (IOCTymaroIlye) TeNerpaMMbl MPUHUMAIOTCA IOJA IOIMHCH
C IPOCTABJICHUEM JaThl U BPEMEHH IIpUeMa, PErHCTPUPYIOTCS 110 TEM JKe IpaBUiIaM,
9TO U [IMCEMA.

5.2.10. ITepBuunas 06paboTKa JOKYMEHTOB 3aBEpIIACTCH X PACIPENCICHUEM
Ha IO[IEXamye KM He MOAJIeXallde peracrpanuu. He mojiexar perucTpauuu
CIIEYFOIHE BUABI JOKYMEHTOB:

LOKYMEHTHI, He TpeOylollue HCIONHEHHS M He colepXallue HHQOpMaluH,
ACIONE3YyeMOM B CIPABOYHBIX LENAX, — MPHUIVIACUTENBHEIC, M031PaBUTSIbHbIC
IACHMa U TeJerpaMMBI, OMIIETHI,

IUTaHBl ¥ IPOrPAMMEI CEMHHAPOB, KOH(EPEHUHH, CHMIO3MYMOB H APYIAX
1000HBIX MEPOIIPUSTHIHA,

IOKyMEHTBl 10  OyXIalTepcKOMy —Y4eTry, MAaTepHalbHO-TEXHUYCCKOMY
o0ecreuennio, IUTaHOBeIe W (DUHAHCOBBIE  JOKYMEHTBI,  IIOCTYNArOIINe
0e3 COmpPOBOAUTEILHOrO MACEMA;

peKJIaMHbIe JOKYMEHTEI, KOMMEPUECKHE IPETOKEHIU;

neqyaTHbIe U3JaHNUS,

yHEQHIUpOBaHHEIE GOPMBI U GJIaHKA JOKYMEHTOB.

ITo 3aBepIIeHWH IIepBHYHON 00paboTKM Ha BCEX MPHHATBIX K JICNIO-
IIPOM3BOACTBY HOKyMEHTaX Ha OyMaKHOM HOCHTEJIC NpPOCTAaBIACTCA OTMETKA
0 IOCTYIUICHUH JOKYMEHTA.

5.3. TIpenBapuTenbHOE PACCMOTPEHUE BXOAAIIHX (OCTYMAOINNUX) JIOKYMEHTOB

5.3.1. OTIenoM AeNONpOU3BOACTBA MPOBOMUTCS MPEABAPUTEIILHOE PACCMOTPEHUE
JOKYMEHTOB B IIeJISIX BBIIEJIEHUS H3 BCETO MacCHBa IIOCTYMUBIIEH KOPPECIOHICHIINH
JIOKyMEHTOB, TPEOYIOIIHX PAaCCMOTPEHHUs YIIPaBJIAOIUM JICTaMHU.

5.3.2. PesynbTaroM IpeABapHTENbHOTO PAacCMOTPEHMS SBIMCTCH HAIpPaBIICHHC
JOKyMEHTa HA BBIHECEHHE PEe30JIOLUH [IOopyYeHHS (yxa3aHHs) IIO MCHOJIHEHUIO
JOKYMEHTAa]. )

5.3.3. JloxymeHTBI, TpeOyloIlEe pacCMOTPSHHA YIPABIAIONMM JACNaMH,
HAIPAaBJIAIOTCS B IPUEMHYIO YIIPABIISIOMIEro ACIaMH.

5.3.4. JIOKyMeHTHI TI0 BOIIPOCaM, He TPeOYHOIIM PACCMOTPEHHUS yIPABILFOIIIM
JieJTaMH, HATPaBIISIOTCS. HEOCPEACTBEHHO B CTPYKTYPHBIC MOJPAasACICHAA VYupasieHus
JeTaMu.

OcHOBaHMeM I IPUHATAS PEIIEHHS B X0/ie IPEIBAPUTENLHOTO PACCMOTPECHHU
SBIISIETCS COZlepKanpe JOKyMEHTa, a He aJpecOBaHUE COOTBETCTBYOLIEMY JIHILY.

5.3.5. B xozme mpenBapHTENBHOIO pPacCMOTPEHHS MOKYMEHTOB Otnenom
J(eONPON3BOICTBA U3 OOIIEro INOTOKa MOKYMEHTOB BBIICIAIOTCA CIICAYIOMUE
JIOKyMEHTBI:

¢ KOHKPETHOM [aTo! MCIOIHEHNs — B YKa3aHHBIHA CPOK;

0e3 yka3aHusI KOHKPETHOM! JaThl UCTIOTHEHHM:

pMeromue B TekcTe "CpouHo" — HCIOJHSIOTCSA B TPEXHEBHBIN CPOK;

uMerorue moMeTKy "OrnepaTHBHO" — HCIIONHSIIOTCS B JECATUTHEBHBIA CPOK;

OCTaIIbHBIE — HCIIONHSIIOTCS B CPOK He Gonee 30 KaleHIapHBIX JHEH.
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5.4. Peructparus BXOASIIUX, HCXOAAIIUX U BHYTPEHHUX JOKYMCHTOB

5.4.1. Perucrparysi BXOISIIUX M HCXONAUIMX TOKYMEHTOB OCYLIECTBIIACTCA
cayx6oi  nenomnpoussonctea B ACOJ] HesaBUCHMO OT crmocoba HX IOCTaBKU
¥ TOJIBKO OAUH pas.

Ilepenaua JOKYMEHTOB YIpaBinomeMy Jenamu Oe3 perucrpamuy Otnenom
JEJIONPOU3BOJICTBA HE AOILYyCKAETCH.

5.4.2. Perucrpamys BXOJAMIMX JOKYMEHTOB, B TOM 4YHCII€ HaIPaBJICHHBIX
B JIGKTPOHHOM (OopMe, IOCTYIHBIIMX B YIpasieHue fAenamu no 16 9 00 mum.
pabouero JHs, a TaKKe MOKYMEHTOB, CPOK PacCMOTPEHHsS KOTOPBIX COCTaBJIACT
He Ooylee OATH paboumx JHEH, OCYIIECTBIAETCS B JEHb HX IIOCTYIICHHS.
PerscTpanus HHBIX MOCTYIMBIINX JOKYMEHTOB OCYILECTBISETCS Ha CIIEIYIONTMH
pabounii 1eHb.

Peructpanust oOpamieHMd rpaxngad, B TOM YHCIEe  HAIPaBICHHBIX
B SIIEKTPOHHOH (popMe, OCYIIECTBISETCS B TEYCHHE TPEX KalCHIApHBIX JHEH
CO JTHS TTOCTYILJICHUS.

JIOKYMEHTBI, HOoCTymuBIIMe ¢ oT™MeTKamu "Cpouno", "Bpy4uTs HeMemIeHHO",
PETHCTPHUPYIOTCS HE3aMeIHTEIBHO.

AKTHI IIPOKYPOPCKOTO PearipoBaHys U 3aKiIro4eHrs MUHHCTePCTBa IOCTHIHH
Poccuiickoii @enepaniii peruCTPUPYIOTCS B IEHB IOCTYIICHUS. '

Perucrparys Co3/aBaeMbIX MM MCXOISIIUX JOKYMEHTOB OCYHIECTBIIACTCS
B JIeHb TTOIMACAHMS YN YTBEPKIACHHS Tu00 Ha CIeAYIOIMH 32 HUM paboiil eHb.

5.4.3. Tlpu perucTpamyy BXOIAIIMX JOKYMEHTOB CBEACHHA O BXOAAIIEM
noxymente BHocstess B OPK ACOJl, a mocTynuBIIeMy JIOKYMEHTY MPHCBAHBACTCS
PETHCTPAIOHHBIH HOMED.

DJIEKTPOHHBIH JOKYMEHT, HMCIOIIMil NpHJIOKeHHS (B TOM 4MCJIEC B BHIE
00pa3zoB), pErHCTPUPYETCA KaK OJTUH TOKYMEHT.

JIOKyMeHTBI, IOCTyIHMBIIME Ha OyMaXHOM HOCHTENE, CKaHUPYIOTCS,
SJIEKTPOHHAsA Komus NoKyMeHTa Bkirodaercs B ACO/l u mpucoefuHseTCs K OPK,
B KOTOPYIO BHOCATCS OCHOBHBIE OOs3aTeNbHBIE PEKBU3HMTBI JIOKYMEHTa,
bopMHpyeTcss MapIupyT IPOXOXIACHMS JOKyMEHTAa B 3aBUCMMOCTH OT BHIA
U COJIep)XKaHus JOKYMEHTA.

5.4.4. Ilpu perucTpalMyd BXOISIIIMM JOKyMEHTaM VYrpasneHus AenaMu
TIPHCBAMBAETCS PETUCTPALIMOHHBIH HOMEP, COCTOSIIIHIL

U3 - WHAeKca  YIpaBieHWs  OedaMM B CHCTeMe  3JIEKTPOHHOIO
IOKYMEHT0000pOTa;

IPOCTABISIEMOro depe3 Jepuc HHAEKCA CTPYKTYPHOrO IOIPAa3NENeHHs
VipaBneHus [eNaMy, OIpPEHeNseMOTo NPy IPe/BAPUTENLHOM —DPacCMOTPCHUH
moxkymenta OTHeOM IeNONPOM3BOICTBA W IPHCBAMBAaEMOr0 B COOTBETCTBHH
C KIIACCH(UKATOPOM CTPYKTYPHBIX IIOApa3/elieHuii Y IpaBIeHIA NeIaMu;

IPOCTABJIIEMOro depes Je(HrC HHAEKCa [ielia 0 HOMEHKIIAType eI,

IIPOCTABIISIEMOr0 4epe3 KOCYI0 YepTy MOpS/KOBOTO HOMepa HAOKyMEHTa
B Ipefenax KaJeHJapHoro roja.

Hanpumep: Ne 54-3-2/1602.
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5.4.5. B mensx ydyera ¥ IOHCKAa JOKYMEHTOB IIPH PETHCTPAIMU JOKYMEHTa
B OPK BHOCHTCS ClleRyromas HHPOpMaIus:

HAaHMEHOBAHKME TOCYIApPCTBEHHOIO OpraHa, opraHa MECTHOTO CaMOYIIPaBJICHH,
OpraHHu3aluU-KOPPECIOHICHTA,

HalMEHOBAaHHEe I'OCYAapCTBEHHOI0 OpraHa, OpraHa ‘MeCTHOIO CaMOYIPaBIICHHS,
OpraHHU3alU-aapecaTa;

HaMEHOBaHWEe BUa JOKyMEHTa,

JaTa JOKyMEHTa;

pPETHCTpallMOHHBIN HOMED JTOKYMEHTa;

(GaMIHsT ¥ HHUIAJIE] JIMIA, HOAMKCABIIEr0 JOKYMEHT;

JlaTa MOCTYIUICHHUS JOKYMEHTa,

BXOJIAUIVHA perucTpallMOHHEIN HOMED;

crocob JI0CTaBKU NOKYMEHTA,

3aroJIOBOK K TEKCTY;

KOJIMYECTBO JIUCTOB OCHOBHOI'O IOKYMEHTA,

OTMETKA O IPHIOXKEHHH (KOJNAYECTBO IPHIIOXKEHHH, ofImee KOJIUYECTBO
JIACTOB MIPUJIOKEHHAH);

CBEJEHUS O CBS3aHHBIX JOKYMEHTaX (HaHMEHOBaHME BHMIA JIOKYMEHTa, [1aTa,
PErHCTPAlOHHEIA HOMED, THII CBA3K);

pesomronust  (MCHONHUTENH, IIOpy4eHHe, JODKHOCTHOE JIHIO, JaBliee
[opyveHwe, JaTa HCIONHEH s, JaTa (OPMUPOBAHHS MOPYICHNS);

CPOK HCIIOJIHEHHS JOKYMEHTA;

HHJEKC Jiefia 10 HOMEHKIIAaType AT,

CBEJIEHUS O Iepeajipecalii JOKyMEHTa;

OTMETKa 0 KOHTPOJIE,

cBeleHHs 00 SIIEKTPOHHOM IMOIITHCH;

pe3yJIbTAT IPOBEPKHU 3JIEKTPOHHON MOATIHCH;

OTBETCTBEHHBIN HCIIOJIHUTEND JOKYMEHTA,

CCHUTKM Ha (hailflbl MOCTYIHMBLIETO, OTIPABIAEMOro MOKyMeHTa U (aiin
(dbaitysl) mproKeHUs (PUIIOKEHUHN) K JOKYMEHTY;

croco0 IOCTaBKHU JTOKyMEHTa aJipecary.

5.4.6. 3aperucTpHpoBaHHBIE JOKYMEHTHl K JApyras KOPPECIOHICHIHA
mocraBisroTcs paborukamu OTena JENOnpor3BOACTBA B IIPUEMHYIO YIIPABJISIOICTO
JeNaMH, CTPYKTypHbIe [OApasfeleHHs YIpaBjIeHUS JeNaMd B 10 ¢« 30 muH.,
15 1 30 MuH., 17 1 00 Mun. TemerpamMmbl, JOKyMEHTHI ¢ HoMeTko# "Il ciyxe6Horo
MONB30BaHMA", a Takke NOKYMEHTHl OT/ena OyxranTepckoro ydera W OTYETHOCTH
YIpaBileHHs JeNaMH, OT/ela SKOHOMHKHM M IUIAHUPOBAHHKS YIIPABICHHS Jelamu
JOCTaBIISIOTCS IO ITOMIIHKCH.

5.4.7. Ucxonsmue HOKyMEHTBI, MOJIMCAHHBIC PYKOBOTHUTCIECM, IIE€PEAAIOTCH
Ha peructpanuio. CBeIeHHS O PEIUCTPUPYEMBIX HCXOIAIMX NOKYMEHTaX BHOCATCA
B OPK.

Perucrpanus HMCXO[USIINMX IHCEM, MOANHCAHHBIX YIPAaBJIAIOMKUM JelaMH,
3aMECTHTENEM YIPARJISIONIErO AelaMi OCYIIECTBIAETCS paGOTHIKAMH CTPYKTYPHBIX
Hofpa3elieHuii, FOTOBUBIIMMH 3TOT JOKYMEHT.
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He nomyckaercst perucTpalysi HCXOSIINX CIIyKeOHBIX IIMCEM IIPH OTCYTCTBUH
BCeX HEOOXONUMBIX COIJIACOBAaHUHN (BU3) COOTBETCTBYIOLUX 3aMHTEPECOBAHHBIX
JOJDKHOCTHBIX JIALI.

Peructpanus JOKyMeHTOB 00 ucmonHeHuu nopyueHuit I'yGepraropa
Bonrorpaackoii o6yactu He HomyckaeTcs 6e3 npefcTaplIeHus OyMaKHOro HOCUTE.

5.4.8. Perucrtpamys HCXOASIIUX MAOKYMEHTOB OCYIIECTBIISETCS B JIEHD
UX HOJIMCAHUS MK Ha CIIeIyIommi paboynii JeHb.

5.4.9. Ilpum perucTpandy HCXOIMUX JOKYMEHTOB pPaOOTHHK CIIyXObI
JIeIONPOM3BOJICTBA IIPOBEPSET IPABHIBHOCTE O(QOPMIIEHHS [OOKYMEHTOB (B TOM
qyclle HaAdne IONINCceH, Bi3, IPAaBIIBHOCTE HAIIHCAHNUS a[JpeCcOB), CBEPAET CCBIIKY
Ha PEerHCTPaIOHHBIH HOMEp U JaTy IIOCTYNHUBILIEr0 JOKYMEHTa, & TaKkXe Halu4ine
YKa3aHHBIX B HMCXOJUIIIMX JOKYMEHTaX IpPUIIOXKEHHH, COOTBETCTBHE KOJMYECTBA
5K3eMILISIPOB KOJMYECTBY aJpecaToB IO YKAa3aTENI0 PACCHUIKH, HalWYHe OTMETKH
006 UCIOJHHUTENE, HOCIE Yero BKIIYaeT Hexoasmuit nokymenT B ACO/L.

B ciyuyae BBISBJIEHHs B XOfie IIPOBEPKH JOKYMEHTa HapyLICHWH TpeOOBaHUi
K €ro CO3JaHHMIO JOKYMEHT HE3aMEAJIHUTENbHO BO3BPAIAETCA aBTOPY MOKYMEHTa
WM B CIydae €ro OTCYTCTBHS HEIOCPEACTBEHHOMY PYKOBOIHUTENIO aBTOpa JOKyMEHTa
IUTSL YCTPaHEHUs HapyLIeHUH.

5.4.10. PerucTpalMOHHBIE HOMEp H JaTa HCXOAAIIEro JOKyMEHTa
IPOCTABJIAIOTCA HAa MNOJIMHHAKE JOKYMEHTa, O(QOPMIIEHHOTO Ha OyMaKHOM
HOCHUTENE, B PEKBU3UTaX OJlaHKa M Ha KOIMH, OCTAIOIIEHCS B JeNe CTPYKTYPHOIO
IIOIpa3/ieNIeHus. Y IpaBlIcHUs AeIaMH.

Ha mocTynaromux JOKyMeHTax Ha OyMaKHOM HOCHTENE PErdMCTPalldOHHbBINA
HOMEp M Jara BXOISIIEro JOKYMEHTa IPOCTABJIAIOTCS B HIDKHEM IPaBOM YITY
IEPBOTO JIMCTA JOKYMEHTA.

5.5. Tlepenaya 3aperuCTpHPOBAHHBIX JJOKYMEHTOB HA PACCMOTPEHUE PYKOBOJCTBY
U JIOBeJleHne JOKYMEHTOB JI0 HCIIOIHHUTENeH

5.5.1. 3apermcTpupoBaHHBIE JOKYMEHTHl II€PEAIOTCS HA pPacCMOTpeHHe
PYKOBOJICTBY.

5.5.2. PesynpTaThl pacCMOTPEHHSI PYKOBOJACTBOM JOKYMEHTa O(OPMIIAIOTCS
B BUJIE PE30JIFOLHI (TOpYIeHHH).

Pesonronust K JOKyMEHTaM Ha OyMaXHOM HocuTene 0QOpMIISIETCS Ha CaMoM
IOKYMEHTE MK Ha GJIaHKe YIPaBISIONIEro AeNaMu JUIs PE30JIFOIUN X HOPYICHHH.

B ACDI pesomomuss ¢opMupyercs IyTeM JgobaBieHus —3aqaqu
B CYIIECTBYIOI[MH MapIIpyT IPOXOXIECHHS SIEKTPOHHOrO NOKYMEHTA, BHECCHH
TeKCTa Pe3oNIonuH [mopydenus (yKasaHHS) IO €ro HCIONHEHHIO], MH(bopMaiyy
00 MCIIOJIHUTEIE, CPOKAX HCIIOIHEHNS, KOMMEHTAPHEB.

CeeneHuss O pesomouuu (MCIOJHHUTENb, COAEPXKAHHE IOPYYEHHS, CPOK
ucnonuenns) sHocsTcs B OPK ACO]JI, nocne 9ero UCIOMHUTENH HONTYYaloT AOCTYII
K 5JIEKTPOHHOMY JIOKyMEHTY (3JIEKTPOHHON KOIHH JOKYMEHTA).

Pesomonuy MOryT OBITH aJpecoBaHBl pabOTHHKaM YIIpaBIeHHs JelaMu
¥ (MJIH) PyKOBOJMTEIISM [IOABEIOMCTBEHHEIX YIIPABIICHHIO IEaMU YIPEXKACHUH.
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B ciydae eciH pe3OJIIOUMS  afpecoBaHa HECKONBKMM  pabOTHHKAM,
TO OTBETCTBEHHHIM 33 MCIIONHEHHE IOKYMEHTa B LEJIOM SBJIAETCS DPabOTHUK,
YKa3aHHBIM IE€pBBIM (BepXHHM), 1160 pabOTHHK, B OTHOLICHUU KOTOPOIO CHENIaHa
IIOMETKA O TOM, YTO OH SIBJISETCS OTBETCTBEHHBIM.

5.5.3. JIOKyMeHTHI, [OCTyMaloIe Ha OyMaXHOM HOCHTeNe, IIOCIe
ux peructpanyd, BkimodeHus B ACOJL B BHJIE 3IEKTPOHHBIX KOIIUH U PaCCMOTPEHHS
PYKOBOJACTBOM I[€pEaroTcs HCIONHUTEMO (B Clyyae Ha3sHaUCHHS HECKOIBKHX
MCIIOJTHATENEH — 0 MECTY HaXOX/(EHUS OTBETCTBEHHOI'O HCIIOJHUTENL).

B ciydae eciy JOKyMEHT COIEPXKHUT [IePCOHAIBHEIE JaHHBIC H (M) CBECHHS
OrpaHHYEeHHOro J0CTymna, HOCTYn K JokymeHnty B ACOJl He obecrneunBaercs,
a OTBETCTBEHHBIN MCIIOMHMUTEND M (WJIK) COMCIIONHHUTENM IOTYYatoT COOTBETCTBEHHO
MO/JIMHHYK JOKYMEHTa U ero OyMaKHBIE KOIIMH.

WsroToBlieHHEe KONHH  JOKyMEHTa JAid  Iepefadydl  COHUCIIONHUTENSIM
OCYLIECTBIISETCS pabOTHIKOM CITYKOBI Ie0NPOU3BOJICTBA.

5.5.4. Tlocye MpUHATHS PYKOBOJACTBOM DPEIIEHHUS IO HCIOJIHCHUIO NOKYMEHTa,
noctynupirero mo MOJIO, mnd MHQOPMHPOBaHHS OpPraHH3alHH-OTIPABHTEIA
cIyxk60i eI0npou3BoAcTBa (QOPMHUPYETCs yBEJOMIICHUE O NMPUHATHH JIOKYMEHTA'
K HCIIONHEHUIO, a B CIy4ae CMEHBI OTBETCTBEHHOTO HCIONHMTENS (MCIOIHHUTEIS)
B XOJI€ HCIIONHEHHS JOKYMEHTa — yBeIOMJIeHHe 00 H3MEHEHHH XO0/a HCIOHCHYS.

5.6. PaboTta ucrmoaHUTENS ¢ JOKYMEHTaMU

5.6.1. Pafora ¢ [OOKYMEHTaMH OCYILECTBJIAETCS B  COOTBETCTBHU
¢ MucTpykimeit ¢ y9eToM HOpPMaTHBHEIX IPaBOBBIX akToB Poccuiickol dexepanuxy,
Bonrorpanckoit 067acTi ¥ IOTHOMOYHY UCIIONHUTEINSA JOKYMEHTA.

5.6.2. VcnonauTteneM SBISETCS paOOTHUK YIpPaBIECHHSA JeJaMU, KOTOpOMY
ampecyercs pesomorys. OTBETCTBEHHBIM HCIIONHUTEIEM SBIACTCSA HMCIONHHUTEID,
KOTODBIH YKA3KIBAETCS B CIIMCKE HCIONHHTENEH MepBEIM (BEPXHUM) HIIH IOMEYaeTCs
KaxK OTBETCTBEHHEIN COKparieHueM: "oTB".

5.6.3. VcrionHuTENb B Ipolecce paboThl ¢ JOKYMEHTOM OCYIIECTBILICT:

c6op m 06paGoTKy HeoOxomuMoll HH(OpMANuM, B TOM 4HCIe B (opme
CIIyKeGHOTO B3aUMOJEMCTBHS M BHYTPEHHEH CITy)KeOHOM [epeHCKI;

MOIArOTOBKY M COIJIACOBAHHE IIPOGKTAa HCXOIAIIEro (OTIpPaBiIsSeMOro)
JOKYMEHTa ¥ BceX HEOOXONMMBIX IIPHIOXKEHHH C COOIIONCHHEM MpaBHI
JOKYMEHTHUPOBaHHUS,

I0pabOTKy NMPOEKTa UCXOASUIEro (OTIPABISEMOro) TOKyMEHTa IO 3aMeYaHusM,
IOTyd9eHHBIM B XOJE COIJIACOBaHWs, ¥ MOBTOPHOE COIJACOBAHHE [B cmyuae
ITOCTYIJICHUS 3aMeYaHuil Ha IOATOTOBIECHHBIA IPOEKT HCXOSIIETO (oTmpaBmnsiemMoro)
IOKyMEHTa];

B HEOOXOAMMBIX CIy4asx IIOATOTOBKY pE€ecTpa pacChUIKM HCXOAAIIETO
(oTIpaBIsIeMoro) JOKyMEHTa,

IIpe/ICTABIIeHHEe TIPOEKTa HCXOASIero (OTIpaBiseMoro) NOKYMEeHTa Ha MOJIHCh
PYKOBOJHUTEIIO;

PErHCTPANHMIO HCXOoAsero (oTmpaisemoro) nokymenta B ACO/L;

OIIpejieNieHHe MECTa XPAHeHHs MCXOIAEro (OTIPaBiseMOro) JOKyMEHTa
(ero KONHK) — B clly4ae KOrAa JOKyMEHT NOJDKeH OBITH IIOMCLISH B HOMEHKJIATypHOE
JIeJI0 CTPYKTYPHOTO ITOApa3/ieieHus YIIPaBICHUS JIeTIaMH.
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5.6.4. TlonrotoBKa MCXOAAIUX (OTIPABIISEMBIX) JNEKTPOHHBIX JOKYMEHTOB,
006pa3oB H (WJIH) DJNEKTPOHHBIX HOKYMEHTOB C IIPHKDEIUICHHBIMH o0Opasamu
ocymiecTBIseTca ¢ uenonbzoBanneM ACOJl u BKmodaeT B ceOs:

IIOJI'OTOBKY IIPOEKTa MCXOISIIEro (OTIPaBIsEMOro) 3JIEKTPOHHOIO JOKyMEHTA
u 3anonHeHne nosell OPK (BHeceHHe OCHOBHBIX PEKBH3UTOB JIEKTPOHHOIO JOKYMEHTa,
CO3IaHe BIOKEHNS U IPUKpPEIUIEHUe (aiina SJIeKTPOHHOr0 JOKyMEHTa);

dopMupOBaHHE MapIIpyTa IPOXOXICHUs (BHECEHHE OSTAIlOB COINIACOBAHMA
3JIEKTPOHHOTO JOKYMEHTa, IIPOBEPKH OQOpMIICHWS, IOJIUCAHNSA, PETHCTPaluH,
CKaHHPOBaHUS M OTIIPABKH);

OTHPAaBKy HCXOJAIIEr0 OJIEKTPOHHOrO JOKYMEHTa M (MJIM) JJIEKTPOHHOIO
JIOKyMEHTA ¢ IPUKPEIUIEHHBIM 00pa30oM B COOTBETCTBHH C MapIIPyTOM HPOXOXICHH.

5.6.5. Eciin WcHoJHEHHe NOKYMEHTa IOPYYEeHO HECKOJBKHM HCIOIHHTENIM,
TO OTBETCTBEHHBIH HCIIOIHUTENH HECET OTBETCTBEHHOCTE 3 MCIIOJIHEHUE IIOPYyYeHu,
eMy IpeJ0CTaBIeHO PABO CO3BIBA COMCITONHHUTENEH U KOOPAMHALH HX PabOTHL.

5.6.6. B 06s3aHHOCTH OTBETCTBEHHOTO MCIIOJIHUTEN BXOIAT aHaN3 U 00001eHue
IIOCTYNHBILIEH OT COMCIIONHUTENEH HHPOPMAIIHH, IIOATOTOBKA IPOEKTA MCXOMAMIETO
(oTHpaBIseMOro) JOKyMEHTa M 0K O pe3yJbTaTaxX HCIOJHEHHS PE3OIIOLHH.

B 0653aHHOCTH COMCIIOJHUTENEH BXOAUT UCIIOIHEHHE PE3OJIIOIUH B Ipeesiax
MMEIOIIUXCS CILy’KeOHBIX (IOTDKHOCTHBIX) ONHOMOYHI U MpPeJCTaBIeHne HHPOpMaliy
F MaTepHajoB, B TOM YHCIE IPOEKTOB JOKYMEHTOB, OTBETCTBCHHOMY HCIIOJHATEIIIO
B YCTaHOBJICHHBIE KM CPOKH.

5.6.7. COHCHONHHTENM HECYyT OTBETCTBEHHOCTh 32 CBOEBPEMCHHYIO
¥ KadecTBCHHYIO IIOJTOTOBKY ¥ IpEACTaBleHHe HHGOPMAlUH H MaTepHasoE,
B TOM 9HCJIIE IIPOEKTOB JJOKYMEHTOB, OTBETCTBEHHOMY HCIIOJIHUTEIIO.

5.6.8. B ciywae HempeIcTaBleHHA (HECBOSBPEMEHHOTO IIPEACTaBICHUS)
COUCIIONHHUTEISIMA HHPOPMALUH 1 MaTEPHAJIOB, B TOM YHCIIC IPOCKTOB NOKYMEHTOB,
OTBETCTBEHHEIN HMCIIONHUTEIb He3aMe[IMTelIsHo HHbopMUpYyeT 00 3TOM aBTopa
PE30IIIOLUH. >

5.6.9. OTBETCTBEHHbBI WCIONHUTENs, M (WIM) COHMCIONHUTENH O0O0sS3aHBI
M0 TPeGOBAHMIO aBTOPA DE3ONIOLMM [PEACTABIATh HCHEPIBIBAIOIINEC NaHHBIC
0 X0JI€ UCTIONHEHUS K IOATOTOBKE HEOOXOAUMBIX MaTepHAJIOB.

5.6.10. V3MeHeHHe COCTaBa WCIOJHUTENEH pPE3ONIONMA M (WIM) CpOKa
HACIIOMHEHUST BO3MOXHO II0 €JUHOJIMYHOMY PEIUNEHHIO aBTOpa pPEe30JIIOLHUH
MJIA PYKOBOJUTENS, IPHHATOMY B TOM YHCJIE U HA OCHOBAHUH CITy)eOHOI 3alMCKU
TI060r0 W3 HKCIIONHWUTENeH, IOJMaHHON aBTOpy pE30JIOIUH HIA PYKOBOIUTEIIO,
¢ 060CHOBAaHHEM IPHYMH W3MEHEHHs i COOMoeHneM TpeOoBaHHH, YCTAHOBICHHBIX
HucTpyKnuen.

B ciydae IPHHATHS pelIeHHs 00 M3MEHEHHH COCTaBa HCIONHUTENeH 1 (mmm)
CpOKa MCIIOJHEHHUS aBTOP PE30JIFOLHY HIIH HCIIONHHATEND, HOArOTOBUBIIHH CITyXEOHYIO
3aIMCKy, He3aMeIUTENbHO MHQOPMUpYeT HadalbHuka OTHena AeNonpou3BOACTBA
06 M3MEHEHUH PE30JIOUY UL BHECEHHS COOTBETCTBYIOMIESH KOPPEKTHPOBKH.

CpoKM  HCIONHEHHS IO  JIOKyMEHTaM,  MHOJJIKAUMM  CPOTHOMY
HJTH OIIEPATHBHOMY PAcCMOTPEHHUIO, HE IIPOJJIEBAIOTCS.

5.6.11. McmoymuuTens He JJOJDKEH pasrialiarh COJEpXKaHHWE IOCTYIHMBIIHX
K HEeMy BXOJAIMX JOKYMEHTOB H IIOJATOTOBICHHBEIX IIPOEKTOB OTIPABISEMBIX
JIOKyMEHTOB, C HUMH MOT'YT OBITh O3HAKOMJICHBI TOJIBKO JIHIA, IMEIOLINE OTHOMICHHE
K UX UCITOJIHCHHUIO.
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5.6.12. OTBETCTBEHHOCTh 3a CBOEBPEMEHHOCTD MCIIOIHEHHMS], YU€T H COXPAHHOCTb
CIIyXeOHBIX JOKYMEHTOB, MOCTYIHBIIMX Ha HMs YNPaBIAIOIIErO NENaMH, HECYT
PYKOBOIUTENH U paOOTHUKH CTPYKTYPHBIX MOJpPa3feNeHUH YIIpaBIeHU NeaMH.

5.6.13. HcmoiHeHHBIE B YCTaHOBJIEHHBIA CPOK IOKYMEHTBI II€PENAlOTCs
B OTIen [eNonpor3BOACTBA Al (OPMUPOBAHUS A€ B COOTBETCTBUH C YTBEPXKIECHHOM
HOMEHKJIaTypoH Hell.

OtMmerKa 00 HCHOJHEHWH NOKYMEHTa U HaIPaBICHUU €r0 B JIEJO0 BKIIIOYAET
CIeyIOIie AaHHBIe: CCBUIKY Ha DPETHCTPAllMOHHBIA HOMEp W [aTy JIOKYMEHTa,
CBHICTENLCTBYIOIETO 00 MCIIONHEHHN BXOASIIEro (IIOCTYNHBLIETO) IOKYyMEHTA.
[Ipn OTCYTCTBHUM TAakoro JOKYMEHTa — KpaTKHE CBENeHHA 00 HCIIONHEHWH: CloBa
"B nmeno", ykasamme HHIEKCa €14, B KOTOPOE IIOMEINAeTCs JOKYMEHT, IIOAIHCH
OTBETCTBEHHOT'O HCIIOJIHUTENS U JaTy.

5.7. Oprauuzanus paboThl ¢ HCXOASIMUMH (OTIPABIIEMBIMHE ) TOKYMEHTAMH

5.7.1. OTBETCTBEHHOCTh 3a COCTaBlleHHE H O(OPMIIEHHE MCXOMALIEro
(OTIpaBifeMOro) JOKYMEHTa BO3JIaracTcs Ha IOJIOBHOTO HCIONHHTENS NOKYMEHTa
(cTpyKTypHOE HIOApa3sieNieHne YIIpaBIeHU qeIaMy WA JOJDKHOCTHO® JIAIIO).

5.7.2. Jlyig OTIpaBKH JOKyMEHTOB, HE MMEIOLNIMX aJIPECHON YacTH, TOTOBSTCS
COIIPOBO/AUTENIHHBIC TUCHMA.

5.7.3. Jo nmpexcraBieHHs Ha IOAIHCh PYKOBOJUTEIIO OTBETCTBEHHBIN
JICIIOJHATEIb IPOBEPSeT MPaBIILHOCTS 0QOPMIEHHS HCXOIAMETO (OTIPABISIEMOrO)
JIOKYMEHTa, €r0 aJpecoBaHs, HAIMIAEe HEOOXOMUMEIX BU3, IIPUIIOKCHAH.

5.7.4. OTmpaBKy HCXOAAIIEH KOPPECHOHACHIMM Ha OYMaXHOM HOCHTEIe
ocymectsisier OTmen  JelONpoM3BOACTBA. IIpM  IONydeHHH  TOKYMEHTOB
s ormpasku  pabotHuku OTHena JIeNOMPOM3BOJACTBA INPOBEPSIOT HAIMYHME
MOANKCEN, MCXONAIIMX HOMEpOB, a Ha IHChMax-0TBeTaXx —  CCBUIKK
Ha PErHCTPAIMOHHEIN HOMep U JaTy JOKYMEHTa, Halu4ie IPUIOKCHUH, YKa3aHHBIX
B OCHOBHOM WJIH COIIPOBOJWTENHHOM JOKyMEHTE, NpPaBHIBHOCTb OQOpMIEHHS
pcxXoasamuX (OTHpPAaBISEeMbIX) JOKYMEHTOB, IPOU3BOJAT HX COPTUPOBKY IIO crrocody
ornpasnends (MpocTas, 3akasHas, MeXIyHapopaHas). HempaBuibHO ohopMIIeHHBIE
ucxomsamue (OTIpaBiseMble) JOKYMEHTE U JIOKYMEHTBI HEeCTy)XeOHOro Xapakrepa
K OTIIpaBKe He MPUHUMAIOTCS M BO3BPAIIAIOTCsl HCIOIHUTEIIIO.

5.7.5. HUcxopsmpe DOKYMEHTHI IOAJIEXKAT OTHPaBKE B JACHb HMX PErUCTpaIMU
WM Ha cieayrommi paboumit neHb. CpouyHbIE HCXOASIINE IOKYMEHTBI IIOZICKAT
OTIIpaBKE B IEPBYI ouepenb. B ciydae HampaBleHHs KOIMHU HCXOZAIIETO
(OTIpaBIsAEMOro) TOKYMEHTa CpeCTBaMH (AKCUMUIIBHOM CBSI3M WM SIEKTPOHHBIM
cOOOLIEHHEM af[pecaTy JOCHIIAeTCs MOMIMHHIK JOKYMEHTA.

5.7.6. Ucxonsuye MOKYMEHTHI, OTIPABIsIeMble CPEICTBAMU ITOYTOBOM CBS3H,
IPOXOIAT YIAKOBKY, aJpECOBAaHME [IIPM HAlpaBJIeHHH [JOKYMEHTa Oosiee YeMm
B YETBIPE aJ[peca — B COOTBETCTBUH C yKa3aTelleM PAaCCBUIKH, KOTOPBIH COCTaBIIETCS
MICITONTHUTENIEM HCXOMsIero (OTIpaBiIsieMoro) JOKyMEHTa], IPOCTABIICHHE CTOMMOCTH
IIOYTOBBIX YCIIYT U Tepefady B OYTOBOE OTAeNeH e CBA3U. McXomsiuue TOKyMEeHTHI,
OTHpaBIsieMbIe CPEJACTBAMU MOYTOBOM CBSI3M B OJHH aJPEC, BKIAIBIBAIOTCS B OJHH
xoHBepT. Ha ucxomsimue JOKYMEHTHI COCTaBIAETCA PEECTp, KOTOPBIM BO3BpaIlaeTcs
B OTeN JeI0IPOU3BO/ICTBA C ITOJIUCHI0 PAOOTHHKA ITIOYTOBOTO OTAEIEHUS CBS3H.
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O6paboTKa UCKOAIINK JOKYMEHTOB [l OTHPABKH CPEICTBaMH II0YTOBOK CBS3H
OCYIIECTBIAETCS B COOTBETCTBUH ¢ IIpaBuiiaMu OKa3aHHs YCIYT HOYTOBOH CBS3H,
YTBEpXKICHHBIMA IIPHKa30oM MEHHCTEPCTBA CBS3M ¥ MAacCOBBIX KOMMYHHKaIHMi
Poccuiickoit ®enepamuu ot 31 mrong 2014 r. Ne 234 "O6 yrsepxenun Ilpasui
OKa3aHWUs YCIYT [OYTOBOM CBs3M", JUISI OTIpPaBKH TenerpadHOd CBA3bIO —
B COOTBETCTBHH ¢ IIpaBuiaMu OKa3aHHUs yCIyT TelnerpadpHOM CBs3M, yTBEPKICHHBIMU
nocrasosnenneM Ilpapurenscta Poccuiickoit @enepamun ot 15 ampenst 2005 r.
Ne 222 "O6 yrBepskaeHnH IIpaBuil 0Ka3aHMs yCIIyT TenerpapHoi casasu'".

5.8. Yuer 1 aHanu3 00bEMOB JOKyMEHTO000pOTa

Vuer 06BEMOB JOKYMEHTOOOOpOTa BENETCA B LEJIX COBEPIICHCTBOBAHMSA
oprafusanuy paboTel ¢ MOKYMEHTaMH M pacyeTa ONTHUMAJIBLHON YHCIEHHOCTH
pabGOTHHKOB, 3aHATEIX B JICJIONPOU3BOJCTEE.

Anamu3 00BeMOB  JOKYMEHTO00OpOTa, CTPYKTYpbl JOKYMEHTOIOTOKOB
M COIEP)KaHMS TOKYMEHTOB, MOCTYNAIOMKX B YIIPAaBICHHE JCIaMHU M CO3/1aBaCMbIX
MM, BeJeTCs B IEJAX PAIMOHAIBHOIO PAaCHpEACNCHUus NOKYMCHTOIIOTOKOB,
IOBBIIICHHS MCIOJIHATENBCKON JUCHUIUIAHBL, KadecTBa M 9 (eKTHBHOCTH
IIPHHUMAEMBIX PEIICHUH.

JlaHHbBIE O KOJMYECTBE NOKYMEHTOB aHANM3UPYIOTCS, o6o6matores OTaenoM
JeJIOMPON3BOICTBA OJUH pPa3 B IOIYyTrOJU€E B BUAC AHAJIMTUYECKOHN CIPaBKH.

ITog o6BEMOM JOKYMEHTOOOOPOTa IIOHAMAETCS KOJIMYECTBO ITOCTYIHBIIMX
B YIpaBjieHHe JeJaMd M CO3[AaHHBIX B HEM NOKyMCHTOB 32 OTIpeJIeTICHHbII IIEPHOL
BpeMeHr Ha OyMaXHOM HOCHTENe H B CHCTEME 3JICKTPOHHOIO JOKYMeHT0000pOTa
H 3aperucTpupoBaHHbIX B OT/erne Aenonpon3BOCTBA.

3a emWHMIly yueTa KOJHYECTBA MOKYMEHTOB IPHHMMAETCS OAMH SK3EMILLAD
HOKyMeHTa (MOJIMHHUK WIM KONHKHA, €CIH 3TO eIMHCTBEHHBIM  SK3EMIUIAP
JOKYMeHTa). DK3eMIUIAphl NOKYMEHTa, IOJy4aeMble B pE3yJbTaTe KOMUPOBAHHA
VLM THP&KHPOBAHMSI JOKYMEHTa, B 00beMe JOKYMEHTO000pOTa HE YIUTHIBAIOTCSL.

IIpu ydere HCXOMSIIIMX (OTIpaBIsIeMBIX) JOKYMEHTOB COIPOBOJUTENHHOS
IIACHMO U IIpUJIaraeMble K HeMy JOKYMEHTHI IPUHAMAFOTCS 33 OJIMH JIOKYMEHT.

6. PaccmoTpeHre oOpalleHni rpaxian

6.1. Pafora 1o pacCMOTpeHHIO OOpalleHHH TIpaxaH, MOCTYMHBIINX
B YIIpaBieHHe JefaMy B IICMEHHON (pOpMe HIIK B dopMe 3IIEKTPOHHOI0 JOKYMEHTa
(ranee AMEHYIOTCS — OOpaINEeHHs), OCYIIECTBIAETCA B COOTBETCTBIH C depepanbHEIM
saxopoM OT 02 mag 2006 r. Ne 59-®3 "O mopszke paccMOTpEeHHs OOpaleHHI
rpaxaan Poccuiickoii Qemeparuu" M NPaBOBRIMU AKTAMH YipaBieHus [JelaMu,
peryupyIOIEMH OCYIIECTBICHUE IIpHeMa rpaxiaH, obecrieueHre CBOEBPEMEHHOTO
¥ TIOJHOTO PacCMOTPEHHsl HX OOpalleHuH, MOJaHHBIX B YCTHOH HMIIM MMChbMEHHOW
dopMe, NpUHATHE IO HUM pCIICHHMH ¥ HANpaBJICHHC 3ajABUTC/IAM OTBETOB
B YCTAHOBJICHHEIN 3aKOHOAATEIbCTBOM Poccuiickoit ®denepanuu Cpok.
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6.2. Ilocrymusmmme oOpamenus perucrpupyrorcs B ACOKH, cenenus
0 MOCTYIHBINMX OOpAIEHHUsX U PErHCTPAIMU 3aHOCATCS OTBETCTBEHHBIM PabOTHHKOM
B JKypHaJl yyeTa oOpaiieHuil rpaxaH, IeKTPOHHBIA peecTp oOpalleHui IpaxiaH,
IIOCTYNMBLINX B YIIpaBleHue AeiaMy, X KapTOUKy ydeTa oOpalleHHi IpaxIaH.

O6palieHust perucTpUpyoTcs U (QOPMHUPYIOTCA B Jiella OTAEIBHO OT APYIruX
OOKYMEHTOB YIIpaBJICHHUS JIEJIaMH.

6.3. Eciu obpaiiienne mocTynwio B popMe 3IeKTPOHHOIO JOKYMEHTa, 3asBUTENIIO
JAeTCs OTBET B (pOpMeE 3JIEKTPOHHOI'0 JOKYMEHTA.

OtseT B (hopMe 3TeKTPOHHOTO JOKYMEHTA IIOATOTABIMBAECTCS U HAIPaBIIseTCs
B COOTBETCTBHM C TpeOOBaHHSMH ¢ pPEKOMEHIAlMAMH II0 COOJIOAEHHIO
KOHGHUICHIIMATHHOCTH IIEPCOHANBHEIX HaHHBIX MPaXJaHuHA.

6.4. IIuceMa-oTBeTHI Ha oOOpamieHWs NpeACTaBAIOTCS Ha  HOAIKCH
YIIOJIHOMOYEHHBIM JIKI[AM TOJBKO C IPHJIOKEHHEM IIOCTYIIUBILIETr0 0OpaIeHus.

6.5. PaccMoTpeHHBIe 00pallleHns CO BCEMH OTHOCSIIUMECS K HUM MaTepuaiaMu
(bopMupYIOTCS B JieIa COTJIACHO HOMEHKIIATYpe Nesl Y IPaBJIeHHs AeJIaMH.

7. KOHTpOJIb HCIIOJTHEHHUS JIOKYMEHTOB

7.1. KOHTpOIb UCIIONHEHHs JOKYMEHTOB BKJIIOUaeT B cels:

ITOCTAHOBKY AOKYMEHTA Ha KOHTPOJIb,

OpraHHU3allMIO U PETYIHPOBaHKE XO0/[a HCIIOJTHECHNS;

IIOrOTOBKY HH(OPMAIIUY O pe3ylbTaTax HCIIOTHECHUS,

CHSITHE JOKyMEHTa C KOHTPOJIS,

UH(OOPMHPOBaHHE PYKOBOJACTBA O COCTOSIHUH MCIIONHEHHUS JOKyMEHTA.

7.2. KOHTpOJIb HCIOJNHEHHS IOKYMEHTOB OO€CIEYMBAIOT YIPaBISIOIHMA
fielaMM, PYKOBONWTENH CTPYKTYPHBIX IIOJApas[elieHUd YIIpaBleHUs JelaMy,
pabOTHHUKH CITy>KOBI J1eJIONPOU3BOACTBA.

7.3. LleHTpalu30BaHHO B CIy)X0€ IeNONpOM3BOJCTBA Ha KOHTPOJIBHBIN y4eT
CTaBSTCH:

JIOKyMEHTBI, IIOCTaBJICHHbIE Ha KOHTPOJIb YIPABISIONUM JIelIaMu;

oOpaieHus rpaxaaH;

nopyuenus I'yGepuaropa Bosrorpagckoi obmactu Wi AIMHHHCTpalHH
Bonrorpazckoif 001acTH, OTHAaHHBIE YIPABICHHIO JelaMHd B COOTBETCTBYIOIIHX
IIOCTAHOBJICHHUSX U PACIOPIKEHUSAX;

nopyuenus ['ybepnatopa Bonrorpanckod ofnmactd, a Takxe BHIeC-
ryGepHaTopa — pyKoBojguTens ammapara I'ybepHatopa Bonrorpanckoi obmactd
u 3aMmectureneil I'yGepraropa Bonrorpazckoil o6macTy, OTAaHHBIE MU B Ipefienax
CBOMX IOTHOMOYHMH, — BO BCEX BALAX BXOIAIIMX JOKYMEHTOB;

IOKYMEHTEI, IIepeaJpecoBaHHble B YIIpaBJICHUE JielaMi Ha HCIIOJTHEHHUE;

3aIpOCHL, IIOCTYIHBINNE U3 QeepalbHbIX OPraHOB BJIACTH U X TePPUTOPHAIBHEIX
oApa3eJieHuid, OpraHoB HCIOHUTEIBHOM BiacTH Bojrorpajackoit o6iacTy.

7.4. TIpH OCYIIECTBJIEHAU KOHTPOJS HCIOIHEHMS JOKYMEHTOB (IIOpyYeHUH)
pabOTHUK CITy>KOBI JeONPOM3BOACTBA BIIpaBe 3allpallliBaTh M HE3aMEIIHTENBHO
ITOTy4aTh OT OTBETCTBEHHOTO HCIOJHHTENS HHPOPMAlHMIO O XOJe HCIIONHCHUS
HaXOISAIIUXCS Ha KOHTPOJIE TOKYMEHTOB.
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7.5. Tlepemaua mIOKYMEHTOB, YKa3aHHBIX B IyHkre 7.3 MHCTpyKIuH,
Ha WCIIOJHEeHHe Oe3 IIOCTaHOBKA Ha KOHTPOJBHBIH ydYeT 3amperaercs,
3a UCKIIIOYEHHUEM ITOPYYICHHH cO CPOKOM MCIIOJHCHHSI TPHU JHS U MEHEE.

7.6. Oprasu3anuo paboTsl 0 JOKYMEHTAIEHOMY OQOPMIICHHIO KOHTPOJIBHOTO
y4eTa JOKYMEHTOB U OpraHM3alli¥ KOHTPOJIBHOT'O y4eTa C HUCIOJIb30BaHHEM ACO/
OCYIIECTBIIET PYKOBOAHUTEID CIIyKOBI I€I0ONPOU3BOCTBA.

7.7. Tlpy 1OCTAaHOBKe Ha KOHTPOIb JOKYMEHTOB, COAEPKAIIUX NEPCOHAIBHBIE
IaHHbEle, B TOM 4YHMCIe OOpamieHHHl TIpaxaaH, WIH JOKYMEHTOB, HWMCIOIIUX
OTpaHMYEHHBIA JOCTYIN, B IIPaBOM BEpXHEM IOJIE JOKYMEHTa CTaBHTCS OTMETKa
0 KOHTpOJIe, pocTapiseMas mramnoM "Kortpois".

K 1OKyMeHTy, IOCTAaBICHHOMY Ha KOHTDOJNBHBIA ydYeT, CoJAepxaemy
IIepCOHATBHBIE JAHHBIE, B TOM 4HCJe OOpAlCHWIO TPaXKIaHWHA, WM HMCIOEMy
OTPaHHYEHHEIN JOCTYII, COCTABJIAETCA KOHTPOJIbHAA KapTOUKa C yKa3saHHEM:

PEKBH3UTOB KOHTPOIUPYEMOT0 TOKYMEHTA;

KPATKOTO COJEPXKaHUst MOPYYeHHS (PE30IHOLHH);

ucronHATeNs (MCIIONHUTENEH );

KOHTPOJIBHOTO CPOKa MJIM CPOKOB MCIIOJTHEHHS,

OTMETOK O CHSTHH JOKyMEHTa C KOHTpPOJIA, pEIICHUHM H3MEHHTh CPOK
VCIIOJTHEHHS JOKYMEHTa ¥ (WIIK) COCTaB HCIIOJIHUTENCH;

OCHOBAHHUS CHATHSA JOKYMEHTa C KOHTDOJIS, M3MEHEHHs CPOKa HCIONHCHMS
JOKyMeHTa 1 (WII) COCTaBa MCIOJIHUTENeEH;

IIOJIIICH | JATHI TOJyUeHH s JOKYMEHTA HCIIONHUTENEM (MCTIOTHUTEISIMH).

7.8. IIpy IIOCTaHOBKE OKyMEHTa Ha KOHTPOJNBHBIM y4eT Jara KOHTPOIIL
MCIONHEHHsT HAcTymaeT 3a I[STh KaICHAApPHBIX JHEH JO OKOHYAHWs CpoKa
JICTIOJIHEHH)s JOKYMeHTa b0 B IpeJnocaeHuil paboduil eHb CpOKa HCIONHCHHS
JOKYMEHTa, B CIydae eCIIi HTOKYMEHT IOJUICKMT CPOYHOMY WM OIEPATUBHOMY

pacCMOTPEHHIO.
7.9. CHsitme C KOHTPONs B YIDABICHWM JeJaMd IOPYYCHHH, JaHHBIX
I'y6epuaTopoM Borrorpanckolt obmacta, BHIIE-TYOEpHATOpOM — PYKOBOJIHUTENEM

anmapara ['ybepHatopa Bomrorpaickoi o0iacTd, NEpBBIMA  3aMECTHTCIAMH
I'y6epraropa Bonrorpanckoit 06nacts, 3aMECTUTENSMHY I'yGepraropa Bonrorpaackoi
06JIacTH, IPOU3BOJMUTCS IIOCHE CHATHS JAHHBIX OPYYSHHH C KOHTPOJISL B aliapare
I'y6epraropa Bonrorpanckoi o6acTi.

| 7.10. CusiTHe MOOKYMeHTa C KOHTDOJBHOTO Y4Ye€Ta, H3MCHCHHE CpOKa
ACTIOHEHNS. JIOKYMeHTa i (M) COCTaBa HCIONHATENEH QUKCHPYIOTCA HaqalbHUKOM
Otmena IeNONPOM3BOJACTBA B KOHTPOJIBHOH KapTOYKe C TPOCTABICHHUCM MAThHI
M3MeHeHMs WA CHATHS JOKYMEHTA C KOHTPOJBHOTO ydera, yKasaHHeM OCHOBaHHH
[B TOM YmCie PEKBU3HTOB HCXOJALIErO (OTIpaBNsAeMOro) TOKYyMEHTa, CilyXeOHOH
3aIIMCKH M TOMY [10JJOOHOT0] ¥ CBOEH MOJIIHCH.

7.11. OTBETCTBEHHOCTh 32 OpraHu3amuio paboThl MO JOKYMEHTAaIbHOMY
0hOpMIIEHHIO KOHTPOJGHOTO y4eTa HOKYMEHTOB B COOTBEICTBHM C TpeOOBaHIAMH
MHCTpYKIUH, aKTyaJbHOCTb CBECHUH O IOCTAHOBKE TOKYMEHTOB Ha KOHTPOJIbHBIN
ydeT, CHATHM JOKYMEHTOB C KOHTPOJBHHOIO y4eTra, M3MEHEHHe CPOKa HMCIONHEHHS
JOKyMeHTa H (WIM) COCTaBa HCHOJHUTeNeH HECeT HajgallbHUK Otnena
JeJIONIPOU3BOACTBA.
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8. Texuuueckoe obecrnedeHue paboTsl C JOKYMEHTaMHU
8.1. ITeyaranue JOKYMEHTOB

8.1.1. B coorBerctBum ¢ IlonoxxeHueM 00 yIpaBiCHHH JIellaMu
AnvumncTpanya  Bornrorpagckolr  o6nacTd,  YTBEPXKIEHHOM — [IOCTaHOBJICHHEM
I'yGepraropa Bomrorpaackoit obmacta oT 29 nmexabpa 2016 r. Ne 1024,
IeyaTaHue TOKYMEHTOB OCYINecTBIsieTcs paboTHukamu OTherna AeNonpOoU3BOJCTBA
C WCIIOJIb30BAHMEM KOMIIBIOTEPHOM ¥ MAINMHONMMCHOM TEXHHKH H COOIIOfCHAEM
TpeboBanmit MHCTpyKLIKH.

Ha mocnegueil cTpaHuIe OTIEYaTaHHOIO JOKYMEHTa B JICBOM HIDKHEM YTy
IIPOCTABJIAETCS HAaNMEHOBaHUEe (aiiia CrieNMakCcTa, IeYaTaBIIero JOKyMeHT.

8.1.2. VcnmonauTens mpeAcraBiser NoKyMeHT B OTaen HeIonpou3BOACTBA
B 3]IEKTPOHHOM BHZIE B popmaTe TeKCTOBOrO penaxropa Microsoft Word.

8.2. Konuposanye (THpaXApOBaHKE) JOKYMEHTOB

8.2.1. KonmpoBalbHO-MHOXHTEIbHEIE pabOTEl B YIpPaBiICHHU JelaMH
ocymliecTBIsOTCS paboTHHKamMH OTaena OelonpoU3BOACTBA HA OCHOBAHHMH 33Ka30B
Ha BBIIOJHEHHE KOMMPOBAIBHBIX paboT. [l KOMHPOBAaHHS CHAKOTCA TOJIBKO
CITy)KeOHbIe JOKYMEHTEI M MaTepHalbl.

8.2.2. Tupaxx pa3MHOXEHHBIX MATE€PHAOB JOJDKEH COOTBETCTBOBATEL 3aKasy.
M3roToBIeHHEIE KOIIMHM BBIJAIOTCS 3aKa34yMKy BMECTE C IIOJIMHHUKOM JOKYMEHTa.
O BeIOJIHEHMH paboTHI Ha OaHKe 3aKa3a AeaeTcst COOTBETCTBYIOmas OTMETKA.

Vyer KONMPYyeMBIX JOKyMEHTOB BENETCS Ha OCHOBaHHHM  3aKa3oB
Ha BBIIONHEHAE KONHPOBAIBHBIX pPaboT, OGOPMIEHHBIX MO (OpMe COIIacHO
IpUJIOXKeH IO 16.

8.2.3. Mmuorotupaxusle JUO0 MHOIOCTPAHHYHBIC MaTEPHAJIBl  MOLYT
Pa3MHOXAThCA B YMEHBUICHHOM BHJE M ¢ 0060oporoM. EciM JOKYMEHT IOTOBHTCS
JUI U3AHHS W THPAXHMPOBAHHS B yMEHBIIEHHOM Macmrabe, TEKCT IeqaTaeTcs
qepes 1Ba HHTEpBaJa.

8.2.4. KonmupoBaHUIO IOJJIEXKAT SK3EMILISAPEl HOKYMEHTOB, TEKCTBI KOTOPBIX
OTBEYAIOT HEOOXOIUMBIM TeXHUYeCKHM TpeGoBanusM. OHI JOIDKHEI OBITh HalleyaTaHb!
YeTKO ¥ pa3bopUMBO YEpHBIM LIBETOM Ha CTaH/IapTHBIX JucTax Gymary popmara A4.

8.2.5. Kontpons 3a pa3sMHOXEHHEM JOKYMEHTOB BO3JIOXEH HAa HadalbHUKA

Otnena nenonporn3BOACTBA.
9. JlokyMeHTaJIbHBIH QOB YIIpaBJIeHus eNaMu
9.1. Opranu3anys paboThl ¢ JOKYMEHTaMH B [IeTIONIPOU3BOICTBE

JIOKyMEHTHI, CO3[aHHBlE H IMOJy4eHHble B Ipolecce JACATENbHOCTH
VIpaBTeHns [eNaMH, COCTaBISIOT JOKYMEHTaIbHbIA (QOHA YipaBieHus NenaMu
(manee IMeHyETCs — OKYMEHTANBHBIA QOHI).
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COBOKYIIHOCTE BHIOB paboT, 00ECIeYMBAIOMX COXPaHHOCTb, YYET,
CHCTEMaTU3alUI0 JOKyMEHTOB, GopMHUpOoBaHHE U O(QOpMIICHHE [eNl Ha JEIOIPOM3-
BOJCTBEHHOM CTaJMM ¥ HMX Iepelady B roCyJapCTBEHHOE Ka3eHHOE YYPEXKIECHHUE
Bonrorpazackoir o6macta "T'ocymapcTBeHHEI apxuB Bomrorpanackoit obnacta”
(nanee umenyercst — [KYBO "T'TABO"), BefgeTcss B COOTBETCTBHH C HOPMATHBHBIMA
npaBoBEIMH akTamu Poccuiickoii ®eneparuu, I'yOepraropa Bosnrorpajckoi
oGnactu, YpasiieHUs ieinaMi B chepe apxXuBHOIO Jeiia U JeJI0NPOU3BOACTBA.

9.2. PaspaboTka ¥ BeZicHIe HOMEHKIIATyphI [Nl Y IPABJICHUS JeTIaMu

9.2.1. HoMerKaTypa Jen YIpapiIeHus AellaMH SBJAETCS OCHOBOM ()OPMUPOBAHHUS
JIOKYMEHTaIBHOro (OHIa U IPEICTaBIsAeT COO0M CHCTEMATH3UPOBAHHBIM IEPeYCHb
3ar0JIOBKOB JIE]l ¢ YKA3aHHEM CPOKOB MX XpaHEHHMs, O(QOPMIIEHHEI B COOTBETCTBUH
C NPaBOBEIMH aKTaMH, PEKOMEHJallMAMH H METOJHYSCKUMH yKa3aHHsSMH OPTaHOB
roCyapcTBeHHOH BiacTH Poccuiickon (Deuepaimn, Bonrorpanckoit obnacty,
YIIOJJHOMOYEHHBIX B cepe ToCyJapCTBEHHOIrO YIpPAaBICHUS apXUBHBIM JIENIOM,
IeJIONPOU3BOJCTBA U TOKyMEHT0000pOTa.

9.2.2. Homenkiarypa aen YIpaBlIeHUS J€IaMH HCIONB3YeTCs ISl IPYNIMPOBKU
MCIONHEHHBIX JIOKYMEHTOB B Jiella, CHCTEMaTH3alMd ¥ y4eTa Jell, OIpeeNeHUs
CPOKOB HMX XpaHeHWs H IIOMCKA JOKYMCHTOB, SBJSICTCS OCHOBOH JUIL COCTaBJICHHS
OIHCel JeN HOCTOSIHHOTO B BpeMeHHOro (cBhime 10 j1eT) CpOKOB XpaHEHHMs, a TakKe
IUTA ydeTa Jiel BpeMeHHOro (o 10 et BKIIOYHTENbHO) CPOKa XpaHEeHH .

9.2.3. Homenkmnatypa nmen YIpaBICHHS JelaMH COCTABISCTCS Ha OCHOBE
HOMEHKJIATYD JIeJI CTPYKTYPHBIX IIOAPAa3/Ie/ICHAH Y IIpaBIeHNS IelaMu.

3aroJoBKaMd pasleiioB HOMEHKIATypHl Jell YIPABIEHUS JeNaMU SBISIOTCS
HaPMEHOBAaHMS CTPYKTYPHBIX IOApas[eleHui YIpaBIeHUS JeNaMu B COOTBETCTBHH
C YTBEPXKICHHOU CTPYKTypO#l YIIpaBJICHUS JeTIaMu.

9.2.4. PykoBomuTenyt CIPYKTYPHBIX IOJpa3leNieHuil YTpaBIeHHs JelaMu
He mo3mgHee 15 Hos6pa TeKymlero rofja IHMCHMEHHO IIPEeACTaBisioT B OtTaen
IEeTOIPOM3BOJICTBA CBOM MPEJVIOKCHHS MO BHECEHHIO M3MEHEHWH B MEHCTBYIOLIYIO
HOMEHKJIATypy Aell.

9.2.5. PykoBomguTenb BHOBb CO3JAaHHOTO CTPYKTYpPHOIO IOJAPa3/e/ICHH
VhopapieHds fOelaMH B MECSYHBIA CPOK CO JHHS YTBEPKICHHS IOJOXKCHHS
0 CTPYKTypPHOM IIOApa3/eeHUH pa3pabaThiBaeT HOMEHKIATYPY JAelL.

9.2.6. HomeHknarypbl Jel CTPYKTypHBIX MOAPAa3felieHHd |  CBOJHAS
HOMEHKIaTypa jel YIpaBleHus IelaMH OQOpMISIOTCS 1O (OpMaM COLIACHO
npunoxennsm 17, 18 coorercTBeHHO. ['padbl HOMEHKIATYPHI AT 3aIOJHAIOTCA
CIIEIYIOUM 00pa3oM.

B rpade 1 "Hupuexc mema" yKa3bIBarOTCA HHIEKCHI KOKIOTO /€A, BKIIIOYEHHOTO
B HOMEHKIATypy nen. VIHmeKkc Aena COCTOMT M3 yCTaHOBICHHOIO B YIIPaBIICHHH
nenamu udpoBoro 0003HAYEHMs CTPYKTYPHOTO IOApAas/eNieHUs M IIOPANKOBOIO
HOMepa 3arojioBKa Jella II0 HOMEHKIAType Jel B Ipejenax CIPYKTypHOrO
nojpaseNenus YOpasieHust jenamu. VIHmekcel Jen 06o3HAYaroTCs apabCKuMH

nubpamu. Hampumep: 2-5, rae 2 — obo3HayeHue CTPYKTYPHOIO IOJpa3JeNeHH,
5 — MOPSITKOBBIN HOMED 3arojIoBKa Jeja II0 HOMEHKIIAType Jell.
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B HoMeHKIaType mHel peKOMEHIYEeTCS COXPaHATh OJUHAKOBHIE HHIEKCH
I OMHOPOIHBIX Jel B Ipefelax pasHbIX CTPYKTYPHBIX —IIOApa3sIesIeHHM
Vipasienus naeinaMu, s MepexoJaIluX Aell HHIEKC COXPaHsIeTCs.

B rpady 2 "3aronoBok zgena" BKIFOYAIOTCS 3ar0JIOBKH J€JI, KOTOPBIE JOJDKHBI
YETKO OTPaXaTh OCHOBHOE COZIEpKaHHE H COCTaB JIOKYMEHTOB Jefa.

He monyckaercs ynoTpeGiieHHe B 3ar0JIOBKE JIeNia HEKOHKPETHRIX (OPMYIHMPOBOK
("pasHble MaTepualbl", "06mas Iepenucka’ H TOMy IOHOGHOE), a TaKKe BBOIHBIX
CJIOB ¥ CIIOXHBIX CHHTaKCHYECKUX 000pOTOB.

3aroIoBKH el MOTYT YTOYHSATECS B Iporecce GOpMUPOBAHHS K OQOPMIIEHHS [l

3aroJoBOK Jejla COCTOMT H3 3JIEMEHTOB, pacloylaraéMbIX B CIEAYIOIIEH
MOCJIEIOBATEIbHOCTH

Ha3BaHHe BHAa Jena (IepemucKa, >XypHaJl perHcTpald M TakK Jalee)
WM Pa3HOBUJHOCTH JIOKYMEHTOB (IIOCTAHOBIIEHMS, PAaCIOpPSDKEHHs, MPHUKashl U Tak
nanee);

HauMEHOBAaHHE CTPYKTYPHOrO IOIpa3feleHus YIpPaBjeHHs Jelamu (aBTop
JOKYMEHTa);

HayMEHOBAaHHE OpTaHHW3allid, KOTOpOoil OyAyT aapecoBaHBl WM OT KOTOpOi
6YIyT MONy4eHbl TOKYMEHTHI (apecaT Ml KOPPECIIOHIEHT OKYMEHTa);

KpaTKoe CoJiepXKaHue JOKYMEHTOB JIeNa;

HaNMEHOBAHHE MECTHOCTH (TEPPHUTOPHM), C KOTOPOM CBSA3aHO COJCpIKaHHe
IOKYMEHTOB JIe]14;

nathl (IepHO), K KOTOPEIM OTHOCSTCS JIOKYMEHTEI JIelIa;

yKa3zague Ha KOIUHHOCTh JOKYMEHTOB.

CocCTaB 37IeMEHTOB 3ar0JIOBKa JIeNia ONPEAeIIeTCs XapaKTepOM JIOKYMEHTOB Jela.

B 3aromoBkax [Jei, COAEpXamux JOKyMEHTHl II0 OJHOMY BOIIPOCY,
HO He CBS3aHHBIX IIOCIEIOBATENBHOCTHIO MCIIONHEHHMSA, B KadeCTBE BUAa Jena
yHoTpe6isaercs TepMUH "HOKYMEHTE", 2 B KOHIIE 3aroJioBKa B CKOOKaX yKa3bIBAIOTCS
OCHOBHBIE PasHOBHJIHOCTH [OKYMEHTOB, KOTOpEIE MOJDKHBI ObITh CTPYIIIHPOBAHEI
B gmeine (0030pHl, CBOIKHM, CIOpPaBKM H JApyroe), Hampumep: "JIOKYMEHTHI
0 PAacCMOTpeHHH obpalenuii rpax/iaH (0630pbI, CBOJIKH, CIIPABKH)".

Tepmun "mHOKyMEHTHI" IPUMEHSETCS TaKXKe B 3aroJI0OBKaxX JCH, COIMCPXKAaIlhX
JOKYMEHTHI-IPHIIOKEHAS K KaKoMy-nmubo JOKyMeHTy, Hanpumep: "JIOKyMEHTHI
K [pPHEKa3aM yIpaBJeHrs JeiaMd AJMEHHCTpariy Bonrorpanckoi o6nactd (IIpoeKTHl
IIpHKA30B, GNAHKH COTJIACOBAHMS, 3aKIIOUCHHS, TIOSCHUTENbHbIE 3aIUCKA 1 APyroe)".

B 3aroioBkax jen, NpeiHasHauYeHHBIX JUI1 TPYNIUPOBKH TOKyMEHTOB OJHOH
PasHOBHIHOCTH, YKa3bIBAeTCSA 3Ta Pa3sHOBUIHOCTH NOKYMEHTOB BO MHOXECTBEHHOM
quCie.

HanMmeHoBaHME aBTOpa JOKYMEHTa YKa3bIBA€TCA KPAaTKO WM IPHBOIMTCA
ero obliee BHIOBOE HasBaHue, Hampumep: 'lIpukassl ympaBieHHS [elaMH
AnvusucTpanuu Bosrorpanckoi obnacta”.

B 3aroioBkax Mell, COAEpKaluX MEepenucKy, yKashlBaeTcs, ¢ KeM U IO KaKoMy
(xakuM) BOIIpoCy (BOIIpOCaM) OHA BEAETCS.
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B 3aronoBkax e, coAepKalyx IepelucKy ¢ OXHOPOIHBIMU KOPPECTIOH/ICHTaMH,
TIIOCIIeIHAE He YKa3BIBAIOTCS, a yKa3bIBaeTCs MX obllee BUIOBOE Ha3BaHWE, HalpUMeEp:
"[Tepemucka ¢ OpraHaMy MECTHOIO CaMOyIpaBIeHHs [0 OCHOBHOMY (IPOQHIBHOMY)
HAIPaBJIEHHIO IS TEIbHOCTH " .

B 3arosioBkax e, COAEPKAIIUX MEPENICKY C PasHOPOAHBIMA KOPPECIIOHICHTAMH
(6onee Tpex), MOCIEHAE HE NepedncsoTcs, Hanpumep: "[lepercka mo Bonpocam
peanu3alyy OCHOBHBIX MEPONPHATHH II0 IIPOTHBOAEHCTBHIO KOPPYIIIHH HA TEPPUTOPHH
Bourorpazckoit obimacta'.

B 3aronoBkax el, COAepKaluX NepenucKy ¢ KOHKPETHBIM KOPPECTIOHAEHTOM
WA JByMS—TpeMs pa3HBIMH KOPDECIIOHJEHTaMH, YKa3bIBAlOTC KOHKPETHBIE
KoppeconenTsl, Hampumep: "Tlepenncka ¢ Ammaparom [ocynapcrsenHoi Jlymel
®enepansaoro  Cobpanust Poccuiickoid @epepanud IO  BOIPOCaM paboTHI
¢ obmecTBenHbME O6beauHeHsMu" mwH "Ilepermcka ¢ Bonrorpanckoi obnactHoi
JlyMoii, OpraEaMHM  MECTHOTO  caMoympaBleHus  Bosrorpaxckoi  obimacry,
OpraHHM3alMAME II0 BOLpPOCAM JENOIpPOM3BOJCTBA, HH(POPMAIHOHHO-TEXHUYECKOTO
obecrieueHUs]  MEpOIpHITHH, (QHHAHCOBO-XO3SHCTBCHHBIM,  OPraHMU3allHOHHO-
MACCOBBIM, aMIHHCTPAaTHBHO-X035CTBEHHBIM BOIIPOCaMm".

Ecnu cofepaHnue aelia KacaeTcsl HECKOJIBKHX OJHOPOAHBIX aJIMAHACTPATUBHO-
TEpPPUTOPHANBHBIX €[MHHI, B 3arojJioBKe Jena He YKA3pBaroTCS MX KOHKPCTHBIC
Ha3BaHWs, a yKkasblBaeTcs mX oOliee BUIOBOE Ha3BaHue, Hanpumep: "llepemucka
C OpraHaMF MEeCTHOTO CaMOYIPABICHHS 10 OCHOBHOMY (IPOQUILHOMY) HAIIPABIICHHIO
nesrenpHoCcTH".

B 3aroioBkax IeN, COAEPXKAlIAX IUIAHOBYIO HJIHM OTYCTHYIO JOKYMEHTAlHIO,
yKa3pIBaeTCs Teprof (KBapTajl, TOJ), Ha (3a) KOTOpPBIH COCTABICHbI ILIAHEL (oTueTsl),
nanpumep: "TomoBo# GyXraiTepcKkuil OT4eT ympaBleHHs AelaMH AJIMMHHCTPalui
Bonrorpazckoit obmacta".

Eciu neo GyfieT COCTOSTH U3 HECKOJNBbKUAX TOMOB HIIA 4acTeil, TO COCTaBIIACTCS
OBGIKi 3arofiOBOK JieNa, a 3aTeM IpH HeOOXOJMMOCTH COCTaBIIAIOTCH 3aroJOBKH
Ka)X7[0ro ToMa (J4acTh), yTOYHSIOIIKE COIepKaHNEe 3aroJIOBKa Jea.

B 3aromoBkax [ed, COAEPXKAamUX KONMHM [OKYMEHTOB, YKa3bIBACTCH
MX KOMMIHOCTb, HampuMmep: "IIpHKasbl YIpaBleHHS [elaMH AJMHHHCTPAIUH
Bonrorpaackoii o6nactu. Komun".

TTopsyIoK PaCIIOJIOXKEHHUS 3aroJIOBKOB JIeJl BHYTPH PAasf€NioB M IOIpPA3/CNoB
HOMEHKJIATYpBI JIeJI OMpEE/eTCs] CTENEHBI0 BOKHOCTH JOKYMEHTOB, COCTABILIOIIMX
jenia, ¥ WX B3aMMOCBSI3pI0. BHadalle pacIioyiararoTcs 3arojOBKH JIEN, COASPKAIINX
OpPraHU3aIHOHHO-PACTIOPAUTENBHYIO IOKYMEHTAIHUIO.

| I'pada 3 HoMenknatyps! fen "KomadecTso fel (TOMOB, yacreil)" 3all0NHAETCS
10 OKOHYAHHWHU KaJEeHIapHOIO rojia.

B rpade 4 yKasbBAIOTCS CPOK XpaHEHHs [eld, HOMEpa CTaTedl COTJIacHO
[Tepeunto THUIOBBIX YNPAaBJIEHYECKHX aPXMBHBIX HOKYMCHTOB, obpasyromuxcs
B MpOIECCce MAeATeNbHOCTH TOCYJapCTBCHHBIX OpraHOB, OpraHOB —MECTHOIO
CaMOYTIpaBJIEHMs ¥ OpraHM3allyii, C yKasaHHeM CPOKOB MX XPaHCHHS, yTBEPXKICHHOMY
npukasom DeepanbHOro apxHBHOTO areHTcTsa 0T 20 nexabps 2019 r. No 236 (nanee
nMeHyeTcs — [lepedeHb THIIOBLIX YIPaBICHIECKUX apXUBHBIX IOKYMEHTOB).
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B rpape 5 "Ilpumedanue" yKasbIBalOTCS YTOYHEHUS CPOKOB XPAHEHUS
JIOKyMEHTOB, Ha3BaHWS MepedHedl JOKyMEHTOB, HCIOJB30BAHHBIX IIPH ONpPEICNICHIN
CPOKOB XpaHEHHs [IeJI, IIPOCTABIIHOTCS OTMETKH O 3aBEICHUH JEJl, NepeXOosiHX Jenax
(manpumep, mepexogsinee ¢ 2015 ropa), BeIIENEHHH €Nl K YHHYTOXCHHIO, O JIHIAX,
OTBETCTBEHHBIX 3a (OPMHpOBaHME Jell, O Ilepefade Jel B Jpyroi oprau
MCIIOJIHATENBHON BIacTH Boirorpajckoii 06,1acTi U Apyrue OTMETKH.

9.2.7. HoMmenkatypa Aen YIpaBJeHUs JellaMy IIOJIHCHIBACTCS Ha4albHUKOM
Otjena [elonpon3BoCTBa, HaYaJbHAKOM OT/ENIa OpraHH3alliOHHO-TOKyMEH TAllIOHHOTO
oOecreyeHds YIpaBleHHs KaZpoBOIO M OPraHU3AllHOHHO-OKYMEHTAallIOHHOIO
ofecIedeHns ToCyAapCTBEHHOrO Ka3eHHOro yupekJaeHHs Bonrorpajckod obnactu
"IlupeKIUae 1[I0 MaTepPHAIBHO-TEXHHIECKOMY M XO3SHCTBEHHOMY —OOECHEUCHHUIO
Amvyanctpanuu Bosrorpanckoit obnacta" u mocne cornacoanus JK YipapieHus
menamu Hampasisiercss Ha corjacopanue OIIK, mocme wero npencraBisieTcs
Ha YTBEPXKACHUE YIIPABIIOUIEMY JelIaMH.

VTBepKeHHass HOMEHKJIaTypa el BBOJUTCS B neiicteue ¢ 01 siHBaps
CJIEAYIOLLEro roja.

9.2.8. HoMeHkiaTypa Aen YmpaBieHHs JeidaMu cornacoseiBaercs ¢ OIIK
He peke OJHOTO pasa B ILITh JIeT. B cilyuae m3MeHeHUs QYHKUMH U CTPYKTypBI
VipasieHus JeiaMd pa3pabaTeIBaeTCs HOBas HOMCHKIATypa Jell, KoTopad
momnexut cornacopannto ¢ DK Vmpasnenns nenamu u OIIK B ycTaHOBICHHOM
HOpSIKE.

9.2.9. Homenknarypa Jed YIpaBieHHs HeIaMH TOTOBHTCS HE MEHEe 4eM
B Tpex SK3eMIUIpax: IepBBIH MOJTHUHHBEIA K3eMIULIP KakK JOKYMEHT IOCTOSHHOIO
CpoKa XpaHEHHs MOMEIIAeTCs B COOTBETCTBYIONIEe HOMEHKIIATYPHOE JIeN0, BTOPOH
momMEHEIH sKk3eMiuap Hampasisiercs B TKYBO "TABO" u Tpernid 9x3eMmisp —
KOLIMS, 3aBepeHHAs B YCTAHOBJIEHHOM IOpANKE, MCIIONB3yeTcsl Kak paboduit
sK3eMIUIAp. M3 HOMEHKJIATyphl Jel O(QOPMILIIOTCS BBIMUCKH JUI1  KaXJ0ro
CTPYKTYPHOIO ITOJpa3fAeieHus Y IPaBIICHUS AeTaMH.

9.2.10. Ecnu B Teuewue roja B YIpaBJICHUH J€IaMH BO3HHUKAIOT HOBBIC
JIOKyMEHTHPOBAHHbIE yJacTKH paboTHl # (WIH) HE MpEeLyCMOTPEHHBIE paHee Jea,
OHM JIOIIOJIHUTETGHO BHOCSTCS B HOMEHKIATYpPBI A€ CTPYKTYPHBIX IOIpa3/Ie/ICHUM
¥ HOMEHKJIATypy JieJl YIIpaBIICHUS JIeJIaMH.

Jns BHOBb 3aBOAMMBIX JE€N B KaXAOM pasjiesic HOMEHKJIATyphl el
IpeayCMOTPEHE] pe3epBHBIE HOMEPA.

9.2.11. ITo OKOHYAHUH roJia B KOHIIE HOMEHKIIATYPBI Jell YIIpaBIeHHs JIeIaMA
JeNaeTcs WTOTOoBasi 3alliCh O KOJMYECTBE 3aBeJCHHBIX Jen (TOMOB) OTAENBHO
IUIsL IOCTOSIHHOTO ¥ BpPEMEHHOI'0 XPaHCHHH.

9.3. ®opMHUpOBaHUE JIe] U HX TEKYyIlee XpaHCHHE

9.3.1. ®opmupoBanue Ael — IPYNIHPOBKa HCIOIHEHHBIX JOKYMEHTOB B I€Na
B COOTBETCTBHMHU C HOMEHKJIATYPOH JIeN M CHCTeMaTH3allust JOKYMEHTOB BHYTPH Jela.

9.3.2. Jleta GOPMHpPYIOTCS B CTPYKTYPHBIX NOAPA3JENCHHUSX YTIPaBJICHHS
IeJIaMH.
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9.3.3. Jlena CYMTAIOTCS 3aBEACHHBIMH CO IHS BKJIFOYCHHS B HUX IIEPBOTO
MCIIOJIHEHHOTO JOKYMeHTa. JIOKyMEHTHI IOCNIe HCIIONHEHHS M OKOHYaHHUs PaboThI
¢ HuMu B 10-IHEBHBIH CPOK ITOMEINAIOTCS (IIOAMIMBAIOTCS) B TBEPABIE OOJIOKKH
HIIM HAIKH-PErUCTPATOPhl At obecniedeHns GU3MIECKON COXPaHHOCTH.

9.3.4. PykoBojuTenu CTPYKTYPHBIX NOAPA3ENCHUM YIpaBlIeHUS HAelIaMu
HECYT OTBETCTBEHHOCTH 32 COXPAHHOCT JJOKYMEHTOB M (POPMUPOBaHHE UX B JieIa.

9.3.5. 3axoHYeHHBIE JICJIOMPOU3BOACTBOM  JJICKTPOHHBIE  JTOKYMECHTHI
dhopMupyroTCca B jiena (IAnKy, AUPEKTOPUH) B COOTBETCTBHY C HOMEHKIIATYPOH el
nocpenctsom ACO/I.

9.3.6. IIpy popMHUPOBAHHE JEN B CTPYKTYPHBIX MOAPA3NENCHUSIX YIIPABICHUS
JeTaMHi Heo0X0AUMO COOITI0IaTh CIEAYIOLUE IpaBuiIa:

B JI€JI0 BKIIFOUAOTCS MCIIOJTHEHHBIE JOKYMEHTHI, COOTBETCTBYIOIIUE IO CBOEMY
Cofiep KaHuIO 3arojI0BKy Aelia 10 HOMEHKIIATYPE;

IPUIOKEHHUsT BKJIIOYAIOTCS B JEJIO BMECTE C OCHOBHBIM JOKYMEHTOM
(mpunoxenus o6bemMoM CBbIe 150 JHCTOB MOIYT BBINCIATBCS B OTHCNBHBIR
TOM JIeJa);

B JIeJI0 BKJIIOYAIOTCA JOKYMEHTHI OJHOIO KalE€HJapHOro rojia, 3a HCKIOYCHUEM
TIepEeXOMSAIIUX JIell, CyAeOHBIX JEN, JINYHBIX I,

JIOKYMEHTBI IIOCTOSIHHOTO M BPEMEHHBIX CPOKOB XDaHEHHs TIDYIIUPYIOTCA
B JieJia pa3feNbHo;

B JI€JI0 BKIIIOYAETCS 10 OMHOMY dK3EMIULIPY KaXKIOro TOKyMEHTa;

(akcorpaMMpl, TeNerpaMMbl, Tele(OHOrpaMMbl IIOMEIIAIOTCA B Jeia
C MEPENHCKOM;

B JIeJIO TIOMEINAIOTCS JOKYMEHTHI, MPAaBHJIBHO M IOJHOCTBIO O(QOPMIIEHHBIE
(TOKYMEHTBI JIOJDKHBI HIMETh JaTy, HOMIHCE U APyrie HeOOXONUMBIe PEKBU3UTHL);

B JIeJI0 HE BKIIOYAIOTCA JOKYMEHTBI, IIOZJIeXKAIlWe BO3BpaTy, JMIIHHE
SK3eMIUIIPSI M YEpHOBHKHA (32 MCKIIOYeHHeM 0co00 LEHHBIX), 10 00BeMy [elo,
BKJTIOUAONee JOKYMEHTHI Ha OyMaXHOM HOCHTeNle, HE JMOJDKHO IIPEBBLINIATH
250 JHCTOB IpM TONIMHE He Gonee 4 CaHTEMETPOB (TOJNIUHA JEI CO CPOKAMH
xpanerus no 10 jer He pomkHa mpepbimars 10 canTuMeTpoB). [Ipu npesbleHUH
JNaHHOro 06beMa 3aBOAATCA BTOPOM W Iociemyromue ToMa. [Ipu Hamudnu B fAerne
HECKOJILKAX TOMOB HHJIEKC M 3aroJIOBOK Jejla IPOCTAaBJIAIOTCS Ha KaXIOM TOMeE
¢ noGapieHreM 0003HaYeHKsI HOMepa TOMa U IIpH HEOOXOAUMOCTH 3aroJIOBKa TOMa;

JOKYMEHTHI BHYTDH Jella PAacIoNIaraloTcs CBEPXY BHH3 B XPOHOJOTHYECKOH
BOIIPOCHO-JIOTHYECKOH OCIIEOBATENbHOCTH MM HX COYETaHUH. |

9.3.7. B HCKITIOYNTENBHEIX CIydYasx eclii IpH (OPMHUPOBAHUH [[eTla BOSHUKACT
HeoOXOIIMOCTh IPHOOIIUTE B IEJI0 KOMHIO JOKYMEHTa, TO Ha KOIHH JENaeTCsd OTMETKA
0 3aBepeHHN KOIMH B COOTBETCTBHH C TOPSUIKOM opopmileHus pekBu3uTa "OTMeTKa
0 3aBepeHMH Komuu", IpHBEISHHHIM B mommyHkre 4.3.5.23 myHKTA 4.3.5
noapasaena 4.3 pazaena 4 MHCTpyKIuY.

9.3.8. Vkasbl, 3aKOHBI, ITOCTAHOBJICHHMS W JPYTHE IPABOBBIC AKTBI BLICIIHMX
OpraHOB rocyIapCTBeHHON BracTh Poccuiickoit Dexepaluy rpynuupyroTes B e
10 HA3BaHUSAM WX BUIOB B XPOHOJIOMYECKOM IOPSAIKE BMECTe C OTHOCHIIMMHUCH
K HHM IIPHJIOKEHUSAMU.
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9.3.9. Ilpukassl YpapiaeHUs JeJIaMH 110 OCHOBHOM JNESTENLHOCTH TPYNIIHPYIOTCS
B JieJIa OTAENBHO OT MPUKA30B 10 JIMYHOMY COCTaBY.

9.3.10. Jlena ¢ HOMIMHHBIME NPUKa3aMyl YIIpaBJIeHUS JieaMu GpOpMHUPYIOTCS
OTnennoM J1eJIoNpoU3BOACTBA.

9.3.11. Jlena ¢ HOAJMHHBIMH JOKyMEHTaMH IIO IIOATOTOBKE H IIPOBEICHHIO
0E30K, BCTped, OQHIMAIBHEIX IPHEMOB W BU3UTOB I'ybepHaTopa Bonrorpajickoi
obmacti  (OPMHUpPYIOTCS CTPYKTYPHBIMH IIOZpa3fie/ICHUAMH YTIPAaBJIEHHUs JeNaMu,
OpraHu30BBIBABIINMY YKa3aHHBIE MEPOIPUATHAS.

9.3.12. B nema ¢ TmepenucKod MOOKYMEHTHl IIOAIIMBAIOTCA IO JaTe
TIOCTYNAONIEro (MHULMATHBHOIO) TOKYMEHTA, IIPH 3TOM OTIIPABJIseMbId (OTBETHBLH)
JIOKYMEHT HOMEIIAETCS MOCIe OCTYIAIOMEro (MHAMATHBHOTO).

9.3.13. OGpamiesuss rpaxgaH H JOKYMEHTHI MO ¥X PacCMOTPEHHUIO
hOpPMHpYIOTCS B JieNa OT/AEIBHO OT APYTHX TOKyMeHToB. [Ipu aToM Kakioe oOpatieHue
¥ JOKyMEHTHI [0 €r0 PacCMOTPEHMIO COCTABJIAIOT B JieIe CAMOCTOATENBHYIO IPYIITY
¥ CHCTEMATU3UPYIOTCS [0 BO3PACTaHHIO HOMEPOoB OTIeI oM AeI0npor3BOCTBA.

9.4. Odbopmienue nei

9.4.1. Jlena YupaBneHus JAenaMd IOUIEKaT OQOPMIIEHHIO MPH UX 3aBEHCHUM
H 110 3aBepIIeHUH IoJia.

9.42. Odopmienne nel1 B TEKyIleM [POU3BOJCTBE OCYIIECTBIACTCS
pabOTHUKAMH COOTBETCTBYIOIMX CTPYKTYPHBIX IIOAPa3/eeHHH YIIPaBIeHHs IEIaMH.

O60KKa Jiela TOCTOSHHOTO XpPaHeHHs o(popMIseTcs o (opMe COrJIacHO
IpUIOXKEHHIo 19.

Ha 06oxKe Jena yKassIBaroTCs:

HauMeHOBaHMe OpraHu3alluy,

HauMEHOBaHHe CTPYKTYPHOI'O IIOApa3AeIICHI S,

HHIEKC JeNa;

HOMED ToMa (JacTH);

3aTOJIOBOK JieNa (TOMa, 9acTh);

KpaifHHe JaTsl fena (ToMa, 9acTH);

CpOK XpaHEHHs €14,

apXWBHEIHA MAQp Aea.

HanMeHOBaHHE OpraHM3allMy YKa3bIBAaeTCS IOJIHOCTBIO B HMEHHTCIHHOM
nanexe — "Vipagienue genaMu AJIMAHACTPAIUU Bosrorpajickoit obnacta';

HAaMEHOBaHHE CTPYKTYpPHOTO  IIOfpasfieNeHHs  YIpaBICHUS  JAeNaMu
YKa36IBAETCS B COOTBETCTBHH C YTBEPXKIEHHOH CTPYKTYPOH YIIpaBJICHUS NIENaMH;

WHJIEKC Jlella — IPpoCTaBiseTcs nudpopoe obo3HayeHne jeia o HOMEHKIaType
nen YIpaBieHUs [eTIaMu;

HoMep ToMa (YacTh) — MPOCTABJIAETCS I MHOTOTOMHBIX JIET;

3aroJIOBOK Jelia — IEPEHOCHTCS U3 HOMEHKIATyphl [l YIpPaBIeHHs JelaMy,
cornacoBarHo# ¢ DITK (B He0OGXOIUMBIX CIydasx B 3ar0JJOBOK BHOCATCS yTOUHEHHUS:
HOMepa IOCTAHOBJIEHHH, PACIOPSDKEHHH, NPHKA30B, BHABI H (QOPMEI OTYETHOCTH

U Apyroe);
KpailHHe NaThl Jiela — YKa3bIBAlOTCA NAThl 3aBElCHHUsS M OKOHYAHHA Jeia

B ACJIONPOU3BOACTBEC.
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B kauecTBe KpalfHMX JaT Ui IIOCTYNAIOMMX MOKYMEHTOB INPHHATHI ATk
IIOCTYMAIOIEH PErUCTPaL¥H, JUI OTIPABIISIEMBIX M BHYTPEHHUX — IAThl COCTABJICHUS
WA TIOATIMCAHUSL.

Jlnia men, cHOPMHPOBAHHBIX M3 JIOKyMEHTOB II0 HOMHHAJIbHOMY IPH3HAKY,
TO €CTh II0 BHAAaM JJOKYMEHTOB, JAaTOW Havaja Aeila sBJIETCS JarTa IOAIHCaHHS
WM YTBEPXKIEHHS CaMOro paHHEro IOKyMEHTa, a JaTod OKOHYaHWs — [ara
noanucanus (yTBep KIeHHsI) CaMOro I103HEro JOKyMEHTa.

Kpaiineil jgaroil fena, COIEpXKaIlero NPOTOKONBI 3aCEJaHui, SBISIOTCS HaThl
yTBEPXKIEHUS (€CJIH OHH YTBEPHKIAIOTCS) MM COCTABJICHUS IIEPBOIO U IOCICIHETO
IIPOTOKOJIOB, COCTABJIAIOIIUX JEJIO.

[lnaHbpl, OTYETHl, CMETHI, IITATHBIE pACIIHCAaHHS HMEIOT KpaiHHWe JaThl,
Ha KOTOphle MM 3a KOTOphlE OHH COCTaBJ€HBI, & He MaThl COCTABJICHUS
YUIY TIOJTTMCaHuUA.

KpaiiuuMe JataMy JIMYHOTO Jeja SABIAIOTCH JAThl IIOANMCAHUS [PHKA30B
0 IpUeMe U YBOJbHEHNH pabOTHHKA, Ha KOTOPOro OHO 3aBEJICHO.

JUis KypHAJIOB PETHCTpaluy, ydeTa KpalHHe JaThl ONpeNesisioTcs HMepBOH
1 IOCJIeNHEeHN 3alUCIMU.

Jlaty (maTs1) 0GOPMIISIOT CIOBECHO-IU(POBEIM CIIOCOOOM.

B 3aBHCHMOCTH OT CPOKOB XpaHEHHS IIPOBOJUTCS IOJHOE MM YacTHYHOE
opopmienre jei. Jlema IIOCTOSHHOTO CPOKa XpaHEHHs H II0 JIUYHOMY COCTaBy
noAexar IOJHOMY O(OpPMIICHHIO, KOTOpO€ IpeIyCMaTpuBaeT: MOAUIUBKY
WM TeperlieT, HyMepalnio JICTOB B JielaX, COCTABIICHUE JIMCTa-3aBEPUTEIN Jena,
COCTaBIEHHE B HEOOXOMHUMBIX ClIydasX BHYTPEHHEH ONHCH J[OKYMEHTOB,
odopmieHre 00I0XKKH JENa. ‘

0.43. B mpemax oOecrmedyeHUs] COXPaHHOCTH M 3aKPEIICHHS IOpsAKa
PacIIONOXKEHHs JIOKYMEHTOB, BKIIOYEHHBIX B JIEJIO, BCE JIACTBI 3TOr0 jena (Kpome
BHYTpeHHEl ONMCH M JIMCTa-3aBepHTENs Jena) HyMepyloTcs apalCKuMu Ludpamu
IIPOCTHIM KAapaHJallloM B BO3DPACTAIOLIEM IOpSIKEe HOMEPOB HadMHasg C HepBOTo.
[Iudpsl MPOCTABISIOTCS B IIPaBOM BEDXHEM YIUIy JIMCTa, HE 3aeBas TEKCTa
JoKyMeHTa. JIMCTHl BHYyTpeHHeH ONMCH HyMepyroTcst OTAenbHO. IlommuTeie B g0
KOHBEPTHI C BIIOXKEHUSIMH HYMEPYIOTCS B CIEAYIOLIEM IIOpsIKe: CHayala KOHBEPT,
a 3aTeM OdYepefHBIM HOMEPOM Kaxmoe BIOXeHHEe B KomBepre. Dortorpapuu
M ApyTHe MIUIIOCTPATHBHBIE MaTepHalbl HyMepyIoTCs Ha OOOpOTHOW CTOpOHE
B JIEBOM BEpXHEM YTIIy.

CroxxeHHBIH THCT 6onbinoro dpopmara (A3, A2) pa3sBopaduBaeTCs B HyMepyeTCs
B IIPaBOii YaCTH BepXHero o jucta. [Ipu sToM JmCT moboro ¢popmara, IOAMHUTEIN
3a ONUH Kpaif, HymepyeTcs KaK OJHMH JIMCT; JIHCT, CJIOKEHHBIH U IOJIINTHIA
3a CepeiuHY, ITOJIEXUT IepEellNBKe X HyMepyeTCs KaK OJMH JIACT.

JIucr ¢ HADTyXO HAaKIEeeHHBIMH JOKyMeHTaMH ((doTorpadusmu, BBIPE3KaMH,
BBIITMCKAMH U JPYTHMH JOKYMEHTaMHU) HyMepyeTCs KaK OIHH JIACT, B HI)KHEH YacTH
MM Ha 060pOTe TAKOro JIACTa JeNaeTcs ONMCh HAKIIeeHHBIX Ha HEro NOKYMEHTOB.
Bo BHYTpeHHEW ONKCH U B 3aBEPUTENHHON HAIIMHMCH B KOHIlE Jiea O TaKUX JIHCTaxX
IleNtaeTCsl yTOYHEHHUE.

Hanpumep:

"Ha mcte 6 HakieeHo 5 ¢pororpaduii coriaacHo OMUCH Ha 060opoTe jucTa'.
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KapTel B cXeMbl, CKIeeHHBIE U3 HECKOJBKHX JIHCTOB, HyMEPYIOTCS KaK OJMH
nucT. Ha Takux nucrax Ha 060poTe MM CBOOOJHOM OT TEKCTa MECTe YKa3bIBaeTCs
KOJIMYECTBO JINCTOB B CKIelKke. Bo BHYTpeHHEH ONUCH U B 3aBEPHUTENBHONW HAIITHCH
B KOHIIE JIENA [T0 TAKAM JIACTaM JIEJIaeTCs] yTOYHEHHE.

Hanpuwmep:
"JIuct 7 — KapTa-ckieiika u3 10 qucToB".

Ecnu K JOKyMeHTY (JIHCTY) IOJAKJIEEHBI ONHHUM KpaeM IpYTHe HOKYMEHTEI
(BCTABKM TEKCTa, TEPEBOJbI, BHIPE3KH, CHPABKH M JPYroe), TO KKIBIH TOKYMEHT
HyMEPYETCS. OTAEIBHO OYEPEHBIM IOPSIKOBEIM HOMEPOM.

9.4.4. Tlocne 3aBeplieHHs HyMepalHH JIACTOB COCTaBIICTCS 3aBEpUTENbHAs
HAUHCh, KOTOpas pacmoniaraeTcs B KOHIE Jeia. 3aBepHTeNbHasd HaIIHCh
pacroiaraeTcs B JieJle Ha OTACIbHOM JIMCTe-3aBEPUTEIIe NeNa II0 dopme coryacHo
npunoxennio 20. B 3aBepuTenbHOR HafmucH LU(PaMU M MPONUCHIO YKAa3bIBAIOTCS
KOJIMYECTBO JIACTOB B JaHHOM Jiejle, OCOOCHHOCTH OTHENBHBIX JOKYMECHTOB
(aeprexu, GoTorpaduy, pUCYHKH B TOMY IOTOOHOE).

3aBepuTenbHAs HAQNECHh IOMMCHIBAETCS €€ COCTAaBUTEIEM C YKasaHHEM .
paciupPOBKA IOMIHMCH, JOJDKHOCTH H JaThl COCTAaBJICHHUS. KonuyecTBo HCTOB
B [IeJle IIPOCTABIISETCS Ha OGJI0XKKe JIela B COOTBETCTBHHY C 3aBEPUTENLHOH HAIUCHIO
(6e3 yJeTa KOJIM4IeCTBa IMCTOB BHYTPCHHEH OITHCH).

9.4.5. Pexsusur "CpoKk XpaHeHHs [eia" IEPEHOCHTCS Ha OOJIOXKKY Jena
W3 HOMCHKJATYpHI Jiel IIOCNe CBEPKH €ro CO CPOKOM XpaHEHWs, yKa3aHHbIM
B ITepedne THUIIOBBIX YIIPaBJICHIECKHX apXUBHBIX IOKYMEHTOB.

Ha nesax IIOCTOSHHOIO CPOKa XpaHeH)s IMIMIETCsL: " XpaHUTh IIOCTOSIHHO" .

9.4.6. ApxuBHEI mudp Hena (COCTOMT M3 HOMepa (OHIA, HOMEpA ONHCH
¥ HOMepa Jiefa [0 OIIMCH) Ha 060XKKax Jell HOCTOSHHOIO XPaHeH!s IPOCTaBIACTCA
KapaH/[allloM B apxHBe YIPaBIeHH: AeJaMH IOC/Ie BKITOUEHHS STHX JCIl B 'OJIOBBIC
paseNbl CBOHBIX onuceit, yreepxaeHHBIX OIIK. ~

Ha o0670xKax el IIOCTOSHHOTO XpaHEHHs IIpeLyCMaTpUBacTCs MECTO
JUIst HAMMEHOBAHHS FOCYIapCTBEHHOTO apXHBa, B KOTOPHIH Oy/IyT nepenasarhes Aena.

9.4.7. Jlns ydeTa NOKYMEHTOB OHPEJIENEHHBIX KaTeropHi MOCTOSHHOrO Cpoka
XpaHeHWs! ¥ [0 JIYHOMY COCTaBY, Y4ET KOTOPBIX ONPEICIACeTCH crienpUKON JTaHHOM
IOKyMeHTauuu (0co60 IeHHEIe, JTUYHBIC IeTa | povee), COCTABILIETCSA BHYTPSHHSIS
OIIACH JOKYMEHTOB JEJa.

BHyTpeHHsis OIKCH JOKYMEHTOB JIelia COCTABIACTCS TAIOKE Ha Jieia OCTOAHHOTO
CpOKa XpaHeHHs H Jela IO JHYHOMY COCTaBy, CCIM OHH chopMIpOBaHEL
10 Pa3HOBHIHOCTSIM JOKYMEHTOB, 3arOJIOBKH KOTOPBIX HE PACKpPBIBAIOT KOHKPETHOE
comeprkaHue JOKyMEHTOB.

BHyTpeHHssI OMUCh COCTAaBJIETCS Ha OTACNBHOM JIMCTE IO ¢Gopme coryiacHo
[IPATIOKEHHI0 21 U COIEPXHT CBENEHHUS O MOPAIKOBRIX HOMEpAX JOKYMEHTOB 1€d,
BX MHIEKCax, JaTax, 3ar0JI0BKaX ¥ HOMepax JIMCTOB JieNla, Ha KOTOPBIX PacIoJIokeH
KaX (Bl HOKyMeHT. K BHYTpeHHeH ONHMCH COCTaBJIACTCS HTOroBas 3alliCh,
B KOTOPO#l yKashBaeTcsl HH(QPaMH M MPOIUCHIO KONMYECTBO BKIIOUCHHBIX B HEE
JIOKYMEHTOB H JIICTOB BHYTPEHHEH OIHCH.
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BHyTpeHHsI ONHMCh JOKYMEHTOB Jiella IOANMCHIBAETCS —COCTaBHTEIEM
C YKa3aHHeM pacurd(ppoBKU NOANKCH, NODKHOCTH U aThl COCTABJICHHS OIHCH.

9.4.8. Tlpu m3MeHEHHM COCTaBa MOKYMCHTOB [iena (u3BATUHN, BKIIOYCHHUH
JOKYMEHTOB, 3aMeHbI UX KOIMSIMH, APYTUX M3MEHEHHAX) STH U3MEHCHHUS OTPaXKArOTCs
BO BHyTpeHHel omucH B rpade "IIpumedanne” co CChUIKaMH Ha COOTBETCTBYIOLIUE
aKTHI U IPH HEOOXOAUMOCTH COCTABJIAETCA HOBAs HTOIOBAsI 3alHCh.

9.4.9. JIOKYMEHTHI, COCTABIISIOLIME JI€JI0, IIOALIMBAIOTCS Ha YEThIpE MPOKOJIa
B TBEpAyIO OOJIOXKY M3 KapTOHA HJIH IIEPEIUIETAIOTCS C YYeTOM BO3MOXHOCTH
cBOOOJHOTO YTEHUS TEKCTa BCeX JNOKyMeHTOB. IIpu moaroroske aen K MOALIMBKE
(mepemieTy) MeTaIM9ecKue CKpeIUleHHs (CKpenmKH, CKOOBI) H3 JIOKYMEHTOB
YIAJISIOTCSL.

Pe3ommonuu pyKOBOACTBA, IOpydeHHs, ohOpMIIEHHBIE HA OTACIbHBIX JHCTAX,
pasMeIIaroTest Iepes JOKyMEHTOM, K KOTOPOMY OHYI OTHOCSTCH, M B TaKOM NOPS/IKE
IOJIIABAIOTCA B AEJIO.

Ilpy MOATOTOBKE AeN K HOMIIHMBKE (TIEPEIIeTy) NPOBEPSETCS MPaBHIIBHOCTE
uX (GOPMIPOBAHHS, ODOPMIICHHUS.

B fenax MOCTOSHHOTO CPOKA XDAHEHHs MOMIEKAT H3BATHIO TyOIHKATHI
JIOKyMEHTOB, YEPHOBHKH, HEODOPMIICHHBIE KONHMH [JOKYMEHTOB M HE OTHOCSIIMECS
K BOIIPOCY JOKYMEHTbI C BPEMEHHBIMHI CPOKaMH XPaHEHHH.

Jlena MOCTOSIHHOTO CPOK& XDAHEHHs, COCTOSIIME M3 JOKYyMEHTOB 0CO00H
HAYYHO-MCTOPHYECKO! W MHOM IIEHHOCTH WM He(pOPMATHBIX TOKYMEHTOB (kapTHL,
CXEMBI, [UIAHBI, YepTeXH, (OTOCHUMKHE M JIPYTHE TOKYMEHTHI OOIBIIOro dopmara),
B IIeNSX HX COXPAaHHOCTH M YXOOCTBAa HCIIONIB30BaHHS HE NOAIMIMBAIOTCA B Jeia,
a XpaHATCA CIOXKEHHBIMH B 3aKPBITBIX TBEPJBIX IIANKax ¢ TPeMs KiamaHaMH
M 3aBA3KaMM WM B KapTOHHEIX (yTisipax (KopoOkax) B Ka4eCTBE IPHIONKESHHH
k gmenam. Ha Kkaxnmyro manky (KOopoOKy) COCTaBIsieTcs BHYTPEHHSA OIKCH
HaXOIAIIMXCS B HEH JOKYMEHTOB.

OGIOXKKH [efl ¢ JOKyMEHTaMH, HMCIOJHEHHBIMA Ha CTaHJAPTHBIX JIHCTax,
JNOJDKHBI HMeTh pasMepbl 229 X 324 MuiuuMerpa. OOJIOXKKH el ¢ JOKYMEHTaMH,
WM3rOTOBJIEHHBIMA HAa  HECTAHHApPTHBIX  JIACTaX, MOrYT HMEThb  DPa3MEpE,
COOTBETCTBYIOIINE pa3MepaM HNOAMIKTEIX B HUX JIUCTOB.

O6JOXKH fied ¢ JOKyMEHTaMH, MMEIOUMMHU JUIUTEIIbHBIC (25 u Gomee ner)
CPOKH XpaHEHHs], TODKHBI OBITh U3TOTOBIEHBI U3 TBEPAOIO KapTOHA. Jlns o6noxex
JelT, C/IaBaeMBIX Ha FOCYIapCTBEHHOE XPaHEeHHe, IPAMEHSETCs. OSCKICIIOTHEIH KapTOH.

Ipu ohopMIEHHHA Hell HeOOXOMUMO PUMEHSTH KaHIeIAPCKUH (cHITHKATHBIN )
KIIEH.

Jlenra Bpemensoro (o 10 yer) cpoka XpaHEHHS IIOIJIEXAT HacTHIHOMY
0oDOPMIIEHHIO: [eNla XPaHATCA B IAIKaX-CKOPOCIIMBATENSX, MSIKHX 00JI0XKKaX,
JIOITYCKAETCs He POBOAKTE IIEPECHCTEMATU3AIMIO IOKYMEHTOB B JIEIIC, THCTHI JIe/a
He HyMepoBaTh, 3aBEPUTENbHBIE HAIMCH HE COCTABIIATh. PeKBH3UTEL 00JIOXKKH Jiena
3QMONESIOTCS [0 YUPOLIEHHOH cxeme (0e3 IpOCTaBICHHA apXMBHOIO mgpa,
KOJIMYECTBA JICTOB B JIETE).

9.4.10. ITo oKOHYAHUHK roja Ha o0JIoKKaX [eJl IIOCTOSSHHOI'0 CPOKa XpaHECHUS
¥ [0 JIMYHOMY COCTAaBy BHOCSTCS YTOYHEHHS: YTOYHSIOTCA [aThl JIelna,
IpH HECOOTBETCTBHH 3arojioBka Jiena Ha OGNOXKE COJCPKAHMIO IOJUIMTBIX
JIOKYMEHTOB B 3ar0JIOBOK JIeNIa BHOCATCS U3MEHEHHS ¥ IOTOJIHEHHSL.
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9.5. Opranu3anys olepaTHBHOIO XpaHEHUA JOKYMEHTOB

9.5.1. C MOoMeHTa 3aBeleHHS W IO Iepelladyd B apXWB YIPaBJICHHS Je/IaMU
AjvuruCcTpanu Bonrorpajickoit o6acTi (fajiee IMEHYETCS — apXuB YIPaBJIeHHUs
J€aMH) TOKYMEHTHI TOCTOSHHOTO CPOKA XPaHEHHS U 110 JIMIHOMY COCTaBY XPaHITCS
B CTPYKTYPHBIX IOJpAa3jeieHAsIX YIIPaBIeHUs AelaMH 110 MECTY HX (OPMHUPOBAHUsL
B JIeNa.

9.5.2. PykoBomuTen# CTPYKTYPHBIX HOApa3felieHHd YTUpaBieHus Jenamu
H OTBETCTBEHHBIE 34 [EJOIPOU3BOACTBO B CTPYKTYPHEIX IOJpa3NIelICHUAX
Vipasnenus aenamu 00s3aHbl 00ecIeYuBaTh COXPaHHOCTh TOKYMEHTOB U JIE].

9.5.3. Jlena, Haxo/sipecs B pabo9rX KOMHATAX WK CIICHHAIBHO OTBEICHHBIX
IJISE 3TOH 1IN TOMEIIEHHAX, PacolaraloTcs B mKadax U CToJax, 00eCIeunBarOIIHX
IOJHYI0 COXPAHHOCTh JOKYMEHTOB, NPENOXPAHSIOKX JOKYMEHTBl OT IIBUIK
U BO3J(EHCTBUSI COJTHEYHOIO CBETA. ‘

9.5.4. Jlena B mxkapax JIS UX ydeTa H OBICTPOro ITOMCKa pacroiararorcs
BEPTHKANBHO, KODELIKAMH HapyXy H B COOTBETCTBHM C HOMEHKJIATYPOH JIelL
Ha xopemkax 06JI0KeK Jell yKa3bIBalOTCS HHAESKCHI 0 HOMEHKIIAType Iell.

9.5.5. PaGOTHHUKY CTPYKTYPHOIO IIOApa3IeIeH s, B KOTOPOM C()OPMHUPOBAHO IEIO,
MONB3yIOTCA JHOKYMEHTaMH, HaXO[AMIMMUCS B OTOM Jielie Ha TEKylleM XPaHCHUH,
B TOM YHCI€ BPEMEHHO HM3BIMAIOT JOKYMEHTBI C O0A3aTeNlbHBIM BIIOXKCHHEM JIHCTa-
3aMeCTHTENs C yKazaHueM (aMuInd M MHUIHANIOB TOTO, KTO U Ha KaKOH CPOK B3SI
JOKYMEHT, JIIIHOH MOJIHACHIO U KaToi. JIMCT-3aMECTATEND IOKYMEHTa 0QOpMIITETCS
B COOTBETCTBHUHY C IIPUIIOKEHHEM 22.

9.5.6. PyxoBomuTeneM CTPYKTYPHOTO TIOApAa3lENieHHs YIpPaBICHHUS JeJaMH
IIepHOJMYEeCKA OpraHM3yeTcs IpOBEpKa HANWYMA M COCTOAHHA JOKYMEHTOB
W el B IENAX YCTAaHOBIEHHS (QAKTHYECKOro Hamudus JeJI U COOTBETCTBHA
MX KOJMYECTBY, UHCIAIEMYCS IO HOMEHKIAType Hell: mepej Iiepefiaueii B apXuB
VupaBieHus HeiaMy, IpH BO3Bpare Mell, CMEHe DPYKOBOAMTEINS CTPYKTYpHOTO
opasaelieHusi, K3AMEHEHHH CTPYKTYPBI CTPYKTYPHOTO IOAPa3eICHHS.

IIpoBepka HaIW4Ksi JOKYMEHTOB H JIE]I NPOBORUTCS ITyTE€M CBEPKH MHIEKCOB
10 HOMEHKJAType Jel C MHIEKCaMd Ha KOpemIKax OOJIOKEK HeNl M KOIHYCCTBOM
Jiell, yKa3aHHBIM Ha KOHEIl rofia, a GU3MIECKOe COCTOSHUE AN ONPEEIIeTCs MyTeM
HX BH3yaJbHOT'0 IIPOCMOTpA.

9.6. HOp?I,Z[OK nepegadyyd JOKyYMEHTOB Ha XpaHCHHUC, 3KCIEePTHU3a HECHHOCTH
JOKYMCHTOB, YHUYITOXCHHC JOKYMCHTOB

9.6.1. JloxyMeHThl YTpaBI€HHs Je€llaMH IOCIE IIPOBENECHHS OKCIIEPTH3BI
WX LEHHOCTH B YCTaHOBIEHHOM IIOpSIKe MOJJIeXar oOs3aTenbHOH Iepenade
Ha rocynapcrsenHoe xpanenne B I'KYBO "TABO" xax rocyrapcTBeHHAs 4acTh
apxuBHOTO (oHIa Bonrorpaackoi 061acTy.

9.6.2. IToaroroBka MOKyMEHTOB K Ilepefiadye Ha Irocy/lapCTBCHHOE XPaHCHHE
BKJFOYaeT paboTy 1[0 IPOBEAEHHIO OKCIEPTU3bl IEHHOCTH JIOKYMCHTOB,
hopMHpOBaHMIO M ODOPMICHHIO [eJl, COCTaBICHHIO ONHCEH Jel H aKTOB
O BBIJICNIEHMH K YHHYTOXESHUIO JOKYMEHTOB 1 el
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9.6.3. DKcmepTH3a LEHHOCTH JOKYMEHTOB — 3TO H3YYeHHE JOKYMEHTOB
Ha OCHOBAHMM KDPHTEPUEB WX IICHHOCTH C LENBIO ONPEAENEHUs CPOKOB XPaHCHHS
JIOKYMEHTOB M OTOOpa MX Ha IIOCTOSHHOE XpaHeHHe IPOBOJUTCS Ha OCHOBE
(beaepanbHBIX 3aKOHOB, HHBIX HOPMaTHBHBIX IIPABOBLIX aKTOB Poccuiickoit Dezeparuy,
THIIOBEIX IIE€PEYHEH JOKYMEHTOB, OOpasylolMXcs B IpOIeEcce [IesITebHOCTH
rocylapcTBEHHBIX opranoB Poccuiickoii Oenepanuu, ¢ yKasaHHEeM CPOKOB XPAHCHUS.

9.6.4. Ilpu mnpOBeHeHNH OKCIEPTU3bI LEHHOCTH IOKYMEHTOB B CTPYKTYpPHBIX
mojpaseeHusix Y IIpaBlIeHns JellaMi OCYIIECTBIIIETCS !

oT6Op el IIOCTOSHHOTO CPOKa XpaHeHHs ¥ [0 JIMYHOMY COCTaBy
IS IIepelavyy B apXuB Y IPABIEHHS JI€TIaMH,

oT6Op el C BPEMEHHBIMH CPOKaMH XDAHEHHUS, NOJJIEXKAIMMUX XPaHEHHIO
B CTPYKTYPHOM IOApa3esicHuy YIPaBJIeHus AeIaMHu;

BBIICJICHAE K YHWUYTOXCHHIO €N 3a IpPEeAbIAyIIHe TOABI, CPOKHU XpaHEHHS
KOTOPBIX UCTEKIIH. ,

OT60p MOKYMEHTOB IIOCTOSHHOIO CPOKa XpPaHEHHS M IO JIMTYHOMY COCTaBy
IIPOBOJIUTCS ITyTEM IIOJMCTHOTO MTPOCMOTpA Jel.

He nomyckaercs 0oTGOp MOKYMEHTOB Ul XPAHEHUsS ¥ YHHUYTOXEHHS TOIBKO
Ha OCHOBAaHUH 3ar0JIOBKOB JIEIL.

9.6.5. Tlo pesyipTaraM OSKCHEPTH3bl LEHHOCTH [IOKYMEHTOB B CTPYKTYPHBIX
TOApa3feeHusaAX YIpaBIeHHs [elaMH COCTaBIAIOTCA OIMCH JEJ, a TaKkxke
0(hOPMIITIOTCS IPEJIOKSHHIS O BKIFOYEHHH B aKT O BBIICTECHHH K YHHYTOXCHHIO ZEl,
He IOIeKalliX XPaHeHHIO.

9.6.6. Omucd el CIPYKTYPHBIX IOApasfeleHnil YOpaBleHus JAellaMH
COCTABIIIIOTCS 1O (OpME COTNIACHO IPHJIOKEHUIO 23 ¥ IPECTaBIAIOTCA B apXHB
VipasneHHs AeNaMd He IO3HEE YeM depe3 TPU rofa MOCie 3aBepLICHHUS Jel
B JIEJIONPON3BOLCTBE.

9.6.7. Ommch xen CTPYKTypHOrO IOApa3JeNeHHss YIPaBieHUs [IellaMH
TIOJIACHIBAETC PYKOBOJHUTENIEM COOTBETCTBYIOIIEIO CTIPYKTYPHOTO  IOJpa3s/IeNICHI
¥ COCTaBIIeTCS B JBYX O9K3eMIUIIpaX, OJMH M3 KOTOPBIX MHEPENacTCs BMECTEe
C IeNlaMH B apXuB YIIpaBlieHNs JelaMH, a BTOPOi OCTaeTcsi B Ka4eCTBE KOHTPOJIBHOIO
3K3eMIUIAPA B CTPYKTYPHOM HOJPa3/IeNIeHUN Y IPaBICHUS IeTIaMH.

9.6.8. Jlena MOCTOSIHHOTO CPOKa XPaHEHHs U IO JIMYHOMY COCTaBY, IPHHSTHIC
0 OmMCSM [eil Ha apXMBHOE XpaHeHHe, OQOpMISIOTCS B COOTBETCTBUH
¢ mogmyEktoM 9.4.2 mynkrta 9.4 pasmena 9 VIHCTpyKIuMM H  BKIHOYaIOTCS
B COOTBETCTBYIOIIHE ONHCH Jell YIpaBIeHHs JelaMdH II0 (opme COIJacHo
IPUITOKEHUSIM 24 1 235.

Onuce  Jmen IIOCTOSHHOTO CpOKa XpaHeHWs W IO JIMYHOMY COCTaBy
paccMaTpuBalOTCs Ha 3acefianmu OK VIpaBieHHA A€NaMu HE MCHEe HeM 1depes
TpH TOAa MOCNE 3aBepIIeHHs B JEJONPOM3BOICTBE JEJ, BKIIOYCHHBIX B OIKCH,
¥ 3aTeM IpeAcTaBsores Ha paccMoTperue OLIK:

OTIMCH JIeJI IIOCTOSSHHOTO CPOKa XpaHEHUs — JUIA YTBEPXKIACHUS;

OIKCH eI 10 JINYHOMY COCTaBy — JIJIs COTJIACOBAHHUA.

TTocne yTBEpXKACHHS WM COTJIACOBAHUS OIIK omucu Jen NpencTaBiIsIOTCS
Ha yTBEP)KJCHUE YIIPaBJIAIOIIEMY JeIaMu.
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9.6.9. Omucek e MOCTOSHHOTO CpOKAa XPaHEHUs! COCTaBJIETCS B YETBIPEX
9K3eMIUISpax: HEepPBBIi IOIIMHHBIA 3K3eMILIIP KaK JOKYMEHT IIOCTOSHHOIO CpoKa
XpaHeHHss  IOMeINaeTcs B  COOTBETCTBYIOIEE  HOMEHKJIATYpHOE  JIEJIo,
BTOPOU IOMJHHHBIH SK3eMIUIIp KaK JOKYMEHT IOCTOSHHOIO CpOKa XpaHEHHS,
TpETHH M YETBEPTHIH 5K3eMIULIPH — KOIMHM, 3aBE€PEHHBIE HaJUIEXaluM 00pa3oM,
ak paboune sx3eMIuisips! Hanpapisrores B I'KYBO "TABO".

Onwucek e Mo JHYHOMY COCTaBy COCTaBISIETCS B TpeX SK3eMILIApax: HEepBBIA
IOJUIMHHBEIA 5K3eMIUIAp KaK JOKyMEHT JOJIIOBPEMEHHOIO CpOKa XpaHEHHs
[IOMEIAEeTCS B COOTBETCTBYIOIEe HOMEHKJIATypHOE J€J0, BTOPOH IOIIMHHEIHA
sx3emiusip Hanpasisiercs B [KYBO "[TABO", Tpetuii 5K3eMILIAD — KOIIHS, 3aBEPEHHAsA
HaJIeXAIUM 00pa3oM, HCIIONb3yeTcs Kak paboduil BapHaHT.

9.6.10. ITo pe3ynbTaTraM 3KCIEPTU3BI LEHHOCTH JOKYMEHTOB ITOMHMO OIMCEN
ZIeJl COCTaBIIAETCS aKT O BBIIEICHUH K YHHYTOXEHUIO JOKYMEHTOB, He ITOIIeXallhX
XPaHEHHIO, 110 (JOpMe COTTIACHO IIPUITOKEHHMIO 26.

9.6.11. [leira BKIIFOYAIOTCS B aKT O BBIAEIECHHMH K YHHYTOXXEHHIO JOKYMEHTOB,
He NOUIeXAIUX XPaHEHHUIO, €CJIA YCTAHOBJIECHHBIHA JJIS HUX CPOK XpaHEHHs HCTEK
k 01 ssHBaps roga, B KOTOPOM COCTaBJIEH aKT.

9.6.12. Orbop MOKYMEHTOB K YHHYTOXEHHIO M COCTAaBJICHHE akTOB
O BBIJICJICHUH JOKYMEHTOB K YHHYTOXXEGHHIO IPOU3BOJATCS IIOCNIE COCTABJICHUS
CBOJHBIX OIMCEH J(ell IOCTOSHHOTO CpOKa XpaHEHHs YIIpaBIEHUs JellaMd 33 9TOT
Xe TIEpUOT,.

9.6.13. AKT 0 BBIJIEIIEHHH K YHHYTOXXCHUIO J€ll, He MOJJIeKAINX XPaHEHHUIO,
COCTABISIETCS C y4ETOM IPEUIOKEHHH CTPYKTYPHBIX MOJpasfeleHndl YIpaBieHus
JleJIaMH.

Ecimu B akTe yKa3aHBl [ella HECKOJNBKMX CTPYKTYPHBIX IOApa3JeieHuH
VrpapieHHs JeflaMd, Ha3BaHWE KKAOro M3 HHMX YKasblBAaeTCs Iepel IPyNIou
3ar0JIOBKOB JI€JI TOTO CTPYKTYPHOTO IIOAPA3AECICHHUS.

3aroyIOBKM OJHOPOIHBIX JIeNl, OTOOPAHHBIX K YHUYTOXEHHIO, BHOCATCS B aKT
0 OOIIMM 3ar0JI0BKOM C yKa3aHHEM KOJIMYECTBa Je]l, OTHECEHHBIX K IAHHOH IpyIIe.

9.6.14. AKTHI O BBIJENCHHN K YHHUYTOXXEHHIO JOKYMEHTOB, HE IOJUICKAITAX
XpaHEHMIO, HANpaB/sIOTCS Ha  cornacopamme OK  VipasineHus —jenamu
M IpPEeJCTaBIIOTCS Ha YTBEPXKJECHHE YIPABISIOLIEMY JelaMH TOJBKO MOCIe
ytBepxkaenus u cornacoanus OIIK ommcedl nen MOCTOSHHOIO CpPOKa XpaHCHHS
¥ 10 JUYHOMY COCTaBy YIIPaBIICHHUS J€IaMH COOTBETCTBEHHO.

0.6.15. BrlmeieHHBIE K YHHYTOXXCHHIO TOKYMEHTBI YHHYTOXXAIOTCS IIyTEM
CKUraHMS, IepepaboTKH, M3MENbYCHNS U JPYTEME YCTaHOBJIEHHBIMA CIIOCOOaMHL.

9.6.16. Apxus YupaBieHHS elaMH KOMIUIEKTYETCS JeJlaMH C HCIIONHEHHBIMH
IOKYMEHTaMH IIOCTOSTHHOTO CPOKa XPaHEHUSI U [0 JITYHOMY COCTaBY.

9.6.17. Jlena TIIOCTOSIHHOTO CpOKa XpaHEHHSA W IO JIMYHOMY COCTaBY
IepealoTCst B apXuB YIIPaBJIeHHs JejlaMd [0 WCTCYCHHU IBYX JIET HX XPaHCHHUS
¥ HCIIONB30BAaHUS B CTPYKTYPHOM MOZApa3feNieHHH YnpasieHus nenamu. [lepenaua
IeJI IPOU3BOJUTCS TONBKO IO YTBEPIKIECHHBIM OIUCSM JEIL.

9.6.18. Jlema BpeMeHHOTo cpoka xpadeHus (Jo 10 JieT BKIIIOYHMTENBHO)
nepejade B apXuB YIIpaBIIeHUS JelaMy He IOIEKAT, XPaHITCS B COOTBETCTBYIOIIHX
CTPYKTYypPHBIX IIOJpa3feleHus X YIpaBjIeHdsl JelaMH M [0 HCTeYCHHH CPOKOB
XpaHeHs TIO/IIEXKAT YHUYTOKEHHIO B YCTAHOBJICHHOM IIOPSIIKE.
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9.6.19. Ilepemaua mnenm B apXWB YIPaBIeHHS JeJaMH OCYIIECTBIISIETCS
mo rpaduky, COCTaBIeHHOMY HadanbHukoM Orjmena  IeTONPOU3BOACTBA
¥ YTBEPXXICHHOMY IIPUKa30M YIIPaBICHHUS JETaMH.

9.6.20. Ilocne OKOHYAHHS KaJEHIApPHOTO TroJa HCIIOJIHEHHBIE JIOKYMEHTHI
B JleJIaX OCTOSHHOI'O CPOKa XPAaHEHHUs ¥ 110 JITYHOMY COCTaBY NepedOpMHpPOBLIBAIOTCS
B XPOHOJIOTHIECKOM IIOPS/IKE BMECTE C OTHOCSIIMMHCS K HIM MPHIIOXEHHUSIMH.

9.6.21. Bo BpeMsI HOATOTOBKY JIeN K IIepefiade U3 CTPYyKTYPHBIX MOAPa3IeeHIiI
VipaBneHus [ejlaMH Ha apxHBHOEe XpaHeHHe paboTHHMKamM, 00eCIeYrBarOLIMMU
IeSTeNbHOCTh aPXKBA, IIPEBAPUTENHHO IPOBEPAETCS MPABUIBHOCTD MX HOPMHUPOBAHHS,
o(QOpPMIIEHHUSI X COOTBETCTBHIE KOJIMYECTBA JIe], BKIFOUYCHHBIX B ONICH, KOJIMIECTBY Jell,
3aBeJIEHHBIX B COOTBETCTBUH C HOMEHKIIATYypol fen. Bce BRIABIEHHBIE IIPH IIPOBEPKE
HEIOCTaTKM B (OPMHUpOBaHMH B OPOPMIEHHH JAeNl PabOTHHMKH COOTBETCTBYIOIIMX
CTPYKTYPHBIX OApa3feieHnil YIIpaBIeH s IeIaMU 00s3aHbl yCTPAHHTb.

9.6.22. IpueM Kaxxmoro jena Ipou3BOAUTCS pabOTHUKAMH, 00ecIeYnBarOIMHI
IeATeNbHOCTh apXWBa, B NPUCYTCTBHHM DPabOTHHKA CTPYKTYPHOIO MOJpasieNeHus
Vupasnenust nenamu. IIpy 3ToM Ha JBYX 3K3eMIUIIpax OMMCH JeJ NMPOTHB KaXI0ro
JieNla, BKIFOYEHHOTO B HeEe, JellaeTcs OTMETKa O HalM4Md Jena. B KOHIe Kaxmoro
SK3EMILISpa ONWCH JeJl YKa3bIBaloTCs NH(paMd ¥ TMPONKCHIO KOJIUYECTBO
(QaKTUYECKH TPUHATHIX JeJ, jaTa IpUeMa-lepeiadu fell, a TAKKe CTaBATCS HOIHUCH
paboTHHKa, OOECIeIHBAIONIEro NEATENbHOCT: apxXuBa M IPUHABIIETO €N,
1 paGOTHUKA CTPYKTYPHOTO MOJpa3AeeHUs! Y IpaBieHUs JellaMyl, IEPEIaBIIero fena.

BMmecte c fenamMu B apxXuB YIpaBlICHHS JelaMd MEPEfaroTCsi MpOorpaMMHbIC
cpencTsa U 6a3sl JaHHbIX, COIepKamue HHPOPMAIIIO O PETUCTPAINHY U HCIIONTHEHUA
TIepe[aBaeMbIX JOKYMEHTOB. 3arojloOBOK KaXX[OH KapTOTEKH HIIH 0a3bl JTaHHBIX
BKJIFOYAETCSI B OIIKCH JEIL.

9.6.23. B cirydae eciTi 70 IOCTOSIHHOTO MK JonroBpeMernoro (6onee 10 er)
CpoKa XpaHEeHHs, NPeLyCMOTPEHHOE B CBOIHOM HOMEHKIAType el YIpaBleHHS
JeaMy, 10 MCTEUEeHWH JBYX JIET MX XPaHEHHS U HCIONL30BaHUSA B CTPYKTYPHOM
mojpasieNieHHd YIpaBlieHHsS JelaMd B apXuB HE IIEpEfaeTcs, TO Ha KM
YIPABJIAIOWErO JeJaMH JaHHBIM CTPYKTYPHBIM IOApPa3[eleHHeM FOTOBUTCS MHCHMO
C MOTHUBHPOBAHHEIM OOBSICHEHHEM IPUYMHBI OTCYTCTBHS JI€TIa.

9.6.24. O3HakoMJIeHHE C JOKyYMEHTaMH, HaxOIAIUMUCI Ha apXUBHOM
XpaHeHHH, paGOTHUKOB CTPYKTYPHBIX TOApasleleHudl YIpaBlIeHUS JelaMu
¥ OpraHOB HCIOJHHUTENBHON BIacTH Bonirorpamckodl 061acTH  OCYIIECTBIACTCS
Mol TONNMWCH B JKypHAle ydeTa BHINAYM IOKYMEHTOB myist pabOTEL B apXuBe
VIpaBieHus enamMy 1no $GopMe COracHO MPHIOKEHHIO 27, B KOTOPOM yKa3bIBaeTCs
CTPYKTypHOE [OApa3sieeHne YIPaBIeHus JeJaMy, HOMEp JIeja, aTa ero BhIIavHy,
KOMY BBIZIaHO JIEJIO.

9.6.25. Jlena BBIIAIOTCS BO BpEMEHHOE MOJIb30BaHKE Ha CPOK He Holiee 0AHOro
MecsIla paGOTHAKAM CTPYKTYPHBIX IIOZpa3/eieHuii YIIpaBJIeHNs JIelaMi Ha OCHOBAHAH
THCHMEHHOI0 3allpoca Ha UMs YIPaBIIAIONICro JeIaMH.

Brinaga fien paboTHUKAM CTPYKTYPHBIX IIOJpas/elleHuid YIpaBJIeHHus JIeaMH
BO BPEMEHHOE [10JIb30BaHMe OCYINECTBIISIETCS IO MOAUCH B XKYPHAJIe yIeTa BbIaqH
JeJ1 U3 apXUBOXPAHIIIHAINA YIIPaBIEH s JelaMy 110 GopMe COTacHO IPUIIOXKEHHIO 28,
B KOTOPOM YKa3bIBA€TCs CTPYKTYPHOE NOApaszierieHne YIIpaBieHus ienaMy, HOMep Iena,
JaTa ero BBIIAYM, KOMY BBIJAHO €0, JaTa €ro BO3BpaIleHusI.
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WHBIM TOCY[apCTBEHHBIM OpraHaM M OpraHH3alMsM Jela BBIJAIoTCA
HA OCHOBAHMM HX IIMCBMEHHBIX 3aIlPOCOB C pa3pellieHUs YIPaBILIOIIEro JelaMu
II0 aKTy, COCTABJIEHHOMY 110 ()OpMeE COTIIACHO IIPUIOKEHHUIO 29.

9.6.26. Ha BBIZaHHOE JMEJIO 3aBOJIUTCS KapTa-3aMeCTUTENh, MoMellaeMas
HA MECTO BBIIAHHOTO JeJla, B KOTOPOM yKa3bIBaIOTCs MHJEKC JieNa, AaTa ero Bhlavy,
KOMY BBIIAHO J€N0, JaTa ero BO3Bpara, IPeNyCMAaTPUBAIOTCS rpadbl UL HONIICH
B HOJNy4eHHHM W obpaTHOM InpueMme fena. PopMa KapTe-3aMECTHTENs IPHBE/ICHA
B mpuioxenun 30.

9.6.27. U3paTHe JOKYMEHTOB U3 JIeJl IIOCTOSIHHOIO CPOKa XpaHEHHUs [I0ITyCKaeTCs
B MCKJIFOYATENHHBIX CIy4asX B COOTBETCTBHH C 3aKOHONATENbCTBOM Poccuiickoit
Deepallid ¥ IPOBOIUTCS ¢ PaspelleHHs YIPABIAIOIEro JeIamMyu ¢ 00s3aTe/IbHEIM
IIOMEIIeHIEM B JIeJI0 3aBEpEHHOM KOMH JOKYMEHTa H aKTa 00 U3bATHH IOIHHHHKA.
AKT cocTaBisieTcss B YCTAHOBJIEHHOM IIOpSIKE OpraHM3alMed, OCYIIeCTBISIOIIEH
U3BITHE JOKYMEHTOB.

9.6.28. Hudopmanus  COOUAIBHO-IIPABOBOTO  XapakTepa  IpaxIaHaMm
¥ OpraHM3aIlHsAM IMPENOCTABIIeTCS B GopMe apXMBHBIX CIIPABOK, apPXMBHBIX KONMH
M apXUBHBIX BBIIMCOK HA OCHOBAaHMH IIMCBMEHHOIO 3alpoca IOJb30BaTelld,
KOTOpBIH JOJDKEH COZlepyKaTh HAUMEHOBaHME (M aJIpEC NPH IEPECHUIKE) OpraHu3aluy,
KOTOpOif OHY aJ[pECOBAHbI, H3IOXEHHE CYIIECTBA 3apoca, (aMuInio, HMsI, 0TIECTBO
(ipu HaIM9HH) 06PAIIAIOIIEr0Cs, ero aipec, KOHTAKTHbIE TeNeQOHEI, HaTy U IMIHYIO
MOJIHNCH.

ApXUBHEIE CIPaBKH M apXMBHBIE BBINHCKHM IOJIMCHIBAIOTCA YIIPABIIAIOMINM
HelaMy WUTH HWHBIM YIOJHOMOYEHHBIM HM JOJDKHOCTHBIM JIMIOM H 3aBEPAIOTCA
rep0OBOY EYaThIO YIIPaBIICHUS IeNIaMH.

Ha apXHBHEIX KONHSX, BKIIOYAs apXWUBHBIE KONUK Ha OyMa)XHOM HOCHTENe
9JIEKTPOHHBIX JOKYyMEHTOB, IPOCTABIIAIOTCSA apXUBHbIE IH(PEI Ha 000pOTE KAXKIO0T0
NWMCTA apXWMBHOM KOMHH, @ 3aBepuTelbHas Hagmuch u medath Oraena
JEJIOIpPOM3BOICTBA — Ha 060POTE IIOCIISIHETO JINCTA KOIUH.

9.6.29. Ilpm nukBupanwy (YIpasgHEHHH) CTPYKTYPHOTO IIOAPa3JCICHAS
VIIpaBieHus JelaMi PyKOBOJUTENb 9TOTrO CTPYKTYPHOTO MOAPA3AEICHAs VYrpasnenus
JleTaMi B TIEpHOJ, IPOBEIEHUS OPraHU3aHOHHO-IITATHBIX MEPONPHATHH OPraHU3yeT
paboTy 110 YIOPSIOYEHHIO BCEX MMEIOIUXCS JOKYMEHTOB B JEa, odopmIIeHHIO AeT
¥ Tlepefiade uX B CTPYKTYPHOE IOJpasfielieH e, Co31aBaeMoe B3aMeH YIPasaHEHHOTo
¥ BBIITOJIHSIONIEE BCE MITH YacTh €r0 IMOITHOMOYHH.

[Ipg OTCYTCTBHH CTPYKTYPHOIO IOJpAa3feeHUs, CO3MaBaeMOro B3aMeH
VIIpa3JAHEHHOro, JAejia INepefaloTCsi B apXUB YIPaBJeHHs [e/laMi HE3aBHCHMO
OT CPOKOB XpaHEHHs JOKYMCHTOB.

9.6.30. TIpu peopranuzaiyy YIpaBIeHHS NeNaMd C Iepenaved ero GbyHKIMI
IpYroli MM HECKONbKHM OpraHu3aldsM, B TOM YHCIE € H3MCHCHHEM dopm
COOCTBEHHOCTH, IOKYMEHTH MepeNaloTCs OpraHu3allid WA OpraHu3alnuiM-
IIPaBOIPEEMHUKAM.

Ilpu peopranmsauyy YTIpaBIeHHs NENaMd IIyTeM BBIICICHHS M3 €ro Cocrasa
OpraHU3alldH TOCIe/Hell HepelaloTCs He3aBepIIeHHbIe JeIONPOU3BOJICTBOM Aena,
OTHOCSIIHECS K MPOQUIIIO ee AesTeIbHOCTH, a TAKKe JUYHBIC J1eNla H JIMIEBBIE CUeTa
pabOTHHKOB, IepelIeIIUX Ha paboTy B 9Ty OpraHU3aIHIO.
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9.6.31. Ilpu nukBumganuu (yIpa3JHEHUH) YIIPaBIECHHUs AeNaMH PYKOBOAUTENH
CTPYKTYpPHBIX IIOXpa3feNieHui YIpaBleHUs JellaMd B TEpHOJ IIPOBEACHUS
JIMKBUNAIMOHHBIX MEPONPHATHH OpPraHU3yIOT (OPMHUPOBAHHME BCEX HMMEIOIIUAXCSI
JIOKyMEHTOB B JielIa, O(opMIIeHHe eI 1 Tlepeiady HX B apXUB Y IPaBJICHUS IeaMH.

ApxuB VipapieHus JeaMU OpPraHM3yeT IIOCIEAYIONYIO Iepeady JOKYMEHTOB
B 'KYBO "I'ABO", a IOKyMEHTOB IO JMYHOMY COCTaBy — B TOCYIAapCTBEHHOE
Ka3eHHOe yupexnaeHue Bomrorpaxckoii obmactm "T'ocynapCTBEHHBIH — apXuB
JIOKYMEHTOB COIMATLHO-IPABOBOI 3allUTEI IpakaaH Bororpanckoi obmactu”.

9.6.32. Ilepemaya el OCYUIECTBIISETCS IO ONKCSM Jiel W CBOJHOH
HOMEHKJIaType JIeil.

10. YipaBierre JOKyMEHTaMH B CHCTEME 3JIEKTPOHHOTO JIOKYMEHTO000poTa
10.1. O0uue moIoKeHus paboThl C 3IIEKTPOHHBIMH JOKYMEHTaMH

10.1.1. B YupasieHun JejlaMH CO3JA0TCSA M UCIIONIB3YIOTCSA CIEAYIOIIUE BUIBI
3JIEKTPOHHBIX JOKYMEHTOB:

SIIEKTPOHHBIE  JOKYMEHTBI,  CO3LaBaeMble B  ONEKTPOHHOH  dopme
6e3 IpeBapUTENHHOr0 JOKYMEHTHPOBAHHUS Ha 6yMaXXHOM HOCHTEIIE;

3IIEKTPOHHBIE 00pa3bl HOKYMEHTOB, MOJIyICHHBIC B Pe3YNbTaTe CKAHUPOBAHKS
JIOKYMEHTOB Ha 6yMa)KHOM HOCHTENE U XPaHAIUECS B ACOM.

10.1.2. DieKTpOHHBIA TOKYMEHT IOIDKeH OBITE OQopMIIEH IO OO0muM
IIPaBAIAM JEJIONPON3BOACTBA, HMETh PEKBH3HUTEI, YCTAHOBJICHHDIC /UL aHAIOIMIHOIO
JOKYMeHTa Ha OyMaXHOM HOCHTENE, H IOMIHCAH SJEKTPOHHONW TOANACHIO
B cooTBeTcTBMH ¢ PDenepalbHBIM 3aKOHOM OT 06 ampems 2011 r. Ne 63-03
"OG6 371eKTpOHHOI oamHCH".

10.1.3. TlepeueHs BHIOB HOKYMEHTOB, CO3[aHHE, XPaHEHHE, HCIIOJIB30BAHHIE
KOTOPHIX IIPM OpraHM3allii BHYTPEHHEH JeATeNBHOCTH B YMNPAaBICHUA JCNaMi
MOYXeT OCYIIECTBIATHCS B ONEKTPOHHOM Buje 6e3 AyOnupoBaHHs Ha OyMaxHOM
HOCHTEIIe, ONIpeIe/IeH B IPHIIoKeHHH 3 1. '

Bus! 5eKTPOHHBIX JOKYMEHTOB, 00pasyroIuXcsl B NPOLECCe AEATENBHOCTH
Vipapnerus genamu, ¢popmupyores B ACOJL B ena B COOTBETCTBHH CO CBOJIHOU
HOMEHKJIaTypoil meyt YTpaBleHHs JelaMu U HMHIEKCHPYIOTCS B IIOPAJKS,
YCTAHOBJIEHHOM B OTHOIIEHMH J€J, COCTABJICHHBIX W3 JOKyMCHTOB Ha OyMa)KHOM
HOCHTEJIE. '

IIpy  coCTaBJCHWH HOMEHKNATypsl Jen Jid JOKyMEHTOB, BXOJAMIMX
B Ha3BaHHBIA IIepedeHb, B IPUMeYaHnH JenaeTcs ormMeTka "I/1".

10.1.4. B nmemsax ydera M IIOMCKa 3JIEKTPOHHBIX JOKYMEHTOB B AC2[
HCIIONB3YIOTCS 00sA3aTeIbHbIe CBECHUS O JOKYMEHTAX!

Ha¥MEHOBaHME TOCYIApCTBEHHOTO OpraHa, OpraHa MECTHOIO CaMOyIpaBIICHU,
OpraHU3aldH-KOPPECIOHACHTA;

HaMMEHOBaHKE T'OCYJapCTBEHHOTO OpraHa, OpraHa MECTHOIO CaMOyNIpaBJICHHU,
OpraHu3aliu-aJpecara,;

HalMEHOBaHUe BUAA JOKYMEHTA,

JaTa JIOKYMEHTa;
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PErHCTPaIOHHBIH HOMEP JOKyMEHTa,;

(GaMuIus ¥ MHUIUAIIBI M@, TOJIMCABIIEr0 JOKYMEHT;

JaTa IOCTYIIJIEHUs. JOKYMEHTa;

BXOJISIIINNA PEeruCTpalMOHHEIN HOMED;

3aroJIOBOK K TEKCTY;

KOJINYECTBO JINCTOB OCHOBHOI'O IOKYMEHTA;

OTMETKA O MPHIOKEHHH (KOJIMYECTBO IPMIIOKEHHH, oOIlee KOJIHYECTBO
JINCTOB TIPHJIOKEHUN );

CBEEHUS O CBA3AHHBIX JOKyMeHTaxX (HalMEHOBaHUE BHIA JIOKYMEHTa, 1ara,
PEruCTPAIMOHHBIA HOMED, THII CBS3H);

pesommonys (MCIIONHUTENH, IIOpyIeHHe, JaTa HCIIONHEHNs, JaTa JOPMUPOBAHUS
OPYYCHHS);

CPOK HCIIOJIHEHUS AOKYMEHTa,;

HHJIEKC JieNia 110 HOMEHKJIAType e,

CBEJIEHHS O IIepeajipecallii JOKYMEHTa,

OTMETKa O KOHTPOJIE;

rpud orpaHUYeHUs JOCTYyIa K JOKYMEHTY,

cBeJIeHHs 00 DJIEKTPOHHOMN IOIHKCH,

pe3yNBTAT MPOBEPKH IEKTPOHHOM IIOJITHCH,;

OTBETCTBEHHBIN HCIOJIHUTEND JOKYMEHTA,

CCBUIKM Ha (haiibl MOCTYNHBIIEro, OTIPABIAEMOTrO JOKYMEHTa M (ain
(daiiser) mprtoXeHHs (IPHIIOXKEHHH) K JOKYMEHTY;

criocob JOCTaBKH JOKYMEHTa aJipecara.

B ACDJI MOTyT HCIIOIE30BaThCS JOIOJIHUTENBHBIC CBEIEHUS O JIOKyMEHTaX.

10.1.5. Enunnnei ydera 91eKTpOHHOr0 foKyMeHTa aBiusgerca OPK, cosnannas
B ACO/L. ,

10.1.6. DmeKTpOHHBIA JOKYMEHT, HMEIOLIMA TPUIOKCHUS, PETUCTPUPYETCs
B ACDJ] KaK oflMH JOKyMeHT. Bee mpritoxxeHus BHOCATCA B oy OPK.

10.1.7. Y4acTHMKaMH IIpollecca NEKTPOHHOTO JOKYMEHTO000pOTa B YIIPaBIICHHH
IeJIaMH SBJISIOTCS:

YIPaBIISAIOIIUH JIeIaMH,

3aMeCTHUTENb YIIPABISIOMIErO AEIaMH,

PYKOBOIHUTENH CTPYKTYPHBIX HOJApA3/IeIeH!i Y IpaBIeHUs! NeNaMu;

paGoTHYUKKM VYTIpaBICHMS JEaMH, SBJIIOINUECs MCIOMHATEIME 3NEKTPOHHBIX
JOKYMEHTOB;

OTxen nenonpou3BOJICTBA.

10.1.8. Vopasistromuit genamu ocymectsiseT B ACO/L:

paccMOoTpeHUe 3JIEKTPOHHBIX IOKYMEHTOB;

BBIIady ITOpY4EHHH;

IIOCTaHOBKY Ha KOHTPOJIb SJIEKTPOHHBIX JJOKYMEHTOB U CHATHE UX C KOHTPOIIA;

HCIIOJIHEHHE DJIEKTPOHHBIX JOKYMEHTOB;

COIJIACOBaHHUE IEKTPOHHBIX JTOKYMEHTOB,;

HOAIMCAHMEe SJIEKTPOHHBIX JOKYMEHTOB.
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10.1.9. 3amecTuTens ymnpasisioniero aenamu ocymectsiseT B ACO/L:

pPaccMOTpEeHHUE NEeKTPOHHBIX JJOKYMEHTOB;

BBIIauy IOPYYEHUI;

IIOCTAHOBKY HA KOHTPOJIb AJIEKTPOHHBIX JOKYMEHTOB ¥ CHATHE UX C KOHTPOJIS;

HCIIOJHEHUE 3JIEKTPOHHBIX JJOKYMEHTOB;

COIVIACOBAHKE 3JICKTPOHHBIX JOKYMEHTOB,;

HOJANUCAHHUE DJIEKTPOHHBIX JOKYMEHTOB.

10.1.10. PykoBomuTenu CTPYKTYPHBIX IOJpas[eleHu# YIpaBieHHs AelaMy
ocymectBiseT B ACOJI:

paccMOTpeHHe 3IEKTPOHHBIX JOKYMEHTOB,;

BBIZauy NOPYYEHHUI;

TIOCTAHOBKY Ha KOHTPOJIb 3JIEKTPOHHBIX JOKYMEHTOB U CHATHE HX C KOHTPOJIS;

HCIIOJIHEHHE DJICKTPOHHBIX JOKYMEHTOB;

COIJIACOBAHME 3JIEKTPOHHBIX JTOKYMEHTOB;

IO CAHNE JIEKTPOHHBIX JOKYMEHTOB.

10.1.11. PaGoreukd VYUpaBleHHs JelaMi, SBISIONIAECS MHCIOJHHTEIAMHE
IOKYMeHTOB, ocymectBiszoT B ACO/L:

CO3/1aHH€E JEKTPOHHBIX JOKYMEHTOB;

HCIIOJHEHHE DJIEKTPOHHBIX JTOKYMEHTOB,;

COTJIaCOBAHUE OSNEKTPOHHEIX JOKYMEHTOB (IIpHM J€JIETMPOBaHUM JAHHBIX
IIOJTHOMOYHR);

JOpaboTKy 37IEKTPOHHEIX JIOKYMEHTOB;

HaIlpaBJieHue HCIOJHEHHEIX 3IEKTPOHHBIX JTOKYMEHTOB B JIEJIO.

10.1.12. Otxen Aenonpor3BOCTBa OCYIIECTBIISIET B ACO/I:

IIpHEM 3JIEKTPOHHOIO JIOKYMEHTA,

IpeBapUTEIbHYI0 00pabOTKy 3JIEKTPOHHOTO JIOKYMEHTE,

IIPOBEPKY IIOIHHOCTH JJIEKTPOHHON MOAIHUCH;

CO3[aHKe IEKTPOHHOro ofpasa JOKYyMEHTa IPH HaIMYuH OyMaXKHOH BepcuH
IOKyMeHTa (CKaHHPOBaHHE);

PErUCTPalHIO YIEKTPOHHBIX JOKYMEHTOB;

PACCBUIKY 9JICKTPOHHBIX IOKYMEHTOB afipecaTaMm;

HaIIpaBJICHHE HCIIOJIHEHHBIX 3JIEKTPOHHBIX JIOKYMEHTOB B JIENA.

10.1.13. TuoBsle MapUIPyThl POXOXKACHHS SIEKTPOHHBIX TOKyMEHTOB B ACO/]
C COOTBETCTBYIOIMMH 3TAlaMH KX 00paGOTKH BKJIFOYAIOT B CeOs:

1) 11 BXOASIHX (HOCTYIIAIOMKX) TOKYMEHTOB!

IpHEM 3JIEKTPOHHOIO IOKYMEHTA;

TpeBapUTENLHYIO 00pabOTKY SNIEKTPOHHOTO JOKYMEHTE;

PETHCTPAIHIO SNEKTPOHHOIO JIOKYMEHTa;

CcO3/[aHKe NIEKTPOHHOro 00pa3a MOKyMEeHTa IIPH HaIM4ud OyMaxKHOH BepCHH
JIOKyMeHTa (CKaHHPOBAHHE);

PaccMOTpEHHE IIEKTPOHHOTO JOKYMEHTa;

KOHTPOJIb MCIIOJTHEHHUS DJIEKTPOHHOT'O JOKYMEHTA,

ACIIOJIHEHUE DJIEKTPOHHOI'O JIOKYMEHTA;

HaIlpaBJIeHHe dJIeKTPOHHOr0 JOKYMEHTa B JIeII0;

2) s HCXOISAIIMX (oTIpaBisieMbIX) JOKYMEHTOB:

IOATOTOBKY IIPOEKTA DIIEKTPOHHOIO JIOKYMEHTa;

corjlacoBaHHUe MPOEKTa IJEKTPOHHOI0 JOKyMEHTA;
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IPOBEPKY NPaBIIIEHOCTH 0()OPMIICHHS 3JEKTPOHHOIO JOKYMEHTa,

TIO/IMCAHKE 3JIEKTPOHHOTO TIOKYMEHTA;

PETHUCTPALKIO 3IEKTPOHHOI0 JOKYMEHTA,

CO3J[aHKe BJIEKTPOHHOro o0pasa JOKyMeHTa IIpU Halu4uu OyMaKHOH BepCHH
HOKyMeHTa (CKaHHpOBaHHUE);

OTIPaBKY 2JEKTPOHHOI'0 JOKYMEHTa,

CHSTHE C KOHTPOJIS SJIEKTPOHHOI'O JOKYMEHTA,

3) s BHYTPEHHHX 3JIEKTPOHHBIX JIOKYMEHTOB:

MOJATOTOBKY IMPOEKTa 3JIEKTPOHHOI0 JIOKYMEHTA,

COTIJIACOBaHME IIPOEKTA 3JIEKTPOHHOI0 JOKYMEHTa (B CIIydae HEOOXOIUMOCTH);

MIOATIHCAHNUE SJIEKTPOHHOI0 JTOKYMEHTA,

paccMOTpEeHHE NIEKTPOHHOI0 JIOKYMEHTa,

PETHUCTPALIUIO JIEKTPOHHOI'O JOKYMEHTA,

HCITOJTHEHHE DJIEKTPOHHOI'0 JOKYMEHTA,

KOHTPOJIb HCIIOHEHHUS U CHATHE C KOHTPOJA JIEKTPOHHOTO TOKYMEHTa,

HaIpaBJICeHUE DIEKTPOHHOI'O JOKYMEHTA B I€JIO;

4) g1nd HOPMAaTHBHBIX IPaBOBBIX akToB  Poccumiickoir  Denepanuu
u Bonrorpazckoit obiaacTu:

IIPUEM JIEKTPOHHOI'O JOKYMEHTa,

IpeBapUTEbHYI0 00paboTKy 3JIEKTPOHHOIO JOKYMEHTA,

CcO3/laHKe SIEKTPOHHOTO 00pa3a JOKYMEHTA IIPH HaJMuMH OyMa)XHOH BEpCHH
IOKyMeHTa (CKaHHPOBaHUE);

PETHUCTPAIMIO 3JIEKTPOHHOIO IOKYMEHTA,

PaccMOTpEHHE NEKTPOHHOIO JOKYMEHTa,

HCIIOJIHEHHE SJIEKTPOHHOIO JIOKYMEHTA,

KOHTPOJIb UCTIOJIHEHHUS X CHATHE C KOHTPOJIS JICKTPOHHOI'0 OKYMEHTa;

HarpaBJieHAE 3JIEKTPOHHOI0 JIOKYMEHTA B JEJIO.

10.2. TTopsamok paGoTEI ¢ BXOAAIMMH (IIOCTYIIAFONIIMH)
3JIEKTPOHHBIMHE JOKYMEHTaMU

10.2.1. TIpuem, npensapuTenbHas 06paboTKa U perucTpamys 10KyMeHTOB,
IIOCTYIIUBIOMX B SJIEKTPOHHOH dopme

10.2.1.1. JloKyMeHTBI, IOCTYNUBIINE B YIpaBICHUE JeIaMH B JJIEKTPOHHOM
dopme, nposepsrorcss OTAEIOM AeIONPOH3BOACTBA Ha Haymyue B OPK ciexyrommx
00s3aTeIbHBIX CBEJIEHUNA O JOKYMEHTE:

HAUMEHOBAHUE I'OCY/IapPCTBEHHOI0 OpraHa, opraHa MECTHOTO CaMOYTIpaBJIeHHS,
OpraHU3alNH-KOPPECIIOHIEHTA,

HAUMEHOBAHUE IOCYJApCTBEHHOTO OpraHa, OpraHa MECTHOTO CaMOyIIpaBJIeHHS,
OpraHu3aluu-agpecara;

HaHMEHOBaHUE BHA JOKYMEHTa,

JlaTa JOKyMEHTa;

perucTpalyoHHBI HOMED JTOKYMEHTa,

(GaMuus ¥ MHUIHAAE] JTMIA, TOANMCABIIETO JOKYMEHT;
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JlaTa IOCTYIUIEHUS JIOKYMEHTa;

BXOJISIIIUH perucTpallMOHHbBIN HOMED;

crioco0 JIOCTaBKU NOKYMEHTa;

3aroJIOBOK K TE€KCTY;

KOJIMYECTBO JINCTOB OCHOBHOI'O JOKYMEHTA4;

OTMETKA O TMPHJIOKEHHH (KONHYECTBO IPHIIOKEHUH, oflnee KOIUYEeCTBO
JIUCTOB MPHJIOKEHUH );

CBEIEHHUS O CBS3aHHBIX JOKyMeHTax (HaMMEHOBaHME BHJa JJOKyMEHTa, Jara,
PErHCTPaIMOHHEIA HOMep, TUII CBSI3H);

pesosronus  (MCIONHUTENM, IIOPYy4YeHHE, MOODKHOCTHOE JIMIO, JaBIIee
IIOpydY€eHue, [aTa UCIIONHEHNS, 1aTa GOpMUPOBaHUS IOPYyYEHHS);

CPOK HCIIOJIHEHUSI JOKYMEHTA;

HHJIEKC Jieia 10 HOMEHKJIAType JEl;

CBeJIeHHS O Iiepeajpecanuy JOKYMEHTa,

OTMETKA 0 KOHTPOJIE;

cBeieHHUs 00 IEKTPOHHON IOIINCH;

pe3yJIbTaT IPOBEPKH 3JEKTPOHHOH ITOIIIKCH;

OTBETCTBEHHBIH UCIIOJIHATENb JOKYMEHTA,

CCBUIKM Ha (aiiisl IOCTYIHBIIEro, OTIPABISAEMOro JOKyMEHTa H (ain
(baitier) mpuoKeHUS (IPIIIOKEHUI) K JOKYMEHTY;

CIocob JIOCTaBKHU JOKyMEHTA aJipecary.

Ortien 1eNOIpOr3BOCTBa OCYIIECTBIIIET IPOBEPKY IMOIMHHOCTH JIEKTPOHHOM
IIOJIIHCH.

10.2.1.2. Ilpu BeIBIeHHE ommOoK B 3amonHennn OPK wmm orcyrcTBHE
B Hell 0O0s3aTeNBHBIX PEKBU3WTOB JOKYMEHT BO3BPAIAeTCs aBTOPY SIEKTPOHHOIO
IOKyMeHTa 6e3 pericTpali ¢ OTMETKOM 0 MpUYMHAX BO3BpaTa.

10.2.1.3. B ciyyae coOnomeHus NEPEeIUCICHHBIX TPeOOBaHUH SNIEKTPOHHbIN
IOKYMEHT PErHCTPUPYETCs X HAIIPABJIAETCS Ha PACCMOTPEHHE.

10.2.2. TlpuemM, npexBapuTenbHas 00paboTKa M pEerHCTpalus
JIOKYMEHTOB, IIOCTYIHBIIAX HA 6YMaXKHOM HOCHTEIE

10.2.2.1. JIOKyMeHTBI, IIOCTYIHBIINE B YIpaBleHHE JelaMd Ha OyMaKHOM
mocuTene, BKmodatorcs B ACDJ[ mocne co3maHHSA BJIEKTPOHHBIX 0Opa3oB
IOKYMEHTOB (CKaHUPOBaHUS).

IIpy CKaHMpPOBAaHWH MOKYMEHTOB Ui Mocnemyromero Bioxenus B ACI/
HEOOXOIMMO HUCIIOJIH30BaTh CIIEIYIOLIHEe IIapaMeETPHI:

pa3mep JOKyMeHTa — A4;

dopwmar ¢aiina — PDF;

IBeTOBasl IaNuTpa — 4epHo-Oenmast (MO0 IBETHas Ui CTPAaHML, COMNCPXKAIIHX
IIOIIKCH ¥ IeYaTh); ,

paspemenue — 200 dpi (200 Touek Ha 1rO¥M).
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10.2.2.2. JIokyMeHT, TOCTYHNHBIIMHA Ha OyMa)XHOM HOCUTENEe, IIOCIeE
IIPOBENEHUS IPEJBAPUTEILHON 00pabOTKH PErMCTPUPYETCs CIIy>KOOM! NENONPOU3BOLICTBA
B ACOJ] myrem cosmanuss DPK, B KOTOpPYIO BHOCATCS OCHOBHBEIE 00s3aTe€NIbHBIE
CBEJICHHUS O JIOKyMEHTE:

BXOJSINUN PEerdCTpalliOHHBINA HOMED;

JlaTa IOCTYILICHUS JOKYMEHTa;

3aroJIOBOK K TEKCTY (KpaTKoe COJlepKaHue JOKyMEHTa);

BIIOXeHKeE (3JIEKTPOHHBINA 00pa3 JOKyMEHTa); .

CBS3aHHBIA JOKYMeHT (ecii TaKOBOM YKa3aH B TEKCTe W 3aperMCTpUpOBaH
B ACO]).

10.2.2.3. Tlocne 3amonuHeHuss B OPK 00s3aTenbHBIX CBEICHUNA O JOKYMEHTE
(GopMEpyeTCcs MapIIpyT IPOXOXKJIEHHS JOKYMEHTAa, U CO3/aHHBIA OICKTPOHHBIN
JOKYMEHT HaIlpaBiIsieTCs Ha paCCMOTPCHHE.

10.2.3. TIpuem, npenBapuTenbHas 00paboTKa U perucTpars JOKyMEHTOB,
IIOCTYMUBIINX II0 3JIEKTPOHHOM ITOYTE

10.2.3.1. JIoKyMeHTHI ~MOTYT IIOCTyHarb B  YIpaBleHHe Jelamu
Ha o(UIMATBHEIA apec JJIEKTPOHHON IOYTH. YdacTHUKaMu oOMeHa MH(popManuei
10 OJJNEKTPOHHOW II0YTe SBJSIOTCS  YIpapjeHWe [ejaMd, IOPHANYECKHEe
U (pU3AIeCKre JIUIa.

10.2.3.2. DnexTpoHHBIE AOKYMEHTHI, IIOCTYIMBINME B YHpaBleHHC ASIaMU
W OoTBedaromue TpeGOBaHHSIM OGOPMIICHHS 3JIEKTPOHHBIX JOKYMEHTOB, MOJJIEKAT
peructpauud B ACOJl B yCTaHOBJIIEHHOM IIOpPSZKE.

10.2.3.3. B ciydae HEBO3MOXHOCTH HMACHTHQUKAIMK  DPEKBHU3HTOB
IIOCTYIHUBINEr0 JJIEKTPOHHOro coobmenns OTHea [eNONpOM3BOACTBA BIPABE
3aTpeGoBaTh OT JIMIA, HANPABUBIIETO DJJIEKTPOHHOE COOOIMICHHE, HOKYMEHT
Ha OyMaXXHOM HOCHTEJIE.

10.2.3.4. B ACD/I npon3BOAUTCS IIpeaBapuTeIbHas 00paboTKa i perucTparus
3JIEKTPOHHBIX JOKYMEHTOB, MOCTYNMBINMX IIO 3JEKTPOHHOM IOYTE, AHAJOTHYHO
OCTYIHBIINAM TOKYMEHTaM Ha GyMa)KHOM HOCHTENe (32 HCKIIOYCHHEM QYHKIMH
ckanmposanus). OPK 3amoiHseTcs CBEJEHHAMH U3 3arojioBKa SIEKTPOHHOTO
coobmenns. K OPK mpuxpemisiercs (aii, MOCTYNHMBIIME 10 3ICKTPOHHOH IOYTE,
¥ pOpMHUpYETCS MapLIPYT NPOXOXKIECHUS IIEKTPOHHOIO JIOKYMEHTA.

10.2.3.5. Tlocae perncTpanvd SIeKTPOHHBIH JOKYMEHT, MOCTYHHBIIMIL
Ha O(HIHANBLHEIH afpec SIEKTPOHHON MOYThI, HAIIPABIAETCS Ha PACCMOTPEHHE.

10.2.4. PaccMoTpeHne BXOAALIEro (IIOCTYIHBIIETO) SJIEKTPOHHOTO JOKYMEHTa,
[10/ITOTOBKA PE30JIONHMHA (BBLa4a II0OPyYeHHH IO ero UCIIOJHEHHUIO), TOCTAHOBKA
Ha KOHTPOJIb ¥ HAIIPaBJICHHE IEKTPOHHOTO JOKYMEHTA OTBETCTBEHHOMY
JICTIONTHUTEIIO (MCIOJHUTEIO)

10.2.4.1. 3apeructprupoBasHbiii B ACO/] 51eKTpOHHBIH HOKYMEHT HAlPaBJIACTCH |
Ha pacCMOTPEHHE JIHIY, YIOJHOMOYEHHOMY HA pPacCMOTPEHHE O3JIEKTPOHHOI'O
JIOKyMEHTa H TOATOTOBKY Pe30NIONu# (BbIZady MOpYYEHHil) IO €ro HCIONHEHHIO
B ACDJl (mamee wuMeHyeTcs — YIIONHOMOYEHHOE IHMI0), @ TaiKe JHIY,
OCYIIECTBJISIONIEMY HCIIOMHEHHE 00S3aHHOCTE| YIIOHOMOYEHHOI0 JIUIA B ACO/.
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JInIo, oCyLIeCTBISIONIee UCIIONHEHNE 00S13aHHOCTEeH YIIOJHOMOYCHHOTO A
B ACDJl, — 3TO JNHIO, MMEIOIIee TeXHUUECKYI0 BO3MOXHOCTL joctyna B ACO]]
¢ QYHKIMOHAIGHBIMY BO3MOXKHOCTAMHE 3aMeLaeMOro UM JIMIa, KOTOPOe Ha3HA1aeTCs
IS 3aHEeCeHHs pe3oionuii (IMOpydYeHHH) 3aMeIaeMoro WM JIHIA, BBIIABAGMBIX
B pyKOIHCHOM (opMe Ha 6yMaXHOM HOCHTeJIE, B o1eKTponHOM Bune B ACO/L

Bcee pesomonun (mopydenus) B ACOJl B 00s3are/IbHOM MOPSIIKE JIODKHBL
6bITH TOIMCAHBI AIEKTPOHHOMN TIOANKCHIO YIIOJIHOMOYEHHOTO JIHIA OO0 JJIEKTPOHHON
ITOJIITHCHIO JIMIA, OCYLIECTBISIOIEro HCIOIHEHHE 00A3aHHOCTEH yIOIHOMOYCHHOIO
mana B ACO/L.

10.2.4.2. TlocTaHOBKa  DJIGKTPOHHOIO  JIOKYMEHTa  Ha  KOHTpOJIb
(py  HEeoOXOIMMOCTH)  OCYIIECTBJISETCS  MyTeM  JO0OaBICHMS  IOPYYEHHS
"Ha KOHTpOIL" ¢ yKasaHMeM JaHHBIX O pPabOTHHKE, ero OCYIIECTBIAIOMEM
Y HMEIOIEeM IIPaBO CHSTh HCIONHEHHBIM 3JIEKTPOHHBIH JOKYMEHT C KOHTPOIL,
CpOKaX HCIIOJHEHHUS 3JIEKTPOHHOTO JIOKyMEHTA.

10.2.4.3. Paccmorpennsiit B ACOJI] 51eKTpOHHBIH NOKYMEHT HAlPaBIIAETCA
OTBETCTBCHHOMY MCIOJHUTEFO (WCIIONHHUTENO) HA WCIOJHEHHE B COOTBETCTBHA
C Pe30ITIONUAMHE (BEIIAHHBIME [IOPYHEHHAMH II0 ETO MCIONHEHHIO) U chopMHEPOBaHHBIM
MapHIPyTOM [IPOXOXK/ICHH 3JIEKTPOHHOTO JJOKYMEHTA.

10.2.4.4. DrneKTpOHHBI JOKYMEHT MOXeT OBITh pacrmedataH Ha OyMaXHOM
HOCHTEIIE IPH HeOOXOMMOCTH OIydeHHs ero OyMaXHO! KOIHH.

- 10.2.4.5. 3asepenne OyMaXHBIX KONHMH  OJICKTPOHHBIX  JTOKYMCHTOB
OCYINECTBIAETCS  YNONHOMOYEHHBIMA  JIMI[AMH,  HA3HAYCHHBIMA  IPHKa30M
YIpaBieHHUs [elaM¥, BHECCHHBIME B PerHOHANBHBIH PEECTD YIIONHOMOICHHBIX JIUIL
OpraHoB HCIIOJHUTENBHOH BiacTd Bonrorpajcko# 0071aCTH, 3aBEpSIONIMX KOIMU
3IIEKTPOHHBIX JOKYMEHTOB.

10.2.4.6. BymaxxHasi KOIHsS 3JEKTPOHHOTO NOKyMEHTa JOJDKHA COACPKATH
0053aTeIbHYI0 OTMETKY, COCTOSIIYIO U3 CIEAYIOIHX PEKBA3HTOB!

pammiach "Komps 9eKkTpoHHOro nokyMenTa. Ceprudukar dJIeKTPOHHOH
IIOJIITUCH BBIIaH

(yka3aTh haMHITHIO M HHALHANbI AL,

KOTOPOMY BBLIAH CepTH(UKAT JIEKTPOHHOH NOAMNCH)
IaTa ¥ BpeMs pacmedaTKy OyMaXKHOM KOIIUM SJIEKTPOHHOTO JOKYMCHTA;
HAVMEHOBAHME OpraHW3amud, Gamums, HEHIUATE X COOCTBEHHOPYYHAS
TTOJ{ITHCH 3aBEPHBIIIETO HJIEKTPOHHBIA JOKYMEHT YIIOJTHOMOYEHHOTO JIHIA.
10.2.4.7. OTMeTKa O 3aBepeHUH OyMaXXHOM KOIHM 3JICKTPOHHOr0 MOKYMEHTA
IIPOCTAaBISIETCS B HUDKHEM IIPaBOM YIJTy CTPaHHUIIBL cozmepxainel HHOOpPMAIHUIO

0 JIHIE, HOAMUCABIIEM TEKTPOHHEIA JOKYMEHT.
10.2.4.8. DIeKTpOHHbIH JOKYMEHT H ero OyMaxkHas KOMHsA IOJDKHBI OBITH

HIeHTHYHBEIMA. OTBETCTBEHHOCTh 34 MAEHTUYHOCTH BJIEKTPOHHOTO MOKYMCHTA
1 ero GyMa)KHOM KOIHHU HECET JIULO, IOANICABIIEE OTMETKY O 3aBCPCHHUH OyMakHOM
KOIIMHY DJIEKTPOHHOTO JOKYMEHTA.
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10.2.5. UcnonseHne BXOASIMEro (IIOCTYHUBIIEro)
DJIEKTPOHHOTO JOKyMEHTA

UcnonHeHne BXoagmero (IIOCTYNHBINETr0) JJIEKTPOHHOIO  JOKYMEHTa
BKJIFOYAET B ceb:

HEMOCPECTBEHHOE O3HAKOMIICHUE ¢ BXOIIMIUM (ITOCTYIMBIUKM) SJIEKTPOHHBIM
IOKYMEHTOM;

c6op u 0000IIeHre HHPOPMAK OT HCIIOIHUTENEH BXOASIIErO (mocTynuBIIEro)
3JIEKTPOHHOTIO JIOKyMeHTa (/11 OTBETCTBEHHOTO MCIIOIHUTENS),

HEeNOCPEICTBEHHOE HMCIIOJHEHUE BXOJAMIEr0 (IOCTYNHBIIEr0) 3JIEKTPOHHOIO
IOKyMeHTa (JIst HCIIOTHUTENIA);

MOATOTOBKAa  OTBETa  HA  WCIOJNHEHHBIM  JJIEKTPOHHEIM  JOKYMEHT
(tpr HeOGXOIUMOCTH OTBETA);

npocTapienue cBszu Mexny DPK orsera m OPK Bxozsmero (mocTynusiiero)
noKyMeHTa (IpH HeOOXOIMMOCTH OTBETA);

CHSATHE DJIEKTPOHHOIO JOKyMEHTa C KOHTPOJS IpH HCIONHEHHN BCEX
BBIJIAHHBIX IOPYYEHUH.

10.3. PaboTa ¢ HCXOAAIUMHE (OTIPaBISIEMBIMH )
3IIEKTPOHHBIMHA JIOKYMEHTaMHU

10.3.1. IToaroToBKa HCXOMAIMX (OTIPABILEMbIX) 3NEKTPOHHEIX HOKYMEHTOB
BKJIIOYAET B ceOs CIeAyIOIMe STaIbl:

TIOJITOTOBKA IPOEKTa UCXOASIIEro (OTIPaBIAEMOro0) JIEKTPOHHOIO TOKYMEHTa
(cosnmanme daiiyia ¢ TEKCTOM 3IEKTPOHHOTO HOKYMEHTA);

cosmanne DPK wmcxopsmero (OTHpaBIIeMOro) 3JIEKTPOHHOTO MOKyMEHTa
W 3amojHEHHE ee IoNel [BHECEHWe OCHOBHBIX PEKBH3UTOB JIOKYMEHTa, CO3[[aHHE
BIOXKEHAS ¥ TIpHKperviende (aiina HcXonsmero (OTIPaBisieMoro) 3IeKTPOHHOTO
JIOKYMEHTa, BHECEHHE CBE/ICHUH O CBS3aHHBIX JIEKTPOHHBIX JIOKYMEHTaX];

dbopMHpOBaHME MApIIPyTa NPOXOXICHHS HCXOMSIIEro (OTIPaBIIseMOoro)
3JIEKTPOHHOT'O JOKYMEHTa;

OTIIpaBKa  HMcXoisuiero  (OTIPABIAEMOro) — OIEKTPOHHOrO  JOKyMEHTa
B COOTBETCTBHH C MapIIPyTOM NPOXOXKAECHHS 3JIEKTPOHHOIO JIOKyMEHTA.

10.3.2. CorjiacoBaHye IIPOEKTa HCXOIALIEro (OTIPAaBIAEMOro0) IEKTPOHHOTO
noxymenTa B ACOJ] BKIIFOYaeT B ceOsL:

COTNIACOBAHWE MPOEKTa HCXOISUIero (OTIPABISEMOr0)  JIEKTPOHHOIO
JOKyMEHTA 3aMHTEPEeCOBaHHBIMH JIMIaMH Y IPaBJICHNS JENIaMy;

HAIpaBJIcHIE MPOEKTa MCXOJAIIEro (OTHPaBIseMOro) SJIeKTPOHHOr0 IOKyMEHTa
Ha JOpabOTKy OTBETCTBEHHOMY HCIIOTHHTEIO (MCIIONHATEIO) IPH HATHIHH 3aMeTatHi;

IOpaboTKy  OTBETCTBEHHBIM  HCIOJHMTEIIEM (dcmonHUTENEM) IPOEKTa
MCXOISIIEro  (OTIpaBIAEMOro) JIEKTPOHHOrO  JOKYMEHTa B  COOTBETCTBUH
C 3aMeYaHUSIMH U HallpaBlieHHE ero Ha COINIaCOBaHHE IIOBTOPHO.
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10.3.3. TIlpoBepka HpaBHIBHOCTH O(MOPMJIEHHS MPOCKTa HCXOMAIIETO
(OTHpaBJIAEMOT0) BIEKTPOHHOTIO JOKYMEHTa BKIIOYaeT B ceOsi:

IPOBEPKY  COOTBETCTBHS ~ JOKYMEHTa  YCTAHOBJIEHHBIM  TpeGOBaHHIM
JEeIONpON3BOAcTBA  (IpOBEpKAa HAJMYMSA BCEX HEOOXOIUMBIX  PEKBH3HTOB,
IPaBUIIBHOCTH UX 0QOPMIICHHS);

HAIIpaBJIeHAE TIPOEKTA UCXOIAMETO (OTIPABISEMOTr0) JIEKTPOHHOTO JOKYMEHTa
Ha [OpabOTKY OTBETCTBEHHOMY HCIONHHUTENO (MCIOJNHHUTENIO) NP HATMYHHU
3aMedanuii 1o 0QOPMIIEHHUIO;

IOpaGOTKY OTBETCTBEHHBIM HCIIONHHATENEM (MCTIONHUTENeM) IPOEKTa HCXOMIAIIEro
(OTIpaBASEMOr0) BJIEKTPOHHOTO JOKYMEHTAZ B COOTBETCTBHM C 3aMCYaHUSIMU
1 HaIpaBlIeHHe ero Ha IIPOBEPKY IPAaBUIBHOCTU OQOPMIICHHS IOBTOPHO.

10.3.4. TlojnucaHnme MPOEKTa HMCXOISAMEro (OTHPABIIAEMOr0) 3IEKTPOHHOTrO
JIOKYMEHTA BKJIIOUAET B CeO:

03HAKOMJIEHHE C COAEPKAHUEM HCXOINEro (OTIPABIISEMOro) SJIEKTPOHHOIO
JOKyMEHTa,

NOAMHUCaHKe HUCXonsmero (OTHpaBILEMOro) JJIEKTPOHHOIO — JOKYMEHTa
IPY OTCYTCTBHU 3aMEUaHMHU,

HanpaBlIeHHEe IPOEKTA KCXOAsiiero  (OTIpPaBiseMOro) — SIEKTPOHHOTO
IOKyMeHTa Ha [JOpabOTKy OTBETCTBCHHOMY HCIIOJHHTEIIO (MCIIOTHUTEIIO)
IIPY HAIMYUH 3aMEYaHui;

IopaboOTKy  OTBETCTBEHHBIM  HCIIOJHHTENEM (ACTIONHHTENEM) IPOEKTa
ECXomsero  (OTIpPaBIsieMOro) JJIEKTPOHHOrO  JIOKyMEHTa B COOTBETCTBHH
C 3aMeYaHUSIMH U HaIIPaBJICHUE ero Ha IOANKCaHNe IOBTOPHO.

10.3.5. IIpu moirydeHUH [IPOSKTa HCXOMAIIETO (OTIPABILEMOr0) SNEKTPOHHOTO
TOKyMEeHTa Ha J0paboTKy OTBETCTBEHHBIN HCIOHUTEND (MCTIONHUTENb) 005I3aH:

10paboTaTh OMEKTPOHHBIH JIOKYMEHT B COOTBETCTBAM C IOJIyHCHHBIMH
3aMeYaHusAIMU;

TOBTOPHO ~ C(OPMHpPOBATE MApIIPYT MPOXOXKIEHMA MPOCKTa HCXOIAIICTO
(OTIpaBIISIEMOr0) SNEKTPOHHOTO IOKYMEHTA;

HAIpPABHTH IIPOEKT HCXOJALIETO (OTIpaBIIsIeMOro) 3JIEKTPOHHOIO JOKyMEHTa
Ha COTJIACOBAHME, IPOBEPKY IPABHIBLHOCTH OGOPMIICHUS 1 IIOANUCAHAES IIOBTOPHO.

10.3.6. Tlocme mpoueaypsl IOMIHMCAHHUSA MCXOASIIIN (oTmpaBIseMslii)
3JIEKTPOHHBIN JOKYMEHT HAIIPaBIISeTC Ha PETUCTPALHIO.

OTzen Ienonpor3BOCTBA OCYINECTBISET MPOBEPKY MOUIMHHOCTH 3JIEKTPOHHOM
TTOJTIHCH.

B NDPK samomHsgercs moie "Jlemo Mo HOMEHKIAType' B COOTBETCTBHH
C HOMEHKJIATYpOil TeJl, yKa3bIBAIOTCS PETHCTPALMOHHBIN HOMED 1 JIaTa MCXOMAIICro
(OTIpaBIIsIEMOTO0) JIEKTPOHHOTO JIOKyMEHTA.

[Tocne perucrpamuu B ACOJIl  JOKYMEHT, DOAIMCAHHBIA  3JIEKTPOHHON
HIOJIIMCHIO, IOCTYIAET Ha 3Tall OTIPaBKH a[ipecaTty.
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10.3.7. Jns OymMaxHOH BEpPCHHM DIIEKTPOHHOrO JOKYMEHTa, OTIPABISIEMOTrO
aapecartaM, He wnmetomuM Joctyna kK ACOJl, IONONIHUTENBHO IIPOU3BOASTCH
ClIeyIoIue JeHCTBH:

Ha OTale pEerucTpalii¥ IPOM3BOIATCA DACHedYaThIBAHUE  HCXOJSIIEro
(OTIpPABIIIEMOr0) BIEKTPOHHOTO JOKYMEHTa B HEOOXOJUMOM KOJIHYECTBE SK3EMIULIPOB,
ero Bepr(UKAIUsS C IEKTPOHHBIM HOKYMEHTOM W HAlpaBieHWe Ha IIOJIHUChH JIUILY,
BHIIIOJIHUBIIEMY HPOIEAYpPY MOAMMCAHUS MPOEKTa HCXOMAAIIETo (OTHPABIISLEMOrO)
3JIEKTPOHHOTO JOKYMEHTA,

HoCJIe 3aBEPLICHHS MPOLENYpPbl PErHCTPaldH ¥ IMOAMHCAHUS HCXOASIIUi
(OTIIPABJITEMBIH) 3IEKTPOHHEIN JOKYMEHT, COPMIpPOBAHHEINA Ha GyMaXXHOM HOCHUTEIE,
HAIpaBJIseTcs Ha CIeYIOIIUH 9Tall — CKAaHHPOBAHUE;

Ha STalle CKAaHMPOBAHHS OCYLIECTBISIOTCS CO3ZIAHHE BJIEKTPOHHOro o0pasa
ACXOASIEro (OTIPaBISIEMOro) EKTPOHHOTO JOKYMEHTA ’ €10 NpHKperuierue K IPK;

IIOCIIe 3aBepIleHHs IpONeaypsl CKaHUPOBAHMSA HCXOMAIIMN (OTIpaBIIsSeMbIil)
3JIEKTPOHHBIN JIOKYMEHT, COPMUPOBAHHBIA Ha OyMaXHOM HOCHTEINE, HallPaB/IAeTC
Ha OTIIPABKY aJipecary.

10.4. HampapneHne 3I€KTPOHHOIO JOKYMEHTA B IO

10.4.1. HanpasJieHre HCIIOIHEHHOTO 3JIEKTPOHHOTO IOKYMEHTA B 3JIEKTPOHHOE
geno mnoM (cmyxOGoif  IeNOmpoM3BOACTBA NHOO  JIMIOM, OCYIIECTBISIOIHMM
dhopMupoBaHWEe el B CIPYKTYPHBIX MONpa3fENeHUsX YIIpPaBICHHs IeJaMn)
3aKITF0UAeTCs B ONPE/IeIEHHA MeCTa ero XpaHeHHs COTJIACHO CBOAHOA HOMEHKIIAType
nen YIpaBJeHHs JEIaMH.

10.4.2. Ha »Tame HampaBieHHsS MCIIOJHEHHOTO OJJIEKTPOHHOTO MOKYMEHTA
B aieKTpoHHOe Aeio B ACDJ] zanonHsercs noje "Jleno mo HOMEeHKIAType", a Takxke
IIPOVICXOIUT NPOBEPKA COOTBETCTBHSA JIEKTPOHHOTO Jena H [ena, GOopMUpyeMoro
Ha OyMa>KHOM HOCHTEIIE.

10.5. XpaHeHne 2IEKTPOHHEIX JIOKYMEHTOB

10.5.1. DnexTpoHHEIE JOKYMEHTEI IOCHIE UX MCIIONHEHHS OJJIEXKAT XPaHEHHIO
B ACDJ| B yCTaHOBJIEHHOM IIOpS/IKEé B TEYCHHE CPOKOB, IIPEAYCMOTPEHHBIX
JUTSL aHAJIOTHYHBIX JOKYMEHTOB Ha OyMa)KHOM HOCHTEIE.

10.5.2. XpaHeHHe HCIONHEHHBIX 3JIEKTPOHHBIX JOKYMEHTOB OCYIIECTBIIICTCS
B ACDJI B Mmonyie "Apxus".

10.5.3. XpaHende O5ISKTPOHHBIX JOKYMECHTOB MOJDKHO CONPOBOXIATHCS
XpaHeHHeM COOTBETCTBYIOIMX CEPTH(UKATOB KIHOYeil SICKTPOHHOH MONIHCH
F TporpaMMHOro oGecmeueHHs, O0O0€CIEUHBAIOMEr0 BO3MOXHOCTh TPOBEPKU
3JIEKTPOHHOM MOAIUACH XPAaHUMBIX JIEKTPOHHBIX IOKYMECHTOB.

10.5.4. DxcmepTu3a IIEHHOCTH 3JIEKTPOHHBIX JOKYMEHTOB OCYIIECTBIISCTCS
B OBIIEM HOPS/IKE, YCTAHOBIEHHOM B OTHOIIEHHH JIOKyMEHTOB Ha OyMa)XHOM HOCHTETE.

10.5.5. ApXHUB 3IeKTPOHHBIX JOKYMeHTOB (opmupyerca B ACOJI ciyx6oi
IEJIOIPOU3BOJICTBA.
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10.5.6. Chopmuposarnsiit B ACO/I apXuB 3JIeKTPOHHBIX IOKYMEHTOB JIOCTYIICH
TOJIBKO VISl IIPOCMOTDA.

10.5.7. Hoctyn k wuHpOpMAaLHH, COACpXKALIEHCS B apXHBE OJICKTPOHHBIX
JIOKYMEHTOB, O0eCIIeYHBaeTCS IIyTEeM YCTAHOBJIEHHS ONpPEJAENICHHBIX KaTeropui
IIOJIb30BaTENEH U MPUMEHEHHS COOTBETCTBYIOIMX TEXHUYECKUX CPEICTB M IPABOBBIX
HOPM JIEHCTBYIOIIET 0 3aKOHOJATEIbCTRA.

10.5.8. Ilocne wHCTEYEHHS YCTAHOBIEHHOTO CpPOKa XPaHEHHS 3JICKTPOHHBIE
JIOKyMEHTBI BPEMEHHOT'O CPOKa XPAaHEHHMs IIOJJIEXAT YHUYTOXKEHUIO. DIEKTPOHHbIE
JOKYMEHTBI IOCTOSHHOI'O CpOKA XPaHEHHs IOUIeKaT mepeadye Ha XpaHeHUe
B OPSAJIKE, YCTAHOBJIEHHOM 3aKOHOZIATeNbCTBOM Poccuiickoit Oeneparnia.

10.6. Pabota ¢ BHyTpEeHHUMH JOKYMEHTaMH

10.6.1. B YmpasieHuu fAenaMy MOTYT CO3J@BaThCsl BHYTPEHHHE NOKYMEHTHI.
VYacTHUKAMH  BHYTPEHHEr0  3JIEKTPOHHOTO  JIOKYMEHTOO0OpOTa  SIBISIOTCS
VOPaBIAIONMA  JeTaMH, 3aMeCTHTENhb YIPAaBJIAIOUIEro JelaMH, PyKOBOAUTENIH |
CTPYKTYPHBIX MOpas/ieNieHui YIpaBlIeH s elaMy U HHbIe PaOOTHUKU YTPaBIEHUS
JeIaMH.

10.6.2. O6paboTka BHYTPEHHMX JOKYMEHTOB OCYILISCTBIISETCS IOCPENCTBOM
ACHJI B mopszke, IperycMOTpeHHOM Ionpaszenamu 10.2.3, 10.2.4, 10.2.5, 104,
10.5 paznena 10 UacTpyKIUM.

10.6.3. IIpoxoxaeHWe BHYTPEHHMX 3JIEKTPOHHBIX JOKYMEHTOB Ha 3Tamax
UX TIOATOTOBKH, COIJIACOBAaHHS, IIOAMHUCAHUS U PErHUCTPAlliM COOTBETICTBYET
IPOXOXKIEHMIO OTIPABIIEMBIX (HCXOJAMMX) JOKYMEHTOB, & Ha STamax IIpHeMa,
PETUCTpalfH, PAacCMOTPEHHS, KOHTPOJIA MCIIOJHCHHS, UCIONHCHMS, HalpaBICHHSA
B /16710, XPAHEHHUS — IPOXOXKICHHIO IIOCTYNAIOMHUX (BXOIANHMX) TOKYMEHTOB.

11. UsroToBiieHue, yueT, XpaHEHHE U YHUYTOKEHHE
reyaTey, ITaMIIOB

HOpiI,D;OK H3TOTOBJICHHS, YUE€Ta, XpaHCHUA U YHUYITOXCHHUA Heaneﬁ, IITaMIIOB
yIIpaBJIeHI/IH JeJIaMH yCTaHaBJIUBaeTCs IIPUKAa30M YHpaBJ'IeHI/IH JcIaMu.
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IMTPMJIOXXEHME 1

K MHCTpYKIMH IO AEIOIpPOU3BOJICTBY
B yIpaBJIeHUH JeJlaMid AIMAHUCTPAluH
Bonrorpanckoit obnactu

POPMA

0/1aHKa NpHKa3a

I'ep6
Bonrorpaackoi
obJactu

VIIPABJIEHUE EJIAMU
AJIMUHVCTPALIMY BOJIT'OI'PAZICKOU OBJIACTH

IMMPUKA3

Bonrorpan
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Ilponomxenue npuioxeHus 1

®OPMA

0JIaHKA MUCHMA C YIJIOBBIM PACNOIOKEHHEM PEKBH3NTOB

I'ep6
Bonrorpanckon
o0JiacT

VIIPABJIEHUE JIEJIAMU

ATIMVHVCTPALIAN
BOJITOI'PAJICKO OBJIACTU

ym.B.1.Jlennna nipoc., 1.9, Bomrorpaz, 400098
Ten.(8442) 30-75-80 Maxc (8442) 30-76-30
e-mail:kancel@volganet.ru

No
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Ilponomkenue mpuioxeHus 1

OOPMA

0J1aHKa MHCbMA C HPOJAOJbHBIM PAaCIIO/IOKEHHEM PEKBU3NTOB

I'ep6
Bonrorpaackoit
oOnactu

VITPABJIEHVE JEJIAMA _
AJIMUHWCTPAITAY BOJITOI'PAJICKOM OBJIACTH

um.B.W.JIennna npocir., 4.9, Bonrorpan, 400098
Ten.(8442) 30-75-80 Maxc (8442) 30-76-80 e-mail:kancel@volganet.ru

Ne
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[TponomxeHue IpUIoKeHus 1

OOPMA

0JIaHKa Y PAaBJSIIOIIEro JeJJaMHi AIMHAHHCTPANHH
Boarorpaackoii 06;1acTH ISl pe30JIIONHH H NOPYYeHHH

VIIPABJIEHUE JIEJIAMU YIIPABJIEHME JIEJIAMHA
AIIMUHUCTPALIA AJIMMHHCTPALTINA
BOJITOI'PAJICKOM OBJIACTU BOJII'OI'PAICKOU OBJIACTH
YHPABJBIIOIHPIFI JTEJJAMU 3AMECTHUTEJb YIIPABJISIFOIIETO JEJAMH

Ne No
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[MTPHUJIOXXEHUE 2

K MHCTpYKIMH [0 [ENONPOU3BOACTBY
B YIIpaBJICHUH JielaMH AZIMUHUCTpaIuH
Bosrorpaackoii oonactu

©OPMBI

JKYPHAJIOB

XKXYPHAI

ydeTa IOCTYIUIeHHs repOOBEIX O1aHKOB B YIPaBIEeHHE HeTaMU
AnMunvctpanuy Bonrorpanckoil obixacTu

Ne | HamvenoBanve Hara Jlata u HOmMep Harmmvenosarme | KomruecTso Cepus
/n| Bema GNaHKa | IOCTYIUICHHS | COIPOBOIMTENFHOIO |  OpraHM3allMi — | SK3EMIULIPOB | M HOMepa
JIOKyMEHTa ITOCTAaBIIHKA OaHKOB repOOBBIX
OraHKoB OJ1aHKOB
1 2 3 4 5 6 7
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XYPHAI

[Tponomxenne IpUIoXKeHUs 2

y4eTa BBIIaud repOOBLIX OJIaHKOB YIOJHOMOYEHHEIM JIMI[AM CTPYKTYPHBIX
TIO/Ipa3/ieieHuil YIpaBIeHHUS AeNaMi AJIMAHHCTPALUA
Bonrorpazckoit obnactu

Ne | Jara Hamveno- Tlomyyarens | @avmwms, | Jomksocts | Komaae- | Honmics | Ipave-
I/T | BBA9M | BaHHE BUIA OJ1aHKOB M, HOMydyare)ii | CTBO | IIOJy4a- | YaHHe
OiyankoB | OnaHKOB (ctpykrypHOe | oTdecrtBo | OnaHKOB | ONAHKOB, |  Tens
TIOAPA3/CTICHAE) | TOTyda- cepust | OGraHKOB
TeJs HHOMEpa | M Jara
611aHKOB GnaHKOB
1 2 3 4 5 6 7 8 9
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[TPHMJIOXKEHHE 3

K MHCTpyKIMM 10 [€lONpOH3BOJICTBY
B YIIPaBJICHUHU JeJlaMi A IMUHUCTPAIHH
Bonrorpaackoit obnactu

®OPMA

aKTa 00 yHHUYTOKEeHHH repOOBbIX 0JIAHKOB JJOKYMEHTOB
¢ BocnpousBeaenneM I'ep6a Boarorpaackoii od/iactu

VTBEPXJIAIO

(XOJOKHOCTD JIIIA, YTBEPAUBIUETO aKT)

(nozmucs) (VHHAIHATEL, Q)aMmmx)

(mara)

AKT

00 yHHYTOXXEHHH OJIAaHKOB JOKYMEHTOB B yIIPABJICHHH JETIaMH
Anmvunrcrpanun Bonrorpanckoit 0651acti ¢ BOCIPOM3BEAEHHEM
I'ep6a Bonrorpasckoii obnactu

oo T. Bonrorpaz Ne

KoMmuccusa B coctase:

Damumus 1.0. - HauMeHOBaHHE JOJDKHOCTH
Gamuusg U.0. -  HaMMEHOBaHUE JIOJKHOCTH
Gamuug U.0O. -  HaMMEHOBAaHUE NOJDKHOCTH

(bamunwu B anaBUTHOM IOPSIIKE)

IpoBeNia IIPOBEPKY HAaNMYHs, HCIIONB30BAaHHS M XpaHEHHs OIIAHKOB IOKYMEHTOB
c BocmpousBefeHneM lepba Bomrorpajgckoif obmact (majee HMEHYIOTCS —
rep6oBBIe OIAHKHA) B YIPABJICHHHN JenaMu AJMUHECTpanun Bororpaackon obiactu
3a T'oJI.

Ilo wroraM @IPOBEPKH KOMHCCHS IpousBena OTOOp Uit YHHYTOXKEHHUS
KaK [OpHUIOIEANAX B HErogHOCTh B IIPOLECCE HCHOJIB30BAHHSA  CICHYIONIAX
IIPOHYMEPOBAHHBIX I'epOOBBIX OIaHKOB!

1. BraHky @IHCceM YyIpaBieHHs IelaMud AIMUHHCTpauuu Bonrorpanckoi
06JIaCTH C IIPOJIONBHBIM PACIIONIOKEHHEM PEKBU3HUTOB 9K3.,

BOMepa GJIaHKOB:
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IIponomxenue IpUIoKeHus 3

2. bmamku mmceMm ympaBieHHs HAenamu AamusucTpauud Bosrorpaackoin
00J1aCTH C YIJIOBBIM PACIIOJIOKEHNEM PEKBU3UTOB 9K3.,

HOMepa OJIaHKOB:

Bcero mopnexar yHUYTOXKEHHUIO KOpoOOK repOoBBIX OJaHKOB.
3amucy aKTa ¢ YYeTHBIMA HOMepaMHy repOOBBIX OIaHKOB CBEPEHEL

YsteHBI KOMUCCHH:

(mozmuce) (N.0.Qamunus)
(romucs) (1.0.Dammmus)
(mozmuce) (M.0.®amunms)

IMocne yTBEpXKIEHUS aKTa IIepedUCIIeHHbIe repOoBble OJIaHKH IOIHOCTHIO
YHHYTOXKEHBI ITyTEM COXOKCHHUS " " 20 r.

YiieHbl KOMHACCHUH:

(ormcs) (1.0.Damunus)

(moamnucs) (N.0.Qamunus)

(tonmuce) (1.0.Qammnns)



PAcCoJIOKEHHU PEKBU3HTOB H FPAHHIN 30H YIJIOBOIO Os1aHKa

30
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[NPUJIOXXEHUE 4

K MHCTpyKIHM IO [eI0NpOU3BOACTBY
B YIIpaBJICHHH JieIaMi AJIMUHHUCTPAIUN
Bonrorpanckoit o6nactu

CXEMA
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[MTPUJIOXEHUE 5

Kk WHCTpYKIMH IO AEIONPOU3BOICTBY
B YIIpaBJIEHHUH JeliaMi AIMAHKCTpALUK
Bonrorpajckoii obnactu

CXEMA

pacoJIoKeHns] PEKBU3HTOB H IPAHHMIL 30H MPOA0JBHOr0 OJ1aHKa
Ha Jjucte popmara A4
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IMPMJIOXEHME 6

K WHCTpyKUUH IIO JEIONPOU3BOACTBY
B yIIpaBJICHUU AellaMu AJIMUHHUCTPaLUU
Bororpanckoii obmactu

OBPA3EI]

odopMJenHsi HpoeKTa 3aKoHa Boarorpaackoii obacru

Buecen I'ybepaaropom
Bonrorpazackoit obmactu
ITpoekt

3AKOH
BOJITOI'PAICKOM OBJIACTH

06 apxusHOM Aene B Boarorpaackoit o6acru

Hacrosimuii 3aKkoH perynupyeT OTHOIIEHHS B cepe OpraHu3aluy XpaHEHHS,
KOMITEKTOBAHHS, yd4eTa M HCIONG30BaHMs JOKYMEHTOB apXMBHOTO (HoHAa
Bonrorpaackoit o6IacTH ¥ APYTHX apXUBHBIX JOKYMEHTOB HE3aBHCHMO OT HX (QOpM
COOCTBEHHOCTH, a TaKKe OTHOIICHUS B cdepe YIpaBleHHS apXUBHBIM IEJIOM
B Bororpajickoii 0611acTé B HHTEpecax rpax/ian, o0IecTsa i rocyapcTsa.

Cratbs 1. OcHOBHBbIE MOHSTHS, HCIOJIL3yeMble B HACTOSIIEM 3aKoHe

B macTosImeM 3aKoHE HCIIONB3YIOTCS CIEeNYIOINe OCHOBHBIC IIOHATHU:
(nanee TEKCT He MIPHBOIUTCS).

['ybepnarop
Bourorpaackoii 06macTa N.0.®amunus

[ToAroToBjIeH KOMUTETOM KYIBTYDBI
Bounrorpaackoi o6macTu
15 pespana 2020 .
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[TPHUJIOXXEHME 7

K MHCTpYKIMM IO JEJOIPOU3BOJICTBY
B YIIPaBJIEeHHUU JellaMu AMUAHUCTPALH
Bosnrorpajckoit obnacti

OBPA3IIEI

oopmiIeHHSI IPOEKTOB NPaBOBLIX akTOB I'yOepHaTopa
BoJrorpajackoii o6;1acTu, AAMHHHCTPANUH
Boarorpaackoii obaacTu

I'VBEPHATOP BOJIT'OI'PAJICKOM OBJIACTH

ITIOCTAHOBJIEHUE

O nNpU3HAHWM YTPATHBINMM CHIy HocTaHoBieHus I'ybepnaropa Bonrorpajckoit

obmacta oT 29 Mast 2013 r. Ne 507 "OG yrBepxIeHHM OQHIUAIBHOIO TOJIKOBAHUS

mocTaHoBNIeHHsT 1yGepraTopa Boirorpaackoii obmacte oT 20 HoaGps 2012 .

Ne 1130 "O6 yTBepKIeHHM pe3ylbTaTOB IOCYJapCTBEHHOM KaJacTPOBOH OLECHKH
3eMeNb HacelleHHBIX MyHKTOB Bonrorpanckoi odbmacty"

IlocTanoBIAI0O:

1. TIpusHAaTs yTPATHBIIKM CHITy IocTaHoBIeHHE ['ybepHatopa Bonrorpanckoi
o6mactu ot 29 mas 2013 r. Ne 507 "OG yTBepxaeHANA OQHUIHAIBHOTO TOJIKOBAHHUS
moctanoBnenus ['yGepHaTopa Bonrorpaickoir obmacti or 20 HosOps 2012 r.
Ne 1130 "O6 yTBEpKAEHMH DPe3yJIbTATOB TOCYJapPCTBEHHOM KaJacTpoBOi OLCHKH
3eMeIb HaceJIeHHBIX IIyHKTOB Bororpanckoit obmacta".

2. Hacrosmee II0CTaHOBIIEHHE BCTyNaeT B CHUIIy CO JHS €ro NOJIHCaHUs
¥ HOJJIEXHUT ODHUIHATEHOMY OILyGIHKOBAHUIO.

I'y6eprarop
Bosrorpajickoit obiactu N.O.@amunus
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[poxomxeHye IpUIoKeHus 7

I'VEEPHATOP BOJITOI'PAJICKOIM OBJIACTU

PACIIOPSKEHUE

06 o6pazoBanmy pabodeii rpyIIIIl IO IPOBeeHHI0 B Bonrorpajckoi obnacty
Bceepoccuiickoii akunu "Asmies Poccun"

B meisx OpraHM3alMd U IPOBEICHUsS PErMOHANBHOro 3ramna Beepoccuickoi
axkuuu "Aitest Poccun':

1. O6pasoBaTh pabodyio IPyIILy II0 NpOBeIeHHIO B Bomrorpanckoi obmactd
- Beepoccuiickoii axmuu "Amest Poccun" (mamee mmeHyeTcs — pabodas rpynina)
¥ YTBEPAUTE €€ COCTaB COIVIACHO IPHIIOKEHHIO.

2. Paboueii rpymme mo 15 mas 2014 r. paspaboraTth 4 YTBEPIHUTH ILIaH
MEpOIPUATHH MO IPOBENEHHIO B Bosrorpanckoi 061acTé pernoHaIbHOrO STana
Bcepoccuiickoil akuy " AJLies Poccun".

['yb6epraTop
Bonrorpaiackoit obmactu N.O.Qamunud
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IIponomxenue IpUIoXKeHus 7

AJIMUHUCTPAIMA BOJIT OI'PAJICKOM OBJIACTU

ITIOCTAHOBJIEHHE

O KOHKypce Ha JIydllee COCTOSHUE YCIOBHI K OXPaHbI TPYAa
Cpeau OpraHU3alMi Bosrorpanckoi obnacta

B Ie/sx peanM3alfii [OCYIapCTBEHHON HNOMHTHKH B OOJIACTH OXPaHBI TPYAa
Ha TEpPUTOPHE Boyrorpajckoit obnactu AnMuBmMCTpanus Borrorpanckoi obnactu
HOCTAaHOBIAET:

1. Ilpoects B 2015-2016 rogax KOHKYpC Ha Jydllee COCTOSHHE YCIOBHM
¥ OXpaHBI TPYJa Cpe/id Opranu3sanuit Bosrorpauckoi o6nact.

2. Vreepuute npuiaraeMoe Ilonoxenne O KOHKypce Ha JIydilee COCTOSHHC
yCIIOBHil M OXpaHbl TPYZa Cpeu opranu3anuil Boirorpanckoi o0macTH.

3. PexoMeHIOBaTh OpraHaM MECTHOIO CaMOYIPABJICHUS MYyHHIMIAILHEIX
paifOHOB M FOPOICKUX OKPYroB BoJrorpajckoi 0b61acTa OpraHu30BaTh MPOBEICHHE
KOHKypca Ha JIydllee COCTOSHHE YCIOBHH U OXpaHbl TpyHa CpeId OpraHu3alHi
Bourorpaackoi 061acTu.

4. Hacrosimiee MOCTAHOBJIEHHE BCTYIIAET B CHIY CO JHS €ro OQUIHMAIBHOTO
ONyOJIMKOBaHHUS.

['ybeprarop
Bosrorpackoii obnactu N.O.Qamvunus
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IMTPMUJIOKEHHUE 8

K MHCTpyKUMH IO IeOIpPOH3BOJCTBY
B YIIPaBJICHUU AelaMyd AJIMUHUCTPAIHA
Bounrorpackoit obiactu

OOPMA

OJIaHKA COIIACOBAHHUSA NpaBoBOro aKrTa

BJTAHK

coryacoBanus npoekra (nmocranoBienus ['y6epHatopa Bosrorpasckoit o6inacTy,
Anmunuctpanuy Bosrorpazckoit obiacty, npukasa ypaBieHus JeTaMi
AnvunrcTpanui Bonrorpanckoit o6macti)

(HanMeHOBaHMe NPOEKTA MPHKA3a)

BHECEHO
HammenoBanue 3aHMMaeMas Oammuus, 3aMeqyaHHs Hara
OpraHH3aluy JOJDKHOCTD HMSI, OTIECTBO | IIO IPOEKTY ¥ TTOJINHACH
IIpHKa3a
1 2 3 4 5

IIpumeuanne: Ecnyi BU3MPYIOMMI HE COIVIACEH C NPOEKTOM, B rpade 4 CTAaBUTCA IIOMETKA "cM.3aMevaHmA ",
a ToApobHBle 3aMEYaHHA M3JarafoTcs Ha OJlaHKe COOTBETCTBYIONIErO Opraxa (oprauHu3aIyy)

M IPHJIAraloTCs K IMPOEKTy MprKasa.

(HOMKHOCT) (mozmuce) (uuuupmansl, GamMunus)

(nara)

(renedon)
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I[MTPHJIOKEHHME 9

K VHCTpYKIMH IO JI€IOIPOU3BOACTBY
B YIIPaBIICHHH JeJiaMA AJIMUHUCTPAIIHN
Bosrorpazckoit obmactu

OOPMA

JKypHAJIa perHCTPALHH PHKA30B

XYPHAI

PETHCTPAIHH IIPUKAa30B yIPABIEHHS JeJaMi AZIMAHACTPALUH
Bosrorpanckoit o6nactu

Hata Howmep 3arooBOK IpHKa3a Ilpumedanue
TIPUKa3a
1 2 3 4




ITPHMJIOXEHHME 10

POPMA

peecTpa pacchbUIKH

Peectp pacchuiku

Kk WHCTpyKIuM IO [eNONpPOH3BOACTBY
B YIIPaBJICHUH JeJIaMHi AJIMUHUCTPAIAH
Bonrorpagckoit obimacta

(HaMMeHOBaHHE W PEKBU3UTEI JOKYMEHTA)

No HaumeHoBaHue ajpecara ITouTtoBsIit asipec KosmaecTtBo
/I AK3EeMILISIPOB

I 2 3 4

1.

2.

3.

4,

5.

N.O.QPamuus

JIOMKHOCTH
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IMPUJIOXXEHUE 11
Kk WHCTpyKIMH IO JeJIONpPOHU3BOACTBY

B YIIpaBICHUH JejlaMi AIMAHUCTPAIUH
Bonrorpaackoit obactu

®OPMA

JINCTA O3HAKOMJICHHS ¢ IPHKA30M

JIvcT o3HAKOMIIEHHS

(HauMeHOBaHKE M PEKBU3HTH IOKYMEHTA)

Ne HauMeHoBaHue NOIKHOCTH IMoguuce | Pacmudponka Jlata [Tpumeqanus
/1 TOAIKUCH
1 2 3 4 5 6
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ITPVUIOXEHUE 12
K WHCTpYKIME IO AEIOIPOU3BOJCTBY

B YIIPaBJICHUH JieJaMi AJIMUHHUCTPAIUK
Bosrorpazckoit obiactu

OBPA3EI]

odopMiIeHHs] PHKA3A YNPaBJICHHS JeJIaMH AIMUHHCTPALHH
Bouarorpaackoii obaactu

['ep6
Bonrorpanckon
obractu

VITPABJIEHVE JIEJIAMU _
AJIMUHUCTPALIY BOJITOT' PAJICKOM OBJIACTH

HPUKA3
Ne

Bounrorpan

O6 yTBep K IeHur IU(POBBIX HBIEKCOB CTPYKTYPHBIX IIOAPA3AeICHUH
¥ HOMEHKJIATYphI JIeJT yIpaBIeHus AejlaMi AIMAHUCTPALNH
Bosrorpajackoil o6nacTu

B cootBerctBuH ¢ IIpaBWiaMy OpraHM3alldd XPaHEHHs, KOMIIJICKTOBAaHMI,
yueTa M HCIOJB30BAHUS JJOKyMEHTOB ApPXHUBHOIO douna Poccuiickon Penepanuu
¥ APYTHX ApXUBHBIX JOKYMCHTOB B OpraHax TroCyJapCTBEHHOH BIIACTH, OpraHax
MECTHOTO CaMOYIpPAaBJIeHAS W  OpPraHU3alusaX, YTBEPXKICHHBIMH  IIPHKA30M
MuHucTepeTBa KymbTyphl Poccuiickoii ®enepamun ot 31 mapra 2015 1. Ne 526,
OIpUKa3blBalo:

1. YTBEpAUTE:

nupOBEIe HMHIEKCHI CTPYKTYPHBIX MOJPA3sHeleHUH YIPaBICHHS JelaMu
AjnMusncTpanuy Bonrorpaackoi o0macTy;

HOMEHK/IATYpy JeJ YIpaBieHus jenamMy AJMHHACTpauue Bornrorpanackoi
obacTu.

([lanee TeKCT He IPUBOJUTCH.)

Ypapisromu aeaaMu Iloamuce N.O.Oamunus
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ITPMJIOXXEHME 13

K WHCTpYKIHH IO [eIONpOU3BOACTBY
B YIPAaBJIEHUH JielaMi A IMUHUCTpPAIUN
Bosnrorpanckoit obmacti

®OPMA

TeJerpaMMBbl

TEJIETPAMMA

350014, T.KPACHOJIAP,
VILKPACHASL, /135

VITPABJISTIOIIIEMY JIEJIAMU
AJIMAHVICTPALIUA
KPACHOJIAPCKOT'O KPAS

IIETTAHOBCKOMY E.A.

TEKCT ITMIIETCA ITPOITMCHBIMU bYKBAMHI

VTIPABJLIIONII JEJTAMU
AMUHVICTPALIA
BOJI'OT'PAJICKOM OBJIACTU

N.0.0AMWIMA

oT No

uM.B.U.Jlennna nmpocit., 4.9,
Bosrorpan, 400098, _

yIpasJieHue AenaMu AIMUHECTPay
Bourorpajckoit o61actu

ViupagJistomuii enaMu
AJIMUHUCTpaUH
Bourorpajickoii obnactu

N.0.®amunus
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IMPHJIOXEHUE 14

K WHCTpYKIMHE IO AENIONPOU3BOACTBY
B YIPaBJIEHUH JeaMu AJIMUHHCTPAIHU
Bonrorpanckoit o6mactu

OOPMA

J0BEPEHHOCTH YNPABJICHHS AeJIaMH AJIMHHHCTPANHH
BoJarorpaackoi o61acTn

I'EPb

YIIPABJIEHUE JEJIAMHA
AIIMUHHCTPAIIMNA
BOJI'OI'PAACKOUM OBJIACTH

um.B.W.Jlenuna npocn., 1.9, Bonrorpaz, 400098
Ten.(8442) 30-75-80 Dakc (8442) 30-76-80
e-mail:kancel@volganet.ru

Ne

JIOBEPEHHOCTD

Vopasnenwe nenamu AnMuBHECTpanuu Bosrorpanckoi objacTd B JIHIE
YIIPABJIAIOMWIErO JelaMi A IMUHUCTpanuK Bosrorpaackoi obOmactu

>

(pamyuvs, Mvs1, OTHECTBO TOJTHOCTBIO)

IelicTByIoNIero Ha ocHoBaHuy [TonoXXeH:s 00 yIpaBleHud JenaMi AXMUHYCTPAIIH
Bosrorpanckoii  ofnacTv, — yTBEpXKIeHHOro  mocraHopnenmem — ['ybepraropa

Bosrorpaackoit obnactu R
(mata 1 HOMep IPABOBOIO AKTa)

YIIOJIHOMOYHUBACT

(HaHMGHOBaH]/Ie JOJDKHOCTH JIMIQA, KOMY BBIIACTCA NOBEPEHHOCTD,

(haMIUTHLSL, MMST, OTYECTBO IIOJHOCTEIO, NIACTIOPTHBIE NAHHBIE)

Ha

{151 BBILIOHEHMS BBIIEYKa3aHHOM(BIX) GyHKIH (IOTHOMOYHH)

(pavrTs, 1V, OTHECTEO TINHOCTEEO COTPY/THIKA YTIPARTICHH JIETAMH A/IMPHFCTPALi BOrorpayickoi OQriacTy, KoMy BbUIRCTCS JOBEPEHHOCTD)

IpefoCTaBisieTcs IpaBO OT HMEHHM  YIPAaBlICHHA — JeJIaMd AIMUHHCTpaluy
Bororpaackoit obnactu

[ykaspBaroTCst HYHKIMH (TIOMTHOMOYHS)]

,HOBepeHHOCTB BbIJIaHA CPOKOM Ha
(Cpok mefcTBHsL AOBEPEHHOCTH)

VipaBIstoImuil eIaMu Ionmuce Wuvipaisl, Gamunms
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IMPHUJIOXXEHME 15

K VHCTpYKIHMM HO HEJIONpPOU3BOACTBY

B YIIPaBJICHUH JeJIaMH AJIMUHUCTPAIH
Bonrorpanckoit obnacTu

®opma

AKT

00 OTCYTCTBUM JOKYMEHTOB HJIM OOHAPY>KEHUH BIIOKEHUMN
B IIOYTOBBIX OTIPABICHUAX

MecTto cocTaBneHus
Bpewms cocraBienus

Hacrosmuii akT cocTaBlIeH HaMH:

(baMunus, UM, OTIECTBO, HODKHOCTE)

B TOM, YTO IIpH BCKDPBITHH KOHBEPTA C IOYTOBBIM OTIIPABJIEHHUEM, IIOCTYNIHUBIIUM
OoT 5
B HEM.

HE OKa3aJloChb

[camoro noxymeHTa (OTHENBHBIX CTPaHHULI), MAaTEpHaIOB, YKa3aHHbIX B IPUIOKEHHUH]

o0HapyX eHO

[neHexHble 3HAKM, IeHHBIe OyMary Wil HHbIe JOKYMEHTH! (BEIllH, MaTepHaIbHbIe IEHHOCTH),

HE YKa3aHHbIE B IPIIOKESHUH |

HacTosuii akT COCTaBJIe€H B IBYX IK3EMILIAPaX, U3 KOTOPHIX:
9k3.Ne 1 ¢ MprIIoXKeHHEM JIUIIEBOMA CTOPOHBI ITAaKeTa — B aJIPec;
3k3.Ne 2 — B mero.

Hata

Iommucu
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IMPUJIOXEHHE 16

K MHCTpyKUMH 1O [eONpPOU3BOACTBY
B YIpaBJICHUH JejlaMi AJIMAHHUCTpPAIIN
Bounrorpaackoi o6iactu

®opma

3AKA3

Ha BBINOJHCHHC KOMMUPOBAJIIBHBIX pa60T

HHpeKc CTpYKTypHOTO OApa3aeIeHus

dammng 3aKka3zyukKa

Ne teredona

Bup noxymernTa

KonmgecTBo
JINCTOB

KomuuecTBO
9K3EeMILISIPOB

JlaTa u BpeMs caa4yu

IMonnucek 3aKa3ynKa
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IMPUJIOXEHMUE 17

K MHCTpyKIMH 1O JeIONpOU3BOACTBY
B YIIPABJICHUU JejlaMi AIMUHUCTpaIAy

Bomrorpajckoit obmactu

®OPMA

HOMEHKJIATYPBI JeJ1 CTPYKTYPHOI'O IOAPa3JeeHHsl YIPABJIECHHS XeJAMH
Anvunucrpanau Boarorpaackoii odiactu

YnpasiieHne geJJaMu
AIMHAHHCTPANHH
Boarorpanckoi ob1acru

(HaMMeHOBaHUE CTPYKTYPHOTO IIOAPA3/IeeHHA)

HOMEHKJIATYPA JEJI
Ha romg
Hunexc 3aroJyioBOK Aena KomuuecTtso Cpoxk xpaHeHus ITpumeganue
zIena TOMOB (4JacTeit) H No cTarbu
10 IEPEYHIO
1 2 3 4 5
Haspanue pasnena
(Ha¥MEeHOBaHUe JOJDKHOCTH PYKOBOAUTEIIS (mommucy) (MHULAATEL, (QaMITI)
CTPYKTYPHOT'O OAPA3EITCHHA)
(mata)
(HarMeHOBaHUE JOIKHOCTH JIHLA, (roanucek) (MHAIHATEL, GaMIDTHs)

OTBETCTBEHHOI'O 32 ACIIONPOXU3BOACTBO

B CTPYKTYPHOM IIOApPa3Ie/ICHHH)

(mara)



121

[Tponomxerue npunoxenus 17

HUrtoroBas 3amucb O KaTeropusax H  KOJIUYECTBE [A€JI, 3aBCACHHBIX

B rojly B CTpyKTYPHOM IIO/Ipa3/Ie/ICHUH.
ITo cpoxam xpaHenus Bcero B Tom uncie
. MIEPEXOIAIIIX C OTMETKOMH
l|3HK"
1 2 3 4
ITocTossHHOTO
Bpemennoro (cBeime 10 ner)
Bpemenroro (1o 10 et BKIIOYUTENBHO)
UTOI'o
HaunmenoBanue JOJKHOCTH PYKOBOOUTEIIA
CIIy>KOBI IETIOMPOU3BOJICTBA
(rommEce) (vauuHANG], QaMuus)
(mara)
HToroBule cBeeHAS NIEPENAHb] B CIIyk0y JEIOMPOU3BOJICTBA.
(HayMeHOBaHHE HOJLKHOCTH JIMIIA, (moxmuce) (vaupas, haMuIu)

IepeAaBIIero CBEACHIA)

(mata)
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IMPMJIOXEHME 18

Kk WHCTpyKOHMH IO JHEIOIPOU3BOACTBY
B YIIPaBJICHHUH JeTaMu AIMAHUCTpALlUK
Bonrorpanckoit obactu

OOPMA

CBOJAHOM HOMEHKJIATYPHI 1]l YIPABJIeHUS JeJIaMH
Aamunaucrpanuu Boarorpaackoii obiacru

Ynpas/ieHue Ae1aMHi

AIMHHHCTpPALHH
BoJrorpaackoii o61acta
HOMEHKJIATYPA JEJI YTBEPXIAIO
Ha Tox VIIpaBIsiomuii AeaMu
AJIMIEHHCTpaLNU
Bounrorpazckoii obnactu
(moamucs) (uHAL@AIS], QaMIIIT)
(mata)
Wunekc 3aronoBok gena | Kommdgectso gen Cpoxk xpaHeHUA [Tpumeuanue
Jciia H Ne cTaTeH IO NICPCIHIO
1 2 3 4 5

Hazpanme pasznena

HauMenoBaHHE JOJDKHOCTH PYKOBOIUTEIS
CJIy)K6I>I JCJIOIIpOU3BOACTBA

(1o arUck) (uHALMANEL, HaMIUTHS)
(mara)
HaumMenoBaHue JODKHOCTH
PYKOBOJIUTEJIS apXUBa
(oamucs) (uHAnUATE, HaMUITHA)
(mara)
COI'JTACOBAHO COTI'JIACOBAHO
[Tporoxon OK ympaBieHUs ITporoxon OIIK
nenaMu AIMUHHACTPalluA KOMHTETA KYJILTYPBI
Bouirorpazckoit obmactu Bosrorpajckoi obnactu

OT Ne OT No
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IIponomxenue IpuIoxeHus 18

HroroBas 3amuce O KaTeropusax ©H  KOJU4YECTBE [O€JI, 3aBCACHHBIX

B roJy B yIIpaBJICHUH JI€TIaMU AJIMUHUCTpaLUX BonrorpaILCKOI‘/'I ob6JiacT
ITo cpokam xpaHEHHUS : Bcero B ToM ymcie
TIEPEXOIAIIIX ¢ OTMETKOH
"9HKI|
1 2 3 4
ITocTosmHOIO

Bpemennoro (ceerue 10 ner)
Bpemennoro (o 10 et BKIFOYHTENHHO)

HUTOrO

HauMeHOBaHM€e TOJDKHOCTH PYKOBOAUTENISL
CILy>KOBI IEIONIPOU3BOICTBA

(moATHCD) (vHULTATEL, (aMIUIE)
(mata)
HaumenoBanue JOKHOCTH
PYKOBOIUTEIIS apXHUBa
(rmoamuck) (uHunmasl, QaMuIns)

(mata)

HToroBele CBEIEHUS IepeJaHbl B TOCYJAapCTBEHHOE Ka3eHHOE YYPEKACHHE
Bourorpayckoii o6mactu "TocynapcrBeHHbIi apxus Bonrorpaackoi obmacta".

(HanmMeHOBaHMe JOKHOCTH JINIA, (momKcK) (MHHLMANEI, HaMITHA)
IIepe/IaBLIeTo CBEICHHA)

(nata)
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ITPMJIOXKEHME 19

K MHCTpyKUMM 1O AEIONPOM3BOIACTBY
B YIIPaBJICHUH JelaMu AIMUHUCTPAIIAN
Bosrorpanckoit obsactu

®OPMA

00JIOKKH 1ej1a

Vupasnenue geaamu AJMAHHCTpanu Bonrorpanckoi obiactu

(HaMMeHOBaHHE CTPYKTYPHOTIO NOAPA3NeICHIS YIPaBICHUS AeNaMH

A qmunmcTpaumd Bosrorpanckoit 061actH)

JTEJO Ne TOM Ne

(3aroJIoBOK JIeNa)

(xpaiiHue naTer)

Ha JIcTax

XpaHUTH

D. Ne
Om. Ne
. Ne
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IMPHJIOXKEHME 20

Kk MHCTpyKUMH IIO JI€TOIPOU3BOACTBY
B YIIpaBlIeHUH AeJlaMHi AJIMHAHUCTPAI[HH
Bounrorpazckoit obmactu

P®OPMA

JINCTA-3aBEPUTEJIA €J1a

JINCT-3ABEPUTEJIb JEJIA Ne

B nene noaummTo ¥ NpOHYMEPOBAHO ucT(OB),
(umdpaMu ¥ IPOMHCEHIO)

c Ne 1o Ne , B TOM YHCJIE:

JIATepHBIE HOMEpa JINCTOB
IPOIyIIeHHbIe HOMEpa JIUCTOB
+ JIICTOB BHYyTPEHHEN ONUCH

Oco0eHHOCTH (PU3AYECKOI0 COCTOSHUS Howmepa nmuctos
1 GOpMHPOBAHHS Jelia
1 2
(HauMeHOBaHHE NOIDKHOCTH JIMIIA, (nopmuce) (MHADHATEL, (aMITI)

0(OpPMUBILETO JIHCT-3aBEPUTEIIB)

(nata)
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IMTPHJIOXXEHHE 21

K HHCTpYyKIMH IO AEIONPOU3BOACTBY
B YIIpaBJIeHUH AejaMid AIMAHNCTpPAuH
Bosrorpaackoii obactu

®OPMA

BHYTpEeHHeH OMHCH JOKYMEHTOB JIeJia

BHYTPEHHSISI OIINCDH
AOKYMEHTOB JeJia Ne

Ne | PeructpanvioOHHBIH Hara 3aroJIoBOK Howmepa [Ipumeqanue
/1 HHJIEKC JIOKYMEHTa JIOKyMEHTa JIUCTOB Jiena
JIOKyMEHTa
1 2 3 4 5 6
Hroro JOKYMEHTOB.
(uudpamu 1 IPOIIHCHIO)

Komn4yecTBo nmucToB BHYTpGHHCfI OIINCH

(updpaMu 1 IPOIKCEHIO)

(HanMeHOBaHuUE JOIKHOCTH JIHLIA, (oxmuck) (uHALEATE, (aMYITHS)
COCTaBUBIIEr0 BHYTPEHHIOIO OITHCEH
JOKYMEHTOB JI€JIa)

(nara)
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IMTPJIOXEHHE 22

K WHCTpYKIIMM IO J1eJONPOU3BOACTBY
B YIIpaBJIEHUHM JielaMi AIMUAHUCTPAI[AH
Bonrorpazackoit obactu

POPMA

JIHCTA-3aAMECTHTECJIA JOKYMEHTA

JINCT-3AMECTHUTEJIb JOKYMEHTA

Bung noxkymenTta Jara Ne

ABTOp

3aro0BoK (MM KpaTKoe CoepKaHNe JOKYMEHTa)

Brigan

(naTa BBITAYH, KOMY BEIZIAH)

OcHoBaHue I BhIIAYU

(nprYHHA BEITAYH JOKYMEHTa)

Briman Iomyuin

(MOAMHUCEH, MHUIHANB], HaMIIH) (o AnvcE, HHELHATBI, GaMuIII)
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IMPHUJIOXXEHHE 23

K MHCTpyKUHH IO [eronpoU3BOJICTBY
B YIPaBJICHUH JleTaMHA AIMUHUCTPAIHU

Bonrorpaackoii obmactu

®OPMA

OIHCH JIeJI CTPYKTYPHOrO oApa3/ieleHAs YIpaBJeHHs Je/IaMHU
Anvuuaucrpannu Boarorpaackoi obgactn

VYupasnenue genamu
AIIMUHUCTpalAX
Bounrorpajckoii obiactu

(HauMeHOBaHHE CTPYKTYPHOTO

MOAPa3ICIIeHH)

OITMCDH Ne
i) |

Ne | Wnpmekc nenma | 3aromoBok | Kpaiinwe Cpok KomuuectBo | IIpnveganue
n/n Jena JaThl XpaHCHHUS JICTOB

1 2 3 4 5 6 7

HasBanue pazznena
B JaHHYIO OIUCh BHECECHO pI(SA) |
(ipppamu ¥ HPOIHCHIO)

c Ne
JUTEPHBIE HOMepa:
IIPOIIyIIeHHBIE HOMEpa:

10

Ne

, B TOM 4YHCJIC!

HaumenoBanue JOMKHOCTUA

PYKOBOJUTENS CTPYKTYPHOTO

nmoapasaeICHus

COI'JTACOBAHO

HaumenoBaHue JOIDKHOCTH
PYKOBOJAUTENS CITy>KOBI JIEIONPOU3BO/ICTBA

IMTonamuce
Hara

(nmoamucek)

PacuudpoBKka IOIIHCH

(vHAnHANE, (haMUIIHA)
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IIponomxenue npunoxexus 23

pi{A)1

(HarMeHOBaHHE JOIKHOCTH JINLIA,
fiepeJaBlIero JAena)

[Ipuasan

(uudpamu ¥ IPONUCHIO)

(moxmuce)

(vEMIHaIbL, GaMis)

Jien

(HauMeHOBaHME JOJDKHOCTH JIMIA,
NPUHABLIETO H€Na)

Hara

(urdpaMu 1 IPONHUCKHIO)

(moxnmucs)

(mHUIHATEL, daMIUTH)
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ITPMJIOXEHUE 24

K WHCTpyKUMM IO [eNONpOU3BOACTBY
B YIIPaBJICHHUH JeflaMHi AJIMUHHCTPAI[AH
Bonrorpajckoit obmacTu

POPMA

OITHCH 1¢)I HOCTOAHHOI'O XpaHCHHUSA

neraMy AIMHAHHCTpauu
Bororpaackoit o6iactu

(nata)

YrupasneHue genamMu YTBEPXJIAIO
AIMUHHCTpauu
Bourorpajckoit o6nactu YnpasisroIui [enaMu
AMUHECTpaiu
Bounrorpazckoit obimactu
(mopnucs) (MHANHAIIEL, (aMITHS)
(nara)
" ®ouxg Ne

Onuce Ne
JIeJI TOCTOSTHHOI'O XpaHeHU s
3a ron

Ne Wunexe nena | 3aronoBok fena | Kpaiinue nater KommaectBo IIpumeuanue
/T JIHCTOB

1 2 3 4 5 6

HazBanue paszzneina
B maHHBIN pa3ien ONUCU BHECEHO el
(1wdpaMu ¥ MPOIHCHIO)
c Ne o Ne , B TOM YHCJE:
JUTCPHBIC HOMEDA.
IPONYIICHHBIC HOMEpa.
(HarMeHOBaHUE JODKHOCTH JIML@A — (mmoarucy) (uHULHATEL, HaMIITAT)
COCTABUTEJIA OIIHCH)
(Ha¥MEHOBaHHE JOIDKHOCTH PYKOBOIUTEIIA (IOANKCE) (vrAnwpansl, GaMuTus)
apXuBa) '
COI''TACOBAHO YTBEPXJEHO
[Tporoxon OK ympasieHus ITpoTtoxoin OIIK

KOMHUTETA KYJIBTYPHI
Bonrorpaznckoit obnactu

(nara)
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ITPUJIOXKEHHE 25

K VHCTpyKuuu 1o AeIonpousBOACTBY
B YIIpaBJICHUH JIeIaMi AIMAHUCTPALUH
Bonrorpajckoii obnactu

®OPMA

OMHCH ACJI 110 JIMYHOMY COCTABY

YnpasiieHue felaMu
AMHUHUCTpanuH
Bosnrorpanckoit obnactu

VTBEPXKIAIO

YrpaBisomyi AeaMu

AIMUHHUCTpaIy
Bonrorpajckoit ooactu

(noxmuce) (vHUIHAIBL, QaMITI)
(nata)

®onx Ne
Omuce Ne
JCJI IO JINYHOMY COCTaBy
3a rox

Ne Wnnexc 3aros0BOK Kpaiinue Cpox Kommuecteo | Ilpume-
/1 Jiena Jiena JIaTHI XpaHCHUS JIMCTOB JaHue

1 2 3 4 5 6 7

B manHEIf pa3en ONUCH BHECEHO Ien

c Ne 1o Ne

(uadpamMu 1 MPONUCHIO)

, B TOM HHUCJIC:

IHTEpHBIE HOMEpA:

IIPOIIYINEHHBIC HOMEDPA:

(HauMeHOBaHKE JONKHOCTH JIULIA —
COCTABHUTEJA OIUCH)

(HauMeHOBaHUe AONKHOCTH PYKOBOAHTENA
apXuBa)

COI''TACOBAHO
[Tporoxon OK ynpasiaeHus

JenaMu A IMHUHUCTpauy
Bosnrorpajckoit obnactu

(nata)

(mopmuck) (MHMOMANEL, GaMIUTHS)

(moxmuck) (vEMIHansl, GaMITHs)

COI'JTJACOBAHO

[Iporokon JIIK
KOMHTETa KyJILTYPBI
Bosnrorpanckoit obnactu

(mata)
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I[MTPHUJIOKEHME 26

Kk MHCTpyKIMH IO JEONpPOU3BOJCTBY
B YIIPaBJICHHUHU AejiaMd AJIMIUHUCTpPAINN
Bonrorpajckoit obnactu

®OPMA

AKTAa 0 BbIJCJICHUH K YHHUTOKCHHUIO JOKYMEHTOB,
He MOAJICKAIIHNX XPAHCHHI0

AKT VYTBEPXIAIO
oT No

Yipasisromuil nenaMu
AnmunuCTpanuu

O BEIZICICHUH K YHUYTOXXECHHIO %
Bounrorpasckoit obmacta

JIOKYMEHTOB, He IOJJIeXaluX
XpaHEHHIO

(nmoamuce) (VHAIMANIEL, HaMIITH)

(mara)

Ha ocHoBanuu

(Has}zamde U BBRIXOJHBIC JAHHBIC NEPCYHA JOKYMEHTOB

€ YKa3aHHUEM CPOKOB UX XPAHEHH)

0TOOPAHEI K YHUYTOKEHHIO KaK He HMEIOIHE HAYIHO-HCTOPHICCKON IEHHOCTH
¥ yTpaTUBIIAE MPAKTHIECKOe 3HaUeHHE JOKyMEHTHI (onza Ne

(nasBanue GoHIA)

No T 3aronosox I'omer Homep Howmep Konu- Cpoxu IIpume-
/o Jena OIIUCH € IHUI] YECTBO XpaHeHHs | YaHHe
(rpyrmoBoit XpaHECHUS SIVHUI] 1 HOMepa
3ar0JIOBOK 10 OIIUCH XpaHEHUA cTaTeu
JIOKYMEHTOB) II0 NIEPEYHIO
1 2 3 4 S 6 7 8
Htoro EIUHUL XpaHEHUs 33 rOJIbl
(updpamu | HPOIHCEHIO)
Onucu men MOCTOSHHOIO XpaHEHHs 3a TOJIBI YTBEPXKICHBEL,
a 10 IMYHOMY cocTaBy cornacosanbl ¢ OITK xomuTeTa KynbTypsl Boirorpancko#
obaacTH (IPOTOKOII OT Ne )
(HamMeHOBaHHE JOJDKHOCTH JIHLIA, (ronmuce) (vHMIHATE], QaMITHs)

OTBETCTBCHHOI'O 3a apxm;)

(mata)

COT'JIACOBAHO

ITporoxos OK ymnpaBiaeHus
naenamMu AJMAHUCTpaul
Bonrorpajckoi obnactu

oT Ne
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IIponomxeHue NpunoxeHus 26

ILOK}’MGHTBI B KOJIMYECTBE COVHHUL XpaHCHHS
(umdpamu U IPONUCHIO)

Ha 6yMa>KHOM HOCHTEJIE BECOM KI' CHOaHbI
Ha YHUYTOXEHUCE,

Ha 3JICKTPOHHOM HOCHUTEJIC CAaHbl HA YHHHYTOXXCHUEC

(cmoco6 yHUYTOXEHMA)

(HauMeHOBaHHE JOJDKHOCTH JIHIA, (nonnuce) (vBMIMANDL, HaMUITUL)
CHABILETO TOKYMEHTHI)

(nata)

H3MmeHnenus B YYETHBIE NOKYMEHTBI BHECCHBI.

(HanMeHOBaHHE JODKHOCTH JIULIA, (monmucek) (MEHIHATE], $HaMUIHL)
BHECIEr0 H3MEHEHHUS B YUETHBIE
JOKYMEHTBI)

(nata)
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ITPMJIOXEHME 27

K MHCTpyKIMH IO [AEJIOIpPOU3BOACTBY
B YIPaBIEHUH AellaMH AJIMUAHHCTPALHK
Bosrorpanckoit o6nactu

POPMA

JKYPHAJIa y4eTa BLIIa4H JOKYMEHTOB AJisl pa0oThl B apXHUBe yIpaBJIeHHUs
nesamu AnmuancTpanun Boarorpaackoit o6nacTn

No Hara | ApxuB- | Haumenoranue nokymenta | Komy Beiman Pacmucka IIpume-
0/ | BRIIAYH HBIN JOKYMEHT B O3HAKOM- YaHue
Jiena HOMEpP (bamumus, JICHUH
zena HI0Zpa3/ICIICHUC) C JIOKy-
MEHTOM
1 2 3 4 5 6 7
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ITPHUJIOXXEHMUE 28

K MHCTpyKIHH 110 [€NIONpOU3BOJCTBY
B YIIPaBJICHUH JIeJIaMi AJIMUHUCTPAIHH
Bonrorpackoi obmacta

POPMA

JKypHAJIa y4yeTa BbIJa4H [/ H3 apXHBOXPAHWJIHIIA YIPABJIEHHUS JeJIaMHU
Anvunncrpanuu Boarorpaackoii odsnacrn

Ne Hara | Apxus- | HaumeHoBaHue nena Komy Pacriucka Jara Pacniucka
I/ | BBLIAYH HBIH BBIIaHO AEJNO | B IIONY- BO3BpaTa | B oOpar-
zena HOMEDP (bammmms, YEHUHU nena HOM'
zena nojpasze- nena IpHeMe
JICHHE) Jiena
1 2 3 4 5 6 7 8
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ITPHUJIOKEHMUE 29

K VHCTpyKIME IO AETOIpPOU3BOACTBY
B YIIPaBIICHUH JeaMi AIMUHUCTPaLUH
Bonrorpanckoit obnactu

POPMA

aKTa 0 BblayYe JeJ1 BO BpeMeHHOe N0JIb30BaHHe
AKT
No

O BBIAAYEC OCJI BO BpEMEHHOC ITOJIb30BAHUE

(HauMeHOBaHHE OpraHU3alHY,

ee afipec, MOYTOBBIN HHAEKC)

OcHoBanue

JIJIst Kakoif 1[eJIM BBIJAIOTCS ef.Xp. u3 poraa Ne
(uasBanue QoHza)

Ne | Omwmce Ne | Enmauita 3aro10BoK Kpaiiaue | Konwgectso | IIpumeuanue
/11 XpaHEHHUs | €AWHHUIBI XPaHECHUS IaThl JINCTOB,
No dopmar
1 2 3 4 5 6 7
1.
Bcero Brigaercs en.xp.,
(umdpaMu ¥ IPONUCHIO)

CPOK BO3BpAICHUS .

Jlena BBIZAHB B YIOPSZOYEHHOM COCTOSHUM, IOAIIMTHI, B OOJOXKaX,
C IIPOHYMEpPOBaHHBIMHU JINCTaMH U 3aBEPUTEILHEIMH HAIIUCSIMHU.

[Monyuarens o0si3yeTcs He NPENOCTaBIATh JAeNa, IONYyYEeHHbIe BO BPEMEHHOE
[0Jb30BaHKe, I[IOCTOPOHHMM JIMIIaM, HE BBIIaBaTh 110 HHUM KOIMH, BBIIHCOK
¥ CIIPaBOK, He IIyOJMKOBaTh JOKYMEHTHI 0€3 IMChbMEHHOIO Pa3pelleHus] YpaBIeH s
nenamu AnMuHECTpanuu Bonrorpaackoit 06iacTd, BEIABILETO Jea.

ITonyyarens 00si3yeTcss BEpHYTh Jiella B yKa3aHHBIH B HACTOAINEM aKTe CPOK
B HaJIeXaIeM COCTOSIHUU. :

ITonyyarens mpenynpexaeH 00 OTBETCTBEHHOCTH 110 33KOHY B CIIy4ae yTpaThl
HUIH [TOBPEXICHUS TIOyIEeHHBIX BO BPEMEHHOE II0JIb30BaHUE HEJI.

Ypaisronui genaMu HanmenoBanue J0IKHOCTH

AIMUHUCTpAIIU PYKOBOAMTEIS OpraHU3aLUU-TI0ITyYaTers

Bosrorpanckoit obnacta

[Nonmnuce Pacumdpopka ITommuce Pacmm¢ponka
IIOOIINCH IO CHA

Jlata Hara

['epboBast mevathb I'epGoBas mevyats OpraHU3aluu
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[Tponomxenue npunoxeHus 29

Beigan Jejla 1o MOPYYCHUIO YIPABISIOIEro JenamMd AJMHUHHCTpanuy
Bonrorpazckoit obnactu

(Ha¥MEHOBAHME JOJDKHOCTH COTPYIHIKA APXUBA) (moamuce) (paciumdpoBKka MOANUCH)

(nara)

[TpuHsI Aefna 1o NOopyYEHUIO PYKOBOICTBA

(HanMeHOBaHUE OpraHH3aALIUK)

(COTpYAHHK OpraHU3aHH-II0ydaTeNs) (moxmuce) (pacirdpoBKa MOATIHUCH)

(nara)

I[eJIa BO3BpaIll€HbI B IIOJIHOM o0beMe 1 COXPaHHOCTH.

Cnamn:
(COTpYAHHK OpraHU3allHH-TIOTydaTeNs) (moanuchk) (pacmmbpoBKa MOANKCH)
(mara)
IIpunsn:
(HavMeROBaHKE JOJDKHOCTH COTPY/IHHKA apXHBa) (TronUck) (pacu(poBKa IOJIIKCH)

(nata)
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ITPHUJIOKEHME 30

K VHCTpyKIuM IO JI€NOMPOU3BOACTBY
B YIPaBJICHUH AelaMu AIMHUHACTPAIMU
Bounrorpagckoit obactu

OOPMA

KapTbI-3aMECTHTEJIA 1€/1a

KAPTA-3AMECTHUTEJIb AEJIA

Heno

(\e u Ha3BaHMe)
Onuce

(\e u HazBaHMeE)
douxg

(Ne u HazBaHUe)

BI:I,I[aHO BO BpEMEHHOC I10JIb30BAHUE!

Ne damMuns, uMsI, OTYECTBO Jlara Jlata ITommice IToamuce
/1 IIOJIB30BATEIS BBIIAYH BO3BpaTa | BBLAABINETO | MOJYYMBIIETO
JIEN0 ZIeJI0
1 2 3 4 5 6

1.
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[MPUJIOXEHMUE 31

K WHCTpYKIME 1O JEeNONpPON3BOACTBY
B VIIpaBJICHUH JeIaMU AJIMUHUCTPAIAH
Bonrorpaackoii obnactu

IHEPEYEHD

BH/IOB JIOKYMEHTOB, CO3/IaHHe, XpaHEHHE, HCI0J/IL30BaHHEe KOTOPBIX NPH OpraHu3anuH
BHYTpeHHe IeiTeJIbHOCTH B YIPaBJIeHHH JeJIaMH AqMuHHcTpanuu Bojrorpajckoi
00/1aCTH MOJKET OCYUIEeCTBJATHCS B 3JJIEKTPOHHOM BHIe 0e3 nyOaupoBaHus

Ha OyMa:KHOM HOCHTeJe

Ne Bun noxymenta Cpoxk xpaHeHUs
/1 U HOMeEp CTaTbU
o ITepeunto
THIIOBBIX
YIPaBICHIECKUX
apXUBHBIX
JOKYMEHTOB
| 2 3
1. TIlepemnmcka o OpraHU3aIMOHHEIM BOIIPOCAM JICATCIBHOCTH 5 ner, craths 70
2. Tlepemucka 1Mo ONEPATHBHBIM IPAaBOBEIM BOIIPOCaM, B TOM 5 JIeT, cTathsd 47
YKCJIC O pa3bsSCHEHUH 3aKOHOJJATEIBCTBA
3. Ilepemnucka 110 BOIIpOCaM IJIaHUPOBAHMA 5 ner, cratbs 205
4. MeroguyecKue JOKYMEHTH (PEKOMEHIALMH, TaMSTKH, 3 roga mocie
Pa3bSICHEHHS) 110 IPOTHBOACHCTBHUIO KOPPYTIIIUH 3aMEHbI HOBBIMH,
cratbs 466
5. Tlepemmcka IO AaTTECTAallyy, MOBHINCHMIO KBanudukammm 3 rofa, crarhs 499
1 poheCCHOHATBHOM TIEPENIOArOTOBKE COTPY THUKOB
6. Ksapranpuble muiansl paboThl CTPYKTYPHBIX HOIPa3JeleHUH 710 MHHOBaHHUSA
yOpaBjIeHHs JedaMd AJMHUHUCTpaimu  Bosrorpajickon HaJJOOHOCTH,
o6macti (TOJBLKO IIPY HAJIMYUK TOOBBIX) cratps 201
7. Tlnamel paGoTBl CTPYKTYPHEIX IOApasIe/CHUNA YNPaBICHHUA JI0 MUHOBaHUsA
nenaMu AMuHACTpanuy Boirorpaickoil 061acT Ha MECSI HaJJ00HOCTH,
cratbs 201
8. OTyeTsl O BEHITOJHEHUU €XEMECIYHBIX IJTAHOB CTPYKTYPHBIX JI0O MUHOBaHUSA
TOJpa3e/IeHHi yIpaBieHus JenaMu AnmMunucTpaimy Bonro- Hazo0HOCTH,
rpajIcKoii obnacTH cTaThs 338
9. TIlepemmcka 0 BEIAA9e IPOIYCKOB, HICHTHOUMKAMOHHEIX KapT 1 roz, crarss 588
10. Ilepemucka O MPOBEJECHAH PaGoT MO TeIe)OHU3ALMH, CHTHA- 5 JIET, cTaThs 564

JIN3AllUU U DKCILTyaTalunu BHYTpCHHCﬁ CBsI3H OpraHU3ailiu
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Iponomxenue npunoxenus 31

Ne Bun noxkymenra Cpok xpaHeHus
/1 U1 HOMEpP CTaThU
1o Ilepedsro TUIIOBEIX
YIPaBIEHYCCKUX
APXUBHBIX JOKYMEHTOB
| 2 3 ‘
11. JIokyMeHTHI (3asiBKH, MEPENUCKa) O JOMYCKE B CITy)KEOHBIC 1 rog, crates 592
OMEIIEHUS B Hepabodee BpeMs U B BEIXOAHBIE THU
12. ba3a jaHHBIX ydeTa TeJIeOHHBIX HOMEPOB B COOTBETCTBHH
CO CPOKOM XpaHEHHUS
JITAaHHBIX, IOMEIIEHHBIX
B 0a3y, crates 187
13.  CnpaBku 06 o6beMe TOKYMEHTOOO0pOTa B OpraHU3aIiu 1 rox, crates 169
14. Tlepenucka 0 HapyUIEHUH [TPABWII PACCHUIKM TOKYMEHTOB 1 ron, crates 161
15. Cnucku anpecoB 00s13aTe/IbHON pacChUIKA JOKYMEHTOB 3 roja 1nocie 3aMeHbI
HOBBIMH, CTaThsa 160
16. Ilepermmcka 06 oOQOpMIEHHH KOMaHAMPOBOK (Kpome 1 ron, crates 327
3apyOEKHBIX), O IPUOOPETCHHUU IKEIE3HOJOPOKHBIX
U aBUaOHJIETOB, IIPEIOCTABICHUH MECT B TOCTHHHUILAX
17. Tlepenmcka mO BOIpPOCaM MAaTEPUAIBHO-TEXHUYECKOTrO 3 roxa, crares 523
obecrnieueHus AeATEIBHOCTH
18. Ilepemmcka o MOpUOOPETEHUHM KAHIEISPCKUX MPHUHA[- 1 ron, crates 327
JISKHOCTEHN
19. 3asBku 06 oQoOpMIIEHHMH TOJOBOM NONIMCKH Ha JIATE- 3 roga, crarbs 362
patypy (mociie oay4eHUs OAIIUCHON JIUTepaTyphl)
20. 3asBKHM Ha TeXHHUECKoe obecredeHre paboymx MecT 5 net, ctaths 519
OpPITEXHUKOU
21. Tlepenwucka O BBIJIENICHHN U 3aKPEIUIEHUU aBTOTPAHCIIOPTa 3 rona, cratbs 558
3a JOJDKHOCTHBIMH JIUIIAMU
22. Tlepemucka no BOIIpOCaM OXpaHB! TPyAa 5 ner, craths 430
23. [Tlepemnucka 06 obecnieueHUU CpEeACTBAMU CBA3M COBELUAHUN 5 net, cratps 564"

/.
3aMeCTHUTeNb YIPaBIISIFOLIETo JeIaMH [ s
AnmvunucTparui Bonrorpaackoit 061

U IPYTUX MEPOIIPUATUNA

npun k ap/usm 19 I/IHCprKLU/IS{-aBFyCT(anH.)

B.A.AxomsaH



