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1. O61ue nonoxeHus

1.1. HHCTpyKIUs 1O JENONpPOM3BOACTBY B YIPABICHUH MAETaAMH
Anmunuctpanuu Bonrorpanckoit obnactu (nanee umenyercs — MHCTpyKIHA) —
3TO COBOKYNHOCTH IIPAaBOBBIX HOPM, YCTaHAaBJIUBAIOMIUX €AHMHbIE TPeGOBaHMS
K MOATOTOBKE, 00OpaboTKe, XpaHEHWIO ¥ WCHOJNB30BAHAIO HNOCTYMNAIONIHNX
(BXomAmuX) B yNpaBieHHE Nenamu AIMUHHCTpaluu Bonrorpamckoit obmactu
(manee wMeHyeTcs — VYTpaBleHHe HenaMH) W OOpasyloOIMXCS B IpOIEcce
€ro IeATCIIbBHOCTH JOKYMEHTOB.

1.2. HHcrpyknus paspaboTaHa B COOTBETCTBHM C IOCTAHOBJIEHHEM
I'ybepnatopa Bonrorpanckoit obmactu or 29 gekabps 2016 r. Ne 1024
"O6 yrBepxnennu IlomoxeHus o6 ympasneHuu pgenamMu AJMHHHCTPALUU
Bosnrorpazckodt obnactu", mocraHoBnenuem IlpaButensctsa Bonrorpamckoit
obmactu ot 26 despams 2013 1. Ne 78-m "O6 yreepxmeHuu IlonoxkeHus
O MEXBEJOMCTBEHHOM OJIEKTPOHHOM (6e30ymMakHOM) [JOKyMEHTOOOOpOTE
B OpraHax HCIIOJHUTEIBHOMN BiacTd Bonrorpaackoii obmactu”, mocraHoBIeHHEM
IpaBurenscrea Bonrorpanckoit obnactu or 23 ampens 2013 r. Ne 189-m
"O6 yrBepxneHuu [IpaBun HemONPOM3BOJACTBA B OPraHaxX HCIOMHUTENBHOM
Biiact Bosrorpasckoii obnactu", nocranosnennem I'ybepraropa Bonrorpanckoit
obmacti ot 17 ampens 2015 r. Ne 334 "O6 aBTOMATH3MpPOBAaHHOH CHCTEMe
00paboTky koHuaeHIManbHON wuHbOpManuu Bonrorpagckoit obmactu”,
noctanoeneHueM I'yOepratopa Bonrorpanckoii o6mactu ot 13 mrons 2015 r.
Ne 624 "O nmoaroroBke HOPMaTHBHEIX IPABOBBIX AKTOB OPraHOB HCIIOMHUTEIBHON
Briactd Bonrorpanckoi o6nactu” U MHBIMU IIPABOBBIMH aKTaMH, PETyIUPYIOIIMU
HeSTENBHOCTE B Chepe NeNoNpOn3BOICTBA H JJOKyMEHTOO0OPOTA.

1.3. Tlonoxenms WHCTpyKIHMH pacHpOCTPAHSIOTCS Ha OpPraHH3ALUIO
paboTel C HOKYMEHTaMy HE3aBHCHMO OT BHJA HOCHTEIS, B TOM HYHCIIE
C JJICKTPOHHBIMH JAOKYMEHTAaMH, BKIIOYas IONTOTOBKY, 00paboTKy, XpaHeHHe
Y MCIOJIB30BAaHUE JTOKYMEHTOB, OCYILECTBILIEMBIE C MOMOIIBIO HH()OPMAIHOHHBIX
TEXHOJIOTUHA.

Ocobennoct  paboOTEl C JOKYMEHTaMH, CONEPXKALIMMU CBEICHHS
KOHGUACSHIIMATLHOTO  XapakTepa (CBeleHHs O MEPCOHANBHBIX  JAHHBIX
rpaXx/IaHWHA; CBEICHHUS, COCTABJLIOLINE CITy)KeOHYIO TallHy; CBEAEHHNS, CBI3aHHBIE
C NPO(ECCHOHANBHON MEeATeNbHOCTHIO, [OCTYIl K KOTOPHIM OTpaHHYEH
B coorBercTBuM ¢ Koncturymmed Poccuiickoit ®@enepauuu u demepansHEIMU
3aKOHAMH), PETyJIHPYIOTCS HOPMATHBHBIMH IIPaBOBHIMH aKTaMH Poccuiickoit
Qenepauun 1 Bonrorpanckoit o6mactu.

Iopsiok cosnanus, XpaHeHus 1 (W1) 0OMEHa JJIEKTPOHHBIMH JJOKYMEHTAMH,
COACPXKAIMMA KOHQHMIEHIMANBHYIO HHPOPMALMIO, B TOM YHCIE IIOPANOK
perucTpaiuu © pPacCMOTPEHHs OOpaIeHWH TpaxmadH |  OpraHU3aIui,
HAIPaBJICHHBIX ITOCPEACTBOM 3allOJHEHH HMHTEPAKTUBHOW (HOPMBI Ha HOpTale
rOCy[IapCTBEHHBIX M MYHMUUNAIBHBIX Yyciayr Boarorpaackoii o6nacrty,
perynupyrorcs WHCTpyKumeld ¢ yd4eToM OCOGEHHOCTEH, yCTaHOBIEHHBIX
HOPMAaTUBHBIMH IIPABOBBEIMU aKTaMu Bonrorpajckoit oboacru.



1.4. Ilonoxenus WMHCTpYKIMKM HE PACIpPOCTPAHAIOTCS HaA OPraHU3aIUIo
paboTBl ¢  JOKYMEHTaMH, COIEpXallMMH CBEIEHHsA, COCTABIAIOIINE
rOCyJapCTBEHHYIO TalHy.

B oTtHOImMEHHH OyXraaTepckoil, Hay4YHO-TEXHUYECKOH U MHOW CIIeIHAIbHON
JOKyMEHTaruu TpeOoBaHUS VIHCTPYKIIMM paclpOCTPaHSIIOTCS B  4YacTH,
HE [IPOTUBOpEYaileii HOPMATHBHBIM IPABOBBIM JOKYMEHTaM, YCTAHABIMBAIOIINM
crennajibHbe TpeOOBaHKs K paboTe ¢ yKa3aHHOM TOKyMEHTaueH.

1.5. enomnpou3BOACTBO YIPaBICHUS [elaMd HE3aBUCUMO OT THIIA
HOCHTENS TOKYMEHTHPOBAHHOW MHGOPMAIIMU BEIETCS C UCIIONIb30BAaHUEM €IMHON
aBTOMATU3MPOBAHHON CHCTEMBl 3JIEKTPOHHOT'O JIOKYMEHTO00OpOTa OpraHoB
UCIIOIHUTENBHOU BiacTu Bosnrorpanckoii obnactu (nanee nmenyercs — ACO/N),
IpeAHA3HAYCHHOM B TOM YHCIE IS OCYIIECTBICHHS MEXBEIOMCTBEHHOIO
3JIEKTPOHHOTO (6€30yMaXHOT0) JOKYMEHTO000pOTa OPraHOB HCIIOJIHUTEIbHOM
BiacTu Bonrorpanuckoit obmacru.

1.6. Opranu3anuio, BeACHHE U COBEPIICHCTBOBAHHUE MEIOMPON3BOICTBA,
a TakkKe METOAUYECKOe PYKOBOACTBO U KOHTPOJIb 3a COOJIOJeHHEM
YCTAHOBJIEHHOTO MOpsiaKa paboThl ¢ JOKYMEHTaMH OCYLIECTBISET OO oTAET
Vrpaenenus AenaMu (qanee uMeHyeTcsl — OOIIUil OTaen).

JIOIDKHOCTHEIE TpaBa U O0S3aHHOCTH PabOTHHKOB YTpaBIEHHUS AENIaMH,
OTBEYAMOIIMX 3a OpraHu3amuio paboThl M (WIKM) OCYHIECTBIAIONINX pPaboTy
C JIOKYMEHTAaMH B CTPYKTYPHBIX IIOAPa3OEICHUAX YIpaBICHUS JellaMH,
yCTaHaBIIMBAIOTCS JODKHOCTHBIMU perflaMeHTaMy (MHCTPYKIMSAMHU) ¥ COBMELIAIOTCS
C IpyruMH GYHKIHOHATBHBIME 00S3aHHOCTSIMH | TIPaBaMH YKa3aHHBIX paOOTHUKOB
¥ TIOJTHOMOYHSIMHE CITYOBI JISITOIPONU3BOICTBA.

1.7. CBenenus, comepkaiaecsi B TOKyMEHTaX, MOTYT OBITh MCITOIb30BaHbI
TOJNBKO B CITY)K€OHBIX LIEJIIX B COOTBETCTBHH C MIOJIHOMOYHSAMHU PaOOTHHKA.

PaGora co cnyxeOHBIMH [OKyMEHTaMH BHE IOMENIeHU YhpaBlieHUsS
IeJiaMy He TOMyCKaeTCsl.

[Ipu yTpaTe TOKYMEHTOB IPOBOIUTCSA CIIyKeOHast MPOBEPKa.

1.8. Ilpu yxome B oTmyck, nepeBojie (iepeMeniennn) mo ciyxoe, padore
WIK B CIIy4Yae YBOJIBHECHUs paOOTHUK 00s3aH mepeaaTh Bce HaXOIAIINECS Y HETO
JOKYMEHTBl HTHOMY PabOTHHKY, ONpPEAECIICHHOMY B COOTBETCTBHH C YKa3aHHEM
HETIOCPEACTBEHHOTO PYKOBONUTENS YBOJBHSIEMOTO, YXOMSIIEro B OTILYCK
WM TIepeBOAAIIerocs (TepeMenaeMoro) 1o ciayxoe, pabore paboTHHKA.

1.9. Unacrpykuus obs3arenbHa s COONMIONIEHUS BCeMH paOOTHHKAMHU
YupasieHus aenamu.

PaboTHuku VYmpaBieHus JaenamMu HECYT IUCHHUIUIMHAPHYIO W HHYIO
YCTaHOBJICHHYIO 3aKOHOAATEILCTBOM OTBETCTBEHHOCTH 3a HECOOIOLEHHE
tpeboBanuit UHCTpyKITUH.

BHoBb mpuHATEIE Ha Ciyk0y (pabory) pabOTHHKM B TEYEHHE IIATH
pabounx nHe# co MHS U3MaHMs MpUKa3a O Ha3HAYEHHH HA JOJDKHOCTH JOJLKHEI

OBITh O3HAKOMJIEHBI CBOMM HEIOCPEACTBEHHBIM pyKoBoauTeneM ¢ Mucrpykuueit
MIOJT TIOJIIHCE.



4

2. ITopanox pa3paboTKH, yTBEPKIECHHMS, BHECEHHS H3MEHCHHMN
B MHCcTpyKIuio

2.1. WHcTpyKims M M3MEHeHHS K Hell paspaGarwlBaroTcs CiIyx0o0it
ACJIONPON3BOJICTBA B COOTBETCTBUM C JEHCTBYIOIIMMH MPABOBBLIMH aKTaMHU
Poccniickoit ®epepaunn 1  Bonrorpaickoif  001acTd, peryaMpYIOIHMU
ACATEIILHOCTD 110 CO3MAHHUIO M OPraHM3alui PaboThl C JOKyMEHTAMH B OpraHax
MCIIOJTHUTENBHOM BilacTH Bonrorpaackoit odactu.

2.2. Ilpoext WHCTpYKIMM WM IIPOEKT MPABOBOTO aKTa O BHECEHHH
U3MEHCHUH B  YCTAaHOBIEHHOM IIOPSAAKE pAacCMATPUBACTCS IOCTOSHHO
ACUCTBYIOLIEH 9KCIIEPTHOH KOMUCCHEH YIpaBieHus Jienamu (naaee HMeHyeTcs —
OK VYmpasnenus paenamMu) M HAIpaBiseTcs B TOCYHApCTBEHHBIH apXWB,
UCTOYHUKOM KOMIUIEKTOBaHHS KOTOpPOrO SBIsEeTCA YIpaBlicHUE [AeIaMy,
AL NIPEACTaBIICHHUs Ha COrNIACOBAHHME SKCIEPTHO-TIPOBEPOYHON U METONMUECKOM
KOMHMCCHU KOMHTETa KyJabTyphl Bonrorpaackoii obnactu (manee mMeHyeTcs —
JIIMK).

IlpaBoBeiMu  akTamu Poccuiickoit ®enepauuu wnu  Bomrorpamckoit
00J1aCTH MOT'YT OBITB YCTaHOBJICHBI IOTIOJIHUTENLHBIE TPEOOBAHMS O COTIIACOBAHMH
WHCTpYKIMY WK POEKTa MPAaBOBOIO aKTa O BHECEHWM M3MEHEHHMH ¢ OpraHamu
HCIONHUTENbHON Brnact Bonrorpaackoil obmactu, wim (enepatbHBIMU
OpraHaMu rocyapCTBEHHOM BJIACTH, WK X CTPYKTYPHBIMH IOAPA3AEICHUSIMU.

YKa3aHHbIE COMNIACOBAHMS OCYIIECTBILIIOTCS [0 IPeACTaBienus MHCTpyKuuu
UJTH MPOEKTa IIPAaBOBOI'O aKTa O BHECEHWU W3MEHeHHMM Ha corjacoBanue DIIMK
C NPWIOKEHHEM HOKyMEHTOB (KONHH JOKYMEHTOB), IIOATBEPKAAIOIINX
COITIaCOBAHMUE.

2.3. Peurenne o cornacoBaHui VIHCTPYKIUK HJIH TPOEKTa IPABOBOTO aKTa
O BHECEHUH U3MEHEHMH 0pOpMIISETCS TPOCTABIEHHEM IITAMIIA O COrIACOBAHHM
B HIDKHEH 4YaCTH JIMLEBOM CTOPOHEI IOCIEAHEro JHCTa TeKcTa MHCTpyKiuu
HJIH IIPOEKTa IPAaBOBOTO AKTA O BHECEHUH U3MEHEHUIA.

Ilocne cormacopanus OIIMK MHerpykiust yTBepXmaeTcs HPHUKAa3OM

YhpaBjieHHs JenaMM U JOBOIMTCS IO CBENEHHS PaOOTHHUKOB YrpapneHus
IEIIaMH.

3. OCHOBHBIE TEPMHUHEI U OIPEAETIEHUS

B HHCTpyKumM HCHONB3YIOTCS —CHCAYIOIME OCHOBHBIE TEPMHHEI
Y OTIpECICHHUS:

OJlaHK HOKyMeHTa — HabOp PEKBH3MTOB, WACHTH(QHIMPYIOIMX aBTOpA
O(GHIHANTBEHOTO ITHCEMEHHOrO JOKYMEHTA;

BUJI IOKYMEHTa — IPUHAICKHOCTh JJOKYMEHTA K ONpPENENeHHON IPyIIIe
JOKYMCHTOB TIO IIPH3HAKaM COAEPIKAHUS M 1[EI€BOr0 Ha3HAYEHUS;

A€N0 — COBOKYHNHOCTb JIOKYMEHTOB HIH OTHENBHBIA JOKyMEHT,

OTHOCAINMECS K ONHOMY BONPOCY HJIM YYacTKy NESTeNbHOCTH YIpaBiieHHs
nenamu;



IEIONMPOU3BOACTBO — JEATeNIbHOCTh, OOecleunBaionias Co3/IaHue
OQUITUATBEHBIX JOKYMEHTOB M OpPraHH3alldi0 paboThl ¢ HUMHU B YTIpaBICHUHU
IeJIaMu;

JOKYMEHT — O(HIMaIbHBIA HOKYMEHT, CO3JaHHBIA IOCYIapCTBEHHBIM
OpraHoM, OpPraHOM MECTHOIO CaMOYIpPaBJIeHUs, IOPUAUIECKIM WIH (PU3UUECKUM
JUIOM, O(QOpMJIEHHBEI# B YCTAaHOBJIEHHOM TIOpSIAKE W  BKJIFOYEHHBIH
B JIOKyMEHTOOOOpOT YIIpaBieHuUs AeIaMu;

IOKyMeHTHpoBaHue — (Qukcanus uHGOpPMAUK HA MaTepHATBHBIX
HOCHTEJISIX B YCTAHOBIIEHHOM MOPSIJIKE;

IJOKYMEHTOOOOPOT — JABIXEHHE NOKYMEHTOB C MOMEHTa HMX CO3JaHHsI
WM TIOJNYYEHHs OO 3aBEpIIECHHSA HCIOJHEHHWS, NOMEIIeHWs B AeN0 U (WiH)
OTIPaBKH;

3aBEpEeHHAs KOMMA — KON JOKyMEHTa, Ha KOTOPOHl B COOTBETCTBUU
C YCTaHOBJICHHBIM TIOPSIKOM TPOCTABISIOT HEOOXONUMBIE PEKBU3UTHI,
IpUIAloIIHe el IOPUANYECKYIO CHUILY;

3anpoc uHbOpMaIMM — oOpallleHre TpaxgaHuHa (HU3UUSCKOro JIHIA),
opranmu3aiuy (IOPHIAYECKOTO JIHIa), OOIIECTBEHHOTO OOBEJUHEHHS, OpraHa
rOCYJapCTBCHHOM BJIACTH WJIM OpraHa MECTHOrO CaMOYIpPaBIIEHUS B YCTHOMN
WM [MHCbMEHHOU ¢opme, B TOM 4YHCIIE B BUJI€ DJEKTPOHHOIO JOKYMEHTA,
B TOCYIapCTBEHHBI OpraH WX OpraH MECTHOTO CaMOYNpaBiIeHHs JHO0
K ero JO/DKHOCTHOMY JIMIly O HpPEeACTaBlieHHH MHGOPMAIMH O AESTETbHOCTH
ATOr0 OpraHa;

KOTIHSI IOKyMEHTA — JTOKYMEHT, TTOTHOCTHIO BOCTIPOU3BOSAIIMIA HH(OPMALHFO
NO/UTMHHUKA JOKyMEHTa M €ro BHEITHUE TIPU3HAKH, He HMEIOIIHHA IOPUAMYSCKOH
CHUTBL;

MEXBEJOMCTBEHHBI SJIEKTPOHHBIA (0€30yMaXkHbIN) HOKYMEHTOOOOPOT
B OpraHax WHCIOJHUTENbHOM Biacth Bomrorpagckoii obOmacth — oOMeH
3JIEKTPOHHBIMH JIOKyMEHTaMH, TIOANMCAHHBIME CPEICTBAMHE 3JIEKTPOHHOM TOAIUCH,
co3/laHNe, XpaHEeHNE W HCIONb30BAaHHE KOTOPHIX B OpraHax HCHOJHUTEIBHOM
BracTy Bonrorpanckoi 06acTi OCYIIECTBISIOTCS HCKITIOUYNTENBHO B 3JIEKTPOHHOM
dopme B ACOJ;

MEKBEIOMCTBEHHBIM DJIEKTPOHHBIM JOKYMEHTOOOOPOT — B3aMMOICHCTBHE
UH(OPMALMOHHBIX CHUCTEM 3JIEKTPOHHOTO JIOKYMEHTOO0O0pOTa (elepaibHbIX
OpPraHOB WCIOJHUTENbHOM BJIACTH, OPraHOB HCIOJHHUTEILHOW  BJIACTH
cyopexkToB Poccuiickolt demepanu ¥ HHBIX TOCYIApCTBEHHBIX OpPraHoB,
a TaK)Ke rocyJIapCTBEHHBIX BHEOIOMKETHRIX (hOHIOB;

HOMEHKJIaTypa [Jel — CHCTeMaTH3MPOBAaHHBIA MEpeYeHb 3arojIOBKOB
neln, opMUpYEMBIX B YTIPaBICHUH JI€IaMH, C YKa3aHHEM CPOKOB HX XPaHEHHS;

oOpallleHHe TrpaxJaHWHA — HalpaBjcHHBIE B YIpaBleHUe JelaMu
UM JOJDKHOCTHOMY JIMIY B MHUCBMEHHOHN (popme wim B HopMe 3IEKTPOHHOrO
JIOKyMEHTa IIPEMJIOKEHNE, 3asBICHUE WIH XKajloba, a Takke yCTHOe OOpalieHue
rpaxaaHuHa B Y IIpaBlieHHE JIeIaMu;

00BEM JOKyMEHTOOOOPOTa — KOJHMYECTBO JOKYMEHTOB, MOCTYIHBIIMX
B YIIpaBJ€HUE [eNlaMy ¥ CO3aHHBIX UM 33 OIpe/IeTICHHEBIN epro;] BpEMEHHU;
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OITHCH JIe]l — apXHUBHBIN CIIPABOYHHUK, COAEpXKALIANA CHCTEMATU3HUPOBAHHbBIN
IepeueHb €OUHMI] XpaHCHHS apXWBHOro (OHAA U INPEeIHA3HAYECHHBIN
ISl UX y4€Ta U PaCKpBITUSA COAEPIKAHMS,

odopMIIeHHE JOKYMEHTa — MPOCTABICHHE HEOOXOIUMBIX PEKBH3HTOB,
YCTaHOBJIIEHHBIX NPaBUJIaMU [CIONPOU3BOICTBA,

nepenucka —  pasiuyHbie  BUAB  OQUIMANBHBIX  JOKYMEHTOB
MHGOPMAIIMOHHO-CIIPABOYHOIO  XapaKTepa, WCIOIb3YeMBIX Jjis oOMeHa
uHpopMaLuei;

OHCEMO — JOKyMEHT WH(OPMalKMOHHO-CIPABOYHOIO  XapakTepa,
HampapJisieMblil (OTyYeHHBIH) YIIPaBIeHUEM JeJIaMH B YCTAHOBIIEHHOM ITOPSJIKE;

DOMIUHHUK JIOKYMEHTa — TepBBId WJIHM €IWHCTBEHHBIA 3K3eMILIIP
TOKyMEHTa;

perucTpanus JOKYMEHTa — IPHUCBOCHUE NOKYMEHTY DPErHMCTPallHOHHOIO
HOMEpA U 3alHCh B YCTAHOBJICHHOM IIOPSJIKE CBEAEHUHI O IOKyMEHTE;

PEKBU3UT TOKYMEHTa — 00sI3aTeNbHBIN 271eMeHT 0(OPMIICHUS JOKYMEHTA,

PYKOBOJICTBO — YIPaBJISIOMUHN fenaMu AIMUHUCTpanuu Bonarorpanckoii

obmacti (mamee WMEHyeTCs — YIOPaBIAIOMUN JelaMu), 3aMECTUTENH
YIpaBSIOLIETo  Jenamu  AQMUHHCTparuu Bonrorpaackoil obnactu  (maee
UMEHYIOTCS —  3aMECTHTENId  YNPABJSAIOMIEro  JleflaMd), PYKOBOAUTENH

CTPYKTYPHBIX TOApa3feleHnid YmpaBieHuss [AelaMH, YHIOJHOMOYEHHBIC
paccMaTpHBaTh JOKYMEHTHI B JaBaTh YKa3aHUs 10 MX UCIOIHEHHUIO;

CHCTEMa 3JIEKTPOHHOTO JOKYMEHTOOOOPOTa B OpraHax HCIIOJHUTENbHON
BiacTi Bonrorpanckoit obnactu — aBTOMaTH3WpOBaHHAS WHGOPMAIIMOHHAS
cucTeMa, OOeCIeYHMBalOIIas CO3MaHHe H COOp BJIEKTPOHHBIX JOKYMEHTOB
U DJIEKTPOHHBIX 00pa3oB JIOKYMEHTOB, YyIpaBlIeHWe HMH, UX PErHCTPAIMIO,
XpaHeHHUe U JOCTYI K HUM;

CHCTeMa MEXBEIOMCTBEHHOTO DSIEKTPOHHOTO JIOKyMEHTooOOpoTa —
3alIUIICHHAs] KOMMYHHKAI[MOHHAsS CETh, IPENOCTaBiIsAMOIIas MOId  Lelei
3NEKTPOHHOIO JOKyMeHTooOOopoTa Komrmieke mporpamm "llouTtoBas ciyx0Oa
C3U1", ofecmeynBarOImuii MOCTABKY 3JIEKTPOHHBLIX IIOYTOBBIX COOOIIEHMIA
aOOHEHTaM TMOYTOBON CIYXOBI € BO3MOXHOCTBIO MCIIONB30BAaHHUS CPEICTB
Kpunrorpaguyeckoil 3alUThl U KBATUPUIUPOBAHHON JIEKTPOHHON MOAIMCH
(manee umenyercs — cucrema M3 J10);

CKaHUPOBaHUE JOKYMEHTa — [TOJIyYeHHE BIEKTPOHHOro 00pasa IOKYMEHTa,

ciyx0a Jenonpou3BOACTBa — CTPYKTYPHOE TOApaszieiicHue Y IpaBIeHHUs
JieJiaMi, Ha KOTOpO€ BO3JOXKEHB (DYHKIUU MO BEIACHMIO JEIONMPOH3BOJICTBA,
a TaKKe JMIA, OTBETCTBCHHBIE 3a BEIEHHE [EJIONPOHM3BOICTBA B JAPYIHX
CTPYKTYPHBIX MOAPA3ENCHUAIX Y IPaBICHHS JIeJIaMH;

TelerpaMmMa — JOKYMEHT WH(OPMAIIMOHHO-CIPABOYHOIO XapaKTepa,

HanpasisieMblil  (TOXy4eHHBIN) TmOCpencTBOM TenerpadbHoil cetn  o6iero
MOJIb30BAHHUS;

TenedoHorpaMma — JOKyMEHT MH(POPMAIMOHHOTO XapaKTepa, IepelaBacMbli
¥ IONTy4aeMblIil TOCPEeICTBOM TE€IC(HOHHOM CBA3M;
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yHuQuuuposanHas (opma JOKYMEHTZ — COBOKYIHOCTb PCKBH3HTOB
M THIIOBBIX ()ParMeHTOB TEKCTa JHOKYMEHTA, YCTAHOBICHHBIX B COOTBETCTBHH
C pemaeMbIMH B JaHHOH cdepe NEATENBHOCTH 3a[a4aMH M PAaCIIONOKCHHBIX
B OIIPE/ICTICHHOM IIOPAAKE Ha HOCcUTele HHGOPMaIiH;

(bakcorpamma (axc) — monyuaemas Ha OyMaKHOM HOCHTENE KOMHA
AOKYMeHTa (IMCBMEHHOro, rpa(HyecKkoro, HU300pPa3HTENLHOTO), HEPENaHHOTro
10 KaHayiaM (aKCUMHIIBHOM CBS3H;

wabnoH Onanka (yHHQUIMPOBaHHOM (OPMBI IOKYMEHTA) — OIaHK
JoKyMeHTa  (yHuGMUHpOBaHHas (opMa [OKyMEHTa), IpeACTaBICHHbIA
B DJICKTPOHHOU hopme;

3KCIEPTHU3a  LEHHOCTH  JOKYMEHTOB — H3Yy4eHHE JOKyMEHTOB
Ha OCHOBaHHHU KPHTEPUEB MX LEHHOCTH B IEJIIX OIPEAEIeHUs CPOKOB XPAHEHHS
JOKYMEHTOB W OTOOpa HMX IJi BKIIOYEHHS B COCTaB ApXHBHOTO (oHAa
Poccuiickoit @enepanuu;

3JIEKTPOHHAsl NMOANKCH — MH(OPMANKs B 3JIEKTPOHHON (Gopme, KoTopas
IPUCOCVHEHA K IPYrod HH(QOPMaLUH B 3JIEKTPOHHOM Bopme (IOAIHUCHIBAEMOiT
vuHpOpMalMK) MIM MHBIM 00pa3’oM CBs3aHa ¢ Takodl HMH(popMamueil
U HCHONB3YeTCS Ul ONpPEACICHHs JIMIA, HOMIUCHIBAIOIIETO0 HH()OPMALIO
(manee umenyercs — OII);

3MEKTPOHHOE MUCHMO — JIOKyMEHT HH()OPMAIMOHHO-CIIPABOYHOTO XapaKTepa,
Iepe/laBaeMblii U TIOJYYAEMBIH 110 3NEKTPOHHOH MouTe. DNEKTPOHHOE IHCHMO
UMEET CTaryC JOKYMEHTA, €CIU OHO 3aBePEHO 3IEKTPOHHOM MOAMMCEIO;

3NICKTPOHHBIM  JOKYMEHT —  JOKYMEHTUPOBaHHas  HHGpOpMauus,
IpEICTaBIeHHAs B OJICKTPOHHOH ¢GopMe, TO ecThb B BHIE, HIPUTOAHOM
ATs ~ BOCHPHUATHS  YEJOBEKOM  C  HCIOJb30BaHMEM  OJIEKTPOHHBIX
BBIYUCIUTENIbHBIX MAllMH, a TaKke Ui Hepejadyd 1o HHPOPMALHUOHHO-
TEJICKOMMYHUKAllMOHHBIM ~ CeTAM MIM 00paboTKH B  HH(OPMAIMOHHBIX
cucTeMax;

3IEKTPOHHBIH JIOKYMEHTOOOOPOT — HOKYMEHTOOOOPOT C IpHMEHEHHEM
MH()OPMALMOHHOM CHCTEMBI;

SICKTPOHHBIA 00pa3s NOKyMeHTa — 3JIEKTPOHHAs KOmds JOKyMEHTa,
U3rOTOBIEHHOTO Ha OyMaXKHOM HOCHTEJIE;

IOPHANYECKas CHila JOKYMEHTa — CBOMCTBO O(HIMATBEHOIO JOKyMEHTa,
coobrmaemoe eMy AeHCTBYIOLIMM  3aKOHOAATENBCTBOM, KOMIIETEHIHEH
U3/IaBIIETO er0 OPraHa M yCTaHOBIEHHBIM IOPSAKOM 0(OpPMIIEHHS.

4. Co3nanue IOKyMEHTOB

4.1. CocraB ToOKyMeHTOB YIIpaBlIeHHs JeNaMU

4.1.1. B mponecce nestenbHOCTH YIIPaBIEHAS NeTaMH CO3MaI0TC:
a) TPOEKTHl 3aKOHOB Bourorpamckodf o6macT, TNpPaBOBBIX aKTOB

I'yGepraropa Bonrorpamckoif obnactu, AAMHHHCTpanuu Bonrorpanckoit
obiacty;



0) MpaBOBBIC aKThI Y IPABJICHUS JEJIAMH;

B) IIPOTOKOJIBI 3aCelaHui, COBEIIaHUH (COBEINATENbHBIX, KOOPAHMHAIMOHHBIX,
AKCIIEPTHBIX OPraHoOB, pabOYnX T'PYIII U TaK Jjajiee);

T') IUIaHBI, OTYETHI, 3aKIIFOUCHHUS;

1) 3aIUCKH (aHATUTHYECKHE, CITY)KEOHBIE, TOSICHATEIILHBIE);

) MICbMa;

) TeJierpaMMbl, hakcorpaMMEl, TesieOHOTpaMMBbI;

3) IOBEPEHHOCTH,;

¥) TPaXXTaHCKO-TIPaBOBbIE OTOBOPHI (KOHTPAKTHI), COTIALICHHUS.

4.1.2. OtHollleHHs, HaNpaBICeHHBIE Ha OOecledYeHne TOCyIapCTBEHHBIX
HYXX, OQOPMIISIOTCS 3aKIIOYCHHEM TPaXIaHCKO-NIPABOBHIX JOTOBOPOB
(KOHTPaKTOB), MPEAMETOM KOTOPHIX SBJISIOTCS MOCTaBKa TOBAapa, BHITIOJHEHHE
paboThl, OKa3zaHWE YCIYIH (B TOM 4YHCJIE MPHOOpETeHHe HEABIKAMOrO
MMYIIeCTBA WM apeHja HMYILeCTBa), OT UMeHM Bonrorpanckoil obnacTy,
COTJIAIIeHUH U IPYTUX JOKYMEHTOB.

4.1.3. B ycTaHOBIEHHBIX 3aKOHOJATEIHLCTBOM CIIy4asX B YIPaBICHUU
JeJlaMH JTOKyMEHTHI MOTYT H3IaBaTbCS COBMECTHO C TEPPUTOPUATBLHBIMU
HoJIpa3AeNieHusIMU QefepalbHbIX OPraHOB UCIIONHUTENBHOM BIIACTH B OpraHaMu
UCIIOJHUTEILHOM BiacTh Bonrorpackoit o6acTy.

Takue akTel 0QOPMIISIOTCS KaK eIUHBIN JOKyMEHT (TIpHKa3, CorjialieHue,
IPOTOKOII U APYTHE).

4.2. PekBU3UTHI JOKYMEHTOB

4.2.1. JIngd mOArOTOBKH AOKYMEHTOB NPUMEHSETCS TEKCTOBBIM PETaKTOpP,
obecnieynBaromyii TpeboBaHus TpPaQUIECKOTO BOCHPOHM3BEACHUS PEKBH3IUTOB
JIOKyMeHTa B ¢popMare TeKCToBOTO penakropa Microsoft Word.

B Vnpaenennn nenamu yCTaHaBIWBAIOTCS CICHYIOIIME pa3MeEpHI MOt
Ha JIOKYMEHTe:

2,75 cMm — neBoe;

2,25 cMm — ipaBoe;

2 cM — BepxHee;

2 cM — HIXKHEe.

I'apuutypa ucnonp3dyemoro mpudra — Times New Roman, guamason
pasmepoB mpudTa — oT 12 mo 14, AManazoH UCIHONB3YEMBIX MEXKCTPOUHBIX
MHTEPBAIOB — OT OJIMHAPHOTO JI0 JBOMHOTO.

IIpy nDoAroTOBKE TEKCTOB B Tabnuuax [uis oOecreueHWs JIydInei
YMTAEMOCTH JaHHBIX NOIYCKAETCS NPUMEHEHHE IIPUPTOB MEHBIIUX Pa3MeEPOB
rapHuTyphl Arial.

Ilpu odopMiIeHHUH OTAENBHBIX PEKBHU3HUTOB IOKYMEHTOB (aapecarTsl,
HAaVMEHOBAHUE [OJDKHOCTEH, 3aroloBKM K TEKCTy, TEKCT [OKyMEHTa,
obOpMIICHHBIH B BHIE TAOJHIBI) MOT'YT OBITH MCIIOJIL30BAHBI MHEIE Pa3MEphI
mpu@TOB OT 8 10 14 U MEKCTPOYHBIX HHTEPBAJIOB — TOYHO OT 8 1T 70 12 mT.

4.2.2. JIOKyMeHTBI, coO3haBacMble B YIpPaBI€HUU J€JIaMH, HMEIOT
CTaOMIIBHBIM COCTAB PEKBU3UTOB, X PACIONIOKeHHe ¥ 0OPMIIEHHE.
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IlpaBunamMu  JIeJIONIPOM3BOACTBA  yCTAHOBIEH CHENYIOMMH  COCTAB
PEKBU3UTOB:

I"'ep6 Bonrorpanckoii obnactu;

HAaUMCHOBAHHE OpraHa HCIOJHUTEIBHOM BnactTh Bonrorpamckoi
obacru;

HAaUMEHOBaHHUE JIOJDKHOCTH;

HOJTHKCE;

HA¥MEHOBAHUE BHUJIA JJOKyMEHTa;

MECTO COCTaBJIEeHUS (U3MAHUS) TOKyMEHTA;

CIPaBOYHbIE JaHHEIE 00 OpraHe HCHOIHUTENBHOM BlacTu Bonrorpanckoit
obiacTy;

ajpecar;,

JlaTa JOKyMEHTa;

PEruCTPaNMOHHBIN HOMEP JOKYMEHTA;

3arojlIoBOK K TEKCTY;

TEKCT JOKYMEHTa,

CCbUIKA Ha PETHCTPALIMOHHBIA HOMEP U ATy TOKYMEHTA,;

OTMETKa O HaJIMYUU HPUITOKEHUH;

rpud COrlacoBaHMs TOKYMEHTA,

rpud yTBEpXKISHUS JOKYMEHTA;

BU3a;

OTTHCK T€YaTH;

OTMETKa O 3aBEPECHUM KOIIHH;

OTMeTKa 00 UCIIOJHUTEIIE;

yKa3aHMs 10 UCIIONHEHWIO TOKYMEHTa (PEe30IIOLHs );

OTMETKa O KOHTPOJIE;

OTMETKa 00 UCTIOHEHUH JJOKYMEHTA U HAIIPABIEHUH €r0 B JeJI0;

rpud OrpaHHYEHHs AOCTYyMA K JOKYMEHTY;

OTMETKA O MOCTYIUIEHHH JOKYMEHTA;

OTMETKa 00 3NIEKTPOHHOM MONIUCH.

JlonoMHATENBHO TIPH TIOATOTOBKE IOKYMEHTOB M B IIpoiiecce paGoThHI
C HMMH MOTYyT MHCHONB30BaThCd OTMEeTKH: "Cpouno", "OmneparusHo",
"I[lomgnexur Bo3spary", "Koutposns" u npyrue.

4.2.3. IIpaBuna opopMIICHHS PEKBU3HTOB.

4.2.3.1. I'ep6 Boarorpanckoii obmacry.

H3obpaxenue 'epba Bonrorpanckoii o6mactu momemaercs Ha GaaHKax
JOKYMCHTOB B  COOTBCICTBUM ¢ 3akoHOM Bomrorpanckoir o6nactu
oT 18 cenrsbps 2000 r. Ne 436-O/1 "O I'epbe u ®nare Bonrorpanckoii o6mactu”.

Ha Omamkax pokymeHtoB I'ep6 Bonrorpaackoif o6mactd MOXKeT
H300paXaTbCs B ONHONBETHOM ¥ MHOTOLBETHOM BApHAHTAX, H300paKeHHE
I'epba mnomemaercs Ha BepxHeM mone ONaHKa JOKYMEHTa. PekBusut
moMmernaeTcst Ha OnaHK JOKyMeHTa U3 (aiina 31eKTpPOHHONH KOMUH 3TaJOHHOIO
uzobpaxenus ['epba Bonrorpanackoii o6nactu.

Ha Onankax, wusroraBmmpaemelx tunmorpapckum crocobom, I'ep6
Bonrorpanckoii 06nacty n300paxaercs B MHOTOIBETHOM BapHaHTe.
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Pasmeprr uzobpaxenus ['epba Boarorpanackoit obmactu [ medaTu
Ha OlaHKax JOKYMEHTOB: BeicoTa — 17 MM, mupuHa — 12,75 Mm.

4.2.3.2. HaumeHoBaHNe OpraHa UCIOJHUTENLHON BacTu Bomrorpaackoi
obiacTu — yrpaBieHue nenaMu AqMuHECTpanuu Boiarorpaackoit obnactu.

HanMeHoBaHue ynpaBneHus naenamMu AjnMmuHucTpanuu Bomrorpagckoit
obnactu mevaraercss mponrcHBIME OykBamu mpudtom Times New Roman 14
IOMY)KUPHOM  HACHILIEHHOCTH OT JIEBOM TPAaHHMIBEI TEKCTOBOIO  IIOJA
U neHTpupyercs (a5 OnaHKa mpuKasa).

4.2.3.3. HanmeHoBaHWE TOIDKHOCTH.

HaumeHOBaHWe NOMKHOCTH JIMIIA, MTO/IMUCABIIETO JOKYMEHT, YKa3hbIBACTCS
B ONaHKaxX JDOKYMEHTOB, NEYaTaeTcs MPONUCHbiMEH OykBamu IupudToMm Times
New Roman 14 momyxupHO!i HaCHIIIEHHOCTH OT JIEBOM I'PAaHMIBI TEKCTOBOIO
IOJIsL Yyepe3 MEXAYCTPOUHBbIM HHTepBal "TouyHO" M BBIPABHHMBAETCS IIO JIEBOM
rpaHuIle TEKCTOBOTO TMOJIS.

4.2.3.4. CnpaBouHble JAaHHBIE OO0 OpraHe HCHOIHUTENBHONR BIACTH
Bonrorpanckoii obactu.

CnpaBo4YHBIC [aHHBIC YKa3bIBAOTCA Ha OJjlaHKaX IMHCEM M BKIIOYAIOT
B ceOs: IOYTOBBIA ajgpec, Homep TenedoHa, (akca, ObOUIUATBHBIA ampec
DJIEKTPOHHOH IOYTHl, HHTEPHET-aJpeC OQHUIHMAIBHOTO cailTta H Opyrue
cBelleHHs, Hampumep: Kon oprammzanuu mo OKIIO (mpocramisercs
no ObwepoccuiickoMy KiacCHPUKATOPy NpeANpUATHHA W OpraHU3alMii), KO
dopmer  moxymenta no OKV]] (upocraBmsercs mo O6mmepoccuiickoMmy
Knaccu@ukaropy — ympaBineHueckod —gokymenranmu), OI'PH  (ocHoBHOM
roCylapCTBEHHBIA peructpanuonubii Homep), MHH/KIII (uaentrduKarMoHHbLIH
HOMEDP HAJIOTOIIATENbIIIUKA/KOJ IPUYUHBI IIOCTAHOBKU HA y4eT).

Pexsusur "CnpaBouHble naHHbie 00 oOprane WMCHOJIHHUTEIBHOM BIIACTH
Bosnrorpanckoit obnmactu" neuaraercs mprudToM Times New Roman 9 o6sr4a0M
HACBHIIICHHOCTH OT JIEBOM I'PAHUIIBI TEKCTOBOTO MOJIS U IIEHTPUPYETCA.

4.2.3.5. HaumeHoBaHMe BUAA JOKYMEHTA.

HawmenoBanue Buma mokymeHTa (mpuKa3s, HOPOTOKOJ, aKT) MOMKET
BKJIIOYATbCs B ONaHK COOTBETCTBYIOIIETO BHUIA NOKyMeHTa. HaumeHoBaHue
BHJIa IOKyMEHTA HE YKa3bIBAETCH B IMUCHMAX.

HammenoBanune BHIAa AOKYMEHTAa I€HYaTaeTcsi NPOMHUCHBIMU OyKBaMHU
mpudpTom Times New Roman 14 0OBIYHON HACEILIEHHOCTH OT JIEBOM TPaHHUIBI
TEKCTOBOTO IOJS ¥ IIEHTPUPYETCA.

4.2.3.6. Mecro cocraBnenus (W3ZaHus) NOKYMEHTa YKa3blBaeTcs IpH
opopmIeHHH HPOTOKONOB, HOTOBOPOB, COIJIANIEHHH, TI'OCYJApCTBEHHBIX
KOHTPAaKTOB.

Mecto cocTaBneHuss MM HM3aHUS AOKyMEHTa medaraeTcs IupudgToM
Times New Roman 12 o6bI4HO#M HACKIIEHHOCTH OT JIEBOM I'PAHHIBI TEKCTOBOTO
HOJISl ¥ [ICHTPHPYETCA.

4.2.3.7. [lata nokymeHTa.

JlaToit 1OKyMeHTa sBISeTCs AaTa ero MOoAmHUcaHus (IpUKa3s, MUCHMO,
CilyeOHas 3amucKa, akT), YTBepXKIeHHs (MHCTPYKIMsA, TMOJOXKEHHe, IIPABHUIIA,

periiaMeHT, IIaH, OTYeT), Jara COOBITUS, 3aQUKCHPOBAHHOIO B JOKYMEHTE
(mpotokom).
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JlaTa TOKyMEHTa NpOCTABISETCS TODKHOCTHBIM JIMIIOM, IIONIMCHIBAIOIIUAM
WA YTBEPXKOAOIMM  JOKyMEHT, WM  CcIyxO0oif  JeJ0onpoM3BOACTBA
OPH  PETUCTPALUU  [OKYMEHTa, WJIM HEIOCPEACTBEHHO COCTABUTENEM
IpU IOATOTOBKE JOKYMEHTA.

JlaTto¥i 1OKyMeHTa, H3[aBaeMOro COBMECTHO JBYMA WM Oosee
OpraHU3alMsIMH, ABISETCS faTta Ooliee MO3MHEeH O IICH.

Hara ToKyMeHTa MOXeT OQOPMIIATLCS JIBYMS CIIOCOOaMHU:

UQPOBEIM — apabcKkuMu IHGPaMK B TIOCIENOBATENEHOCTU: JEHb MECSIa,
mecs, rof. enb Mecsana 1 Mecan oGOpMIISIOT AByMs mapamu apabekux mudp,
pa3feNieHHBIMH TOYKOH, TOx — 4YeThIpbMs apabckumu nu¢ppamu (Oyksa "r"
nociie nudp He craButcs), Hanpumep: 01.02.2018;

CJI0BECHO-IIM(POBEIM — [IEHb MeCAIIa YKa3bIBAETCs mapoit apabekux nudp,
HaUMEHOBAaHHME MeCAAa IMHUIIETCS CIOBOM, TOJ YKa3blBAeTC YETHIPHMS
apabckumu mudpamu, Hanpumep: 01 deppana 2018 r.

OtmeTKa 1)1 IPOCTaBIIEHHS JaThl IEYATaeTCs OT JEBOrO Kpas TEKCTOBOTO
II0Jig IIyTeM MpocTaBieHus 24 nopuepkos, mpudrtom Times New Roman 12
OOBIYHOU HACHIIIEHHOCTH.

4.2.3.8. PeructpauoHHbIH HOMEP TOKYMEHTA.

Perucrpanonseiii HoMep DOKyMEHTa MPOCTaBJISETCS B COOTBETCTBUH
C CHCTEMOW PpETHUCTpallM¥ Ppa3IU4YHBIX BHUIOB ITOKYMEHTOB, IIPUHSTOM
B YIIPaBJICHUH JEJIaMH, U COCTOHT U3 OYEPESIHOr0 MOPSIIKOBOr0 HOMepa, KOCOoi
4epTel, HMHAEKCa Jela [0  HOMEHKJIAType Ha  COOTBETCTBYIOLIHIA
JIEJIOIIPOU3BOACTBEHHBIN TO/I.

PerucrpannoHHbIi HOMEp MIPUCBAHBAETCS JOKYMEHTY IIOCIIE €TI0 MOANUCAHNS
(yrBepxaeHms).

B AC3/I n aBToMaTH3upoBaHHO#H cuctemMe 00paboTKU KOHPHACHIIMATBHOM
uapopmanuu Bonrorpanckoit obmactu  (mamee umenyerca — ACOKH)
PETUCTPAMOHHBIA HOMEP JOKyMEHTa IPUCBAMBAETCA aBTOMATUYECKH IOCIIE
BBEIOOpa  COOTBETCTBYIOLIErO HOMEHKJIATYDHOIO J€Na K3 BCTPOEHHOIO
CIPaBOYHHUKA.

PeructpannoHHbll HOMEp JOKYMEHTa, M3JAHHOTO COBMECTHO, COCTOUT
W3 pa3leNeHHBIX KOCOH YepTOH pPErucTparioHHBIX HOMEPOB, IPHCBOEHHBIX
aBTOpaMH  JOKyMEHTa M  pAclHONOKEHHBIX B  IIOCJIENOBATEIbHOCTH,
COOTBETCTBYIONIEH 0003HAYECHHIO HANMECHOBAHUM OPraHM3aluii B 3arOJIOBOYHOM
9aCTH IOKYMEHTA.

PerucrpanuonHslii HoMep noKyMeHTa mevaraercd mpupTom Times New
Roman 12 00BMHOH HACBIIIEHHOCTH B ONHOM CTpOKe ¢ pekBu3uToM "Jlara
JIOKyMeHTa" ¢ TO3MUMH TabyIAlUM OT JIEBOrO Kpas TEKCTOBOIO OIS ITyTeM
npocraBienus 3Haka "Ne", mpobena, 11 momuepkor mpudroM Times New

Roman 12 o6bIYHOH HACHIIIEHHOCTH.
4.2.3.9. Anpecar.

JIOKyMEHTBI aapecyloT B OpPraHbl BIACTH, OPraHW3alldM, CTPYKTYPHEIE
MOJIpasieNIeHus], JOJDKHOCTHBIM JIMIIAM, IPaXIaHaM.
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Crpoxn pekBmsura "Agpecar” medararoTcs CTPOYHBIME OYKBAMH
mwpudptom Times New Roman 14 o6pluHON HACHILIEHHOCTH OT paBoOro Kpas
TEKCTOBOTO MOJNS W BBIPABHUBAIOTCS IO JIEBOMY Kpard TEKCTOBOTO IIONS
PEKBH3HTA WM LEHTPHPYIOTCS OTHOCHTENBHO CaMoif JUIMHHOM CTPOKH
PEKBU3HUTA.

B pekBusure "Azpecar”" pomyckaercs HCIONL30BaTh O(GUIHAIBHO
IPUHATBIC COKPAIIEHHbIE HAHMMEHOBAHMS OPraHOB TOCYZAPCTBEHHOM BIIACTH,
OpraHOB MECTHOI'O CAMOYIIPaBIEHN s, OPraHU3aIHi.

Ilpu appecoBaHuy TOKyMEHTa TOJDKHOCTHOMY JIMIy HHHIIHANIBI CTABSITCS
nepes hamuinel, Ipy aIpecoBaHNN YACTHOMY JIHILY — IIOCie haMUINH.

CTpoKu pEeKBHM3HTA BBIPABHHUBAIOTCA MO JIEBOMY KpPal TEKCTOBOTO MOJIS
PEKBH3MTA HIM UCHTPUPYIOTCS OTHOCHTENBHO CaMOM JUIMHHOM CTPOKH
PEKBU3HTA.

Ilpy ampecoBaHuum [OKYMEHTa B OpraHbl TOCYJAapCTBEHHOH BiIacTH
(MX TeppuUTOpMATBHLIE OpraHbl, CTPYKTYPHBIE NOAPA3NENeHHI), IPYTHM
IopunuueckuM Jniam (0e3 yKasaHUS JODKHOCTHOIO JIMIA) HaUMEHOBAHHSI
aJIpecaToB MHUIIYTCS B UMEHUTEIBHOM ITafI€Ke.

Hanpuwmep:

Anmvunnctpanus OIbEX0BCKOTO
MYHHULIMIIAIGHOTO paifoHa
Bonrorpanckoit obnactu

Ilpy  angpecoBaHMm  JOKyMEHTa  PyKOBOOWTENIO  OpraHH3aLMH
HaMEHOBaHHE OPraHM3alldd BXOJUT B COCTaB HAaMMEHOBAHMS JOJDKHOCTH
azipecara, HAMMCHOBAaHHE NOIKHOCTH YKAa3BIBACTCS B JATEIILHOM HaeKe.

Hampuwmep:

I 'eHepaibHOMY AHPEKTOP
000 "an[epy Y

B..MBanoBy

ITouroBeli anmpec B cocraBe pexBusuta "Azpecar”  yKa3bIBaeTCs
B TIOCJIEOBATENBHOCTH, yCTaHOBNIEHHOH IIpaBunamMu okasanus yciyr ImoYTOBOM
CBSI3H, YTBCPXKICHHBIMM IIPHUKa30M MHUHHCTEPCTBA CBS3M M MAaCCOBBIX
KoMMmyHuKanuii Poccuiickoli ®@eneparmin ot 31 wmions 2014 r. Ne 234
"O6 ytBepxnaenun IIpaBui okasaHus yCIayr IOYTOBOMH CB3U".

HonHbl# MOYTOBBIA ajpec yKa3bIBACTCs HCHONHMTENEM JOKYMEHTA
B CIly4ae ero HalpaBICHUS KOPPECMOHJEHTY, He BXO/SIIEMY B yTBEPKICHHBII
peecTp afpecaToB Ha PacChUIKY JOKYMEHTOB.

llouroBblif agpec He yKas3pBaeTCs B [OKYMEHTAaX, HAIPaBISEMBIX
B BBICIIME OpraHel TocyqapcTBeHHOM BnactH Poccuiickoii ®epepaumy,
enepanbHble  OpraHbl MCTONHUTEIBHOW BIACTH M HX TEPPHTOPUAILHEIE

OpraHbl, OpraHbl TIOCYHAapCTBEHHOM BiacTH Bonrorpaackoit o6macry,
IIOCTOSTHHBIM KOPPECIIOHIEHTAM.



13

[Ipu agpecoBaHuy NEChMa B OPraHM3aIMI0 YKa3EIBAIOT €¢ HaMMEHOBaHUeE,
3aTeM MOYTOBBIN aapec.

Hanpuwmep:

000 "APT JIMHUA"

Cxkocrwipesa yi1., 1.5,
Bomnrorpan, 400066

IIpn agpecoBaHuy JOKyMeHTa GU3UUECKOMY JIUIY YKa3bIBAIOT (HaMHIIHIO
¥ VHULKAJIB] IOJTy4aTens, 3aTeM MOYTOBBIN aJipec.

Hampuwmep:

Kanunauny W.IL

%H.Canoaaﬂ, .5, kB.15,
€HUHCK, JICHMHCKu# paiioH,
Bonrorpanckas o6nacts, 403810

JIOKyMEHT He IODKeH cojepxaTb Ooyiee ueTwIpex aapecaroB. Cioso
"Konua" nepex BTOPHIM, TPETHHM, YETBEPTHIM ajpecaraMy He YKa3bIBaeTCs.
IIpu OonbileM HHCIE aIpecaToB COCTABISIETCS PEECTpP PACCHUIKH JOKyMEHTa
cornacHo npuwioxeHuto 10 K HacTosme Muctpykiuu.

Ecny DOKyMEHT OTHpPAaBIAETCS B HECKONBKO OJHOPOTHBIX OpraHM3aiuit
(HECKONBKHUM JIOJDKHOCTHBIM JIMIIAM), TO OHHM YKa3LIBAIOTCS 00OOLIEHHO.

Hanpumep:
AJIMMHHACTpaLUy MYHHLIHUTIATBHEIX

Eaﬁonos U TOPOJCKUX OKPYTOB
OJITOTPAACKON 00IacTH

HIn

PykoBoanTensaM cTpyKTypHBIX
NOJpa3JIeJIeHU# yrpaBieHUs
JenaMu AJIMUHHCTPAIAK
Bonrorpaznckoit obnactu

4.2.3.10. Ccpuika Ha perUCTPaLMOHHBIA HOMEP U JaTy JOKYMEHTA.

Ccbika Ha pETUCTPalMOHHBIE HOMEpP W [OaTy JOKYMEHTa BKIIFOYAET
B Ce0sl pEeruCTPalMOHHEI HOMEP M ATy JOKYMEHTa, Ha KOTOPBI JOKEH OBITH
JlaH OTBET.

Ccbuika Ha PErMCTPAIlMOHHBIA HOMEP W Jary MOKYMEHTa I1€4aTaercs
mpupToMm Times New Roman 12 00bI4HON HACHILEHHOCTH, NOX PEKBU3HTAMH
"Mlara mokymeHTa" n (W) "pErHCTPAMOHHBIN HOMEP JOKyMEHTa" OT JIEBOroO
Kpasi TEeKCTOBOI'O IOJIs IIyTeM npocTaBieHus cioa "Ha", mpobena, 3naka "Ne",
npoGena, 11 noguepkos, nmpobena, ciosa "or", npobena u 19 moguepkos.
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4.2.3.11. 3aronoBoK K TEKCTY.

3aronoBOK K TEKCTY COCTABIIIETCA KO BCEM HOKYMEHTAM, 3a UCKIIOUEHHEM
JOKYMEHTOB, HMEIOIIUX TEKCT HebobIIoro obbsema (10 4—5 cTpok).

3aroloBOK K TEKCTY TOJDKEH OBITh KPATKMM, TOYHO MEPEaBaTh CONSPIKAHNE
JAOKyMEHTA. 3aroJoBOK JOKYMEHTa COIIACOBBIBACTCS C HAUMEHOBAHHEM BHIA
JIOKYMEHTa, HalpuMep:

MCLMO (0 ueM?) 00 OKa3aHHHM KOHCYJIBTATUBHOM OMOIIH;

npasuiia (4ero?) BHyTPEHHETO TPYAOBOrO pacmopsaKa.

3aronoBOK K TEKCTY COCTABISAETCS HCIONHHUTENEM, TOTOBSIINM IIPOEKT
TOKyMEHTA.

3aroloBOK K TeKCTy odopmisieTcss MON  peKBH3UTaMH  OJaHKa.
B HOpMAarMBHBIX TPaBOBHIX aKTaX (MX IPOEKTax) 3arojioBOK K TEKCTY
LEHTPUPYETCS OTHOCUTENIHHO I'PAHUL] TEKCTOBOT'O OIS,

Bun u pasmep mpudra pexBusura "3aronoBok K TeKCTY" IOIDKEH
COOTBETCTBOBATh BUIY M pa3Mepy LIPUPTa TEKCTa JOKYMEHTA.

4.2.3.12. Tekct KOKyMeHTA.

JIOKYMEHTBI COCTABNAIOTCA Ha PYCCKOM s3BIKE KaK TOCYJApPCTBEHHOM
s3pike  Poccumiickoii @enepanuu. Tekcr NOKyMeHTa H3IaraeTcs pyccKuM
JIUTEPATYPHBIM S3BIKOM C YUETOM OCOOEHHOCTEH OpHUHATBHO-AETOBOTO CTHIIS,
BUZa MOOKYMEHTa W €ro Ha3HAYeHHsS B YIOPaBIECHYECKOW AeITEIhHOCTH.
Conepxanue JOKyMEHTa JIODKHO OBITh M3JI0)KEHO KPATKO U JTAKOHHYHO.

TexcTbl IOKYMEHTOB H3JIaralTCs OT:

l-ro nmna emuHCTBEHHOrO wYMcla: "OPHKA3HIBAIO... I[OATOTOBHUTH
Y NPEICTaBUTh Ha pacCMOTpeHue"; "MpPOIly pacCMOTPETh BOMPOC 00 YCTAHOBICHUH
JBTOTHBIX TapudoB...";

3-ro JiML@ ENMHCTBEHHOTO JHUCa: "...yIIpaBleHre enaMy AIMUHHCTpALIHH
Bomnrorpaackoit oOnacTu npeacraBiser..."; "...yIpaBlicHHe nenaMu
AnmvunncTpanuu Bonrorpanckoii He cunTaer BO3MOXHEIM...";

1-ro nuIa MHOXXECTBEHHOTO YUCiA: "IPOCHM HPEACTABUTH NaHHbIE o..";
"PeACTaBNsieM Ha pAaCCMOTPEHHE U YTBEpXKIEHHUE.."; B [POTOKONAX:
"cmymany..."; "BeIcTymIny..."; "pewmnnu. .. (mocTaHOBUIH. ..)".

B COBMECTHBIX JOKyMEHTaX TEKCT M3JaraloT OT IIePBOrO JIHIA
MHOKECTBEHHOI0 yucna: "permmin...".

B Tekcrax 3akOHOMATENBHBIX M MHBIX HOPMATHBHEIX INPABOBBIX AKTOB
HCTIOJIB3YIOTCS TNIAroibl B (POpPME HACTOSINErO BPEMEHH, MPHAAIOLIHE TEKCTY
IPEANKCHIBAIOLIUI XapaKTep.

Hanpumep:

"Buza BKimowaer B ce0s HAaHMEHOBaHHE JOKHOCTH DPYKOBOIHTEIA
CTPYKTYpPHOT'O TOJpa3feNeHusl YIpaBleHHs OedaMH HWIM €ro 3aMecCTHTEIIs
1 TUYHYIO OANKCH BU3UPYIOLIETro, pacmudpoBKy MOANKHCH U AaTy.";

"HopmaruBHble npenmucanns oQOPMISIOTCS B BHIE MyHKTOB, KOTOPBIE
HYMEPYIOTCs apabCKUMHU udpaMu ¢ TOYKON H 3arOJIOBKOB HE UMEIOT.".

B Tekcre 10KyMeHTa, MOATOTOBICHHOrO HA OCHOBAHHH 3aKOHONATEIIBHBIX,
UHBIX HOPMATHBHBIX IPABOBLIX aKTOB, YKAa3bIBAIOTCA: HAMMEHOBAaHWE BHIA
AOKYMEHTA, HAaUMCHOBaHWE OpraHa, H3/JaBLIETO JOKYMEHT, AaTa IPHHSATUS
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WM YTBEPXKICHHS JOKYMEHT4, €ro perucTPalloOHHBIA HOMEp, a TaKKe
3arOJOBOK JJOKYMEHTA, 3aKJIFOUE€HHBIN B KaBBIYKH.

Hanpumep:

"B cooTBeTcTBUM C TmoOcTaHOBIeHWeM I'ybOepHatopa Bomrorpamckoit
obmactu or 10 centsbps 2012 r. Ne 832 "O6 yrBepxkaenun Ilonoxenus
O IIOATOTOBKE IIPOEKTOB MPaBOBBIX akToB [ybepHaropa Bonrorpamckoit
obnactu u AnMuHucTpaiun Bonrorpaackoit oonactu”...".

Ecmu TeKCT comep)XUT HECKONBKO MOpYy4YeHHH, pelIeHui, BBIBOIOB,
B HEM BBIACIAIOTCA Pa3fAeibl, NOAPa3AeNbl, yHKTHI, TOAMYHKTHI.

B TekcT moOxkyMmMeHTa MOrYT BKIIOYATHCA (QpParMeHTh, OPOPMIICHHEIE
B BUJI€ TaOJIHIIBI WU aHKETEL.

CTpaHuIbl TEKCTa HyMEpYyIOTCS HAa4HMHas CO BTOPOrO JIHCTa JOKYMEHTA,
apabCcKuMHu UPpaMu mocepe/InHe BEPXHETO OIS

TexcT mokyMeHTa OTHEISIETCS OT 3arojioBKa K TEKCTY ABYMS HIIM TPEMsI
MEXyCTPOYHBIMHA HHTEPBAJIaMHU.

4.2.3.13. OT™MeTKa 0 HATHIHH IPHI0KEHH.

OTMeTka O HaIWYMK NPUIOKEHUH MCIONB3yeTcs OpH O(GOpPMIICHUH
IMCEM U TPUIOKEHMH K TIOCTAHOBJICHUSAM, pACIOPSIKEHMSM, IUIaHaM,
nporpaMMamM, OTYETaM, IOJNOKEHUSM, [paBUiIaM, HHCTPYKIHUSIM H IPYrHM
TOKYMEHTaM.

B mucbMax oTMeTKa O IPUIOKEeHUH OHOPMIISETCS IIOA TEKCTOM IHMCHMA.
Ecnu npunoxeHue Ha3BaHO B TEKCT€ IHCHMa, B OTMETKE O IPHUIIOKEHHH
YKa3bIBa€TCsl KOJIMYECTBO JIHCTOB ¥ KOJHMYECTBO SK3EMILIAPOB IPUIOKEHHS.

Hanpumep:
IIpunoxenne: Ha 7 1. B 1 3K3.

ITpy Hanu4uy HECKONBKHUX NMPUIOKEHHH B OTMETKE O NPHIIOXKEHHH OHU

HYMCPYIOTCA, YKa3bIBalOTCA HAMMEHOBAHMUSA KaXIOr'0 IMIPHIIOKEHUI, KOJIUYECTBO
JIMCTOB U KOJIUYECTBO DK3EMIITIAPOB.

Hanprmep:
Ilpunoxenne: 1. 3aximoduenue Ha MPOEKT... HA 5 JI. B 2 9K3.
2. CnpaBka o nopabotke... Ha 3 1. B 1 3K3.

Ecia npunoxenus cOpOIIIOPOBAHBL, TO KOIMYECTBO JIMCTOB HE YKA3BIBACTCAL.
Ecnu mpunoxenue HampaBidiOT HE BO BCE yKasaHHBIE B JOKyMEHTE aJpeca,
TO OTMETKY O €r0 HAJIMIHU OQOPMIISIIOT CIeIyIOMHM 00pa3zoMm:

IIpunoxenue: Ha 3 11. B 1 3K3. TONBKO B IIEPBEIH ajpec.

Ha npuioxeHusX K IOCTAHOBICHHUSM, pAaCHOPSKEHHMSM, IPHKAa3aM,
IpaBUilaM, HHCTPYKLHSM, MOJIOKEHHUAM, IUIaHAM, IIporpaMMaM H APYTUM
JAOKyMEHTaM OTMETKa O MPHUIOKEHHHM IIPOCTABIAETCS Ha IEPBOM JIUCTE
IPUIIOKESHHA B IPABOM BEPXHEM YTIIy.
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Eciau npunoxenuii Heckonbko, onu Hymepyrotcs ([IPUJIOXEHUE 1,
IMPUJIOXEHME 2). Ecniu npunoxeHue ogHO, OHO HE HyMmepyeTcsa. B oTMmeTke
O MPWJIOXKECHWU YKa3bIBAIOTCS HAMMEHOBAHUE BHIA OCHOBHOTO JOKYMEHTA, €ro
Jiata U HOMep.

Hanpuwmep:
[MPMJIOXEHMUE 2

K IpPHUKa3y yIpaBIeHU
aenaMu AnMAHUCTpauu
Bonrorpanckoit odnactu

ot 01 deBpansa 2018 . Ne 10

Bun u pasmep mpudra pexpusura "OTMETKa O HANWYUU IPUIIOKEHHR"
JOJDKHBI COOTBETCTBOBATH BUY U pa3Mepy MpH(Ta TEKCTa JOKYMEHTA.

4.2.3.14. I'pud cormacoBaHus JOKyMEHTA.

CornacoBanue TmpoeKTa JOKYMEHTa C JIPYyrMMM OpraHU3aIUsIMH,
HHTEPECHI KOTOPHIX B HEM 3aTparuBaioTcs, oQpopmisieTcs rpudoM CoriacoBaHus
noxymenTa, Koropeii coctout u3 cioBa COI'JIACOBAHO (6e3 kaBbluek
U JIBOCTOYHS), JOJDKHOCTH JIMIA, C KOTOPHIM COTJIACOBAH NOKYMEHT (BKIIOYas
Ha¥MEHOBaHWE OpraHW3allud), JUYHOW NONNKMCH, pPacIU(POBKA MOANKHCH
(vHAOHATOB, GaMUIIMKN) U JAThl COTJIACOBAaHUS.

ITpoexT pmokymMeHTa MOXeT OBITh COIJIACOBAH  HEMOCPEJCTBEHHO
JIOJDKHOCTHBIM JIMIIOM, IIPOTOKOJIOM KOJUIETHAJIbHOIO OpraHa WIH CIIyXeOHBIM
TTHCHMOM.

Hanpuwmep:
COI'JTJACOBAHO

3aMecTHUTENb YIPABISIOIIETO
nenamu AIMUHHACTpAIUU
Bonrorpanckoii odnactu [Mognuce N.O.Pamunus

lara

COI''TACOBAHO

ITnceMo KxoMHUTETA CONUANBLHOM 3alIATHI
HaceJieHus Bonrorpazackoii odnactu
ot 21.02.2015 Ne 00-00/000

I'pud cornmacoBaHuss JOKyMeHTa OQOPMISETCS IOJ PEKBU3UTOM
"Ilognuce" 6imxe K HIXKHEMY IOJTIO JIOKYMEHTA.

Ecmu comepxaHue NOKyMeHTa 3aTpardBaeT MHTEPECHl OBYX WM Oojee
OpraHM3anyi, TIpuU@bl COINIACOBAaHWS JOKYMEHTa MOTYT pacCIIONararhCs
Ha OTAENbHOM JIMCTe corjacoBaHus. Ha OCHOBHOM [OKyMEHTE B MECTE,
OPEAYCMOTPEHHOM Ul PAclONOXKEHUs T'pUGOB COTIacOBaHHs OKYyMEHTa,
nenaercs otMerka "JIuCT cornmacoBaHus mpuiaraercs”.
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CornacoBaHue TOKyMEHTa OCYILECTBIIAETCA C:

OpraHaMy UCIIOJHUTENBHOU BiacTH Bosrorpamckoil o0mactu, HHTEpeCH
KOTOPBIX 3aTPAaruBaeT CoAepKaHue JOKyMEHTa,

TEePPUTOPHAIEHEIMU OpPraHaMu (enepalibHEIX OPraHOB HCIONTHUTENBHOM
BJIACTH B YCTaHOBJIEHHBIX C)epax AeATeNbHOCTH (IIPH HEOOXOMUMOCTH);

UHBEIMH OPraHH3alusIMH (IIPU HEOOXOIUMOCTH).

4.2.3.15. Buza.

CornacoBanue mpoeKkTa [OKYMEHTa C JO/DKHOCTHBIMH  JIHI[AMH
U CIleNHaIncTaMy opopMIIIeTcs: BU30MH.

Busa BkmoyaeT B ce0s JMYHYIO MOAMMChH, PACHIH(DPOBKY IOAMIHCH
(naunmanel, Qammmo) ©  gary. Ilpm  HeoOXOAMMOCTH — yKasbIBaeTcs
HanMEHOBaHUE JOJDKHOCTH JIMIA, BU3UPYIOINEro JOKYMEHT.

Hamnpuwmep:

3aMecCTHTeNb YIIPaBIAIOIIErO
nenamu AIMUHHCTpalH
Bonrorpanckoii obnactu [Monmuce N.0.®amunus

Jlata

Ilpu cormacoBaHMM HPOEKTOB IIPABOBBIX AKTOB YIIpaBleHHS ACIaMH
pexkBusut "Bmza" mpocraBnsercs B mone TaOnuubl OfaHKA COMIACOBAHUS
IIPOEKTOB IIPAaBOBLIX aKTOB YNPABIEHUS AeIaMHU.

Ha gpokyMeHTaxX, IONIMHHAKA KOTOPBIX MOMENIAIOTCS B  1ela
Ynpasienus e1aMy, BU3bI IPOCTABISIOTCS Ha 000POTHOM CTOPOHE TTOCHEIHEr0
JCTa TOKYMEHTA.

B cnyxeOHpIX muChMax BH3BI NPOCTABISIOTCS HA BTOPEIX 3K3EMILTAPAX
JAOKYMEHTa, IOMCIIAeMBbIX B J€]0, WIM Ha OOOPOTHOW CTOPOHE IOCIETHErO
THACTA TOAIMHHUKA, €CIH IMMChMO IEPECBIIAETCS afpecary Mo (pakCHUMHIbHON
CBs13U 0€3 JOCHUTKHU IOAIUHHMKA 110 IOYTE.

Ha Buyrpennux uMHGOPMAIMOHHO-CIIPABOYHBIX JOKYMEHTaX (3allHCKax,
CIpaBKax W JPYrMX) BHU3BI IPOCTABISIOTCS HA JIMLIEBOM CTOPOHE IOCIEIHETO
JIMCTa TOKYMEHTA IO, MOANHKCHIO, OTKEe K HUXKHEMY IIOJIO.

JlomycKaeTcs MoNMCTHOE BU3HPOBAaHAE TOKYMEHTA M €r0 IPUIIOKESHHUIL.

Ilpn Hanuuuy 3aMevanuii, OCOOLIX MHEHMH, IONONHEHHMH K POEKTY
AOKYMEHTA BH3a JIOMOJIHAETCS COOTBETCTBYIONIMM YKa3aHUEM.

Hampuwmep:

Nmerotcst 3amevanus (COINaceH ¢ y4eToM 3aMEYaHui  fp. ).

HauanesHHK oT1€Na IpaBoBOro

obecrieueHns ynpapieHus

Jenamu AMHHHCTpAIUU

Bonrorpanckoit obnactu IMoamuce N.O0.Damumus

JlaTa
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3aMeuaHus, MHCHHS O IPOCKTE JOKYMEHTa OQOPMIIIOTCS Ha OTHEIBHOM
JTHCTE ¥ TIEPEHAOTCS UCIIONHUTEIIO.

CornacoBaHue SJIEKTPOHHOTO ITOKYMEHTa OCYIIECTBISIETCS B TOPSJKE,
yCTaHOBJIEHHOM Hactosiei MHcTpyKimel, ¢ y4eToM TeXHUKO-(QYHKIMOHAIBHBIX
ocoberHocTtelt padorer ACI/.

4.2.3.16. Ilognuce.

B cocraB pekBu3WTa BXOAAT: HAUMEHOBaHME JOJDKHOCTH JIMIIA,
IOJIIMCABIIEr0 JOKyMEHT (IpH HWCIOJB30BAHWKA JOJDKHOCTHOrO OJlaHKa
HaMMEHOBaHHE JOJDKHOCTH HE YKa3bIBaeTCs), INUHas MOAIICH M €€ paciIn(poBKa
(uannuansl 1 damunus). PacmmdpoBka moamucu pacmonaraercsi Ha ypOBHE
MoCJIefHEH CTPOKM HAWMEHOBAHHS JODKHOCTH y NMPaBOW IPaHHIBI TEKCTOBOI'O
nojis. Mexay nHunuanamMu u GaMmuuei mpoOen He CTaBUTCS.

Hanpuwmep:

Ypasnsonui genamMmu
AJIMUHHUCTpAITUH
Bonrorpaackoit obnactu ITonnuck N.O0.®amunug

He pomyckaercs mnoanuceiBaTh AOKYMEHTHI C nOpemiorom '3a" Hid
IIPOCTABIICHHEM KOCOH 4YepThl Iepel HAHMEHOBAHHEM IOJIKHOCTH (H00aBIATH
KaKue-nuoo IpucTaBKu). Eciau pyKOBOAWTENb BPEMEHHO OTCYTCTBYET (OTIIYCK,
Oone3Hb, KOMAaHIWPOBKA) WM JO/DKHOCTh BAaKaHTHA, TO JOKyMEHT

MNOAIMUCBIBACT 3aMECTHUTCIIE PYKOBOIHUTEI, I/IMeIOIl[I/Ii;I npaBo IIOAITUCHIBATH
AOKYMCHTHI 3a PYKOBOIOHUTECIIA.

Hanpumep:

BpemenHno ocymiecTBastonmi

HOJITHOMOYHS YIPaBJIAIOIIErO

JenaMi ATMUHUCTPAIIHU

Boarorpazckoii obnactu IHoxamuce N.0.®amunusg

HpI/I MNOANUCAHUHU JOKYMCHTA HECKOJIIBKHMMH OOJDKHOCTHLIMU JIMIIaMHU

UX TOMMUCH PAacCIONararoTCs OAHA TIOJ IPYrod B IOCHENOBATEILHOCTH,
COOTBETCTBYIOLIEH NEPAPXUH JIOTDKHOCTEHA.

Ilpy moamucaHuu JOKyMEHTAa HECKONBKMMH JIMIIAMH, DPaBHBEIMHU
10 JOJDKHOCTH, HO IPEACTAB/ISIOIUMHI PAa3Hble OpraHbl, MOJITUCH PACIIONaraioT
Ha OJTHOM YPOBHE.

B nokymeHTax, COCTaBICHHBIX KOMHCCHEH, YKA3hIBAIOTCS HE NOJDKHOCTH
JIMILI, TOAIIMCEHIBAOIIUX JOKYMEHT, @ KX OOS3aHHOCTH B COCTaBE€ KOMUCCHH.

Hanpuwmep:
IIpencenarens koMuccun Ioamucsy N.O.Qamuius
Cekperaps KOMUCCHH [Toamuce N.O.Oamunms
YJieHbpl KOMUCCUH [Togmuce N.O0.®Oamunus

IMTommuce N.0.bamunusa
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Bun u pasmep mpudra pexsusura "Tloamucs" He MOTYT OmIHYATHCS
OT BUJ1a ¥ pa3Mepa LIpU()Ta OCHOBHOTO TEKCTa JOKyMEHTA.

Pexusur "Tlommuce" oTmensercs OT TekcTa OByMS MM TpeMs
OIIMHAPHBEIMK MEXAYCTPOUHBIMHU UHTEPBAIAMH.

HanMenoBanue MJOMKHOCTH JIMIA, MOANMKCABLIETO HOKYMEHT, II€YaraeTcs
OT JIEBOH I'paHMIBl TEKCTOBOTO IIOJIS Y€Pe3 MEXKIYCTPOUHBIH HHTepBai "Todro"
U BBIPaBHHBACTCS MO JieBOMYy nomo. PacumpoBka mommucu pacronaraercs
Ha ypOBHE IOCJIEIHEH CTPOKM HaUMEHOBAaHHUS JOIDKHOCTH JIULA, TIOAMHUCABIIErO
JOKyMEHT, ¢ MpPOOenoM MexTy MHMLManamMud ¥ ¢damunmei. [locnennss Gyksa
B pacIIH(POBKE OrPaHUYMBAETCS IPABBIM HOJIEM.

Ilpu odpopmnenun pexsusura "[lognuce" Ha 6naHKe YIpPaBIAIOLIErO
menamu (Ui PE3OMIOLME ¥ NMOPYYCHHMIt) BUA W pasMep MIPH(Ta YKa3aHHOrO
PEKBU3HUTA HE MOI'YT OTJIHYArkCs OT BHJA M pa3Mepa mpudra pexsusutos "Jlara
mokymenta" u "PerucrpanuoHHBIf HOMEp IOKYMeHTa", a CaM pPEKBH3HT
pacnonaraeTcs Ha pacCTosgHuu 1,5 cM oT HmKHe# rpanuiel GraHKa.

Ioamucanue 51eKTPOHHOTO TOKYMEHTa OCYINECTBIAETCS C MPUMEHEHHEM
Oll, mcmonb3yeMolt B NOPSAKE, yCTAHOBIEHHOM HOPMATHBHBIMU IIPABOBBIMH
akramu Poccmiickoll ®epepanuu, Bomrorpanckoii obmactm u  HacTosimei
WucTpyKuped, u ¢ y4eToM TeXHHUKO-(QYHKIMOHANBHBIX 0COOeHHOCTEH paboTsl
ACOI.

4.2.3.17. I'pud yTBepkaeHns JOKYMEHTA.

I'pud yTBepXkIEHHS NOKYMEHTA MPOCTABISETCS B BEPXHEM MPaBOM YIIIY
JOKYMEHTAa.

JIOKyMEHT = yTBEpXKIAeTCS [OOKHOCTHBIM JIHIOM (HODKHOCTHBIMH
JIMIIaMH) WK CHENHAaNbHO H3]1aBaeMbIM [IPABOBBIM akToM. IIpH yTBepxkmeHHH
OOKYMEHTa JOJDKHOCTHBIM JIMUOM TIPH( YTBEP)KICHHUS IOKYMEHTa IO/KEH
coctosATh U3 crnoBa Y TBEPXKIIAIO (6e3 xaBeiuek), HAMMEHOBAHUS AOKHOCTH
JULA, YTBEPXKIAOIIETO JOKYMEHT, €r0 IOAINCH, HHUIMAIOB, (aMHUIHK U AThI
YTBEPKICHUS.

Hanpumep:
YTBEPXAIO

Yrpapisionuii qenamMu
AnMuHHCTpaIuH
Bonrorpanckoit obnacTu

Ioamuce N.O.®amunus
Hara

Ilpy yTBEpKIEHHH TOKYMEHTa HECKOJNBKMMH JODKHOCTHBIMH JIMLAMH
UX MOMAIHKCH PACIONAraloTCs HA OJIHOM YPOBHE.

Ilpy yTBEpKIEHMM HOKYMEHTAa CHELHAlbHO H3IABAEMBIM IPABOBBIM
aKTOM TPU( YTBEPXAEHHA JOKYMEHTa COCTOMT u3 cioBa YTBEPJKIEHO,
COrTTaCOBAHHOIO B POJC M YHCI€ C BHAOM YTBEPXKAAEMOrO JOKyMEHTa
(monoxenue, IIIaH, NMpaBHIa, NPOrpaMma), HAHMEHOBAHHA BHIA AOKYMCHTA
B TBOPHUTEIBHOM Tajiexe ("mocraHoBneHueM"), ero 1arkl © HOMEpa.
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Hampuwmep:
YTBEPXJEHO

MIPUKA30M YNIPABIICHUS
JenaMu AJIMHHACTpAIAN
Bonrorpanckoit obnactu

ot 15 centsabpst 2017 r. Ne 35

4.2.3.18. OTTHCK MIEYaTH.

OTTHCK me4aTd SBISETCS MOATBEPIKAECHHUEM IOMIMHHOCTH IOAIMCH
AOJDKHOCTHOIO JIMI[A Ha JOKyMeHTe. OTTHCK IeYaTH CTaBHUTCS Ha JOKYMEHTax
B CIIy4asx, MPeLyCMOTPEHHBIX 3aKOHOAATEIbHBIMY WIIH HHBIMH HOPMATUBHEIMH
IPaBOBEIMU aKTaMH. OTTHCK IEYaTH CTaBUTCA Ha CBOOOJHOM OT TEKCTA MECTE,
IpA 3TOM OTTHUCK II€YaTH HE 3aXBAaTHIBAET JIMYHON MONIHCH JODKHOCTHOTO
JUIA M MOXET 3axBaTblBaTh 4YacTh HAWMEHOBAHUS JOJDKHOCTH JIMIA,
HNOJIHUCABIIETO JOKYMEHT.

B ZoKyMeHTaX, HOATOTOBIEHHBIX HA OCHOBE YHH(DHIIMPOBAHHEIX (POpM,
1e4arh CTABUTCA B MecTe, 0003HaueHHOM oTMeTKO# "MII" winn HHBIM 06pazoM.

4.2.3.19. OT™MeTKa 0 3aBEPEHHH KOIIHH.

JUis CBUIETENBCTBOBAHUS BEPHOCTH KONMH (BBIMHCKH W3 JOKYMEHTA)
TIOAJMHHUKY TOKYMEHTA Ha IOCIIEAHEM JINCTE KONUY (BBITHCKA U3 TOKYMEHTA)
Ha CBOOOJHOM MECTe IO TEKCTOM JIHOO Ha oOpaTHO# cTOpoHe odpopmisiercs
pexBu3uT "OTMETKa O 3aBepeHHM KONHH", BKIIOHAIOIMii: cioBo "BepHo"
("Komust BepHa"), HauMeHOBaHHE IOJDKHOCTH JIMIA, 3ABEPUBIIETO KOIHIO;
JMYHYIO [OAIMCh, pPAaCHIUQPOBKY IOAIKCH, JaTy 3aBEPEHHdA; I1€9aTh
(Ip¥  mpEeNCTaBAe€HWH KONMMHM MM BBIOMCKM H3 JOKYMEHTa B JPYryIo
OPraHM3alldio), NPH HEOOXOAMMOCTH PEKBH3HT MOXET COJEp)KaTh yKa3aHHe
Ha MECTO HaXOXAEHUS MOATNHHAKA JOKYMEHTA.

JIMCTBI MHOrOCTPaHUYHBIX KONUH (BBIUCOK U3 JOKYMEHTa) HyMEPYIOTCH,
OTMETKA O 3aBEPEHUH KOIWHU JIOMOJHAETCS YKa3aHMEM KOJIMYECTBA JIMCTOB

KONMU (BBIIUCKH W3 JNokyMeHTa): "Bcero B kommu 1.". Homyckaercs
3aBepsATh wmTaMnoM "Komus" KaXObId JTHCT MHOTOCTPAaHMYHOM KOIMH
NOKyMeHTa, OTMeTKa "BepHo" B  TakoM  ciydae  IIPOCTaBISETCS

Ha JIMLEBOM MM 0OpaTHOR CTOPOHE MOCIIeHETO JIUCTA KOUK JOKYMEHTA.

4.2.3.20. OtMeTrKa 00 HCIIOIHUTEIE.

OrmeTka 00 HCIIOMHMTENE NOKYMEHTa IMPOCTABISETCS B JEBOM HIDKHEM
YTy JTMIEBOH CTOPOHBI IIOCIIEIHETO JIMCTa TOKYMEHTA.

OtmeTka 00 mCHoNHUTENe BKIIIOYAET MHUIMANE], (GAMUIHIO UCTIONHUTES
U HOMep ero tenedoHa.

Hampumep:

. .UBanos
(8442) 24-24-24

OtMmeTka 00 HCIIOIHUTENE AOKYMCHTA MOXET OOIOJIHATHCA YKa3aHUCM
JOIIKHOCTH UCIIOJTHUTECII.
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PexBusut "OtMerka 06 ucnonHuTene" mevaraercs mpudrom Times New
Roman 12 o6pr4HON HACBIIIEHHOCTH.

4,2.3.21. Yxazauus 0 UCHIOTHEHUIO TOKYMEHTa (Pe30JIIoLus).

VKa3zaHus 10 HCIONHEHUIO JOKyMeHTa (pe3onomus) O(QopMIIIIOTCS
HEIOCPENCTBEHHO Ha JOKYMEHTe (B 3aroJIOBOYHOI YacTH IOKYMEHTA) HIH
Ha OJIaHKe TOJKHOCTHOrO KA (71 PE30IOUI U MOpYyUeHHH ).

VkazaHus 10 MCIOTHEHHIO JOKYMEHTa BKIIFOYAIOT: HHULIUAIBL, haMIITUH
UCIIOJIHUTENeH, comepkaHue TopydeHus (Opud HEOOXOAMMOCTH), CPOK
UCIIOJIHEHUS, TOAUCH PYKOBOIUTENS U JaTy.

Hanpuwmep:

H.B.Mopo3osy,
HN.A.®Denoceenoii

[Ipomy noaAroToBUTH
npoekT nmocraHopneHus K 20.05.2018

IMoamuce Jlata

4.2.3.22. OT™MeTKa 0 KOHTpOJIE.

OTMETKy O KOHTpOJIE TPOCTaBISAIOT HA JOKyMEHTaxX, IOCTaBIEHHBIX
Ha KOHTPOJb, ¢ IOMOIIB0 Imtamna "KoHTponb" Ha BepXHEM II0Ji€ JOKYMEHTa
CrpaBa.

4.2.3.23. Ormerka 00 WCIONHEHWH TOKYMEHTa M HAIIPaBIEHHH €ro
B JIETIO.

} OtmeTrka 00 UCTIOTHEHUH JIOKYMEHTA U HANpPaBJICHUU €ro B JEJI0 COCTOUT
u3 cnoB "B geno", ykazanus mHjeKca Jiela, B KOTOpOe NMOMeIaeTcsl IOKYMEHT,
MOJNMUCH OCHOBHOTO HCIOJHHUTENS WM PYKOBOAHWTENS CTPYKTYpPHOTO
nojpaszeneHus YupaBieHus AeNaMy U JaThl.

OtmMmetka 00 HCIIONIHEHUH JTOKYMEHTa M HAllPaBJICHHUH €ro B JEJIO0 MOXET
JIOTIONHATHCSA WHOpMaleit 00 0COOEHHOCTIX UCTTONTHEHHS TOKYMEHTA.

OTtMmerka 00 UCHONHEHWH [OKYMEHTa M HaMpaBIeHUH €ro B JeJo
MOAMKCHIBACTCA W JATUPYETCS OTBETCTBEHHBIM HCIIONHHUTENIEM NOKYMEHTa HIIM
PYKOBOAUTENEM CTPYKTYPHOTO IMOIpa3felieHhs] YIpaBJIeHHUS JACIaMH, B KOTOPOM
WCIIOJIHEH JIOKYMEHT.

4.2.3.24. OtmeTKa O MOCTYIUICHHH TOKYMEHTA.

OTMeTKa 0 NOCTYIUIEHHHM NOKYMEHTa B YIpaBJICHHE IEJIaMH COMEPKUT
BXOISIIUHA PETUCTPALlMOHHBI HOMEp M [1aTy MOCTYIUIEHHS IHOKyMeHTa (IIpH
HEOOXOAMMOCTH — Yackl M MHHYTHI). JlommyckaeTcsi OTMETKY O MHOCTYILICHHH
IIOKyMEHTa MPOCTaBIATH C HCHOJIL30BaHUEM IITaMIIA.

4.2.3.25. I'pud orpanmdeHus AOCTyHa K JOKYMEHTY.

I'pudp  orpanmyenus  gocTtyma K  IJOKYMEHTY  HOPOCTABISAETCH
Ha JOKYMEHTAX, COIepKaluX HH(POPMAIUIO, OTHOCUMYIO K CITy>KeOHO# TaitHe
WK K HMHOMY BHIY KOHOUACHIMAIbHOM uHbopMmanuu. B cooTBeTcTBHU
¢ nocraHoBienueM I'yoepHaropa Bosarorpamckoit obmactu or 29 mas 2013 r.
Ne 503 "OO0 yrBepxneHuu VHCTPYKIMM O MOpsaKe oOpalieHus CO CIyXKeOHOIM
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vH(pOpMalued OrpaHMYeHHOTO PACIPOCTPAHEHHS B OPraHAX HCIIONHUTEIHHOM
Bnacti Bonrorpaackoii obmactu" rpud orpaHmdYeHMs NOCTYNA K AOKyMEHTY
Ha JIOKyMEHTax, comepKamux HHOOPMAIHIO, OTHOCUMYIO K CiIy)KeOHOH TaiiHe,
umeer Bun "Jlng  cmyxebHoro monb3oBanusa". OTMETKa IIPOCTABISETCS
B BEPXHEM IPaBOM YIJy IIE€PBOrO JIKCTA AOKYMEHTAa M MOXKET OMOJHATHCH
yKa3aHHEM HOMEPA IK3eMIUISIpa JOKyMEHTA.

4.2.3.26. CxeMbl PacCHONOXEHUS PEKBU3UTOB M TIPAHUI] 30H HA JIUCTE
dopmara A4 npuBeIeHBI B IPAIOKEHNAX 1, 2 K HACTOSIIEH HUucTpyKknum.

4.3. bnaHKu JOKYMEHTOB

4.3.1. JlokyMeHTHI, co3naBacMble B YIIPaBIEHWH J€JIaMH, M3TOTABIHBAIOTCH
Ha CTaHAAPTHBIX JUcTax Oymaru popmara A4 (210 x 297 mm), A6 (105 x 148 Mm)
¥ (WIM) B BUJE DIEKTPOHHBIX JOKYMEHTOB, UMEIOT YCTAHOBJICHHBI COCTAB
0053aTENBHBIX PEKBU3UTOB U MOPSIOK UX PACTIONOKEHHUS.

4.3.2. VnpapiieHre fe1aMu OpraHu3yeTr pa3paboTKy ¥ H3TOTOBJICHHE OJIaHKOB
JOKYMEHTOB YITPaBIICHHUS JIEJIaMHU.

PaszpaGoTka u u3roToBieHHEe OJaHKOB JOKYMEHTOB C BOCIPOH3BENCHUEM
[epba Bonrorpanckoii o6macté VYrpaBieHHs HeNaMH  OCYIIECTBISIOTCS
B COOTBeTCTBMHU ¢ 3aKoHOM Bomrorpanckoit obmactu or 18 cenra6ps 2000 r.
Ne 436-O/1 "O I'epb6e u Dnare Boarorpanckoii obimactu".

4.3.3. bnanky NOKyMEHTOB ¢ Bocmpou3BenenreM I'epba Bonrorpanckoii
obmactu (nanee MMeHYIOTCS — repOoBble ONaHKd) A1 YIIpaBieHHS JenaMu
H3rOTaBIUBAIOTCS THIOrpaCcKuM cocoOoM Mo 3aka3y YipapieHus AeIaMu.

43.4. B VYnpapneHuu nemaMu HCIONB3YIOTCS CIENYIOIHE OJAHKH
¢ BocnpousserienueM ['epba Bonrorpanckoit obnactu, MMeroIIMe yCTaHOBIECHHII
COCTaB PEKBH3HTOB:

O7aHK IpUKa3a YIpasBieHus JeTaMu;

OnaHk mnuchkMa YNpPaBNeHHMs JellaMH C  YIIOBBIM  PACITIONOKEHHEM
PEKBU3HUTOB;

OnaHK TNUCEMa VYIpaBIECHHsS IeJaMHU C MPOJOTLHBIM PACIIOIOKEHHUEM
PEKBHU3UTOB;

ONaHK ynpaBiIsIoONIEro Aenamu (U1 pe30JiONUi ¥ MOpyYeH i );

OmanK  3aMecTHTENs  YNPaBIAIOIEr0 gmelaMu (IS Pe3ONIoLHii
U TIOPYYCHUH).

DOpMbI  BBILIETIEPEYHCICHHBIX ONAaHKOB TPUBENEHBl B IIPHIOKCHHH 3
K Hactosmed MHCTpyKuu.

4.3.5. TunorpacKuM CIOCOGOM H3rOTABIUBAIOTC CIIEAYIOIUE BHIbI
OJIaHKOB:

OnaHKk ImECbMa VYTpaBIeHHS MOeNaMd C YIIOBRIM  PACIONOXECHHEM
PEKBU3HTOB,;

OaHK nuceMa VYIpaBlIeHWs [AeiNaMH C NPOAOILHEIM PACHONOKECHHEM
PEKBU3UTOB.
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Ha  BelmenepeuncneHHbIX  TrepOOBBIX — ONaHKaX,  HM3rOTOBIEHHBIX
TunorpackuM cnocoboM, cieBa B HIDKHEH yacTé OlaHKa Ha ero 00OpOTHOM
CTOPOHE IIPOCTABIAIOTCS MOPAAKOBBIE HOMEPA JIJIs OpPTaHM3aLKH UX YIETa.

Hpyrue Buzapsl repOOBBIX ONAHKOB, HCIOJNB3YEMBIX B YIIPaBICHHHU
JieJIaMHU, U3rOTaBIUBAIOTCS C MOMOIIBIO KOMIBIOTEPHOU TEXHHUKH.

4.3.6. brnaHku nOKyMeHTOB VYTpaBieHus JelaMH pa3pabaThiBaloTCs
Ha OCHOBE YIJIOBOTO WJIM NIPOJOJBHOTO BapHaHTa PACIONOKEHHSI PEKBH3HTOB:
IPH YIJIOBOM BapHaHTE PEKBH3HMTHl ONaHKa PAcIoNararoTcs B BEPXHEM JIEBOM
YTy, IPY MPOJOJIHLHOM — MOCEPEAMHE JINCTA BAOJIb BEPXHETO IIOJI.

Hcnonp3oBaHue YIrIOBOTO WM TPOJOJILHOTO OlaHKa He BIHAET
Ha IOPUIMYECKYIO CHJIy JOKYMEHTa WM ero IpaBoBOi cTaryc. PekBU3UTHI
OnaHKa M OrpaHUYUTENBHBIC OTMETKH Ui PEKBH3MTOB B IpeleiiaX IPaHMIL
30H PACIOJIOXEHUs PEKBU3UTOB pPa3sMEIIAOT ICHTPOBBIM (HAYal0 U KOHEII
KaXIOi CTPOKM DEKBHU3WTOB PABHOYIAJIEHBl OT TPAHMI[ 30HBI PACIIONOXKEHHUS
PEKBU3UTOB) WJIH (IArOBBIM (KaXK/1as CTPOKa PEKBU3UTOB HAYMHAETCS OT JIEBOM
T'PaHUIIBI 30HBI PACTIOIOKECHUS PEKBU3HTOB) CIIOCOOOM.

4.3.7. lokyMeHTHI, U3[laBaeMble OT UMEHH IBYX WK 0ojiee opranusanuii,
ohopMIISIOTCS Ha CTaHAAPTHBIX JHCTax Oymaru Oe3 OnaHka.

4.3.8. Opranuzanus paboThl 10 H3TOTOBJIEHUIO THIIOIPAGCKUM CIHOCOOOM
repOOBBIX OJIaHKOB YTIpaBiieHHs AeIaMy BO3JiaraeTcs Ha oOLui OT/ell.

4.3.9. B nenax obecnedeHus mopsi/ika HCIIOIb30BaHHS repOOBBIX OIaHKOB
BE/IETCS MX Y4eT KaK JOKYMEHTOB CTPOroif OTYETHOCTH.

OTBETCTBEHHOCTH 3a y4eT repOOBBIX OJIAHKOB, BBIIABAEMEIX PaOOTHHKAM
VYnpasneHns genamu, Bo3jiaraetcs Ha OOIIUi OTHEN.

Yder repOOBbIX OJIAHKOB OCYLISCTBISETCS B JKypHale€ ydYeTa
HOCTYIUIEHUS TepOOBBIX OJIaHKOB.

VYIOIHOMOYEHHBIE JIMIIA CTPYKTYPHBIX IOApa3sfeNeHuil YmpapiaeHus
JeNaMH TIOJIy4aroT repOOBEIe ONIaHKH B 00IIEM OT/eNe MO/ MOINUCE B KYPHAIE
BbITaYX OJIAHKOB. '

@opMBl KypHana ydeTra NOCTYIUICHWs repOoBBIX OIAaHKOB M JKypHaia
BBIIaYN TepOOBBIX ONaHKOB NPHBENEHBI B INPHUIOXKEHUHM 4 K HacTosIeit
Wnctpyxiun.

4.3.10. T'epboBble ONaHKA MCHOONB3YIOTCS TONBKO II0 HA3HAYCHHIO
M XpaHaTcs B cedipax mium Meraumueckux mkadax. Ilepemaua rep6oBBIX
OJIaHKOB IOCTOPOHHUM JIAIIAM HE [OMyCKAETCs.

OtBeTCTBEHHOCTh 3a oO0ecneueHue COXPAHHOCTH TepOOBHIX OIAHKOB
M TPaBUIBHOCTh HMX WCHOJNL30BaHMS HECYT PYKOBOIOHTEIM CTPYKTYPHBIX
IOJpa3/ieNIeHuil, MONy4yuBIINX repOOBEIE OJIaHKH.

43.11. HcnopueHHBlE ¥ HeBOCTpeOOBaHHBIE TepOOBEIE OJAHKH,
H3rOTOBIICHHBIE THIOTPadCKUM CHOCOOOM, BO3BPALIAIOTCS B OOIMH OTHEIN
IJI MX CHUCAHUS U YHUYTOXKEHHS IO aKTy.

Ilo daxty yHHYTOXEHHS OOIMM OTHENOM COCTABISETCS  aKT
00 yHMYTOXKeHHMH OJaHKOB NOKyMEHTOB B YNIPABJICHHH A€IaMH AJIMHHUCTpALH
Bomnrorpanckoit obnactu ¢ Bocponssenennem ['epba Bonrorpaackoit obnactu
10 (hopMe COTacHO MPUIOKEHHUIO 5 K HacTosmed UucTpyximn.
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4.3.12. bnauk mnpuxasa VYOpasleHHS AENAMH CONEPXKHT CIEAYIOLIHE
PEKBU3UTHI:

a) I'ep6 Bonrorpazckoii obnacru;

0) HauMeHOBaHue YIIpaBJIEHUS [IelIaMHu,

B) HAHMEHOBAHME BH/A JJOKYMEHTA;

I') Aara JOKYMEHTa,;

J) PETUCTPAMOHHBINA HOMED JIOKYMEHTA;

€) MeCTO coCTaBJIeHHUs (U31aHuUs) TOKYMEHTA.

4.3.13. bnanku muceM YIpaBieHHs AeNaMd C YITIOBHIM U MPOKOIBHBIM
PACIONOXEHUSIMHE PEKBU3HTOB CONIEPXKAT CIIEMYIOIINE PEKBU3UTHI:

a) I'ep6 Bonrorpazckoii o6nacTi;

0) HauMeHOBaHWe YIIPABICHUS JIEIAMU,

B) CIIPaBOYHEIE JaHHBIE 00 YIIPAaBICHUH [IENIaMU;

T) 1aTa JOKYMEHTa,;

1) PeTUCTPAIIMOHHBIN HOMEP IOKYMEHTA;

€) CCBLIKA Ha PEerHCTPalMOHHbIN HOMED U 1aTy JOKyMEHTA.

4.3.14. bnanx ynpaBismoImero AedamMu (Ui PE3ONIONME M HOpyYEeHHH)
BBINIOJTHAETCA Ha UcTe hopmara A6 1 COXEPKUT CHEAYIOLINE PEKBH3UTHL:

a) I'ep6 Bomnrorpaznckoit obnacry;

0) HauMEeHOBaHHE JOJDKHOCTH,

B) JlaTa JOKyMEHTa,

T') PETHCTPAIlMOHHBIH HOMEpa J0KYMEHTA;

1) TIOIIHCH.

Odopmenne u cocTaB peKBU3UTOB GIaHKA 3aMECTHTENS YIPaBIISIOLIETO
feniamu (I71s Pe3ONOIMi U MOpydYeHuil) aHATOTHIHBI OQOPMIIEHHIO M COCTABY
PEKBH3UTOB ONIaHKa yIpPaBJISIOIEro AenamMu (Ui pe30oNIOLuii 1 MOpydeHHii).

4.4. Odopmienne MpoeKToB 3akoHOB Bonrorpaackoii obmactu

44.1. VYnpasneHne Jnenamu pa3pabarbIBAET MPOEKTHl  3aKOHOB
Bonrorpagackoii obnacTH IO BONPOCaM, OTHECEHHBIM K €ro ITOTHOMOYHSM,
BO MCIIOIHEHUE aKTOB 3aKoHozaTenbeTBa Poccuiickoii ®enepanmu, Bonrorpanckoii
0065acTu.

4.4.2. llpouenypa DNOOTOTOBKM ¥ BHECEHHs TPOEKTa 3aKOHa
B Bousrorpanckyio obnactayro Jlymy ompenenena Ycrasom Bonrorpamckoit
obnactu or 24 despans 2012 r. Ne 1-OJI, 3akonom Bonrorpanckoii o6nactu
or 09 mekabps 2014 r. Ne 169-OJl "O HOpMATHBHEIX IIPAaBOBBIX aKTax
Boarorpanckoii obmactu" M mocraHosieHneM Bojrorpamckoil  06macTHOIM
Hymbr ot 18 mosGps 2015 r. Ne 23/1453 "O Pernamente Bonrorpamckoit
obmactHo# ymer".

4.4.3. Tlpoekts! 3axkoHOB Bonrorpamckoit o6macTu pa3pabaThIBAIOTCS
Ha OCHOBaHWMH mopy4yeHud ['yOepuatopa Bomrorpamckoii o6nactu, Buie-
rybepHaropa — pykoBoautess annapara ['yGepraropa Bonrorpanckoit o6macry,
nepBoro 3amecrurens I'ybepHatopa Bosrorpajckoii o6imactu, 3aMecTuTelneit
['ybepnaropa Bonrorpamckoil o0nacT, yIOpaBIfIOmEro [eiaMu, a Takke
10 MHULIMATHBE CTPYKTYPHOI'O NOApa3e/ieHus YIIpaBiaeHus AeJIaMH, K 3amadyaM
H QYHKIHAM KOTOPOTO OTHOCATCA BONPOCHI, IIPEAaracMbi€ K YPEryINPOBAHUIO
JaHHBIM IPOEKTOM.
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444, OUHAHCOBO-DKOHOMHYECKOE OOOCHOBaHHE K 3aKOHONPOEKTY
COTJIACOBBLIBAETCSL C PYKOBOLHUTENEM CTPYKTYPHOTO IIOAPA3/eICHUs YIIPaBICHUS
HejaaMi, YIIOITHOMOYEHHOIO IO BOIPOcaM OIOMKETHOTO IUIaHUPOBaHMs U (WIIH)
OyXraJlTepcKOro ydera ¥ OTYE€THOCTH.

4.4.5. IIpoeKThbl 3aKOHOB M MPHJIOXKECHUSA K HHM, HOATrOTaBIMBAEMBIE I
BHECeHHss B Bonrorpagckyio obmactHyro [lyMmy, medartaroTcs Ha CTaHAAPTHBIX
nucrax Oymaru gpopmara A4 mpudrom Times New Roman 14.

BepxHee nose 3aKkOHONPOEKTa YCTAaHABIUBAETCS PaBHBEIM 2 CM, JIEBOE
nosue — 2,75 cMm, paBoe — 2,25 cM, HIKHee — 2 CM.

4.4.6. 3aKOHOIIPOEKTHI UMEIOT CIIEeAYIOIIMe peKBU3UTHL: "HamMeHoBaHMe
BUuAa AoKymeHTa', "3aronmoBok k Tekcty", "Tekct mokymenta", "Ilommmce",
"Bu3za", MOMETKH U MOTYT COAEPKATh IPHUIOKEHHUS.

4.4.7. Ha mnepBoil cTpaHHIleé 3aKOHONpPOEKTa B Mpelelax BepXHei
¥ IIPABOM FPaHMI] TEKCTOBOr'O MO 0€3 OTCTYIAa OT BEPXHETO IOJIs B [BE CTPOKH
yepes OOMH MEXCTPOYHBIM MHTEpBaJl medaraeTcs moMmeTKa: "Baecen
I'ybepratopom Bomrorpanckoit o6nactu” ("Buecen Anmumucrpanueit
Bonrorpanckoi obnactu"), KoTropas BBIDABHHBACTCS 110 JIEBOM IpaHMIE
IIOMETKHU.

Ha paccrosHMM MeXCTpOYHOro WHTEpBasia 24 NIT OT BhHINICHA3BAHHOM
TIOMETKH y IPABOH IPAaHHLIbI TEKCTOBOTO MOJIS TieYaraercs nomerka "lIIpoekt".

4.4.8. HaumenoBanue Buna nokymenta — 3SAKOH BOJITOI'PA/ICKOU
OBJIACTH — otmensiercs or cnoBa "IIpoeKT” MEXCTPOYHBIM HHTEPBAIOM
42 nr. Cnopa "3AKOH" u "BOJII'OI'PAJICKOUM OBJIACTH" neuararorcs
NPONMUCHBIME OyKBaMH B IBE CTPOKH depe3 OIMH MEXCTPOUYHBIA HHTEPBAI,
BBIIECIIAIOTCS TIOJIYKUPHBIM IIPAPTOM, BEIPAaBHUBAIOTCS IO IIEHTDY.

4.4.9. 3aronoBok K TEKCTy OTHEJSAETCS OT MPEHbIAYLIEr0 pPEKBH3WTA
MEXCTPOYHBIM HHTEpBaJOM 36 NT, Iedaraercs 4Yepe3 OAMH MEXCTPOUHBIM
UHTEPBaJ, BBIIENAETCS MONYXUPHBIM IIPHGTOM M BBHIPABHUBAETCS IO LEHTPY.
3aro0BOK NEYaTaeTCs C MPOMUCHOM OYKBBI M OTBEYAET HA BOIIPOC, O YEM H3JaH
3aKOH, WM B HEM IPUBOAMTCA Ha3BaHWE KojeKca. Todyka B KOHIIE 3arojIoBKa
HE CTaBUTCS.

B 3arojoBke 3aKOHONPOEKTa O BHECEHHHM W3MEHCHHU B JEHCTBYIOIHE
3aKOHbI HEOOXOIMMO Ha3blBaTh IPHYMHBI BHECEHUS M3MEHEHUI WM KOHKPETHYIO
HOPMY, B KOTOPYK BHOCSITCI HU3MEHEHUs, a B Cilydya€ HEOOHOKPATHOIoO
U3MCHEHHSI OIHOM M TOM e HOPMBI — JOIOJHHUTENTbHO YKa3blBaTh, B KaKOU
UMEHHO YaCTH OHA U3MEHACTCH.

Hanpuwmep:

O BHeCeHHH H3MEHEHHH B OTAe/IbHbIE 3AKOHOJATEILHbIE AKThI
Bosarorpaackoii 06;1acTH B CBSI3HM ¢ NPUBEXEHHEM B COOTBETCTBHE
¢ O10/IZKETHBIM TPONECCOM

17011
O BHecennn u3meHeHHs B ctathio 14 3akona Boarorpaackoii 061actu

ot 09 nexabps 2014 r. Ne 169-O/1 "'O HopMaTHBHBLIX NPABOBBIX AKTAX
Boarorpaackoii odsiactu"
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4.4.10. TekcT TOKyMeHTa OTAEISETCS OT 3arojIoBKa K TEKCTY MEXCTPOYHBIMU
MHTEpBaNaMu 36—48 T 1 mevaTaeTcs 4epe3 OAMH MEXKCTPOIHBIH HHTESPBAIL.

TeKcT 3aKOHOIPOEKTa MOXKET MOAPA3IEIATECS Ha IPeamMOyly M OCHOBHYIO
gacts. [IpeamMOyna ompejenseT 3aqauu, CTOSIIHE MEpel 3aKOHOM, H CHOCOOHI
WX pa3pellieHus U CONEPXKHUT B cebe pa3bsICHEHUE MOTHBOB M LEJeH M3AaHMUS.
HopMmaTuBHBIE IPEIIHCAHUS B IpeaMOyTy HE BKIOYAlOTCS.

HopMbl  3aKOHOMpOEKTa JOKHBI OBITh  COPMYIHMPOBAHBI YETKO,
C HCKIIOYEHHEM BO3MOXHOCTH MX IBOMHOro TONKOBaHMsA. He pomyckaercs
ynotpebleHHe yCTAapeBIIMX CJIOB H BRIPaXEHMH, OOpa3sHbIX CpaBHEHHUH,
SIHUTETOB. B 3aKOHOIPOEKTax MOTYT [aBaTbCsS OIPEAEICHHS MaJOU3BECTHBIX
IOPUIMIECKUX, TEXHUYECKUX U APYTHX CIIELIMATbHLIX TEPMUHOB.

B 3aKoHOIpOEKTaX HOPMATHBHBIC TNPEANKHCAHUA H3JIaraloTCd B BHIC
cTaTedl, MMEIINMX IOpsAaKoBele HoMepa. CTaTbu MOTYT IOAPA3AEIATHCS
Ha 4acTd. B wacTsax crareil MOTYT COepKaThCsl IIyHKTHI U OAITYHKTEI.

CTaTby OJNU3KOTO COAEPKAHUS 3HAYUTENBHBIX IO OOBEMY 3aKOHOIPOEKTOB
OOBEAMHSAIOTCA B I71aBEL. B HEOOXOAMMBIX CIIydasX IIIaBBl MOT'YT OOBEIHUHATEC
B pasenbl. Pazens! u riaaBsl HMEIOT 3aTOJIOBKU U CKBO3HYIO HyMEpaIltIoO.

3arojoBKKM pa3fieioB M TJIaB II€YaTAalOTCs IPONHCHBIMEH OyKBaMu
HONY)XUPHBIM IIPpu)TOM ¥ BHIPAaBHUBAIOTCA IO ILEHTPY. ToYKka B KOHIE
3arojioBKa He cTaBUTCA. HoMepa pa3zienioB U IJ1aB IPOCTABIAIOTCS PUMCKUMMU
uudpammu.

Hanpuwmep:

PA3JIEJI 1. TIPABO COBCTBEHHOCTH U JPYI'UE
BEIIIHBIE IIPABA

CnoBo "Cratbs" meuaraercsi Ha paccTOSSHUU 1,25 ¢M OT NeBOM TpaHULIBI
TEKCTOBOro ToJis ¢ mpomnucHodl OykBel. Homep craTteum mpocraBnsercs
apaOCKUMHU IHdpaMu. 3arojloBOK CTAThH I€4aTaeTcs € MPONUCHOH OyKBBI

HOJMYXHUPHBIM IIpU(GTOM B OAHY CTPOKY C OOO3HaY€HHEM HOMeEpa, IOCie
KOTOPOT'O CTaBUTCS TOUKa. Touka B KOHI[E 3arojioBKa HE CTABUTCH.

Hampumep:

Crarbs 14. IlnaHbl 3aKOHONPOEKTHOH aesiTeJbHOCTH I'yOepHaTopa
Bouarorpaackoii o6yactu m Aamunuctpanuu Boarorpaackoii o6.aactu

Tekct crarb oOTHENAETCSs OT 3arojioBKa JABYMsS MEXCTPOUYHBIMH
UHTEpBAJIaMHU.

Ilpy OTCYyTCTBHH 3arojioBKa K TEKCTy CJIOBO 'CTaTbi' U HOMEp
BBIACISIIOTCS  MONY)XKHPHBIM — [IPUQPTOM, TOYKAa TIOCIE HOMEpa CTaThH
He CTaBHUTCS. TE€KCT CTaThd IE4YaTacTCs Yepe3 ONMHAPHBIM MEXCTPOYHBII

unTepBai. [lepBas crpoka ab3ana HauMHaeTcs Ha pacCTOSHUAM 1,25 CM OT JIEBOM
rpaHULIbl TEKCTOBOTO TOJIA.



27
Hanpumep:

Cratbs 1

Buectu B 3akon Bonrorpaickoit obnactu or 29 nosbpsa 2012 r. Ne 165-O]]
"O mareHTHOM cucTeMe HaOroo6I0KeHU " H3MEHEHHS, H3TIOXKUB. ..

CTaTei HMEIOT €IMHYIO CKBO3HYIO HyMEPALHIO.

Hymepaiiusa myHKTOB OCyIIecTBiseTcs apaOCKuMu IudpaMH ¢ TOYKOI
B Ipefieniax Kaxaou crared. [loamyHKTsI 0603HAYalOTCS CTPOYHBIMH OyKBAMH
pycckoro andasuTa ¢ 3aKphIBaIOIIE KPYIiioi cKOOKOH.

Iloanucek oTHensercs OT TeKCTa TOKYMEHTa MEXCTPOYHBIM MHTEPBATIOM
36 mr u cocrour u3 cnoB '"I'ybepmarop Bomrorpagckoit o6mactu"
u uHHOManoB, Gamunuu [yOepuatopa Bomarorpaackoii o6mactu. Crosa
"'yGeprarop" u "Bonrorpaackoii obmactu" meyararoTcs B IBE CTPOKH depes
OWHAPHBIA MEKCTPOYHBIM HHTEPBAJ OT JICBOH TpaHHMIbl TEKCTOBOL'O IIOJA.
Wunupaner v pamunus 'ybepraropa Bonrorpamckoit o6nactu ykassIBaroTCs
y TMpaBOM TpaHMIBl TEKCTOBOTO TIOJNS HA YPOBHE IOCHENHHX CJIOB
HAaNMEHOBaHHS HODKHOCTH.

OtMmeTKa 00 UCHONHUTENE W JaTa MOATOTOBKH 3aKOHOIPOEKTa OTHENSIOTCS
OT TMOANKMCH YETBIPbMS MEXKCTPOYHBIMU MHTEPBaJlaMH. TEKCT OTMETKH
00 ucnojHWTENEe BBIPABHUBAETCSA IO JIEBOH TI'PAaHMIE 30HBI PACHONIOKCHUS
PEKBU3UTA ¥ [€YaTACTCA 4epe3 ONMHAPHBIN MEXCTPOYHBIN MHTepBaji. JIMHA
CTPOKHM HE€ JOJDKHA IpeBhINaTe 90 MM M OrpaHMYMBACTCA IPABEIM IOJEM
JOKYMEHTA.

Hanpumep:

IlonroroBneH ynpasieHreM
JenaMi AIMUHHACTPALAA
Bonrorpanackoit o6nactu

01 ampens 2017 1.

Busel npocTaBiAIOTCS Ha JIMIIEBOM CTOPOHE IIOCIAEOHEro JIMCTa
3aKOHOIIPOEKTA B HIKHEH ero 4acrH.

4.4.11. TloscHuTenpHAs 3aMMCKA K 3aKOHOIIPOEKTY MeYaTaeTcs IMpHhTOM
Times New Roman 14 Ha crasmaprabix nucrax Oymaru gopmara A4 u umeer
CIemylole pEeKBU3WTH: "HauMmMeHOBaHMe Buaa MokymeHTa", "3aronoBok
K Tekcry", "Teker nokymenra", "Ilogmuce".

HaumenoBanue BHIa JOKYMEHTa II€YaTaeTCs MPONUCHBIMH OyKBaMH
HIDKE I'PaHUIBI BEPXHETO MOJIA CTPAaHMIBI HA 24 NT, BBIACIAETCS MONYXKHAPHBIM
IIPA(TOM U BEIPABHHBACTCS 11O LIEHTDY.

3aromoBOK K TEKCTy OTHENAeTcs OT MPeABbIAyIIero peKBH3HTA
MEXCTPOYHBIM HHTEpPBAJIOM 24 1T, NEYATaeTCsl CTPOYHBIMEH OYyKBaMH 4depes3
ONUHAPHBIH MEXKCTPOYHBIA MHTEpPBAN, BBINENICTCS MONYXUPHBIM IIPHGTOM
Y BEIDABHMBAETCH MO LEHTPy. Touka B KOHILE 3arojl0OBKa HE CTABUTCH,
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B 3aronoBske k TCKCTY YKa3biBaCTCs IIOJITHOC HA3BAHHC 3aKOHOIIPOCKTA,
K KOTOPOMY IIOAT'OTOBJICHA INOACHUTEJIbHAS 3alIUCKA.

Hanpuwmep:
MOACHUMTEJIBHASA 3AIINCKA

K ngoeKTy 3akoHa Boarorpaackoi o6nactu ""O BHeCeHUHN U3MEHeHH
B 3akon Boarorpaackoii o6aactu ot 06 Hossops 2014 r. Ne 140-O{
"O counajbHOM 00CTy:KMBAaHHH HacejieHHs B Boarorpaackoii oonacru"

TekcT MOSICHUTENBHON 3aIUCKH OTHENSETCS OT 3arojioBKa MEXCTPOYHBIM
UHTEPBAIOM 24-36 NT U MI€YaTaeTCs OT JIEBOM IPaHUIbl TEKCTOBOTO IMOJIS Yepes
ONVHAPHBIA MEXCTPOUHBIH WHTepBan. IlepBas cTpoka ab3ala HaYWHAETCA
Ha paccTtosHuu 1,25 cM OT JIeBOil IpaHUIIbl TEKCTOBOIO IOJIA.

Texcr gokymeHTa NODKEH comepkaTh HAaHMEHOBaHHE CyOBeKTa MpaBa
3aKOHOAATEILHOM MHHIUATHBEI H Pa3padOTINKOB, 000CHOBaHHE HEOOXOTUMOCTH
MPUHATHAS 3aKOHOIIPOEKTa, BKIIIOYAIOIiee B ce0sl pa3sBEpHYTYIO XapaKTEPUCTUKY
3aKOHOIPOEKTa, €ro Ielied, OCHOBHBIX IIOJIOKCHHU, MeCTa B CHCTEME
JNEeHCTBYIONIETO 3aKOHOJIATENIbCTBA, COCTOSHHS 3aKOHOJATENbCTBA B JIAHHOM
cdepe mpaBoOBOTO peryanpOBaHHS.

ITonmucey otmesnseTrcs OT TeKCTa JOKYMEHTa TpeMs MEXCTPOYHBIMU
HHTEPBAIAMH U COCTOUT M3 HAMMEHOBAHHS JIOJDKHOCTH aBTOPA MOSCHUTEIBHOM
3aMUCKH, €T0 JINYHON TOANKCH, paciiudPOBKY MOANMHCH (WMHUIIUAIEI, PaMHUIIN).

Obpazenr odopmneHus mnpoekra 3akoHa Bonrorpajackoit obnacTu
IpUBeIEeH B MPIIOKEHUH 6 K HacTosmed NHcTpyKIuy.

4.5. OdopmiieHne TPOSKTOB MPaBOBBIX akTOB I 'yOepHaTopa
Bonrorpajckoit o6nactd 1 AIIMAHACTPAITAH
Bonrorpanckoit obnactu

4.5.1. B mpenienax CBOMX TOJTHOMOYHN YIIpaBleHHE ejdaMu pa3padaThiBaeT
TIPOEKTHI:

MOCTaHOBNEeHU u pacniopsikeHuit I'ybepuaropa Bonrorpazckoit o6macTu;

NOCTAaHOBIIEHUH AnMuHucTpaiuu Bonrorpaackoit odnacTw.

4.5.2. Tlpoektsl TmoOCTaHOBIEHHH u pacnopsokenuit ['yOepHaropa
Bonrorpanckoit obnactu, NOCTaHOBICHUN AJIMUHHMCTpanuu Bonrorpamckoi
obnmacTu pa3pabaThIBalOTCs B COOTBETCTBHH C 3aKOHONATEIbCTBOM, PELICHUSIMMU
(denepanbHBIX ~ OpPraHOB  TOCYNAapCTBEHHOW  BIIACTH, IUIaHAMH  PabOTEHI
Anvunnuctpanuu  Bonrorpanckoit  obnmactu, mopydenusmu ['yOepraropa
Bonrorpanckoii obmactu, Buile-ryOepHatopa — pPyKOBOAMTENS —ammapara
I'ybepnaropa Bomrorpanckoii obmactu, mepBoro 3amectutens |ybepHaropa
Bonrorpanckoii obnactu, 3amectuteneii I'yoepuaropa Bomrorpaackoit odnacry,
YIPaBJIAIOMIETO JEIaMHt, a TAKKE IO UHULUATUBE CTPYKTYPHOTO MOAPa3aeIIeHHUs
Vnpasnenus aenamu, K 3agadaM U (YHKUIUSM KOTOPOTO OTHOCSTCS BOIIPOCHI,
npejiaracMble K yperylnupoBaHUiO TaHHBIM MTPOEKTOM.
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4.5.3. OuBHaHCOBO-3KOHOMIIECKOe 000CHOBAHUE K POEKTY OCTAHOBICHHS
Uy pacnopspkeHus I'yGepHaropa Bomrorpaackoif o6macTd, IOCTaHOBICHUS
Anvunncrpanun Bonrorpanckoll 067acTH COMIaCOBBIBAETCS PYKOBOIHTENEM
CTPYKTYPHOTO  IOApas[Aec/ICHHs YIOpPABICHHS Jl€laMH, YIIOMHOMOYEHHOIO
0 BOmpocaM OMOKETHOTO INIAHHPOBAaHUS M (WIH) OyXraJTepckoro ydera
Y OTYETHOCTH.

4.5.4. TloaroroBka IpPOEKTOB MpAaBOBBIX akToB ['ybGepHartopa Boiro-
rpanckoid obmactd W AnMuHHCTpauuu Bourorpaackod obnactw  (manee
MMEHYIOTCS — IPAaBOBBIE AKTHI) OCYLIECTBISETCS B TOPSJIKE, YCTAHOBIECHHOM
I'ybepuaropom Bonrorpazackoit o6nacty.

4.5.5. IIpoeKTbl IPaBOBBIX AaKTOB M IPUJIONKEHHUS K HUM II€4ATAIOTCS
Ha CTaHJapTHBIX Jucrax Oymaru popmata A4 mpudrom Times New Roman 14.

4.5.6. Bepxuee mnoje NpoekTa NPaBOBOTO aKTa YCTAHABIMBAETCA PaBHBIM
2 cM, neBoe none — 2,75 cM, npaBoe — 2,25 cM, HikHEe — 2 CM.

4.5.77. Tlpu odopmieHHH NpoeKTa MPaBOBOrO aKTa Ha ABYX U Oonee
CTpPaHHUIIaX BTOpas M MOCNEAYIOIINe CTPAHUIBI HyMepytoTcs. HoMepa crpanun
IIPOCTABJISIOTCS B BEPXHEH YacTH JIUCTA IO EHTPY.

4.5.8. IIpoeKTbl mpaBOBEIX aKTOB HMMEIOT pekBu3uThl "HamMeHoBaHme
BUIa HokymeHnrta", "3aromoBok k Tekcty", "Tekcr mokymenta", "Iloamucs",
"Busa" u MOT'yT comepkarh MPUI0KEHHS.

4.5.9. HaumeHoBaHue BHUa JOKyMeHTa — mocTaHoBieHUe ['ybepHaTopa
Bonrorpaackoii  obnactu, pacnopskenue I'ybepuaropa Bomrorpanckoit
obnacty, ocTaHoBIeHHE AMUHUCTpanu Bonrorpaackoii oonacty.

Pekpu3ut meuaraercda mpudpTOM OOBIYHOH HACHIIMICHHOCTH MPOIHCHBIMH
OykBaMH  L€HTPOBaHHBIM  cmocoboM.  IlepBoe  CIOBO  pPEKBH3UTA
(IIOCTAHOBJIEHHME, PACIIOPSDKEHUE) mevaraetcs Ge3  orcTyna
ot BepxHero nous, ciosa "IT'YBEPHATOPA BOJITOI'PAJICKON OBJIACTH"
("AIMHUHUCTPALIMM BOJITOI'PAJICKOM OBJIACTU") otmensores
OT IIEPBOTO CJIOBA PEKBU3HTA OJUHAPHBIM MEXCTPOYHBIM HHTEPBAIIOM.

4.5.10. 3aronoBok K TEKCTy OTBe4YaeT Ha BOIPOCEHI, O YeM (0 KOM) H3IaH

JOKYMEHT. B pacnopsskeHusix o0beMOM MeHee INECTH CTPOK 3arojOBOK
K TEKCTY MOYKET OTCYTCTBOBATb.

3aroJ0OBOK K TEKCTy IedaTaeTcsi Ha pAcCTOSHUMM He MeEHee 6 CM
OT BEPXHEro Kpas JucTa ¢ HpomucHo OykBbl. Touka B KOHIlE 3arojiOBKa
K TEKCTY HE CTaBUTCA. 3arojlOBOK K TEKCTY, COCTOSLIHN U3 ABYX M Oojiee CTPOK,
NI€YaTaeTCs Yepe3 MEKCTPOUHBIN HHTEpBaa 12 mT.

3aroJloBOK K TEKCTY IEHTPUPYETCs] OTHOCHTEIBHO TI'PAaHMI] TEKCTOBOTO
IOJISL.

4.5.11. Tekcr pmoKyMeHTa OTHENSETCS OT 3aroJiOBKa K TEKCTY
2-3 OmVHApHBIMH MEXCTPOYHBIMH MHTEPBAIAMH W I[I€4aTaeTcs uepes
OJMHAPHBIA MEXCTPOUYHBIA UHTEPBAI.

Texcr nmoxyMeHTa medyaTtaeTcsi OT JIEBOM TI'PAaHULBI TEKCTOBOTO IIOJIS
U BbIpaBHHBaercs 1o mupuHe. IlepBas crtpoka ab3ana HauwHaercs
Ha pacCTOSHUU 1,25 ¢M OT 1eBOM TpaHUIBI TEKCTOBOIO HOJIS.
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Texct mokyMeHTa MOXET MOIAPa3AeNAThCA Ha KOHCTATHPYIOIIYIO YacTh —
npeaMOyIly B MOCTaHOBISIONIYIO YaCTh (B PACIOPSKEHUH — PACIOPSAUTEIBHYIO
qacte). [IpeamOyna B mocranosneHusx ['yoepuaTopa Bonrorpaackoit obmactu
3aBepIIaeTCs CIIOBOM 'ITOCTAHOBJIAO:", B IOCTAaHOBJICHHUAX AJIMHHHCTPAITUH
Bosrorpajckoit o6mactu — cnoBamu "AamuHuCcTpanus Bonrorpaackoii obmactu
nocranoBiseT:". Cnoa "mocTaHoBIsIFO" 1 "MMOCTaHOBNAET MEYaTaIOTCA BPa3psIIKY.

IIpeambyna MOXET OTCYTCTBOBaTh, €CJIHM NPEINUACHIBAEMbIE IEHCTBHS
HE HYXJAOTCI B pa3zbiCcHeHWHW. B 3TOM cliydae TEKCT IOCTaHOBJIEHUS
HaygHaetrcs co cioB "lloctanoBmso:", "AaMmunHuctpanus Bonrorpangckoii
00J1aCTH TIOCTAHOBJIAET:", KOTOPEIE IIeYaTaloTcs ¢ ad3ama.

[MoctanoBnsromas  (pacmopsauTeNbHAsA) YacTh MPOEKTOB IPABOBBIX
aKTOB, KaK MPaBUJIO, OAPA3AEIAETCS Ha TyHKTHI.

IlyHKTBI B TEKCTE [OOKyMEHTAa HYyMeEpyloTcs apabckumu uudpamu
C TOYKOH M 3arOJIOBKOB K TEKCTY HE UMEIOT.

IIyHKTBI MOTYT pa3fensaTbCs Ha TMOANMYHKTHI, KOTOpPBIE HYMEpPYIOTCS
apabckuMu 1upaMu WIM CTPOUHBIMH OYyKBaMH C 3aKpBIBAIOINEH KpyTJon
ckobkoii. HoMmep mnoamyHkTa Takke MOXKET COCTOSNTh H3 HOMEpa IIyHKTA
¥ HOMepa MOAIMYHKTA, pa3eIeHHbIX TOYKOMH.

IIpy Hanuuuu UOPUIOKEHMH K TOCTAHOBICHUIO (PaCIOPSHKEHHIO)
['ybepnatopa Bonarorpanckoii o6nactd, NOCTaHOBIEHHIO AIMUHUCTPAIAN
Bonrorpancko#f o0mactTh B TEKCTe yKa3aHHBIX IIPABOBEIX AaKTOB HA HHUX
0053aTeIbHO AENaeTCs CChLIKA.

JIoKyMeHTBI (IIpOTpaMMBbl, IIOJIOKEHUS, PErJIaMEHTHI, IUIaHBl, HOPMEI,
CIIUCKH W JApYyrHue), KOTOpble MpeliaraeTcs YTBEPAHWTh MOJArOTaBIMBAEMBIM
IPOEKTOM, B 0043aTENBHOM TOpPSAAKE MPWIAraloTcs K IaHHOMY IPOEKTY
TIOCTaHOBJIEHHUS (PaCOPSIKEHHUS) U SABJISIOTCSA €ro HEOThEMIIEMOM YaCTEIO.

IIpoexT mpaBOBOrO aKTa MO OpPraHW3AIU HUCIOJHEHHS (eaepanibHOro
3aKOHa, IpaBoBoro akra IIpesunenra Pocculickoit ®@eneparuu, [IpaBurenscTra
Poccuiickoit ®@enepanuu, 3akoHa Bonrorpanckoii o0iacTé M HHBIX IIPABOBLIX
akToB Boirorpanckoil obiactu IOKEH colepixaTh CCHUIKY Ha Iary, HOMEp
¥ MOJIHOE€ HAUMEHOBAaHME aKTa, B COOTBETCTBHU C KOTOPHIM OH MPHUHHMAETCS.
B 1mpoekrax mpaBOBBIX AaKTOB YIOTPEONSAOTCS IOJNHBIE OGHUIMAIBHEIE
HAaUMEHOBaHUs OPI'aHOB U OpraHU3alui.

4.5.12. Ilocranosnernus u pacnopsokeHust ['yoepuaropa Bonrorpanckoii
obnacTd, HOCTAaHOBJIEHHWs AJMUHUCTpanud  Bonrorpaackoit  obiactu
nonnuceBatoTcst I'ybepraropom Bonrorpanckoii o6nact, a B €ro OICYICTBHE —
ucnonHaoumM odszanHoctu ['ybepuaropa Bonrorpaackoit o6macTy.

IMognuce B mpaBoBbix akTax ['yOepHatopa Bomrorpaiackoit oGmactu
u Anvmunuctpaumu Bomrorpaigckoii  obmacté  oTmensercss OT  TEKCTa
3—4 onuHApHBIMM MEXCTPOYHBIMH HHTEPBAJAMU M COCTOMT M3 CJIOB

"['ybepnarop Bomrorpanckoit obnacru", ununuanos u Gpamuauu ['ybepHaropa
Bonrorpasickoii obimact.
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HauMeHoOBaHHME JOJDKHOCTH JIMIIA, TOJIMCHIBAIOINETO MPAaBOBOM aKT,
mevyaraeTcs B JBE CTPOKH 4Yepe3 MEXCTPOUYHBIM WHTEpBal 12 NT OT rpaHUIbI
aeBoro mojsA. Muumanb 1 GaMuiins Juna, MOAMUCHIBAIONIErO MPAaBOBOH aKT,
IIEYaTalOTCS y MPaBOil TPaHUIlbl TEKCTOBOT'O MOJIS.

[MpunoxxeHuss K TIOCTAHOBJIEHHWSM U pacnopsikeHusMm ['ybepHaTtopa
Bonrorpanckoii 06nacTH, TOCTaHOBICHHSM AIQMuHUcTpanuuu Bonrorpaackoit
o0JlacTH TOANHCHIBAIOTCS BHIlE-TYOEpHATOPOM — PYKOBOIHUTENEM ammapara
I'y6epuaropa Bonrorpaackoii obnactu.

4.5.13. Jlomyckaercs W3MEHEHHE WHTEPBAJIOB MEXIY PpPEKBU3UTAMU
"3aronoBok K Tekcry", "Texct moxymenta", "lloamuce" mpu HEOOXOAUMOCTH
pa3sMeEIIeHUsT TEeKCTa MpOeKTa IPaBOBOrO akTa Ha OJHOM CTpaHHue JHOo
ONTUMAJIBHOTO pa3MeIIeHHS TeKCTa JOKYMEHTa Ha IByX U OoJee Iucrax.

4.5.14. Bu3sbl npocTaBisAOTCS HA JHUIEBOH CTOpPOHE IOCJIEHETO JINCTa
IIPOEKTA IIPaBOBOT'O aKTa B HUKHEH €ro 4acTH.

4.5.15. TlpuioxeHHIMH K IPOSKTaM IIPABOBBIX aKTOB MOIYT OBITH
IIOJIOXKEHUSI, TTOPSIIKU, MpaBUila, WHCTPYKIIUH, PETJIaMEHTHI, IEPEYHH, CITHCKH,
rpaduky, o0pasisl JOKYMEHTOB H IPYTOE.

B mojio)xeHWM yCTaHaBIMBAIOTCS CHCTEMHO CBSI3aHHBIE MeEX]y co0Ooi
IpaBHJjIa IO BOIPOCaM, OTHECEHHBIM K KOMITETEHI[MH KaKoro-Tudo oprasxa.

B mpaBuiiax ycTaHaBIMBAIOTCS HOPMBI M TpeOoBaHus, 00s3aTenbHbIe IS
BBINOJTHEHHUA.

B uHCTpyKUuM w3naraercs MOPAJOK OCYIIECTBICHHS KaKoH-mu0o
JESTENIbHOCTH WM TOPSAOK TPHMEHEHHS IOJIOKEHUH 3aKOHOAATENbHBIX
Y MHBIX HOPMATHBHBIX aKTOB.

IIpunoxenus oQopMIISIOTCS HA OTAENBHEIX TUCTaX OyMary.

Pasmepsr nosne#t, mpudThl ¥ MEXCTPOYHBIC MHTEPBAIBI IIPH IE€YATAHUH
IPWIOKEHUH UIAEHTUYHBI pa3MepamM, NMPUMEHSEMbIM IPH I€YaTAHHH TEKCTOB
[IPaBOBHIX aKTOB.

B HMCKITIOUMTENBHBIX CIy4asX MpU HEOOXOAMMOCTH JIOIMYCTHMO II€4aTaTh
NPUIOXKEHUS IIPU(PTOM MEHBIIETr0 pa3Mepa, YeM OCHOBHAs 4acTh IIPaBOBOIO
aKTa, HO He MeHee 9.

4.5.16. Ecnm B TeKCTe NPaBOBOTO aKTa AAaeTCsi CChUIKA "COIJIACHO
IPUIOKEHHIO", TO Ha IEPBOHl CTPaHMIIC NMPHIOKECHUS B IPABOM BEPXHEM YTy
nuterca ciaoo "TIPUJIOXXEHME", Huke maercs CChbUIKA HA ITOCTAHOBJICHHE
(pacmopsixenue) ['ybepHatopa Bosrorpanckoit 001acTH, TOCTAHOBJICHUE
Anvunuctpanuu Bonrorpanckoif obmactu. Bce cocTaBHbIE YacTH peKBH3UTA
BBIPABHUBAIOTCA 110 JIEBOMY Kparm TEKCTOBOTO MOJISI PEKBH3UTA U II€YATAIOTCS
Yyepe3 MEXCTpO4YHBIA uHTepBan 12 nt. Ilpy HanWYMKU HECKONBKUX MPHITOKEHHM
OHU HyMepyIoTcs apabckumu nudpamu.

Hanpumep:
IMTPUJIOXEHMUE 1

K [IOCTaHOBJICHUIO
I'y6epnaropa
Bonrorpaackoit obnactu

oT Ne
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llpy HeOOXOAMMOCTM Ha HOCHEAYIOMMX CTPAHHIAX HPHIOKEHUS
B TIIpaBOM BepXHeM YIIy MOXeT Jenatecsi nometka "[Ipomoimkenue
npunoxenus 1" ("TIpogomkenue npunoxenus 2" u Tak gajnee).

4.5.17. Ilpn Hanuuuu B TeKCTe HOKyMeHTa (GOpMYIHpOBKH "V TBEpIHTH
npuiaraemoe (MpWIaraeéMyio, IpHIaraeMblii) IIONOXKEHWE, MHCTPYKIHIO,
IOPS/IOK, TpaBuia, INpOorpaMMmy, MNepedeHb MEPONPHATHH" Ha caMoM
NPUJIOKEHWH B IPAaBOM BEPXHEM yIily pacnojaraetrcs cyioso "YTBEPXXJIEHO"
CO CCBUIKOM Ha IpaBOBOM akKT, ero npary, Homep. Cmoso "YTBEPXKJ[EHO"
COTJIacyeTcsl B POJC M YHUCJIE C [VIABHBIM CIIOBOM HAaNMEHOBAHUS IIPHIOKEHMS
(mopsmok — YTBEPXJ/IEH, monoxenne — YTBEPXJIEHO, UHCTPYKIAS —
YTBEPXIEHA, npasuna — Y TBEPX/IEHBI).

Hampumep:

YTBEPX/IEHO

IIOCTAHOBJIEHUEM
AIMUHHCTpanuK
Bonrorpaackoit obnactu

oT No

4.5.18. 3aronoBoK K TEKCTy NPHWIOXKCHHS OTACISIETCS OT JAaThl  HOMEpa
IIPABOBOT'O aKTa U OT TEKCTA IPHIOKEHUS 2—3 MEKCTPOUHBIMHI HHTEPBAIaMH.

3aroJ0BOK K TEKCTY HPHJIOKEHHS [eYaTacTCs MEHTPOBAHHBIM CIIOCOOOM
qepe3 MEKCTPOuHbI mHTepBan 12 nr. HaumenoBamme npuioxenus (mepsoe
CJIOBO 3arojlOBKa K TEKCTy NPUIJIOKEHUsS) BBIACILCTCS MPOMUCHBIMH OYKBaMM
(IIOJIOXEHME, IIEPEYEHDb, CIIMCOK wu gpyrue). Ilocienyromue CTpOKu
3arojIOBKA MOTYT OTAEIATECS OT IEpPBOM CTPOKH ONHMM MEXCTPOYHBIM
MHTEPBAJIOM.

4.5.19. Tlpy Hanuyuu B TEKCTE MPWIOKEHHS HECKOILKUX pasJieNoB
3arojIOBKH K MX TEKCTaM II€YaTaloTCsl LICHTPOBAHHBIM CIIOCOGOM OTHOCHTEILHO
TPaHHUI] TEKCTOBOrO 1oyis. Touka B KOHIE 3aroJioBKa K TEKCTY HE CTaBHTCH.

4.5.20. B nonoxeHusx, nporpaMMax u APYTHX IOHOOHBIX TOKYMEHTAaX
pasienbl M IHaBbl, KaK [paBWJIO, HYMEpYIOTCS apaOCKuMH Lu(paMH.
Ilompaspensl HymMepyroT B Ipefenax pasziena. Homep moppasiena nOmKeH
COCTOATh M3 HOMEpa pasjiejla U HOMepa MoJpa3lena, Pa3deNeHHBIX TOYKOMN
(mampumep, 1.2). Homep mnyHKTa HOKEH COCTOATH M3 HOMepa paszela
¥ IyHKTA, pa3aelICHHBIX TOYKOH (Harmpumep, 2.5), a ipu HAJIUYUH TTOAPA3IETIOB —
U3 HOMepa pasjena, nmoapasiena u MyHKTa, pa3JeleHHbIX TOYKaMu (HalpuMmep,
2.3.1). IlyHKTEl Tp¥ HEOOXONMMOCTH MOTYT Pa3IeiATbCA Ha MOMYHKTSL,
KOTOpbI€ MOTYT UMETh MOPSAAKOBYIO HyMEPALHIO B IpeneliaX KaXAOoro myHKTa
(nanpumep, 1.2.2.1), a Moryr HymepoBarbcs apabckumu rEdpaMu
WIIM CTPOYHBIMH OYKBaMU C 3aKpBIBAIOIIEH KPYIIIOH CKOOKOM.

4.5.21. TexcT mpuioxeHHss MOXeT OBITL OGOPMIEH B BHIE TaOIHIBL.
Ilpy odopmieHMH Ha KOMOBIOTEpe TaOIMYHBIX MAaTEPHANOB OJDKHEI
UCMOJIb30BAaTECA  CPEACTBA TeKcToBoro pemaktopa Word. Cerka TaGmuIrer
NeNacTCsi HCBHAMMOM, 3a HCKIIIOYCHUCM 3aroJIOBOYHOM YaCTH TaOIULBL.
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I'pabpr u cTpoku TabiaWIBl MOMKHBI HMMETh 3arojiOBKM K TEKCTY,
BBIP2)KEHHBIE IMEHEM CYIIIECTBUTEILHBIM B IMEHUTEIIEHOM HaJIeXe.

B omHosipycHON 3aronioBoyHOW wacTh TaOJUIBI BCE 3arojoBKH rpad
MHIIYTCS C TPONMCHOH OyKBB, a B IBYX- W MHOTOSPYCHOM — 3aroJIOBKH
BEpXHEro fApyca rpadul MANIYTCS ¢ MPONUCHON OYKBEI, a 3arojlOBKH BTOPOTO,
TPETbETO U JAPYTUX SPYCOB Tpadbl MHUIOTYTCI CO CTPOYHOH OYKBBHI, €CIiH
OHHU TpaMMaTHYeCKH OJYMHEHEI 3ar0JIOBKY BEpXHETo spyca rpadul.

Ecmu 3aronmoBku BTOPOTO, TPETBETO © JAPYTHX SPYCOB Tpadml
rpaMMaTHYeCKH He TOMYWHEHBl CTOSIIEMY HaJl HHMH 3arojioBKY rpadsi,
OHU TIUIIIYTCS C MPOMUCHON OYKBBL

I'padsl TabnHIBEI HyMepYIOTCS apaOCKUMU LU pamu.

B OokoBuke TaONWMIBI TEKCT KaXXIOM MO3WUIUHM JODKCH HAYHHATHCS
C TmpomucHOM OyKBH. 3HAKM MpPEHUHAHHS CTaBATCA TOJBKO BHYTPH
npennoxenus. [locne cnos "Uroro", "Beero" nBoeroune He CTaBUTCA.

[Ipu umcnax B OOKOBHKE cleAyeT YyHmOTpeONaTh O0003HAYCHHUS EIWHHII
¢u3MUecKUX BEMWYMH B COOTBETCTBHHM C [ OCylapCTBEHHBIM CTaHAAPTOM
"Enunuisl ¢usnveckux BenmuumH". B mporpadke TekcT cienyeTr mucarhb
CO CTpOYHOU OYKBBI, 3a MCKIIIOUYCHHEM HMEH cOOCTBEHHBIX. B rpadax Tabmmi
MOBTOPSIOLIUECS 3JIEMEHTHL HE PEKOMEHIYETCS 3aMEHATH KaBLIUKaMHU.

Yucna ¥ TEKCTOBBIE 3JIEMEHTHI B rpadax paBHSAIOTCS IO MEPBOM (BepxHEil)
cTpoke OokoBuKa. Umcna B cTonOmax BHIPABHHBAIOTCS B ABTOMATHYECKOM
pexume 1o npaBoit nudpe, 1podbu — 1Mo 3anATOH BHYTPH YHCIA, MTOCIE 3aMsTOM
G pel, 0003HAYAIOIINAE AECATHIC NOJIH, CTABIATCSA MO JECATHIMH, COTBHIE — ITOJ
COTHIMH U TaK Jajiee.

Ecnn Tabnuiy nedaraior Gosnee deM Ha OQHON CTPaHHMIIE, 3ar0JIOBOYHAs
4acTh TAOJIHIIBI (3aroJOBKU 1 HOMepa Tpad) MOBTOPAETCS Ha KaX (Ol CTpaHULIE.

4.5.22. Jluctel UPUIIOKEHUS HYMEPYIOTCS CaMOCTOSATEILHO HAYMHAL
co BToporo nucta. Homepa cTpanuIl cTaBsaTCsS BBEPXY CTPAHHIIBI IIO IIEHTPY.

4.523. Ilpy HanMuuM TpUMEYaHWH OHM IIEYaTAlOTCS B KOHIIE
npuioxenus. Eciau mnpumedanume ongHo, TO mocne cioBa "Ilpumeuanue"
CTaBUTCSl TOYKA, TEKCT NPUMEUYaHHs NedaraeTcs ¢ MPOmUCHOM Oyksel. Ecnm
IIPUMEYaHuil HECKOJIBKO, TO Iocine ciioBa "llpuMedanus” cTaBUTCS IBOETOUHE,
NpUMEYaHus HyMmepyloTcss apabckumu 1mudpamm ¢ Toukoil. Cnoso
"IIpumevanue" ("Ilpumeuanus") medaTaeTcs OT JIEBOM T'PAHULBI TEKCTOBOTO
nojs. TekcT mprMevaHuil meyaraeTcs yepe3 MeXCTPOUHbINA HHTepBai 12 MT.

4.5.24. Ilpyn Hanuuuu B TEKCTe HPWIOXKEHHN CCHUIKM Ha CHOCKY OHA
oopmiIsieTcs Kak BePXHHUH MHIEKC 3Be310uK0M uid mudpoii co ckobkoit. Tekcr
CHOCKM [1€4aTaeTcsi B KOHIE KaXIOH CTPaHUIBl WIK TOCHE NPHIOKEHHS
B LIEJIOM IIOJ 4€PTOM (IJIMHA YepTHl — ONHA TPETh IIMPUHBI TEKCTOBOIO TOJS).
CuMBonl cHOCKu craBUTCS ¢ abszama. Ilociie CHMBONAa CHOCKH €€ TEeKCT
rie4aTaercs ¢ IPONMCHOM OyKBHI IIPUGTOM 12 Hepe3 MEeXCTPOUHBIM HHTEPBA
12 nt. B xoH1E TEKCTa CHOCKY CTaBUTCs TO4Ka. Ha ofHOM cTpaHHMIle HE NOIKHO
IPOCTaBIATbCA OoJiee TPeX CHOCOK.
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4.5.25. B KoHUe mpuiaoxeHus: oHOPMISETCS PEKBU3UT IOIMHCH BHIlE-
rybepHaTopa — pykoBoxuTens amnmnapara ['ybepaaropa Bonrorpaackoii obmacti.
HanmeHoBaHuWe NOMKHOCTH MEYaTAaeTCs B TPH CTPOKH OT JI€BOM IPaHHIbI
TEKCTOBOT'O I10JIs Yepe3 MEXKCTPOUHBIN uHTEpBaN 12 I1T.

B mpuioxeHusx K IOJIOKEHHAM, NOPSAKaM, MPABUJIaM, HHCTPYKIHAM
yKa3aHHBIM PEKBU3UT MOAMUCH HE O()OPMIISIETCS.

4.5.26. Ilpunoxenus: BU3UPYIOTCS PYKOBOIWTEIEM OpPraHa MCIIOMHUTEIBHOMN
BJIACTH, BHECILIETO IPOEKT. PEKBU3UT BU3bI PYKOBOIMTENISI OpraHa MCIIOIHATEIBHOM
BIACTY II€YATAeTCs HWXKE PpEKBU3MTAa MOANNCH BHIe-Ty0epHaTOpa —
pykoBoauTens annapara ['ybepraTtopa Bonrorpasckoit obmactu B npaBoii yactu
nacra mpudrom 12 w BKmOYaeT B cebi HAUMEHOBAaHUE JOMKHOCTH
PYKOBOIMTENS, €r0 MHMIMANBL, GaMWIAIO W JIMYHYIO moamuch. Kpome Toro,
IIPUIIOXXCHUS] BU3UPYIOTCS paOOTHHKOM IrOCYIAapCTBEHHO-IIPABOBOIO YIIPABICHHU
anmnapara I 'ybeprnaropa Bonrorpaackoit o6nacty.

4.5.27. OdopmiIeHHBIE HaIeXalIUM 00pa30M IIPOEKThI IPABOBEIX AKTORB
COTTIACOBHIBAIOTCA  C  3aMHTEPECOBAaHHBIMH  OpraHaMHd, OpraHM3allUIMU
M JOJDKHOCTHBIMH JIMIAMH B IOpAAKe, YCTaHOBIEHHOM I ybGepHaropom
Bonrorpazackoit obmactu.

4.5.28. OdopMmIleHHBIE COOTBETCTBYIOLUIMM OOpPa3oM H COINIACOBAHHBIE
B YCTaHOBJICHHOM IOPSIKE POEKTHI IPABOBBIX aKTOB MPEACTABISIOTCS B OTAEN
PeHaKUHOHHOTO ¥ JOKYMEHTAllMOHHOro obecnedyeHus ammapara ['yGepHaropa
Bonrorpaackoil  obmacTM Ui KOPPeKTHPOBaHHS W PENAaKTHPOBAHHUS
B COOTBETCTBHHM C NPAaBUJIAMH PYCCKOIO S3bIKA U MOCIEAYIOIIErO HAIPaBICHUs
Ha NOANKCAHUE.

O6pasupl  opopMmiIeHHs IIPOSKTOB TPaBOBHIX akToB I ybGepHaropa
Bonrorpanckoit obnacti, AAMHHECTpanuy Boirorpaackoit 061acTi NpUBEIEHEL
B IIPUJIOXKEHUH 7 K HacTosimeit HCTpyKIuH.

4.6. IIpaBoBBIe akThl YIIpaBiIeHUs AejaMu

4.6.1. IIpaBoBble aKTHl YIpaBieHHs AeIaMid MOTYT HOCUTh HOPMAaTHBHbIi
IPaBOBOM MO0 MHAMBHIYAIbHBIH MPaBOBOI XapaKTep.

4.6.2. TlpaBoBBle aKTHl H3[AIOTCS B Ipeneliax MOJHOMOYUM YTIpaBieHHUs
nenaMu B opMe IIPUKa30B.

Ilpukasel  Ympasnenus nenamu  (GOPMHPYIOTCS B CIEIyIOIIHe
HOMEHKJIATypHBIC Jelia;

a) IIPUKa3bl IO OCHOBHOH (IpOMUILHOI) NeATENbHOCTH;

0) IIpUKAa3HI 10 JIMYHOMY COCTABY:

IIPHUEM, [IEPEMEILICHUE, COBMEIICHHE, TIEPERBOJI, YBOILHEHNE;

aTTeCTallUs, IOBBIIEHNE KBATU(QUKAINY, IPUCBOEHHE YHHOB;

U3MEHECHUE (aMUINK, IMEHH, OTYECTBA;

IIOOLIPEHHS, HArPaXIeHHs, OIIaTa TPyAa, MPEMHUPOBAHHE, PA3IUYHBIC
BBITLJIATEI;

OTHyCKa 110 OEPEMEHHOCTH M POAAM, IO YXOAY 3a peOEHKOM, OTIycKa
0e3 coxpaHeHHs CONEPKAHUS;
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IIUTEIbHBIE KOMAaHAWMPOBKM B mpenenax Pocculickoit ®expepariun
1 3a nipenensl Poccuiickoil @enepanuy;

B) IIPHUKa3bl IO TUYHOMY COCTaBY:

O JUCUUIUVIMHAPHBIX B3bICKaHUSAX;

0 €XETOIHBIX OIIaUMBAaEMBIX OTIIYCKaX, OTIIYCKaX B CBSI3U C O0yUCHHEM;

0 JIeXKYypCTBaXx;

0 KpaTKOCPOUHBIX KOMaHIUPOBKax B mpenenax Pocculickoit ®enepanun
u 3a npenensl Poccuiickoit Oenepanuu;

I') IpUKa3bl 10 aAMUHUCTPATHBHO-X035CTBEHHBIM BOIIPOCAM.

4.6.3. OcHOBaHUsAMH IS Pa3pabOTKH MPOEKTa MPABOBOTO aKTa ABIISIOTCA:

nopyuenue ['yoepaaropa Bonrorpanckoii obnacry;

nopyueHue BUlle-TyOepHaTopa — pyKOBOAWTENs ammapara I ybepHartopa
Bonrorpazackoit obnactw;

NOpYYEHUE YIPABJIAIOLIETO ICJIaMH;

[OPY4Y€HHE  TOCYJapCTBEHHO-IPABOBOTO  YIpPABJICHHS  ammapara
['y6epnaropa Bonrorpanackoii obmacru;

WHULIMATUBA CTPYKTYPHOrO TMOApPA3[eCHUs] YIOpaBICHHS JI€IIaMH,
K IIOJIHOMOYHSAM KOTOPOTO OTHOCSTCA BOIPOCHL, KOTOPBIE TWpeJjiaracercs
yperyiupoBaTh JaHHBIM IIPOEKTOM;

CyneOHBIH aKT, BCTyNHMBINUH B 3aKOHHYIO CHIIY;

aKT IPOKYPOPCKOT'0 pearnpoBaHusl;

npeanucanve YmpasneHus PenepanbHO aHTHUMOHOIONBHOM CIIYXOBI
no Bonrorpanckoit obiacru;

Opeanucanue  (QefepanbHOTO  OpraHa  WCIONHHUTENBHON  BIIACTH,
OCYILIECTBIIAIOIIETO KOHTPOJIb 3@ MCHOJIHEHHEM mnonHoMound Poccuiickoit
Qenepauvu, nepegaHabix cyorekram Poceniickoit denepanuu;

3aKJIIOUEeHHEe  YIpaBieHHs MuHHCTepCcTBa IOCTHIHMH  Poccuiickoii
Denepanun no Bonrorpanckoit obmacty.

4.6.4. Ilpy BBLIBICHUM HECOOTBETCTBHS MPABOBBIX aKTOB IEHCTBYIOILEMY
3aKOHOJATENBCTBY JHMOO IpHU HEOOXOZMMOCTH NPHHSTHUS HOBEIX INPABOBBIX
AaKTOB B Ppa3BUTHE JIEHCTBYIOIIErO 3aKOHOAATEILCTBA OTACIOM IIPABOBOIO
obecneueHus YTpaBieHHs AeIaMu (Janiee WUMEHYeTCs — OTHEN IIPAaBOBOIO
obecnieyeHns) HampaBisgeTcs HHGOPMALUs O HEOOXONUMOCTH IOATOTOBKH
COOTBETCTBYIOIIEN0 MPOEKTA MPABOBOIO akTa C YKa3aHWeM CpoKa ero
HDOJATOTOBKH B aJpeC CTPYKTYPHOrO MOApa3lelcHus YIpaBleHHsS J€JIaMH,
K BOIIPOCaM BEIE€HUS KOTOPOrO0 OTHOCHTCS IPEIMET NMPABOBOTO PEryIHpPOBAHMUS
COOTBETCTBYIOLIEr0  IpaBoBoro  akta. CTpyKTypHOe  IOJpa3melieHue
YipasieHus JeNaMyu B YKa3aHHBIH CPOK W B YCTAHOBJIEHHOM MOPAAKE OOSI3aHO
NOJIrOTOBUTh COOTBETCTBYIOIIMI IIPOEKT IIPABOBOIO AKTA.

4.6.5. IlpoexThl NpaBOBBIX aKTOB JOMKHBI OTBEYATh CIEHYIOIIUM
TpeOOBAHUSIM:

COOTBETCTBOBaTh (efepalbHOMYy M OOJACTHOMY 3aKOHOHATENLCTBY,
TPeOOBAHUSIM IOPHINYECKON TEXHUKHY;
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HUMETh KPaTKoe, ICHOE U YETKOE U3JIOKEHUE CYTH BOMPOCOB, UCKITIOYALOIIEEe
BO3MOXXHOCTh  JBOSKOTO TOJKOBaHUSA, C YETKO C(HOPMYJIUPOBAHHBIMHU
1 00OCHOBaHHBIMHU IIETIIMH U 3aJa4aMHu.

4.6.6. IlpoekT mpaBOBOro akTa pa3pabaThIBaeTCsS CTPYKTYPHBIM
nojfipa3icfiecHueM YTIpaBJeHUs [ejlaMd, K BEISHHIO KOTOPOro OTHOCHTCA
BOIIPOCKI, PEryIHpYyeMBIC JaHHBIM IPOEKTOM (Janee UMEHyeTCs — pa3paboTyHK),
U COTJIACOBBIBACTCSA C 3aHHTEPECOBAHHBIMHU CTPYKTYPHBIMH MOIpPa3/ieleHUSIMH
YnpaBieHus Jeamu, 3aMECTUTEIEM YIPABIIOIIETO ACJAMH, OCYIIECTBISIOIINM
KOHTPOJIb ¥ KOOPOUHAIMIO IEATSILHOCTH pa3paborumka (Npy HAJIWYHH),
a TaKKe B CIydYasX, HPeIyCMOTPEHHBIX 3aKOHOHATENECTBOM PoccuiicKoi
@enepanun 1 Bonrorpanckoit 061acTi, ¢ HHBIMH OpraHaMH T'OCYIapCTBEHHOM
BIacTd Bojrorpaackoil obsiacTd, OpraHW3alUsAMH U IJODKHOCTHBIMH JIMIIAMH
(mamee UMEHYIOTCS — 3aMHTEPECOBAHHBIC JIUIIA).

IIpoexT mpaBOBOro axkTta, BHOCSIAA WM3MEHEHUS B paHEE NPUHITHIN
IIPaBOBOIl aKT, COIIACOBBIBAETCS TOJNBKO CO CTPYKTYPHBIMH TIOApPa3ieiCHHAMHE
VYiopapinenus JgenaMd, KOTOPBIX 3aTparvBalOT BHOCHMBIE H3MEHEHHS,
U CTPYKTYPHBIM MOJpa3fcicHHeM YIPAaBICHUS [elaMH, NOATOTOBUBIIHM
IIEpBOHAYaJIbHBIN IIPABOBOH aKT.

4.6.7. Ilpoekt cornacoBBIBAE€TCS YKa3aHHBIMU 3aMHTEPECOBAHHBIMH
JUIIAMH B CPOK, HE TMPEBBINAIMANA TATH paboyux mHEH C [marel ero
MOCTYIUICHUS.

4.6.8. K mpoekTy HOPMAaTHBHOTO MPABOBOTO aKTa MpPUJIararoTcs
Marepuajibl O coryiacoBaHud (OJIAaHKW COTJIaCOBaHHUSA, ITMCbMA, ITPOTOKOIEI),
IOACHUTENIbHAS 3alNCKa, (PUHAHCOBO-3KOHOMHYECKOEe 00OCHOBaHUE (B CiIydae
€CJIM NIPUHATHE HOPMATUBHOI'O IPABOBOTO aKTa IOBJIEYET PAacXOAbl 00JIACTHOTO
OromKeTa), KOIMUM OTMEHSIEMBIX HOPMAaTHBHEIX IPAaBOBEIX aKTOB JIMOO aKTOB,
B KOTOpBIE BHOCSATCS HU3MEHEHHS, OKCIEPTHbIE 3aK/IIOUEHHs, AaKTh
IIPOKYPOPCKOrO pearupoBaHMs, 3asBJICHUS, XOMATalCTBa, MPEACTABIEHMS,
CIPAaBKH, a TaK)Ke UHbIE JOKYMEHTEL

4.6.9. K npoexTy HMHOUBUIYaJIHHOTO IIPaBOBOTO aKTa IPHIIAralTC
MaTepuaybl O COrNIacOBaHUU (ONAHKH COIJIacOBaHWs, IHCHMA, IIPOTOKOJILI),
KOIIMK OTMEHSEMBIX IIPABOBBIX AaKTOB JIMOO aKTOB, B KOTOPHIE BHOCATCA
U3MEHEHUS, 3asBJICHUS, XOAaTalCTBa, MPENICTABICHUS, CTIPABKH, 4 TAKXKE HHEIE
JIOKYMEHTHI.

4.6.10. brnank cornacoBaHHs NpaBOBOro axra opopmisierca mo dopme
COIIACHO NPHIIOXKEHUIO § K Hacrosield MHcTpyKiuu.

4.6.11. B cnyyae ynoMuHaHHs B MPOEKTE MPABOBOIO aKTa HOPUIAIECKOTO
nuna (3a MCKIIOYEHHEM OPraHoOB TOCYNapCTBEHHOM Biacti Bonrorpanckoi
0011aCTH, TEPPUTOPHATBHBIX OPraHoOB (enepalbHBIX OPraHOB HCIIOMHUTENHHOM
BJIaCTH M OPraHOB MECTHOTO CaMOYINPaBJICHHS MYHHULMIAIBHBIX 00pa3oBaHMM
Bonrorpanckoii 0061acT) K IpOeKTY YKa3aHHOTO IIPABOBOrO aKTa IPHIIATAIOTCS
KOIIMK YYPEIUTEIBHBIX JOKYMEHTOB COOTBETCTBYIOIIETO IOPHAMYECKOTO JIUIA,
nmubo BeIMHCKa U3 EXUHOrO rocymapCTBEHHOro peecTpa IOPHAMYECKHX JIIHIL,
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mubo pacneyaTaHHas Ha OyMaXXHOM HOCHTENE M 3aBEPEHHAs IOAIHCHIO
paspaboTyMKa KONHMS CTPAaHHIB O(QUIHAILHOTO CalTa pPEruCTPHPYIOIIEro
oprana B cetu MHTepHer, comepkainas CBeIeHHS O HAMMEHOBAHHH H MeCTe
HaXOXKIEHHUS FOPHIUIECKOrO JIMIIA U AaTy UX OOHOBJICHHS.

4.6.12. Ilpu HampYuM 3aMevaHuii K NMPOEKTY IIPABOBOrO aKTa B OaHKe
COITacCoOBaHMs [ENIae€TCA OTMETKAa 'CM.3aMe€4aHus' W CTAaBUTCS MOIIUCH
PYKOBOAHMTESIS CTPYKTYPHOTO MOAPA3AeNeHUs UM PYKOBOIUTEINS COTIACYIOIEH
OpraHu3alvd. 3aMedaHus IOANNUCHIBAIOTCS PYKOBOAUTENEM CTPYKTYPHOTO
NoApa3sfeieHdss YNpaBlIeHUs JeNaMH WIH DPYKOBOAUTENEM COINIACYIOIIEH
OpPraHM3alyy ¥ NPUIArajoTCs K COrIacyeMOMY MPOEKTY IIPABOBOIO aKTa.

4.6.13. Ilpu Hanmuuuu pa3HOIJACHHA IO NPOEKTYy MPAaBOBOTO aKTa
pa3paboTUMK NPHHUMAET MePBl K HX YCTPAHEHUIO JIUOO MOArOTABIHBACT
MOTHBHPOBAaHHOE OOOCHOBaHHUE HEBO3MOXKHOCTH  YCTPAaHEHHS, KOTOPOE
IIPUKIIAIBIBAET K MPOEKTY MIPABOBOI'O aKTa.

4.6.14. CornacoBaHHBIII NPOEKT MPaBOBOro akra (HE3ABHCHMO
OT HalMYMs DPa3HOTJTACHM) BMeCTe C MPWIATAIOIMIUMHCI MaTepHaIaMH,
ykasanHeiMd B mnyHkrax 4.6.8, 4.6.9, 4.6.11 nHacrosmeit HWucTpykium,
HanpapJsAeTCs pa3paboTUMKOM B OTAE] MPABOBOTO OOECIICUEHHSI.

4.6.15. Orzmen npaBoBoro obecnedeHHs ONPENENseT CTaTyC MPaBOBOIO
axkTa (HOpPMaTUBHBIH NPaBOBOM WM MHIWBUAYAILHBIN IIPABOBOW) M MPOBOIUT
IIPaBOBYIO 3KCIEPTU3Y B OTHOILIEHUH IMOCTYMHBIIETO TIPOEKTA IPABOBOrO aKTa.

OIHOBpPEMEHHO C MPaBOBOM SKCIEPTU30M OTJEN IPABOBOIO 00eCIedeHHs
IPOBOAUT  AHTHKOPPYNLHUOHHYIO  3KCIEPTH3y IMpOeKTa  HOPMATHMBHOIO
IPaBOBOrO aKTa B IOPsJAKE, YCTAHOBICHHOM NOCTaHOBIeHHEM I yOepHatopa
Bonrorpazckoit obactu.

4.6.16. IIpoekT mpaBOBOro akra BH3UPYeTCs pPabOTHUKOM OTHena
IPaBOBOIO 00ECTEYeHHs, NPOBOIMBIIKM [PABOBYI0 M AHTUKOPPYILHOHHYIO
9KCIIEPTHU3EL, 4 TAKKE HAYAIBHIUKOM OTJEJIa IIPaBOBOI'0 00eCIIeueHus.

4.6.17. B OTHOLIEHWH IpPOEKTa HOPMATHBHOIO IIPABOBOTO aKTa,
MPOLICAIIEr0 NPAaBOBYI0 M AHTUKOPPYNILUOHHYIO SKCIEPTH3BI, pa3paboTdmk
B CIydasxX, YCTaHOBJICHHBIX INocTaHOBIeHWeM [ ybOepuaropa Bomrorpanckoit
obmactu or 30 wmroma 2015 r. Ne 687 "O mopsgke IpPOBENCHUSI OLICHKH
PETYTUPYIOIETO BO3AECHCTBHS INPOEKTOB HOPMATHBHBIX IIPABOBBEIX aKTOB
Bounrorpazckoit obnactu", obecneunBaeT npoBeeHHE OLEHKH PETYIHPYIOMIETO
BO3JEHCTBUS.

4.6.18. B ciydyae BBISBICHHS HECOOTBETCTBUS IIPOEKTA IPABOBOTO aKTa
NEHCTBYIOLIEMY 3aKOHOAATENbCTBY, TPEOOBaHUAM IOPUAMYECKON TEXHUKH
OTZIeJl IPABOBOro O0eCIeueH s BO3BPAIIAeT ero pa3paboTdrKy s JOpaboTKH
C NPHJIOKEHUEM B HEOOXOIUMEBIX CITyYasx MUCEMEHHOTO 3aKIIIOUESHHUS.

HeoOX0oOUMOCTh TMOATOTOBKH 3aKIIOUEHHS ONpENeNsIeT HauyalbHUK
OTZIENIa IPABOBOr0 OOECIIEUYCHHUS CaMOCTOATENLHO.

4.6.19. Cpok paboTEl OTZENna HPaBOBOrO OOECIEYEHHS C MPOEKTOM
HOPMAaTHBHOI'O IIPAaBOBOIO aKTa COCTAaBISAET CeMb paboumx JHEH cO JHSA €ro
IOCTYIUICHHS], ¢ HPOEKTOM MHAMBHIYaJlbHOI'O HPaBOBOrO aKTa — TpH paboumx
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IHS CO IHS €ro IocTyIuieHus. B ciaydae BO3BpallleHHs POEKTa IPaBOBOIo aKTa
Uis JOopaboTKM YKa3aHHBIA CPOK KCUHMCISETCS BHOBB CO JHS IOCTYIUICHUS
B OT/I€JI IIPABOBOTO oOecredeHns JOpaboTaHHOTO IIPOEKTa IPABOBOIO aKTa.

4.6.20. Ecnu B mporiecce 1opaboTKU B NMPOEKT IPAaBOBOrO aKTa BHOCSATCA
U3MEHEHHUs 110 CYIISCTBY MPOEKTa, OH IMOIIEXUT MOBTOPHOMY COITIACOBAHHIO
C 3aMHTEPECOBAHHBIMU JIMIIAMH, & TaK)Ke PacCMOTPEHHMIO U BH3UPOBAHUIO
paboTHHKaMH OTHaena npaBoBoro obecneueHus. IloBropHoro cormacoBanus
He TpebyeTcs, eciau Ipu JopabOTKe BHECEHb! YTOYHEHMs, HE HM3MEHUBIIHE
CYII[eCTBa MPOEKTA.

4.6.21. TlogrotropieHHBIH  MPOEKT  TPAaBOBOIO  akTa  BMeECTe
C COMPOBOAUTEILHBIMU MaTepPHaIaMH IOCJIE ero COTIAaCOBAHUS M BU3HPOBAHMS
B OTJIEJIe IPAaBOBOro oOecmeveHus MPEACTABISIETCS B OOIKE OTEN, B KOTOPOM
IOPOEKT B TeUYeHHWE MATH pabodynx JHEH peNakTUpyeTcs B COOTBETCTBHUH
C MpaBWIaMH pyccKoro si3pika. [Ipy HeoOXOAMMOCTH YKa3aHHBIA CPOK MOXET
OBITH IPOJIEH HAYATBHUKOM OOIIEro OTeNa 10 CeMH paboumnx IHEH.

4.6.22. Ilocne mpoBeAcHUSA PEOaKTOPCKOM MPABKHA MPOEKT MPABOBOr0 aKTa
Cc OOOpOTHOM CTOPOHBI BH3MPYETCS pa3pabOTIMKOM M HAYATBHUKOM OOILIEro
oTzena.

4.6.23. TIpoeKTHl IPaBOBBHIX AaKTOB HANPABIIOTCS Pa3pabOTINKOM
HA MOJIHKCH YIIPABISIOWEMY AellaMi (JIMILY, BPEMEHHO OCYIIECTBISIIOIIEMY €T0
TIOJTHOMOYHS ).

4.6.24. TIpoexkThl IpaBOBBIX AKTOB, HMCIOIMHE HECHATHIC Pa3HOTJIACHS,
IPEJCTABNISIOTCS Ha TMOANMKMCH C IMPeJBAPUTENbHBIM JOKJIAJ0M HaudalbHHKA
o0111ero oTAeNna O CyLIECTBE pa3HOIIACHH.

IIpoekT mpaBoOBOro aKkra ¢ pa3HOTIACHSIMM IPECTaBISAETCS Ha MOAMUCH
TONBKO  BMeCT€ C  TMOJJMHHMKAMH  3aMEYaHHH ©  IHCHhMCHHBIMH
MOTHBHPOBAHHBIMHU BO3PaXCHUSIMH pa3paboTInKa Ha yKa3aHHBIE 3aMEUYaHMs.

4.6.25. llonmucanHple MpUKa3bl pETUCTPUPYIOTCS B ICHb MX IONIIHMCAHMS
OOLIMM OTHEJIOM B JXKYPHAQJIAX PErHCTPaIdU IIPHKA30B YIIPaBICHUS JelIaMH,
COCTaBJICHHBIX 110 )OpMe COrIIacHO MPUIIOKEHUIO 9 K HacTosmedl MHcTpyKIuu.

Perucrpanmionnsie HOMeEpa TMPHCBAWBAIOTCS INpUKa3aM [0 IMOPSIKY
HOMEPOB B Ipeneax KajJeHIapHoro rojia.

4.6.26. Kommm mpaBOBBIX aKTOB pacChLUIAIOTCY B  COOTBETCTBHUH
C peecTpoM pacchbUlKd 1o ¢opme cornacHo mpmiokenuo 10. B ob6s3arensHoM
HOpSiAKE KOMHUH MPABOBBIX aKTOB PACCHUIAIOTCS 3aMECTHUTENIO YIPaBIAIOLIErO
IellaM{, BCEM Ha3BaHHBIM B IIPABOBHIX aKTaxX OPraHU3amUsAM M JODKHOCTHEIM
JHIaM, pa3padoTUuKy, OT/IEy IPaBOBOro o0eCIeYeHus.

4.6.27. Komuu HOPMAaTWMBHBIX TPABOBBIX AaKTOB  HAIPaBIISIOTCS
B INpoKyparypy Bomrorpaackoit ob6nactu, VYmpasienune MuHHCTEPCTBA
rocrunnn  Pocemiickoir ®enepaniu o  Bomrorpanmckoir  obnactu, [I'BYK
"Bonmrorpagckas ~— obimacTHas ~— yHUBEpCaJbHAs ~— HayuyHas — OuOiamoTeKa
um.M.Iopskoro"  (mBa  sk3emiuisipa),  UHPOPMAIMOHHEIM  CIyX0am
B COOTBETCTBMH C 3aK/IIOYEHHBIMH C HUMH JIOroBopaMu. Komwu NpaBOBBIX
aKTOB, MOJIEKAIIWX ONMyOJUKOBaHUIO, HAIPABIAIOTCS B PENAKIHUIO Ta3eThl
"Bonrorpanckas npasaa".
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4.6.28. OsnakomyieHue pPaOOTHUKOB YTNpaBIeHUS NeNlaMH C MPHKA3aMH
OCYIHIECTBISIETCS B CPOK, HE INPEBHIMAIONMUN OMHOro paboyero AHS CO JHS
pEeTUCTpalliy [pHKa3a, IIyTeM Iepelayrd KOWK MpHKas3a MO HOAIKCh Ha JIHCTE
O3HAaKOMJICHHUS C MPHKA30M, COCTABIEHHEIM 10 (HhOpMe COrJIACHO IPHIOKEHHIO 11
K HacTosAe MHCTpyknnu, niid Ha 00OPOTHOHM CTOpPOHE OpHUrHHAIA IPHUKa3a.

HoBeneHue mnpuKa3oB IO OCHOBHOH (IpOoQUIBHON) AesATEIbHOCTH
WK 110 aIMAHUCTPATUBHO-XO3SMCTBEHHBIM BOPOCAaM JI0 CBeIeHUs PaOOTHHKOB
VYnupasneHus AenaMu OCYIECTBIAETCA paOOTHUKOM OOLIEro oTaela.

JloBenieHre MPUKa30B MO JIMYHOMY COCTaBY O CBEACHHS PaOOTHUKOB
VipasneHus nenamu OCyIIeCTBIseTcs PabOTHUKOM OTHAeNa rOCyAapCTBEHHOM
CITy>kOBI ¥ KaJIpOB.

4.7. Opopmnenue MpuKa3oB YIpaBICHUS JCIaMU

4.7.1. Ilpuka3bl meyararorcs Ha OJJaHKaX YCTAHOBJICHHOH QOPMEL.

4.7.2. JlononHUTENHHO K PEKBU3UTAM, YCTAHOBICHHLIM B OJIaHKe IpHKasa,
ohOpMITAIOTCS CIIEMYIOLIHAE PEKBU3HUTHI: "3aroyioBok K Tekety", "Tekct mokymenTa",
"Tlognuce", "Buse". Pexsu3utel nmeuararorcs mpudToM Times New Roman 14
OOBIYHOM HACHIIIIEHHOCTH.

4.7.3. 3arooBOK K TEKCTY.

3aroloBOK K TEKCTy SBIsfE€TCA OOsA3arelIbHBIM PEKBHU3UTOM IIpHKasza
M COCTAaBISAETCS KO BCEM IpUKa3aM. 3arojIoBOK K TEKCTY JTOJDKEH KPaTko M TOYHO
OoTpaXkaTb COJEpXKaHWE TEKCTa W orBedarb Ha Bompoc "o uem?" ("o xom?"),
Hanpumep: "OO6 yrBepxaenuu...", "O coszmanuun..", "O6 oObsBIcHHH...",
"O06 urorax..." u Tak nanee. Touka B KOHIIE 3ar0JIOBKA K TEKCTY HE CTABHUTC.

3aroJloBOK K TEKCTy I[i€4araeTcsi Ha pacCTOSHMM He MeHee 1,5 cm
oT pexBH3HTa "MecTo cocTaBneHus (M31aHUs) JOKyMeHTa" depe3 OMMHAPHBIM
MEXCTPOUYHBII HHTEPBAJ U BHIPABHUBAETCS I10 LICHTPY.

4.7.4. TekcT NOKyMeHTa.

TexcT mOKyMeHTa OTHENSETCsl OT 3arojioBKa K TEKCTy 2—3 OfMHAPHBIMH
MEXCTPOYHBIMU UHTEPBAJIAMHU, II€UATAETCA OT J1eBOH r'paHUIBl TEKCTOBOI'O ITOJS
yepe3 OIMHAPHBI MEXCTPOUHBIA HHTEPBAJI, BEIPABHUBAETCS TI0 JICBOU M IIPaBoOii
rpaHMIlaM TeKcToBoro nos. Ilepsasi crpoka ab3alia HauMHAETCS HA PACCTOSHUM
1,25 cm oT 51eBOi1 rpaHuIbl TEKCTOBOT'O TOJIS.

Texct noxymeHTa MOXET COCTOSTH U3 JABYX YacTeil: KOHCTaTHPYIOLIEH
(mpeamOyribl) ¥ pacOPSIAUTENBHOM.

B koHcTatHMpyromel yacTu Kparko W3JIaraloTcs LENd W 3aJadd, (axThl
U COOBITHS, IOCTY)KUBIIHE OCHOBAHWEM IUIS M3NAHUS NPUKa3a, U HAYMHAETCS
oHa cioBamu: "B nensx...", "Bo ucnonnenue...", "B coorserctaum...", "Iius..."
u gpyrumu. Ecnm npukas u3naeTcs Ha OCHOBAaHHMH JIPYTOTO JIOKYMEHTa,
TO B KOHCTaTHPYIOLIEH YacTH yKa3BIBAIOTCS HAWMMEHOBAaHHWE 3TOrO JOKyMEHTA,

HauMCHOBAHUE OpraHa, U3MaBIIEerO NOKYMEHT, 11aTa, peFHCTpaHI/IOHHBIﬁ HOMED
H 3arojIOBOK K TEKCTY.
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KoHcTarupyroimas 4acTb MOXKET OTCYTCTBOBaThb, €CIIM IMPENIHCEIBAEMEIE
B DPaCHOpPANMTEIIBHOM YacTH JEHCTBHS HE HYXKNAIOTCA B Pa3bsICHEHUH
(HampuMmep, B IpHKazax O HAa3HAYEHHM KOMHCCHH, 00 yTBEpKIECHHH
MHCTPYKIIMIA, aKTOB, HOPMATHBOB H TaK JaJiee).

IlpeamOyna B mpoeKkTax  NPHKA30B  3aBEPINAETCI  CIIOBOM
"mpuKa3blBalk'", KOTOpoe IedaraeTcsl Bpa3psky.

PacniopsimutensHas 4acTh HOIDKHA COAEPIKATh MOPYUEHHSA C yKa3aHHEM
UCTIONHUTENS (MCIIOTHUTENEH ) U CPOKOB HCIIOIHEHHS.

PacniopsnurensHas 4acThb MOXeT IOENHUTHCS HA NMYHKTHI W IMONIYHKTEIL,
KOTOpbI€ HyMepyloTcsi apabckumu nudpamu. [JeiicTBus 0oTHOPOTHOrO Xapakrepa
MOTyT OBITH IIepeudciIeHsl B omHoM nyHkre. [locnmenmmuit  myHKT
pacIOpSAUTENBHOM YacTH CONEPXKUT CBEACHHS O JIOJUKHOCTHOM JIMIIE,
Ha KOTOpPOE€ BO3Jaraercs KOHTPONb 3a HCHONHeHHeM mpukasa: "KoHTpolb
3a UCIIOJIHEHWEM HACTOAIIETO MprKa3a BO3JIOXKHUTH Ha...".

4.7.5. Ecnu nipuka3 u3MeHseT, OTMEHSET WIH JOIOJHIET paHee H3MaHHbIH
JOKYMEHT MJIM KaKMe-TO €ro TMOJIOKEHHS, TO OOUH U3 IIYHKTOB
pacoOpsSIUTENBHON 9acTH TEKCTA MOJKEH CONepXkaTh CChUIKY HA OTMEHSEMBIA
OOKyMEHT (IYHKT JOKyMEHTa) C yKa3aHHMeM ero IaThl, HOMepa U 3arojloBKa.
Texcr mynkra nomkeH HaunHaThes cioBaMu "lIpu3Hars yrpatuBmum cuiy...".

4.7.6. JlomyckaeTcsi YMEHBLICHHE OTCTYIOB MEXIY PEKBH3UTAMM
"3aronoBok k Tekcty', "Texcr mokymenrta", "llogmuch" mpH HEOOXOXMMOCTH
pa3MeIeHus TeKCTa MpHKa3a Ha OMHOM CTpaHHIIE.

4.7.7. 1lpu odopmieHNM MpuKa3a Ha ABYX U Oojiee CTpaHHUIAX BTOpas
U NOCIEAYIOIIUE CTPaHUIBI HyMEPYIOTCS HauylHas co BToporo jwucta. Homepa
CTPaHUI] CTABIATCS BBEPXY CTPaHHIIBI IO IIEHTPY.

4.7.8. Ilonmucek.

Ilogmuck otnensercs orT TekcTa 3—4 ONWHAPHBIMM MEXCTPOYHBIMH
UHTEpBaJaMl M  COCTOUT M3  HaWMEHOBaHHSA  JODKHOCTH  JIMIA,
HOANKCHLIBAIOIIETO JTOKyMEHT (0e3 yKa3aHHWs HaWMEHOBaHUS YIpaBJIeHUs
IeNaMHu), TMYHON IMOAIICH U paciIndpoBKY HOANUCH (AHALKAIIE, haMUITHs).

HanMeHOBaHHE AOMKHOCTH NEYaTaeTCss OT JICBOH I'PaHHILI TEKCTOBOTO
HOJIs Yepe3 MeXCTpouHblil naTepBan "Toano 12 or'.

Muunuane! 1 GaMuiiis meqararoTcsl OT MPaBOi TPAHUIBI TEKCTOBOTO MO
B OJ[HOiA CTPOKE C IMOC/IeHEN CTPOKON HAUMEHOBAHUS €ro IOKHOCTH. [IpHuKa3el
HOMIMHCHIBACT YNPABIAIOIUNA J€IaMy HIH JIUIO, BPEMEHHO OCYIIECTBISIONIEE
€ro TOJTHOMOYHS.

Hanpumep:
Ynpasnsromuii genaMu MOAIINCH N.O.Oamumnus

4.7.9. CoBMeCTHbIE INpPaBOBBIE AaKTHl OQOPMIISIOTCS HA CTaHJAPTHHIX
nmuctax Oymaru popmara A4 (210 x 297 mm) Ge3 Gragka.

ITpu odopMiIeHHE COBMECTHOTO IIPABOBOIO aKTAa:

HaMEHOBaHHA TEPPUTOPUAIBHBIX (efepalibHEIX OPraHoB, OPraHoB
UCTIONHUTENHHOW BracTu Bonrorpanckoit obmactu, opranusanuii pacrnonararorcs
Ha OJHOM YpPOBHE;
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HaVMEHOBaHKE BHA JOKyMEHTa pacIoiaraeTcs eHTPOBaHHBIM 00pa3oM;

JaTa COBMECTHOIO IIPaBOBOIO aKTa €IMHas, COOTBETCTBYET mare Oonee
Oo3/HeN NOAINCH,

PETHCTPAllMOHHBIA HOMEp JTOKyMEHTa, COCTaBICHHOIO COBMECTHO IBYMs
u Oonee  TeppuTOpHANBLHBIMU  (enepanbHBIMH  OpraHaMH, OpraHaMu
UCIIOJIHUTENbHOM BrnacTd Bonmrorpaackoid oOmactd, opraHW3alysMU, COCTOUT
U3 PEruCTPAHOHHBIX HOMEPOB, IIPOCTABIIIEMBIX Ye€pe3 KOCYIO YEPTY B IOPAAKE
yKa3aHHUS aBTOPOB B IOKyMEHTE;

MONIIUCH PYKOBOOHUTENEW TEPPUTOPHAIBHBIX (EIepabHEIX OPraHoB,
OPraHoB WHCIIONHUTENRHOW BiIacTd Bosrorpagckoi obmacTd, opraHu3auuil
pacroararoTcs HIKe TeKCTa Ha OHOM YPOBHE.

47.10. B OmaHke conIacoBaHHMs NPOEKTa MpHKa3a yKa3bIBACTCs
HapMEHOBaHHE aBTopa mpukaza. OHO pa3Melaercs OT BEPXHEH TIpaHHUIE]
TEKCTOBOIO IIOJId, BBIPABHHMBAETCH 110 JIEBOM TIpaHULE TEKCTOBOIO IO,
HieYaraeTcs 4Yepe3 OAMH MEXCTPOYHBIA HHTEPBA] M BKIIOYaeT B ceOsl CIOBO
"Bueceno", HaHMEHOBaHUE CTPYKTYPHOTO MOApPa3eNeHUsl YIIPABICHUS JeNaMHu.

B Onmamke cormacoBaHMsa pasMellieHa Tabnuma s 3aMONTHEHUs
¢ o0s3arenbHBIM yKa3zaHHEeM [OJDKHOCTeH, moamuced, nar v QpaMuinui Jum,
COITIaCOBAaBIIMX IIPOCKT MNpHKa3a, TEKCT TaONUIBl IE€YaTaeTCs MOMYTOPHBIM
MEKCTPOYHEIM MHTEPBAJOM M BKIouaeT B cebs ciopa "[IpoekT cornacoBan",
COCTaBIgIOIIKEe pekBu3nuTa "Buza" m mojie Ay ykazaHWs Ha BO3PaXKCHHS HIIH
3aMeuYaHus K TMpoekTy mnpukaza. I[lopsnok odopmiueHus pexBusurTa "Buza
ykaszaH B noanyHkre 4.2.3.15 Hacrosmeit MacTpykinm.

HamMeHoBaHue aBTOpa mpuKasa B OJNaHKE COIVIACOBAaHWS IMeYaraercs
crpounbpiMu OykBamu mpudtoM Times New Roman B npuanazone or 12 mo 14
OOBIYHOM HACBHIINEHHOCTH OT JIEBOT'O Kpasi TEKCTOBOT'O TIOJSL.

4.7.11. Ha oGopoTHO# CTOpOHE MOCIETHEro JIMCTa MPOeKTa IpUKasza
pa3sMeIneHsl TaONuIbl IS O3HAKOMJIEHHS pPaOOTHHUKOB C MPHKA30M W peectpa
PacChLIKH.

Obpazen; opopmiieHHs MprKa3a TPUBEACH B MPUIIOKEHHH 11 K HacTosAIei
HUuCcTpyKum.

Tabnmuma a0 3amoiHEHUS JWIIAMH, O3HAKOMIEHHBIMH C IIPHKA30M,
[IeYaTaeTcs IMOJYTOPHBIM MEXIYCTPOYHBIM HHTEpPBAJOM M BKJIIOYAeT B ceOs
cioa "O3HakomieH", cocCTaBugrONIMe pekBu3uTa "Buza" u mome mus
MpUMEYaHUH.

Tabmuua n[nsg 3anoMHEHWS JHIAMH, O3HAKOMIIEHHBIMH C IPHKA30M,
neyaraercs cTpouHbIME OykBamu mpudToM Times New Roman B muamnasone
oT 12 1o 14 oOBIYHOI HACKIILIEHHOCTH OT JICBOI'O Kpas TEKCTOBOIO MOJIA.

B cnyuae ecnu Tabnuna IS 3allONHEHUS JIUIAMH, O3HAKOMJIEHHBIMHU
C IIPHKa30M, HE MOXeT OBITh pa3MeHieHa Ha OIHOM JIUCTEe Oe3 HapyIleHHs
TpaHUl] TEKCTOBOIO MOJsS W 3arpardBaeT Ioie OnaHKa NpuKaza, comepiKaiiee
HOMED, JIMCT O3HAKOMIIEHHs odopmiiseTcs Ha OTAeNbHOM Jjucte dhopmara A4
C YYE€TOM YKA3aHHBIX BBILIE NPABWI pa3MelleHus TaOJHUIb o GpopMe COormacHo

npuaoxeHuo 12 x Hacrosmed MHCTpYKIMM M NPUKIAABIBACTCS K IMPOEKTY
NIPUKa3a.
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4.8. Odopmiienne npaBul, MOJOXKEHUN, HHCTPYKIU
YipasieHus aeiaMu

4.8.1. IlpaBuia — mMpaBOBOU aKT, OINpPeNENsIOMIKN MOPAAOK KaKoro-mmbo
BUZA JI€ATENBHOCTH, YCTAHABIMBAIONIMA WK 3alpellaloNIii OIpeHeIeHHOE
TIOBEICHUE.

4.8.2. IlomoxxeHue — TNpPaBOBOH aKT, IOETAIBHO pETIAMEHTUPYIOLIHIA
IIPaBOBOH CTaTyc, MOPANOK OpraHM3allil M TPOLEAYpPy Kakoro-aubo Buma
e TeIbHOCTH.

4.8.3. MHCTpYKIIHSA — MPaBOBOW aKT, H3JABAaeMbIil B IENIIX Pa3bsICHEHMs
U ONpelNelcHHs MOpAIKAa IPUMEHEHHs COOTBETCTBYIOIIETO HOPMATHBHOIO
IIPAaBOBOTO aKTa JHOO C IEJNbI0 YKa3aHWs HOPM O Cmoco0ax BELINOJIHEHHMS
OTIpEENICHHBIX onepanuii (IeiHCTBUi).

4.8.4. IlpaBuna, MONOXKEHWE, WHCTPYKIUSA YTBEPKIAIOTCS IIPHKa3aMH
VYnpaBneHHs AeaMU U MOTYT SIBISTHCS HOPMATHBHBIME PABOBBIMHU aKTaMH.

4.8.5. IlopsiioK MOATOTOBKH MPOEKTOB MPABUJI, TMOJOKEHHS, MHCTPYKITHH
COOTBETCTBYET OOLIEMY MOPSAIKY IOATOTOBKH NPOEKTOB IPHKA30B Y IPaBICHHS
TIeJIaMH.

4.8.6. Texkcr mpoekra MOJOXEHHS, NPAaBHI, HHCTPYKIHH I1€9aTACTCS
Ha YicTOM Jucte Oymaru ¢popmara A4.

4.8.7. 3aromoBOK K TEKCTy NPaBHJ, IMOJOXEHUs, UHCTPYKIIMH JOJKEH
OBITH COIVIACOBAaH C HAMMEHOBAaHWEM BHIA JOKyMeHTa: IpaBuia (4uero?),
nojoxenue (o uem?), HHCTPYKUus (koro?) (ecam OTO JOMKHOCTHAs
UHCTPYKIIHS).

4.8.8. OTnuuuTeNbHBIMU XapaKTePUCTHKAMU TEKCTOB IIPABHIL, IOJOXKEHHS,
UHCTPYKIUH SBIISTFOTCA :

TOYHOCTh IPUMEHSIEMBIX (OPMYIHPOBOK 0€3 HMCIOIB30BAHMS CJIOB
U TIOHATHUH, UMEIOINX MHOKECTBEHHBIA CMBICIT;

UCIIOJIb30BaHUE KOPOTKHUX IpPEUIOKEHUH, OOINEeNnpUHSATHIX BBIPAXKEHMM
U CBA30K, NIPEIBAPUTEIBHOC OMPENETICHUE UCTIONB3YEMbIX [TOHSTHM, COKpPAILCHUIH,
abOpeBuaryp;

OIIMCaHHC BCCX BO3MOXXHBIX BapHaHTOB coOBITHI H COOTBCTCTBYKOIINUX
UM BapHaHTOB JICHCTBHI, TO €CTh IIOJTHOTA MPEJICTABIECHUA HHGOPMAINH;

CTPYKTYPUPOBAaHHOCTb TEKCTa C MENbI0 JOCTIDKSHHS HaWIydiIen
MIOCTIEIOBATENIFHOCTH M3JIOKEHUS MaTeprala;

MUHHMH3aIUs TEKCTa C TOMOIIBIO NpuUMeHeHus 0000menuii (0030poB
IpeAIoNaraeéMbIX [eHCTBUI) U NpHUMeHeHHe TepedyrcIeHdii (3amad, 5TamoB,
YCIIOBHUH U Tak jjajnee).

4.8.9. TekcT mpoeKkTa MONOXKEHHS, MPaBWI, HHCTPYKIMH H3IIAraeTcs
OT TPETHETO JIULA €AMHCTBEHHOTO WM MHOXECTBEHHOI'O YKCIIa.

B 3aBHCHMOCTH OT CIOXHOCTH M 0O0BeMa pa3zpabaThIBACMBEIX IIPaBHII,
IIOJIOXKEHHUS, MHCTPYKLMM TEKCT [NOKyMEHTa JMeNUTCS Ha TJIaBbl, MYHKTHI

U NOANYHKTHL. ['J1aBBl NOJMKHBI MMeTh Ha3zBaHusA. Hymepalus NOPOH3BOIUTCS
apabckumu ubpamu.
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4.9. Odpopmnenue mIaHoOB

4.9.1. Ilnan — JIOKyMEHT, YCTaHABIMBAIOIIMI NEepeueHb HaMEUEHHBIX
K BBIIOJIHEHUIO MEPONPUATHH, HMX IOCIEeNOBATEIBHOCTh, OOBEM, CpOKH,
OTBETCTBEHHBIX HCIIOJTHUTEICH.

4.9.2. Ilnan opopmisiercs Ha ucte Oymaru popMara A4 ¢ HCIOIBE30BaHHAEM
CIIEAYIOIINX PEKBU3UTOR:

a) HaMeHOBaHKe YIpaBIeHUs JAeJIaMH;

0) rpud yTBEpXKIEHUS JOKYMEHTA;

B) Jara JOKYMEHTa;

I') PETUCTPAIlHOHHBIN HOMEP JOKYMEHTa,

J1) HAUMEHOBaHHE BHUIa TOKyMEHTA;

€) 3aroJIOBOK K TEKCTY;

) TEKCT IOKyMEHTa;

3) MOIIHUCE.

[lopsgok HamedaTanwsi ©  pa3MEIICHHsS PEKBH3UTOB, yKa3aHHBIX
B moanyHkrax "a", "B"-"e" HacTosmero myHKTa, aHAJOTHYEH HaIe4yaTaHHIo
PEKBU3UTOB Ha OJTaHKe IpHKa3a YIpaBleHUs AeliaMu.

4.9.3. PexBu3ut "Tekcr mokymeHTa" odopMisercs B Buje TaOIHIBL
¢ rpadamu:

HOMEp NMyHKTA IlIaHa;

HanMEHOBAaHUE MEPOTIPHATHS;

CPOK UCTIONHEHHS;

UCIIOTHATETI;

pUMEYaHue.

Ilnan  nedrenpHOCTH  paOOTHHWKA  TOANHUCHIBAETCA  PAOOTHMKOM
U YTBEPXKIAETCS €r0 HEMOCPEACTBEHHBIM PYKOBOIUTEIIEM.

InaH [eATeNbHOCTH CTPYKTYPHOTO TOAPA3INEICHHS IMONIMCHIBAETCS
PYKOBOIMTENEM CTPYKTYPHOTO IMOApAa3eleHus U YTBEPXKIaeTcs 3aMECTHTEIEM
YIOPABIAIOMETO  JeNaMH, KypUPYIOIIMM  COOTBETCTBYIOIEE  CTPYKTYPHOE
nonpazaeicHue.

Ilnan nestensHOCTH YmpaBieHHs JelaMH HOAMKUCHIBAETCS 3aMECTHTEIIEM
YIIPABIISIOIIETO AeJIaMU U YTBEPKAACTCS YIPABJIAIONINM J[E€TaMH.

4.9.4. Homep MyHKTa IUTaHA — HOMEP, KOTOPBIH COOTBETCTBYET OTAECALHOMY
pasneny WM IyHKTy IulaHa mepomnpustuit. Hymepanus nmocnenosarensHas, 6e3
IIPOIIyCKOB, BO3MOXKHO IIPUMEHEHNE COCTABHBIX HOMEPOB C YUETOM HyMepaLuu
pa3memnoB IJjIaHa.

4.9.5. HammeHoBaHME MepONpHSTHI — (GOPMYIHPOBKA COHEPXKAHUSA
MEPONPHATUS AOIKHA OBITH TOYHOH M MOHATHOH (0€3 HCIONB30BaHHS CIIOB
Y IIOHATUM, UMEIOLIUX MHOXXECTBEHHBIN CMEBICI).

4.9.6. Cpok HCHONHEHHS MOXET OBITh yKa3aH Kak IEPHOH BHIMOTHEHUS
MeponpuaTuii (Hampumep, I-1I kBapranwl, sHBaps U TOMY MOZOOHOE) MM Aara
OKOHYaHMs UX UcnonHenus (Hanpumep, mo 10.01.2013).

4.9.7. Hcnonuurtens — WHUNHANB,, (GaMUIMd WIM HauMEHOBAHUE
OPraHM3aLNHU — UCTIOJIHUTES IIaHa.
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B cinydae ecnu ImyHKT IjIaHA MOMJIEKHT BBINMOIHEHHIO HECKONBKAMH
UCHOJHUTENSIMU, TO CPENM HUX BBIJIENSETCS OTBETCTBEHHELIM MHCIIOIHHUTEND,
KOTOPBIH YKa3bIBAa€TCd B CHHCKE HCIONHHUTENECH MEPBBHIM (BEPXHHM) WIH
IIOMEYAETCsI KaK OTBETCTBEHHEIH.

49.8. TIpadpa ‘"mpumeuanwe" CIyKHT [ BHECEHHd IIOMETOK,
uHpopManuy, UMeomed OTHOIIeHHe K  WCIONHEHHIO  KOHKPETHOIO
MEpPOIPUATHUS IUIaHA, B TOM YUCJIE B CIydae U3MEHEHUS CPOKa MCIIONIHEHHUS WK
COCTaBa UCIIOJIHUTEIICH.

4.9.9. PexBusur "Tekcr moxymenta" neuaraercs mpudptom Times New
Roman B nuana3zone or 12 1o 14 oOBIYHOM HACBILIEHHOCTH.

4.9.10. PexBuzut "Ilonnucs".

PexBu3uT oOTHeNndeTrcs OT TEKCTa IUIAaHA TPeMs  OJHHAPHBEIMH
MEXCTPOYHBIMH HHTEpPBaJlaMH M  BKJIIOYAaeT HAaWMMEHOBAHUE JOJDKHOCTHU
paboOTHUKA, IOATOTOBUBINETO TPOEKT I[UIAHA, €ro JIMYHYIO MOJIHKCH,
pacunpoBKy OAMUACH (MHUIIHABL 1 GaMUIIHs).

Pexsusut "Tlognuce" neuaraercs mpudrom Times New Roman 14.

4.10. OdopmiieHne OTIETOB

4.10.1. Ot4er — HOKyMEHT, conmepXaumumil CBeNeHHS O pe3yIbrarax
HOEATENBHOCTH 33 OLPENETIEHHBIA IEPUO BPEMEHH, BHIMOIHEHUH MEPOIIPUSITHI,
[IOpY4YCHUH, 3aJaHUM, IUIaHOB.

4.10.2. Otuer odopmusercs Ha Jjucte Oymarm ¢opmara A4
C UCIOJIb30BaHUEM CIEYIOUTUX PEKBH3UTOB:

a) HaMMEHOBaHWe YIpaBJIeHU JeJIaMH;

0) mara MTOKyMEHTa;

B) PETHCTPAIlHOHHBIA HOMEP TOKYMEHTA,

I') HaUMEHOBaHKe BHA TOKYMEHTa;

1) 3arojIOBOK K TEKCTY;

€) TEKCT IOKyMEeHTa,

) TIOIIIUCK.

Ilopanok HanedaTaHus M pa3MEINCHUsS PEKBU3UTOB, YyKa3aHHBIX
B IOANYHKTax "a"-"m" HacTOsSImero myHKTa, AaHAJOTHYE€H HAIEYaTaHUIO
PEKBH3UTOB Ha OllaHKe MpHuKa3a YIpaBleHHs JeIaMH.

4.10.3. PexBusut "TexcT moxymenTa" meuaraercs mpugprTom Times New
Roman 14 06b19HOM HACKITIIEHHOCTH.

B Tekcre orduera B 0043aTeNFHOM TOPSAKE MOMKHO CONEPKATHCS
yKa3aHUE€ Ha JAEITEIbHOCTb, MEpPONPHUATHE, BBIIAHHOE IMOPYYEHUE, 3aJaHUE,
IYHKT IUIaHA, MOMJIEXKALINI BBLINOTHEHHWIO, M PE3YNETAT BHINOJHEHUS, B TOM
YHCIE€ C YKa3aHWEM Ha CoONONeHHe WM HAapyIIeHHe MCIOIHUTENbCKON
JUCIUIIIHNHEL, yCTAHOBIEHHBIX CpPOKOB  HCIOJHEHHS W  HajIexaliee
IPENCTaBlICHHe WHPOPMAIMKM COUCIIONHHUTENSIMH ([IPA YYaCTHH HECKOIBKHX
UCTIOJTHUTEICH).

Oruer o pedATenbHOCTH pabOTHMKA MOAMKMCHIBAETCA aBTOPOM OTYETA
H TIPEACTABIACTCS €T0 HEMOCPEACTBEHHOMY PYKOBOMUTEIIO.
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OT4deT O JEATENBHOCTH CTPYKTYPHOTO MOMpa3fefeHHs IOANUCHIBACTCS
PYKOBOIHUTENIEM CTPYKTYPHOI'O IOIpa3IeJIeHHs U MPECTaBISIETCS 3aMECTUTEIIO
YIIPABIAIONICTO JI€JaMH, KOTOPBIA OCYIIECTBIAECT KOOPAMHAIMI0 U KOHTPOIH
paboOTHl  COOTBETCTBYIOUIETO CTPYKTYPHOTO TIOApasfiefieHHus]  YIpaBJieHHs
IeJIaMH, WU YIIPaBIAIOLEMY JEIaMHU.

OTuer O [OEATENBHOCTH YIpABICHHS Jl€aMHd MOATOTAaBIMBAETCS
U mommuchiBaercs paboTHUKOM(aMH), oOmpeneneHHBIM(M) B COOTBETCTBUU
C TIOPYYECHHEM YTIPABIISIONIETO JAeJIaMHu.

4.10.4. Pexsusut "llognucs".

PexkBu3uT oTmenseTcs OT TEKCTa OTYeTa TpPeMs  ONUHAPHBIMH
MEXCTPOYHBIMH HMHTEpBaJlaAMH M BKJIIOYAeT HAMMCHOBAHHWE JODKHOCTH
paOOTHHKA, MOATOTOBMBIIETO OTYET, €r0 JHUYHYIO IIOANHKCH, pacupOBKY
HOAIKMCH (MHULIMAIBI U haMuTHs).

PexBusut "Tlogmuce" nevaraercs mpudrom Times New Roman 14.

4.11. OdopMnenue 3aKOUCHHAN

4.11.1. 3axmodeHue — JOKYMEHT, colepKamuid MHEHHE, BBIBOMEI,
CHENIaHHbIE OT WMEHU YNpaBiIeHUS JelaMH, CTPYKTYPHOTO IIOApa3mesieHus
VopaeneHus aenamu, KOMHCCHH WM JKCIEpTa IO KakoMy-THOO BOINpOCY
WM JIOKYMEHTY.

3aKIIOYeHNs] COCTABIIOTCS Ha MPOEKTHI pa3padarblBacMbIX B YIIPaBICHUN
JleTaMd JOKyMEHTOB W Ha JOKYMEHTBHI, MpeACTaBIeHHBIE Ha PacCMOTpPEHHE
KOJUIETHaIbHBIX OPTaHOB YTPaBIICHHS JeIaMU.

4.11.2. Cpokun ¥ TOPANOK TOATOTOBKH 3aKTIOUEHUS ONPEACISIOTCS
B [IPABOBOM aKT€, PENIAMEHTHPYIOIIEM OCYIIECTBIEHUE KOHKPETHON SKCIIEPTH3EI
WK paboTy COOTBETCTBYIOIIETO KOJJIETHAIBHOTO OpraHa.

4.12. Odopmnenue CIyKeOHBIX 3aIHUCOK

4.12.1. B nensx oCyLIECTBIEHHUS CIY)X€OHOTO B3aUMONEUCTBUS MEXIY
paboTHHKaMu YIpaBle€HUS JeJaMH B PaMKaX BHYTPEHHEro JOKYMEHTO0GOpoTa
B YIIpaBIICHUHU JI€JaMHi TPUMEHSIOTCS CITY)KEOHBIE 3alTHCKH.

CnyxeOHble  3allUCKH  SIBIAIOTCA  CIPABOYHO-UHGOPMALMOHHBIMHU
JIOKyMEHTaMH.

ABTOpamMM CIy)X€OHBIX 3allMCOK SBISIOTCA pabOTHUKK VYIIpaBiIeHUs
IeTaMH.

4.12.2. CrayxebHas 3amucKa MOXET COCTaBISATHCS II0 YKa3aHMIO
YIPaBIAIOWIETO JIENaMHd, €ro 3aMecTUTEeNeH, PYKOBOAUTENS CTPYKTYPHOTO
nonpasfeieHys YNpaBleHUs JAejaMH WIA 10 WHHUIHMATHBE KOHKPETHOrO
paOoTHUKA.

4.12.3. TIlpu odopmueHnn ciyxeOHOM 3amMCKd  O()OPMIIAIOTCS
CIIEIYIONIHE PEKBU3UTHI:

a) agpecar;,

0) nara [OKyMeHTa,;
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B) CChIJIKA Ha PErMCTPAlMOHHBIA HOMEP U ATy JOKYMEHTA;

') HAUMEHOBaHHE BUA TOKYMEHTA,;

1) 3aroJIOBOK K TEKCTY;

€) TEeKCT JOKyMEHTa;

) OTMETKA O HAJIMIUH MPUTIOKEHU;

3) IOJIUCE;

1) BU3a.

[MopsoK HameyaTaHds W Pa3MEIICHHs PEKBU3UTOB CIY)KCOHOW 3alMCKH
aHAJIOTHYEH HAlleYaTaHUIO PEKBU3UTOB Ha OJaHKe NUCbMa YIIpaBlIeHHs JeIaMu.

4.12.4. CnyxeOunbie 3amucku peructpupytorcs B ACI/I.

Crpykrypa TekcTa ciyxeOHO! 3aniCcK 3aBUCUT OT LIEJIH €€ CO3/1aHus.

PexBusur "Buza" odopmisercs B ciiydae, €CliM CoyxeOHas 3amucka
IHIIETCS Ha  WMA  PYKOBOOWTENS  CTPYKTYpPHOIO  IOApasfeiieHHs,
HE SBIAIOIIErOCs HEMOCPENCTBEHHBIM PYKOBOAUTENEM aBTOpa CiIyXeOHOI
3aITUCKHY.

B cnyuae ecnm ciyxeOHas mepemucKa OCYHIECTBISETCS MEXIY
PYKOBOIMTENAMH CTPYKTYPHBIX TIONpA3leNeHnui WM CBI3aHa C COOOIIEHHEM
0 BO3HWKHOBEHHH KOH(QJIMKTa HMHTEPECOB, CKIOHEHHEM K COBEPIUCHHUIO

KOPPYILIMOHHOTO MPAaBOHAPYIICHHS WM WHBIM HapyIleHHEeM 3aKOHOAATENbCTRA,
pekBu3uT "Buza" MoxeT He 0pOopMIIATHCS.

4.13. Odopmienue IPOTOKOJIOB 3aceqanus (COBSINAHMS)

4.13.1. IlpoTokoi 3aceanus (COBEIIAHUS) — IOKYMEHT HH(OPMAI[HIOHHOTO
XapaKkTepa, IpedHa3HaYeHHbIH A (QUKcaluu Xo#a PacCMOTPEHHS BOIPOCOB
U [pHHATHS peUIeHWH Ha 3aceaHusX (COBEIIAHMAX) KOJUICTHAIBHBIX
COBeIIaTeNIbHBIX, SKCIIEPTHHIX U APYTHX OPTaHOB.

4.13.2. TIpoTOKOJ COCTaBISETCS HA OCHOBAHUU 3alMCell, IPOU3BEIECHHBIX
BO BpeMs 3acelaHus (COBEINaHWs), MNPEACTaBICHHBIX TE3UCOB MOKIIAJOB
Y BBICTYILIEHHH, CIIPABOK, IPOSKTOB PEUICHUI M IPYTHX MaTCPHAIIOB.

IIporoxonsr MoryT oQOpMIISITECS B TIONHOM © Kparkod ¢opmax.
B kpatkoit dopme omyckaercs xoi OOCYXJEHUs BOIPOCOB U (QPUKCUPYIOTCS
TOJILKO TIPUHATHIE IO HUM pelleHusl.

4.13.3. B YupapieHuH nejaMy IPOTOKOJBI MeYaTaloTCs Ha CTaHIapTHBIX
auctax Oymaru popmara A4 1 UMEIOT CIIEYIOIHE PEKBU3HUTHI:

a) HAaMMEHOBaHKE OpraHa HCIOIHUTENBEHOH BiacTu Bonrorpanckoii obmacTu;

0) HanMeHOBaHUE BUA JOKYMEHTA;

B) Jara JOKyMEHTA;

I') PETUCTPALHOHHEIN HOMEP JOKYMEHTA;

Il) MECTO COCTaBJIeHUS (U3IaHUsA) TOKYMEHTa;

€) TeKCT JOKYMEHTa,

%) TIONIIHUC.

Ilopsimox  HamewyaTaHus ¥ = pa3MellleHWs PEKBU3WTOB, YKa3aHHBIX
"ottt n_n

B noanyHkrax 'a'-"m" HacTosmero myHKTa, AaHAJOrM4Y€H HaledaraHulo
PEKBU3UTOB Ha OJIaHKe MpHKa3a YIpaBlieHHUS JCIaMH.

4.13.4. TekcT MOJHOrO IPOTOKOJIA COCTOUT M3 ABYX YacTeil: BBOMHOM
A OCHOBHOH.
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Bo BBOAHOH yacTU yKa3bIBAIOTCS MHUIMANB U QaMuUIMu Ipeacenares
(mpencenaTeNbCTBYIOIIET0), CeKpeTaps, NPUCYTCTBOBABIIMX HA 3aCeNaHHM,
U IIPH HEOOXOAMMOCTH JIHI], MPUIJIAICHHBIX Ha 3ace/anne (copemanue). Ecau
KOJIMYECTBO MPUCYTCTBYIOUIMX IMpeBHINaeT 15 dyenoBeK, BO BBOIHOM YacTH
IIPOTOKOJIA JI€JIa€TC CCHUIKA HA CIUCOK, SBJAIOIIMICA HEOThEMIEMON YacThIO
IIPOTOKOIA.

Hanpumep:
IIpucyTcTBOBamu: 25 YemoBeK (CIHCOK MPUIaraercs).

Ecnu B 3acenanum (COBEIIaHWH) TPUHHUMAIOT y4YacTHe INPEACTABUTEIIH
pasHBIX OpPraHOB BJIACTH M OpraHu3aiuii, yKa3pIBalOTCS MeCTO pPabOoTHI
U JIOJDKHOCTh K&XIOro Jimua. MHOTOCTpOYHBIE HAMMEHOBAHMS JOJDKHOCTEMH
IPUCYTCTBYIOLIUX II€YATAIOTCSI 4depe3 OJIUWH MEXCTPOYHBIA HHTEepBal JHOO
yepes uHTepsan 12 or.

BBojHas 4acTe npoTOKONAa 3aKaHIMBAETCS MOBECTKOM AHS, comepkalneit
[IepeYeHb pPacCMaTPUBAEMBIX BOIPOCOB, IICPEUYHUCICHHBIX B  IOPSIKE
UX 3HAYUMOCTH, C YKa3aHHUEM MAOKIAT4MKa N0 KaXIOMY pacCMaTPUBAEMOMY
Bonpocy. Bonpocsl noBectkn nmHs dopmynupyrores ¢ npemimorom "o" ("oo6"),
IIEYATAIOTCS OT IPAHULIBI JIEBOTO HOJSA U HyMepyIOTCS apaOCKUMU ITH( paMHu.

OcHoBHas 4acTh NPOTOKONIA COCTOMT M3 Pa3/ieioB, COOTBETCTBYIOLIMX
IIyHKTaM IIOBECTKH JHS. T€KCT KaXA0ro pasjienia CTPOUTCS 10 CXEMeE:

CIIYIIAJINA:
BBICTVIINJIN:
ITOCTAHOBWJIA (unu PEIINIIN):

OcHOBHOe conep)kaHue JOKIAJO0B U BBICTYIUIEHHH BKJIIOYAETCS B TEKCT
IPOTOKOJIa HJIM TIPUIIaraercsi K HEeMYy B BHJAE OTOCNBHBIX MAaTe€pPHANOB,
B IIOCJIEIHEM Cly4ae B TEKCTE€ NPOTOKoJa Jejaercs OTMerka "Tekct
BRICTYIJICHHs Tpuiiaraercs”. llocTanoBnenue (pemieHne) B TEKCT IPOTOKOJIA
BHOCHTCS TIOJIHOCTBIO B TOH (hOpMYyNHpOBKE, KOTOpas MPHHATA HA 3acCEeNaHuHu.
Ilpn HEoOXOAMMOCTH NMPHUBOAATCS UTOTH TOJIOCOBaHUA: "3a — ..., IPOTHB — .
BO3JIepKaIUCh — ...".

Conep:xkanre 0oco0Oro MHEHHs, BBICKA3aHHOTO BO BpeMs OOCYXKIEHHS,
3aIIMCLIBAETCSA B TEKCTE IIPOTOKOJIA IOCIIE COOTBETCTBYIONIETO ITOCTAHOBJIEHHS
(pemenwus).

4.13.5. TekcT KpaTKoro HpOTOKOJA TaKKe COCTOMT M3 ABYX 4YacTei.
Bo BBOIHOM 9acTH yKa3bIBArOTCs MHUIUAIBI ¥ HaMIITHHU NTPEICeaTeIbCTBYIOLIErO
(mpencenaress), cekperapsl, a TakKe HHULHATBI 1 (HaMUIHK IPUCYTCTBOBABIINX
T,

(X3

Cnoso "IlpucyrcrBoBanu" 1edaTaercs OT TpPaHMIBI JIEBOrO OJS,
IOJUEPKHBACTCA, IIOCJIE CJIOBa CTaBUTCA JBOeTo4HMe. Huke mevarTaroTcs
HAMMEHOBAaHUS JOJDKHOCTEHl NMPUCYTCTBYIOIUX, & CIpaBa OT HAHUMEHOBAHHS
JOJDKHOCTeH — WX MHULIHKANBI M Gamunny. HaumeHoBanus momkHocTedl MOryT
YKa3bIBaTECH 000O0IICHHO.
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Hanpuwmep:
IIpucyrcrBoBanu:

YpaBisoommi 1eaaMmu
AJIMUHHCTpAITIH
Bosnrorpanckoit obnactu N.0.Damvunus

3aMeCTUTENb YIPaBIISIOMIETO
aenaMd ATMUHHCTpaIU
Bonrorpazackoii odbnactu N.O.®amumus

Hupextop I'BY BO "HUcnonuutenbHas
JUpPEKUHsT AIMAHUCTPAILMH
Bosrorpanckoii odgactu” N.O.Oamunus

Cnucok oTensercs 0T OCHOBHON 9aCTH MPOTOKOJIA CIUIOMIHONW YepTOi.

B oCHOBHOII 4YacTH IIPOTOKOJIA YKa3blBAIOTCS HOMEP BOIpoca
B COOTBETCTBUH C TIOBECTKOM JHS, COMlEp)KaHKE BOIIPOCA U MPUHSTHIEC PEIICHHMS.

Bompocel Hymepytotrcs pumckuMu uudpamu. HammenoBanume Bompoca
HaymHaercs ¢ npemiora "o" ("o6"), meyaTaeTcs Mo HUEHTPY W NOTUEpPKUBAETCS
OOHOM dYepTodf HWXKe MOocjefAHel CTPOKM Ha PacCTOSHUU He Oolee OIHOTO
untepBasia. Ilog wdeproit yxaspiBaioTcs (QaMWiMKM JODKHOCTHBIX JIHII,
BRICTYNTUBIIUX TPH OOCYXIEHHH NaHHOro Bompoca. Damunmu medataioTcs
yepes OAUHapHBIM MEXCTPOYHBIN UHTEPBAIL.

3areM yKa3bIBaeTCs MPUHATOE MO BOMPOCY PEIlieHHUE.

4.13.6. IIpoToKON MOANUCHIBAETCS MIPENCEAATENBCTBYIONIMM Ha 3aCERaHUH
U CEKpeTapeM.

Ilopmuce mpencenarenbCTBYIOMIETO OTAENSETCS OT  TEeKCTa TpeMs
OJIVHAPHBIMM MEKCTPOUYHBIMM MHTEpBAJIaMM K BKIIOYAa€T HaWMEHOBaHUE
NOJKHOCTH JIMLA, TpelcenarelhCTBOBABIEr0 Ha 3acefdaHuy (COBEINaHUH),
ero JUYHYK NOANMCH, PACHIM(PPOBKY MOAMUCH (MHULOHAIEI W (QaMHIAIO).
HanMeHOoBaHUE OJDKHOCTH TIeYaTaeTcss OT JIEBOM T'PaHUIBI TEKCTOBOTO ITOJS
yepe3 MEKCTPOUHBIM MHTepBas 12 0T W BBEIPABHHUBAETCS IO JIEBOMY IIOJIO.
Pacmupporka mnoxmucu pacrnonaraeTcs Ha YpPOBHE TMOCHenHeil  CTPOKH
HauMeHoBaHus gomxHocth. [locnennss 6yksa B pacimmudpoBKe OrpaHHYUBAETCS
TIPaBBIM TIOJIEM.

ITonnuce cexperaps 3acefaHus (COBEMIAHHS) OTAENSETCS OT MOIIHCH
IPECENATeNbCTBOBABIIETO HA  3acellaHMM  OAWHAPHBIM  MEXCTPOYHBLIM
MHTEPBAJIOM U O(OPMIIAETCS aHAJIOTHYHO.

4.13.7. B VYmnpaBneHuu nenamMu OQOPMISIOTCS CIEAYIOIHE BHIIbI
IIPOTOKOJIOB:

IIPOTOKOJIBI COBEIIaHWH y YOPaBISIONMEro JellaMH, 3aMecTHTeseit
YIPaBIISIOIIETO JeNaMH (1ajiee HMEHYIOTCS — IPOTOKOJIbI COBEIIIAHHH ),

IIPOTOKOJIBl 3acelaHuil pa3IMIHBIX KOJUIETHAIBHBIX, COBEINATCIHHBIX,
SKCIIEPTHHIX U IPYTUX OPTaHOB.
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4.13.8. Cpok mOArOTOBKHM MPOTOKONA HE JO/DKEH MPEBBINIATL 5 [IHEl
CO JIHA IPOBEIEHHS COOTBETCTBYIOIEro 3acenanus (coBerranus). KOHKpeTHBIH
CPOK IOATOTOBKU IIPOTOKOJIA MOXET ONPEAETUTh PyKOBOAUTENh, KOTOPEIU Bel
COBEILIaHWe, WIN TMpefcenareib MOCTOSHHO ACHCTBYIOMIETO KOJUICIHAJIbLHOTO
oprasa.

4.13.9. IIporokonsl coBemanuii opopmILIoTcs pabOTHUKAMH CTPYKTYPHBIX
noapasfeneHuii YmpaBieHus JeNlaMd, OTBETCTBEHHBIMHM 33 IPOBEICHHE
COBEIIIAHUM.

IIpoeKTHl MPOTOKOJIOB 1O MTOT'aM COBCLIAHHUSA Y YHPABIAIOIIETO JeJaMu
nepef TpelCTaBIeHHEM Ha TOANKCH YIPABIAIOMEMY JellaMH  IIOAJIEXKAT
COIJIACOBAHMIO C 3aMECTUTENIEM YIPABJISAIOMEro JejJaMH B COOTBETCTBHH
C pacmpeienienreM O0SI3aHHOCTEM.

Ilocne nonnmucanus MPOTOKONBI COBEINAHUMA TEPENAIOTCS B OOIIMI OTIEN
IUTS peructpannd. [IpoToKoNbI CoOBeIaHmil XpaHATCA B 00OLIEM OTAEIE.

Komuu mpOTOKONOB COBELIaHMM pAcCHIIAIOTCA OOIIMM  OTHEIOM
3aWHTEPECOBAHHBIM OPTaHM3AIUAM M IJOJUKHOCTHBIM JIMI[AM B COOTBETCTBHHU
C PeecTpOM pacCHUIKU. PeecTp pacChUIKU COCTABISIET U MOAMUCHIBAET PAOOTHHK
CTPYKTYPHOTO  TOApa3ielicHuss  YTUpaBIC€HHUS  Ji€JaMH, OTBETCTBEHHOIO
3a opopMIIEHHE POTOKOJIA.

4.13.10. Ilporoxonbl 3acemaHuii KOJUIETHANBHBIX, COBEIATENIBHEIX,
3KCHEPTHBIX H JOPYIHMX OpraHoB OQOPMIAIOTCS M PErHCTPUPYIOTCS
B COOTBETCTBHH C IMPABOBHIMH aKTaMH, PETJIAMEHTUPYIOIIUMHU UX AEITEIbHOCTE.

4.14. CnyxebHas nepenucka

4.14.1. B 3aBUCHMMOCTH OT CIOCOOOB MeEpeqavd JeOBON HHGOpPMAaIUK
(Mo KaHamaM TMOYTOBOM CBS3M MJIMA IOCPEACTBOM DJJICKTPOCBS3H) BBIOENSIOT
CJIEAYIOIIME BHUIBI JIENOBOU MEPENUCKH U WX HA3BaHHA: JeJoBoe (CiayxebHOe)
NUCBMO, Tenerpamma, ¢akcorpamma (pakc), TenepoHOrpamMma, SIEKTPOHHOE
HHCHMO.

4.14.2. Cnyxxe0OHbIE THChbMAa FOTOBSITCA KaK:

JOKJIaAbl 00 HCHOTHEHUH MOPYUEHUH YIPaBIISIONIEro AelIaMu;

UCIIONTHEHHE TTOPYUEHUH YIPaBIISIONIETO AeIaMy TI0 00paIlleHUAM IPaskiaH;

COIIPOBOAMTENBHBIE IHCbMa K TMPOEKTaM 3aKOHOMATENBHBIX aKTOB
Bonrorpaackoii  obmacTd, NIpoeKTaM IOpaBoBBIX akToB [ 'yOGepHaropa
Bosnrorpanckoit obnactu, AnqMuHUCTpannu Bonrorpaackoit o0gacTy, mpuKa3oB
VYupasneHus Aeiamu;

OTBETHI HA 3alIPOCHI Pa3IMYHBIX OPTaHH3aANMA U HH3HMUECKUX JINII;

VHUIHATHBHBIE IHCHMA.

4.14.3. Ilpu obopmireHHH CITyXKeOHBIX THCEM UCIONB3YIOTCS ClIELYIOIIUE
PEKBUBUTHI:

rep6 Bonrorpaackoii obsactu;

Ha¥MEHOBaHHE OpraHa UCIOJHUTEIBHON BacTH Bonrorpanckoit obacTu;

HalMEHOBaHUE TOJDKHOCTH;

CIIPaBOYHLIE laHHBIE 00 Oprane UCIOIHUTENLHOM BiIacTu Bonrorpaackoii
obinacry;
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azpecar;

JaTa JOKYMEHTa,;

PETUCTPAIMOHHBI HOMED JOKYMEHTA;

3arojIoBOK K TEKCTY;

CCBIJIKA HA PErHCTPallHOHHBIN HOMED U 1aTy 10OKyMEHTa,

TEKCT JOKyMEHTa,

OTMETKA O HAIMYWH MPHIIOKCHUI;

BU3a;

TIOJIITNCh;

OTMETKa 00 MCIOTHUTEIE.

ITnceMa QHUHAHCOBOrO XapakTepa, a TaKKe IHChbMa, COAEPKALIHE
00s3aTeNbCTBA, 3aBEPAIOTCA IepOOBOM IedaThio, a B IHCHMAx, COAEPIKAIHUX
MHQOpPMAIIO  OTrPAaHMYEHHOIO  PACHPOCTPAHEHHUs, MHPOCTABISETCS Trpud
OrpPaHUYECHHS NOCTYTA K TOKYMEHTY.

Belnenepedncnenssle  peKBU3WTHI  OGQOPMISIOTCS B COOTBETCTBUH
c noxpasznenoM 4.2 pasnena 4 nacrosmeit MHCTpyKIuu.

4.14.4. CnyxeOHBle IHUCbMa II€YATAIOTCS Ha OJaHKax yCTAHOBJIEHHOIO
oOpa3ma.

4.14.5. Tlpu odopmieHun ciayxeOHOro mHHCbMa Ha IBYX M Oojee
CTpaHUIIAX BTOpas U IMOCIEAYIOIIME CTPAHULBI HYMEPYIOTCS IOCEPEAHHE
BEPXHETO MOJIs JINCTa apaOCKUMH KD paMHu.

4.14.6. B cnyxebHBIX IHMChMax WCIONB3YIOTCA Gpasbl STHKETHOTO
Xapaktepa: "YBaxkaembli ..!" — B Hadame mucekMa (Hajg TEKCTOM)
u "C yBaxkenueMm," (10 XEMaHUIO aAPECaHTa) — B 3AKIIOYUTEIBHOM YacTH
IKMChMa II€Pe/ IMOAMUCHI0. DTUKETHBIE ()pa3bl €YATAIOTCS MCIOJHUTEIEM IIPH
NOJITOTOBKE MPOEKTa MHCHMA.

Teker ciayxebHOro nuckMa uaaraeTcs: OT 1-ro muna MHOXKECTBEHHOIO
yucna ("TIpocum mpencraBute uHpOpMarmo...", "Hampasnsem Ha 3akmodeHue
NpoeKT..." u Apyrue), or 3-ro jmua eauHcTBeHHOro umcia ("YmnpasineHue
nenamu ApMuHUCTpanuu Bonrorpaackoit o6iacTy He CYMTAET BO3ZMOXKHBIM...",
"YrpapieHue IenaMy IMpeuiaracT pacCMOTPETh BO3MOXHOCTE..."), Ha OIaHKax
IIICBEMA NOJDKHOCTHOIO JuUa — OT 1-ro juna exuncreenHoro uucna ("Ipomry
Bac npencrasute nannsie o...", "Cuntaro BO3MOXHBIM [IPUHATH Y4acTHe B...").

4.14.77. CnyxeOHble IIChMA afpPECyIOT OPraHU3alUsM, UX CTPYKTYPHBIM
HOJPa3eNECHNUSIM I KOHKPETHBIM JTHIIAM.

JIOKYMEHT afipecyercs JOKHOCTHOMY JIUITY (PYKOBOIMTENIO OPraHU3aIH)
B CIyYae, Korja MpeArnojaracTcs, 970 UMEHHO 3TO JOJDKHOCTHOE JIMIO OyieT
IIPHHAMATH PELIeHHs 10 BOIPOCaM, NMOCTABICHHBIM B JOKyMeHTe. IIpu sTOM
HAaHMCHOBaHHE OPraHU3allMi BXOOUT B HAUMEHOBaHHE JTOJDKHOCTH aipecara.

4.14.8. Ilpoext ciryxeOHOro muChMa BH3UPYETCS MCIOTHUTENEM MHChMa
¥ WHBIMH PaOGOTHHKAMHU CTPYKTYPHBIX IIOApa3feleHuil YIpaBlleHus IejaMu,
Y4aCTBOBABIIMMH B COTJIaCOBaHUH IIPOEKTA IIUChMA.

4.14.9. IlpaBo NOANMCAHMS CIYXKEOHBIX NMHCEM HMMEIOT YIIPABIISAIOMIMI
JieJIaMH1, 3aMECTHTEN YIPABISIONIETO AeIaMHU.
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Eciiu DODKHOCTHOE JIMIO, MOANKUCH KOTOPOTO 3aroTOBIIEHA Ha MPOEKTE
JOKYMEHTa, OTCYTCTBYET, TO JIOKYMEHT IOJMUCHIBAET JIUI0, HCIIOIHAIOIIEE €ro
0053aHHOCTH, WJH €r0 3aMeCTHTENhb. IIpm 3TOM 00s3aTeNbHO YKa3bIBAIOTCA
(pakTHUeCcKas TOJKHOCTD JIMIIA, ITOIITHACABIIEr0 JOKYMEHT, U ero haMuIIusl.

4.14.10. Tlopsamok MOATOTOBKA H COIJIACOBAHUS CIYKE€OHBIX ITHCEM,
HaIpPaBJISEMBIX OTHCIBHBIM JOJDKHOCTHBIM JIMIAM, TOCYNapCTBEHHBIM OpraHam
Bonrorpanckoit  obmacth W opraHaM = MECTHOTO  CaMOYIPaBJIEHHUS
Bonrorpanckoit obnactu, ycTaHaBiMBaeTCs IMpPaBOBBIM akToM I 'yOepHaTopa
Bonrorpanckoit o6acTu.

4.14.11. Cpoxu TOATOTOBKH OTBETHBIX IIHCEM YCTaHABJIMBAIOTCS
PE30JIoIel PYKOBOAMTENS HAa OCHOBAHHH HMEIOIIMXCS CPOKOB HMCIOJHEHHS
HIOpy4YeHH i, 3aIPOCOB WK IO PEIICHUIO aBTOPA PE30JTEOIUY.

B cmyuae ecnm CpoK MOATOTOBKHM OTBETHBIX IHCEM HE YCTAaHOBICH,
OHH JOJDKHBI OBITh IMOATOTOBJICHEI B CPOK, He MpeBbimaronuii 30 gueit co nus
MIOCTYIUIEHHS 3ampoca, o0palneHus B YIIpaBlieHHe eIaMu.

Cpoxku MOJITOTOBKH HHUIAATHBHBIX HCEM OTIpEAEIISIOTCS
PYKOBOJIUTEISAMH CTPYKTYPHBIX MOAPA3ACICHUHA Y IpaBICHUS JelIaMHu.

4.15. TenerpaMMbl

4.15.1. Tenerpammbl odbopmisioTcs Ha Juctax Oymarnm ¢dopmara A4
IO YCTAaHOBJICHHOH (opMe COMNIaCHO IpWIOKEeHHIO 13 K HacTosmlei
HMuctpyknum.

4.15.2. TenerpammMa J0JKHA IMETh CIEAYIOIHE 00S3aTe/IbHbIE PEKBA3KTHL

HalMEHOBaHUE BHU/1a JOKYMEHTA,;

azpecaT — MONPOOHBIA aapec ¢ YyKa3aHWEM MOYTOBOIO MHJEKCa,
IO3BOJISIOMIMN  O0€eCleunTh JOCTaBKY TeNerpaMMBbl ajpecary, W IIOJHOE
HaMMEHOBaHHUE aJipecara;

TEKCT JIOKYMEHTa;

pEeTHUCTPaIlMOHHEBI HOMEP JOKYMEHTA;

JaTa TOKyMEHTa,;

HOJIIUCE.

JIOIIONMHATENBHO MOI'YT MCIONB30BAaThCs OTMETKH O Kareropuu: "JIrokc",
"Cpounas" u TOMy IOZOOHOE. |

TekceT Tenerpammsl u3naraercs Kparko, 6e3 COI30B M MPENJIOros (eciu
IPU 3TOM HE MCKAXaeTCs €ro COAeplKaHue), [evaraeTcs depe3 JBa HHTepBaa
IPONKCHBIMU OyKBaMu 6e3 IepeHoca ClIoB, ab3aleB, HCIPaBIEHHUH U He [OJDKEH
NpPEBLINATh JBYX MAIIMHONMCHBIX cTpaHuU. Ilpu OTBeTe Ha HOCTYNMUBIIMM
JNOKYMEHT B TEKCTE TEJIErPaMMBI AACTCsl CChUIKA Ha €ro HOMEp U JaTy.

OtnmensHOH CTPOKOM yKa3bIBAaIOTCA JOMKHOCTh W (aMuiMs JHIA,
HOANMCABINETO TEJICrPaMMY.

TemerpamMmel ¢ OIHHM U TEM K€ TEKCTOM M IOIIHKCHIO, aPECOBAHHEIE
B HECKOJIBKO IIyHKTOB U aJpecOB, MOTYT HMMETh MONIHMCH TOJBEKO HA OIHOM
OK3EMIUISIPE M KOIMPOBATHCA IO KOMMYECTBY anapecaroB. Kaxuplil sk3emIuisap
TenerpaMMel 3aBepsercd nevarsio "IJIA TEJIEITPAMM",
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B HmxHEHd dacTu TenerpaMMbl IMOJ] YEpPTOM, OTHENdomed TeKCT
TEJIErPaMMB], YKa3bIBAIOTCSl MCXOASIIMI HOMEp M [ara, aapec OTIPaBHUTEIs
(mpocn.um.B.M.JIennna, 1.9, Bonrorpan, 400098), HanMeHOBaHUE OPraHU3ALMY
(ympaBnenue nenamMu AAMHHHCTpauuu Bosrorpaackoit obmactu). Hmke
pacnonararorcs pekBusuTsl "llognuce", "OTMeTka 06 ucnoauutene".

4.15.3. Tlopsnox BU3HPOBAaHWS, MMOIIMCAHUSA W PETHCTPALMH TEJIErPaMM
aHaJIOTHYEH MOPANKY, YCTAHOBICHHOMY IJISl CITY)KEOHBIX ITHCEM.

4.15.4. TenerpaMMsl JUIs OTHPABKH TMPHHUMAIOTCS KAHIEIIPHEH 00MmIEro
OTHeNna YIpaBleHUs JellaMu (fanee UMEHyeTCs — KaHIeNIspus O0IIEro oTena)
B JIByX 9Kk3eMILIsapax. [IepBelil 5K3eMIILAp TelerpaMMbl OTIPABISIETCS apecary,
BTOPOHM € IOANHCHIO JOJDKHOCTHOIO JIMIIa M BH30M  KCIIOJHHTEI,
[IOATrOTOBHBILIETO IOKYMEHT, OCTAeTCsl B KaHIIEIAPUU OOIIEro OT/aeNa.

4.15.5. OTBEeTCTBEHHOCTb 32 CBOEBPEMEHHYI0 W Ka4eCTBEHHYIO
IIOATOTOBKY TEJIErpaMM M coOmofeHne TpeOoBaHUM MO0 HX O(QOPMIICHMIO
BO3JIaraeTcs Ha PyKOBOAMTENCH CTPYKTYPHBIX TOAPA3ACICHHH, IO OTOBHBIINX
TEIErPaMMEI, 4 IEPCOHAJBHA OTBETCTBEHHOCTh — HA HEMOCPEICTBEHHEIX
ucnonauteneld. HeobopmileHHbIe U HENpPaBHILHO OQOPMIIEHHBIE TEIETPAMMEI
BO3BPAILAlOTCA UCIIOTHUTENIO Ha TOPabOTKYy.

4.15.6. IIpu ocymiecTBieHnn TenerpadHoil CBA3H NMPUMEHSIETCS €IUHOE
Y4ETHO-OTYETHOE BpPEMS — MOCKOBCKOE.

4.16. ®akcorpammel (dakc)

4.16.1. JlokyMeHTHI, TpeOyIOIIHe CPOYHOTO HCIOJHEHHUS, NEPENAIOTCA
azpecary ¢ IOMOIIbIO (PaKCUMHIBHOMR CBSI3H.

4.16.2. Iloctynaromue depe3 HakCHMUIBHYIO CBSI3b CIIy)KeOHBIE MUCEMA
U JOpyrue JOKyMeHTHl ((akchl) NPUPABHHUBAIOTCA K  AHAJIOTUYHBIM
obunuanbHEIM AOKyMeHTaM. lIpy HeoOXOmUMOCTH 3ampalldBaeTCs OPHTHHAI
JNOKyMEeHTa Ha OyMa)XHOM HOCHTEJIE.

4.16.3. Ilopsmox o00paboOTKH, pachpefeleHHs W  IPOXOKACHUSL
IOCTYNalomMX  (akcoB  aHAJIOTHYEH MOPSAKY, YCTAHOBIEHHOMY  JUIs
AOKYMCHTOB C OTMCTKAMH, XapaKTCPHUIYIOIIIUMH CTCIICHDb CpPOTHOCTH
MX UCTIOTHEHHUSI WJIH TOCTaBKH.

4.16.4. IloctynuBmmii Bcaex 3a (akcoM OpUrMHAN JAOKYMEHTA
HAIpaBJIIE€TCsl B NOAPA3/IEIIEHNE-UCIIONHUTENh B COOTBETCTBUM C PE3OJIOLUEH
PYKOBOJUTENS K NOCTYIHBILEMY paHee Qakcy.

4.16.5. Tlopsanok odopmieHHs CiyXeOHBIX IHCEM, OTHPABISEMBIX
CTPYKTYPHBIMHU IIOAPA3NCICHUSIMHU YIIPaBIeHHS AellaMi Yepe3 (PakCHMHUIBHYIO
CBsi3b, M XpaHEHUS HUX KONMM aHAJIOTWYEH IOPSAKY, YCTAaHOBJIEHHOMY
IUiSL CITY’)KE€OHBIX TTHCEM.

4.16.6. 3ampemaercs nepegaBaTh IOCPEICTBOM (PAKCHMIIBHOMN CBSI3M
TEKCT JOKYMEHTOB ¢ moMeTKo# "/[11s cinyxebHoro nojan3oBanus”.

4.16.7. OTBeTCTBEHHOCTh 3a COAEPXKAHHE MepenaBaeMol wHpOpMAIU
BO3JIAraeTcs Ha HCIOJHUTENA, IOATOTOBUBINEr0 JJOKYMEHT K Iepeaade,
U PyKOBOJUTENIS! COOTBETCTBYIOMIETO CTPYKTYPHOTO MOJpazieneHus Y IpaBieHus
TEJIaMHU.
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4.17. Tenedonorpamma

4.17.1. TenepoHorpaMMbl HCHONB3YIOTCA Ui OINEPATHBHOIO PEIICHHS
BOIIPOCOB B ClIy4yasXx, KOT/la COOOIIEHH s, IepeaaBaeMble Mo Teneony, TpeOyIoT
IOKYMEHTIbHOTO O OPMIICHHS.

4.17.2. FOpuauueckas cuiia moCTyMHUBIIEH TenedOHOrpaMMEI OIPEEIIeTCs:

HCXOJISIIAM PErUCTPAIlIOHHBIM HOMEPOM OTIIPABJIAEMOM TeleQOHOrPaMMEL;

INOJDKHOCTBIO, (aMHiIUel, WMEHeM, OTYECTBOM JIHIla, OTIPABHBILETO
TenedoHorpamMmy;

IOJDKHOCTBIO, (amiuimeii, WMEHEeM, OTYECTBOM M MOANKCHIO JIHIA,
IPUHSBIIETO TeJehOHOrpaMMYy;

BXOJISIIIM PETHCTPAIIMOHHBIM HOMEPOM TMOJYyYSHHOM Tere) OHOIpaMMEL.

4.17.3. TpeboBaHHS K MIIOKCHUIO TEKCTA TeIeHOHOTPAMM AHATIOTMYHEI
TpeOOBaHUAM K M3JIOKEHHIO MUCHMA.

TekcT TenedonorpaMMBI JOJDKEH COep)KaTh He 6omee 50 ClioB.

4.17.4. TeneboHorpamma 3aHOCHTCS B IKypHaI pETUCTPAIHH
TeneoHOrpaMM U MONIMHUCHIBAECTCSA JIMIIOM, OT HMEHH KOTOPOTO OHA IePEeaacTcs.

4.17.5. Ilocne mnepenaun (mpuema) TeIEPOHOTPAMMBI TPOU3BOAUTCS
CBEpKa TeKCTa TeJePOHOrpaMMbI ¢ IPUHMMAIOIINM (IIEPENAOLIIM).

3areM nepefaromuil (MpUHUMAMOIUI) XemaeT OTMETKH BHHU3Y TEKCTa
TenehOHOrpaMMEl:

"IIPUHAJI", HauMeHOBaHWe AOMKHOCTH, HaMUIus, KM, OTYECTBO JIMIA,
IpUHSBLIETO Tele@OHOrpaMMy, HOMep ero TeiedoHa, BpeMs Iepelayu
TesneoHorpaMME! (4aChl U MUHYTHI), 1aTa;

"IIEPEJTAJI", nHamMmeHOBaHHWE IOJDKHOCTH, (paMUiIus, HMs, OTYECTBO,
HoMep tenedoHa, Mo KoTopoMmy TenedoHOrpaMMa OwlTa mepemaHa, BpeMs
nepenayn TenedoHOrpaMMbl (4ackl U MHHYTHI), JaTa.

Otmetka o npueMe (nepexade) TenedhOHOrPAMMEBI 3aBEPSIETCS MOANMCHIO
pabOTHMKA, IPUHSABIIETO (IIepeaBiIero) TeneoHorpaMmmy.

4.17.6. IlonyuenHas tenedoHorpaMma A0JpkHA OBITH OTIIEYaTaHa, CYUTAHA
U IOJIOXKEHA JIUIly, KOTOPOMY OHA aIpecOBAHa, B BO3MOXHO KOPOTKHH CPOK.

4.18. JloBepeHHOCTE

4.18.1. JloBepeHHOCTH OT HMEHH YTIIPaBlIeHUS JACJIaMH BBIIAIOTCS
II0 MHUIMATUBE YIPABJIAIOLIETO JENaMHU, 3aMECTUTENS YIPABISIOIIErO AEIaMH,
PYKOBOAMTENEH CTPYKTYPHBIX OJpa3AeleHril Y npaBieHus JejIaMu.

4.18.2. JIoBEpeHHOCTH TOTOBATCS B CTPYKTYPHOM IIOApa3/eNeHUH
YupasineHus AellaMy, TAe padoTaeT JUIo, KOTOPOMY BHIIAETCSA JOBEPEHHOCTD.

4.18.3. B cnyuae ecnu TOBEpEHHOCTh BBIAACTCS JIHIY, HE SBJISIOIIEMYCS
paboTHMKOM YIpaBJIeHHUA A€JIaMHU, €€ MOATOTOBKY OCYLIECTBIAET MHUIHATOP
BBI1aUd JOBEPEHHOCTH.

4.18.4. JloBepeHHOCTh MOJDKHA COJiEPXKaTh CBEJCHHS O IPEICTABUTENE
(3aHMMaeMas JIO/DKHOCTb, (aMUIHsl, UMsl, OTYECTBO, IIaCOPTHBIE JAHHBIE),
00 00BEME €ro NOJHOMOYMH, CPOKe NeHCTBUS TOBEPEHHOCTH.
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4.18.5. JlopepeHHOCTH OGOPMIISIOTCS 110 GOPME COINACHO MPUIOKEHHIO 14
K Hactosmeit Mactpykimy.

4.18.6. Ilpu mWOAroTOBKE JOBEPEHHOCTH OQOPMIAETCS  IPOESKT
JOBEPCHHOCTH, K KOTOPOMY NpPUJIAraeTcs KOMUs JOKYMEHTa, HONTBEPKNAIOLIEro
3aHUMAaEMYIO MPENCTABUTEIEM JO/DKHOCTh (KOMHUS MPUKa3a O HA3HAYEHUH WIH
KOIIMSI CITY)KEOHOTO yJOCTOBEPEHHs), KOMHH CTPAHMII MACHOPTa, COMEPIKAIIHX
HeoOXoqUMBIe T 0OpPMIIEHHS JOBEPEHHOCTH JaHHEIE.

4.18.7. loBepeHHOCTH TOTOBUTCA B [IByX SK3€MILISpPaXx.

TlepBeIil 3K3eMILIAP NOBEPEHHOCTH OQOPMIISIETC Ha 6aHKe YipaBieHus
JieiaMu.

Bropoil  3K3eMmIAp  OBEPEHHOCTH  BU3MPYETCS  PYKOBOIUTEIEM
COOTBETCTBYIOMIETO CTPYKTYPHOTO HOApasfeienus YIpaBleHUS JellaMH,
HA4YaJbHUKOM  OT[ENa MpPaBOBOrO oOecredeHuss YIpPaBIeHHA [AelIaMu
M 3aMECTUTeJIEM  YNPaBJIAIOIIEr0  AENaMH, KOTOPhIH  OCYHIECTBIISET
KOODAMHALKIO M KOHTPOJb pPabOTHl COOTBETCTBYIOUIErO CTPYKTYPHOTO
oApasacieHus Y npaBiIeHUs JeTaMH.

4.18.8. Ilpu cornacoBaHH¥M JTOBEPEHHOCTH TEKCT IOBEPEHHOCTH MOXET
OBITB 1OPabOTaH C Y4ETOM KOHKPETHOM CHTYAIHH.

4.18.9. JloBepeHHOCTH MOCT€ MOANMCAHHMS YIPABIAIONAM IeIaMu
PETUCTPHUPYIOTCA W 3aBEPAIOTCA KpYIaoi repOoBoil medarsio YmpapieHHUS
IleJIaMH B KaHIEJIApUU 00IIero oT/ea.

4.18.10. Perucrpanys u 3aBepeHue MeUaThiO JOBEPEHHOCTEH 663 HaTHIHs
BH3 JIOIDKHOCTHBIX JIML[, YKa3aHHEIX B myHKTe 4.18.7 Hacrosmeit ucTpykimy,
HE JOMyCKAaIOTCA.

4.18.11. TlepBelii 3K3eMIUIIp JOBEPEHHOCTH IEpeAacTCs KaHIEIIpHeit
obmero orgena oA HOANMCH JIMIy, HAa HMMsS KOTOpOro odopMieHa
JOBEPEHHOCTh. BTOpOil 3K3eMIUISIp JOBEPEHHOCTH XPAaHHUTCA B KaHLEISPUH
oburero otnerna.

4.18.12. Yuer noBepeHHOCTell OCyINECTBIAETCS KaHIeENspHeil obmiero
OTZIe]Ia B XyPHAJIE PETUCTPAIMU JOBEPEHHOCTEN.

4.183.13. B cioyuae OCBOOOXKIEHHS OT 3aHMMAEMOH IOJDKHOCTH JIMIIA,
KOTOPOMY BHIZIaHA JIOBEPEHHOCTh, WJIM IepeodOPMIIEHHUS JIOBEPEHHOCTU
IIEPBBI SK3EMIUIAP JOBEPEHHOCTH IOMJIEKUT clade B KaHLENSPHIO OOILIEro
OTIEJIa, O YeM JeNaeTCs COOTBETCTBYIOINAs OTMETKA B XKYPHAJle PErHCTPalliy
JIOBEPEHHOCTEI.

4.18.14. B cmyyae OTCYTCTBHS Yy yKa3aHHOTO JIMLA HEPBOro SK3EMILIIPa
IOBEPCHHOCTH B KaHUEISAPHIO OOINEro OTHeNa IMPEICTaBIsIeTCs NMUCHMEHHOE
O0BSCHEHWE Ha WM YNOPABSIOMIETO JHelaMd O MPUYHHAX OTCYTCTBHS

JNOBCPEHHOCTH, O YeM [eNlaeTCd COOTBETCTBYIONIAss OTMETKa B IKypHale
pEerucTpanyy J10BEpEeHHOCTEH.

4.19. KoHTpaKThI

Tlops/I0K MOATOTOBKH, COITIACOBAHMS W 3AKIIOYEHHs TOCYIAPCTBEHHBIX
KOHTPAaKTOB B YIPAaBJIE€HHHU J€aMH YCTAHABIIMBAECTCS IPHKA30M YIIpaBleHHs
JETAMHU.
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5. Opranusanus JOKyMeHToobopoTa
5.1. IlpuHIMne opraHu3anuy JOKYMEHTOO00poTa

5.1.1. Opranmsanyus DOKyMEHTOOOOPOTa OCHOBBIBAETCS HA CIEYIOMIUX
MIPUHIUTIAX:

[EHTPAIHU3AIMS OIIE€PALlUi 10 IPUEMY U OTIPaBKe TOKYMEHTOB;

pacnpeneyieHre JOKYMEHTOB Ha TOKYMEHTOMIOTOKH, HMEIOIIHNE ONUHAKOBBII
MapIIpyT (MappyTu3aius J0KyYMEHTOR);

OpraHu3anys MPeIBapUTEILHOTO PACCMOTPEHHUS OCTYIIAFOIIMX TOKYMEHTOB;

UCKJIFOYCHHE BO3BPATHBIX JBIKCHUM JOKYMEHTa, HEe OOYCIIOBJIEHHBIX
ciyxeOHOI HeOOXOIUMOCTEIO;

OJTHOKPATHOCTb PETUCTPAIlUU JOKYMEHTOB;

yCTpaHeHHe HEOOOCHOBAHHBIX COITIACOBAHMM ITPOEKTOB IOKYMEHTOR;

periiaMeHTanys onepauuii 1o oOpaboTKe, pacCCMOTPEHUIO U COIIACOBAHUIO
JIOKyMEHTOB;

BHECCHHE PE30NIONHUM, TOYHO ONPENETAOUINX UCIIOTHUTENS, TIOPYYEHHE
U CPOK UCIHOJHEHHUS TIOPYUSHUM.

5.1.2. B noxymenToo60poTe YIpaBieHus feJaMy BBIIEISIOTCS CIENYIOIIHE
OOKYMEHTOIIOTOKH ;

a) ImocTymnarolue (BXOIAIINE) JOKYMEHTHI;

0) oTnpaBsieMble (HCXOISIIKE) JJOKYMEHTEL;

B) BHYTPEHHHE JTOKYMEHTEI.

5.1.3. B cocraBe nocrynaromux (BXOMSIINX) U OTIPABIAEMBIX (HCXOMSLINX)
JIOKYMEHTORB BEIACISIOTCS:

nUChMa (OOpallleHus) TPK/IAH, a TaKKe MUChbMA M 3aIPOCKL, HATPABIIEMBIE
B aJIpec rpaXKIaH;

JOKYMEHTBI, IIOCTYNMBIIME OT OpPraHOB T'OCYJApCTBEHHON BIIacTH
Poccuiickoit @enepanun, Penepansaoro Cobpanus Poccuiickoit ®enepanuu,
IlpaBurensctBa Poceniickoit @enepanu, ¢eiepalbHbLIX OPraHOB UCTIONHHTETBHOM
Biactd, Koncturymuonnoro Cyna Poccuiickoit ®enepanmu, Bepxosroro Cyna
Poccuiickoit ®enepanun, Copera Besomacnoctn Poccumiickoii ®emepanuw,
IlentpansHoli m3buparensHoit kKomuccuu Poccuiickoit ®epepanun, CueTHOI
nanatel Poccuiickoii ®emepanun, I'eHepanbHoit mpokyparypel Poccumiickoii
®enepanyy, YIoTHOMOYEHHOrO IO IpaBaM 4eoBeka B Poccumiickoit Denepartuy,
Ynonsomoyennoro npu Ipesunente Poccuiickoit Oenepauyy 1o npasaM peberka,
Ynonaomouennoro npu Ilpesunente Poccuiickoit ®enepanuu mo 3amure npas
NpeanpruHUMAaTeNled, JIPYIMX OPraHOB BIIACTH W opramusanuii Poccuiickoit
OQenepanuuy;

JAOKYMEHTEI, NocTynuBIme u3 Bonrorpanckoit obmactaoit Jlymel 1 nucsMa,
HampasiisieMble B Bonrorpaackyro obnactayio J{ymy;

JOKYMEHTBI, IIOCTYNMBIUME U3 OpPraHOB HCIONHUTEILHOM BIACTH
Bomrorpanckoif  obnactv, a Takke NMCbMa, HANpaBIfseMBle OpraHam
HCIIOTHUTENBHOM BiacTu Bonrorpanckoit o6nactu;
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IOOKYMEHTHI, MOCTYNMBIINE U3 (QelepaTbHbIX OPraHoB rOCYIapCTBEHHOM
BIACTH, B TOM YHUCIE HUX TEPPUTOPUAIBHBIX TMOJpa3fICICHHN, a TaKXKe MHChMa,
HarpasJiseMble QeiepajibHBIM OpraHaM roCyIapCTBEHHOM BIacTH, B TOM YHCIIE
UX TEPPUTOPHANBHBIM NOJIpa3elIeHIsIM;

NOKYMEHTBI, MOCTYIMBIIME U3 OPraHOB MECTHOTO CaMOYIPaBICHUS
Bonrorpanckoii o6nactu, a TakKe MMChMa, HallpaBlIsieMbIC B HX afipec;

JOKYMEHTBI, NOCTYTIMBIINE U3 UHBIX Oopranu3anuii Bomrorpanckoit odnacty,
a TaKXe IICbMa, HalpaBliieMbIe B UX aJIpec;

JOKYMEHTHI, TOCTYNUBIINE U3 UHBIX cyOBekTOB Poccuiickoit @enepaiui,
a TaKoKe MUChMa, HaIlPaBIIsIeMbIE B X aJIPEC;

JOKYMEHTBI, IOCTYNIUBIINE OT APYTUX IOPUINUECKUX U PUIMUECKUX JIHII,
pacTioNnOXXEHHBIX Ha Tepputopnn Poccuiickoit Denepaliu, ¥ MHCHMa, HAIPABIIIEMEIE
B UX aJIpec;

JNOKYMEHTBI, HOCTYNIUBINNE OT MHBIX OPTaHW3AIlWi W JINII, HE YKa3aHHBIX
B HACTOSALIEM IIyHKTE, U MUChMa, HallpaBIiseMble B X aJipec.

5.1.4. TocraBka u OTmpaBKa HOKYMEHTOB OCYILECTBJISIOTCS CPEACTBAMM
HOYTOBOM CBS3H, (embaABerepCKON CBSI3H, 3JIEKTPOCBA3M U KypPHEPCKOM CBS3M
(HapouyHBIM), a TaKXKe C HCIIOJNB30BaHneM cucteMsl MO JIO.

5.1.5. Tocrynaromue (BXozsIiye) MTOKYMEHTHI ITPOXOAST B CIyKOe
JEOMPOU3BOCTBA CIEAYIOIINE STAIBI:

a) nepBuuHas o6paboTKa;

0) perucrparus;

B) MIPEIBaPUTEIIEHOE PACCMOTPEHUE;

I) Iepejaya pyKOBOJICTBY Ha pACCMOTPEHHE;

1) nepeaada UCIOTHUTEISIM;

€) IOMEIIEeHHE B JIENIO MOCIIE UCIOIHEHHS.

5.1.6. O0muM oTnenoMm BefeTcs Y4Y€T IMOCTYMAIOIIUX, CO3JaBAEMBIX
U OTIIPABJIAEMBIX JOKYMEHTOB. [{aHHBIE O KONMMYECTBE JOKYMEHTOB 0000MIArOTC,
AQHAITU3UPYIOTCA U IPEICTABIAIOTCS YIIPABISIOMIEMY HEITaMH.

5.1.7. B nensax ydera ¥ MOUCKA JTOKYMEHTOB B CHCTEME 3JIEKTPOHHOrO
JOKYMEHTOOOOPOTa HWCIONB3YIOTCS OOS3aTelbHbIE CBEIEHHS O JIOKYMEHTAX,
YCTaHOBJIE€HHbIE HOPMATHBHBIMU IIPaBOBBIMH akTamu Bomrorpaackoii obmactu
¥ YIIpaBiIeHUs JieIaMHu.

5.2. IlepBuynas 06paboTKa MOCTYMAIOMUX
(BXOmAIUX) TOKYMEHTOB

5.2.1. Besa moctynmuBmias (BXOZsias) KOPPECHOHAEHIHS NPHHAMAETCS
Y YYUTHIBAETCS IIEHTPAIIN30BaHHO B KAHIISNISIPHH OOIIEro OTENA.

5.2.2. I1pu BCKPBITHH KOHBEPTOB IIPOBEPSETCS LENOCTHOCTE MX YIIAKOBKH,
HOPaBUILHOCTh  aAPECOBAHUSA, KOMIUIEKTHOCTh IOKYMEHTOB, IIPHIOXEHUI

K HHUM, CBECPACTCA COOTBETCTBUE UX HOMEPOB YUYCTHLIM HOMEpaM, YKa3aHHBIM
Ha KOHBEpTax.
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IlepBuunast 06pabOTKa MOCTYNUBIIMX JOKYMEHTOB B KOHBEPTAX C IIOMETKOM
"JInano" B yacTu, KacaroIeicsi MPOBEPKH HANWYUS JOKYMEHTOB M [IPUIOXKEHUM
K HHM, OCYINECTBIIIETCS JODKHOCTHBIM JIUIIOM, KOTOPOMY aipecoBaH
MOCTYIIUBIIWN JOKYMEHT.

5.2.3. Ilpu oOHapyXeHWH OTCYTCTBHS IOKYMCHTOB HJIM IIPHIOKEHUMN
K HHM, a TaKXe B CIydasX, Korga K 3ampocy IPHIAralOTCi BIIOXKEHHEBIE
B KOHBEPTHI JICHEKHBIE 3HAKH, LIEHHbIE OyMaru Wiu WHbIe JTOKYMEHTHI (BEIIH,
MaTe€pHaJbHbIE L[EHHOCTH), HE yKa3aHHBIE B MPUIOKEHHH, COCTABIAETCS aKT
B TpeX SK3eMIUIIpax (OIUH DK3EMIUIIP OCTAeTCA B CIYKOe MeIOnpOM3BOLCTEA,
BTOPOH IPHOOINAEeTCss K INOCTYNHBLIEMY HIOKYMEHTY, TPETHH HampaBisgeTcs
OTIIPABUTENIO JOKYMEHTA).

®opma akTa 00 OTCYTCTBHM AOKYMEHTOB WJIM OOHAPYXE€HHMH BIIOXKEHHMH
B IIOYTOBLIX OTHpPAaBICHUSAX IpPHUBENICHA B IPHWIOKEHWH 15 K Hacrosme
HucTpyKnuu.

Ha o6opoTHOI CTOpOHE IOCIEAHEro JMCTa MOBPEXIEHHOTO JOKYMEHTA
nenaercs oTMeTKa "JIoKyMeHT HOy4eH B MOBPEKICHHOM BUAE" .

52.4. KoHBeprsl OT TOCTYNHBIIMX (BXOIAIINX) JIOKYMEHTOB
HE YHUYTOXAIOTCS B CIy4asX, KOIZa TOJILKO IO HUM MOXHO YCTAHOBHTH aJpec
OTIPAaBUTENSA, [aTy OTNPaBKM U IOJyuYeHHUs MJOKYMeHTOB. HempaBuiasHO
a[PECOBAHHBIE WM OQOPMIICHHBIE, OIIMOOYHO BIOXKEHHBIE JOKYMEHTEI
IIEPECHLUTANOTCS 110 HA3HAYEHHIO WITH BO3BPAIIAIOTCS OTIPABUTEIIO.

5.2.5. Bee nocrynuBinye (BXOASIMIAE) JOKYMEHTHI MPOXOIAT COPTUPOBKY
Ha MOAJIeKAIMe W HE MOJUIeXallue peructpanud. He momnexar perucrpanuu
CIIeIyIOLIUE BUABI JOKYMEHTOB!

JOKYMEHTBI, He TpeOyrolyue UCIOIHEHUS U He copepxariue WHpOPMAIUH,
HCIIONb3YEMOM B CIPAaBOYHBIX IIETSIX, — MPHUIJIACHTENbHBIE, [TO3PaBUTEILHEIE
IUChMa U TelerpaMMBbl, OHUJICTHI;

IUIAHBI ¥ IIPOrPaMMBbl CEMHHAPOB, KOHPEPEHIINH, CHMITO3MYMOB U APYTHX
NOJTOOHBIX MEPOTPHATHIA;

AOKYMEHTBI 110 OyXraJTepcKOMy yd4eTy, MaTepHalbHO-TEXHHYECKOMY
obeclieYeHnIO, IUIAaHOBbIE M (HHAHCOBHIE JIOKYMEHTBI, IOCTYNAIOIIUE
0e3 COnmpOBOAUTENHHOrO IHCHMA;

PEKIIaMHBIE JOKYMEHTEI, KOMMEPUYECKHE IPEII0KECHHS,

TIeYaTHBIC U3IAHNUS;

YHUOHLIIHPOBaHHBIE POPMBI U OIaHKH JOKYMEHTOB.

5.2.6. M3 o01ero nmotoka BXOASIIAX JOKYMEHTOB BEIIEISIOTCS:

OOpaIlleHHs. U 3alpOCH I'PaXIaH, OOLEAUHEHMN IPaXJaH, B TOM YHCIIE
IOPHIMYECKUX JTHLI, — 7S TIepeadd uX B 00muil oTne;

JOKYMCHTBI, IIOCTYIIHBILHUE B KAHLEIIAPUIO OOIIET0 OTIENa, HO aJpeCOBaHHbIE
OpraHaMm HKCIIOJHMTENBHOM BnacTu Bonrorpanckoit obmactu, — i mepenadu
UX B COOTBCTCTBYIOLIME OpraHbl HCIIONHUTETBHOM BiacTd Boirorpanckoit
obnacru;

JTOKYMEHTHI, TpeOylolie 00s3aTeNbHOr0 PacCMOTPEHHS YIIPABIAIONUM
AelaMu;
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JOKYMEHTE], He Tpebyromue 06s3aTeNbHOr0 pacCMOTPEHUS YTIPABIISIOIIUM
IelaMH M IIepellaBacMble HETOCPEACTBEHHO B CTPYKTYPHBIE NOApa3ieiieHUs
YnpaBneHus qenaMu.

5.2.7. TlocrynuBiipe TenerpaMMbl IPUHUMAIOTCS IIOA  IOAIUCH
C NPOCTaBICHWEM JarThl W BpPEMEHU IpueMa, PETUCTPUPYIOTCS IO TEM
e MpaBujiaM, 4TO ¥ MMHCHMA.

5.3. Perucrpanus HOCTynﬁanx (BXOAAIHX) TOKYMEHTOB

5.3.1. ToctynuBiume (BXOAIIKE) AJOKyMEHTHI, MOMJIEKAIINE PETUCTPALNY,
Iocjae HX IIePBHYHONM OOpaOOTKH pEruCTpUPYIOTCS KaHIeNnsAphed oOIero
otnena. Perucrpamus mocTymUBIIUX (BXOIAIINX) AOKYMEHTOB HPOU3BOIUTCS
HE3aBHCUMO OT crmocoba WX OCTaBKH [[OYTOBOHM CBA3BIO, (enbaberepckoi
CBS3BI0, DJIEKTPOCBA3BIO HIIM KYpPHEPCKOW CBS3bI0 (HAPOYHBIM), IO CHCTEME
MDO], nepenauu Wiu CO3IaHUS.

[lepenaya JOKYMEHTOB YIPaBISIOMIEMY JelaMu 0e3 perucTpariu
B KaHIIENSIpUH OOIIETO OTIeNa He TOMyCKaeTCsl.

Peructpariss JOKyMEHTOB 00 HCHOJHEHHMH mopydeHnit ['yOepHaropa
Bonrorpasckoii odnacta He omyckaercs 6e3 mpencTaBieHus OyMaXXHOTO HOCHTE]IS.

Peructpanust [1OKyMEHTOB, IIOCTYNMBIIMX B YIIpaBJICHHE JeaMu
mo 16 1 00 muH. pabodero IOHs, a TakkKe HOKYMEHTOB, CPOK pacCMOTPEHHUS
KOTOPBIX COCTaBiseT He Oonee maTu paboumx IHEH, OCYIECTBIIETCS B JEHb
UX TIOCTYIUICHHS. Perucrparys HHBIX MOCTYMUBIIHX JOKYMEHTOB OCYILIECTBIISETCS
Ha CJIeIYIONi pabounii 1EHb.

Perucrpanus [IOKyMEHTOB IIPOM3BOAMTCA B IpeAeiiaX BbIIEICHHBIX
IJOKYMEHTOIIOTOKOB. B KauecTBe OTAENBbHBIX PErHCTPHPYEMBIX MAaCCHBOB
NOKYMEHTOB BBIJENSIOTCS: JOKYMEHTBI, IIOCTYHAIOIIHE W3 BBIIICCTOSIIUX
OpraHoOB BJIACTH, OT 3apyOeKHBIX KOPPECIIOHAECHTOB, OOpalleH sl IPaX1aH.

Ha mocTynuBmux (BXOIAIUX) MOKYMEHTaX Ha OYMaXXHOM HOCHTEIIE,
HOUIeXAIUX PErHCTpalliy, B HIDKHEH 4YacTH NEepBOrO JIUCTa IOKYMEHTA
IPOCTABISIETCd OTMETKa O TMOCTYIUICHHH MHOKYMEHTa C YyKa3aHMEM J[aThl
u BXOOsIIIEero PETUCTPAIMMOHHOTO HOMEDPAQ, SIBIISSIOTITU X CST YHUKAJIIBHEIM
UJIEHTH(UKATOPOM JOKYMEHTA B CUCTEME YIIPABIEHUS JOKYMEHTAMH.

5.3.2. llpu perucTpanuy NOOCTYHHBUIMM (BXOISIOMM) IOKyMEHTaM
YnpasieHus AenamMy IPUCBAaNBACTCsl PETHCTPALMOHHBIA HOMED, COCTOSIIMIMA U3:

UHJIeKca YIIpaBIIeHUS AeaMU B CHCTEME 3JIEKTPOHHOIO JJOKYMEHTO000pOTa,

IPOCTaBIIEMOro 4epe3 neduc MHAEKCAa CTPYKTYPHOrO IMOApasiellCHMs
YipasieHus IelaMy, ONPEAeTIeMOro HpH INPEeIBapUTEIBHOM PacCMOTPEHUH
JOKYMEHTa KaHIeJsipueld o0Imero orjiena U MPUCBAHBAEMOrO B COOTBETCTBHHU
¢ KJ1accu(UKaToOpoOM CTPYKTYPHBIX IOIpa3/ieieHuii YIpapieHus 1elaMu;

IIPOCTABIIIEMOT0 yepe3 Aeduc nHIeKca aena Mo HOMEHKIaType e,

IPOCTaBJISIEMOr0 Yepe3 KOCYI0 4epTy NOPSIKOBOIO HOMEpa MOKyMEHTa
B IIpeJieNiaX KaJIeHJapHoro roja.

Hampumep: Ne 54-3-2/16023.
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5.3.3. B nensix y4eTa u HOMCKa JOKYMEHTOB [PH PErUCTPALMH JOKYMEHTA
BHOCHUTCS CJIEAYIOIIas HHGOpMAIUs:

THUT TOKYMEHTA;

KpaTKO€e COZIepXKaHue JOKYMEHTa,

naTa JJOKyMEHTa;

HOMEp JOKYMEHTa;

aJpecanT;

JOJDKHOCTD, (haMUJIMs ¥ HHULUANbI JTALA, TOANKCABIIEr0 JOKYMEHT;

ampecar;

BUJI IOCTaBKH JOKYMEHTA,

KOJINYECTBO JIUCTOB;

COCTaB IPUIIOKECHHS;

UHIEKC CTPYKTYPHOrO NOJApa3eNeHus Y IpaBlIeHus NCIaMu;

WHJIeKC Jienia;

PETUCTPALMOHHBIN HOMED;

JlaTa perucTpalkH;

CBEJICHUS O IOKyMEHTaX, CBSI3aHHEIX C HUM.

5.3.4. 3aperucTpupoBaHHBIE IOKYMEHTHI W Jpyras KOPPECIIOHIEHITHS
JIOCTABJISAIOTCS pabOTHUKaMM KaHIENSIPUM OOINero OTiena B NPUEMHYIO
YUPABISIOWIETO J€JaMH, B CTPYKTYPHBIE HOIpa3fieieHdus YIpPaBlIeHUS IeNaMU
B 10 u 30 mun., 15 9 30 mus., 17 u 00 mun. Tenerpammsl, JOKyMEHTHI
¢ momeTkod "J{ma choyxeOHOro mOnb30BaHUA", a TaKkKe JOKYMEHTHI
¢GuHaHCOBOTrO yIpaBieHus YpasieHUs Je1aMi JOCTABISIOTCS MO/ IOAMICE.

5.4. IlpenBapuTebHOE PACCMOTPEHME MOCTYMHBIINX (BXOMAIIUX)
IOKYMEHTOB

5.4.1. Kanuenspueii ofmiero ormena NPOBOAUTCA IIPEIBAPUTENLHOE
pacCMOTpeHHe [TOKyMEHTOB B I€NIX BBIICICHHS H3 BCErO MAacCHBa
IOCTYIHMBIEH KOPPECIIOHAEHIIMU JOKYMEHTOB, TPEOYIOIIUX PacCMOTPEHHS
YIPaBJISIIOIIAM JICTAMH.

5.4.2. PesynpTaTOM MOpPeABAPHUTEIBHOTO PACCMOTPEHHUS  ABIIACTCH
HaNpaB/ICHUE TOKYMEHTa HA BBIHECEHUE PE3ONIONUH (YKa3aHH 110 UCIIOIHEHUIO
JIOKyMEHTA).

5.4.3. JIoKyMeHTHI, TpeOyIomue pacCMOTPEHMs YIPABISIOIIUM AEIaMH,
HAIIPABIISIFOTCS B IPUEMHYIO YIIPABIISIONIETO IEJIaMHU.

5.4.4. ]JlokymeHTBl 1O BOIpOCaM, HE TpPeOYIOIMM pPacCMOTPEHHUS
YHPaBILIOMUAM  [IeJlaMH, HAalpaBIsAlOTCS HEMOCPENCTBEHHO B CTPYKTYPHBIE
nojpasacneHus Y upaBICHUs NEIaMu.

OcHoBaHMeM JUIi TIPHHSTHS PELICHAS B XOA€ NPEIBAPHTEIHHOIO
PacCMOTpeHHs SBJISETCS COAEp)KAaHHE HOKYMEHTa, a HE aIpPeCOBaHHUE
COOTBETCTBYIOIIEMY JIHUILY.

54.5. B Xxome NpefBAPUTENHHOrO PACCMOTPEHMS  JOKyMEHTOB
KaHIeNApred oOmero orhena U3 oOOIIEro MOTOKA IOKYMEHTOB BBINENSIOTCS
CIeNyIoIKe TOKYMEHTHI:

C KOHKPETHOM JaTOi UCIIONHEHU — B YKa3aHHBIA CPOK;
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0e3 yka3zaHuss KOHKPETHON JaThl UCIIOTHEHHUS:

umeromue B TeKcTe "CpodHo" — HCTIONHSAIOTCS B TPEXIHEBHBIN CPOK;

uMeromye MmoMerky "OnepaTHUBHO" — HCHONHSIOTCS B JE€CATHIHEBHBIN
CpOK;

OCTaJIbHBIE — UCHIONHAIOTCS B CpOK He Ooiee 30 KaeHaapHbIX JHEH.

5.5. Ilepenava moctynaromux (BXOASIINX) JOKYMEHTOB Ha PACCMOTPEHHE
PYKOBOACTBY W UCHIOJIHUTEIISIM

5.5.1. Ioctynaronue (Bxonsmme) TOKYMEHTBI IIEPSIAOTCS HAa PACCMOTPEHHE
PYKOBOLCTBY TONBKO IIOCIHE€ MX PpErucTpallid W  [PeNBapUTEHEHOrO
paccMOTpEHHUHI.

5.5.2. Tlocne paccMOTpeHHUsI PyKOBOACTBOM JOKYMEHTBHI BO3BPAILIAKOTCS
COTPYNHHKY CIYXOBl JENONpPOM3BOACTBA IS O(QOPMICHHS  YKa3aHHii
IO MCTIONHEHUIO JOKYMEHTOB (J1ajiee MMEHYIOTCS — PE30IIOLIH ).

Pesomronus comepxur:

yKazaHue 10  MUCIONHEHHUIO, COIep)Kallee  Kparkoe  ONMHCaHue
HEOOXOMUMOTO IS HCTIOJTHEHHS JeHCTBUS;

yKa3aHMe Ha CPOK, B T€UCHHE KOTOPOro JHOO 10 MCTEYEHHS KOTOPOro
HEOoOXOMMMO MCTIOTHUTH MPEANKCAHHOE NeHCTBHE;

JIMYHYIO IOANKACH aBTOPA PE3OIIOINH;

JIaTy IPOCTaBICHUS PE3OJIOIIHH.

VkasaHue Ha CpOK, B T€4E€HHE KOTOPOro JiMbo [0 HMCTEYEHHS KOTOPOIo
HEOOXOIUMO HCIIONHUTh MNpPENNUCAHHOE NEHCTBHE, MOXET HE BBIPAKAThCA
KOHKPETHOH HaToi M COHEPXaTh BHIPAKEHHUSA: "B YCTAHOBJIECHHBIH 3aKOHOM
Ccpok" U TOMY NoI00HEIC.

Pesomonus numercs Ha CBOOOZHOM OT PEKBH3UTOB MECTE MEPBOTO JIMCTA
JIOKYMEHTA.

Pezomonuu  ynpaBndiomero Aejiamu, 3aMECTUTENs  YIPABIISIOIIErO
JielaMH MUIIYTCS TakXkKe W Ha ONaHKe YIPaBIAIOIIEro AeNaMM, 3aMECTHTENS
YIPaBJISIOLIETO AeTaMU (11 pe30NIONUI 1 OPYUEHHUI) COOTBETCTBEHHO.

B cnywae ecnm pesomonus agpecoBaHa HECKONBKHUM pabOTHHKaM,
TO OTBETCTBEHHBLIM 3a KCIOJNHEHUE JTOKYMEHTa B IIEJIOM SBJISETCH PabOTHHK,
yKa3aHHBIA NEPBBIM (BEPXHHMM), THOO paOOTHUK, B OTHOIIECHHH KOTOPOIO
clienaHa oMeTKa O TOM, YTO OH SIBJISIETCS OTBETCTBEHHEIM.

Pesomonun MoryT ObITH agpecoBaHbl paOOTHHKAM YIpaBIeHHS IeIaMH
¥ (WJIM) PyKOBOIHUTEISM ITO[BEIOMCTBEHHBIX YIIPABICHHUIO NENTaMI OpPraHI3alliii.

5.5.3. B COOTBETCTBUY C pe30MNIOLMEN JOKYMEHT 0 OKOHYaHHs pabodero
nHs nubo Ha cnenyroumii paboumii eHb mepemaeTcs OTBETCTBEHHOMY
VICTIOJIHUTENIO U COUCHOHUTEIISIM JOKYMEHTA.

JIOKyMeHTBI ¢  TOMeTKOH  (pesonmionmeif),  CBUAETENLCTBYIOMIEH
0 HeOoOXOMMMOCTH HX CPOYHOTO (OMEPaTHBHOTO) PACCMOTPEHHS, NMEPENAIOTCS
OTBETCTBEHHOMY HUCIIOJIHUTEIIO U COUCIIOTHUTENSIM HE3aMeJIUTENBHO.

lIOCTyH OTBETCTBEHHOI'O UCHOJHUTENS U COUCIIOJIHUTEICH K HOKYMCHTY
obecnieunBaercst mocpeacreom ACHJI.
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B cioy4ae ecnm JOKYMEHT CONEPKHT TNEPCOHAJBHBIC JIAHHBIC
u (WIH) CBENEHHS OrPAHHYECHHOTO MIOCTYNA, OTBETCTBEHHBI HCIONHUTEND
M COHCIOJHHTEIM IOIY4YaloT COOTBETCTBEHHO IIO[UIMHHUK JTOKYMEHTa
¥ ero OyMa)kHbIe KOTTHH.

HsrotopieHne KomWii JOKYMEHTa Ui MepeNayd COHCIONHUTEAM
OCYILECTBIISETCS PAGOTHUKOM CIIYXKOBI 1ETOIPON3BONCTBA.

5.6. PaboTa HCIIONHUTENS C MOCTYNUBIIUMHE (BXOISIIMMHU) 1OKyMEHTAMHA

5.6.1. CrpykTypHBIE mOApa3[esicHUs YIPAaBICHUS JellaMd WU
HEMOCPEACTBEHHEIH HCIONHUTENh (COMCIIONIHUTENh) MOMy4YaloT BXONAIINE
IOKYMEHTHI B BO3MOXHO KOPOTKHE CpOKH (B [EHb MX pacCMOTPEHHUs
PYKOBOJUTEIEM HIIK Ha CISNYIONINI padounii 1eHb).

5.6.2. Ecnu ncnionHeHne JOKYMEHTA MOPYYEHO HECKOIBKUM UCIIOJHUTENM,
TO OTBETCTBEHHBLIH HCIOJHHUTEIb HECET OTBETCTBEHHOCTh 3a HCIHOJIHEHHE
TIOPYYEHHUS, €My IIPENOCTaBIIEHO IPaBO CO3bIBA COUCIIOMHUTEICH U KOOPIUHAMH
uX paOOTEHL.

5.6.3. B 00s3aHHOCTM OTBETCTBEHHOI'O HCIIOJIHHTENIS BXOJIAT AaHAJIM3
u 0000IIeHre MOCTYMUBIIEH OT COMCIONHHTENEH HH(pOpMAIUH, MOATOTOBKA
MPOEKTa OTMPABIIEMOro (MCXOMASINET0) MOKyMEHTa M JOKJIa[ pe3yJbTaTOB
HCIIOJIHEHUS PE30NIOLUY.

B 00s3aHHOCTH COHCIOJHUTENECH BXOMAT WCIONHEHHE PE30NIONNN
B Ipelenax MMCIONIUXCS  CIY)KEOHBIX  (HOJDKHOCTHBIX) — ITOJHOMOYHIA
U TpeacTaBieHHe HHPOpMAIMM W MaTepualioB, B TOM YHCIE IPOEKTOB
JTOKYMEHTOB, OTBETCTBEHHOMY UCIIOJTHUTEIIO B YCTAHOBJICHHBIE HM CPOKH.

5.6.4. CouCHOIHUTENN HECYT OTBETCTBEHHOCTh 3a CBOEBPEMEHHYIO
U KaueCTBEHHYIO IOATOTOBKY M IMpEJCTaBJieHHe WHPOPMAIUA U MAaTEPHAIOB,
B TOM YHCIIE IIPOEKTOB JJOKyMEHTORB, OTBETCTBEHHOMY HUCIIOJIHUTEINIO.

5.6.5. B ciy4yae HenperncrapieHus (HECBOEBPEMEHHOI'O IPEICTABICHHMS )
COUCIIONHHUTEIAMA HH(OpPMAIMM ¥ MaTepHaloB, B TOM YHCIE NPOSKTOB
JOKYMEHTOB, OTBETCTBEHHBI WCIONHUTEIh HE3aMEMJIUTENIbHO HHGOPMHUPYET
00 3TOM aBTOpa PEIONFOIHH.

5.6.6. OTBEeTCTBEHHBIN WMCHOJHUTENDh H (WJIM) COMCIOJNHHUTEIN OOs3aHBI
no TpeOOBaHUIO aBTOpa PE3OJIONMM IPEJCTABIATh MCUCPILIBAIONINE JaHHBIE
0 XOJI€ UCTIOJIHEHUS U MOATOTOBKE HEOOXOAMMBIX MaTEPHANIOB.

5.6.7. V3ameHeHue cocTtaBa MCHOJIHWTENEH pe3omonuu U (WIM) CpoKa
WCIOJIHEHUST BO3MOXHO TIO €IWHOJIMYHOMY PEIICHHUIO aBTOpa PE3OIONUH HIIH
PYKOBOAMTENS, IPUHATOMY B TOM YHCIIE M Ha OCHOBAaHHMH CIIYKeOHO# 3amucKu
0600 U3 HCIONHUTENeH, TOJaHHOH aBTOPY PEe3OJIIOMUN WIM PYKOBOIHUTEIIIO,
c O0OCHOBaHMEM TpPUYMH W3MEHEHHS W coOojeHneM TpeboBaHuii,
YCTaHOBIIEHHBIX HacTosmen NHcTpyKinei.

B cnyuae mpuHATHS pelneHHs 00 HM3MEHEHHMH COCTaBa HCIIOJIHHTENEH
¥ (WIM) cCpoKa HCIOJHEHWS aBTOpP pE3ONIONHM WM  HCIOIHHUTEND,
IOATOTOBUBIIMK  CIYXXeOHYIO 3amHCKy, He3aMeJIUTELHO HHGOPMHUPYET
HadaJIbHUKa o0lero otaena o0 M3MEHEHHH pPE3ONIIONHH JUis BHECCHHS
COOTBETCTBYIONLIEH KOPPEKTUPOBKH.
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Cpoku HCHONHEHHs MO MOKYMEHTaM, MOMISKAUM CPOYHOMY
WA ONIEPAaTUBHOMY PaCCMOTPEHHUIO, HE IIPOJIEBAIOTCS.

5.6.8. PabOTHUKH CTPYKTYpHBIX MOJpasfeleHuii YIpaBieHUs [elaMu
B IIPOLIECCE MCHIOMHEHHS BXOAAIIEIO JOKYMEHTA OCYLIECTBIISIOT:

cOop u 006paboTKy HeoOXOoaMMO# HHDOPMAIHH;

IOATOTOBKY IPOEKTA OTIPABILIEMOro (MCXOASIIEro) JTOKYMEHTA M BCEX
HE0OXOIUMBIX NPHIIOKEHUH ¢ COOIIOIEHNEM TIPABHII JJOKYMEHTUPOBAHHS;

COTJIaCOBaHWE IIPOEKTa OTMPABIAEMOro (MCXOASIIEr0) JOKyMEHTa
C 3aMHTEPECOBAHHBIMH JIHIIAMH;

JI0OpabdOTKy  HpPOEKTa  OTHPABIsIEMOro  (MCXOMAINEr0)  JIOKYMEHTA
10 3aMEUYaHMsIM, TIOJYYCHHBIM B XOJ[€ COrIaCOBAHMS;

B HEOOXOIUMBIX CIIy4asx MOATOTOBKY PEECTPa PACCHUIKH OTHPAaBIISEMOro
(ucxonsmiero) OKyMeHTa,

NPEJICTABIEHHE IIPOEKTAa OTIPABISIEMOro (HUCXOASIIEro) MTOKYMEHTA
HAa IOJIHICHh PYKOBOIHUTEIIIO;

PETUCTPAIMIO OTHPABISIEMOro (MCXOIANIEro) IOKYMEHTAa B CHUCTEME
3NIEKTPOHHOT0 TOKyMEHTO000poTa.

5.6.9. McnonuuTens He NOJDKEH pasriamiaTh COAEPKAaHHE IOCTYIHBIIMX
K HeMy BXOJSIMUX JOKYMEHTOB M MOJATOTOBJIEHHBIX HMPOEKTOB OTIPABIAEMBIX
JIOKYMEHTOB, C HHMH MOTYT OBITh O3HAKOMIEHBl TONBKO JIMI@, MMEOLHE
OTHOIIEHHUE K WX UCIIOJTHESHHIO.

5.6.10. OTBEeTCTBEHHOCTh 3a CBOCBPEMEHHOCTh HCIOJHEHHUS, YYET
U COXPaHHOCTb CIIYKEOHBIX JOKYMEHTOB, HOCTYIIMBIINX HA UMS YIIPABJISIOILETO
JellaMM, HECYT DPYKOBOIUTENM U pPaOOTHHKH CTPYKTYPHBIX MOApPa3feleHUM
YnpagneHus geaamu.

5.6.11. McnonHeHHbIE B yCTAHOBJIGHHBIA CPOK JOKYMEHTHI II€PENAIOTCS
B KaHIENApHIO o0mero otaena aas (GOPMHPOBAHHS JE€1 B COOTBETCTBUU
C YTBEPXKJAEHHON HOMEHKIIATYpPOH Jiel.

Ormerka 00 HCMOTHEHWHM JOKYMEHTAa M HAIpPaBIEHWU €ro B el
BKJIIOYAET CIAECAYIOUIME JaHHBIE: CCbUIKY Ha PETHCTPALMOHHBIA HOMED M HaTy
JOKyMEHTa, CBHJIETEIBCTBYIOIIEr0 00 HCIIOTHEHHH TOCTYMUBIIETO (BXOISMIIETO)
noKymeHTa. IIpM OTCYTCTBHHM TakKoro MJOKyMEHTa — KpaTKHE CBEICHHUS
00 wucnonHenmM: cinoa "B neno", ykasamume HHAEKca Jena, B KOTOPOe
IOMEINAECTCS JOKYMEHT, HOANUCH OTBETCTBEHHOI'O UCTIOIHUTENS U aTy.

5.7. Opranusanust pabOTHI C OTIIPABISEMBIMHU (MCXOISAIIAMM)
TOKyMEHTaMH

5.7.1. OTBETCTBEHHOCTH 3a COCTaBJIeHHE U O(QOPMIICHUE OTIPABIAEMOTO
(MCXOozAIIEro) JOKyMEHTA BO3JIAaraeTcsi Ha FOJIOBHOTO MCMOJHUTENS JOKYMEHTA
(CTPYKTypHOE IIOApa3/ieNicHHe YIPaBIeHHs JeIaMU UM JOJDKHOCTHOE JIMIIO).

572. Jlna oTnpaBKM JOKYMEHTOB, HE HMEIOIMX aIPECHON YacTH,
TOTOBSITCS CONTPOBOAUTENILHBIE IUCHEMA.
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5.7.3. Jlo mpeacTtaBneHUus Ha TOMANMKCH PYKOBOAWTENK OTBETCTBCHHBIHN
UCIOJHUTENh  TPOBEPSET MPABUIBHOCTE  OQOPMIIEHHS  OTIPAaBJISEMOrO
(ucxomsiiero) AOKYMEHTa, €ro ajJpecoBaHus, HaJIMYhHe HEOOXOOMMBIX BU3,
MIPUJIOXKEHUH,

5.74. OrtmpaBndeMble  (MCXOASINME) JOKYMEHTBHI, IOAIHCAHHBIC
PYKOBOJUTENEM, TIEPENAIOTCS HA PErHCTPALHIO.

CaenieHHs O PErUCTPUPYEMBIX OTIPABIAEMbIX (MCXONAINX) JOKYMEHTaxX
BHOCATCS B PErMCTPAlMOHHO-KOHTPOJIBHYIO KapTOUKy (Jlajee MMEHYEeTCS —
PKK).

Peructpanus ucxoasimux MmiceM, NOAMUCAHHBIX YIPABISIOIUM JeJIaMHu,
OCYyIIECTBISIETCS paOOTHUKAMHU CTPYKTYPHBIX TOJpa3ieleH i, TOTOBHBIIMMH
3TOT JOKYMEHT.

He nonyckaercss peructpauus HCXOASIIAX CIYKEOHBIX IHCEM IpH
OTCYTCTBUHM BCE€X HEOOXOAMMBIX COTJIacOBaHUN (BU3) COOTBETCTBYIOIIHX
3aMHTEPECOBAHHBIX TOJDKHOCTHBIX JIHII.

5.7.5. Perucrtpanus oTnpaBiseMbIX (MCXOASINMX) JOKYMEHTOB
OCYIIECTBIISICTCS B ICHb WX TIOATMCAHWS WJIU HA CICAYIONUN pabounii 1eHb.

5.7.6. PeructpanuoHublii HOMEp W AaTa OTIPABIAEMOro (HCXOMSMIIETO)
JOKYMEHTa MPOCTaBISAIOTCS HA NOMIMHHUKE JOKYMEHTa, O(QOPMIIEHHOTO
Ha OyMa)XHOM HOCHTENe, B PEKBH3MTax OJlaHKa W Ha KOIMHM, OCTaroLieics
B JeJIe CTPYKTYPHOT'O NOApA3AeiiCHNs Y IPaBIeHuUs JEIaMH.

5.7.7. OtmpaBky ucxojsmield KOppecnoHISHINN Ha OYMa)XHOM HOCHTEIIE
OCYILIECTBISET KaHUelspus obmero otaena. [Ipm mnomydeHHH ITOKYMEHTOB
IUIS OTIIPaBKUM pabOTHHKHM KaHLEISPHUH OOIIEro OTiesa MPOBEPAIOT HAIHYUE
[OANKCENH, HCXONJIIUX HOMEpPOB, a Ha TNHChbMaxX-OTBETAX — CCBHUIKH
Ha PErUCTpPalMOHHBIA HOMEp W JarTy [NOKyMEHTa, HaJu4he IIPUIOKCHHIHA,
YKa3aHHBIX B OCHOBHOM MWJIM COIPOBOAUTEIBHOM JOKYMEHTE, NMPaBHJIBHOCTH
opopMIIEHHS  OTHPABISIEMBIX  (UCXOISIIMX) JOKYMEHTOB, IIPOM3BOMSAT
MX COPTHUPOBKY IO CI10cO0y OTIpaBieHHs (IPOCTas, 3aKas3Has, MEXIyHAPOIHAs).
HenpaBuneHO odopMIeHHBIE OTHpaBiseMble (MCXONAIIHE) JOKYMEHTEI
U JIOKYMEHTHl HecIy)KeOHOro xapakTepa K OTIpaBKE HE NPUHHMAIOTCH
Y BO3BPAIAIOTCS UCIOIHUTEIIO.

5.7.8. MHcxondmme TOKYMEHTHI TOJJIeXar OTIpaBKe B  JI€Hb
UX PETUCTPAllUd WIKM Ha cienyromuid pabouwii neHp. CpodHbIE MCXOISIIHE
JOKYMEHTBI IOAJIEXKAT OTNPaBKe B IEpBYIO ouepenb. B ciydae HampaBiieHUs
KOIIMU OTIPABISEMOro (UCXONSIIEro) NOKyMEHTa CpelcTBaMH (haKCHUMHUIIEHOM
CBSI3W HIIA DJIEKTPOHHBIM COOOIIEHHEeM afpecary TOCHUIAETCS IOJIMHHHUK
JIOKyMEHTa.

5.7.9. Ucxopsume TOKYMEHTBI, OTIPABIAEMBIE CPENCTBAMM IIOYTOBOH
CBS3H, IPOXOIAT YIIAaKOBKY, aipecoBaHue [IpU HaNpPaBICHUU JOKYMEHTa Ooee
YeM B YeThIpe aJpeca — B COOTBETCTBUM C yKa3aTelleM DPACCBUIKH, KOTOPBIi
COCTaBJIIETCS MCHONHUTENEM OTIPABISLEMOro (MCXOISINETO) HOKyMeEHTa],
IIPOCTABJICHUE CTOMMOCTH MOYTOBBIX YCIIYT M Iepefavy B IOYTOBOE OTHEIEHHE
cBa3u. Mcxonsimue MOKYMEHTHL, OTIPaBIISeMble CPEICTBAMM ITOYTOBOM CBSI3M
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B OIMH aJpec, BKIAAbIBAIOTCI B OAWH KOHBepPT. Ha ucxXomfiiue JOKyMEHTEI
3aKa3HOTO XapaKTepa COCTaBISIETCS peecTp, KOTOPhIM 3areM BO3BpaLaeTcs
B KaHIENAPHUIO OOIIero otiena ¢ HOMMKMCHI0 pabOTHUKA MOYTOBOTO OTACICHUS
CBSI3H.

O6paboTka HCXONAIIMX JOKYMEHTOB JJIS OTIPABKH CPEACTBAMH
IIOYTOBOH CBSI3M OCYILECTBISICTCS B COOTBETCTBUHM ¢ I[IpaBHiIamMu OKa3aHMs
YCIYr IOYTOBOM CBf3M, YTBEPXICHHBIMU INpPHKa30M MUHHCTEPCTBA CBA3H
M MaccOBhIX KoMMyHHKanuh Pocculickoii ®@enepanmu ot 31 wmions 2014 r.
Ne 234 "OO6 yreepxkmenuu IlpaBun oOKaszaHWs YyCIyr IIOY9TOBOH CBSI3H",
IUIs. OTTIPaBKH TenerpadHoil CBI3bI0 — B cOOTBETCTBUH ¢ [IpaBuiaMu okazaHus
ycayr TenerpadHoOi CBS3M, yTBEPXKICHHBIMH MOCTaHOBIeHHEM [IpaBuTenncraa
Poccuiickoit ®enepanuu ot 15 ampens 2005 r. Ne 222 "O6 yrBepKaeHHH
[IpaBun okazanus ycnyr tenerpadHoi cBsa3u'.

5.8. Yuer u ananu3 o0beMOB JOKyMEeHTOO0OpOTA

Yuer 06beMOB TOKYMEHTOOO0POTA BEAETCS B LENSX COBEPIICHCTBOBAHMS
OpraHu3aldy paboThl ¢ JOKyMEHTaMH M pacuera ONTUMAJIBbHON UYHCIEHHOCTH
pPabOTHUKOB, 3aHSATHIX B IEIONPOU3BOIICTBE.

AHanus 00bEMOB JOKyMEHTOOOOPOTa, CTPYKTYPHI JOKYMEHTOIIOTOKOB
U CONEpXaHHsd JOKYMEHTOB, IMOCTyNAIOIIUX B YIOpaBjicHHE JeIaMu
M CO37aBaeMBIX B HEM, BEIETCI B LENSIX PAlMOHAJIBHOTO paclpeneacHus
JOKYMEHTOIIOTOKOB, ITOBBIIICHUS MCIOOTHUTEIbCKOM ITUCHUIUIMHBEL, KadecTBa
1 3¢ (HEeKTUBHOCTH IPHHUMAEMBIX PELIEHHIA.

JlaHHpIE O KONMMYECTBE JOKYMEHTOB aHAIM3UPYIOTCS, O00OIIAIOTCS
OOIIMM OTAENIOM OIWH pa3 B MOJYrOAKe B BUIE aHAIUTUIECKOH CIIPaBKH.

Ion obbeMoM TOKyMEHTOOOOpOTa MOHUMAETCS KOJMYECTBO MOCTYMHBIINX
B YOpaBl€HHE AeIaMU U CO3IAHHBIX B HEM JOKYMEHTOB 3a OIpeNeIeHHbIHN
NEPUO/l BPEMEHM Ha OyMa)kHOM HOCHTENE H B CHCTEME JJEKTPOHHOIO
JOKyMEHTOO00POTA U 3aPErUCTPUPOBAHHBIX B KAHIIENSIPHH OOIIETO OTIENA.

3a enuHUIy ydera KOIMYECTBA J[JOKYMEHTOB IIPMHHMAETCS OIMH
DK3EMIUIIP JOKyMEHTa (MOMIMHHUK HWJIM KOMHs, €CIH 5TO €IUHCTBEHHBIN
DK3EMILIAP JOKYMEHTa). ODK3eMIUIAPHl JOKYMEHTa, MOJydyaeMble B Pe3yLTare
KOIIMPOBAaHUs WIIM THPa)KMPOBaHMs IOKyMEHTa, B o0beMe IOKyMeHTooGopoTa
HE Y4YUTHIBAIOTCS.

Ilpy y4ere OTHpaBiseMbIX (HCXOASIINX) JOKyMEHTOB CONMPOBOAMTENLHOE
IIMCHEMO U NIPUJIaraeMele K HEMY JOKYMEHTHI IPUHUMAIOTCS 38 OIUH JJOKYMEHT.

6. Paccmorpenue oOparltennii rpaxman

6.1. Pabora mo paccMoTpeHMIO OOpalleHHN TPaKIAH, MOCTYIHBIIAX
B YOpaBleHHE JellaMH B IUCBMEHHOH (opMme uiu B GoOpMe BIEKTPOHHOTO
JOKyMEHTA (Zlajiee UMEHYIOTCS — OOpallieH s ), OCYILECTBIIETCS B COOTBETCTBHU
¢ @enepaneHbiM 3akoHOM oT 02 Mmas 2006 r. Ne 59-®3 "O mopszake
paccMoTpeHus obpamenunii rpaxnan Poccuiickoit ®enepanun”, nocraHoBneHueM
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I'ybepnatopa Bonrorpaackoit obmactm ot 06 wmroas 2015 r. Ne 608
"O6 yrBepxamenun IlonokeHus o pabore ¢ OOpalleHHSIMH TIPaXxJaH,
nocrynaromuMu B anmapatr ['yOepuatopa Bomrorpasckoit  obmacrw,
anpecosannbiME ['y6epratopy Bonrorpanckoit obnactu, Buue-rybepHaTopy —
pykoBoxutenmo ammapata ['ybepHaropa Bonrorpamckoii 001acTH, IE€pBBIM
3amectutTensM ['yOepraropa Bomrorpazckoit obmacTd H  3aMECTUTENSIM
I'y6epuatopa Bonrorpaackoif o6nacta" ¥ NpPaBOBHIMH aKTaMH Y IPaBJICHU:
JieIaMHi, PETYNUPYIONMME OCYIIECTBIICHHE IpHeMa TIpaxiaH, obecreueHue
CBOEBPEMEHHOIO K MOJIHOTO PacCMOTPEHHs HX oOpaleHuii, IOmaHHBIX
B yCTHOH MM NUCHbMEHHOHU (opMe, MPUHATHE [0 HUM PEINCHHN U HalPaBIeHHE
3asIBUTEJISIM OTBETOB B YCTAHOBJICHHBIA 3aKOHOAATEIBCTBOM Poccuiickoii
denepaunu Cpok.

6.2. IToctynuBmue obpamenus peructpupyiorcss B ACOKU, ceencnus
O TIOCTYNHUBIINX OOPAIEHUAX IPAKAAH M PETHCTPALMH 3aHOCITCS OTBETCTBEHHBIM
pabOTHUKOM B JKypHal ydeTa OOpaleHHil rpaxiaH, JIEKTPOHHBIH peecTp
oOparnenuii rpaxaaH, MOCTYIMBIIMX B YIIpaBieHHE IeIaMH, U KapTOUKy ydeTa
oOpareHus rpaxaan.

OOpamienust peructpupyrorcs u GOPMHPYIOTCS B J€la OTAEIBHO
OT APYTUX JOKYMEHTOB Y IpaBlieHHs JEIaMH.

6.3. Eciu obpamienne mocTynwio B ¢popMe IEKTPOHHOIO JIOKYMEHTA,
TO 3asBUTENIO AAETCA OTBET B (hOPME IIEKTPOHHOTO JOKYMEHTA.

OtBer B dopMe BIEKTPOHHOTO JOKYMEHTa IIOATrOTaBIUBAETCA
U HaIpaBIIIETCs B COOTBETCTBUU C TPEOOBAHUSAMH M PEKOMEHIALMSIMHM
10 COOMIONEHHIIO KOHQHISHITHATBHOCTH ePCOHANBHBIX TaHHBIX TPaXIaHUHA.

6.4. Ilucema-oTBeTHI Ha OOpaleHHs TPaXOad IPENCTABISIOTCS
Ha TOANKCEH YIOJHOMOYEHHBIM JUIAM TOJIBKO C NPHIIOXKEHHEM MOCTYIHBIIETO
oOpareHus.

6.5. PaccMorpeHHBIEe OOpaleHHsi CO BCEMH OTHOCSIIUMHUCA K HHM
MaTepraniaMi (GOpMUPYIOTCS B Jiefia COINIaCHO HOMEHKIIATYpe Aen YIIpaBleHHs
TEJIaMH.

7. KOHTpONb UCTIONHEHMS TOKYMEHTOB

7.1. KoHTpONb HCHONHEHMS IOKYMEHTOB BKIIFOYAET B CE0:

IIOCTaHOBKY JJOKyMEHTa Ha KOHTPOJIb;

OPraHHU3allMIO U PETYIHPOBAHKE XOAA UCIIOIHEHNS;

IIOATOTOBKY MH(GOpPMAIMHU O pe3y/Ibrarax HCIOIHEHHUS;

CHSITHE JOKYMEHTA C KOHTPOJIS;

MH(POPMHUPOBAHUE PYKOBOICTBA O COCTOSHUH UCTIOJHEHHS JOKYMEHTOB.

7.2. KOHTpONb MCNONTHEHHS TOKYMEHTOB O0ECICUYMBAKOT YIIPABIIAIOIIMIA
AelaMy, 3aMECTHUTCNId YIPAaBIAIOIIEro NellaMH, PYKOBOAMTENH CTPYKTYPHBIX
noapasaeneHuid YupasjaeHus qeaMu, paOOTHUKH CITYXOBI Je0ONpPON3BOACTBRA.

7.3. lleHTpaNu30BaHHO B CIIyX0€ IENONMPOM3BOACTBA HA KOHTPOIBLHBIIHN
y4eT CTaBsATCS:

JOKYMECHTEI, IIOCTaBIIEHHEIE HA KOHTPOJIb YIIPABJIAIOIUM JEIaMHu;

oOpalleHus rpaxiam;
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nopyuenns ['yoepHaropa Bonrorpanckoit 061acTd unu AIMUHHCTPAUU
Bonrorpaacko#i 061acTu, OTIaHHBIE YIIPABICHUIO A€NaMH B COOTBETCTBYIOLIUX
IIOCTAHOBJICHUSX M PACIIOPSKEHUAX;

nopyueruss ['yOepHaropa Bonrorpagckoit obnactu, a TaxxkKe BHIE-
rybepraropa — pykosomuress anmnapara I'yoepHatopa Bonrorpasckoii obnactu
u 3amecruteneii I'yOepHaropa Bomnrorpaackoil o0macT, OTZAHHBIE MMH
B IIpejeIax CBOUX MOJTHOMOYHI, — BO BCEX BHUAAX BXOAAIIUX JOKYMEHTOB,;

JOKYMEHTEI, IepeaipecOBaHHbIC B YIIPABICHUE €IaMU Ha UCIIOHEHHE,

3aIPpOCH],  IOCTYHHBIIME W3  (emepanbHBIX  OpraHoB  BIIACTH
U WX TEPPUTOPUANBHBIX TOAPA3NENCHUN, OPraHOB MCIOIHUTEILHOM BIACTH
Bonrorpazackoi#i obnactu.

7.4. 1Ilpu ocCylmeCTBICHUM KOHTPONI MCIONHEHHMS JOKyMCHTOB
(mopyuenwuii) pabOTHUK CHY)XOBI JI€JIONPOU3BOACTBA BIPABE 3alPALIWBATh
1 He3aMeUIMTENBHO MMOIydaTh OT OTBETCTBEHHOI'O HUCIOMHUTENS HHPOPMALUIO
0 XOJI€ HCTIOJIHEHUSI HaXOASIIMXCSl Ha KOHTPOJIE JOKYMEHTOB.

7.5. Ilepenada JOKYMEHTOB, YKa3aHHBIX B yHKTE 7.3, Ha UCTIONHEHHNE 0e3
IIOCTAaHOBKH Ha KOHTPOJBGHBINA yUyeT 3alpeniaeTcs, 3a UCKIIOYEHUEM IIOpyYCHUIA
CO CPOKOM HCIIOJTHEHUS TPH JIHS U MEHee.

7.6. Opranmsaimo pabdOTEl MO  JTOKYMEHTalIbHOMY O(GOpPMIICHUIO
KOHTPOJIGHOTO y4YeTa JOKYMEHTOB K OpraHU3allud KOHTPOIBHOIO YydYeTa
¢ ucnonb3oBanueM  ACDJ]  ocyluecTBIsieT  PYKOBOAMUTENb  CIIYXKOBI
JIeOTIPOU3BOACTRA.

7.7. llpu mnoOCTaHOBKE Ha KOHTPOJIb JOKYMEHTOB, COHAEpXKalIux
IICPCOHANIBHBIE JaHHBIE, B TOM YHCIie OOpalleHuit TpakJaH, Wik JOKyMEHTOB,
UMEIOIINX OrPaHWYCHHBIM JOCTyH, B MpPaBOM BepxXHEM IIOIe JOKyMEHTa
CTaBUTCS OTMETKA O KOHTpOJIe, TpocTaBisemas mrammnomM "Kountpons".

K IoKyMeHTy, MOCTaBI€HHOMY Ha KOHTPONBHBIM YyHeT, comepkaiieMmy
NIEPCOHAJIBHBIC JaHHBIC, B TOM YUCIIC OOPAIICHUIO IPaXAaHAHA, HIIH HMEIOIIEMY
OrpaHMYeHHBIN JOCTYII, COCTABISETCS KOHTPOIbHAS KapTOuKa C YKa3aHHeM:

PEKBU3UTOB KOHTPOIMPYEMOTO TOKYMEHTA;

KparKoro CofepKaHus MOpyIeHHs (PE30IIOIHH );

UCTIOIHUTES (MCTIOIHUTENIEH);

KOHTPOJIbPHOTO CPOKa W CPOKOB UCIIOJITHCHHAA

OTMETOK O CHSTUU JOKYMEHTa C KOHTpPOJf, PELICHHH H3MEHHUTh CPOK
HCIIOJIHEHMS JOKyMeHTa U (WJIM) COCTaB UCIIOTHUTENEH;

OCHOBAaHMs CHATHA JOKYMEHTa C KOHTpOJis, U3MEHEHHsS Cpoka
VCIIONHEHHUS JOKYMeHTa U (MIIN) COCTaBa UCIOTHHUTEIEH;

NOANIUCH U JaThl IOTY4YEeHUS TOKYMEHTA UCTIOMHUTEEM (MCITOTHUTEISIMH).

7.8. 1Ipn mocTaHoBKE NOKYMEHTa Ha KOHTPOJBHBIA Y4eT jara KOHTPOJSL
UCIIOJIHEHUSI HACTYNAeT 3a MATh KaJl€HAApHBIX [HEeW IO OKOHYAHHSI CpOKa
UCIIONIHEHUS JOKyMeHTa Jubo B mpenmocienHuii paboumii OeHb CpoKa
UCHOJIHEHHU JOKYMEHTa, B CIy4ae €CIM JOKYMEHT NOIJIEXHUT CPOYHOMY HIIH
ONEePaTUBHOMY PacCMOTPEHHIO.

7.9. Pemennie 0 CHATUM JOKyMEHTa C KOHTPOJBHOIO ydeTa NMPUHHUMAET
PYKOBOIUTENH CIYKOBI JEIOMPOU3BOICTBA MOCIE MONOKUTENHHOIO PE3yJIETara
IIPOBEPKH  KOMIUIEKTHOCTH W  COOTBETCTBHS  KOJHYECTBA HK3EMIUIIPOB
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NOCTYNMMUBIIMX JIOKYMEHTOB, B TOM YHCJE OTNPABIAEMBIX (HCXOMSIIUX)
AOKYMEHTOB, IOIIMCAHHBIX YIOTHOMOYEHHBIM JIUIIOM U CBHAETEILCTBYIOMIMX
O TIOTHOM MCIOIHEHMH KOHTPOJIBLHOIO JOKYMEHTA B YCTAHOBJIEHHBIN CPOK.

CHATHE C KOHTpPONS B YOpaBleHHHM J€NaMM IIOPY4YEHUH, JaHHBIX
I'ybepnaropom Bonrorpanckoii o6nacti, BhILe-Ty0EpHATOPOM — PYKOBOIUTEIEM
annapara I'ybepHatopa Bonrorpajackoit o0macTd, NepBLIMEH 3aMECTHTEISIMHE
I'ybepnaropa  Bomrorpanckoit  obmacrts, 3amecturensmm [ 'yGepHaropa
Bonrorpanckoii 001acTH, HPOM3BOAMTCS IOCIE CHSTHS JIAHHBIX HOpPydYeHMi
¢ KOHTpoJd B anmapare ['yoepHartopa Bomrorpasckoii obnactu.

7.10. CHATHE NOKyMEHTa C KOHTPOJBHOIO Y4Yera, H3MEHEHHE CpOKa
WCIIOJIHCHUS JOKYyMEHTa M (WJIM) COCTaBa HCHIONHHUTENEH (QHUKCUPYIOTCS
pabOTHMKOM  CIyOBl ~ JENONPOM3BOACTBA B  KOHTPOIBLHOM  KapTOYKe
C IPOCTABICHUEM Jarbl MU3MEHEHHs WM CHATHS JOKYMEHTa C KOHTPOJILHOIO
ydyeTa, yKa3aHHWE€M OCHOBAaHMH (B TOM 4YHCIIE PEKBHU3MUTOB OTIPABIIEMOrO
(Mcxonsmiero) NOKyMeHTa, CIyXeOHOM 3amicKd W TOMY HOLOOHOTo) M cBOei
TIOATTHCH.

7.11. OTBETCTBEHHOCTD 3a OPraHU3AIHIO PAabOTHI MO JOKYMEHTAILHOMY
OopOpMIEHHIO  KOHTPONBHOrO  y4eTa  IOKyMEHTOB B  COOTBETCTBHH
¢ TpeboBaHMAMH HacTosiiedl MHCTpYKIMH, aKTyaJdbHOCTb CBEICHHI
O TIOCTAHOBKE J[OKyMEHTOB HA KOHTPOJIbHBIH YydYeT, CHATHH [JOKYMEHTOB
C KOHTPOJBHOIO y4YeTa, H3MEHEHHE CpOKa HCIONHEHHWs JIOKyMEHTa
¥ (MJIM) COCTaBa HCIIONHUTENSH HECeT PyKOBOMUTEb CIIYKOBI IeIONIPOM3BOICTBA.

8. Texnuueckoe obecnieuenne paboTHI ¢ JOKYMEHTaAMH
8.1. Ileuaranue TOKyMEHTOB

8.1.1. IleyataHue DOKYMEHTOB OCYIUECTBJIAETCS PAOOTHHKAMH OOILIEro
OT/ENa, CTPYKTYPHBIX NOApPa3feNeHUi YIpaBieHus AelaMi ¢ UCIIONb30BAHAEM
KOMITBIOTEPHOM M MAIIMHONUCHOX TEXHWUKU M coOJrofeHueM TpeGoBaHUM
HWuctpykuun.

8.1.2. B cmywae ecnu 1OKyMEHT NepPBOHAYAIIBHO FOTOBIICS B CTPYKTYPHOM
NOJpa3feNieHnd YTpaBlieHus JelaMH C HCIOJNB30BaHHEM KOMIIBIOTEDA,
UCIIOJIHUTENb NPECTABIISET €ro B OOIHiA OTIEN B 3JEKTPOHHOM BHJE.

8.1.3. JlokyMeHTHI B OSJICKTPOHHOM BHJE€ NPHMHHMAIOTCS B QopMare
TEKCTOBOro penakropa Microsoft Word.

8.1.4. Ilewaranme  JOKYMEHTOB  IPOMU3BOAMTCA HA  ONaHKaX
YCTAHOBJIEHHOH (opMbI MK Ha Oymare CTaHAAPTHEIX pa3MEPOB.

Ha mocnenne#l cTpaHume oTHeYaTaHHOTO JIOKYMEHTA B JIEBOM HIDKHEM
YTILy IPOCTABIISIETCS HAWMEHOBAHKE (aiiia CIIeNUaINCTa, IeYaTABIIETO JOKYMEHT.

8.2. KonupopaHue (THpaXXHPOBaHHE) JTOKYMEHTOB

8.2.1. KonupoBanbHO-MHOXHUTENbHBIE paGOThl B YIpPaBIeHHH [eIaMu
OCYIIECTBIIAIOTCS PaOOTHHKAaMH oOmero oraena. s KONMPOBaHUS CHAIOTCS
TOJILKO CIY>KEOHBIE TOKYMEHTHI U MaTEPHAILL.
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8.2.2. OTBETCTBEHHOCTH 3a pa3sMHOXEHHE JOKYMEHTOB BO3JIOXKEHA
Ha HavYalbHWKa OOIEero otaena. 3aka3bl Ha pPa3MHOXEHHE ITOKYMEHTOB
IPUHUMAIOT U MCIONHSAIOT pabOTHHKM OOINero oTnena, KOTOpble HECYT
MIEPCOHAJIBHYIO OTBETCTBEHHOCTh 32 KOMMPOBAHKUE JOKYMEHTOB.

Ydyer KomupyembIx JOKYMEHTOB BeEJEeTCS Ha OCHOBAaHHH 3aKa3oB
Ha BBINOJIHEHHE KOMHUPOBAIBHBIX paboT, ofopmiseMbix mo ¢gopMe COrjiacHo
npuwiokeHuro 16 k Hacrosuieil MHCTpyKuuMH, KOTOphIe XpaHSATCS B 0OIIeM
OTIeJi€ B TeUEHUE I'0JIa, TIOCIe YeT0 YHUITOXKAIOTCS.

8.2.3. He pomyckaercs HeoOOCHOBaHHOE pa3MHOXEHHE TOKYMEHTOB,
HEIKOHOMHOE PacxoJ0BaHHe OyMaru u pacXoaHbIX MaTCPHAJIOB.

JIOKyMeHTBI, Matepualibl MEPEAAOTCS Ha Pa3MHOKEHHE B HECOPOIIFOPOBAHHOM
BUJIE.

8.2.4. Tupax pa3sMHOXKEHHBIX MAaTEPHAIOB MHOJKEH COOTBETCTBOBAThH
3aKa3y. M3roroBiieHHBIE KOMUK BBIJAIOTCA 3aKa3uMKy BMECTE C MOMJIHHHHKOM
nokymentra. O BeimomHeHMH pa0oTBl Ha OJaHKe 3akasza Jenaercs
COOTBETCTRYIOII[As OTMETKA.

8.2.5. MHorotupaxHsle ITHOO MHOTOCTPAaHWYHBIC MarTepHaIbl MOTYT
Pa3MHOXKAThCS B YMEHBIIEHHOM BHIE 1 C O0OPOTOM.

8.2.6. KomupoBaHHIO TOMIEXKAT OK3EMIUISPbl JHOKYMEHTOB, TEKCTBI
KOTOPBIX OTBEYAIOT HEOOXOAMMBIM TEXHHUYECKUM TpeboBaHusiM. OHH JOIIKHEI
ObITh HameyaTaHbl YE€TKO W Ppa30OpPUYMBO YEPHBIM IIBETOM HA CTAHIAPTHBIX
mictax Oymaru ¢popmara A4.

8.2.7. CpoyHOCTh BBHINOJIHEHUS 3aKa30B Ha Pa3MHOXCHHE IOKYMEHTOB
OIIpeNeNAeTCs HaYaTbHUKOM O0IIero OTaena.

9. loxymenTansublid poHT YiipaBieHus neaaMu
9.1. Opranu3zanus paboThI C JOKYMEHTaMH B JACIOIPOHU3BOCTBE

JloxyMeHTanbHbI (OHN VYHpaBiueHus nelaMH (najee HMEHYETCd —
NOKyMEHTANBHBIH (OHI) — COBOKYNIHOCTH IOKYMEHTOB, OOpa3yrOIuXCs
B MPOIECCE HEATENBHOCTH YIpaBieHus JenaMu. JloKyMeHTanbHBIH (GOHJ
COCTaBJIAIOT JOKYMEHTEBI, CO3NaHHbIe B YIIPABICHUHU JeJlaMH WM MONyYEHHBIE
B pe3ylnbTaTe B3aUMOJEICTBUS C JPYTMMM TOCYHApCTBEHHBIMH OpPraHaMy,
OprasamMHi MECTHOI'O CaMOYNPaBJICHHS, IOPUIUIESCKUMHA U GU3MIECKUMH JINLAMH.

Opranuszanus paboThl ¢ JOKyMEHTaMHU B JICIIONPOU3BOACTBE IIPEACTABISET
cob0lf COBOKYNIHOCTH BHIOB DPaboT, OOECIeYMBAIONIAX COXPAHHOCTB, YYET,
CHCTEMAaTU3alMI0  JOKYMEHTOB, (opMmupoBanne W  ODOpPMIIECHHE €
Ha JEIONPOMU3BOJACTBEHHOM CTaJMU M HX Iepenady B CEKTOp apXuBa OOIIEro
oTaena YmpaBleHUs JelaMH (anee MMEHyeTCcs — CEeKTOp apXuBa OOILETo
OT[eNla) B COOTBETCTBHH C TPeOOBaHUSAMH, YCTAHOBJIEHHEIMM HOPMATHBHO-
MCTOAMYCCKMMH JOKYMEHTAaMH IO ApXUBHOMY Jelly W JEIOIMPOM3BOICTBY
Munucrepctea KynbTypel Poccuiickolt  ®emepanuun  uw  'yGepmaropom
Bonrorpancko# obnactu.

9.2. PazpaboTKa u BelcHHE HOMEHKIIATYPHI 1€

9.2.1. HomeHxnaTypa [gem sBISeTCS OCHOBOM  (pOpMHpOBaHHA
AOKYMEHTAILHOrO (GOHAa H IpencTaBifeT co0oif cHCTeMaTH3HPOBAHHBIM
IEePEYEHDb 3arojIOBKOB JIENl C yKa3aHHEM CPOKOB UX XpaHeHHs, OohOpMIIEHHBIH
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B COOTBETCTBHM C IIPABOBBIMU AKTaMH, PEKOMEHIALMSIMH U METOLUYECKUMHU
yKa3aHUSIMU OpraHoB rocyaapcTBeHHod Biactu Poccuiickoit ®emepanuu,
Bonrorpazickoit  00mactH, YIONHOMOYEHHBIX B Cdepe rocyaapcTBEHHOTO
YIPABIICHUA apXUBHBIM JIEJIOM, IETOIPOU3BOJCTBA U TOKYyMEHTOOOOPOTA.

9.2.2. HoMeHKIaTypa ien UCTONb3YeTCs [/ TPYIIIMPOBKY MCIIONHEHHBIX
JOKYMEHTOB B Ji¢jla, CHUCTEMATH3allMd W yd4eTa Jel, ONpelelieHHs CpPOKOB
WX XpaHEHMS M IIOMCKA JOKYMEHTOB, SIBIISIETCS OCHOBOM JUI COCTaBJIEHHUS
OMHMCEH el MOCTOSHHOTO M BPEMEHHOro (cBeime 10 JieT) CPOKOB XpaHeHHd,
a Takke I ydyeTa Aen BpeMeHHOro (o 10 ner BKIIIOYHTENHHO) CpOKa
XpaHCHHS.

9.2.3. Homenxnarypa nen YupaBiieHUs A€aMH COCTABIAETCS CEKTOPOM
apxuBa OOImEro oTgeJa HA OCHOBE HOMEHKIATYD M€l CTPYKTYPHBIX
OApA3AeNcHUI Y ipaBieHus JeIaMH.

3aroloBKaMM pa3NesioB HOMEHKJIATYP el SBJISIOTCS HAaWMEHOBAHUS
CTPYKTYPHBIX TOApasfeleHHH VYTpaBleHUs [elaMH B  COOTBETCTBUU
C YTBEPXKJICHHOU CTPYKTYpOU YTIpaBJICHHS JI€IaMH.

9.2.4. PykoBomuTeny CTPYKTYPHBIX MOApa3aeleHuii YIpaBaeHus IeaMu
He mo3aHee 15 HOAOps TeKylero rojna MHCHMEHHO IPEACTABISAIOT B OOIImit
OTA€N CBOM TPEIUIOKCHHUS II0 BHECEHWIO W3MEHEHUH B JAeHCTBYrOIIHE
HOMEHKJIATYpPHI €.

9.2.5. PykoBomuTenb BHOBb CO3JaHHOI'O CTPYKTYPHOIO IIOAPA3/ICICHUS
VhpapieHHuss [€laMH B MECSYHBIH CPOK CO JHS ero o0pa3oBaHUs
¥ Ha OCHOBaHHMHM ITOJIOXECHHs O CTPYKTYPHOM IOApa3fielieHHH pa3padarkiBaeT
HOMEHKJIATYpy Jedl.

PaGoTHuku cexropa apxuBa OOINEro oTxena OOECIHEYHBAIOT OKA3AHHE
METOAMYECKOH IOMOIIH B Pa3pabOoTKe HOMEHKIIATYPHI J€JI BHOBb CO3IaHHOTO
CTPYKTYPHOTI'O OJipa3/ieeHHusI.

9.2.6. HomeHnknatypsl Jen CTPYKTYPHBIX MOApPAa3feNeHHii U CBOXHAS
HOMEHKJIATypa Aen YIpaBieHHus AenaMud oGopMISIOTCSA Mo (HopMaM COrJIacHO
npunoxenusM 17 u 18 x nacrosmeit Macrpykuun. I'padbl HOMEHKIATYpPEI A€
3aIIONHSIOTCS CASAYIOMUM 00pa3oM.

B rpape 1 "Humekc nenma" ykasbiBalOTCS HMHAEKCHL KaXJIOro meja,
BKJTFOYEHHOT'O B HOMEHKIATYpy Aen. MHAeKkc fena COCTONT U3 YCTaHOBIEHHOIO
B YIIpaBJIeHUH JeaMi [UPPOBOro 0003HAUCHHS CTPYKTYPHOIO TIOAPa3AeICHHS
M TIOPSIKOBOrO HOMEpA 3arojioBKa JeNla MO HOMEHKIAType el B Ipeaenax
CTPYKTYPHOIO  Iojpa3jieneHus  YOpaBleHus genamu. Mugekcel  men
obo3HauatoTcs apabckumu mmbpamu. Hanpumep: 2-5, roe 2 — obo3HaueHue
CTPYKTYPHOT'O MOApasfeNneHusd, 5 — TOpSIKOBBIE HOMEp 3aroioBKa feia
110 HOMEHKJIaType Jel.

B HOMeHKIaType nen peKOMeHIyeTCs COXPaHATh OJUHAKOBBIE WHIEKCHI
JUI1 OJHOPOIHBIX HEII B MpPEAENaX pasHBIX CTPYKTYPHBIX IOAPa3AelICHUN
Vipasnenus aenam, IS MePexXOnsInux 16 HHAEKC COXpaHsIeTcs.

B rpapy 2 "3aronmoBox mema" BKIIOYAIOTCS 3arojOBKM J€lN, KOTOPHIE
JOJDKHBI Y€TKO OTPaKaTh OCHOBHOE COJIEp)KaHHE U COCTaB JJOKYMEHTOB JIeJIa.
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He pomyckaercst ymorpeOiieHHe B 3arojoBKe Jiella HEKOHKPETHBIX
dbopmynupoBok ("pazHble MaTepuaibl”, "obmas nepenucka" ¥ TOMy MOIOOHOE),
a TaKk)Ke BBOJHBIX CJIOB M CIIOKHBIX CHHTAKCHYECKHX 000pOTOB.

3aroioBKM 1€ MOTYT YTOYHATBHCS B Iporecce (HOpMUPOBAHHUS
1 obopMITeHHS JIe].

3aroa0BOK Jena COCTOUT U3 DJIEMEHTOB, PACIlONaraeéMbIX B ClENyIOIIeH
TIOCTIeIOBATEIBHOCTH :

Ha3BaHUE BHUAA Jena (mepenucka, KypHaJl pPErncTpalud W TakK Jgajee)
WU Pa3HOBUAHOCTU JOKYMEHTOB (IOCTAHOBJICHHS, PACIOPSKCHUS M TaK Jaliee);

HAaWMEHOBAHUE CTPYKTYPHOI'O Mo/Ipa3jiesieHus Y IpaBiIeHHs JelIaMu;

HalMEHOBAaHKUE OpraHu3anyy, KOTOPOH OyIyT apecoBaHbl WIH OT KOTOPOM
OyayT MOIy4eHBI JOKYMEHTHI (aapecar Wi KOPPECIOHECHT TOKYMEHTA);

KpaTKoe coJlep)KaHue TOKYMEHTOB Jielia;

HalMEHOBaHHE MECTHOCTH (TEPPUTOPHH), C KOTOPO# CBA3aHO COAEpIKaHHE
JIOKYMEHTOB J1€71a;

OaThl (Iepuoy), K KOTOPEIM OTHOCSTCS JOKYMEHTHI Jelia;

yKa3zaHHe Ha KOMMHHHOCTh JOKYMEHTOB.

CocraB 37IEMEHTOB 3aroiloBKa Jiella  ONPEHENseTCS  XapaKTepoM
JIOKyMEHTOB JiefIa.

B 3aronoBkax fen, COAEP)KAIIMX ITOKYMEHTHI MO ONHOMY BOIPOCY,
HO HE CBSI3aHHBIX IIOCIIEIOBATEILHOCTHIO HMCIIOJIHEHUSA, B KaueCTBE BHA Aeja
ynorpeOisieTrcs TepMHH "IOKYMEHTHI", a B KOHI[E€ 3arojoBKa B CKOOKax
YKa3bIBaIOTCSl OCHOBHBIE Pa3HOBHIHOCTH JOKYMEHTOB, KOTOPBIE JOLKHEI OBITH
CrpyNNMpPOBaHel B Jene (0030pbl, CBOAKH, CIpPaBKH U APYroe), HalpHUMeEp:
"JJOKyMEHTBI O pacCMOTPEHMH oOpamieHuid rpaxaad (0030pbl, CBOMKH,
CrpaBKm)".

TepMuH "mokyMeHTH" TpuUMeEHSETCS Talkke B 3arojloBKax [ell,
CoAepKAIMKUX JOKYMEHTHI-IPHIIOKCHHUA K KaKOMY-THOO JOKYMEHTY, HallpHMep:
"lJokymMeHTBl K  IpuKasaM  yOpaBi€HHsA  AedaMd  AIMHHHCTPAlMU
Bonrorpanckoii obmacté  (IpOeKTHl MPHKA30B, OJaHKUM  COIJIaCOBAHUS,
3aKJIIOYCHUs], IOSACHUTEIbHBIC 3aIIMCKA U Apyroe)".

B 3aromoBkax naen, NpeAHa3HAuYEHHBIX NS TPYNIUPOBKH TOKYMEHTOB
O,[[HOfI Pa3HOBUIHOCTH, YKa3bIBA€TCA 9Ta Pa3HOBHIHOCTH AOKYMEHTOB
BO MHO)XE€CTBEHHOM YHCJIE.

HanmenoBanue aBTOpa JOKYMEHTa yKa3bIBAETCS KPATKO WJIH NPHBOIUTCS
ero obmee BHAOBOE Ha3BaHWe, HampuMmep: "IIpHKasbl ynpapieHHs I€IaMH
Anmunuctpannu Bonrorpanckoit obxactu".

B 3aromoBkax [en, comepkalMx IMEPEmUCKY, YKa3bIBaeTCs, C KeM
¥ 110 KakoMy(HMM) Bompocy(aM) OHa BEIETCH.

B 3aronoBkax [gen, COAEPXKAIMX MEPemucKy C  OOHOPOAHBIMA
KOPPECIIOHACHTaMH, IOCIEIHUE HE YKa3BbIBAIOTCS, a YKa3bIBaeTCs MX oOIee
BUIOBO€ Ha3BaHue, Hampumep: 'llepemucka ¢ opraHamMH  MeCTHOTO
CaMOyIIPaBJIEHHs 110 OCHOBHOMY HAIIPABJICHHIO AEATENLHOCTH".

B 3aromoBkax jen, copepXalmlMX TEPENHCKYy ¢ pasHOPOIHBIMH
KoppecnoHieHnTamMu (Oonee Tpex), MOCIeHAE HE TEePEYUCISIOTCS, HAIPUMEp:
"[lepenmcka 10  BOmpPOCaM  pealu3allii  OCHOBHBIX  MEPONpPHSATHI
10 IPOTHBOACHCTBHIO KOPPYILHH Ha TeppuTopun Bonrorpanckoit obnactu'.
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B 3aromoBkax €N, COIEpKAUIMX IMEPENUCKY C KOHKPETHBIM
KOPPECIIOHACHTOM  WJIH  JBYMS—TpeMs  pa3HbIMH  KOPPECIOH/IEHTaMH,
YKa3bIBAIOTCS  KOHKpPETHBIE  KoppecmoHAeHTh, Hampumep: "Ilepemmcka
¢ Anmaparom ['ocynapcreennoit ymer @enepansaoro Cobpanus Poccuiickoii
Qenmepand 1O BompocaM paboThl ¢  OOIIECTBEHHBIMH OOBEIMHCHHAMH"
umi "llepenncka ¢ Bonrorpaackoil obnactuoii Jlymoil, opranaMu MeCTHOTO
camoympabjieHuss Bojrorpaackoif o0nacT, OpraHM3alusMH II0 BOIPOCaM
IIeTIONPON3BOICTBA, HH(OPMAIHOHHO-TEXHUYECKOrO 00ECTIEUEHUSI MEPOIIPUATHH,
(HUHAHCOBO-XO3AHCTBEHHBIM, OpPTraHU3allMOHHO-MACCOBBIM, aTMUHHUCTPATHUBHO-
XO3SHCTBEHHEIM Bompocam".

Ecnu  comepxaHue  Jena KacaeTcs  HECKOJNBKHX  OJHOPOIHBIX
aIMUHHCTPATHBHO-TEPPUTOPUANBHBIX €IUHMII, B 3ar0JIOBKE JIelia HE YKa3hIBAIOTCS
UX KOHKPETHBIE Ha3BaHWsA, a YKa3bIBAaeTCs WX 0OIIee BHIOBOE Ha3BaHHUC,
Hanpumep: "[lepenucka ¢ opraHaMu MECTHOTO CaMOYIIPaBJICHHS IO OCHOBHOMY
(mpoduinpHOMY) HAaIIPABJICHUIO JIESITENLHOCTH "

B 3aronoBkax gen, comep Kalux MIAHOBYIO WM OTYETHYIO JOKYMCHTAIIHIO,
yKa3bpiBaeTcss mepuop (KBaptai, rom), Ha (3a) KOTOPBI COCTaBIICHBI TLIAHBI
(otuets), Hampumep: "T'omoBON OyXraJTepCKuil OTYET YIpaBIEHHA JEIaMH
Anmunuctpanuu Bosrorpaackoi obmactu'.

Ecmu peno Oymer cocToATh W3 HECKONBKMX TOMOB WM 4YacTed,
TO COCTaBJsgeTCs OOIMMH 3arolioBOK Jejla, a 3aTeM MpH HeOoOXOAMMOCTH
COCTaBIISIOTCS 3arojIOBKH KaXXIOro ToMa (4acTH), YTOYHSIOIIHE COIEpIKaHue
3aroJioBKa Jiena.

B 3aromoBkax nen, coaepXallMX KONHHU JOKYMEHTOB, YKa3LIBAETCS
UX KOINMHHOCTh, HampuMep: "lIpukasbl ympaBieHus AelaMd AJIMHHHCTPALMH
Bonarorpaznckoit obmactu. Komuu".

Iopsnok pacnonoxeHus 3arojioBKOB JieNl BHYTPH Pa3eiioB U MOAPA3/ICIioB
HOMEHKJIATYphl  JeJl  ONpPENENsAeTCsl CTENEHBID BAXHOCTH JOKYMCHTOB,
COCTAaBIISIOIIKX JI€]1a, U UX B3aUMOCBS3bI0. BHauaje pacmonararorcs 3arojioBKH
Ji€J1, CONEPIKAINX OPraHN3alUOHHO-PACTOPAIUTENEHYIO TOKYMEHTAIHIO.

I'pada 3 HOMEHKJIATYPHI [1el 3alOJHAETCS [0 OKOHYaHHH KajeHIapHOro
rojga.

B rpade 4 ykaspiBaroTcs CpOK XpaHEHHUs [Ieja, HOMEpa CTaTel COrJIaCHO
IlepeuHro THUIOBBIX YIPAaBICHYECKUX apXUBHBIX JOKYMEHTOB, OOpa3yrOIIUXCS
B IpOIECCE JAEATENBHOCTH TOCYJApPCTBEHHBIX OPraHOB, OPraHOB MECTHOIO
CaMOYIIPaBJI€HMs M  OpraHus3aluii, ¢ YyKa3aHHEeM CpPOKOB XpaHEHH,
YTIBEPXKAEHHOMY IpuKa3oM MununcrepcTBa KynbTypsl Poccuiickoit @enepanuu
or 25 asrycra 2010 r. Ne 558 (mamee umenyercs — Ilepedenb THIOBBIX
YIPaBICHUYECKUX apXUBHBIX JIOKYMEHTOB).

B rpade 5 "llpumedanue" ykaspIBAarOTCS YTOYHEHHS CPOKOB XPaHEHMS
JIOKYMEHTOB, HAa3BaHMsl [€pEeYHEH JOKYMEHTOB, HCIOJB30BAHHEIX IPH
ONPEICIIEHUA CPOKOB XPAaHEHHUs J€Jl, MPOCTABISNIOTCS OTMETKH O 3aBEIEHUHU
Aell, NepexoqaIuX Aenax (HanmpuMep, nepexomsiee ¢ 2015 roga), BEIIEICHAN
JeJl K yHUYTOXKEHHIO, JIMIAX, OTBETCTBEHHBIX 3a (POPMUPOBAHUE Jie], liepefade
Jiell B JAPYrod opraH HCHONHUTENbHOM Biactu Bonrorpagckoit oGmactu
W IPYTHE OTMETKH.
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9.2.77. Homenknarypa pgen VYipaBileHHsS [elaMH  ITOIIHACHIBAETCS
HaYaIbHMKOM OOIIEro oTAeNa, 3aBeNyIOIHM CEKTOPOM apXMBa OOIIEro OoTIena
u nocime cormacoanud OK  VmopaBnenus —gemamum  HampasiseTcs
Ha cornacosanve OIIMK, mocne uero npencraBiuseTcs Ha YTBEPXKICHHE
YIPABIAIOIIEMY JETaMH.

YTBepXkIeHHAs HOMEHKJIATypa Ael BBOAUTCS B jeiictBue ¢ 01 sHBaps
CIIEyIOIIEro roja.

9.2.8. Homenkinarypa nen cornacossiBaercs ¢ DIIMK He pexxe omHOrO
paza B maTh JieT. B cinydae usMeHeHus QyHKuuil u crpykTyphl YmpasiecHus
JenaMyu paspadaThIBAeTCS HOBas HOMEHKIATypa Hell, KOTOpas IONJTEKHT
cornacosanuio ¢ OK Ynpasnenus genamu u JIIMK B ycTaHOBIEHHOM MOpSIKE.

9.2.9. HoMenknaTypa nen roTOBHTCS HE MEHee YeM B TPEX DK3EMILIAPAX:
TCPBBIA MMOJUIMHHBIA 3K3EMIUIIP KaK JOKYMEHT MOCTOSHHOTO CPOKAa XpaHEHHs
IIOMEIIACTCS B COOTBETCTBYIOLEE HOMEHKIATYPHOE JIEJI0, BTOPOM IOJIMHHBIHA
OK3EMIUIP HAaNpaBIsIe€TCs B TOCYJapCTBEHHOE Ka3eHHOE  YUPEKICHHUE
Bonrorpanckoii obnactu "I'ocynapcteennsiii apxus Bonrorpanckoil obmactu”
W TPETHM OK3EMIUIAp — KOMNHUS, 3aBEPEHHAs B YCTAHOBJICHHOM IIOPSKE,
UCIIONB3YETCs KaK pabouunii SK3eMIUIsSp B CEKTOPE apXuBa obIIero oTaena.

W3 HOMeHKNAaTypHl Jie] CEKTOPOM apXhBa OOIIEro oraena oQpopMIISIOTCS
BBIMMCKH 711 KQXJIOr0 CTPYKTYPHOT'O IOZpa3AcicHUs Y IpaBIeHus JEIaMHU.

9.2.10. Eciau B TeueHue rojga B YIpaBleHHH J€1aMd BO3HMKAIOT HOBBIE
OOKyMEHTHPOBAHHbIE YYaCTKH PabOThl M (WIM) HE MPeAYCMOTPEHHBIE paHee
Jenia, OHH JOIOJIIHMTENLHO BHOCATCA B HOMEHKIATYpPBI I CTPYKTYPHBIX
oJpaseaeHUl ¥ HOMEHKIIATYPy Jiesl YIIpaBiIcHHS JelaMHu.

Jlnsg BHOBL 3aBOAMMBIX €] B KaXIOM pasjeiie HOMEHKIATypHl Jel
IIPeAyCMOTpPEHB] pe3epBHBIE HOMeEPA.

9.2.11. Tlo okoHYaHMY roja B KOHIE HOMEHKIATYPHI Hen YTpaBlIeHHs
AeJlaMu [IEJIaeTCI MTOIOBas 3alllCh O KOJHMYECTBE 3aBEICHHBIX el (TOMOB)
OTZENBHO JUIsl IOCTOSHHOTO U BPEMEHHOT'0 XpaHEeHH .

9.3. ®opMupoBaHHe Jie]l H UX TEKYIIEE XPAHEHUE

9.3.1. ®opmupoBaHue A€l — IPYNIMPOBKA MCIOIHEHHBIX JOKYMEHTOB
B JIeJIa B COOTBETCTBUU C HOMEHKJIATYPOH [el U CUCTeMaTU3alus JOKyMEHTOB
BHYTPH JIENA.

9.3.2. [lena popMupyIOTCSA B CTPYKTYPHBIX MOApa3aeleHusx YIIpaBIeHUs
nenamu.

9.3.3. Jlena cuuTaroTCs 3aBEACHHBIMH CO IHS BKIIOYEHHS B HMX IIEPBOTO
HCIIOJIHEHHOIO JOKyMeHTa. J[OKYMEHTHI MOC/I€ MCIONHEHHMS W OKOHYAHWS
paboThl ¢ HUMH B 10-7IHEBHEIH CPOK MoMewmaroTcs (MOAIIMBAIOTCS) B TBEPIbIE
OOJIOKKH WM TATIKH-PErUCTPATOPBI IS 00eCTIeYeH s (PU3HIECKON COXPAHHOCTH.

9.3.4. PykoBourenu CTPpYKTYpHBIX MOApa3AeNeHui YIIpapiIeHus JeiaMu

HECYT OTBETCTBEHHOCTh 32 COXPaHHOCTb [IOKYMEHTOB M (DOpPMHpPOBAaHHE
uX B JIela.
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9.3.5. 3aKoHUEHHBIE MENONPOU3BOACTBOM 3JIEKTPOHHBIE JOKYMEHTEI
(opmupyroTes B ena (Hanky, AUPEKTOPHH) B COOTBETCTBHU C HOMEHKIATYpOi
nen nocpeactsoM ACIOJl Yupasnenus nenamu.

9.3.6. Ilpu ¢dopMupoBaHuM nA€1 B CTPYKTYPHBIX IOApa3ieleHUsIX
YnpaBneHus AenamMu HEOOXOMUMO COOIOIATE CIeAYOLIME TPABUIIA:

IOMEINaTh B JEI0 HCHONHEHHBIE JIOKYMEHTH, COOTBETCTBYIOIIHUE
10 CBOEMY COMEPKaHUIO 3arojIOBKY Jiejia 0 HOMEHKIIATYPE;

IIOMEILAaTh BMECTE BCE JOKYMEHTBI, OTHOCSINHECH K PEIIEHHI) OLHOrO
BOIPOCA;

IIOMEILATH NIPHIIOKEHNUS BMECTE C OCHOBHBIMH JTOKYMEHTAMHU;

IPYNIUPOBaTh B JE€JIO0 JOKYMEHTHl OJHOrO KaJeHJApHOro roja,
32 UCKIIFOUEHUEM TePeXOMsIInX [CT;

pa3nenbHO TPYNIIMPOBATH B [1€1a JIOKYyMEHTHI TIOCTOSIHHOTO M BPEMEHHBIX
CPOKOB XpaHEHHS,

BKJIIOYATH B JIEJI0 110 OAHOMY 3K3eMILIAPY KaX0ro JOKYMEHTA,

moMelars B Jena (akCOrpaMMEl, TeJerpaMMbl, Telle(pOHOIPaMMEI
Ha 00IIKMX OCHOBAHUSAX;

IIOMEIIATh B AEI0 JOKYMEHT, NPABWJIBHO U MOJHOCTHIO O(OPMIIEHHEIH
(IOKyMEeHT JOIKEH HuMeTh JAaTy, IMOJNKWCh, OTMETKY 00 HCIOJHEHHU
U HAIIPABJICHUHU €T0 B JIeI0 U APYIHe PEKBU3UTEL);

He IIOMEINaTh B JeJI0 JOKYMEHTHI, IOJIeXailde BO3BpATY, JIMIIHHE
3K3EMIULAPH] U YePHOBHUKH;

pacnonaraTh JOKyMEHTHI 110 1aTe HX IMOCTYILICHHS.

9.3.7. Ilo obveMy meno He AOKHO TpPeBBImATH 250 IHMCTOB M (WMIH)
no TtommuuHe HEe Oomee 4 cM (TONIUMHA Jell CO CPOKAMH XDAaHEHHS
1o 10 ner e nomkna npesbImartk 10 cMm).

Ilpu mpeBBIIEHHM YKAa3aHHBIX [1APAMETPOB 3aBOJMUTCS OUYEPENHOM TOM.
Ilpy Hanuuum B [ene HECKOJNBKMX TOMOB (4acTei) MHIEKC U 3arojoBOK jeia
IIPOCTABIISAIOTCS Ha KaXXIOM TOMeE C nobaBieHueM oOo3navenwmii: "T.1", "T.2"
mwm "Tom 1", "Tom 2" u Tak nanee.

9.3.8. B HCKIIOUHTENBHBIX CIy4asx €COM IpH (OPMHPOBAHHM €N
BO3HMKAET HEOOXOQMMOCTh IPHUOOIIUTE B JAENO KOMNUIO JIOKYMEHTa,
TO HA KOIIUU JgejaeTcda OTMETKa O 3aBEepCeHHHU KONHH B COOTBETCTBUH
C mopsaakoM oQopmiueHHs pekeusuta "OTMETKa O 3aBepeHMH Komuu",
puBeNEeHHBIM B MyHKTe 4.2.3.19 Hacrosmeit MucTpykiuy.

9.3.9. YKkas3sl, 3aKOHBI, IOCTAHOBIICHHS U JAPYIUE IPABOBBIE aKTHI BHICIINX
OpraHoB rocynapcrBeHHON BnacTH Poccuiickoii Penepanuu TpynmupyroTCs
B Jejla MO HasBaHMWIM KX BHIOB B XPOHOJOTHYECKOM IOPSIKE BMECTE
C OTHOCSIIMMHUCS K HUM MPHIOKEHUIMH.

9.3.10. Ilpukaszel YmpaBieHus IellaMH [0 OCHOBHOH IEATEIbHOCTH
IPYNIUPYIOTCS B JIENla OTAEIBHO OT IPUKA30B IO JINYHOMY COCTABY.

9.3.11. [lena ¢ TOANMHHBIMH TpHKa3aMM YIPaBIEHUS JeiIaMu
bopMHpYIOTCS OOIIKUM OTHEIOM.

93.12. Jlema ¢ OOAJNMHHBIMH JOKyMEHTaMH IIO IIOATOTOBKE
U TPOBCNCHUIO TMOE3M0K, BCTpeY, OQUIHATBHBIX IPHEMOB M BH3UTOB
I'ybepuaropa Bonrorpancko# o6nactu (OpMHPYIOTCS M CHAIOTCS B CEKTOP
apxpBa OO0WIero OTAeNa CTPYKTYPHBIMH MHOZPA3ACICHUAMH Y IPaBIEHUS
IieJlaMH, OPraHNW30BBIBABIIMMHI YKa3aHHbBIE MEPOIPUATHS.
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9.3.13. JloKyMEHTBI BHYTpPH Jiea paclojiararoTcs B XPOHONOTHIECKOM
TOPAJIKE B JIOTHYECKON ITOCIENOBATENLHOCTH PEIICHUs. BOMPOCA U C yYETOM
CTEIIEHU BAXHOCTH JOKYMEHTOB.

IIpy  XpOHONOTMYECKOM  IIOPSAKE  PacloNioXeHHs  JOKyMEHTOB
IIOCTOSIHHOTO  CPOKa XpaHeHHWs Oojee paHHHE 10 BPEMEHH IOCTYILICHHS
JOKYMEHTEI IIOMEIAIOTCS B Hayasie nena. B nenax BpeMeHHOro cpoka XpaHeHHs
TIIOCNIEIOBATEILHOCTE  PACHONOKEHUS JOKYMEHTOB MOXeT ObiTh o6GpaTHOl
(To ectb Gonee paHHHE HOKYMEHTHI NOMEINAIOTCS B KOHIE [eia, a Oojee
IIO3IHKE — B €T0 HaYaje).

9.3.14. B nema ¢ mepenucKOd MDOKyMEHTH MOAMIMBAIOTCS MO JATE
NOCTYNAIOWEro  (MHALIHUATHBHOr0) JOKYMEHTa, MPH 3TOM OTIPaBISEMBbIii
(OTBETHBIH) MOKYMEHT IIOMEIAeTCS I0CIIE OCTYAIOIIEro (MHAIIHATHBHOTO).

9.3.15. Obpamenus rpaxmaH W JOKYMEHTH 1O HX PACCMOTPEHHUIO
(GOpMHPYIOTCS B JieNia OTHENBHO OT APYTHX HOKYMEHTOB. IIpH 5TOM Kakmoe
obpamieHde M JOKyMEHTHI 0[O €ro pPacCMOTPEHMIO COCTABISIIOT B J€le
CaMOCTOATENbHYIO TPYNIY W CHCTEMATH3HMPYIOTCS IO BO3PAaCTAHHIO HOMEDPOB
O6IIUM OTHEJIOM.

9.4. Odopmrnienue aen

9.4.1. [lena Vnpapnenus JnenaMe HOATEKaT O(GOPMIEHHIO IIPH
MX 3aBEJIEHUU U 110 3aBEPIICHUH TO/a.

9.4.2. Odopmnenne fen B TEKyI[EeM MPOM3BOACTBE OCYMIECTBISETCS
pabOTHMKAMH COOTBETCTBYIOIIMX CTPYKTYPHBIX IOApasfeieHuil YIpaBieHus
JETaMHU.

Obnoxka nmena odopmistercs mo (opme COrTacHO NPUIOKEHUIo 19
K Hacrosue MucTpykuuu.

Ha o6noxke nena yKa3sIBalOTCS CIIELYIOLIME PEKBU3HTHL:

HAaUMEHOBaHKE OPraHU3alliH; HAMMEHOBAHUE CTPYKTYPHOTO IIOApPA3eIICHNUS;
MHJIEKC JieNa; 3arojIoBOK JeNa; Aara fena (ToMa, 9acTh); CPOK XpaHeHHs [ena.

PeKBuU3HTHI, IPOCTaBIIsIEMbIE HA OONIOXKKE jiei1a, OQOPMIISIOTCS CIIETYIOIIM
obpazom:

HAaUMEHOBAHUE OPraHU3ALMM YKA3bIBAETCS ITOJIHOCTHIO B UMECHUTEIHEHOM
najgexe — "Ymupapinenue nenamu AaMuHucTpaiui Bonrorpanckoit o6mactu";

HalMCHOBAaHHE CTPYKTYPHOIO TIOApa3fielieHus YIPaBIeHHs [elIaMU
YKa3BIBaCTCSl B COOTBETCTBHHU C YTBEPXKICHHOH CTPYKTYpO# YIIpaBIeHUS ACIAMY;

UHACKC Jella — [pocTaBisercs IUppoBoe o0003HaueHUWE jenia
110 HOMEHKJIAType A€l

3arojIoBOK Jella — IIEPEHOCUTCA M3 HOMEHKJIATYPHI JEJ, COriIaCOBAHHOI
¢ OIIMK (B HEOOXOMMMEIX CITy4asX B 3aTOJIOBOK BHOCATCS YTOYHEHHS: HOMepa
IIOCTAHOBJICHUH, PACIIOPSIKEHUH, BUBI U (OPMBI OTYETHOCTH H JPYTrOe);

Jlata Jefna — YKa3blBAIOTCS JaThl 3aBEJECHHS W OKOHYaHUS Jeia
B JICJIOIPON3BOJICTBE.

B kauecTBe KpalHUX JaT 1M1 HOCTYHAIOIINX TOKyMEHTOB IPHHATHI AATHI
HOCTyr[aIOHIeﬁ per I/ICTpaI_[I/II/I, 1 OTHpaBJIS[eMBIX u BHyTpeHHI/IX — JAAaThl
COCTaBJIEHHS WM MOATIHCAHU.
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g nmen, cpopMHpPOBaHHBIX M3 [OKYMEHTOB [0 HOMHHAJILHOMY
IPU3HAKY, TO €CTh II0 BHJAM JOKYMEHTOB, AaTOi Havaja Jella sBIISETCA Jlara
NOJANMCAHUS WM YTBEPKACHUS CaMOr0 pPaHHEr0 JOKYMEHTa, a JaToi
OKOHYaHMs — JaTa MOANUCaHus (YTBEPKICHHSA) CAMOTO IT03IHEr0 JOKYMEHTA.

Kpaitneit maroii nmema, comepiKaliero IPOTOKOJBI 3acelaHuii, SBISIOTCS
JaThl YTBEPXKIEHHUS (€CIIM OHH YTBEPXKIAIOTCS) HIIM COCTABIEHHS IIEPBOrO
U TIOCIEHETrO IPOTOKOJIOB, COCTABJISIOIIMX JEJI0.

Ilnanel, OT4ETHI, CMETHI, INTAaTHHIE PACIHCAHUS UMEIOT KpalHHhe JaThl,
Ha KOTOpBIE WM 33 KOTOpbIE OHH COCTaBJieHBI, @ HE JaThl COCTaBJICHHUS
VI TIOATTUCAHMS.

KpaiiHuMH faTaMH JTHYHOTO [eNia SBISAIOTCS JaThl IOAIHCAHUS IIPUKA30B
O IIpUEMeE U YBOJIIBHEHUHU PaOOTHHKA, HA KOTOPOT'O OHO 3aBEIEHO.

s JKypHAQIOB pETruCTpaliuy, YydeTa KpaiHue [aThl ONpeelsioTCs
IIEpBOM U NOCJIEAHEH 3alUCAMH.

Haty(p1) opOpMIISIIOT CITOBECHO-IIM(PPOBLIM CIIOCOOOM.

B 3aBucHMOCTH OT CPOKOB XpaHEHUs MPOBOIUTCS ITOJIHOE UM YACTHYHOE
odopmnenne nen. Jlena MOCTOSHHOIO CpOKa XPaHEHHs W IO JMYHOMY COCTAaBY
TIOMJIEXKAT MOJHOMY O(OPMIIEHUIO, KOTOPOE MIPEAyCMATPUBAET: MOMIIUBKY WK
IEPEIIET, HyMEPALUIO JINCTOB B JI€NlaX, COCTABJIICHUE JIUCTAa-3aBEPUTENS e,
COCTaBJIEHME B HEOOXOAMMBIX CIydYasX BHYTPEHHEH ONHUCH JOKYMEHTOB,
odopmnenne obnoxku aena. [lomueiM ohopmiteHreM Jiel TOCTOSHHOIO CPOKa
XpaHEHH M 110 INYHOMY COCTaBY 3aHUMAETCSI CEKTOP apXHBa OOIIErO OTIHENA.

9.4.3. B mensax obecreueHWss COXPAHHOCTH U 3aKpeIUIeHHs IIOPsIKa
PacroiOKEHUs OOKYMEHTOB, BKIIOUEHHBIX B JENO, BCE JIUCTHI JTOrO Jena
(kpoMe BHYTpeHHEH OINCH U JINCTA-3aBEPUTENS Aejld) HyMEPYIOTCA apabCKuMu
nudpamMy MPOCTHIM KapaHAAIIOM B BO3PACTAOIIEM TOPS/IKE HOMEPOB HAUMHAS
¢ niepsoro. ITudps! IpoCTaBNAIOTCS B IPAaBOM BEPXHEM YIJIY JIACTA, HE 3a1eBast
TEKCTa JOKyMeHTa. JIUCTBI BHYTpeHHEH OmMHMCH HYMEPYIOTCS OTHENBHO.
IlopmmuTele B O€M0 KOHBEPTHI C BIOKEHHSIMH HYMEPYIOTCS B CIEIYIOIIEM
IIOpsAJIKE: CHa4yana KOHBEPT, a 3aTeM OYepPEIHbIM HOMEPOM KaXI0€ BIIOXKEHHE
B KoHBepTe. DoTorpaduu u apyrue WINTIIOCTPATHBHbIC MaTePHAIB HYMEPYIOTCS
Ha 00OpPOTHOH CTOPOHE B JIEBOM BEPXHEM YTIIy.

Cnoxennpii nuct Oombmoro ¢opmara (A3, A2) passopaunBaercs
1 HyMEpYyeTCs B IPaBOM 4acTH BEPXHEro mons jimcra. [Ipw 3TOM JHCT 06oro
dopmara, moxmmTHIA 3a OmWH Kpaif, HyMepyeTcs KaK OIMH JIHCT, JIUCT,
CIIO)KEHHBIH W MOIIUHMTEIN 33 CEPEAUHY, MOAJCKHUT NEPELUIMBKE H HyMEPYETCs
KaK OJIMH JIHCT.

JIucT ¢ Haryxo HaKleeHHBIMH JOKyMeHTamu (HoTorpadusaMu, BeIpe3KaMy,
BBIMUCKAMK W JPYTMMH JOKYMEHTaMM) HyMepyeTcsl KaK OIMH JIMCT, B HUKHEH
4acTd MM Ha 00OpOTE TAaKOro JIKCTA AelaeTcsi ONMCh HAKIEEHHBIX HA HEro

JIOKYMEHTOB. Bo BHYTpeHHel OnucH U B 3aBEPUTENLHOM HAAMNCH B KOHIIE ena
O TaKUX JIUCTAX JIeTIaeTCsl YTOYHEHHE.,
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Hanpuwmep:

"Ha gnmcre 6 HakieeHo 5  ¢ororpadmifi  coriacHo — omucH
Ha obopore yucra”.

KapTtel u cxeMmbl, CKJI€eHHBIE W3 HECKONBKUX JIHCTOB, HYMEPYIOTCSA
Kak onuH nuct. Ha takux mucrax Ha o6opore wikd CBOOOJHOM OT TEKCTA MECTE
YKa3bIBA€TCAd KOJIMYECTBO JIHCTOB B CKiIelke. Bo BHyTpeHHelt omnucu
X B 33BEpUTEIBHOH HAANUCKA B KOHIIE Jena IO TaKuM JINCTaM JeJIaeTCs
YTOUHEHHE.

Hanpumep:
"JIuct 7 — kapra-ckieiika uz 10 nucros".

Eciu x 1OKyMEHTY (JIMCTYy) MOAKJIESHBI OTHUM KpaeM IPYrHe JOKYMEHTEI
(BCTaBKM TEKCTa, MEPEBOABI, BBIPE3KH, CHOPaBKA W JAPYroe), TO KaxKIbli
JOKYMEHT HyMepYeTCsl OTACIBHO O4epeHBIM OPSAKOBEIM HOMEPOM.

94.4. Tlocne 3aBepiueHWs HyMEpalud JIMCTOB  COCTABIIAETCS
3aBEpHUTEIbHAs HAANNUCh, KOTOpPas PacIoaraeTcsl B KOHIE Jiefa. JaBEPUTEIIbHAS
HAAIUCh pacCIoONaraeTcss B Jejie Ha OTAENbHOM IIUCTe-3aBepuTele Jena
no ¢opme cormacHo mnpwiaoxenuto 20 Kk Hacrosmed Mucrpyxumn.
B 3aBeputenbHO Haamucu uubpamMu W IPOIMCHIO YKA3BIBAIOTCS KOJHYECTBO
JIACTOB B JAHHOM J€lie, OCOOCHHOCTH OTIENbHBIX IOKYMEHTOB (YEPTEXH,
¢dororpaduu, puCyHKH U TOMY IOZOOHOE).

3aBepuTenbHas HAJIHUCH MONIUCHIBACTCS €€ COCTABUTENEM C YKA3aHHUEM
pacnGPOBKH HOANKCH, TOJDKHOCTH M ATl COCTaBleHus. KOIMYecTBO TUCTOB
B Jlelle IPOCTaBIAETCAd Ha OOJOXKKE Jiela B COOTBETCTBHHM C 3aBEPUTEILHOM
HAJMUCBIO (0€3 yyera KOJMUECTBA JIMCTOB BHYTPEHHEN OIMUCH ).

9.4.5. PexBusut "Cpok XpaHeHHs Hena" MepeHOCHTCS Ha OOJOKKY jaena
U3 HOMEHKIATyphl A€ II0CJE€ CBEPKH €ro CO CPOKOM XpaHEHWS, YKa3aHHBIM
B IlepeuHe THIOBEIX yIIpaBleHUECKHX aPXUBHBIX TOKYMEHTOB.

Ha nenax mocTosHHOTO Cpoka XpaHeHHs MUIIETCsA: "X PpaHUTh MOCTOSHHO".

9.4.6. ApxuBHblli mMuOp nena (COCTOUT U3 HoMepa GOHJA, HOMEPA OIKCH
W HOMEpa Jeja IO ONHCH) Ha OONOXKKAaX JieNl I[OCTOSHHOTO XpaHEHHs
IIPOCTABIIAETCA KapaHOAIlloOM B apXuBe YIIPaBICHHS ACIIaMM IOCIE BKIIOUEHHUS
3THX JI€]I B TOLOBBIE PA3AENbl CBOAHBIX OMHUcei, yTBepkaeHHBIX DTIMK.

Ha 0o0Onoxkax [eNl NOCTOSHHOTO XpaHEHHs NPEIyCMAaTPUBAETCS MECTO
IU1 HAUMEHOBAHHs I'OCYZIapCTBEHHOTO apX1Ba, B KOTOPHIH OyIyT IeperaBarhcs Jefa.

9.4.7. lna y4era JOKYMEHTOB OIIpPeNEIEHHBIX KaTeropuil MoCTOSHHOTO
CpOKa XpaHCHHS H MO JIMYHOMY COCTaBy, YY€T KOTOPBIX OIPENENIeTCs
crenuuKoi TaHHOH NoKyMeHTarmu (0coGo IEHHbIE, THYHBIE [eNa U mpouee),
COCTABIIIETCS BHYTPEHHS ONUCH JOKYMEHTOB JIea.

BHyTpeHHAS ONKCh MOKYMEHTOB Jejla COCTaBJSAETCS TaKkKe Ha aeia
IIOCTOSSHHOI'O CPOKa XPaHEHHUs M JAela II0 JIMYHOMY COCTaBy, €CJIH OHH
chopMHUpOBAHEl O PA3HOBHUIHOCTSIM MIOKYMEHTOB, 3arojIOBKH KOTOPBIX
HE PaCKPBIBAIOT KOHKPETHOE COJEPIKAHUE TOKYMEHTOB.,
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BHYTpeHHSAS ONUCh COCTABIAETCS HA OTOENBHOM JHMCTE IO (opMe
COIIaCHO MpuiIoXeHHIo 21 x Hacrosmed WHCTPYKIMH M CONEPKHT CBEACHUS
O TMOPSAKOBLIX HOMEpax NOKYMEHTOB Jiejla, UX HHIEKCAxX, IaTax, 3arojJOBKax
¥ HOMepax JIMCTOB J€Na, Ha KOTOPBIX PACIONOXEH KaKABIH [JOKYMEHT.
K BHyTpeHHEH ONMCH COCTaBIIETCS MTOTOBAas 3aliCh, B KOTOPOM yKa3bIBAaeTCH
mudpaMH U MPONHCHIO KOMHYECTBO BKIIOYEHHBIX B He€ JOKYMEHTOB U JIHCTOB
BHYTPEHHEN OIUCH.

BHyTpeHHssI OmMCh AOKYMEHTOB Ji€la IOAIMCHLIBAETCS COCTABUTEIEM
C yKa3aHHEeM pacHIn(POBKH MOMITHCH, JOHKHOCTH U JaThl COCTABIEHUS OIUCH.

9.4.8. Ilpu u3MeneHnn cocraBa JOKYMEHTOB Jiella (M3bATHH, BKIIOYEHUH
IOKYMCHTOB, 3aMEHBI MX KONUSAMH, IOPYTMX H3MEHEHHAX) 3TH H3MEHEHHS
OTpaXkaloTCs BO BHYyTpeHHell omucu B rpade "l[IpuMeuanue" co ccbuikamu
Ha COOTBETCTBYIOIIWE aKThl, M TPH HEOOXOAUMOCTH COCTaBISI€TCS HOBas
UTOIOBas 3alKCh.

9.4.9. JIOKyMEHTBI, COCTAaBISAIOIHE €10, IOAIMBAIOTCA Ha YEeThIpe
IPOKOJIa B TBEPAYIO OONOKKY U3 KapTOHA WIM HEPEIUIETAIOTCS C YYETOM
BO3MOXXHOTO CBOOOJHOIrO YTEHHS TEKCTa BCeX NOKyMeHTOB. IIpu moaroroeke
JeNl K IOAMMBKE (HepeIieTy) MeTaUIMIeCKUe CKpPeIUIeHHs (CKPENKH, CKOOHI)
U3 TOKyMEHTOB YIAJISFOTCA.

Pesomonum pykoBoAcTBa, MOpYyYeHHs, OPOPMIIEHHBIE Ha OTHENBHBIX
JMCTAaX, PpasMELAOTC IIepel]] JOKYMEHTOM, K KOTOPOMY OHH OTHOCSTCH,
¥ B TAKOM NOpPSAIKE MOAIIMBAIOTCS B HEIO.

ITpy nonroToBKe Aen K MONIIMBKE (MIEpemyieTy) IPOBEPAETCs IPABUIBHOCTD
ux hopMupoBaHHus, OQOPMIICHHUS.

B nenax mocTOSHHOTO CpoKa XpaHEHHs MOMIEKAT M3bATHIO NyOJIMKAThI
JIOKYMEHTOB, YUEPHOBHKH, HEODOPMIICHHBIE KOTIMH JOKYMEHTOB M HE OTHOCSILUECS
K BOIIPOCY JOKYMEHTBI C BPEMEHHBIMHU CPOKAaMH XPaHEHUS.

Jlena mOCTOAHHOIO CpoKa XpaHEHwsl, COCTOAIIUE U3 JOKYMEHTOB 0CO00i
HAyYHO-UCTOPUYECKOW M MHOH IEHHOCTH WIH He(QOpMAaTHBIX JIOKYMEHTOB
(KapTel, CXEMBI, IIAHBL, YEPTEXKH, POTOCHUMKH M APYTHE JOKYMEHTHI OOIIBIIOrO
¢opmarta), B meNAX UX COXPaHHOCTH M yA0OCTBA MOIb30BAHMUS HE TOJIIHBAIOTCS
B JeNia, & XpaHATCA CJIOXEHHBIMH B 3aKPBITBIX TBEPABIX Iankax C Tpemsd
KJIalaHaMy U ¢ 3aBI3KaMHU MM B KapTOHHBIX QyTispax (KopoOKax) B KadecTBe
NpuiIoXKeHuH K genam. Ha xkaxmayro manky (kopoOKy) cocTaBiisieTcss BHYTPEHHSSA
OIUCH HAXOASIIUXCS B HEH TOKYMEHTOB.

OG6noKKH €N ¢ JOKYMEHTaMH, HCIIONIHEHHBIMA Ha CTaHJAPTHBIX THCTAX,
JOIDKHBI UMeTh pasMepsl 229 x 324 MM. OOGMOXKKH Ael ¢ JOKYMEHTaMH,
M3TOTOBJICHHBIMH Ha HECTAHAAPTHBIX JIUCTaX, MOTYT MMETh pPa3sMepEl,
COOTBETCTBYIOIIUE pa3MEPaM MOAIIMTEIX B HUX JTHUCTOB.

O06noXKM €N ¢ TOKyMEHTaMH, UMEOIMMH JUIUTENbHEIE (25 U Gonee J1eT)
CPOKHM XpaHCHHS, JOIDKHEI OBITb W3TOTOBJIEHBl M3 TBEPAOrO KapTOHA.
Jns obmoxek nen, coaBaeMblX Ha TOCYIApCTBEHHOE XpaHEHHE, IPHMEHSeTCs
OECKUCIIOTHEIH KapTOH.

Ilpu obopmnennu nen HeOOXOOMMO IPUMEHSTh  KaHIENSAPCKH
(CUMMKATHEBIN) KIIEH.
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Hena BpemenHoro (no 10 ner) cpoka XpaHeHUs IOIEKAT YaCTHIHOMY
Oo(OpMIIEHHIO: eTla XPaHATCS B MANKaX-CKOPOCIIUBATENIX, MATKUX OOIOXKKAX,
JOMyCKAETCsl HE IPOBOJIUTEH NMEPECUCTEMATU3ALUIO JOKYMEHTOB B €€, JIUCTH
Jiela He HyMepoBaTb, 3aBEPUTENbHBIC HAJIUCH HE COCTAaBIATH. PEKBH3HUTHI
OOJIOXKKH Jiefla 3aloNMHSIOTCS IO YIPOILIeHHOH cxeMe (0e3 mpocTaBlIeHH
apXUBHOTO LIH(pa, KOTUIECTBA JIUCTOB B JEIE).

9.4.10. Ilo oxkoHuaHMu roja Ha OOJIOXKKAax JeN MOCTOSHHOTO CpOKa
XpaHEHUs U 10 JIMYHOMY COCTaBy BHOCSATCS YTOUHEHHUS: YTOUHSIOTCS HAThI
Ieja, IOPH HECOOTBETCTBUHM 3arojoBka Jeia Ha OOJOXKE COMEp)KaHUIO
HOJIINTEIX JOKYMEHTOB B 3ar0JIOBOK JIejla BHOCSTCS H3MEHEHH M JOMOJIHEHHS.

9.5. Opranuzanus onepaTHBHOTO XpaHEHUS JOKYMEHTOB

9.5.1. C MomeHTa 3aBefeHHs M JO IIepedayd B CEKTOp apXuBa OOLIEro
oTA€na AOKYMEHTBI IIOCTOSHHOIO CPOKA XpaHEHHUS U M0 JIHYHOMY COCTaBY
XpaHATCA B CTPYKTYPHBIX IOAPA3fciNeHHAX YHpaBlieHUS AeJaMH IO MECTY
X (OpPMHPOBAHHUS B JeNa.

9.5.2. PykoBomutenu CTPYKTYPHBIX MOApA3NEICHHN H OTBETCTBEHHBIE
3a EJIONPOU3BOJACTBO B CTPYKTYPHBIX NOJApa3leNieHUuAX YIpaBlIeHHs AeIaMu
00s13aHBI 00€CIIeYNBATH COXPAHHOCTD JOKYMEHTOB H €.

9.5.3. Jlena, maxomsmuecss B pabOuyuX KOMHATaxX WM CIELHHAIBHO
OTBEJICHHBIX IS STOW LIeJIM MOMEILEHUIX, pacloiaraloTcs B mKkadax U CTONax,
00eCIeYMBaONIMX MONHYIO COXPAHHOCTh JOKYMEHTOB, HNpPEIOXPaHSIOMNX
JOKYMEHTBI OT NbUIM U BO3/IEUCTBHA COTHETHOTO CBETA.

9.5.4. Jlena B mkadax s X yuera i OBICTPOTo MOKCKA PacIoIararTcs
BEPTHKAIBHO, KOPEIIKaMU Hapy)Xy M B COOTBETCTBUM C HOMEHKJIATYpOH el
Ha kopemikax o010KeK e yKa3bpIBaIOTCS WHISKCH 10 HOMEHKIIATYpE JIEl.

9.5.5. PaboTHHKH CTPYKTYpPHOTO MOApa3aeieHus, B KOTOPOM CHOPMUPOBIHO
IeI0, MONB3YIOTCd NOKYMEHTaMH, HAaxXOISIIMMHUCS B 3TOM Jejie Ha TEKyIIeM
XpaHEHMM, B TOM YHUCJE BPEMEHHO H3BIMAIOT JOKYMEHTHI C 00s3aTelbHBIM
BIOXXEHUEM JINCTA-3aMECTUTENSI C yKa3zaHueM (aMUIMM M WHMIUAIOB TOTO,
KTO M Ha KakoH CpOK B3sUl IOKYMEHT, JIUYHOW NOANHMCHI0O M jaroil. JIucr-
3aMECTHUTENL JOKyMeHTa odopMisercss 1o GopMe COrIacCHO MPHUIOKEHHIO 22
K HacTosimeit MacTpyknuu.

9.5.6. PykoBomuteneM CTPYKTYpPHOTO MOApa3fcieHus YIIpaBieHUs
JellaMH TIEPUOJMYECKH OpraHu3yercs IpoBepKa HAIHYUS H  COCTOSHHS
JOKYMEHTOB M J€l B LENIX YCTAaHOBICHHSA (DAKTHYECKOTrO HaIW4Ms HOel
U COOTBETCTBHUA MX KOJHYECTBY, YHACHALIEMYCS 110 HOMEHKIAType JIell: Iepes
nepefgadyel B apxMB YOpPaBIEHUS J[€JIaMH, TPU BO3BpaTe e, HPH CMEHE
PYKOBOIMTENSA CTPYKTYPHOTO IIOAPA3NCICHUS, MPU H3MECHEHHH CTPYKTYpPBI
CTPYKTYPHOT'O TIOApa3IeICHHS.

Ilposepka Hamuuus JOKyMEHTOB M J€J HPOBOAMTCSA IIyTEM CBEPKH
HUHJIEKCOB IO HOMEHKJIAType Nejl C WHJEeKCaMHM Ha KOpPEIIKax OOJIOXKEK Iel
U C KOTHYECTBOM JIe]l, YKa3aHHBIM Ha KOHeI] rofia, a Gu3HIeCKOe COCTOSHIE Nel
OIIPENEIACTCA IIyTEM UX BU3YAIbHOTO MPOCMOTPA.
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9.6. llopsmox nepeaun JOKyMEHTOB Ha XpaHEHHUE B apXUB Y IIpaBICHHUS
AclIaMH, SKCIEPTH3a HEHHOCTH JOKYMEHTOB, YHHUTOXEHHUE TOKYMEHTOB

9.6.1. JlokyMeHTBI YIIpaBieHus NeNaMy IIOCIe MPOBENCHHUS KCIePTU3EL
UX LEHHOCTH B YCTaHOBJICHHOM IOPSAKE INOJJIEKAT 00s3aTeNbHOM mepenade
Ha rocynapcrBeHHoe xpanende B 1KY BO 'TocymapcrBewnmii apxus
Bonrorpajckoil o6mactu" Kak TrOCymapCTBeHHas YacTh ApPXHMBHOrO (OHIA
Bonrorpanckoit obnactu.

9.6.2. TlogroroBka MOKYMEHTOB K Mepefade Ha TOCYHapCTBEHHOE
XpaHCHHE BKIIFOYAET paboTy IO NPOBEAEHHUIO SKCIEPTH3bI IEHHOCTH JOKYMEHTOB,
(GopMHEpOBaHHIO W O(OPMIEHHIO €N, COCTABIEHHIO ONHCEH Hel W aKTOB
O BBIIENICHNH K YHUYTOXEHUIO JJOKYMEHTOB M €.

9.6.3. OkcnepTusa MEHHOCTH AOKYMEHTOB — 3TO H3y4eHHE JOKYMEHTOB
Ha OCHOBAaHMH KPUTCPUEB HX ILEHHOCTH C MENBI0 ONpeleliecHHs CPOKOB
XpaHEeHHs JOKyMEHTOB U 0TOOpa MX Ha IIOCTOSHHOE XPaHEHHUE.

9.6.4. OkcnepTu3a [EHHOCTH JOKYMEHTOB IIPOBOAUTCS

B JICTIONPOU3BOJICTBE — IIPK COCTABJICHUN HOMEHKIIATYPHI Jief, B IPOIIECCE
(GopMupoOBaHHS A€M B CTPYKTYPHBIX MOAPA3NENEHHMAX M TPH IIOATOTOBKE
K Ilepeziaue Jen B CEKTOp apXuBa oOIIEero oTaena;

B CEKTOpE apxuBa OOILEro OTHela — B MPOLECCce MOATOTOBKH K Iepeaye
JleN1 Ha MOCTOSIHHOE XpaHeHHe.

9.6.5. Dxcneprus3a LEHHOCTH [OKYMEHTOB OCYIIECTBIISETCS €XErOLHO
PabOTHHKAMHU CTPYKTYPHBIX [OIpa3/eNeHu MO METOMUIECKAM B IPAKTHYECKIM
PYKOBOJCTBOM PabOOTHHUKOB CEKTOpa apXHBa OOIEro OTAeNa.

9.6.6. Ilpm mnpoBefeHMH OSKCHEPTH3bl LEHHOCTH  JIOKyMEHTOB
B CTPYKTYPHBIX IOAPa3ENeHUIX Y IPaBIEHUS JeJIaMH OCYIIECTBIAETC:

OTOOp JieT MOCTOSHHOTO CPOKA XPAaHEHHS H MO JIHYHOMY COCTaBY
IUL TIEpelladd B CEKTOP apXrBa OOIIero oTaea;

0TOOp J1eNl ¢ BPEMEHHBIMH CPOKaMH XPAHEHHs, HOUIEKAIUX XPAHEHHIO
B CTPYKTYPHOM MOApPa3/ie/ieHUH;

BBIZICJICHHE K YHHYTOXKECHMIO €I 3a MPENBIAYIINE TONbI, CPOKH XpaHEHUS
KOTOPBIX HCTEKIJIH.

OT160p NOKyMEHTOB HOCTOSHHOTO CpOKa XpPaHeHWs U 10 JIHYHOMY
COCTaBY IPOBOAUTCS IIyTE€M [OJIMCTHOTO MPOCMOTPA €.

He npomyckaercs oTOOp HOKYMEHTOB MAJIsl XpaHEHUS M YHMYTOXKEHUSA
TOJILKO Ha OCHOBAHMH 3arojIOBKOB JEII.

9.6.7. OkcnepTu3y [EHHOCTH MJOKyMEHTOB ¢ oTMerkod "DIIK"
OCYLIECTBIISIET CEKTOP apXuBa OOIIEro oThena.

9.6.8. I1o pesynbpTaTtaM SKCIEPTU3BI HEHHOCTH JOKYMEHTOB B CTPYKTYPHBIX
OJpasIe/iCHUsIX YIpaBleHUs JellaMd COCTaBISIOTCS ONMCU JeN, a TaKKe
OGOPMIIAIOTCS MPEITOKEHHS O BKIIOYEHUH B aKT O BBIICIEHWH K YHIHYTOXKEHHUIO
Je71, HE TOIUIEXKAIUX XPAHEHHUIO.

9.6.9. Onucu nen, MOArOTOBICHHBIE CTPYKTYPHBIME IIOAPA3IEICHUSIMH,
CIIy’KaT OCHOBO#M [yl IMOJATOTOBKU CBOAHBIX ONMHUCeH e YIpaBieHus AeaMy,
KOTOPBIE TOTOBUT CEKTOP apXuBa OOIIEro OThaeNna W 10 KOTOPLIM CHAIOTCA [eNla
Ha rocynapcTBeHHOC XpancHume B I'KY BO '"Tocynapcreennbiit  apxuB
Bonrorpanckoit o6mactu".
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9.6.10. Omucu nen CTPYKTYPHBIX MOApa3eNeHUud YIpaBiICHHUS ICIaMU
COCTABIISIFOTCS IO (pOopMe COrIacHO NpuiIokeHuio 23 K Hacrosmeld MHCTpyKiuu
Y TMPEICTaBISIOTCS B CEKTOP apXHBa OOIIEero OThaeNna He To3[Hee YeM depe3 TPH
rojia mociie 3aBepLIeHus A€ B JeNONPOU3BOACTRE.

9.6.11. OmucarenbHasi CTaThs OMUCH JENI CTPYKTYPHOTO IMOJpa3ieCHHs
YrpaBieHus AejiaMi UMeeT CIIeIYIOIINE JIEMEHTHI:

MOPSIKOBBIN HOMEp zena (ToMa, YaCTH) 10 OIIKCH;

UHJIEKC Jieria (ToMa, 9acTh);

3aroJioBOK jiena (ToMa, 9acTH);

KpaifHue naThel gena (ToMma, 4acTH);

KOJIMYECTBO JIUCTOB B JIC/e (TOME, YacTH);

CPOK XpaHEHHs J1e71a;

pUMeYaHue.

9.6.12. Omuce men CTPYKTypHOro INOApa3ieicHus YIPaBICHUS ACIaMK
IIOJMHCHIBACTCS PYKOBOAUTENIEM COOTBETCTBYIOLIETO CTPYKTYPHOTO IIOIPA3ACICHH.

9.6.13. Omnuce nen CTpyKTypHOTO MOApPa3/eNieHHs] COCTABIASTCS B JIBYX
5K3eMILISIpaX, OJMH U3 KOTOPBIX IEPEAaeTCsi BMECTE C IETaMH B CEKTOpP apXHBa
obiiero ornena, a BTOPOM OCTaeTcs B KadyecTBE KOHTPOJBHOTO 3K3eMIUISIpa
B CTPYKTYPHOM TMTOApa3IeIICHUH.

9.6.14. Jlena NOCTOSHHOTO CpOKa XpaHEHUS W IO JIMYHOMY COCTaBy,
IPUHSATHIE 110 ONKCSM JIe]l B CEKTOp apXiuBa OOLIero OTAeNa, MPOXOAIT HAydHO-
TEXHUYECKYI0 00paboTKy paOOTHHKaMH CEKTopa apxXxuBa OOIIEro OTxena
Y BKJIFOYAIOTCSl B COOTBETCTBYIOIIME OIUCH NI Y IPaBICHUS JIeJaMu 1o hopme
COIJIACHO NMpHIIOKEHUAM 24 u 25 K Hacrosed MacTpyKImy.

Onucu nen NOCTOSHHOTO CPOKa XpaHEHUS W MO JIMYHOMY COCTaBYy
paccMmarpuBaloTcs Ha 3aceganuu DK YopaBieHus neinamMu HE MCHEE dYeM uepes
TPH rojia IOCie 3aBEepLICHHS B JIETIONPOU3BOJCTRE JIes, BKIIOUEHHBIX B OIKCH,
U 3aTeM NIPEACTaBIIsAIOTCS Ha paccMorperue JIIMK:

OIIKCH Jie]l IIOCTOSHHOTO CPOKa XpaHCHHS — AJI YTBEPIKICHHS;

OIUCH JeJ1 110 TUYHOMY COCTaBY — JUISl COIIaCOBaHMS.

ITocne yrepxxaenus (cormacoanusi) IIIMK omnucu mein mpeacTaBisioTcs
Ha YTBEPXKICHHE YNPABIAIOLIEMY JCIIaMHu.

9.6.15. Omuce npen TMOCTOSHHOI'O CpPOKa XPAaHEHUS COCTABISAETCA
B YETBIPEX OSK3EMILIAPAX: MEPBBbIA MOMIUHHBIN SK3eMIUIP KakK JOKYMEHT
IOCTOSHHOIO  CPOKa  XpaHCHHMA  IIOMELIAeTCs B  COOTBETCTBYIOIIEE
HOMCHKIIATYPHOE €10, BTOPOH IOMJIMHHBIM OK3EMIUISIP KaK IJOKYMEHT
MIOCTOSHHOIO CPOKa XPaHEHHUsS M TPETUM M YETBEPTHIA DK3EMILUIAPBI — KOIHH,
3aBEPEHHBIE HAAJIEXAMMUM 00pa3zoM, Kak pabouue SK3eMIUISPhl HAMPaBISIOTCS
B I'KY BO "T'ocynapctsennsiii apxus Bosrorpamnckoit obmactu".

Omuce fen mo JUYHOMY COCTaBY COCTAaBISIETCS B TPEX OK3EMIUIAPAX:
NEPBEIA IOJUIMHHBIA OJK3eMIUISIP KaK ITOKYMEHT JOJTOBPEMEHHOIO CpOKa
XpaHCHHs IIOMEIACTCS B COOTBETCTBYIOLIEE HOMEHKIIATYPHOE €0, BTOPOi
HOANMUHHEIA 9k3emiuiap Hampasisiercs B I'KY BO '"T'ocymapcrBenHblil apxuB
Bonrorpanckoit  obmactu”, Tpetuil SK3eMIUISIp — KOMHUS, 3aBEPEHHAs

HaJUIeXAIUM 00pa3oM, UCIONb3yeTcs Kak pabounit BAPHAHT B CEKTOpE apXHBa
obmero otaena.
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9.6.16. Ilo pe3ynbpraram OSKCHEPTU3bl LEHHOCTH JAOKYMEHTOB ITOMUMO
ONMMCEN e COCTABJISIETCS aKT O BBIACICHUU K YHHUYTOXEHUIO HOKYMEHTOB,
HE MOJISKAINUX XPaHCHHIO, IO GOopMe COTTAaCHO MPIIIOKESHHIO 26 K HacTOoALIeH
HNHCcTpyKLIuu.

9.6.17. [ena BKIIOYAIOTCI B aKT O BBIICICHUA K YHHYTOXCHHIO
JOKYMEHTOB, HE MOJJIKAIINX XPAaHEHUIO, €CIIH YCTAHOBIEHHBIN JJIT HUX CPOK
xpaHeHus uctek K 01 ssHBaps roga, B KOTOPOM COCTAaBJIEH aKT.

9.6.18. OTOOp [OKyMEHTOB K YHHYTOXXEHHIO U COCTaBIEHHUE aKTOB
O BBIACJICHUH JOKYMEHTOB K YHHUTOXXEHHMIO IPOU3BOIATCS MOCIE COCTABICHUS
CBOJHBIX OMUCEH €] MOCTOSHHOIO CpOKAa XpaHEHWs YIPABJICHUS AEJIaMU
3a 3TOT XK€ NePHON.

0.6.19. AKT O BBIACICHHM K YHHUYTOXEHHUIO JeJ, He IO[iekKalux
XpaHEHHIO, COCTaBJISIETCS CEKTOPOM apxuBa oOOMmero oTaena ¢ yd4eToM
NPEIJIOKEHUNA CTPYKTYPHBIX MOAPA3ACICHUMN.

Ecnu B akte ykazaHbl Aena HECKONBKUX CTPYKTYPHBIX MOIpa3/ielieHHH,
TO HA3BAaHWE KaXJOro M3 HUX YKA3bIBACTCs IEpel TPYIIION 3aroJoBKOB A€M
9TOTO CTPYKTYPHOrO NOJPa3ACICHHUS.

3aroIoBKM OJHOPOJHBIX €N, OTOOPaHHBIX K YHHUUTOXXEHHUIO, BHOCATCS
B aKkT MoJ OOIIWM 3arojIOBKOM C YKa3aHHEeM KOJMYeCTBa Jiell, OTHECEHHBIX
K JQHHOW I'pyILIIE.

9.6.20. AKTHI O BBIIEJICHUN K YHUUTOXEHUIO JOKYMEHTOB, HE HOIEXKAIIHX
XpaHEHHIO, HampaplsAloTcs Ha cornmacoBanue OK  VYmpapineHus penamu
W TPENCTaBIAIOTCA HA YTBEPKIACHUE YIPABISIOIIEMY JElNaMHU TOJIBKO IIOCIIE
yrBepxkacHus U cornacoBanus OJOIIMK ommceli nen MOCTOSHHOTO Cpoka
XPaHEHHUs U [0 INYHOMY COCTaBy Y IMPABJIECHUS JE€aMH COOTBETCTBEHHO.

9.6.21. BeijieneHHbIE K YHUUTOXEHHUIO JOKYMEHTBl YHHUTOXKAIOTCS ITyTEM
CXKUTaHUSL, IEpepabOTKH, U3MENLUYECHUS U IPYTMMH YCTaHOBICHHBIME CIIOCOOAMH. |

9.6.22. ApxuB VnopaBnenus OelaMH  KOMILUICKTYETCS  Jl€JIaMH
C MCIIOJHEHHEIMH JJOKYMEHTAMHU IIOCTOSHHOTO CPOKa XPaHEHUS U IO JTUYHOMY
COCTaBy.

9.6.23. Jlena MOCTOSHHOTO CpPOKa XpaHEHUS WU MO JIMIHOMY COCTaBy
IEPENAIOTCS B CEKTOP apxuBa OOIEro oOtTAena 10 HCTEYCHHH JBYX JIET
X XPaHEHHUS W HCIOJIb30BaHUS B CTPYKTYPHOM MOApa3leNeHUH YIIpaBICHHS
nenamu. Ilepenaua nen mpoU3BOAMUTCS TOJBKO IO YTBEPKIACHHBIM OIMCIM €.

9.6.24. Jlena BpemeHHOro cpoka xpaHeHus (mo 10 JieT BKIFOUHTENLHO)
nepefaue B CEKTOp AapxXuBa oOOLIEro OTAela HE MOMJIeXAT, XPaHATCS
B COOTBETCTBYIOIINX CTPYKTYPHBIX ITOAPA3ACICHUSX U IO HCTEYSHHUU CPOKOB
XpaHEHM IOJJIEKAT YHHUTOXKECHHUIO B YCTAHOBIIEHHOM TIOPSIKE.

9.6.25. Ilepenaua men B CeKTOp apxuBa OOIIErO OTAENa OCYIIECTBISIETCS
1o rpauKy, COCTaBIEHHOMY 3aBEAYIOIIHM CEKTOPOM apXHBa OOLIEro OT/eNa,
YTBEPXKIEHHOMY OPHUKA30M Y IIpaBJICHHUS JCIaMHU.

9.6.26. Ilocne OKOHYaHMS KaJICHAAPHOIO r'OAa HCNIOJHEHHBIE JIOKYMEHTHI
B JieNax IIOCTOSHHOIO CpPOKa XpaHeHMs U IO JUYHOMY COCTaBy
1epeOPMHUPOBHIBAIOTCSA B XPOHOIOTHYECKOM MOPSJKE BMECTE C OTHOCSLIIMUCS
K HUM IIPHIOXKEHUSIMH.
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9.6.27. Bo BpeMs NOATOTOBKM [iel K Iiepefade H3 CTPYKTYPHBIX
nonpasjencHuil  YmpapieHus [eJaMHd B apxXuB  YIpaBIEHUS J€JIaMHU
pabOTHHKAMHU CEKTOpa apXuBa OOINEro OTAEIA MPEABAPUTEILHO MPOBEPIIOTCH
IPaBHJIBHOCTh UX (GOPMUPOBaHUs, ODOPMIICHHS M COOTBETCTBHE KOJIHYECTBA
Jiel, BKIIIOYEHHEBIX B OIIUCH, KOJIMYECTBY J€J, 3aBEJCHHBIX B COOTBETCTBHMH
C HOMEHKIATypod pen. Bce BHIIBICGHHBIE TPH IPOBEPKE HENOCTATKH
B dopmupoBaHum ¥u OGMOPMIECHHH el pabOTHHKA COOTBETCTBYIOIIMX
CTPYKTYPHBIX NOApA3AeieHu 0043aHbl YCTPAaHUTh.

9.6.28. IlpumeM Kaxmoro jaena MPOW3BOAUTCS pPaOOTHUKAMH CEKTOPA
apxuBa OOIIEro OTAENa B [PUCYTCTBUH pPabOTHHKA  CTPYKTYPHOrO
noapasfeneHus Ynpasnenus aenamu. [Ipu 3Tom Ha IByX 3K3eMIUIsIpax OMKMCH
JieT IPOTHUB KAXKAOI0 Jela, BKIIOUEHHOT'O B Hee, JeaeTCs OTMETKA O HAJUYHMH
nena. B KoHIE KaxAoro 5sK3eMIULIpa ONHCH el yKa3plBalOTCH Iubpamu
U IPOMUCHIO KOJIMYECTBO (PAKTUUECKU MPUHATHIX JeJ, JaTa IpHeMa-Iepenadn
JIel, a TaKKe CTAaBATCS MOJANUCH pabOTHHUKA CEKTOpa apXHuBa OOINEro OTHENa,
IPUHSABIIEro Jena, ¥ pabOTHHKA CTPYKTYPHOTO TOApAa3AeeHus Y IpaBICHHs
Jenami, epeaaBliero aena.

BMmecre ¢ genamu B cexkTop apxuBa OOIIEro OTHeNa MepemarTcs
IpPOrpaMMHBIE CpEeICTBA W 0a3pl NaHHBIX, coaepXkKamme HHOOPMAIHIO
O pErucTpalnyy U UCIOIHEHUN Nepe1aBaeMbIX JOKYMEHTOB. 3arooBOK KaXoii
KapTOTEeKH WK 0a3bl JaHHBIX BKIIOYAETCS B OIKCH €L

9.6.29. B ciaydae ecim meno MOCTOSTHHOTO HIIM JOJIroBpeMeHHoOro (bonee
10 ner) cpoka XxpaHeHHs, NMPEIYCMOTPEHHOE B CBOJHOM HOMEHKIATYpE el
VYpapneHus Aenamu, O UCTEUYEHUH ABYX JIET MX XPAHCHHS W UCIOIL30BaHM
B CTPYKTYPHOM HOApa3IeIeHHH B apXudB HE TIepeHaercs, TO Ha HMd
YIPaBIAIOLIEr0 JeNaMU JAHHBIM CTPYKTYPHBIM MOJApa3eieHHeM TOTOBHTCS
IIICbMO C MOTUBHUPOBAHHBIM OOBSICHEHUEM HMPUYHUHBI OTCYTCTBHS €A,

9.6.30. O3HakOMIICHHE C HOKYMEHTaMH, XPaHSIMMHUCI B apXUBHOM (oHIe
Ynpasnenus [enamu, paOOTHHKOB CTPYKTYPHBIX MOApa3ieieHuii Y IpaBiieHus
JenaMd U APYTMX OPraHOB HCIOJIHUTENbHOU Biactu Bomirorpaackoii obmactu
OCYHIECTBIIAETCA C paspelleHus 3aBeAyIOMEro CEKTOPOM apxXuBa oOOIIero
OTA€]a MOJ IOANKCh B XKypPHajle ydeTa BbIIa4W JOKYMEHTOB UL PabOTHI
B apxMBe YIPaBIeHHUs JAelaMd MO0 (opMe COMTacHO IPHIOKEHUIO 27
K Hacrosmed MHCTpyKiuM, B KOTOPOM YKa3BIBAIOTCS CTPYKTYPHOE
NoJ(pa3fielICHUe, HOMED [eNa, 1aTa ero BhIJa4n, KOMY BBIIAHO JEIO.

9.6.31. Jlena BbIalOTCS BO BpPEMEHHOE MOJIb30BAHME HA CPOK HE Oolee
ONHOrO Mecalna pabOTHMKaM CTPYKTYpPHBIX ToApasnelieHuil YmpaBieHus
JleJIaMHd Ha OCHOBaHUM NHCBMEHHOTO 3ampoca Ha HMs YIIPaBIISIOIErO NeIaMu.

Brigaua genm paOOTHHKAM CTPYKTYPHBIX MOJPa3[eieHUN Y IpaBieHus
JeJlaMHi BO BPEMEHHOE IOJIb30BaHUE OCYLIECTBISIETCS MO MOJNMKCEH B XKypHAle
ydeTa BBIIAYM JI€1 U3 apXMBOXPAHWNIHINA YTIpaBlieHHS nenamu 1o ¢opme
COIJIACHO NPUIIOKEHUIO 28 K HacTosmeld UHCTpyKuuH, B KOTOPOM YKA3bIBAIOTCS
CTPYKTYpPHOE MOApa3feliCHue YIpPaBiICHUs AellaMd, HOMEp Jela, Jara €ero
BBIIAYH, KOMY BBIIAHO [I€JI0, J1aTa ero BO3BPallEHH.
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WNHBIM TrocyqapcTBEeHHBIM OpraHaM M OpraHU3alusM Jeja BbLIAIOTCA
Ha OCHOBAaHMH WX MHMCHhMEHHBIX 3allpOCOB C pa3peIleHHs YIPaBIAIOLIErO
JeNaMy IO aKTy, COCTaBICHHOMY MO (OopMe COTJacHO HIPUIOKCHHIO 29
K HacToswell MHcTpyKuuu.

9.6.32. Ha BeIgaHHOE €10 3aBOAMTCS KapTa-3aMECTUTENb, [IOMELaeMast
Ha MECTO BBIIAHHOTO JieNa, B KOTOpPOH YKa3bIBAIOTCA HMHIEKC IeEna, Aara €ro
BBIZIQUM, KOMY BBIJAHO JEJIO, jJiaTa ero BO3Bpara, NpPedyCMaTpUBalOTCS Ipadbl
ULl TIOANHMCH B TONy4YeHHH U oOpaTHOoM npueme pena. dopma KapThl-
3aMeCTHTENIs IIpuBeaeHa B npuioxenun 30 k HacTosmed MHCTpykuuu.

9.6.33. U3bparTve AOKYMEHTOB M3 €I IOCTOSHHOTO CpOKa XpaHEHH:
JIOTTYCKAeTCs B UCKITIOUUTENBHBIX CIIy4asiX B COOTBETCTBUH C 3aKOHOATENBCTBOM
Poccuiickoit @enepaniuy 1 MPOBOAUTCS € Pa3peLICHUs YIIPABISIIONIErO JEJIaMHU
¢ 00sA3aTeNbHBIM TIOMEIEHNEM B JIEJIO 3aBEPEHHON KOMMM JOKYMEHTa U aKTa
00 M3BATHM TOJNJMHHUKA. AKT COCTAaBJISETCS B YCTAHOBJICHHOM TOPSAKE
opraHmu3aiuei, OCyIIeCTBISIONICH H3bATHE JOKYMEHTOB.

9.6.34. Undopmarms COIMAIBHO-IPABOBOTO XapakTepa TpaxaaHaMm
1 OpraHu3alusgM IIpeaocTaBiIdeTcs B (opMe apXHWBHBIX CIPABOK, ApXHUBHBIX
KONMMMH H apXWUBHBIX BBIIMCOK HA OCHOBaHWM IHUCBMEHHOIO 3ampoca
MOJIb30BATENS, KOTOPBIH JOMKEH COAEep)KaTh HAWMEHOBaHHE (M ampec MpHu
MEePEChUIKE) OpraHu3alud, KOTOPOW OHHM aJpPECOBAHBI, M3JIOKEHHE CYIIECTBA
3ampoca, ¢paMmINio, UM, OTYECTBO OOpallalolerocs, ero aapec, KOHTAaKTHBIC
teneOoHbl, JaTy ¥ JIUYHYIO MOIHUCH.

ApxuBHBIE CITPaBKH ¥ apXUBHBIE BHINMACKU MMOANMCHIBAIOTCS YIIPABISIOIIAM
JlelaMy WIM UHBIM YIOJHOMOYEHHBIM MM JOJDKHOCTHBIM JIUIOM UM 3aBEPSIOTCS
repOOBOH TIeUaThiO Y IPABICHUS ACIaAMH.

Ha apxuBHBIX KONHWAX, BKIIOYAs apXWUBHbIE KOMHU Ha OyMaKHOM
HOCHUTENE DJIEKTPOHHBIX JOKYMEHTOB, IPOCTABISIOTCS apXWBHBIC IIH(PEI
Ha 00OpOTE KaXJOro JIUCTAa APXWBHOM KOIMM, a 3aBepUTENbHAS HAIIHUCh
U TIeYaTh CEKTOpa apxwBa OOINero oTrAena — Ha 00OpOTe IOCIEIHEro JIMCTA
KOITHH.

9.6.35. Ilpn nukBUAanuu (ynpasgHEHUH) CTPYKTYPHOIO IOAPA3IEIIEHHUS
VYnpasneHus JAelaMH PYKOBOIUTENIb OSTOrO CTPYKTYPHOTO MOApa3ieileHHs
B IIEPHOJ INPOBEACHUS OPTraHU3aLUOHHO-IITATHHIX MEpPOMPHSITHN OpraHu3yer
paboTy O yNOPSIOYEHHUIO BCEX UMEIOIIUXCS JOKYMEHTOB B [€l1a, O)OPMIICHHUIO
el W Iepefade UX B CTPYKTYpHOE MOJApa3leieHHe, CO3AaBacMOe B3aMeEH
YIIPa3HEHHOTO ¥ BBINOJHSIOIIEE BCE MIIK YaCTh €ro IOJHOMOYHIA.

IIpyu OTCYTCTBUM CTPYKTYpPHOrO TOJpa3fielieHus, CO3MaBAEMOro B3aMEH
YIPa3AHEHHOrO0, [eja NEPENAOTCs B apXuB YIpaBICHHS J€IaMH HE3aBHCHMO
OT CPOKOB XpaHEHUS TOKYMEHTOB.

9.6.36. Ilpu peopranmsanuy YmpapieHHs AeTaMM C Ilepefadei ero
(yHKUMA Npyroit WM HECKOJIbKMM OPraHM3aldsaM, B TOM YHUCIE C U3MEHEHUEM

dopM cobCTBEHHOCTH, JOKYMEHTHI IEPENAIOTCS OPraHU3alliy WA OpraHu3alisIM-
IIPaBONIPEEMHUKAM.
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Ilpp  peopranusanuu  YOpaBieHHs JejaMd IyTeM  BBIJEICHUS
U3 €ro COCTaBa OpraHM3ally I[OCIeNHEeH MepeNaloTCcs He3aBepIlIeHHEIE
JETIONIPOU3BOLICTBOM JIENa, OTHOCSIUECS K MMPOPHUIIIO €€ NEeITENLHOCTH, a TAKKe
JAYHEBIE [I€]1a ¥ JIMIEBBIE cueTa PaOOTHUKOB, IepemIefmux Ha paboTy B 3Ty
OpraHu3auio.

9.6.37. Ilpu nuxBupauuu (yopasgueHud) YIpaBlieHHS —AelIaMu
PYKOBOOHUTENM  CTPYKTYPHBIX IOApa3leNieHHid B IEpPUON  IPOBEINCHHS
JUKBUJALMOHHBIX MEPOIPUATUI OPraHU3yOT POPMHUPOBAHKE BCEX UMEIOIIUXCS
JIOKyMEHTOB B Jiefa, OpOpMIICHHE IeN W Mepenady WX B apXuB YIPaBICHUS
nenami.

Cexrop apxuBa OOIUEro OTIENa OPraHU3yeT MOCIENYIOIIYIO Iepeaady
nokymentoB B I'KY BO '"Tocynmapcreennsiii apxuB Bonrorpamckoit obmactn”,
a JOKYMEHTOB II0 JIMYHOMY COCTaBy — B TOCYIAapCTBEHHOE Ka3eHHOE
yupexaenue Bomnrorpanckoii obmactu "l'ocyapcTBeHHBIH apXHMB IOKYMEHTOB
COLIHaIBHO-NIPAaBOBOM 3alUTH rpaxkaaH Bonrorpaackoit odbmactu”.

9.6.38. Ilepemaua nenm OCYIIECTBISETCS IO ONMCAM J€J1 M CBONHOH
HOMEHKJIAType Oel.

10. OcobennocTr paboThI € 3MEKTPOHHBIME JOKYMEHTAMH
10.1. O6mue nonoxenust paboTHl C 3TEKTPOHHBIMU JOKYMEHTaMU

10.1.1. B Ynpapnenun nenamu Co3faroTCs U MCTIONB3YIOTCS CIENYIONIUE
BUJIbI 9JIEKTPOHHBIX IOKYMEHTOB:

DIIEKTPOHHBIE  JOKYMEHTBI, CO3[aBacMbIE B DJIEKTPOHHOH (opMe
0e3 mpeABapUTENFHOTO JOKYMEHTHPOBAHUS Ha OyMaKHOM HOCHTENE,;

3JICKTPOHHBIE  00pa3bl JOKYMEHTOB, TOJNy4YEHHbIE B  PE3YJIHTATE
CKaHMPOBaHUs JOKYMEHTOB Ha OyMa)KHOM HOCHUTENE M XPAHSAIIUECS B CUCTEME
3JEKTPOHHOTO TOKYMEHTO00O0pOTA.

10.1.2. DneKTpoHHBIN JOKYMEHT COIJIaCHO TPaBHIIAM IEJIONPOU3BOICTBA
B OpraHax HCIIOJHWTEILHOW BiacTH Bomnrorpanckoil obnacta, yTBepXkIeHHLIM
nocra”osjicHueM IIpasutenpcTBa Bonrorpaackoit obnactu or 23 ampenst 2013 .
No 189-m, gomxeH OBITH OGOpPMIEH MO OOIIMM NpaBUIaM JEJIONPOM3BOACTBA,
MMETh PEKBU3UTEI, YCTAHOBIECHHBIE JIi aHAJIOTHYHOTO TOKYMEHTa Ha OyMaXKHOM
HOCHTEJIC, W MOAIMCAH 3JICKTPOHHOH MOAIMKUCHIO B COOTBETCTBHU ¢ DenepaabHbIM
3akoHOM ot 06 ampens 2011 r. Ne 63-®3 "O6 sexTponHOM nognucu".

10.1.3. IlepedeHs BUIOB JOKYMEHTOB, CO3[aHHE, XPAHEHHUE, UCIIONB30BAHUE
KOTOPBIX IIPH OpraHU3alii¥ BHYTPEHHEH JeSTEIbHOCTH B YIPABICHUU [€JIaMHK
MOXXET OCYIIECTBIIATBCA B 3JIEKTPOHHOM BHJE 0e3 nyOnupoBanus Ha OyMaXKHOM
HOCHTeJIe, onpeneieH npunoxenueM 31 x Hacroameit UHcTpyKiuy.

Buael  37€KTPOHHBIX ~ HOKYMEHTOB, OOpasyioLUuxXcs B  IpOLEcCe
ACATENbHOCTH YIPaBIeHUs NelaMH, QOPMUPYIOTCS B CHCTEME DIIEKTPOHHOIO
JIOKyMEHTOOOOPOTa B JIENlda B COOTBETCTBHHM CO CBOAHONW HOMEHKIATYPOH jel
VYopaBneHus JenaMd M HHACKCHPYIOTCS B MOpSAKe, YCTaHOBIEHHOM
B OTHOIIICHUH JIC]I, COCTABJICHHBIX M3 JOKYMEHTOB Ha OYMa)XXHOM HOCHUTEJIE.
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IIpn cocTaBneHWr HOMEHKIATYpPBl A€M Uil JOKYMEHTOB, BXOMAIIMX
B Ha3BaHHBIY NEpeYeHb, B MpUMEIaHUH aeaaeTcsa otmeTka "I 1",

10.1.4. B cucreme 3JIeKTPOHHOTO JOKYMEHTOOOOpoTa 00pabaThiBalOTCA
BCE JIOKYMEHTHI (B TOM 4HCJIe BHYTPEHHHE) HE3aBHCHMO OT cIocoba
UX JIOCTAaBK{ [[IOYTOBOH CBSA3bIO, (heNbIBHerepckoil CBA3bI0, JIEKTPOCBA3BIO HIIH
KypPhepCKOil CBSI3bI0 (HAPOUHBIM)], Tepeiaun UIH CO3/IaHMUS.

HcknroueHue coCTapisoT:

JOKYMEHTBI, HOCSIIUE CBEIACHHUS KOHOHACHIHAIBHOIO XapaKTepa, B TOM
quclie CBeACHUS, COAEpXKallre TOCYAApCTBEHHYIO TalHy U WHYK) OXPaHSEMYIO
3aKOHOM TaiHy;

NPUIOKEHHs 0€3 OCHOBHOTO JOKYMEHTA WU COIMPOBOIUTEIHHOTO IMCHMA,;

rOCyIapCTBEHHEBIE KOHTPAKTBI, JOTOBOPHI, COTJIAINECHHUS;

MJIATEXKHBIE TOKYMEHTHI;

(GOpPMBI CTaTHCTHYECKON OTYETHOCTH, MPHIIOKCHHBIC OpTaHaMH CTATHCTHKH
K COIIPOBOAUTEINEHOMY IHCHMY;

KOIHMH JIUIICH3UM;

CyZeOHBIe TIOCTaHOBJICHHUS;

JOKYMEHTBI UCIIOJIHUTEILHOTO TIPOU3BOJICTBA;

cOpOILIOPOBAaHHBIEC MIPIIOKEHHUS, KHUTH, TPE3CHTALHOHHBIC MaTepHAIbI.

10.1.5. TlpueM u oTmpaBKa 3NEKTPOHHBIX JOKYMEHTOB OCYIIIECTBIISIOTCS
KaHLesprei obmiero oTaena.

10.1.6. B memnsix ydera M MOMCKA DJIEKTPOHHBIX HOKYMEHTOB B CHCTEME
AJIEKTPOHHOTO JIOKyMEHTOOOOpOTa UCIIONB3YIOTCS 0O0S3aTEeNbHBIE CBENCHUS
O JJOKyMEHTaX:

azipecaHT (aBTop);

ajpecar;

IOMKHOCTb, (PaMUIIKS ¥ WHULIUAIIBI JIUIQ, IOAMUCABIIETO JOKYMEHT;

HaUMEHOBaHUE BUJA JOKYMEHTA;

nata JOKyMEHTa,;

pEerucTpalioOHHBIH HOMEp JOKYMEHTa,

JlaTa NOCTYIUIEHUS IOKYMEHTA,;

PETUCTPAIUOHHBINA HOMEP BXOISIIETO IOKYMEHTa;

CBEIEHHS O CBA3aHHBIX NOKyMeHTax (HauMEHOBaHHE BHAA IOKyMEHTa,
JlaTa, PEruCTPAllMOHHBIA HOMEp, THIT CBI3H);

3aroJOBOK K TEKCTY;

UHJIEKC [ieNa 10 HOMEHKIIAType e,

CBEIIEHUS O Nepeaapecali JOKyMEeHTa;

KOJIMYECTBO JIACTOB OCHOBHOTO JIOKYMEHTA;

OTMETKa O HAIMYUU [PUIIOKEHU;

YKa3aHHs 110 HCIIOJIHEHHUIO TOKYMEeHTa (Pe30JIIonHs ),

OTMETKa O KOHTpOJIE;

rpud OrpaHHMYEHHUS JOCTYIA K IOKYMEHTY;

CBEICHUS 00 DIIEKTPOHHOM MOMAINCH;

IIPOBEPKA 3IEKTPOHHOH IIOIITHCH;

OTBETCTBEHHEBIN UCIIOJIHUTENH JOKYMEHTA,
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(baiiiTBl 3IEKTPOHHOTO JOKyMEHTa (KOJIM4YeCTBO (aiioB, UMeHa (aiiios).

B cucreme 3JeKTPOHHOrO IOKYMEHTOOOOpPOTa MOTYT HCIIONB30BATHCS
JOTIOJTHUTEINIBHEBIE CBEJIEHUS O JOKyMEHTaX.

10.1.7. Enunaunieir ydera osnekTpoHHOro mnokymenta ssiserca PKK,
3aperUCTPUPOBAHHAS B CHCTEME IEKTPOHHOTO JOKYMEHTOOO0POTA.

10.1.8. DeKTpOHHBIA JOKYMEHT, UMEIOIIUN TTPUIOKEHUS, PETUCTPUPYETCS
B CHCTeMe JJICKTPOHHOTO JOKYMEHTOOOOpOoTa Kak OIWH JOKYMEHT.
Bce npunoxenus BHOcsTCS B ogqHy PKK.

10.2. Ilopsimok pabOTHI ¢ 3JIeKTPOHHBIMA JOKYMEHTAMHU

10.2.1. VYuactHuKamm mpoIecca 3IEKTPOHHOTO JIOKYMEHTOO0OpOTa
B YTIpaBJICHUH JIeTIaMH SBIISIOTCS :

YIIPaBISIOLIUH JIETIaMu;

3aMECTUTENb YIPABJISIONIEro JIeJIaMu;

PYKOBOJUTENM CTPYKTYPHBIX MOAPA3ICIeHUNA Y TpaBieHus eJlaMu;

paGOTHHKM  YHpaBleHUs JellaMM, SBISIOIIAECS  HCIOJHUTEIAMH
3JIEKTPOHHEIX JOKYMEHTOB;

KaHIeIsIpys o011Iero oraena.

10.2.2. Ynpanstomuii qenamMy OCYIIECTBIISIET B CHCTEME 3JIEKTPOHHOTO
JOKYMEHTO000pOTA!

paccMOTpeEHME IEKTPOHHBIX JOKYMEHTOB;

BBIZIaYy IIOPYUYEHUH;

IIOCTAHOBKY Ha KOHTPOJIb 3JIEKTPOHHBIX IOKYMEHTOB M CHSTHE UX C KOHTPOJIS;

VICIIOJTHEHHE 3IIEKTPOHHBIX JOKYMEHTOB;

COTJIaCOBAHUE 3JIEKTPOHHBIX JJOKYMEHTOB;

NOAMKUCAHUE IEKTPOHHBIX JOKYMEHTOB.

10.2.3. 3amecTuTrent ynpapisiomero AelaMd OCYIIECTBISAET B CHCTEME
3IEKTPOHHOTO JOKYMEHTO0OO0pOTAa:

pPaccMOTpEHUE 3NIEKTPOHHBIX JOKYMEHTOB;

BblJIauy MOPYYECHUN;

IIOCTAHOBKY Ha KOHTPOJIb 3JIEKTPOHHBIX JOKYMEHTOB 1 CHATHE MX C KOHTPOJIS,

UCIIOJIHEHUE 3JIEKTPOHHBIX JOKYMEHTOB;

COIJIACOBAHUE NEKTPOHHEBIX JOKYMEHTOB,;

[IOANIMCAHNE INEKTPOHHBIX IOKYMEHTOB.

10.2.4. Kannensipus o61Iero oTnena OCyIIecTBISeT B CHCTEME BIIEKTPOHHOIO
JTOKyMEeHTO000poTa:

IIPUEM BJIEKTPOHHOTO TOKYMCHTA,
IpeBapUTENIbHYI0 00pabOTKY 2JIEKTPOHHOTO JOKYMEHTa,
IIPOBEPKY MOATUHHOCTH SIEKTPOHHOM TTOAIHCH;

CO3[laHKMe DJIEKTPOHHOrO 00pa3a JOKyMEHTa NpU HAIWYNM OyMaKHOM
BEpPCUU NOKYMEHTa (CKaHHPOBaHHUE);

PETUCTPALIUIO IEKTPOHHBIX JOKYMEHTOB;
PAaCCBUIKY 3JEKTPOHHEIX JOKYMEHTOB aIpecaram;
HAIPaBICHUE UCIIONHEHHBIX dJIEKTPOHHBIX JOKYMEHTOB B [€a.



87

10.2.5. PabGoTHUKM YmpaBieHUs AeaMH, SBJISAIOLIMECS HCIONHATEISIMHE
JTOKyMEHTOB, OCYIIECTBIISIOT B CUCTEME 3IIEKTPOHHOTO JOKYMEHTOO00POTA:

ACIIOJIHEHHE 3JIEKTPOHHEIX JOKYMEHTOB;

I0pabOTKy 3NIEKTPOHHEIX JOKYMEHTOB;

CO3JjaHHE 3IIEKTPOHHBIX TOKYMEHTOB;

COTJIaCOBAaHHE JJIEKTPOHHBIX JOKYMEHTOB (TIpH IeNerHPOBaHHHN JAHHBIX
TIOJTHOMOYHIA);

HalpaBJICHUE UCIIOJIHEHHBIX JIEKTPOHHBIX IOKYMEHTOB B JIEJIO.

10.2.6. TunoBble MapHIpyTHl NPOXOXIEHHS 3JIEKTPOHHBIX JOKyMEHTOB
B CHCTEME 3JIEKTPOHHOIO0 JOKYMEHTOOOOpOTa C COOTBETCTBYIOIIUMH JTAllaMHU
ux 00paboOTKH BKIIFOYAIOT B CeOst:

1) nns moctynarouumx (BXOAANIMX) JOKYMEHTOB:

IPUEM JEKTPOHHOTO JOKYMEHTA,

IPeBapUTENbHYIO 00pabOTKY JIEKTPOHHOTO JOKYMEHTA,

PETUCTPALUIO 3JIEKTPOHHOTO IOKYMEHTA,

CO3/1aHME DJIEKTPOHHOro o0paza AOKYMEHTa IMpH HAUYUHM OyMasKHOM
BEPCUH NOKyMEHTa (CKaHMPOBAHUE);

paccMOTpeHHUe 3IIEKTPOHHOTO TOKYMEHTA,

KOHTPOJb UCIIONHEHUS 3JICKTPOHHOTO TOKYMEHTAa,

UCIIOJTHEHHE HJIEKTPOHHOTO JIOKYMEHTA,

HAIPaBIeHKUE HIEKTPOHHOTO JOKYMEHTA B €TI0,

2) [ OTHPABNIIEMBIX (MCXOMAIIMX) TOKYMEHTOB:

HOATOTOBKY NMPOEKTa 3JIEKTPOHHOTO TOKYMEHTa;

COIJIaCOBAHUE MIPOEKTA HIIEKTPOHHOIO JIOKYMEHTA,;

IPOBEPKY NPABUIBHOCTH OQOPMIIEHUS dJEKTPOHHOrO JOKYMEHTA;

NOAMUCAHUE IEKTPOHHOTO JOKYMEHTa,;

PErUCTPALUIO 3JIEKTPOHHOTO IOKYMEHTA,;

CO3IAHUE BJIEKTPOHHOro obpa3a MOKyMEHTa MpU HAIWYUM OyMaKHOM
BEPCUH TOKYMEHTa (CKaHHPOBAHHUE),

OTIIPaBKY 3JIEKTPOHHOrO JOKYMEHTA;

CHATHE C KOHTPOJIS 3JIEKTPOHHOTO TOKYMEHTA,

3) I BHYyTPEHHUX JJIEKTPOHHBIX TOKYMEHTOB:

TIIOAATOTOBKY IIPOEKTA JIEKTPOHHOTO JIOKYMEHTA;

COTJIaCOBAHWE  MPOEKTa  JJIEKTPOHHOTO  JOKyMeHTa (B  ciydae
HEOOXOAMMOCTH);

IO NMCaHKE YNEKTPOHHOI'O JOKYMEHTA;

PacCMOTPEHUE IEKTPOHHOTO JTOKYMEHTA,

PErUCTpaLKIO IEKTPOHHOIO TOKYMEHTA;

HCIIOIHEHHE 3JIEKTPOHHOIO JOKYMEHTA,;

KOHTPOJIb HCHONIHEHHS K CHATHE C KOHTPOJIS SMIEKTPOHHOTO JOKYMEHTA;

HalpaslIeHHE IEKTPOHHOrO JOKYMEHTA B JIETIO;

4) nns HOPMAaTHBHBIX TIPABOBBIX akToB Poccuifckoit Menepaunu
u Bonrorpaackoit obnacru:

IPUEM 3TEKTPOHHOTO JOKYMEHTA,;

IPEABAPUTENBHYIO 00pabOTKY JICKTPOHHOIO JOKYMEHTA,
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CO3ZlaHHe JJIEKTPOHHOTO 00pa3za JOKYMEHTa IpH HaJIMunM OyMakKHOM
BEPCUH TIOKyMEHTa (CKaHUPOBAHUE);

PETHCTPALIMIO AIIEKTPOHHOTO TOKYMEHTa,;

pPaccMOTPEHHUE IEKTPOHHOTO JOKYMEHTA;

HCIIOJTHEHHUE SIIEKTPOHHOT'O JIOKYMEHTA;

KOHTPOJTb UCIIOJTHEHHSI U CHATHE C KOHTPOJSI DIEKTPOHHOTO TOKYMEHTa,;

HalpasJieHHe JIEKTPOHHOTO JOKYMEHTA B EO.

10.3. TTopsmox 06paboTKu DJIEKTPOHHBIX JOKYMEHTOB

10.3.1. Topsiiox paboThl ¢ MOCTYNAIOIMMY (BXOIAIIMMH) SIEKTPOHHBIMU
IOKyMEHTaMHU

10.3.1.1. ITpuem, npensapurensHas 00pabOTKa M PETUCTPalds JOKYMEHTOB,
IIOCTYIHBIIUX B AIEKTPOHHOU (hopme

10.3.1.1.1. JloxymMeHTHl, MOCTyNHBIINE B YIpaBlICHUE [eJIaMH
B DJIGKTPOHHOH (hopMme, IPOBEPSIOTCS KaHIemsipreil o0Iero oTaena Ha Hallu4Ke
B PKK crenyromux o0s3aTenbHBIX PEKBH3UTOB:

PErUCTPAIMOHHOTO HOMEpPA 3JIEKTPOHHOTO IOKYMEHTA;

JATHI SJIEKTPOHHOTO JOKYMEHTA;

3arojioBKa (KpaTKoro COepXkaHus ) SIEKTPOHHOTO TOKYMEHTA,;

BIOXKEHHH (AJIEKTPOHHOTO oOpasa JMOKyMEHTa WM BIOKCHHOro (aiina,
€CJIH JJIEKTPOHHBIN TOKYMEHT yKa3aH B CBOAHOM HOMEHKJIATYPE [I€N C OTMETKOM
"Ileno BeneTcs B 3JIEKTPOHHOM Buje");

CBA3AHHBIX JOKYMEHTOB;

BIIEKTPOHHOM MOJINHUCH.

Kanuenspus oOmiero otaena OCyINECTBISET HPOBEPKY IOIMHHOCTH
SIIEKTPOHHOM MOJAIIUCH.

10.3.1.1.2. Ilpu BersaBinenuu omubok B 3anonaenny PKK uiu oTcyrcTBum
B Hell o00sg3aTeNbHBIX PEKBU3UTOB JOKYMEHT BO3BPAIAETCS  aABTOPY
3JIEKTPOHHOIO TOKYMEHTa 0€3 PErucTpaliy ¢ OTMETKOM 0 MpUYHHaX BO3Bpara.

10.3.1.1.3. B cnyuae coOmomeHHs BbIIISNEPEUHUCICHHBIX TpeOoBaHui
JJIEKTPOHHBIA TOKYMEHT PETUCTPUPYETCS U HAIPABISIETCS HAa PACCMOTPEHHE.

10.3.1.2. IIpuem, npexsapurenbHas 00paboTKa ¥ PEruCTpaItys JOKYMEHTOB,
MOCTYIUBINUX Ha OyMa)XHOM HOCHTEIIE

10.3.1.2.1. JIoKkyMeHTBI, MOCTYNUBLINE B YIIPaBICHHE AeIaMd Ha OYMakKHOM
HOCHUTENIE, BKIIOYAIOTCA B CHUCTEMY IEKTPOHHOIO JOKyMEHTOO00OpOTa IOCIIe
CO3[1aHHs IEKTPOHHBIX 00Pa30B JOKYMEHTOB (CKaHHPOBAHMU ).

Ilpy CcKaHMpPOBaHMM JOKYMEHTOB Ui TIOCIEAYIOIIEr0  BIIOKEHHS
B CHCTEME DJJIEKTPOHHOIO JOKYMEHTOOO0OpOTa HEOOXOAMMO HCIOJIB30BATh
CIIEAyIOIIUE IapaMeTphl: pasmep Hokymenta — A4d; dbopmar ¢aiina — PDF;
[BETOBYIO NAIUTPY — Y€PHO-0emyro (JINOO MBETHYIO VIS CTPAHHMII, COAEPKALIUX
NOIINCE U NeYath); paspemenue — 200 dpi (200 Touek Ha mroiM).
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10.3.1.2.2. JlokyMeHT, MOCTYNHBIIUH Ha OyMa)KHOM HOCHTENE, IOCIE
NPOBEICHUS  NPEABAPUTENBHOH  00OpabOTKM  perucTpupyercs  Ciyx6oii
JISIOTIPOU3BOJICTBA B CHCTEME DJJIEKTPOHHOTO JOKYMEHTOO00OpOTa IyTeM
cozpanus PKK, B KOTOpyl0O BHOCATCS OCHOBHBIE OOS3aTENbHBIE PEKBH3HUTHI
JOKYMEHTA.!

PETUCTPAIMOHHBIA HOMED NIEKTPOHHOTO JOKYMEHTA,

J1aTa 3JIEKTPOHHOTO IOKyMEHTA,

3arojI0BOK (KpaTKoe CofiepKaHKe) SICKTPOHHOIO NOKYMEHTa;

BIIOKEHHE (3NIEKTPOHHEIH 00pa3 TOKyMEHTA);

CBSI3aHHEBIM JOKYMEHT (€CJIM TAaKOBOii yKka3aH B TEKCTE U 3apErMCTPUPOBAH
B CHUCTEME 3JIEKTPOHHOTO JOKYMEHTO000pOTA).

10.3.1.2.3. Tlocne 3amonuenns B PKK 00s3arenbHBEIX pPeKBU3HTOB
(opMupyeTcs MapIIPYT HPOXOXKICHUS TOKYMEHTA, U CO3NAHHBIN - 31€KTPOHHBII
OOKYMEHT HAllpaBIsIeTCs Ha PaCCMOTpPEHHE.

10.3.1.3. Ilpuem, npenpaputenbras 06paboTka U perucTparus
JIOKyMEHTOB, IIOCTYNHBIIUX O 3JIEKTPOHHOH II0YTE

10.3.1.3.1. JloxymMeHTHI MOryT TNOCTymaTh B YTpaBlIeHHE eJaMH
Ha OQUIUANBHBIM afpec JIEKTPOHHOM IOYTHL. Y4YacTHHKaMH oOOMeHa
HHbOpMalell 1O SJEeKTPOHHOW MOodYTe SBIAAIOTCA YTIpaBIEHHE [eJIaMH,
IOpUIHYECKUE U QU3NIECKHE JTHIIA.

10.3.1.3.2. DnexkTpoHHBIE JOKyMEHTHI, MOCTYIHMBIIME B YIIpaBjeHHE
IeaMy M OTBEYalolue TpeOoBaHUIM 0QOPMIICHHS 3JIEKTPOHHEIX JOKYMEHTOB,
MOANIEKAT PErHCTPAllMM B CHCTEME 3JIEKTPOHHOTO JOKYMEHTOOGOopoTa
B YCTAaHOBIICHHOM TIOPSIKE.

10.3.1.3.3. B ciydae HEBO3MOXXHOCTH HISHTHOUKAIMH PEKBU3UTOB
IOCTYNMBILErO JJIEKTPOHHOTO COOOINCHHS KaHIENsAspHus oOIliero otaena
Yhpasnenus jgenamMM  BIpaBe 3aTpeOoBaTh OT JIMI@, HAIPABHBILETO
3JIEKTPOHHOE COOOIIEHNE, TOKYMEHT Ha OyMaXXHOM HOCHUTEIE.

10.3.1.3.4. B cucremMe 3J€KTPOHHOTO JOKYMEHTOOOOPOTA HMPOU3BOIHUTCS
npeasapurenbHas o0paboTKa M PEerucTpanus SJEKTPOHHBIX IJOKYMEHTOB,
INOCTYNHBIUKX IO 3JIEKTPOHHOM IOYTE, aHAJIOTUYHO ITOCTYITUBIINUM JJOKYMEHTAM
Ha OyMaXHOM HocuTene (3a WCKIIOYeHHEM (YHKIMH CKaHHPOBAHHS).
PKK 3amosHseTcs CcBEOEeHHMSIMM H3 3arojoBKa 3JIEKTPOHHOIO COOOIIEHHS.
K PKK mnpuxpennsercs ¢aiiyi, NOCTYyNHBINHI II0 3JEKTPOHHOH IodTe,
1 (QOpMHUpPYETCs MAPIIPYT IPOXOKACHHUS JEKTPOHHOTO JOKYMEHTA.

10.3.1.3.5. Ilocne perucTpanuy >IeKTPOHHBIA JOKYMEHT, HOCTYIMBIIHIA
Ha O(pULKANEHEIA afpec IEKTPOHHOH TOYThL, HAMPABIIAETCS Ha PACCMOTPEHHE.

10.3.1.4. PaccMoTpeHne DOCTYyNMBLIEr0 (BXOISIIET0) 3IEKTPOHHOIO JTOKYMEHTa,
HOATOTOBKA PE3OIIIONMH (BBAAYA IIOPYICHHUH 10 €0 UCIOIHEHHIO), TOCTAHOBKA
Ha KOHTPONb U HAMpPaBJIeHKE 3JIEKTPOHHOIO JOKYMEHTa OTBETCTBEHHOMY
UCTIOHUTENIO (MCTIOTHUTEIIIO)

10.3.1.4.1. 3aperncTpupoBaHHBIA B CHCTEME BJIEKTPOHHOIO JOKYMEHTO-
0060poTa 9NCKTPOHHBIH JOKYMEHT HAaNpaBIsAeTCi Ha pPacCMOTPEHHE JIHILY,
YIIOTHOMOYE€HHOMY Ha PaCCMOTPEHME 3JIEKTPOHHOIO JJOKYMEHTA U TMOATOTOBKY
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pe3omoluil (BeIady NMOPYyUYEHHI) MO €r0 HCIONHEHHIO B CUCTEME SJIEKTPOHHOIO
JIOKyMeHTOO0OpoTa (najee MMEHyeTCs — YIOMHOMOYEHHOE JIMI0), a TaKkKe
JMIY, OCYILECTBISIONIEMY UCIOJIHEHHE O0sI3aHHOCTeH YHOJTHOMOYEHHOI'O JIMIA
B CHCTEMeE 3JICKTPOHHOTO JOKYMEHTO000pOoTAa.

JIuro, OCYIECTBIIAIONIEee UCIOMHEHNE OOSI3aHHOCTEH YIIONMHOMOYEHHOTO
JqWIla B CHCTEME DBJIEKTPOHHOTO JOKYMEHTOOOOpOTa, — 3TO JHUI0, HWMEIoIIee
TEXHHYECKYI0  BO3MOXKHOCTH  JOCTYma B  CHCTEMY  3JIEKTPOHHOI'O
JIOKyMEHTO000poTa ¢ (QYHKIMOHATBHBIMA BO3MOXHOCTAMH 3aMEIAEMOro
UM JIHMIla, KOTOpOE HAa3HA4YaeTCs MJIS 3aHeCEHHs pe3oiouud (mopydyeHHi)
3aMEINAaeMOro MM JIMIA, BBIaBaeMBIX B PYKONUCHOU (opMme Ha OyMaxKHOM
HOCHTeJIe, B DJIEKTPOHHOM BHJE B CHCTEME JIEKTPOHHOTO JIOKYMEHTO000pOoTA.

Bce pesomonuu (MOpydeHHs)) B CHCTEME SJIEKTPOHHOTO IOKYMEHTO-
obopora B 00s3aTeNbHOM MOPSAKE IOJDKHBI ObITH MOAMMCAHBI DJIEKTPOHHOM
TIOIKMCHIO YIIOJTHOMOYEHHOTO JIUIa JHOO 3JeKTPOHHOU MOMIMUCHIO JIUIA, €ro
3aMEIIAI0IIer0 B CHCTEME 3JIEKTPOHHOTO JOKYMEHTO000pOTA.

10.3.1.4.2. TloctaHOBKa 3JIEKTPOHHOTO JAOKYMEHTa Ha KOHTPONL (IIpH
HCOOXOAMMOCTH)  OCYINECTBIAETCS  MyTeM  JOOaBieHUS  TIOPYYCHHA
"Ha xoHTponp" C yKa3zaHHWEM NOAHHBIX O PaOOTHHKE, €ro OCYIIECTBIISIOLIEM
¥ MMEIOIIEM NPaBO CHATH UCIIOJHEHHBIA 3JICKTPOHHBINA HOKYMEHT C KOHTPOJIS,
CpOKax HCITOIHEHUS 3JICKTPOHHOTO TOKYMEHTA.

10.3.1.4.3. PaccMOTpeHHEBIN B CUCTEME JIEKTPOHHOI'0 JOKYMEHTO000pOTa
QJICKTPOHHEIN  JTOKYMEHT HampaBlSeTCAd OTBETCTBEHHOMY HCIIOJHHTENIO
(MCIIOJIHUTEITIO) Ha MCIIOJIHEHHE B COOTBETCTBHH C PE3OIONUAMH (BBEIAAHHBEIMH
MOpYyYEHHSIMH 110 €ro JWCIONHEHHI0) ¥ CcHOPMHPOBAHHBIM MAapIIPYTOM
MPOXOXKIEHUS dJIEKTPOHHOTO JOKYMEHTA.

10.3.1.4.4. DOnexTpoHHBI# HOKYMEHT MOXeT OBITh pacledyarad
Ha OyMa)XKHOM HOCHTENE IPH HEOOXOJUMOCTH MOJYYEHHS €ro OyMaKHOM
KOITHH.

10.3.1.4.5. 3aBepenue OyMaxHBIX KONUI SJEKTPOHHBIX JHOKYMEHTOB
OCYILECTBIISIETCS  yNOJTHOMOYEHHBIMH JIAIAMM, HA3HAYCHHBIMM IIPHKa30M
Vhpaenenus  genaMM M BHECEHHBIMH B PermoHampHBIE  peectp
YIIOJIHOMOYECHHBIX JIAI OpraHoB HCIIOJIHUTEJNBHOM BJIACTH Bonrorpa/:[cxoﬁ
061acTH, 3aBepsIIOIUX KOIMH 3JIEKTPOHHBIX JOKYMEHTOB.

10.3.1.4.6. bymaxHas KOIHMS DSJIEKTPOHHOIO HNOKYMEHTa [OJDKHA
COAEPXKATh 00SI3aTENBHYIO OTMETKY, COCTOSIIYIO U3 CIIEAYIOIIMX PEKBA3HTOB:

1) Hagnuce "Konwms snexrpoHHOro nokyMmenta. CepTH(MKAT 31€KTPOHHOM
MIOJIKCH BBIJIAaH

(yxazath GaMUITHIO ¥ HHHIIAANGL JIMIIA,

KOTOPOMY BBIJIAH CEPTH(HUKAT TCKTPOHHOMN TIOATINCH)
2) nara ¥ BpeMs pacHeyaTKd OyMaXXHOW KONUHM 3IEKTPOHHOIO
IIOKyMEHTA,

3) Ha¥MeHOBaHUE OpraHW3alUY, (HaAMUIHS, HHULUAIBI U COOCTBEHHOPYYHAS
IIOJIIMCH 3aBEPUBILEIO JIEKTPOHHEIN JOKYMEHT YIIOJTHOMOYEHHOTO JIMIIA.
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10.3.1.4.7. Otmerka O 3aBepeHHU OyMaXHOW KOMHHU 3SJIEKTPOHHOTO
IJOKYMEHTa IPOCTABNISICTCS B HH)KHEM IIPaBOM YIUNIy CTPaHHUIBI, COAepiKaiieit
TH(POPMAITHIO O JIMIIE, TOAIUCABIIEM IEKTPOHHBIN IOKyMEHT.

10.3.1.4.8. DneKTpOHHBI AOKYMEHT M €ro OyMaKHas KOIHS JOJDKHBI
ObITh HMACHTUYHBIMH. (OTBETCTBEHHOCTh 3a MIECHTUYHOCTh OSJIEKTPOHHOIO
OOKYMEHTa €ro OyMaXHOH KONMM HEeCeT JHIO, IOANUCABIIee OTMETKY
0 3aBepeHUM OyMaXKHO# KOTUM SJIEKTPOHHOTO TOKYMEHTA.

10.3.1.5. VcniosniHeHHe MOCTYyNHUBIIETO (BXOASIIIETO)
AJIEKTPOHHOIO TOKyMEHTa

HcrnonHenre MOCTYNMUBIIETO (BXOMSINEro) OJJIEKTPOHHOTO JTOKYMEHTA
BKJIIOYAET B ceO4:

HEMOCPEJCTBEHHOE  O3HAaKOMJICHHE C IOCTYNUBIIUM  (BXOZIAIINM)
3JIEKTPOHHBIM JIOKYMEHTOM,;

coop m oboOmeHne HHOOPMALUKM OT MCIONHUTEIEH MNOCTYIHBIIETO
(BXOASAIIETO) 3JIEKTPOHHOI'O JOKYMEHTA (JJ1s1 OTBETCTBEHHOT'O HCIIOTHUTEIA);

HETIOCPEICTBEHHOE MCIIONHEHNE TTOCTYIIMBIIETO (BXOMAIIEr0) 3JIEKTPOHHOTO
TOKyMeHTa (IS HCTIOTTHUTEN );

HOATOTOBKA OTBETa Ha MCIOJHEHHBIN OJNEKTPOHHBIA  JTOKYMEHT
B COOTBETCTBUU C nompaznenom 3 pasaena 10 Uucrpykiuu (ipu HEOOXOMUMOCTH
OTBETA);

npocrasiienue cBssu Mexay PKK orBera u PKK mocrymuiiero
JIOKyMEHTa (TP HEOOXOIUMOCTH OTBETA);

CHATHE DJIEKTPOHHOTO JOKYMEHTa C KOHTPONS IPH HCIOIHCHHH
BCEX BBIAHHEIX TOPYYCHUH.

10.4. Pabora c oTnpaBiasieMbIMH (HCXOISIIHMH )
9JICKTPOHHBIMH JOKYMEHTAMM

10.4.1. Ilonroroeka oTnpaBasieMbIX (UCXOISIIMX) S1EKTPOHHBIX JOKyMEHTOB
BKJTIOYAET B ¢e0s CICMYIOIIHE ITAIIb:

IOATOTOBKY TPOEKTA OTIpPABISIEMOro (MCXOMMILNEro) SJIEKTPOHHOrO
IOKyMeHTa (co3nanne (aiiiia ¢ TEKCTOM 3IIEKTPOHHOTO JOKYMEHTA);

cosnanue PKK ormpasnsiemoro (McxonsInero) 3neKTpOHHOTO JOKyMEHTA
4 3alOIHEHHE €€ IIONeH [BHECEHHE OCHOBHBIX DPEKBHU3WUTOB JOKYyMEHTA,
CO3JaHue BIOXKEHUs W HpPHKpeIsieHue Qaiina oTmpariseMoro (MCXOMAIIENoO)
BIIEKTPOHHOIO JTOKYMEHTA, BHECEHHE CBEIEHHMI O CBI3aHHBIX 3JIEKTPOHHBIX
JIOKYMEHTax};

GopmupoBaHne MapupyTa MPOXOKACHHS OTIPABIIEMOro (MCXOASIIErO)
3JIEKTPOHHOT'O IOKYMEHTA,

OTMPABKY OTHPABIIEMOr0 (MCXOMAAIIEr0) OBJIEKTPOHHOI'O JIOKyMEHTA
B COOTBETCTBHH C MapILIPYTOM IIPOXOXKIEHUS SIEKTPOHHOI'O IOKYMEHTA.

10.4.2. CormacoBanue IpoeKTa OTIIPABISIEMOTO (MCXOMSAIIETO) SIEKTPOHHOTO
JOKYMEHTA B CHCTEME 3JIEKTPOHHOIO TOKYMEHTO000pOTa BKIIOYAET B ce0s:

COTJIACOBAHMC IPOCKTAa OTNPABISIEMOro (MCXOASIIETO) 3JIEKTPOHHOTO
JIOKYMEHTa 3auHTEPECOBAHHBIMU JIUI[AMH Y TIPaBJIeHHS JI€TaMH;
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HaIpaBJIeHHE IIPOEKTa OTHPABIAEMOro (HCXOIAINEro) 3IEKTPOHHOIO
JIOKyMEHTa Ha I0pabOTKy OTBETCTBEHHOMY HCIONHUTENO (MCIIOIHUTENIO) MPH
HAJIMYM{ 3aMCYaHU;

A0pabOTKy OTBETCTBEHHHIM HCIOJHUTENEM (HCIIOJIHUTENEM) MPOEKTa
OTHPABIAEMOr0 (MCXOASIIEro) 5JIEKTPOHHOI'O [OOKYMEHTa B COOTBETCTBHH
C 3aMEYaHUsMH U HalpaBJICHHUE €ro Ha COMIACOBAHUE ITIOBTOPHO.

10.4.3. TIpoBepka mnpaBUIBHOCTH OQOPMIICHHS IPOEKTa OTIPABJIAEMOTO
(ucxons1ero) 3MEKTPOHHOTO TOKYMEHTA BKIIIOYAET B CeO4:

IIPOBEPKY COOTBETCTBHS JOKYMEHTa YCTaHOBJICHHBIM TpeOOBaHMIM
IEeIIONPOU3BOICTBA (IPOBEpKA HANM4YUS BCeX HEOOXOAMMBIX pPEKBU3UTOB,
MPaBUIBHOCTU UX OQOpMIICHHU);

HaIpaBlI€HUE MPOCKTa OTIPABIAEMOro (MCXOMAIIEr0) 3SICKTPOHHOrO
JOKyMEHT4 Ha JOpabOTKy OTBETCTBEHHOMY HCIOJHHUTEIIO (MCIOIHUTENIO) MIPH
HaJIMYMY 3aMeYaHuil 1o oOpMIIEHHIO;

I0pabOTKy OTBETCTBEHHBIM HCIIOJMHUTENEM (HMCIIOJIHUTENEM) HPOEKTA
OTHPABIIAEMOI0 (UCXOMSINEro) 5SJIEKTPOHHOTO JOKYMEHTA B COOTBETCTBHH
C 3aME€YaHUAMM M HAIpaBICHHE €ro Ha MPOBEPKY IPABHIBHOCTH O()OPMIICHHS
OBTOPHO.

10.4.4. Tlonnucanne mpoeKTa OTIPaBIEMOTO (MCXOASIIEro) SIEKTPOHHOIO
JOKYMEHTa BKJIIOYAET B ceOs:

O3HAKOMJICHHE C COEP KaHKEM OTIIPABIAEMOro (UCXOMAIIEr0) SIEKTPOHHOTO
IOKYMEHTa,;

NOANMCAHUE OTNPABISIEMOrO (MCXOASIIETO) 3JEKTPOHHOTO JOKyMEHTA
[P OTCYTCTBUHU 3aMEUaHU;

HaIPaBICHUE MPOEKTa OTHPABIAEMOrO (MCXOMSIIEI0) 3IEKTPOHHOTO
JOKyM€eHTa Ha JOpabOTKy OTBETCTBEHHOMY HCTIONHHTENIO (MCIOJIHUTENO) IIPU
HAJIMYWHY 3aME€YaHUMN;

NOpabOTKy OTBETCTBEHHBIM HCIOJIHUTENEM (HMCIOJHUTENEM) IIPOEKTA
OTIPABIAEMOro (UCXOMAINEr0) SJIEKTPOHHOrO JOKYMEHTAa B COOTBETCTBUU
C 3aMEYaHHSIMU U HallpaBJICHUE €ro Ha MOAMKMCAHUE TIOBTOPHO.

10.4.5. Ilpu mnDonydeHWH TIPOEKTa OTHPABISIEMOro (HCXOSAIIETO)
JJNIEKTPOHHOIO JIOKYMEHTa Ha J0pabOTKY OTBETCTBEHHBIH HCIIOIHUTENb
(MCIIOJTHUTEIIB) 00s13aH:

A0paboTaTh IEKTPOHHBIA JOKYMEHT B COOTBETCTBHH C IIOMYYE€HHBIMU
3aMeYaHUsIMH,

TIOBTOPHO C()OPMHUPOBATH MapLIPYT MIPOXOIKACHHUS [IPOEKTA OTIPABIISIEMOTO
(MCXOAAIIEro) 3NMEKTPOHHOIO JOKYMEHTA;

HapaBUTh MPOEKT OTHPABIAEMOrO (MCXOIAIIEr0) HIEKTPOHHOTO JOKyMEHTA
Ha COIJacoOBaHME, IIPOBEPKY MPaBWIBHOCTH OGOPMIIEHHS M IOAIHCAHUE
TIOBTOPHO.

10.4.6. Tlocne mpouemypbl TOANMCAHHS OTIPABISEMBIN (MCXOMSIHIA)
3JIEKTPOHHBIN JOKYMEHT HAIPABIACTCS Ha PErHCTPAIHIO.

Kannensapus obmero otmena OCYIECTBIsET MPOBEPKY IIOAJMHHOCTH
3JIEKTPOHHOU MOJIIMUCH.
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B PKK 3amonusercs moje "Jlemo mo HOMEHKNarype" B COOTBETCTBHU
C HOMEHKIATypoi JeJi, YKa3pIBalOTCS PETUCTPAlMOHHBIH HOMEpP M JaTa
OTIPAaBJISEMOro (MCXOSIIETO0) EKTPOHHOTO TOKYMEHTA.

ITocne pErucTpalii B CHCTEME 3JICKTPOHHOIO JOKYMEHT00OOopoTa
JOKyMEHT, IIOANMUCAHHBEI SJIEKTPOHHOM MOANUCEIO, IIOCTYNAeT Ha 3Tall
OTIIPAaBKH ajipecary.

10.4.7. JIng OyMaXHOH BEpCUM 3JEKTPOHHOIO JOKYMEHTa, OTIIPABJISAEMOIO
anpecaty(aMm), He WMEOIIEMY(MM) JOCTyna K CHCTEME DJIEKTPOHHOIO
JOKYMEHT0000POTa, JOTONHUTENBHO TPOU3BOAATCS CIENYIOIINE ICHCTBUA:

Ha JTale PErHCTPalliK MPOU3BOIATCSA PACICUATBIBAHHE OTIIPABIAEMOIrO
(MCXOIAIEro) 3JEKTPOHHOTO JOKyMEHTa B HEOOXOJUMOM  KOJIMYECTBE
9K3EMIUIAPOB, €ro Bepu(UKamus ¢ 3IEKTPOHHBIM JOKYMEHTOM H HAaIPaBIICHHE
Ha TOANKCH JIMILY, BBHIIOJHHUBINEMY TMpOLENYpPy MNOANMCAHHA IIPOEKTa
OTIPABIIEMOTro (MCXOISIIEr0) JIEKTPOHHOTO JOKYMEHTA;

IIOCJIE 3aBEPIICHI MPOIIETyPhl PETHCTPAIIMH U IIOANMUCAHUS OTIPABIIIEMbIA
(ucxomsiuii) SIEKTPOHHBIA JOKYMEHT, Cc(OpPMHUpOBaHHEIH Ha OyMaKHOM
HOCHTEJIe, HAIPaBJIIeTCs Ha CIeIYIOIIUH 3Tal — CKAHUPOBAaHUE;

HA JTalme CKaHHPOBAaHUSA OCYIICCTBIIIOTCS CO3JAHHE DIEKTPOHHOIO
obpaza OTHpPaBiIsAeMOro (HUCXOMSINETr0) 3NEKTPOHHOIO MOKYMEHTa M €ro
npukperiedue Kk PKK;

TIOCIIE 3aBEPIIEHHs TPOLETYPhl CKAHMPOBAHKSL OTIIPABISIEMbIH (MCXOAsIIuii)
SJIEKTPOHHBI TOKYMEHT, C(QOPMHpPOBAHHBIA Ha OyMa)XHOM HOCHUTEIE,
HAIpaBJISeTCs Ha OTIPaBKY ajapecary.

10.5. HampagieHue 5JeKTPOHHOTO IOKYMEHTA B €0

10.5.1. HampasieHue  HCIONHEHHOIO  DJJIEKTPOHHOIO  JOKYMEHTa
B BJIEKTPOHHOE JIeJIO JIUI[OM, OCYIIECTBIISIOMMM (HOpPMUPOBAaHUE NI€]1 B CTPYK-
TYPHBIX MOAPA3ACICHUAX YIpaBICHUS Je€lNaMH, 3aKII0YaeTcsi B OINPEACICHUH
MeCTa ero XpaHeHHUs COTJIaCHO HOMEHKIIAaType el Y IpaBlieHus eIamMHu.

10.5.2. Ha 3tane HanpaBieH#s] HCHOJHEHHOI'O JIEKTPOHHOTO JTOKYMEHTa
B BJIEKTPOHHOE JIEI0 B CUCTEME 3JIEKTPOHHOTO JIOKYMEHTOOO0POTA 3aMOTHIETCS
none "Jleno mo HOMeHKNaType", a TaKKe MPOMCXOAUT HPOBEPKAa COOTBETCTBHA
AJIGKTPOHHOTO JieJia U fena, GopMHPYeMOro Ha OyMaXKHOM HOCHTEJE,

10.6. XpaneHue 31eKTPOHHBIX TOKYMEHTOB

10.6.1. DnexTpoHHBIE MOKYMEHTBI IOCIE WX HCIOJHEHHUS IIOIEXKAT
XPaHEHHIO B CHCTEME D3JIEKTPOHHOIO JOKYMEHTOOOOpOTa B YCTaHOBJIECHHOM
NOPSAKE B TEYEHHE CPOKOB, IPENYCMOTPEHHBIX ISl aHAIOTHYHBIX JOKYMEHTOB
Ha OyMaXHOM HOCHTEJIE.

10.6.2. XpaHnenue HCIIOMTHEHHBIX 3JIEKTPOHHBIX JIOKYMEHTOB OCYIIECTBIISIETCS
B Moayne "ApxuB" cHCTEMBI 3JIEKTPOHHOTO JOKYMEHTO000pOTA.

10.6.3. XpaHeHne 3J€KTPOHHBIX JOKYMEHTOB IOJKHO COIPOBOXKIATHCH
XpaHEHUEM COOTBETCTBYIOIIMX CEPTH(PHUKATOB KIFOUEH 3JIEKTPOHHON MOAMKHCH
U IPOrpaMMHOro obOecredeHus, O00eclneUYMBaIonIero BO3MOXHOCTh IIPOBEPKH
3MEKTPOHHOM MOAINCH XPAHUMBIX 3JIEKTPOHHBIX TOKYMEHTOB.
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10.6.4. OxcriepTu3a MEHHOCTH SIEKTPOHHBIX JOKYMEHTOB OCYLIECTBISETCS
B 00IIEM NOpSJIKE, yCTAHOBIEHHOM B OTHOLICHHH JOKyMEHTOB Ha GyMaXHOM
HOCHTETE.

10.6.5. ApxuB 3MEKTPOHHBIX [OKYMEHTOB (OPMHUPYETCS B CHCTEME
3JIEKTPOHHOTO IOKYMEHTOO00pOTa CIIYX00# J1e10mpOu3BOACTBA.

10.6.6. CopMupOBaHHEIH B CHCTEME 3JIEKTPOHHOTO JIOKYMEHTOOG0POTA
ApXHB 3JIEKTPOHHBIX JJOKYMEHTOB JOCTYIIEH TONBKO IIA IPOCMOTPA.

10.6.7. Nocryn k mupopmanuu, conepxaiieiics B apXube SIEKTPOHHBIX
JIOKyMEHTOB, 00€CIIEYMBAETCSA MyTEM YCTAHOBJICHHUS ONPENETeHHEIX KaTeropuii
II0Ib30BATENICH ¥ NPUMEHEHHA COOTBETCTBYIOIIMX TEXHMYECKMX CPELCTB
Y TIPaBOBBIX HOPM AECHCTBYIOIIETO 3aKOHOIATENBCTBA.

10.6.8. Ilocne ncTevenns yCTaHOBICHHOTO CPOKA XPAHEHHS 3JEKTPOHHbIE
JIOKyMEHTBI BPEMEHHOTO CPOKa XPaHEHHs MOZJIEKaT YHHUTOKEHUIO. DJIEKTPOHHEIE
JOKYMEHTBI IIOCTOSHHOIO CPOKa XPaHEHHs MOAJEXAT Iepejadye HA XpaHEHHe
B IIOpAJIKe, YCTAaHOBJIIEHHOM 3aKOHOAATeNbCTBOM Poccuiickoit ®enepanun.

10.7. Pabota ¢ BHYyTpeHHHMH JOKYMEHTAMH

10.7.1. B Vmnpapnenmm [nemnamu MOryT CO30aBaThCs BHYTPEHHUE
AOKYMEHTBI. YYaCTHHKaMH BHYTPEHHEI'O OBJIEKTPOHHOIO JIOKyMEHTOOOOpOTa
ABJIFIOTCS  yNPABJISIOIMHA J€NaMy, 3aMECTHTENIb YIPABISIOIIErO elIaMH,
PYKOBOAUTENH CTPYKTYPHBIX MOAPa3/eeHU U MHbIE pabOTHUKK Y IIPaBIeHUS
Jenamu.

10.7.2. O6paboTKa BHYTPEHHIX TOKYMEHTOB OCYLIECTBIISIETCS IOCPEICTBOM
CHCTEMBl BJIEKTPOHHOTO JOKYMEHTOOOOpOTa B MOpSAKE, MPENyCMOTPEHHOM
noppasgenamu 10.3.1.2, 10.3.1.4, 10.3.1.5, 10.5, 10.6 nactosmiero pasnena
HUucTpykimm.

10.7.3. TIpoxoxneHue BHyTPEHHHUX SIEKTPOHHBIX JOKYMEHTOB Ha 3Tamnax
UX TOArOTOBKH, COIVIACOBaHHs, MOINUCAHMA U PETUCTPAUM COOTBETCTBYET
NOPSAKY HMPOXOXK/IEHHS OTIPABIAEMBIX (HCXOISIIMX) TOKYMEHTOB, a HA dTare
[pueMa, PErucTPaldy, PacCMOTPEHMsSI, KOHTPOJIS HCIIONHEHHS, WCIIOJHEHHS,
HAIIPaBJICHUS B [ICJI0, XPAHEHUS — IOCTYIAIOUINX (BXOASAIINX) JOKYMEHTOB.

11. M3roropnenue, y4er, XxpaHeHHE ¥ YHUYTOXKEHHUE
Ie4aTeil, ITaMIIOB

IIOpsIOK  U3rOTOBNEHMS, ydeTa, XPaHEHHS M YHHUTOXKEHHS I[Ieyarei,
IITaMIIOB Y [IPaBJIEHHAs IelaMi yCTaHABIMBACTCS PUKa30M Y IPABIICHHS AeIaMH.



IMPUJIOXEHUE 1

K MHCTpYKIMH 110 JE€IONPOH3BOLACTBY
B YIpaBICHUH JellaMH AJMHHHCTpPALUN
Bonrorpanckoii obmactu

Cxema pacnoJio;keHHsI PpEeKBH3MTOB H I'PaHHUL 30H
yrjioBoro 6jaHka Ha jucte gopmaTta A4
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CxeMBI pacmonoXeHus. PEKBU3UTOB M IPAHMUL] 30H Ha (%O%MaTe A4 npuBeneHs!
B coorBeTcTBUM ¢ I OCT P 6.30-200

M1



I[MPHUJIOXXEHMUE 2

K WHCTpYKIIMH 1O [JeJIONPOH3BOACTBY
B yIpaBJieHUH [eNaMH AJMHHUCTPALAN
Bonrorpamackoit obnactu

CxeMa pacnoJio;KeHHsi peKBH3HTOB H IPaHHI 30H
NpoaoJILHOro 6jianka Ha jaucTe popmara A4
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CxeMbl pacmoioKeHUs. PEKBU3UTOB H rIpaHHu 30H Ha cl())%pMaTe A4 npuBeeHbI
B coorBeTcTBHU ¢ I 'OCT P 6.30-2003

M1



IMPMJIOXXEHME 3

'K MHCTpyKmuM 110 [IeJIONpOU3BOACTBY
B YNPaBIE€HWH JelaMu AMUHUCTPALUK
Bonrorpanckoit o6actu

POPMA
0/1aHK2 npHKa3a

I'ep6
Bonrorpanckoii
obnactu

YIIPABJIEHUE JIEJIAMU _
AJIMUHUCTPALIY BOJITOTPAJICKOM OBJIACTH

IIPUKA3

Bonrorpag



ITpomomkeHue NPIIOKEHUS 3

®OPMA

0J1aHKa MHCHMA ¢ YIJIOBBIM PACHOJI0KCHHEM PEKBH3INTOB

I'epd
Bonrorpanckoi
obyacTu

VIIPABJIEHUE JIEJIAMUA

AJIMUHUCTPAITMA
BOJITOI'PAICKOU OBJIACTU

nm.B.W.JIennna npoct., 1.9, Bonrorpan, 400098.
Ten.(8442) 30-75-80. Paxc (8442) 30-76-80.
E-mail:kancel@volganet.ru
OKIIO 06873485,0I'PH 1173443004932,
WHH/KTIIT 3444263293/344401001

No




[Mponomkenne IPUIOKESHAS 3

®OPMA

0JIaHKA MMCHMA C MPOACJbHBIM PACHOJOKEHHEM PEKBH3HTOB

I'ep6
Bonarorpanckoi
obnactu

YIPABJIEHUE JEJAMHI
AJIMUHUCTPALTU BOJII'OTPAJICKOU OBJIACTHU

vm.B.U.Jlenuna npocn., 4.9, Bonrorpan, 400098. Ten.(8442) 30-75-80. ®axc (8442) 30-76-80.
E-mail:kancel@volganet.ru
OKTIO 06873485,0T'PH 1173443004932, WHH/KTIIT 3444263293/344401001

Ne




[TponomxeHNe TPUIOKECHHA 3

®OPMbI

0JIAHKOB YHPABJIAIONLIETO0 AJAMH U 3aMECTUTE/IS YIPABJIAIOLIEro JeJIaMHu
AJISl pe30JIONUH U MOpy4YeHHI

I'ep6 ['ep6
Bonrorpanckoi Bonrorpanckou
obnactu obOmacT
YIIPABJEHHUE NEJAMHA YIIPABJIEHUE JTEJAMHA
AIMHUHUCTPAINN AJMAHUCTPAIINA
BOJII'OI'PAJICKOU OBJIACTHA BOJITOI'PAACKOU OBJIACTHA
YHPABJIHIOHII/IFI JAEJAMHA 3AMECTUTEJIb
YIIPABJISIIOILETI'O JEJIAMHA

No

Ne

M1



ydeTa IOCTYIUIeHHS repOOoBLIX GIIaHKOB B YIIPABJIEHUE JeTIaMu
AnmMunuctpanuu Bonarorpaackol obnactu

[MPWJIOXEHME 4

Kk HWHCTpyKnMu nmo a€aonpoOH3BOACTBY
B yIOpaBlieHUH [enaMu AIMHHUCTpALUU

Bonrorpaackoit obiaactu

®OPMbI

JKypHAJIOB

KYPHAI

Ne Hawnmeno- Hata Jara HammenoBanue Konu- Cepus
0/n | BaHHE BHJA HOCTYII- U HOMED OpraHu3allud — 4ECTBO U HOMEpa
OnaHka JICHHUS COIIPOBO/IH- [IOCTaBIIMKA 9K3eMI- | repOOBBIX
TEJIBHOTO OnaHKOB JISIpOB OmaHKOB
JOKyMEHTa
1 2 3 4 5 6 7




XYPHAI

ITpopomxenne npunoKeHus 4

yeTa BbIIa4u repOoBbIX OaHKOB YNOJTHOMOYEHHBIM JIMIAM CTPYKTYPHEIX
HOApa3esIeHNH yrpaBiieHus nenaMu AqMuHHCTpauud Bororpaackoit o6aactu

No Jarta Hawmmeno- Iomysarems | @amumus, | Homxsocts | Komiaue- | ommmcs | [lpuve-
I/I1 | BBIIaY4 | BaHWE BUJiA OaHKOB UM, TOJyJatelist | CTBO HoNydya- | 4aHue
OnaHKOB |  OnaHKOB (cTpykrypHOe | oTdyecTBO | ONaHKOB | OJNIAHKOB, | Teym
HoJipazziefieHue) | moiryda- cepus | OMaHKOB
TETs " U nara
6naHKOB HOMeEpa
OrankoB
1 2 3 4 5

Ml



I[MPUJIOXEHMUE 5
Kk MHCTpyKIMH 1O JENONPOU3BOACTBY

B yIpaBIeHWH JenaMd AJMHHHUCTpPALUU
Bonrorpaackoii obnactu

®OPMA

AKTa YHHYTOKEHHSI repooBbIX 0/IAHKOB J0KYMEHTOB
¢ Bocnpoussenenuem I'epoa Boarorpaackoii odjiactu

VTBEPXJIAIO

(IOIHKHOCTE JIMLA, YTBEPAUBIIETO aKT)

(moanuce) (ununmansl, haMImsg)

(nata)
AKT

00 YHUUTOXXCHHUHU OJIaHKOB JOKYMEHTOB B YIIPABICHHH JICIIAMH
AjmunrcTpanud Bojrorpaackoi 061acTH ¢ BOCIIPOU3BENEHUEM
I'ep6a Bonrorpanckoii obiaactu

T. Bonrorpan No

KomMuccus B cocTase:

N.O.Oamunms - HAaUMEHOBAaHUE JTOKHOCTH
HN.O.Pamuinus - HAUMEHOBaHNe JODKHOCTH
N.0.Oamunus - HAUMEHOBAHHUE JTOKHOCTA

(baMuun B annpaBUTHOM MOPSIKE)

IIpOBEIa MPOBEPKY HAJIWYHS, UCIIOJIH30BAHUS M XpaHEHHs OJIaHKOB JOKYMEHTOB
¢ BocmpousseeHuemM ['epba Bosarorpajckoit obnactu (mamee HUMEHYIOTCS —
repboBbie ONaHKW) B yIpaBIeHWH Aenamu AnMuHHCTparun Bonrorpanckoi
o0OJactH 3a rof.

ITo uToram MpoBEepKH KOMHUCCHS ITPOU3BENA OTOOP Il YHHUTOXEHHUS KaK
OPUINEAIMUX B HETOOGHOCTH B IPOIECCe WCMOJIb30BaHUS  CIENYIOUIUX
IPOHYMEPOBAHHBIX repOOBBIX OJIAHKOB:

1. bnanku mucem ympaBineHus aenamMu AaMuHHCTpanuu Bonrorpaackoi
00J1aCTH C MPOOIBHBIM PACTIONOKEHNEM PEKBUZUTOB 9K3.,

HoMepa OJIaHKOB:




[Tponomkenne NPUIOKEHUS S

2. branky muceM ympaBiieHUs Aenamu AIMHHHCTpanuu Bonrorpanckoi
00J1aCTH C YTJIOBBIM PaclONOXEHUEM PEKBU3UTOB 9K3.,

HOMepa OIaHKOB:

Bcero momiexar yHUUTOKEHHIO KOPOOOK repOOBBIX OJTaHKOB.
3amucH aKTa ¢ y4eTHEIMH HOMEpaMH repOOBBIX GJIaHKOB CBEPEHHI.

YjieHbl KOMUCCHU

(nomnucs) (1.0.Damunus)
(moamuce) (1.0.Damumus)
(roxnucs) (N.0.Qammnust)

Iocne yTBEpXKAEHHS aKTa MepeurcIeHHble TepOOoBble OJIaHKH IOIHOCTBIO
YHHYTOXEHBI ITyTEM COXOKEHHS " " 20 1.

YreHsl KOMUCCHH:

(noanuce) (U.0.®amunus)

(moamuce) (1.0.®ammnus)

(noanuce) (1.0.Damunusn)

Mml



IMPUJIOXEHME 6

K MHCTpyKIMH 10 JelIONPOU3BOACTBY
B YIOpaBICHHH IenaMi AIMHHHCTPAlHH
Bosnrorpaackoit obmactu

OBPA3EI]

odopmiienus MpoeKTa 3aKkoHa Bororpaackoii o6jacTu

Buecen I'yOepaaropom
Bororpaackoii obnactu
IIpoekr

3AKOH
BOJITOI'PAACKOU OBJIACTH

OG0 apxuBHoM aese B Boarorpajckoi odiacTu

Hacrosmuii 3akoH peryampyer OTHOIIeHHs B cdepe opraHusanuu
XpaHEHHs, KOMIUIEKTOBAHHS, YI€Ta ¥ HCIONb30BaHUS JOKYMEHTOB apXMBHOIO
¢donma Bonarorpaackoii 006IacTd ¥ JPYrHX apXUBHBIX NOKyMEHTOB HE3aBHCHMO
or ux (opmM COOCTBEHHOCTH, a TaKXe OTHOIIeHHs B cdepe ympaBleHHs

apxXHBHBEIM JieIoM B Bosrorpanckoii obmactu B uHTEpecax rpaxkiaH, oOIiecTBa
1 TOCYJIapCcTBa.

Cratps 1. OcHOBHbIE HOHATHS, HCIIOIb3yeEMbIE B HACTOSIIIEM 3aKOHe

B Hacrosmem 3akoHe HCTIONB3YIOTCS CIENYIOLIUE OCHOBHbBIE OHATHS:
(naree TEKCT HE PUBOAUTCS).

I'ybepnatop
Bounrorpajckoit obnactu N.O.@amumnms

[TonroToBieH KOMHTETOM KYJIETYPHI
Bonrorpazackoii odbmactu
05 ceHTa6ps 2016 1.

Ml



I[NTPUJIOXKEHUE 7

K MHCTpyKUMH 1O J€JONPOU3BOACTBY
B YIpPaBICHAHW JETaMH AJIMHHUCTPALUU
Bonrorpaackoit obnactu

OBPA3IIbI

ojopM/IcHHs NPOEKTOB NPaBoBhIX aKkToB ['ydepuaTopa
Boarorpajackoii 06JacTH, AAMHHMCTPANMH
Boarorpajackoii 00;1acTH

NNOCTAHOBJIEHHE
T'YBEPHATOPA BOJII'OI'PAJICKOM OBJIACTH

06 yTBepxaeHNH T1opsika OCYIIeCTBIeHHs KOHTPOIL 3a COONII0IEHHEM
OpraHaM{ MECTHOrO caMoympasiieHus: Bonrorpaackoi obnactu
3aKOHOJIATENLCTBA O IPaJOCTPOUTEIBHON AEATEILHOCTH

B cootserctBum ¢ DepmepanbHbiM 3akoHoM OT 06 okTabps 2003 r.
Ne 131-®3 "O6 oOmmX MPUHIKINAX OPTaHU3ALUN MECTHOI'O CaMOYIpPaBJICHHUS
B Poccuiickoit ®enepanun”, I'pagocTpontenbHbIM KopekcoM Bonrorpanckoii
objlacTH MOCTAaHOBIIAIO:

1. VYrBepmute mnpmiaraemerii I[lopsmok OCYIIECTBICHMS KOHTPOJIS
3a COOIOZEHMEM OpraHaMi MECTHOTO caMoyIlpaBieHus Boarorpaickoii
00JI1aCTH 3aKOHOMATEILCTBA O TPAIOCTPOUTENBHON NEATEILHOCTH.

2. Ilpu3HaTh yTPATHBIINM CHJIy MOCTaHOBIEHHE | aBpl AMUHHCTpAUH
Bonrorpanckoiit oonacti ot 02 HosiOps 2007 r. Ne 1874 "OO yTBepxaeHuu
TMomoxenuss ©  KOHTpPOJe 3a  COONIONEHHEM  OpraHaMH  MECTHOIO
caMmoympasieHus Boarorpagckoif o0nacTu  3aKOHOJATENbCTBA O  Ipano-
CTPOMTEILHOU JAeSTeNEHOCTH" .

3. Hacrosiee nmocTaHOBJIEHHE BCTYIIAECT B CHILY CO JHS €ro MOANHMCAaHHusA
Y MMOJICKUT OQUIINATIHBHOMY OITy OJTMKOBaHUIO.

['y6epnatop
Bonrorpanckoit obnacta N.0.®amunust



Iponomxerue NpunoxKeHus 7

PACIIOPSOKEHUE |,
T'YEEPHATOPA BOJII'OI'PAJICKOU OBJIACTU

06 o6pasoBanuy pabodeil rpymmsl 1o IposeneHuto B Boarorpaackoi obractu
Bceepoccutickoit akuuu "Amnes Poccun™

B mensx opraHusanid M TPOBEACHHsS pETHOHANBHOro srtama Bceepoc-
cuiickoit akuuu "Asies Poccun":

1. O6pasoBars pabouyio Tpymiy IO NpOBeAcHHIO B Bomrorpanckon
obnactu Beepoccniickoit aknuu "Asnes Poccun” (nanee nMenyercs — padbodas
IPyIIIa) ¥ YTBEPAUTh €€ COCTAB COTTIACHO MPUIIOKEHHIO.

2. PaGoueii rpymme go 15 mas 2014 r. pa3paboTaTe U yTBEpAMTEH IJIaH
MEPOIPHATHIA [0 NpPOBEACHHI0O B Bomrorpaickoid o001acTH pPernoOHAILHOrO
srana Beepoccuiickoit akuun "Ases Poccun”.

['y6epuaTop
Bonrorpanckoit o6nactu N.0.Oamunus



IMpoobKkeHIe IPUIOKEHHS 7

IIOCTAHOBJIEHHE
AIIMUAHUCTPAIIMK BOJIT'OI'PAJICKOU OBJIACTH

O KOHKypCe Ha JIy4lllee COCTOSIHUE YCIOBUM M OXPaHbl TPyna
cpenu opraamsanuit Bonrorpanckoit obnactu

B menix peanm3alldM TOCYNAapCTBEHHOM IONMTHKM B obnactu
OXpaHBl TpyJa Ha Teppuropuu Bonrorpaackodl obnactd AJMHHHUCTPALKS
Bonrorpamckoit obnactyu TOCTaHOBI A€ T:

1. IIposectu B 2015-2016 rogax KOHKYPC Ha JIydllee COCTOSHHE YCIOBUH
M OXpaHBI TPyJa cpenu opranusanuii Bonrorpajackoi o6mactu.

2. YTeepauth npunaraemoe Ilonoxenune o KOHKypce Ha JIyqiliee COCTOSHNE
yCIIOBHIA M OXpaHbl TPy[a Cpeau opraHu3anuit Bonrorpajackoi obnacty.

3. PexoMeH10BaTh OpraHaM MECTHOTO CaMOYIIPABICHHS MYHUIMIAIBHBIX
palioHOB M TOPOJICKHX OKpyroB Bomrorpaackoii obmacta OpraHu3oBath
IpOBeJIeHHe KOHKypca Ha Jydlllee COCTOSHUE YCIOBHM M OXPaHbl Tpylxa cpenu
opranu3anwii Bonrorpaackoit o6nactu.

4. Hacrosiee OCTAaHOBJIEHHE BCTYIIAET B CHITY CO IHS €ro OQHIUAIBLHOTO
OImyOJTMKOBaHUS.

I'yGepHaTop
Bonrorpaznckoit obnacTu N.O.®amunus

Ml



IMPUJIOXEHHE 8

K MHCTpyKIMH 10 JeJIONPOU3BOACTBY

B YIPaBIE€HUU JenaMu ATMHHHCTPALUU
Bonrorpaackoit obnactu

POPMA

BJIAHK

COIJIaCOBaHMs NIPOEKTA IIPHKa3a YIpaBIeHHS JeJilaMi A IMUHUACTPALMH
Bonrorpaacko#t obnacti

0/IaHKA COIJIaCOBAHHA npaBoBoOro aKkra

BHECCHO
HaumenoBanue 3annmaeMas Damuns, 3aMeyaHuA Hara
OpraHHu3aIun JOJDKHOCTD HMs, OTYECTBO | IO MPOEKTY | M MOIIHCH
IpHKa3a
1 2 3 4 5

Ilpumeuanne: Ecnu Busupylommii He cormaceH ¢ mnpoekToM, B rpade 4 CTaBHTCA TOMeTKA

"cM.3amMeyanns", a MOAPOOHBIE 3aMEUaHUs M3NAraioTcs Ha GJNAHKE COOTBETCTBYIOILENO
oprana (OpraHM3alyK) ¥ IPUIATAIOTCS K OPOEKTY MPUKA3a,

{momxKHOCTB)

(mara).

(tenedon)

Mml

(noAmnuck)

(wHunMane:, pamunus)



IMPUJIOXEHME 9

K MHCTpyKIIMM II0 JEJIOMPOU3BOACTBY

B yIOpaBlIeHUH [enaMu AJMHHUCTPAlHU
Bonrorpanackoi#t obiactu

®OPMA

JYPHAJIAa PErHCTPANHH NPHKA30B

KYPHAI

pErHCTpalMi IIPUKA30B YIPaBICHHUS JeNaMi AIMUHUCTPAIMH
Bosnrorpanckoit oonactu

Hara Howmep 3aroJ0BOK IIpUKa3a IIpumeuanue
IpUKa3a
1 2 3 4

M1



I[MPUJIOXKEHMUE 10

K WHCTPpYKIMH 1O JEJIOIPOU3BOLACTBY
B yIpaBleHUH NeNaMu AIMHHUCTPAUN

Bonrorpazackoit obnactu

POPMA

peecTpa pacchblIKH

Peectp paccruiku

(HaMEHOBAHWE M PEKBHU3UTHI TOKYMEHTA)

No HanmeHnoBanue anpecara [TouToBEIN anpec KonuuectBo
/11 HK3EMILISIPOB
1 2 3 4
1.
2.
3.
4.
5.
JIOIKHOCTD N.O.Pamunusg

Ml



IMPUJIOXEHMUE 11

K HMHCTpyKIMH 110 [€IONPOU3BOIACTBY

B yIOpaBlieHMH [enaMu AJMHHHCTpALUU
Bonrorpazackoi obmactu

OBPA3EI]

odopMIIeHHN TPHKA3A YIPABJICHHS AeIaMH AJMUHUCTPAaLHH
Boarorpajackoii 06;1acTu

I'ep6
Bonrorpaackoi
obactu

YIIPABJIEHUE JEJIAMU |,
AIIMUHUCTPAIIMU BOJITOI'PAJICKOU OBJIACTHU

IMMPUKA3
Ne

Bouirorpag

O6 yTBepx)aeHUU UU(PPOBBIX MHAEKCOB CTPYKTYPHBIX [IOAPa3ACICHUN
yIpaBJIeHUs J€IaMUA ¥ HOMEHKIIATYpHl A€l

B coorBerctBurm ¢ OCHOBHBIMH IpaBHJiaMH pabOThl  apXUBOB
opranuszanui, omobpenusix peinenneM Komermu Pocapxua or 06 ¢eppans
2002, mpUKa3blBalo:

1. YTBepauts:

MG POBBIE HHAEKCH CTPYKTYPHBIX MOApa3eleHIi yIpaBIeHUs 1eTaMu;,

HOMEHKJIATYpy JeN YIPaBICHUS JCIaMH.

([lanee TeKCT HE IPUBOAUTCS).

Ynpasnstonmii qenamu MOANUCH N.0.®amunus



O3HaKOMIIEHEI

[Tpoaomxkenue npunoxenus 11

®OPMA
060pOTHOIi CTOPOHBI 0JIAHKA NPHKAa3a YNPaBJIeHHUHA [le1aMH

No

HauMeHOBaHHE JOHKHOCTH

Ioamnuce

PacmmudpoBka
HOJNCH

Jlata

[Tpumeuanus

w| B W N

Ml




IMTPUJIOXXEHMUE 12

K MHCTpyKuMM 0O JeTONpOH3BOIACTBY

B YIpPaBICHUU JejlaMi AJIMHHHCTPAIMH
Bonrorpaackoii obnactu

®opma THCTA 03HAKOMJIEHUA ¢ MPHKA3ZOM

JIucr o3HaKOMIIEeHUS

(HaVIMEHOBAHHE M PEKBU3HTHI JIOKYMEHTA)

HanmenoBanue JAOJDKHOCTH

Ioanuce | Pacmudporka | J[ara | I[lpumeuanus
HOJITHCH

Ml




[MPUJIOKEHMUE 13

K MHCTpyKumM 1O J€JIOTPOH3BOACTBY
B yIpaBiIeHUH IeNaMu AJMUHUCTPANUU
Bonrorpaackoit obnactu

POPMA

TCJICIrpaMMBbl

TEJIETPAMMA

350014, I KPACHO/JIAP,
VYILKPACHAA, .35

YIPABJLIOUIEMY JNEJIAMUA
A%[MI/IHI/ICTPA 414!
KPACHOJAPCKOI'O KPA

E.A.HIEITAHOBCKOMY

TEKCT IIMIIETCS ITPOITMCHBIMUY BYKBAMU

VIIPABJIAIOIVI JEJIAMU
AIIMUHWCTPALIMN
BOJITOI'PAZICKOU OBJIACTU

N.0.0AMUNIINA

OT No

npocm.um.B.1.Jlennna, 1.9,

Bonrorpan, 400098,

ﬁnpasne}me JieraMu AIMUHUCTPAIIUH
OJITOTPaACKOM 06macTu

Ynpapngouui genamMmu
AJIMUHHUCTpAIUH
Bonrorpancko# obnacta

Ml

N.0.damusius



IMPMJIOXEHME 14

Kk MHCTpYKIMH 1O [JEJNONPOU3BOACTBY
B yIOpaBiieHUH JejaMu AJMHHHCTPAlUU
Bonrorpaackoit o6nactu

®OPMA

JAOBEPEHHOCTH YIPABJICHHS AeJaMH AIMUHACTPAIHH
0JIFrOrpajcKoH 00/1aCTH

['EPb

VITPABJIEHUE JEJIAMU
AIIMUHUCTPAILIMA
BOJII'OI'PAJICKOU OBJIACTU

um.B.W.JIenuna npoci., x1.9, Bonrorpaz, 400098.

Ten.(8442) 30-75-80. Daxc (8442) 30-76-80.
E-mail:kancel@volganet.ru
OKTIIO 06873485, OI'PH 1173443004932,
HWHH/KIIIT 3444263293/344401001

No

B

JOBEPEHHOCTD

Vnpapnenue jenamu  AMUHECTpamuu — Bonrorpaackod  obmactu
JHIE yIpaBiIsomero nenamu AnMunHucTpaumy Bonrorpaiackoi obmactu

>

(1M1, OTUECTBO, PaMUITIS TIOMTHOCTEHIO)

NEHCTBYIOIEro Ha OcHOBaHuUM [lomoxkeHMs 00 ympaBlIeHHM J€JaMU
Anvunuctpanuu  Bonrorpanackoit  o0nacTd, yTBEpXKIEHHOIO IOCTAaHOBIICHHEM

['ybepuaropa Bonrorpanackoit obnactu

]

(maTa ¥ HOMEp TPaBOBOTO AKTA)

YIIOJTHOMOYHBACT

(HauMeHOBAHUE JODKHOCTH NIWIIR, KOMY BBIIAETCS JOBEPEHHOCT,

HM3l, OTUECTBO, (paMMUTHA HOMHOCTEIO, HACTIOPTHBIE IAHHLIE)

Ha

J171st BBITTOIHEH ST BBIIICYKa3aHHOW(BIX) QyHKIMH (TTOTHOMOYHIL)

(M1, OT4eCTBO, PaMUIUS TOMHOCTHEO PAGOTHUKA YIIPABJICHS ISIAMH, KOMY BBIIACTCS IOBEPEHHOCTE)

IPEeIOCTABIsIeTCs TMPaBO OT WMEHH YIPaBIEHHUS JAenamMM AJMHHHCTPalUH
Bonrorpanckoii obnactu

[ykaspiBaroTcs GyHKLIH (TTOTHOMOUHS)]

JloBepeHHOCTDH BBIZJaHa CPOKOM Ha

(cpox neiicTBYS IOBCPEHHOCTH)

Vnpasisroluii genamu IIOJIIHCH MHUIUAIEL, paMius

mi



IMPUJIOXEHME 15

Kk WHCTpYKIMH 10 JAEONPOH3BOACTBY
B YIpPaBIE€HUH JIeNaMd AIMUHUCTPAKN
Bonrorpaackoit obnactu

®OPMA AKTA

AKT

00 OTCYTCTBHHM JOKYMEHTOB WJIH OOHAPYKEHHH BIOXKEHHH
B [IOYTOBBIX OTIPABJICHUIX

Mecrto cocraBieHUsa
Bpems cocraBienus

Hacrosumii akT cocraBieH HAMU

(dbamunus, IMs, OTYECTBO, HOMMKHOCTE)

B TOM, 4YTO IIPH BCKPBITHHN KOHBEPTA C HOYTOBBIM OTIIPABIICHUEM, IIOCTYIIUBIINM
oT

B HEM!
HE OKa3aJIOoCh

5

[camoro moxkymenTa (OTAEIbHBIX CTPAHMUIL), MATCPHANIOB, YKA3aHHBIX B IPIOKEHHH]

oOHapyXeHo
[meHEXHbIE 3HAKH, LIEHHBIE GyMarn WM WHbIE JOKYMEHTHI (BELIM, MATEPHAJIbHBIE LIEHHOCTH),

HE YKA3aHHLIE B MTPHIOKEHHH |

Hacrosmuit akT COCTaBieH B 2 3K3eMILISApax, U3 KOTOPHIX:

3k3. Ne 1 ¢ mpuioyxeHreM JIMIIeBOHW CTOPOHEI TaKeTa — B agpec;
9k3. Ne 2 — B freso.

Jlara
Ionmucu

M1



I[MPUJIOXEHHUE 16

K VHCTpYKIHMH TIO JeJIOTNIPOU3BOACTBY
B YIPaBJICHHH NenaMd AIMUHUCTPALNH
Bonrorpanckoit obnactu

POPMA

3aKa3a Ha BBINOJHCHHEC KOMHPOBAJbHBIX pa60T

3AKA3

Ha BBIIOJIHEHHE KOMUPOBAIBHBIX PaboT

HHueKc CTpyKTYPHOTO TTOIpa3AeiCHUs

damMmuus 3aKaszyuka

Ne renedona

Bun noxymeHnra

KomnnuectBO
JIUCTOB

KosmmuecTBo
3K3EMILISPOB

Jlata u Bpemsi cgauu

IHoamuce 3aka3zunka

M1



IIPUJIOXXEHUE 17

K MHCTpyKIMH 1O JeJIONMPOU3BOACTIBY
B YIPaBICHUU JeNaMd AIMHHHUCTPAIHH
Bonrorpanckoii obnactu

DPOPMA

HOMEHKJIATYPBI [1eJI CTPYKTYPHOTO I0ApAa3/ie/IeHUs] YIPABJICHUSA JeJIAMHU
AamuHucTpanuu Boarorpaackoii o6iactu

YupasjeHue aejamMu
AIMUHHCTPAIHH
Boarorpaackoii obaactu

(HaUMEeHOBaHUE CTPYKTYPHOTO MOApPA3ACICHHUS)

HOMEHKJUIATYPA JIEJ
Ne
Bosnrorpan
Ha rox
WNupexc 3aroJIoBOK Jena KonuuectBo Cpoxk xpaHeHus [Ipnmedanue
Jiena TOMOB (JacTeif) nena u Ne crateit
0 IIEPEYHIO
1 2 3 4 5

HasBanmue pasnena

(HaMMEHOBAHUE JOMMKHOCTH PYKOBORUTENSA

CTPYKTYPHOTIO MOAPA3ACNICHH)

(nata)

(HaI/IMGHOBaHI/Ie JOJNDKHOCTH JIMLA,

OTBETCTBCHHOIO 34 ACJIONPOU3BOACTBO

B CTPYKTYPHOM TO/Ipa3ieicHAN)

(nara)

(moanuch)

(uHUNMANE], paMuiTHs)

(mommuce)

(vaunpael, damuims)



[Tpogomxenue mpuiloxenus 17

HroroBag 3amuch O KaTeropusiaxXx M KOJIUYCCTBE IeJl, 3aBCOCHHbIX

B rofy B CTPYKTYPHOM NOJAPa3ACICHUH.
ITo cpoxaM xpaHeHUs Bcero B Tom uricne
MEPEXOIALIMX C OTMETKOH
||9HK"
1 ] 2 3 4
ITocTosHHOTO
Bpemennoro (csbmie 10 seT)
Bpemenrnoro (o 10 eT BKIIOYHTENBHO)
UTOI'O
HavajasHUK 00Iero orjena
ynpaBJieHus JeaaMu AIIMUHACTpalK
Bourorpanckoit obnactu
(noanucs) (vHunpaner, GaMunms)

(nmata)

WTOroBbie CBEIEHHS MeEpefaHbl B CEKTOp apxXWBa OOLIEro OTaena
yIpapsieHns nenamu AfMUHECTpanuy Bonrorpanckon obnacty.

(HanMEeHOBaHUE TOJKHOCTH JIULIA, (moonuce) (vHMuHaE], haMunms)
MePEeNaBINero CBEICHHUs)

(nara)

Ml



I[MPUJIOXEHUE 18

K HHCTpyKIMH 1O IENIONPOU3BOACTBY
B yIpaBleHHH IenaMH AJMHHHUCTpPaALUU
Bonrorpaackoit obmactu

®OPMA

CBOJHOI HOMEHKJIATYPBI e yIpPaBJICHHUs AeJIaMH
Anmunuctpanuu Boarorpajackoi odnacTu

YnpasiaeHnne ae1aMu
AIMHHHCTPaUHHA
Boarorpaackoi ob61acTi

CBOAHASI HOMEHKJIATYPA JEJI
Ne

(MeCTO COCTABIICHMS)

YTBEPXJIAIO

VYmpasnsiiomui renamu
AJIMUHHECTpALU
Bonrorpazackoit odnactu

Ha ron
(noamnucs) (uuuIuansl, GaMunus)
(nata)
Hnpeke 3aronoBok jiena | KomudectsBo aen Cpoxk xpaHeHHA IIpumedanue
ziena nena u Ne crateit
10 MEPEYHIO
1 2 3 4 5

Haspanue pasnena

| |

| |

HauanbHuk of1ero orena
yIpaBJeHUs J1e1aMu AIMUHUCTpALK
Bosnrorpanckoii ob6aactu

(nara)

3aBelyONIUi CEKTOPOM apXHBa
001IeT0 OT/IeN1a yIpaBICHUs JIejlaMU
Anmunnctpanuu Bonrorpaickoit obnactu

(nara)

COI'JTACOBAHO

ITpoToxon OK ynpasneHuUs
nenaMu A IMUHHCTpaIii
Bonrorpaznckoii o6nactu

or No

(noamuck) (unuumanel, bamunus)
(oxmnuce) (uuumane, GaMuus)
COI''TACOBAHO
IIpoToxon SIIMK

KOMHUTETA KYJIbTYPHI
Bonrorpaznckoii obnactu

oT No



IIponomxenue npunoxeHus 18

Hrorosas 3ammch o KaTCTOpHsAX H KOIHYCCTBEC [A€JI, 3aBCACHHBIX

B rofly B yIpaBJeHHH JenaMu AaMuHucTpauuu Bonrorpaackoii obmactu
ITo cpokam xpaHeHUA Bcero B tom uncne
TIEPEXOISIIHX C OTMETKOH
"SHK"
1 2 3 4
[TocTostHHOTO

Bpemennoro (cBrie 10 jeT)

Bpemennoro (fo 10 JieT BKITIOYHTENBHO )

HUTOI'O

HavanpHuK 00mero oraena
yTpaBJiCHUS fefaMid A TMAHUCTPAIMK
Bonrorpanckoii obnactu

(roanuch) (unUIMANEL, haMUTUs)
(mara)
3aBeayroIuii CEKTOPOM apXKBa
o0miero oT/iesia yrpaBiIeHUS JACTaMu
Anmunuctpauuu Bosrorpaackoit obnactu
(moamuce) (vBuIMane, GamMIys)

(nara)

Htorosrie CBCIACHHA nepcaadbl B rocyiapCTBCHHOC Ka3CHHOC

yUpEKICHHE Bororpanckoit obnactu "T"ocynapcTBEHHBIN apXHuB
Bonrorpanckoit obmactu".

(HauMeHOBaHHE NOMKHOCTH JIHIIA, (noaruce) (uHuumanei, pamunus)
MEPEAABLIETO CRCACHUA)

(nata)

M1



I[MPWJIOXEHME 19

K VHCTpyKIMM 1Mo Aenompon3BOACTBY
B YIIPaBJICHUH JellaMi AJTMUHUCTPALH
Bonrorpanckoit obnactu

O®OPMA

00JIOKKH JeJia

I'ocynapcTBeHHOE Ka3eHHOE yupexxaeHue Bonrorpanckoii obnactu
"TocynapcrBenubii apxus Bonrorpaackoi obnactu"

YopapieHue aenamu AnmunucTpanuu Boarorpajickoun obactu

(HAMMEHOBAHUE CTPYKTYPHOIO TIO/IPA3/AENCHHS YNPABICHI AeNaMu A IMUHUCTPAINH
Bosrorpaackoii oGnacth)

AEJIO Ne TOM Ne

(3aroJI0BOK J€a)

(kpaiinue mathl)

Ha JucTax

XpaHUTh

. Ne
Om. Ne
. Ne

Ml



I[MTPMJIOXEHME 20

K HMHCTpyKIMEH 10 [eIOnpON3BOIACTBY
B YIPaBICHUH JeNaMu AIMUHHCTPAIHH
Bonrorpaackoit obnactu

POPMA

JHUCTA-3aBEPHTEIA JIC/Ia

JUCT-3ABEPUTEJIb AEJIA Ne

B nene moammTo u NpoHyMEPOBAHO sucT(OB),
(uudpamu 1 MPONKCHIO)
¢ Ne o Ne , B TOM YHCJIE:

JUTEPHBIE HOMEPA JIUCTOB
[IPOIIYLIEHHBIE HOMEpPA JINCTOB
+ JINCTOB BHYTPEHHEN ONHUCH

OcoOeHHoCTH (PU3UYECKOr0 COCTOSHHUS Howmepa nuctos
1 hopMupOBaHus J€1a
| 2
(HauMeHOBaHKe TOJKHOCTH JIHIIA, (noariuce) (uuuimaner, GaMuims)

0(OPMUBIIETO JIUCT-3aBEPUTEND)

(nara)

Ml



MPUJIOXEHHE 21

K VHCTPYKIHMH TIO JelIONPOU3BOACTBY
B yIpaBlieHHH IelaMu AJMHUHHACTpAlUU
Bonrorpanckoit obnactu

®OPMA

BHYTpPeHHeii OICH JOKYMEHTOB JieJ1a

BHYTPEHHSIS1 OIINCH
AOKYMEHTOB Jejia Ne

Ne | PerucTpaniuoHHBIN Hata 3aroJjioBOK Homepa | Ilpumeuanue
/o HHJIEKC JOKyMEHTa JOKyMeHTa JUCTOB
JOKYMEHTa aena
1 2 3 4 5 6
Hroro JIOKYMEHTOB.

(undpamMu 1 IPOLIUCHIO)

KonuvecTBo JMCTOB BHYTPEHHEH OMUCH

(umdpamMu ¥ MPOIHCHIO)

(HauMeHOBaHHe JOKHOCTH JINIIA, (noamnucy) (unuIMAanel, haMuIus)
COCTABMBIIETO BHYTPEHHIOIO OMUCH

JOKYMEHTOB JIeJia)

(naTa)

Ml



IMTPUJIOXEHUE 22

K MHCTpyKIMH 1O JeNONMpOU3BOACTBY
B YOPaBICHUU JNEeIaMH AIMHHHUCTPAIMH
Bonrorpanckoii obnactu

POPMA

JUCTA-3aMECTHUTEIA JOKYMEHTA

JINCT-3AMECTUTEJb JOKYMEHTA

Bunx nokymenTa 4 nara Ne

ABTOp

3aroJIoBOK (MK KpaTkoe COAep)KaHue JOKYMEHTA)

Brinnan

(mata BbIIAUM, KOMY BBIJAH)

OcHoBaHue I BbLIa4yu

(npu4uHa BRIAYH JOKYMEHTA)

Brigan Iomyunn

(moanuck, uHuLMankl, GamMuIus) (moanucs, nHULHAIE, haMuTKs)

Ml



IMPUJIOXEHME 23

K HMHCTpYKIME 1O [J€NONPOH3BOLACTIBY
B YOPAaBJICHUU AECNaMH AIMUHUCTPALMH
Bonrorpanckoit obnactu

®OPMA

ONHCH JIeJl CTPYKTYPHOI0 MOApa3AeeHus1 YIPABJIECHHA J€I1aAMH
Aavmunuctpannn Boarorpaackoi o6nacTn

VYnpasnenue nenamu
AnMuHHCTpaInu
Bonrorpanckoii o6mactu

(HAaUMEHOBAHUE CTPYKTYPHOTO

NIOIPA3ACIICHHUS )
OIINCDH Ne
pI{SA) |
Ne | Hunexc nema | 3arosioBok Kpaiinue | Konmgectro Cpok IIpumeuanue
1/ Jiena JIaThI JIACTOB XpaHEeHUs
1 2 3 4 5 6 7
HazBanue pasznena
B JaHHYIO OIIUCh BHCCECHO p1{A) |
(uudpamMu U APONHCHIO)
c No mo Ne , B TOM YHCJIE:
JUTEPHBIE HOMEpA:
[IPONYILIEHHBIE HOMEpa:
Hanmenosanue DOMKHOCTU
PYKOBOIUTENS CTPYKTYPHOTO
noJipasieneHus
(noanuchk) (vuHHMIMAEL, (paMMITHs)
Ilepenan nen
(ndpamu 1 IPOBUCHIO)
(HauMeHOBaHMe JOJDKHOCTH JIMLA, (rionnuce) (uHuimansl, pamunns)

TIepeiaBIIero Aesa)

[Ipunsin zen
(undpamu u nponucko)

(HaUMEeHOBaHME NOMKHOCTH JIMLIA, (moanuck) (MHMUMANTLL, (hamMHIMs)
TIPUHSBLIETO JE/a)

(mata)

M1



[MTPVJIOXEHME 24
Kk VHCTpyKIMH 1O JEIOIPOU3BOACTBY

B YOpPAaBICHUM JelaMH AIMHHHCTPaLUH
Bonrorpackoit odnacTu

®OPMA

OIINCH €1 NOCTOAHHOI'O CPOKAa XPaHCHUSA

YipaneHue AenamMu VYTBEPXIAIO

ATMHUHHCTpALIA

Bonrorpaackoit oonactu Yipapnsromui aejiaMu
AnMHUHUCTpALIIA

Bonrorpaackoit 065nacTu

(moamnucsy) (vHAUMAITEL, GaMUINT)
(mara)

®onp Ne
Omnuce Ne
JieJI MOCTOSIHHOI'O CPOKa XpaHeHUs
3a roa

Ne | HMupexc mema | 3aromnoBok gena | Kpaiinwe maTel Konuuectso [Tpumeyanue
n/m JIMCTOB

1 2 3 4 5 6

Hazpanue paznena

B nanHBIA pa3zien ONUCH BHECCHO Ien

(uudpamu U IPOITHUCEHIO)

c Ne mo Ne , B TOM UHCJIE:

JJUTCPHBIC HOMEPA:

IIPOMYIIEHHBIE HOMEDA:

(napMeHORaHME HOMKHOCTH JIMLA — (noamuce) (uHUIMAaNEL, haMunus)
COCTABHUTENS ONKUCH)
(HaMMEeHOBaHUE TOKHOCTH PYKOBOAUTENS (moamnucs) (MHALHANEL, haMHTHA)
apxuea)
COTI'JIACOBAHO YTBEPXJIEHO
[IpoToxon DK ynpaBneHus [IpoToxon IIIMK

aenaMu AIMUHUCTPaLAN
Bonrorpanckoit obnactu

~ (mara)

M1

KOMUTETA KyJIbTYPBI
Bomrorpanckoit obnactu

(mara)



Ypapnenue nenaMu
AnMuHUCTpAIH
Bonrorpanckoit o6nacta

ITPAUJIOXXEHUE 25

K MHCTpyKIMH 10 JeJIONpPOU3BOACTBY
B YIPABICHUM [ENaMH AIMHHHCTpPAIMH
Bonrorpanckoii o6macTu

POPMA
ONHCH JeJI 10 JINYHOMY COCTABY

VTBEPXJIAIO

Vpapnstomuit memamu

~ AnMunmCcTpanuu
Bonrorpazackoit oonactu

(noanwce) (MHVLIMANE], hamMuTHs)
(nara)

®onpg Ne
Omuch Ne
JI€JI TI0 IUYHOMY COCTaBY
3a roa

Ne WNuneke 3aronoBox Kpaiinue Cpok Komuuectro | Ilpume-
/T Jiena Jiena JIAThI XpaHEeHHS JIUCTOB YaHHE

1 2 3 4 5 6 7

B nannbIf paznen omucH BHECEHO Aen
(undpamu ¥ HPOMKUCHIO)

¢ No o Ne , B TOM YHCJIE:

JIUTEpHBIE HOMEpA:

IpONyIIEHHbIE HOMepa.:

(HanMeHOBaHHE TOMHKHOCTH JIML@ —
COCTABUTENS OTIUCH)

(HaUMEHOBaHKE JOKHOCTH PYKOBOIMTENS
apxuBa)

COI'JTACOBAHO

IIporokon K ynpaBnenus
JenaMyu AZMUHHUCTpaLUN
Bonrorpaackoii obnactu

(nata)

Ml

(nozanuce)

(uHHLMATB, paMpTs)

(monmuce)

COI'ZTACOBAHO

[Iporokon SIIMK
KOMHTETa KYJIETYPEI

Bonarorpanckoit obnactu

(nara)

(uHuumansl, damusus)



IMPUJIOKEHHE 26

K VHCTPYKIIMH TIO JIEIONPOU3BOJICTBY
B yOpaBIeHWH JeJlaMd AIMHHUCTpAIMN
Bonrorpajickoit obmactu

®OPMA

AKTa O BBIJCJICHHH K YHHUYTOXKCHHIO J1OKYMEHTOB,
He MOJICKAIUX XPAHCHHIO

AKT VYTBEPXJAIO
OT Ne .
Ypapnsrommi aenamMmu
O BBIZIENICHAN K YHUYITOXEHHUIO éﬂMHHHCTpamim 5
JIOKYMEHTOB, HE ITOIJIEXKAIIIX OJITOrpaaCKou 00IaCTH
XPaHEHHIO
P (moamnucs) (uHuMAsEL, hamMunus)
(nata)

Ha ocrHoBanum

(Ha3BaHI/Ie 1 BBIXOOHBIC NTAHHBIC NICPECUHA TOKYMECHTOB

C YKa3aHUEM CPOKOB HX XPaHEHH:)

0TOOpaHBl K YHUUTOXEHUIO KaK He UMEIOIINE HAyIHO-UCTOPUYECKON IIEHHOCTH
¥ YTPaTUBIIUE NMPAaKTHYECKOE 3HaUeHHE JTOKyMeHTHI poHma Ne

(na3panue poHza)

Ne | 3aromosox Fomwt Homep Howmep Konu- Cpoxu ITpume-
n/n nena OIHCH € AUHMUIL YeCTBO XpaHCHHS | YaHHe
(rpyrmoBoit XpaHeHus] eIUHHII U HOMepa
3aroJIOBOK IO OTIHMCH XpaHEeHUs cTareit
JIOKYMCHTOB) O TIEPEYHIO
1 2 3 4 5 6 7 8
Hroro €AUHUI] XpaHEHHUS 32 TOJIBI
(uudpamu U IPONHKCEHIO)
Onucu nen MOCTOSHHOTO XPAHEHUS 22 __TOHOLI YTREPKIEHEI,
a mo Jju4yHOMY cocraBy cornacosagel ¢ OIIMK komurera KymbTypsl
Bonrorpaackoit obnacti (mpoToKos ot No )
(HauMeHoBaHHE TODKHOCTH JIULA, (nmoanuce) (mHUTMANEL, haMUIHs)
IMPOBOAUBIICTO SKCIICPTU3Y HEHHOCTH
JOKYMEHTa)
(nara)
COI'JIACOBAHO

IIporoxon OK ymnpapieHus
aenaMu AIMUHUCTpAIiK
Bonrorpanckoi obnactu

OT Ne




IIpomomxeHue MpUiIoxKeHus 26

HOKyMCHTBI B KOJIMYCCTBEC pi(SH) |
(uudpaMu U HPOIIHCHIO)

BCCOM KI CIaHbI B

(HanMeHOBaHKE OPTaHU3ALIIN)

HA YHHYTOXKCHHE IIYTEM COXXKEHHMS IIO IIPHEMO-COATOYHON HAKIaqHOH
OoT Ne

(HanMeHOBaHKE JOKHOCTH JIMIIA, (mmoamuck) (uBHMaEl, aMuITH)
CHABLIETO JOKYMEHTHI)

(naTa)

H3MeHeHHs B yUeTHBIE JOKYMEHTBI BHECEHBI.

(HarMeHOBaHHE JOMKXHOCTH JIMLA, (noxnucs) (unurmanel, haMunus)
BHECIIETO M3MEHEHUS B YUETHBIC
JIOKYMEHTHI)

(mata)

Ml



ITPUJIOXEHUE 27

K MHCTpyknMM 1O [JeJIOIpPOU3BOACTBY

B YNpPaBIEHUM JenaMu A
Bonarorpazackoit obiactu

POPMA

MHUHUCTPaIlHHA

JKYPHAJIa yYeTa BbIJaYH JOKYMEHTOB JJIsl paboThl B apXHBe ypaBJIeHHs
Aenamu AamuHucTpanuu Boarorpaackoii o6aacru

No Hara | Apxu- | HaumenoBanue nokymenta | KoMy BhIian Pacnucka Iipnme-
/I | BBIJAYH HBIi JOKYMEHT B O3HAKOM- JaHHe
Jiena HOMeEp (pammms, JICHUH
niena HOJpa3/icliCHHE ) C IOKY-
MEHTOM
1 2 3 5 6 7

Ml




ITPHAJIOXXEHHE 28

K MHCTpyknMM 1O [AeIOmpOu3BOIACTBY

B yIOpaBJ€HUU JejaMud AJTMHHHCTPAIUN
Bouarorpaackoii odnactu

D®OPMA
JKYpHaJia y4eTa BBIJA4H [eJl H3 APXHBOXPAHMIHINA YIPABJICHHS AeJIaMH
Aamnuuctpanuu Boarorpaackoii o6iactu

No Hata | Apxus- | HaumenoBanue nena Komy Pacniucka Jata Pacmucka
/Il | BBIJAYH HBI BBIJIAHO JIETI0 | B MOJY- BO3BpaTa | B oOpart-

nena HOMEp (pamummus, YCHUH Jlena HOM
Jiena oJipasze- nena npueMe

JICHHE) Jiena

1 2 3 4 5 6 7 8

M1




[TPJIOXXEHHE 29
K MHWHcTpykuuy 1o Aenonpou3BOLACTBY

B YIpPaBJICHUU JeJaMu AIMUHHCTPAIUH
Bonrorpaackoii obnactu

POPMA

aAKTa 0 BbLJAAY€ J1€J1 BO BPEMEHHOC I10J1b30BAHHEC

Ne

O BbLAAQYC ACII BO BpEMEHHOEC IIOJIb30BaHUEC

(HauMeHoBaHUe OpraHU3aLUY,
ee ajipec, MOMTOBHII UHEKC)

OcHoBanue

Jns KaKoii ey BeIHatoTes ef. Xp. u3 honma Ne

(nazsanue Qonma)

Ne | Onuce Ne | Enunuiia 3arojoBoK Kpaiinne | KoamgectBo | [Ipumeuanue
n/m XpaHCHUS ¢ IUHHULIBL JaTh JIVCTOB,
Ne XpaHCHHS dbopmar
1 2 3 4 5 6 7
Bcero Beigaercs en.xp.,

(1mbpamMu # IPOMTUCHIO)

CpPOK BO3BpallleHUs .

I[e]la BbIJAHbI B YHOPAJOUYEHHOM COCTOAHWH, TOAMIUTHI, B O6JIO)KKaX,
C IPOHYMCPOBAHHBIMHU JINCTAaMHU U 3aBCPUTCIBHBIMH HAATIHCIAMH.

Ilonyuatenps 00si3yercss HE MPENOCTABISATH [€Na, IOJYYEHHEIE
BO BPCMCHHOC I10Ib30BAHUE, IIOCTOPOHHUM JIMIIaM, HE BbIIABATH 110 HUM KOHPIfI,
BBIMUCOK M CHOPaBOK, HE MyOJMKOBaTh IOKYMEHTHI 0€3 IHCbMEHHOIO
paspelleHnst yNnpaBleHus JenaMud AJMUHHCTpanuu Boirorpaickoit oGmacry,
BBIZIABIILIETO JI€Ia.

Ionmyuarens 00s3yeTcs BEpHYThH JAella B yKa3aHHBIM B HACTOSIIEM aKTe
CPOK B HAIJICKAIIIEM COCTOAHHH.

Iomy4atens npeaynpexaeH o0 OTBETCTBEHHOCTH 10 3aKOHY B CiIydae
YTpaThl Uik TOBPECKIACHU NOJTYICHHBIX BO BPEMCHHOC ITOJIB30BAaHKE .

Ynpapisronyid 1enamMmmu HavmmvenoBanue nommkHOCTH
AnMuHuCTpamm PYKOBOIUTEIIS] OPraHM3alMH-IOTyIaTelTs
Bonrorpanckoit obnactu
Iloanuce PacomgpoBka
Iloamnuce Pacmmdposka MOATIUCH
MIO/IMTUCH Jarta

JlaTa

I'epboBas nevyatsb ['epboBas neuaTs OpraHu3alluu
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Beigan nmena mo mOpydeHHIO YNMPABIAIOIIEro AenamMu AIMHHUCTpaLuu
Bonrorpaackoit o6nactu

(HAaUMEHOBAHKE IOIDKHOCTH PaGOTHHKA apXHBa ' (nonmuics) (pacwmppoBKa IOAIHCH)
VipaeieHus aenaMu)

(mata)

[IpuHs nena o Nopy4eHuIo pyKoBOICTBA

(HauMeHOBaHUE OpraHU3aINM)

(pyxoBoauTENb apXUBa OpraHU3aLuy) (noamuce) (pacindpoBka HOATHACH)

(mata)

Jlena Bo3BpalleHbl B TOJTHOM 00beMe U COXPaHHOCTH.

Cnann:
(JIKLI0, OTBETCTBEHHOE 33 APXUB OpraHH3aluN) (nomnucek) (paciundpoBKa MOAMUCH)
(nata)
IIpunsin:
(HaMMEHOBaHHE IOJDKHOCTH PaCOTHIKA apXHBa (nomnuce) (pacwmdporka noamMcH)

VripapneHus fenamu)

(nara)

Ml



KapThI-3aMECTHUTEIA A¢€j1a

I[MPUIJIOXKEHUE 30

Kk MHCTpYKUMH TIO JeJIOPOU3BOACTBY
B yIpaBICHHH [enaMH AIMHHHCTPalMH
Bonrorpaackoit oosactu

®OPMA

KAPTA-3AMECTUTEJIb JIEJIA

Hemno

Onucek

(Ne u HazBaHuE)

Donn

(Ne u Ha3BaHue)

(Ne u nazpaHue)

Brizano Bo BPCMECHHOC II0JIb30BAHUC!

Ne damuus, uMsi, OTIECTBO Hara Hata [Tonmuce IMonnuck
/T TOJIb30BATEIA BEIJIA4H BO3BpaTa | BBLAABIIETO | HOJTYYMBHIEIO
JIeJI0 JIeJI0
1 2 3 4 5 6

Ml
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K HHCTpykuMM TI0 JeJONpOU3BOACTBY
B YyIpaBJIEHUH IenaMud AIMHUHHCTpALUH

Bonrorpaackoit obmacTu

IIEPEYEHD

BHJAOB TOKYMCHTOB, CO3JaHHE, XPAHCHHE, HCNIOJIB30BAHHE KOTOPBIX

NPH OPTraHH3AIHA BHYTPeHHEH AeATEJbHOCTH B YIIPABJICHHH JA€1aMH

AMHHACTpanuu Boarorpaackoi 00J1acTH MOXKeT 0CYIECTBIATLCH
B 3JIEKTPOHHOM BHJe 6e3 1y0iHpPOBAHHSA HA OyMA:KHOM HOCHTEJIe

Ne Bun noxymenra Cpox XpaHeHHS
n/n ¥ HOMEp CTaTh
o [lepeusnro
TUIIOBBIX
VIpaBJieHIECKUX
APXUBHBIX
JOKYMEHTOB
1 2
1. TIlepenucka no opraHU3aIMOHHBIM BOIIPOCAM JESITEIBHOCTH 05 ner,
cTaThs 84
2. Ilepenmcka mo omnepaTHBHBIM IIPaBOBBIM BOIIPOCaM, B TOM HYHCIIE 03 roxa,
0 pa3bACHEHUH 3aKOHOIATEeNIbCTBA cTaths 194
3. Ilepenucka 1o BolpocaM INIAaHUPOBAHKS 05 ner,
cTaThs 296
4. KsapranpHble IUIaHBI pPabOTBI  CTPYKTYPHBIX MOApa3feleHHH 10 MHHOBaHHA
ynpaBneHus: Aenamu  AnMunuctpauuud Bonrorpaackoi obmactu  HamoOHOCTH,
(TONBKO TIPH HATUYHH T'OJOBHIX) cTaths 288
5. Ilnanel paboTHl CTPYKTYPHBIX IOJpa3leICHUH YIpaBJIeHHS AelaMH 0 MUHOBaHMS
AamuHucTpaimu Bonrorpazackoit obmacTu Ha Mecsl Ha100HOCTH,
cTarhs 288
6. OrtueTsl O BBINOJIHEHUN €XEMECSYHbIX IUIAHOB CTPYKTYPHBIX 01 rox —
HoJpa3/ieliecHuil ynpaBieHus AenaMu AJMUHMCTpaluu Boirorpaackoit TONBKO MpHU
obnactu HaJTMYHU
TOJOBEIX,
HOJIYTOAOBHIX,
KBapTalbHBIX,
HYHKT n I[n
cratbu 464
7. lHepenucka o BeIZjaue MPOIMYCKOB, HASHTU(PUKALIUOHHBIX KapT 01 roz,
cTaths 779
8. Ilepenucka o mpoBeAeHUHU paboT MO TelieGOHU3ALUUH, CUTHATH3AUN 03 roaa,
M JKCIUTyaTallud BHYTPEHHEH CBA3K OpraHu3allui cTarbs 852
9. JlokymeHThl (3asBKHM, TepenucKa) O [JOIYCKE B CIYKeOHEBIE 01 rog,
LIOMeIeHUs: B Hepabodee BpeMs U B BBIXOJIHbIC THH craThs 783
10. Coucku tenedoHoB 01 rox —
IIOCJIE 3aMEHBI
HOBBIMAU,

cTaThd 785
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Ne Bun noxymenta Cpoxk XpaHeHust
n/n ¥ HOMEp CTaTbu
o [Tepeunro
THHOBBIX
JIOKYMEHTOB
1 2 3
11. Copasku 06 06beMe JOKyMEHTOOO0POTa B OpraHU3alui 01 ropn,
cTaThs 257
12. Tlepemucka 0 HapyIICHMH IIPABHII PaCChUIKH JOKYMEHTOB 01 ropn,
ctatbs 205
13. Coucku aapecoB 00s3aTeNbHOM PaCCHIIKH JOKYMEHTOB 03 roma —
MOCJIe 3aMEHEI
HOBBIMY,
cTatbs 204
14. Tlepenmcka 06 oopMIIEHHE KOMAHIUPOBOK (KPOME 3apyOeiKHBIX) 05 ner,
ctatbs 687
15. Tlepenucka o NpUOOPETEHUH XO3AMCTBEHHOTO HMYIIECTBA 01 rox,
cTathbs 367
16. Ilepemucka o mproOpeTeHUH KaHIENAPCKHX IPAHAIEKHOCTEH 01 ropg,
cTatbd 367
17. 3asBxu 06 odopMIEHHMH TOJOBOM MOANMMCKY Ha JIHTepaTypy (mocne 01 ron,
HOJIy9eHHs TIOAMUCHOM JTUTepaTyphl) cTaThs 529
18. 3asgBKE Ha TeXHHYecKoe obecmedeHHEe pabOYMX MECT YIPaBICHHUSA 05 ner,
nenamu AqmunucTparmu Bosrorpackoit 061acTH OprTEXHUKOH cTaths 213
19. Tlepenucka O BBHIICICHHMM H  3aKpelllleHHH aBTOTpaHCIOpTa 03 rona,
3a JIOJDKHOCTHBIMH JINIIAMH cTaths 824
20. 3asBKM Ha [OpOBEICHHE MEPONPHSATHHA B  3alax  3JaHHA 05 ner,
AnMunaucTpariuu Bonrorpanckoi obnacti cTaThs 974
21. Tlepenmcka 06 obecrieueHHH CPeICTBAMH CBSI3H COBEIIAHHUM M JPYTHX 05 ner,

Ml

MepOIPUITHI

cTaThia 845



