AJIMAHUCTPALMS
AKCAMCKOI'O TOPOJCKOI'O MOCEJEHUS

PACHOPSAKEHUE

18.11.2020r. r. Akcai Ne215

O6 yrtBepxkneHun WMHCTpyKIMM 110
JEJONPOU3BOACTBY B AJIMUHHUCTpPALIUU
AKCaiiCKOro ropoJickoro noceieHus

B mensx mpuBeneHus B COOTBETCTBHE C ICUCTBYIOIIUM 3aKOHOAATEIIHCTBOM,
PYKOBOJCTBYSICh  TpuKazoM  DenepadbHOTO  apXMBHOTO  areHTCTBa  OT
22.05.2019 No 71 «OG6 yrBepxnenun [IpaBunm jenonpous3BOACTBA B
roCyIapCTBEHHBIX OpraHax, OpraHaX MECTHOTO CAMOYIIPABJICHHUS,

1. VYtBepauth WHCTpyKIMIO IO JENONPOM3BOJACTBY B AIMHHUCTpAIMU
AKCalicKoro ropoICKOTO IOCEJIEHHSI COTIACHO MTPUIIOKEHUIO.

2. PykoBoauTensiMm CTPYKTYpHBIX MOApa3leieHud AJMHHUCTpaLUU
AKCaliCKOr0 TOpPOJCKOTO TIOCEIEHHUsI O0OECIEeUUTh COOJIIOJIEHUE HACTOSIIETO
PaCIIOPSIKEHUS.

3. Ilpusnate yTpaTUBIINM CHIy paclopsoKeHHE —AIMHHHCTpAIUH
Akxkcaiickoro ropojackoro nocenerust ot 05.08.2013 r. Ne 173 «O06 yTBepKacHUH
NHCTpyKIIMM 1O AEJIONPOU3BOACTBY B AIMUHHUCTpAMU AKCalCKOro TOPOACKOIO
MTOCETIEHUS.

4. Hacrosimiee pacnopsyk€HUe pa3MEcTUTh Ha OQUUUAIBHOM CcaiTe
AnMuHHCTpauu  AKCaiiCKOTO TOPOACKOTO TMOCEJIEHUS B HH(POPMAIMOHHO-
TEJICKOMMYHUKAMOHHOW cetn « IHTEpHEeTY.

5. KoHTponb 3a MCIONHEHWEM HACTOAIIETO PACIOPSKEHUS BO3JIOXKHUTH HA
3amecTtuTeNsd ['aBel AaMuHUCTpanuu AKCalHCKOro TOpPOJACKOrO IOCEIEHUs IO
conalibHbIM BomipocaM boOkoBa JI.A.

['maBa AamMuHHCTpauuu
AKCaiiCKOTo ropoJiICKOro
IIOCEJICHUSA A.M. ArpbI3KOB

Pacnopsxenne BHOCHT
o0wmuii otaen AJIMUHHCTPALIUU
AxcalCcKOro ropoJIcCKoro oceneHus



NHCTPYKIIMA
10 JEJIONMPOU3BOACTBY B AIMUHUCTPALIMU AKCANCKOTO FTOPOJICKOrO MOCEIECHHUS

1. O0ure noJI0KEHUS

1.1. Hacrosimas MHCTpyKIMs 1O JIETONPOU3BOJCTBY B AIMUHUCTpPALIMHU
AKCalCKOro TOpOACKOro rmnoceneHust (nmainee — WHCTpyKiusl) yCTaHaBIUBAET
enuHble TpeOoBaHUA K paboTe C JHOKyMEHTaMH B AJIMHHHCTpAnu AKCalCKOTro
TOPOJICKOTO TocesieHus (aanee — AJIMUHUCTpAIUs).

1.2. HWactpykiusi paszpaboTaHa B COOTBETCTBHH C  (elepallbHbIMU
3aKOHaMH, ykazamu U pacrnopsbkeHusmu [Ipesunenra Poccuiickoin denepanuu,
ITIOCTAHOBJICHUSIMHU U paciopsKEHUSIMHU IIpaBurenbcTBa Poccutickon
®enepanuu, [IpaBunamu aeI0mponu3BoICTBA B IOCY/IapCTBEHHBIX opraHax,
opraHax MECTHOTO CaMOYIIpaBJIEHUS, YTBEPXKJICHHBIMU MprKa3zoM DeaepanbHOTro
apxuBHOro areHrctBa or 22.05.2019 Ne 71, [IpumepHod HHCTPYKIMEH 10
JIEIONIPOU3BOICTBY B T'OCY/IAPCTBEHHBIX OpTraHU3aIUsaX, YTBEPXKICHHON MPUKA30M
®denepanpHoro apxuBHOro arenrctBa ot 11.04.2018 Ne 44; Meromuvyeckumu
PEKOMEHTAIMAMHU 1o pazpaboTke WHCTPYKITHHA 1o
JIETIOTIPOU3BOJICTBY B (pesiepasibHbIX opranax WCITOJTHUTEITLHON BJIACTH,
YTBEPXKACHHBIMU TIpuka3zoM DepepanbHOro apxuBHOro areHtcrsa ot 23.12.2009
Ne 76, TOCTom P 7.0.97-2016 «Cucrema craHmapToB MO HHGPOpPMAIUH,
OMOMMOTEYHOMY | U3JaTeNbcKoMy aeny. OpraHu3alMmOHHO-PACIOPAIUTENIbHAS
TOoKyMeHTarusl. TpeboBanus K  o(GOpMIICHHIO JOKyMEHTOBY», METOIIMUYECKUMU
pexomenganusamu 1o npumenernto ['OCTa P 7.0.97-2016 «Cuctema cranmapToB 1o
uHdopmaruu, OUOIMOTEYHOMY U  HM3AaTeNbCcKOMy neny. OpraHu3almoHHO-
pacriopsuTenbHas JOKyMeHTaims. TpeOoBaHusi K 0(DOPMIICHHUIO TOKYMEHTOBY,
I'OCTowm P 7.0.8-2013 «Cucrema crannapToB 1o uHGpopManuu, O6MOIMOTeYHOMY U
U3/IaTeIbCKOMY nieny. Jlenmompous3BOACTBO U apXWMBHOE JeN0. TepMUHBI U
ompesneneHus», PermamMeHToM  AJMHUHHCTpanuu — AKCAMCKOTO  TOPOACKOTO
MOCETICHHUS.

1.3. TpebGoanmss Hacrosmiedn HWMHCTpyKIMM  paclpOCTPaHSIOTCS Ha
OpraHM3aIMio padoThl C JOKYMEHTaMHU HE3aBUCHMO OT BHJa HOCUTES, B TOM YHCIIE
C DJIEKTPOHHBIMU JIOKYMEHTAMH B MEXBEJOMCTBEHHON CHCTEME DJICKTPOHHOTO
JIOKyMEHTOO0OpOTa U JENONpPOU3BOJCTBA  «Jlemo», BKIOYas  MOATOTOBKY,
pPEeTUCTPALINI0, TPOXOXKIACHHE, O00paboTKy, XpaHEHHE W  HCIIOJIb30BAHUE
JIOKYMEHTOB C TIOMOINBI0 HWH(OPMAITMOHHBIX TeXHOJorui. KommbroTepHbie
(aBTOMATH3MPOBAHHBIC) TEXHOJOTHH O0pabOTKU MH(OpPMAIMU, COAEpIKAIICHCST B
JIOKyMEHTaX, JOJDKHBI OTBe4arh TpeOoBaHusiM Hactosmied MHcTpykmmm.
Buenpenue wu compoBokiaeHHe HMH(GOPMAIMOHHBIX TEXHOJOTHM B paboTe ¢
AIIEKTPOHHBIMU JIOKyMEHTaMHU TIPOU3BOJISTCS BO B3aMMOJICHCTBUH
C MUHUCTEPCTBOM MH(POPMAITMOHHBIX TEXHOJIOTUM U CBsI3u PocToBCKO# 00OmacTu.

1.4. TpeboBanusi,  ycraHoBleHHble  MHCTpykimeiliT K  MOATOTOBKE,
oopmiieHHIO, TPOXOKACHWIO W  KOHTPOJIO  HWCIOJHEHHS  JIOKyMEHTOB,



NPUMEHSIOTCST TMpU  paboTe ¢ IOKyMEHTaMH C ToMeTkor «Jlimst  cimy»xkeOHOoro
MOJTb30BAHUS» C YUETOM OCOOCHHOCTEH, YCTaHOBIEHHBIX WHCTpyKIMen o mopsiake
oOpateHust co ciaykeOHOHM uH(pOpMalel OrpaHUYEHHOTO PACHpPOCTPAaHEHHS B
AnMuHHCTpaii AKCaiCKOTo TOPOJACKOTO MOCEIICHMUS.

[Tonoxenuss UHCTpyKIIMK HE pacIIPOCTPAHSIOTCS HA OPTraHU3AINIO PAOOTHI C
JOKYMEHTaMH, COJEPKAIIMMU CBEJICHUSA, COCTABJISIOIIME TIOCYIapCTBEHHYIO
TaiiHy. PaboTa ¢ CeKkpeTHbIMH JOKYMEHTaMH periiameHtupyercss WHCTpykuueit
1o o0ecrieueHnIo0 pexkuMa cekpeTHocTu B Poccuiickoit ®Denepaiiii M IPOBOJIUTCS
B TIOMENICHUSX, 000PYI0BAHHBIX COOTBETCTBYIOIIUM OOpPa30M.

1.5. TpeboBanuss MucTpykimu K padoTe ¢ OyXraiarepckod u Apyrou
CHELUATbHOM IOKYMEHTAllUEW pachpoCTpaHsIOTCS JIMIIb B YacTH  OOMIMX
OPUHIIMIIOB paboOThl C IOKYMEHTaMM, a TakXe IMOATOTOBKA K Iepeaade
JIOKyMEHTOB Ha apXUBHOE XpaHEHUE.

1.6. Opranuzanusi, BeJE€HHE U COBEPIICHCTBOBAHUE JIEJIONMPOU3BOJICTBA
HA OCHOBE €IMHOM TMOJMTHKM W MPUHUUIIOB, HPUMEHEHUE COBPEMEHHBIX
MH()OPMAIIMOHHBIX TEXHOJOTMid B padoTe C JOKYMEHTaMH, METOJMYECKOe
PYKOBOJICTBO M KOHTPOJIb 32 COOJIFOJICHHMEM YCTAHOBJIEHHOTO MOpsAKa padOThI
C JOKYMEHTaMu B AJMUHHCTpauuu AKCAWCKOrO TOPOJACKOTO IOCEICHUS U €€
CTPYKTYPHBIX NOIpa3/IeTICHUSIX OCYUIECTBIISIOTCS o0muM OTZIETIOM
AnMuHUCTpanMu  AKCAaiCKOro TOPOJCKOTrOo mocelieHus (gaiee — oOmuid
otaen). 3agaun, (YHKIWW, TpaBa W  OTBETCTBCHHOCTh OOIIEro  OTHelNa
pernamenTupytorcs Ilonoxxennem o0 obmem otaene. J0mKHOCTHBIE OOSI3aHHOCTH
pabOTHUKOB OOIIETO OT/IeNIa M paOOTHUKOB, OTBEYAIOIIMX 32 OPraHU3alNI0 pabOTHI C
JOKYMEHTaMU B CTPYKTYPHBIX TMOJpPA3JCICHUsIX AJIMUHHUCTpAUA AKCaHCKOTO
TOPOJICKOTO MOCEJIEHUS, YCTAHABIMBAKOTCS JOJDKHOCTHBIMU HHCTPYKLIASIMH.

VYuyer, cuctemaTH3anus U aHaIU3 oOpallleHUul Ipa)/1aH OCYLIECTBIISIOTCS C
UCITIOJIb30BAaHUEM MEXBEJIOMCTBEHHOMN CUCTEMBI JIEKTPOHHOTO
JIOKyMEHTO000pOTa U JIeTonpon3BocTea "Jleno”.

Opranmzanuss ¥ TOpPSIOK  pabOThl € OOpallleHUusIMH  Tpa)<aaH,
OOBEAMHEHUSIMU TPAXKIAH, B TOM YHCIIE IOPUINYECKUX JIULl (Aajiee — oOpaleHus)
onpenenstorca (GeaepalbHBIMU M O0JIACTHBIMU  3aKOHAaMHU, TMOCTAHOBJIEHUEM
[TpaButensctBa PoctoBckoi obmactu ot 03.08.2016 Ne 555 «O6 yTBepxkaeHun
[Topsimka opraHuzanuu pabOThl MO PACCMOTPEHHUIO OOpaIlleHU TpaKJaH B
[TpaButenscTtBe PocTOBCKOI oOmacTi» (masee — mocraHoBieHue [IpaButennbcTBa
PoctoBckoit obmactu Ne 555), mocraHoBieHreM AIMUHHCTpanud AKCaHCKOTO
ropojackoro mocenenus or 10.10.2016 r. Ne 714 "OO6 ytBepxknenuu Ilopsiaka
opraHu3anuu paboThl IO PACCMOTPEHUIO OOpaIeHNil rpakiaH B A IMUHUCTPAIIUN
AKCaiCKOTo ropoJICKOro MocesIeHUs» (Jajee — MOCTaHOBIeHHEe AIMUHHUCTpAIIU Ne
714). Metomuyueckoe PyKOBOJCTBO M KOHTPOJb 3a COOJIIOJCHHEM YCTaHOBJICHHOTO

MOpsJIKa paboThI c OOpaIeHUSIMHA OCYIIECTBIISIOTCS o0IMM
OTZIETIOM AAMUHUCTPALIMU AKCaCKOTO TOPOJCKOTO MOCEIEHUS.
Y CcTaHOBIIEHHBIN IIOCTAHOBJICHUEM [IpaBurenscrBa Pocrosckoit

obmactu Ne 555 wum mnocranoBneHueM Ajamunuctpaumu Ne 714  mopsgox
paccMOTpeHHsl OOpalleHuid Tpa)<JIaH paclpoCTpaHsSeTCsl Ha IPaBOOTHOLICHHS,
CBSI3aHHBIE C PAacCCMOTPEHHEM OOpaIleHWii WHOCTPAHHBIX TPaXJAaH W Tl 0e3



IPAKIAHCTBA, 3@ HWCKJIOYEHHEM CJy4aeB, YCTAHOBJEHHBIX MEXKIYHApPOIHBIM
noroBopoMm Poccuiickoit deaepanuu minu heaepaabHbIM 3aKOHOM.

1.7. Unctpykuuu U METOANYECKUE PEKOMEHAINH MUHHUCTEPCTBA
UHPOPMAIIMOHHBIX ~TEXHOJIOTHUH ¥ cBs3u POCTOBCKOM 00jmacTh 1Mo BOMpocam
COBEPILIEHCTBOBAHUS  3JIEKTPOHHOIO  JIOKYMEHTOOOOpOTa 00s3aTenbHbl IS
UCIIOJIHEHUS BO  BCEX  CTPYKTYPHBIX  NOJApA3JEIEHUsAX  AJIMHHHCTpALUU
AKCaliCKOro TOpOACKOrO IOCEJEHHWs, a Takke B  IOJBEJIOMCTBEHHBIX
MYHULHUNAIbHBIX YUPEKICHUSIX.

1.8. OTBETCTBEHHOCTbh 3a OPTaHM3AIMI0 M COCTOSHUE JIETONMPOU3BOJICTBA,
COOJIIOJICHUE YCTAHOBJICHHBIX HacTosmed WHCTpykiMeld mnpaBuil M MOpsAKa
paboThl C JOKYMEHTaMH B TpueMHOM [7aBbl AamMuHuUCTpanuu AKCaiCKOro
TrOPOJICKOTO  TIOCEJICHHS  BO3Jaraercd Ha HadalbHHKa OOIIEro  oTAelna
AJIMUHUCTpaUUH, B CTPYKTYPHBIX MOJIPA3ICICHHUIX Ha UX PYKOBOIUTEIICH.

1.9. B uensix COXpaHHOCTH M CBOEBPEMEHHOI'O HCIIOJIHEHHS JTOKYMEHTOB
pu 0CBOOOXKIEHNU PabOTHHUKA OT TOJDKHOCTHU, HAXO0XK/IEHUHU €r0 B OTITYCKE, B TOM
yucie ydyeOHOM, a TaKKe B Cllydae €ro BpPEMEHHOIO0 OTCYTCTBUS IO HHBIM
YBXUTEIbHBIM IMPUUMHAM BCE HAXOJAIIMECS Y HETO HA UCIOJHEHUHU CIYKEOHBIE
JOKYMEHTBI  I10 YKa3aHHI0 COOTBETCTBYIOIIETO PYKOBOAUTENS IEPEAAIOTCA
JIpYromMy pabOTHUKY.

1.10. He pomyckaetcst paboTa ¢ MOATUHHBIMU IK3EMIUISIPAMUA JOKYMEHTOB
BHE CIIy’)keOHbIX nomemieHudl. C  coaepkaHueM IPOEKTOB  JOKYMEHTOB,
JOKYMEHTOB U PE30JIIOLUA K HUM MOTYT OBITh O3HAKOMJIEHBI TOJIBKO JIMIIA,
UMEIOLINE OTHOLIEHUE K UX CO3/IaHHI0, OPOPMIIEHHIO, UCIIOJIHEHUIO, KOHTPOJIIO U
xpaHeHuto. CBeneHus, coJep)Kallecss B CIYXKEOHbIX JIOKYMEHTax, MOTYT
UCIIOJIb30BAThCS TOJBKO B CIYXKEOHBIX LENSIX U B COOTBETCTBUH C MOJTHOMOYUSIMHU
auia, paboTaroIero ¢ JOKYMEHTaMu.

1.11. Conepxanue CIy’eOHBIX JTIOKYMEHTOB HE MOJICKUT pPas3TiialleHUIo.
B3aumopeiicTBue co cpeAcTBaMU MaccoBOMl MH(pOpMAILMH, Mepeaadya CTOPOHHUM
OpraHu3alysM Kakou-nubo uHOpMauMM WIM JOKYMEHTOB W MX KOINUU
onpezneneHo PernamenTom AnMHUHHCTpauud AKCaCKOro rOPOJICKOr0 MOCEIEHUS.

1.12. Bemonaeane TtpeOoBaHmii MHCTpyKIuM  00s3aTeNbHO IS BCEX
PabOTHUKOB AJMUHUCTPALIMM AKCAaHCKOTO TOPOJICKOro ToceieHus. PaboTHUKH
AJIMUHHCTpauu AKCaMCKOr0 rOPOJCKOrO MOCEIEHUS HECYT TUCUUILUIMHAPHYIO U
VHYK0  YCTaHOBJICHHYK)  3aKOHOJareilbCcTBOM  Poccuiickon — denepaunu
OTBETCTBEHHOCTH 34 HAPYLIEHUE CPOKOB XPAaHEHHUs JOKYMEHTOB, yTpary, op4y U
HECaHKIIMOHUPOBAHHOE YHUUYTOKEHHUE CITY’KEOHBIX IOKYMEHTOB.

1.13. TIpu yrtpaTe CiIyKeOHBIX JOKYMEHTOB COTPY/JHUK, OTBETCTBEHHBIN
3a JICJIONPOU3BOACTBO B CTPYKTYPHOM  IOAPA3JEICHUH  AJIMUHHUCTpALUH,
UHPOPMUPYET PYKOBOJIUTENSI CTPYKTYPHOIO TOJpPa3IeeHus, KOTOPbIA OpraHu3yer
npoBefieHue ciy)keObHoit mpoBepku. I[lo pesymbpratam  CiyKeOHOM TIPOBEPKH
MPUHUMAIOTCS] COOTBETCTBYIOLIUE MEPHI pEarupOBaHUSI.

2. OCHOBHBIE TOHATUSI

B Hacrosmen MHCTpyKIMY HCIIOTIB3YIOTCS CIEIYIOIIUE OCHOBHBIC TTOHATHUSA:



aBTOp JOKYMEHTa — (U3MYECKOe WM IOPUAMYECKOE JIMIIO, CO3/aBlIee
JOKYMEHT;

aapecar (WM MOJMy4YaTenb) — (GU3UIECKOE JIUI0, JTOJDKHOCTHOE JIUIO WIIH
OpraHu3aIysi, KOTOPHIM aIpeCOBAaHO MOYTOBOE OTIPaBieHKE (MUCbMO, TeJerpaMmMa
¥ TOMY TIOJIO0HOE);

OMaHK JTOKyMEHTa — JIMCT OyMard WJIM DSJCKTPOHHBIM MIA0NIOH ¢
PEKBU3UTAMHU, UACHTU(DULIHUPYIOIIUMHU aBTOpa OPUIIMATEHOTO TOKYMEHTA;

BUJl JIOKYMEHTa — MPUHAJJICKHOCTh JOKYMEHTa K OIpEAeNICHHON TpyIine
JIOKYMEHTOB 10 MTPU3HAKAM COJIepKaHUs U 1eJIEBOTO HA3HAYCHUS;

BXOJIAIIME JOKYMEHTBI — TOKYMEHTBI, MOCTYMUBIINE OT UHBIX OpraHU3aIlui,
OpraHOB HCIIOJIHUTEIBHOM TrocydapcTBeHHOM BiacTu PocToBckoit obnactw,
OpraHOB MECTHOTO CaMOYIpaBJIEHUs, O0JIAJAIOIIMX CTaTyCOM IOPUIUYECKOTO
JUIA, a TAKKE BXOJIIAas BHYTPEHHSISI KOPPECIIOHACHIIHS;

repOoBBId  OJIaHK — OyMaKHBIA OJJaHK JOKyMEHTa C BOCIPOM3BEICHUEM
repba AKCalCKOro rOpOJCKOIO MOCEIEHUS U SBISIIOIIUNCA TOKYMEHTOM CTPOrOM
OTYETHOCTH;

JOKYMEHTUpOBaHUE — pukcammst ~ uWHQOpManUM  HA  MaTepHAbHBIX
HOCHUTEJISIX B YCTAHOBJICHHOM TOPSKE;

JEJIOTPON3BOACTBO — MEATEIBHOCTh, O0ECIICUNBAIOIIAsl TOKYyMEHTUPOBAHHE,
JIOKYMEHTOO00O0POT, OTIEpaTUBHOE XpPaHEHUE U UCIIOJIb30BaHNE JOKYMEHTOB;

JOKYMEHT — OUIIMAJIbHBIM ~ JOKYMEHT, CO3JaHHBI  TOCyIapCTBEHHBIM
OpPraHoM, OpraHOM MECTHOI'O CaMOYNpPAaBIEHUS, IOPUANUECKUM WIH (PU3HMUECKUM
JUIOM, O(QOPMJICHHBI B  YCTAHOBJIECHHOM TIOpSIIKE U  BKIIOYCHHBIH B
JIOKYMEHTOOOOPOT OpraHa MECTHOTO CAMOYTIPaBJICHMUS;

JeJI0 — OTACNbHBIA ~ JOKYMEHT  WJIH  COBOKYHNHOCTb  JIOKYMEHTOB,
OTHOCSIIIUXCS K OZTHOMY BOIIPOCY WJIM YYacTKy JAESITEIbHOCTH OpraHa MECTHOIO
caMOyTpaBJICHUS], IOMEIICHHBIX B OTAEIbHYIO 00JI0XKKY;

JOKYMEHTOOOOPOT — IBIKEHNUE JOKYMEHTOB C MOMEHTa HX CO3JaHUA
WM TIOJTYYCHUS 10 3aBEPIICHUS HWCIOJHEHUS, TOMEUICHHWs B A0 H (WJIH)
OTIIPaBKH;

3aBepeHHass KOMUS  JOKYMEHTa — TOYHO  BOCTPOM3BEICHHBIH  TEKCT
JIOKYMEHTa C OTMETKOH oOpraHa, yHOJHOMOYEHHOTO MPOU3BOJIUTH IEHCTBHS TIO
3aBEPEHUIO KOIIHIA;

uHpopMaIus — cBeIeHusT (COOOIIEHUs, JTaHHbIE), HE3aBUCUMO OT (POPMBI
UX MPEJCTaBICHUS;

UCXOJSIINE JOKYMEHTBI — JOKYMEHTBI, CO3JaBacMble B AJIMUHUCTpPALUU
AKCaiiCKOro TOpPOJACKOTO TOCEJICHMs], OTIpPABIIEMbIE 3a €€ MpEeAebl, a TaKXKe
UCXOsI1asi BHYTPEHHS KOPPECIIOHICHIUS;

KOTHS JOKYMEHTa — JJOKYMEHT, MOJIHOCTBIO BOCTIPOU3BOASAILIUI
uH(OPMAITUIO TIOJTMHHUKA JOKYMEHTa U €r0 BHEIIHHWE MPU3HAKU, HE UMEIOIINN
FOPUIAYECKON CHIIBI,

HOMEHKJIaTypa el — CUCTeMAaTU3MpPOBAaHHBIA TIEpeYeHb 3aroJIOBKOB eI,
dbopMupyeMbIX B AIMUHHUCTPAIINH, C YKa3aHUEM CPOKOB UX XpaHEHUS;

HOCHUTEIh WH(POPMAILIMN — MATEPUATBHBIN OOBEKT, TpEAHA3HAUYCHHBIN I
3aKpeIUICHUS, XpaHEHWs] W  BOCTIPOW3BEACHUS  PEUeBOM, 3BYKOBOM WM
n300pa3uTenbHON HH(pOpMAaINK;



O(bOpMJICHI/Ie JOKYMCHTA — IIPOCTABJICHUC Ha IOKYMCHTC HCO6XOIII/IMBIX

PEKBU3UTOB;

MO/UVIMHHUK  JTOKYMEHTA — [IEpBbIA WM  €AUHCTBEHHBIM  3K3EMILISP
JOKYMEHTA,

MOANKCAHHE JOKYMEHTA — BBIPAXKEHUE OTBETCTBEHHOCTH 3a

CoJiep KaHue JIOKyMEHTa MOCPEJICTBAM 3aBEPEHUS €r0 COOCTBEHHOPYYHOU MOAIUCKHIO
JOJKHOCTHOTO MITH (PU3UYECKOTO JIUTIA;

NOJIUCh —  PEKBU3UT, COJAEPXKAUIMM  COOCTBEHHOPYYHYIO  TOJIIHUCH
JIOJDKHOCTHOTO WITM (DU3UYECKOTO JIMIIA;

PErUCTPALIMOHHBIN HOMEp JOKYMEHTa — HU(PpoBOe Ui OyKBEHHO-IIUPPOBOE
0003HauYeHue, MPUCBAaUBAEMOE JOKYMEHTY IIPU €r0 PErUCTPALINH;

peructpauus OOKyYMEHTa — IPUCBOCHHUE JOKYMEHTY PETUCTPALIMOHHOTO
HOMEPA, BHECEHHE CBEICHUM O JOKYMEHTE B PETUCTPALIMOHHO-YYETHYIO (hOpMY;

PEKBU3UT JIOKyMEHTa — OJEMEHT JIOKyMEHTa, HEOOXOAMMBIA [UIs €ro
oopMIIeHUs U OpraHU3aIH PAOOTHI C HUM;

PK — perucrpanyionsas kapta JOKYMEHTA, 3apErHCTPUPOBAHHOIO B CHCTEME
«/Jlemoy;

PKIIJ — perucTpauuoHHas KapTa IIPOEKTA JIOKYMEHTA,
3apEruCTPUPOBAHHOIO B cucteMe «Jlemo;

PE30IIONUS — PEKBU3HUT, COCTOAIIMKA M3 HAANUCUH HAa JOKYMEHTE WJIHU
Ha CIEIUMAIbHOM OJIaHKe I TMOPYYEHUH, CICIAaHHOW JOJDKHOCTHBIM JIMIIOM
U coJiepKallleil MPUHATOE UM pelIeHre (MOXET BKIIOYAaTh (paMUIUU U WHUIUAIIBI
UCIIOJIHUTENICH TOPYYEHUS, COACPKAHUE IIOPYUYEHUsS, CPOK €ro MCIOJHEHUS,
MOJIMKUCH AaBTOPA PE3OJIIOIUH U 1aTy MOJIIUCAHUS );

CKaHMPOBAHUE JOKYMEHTA — MOJIYYEHHE SJIEKTPOHHON KOMUU JJOKYMEHTA;

Gaiin 3IEKTPOHHOTO JOKYMEHTAa — COYETAHHWE BHU3YAIbHBIX OTOOPAKEHHIMA
OnaHka, TEKCTa U JPYTUX PEKBU3UTOB (MCKIIOYAs PETUCTPAIMOHHBIM HOMEp, ATy
pPEruCTpalyy U MOANKCH) JIEKTPOHHOTO IOKYMEHTA U €ro MPUIOKEHUH;

(aiin >IeKTPOHHON KOMHUM JOKYMEHTA — CKaHMpPOBaHHAsl KOMMS TOKYMEHTa
Ha OYMa)KHOM HOCHTEJIE;

AJEKTPOHHBIM  JIOKYMEHT  —  JOKyYMEHTHpOBaHHas  uHdopManus,
MPEACTABICHHAs] B JJIEKTPOHHOM (opMe, TO €CTh B BHJAE, MPUTOJHOM s
BOCIIPUSTUS  YEJIOBEKOM  C UCIOJIb30BAHUEM  3JIEKTPOHHO-BBIYMCINTEIbHBIX
MallliH, a TakkKe s Tepenayd 1o WHPOPMAIMOHHO-TEIEKOMMYHHUKAIMOHHBIM
CeTsM WK 00pabOTKU B HHPOPMALIMOHHBIX CHCTEMAX;

DJICKTPOHHBIA JIOKYMEHT B cucTeMe «Jlemo» — coBOKymHOCTh  (paitna
AJIEKTPOHHOTO JOKyMEeHTa (WJIM KOMHUHM DJIEKTPOHHOTO JOKYMEHTa) W €ro
PEKBU3UTOB, XpaHslIascs B 0a3e MaHHBIX cUCTeMbl «Jleno» B TedeHHe
YCTaHOBJIEHHOTO CPOKa XPaHEHUS;

ANIEKTPOHHBIN 11a0MI0OH OJlaHKa — OJTaHK ~ JIOKyMEHTa, TMPE/ICTaBICHHBIN
B AJICKTPOHHOM (hOpME U UCTIOIB3YEMBIH 1711 CO3JJaHUS AIEKTPOHHBIX TOKYMEHTOB;

ANIEKTPOHHAST TOJNUCH — MHGOpMAILMs B D3JEKTPOHHOU ¢opMe, KoTopas
MPUCOEIMHEHA K JIpyroi MH(OpMaluu B AJNEKTPOHHOM ¢Gopme (MOANMHUCHIBAEMON
uH(pOpMaIMK) WM WHBIM 00pa3oM CBsA3aHa C Takoll MHdoOpmanued, U KoTopas
UCITIOJIb3YETCS ISl OMPEEICHUS JIUIA, MOAMUCHIBAIOUIETO HH(OPMAIIHUIO;



AJIEKTPOHHAsI MOJNMCH JOJDKHOCTHOro juna (nanee — Oll) — ycunennas
KBaJIM()UIIMPOBAHHAS AJIEKTPOHHASI TOATHNCH;

DKCIEPTU3a LEHHOCTU TOKYMEHTOB — U3YUEHUE JTOKYMEHTOB HA OCHOBAaHHUH
KPUTEPHUEB MX LEHHOCTH B LEIAX OINPEICICHUs CPOKOB XPAHEHUS JOKYMEHTOB
uorbopa HWX M BKIOYEHUS B cocTtaB ApxuBHoro ¢onna Poccuiickoit
denepanum.

3. CocraB ynpaBieHUYECKUX
JIOKYMEHTOB AZIMUHUCTpAIMK AKCaCKOr0 TOPOACKOTO MOCEIICHUS

3.1. [lesTenbHOCTD AIMUHHCTpanuu AKcaickoro TOpPOJICKOTO
HOCEJIEHUS 00ECTIEYNBAETCS] CUCTEMOM B3aMMOCBSI3aHHOMN YIIPaBJIEHYECKON
nokyMeHrauuu. Ee cocraB  ompenpensiercs  KOMIIETCHIHMEH AJIMUHUCTPALMH
AKCalCKOro  TOpPOJACKOTO  IIOCEJICHHs,  IOPSAAKOM  pa3pelieHHs BOIIPOCOB
(eIMHOHAYAIbHBIN WU KOJUIETUAJIbHBIN ), 00BEMOM Y XapaKTepoOM
B3aMMOJICHCTBHUSA C MHBIMA ~ OpPraHaMU T'OCYJAapCTBEHHOM BJACTH, OpraHaMH
MECTHOTO  CAMOYIIPABJICHUS, TOCYHAPCTBEHHBIMH W  HETOCYIApCTBEHHBIMU
OpraHU3alUsAMH, TPAXKIAHAMH.

OyHKIMM yOpaBleHUs B AJIMUHHCTpAlMu AKCalCKOrO TOPOACKOIO
IIOCEJICHHS PEANIM3YIOTCd € IOMOIIBIO  OPraHU3allMOHHO-PACIIOPSAIUTENBHOU
JOKYMEHTAllMU, KOTOpasi BKIIIOYAET B ce0sl MPaBOBBIE aKThl, PACIIOPSIUTEIbHBIE,
OpraHM3alMOHHbIE U NTHPOPMAIIMOHHO-CIIPABOYHBIE IOKYMEHTBHI.

3.2. PacniopsiiuTenbHbIE TOKYMEHTHI.

PacniopsiiuTenbHbIil JOKYMEHT — BUJ TIOKyMEHTa, B KOTOPOM (PUKCUPYIOTCS
peuieHuss  aJAMUHUCTPAaTHBHBIX M OPraHU3alMOHHBIX  BOIPOCOB, BOIIPOCOB
yIIpaBJICHUS, B3aUMO/ICHICTBUS, o0ecrieyeHus U PEryJIMpOBaHuUs
JESATENBbHOCTH AIMUHUCTPAlM ~ AKCaliCKOTO  TOPOJCKOrO0  IIOCEJICHHs, HE
YTBEPKJICHHbBIE TIPABOBBIMU AKTaMHU.

K pacnopsauTenbHbIM TOKYMEHTAM OTHOCSITCA: PELIEHUS COBELIATEIbHBIX,
KOHCYJIbTATUBHBIX U KOOPJAMHALMOHHBIX OPTraHOB; MOPYYEHUS! JOJKHOCTHBIX JIUILL
U JPYTOE.

3.3. Opranu3anoHHbIe JOKYMEHTHI.

OpFaHI/I3aHI/IOHHBI€ AOKYMCHTBI — OJ3TO HMHCTPYKTHBHBIC, MCTOIHYCCKUC,
HHBIC JOKYMCHTBI, HC YTBCPKICHHLBIC IIPABOBBIMH dKTaAMMU.
K OopraHu3aliOHHbIM JOKYMCHTaM OTHOCATCA: ITOJIOXKCHHUA 0

NOJIpa3felieHusIX, BXOMAIMIMUX B CTPYKTYpPY AJIMUHUCTpalUuu AKCaicKoro
TOPOJICKOTO TOCETICHMS]; MPaBUia; MHCTPYKUUU (METOIUYECKHE PEKOMEHAAINHN);
IUTaHBI.

3.4. "ndbopmarimoHHO-CITPaBOYHbIE JOKYMEHTHI.

HNHpopmalimoHHO-CTIpaBOYHbIE JOKYMEHTBI — JOKYMEHTHI, KOHCTaTUPYIOLIHE
baxThl, SBISIONIMECS OCHOBAHWMEM ISl TPUHATHS PEIICHUMA W W3JaHUsA
pacrnopsiIMTENbHBIX TOKYMEHTOB.

K uHbOpMalmoHHO-CIIPABOYHBIM  JIOKYMEHTAM  OTHOCSATCS:  IIPOTOKOJIbBI
(BBITUCKU W3 MPOTOKOJIOB); 3alUCKU (AHAJIMTUYECKHE, IOKIAIHbIC, CIyXeOHbIE,
OOBSICHUTEINIbHBIE, MOSICHUTEIIbHBIE); aKThl; 3asIBICHUS; TEJIETPaMMBI;



TeneoHorpamMmel; (HaKCUMHIIbHBIE COOOIICHUs ((pakcorpamMmbl); CTEHOTPaAMMBI
(BBITTUCKY U3 CTEHOTpaMM); JiesioBast (CITy>keOHast) TIepenucKa; OTIETHI.

4. JlokymeHTanus AAMUHUACTpalul AKCaiCKOTo TOPOJICKOTO MOCEIEHUS.
OO6mume nmpaBuiia opOPMIICHUS YIIPABICHUYECKON JOKYMEHTAITUN

4.1. JlokymeHTauust AIMUHUCTPAUA AKCAaHCKOrO TOPOJACKOT0 MOCEIECHUS.

JlokymeHTalyss AAMUHUCTpAMK AKCAliCKOTO TOPOJCKOrO MOCEJIEHUS — 3TO
CHUCTEMa  B3aMMOCBSI3aHHOM yTpaBlieHYeCKOM  JokyMeHTanmu. Ee  cocraB
OIpeIeNsIeTcs Oo1epoccuiickum KJaccuukaTopom yIpaBIeHYECKON
nokymeHnrtanuu (OKYJI) OK 011-93, Pernamentom AJIMHHUCTpanud AKcalCKOro
rOPOJICKOTO  TIOCEJICHMs, a  TakkKe  TMOJOXKEHUSIMH O  CTPYKTYPHBIX
nojipasieNeHusIX AIMUHUCTpAlMY AKCAalCKOrO TOpPOACKOTO TIOCENIEHUs U €€
opraHax.

JIOKyMEHTBI HM3rOTaBIMBAIOTCA Ha OYMa)XKHOM HOcuUTele U B (opme
AJIEKTPOHHBIX JOKYMEHTOB C COOJIOJICHUEM YCTAHOBJICHHBIX MPABMII OPOPMIICHUS
JIOKyMEHTOB.

4.2. O0umwme npasuia 0GOpMIICHHS TOKYMEHTOB.

4.2.1. [Ipy OATOTOBKE OPTaHU3AIMOHHO-PACTIOPSIUTEIHHBIX JOKYMEHTOB
WCITOJIB3YETCsl TapHUTYypa MIpudTa, BXOAANIAs B CTAHAAPTHBINA MakeT O(HUCHOTO
IPOrpaMMHOro oOecredeHusi yepHoro 1sera. Pasmep mpudrta npu odopmieHun
Tekcta gokymeHTa — Ne 14 nt. [lpu coctaBieHuu TaOIMI] U CXE€M JOIMYCKAETCS
UCIOJIb30BaHue MPpU(PTOB MeHbIINUX pazMepoB — Ne 10 — 12 mr.

BripaBHuBaHue ab3aiia no mimpuHe, ¢ OTCTYIIOM IepBoit cTpoku 1,25 cwm.

3aroyioBKM pasziesioB W MOAPA3/ENOB MeYaTarTcsi ¢ a03alHbIM OTCTYIIOM
WM [IEHTPUPYIOTCS IO MIUPUHE TEKCTA.

Texcr pokymeHTa medaraercs uepe3 oJuH wuiu 1,5 MexcTpodHOro
WHTEpBaja M BRIPABHUBACTCS IO IMHUPUHE JHUCTA (IO TPAHUIIAM JIEBOTO M MPABOTO
nosierd). Mcnonp3yeTcss  aBTOMaTuyeckass paccTaHOBKA NEpeHOcoB. MIHTepBai
MeXAy OyKBaMH B CJIOBaX — OOBIUHBIN. MHTEpBam MeXmTy CIIOBaMH — OJIUH
npoben. Ecnmi JOKyMEHT TOTOBHTCS JUIsi WM3MaHHUS C YMCHBIICHHEM MaciiTada,
TEKCT MeYaTaeTcs uepe3 JIBa MHTepBala.

MHOTOCTPOUYHBIC PEKBU3WTHI IEYATAIOTCS 4Yepe3 OJWH MEKCTPOUHBIN
WHTEpPBaJ, WX COCTAaBHBIE YaCTU MOTYT Pa3leNsAThCAd JOMOJIHUTEIbHBIM
UHTEPBAJIOM.

CTpokrM pPEKBU3UTOB BBIPABHUBAIOTCS 1O JIEBOM TpaHUIE  30HBI
PaCIOJIOKEHUS] PEKBU3UTA WU 10 IIEHTPY OTHOCUTEIBHO CaMOM JITTMHHOM CTPOKH.
JlnvHa CTPOKM PEKBU3HTA TMPHU YIIIOBOM PACIOJOKEHUHM PEKBU3UTOB — HE Oosee
7,5 cM. JliinHa CTPOKHM PEKBU3UTA TIPU MPOJIOJIBHOM PACTIONOKEHUHN PEKBU3UTOB —
He Oonee 12 cwm.

TpeboBanus K O(QOPMIICHUIO TOKYMEHTOB, IMPEICTABISEMbIX Ha JOKJa
['maBe AnMuHUCTpaIMd AKCAaMCKOTO TOPOJACKOrO TIIOCEJIEHUs, COAEpkKaTrcs B
Pernmamente AnMmuHuCTpaiuu AKCalWCKOrO TOPOJICKOTO ToceneHusi, [naBe
AnmuHucTpauun — AKcalWckoro pailona B Permamente = AaMuHUCTparuu
AKcaickoro panoHa.



TpeGoBanus K  OQOPMIIECHUIO  JIOKYMEHTOB, TPEJCTaBIsEMbIX  Ha
noxnan ['yoepnatopy PocToBckoit ob6macTw, coJiepKaTCs B Pernamente
[IpaButennsctBa PocToBckoii obnactu.

4.2.2. 1lpu odopmieHHH TOKYMEHTOB Kak Ha OJjaHke, Tak W 0e€3 HEro
yCTaHABIMBAIOTCA CIEAYIOIINE pa3Mephl MoJieH, He MEHee:

neBoe — 20 MM;

npasoe — 10 mMM;

BepxHee — 20 MM;

HuxHee — 20 MM.

JlokymeHTbl 1nuTenbHbIX (cBbimie 10 1eT) CpoKoB XpaHEeHUs JAOKHBI UMETh
aeBoe nojie He MmeHee 30 MM.

4.2.3. I[Ipy noAroToBKe JTOKYMEHTOB JOIYCKAeTCsl UCIOJIb30BaHUE JIHUIICBOM
1 000OpPOTHOM CTOPOHBI JUCTa (32 HUCKIIOYEHHEM JOKYMEHTOB, O(PpOPMIIEHHBIX
Ha Onanke). [lpu AByCTOpOHHEM CO3JaHUM JOKYMEHTOB IIMPUHA JIEBOTO TOJIS
Ha JIMIIEBOMl CTOpPOHE JIMCTa W TMPaBOro TOJs HAa OOOPOTHOW CTOpPOHE JIHCTa
JIOJKHBI OBITH PABHBI.

4.2.4. JIns BbIIETCHUS 3ar0JOBKOB MPABOBBIX aKTOB, MPUJIOKECHUA K HHM,
a TakKe€ OTACNBHBIX (PparMEHTOB TEKCTa (3aroJIOBKOB Pa3/esioB, IMOAPA3/IENoB,
OTJENBHBIX CIOB M JAPYroe) He JOIMYCKaeTCs MCIOJb30BaTh WHBIE HAYEPTAHUS
(KypcuB, MOJYEPKUBAHUE), KPOME MOTYKUPHOTO.

4.2.5.[lpu co3maHuu JOKYMEHTa Ha JBYX M 0Oojiee CTpaHUIAX BTOpas
Y TIOCJIEYIOIINE CTPAHULIBI HYMEPYIOTCS.

Homepa cTpanun mnpocraBisfoTcs apaOckumu nudpamu  0e3  cioBa
«CTpaHMIIa» M 3HAKOB IpenuHaHus. Hymepanus cTpaHull B JOKYMEHTE JOJKHA
ObITh €IuHOW U cKkBO3HOW. I[lpu odopmieHnn AOKyMEeHTa, 3aHHMAIOIIEro
HECKOJIBKO JIUCTOB, Ha O1aHKe 0()OPMIISETCS TOJIBKO MEPBBIH JTUCT.

4.2.6. Tabnuipl 1 rpaduku MOTYT pacrojaratbcsi Ha JHCTe Oymaru
C MCTIOJIb30BAaHUEM aJTbOOMHOM OPUEHTAIIUU CTPAHUIIBI.

4.2.7.1lpy TOATOTOBKE MHOTOCTPAHUYHBIX JIOKYMEHTOB (IIpaBuWIIA,
MOJIOKEHUS, MHCTPYKIUHU, PETIaMEHTHI, IUJIaHbl, MMPOTPAMMBI, OTYETHl U APYTOE)
MOKET 0POPMIIATHCS TUTYIBHBIN JIHCT.

4.2.8. PekBU3UTHl «MOAMKUCH» W/HIN «TpU( COTIacoBaHUS» TOJIKHBI
MIOMEIIATHCS Ha OJIHOM CTpaHUIlE ¢ TEKCTOM JoKyMeHTa. He momyckaercs mepeHoc
3TUX PEKBU3UTOB HAa OTHAEIbHBIM JIMUCT (MCKIIOUeHueM sBisiercs Jlucr
cornacoBanus). Ha TuTynpHOM JHMcTe JOKyMEHTa HOMEp CTpaHMIBI HE
YKa3bIBAETCSl, HO YUYUTBIBAECTCS MIPU 0O1LIEH HyMepaliy CTpaHHMIL.

4.2.9. IokyMeHTBI, KaK DJEKTPOHHBbIC, TaK M Ha OYMa)XKHOM HOCHTEIE,
MOTYT CO3/1aBaThCsl C UCHOJIb30BAHHUEM MPOTrPAMMHOIO OOECIEUEHHs] — TEKCTOBBIX,
TaOJTUYHBIX PeaKkTopOB, CHCTEM 3JIEKTPOHHOTO JOKyMEHTO000pOTa,
o0ecreurBalovX CO3/laHue, MPOCMOTP U PEIaKTUPOBAHUE JOKYMEHTOB. Moryt
UCTIOJIb30BATHCS DJIEKTPOHHBIE KOMUHM JOKYMEHTOB, IOJydaeMble B pPE3yJbTaTe
olr(ppOBKH (HAlIpUMEpP, CKAHUPOBAHUS) AOKYMEHTOB Ha OyMa)KHOM HOCHTEIIE.
DNeKTpOHHAs KOMHS JOKYMEHTa JOJDKHAa OBITh YHWTaeMOW, HE COAep)KaThb
NIEPEeBEPHYTHIX M300paKeHW CTPAHWUIl, HE HApylIaTh HyMepalui crpaHuil. s
AJIIEKTPOHHBIX KOMUWA JOKYMEHTOB pPEKOMEHIyeTcsl ucmoib3oBath (opmar PDF;
PDF/A-1.



4.3. TpeboBaHusl K cOCTaBYy U 0OPMIICHUIO PEKBU3UTOB JJOKYMEHTA.

4.3.1. Ilpu monroroBke M OGOPMICHHUH JOKYMEHTOB B AJIMUHHUCTPALUU
AKCaliCKOTO TOPOJICKOTO TIOCEJICHWSI ~ MOTYT HCIOJB30BaThCS — CIICAYIOITUE
PEKBU3UTHI:

a) 'epd6 Akcalickoro ropoJCKOTO TIOCEJICHNS;

0) HANMEHOBAaHKME OpPTaHa MECTHOTO CaMOYTIPABJICHUS — aBTOPA TOKYMEHTA;

B) HAHMEHOBAHUE CTPYKTYPHOTO MOAPA3ICICHUS — aBTOpA JOKYMEHTA,

I') HAMMEHOBAaHKE JIOJDKHOCTH JIMIIA — aBTOPA IOKYMEHTA;

1) CIIpaBOYHbBIE JJAHHBIE 00 OpraHe MECTHOTO CaMOYIIpaBJICHUS;

€) HaMMEHOBaHUE BUA TOKYMEHTA;

) JlaTa JJOKyMEHTa;

3) pEeruCTpallMOHHBI HOMEP TOKYMEHTA;

M) CChUIKA Ha PETUCTPAIMOHHBIA HOMEP U JIaTy MOCTYMUBIIETO JOKYMEHTA;

K) MECTO COCTaBJICHUS UJIU U3JJaHUsl JOKYMEHTA,

1) rpud orpaHUYCHUS JOCTyNa K JOKYMEHTY;

M) ajJipecar;

H) Tpu( yTBEPKICHUS TOKYMEHTA;

0) 3aroJIOBOK K TEKCTY;

1) TEKCT TOKYMEHTA;

pP) OTMETKA O MPUIOKEHUU;

c¢) rpu¢ coriaacoBaHUs TOKYMEHTA;

T) BU3Q,;

y) NOAMUCH JOHKHOCTHOTO JIUIIA;

¢) oTMeTKa 00 AIEKTPOHHOM TOIKCH;

X) MeYarh,

1) OTMETKa 00 MUCIIOJIHUTEIE;

9) OTMETKA O 3aBEPEHUU KOIIHH;

1) OTMETKA O TIOCTYIJICHUU JOKYMEHTA.

111) pE30JIIOIIHS;

7) OTMETKA O KOHTPOJIE;

10) OTMETKA O HAMpPAaBJICHUH TOKYMEHTA B JIEJIO.

CocTaB peKBU3UTOB MOXKET OBITH PA3IMYHBIM B 3aBUCUMOCTH OT COJCPKaHUS
¥ BUja JoKyMeHTa. Kaxapiit BUJI TOKyMEHTa JOJIKEH UMETh OTIPE/ICIICHHBIN COCTaB
PEKBU3UTOB U TIOPSAOK UX PACIIONIOKECHUS.

BuyTpennue noxkymeHTHl, odopMmisieMble HEe Ha OyaHke (Ciy:KeOHBIE,
JOKJIaJIHbIC, AQHAJIMTUYECKUE 3alKCKH, CIPaBKU, AaKThl W JPYTHE), JTOJDKHBI
COJIEp>KaTh COOTBETCTBYIOIINE BUY JOKYMEHTA PEKBU3HTHI.

4.3.2. YcraHaBIMBAaIOTCS JiBa BapHaHTa pPACIOJOXKEHUS PEKBU3UTOB
Ha OJIaHKaX — yTJIOBOM M MPOAOTBHBIM.

4.3.3. T'ep6 AKCalCKOTO TOPOJICKOTO IOCEJICHHS IIOMCINAIT Ha OJIaHKax
JIOKYMEHTOB TIOCEPEIMHE BEPXHEro IOJsA OJIaHKa HaJ PEKBU3WTAMU OpraHa
MECTHOTO CaMOYIIpaBJieHHUs, Ha paccTossHUHA 10 MM OT BEpXHETO Kpas JHCTa.

4.3.4. HaumeHoBaHWE CTPYKTYpPHOTO MOJApa3/IeJIeHUsI — aBTOpa JIOKYMEHTa
(a TakXke TIPEICTaBHTENIbCTBA, KOJISTHAIIBHOTO OpraHa) yKas3bIBaeTCS TIOJ
HAaMEHOBAaHHEM OpraHa MECTHOTO CaMOYIIpaBjICHUS B OJIaHKaX MUCeM W OJlaHKax



KOHKPETHBIX BUOB JIOKYMEHTOB B ClIy4ae X UCIOJIb30BaHUS COOTBETCTBYIOIIMMU
CTPYKTYPHBIMH TTOAPA3ACICHUSIMU B COOTBETCTBUH C MPABOBBHIMU aKTaMH.

4.3.5. HaumeHoBaH#Ee NODKHOCTH JIMIA — aBTOpa JOKYMEHTA UCIIOIb3YETCs
B OJTaHKaxX IMCEM JOJDKHOCTHBIX JIMII M PACTojaraercs IMoJ HauMEHOBAaHUEM
OpraHa MECTHOTO camoympaBieHus. HanMeHoBaHHME MOKHOCTH JIMIIa — aBTOpa
JIOKyMEHTa YKa3bIBa€TCS B COOTBETCTBHMM C HAMMEHOBAaHHWEM, IPHUBEICHHBIM B
pacnopsIuTEILHOM TOKYMEHTE O Ha3HAYEHUH Ha JTOJDKHOCTD.

4.3.6. CipaBouHble JlaHHBIE OO0 OpraHe MECTHOTO CaMOyIpaBJCHUS
YKa3bIBAIOTCS B OJaHKax MHCEM W BKJIIOYAIOT: IOYTOBBIN ajpec; HoMep TenedoHa,
dakca, agpec 3JeKTPOHHOM MOYTHI, aipec 0UIIMATBLHOTO caiiTa.

[loutoBBIE  agpec B CHPAaBOYHBIX  JIAHHBIX  YKa3bIBaeTcs B
MOCJIEIOBATEILHOCTH, YCTaHOBIeHHOW [IpaBunamu okazaHus YCIyr MOYTOBOM
cBs3u (Tpuka3 MUHHCTEPCTBA CBA3M M MAacCCOBBIX KOMMYHHUKaIUi Poccuiickoi
®enepanuu ot 31.07.2014 No 234 «O6 yrtBepxknenuu [IpaBun okazaHus yciayr
MOYTOBOM CBSI3W»), a HWMEHHO: HAa3BaHWE YJUWIBI, HOMEp JIOMa, Ha3BaHUE
HACEJICHHOTO MMyHKTA, TOYTOBBIN WHICKC.

4.3.7. HaumenoBanne BUIa JOKyMEHTa (HAmpuUMep: paclopsoKeHHE,
MIPOTOKOJ, aKT) YKa3bIBa€TCSI Ha BCEX JIOKYMEHTaxX, 3a HMCKIIOYCHUEM JICITOBBIX
(CITy’eOHBIX) MHUCEM.

Bun nokymeHTa pacronaraeTcs IOJ PEKBH3UTAMH aBTOpa JIOKYMEHTA.
HanMeHoBaHue BUJa JOKYMEHTA I1€YATAETCs MPONMUCHBIMU OyKBaMM, a TaKKe
JIOTTYCKaeTCst MUCaTh CJIIUTHO WIH Bpa3pSIKY (Hanmpumep:
PACIIOPAXEHUE, AKT).

4.3.8. [laToil mOKyMeHTa SIBISIETCS JaTa €ro MmojnucaHus (IpaBOBBIE aKThl
AnMuHHCTpauu AKCaliCKOTO TOPOJICKOTO MOCEJICHUS, PEIICHUS KOJIJIETHaIbHbBIX
OpraHoB MpH AJMUHUCTpPAIUU AKCaHCKOTO TOPOJICKOTO TOCEJICHUs, MUChMA,
JTOKJIa/IHBbIE 3alUCKU, aKThl U JIPYTOe€), YTBEPKACHUS (MHCTPYKIIHS, TOJIOKECHHE,
npaBuia, MJIaH, OTYET, JOJKHOCTHASI MHCTPYKIIMS), COOBITHS, 3a()UKCUPOBAHHOTO
B IOKYMEHTE (TIPOTOKON).

PekomenmyeTcss mOoKymMeHTaM, HW3JaHHBIM JBYMS WM Oojiee oOpraHaMu
MECTHOTO CaMOYIpaBlieHWs, TMPUCBaWBaTh OJHY (eauHyr0) naty. B ciydae
MPOCTABIICHUS JAaThl KaXJAOW W3 CTOPOH, TMOJIMUCABIINX JOKYMEHT, JaTOd
JTOKyMEHTA SBJISETCS JAaTa MOCISAHETO TIOIIMUCAHMUS.

Jlata nmOKyMEHTa 3alMChIBA€TCA B IIOCJIENOBATEILHOCTH: JIEHb MecsIla,
MeCsIII, TOJ] OJTHMM U3 JIBYX CITOCOOOB:

apadckumu nudpamu, pazaeneHubiMu Toukoit: 05.06.2018 (6e3 nobasieHus
«T.» WU UHBIX OYKBEHHBIX 0003HAYCHHI);

CIoBeCHO-1TU(POBLIM criocobom: 23 urons 2018 r.

JlaTta okyMeHTa MpOCTaBIsE€TCA JAOKHOCTHBIM JIMIIOM, TOJMHCHIBAIOIINM
(YTBEepKAArONUM) TOKYMEHT, WM Pa0OOTHHUKOM, OTBETCTBEHHBIM 32 PETHUCTPAIIHIO
u opopmiieHue JIOKyMEHTa MPU YCIIOBHH, 9TO perucTpanus
JIOKyMEHTA M, COOTBETCTBEHHO, JAaTHPOBAHUE OCYIIIECTBIISIFOTCS B JICHb IO IITACAHHS
(YTBEp)KICHMS) JOKYMEHTA WJIM Ha CIACAYIONUIUMH pabouuii JeHb, €CIM JOKYMEHT
ObUT TIOAMUCaH B KOHIE pabodero ms. Jlata mpocTaBiseTcsl HEMOCPEACTBEHHO
COCTaBUTEJIEM TMpHU TMOJATOTOBKE TOKYMEHTa (JOKIadHas, CIyKeOHasl 3amucka,
3asIBJICHUE).



[Ipu odopmiieHNH PYKONMUCHBIX TOKYMEHTOB JlaTa, KaK MpPaBUJIO, CTABUTCS
PSAIOM C OAMKUCHIO WIH MO TOAIHUCHIO.

Mecto mnpocTaBiieHHs] AaThl Ha JIOKYMEHTE 3aBUCHUT OT HCIOJIb3yeMOTO
Ollanka W BUAa JOKyMeHTa. JlaTa MOXKET MpOCTaBISATHCS HA CIHEHHAIBHO
OTBEJICHHOM JUIsl Hee Mecte. Hanpumep, Ha OnaHke nmuchbMa:

17.03.2018 Ne 21/07-10

B aKTaX, IIPOTOKOJIAX, CIIPpaBKaX MCCTO AdTbl OIIPCACIIACTCA paSMeTKOﬁ
3aroJIOBOYHOM qaCT  OOKYMCHTA. HpI/I YIJIOBOM  PACIIOJIOKCHHUHM  JdTa
IMPOCTaBJIACTCA OT JICBOI'O ITOJIA. HaanMep:

AnMuHHCTpanus AKCaiiCKOro ropoJICKOro MOCeIeHus
AKT

02.03.2020 Ne 15
r. Akcan

Bce cinykeOHbIe OTMETKH Ha JIOKYMEHTE, CBSI3aHHBIE C €TI0 MPOXOKICHUEM
Y UCIIOJHEHUEM, JTOJLKHBI ObITh aTupoBaHbl. CienyeT coOMoaTh eIMHOO0pa3ue
HalucaHus JaT B OJJHOM KOHKPETHOM JIOKYMEHTE.

4.3.9. PeructpalinoHHbplii HOMEp JOKYMEHTa — ITU(GPOBOM WK OyKBEHHO-
udpoBoil uaeHTudukaTop nokymenta. CoCTOUT U3 MHJEKCA M0 KIaCCU(PUKATOPY
U €ro MopsakoBoro Homepa. B cucreme «/leno» peructpanmoHHbII HOMEP
MPUCBANBAETCS JOKYMEHTY aBTOMATHYECKH TIIPU BBINOJHEHUH MPOLEAYPHI
pErucTpalii B COOTBETCTBUU C 33/IaHHBIM 1a0JIOHOM HOMEHKJIATYPHI.

Bce perucrtpaniioHHbIE OTMETKM BHOCATCS PYKOMHUCHBIM — CIIOCOOOM
C UCITOJIb30BAaHUEM YEPHUJI CUHETO IIBETA.

Ha noxymenTtax, oopMiieHHBIX Ha OJjaHKaX, PErUCTPallMOHHBIA HOMeEp
MPOCTABJISICTCS] B COOTBETCTBUH C PACTIOJIOKEHUEM 3TOTO0 PEKBU3UTA.

PeructpaniMoHHbIi HOMEP JOKYMEHTA, COCTABJICHHOTO COBMECTHO JIBYMs
u 0oJiee OpraHu3alusMH, COCTOUT M3 PErUCTPAIMOHHBIX HOMEPOB JOKYMEHTa
KKJIOW M3 ATUX OPraHU3allfii, TPOCTABISIEMbIX YEPE3 KOCYIO0 4YEpTy B MOPSIKE
yKa3aHUsl aBTOPOB B IOKYMEHTE, U OJTHOM OOLIEH AaThl.

PeructpauMOHHBIA HOMEpP MPHCBAUBAETCA JIOKYMEHTY TIOCIIE  €ro
MOANMUCAHUS (YTBEPKICHHS).

4.3.10. Ccpuika Ha PpETUCTPAIIMOHHBIA HOMEpP M JaTy MOCTYIHUBIIETO
JOKYMEHTa, COCTOSIasi W3 PETrUCTPAlMOHHOIO HOMEpa W JaThl BXOJSAIIETO
JIOKYMEHTA, HA KOTOPBIA JTa€TCs OTBET, MPOCTaBisieTcs B Buae otMeTku «Ha Ne ...
oT..» B Omanke nmnuchbmMa. He pexomeHayeTcs BKIIOYATh €€ B TEKCT
nokyMeHrta. B cucteme «/leno» B peructpammonHoit kapre (manee — PK)
JIOKYMEHTa JI0JbKHA OBITh yKa3aHa CBsI3Ka C JIOKYMEHTOM, Ha KOTOPBIA JaeTcs
OTBET.

4.3.11. Mecto coctaBieHus (M31aHus) TOKYMEHTa yKa3bIBaeTCs B OJIaHKax
JIOKYMEHTOB, KpoMe OJIaHKOB JI€JIOBBIX (CIIyKEOHBIX) MHCEM, JIOKJIAIHBIX,
CIIY)K€OHBIX 3allUCOK U JPYTUX, BHYTPEHHUX HHGPOPMAIMOHHO-CITPABOYHBIX



JIOKYMEHTOB, a TAK)K€ B Cllydae, €CJIM MECTO HaXOXIAEHUS OpraHu3allid BXOJMT B
€€ HauMEHOBAHHUE.

MecTo cocTaBieHuss WM H3AaHUS JIOKYMEHTa YKa3bIBAETCS C Y4YETOM
IPUHATOTO aIMUHUCTPATUBHO-TEPPUTOPHATIBHOTO JIEJICHHUS, OHO MOKET BKIIIOYATh
OOLIENPUHSATHIE COKPALLICHUS.

Ecnu ykazanue wmecta cocTaBiieHUs (M3[aHUSI) JOKYMEHTA COJIEPKUT
HECKOJIBKO CJIOB, IOMyCKaeTcsi 0003HayaTh ero mpudTtamu pasmepoB Ne 11 wmu 10
U pa3MeniaTh B ABE CTPOKH.

4.3.12. I'pud orpaHuyueHHs 1OCTyNa K JOKYMEHTY MPOCTABIISICTCS B MPABOM
BEpXHEM  yrlly  TMepBOro  JHUCTa  JIOKyMeHTa  (MpOeKTa  JOKYMEHTa,
COMPOBOJMUTENILHOTO MHUChbMA K JIOKYMEHTY) OT TPaHHUIbl BEPXHEro IMOJs Mpu
HAJIM4YUM B JIOKYMEHTEe HHGOpMAlMM, JOCTYH K KOTOpPOH OrpaHUYMBAETCS B
COOTBETCTBHHU C 3aKOHOJATENILCTBOM Poccuiickoin denepanunu.

Ecnu noxymeHT, conepkammii MHQOpPMALMIO OTPAaHUYEHHOIO JOCTYIIA,
oopmiisiercss Ha OJlaHKE C MPOJOJBHBIM PACHOJIOKEHUEM PEKBU3HUTOB, TpU
OTPaHUYEHUS JOCTyNMa K JOKYMEHTY MPOCTaBISETCS CIpaBa HaJ PEKBU3UTAMU
OJlaHKa.

I'pu¢d orpannuenus aoctyna K JOKyMeHTy (momerka «Jlims cimykeOHOro
MOJIb30BAHUS» ) MPOCTABJISIETCS. B NPABOM BEPXHEM YINIy IMEPBOTO JIUCTA
JOKYMEHTa H JIOTIONIHAETCS HOMEPOM DJK3EMIUISIpa JOKyMEHTa U JIPYTHMH
CBEJCHUSAMM B COOTBETCTBUU C 3aKoHoAaTenbcTBOM Poccuiickoit denepanuu,
KOTOpBIE€ PacIoJIaraloTCsl HIKE OIpPaHUYUTEIbHON MMOMETKH Ha OJWUH OJAMHAPHBIN
MEXCTPOUHBI MHTEPBaJl U BBIPABHUBAIOTCS IO OTHOUIEHHIO K HEH IO ILIEHTPY.
Hanpumep:

JInst cimy»KeOHOT0 MOJIb30BaHUS
IKk3. Ne 1

4.3.13. Anpecat — peKBU3HUT, HCIONB3yeMbIH MpPH OQOPMIICHUU 1€JOBBIX
(ciy>)keOHbBIX) MHUCEM, BHYTPEHHUX HWH(OPMAIMOHHO-CIIPABOYHBIX JIOKYMEHTOB
(IOKJIAHBIX, CITYKEOHBIX 3aMMUCOK, 3asIBJICHUI U IPYToe).

B kauectBe aapecara MOryT ObITh OpraHbl TOCYJIAapCTBEHHON BIIACTU
PocroBckoit o0acTu, opraHbl MECTHOTO camoympasiieHus: PocToBckoii 00JacTw,
OpraHM3alliy; WX CTPYKTYpHbIE MOAPA3/IEICHUS; NOJKHOCTHBIE WIH (PU3UUYECKUE
JULA.

PexBu3uT «agpecar» NPOCTABISIETCS B BEPXHEW NPABOM YacTU IEPBOIO
JUCTa JOKyMeHTa (Ha OJIaHKE C YIJIOBBIM PACIOJIOKEHUEM PEKBU3UTOB) WIH
CHpaBa MoJ| peKBU3UTaMU OJjlaHKa (IIPH MPOAOIHLHOM PACIIOIOKEHUN PEKBU3UTOB).
[Tpu Hanmmuuu rpuda orpaHUYEHUs JOCTYyNA K JOKYMEHTY «ajapecar» pa3MeliaeTcs
1OJ1 HAM.

CTpoku pekBU3UTa I[€YATAIOTCSd Yepe3 OJUH HHTepBaj. JmuHa cTpoku
PEKBU3UTA HE MpPEBBIMIACT /,5 CM U OrpaHUYMBAETCA MpaBbiM MosieM. CTpoku
PEKBU3UTA «aJpecar» BBIPABHUBAIOTCA IO JIEBOMY Kpalw WIH MO LEHTPY
OTHOCUTEIBHO CaMO#l JUIMHHOW CTPOKHM B IpaHUIAX, OTBEJACHHBIX ISl PEKBU3UTA
«anpecary.



IIpu  agpecoBaHMM ~ JOKyMEHTa B HCIOJIHUTEIBHBIE  OpraHsl
roCy/IapCTBEHHOW BiIacTH PocToBCKO# 06acTu, MHBIE TOCYIaPCTBEHHBIE OPTaHbI,
OpraH MECTHOTO CaMOyNpaBlIeHUS WIM opraHuzanuio (0e3  yka3zaHus
JOJDKHOCTHOTO JIMIA) YKA3bIBAETCA IOJIHOE WM COKPAIIEHHOE HAaWMEHOBAaHUE
COOTBETCTBYIOIIIETO OpraHa BIAacTU (OpraHU3ali) B UMEHUTEIHLHOM Majexe. B
COCTaB PEKBHU3UTA «aJpecaTy MOKET BXOJIUTh NOYTOBBIN aapec. Hampumep (31ech
W Janee TMpUMEphl HAUMEHOBAaHWSA OpPraHU3ALM, WX CIIPABOYHBIC JAHHbBIE
SBJISIFOTCS YCIIOBHBIMH):

KomureT no ynpasneHuto
apXUBHBIM JIEJIOM
PocrtoBckoii oOtactu

WIH
Bceepoccniickuii Hay4YHO-HCCIEA0BATEIbCKHUI HHCTUTYT
JIOKYMEHTOBEJICHUSI U apXUBHOIO JieJia

[Tpodcoro3nas yi., 1. 82,
Mocksa, 117393

[Tpu anpecoBaHNM JOKYMEHTa PYKOBOAMTENIO (3aMECTUTENIO PYKOBOJIUTES)
MCIIOJIHUTENIBHOTO OpraHa rocyJapCTBEHHOHN Biacth PocToBCckoil 00sacTv, MHOTO
rOCYy/IapCTBEHHOI0 OpraHa (OpraHu3alliy) YKa3blBalOTCA B JATEIBHOM IaJEXKe
HAaUMEHOBAHHWE  JIOJDKHOCTH  PYKOBOJMUTENS  (3aMECTUTENS]  PYKOBOAMTEIS),
BKJIFOYAIOIIEE HAUMEHOBAHUE HCIIOJHUTEIBHOIO OpraHa roCy/lIapCTBEHHOW BIACTU
PocToBckoii 00nacTu, HMHOTO TOCYJapCTBEHHOIO oOpraHa (OpraHu3anuu), Hu
dbaMuvs, THUIMAJBI TOJDKHOCTHOTO Jiniia. Hanpumep:

HauvanbsHuky ynpasieHus
o KaJpoBoi paboTe
[IpaButenscTBa PocToBCKOM 00MacTH
®amunusa 1.0.

[Ipu  agpecoBaHMM  JOKYMEHTAa B CTPYKTYPHOE  MOJAPA3ACICHUE
WCIIOJIHUTENILHOTO OpraHa rocyJapCTBEHHOU Biacth PocToBCkoil 00siacTé, MHOTO
roCy/IapCTBEHHOTO OpraHa (OpraHu3allii) B PEKBU3UTE «aJpecaTy yKa3bIBaeTCs B

VMEHUTEIbHOM MaJexe HalMEHOBaHUE WCIIOJIHUTEIIBHOTO oprasa
roCy/IapCTBEHHOU BiacTu POCTOBCKOW 00JacTH, MHOTO TOCYJAapCTBEHHOTO OpraHa
(opranuzanuu), HIWKE — HAUMEHOBAHHWE CTPYKTYPHOTO  MOJPA3/ICIICHUS.
Hanpumep:

MunuctepcTBo PUHAHCOB
PocToBckoii obmacTu
VYmpasneHue Or0KeTHOM

TTOJIUTHKHU



Bo Bcex Bujax HamucaHusi pekBU3WTa (GaMWids W WHUIMAIBI ajapecara
oopMIISIFOTCST  HIDKE TPEABLAYIer0o TEeKCTa Ha OJAWH (ABa) OJMHAPHBIX
MEKCTPOYHBIX HHTEpBaJa. IHMIMAIBI CTABATCS TIOCTIE (haMUITHH.

Ecnu muceMo anpecyercs JMIly, MMEIOIIEMY BOMHCKOE 3BAHHUE, YUYEHOE
3BAHUE WJIM YYEHYIO CTEICHb, TO B PEKBU3UTE «aJpecar» MOXKHO YKa3aTb
COOTBETCTBYIOIIEE 3BAHME WA YYEHYHKO CTENEHb, KOTOPbIE MPUBOIATCS B
COKpAIIIEHHOM BHUJI€ HETIOCPEICTBEHHO niepen (hamumueii. Hampumep:

Pexropy ®I'6OY BO
«JlOHCKOU roCy1apCTBEHHBIN
TEXHUYECKUN YHUBEPCUTET

JOKTOPY TEXHUYECKUX HayK, mpodeccopy
®amunus 1.0.

Bo BHyTpeHHMX JOKYMEHTaX, aJApeCyeMbIX PYKOBOJIUTEIIO CTPYKTYPHOTO
NOJIPA3JCICHUs  OpraHa MECTHOIO  CaMOYIpaBJE€HHs €ro  pabOTHHKaMH,
HaVMEHOBAHME OPTaHMU3alMU He yKa3biBaeTcsa. Hampumep:

HauanpHUKY I0pHIUYECKOTO OT/Iea
bamvunug N.0.

[Ipu agpecoBaHMM MHUCbMA PYKOBOAMTEIIO CTPYKTYPHOTO MOAPA3EICHUS
YKa3bIBalOTCA B MMEHHUTEIHLHOM MaJeKe HAMMEHOBAHHWE HCIIOIHHUTEIBLHOTO OpraHa
roCy/1apCTBEHHOM BiacTh POCTOBCKOI 001acTH, MHOrO TOCYIapCTBEHHOTO OpraHa
(opranuzanuu), HIWXKE B JaTEIbHOM MaJieXe — HAUMEHOBAHHUE JIOJDKHOCTU
PYKOBOJIUTEISA, BKJIIOYAIOLIEE HAUMEHOBAaHHE CTPYKTYPHOIO MOAPA3JEIICHUs,
dbamunus u naunmansl. Hanpumep:

MunuctepcTBO PUHAHCOB
PocToBckoii obmacTu
HauaneHuky ynpasieHus
OIOPKETHOM MOIUTUKH
®ammmus 1.0.

Ilepen Qamuimell JOMKHOCTHOTO JIMLA  JOMYCKAaeTCs  YHOTPEOJSATh

COKpallleHHE «T-Hy» (TOCMOANHY), €ClI aJpecaT MY>KUMHA, WIH «T-XKe» (TOCIoXe),
ecnu aapecart keHimuHa. Hanpumep:

r-ny MBanosy U.1.

r-xe [laBmoBou I1.I1.

I[Ipu  pacceuike  JOKyMEHTa  TPYINNE  HMCHOJHUTEIBHBIX  OPraHOB
rOCyIapCTBEHHOM BJACTH, OPraHOB MECTHOrO caMoyIlpaBieHus PocToBckoi
0o0JIaCTH WJIM OpraHU3alMi OJIHOTO THUIA WJIM B CTPYKTYpPHBIE MOJApa3IeIeHUs
OJIHOTO MCTIOJHUTEIHHOTO OpraHa rocyJapCTBeHHOM BiacTu PocToBcko# obactu,



WHOTO TOCYIapCTBEHHOrO opraHa (OpraHM3amuu) aapecar  yKas3bIBaeTcs
0006menno. Hanmpumep:

OpranaM MeCTHOTO
caMOyIIpaBJICHUS
AKcaiickoro paiioHa

WM JOJDKHOCTHBIM JIUIIAM:
PykoBoaMTENSIM CTPYKTYPHBIX
MOApa3AeIeHUN
AnmMuHHCTpanuu AKCaniCKOIo
TOPOJICKOTO TIOCEJICHHS

HpI/I PaCcCBUJIKC  JOKYMCHTA4 HC BCCM  HCIIOJIHUTCIBHBIM  OpraHaM
FOCY,HapCTBCHHOﬁ B1actu PocToBckoi 06J'I8,CTI/I, HHBIM I'OCYAapCTBCHHBIM OpraHaM
(OpFaHI/I3aHI/II/I) WK HUX CTPYKTYPHBIM IIOAPA3ACIACHUAM II0J PCKBU3HUTOM
«aapecar» B CKOOKax YKa3bIBACTCA: «(HO CHI/ICKY)». HaHpHMep:

PykoBoauTensim opraHos
MECTHOT'O CaMOYTIPABJICHUS
AKCaCcKOro ropoJiCKoro
IIOCEJIEHUS

(o criucky)

CHnHcoK pacChUIKM COCTaBJISICTCS HWCIIOJIHUTENEM, COJACPKUT (HaMUIIHUIO,
WHULIMATBl  TOJy4yaTene, HMX JOJDKHOCTH, IpPU HEOOXOAMMOCTH — ajpeca
MOJTy4aTeNs U MOMEIAETCs B €0 CO BTOPBIM 3K3EMILISIPOM JOKYMEHTA.

Ecnu nucbmo HampaBisieTcs, KpOME OCHOBHOTO ajpecaTa, JJid CBEACHUS
elie JIpPYruM OpraHu3alMsIM WIA JOJDKHOCTHBIM JIMIIAM, OOIIee KOJIMYECTBO
aJpecatoB HE JOJKHO OBITH 0OOJiee YEThIPEX, 3a UCKIIOYECHUEM JIOKYMEHTOB,
MOJATOTOBJIEHHBIX C YY€TOM TpeOOBaHMI MPOLECCYalbHOrO 3aKOHOAATENbCTBA
Poccuiickont  @enepaunu. OCHOBHOW aapecaT yKa3bIBa€TCs NEPBBIM, CJIOBO
«KOTIUS» TIEpe] BTOPhIM — YETBEPTHIM ajpecaramMu He nedaraetrcs. [Ipu stom
KOKIbIA DK3EMIUIAP JOKYMEHTa (€CIM HampaBisieTcss Ha OyMa)XHOM HOCHTEIE)
JIOJDKEH OBITh MOJMKCAH, a HaMMEHOBAaHME ajpecaTa, KOTOPOMY HamlpaBisieTcs
KOHKPETHBIHN IK3EMILISIP, TOAUYEPKHYTO.

[Ipu HampaBieHHH NOKyMEHTa 0oJjiee 4eM B YEThIpE ajJpeca COCTABIISETCS
CIIMCOK PACCBUIKM, Ha KaXXJIOM JOKYMEHTE YKa3bIBaeTCs OJWH ajpecaT WU
aapecat opopmIsieTcss 0000IICHHO.

[ToutoBBIli ampec B peKBU3HTE  «amgpecar»  oQOpPMISIETCS  HUXKE
MPEABIAYIEro TeKCTa Ha JBa OJWHAPHBIX MEXKCTPOUYHBIX WHTEpBaia. DJIEMEHTHI
MOYTOBOTO aJIpeca yKa3bIBAIOTCS B COOTBETCTBUU C [IpaBmiiamu OokazaHUsl YCIyT
MOYTOBOM CBSI3U B CIEAYIONIEH MMOCIEN0BATEIbHOCTA: HANMEHOBAHHE ajipecara
(7 IOPUIMYECKOTO JIMIAa — TOJIHOE WM COKpallleHHOe HauMeHOBaHuE (mpu
HaJM4uK), IJIs TpakJaHuHa — (GaMWIUs U UHUIMAJIbI);, Ha3BaHUE YJIUIIbI, HOMEP
noMa, HoMmep oduca WM KBApTUPhI; Ha3BaHWE HACEJIEHHOro MyHKTa (ropoja,



IIOCEJIKA); Ha3BaHUE pailoHa; Ha3BaHUE PECIYOJIMKH, Kpasi, 00JacTH, aBTOHOMHOTO
okpyra (oOnactu); Ha3BaHHE CTpaHbl (A1 MEXIYHAPOAHBIX  MOYTOBBIX
OTIPABJIEHUH ); TOYTOBBII UHIEKC.

[Ipu aapecamuu AokyMeHTa (U3HUECKOMY JIMIY YKa3bIBAIOT (PaMHIINIO
Y MHHLIMAJIBL, 3aTEM ITOYTOBBIN anpec. Hanmpumep:

Conosbeny I1.C.
Canosas yi., 1. 5, KB.
12,

r. Akcaii, PoctoBckas
001., 346720

[1o4TOBBIN agpec HE YKa3bIBACTCS B JOKYMEHTAX, HAIPABISIEMBIX B BBICIINE
opraHbl BJacTH, (elepalbHble OpraHbl HCHOJHUTEIBHOM BJIACTH, BBICIIUM
JOJDKHOCTHBIM JIHIIaM cyOBbeKTOB Poccuiickoit denepanuu, B HCHOJHUTEIbHBIC
OpraHbl TOCynapcTBEHHOM BiacTu PocToBckoil o00macTd, MOABEIOMCTBEHHbIE
OpraHM3allM, MOCTOSHHBIM KOPPECHOHIEHTaM (3a HCKJIIOUYEHHWEM HallpaBJICHUs
IIMCEM YKa3aHHBIM aJipecaTaM B KOHBEpPTaX C IPO3paYHbIMUA OKHAMH).

[Tpu otnpaBke HMUChbMa IO 3JIEKTPOHHOW MOYTE MM (HPaKCUMUIBHOU CBS3U
(0e3 mOCBUIKM 1O  MOYTE) TMOYTOBBIM aJpec TaKkKe He  YKa3bIBaeTcs.
[Tpu HEOOXOIMMOCTH MOXKET OBITh yKa3aH »JJIEKTPOHHBIA ajapec (HOMEp
tenedona/dakca). Hanpumep:

AMUHHCTpanus
AKcaickoro
TOPOJICKOTO MOCEIEHUS
PocrtoBckoit obnactu

gp02021@mail.ru
[ToutoBbIli anmpec Ha KOHBepTe OGOPMIIAETCS TakKe B COOTBETCTBUU
c [TpaBusiamu okazaHusi yCIyT MMOYTOBOM CBA3U. AJIpec MOIyvaTess pacrioaaracTcs
B IPAaBOM HWJKHENM YaCTHU, a aJpeC OTIPABUTENS — B JIEBOM BEPXHEW YacTH

MIOYTOBOTO KOHBEPTA (MIOYTOBOTO MaKeTa, MOYTOBOM KApTOUKH):

Anpec oTripaBUTENS
AnMuHHCTpanus AKCaCKOro ropojCKOro
MMOCEJICHUS

I'ymaesa yi., 108, r. Akcaii, 346720
ucx. Ne 29-07-189/19

AJllpeca Ha TOYTOBBIX OTIPABJICHUSAX, NEPECBUIAEMBIX B Mpeaesiax
tepputropun  Poccuiickoit deneparuu, odopmisitorcs Ha pycckoM s3bike. Ha
MOYTOBBIX OTIPABJICHHUIX HE JOJDKHO OBITh HE OTHOCSIIINXCS K aIpecy 3HAKOB.

Ha MeXayHapoaHBIX TIOYTOBBIX OTHPABJICHUSIX aJpec oQopMIseTcs
coryacHo MyHKTy 9.2.7 IHCTpYyKIHH.

4.3.14. T'pud yTBepx)IaeHUS JOKYMEHTa — OCOOBIA CIOCOO BBEICHUS
NIOKyMEHTa B JICUCTBHUE, CAHKIMOHUPYIOIIMKA pPACIpPOCTPAaHEHUE €ro Ha
ONPEIICIIEHHBIN KPYT OpraHu3alii, [IOJDKHOCTHBIX JIML, TpaxaaH. JlOKyMEHTBI
yTBepkaatorcss [maBoid AnMuHUCTpa  AKCalWCKOro TOPOJCKOTO MOCEJICHUS,




3aMecTUTEISIMA [ 1aBbl AIMUHHMCTpAMA AKCAaWCKOTO TOPOACKOIO TOCEJNEHUS H
WHBIMU JTOJDKHOCTHBIMHU JIMIIAMU A IMUHUCTPAIUH.

I'pud yTBepxkAeHUS TPOCTABIAETCS HA JOKYMEHTE B CiIydae €ro
YTBEPKACHUSI  JIOJDKHOCTHBIM  JIMIIOM,  PACHOPSAUTEIIBHBIM  JOKYMEHTOM
(moCTaHOBJIEHUEM, PACTIOPSAKEHUEM) WIIM PEUICHUEM KOJUIETUAIBHOTO OpraHa.

['pud yTBep)aeHUST pa3MemaeTcs B IPaBOM BEPXHEM YTy MEPBOTO JIUCTA
nokymMeHTa. Eciii TokyMeHT 0(hOpMIIEH C TUTYIBHBIM JIUCTOM, TPUQ YTBEPKICHUS
opopmisieTcss Ha TUTYJIbHOM JucTe. CTpPOKM PEKBU3UTA BBIPABHUBAIOTCS 10
JIEBOMY Kpar0 WM HEHTPYIOTCS OTHOCUTENIBHO CaMOU IJIMHHOM cTpoku (He Ooiee
7,5 cm).

[Ipu yTBEp)KIEHUH JOKYMEHTa COOCTBEHHOPYYHOU MOMKUCHIO JOKHOCTHOTO
ouna rpud yTBEpKIEHUA JOKyMeHTa coctouT u3 cioBa Y TBEPXIIAIO
(mporvcHbIMM  OykBamMM, 0€3 KaBbIUCK), HAMMCHOBAHUS JOJDKHOCTH  JIWIIA,
YTBEPXKNAIOMIETO TOKYMEHT, €ro TMOJIUCH, HWHUIKAJIOB, GaMUIMU U JIaThl
yTBepxkaeHus. Hanpumep:

YTBEPX/AIO
ITepBe1it 3amectuTens ['naBbl
AnmuHHCTpanuu AKCalCKOro
TOPOACKOTO TIOCENECHUS

[Toanuck N.0. ®amunus
Jlata
[Ipu yTBepXKIeHUU JOKYMEHTa pPACHOPSIUTEIIBHBIM JOKYMEHTOM TIpud
yrBepkaenuss  coctout w3 cioBa  YTBEPXJIEH  (YTBEPXJIEHA,
YTBEPXJIEHBI niu YTBEPXXJIEHO), cornacoBaHHOro ¢ HAMMEHOBAHUEM BHa
YTBEPKIAIOIIETO JOKYMEHTa B TBOPUTEIBHOM IMAJIeKe, €ro JaTbl U HOMEpa.
Hanpumep:

Pernament YTBEPX/EH
[IpaBuna YTBEPXIEHbI
NHcTpykius YTBEPXJIEHA

[Ipu yTBepXIEHUM JOKYMEHTa KOJIJIETHAIBHBIM OpPraHoM, pelIeHUs
KOTOpOro (UKCUPYIOTCS B MPOTOKOJE, B Tpude YTBEPKICHUS YKa3bIBAIOTCS
HaMEHOBAaHUE OpPraHa, PEIICHHEM KOTOPOTO YTBEPKIECH JOKYMEHT, 1aTa U HOMEP
npoTokona (B ckobkax). Hampumep:

-(ITonoxenue) YTBEPXJIEHO
ApPXUTEKTYpHBIM COBETOM TIPH
AnMUHHUCTpauM AKCalCKOro

TOPOJICKOTO TIOCEIICHHS
(mpotokout ot 19.09.2018 Ne 5)

[Ipy HanMuUKM HECKONBKUX TPU(OB YTBEPKIACHUS UX PACMOiararoT Ha OJHOM
ypoBHe. ['pud yTBEp)KIEHHS MOXXET BXOAWTH B COCTaB OTMETKH O MPHUIIOKEHUU
K ITIPAaBOBOMY aKTY.



4.3.15. 3aroyloBOK K TEKCTy — KpaTKo€ COJIepKaHue JIOKyMEHTa MOKET
COCTaBJISITbCS KO BCEM JOKYMEHTaM, 3a HCKJIIOUEHHEM TeJerpaMM, HW3BEIICHU,
JOKYMEHTOB, O(pOpPMJICHHBIX Ha OnaHkax Qopmata A5, a TaKke IOKYMEHTOB,
UMEIOIINX TEKCT HEOOJBIIOTO 00beMa (710 S5 CTPOK).

3aroloBOK K TEKCTYy TMeyaraercss 0e3 KaBbIUEK U TEPEHOCOB IO CJIOTaM,
HE MOYEPKUBACTCS. 3arojioBOK K TEKCTY, COCTOSIIMN W3 JABYX M Oojee CTpOK,
[IeYaTaeTcsl Yepe3 ONMHAPHBIA MEXCTpOUHbIM uHTepBal. He pexomenmyercs
3aKaHYMBaTh CTPOKY B 3ar0JIOBKE MPEJIOTOM WM COr030M. TOUKa B KOHILIE 3arojIOBKa
K TEKCTY HE CTaBUTCSL.

3aroJIoBOK JIOJKEH OBITh KPaTKUM, TOYHO MEepeJaBaTh COACPKaHUE JOKYMEHTA
Y COTJIaCOBBIBAThCA C HAMMEHOBAaHMEM BuAa JOKymeHTa. Odopmisiercs 1oA
pEeKBU3UTAMM OJIaHKa CJIeBa, OT T'PaHMLBI JIEBOTO MOJA. JIJIMHA CTPOKH 3arojioBKa
K TEKCTY JIOJDKHA COCTaBIIITH He Oonee 7,5 cM. BO3MOXKHO BblENEHUE 3arojioBKa
HOJIYKUPHbIM IIpu(TOM. B MOCTAHOBIEHUSX, PACTIOPSHKEHUSIX AJMUHUCTPALUU
AKCaiiCKOro TOpOJICKOTO MOCEJICHUS 3ar0J0BOK K TEKCTY MOXET OQOPMIISTHCS Ha
TEKCTOM OT JIEBOTO pabOdYero mojisi JOKyMEHTa (WM JIEBOW TPaHUIIBI TEKCTOBOTO
T0JIs1) U IEHTPUPYETCS] OTHOCUTENIBHO CaMOM JITTMHHON CTPOKH.

Ecnm 3aronoBok K TEKCTy OTBEUaeT Ha BOMPOC «O 4YeM?», OH HAYMHACTCS
c mpemiora «o» («o0»). Ecau 3aronoBok K TEKCTy OTBEYAET HA BOIPOC «UErO?»,
OH COCTaBJISIET O/IHO IIEJI0E€ C HANMEHOBAHUEM BUIA JOKyMeHTa. Hampumep:

pacniopspkeHue (0 yeM?) 0 CO3JJaHUU aTTeCTAIIMOHHONW KOMHUCCHUY;
UCHMO (0 YeM?) O BBbIJICJICHUU CPEICTB;

aKT (4ero?) npuema-nepeaadu aed;

POTOKOJI (4ero?) 3aceanus FKCIEPTHON KOMUCCHUH.

B cucreme «Jlemo» 3aroioBok K TEKCTy (KpaTkoe coJiep)KaHHe JTOKYMEHTA)
COCTABIISICTCS I BCEX JOKYMEHTOB M BHOCHTCS B TIOJIC PETHCTPAIMOHHO-YYCTHOU
(OpPMBI PETUCTPUPYEMOTO TOKYMEHTA.

4.3.16. TekcT ~ MOKyMEHTa  COCTaBISIETCSI HA  PYCCKOM  SI3BIKE  —
rocyapcTBeHHoOM si3bike Poccuiickoii ®enepanuu, ¢ ydyeToM OCOOCHHOCTEH
o(HIMaTBHO-IEIOBOTO CTHJIS, BHJIA IOKYMEHTA M €r0 Ha3HAYCHMSI B YIIPABICHYCCKON
JESITETHbHOCTH. TEeKCT-IOKYMEHTa JTOJHKEH OBITh aKTyaJbHBIM, KPaTKUM, JIOTUYHBIM,
coZiepaTh TOJHYIO, JIOCTOBEpHYIO (IIPOBEPEHHYIO) WHGOPMAIINIO, OJIHO3HAYHBIC
dbopmynupoBku. Eciau TOKyMEHT TOTOBUTCS B OTBET Ha MHCHMO, 3alpoc, 00beM
uHGOPMAITMH U ACTIEKTHI COJIEP>KaHUs B OTBETHOM MHUChME JTOJDKHBI COOTBETCTBOBATH
3ampocy.

TekcT MOKyMeHTa, MIOMHUMO CBSI3HOTO TEKCTa, MOXET COJACPIKATh TAOJIHIBI,
CIUCKH, TpaduuecKkue N300pa>keHUs UM COUETAHUS dTUX CTPYKTYP.

B Texcre mokyMeHTa, MOATOTOBIEHHOTO Ha OCHOBAaHUU 3aKOHOJATENBbHBIX,
WHBIX TIPABOBBIX AaKTOB, W3JaHHBIX OpPraHAMH BJIACTH, aBTOPOM JOKYMECHTa
YKa3bIBAIOTCSI HAMMEHOBAHHE BUIA IOKYMEHTA, HAMMEHOBAHNE OpraHa, U3/IaBIIero
JIOKYMEHT, JIaTa MPUHATHS WIH YTBEPKIACHUS JOKYMEHTA, €T0 PETUCTPAIlMOHHBINA
HOMED, a TAK)KEe 3aroJIOBOK JJOKYMEHTA, 3aKJIFOUCHHBIN B KaBBIUKH, HAIIPUMED:



«B coorBerctBun ¢ OOmactaeiM  3akoHoM ot 01.08.2011 Ne 635-3C
«O IlpaBurtenbctBe PocTOBCKOI 00aCTIY.

TeKCThl TOKYMEHTOB U3JIaratoTCs:

oT 1-ro Jmua eIMHCTBEHHOIO YMClia — B MOCTAHOBJIEHUSX, PACHOPSHKEHUSX,
W3JJAHHBIX €IUHOJIMYHO («IPOILYy PacCCMOTPETH BOMPOC 00 YCTAHOBJIEHHH JIbIOTHBIX
Tapu(oBy», «Ipesaraio...»);

OT 3-TO Julla EAUHCTBEHHOTO 4YHucia («AAMUHUCTpalus AKcailckoro
TOPOJICKOTO MOCENIEHUSI HE CYUTAECT BO3MOXKHBIM. ..»);

B COBMECTHBIX  JIOKyMEHTaxX TeKCT wu3jararor oT l-ro  Jwia
MHO>KECTBEHHOT'0 UKCIa («CIYIIATN, «PEIInIn);

B IMIPOTOKOJAaX 3aCEAaHUl — C MOMOIIBIO TJ1arojoB MPOIIEANIEr0 BPpEMEHU
MHO>XE€CTBEHHOT'O qyucia («CIIYHIIAJI», «BBICTVYIINJIN»,
«ITOCTAHOBWJIN» nnmu «PELLIJIN»);

B JICJIOBBIX MHCbMaX, OQOPMIIEHHbIX Ha OJlaHKaX AJIMHHHCTpalUU
AKCaCKOTO TOPOACKOTO MOCENEHUS, CTPYKTYPHBIX MNOAPA3ACICHUN WK OPTaHOB
AnMuHHCTpauu — OT 1-ro JHMIIa MHOXXECTBEHHOTO 4ucia («IpocuMy,
«HaIpaBJsIeM», «IpejaraeM») WId OT 3-TO JIMIa eIWHCTBEHHOTO dYHCIia
(«AaMuHHCcTpanusi AKCaliCKOrO TOpPOACKOTO TMOCENEHUs HE  BO3paXaeT ...»,
«DUHAHCOBOE YNPABICHUE CYUTAET BO3MOXKHBIM ...»);

B JICJIOBBIX MHUCbMaX, O(OPMIICHHBIX Ha JOJDKHOCTHBIX OlaHKax, — oT 1-ro
JUIA €AUHCTBEHHOIO YKCIIa («IIPOLILY ...», «Ipeajararo...», 1 Ipyroe);

B JIOKJAJAHBIX W CIY)KEOHBIX 3alUCKax, 3asBICHUsIX — OT l-ro nwia
€IMHCTBEHHOTO YUCA (IIPOILY ...», «CUUTAI0 HEOOXOAUMBIM ...»);

B JIOKyMEHTaX, yCTaHAaBJIMBAIOIIMX TIpaBa M OOS3aHHOCTU CTPYKTYPHBIX
nojpasieneHuil  AQMUHHCTpanuMu  AKCAalCKOTO  TOPOJICKOIO  IOCEJIEHUs
(monoxeHue, UHCTPYKIHUS), @ TAKXKE COJEPKALINX ONKUCAHUE, OLICHKY (DaKTOB WU
BBIBOJIBI (AKT, CIpaBKa) HCIOJIB3YyeTcs (popma HM3JI0XKEHHs TEKCTa OT 3-TO JIHIA
€AMHCTBEHHOTO  WJIM  MHOXECTBEHHOTO  4YHcia  («OTHEeN  OCYILIECTBISET
(YHKLHH. ..», «B COCTAB OOBEAUHEHUS BXOJAT. ..», KKOMUCCHUSI YCTAHOBUIIA. . .»).

B TekcTe nokyMeHTa He PeKOMEHAYETCS OTPbIBATh U MEPEHOCUTH Ha IPYTYIO
CTPOKY:

WHULMAJIbl UYMEHH U OTYECTBA OT (DAMUIINY;

JaTy OT HAUMEHOBAHUS MECSIIa;

3HaK «Ne» 0T ero HuppoBOro 3HaYCHHUS;

1idpel, 0003HAYAIONINE KOJIMYECTBO, OT CIOB «IIPOLICHTY,
«METP»,-«KHIIOMETP», «TOHHA» U TaK JaJiee;

KOJI Topojia U I psl TeaehOHHOTO HOMEpPA;

OTpHIBATh HAUMEHOBAHHUS CTPYKTYPHBIX €IWHHUII U TOJOBKY TaOJHUIIbI
OT OCHOBHOT'O TEKCTA;

3aKaHYMBATh CTPAHUILy 3arojoBKOM (TIOCIE HEro JOJKHO ObITh HE MEHee
JIBYX CTPOK TEKCTA);

HAYMHATh CTPOKY CO 3HAKA «TUPEM.

TekcT MOKYMEHTa MOXKET COJEp)KaTh pas3fielnbl, MOAPA3Aeibl, MYHKTHI,
NOAMYHKTBI, HyMepyemble apabckumu 1uppamu. CTpykTypa JAOKYMEHTa
00yCJIOBJIEHA €T0 BUIOM.



B TekcT nokyMeHTa MOTYT BKJIIOUaTbCsl parMeHThl, 0pOpMIICHHbIE B BHUJIE
Tabnuiel (pasaen 6 UHCTpyKIKK) UM aHKETHI.

Ecnu Tpebyercss MHOTOKpAaTHO YMOMSHYTh B TEKCTE TOT WJIM MHOM Opra,
yapexaeHue Wi 00beKT (Kpyr 0OBEKTOB) WIIM HEOTHOKPATHO YIOTPEOUTH TO WIIH
WHOE TIOHSTHE, CJIEIyeT B IMEpPBbIM pa3 JaBaThb NOJIHOE HAWUMEHOBAHHE, a 3aTEM

B CKOOKAaX IPUBECTH COKpAILEHHBIA BapuaHT: «(Jamee — ...)», KOTOPBIM aaiee
Oyaer ymoTpeOasThcsl B TeKcTe. Ecnu cokpalieHne HauMEeHOBaHUs OOBEKTa
caenaHo 1o ¢opme: «(gajee TakkKe — ..)», TO B IOCIEAYIOLIEM TEKCTe

yIoTpeOIseTCs] KaKk COKpAIeHHOE, TaK U MOJTHOS HaMMEHOBaHNE.

Ecnmn B Tekcre mokymeHTa TpeOyeTcs ykazaHue (HaMuiInid, WHHUIHAIbI
oopMIISIIOTCS TIOCIIe (PaMUITUH.

JlaThl W KaleHJapHbIE CPOKHM B TEKCTaX JOKYMEHTOB PEKOMEHIYETCS
oopmiATh cioBecHO-IU(PPOBBIM crtocodoM. Hanpumep:

B ¢eBpane 2018 r.;

B iepBoM tiosryroauu (| momyroaum) 2017 r.;
B iepBoM kBapraie 2017 r.;

¢ 1999 o 2001 roxwl,

B 2015 — 2017 ronax.

Ecnin HayanpHOE NOPSAAKOBOE UUCIMTEIBHOE B Ha3BaHUU MPa3gHHUKOB
Y 3HAMEHATEJIbHBIX JIaT HalUCaHO LHUQPOH, TO ¢ MPONUCHONM OyKBbI MUIIETCA
cienymomee 3a HUM cioBo. llopsakoBoe dYHCIWTENbHOE MHpPU 3TOM HE HMMEET
Hapamenus: 8 Mapta, 1 Mas.

[TopsinkoBO€ YHCIUTENBHOE MHULIETCS CIOBAMU M CO CTPOYHOM OYKBBI
B CJIOBOCOUYETAHHMHM TUIIA: BOCBMOMN payHJ EPErOBOPOB; BTOPOE MOITYTOJHE.

[TopsinkoBele  uucnaUTENbHBIE, OOO3HaYaeMmble apaOCkuMu Ludpamuy,
MULIYTCS ¢ HapameHnem. Hampumep:

8-t pam; 90-e romer; B 20-x umcmax ampens. Ho: mo 20 mas 2017 r.,
c 1 suBapst 2018 r.

[TopsinkoBble  YHCIUTENbHBIE, O00O3HaYaeMble PUMCKUMH LHudpamuy,
nuiryTes 0e3 HapamieHus: naBanuy |l rpynmel, | kBaprai.

WNMmst  CylmecTBUTENbHOE TMOCJE JPOOHOI0 YHCIUTENBHOIO COTJIACyeTCs
C IpOOHOM €ro YacThIO U CTABUTCS B POJUTENILHOM Ma/IeKe €IMHCTBEHHOTO YHCIa!
36,7 mporieHTa; 28,5 metpa.

Cno’xHble IMEHA CYILIECTBUTEIbHBIE U MpUilarareibHble, UMEIOIINE B CBOEM
COCTaBe YUCIUTENbHBIE, TUIIYTCS CleayromuM oopazom: 150-netue, 3-IHEBHBIH,
JIBYXHEICTIbHBIN.

3Haku HoMepa, mnaparpada, MPOLEHTOB, Ipajayca CTaBATCS TOJBKO IpHU
nudpax, K KOTOPbIM OHM OTHOCSITCS, WU B 3arojoBkax rpad TaOJIUUHBIX (OpPM.
HenomyctuMo ucnosib30BaTh B TEKCTE 3HAKU HOMEpa, MporeHToB 0e3 mudp. Ilpu
HamucaHuu Uu@p clIoBaMH 3HAKW HOMepa, mnaparpada, MPOLEHTOB, Ipaayca
nunrytcs OykBamu. Hanmpumep: 50 %, HO nsThAECAT MPOLIEHTOB.



3naku «No», «%» mNpU HECKOJbKUX YHciIax (eciau OHU O0003HayaroT
COOTBETCTBYIOILIME IOHATHS BO MHOXECTBEHHOM WYHCJIE) HE YJBAaUBAIOTCA U
CTaBATCS TOJIBKO OJUH pa3, 1o wim nocie psaaa mudp: 30 — 40 %, Ne 5 -7,

B Ha3BaHMSAX Npa3AHUKOB W 3HAMEHATENbHBIX AT C MPOMHCHOW OYKBBI
MUIIYTCS TIepBOe cI0BO U uMeHa cooctBeHHbIe (lenp Konctutynuu Poccuiickoii
®enepanuu, Bocemoe mapra, Hoseiid ron, Jlenp Meramnypra, JleHp pOCCHICKON
neuatu). Uckntouenue: Jlens [ToOenbr.

B Tekcrax mpaBOBBIX aKTOB HCIOJIB3YIOTCS TJArojbl B (popMe HACTOSLIETO
BPEMEHH, NPHUIAOIINE TEKCTY MPEANUCHIBAIOIINN XapaKTep, HAIPUMED:

«Buza BkIouaer B ceOs HAMMEHOBAaHUE JIOJDKHOCTH PYKOBOJUTENS
MUHHCTEPCTBAa (BEJIOMCTBA) WJIM €ro 3aMECTUTeNsl U JIMYHYK MOJIHUCH
BU3UPYIOIIET0, pACIIM(PPOBKY MOIUCH U AaTY»;

«HopmaTtuBHble mnpeanucanus OoQOpMISIIOTCS B BUJE IYHKTOB, KOTOpbIE
HYMEPYIOTCS apaOCKUMU [U(pPaMU C TOYKON U 3ar0JIOBKOB HE UMEIOT.

[Ipn cocTaBneHMM TEKCTa B BHUJE AHKEThl HAMMEHOBAHUS MPU3HAKOB
XapaKTEPU3yeMOro 0ObEKTa JTOJKHBI ObITh BBIPAXKEHBI UMEHEM CYIIECTBUTEIBHBIM
B UMEHHUTEIIbHOM TQJeK€ WM CJIOBOCOYETAHHEM C TJArojioM 2-To JIHIa
MHO>KECTBEHHOT'O 4YHCJa HACTOSIIEr0 WM TMPOIICIIIEr0 BPEMEHU («HUMEETE,
«BIIAJIEETE», «OBUINY», KHAXOAWIUCHY»). XapaKTEPUCTUKH, BBIPAKEHHBIE CIOBECHO,
JTOJIKHBI COTJIACOBBIBATHCS C HAUMEHOBAHHUSIMU IPU3HAKOB.

Tekcr, kak TMpaBuioO, COCTOMT M3 JBYyX 4Yacred. B mepsoit
4acTH  YKa3bIBAIOTCS IIPUYMHBI, OCHOBAHMS, LIEJIM COCTABJIECHUSA JOKYMEHTa, BO
BTOPOIl (3aKIIIOYUTENBHOM) — peLIeHMs], BBIBOJBIL, IMPOCHOBI, MPEIIOKEHHUS,
PEKOMEHIallNH.

TexkcT MOXeET coaepX aThb OJHY 3aKJIIOUUTENbHYIO YacTh (HampuUMeEp,
paclopspKeHHE — PACIOPSIUTENbHYI0 4acThb 0€3 KOHCTAaTUPYIOLIEH; NUChMa,
3asBJIEHUsI — MPOChOy O€3 MOSCHEHUs; CIpPaBKU, JAOKJIAJHBIC 3alIUCKH — OLICHKY
(akTOB, BHIBOIbI).

B Tekcre nokymeHTa, MOArOTOBICHHOIO HA OCHOBAaHUM JOKYMEHTOB APYIHX
OpraHu3alyid WM paHee HU3JAaHHBIX JOKYMEHTOB, YKA3bIBAIOTCS WX PEKBU3UTHI:
HAaMMEHOBAaHUE JOKYMEHTAa; HAaUMEHOBAaHME OpPraHU3allMM — aBTOpa JTOKYMEHTa;
JlaTa TOKYMEHTa; pErUCTPAallMOHHBIN HOMEp JOKYMEHTA; 3ar0JIOBOK K TEKCTY.

4.3.17. OT™MeTKa 0 HATMYUU TIPUIIOKEHUN COACPIKUT CBEICHUSI O TOKYMEHTE
(IOKyMEHTax), MpHJaraéMbIX K OCHOBHOMY JIOKYMEHTY (B CONPOBOJUTEIIHLHBIX
IMCbMaX, NPETEH3HSX, aKTax, CIpaBKax U JPYTUX TOKYMEHTaX) WK
CBUJETENBCTBYET O TOM, YTO JOKYMEHT SIBISETCS IPUIOKEHUEM K OCHOBHOMY
JOKYMEHTY (HOPMaTUBHOMY, PACTIOPSIUTEIHLHOMY UITH HHOMY).

CnoBo «llpunoxkenue» mnuIiieTcs C 3arjaBHONM OYyKBbI, yHOTpeOssieTcs
B €JMHCTBEHHOM 4YHCJIE, II0CJIE€ HEro CTaBUTCS JIBOETOYHE M YKa3bIBaeTCsA
KOJIMYECTBO JIMCTOB U 3K3EMILISPOB.

B conpoBoauTenbHbIX NUChbMax W APYrHMX HHPOPMAIMOHHO-CHPABOYHBIX
JOKyMEHTaX OTMETKa O MPHJIOKEHUU OTHENSIETCS OT TEKCTa JOKYMEHTa JIBYMS
OJIMHAPHBIMU MEXCTPOUYHBIMH WHTEpBaJaMH W IE€YATAETCAd OT JIEBOM TI'PaHUIIbI
TEKCTOBOI'O MOJIS CIETYIOIIMM 00pa3oM:

Ecnu npuiioxeHue Ha3BaHO B TEKCTE:


http://docs.cntd.ru/document/9004937
http://docs.cntd.ru/document/9004937

[Tpunoxxenue: Ha 3 1. B 1 9K3.

Ecnu npunoxeHue He Ha3BaHO B TEKCTe (YKa3bIBAIOT €r0 HaMMEHOBAaHHUE,
KOJIMYECTBO JIUCTOB M DJK3EMIUISIPOB) WM €CIU MPWIOKEHUH HECKOJBKO
(MX HyMepYIOT apaOCKUMU UPpaMu C TOUYKOM, IPU ITOM BTOpas U MOCIEIYIOLUe
CTPOKH OTMETKH BBIPABHUBAIOTCS OTHOCUTENIHO Hayalla MePBOTO MPEATIOKECHHUS):

1. CnpaBka O MOATrOTOBKE IIKOJ K y4eOHOMY Trojy Ha 8 .
[TpunoxkeHus: B 2 k3.
2. Cnucok mKoJ Ha 3 J1. B 2 9K3.

Ecou mnpunoxenue (mpuiokeHus) cOponmopoBaHo(bl), TO KOJHUYECTBO
JIVICTOB HE YKa3bIBACTCS:
[Tpunoxxenue: otyeT o mpoBeaeHnn Popyma B 2 3K3.

Ecan JOKYMCHT, HBJISII-OHIPIﬁCSI IMPpUIO0KCHUCM, HMCCT JIIPHIIOKCHUA
C CaMOCTOSTEIILHOU HYMepaHHGﬁ CTpaHHII:

JIOTOBOP BO3ME3THOTO OKa3aHUsl yCIyT OT
5 mas 2018 r. Ne 32-18/72 u nipuiioskeHus K HEMY, BCero Ha 7
[Ipunoxenue: 1.

Ecan JOKYMCHT HaIIPaBJICTCA HCECKOJIbKMM ajJpccartaM, a IIPHUIIOKCHUC
TOJIBKO IICPBOMY apCCaTy:

[Tpunoxenue: Ha 3 1. B 5 3K3. TOJIBKO B TIEPBBIN apec.
Ecnu npunoxeHussMA K TUCBMY SBISIIOTCS JOKYMEHTBI, COZEpKallue
MH(pOpMAIMIO0 KOHPHUICHIIMATIBHOTO XapaKTepa:

CripaBka 0 HEMJIATEKEeCMOCOOHBIX MpeanpusaTHsIX Ha 2 1. B 1
[Tpunoxenue: 3k3., per. Ne 26-mcr1, 115 CITy>keOHOTO TTOJIb30BAHUS.

Ecnu mpunosxeHueM SIBISIOTCS JOKYMEHTHI, 3allMCaHHbIE Ha (U3HUYECKU
000COOJICHHBII 3JIEKTPOHHBIA HOCUTENb (KOMIAKT-IUCK, USD-ieri-HaKomuTeb

U JIpyTOE):

[Ipunoxenue
DVD-R B 1 aks.

IIpu 3TOM Ha BKIajapiie (KOHBEPTE), B KOTOPBIN IMOMEIIACTCS HOCHTEINb,
YKa3bIBAIOTCS HAMMEHOBAHUSI JTIOKYMEHTOB, 3allMCAaHHBIX Ha HOCUTENIh, HWMEHA
¢aiisioB, 00beM JOKYMEHTOB B JIUCTAX.

Ecnu HeoOXxoauMo HampaBUTh JIEKTPOHHYIO KOIHMIO HA aapec AJICKTPOHHON
MIOYTHI TIOJTyYaTesIs, YyKa3aHHBIA UM B CITPAaBOYHBIX JIAaHHBIX HA OJaHKe:

[lpunoxenne Ha 35 . B 1 »9K3. W DJJNGKTPOHHAs KOMHS Ha
anpec dpchsro2@donpac.ru
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Ecan ¢ OJHHUM COIPOBOAUTCIBHBIM IIMCHbMOM IICPCCBIIACTCA OoubIIOE
KOJIMYCCTBO HpI/IJ'IO)KeHI/II\/'I, MOJKET OBITH COCTaBJI€HAa OIMUCh HpI/IJ'IO)KeHI/Iﬁ
C IICPCUYNCICHUEM HAaUMEHOBAHMI BCEX I[OKYMGHTOB-HpI/IJ'IO)KeHI/Iﬁ C YKa3aHHEM
KOJIMYICCTBA JIMCTOB U OK3CMINIAPOB KaXXJI0TO U3 HHUX, 4 B OTMCTKC O ITPHJIOKCHUUN
Ja€TCsA CChIJIKA Ha OITMCh HpHHOX(CHHﬁZ

[Ipunoxenue
OTKCH MIPHUIIOKEeHUH Ha 2 11. B 1 9K3.

Ecin x [OKyMEHTYy MpWiIararoT Jpyrod TOKYMEHT, TaKKe WMEIOIINN
NPUIOKEHHE, OTMETKAa O HAIWYHH MPWIOKEHUS O(QOpPMIIIETCS CIIETYIOINUM
obpazom:

3aKJIFOUCHUE TIOCTOSHHOW KOMHCCHUU TI0 3JIPaBOOXPaHEHUIO
ot 25.04.2001 Ne 15 u npumnoxkeHusi K HeMy, Bcero Ha 21 .
[Ipunoxenue: B 2 3K3.

Ecnu npusnokeHueM K TOKyMEHTY (HarpuMmep, K pacropsiKeHUI0) sIBISETCS
YTBEP)KJIaeMblii JOKYMEHT (TIOJIOKEHWE, TMpaBWiIa, HWHCTPYKIUS U JApyTHe
JIOKyMEHTBI), B  BEpPXHEM TMPaBOM yIIdy TMPOCTAaBISIETCS OTMETKa O
MPWIOKEHUH, HIKE — rpud yTBEPKICHUS JTOKYMEHTA.

[IpuiioxkeHue SBIAETCS HEOTHEMIIEMOM YaCThIO YTBEPKIAAOLIETO €ro
pacnopsiIUTENTLHOTO  JOKyMeHTa. Eciam  JokyMeHT wu3naercs TUnorpadCcKum
criocoOOM BMECTE C PaCIOPSIKEHUEM, OH COXPAHSIET OTMETKY O TPUJIOKECHUH.

Ecnu nokyMeHT HU31aeTcsi OTAEIBbHO OT YTBEPAMBILIETO €r0 PACHOPSIKEHHUS,
npocTasisiercs rpud yrepkaenus. Hampumep:

[Ipunoxenue
PET'JIAMEHT
YTBEPX/IEH

Pacniopsxenuem

AJIMUHHCTpaIuu

ot 10.10.2019 Ne
50

4.3.18. I'pud cormacoBaHus JOKYMEHTOB MPOCTABISETCA HAa JOKyMEHTaX,
COTJIACOBAaHHBIX OPTaHAMH BJIACTH, OPTAaHU3AIUSIMH, TOJDKHOCTHBIMH JTUI[AMH.

I'pud cormacoBanusi B 3aBUCUMOCTH OT BUAA JOKYMEHTa U OCOOCHHOCTEH
ero 0(hopMIIEHUST MOXKET MPOCTABIIATHCS:

Ha TIEPBOM JIUCTE JOKyMEHTa (€ClIM JAOKYMEHT MMEET THUTYJBHBIN JIHCT —
Ha TUTYJIBHOM JIMCTE) B JICBOM BEPXHEM YIJy Ha YpoBHE Tpuda yTBEpKICHUS
(Ipu OTHOBPEMEHHOM  COTJIACOBAaHMHM W yTBEPXKIACHUHM  JOKYMEHTa) WU
10T HANMEHOBAaHNEM JOKYMEHTa OJMKe K HIDKHEMY TTOJTIO;

Ha MOCJEIHEM JINCTE JOKYMEHTA MO TEKCTOM, HH)KE PEKBU3UTA «IIOAMHCHY;

Ha JIUCTE COIJIACOBAHUS, SIBIISIIOIIEMCSI HEOThEMJIEMOW YacThiO JIOKyMEHTa
(ecmu conep)kaHuWe JOKYMEHTa 3aTparuBaeT MHTEPEChl HECKOJIbKUX OPTraHOB



MECTHOI'O  CAMOYINpPAaBJIEHUs, MHBIX TOCYJAapCTBEHHBIX OpPraHoB U  (WJIM)
OpraHu3alui).

I'pu¢ cornacoBanusi cocrout u3z ciosa COI'JIACOBAHO (6e3 kaBbIuek),
JOJDKHOCTH JIMLA, C KOTOPBIM COIJIACOBAH JOKYMEHT (BKJIOYas HAaWMEHOBAHHE
opraHa MECTHOTO CAaMOYIpPABJICHHS, HWHOTO TOCYJAapCTBEHHOIO  OpraHa,
OpraHu3alyu), €ro MOANUCH, WHULHUAIOB, (aMUJIUH, JaThl COTJIACOBAHUA.
Hanpumep:

COT'JIACOBAHO

3amecTtuTens [ naBel AIMHUHHCTPAUUNA AKCAiCKOTO TOPOJICKOrO MOCEIEHUS

IHoanuce N.0. damunus

23.06.2018

NI

COI'JTACOBAHO

3amecTtutelb [ maBpl AIMUHUCTpAMK AKCAaCKOTO TOPOJCKOTO MOCENEHUS

IHoamuce N.0O. Gamunus

23.06.2018

CnoBo COI'JTACOBAHO neuwaraercs mnponucHbiMU OykBamu. ['pud
COTJIaCOBaHMS BHIPABHUBAETCS IO JIEBOMY Kparo WM MO IIEHTPY TEKCTa PEKBU3UTA
OTHOCUTEJIBHO CAMOM JUIMHHOW CTPOKH, KOTOpask He AOJKHA MPEeBbIIATE 7,5 CM.

Ecnu cormacoBanue OCyHIECTBISIETCA KOJUJIETHAIbHBIM OpPraHoM, B rpude
COIJIACOBAaHUS YKa3bIBAIOTCS CBEJECHHUS 00 oOpraHe, COIJIACOBAaBLIEM JOKYMEHT,
JlaTe U HOMepe MPOTOKOJIa, B KOTOPOM 3a(h)MKCUPOBAHO PELLIEHUE O COTJIACOBAaHUMU.

Hanpuwmep:

COI'JTACOBAHO

ApPXUTEKTYPHBIM COBETOM NpHU AJIMUHUCTPALUU
AKCalCcKOro ropoJICKOro MOCeIeHUs

(pOTOKOIT OT N )

Ecium  cornacoBanue OCYHICCTBIACTCA IMHCbMOM, YKa3bIBAIOTCA  BH[
JOKYMCHTA, Oq)HHHaHBHOC ITIOJIHOC nim COKpPAaIICHHOC HAanMMCHOBAaHHC



UCIIOJIHUTENILHOTO OpraHa rocyJapCTBEHHOM BIACTH, MHOTO TOCYAApCTBEHHOIO
opraHa (opraHu3alnu) — aBTopa JOKyMEHTa, jaTa U HoMep nucbMa. Hanmpumep:

COI'NTACOBAHO

nuceMoM PocapxuBa
oT Ne

Eciu B gokyMmeHTe aBa rpuda coriiacoBaHusi, TO OHU PAacIloiararoTcs Ha
OJTHOM YPOBHE, IPU OOJIBIIEM KOJIMYECTBE UX PAa3MELIAIOT JBYMS BEPTHUKAIbHBIMU
psagamu. Ha noxkymeHTe MOXET ObITh pacIloIOKEHO He Oojee 4deTblpex Ipudos
cornacoBanus. bonbmee 4yucino r1pudoB corimacoBaHus odopmisieTcs Ha
OTJEJIBHOM JIUCTE COIJIACOBAHUS, IPUIIAracMOM K TOKYMEHTY.

Eciu rpudsl cormacoBaHus oQOpMISIIOTCS HA  OTACIBHOM  JIUCTE
COIJIACOBaHUS, Ha JIOKYMEHTE B TOM MECTE, I'/I€ JOJKHBI MPOCTABIATHCS TPUPBI
COTJIACOBaHUS, MPOCTABIISAETCS OTMETKA: «JIMCT corimacoBaHus MPUIATaeTCs.

4.3.19. Buzoii opopmitsieTcss BHyTpEHHEE COTIaCOBaHUE TOKYMEHTA.

Buza cBUAETENsCTBYET O COTJACHM HJIM HECOTJACHH JIOJDKHOCTHOTO JIHIIA
(paboTHHKA) € coOJEp)KaHMEM MpPOeKTa JOKyMeHTa. Bu3a BkiIOuYaeT MOAMUCH
(WM DNIEKTPOHHYIO TOANUCh B cucteme «Jlemo»), pacmmdpoBKy MOAMHUCH
(uHMIMAaNnkl, (aMUInI0) U AaTy Bu3upoBaHus. [Ipu He0OXOAMMOCTH yKa3bIBaeTCs
HaUMEHOBAaHUE JOJHKHOCTH JIMIA, BU3UPYIOLIETO JoKyMeHT. Hampumep:

HavanpHuk IOPpUIUYCCKOI'0 OTACIIA

IToanuce N.0. Gamunus
Jlata

Jomyckaercs TOJIMCTHOE BU3UPOBAHUE JIOKYMEHTa u
ero PUJIOKECHHUH — C MMPOCTaBJICHHEM BU3bl HA OOOPOTHOM CTOPOHE JIMCTA.

BHyTpeHHuEe TOKyMEHThI (IPOEKThI MPABOBBIX AKTOB, CIYKEOHBIE MUCHMA,
JOKJa/JHble, AQHAIUTUYECKHE 3alUCKH, CHOpPaBKM U JpyrHe JTOKYMEHTBI)
BU3UPYIOTCS B cucTeMe «Jleo» B perucTpallMoHHOW KapTe MPOeKTa JOKYMEHTa
(manee — PKII/I) ¢ npumenenunem OI1.

[Ipy Hanuuuu 3amMedaHuii, OCOOBIX MHEHHH, JOMOJHEHHH K MPOEKTY
JIOKYMEHTa BU3Y 0(hOPMIISIIOT CJIEAYIOIINM 00pa3oMm:

3aMeuaHus MpUJIaraloTcs
HavyanbHHK FOpUIMYECKOTO OTAENA
[Toanuck N.0. Gamunus
JlaTta

3ameuanus npukpemwisaiorcs kK PKIIJ nokyMeHTa W MHOANKMCHIBAIOTCS
¢ npumMeHenuem Ol 1.

B cnydae HeoOxoaumocTu opopmiieHHs 3aMeUaHui Ha OYMa)KHOM HOCHUTEIIe
OHM WM3JIararoTCsi Ha OTHAEJIBHOM JIUCTE, IMOJINCHIBAIOTCS, MPUJIAralTCs K
JOKYMEHTY U MEPEIAr0TCS UCIIOTHUTEIIO.



Opranuzaiusi TOpoUEAYpbl COTJIACOBAaHUS U BU3UPOBAHUS IMPOEKTOB
IPABOBBIX AaKTOB, 3Tallbl M CPOKM COTJACOBAHMS YCTAaHOBIEHBI PermameHTOM
AJIMUHUCTpaU AKCaliCKOTO FTOPOJCKOTO MOCEICHHUS.

4.3.20. Tlognuce  siBIsieTcss  00sI3aTEIBHBIM —~ PEKBU3UTOM  JIOKYMEHTA.
JIOKyMEHTBI ~TOJIHUCHIBAIOTCS JODKHOCTHBIMU JIMIIAMH B COOTBETCTBUU C
MPEIOCTABICHHBIMUA UM TTOJTHOMOYHSIMH.

PekBU3UT «mONMUCH» BKIIOYAET: HAMMEHOBAaHUE JIOJDKHOCTU JIMIIA,
MOJMKUCHIBAIONIETO JIOKYMEHT, €r0 COOCTBEHHOPYYHYIO IOJIHUCH, pacIIu(PpPOBKY
noAnucy (MHULKAIBI, (DaMUIIHIO).

PexBusut «moanuck» ohopmiisieTcst OT JIEBOM TPaHHUIBI TEKCTOBOIO TMOJIs
Ha JBa-TPU OJMHAPHBIX MEKCTPOUYHBIX MHTEpBAla HIXKE TEKCTa JOKYMEHTA WIIU
OTMETKHU O MPUJIOKEHUU (IIPU HAIMYUU Takol oTMeTkH). PacmmdpoBka moanucu
neyaTaeTcsli Ha YpOBHE IMOCJEAHEH CTPOKM HAaUMEHOBAHUS JOJIKHOCTH Y MPaBOU
I'PaHULIBI TEKCTOBOTO MOJs. Mexay uHUIMaNaMu U haMUIUEl CTaBUTCS MPOOEI.
WNuunmanel B pacmn@poBKe MOANUCH pacmoiaratorcs nepen gamumeit. Camas
JUTMHHAsI CTPOKa B HAMMEHOBAHUHU JJOJHKHOCTH HE JOJKHA MPEBBIIATH 7,5 CM.

Ecnu noxkyMeHT odopmileH He Ha OJIaHKe, B HAUMEHOBAaHUE JOJIKHOCTH
BKJIFOYAETCS] HANMEHOBAaHUE OpraHa MECTHOTO camoynpasienus. Hanpumep:

['maBa AamMuHHCTpannu
AKCaCKOTo ropoJICKOro MOCEIECHUS IHoanwnce N.0. Gamumnus

Ecan JOKYMCHT O(i)OpMJICH Ha OJaHKe opraHu3anni, B HAHNMCHOBAHHH
JAOJDKHOCTH HAMMCHOBAHHUC OPIraHU3allku HC YKA3bIBACTCA. HaHpHMep:

['maBa AaMuUHHUCTpauu IHoanuce N.0. damumnus
IIpu odopmiteHNM TOKyMEeHTa Ha OJaHKE JOJDKHOCTHOTO JIMIA JOJDKHOCTH
ATOrO JIMIIa B MOAIUCH HE YKA3bIBACTCH:

Iloamuce N.0. Gamunus

He nomyckaercsi OTpbIBaTh MOJINUCH OT TEKCTa JOKYMEHTA, MEPEHOCUTH €€
Ha CIeQyromuid JucT. Bmecre ¢ MOANMCHI0O HAa CIEAYIOIIMM JHUCT JOKYMEHTa
JOJIKHO OBITh IEPEHECEHO HE MEHEE ABYX CTPOK TEKCTa.

[Ipy mnoanucaHuM JOKYMEHTAa HECKOJBKMMH JIOJDKHOCTHBIMM  JIMLAMU
UX MOAIMCH  pacHojararmTcs OJHAa INOoJA JPYyrod B  IOCJIEI0BAaTEIBHOCTH,
COOTBETCTBYIOIIEN 3aHUMAEMBIM JOJDKHOCTSIM. Hanpumep:

3amecTtutesnb [ maBel AMUHUCTpALIMT
AKCaicKoro ropoJICKOro noceaeHus 1o
COLIMAJIbHBIM BOIIPOCaM [Toanuck N.0O. ®amunus

HpI/I MOANMMCAHNN JOKYMCHTA HCCKOJIBKUMHU JIMOAMH PaBHBIX I[OJ'I)KHOCTGﬁ
HX IMOAIINCH PACIIoJIararoTCsa Ha OTHOM YPOBHC. Haan/IMep:



HavaneHuk ynpasieHus: o0pa3oBaHUs Havansnuk YC3H
AnMuHHCTpanuu AKcaiickoro paiiona AnMuHHCTpanuu AKCaiicKoro paiioHa
IHoanuce HN.0. ®amunus IHognuce HN.0. ®amnnus

[Tpr TOANIMCAHWUM COBMECTHOTO JOKYMEHTa TEPBBIH JUCT OQOPMIISCTCS
He Ha OJIaHKe.

B nokyMeHTaX, COCTaBICHHBIX KOMMCCHEH, YKa3bIBAIOTCS HE IOKHOCTH
JIMI, TIOAIUCHIBAIOIINX JIOKYMEHT, a HX OOS3aHHOCTH B COCTaBE KOMHCCHU B
COOTBETCTBHH C pacnpezeiienneM. Hampumep:

n.O.

[Ipencenarens kKoMucCUU JInunas moamnuch damunus
n.O.

CekpeTapb KOMUCCUU JInunas nmoanuck damunus
n.O.

YJIeHBI KOMHCCHH: JIngnasg nmoanuch damunns
n.O.

JIngHasg nmoanuch damunus

HpI/I MNOAIMNCAHNHN NOKYMCHTA HOOJDKHOCTHBIM JIMOOM, HCIIOJHAIOIINM
00s13aHHOCTH PYKOBOIUTCIIA, IIOAIIHCH O(i)OpMJIHGTCH C YKa3aHUCM HOOJIKHOCTHU
Juiia B COOTBCTCTBHU C PACIIOPSIKCHHUCM (HpHKEBOM). HpI/I 9TOM HC OOITyCKaCTCsA
CTaBUTL IIpCHJIOT ((33)), HaIINChb OT PYKH «3am.» uIu KOCYIO 4YCPTY IICPCH
HaAaMMCHOBAHHUCM OOJIDKHOCTH.

N.o. 'maBbl AIMHUHUCTpaUU [Toamuce N.0. Gamunus
15810

Hcnonustronnii 00s13aHHOCTH
['maBbl AIMUHHUCTpaALUU IHoanuce N.0. Gamunus

4.3.21. Ormetka 00 oanektponHoit mnoanucu (OII) wucnomws3yercss s
Busyanmzaiuu - OIl  momydareneM JOKymMeHTa Tipd OOMEHE  AJIEKTPOHHBIMH
JIOKYMEHTaMH, TTOAMUCAHHBIMU YCUJICHHOU KBanuduimpoBanHoi JI1.

B coorBercTBuM ¢ 3akoHozarenbCTBOM Poccuiickon denepanuu OTMETKa
00 PJIEKTPOHHON TOANUCH (HOPMHUPYETCS U BUYATU3UPYETCS MPOTPAMMHBIMU
cpenctBamu. OTMeTka 00 SJEKTPOHHOW MOANMMCH BKIOYaeT (pazy «/loxkymeHT
MOJMKUCAH AJICKTPOHHON MOJMUCHIO», HOMEp cepTu(dukara Kiro4a SJICKTPOHHOU
noanucH, (GaMuiuioo, UMs, OTYECTBO BIajeiblia cepTUPHUKATA, CPOK IEHCTBUSA
cepruduKara Kitoua 31eKTpoHHOU noanucu. Hanpumep:



JOKYMEHT IIOAITMCAH
BJIEKTPOHHOM MOITHUCHIO
Ceprudukar lall1aaa000000000011
Bnanenen Usanos Ban MIBanoBuy
Yrpapisromuil AeaaMmu Jeiicturenen ¢ 01.12.2015 no 01.12.2020 .. Banos

Mecto pa3MmelmieHuss OTMETKH 00 3JEKTPOHHOM MOANUCH  JIOJHKHO
COOTBETCTBOBATh ~ MECTY  pa3MEIIeHUsT COOCTBEHHOPYYHOW  TIONNUCH B
aHAJIOTUYHOM JIOKYyMEHTEe Ha OyMa)XHOM HOCHUTENEe. ODJEMEHThl OTMETKH 00
AJICKTPOHHON TOAMUCH JOJDKHBI OBITh BHUIMMBIMU M UYHUTAEMBIMH, TPH
OTOOpaX€HWU JOKYMEHTa B HATypaJbHOM pa3Mepe He JOJKHBI TEePEeKPhIBATh
AJIEMEHTHI TEKCTA JIOKYMEHTA.

4.3.22. Tleyatp 3aBepseT MOMJIMHHOCTh IMOJNUCH JOJDKHOCTHOTO JIMIIA
Ha JJOKYMEHTE, yI0CTOBEPSIONINX TpaBa Jivll, PuKkcHpyromux (GpakTel, CBsI3aHHBIC
¢ (GMHAHCOBBIMU CpeICTBaMH, a  TaKxe Ha  MHBIX  JOKYMEHTaXx,
MPEAyCMAaTPUBAIOIINX 3aBEPEHUE TMOAMHCH I€YaThl0 B  COOTBETCTBHU C
3aKOHOJIaTeNbCTBOM Poccuiickoit denepanu.

Ileyatp cTaBUTCI HA CBOOOJHOM OT TEKCTa MECTE, HE 3aXBaThbIBas
COOCTBEHHOPYYHOH TMOIINMCH JUIA TOAMKMCABIIETO JTOKYMEHT, WJIH B MeECTe,
o6o3HaueHHOM «MID» («MecTo meuatuny).

4.3.23. OtmMeTka 00 WUCIIOJIHUTENE BKIOYaeT B ceOs (aMminio, wMs,
oT4ecTBO (NPHM HAJWMYMH) KCIOJHUTENII U HOMep ero TenedoHa (C KOJOM).
Hanpumep:

[Terpos Buktop AnekcannpoBud
+7 (863) 262-41-46

OTmeTka 00 HCIOTHUTENIE MOXKET JIOTOJHATHCS ~ HANMEHOBAHHEM
JTOJDKHOCTH,  CTPYKTYPHOTO  TIOAPA3ACICHUS W DJICKTPOHHBIM  aIpecoM
ucnoauutens. Jlononuurenbubie oTMeTkH («Ucem.:» unu «Ten.:», «Tenedon:») He
CTaBATCA.

Otmetka 00 ucmonHUTENEe 0GOPMIISETCS Ha JHUIIEBOW CTOPOHE MOCIEIHETO
JUCTa JOKYMEHTAa OT TpaHMIlBl JIEBOTO Tojia Oe3 ab3aiHoro ortcrymna (Tpu
OTCYTCTBUU Me€CTa — Ha OOOPOTHOH CTOpPOHE JINCTa BHHU3Y CJIEBA) M IE€YATACTCS
mpudtom  Ne 11 nr. Hanmpumep:

[leTpoB Bukrop AnekcaHapoBUY, BEAYIIHNA CIEIIHATUCT OOIIETo oTaena
+7 (863) 262-41-46, v.a.petrov@ mail.ru

OtmeTka 00 WCIIONHUTENE MOXKET OPOPMIISATHCS KaK HUKHHUI KOJIOHTHUTYJ
U mievyararbes mpudTom Menbiero pazmepa (Ne 11 mr).

B noxymeHTax, WMEIOIMX OTMETKY O KOH(MUIEHIIMATHLHOCTH, OTMETKa
00 UCIIOJIHUTENIE TIPOCTABISIETCS Ha O00O0pOTE€ TOCIEIHEr0 JIHCTa KaXKIIO0TO
DK3EMIUISIpa JOKYMEHTa W BKJIIOYAeT YKa3aHUE KOJIMYECTBA OTIEYaTaHHBIX
AK3EMIUISIPOB, (PaMWJIMIO W WHUIMAIBI UCIOJHUTENSA, (aMUIUI0O U HUHUIUATIBI
paboTHUKa, M3TOTOBHUBIIETO JOKYMEHT, JaTy II€YaTaHusl JOKYMEHTa, HOMEp
tenedoHa ucnoanutens. Hanpumep:



OrIn. — 2 9K3.

Ok3. Ne 1 — B ajgpec.

Ox3. Ne 2 — B z1eo.

Hcn. u ot. IBanos P.A.
12.06.2018

+7 (863) 268-93-26

4.3.24. OT™MeTKka O 3aBEpeHMHU KOMUU O(OpMIIAeTCS ISl MOATBEPKICHHS
COOTBETCTBUS KONUU (BBIMUCKU U3 JOKYMEHTA) MOJUIMHHUKY JTOKYMEHTA.

OTMeTKa O 3aBEpeHMH KOIMU MPOCTABISETCS Ha CBOOOJHOM OT TEKCTa
MeCTe, HUKE PEKBU3UTA IOAMUCHY, WU MPU OTCYTCTBUU CBOOOAHOTO MECTa Ha
JUIEBON CTOpOHE JOKyMEHTa — Ha 000poTe JTOKYMEHTa U BKJIIOYAET CJIOBO
«BepHOo», HaMEHOBaHUE JOHKHOCTHU JIMIIA, 3aBEPUBIIETO KOMUIO; €T0 IMOIHUCH;
pac@poBKy NOANUCH (MHULIMAIIBI, (DaMIIIHIO); ATy 3aBEPEHUST KOTTMU (BBITUCKH
u3 1okymeHTa). Hampumep:

Bepno
Havansauk oOriero oraena IHoanuce N.0. Gamumnus
25.03.2019

Eciu xommsi JOKyMeHTa BBIJAETCA JUIsl TMPEJCTaBICHUS B JIPYrou
rOCYJapCTBEHHBIM OpraH, OpraHM3alHi0, OTMETKa O 3aBEPEHUM  KOIHUH
JIOTIONTHSIETCSL  3allUCBI0 O MECTE XpaHEHHsI JOKYMEHTa, C KOTOpOoro Obuia
W3rOTOBJICHA KOIHUS, U 3aBEpSAETCS IM€YaThl0 OpraHu3alMy. 3amnuch O MECTE
HaxOXJICHUS TMOJUIMHHUKA TMPOCTABISETCS TOJIBKO Ha TMOCIEJHEM JIUCTE
nokyMeHnrta. Hampumep:

[TonmuHHUK JOKYMEHTAa HaxoAUTCd B AJMHHUCTpAalMM AKCaHCKOTO
ropojickoro noceneHus B aene Ne 26.09-02 3a 2017 rog.

Bce auCTBI MHOTOCTPAHUYHBIX KOMUWM JIOKHBI OBITH MPOIIUTHI WK
CKpEIUICHbl MHBIM 00pa3oM, MPOHYMEPOBAHbI U Ha MECTE CKPEIJICHUS 3aBEPEHBI
MOJIUCHIO YIIOJJHOMOYEHHOTO JIMI[A U COOTBETCTBYIOLIEH mnedaTeio. [Ipu 3Tom B
OTMETKE O 3aBEPEHUU KOIMHU YKa3bIBACTCS KOJIUYECTBO JIUCTOB KOIHH.

Jomyckaercs 3aBEPATh OTMETKOM «BepHo» KaX bl JIACT
MHOT'OCTPAHUYHOM KOIUU JOKYMEHTA.

[Ipu 3aBepeHMM KONMK MPABOBBIX AKTOB BO3MOXHO HCIOJIb30BAaHUE
CHEUHUAIIBHOTO IITamMna AJIMUHUCTPALUU.

AnmuHHCTpanusi AKCaCKOro TOpPOJICKOTO TIOCEJCHHUS BbIJIACT KOMUHU
TOJIBKO T€X JOKYMEHTOB, KOTOpBIE CO3JAIOTCS B AJMUHHUCTpalMK AKCalCKOTro
TOPOJICKOTO MOCEJICHUS.

Konun 10KyMEHTOB pacchuIatOTCsi B CTPYKTYPHBIE MOAPA3ICICHHUS,
o0JlacTHBIE ~ OpraHbl  WCIOJHHUTEIBHOM  BJIACTU W OpraHbl ~ MECTHOTO
caMOyIpaBieHUus AKCalCKOro pailoHa 1Mo cucteMe «J[emo», B COOTBETCTBUM C
Pernamentom AaMuHMCTpanu AKCaiCKOroO TOPOJCKOTO MOCEICHUS.



Bbijaua komuii peructpupyercss ¢ ykKazaHHeM (PaMUIMHM JTOKHOCTHOTO
JWIla, pa3pelIMBIIEro BblAady JoKyMeHTa. llepemaua komuii JTOKyMeHTa
PEICTaBUTENSIM CpPEICTB  MAacCOBOM uHbopMaIuu OCYILECTBISETCS
YIOJIHOMOYEHHBIMH Ha 3TO JOHKHOCTHBIMU JIMIIAMH.

[Tpu odopmieHHH KOMUU C JOKYMEHTOB, KacarolIMXCs MpaB U MHTEPECOB
rpaXkaaH, Ha JTOKyMEHTE, C KOTOPOTO CHATA KOMUs, JENal0T OTMETKY O TOM, KOMY
¥ KOT/1a KOIHSI BBIJIaHA, @ HA CAMOW KOIMHA — OTMETKY, YTO TMOJIMHHUK XPaHUTCS
B AIMUHHUCTpAIUu AKCaICKOro TOpPOJCKOTO IOCEJICHHUS] WIH €€ CTPYKTYpPHOM
noApaseaeHur Ju00 oTpaciaeBoM ((PyHKIIMOHATEHOM) OpTaHe.

J1ist 3aBepeHrs KoUK JTOKYMEHTa, U3TOTOBJICHHOM Ha OyMa)XXHOM HOCHTEIIE,
MO>KET UCTIOIb30BATHCS IITAMII.

Konuu »1eKTpOHHBIX JOKYMEHTOB, HANpaBJSIEMbIX MO HHGOPMAIIMOHHO-
TEJIEKOMMYHUKAIIMOHHON ceTu, 3aBepstorcss DIl pykoBoautenss CTPYKTYpHOIO
MOJIpa3/ieNIeHusl, U BBICBUIAIOTCS TOJY4aTeN0 C COMPOBOJIUTEIBHBIM MUCHMOM B
dopMe DIIEKTPOHHOTO JOKyMeHTa. Komuu 3IeKTpOHHBIX [TOKYMEHTOB Ha
¢usznuecku  000COOJEHHBIX  HOCUTEISX  BBICBUIAIOTCA  IMOJY4aTeNnlo  C
COMPOBOJUTENHHBIM MHCHMOM Ha OyMakHOM HocuTene. B compoBoauTenbHOM
OUChME K KOMHUU DJIIEKTPOHHOTO JOKYMEHTa YKa3bIBAIOTCA: HAUMEHOBAHHE
WH()OPMAITMOHHOW CHCTEMBI, B KOTOPOH XPaHATCS TOKYMEHTBI, HAaMMEHOBAHUS
JIOKYMEHTOB, KOMHU KOTOPBIX HAMpaBISIOTCS MOJydaTeNro; Ha3BaHus (HailiioB
JIOKYMEHTOB ¢ yka3zaHueM (popmaToB (ailioB u o0beMa Kaxjoro (aiina B 6aitTax;
JlaTa U3rOTOBJICHUS U 3aBEPEHUS KOTTUH.

I[Ipu »TOoM Ha ¢usnuecku 0OOCOOJIEHHOM HOCHUTENIE HECMbIBAEMbIM
MapkepoMm ykaszbiBaercs: «[Ipunoxenue k nucbMmy ot (mata) No ...».

Komust 31eKTpOHHOTO JOKYMEHTa, MPEACTABICHHAs B BHJE JOKYMEHTa
Ha OyMa)KHOM HOCHTEJIe, 3aBepsieTCs B MOPSAIKE, YCTAHOBICHHOM HACTOSIIUM
NYHKTOM JUIsl 3aBEpEeHMs] KOMUU JIOKYMEHTOB Ha OyMa)XXHOM HOCHTENE, C
yKa3aHHEeM, B Kakod HHGOPMAIMOHHON CHCTEME XPaHUTCA DJICKTPOHHBIN
JTIOKYMEHT.

4.3.25. OT™MeTKa 0 MOCTYIJICHHUH JOKYMEHTa CIYXHUT ISl TIOATBEPKIACHUS
¢dakTa MOCTYIUICHUsI JOKYMEHTa B OPraH MECTHOTO CaMOYTPABJICHHS M BKJIFOYAET
JaTy TOCTYIUIEHHWS W BXOASUIMH PETUCTPALMOHHBIA HOMEp HOOKyMmeHTa. [lpwm
HEOOXOJMMOCTH OTMETKAa O TIOCTYIUIGHHH MOXKET JOTOJMHATHCS YKa3aHWeM
BPEMEHU TIOCTYIUICHUSI JOKYMEHTa B 4YacaX W MHHYTax M crocoba J0CTaBKU
JIOKYMEHTA.

OTmeTKka O TOCTYIUICHHMH JOKYMEHTa MPOCTABISIETCS Ha TEPBOM JIUCTE
JIOKyMEHTa B HWIKHEM CBOOOJHOM OT TEKCTa ToJsie (PKelaTeabHO CIpaBa) ¢
WCITIOJIb30BAaHUEM IITaMIIA.

4.3.26. Pezomonusi  CONEPKUT yKa3aHUS TO HCIOJHEHUIO JIOKYMEHTA.
Pe3omtonust odopmisiercss Ha CBOOOJHOM MecTe pabodero moJiss JOKyMEHTa,
Ha OJIaHKe PEe30JIIOLUUU UM BHOCUTCA HEMOCPEICTBEHHO B CUCTEMY AJIEKTPOHHOIO
JTOKyMeHTooOopoTa «/eno».

Pesomronus BKJIFOYAIOT bamunmro, UHUIHAITBI VCTIOJTHUTEJIS
(ucniomHuTENe); MOpydyeHHe 1O JOKYMEHTY (KOHKPETHOE 3aJlaHhe IO
UCIIOJIHEHUIO JIOKyMEHTa WM (OPMYJTUPOBKY LEIM PACCMOTPEHHUS JTOKYMEHTA);
pyU HEOOXOJIMMOCTH — CPOK HCIIOJIHEHHS (B TOM YHCIE OTMETKY «CPOYHO» WU



«BEChbMa CPOYHO», KKOHTPOJIbY»); MOAMUCH JHIA, BHIHECIIETO PE30JIIOIUIO; JATy
pesomonnu. Hanmpumep:

Honrosy B.M.
[Ipomry moaAroTOBUTH MPOEKT
norosopa k 01.12.2019

Iloamuce
05.10.2019

Cpok HUCIOJIHEHHsI TIOPYYEHHSI MOXKET HE YKa3bIBaThCs, €CJIM OH Ha3BaH
B TEKCTE TMOCTYIUBILIETO JOKYMEHTa, U PYKOBOAUTENb HE CUMTACT HEOOXOAUMbBIM
U3MEHHUTh €T0 B CTOPOHY COKpAIIEHUSI WIH SBJISETCS TUIIOBBIM JIJIsi JAHHOTO BHJIA
JIOKYMEHTA.

[Ipn yka3aHWM HECKOJIBKUX HWCIOITHUTENCH (aMUINsI OTBETCTBEHHOTO
WCITOJIHUTENSL YKa3bIBA€TCA NEPBOM, MO0 MOAYEPKHUBAETCS, JTUOO 0003HAYaeTcs
CIOBOM «OTB.» («OTBETCTBEHHBIN»). B cucreme «J/leno» OTBETCTBEHHBIM
WCITOJTHATEITh OTMEYAeTCs 3HAKOM «!» KpacHOTO IBeTA.

Pesomronmst mpukperusieTcss K JOKYMEHTY W BMECTE C HUM ITOJIITHBACTCS
B neno. Pesomonmsi, odopmiieHHass B cuctemMe «Jlemo» sl TOKyMEHTa Ha
OyMa)KHOM HOCHUTEJE, CO CPOKOM XpaHeHus BpemeHHbIM (Oonee 10 ner) wim
MOCTOSIHHBIM, TIPU HAIpPaBJICHUU JOKYMEHTa B JIEJI0O pacleyaThIBacTCs U
MOMEIIAETCS B JIEJI0 BMECTE C IOKYMEHTOM.

JI71st pe30ITIoIuu MOXKET OBITh MPEyCMOTPEH CIEeHaIbHBIN OJaHK dopmarta
AS unu A6.

4.3.27. OT™METKa O KOHTPOJIE CBHUJECTEIBCTBYET O MOCTAHOBKE JIOKYMEHTa
Ha KOHTPOJIb, MPOCTABJISIETCS € mMoMolIplo mrammna «KoHTpods» copaBa Ha
BEPXHEM IIOJIE NIEPBOM CTPAHULBI JOKyMeHTa. OTMETKAa O KOHTPOJIE B CUCTEME
«Jlemo» B PK nokymenTa o6o3Hauaercs OykBoit «K».

4.3.28. OT™MeTKa O HampaBIICHWHW JOKYMEHTA B JIEJNO OMNPEACISICT MECTO
XpaHEHHS JOKyMEHTa IIOCJIC 3aBepIICHHS PabOThl ¢ HMUM W BKIIOYACT CIIOBA:
«B memo», MHACKC Iena MO0 HOMEHKJIATYpe JIej, B KOTOPOE IMOMEMIAeTCs TOKYMEHT
Ha XpaHEeHHWEe, C YKa3aHWEeM TOJa, JOJKHOCTH JIHIA, O(GOPMHUBIIETO OTMETKY,
noAmnucH, aaTel. OTMETKa 00 MCIIOTHEHUN MOXET JAOMOJHATHCSA MHpopMaruei 00
0COOEHHOCTSIX UCITOJTHEHHS IOKYMEHTA.

DONEeKTPOHHBIC TOKYMEHTHI MOJIeKAT CIIUCAHUIO B JIEJIO B cucteme «Jlemoy
COTJIaCHO YTBEPKJICHHON HOMEHKJIAType JelI.

5. OcobeHHoCTH PabOTHI C IEKTPOHHBIMU
JTOKYMEHTaMHU, TIPUEM | Iepeaada Cry>keOHOoMI
uHbOpMAaITUHU 110 OPHUITHATIBHBIM KaHAJIaM 3JICKTPOHHON TOYThI

5.1. DnexkTpoHHbIE OKYMEHTBHI CO3AArOTCs, 00palaThIBAIOTCA M XPaHATCS
B CUCTEME AJICKTPOHHOTO JOKYMEHTO000poTa «Jlenoy.

OJIEKTPOHHBIE  JOKYMEHTHI  SBJISIIOTCS  OQUIMAIBHBIMU  JIOKYMEHTaMU
AJMUHHCTpaUX AKCAaNCKOr0 TOpPOACKOTO IMOCENEHUS. DJIEKTPOHHBIM JOKYMEHT



JOJKEH OBITh 0(hOpPMIIEH B COOTBETCTBUM ¢ MIHCTpyKIIMEH 1O JeN0NpOU3BOACTBY U
UMETh PEKBU3UTHI, YCTAHOBJIECHHBIC IS AHAJIOTUYHOTO JOKYMEHTa Ha OyMa)KHOM
HOCHUTETE.

JIOKyMeHTOO0OpOT B AIMUHUCTpAUU AKCaCKOr0 TOPOJICKOT0 MOCEIEHUs
OCYILECTBISIETCA B DJIEKTPOHHOM  Buae mno cucreme «Jlemo». Ilepemaua
JIOKYMEHTOB TI0 HWHBIM KaHajgaM CBsI3M M (WiM) Ha OymMa)XHOM HOCHUTENE HE
JIOTIYCKAEeTCs, 38 UCKIIIOUEHUEM CITydaeB, KOTJa (eiepalbHbIMU WU 00JIaCTHBIMU
3aKOHaMH JIMOO TPUHUMAEMBIMH B COOTBETCTBUM C HHMH HOPMAaTHBHBIMU
MPaBOBBIMM AKTAaMU YCTAHOBJIEHO TpeOOBaHHME O HEOOXOAUMOCTH COCTaBIICHUS
JIOKyMEHTA UCKIIOUYUTEIHHO Ha OyMa>kKHOM HOCHUTEE.

OOMeH 3JIeKTPOHHBIMHM JTOKYMEHTaMH, OTIPAaBISEMbIMU U MOCTYIAIOIIUMHU
M0 CUCTEME MEKBEJIOMCTBEHHOIO JJIEKTPOHHOTO JIOKYMEHTOOOOpoTa (Ianee —
M3]10), ocymiecTBisieTcs B COOTBETCTBUM C HOPMATUBHBIMU MTPABOBBIMHU aKTaMU
IIpaButensctBa  Poccuiickorn ~ Penepanuu, a Takke  METOAUYECKUMH
pekoMeHaanusIMu MHUHUCTEPCTBA CBSI3M M MACCOBBIX KOMMYHHUKanUi Poccuiickon
Oeneparuu u OenepanbHO CityKO0bl oxpanbl Poccuiickoit @exnepariuu.

5.1.2. lns TOATBEpX ACHUA TOJJIMHHOCTH JJICKTPOHHBIX TOKYMEHTOB,
HalpaBJIEMBIX B OpraHbl HMCHOJIHUTEJNBHOM BJACTH, OpPraHbl MECTHOIO
CaMOYNPAaBJIEHUs W OPTraHU3aluH, B AIMHUHUCTpAMu AKCaHCKOTO TOPOACKOIO
IOCEJIEHUS  HUCIIOJIB3YETCAd  DJIEKTPOHHAs IOANMCHh  JOJDKHOCTHOTO  JIMIIA,
IIOIMCABILIETO JOKYMEHT.

5.2. JIokyMeHTbI, TOCTynamomue B  AJMUHUCTpauui0  AKCalCKOTo
TOPOJICKOTO MOCEJIEHUsI Ha OyMa)kHOM HOCHUTEIIE, BKIIOYAIOTCS B cUCTeMY «Jlemno»
II0CJIE CKAaHWPOBAHUS M CO3JAHMS JJIEKTPOHHBIX KOINMI JTOKYMEHTOB. BkitoueHne
JJIEKTPOHHOM KOIMU JIOKYMEHTa B CHUCTEMY «Jleno» BO3MOXKHO IIOCIIE €ro
BepupuKauuu (IOATBEPKACHUS COOTBETCTBUSL 3JIEKTPOHHOW KOMHMU JIOKYMEHTA
ero MNoANuHHUKY). [loATBepkAeHHE COOTBETCTBHUS  AJIEKTPOHHOM  KOMHHU
NOMJIMHHUKY JIOKYMEHTa OCYIIECTBIseTcsl paOoTHUKOM ¢ mnomouisio Ol
pabOTHHKA, BBIOJHSIIOUIETO JAaHHYIO npoiueaypy. IIpu BkitoueHnn JOKyMEHTa B
cucteMy «Jleno» ¢popMupyeTcsi perucTpalioHHasl KapTa, MOCPEICTBOM KOTOPOMH
oOecrieynBaeTcs MOUCK, JOCTYH K JOKYMEHTY, €ro KOHTpOJb, XpaHEHUE U
MCIIOJIb30BaHUE.

5.3. OOMeH DJIEKTPOHHBIMH  JOKYMEHTAaMH C OpTaHM3alMsIMH, HE
SABJISTFOILIUMUCS y4aCTHUKaMU MEXBEIOMCTBEHHOTO AIEKTPOHHOIO
JOKYMEHTO000pOTa, U rpaKJaHaMH MOKET OCYLIECTBISATHCS C HCIOIb30BaHHEM
AJIGKTPOHHOM TMOYTHL. DJEKTPOHHAs IMouYTa — OAMH M3 CHOCOOOB JOCTaBKH,
OTNPaBKU HMHPOPMAIMK W OOMEHa €10 MEXIy TMOJb30BaTeNIIMU KaK BHYTpPHU
AnmuHucTpanui  AKCalCKOro  TOpPOJCKOrO  TOCEJIEHMs, TaK U MEXIy
OpraHu3alUsAMHU, UMEIOIIMMU COOTBETCTBYIOIINE TEXHUYECKUE CPEICTBA.

OtrpaBiisieMblil TOCPEACTBOM JIEKTPOHHOM MOYTHI JIIEKTPOHHBIN JOKYMEHT
(3NeKTpOHHAsT KONUsl JOKYMEHTa) JOJKEH UMETh PEKBHU3UTHI, YCTAaHOBJICHHbIE
JUTSL aHAJIOTMYHOTO JJOKYMEHTa Ha OyMaKHOM HOCHUTEJNE.

Pazpemenne Ha mnepenady IOKyYMEHTa IO DJJIEKTPOHHOM IOYTE JAET
PYKOBOJIWTENb  CTPYKTYpPHOTO  MOJpa3ielieHuss  AKCaliCKOro  ropoJCKOro
ITOCEJIEHUS.



OTBETCTBEHHOCTH 3a COJEPKAHUE MepeaaBaeMoi HHPOpMAIMK BO3JIaraeTcs
Ha UCIOJIHUTENSA, MOArOTOBUBILErO JOKYMEHT K Iepefadye, U pPyKOBOAMTEI
CTPYKTYPHOTO  MOJApa3AeieHUus AJMUHUCTpALMH  AKCACKOrO  rOpOACKOIO
MIOCEJICHHUS.

[lepenada u mpuemM JOKYMEHTOB OCYIIECTBIISIOTCS TOJIBKO C BEIOMa JIMLA,
OTBETCTBEHHOTO 3a KOMIIBIOTEP, UMEIOIIHUNA BBIXOJ K JJIEKTPOHHOM IOYTE.
KOHTpoJsb 3a HCHOJIB30BAHUEM KOMIBIOTEPOB, UMEIOIIUX BBIXOJ K 3JEKTPOHHOU
II0YTE, YCTAHOBIICHHBIN B NIOJPA3IEICHUAX, OCYIIECTBIAECTCS UX PYKOBOIUTEISIMHU.

3anpenaercss nepenaBaTh MO JIEKTPOHHOM IIOYTE CBEIEHUS, COACpIKAIIUE
rOCy/lapCTBEHHYIO TaliHy, JOKYMEHThl ¢ TIOMeTKoHM «/[i1s  cimykeOHOTrO
IIOJIB30BAHUS».

DNEKTPOHHBIE COOOILIEHUS, NOCTYNUBIINE B AJIMUHUCTpaLi0 AKCalCKOTro
TOPOJICKOTO  IIOCEJIEHHs,  aJpecoBaHHble I7naBe  AIMHUHHCTpanuu,  €ro
3aMECTUTENSM (B TOM YHCJIE IEPBOMY) U UMEIOLIUE COOTBETCTBYIOIINE PEKBU3UTHI
NMCbMa, PETUCTPUPYIOTCS B cUCTEME «/[eno».

JanbHeimass pabota C  3JIEKTPOHHBIM  COOOIIEHHEM  OPTraHHU3yeTCs
B COOTBETCTBHUU C MPABHIAMH PAOOTHI C BXOJAUIMMHU JOKYMEHTAMH.

5.4. IlonTBepxkAeHUE COOTBETCTBUSl PACHEUYAaTaHHOM KOIMHUU SJIEKTPOHHOTO
JOKyMEHTa MoATBepKaaeTcss wmraMinoMm «lloanucaHno 3neKTPOHHOW MOIMUCHIO»
Y BU301 paOOTHHKA, CO3/IaBILIETO KOMHIO JIEKTPOHHOTO JOKYMEHTA.

5.5. TexHHueCKyO MOAJIEPKKY U Pa3BUTHUE CHUCTEMBI 3JEKTPOHHOM MOYTHI
o0ecrieunBaeT MyTeM 3aKJIIOUEHHUs JIOTOBOpA OKa3aHMsl YCIyr Ha JIaHHBIE BUbI
pabor.

5.6. Kaxxnomy aOOHEHTY AIIEKTPOHHOMN IIOYTHI BBIICIIAETCS
VH/IMBUIYQJIbHBI TOYTOBBIM SIIMK, 4epe3 KOTOpBIM OCYHIECTBISIETCI OOMEH
AJIEKTPOHHBIMU COOOILLIEHUSMHU.

5.7. Enunuuieil yuyera 3JEKTPOHHOTO JOKYMEHTa SIBJISETCS JOKYMEHT,
3apErUCTPUPOBAHHBIN B cucTteme «Jleno». DNEeKTpOHHBIN JOKYMEHT, UMEIOIIHI
MPUWIOKEHUS, PETUCTPUPYETCS U YUUTHIBAETCS KAK OJIUH JOKYMEHT.

5.8. DnekTpoHHBIE JOKYMEHTHI (DOPMHPYIOTCS B Jella B COOTBETCTBUU
C HOMEHKJIATypoll Jel W HHAEKCUPYIOTCS B TMOPSIKE, YCTAaHOBJIEHHOM B
OTHOUIEHUHU JIeJ, COCTABJICHHBIX U3 JOKYMEHTOB Ha OyMa>XHOM HOCHUTEJE.

5.9. DreKTpOHHBIE TOKYMEHTHI MOCJIe UX UCTIOTHEHUSI MOANIEKAT XPAHESHUIO
B cucTeme «Jlemo».

6. [ToaroToBka u opopmMiieHHE TPABOBBIX AKTOB

6.1. [lopsimoxk TOATOTOBKH, H3JaHUS W PadOThl C TIPABOBBIMU aKTaMU
AnMuHHCTpauu AKCaiiCKOTO TOPOJICKOTO TMOCENeHHs (fajgee — MPaBOBOM aKT)
omnpenesieH PernameHToM AJIMHHUCTpalMu AKCalCKOTO TOPOJCKOTO MOCEIEHUS.
[Ipu odopmieHUHN TPABOBBIX AKTOB MUCIOJIB3YIOTCS CICAYIOIINE PEKBU3UTHI:

I'ep6 Axkcaifickoro ropoJICKoro mocejaeHus;

HAaMMEHOBAHHE OpraHa MECTHOT'O CaMOYIPaBJICHUS (JOPKHOCTHOTO JIMIIA);

BU/I TOKYMCHTA,

naTa JOKYMEHTa;

pPETUCTpaIMOHHBIN HOMEP JOKYMEHTA;



MECTO COCTABJICHUS WM U3JaHUSl JJOKYMEHTA;

HaNMEHOBAHUE IOKYMEHTA;

TEKCT JOKYMEHTA;

JOJKHOCT JIMIIA, MOIMCABIIETO JOKYMEHT;

MOJIHUCH JTIOJXKHOCTHOTO JIUIIA;

OTTHUCK TI€YaTH;

OTMETKa 00 UCHOJHUTENE (IODKHOCTHOE JIMIO WJIH CTPYKTYPHOE
nojipasjieJiecHue, BHECIIEE MPOEKT).

[Ipu ycranoBke rpuda orpaHudeHus JocTyna K JOKYMEHTY OH
MPOCTABIIAECTCS B MPABOM BEPXHEM YTIJIy TEPBOrO JIUCTA JOKYMEHTa Ha TpaHuUIIe
BEPXHETO MOJIsI MPU HAIMYUM B JOKyMEHTE HH(OpMaIuu, JOCTYN K KOTOPOH
OTpaHUYeH B COOTBETCTBUHU C 3aKOHOJIATeNBCTBOM Poccuiickoii denepanuu.

6.2. TpeGoBaHMs K OPOPMIICHUIO MMPOEKTOB MPABOBBIX AKTOB.

6.2.1. IlpoekTsl  MpaBOBBIX  AaKTOB  JOJDKHBI ~ OTBEYATh  CIIEAYIOIIUM
TpeOOBaHUSIM:

OBITh TINATEJIILHO OTPEJAKTHPOBAHHBIMU, MMETh KpPAaTKOE, SICHOE U YETKOE
U3JIOKEHUE CYILECTBAa BOIPOCA, MCKIIOYAIONIEe BO3MOXKHOCTH JIBOSKOTO €T0
TOJIKOBAHUS, C YETKO CPOPMYJIMPOBAHHBIMU U OOOCHOBAHHBIMHU LIEISIMU U 33]1a4aMU;

COJIepKaTh KOHKPETHBIE MIPEITIOKEHUS, o0ecreYeHHbIE
HEO0XO0AMMOI MaTepUATbHO-TEXHUYECKOU 0a3oii, (uHAHCUPOBAHUEM, 17§
UCKITIOYAIOIIME HEOOXOUMOCTh BBITyCKa JJOKYMEHTOB B JIONOJTHEHHUE WM U3MEHEHHE
OCHOBHOT0;

COJIEPKATh YKa3aHUS KOHKPETHBIM HCIIOJIHUTENSIM, pPEAJbHBIE CPOKH
WCIIOJTHEHUSI.

[IpoekT mpaBOBOro akra JOHKEH COAEPKATh TAKKE IMYHKT O BO3JIOXKECHHH
KOHTPOJISI 32 UCHOJHEHUEM JIOKYMEHTAa Ha 3amecTureneil [ maBel AIMUHUCTpaUN
AKCaicKoro rOpPOJICKOTO MOCEJIEHUS, PYKOBOJUTENEH CTPYKTYPHBIX
MOApa3AcieHud  AJIMUHHUCTpaUUM  AKCAaWCKOr0  TOPOJACKOTO  TOCEJICHHS.
WckntoueHusi COCTaBISIIOT JOKYMEHTHI 0 BOIIpocaMm, He TPeOyroIuM OOIIero
KOHTpOJISl, B YACTHOCTU: HA3HAUYCHUE Ha JJOJDKHOCTh, YBOJIbHEHHUE, MOOIIPEHHUE,
OTIYCK, KOMaHJUPOBAHHE, YTBEPKJICHHUE IITATHOIO pPACIUCAHUS, MPUCBOCHUE
MOYETHOTO 3BaHUS U TOMY MOJ00HOE.

6.2.2. JlIokyMeHTbI (mporpamMMBsil, TTOJIOXKCHUS, TIaHEI, HOPMBI),
KOTOPBIE MpEJIaracTcs yTBEPAUTh MOArOTaBIMBAEMBIM IIPOEKTOM MPABOBOTO AKTa,
MPWIATAIOTCS K JAHHOMY MPOEKTY.

6.2.3. IIpoekT mpaBOBOro axkTa BO UCIOJHEHUE (DeaepabHOTO 3aKOHa,
npaBoBoro akta  IIpe3maenra  Poccuiickorn — denepanuu, IMMOCTAHOBJICHUSA
[TpaButenscTBa Poccuiickoit deneparuu, mpaBoBoro akta PocToBckoit obiactu
WJIM OpraHa MECTHOTO CaMOYIPABJIEHUS JOJDKEH COJEpkKaTh CChUIKY Ha HuX. [lpu
MEPBOM YNOMHWHAHUM MPABOBOTO aKTa YKAa3bIBAIOTCA €ro BHJ, JaTa, HOMEp H
MoJHOE€ Ha3BaHue. [IpM MOBTOPHOM YMOMWHAHUM JIOMYCKAETCS HE YKa3bIBaTh
Ha3BaHME MPABOBOTO akTa. Hampumep:

MOJIHOE HauMeHoBaHWe — yka3 ['yOepnaropa PocroBckoit oOmactu
ot 20.09.2019 Ne 23 «O0 o0®msiBnennn bnaromapuoctu I'yoepnatopa PoctoBckoit
001acTNy;



COKpallleHHO€ HauMeHoBaHHe — yka3 ['yOepnatopa PocroBckoii oGmactu
ot 20.09.2019 Ne 23.

PexkBusutel (enepanmbHbIX M OOJACTHBIX MPABOBBIX AKTOB B OJHOM
JOKYMEHTE 0(pOpMIIIOTCS €TUHOOOPa3HO.

6.2.4. B mpoekTax TMpaBOBBIX AaKTOB YMNOTPEONSIOTCS OQUIIMATbHbIC
HAaUMEHOBAHUSA OpPraHoB M opraHuzanuil. [Ipu mepBoM YMOMHHAHMHM TO TEKCTY
UCIIONB3YEeTCSl TMOJIHOE HAUMEHOBAaHUE, B TMOCIEAYIOIUX — JIOMYyCKaeTcs
COKpAIlIEHHOE.

[Ipu ynorpebneHun B TEKCTE€ JOKyMEHTa GaMUIMH JUI HWHUIHAIIGI
YKa3bIBAIOTCS MOCE PaMUI.

6.2.5. [Ipy mOATOTOBKE MPOEKTOB IPABOBBIX AKTOB HCIOJB3yeTCS MIPUPT,
C HauepTaHueM — OOBIYHBIM, pazmepoMm 14 nr. (npu odopmieHun TaOIUIL
nomyckaetcs 12 nt.); OJIMHAPHBIH MEXKCTPOYHBIH MHTEpBA;
BBIpaBHMBaHHE  a03alla — MO IIMPUHE C OTCTYNOM IepBoi cTpoku 1,25 cwm,
MHTEPBAJl MEXKIY CJIOBaMHU — OJUH MpooOen. TekcT qoKkyMeHTa BhIpaBHUBAETCS IO
HIMPHUHE JUCTa (M0 TPaHMIIAM JIEBOTO U MIPABOBOTO MOJIEH JOKYMEHTA).

Kaxxnp1it nucT JoKyMeHTa, 0(pOpMIICHHBIA Ha OJIaHKe WM 0€3 HEro, JOJHKEH
UMETH MOl HE MEHee:

MapaMeTpoB ISl KHI)KHON CTPAHUIIBL:

neBoe — 30 MM;

npasoe — 10 mM;

BepxHee — 20 MM;

HuxHee — 20 MM.

[TapameTpoB 17151 a1bOOMHOM CTPaHUIIBIL:

aeBoe — 20 Mm;

npasoe — 20 MM;

BepxHee — 30 MM;

HmwxkHee — 10 M.

6.2.6. [IpoexT mpaBOBOTrO aKTa M NPUIOKEHHS K HEMY HMEIOT OOIIyIO
HyMepaiuio cTpaHull. HoMepa cTpaHHIl MPOCTaBISIOTCA MOCEPEAMHE BEPXHETO
moJyisi JOKyMeHTa Ha pacctosnuu He MeHee 10 mm. Ha mepBoii crpanwmie
JIOKYMEHTa HOMEp CTPaHUIIbI HE TPOCTABIISETCSI.

6.2.7. HaumeHnoBanue B KpaTkoi opme oTpakaeT coaepKaHHe MPaBOBOTO
aKTa.

HaumeHoBaHMe NpaBOBOrO akTa medaraeTcsi 0e3 KaBblU€K C IPOMUCHOU
OYKBBI, uepe3 1 MeKCTPOUHBIN HHTEPBAT U 0DOPMITSIETCS HaJl TEKCTOM IO IIIUPUHE
CTPaHUIBI OT JIEBOI'O TEKCTOBOTO MoJiA. Touka B KOHIIE HAUMEHOBAHMSI IIPABOBOI0
aKTa HEe CTAaBUTCH.

@opMyNIHpPOBKM B HAWMEHOBAHUU JIOJDKHBI OBITH €IUHOOOpa3HBI C
dbopMyIMpoBKaMU B TEKCTE MpaBoBOro akra (Ha3zBanue [lomoxenus, IlpaBwi,
AJMUHUCTPATUBHOTO periiaMeHTa MW T.0. JOJDKHO OBITh OJWHAKOBBIM B
HAaUMEHOBAHUH, B TEKCTE MTPABOBOT0O aKTa U B €r0 MPWJIOKEHNHN). B HanMeHOBaHUM
HEJB3s YIIOTPEOIATh COKpAIIEHUs, HCTIOIh3yeMbIE J1ajiee B TEKCTE MPaBOBOTO aKTa.

HaumenoBanue npaBoBoro akta popmupyetcs ¢ npeaigoroM «O» («O6») u
oTBeudaeT Ha Bonpoc «O uem?».

HaumenoBaHme MpaBOBOTO aKTa MOXKET 3aHUMATh JI0 TISITH CTPOK.



6.2.8. TekcToBasg 4YacTh MpOEKTa OTHAENAETCS OT HAMMEHOBAHHUSI MPABOBOIO
akta 1 —2 MeXCTpOUHBIMH MHTEPBAJIAMU.

TexcToBast yacTh MOAPA3AETAETCS HA KOHCTATUPYIOLIYIO YaCTh — MpeamOyIy
Y TIOCTAHOBJIAIOMIYIO (B PACHOPSKEHUH — PACTIOPSAAUTENBHYIO) YaCTh.

[IpeamOyna B MOCTaHOBIEHUSX AJIMUHUCTPALUUA AKCAMCKOTO TOPOACKOTO
nocenenust 3asepuiaerca cinoBoM «IIOCTAHOBIJIAIO:», koTopoe mneudaraercs
IPONKUCHBIMU OYKBaMHU U LEHTPYETCS MOCEPEANHE TEKCTOBOTO MOJIS.

CnoBo  «IIOCTAHOBJIAKO:»  otnmensiercss  oT  npeamOynibl |
MOCTAHOBIIAIONIEH  (pacOpSAUTENIbHON) YacThi0 MPaBOBOTO  aKThl  OJHUM
MEXCTPOYHBIM UHTEPBAJIOM.

B xoHcTaTtHpytoieit yacTu (mpeaMOyiie) KpaTKo U3J1araloTcs el U 3a/1auu,
GbakTbl U COOBITHSA, MOCTYXKUBILKE OCHOBAaHWEM IJisi M3AaHus JokymeHTa. OHa
MOKET HAUMHATHCS CIOBAMU «B IIEJSIX», B COOTBETCTBUNY, «BO UCIIOJIHEHUE» U
Tak gainee. Ecnu MOKyMEHT M37aeTcsi Ha OCHOBAHUU JIPYrOro JIOKyYMEHTa, TO B
KOHCTaTUPYIOIIEH YacTH YKa3bIBAIOTCSA: HAUMEHOBAaHUE BHJAA JOKYMEHTAa B
COOTBETCTBYIOILIEM TMaJeXe, €ro jJara, Homep U HauMmeHoBaHue. [lpu ykazanuun
OpraHU3alMOHHO-TIPaBOBOM (POPMBI MPEANPUITHS (OpraHU3ALMK, YUYPEKICHUS) B
npeamMOyje HEJOIMYyCTUMO HCIIOJNIb30BaHUE a00peBHATyp U  COKpAIEHHBIX
HaNMEHOBAHUM.

Ecnn npuHMMaeMblli JOKYMEHT OTMEHSET PAHEE W3JAHHBIA JTOKYMEHT WIIN
KaKHMe-TO €ro IOJIOKEHHWS, TO OAWMH U3 IIYHKTOB IIOCTAHOBJSIOLIEH
(pacnopsAUTENbHOM) YacTU MPAaBOBOTO aKTa JOJDKEH COJIEp)KaTh CCBUIKY Ha
OTMEHSIEMBIM JOKYMEHT (IYHKT JOKYMEHTAa) C YKa3aHHWEM €ro JaTbl, HOMepa U
HAaUMEHOBaHMA. TeKCT IyHKTa JOJDKEH HauuHaTthesl cioBamMu «lIpu3Hath
YTPAaTHUBILHM CHITY...».

[IyHkTel B TekcTe HyMmepyroTcs apabckumu mudpamu. IIyHKTBI MOryT
NOJIpa3AeNATbCAd Ha MOJANYHKTBI, KOTOpPbIE HYMEpPYIOTCA apaOCKUMH LHU(ppaMu
yepes TOUKY UJIU CTPOUYHBIMU OYKBaMHU PYCCKOTro ajipaBUTa CO CKOOKOIA.

OTMeTKa 0 HaTMYUK IPUIIOKEHHUI B MTPABOBBIX AKTaX YKAa3bIBAETCS B TEKCTE,
HaIpUMep: cortacHo npuioxeHuio Ne 2 win: (npunoxkenue Ne 2). [Tpu Hammaun
OJIHOTO MPUJIOKEHUS TOPAJIKOBBIA HOMEp He cTaBUTCS. [Ipyn HaMMYMKM HECKOJIBKHUX
MPUWIOKEHUN HA HUX MPOCTABIISIIOTCS MOPSIKOBBIE HOMEPA.

6.2.9. [loamuck oTHenseTCsS OT TEKCTa TPEMsI MEKCTPOUYHBIMH MHTEPBATAMH.
CrmoBa «lI'maBa AjMUHUCTpaUUM  AKCalCKOTO TOPOACKOTO  IOCEIEHUS
Ne4aTarTcs B JIBE CTPOKU depe3 1 MEeKCTpOUHBIM MHTEpPBaj OT JIEBOM I'paHUIIbI
TekcToBoro mnoiyisi. MHunumansl u ¢damMuwius mnedararoTcs OT IMPaBOd TIPaHULBI
TEKCTOBOI'O ITOJIS:

I'maBa AgMuHMCTpanuu
AKCaiCKOro ropoJiCKoro moceaeHus N.0O. ®amunus

6.2.10. B nmpuiokeHusIX K MPaBOBBIM aKTaM pa3MEIAloTCs MOJI0KEHUs,
peryiaMeHThbl, NEePEeYHH, CIUCKHU, Tpaduku, TabIubl, OO0paslbl JOKYMEHTOB H
npouee. Kaxmoe mnpuiiokeHME K MPaBOBOMY akTy MOAMNMUCHIBaeT [naBa
AIMUHHCTpAMU AKCaiiCKOTO TOPOJCKOIO MOCEIECHUS] UM YIOTHOMOYEHHOE UM
JMLIO.



[Tapametpsr mosielt, ¢popmat mpudTa u ad3aneB MPHIOKECHUNH WICHTHYHBI
pa3MepaM, IPUMEHIEMBIM TP MeYaTaHWU TeKCTa MpoekTa. B Tabnmiax u cxemax
JIOTYCKAeTCs UCTOJIb30BaHUE MIPU(TA MEHBIIETO pa3Mepa.

Kaxxnmoe npusoskeHre K mpoekTy 0hopMIIIETCS ¢ HOBOUM CTPaHUIIBI.

Ha mepBoii cTpanuiie mpuioKeHus rneyataetcs cioBo «lIpumokerney, Huxe
JTAeTCsl CChIJIKA Ha MPABOBOM akT. Bce cocTaBHBIC YacTH PEKBU3HUTA IMEUATAIOTCS
yepe3 1 MeKCTPOUHBIM MHTEPBAJI, PACIIONAraloTCsi ¢ OTCTYIIOM OT JIEBOM TPaHUIIBI
TEKCTOBOTO TIOJISt (10 cM — npu KHIKHBIX napamMmeTpax
CTpaHHUIIbI, 18 cm — ipu anpOboMHBIX). [Ipy HaMUYKUKU HECKOJIBKUX
NPUIOKEHUH OHM HYMEPYIOTCs apaOCKUMU IHU(paMy C HCIIOJB30BAHHEM 3HAKa
«Noy. CTpoKu peKBU3HTA pacrojaraoTcs 1o mupuHe crpoku. Hanpumep:

[Tpunoxxenue Ne 1

K IIOCTAHOBJICHUIO AJIMUHUCTPALIUH
AKCaCKOro ropoJICKOro NOCEIEHUS
oT No

3aro0BOK K TEKCTy MPUIIOKEHHS pacroiaraeTcs mo neHTpy. IlepBoe cioBo
WIM clIOBOCOYeTaHue Beiaensierca npomnucHbiMu  OykBamu  (ITOJIOXKEHUME,
[TEPEYEHbD u Tak nanee).

Pazpensl B mpWIOKEHUSX HyMepyloTcsa apaOckumu — 1mudpamu, a
MOJIpa3/ieNbl, MYHKThl M TOAIMYHKTHl — apaOckumu IudpamMu ¢ J00aBOYHBIM
HOMEpoM uepe3 Touky (Hampumep, 1.2; 4.2.11). Hymepauus mOIMyHKTOB,
coJepkaliasi B Homepe 0ojiee YeThIpeX YHCeNl 4epe3 TOUKY, HE PEKOMEHIyETCH.
HanMeHoBaHusI pa3ienioB pacmioaratoTcs o MEeHTPY, TOYKa B KOHIIE HE CTABUTCS.

Tekcer mpuinoxeHus MOKeT ObITh OPOPMIIEH B BUJIE TAOJIUIIBI MIIU CXEMBI.

6.2.11. OdopmiieHre TaOIUYHBIX TPUIIOKEHUHN K TPABOBBIM aKTaM.

Tabmuupl opopMIsitOTCST € HUCHOJb30BaHWEM Mpudra pasmepom 14 ot
(pa3mep 12 nt momyckaeTcs TOJBKO B Cydae, €Clid KOJMYECTBO rpad B Tabiuie
oonbie 10 6o KOIMYecTBO 3HAKOB B IUdpax Ooee 8).

Ta6nuer opopmitsitores Ha ucte hopmarta A4. B cityuae, eciu KOJIMUECTBO
rpa¢ npessimaet 10, Tabnuia odopmisieTcs Ha mucte popmara A3.

B Tabnuiiax He JOMyCKaeTCsl HATMYHE «CKPBITHIX» (popmy.

B «CgoiicTBax Tabmuib» B okHe «[lapamerpbr» Tabmuibl HY)KHO yOpaTh
OTMETKY 00 aBTomnoabope pa3MepoB 1o coaepxkumomy. B «CBoiicTBax TaOIULbD)
pasMep TaOJIUIIBI JTOJIKEH COCTaBJISITh 1o IIMPUHE
100 mpotieHTOB,  BBIpaBHHUBaHHME — cJlieBa, OTCTyM cieBa — 0 cMm, oOTekaHue —
HeT. Bo Bkiagke «Suelikay BepTUKAIbHOE BRIPABHUBAHUE JOJIKHO OBITH CBEPXY.

Ecnu tabnuna pasmenaercss 6ojiee 4eM Ha OJHOM CTpaHulle, TO rpadbl
TaONHIBl JTOJDKHBI OBITh TMPOHYMEPOBAaHBI W Ha CICAYIOMIUX CTPAaHUIAX, B
3aroJI0OBKax MmevyaTaroTcs TOJIBKO HOMEpa ITHX rpad.

B tabnunax He 10KHO OBITh MyCTHIX rpad), HOJIEH.

3Hak «%» HE CTaBUTCA B TEKCTE, a IMHUIISTCS CJI0BOM. VckmroueHue
COCTAaBJISIIOT (DOPMYJIBI.

Hudpsr B rpade pasmeniarorcss B OAHY CTPOKY, HECMOTpPSI Ha KOJHUYECTBO
3HAKOB.



[Tpu oTcyTcTBHM TekcTa WK LMD B HUX CTABUTCA I10 LIEHTPY 3HAK THPE «—
».

[Tpu moBTOpE TeKCTa WK TGP B Tpade TadJMIBI HENIB3sI CTABUTh 3HAK «—//—
». Heo0X01uMO MOBTOPUTH TEKCT WUITH LUQPHI.

TexcT B Tabnuiiax BBIpABHUBAETCS IO JICBOMY Kparo, UCKJIIOUas Hu(poBbIe
IIOKa3aTesu.

Odopmiienne 3arojioBka TaOIUIBI M 3ar0JIOBKa rpad

Hanpumep: TemaTu4ecKuil 3aroJ0BoK

[IEPEYEHD
UMYILIECTBA, IEPEJaBAEMOr0 U3 I'OCY1apCTBEHHON
COOCTBEHHOCTH B MYHUIIMIIAJIbHYIO COOCTBEHHOCTb

3aronoBku rpad

Anpec NnauBunyanusu-
MecTa pyrolue
['onok| Ne | HaumenoBanue | HauMmeHoBaHME | HAXOXIEHUS | XapaKTEPUCTHKU
a |m/m| opraHuzanuu MMYIIECTBA MMYIIECTBA MMYILECTBA
1 2 3 4 5
BbokoBuk IIporpadka

B konie 3aronoBka To4yka He crtaBuTcsA. COKpallieHHe CIOB B 3arojIOBKax
rpad He 10myCcKaeTcs.

3aromoBku Tpad ciemyer mucaTh B €IUHCTBEHHOM umcie. Hampumep:
«HAMMEHOBAHUE WMYIIECTBA», «EAMHUIIA W3MEPEHHsD, «CPOK TIOCTaBKW», «hopma
JIOKYMEHTa.

B ronoBke TabmuIel B KOHIIE MPEIJIOKEHHS, TaXKe €CIIM OHO HE 3aKOHYEHO
(«TIepevncIIsgeTcsl Ha CUeT»; «B TOM YHCIIE»), 3HAKU MPEMUHAHUS HE CTaBSITCS.

B onpHosipycHOW TONOBKE TaOMMIBI BCE 3arojioBKM Tpad mUIIyTCS C
MPOMUCHON OYKBBI.

Hanpumep:
Tabmuma Ne 1
No Haumenosanue Ennuuna 2019 ron, B Tom uncne
/11 TIPOTYKITAN HU3MEPCHUS BCETO TIEPBOC MOJYTOIHE
1 2 3 4 5

B 1aByX- U MHOrosipyCHOW roJIOBKE TaOJMIIbl 3ar0JIOBKM BEPXHEro sipyca
rpadbl OUIIYTCS C TPONUCHOM OYKBBI, a 3aroJIOBKM BTOPOTO, TPEThEro U
MOCJEAYIOIIMX SIPYycoB rpadpl MUIIYTCI CO CTPOYHOM OYKBBI, €CJIM OHHU
rpaMMaTHYeCK MOJYMHEHBI 3ar0JI0BKY BEpXHero sipyca rpadsl. Hanpumep:




Taomurma Ne 2

O0BEM KalmUTaJILHBIX
BJIOKEHUH (MJTH pyOIeit)
B TOM B TOM
2018 YyHCie 2019 yuciae | HaumeHoBanwue
Ne | HammenoBanue Tof, 00BeEM rof, 00BeEM TCHEPAITLHOTO
/T | TpeanpusATHS BCETr0 pabor BCETro pabor TTO/IPSITINKA
1 2 3 4 5 6 7

3aroyioBKM BTOPOTO, TPETHETO M MOCIEAYIOIUX SPYCOB Tpadbl MUIIYTCS
C MPOMUCHON OYKBBI, €CIM OHM TPAMMATHYECKU HE TMOJYMHEHBI CTOSIIEMY HaJl
HUMMU 3aroyioBKy rpadsl. Hampumep:

Tabmuma Ne 3

HUcnonmaunrtenn
Y CPOK BBHITIOJTHEHUS PadOT

No HaunmenoBanue PazpaboTka TexHU4YeCKOM [IpousBoaCTBO MEPBOWA
/11 o6opynoBaHUs JIOKYMEHTaILUU IIPOMBIIJIEHHON CEpUU

1 2 3 4

Odopmnenre 00KOBHUKA TaOIUIIBI U DJIEMEHTOB rpad

B GokxoBuKe TaOIUIBI TEKCT KaXKI0W MO3UIUU JOKEH HAUYMHATHCS C MPOIMMCHON
OyKBBI. 3HAKU MPEMUHAHUS CTABITCS TOJIBKO BHYTPH MPEJIOKEHUS.

B 60okoBuke nociie cioB «MToroy», «Bcero» aBoeroune He CTaABUTCS.

[MuppoBbie BeNMUMHBI MpPU TEPEUUCIECHUU (€cid €CTh APOOHBIE YHCIIA)
pasjenstoTes Toukon ¢ 3anstou (1,2; 5,1; 6,3).

B nporpadxke TeKCT ciaeayer mucaTh CO CTPOYHOM OYKBBI, 32 UCKIIOUEHUEM
UMEH COOCTBEHHBIX.

B rpade «EnuHuna wusMepeHUs» HAWMEHOBaHUE €IAUHUIL H3MEPEHHUS
ClIelyeT NUCaTh B POJUTEIBHOM Ma/IeK€ MHOXKECTBEHHOI'O YHMCia, B CKOOKax.
Hanpumep:

Tabmuma Ne 4
No HaumenoBanue KomuuectBo
n/n MMYIIECTBA (IITYK) N3roroBurens
1 2 3 4
1. |KoMIuIeKT IKOJIbHOM MeOEIH, BCETrO 4 OTKpHITOE
B TOM YMCJIE C UHTEPAKTUBHOW TOCKOM 2 aKLIIMOHEPHOE
KoMmiekT yuyeOHHKOB AJisi HadallbHBIX 00111ecTBO
2. |KkmaccoB 12 (HauMeHOBaHUE




B KaBbIYKaX)

Hroro 16

OdopmileHre CHOCOK U TPUMEYaHUs

B Tabmuie cchuika Ha CHOCKY MOXET OBbITh 00O3HaueHa 3BE3J0YKON WIIN
nudpoii. CHOCKM MOTYT OBITh JaHbI KaK Ha KaXJIOW CTpaHUIIE, IJIe €CTh CCHUIKH
Ha CHOCKY, TaK M B KoHIe TaOmuipl. Ilocie 3HaKa CHOCKH TEKCT CHOCKH
HAYMHAETCS C MPOIMKUCHOM OYKBBI. B KOHIIE TEKCTa CHOCKU CTaBUTCS TOYKA.

[Ipumeuanne pgaeTcs B KOHIE TpwiIoKeHHs. Eciam ecTb CHOCKH, TO
MpUMeUYaHue aaetcs nepej cHockamu. Hanmpumep:

Tabmuma Ne 5
No
/11 HauMeHnoBaHue TpakTOpOB 2018 roxg 2019 rog
1 2 3 4
1. | Tpakropsl, Bcero 60 65*
U3 HUX:
I'YCeHHYHbIE TpakTophl T-74 42 35
tpakTopsl T-150, Bcero 18 30
B TOM YHCJIC KOJICCHBIC TPAKTOPHI:
T-150K 17 20
T-150 1 2
[Ipumeuanue.

1. O6beM MOCTaBOK TPAKTOPOB MPU HEOOXOJAMMOCTU MOXKET OBITh YTOUHEH
3aBOJIOM-HU3TOTOBUTEIICM.
2. CpoK ITOCTaBKHM TPAKTOPOB MOKET OBITh YTOUHEH MUHHUCTEPCTBOM.

* Bxurrodast Mpou3BOACTBO 1O KOOTIEPAITHH.
OdopmiieHne 351eMEHTOB TaOIHIIBI

Uwucna, oHO-, IBYX- WJIHM MHOTOCTPOYHBIE TEKCTOBBIE 3JIEMEHTHI B rpadax
BBIPABHUBAIOTCS TI0 MEPBOH (BEepXHE) cTpoke OokoBuka. Hampumep:

Tabmmia Ne 6
(TyK)
Ne
n/m HanmenoBanue o00opyoBaHus 2018 rox | 2019 ron | M3rotoBuTesb
1 2 3 4 5
1. |ArperaTHbie CTaHKH 5 S OTKPBITOE
Jlvanu st 0OpaboOTKH PETyKTOPOB aKIIMOHEPHOE
2. |pyneBoro yrpasjieHUs 2 2 001IeCTBO




(HauMeHOBaHUE
B KaBbIYKAX)

[Ipu ymoTtpebnenun B TekcTe (aMUIMii C WHHUIMATIAMH, HACEJIEHHBIX
IIYHKTOB M UX HAUMEHOBAaHUN M IPOYEro CIEIYET HCIOIb30BaTh HEPA3PBIBHBIN
npo0er.

[Ipu Hamuuum rpadsl «mepuoa» WM «Cpok» Tabnuma odopmisieTcs
B XPOHOJIOTMYECKOM MOCIIEI0BATEILHOCTH.

[log «mepuogom» MoOApa3syMeBaeTCsl MPOMEKYTOK BpPEMEHH, HarpUMED:
saBapb 2019 r. — urons 2020 r.

[Toxg «cpoxom» peKOMEHAYEeTCs yKa3blBaTh KOHKPETHYIO N1aTy, HampUMeEp:
1 suBaps 2019 1.

[Ipu ynorpebiieHHH TNEepuoaa BPEMEHH MPOAOKUTEIBHOCTHIO B IOJIHBIA
KaJICHIAPHBIN TOJT CJIOBO «TO» MUIIETCS TMOJHOCTHI0, HarpuMmep: B 2019 romy.

IIpn ykazanum nepuona B HENOJHBIM KAJIEHAAPHBIA TOJ MHIIETCA «T.»,
Hanpumep: 5 suBaps 2019 r.

6.2.12. [Tpu CO3JaHUU pPErnCTPallOHHOM KapThI MIPOEKTa
nokymenta  (mamee —PKIIJI) B mnone «®ainb» pa3MelleH apXuB C
METOJMYECKUMHU  PEKOMEHIAIMSIMU 110 OPOPMJICHUIO TPABOBBIX aKTOB U
111a0JI0OHOM JIMCTA COTJIACOBAHMUSL.

JlaHHBIN apXUB JUISI UCIIOJIB30BAHUSI B pabOTE UCIOJHUTENIEM COXPAHSIETCS
Ha JIOKaJIbHOM JIMCKE KoMIbloTepa U yaanserca u3 PKII/I.

[Ipy co3gaHuM pErucTpallMOHHOM KapThl MPOEKTa IPABOBOTO aKTa
VCITOJIHUTEIIb!

3anonHsieT uHpopManuoHHble modsS «McnomHutens», «ConepikaHuey,
«CocraBy;

B noJie «Panipn» pasMemaeTcs TEKCT MPOEKTa IPAaBOBOIO aKTa, 3aBEPECHHBIN
OIl pykoBoaWTelNs, WHHUIMUPOBABIIETO BHECEHHE IpoekTa. PDaill ¢ TEKCTOM
MPOCKTa JOJDKEH WMETh Ha3BaHWE C yKazaHueM naathl mo ¢opme «00-00-
0000 ITpoekT mocTaHOBIEHUS (PACIIOPSKEHUS));

B noje «@ailnbl» pazMelaeTcss JUCT COIJIACOBaHHUA, B3ATHIM W3 apXHUBa
C METOAMYECKUMHU PEKOMEHJAUSIMU TI0 O(POPMIICHHIO NTPABOBBIX aKTOB;

B nojie «CBA3KW» yCTaHABIMBAIOTCS CBSI3KH C MOPYUYEHHUEM (pa3pelieHreM),
KpaTkoi uHMOpMaIuedn K MPOeKTy U APYTUMHU JOKYMEHTAMH, TMOCITYKUBIIUMU
OCHOBAHHUEM JIJIs1 pa3pabO0TKU MMPOEKTA MPABOBOIO AKTa;

B MoJie «AZpecarbl» WCIOJIHUTENb YKa3bIBa€T aJpecaToB, KOTOPHIM
HE00X0IMMO 00€CTIEUNTh PACCHUIKY ITPABOBOTO aKTa.

6.2.13. CornacoBanue MpoeKTa MPaBOBOTO aKTa OCYIIECTBIISIETCS B CUCTEME
«Jleno» B PKII/] ¢ npumenenuem OI1.

[lopsimok  cornacoBaHWsi  MPOEKTOB  NPABOBBIX  AKTOB  YTBEPXKACH
Pernmamentom AaMuHUCTpau AKCaiiCKOTO TOPOJCKOTO MOCEICHUS.

[Ipu HanMuyuum y nMia, BU3UPYIOIIETO MPOEKT MPABOBOTO aKTa, 3aMEYAHMS
(0cob0oro MHEHHMsI) OH AesaeT 00 3TOM COOTBETCTBYIOMLYI0 OTMETKY B PKII/I.

3ameuanus (0coboe MHEHHUE), 3aKJIIOUYEHHUs] MO MPOEKTY IPABOBOr0 akTa,
KaK TIPaBWJIO, M3JIararTcs oTAenbHO U pasmentatotcs B PKILJ] psmom c daitnom
IIPOEKTa MPaBOBOIO AKTa.



6.2.14. Jluct cornacoBanus (mpuiaokeHne Ne 26) W HOPAIOK €ro
3anoysiHeHus. B AamuHuctpannu AKCalCKOTO TOPOJACKOIO MOCENIEHUs BeIETCS
paboTa Mo COTrJacoBaHUI0 Ha OyMaKHBIX HOCUTENSX (B clydyae HEOOXOIMMOCTH
BO3MO>KHO COTJIACOBAaHHUE B 3JICKTPOHHOU popme).

OTBETCTBEHHOCTh 3a O(OpPMIIEHHE JHUCTa COIJIACOBAHUS BO3Jaraercs
HA WCIIOJTHUTEIIEN.

3anoJHEHHUE JIMCTa COMIACOBAHMS OCYLIECTBIISIETCSl TOCIIE MOIYyYEHUS KaXIOH
BU3BL.

dopmaT JMCTa COrJacOBaHWsA, pa3Mep MIpupTa HUCHOJHUTEIEM HE
U3MEHSIOTCS.

B smcre cormacoBaHMsT ~ HAaMMEHOBAaHUE  JOJDKHOCTH — yKa3bIBAETCS
B COOTBETCTBUU CO IITAaTHBIM PACIIHCAHUEM.

B 3arosoBke JmcTa COIVIACOBAaHUS IIOJYEPKUBAHUEM BBIJCICH BUJ
IIPaBOBOT'O aKTa.

B ctpoke «Bompoc» HeoOxoaumMo HamedaTtaTh HaWMEHOBAaHHE IPOEKTa
paBOBOro akTa (mepBas OyKkBa — MPONUCHAs, OCTaJbHbIE — CTPOYHBIE) 0€3
kaBbluek. Pazmep mpudra — 14 nr.

B crpoke «BHecen» — Hamedararb HAauWMEHOBAaHUE CTPYKTYPHOIO
noApasaeneHus AIMUHUCTpaIud AKCacKoro ropoackoro nocenenus niam O.1N.0.
JOJKHOCTHOTO JIMIA, BHECIIUX MPOEKT MPaBOBOro akra. Pasmep mpudra — 14 mr.

B pasmene «lIpoeKT BU3HMpPYIOT» HCIHOJHUTEIEM BHOCATCS  BU3bI
JOJDKHOCTHBIX JIMI M JaThl BU3MPOBAaHUS B COOTBETCTBUU C PermameHToM
AnmunucTpanuu AKcalickoro ropojackoro nocesnenus. Pazmep mpudra — 10 or.

B gmcr cormacoBaHuss BHOCUTCSA TOJIbKO Bu3a «CormaceH» ¢ 1aroi
ee noimyueHus. Buspl «C 3ameuanusimu», «HampaBneHo Ha gopaboTky»,
«O3HaKOMJIEH» HE SIBJIIFOTCSI COIVIACOBAHMEM IPOEKTa M B JIUCT COTJIACOBAHUS
HE 3aHOCSATCA.

IIpu BHeceHMM B JMCT CcOrjlacoBaHusi Bu3bl B rpade «Bmuza» HampoTus
3aBU3UPOBABIIETO  JIOJDKHOCTHOTO  JIMI]Aa HEOOXOAMMO  Hamedararb CJOBa
«3aBU3UPOBAHO DI I» Mnm opuruHam NOANKUCH.

JaTta momydyenus Bu3bl BHOcuTcs B (popmate: «18.01.», «20.01.» u tomy
noJ100HOE.

[Ipu OTCYTCTBMM AOHKHOCTHBIX JIMII, YKa3aHHBIX B JIUCTE COTJIACOBaHUSA, B
rpade «Buza» mneyararoTCs CIOBa «OTIYCK», «KOMaHIUPOBKa», «OoseH». B
JAHHOM CJIy4yae B KOHIE JIMCTA COIVIACOBAHUS YKa3bIBAIOTCS BHU3bI JOJHKHOCTHBIX
JIML, BUBMPOBABIINX IPOEKT B COOTBETCTBHH € [lopsakoM 3aMeleHns Ha Mepuoj
BPEMEHHOI'O OTCYTCTBHUS B COOTBETCTBUM C IPABOBBIM aKTOM 00 YTBEpPXACHUU
pacnpeneneHuss 00s3aHHOCTEN Mexay [7maBoll AJAMUHUCTpallMM U €T0
3aMECTUTEIIIMM, TIOJIOKEHUSIMU YcCTaBa WM pacnopsukeHusMu  [maBel 0
BO3JIOKEHUM 00S3aHHOCTEH Ha BpeMs OTCYTCTBMsI COTpynHUKa. IIpu orcyrcTBUM
JIPYTUX JOJKHOCTHBIX JIMI, YKa3aHHBIX TAaKX e B JIMCTE COIJIacOBaHHUdA, B rpade
«Bu3a» mneyararoTcs CIOBa «OTIYCK», «KOMaHAMpPOBKa», «Oonen». JlaHHbIE
JOJKHOCTHBIX JIMI, YKa3aHHBIX B JINCTE COTJIACOBaHUS, HE BUSHUPOBABIIUX MPOEKT
JIOKYMEHTA, U3 JINCTA COTVIACOBAHUS HE UCKIIFOYAIOTCS.

6.2.15. TekcThl TMOCTAaHOBJIEHMM W  pACTIOPSHKEHUH  AJIMHHHCTpaLUU
AKCalCKOrO  TOpPOJCKOTO  IIOCENICHHs,  pPAaCHOpsLKEHUH  AJMUHUCTpPALHAH



AKcalicKoro ropojCKOro mocejeHust (1o amnmapary) MeyaTaloTcs Ha OJiaHkax
YCTaHOBJICHHOTO 00pa3iia (3JIEKTpOHHAs KOIHsI) B O0IEM OT/iene AIMUHUCTPAITAH
(mpunoxenne NeNe 23-25).

N3o6paxenne repba AKCalCKOro ropoJICKOTO MOCEJIEHUs pa3MEeIaeTcs Mo
cepelMHe BEpPXHEro MmoJjs OJlaHKa JOKyMEHTa HaJ PEKBU3UTOM «HAHMMEHOBAaHWE
AnmuHHCTpaus AKCaliCKOro ropoJICKOro mocesieHus» Ha paccrossHur 10 mm ot
BEPXHET0 Kpas JIUCTA.

Jlata mnpaBOBOro aKkTa OTAENSETCS OT HAMMEHOBAaHUS BHJAA aKTa
MEXKCTPOYHBIM HHTepBaioM 13 nit., odopmisercs 1UPPOBBIM  CIIOCOOOM,
neyaTtaeTcss wpu@pToM pazMepoMm 14 NT. NEHTPUPOBAHHBIM CIIOCOOOM OT JIEBOM
IPaHUIIBl TEKCTOBOT'O TMOJsS, MPOCTABISIETCS MOCTE TMOJIMUCAHUS aKTa NpPH €ro
pEruCTpalnH.

6.2.16. Peructpanus MOANMCAHHBIX IPABOBBIX aKTOB IPOU3BOJUTCS Kak
Ha OYMa>KHBIX HOCUTEJISIX.

6.2.17. TupaxxupoBaHue OyMaKHBIX KOIUN IIPaBOBBIX aKTOB
oOecrieynBaeTcs 00IKUM OTAEIOM COTJIACHO JIMCTA PACCHUIKH.

6.2.18. Paccbuika OyMaXHBIX H DJIEKTPOHHBIX KOMUH JOKYMEHTOB
OCYIIECTBIISIETCS HE TO3JHEEe YeM B 3-IHEBHBIM CPOK TOCIEe TOAMHCAHUA.
[lepeuens agpecatoB (pacchbuiKa), KOTOPHIM HANPABISIETCS JaHHBIN MTPaBOBOM aKT,
OTIPEETISIECTCS UCTIOTHUTEIIEM.

B HeoOxomuMBbIX ciydasix paOOTHUKH, TOTOBUBLIME IPOEKT JIOKYMEHTA,
IPEJICTaBIISIIOT MOJHbIE IOYTOBBIE a/ipeca Modydaresne.

7. [IpumepHbI NTepeveHb
HEPETUCTPUPYEMBIX BXOAAIIUX JOKYMEHTOB

7.1. He nojyexat peructpaiuu cileayouue J0KyMEHThI:

aHKETHI (pe3toMe), HalpaBJIsIEeMbIE B LIEJIAX TPYAOYCTPOUCTBA;

OyxraiaTepcKue JIOKYMEHTBI (Oyxranrepckas OTYETHOCTb,
cuera, cueTta-QakTypbl, aKTbl CBEPKH B3aWMOPACUETOB, AKThbl MPUEMKH-
nepeauyn OCHOBHBIX CPEJICTB, TOBAPHBIEC HAKIIAIHBIE U JIPYTHUE);

I'OCTsl, TeXHUYECKHE PETIAMEHTHI, PYKOBOISIIME U JIPYTH€ JOKYMEHTBI
M0 TEXHUYECKOMY PETYJIMPOBAHUIO U CTaHJAPTU3ALNN;

KOHKYpCHasl JOKYMEHTALMS;

HAy4YHO-TEXHUUYECKAS M IPOEKTHAsA JOKYMEHTALMS;

KOPPECIIOHJEHIIMS, aJpecOBaHHasl paOOTHUKAM C TOMETKOU «JIM4HOY;

NeYaTHble W3aHusl (KHUTH, XYpHaJbl, ra3eThl), KaTaJOIW, TEXHUYECKas
JauTepaTypa, TeMaTU4eCKHe U CrieliaIbHble COOPHUKH, TIaKaThl;

[O3/IpaBUTENbHBIE MMUCbMA W TeJerpamMmbl, OJarolapCTBEHHbIE MHCbMa
U TeJIerpaMMBbl, IPUTIACUTEIbHbIE OMIIEThI, TPUTIAIIEHUS (B BUIE€ OTKPBITOK);

IIPEUCKYPAHTBHI;

IporpamMmbl KOHPEPEHIIN, COBELaHUH;

peKJIaMHbIE MaTepHalbl (MUCbMa, TUCTOBKU, TPOCTIEKThI, OYKIETHI);

y4eOHbI€ MJIaHbl, MPOTPAMMBbI;

BEJIOMCTBEHHBIE CTATUCTUYECKUE OTUYETHI, OIOJIIIETEHH, COOPHUKUA U 0030pHlI,
MIPOTHO3BI MOTO/Ibl U TOMY MOI00HOE.



7.2. Ecnum yka3zaHHblE JOKYMEHTBl IOCTYHNWJIM C COIPOBOJUTENIBHBIM
IIACbMOM, ITUCbMA PETUCTPUPYIOTCA B MOPSAIKE, yCTaHOBIEHHOM MHCTpyKImen.

8. bnanku 7OKyMEHTOB

8.1. B Aamunuctpanuu AKCaHCKOTO TOPOJCKOTO MOCEICHUS CO3JAI0TCs
JOKYMEHTBI Ha OyMa)KHOM HOCHUTEJIC M 3JICKTPOHHBIE JOKYMEHTHI C IIPUMCHEHUEM
cucteMbl «/emno». st 3TOro MCmosb3yroTcsi OJaHKU JOKYMEHTOB, W3TOTOBJICHHBIC
Ha OyMa)XKHOM HOCHTEJIE, U (WJTH) SJICKTPOHHBIC MA0IOHBI OJIAHKOB JJOKYMEHTOB.

B AnMuHuctpanuu  AKCaliCKOro TOpPOACKOTO  IMOCEJIEHHS UCIIOIb3YIOTCS
OJIaHKU TTMCEM, HaIlpaBIsieMble B J1r000# aapec Poccutickoit deneparym.

8.2. Ha OyaHKax AJIMUHUCTPALINH AKcaickoro TOpPOACKOTO
MOCEJICHUSI PUMEHSIIOTCS PEKBU3UTHI B COOTBETCTBUM C TyHKTOM 4.3 paznmena 4
NucTpykumu.

8.3. JlokymeHThI, co31aBaeMble Ha OyMaXHOM HocuTese, O(OpMIISIOTCS
Ha OJTaHKax WM CTaHAApPTHBIX jucrax Oymaru (opmara A4 (210 x 297 mm),
A5 (148 x 210 mwm). Jlnsg W3rOTOBJICHHS OJIAHKOB PE30JIIONUN HCIIOIb3yeTCs
oymara ¢popmaroB A6 (105 x 148 mm) u A7 (74 x 105 mm). biraHku TOKyMEHTOB
CleyeT W3rOoTaB/IMBaTh Ha Oeynold Oymare wid Oymare CBETJIbIX TOHOB. DoH
AIIEKTPOHHBIX 11a0JIOHOB JOKYMEHTOB JIOJKEH OBITh O€JI0TO IBETA.

DJIeKTpOHHBIE MIA0JOHBI OJAHKOB JIOKYMEHTOB JOJDKHBI OBITh WACHTUYHBI
OnmaHkaM  JOKYMEHTOB Ha  OyMaXHOM  HOCHUTEIE€ M  3alUIIEHbl  OT
HECAHKIIMOHUPOBAHHBIX U3MEHEHUI.

8.4.B mnenax obOecrniedeHus] ACATENBHOCTH AJMHMHHCTpalud AKCalcKoro
TOPOJICKOTO MOCETIECHUSI TPUMEHSIOTCS CIIEAYIOIINE OJaHKU:

OJIaHK MOCTAHOBJIEHUSI AJIMUHUCTpAIIMU AKCaliiCKOTO TOPOJCKOTO MOCETICHHUS,
OJIaHK pacropsDKeHUS AJMUHUCTpAU AKCaCKOTO TOPOJICKOTO MOCEICHHUS,
OJIaHK pacnopspKeHUsT AJIMUHUCTpAlMd AKCalCKOTO TOPOJCKOro MOceNieHHs (1o
JMYHOMY COCTaBY);

OnmaHKk AJMUHHUCTpanuu AKCaiCKOro TOpPOACKOro moceyieHus: (OJaHK MUchMa)
(mpunoskerue Ne 2);

OJIaHK JOJIKHOCTHOTO JIMIa AJIMUHUCTpAUU AKCalCKOTO TOPOJACKOIO MOCEICHUS
(mpunoxenue Ne 3), B TOM YHcIIe:

OJIaHK CTPYKTYpPHOTO TOJpa3feieHus AIMUHUCTPAIUU AKCAHCKOTO TOPOCKOTO
nocenenus (nmpunoxxenue Ne 4);

8.5. B mepenucke MexAy CTPYKTYPHBIMH TOJpa3JeieHUsIMU  OJIaHK
AnMuHHCTpaAIUu AKCalCKOTO TOPOJICKOTO MOCETICHUS HE UCTIONB3YETCH.

8.6. bnanku MOKyMEHTOB, MpUMEHsEMbie B AJIMUHUCTpaMK AKCalCKOTro
TOPOJICKOTO TIOCEJECHHS, TOJDKHBI HCIIOIh30BATHCA CTPOrO MO HAa3HAYECHHUIO U 0€3
COOTBETCTBYIOIIETO Pa3peIICHUs HE MOTYT MepeaBaThCs IPYTruM OpTraHu3aIusaIM 1
JULAM.

8.7. O6pa3upl ~ OJIaHKOB ~ pa3padaThIBAIOTCA  OOIIUM  OTACIIOM
AnMuHucTpanuu  Akcaiickoro ropojckoro mnocenenus. IlepedeHb OJIaHKOB,
NPUMEHSIEMBIX B IEIIX OOCCTICUCHHS ACATSILHOCTH AJIMHHUCTPAIMN TOPOJCKOTO
MTOCEJICHHUSI, YTBEPKIACTCS HACTOSIIMM PACTIOPSIKEHUEM.



8.8. CtpykTypHble  mojpazfeieHuss  AAMUHUCTpalMu  AKcaicKoro
TOPOJICKOTO TIOCEJICHHsI MPH HAMpPaBICHUHM MUCEM BIPABE HCIOJb30BaTh OJIAaHK
«AnamuHucTpanus AKCaiicCKoro ropoJiCKOTO MOCEIEHUs.

3asiBKM Ha BbIIady OJIAaHKOB MOAAIOTCS B OOIIMIA OT/AET HE MO3HEE, YeM 32 2
HEJIEJIH JI0 pacxo/ia paHee MOJyUYECHHBIX.

8.9. BBenenue B oOpareHue Mo Mepe HEOOXOIUMOCTH HOBBIX OJIAaHKOB
JOKYMEHTOB  OCYIIECTBIISIETCS 1O  paspemieHuto  (mopydeHuio) [ naBel
AnMuHHCTpanuu  Akcalickoro Topojickoro nocenieHus. CoOOTBETCTBYIOIIME
NPEJIOKEHHUS]  BHOCSTCS HAayaJbHUKOM OOIero otnena AJIMHHUCTPALUU
TOPOJICKOTO TIOCEJICHUSI TIO MPEICTaBICHUIO 3aMecTuTeNs [naBel AJIMUHUCTpAIK
TOPOJICKOTO MOCENEHUs, THULIMUPOBABIIIETO MPEI0KEHHUE.

8.10. MWsroromieHHWe, WCIIOJb30BaHWE, YyYe€T U XpaHEHHUE OJaHKOB C
n3o0paxxkenueM ['epba AkcalicKoro ropoJCKOro moceyeHus.

8.10.1. IlpaBuna nmpumMeHeHus: n3odpaxxenus I'epdba AkcailcKoro ropojackoro
noceneHus Ha OaHKax ompesesieHsl pemenuemM CoOpaHus AemyTaToB AKCaiCKOro
ropojickoro moceneHusi oT 16.06.2004 Ne 26 «O6 ytBepx)aeHUHn O(QUIINATHHBIX
repajibIMYeCKUX CUMBOJIOB MYHULIUIIAILHOTO 00pa30BaHUs « AKCAICKUIA palloH».

8.10.2. T'epOoBble OmaHkM AJIMUHUCTpAUd AKCalCKOTO TOPOJCKOTO
MIOCETICHUS TTOJIeKAT YUETY.

8.10.3. T'epOoBrie OnaHKH MOJKHBI OBITH MPOHYMEPOBAHBI. [lOpsAIKOBBIA
HOMEp MPOCTABJISAETCS B HIIKHEH YacTH OOOPOTHOM CTOPOHBI OJIaHKa. YUeT U
BbIJIaua OJIAHKOB BeIyTCs B 001IeM otzaeine (mpuioxeHue Ne 5).

8.10.4. icnioniHuTeNsIM OJIaHKU BBIJAIOTCS MO POCTIHCh. OTBETCTBEHHOCTD
3a o0ecrieueHrue COXPaHHOCTU OJAHKOB M MPaBUILHOCTh WX UCIOJIb30BAHUS HECYT
PYKOBOJUTEINN NOJIpa3AeICHUH.

8.10.5. CamocTosTENIbHOE U3TOTOBJICHUE M MCIOJIb30BaHUE, HE YYTECHHBIX B
YCTaHOBJIEHHOM HOpsAKE OJIaHKOB, 3aIlpeIaeTCsl.

8.10.6. McriopueHHbIe B MPUEMHBIX 3aMecTUTeNeH [ 1aBel A MUHUCTpaIuu
TOPOJICKOTO MOCENIEHUS U B CTPYKTYPHBIX TOAPA3ACICHUSIX OaHKU AJMUHUCTpAITAH
TOPOJICKOTO TTOCENIEHUS TIEPEIatoTCs M0 aKTy B OOLMIA OTHEN, T/ie YHHUYTOXKAIOTCS B
YCTaHOBJICHHOM TIOPSKE C OTMETKOM B YYETHO-PETUCTPAIMOHHON dopme.

8.10.7. B cmydae oOHapyXeHUsS HApyIIEHWH MPU H3TOTOBICHUH, yYeTe,
XpaHEHUU W HCTOJIH30BAaHUHM OJAHKOB OOIIMM OTAEIIOM IMPOBOIUTCS CIIy)KeOHOE
paccienoBaHue, pe3yJabTaThl KOTOPOro O(GOPMIISIOTCS aKTOM M JIOKJIAIIBAIOTCS
['maBe AaMuHHMCTpaluM AKCaiiCKOro TOPOIACKOTO MOCEIICHUS.

9. Oco0EHHOCTH MTOATOTOBKHA
1 0(pOPMJICHUS OTJICIbHBIX BHJIOB JOKYMCHTOB

9.1. TIpoToko.

9.1.1. IlpoTOKOJI — TOKYMEHT, B KOTOpPOM (DUKCHpYyeTcs XOA OOCYXIeHUs
BOIIPOCOB M TPUHSATUS pEIICHU Ha COOpaHMSAX, COBEIIAHMSX, KOH(EPEHIUIX
¥ 3aCeIaHUsIX KOJJIETHaJIbHbIX OPTaHOB.

[IpoTokosn cocTaBisieTcs Ha OCHOBAHUU 3alHCel, MPON3BEIEHHBIX BO BpeMs
3aceaHus (COBEIIaHMs), MPEICTABICHHBIX TE3MCOB JOKIJAIOB U BBICTYIUICHHMH,
CTPaBOK, MPOEKTOB pEHICHWH M ToMy MomoOHOoe. Matepuaisl K 00CYXKIESHUIO



IOPEJICTaBISIOTCS  CTPYKTYPHBIMH  MOJAPA3JCNCHUAMH,  AJIMUHUCTPALUSIMU
MOCEJICHH AKCAHCKOro TOpOACKOTO MOCEJIEHUS W APYTMMHU OpraHU3alysMH, Ha
KOTOPBIE BO3JI0KE€HA UX MOAroTOoBKa. CrpaBKU MOANUCHIBAIOTCS PYKOBOJUTEISAMU
MOAPA3AEIECHUN UCIIOJTHUTEIIEH.

3amucu BO BpeMmsi 3acelaHusi, cOOp MaTepualioB M TIOATOTOBKA TEKCTa
BO3JIATAIOTCSI HA ~ CEKpeTaps  KOJUIETMAJIbHOTO  OpraHa WiM  paOOTHUKOB
NOJpa3/eieHud,  TOTOBHUBIIMX  BONPOCHI K  0o0cyxaeHuto.  IIpoexTsl
COOTBETCTBYIOLIMX IMYHKTOB IPOTOKOJA BU3HPYIOTCS MOJPA3CICHUEM, OPraHOM,
OTBETCTBEHHBIM 3a IOATOTOBKY.

IIpoToxon odopmisieTcss B TEUEHUE OJHOTO — TPEX JIHEH IOCIIe MPOBEACHUS
3aceJlaHMsl, €CJIM CPOKH €r0 MOATOTOBKH HE OTOBOPEHBI 0C000.

9.1.2. IlogJiMHHUKKA JOKYMEHTOB II0 BOIIPOCAM, PAaCCMOTPEHHBIM Ha
3aceJJaHUM, HapaBJISIOTCS IJIs MOALIMBKY B JIEJIO B MOAPA3/IE€ICHUE-UCIIOTHUTEID
BMECTE C BBIITUCKOM U3 MPOTOKOJA O MPUHATHIX PELICHUSIX.

Ha IPOTOKOJIE, coJiepKallem uH(pOpMaIUIO OTPaHUYEHHOTO
pacnpocTpaHeHusl, IPOCTaBIsIeTCs MoMeTKa «JJ1d ciy>keOHOT0 MOJIb30BaHUS.

9.1.3. IIpoToKOBI IEUATAIOTCA HA CTAaHAAPTHOM JHcTe Oymaru ¢popmata A4,
UMEIOT CIIETYIONINE PEKBU3HUTHIL:

HauMeHoBaHue BuAa JoKkymeHTa — cioBo «[IPOTOKOJI» mneuartaercs
MPONUCHBIMU OYKBaMH TMOJYKUPHBIM MIPU(TOM U BBIPABHUBAETCS IO LEHTPY
TEKCTOBOI'O ITOJIS;

BUJ 3acelaHus (COBEILAHUs) OTHENAETCS OT MNPEeAbIAYLIEr0 PEeKBU3UTA
JIBYMsI ITyCTBIMH CTPOKaMH, I€YaTaeTCsl CTaHAAPTHBIM IIPU(PTOM MOIYKUPHOTO
HA4YEepTaHHUs. C OJMHAPHBIM MEXCTPOYHBIM HMHTEPBAJIOM W BBIPABHUBAETCS IIO
HEHTPY,

3aroJIOBOK K TEKCTY IPOTOKOJIA OTBEYAET HA BOIPOC «UYEro?» U CONEPIKHUT
yKa3aHHue MOAPa3AeiICHUs WIN OPTraHa, IeATeIbHOCTh KOTOPOrO MPOTOKOJINPYETCH,
OTIENSAETCS OT NPEIbLAYLIEro PEeKBU3UTA JIBYMSI MEXCTPOUHBIMH HMHTEpBaJaMH,
neyaTaeTcsl 4yepe3 OJAMH UHTEPBAJl U BBIPABHUBAETCS IO LIEHTPY TEKCTOBOTO MOJIS;

JaTa ¥ HOMEp MPOTOKOJIA MUINYTCS Ha OAHOW CTpoke; AaTta odopmiIsieTcs
CJIIOBECHO-IIM(POBBIM CIIOCOOOM M BBIPABHUBAETCS IO JIEBOMY Kparo; HOMEp
POTOKONa 00O3HAYaeTcs: apaOCKUMHM LHU(PpaMu U BBIPABHUBAETCS MO NPABOMY
Kpar, MOXKET BKJIIOYaTh OYKBEHHbIE HHAEKCH. JlatTa W HOMep HpOTOKOJIA
OTIENAIOTCS OT NPEIbIAYLIET0 PEKBHU3UTA JBYMs IIYCTBIMM CTpoKaMmH. JlaToi
IIPOTOKOJIA SIBJSIETCS AaTa 3aCeAaHus;

MECTO MPOBEACHUS 3acelaHUs, COBELIAaHUs yKa3bIBAaeTCs MPH OPOPMIICHUU
IPOTOKOJIOB COBELIAHUS B TOM Cllyyae, €CJIM OHO IMPOXOJWIO HE B OOBIYHOM
MECTE; TeYaTaeTcsl 4epe3 JBa MEKCTPOUYHBIX MHTEpBaia IIOCIE NPEABIAYIIErO
PEKBU3UTA IO LIEHTPY TEKCTOBOT'O MOJIS;

OCHOBHAs 4acTh (TEKCT) MPOTOKOJIA;

NOJNUCH MPEJCEAATENIbCTBYIONIETO Ha 3ace/laHn (COBEUIaHUM) U CEKpeTapst
WIM  JODKHOCTHOTO  JIMIA, OTBETCTBEHHOIO 3a IMPOBEACHHE  3acelaHus
(coBemanus).

OcHoBHas 4acTh MPOTOKOJIA MevyaraeTcs yepe3 1,5 MeKCTpOUHbIX MHTEpBaA.



9.1.4. TIpOoTOKOJBI MOTYT COCTAaBJSATHCS B TMOJHOW WJIM KpaTKou (opmax.
[Tpu kpatkoit (opme omyckaeTcss X0l 00CyXAeHHs Bompoca H (UKCHpYETCs
TOJILKO IPUHATOE 110 HEMY PEIlICHHUE.

TexkcT mOTHOrO MPOTOKOMA COACPKHUT 3aMUCh TOTO, YTO MPOUCXOIUIO BO
BpeMsl 3aceaHtsl, BKJIIOUasi BOMPOCHI K TOKIaAYUKY, OTBEThI Ha HUX, KaK MPaBUJIO,
COCTOMT M3 JBYX 4acCTEH: BBOJHOM M OCHOBHOM. B BBOJHOW 4acTH yKa3bIBaIOTCS
WHUIIMATGEI, (GaMuiInk Tpeacenarens (MpeaceaaTelbCTBYIONMIET0), CEeKpeTaps,
MPUCYTCTBOBABIIMX HA 3aCEaHUU U, IPU HEOOXOAUMOCTH, JIUII, TIPUTIIAIIIEHHBIX HA
3acenanue (comemanue). Ilpu nepeyncieHHMM TNPUIITALICHHBIX — YKa3bIBaeTCS
HaMEHOBaHHE WX JOJDKHOCTEN. Ecim KomMyecTBO MpUCYTCTBYIOMIMX MPEBbIIIaeT 15
YeJIOBEK, BO BBOJIHOM YacTH MPOTOKOJIA JIENAETCS CChUIKA Ha CHMCOK, SIBJISIOIIMIACS
HEOTHhEMJIEMOH YacThlo MpoToKoja. Hanpumep:

[IpucyTcTBOBaJIM: WIEHBI KOMHCCHM W TIPHUIJIANICHHBIE B KOJUYECTBE
25 4enoBeK (CIHUCOK MPUIaraeTcs).

JInna, KOTOPhIX MPUTIIACKIIM B KAUE€CTBE HKCIIEPTOB UJIM 3aUHTEPECOBAHHBIX
UL, Mnepevyucistorcs mnocie cnoBa «llpurnamieHHble:» € yKa3aHUEM UX
JOJDKHOCTEN M MecTa padOThl, €CIM OHM SBISIIOTCA NPEICTABUTEIIAMH JPYTUX
OpraHoB BJACTU W OpraHu3anuil. MHOTrOCTpOYHbIE HAaWMMEHOBAHUS JOJKHOCTEU
MPUCYTCTBYIOIINX [€YATAIOTCA YE€PE3 OJJMH MEKCTPOUHBIN UHTEPBAJ.

BBogHas yacTh NpOTOKOJIA 3aKAHYMBAETCS MOBECTKOW JHS, COAEpIKAILIEH
BOIPOC WJIM BOIIPOCHI, OOCYKJaeMble Ha 3aCElaHUU, €CIM BOIPOCOB HECKOJBKO,
OHHM HYMEPYIOTCSl apaOCKUMHU IIU(PPaMH U PACTIONATAIOTCS B MOPSAKE 00CYKICHUS,
MeyaTaroTCs OT TPaHMIlbl JIEBOTO TOJIA M (QOPMYIUPYIOTCS ¢ mpemioroMm «Ox»
(«O06»). Hanee yka3bIBalOTCS JODKHOCTh, (haMWJIMSA M MHUIMAIBI JOKJIATIUKA.
CnoBocouetanue «IIOBECTKA JIHS» pexkoMmenmyercs nucaTh MPONUCHBIMU
OyKBaMU M pacrojiarath o UeHTpY.

OcHOBHasi 4acThb MPOTOKOJIA COCTOUT M3 OTIEIBHBIX PAa3JeioB IO YUCTY
BOIIPOCOB MOBECTKH JTHA, KXKJIbII U3 KOTOPBIX CTPOUTCS 1O CXEME:

CJIYIIAJINA:

BBICTYITNJIU: (ecnu odopmiiseTcs MOIHBIA MPOTOKON);

ITOCTAHOBWIJIN: (wnu PEILINJIN:).

B wactu «CJIYIIAJIM» KpaTKo wW37araeTcs TEKCT BbICTYIUJICHUS
JoKIaaurKa. MHUImMans v GpamMumims oK1 4rKa Me4aTalTcs ¢ KpaCHOM CTPOKHU B
MMEHUTEIBbHOM MaJeXe. 3aluch JOKIaJa HW3Jaraercss OT TPEThEro Juila
€AMHCTBEHHOTO 4YKciia (OTMETUJI, HATIOMHUJI, POKOMMEHTHUPOBAI) U OTHEISETCS
oT pammuu neducom.

Ecnu Tekcr mokiaga mpuiiaraetcsi K IpOTOKOJY, TO MCIOJIb3YETCS CChLIKA
«Texcr nokiana mpuiaraeTcs.

B uactu «BBICTVYIIMJIM» mnocnenoBareabHO YKa3bIBAlOTCS (aMUIUU
Y MHULMAJBI JIUI, TPUHSBIIMX Y4acTUE B OOCY)XJCHUH JIOKJIaJla, U BHICKA3aHHbBIC
uMu MHeHus. MHunmanel U (QamMuins BBICTYHAIOMIMX I€YaTalOTCsS C KpacHOU
CTPOKH B UMEHUTENbHOM mnajaexe. CoaepikaHue BBICTYIJICHUN 3alKCbIBACTCS B
dbopMe OT TpeTbero Jula E€IUMHCTBEHHOTO WM MHOXKECTBEHHOTO 4YHuCha:
«CUUTAET», «IPEJIAraeTy UM «CUUTAIOTY, «Ipeaaraom». [Ipu Heo0xoauMocT B



ATOM XK€ pa3ziese MPOTOKOoJa (PUKCUPYIOTCS BONPOCHI, 3aJaHHbIE AOKJIAAUUKY U
€ro OTBETBHI.

B wactu IIOCTAHOBW/IN: (unum PEIINJIA:) otpaxaercs HOpUHATOE
peleHue 1no oocyx1aeMoMy Borpocy. TeKeT MOCTaHOBISIOUIEH YacTH MeYaTaeTcs
NOJHOCTBIO. Ecim pemeHne mo OJHOMY BOIPOCY IOBECTKH IHS 3acelaHus
COCTOHT U3 HECKOJbKUX MyHKTOB, TO MMyHKThl HyMEPYIOTCS apaOCKUMU HuQpamu,
pa3zeIeHHbIMA TOYKAMH:

1.1. — mepBbId NYHKT pELIEHUS MO IEPBOMY BOINPOCY IMOBECTKH HS
3ace/laHus,
1.2. — BTOpOW NYHKT pEHICHHS 10 IEPBOMY BOMNPOCY TMOBECTKU JHS

3ace/laHus U TaK Jajee.

TexcTbl ~ NMYHKTOB  pEIICHHMs] ~ M3JAraloTCs € HCIOJIb30BaHUEM
HeonpeneaeHHo  ¢opMbl  riarona:  «aopaboTaTh...»,  «IOPYYHTh...»,
«MporuH(GOPMHUPOBATE. . . ).

Eciu oauH W3 TMYyHKTOB COAEPKUT pEIIEHHE 00 YTBEPKIACHUU
0oOCyXX/IaBIIETOCS Ha 3acEJaHUM JOKYMEHTa, JTOT JIOKYMEHT CTaHOBHUTCS
NPWIOKEHUEM K IMPOTOKOJY, HA HEM O(OpPMISETCS CChUIKA Ha HOMEp U JaTy
nporokona. Ilpunoxxenne odopmisiercs Ha oTAenbHOM Jucte. llpu Hamuuum
HECKOJbKHX MPUIOKEHUN OHH HYMEPYIOTCSI.

[Ipy HEOOXOOUMOCTH HApsALy C PEIICHHEM YKa3bIBAIOTCA pPE3YJIbTaThbl
rOJOCOBAHMS: «3a — .., HOPOTHUB —..., BO3JAEPXKAIOCh —..», a TaKXKe, €CIlU
roJ0coBaHue ObLIO TaHBIM, — KOJIMYECTBO BBIIAHHBIX OOJIETEHEH.

CopepxaHnue 0co0Oro MHEHHS, BBICKA3aHHOTO BO BpEMsl 00CYXIEHUS,
U3JIaraeTcs Ha OTAEJIbHOM JIUCTE W IpHaraercs K MpoTokoiy. B artom ciydae
B IIPOTOKOJIE IIOCJIE 3alUCH COOTBETCTBYIOIIETO PEIICHMS JENIAaeTCs 3alluch
«Ocoboe maenue IlerpoBa A.A. mpuiaraeTcs.

JlomyckaeTcsi (oopMa COCTaBJIEHUSI IPOTOKOJIA, IPU KOTOPOH (PUKCUPYIOTCS
TOJIBKO MPUHATHIE TOCTAHOBJICHUS (PEIICHHUS) 10 COOTBETCTBYIOIIUM BOIPOCAM.

9.1.5. [lopsiakoBble HOMEpa TPHCBAMBAIOTCA MPOTOKOJIAM B TpeAesiax
KaJCHJAPHOTO TOAAa OTAEIbHO MO KaXAOW TpyIIe MPOTOKOJOB: MPOTOKOJIBI
TEXHUYECKHX, HAYYHBIX M OJKCIEPTHBIX COBETOB. IIpOTOKOIBI COBMECTHBIX
3acelaHuii HMMEIOT COCTaBHbIE HOMEpA, BKJIIOYAIOLIME TMOPSAKOBbIE HOMEpa
POTOKOJIOB OPTaHU3alUi, IPUHUMABUINX YYaCTHE B 3aCEJaHUU.

K HOMepaM pOTOKOJIOB U pelIeHUH MOTYT MPUOABIATHCS OYKBEHHBIE KOBI.

9.1.6. [IpunHsTHIE pelIeHUsT TOBOJAATCS JI0 UCHOJHUTENEH B BHJIE BBIHUCOK
13 IPOTOKOJIOB.

Brinucka u3 npoTokoia mpencTaBisieT co00i TOUHYIO KOIHMIO YaCTH TEKCTa
NOJUJIMHHOTO TPOTOKOJIA, OTHOCSILIErocsi K TOMY BOIPOCY MOBECTKH JHS, IO
KOTOPOMY TOTOBAT BbINUCKY. [Ipm odopmiieHun BBIMUCKM M3 MPOTOKOJA
BOCITPOU3BOJST BCE PEKBU3HUTHI IPOTOKOJIA, BOIPOC MOBECTKHU JHS, 10 KOTOPOMY
TOTOBUTCS BBINKCKA, U IPUHATOE pelieHue. B 3ToM ciiydae Ha3BaHHME JTOKYMEHTa
Oynet ohopmieHO Kak «BhITKMCcKa U3 MPOTOKOJIAY.

Komuu pemenuit (BBIMMCKM U3 TPOTOKOJIOB) MPU HEOOXOJUMOCTH
pacchuialOTCs, B TOM uuciae 1o cucteme «/leno», 3amHTEpecoBaHHBIM
OpraHu3alysIM U JOJKHOCTHBIM JIMI[AM B COOTBETCTBUHU C YKa3aTeJeM PACCBHUIKH.



VYka3zarenb  COCTaBAS€T U  MOANMCHIBAET  OTBETCTBEHHBIH  MCIIOJIHUTENb
NOJJpa3IeIeHus], TOTOBUBIINN pacCMOTpEeHUe Borpoca (mpuioxenne Ne 27).

[TonmHOCTBIO TMOATOTOBJCHHBIN MPOTOKOJ TMOAMUCHIBACTCS MpeaceaaTesieM
U CeKpeTapeM (AOHKHOCTHBIM JIMIIOM, BEAyIIUM mpoTokon). [loanuck otaensercs
OT TEKCTa TPEeMsI MEXKCTPOYHBIMU MHTEpBAJaMU M BKIIOYAeT HANMMEHOBaHUE
JOJKHOCTH JIMIIA, TMPEICeAaTeNbCTBOBABIIETO Ha 3acelaHuU (COBEIIAHWH), €Tro
JUYHYI0 TOANUCH, pacmiu@poBKy mnoanucu (uHunmansl u  Gamunus). [lox
HOJIUCBI0 TIPEJCeAaTeNsl pacnojlaraercs MOANUCh ceKpeTaps (JOHKHOCTHOTO
naMna, Beaymiero npotokoid) (mpunmoxkernne Ne 6). Bo3mokHO moammcaHue
IPOTOKOJIA MPECENATENEM C UCIIOIb30BaHUEM TPU(a YTBEPHKICHUSI.

9.1.7. KopoTkue mNpOTOKOJBI, KaK MpPaBWJIO, BEAYTCA NPU PACCMOTPEHUU
BOIIPOCOB OIEPATUBHOTO XapakTepa. KopoTkuil MpOTOKOJ BKIHOYAET MHUIMAIIBL,
bamunuu  npexacenatens  (MPEACENATENbCTBYIOMIET0) M CEKpeTapsi, Temy
BBICTYIUIEHUs, (aMWJIMM W HMHULHUAIBl BBICTYNAIOMUX (MOXKET OBbITh KpaTKas
3aIMCh BBICTYIUICHUS ), IPUHATUE PEIICHUS.

9.2. CyxebHas mepenucka.

9.2.1. Cniy>xeOHBIE MHChMa HM3TOTABIMBAIOTCS HA CTAaHAAPTHBIX OyMa)KHBIX
OnaHkax W/win B (QopMe BJIEKTPOHHBIX JOKYMEHTOB W HMEIOT CIEIYIOLIUe
PEKBU3HTHL: aJpecar, 3arojloBOK K TEKCTYy, TEKCT, TOJINUCh, OTMETKa 00
UCTIOJTHUTEIE, B HEOOXOAUMBIX CIy4asiX — OTMETKa O MPHJIOKECHUU.

9.2.2. Cnyxe0OHble MUCbMa, KaK MPaBUIIO, IEPEJAIOTCS B BUE DJIEKTPOHHOTO
JOKYMEHTa C HCIIOJIb30BAHMEM CHUCTeMbl «/leno» wnam mevaTtaroTcss Ha
CTaHJAPTHBIX OJaHKaXx AJMHMHHUCTpalMu AKCalHCKOrO TOpPOJCKOIO IOCENIEHus,
OnaHkax JoOJpKHOCTHoro juia dopmara A4. OO6pazenr odopmileHHS NHChMa
pUBeJIeH B puiiokeHuu Ne 1.

9.2.3. Ilpoekt cmyxxkeOHOoro mnmcbmMa B cucreMe «/lemo»  coszmaercs
UCIIOJIHUTEIEM B 3JIEKTPOHHOM  BHUJE,  MOJATOTOBJIEHHOM  HAa  OCHOBE
ANEKTPOHHOTO 1abioHa. [1oAroTOBIEHHBIN 31IEKTPOHHBIN JOKYMEHT HamlpaBisieTcs
Ha comnacoBanue. CoOrnacoBaHHBIM MPOEKT JIOKYMEHTA B COOTBETCTBUU C
BBIOpAaHHBIM  WCIIOJIHUTENEM  BUAOM  JOCTaBKM  JOKyMEHTa  ajpecaTy
MOAMUCHIBACTCSI JIUOO DJIGKTPOHHOM MOJMUCHIO, JHMOO COOCTBEHHOPYUHOMU
MOJIMTMCHI0 COOTBETCTBYIOIIETO MOAMMCAHTA.

CnyxeOHple mucbMa Ha OyMaXXHOM  HocuTele  O(QOpMISIOTCS |
yJIOCTOBEPSIIOTCS.  COOCTBEHHOPYYHOM MOANHUCBHIO, €CIM OHM  aJlpecoBaHbl B
OpraHM3alluy, HE SBISIONIMECS YYaCTHUKAMH MEKBEJOMCTBEHHOI'O 3JIEKTPOHHOI'O
JIOKyMEHTO000pOTA.

CnyxeOHble TMChbMa, CO3JJaHHbIE U MOJNMCAHHbIE HA OyMa)KHOM HOCHUTEIIE,
NPUHUMAIOTCS Ha PETMCTPALMI0 B cHCTEME «/Jlerao» mpu Halnuyuu 3amoJIHEHHOU
PETUCTPAllMOHHON  KapThl, MPUKpPEIUIeHHOTO(bIX) (aina(oB) JOKyMEHTa W
YKa3aHHBIX B TEKCTE MPUIIOKEHUH.

[IpoeKkT 5SIEKTPOHHOTO CIYKEOHOTO THChMa CO3JAeTCsl KaK MPOEKT
UCXOJSIIET0 JOKYMEHTa WM MPOEKT BHYTPEHHETO TOKYMEHTa B 3aBUCHMOCTH OT
PUHAJISKHOCTH aJpecara JOKyMEHTa.

HeorpemiieMoil 4acTbi0 3JIEKTPOHHOTO CIYXEOHOro MHUChMa  SIBISETCS
pETUCTpAlMOHHAS KapTa, B KOTOPYIO HWCIIOJHUTEIM IyTeM 3allOJHEHUS e MOJIeH



BHOCSIT CBEJECHUS O JOKYMEHTE: BUJ JOKYMEHTA, KPAaTKOE COJIEpPKaHHE JOKYMEHTAa,
CBEJICHUS O MPUIOKEHNUH K JIOKYMEHTY, CIIMCOK a/IpECATOB.

[Ipu HEOOXOAMMOCTH TPUMEHSIOTCS TOMETKU «CpouHbIity, «JICID».

B mnone peructpauroHHod kapTel «KpaTkoe coaepxkaHue» HE00XO0IUMO
KpPAaTKO U TOYHO PACKPbIBATh OCHOBHYIO CMBICIIOBYIO Harpy3Ky JTOKYMEHTA.

Ecnu moxaroroBnenHoe B cucteMe «Jleno» cimyke0HOe MUCBMO SIBISETCS
OTBETOM Ha IIOCTYNUMBIIMKM 4Yepe3 CUCTEMY «J/[ern0» JIIEeKTPOHHBIM JOKYMEHT,
TO JIEKTPOHHOE CITy>Ke0HOE MUCHbMO-OTBET MPU CO3/IAHUU €r0 MPOEKTa B CUCTEME
«/1emmo» CBA3BIBAETCS C PETUCTPALMOHHOM KapTOW MHChMa-3apoca.

[Ipy HaNMUKMKM HECKOJIBKUX HMCHOJIHUTENIEW MO JOKYMEHTY OTBETCTBEHHBIN
WCIIOJIHUTEIb HECET OTBETCTBEHHOCTh 32 MOJHOTY U JIOCTOBEPHOCTh MH(POPMALIHH,
UCIIOJIb30BAaHHOM TMpH MOJATOTOBKE JOKYMEHTa, 3a KadyecTBO OQOpMIICHUS
JOKYMEHTA U CPOKH UCITOJTHEHUS TOKYMEHTA.

Bce ocranbHble MCMOJHUTENU (COUCIIONHMUTENN) HECYT OTBETCTBEHHOCTh
32 MOJHOTY M JOCTOBEPHOCTh MPEACTABICHUS OTBETCTBEHHOMY HCIOJHUTEIIO
MaTepuanoB (MPOEKTOB TOKYMEHTOB, CIIPABOK, CBEACHUN M IPYruX JOKYMEHTOB)
B YCTAaHOBJICHHBIE CPOKH.

Hcnonuutens o00sd3aH KOHTPOJMpPOBaTH B cucreme «Jlemo» xon
YTBEPKJICHHUSI, COTJIAaCOBAHUS, MOJANUCAHUSA U PETUCTPALMH MPOEKTa CIIy>KEOHOTO
MUChMa.

Jli pacchUIKM JOKYMEHTa Ha OyMa)XHOM HOCHUTEJIE HUCIOJHUTENb YTOUHSET
IOYTOBBIE ~ aJpeca, ONpelesieT HEeOOXOIUMOE KOJUYECTBO  HK3EMILISPOB
JIOKyMEHTA, TOTOBUT CIIMCOK PACCBUIKU C TIOYTOBBIMH a/IpECaAMU.

OTnpaBka MOATOTOBJICHHBIX HCIHOJHUTENIEM CIYXKEOHbIX TIHCEM Ha
OyMa)XHOM HOCHUTEJNE IPOU3BOIUTCS NPUEMHON AJIMHUHHCTpalMu AKCalCKOro
TOPOJCKOTO ToceNeHusl (MpUeMHBIMU 3amecTuTenell ['naBel AJMHMHHCTpanuu
COOTBETCTBEHHO) NpPHU HAJUYUM HEOOXOIMMOTO KOJIMYECTBA KONHMM M CIHCKa
pacchUIKU (TTPU HEOOXOUMOCTH ), TOATOTOBJICHHBIX UCIIOTHUTEIIEM.

JlaToii muchbMa SIBJISIETCS 1aTa €ro perucTpaluuu B cucteMe «/Jlemoy.

9.2.4. TIpoexT ciayxkeOHOro MUChbMa BU3WUPYETCS HCIIOJHUTENEM, B CiIydae
NOANMHUCAHMS  TMHCbMa 3aMECTUTENsIMU  ['7maBpl  AJMHHHUCTpalUUd K BU3€
UCIIOJIHUTENSL J00aBIAECTCS BU3a PYKOBOJMUTENS CTPYKTYPHOTO MOJApA3EICHUs
AJMUHHCTpalMM, a B CJlydae MNOANUCAHUS TNHcbMa [MaBod AJMHHUCTpAIUU
AKcCaiicKOro ropoJiCKoro roceyieHusl K BbIIIENepEeUHCIEHHbIM BU3aM J00aBIsieTCs
BU3a Kypupyrouiero 3amecturens [naBel AamuHucTpauuu — AKCaiiCKOro
TOpPOJICKOT'0 MOCEIECHUS.

[lucema (QuHAHCOBOrO XapakTepa, a TaKkKe IMUChbMa, COJAEpIKallue
(buHaHCOBBIE 0053aTENbCTBA, BUUPYIOTCS HAYaJbHUKOM (DMHAHCOBOTO OT/EJa H,
KaK TPaBWJIO, TJIABHBIM OyXranarepoM AAMUHUCTpAMH AKCalCKOTO TOPOJCKOTO
MIOCEJICHHUS.

9.25.Eciu  chnyxeOHOE THUCHBMO  COACPXKHUT TMPHIOKEHHWE, OTMETKa
O MPUJIOKEHUU opopmIisieTcs corsiacHo nyHkTy 4.3.17 UncTpykuuu.

9.2.6. TlognucanHoe nenoBoe (CiTy>)keOHOE) MUChbMO TMOJICKUT PETUCTpALIUU
v oTnpaBke. He pomyckaercss oTHpaBiisiTh ajpecaraM MUCbMa, HE WMEIOUIUE J1aThl
Y PErUCTPALMOHHOTO HOMEpa.



[locne noanucanusi NUCbMa U €ro PETUCTPALMU IK3EMIULIP MUCbMA C BU3AMHU
3aMHTEPECOBAHHBIX JIUL] IOMELIAETCS B AEIIO.

9.2.7. OcobeHHoCTH O(QOPMIICHUSI CITY)KEOHBIX THCEM, HANpaBIAEMBIX 32
pyoOex.

B nepemnuncke ¢ ”HOCTpaHHBIMH aJipecaTaMy (B TOM YHCIIE C MOCOJIbCTBAMU
Y IIPE/ICTaBUTEIbCTBAMU HWHOCTPAHHBIX TOCYJIAapCTB) OQPOPMIIEHUE CIYKEOHBIX
Y JIMYHBIX THCEM UMEET OJMHAKOBBIN XapaKTep.

Cnyxxe0HO€ MHUCHbMO COCTOMT M3 CIEAYIOIIMX YacTel: pPEeKBU3UTHI OJlaHKa
(npu odopmiieHnd Ha OJaHKE) WM Ha3BaHUE TOpOJAa M Jara OTIpaBICHUS
(npu oopMIIeHHHM HA CTAHAAPTHBIX JHMCTaxX OyMaru), HaMMEHOBAaHHUE U aJpec
noJiy4aresis MHChMa, BCTYNUTEIbHOE OOpallleHHe, OCHOBHOM TEKCT, YyKa3aHue
Ha PUJIOKEHHE, €CITM OHO UMEETCS, 3aKII0YUTENbHAs (popMa BEKIUBOCTH.

[Ipu nmnepenucke ©6e3 mnpuMeHeHUsT OJAHKOB OQPOPMIICHHE  IHUCEM
OCYIIIECTBIISIETCS CIIEYIOIIUM 00pa3oM:

B IIPaBOM BEPXHEM YTy MHCbMa IME€YATAIOTCS HA3BaHWE IOpoJa W Jara
oTmpaBieHus, Hanpumep: MockBa, 12 suBaps 2011 r.; r. PocroB-nHa-
Hony, 17 suBaps 2011 r. JInnHa MakcMManbHON CTPOKH HE JOJDKHA MPEeBBIIIATH 9
— 10 cM worpaHMuMBaeTCA TMPaBbIM TOJieM. PerucrpanuoHHBIA  HOMEp
IIPOCTABIISICTCS HA TIOJIMHHUKE U KOIMU ITMChMa, OCTAIOLIEHCS B JIEIIE.

Tekcr nmuceMa HauMHaeTcsa ¢ oOpaileHus. Eciiu OHO afipecoBaHO MUHHUCTPY,
TO B 3aBUCHUMOCTH OT KOHKPETHOTO CJIy4as U MECTHOU NMPAKTUKHU CIIEAYET IUCATh:
«l'ocmogua Munuctp», «Bame IIpeBocxoautenscTBo». B oOparieHun wuHOTIA
OPUHATO J00aBJICHHUE CIIOBa «YBaKaeMblil» (OCOOEHHO B TMOPSJIKE B3aWMHOCTH,
Hampumep: «YBaxkaeMblil rocnoguH MuHHCTp»). B 3aBuCMMOCTH OT MeCTHOMU
IIPaKTUKU U B TOPSAJKE B3aMMHOCTHU CJIOBO «TOCIIOAMH» HAa MHOCTPAHHBIX SA3bIKAX
MOYET IIUCATHCS MOJHOCTBIO UIIM COKPAIIEHHO.

[Tocne oOpareHuss UAET TEKCT, B OOJBIIMHCTBE CIy4aeB HAaYMHAIOIIMKCA
cnoBamu: «MIMero 4ecTsb...».

[InceMO 3aKaHYMBAETCS KOMIUIMMEHTOM, TO €CTh BBIPAKEHHEM YBAXKECHUS.
MoryT ucnonp3oBatbCcs cienyonme komruMmeHTol: [Ipesunenty, Ilocny wim
Munuctpy uHoctpansubix aen: «lIpomy Bac, rocnogun Ilpe3ugeHTt (rocnoauH
[Tocon, rocnmoguH MUHHCTP), TPHUHATH YBEPEHUS B MOEM BechbMma (CaMoM)
BBICOKOM  YBakeHHM»; «['eHepanpHOMY aupekrtopy I'epmanckoro ¢oHzaa
MEXKIYHApOIHOI0 pa3BUTHS rocrnoanny XaHuy brosepy: «IIpoury Bac, rocnonnn
Xaiini bronep, NpuHATH YBEpEHUS B MOEM BBICOKOM (WM TITyOOKOM) YBaKCHHUH
(WJIA TIOUYTECHUH )».

Ecnu numiercs OTBETHOE MNHCHMO, TO KOMIUIMMEHT (opMynupyercs B
nopsiike B3auMHOCTU. Hampumep, eciii B MOJIyYEHHOM MHCbME OOpalatoTcs C
YBEPEHUSIMU «B BECbMa BBICOKOM YBA)KEHHM», TO M OTBEYaTh PEKOMEHIYETCS
aHAJIOTMYHBIM KOMIUTUMEHTOM.

[TucbMa MOTYT 3aKaHYMBATHCA IPYTMMU BUJAMU KOMIUIMMEHTOB, @ UMEHHO:
«C uckpeHHuM yBaxxkeHuem», «C riay0okuM yBaxkeHuem», «lckpenne Bamy,
«C yBaxxeHruem». B OTBETHOM mNuCbMe B TOPAJKE B3aMMHOCTU I1€J1€cO00pa3HO
yHOTPEOUTH TAKOM 7K€ KOMIUIMMEHT.

ITon TexkcToM mUCbMa CHEAYIOT: JIMYHAS MMOAIUCH JIMIA, OT UMEHU KOTOPOTO
MOCBIJIAETCS MUCBMO, €r0 J0HKHOCTh, MHUIIMAT UMEHU U (paMUITHS.



Ecniu B Tekcre mmcbMa JaeTcs CChUIKA HA IIPWIAraéMble JTOKYMEHTBI
(mporpaMma, MEpONpUATHS W Tak JAajee), TO B KOHLE TEKCTa YKa3bIBAETCs
IIPUIIOKEHUE.

B cootBercTBUM ¢ TpPHUHATHIMH B OOJBIIMHCTBE 3apyO€KHBIX CTpaH
CTaHJIapTaMH aJpec 3apyO0eHOro KOPPECIOHAEHTAa pacloyiaraeTcs, Kak
IIPABUJIO, B JICBOM HWKHEM YIUIy IIEPBOM CTpPaHMIIbl, HE3aBUCHMO OT KOJUYECTBA
CTpaHUI] IMChMa. AZIpec BKIIIOYAECT MHULIMA (MHUIUAIIB) UMEHH, (DaMUIUIO, TIOJIHOE
HalMEHOBaHUE O(PUIMATIBHON JOHKHOCTU JIUIA, KOTOPOMY HAIpPaBISETCS MHCHMO,
Y Ha3BaHUE Topoja.

Ha xoHBepTe yka3bIBaeTCs aipec, Halle4aTaHHbIA Ha IIMCbME.

IIpu nepenucke C  HCHOJB30BAHUEM OJNAHKOB  OPOPMIIEHHE IHCEM
OCYIIIECTBIISIETCS CIEAYIOLIUM 00pa3oM:

azpec 3apy0eXHOr0 KOPPECIOHJIEHTa pPACIIOJIaracTcsi B IPaBOM BEPXHEM
yIiy NEPBOW CTPaHMIBI IMCHbMA; JUIMHA MAaKCUMAaJbHOW CTPOKH PEKBU3HTA HE
noikHa npessimaTth 9 — 10 cM u orpannynBaeTcs npaBbiM nojeM. Hampumep:

l'ocnonnny

[Ipencenaremnto
[IpaBnenus
dbonga

r. Bamuarron

B pspe ciywyaeB, B 3aBUCMMOCTH OT MECTHOM MPAKTUKUM U HAa OCHOBE
B3aMMHOCTH, nepe]] haMuIuel Jinia, KOTOpOMY TOCHLIIAETCSl TUChMO, YKa3bIBAETCS
ero tutyi. Hanpumep:

Ero
IIpeBOCXOAUTENBCTBY
TOCHOJIUHY

UpesBblyalilHOMY U
[Tomromounomy Ilocny
Od¢urmansHOE Ha3BaHKE
CTpaHsbl
Mocksa
PexBu3uT «Anpecat» TOJDKEH BKJIIOYaTh B Ce0sl CIEAYIONIUE COCTaBHBIE
yactu: cinoBa «l'ocnoguny» («['ocnoxke») unu tutyn (nHanpumep: «Ero (Ee)
[IpeBocxoAUTENLCTBY»), UMSI U (DaMuiIMs ajpecaTa, HAMMEHOBaHUE OpTraHU3allNH,
(bupMBI, TOJKHOCTH aJpecaTa, Ha3BaHUE rOpoJia U CTPAHBI.
Tutyn unu uMs u pamunus B agpecare MUIITYTCS 4epe3 JBa WHTEpBala
OT JIOJDKHOCTH. J[pyrue cocTaBHbIE YacTH MeYaTaloTCs OJMHAPHBIM UHTEPBAJIOM.
OOGpamieHue W miepBas CTpPOKa TEKCTa MUChbMa HAYMHAKOTCS C KpacHOM
CTPOKH.



YacTtHble mUchMa MONYO(UIIMATIBHOTO XapaKTepa MOCHUIAIOTCS 3HAKOMBIM
opUITMATHHBIM JTUIAM B CIIy4asx, CBS3aHHBIX C OKa3aHWEM KaKOTO-JTHOO JIMYHOTO
onopkeHus (0J1aroMapHOCTh 3a TMPUIJIANICHHWE, TPOCh0a O COMEUCTBHUM), MO0
10 BOTIPOCAM,  SBJSIFOIIUMCS  TPEIMETOM  O(PHUIIMAIBHOW TEPENUCKHA WA
IIEPErOBOPOB, C LEJIBbIO MOJYEPKHYTh 3aMHTEPECOBAHHOCTh aBTOpPA B JIAHHOM JIEJIe
WM Q711 YCKOPEHUS pPEIIeHUs KaKoro-TuO0O BOIpoca ITyTEM HCIOJIb30BAHUS
BIIMSAHUS JIMIA, KOTOPOMY HampaBisieTcs mnucbMmo. Ilepemncka MoXKeT
OCYUIIECTBJIATHCSA U MO APYTMM BOIMPOCaM, MOCTAaHOBKA KOTOPHIX B O(PHUIIMAIBHOM
MOPSIAKE HEXKEJIaTeNIbHA M0 TEM WM UHBIM PUYUHAM.

YacTtHble mHUChMa MOMYO(DUIIMAIBHOTO XapakTepa MUIIYTCS Ha OOBIYHOMN
MoYTOBOM Oymare (B MOJ-JIKCTa), MHOT/IA Ha Oynanke. OOOpOTHAsT CTOPOHA JIMCTA
HE HCIIOJIb3YyETCS.

OOpailieHre B TAKOM MUCbME OOBIYHO OBIBAET CIICAYIOIINM:

YBaxaemslii rocniogud Munuctp!

YBaxkaemslit rocniogun {upekrop!

YBaxaewmsiil rocnoguH Cenarop!

3aKJIIOYUTENBHBI KOMIJIMMEHT B MHCbME 0053aTeJieH M OH 3aBUCUT
OT CIy’)KEOHOTO HWJM OOIIECTBEHHOIO TOJIOKEHUS aJpecaTa U Xapakrepa
OTHOUIEHHUM aBTOpA C aIPECATOM.

HanmenoBaHue AOKHOCTY U MoJiHAs GaMIIMs ajpecaTa MUITYTCS TOJIbKO
Ha KOHBEPTE.

K kaxaomy  mnuceMy  3apyOekHOMY  ajapecaTy — Mpuiaraercs
CONPOBOJIUTENIBHOE MHUCHMO B VICHOJHHUTENBHBIM cekpeTrapuar MHUHUCTEpPCTBA
MHOCTpaHHbIX Aen Poccuiickont Penepanun.

Heob6xoaumo BeIOpaTh MOAXOA[IIANA JIJIT KOHKPETHOTO Cy4asi BUJ MHUChbMa
MCXOJIs IPU 3TOM U3 COAECPKAHUSL.

JIokyMeHTBI TpeOYIOT K cebe HaJieKallero BHUMAaHHS W TPEAnosararoT
OTBET CO CTOPOHBI TOTO, KOMY OHHM HaIpaBJICHBI.

OdopmiieHre AOKYMEHTOB, HAMpaBISIEMBIX MO JIMHUSAM (PaKCUMUIBHOU
CBSI3U, MPOU3BOJIUTCS HA YUCTOM JiucTe OyMaru 0e3 ucnosib3oBaHus Oj1anka. Teker
revyaTaeTcsl MpOMUCHBIMU OYKBaMH Ha PYCCKOM SI3BIKE JTMOO SI3bIKE ajipecara.

3aroyioBOK K TEKCTY HE COCTaBIIAETCS.

IIpu oTBeTe Ha AOKYMEHT, MOCTYNUBIIUM OT 3apyOeKHOro MapTHEpA,
1[eJIeCO00pa3HO B TEKCTE CHENaTh CChUIKY Ha JTOT JOKYMEHT, Hampumep: «Ha
Bame nuceMo oT ... yucuay.

[Ipu peructpamuu AOKYMEHTa, OTIPABISEMOTO 3a pyOek, IeHCTBYET
OOIIETPUHSATHINA MOPSIIOK PAOOTHI C KOPPECTIOHACHITHEH.

OnHOBpEMEHHO C JOKYMEHTOM UCIIOJIHUTEIb TOTOBUT KOHBEPT s
OTOPABKH JAHHOIO JOKYMEHTa C YyKa3aHMEM [IaHHBIX aJpecara W ajapeca
OTHPABUTEIIS.

[Ipu sTOM aapec MoOXKeT OBITH HANMMCAaH KAaK Ha aHTJIMMCKOM SI3BIKE,
TaK M Ha sI3bIKE CTpaHbI-apecara.

HasBanue ctpansl MoxxeT ObITh NOJHBIM (Coenunennbie ITatel AMepukn)
nmu kpatkum (CIIIA), HO 00s3aTeNBHO JOHKHO OBITh OGUIMAIBHO MPUHSITHIM
(Henw3st BMecto «DenepatuBHas Pecnybnmuka I'epmanusiy umu «®OPI» nucath
«I"epManHus»).



9.3. Tenerpamma.

9.3.1. Tenmerpamma — TEKCTOBOE COOOIIEHHE, MPEJHA3HAYCHHOE [
nepenaun CpeacTBaMu TejerpadHoil cBsizu. Temerpamma COCTaBISIETCA TMpU
HEOOXOMMOCTH CPOUYHOM Tiepeaun HHHOpMaLUK.

Tenerpammsl HOJpa3/IeNIsoTCs Ha CIIeTyIolHe KaTeropuu:
NPaBUTEILCTBEHHBIC; CPOYHBIC; OOBIKHOBEHHBIE.
9.3.2. Tenerpammbl Ha OTIPABKY MPUHUMAIOTCA IPUEMHOM

AnQMUHHUCTpaIuy, 3a0J1aroBpeMeHHO, MPABUIBHO O(QOpPMIIEHHBIE, C OTMETKOW 00
UX KaTeropud, C aJpecoM, TEKCTOM U TMOANUCHI0 [JaBel AJIMHUHHCTpAIUA
AKCaiiCKOTO TOPOICKOTO TIOCENICHUs, 3aMecTuTeNnei [aaBel AJIMHHHCTpAIAH
ropojickoro nocesenus (mpuinoxenus Ne Ne 7, 8).

Anpec TemerpaMMbl  JIOJDKEH COJIEp)KaTh BCE aJIPECHBIC  JTaHHBIC,
HE0O0XO0UMBIC NIl 00eCIIeYeHHsI €€ JJOCTaBKH aapecaTy 0e3 po3bIiCKa W HaBEICHUS
cupaBoK. B angpece TemerpaMMbl HAaMMEHOBAaHWE HACEJIEHHOTO  ITyHKTa
YKa3bIBaCTCS B WMMEHUTEIHHOM IMAJeKe, a HAMMCHOBAHHWE PECITyOJHMKH, Kpasd,
00J1acTH, OKpyTa U paiioHa, Ha TEPPUTOPUN KOTOPOTO HAXOIUTCS HACEIICHHBIN MyHKT,
YKa3bIBACTCS B POJIUTEILHOM Majieke. HanMeHOBaHME opraHu3aIii YKa3bIBacTCs B
UMCHHUTCIIPHOM TaJiekKe, (GaMmius, WM, OTYECTBO H JIOJDKHOCTh —ajpecara
YKa3bIBAIOTCS B TATEITHHOM IAJICKeE.

TexkcT Tenmerpammbl JOMHKEH OBITH CXKAThIM, 0€3 MEpeHoca CIOB, COI30B
Y TIPEJIOTOB (€CNU MPU ITOM HE MCKAXKAETCS €ro CoJIepKaHHue). 3HAKU «TOUKay,
«3ansiTas», «KaBbIUKI», «CKOOKa» MOTYT ObITh HAIIMCAHBI MOJHBIMUA CIOBAMH WIIU
COKPAIIIEHHBIMU CJIOBAMH («TUK», «3MT», «KBY» U «CKO», COOTBETCTBEHHO), WJIU
COOTBETCTBYIOIIUMH CHUMBOJIbHBIMUA 3HaKaMH. «BOMpPOCUTENBHBIN 3HAKY», «TUPE»
(«MHUHYC»), «IUTIOC» U «JIpOOHasi 4epTa» MOTYT ObITh HANUCAHBbI JTUOO MOJHBIMHU
CJIOBaMH, JIMOO COOTBETCTBYIOIIMMH CUMBOJIBHBIMH 3HaKaMHU. 3HAKU «HOMEDY,
«JIBOETOYME» M «BOCKIIUIATEIbHBIN 3HAK» MOTYT OBITh HAMTKMCAHBI JTUOO MOJHBIMU
CIIOBaMH, JIUOO COKPAIICHHO («HP», «IBTY» U «BCKJI», COOTBETCTBEHHO). [pyrue
3HAKW MOTYT OBITh HAITMCAHBI TOJIBKO MOJHBIMU CIIOBAMH.

9.3.3. Tenerpammpl medaTarOTCs B JABYX JIK3EMIUIIpAX, OAUMH U3 KOTOPBIX
(mocne moanucaHus) mepeaaeTcss B mpueMHyto [aBel AJIMUHHCTpAIlUU, BTOPOU
AK3EMILISIP TEJIErPaMMBbI (C BU3aMHU) OCTAETCS B JIETIE.

[Ipu HampaBieHUU TeJerpaMM C OJHUM M TE€M K€ TEKCTOM Ooliee 4eM B
YeThIpe aapeca UCIOTHUTENb COCTABIIAET CITUCOK aIpecaToB (B ABYX DK3EMIUISPAX)
C YKa3aHHEM IMOYTOBBIX WK TeserpadHbiX aapecos (nmpuioxerue Ne 8).

[Ipu pacceuike TenmerpamMMm B JecsATh W 0Oojiee agpecoB, MpHUIIAraeTcs
uHpopMalus 00 aapecaTax Ha JIEKTPOHHOM HOCHUTEIE.

9.4. Tenedonorpamma.

Tenedonorpamma — 00OOIIEHHOE HA3BAHUE PA3TUYHBIX IO COJACPKAHUIO
JIOKyMEHTOB, BBIICTISIEMBIX B CBS3U C OCOOBIM CIOCOOOM TIepenayu TEeKCTa
(mepemaeTcs MOCPEICTBOM TeJIe(DOHHOM CBSI3M M 3alTUCHIBACTCS MOJTydaTesieM).

TeneponorpaMmpl  pPEeKOMEHAYETCS HWCIONB30BATh IS  OMEPATHUBHOTO
pEIIeHHs] BOMPOCOB B CIIydasiX, KOT/Ia COOOIIEHUs, mepeaaBaeMble 1Mo Tenedony,



HEe TpeOyloT AOKyMeHTalbHOro odopmieHus. TenedoHorpammaMu mnepeaaroTcs
HECJIOKHBIE TEKCTHI (MTPUTJIANIICHUST HA COBEIIAHMS, 3aCeaHus U TaK Jajee).

TenepoHorpaMMbl COCTABIISIFOTCS B OJHOM DK3EMIUISIPE U TOIIMUCHIBAIOTCS
PYKOBOJIUTEIIEM WJIM OTBETCTBEHHBIM HCIIOTHUTEIIEM.

Eciu tenedonorpamma mepenaercss HECKOJIBKHM ajpecaTtaM, TO K Hel
JIOJKEH MPHUIIaraThCsl CIIUCOK apecaToB ¢ yKa3aHWEM HOMEPOB TeJIe(OHOB.

Jlatoit TeneoHOrpaMMBI SIBJISIETCS JlaTa €€ MepeiadH.

Crnenyer mpoBepsiTh MPABWIBHOCTH 3alUCH TeIe(POHOrPAMMbl MOBTOPHBIM
YTEHHEM €€ B KOHIIE Mepe/layuu.

Peructpupyercs u odopmisiercs TenepoHOrpaMMa B YCTaHOBIEHHOM
NOpSIIKE B TOM CTPYKTYpPHOM  TOJpa3feieHuH, TAe MpuHATa, W/WIU
PYKOBOJIUTEJIEM KOTOPOTO OHa nojanucana (npuinoxenue Ne 10).

9.5. dakcummibHOE  coobOmieHue (pakcorpamMmma) — TMojdydaemass Ha
OyMa)XHOM HOCUTENEe KOmuig JOKyMEeHTa (IMCBMEHHOTO, TIpaduyecKoro,
M300pa3UTEIHLHOTO), TIEPEAAHHOTO 10 KaHajlaM (DAKCUMUIILHOM CBSI3H.

dakcUMHUIIBHAST CBSI3b MOXKET HCIONIBL30BAThCS IS OTIEPATHBHON Tepeaadu
TEKCTOB JIOKyMEHTOB, HAIIPABIISIEMBIX B MHBIC OpraHu3anuy u opradsl. [locpencTBom
(baKCUMWIBHOM  CBS3M  TIEPEIAIOTCS  CIyKeOHbIE  TMUChbMa,  TPUTJIAIICHUS
Y UH(POPMALIMOHHBIE COOOIIEHUS.

OTBETCTBEHHOCTH 3a COAEpKaHME TiepeaBacMoil HHPOPMAIIUU BO3TIAraeTcs
Ha UCTOJHUTENS, TOJATOTOBUBIIETO JOKYMEHT K TIepelaue U PyKOBOAMUTENS
CTPYKTYPHOTO MOJpa3aesieHusi AJIMUHUCTPALIUH.

Pa3zpemienre Ha mepenayy JOKyMEHTa JAaeT PYKOBOJAUTENb CTPYKTYPHOTO
noapasnenenuss  AamuHuctpanmu. I[lpuem u  mepemadya  JOKYMEHTOB
OCYIIECTBJISIETCS. TOJBKO C BeIOMa JIMIA, OTBETCTBEHHOIO 3a ammapar
bakcummibHOU CcBsi3U. KOHTpOIb 32 HCTIOIB30BAHUEM allapaToB, YCTAHOBICHHBIX
B TIOJIPA3JICTICHUSX, OCYIIECTBIISIETCS UX PYKOBOIUTEIISIMHU.

9.5.1. dakcorpaMMa MOANEHKHUT MEPBUYHON 00pabOTKE W PETUCTpalvH B
cilydae HAJIMYHWS B HEH CIASAYIOMNX PEKBU3UTOB:

aJIpecaHT,

MTOYTOBBIN U DJICKTPOHHBIN aJIpec aJpecaHTa,

PETHCTPAMOHHBIA HOMEp U J1aTa,

TEKCT,

JOJKHOCTH M (paMUJIHSI JIUIIA, TTOAMMCABIIETO JOKYMEHT,

MOJITTHCh.

9.5.2. [Ipu ucnonb30BaHUU JTAHHOTO BHA CBSI3M HEOOXOJMMO COONIOIATH
CIeayroIIe TpeOOBaHNS:

o0beM TmepedaBaeMoOro  JOKyMeHTa  (TEKCT, cXeMma, TIpauieckoe
M300paKeHNE), BBHIMIOJHEHHOTO Ha Oymare (opmata A4 YepHBIM IIBETOM, HE
JIOJDKEH TIPEBBINIATD MATH JIUCTOB,;

3ampeniaeTcs mepeaaBarh JOKYMEHTBI, COAEpIKAIlie CEKPETHBbIC CBEACHUS
U MHYIO WH(OpMAIMI0 OTrpaHUYCHHOTO JIOCTYyMa, a TakKKe TEKCThI JOKYMCHTOB
¢ rpudoM «/[71s1 ciry>keOHOTO MOJIb30BaHUS» M PYKOIMCHBIE MaTepHAIbI,

JOKYMEHTBI Ha WHOCTPAHHBIX S3bIKaX, HaIpaBIseMble TOCPEIACTBOM
(baKCUMUJIBHOW CBSI3W, OTIIPABIISIOTCS B HMHBIC OpPraHbl M OpPraHU3aIlMH TpU



HaJIM4YUM TIEPEBOJA, 3aBEPEHHOrO JIMIIOM, TOJMUCABIIMM JOKYMEHT Ha
MHOCTPAHHOM $I3bIKE, @ THOCTPAHHOMY aJipecaTy nepenarTcs 0e3 nepeBoa;

OTBETCTBEHHOCTh  3a  CcojJepkaHue uHGOpManmud B  JOKYMEHTE,
HAIpaBIIIEMOM  TOCPEeACTBOM  (aKCUMUJIBHOW  CBSI3M,  BO3JIaraeTcss  Ha
UCTIOJTHUTEIISA, MOJATOTOBUBIIETO JOKYMEHT, M Ha JOJDKHOCTHOE JIMI0, €ro
MOJIITMCABIIICE.

9.6. [lonoxxenus, TpaBwia, HUHCTPYKIHMH,  PETJIAMEHTHI,  TOPSIKH,
KJIacCU(DUKATOPHI U APYTHUE BUABI JOKYMEHTOB (Jlajie€ — JIOKAIbHBIE aKThl) MOTYT
OBITh:

MOCTOSIHHO JAeHCTBYIONIMMU (0€3 OrpaHUYeHUs CPOKa UX MPUMEHEHHS);

BPEMEHHBIMH (JIEUCTBYIOIIMMUA B TE€UEHUE YKA3aHHOTO B HUX CpOKa WIH
JI0 HACTYIUJICHUS ONPEJICTICHHOTO COOBITHS).

9.6.1. B mono)keHMM yCTaHABIMBAIOTCS CHUCTEMHO CBSI3aHHBIE MEXTy COOOM
NpaBUja, PEryJIMpYyIOIKME MPaBOOTHOIIEHHUS TIO  BOMpPOCaM, OTHECEHHBIM
K KOMITETEHIMN AJIMAHHUCTPAMU AKCaMCKOTO TOPOJICKOTO ITOCETIEHUS.

B mpaBunax ycTaHaBIMBAarOTCSI HOPMBI M TpeOOBaHUS, OOsI3aTENbHBIC AJIS
BBITIOJTHEHHSL.

B wuHCTpykumm w3maraeTcsi TOPSAOK — OCYIIECTBICHHS  KaKOH-JIHOO
JESTEIIbHOCTH WM TIOPSATIOK MPUMEHEHHUS TOJ0XKEHUN 3aKOHOIATEIbHBIX M HHBIX
HOPMATHBHBIX TTPABOBBIX aKTOB.

B pernamenTe wu3naraeTcs COBOKYIHOCTh IIPaBUJI, YCTaHABIMBAIOIIUX
MOPSIIOK pabOThl OpraHa MECTHOTO CaMOYTIPABIICHHUS, YUPEKICHUM, OpraHU3alnid,
Harnpumep, Pernmament AamMuHucTpanuu AKCaiCKoro ropojCKoOro moceJIeHHus .

[Topsimok moAroToBKM ©  OQOpPMIICHHS TMPOEKTa JIOKAJBHOTO —aKTa
COOTBETCTBYET OOLIEMY HOPAAKY MOATOTOBKH MPOEKTOB NPABOBBIX aKTOB.

[TonosxeHusi, paBuiia, UHCTPYKIIMM U PETJIAMEHTHI MOTYT MPUMEHSITHCS KaK
CAMOCTOSITENIbHBIC IOKYMEHTBI,  KOTOpbI€  TOAMMCHIBAIOTCA  PYKOBOJUTEIIEM,
yTBepXkAaTbcsi B (QopmMe rpuda yYTBEpKACHUS WIM  PACHOPAIUTEIHLHBIM
JIOKYMEHTOM.

9.6.2. 3aroI0BOK K TEKCTY TOJIOKEHHS (MHCTPYKIIMH) OTBEUYAET HA BOIPOC
«o ueM?» ([TonokeHne 00 SKCIIEPTHONH KOMHUCCHH ...). 3aroJIoOBOK K JOHKHOCTHOM
MHCTPYKIMHU (perjaMeHTy) OTBedaeT Ha Bompoc «ue? (4bs?)» (IOJKHOCTHAs
WHCTPYKIHS TJIABHOTO CICIHAINCTA ...). 3aTOJIOBOK K TEKCTY MpaBwWI (MOPSIKA)
oTrBedaeTr Ha Bompoc «dero?» (IIpaBuna BHyTpeHHero pacmopsnka ..., Ilopsmox
BBIJIAUU 33/IaHUS HA OCYIIECTBIICHHE MEPOIIPHUSITHS TI0 KOHTPOJTIO 32 COCTOSIHHEM ...).

Tekcr m3naraercst OT TPEThETO JMIA €AMHCTBEHHOTO WJIM MHO>KECTBEHHOIO
yucna. B TekcTe HCMONB3yIOTCS CI0Ba «JIOJDKEH», «CIEAYeT», «HE0O0XOAUMOY,
«3aIpeIIaeTCs», «HE IOIMyCKAeTCs.

Koncrarupytoreir 4acTei0 JIOKQIBHOTO akTa siBisgercss pasaen «Oomme
TIOJIOKEHUS», B KOTOPOM ~ YKa3bIBAIOTCS OCHOBAHUSI pa3pabOTKH JOKYMEHTA,
OCHOBHO€ HaszHaueHHWe, cdepa ero pacmpoCTpaHEHHsS, OTBETCTBEHHOCTh 3a
HapyIICHUE YCTAHOBJICHHBIX MpaBWJI U TEXHOJOTWH. B cocraBe TekcTa Takke
BBIJICTISIIOTCSL Pa3JIeibl, paCKpPHIBAIOIINE OCHOBHOE COACpKAaHHE JIOKAJIhbHOTO aKTa,
3aKJIFOUNTEBHBIE TIOTOXKCHHUS.

OCHOBHOHM TEKCT JIOKAJIBHOTO aKTa MOXET NEIUThCS Ha Pa3Aembl, IyHKTHI
Y TIOANYHKTHI. Pa3iensl MMEIOT Ha3BaHWs, HYMEpYIOTCS apaOCKuMu IudpaMu.



Hymepanusi NyHKTOB M MOANYHKTOB OCYILECTBISETCS apaOCKuMu Ludpamu,
pa3ieieHHbIMA TOUYKaMH.

9.6.3. JlokanbHble aKThl MOTYT HMETh mNpuioxkeHus. Ha mnpunoxkeHusx
K JJOKQJIbHBIM aKTaM O(QOpPMIISICTCS PEKBU3UT «OTMETKa O TPUIIOKEHUN» B
MOpSKE, YCTAHOBJIEHHOM JIJ1 I IPABOBBIX akTOB MyHKTOM 6.2.10 MuCTpyKIINU.

9.6.4. JlokanbHbIe aKThl BCTYNAIOT B CHJIY CO JHS HM3AaHUS (ITOAMKCAHUS)
IIPABOBOTO aKTa, KOTOPHIM OHH YTBEPXKAAIOTCS, WIM B MHOW CPOK, YKa3aHHBIN
B IIPABOBOM aKT€, WJIM CO JHS YTBEPXKJIEHUS MOJIOKEHUs (MpaBuil, UHCTPYKIIMH,
pernamenTa) noanuceio (uiau JII) pyKoBOAUTENS WJIM MHOTO YIOJTHOMOYEHHOTO
UM JIMLA.

9.7. Ilnan.

[Inan — JOKYMEHT, YCTaHaBIMBAIOUIMI I€peYeHb HAMEUYaeMBbIX K
BBINIOJIHEHHIO PabOT WM MEPOIPUATHH, UX MOCIEI0BATEIBHOCT, O0BEM, a TAKKE
ONPENEIAIONMNA KOHKPETHBIX UCTIOJIHUTEIIEH.

CocTaBISAIOMMUMH TYHKTaMH TUIaHA SABJISIFOTCS:

HaMMEHOBaHHE (Co/epKaHue) pabOThl MU MEPOIIPUATHUS;

WCIIOJIHUTEIb;

CPOK HCIOJHEHUS;

OTMETKa 00 HCIIOJIHEHUH.

[Tnansl paboOT WAM MEPONPUITUNA MOANUCHIBAIOTCS JOJKHOCTHBIMU JIUIIAMH,
OTBETCTBEHHBIMHM 3a MX BBIIOJHEHHE, C yKa3aHUEM JaTel noanucanus. IlnaHsl,
KaK IIPABUJIO, TIOJUJIEKAT YTBEPIKIACHHUIO.

AnMmuHUCTpanus  AKCailCKOrO  TOPOACKOrO  TOCEJNEHUsT B CBOEH
NESTEIIbBHOCTH ~ PYKOBOJACTBYETCS ~ YTBEP)KICHHBIMU  IUIAaHaMU  pabOThI
AJIMUHHCTpanuy Ha HEAECIIO.

9.8. AkT.

AKT — JIOKyMEHT, COCTaBJICHHbIA Tpynmol Jui (KOMUCCHEW) Js
MOJITBEPKACHUS YCTAHOBJICHHBIX MU (PaKTOB (MpUeMa-Tiepeaun, MHBEHTAPU3ALIH,
COMCaHUsl M Jpyroe). AKT COCTaBsieTcd KOJUIETMAIbHO (HE MeEHee JIBYyX
COCTaBUTENEH) U OOBEKTUBHO (PUKCUPYET CYILECTBYIOIIME WM CYIIECTBOBABIIME
COOBITHSI, (DaKThI WJIK COCTOSTHUSI.

9.8.1. IIpu cocTaBneHUH aKTa UCMOIB3YIOTCS PEKBU3HUTHI:

HAaUMEHOBAaHUE HCIOJHUTENBHOIO OpraHa TIOCYJapCTBEHHOW BJIACTH —
aBTOpa JIOKyMEHTa (eciIu He0OX0IUMO);

HAaUMEHOBaHNE BHJIa JOKYMEHTA;

JaTa JIOKYMEHTa;

PErHCTPallMOHHBIM HOMEP TOKYMEHTA;

MECTO COCTAaBJICHHUS (M3JaHUsI) IOKYMEHTA;

rpud yTBepKACHUS (€cIi He0OX0AUMO);

3aroJIoBOK K TEKCTY;

HOJIHUC.

Jlatoii akra sBIAeTCA Jara COCTaBJICHUs aKkTa W IOANMCAHUA  €ro
COCTaBUTEJISIMH.



Ecmu ¢dopmoil akTa mpemycMOTpEeHO €ro YTBEpXICHUE PYKOBOJIUTENEM WIIU
MHBIM YTIOJTHOMOYEHHBIM JIOJDKHOCTHBIM JIMIIOM, JaTOM aKTa SIBJSIETCSl Jara €ro
YTBEPKICHUSL.

3arojoBOK K TEKCTy akTa (OPMYJUPYETCS C TIOMOIIBIO OTIJIAroJIbHBIX
CYILIECTBUTENIHBIX U OTBEYAET HA BOMPOCHI «O YeM?» (aKT TEXHUUYECKON KOMUCCUU
0 TIprieMe padoT) WK «4ero?» (aKkT mpuemMa-rnepeaadd MaTepuaIbHBIX IICHHOCTEH ).
3arooBOK K TEKCTy TIiedaTaeTcs OOBIUHBIM  MpU(PTOM, pacroaraercs
HUKE PEKBU3UTA «MECTO COCTaBJICHUS (M3[aHUsA) JOKYMEHTa» CII€Ba, OT I'PaHUIIbI
JIEBOTO TOJIAL.

0.8.2. Tekct akTa COCTOMT U3 JABYX 4YacTed — BBOJHOH M OCHOBHOM
(KoHCTaTUPYIOIIEH).

BBogHass 4acTh akra COAEpPKAT HAUMEHOBAaHUE PaACHOPSAIUTEIBLHOIO
JIOKyMEHTa, HA OCHOBAaHMM KOTOPOTO aKTHPYIOTCS (PakT, coObITHE WM JEWUCTBHE (B
COOTBETCTBYIOIIIEM MAJIEKE), €r0 HOMEP U JaTy.

B BBOJHOM 4acTH aKTa B UMEHUTEIIBHOM IaJI€KE YKa3bIBAKOTCS:

OCHOBAaHHE COCTaBJIEHHUS aKTa (MPaBOBOW WIIM JIOKAJIBHBIA aKT; ()akT WM
cOOBbITHE, MOCTYKUBIIIEE OCHOBAHUEM JIJISI COCTABJICHUS aKTa);

COCTABUTEIIN aKTa (MEPEUUCISIIOTCS Tocie ciaoBa «CocTaBiIeH» ¢ YKa3aHUEM
JIOJDKHOCTEW, HAMMEHOBAHUN MCTIOJIHUTENIBHBIX OPraHOB FOCY/IapCTBEHHOM BIIACTH
PocToBckol 00J1aCTH, €CIIM COCTABHUTENM SIBIIIOTCS MPEACTABUTEISIMU JPYTOTrO
oprasHa BJacTH, (pamMIINii U UHULIUAJIOB).

Ecin akt cocraBneH KoMHcCHEW, TMepBOM yKa3bpIBaeTcs  (pamuims
npejacenareas KOMUCCHH, a 3aT€M YJIEHOB KOMHUCCHHM B ajdaBUTHOM mopsiake. B
HEOOXOJMMBIX CIy4yasx JIOMYCKAeTCs TMPUBOJUTH CBEACHHUS O JOKyMEHTaX,
YAOCTOBEPSIOMIUX JTUYHOCTh U MOJHOMOYUS JIMII, Y4aCTBOBABUIMX B COCTABJICHUH
aKTa, U UX ajpeca.

Cnosa «OcHOBaHHEY, «IIpencenarensy, «HUneHsl KOMHCCHUUY,
«IIpucyTcTBOBAINY» MUIITYTCS C TPOMUCHON OYKBBHI.

JlaTa U MECTO COCTaBJICHUS, MIPOCTABJISIEMbIe B PEKBU3UTAX aKTa, JTOJDKHBI
COOTBETCTBOBATh JaTe U MECTY aKTUPYEMOT'O COOBITHSI.

B koHcTaTupyloIIeil yacTu akTa M3JaraloTcs eI U 3aJauyd aKTUPOBaHMUS,
CYILIECTBO M XapaKTep MPOBEIACHHON KOoMHUCCHEH pabOThl, YCTAaHOBJIECHHbBIC (PAKThI
U COOBITHS, a TakXke BBIBOABI U 3aMmedanus. KoHcTartupyromias 4acTh
3aKaHYMBAETCA CBEICHUSIMHU O KOJIMUECTBE DK3EMIUISIPOB aKTa U MECTe HX
HaXO0XICHUSI.

[Tpu HEOOXOIUMOCTH aKT MOXKET COJIEPKATh BHIBOJIBI M PEKOMEH/IAIUH.

Texkct akTa wu3nmaraeTcsa OT TPEThEro JIMIA E€IWHCTBEHHOIO WU
MHOKECTBEHHOTO YHCIa («KOMUCCHS YCTAaHOBHJIA ...», IIPOBEPKA MOKA3ala ...»).

KonnuecTBo 3K3eMIUISIPOB aKTa OMNPEAEISETCS YHUCIOM 3aMHTEPECOBAHHBIX
BHEM CTOPOH WIA HOPMAaTUBHBIMU JIOKYMEHTAMH, PETIAMEHTUPYIOIMIMMHU
COCTABJICHHE AKTa.

DK3eMIUISIphl aKTa MOAMHUCHIBAIOTCS BCEMU UYJIEHAMH KOMHCCUU (€CIIU aKT
COCTAaBIISJICA KOMHCCHEW) WJIM COCTABUTEISIMU W MpU  HEOOXOIUMOCTH
MPUCYTCTBOBABIITUMH JIUIIAMH.

[Ipy nmoamucaHum akTa MOpeaceaaTeieM ¢ 4YJeHaMH  KOMHUCCHUH
HaUMEHOBAHUS UX JIOJDKHOCTEH HE YKa3bIBAIOTCH.



Ecnu kT0-1m00 M3 cocTaBUTENEH MM MPHUCYTCTBOBABIIUX JIMII HE COTIaCEeH
C aKTOM, OH TIOJIIKCHIBACT €T0 C YKa3aHHUEM Ha Hamudue ocoboro MHeHus. Ocoboe
MHEHHUE M3JIaracTcsl Ha OTICIHbHOM JIUCTE, TIOIITUCHIBACTCS U TIPUJIAraeTcs K aKTy.

[Tpr HEOOXOIMMOCTH aKTHI TIOJICIKAT YTBEPIKICHUIO.

9.8.3. Eciim 3akoHOomatenbcTBoM Poccmiickoit denepariuy mpeaycMOTPEHO
O3HAKOMIJICHUE C COJICpP)KaHWEM aKTa JIMI, YIOMSHYTBIX B aKTe, IOJ IOJIIUCH,
Ha TMOCJICIHEH CTPaHHWIIE aKTa MPOCTaBJISETCS O3HAKOMHTENIbHas BH3a «C aKTOM
O3HAKOMJICH(BI)», TIPU ITOM YKa3bIBAIOTCS HAWMMCHOBAHUS OJDKHOCTEH, JIMUHBIC
HOJIKMCH, paciiM(PpPOBKU TMOANMUCEH, JaTa oO3HAKOMJIeHHs. Jluia, KOTopbie
3HAKOMSTCS C COACP)KaHUEM aKTa, MMEIOT IPaBO HE COTJIACHTHCS C COACPIKaHUEM
aKTa B IICJIOM WJIH €ro OTICIbHBIMH IOJIOKECHUSIMH, 4YTO JOJDKHO OBITh
3a(hMKCUPOBAHO TP O3HAKOMJICHUHU C aKTOM.

9.9. loxnaanas, 0OBSICHUTENbHAS, IIOSICHUTENIbHAS, aHaJIUTUYECKas
U CITy>KeOHas 3aIMCKH.
9.9.1. lloknmamHast 3amucka — JOKYMEHT, aJPECOBAHHBIA PYKOBOIHUTEITIO

U COZICpPOKAIIUI U3JIOKEHUE  BOMpOCca, TPEOYIOIIETO  pelIeHUs, C  BBIBOJAMHU
U TIPEJIOKEHUSIMU COCTaBUTEIIA.

CnyxeOHas 3arucka — JOKYMEHT, MCHOJb3YyEMbId [JIs1 ONEPATHUBHOIO
MH(POPMAITMOHHOTO 0OMEHA MEXAY CTPYKTYPHBIMU MOJAPA3ACICHUSIMH, OpraHaMu
AJIMUHUCTpAllMd WM  PYKOBOAMUTEISIMH, HE HAXOMSIIMMHUCA B  MPSIMOM
MOAYMHEHUU.

OObsicHUTENbHAS 3aMMUCKA COCTABIISIETCS 111 00bSICHEHUS (DaKTOB, JIEWCTBUIMA
WIM TOCTYNKOB JIOJDKHOCTHOTO JIMIIa MO TpeOoBaHUIO pykoBoauTens. Kak
MpaBuiIo, OOBSICHUTENbHAS 3amucka OQOpMIISIETCS PYKOMHCHBIM CIIOCOOOM Ha
CTaHJapTHOM Jcte Oymaru opmara A4.

AHanuTH4YeCcKas 3amMcKka — JOKYMEHT, B KOTOPOM JAaeTCsl KpaTKUN aHaJu3
CyIlIeCTBAa MPOOJIEMbl M TEHJEHIIMU €€ PA3BUTHUS, M3JATarOTCS BBIBOJIbI, JAAOTCS

PEKOMEHAALUN.

[TosicHuTenbHasgs 3amucKka — JIOKYMEHT, Pa3bsCHSIOMIMN COJEpKaHUE
MPEJICTABJICHHBIX HA PACCMOTPEHUE PYKOBOIUTEIIO WJIM BBILIECTOSIIEMY OpPraHy
JIOKYMEHTOB.

JloknagHash 3amucka COCTaBISETCS TPU HEOOXOAUMOCTH YBEIOMJICHUS
PYKOBOJUTENSI WJIA BBIIIECTOSIIETO OpraHa O KaKux-auoo ¢akTax WM COOBITHUSIIX
1 MOXET COJICPKATh NPEIJIOKEHUS COCTABUTENS IO U3JIaraeMOMY BOIIPOCY.

B 3aBucumocTu OT copepkaHus W Ha3HAYEHUsS JOKJIAJHBIC U CIy>KeOHbIE
3aMUCKU JENSITCS Ha WHGOPMAIMOHHBIE W OTYETHHIE, a TaKKe MOTYT HMEThb
WHULIMATUBHBIN XapakTep.

TekcT aHaTUTUYECKOM, MOKIQJIHOM, CIIYKEOHON 3aIUCKH MOXKET COCTOSITh
U3 IByX 4acTeil. B mepBoii yacTu, Kak MpaBuIio, U3JaratoTcs GakThl UK COOBITHSA,
MOCIY>KUBIIUE MOBOJIOM K HAIKMCAHUIO JOKJIATHOM 3aMKUCKU, BO BTOPON — BBIBOIBI
U TIPEJUIOKEHUST O KOHKPETHBIX JIEHCTBUSX, KOTOpBIE, MO MHEHHIO COCTaBUTEJI,
HEOOXOJIMMO TPEANPUHATH PYKOBOJUTENIO WM BBIMIECTOSIIIEMY OPTraHy B CBSI3U
C U3JI0’)KEHHBIMU (haKTaMHU.

3anucku, cocTaBiisieMble pa0OTHUKAMU C OOBSICHEHUEM NPUYUH MOBEACHUS,
MPOCTYNKOB,  cUTyaluii  (OOBSCHUTENbHBIC  3alUCKH),  MOTYT  OBITh
o opMIIEHBI PYKOITUCHBIM CIIOCOOOM Ha CTaHAAPTHOM Jicte Oymaru ¢opmara A4.



9.10. BasiBieHue — JOKYMEHT, aJPECOBAaHHbI  JIOJDKHOCTHOMY  JIMILY
Y COJIEPYKAIUI ONPEACTICHHYI0O TIPOCKOYy WM  TpedyiokeHue. TeKCT Jo0oro
3asiBJICHUS] HAUMHAETCS C CyIecTBa Borpoca, ooparienus («IIporry paccMOTpeTs. .. »,
«[Ipomry mepeBectu...»). @opma 3asiBieHus: cBoOoMHas. 3asBicHHE OGOpPMIISETCS
Ha CTaHJapTHOM Jiucte Oymarn ¢opmara A4 pyKONUCHBIM WM IE€YaTHBIM
cnocobom CTaHJIAPTHBIM mpudTom. 3asBneHue IIOATIMCHIBAETCS
COOCTBEHHOPYYHO.

9.11. Crenorpamma (ayau03amnuch).

CreHorpaMma — JOCIOBHAsl 3allMCh YCTHOW pedd BO BpeMs JIOKJIAIO0B U
JIPYTUX BBICTYIUIGHUM Ha KOH(MEPEHIUAX, COBCLIAHUAX, COOpaHMSIX WIH
3ace/laHuAX KOJUIETUAJIbHBIX OpPraHOB, OCYIIECTBJICHHAs METOJIOM CTeHorpaduu
WM ayJTMO3aIUCH.

9.11.1. Crenorpamma (ayauo3anuch) KOH(PEPEHIINH, COBEIIaHMs, COOpaHus
WIM 3acelaHusl KOJUIETHMAJIbHOTO OpraHa BeJeTcss B TOM Cllydae, KOrja Ha
00CYXJICHHE BBIHOCSITCS BOXKHBIC M CIIOKHBIE BOIIPOCHI, KOTOPHIE MOTYT BHI3BIBATH
npeaus. OKOHYATETbHBIM TEKCT CTEHOTPAMMBI COCTaBIISICTCS Ha OCHOBAaHUU
MPOU3BEJCHHBIX Ha KOH(EPEHIIMH, COBCIIAHWW, COOpaHWUM WM 3aceIaHuu
KOJUIETHAJIBLHOTO OpraHa CTeHOrpadUYeCKMX WM 3BYKOBBIX 3amucedl U
MIPEICTABIICHHBIX MaTEPHAIIOB (IOKJIAIOB, CIPABOK, MPOCKTOB PEIICHUN U TOMY
oJ100HOE).

9.11.2. TekcTt  cTeHOTpaMMbI  JOJDKEH  COCTOSTh W3 PAa3/IelioB,
COOTBETCTBYIOIIUX ITYHKTaM IIOBECTKH JHS, paslielibl HyMEpyITcs apabCcKuMu
muppamu. Mannmansl v GaMuivsg NOKIAJYMKA I€YATAIOTCS B HMMEHHUTEIBHOM
najexe.

9.11.3. Jlata, mpocTaBlieHHass Ha CTeHOrpamme, JOJHKHa COOTBETCTBOBATH
JTHIO TTPOBEJICHUS COBEIIIAHMsI, COOpaHUSI WIIM 3aCeIaHUsl KOJIJIETHAIbHOTO OpraHa.

9.12. Oruer.

OTueT — AOKYMEHT, COJACpKaIllMii CBEICHUS O IOJATOTOBKE, IMPOBEICHUM
Y UTOTaX BBITIOJHECHHUS TUIAHOB, 3aCEIaHNi, KOMAaHIUPOBOK U IPYTUX MEPOIPHUSITH.

Tekct oTdeTa MOXKET COCTOSTh U3 Pa3AeioB, TOJPA3NEIOB, ITYHKTOB
Y TIOAMYHKTOB, KOTOPBIE HYMEPYIOTCS apaObCkuMu IMdpamMu B YCTaHOBICHHOM
TIOPSITIKE.

OT4eT Mo/KEH MMETh MOIUCH WUIH BU3BI COCTABUTENICH ¢ YKa3aHHEM JIaThI
BU3UPOBAHMUSI.

10. Tlpumenenue, U3TOTOBJICHHE
Y XpaHECHUE 1eYaTEeH, ITAMIIOB U KJIIOUEU 3JIEKTPOHHBIX IMOANKUCEN

10.1. TTopsimok nmpuMeHEHuUs 1eyaTel U MITaMIIOB.

10.1.1. Ha  pokymeHTax,  TpeOylommx  0oco0Oro  yJIOCTOBEpPEHHS
TIOJIJTAHHOCTH, CTABUTCS TI€YAaTh.

10.1.2. Tlpumenenue repOOBBIX MEYaATEH.

B AaMuHUCTpaIuu TOPOJCKOTO TOCEICHHs MPUMEHSIETCS TepOoBas mevyarhb
«AaMUHUCTpaIUs AKCAaHCKOTO TOPOJACKOTO TOCETCHHs», KOTOpas XpaHUTCS Y
HavaJbHUKA 00IIEeTo OTAena AJAMHUHUCTPAIIMHA TOPOJICKOTO TOCETICHUS ¥ CTABUTCS:



Ha OAHKOBCKUX JOKYMEHTaX, JOrOBOpaxX, COTJIAIICHHSX, JOBEPEHHOCTSIX U
IpYruX JIOKyMEHTaxX, MOANUCaHHbIX [7maBoil AjMuHHCTpanuu AKCaCKOro
TOPOACKOTO IIOCEJNEHUSA, U B CIIy4asx, NPEIyCMOTPEHHBIX NPABOBBIMU AKTAMH
AnMuHHCTpanuu AKCaiiCKOTO TOPOJCKOIO MOCEIECHHUS;

Ha (PMHAHCOBBIX M OAHKOBCKHUX JOKYMEHTAaX, MOMHCAHHBIX TOJDKHOCTHBIMH
JUAaMU AJIMUHHACTpaUu AKCalCKOro ropoJCKOro MOCeIeHUs, UMEIOIMMH IPABO
MOJIMUCH Ha (PUHAHCOBBIX M OAHKOBCKHX JOKYMEHTAX;

Ha YJOCTOBEPEHHUSX K Harpajgam AKCaiCKOro rOpoACKOro IMOCEJIEHUs, Ha
HarpaJHbIX JINCTaX K TOCYAapCTBEHHbIM Harpanam Poccuiickoii Depepanuu u
Harpaaam PocToBckoit o0macTu;

Ha CIIPAaBKax U B TPYIOBBIX KHUKKAX;

Ha Onankax [louetHoit rpamothl, brarogapHocty, brarogapcTBeHHOTO
nuceMa W lIpuBercTBeHHOTrO agpeca I[maBel AamMuHHCTpannu — AKCalCKOTO
TOPOACKOIO MOCEJICHHUS.

Ileyarp Takke CTAaBUTCA Ha KONMIX  JOTOBOPOB,  COIVIAILICHMM,
JOBEPEHHOCTEW M HWHBIX aKTOB AJMHHUCTpaUd AKCANUCKOTO TOpPOICKOIO
IIOCEJIEHUs, COJEPKAIIUX OPUTHMHAIBHYIO I€4aTh, B LEJSIX CBUIACTEIbCTBOBAHUS
BEPHOCTH KOMHI TOKYMEHTOB ISl IPEJCTABICHUS B Cy1I€OHBIE U HHBIE OPTaHbI.

['epboBasi meuyaTb MNPUMEHSAETCS TAKXKE B CIydasX, HIPeIyCMOTPEHHBIX
MTPABOBBIMU aKTaMH AJIMUHUCTPALIMU AKCalCKOTO TOPOJACKOTO TOCETICHHUS.

10.1.3. [IpumeHeHue HerepOOBBIX MeyaTel.

B AnMuHHcTpanum AKCaiiCKOTO TOPOJCKOrO ITOCENEHUS HPHUMEHSIOTCS
cienymomas HerepboBas nedarb: «OOmuil otnen» AIMHUHUCTpaLUU AKCalCKOro
TOPOZCKOI0 IOCEJICHHUS.

Herep6oBas neuats B AAMUHHUCTpALMK AKCAaHCKOTO TOPOJCKOTO MOCEIEHHUS
CTaBUTCSI Ha CIY>KEOHBIX yJIOCTOBEPEHUSX, NOCTOSTHHBIX, BPEMEHHBIX U Pa30BbIX
IIPOITYCKax;

Ha KOIHWSX IMOCTAHOBIICHUM M PACIOPSKEHNA AJIMUHUCTpAUUMA AKCalCKOTO
TOPOACKOIO MOCEJICHMUS,;

Ha KOMMAX NPOTOKOJIOB 3aCEAAHNN KOJJIETHAIBHBIX U IPYTUX OPTaHOB;

Ha CHpaBKax, NOATBEPXKAAOMMX (AKT HarpakJIeHUs HarpajaMu U
noompeHusaMu ['maBel AqMUHHACTpay AKCaiCKOro TOPOACKOIO IMOCEJICHHUS;

Ha TeEJerpamMMax, OINMUCAX OTHPABISIEMBIX TEJIETPAMM, OIACIX IHCEM,
OTIIPABIISIEMBIX 32 PYOEIK;

Ha IIaKeTax, peecTpax, OMMUCAX, PA3HOCHBIX KHHUIAX, AKTAaX BBIIIOJIHEHHBIX
paboT U yCIyT.

Ha OyMa)XHOW HakJeike, KOTOopas HaKJIEMBAEeTCsl B MECTaX MPOIIMBKU BCEX
KJIAIIAHOB IT1aKeTA.

10.1.4. llltamnel ¢ ¢dakKCUMHUIBHBIM BOCHPOM3BEICHHEM ToAnucy [ maBbl
AnMuHHCTpanuu AKCalCKOro rOpOJCKOIO MOCEJIEHUs pa3pelaeTcsl HCI0Ib30BaTh
Ha MMOANMCAHHBIX B YCTAHOBJIICHHOM  TMOPSAJKE  KOMUAX  JOKYMEHTOB,
MO3/IPABUTENBHBIX aJIPECax, OTKPBITKAX U TEJIETpaMmMax.

Hcnonb3oBanre mtamMnoB ¢ (aKCUMWIbHBIM BOCIPOU3BEICHUEM TMOITUCEN
npy 0(pOpMIIEHUH MOJIMHHUKOB BCEX JOKYMEHTOB 3alpeliaeTcs.



10.1.5. lns  mpocTaBieHUss OTMETOK O TMOJYy4YeHUH, PErUCTpaIlu,
MPOXOXKJICHUHU W UCMOJIHCHUH JIOKYMEHTOB, JIPYTUX OTMETOK CIIPaBOYHOTO
XapaKTepa MPUMEHSFOTCSI COOTBETCTBYIOIIHE IIITAMITHI.

10.2. M3roToByicHHE TTeUaTel U IITAMIIOB.

10.2.1. U3roTtoBiaeHre Ie4yaTe W  IITAMIOB, HEOOXOJUMBIX  JIJIS
oOecrieueHusT  NEATETLHOCTH  AJMUHUCTpAM  AKCACKOTO  TOPOACKOTO
MOCEJICHHUS], IPOU3BOJUTCS MO pa3pelieHuto [ naBpl AIMUHUCTpaIud AKCaHCKOIro
TOPOJICKOTO TOCENIECHUS.

10.2.2. OGpa3iipl 1eyaTei v MTaMIIoB COTIIACOBBIBAIOTCS C OOITUM OTIACIOM.

10.2.3. [lucpbma-3asiBKu 00 M3TOTOBJCHWU TI€UaTe WM INTaMIIOB C
pe3osionrel HauvajJbHUKA OOIIEro OTHAeNia HamnpaBisIOTCd B IMOApa3fesicHUe
JICJIONIPOU3BOJICTBA M KOHTPOJII ~ MCIIOJNHEHHWsS] JOKYMEHTOB OOILEro oTena
AnMuHHCTpaUK AKCaiiCKOro TOpoJICKOTO MOCEJICHUs sl ICTIOTHEHUS 3aKas3a.

10.2.4. I3roToBNEHHBIE TI€YaTH W INTaMIbl, B TOM 4HCIE (pakcummue,
YYUTHIBAIOTCSA B OOIEM OTJIeNie B CIICIUAIBHOM JXKypHaie (mpuioxenue Ne 9) u
BBIJAIOTCS ~ TOJ  POCIUCH  pPabOTHUKAM  CTPYKTYPHBIX  IOApa3AesICHUN
AnmuHHCTpauuu AKCAUCKOTO TOPOJICKOTO TIOCEJIEHUS, OTBEYAIOIIUM 32 UX
WCITOJIb30BAHUE M COXPAHHOCTb.

10.2.5. llIrammet C (hakCUMUIIbHBIM BOCITPOU3BE/ICHUEM MOIINCH
V3rOTaBIMBAIOTCS JUIsl [ 7maBpl AAMUHMCTpauuu ~ AKCaWCKOTO  TOPOJICKOTO
MOCEJICHHUS.

10.2.6. B cTpyKTypHBIX MOApA3AEICHUAX TEYaTH M IITAMIIbl XPAHSITCS B
HecropaeMsbIx mkadax uinu ceidax.

OTBETCTBEHHOCTh M KOHTPOJIb 32 COOJIIOJICHUEM TMOPSIIKA UCIOIb30BAHUS
U XpaHEHUd TeyaTe W  IITaMIioB B CTPYKTYPHBIX  MOAPAa3/eNICHUIX
AJIMUHHCTpAIUU  AKCaCKOTO TOPOJICKOTO TIOCEJICHHUsSI BO3JIaraloTcsi Ha UX
PYKOBOIUTEIIEH.

PykoBogutens, KOTOpoMy OBUTM BBIAAHBI Te€4YaTh WM INTaMI, TPH
OCBOOOKIEHNH OT JOJHDKHOCTH 00s3aH cAaTh UX B OOIIHI OTOEI.

10.2.7. Tlpumenmme B HETOTHOCTh W aHHYJWPOBAHHBIC MEYATH W IITAMIIBI
BO3BpAIIAIOTCS B OOIMMIA OTACT W YHHUYTOXKAIOTCS IO aKTy. B JKypHame ydera
MIPOCTABJISTFOTCSI COOTBETCTBYIOIINE OTMETKH.

JIJIsl yHUYTOXKEHUS TIPUIIEAINX B HETOAHOCTh M aHHYJIMPOBAHHBIX TTeYaTei
U IITAaMIOB B AJIMUHHUCTpAIUU AKCaWCKOTO TOPOJCKOTO IOCEJICHUS CO3/aeTCs
KOMUCCHSI.

10.2.8. O6 ytepe meuaTH, mramia, (akCUMUIEC HE3aMEUIUTEILHO CTaBUTCS
B M3BECTHOCTh HAYaJILHUK OOIIETo OT/ea.

10.3. Ilpu mepenade >IEKTPOHHBIX JTOKYMEHTOB Ha D3JIEKTPOHHBIM aapec
JPYrol OpraHu3allud, a TakXke I OOMEHa SJEKTPOHHBIMU JIOKYMEHTAMH TIO
cucteme «Jlemo» B AnMuUHHCTpanud AKCACKOTO TOPOJCKOTO TIOCENEHUs |
CTPYKTYPHBIX TIOJIpa3JeICHUSIX MOTYT HCIOJIb30BaThCs pa3nuuHoro Buma DIl Ha
ocHoBannn PenepanbHoro 3akoHa oT 06.04.2011 No 63-®3 «O6 »aeKTpOHHOU
TIO/IITHCH.

10.3.1. DnexTpoHHBIA  JOKyMeHT, mnonanucanubii  Oll, npusHaercs
paBHO3HAYHBIM  JIOKyMEHTY Ha  OyMaXHOM  HOCHTENE,  IOANMUCAHHOMY
COOCTBEHHOPYYHOU TMOMNKCHI0, ¥ UMEET OJUHAKOBYIO C HUM FOPHUIUYCCKYIO CHITY



py  COOJIIOICHUU YCJIOBUM, OIPEACICHHBIX IPABOBBIMU akTaMu Poccuiickoii
®denepanuu u PocToBckoit obmacTu.

10.3.2. Kmrou DIl sBasercs KoHOUACHIMATLHOW HHPOpMAIEH U
3AIIMILAETCS B COOTBETCTBUU C 3aKOHOAATENBLCTBOM Poccuiickon denepannn.

11. Opranuzauus
JOKYMEHTOO0OpOTa M UCTIOJTHEHUS JJOKYMEHTOB

11.1. O6mume npaBuia OpraHU3alMK TOKYMEHTOO00pOTA.

11.1.1. J/IpwxeHre JOKYMEHTOB B AJIMHUHHUCTpalid AKCACKOrO0 TOPOJICKOTO
MOCEJICHUSI C MOMEHTA WX CO3/IaHUSl WJIU TOJIYYEHUS JI0 3aBEPIICHUSI HCIIOJHEHUS,
OTIIPABKM WM CIAa4d B apXWB 00pa3yeT OKYMEHTOOOOPOT, KOTOPBIA COCTOUT U3
TPEX OCHOBHBIX JIOKYMCHTOIIOTOKOB: BXOJAINUE (MOCTYIAIOIINE) JTOKYMEHTBI,
UCXOJSIIINE (oTnpasisieMbIe) JIOKYMEHTBI; BHYTPEHHHE JTOKYMEHTBI
(pa3pabaTeiBaeMble B CTPYKTYPHBIX MOPA3ICICHUSIX ATMUHUCTpAMA AKCAHCKOTO
TOPOJICKOTO TIOCEJICHUS U HE HAIPaBJISIEMBbIE 32 €r0 MPUJEIbI).

11.1.2. Tlopsnok TPOXOXKACHHUS JOKYMEHTOB Ha OYMa)XHBIX HOCHTEISIX
U DJICKTPOHHBIX  JIOKYMEHTOB M OIEpalud,  MPOU3BOJUMBIE C  HUMHU
B AIIMUHUCTpAaMM  AKCAalICKOTO TOPOJCKOTO MOCEJIEHUS, PETIAMEHTUPYIOTCA
Hacrosmen MHerpykumern w PermmameHTOM AQMUHUCTpanuy — AKCAalCKOTro
TOpPOJICKOTO MOCEIIECHUS.

11.1.3. B AnmunucTparmu AKcaiicKoro TOPOJCKOTO
MOCEJIEHUS UCTIOJIb3YOTCA AIEKTPOHHBIE JOKYMEHTHI, CO3JIaHHbIE 0e3
MIPEIBAPUTEIIEHOTO JTOKYMEHTHPOBaHUS HAa OyMa)KHOM HOCHTENE, M DJIEKTPOHHBIC
KOIIMU JIOKYMEHTOB, IOJIYYEHHBIE B PE3YJIbTaTE CKAaHUPOBAHUS JOKYMEHTOB Ha
OyMa)KHOM HOCHTETIE.

JIOKyMEHTOOOOPOT OCYIIECTBISETCS C HCIOJIb30BAHUEM CHUCTEMBI «Jlemnoy.
Bce neiicTtBusi, mNpou3BOAMMBIE C  JIOKYMEHTOM (perucTpainusi, BHECEHHUE
pe30I0LUi, BU3UPOBAHUE, MOJNUCH, IOCTAHOBKA U CHATHE C KOHTPOJIS, Iepeiaya,
O3HAaKOMJIEHUE, CIIUCAHUE IOKYMEHTA B JIEJN0, TIEpe/iaya B apXuB), B 0053aTEIbHOM
nopsigke GUKCUPYIOTCSI B peTUCTPAllMOHHON KapTe cuctembl «Jlenoy». Ilpu atom k
PK B 00si3aTeibHOM MOPSJAKE JOKEH OBbITh MPUKPEIUIeH (aill 3JIeKTPOHHOTO
JOKyMEHTa:

JUTS DIIEKTPOHHBIX  HokymeHToB: Portable Document Format (PDF; PDF/A-
1);

TSt AIEKTPOHHBIX KOIHI JTOKyMEHTa Ha OyMaxHOM
Hocutene: Portable Document Format (PDF; PDF/A-1);

JIOKyMEeHTBI, HMEIOIIMEe BpeMeHHble cpoku  xpaHeHus (mo 10 met
BKJIFOUMTENIBHO),  MOTYT  CO3/JaBaThCs, XPAHUThCS W HUCIIOJIB30BATHCSA
UCKIIIOUUTETHLHO B ()OpME DIIEKTPOHHBIX JTJOKYMEHTOB.

Opranuzanusi TOKyMEHTOO0OpOTa OCYHIECTBISIETCA C YYETOM CIIEIYIOUIUX
MPUHIIUAIIOB: IEHTpaIu3alsl Ornepalnuii Mo MNpueMy M OTIPABKE JOKYMEHTOB;
pacnpeneneHus JIOKyMEHTOB Ha JIOKYMEHTOIIOTOKY; OopraHu3aIus
MPEABAPUTEILHOTO PACCMOTPEHUS BXOASIIUX JTOKYMEHTOB; OJHOKPATHOCTH
perucTpauuu  JOKYMEHTOB;,  perjaMeHTauus onepaudid 1o  o0paboTke,
PACCMOTPEHHIO U COTJIACOBAHUIO JJOKYMEHTOB.



11.2. Tlpuem, peructpaiusi, OTIIPaBKa TOKYMEHTOB.

11.2.1. JIoctaBka JOKYMEHTOB B AIMHUHHCTpAIUd AKCAWCKOTO TOPOACKOTO
MIOCETICHUS OCYIIECTBIISIETCSl  CPEeICTBAMU  MOYTOBOHM,  (enbaberepckol u
CIECIUAIBHOW  CBSI3M, MOCPEICTBOM  PA3JIMYHBIX BHUJIOB DJIEKTPOHHOM  CBSI3U
(paxkcummnpHas, TenerpadHas, MEKTPOHHASA MOYTA, CHCTEMAa MEKBEIOMCTBEHHOTO
AIIEKTPOHHOr0 JOKyMeHTooOopoTa (MD/10), a Takke HapOYHBIMH, KypbEepaMH,
rpaxkJaHaMHu.

ITo cpencrBam moUYTOBOM, (EIBIBETEPCKON M CIICHHAIBHOM  CBS3H
JIOCTABJISIETCS CITy>KeOHAasi KOPPECTIOHICHIIUS B BUJI€ MTPOCTHIX U 3aKA3HBIX IMHCEM,
MOYTOBBIX KapToyek, OaHAeposel M MakeToB, NMeYaTHBIX u3JaHui. B mpuemnoin
['maBpl  AIMHHUCTpanuu AKCAHCKOTO TOPOJCKOrO TIOCENEHHS JTIOKYMEHTBI
MPUHUMAIOTCA MOJT TOAIUCH.

[Ipy mpueme KOPpPECHOHICHIIMM OT HApPOYHBIX M KYpPHEPOB B Pa3HOCHOU
KHHUTe (pEecTpe) OTIpaBUTENS WM HAa BTOPOM HK3EMIUISIpE (KOMHH) JOKYMEHTa
CTaBUTCA  IITaMI AJMHHUCTpAaUMM  AKCAaliCKOrO  TOPOJICKOTO  MOCEJIEHUs C
yKa3aHHUEM JIaThl IpUeMa JOKYMEHTa, MPpU HEOOXOIUMOCTU — MOANUCH pabOTHUKA,
MPUHSBIIETO JJOKYMEHT.

[Ipuem, nepBuyHas 00pabOTKa, pacHpeesaeHue JOKYMEHTOB Ha OyMaXXHOM
HOcUTENle WM B (GOpMe DBIEKTPOHHOrO JIOKyMeHTa B aapec [maBbl
AnmuHHCTpauun AKCANCKOTO TOPOACKOTO TOCENEHHUs, 3amecTuTeneil [ JaBbl
AJIMUHHUCTPALIMN OCYIIECTBIISIETCS MOIpa3/ieJIeHueM JOKYMEHTO000pOTa U KOHTPOJIS
UCTIOJIHEHUS JIOKYMEHTOB O0IIEro oT/eIa A IMUHUCTPALIUH.

Perucrpanyss mocTynuBIIMX JOKYMEHTOB Ha OyMaXKHOM HOCHUTENEC WU B
dbopMe SIIEKTPOHHOTO JOKYMEHTa B ajpec [7aBbl AnMuHUCTpanuu AKCaicKoro
TOPOJICKOTO MOCEIEHUS PETUCTPUPYETCS OOILIUM OT/IEIIOM.

11.2.2. KoppecionaeHiuss Ha OymMaxkHOM HocuTene wid B (opme
AIIEKTPOHHOIO JIOKYMEHTA, aJpECOBaHHAsl HEMOCPEICTBEHHO 3aMECTUTEISIM | aBbl
AIMHUHUCTpAalMM ~ AKCalCKOrO  TOPOACKOTO  TOCENICHUS,  PETUCTPUPYETCS
COOTBETCTBYIOIICH NPUEMHON 3amectutrenss [JaBpl AJMHUHUCTpAMM WIA B
MOTYMHEHHOM CTPYKTYPHOM MOAPA3AEIEHUN CAMOCTOSITEIBHO.

11.2.3. Bce noctynuBimune Ha OyMa)KHOM HOCHUTENE JOKYMEHTHI MOAJIEKAT
NepBUYHOM 00pabOTKe, BKIIIOYAIOIICH: MPOBEPKY MPABMWIBHOCTU aJpECOBaHUS
U JJOCTaBKU JIOKYMEHTOB; TMPOBEPKY IETOCTHOCTH YMAKOBKH (KOHBEPTOB,
MAKETOB); BCKPBHITUE YIAKOBKH (32 UCKIIOYEHHUEM KOHBEPTOB, TAKETOB C MOMETKOM
«JIngHOY»);  TPOBEPKY  IEJIOCTHOCTH  BXOIAIIUX JOKYMEHTOB,  BKJIOYas
MPWIOKEHUS, a TaKKE MPABWIBHOCTh OGOpMIICHUS (HAJIMYUE PETHCTPAMOHHBIX
HOMEPOB, MOJAMKCH, II€YaTH); TPOCTABIEHNE OTMETKU O MOCTYIUICHUH IOKYMEHTA.

HemnpaBunsHo odopMiieHHbIE JOKYMEHTBHI BO3BPAIAlOTCS HCIOTHUTEINIO.
Ommb0OYHO JOCTaBIIEHHAs KOPPECTIOHICHIUS TEPechUIaeTCsl MO0 Ha3HAYCHHIO
WM BO3BpamaeTcs otnpasutento. [Ipy 3ToM Ha KOHBEpTE MPOCTABISIETCSA
OykBeHHBIN HHIEKC «O3» — «OMOOYHO 3acIaHHas.

[TouToBbIE OTHpaBiCHUS, HUMEIOLIME CTPAHHBIA 3amax WM  IBET,
MPEANOJIOKUTEIILHO HMMEIOIINE BJIOXKEHUS, HE XapakTepHbIE ISl TMOYTOBBIX
OTNpAaBJICHUH, HE BCKpPbIBAIOTCA. O MOIYYEHUH TMOJO3PUTEIHHOIO MOYTOBOTO
OTHpaBJICHUS JIOKJ1a/IbIBAETCS HENOCPECTBEHHOMY PYKOBOJHUTEIIO
MOAPA3AEIEHUS.



[Ipu mocTymjaeHur BXOASIIETO JOKYMEHTa B MOBPEXKICHHOW YIAKOBKE,
MOBPEXKJICHUN JTOKyMEHTa WJIA €ro MPUIOKEHUW, TMPU OTCYTCTBUU B KOHBEPTE
(makeTe) MOKyMEHTa, €ro YacTH WU NMPUIOKEHUH K HEMY, a TaK)Ke IPH OTCYTCTBUU
NOJMKUCH Ha BXOJAIIEM JIOKYMEHTE COCTaBJSIETCS aKT B TPEeX SK3eMIUIIpax Ha
OyMaXHOM HOCHTEJIE, MOANUCHIBAEMBIN TpeMsi paOOTHUKaMH OOIIIETO OT/Iea

OnuH HSK3eMIUISIp aKTa BBICBUIAETCS OTIPABUTEIIO, BTOPOM BMeECTE C
BXOJSIIAM JOKYMEHTOM TI€pEJacTCs Ha PErUCTpanuio (€Cld perucTparus
BO3MOYKHA), & TPETUH OCTAaETCs B OOIIEM OT/ENeE.

[Ipu nonydyenun mnoBpexaeHHoro nokymMeHta B PK gokymeHnta B cucteme
«deno» B mone «lIpumeuanue» nemaercs oTrMmeTrka «JlOKyMEHT mody4YeH
B MTOBPEXKICHHOM BHJIE».

11.2.4. KonBepThl (MakeThl, yIMaKoOBKa) SIBJIAIOTCA HEOTHEMJIEMON YacThbiO
BXOJISIIIUX JTOKYMEHTOB.

[Tocne 3aBepiieHus: paboOThl ¢ JOKYMEHTOM KOHBEPT BMECTE C JOKYMEHTOM
MOCTyNaeT Ha XpaHeHHEe B JEJI0 M YHUYTOXKAETCS TIOCJIEe HCTEYCHUS CpPOKa
XpaHCHUS JTOKYMCHTA.

KonBeptel  (makeTsl), wumeromme OTMETKY  «JIuuno»  («Privatey),
HE BCKPBIBAIOTCS, Ha KOHBEPTE (ITAKETE) MPOCTABIIACTCS MTaMIT « A TMUHHUCTPAITUS
AKCalCKOTO  TOpPOJCKOTO  IIOCEJICHUS», Ha KOTOPOM  yKa3bIBaeTcs  JaTa
MOCTYIIJICHUS, ¥ OH TEePEIaeTCsl HETOCPEACTBEHHO afpecaTy. Eciu mpu BCKpBITHN
KOHBEpTa OOHApY)KMBAeTCs OTMETKAa «JIMyHO» Ha caMOM JOKyMEHTE, TaKou
JIOKYMEHT PETUCTPUPYETCS B paboyeM MOpsiIKe.

11.2.5. DnexTpoHHbIE JTOKYMEHTBI, MOCTYIUBILINE oT IpPYTUX
rOCyJapCTBEHHBIX OpPraHOB WJIM OpraHU3alMil MO AJIEKTPOHHOU MouTe U (WIJIM)
nocpeactsoM MOJ10, npuHUMAaOTCS OOIKUM OTACIOM U BKIIIOUAIOTCS B paldOTy
KaK BXOJIAIIUE JOKYMEHTHI.

11.2.6. IlepBuunas  00pabOTKa  TOCTYMUBIIUX B  AJMUHUCTPALUIO
JIOKYMEHTOB 3aBEPIIAECTCS 170:¢ pacrpeneneHueM (COpTUPOBKOIA)
Ha PETUCTPUPYEMBIE, HE MOICKAIINE PETUCTPAIUH, a TAKKE YIUTHIBAEMBIC.

[IpuMmepHBIli  MEepedeHb HEPETUCTPUPYEMBIX  JTOKYMEHTOB  TPHUBEIACH
B pazjeiie / Hacrosimeid MHCTpyKIuu.

Y4YuThIBatoTCSA 0€3 pETUCTPAIUU:

KOHBEPTHI C OTMETKOM «JIMUHOY;

NpUTJalieHus] Ha Ppa3IinyHble MEpONpHUSATHS  (CHEKTaKlb, KOHIEPT,
CIIOPTUBHBIE MAaTYH ¥ TOMY MOJI00HOE);

NEPBUYHBIC JIOKYMEHTHI OyXTajTepckoro ydera (cyera, KBHUTAHIIUH,
HaKJIaHbIC, CMETBI U JIPYTOe).

11.2.7. Peructpanusi BXOASIIUMX JOKYMEHTOB, HE3aBHUCHMO OT CIocoba
UX JIOCTaBKH,  OCYIIECTBISICTCS  OAWH  pa3 B TpeleliaX  BBIACICHHBIX
JTIOKYMEHTOTIOTOKOB.

Perucrpamuss MOCTYNMHUBIIMX JOKYMEHTOB TIPOM3BOAMTCS IIyTEM BBOJA
uHopMaIuu 0 HUX B cucTeMy «Jlemo». PerucrpaimoHHBIE HOMEP OYEepEITHOMY
JIOKYMEHTY TIPHUCBAaWBaeTCs CUCTEMON «J/[erno» aBTOMaTH4eCKH B COOTBETCTBHUH
C BEIOpAaHHOW HOMEHKJIATYPOil.

Ha Bcex 3aperucTpupoBaHHBIX JTOKYMEHTaX, 32 HCKIIFOYCHUEM JTIOKYMEHTOB,
MOCTYIMUBIIUX B (OpME DIEKTPOHHBIX JTOKYMEHTOB (M DJIEKTPOHHBIX KOIHN



JIOKYMEHTOB), B TMPaBOM HIDKHEM YTy JIUMIEBOM CTOPOHBI MEPBOTO JIMCTA
JIOKyMEHTa TMPOCTABJISETCS OTMETKA (PETUCTPAIMOHHBIN IITaMIl) C YyKa3aHHEM
JAThl, BXOJNSAIIETO PETHCTPAIMOHHOTO HOMEpa, WHJEKCa TMPUEMHOH, Kyna
HarpasiseTcss JokyMmeHT. llltamm He JOMKEeH HAHOCUTHCA Ha TEKCTOBYIO 4YacCTh
JIOKyMEHTA.

Perucrparmus BXoagmux TOKYMEHTOB OCYIIIECTBISIETCS B TCUCHUU TPEX JHEH
C MOMEHTa IIOCTYIUICHMSI B AJIMHHUCTpalMil0 AKCaUCKOTO TOPOJICKOro
nocenienus. JlokyMeHThl ¢ nmoMmetkamu «CpouHo», «BecbMa cpouHo», «Bpyuuthb
HEMEJJICHHO» U TeJerpaMMbl 00pabaThIBAIOTCA U MEpPealoTcs Ha PErucTpaIuio
HE3aMeJIUTEIbHO.

11.2.8. Tlpu peructpanuu BXOAsIIero JokymeHnta B cucreme «Jlemo» B PK
JIOKyMEHTa BHOCSITCS CJIEIYIOLIUE CBEICHUS:

PETHCTPALIMOHHBIM  HOMEp (BXOMSIIMIA) TMOCTYIUIEHUS (MPOCTaBISETCS
aBTOMATHUYECKH);

JaTa TOCTYIUICHHS TOKYMEHTa (TTPOCTaBIIICTCS aBTOMATHYECKH );

KOPPECHOHJEHT (OpraHu3anus — aBTop JOKyMEHTA);

PETHCTPAMOHHBIA HOMEP TOCTYITUBIIIETO TOKYMEHTA,;

JaTa TOCTYIUBIIETO JOKYMEHTA,;

(haMuITUs ¥ MHUITHATIBI JIUIIA, TIOITHUCABIIETO JOKYMEHT;

cocTaB (KOJMYECTBO JIUCTOB OCHOBHOTO JIOKYMEHTa W KOJHWYECTBO
MPUIOKEHUH, 00I1Iee KOJIMYECTBO JIMCTOB MPUIOKEHUN );

daiin nokyMeHTa (JIEKTPpOHHAsE KOIMHSI JIOKYMEHTA);

BU/ IOCTABKHU;

ajzpecar;

coJiepKaHue (3aroJIOBOK K TEKCTY).

Ecnu Bxomsummii JAOKYMEHT MOCTynws B OymaxkHoil Qopme, TO s
MOJIyYeHHUS] ~ DJICKTPOHHOM  KONMUM  JIOKYMEHTa  OH  JOJDKEH  OBITh
OTCKaHUpPOBaH. JlOKyMeHT CKaHHPYETCS nociie TIPUCBOCHUS eMy
pPETHCTPAllMOHHOTO HOMepa, 3areM K PK mpukpernisercss aJIeKTpOHHAs KOIHS
JIOKYMEHTA C MPUIOKEHUIMU (TIPU UX HATUYUHN).

He ckanupyroTrcss W HE TPHUKPEIULIIOTCS K PETUCTPAIMOHHBIM KapTam
CJIEIYIONTHE JOKYMEHTHI:

comepxamme WH(POpPMAIMI0O OTPAHWYCHHOTO JIOCTYMa: C  OTMETKOM
«/ns cmyxxebHoro  monb3oBaHus», «Kondunennmaneao», «KomMmepueckas
TalHay;

coliepKalne TepCcoHAJIbHBIE JaHHBIE O PaOOTHHUKAX OPraHOB MECTHOTO
CaMOYITIpaBJICHUSI U JIPYTUX Tpa)xJaaHaX, B TOM YHUCJIE KaJpPOBBIC TOKYMEHTHI U
HarpajHble MaTepUalbl;

NPWIOKEHUS K COMPOBOJIUTEIBHBIM IMHChMaM, COJIEp)KAIUE CBEICHHUS
0 0X0JaX, pacxonax, 00 HUMyIIECTBE H 00s3aTeIbCTBAX HMYIIIECTBEHHOTO
XapakTepa MYHUIUNAIBHBIX CIY)KAIUX, JUI, 3aMENalonuX MYyHHUIUIATbHBIC
JOJDKHOCTH, U UHBIX JIUIT;

npujiaraeMble K IMMHCbMaM HOTApUalbHO 3aBEPCHHBIC, a TaKKE CIIUTHIC
JOKYMEHTBI, 3aBEPEHHBIC IOAMHUCHIO JOHKHOCTHOTO JIMIIA U I€YaThIO
OpraHW3allid, B TOM 4YHCJIEe CyacOHble pemieHus (B TOCICAHEM Cliydae
CKaHHUPYETCS TOJILKO TIepBasi CTPaHUIIA JIOKYMEHTA);



JOKYMEHTBI, UMEIOIIME B CBOEM COCTAaBE OOBEMHbBIC CIIMTHIC MPUIOKEHUS
(OporIropbl, KHUTH, Ta3€Thl, )KYpHAJIBI U TaK Janee) 00beMoM cBbile S0 JIMCTOB;

JTOKYMEHTBI, 0(pOpMIICHHBIE Ha TUCTaX popMara, mpeBbImaromero A4;

HECHTUTHIC (HECOPOITIOPOBAHHBIC) MTOKYMEHTHI WIIM TIPUIOKEHUS K HUM
O4YEeHb OOJIBIIIOr0 00OBEMA;

JTOKyMEHTBI, O(OpMIICHHBIE Ha Oymare HECTaHAAPTHOW  TOJIIUHBI
(menee 30 r/m? unm Gonee 200 1/m?).

[Ipu perucrpanuu JOKYMEHTA, SBISIONIETOCS OTBETOM Ha HCXOASIIHMA
JIOKYMEHT WJIA MPUCIIAHHOTO B JOTIOJHEHUE K paHee HANpaBICHHOMY JIOKYMEHTY,
B PK nokymMmeHTa nenaeTcsi COOTBETCTBYIOIIAS CChUIKA (CBS3KA).

[Ipu mony4yeHUU MOBTOPHBIX JOKYMEHTOB MO OAHOMY M TOMY K€ BOIPOCY
3anoaHstoTcs HoBble PK mokyMeHTa co CChUIKOM (CBSI3KOM) HAa BXOISAIIUN HOMED
U JaTy IPeabIAyIIEero JOKyMeHTa.

11.2.9. Bxogsuuii TOKYMEHT, HE3aBHCHMO OT TOTO, B Kakoi ¢opme
OH MoCTynmwJ1 (OyMa)KHOW WJTM DJICKTPOHHON), TMOJJICKUT PETHCTPAIMA TOJIHKO B
TOM CiIy4ae, €CIId ero KadyeCTBO II03BOJIICT OJHO3HAYHO U O€30IHO0YHO
MIPOYUTATh TEKCT JOKYMEHTA M TIOHATH €T0 COJICPIKAHHME.

Ha kxadecTBO JOKyMEHTa BIHSIOT CIEAyIOMUe (DaKTOPHI:

KOHTPACTHOCTh (COOTHOIIEHUE IPKOCTH TEKCTa/(hOHA JOKYMEHTA);

YETKOCTh TEKCTA;

nedeKTsl N300pakeHus («HAMOI3aHUEe)» CTPOK; TEMHbBIC WM CBETJIbIE MSATHA
1 TOMY T10JI00HO€);

«o0pe3aHue» TEeKCTa M0 OJHOMY MJIM HECKOJIBKUM KpasiM.

Eciu wa perucrtpanuio MOCTYNHJI JIOKYMEHT HEYJOBJIETBOPUTEIHLHOTO
KauecTBa, TO paOOTHHUK, PETrHCTPUPYIONINI JOKYMEHTHI (Jajiee — perucTparop),
MMeEeT MPaBO OTKA3aTh B PETHCTPAIlMU IAHHOTO IOKYMEHTA C YKa3aHUEM MPUYUHBI
OTKa3a.

Ecmm  nmokymeHT comepxxutr momMeTkn «BecemMa cpounHo», «CpodHOY,
«BpyuuTh HEMEIICHHO» WM W3 TEKCTa JOKYMEHTa CIIEIyeT, YTO OH COACPKUT
CpPOYHOE TIOpYYCHHE WM COOOIICHHE, TpeOyromee HEMEICHHOW Tepenadu, TO
perucTpaTop JOKEH  3aperHCTPUPOBATh  JOKYMEHT, HEB3Wpas Ha  €ro
HEYIOBJIETBOPUTEIBHOE KaueCTBO, M ClIeJIaTh COOTBETCTBYIOIIEE HAIIPaBJICHUE.

[Ipu ckanupoBaHuMM OyMaXHOTO JOKYMEHTa  YIOBJIETBOPUTEIHLHOTO
KauecTBa PETUCTPATOp JODKEH JOOUTHCS MOJYYSHHUS DJIEKTPOHHOM KOIMUU ITOTO
JIOKyMEHTA TaKXe yIOBICTBOPUTEIHLHOTO KauecTBa.

ITpu CKaHUPOBAHUU OyMa>KHOTO JTOKyMEHTa HEO0OXO0MMO
PYKOBOJICTBOBATHCS CIICTYIOIIUMU TIPABUIAMMU:

CKaHMPOBATh CTPAHUIIBI JOKYMEHTA B IPABMIIHLHOMN MOCJIEI0BATEILHOCTH;

HE CKaHUPOBAThH MOBTOPSIONINECS CTPAHULIBI;

HE CKaHUPOBATh MMYCThIE (YUCTHIE) CTPAHUIIBI,

HE CKaHHUPOBaTh OOOPOTHYIO CTOPOHY IIOCIICTHErO JIMCTa JOKyMEHTA, B
HIKHEN yacTu Kotopoi ykazansl @.N.O. u TeneoH UCTIONHUTENS JOKYMEHTA;

pU HEOOXOJUMOCTH U3MEHUTh OPUEHTAIMIO (MIOBEPHYTh) CTPAHUIIBI CKaH-
KOITUY JOKYMEHTA JIJIsl yI00CTBA UTCHHUSI.

JIOKyMEHTBI, HampaBjeHHbIE 1O cucreMe «Jlemo» ¢ HapylieHHEM
YCTAaHOBJICHHOTO TIOPSJKA 3allOJTHCHUS PEKBH3UTOB PETHCTPAIIMOHHON KapThI



JIOKyMEHTa, B TOM 4YHUCJE He HuMerone ¢aiiga 53JIeKTPOHHOrO JIOKyMEHTa
(3NEKTPOHHOM  KONHWHM JOKYMEHTA), HE pacCMAaTPUBAIOTCA /O YCTpPaHEHUs
HapyILICHUH.

11.2.10. ITocne perucTpanuu AOKYMEHTOB, MOCTYMHBIIUX Ha OyMaKHOM
HOCHUTEJIC, OHU HANpPABILIIOTCA IO CUCTEME «/Jlem0» B 3IEKTPOHHBIE KAOMHETHI
['maBel ApgmMuHMCTpanuu AKCANCKOTO TOPOACKOrO TOCEJNEHUS], 3aMECTUTENIECHN
['maBel AgmuHUCTpamu AKCalCKOro TOpPOACKOrO MOCENICHHs, PYKOBOJIUTEISAM
CTPYKTYPHBIX MOAPA3AECICHUMN, HEMTOCPEACTBEHHO MO CTPYKTYpPE MOIYMHSIOIIUXCS
['maBe AqMUHHCTpaMu AKCaliCKOT0O TOPOACKOTO MOCEJICHHUS.

Pacchuika TOKyMEHTOB € pE30JIIOIHUEN 00ecrieunBaeTcsl ¢ UCHOIb30BaHUEM
cucteMsbl «Jleno» paboTHUKaMU OOIIETO OT/eNa, MPUEMHBIMU (I COTPYIHUKOM
MOAYMHEHHOTO CTPYKTYPHOTO TMOJpa3JENICHHsl, OTBETCTBEHHBIM 3a BEJICHHE
JIEJIONPOU3BOACTBO)  3aMmecTtutenied [7maBel  AQMUHHCTpanuu  AKCalCKOro
TOPOACKOT0 MOCEJIEHHS], BHECIIUX 3Ty PE3O0JIIOLHUIO.

11.2.11. 3aperucTpupOoBaHHbIE TOKYMEHTHI, KOPPECIIOHACHIIUS C OTMETKOM
«JIn4HO», a TakkKe HEPETUCTPUPYEMBIE TOKYMEHTHI MEPENAIOTCS 110 HA3HAYECHUIO
B ICHb  PETHUCTPALIMM, CPOYHAsl KOPPECHOHACHIMS M  TEJIETPpaMMbl  —
HE3aMEJIUTEIBHO.

JIokyMeHTbl Ha OYMa)KHOM HOCHUTEJE, 3apEruCTPUPOBAHHBIE B CHCTEME
«/Jlemo», mepenaroTcs Mo Ha3HAYEHUIO MOJT MOINCH.

11.2.12. [lucbmenHble OOpaiieHus Tpaxaad, nuchbmMa uieHoB CoBera
®enepanuu u genyraroB [ocynapctBennoit Jymbr ®enepansHoro CoOpanus
Poccuiickoit ®eneparuu, nemnyratoB 3akoHojaarenbHoro CoOpanusi PocroBckoi
o0nacTu, EmyTaToB MPEACTaBUTEIbHBIX OPraHOB MYHHUIIMIAIBHBIX 00pa30BaHUMN
PocToBckoii 06sacTu, nuchMa IOPUANYECKHUX JIMI U MCbMA JPYTUX OpraHU3allui,
Kacalollluecss BOMNPOCOB OOpalleHW TpakJaH, €cld OHM HE aJpecOBaHbl
KOHKPETHOMY JIUILY, YYUTBIBAIOTCS U PETUCTPUPYIOTCS OOIIUM OT/IETIOM.

11.2.13. KoppecnoHAeHIIUSI Ha WHOCTPAHHOM S3bIKE, aJpPECOBAHHAS
['maBe AgMuHuCTpannu AKCaliCKOrO TOPOJCKOTO TOCEJNEHUS, MEPENACTCS IS
NepeBO/Ia HA PYCCKUM SI3bIK B (PMHAHCOBBIM OTAEN AJIMHMHHCTpAaUUU AKCaHCKOIro
TOPOACKOIO MOCEJICHHUS.

[Tocne nepeBoaa, TEKCT HA PYCCKOM SI3bIKE NEepenaeTcs B OOLUi OTaeN IS
OpraHu3aluyd JajdbHedmeil paboThl € JOKyMEHTaMH B  COOTBETCTBUU €

NuCcTpyKIMEn.
11.2.14. Cpoku pacCMOTPEHHS OTIEIBHBIX BHJOB JIOKYMEHTOB C MOMEHTA
WX PETUCTPAIUH hi (o nepenayu Ha WCIIOJIHEHUE YCTaHOBJICHBI

Pernamentom AaMUHUCTpaMK AKCaCKOTO TOPOJCKOTO MOCEICHUS.

KoHTposib HWCHOJIHEHHWS JTOKYMEHTOB OpPraHU3yeTCsl B COOTBETCTBUU
¢ PermamentoM AaMUHHUCTpalUM AKCaiCKOTO TOPOJACKOTO MOCEICHHUS.

11.2.15. Tlpuemuoit I'maBbl AamuHHCTpamuu AKCaHCKOTO TOPOICKOTO
TOCEJIEHUSI OCYIIECTBIISICTCA OTHPaBKa AOKYMEHTOB, a TaKX€ JIOKYMEHTOB IIO
oOpallleHusIM TpaxaaH, MOJANUCAHHBIX [71aBoM AJMUHHUCTpaMu AKCaCKOTo
TOPOJACKOTO MOCEICHUS.

YBenomileHHe TpakJaHaM O PacCMOTPEHHM OOpaIlleHHH, MOCTYMUBIIUX O
DJIEKTPOHHOM  MOYTE, HAIPABIAKOTCA  aApecary B  JJIEKTPOHHOM  BUJIE
CIICIIMAJINCTAaMH OOIIIETO OTJIEeNa.



JIOKyMEHTBl ~ OTHPABJISIIOTCA  MOYTOBOM, (ENbIBErepCKO  CBS3bIO, C
MOMOILBIO CPEJICTB 3JIEKTPOHHOU CBA3M, N0 cucteme MOJIO. enpaberepckoi
cBA3bI0 WK 1o cucteme MOJIO ocyiecTBiasieTcs OTIPaBKa TOKYMEHTOB TOJBKO
azpecaTaM, BKIIOUYEHHBIM B TepedeHb (peaepanbHbIX OPTaHOB MCIOJIHUTEIHHOU
BJIACTH.

Pemienne o crnocobe MOCTaBKU JOKYMEHTa, a TakKXe O HEO0OXOIUMOCTU
JOCBUIKMA aJpecary IMOJIMHHHMKA JOKYMEHTa Ha OyMa)XHOM HOCHTENIE B Cllydae
OTNpaBKu JOKyMeHTa 1o cucteme MOJIO, dakcuMUIBHON CBS3M WK
ANEKTPOHHOM  MOYTE€ NPUHUMAET  HUCIOJHUTEIb IO  COIVIACOBAHUIO €
HEIMOCPEACTBEHHBIM PYKOBOJIUTEIIEM.

Ha ormpaBky npuHUMAarOTCA JOKYMEHTHI, UMEIOIIME AAaTy TEKYIIETO IHS
(32 UCKJTIOUEHHUEM  KOMWUWM JOKYMEHTOB) JUOO JaTy MpEeAbIAYIIEero  JIHS.
JIOKyMEeHTBI, 3aperucCTpupOBaHHbIC JBa WM OoJiee JHEW Ha3al, K OTIpPaBKE HE
MIPUHAMAIOTCA.

CoTpyAHUK TIPUEMHOI MPOBEPSET MPABHILHOCTh O(POPMIICHUST UCXOSIINX
JOKYMEHTOB:  PETUCTPALIMOHHBIA  HOMEp, JaTy, I[OJHOE€ HAaMMEHOBAaHUE
OpraHu3allid C IOPUIWYECKUM aJPECOM, HAIMYUE MPUIOKEHUH, OTMETKY
00 UCIIOJIHUTENE, COOTBETCTBUE KOJIMYECTBA 3K3EMIUISIPOB KOJUYECTBY aJpPECaToOB
Y IPOU3BOJIUT COPTHUPOBKY JOKYMEHTOB MO (OpME MOYTOBOrO OTIPABICHUS
(npocTas, 3aka3Hasi).

HenpaBuibHo o¢popMiIeHHbIE TOKYMEHTHI K OTIpPaBKE HE MPUHUMAIOTCA
¥ BO3BpalllaloTCa UCTIONHUTEN0. OTHpaBKa JOKYMEHTOB (PMKCHUPYETCS B CHCTEME
«Jlemoy.

JIOKyMEHTBI, HaIlpaBIsi€MbIE IO CHUCKY PACCBUIKHM, NMPUHUMAKOTCS TOJIBKO
OpU HaJUYuUd O(QOPMIIEHHOTO (MOAMMCAHHOTO PYKOBOAUTEIEM CTPYKTYPHOTO
nojpas3fesieHus1) coucka paccbulkd. Komms  cnucka — pacChUIKM,  IIpU
HEOOXOMMOCTH, HAMPABJISETCS] BCEM YKa3aHHbBIM aJipecaTaM.

JIOKyMEHTBI, OTIIpaBsieMble OAHOBPEMEHHO B OJUH aJIPEC, BKJIAIBIBAIOTCS
B OJINH KOHBEPT.

Jlocblka WJIM 3aMEHa Pa30CIaHHOTO paHee JIOKYMEHTa OCYIIECTBIISIETCS
M0 YKa3aHHUIO TOJPKHOCTHOTO JIMIIA, MOANUCABIIETO JOKYMEHT.

KoppecnionaeHuus JUYHOrO XapakTepa, MNHCbMa U TeJerpaMMbl, He
CBSI3AHHBIE C  JICSITEIBHOCTBIO AJIMHHUCTPAIIMUM  AKCAMCKOTO TOPOJCKOIO
MIOCEJICHHUS], K OTIIPABKE HE IPUHUMAKOTCSI.

11.2.16.  KoppecnonmeHuus,  OTOpaBisemMass  MOYTOBOM  CBA3BIO,
oopmiisieTcss B COOTBETCTBUU C TpeOoBaHusMu [IpaBuit okazaHus yciayr HOYTOBOM
CBSA3M, YTBEP)KIEHHBIX IpHUKa3oM MUHHCTEPCTBA CBSI3M M MAacCOBBIX
koMmyHuKaruii Poccuiickoit @eaepanuu ot 31.07.2014 Ne 234 «OO0 yTBepkIeHUN
[IpaBui okazaHus yciayr HOYTOBOM CBSI3W».

11.2.17. KoppecnoHaeHIHs, TOCTYIUBINAS B TMPUEMHBIC JJIs1 OTTIPABKU
nocie 14.00, xkpome TenerpaMM M CpPOYHOM KOPPECHOHJIEHLUH, OTIPABISAETCS
CJIEIYIOLIUM JTHEM.

11.2.18. [lepenaya JOKYMEHTOB, WX KONUH B OpraHbl W OpraHU3allyu,
HE YKa3aHHbIEC B PEECTPE PACCHUIKH, OCYIIECTBIISIETCS MO JOTOIHUTEIBHOMY JUCTY
PACCHUIKH UCTIOJTHUTES.



11.3. 3akoHYEHHbIE AEJIONPOU3BOACTBOM Ji€Ja OCTAIOTCS B CTPYKTYPHBIX
NoJpa3ieNeHusIX AJIMHUHHUCTpAUUMU AKCalCKOro TOPOJCKOrO TOCEJIEHUs s
CIPAaBOYHOM pabOThI, a 3aTEM B COOTBETCTBHM C HOMEHKJIATYpOH J€1 B MOPSIKE,
YCTaHOBJIEHHOM HMHCTpyKUHEW, CHAlTCS B apXWUB, MPU 3TOM HUX JIJIEKTPOHHBIE
JIOKYMEHTHI (JIEKTPOHHBIE KOITMU JOKYMEHTOB) U3bIMAKOTCS U3 CUCTEMBI «/leno».

11.4. ApxuBom AKCalCKOro ropoACKOro NOCEIEHUs OCYIIECTBIIIOTCS:

COXpPaHHOCTh  JOKYMEHTOB, BblJaya JIOKYMEHTOB BO  BPEMEHHOE
[0JIb30BaHUE PAOOTHHKAM CTPYKTYPHBIX HOJpa3AeieHuil AJMHMHUCTpaLUU
AKCalCKOro ropoJiCKoro nocejeHus;

BbIJIa4a  APXUBHBIX CIPABOK, KOIMM, BBIIMCOK W3  JOKYMEHTOB
OpraHM3alMsIM U Ipa)KJaHaM B COOTBETCTBHM C 3aKOHOJIATEIbCTBOM 00 apXMBHOM
nene.

B cBoeil pabore apxuB  AKCaWCKOrO  TOPOJCKOTO  IOCEJIEHUs
PYKOBOJICTBYETCS IIOJIOKEHNEM 00 apXUBE.

11.5. Uudopmanisi 0 3aperUCTPUPOBAHHBIX JOKYMEHTaX H  IyTiIX
UX MPOXOXKACHUS XPAHUTCA B DBJIEKTPOHHBIX 0a3zax cucteM «/lemo» pocrynHa
paboTHUKaM  AJMUHHCTpAalMu  AKCalWCKOTO  TOPOJCKOTO  TOCEJICHUS B
COOTBETCTBHH C 33/IaHHBIMHU [IPAaBaMHU JOCTYIIA.

12. Yyer o6beMa JOKyMEHTOOOOpOTa

12.1. Yyet o6beMa TOKyMEHTOOOOPOTA 32 OMPEEICHHBIA TIEPUO]] BPEMEHU
BEJETCsI B OOIIEM OTAellie C YKa3aHHMEM CBEICHHM 00 OTmpaBKe MpOCTON
KOPPECIOHIEHIINH; PUHATUHU BXOASAIIEH KOPPECTOHACHIINH.

[Ipu yuere oOBeMa JOKYMEHTOOOOpPOTa MOJCUUTHIBAETCS KOJIUYECTBO
JOKYMEHTOB BBIJICJICHHON TPYIIbl. YYeT KOJIMYECTBA JOKYMEHTOB IMPOBOIUTCS
110 JAaHHBIM CUCTEMBI «/[eno».

12.2.3a enunuiy ydera oObeMa JTOKyMEHTOOOOpOTa TNPUHUMAETCS
€IMHCTBEHHBIN IK3EMILISP JIOKYMEHTa (MOMIMHHUK WU KOTIHS,
eciu KOMUS — €AMHCTBEHHBIN IK3eMIUISIP TOKYMEHTA, HapUMEp, BTOPOi
IK3EMIUTISP UCXOJSIIETO MUchMa) 0e3 yueTa KOIMHiA, CO3/1aBaeMbIX MPH MeYaTaHuu
U KONUpOBaHUM (TUpakupoBaHuM). Konuu AOKYMEHTOB MpU HEOOXOAMMOCTH
aHallM3a YYUTHIBAIOTCS OTIEIBHO.

[Ipu yuere wHCXOAAIIMX JOKYMEHTOB  CONPOBOAMUTEIBHOE ITHUCHMO
U TpujiaraeMble K HeMy TIOKYMEHTbl IPUHUMAIOTCA 32 OJAMH JJOKYMEHT.

[TocTynuBiiye U co3gaHHbIE TOKYMEHTBI IOJICYMTHIBAIOTCS OTIEIBHO.

Yyer 06beMa JOKyMEHTOOOOpPOTa MOXKET MPOBOJUTHCS B AJMUHUCTpAIIUU
AKCaliCKOTO TOpPOJACKOrO TMOCEIEHHs B ILEJIOM WIM B €ro CTPYKTYPHBIX
NOJIpa3IesICHUsX.

O0beM TOKyMEHTOB I10 CPOKAM XpaHEHUsI B KOHIIE T'0Jla MOKHO MOJICUUTATh
B UTOTOBOM 3aMKCH K CBOJHON HOMEHKIIAType N 1 HOMEHKJIaTypax CTPYKTYpPHBIX
MOJIPA3ICIICHUM.



13. Opranu3zanusi 10KyMeHTO000pOTa B JAEIOMPOU3BOACTBE

Opranuzanuss JOKyMEHTOOOOpOTa B JAENONPOU3BOJACTBE MPEACTABISAET
co00if COBOKYMHOCTh BHJIOB pPa0OT, 0OO0ECIEUUBAIOIIUX COXPAHHOCTb, VYET,
CHUCTEMAaTH3allui0  JOKYMEHTOB, (¢GopMupoBaHue H OQopMmIIeHHE Jied1 B
JIEJIONPOU3BOCTBE, UX Mepeaady B apXuB AKCAaCKOTO rOPOACKOTO MOCEIEHUS B
COOTBETCTBHH C (efiepaibHbIM U 00JACTHBIM 3aKOHOAATEIHCTBOM, TPEOOBAHUSIMH,
YCTAHOBJICHHBIMH  TOCYJApPCTBEHHBIMH  CTaHJApPTaMM  HAa  JIOKYMEHTHI,
METOOUYECKUMU JOKyMeHTaMH DellepaabHOro apXMBHOIO areHTCTBA, a TaKKe
COOTBETCTBYIOIIMMU METOAUYECKUMU PEKOMEHJAUUSIMHU IO ApXUBHOMY €Iy U
nenornpou3BoAcTBy I[lpaBurensctBa PocToBckoil obOnactu U AJAMUHUCTpALMU
AKCaiCKOTro rOpOJCKOr0 OCEIECHUS.

OCHOBHBIMM  BHJaMH  pabOT,  OOECMEUYMBAIOIIUMH  MPABWIBHYIO
OpraHM3alyi0 JOKYMEHTOB B JCJIONPOU3BOJACTBE, SBISIIOTCS COCTAaBJICHUE
HOMEHKJIATYPHI J1e]1 ¥ (GOpMHUpOBAHHUE JIE.

13.1. CocraBneHrne HOMEHKIIATYPHI eI

13.1.1. Homenkiatypa Aell — CHCTEeMaTU3UPOBAHHBIN NIEPEUEHb 3ar0JOBKOB
JIeJl, 3aBOJIMMBIX B JE€JTOMPOU3BOACTBE AJMUHUCTPAIUU AKCANCKOTO TOPOACKOrO
MIOCEJICHHUSI U €€ OpraHax, C yKa3aHHEM CpPOKOB UX XpaHEHHUs, OQOpPMIICHHBI B
yCTaHOBJICHHOM Topsiake (mpunoxenue Ne 16).

Homenknatypa nmen  3akperuisier  kiaccudukamuioo  (TPYIIHUPOBKY)
UCIIOJTHEHHBIX JIOKYMEHTOB B Jenia (3JEKTPOHHBIE [eNa), CHCTEMAaTU3alHIO,
WHJEKCAllUIO JIeJ, CPOKM HUX XPAaHEHUS U SBIAETCS OCHOBHBIM YUYETHBIM
JOKYMEHTOM.

HomeHkiiatypa nen sBIsI€TCS OCHOBOM I COCTaBJICHUS OIKCEH JIeN
NOCTOSIHHOTO, BpeMeHHoro (cBbime 10 5ieT) CpokoB XpaHEHHs U MO JUYHOMY
COCTaBy, AKTOB O BBIJEICHUU K YHUYTOKEHUIO JOKYMEHTOB C HCTEKIIMMU
CpOKaMH XpaHEHHus, a Takke s ydera JAen BpeMeHHbIX (mo 10 et
BKJIFOUMTEJILHO) CPOKOB XPAHEHHS.

Homenknatypa nen paspabarbiBaeTCsi ¢ y4€TOM TPeOOBaHUN HOPMATUBHBIX
npaBoBbIX akTOB Poccuiickonn ®enepannu, NEPEUYHENM THUIIOBBIX aPXHMBHBIX
JIOKYMEHTOB C YKa3aHHEM CpPOKOB HUX XpaHEHHUS U TMepeyHel JOKYMEHTOB,
oOpasylolmuxcsi B IpoLecce  JIeATeNbHOCTH  (penepanbHBIX  OpPraHoB
rOCyIapCTBEHHOM BJIACTH, WHBIX TOCYJAapCTBEHHBIX OpraHoB Poccuiickou
@enepanny, a TaKXKe BIPOLECCE JEATEIBHOCTH IOJABEAOMCTBEHHBIX UM
OpraHu3alluii, C yKa3aHUEM CPOKOB XpaHEHHUS (J1ajiee — MepeyHHM ).

B HOMmeHkiaTypy €l BKJIIOYAKOTCS BCE JIOKYMEHTBI, OTpa)Karollue
JEATEeIIbBHOCTh CTPYKTYPHBIX MOApA3AeiIeHUd AJMHUHUCTpAluu AKCalCKOro
TOpPOJICKOrO TOCEJIEHUSI W NOCTOSHHO WJIM BPEMEHHO JCHCTBYIOUIMX OPraHOB
(KkoMHUCCUH, COBETOB), B TOM YHCJIE JOKYMEHTBl OIPaHMYEHHOrO JOCTYIa,
PErUCTPallMOHHBIE U YYETHBIE >KYpPHAJbl U KAPTOTEKU, B HEOOXOIMMBIX CIIydasx —
KOIUU JIOKYMEHTOB (€CJIM KOMHSI — €AMHCTBEHHBIM AK3EMIUISIp JTOKYMEHTa WIIU
€CJIM OHA HeoOX0IUMa JIJIsl OpraHu3aluy JeSTEIbHOCTH MOAPA3/ACIICHNUS ).

JIOKyMEeHTBI, CO3JaHHbIE B DJJIEKTPOHHOM QopMe, BKIIOYAIOTCS B
HOMEHKJIATypy JIeJl MO TEeM K€ MpaBWiIaM, YTO W JOKYMEHTbl Ha OyMa)KHOM
Hocutene (B rpade «IIpumeuanus» nenaercs otMeTka «J1»).



13.1.2. [Ipu cocTaBieHUHM HOMEHKJIATYPHI ACN CIEAYEeT PYKOBOACTBOBATHCS
HacTosmen WHCTpyKnuen, NOJNOKEHUSIMU O CTPYKTYPHBIX IOIPa3IeIICHUSX
AnMuHHCTpanuu AKCaliCKOro ropojiCKOrO MOCEJIEHUS M €€ OpraHoB, IITAaTHBIM
pacnucaHueM, MEpPEYHSIMU JOKYMEHTOB C YKa3aHMEM CpPOKOB HX XpaHEHHS,
HOMEHKJIaTypaMH JIeJl 3a OpeauiecTByronie rojael. Ilpu 3TOM H3ydaroTcs u
CUCTEMATU3HUPYIOTCA JOKYMEHTBI, CO3/JAaroIIrecss B AIMHUHUCTpAalUd AKCailCKOTro
TOPOJICKOTO TIOCEJIEHUS, UX BUABL, COCTaB U COJAEPKAHHE.

13.1.3. B AagMunucTtpanuu AKCalCKOTO TOpPOJCKOTO IIOCEJICHUS H €€
opraHax COCTaBIIIIOTCSI HOMEHKJIATYpbl JIe CTPYKTYPHBIX MOJApa3/iesieHuH,
CBOJHAs HOMEHKJIATypa Jed AJIMUHUCTpauu  AKCaliCKOrO  TOpPOACKOTO
MOCEJICHHUS.

13.1.4. HomeHnkiarypa JieJ1 CTpyKTYpPHOTO MOApa3esieHus AJMUHUACTpAIUU
COCTaBJISIETCSl  JIMLIOM, OTBETCTBEHHBIM 32  BEJIEHHWE  JEJIONPOU3BOACTBA
MOJNKUCHIBAECTCS PYKOBOJIUTEIEM CTPYKTYPHOTO MojipasfeiaeHus (rmpuioxenue No
11).

HomeHnknatypa pen  CTPYKTYpHOTO MOJpa3AelieHHus AJMUHUCTpauu
MPEACTABIIAECTCS B OOIIUI OTIEN.

BHOBB co3aHHOE mozipa3siesieHue 00s13aHO B MECSYHBIA CPOK pa3padoTaTh
HOMEHKJIATypy €] NOApa3/IeJICHUs U IPEICTABUTH €€ B OOLIUIT OTIEN.

13.1.5. CBogHast HOMEHKJaTypa JAenl AJMHHHCTpaluu  AKCaiCKOro
TOPOJCKOTO TMoceNeHus (Jajnee — CBOJHAS HOMEHKJIATypa J€l) COCTaBIISIeTCS
OOIIMM OTJEJIOM C ydacTHEeM pa0OTHUKA apXuBa AKCalCKOro paiioHa Ha OCHOBE
HOMEHKJIATYp JIeJ1 CTPYKTYPHBIX TMozpasaeneHui (mpuaoxenne Ne 12).

13.1.6. CBoaHas HOMEHKJIATypa e MOAMUCHIBACTCS HAYAIIbHUKOM OOIIETro
OTJIeJa, COTJIACOBBIBAETCS 3KCHEPTHOM KOMUCCHEH AJMHHHUCTpalUd AKCalCKOTO
TOPOACKOr0 TIOCEIEHUsI TOPOJACKOTro moceneHus (manee — OK, skcneprHas
KOMHCCHUSI), apxXxuBoM AKcailckoro pailoHa W  yTBepxkaaercs [ naBoit
AnMuHUCTpanuyu AKCalCKOTO TOPOACKOTO MOCEICHHUS.

CBoJlHass HOMEHKJIaTypa JIeJl COTJACOBBIBAETCS C IKCIEPTHO-IIPOBEPOYHOM
KOMHUCCHEW KOMHTETa IO YIPABICHUIO apXMBHBIM JieJoM PocToBckoil obnactu
HE PEeKe OJHOTO pa3a B O JIET, €clid B AJIMUHUCTpAUU AKCalHCKOrO TOPOJCKOro
MOCEJICHUSI HE ObLIO CTPYKTYPHBIX U3MEHEHHI.

13.1.7. Tlocne yTBepKAEHUS CTPYKTYPHBIE TIOApa3AeieHUus] A IMUHUCTPAIIH
AKCalCKOro TOpOJACKOTO IOCEJICHHs IOJIY4YaroT BBIIMCKU U3 COOTBETCTBYIOIIUX
ee pa3/IesioB JJis UCIOJIBb30BaHus B padoTe.

13.1.8. CBoaHast HOMEHKJIATypa el reyaTaeTcs B 3-X IK3eMIUISIpax:

1-# 3K3eMIUISp YTBEPKIEHHONW HOMEHKJIATYPhI JIEJ SIBJSIETCS JOKYMEHTOM
MOCTOSIHHOTO ~ XPAaHEHUs, XPAaHUTCS KaK [MPUIOKEHUE K PACHOPSIKEHUIO
AnMUHHCTpaluM AKCAaNCKOTO pailoHa M B JaJIbHEWIIIEM MepeaaeTcss B ApXHB
AKcaickoro paioHa.

2- DK3eMIUIp TepefaeTcss B apxuB AKcailcKoro pailoHa B KaudecTBe
YYETHOT'O JOKyMEHTA.

3-i AK3EeMIUISIp MepeaacTcsl B apXuB AKCalCKOro ropoCKOro MOCEICHHUS.

B kadectBe pabouero sk3eMIuisipa B OOIIEM OTACNIEC HCHOJIb3YETCS KOMUS
YTBEPKJICHHOM HOMEHKJIATyphl ~AJIMUHHCTpAaUUMU  AKCaiCKOTO TOPOJCKOIro
MOCEJICHHUS



13.1.9. CroHass HOMEHKJIAaTypa Jed B KOHIIE KaXJA0ro Tojia yTOYHSETCS,
yTBEPXKAA€TCI U BBOJIUTCS B JeHCTBUE C 1 siHBaps CleayloUIero KajJeHAapHOTro
roja.

13.1.10. Ha3BanussMu  pa3fesioB  HOMEHKJIATYPHI  J€N  SIBJISIFOTCS
HAaMEHOBAHUs CTPYKTYPHBIX NOApAa3AcieHuM. B CBOAHOW HOMEHKIIAType e
pa3ienbl  pacmoJlararoTcsi B COOTBETCTBHMM C  YTBEPKICHHOW CTPYKTYpOU
AJIMUHUCTpaMU AKCaliCKOTO TOPOJCKOTO MOCEICHHUS.

13.1.11. B cBogHyr0 HOMEHKJATypy /e BKJIIOYAIOTCS 3arojIoOBKU e,
OTpaXxarolllue BCE JOKYMEHTHPYEMblEe y4YacTKH paboThl AJMUHUCTpAIUU
AKcCalcKoro ropoJickoro moceyieHusl.

B HOMeHKIaTypy Jies He BKIIOYAIOTCS EPUOINYECKIe U3TaHusl.

13.1.12. I'padppl HOMEHKIATYPHI Je] 3aMOTHSIIOTCS CIASAYIOITUM 00pa3oM.

B rpadge 1 HOMeHKIATyphl A€l MPOCTABISIOTCS MHAECKCHI KAXKIOTO Jena,
BKJIIOYEHHOTO B HOMEHKIarypy. MHIekc nena COCTOUT M3 YCTAaHOBJIEHHOIO
B AIMUHHCTpauuu LHPPOBOro 0003HAYEHUS CTPYKTYPHOI'O MOJpa3JeieHUs U
MOPSJIKOBOTO ~ HOMEpa 3arojioBKa JieJa 10 HOMEHKIAType B Ipeaenax
CTPYKTypHOTO mojapazaencHus. Muanmekcel gen o0003Ha4aroTcs  apaOCKUMU
muppamu. Hampumep: 12-05, rme 12 — oOo3HaueHHE CTPYKTYPHOTO
nonpaszaenenusi, 05 — mopsAKOBBIN HOMEP 3aroJIOBKa JieJia TI0 HOMEHKIIaType.

B HOMeHKaType nen peKOMEHIYeTCS COXPAHATh OJWHAKOBBIE WHICKCHI
JUISL OTHOPOAHBIX JIed B Tpefenax pasHbIX CTPYKTYPHBIX —TOJpa3/eieHui,
JUTSL IEPEXOASAIIUX JIEJI MHIEKC COXPAHAETCS.

B rpady 2 HOMeHKIATyphl J1e7 BKIIIOYAIOTCS 3arojIOBKH Jied (TOMOB,
gacTeit).

3arojioBOK Jiena JOJKEH OTpakaTh OCHOBHOE COJIEp’KaHUE U COCTaB
JIOKYMEHTOB JIeJIa.

He nomyckaercs ymnorpeOjaeHHe B 3arojioBKE JieJda HEKOHKPETHBIX
bopMyIHPOBOK («pa3Hble MaTepualibl», «OoOIasl MEepenucka» W Tak jJajee), a
TaK)Ke BBOJHBIX CJIOB U CIOXKHBIX 00OPOTOB.

3aroyioBOK Jieia COCTOMT M3 3JEMEHTOB, PAacIoJIaraéMbIX B CIEAYIOIIEH
MOCNIEZIOBATEILHOCTH: Ha3BaHWE BHUAAa Jena (Mepemucka, IJKypHal) WIH
Pa3HOBUAHOCTH JOKYMEHTOB (TIPOTOKOJBI, TMPHUKa3bl); HAWUMEHOBAHHE OpraHa
Bi1acTy (AIMUHHCTpaNUs AKCalCKOTO TOPOJICKOTO TIOCEIICHUS) UM CTPYKTYPHOTO
nojpasziefieHus: (aBTOp JIOKYMEHTa); Ha3BaHHWE OpTraHU3AlMH, KOTOpOH OymyT
aJpecoBaHbl WJIW OT KOTOPOM OymyT TMOJy4YeHbl JTOKYMEHTHI (aapecar WIu
KOPPECHOHJEHT JI0KyMEHTa); KpaTKOe COepXaHHe TOKyMEHTOB Jelia; Ha3BaHUE
MECTHOCTH (TEppPUTOPUU), C KOTOPOH CBA3aHO COAEpPKAHME TOKYMEHTOB J€lia;
nata (mepuo), K KOTOPOi OTHOCSITCS IOKYMEHTHI jiesia (TUTaHbl U OTUYETHI).

B 3aronoBkax jen, conep)kaluxX JOKYMEHTbl 10 OJHOMY BOMpPOCY,
HO HE CBSI3AHHBIX TMOCJICIOBATEILHOCTHIO HCIIOJTHEHUS, B KayecTBE BHUAA Jela
ymoTpeOnsieTcs TEPMHH <«JIOKYMEHTB», a B KOHIIE 3arojioBKka B CKOOKax
YKa3bIBAIOTCS OCHOBHBIE Pa3HOBHUIHOCTH JOKYMEHTOB, KOTOPBHIE JOJKHBI OBITH
CTPYIIIUPOBAHKI B jieTie (IIJIaHbl, CIIMCKH, TOKIAIbl U Tak Aanee). Hampumep:



JIOKYMEHTBI O IPOBEIECHNUN IPOBEPOK OpPraHu3aluy paboThl O MPO(UIAKTUKE
KOPPYILMOHHBIX U UHBIX MPAaBOHAPYLIEHUH B A IMUHUCTpaluy (IJIaHbl, 3aIIPOCHI,
CIIPABKH)

B 3arosnoBkax e, coaepikalux IEpPENuCcKy, YKa3bIBaeTCs, C KEM U IIO
KaKOMy BOIIPOCY OHA BEJETCS.

B 3aronoBkax gen, colepiKaliMX —IEPENUuCKy C  OAHOPOJHBIMU
KOPpPECIIOHJIEHTaMH, IIOCJEJAHUE HE YKa3bIBalOTCS, a YKa3blBaeTCid MX oOIee
BUJI0BOE Ha3zBaHue. Hanpumep:

[Tepenucka 3amectutens [ maBpl AIMUHUCTpALMK AKCaiCKOTO TOPOJICKOTO
MIOCEJICHUS 110 COLMAIBHBIM BOIIPOCaM C OpraHaMu MCTHOJHUTEILHOU BIACTH
PocTtoBckoii o0acTu
110 BOIPOCAM OCHOBHOM J€SATEIILHOCTH

B 3arosmoBkax nen, coaep)KalMX —MEPENHCKYy C  Ppa3sHOPOJHBIMU
KOPPECIIOHIEHTaMH, ITOCIIEAHNE HE epeunciaroTes. Hampumep:

[lepenucka ob1iero oraena
10 BOIIPOCaM JIOKYMEHTHUPOBAHUS YIIPaBICHUECKOM 1eATEIbHOCTH

B 3aronoske ACJIa YKa3bIBACTCA KOHKpGTHBIfI KOPPCCIIOHACHT, CCIIAN
MNCPCIIUCKa BCACTCA TOJIBKO C HUM. HaHpHMep:

[lepenucka otaena ¢ I'YII PO «Penakius razetsl «Hare Bpemsi» 1mo npoduiibHbIM
BOIIPOCAM AEATEIBHOCTU
[Ipu 0603HaueHUU B 3arojioBKax Jiejd aAMUHUCTPATUBHO-TEPPUTOPHATBHBIX
€IUHUL] YYUTHIBACTCS CIEAYIOLIEE: €CIIM COJNEPKAHME JENa KACAETCS HECKOIBKHUX
OJIHOPOJIHBIX AJIMUHUCTPATUBHO-TEPPUTOPHUATBHBIX E€IWHUI], B 3aroJIOBKE Jeia
HE YKa3bIBAIOTCS MX KOHKPETHBIE Ha3BaHMS, a yKa3bIBAe€TCAd WX OOIIEe BHUIOBOE
Ha3BaHue. Hampumep:

[lepenucka opraHNU3alMOHHO-MIPOTOKOILHOTO OT/ENa C TJIaBaMu aIMUHUCTPALINI
MYHHUITUTIATBHBIX 00pa30BaHuii AKCAHCKOTO TOPOJACKOTO TOCEIICHUS
110 OCHOBHBIM HaIIPaBJICHUSAM JEATEIbHOCTH

Ecmn  comepxanue  gena  Kacaercs — OJAHOM  aJIMUHUCTPATUBHO-
TEPPUTOPUAIBHON  €IUHUIIBI  (HACEJIEHHOTO0 TyHKTa), €€ (ero) Ha3BaHHe
yKa3bIBaeTCs B 3arojioBKe Jiena. Hanpumep:

[Tepenucka ynpaBiieHUs C AAMUHUCTpALIUEC AKCaliCKOTO TOPOJCKOTO MOCEIEHUS O
BBITIOJTHEHUH TTOpyUYeHuit ['ybepHaTopa

B 3aronoBkax e, cofepKalux MiIaHOBYIO WM OTYETHYIO JOKYMEHTAIHIO,
yKa3bIBaeTcsl Tepuoja (KBapTaj, Toj), Ha (3a) KOTOPBIM COCTAaBJIEHBI IUIaHBI
(otuetsl). Hampumep:



[Tnanbl paboThl AIMUHUCTPALIMU HA HEJIENIO

[TopsimoK pacroyioKEeHUsl 3aroJOBKOB €]l BHYTPH pa3/iesioB U MOJPa3JIEoB
HOMEHKJIATypbl JIeNl  ONpPENEseTCS CTENEeHBI0 3HAYMMOCTH  JTIOKYMEHTOB,
COCTABJSIIOUIMX JI€Ja, U WX B3aUMOCBA3bI0. B Hawane pasjgena pacrnojararorcs
3aroJIOBKM i€, COJAEpKalluX YYpEIUTEIbHbIE, OpPraHU3aLMOHHO-TIPABOBBIE
U pacopsAUTENbHbIC IOKYMEHTBI, 3aT€M 3ar0JIOBKH JI€JI, COJAEPKAIIUX IJIAHOBBIE,

OTYCTHBIC, I/IH(I)OpMaHI/IOHHO — AHAJIUTUYCCKUC JOKYMCHTBI, OOKYMCHTHEI,
OTPpAXKAIOIINUC ACATCIBbHOCTD moApa3sacjICHUA, IICPCIIUCKY, a B
KOHIIC pasaciia — pCTUCTPAlIMOHHBIC W YUYCTHBIC JKYPHAJIbl, KaApPpTOTCKH,

0a3bl JTaHHBIX.

3aroyioBKM el MOTYT YTOYHSATbCS B mporecce (OPMUPOBAHUS U
odopMIICHUS Je.

I'pada 3 «KonmuecTtBo aem» 3amoiHSETCS MO OKOHYAHUHU KaJCHAAPHOTO
rofa. [lo moctmwkeHun aemoM, BKIIOUAIONIUM JOKYMEHTHI BpeMeHHBIX (cBbimie 10
JIET) ¥ MTOCTOSITHHOTO CPOKOB XpaHeHus, o0beMa B 250 JIMCTOB TOM 3aKpBIBACTCS
¥ OTKPBIBACTCSI HOBBIN TOM.

DNEeKTpOHHBIE Jiefla Ha ToMa (4acTH) He pa3AesaroTcs. Bce aieKTpoHHBIE
JOKYMEHTBI, HE3aBUCUMO OT UX 00BbEMA, BKIIFOUAIOTCS B OJTHO 3JIEKTPOHHOE JIETIO.

B rpade 4 «Cpok XxpaHeHUs] U HOMEp CTaThH IO MEPEUHIO» YKa3bIBAIOTCS
CPOK XpaHEHHS JeJIa, HOMEPA CTaTe 110 IEUCTBYIOIIEMY IIEPEYHIO.

B rpade 5 «llpumeuyanue» NpoCTaBISAIOTCA OTMETKH O 3aBEJACHHUM €T
(«3aBeneHo»), o nepexosanux nenax (Hampumep, «Ilepexomsmee ¢ 2000 rogay),
O BBIJICTICHUH JIe] K YHUYTOXEHHUIO, O JIMIaX, OTBETCTBEHHBIX 3a (POPMUPOBAHUE
JieN, O Iepenadye Aell B JPyrue CTPYKTYpPHBIE MOIAPA3IECICHMs], UCIIOJHUTEIbHBIC
OpraHbl rOCYJapCTBEHHOM BiacTu PocToBCKO# obnactu.

Ecnu neno ¢gopmupyercst B cucteMe «Jleno» M BKIIIOYAET 3JIEKTPOHHBIE
nokymeHTsl (D/1), B rpade «Ilpumeuvanue» mpocrasigercs orMmerka «I». g
Jiel TIOCTOSSHHOTO XpaHeHud, ¢opMmupyromuxcs B cucteMe «Jleno» B rpade
«IIpumeuanue» nenaercs ormeTka: D/ 1 Ha OyMa)KHOM HOCHUTEIIE.

13.1.13. Ecniu B TeyeHue roga B AIMHHHCTPAIUA AKCAaHCKOTO TOPOICKOTO
MOCEJICHUSI  BO3HUKAIOT  HOBBIE JIOKYMEHTUPOBAaHHbIE  Y4acTKH  paOOTHI,
HENpeyCMOTPEHHBIE JIea, OHU JOTOJIHUTEIBHO BHOCSTCS B HOMEHKIIATYpPY JEIl.

13.1.14. Tlo oxOHYaHMM KaJICHIAPHOTO T'0Jia B KOHIIE HOMEHKIATYPHI e
oopmiisieTcs UTOroBasi 3amuch, B KOTOPYIO BHOCSITCSI CBEACHUS O KaTeropuu
Y KOJINYECTBE 3aBEJCHHBIX /€N (TOMOB), OTAEIBHO MOCTOSHHOTO M BPEMEHHBIX
CPOKOB XpaHEHHSI, BPEMEHHBIX CpPOKOB XpaHeHHs ¢ oTMeTkoil «JIIK» wu
nepexonaumx. MroroBass 3amuMch JOMOJHSAETCS JaHHBIMM O  KOJHUYECTBE
AJIEKTPOHHBIX JIEJ COOTBETCTBYIOIUX CPOKOB XPaHEHHUSI.

13.2. ®opmupoBanue 1 opopmiIeHHUE eI

13.2.1. B uensx XpaHEeHHs, TMOWCKA W UCIOJIb30BaHUS JOKYMEHTHI Ha
OyMa)XHOM HOCHUTENIE U DBJIEKTPOHHbIE JTOKYMEHThl (POPMHUPYIOTCS B Jeja B
COOTBETCTBUM C HOMEHKJIATYPOU Je.



dopMupoBaHUE i€l — TPYNIHUPOBKA HCIOJIHEHHBIX TOKYMEHTOB B Jeja
B COOTBETCTBUU C HOMEHKJIATYpPOW N1€1 M CUCTEeMaTH3alis JOKYMEHTOB BHYTpHU
aena.

13.2.2. lena dopmupyrorcss B AIMUHUCTpALMU AKCACKOTO TOPOICKOTO
MOCENICHUS, KaK IPABUJIO, B CTPYKTYPHBIX MMOAPA3/ICICHUSIX.

Jleno cuuTaeTcss 3aBEEHHBIM C MOMEHTAa BKJIIOYCHHS B HETO IEPBOTO
UCTIIOJTHEHHOTO JJOKYMEHTA.

[locne wucnonHeHWs MOKYMEHTHI Ha OyMa)XHOM HOCHUTENIE B CpOK,
He MpeBbIarmuil 15 aHel, nomeniaroTcs (IMOANIUBAIOTCA) B TBEPAbIC 00JI0KKH
VI MANKU-PETUCTpaTopsl A obecniedeHus: pusndeckoit coxpanHocTu. [lpu atom
UCIIOJIHUTENIEM JIeJIaeTCsl OTMETKAa O CHHUCaHUU JOKYMEHTa B cucteme «Jlemoy.
Homep nena, B KOoTOpoe JAOMKEH OBITh MOAIIUT JOKYMEHT, OIpeAeIiseT
PYKOBOJAMTENb CTPYKTYPHOTO TOJpa3feieHuss AJMHHHCTpalUd AKCaiCKOro
TOPOJICKOTO MOCENIEHUS UM UCTIOTHUTENb B COOTBETCTBHM C HOMEHKIIATYPOM JIE.

JIOKYMEHTBI MOCTOSTHHOTO CpOKa XpaHeHHsI U BpeMeHHOro (cBeime 10 mer)
CO3/IAIOTCS M XpaHATCS B (OpPME DIIEKTPOHHBIX JOKYMEHTOB M Ha OyMa)XHOM
HOCHUTEJIE C COOJIIOJICHHEM YCTaHOBJIECHHbIX WMHCTpykuuend mpaBuil opopMIIEHUS
JTIOKYMEHTOB.

EnuHnnen ydera SJIE€KTPOHHOTO JOKYMEHTA  SIBISAETCS  DJIEKTPOHHBIN
JTOKYMEHT, 3aPETUCTPUPOBAHHBIN B CUCTEME «/lemoy.

HcnonHeHHble  3JEKTPOHHBIE  JIOKYMEHTHl TPyNNHUPYIOTCS B Jena
B COOTBETCTBUU C HOMEHKJIAaTypod aen. Ilpu cocraBieHMM HOMEHKIATYphl A€l
CTPYKTYPHOT'O MOJIpa3fesieHusl YKa3bIBAE€TCS, YTO JIEJIO BEAETCA B AJIEKTPOHHOM
BUJE. DJEKTPOHHBIE JOKYMEHTBI MOCJIE MX HCIOJIHEHUS MOJJIeKAaT XPAHEHUIO
B YCTAHOBJICHHOM  TMOPSAJKE B TEUEHUE CPOKOB, IPEAYCMOTPEHHBIX  JJIs
aHAJIOTUYHBIX IOKYMEHTOB Ha OyMa)XHOM HOCHTEJIE.

13.2.3. Kontposb 3a mpaBWiIbHBIM (DOPMUPOBAHUEM JI€NT OCYIIECTBISETCS
JIMIIOM, OTBETCTBEHHBIM 3a JIEIOMPOU3BOICTBO.

13.2.4. Tlpu ¢opmMupoBaHur €1 HEOOXOAMMO COOJIIOIATh CIEAYIOUINE
o0mue mpaBuja: TOMENMATh B[N0 TOJBKO WCIOJHEHHBIE JTOKYMEHTH B
COOTBETCTBHHM C 3aroJIOBKaMH el 10 HOMEHKJAType; TpYIIUpOBaTh B €0
JIOKYMEHTHI OJHOTO KaJICHJApHOTO TOJAa, 3a MCKIIOUEHHEM MEPEeXOIsIuX e,
pa3zenbHO TPYNIUPOBATh B JIefa JOKYMEHTHI TOCTOSSHHOTO U BPEMEHHOTO CPOKOB
XpaHEHus; IMOMeNlaTh B Jela KCepoKomuu (akcorpamMm, TteiaedoHOrpaMM Ha
OOIIMX OCHOBAHMSX; B JEJO HE JOJKHBI MOMEIAThCs JOKYMEHTHI, MOAJIekKAIINe
BO3BpaTy, JMIIHUE OHK3EMIUIPbl, YEPHOBHUKHU; IO OOBEMY €0 HE JIOJKHO
npeBbimath 250 nuctoB. Ilpu Hanuuum B Aele HECKOIBKUX TOMOB (YacTeil)
MH/IEKC U 3ar0JIOBOK JieJla MPOCTABIIAIOTCS Ha KaKIOM TOME C JOOABICHUEM «T. 1»,
«T. 2» U TaK gajiee.

13.2.5. JlokymMeHTBl BHYTpH Jejia pAaclojararoTcs B XPOHOJIOTHYECKOM,
BOTIPOCHO-JIOTMUECKOH TOCIET0BATEIHPHOCTH HIIM MX COUCTAHUH.

PacnopsimutenbHble  HOKYMEHTHI TPYIIUPYIOTCA B Jela 1O BHIAM
¥ XPOHOJIOTHH C OTHOCSIIIIUMHUCS K HUM TTPHIIOKEHUSIMHU.

B otnenbHbIE nena mo XpOHOJIOTHH, B 3aBUCUMOCTH OT BHAA JOKYMEHTOB,
dbopMupyrOTCA KOMWUU TPUHATHIX (eaepaabHBIX 3aKOHOB, akToB IIpe3mmeHta
Poccunitickon @enepanun, axtoB IIpaBurenscrBa Poccuiickont @Denepanuu,



npaBoBble JOKyMeHTHI [IpaBuTenbcTBa PocToBCcKoM 00s1acT M 3aKOHOAATEILHOTO
Cobpanust PoctoBckoif o0jacTu, MpaBOBBIE JOKYMEHTHl AJMUHUCTPALNN
Akcaiickoro ropojackoro moceneHuss u  CoOpaHusi jaenyTatoB AKCalCKOTo
TOPOJICKOTO MOCEICHUS.

Bce mokymeHTHl OT4YeTHOro ©  WHGOPMALMOHHOTO XapakTepa IO
ucrionHeHnro  akToB IIpesunenta Poccuiickonn ®enepauuu, IIpaButenscTBa
Poccuiickoit ®enepanuu, ['ybepnaropa PoctoBckoit obnactu, [IpaButennbcTBa
PocToBcko#t 0051acTH, HAXOAIMECS HA KOHTPOJIE, MOIIMBAIOTCS B 3aBEICHHOE Ha
OTU aKkThl Jena. Ecnm Ha akT Aeno He 3aBOAUIIOCh, TO OTYETHBIE JTOKYMEHTBI
MOAIINBAIOTCS B JIEJIO NEPENUCKHU TOCTOSIHHOTO CPOKA XPAHEHUS 34 TEKYLIUN 0.

Pe3ontonnn pyKoBOAMTENEH, BU3bI, COCTABIEHHBIE HA OTIEIbHBIX JHUCTaX,
pa3MelaroT nepes T0KyMEHTOM, K KOTOPOMY OHU OTHOCSITCSL.

[Tonoxenus, WHCTPYKIIWH, YTBEPKICHHBIE pacrnopsauTEIbHbBIMU
JOKYMEHTAaMU, SIBJISIFOTCS NPWIOKEHUSMU K HHM W TPYNIUPYIOTCS BMECTE C
YKa3aHHBIMH IOKYMEHTaMHU.

[TocranoBnennss AAMUHHUCTpAaUUM AKCalCKOrO TOPOACKOTO IOCEJICHUS,
pacniopspkeHusT  AAMUHMCTpanMM  AKCaWCKOrO TOPOJICKOTO  IMOCEJNEHUS |
pacriopsikeHus AJMHUHUCTpaluu  AKCaiiCKOro TOpOJCKOro rmocejeHust (1o
anmnapary) rpynnupyroTcs OTASIbHO MO KaXA0MY BUIY IMPABOBBIX aKTOB.

[IpoTokonbl B Jejie pacnojiaraloTcs B XPOHOJOTMYECKOM MOPSAKE IO
HOMepaM. JIOKyMEHTBl K MpOTOKOJaM, CIPYNIIUPOBAHHBIE B OTIEIbHBIC HEa,
CUCTEMATU3UPYIOTCS BHYTPH JI€J1a IO HOMEpaM IPOTOKOJIOB.

VYTBEpKIICHHBIE IUIAHBI, OTYETHI, CMETHI, JIUMUThI, TUTYJIbHbIE CIIUCKU H
JIpYrUe JOKYMEHTHI TPYNIUPYIOTCS OTAEIBHO OT MPOEKTOB.

JIOKYMEHTBI B IMYHBIX JI€JIaX PACIOJIATAIOTCS 110 MEPE UX MOCTYILICHHUS.

Benenue nen MyHUIIMNATBHBIX CIIYXKAIUX OCYIIECTBISIETCS B COOTBETCTBUH
c Ykazom  Ilpesunmenta  Poccuiickoit ~ ®enepamuun ot 30.05.2005 Ne 609
«OO0 ytBepxkaeHun IlonmoxkeHnst 0 NEPCOHAIBHBIX JAHHBIX TOCYJIapCTBEHHOTO
rpaXJaHCKoro ciysxkaimero Poccuiickoii denepaniii ¥ BEICHUU €r0 JMYHOIO
JeTIa.

[lepenucka rpynmnupyercs, Kak MpaBUJIO, 3a MEPUOJ KaJeHIapHOro roaa
Y CUCTEMATU3HPYETCS] B XPOHOJOTUYECKOM MOCIEI0BATENbHOCTH; JOKYMEHT-OTBET
NOMEIIAeTCsl 3a JOKyMEHTOM-3ampocoM. Ilpu BO300OHOBIIEHHHM TEPENUCKU
10 OIIPEACIIECHHOMY BOIIPOCY, HAayaBIIEHCS B MPEABIAYIIEM TO1y, JOKYMEHTBI
BKJIFOYAKOTCS B JIEJIO TEKYIIEro roja ¢ yKa3aHMEM HHJEKca Jeja MPEeabIIyIIEero
roja.

13.2.6. JIokyMeHTBI TIOCTOSTHHOTO CpOKa XpaHEHHs MoexaT 0()OpMICHHIO
B Jiesia 1o okoH4aHuu roja. OdopmieHue femna BKIIOYAET B ce0s1 KOMIUIEKC padoT
0 ONHUCaHWIO JleJla Ha O0O0JIoKKe, OpOIIIOPOBKE, HyMEpaluud JHCTOB U
COCTABJICHHIO 3aBEPUTEIBHON HAIHCH.

Homepa nucTOB Jena mpoCTaBiIAIOTCS HA JIMCTAX KapaHAAlloOM B IPaBOM
BEPXHEM YTITy.

OdopmieHnre JTOKYMEHTOB B Jejla MPOU3BOAUTCS OTBETCTBEHHBIMU
3a JIEJIONPOU3BOJCTBO B CTPYKTYPHBIX MOAPA3/ACIICHUSX, OpraHax paOOTHUKaMU
IIPU METOJMYECKON TOMOLIY OOIIETro OTENA.



13.2.7. B 3aBUCUMOCTH OT CpPOKOB XpaHEHUsI MPOU3BOIUTCS IOJHOE WU
gacTuuHoe odopmieHue aen. llomHomy odopmileHHIO MOJIeKaT —Jena
MOCTOSTHHOTO, BpeMeHHoro (cBbime 10 5eT) cpokoB XpaHEHHsS] M MO JHUYHOMY
cocraBy. [lonHoe odopmienue nena npegycMaTpuBaeT: 0pOPMIICHHE PEKBU3UTOB
00JIOXKKH Jeiia 1o ycTaHoBlieHHOW (opme (mpunoxkerne Ne 13); Hymeparuio
JUCTOB B JIeJie; COCTaBIICHUE JIMCTa-3aBeputens nena (nmpuwioxenune Ne 14);
COCTaBJICHHE B HEOOXOAMMBIX CIIy4asX BHYTPEHHEW OIMUCH JOKYMEHTOB Jelia
(mpunoxxenne Ne 15); mommmBKY W TEpeIUieT Jeiia; BHECEHHE HEOOXOIMMBIX
YTOYHEHHUI B PEKBU3UTHI OOJI0KKH Jea.

13.2.8. OGnoxka fena MmocTostHHOro, BpeMeHHoro (cBaimie 10 ser) cpokoB
XpaHEHUs U 110 JINYHOMY COCTaBy 0(OpMIISIETCS TI0 YCTaHOBJIEHHOHN (opMe.

PexkBu3uTHI, IPOCTaBIIsIEMbIE Ha 00J10kKKe aena,
opopmisiroTcst  cnenyromuM  oOpazoMm:  «AnMUHHCTpanus —— AKCalCKOro
TOPOJICKOTO TMOCEIEHUSD — YKa3bIBA€TCS IOJHOCTHIO B UMEHUTEIBHOM MaJEikKe;
«HaMEHOBAaHHE CTPYKTYPHOTO TMOAPA3/EICHUs — 3aMUCHIBACTCS HAMMEHOBAaHUE
CTPYKTYpPHOTO  TOJpa3jielieHus AJMUHUCTpauuH  AKCalCKOTO  TOpPOACKOIO
MOCETICHUSI B COOTBETCTBHM C YTBEPIKACHHON CTPYKTYpOW; «HHIEKC Jena» —
npocraBigercss  1UppoBoe  0003HAYEHWE Jena MO0 HOMEHKJIAType  Jell
AnMuHUCTpanuu  AKCaHCKOrO TOPOJCKOTO TIOCEJIEHMS; «3arojIoOBOK Jeja»
IIEPEHOCUTCA W3 HOMEHKIIATYPBI A€l AJIMHUHUCTPAUUH AKCAaWCKOTO TOPOJCKOIO
IIOCEJICHU], COTJIACOBAHHOM € 3KCIEPTHOM MPOBEPOYHON KOMHUCCHEW KOMHUTETA IO
YIPaBICHUIO apXUBHBIM J1e710M PocToBCKOM 00nacTh; «aaTta Aena» — yKa3blBaeTCs
rof; (roJpl) 3aBeJICHUS] 1 OKOHYAHUS JIeNa B JIJIONPOU3BOCTBE.

JlaTtoit nien, coepkaliux pacnopsIuTENbHYI0 TOKYMEHTAIMIO, @ TAKXE I
JIeJl, COCTOSIIMX M3 HECKOJbKHUX TOMOB (YacTei), SIBIAIOTCS KpallHUE JaThl
JOKYMEHTOB JIeJ1a, TO €CTh JaThl (YMCII0, MECSL], TOJ) PErUCTpauu (COCTABICHUS)
CaMoro paHHEro M camoro Mo3JHEro JOKYMEHTOB, BKIIOUEHHBIX B ei0. [Ipu aTom
YUCJIO U roJl 00O3Ha4aroTCsd apaOCKUMH IUpamMu, Ha3BaHUE MeCALA MHUIIETCS
CJIOBAMH.

B memsix oOecmeueHuss COXpAaHHOCTM WM 3aKpeIUICHHWs] — MOPsIKa
pacMoJI0XKEeHUs] JOKYMEHTOB, BKIIFOUEHHBIX B JIENIO, BCE €ro JIUCTHI, KPOME JIHCTA
3aBEpUTEIIS U BHYTPEHHEH OMUCH, HYMEPYIOTCS.

JIMCTHI A€M, COCTOSIIUX W3 HECKOJIBKUX TOMOB WM YacTe, HyMEpyITCs
M0 KaXJ0MYy TOMY (4acTu) OTIETBHO.

dororpapum, UepTekU, AUarpaMmbl U JIpyrue WUIIOCTPUPOBAHHbBIE
U crielpUuecKue JOKYMEHThI, MPECTABIIAIONINE CAMOCTOSITENbHBIN JIUCT B JIETIE,
HYMEpPYIOTCsI Ha 000POTHOW CTOPOHE B JIEBOM BEPXHEM YTIIy.

[lonmmTeie B €0 KOHBEPTHl C BJIIOXKEHUSIMH HYMEPYIOTCS: CHayaia
KOHBEPT, a 3aT€M OUYEPETHBIM HOMEPOM KaKJ10€ BIIOKEHHUE B KOHBEPT.

[locne 3aBepiieHUs HyMepaluu JIMCTOB COCTaBJISIETCS 3aBEpUTENIbHAs
HAAMHUCh, KOTOpasi pacrojaracTcsi B KOHIE Jeja. 3aBepuTelbHas HaAMUCh
COCTaBIISICTCSl B JIeJie Ha OTICIBHOM JIMCTE-3aBepuTeNe naena. B 3aBepurenbHOU
HAAMUCH ITU(paMH U MTPOIMCHIO0 YKA3hIBAIOTCS KOJMYECTBO JIMCTOB B TAHHOM JIEJe,
OCOOEHHOCTH OTHAENBHBIX JOKYMEHTOB (d4epTexu, (pororpaduu, puCyHKH U TOMY
nog00HOe).



3aBepuTeNibHas HAAMNKUCh MOAMKUCHIBAETCS €€ COCTABUTENEM C YKa3aHUEM
pacmupOBKH TMOAMKCH, JTODKHOCTA W JIaThl cOcTaBlieHHs. Kolmn4uecTBoO NHCTOB
B JIeJie TPOCTABISIETCS HA OOJIOKKE Jella B COOTBETCTBHH C 3aBEPUTEIBHOU
HAJITHUCHIO.

PexkBusutr «Cpok XpaHeHHUs JeNla» TMEepeHOCUTCS Ha OOJIOKKY Jena
U3 COOTBETCTBYIOLIEH HOMEHKJIATYPHI AEJI IIOCJE CBEPKU €r0 CO CPOKOM XPaHEHU,
yKa3aHHBIM B TIEPEYHE THIIOBBIX YIPABICHUYECKUX AapPXUBHBIX JOKYMEHTOB,
oOpa3yloluxcsi B Ipolecce JIeATeIbHOCTH TOCYAapCTBEHHBIX OPraHOB, OPTraHOB
MECTHOTO CaMOYIIPABJICHUS U OpraHU3aIINA, C YKa3aHUEM CPOKOB XpPaHECHHUS.

Ha nenax mocToOSHHOTO XpaHEHUs MUIIETCS: «XPAHUTh MTOCTOSTHHOY.

ApxuBHblli mdp aena (Homepa ¢doHIA, ONMUCH, JiesIa) Ha OOJIOKKaX e
MOCTOSIHHOTO XpaHEHHUsl MPOCTaBIIACTCS B apXvMBe AJIMUHHUCTpPALMU YEPHHUIIAMU
TOJIbKO TIOCJI€ BKJIIOUEHHUS JTHX JIeJ1 B TOJOBBIC pa3lielbl CBOJHBIX OIMCEM,
YTBEPKJIEHHBIX 9KCIIEPTHO-TIPOBEPOYHON KOMHUCCHEH.

Ha 06mokkax eia mOoCTOSSHHOTO XpaHEeHHs MPeyCMaTPUBACTCS MECTO IS
HAaWMCHOBAHHUS apXHMBa, B KOTOPHIN OYIyT MepeaaBaThCs Jea.

[To okoHYaHWM TroAa B HAAMWCH Ha OOJOKKAX JAENI TOCTOSHHOTO W
BpemeHHoro (cBeimie 10 7er) XpaHeHHs BHOCATCS  YTOYHEHHUS: TIpU
HECOOTBETCTBUM 3arojlOBKa J€Jd Ha OOJIOKKE COJIEpKaHUI0 MOAIIMTHIX
JIOKyMEHTOB B 3ar0JIOBOK JIEJIa BHOCSTCSI H3MEHECHUS U JIOTIOJTHEHUS.

13.2.9. /Ins ydera MOKYMEHTOB OMPEIEICHHBIX KAaTErOpUMl MOCTOSHHOTO
u BpeMeHHOTO (cBbime 10 7eT) CpOKOB XpaHEHHs, YYeT KOTOPBIX BBI3bIBACTCS
crenuUKoi JaHHOW TOKyMeHTanuu (0co00 IEHHbIE, TUYHBIC Jejia U TaK Jajee),
COCTAaBJISIETCS] BHYTPEHHSS OMUCH JJOKYMEHTOB JIeTia.

BHyTpeHHsIT onmuch JOKYMEHTOB Jiella COCTaBJISIETCS Takke Ha Jera
MOCTOSIHHOTO W BpeMeHHOro (cBbimie 10 JieT) CpOKOB XpaHEHWs, €CIU OHHU
chOpMHUpPOBAaHBI 1O PAa3HOBUAHOCTAM JOKYMEHTOB, 3arojOBKM  KOTOPBIX
HE PACKPBIBAIOT KOHKPETHOTO COJIEP KaHMS TOKYMEHTOB.

BHYTpeHHSS ONMCh COCTaBIIIETCS Ha OTACIBLHOM JIMCTE MO YCTaHOBJICHHOM
dbopme, KOTOpasi COACPKUT CBEICHUS O MOPSIKOBBIX HOMEPAX JOKYMEHTOB JCIa,
UX MHIEKCaX, JaTaX, 3arojoBKax W HOMepax JHCTOB Jella, Ha KOTOPBIX
PAaCIOJIOKEH KaxIbld NOKyMEHT. K BHYTpEHHEH OMMCH COCTaBJISIETCS MUTOrOBas
3aIKCh, B KOTOPOH YKa3bIBAIOTCS ITU(PaMHU U TIPOIMHUCHIO KOJTUIECTBO BKIIOUYESHHBIX
B HEE JJOKYMEHTOB M KOJIMYECTBO JINCTOB BHYTPEHHEH OIMUCH.

BHyTpeHHsIE OMMCh JTOKYMEHTOB Jiella TOJINUCHIBACTCS COCTaBUTEIEM
C YKa3aHHeM paciu(PpOBKH MOAMUCH, JOJKHOCTH U JIaThl COCTaBJICHUS OIMCH.
Ecnmu npemo yxke meperieTeHO W TOMAIIMTO, TO 3aBEpEHHAas COCTAaBUTEIEM
BHYTPEHHSIS ONKUCHh JOKYMEHTOB Jiefla TOJIKJIIEUBAeTCs 3a BEPXHUU Kpah K
BHYTPEHHEH CTOPOHE JTUIEBOM OOJIOKKH Jena.

13.2.10. JlIokyMeHTBI, COCTABJSIONIME JEJ0, MOMAINIMBAIOTCS Ha 4YEeThIpe
MPOKOJIa B TBEPAYIO OOJOXKKY M3 KApTOHA WM TNEPerieTaloTcsl € y4eTOM
BO3MOXKHOTO CBOOOJIHOTO UTEHUSI TEKCTa BCEeX NOKyMeHTOB. [Ipu moaroroBke gen
K MOIIMBKE (MEpEIUieTy) MeTAINTIMYECKUEe CKperieHus (0ylaBKu, CKPENKH, CKOOBI)
U3 JOKYMEHTOB YJQJISFOTCSI.



Jena BpemenHoro (10 10 jeT BKIIOYUTENIBHO) CPOKA XpaHEHUS TOITYCKaeTCs
XpaHUTh B CKOPOCIIUBATENSAX, HE MPOBOAUTH MEPECUCTEMATH3AIUIO JTOKYMEHTOB
B JIeJie, JINCTHI JieNia He HyMEpOBaTh, 3aBEPUTEIbHBIE HA/IITUCU HE COCTABIISTh.

13.3. Opranuzaiys OrnepaTuBHOTO XpaHEHUS TOKYMEHTOB.

13.3.1. C momeHTa 3aBelIeHUs U J0 Mepeaavyn B apXuB AKCaCKOTO paiioHa
XPaHATCS TI0 MECTY UX (popMUpOBaHUSI.

13.3.2. PykoBoguTenu CTPYKTYpPHBIX MOApa3IeiICHU AIMHUHHCTpAIUH
AKCaiiCKOTO TOPOJICKOTO TIOCETICHHs] © pabOTHUKH, OTBETCTBEHHBIC 32
JICJIONPOU3BOICTBO, 00SI3aHBI 00ECTICUNBATh COXPAHHOCTh JIOKYMEHTOB U JEII.

13.3.3. llena, Haxoxasmecs B pabOYMX KOMHATax M CIEIUAILHO
OTBEJICHHBIX JUISI ATOW IIENM IOMEIICHHUSAX, pPACIONaraloTCs B BEPTHKAIBHOM
MIOJIO’KEHUHU KOPEITKaMU HapyxKy.

B 1mensax TOBBINIEHUS OMEPAaTUBHOTO IMOWCKAa JOKYMEHTOB  JIena
pacronaraloTcs B COOTBETCTBUM ¢ HOMEHKJIATypoul aen. HomeHkmarypa men wim
BBIMNKCKA U3 HEee MOMEIaeTCsl Ha BHYTPEHHEH CTOpoHe mIkada.

Ha xopemkax oOJOXEK Jel YKa3bIBAlOTCA HMHIEKCHI TI0 HOMEHKIATYpe
Y 3aTOJIOBKH JIEJI.

14. Tlopsnok nepenayu JOKYMEHTOB Ha XpaHEHHUE B ApXUB

JIokyMeHTbl ~ AAMUHHCTpaUUM  AKCAWCKOrO TOpPOJCKOTO  IOCEJIEHUS
SBJIIOTCSL €€ COOCTBEHHOCTBIO U TOCJI€ MPOBEICHUS IKCIEPTU3bI UX LIEHHOCTH B
nopsake, yctaHoBjaeHHOM DenepanbHbIM 3akoHOM OoT 22.10.2004 Ne 125-®3 «O6
apxuBHOM jene B Poccuiickoit ®eneparum», mociie S JIET BEJOMCTBEHHOTO
XpaHEHHUsI, TO/JIekKAT O005S3aTeNbHON Iepejaye Ha MYHHUIMNAIbHOE XpaHEHUE
B apxuB AKcalcKoro paiioHa Kak dacTth apxuBHoro ¢ounaa Poccuiickoi
denepanum.

14.1. DkcnepTU3a HIEHHOCTH TOKYMEHTOB.

B xone »skcnepTusbl MOPOBOJUTCS OTOOpP JTOKYMEHTOB JUIsl XpaHEHUs
Y YHUYTOXKCHUS.

14.1.1. DkcnepTu3a UEHHOCTH JOKYMEHTOB MPOBOAMTCS: MPU COCTABIICHUU
HOMEHKJIATyphl JieJl, B mpoliecce (GopMHUpoBaHUs A€ W TPU TMOJATOTOBKE AE
JUJIS TIEpeiavyu B apXUB AKCalCKOr0 TOPOACKOTO MOCEIICHUS.

141.2. lns  opraHu3auid W  TPOBEACHHUS  DKCIEPTU3bl  IIEHHOCTHU
JIOKyMEHTOB, 0TOOpa WX Ha XpaHEHHUE B apXUB AKCaWCKOTO TOPOJCKOTO MOCEICHUS
CO3/1a€TCsl KCIIEPTHAs KOMHUCCHSL.

DKcrnepTHasi KOMUCCUS CO3aeTCs U3 YKciia Hanboee KBaTu(PUIIMPOBaHHBIX
pabOTHUKOB B KOJIMUYECTBE HE MEHEE ISITH YEJIOBEK.

[Ipencenarenem KOMHCCUU Ha3HavyaeTcs 3aMECTUTEIb I'naBe1
AJIMUHUCTpaU AKCaliCKOTO FTOPOJCKOTO MOCENIEHUS M0 COI[UAIbHBIM BOIIPOCAM..

14.1.3. 3agaun, QyHKIIMU U TIpaBa HKCIEPTHON KOMUCCUU AJMUHUCTpALUU
AKCalCKOro ropoACKOTO MOCEICHUS ONMPEAEISIIOTCS MOJI0KEHUEM 00 IKCIEPTHOM
KOMHCCHH, KOTOpPO€ pa3padaThiBaeTCs Ha OCHOBAaHWU MPUMEPHOTO TOJIOKEHUS,
COTJIACOBBIBACTCSI C apXMBOM AKCAWCKOro pailoHa, COTPYAHUK KOTOPOTO, SIBJISISICh
YJICHOM DKCIIEPTHO-TIPOBEPOUYHON KOMUCCUM KOMUTETA MO YIIPABICHUIO apXUBHBIM



nenom PoctoBckoit obnactu (manee — OIIK), HageneH COOTBETCTBYIOIIMMU
MTOJTHOMOYHSIMH.

[Tonoxxenne 00 OKCHEPTHONW KOMHCCHH W €€ COCTaB yTBEPXKIAIOTCS
MIOCTAaHOBJICHUEM AJIMHUHHUCTPAaUUUA AKCAlCKOIO FTOPOJICKOrO MOCEIEHUS.

OKcmepTHasT KOMHCCHS —paccMaTpuBaeT M MPUHUMAET pEUICHHS O
COIJIaCOBaHUMU:

omuced JeN TMOCTOSHHOTO XpaHEHHs YIPaBICHYECKOM M HHBIX BHJIOB
JIOKyMEHTAIUU;

nepeyHss  MPOEKTOB/OOBEKTOB,  MpoOjeM/TeM,  Hay4YHO-TeXHHUYeCKas
JIOKyMEHTAIUS TI0 KOTOPBIM IMOJUISKHUT Mepeiaue Ha MOCTOSTHHOE XPaHEHHUE,

OMHCEeH J1e IO TUYHOMY COCTaBYy;

onmcel nea BpeMeHHbIX (cBbimie 10 j1eT) CpoKoB XpaHEHUS;

HOMEHKJIATYphI 1e71 AAMUHUCTPALINH;

aKTOB O BBIJICJICHUH K YHUYTOXKEHHUIO JOKYMEHTOB, HE MOJICKAIIUX
XpaHEHHUIO;

aKTOB 00 yTpaTe JOKYMEHTOB;

aKTOB O HEHCTIPABUMOM TIOBPEKICHUHN apXHUBHBIX JIOKYMCHTOB;

NpeUIo)KeHU! 00  YyCTaHOBJIEHUM (M3MEHEHHMHM) CpPOKOB  XpaHEHUS
JIOKyMEHTOB, HE MPEIyCMOTPEHHBIX (TIPEIYCMOTPECHHBIX) TMEPEUYHSIMH THITOBBIX
apXUBHBIX JTOKYMEHTOB, C YKa3aHUEM CPOKOB MX XpaHEHHUS |

POEKTOB HOPMATUBHBIX AaKTOB AJIMUHHUCTpPAIlMU M  METOJAMYECKHX
JIOKYyMEHTOB AJIMUHUCTPALIUHU T10 JACJIONPOU3BOJICTBY U apXUBHOMY JCITY.

14.1.4. DxcniepTu3a 1EHHOCTH JOKYMEHTOB [IOJDKHA OCYIIECTBIISITHCS
10 3aBEPIIECHUH JIETONPOU3BOJCTBEHHOTO rO/1a.

14.1.5. Tlpu MIPOBEACHUU AKCTIEPTU3bI LEHHOCTH JOKYMEHTOB
OCYILECTBISIOTCA OTOOP JOKYMEHTOB IOCTOSIHHOIO XpaHEHUs M IO JUYHOMY
COCTaBY, BBIJICJICHHE K YHHUYTOXKCHUIO ApPXUBHBIX JOKYMEHTOB W JI€J, CPOKHU
XpaHEHUs! KOTOPBIX MUCTEKJIH, MIPH STOM OJHOBPEMEHHO MPOBEPSIOTCS KaueCTBO H
MOJIHOTA JICMCTBYIOIIEH HOMEHKJIATYPbl Jel, COOJIIOJIEHUE YCTaHOBJIEHHOIO
nopsizika opopmiIeHHs! JOKYMEHTOB U (DOPMUPOBAHHMS JIETT.

14.1.6. OT60p MOKYMEHTOB TPOBOJWTCS HAa OCHOBAHMM  TICPEUHS
JOKYMEHTOB  C YKa3aHHEM CpPOKOB XpaHEHMS W  HOMEHKJIATypbl  JIedl.
He nomyckaetcst oT00p JOKYMEHTOB JJIsl XpAaHEHUS U BBIACIICHUS K YHHUTOKEHHUIO
TOJIbKO HAa OCHOBaHHUH 3ar0JIOBKOB JIEJI.

[Ipy mONKMCTHOM MPOCMOTpPE JeN TOCTOSHHOTO XpaHEeHMs MOojJexar
U3BATUIO J1yOJIETHBIE SK3EMIULSIPhl JOKYMEHTOB, UYE€pPHOBHUKH, HEO()OpPMIIEHHBIE
KOIIUM JIOKYMEHTOB U JOKYMEHTBI BpEMEHHOI'0 CpOKa XpaHeHus. Jlena ¢ moMeTkon
OIIK (3kcnepTHO-IIPOBEpPOYHAsi KOMMCCHS) MOJBEPraloTCs TaKXKE IMOJIUCTHOMY
IPOCMOTPY C LIENBIO ONpPEAENICHUs] UCTOPUYECKON LEHHOCTU U BBIIEICHUS UX U3
COCTaBa JOKYMEHTOB, MOJIKAIIUX TOCTOSHHOMY CPOKY XpaHEHHIO.

14.1.7. Onricu  1en  COCTaBJSIIOTCA B CTPYKTYPHBIX — MOAPA3ACIICHUSX
AnmuHHCTpanuu AKCalCKOro TOPOACKOrO MOCEJICHUS.

Onucu COCTaBISIIOTCS OTAEIBHO Ha Jella TOCTOSHHOIO XpaHEHHUs; Jena
BpeMeHHbIX (cBbiie 10 J€T) cpokoB XpaHeHMs; Jena MO JUYHOMY COCTaBy.
OTnenbHBICE OIMUCH COCTABIAIOTCS HA ©OUHHIIBI  XPAHEHUS JIIEKTPOHHBIX



JIOKYMEHTOB TIOCTOSIHHOTO XpaHeHusi; BpeMeHHbIX (cBbimie 10 ner) cpokos
XPaHEHMs], 10 TUYHOMY COCTaBY.

[To 3TMM onuCcAM JOKYMEHTHI IOCTOSIHHOTO CPOKa XPAHEHMsI MEPEJatoTCs B
apXuB AKCalCKOro paioHa.

Ha nena BpemeHHBIX cpokoB xpaHeHUs (10 10 neT BKIFOUUTENTHHO) OMUCH
HE COCTABJISIIOTCS, U B apXUB TAKHUE JIeJIa HE TIEPEIatoTCsl.

IIppu  cocraBieHMH  ONMCH  J€1  CTPYKTYPHOTO  MOJpa3JeieHHs
AJIMUHHCTpAUU AKCaAlCKOrO TOPOJACKOTO MOCEIICHUS COOMIOAAIOTCS CIEAYIOIINe
TpeOOBaHMUS:

3aroJIOBKM JIeJ BHOCSITCS. B ONUCh B COOTBETCTBHM C NPHUHSTONW CXEMOU
CUCTEMaTHU3AIIMH JIe]], 3aKPEIJICHHOM B HOMEHKJIAType JIel;

Ka)XJI0€ J1eJI0 BHOCUTCS B OIKCh IOJ] CAMOCTOSITEIBHBIM MOPSAKOBBIM
HOMEPOM (€CJIM JIeTI0 COCTOUT U3 HECKOJIIBKUX TOMOB WUJIM YacTed, TO KaxIblid TOM
WJIM YaCTh BHOCATCS B OIKCH 0] CAMOCTOSITEIbHBIM HOMEPOM);

MOPSIIOK HyMEpAaIUK /1€l B OIIMCH — BAJIOBBII;

rpadbl OMKMCH 3alOJHSAIOTCS B TOYHOM COOTBETCTBUM C TEMHU CBEIACHHUSIMH,
KOTOPbIE BEIHECEHBI HAa O0JIOXKKY JIENa;

IIpM BHECEHWU B OMNHUCh NOJAPSAA A€l (TOMOB, YacTeil) ¢ OJAMHAKOBBIMHU
3aroJIOBKaMu 3aroJioBKM BceX Jed (TOMOB, 4YacTed) NUIIYTCA IOJHOCTHIO;
IIPY BHECEHUU B OIUCh MOCIIEHETO 3aroyioBka gooasisercs cinoBo «llocnennuiiy;

rpada onucu «lIpumedanus» HCHONIB3YyeTCA I OTMETOK O MpUEME JIel,
00 OCOOEHHOCTSIX WX (PU3UYECKOTO COCTOSIHUA, O Tepenade Jaen JIpyruMm
CTPYKTYPHBIM MOJIPA3/ICIICHUSIM CO CCBUIKOUN Ha aKT, O HAJTUYUU KOIUM U JIPYTOE.

Onuce gen  CTPYKTYpHOTO — MOJPAa3fENeHHUs COCTaBIsIeTCd B JBYX
IK3EMIUIIpax Ha OyMa)KHOM HOCHTENE, OJUH M3 KOTOPBIX IEPENacTCsl BMECTE C
JeJaMd B apXxuB AKCaHCKOro paloHa, a BTOPOM OCTaeTcsi B KayecTBE
KOHTPOJIBHOTO 3K3eMIUIIpa B CTPYKTYpHOM moApasaeiieHnd. Onucu Aaen
CTPYKTYPHBIX NOJpa3/eJeHUI MPEICTaBISAIOTCS B apXUB AKCAalCKOro rOpOACKOTO
MOCEJICHHUsI HE paHee YeM uYepe3 OJUH TOoJl, U HE MO3/Hee, YeM uepe3 TpU rojaa
MOCJIe 3aBEepILIEHUs Jell B AeJonpousBoacTBe. Omnucu Jen  CTPYKTYPHBIX
NOJIpa3/IeNICHUN SBIISIIOTCSL OCHOBOM JJIi COCTABJICHHMSI CBOJIHBIX OINUCEH Jel
AnMuHUCTpanuyu AKCalCKOTO TOPOACKOTO MOCEICHHUS.

CBogHast onuch Aen AIMUHHUCTpaUUH AKCANCKOTO TOPOJCKOTO IMOCEICHUS
MOCTOSTHHOTO XpaHEHMsI COCTaBJSIETCSl MO YCTAaHOBJIIEHHOW (opme B YeThIpex
DK3EMIUISIPAX M MPEIACTABISAETCS HA COIVIACOBAHME HKCIIEPTHOM KOMHUCCUU
AJIMUHUCTpallMd M HAMNpAaBISIETC HA YTBEPKICHHUE HKCHEPTHO-IPOBEPOYHOM
KOMHCCUM KOMHUTETa IO YIMPAaBICHUIO apXWBHBIM JeioM PocToBCckoil obnactu
(mpunosxernst Ne Ne 17, 18).

Onucek 1en no JMYHOMY COCTaBy AJIMUHUCTPALMN AKCaliCKOTO TOPOACKOIO
IIOCEJICHHSI COCTABIISIETCA B IBYX 3K3EMIUIIPAX U NPEICTABIIACTCA HA COINIACOBAHUE
HKCIIEPTHON KOMHUCCUU AJIMHHHUCTPALMU M HIKCIEPTHO-TIPOBEPOYHON KOMHUCCUU
KOMUTETA 0 YIPABJICHUIO apXUBHBIM J1eJIoM POCTOBCKOM 00s1acTh (MPUIIOKEHUS
Ne Ne 17, 19).

14.1.8. OTO6Op [OKYMEHTOB K YHUYTOXXEHHUIO C HCTEKIIMMH CpPOKaMU
XpaHEHHs] TPOBOJUTCA TIOCJIE COCTaBJIEHUS ONHUCH JeJl MOCTOSHHOIO CpOKa
XpaHEeHHUs.



14.1.9. AKT O BBIICICHUM K YHUUYTOKEHHUIO apXMBHBIX JIOKYMEHTOB,
HE NOJJIeKAIINX XPAHEHUIO, COCTABJISIETCS, KaK IMpaBWIO, HAa Bce JeIa
AnMuHHCTpauuu AKCaCKOTO TOPOJCKOrO IOCEIEHUS C HMCTEKIIMMHU CPOKAMH
xpanenus (npunoxenue Ne 20).

Jlena BKJIIOYAIOTCS B aKT O BBIJIEICHUU K YHUUTOXKEHHUIO JIOKYMEHTOB,
HE NOJJIeKAIINX XPAHCHHUIO, €CIIH IMPEIYCMOTPEHHBIM 1 HUX CPOK XpaHEHUs
uctek K 1 sHBaps roma, B KOTOPOM COCTaBJE€H akT (HalpuMep, 3aKOHUYEHHBIE B
2015 rony nmena ¢ 3-JE€THUM CPOKOM XpaHEHHS MOTYT OBITh BKJIOYEHBI B akKT,
KOTOPBIN OyzeT coctaBiieH He panee 1 suBaps 2019 1.).

[locne ucteueHust CpOKOB, YCTAHOBJICHHBIX ISl XPAHEHUS DJICKTPOHHBIX €T
(9MEKTPOHHBIX JOKYMEHTOB), Ha OCHOBAaHMU aKTa O BBIIEICHUU K YHUYTOXKEHUIO
JIOKYMEHTOB DJIEKTPOHHBIE JOKYMEHTBI MOJUIeKAT YHUUYTOXKECHHUIO (IIPUIIOKEHHUE
Ne 21).

YHUYTOXKEHHUE  DJEKTPOHHBIX  JIed  (DIEKTPOHHBIX  JOKYMEHTOB)
IPOU3BOAUTCS MHUHUCTEPCTBOM  HMH(POPMAIMOHHBIX TEXHOJIOTHA U  CBS3U
PocToBckoit o0nacTu.

14.1.10. Ilpm mepBHYHOM TPEACTABICHUM OMHCEH B KOMHTET IIO
VOPaBJIECHUIO AapXUBHBIM JeI0oM PocToBckoi o0jacTh, a TakXke B CBSA3U C
U3MEHEHUEM  CTPYKTYpbl U HAUMEHOBAHMS  MOAPA3ACICHUNA  COCTABIISIIOTCSA
UCTOpUYECKAsl CIpaBKa K apXuBHOMY (OHIY AJMHHUCTpalUd AKCaHCKOIro
TOPOJICKOTO MOCETIEHUS Y IPEANUCIOBUS K HAM.

14.2. TlogrotoBka W mepenaya JOKYMEHTOB B apXWB AJIMHUHHCTpAIUU
AKCaliCKOTO  TOpPOJCKOrO  TOCEJIEHHs] IMPOBOJUTCS  OOIIMM  OTHEIOM H
OTBETCTBEHHBIMM 3a JEJIONPOU3BOACTBO B CTPYKTYPHBIX IOAPA3ACICHUAX
AJIMUHHUCTpAaIUH.

14.2.1. B apxuB AKCaiCKOTO TOpPOJCKOTO TOCEJIICHUsI TEepenaroTcs ela
C UCTIOJIHEHHBIMH JIOKYMEHTAMU IOCTOSIHHOT0, BpeMeHHoro (cBbime 10 ner)
cpokoB xpaHenus, ¢ momerkoi JIIK, OK m nmo nuynomy cocraBy. Mx mepenada
MPOU3BOJIUTCS TOJILKO 110 CIATOYHBIM OMUCSIM el (TpritoskeHue Ne 22).

14.2.2. Bce BbISBICHHBIE TIPH TPOBEPKE HEAOCTATKA B (HOPMUPOBAHHH U
oopmieHnu es pabOTHUKH CTPYKTYPHBIX MOJAPA3AEICHU 0053aHbl YyCTPAHUTb.

14.2.3. Tlpuem Kaxaoro naena TPOU3BOAUTCS pPAaOOTHUKOM apXHBa
AKCaliCKOro TOpOJCKOT0 TOCEJIEHUS B MPUCYTCTBUU PaOOTHUKA CTPYKTYPHOIO
nojpaseneHuss AIMUHACTpauuu AKCaiiCKOro ropojackoro nocenenus. IIpu atom
Ha OOOMX HK3EMIUISIpaxX ONHUCH MPOTUB KAXKIOTO Jejia, BKIIOUEHHOTO B HEe,
JienaeTcsl OTMETKa O HAJMYMM JieJla. B KOHIlE KaXJ0ro 3K3eMIUIIpa OIHCH
YKa3bIBAIOTCA LHU(paMu U MPOIMUCHI0 KOJUYECTBO (PAKTUUECKH HPUHATHIX €,
JaTa IMpueMa-iepefadd Jesl, a TakkKe MOANNCH COTPYAHHMKA YIpaBICHUS
JIOKYMEHTAIlMOHHOTO 00ECIIeUeHus U JIMLA, epeAaBIIero JAena.

Bmecte ¢ ngenamMum B apXMB IIE€PEAAIOTCS  PETUCTPALMOHHBIE  KapThbl
Ha JOKYMEHTbl WJIM MpOTPpaMMHBIE CpeAcTBa W 0a3bl JIaHHBIX, COJEpKalllue
MHOpPMAIIMI0O O PErucTpalid M UCIOJHEHUHM TEpPeIaBacMbIX JIOKYMEHTOB.
3aroyoBOK KaxJA0W KapTOTEKU MU 0a3bl JTAHHBIX BKIKOYAETCS B OMKCH.

14.3. ApxuB AAMUHHUCTpaUU AKCalCKOTO TOPOACKOTO MOCEICHUS.

Jlns XxpaHeHus: TOKyMeHTOB apxuBHOro (oHnaa Poccuiickoit Denepanuu u
JOKyMEHTOB BpeMeHHOro (cBbime 10 15er) cpoka XpaHEHHs, HMMEIOLIUX



MIPAKTUYECKOE 3HAYECHHUE, a TAKKE JOKYMEHTOB II0 JUYHOMY COCTaBYy, UX y4eTa,
UCIIOJIb30BaHusl, 0TOOpa M MOATOTOBKH K Mepeaade Ha MyHUIUNAIbHOE XpaHEHHE
oOpa3oBaH apXxuB AJIMUHUCTpAINA AKCAHCKOTO TOPOJACKOTO TTOCEIICHHS.

14.3.1. ®yHKIMOHANBHYIO  JIEATEIBHOCTh OTBETCTBEHHOTO 33  apXWB
AnMUHHCTpauu AKCaCKOTO TOPOJCKOIO MOCENEHHUS OCYILIECTBIISIET CHELUAIUCT
obmiero otaena. B memsx aBToMaTH3alMi apXUBHOTO XPAaHEHHUS JTOKYMEHTOB
npuMeHsiercss cucrtema «ApxuBHoe neno». llopsmoxk paGoTel B cucreme
«ApXUBHOE JI€TI0» OMPEIESAETCS COOTBETCTBYIOIIEH WHCTPYKIMEH Il paOoThI
II0JIb30BATEIIEH.

14.3.2. B cBoeli mpakTUYeCKOW ACATETbHOCTH CHEIUATUCT OOIIEro oTaena,
OTBETCTBEHHBIN 3a apXUB AJMUHUCTPAINH AKCAalCKOTO FOPOJCKOr0 MOCEJICHHUS, B
paboTe ¢ JOKYMEHTaMH PYKOBOJCTBYETCS JEHCTBYIOLIUM 3aKOHOJATEIHCTBOM,
METOOUYECKUMHU yKazaHusiMu DenepaibHOr0 apxXuMBHOro areHTcrBa Poccuw,
KOMUTETa 110 YOPaBICHUIO AapXUBHBIM JeioM PocTtoBckoil oOnactu U
[ocynapctBennoro apxuBa PoctoBckoit ob6nactu, Ilomokenuem o0 apxuBe
AnvmuHucTpanmr  AKCaliCKOro  TOPOJACKOro  moceneHus,  PermamMeHTOM
AnvuHuCTpanun AKCaliCKOrO0 TOPOJCKOTO ITOCENEHUs, HOMEHKJIATypou [edl,
KJIaCCU(UKATOPOM CTPYKTYPHBIX MOApPA3AEICHUNA AJIMUHUCTpAIIUU AKCalCKOTo p
TOPOJICKOTO TOCeNieHus, Hacrosmel MHcTpykuue u IpyruMu HEOOXOAMMBIMU
JUISL €70 JIESITEIbBHOCTU JOKYMEHTAMH.

14.3.3. [lena ¢ UCMOJIHEHHBIMU JOKYMEHTAMH IMOCTOSIHHOTO U BPEMEHHOTO
(cBbimie 10 5eT) CpOKOB XpaHEHHUs MEPEIUICTAIOTCs, HyMEpYIOTCs, NepelarTcs
B apXUB AJIMMHHMCTpPAalUUUA AKCACKOTO TOPOJCKOIO ITOCEJICHMS IOCIE HCTEUEHUS
OJHOTO TIOJa CpOKa HUX XpaHEHUS W UCIOJB30BAaHUS B CTPYKTypPHOM
NOJIpa3/ICICHUN.

14.3.4. Jlena BpeMEHHOTO CpoKa XpaHEeHHUs (70 S JIeT) mepefadye B apXuB
AnMuHHCTpanuu AKCaiiCKOTO TOPOJICKOTO ITOCETIEHUS HE TIOJIEXKAT.

14.3.5. CTpyKTypHBIMU  TIOJpa3fefieHUsIMU  Tiepeaya Jel B  apXHB
AnMuHUCTpauu AKCaliCKOTO TOPOACKOTO MOCEIEHUS OCYIIECTBISIETCS €KETOAHO.

143.6. B cinydae JIMKBUAAIMA  CTPYKTYpHOTO  TOApA3/ICICHUS
AnMuHUCTpanun AKCAalCKOrO0 TOPOJACKOTO TIIOCEJIEHHS JIMIO0, OTBETCTBEHHOE
3a BEICHHE JIEJIONPOM3BOJCTBA, B IMEPUOJ MPOBEACHUS JIMKBHUJIALMOHHBIX
MEpONpUATHA (POPMHUPYET BCE MMEIOIIMECS JOKYMEHTHI B Jiena, opopMisieT Aena
Y IIepelaeT uX B apXuB AJMUHUCTpalMU AKCalCKOro TOpPOACKOTO TMOCEIEHUs
HE3aBUCUMO OT CPOKOB XpaHeHHs. Ilepenaya fen ocymecTBaseTcs Mo OMUCAM AelT
1 HOMEHKJIAType Aen. B cilydae peopraHuzaluy CTPYKTYpPHOTO IOAPAa3IEICHUs
JOKYMEHTBI, COTJIACHO OIUCEN, IEPEAAKOTCS MPABONPEEMHHUKY 110 TOJTHOMOYMSIM.

14.3.7. JlokymMeHTBI, XpaHAIuecs B apxuBe AJIMUHUCTpanu AKCaiCKOTO
TOPOJICKOTO TOCEJIEHUs, BBIAAIOTCS BO BPEMEHHOE I0JIb30BaHHWE PaOOTHUKAM
CTPYKTYPHBIX  TOApa3feiaeHuid AAMUHUCTpaUUH  AKCANCKOTO  TOPOACKOIO
MOCEJICHUSI C pa3pelleHrs] HadyaJbHUKA OOILEero OTAela Mo PaclHuCcKy B JKypHae.
B HeM yka3pIBaloTCS HaMMEHOBAHUE CTPYKTYPHOIO MOApa3/esieHus, UHIEKC Jena,
JaTa ero  BbIJAYM, KOMY JI€J0  BbIAAHO, JaTa €ro  BO3BpalllCHMS,
npeaycMaTpuBatoTcs rpadbl A paCUCOK B MOJIYYEHUH U pUeMe Jena.

Jlena BwIaroTCs Ha cpok He Oonee 3 aHelt. [locnme ucTedeHus yka3aHHOTO
CpOKa JIeJI0 JOJKHO OBITh BO3BPAILEHO HA MECTO €r0 XpPAHEHHS.



CTOpOHHUM OpraHU3alysaM Jieja BbIAAIOTCS HA OCHOBAaHUM HX MHUCbMEHHBIX
3aIPpOCOB C pa3pelIeHUs YIPABIAIOLIETO ACIaMHU.

N3bsTHE NOKYMEHTOB W3 /€]l MOCTOSIHHOTO CPOKAa XpaHEHUs JOIyCKaeTCs
B UCKIIFOUHUTENIBHBIX CIIy4YasX W MPOU3BOJUTCA C pa3pelIeHUs YIPaBJISIOLIErO
JIeJIaMU, ¢ 3aMEHOM B JIeJIe 3aBEPEHHOM KONMEN JOKYMEHTA U MPUII0KEHUEM aAKTa O
NPUYMHAX BBIAAYH MOAJIMHHHKA.

15. KonupoBaibHO-MHOKUTEIbHBIC PAOOTHI

15.1. KonupoBaabHO-MHOKHUTEIbHBIE PAOOTHI.

15.1.1. llenTpann3oBaHHOE KCEPOKOMUPOBAHUE JOKYMEHTOB MPOU3BOIUTCS
B 00111eM OT/IeNIe AMUHUCTpAIN AKCaliCKOTO TOPOJCKOTO MOCEICHHUS.

KcepokonupoBanuio #  THUPaKUPOBAHUIO MOJUIEKAT  JTIOKYMEHTHI U
MaTepuaybl TOJIBKO CIIy)KEOHOTO0 XapakTepa, HEMOCPEICTBEHHO CBSI3aHHBIE C
NEeATEIbHOCTBI0 AIMUHUCTPAIIMU AKCaICKOTrO TOPOJCKOIO MTOCEICHHUS .

N3roToBnenrne HEOOMBITNX IO 00BEMY THUpaked dokymeHToB (mo 10 — 15
CTpAaHUI] KONHWI) OCYIIECTBISIETCS B CTPYKTYPHBIX TMOAPA3JCICHUSIX C
COOJII0/IEHUEM TTPaBWJl, YCTAHOBJIEHHBIX HacTosel NHCTpyKIuen.

15.1.2. HenmoanucanHble wWid  HEHOO(DOPMIIEHHBIE  MaTepuaibl K
Pa3MHOKEHHUIO HE IPUHUMAIOTCA.

Pemennie 0 HeOOXOIUMOCTH Pa3MHOKEHUS TOKYMEHTOB U OOOCHOBAaHHOCTHU
KOJMYECTBA MPOU3BOJMMBIX C HHUX KOINWUWA MPUHUMACTCS PYKOBOJIUTEISIMU
CTPYKTYPHBIX  TOJpa3JiejeHu  AJAMUHUCTpaMK  AKCalWCKOTO  TOPOJICKOTO
HOCEJICHUS.

15.1.3. loxymeHTsl WH(OPMAIMOHHOTO, CIPAaBOYHOTO U METOJUYECKOTO
XapakTepa, 3HAuUTENbHbIE IO 00BEMYy, MacCOBOILO THpaka pPa3MHOXKAIOTCS,
KaK paBWwjIo, Ha O00EHUX CTOPOHAX JIMCTA C yYMEHBIICHUEM TEKCTa WU B BHJIC
opourtop. KonupoBanue mMaTepuaaoB Ha OJHOW CTOPOHE JIUCTa U 0€3 YMEHbIIICHUS
TEKCTa OCYIIECTBISETCS B CIIy4asix JeHCTBUTEIBHOM CITy>KeOHONH HEOOXOIUMOCTH.

15.1.4. TloctynuBLMe s KCEPOKONMMPOBAHUS JOKYMEHTHI JOJKHBI OBITH
YETKO M pa300puYMBO HamedaTaHbl Ha JmcTtax Oymarm ¢opmara He Oomee A3.
Bportopsl 1 CKpeIyIeHHbIE MaTepHualbl MPEABAPUTEIHHO Pa3OpOITIOPOBHIBAIOTCS
Y PaCKPEIUISIFOTCS.

15.1.5. Texauueckoe  OOCIyXKMBaHWE W  PEMOHT  KOIUPOBAJIBHO-
MHOXHUTEIIbHOW TEXHUKH OPTaHU3yeT CiyK0a HHGOPMAIMOHHBIX TEXHOJOTUN
AJIMUHHUCTpaIIUH.

15.2. TupaxxupoBanue JOKyMEHTOB ¢ pacxojom Ooinee 500 muctoB Oymaru
i tupakom Oonee 100 3K3eMIUIAPOB MPOM3BOIUTCS C  pa3pelieHust
YIPABJISIFOIIETO JEITaMH.

Hauvanbpuuk o0miero oraena JI.B.CaBenbeBa



OBPA3EIL]
odopmiteHHs HChMa Ha OllaHKe

N3o6paxenue ['epba
Akcaiickoro paiioHa

AIMHUHHCTPALIUA
AKCalcCKoOro
rOpPOACKOro

nocejaeHus

yi. I'ynaesa, a. 108,
r. Akcaii, PocroBckas o06nacts,346720

E-mail: gp02021@mail.ru

http://www.aksa-gorod.ru

ten./dakc +7 (86350) 5-50-18

Ne

Ha Ne oT

(3arosioBoK (o uem?)

VYBaxkaeMbIii

[Tpunoxxenue Ne 1

K MHCTpYyKIIUY IO T€TTOTPOU3BOJICTBY
B AJIMUHUCTpaluu AKCaiiCKOro
TOPOJCKOTO MOCEJICHUS

MuHucTpy HHPOPMAITMIOHHBIX
TEXHOJIOTUH U CBA3U POCTOBCKOMU
oOJractu

(Pamunus 1.0)

(MMs1, OTUECTBO)

(TeKCT mUchrMa)

[Tpunoxenue: pacyer 3aTpar Ha 2 J1. B 3 3K3.

C yBaxkeHHeM,
['maBa AamMuHHMCTpanuu

Cyxoii Cepreit BuktopoBuu
+7 (86350) 4-29-14

HOJMNUCH N.0. Gamunus


mailto:region@aksayland.ru
http://www.aksayland.ru/
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K MHCTpYyKIIUY IO T€TTOTPOU3BOJICTBY
B AJIMUHUCTpaluu AKCaiiCKOro
TOPOJCKOTO MOCEJICHUS

OBPA3EL[
Gmanka AIMHHHCTpAIH AKCaiiCKoro TOpoICKOTO MOCEIeH s

N3o6paxenue ['epdba
AKCalCKOro ropoJickoro
MIOCEJICHUS

AIMUHHUCTPAIIMS
AKCalCKOro
rOpPoOJACKOro
nocejieHus

yi. I'ynaesa, n. 108,
r. Akcaii, PocToBckast 06macts,346720

E-mail: go02021@mail.ru

http://www.aksay-gorod.ru

tein./dake +7 (86350) 5-50-18

Ne

Ha Ne oT



mailto:region@aksayland.ru
http://www.aksayland.ru/
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K MHCTpYyKIMHK 11O AEN0NpPOU3BOACTBY

OBPA3EL[
GmanKa J0JKHOCTHOTO JIHIA

N3ob6paxenue ['epba
AKCaiCcKOro ropojiICKOro
MTOCEJICHHUS

3amecTuTEIb
I'naBbI
AJIMHHHMCTPALNHA
AKCalCKoOro
TOPO/JICKOr0
noceJjieHust

yi. I'ynaesa, a. 108,
r. Akcaii, PocroBckas o01acTs,
346720
E-mail: gp02021@mail.ru
http://Avww.aksay-gorod.ru

ten. +7 (86350) 5-50-18
¢axc +7 (86350) 5-50-18

Ha Ne oT

B AJIMUHUCTpaluu AKCaiiCKOro
TOPOJCKOTO MOCEJICHUS



mailto:region@aksayland.ru
http://www.aksayland.ru/
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K MHCTpYyKIIUY IO T€TTOTPOU3BOJICTBY
B AJIMUHUCTpaluu AKCaiiCKOro
TOPOJCKOTO MOCEJICHUS

OBPA3EI]
GyaHKa CTPYKTYPHOTO MOPA3eeHHs
AAMHHMCTP&L‘HH Akcaiickoro TOPOACKOTO MOCEICHUA

N3obpaxenue ['epba
AKCaiicKOTo TOPOJICKOTO
TIOCETICHHSI

AJIMUHHUCTPALUS
AKCalCKoOro
rOPoOJACKOro
nocejaeHUus

OO0uumii oTena

yi. , 1. 132,
r. Akcaii, PocroBckas 001acTh,
346720
E-mail: gp02021@mail.ru
http://Avww.aksay-gorod.ru

ten. +7 (86350) 5-50-18

Ha Ne oT



mailto:region@aksayland.ru
http://www.aksayland.ru/
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K MHCTpYyKIIUY IO T€TTOTPOU3BOJICTBY
B AJIMUHUCTpaluu AKCaiiCKOro
TOPOJCKOTO MOCEJICHUS

KYPHAIJI
ydeTa BblIauM OJJaHKOB ¢ u3o0paxeHnuem ['epba Akcalickoro ropoicKoro
MMOCEJICHHUS
HanmeHnoBanu
e Pacrmcka
Ne| JlaTa HaunmenoBanue Buna CTPYKTypHOTO | @amMuius B
1/ | BbIAA4 |OJIaHKa, KOJIMUYECTBO IK3EMIUISIPO|MOApa3eieHH | TOTydaTe | TOTyYeH!
I 5 B, HOMepa OJIaHKOB i s OJaHKa 5

1 2 3 4 3) 6




[Tpunoxxenue Ne 6

K IHCTpYKIMHU 1O JEI0NPOU3BOACTBY
B AJIMUHUCTpaluu AKCaiiCKOro
TOPOJCKOTO MOCEJICHUS

OBPA3EIL
ohopmIIeHHS ITPOTOKOJIA 3aCEJaHIs KOMHCCUH

IMPOTOKOJ
JACCIAHI KOMHCETI T .
e
(mara 3acemanus)
r. Akcaii
IIpencenarenbCTBYOMMI damunna N.0.
Cekperapb ®amunus 1.0.

30 yenoBek (CMMCOK MPHUJIaraeTcs)

(ecu o 15 yenoBek, TO B MPOTOKOJIE YKa3bIBAIOTCSA

daMumu ¢ HUUAIAMHU B a(aBUTHOM IMOPSIKE Yepes3
[TpucyrcTBOBaNM: 3aITY10).

ITOBECTKA JIHS:

1. O nopsiake NOArOTOBKH K KOH(PEPECHITHH.
Jloknaa HadyaJlbHUKA OT/IeNA. ..

2. O...
Joxmnaa 3amecTuTesnst pyKOBOJIUTETIA. . .

1. CIIYIIAJIU:
Damunus U.O. — TekceT JoKiaza npuiaraercs.

BbICTVIIUJIU:
®amunnst M.O. — kpaTKast 3aIHCh BBICTYIUICHHS (OT TPEThEro JINLa).

IMOCTAHOBUWJIU (PELLIMJIN):
1.1. OnoGpurs...
12...

2. CJIVIIAJIN:
BBICTYIIUJIM:
ITOCTAHOBWJIN (PELIWJIN):

TIpencenarensCTByrOLA Tloanucs N.0. ®amuius
Cekperapb Ioamuce N.0. ®avunus



[Tpunoxxenue Ne 7

Kk MHCTpyKIMHU 1O 1€T0NPOU3BOJICTBY

OBPA3EL[
ohopmIIeHHS TeTerpaMMBbl

TEJIETPAMMA

Agpec (¢ yKazaHHEM [MOYTOBOrO HHIACKCA)
KoMy (10JKHOCTb, HHUIHAIBI, (haMHIIHs)

(TEKCT TeIerpaMmer)

B AJIMUHUCTpaluu AKCaiiCKOro

ropoacCKoOro 1noCCJICHUA

Mecro
ABAHCOBOH
neyarn

['maBa AaMuUHUCTpaUU
Axcaickoro
IOCEJIEHUS IHoanuce

yi1. Kapina JTuGknexra, 1. 32, . Akcaii, Pocrosckas o6nactsb, 346720

« » 20 r.

damunus, UMsl, OTICCTBO HCTIOTHUTEIIS
TenedoH ucnoauurtens

TOPOJICKOTO
N.0. Gamunus
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K MHCTpYyKIIUY IO T€TTOTPOU3BOJICTBY
B AJIMUHUCTpaluu AKCaiiCKOro
TOPOJCKOTO MOCEJICHUS

OBPA3EI]
0(hOpMIICHHS TelIerpaMMBbl

MecTo aBaHCcOBOM e4aTu

TEJIETPAMMA
O CIIMCKY

(TEKCT TeIerpaMmer)

['maBa AaMuHHUCTpaLIUU
AKCaiiCKOTO ropoJICKOTr0
MOCEJICHUS IHoanuce N.0. damunus

ya. I'ynaesa, 1. 108, r. Akcaii, PoctoBckas o6macts, 346720

damunus, UMs1, OTICCTBO HCTIOTHUTEIIS
TenedoH ucnoauurtens

Pacuer PACCBUIKH K HCX. oT

No
/1 Komy Anpec
['ybepuaropy o0macTu WHJIEKC
ropoj
1. (pamummms, umst, 0TYECTBO) azapec
[Tpesunenty Pecrybnuku HHIEKC
TOpoI
2. (bamMumust, UM, OTIECTBO) aapec
['maBe AjMUHHCTpaAH MOCEIICHUS WHJICKC
ropoJ
3. (pamuus, uMs, OTYECTBO) azapec
HaunmeHnoBanue
JIOJDKHOCTHU UCTIOJTHUATENA [Toanuck N.0. ®amunus

« » 20 .




DOOPMA

JKypHaja y4Jera BblAa4u reyaTeil M MTaMIoB

KYPHAII

ydera BblIaun neyaTel M MTaMIOB

[Tpunoxxenue Ne 9
K MHCTpYyKIIUY IO T€TTOTPOU3BOJICTBY

B AJIMUHUCTpaluu AKCaiiCKOro
TOPOJICKOTO TIOCEICHUS

Komy BbI1aHO

HalMEHOBaHHE bamunus, Jara
OTtTHCKH | TTOApa3eNeHus, MHULUAJIbI nara u Bo3Bpata | IIpumeuanue
Ne [meuareit u| rae xpaHsATcs | OTBETCTBEHHOIrO | pacmucka B | M pacnucka | (oTMeTka 00
II/1 | IITaMIOB [eyaTy U mTamibl auna IIOJIYYEHUU | B IPUEME |YHUUTOXKEHHH)
1 2 3 4 S 6 7
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K MHCTpYyKIMHK 11O AEN0NpPOU3BOACTBY

B AJIMUHUCTpaluu AKCaiiCKOro

ropoaACKOTIO ITOCCICHUA

O6pazen opopmiteHHs BXoas1Iei TenedhoHOTpaMMbl

HanmeHnoBaHue opraHu3alnunun

Anpecart

I[OJDKHOCTI), HMHHUIIWAJIbI 1 q)aMI/IJ'II/IH

COTPYIHHKA, MIepeIaBIIero TeJIePOHOTpaMMYy;

Ne Tenedona

JIOTKHOCTB, MHUIHAIIBL U
bamuus COTpyaHUKA,
MPUHSBIIETO TeIePOHOTPAMMY;
No tenedona

TEJE®OHOI'PAMMA

JlaTa

Hunexc

Bpewms nepenauun

Tekct

|. JoKHOCTE M (haMuJIus JIkiia, OT UMEHU KOTOPOTO niepenaercs tenedoHorpamma




[Tpunoxxenue Ne 11

K MHCTpYyKIIUY IO T€TTOTPOU3BOJICTBY
B AJIMUHUCTpaluu AKCaiiCKOro
TOPOJICKOTO TIOCEICHUS

DOOPMA
HOMEHKJIATYpBI JIeJl CTPYKTYPHOTO TOpas/ieeH s

AnMuHHCTpanus
/AKCalCKOTo TOpOJICKOTO TIOCENEHHs.

Haumenosanue
CTPYKTYPHOTO
opa3aeicHUus

HOMEHKJIATYPA
JEJI

Ha ron

Wunexc KomuuectBo Cpoxk xpaHeHHus jena
nena 3aroJioBOK zesa TOMOB (4acTtei) u Ne cratbu o nepeyto | [lpumeudanue

1 2 3 4 5

PykoBoauTENb CTPYKTYpPHOTO
ToJpaseeHUs Iloanuce N.0. ®amnns




AJIMUHHCTpaLUS

AKCaiiCKOro ropoJICKOTO MOCEICHUS

[Tpunosxxenue Ne 12

K MHCTpYyKIIUY IO T€TTOTPOU3BOJICTBY
B AJIMUHUCTpaluu AKCaiiCKOro
TOPOJICKOTO TIOCEICHUS

YTBEPXJIAIO
['maBa AnMuHHCTpaIUK
AKCaiCKOro ropo/ICKOro nmoceieHus

HOMEHKJIATYPA JEJ (moamucek) (1.0. damwuust)

Ha ro « » 20 T.

NHuekce KonuuectBo Cpok xpaHeHHUs fena
mena | 3aroJIOBOK Jera nen u Ne craten 1o nepeunto | [lpumeyanne
1 2 3 4 5
HaszBanue pasnena
3amecTuTensb [ 1aBbI
AnMuHHCTpanuu AKCalCKOIro ropoJcKoro
MOCEJICHUS [Toanuce N.0. ®amunus
Bu3a nuia, 0TBETCTBEHHOIO 32 apXUB
AJIMUHUCTpaU AKCaliCKOTO TOPOJCKOT0 MOCEIEHUS
COI''TACOBAHO

COI'TTACOBAHO
IIpoTOKOI KCIIEPTHON KOMUCCUU

AnMUHHCTpauu AKCaCKOTO TOPOJICKOTO

MIOCCIICHUA

OT« » 20 r. Ne

Crapimii H”HCTIEKTOp apXuBa
AKCaiCKOro TOpOACKOT0 TIOCEIEHUS

(moamuce) (M.0. damunus)

« » 20 T.

NtoroBas 3anuch O KaTeropusx M KOJMYECTBE JAEJ, 3aBCJICHHBIX B
rogy B AAMUHUCTpaMU AKCaiCKOTO TOPOJCKOTO MOCEICHUS

ITo cpokam xpaHeHus

Bcero

B TtoMm umnciie

nepexoaamux |c ortMeTkor «IITK»




1 2 3 4

IlocTostHHOTO

Bpemennoro (cBbime 10
JIET)

Bpemennoro
(mo 10 net BKIIOYMTEIHHO)

Hroro

YrpaBasromuii AeaaMmu
AJIMUHHUCTpaluu AKcalickor
TOPOJACKOTO MOCEIICHUS IHoanuce N.0. Gamunus

JlaTa

HToroseie CBEICHUS IEPEAAHBI
B apxuB AKCalCKOTO TOPOJCKOT0 MOCENECHUS

JIn1o, OTBETCTBEHHOE 34 apXHB
AJnMUHHUCTpaluu AKCalCKOro
TOPOJICKOTO MOCEIECHUS [Toanuck N.0. ®amunus

JlaTta
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K MHCTpYyKIIUY IO T€TTOTPOU3BOJICTBY
B AJIMUHUCTpaluu AKCaiiCKOro
TOPOJICKOTO TIOCEICHUS

DOOPMA
00JI0XKKH JIeJ1a TIOCTOSHHOTO U BpeMeHHoro (cBbime 10 set) XxpaneHus

(HaMMEHOBAaHUE APXUBHOT'O YUPEXKICHUS)

(HAUMEHOBAaHNE OpraHa MECTHOT'O CaMOYIIPaBJICHHUS)

(HaMMEHOBaHUE CTPYKTYPHOTO MOAPA3ICICHHUSI,
oTpacieBoro (G yHKIMOHAIBLHOTO) OpraHa)

JIEJIO Ne TOM Ne

(3aroJIoBOK jeiia)

(kpaitHue naThl)

dong Ne

Omuce Ne

Ha JHUCTax

Hemo Ne

XPaHUTb
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K MHCTpYyKIIUY IO T€TTOTPOU3BOJICTBY
B AJIMUHUCTpaluu AKCaiiCKOro
TOPOJICKOTO TIOCEICHUS

DOPMA
JIMCTA-3aBEPHUTENIs Jea

JIMCT-3ABEPUTEJIb nena Ne

B peno noammTo M OpPOHYMEPOBAHO

JUCTOB
(mudppaMu W MPOIHUCHIO)
c No mo Ne , B TOM
qHCIIC:
* mactos sayrpermich omace
Oco6eHHOoCTH (PU3UUECKOTO COCTOSHUS U
dbopMupoBaHUs Jieia Howmepa nucroB

1 2

HaumenoBanue 10mKHOCTH
JIMIA, COCTABUBIIECTO

3aBEPHUTENbHYIO HAJIIUCh Tloanuce N.0. ®amunus

JHata
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K IHCTpYKIMHU 1O JEI0NPOU3BOACTBY
B AJIMUHUCTpaluu AKCaiiCKOro
TOPOJICKOTO TIOCEICHUS

DOOPMA
BHYTpEHHEii OIHCH JOKYMEHTOB JeJa

BHYTPEHHAA OITMCh

JOKYMEHTOB JIEJIA
Ne
Ne HNunexc Hara 3aroJyioBoK Howmep nucra
/1 JIOKYMEHTA JIOKYMEHTA JIOKYMEHTA nenaa [Ipumeuanue
1 2 3 4 5 6

UTOI'O

KonnuectBo mucToB BHyTpeHHeﬁ OIHUCH.

JOKYMEHTOB

HaumenoBanue 10mKHOCTH
JIMIA, COCTABUBIIECTO

BHYTPEHHIOIO OITUCH

JHarta

JINCTOB

Toanuce

HN.0. damunus

(undpamu 1 MPONUCHIO)

(mdpaMu 1 IPOTIHCHIO)
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K MHCTpYyKIIUY IO T€TTOTPOU3BOJICTBY
B AJIMUHUCTpaluu AKCaiiCKOro
TOPOJICKOTO TIOCEICHUS

TEPEUEHb
HOPMATHBHO-METO/INYECKHUX JOKYMEHTOB
JUISL OTIPE/IENECHUS CPOKOB XPAHEHHUs! JOKyMEHTOB

1. Ilpuka3z denepansHoro apxuBHoro arenrcrsa ot 20.12.2019 Ne 236 "O6
yrBepkaeHun [lepeyHsi THUMOBBIX YIPaBICHYECKUX ApPXUBHBIX JOKYMEHTOB,
oOpa3yroluxcsi B Ipolecce JIeATeIbHOCTH TOCYAapCTBEHHBIX OPraHOB, OPTraHOB
MECTHOTO CaMOYIIPABJICHUS U OPTaHU3AIIMM, C YKa3aHUEM CPOKOB MX XPaHECHHUSD.

2. IlpaBuna [enompou3BOJCTBA B TOCYIapCTBEHHBIX OpraHax, opraHax
MECTHOTO CaMOYIIPaBJICHUs, YTBEPKIECHHbIE MprKkazoM DenepaabHOTO apXUBHOIO
arenrctBa oT 22.05.2019 No 71.

3. ITlepedyeHp HOKYMEHTOB, OOpa3yIOIMUXCS B TMPOIECCE EATCTLHOCTH
denepaqbHOTO apXUBHOTO areHTCTBA U MOABEIOMCTBEHHBIX €My OpPTaHU3AlNM, C
YKa3aHHEM CPOKOB XpaHeHus, yTBepxkaeHHbIM [Ipukazom  denepanbHOro
apxuBHOTO areHTcTBa OT 30.01.2013 Ne 12.



[Tpunoxxenue Ne 17

K IHCTpYKIMHU 1O JEI0NPOU3BOACTBY
B AJIMUHUCTpaluu AKCaiiCKOro
TOPOJICKOTO TIOCEICHUS

DOOPMA
THTY/IBHOTO JIUCTA OIHICH JIeJ IOCTOSTHHOTO,
BpeMeHHoro (cBbinte 10 j1eT) XpaHeHUs: ¥ 10 IMYHOMY COCTaBYy

APXUB
Axcaiickoro paiiona

(HazBanue GoHaQ)

DOHJI Ne

OITHCH Ne

(Ha3BaHME OIHCH)

(xpaiiHue naThl Aen)



DOPMA

[Tpunoxxenue Ne 18
K MHCTpYyKIIUY IO T€TTOTPOU3BOJICTBY

B AJIMUHUCTpaluu AKCaiiCKOro

ropoaACKOTIO ITOCCICHUA

OIHUCH JeJ TOCTOSIHHOTO, BpeMeHHOTo (cBbime 10 siet) XpaHeHus

YTBEPXJIAIO

Vnpapnsiomuit genamu
AIMHUHECTpAHN AKCaiiCKOr0 FOPOACKOTO MOCEICHHS

(moamuce) (N.0. damuinus)
« » 20 .
Doax Ne
Omuce Ne
JIEJI IOCTOSTHHOTO XPaHEHUsI
3a Troj
Ne HNunexc KoanuectBo
/o aena 3aroJ0BOK 1eia Kpaitnue natol JIUCTOB [Ipumeuanue
1 2 3 4 5 6
B nanHEIi pa3jen onucH BHECEHO, Jen
(mrdpamMu ¥ IPOITUCHIO) oMo 0 Mo 5 oM
qucie:
JIMTEPHBIE HOMEpA:
IPY HATUYHUH)
MPOIYIICHHBIE HOMEpa:
(npu HATTMYMH)
Onuck CoCTaBHI
(moKHOCTD, (haMuUIIHsl, UMs, OTYECTBO)
.Hl/ll_l(), OTBETCTBEHHOE 3a BEJICHUE
apxuBa AJIMMHHUCTpPaLUH AKCaliCKOTro paioHa MOAINUCH N.0. ®amuius
COI''TACOBAHO VYTBEPXJIEHO

[Ipotokon DK Anmunucrpanuu
AKCaNCKOro ropoJCKOTO MOCEICHUS

[Ipotokon DTIK komurera

0 YIIPaBJIEHUIO APXUBHBIM JICIIOM
PocroBckoii 001actu

orMetka (mrramm) JIIK

OT « » No OT « »

No




[Tpunoxxenue Ne 19

K MHCTpYyKIIUY IO T€TTOTPOU3BOJICTBY
B AJIMUHUCTpaluu AKCaiiCKOro
TOPOJICKOTO TIOCEICHUS

DOOPMA
OIIHMCH JIEJT IO JIMYHOMY COCTaBy

VYTBEPXIIAKO
VYupapnstomui genamu
AnmunucTpanuu AKCaicKoro ropoackoro

OCEJIEHUS
(monmuce) (N.0. damunus)
« » 20 I.
doax Ne
Onucek Ne
JIeJI TIO JIMYHOMY COCTaBY
3a roJ
Ne Nunexe 3aronoBoK Kpaiinue Cpok KonunuecTBo
/11 neia neia aThl XpaHEHUsI JIUCTOB [Tpumeuanue
1 2 3 4 5 6 7
B nanHBI pa3zen onucu BHECEHO nen
(I_II/I(bpaMI/I Hu HpOHI/ICBI'O) ¢ Ne o Ne , B TOM 4HCIIE:
HHTCPHLIC HOMCpa:
IPY HATUYUH)
NPOIYILEHHBIE HOMEPA:
(Tipu HATTUYHH)
Orrch coCTaBHI
(moKHOCTD, (haMuUIIHsl, UM, OTYECTBO)
Hl/ll.l(), OTBETCTBEHHOE 3a BEJICHUE
apxuBa AMUHMCTpauHu Akcaiickoro paiiona IIOAIINCH I/I . O . Damuus
COI''TACOBAHO COI''TACOBAHO

[Iporokon JIIK xomuTeTa

[TIpOoTOKOJI 3KCNIEPTHON KOMUCCHUH
AnMuHHCTpaluu AKCancKoro
TOPOACKOI0 MOCEJICHHS

OT « » No

0 YIIPaBJICHUIO aPXUBHBIM JISJIOM
PocTtoBckoii o0mactu
otMmeTka (mramn) IITK

OT « » Ne




DOPMA AKTA

[Tpunoxxenue Ne 20
K MHCTpYyKIIUY IO T€TTOTPOU3BOJICTBY

B AJIMUHUCTpaluu AKCaiiCKOro
TOPOJICKOTO TIOCEICHUS

YTBEPXJIAIO

TlepBpIii 3aMeCTHTEND IT1aBbI

(moamuce)
AKT

Ne

« » 20

AnMuHECTpanun AKCaiiCKOT0 rOPOJCKOrO MOCEICHUS

(1.0. ®amuinus)

O BBIACJICHUHN K YHUYTOXKCHHUIO APXUBHBIX TOKYMCHTOB, HC INOAJICIKAIINX XPAHCHUTIO

Ha ocnoBanun

(HaSBaHI/Ie U BBIXOJHBIC JaHHBIC

MepeyHs JOKYMEHTOB)

(c ykazaHueM CPOKOB UX XpaHEHUs)

OTOOPAHBI K YHHYTOKEHHIO KaK HE HMEIOIIHE HAYYHO-MCTOPHYECKOH IIEHHOCTH M yTPATUBIIHE MIPAKTHIECKOE 3HaYeHHe JOKyMeHTHI (horma No

(ma3BaHue GoHIA)

3aroj10BoK
nena

(rpynmnoBoii Cpok xpaHeHus 1
Ne 3aroJI0BOK KonuuectBo | HOMepa cTaTei 1o
n/n | nokymentoB) | I'oger | Homep onmcn el. Xp. IIEPEYHIO IIpumeyanue

1 2 3 4 5 6
Hroro e/l Xp. 32
Olll/lCl/l JIeJ1 TOCTOSIHHOI'O xpaueuml 3a OBl ymep)xueum, arno Jm'momy coclauy - COrJjlacoBaHbl BHK KOMHUTETA 110 yupaBJleumo ﬂle/lBllblM JenoM
Pocrosckoit obnactu (mporokonor «_ » 20 1. Ne .

JIMuo, OTBETCTBEHHOE 32 BECHHE

apxuBa AJIMMHHUCTPALUH AKCAHCKOrO TOPOJICKOro MOCEICHUs.

IoANIUCH

COI'TTACOBAHO

1.0. Damunns

[Iporokon DK Aamunuctpanuu AKcaiCKoro ropoJICKoro noceaeHus

OT « » 20 1. No

I[OKYMGHTBI B KOJIMYCCTBC

ell.

Xp.:

Ha OyMa)XHOM HOCHUTEJE BECOM

(mdpamu u

Ha YHUYTOXCHUC,

IPOMHCHIO)
KI' CHAaHBbI




Ha 3JICKTPOHHOM HOCHUTCIIC CAaHbl HA YHHYTOXCHHC

(ctoco6 yHHUTOKEHUS)
HanmenoBaHue 101KHOCTH pabOTHUKA,
CIABIIEr0 JOKYMEHTHI MOJINKUCH n.O.
damMuaus

[ata

N3MeHeHus B YUYCTHBIC JaHHBIC BHCCCHBI

HanmenoBaHnue 10KHOCTH pabOTHHUKA

apXuBa, BHECIIIETO U3MECHEHHUS

B YUETHBIC IOKYMEHTHI MOJINUCH n.O.
damunus

JlaTa



OOPMA AKTA

[Tpunoxxenue Ne 21
K MHCTpYyKIIUY IO T€TTOTPOU3BOJICTBY

B AJIMUHUCTpaluu AKCaiiCKOro

ropoaACKOTIO ITOCCICHUA

YTBEPXJIAIO
3amecTutenn [ naBbl
AnMuHUCTpanuu AKCaiicKoro

TropoACKOTIO ITOCCICHUA

(monmucek)
damums)

«

»

(1.0.

20 T.

AKT

No

O BBIJICJICHUH K YHUUYTOKEHUIO 3JIEKTPOHHBIX JOKYMEHTOB, HE MOJJIEXKAIINX
XPaHEHUIO B MEKBEJOMCTBEHHOM CHUCTEME AJIEKTPOHHOTO IOKYMEHTOO00pOTa U
JeONPOU3BOACTBA «/lemo»

Ha
OCHOBaHUMN
(yKa?zI)IBaIOTCSI HanMMCHOBAaHUC, peKBI/IBI/ITI)I
YTBEPKIAIOIIETO MIEPEUYECHD
THUITIOBBIX APXHUBHBIX AOKYMCHTOB
XpaHeHHﬂ)

IIPaBOr0  aKTa,

H CPOKH HX

0T06paHI)I K YHUYTOXXCHHUIO KaK HC MMCIHOIIHC HaquO-HCTOqueCKOﬁ OCHHOCTHU H

yTpaTUBIINE PaKTHYECKOE 3HAYCHUE JOKYMEHTBI
(y'KaBLIBaeTC}I HAaNMMCHOBAHUC OpPraHa MECTHOTI'O CaMOYHpaBHeHI/Iﬂ)
Cpoxk

XpaHEHUs
AIEKTPOHHBIX
[Tepuon JIOKYMEHTOB U

(xpaitnue natel) | KomugecTtBo HOMeEpa
No 3aroyoBoK (rpyrna) 3JIEKTPOHHBIX | BJIEKTPOHHBIX crareu 1o
T1/T1 | DJIGKTPOHHBIX TOKYMEHTOB | JOKYMEHTOB JIOKYMEHTOB MIEPEYHIO

Bcero oTo0paHo K YHUYTOXKEHHUIO

romd.

Pocrosci

OI'WICVI JICJT MOCTOSTHHOTO XpaHCHHA 3a
KoM 06acTu (IIPOTOKOJ OT «__» 20 r.Ne .

JAOKYMCHTOB 34

TOJIbI YTBEPIK/ICHBI, a MO JIMYHOMY COCTaBy - corsacoBaHbl TTK KOMUTETa 10 yNPaBICHUIO apXHBHBIM JIEIIOM




YHuuTOo)X€eHHe HH(POpMAIIUK TPOU3BEIH:

(1OMKHOCTD) (monmuce)
(1.0. ®damuinus)

Jata

HanmenoBanue noJKHOCTH

OTBETCTBEHHOI'O JIMI[A (moamuce)
COI''TACOBAHO

[TpoTokon DK

AJIMUHHCTpaUu AKcaiickoro

TOPOJICKOTO TTOCEJICHUS
oT No

(U.0O. ®damuinus)



[Tpunoxxenue Ne 22

K MHCTpYyKIIUY IO T€TTOTPOU3BOJICTBY
B AJIMUHUCTpaluu AKCaiiCKOro
TOPOJICKOTO TIOCEICHUS

OOPMA
CIATOYHOM OIHUCH AET

Crharo4Hast OIMCH JIET
3a roxa

HanMeHOBaHHE CTPYKTYpPHOTO MOAPAa3IeICHUs

(B COOTBETCTBUHM C KIACCUPUKATOPOM CTPYKTYPHBIX MOpa3IeICHUMA
3a c1aBaeMblii IeprO/)

Jata Cpok
HNunexc 3aroJoBOK 3aBEJICHUA | XpaHCHUSA
nena nena 1o Komu- |nena — nara o
Ne | mo HoMeH- HOMEH- YeCTBO | OKOHYAHMS | HOMEHKJIA-
n/m | Kjarype KJIaType | TOMOB nena Type [Tpumeuanue
1 2 3 4 5 6 7
1.
2.
3.
Jlena B KouuecTBe €JIMHULl XpaHEHUsI CIAT:
(TOJDKHOCTB) (MoMKCH) (A.0. ®amunus)
Jlena B KOJIHUYECTBE €JIMHUI] XpaHEHUS TIPUHSIT:

(TOMKHOCTB) (moamucs) (M1.0. damunus)



[Tpunoxxenue Ne 23

K MHCTpYyKIIUY IO T€TTOTPOU3BOJICTBY
B AJIMUHUCTpaluu AKCaiiCKOro
TOPOJICKOTO TIOCEICHUS

OBPA3EIl
MOCTAHOBJIEHUS] AIMUHUCTPAIIAN AKCAHCKOTr0 ropoacKoro mocejaeHust

N3obpaxenue ['epba
AKCaCKOro ropoJICKOro MOCEIEHHUS

AJIMUHHMCTPAIIUSA AKCACKOTO TOPOJICKOTO

INHOCEJIEHUSA
INHOCTAHOBJIEHUE
OT Ne
r. Akcait
(3arosioBoK (0 uem?)
(mpeambOya)

ITOCTAHOBJIAIO:
(MOCTaHOBJISAIOIIAS YaCTh)

1.

2.

['maBa AaMUHHUCTpaLIUU
AKCaicKoro ropoJiCKOro noceaeHus MTOJIMTUCH N.0O. ®amunus

IlocTaHOBIIEHNE BHOCUT
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K MHCTpYyKIIUY IO T€TTOTPOU3BOJICTBY
B AJIMUHUCTpaluu AKCaiiCKOro
TOPOJICKOTO TIOCEICHUS

OBPA3EI]
Pacnopsa-KeHUus1 AIIMI/IHI/ICTpaIII/II/I AKCaMCKOro ToOpoACKOIo 1mocCeJICHust

N3obpaxenue ['epba
AKCaiicKoro TOPOJICKOTO TIOCETICHHSI

AJIMUHHMCTPAIIUSA AKCAHCKOT'O TOPOJICKOTO

IHOCEJIEHHUA
PACIIOPA’ KEHUE
oT N
r. Axcaii
(saronoBok (o uem?)
(peambyia)

(pacniopsiuTesibHas 4YacTh)

['maBa AamMuHHCTpannu
AKCaiCKOTo ropoJICKOro MOCEIECHUS MMOJIUCH N.0. Gamumnus

Pacniopsixenne BHOCUT




[Tpunoxxenue Ne 25

K MHCTpYyKIIUY IO T€TTOTPOU3BOJICTBY
B AJIMUHUCTpaluu AKCaiiCKOro
TOPOJICKOTO TIOCEICHUS

OBPA3EIl
pacnopsizkeHusi AIMUHUCTPAIMU AKCAHCKOr0 rOPOJICKOro MocejJeHust
(mo anmapary)

N3o6pakenne ['epba
AKCaMCKOro ropoJICKOro NOCEIEHUS

AJIMUHUCTPALIUS AKCAHCKOI'O TOPOJICKOTO
MOCEJIEHUS

PACHHOPAKEHHUE
(mo anmapary)

oT Ne

r. Akcan

(3arosioBoK (0 uem?)

(mpeambOya)

(pacniopsiuTesibHas 4acTh)

['maBa AamMuHHCTpauuu
AKCaiCKOTo ropoJICKOro MOCEIECHUS MOJIUCH N.0O. Gamumnus



[Tpunoxxenue Ne 26

K MHCTpYyKIIUY IO T€TTOTPOU3BOJICTBY
B AJIMUHUCTpaluu AKCaiiCKOro
TOPOJICKOTO TIOCEICHUS

Oopasenn
JIMCT COI'JTACOBAHUSA

K IIPOEKTY MOCTAHOBJICHUSI, PACTIOPSKECHUS
AnMuHHMCTpauu AKCaiCKOro ropoICKOro MOCEJICHUS

HaunmeHoBaHue: IIPOCKTA IIOCTAHOBJICHHAI, PaCIOPAKCHUSA AI[MI/IHHCTpaHI/II/I

Axcaiickoro TrOpPOACKOTO ITIOCCIICHUA

Haumenosanue Damunus, ums, Honxcnocme
omoena omuecmeo

Iloonuce/
oama

OO0s3aTeIbHBIE BU3bI:

Honsxxcnocmo Damunus, ums, Iloonuce
omuecmeo

Mama

3aMeCTUTEIIb ['maBeI
AJIMUHUCTpanuu AKCancKoro
rOpPOJICKOTO MOCEJICHUS 1o
COLIMAJIBHBIM BOIIPOCaM

3aMeCTHUTEITb ['naBbl
AJIMUHUCTpauu AKCancKoro
rOpPOACKOTO MOCEJICHUS 1o
Borpocam KKX

CoryacoBanue

Honocnocmo Damunus, ums, Ioonucw
omuecmeo

Mama

HavanbHuk (hrHaHCOBOTO OTHENA

Hauvansauk oOr1iero oraena

['maBHBINA ceUAINCT OOIIETO
oTIesIa
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K MHCTpYyKIIUY IO T€TTOTPOU3BOJICTBY
B AJIMUHUCTpaluu AKCaiiCKOro
TOPOJICKOTO TIOCEICHUS

OBPA3EI]
yKa3aTeysl pacChbLIKA

YKA3ATEJIb

PACCHUIKH MUChMA OT 202___ 1. Ne

KosmmaecTBo
Komy Anpec AK3EMILISIPOB

HaumenoBanue
JIOJDKHOCTHU COTPYIHUKA [Tonmuce N.O. ®amunus




