POCCHUINCKAS ®EJEPAIIAA
POCTOBCKASI OBJIACTD
MYHULIUTIAJIBHOE OBPA30BAHME «'OPOJI TATAHPOTI»

AIMUHUCTPAIIUA TOPOJA TATAHPOT'A
PACIIOPAKEHUE
13.05.2026 Ne215 r. Taranpor

O BHeceHMH W3MEHEHUU B
pacnopspkeHre  AJIMUHHUCTpalvn
ropona Taranpora ot 18.10.2022
Ne 308

C OCJIbIO COBCPIHICHCTBOBAHUA OopraHu3anuun QJICKTPOHHOI'O
I[OKYMGHTOO60pOTa H JCJIOIIPOU3BOACTBA B AI[MI/IHI/ICTpa]_II/II/I ropoma TaraHpora:

1. BHectu B pacniopspbkeHre AaMuHUCTpaimu ropoja Taranpora ot 18.10.2022
Ne 308 «O06 ytBepxkaennn MHCTpYKIIMU O JEIONPOU3BOJACTBY B AJIMUHUCTpAIUU
ropoaa Taranpora» ciaeayoomnue n3MEHEHUS:

1.1. ITyHKT 4 U370KUTH B CIEAYIOIIEH pEeIaKIIUN:

«4. KOHTpOAb 3a UCIOJHEHHEM HACTOSLIETO PACHOPSIKEHUS BO3JIOXKHTD
Ha 3aMECTUTENI TUVIaBbl AJIMMHUCTpauuy ropoaa TaraHpora 10 BHYTPEHHEHN
ITOJIMTUKE U OPraHU3allMOHHBIM BonpocaMm bannmaka B.H.».

1.2. [TpunosxeHne U3JI0KUTh B PEJaKIIMU COTJIACHO MPHIIOKECHHUIO.

2. Hactosiiee pacnopsikeHHE BCTyMaeT B CHIIy CO JHS €ro O(pUIUaIbHOIO
OIMyOJIMKOBaHUA, 3a HCKItoYeHHueM mnoamyHkta 4.3.7 mnyHkra 4.3, nyHkra 7.4,
noanyHktoB 10.2.1, 10.2.4 nynkra 10.2, koTopble Bctynatot B crity ¢ 01.06.2026.

3. KoHTponb 3a HCIOJHEHHWEM HACTOSIIETO PAaCHOPSHKEHUS BO3JIOKUTH
Ha 3aMeCTUTENs TIJaBbl AJMHUHUCTpalUMU Topoaa TaraHpora 1O BHYTPEHHEH
MOJIMTUKE U OPraHu3alMOHHBIM BonpocaMm bannaka B.H.

['maBa ropoaa Taranpora C.A. KambynoBa



[Ipunoxenue
K pacCHoOpsIKEHUIO
AJIMUHHCTpaluu
ropoja Taranpora
ot 13.05.2026 Ne 215

«IIpunoxenune
K pacIopsHKEHHIO
AJIMUHUCTpaIuu
ropona Taranpora
ot 18.10.2022 Ne 308

NMHCTPYKLMA
0 JI€JIONPOU3BOACTBY B AAMUHUCTpau ropoja Taranpora

1. O0mue noJIoKEHUS

1.1. Hactosamas WHcTpykuuss 1O JI€IONPOU3BOACTBY B AJIMUHHUCTpALUU
ropoga Taranpora (nanee — MHCTpyKIMs) yCTaHaBIMBAaeT €IWHbIE TpPeOOBaHUs
K paboTe C JOKyMeHTamMM B AJMHHUCTpalMM ropojaa Taranpora (mamee —
AnMuHHCTpanus).

1.2. Uuctpykuus paspabotaHa B COOTBETCTBUU ¢ DenepanbHBIM 3aKOHOM
ot 27.07.2006 Ne 149-®3 «0O6 unbpopMmanuu, HHPOPMAIMOHHBIX TEXHOJOTHIX U
o 3amute uHpopmanum», llpaBunamu JenTONpPOU3BOACTBA B TOCYAAPCTBEHHBIX
OpraHax, OpraHax MECTHOIO CaMOYNpAaBJICHUS, YTBEPXKIECHHBIMU  IPUKA30M
@enepanbHOr0  apxmBHOro areHrcrtsa ot 22.05.2019 Ne 71, IIpumepHon
WHCTPYKIIMEN 10  JEJIONPOU3BOACTBY B  TOCYJAapCTBEHHBIX  OpraHHU3alUsX,
yTBEPKJIeHHOM Tpuka3zoMm DenepanbHOro apxuBHOTO areHTcTBa OT 11.04.2018 Ne 44,
MeTtonuueckuMy peKOMEHAALUUSIMU 10 pa3paboTKe MHCTPYKIMN M0 AEIONPOU3BOACTBY
B F'OCYJIapPCTBEHHBIX OPraHax, OpraHax MECTHOTO CaMOYIIPABIICHUs, YTBEPKICHHBIMU
npukazoM denepalbHOr0 apxXxuBHOrO areHTcTBa OT 25.12.2020 Ne 199, IlpaBunamu
OpraHu3allid XPaHEHUs, KOMIUIEKTOBAHUS, y4€Ta W HCIOJIb30BaHUS JIOKYMEHTOB
apxuBHoro Qonna Poccuiickoit denepanuu U JIPYruX AapXUBHBIX JIOKYMEHTOB
B TOCYAapCTBEHHBIX OpPraHax, OpraHaXx MECTHOTO CaMOYIIPaBJICHUS U OpraHu3alusx,
YTBEpXKIAEHHbIMUA TpukazoM denepanpHoro apxupHoro areHrcrsa ot 31.07.2023
Ne 77, TOCTom P 7.097-2025 «Cucrema cra"maptoB 1o uHpopmanuuy,
OMOMMOTEUHOMY U U3JaTelbCKOMy Jeny. OpraHu3alliOHHO-PACTIOPSAUTENIbHAS
nokymeHTanusi. TpeboBanus k odopmiieHuto qokymeHntony, 'OCTom P 7.0.8-2025
«CucreMa ctannapToB o uHpopmalui, OMOIMOTEUHOMY U W3AATEIbCKOMY JEmy.
Jlenonpou3BOACTBO M apXUBHOE JAeio. TepMHHBI M omnpeneneHus», PermameHTom
paboThl AAMUHMCTpaIK ropoja Taranpora.

1.3.B memax aBTOMaTM3alMu JIEJOMPOU3BOJACTBA B AJIMUHUCTpPALUU
NPUMEHSETCS MEKBEJOMCTBEHHAsE CHCTEMa 3JIEKTPOHHOTO JOKYMEHTO0OOpOoTa u
JENOoNpPOU3BOACTBA «/leno» (manee — cucrema «Jlenoy).



1.4. TpeGoBanus HACTOSIIEN NuCcTpyKIIMn pPacpOCTPAHSAIOTCSA
Ha OpraHu3aluio padoThl ¢ JOKYMEHTAaMU HE3aBUCUMO OT BHJIa HOCUTENS, B TOM
YHUCJIE C JJEKTPOHHBIMM JTOKYMEHTaMu B cucTeMe «Jlenoy», BKIro4Yas MOJIrOTOBKY,
pEerucTpaluio, TPOXoXKIeHuEe, 00pabOTKy, XpaHEHHUE U HCIOJIb30BaHUE JIOKYMEHTOB
C OMOIIBIO MH()OPMAITMOHHBIX TE€XHOJIOTUH. KomnerotepHsie
(aBTOMaTU3UPOBAHHBIE) TEXHOJOTUM O00pabOTKM HHOPMAIMU, CoJepKalencs
B JIOKYMEHTaX, [IOJDKHBI OTBe4YaTh TpeOoBaHUsM HacTosmed WMHcTpykumu.
Brenpenne wu  compoBOXIeHHE HWH(POPMAIMOHHBIX TEXHOJOTHA B  paboTe
C DJJIEKTPOHHBIMU JIOKYMEHTaMU MPOU3BOJATCA BO B3aUMOJECUCTBUM C OTHEIOM
WH()OPMAITMOHHO-KOMMYHHUKAITMOHHBIX TEXHOJIOTHH A TMHUHUCTPAIINH.

1.5. Brimonnenue tpeboBanuii MHCTpyKIMM 0053aTENBHO ISl BCeX PaOOTHUKOB
CTPYKTYPHBIX  TOJApa3ACICHUH W  OpraHoB AJMHUHHCTpalMd C  IpaBaMu
IOpUJIMYECKOTO JIUIA, a TaKXKEe MOABEIOMCTBEHHBIX MYHUIIMTATBHBIX YUPEKICHUN U
NpEeANpUATAA, B YacTH HMX pabOThl B cucteMme «Jlemo» W cucrteMe XpaHEHUS
JIOKYMEHTOB B apXHBe AJMHUHUCTpAIUU (1ajiee — cuctemMa « ApXHUBHOE JICIION).

1.6. I[Tonoxxenus MHCTpyKIIMKM HE paCIPOCTPAHAIOTCS HA OpPTaHU3AINI0 PAOOTHI
C JOKYMEHTaMH, COACPKAIINMU CBEICHUS, COCTABIISIIOLINE TOCYIAPCTBEHHYIO TaliHy.
PaGota ¢ cekpeTHBIMH  JIOKYMEHTaMHM perjameHtupyercs  MHcTpykuuein
no obecrneueHuo pexxuma cekpetHoctu B Poccutickoit denepaiiuu, yTBEpKICHHON
ITocranosnenuem IlpaBurenscrBa Poccuiickonn ®@enepanuu, ©U  OPOBOAUTCA
B ITIOMENIEHUX, 000PYI0BAaHHBIX COOTBETCTBYIOLIUM 00pa30OM.

1.7. PaGota ¢ HOKyMEHTaMH C MOMETKOM «/[isi Ciy’eOHOro Mojab30BAHUS
(ACIT) onpenensiercss IlonoxenueM o mopsake oOpalieHUs CO  CIy)KEOHOMU
uHpopMaliet OrpaHMYEHHOTO PACHPOCTPAHEHUST B AJMHUHUCTpAllMd Tropoja
Taranpora, yTBEpKIECHHBIM pPacHoOpsLKEHUEM AJIMUHHCTpanuu ropoja Taranpora
ot 21.07.2016 Ne 2 ngcm, ¢ yuerom monoxkenuid moamynkTta 10.2.12 mynkra 10.2
pazaena 10 Hacrosmet MHCTpyKuu.

1.8. TpeboBanus MucTpykimu k paboTe ¢ OyXTraaTepcKoi U IPYro CrelruaibHOM
JTOKyMEHTAIIUEH PacCHpOCTPAHSIOTCS JIMIIb B YacTU OOIIMX MPUHIUIIOB PabOTHI
C JOKYMEHTaMH, a TakKe IMOArOTOBKM K Iepeaye IOKYMEHTOB Ha apXHUBHOE
XpaHEHUeE.

1.9. Meroaunueckoe PYKOBOJCTBO OpraHu3aluen, BEJICHUEM u
COBEPIIIEHCTBOBAHUEM JICJIONPOU3BOJCTBA, a TaKXKE€ KOHTPOJIb 3a COOJOJIEHHEM
TpeOoBaHMil  HacTtosmed WMHCTpYKIMU  OCYHIECTBISIOTCS  OOUIMM  OTIEJIOM
Anvunuctpanuu (nanee — oOmwmit otaen). MHCTpyKTHUBHBIE MaTepualbl OOIIEro
OTJIeja 10 BOMpPOCaM OpraHU3allid U COBEPIICHCTBOBAHUS PabOThI C TOKYMEHTAaMH,
YCTpaHEHUsI BBISBIECHHBIX HEJAOCTAaTKOB U HAPYIICHUH B JICJIONPOU3BOJICTBE
00s3aTeNbHBI JJIs1 UCIOJIHEHUST BO BCEX CTPYKTYPHBIX MOJpa3[eieHUsiX U OopraHax
AJIMUHUCTpAIlMd C TpaBaMH IOPUAMYECKOTO JIMIA, a TaKXKe TMO0JIBEIOMCTBEHHBIX
MYHUITUTIATBHBIX YUPESKICHUSX U TPEANPHUATHAX, B YaCTH UX PabOTHI B CHCTEME
«Jlemoy.

1.10. Ob6ecnieueHue ceTeBOM CBSI3aHHOCTH Pa0OYMX CTAHIUN AJMHUHHUCTpAIIUN
C KOPHOPAaTUBHOM CEThIO TEIEKOMMYHHUKAIIMOHHOW CBaA3u IIpaBurenbcTBa
PoctoBckoit ~ oOmacTtu, BHEOpPEHHS W OKCIUIyaTalldd  TEXHOJOTHYECKOU
UHOPACTPYKTYPHI, uHGOPMAITMOHHON 0e30macHOCTH AIEKTPOHHOTO



JOKYMEHTO000pOoTa AJMHHHUCTPAIIMM OCYIIECTBIISETCS OTIAEIOM HH(POPMAIIMOHHO-
KOMMYHUKAIIMOHHBIX TEXHOJIOTUN ATMUHUCTPALUU.

ObecnieueHre  CETEBOM  CBS3aHHOCTU  pabO4YMX  CTaHIMI  OpraHoB
AJIMUHUCTpaMd C NOpaBaMH IOPUAMYECKOTO JHMIA, a TAKXKE MOJBEIOMCTBEHHBIX
MYHULUNAIBHBIX ~ YUPEKICHUN W OPEANPUSATAA C  KOPIOPATUBHOM  CETHIO
TeJIeKOMMYHUKaIIMOHHOM cBsi3u [IpaButenbctBa PocToBckOM o0nactu Boznaraercs
Ha PYKOBOJHWTENIEH OpraHoB AJMUHHCTpPAllMM C IpaBaMU HOPUAUYECKOIrO JIMIIA,
a TaKXe I0JIBEIOMCTBEHHBIX MYHULIUITAJIBHBIX YUPEKIACHUN U NPEITPUATUN.

WNHCTpyKTUBHBIE MaTepuanbl OT[ena HH()OPMAIMOHHO-KOMMYHHKAIIMOHHBIX
TEXHOJIOTUA AJIMUHHUCTPAallMM IO BOIPOCAaM COBEPILIEHCTBOBAHUS 3JIEKTPOHHOI'O
JOKYMEHTOOOOpOTa  00si3aTeNbHBl  JUISI UCTHOJHEHHUS BO BCEX CTPYKTYpPHBIX
NOJIPA3JCICHUAX M OpraHax AJMHUHHCTpPALMM C IpaBaMU HOPUIAYECKOTO JIMILIA,
a TaK)Ke MOJIBEIOMCTBEHHBIX MYHULIMIIATIBHBIX YUPEXKICHUAX U MPEATNPUATHUSX.

1.11. OTBETCTBEHHOCTh 3a OpPraHU3aLMI0 U COCTOSHUE JEJIONPOU3BOCTBA,
COOJIIO/IEHNE YCTaHOBJICHHBIX HacToseld MHCTpykuuel npaBuil U nopsaka padoTbl
C JOKyMEHTamMu B NpHeMHbIX [maBbl ropoxa Taranpora u 3aMecTUTENEH TJIaBBI
AJIMUHUCTpallMd BO3JIaraeTcsi Ha IOMOIIHUKA TIJaBbl AJMHHHUCTpAallud U
CHEUAINCTOB IIPUEMHBIX 3aMECTUTENEH I1aBbl AJIMUHUCTPALMU, B CTPYKTYPHBIX
NOJIPA3JIECICHUAX M OpraHax AJIMUHUCTpalUU C IpaBaMH FOPUIAMYECKOrO JIMIA,
a TaKK€ B MOJBEJIOMCTBEHHBIX MYHUIUIMAIBHBIX YUPEKICHUAX U MPEANPUATUAX —
HAa UX PYKOBOAUTENEH.

1.12. B kaxaoM CTPYKTYpHOM TOJpa3AeieHUN U OpraHe AIMUHUCTpPAIUU
C MpaBaMH IOPUIMYECKOTO JHIQA, & TaKXKe MOJBEIOMCTBEHHOM MYHHIIMIIAIIBHOM
VUPEKACHUM M  MPEOIPUSTAM  PYKOBOAUTENIEM  Ha3HA4yaroTCsid  pabOTHHKM,
OTBETCTBEHHBIE 3a JIEJIONPOU3BOJCTBO, KOTOPbIE 00ECTIEUNBAIOT €r0 OPraHU3aALUI0 U
BEJICHUE B COOTBETCTBHMM C MHCTpyKIMEH, OCYUIECTBISIOT O3HAKOMJICHHE
¢ HacTosmeld MHcTpykiueit pabOTHUKOB, B TOM YHCIIE BHOBb MTPUHSTHIX.

1.13. PaGOTHHKHN CTPYKTYpPHBIX MOAPA3NEICHUNA W OPraHOB AJIMUHUCTpPAIUH
C IpaBaMH IOPUIMYECKOTO JIMLA, a TAK)KE MOJBEIOMCTBEHHBIX MYHULMIIAJIbHBIX
YUpexXIACHUN W TPEeANnpuATUi, B YacTu uUX paboThl B cucreMe «Jlemoy», cucreme
«ApXHUBHOE J€J10», HECYT YCTAaHOBJEHHYIO 3aKOHOJATENbCTBOM Poccuiickoii
denepan OTBETCTBEHHOCTh 3a HecoOmoieHne TpedoBanuii MHCTpyKLKH, a Takxke
pasriamieHue M Iepenavdy CiayKeOHBIX JIOKYMEHTOB, HX KOMHMH M TPOEKTOB
0e3  paspellleHHUs  HEMOCPEACTBEHHOTO  pPYKOBOAMUTENA B  COOTBETCTBUU
C 3aKOHOZATENbCTBOM Poccurickon denepanuu.

1.14. B uensax COXpPaHHOCTH M CBOEBPEMEHHOTO HCIIOJIHEHMSI JOKYMEHTOB
pu 0CBOOOXKICHUH paOOTHUKA OT JOJKHOCTH, HAXOXKIACHUHU €ro B OTIYCKE, B TOM
yycie y4dyeOHOM, a TakKe B ClIy4yae €ro BPEMEHHOTO OTCYTCTBUSL MO HWHBIM
YBOXUTEJIbHBIM MPUYMHAM BCE HAXOMAIIMECS Y HEro Ha MCIOJIHEHUU CIy>KeOHbIE
JOKYMEHTBHI TEepeNaloTcsi IpyroMy pabOTHHKY MO YKa3aHUIO HEMOCPEICTBEHHOTO
PYKOBOJIUTETS.

1.15. PaGota ¢ JAOKyMEHTaMH OCYIIECTBIISIETCS TOJBKO B  CIY>KEOHBIX
nomeneHusx. C colepKaHUEM NPOEKTOB JTOKYMEHTOB, JOKYMEHTOB M PE30JIOLUN
K HUM MOTYT OBITh O3HAaKOMJICHBI TOJIbKO JIMIA, MMEIOUIME OTHOILEHHWE K UX
CO3/1aHHI0, O(OPMIIEHHIO, HCIOJIHEHUIO, KOHTPONIO U XpaHeHHto. CBeneHus,



colepKammecs: B CIY)KEOHBIX JOKYMEHTAaX, MOTYT HCIOJIb30BaThCS TOJBKO
B CIY)KEOHBIX IIENIIX U B COOTBETCTBUU C TIOJHOMOYHSIMH JIMIIA, Pa0OOTAOIIETro
C IOKyMEHTaMHU.

[Tpu 5TOM HE JOITyCKaeTCs:

dboTorpadupoBanue;

CKaHWpOBaHUE (W/WIH coxpaHeHUe (alIoB U3 CUCTEMBI «JleIo») u oTmpaBka
JIOKYMEHTOB Ha 3JICKTPOHHYIO ITOYTY;

nepeaada JOKyMEHTOB MOCPEICTBOM MECCEHKEPOB M WHBIX KaHAJIOB CBSI3U
(3a UCKITFOUCHUEM CHUCTEMEI «/[eo»).

2. OCHOBHBIE TTOHATHS

B nacrosmen MHCTpyKIMHM UCTIOB3YIOTCS CIEIYIOIIME OCHOBHBIE TOHATHS:

aBTOp JIOKYMEHTa — JOJDKHOCTHOE JIMII0, PaOOTHUK CTPYKTYPHOTO
NOApA3ACICHUs, OpraHa AJIMUHHCTPAMM C IpaBaMH IOPUIAYECKOro JIMIIA,
MOABEIOMCTBEHHOTO YUPEKICHUS I MPENPUATHS;

aapecar (WM ToJydaresib) — (U3UYECKOE JHI0, JOHKHOCTHOE JIUIO WITU
Opra’u3anysi, KOTOpPbIM aJpECOBAH JTOKYMEHT;

0JIaHK TOKYMEHTa — JIUCT OyMaru WA 3JIEKTPOHHBIN 1I1a0JOH ¢ PEKBU3UTAMH,
UJACHTUGUIUPYIOMIMME aBTOpa 0UIIMATHLHOTO TOKYMEHTA;

BUJ JOKYMEHTA — IMPHUHAIJICKHOCTh JOKYMEHTAa K ONPEACICHHOW TpyIIe
JIOKYMEHTOB IO IPU3HAKAM COJCPKAHUS U LIEJIEBOI0 HA3HAYECHHUS;

BXOJSIIIME JOKYMEHTBI — JOKYMEHTBI, TOCTYIUBIIME B CTPYKTYPHOE
noapasjieieHue, opraH AJIMUHUCTpaAMM C TMpaBaMH IOPUAUYECKOrO JIWIIA,
MMOJIBEIOMCTBEHHOE MYHHUIUNAIBHOE YUPEKIACHUE WIM MPEANPUATHE OT BHEIIHEU
OpraHu3alyu, He MOAKIIOYEHHON K CUCTEME «/[eJ10», a TakKe BXOAsIIas BHYTPEHHSIS
KOPPECHOHACHIINS;

JOKyMEHTHUpOBaHUE — (PuKcanus WHPOpMAIMU Ha MaTepUaIbHBIX HOCHUTEISX
B YCTAaHOBJICHHOM IOPSIIKE;

JIEIONIPOU3BOACTBO — JESATEIBHOCTh, OOECIEYMBAIOIIAs JOKYMEHTHPOBAHUE,
JIOKyMEHTOOOOPOT, ONIEPATUBHOE XPaHEHUE U HCIIOIB30BAHUE IOKYMEHTOB;

JOKYMEHT — MaTepuaibHbI HOCUTENb C 3a)MKCUPOBAHHONW HAa HEM B JItOOOM
dbopme wuHbOpManKe B BHUIE TEKCTa, 3BYKO3AMHCH, H300paxeHuss U (WIM) HX
COUYETaHMs, KOTOPBIM MUMEET PEKBU3UTHI, MO3BOJISIONIUE €r0 UJICHTHU(OUIIMPOBATh, U
npeHa3HavueH IS Mepe/ilaud BO BPEMEHHU U B IPOCTPAHCTRBE B LIEJISAX OOIIECTBEHHOTO
MCMOJIb30BaHUs U XPAHEHUS;

JENI0 — OTIEJIbHBIN JTOKYMEHT WM COBOKYITHOCThH IOKYMEHTOB, OTHOCSIIMXCS
K OJIHOMY BOIIPOCY WJIM YYaCTKY JESITEIbHOCTH OpraHa MECTHOT'O CaMOYIpaBJICHUS,
MOMEIICHHBIX B OTJIEIBHYIO O0JIOXKKY;

JOKyMEHTOOOOPOT — JBIKEHHWE TOKYMEHTOB C MOMEHTA WX CO3JaHUS WITU
MOJIYYEHHUS 10 3aBEPIICHUS UCTIOTHEHHUSI, TOMEIICHUS B JIETI0 U (WJIK) OTIPaBKH;

3aBEpEHHAs KOIHS JOKYMEHTA — TOYHO BOCIPOU3BEAEHHBIA TEKCT JOKYMEHTA
C OTMETKOM OpraHa, yHOJHOMOYEHHOTO MPOU3BOAUTH JACHUCTBUS II0 3aBEPEHUIO
KOITH;



uHpopmarus — cBegeHus (COOOIEHNs, JaHHBIC), HE3aBUCHUMO OT (POPMBI HX
MIPEJICTABIICHHUS;

UCXOJISIIIME JIOKYMEHTBI — JOKYMEHTBI, CO37]laBaéMble B CTPYKTYPHBIX
MoApa3JeICHUAX M oOpraHax AJMHUHUCTpAllMd C IIpaBaMu IOPHIANYECKOrO JIHIIA,
MOJABEIOMCTBEHHBIX ~ MYHMITUTIAJIBHBIX ~ YUPEKICHUSIX WA MNPEANPUATHAX U
OTHpaBisieMble 3a TMpeaeibl YKa3aHHBIX OpraHu3aluid, a TakKe MCXOAIas
BHYTPEHHSISI KOPPECIIOHICHITHS;

KOIUS TOKYMEHTa — JOKYMEHT, TOJHOCTHIO BOCIIPOU3BOISIINN MHGOPMAITHIO
NOJIMHHUKA JIOKYMEHTa M €ro BHEIIHUE MPU3HAKU, HE HUMEIOUIUN IOPUINYECKOM
CHUIBI;

HOMEHKJIATypa i€l — CHCTEMaTU3UPOBAHHBIM IEPEUCHb 3aroJIOBKOB €I,
bopMHUpPYEMBIX B CTPYKTYPHBIX TOJPA3NCICHUSX W oOpraHaXx AJIMHHHCTPAIUA C
MpaBaMu IOPUIMYECKOTO JIMIIA, MOJIBEAOMCTBEHHBIX MYHULIIMIAIBHBIX YUPEKICHUIX
WJIY MIPEANPUSATUSIX, C YKA3aHUEM CPOKOB UX XPaHEHHUS;

HOCUTEIb HH(pOpMAIMM — MaTepHalIbHBI OOBEKT, MpeaHa3HAYCHHBIN
JUIL  3aKpEIUVICHUs, XPAHEHUS] W BOCIPOM3BEACHUS PEYEBOM, 3BYKOBOW WIIH
HM300pa3uTeIbHON HHGOPMAIIUH;

O(l)OpMJICHHe JOKYMCHTAa — IIPOCTAaBJICHHUC Ha OJOKYMCHTC H€O6XOI[I/IMI)IX
PCKBU3UTOB,

IMOMJIMHHUK NOKYMCHTA — HGpBBIfI HnJIn C,Z[HHCTBCHHBIﬁ OK3CMILIAP AOKYMCHTA,

MMOANMMCAHUEC JOKYMCHTA — BBIPAKCHUC OTBCTCTBCHHOCTH 3a COICPIKAHHC

JIOKYMEHTa TOCPEJICTBOM 3aBEPEHHUs €ro COOCTBEHHOPYYHOW WM DIIEKTPOHHOM
MOJMKUCHIO JOHKHOCTHOTO MM (PU3HUIECKOTO JINTIA;

MOANKUCH — PEKBU3HT, COACPIKAIINN COOCTBEHHOPYUYHYIO WJIM JJICKTPOHHYIO
MOJIMKCH TOJDKHOCTHOTO WITH (PU3UYECKOTO JIUIIA;

nojb3oBaTeNib cucreM «Jlemo» wu (wnm) «ApxuBHOE Jeno» (maimee —
M0JIb30BaTENIb) — pPAOOTHUK, HAJCICHHBIH B YCTAHOBJIECHHOM TMOPSAKE TpPaBaAMH
JocTyta 1o pabote B cucremax «Jlemo» u (mim) « ApXUBHOE JIEJI0»;

PETHCTPAlIMOHHBIN HOMEP JOKYMEHTa — IU(pPOBOE WM OYyKBEHHO-IIU(POBOE
0003HaueHne, MPUCBAaUBAEMOE JJOKYMEHTY TP €r0 PETUCTPAIINH;

perucrtpanus JOKYMEHTa — NPUCBOCHUE JIOKYMEHTY PpPETMCTPAalMOHHOTO
HOMEPA U BHECEHUE CBEJICHUN O JOKYMEHTE B PETUCTPALUOHHYIO KapTy;
PEKBU3UT JIOKYMEHTa — OJJIEMEHT JOKyMEHTa HEOOXOAUMBIM ISl ero

oopMIIEHUS U OpraHU3aluK PadOThI C HUM;

PK — perucrpannonHas kapra JOKYMEHTa, 3apETMCTPHUPOBAHHOTO B CHCTEME
«Jleno»;

PKII/] — peructpanuonHasl Kapta NpoeKTa JOKYMEHTA, 3aPErUCTPUPOBAHHOTO
B cucTteMme «Jlemnow;

pE30JIIOLMA — YKa3aHUE II0 MCIIOJHEHUIO JIOKyMEHTa, CoJepKalieecs B
pEerucTpalMoOHHON KapTe JOKyMeHTa B cucteme «Jlemo» nmubo ogopmisiemoe B BUAE
OTIEJIBHOTO JIOKYMEHTa, HAAMHCH Ha JOKYMEHTE, B KOTOpPOM (HUKCUPYETCs
uHbopMalsl O 33JaHUAX U TMOPYUYEHUSX, JAHHBIX MCIOJHUTEISIM JIOKYMEHTA;
pe30oJiolMs BKJIIOYaeT B ceOs CBEJCHHsI 00 aBTOpe, HUCIOJIHHUTENE, COAEpKaHHE
[IOPYyYE€HUsl, CPOK HCIOJHEHUS [OpPYYEHHMs, I[PU3HAK KOHTPOJIS, CBEICHUA
0 KOHTpOJIEpE;



CKaHMpPOBaHUE JOKYMEHTA — MTOJIYYEHHUE 3JIEKTPOHHON KOMUU JTOKYMEHTA;

YYaCTHUKU 3JIEKTPOHHOTO JOKYMEHTOOOOpoTa (jajnee — y4YaCTHUKH) —
CTPYKTYpHBIE MOJPA3IEICHUS U OpraHbl AIMUHUCTPALUU C IIpaBaMU IOPUINYECKOTO
JMIa, a TaKKe MOJBEJOMCTBEHHbIE MYHUIUNAIbHBIE YUPEXKICHUS U MPEANPUATHS,
HOJIKJIFOUEHHBIE K cucteme «Jleno»;

(ailsl 3JIEKTPOHHOTO JOKYMEHTa — COYETAHUE BH3YyaJbHBIX OTOOpa)KEHUH
OJaHKa, TEKCTa M JIPYIMX PEKBU3UTOB (MCKIIOYas pPErMCTPAlMOHHBIM HOMEp, JaTy
pPEruCTpalvy U NOAINHKCH) AIEKTPOHHOTO JOKYMEHTA U €r0 MPUII0KECHHI;

¢aiin 37MeKTPOHHON KOMUU JOKYMEHTAa — CKaHWPOBAaHHAs KOMHs JOKYMEHTa
Ha OyMa)KHOM HOCHTEJIE;

AIEKTPOHHBIN JIOKYMEHT — JOKYMEHTHUPOBAaHHAS uHbopMaIus,
Ope/CTaBlICHHAas B OJJEKTPOHHOH Qopme, TO ecTb B BHUAC, MNPUTOTHOM
JUISL BOCTIPUATHS YEJIOBEKOM C HCIOJIb30BAHUEM 3IIEKTPOHHO-BBIYHCIUTEIbHBIX
MalIMH, a TakXe JIJs Mepeaadu no MHPOpMaIMOHHO-TEIIEKOMMYHUKAIMOHHBIM CETSIM
Wi 00pabOTKK B MH(POPMAIIMOHHBIX CUCTEMAX;

AJIIEKTPOHHBIA JOKYMEHT B cucreMe «Jlenmo» — COBOKYNHOCTh (haiiia
3JIEKTPOHHOT'O JJOKYMEHTA (MJIM KOITUH 3JIEKTPOHHOTO JOKYMEHTa) U €r0 PEKBU3UTOB,
XpaHsmascs B 0a3e JaHHBIX cUCTeMBbl «Jleno» B TeYeHHE YCTaHOBJIIEHHOTO CPOKa
XpaHEHHS,

AJIEKTPOHHBIM 1Ia0JOH OnaHka — OJaHK JOKYMEHTa, HpPeICTaBJICHHBIN
B JIEKTPOHHOM (hOpME M UCTIOIB3YEMBIH JIJIs1 CO3aHMs JIEKTPOHHBIX JOKYMEHTOB;

ANIEKTPOHHAS MOJNUCh — HHPOpMAalMs B BJIEKTPOHHOU ¢opme, KoTopas
IPUCOEIMHEHA K Jpyrol MH(MOpManmuu B 3JIEKTPOHHOM (opMme (IMOoANUChIBAEMOM
uH(popManMu) WIA WHBIM 00pa3oM CBsi3aHa € Takod uH(poOpmanued U KoTopas
UCIIOJIb3YETCS ISl ONPEEICHUS JIULIA, TOANMKUCHIBAIOIIET0 NHPOPMALIHIO;

AJIEKTPOHHAS MOANKCH JOJKHOCTHOrO juia (nanee takxe — OI) — ycunennas
KBaJIM()ULMPOBAHHAS AJIEKTPOHHASI TOATHNCH;

DKCIIEPTU3a LEHHOCTH JOKYMEHTOB — HM3y4Y€HHE JOKYMEHTOB Ha OCHOBAaHUU
KPUTEPUEB MX LIEHHOCTH B ILEJISIX OINPEACIICHHUS CPOKOB XPAHEHHUS JOKYMEHTOB U
oTOOpa UX i BKJIIOYeHHs B cocTaB ApxuBHOro Gonaa Poccuiickoit @enepanuu.

3. CoctaB ynpaBieHUYECKUX IOKYMEHTOB
AnmMuHUCTpanuu ropoga Taranpora

3.1. JleaTeabHOCTh AJIMUHHCTpauuu oOecrieunBaeTcst CHUCTEMOH
B3aMMOCBSI3aHHOM ymIpaBJeHYECKOW JOKyMeHTanuu. Ee coctaB ompenensercs
KOMIIETEHIINEN AJIMUHUCTpAIUH, TOPSIIKOM pa3pelieHus BOITPOCOB

(eIMHOHAYAIBHBIA WM KOJUIETHAIbHBIN), 00bEMOM M XapaKTepOM B3aWMOCHCTBUS
C UWHBIMH OpraHaMM  TOCYJAapCTBEHHOM  BJACTW, OpraHaMMd  MECTHOTO
CaMOYIPAaBJIEHUs, TOCYJAPCTBEHHBIMM W HErOCYJapCTBEHHBIMU OpraHU3alUsIMU,
roCy/apCTBEHHBIMU OpPTaHaMy M OpraHU3alusMU, PU3NYECKUMHU U IOPUIANUECKUMU
JIULIAMH.

@yHKIMU YNpaBleHUs B AJIMUHUCTpAlMd pEaTU3ylOTCd C IOMOIIBIO
OpraHU3alMOHHO-PACIOPSAUTEILHON JTOKYMEHTALlUM, KOTOpas BKIIOYaeT B cels
OpraHU3alMOHHO-PACTIOPSIANTEIbHBIE U HHPOPMAIIHIOHHO-CIIPABOYHBIE JOKYMEHTHI.



3.2. OpraHu3alOHHO-pacloOpsANTEIbHbIE  JOKYMEHTHI  —  KOMILIEKC
JOKYMEHTOB, 3aKpeIUIIOMUX (PyHKINH, 3a]1a4u, IEJH, a TAKKe IpaBa U 00sI3aHHOCTH
pabOTHUKOB M PYKOBOAMTEJECH IO BBIMOJHEHUIO KOHKPETHBIX JCHCTBUM,
HE00X0IMMOCTh KOTOPBIX BO3HHUKAET B ACATEIHHOCTH AJIMUHUCTPAIHH.

K oprannzanmnoHHO-pacriopsIuTeNbHBIM TOKYMEHTaM OTHOCSITCS

npaBoBbIe aKkThI | 1aBbl ropona Taranpora;

MpaBOBBIC aKThl AJIMUHUCTPAIINY;

pEIIEeHNUs COBEIIATENbHBIX, KOHCYJIbTATUBHBIX  KOOPIUHAIIMOHHBIX OPTaHOB;

MOpYyYEHUs JOHKHOCTHBIX JIUI] U JIP.;

TUTaHBI;

MOJIOKEHUS, IPaBUJIa, UHCTPYKIIMH, PETIAMEHTBI, TOPSIKHU;

WHBIE TOKYMEHTHI.

3.3. UudopmanmonHO-cripaBOYHbIE JOKYMEHTHI.

HNHpopmalilnoHHO-CIIPaBOYHbIE JOKYMEHTHl — JOKYMEHTBI, KOHCTAaTHUPYIOIINE
(GakThl, SBIAIOLIMECS OCHOBaHUEM JUId MPHUHATHS pEIIeHUH U W3aHus
paciopsAUTEIbHBIX IOKYMEHTOB.

K nHdopmannoHHO-cripaBOYHBIM JJOKYMEHTaM OTHOCSITCSL:

IPOTOKOJIBI (BBIMKUCKH U3 IPOTOKOJIOB);

3aUCKM  (QHAIUTUYECKUE, JOKIAJHBbIe, OOBSCHUTENbHbIE, CIIy)KEOHBIE,
NOSICHUTEJIbHBIE);

3asIBIICHUS;

TeJeTpaMMBbl;

aKThI,

nesnoBas (ciaykeOHas) mepenucka;

CTCHOTPaMMBI;

OTYETHI;

UHbIE JOKYMEHTHI.

4. ToxymeHTaiusi AqMuHucTpaiuu ropoja Taranpora.
O6mwme npaBuiia opopMIICHUS YIIPABICHYECKON JOKYMEHTAINH

4.1. JlokymeHTanusi AIMUHHUCTPAIIUU.

JlokymeHTarusi AJMUHUCTpAIlMd — 3TO CHCTEMa  B3aMMOCBSI3aHHOU
yIOpaBJIeHUECKOW JoKyMeHTalumu. Ee coctaB omnpenensiercs B COOTBETCTBHU
¢ O6mepoccuiickum KinaccuukatopoM ynpasiaeHdecko nokyMeHtaruu (OKY])
OK 011-93, PernamentoM pa®oThl AJIMHUHHUCTpPALMW, UHBIMH IMPABOBBIMU aKTaMU
AJIMUHHUCTpaINH.

JIOKyMEeHTBbl HM3rOTaBIMBAIOTCS Ha OyMaxXxHOM Hocutene U B (dopme
AJIEKTPOHHBIX JOKYMEHTOB C COOJIIOZICHHEM YCTAaHOBJICHHBIX MpaBui O(OPMIICHUS
JOKYMEHTOB.

4.2. O6mme npaBuiia opopMIIECHUS JOKYMEHTOB.

4.2.1. Ilpn MIOATOTOBKE OPraHU3alMOHHO-PACTIOPSAUTEIIBHBIX 151
WH(OPMAITMOHHO-CITPABOYHBIX  TOKYMEHTOB HCIIOJB3YETCS TapHUTypa Impudra
YEpPHOTO I[BE€TA, BXOJAINas B CTAaHJAPTHBIA TMakKeT O(UCHOTO MPOrpaMMHOTO
obecrieuenus. Pasmep mipudra mpu odopmieHun Tekcrta gokymeHta — Ne 14 mr



(mpu odopmienun Tabau u cxem jomyckaercsa 10-12  mT); OAMHAPHBIN
MEXCTPOYHBIM WHTEpBaJ, BbIpaBHUBaHUE al3ala Mo HIMPUHE C OTCTYNOM MEepBOU
ctpoku 1,25 cm. [l odopmileHHs 3arojIoOBKOB HCIONB3YeTCs MPUPT pasMepoM
14 nT. B 1o0KyMeHTax KaBbIYKH OOPMIISIIOTCS CIAEAYIOMUM 00Pa3oM: «...».

TekcT HOOKyMEHTa meyaTaeTcss 4Yepe3 OJMH MEXCTPOUHBIA HWHTEPBAI H
BBIPAaBHUBAETCA M0 IIMpUHE JKcTa (MO0 TpaHHIlAM JIEBOTO W TIPABOro TMOJeH).
Hcnonb3yeTcs: aBTOMaTUYeCKasi pacCTaHOBKa nepeHocoB. MHTepBan mexny OykBamu
B CJIOBaX — OOBIYHBIN. IHTEpBaNT MEX Ty CIIOBaMU — OJTMH TIPOOET.

MHOrocTpoYHblE€ PEKBHU3UTHI II€YATAIOTCS 4Yepe3 OJWH MEXKCTPOUHBIN
MHTEPBAJ, UX COCTABHBIE YACTH MOTYT Pa3JIENAThCA JOMOIHUTEIbHBIM HHTEPBAJIOM.

CTpoKr peKBHU3UTOB BBIPABHUBAIOTCS O JIEBOM I'PaHULE 30HBI PACIOJIOKEHHUS
PEKBU3UTA WIA IO LEHTPY OTHOCHUTEJIBHO CaMOM JUIMHHOW CpOKHU. J[IMHAa CTpoku
PEKBU3UTA TPHU YIJIIOBOM pACIOJIOKEHUU PEKBU3UTOB — He Oonee 7,5 cm. [lnuHa
CTPOKHU PEKBU3UTA IPU NPOAOIHLHOM PACIONIOKEHUH PEKBU3UTOB — He Ooiiee 12 cMm.

TpeboBanust Kk OQOpPMIEHUIO JTOKYMEHTOB, HANpaBIIEMbIX B  ajpec
I'y6epunaropa PocTtoBckoit obOmactu, comepxkarcsa B Permamente IlpaBurtenbcTBa
PocToBckoii o0nactu.

4.2.2. Ilpu opopmiieHUN JOKYMEHTOB yCTaHABIMBAIOTCA CIEAYIOLINE pa3Mephbl
IOJIEH:

aneBoe — 20 Mm;

npasoe — 10 mMM;

BepxHee — 20 MM;

HwxHEee — 20 MM.

JlokyMeHTbl AJIUTENbHBIX (CBbIIE 10 JI€T) CPOKOB XpaHEHUS TOKHBI UMETh
neBoe nojie He MeHee 30 M.

4.2.3. Ilpu odopmieHun AOKyMEHTa Ha JBYX W Oojiee CTpaHMIIAX BTOpas U
MOCJICTYIOIINE CTPAHUIIBI HyMEPYIOTCS apaOCKUMHU U(paMu B PaBOM HUKHEM YTITY
JIOKYMEHTa 0€3 3HaKa TOUKH.

424, Tabnmupt u  rpaduWKd  MOTYT  pacrmojiaraThCsi  Ha  JIMCTE
C UCTIOJIb30BaHUEM aTbOOMHON OpUEHTAI[MN CTPAHUIIBI.

4.2.5. PeKBU3UTBI  «IOAMHUCH» W/ WA «TpU(  COTJIACOBAHMS»  JOJIKHBI
NIOMEIIATHCS Ha OJHOM CTpaHULE C TEKCTOM JoKymeHTa. He pomyckaercs nmepeHoc
TUX PEKBU3UTOB HA OTIEIBHBIA JMCT. Ha TUTYJIBHOM JIMCTE JTOKYMEHTa HOMED
CTPaHMIIbl HE YKA3bIBACTCS, HO YUUTHIBACTCS NIPH 00IIEH HyMepalui CTPaHHLI.

4.2.6. JIokyMeHTBI, KaK 3JEKTPOHHbIC, TAK U HA OyMa)XHOM HOCHUTEJE, MOTYT
CO37aBaThCid C MCIOJIb30BAHUEM MPOTPAMMHOIO OOECHEYEeHHs] — TEKCTOBBIX,
TaOJIMYHBIX pPEAaKTOpPOB, CUCTEM 3JEKTPOHHOIO JIOKyMEHTOO00pOTAa,
00€eCleynBaIINX CO3JaHUe, MPOCMOTP, PENAKTHPOBAHHUE JOKYMEHTOB. Moryt
UCIIOJIb30BAThCSL DJIEKTPOHHBIE KOMHUM JIOKYMEHTOB, MOJIy4aeMble B pe3yJibTare
ounpoBku (Hampumep, CKAHUPOBAHMSI) JOKYMEHTOB Ha OyMa)KHOM HOCHUTEIE.
OJNeKTpoHHasT KONHUS JOKYMEHTa JO/DKHAa OBITh YWTaeMOW, HE COJEep)KaTh
NEPEeBEPHYTHIX HM300paKeHUN CTpaHMll, HE HapyllaTh HYMEpalUI0 CTpPaHUII.
JI71st 5IEKTPOHHBIX KOMUN JOKYMEHTOB PEKOMEHIyeTCsl ucoib3oBath Gpopmar PDF;
PDF/A-1/.

4.3. TpeboBaHus K cOCTaBy M 0O(POPMIICHUIO PEKBU3UTOB JTOKYMEHTA.



4.3.1. Ilpu moarotoBke u OQOPMICHUH JOKYMEHTOB B AJMHUHUCTPALUAU
UCTOJb3YIOTCS CIIEAYIONIUE PEKBUBUTHI:

a) 'ep6 Taranpora;

0) HaMMEHOBaHKE OpPraHa MECTHOT'O CaMOYTIPABIICHUS — aBTOPA IOKYMEHTA;

B) HAUMEHOBAHUE CTPYKTYPHOT'O MOAPA3ACIICHUS WIH OpraHa AJMUHUCTPALINH
C MpaBaMu IOPUANYECKOTO JIMIAa — aBTOpa JOKYMEHTA;

') HAMMEHOBaHUE JIOJKHOCTH JIMIIA — aBTOPA IOKYMEHTa

1) CIIpaBOYHBIEC JTaHHBIE 00 OpraHe MECTHOTO CaMOYTPAaBJICHHS, CTPYKTYPHOM
NOJIpa3/IeJICHUU WIH Oprane AJIMUHUCTPAIMK C PABAMU FOPUIAYECKOTO JIULA;

€) HAMMEHOBAaHUE BUJA TIOKYMEHTA;

) JaTa JOKYMEHTa;

3) pErUCTPAllMOHHBIA HOMEDP TIOKYMEHTA;

1) CChUJIKA HAa PETHUCTPALMOHHBIA HOMEP U JIaTy MOCTYNUBLIErO JOKYMEHTA,

K) MECTO COCTaBJICHUS WJIN U3JJaHUsl JOKYMEHTA,

1) rpud orpaHUYECHHS HOCTYyNa K JOKYMEHTY;

M) agpecar;

H) rpud yTBEPKICHUS TOKYMEHTA,;

0) 3aroJIOBOK K TEKCTY;

1) TEKCT JIOKYMEHTA;

p) OTMETKa O HAJIMYUU MTPUIIOKEHUH;

c) rpud cormacoBaHMs JOKYMEHTA;

T) BU3Q;

y) HOJMKCH JOJKHOCTHOTO JIMIIA;

() oTMeTKa 00 AJIEKTPOHHOM MOIUCH;

X) MeYaTh;

1) OTMETKa 00 UCIIOJTHUTETE;

9) OTMETKA O 3aBEPEHUU KOIIUU;

1) OTMETKA O TOCTYIUICHUH JOKYMEHTA;

111) PE30JIIOIHS;

3) OTMETKA O KOHTPOJIE;

10) OTMETKA O HAMpaBICHUH TOKYMEHTA B JEJIO.

CocTaB peKBU3UTOB MOKET OBITh PA3JIMYHBIM B 3aBUCIMOCTH OT COJIEP)KAHUS U
BUAa JOKyMeHTa. Kaxxaplii BUJII JIOKyMEHTa HOJDKEH HWMETh OIPEACIICHHBIA COCTaB
PEKBU3UTOB U TIOPSAAOK UX PACIOJIOKEHUS.

BuyTtpenHue nokymeHTBI, odopMmisieMble He Ha OnaHke (ciry:keOHbIe,
JOKJIaJIHbIE, aHAIMTUYECKUE 3alUCKH, CIIPABKU, aKThl U JIPYTHUE), JOKHBI COACPKATh
COOTBETCTBYIOIIKE BUY JOKYMEHTA PEKBU3UTHI.

4.3.2. YcTaHaBIMBalOTCd  JBa  BapuaHTa  PACIOJIOKEHHS  PEKBU3UTOB
Ha OJlaHKax — YIJI0BOU U MPOJIOJIbHBIN.

4.3.3.T'ep6 Taranpora mnomemarT Ha OJaHKaX JTOKYMEHTOB TIOCEpEIUHE
BEpXHEro TMojs OjaHka HaJ PEKBU3UTAMU MYHHUIIMIAIBHOTO 00pa3oBaHMS,
Ha paccTosiHud 10 MM OT BepXHEro Kpasi JIUCTa.

4.3.4. HaumeHoBaHre oOpraHa MECTHOTO CaMOYIpaBJIEHUS —  aBTOpa
JIOKYMEHTa, JOJXKHO COOTBETCTBOBAaTh HAWMEHOBAaHUIO, YKa3aHHOMY B YcCTaBe
MyHHUITUTIATBHOTO 00pa3oBanus «I opoa Taranpor.
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4.3.5. HaumeHoBaHuE CTPYKTYPHOTO TMOJApa3feieHUss — aBTOpa JTOKyMEHTa
yKa3bIBaeTCs 10J] HAUMEHOBAHHEM OpraHa MECTHOTO CaMOyMpaBjieHUs B OJaHKax
nuceM M OJIaHKaX KOHKPETHBIX BHUJOB JIOKYMEHTOB B CIy4ae HMX HCIOJIb30BaHUSA
COOTBETCTBYIOIIUMHU CTPYKTYPHBIMU noJipa3/ieJICHUsIMU u opraHamu
AnMuHHCTpanuu ropojia Taranpora ¢ mpaBamMu IOpUANYECKOTO JIUIA B COOTBETCTBUU
C MPaBOBBIMU aKTaMH.

4.3.6. HaumeHoBaHME JIOJDKHOCTH JIMIIA-aBTOpa JOKYMEHTa MCIOJb3yeTCs
B OJIaHKax JOKYMEHTOB JOJDKHOCTHBIX JIMI[ M PACIONiaraeTcsl MOoJ HauMEHOBaHHEM
OpraHa MECTHOTO CaMOYIIPaBJICHHUSL.

HanMeHoBaHME JNOHKHOCTH YKa3bIBA€TCS B COOTBETCTBUU C HAMMEHOBAHUEM,
IPUBEAECHHBIM B PAaCIOPSIAUTEIEHOM JOKYMEHTE O Ha3HAYEHUH Ha JOJIKHOCTb.

4.3.7. CipaBouHble  JaHHbIE 00 OpraHe MECTHOTO CaMOYTMpaBICHHUS,
CTPYKTYPHOM MOApA3JeIEHUd WM OpraHe AJMUHUCTpAallMM C IpaBaMu
IOPUIUYECKOTO JINLIA:

HOYTOBBIM ajpec, HoMepa TeIe(POHOB U JIPYrHe CBEIACHHS 0 YCMOTPEHHIO
OpraHa MECTHOI'O CaMOYIIPaBJICHUS.

[TouToBBIH agpec B CIPaBOYHBIX JIAaHHBIX YKA3bIBAETCS B MOCIEAOBATEIILHOCTH,
ycTaHoBiIieHHON [IpaBuiamMu oOka3zaHHsl YCIyr TOYTOBOM CBS3HM, YTBEPKICHHBIMU
npukazoM MuHUCTEPCTBA TU(POBOTO Pa3BUTHUSA, CBA3U M MACCOBBIX KOMMYHHUKAIIUN
Poccuiickoit ®deneparuu ot 17.04.2023 Ne 382 (manee — IlpaBuna okazaHus ycuyr
MIOYTOBOM CBSI3M), @ UMEHHO: Ha3BaHHE YIIMIIbI, HOMEP JI0Ma, Ha3BaHWE HACEJICHHOIO
MTyHKTA, TOYTOBBIN HHJICKC).

4.3.8. HaumeHoBaHne BUAa JOKyMEHTa (HampuMep: MpHKa3, MPOTOKOJ, aKT)
YKa3bIBa€TCs Ha BCEX TOKYMEHTaX, 3a UCKIIOYEHUEM JEJIOBBIX (CIYKEOHBIX) TUCEM.

Bun nokymeHTa pacnonaraerca IOJA PEKBU3UTAMHM aBTOpa JIOKYMEHTA.
HammenoBanne BHIa AOKyMEHTa TIe€4YaTaeTcs MPOMUCHBIMH OyKBaMH, a TaKkxke
JIOTyCKaeTCs MUcaTh CIMTHO WK Bpa3psiaky (Hampumep: [IPUKA3, A K T).

4.3.9. [laToil JOKYMEHTa SIBISIETCS JaTa ero MoAmnucanus (yTBEp>KICHUS) WU
naTta coOBITHS, 3a()UKCUPOBAHHOTO B IOKYMEHTE.

Jlata TOKyMEHTa 3aluChIBAECTCS B MOCIEA0BATEIBHOCTHU: JI€Hb MECsLa, MECHIIL,
roJi OJHUM U3 JIBYX CIIOCOOOB:

apabckumu nudpamu, pazaeneHHbiMu Toukoi: 05.06.2018 (6e3 mobGasienus
«T.» WM UHBIX OYKBEHHBIX 0003HAUYCHUN );

Cl0BeCHO-1IU(POBHIM criocobom: 23 urosst 2018 r.

Jlata JOKyMEHTa MpOCTaBISIETCS AOHKHOCTHBIM JIMIIOM, MOANHCHIBAIOIIUM
(YTBEP)KIAIOUIMM) JOKYMEHT WM PaOOTHUKOM, OTBETCTBEHHBIM 3a PETHCTPAINIO U
opopmieHHEe JOKYMEHTa TMpU YCIOBHM, UYTO PpETUCTpalMs JOKyMEHTa W,
COOTBETCTBEHHO, JATUPOBAHUE OCYILECTBISIOTCS B ACHb MOJNUCAHUS (YTBEPKICHUS)
JTOKYMEHTA WUJIU CIEAYIOMHA pabounii JeHb, €Cu JTOKYMEHT ObUI MOJNKCAaH B KOHIIE
pabouero  naHa. Jlata  mpocTaBiseTcss — HEMOCPEICTBEHHO  COCTaBUTEJIEM
IpU MOATOTOBKE JOKYMEHTA (JIOKJIa/iHas, CIIy>KeOHas 3allucKa, 3asBIICHUE).

[Ipu odopMieHUn PYKOMUCHBIX TOKYMEHTOB JaTa, Kak IMPaBUIIO, CTaBUTCS
PAIAOM € MOANMUCHIO WM MO NOANHUCHIO.

MecTo npocTaBiieHus JaThl HA TOKYMEHTE 3aBUCUT OT UCIOJIb3yeMOro OjaHKa
U BUJa JOKyMeHTa. /[aTa MOXKeT MPOCTaBISITHCS HA CIEIMAILHO OTBEICHHOM JTsI HEee
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mecte. Hammpumep, Ha GiaHke nucbMma:
17.03.2018 Ne 60/340.

B aKTaX, IIPOTOKOJAX, CIIpaBKax MCCTO HOaTbl OIIPCACIIACTCA paBMeTKOﬁ
3aroJIOBOYHOM 4acCTH JAOKYMCHTA. HpI/I YIJIOBOM PACIIOJOKCHHUHN daTa IIPOCTABIIACTCA
OT JICBOTI'O IIOJIA. HaHpHMep:

AnMuHUCTpaIys ropojia Taranpora
AKT

02.03.2022 Ne 15
r. Taranpor

[IpocTaBnsaTh HOJb B OOO3HAYEHUM IHS MECSIA, €CJIM OH COJAEPKUT OJIHY
uudpy, o0s13aTENBHO.

Bce cmyxeOHbIE OTMETKHM Ha JIOKYMEHTE, CBSI3aHHBIE C €r0 MPOXOXKICHUEM U
WCIIOJTHEHUEM, JOJDKHBI OBbITh JatupoBaHbl. CrenyeT coOmojaTh eauHooOpasue
HaMucaHus JaT B OJJHOM KOHKPETHOM JIOKYMEHTE.

JIOKyMEHTBI, U3JIaHHBIC JIBYMsI WJIM OOJiee OpraHU3alUsIMH, OHKHBI UMETh
OJIHY (€IMHYI0) ATy, COOTBETCTBYIOIIYIO JaTe MOJMUCAHUSA TOKYMEHTa MOCIETHUM
JOJ>KHOCTHBIM JIUIIOM.

JIOKyMEHTBI BCTYMAIOT B CHJIY CO JHS UX MOJNUCAHUSA (WU YTBEPKICHUS),
€CIM B TEKCT€ WM HWHBIMU  MYHUIUIAIbHBIMH  [PABOBbIMM  AKTaMH
HE MPEeayCMOTpEHa Apyras AaTa.

[Ipu ccbulke B TEKCT€ HA MPABOBOM aKT WJIM MHOW JOKYMEHT O0s3aTelIbHO
YKa3bIBAaIOTCS €0 BUJ, AaTa, HOMED.

Hudporoit crnocod mnpocTaBieHUs AT MCHOJB3YETCSd MNpU OPOPMIICHUHN
CITY>K€OHBIX THCEM, CIPABOK, 3aKIIOUCHHM, HAMUCAHWU TMOPYUYEHUM, BU3UPOBAHUU
JIOKYMEHTOB.

Mecto npocTaBiieHHs AaThl HA JOKYMEHTE 3aBUCUT OT MUCIOJIb3yeMOro OJlaHKa
Y BHUJIa IOKYMEHTA.

4.3.10. PeructpaninoHHbIi HOMEp JOKYMEHTa — IU(GPOBON uiu OyKBEHHO-
udpoBoit uaeHtTudukaTop rokyMmenta. CoCTOUT U3 MHJIEKCA MO KiIaccupukaTopy u
€ro TMmopsAKoBOoro HoMmepa. B cucreme «J/leno» peructpalMoOHHBIA HOMEpP
MpPUCBANBAETCSl JOKYMEHTY aBTOMATHUYECKA TIPU  BBINOJHEHUH MPOLEIYpPbI
pETUCTpaIlU B COOTBETCTBUY C 33JJaHHBIM I1a0JIOHOM HOMEHKJIATYPHI.

Bce peructpanioHHble  OTMETKM  BHOCSTCS  PYKOIMCHBIM  CIIOCOOOM
C UCIIOJIb30BAaHUEM YEPHUJI CUHETO 1IBETA.

Ha noxymenTtax, odOpMIJIEHHBIX Ha OJaHKaxX, PErHUCTPAIMOHHBIN HOMEp
MPOCTABIIAECTCS. B COOTBETCTBUU C PACIIOJIOKEHUEM 3TOTO PEKBU3UTA.

PeructpanvionHslii HOMEp MPUCBAUBAETCSA JTOKYMEHTY MOCJIE€ €0 MOMMCAHUS
(YTBEpKACHHUS).

4.3.11. Ccbuika Ha PpETUCTPALIMOHHBIA HOMEpP H JaTy IMOCTYIHUBIIETO
JIOKYMEHTa, COCTOsIIasi W3 PErucTpalMoOHHOIO HOMEpa U JIaThl BXOJIAIIETO
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JIOKYMEHTa, Ha KOTOpBIA Jaercs OTBET, MPOCTABIAETCS B BHUJE OTMETKHU
«Ha Ne... or..» B Onanke nucbMa. He pekomeHmyeTcsi BKJIIOYaTh €€ B TEKCT
JOKYMEHTA.

B cucreme «Jleno» B peructpanuonHoi kapte (mamee — PK) mokymenta
JOJDKHA OBITh yKa3zaHa CBsi3Ka C JJOKYMEHTOM, Ha KOTOpbIM naercs oTBeT. CBS3KU:
«Bo wucnoiHeHWE» — HCHOJIB3YyeTCS MNpPH IMOATOTOBKE OTBETA HA IMOCTYHUBILHMA
3anpoc, ooOpaimeHue, «B momomHeHuWe» — UCHONB3yeTCs TMPU  MOJATOTOBKE
JIOTIOJIHUTEJILHOTO OTBETa K paHee HampaBJIeHHOMY, «B oTMeHy» — HCHoJb3yeTcs
MpU MOATOTOBKE TOKYMEHTA, OTMEHSIOIIETO PaHEe HAPABICHHBIN OTBET.

4.3.12. Mecto cocrtaBieHus (M3JaHUsI) JOKyMEHTa YKa3bIBaeTCsl B OJaHKax
JOKYMEHTOB, KpoMe€ OJaHKOB JEJNOBBIX (CIyKEOHBIX) TIHCEM, JOKJIQJHBIX,
CIy’)KEOHBIX 3alMCOK W JPYTUX, BHYTPEHHUX WHGOPMAIMOHHO-CITPABOYHBIX
JIOKYMEHTOB, a TaKX€ B CIy4ae €CJIM MECTO HaXOXKJCHUsI OpraHU3alluy BXOJUT B €€
HaMEHOBAHUE.

43.13.Tpudp (momerka) o0 OrpaHMYEHUH JIOCTyNMa K JIOKYMEHTY
MPOCTABIISIETCSI B IPaBOM BEPXHEM YIUIy I[IEpBOrO JIUCTa JIOKYMEHTa (HpoeKTa
JIOKyMEHTA, COMPOBOJUTEIHLHOTO MUChMa K JOKYMEHTY) Ha TPaHHUIIE BEPXHETO IMOJIs
OpyU HaJUYMM B JIOKYMEHTEe WHGOpMAaIMH, JOCTYyH K KOTOpPOM OrpaHHuYeH
B COOTBETCTBUH C 3aK0HOAATeNbCTBOM Poccuiickon denepanuu.

B cocraB rpuda (moMerkn) o6 OrpaHMYEHUU JOCTYIA K JIOKYMEHTY BXOJUT
OTpaHUYUTENIbHAS HaImuch «JlIsi  Coy)XeOHOro MOJB30BaHUS», JOMOJIHSIEMAs
HOMEpPOM DK3EMIUIApa JOKYMEHTa M JPYTMMU CBEACHUSIMU B COOTBETCTBUHU
C 3aKOHOJIaTeNnbCTBOM Poccuiickoit @enepannu. Hanpumep:

Jlnst city:xeOHOro
MIOJIb30BaHUS
Ok3. Ne 2

4.3.14. Anpecat — pPEKBU3UT, HCHOJB3YEeMbI TpPH O(DOPMIICHHH JIETOBBIX
(cmy>)keOHBIX) TIMCEM, BHYTPEHHHUX HH(POPMAIIMOHHO-CIIPABOYHBIX JOKYMEHTOB
(TOKJIaHBIX, CITYKEOHBIX 3aMUCOK, 3asIBJICHUN U JIp.).

B kauecTtBe ampecata MOTYT OBITh OpPTaHbl TOCYAApCTBEHHOM BJIACTH, OPTaHbI
MECTHOTO CAaMOYIPABIICHUS, OpraHu3allid, WX CTPYKTYpPHbIC TOApa3ACIICHUS,
JIOJDKHOCTHBIC WK (DU3WYECKUE JIHIIA.

PexBu3ut «Aapecar» mpoCTaBiIsieTcsl B BEpXHEW MPaBOM YaCTH MEPBOTO JINCTA
JNOKyMeHTa (Ha OJlaHKe C YIJIOBBIM PACIOJOKEHHEM PEKBU3UTOB) WJIM CIIpaBa
MO/ PpEKBU3UTaMH OyiaHka (IpU TPOJOJBHOM  PACIOJIOKEHUH PEKBU3UTOB).
[Tpu Hanuuuu rpuda orpaHUYEHHs JOCTyNa K JOKYMEHTY «AJpecar» pa3Mellaercs
Mo/ HUM.

PexBusur «Anpecar» LEHTPUPYETCS IO OTHOIICHUIO K caMOl JJIMHHOMN
cTpoke. JInmmHa MakcuManbHOM CTPOKM HE JOJbKHA TmpeBblmath 10cMm u
OTPAaHUYMBAETCA MPABOM IPAHULIEN TEKCTOBOTO ITOJIS.

[Ipu agpecoBaHMM JOKYMEHTA B OpraH TOCYyJAapCTBEHHOM BJIACTH, OPTaHbI
MECTHOTO CaMOYIIPABJICHHS, OPTaHU3ALMI0 WIM UX CTPYKTYPHBIE MOJpa3AesieHus
(6e3 ykazaHWs OJDKHOCTHOTO JIMIIA) YKa3bIBa€TCA TIOJHOE WM COKPAICHHOE
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HaMEHOBAHUE COOTBETCTBYIOUIEIO OpraHa BJIACTU (OpPraHU3alllii) B UMEHUTEIbHOM
najgexe. B cocraB pekBu3uTa «Azpecar» MOMKET BXOAUTh IIOYTOBBIA aJpec.
Hampumep (31ech 1 ganee npuMepbl HAMMEHOBAHMSI OpTaHU3AlMM, UX CIPABOYHBIC
JTAHHBIE SIBJISIIOTCS YCIIOBHBIMU):

KoMuTteT 1o yrpasieHHIO
apXUBHBIM JICTIOM
PocToBckoit 00macTu
WJIN:

Bcepoccuiicknit Hay4HO-
MCCIIEI0BATEIbCKUN UHCTUTYT
JIOKYMEHTOBEICHHS U ApXUBHOTO JeJia
[Ipodcorosnas yi., 1. 82, Mocksa, 117393

[Ipu aapecoBaHWU TOKyMEHTa PYKOBOJUTENIO (3aMECTUTEIIO0 PYKOBOJUTEIIS)
OopraHa rocyJapCTBEHHOW BJIACTH, OpraHa MECTHOTO CaMOYIIPAaBICHHS OpraHU3aluU
YKa3bIBalOTCS B JIaT€JIbHOM IIaJIe’)K€ HAMMEHOBAHUE JOJKHOCTH PYKOBOJIUTEIS
(3amectuTens PYKOBOJUTETS), BKJIFOYALOIIIEE HAaMMEHOBAHHUE opraHa
rOCyJapCTBEHHOM BIJIACTH, OpraHa MECTHOIO CaMOYIIPaBJICHUS, OpPraHU3AlUHU, U
bamuus, THUIAAIBI TOJIKHOCTHOTO Juiia. Hanpumep:

JupekTopy nenaprameHTa
NOTPEOUTENBCKOTO PhIHKA
PocToBckoii o0nactu

damvmmua U.0.

IIpu anpecoBaHuMM [OKYMEHTa B CTPYKTYpHOE NOApA3AEICHUE OpraHa
rocyJapCTBEHHOM BIIACTH, OpraHU3alMd B PEKBU3UTE «AJlpecar» YyKa3bIBACTCS
B UMEHHUTEJIBHOM MaJe)K€ HANMEHOBAHHME OpraHa TOCYJIapCTBEHHON BIACTH,
OpraHu3allvi, HUKE — HAMMEHOBaHUE CTPYKTYPHOTO noApaszaeneHust. Hanpumep:

MuHucTepcTBO (PMHAHCOB
PocToBckoit obnactu
VYpasienue 010 KETHON OJIUTUKU

Bo Bcex Bumax HamucaHusi pekBU3UTa (aMuiIvs W WHULMAIBL ajpecaTa
o(OpPMIISIFOTCSI HMDKE MPEABIAYIIEro TeKCTa Ha OJWH OJWHAPHBIA MEXKCTPOYHBIM
uHTepBal. UHUIMAIBI CTaBsATCS TIOCe (DaMIIIUN.

Ecnu nucsMo appecyeTcs nuily, UMEIIEMY BOMHCKOE 3BaHUE, YUEHOE 3BaHUE
WJIU YYEHYIO CTENEeHb, TO B PEKBU3HUTE «AJpecaTy MOKHO yKa3aThb COOTBETCTBYIOIIIEE
3BAHUE WJIM YYEHYK CTENEHb, KOTOpPbIE IPUBOIITCA B COKPAIIEHHOM BUJE
HETMOCPeICTBeHHO Tiepen pammueir. Hanmpumep:

14



Pexropy ®I'bOY BO «/loHCcKOM
FOCYJIapCTBEHHBI TEXHUYECKUI
YHUBEPCUTET

JOKTOPY TEXHHUYECKHUX HayK, Ipodeccopy
davmumsa U.O.

Bo BHYTpeHHHX [IOKYMEHTAaX, aApPECYEMBIX PYKOBOJUTEIO CTPYKTYPHOIO
NoApa3JeiICHUs WM OpraHa AJMHUHUCTpAllUd €ro paOOTHUKAMU, HAaWMMEHOBAaHHE
OpraHu3aluu He ykaspiBaeTcsa. Hanmpumep:

HauansHuky otaena
MYHUITUTIATBHOM CITY>KOBI M KaJpOB

damvmmua U.0.

[Ipu anpecoBaHwM THChbMa PYKOBOIUTEIIO CTPYKTYPHOI'O TOJpa3JaeIICHHUS
YKa3bIBAIOTCS B MMCHHUTEIHLHOM MaJe)kKe HAMMEHOBAHHE MCIOJHUTEIIBHOTO OpraHa
roCyJIapCTBEHHOM BiacTH POCTOBCKOM 001acTH, MHOTO TOCYAapCTBEHHOTO OpraHa
(opraHm3anuu), HIKE B JaTeIbHOM TMaaAeKe — HAUMEHOBAaHHWE JOJKHOCTH
PYKOBOJIWTENSA, BKJIIOYAIONIEE HAMMEHOBAHUE CTPYKTYPHOTO TIOJpa3/eiCHUS,
dbamuus 1 nHUIMAIBEL. Hampumep:

MuHucTepcTBO PUHAHCOB
PocToBckoi ob1acTu
HavanpHUKY yripaBiaeHUs
OIOPKETHOM ITOJIMTUKH

dammmua U.0.

[lepen  damwmimmeir  JOMKHOCTHOTO  JIMIA  JOMYCKAeTCs  YHMOTPEOSATh
COKpaIlleHUE «T-Hy» (TOCIOJMHY), €CIU agpecaT MYKUHWHA, WIN «T-Ke» (TOCIOoXe),
eciu aapecar xeHiuHa. Hanmpumep:

r-uy lBanosy ..
r-xe ITasnosou I1.I1.
[Ipn pacceuike JOKyMEHTa TpyIIle OpraHu3aldid OJHOTO THIA WU

B CTPYKTYpPHBIC TIOJIpa3eieHus] AIMUHUCTPAIIMN aIpecaT YKa3bIBaeTCsl 00OOIIEHHO.
Hanpumep:

CTpyKTYpHBIM NOAPA3AEICHUAM
AnmMmuHucTpanuu ropoja Taranpora

WX JOJIXKHOCTHBIM JIMIIAM:
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PykoBoauTensiM CTpyKTYpHBIX
MOJIPA3ICIIECHUAN
AnmuHucTpanuu ropoaa Taranpora
WIN:

3aMeCTUTEIISIM TJIaBbl AJIMUHUCTpAIUU
ropojia Taranpora

[Tpu moarotoske PKII/] Bce aapecatsl B 00513aTeIbHOM MOPSIAKE JOOABIISIOTCS
B pazaen PKIIJL «Anpecatbi».

Ecnu nuceMo HampaBiisieTcsi, KpOME OCHOBHOTO aJipecara, JJid CBEICHUS €Ile
HECKOJBLKHM, OO0ITlee KOJIMYECTBO aapecaToB HE JOHKHO OBITh OoJjiee dYeThIpeX,
32 HCKJIIOYEHHEM JOKYMEHTOB, IMOATOTOBJICHHBIX C YyYE€TOM TpeOoBaHUI
MPOLIECCYATBHOTO 3aKoHoJarenbcTBa Poccuiickon @enepannn. OCHOBHOM ajpecar
YKa3bIBA€TCsl TIEPBBIM, CIIOBO «KOIHUS» MEpe] BTOPHIM — YETBEPTHIM ajpecaTaMu
HE TeyaTaeTcs.

[TouToBBIN afgpec B pekBU3UTE «AapecaT» oPOPMISIETCS HUKE MPEIbIIYIIETO
TEKCTa Ha OJWH OJMHAPHBIA MEXCTPOUYHBIA MHTEPBAJL. DJIEMEHTHI IIOYTOBOTO aJpeca
YKa3bIBalOTCS B COOTBETCTBUMU C [IpaBmiamu oOKa3aHWs YCIyr MOYTOBOW CBS3U
B CJEAYyIOIIEH MOCJIe0BATEILHOCTH: HAUMEHOBAHHE ajpecaTa (IUisl IOPUIUYECKOro
JIUIIA — TOJTHOE UJTM COKpAIllEHHOE HauMEHOBaHue (ITPU HAJIMYUM), JIJISl TpaXKIaHuHA —
dbaMunuss ¥ UWHULMATGI); HA3BaHUE VYIMIBI, HOMEp JoMa, HOoMep oduca WU
KBapTHUPhI, Ha3BaHHWE HACEJIEHHOTO MyHKTa (TOpoja, Moceiika); Ha3BaHUE pailoHa;
Ha3BaHUE pecnyOJuKU, Kpasi, 00JacTH, aBTOHOMHOTO OKpyra (00yiacTu); Ha3BaHUE
CTpaHsbI (JJ151 MEKTyHAPOIHBIX TTOUYTOBBIX OTIPABJICHU); MOYTOBBIN UHIEKC.

[Ipu angpecanmu gokymeHTa (PU3UYECKOMY JIMIlY YKa3bIBAIOT (DaMUIUI0 U
WHUIIMAJIBI, 3aTEM TTOUTOBBIN asipec. Hanmpumep:

Kupeeny M.I1.
Camomas yi., 1. 5, kB. 12,
r. Taranpor,
Pocrosckast 00i1., 347900

IToutoBBII agpec HE yKa3blBaeTcss B  JIOKYMEHTaX, HaIlpaBIseMbIX
B IlpaButennctBO PocTOBCKOW 007aCTH, MCHOJHHUTCIBHBIC OPraHbl BIIACTH
PocToBckoit 06acTu, ydacTHUKaM CUCTEMBI «J[em10», CUCTeMbI MEXBEIOMCTBEHHOTO
AJIEKTPOHHOTO JOKYMEeHTooOopoTa (nanee — cuctema M3OJ10).

[Ipu ormpaBke muchbMa MO JJIEKTPOHHOW mMouTe (0€3 JOCBUIKM TO TOYTE)
MOYTOBBIM ajJpec TakKe He YyKa3biBaeTcs. B mucbMe J0KeH OBITh yKa3aH
AJIEKTPOHHBIN ajJpec, Mo KOTOpoMy OyAeT mpou3BeacHa (akThyeckas OTIpaBKa
nokymeHnTta. Hanpumep:

AJMUHHCTpaLUs
JKene3HonopoxHOro paiiona
r. PocroBa-na-/lony
admingel@rostov-gorod.ru
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[ToutoBbIli agpec Ha KOHBEpTE OQOPMISIETCS TaKKe B COOTBETCTBUU
c [IpaBunamu okazaHus yCIyr MOYTOBOW CBS3M. AJpec MOoJIydaresis pacrojaraercs
B MPaBOW HIDKHEH YacTH, a aipec OTIPABUTENS — B JICBOM BEPXHEW YaCTU MOYTOBOTO
KOHBepTa (IIOYTOBOTO MaKeTa, TOYTOBOM KapTOUKH):

Anpec oTmpaBuTENs

ucx. Ne 29-07-189/19 AnMuHHCTpanusi MyHUUUIIAIBHOTO  00Opa30BaHMS
Karanpauikoro paiiona

Jlenuna yiu., 147, cr-ua Karaneaunkas, 347780

AJlpeca Ha MOYTOBBIX OTIPABJICHUSX, IEPECHUIAEMBIX B MPEIEIax TEPPUTOPUU
Poccuiickoit ®enepanuu, oGOpPMIAIOTCS Ha PYCCKOM si3bike. Ha modTOBBIX
OTIIPABJICHUAX HE JIOJDKHO OBITh HE OTHOCAIIUXCS K aJJpeCy 3HAKOB.

Ha MexayHapoAHBIX MOYTOBBIX OTIIPABICHUSAX aapec 0pOpMIIIETCS COTIIACHO
NyHKTY 8.2.9 Hacrosmen MHCTpyKIun.

4.3.15. T'pud yrBepkmeHus AOKYMEHTa — OCOOBIA CIOCOO0 BBEICHUS
JIOKYMEHTAa B NEUCTBUE, CaHKIIMOHUPYIOIIUNA pacupoCTpaHEeHUE ero
Ha OIPEICICHHBIN KPYTr OpraHu3anui, JAOJLKHOCTHBIX JIMIL, TpaxkaaH. JJOKyMEHTHI
yTBepxkaarorcs ['maBoit ropoga Taranpora, 3aMecTUTENSIMU TJIAaBbl AIMUHHUCTPAaLAN
Y MHBIMU JIOJDKHOCTHBIMM JIMIIAMU A IMUHUCTpPAIUU.

I'pud yTBepkaeHUs NPOCTABISAETCA HA JOKYMEHTE B CIIy4ae €ro YTBEPKIACHUS
JOJKHOCTHBIM JULOM, pacnopsiauTEIbHbIM JOKYMEHTOM (mpukazom,
MOCTAHOBJICHUEM, PACTIOPSIKEHNEM ), KOJUIETHAIbHBIM OPTaHOM.

[Ipu yTBepkIeHUM TOKyMEHTa JOJKHOCTHBIM JIUIIOM Tpu( YTBEpPKIACHUS
JOKyMeHTa J0obKeH coctosiTh u3 cioBa Y TBEPXJIANO (mponucHbiMu OyKBamw,
0e3 KaBbIUCK), HAMMEHOBAHHS JOJKHOCTH JIMIA, YTBEPXKIAIOIIETO JTOKYMEHT,
€ro MoJIWCH, UHUINAIOB, (JaMUJIUK U JIaThl yTBEpkaAeHus1. Hanpumep:

YTBEPXKXIAIO

3aMecTUTelb
rJ1aBbl AJIMUHHUCTPALAN
ropoaa Taranpora
JInanag noamnuce U.0. Gamuinnsa
JlaTa

[Ipu yTBepXkACHUM TOKYMEHTA paCIOPSAUTEIBHBIM JTIOKYMEHTOM Tpud
yrBepxaeHus cocrouT u3 cnosa Y TBEPXK/IEH (YTBEPXIEHA, YTBEPXEHBI
nwmu YTBEPXJIEHO), cornacoBaHHOro ¢ HaMMEHOBAaHMEM BHJIA YTBEPKAAIOIIETO
JIOKYMEHTA B TBOPUTEIILHOM MAJIeXKE, €ro 1aThl 1 HoMepa. Hanpumep:
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(PernamenT)
YTBEPX/IEH
npukazom AO «IIpoduib»

ot 15 ampens 2025 r. Ne 82
WIH

(ITpaBuna)
YTBEPXIEHbI
npuka3zom AO «IIpodpuis»
ot 15 ampens 2025 r. Ne 83

[Ipu yTBEpKIeHNN TOKYMEHTAa KOJUICTHATBHBIM OPTaHOM, PEIICHHS KOTOPOTO
(GUKCUPYIOTCS B TIPOTOKOJE, B Tpude YTBEPKICHHS YKa3bIBAIOTCS HAWMCHOBAHUE
opraHa, pelIeHHEM KOTOPOro YTBEPXKJCH JOKYMEHT, JaTa M HOMEp MPOTOKOJA
(B ckobOkax). Hammpumep:

(ITonoxxenue) YTBEPXJIEHO

AHTHHAPKOTUYECKON KOMUCCUEN
ropoja Taranpora
(mpotokou oT 19.05.2022 Ne 4)

[Ipu yTBepkI€HUM NOKYMEHTAa HECKOJBbKHUMHU JOJDKHOCTHBIMHU JIMIIAMH HX
MOJIMMUCHA PaclojlaraloT Ha OJIHOM yPOBHE chpaBa MW cieBa. Eciam  4yucio
YTBEPKIAIOIMINX JTOKYMEHT JIOJPKHOCTHBIX JIUIT IIPEBBIIIACT JBa, TPUGBI YTBEPKACHUS
pa3sMEATCS APYT O APYTOM.

I'pud yTBEepKIEeHMS NOKYMEHTa pacrojiaraloT B IIPaBOM BEpPXHEM YTIIy
MEPBOIO JIUCTa JOKYMEHTA.

IIpu  yTBepkIeHHMM  JOKyMEHTa Tpud  yTBEpPXKIACHUS  IEHTPUPYETCS
10 OTHOIIEHHIO K CaMOU JNIMHHOW CTPOKE:

YTBEPXAIO

I'maBa ropona Taranpora
JInynas noanuce N.0. Gamninusg
[lata

4.3.16. 3arooBoK K TEKCTYy — KpaTKoe COJEep)KaHUE JOKYMEHTa MOXKET
COCTaBIISAITbCSI KO BCEM JOKYMEHTaM, 3a MCKIIOUYEHUEM TeJlerpaMM, H3BEILCHHUI,
a TaKXe JTOKYMEHTOB, UMEIOIIUX TEKCT HEOOBIIOT0 00heMa (110 5 CTPOK).

3arooBOK K TEKCTy Iiedaraercss 0e3 KaBblU€K M IEPEHOCOB IO CIIOTaM,
HE TMOJYEPKHUBACTCS. 3arojOBOK K TEKCTy, COCTOSIIIMNA W3 ABYX U 0oJiee CTpOK,
[€YaTACTCd YEepPe3 OJMHAPHBIA MEXCTPOYHbIM uHTepBal. He pexomenayercs
3aKaHYMUBATh CTPOKY B 3ar0JIOBKE MPEAJIONOM WM COI030M. TOYKa B KOHIIE 3ar0JIOBKa
K TEKCTY HE CTABUTCH.

3aroyioBOK JIOJKEH ObITh KPATKUM, TOYHO MEepeAaBaTh COAEpKaHUE JOKYMEHTA
U COIJIACOBBIBATHCS C HAMMEHOBAaHMEM BuJa JokyMeHTa. Odopmisercs
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noa peKBU3UTaMU OnaHka CJICBA, OT I'paHUIIbI JICBOT'O I10JIA. I[J'II/IHa CTPOKH 3aroJioBKa
K TCKCTY HOJIZKHA COCTABJIATH HC Ooiee 7,5 CM.

Ecau 3aronoBok k TCKCTY OTBCUACT HaA BOIIPOC «O ‘IGM?», OH HA4YMHACTCIA
C IIpcajiora «o» (((06))). Ecau 3aroioBok k TCKCTY OTBCYACT HA BOIIPOC ((‘IGI‘O?», OH
COCTaBJIACT OAHO LCJIOC C HAMMCHOBAHUCM BHU/J1d JOKYMCHTA. HaHpHMep:

pacniopsbkenue (0 ueM?) 0 CO3/1aHuU aTTECTAlMOHHOM KOMHUCCHH;
UCHMO (0 4YeM?) O BBIJICIICHUH CPEJICTB;

aKkT (uero?) npuema-nepeaadu Je;

MPOTOKOJI (4ero?) 3acejaHusl SKCIIEPTHON KOMUCCHUHU.

B cucreme «Jleno» 3aroioBOK K TEKCTy (KpaTKOe COAEp:KaHHUE JOKYMEHTA)
COCTABJIISICTCS I BCEX TOKYMEHTOB M BHOCUTCS B COOTBETCTBYIOMIEE nosie PK.

4.3.17. TekcT JOKyMEHTa COCTaBIIICTCA Ha PYCCKOM SI3bIKE — TOCY1apCTBEHHOM
s3pike Poccuiickoit denepanuu, ¢ y4eToM OCOOEHHOCTEM OQUIIMATBHO-IETOBOTO
CTWJISA, BUJA JOKYMEHTA U €r0 Ha3HAYCHHUs B YIIPABICHUYECKOU JEATEIBHOCTU. TEKCT
JIOKyMEHTa JIOJDKEH OBITh aKTyallbHbIM, KPAaTKUM, JIOTUYHBIM, COJEPKATh IMOJHYIO,
JIOCTOBEpPHYIO (MPOBEPEHHYI0) MH(MOpMAIUIO, OJHO3HAYHBIE (opMynupoBKu. Eciu
JIOKYMEHT TOTOBHUTCSI B OTBET HAa MUCHMO, 3aMpoc, 00beM HHPOPMAIMA U ACTIEKTHI
COAEP>KaHUs B OTBETHOM IMCHME JOJIKHBI COOTBETCTBOBATH 3aIPOCY.

TekcT AOKyMEHTa, MOMHUMO CBS3HOTO TEKCTa, MOXET COJep)KaTh TaOJIUIbI,
CIIUCKH, Tpauyeckre n300pasKeHUs WU COUETaHUs dTUX CTPYKTYP.

B Ttexcre mokyMeHTa, MOATOTOBJIEHHOIO HAa OCHOBAaHMM 3aKOHOAATEIBHBIX,
VMHBIX TPaBOBBIX aKTOB, W3JIAHHBIX OpraHaMl BJIACTH, AaBTOPOM JOKYMEHTa
YKa3bIBalOTCS HAMMEHOBAHWE BHJA JOKYMEHTA, HAUMEHOBAHWE OpPraHa, W3JIaBIIETO
JIOKYMEHT, JaTa NPUHATUS WA YTBEPXKACHUS JOKYMEHTA, €ro PEerucTpalMOHHbIN
HOMED, a TAK¥KE 3aroJI0OBOK JIOKYMEHTA, 3aKJIFOUEHHbIN B KaBblukH. Hanpumep:

«B coorBerctBun ¢ OO6mactapiM  3akoHoM oT 01.08.2011 Ne 635-3C
«O IlpaBurenbctBe PocToBCKOI 00MacTI».

B ccbuikax Ha QenepaiibHble M OOJACTHBIE 3aKOHbl TNPUHSBLIMM Oprax
He ykasbiBaercs. [locne cioB «DenepanbHblii 3akoH» U «OOIACTHOM 3aKOH» CJIOBA
«Poccuiickoit ®enepanun» u «PocToBCKON 007aCTH» HE IPUBOASTCS.

TeKCThl JOKYMEHTOB U3J1arat0TCs:

OT 1-TO JuIla MHOXECTBEHHOTO YHCIa (KIIPOCUM HAIPABUThY, «IIPEACTABIISIEM
Ha PacCCMOTPEHUEY);

OT 3-ro JiMIia €AMHCTBEHHOro 4ucia («AIMUHUCTpalnus ropojaa Taranpora
HE BO3PAXKACTY);

B COBMECTHBIX JIOKYMEHTaX TEKCT M3J1araercsi OT l-ro JiMia MHOXKECTBEHHOIO
yucina («CIymanmy, «PEein);

B IPOTOKOJIAX 3aCEJaHUil — C TOMOIIBIO TJIAroJIOB MPOIIEAIEr0 BPEMEHHU
MHOkecTBeHHOro uucia («CJIIYIIHAJIN», «BBICTYITUIINY, «IIOCTAHOBWJIN
unu «PEITIIN»);

19



B JIOKJIAJHBIX U CIYXKEOHBbIX 3alUCKaX, 3asBICHUAX — OT 1-ro nauna
€IMHCTBEHHOTO YHCIIa («IIPOIILY...», «CUUTAI0 HEOOXOIUMBIM...»);

B JOKYMCHTaX, YCTAaHABJIMBAIOIIMX TMpaBa U OOSI3aHHOCTH CTPYKTYPHBIX
MOJpa3/ACiCeHUd W OpraHoB AJIMUHHUCTpPALMM C IIpaBaMHU IOPUIUYECKOTO JIUIIA
(moJytokKeHrue, UHCTPYKITUS), a TaKkKe COACp)KAIllMX OIHUCAHHUE, OIECHKY (PaKTOB WM
BBIBOJIBI (aKT, CIpaBKa), UCIOJb3yeTcs ¢GopMa M3JI0KEHHS TEKCTa OT 3-ro JuIa
€MHCTBEHHOTO WM MHOXKECTBEHHOT'O dYHCia («OTAEN OCYIIECTBISAET (YHKIIUN,
«B COCTaB 00bEAMHEHUS BXOJATY, «KKOMUCCHS YCTAHOBUIIAY).

B cnydae eciu JOKYMEHT COCTaBIS€TCSI OT MMEHU JOJDKHOCTHOTO JIMIIA
B IIpeenax ero KOMIETEHIUH JOMYyCKaeTcsl H3J0KeHHEe TeKcTa oT l-ro auna
€MHCTBEHHOTO YHCIIA.

B Tekcrax  JMOKYMEHTOB  YyMOTPEOJSIOTCS  TOJIBKO  OOIICTIPUHSTHIC
ab0peBuaTypbl U rpaduuecKue COKpaIeHus.

[Ipu ynmoTtpebieHun B TeKkcTe (paMUIMKA JIUIl WHUIHMAIBI YKa3bIBAKOTCS IOCTIE
bamunuu.

B nenoBpIx (Ci1ye0HBIX) MUChMax MOKET UCIIOJIH30BaThCS:

BCTYNHUTEIbHOE OOpaIieHue:

YBaxaeMblIil TOCIIOJIMH MPEICENATENb!

YBaxaemslii rocnoauH [Ipoxopos!

VYBaxkaemas rocroxa 3axapona!

YBaxxaembiit Hukomaii [letpoBuu!

YBaxaemas Onbra Hukonaena!

YBaxaewmsie rocniosal

3aKJIIOYUTENbHAS STUKETHAs (paza:
C yBaxeHueM,

Ecnu B UCbME UCIIOJIb3YETCS BCTYIUTEIHHOE oOparieHue,
TO 3aKJIFOUUTENbHAS STUKETHAS (Ppa3a HE UCTIOIb3YETCH.

B oOpamenun 10 pamMuiIMM  HHUIMAIBI  JIMIIA HE  YKa3bIBAIOTCH.
3akmrouuTeNbHAs OTUKETHas (pa3a HAuMHAETCA C TMPONUCHOM OYKBBI W
3aKaHYMBAETCS 3aIISITOM.

BerynurensHoe oOparieHne v 3akiIounTeIbHas dTUKETHAs ppasa (rmeyaTaeTcs
OT TPAHWIIBI JIEBOTO TOJISI) OTACISIOTCS OT TEKCTAa WM OTMETKH O TMPHUJIOKECHUU
JOTIOJTHUTEIBHBIM MEKCTPOUYHBIM HHTCPBAJIOM.

B Tekcre moxkymeHTa HE PEKOMEHIYETCsl OTPHIBATh M MEPEHOCHTHh Ha JAPYTYIO
CTPOKY:

WHUIMATIBI IMEHH U OTYECTBA OT (haMUJINH;

JaTy OT HAMMEHOBAHUS MECSIIA;

3HaK «No» 0T ero nu(poBOro 3HAUCHNUS,

1udpel, 0003HAYAIOIINE KOJIUYECTBO, OT CJIOB «IIPOIEHT», «METP», «TOHHAY,
«KUJIOMETP» | T.1.;

KOJI TopoJia U I psl TeaehOHHOTO HOMEpA;

OTphIBaTh HAWMEHOBAHUS CTPYKTYPHBIX E€IWUHUI[l U TOJOBKY TaOIHUIIBI
OT OCHOBHOTO TEKCTa;
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3aKaHYMBATh CTPAHUILY 3ar0JIOBKOM (TIOCTIE HETO JOKHO OBITh HE MEHEE ABYX
CTPOK TEKCTa);

HAYMHATH CTPOKY CO 3HAKA «THPE.

Ecim B Tekcre mokyMeHTa TpeOyeTcs yka3zaHue (aMuIuii, WHHIIHAIBI
oopMIISIIOTCS TIOCIIe (paMUITUH.

TekcT mpOKyMeHTa MOXKET COJAep)KaTh pa3leNbl, TOAPa3Aebl, ITYHKTHI,
MOJITYHKTBI, HyMepyeMble apabckumu 1uppamu. CTpykTypa JTOKyMEHTa
00yCJIOBJIEHA €r0 BUJIOM.

B TexcT mokymMeHTa MOTyT BKIIIOYAThbCsl (hparMeHTh, 0(DOPMIICHHBIE B BHUIE
TAOJIUIIHI UJTH AHKETHI.

Ecnu Ttpebyercsi MHOTOKpaTHO YIMOMSHYTh B TEKCT€ TOT WJIM WHOW OpraH,
yapexACHUE WU OOBEKT (Kpyr OOBEKTOB) WJIM HEOJHOKPATHO YIMOTPEOWTH TO WITU
WHOE TIOHATHE, CJICAYeT B TEPBBIM pa3 JaBaTh IOJHOE HAaWMMCHOBAaHHE, a 3aTEM
B CKOOKax MPUBECTH COKPAIIEHHBIN BapuaHT: «(majee — ...)», KOTOphIi nanee OyaeT
ynoTpeonsaThcsi B TekcTe. Ecim cokpaiieHue HauMEHOBaHUS OOBEKTa CHENaHO
no gopme: «(z1amee Takxke — ...)», TO B MOCIEAYIONIEM TEKCTE YMOTPEOsIeTCs] Kak
COKpAIIIEHHOE, TaK U MOJIHOE HAUMEHOBAHUE.

JlaThl W KalleHJapHble CPOKHM B TEKCTaX JOKYMEHTOB PEKOMEHJyeTCs
oQopMIISITH CIOBECHO-IIU(POBBIM ciocoboM. Hampumep:

B (peBpasie 2018 r.;

B niepBoM nostyroguu (I momyrogum) 2017 r.;
B [ kBaprane 2017 r.;

¢ 1999 o 2001 roxsr;

B 2015-2017 ropax.

Ecnu nHavanpHOE MOPSIKOBOE YHCIWTEILHOE B HA3BaHWM MPA3JIHUKOB U
3HAMEHATENIbHBIX JIaT HalWCaHO IUPOM, TO C TMPOMUCHON OYKBBI MHIIIETCA
cilenyroniee 3a HUM CJI0BO. [lopsiaikoBO€ YHUCITUTENBHOE TMPU STOM HE HMEET
HapaueHus: 8 Mapra, 1 Mas.

[TopsinkoBO€ UYHMCIUTEIBLHOE TWHUIIETCS CJIOBAaMH W CO CTPOYHON OYKBBI
B CJIOBOCOYETAHUH THUITA: BOCBMOM payH]l IEPETOBOPOB; BTOPOE MOTYTOIHE.

[TopsinkoBbIE YUCIHUTENBHBIE, 0003HAYaeMble apaObCKuMU IUdpamMu, MUITYTCS
¢ HapameHnueM. Hanpumep:

8-i1 psan; 90-e roasl; B 20-x yncnax anpens. Ho: mo 20 mast 2017 r., ¢ 01 ssuBaps
2018 1.

[TopsinkoBbie YKMCIUTENIbHBIC, 0003HAYAEMbIE PUMCKUMHU ITU(PAMU, TUITYTCS
6e3 napamenus: naBanu 11 rpymnmel, [ kBapTai.

NMms  cymecTBUTENBbHOE TIOCHE JAPOOHOTO YHCIUTEIHLHOTO COTJIACYeTCs
C ApOOHOM €ro 4acThl0 M CTAaBUTCSA B POJUTEIHHOM MAJEKE €IUHCTBEHHOTO YHCIIA!
36,7 nporieHTa; 28,5 meTpa.

CroxHble UMEHA CYILECTBUTEIbHBIE U TpUJaraTesibHble, UMEIOIINE B CBOEM
COCTaBE YHCIMTEIbHBIC, MUIIYTCS Cleayromum obpaszom: 150-neTtue, 3-THEBHBINH,
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JIBYXHEICIbHBIN.

3HaKku HOMEpa, naparpada, MpoIeHTOB, rpajayca CTaBATCS TOJIBKO MpH HUPpax,
K KOTOPBIM OHHU OTHOCSITCS, M B 3arojioBkax rpad tadmuussix ¢opm. Hemomyctumo
MCITI0JIb30BaTh B TEKCTE 3HAKU HOMepa, mpoueHToB 0e3 uudp. [Ipu Hanucanuu uudp
CIIOBAaMHM 3HAaKH HOMepa, mnaparpada, MpOIEHTOB, Trpadyca MHUIIYTCS OyKBaMH.
Hanpumep: 50 %, HO mATbAECAT MPOLIEHTOB.

3naku  «Ney, «%» TpU HECKOJBKUMX YHclIax (ecidu OHU 0003HAYaroT
COOTBETCTBYIOIINE MOHATHS BO MHOKECTBEHHOM YHCIIE€) HE YBaUBAIOTCSA U CTaBATCA
TOJIBKO OJIUH pa3, 10 win rocie psaga mudp: 30—40 %, Ne 5-7.

B Ha3BaHUAX MNOpa3IHUKOB M 3HAMEHATENbHBIX JaT C IPOMNUCHOW OYKBBI
NUIIyTCs TIepBoe cloBo M uMeHa coOctBeHHbIe ([lenr Koncturymum Poccuiickoii
@®enepanuu, Bocemoe mapra, Hosswii rox, enp mertamrypra, JleHp poccuiickou
neuvatn). Mckmouenue: [lenn I1oGeb.

IIpu cocraBieHMM TEKCTa B BUJAEC AHKETbl HAUMEHOBAaHUS IPU3HAKOB
XapaKTepU3yeMOoro oOBbEKTa JOJKHBI OBITh BBIPAKEHbl UMEHEM CYIIECTBUTEIbHBIM
B HMEHHTEJIBHOM TNAJEKE WM CIOBOCOYETAHWEM C [JarojioM 2-ro Jauua
MHO>KECTBEHHOT'O 4YHUCJa HACTOSILEr0 WM IPOILIEAIIEr0 BPEMEHU («UMeEeTey,
«BIAZEETE», «OBUINY», «HAXOAWIUCH» M T.1.). XapaKTEpPUCTUKH, BBIPAKECHHBIC
CJIOBECHO, JIOJKHBI COTJIACOBBIBATHCS C HAMMEHOBAHUSIMHU [TPU3HAKOB.

I'padbl 1 cTpoku TaOIUIBI TOJKHBI UMETh 3ar0JIOBKU, BBIPAKEHHBIE UMEHEM
CYLLECTBUTEIbHBIM B MMEHHUTEIBLHOM TMajexe. B KOHIE 3aroioBkOB rpad 3HaKU
NpEeNUHAHUs HE CTaBATCA. B 3arojloBKax CTpOK 3HaKW MPENUHAHUS CTaBATCS TOJBKO
BHYTpH mpemoxenus. [loazaronoBku rpad ¥ CTPOK JOJIKHBI OBITH COTJIaCOBAaHbI
c 3arosioBkamu. [loa3aronoBku rpad u CTPOK MUIIYTCSI CO CTPOYHOM OYKBBI.

B tabaune nocie cinos «Mtoro», «Bcero» nBoeTourie HE CTaBUTCA.

[udpoBble BeNMUYMHBI, €CIM €CTh JApPOOHBIE YHWCA, MPU NEPEUUCICHUU
paszensroTcs Toukon ¢ 3amsron (1,2; 5,1; 6,3).

Ecnu Tabnunia pacnonaraercst 6ojiee 4eM Ha OJHOW CTpaHuIle, Tpadbl TaOIUIIbI
JOJKHBI ObITH MTPOHYMepoBaHbl. Ha cienyronmux cTpaHunax pacroyiaratoTcs TOJIbKO
HOMeEpa rpad.

TekcT, Kak mOpaBWIO, COCTOMT M3 JABYX uacTed. llepBas uyacTh sBisieTcs
KOHCTaTUPYIOIEH M B HEH YKa3bIBAIOTCS NPUYHMHBI, OCHOBAHUS, LIEJIM COCTABIICHUS
JOKYMEHTa, BO BTOPOM (3aKJIOYUTENBHOM) — peUIeHHs,, BBIBOJABI, MPOCHOBI,
MPEIIOKEHHMSI, PEKOMEHIAllUU.

Texct MoXkeT colepkaTb OJHY 3aKJIOUUTEIBHYI0 4YacTh (Hampumep,
MOCTAHOBJICHUSI — PacCHOpPAIUTEIbHYI0 4YacTh 0€3 KOHCTaTUPYIOUIEH; MHchMa,
3asiBJICHUS] — MPOChOy O€3 TOSICHEHUS; CNpPaBKH, JOKJIAJHbIE 3alUCKU — OILICHKY
(bakToB, BHIBOIbI).

B TekcTe mOKyMeHTa, MOATOTOBICHHOIO HAa OCHOBAHMM JIOKYMEHTOB APYTHX
OpraHu3aliii WM paHee W3JAHHBIX JOKYMEHTOB, YKA3bIBAIOTCS HMX PEKBU3HTHIL:
HAaMMEHOBaHHE JOKYMEHTA; HAUMEHOBAHWE OPraHu3alii — aBToOpa JOKYMEHTA; J1aTa
JOKYMEHTA; pETUCTPALMOHHBIA HOMEP JOKYMEHTA; 3ar0JIOBOK K TEKCTY.

4.3.18. OT™MeTKa O HAMMYUM TPUIIOKEHUN COMEPKUT CBEACHUS O JIOKYMEHTE
(IoKyMeHTax), NpUJaraéMblX K OCHOBHOMY JIOKYMEHTY (B COIPOBOJIUTEIbHBIX
NUChbMaxX, MPETEH3UsIX, aKTax, COpaBKax ¢ JAPYruX JOKYMEHTax), WIH
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CBHUJICTEIILCTBYET O TOM, 4YTO JOKYMEHT SIBJISIETCS NPWIOKEHUEM K OCHOBHOMY
JOKYMEHTY (HOPMaTUBHOMY, PACIIOPSIUTEIBHOMY UM HHOMY ).

CnoBo «lIIpunmokeHue» mnumIeTcss ¢ 3ariaaBHOW OyKBbI, YHOTpeOssercs
B €IMHCTBEHHOM YHCIIE, IT0CJIE HETO CTABUTCA IBOCTOYME U YKA3BIBAETCS KOJIUYECTBO
JIMCTOB U 3K3EMILIIPOB.

B comnpoBoguTenbHBIX NHCbMax H JPYIMX HHQPOPMAIMOHHO-CIPABOYHBIX
JNOKYMEHTaX OTMETKA O NPUJIOKEHUH OTAEIAETCA OT TEKCTa JTOKYMEHTa OJMHAPHBIM
MEKCTPOYHBIM HMHTEPBAJIOM M IEYATAETCA OT I'PAHULBI JIEBOI'O IOJS CIIEIYIOIIAM
oOpazom:

Ecnu npunoxenue Ha3BaHO B TEKCTE:

[Ipuioxkenue: Ha S 1. B 1 3K3.
Ecnu mpunoxenue He Ha3BaHO B TEKCTE (yKa3bIBaIOT €ro HAaWMEHOBAHMUE,
KOJIMYECTBO JIUCTOB M DJK3EMIULSIPOB) WM €CJIM MNPUIIOKEHUH HECKOJIbKO (UX

HYMEpPYIOT apabCkuMu IuppamMu C TOYKOW, MPU 3TOM BTOpas U MOCIEAYIOIINE
CTPOKH OTMETKH BBIPABHUBAIOTCS OTHOCUTEILHO Hayajla IEPBOrO MPEI0KEHNUS):

[Tpunoxenus: 1. CnpaBka 0 MOATOTOBKE IKOJ K y4eOHOMY TOay Ha 8 JI.
B 2 DK3.

2. CMcoK mKoJ1 Ha 3 JI. B 2 9K3.

Ecnu npunoxxenue (mpuiioxkeHus1) cOpoiropoBaHo(bl), TO KOJIUYECTBO JIUCTOB
HE yKa3bIBAETCA:

[Ipunoxxenue: ordet o nposeaeHnn Gopyma B 2 3K3.
Ecnu npunoskeHue npeacTaBieHo B popmare exel:
IIpunoxxenue: B 2JIEKTPOHHOM BUJIE.

Ecnu  1OKyMeHT, ABISIOIIMICS  NOPUIOKEHUEM, UMEET  IPUIOKECHUS
C CaMOCTOSITEIILHON HyMepaluen CTpaHMUII;

[IpunoxxeHue: 1OroBOp BO3ME3THOIO OKa3zaHus yciyr ot 05 mas 2018 r.
Ne 32-18/72 v npunoxxeHus K Hemy, BCero Ha 7 J.

Ecin 1oKyMeHT HarpaBisieTCsl HECKOJLKMM ajipecaTaM, a MPUII0KEHHE TOJIBKO
NIEPBOMY aJIpecary:

IIpunoxenue: Ha 3 J1. B 5 9K3. TOJBKO B MEPBBIN ajpec.

Ecan MMPUIIOKCHUCM  ABJIAIOTCA JOKYMCHTBI, 3allMCAHHBLIC Ha (1)I/IBI/ILIGCKI/I
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000COOJICHHBII AJIEKTPOHHBIA HOCHUTENh (KOMIAKT-IUCK, USD-(uien-HaKomuTe b U
Jpyroe):

[Tpunoxenue: DVD-R B 1 3k3.

IIpu sTomM Ha BKJIaabllle (KOHBEPTE), B KOTOPBIM IOMEIIAETCS HOCUTEINb,
YKa3bIBAIOTCS HAaWMEHOBAHMs JIOKYMEHTOB, 3allUCaHHBIX HA HOCWUTEIb, HMMEHA
¢aitnoB, 00bEM TOKYyMEHTOB B JINCTaX.

Ecnu HEeoOX0IMMO HampaBUTh 3JIEKTPOHHYIO KONHUIO HAa aJpec AIEKTPOHHON
MOYTHI MOJTy4aTesl, yKa3aHHbIM UM B CITPABOYHBIX JIaHHBIX Ha OJaHKe:

[Ipunoxenne: Ha 351 B 193K3. W OJEKTPOHHAS KOMHUS HA aJpec
dpchsro2@donpac.ru

Ecan ¢ OJHHUM COIIPOBOAUTCIBHBIM ITHCbMOM IICPCCHLIACTCA OoJbIIIOE
KOJIMYCCTBO HpHHOH(GHHﬁ, MOXKET OBITH COCTaBJICHA OITMCH HpI/IHO)KGHI/Iﬁ
C ICPCUYUCIICHUCM HAaUMEHOBAHMH BCEX I[OKYMGHTOB-HpHJIO)KGHHﬁ C YKazaHucem
KOJIMYCCTBA JIUCTOB M JK3CMIIIAPOB KaXKAOI'O M3 HUX, 4 B OTMCTKC O IIPHUJIOKCHHUH
JaCTCsA CCBLIIKA Ha OIIMCh HpHJIO)KCHHﬁl

[IpunoxeHue: onuch NPUIIOKEHUN Ha 2 1. B | JK3.

[Ipunoxenue SABISIETCS YACTbIO JOKYMEHTa M MOMJEKHUT 00A3aTEIbHOMY
npukperuiennto k PK/PKII/ nokymenra.

4.3.19.T'pud cormacoBaHusi JAOKYMEHTOB TMPOCTABISAETCS Ha JOKYMEHTax,
COTJIaCOBaHHBIX OpraHaMH BJIACTH, OPraHU3aLUsAMU, JOKHOCTHBIMU JIUIAMHU.

['pu¢ cormacoBanusi B 3aBUCUMOCTH OT BHUJA TIOKYMEHTAa U OCOOEHHOCTEH ero
o(opMmIIeHUST MOKET MPOCTABIIATHCA:

Ha IEPBOM JIUCTE€ JOKYMEHTa (€ClM JAOKYMEHT WMEET THUTYJbHBIM JMCT —
Ha TUTYJBHOM JIMCTE) B JIEBOM BEPXHEM YIJy Ha ypoBHE rpuda yTBEpXKICHHUS
(mpu  OJHOBPEMEHHOM  COIJIACOBAaHMM U YTBEPXKIACHUM JOKYMEHTa) WU
0]l HANMEHOBAaHNEM JIOKyMEHTa OJIMKe K HUKHEMY TOJIIO;

Ha MOCJIEHEM JINCTE JOKYMEHTA 0]l TEKCTOM, HU)KE PEKBU3HUTA (IIOAIHCHY;

HA JINCTE COIVIACOBAHMS, SBJIIOIIEMCS HEOTHEMIIEMOM YaCThIO JOKYMEHTA.

IIpu coriacoBaHuM AOKYMEHTa JOJKHOCTHBIM JIMIIOM Tpu( COriacoBaHUs
cocrout u3 cnoa COI'JTACOBAHO (mponucHbiMM OykBaMu, 0O€3 KaBBIUEK),
JOJKHOCTH JIMIA, C KOTOPBIM COTJIACOBBIBAETCA JOKYMEHT (BKJIIOUasi HAMMEHOBAHUE
OpraHu3alyu), COOCTBEHHOPYYHOH MOJMUCH, pAcIIU(PpPOBKU MOANUCH (MHUIIMAJIOB,
dbamunumn) u natel cornacoanus. Hanpumep:

COI''TACOBAHO
3aMecTuTelb rjaBbl AIMUHUCTPALIMHT
ropona Taranpora

[Hoamuce N.0. ®amunus
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JlaTta

Eciu cornacoBaHue OCYIIECTBIISIETCS KOJUIETHAIBHBIM OpraHoM, B TIpude
COIJIACOBAHUS yKa3bIBAIOTCS CBEJEHUS 00 OpraHe, CorjaacoBaBIlIEM JOKYMEHT, 1aTe U
HOMEpE IPOTOKOJIA, B KOTOPOM 3a(pUKCHPOBAHO pELIEHHE O COIJIACOBAaHUM.
Hanpumep:

COI''TACOBAHO

KOJIJIETUEN MUHHUCTEPCTBA
31paBOOXPAHEHHUS

PocroBckoit obnactu

(TIpOTOKOJI OT No )

Ecau cornacoBanue OCYHICCTBIACTCA ITMCbMOM, YKAa3bIBAlOTCA BUA JOKYMCHTA,
O(bHHI/IaHBHOG IIOJIHOC HJIM COKPAIICHHOC HAMMCHOBAHHC HCIIOJHUTCIIBHOI'O OpraHa
FOCYI[&pCTBGHHOfI BJIACTH, HHOI'O I'OCYyAapCTBCHHOI'O OpraHa (OpF aHHSaHI/II/I) — dBTOpa
JOKYMCHTA, JaTa 1 HOMCP IIHCbMa. HaHpI/IMepI

COI'NTACOBAHO
nuceMoM PocapxuBa
oT No

Eciu B nmokymente naBa rTpuda coriacoBaHusi, TO OHH pPaclojararTcs
Ha OJTHOM YPOBHE, IIpY OOJIBIIEM KOJUYECTBE UX Pa3MELIAIOT ABYMS BEPTUKAJIbHBIMU
psgamu. Ha nokymMeHTe MOXKET OBITh pacrojioKeHO He Oosee yeThipex Tpudos
cornacoBanusi. bonplee yncno rpudos cornacoBaHus opopmiisieTcs Ha OTAEIbHOM
JHMCTE COTJIaCOBaHUs, IPUIATaeMOM K TOKYMEHTY.

Eciu  rpudsl  cormacoBanust oQOpMIISIIOTCS HAa  OTACIBHOM  JIMCTE
COIJIACOBaHUS, Ha JOKYMEHTE B TOM MeECTe, I/I€ JOJDKHBI HPOCTABIATHCS TpU]DI
COIJIaCOBaHUS, MPOCTABIISIETCS OTMETKA: «JIUCT coriacoBaHus MpUaraeTcsa.

4.3.20. Bu3oii oopmisieTcss BHyTpEHHEE COTIACOBaHUE JOKYMEHTA.

Busza cBUIETENBCTBYET O COIVIACHMM WJIM HECOIVIACHMM JOJDKHOCTHOTO JIUIA
(paboTHHUKA) C COJIEpKAHUEM MPOEKTA JOKYMEHTA.

Buza Bxmouaer noanuchk (unm Oll), pacummdpoBky mnoanucu (MHULKAIBL,
damunus) u naty BuzupoBaHus. [Ipu HEOOXOIUMOCTH yKa3bIBaeTCS HAMMEHOBAaHUE
TOJHKHOCTH JIMIIA, BU3UPYIOLIETO TOKyMeHT. Hampumep:

HagansHuk o01ero oraena
IHoamuce N.0. ®amunus

JlaTta

JlomyckaeTrcs OJIMCTHOE BUSUPOBAHUE JOKYMEHTA U €r0 MPUJIOKEHUMN.
BHyTpeHHHE TOKYMEHTHI BUBHPYIOTCS B CUCTEME «/[€J10» B perucTpaumoOHHON
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Kapte npoekta fokymeHnta (nanee — PKII/I) ¢ npumenennem OI1.

[TonrotoBKa W COIVIaCOBAaHUE IIPOEKTOB JOKYMEHTOB, B TOM YHCIE
ONpPEAECICHUE OYEPEIHOCTH BU3UPOBAHUS YKA3aHHBIX IPOEKTOB, OCYIIECTBIISIETCS
B COOTBETCTBUHU C IOJOXKECHUSAMHU pazjena 5 Permamentra paGoThl AJMUHUCTPALIUH
ropojia Taranpora.

[Ipy HamuuumM 3aMeyaHHWii, 3aKIIOYEHUM, OCOOBIX MHEHHUMN, JOMOJHEHUH
K MPOEKTY TOKYMEHTa BU3Yy O(DOPMIISIOT CICAYIOIIUM 00pa3oMm:

3amMedaHusl pUiIararTcs
HagannHuK 001Iero otaena
IHoamuce N.0. Gamunus
JlaTa

3ameydaHusi, 3aKJIIOUYEHUSI, MOTYT OBITh U3JI0KEeHBI B TekcToBoM mosie PKIIJ]
6o npukperuiensl k PKIT] B Bune daiina u noanuceiBatotes ¢ npuMmenenuem Ol

Opranuzanusi Npoueayphbl COrlIacOBaHUS U BU3UPOBAHUS MPOEKTOB MPABOBBIX
aKTOB, dTalbl M CPOKM COIJIACOBAHMSI YCTaHOBJIEHBI PerimameHTOM pabOTHI
AnmMuHucTpanuu ropoja Taranpora.

4.3.21. Ilognuck SIBJISIETCS 00s13aTeIbHBIM PEKBU3UTOM
nokymeHTa. [lognucanue ciay>keOHbIX TMHCEM W JPYrodl  KOPPECIOHACHIINH
B AJIMUHUCTPAIIUU OCYIIECTBISETCS JIMI[aMHU, HAa TO YIIOJTHOMOYEHHBIMHU.

PexBuzutr «lloamuce»  BKIOYAET: HAMMEHOBAHWE JOJDKHOCTH  JIMIIA,
MOANUCKHIBAIOIIETO JIOKYMEHT, €ro COOCTBEHHOPYYHYIO moanuch win Ol
paci(ppoBKY MOANUCH (MHULUAIBI, (PaMUIIHIO).

PexBusut «lloanuce» odopmisierca OT JI€BOM TPaHULBI TEKCTOBOTO MO
Ha TPU OJMHAPHBIX MEXCTPOUHBIX MHTEPBAJIa HUKE TEKCTa JOKYMEHTA WJIU OTMETKU
O TPWIOXKEHUU (MpU HAJMYUM TaKOW OTMETKH) M IEHTPUPYETCS OTHOCHTEIHHO
MaKCUMAJIbHOW CTPOKH (JIJTMHA CTPOKU HE JTOJKHA NpeBbIaTh 30 3HAKOB).

PacmmmdpoBka moanucu pacrosjaraercs Ha YpOBHE TMOCJHEIHEH CTPOKHU
HAaUMEHOBAHUS JIOJDKHOCTM y TMPaBOMl TpaHMIl TEKCTOBOrO Mmojisa. Mexay
WHUNMATaMU ¥ (paMuaueld CTaBUTCS JKECTKUM mpooen. MHummansl B pacmmdpoBKe
NOANMKUCH  pacrojiaraioTcss  mepen  ¢gamunmeit. Camas  JaJIMHHas —~— CTpokKa
B HANUMEHOBAHUH JIOJDKHOCTH HE JIOJKHA ITpeBbIarh 7,5 cM. Hampumep:

3amecTuTelNb riIaBbl AIMUHUCTPALIUU
ropoaa Taranpora
110 BHYTPEHHEW TTOJIUTUKE U
OpraHu3alMoOHHBIM BOIIpOCcaM JInunas noanucey N.O. ®amunus

He nmomyckaercss oTppiBaTh HNOANMCH OT TEKCTA JTOKYMEHTA, MEPEHOCUTH €€
Ha CJIEAYIOLINMI JIUCT. BMecTe ¢ MOANMChIO HA CIAEAYIOMNHT JIUCT JOKYMEHTA JOJIKHO
OBITH TIEPEHECEHO HE MEHEE JIBYX CTPOK TEKCTa

[Ipy moamucanuu AOKYMEHTAa HECKOJBKHUMHU JIOJDKHOCTHBIMHU JIMIAMH HX
MIOAIMCH PACIIOJIAraroT OJHY IO APYroM B MOCIEA0BATEIILHOCTH, COOTBETCTBYIOLIEH
3aHMMAeMOU TOJLKHOCTH. Hanpumep:
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I'maBa ropona Taranpora JInyHas moanuch N.0. damunus

3aMeCTUTENb I1aBbl AJIMUHUCTPAILUU
ropojia Taranpora 1no comuaibHbIM
BOIIPOCaM JInyHas moanuch N.0. damunus

[Tpu moanvMcaHuK JOKYMEHTa HECKOJBKUMH JINIIAMH PaBHBIX JIOJDKHOCTEH HX
TIOJIIIMICH PACIIONIATal0TCsl Ha OTHOM ypoBHe. Hampumep:

3amMecTUTelb riIaBbl A IMUHUCTPALIUU 3amecTuTelb riaBbl AIMUHUCTPALIUT
ropozaa Taranpora 1o coruaibHbIM ropozaa Taranpora 1o BHyTpeHHEN
BOIIPOCAM MOJIMTUKE U OPTraHU3aIMOHHBIM BOIIPOCaM
JIngyHas moanuch N.O. ®ammnus JInyHasg noanuch N.0. damumnus

[Ipu mnoamucaHud COBMECTHOTO JOKYMEHTa TWEpBBIM JUCT odopmiseTcs
He Ha OJaHKe.

B nokymeHTax, COCTaBIEHHBIX KOMUCCUEN, YKA3bIBAIOTCS HE JOJKHOCTHU JIMII,
MOJMUCHIBAIOIINX JJOKYMEHT, a UX 00S3aHHOCTH B COCTaBE KOMUCCHHU B COOTBETCTBHUU
¢ pacnpenenenueM. Hampumep:

[Ipencenarens komuccun  JlndHas moAnvch N.O. ®amunus
Cekperapb KOMUCCUH JInunas nmoanuch N.O. ®amunus
YJIeHBI KOMHCCHH: JInaHasa moanmuch N.0O. Gamumsg
JInaHasg moanuch N.0. Gamuus

4.3.22. OTmeTka 00 AIEKTPOHHOMN NOANUCHU UCIIOJIb3YETCS

st Buzyanuzanuu Ol momydaTtenem JNOKyMEHTa MpU OOMEHE DJIEKTPOHHBIMU
JIOKyMEHTaMHU, TIOJIMTMCAHHBIMU yCUJIEHHOH KBanuduimpoBannoit OI1.

B coorBerctBun ¢ 3akoHomarenbCcTBOM Poccuiickon @enepanuu OTMETKA
00 DJIEKTPOHHOW ToANUCH (HOPMHUPYETCS W BUBYATU3UPYETCS MPOrPaMMHBIMU
cpenctBamu. OTMeTKa OO0 AJIEKTPOHHOM MOANHUCH BKiIouaeT ¢pa3y «JlokymeHT
MOJANMKUCAH AJIEKTPOHHON MOAMHUCHIO», HOMEP CEepTH(PHUKATA KIHOYa SJIECKTPOHHOU
noAnucH, (pamMuianio, MMs, OTYECTBO BIAJENblla CepTU(UKATA, CPOK ACHCTBUS
cepTuduKara Kiroua 31eKTpoHHON noanucu. Hanmpumep:

3aMeCTUTENb IJ1aBbI JOKYMEHT ITIOAITMCAH
AIMHHHCTpAIAH TOPO/ia SJIEKTPOHHO! O CHIO
Taranpora Cepruduxar N.N. NBaHoB
1al11aaa000000000011
Bnanenent UBanos MiBan
HNBanoBuu
HenctButenen ¢ 27.04.2022 no
27.04.2023
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Mecto pa3memieHuss OTMETKHM 00  OSJIEKTPOHHOM  TMOAMHCH  JIOJDKHO
COOTBETCTBOBATh MECTY pa3MeEIIeHNUs] COOCTBEHHOPYYHOM IMOJINKUCH B aHAJIOTMYHOM
JTOKYMEHTE Ha OyMa)KHOM HOcCHUTeJe. DJIEMEHThl OTMETKH 00 3JIEKTPOHHON MOAMKUCH
JOJDKHBl  OBITh  BHUAUMBIMH W YMTAaE€MbIMH, TIPH OTOOPaXKEHUH JIOKYMEHTA
B HaTypaJbHOM pa3Mepe He JOKHBI IEPEKPBIBATh 3JIEMEHTHI TEKCTa JOKYMEHTA.

4.3.23. Ileyatps 3aBepsieT NOMJIMHHOCTh MOJMKUCH JIOKHOCTHOTO  JIMIIA
Ha JIOKYMEHTE, yJOCTOBEpSIOIIEeM IpaBa Jinll, (PukcupyromeMm ¢GakThl, CBI3aHHBIC
c (pMHAHCOBBIMH CPEICTBAMU, a TAK)KE HA MHBIX IOKYMEHTAX, MPEIyCMaTPUBAIOIITIX
3aBEpEHUE MOANWCH IEYaThI0 B COOTBETCTBHH C 3aKOHOJATENBCTBOM Poccuiickoi
denepanum.

Ileyatr cTaBUTCI Ha CBOOOJHOM OT TEKCTa MeCTe, HE 3axBaTbIBas
COOCTBEHHOPYYHON TIOAMUCH JIUIA, TOMAMMUCABIIETO JOKYMEHT, WJIH B MECTE,
o0o3HaueHHOM «MID» («MecTo meuatuny).

4.3.24. OtmeTka 00 UCIIOTHUTENIE BKIIFOYACT B CEOS UM, OTYECTBO, (haMUIIUIO
HCIIOJTHUTENS JOKYMEHTa, KOJI ropojia 1 HoMep TernedoHa, KOTOPhIE pacIojararTcs
Ha JIMIICBOM WM OOOPOTHOM CTOPOHE TIOCJIEIHEr0 JIMCTa JOKYMEHTa B JIEBOM
HIDKHEM YTJIy OT JIGBOM TpaHMIBI TEKCTOBOTO MoJia pazmepoM Impudrta Ne 11 mr.
B oTHomeHurn BHYTPEHHUX JOKYMEHTOB OTMETKa 00 HMCIOJHHUTEIEC MOXKET TakKKe
JOTIOJIHATHCS BHYTPEHHUM HOMepoM aboHeHTa. Hampumep:

Ilerpo Ban Buktoposuu
+7 (8634) 312-807 (0000)

4.3.25. OTmMeTka O 3aBepeHUM Komuu O(OpMISIETCS ISl TOATBEPKIACHUS
COOTBETCTBHS KOTIMU (BBIMUCKHU U3 JJOKYMEHTA) MOIJIMHHUKY TOKYMEHTA.

OtMmeTKa 0 3aBepeHUH KOIMUHU MPOCTABIISAECTCS Ha CBOOOTHOM OT TEKCTa MECTE,
HUKE PEKBU3UTA IOMUCHY, WIH MPH OTCYTCTBHHM CBOOOJIHOTO MECTa Ha JIUIIEBOU
CTOpOHE JIOKYMEHTa — Ha 00OpOTe€ IOKyMEHTa W BKIIOYaeT cloBo «BepHoy,
HAaMMEHOBAHUE JIOJDKHOCTH JIUIIA, 3aBEPUBIIETO KOIHIO; €T0 TOJMUCH; PacCIIu(PpPOBKY
noAnucy (MHULIUAIIBI, (aMUIIMIO); 1aTy 3aBEPEHUS KOMUU (BBIMUCKA U3 JTOKYMEHTA).
Hanpumep:

Bepno

Hauvansauk oOr1iero oraena
AnmunucTpauuu ropoga Taranpora

25.03.2022

Iloamce N.0. amunus

JIMCTBI MHOTOCTPAaHWUYHBIX KOMUHA TMpPU HEOOXOJMMOCTH IPOILIMBAIOTCS
HUTKAMH, BCE JIMCTBl HYMEPYIOTCSI, Ha O0OpOTE TOCIEAHEro JHUCTa HUTKU
MPOKJIEUBAIOTCA JIUCTOM OyMard Ha KOTOPOM YKa3bIBaeTCs KOJMYECTBO JIMCTOB B
CIIMBE, NOJANKCH PYKOBOJIUTENA U Jata. Ha 3aBepUTENbHYIO OAMCH TPOCTABIISAETCA
reyarb, KOTOpas JOJDKHA 3aXBaThlBaTh YacThb HAWNMEHOBAHUS  JIOJHDKHOCTH
3aBEpAIOIICTO JIMIA M 4YacTh IIOCIEOHEr0 JINCTA MHOTOCTPAHWYHOW — KOIMUH
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nokyMeHTa. Hanpumep:

B  Hacrosmem  clmMBe — MPOUIUTO,
MIPOHYMEPOBAHO U CKPEIUIEHO MeYaThio
oO1iero otaena AAMUHUCTPALIMU TOpoja
Taranpora
JIUCTOB

Havansauk o0riero otaena
AnMuHHCTpauuu ropoaa Taranpora

IOJINUCH 1.0. ®amnnus

« » 20

JIMCTBI MHOTOCTPAaHUYHBIX KOMUHN (BBIMHCOK M3 JOKYMEHTa) HYMEPYIOTCS.
Homyckaercs 3aBepats oTMeTKOM « BEPHO» ka1l 1TMCT MHOTOCTpaHUYHOW KOITAH
JIOKYMEHTA.

Konun poKyMEHTOB, U3JAaHHBIX CTPYKTYPHBIMH TOAPA3ACIICHUAMU WU
opranaMu AJIMUHHCTPalldH, TOJANMUCHIBAIOTCS PYKOBOJIUTEISIMA W 3aBEPSIIOTCS
M€YATHIO 3TUX CTPYKTYPHBIX NOAPA3ICICHUN WA OPraHOB A IMUHUCTPALINH.

Konuu pokymenToB, mnoanucanHeix [maBod ropoma Taranpora wmnm
3aMECTUTENSAMU TJIaBbl AJMUHUCTPALINH, 3aBEPSIOTCS IMEeUaThio OOIIETO OTAena UiIn
repOOBOIl MedaTbi0 AJMUHUCTpAIlMM B 3aBUCUMOCTH OT JIOJDKHOCTHOTO JIMIIA,
YAOCTOBEPSIIOLIETO KOIUIO.

IIpy 3aBepeHMM KONMK NPABOBBIX AaKTOB BO3MOXKHO MCIIOJIb30BaHUE
CIEIUATBHOTO IITaMI1a 00IIIEero OT/AeNA.

AJIMUHUCTpanus BbIAAET KOMUHU TOJIBKO TEX JOKYMEHTOB, KOTOPBIE CO3JAIOTCS
B AJMUHUCTpAIINH.

[Ipu mepecbuike KOMUM NOKyMEHTa AJMHHUCTPALMU B JIPYrUE OpraHU3alUH
WJIU BBIJIaue €€ Ha PYKU MPEACTAaBUTENIO OpraHu3allid OHa JOJKHA ObITh 3aBEpeHa
JIOJKHOCTHBIM JIMIIOM.

Ilepemaua xommid  JOKyMEHTAa  IPEACTABUTENSIM  CPEICTB  MacCOBOM
nHpOpMAIIMK  OCYIIECTBISICTCS PYKOBOAMTEIEM OTAeNa M0 HH(POPpMAIIMOHHOM
MOJIMTUKE U B3auMojerncTBuio co CMU AamMuauctpanmm.

Konusg »1ekTpOHHOrO MNOKyMEHTa, NPEACTABICHHAsT B BHAE JOKYMEHTa
Ha OyMaXHOM HOCHUTENE, TMOJJIeKalas 3aBEPCHHUIO, 3aBEpSeTCsl B  TOPSJIKE,
YCTaHOBJIEHHOM HACTOSIIIMM MYHKTOM JUISl 3aBEPEHUsS] KOMMUM JOKYMEHTOB
Ha OyMa)>XHOM HOCHUTEJIE.

4.3.26. OT™MeTKa O TOCTYIUICHUW JOKYMEHTA CIY>)KHT JIJISi TIOJTBEPKIACHUS
dakTa MOCTYIJICHUS JOKYMEHTa B AJIMUHHUCTPAIIMIO U BKJIFOYAET ATy MOCTYIUICHUS
U BXOJAIIUN PETUCTPAIMOHHBIA HOMEDP JOKyMeHTa. [Ipu HeobxoammocTu OTMETKa
O TOCTYIJICHMM MOKET JOMOJIHATHCS YKa3aHUEM BPEMEHHU MOCTYIUICHUS JOKYMEHTA
B yacax M MUHYTax U crocoda JI0OCTaBKU JJOKYMEHTA.

OTMmeTKa O TMOCTYIUIEHUHM JIOKYMEHTA MPOCTABIISIETCA Ha MEPBOM JIUCTE
JIOKYMEHTa B HIDKHEM CBOOOJHOM OT TEKCTa IOJieé C MCIOJIb30BAaHHEM IIITamIa
(npunosxxenue Ne 1 k HacTosien MHCcTpykum).
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4.3.27. Pe3omoniis COACPXKUT yKa3zaHUS [0 HUCHOJHEHUIO JTOKyMEHTa H
BHOCHUTCSI HEMTOCPEJICTBEHHO B cucTeMy «Jlenoy.

Pesomronus BKItOYaoT GaMUIINi0, UHUIUMAIBI UCTIOJHUTENS (UCTIOTHUTENEH),
MOPYYEHHUE MO JOKYMEHTY (KOHKPETHOE 3aJjaHuE€ O HCIOJIHEHUIO JOKYMEHTa WIIU
GOpMYIMPOBKY WEIM PAaCCMOTPEHHUS JOKYMEHTa), MpPU HEOOXOJIUMOCTH — CPOK
ucrionHeHnust (B ToM uwmcie kareroputo  «CpounHo», «Becbma cpouHO®,
«KoHTposb» U Ap.), ATy pe30JIOLHH.

IIpn yka3zaHuM HECKOJBKUX HCIOJHUTEICH OTBETCTBEHHBIA MCIIOJHUTEND
OTMEYAETCs 3HAKOM «(OTB.)».

4.3.28. OTMeTKa O KOHTPOJE CBHUACTEIBCTBYET O IIOCTAHOBKE TOKYMEHTA
Ha KOHTpoJib. OTMeTka o KkoHTpojie B cucreme «Jleno» B PK nmokymenta
o0o3HauaeTcs OykBoi «K».

4.3.29. OTMeTKa O HaNpaBICHUH JOKyMEHTa B JIEJIO OMPEICTSET MECTO
XpaHEeHHsI JOKyMEHTa TIoclie 3aBepileHuss paboThl ¢ HUM M BKIIOYAET CJIOBA:
«B peno», uHAECKC Aena MO0 HOMEHKIATYpe AEN, B KOTOPOE MOMEIIAETCS JTOKYMEHT
HAa XpaHEHHE, C YKa3aHHEeM Toja, JODKHOCTU JUIA, O(POPMHUBIIETO OTMETKY,
MOAIUCH, JAThI.

DJIEKTPOHHBIE JOKYMEHTHI MOJJIEKAT CIHCAHUIO B JENO B cucTeMe «/Jlemo»
COTJIACHO YTBEPkKAECHHON HOMEHKIIATYPE AEI.

5. OcobeHHocTH paboThI
C DJIEKTPOHHBIMH JJOKYMEHTaMHU

5.1. DnexTpoHHbIE JTOKYMEHTBI CO3Jal0TCs, 00padaThIBAIOTCA M XPAHITCS
B cucteme «Jlemoy.

DNEeKTpOHHBIE  JTOKYMEHTBHI  SIBISIOTCS  ODUIMAIBHBIMU  JOKYMEHTaMu
AnMuHHUCTpaUK. DJIEKTPOHHBIN TOKYMEHT JOJIKEH ObITh 0()OpPMJIEH B COOTBETCTBUU
¢ Hacroswmew  MHCTpykimern W UMETb  PEKBU3WTBI,  yYCTAHOBJICHHBIC
JUISL aHAJIOTUYHOTO IOKYMEHTa Ha OyMa)KHOM HOCHTEJIE.

JIOKyMeHTOOOO0pOT B AIMUHUCTPALIMU OCYIIECTBIISIETCS B JIEKTPOHHOM BHJIE
no cucreMe «/leno». Ilepenadya NOKYMEHTOB MO HMHBIM KaHajgaM CBSI3M U (WJIM)
Ha OyMa)XHOM HOCHTENIEé HE JOIyCKaeTCs, 3a HUCKIIOYEHHEM CiIy4aeB, KOrjaa
benepanbHBIMU WM O0JIACTHBIMU 3aKOHAMHU JTMOO MPUHUMAEMBIMU B COOTBETCTBUU
C HUMU HOPMATHBHBIMM TIPABOBbIMH AKTaMU YCTAHOBJIEHO TpeOOBaHUE
O HEOOXOJAMMOCTH COCTABJIICHHMSI JOKYMEHTa MWCKIIOYUTEIbHO Ha OyMaKHOM
HOCHUTETIE.

JlokyMeHTy (BXOASIIEMY, HWCXOMSIIEMY, BHYTPEHHEMY) TMpU BKJIIOYEHUU
B cucteMy «Jlemo» mnpucBaMBaeTcs PETUCTPALMOHHBIA HOMEDP AaBTOMATUYECKH
B COOTBETCTBUU C BHIOPAaHHON HOMEHKJIATYPOil.

Peructpanuss JOKyMEHTOB (BXOISAIIMX, HCXOASIIMX, BHYTPEHHUX) BEHETCS
B IIpeJieax KaJeHAapHOTo roa.

JIOKyMEeHTBI, TMocTynarouie B AJMHHHUCTpalMIO Ha OyMa)kHOM HOCHUTEINE,
PETUCTPUPYIOTCS B CUCTEME «/le110» mocie CKaHUPOBAaHUS U CO3AaHUs JJIEKTPOHHBIX
00pa30B TOKYMEHTOB.

@aiinn 3MEKTPOHHOrO 00pa3za JOKyMEHTa JODKEH OOECHEeUHTh BHU3YaJbHYIO
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UACHTUYHOCTh ero OymMakHOMy opuruHaixy B wmacmrabe 1:1. KauectBo aiina
AJIEKTPOHHOTO 00pa3a JTIOKyMEHTa JOJIKHO MO3BOJISITH B MOJHOM 00bEME MPOYUTATH
TEKCT JIOKYMEHTa U PacIlio3HaTh €ro peKBU3UTHL. Eciu OyMaKHbIM TOKYMEHT COCTOUT
U3 JBYX WM OoJjiee JUCTOB, 3JEKTPOHHBIA 00pa3 Takoro OyMa)KHOTO JIOKYMEHTa
dbopmupyeTcss ogHUM (aillioM, 3a HCKIIOUEHHEM CJIy4yaeB, KOTJa TEXHUYECKU
HEBO3MOYKHO CO3/IaHHE€ €IMHOTO (haiiia 3JIEeKTPOHHOTO 00pa3a JOKYMEHTa.

CkanupoBaHHble 00pa3bl JOKYMEHTOB WM HUHbIE (ailyibl, cojaepKaiue
NEPCOHANBHBIEC TAHHBIEC, OTPAHUYUBAIOTCS JOCTYNOM K (aitiny «Durypantst PK».

5.2. [loaTBepxk/aeHUE COOTBETCTBUS pacleyaTaHHOM KOMUU 3IIEKTPOHHOTO
NOKyMeHTa mnonareepxaaercs mramnoM «llognucano c¢ npumenenuem Ol»
(mpuoxenue Ne 1 x Hactosiet MacTpykun).

5.3. CocraBnenue, oGOpMICHHE M COTJIACOBAHHE IPOEKTOB 3JIEKTPOHHBIX
JOKYMEHTOB  OCYIIECTBISIIOTCS O  OOMMM  MpaBuiaM  JeJONPOU3BOICTBA,
YCTaHOBJICHHBIM B OTHOIIIEHUU aHAJIOTUYHBIX JOKYMEHTOB Ha OyMa’KHOM HOCHUTEIE.

Ucnonautens co3gaer PKIIJI B COOTBETCTByIOIIECH TpyIne JTOKYMEHTOB
(mpunoxkenne Ne 2 x Hacrosimier MHCTpyKuuu)u onpenenser nopsjaioK BUSUPOBAHUS
JOJKHOCTHBIMH JIMLIAMM.

[Ipu cozmanuu PKIIJ] ucnonHuTens penakTHPYEeT SJIEKTPOHHBIA M1a0JIOH
JIOKyMEHTa U TPU HEOOXOJUMOCTH MPUKPEIUIeT (aili ¢ TEeKCTOM MNPUIIOKECHUS
K JIOKYMEHTY.

Nmenoranue daitnoB mnpunoxkenut B PKIIJ[ 10/KHO COOTBETCTBOBAaTh
crenytomemy dopmarty: «15-05-2022 npunoxenue.docx», rae 15 — mara co3manus
nokymenta, 05 — wecsau, 2022 — rox, pacmmpenue ¢aina  «.docx»
npu nepenmeroBannu ¢aiina PKILJ] 3anpemaercs ynanars. B umenu ¢aiina JomKHbI
OTCYTCTBOBaTh mpoOenbl. MMsa ¢aiina siaekTpoHHOro mabjioHa JOKYMEHTa U €ro
pacIIMpeHre U3MEHSTh 3alpPEelIeHO.

Tun ocHoBHOro (haiima momkeH OBITh BbIOpaH «OcCHOBHOIY, B (haiimax
npwiokeHu Tun ¢aina He ykasbiBaercsa. st oObearHEHUS OCHOBHOTO (aitia u
daiinoB mnpunokeHuss s BceX (aliioB  MPUIIOKEHUW  BBHIOMpAETCS  THII
«IIpunoxenue».

HUcnonuurens  HampaBisieT  OPOEKT  JOKYMEHTa  Ha  BU3HPOBAHUE
PYKOBOJIUTEISIM CTPYKTYPHBIX TOJpa3ieNieHnid Ha OJUH pabouuii neHb. B ciydae
HaIlpaBJICHUS] BECbMa CPOUYHBIX MTMCEM BU3UPOBAHUE OCYILIECTBISIETCS B TEUEHUE TPEX
4acoB.

5.4. IIpoeKT 2JEeKTPOHHOTO IOKYMEHTa BU3UPYETCS:

npocroil DIl cnenuanucra — UCMONHUTENS AOKYMEHTa (JIOTMH U Tapojb s
paboThl B cucteme «Jlemno»);

KB PUIIpoBaHHON DI JOKHOCTHOTO JTUIIA — PYKOBOJUTENS CTPYKTYPHOTO
nojapasieneHuss AJIMUHUCTpAlMd WM 3aMECTUTENsl TJaBbl AJIMUHUCTpPALUH,
PYKOBOJUTENSE OpraHa AJMUHHCTPALIMU C MPaBaMHU IOPUJIMYECKOTO JIUIA, a TAKKE
MOABEIOMCTBEHHOTO  MYHUIUUNAIBHOTO  YUYPEXKACHUS  WIM  MPEANPUITHS.
B otnenpHBIX cilydasix Ipy BUSUPOBAHUHM MOXKET MPUMEHSTHCS KBaTU(UIIMPOBAHHAS
OII I'naBel ropoaa Taranpora.

BusupoBanue  (moamwcaHue)  MOPOEKTOB  AJEKTPOHHBIX  JIOKYMEHTOB
OCYIIECTBIISICTCS. TyTeM BHECEHUS HWHGOPMAIMK O BU3UPOBAHHWH (ITOATHCAHUHN)
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B PKIIJ[, xortopas 3aBepserca OIl JOMKHOCTHOrO JMIA, BU3UPYIOLIETO
(MOAMUCHIBAIOIIETO) POEKT AIEKTPOHHOTO JOKYMEHTA. Nudopmarnus
O BU3UPOBaHUM (MOAMKMCAHUM), 3aBepeHHast D] TOIKHOCTHOTO JIKIIa, BUSHPYIOLIETO
(MOANMUCHIBAIOIIETO) JTOKYMEHT, SBJSIETCS HEOTHEMJIEMOM YacThIO 3JIEKTPOHHOIO
JIOKyMEHTa ¥ TPUHUMAETCS K CBEICHUIO BCEMHM YUYaCTHUKAMH TpU COONIOJACHUU
ycioBuii paBHO3HauyHOCTH OII coOcTBeHHOpY4YHOU moanucH. (OTBETCTBEHHOCTD
32 JIOCTOBEPHOCTh U TMOJHOTY COOTBETCTBYIOIIEH HWHGOpPMAIMM O BU3UPOBAHUU
(moamucaHny) SJIEKTPOHHOTO JOKYMEHTA HECeT YUYAaCTHUK B JIMIE JIOJDKHOCTHOTO
JMLa — Biagensia kiaoga Ol

[Ipu Bu3upoBaHuM (MOJAMMUCAHUM) TPOCKTOB DIIEKTPOHHBIX JIOKYMEHTOB
BO BHYTPEHHEM JOKYMEHTOOOOpOTE€ YYacTHMKA MOKET HCIOJB30BaThCS IMPOCTas
AJIIEKTPOHHAA MOJANKCH JOJDKHOCTHOTO JIMIA, BHU3UPYIOLIETO (ITOAMUCHIBAIOLIETO)
IIPOEKT IEKTPOHHOTO NOKYMEHTa. OTBETCTBEHHOCTH 3a JOCTOBEPHOCTHh U MOJIHOTY
COOTBETCTBYIOIIECH HHPOPMAUK O BUBHPOBAHUU (MOANMMCAHUM) DJIECKTPOHHOIO
JIOKYMEHTA HECEeT YYaCTHUK B JIMIE JOJDKHOCTHOIO JIMIA — BJAAEIbLA IPOCTON
AJIEKTPOHHOM ITOAIHUCH.

[Ipu BusupoBanuu PKIIJ] gomxHOCTHOE JHUIIO BHIOMpAET THUI BU3WPOBAHUS
«Cornacen», «He cormacen», «C 3ameuanusimu», «HampaBieHo Ha 10paOoOTKy»,
«Bormpoc BHE MO€W KOMIIETEHLIUI.

[Tpu nanpapnenun PKIIJ] B moOuisHOe mpmnoxenue EOSmobile BeiOupaeTcs
Bu3a «Ha paccmoTpeHne», ABIAIOMIASACA TEXHUYECKOM BH30M M MCIOJIb3yeMas
TEXHOJIOTUYECKUMH TIOMOIIIHUKAMHA PYKOBOJMUTENSA, ONMPEACICHHBIMU Ha CEPBEPE
MOOMJIBHBIX PELICHUI.

Jpyrue TUIbl BU3 UCIIOIb30BATh 3aMPEIIEHO.

Ecnu BeiOuparorcss tunbsl BuzupoBanus «He cormacen», «C 3aMeuyaHusiMn,
«Hamnpasieno Ha 10pabOTKy», TO B 00s13aTE€ILHOM MOPSAKE HEOOXOIUMO YKa3bIBaTh
B TekcToBOM nojie PKII/] koHKpeTHYI0 MpUYnHYy BHIOOpA OTPUIATEIILHON BU3BI, HIIN
npukpenuth K PKIIJ ¢aitn 3akmiouenuss B ¢opmare docx, mMOAMMCAHHBINA
kB uimpoBanHon 11 10KHOCTHOTO JHIIA.

B cnyuae monyuenust Bu3 «He cornacen», «C 3ameuanusiMmu», «HampaiieHo
Ha J0pabOTKYy» HCIOIHHUTENIb OOECIEUMBAET PACCMOTPEHHE, YCTpaHEHHE W Y4eT
3aMEUaHUil B TEUCHUE TPeX pabouux JHEH MOCJe MX IMOJYy4YeHHUS, CO3/1aeT HOBYIO
BEPCHUIO MPOEKTA JTOKyMeHTa, 3areM Hanpasisier PKII/] Ha moBTopHOE BU3HMpOBaHuE
JIOJDKHOCTHOMY JIMITY, 3aMEUaHusl KOTOPOro ObUIM YCTPAHEHbl U JIOJKHOCTHBIM
JIUIIaM, YbU UHTEPECHl ObUIA 3aTPOHYTHI B MPOIECCE YCTPAaHEHHUS 3aMEUaHU.

B cmywae ecnim  OpoeKT JIOKYMEHTa HAXOJIWTCS BHE KOMIIETCHIIMH
BU3UPYIOLIEr0 JIMIA, MPOEKT BO3BPALIAETCA HWCIIOJHUTENIO C TUIIOM BU3UPOBAHUS
«Bompoc BHE MOel KOMIIETEHLIMW», MOCIE YErO HMCHOJHUTENb HAMPABISAET MPOEKT
OCTaJIbHBIM BU3UPYIOIIUM.

Buza «O3HakomiieH» He SIBJSIETCS COTJIaCOBAHUEM IIPOEKTA.

IIpu yrBepxknenun PKIIJI wucnonb3yrorcss Bu3bl  «YTBEPKIOAO» U
«He ytBepxnaro».

Ecnu BeiOupaercs Buza «He yTBepkmaro», TO B 005S3aT€TLHOM TMOPSIKE
HE00X0IMMO yKa3aTh B TekcToBOM ToJie Bu3bl PKIIJ] koHKpeTHYI0 TpuunHy BHIOOpa
oTpuliaTeabHON BU3bl win npukpenutsh kK PKILJ] daiin 3axmouenus B dopmare docx,
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noJnucaHHbIi KBanuuuposanHoit D11 nomKkHOCTHOrO NHIIA.

B cnyuae nonyuenust nepexoaa PKIIJ] B craryc «He noanucan» MCHOIHUTED
oOecrieuynBaeT pacCMOTPEHHE, YCTpAaHEHHWE M y4YeT 3aMeyaHud B TEUYEHHE Tpex
pabouux JHEH Mocje MX MOMY4YEHUs, CO3/1aeT HOBYIO BEPCHIO MPOEKTa JOKYMEHTA,
3arem HampasisieT PKII/J] Ha moBTOpHOE BU3MPOBAHME INOJLKHOCTHBIM JIMIAM, YbU
MHTEpeChl ObUIM 3aTPOHYTHI B MPOLIECCE YCTPAHEHUS 3aMEYaHHi, U Ha TOJIHUCH
JIOJKHOCTHOMY JMIy, He yTBepauBiiemy PKII/I.

[ToanucanHblid (YyTBEPKIEHHBIN) NPOEKT JOKYMEHTA MOJJIEKHUT 00sA3aTeIbHON
perucrpanuu B cucreme «Jlemnoy.

5.5. OTBETCTBEHHOCTh 32 HENPABOMEPHOE MOJINUCAHUE JIIEKTPOHHOTO
nokyMenta OIl Hecer YuactHuk cucrem «Jleno» U «ApXWBHOE A€IO» B JIMIE
Biazenbla kinova Jl1.

5.6. [Topsitok UCTOIB30BaHUS JIEKTPOHHBIX TIA0JIOHOB:

otkpbITh PKIII, OTKpBITE Gaiin B pexxuMe peakTUpOBaHUsl, Ha3BaHUe Qaiiina
(manpumep OCHOBHOM ITucekmo Tarampor.docx), tum daiina (OCcHOBHOI)
HE MEHSATB;

BHECTH TEKCT MHCbMa, ajapecara B Qaitn (nomkHocts, @.M.O. nmoanucanra,
a taxoke @.M.0. ucnonHuTtens u tenedoH He 3aM0IHATD);

COXpaHUTh (hail;

HaxaTb KHONIKY PKII/] «CoxpaHuTh U3MEHEHUS»;

HaxaTb KHONIKY PKII/] «IlogroroButs (aiiny;

MIPOBEPUTH KOPPEKTHOCTH 3allOJTHEHMS JAHHBIX B OTKpbIBLIEMCS (pailiie;

HanpasuThk PKII/[ Ha BU3npoBaHue, 3aT€M HAPABUTH HA MMOINCH.

IIpu noGasnenun B PKIIJ[ nonnucanta (mpu Hanuuuu Busupyronmx), PKII/]
HaIlpaBJSIETCS. €My Ha MOJNKHCh AaBTOMATHYECKH IIOCJIE 3aBEpUIEHUs Ipolecca
BU3UPOBAHMUS.

[Ipu HampaBiaeHMM Ha MOANHKCH aBTOMATHYECKU co3faercs (aitn B (opmare
PDF/A.

5.7. PykoBonutensim CTPYKTYPHBIX noApa3AeIeHUN u OpraHoOB
AIMUHHCTpaMuM C  [paBaMM  OPUAWYECKOrO  JIMUA, IOJBEJIOMCTBEHHBIX
MYHULMIAIBHBIX YUPEKACHUN U NPEAIPUATHHI 3aBKHA HA CO3JJaHUE, KOPPEKTUPOBKY,
Ha3Ha4YeHHE MpaB, OJOKUPOBKY MOJb30BaTeNIed M TPyHn JOKYMEHTOB HaIlpaBIIATh
B OTAEN HHPOPMAIMOHHO-KOMMYHUKALMOHHBIX TEXHOJOTUH AJMHMHUCTpaLUU
no ¢Gopmam, YTBEPKIECHHBIM IMPUKA30M HAYaJbHUKA OTAela HH(POPMAILIMOHHO-
KOMMYHUKAIIMOHHBIX TEXHOJIOTHI AIMUHUCTPALIUH.

5.8. B ciiyyae BO3HMKHOBEHHUS YpE3BbIYAMHBIX CHUTYallM WM KaTtacTpod,
MOBJIEKIINX TMpeKpalleHne (QYHKIMOHUPOBAHMUS CcUCTEMbl «/lemo», mnepenauda
JOKYMEHTOB MEXKIYy YYAaCTHUKAMHU OCYIIECTBISIETCS C MCIIOJIb30BAaHUEM BCEX
JOCTYIIHBIX KaHaJlOB CBsi3M M (WiM) Ha OYyMa)XHOM HOCUTEIE JI0 MOMEHTa
BOCCTaHOBJIEHHsI paborocrniocoOHocTH cucteMbl «Jlemo». Ilocie BoccraHoBieHus
paborocriocoOHOCTH  CUCTeMBI  «Jlemo»  YuacTHUKM  BHOCAT  HMH(POPMAIIUIO
O JOKYMEHTax, MEpPEelaHHbIX M0 KaHaJlaM CBS3U M (UJIM) Ha OyMa)KHOM HOCHTEIE,
B cucrtemy «/lemo».

6. [ToaroToBka u opopmieHre mpaBoBbIX akToB ['1aBwl ropoaa Taranpora,
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IIPaBOBBIX AKTOB AI[MI/IHI/ICTpaI_[I/II/I

6.1. Ilopsimok TOATOTOBKH, W3JaHUsT U pabOThl € MYHUIUINAIBHBIMU
MPaBOBBIMU aKTaMH B AJMHHHUCTpauuu omnpezaeneH Muctpykuueit mo opopmiieHuio
MYHUIIMNIATBHBIX TMPABOBBIX AaKTOB B AJMHHHUCTpauuu Tropojaa TaraHpora u
PernamenTom paboTel AamMuHUCTpanuu ropoaa Taranpora.

6.2. Bce neicTBHS 1O COTrJIaCOBaHUIO MYHHUIIMIIAJIBHBIX TIPABOBBIX aKTOB
BBITIOTHSIOTCS B cucTeme «Jleno» ¢ mpumenenunem Ol1.

7. bilaHKM TOKYMEHTOB

7.1. B AIMUHUCTpaluu CO3[aI0TCS TOKYMEHThI Ha OyMa)KHOM HOCHUTENEe U
AJIIEKTPOHHBIE JOKYMEHThl C TpUMEHEHHEeM cucteMbl «Jlemo». Jliga 3Toro
UCIOJIB3YIOTCSL OJaHKU JOKYMEHTOB, M3TOTOBJICHHbIE Ha OyMa)XHOM HOCHUTENE U
(MJIK) DJIEKTPOHHBIE 11a0JI0HBI OJIAHKOB JIOKYMEHTOB.

B AnMuHUCTpalMK HCIHOJIB3YIOTCA OJAHKM IHCEM, HallpaBisieMble B JIIO0OM
anpec Poccuiickon @enepanuu.

7.2. Ha OnaHkax, WCIOJIb3YEMbIX B AJIMUHUCTpaIlUU, NPUMEHSIOTCS
PEKBU3UTBI B COOTBETCTBUM ¢ mnoanyHKkToM 4.3.1 nyHkrta 4.3 Hacrosen
NHCcTpyKIMH.

7.3. Joxymentsl ['maBel Topoga Taranpora, AAMUHHCTpAIUH OQOPMIISIOTCS
Ha OJIaHKaX, M3rOTaBIMBAEMbIX Ha Oeyoll Oymare wiau OyMmare CBETIbIX TOHOB
dopmara A4 (210 x 297 mMm). DOH 3IEKTPOHHBIX IIAOJOHOB JOKYMEHTOB JIOJKEH
OBITH O€I0ro IIBETA.

DJIeKTPOHHBIC 11Aa0JOHBI OJAHKOB JOKYMEHTOB JOJDKHBI OBITh WACHTUYHBI
OJlaHKaM JIOKYMEHTOB Ha OYMa)KHOM HOCHTEJIE.

7.4. B AqMuHucTpanuy NpuMEHSIOTCS CIIeAyIoIre OJaHKu:

Omank moctaHoBienuss [maBbl ropoma Taranpora (mpusoskenue Ne 3
K Hacrosieit MacTpykumm);

Omank pacnopspkenust [7maBel ropoga Taranpora (mpunoskenune Neo 4
K Hacrosiet MucTpykumm);

OJIaHK MOCTAaHOBJIEHUSI AJMUHUCTpaluu ropoja Taranpora (mpuioxxenue Ne 5
K Hacrosieit MacTpykimm);

OnaHK pacmopsbKeHHus AIMUHHUCTpaIuu ropoaa Taranpora (mpuioxenue Ne 6
K Hacrosiuieil UHcTpykumn);

OJIaHK paclopsKEHUSI 3aMECTUTEINS TTaBbl AIMUHUCTpalK ropoja Taranpora
(npunosxxenne Ne 7 k HacTosied MHCcTpykun);

OlaHk mnHMcbMa AJIMUHHUCTpanuu ropoja Taranpora (mpuioxkeHue Ne 8
K Hacrosiuieit UHcTpykumn);

Oomank muceMa ['nmaBel Topoma Taranpora (mpusnoxkenue Ne 9 k Hacrosiei
Nuctpykuum);

OJlaHK TMHChbMA CTPYKTYPHOTO TOJpa3NEJCHUsT M OpraHa AJIMUHUCTpAIiu
C MpaBaMu IOPUANYECKOTO JINLA.

7.5. blaHKu J1IOKYMEHTOB, MpPUMEHSEMble B AJIMUHUCTPALUH, JOJIKHBI
UCIIOJIb30BaThCSl CTPOrO0 MO HA3HAUYEHHUIO M 0€3 COOTBETCTBYIOLIETO pa3pelleHust
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HE MOT'YT MEPEIaBaThCsl IPYTUM OpPraHr3alusaM U JIULAM.

7.6. B nepenucke Mexnay ['maBoit ropoga Taranpora, 3aMecTUTENSIMU TJIaBbI
AJIMUHUCTpAIUU, CTPYKTYPHBIMU TMOAPA3ACICHUSIMU AJIMUHUCTpAIUU U OpraHaMu
AJIMUHHCTpAIUU C TIPaBaMU IOPUANYECKOTO JIMIa OJIAaHK HE UCTIOJIb3YETCH.

Bo Bcex ocTanbHBIX clydasx UCHOJIb3YIOTCS OJIaHKU:

nucbMa AJIMHUHUCTpAllUM — TPU HANpaBlIEHUH MHUCEM AJIMUHUCTpAIUU
3a noanuckio ['naBel ropoga Taranpora v 3amecTuTeNei riaaBbl AIMUHUCTPALINH;

MMCbMA CTPYKTYPHOTO TMOJApA3IENE€HUs WIM opraHa AJIMUHHUCTpaluu
C MpaBaMH IOPUAMYECKOTO0 JMLIA — I[PH HANpaBIE€HUUM NUCEM 32 MOAMHUCHIO
PYKOBOJIMTENS MOApA3ACNCHUs WM OpraHa AJMHUHHUCTpAlMU C [pPaBaMH
IOPUIUYECKOTO JINIIA;

nucbma ['maBel ropoma Taranpora — B cCiy4yae HamlpaBJICHHH IIHCEM,
NOANKUChIBaeMbIX ['7aBoi ropona Taranpora OpH OCYIIECTBICHHH COOCTBEHHBIX
IIOJIHOMOYHH I10 PELIEHUIO BOIIPOCOB MECTHOI'O 3HAYCHHS.

7.7. BBenenue B oOpallieHME HOBBIX OJIAHKOB JIOKYMEHTOB OCYIIECTBISETCS
c coriacusi ['maBel roposna Taranpora Ha OCHOBAaHHMH IPEJIOKEHUM 3aMECTUTENCH
rJ1IaBbl AJIMUHUCTpAIUH.

7.8. IsroToBneHue,  UCIOJb30BAaHWE, YY€T M  XpaHEHHe  OJIaHKOB
¢ uzobpaxxenueM ['epba ropona Taranpora.

7.8.1. [lpaBuna mpumeHeHUss u300paxeHuss [epba  MYHHMIIMIAIBHOTO
oOpazoBanus «l'opon Taranpor» Ha Oyankax omnpejaencHsl PemenueM I'oponackoit
Hymbl ropoga Taranpora ot 25.10.2007 Ne 537 «OO6 o¢uuManbHBIX CHMBOJIAX
MyHHUIMIAIBHOTO 00pazoBanus «l opox Taranpor».

7.8.2. bnanku ¢ u3o0pakeHneM repda MyHUIIUIAIBHOTO 0OpazoBanus «['opox
Taranpor» (nanee — repOoBbIe OJaHKH) SBJISIIOTCS OJJaHKaMU CTPOrOM OTYETHOCTH,
M3rOTOBJIEHHE KOTOPBIX OCYILECTBIISACT OOIIMK OTed AIMUHUCTPALUU, U MOJJIEXKAT
y4ery.

7.8.3. 'epboBbIe OJIaHKU JOJKHBI OBITH IPOHYMEPOBaHbI. [1OpsSaKOBEIIT HOMED
MIPOCTABIIACTCS B JIEBOM HIKHEH YacTU 0OOPOTHOM CTOPOHBI OJIaHKa. YYeT U Bbljaua
OJIAaHKOB OCYIIIECTBIIACTCS B OOIIEM OTHAele B XKypHale ydera OJIAHKOB CTPOTOM
oruetHOocTH (Tipmioxkenre Ne 10 k Hactosimiet MHCTpyKIuu) U B KypHalle ydera
pacchUTKK  OJAHKOB CTpOroil oT4eTHOCTH (mpuioxkenue Ne 11k Hacrosmieit
Huctpykiun).

7.8.4. ctionaurensam OJaHKMA BBIOAIOTCSA I1Oa MOAIMHCHL. OTBETCTBEHHOCTH
3a 0OecredyeHne COXPaHHOCTU OJJAHKOB M MPaBUIIBHOCTh MX HCIOJIb30BAaHUS HECYT
PYKOBOJMTEIHN CTPYKTYPHBIX MOAPA3ACIECHUN U OpraHOB AJMUHUCTPALIMH C IPABAMHU
IOPUUYECKOTO JIMIIA.

7.8.5. CamocTOsITEIbHOE H3TOTOBJICHHE M HCIOJIb30BAHUE HE YUTEHHBIX
B YCTAHOBJICHHOM MOPsIIKE OJIAHKOB 3aIPeIaeTcs.

7.8.6. Ucriopuennbie OmaHKu AJMHHHUCTpAIMW TOMJIEkKAT BO3BpPATy B OOIIHIA
OTJIEJ JIs1 UX YHUUYTOKCHHUS.

7.8.7. XypHan yuera yHUUTOXKEHUS OJIAHKOB CTPOTOM OTYETHOCTH BKIIFOUAETCS
B HOMEHKJIATtypy naen Apamunuctpauuun (mpuwioxeHue Ne 12 k Hacrosien
HNuctpykiun).

8. OcobeHHOCTH TOATOTOBKU U OOPMITCHUS
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OTACJIbHBIX BUJI0OB JOKYMCHTOB

8.1. [IpoTokou.

8.1.1. IIpoTokosl — JTOKYMEHT, B KOTOPOM (PHUKCHpYETCS XOJ OOCYXJICHHS
BOIIPOCOB W TPHUHATUS pEIICHUH Ha KOH(epeHUHUsX, coOpaHUsX, 3aceIaHHsIX
(coBelaHusx), B TOM 4YHCJIE KOJUIETHAJbHBIX OpraHoB (Jajiee — 3acelaHus
(coBemanus).

[IpoTokon cocTaBisieTcsi HA OCHOBAaHUM 3aIMUCEll, MPOU3BEIACHHBIX BO BpeMs
3acefaHusl (COBEIAHMS), MPEACTABICHHBIX TE3MCOB JOKJIAQJOB M BBICTYIUICHUH,
CIpPaBOK, MPOEKTOB pEHICHWH H ToMy mono0Hoe. Matepuanabl K 0OCYXIECHUIO
MIPEICTABIISIOTCS CTPYKTYPHBIMU TOJIPa3eICHUSIMA AJIMUHUCTPAMA U JIPYTAMHU
OpraHM3alUsAMH, HA KOTOPBIE BO3JIOKEHA UX TTOATOTOBKA, HE O3HEe 4yeM 3a 10 nHen
70 J1aThl, MPEAYCMOTPEHHOW IJIaHOM pabOThl KOJIeTHAIbHOTO opraHa. CrpaBku
MOJMKUCHIBAIOTCS PYKOBOJUTEISIMU TIOJIpa3/IeTICHUN UCTIOJIHUTETICH.

[Iporoxon odopmisiercs B TedeHHE 3-X AHEH IOciie MPOBEIACHUS 3aceIaHus
(coBewianusi), €ClIM CPOKH €ro IOJATOTOBKM HE OroBOpeHbl 0c000. [IpoekTsl
COOTBETCTBYIOIIUX IMYHKTOB MPOTOKOJIA BU3UPYIOTCS PYKOBOJAUTEIEM CTPYKTYPHOTO
1oJIpa3iesieHus, OTBETCTBEHHOTO 3a MOATOTOBKY.

3anucu BO BpeMs 3acefaHus (CoBellaHus), cOOp MaTrepuaioB M MOJATOTOBKA
TEKCTa BO3JIAraloTCd Ha CEKpeTaps KOJUIETHAJbHOTO OpraHa WM paOOTHHUKOB
1oJIpa3iesieHu i, TOTOBUBIIUX BOMPOCHI K OOCYXICHHUIO.

8.1.2. IlogmMHHYKH TOKYMEHTOB 10 BOIPOCAaM, paCCMOTPEHHBIM Ha 3aCeTaHUU
(coBelIanmy), HATPABJIAIOTCS JJIs TOIIUBKY B JIENIO B MOAPA3IEICHUE-UCIIOIHUTENb
BMECTE C BBIITUCKOW M3 MPOTOKOJIA O MPUHATHIX PEIICHUSX.

Ha IPOTOKOJIE, coJieprKariem uH(POPMAITHIO OTPaHUYEHHOTO
pacmpocTpaHeHHs, TPOCTABISAETCS MOMeTKa «/[71st ciry>keOHOT0 MOJIb30BaHMSD.

8.1.3. TekcT MpOTOKOJIA COCTOUT U3 JBYX YaCTEH: BBOJHON M OCHOBHOM.

B BBOAHOM yacTH 0(pOpMIISIIOTCS CIAEAYIONINE PEKBU3UTHI:

npencenaTenb Win Mpeace1aTeNbCTBYIONINNT;

CEKpeTaph;

IPUCYTCTBOBAJIM — CIIMCOK MPUCYTCTBOBABIIMX MJIM OTCHUIKA K MPUJIAraeMoMy
CIIUCKY TPHUCYTCTBOBABIIMX (€CIIM KOJUYECTBO TMPUCYTCTBYIOIIMX IPEBBIIIACT
15 denoBek, B BBOJHOM YaCTH MPOTOKOJIA JENIaeTCs CChIJIKA HA CITUCOK, SBJISIFOITHIICS
HEOTHhEMJIEMOM YaCThIO MPOTOKOIa. Hanmpumep:

[TpucyrcTBOBanu: 25 yen. (CMUCOK MpuUaraeTcs).

Ecnu B 3acenanuu (CoBelIaHWy) MPUHUMAIOT YYacTHE MPECTABUTENMN Pa3HBIX
OpraHOB BJIACTH M OpPTaHU3aIMM, YKa3bIBa€TCSI MECTO PabOTHI U JOJIKHOCTh KaXKJI0T0
auia. MHOrocTpouHble HAMMEHOBAHUS JIOJXKHOCTEN MPUCYTCTBYIOMIMX MEYATAIOTCS
yepes3 OJMH MEKCTPOUHBIN UHTEPBAJL.

BBogHas yacTe NPOTOKOJIa 3aKAHYMBACTCS ITOBECTKOM MHS, COJAEpKaleu
MepeYEHb PAaCCMATPUBAEMBIX BOIIPOCOB, MEPEUUCIECHHBIX B MOPSAKE UX 3HAUYMMOCTH,
C YKa3aHueM JOKJIaJuMKa MO KaXJ0My paccMaTpUBAEMOMY IYHKTY MOBECTKH JHSI.
Bormpocsl moBectku mHst dhopmynupytorcs ¢ npenigorom «O» («O06»), meyaTarorcs
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OT TPAHMIIBI JIEBOTO TOJISI U HYMEPYIOTCS apaOCKUMU [ pamu.

OcHOBHast 4acTh MPOTOKOJA COCTOMT W3 PAa3leyioB, COOTBETCTBYIOIIUX
IIyHKTaM MOBECTKU AHA. TEKCT Ka)XXI0ro pa3iesa CTPOUTCS IO CXEME:

CJIIYIIAJIN — BBICTYIIUJIN — ITIOCTAHOBWJIA (PELLIAJIN).

B yactu «CIIYIIAJIN» KpaTKo M3JIaraeTcsi TEKCT BBICTYIUICHUS JOKJIATUUKA.
WNuunyanel v paMuins AOKIaIUMKa [eYaTaloTCs C KPaCHOM CTPOKU B UMEHUTEIHbHOM
najgexe. 3amuch JOKIAaJa M3JIaraercsd OT TPEThEro JIMLA EIMHCTBEHHOTO YHCIa
(oT™MeTHII, HAMTOMHMJI, TPOKOMMEHTHPOBA) U OTAEIACTCS OT (haMUITUH TePUCOM.

Ecnu TekcT noknanma mpuiaraeTcs K IMPOTOKONY, TO HMCIOJIB3YETCS CCBhUIKA
«TekcT noknaaa npuiiaraeTcs.

B uactu «BBICTYIIUJIN» mnocnenoBatenbHO YKa3bIBAIOTCS (GaMUWIMU U
WHUIIAAJIBI JIUI, TPUHSBIINX y9acTHE B OOCYKIEHUU JOKJIa/a, U BhICKa3aHHBIC MU
MHeHUS. MHunumansl v ¢daMuins BBICTYNAIONIUMX I€YATAIOTCA C KPacHOM CTPOKH
B uMeHuTelnbHOM majexe. Cojep’kaHue BBICTYIUICHUN 3amuchiBaeTcsa B Gopme
OT TPETHEro0 JHIA EIUHCTBEHHOIO WJIM MHOXKECTBEHHOIO YHCIA: «CYUTAET»,
«TIpejIaraeT» WIH «CYUTAIT», «Ipeayiarator». [Ilpu HEoOXOaUMOCTH B ITOM K€
pazziene npoToKoa GUKCUPYIOTCS BOMPOCHI, 3a/IaHHbIE JOKJIATYUKY, U €70 OTBETHI.

B uactu TIOCTAHOBWJ/IM: (wnm PEIIWJIN:) oTpaxkaercs HpUHSATOE
perieHne mo oocyx)aaeMoMy BOIPOCy. TeKCT MOCTaHOBJSIONIEH YacTH IeyaTaeTcs
MOJHOCTBIO. Eciii peleHne no 0JTHOMY BOIIPOCY MOBECTKHU JHS 3aCEIaHHsI COCTOUT
U3 HECKOJIbKUX TYHKTOB, TO TIYHKTBl HYMEpPYIOTCS apaOckumu uudpamu,
pa3/ieICHHBIMU TOUKAMU:

1.1. — mepBbIii MYHKT PEIICHUS IO IEPBOMY BOIIPOCY MOBECTKU JTHS 3aCEIaHUs.

1.2. — BTOPO# MyHKT peIIeHUs 0 TIEPBOMY BOTIPOCY MOBECTKH JHS 3aCeIaHus
Y TaK JaJiee.

TekCThl MyHKTOB PEIICHUS] U3JIaraloTcsl C MCIOJIb30BAHUEM HEOMpeAeIeHHOM
dbopMmpbl TIIarona: «10padboTaTs...», KIOPYUHUTh...», KIPOUHHOOPMHUPOBATH...)».

Ecim  oaumH W3 TyHKTOB  COJEPXKHUT  pelieHne 00  YTBEpKICHUU
oOCyXXJIaBIIETOCST Ha 3acelaHUM JIOKYMEHTa, J3TOT JOKYMEHT CTaHOBUTCS
MPWIOKEHUEM K TIPOTOKOJy, Ha HeM OQGOpMIISEeTCS CChIJIKAa Ha HOMEpP W JaTy
nporokona. Ilpunoxenue odopmisiercs Ha oTaenbHOM Jucte. [lpw Hammuum
HECKOJIBKUX MPUJIOKEHUI OHU HYMEPYIOTCHI.

[TocTanoBnenne (peimeHre) B TEKCTE MPOTOKOJA I€YATAETCS TMOJHOCTHIO,
P HEOOXOAUMOCTH MPHUBOJASTCS UTOTH TOJOCOBAHMS: «3a — ...», «IPOTUB — ...»,
«BO3JEPHKAIOCH — ...».

ConepxxaHue 0cCOOOTO MHEHHUS, BBICKa3aHHOTO BO BpeMs OOCYXICHUS,
3aIUCHIBAETCS B TEKCTE IPOTOKOJA IIOCIE COOTBETCTBYIOLIETO IMOCTAHOBIICHUS
(peteHus).

Homyckaetrcst ¢popma cOCTaBJI€HUs MPOTOKOJA, MPU KOTOPOW (PUKCHUPYIOTCS
TOJIBKO MIPUHATHIC MOCTAHOBIICHHUS (PEILICHHS) IO COOTBETCTBYIOLIUM BOIPOCAM.

8.1.4. [IpoTokonaM TPUCBAaMBAIOTCS TMOPSIKOBBIE HOMEpa B IMpejaeiiax
KQJICHIAPHOTO TO0Ja OTAEIBHO MO KaXIOW TPYIIE MPOTOKOJIOB: MHPOTOKOJBI
TEXHUYECKUX, HAYYHBIX U KCIIEPTHBIX COBETOB.

[TpoTOKOIBI COBMECTHBIX 3aCE/IaHNIl UMEIOT COCTABHbIE HOMEPA, BKIIIOUAIOIIUE
MNOPSIAKOBBIE  HOMEpa  IPOTOKOJIOB  OpraHM3allvii, MPUHUMABIIUX Yy4acTHE
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B 3A4CE/IaHUU.

K HOMepaMm nmpoTOKOJIOB MOTYT MPUOABIATHCS OYKBEHHBIE KOJIBI.

8.1.5. [loaroroBka, COTJIacOBaHUE u YTBEPKJICHUE IPOTOKOJIOB
OCYHIECTBIISIETCS Kak B cucTeMe «Jlemo», Tak M Ha OymaxkHom Hocutene. Komuu
MPOTOKOJIOB (BBITUCKH U3 TMPOTOKOJIOB) YUYAaCTHHKAM pAaCChUIAIOTCA IO CHCTEME
«leno».

8.1.6. Konuu nmpoToKoI0B (BBIMUCKH M3 MPOTOKOJIOB) B apec OpraHu3aIui u
JOJKHOCTHBIX ~ JIMI[, HE SBJSIONIMXCA YYacTHHUKAaMHU, TpH HEOOXOAHUMOCTH,
pPacChUIAIOTCS CTPYKTYPHBIM IMOAPA3/ICIEHUEM, OTBETCTBEHHBIM 33 UX MOATOTOBKY.
[TpoToKoBI IeYaTarOTCsl Ha CTAaHAAPTHOM JHCcTe Oymaru ¢popmata A4.

8.1.7. IIpoTOKOJIBI UMEIOT CIEAYIONINE PEKBUZUTHI:

HanMeHoBaHHe JoKymeHTa — cioBo «[IPOTOKOJI» neyaTaercs mponuCcHbBIMU
OyKBaMU MOJIY>KUPHBIM HIPU(PTOM U BBIPABHUBAETCS 110 UEHTPY TEKCTOBOTO IOJIS;

3aroJIOBOK K TEKCTY OTAENAETCS OT MPEAbIAYIIEro pPEKBU3UTA JBYMS
MEXCTPOYHBIMM MHTEPBAJIAMH, [1€YATAETCS YEPE3 OJMH MHTEPBAJ U BBIPABHUBACTCS
10 LIEHTPY TEKCTOBOTO IOJIS;

JaTa U HOMEp IMPOTOKOJIa MUIIYTCS Ha OJHOW CTpOKe; nara odopmisercs
CJIOBECHO-LM(POBBIM CIHOCOOOM U BBIPaBHMBAETCS 10 JIEBOMY Kparo; HOMEp
IpOTOKOJIa 0003HavaeTcss apabCKUMHM LIM(PpaMu U BBIPAaBHUBAETCS 10 MPABOMY Kparo,
MOKET BKJIIOYaThb OYKBEHHbIE HMHJIEKCHI. JlaTa M HOMEp MpPOTOKOJA OTAEIAIOTCA
OT MPEIBIIYIIEr0 PEKBU3UTA ABYMS IyCThIMH CTpOKaMH. J{aToil mpoToKkona sBaseTcs
JlaTa 3acelaHus;

MECTO MPOBEACHUS 3acedaHus (COBELIAHWs) YKa3bIBAae€TCA MpU OPOPMIICHUU
IIPOTOKOJIOB COBEILIAHUS B TOM CJIy4ae, €CJId OHO MPOXOAWIO HE B OOBIYHOM MECTE;
reyaTaeTcsl uyepe3 JBa MEXCTPOUHBIX HMHTEpBaja MOCIE MPEAbIIYIIEro pEeKBU3HUTA
1O LIEHTPY TEKCTOBOTO MOJISI.

OcHOBHas 4acCTh IPOTOKOJIA [T€YaTaeTCs Yepe3 1,5 MEeKCTPOUHBIX HHTEPBAJIA.

3areM yKa3bIBaeTCsl MPUHATOE IO OOCYX JAaeMOMYy BOIPOCY peElIeHHE
(moctaHoBneHue). Perienns mo HECKOJIbKUM BOMPOCAM MOAPA3JEISAIOTCS Ha MYHKThI
U TOINYHKTHI, HyMmMepyemble apaOckumu uudpamu. IlocTaHoBnsromas 4acthb
pellleHni, KaKk U pacnopsaUTeNIbHbIE JOKYMEHTBI, JOJIKHA OBITh KOHKPETHOH U
COJIep>KaTh OTBETHI Ha CJIEIYIOLIME BOIPOCHL: KOMY, YTO CIIelaTh U K KAKOMY CPOKY.

IToNHOCTBIO MOATOTOBJIEHHBIM MPOTOKOJ MOANMCHIBAETCS NpPEICENaTENeM U
ceKkpeTapeM (CenHaTucTOM, BEAYLIIUM MPOTOKOI) JUOO BCEMH UYJI€HAMU KOMHUCCHUH,
NPUCYTCTBYIOIIMMHM Ha 3acEllaHud, B TMOPSAIKE, MPEAYCMOTPEHHOM IPABOBBIMU
aKTaMH, pErjaMEeHTUPYIOIIMMHU paldoTy KoJulerhajibHoro oprana. lloamuck
OTHENSETCS OT TEeKCTa TpeMs MEXCTPOYHbIMM HWHTEpPBAIaMU U BKIIIOYAET
HAaMMEHOBAaHHUE JOJDKHOCTH JIMIA, MPEACEAaTeNIbCTBOBABIIET0 Ha 3acelaHHU
(coBellaHuM), €ro JUYHYIO MOANKHCH, PACHIU(PPOBKY MOANUCH (MHUIMAIBI U
¢amunus). Ilon mnoanmuceio mpenacedaress pacroJiaraeTcs MOANUCH CeKpeTaps
(cmenuanucra, Beaymero mpotokos) (mpunoxkenue Ne 13k  HacTosein
HNuctpykiun). Bo3moxHO MOJAMUCAHUE IPOTOKOJIA npeaceaarenem
C MCTIOJIb30BaHUEM Ipuda yTBEP>KICHHUS.
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8.1.8. [IpoTtokoasr MOTYT M3aaBaThCs B Kpatkoit Gopme. [Ipu kpaTtkoit hopme
OITyCKaeTCsl X0/ OOCYXICHHUSI BOMpoca U (PUKCUPYETCS TOJIBKO MPUHSITOE MO HEMY
penieHue.

8.1.9.Ilo wroram paboumx CcoOBeIIaHUN (OMEPAaTUBHOE U PACIIMPEHHOE
riaHepHble  coBemanus [maBel ropoga Taranpora u  3aMecTUTENEl  TJIaBbl
AnMuHucTpanuu) odopmisieTcs TiepedeHb nopydeHuid (mpuiokenue Ne 14
K Hactosimiel Muctpykuun). [lopsok moAroTOBKY nepeyHs: MOPYyUYEeHHU YCTaHOBJICH
Pernamentom paboThl AJMUHHCTPAIIH.

8.2. Ciy>xe0HbI€ MHChMA.

8.2.1. Ciy>)xeOHBIE TMHChbMAa HWMEIOT CJCAYIOIIME PEKBU3HUTHL  ajapecar,
3aroJIOBOK K TEKCTY, TEKCT, MOJINUCh, OTMETKA OO0 HCIIOJHHUTENE, B HEOOXOIUMBIX
Clly4asiX — OTMETKA O NMPUJIOKEHHUH.

8.2.2. Cpok# TOATOTOBKH OTBETHBIX CIIY’)KEOHBIX MHCEM YCTaHABIMBAIOTCS
pEe30IIOUMed PYKOBOIAUTENSI HAa OCHOBAaHWM WMEIOIIUXCS CPOKOB MCIOJHEHUS
NOpPYYEHUH, 3alpoCOB WJIM IO PEIICHHI0 aBTOpa PE30JIIOLMH, a MO XajodaM U
oOpallleHUsIM TpaxkJiaH — JEHCTBYIOIIUM 3aKOHOIATEIbCTBOM.

TexkcTbl ~ OTBETHBIX ~ NHMCEM  JOJDKHBI  COOTBETCTBOBATh  3aJaHMAM,
3a(pUKCUPOBAHHBIM B PE30JIIOLIMU PYKOBOIAUTEIIS.

8.2.3. Ciiy>)xeOHbIE TIMChbMA TMEPEAloTCd B BHUJE DJIEKTPOHHOTO JOKYMEHTa
C MCIOJIb30BAaHUEM CUCTEMBI «Jlesoy.

IIpn moaroToBke NMpoOEKTOB IpeacTaBieHni ['maBel ropona Taranpora Ha ums
['ybepnaropa PocTtoBckoil 00s1acTi 0 HarpakJIeHUu rocyJapCTBEHHbIMH HarpajiaMH,
MIPUCBOEHUM MOYETHBIX, BOMHCKUX U CIIEIIMAJbHBIX 3BaHMUi Poccuiickoin denepanun
(B Ipyrux ciydasXx HE PpEKOMEHJIYeTCsl) JOMYyCKaeTcsi Medararb MPONHCHBIMU
OyKBaMU U BbLACIATH (paMUIUK IIPUPTOM IPYroil HACHIIIEHHOCTH.

8.2.4. Ilpoext cmyxebHoro mmcbmMa B cucteme «/lemo» coszmaercs
WCIIOJIHUTEJIEM B 3JIEKTPOHHOM BHUJE, MOATOTOBICHHOM HAa OCHOBE 3JEKTPOHHOIO
mrabJona. IToaroroBneHHbIN 3JIEKTPOHHBIN JIOKYMEHT HanpasJIseTCA
Ha coriacoBaHue. (CoOrjgacoBaHHBIM IPOEKT JOKYMEHTa B  COOTBETCTBUHU
C BIOpaHHBIM MCIOJIHUTENIEM BUAOM JOCTaBKH JIOKYMEHTA apecaTry MOANNCHIBAETCS
JIEKTPOHHOM NOJIMUCHI0 COOTBETCTBYIOIIETO MOJIUCAHTA.

OTnpaBka NpOU3BOAUTCS MPUHATHIM JIJIs1 KOHKPETHOTO aJipecara CiocoooM.

HeorbemiemMolf 4acTblO 3JIEKTPOHHOIO CIY>KEOHOTO MHChbMa  SIBJISETCA
perucTpalMoHHasl KapTa, B KOTOPYIO HMCIIOJIHMTENIM MyTEM 3allOJIHEHUs €€ MOoJeH
BHOCSIT CBEACHHUS O JIOKYMEHTE: BUJ JOKYMEHTa, KPaTKO€ COJIep>KaHUE TOKYMEHTa,
CBEJICHUS O MPUJIOKEHUHU K IOKYMEHTY, CIIMCOK aJIpeCaToB.

[Tpu HeoOxonuMocTu puMeHstoTcs moMeTku «Cpounoy, «ICID».

B none peructpanuonnoit kaptel «Kpatkoe cogepskanre» HE0OX0IMMO KPaTKO
Y TOYHO PAaCKpPbIBATh OCHOBHYIO CMBICIIOBYIO HAIPY3KYy TOKYMEHTA.

Eciu moaroroBnenHoe B cucreme «Jlemo» cimykeOHOE€ NHCHMO SIBISETCA
OTBETOM Ha MOCTYNUBIIMK 4Yepe3 CUCTEMY «Jleno» JJIEeKTPOHHBIM JOKYMEHT,
TO 3JEKTPOHHOE CIyeOHOE MUCbMO-OTBET MPHU CO3JAaHUM €ro MPOEKTa B CHUCTEME
«J1eno» CBA3BIBAECTCS C PETUCTPALMOHHOM KapTOM MUChMAa-3amnpoca.

[Ipy HamMuMK HECKOJBKUX HCHOJHUTENIEH IO JOKYMEHTY OTBETCTBEHHBIN
UCIIOJTHUTENIb HECET OTBETCTBEHHOCTh 3a MOJHOTY U JOCTOBEPHOCTh MH(OpMaluu,
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WCITOJIb30BAHHOM TIPH MOATOTOBKE JOKYMEHTA, 32 KA4eCTBO 0(OPMIICHUS JOKYMEHTA
Y CPOKU HCIIOJTHEHHSI TOKYMEHTA.

Bce ocranbHble HMCTOTHUTENM (COMCIOJNHUTEIN) HECYT OTBETCTBEHHOCTh
3a MOJHOTY M JIOCTOBEPHOCTb IIPEACTABICHHUS OTBETCTBEHHOMY HCIOJIHUTEIIO
MaTepuaioB (IIPOEKTOB JOKYMEHTOB, CIPAaBOK, CBEJECHUW U APYTHX JOKYMEHTOB)
B YCTAHOBJICHHBIE CPOKH.

Wcnonautens 00s13aH KOHTPOJIUPOBATh B CUCTEME «/Jler0» X0 yTBepKIeHUS,
COTJIACOBAHMS, OAMKUCAHUS U PETUCTPAIIMU MTPOEKTA CIIYKEOHOTO MHUChMa.

JIns pacchUIKA JOKYMEHTa Ha OyMa)XHOM HOCUTEINIE UCIOJHUTEIb YTOUHSIET
MIOYTOBBIE a/Ipeca, ONPEAEISIET HEOOXOAUMOE KOJIMYECTBO IK3EMILIIPOB JOKYMEHTA,
TOTOBUT CIIUCOK PACCHUIKH C IIOYTOBBIMU aJI[PECAMH.

OTmnpaBka MOATOTOBJICHHBIX UCIIOTHUTENIEM CITYKEOHBIX TTUCEM Ha OyMaKHOM
HOCHUTEJIE TTPOU3BOUTCS OOIIUM OT/AEJIOM MPU HATUYUU HEOOXOAMMOTO KOJNYECTBa
KOIUU U CITUCKA PACCHUIKH (MPU HEOOXOIUMOCTH ), IIOJTOTOBJICHHBIX UCIIOJTHUTEIIEM.

Peructpanuss UCXOOAIIMX JOKYMEHTOB OCYIIECTBISIETCS B JI€Hb HX
MOV CaHHUS.

B cnyuae, eciam 1oKymMeHTBI ObLIM MOAMKMCAHBI B KOHIIE pabOYero JHS WA B
Hepabouee BpeMsi, UX PETUCTPAIUsS OCYIIECTBISIETCS Ha CIEAYIOMUM pabouuil 1eHb.
[Ipy »TOM para perucTpaudd [JOJKHA COOTBETCTBOBATH JIaT€ IOJIHACAHUS
JOKYMEHTA.

8.2.5. Ciry>keOHBIE THChMa TMPOXOAAT MPOIEIYPY COTJIACOBAHUS B CHCTEME
«Jleno» ¢ npumenenneM JI1 co Bcemu TOMKHOCTHBIMU JIMIIAMU, KOTOPBIM IMOPYYEHO
WCIIOJTHEHUE IOKYMEHTA.

[Tucerma PuHaHCOBOrO XapakTepa, a TaKkKe MUChMa, cojepxaliue puHaHCOBbIC
o0si3aTenbCcTBa, BU3MPYyOTC B uHaHCOBOM yripaBiieHUM T. Taranpora uid B OTIENE
OyXTajJTepCKOro ydeTa M  OTYETHOCTH AJMUHHUCTPAlMM B  COOTBETCTBUHU
C KOMIICTCHIIMEH.

[TuceMma, oTnpaBisieMble JTULAM, HE SIBISIOMIMMCS Y 4YaCTHUKAMH, BUBHPYIOTCS
B TOM K€ MOPSIKE.

8.2.6. Ecnm  cimyxebHO€ MHCHBMO  COJACPKHUT  TPUIIOKEHHE, OTMETKa
O TIPUJIOKEHUU O(OPMIIIETCS COrIacHO MOAMYHKTY 4.3.18 myHkta 4.3 HacTosen

NuCcTpyKUIMHm.
8.2.7. [lucbma HampaBisroTCss Ha moanuch ['naBe ropoma Taranpora, Jm0o
KypUpPYIOIIEMY  3aMECTHTCNII0  TJaBbl  AJMUHUCTpad, JHOO0  HWHOMY

YIOJHOMOYEHHOMY JIOJDKHOCTHOMY JIHILY.

8.2.8. [lognucanHoe ciay»ke0HOE MUCHbMO MOMJIEKUT PETUCTPALIMHA U OTIIPABKE.
He nomyckaercs oOThnpaBisiTh ajapecataM MHCbMa, HE HMMEIOLIME  J1aThl,
pEeruCTpalMOHHOTO  HOMepa, gJomkHocth u D.UM.O. nommnmcanrta, Ol
Bu3yanuzanuu Jl1.

8.2.9. Opopmienue ciaykeOHBIX IHCEM, HANpaBIsIEMbIX 3a PYOex,
OCYILIECTBIISIETCS] B COOTBETCTBHUH € TpeOoBaHUsIMH HacTosimel MHcTpykiuy.

JIOKYMEHTBI, ~OTHpaBisieMble 3a pyOeX, BH3UPYIOTCS  HaYaJIbHUKOM
VYropaBieHuss 1O pa3BUTUIO Typu3Ma UM BHEMIHUX CBsi3ed AJIMHHHCTpaIUH
J10 HAIpPAaBJIEHUS €r0 Ha MOANUCH PYKOBOJUTEIIO.

8.3. Tenerpamma.
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8.3.1. TenerpamMmma — TEKCTOBOE COOOIIECHME, TTPEAHAZHAYCHHOE [IJIS TIEpeIadu
cpenctBamu TenerpadHoi cBsizu. Tenerpamma cocTaBisieTcs IPU HEOOXOAMMOCTU
CpOYHOM nepeaaun UHPOpMaIUu.

Tenerpammbl moapa3ACNSIIOTCS HA CIEAYIONINE KATETOPUH:

CPOYHBIE;

OOBIKHOBEHHBIE.

8.3.2. TenerpaMmMbl Ha OTHPABKY MPUHUMAIOTCS PAOOTHUKAMHU OOIIEro OTAeia
3a0JIarOBPEMEHHO (€CJIM TeJIerpaMMy TMPUHOCIT B JICHb OTHPABKU — HE MO3HEE
16.00), mpaBuwiIbHO 0)OPMIICHHBIMH, TIOIIMTUCAHHBIMHU, C OTMETKON 00 MX KaTeTOpHUH,
C yKa3aHHeM HoMepa (MHJIeKca) OTACIICHUS CBsI3U, 00CITYKHBAIOIIETO aapecara.

Texcr TenerpaMMbl OJDKEH OBITH CXKAThIM, 0€3 TMEpeHoca CJIOB, COIO30B H
MpeIoroB (€Ciau IMpU 3TOM HE MCKAXKAEeTCsl €ro cojJepikaHue). 3HAKU NpeHruHaHUS
CJIeyeT MUcaTh TOJIBKO CIOBaMU, TOJHOCTHIO.

8.3.3. TenerpaMMsbl meyaTaroTcsl B ABYX IK3EMIUISIpAx, MOJAMUCAHHBIX [ TaBoit
ropona Taranpora nu00 3aMecTUTENEM IIaBbl AJMUHUCTPAIMHU, OJUH U3 KOTOPBIX
nepeaaeTcs Ha Tenerpad, BTopoid SK3eMIUISIP OCTAETCs B Jele.

[Ipu HanpaBIeHUH TEJIErPaMM C OJHUM U TEM K€ TEKCTOM 00Jiee YeM B YETHIpE
aJpeca UCIIOJIHUTENb COCTABJISIET CIHCOK ajpecaToB (B JBYX SK3EMIUISpax)
C YKa3aHHUEM IMOYTOBBIX WK TelerpadHbIX apecoB.

8.4. llonoxkenusi,  mpaBwia,  WHCTPYKIMH,  PETJIAMEHTBHI,  TMOPSAKH,
KJ1IacCU(UKATOPHI U JPYTUE BUbI JOKYMEHTOB (J1ajiee — JIOKAJIbHBIE aKThl).

8.4.1. B monoxeHnr yCTaHABIMBAIOTCS CHCTEMHO CBSI3aHHBIC MEXTY COOOM
MpaBUiia, PETYJHUPYIOIMIME  MPABOOTHOIIEHUS IO  BONPOCaM, OTHECEHHBIM
K KomnereHuuu [maBel ropoma TaraHpora, AIMHHUCTpAalUMU, CTPYKTYPHBIX
noApa3ejeHui 1 OpraHoB AJIMUHUCTPALIUU C PaBaMU IOPUIUUECKOTO JHUIIA.

B npaBunax ycraHaBIMBalOTCS HOPMBI W TpeOOBaHUsS, 00s3aTEIbHBIC
JUTS BBITIOJTHEHHUSI.

B wuHCTpykiuu  u3naraercs  TOPSAIOK  OCYIIECTBJICHHS  KaKOW-THMOO
NESATETLHOCTH WU TIOPSAOK MPUMEHEHUS TOJIOKEHUN 3aKOHOAATENbHBIX U WHBIX
HOPMATHUBHBIX TIPABOBBIX AKTOB.

B pernamenTe uznaraercsi COBOKYIMHOCTD MPABUJI, yCTAHABIMBAIONIUX TOPSIOK
paboThl CTPYKTYpPHBIX TOJApA3/IeIEHUH W OpraHoB AJMHHHCTPAllUA C TpPaBaMH
opuaudeckoro Jjuna (Hanpumep, PermameHT paboThl AIMUHUCTpAIMU TOpojia
Taranpora).

[Topsimok  moArotoBkM u  OopOPMIICHHS TMPOEKTa  JIOKAJIBHOTO  aKTa
COOTBETCTBYeT TpeboBaHusM HWHCTpykiuu 10 0GOPMIICHUIO TPABOBBIX AaKTOB
B AaMuHUCTpauuu ropoga Taranpora.

[TonoxxeHusi, npaBwia, UHCTPYKIIMA U PETIAMEHTBHl MOTYT MPUMEHSTHCA Kak
CaMOCTOSITEJIbHBIE  JOKYMEHTBI, KOTOpbIE  MOJAMHUCHIBAIOTCS  PYKOBOJMUTENEM,
YTBEPKIAThCs B popMe Tpuda YTBEPKACHUS WA MPABOBBIM aKTOM.

8.4.2. JlokanpHBIE aKThl MOTYT HWMETh TMpWIOKeHWs. Ha mpunoxeHusx
K JIOKQJbHBIM aKkTaM OGOPMIIIETCS PEKBU3UT «OTMETKA O MPHUJIOKEHUN» B TIOPSIJIIKE,
YCTAaHOBJICHHOM JUIS  TPaBOBbIX akToB UWHCTpykimerr 10  0(hOPMIICHHUIO
MYHUITUTIATHHBIX TTPABOBBIX aKTOB B AJIMUHUCTpAIMU ropojaa Taranpora.

8.4.3. JlokanpHbIE aKTHl BCTYMAIOT B CHJIY CO JHS H3JaHUs (MIOAIHCAHUS)
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[IPaBOBOI0 aKTa, KOTOPBIM OHHM YTBEPXKAAKOTCA, WIM B WHOM CpPOK, yKa3aHHBIH
B IPAaBOBOM aKT€, WM CO JIHS YTBEPXKACHUS MOJOKEHUs (MpPaBW, MHCTPYKIIHH,
peryiamenTta) noanuchio (i I11) pyKoBOAUTENS UM UHOTO YIIOJIHOMOYEHHOTO MM
JUa.

8.5. Ilnan.

[InaH — JOKYMEHT, YCTaHABIMBAIOIINI MTEPEUYECHb HAMEUAEMbIX K BBIIIOJHEHUIO
paboT WM MEPONPUATUNA, UX TIOCIIEOBATEIBHOCTh, O0BEM, a TAKKE ONMPEACIISIONIHI
KOHKPETHBIX HUCIIOJHUTEIICH.

CoCTaBISAIOMMUMHY ITYHKTAMH [JIAHOB SIBJISTFOTCSI:

HavMEHOBaHHE (CoepkKaHue) padOThl WM MEPOIPUITHS;

WCIIOJIHUTEIb;

CPOK MCIOJHEHUS;

OTMETKa 00 HCIIOJIHEHHH.

[Tnanbl pa®OT WM MEPONPUATHI MOJMUCHIBAIOTCS JOKHOCTHBIMHU JIMIIAMH,
OTBETCTBEHHBIMM 33 HX BBIIIOJIHEHHWE, C YKa3aHMEM Jarbl noanucanus. IlnaHsl
HOJIJIEXKAT YTBEPKIACHUIO.

AnMUuHHCTpanusi B CBOEU JEATEIBHOCTH PYKOBOJCTBYETCS YTBEPKICHHBIMU
riaHaMu paboThl AIMUHHUCTpaIMu ropojaa Taranpora Ha roj, a TaKke Ha KBapTal
(mputoxenue Ne 15 k Hacrosmen MHCTpyKIun).

8.6. Axr.

AKT — JOKYMEHT, COCTaBJI€HHBbIA Tpynnol jui (KOMUCCUEH) s
MOATBEPKIEHUSI YCTAHOBJIEHHBIX UMHU (PaKTOB (IpHeMa-nepeiadyi, UHBEHTapHU3aluH,
COUCaHUsI W Jpyroe). AKT COCTaB/IsIeTCAd KOJUIETHAJIbHO (HE MeHee JABYyX
COCTaBUTENCH) U OOBEKTUBHO (DUKCUPYET CYIIECTBYIOIIME WM CYLIECTBOBABILIKE
COOBITHUSI, PAKTHI UM COCTOSTHUS.

8.6.1. Ilpu cocTaBneHNM aKTa UCTIOIB3YIOTCS PEKBU3HTHI:

HAaUMEHOBAaHUE CTPYKTYPHOTO IMOAPA3ACIICHUs WM OpraHa AJIMUHUCTPALMU
C MpaBaMu IOPUIUYECKOTO JIMIA — aBTOpa JOKYMEHTa (eCiIu He0O0X0IMMO);

HAaUMEHOBaHUE BHJIAa JOKYMEHTA,

JaTa JOKYMEHTA;

PErMCTPAalMOHHBIN HOMEP JOKYMEHTA;

MECTO COCTaBJICHUS (U3/1aHUA) JOKYMEHTA;

rpud yTBepxKACHUS (€cIu He0OX0IUMO);

3aroJIOBOK K TEKCTY;

HOJIIHUCH.

JlaToli axkTa ABISETCS Jara COCTAaBJIICHUS aKTa W IIOAIMCAHUA  €ro
COCTABUTEIISIMH.

Ecnu ¢opmoit akta mpeaycMOTpEeHO €ro yTBEp)KJACHHUE PYKOBOJIUTENIEM WU
WHBIM YIIOJIHOMOYEHHBIM JIOJDKHOCTHBIM JIMIIOM, JAaTOM aKTa SBJSETCS JaTa €ro
YTBEPKJICHHUS.

3aroloBOK K TEKCTy akTa (OpMYyJIUPYETCS C TOMOIIBI0 OTIJIaroJibHbIX
CYILLECTBUTEIBHBIX U OTBEYAET HA BOMPOCHI «O 4eM?» (aKT TEXHUYECKON KOMHUCCHUU
o mpueme padoT...) WK «4ero?» (aKkT mpueMa-rnepesayr MaTepruaTbHBIX IEHHOCTEN ).
3aroloBOK K TEKCTy IedaTaercs OOBIYHBIM MIPU(TOM, pacroiaraeTcs HIKe
PEKBU3UTA «MECTO COCTaBJICHUs (M3[aHUS) TOKYMEHTa» CJIEBa OT IPAHMIIBI JIEBOTO

42



oJIsl.

8.6.2. Tekct akTa COCTOMT W3 [IBYX 4YacTel: BBOJHOH U OCHOBHOM
(KOHCTaTUPYIOIIEH).

BBogHas dyacTh akTa COAEPKUT HAWMMEHOBAaHHUE PACHOPSIAUTEIBHOTO
JIOKyMEHTa, Ha OCHOBAaHHUU KOTOPOrO aKTUPYIOTCS (pakT, COObITUE WM JIEUCTBUE
(B COOTBETCTBYIOILIEM MAJIEKE), €r0 HOMEP U JIATy.

B BBOJHOM 4acTH akTa B UMEHHUTEIBHOM MAaJEKE YKa3bIBAIOTCS:

OCHOBAaHHUE COCTaBJICHHs akTa (MIPaBOBOM WM JIOKAJIBHBIA akT; (akT WIn
coObITHE, TOCTYKUBIIEE OCHOBAHUEM JIJI1 COCTABJICHUS aKTa);

COCTABUTENH aKTa (MEpEeUUCISIIOTCs mocie ciaoBa «CoCTaBleH» C yKa3aHHEM
JOJKHOCTEH, (paMUITuil 1 UHUIIMATIOB).

Ecnu akT coctaBieH koMuccuen, mepBor yka3biBaeTcs hamiius npeaceaaTes
KOMHCCHUH, a 3aTE€M YJICHOB KOMHUCCUM B aj(aBUTHOM Mopsjake. B HEoOXOoauMbIx
ClIyyasX JOIyCKaeTcs IPUBOJIUTH CBEACHUS O JOKYMEHTAX, YJIOCTOBEPSIONINX
JUYHOCTH Y MTOJIHOMOYHS JIUILI, Y4aCTBOBABIIMX B COCTABJICHUU AKTA, U UX aJpeca.

Cnosa «OcHOBaHHEY, «IIpencenarenby, «HneHsl KOMUCCHI,
«IIpucyTCTBOBAIM MULTYTCS C MPOTUCHOM OYKBHI.

JlaTa ¥ MECTO COCTaBJEHHUS, MNPOCTABISIEMBIE B PEKBH3UTAX aKTa, HOJIKHBI
COOTBETCTBOBATH JIaT€ U MECTY aKTUPYEMOT'O COOBITHSI.

B koHCcTaTupyromiel 4acTW akTa W3JaraloTcs LENd U 3aJayd aKTHPOBAaHMS,
CYILIECTBO U XapaKTep MPOBEICHHOW KOMHUCCUEH pabOThl, yCTAaHOBJIEHHbIE (PAKThl U
COOBITHSI, a TaKXK€ BBIBOJIbI M 3amedaHusi. KoHcTaTupyromas 4acTh 3aKaHUMBACTCS
CBEJICHUSIMU O KOJIMYECTBE IK3EMIUISIPOB aKTa U MECTE UX HAXOXKJCHUS.

[Tpu HEOOXOIUMOCTH AKT MOXKET COACPKATh BHIBOABI U PEKOMEHIAIUH.

TexkcT akTa wuW3maraercss OT TPEThEro JHI@ €IUHCTBEHHOTO  WJIHN
MHO>KECTBEHHOT'O YHCIa («(KOMHCCHS YCTAaHOBUJIA...», KIIPOBEPKA MOKA3ala...»).

KonnuecTBo 3K3eMIUISIPOB aKTa OMNPEAENISIETCS YUCIOM 3auHTEPECOBAHHBIX
B HEM CTOPOH WM HOPMAaTUBHBIMU JIOKYMEHTaMH, pPErIaMEHTUPYIOIIUMHU
COCTaBJICHUE AKTA.

OK3eMIUTAPHl aKTa TOJMUCHIBAIOTCS BCEMH YJ€HAMU KOMHUCCHUU (€CIM aKT
COCTABJISIICA ~ KOMHCCHEW) WM  COCTaBUTEISIMH W TPU  HEOOXOAUMOCTHU
MPUCYTCTBOBABUIMMH JIMLIAMH.

[Ipy nmoanucaHuu akTa mpelicenaresieM U YiIe€HaMH KOMHCCUU HAMMEHOBAHMS
MX JOJDKHOCTEW HE YKa3bIBAKOTCS.

Ecnu kTo-mubo W3 cocTaBUTENed WIM MPUCYTCTBOBABIIMX JIMI[ HE COIJIACEH
C aKTOM, OH MOJAMMCHIBAET €r0 ¢ YKa3aHHWEM Ha Hanuuue ocoboro mHeHus. Ocoboe
MHEHHE U3JIaraeTcs Ha OTJEIbHOM JIUCTE, TOAMUCHIBACTCS U MPUIaraeTcs K aKTy.

[Tpy HEOOXOIUMOCTH AKTHI TIOJIJICIKAT YTBEPKIACHUIO.

8.6.3. Eciiu  3akoHopatenscTBOM Poccuiickoit depepaniu  mpeycCMOTPEHO
O3HAKOMJIEHUE C COJIEpKAHUEM aKTa JIMI, YIMOMSHYTBIX B aKTe, MOJ MOJIHCH,
Ha MOCJIEIHEW CTpaHUIle aKTa MPOCTABISIETCS O3HAKOMUTENbHAs Bu3a «C aKToOM
O3HAaKOMJIEH(bI)», TPU 3TOM YKa3bIBAIOTCS HAUMEHOBAHMS JOJIKHOCTEW, JMYHBIE
MOAMKUCH, paciupoOBKA TOJNMUCEH, JjJara oO3HaKoMJeHus. Jluma, KOTOphIe
3HAKOMSTCSl C COJEpKaHUEM aKTa, UMEIOT MPABO HE COTJIACUTHLCS C COJIEPHKAHUEM
aKkTa B II€JIOM WM €ro OTACIbHBIMUA TOJIOKEHUSMU, YTO JIOJDKHO OBITh
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3a(pUKCUPOBAHO MPHU O3HAKOMIICHHH C aKTOM.

8.7. loknannasi, OOBSICHHUTENIbHAS, TOSCHUTENbHAS, AaHAJIUTUYECKas U
cirykeOHasi 3aluCKHu.

8.7.1. loxnanHasi 3amucKka — JOKYMEHT, aJpEeCOBaHHBIM PYKOBOJIUTEIIO U
collepKallluii  M3JI0’)KEHHE BOMNpPOCa, TPEOYIOIIEro pelIeHusl, C BbIBOJAMHU U
MPEIJIOKEHUSIMU COCTABUTEIS.

8.7.2. CnyxebHasi 3amucka — JIOKYMEHT, HCIIOJb3YEeMbIA 1 ONEpPaTHBHOTO
nHpopmarmoHHoro obmena Mexay [maBoit ropoma Taranpora, 3aMEeCTHTEIISIMH
JIaBbl  AJMUHUCTpAIMKM,  CTPYKTYPHBIMH  TOJPA3NCICHUSMU,  OpPTaHAMH
AIMUHHCTpAIMU C TIpaBaMU IOPUIAYECKOTO JIUIA WM PYKOBOAUTEISIMH, HE
HaXOJISANUMHUCS B PSIMOM TTOTYNHEHUU.

8.7.3. OObsicHUTENbHAA 3alKCKa COCTaBIsIeTCS ISl OObSCHEHUs (HaKTOB,
JNEUCTBUN WM TOCTYNKOB JOJDKHOCTHOTO JIMIIA TO TPEeOOBAHUIO PYKOBOIAUTEIS.
Kak mnpaBmino, oObsicHUTeNbHAs 3amucka O(QOPMIISIETCS PYKOIMCHBIM CIOCOOOM
Ha CTaHAapTHOM Jcte Oymaru gopmara A4.

8.7.4. AHanuTHYecKas 3amMcka — JOKYMEHT, B KOTOPOM JaeTcsl KpaTKui
aHaNIM3 CyllecTBa NPOOJeMbl U TEHICHIMU €€ Pa3BUTHS, HW3NAraroTCs BBIBOJIBI,
JAI0TCSl PEKOMEHAALINH.

8.7.5. [losicHuTenpHast 3amMcKa — JIOKYMEHT, Pa3bsCHSIOMUNA COAEpKAHUE
MIPE/ICTABIICHHBIX Ha PACCMOTPEHUE PYKOBOAMUTENIO WJIM BBIMIECTOSIIEMY OpraHy
JTIOKYMEHTOB.

8.7.6. loknanHas 3amMcKa COCTABISAECTCA MPU HEOOXOIUMOCTH YBEIOMIICHUS
PYKOBOAMTENSI WJIM BBIMIECTOSIIETO OpraHa O Kakux-1u0o (akTax WA COOBITHUSIX H
MOJKET COJIEPKATh MPEUIOKESHHSI COCTABUTENS TI0 M3JIaraéMOMY BOIIPOCY.

B 3aBucuMoCTH OT cojep)kaHUSi U Ha3HAYCHUS AOKIAIHBIE U CIy>KeOHBIC
3aICKN JIETATCA Ha WHGOPMAIMOHHBIE W OTYETHBIC, a TaKKe MOTYT HWMETh
WHUIIMATUBHBIN XapaKTep.

Texcr noknIamHOW, aHATUTHYECKOM, CIY>KEOHOM 3allMCKHM MOMET COCTOSIThH
U3 JIBYX 4acTeil. B mepBoi yacTu m3naratorcs (GpakThl WM COOBITHS, TTOCTYKUBIITHE
MOBOJIOM K HAMHMCAHWIO JOKJIAJHON 3alMCKH, BO BTOPON — BBIBOJBI M TIPEIIOKCHUS
O KOHKPETHBIX JICUCTBUSX, KOTOpHIE, MO MHEHHMIO COCTAaBHUTEINS, HEOOXOIHUMO
MPEANPUHATH PYKOBOJUTEIIO WM BBIIIECTOSIIIIEMY OpraHy B CBSI3U C U3JI0KEHHBIMH
dakramu.

3anucku, COCTaBiisieMble pa0OTHUKAMU C OOBSICHEHHEM MPUYMH TOBEICHUS,
MPOCTYNKOB, CHUTyalnid (OOBSCHUTEIbHBIE 3alUCKH), MOTYT OBITh OQOPMIIEHBI
PYKOIUCHBIM CIIOCOOOM Ha CTaHAApTHOM JHcTe Oymaru popmara A4.

8.8. 3asBiieHHEe — JIOKYMEHT, aJpPECOBAHHBIM JIOJDKHOCTHOMY JIMIY |
COZIEp KAl ONPEeACTICHHYI0 TPOCKOY WITH MpeaioskeHue. TeKCT mo0oro 3asBIeHUs
HA4YMHAETCS C CyTH Bompoca, oOpamenus («IIpomy paccMmoTpets...», «lIpomry
nepeBecTr...»). Dopma  3agBicHUS  CBOOOAHAsA. 3asBieHHE  odopmiseTcs
Ha CTaHJIapTHOM Jiucte Oymaru popmata A4 pyKOMUCHBIM WJIM TIEYaTHBIM CIIOCOOOM
CTaHAApTHBIM MIPU(TOM. 3asIBICHHUE MOIMTUCHIBACTCS COOCTBEHHOPYYHO.

8.9. Crenorpamma (ay1M03amuch).

CreHorpamMma — JIOCJIOBHAsI 3alUCh YCTHOW Pedr BO BPEMs JOKJIAIOB U IPYTUX
BBICTYIUICHUA Ha KOH(MEPEHIUAX, COBCIIAHMUIX, COOpaHMSIX WM 3acCeaHUsIX
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KOJUIETMANIbHBIX ~ OpPraHOB,  OCYIIECTBJIEHHAs METOJOM  CTeHOorpaduu  WIu
ayJIMO3aIKCH.

8.9.1. Crenorpamma (ayano3anuch) KOH(OEPEHIIMH, COBEIIAHMS, COOpaHUs WU
3acellaHds  KOJUJISTMAJIBHOIO ~ OpraHa  BeJeTcss B TOM  ciyyae, Korja
Ha 00CYXI€HIE BHIHOCSITCS BaXXHBIE U CIIOKHBIE BOMPOCHI, KOTOPbIE MOT'YT BbI3bIBATh
npeHusi. OKOHYATEIbHBIM TEKCT CTEHOIPAMMBI COCTaBIISIETCSI Ha OCHOBAaHUU
MPOU3BEJCHHBIX Ha KOH(EPEHIMH, COBEHIaHWH, COOpaHMU WIM 3acelaHuu
KOJUIETMaIbHOTO ~ OpraHa  CTEeHOrpauuecKuX WM 3BYKOBBIX  3amuced U
IPEJICTABICHHBIX MaTepuaioB (JOKIAA0B, CHPAaBOK, MPOEKTOB PEIICHUH U TOMY
mog00HOe).

8.9.2. TekcT cTeHOrpaMMBI JOJIKEH COCTOSITh U3 Pa3fesioB, COOTBETCTBYIOIIMX
MyHKTaM TOBECTKHU JHS, pa3eibl HyMEpYITcs apabckumu mudpamu. MaumMans u
dbamMuIns TOKTaTINKa TIEeUaTalOTCs B UMEHUTEIFHOM TMajIexKe.

8.9.3. llata, mpocTaBlieHHass Ha CTEHOIpaMMe, JOJKHA COOTBETCTBOBATH JIHIO
IIPOBE/ICHUSI COBEILIAHNU, COOpAHUs WU 3aCeJaHusl KOJUIETUAJILHOTO OpraHa.

8.9.4. 3ByKko3anuch  MEpONPUATAH B AJMUHUCTpAllUd  OOecreunBacT
OTBETCTBEHHBIH 3a €ro OpraHu3alIuIo.

8.10. Oruer.

OTuer — NOKYMEHT, COJAEp)KalUi CBEACHUS O MOJArOTOBKE, MPOBEACHUU U
UTOTax BBITIOJHEHUS TUIAHOB, 3aCEIaHH M, KOMAHIUPOBOK U APYTUX MEPOIPHUSITUH.

TekcT oTueTa MOXET COCTOSTH M3 pa3fesioB, MOJAPa3AeiioB, IMYHKTOB U
MOJIITYHKTOB, KOTOpBbIE HYMEPYIOTCA apaOCKuMu mH@paMd B YCTAaHOBICHHOM
MOPSITIKE.

OT4er AOMKEH UMETh MOJIMUCH WM BU3bI COCTaBUTENEH C yKa3aHHEM IaThl
BU3UPOBAHMSI.

8.11. Marepuains! k BeicTyIuieHuto [ maBel ropoga Taranpora.

Texcr BeicTyrieHus ['maBel ropona Taranpora odopmitsiercs mpudTom 22 mr,
OOBIYHBIM HaYepTaHUEM (HEeXKUPHBIM), HAa Oymare dopmata AS.

Texcr  BBICTYIJIEHHST MOXET ObITh OQOpMIEH B BHUIE  TE3UCOB,
UH(OPMAITMOHHON CITPaBKH, MPUBETCTBEHHON PEYM U BCTYIIUTEIHLHOTO CJIOBA.

Tesucel BeicTyIUIeHU [ 1aBpl ropoaa Taranpora JOJKHBI COIEPKATH:

BCTYMUTENbHYIO YaCTh (BaXXHOCTh M aKTYaJIbHOCTh TEMBI, 11€JH BHICTYIUJICHUS,
3a71a4u COBEIIlaHuA);

OCHOBHYIO YacTh (aHaJlM3 CyIIecTBa MpodsieM; oueHKa 3((OEKTUBHOCTH
NPUHATHIX paHEe YMPABICHYSCKUX PCIICHUH M MEPONPUATHH IO WX peaTu3alliu;
BBISIBJICHHBIC HEJOCTATKM W WX TPHWYMHBI;, TPEIJIOKCHHS, HaIlpaBJICHHBIC
Ha YJIy4IlIEHUE TOJIOKEHUS JIeJl B COOTBETCTBYIOIIEH cdepe; MPOrHO3 pe3yabTaTa ux
peanuzanun);

3aKJIIOUMTEIBHYIO 9acTh (BBIBOJBI, MTPOTHO3 O TOM, KaKylO IMOJb3y MPUHECET
npearaéMoe  pelieHue; IEepBOOYEPEIHBIE  3aJayd, KOTOpble HE0OXOIUMO
BBITIOJTHUTB ).

NudopmarimonHsie cipaBKy Il MOATOTOBKM BBICTYIUICHUS [J1aBel TOpojga
Taranpora JOJKHBI COJIEPIKATD:

TOYHOE HAUMEHOBAHNE TEMbI COBEIIIAHUS, €T0 1N U 3a]a4H;

(haKTOIOTHIECKYTO (ctipaBOUHY1O, CTaTHUCTUYECKYIO, rpaduyeckyo)
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uH(OPMAITUIO TI0 CYIIECTBY BOMPOCA, HAMEYEHHOTO K PACCMOTPEHHIO;

CPaBHUTENbHBIA  aHaJU3 MO  KaXJAOMY  BOIPOCY,  HAMEUEHHOMY
K PaCCMOTPEHUIO;

nepedeHb MPoOJIEMHBIX BOIIPOCOB, HETaTUBHBIE PUMEPHI;

CYILIECTBYIOIIME BApUAHTHI PEIICHUS MPOOJIEMHBIX BOMPOCOB, MO3UTHUBHBIC
IPUMEPBHL;

npeajaraeMble BApUaHThI pelieHus: MPoOJIEeMHBIX BOIIPOCOB.

TeKCT mPUBETCTBEHHOM pedYM JJIsi MOATOTOBKHM BBICTYILUIEHUA ['naBbl ropoxaa
Taranpora JJOJKEH COJIEPKATh:

BCTYNUTEJIbHYIO YacTh (IIPUBETCTBUE YYACTHUKAM MEPOIPHUATHS, €r0 MOJHOE
Ha3BaHUE, AKTYaJIbHOCTb);

OCHOBHYIO YacTh (MCTOPHIO BOMIpoOca, (AKTOJOTHYECKYI0O HH(POPMAIUIO
10 TEME MEPONPUATHUS, MPOOJIEMHBIE U (WJIU) TTIO3UTUBHBIC TPUMEPHI);

3aKTIOYUTENbHYIO YacTh (0OpalieHrue K y9acTHUKaM MEpPONpPUSATHS, YKa3aHUE
3HAYMMOCTHU MEPOMIPHUATHUS JIJISl EM0 YYACTHUKOB, MTOKETAHUSA).

TekcT BCTYNUTENBHOIO CJIOBA JIJIsi MOATOTOBKM BbICTYIUIEHUs [aBbl ropojaa
Taranpora JOJKEH COJEpKaTh:

BAXKHOCTh M aKTyaJIbHOCTb TEMBI;

KPaTKYIO XapaKTEPUCTUKY MPOoOsIeM (JOCTHKEHU );

KpaTKHii epedyeHb 3a71a4, KOTOpblie OyIyT MOCTaBIICHBI;

oOpallleHhe K YyYaCTHHKaM COBCIIaHUS O HEOOXOAUMOCTH peaau3aiuu
MIEPBOOYEPEIHBIX 3a/1au.

9. [IpumeHeHne, M3rOTOBJICHNE U XPaHEHNE TIeYaTell U MITaMIIOB
Y KIJIFOUEH DJIEKTPOHHBIX NOATUCEN

9.1. Tlopsimok MpUMEHEHHS TIeYaTe U MITaMIIOB.

9.1.1. Ha poxymeHTax, TpeOyommx 0co00ro yAOCTOBEPEHUS MOIJIUHHOCTH,
CTaBHUTCS NIE€YaTh.

9.1.2. [lpumenenue medareid C wu3o00pakeHMEM repda MYHUIIUNAIBLHOTO
oOpazoBanust «['opon Taranpor» (nanee — repOOBbIC MEYATH).

B AamMuHuCTpanyi NpUMEHSIOTCS:

repboBas medarb AamunHHcTparuu:  «Poccms, PocroBckas — o0mactsb,
r. Taranpor, MecTHoe camoymnpaBieHue, AIMHUHUCTpauusi ropopa Taranpora»
(pa3zmep 40 Mm), KOTOpas MPOCTABJISICTCS Ha!

MPABOBBIX aKTax AJMHWHHUCTPAIUHU, IOTOBOPAX, COMIAIIECHUSX, 3aKIH0YAEMbIX
AnMUHUCTpaIyen, 0aHKOBCKUX JTOKyMEHTax AJMUHUCTPAIIUU U JPYTUX JOKYMEHTaX
AnmuHucTpauuu, noanucanubix ['maBoi ropoga Taranpora, 3aMEeCTUTENAMU TJIABbI
AJIMUHUCTpAllMd OT WMEHU AJMUHUCTpALMM, JOKYMEHTax, IMOIAMUCAHHBIX
JOJKHOCTHBIMHU JIMIIAaMU AJZIMUHUCTpaluu 1o nopydenuto ['nasel ropona Taranpora,
HarpaJHbIX JUCTaX K TOCY/IapCTBEHHBIM Harpajgam Poccuiickoit denepanuu, 61aHKax
brnarogapctBeHHOro muckMa AnMuHUCTpauuu ropoja Taranpora, bmarogapHocTtu
Anvmunuctpanuu ropoja Taranpora, [loueTHol rpamMoTsl AJMHUHUCTpalUU ropoja
Taranpora;

repOoBasi meudatb [7aBel Tropona Tarampora: «Poccus, PoctoBckasi obnacts,
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r. Taranpor, MectHoe camoynpasienue, [ 1aBa ropoaa Taranpora» (pazmep 40 mm),
KOTOpasi MPOCTaBJISAETCS Ha:

NOCTAaHOBJICHUSX U pacniopsikeHusax ['maBel ropona Taranpora;

NOTOBOpAaxX, COTJIAIICHHWSX W HHBIX JIOKYMEHTaX, NOANMUCHIBaeMbIX [maBoit
roposna TaraHpora mpu OCYIIECTBICHHUH COOCTBEHHBIX MOJHOMOYHUHN IO PEUICHUIO
BOIIPOCOB MECTHOTO 3HAYCHHSI.

['epOoBbie TmeuyaTu XxpaHsTCs B ceilidpe B KaOWMHETE 3aMECTUTENSI TJIaBbI
AJIMUHUCTpAIMU 110 BHYTPEHHEW MOJUTUKE U OPraHU3alMOHHBIM BOIIPOCAM.

[Tepenada TepOOBBIX TedYaTe MOCTOPOHHUM JIUIIAM M BBIHOC 3a TMPEICIbI
3M1aHUsT AJIMUHUCTPAIIUU HE JOIMYCKAETCS.

OTTUCKM medaTell MPOCTABIAIOTCS HA JIOKYMEHTaX B CTPOTO OMpPEACICHHOM
MECTE€ B COOTBETCTBUU C MOANYHKTOM 4.3.23 nyHkTa 4.3 Hactosawmeid MHcTpyKuu.

9.1.3. [Ipumenenne HerepOOBBIX TeYaTed ¥ INTAMIIOB B CTPYKTYPHBIX
NOAPA3NAEIEHUAX W OpraHax AJIMUHHCTpPAllMM C MpaBaMu IOPUIAYECKOrO JIMIA
OCYIIECTBJISIETCSI B COOTBETCTBUU C MOJOKEHUSIMHU 00 OT/IeIaX U yIPABJICHUSIX.

9.1.4. llltamn ¢ pakCUMUIBHBIM BOCIPOM3BEIEHHEM Toanucu ['naBbl ropoaa
Taranpora, mnepBOro 3aMECTHUTENS] TJIaBbl ~ AJMHHUCTpAlUMU  pa3peliacTcs
Ha  TMOJNHUCAHHBIX B  YCTAHOBJICHHOM  TOPSAKE  KOMUAX  JTOKYMEHTOB,
MO3/IPABUTENBHBIX aJIpecax, OTKPBITKAX U TeJIerpaMmax.

Hcnonb3oBanre mTaMioB ¢ (PaKCUMHUIBHBIM BOCIPOU3BEICHUEM IOJITUCEH
npu 0OPMIICHUU TTOJJIMHHUKOB JIOKYMEHTOB 3aMlpeIaeTcs.

9.1.5. Jlyis mpocTaBiIeHUsST OTMETOK O TTOJIYYCHUH, PETUCTPAIIIH, TPOXOKICHUH
Y UCTIOJHEHUU JTOKYMEHTOB, JPYTUX OTMETOK CIPABOYHOIO XapaKTepa MPUMEHSIIOTCS
COOTBETCTBYIOIIME WTaMIbl (puioxkenue Ne 1 nHactosmeit MHCTpykuun).

9.2. M3rotoBieHne eYaTei U MTaMIIOB.

9.2.1. UsroroBieHue meyaTed M IITAMIIOB, HEOOXOIUMBIX JJII OO€CIIeueHUs
JEATEeIbHOCTH AJIMUHHUCTPALIUU, IPOU3BOIUTCS O Pa3pEIICHUIO0 3aMECTUTENS TI1aBbl
AJIMUHUCTpaMU 110 BHYTPEHHEN MOJUTUKE U OPTraHU3aMOHHBIM BOIIPOCAM.

9.2.2. O6pa3upl medaTteid M IITaMIIOB COTJIACOBBIBAIOTCS C  IIPABOBBIM
ynpaBi€HUEM AJMUHUCTPALINH.

0.2.3.3asgBkr 00 U3rOTOBJCHWM II€YaTe WJIM INTAaMIIOB C PE30JIIOIHeH
3aMEeCTUTENss  IJ1aBbl  AJMHUHHUCTpAllMd 1O  BHYTPEHHEW  MOJUTUKE U
OpraHM3allMOHHBIM BOIIPOCaM HAMpPaBISIOTCS B aJMUHUCTPATUBHO-XO35MCTBEHHBIN
oTAea AIMUHUCTPALINY.

9.2.4. I3roTOBJNICHHBIE TI€YaTH M INTaMIIBI, B TOM 4ucie (pakcumuie,
VUYUTBHIBAIOTCS B QJIMUHUCTPATHBHO-XO3SIICTBEHHOM  OT/AeNEe AJMHHUCTpAIUU
B CIIeIIMaIbLHOM KypHase (mpuioxkerue Ne 16 k HacTosiieit THCTpyKIum).

9.2.5. llItammbl C (haKCUMUIIBHBIM BOCIIPOU3BEICHUEM TIOJIITUCH
u3roTaBiuBaloTcs s [naBel ropojga Taranpora, mepBOrO 3aMeCTUTENS TJIaBbl
AJIMUHHUCTpAaIIUH.

9.2.6. MsroToByieHne mevareil ¥ MTamMrnoB AJMUHUCTPAIINH U €€ CTPYKTYPHBIX
MOAPA3ACICHUA  BO3Jlaraercsi Ha  aJIMUHUCTPATUBHO-XO3SWCTBEHHBIM  OTHAEI
AJIMUHHUCTpAaIIUH.

N3rotoBiieHHbIE TI€YaTH U IITaMIbl  BBIJAIOTCS B aIMUHHUCTPATUBHO-
XO34MCTBEHHOM  OT/Aele  AJIMUHUCTpallMd TOJA  HOANUCHh  PYKOBOAUTEISM
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CTPYKTYPHBIX MOApPa3ACICHUN ATMUHUCTPAINHA, OTBEUAIOIINM 33 UX HUCIIOJIh30BAHUE
U COXPaHHOCTb.

9.2.7. U3roToBienne meyaTeil M IITAMIIOB OPraHoB AJIMUHUCTpAIUH
C MpaBaMu IOPUAMYECKOTO JIMIa 00€CTIEUNBAETCS UMH CAMOCTOSI TEIIBHO.

9.2.8. B cTpyKTypHBIX MOApa3AeieHUs X AJMUHUCTpAIMU TEYaTH U LITaAMIIBI
XpaHsTCs B HeCropaembix Ikadax wim cerdax.

OTBETCTBEHHOCTh M KOHTPOJIb 32 COOJIIOJICHHEM TMOpsIIKa HCIOJIb30BaHUS U
XpaHCHHS TIeYaTe W IITaMIIOB B CTPYKTYPHBIX TMOJAPA3NCICHUSX AIMUHUCTPAINH
BO3JIararoTcs Ha UX PyKOBOJMUTENICH.

PykoBogutenp, koTOpoMy  OBUTM  BBIJAHBI  T€4aTh WM IITaMII,
Ipu  OCBOOOXKICHUM OT JODKHOCTH 00s3aH CJaTh WX B aJMUHUCTPATHBHO-
XO3SIMCTBEHHBIN OT/I€)T AJIMAHUCTPALIMH.

9.2.9. Ilpummenmyie B HETOMHOCTh W AHHYJIUPOBAHHBIE IMEYATH W IITAMIIBI
BO3BpAILAIOTCS B AJMUHUCTPATHUBHO-XO3AMCTBEHHBIM OTIET AJIMHUHUCTPALUUA H
YHUYTOXAIOTCA 1O akTy. B >KypHalle ydeTra TpPOCTaBIAIOTCS COOTBETCTBYIOIIHE
otMeTKH (npuioxenue Ne 16).

9.2.10. O6 yrepe mewaTH, mTamima, (pakCUMHIEC HE3aMEIJIUTEIbHO CTABUTCS
B MU3BECTHOCThH aIMUHUCTPATUBHO-XO3SIICTBEHHBIN OT/IeNT AJMUHUCTPAIIMHU, KOTOPHIi
B CBOIO ouepenb uHOpMUpyeT 00 3TOM 3aMeCTUTENsl IJIaBbl AJIMHHHCTpALUU
M0 BHYTPEHHEW NOJUTHUKE W OpraHU3allMOHHBIM BompocaMm. Jljis ycTaHOBIEHUS
OOCTOSITENBCTB ~ yTpaThl ~ I€YaTH, ImMTaMia, (GaKCUMIIE  pacHopsHKEHUEM
AJIMUHHCTpAITUN CO3AACTCS KOMUCCHS.

9.2.11. Komuccus ob6s3aHa:

YCTaHOBUTH OOCTOSITENBCTBA YTPAThI (MECTO, BPEMS U JIp.);

YCTaHOBUTH JINII, BAHOBHBIX B YTpaTe;

YCTaHOBUTH IPUYUHEI M YCJIOBUS TIPUBEIIINE K yTpaTe.

9.2.12.Tlo okxOHYaHWM paccielOBaHUS IO yTpaTe KOMHCCHs 00s3aHa
MPEACTaBUTh 3aMECTUTENIO TJIaBbl AJIMMUHHCTpAIMM IO BHYTPEHHEH MOJUTHKE U
OpraHU3alMOHHBIM BOTPOCAM Ha PACCMOTPEHHUE CIICTYIONINE TOKYMEHTHI:

aKT (3aKJII0YEHHE) O pe3yJIbTaTax paccieoBaHus M0 yTpare;

MUCHbMEHHbIE O0BSICHEHUS JIUI, KOTOPBIX OMpAaINBajia KOMUCCHUS;

JIpyTrUe TOKYMEHTBI, UMEIOIINE OTHOIICHUE K PACCIICIOBAHUIO 110 yTpaTe.

9.3. Ilpu nepenaye >MEKTPOHHBIX TOKYMEHTOB HA AJIEKTPOHHBIN aJipec Ipyroiu
OpraHW3allid, a TaKKe I OoOMEHa JJICKTPOHHBIMU JTOKYMEHTAMH II0 CHCTEME
«/lemo» B ADMUHHCTpAIlMM MOTYT HCIOJB30BAaThCs pasnmuyHoro Buma Ol
Ha ocHoBaHuu ®denepanbHoro 3akoHa ot 06.04.2011 Ne 63-®3 «O06 »>1aeKTpOHHOU
noanucu» (nmpu oOMeHe mo cucreme «Jleno» MCronb3yrTCcss MPOCTask ANEKTPOHHAs
MOJANKCHh U KBATU(PUIIMPOBAHHAS DJICKTPOHHAS MOANHKCH; TIPU OTIPAaBKE JOKYMEHTOB
3a Tpenenbl cUCTeMbl «Jlemo» ucmomb3yeTcss KBadu(UIIMpOBAHHAS JIIEKTPOHHAsS
TMIOJITUCH).

9.3.1. DIeKTpOHHBIN JTOKYMEHT, MO IITUCAHHBIN OIl, MpU3HAETCS
paBHO3HAYHBIM  JOKYMEHTY Ha  OyMaXHOM  HOCUTEJE,  TOJIHCAHHOMY
COOCTBEHHOPYYHOH TOANMKCHIO, U UMEET OJMHAKOBYIO C HUM HOPHIUYECKYIO CHITY
npu  COOJIIOICHUH YCIIOBUM, OIPEACIICHHBIX MPaBOBBIMU akTamu Poccuiickoit
deneparuu 1 PocToBckoit o0acTy.
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9.3.2. Kimtou DI1 siBnsiercs kOHGUACHITMAIBHOW WHPOPMAIIUEH U 3aIUIIACTCS
B COOTBETCTBHUH C 3aKOHOAATEILCTBOM Poccuiickon denepanuu.

10. Opranu3zanusi 10KyMEHTOO00pOTa U UCIIOJIHEHUS TOKYMEHTOB

10.1. O6mume npaBusa opraHU3aluUd JOKyMEHTOO00pOTA.

10.1.1. B AaMUHHCTpallMM  HUCIOJB3YIOTCS  DJIEKTPOHHBIE  JTOKYMEHTHI,
co3faHHbIC O€3 MPEeIBAPUTEIHLHOTO JOKYMEHTUPOBAHMS Ha OYMa)KHOM HOCHUTENE, U
AJICKTPOHHBIE KOMHWHM JOKYMEHTOB, TIOJyYCHHBIE B PE3yJIbTaTe CKAaHUPOBAHMSI
JOKYMEHTOB Ha OyMa)XHOM HOCHUTEJE.

JIOKyMEHTOOOOPOT OCYIIECTBISETCS C HCIOJIB30BaHHEM cuUcTeM «Jlemo» u
«ApxuBHOEe naeno». Bce mecTBUSA, MPOU3BOAMMBIC C JOKYMEHTOM (PErHCTpaIus,
BHECCHHE PE30NIOINN, BU3MPOBAHWE, TOJINCH, TTOCTAHOBKA M CHATHE IMOPYYEHUS
C KOHTpOJIA, Mepejava, MepechbUIka, 03HAKOMIICHHE, CIHCAaHHE JOKYMEHTa B JIEJo,
nepeaada B apxXuB), B 0053aT€NbHOM MOPSAKE (PUKCUPYIOTCS B PETHCTPAIMOHHOM
kapTouke cucteMbl «Jlemoy. [Ipu atom k PK B 00s13aTenbHOM TOpsAIKE AOHKEH OBITH
npUKperuieH ¢Gaia AIeKTPOHHOTO JIOKYMEHTa (IJI1 3JEKTPOHHBIX JOKYMEHTOB:
Portable Document Format (PDF/A-1); nams 3J€KTPOHHBIX KOMHHM JTOKyMEHTa
Ha OymaxkHoMm Hocutene: Portable Document Format (PDF; PDEF/A-1);
JUISE TEKCTOBBIX JoKyMeHTOB — Docx, XIs, XIsx).

JIOKyMEeHTBI, HMMEIOIME BpPEMEHHbIE CpokM XxpaHeHus (mo 10 ;er
BKJIFOUHMTEIIHHO), CO3/IAf0TCS, XPAHATCA W UCIOJIB3YIOTCS MCKIIOUNTEIHLHO B (opMe
DJIEKTPOHHBIX TOKYMEHTOB.

10.2. TIpuem, peructpaiys, OTIpaBKa JOKyMEHTOB.

10.2.1. JloctaBka  JAOKYMEHTOB B  AJMUHHUCTPAIMIO  OCYIIECTBISETCS
CpEICTBaMHM TIOYTOBOW, W CIICIUAILHON CBS3H, TOCPEACTBOM Pa3IMYHBIX BHUOB
amekTpoHHOM  cBsizu  (cuctema  MOBJIO,  denmepanbHas  rocynapcTBEHHAS
uHdopmarmonHas cuctema «EIWHBIN TOpTan roCcyIapCTBEHHBIX M MYHUIIUITAIbHBIX
ycnyr (byHKIuUR)», cepBUC «IJIEKTpoHHAs mnpuemHas PocTtoBckoit obmactuy),
a TaKXe C HApOYHBIMU, KyphepaMu, rpakIaHaMH.

[TocpencTBOM TOYTOBOW W CHEHHAIBHOW CBSI3M JOCTaBIISACTCS CIIyKeOHas
KOPPECTIOHJICHITMS B BHJIE TPOCTHIX M 3aKa3HBIX IHCEM, IMOYTOBBIX KapTOUEK,
Oanaeposel U MaKeTOB, EYaTHBIX U3JaHUMH.

JIOKyMEHTBI, TOCTaBJISIEMbIE TOCPEACTBOM CIEIIUATBLHON CBSI3U, PUHUMAFOTCS
CHEIUaINCTaM OT/eNa 10 MOOMIIN3aIIMOHHON paboTe AMUHUCTPAIIMH IO/ TOITHUCH.

JIOKyMEHTBI, JOCTaBIISIEMBIE ITOCPEACTBOM IOYTOBOM CBSI3M B aapec | JaBbl
ropoma Taranpora W 3aMecTHTENied TJIaBbl AJMHUHHUCTPAIMA TPUHUMAIOTCS
CHEIUAIMCTaMH OOIIETO OT/Iea IO/ TIOIITHCh.

[Tpu nmpuemMe KOpPECTOHACHIIMN OT HAPOUHBIX U KYPhEPOB B Pa3HOCHOW KHUTE
(peecTpe) OTIpaBUTENA WM HAa BTOPOM 3K3EMIUISIpE (KOMUHU) JOKYMEHTA CTaBUTCA
mTamMn  AJIMUHHCTpAllMd C  yKa3aHWEM JaThl [pueMa JIOKYMEHTa, TIpH
HEO0OXOMMOCTHU — MOJAMUCH PAOOTHUKA, IPUHSBIIIETO TOKYMEHT.

[Tpuem, nepBuuHas 00padOTKa, pacTpeIeICHHEe U PETUCTPAIUs TTOCTYITHUBIINAX
JIOKyMEHTOB Ha OyMa)KHOM HOcHUTeNle WU B (OpME DIEKTPOHHOTO JOKyMEHTa
B anpec I'maBbl ropoma Taranpora W 3aMecTUTENIEM TIJ1aBbl AJMUHUCTpPAIUU,
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OCYLIECTBIISIETCS. OOLIUM OTJIETIOM.

Koppecnionnenuus,  agpecoBaHHasi ~ HEMOCPEJICTBEHHO  CTPYKTYPHBIM
nojpa3/iefiecHusiM W opraHam AJMHUHUCTpallMd Tropojaa TaraHpora ¢ IpaBaMu
IOPUUYECKOTO JIMIlA, MPUHUMAETCI M PETUCTPUPYETCS B ITHUX CTPYKTYPHBIX
MOJpa3/ieNICHUusIX M opraHax AJIMUHHUCTpPAlMU C MpaBaMH OPUIUYECKOTO JIMIIA
CaMOCTOSATEIBHO.

10.2.2. JlIokyMeHTBI, MOCTYIAaOINMe Ha OyMa)KHBIX HOCHTENISIX, IOJJIeKAT
NEPBUYHON 00paboTKe, BKIIOYAIONICH: MPOBEPKY MPABUIBHOCTU aJPECOBAHUS U
JIOCTaBKH JIOKYMEHTOB; MPOBEPKY IEIOCTHOCTU YMAKOBKU (KOHBEPTOB, MAKETOB);
BCKPBITHE YITAKOBKH (32 MCKIIFOYCHHEM KOHBEPTOB, IMAKETOB C MOMETKOU «JIMaHOY);
IPOBEPKY LIETOCTHOCTH BXOJALIMX IOKYMEHTOB, BKIIIOUas MPHUIOKEHHUS, a TaKKe
MPaBUIBLHOCTh OGOpPMIICHHS (HATWYHE PErUCTPAIMOHHBIX HOMEPOB, MOATHCH,
N€YaT); MPOCTABICHNE OTMETKU O MOCTYIJICHHH JOKYMEHTA.

10.2.3. KonBepthl (MakeThl, YMAKOBKA) SBISIOTCS HEOTHEMJIEMON YacThIO
BXOJISIIIUX JTOKYMEHTOB.

Bce mnocrynuBmive koHBEpTHl (OaHACpONH), 3a HCKIIOYEHHEM HUMEIOIINUX
NOMETKY «JIM4HO», BCKPBIBAIOTCS.

KonBeptel ¢ rpudom «JIMuHO» HE BCKPHIBAIOTCS, Ha KOHBEpTe (TaKeTe)
MPOCTABIIACTCS JaTa MOCTYIUICHUS, U OH IepeAacTCsl HEMOCPEICTBEHHO ajpecary.
Ecniu B TakoM makere HaxOJUTCA CIYXKEOHBIM JOKYMEHT, TO IOCJIE MPOYTCHUS
aJipecaToM OH BO3BpAILA€TCs B OOIIMI OTIEN Ha PETUCTPALUIO.

KoHBepThl, yHMUTOXKAIOTCA 3a HUCKIIOYEHHEM OOpalleHWil  IpakJaH,
OpraHu3alui, CyleOHBIX W HWHBIX JOKYMEHTOB 0O€3 yKa3aHWs JaThl, a TaKKe B
Clly4asiX, €CJIHM TOJIbKO MO HUM MOKHO YCTaHOBUThH aJpec OTHPABUTEINS, €CIIU
JOKYMEHT TOCTYNHJI TMO3Ke YKa3aHHOTO B TEKCTE JOKYMEHTa CpOKa HCIIOTHEHUS
(IaThl MEPOTIPHUATHUS) YIIH TIPU OOJIBIIIOM PACXOXKIACHUU MEXIY JdaTaMH TOITUCAHUS
Y TIOJTYYEHHS IOKYMEHTOB.

10.2.4. DneKTpOHHbIE  JIOKYMEHTBHI,  TOCTyMarolIie OT  y4YaCTHHUKOB,
HE TOAJIeXKaT TeEepeperucTpallud U paccMaTpUBAIOTCS B AJIMUHUCTPAIMH
C YHUKQJIbHBIM PETUCTPAIIMOHHBIM HOMEPOM, MIPUCBOCHHBIM B cucTeMe «Jleno» mpu
perucrpanuyd JoKymeHTa. J[aTod MOCTyIJieHHus JOKyMeHTa B AJIMHUHHCTPAIUIO
CUMTAeTCs] JaTa OTMPaBKM JIOKYMEHTa B aJpec AJIMUHUCTpAIlUU, C YYETOM
IIPOTOKOJIAa JEUCTBUM MOJIB30BATENS 110 OTIIPABKE JOKYMEHTA.

DJIEKTPOHHBIE JOKYMEHTHI, ITOCTyNUBIIKE B aapec [ 'maBsl ropona Taranpora u
3aMECTHTENICH TJIaBbl AJIMHHHCTpPAIMA OT JPYTrdX OPraHOB WJIM OpraHU3aIlvi,
MPUHUMAIOTCS OOIIUM OTIEIIOM M BKJITFOYAIOTCS B paOOTy KaK BXOSIINE JOKYMEHTHI.

10.2.5. JlokyMeHTbI, TMOCTYNUBIIKE B AJIMHUHHUCTpaIuio, OOIMUA oOTHeN
COpPTUpPYET IO ajpecaraMm, PYKOBOJICTBYSCh paclpeleieHUeM O00S3aHHOCTEH MEXIy
3aMECTUTEISIMH TJIaBBI AMUHHCTpAIUH, pacmpeaenser JIOKYMCHTBI
Ha PETUCTPUPYEMBIE U HE MOICKAIUE PETUCTPAITIH.

[IpumepHBIli  TIEpEUYECHh  HEPETHUCTPUPYEMBIX  JIOKYMEHTOB  TPHUBEICH
B npusiokeHuu Ne 26 k Hactosimedt MHcTpykimm.

Pemenne o HampaBieHUM JOKyMEHTa NPUHUMAETCS WCXOAS U3  €ro
COJepKaHusl, HE3aBUCUMO OT TOrO, KOMY OH aJpECOBaH, 332 HCKIIOUYEHUEM IHCEM,
aJIPECOBAHHBIX BBIMIECTOSIIIIMMH OPTaHAMH KOHKPETHBIM JTOJDKHOCTHBIM JIUTIAM.
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HenpaBunbHo o¢opMIeHHbIE JOKYMEHTHI BO3BpAIIAOTCS  OTIPABUTEINIO.
OmuboYHO NOCTaBJICHHAs KOPPECIOHIEHIUS TMEPEChUIAeTCA M0 HA3HAYEHUIO WU
BO3BpaIllaeTcs OTmnpaButento. [Ipu 3ToM Ha KOHBEPTE MPOCTABISETCS OYKBEHHBIM
uHaeke «O3» — «omuO0YHO 3acIaHHAS.

Bxopsmue AokyMeHThI Ha OyMaXHOM HocuTene 0e3 mnoamucu, 6e3
NPWIOKEHUHN, €ClIM Ha WX HajJuyhe YKa3aHO B JIOKYMEHTe (3a HCKIIOUYEHHEM
oOpamieHuii TpaxaaH), B Cily4yae, €ClIM HUX TEeKCT He MOJJaeTcsi MPOUYTEHUIO,
HE PErUCTPUPYIOTCS U BO3BPALIAIOTCS OTIPABUTEIIO.

[loyToBBIE  OTHpaBieHUs, HWMEIOIIME CTPAaHHBIM  3amax WA  LBET,
IIPEANOJIOKUTEIIBHO HMEIOIINE BJIOKEHMUS, HE XapaKTEpHbIC U1 IMOYTOBBIX
OTIPABJICHUH, HE BCKpbIBAIOTCSA. O TMOJYyYEHHH MOJO3PUTEIBHOTO IOYTOBOIO
OTIIPABJICHUS JTOKJIAJbIBAETCS PYKOBOJIUTEIO OOLIEro OTAENa U B OTAEN MO padoTe
C IPaBOOXPAHUTEIBHBIMU U AIMUHUCTPATUBHBIMU OpraHaMy AJIMUHUCTPALIAH.

IIpy mnocrymiueHun BXOIAIIETO JOKYMEHTa B IIOBPEKICHHOW YIIAKOBKE,
IIOBPEXKIACHUN JOKYMEHTa WJIM €ro IPWIOKEHHWM, IIPU OTCYICTBUM B KOHBEPTE
(makeTe) JOKYMEHTa, €r0 YacTH WJIM IMPUJIOKEHUN K HEMY COCTABIIIETCSA aKT B TPEX
IK3EMIUIsIpaX Ha OyMa)XHOM HOCHUTEJE, MOJMUCHIBAEMbId TpeMsi paOOTHUKAMHU
o01uiero otaena.

OmuH 53K3eMIUIIp akTa BBICBUIACTCS  OTHPABUTENIO, BTOPOM  BMECTE
C BXOJMIIMM JIOKYMEHTOM [€pelaeTcsi Ha PEerucTpauuio (eciu perucTpauus
BO3MO>KHA), a TPETUM OCTaeTcs B 0011IeM OT/eTIe.

[Ipn nosydyenun noBpexaeHHOro nokymeHta B PK nmokymenTta B cucreme
«leno» B mone «llpumeuanue» pemaerca OTMETKa «JIOKYMEHT MOJy4YeH
B ITIOBPEKJICHHOM BUIE.

10.2.6. Peructpanust BXOASMIMX JOKYMEHTOB, HE3aBHCHUMO OT crmocoba ux
JIOCTaBKH, OCYILECTBIISIETCSA OUH Pa3 B MPEEIax BbIACICHHBIX JOKYMEHTOIIOTOKOB.

Perucrpanmss  BXOAsAIMX ~ JOKYMEHTOB  IIPOM3BOAMTCSA  IIyT€M  BBOJA
uHbpopMaluu O HUX B cucreMy «/lemno», ckanupoBaHus (11 JOKYMEHTOB,
NOCTYNUBIIMX Ha OyMa)XHOM HocuTene). PeructpalvoHHBI HOMEp OuYepeIHOMY
JIOKYMEHTY TIPUCBANBAECTCSI CUCTEMOM «/[€J10» aBTOMaTHUYECKHU.

Ha Bcex 3apeructpupoBaHHBIX JTOKYMEHTAaX, 3a HCKIIOUYEHHEM JIOKYMEHTOB,
NOCTYNUBIIMX B (OpME DIEKTPOHHBIX JIOKYMEHTOB (M 3JEKTPOHHBIX KOMUMN
JIOKYMEHTOB), B ITPaBOM HIKHEM YIJTy JIMLIEBOM CTOPOHBI NMEPBOTO JHUCTA JOKYMEHTa
MPOCTABIIAECTCS OTMETKA (PErMCTPALIMOHHBIN ITAaMIT) ¢ YKa3aHUEM JAThl, BXOJAILIEIO
peructpauroHHoro Homepa. llltamMn He IOMKEH HAHOCHUTHCS HAa TEKCTOBYK) 4acTh
JOKYMEHTA.

Perucrpanuss BXOOAIIMX JOKYMEHTOB  OCYIIECTBISETCA B JEHb HUX
MOCTYIUICHUSI WM Ha CIeAYIIui padounii geHb. Ha gokymeHTax, MOCTYHUBIINX
10 16.00 Tekyiiero qHs1, MPOCTaBISAETCS PETUCTPALIMOHHBIA HOMEP € YKa3aHUEM J1aThl
noctymienuss. Ha  pokymeHrax, mnoctynuBmmx mnociae 16.00, pmomyctrmo
IPOCTaBJICHUE PETUCTPALIMOHHOTO HOMEpa € JaToM Cleayrollero padbodero Hs
(32 MCKIIIOYEHHEM JOKYMEHTOB, CPOKHM PETHCTPAlMU KOTOPBIX MPEAYCMOTPEHBI
JNENUCTBYIOLIUM 3aKOHOJATEIBCTBOM).

Jokymentsl ¢ mnomeTkamu «CpouHo», «Becbma cpouHO», «BpyuuTh
HEMEIJIEHHO» M TeJlerpaMMbl 00pabaThIBAIOTCS W TMEpefaroTcsl Ha PETUCTPaLUIO
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HE3aMEJIUTEIBHO.

10.2.7. [Ipu peructpamuu BXOAAIIETO JOKyMeHTa B cucrteme «J/lemo» B PK
JIOKyMEHTa BHOCSITCS CJIETYIOIIUE CBECHUS:

PErHCTPAllMOHHBIM  HOMEp  (BXOIALIUN) TMOCTYIUIGHUS  (TPOCTaBIsETCS
aBTOMATHUYECKH);

JaTa MOCTYIUICHHS TOKyYMEHTa (IIPOCTaBIIsETCS aBTOMAaTUYECKH );

KOPPECTIOHEHT (OpraHu3alus - aBTop JOKYMEHTA);

pPEruCTpalMOHHBIN HOMEp U J1aTa (MCXOAAIINI) MOCTYIMBUIETO JOKYMEHTA,

(amMuusa ¥ MHUIHAIBI JTUIA, TOAMKUCABIIETO JOKYMEHT;

cocTaB (KOJIMYECTBO JINCTOB OCHOBHOTO JOKYMEHTa M  KOJIMYECTBO
MIPIIOKEHUH, 00ITIee KOJIMYECTBO JINCTOB MPHIIOKEHUT);

(aitn qokyMeHTa (3JEKTpOHHAs KOMHSI IOKyMEHTA);

BH/JI JOCTABKU;

azapecar;

coJiep’KaHue (3aroJIoBOK K TEKCTY).

Ecnmu  BXomsmuii  JTOKYMEHT TMOCTyHWJI B  DJJEKTPOHHOM BHIE, OH
HE pacreuatbiBaeTcs, a npukpermsiercs B PK ¢ ydetom orpanuueHuil mo Turmam
¢aiinos.

Ecnu BXojsumit JHOKYMEHT MOCTYNHWJI Ha OyMaXKHOM HOCHUTENE, TO s
HOJyYEHUsI JJIEKTPOHHOM KOIMUU JOKYMEHTa OH JIOJDKEH OBITh OTCKaHUPOBAH.
JIOKyMEHT CKaHHUpYETCsI TOCIIe€ TPUCBOEHUSI EMY PETUCTPAILIMIOHHOIO HOMEpPA, 3aTEM K
PK npukpemisiercs 37€KTpOHHas KONUS AOKYMEHTA C MPUIOKEHUAMH (IIpU HMX
HaJINYHH ).

He ckaHupyloTcs W HE MNPUKPEIUIAIOTCS K PETUCTPALMOHHBIM KapTam
CJIeIyIOLIME JOKYMEHTBI:

MPWIOKEHUSI K CONPOBOAUTENIBHBIM MHCbMaM, COJEpXKallUe CBEACHUS
0 JI0X0J1aX, pacxoaax, 00 UMYILIECTBE U 00513aTeNbCTBAX UMYILIECTBEHHOTO XapaKTepa
MYHUITUTIATBHBIX ~CIyXKaIUX, JHI, 3aMEeNalonuX JOJDKHOCTA MYHUIUIIAIBLHOM
CITYKOBI;

npujiaraeMble K MUChbMaM HOTapHAJIbHO 3aBEPEHHBIC NTOKyMEHThI. OpuruHan
NOKyMEHTa Mepefaercss ucnoyHureno (nmpu 3toMm B PK BHOcHTCS cOOTBETCTBYIOIIEE
IpUMEYaHHE);

JOKYMEHTBI, UMEIOIIME B CBOEM COCTaBe OOBEMHBIE CIIUTHIE MPHIOKEHUS
(Opourtopkl, KHUTH, Ta3€Thl, ’KYPHAJIBI U TaK J1ajiee) 00beMoM cBbIle 50 JTUCTOB;

JOKYMEHTBI, 0(pOpMJIICHHBIE HA TUCTaX opMaTa, mpeBbiaonero A4;

HECHINThIE (HECOPOIIIOPOBAHHBIE) TIOKYMEHTHI UM MPUJIOKEHUS] K HUM OYEHb
00JBp1IIOr0 0ObEeMa.

B cinywae, ecnu K JOKYMEHTY MpPUIAraroTCs 3JEKTPOHHBIE HOCUTETU
uHpopmanuu (¢rem-kapra, KOMIAKT-IUCK) M JApPYrue TMPUIOKEHHUS, HMEIOIIHe
HeCTaHJapTHHINA (opmat (Oporropa, KHHUTra, KypHaJI, Ta3eTa, IJIakaT U TaK jajee),
paOOTHUKAMHU OTAeNa JEJONPOU3BOACTBA OHM HE TUPAKUPYIOTCA M MEpenarTcs
OTBETCTBEHHOMY HCIIOJIHUTEIIIO.

[Ipu peructpanum JOKyYMEHTa, SBISIOMIETOCS OTBETOM HA HCXOMISIINI
JOKYMEHT WJIM TMPUCIAHHOTO B JONOJHEHUE K paHee HAMNpPaBICHHOMY JOKYMEHTY,
B PK no0KyMeHTa fienaeTcst COOTBETCTBYIOIIAS CChUIKA (CBS3KA).
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[Ipn nonydyeHWr NOBTOPHBIX AOKYMEHTOB IO OJHOMY M TOMY € BOIPOCY
3anoaHsoTcs HoBble PK 10KyMeHTa co cChUIKOM (CBA3KOM) Ha BXOASIIMI HOMEp U
JaTy IPEeABIIYIIETO JOKYMEHTA.

[Ipu perucrtpauuu BXOOAIIMX JTOKYMEHTOB OJMHAKOBOIO COACPIKAHMS,
HO HaIIPaBJICHHBIX HECKOJIBKUM aJIpecaram, KaKJoMy U3 JIOKYMEHTOB ITPUCBANBACTCS
CBOM HOMED.

10.2.8. Undopmariusi 0 3aperucTpUpPOBAHHBIX JTOKYMEHTaX MW TyTAX HX
IIPOXOXKJICHUS XPAaHUTCS B cUCTeME «/leno» W JocTynmHa MOJKHOCTHBIM JIMLAM
AJIMUHHCTpAUU B COOTBETCTBUM C YCTAHOBJICHHBIMH IPABAMH JTOCTYIIA.

10.2.9. Bxogsmuii  TOKyMEHT, HE3aBUCHUMO OT TOro, B Kakod ¢opme
OH NOCTYINUJ (OyMa)KHOW WIJIM 3JIEKTPOHHOM), MOMJIEKUT PETUCTPALIMHA TOJIBKO B TOM
cllydae, €Clid €ro KauyecTBO MO3BOJISIET OTHO3HAYHO U O€30IIMO0YHO TIPOYUTATH TEKCT
JIOKYMEHTA U MOHATh €0 COJAEPIKAHUE.

Ha xadyecTBO JOKyMEHTa BIUSIOT CIEAYIOLUIUE (PaKTOPHI:

KOHTPACTHOCTb (COOTHOIIICHHE SIPKOCTU TeKCTa/(POHA JOKYMEHTA);

YETKOCTb TEKCTA;

ne(PeKThl U300pakeHus («HANOJI3aHNUE» CTPOK; TEMHBIC WJIM CBETJIbIE MSATHA U
TOMY 10/I00HO€);

«o0pe3aHue» TEKCTa M0 OJHOMY MJIM HECKOJIBKUM KpasiM.

Ecnim Ha perucrpanuioo DOCTYNHI JOKYMEHT HEYJIOBJIETBOPUTEIBHOTO
KauecTBa, TO pPAOOTHUK, PErHMCTPUPYIOIIMA JTOKYMEHTHI (Jajiee — perucrparop),
MMEET MPaBO OTKA3aTh B PETMCTPALMU JTAHHOTO JIOKYMEHTa C YKa3aHUEM MPUYHHBI
OTKa3a.

Ecnm noxkymeHT conepkut noMetku «Becbma cpouHo», «CpouHo», «BpyunTh
HEMEJUICHHO» WJIM M3 TEKCTa JOKYMEHTa CJEIYEeT, YTO OH COJEPKHUT CPOYHOE
MOPYYEHHUE WU cOooOlleHre, Tpedyrollee HEMEJICHHOW Nepelayd, TO PErucTpaTop
JOJDKEH 3aperucTpUpOBaTh JOKYMEHT, HEB3HMpas Ha €ro HEYJIOBJIETBOPUTEIBHOE
Kau4eCTBO, U HAIIPABUTh aJIpecarty.

[Ipu ckanupoBaHUHM OYMa)KHOTO JTOKYMEHTa YJIOBJIETBOPUTENILHOTO KauyecTBa
pPErucTpaTop AOHKEH JOOUTHCS MOIYYEHHs SJIEKTPOHHOW KOMUHU 3TOT0 JIOKYMEHTa
TaK)X€ yJ0BJIETBOPUTEIIBHOIO Ka4eCTBa.

JIOKyMEeHTBI, HampaBJICHHblE 10 cucreme «/lemo» ¢ HapyleHuem
YCTAaHOBJICHHOI'O TIOpsAJIKa 3allOJIHEHUST PEKBU3UTOB PETMCTPALMOHHON KapThl
JOKyMEHTa, B TOM 4HCI€ HE wuMeromue (Qailia 3JIeKTPOHHOTO JIOKyMEHTa
(37IEKTPOHHOM KOTIMH JOKYMEHTA), HE paCCMaTPUBAIOTCS 10 YCTPAaHEHUSI HApYLIECHUH.

B cnyuyae ecnu 1no OOBEKTUBHBIM MPUYUHAM MPUIOKEHUE HE MOXKET OBbITh
nepegaHo 1o cucreme «Jleno», MOKYMEHT NpUHUMAeTcss B pabOTy TOJBKO
npu (pakTUYECKOU Nepenaue NpUIoKEeHUs aapecary.

10.2.10. KoppecnonaeHius, mnoiaydyeHHas u3 AnmuHuctpanuu [Ipe3uaeHta
Poccuiickon  ®epnepaunu, IlpaButensctBa Poccuiickoii ®enepanuu, manar
®enepanpaoro Cobpanust Poccuiickoit @enepanuun, ot wieHoB Coeta Denepainuu u
nenyratoB ['ocynmapcrBennoit [ymbr ®epepansHoro CoOpanusi Poccuiickoit
@denepanny, €clii OHA HE aJpecoBaHAa KOHKPETHOMY JIMIY, B TOT € JI€Hb
peructpupyercsa B cucteme «/leno» u HampasisieTcss ans paccmorpeHus ['nmase
ropoza Taranpora, a B €ro OTCyTCTBHE — JIOJDKHOCTHOMY JIMILY, HUCIIOJIHSIOIEMY €r0
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00s13aHHOCTH.

10.2.11. ITocne perucTpaliui JOKYMEHTBI, TOCTYIHBIIME Ha OyMaKHOM
HOCHUTEJNIEe U B (pOpMe 3JIEKTPOHHOTO TOKYMEHTA, HAMPaBISIOTCS M0 cucteme «Jleno»
['maBe ropoga TaraHpora, 3aMeCTUTEIISIM TJIaBbl AJMUHUCTPALMK JJISL OTIPEICIICHUS
OTBETCTBEHHOTO WCHOJHUTENS W Jaud MopydyeHuil. OpuruHamzpl JOKYMEHTOB,
MOCTYIMUBIIUX HA OYMa)KHOM HOCHTEIIE, XpaHUTCA B OOIIEM OTJIEIE, KpOME CyAeOHOM
KOPPECIOHAEHIINH, HAIPABJISIEMOM B MPABOBOE YIIPABICHHE AJMUHUCTPALINH.

CornacHo pesomonuu  ['maBel ropojma Taranpora, 3aMeCTHTENEH T1aBbl
AJIMUHUCTpalMY, MOCTYIUBIINE JAOKYMEHTHI HAIMpaBISIIOTCS IS PAaCCMOTPEHUS
0 CYyIIECTBY B KypUPYEMOE CTPYKTYpHOE TOJpa3Jei€HUE WM OpraH
AJIMUHUCTpaAlMd B COOTBETCTBUM C KOMIETeHIMEH. OTBETCTBEHHBIN UCIOIHUTEIh
B PE30JIIOIIUU OTMEYAETCS 3HAKOM «(OTB.)».

B ciydae eciu JOKyMEHT, HampaBJCHHBbIH Ha PACCMOTPEHUE 3aMECTUTENIO
rNaBbl AJIMUHUCTpAlMU, HAXOJWUTCS, MO MHEHUIO HWCIOJIHUTENSA, B KOMIICTCHIIMU
JPYroro 3aMeCTUTENsl TJIaBbl AJIMHUHHCTpALUU, TO B TE€UEHUE ABYX padOUYUX JHEH
CO JHS TOCTYIUICHHMS YKAa3aHHOTO JOKYMEHTAa HCIOJIHUTEII0, UM HalpaBJseTCs
cinyxebHas 3amucka B azapec [nmaBel ropoga Taranpora o mnepeaapecaruu
32 NOANUCBIO  KypHUPYIOLIETO 3aMECTUTENE  TJaBbl  AJMUHHCTPALIMU
C MOTHBHPOBAaHHBIM OOOCHOBAaHUEM ISl BHECEHUS COOTBETCTBYIOIIEH PE30JIOLUU
B PK cucremsl «/leno» u panpHedmiero HampaBieHUs Ha paccMmorpeHue. llpu
OTCYTCTBUU MOTUBHPOBAHHOIO OOOCHOBaHUS Nepeaapecans He OCYLIECTBISAETCS.

B cimydae ecnu JOKYMEHT, HallpaBJIEHHBIM Ha PACCMOTPEHHE B CTPYKTYpHOE
nojpasjeyeHue, opraH AJIMUHUCTpalMU (JOKHOCTHBIM JIMIIAM), HaXOAMTCH,
M0 MHEHHUIO MCHOJHUTENS, B KOMIIETEHIIMN APYTOro CTPYKTYPHOIO MOJpa3eeHHUs,
opraHa AIMUHHUCTpanuu (JOJKHOCTHOIO JIMIA), TO B TEUEHHE ABYX pabOuMx THEH
CO JHS TOCTYIUJICHUS YKAa3aHHOTO JOKYMEHTa HWCIIOJIHUTENI0, UM HaIpaBiseTcs
ciykeOHasi 3amucka B aJpec JOJHKHOCTHOTO JIMIA, JaBIIErO0 IOpPYYEHHE,
O Tmepeaapecaliud €  MOTHUBUPOBAaHHBIM  OOOCHOBAaHHMEM  JJIi  BHECEHUS
cooTBeTCTBYIONIEH pe3ontonuu B PK cuctemsl «lemo» u qambHEUIIEro HampaBieHUs
Ha paccmoTtpenue. [Ipu oTCyTCTBUM MOTUBUPOBAHHOTO OOOCHOBAHMS TIepeaapecans
HE OCYLIECTBIISETCS.

10.2.12. Paborta ¢ nmokymentamu ¢ nometrkoit JICII MoxkeT ocyiecTBiIsThCS
C HCIIOJIb30BAHUEM CHCTEeMbl «Jleno» TOJIbKO Ha aBTOMATHM3MPOBAHHBIX PabOUYMX
MecTax, MPOIIEAININX AaTTECTAlUI0 M0 TPeOOBaHUSIM 3allUThl MHGOpPMALUU U
C ydyeroM TpeOOBaHWM W OrpaHUYEHUM, COAEpPKAIMXCA B PACHOPSIKEHUU
Anvmunuctpanuu ropoaa Taranpora ot 10.06.2024 Ne 104 «OO0 yTBepXICHUHU
[Topsinka mpenocTaBieHUs] AOCTyNa K JOKYMEHTaM ¢ MOMeTKOH «/[ns ciyxeOHoro
MOJIb30BAHUS.

[Ipuem u peructpanusa B cucreMe «/Jleno» nokyMeHTOB ¢ moMeTkon «/ICID»,
MOCTYNMUBIIUX Ha OyMaXxHOM Hocutene B azapec [nmaBel ropoma Taranpora u
3aMECTHUTEJCH TJIaBbl A IMUHUCTPAITUH, OCYIIECTBIISETCS OOIIUM OTIEIOM.

Hoxymentsl ¢ moMmetrkort — «JICII», anmpecoBaHHBIE  CTPYKTYPHBIM
NoApa3JAEICHUsAM M oOpraHaMm AJIMHUHUCTpanuu ropoja Taranpora ¢ mpaBamMu
IOpUJIMYECKOTO JIMIA, MPUHUMAIOTCS W PETUCTPUPYIOTCS B ITUX CTPYKTYPHBIX
NOAPA3JACICHUAX W oOpraHax AJMUHUCTpAllMM C MpaBaMu IOPUIAYECKOrO JIHMIIA
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CaMOCTOSITEIIBHO.

[Ipu peructpanuu Bxoasiero fokymenta ¢ nometkoi «ICID», mocrynusiiero
Ha OyMa)XHOM HOCHUTEJE, OTBETCTBEHHBbIM PAOOTHUKOM OOIIEro OTHeja B TPYIIIe
TOKyMEHTOB «Bxopsmue nokymeHnTsl AnMunuctpanuu ropojaa Taranpora (ACID)»
cucremsl «/leno» coznaerca PK ¢ aBromarnueckum orpanmyenuem aocrymna «JCID».
Peructpanusi ocyuiecTBiasieTCss aHAIOTUYHO PETUCTPAlluU JOKYMEHTa Ha OyMaKHOM
Hocutene 0e3 mometku «JICII» B coorBercTBuM ¢ moamyHkTtamu 10.2.6-10.2.9
nyHkra 10.2 macrosmen MacTpyknmm.

[Ipy HanMuuu TPUIOKEHUN B BUAE AUCKa ((Iel-HAKOMUTENH, KECTKUE U
marautHele nucku, CD-R, DVD-R u T.1.), comepxamux ciyxeOHyro uHbOpMaInio
OrPaHUYEHHOIr0 JOCTYNa, & TAKKE CIIMBOB, 3aBEPEHHBIX U CKPEIUICHHBIX I€YaThIO,
npunoxkeHut B ¢opmare A3, a Takke TeneQOHHBIX CIPABOYHUKOB W HHBIX
00BEMHBIX NpuUJIokeHUu, B PK BHOCUTCS cONpOBOANTENBHOE MUCHMO, a MPUIOKEHUS
BMECTE C JOKYMEHTOM IE€PENAIOTC KOHEUHOMY HUCIIOTHUTEIO.

3apeructpupoBaHHble JTOKYMEeHTbl ¢ moMmeTkod «JICID» HampaBisitoTcs
Ha PacCMOTPEHHE M BHECEHHE pe3oyronuil no cucreme «Jlemo» I'maBe ropona
Taranpora, 3aMeCTUTENSAM II1aBbl AJIMUHUCTPAIUU.

Peructpauuss u ornpaBka AOKyMeHTOB ¢ mnoMetkoil «JICID», moammcaHHbBIX
['maBoit ropona Taranpora, OCyIIeCTBISETCS OOIIMM OTIEIOM.

Peructpaumss u ornpaBka nokyMeHTOB ¢ nomeTkoi «JICID» mo cucreme
«/leno», moAnMCcaHHBIX 3aMECTUTEISIMU IJ1aBbl AJMUHUCTpalMK ropojaa TaraHpora,
OCYUIECTBIISIETCSI OOLIUM OTJIETIOM.

Perncrpanyss m oTmpaBka BHYTPEHHMX JOKYMEHTOB € mnomeTkou «/CII»,
NOANMMCAHHBIX 3aMECTUTENSIMU  IJ1aBbl AJMUHHCTpauuu ropoja TaraHpora,
OCYUIECTBJISIETCS CIIEUUATUCTAMU TPUEMHBIX 3aMECTUTENICH I1aBbl AJIMHUHUCTPALIUU
ropozaa Taranpora, OTBETCTBEHHBIMU 32 BEACHUE JEIONPOU3BOACTBA.

OtnpaBka gokymeHtoB ¢ mnomeTkol «JICIl» wa OymakHOM HOcCUTETE,
MOANUCAHHBIX 3aMECTUTENSIMU TJIaBbl AJMUHUCTpauun ropoja TaraHpora,
OCYILIECTBISIETCS OOIIMM  OTAEJIIOM TOCJA€ MX PETUCTpaldd  CIEeHUaIUCTaMu
MPUEMHBIX  3aMECTUTENIe  TWaBbl ~ AJMHHUCTpanuu  ropona  Taranpora,
OTBETCTBEHHBIMH 3a BEJCHHUE JICTONMPOM3BOJICTBA, M TMepeqadyd Ha OyMakHOM
HOCHTEJIE B OOIINIA OT/IEII.

3aperucTpupoBaHHble JOKYMEHTHI ¢ TmoMeTkorl «JICII» Ha OymakHOM
HOCHTEJIE HAIIPABJISIOTCS 3aKa3HOU KOPPECIIOHICHIIUEH.

10.2.13. O6GMeH  3JEKTPOHHBIMH  JOKYMEHTAMH,  OTIPABISAEMbIMU U
nocrynatomumu  no  cucreme MOBJIO, ocyimiecTBiseTcs B COOTBETCTBUHU
¢ pacnopspkenueM IIpaButensctBa PoctoBckoit oGiactu ot 15.03.2017 Ne 131
«O  MEeXBEIOMCTBEHHOM  3JEKTPOHHOM JOKYMEHTOOOOpOTEe» U  MIPHUKA30M
MUHUCTEPCTBA IU(POBOr0 pa3BUTHUS, HHPOPMALMOHHBIX TEXHOJOTUA U CBS3H
PoctoBckoit obmactu ot 18.09.2023 Ne 187 «OO6 yTBEpKIEHUHM METOJUYECKHX
peKkoMeHJanuii 1Mo paboTe B  MEXBEJIOMCTBEHHOW CHCTEME 3JIEKTPOHHOIO
JIOKYMEHTO000pOTa U IETIONPOU3BOICTBA «/lemo.

DNEeKTpOHHBIE JTOKYMEHTHI, NOCTyNAKIINE B AJIMHHHUCTPALUIO MOCPEACTBOM
cucrembl MOJ1O, peructpupyroTcst pabOTHUKaMU OOIIEro OT/eNa ¢ UCIOJIb30BaHuEM
cuctembl «/leno» M UM OpPHCBAMBAIOTCS BXOASIIUE PETUCTPALMOHHBIE HOMEpa C
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ydeToM oOmel (eIuHON) perucTpanuy BXOIAIIEH KOPPECIOHACHIMU B Mpeaenax
KQJIEHIAPHOIO rofa.

3aperucTpupOBaHHBIE JOKYMEHTHl HAMNpPABISIOTCS HA PAacCMOTPEHUE H
BHECEHUE pe3oonuil mo cucreme «Jleno» I'maBe ropona Taranpora, 3aMeCTUTENSIM
rJ1aBbl AJMUHUCTPALUH, PYKOBOAUTEISIM CTPYKTYPHBIX MOAPA3AEICHUN U OPraHOB
AnmMuHuCTpanuu ropoaa Taranpora ¢ mpaBamMu IOpUIAYECKOTO JIUIIA.

Bces nanphelimas paboTa ¢ JOKyMEHTaMU OCYILECTBIIsIETCA B cucTeMe «Jlemno.

Peructpanuss 1 nmoArotoBka JTOKYMEHTOB K OTHpaBke mo cucreme MO0
OCYLIECTBJISIETCS. ~ UCIIOJIHUTENEM  JOKyMeHTa. JIOKyMEHTbhI, HamlpaBlisieMble
no cucteme MDJ10, He TpeOyroT AyOaMpoBaHHMs HAa OYMa)KHOM HOCHTENIC WU TI0
ANEKTPOHHOM mouTe. B cBsa3u ¢ stum npu co3ganun PKIIJ B cucreme «/leno»
CJIElyeT UCKJIIOYUTh BBIOOp IpynIibl TOKyMeHTOB «lMcxonsdmue u3 AIMHUHUCTPalUU
r. Taranpora». B pexBusute «Anpecar» Mma0JIOHA TOKYMEHTAa HE YKa3bIBAETCA
IIOYTOBBIN WIH 3JIEKTPOHHBIN aJpec.

[locne peructpauuum npoekTa JOKYMEHTa HEOO0XOAUMO 00s3aTeIbHO
YCTaHOBUTH BUJ OTIpaBku «M3OJIO», naTy OTHpaBKu HE IPOCTABIIATS.

ITocne COXpaHEHUs PK I10JIb30BATEJIEM CUCTEMBI «eno»,
3apEruCTPUPOBABIIMM JIOKYMEHT, pPa0OTHUKHM OOILEro OTAejla NpH OTCYTCTBUU
TEXHUYECKHUX 3aMeYaHuid K OQOPMIICHHIO JOKYMEHTa BBINONHAT OTHpaBky PK
o cucreme MDOJIO.

HcnonHuTenbs OTCIACKHUBAET MOJIYYEHUE U PETUCTPALMIO  JTOKYMEHTa
aJpecaTom.

10.2.14. Cpoku  WCHOJIHEHHS JOKYMEHTOB  YKa3bIBAlOTCA B  TEKCTax
JIOKYMEHTOB WJIA MOPYYEHUH (PE30JI0LHIA) PYKOBOIUTEIEH.

B ciywae, xorma B pe3oNIIOIMM HE yKa3aH CPOK HMCIOJIHEHHS, JTOKYMEHTBI
UCIIOJIHSIOTCS B TeueHue 30 KajleHJapHbIX JHEH ¢ AaThl MOANUCaHUs (YTBEPIKICHHMS)
JNOKYMEHTa, a IOCTYIHMBIIHE W3 JPYrMX OpraHu3aluili — ¢ JaTel, CIEIyrouiei
3a JaTOW PErUCTPallH B CUCTEME «/lesoy.

Ecniu mnocnegHuii  J1I€Hb CpOKa MCHOJHEHUs JOKyMEHTa (IIOpy4eHus)
OpPUXOJIUTCS Ha HepaOouuid JE€Hb, TO JOKYMEHT TMOJIEKUT HCIOJIHEHUIO
B OJIMDKANMIUN CIeNYIOMUNA 32 HUM pabouuii CHb.

ITonoxeHuss HACTOSAWIErO IMOANMYHKTa HE IPUMEHSAETCI B OTHOLIEHUU
JIOKYMEHTOB, CPOKH MCIIOJIHEHUS KOTOPBIX YCTaHOBJEHBI (heepabHbIMU 3aKOHAMU
(B TOM YHCJE aKThl MPOKYPOPCKOIO pEarupoBaHUs, MPEACTABICHHUS KOHTPOJIBHO-
HAJ30pHBIX OPTaHOB, OOpAIIEHUS U 3alIPOCHl TPAXKIaH U OpraHU3alui).

Cpoku paccCMOTpEHHUs OTACNIbHBIX BHUIOB JOKYMEHTOB C MOMEHTa UX
perucTpaluu 10 Tepeladyd Ha KCIOJHEHHWE YCTAHOBIIEHbI PeriamMeHTOM paloTh
AJIMUHHUCTpaINH.

KoHTposib  uCHOJIHEHHSI JOKYMEHTOB OpraHu3yeTrcss B  COOTBETCTBUU
c Pernamentom paboTbl AIMUHUCTPALIUH.

10.2.15. UcnionHeHne AOKyMEHTa (MOPYYEHUsI) U CHATHE €r0 C KOHTPOJIA
oTMeyaeTcs B cucteme «Jleno» mpocraBieHHEeM OTMETKH 00 HCTIOIHEHUH.

OTmeTKa 00 MCIIONHEHUU JOKYMEHTa IMPEAINoiaraeT MpoCTaBICHUE B OTYETE
UCIIOJTHUTEIS 1aThl U COCTOSIHUS MCIOJIHEHUS U BKIIIOYAeT B ce0sl CChUIKY Ha JaTy U
HOMED JOKYMEHTA, KOTOPBIM MCIIOJIHEHO ITOPYUYEHUE.
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B nmokymeHTax, He TpeOYyIOIIMX WCIOJHEHHS, B OTYETE WCIOJHUTENS
MPOCTABIIAETCSI OTMETKA O IPUHITUH €0 K CBEJICHUIO U JIaTa.

[locne peructpanuu otBeTa B cucTeMe «Jleno» mnopydyeHue CHUMAETCs
C KOHTPOJISI COOTBETCTBYIOIIUM JIODKHOCTHBIM JIMIIOM — KOHTPOJIEPOM TOPYYEHUS
MOCPEJICTBOM MPOCTaBICHUS (PaKTUUECKON aThl UCIIOMHEHUS nopyuyeHus. [lpu aTom
UCIIOJIHUTENI0O B  00s3aT€IbHOM  MOPSAKE HEOOXOAMMO TMPOCTABUTh  OTYET
00 HCIOJHEHUH, COAEpXkAIIUM JaTy, COCTOSHUE HWCIIOJHEHHS, a TaKXKe KPaTKYyIo
uHdopmaruioo o xonae wucnosHeHus B ciaeayromeMm (opmate: «00-00-0000 Ne
(ucxonsamuii Homep PK, mu6o nomep PKIT/I)».

Ecnu B xome WCTHOMHEHUS MOPYYEHUsS BO3HUKACT HEOOXOIWMOCTH BHECCHUS
HOBOU MHGOpPMAITIH, TO MPEAbIAyINas nHYOpMAIUs HEe YIAISIETCs, a HOBAss BHOCHTCS
nepen HeW, TO €CTh C MepBOM cTpouku mois. Takum obOpazom, uHGboOpManus
BBICTPAMBACTCS B XPOHOJIOTMYECKOM TMOPSAKE 10 YOBIBAHWIO AT BHECCHUS
uHpopmaIuu.

10.2.16. Benenue mAenonpous3BOACTBA B CTPYKTYPHBIX MOJAPA3NEICHUSAX U
opraHax AJIMUHHUCTpAIMM C TpaBaMU IOPUIUYECKOTO JIMIIA, IMOJBEIOMCTBEHHBIX
MYHHUITUTATBHBIX YUPEKICHUSIX WIH PEANPUATUIX OCYIIECTBIISIETCS
CHEIUAINCTaMi, OTBETCTBEHHBIMHU 3a BEJCHUE JEJIONPOU3BOJCTBA, Ha3HAYCHHBIMU
MpUKa3aMu HEMOCPEJCTBEHHBIX PYKOBOIUTEIIECH.

Ha crmenuanucTtoB, OTBETCTBEHHBIX 3a BEACHHE JICJONPOU3BOJICTBA,
BO3JIAracTCs BHIMOJHEHUE CIECIYIONTUX 00sS3aHHOCTEH:

MIPUEM, YUET TOCTYNAIONIUX TOKYMEHTOB B cucTeMe «Jlemoy;

PETHCTpaUs UCXOISIINX JOKYMEHTOB B cucTeMe «Jlemoy;

MPOBEPKa MPABMIBHOCTH 0OPMIICHUS TOKYMEHTOB, HX PACCHIJIKA U OTIPABKA;

MOATOTOBKA JJII  PYKOBOAWTENsS WHPoOpManmuu 00 WCHOJHEHHBIX |
HaXOJIAIUXCS Ha UCTIOJTHEHUU JOKYMEHTAX;

CITUCAHUE «B JICJIO» UCIIOTHEHHBIX TOKYMEHTOB;

dbopmupoBanue, opopmieHre, YIET, XpaHEHHUE U 00ECIICUCHHE UCIIOIb30BaHUS
JIeJ1, HaXOISIIIIUXCS B JICJIONIPOU3BOICTRE;

MOJICOTOBKA M CBOEBPEMEHHAs TIepeiaya JIeJl Ha apXMBHOE XPaHEHUE;

IIPOBE/ICHUE HMHCTPYKTaKa BHOBH MPHUHATHIX COTPYIHHUKOB IO BOIPOCAM
OopraHu3aiuu padoThl C TOKYMEHTaAMHU.

C conepxaHueM CIy>KEOHBIX IOKYMEHTOB MOTYT OBITh O3HAKOMIICHBI TOJIBKO
JUIa, WMCIONINE OTHOIICHWE K WX HCcnojgHeHuto. MHpopmarus, packpsiBaromias
ColepKaHUE  YKa3aHHBIX  JOKYMEHTOB, HE  TOMJICKUT  pPa3TJIAlICHUIO
(pacpocTpaHeHHUIO).

Nudopmarus, comepikamascs B CIy)KEOHbIX JOKYMEHTaX M HMX TPOEKTaXx,
MOXXET HWCITOJIb30BAaThCA TOJBKO B  CIYXKEOHBIX TMEIIX B  COOTBETCTBHHU
C TOJJTHOMOYHMSAMH JIOJDKHOCTHBIX JIMI, PAaOOTAOIIMX WJIM 3HAKOMSIIUXCS C ITOU
uHpopMaIuei.

Ilepen yxomoM B OTIYCK WM BBIE3JIOM B KOMAaHAHPOBKY COTPYIHHUKHU
CTPYKTYPHBIX TOJpa3/IeICHUd W OpraHoB AIMUHUCTpAIMU OOS3aHbl YBEIOMHUTH
PYKOBOJUTENSI O HAJUYUHM JIOKYMEHTOB CO CPOKOM HCIIOJHEHUS, HACTYIMAIOIINM
B MIEPUO]T OTCYTCTBHSI.

PykoBoguTenb CTPYKTYpHOTO TOJApa3NeNeHUs W opraHa AJIMUHUCTpaIiu
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OTIpEJIeISIET HOBOT'O UCIIOTHUTEIIS U OTPAXKAET ITO B MOPYICHUH.

10.2.17. OtmpaBka JOKYMEHTOB y4YaCTHHUKaM MPOU3BOJUTCS IO CHCTEME
«/eno» 6e3 cozmaHus OyMakHOTO JOKyMeHTa. OpUTHMHAJIOM JOKYMEHTa B 3TOM
clly4ae CUMTaeTCs PJICKTPOHHBINA JJOKYMEHT, 3apETUCTPUPOBAHHBIN B cucTteMe «Jlemo»
Y TIOJIMUCAHHBIN KBATU(PUITMPOBAHHON AJIEKTPOHHOMN MOJIIUCHIO.

10.2.18. JIokyMeHTBI, peTUCTPUPYEMBIC U OTIPABISIEMBIE apecaTy 1Mo CUCTEME
«eno», mnonmucanHele ¢ npuMeHeHueMm Oll,  SBASIOTCS  AIEKTPOHHBIMU
JIOKyMEHTaMH U XPaHATCA B cucTeMe «Jleio» B COOTBETCTBUM ¢ HOMEHKJIATYpOH JIedl.

[Ipu HEOOXOMMMOCTH TIepenaTh JOKYMEHT HE YYaCTHUKY CHUCTEMBI «Jlemo»
MOKET OBITh CO3/IaHa KOIHSI JIEKTPOHHOTO IOKYMEHTa Ha OyMa)KHOM HOCHUTETIE.

Hcxonsmuye  AOKYMEHTBI CTPYKTYPHBIX  TIOJpa3feieHU ©  OpraHOB
AIMUHHCTpAIMu C  MpaBaMH  OPUAMYECKOTO  JIUIA,  IOJBEIOMCTBEHHBIX
MYHUITUTIATBHBIX ~ YUPEXKACHUM  WIM  TPEANPHUATHNH  OTHPABISIOTCS  UMHU
CaMOCTOATENLHO, B TOM YHCJI€ HAIPaBJIsieMbIe 3aKa3HON KOPPECIIOHICHIIUEH.

10.2.19. O6mmM  OoTaeIoM  OCYIISCTBISETCS  OTIpaBKa  JOKYMEHTOB
Ha OyMa)KHOM HOCHTelIe, MoANUCcaHHbIX ['1aBoi ropona Taranpora u 3aMeCTUTENSIMU
rJ1IaBbl AJIMUHUCTpAIUH.

10.2.20. lokyMeHTBI, MOJUICKAIllUE OTHpaBKe Ha OYMaXKHOM HOCHUTEJE,
JIOJDKHBI  COJIEpKaTh CJEAYIONIME PEKBU3ZHUTHI: PErUCTPAIMOHHBIN HOMEp, Jarty,
MOJIHOE€ HAMMEHOBAHUE IOPUIMYECKOT0 JIUIIA, B aJJpec KOTOPOro OHU HAIMPaBIISIOTCS,
C YKa3aHHEM IopHuandeckoro aapeca. OTnpaBKa JOKyMEHTOB (PUKCHPYETCS B CHCTEME
«Jlemo».

10.2.21. Tlucbma B agpec OPUIUYECKUX JHUI], HE SBISIONUXCA YIaCTHUKAMH,
3a nmoanuckto ['nmaBel ropoga Taranpora u 3aMecTuTeNie riaBbl AJIMUHHCTPALAU
opopmisitorcst B Tpynme  JokymMeHToB  «Mcxopsmme W3 AIMHHHCTpAIlAN
r. Taranpora». Ilpum 5TOM B mNHMCBME YKAa3bIBAETCS IIOJHBIA IOYTOBBIM anpec
nojydarens, a npu oresere Ha Bxomsamui nokymeHt B PKIIJ] nemaercs cBsizka
«Bo ucnosnHeHue».

[IpoeKkThl HOKYMEHTOB, MOJIMUCAHHBIE PYKOBOJIWUTEIEM MW IOCTYIAIONINE Ha
perucrtpanuio B rpymnmne  AokymMeHToB «Mcxomsamue w3 AAMUHUCTpAIu
r. Tarauporay, TnpUHUMAIOTCA B pabOTy TIpU HAJIWYUU  JIEWCTBUTEIIbHBIX
AIEKTPOHHBIX mojnucen Ha darinax PKIITI.

CoTpynuuk 00111ero oT/AeNa MpU PETUCTPAIUU MPOEKTa JOKYMEHTA MPOBEPSET
HaJM4Yre HEOOXOMMMBIX COTJIACOBAHWU C JIOJDKHOCTHBIMH JIUIIAMH, SIBISTFOITAMUCS
COMCTIOJTHUTEIISIMHU.

[TpoekThl TOKYMEHTOB, HallpaBjeHHbIC Ha Moanuch [ maBe ropona Taranpora u
3aMECTHTEIISIM TJIaBbl AJMUHUCTPAIIMK TPOBEPSIIOTCS CIHEIUATMCTAMH TTPHUEMHBIX
Ha COOTBETCTBHE TpPEOOBAaHUAM K O(GOPMIICHUIO JTOKYMEHTOB, YTBEPKICHHBIM
Hacrosend MacTpykiuen u PermaMeHToM paboThl A IMUHUCTPAIIUH.

JIOKyMEHTBI pacredyaThiBalOTCS OOIIMM OTIEJIOM TIOCIe WX PETUCTpaIuu
JUTSL OTIIPaBKH aJipecaTam.

Koppecnonnenius, mnoctynuBmias B OONMN OTAEN JUIsl PETHCTPAllUd U
ornpaBku nociie 15-00 (no matHuuam — nocie 14.00), oTopaBnsieTcs ClIeIyOMIAM
pabouuM gHEM.

10.2.22. Tlepencka  MeXJIy  yYaCTHMKaMM, OpraHaMd  BJacTU U
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opraHuzanusmMu, pabortatomumMu B cucteme  «/lemo»,  ocymiecTBisieTcs
C UCITOJIb30BAHUEM CUCTEMBI «Jleno».

JIOKyMEHTBI 3a TOANHUCHIO 3aMECTUTENIEH TJIaBbl AJIMUHHUCTPALIMH, CO3JAHHbIE
B COOTBETCTBYIOIIMX IpyINax JOKYMEHTOB B cHUCTeME «/[eno», perucTpupyrorcs u
OTHPABJISAIOTCS CIEUUATIMUCTAMU IPUEMHBIX 3aMECTUTENEH TTIaBbl A IMUHUCTPALUU.

10.3. 3akoHYEHHbBIEC JEJIONPOU3BOJICTBOM J€la OCTAlOTCd B CTPYKTYPHBIX
nojipa3ieNeHus X AAMUHUCTPALIMU JIJISl CIPABOYHOM pabOThI, a 3aT€M B COOTBETCTBUU
C HOMEHKJIATYpOW JeJI B TMOpPSAJIKE, YCTAaHOBJIECHHOM Hacrtodmen WHCTpykuuen,
CHAIOTCSI B apXWB, MPU 3TOM HMX DJIEKTPOHHBIE JOKYMEHTHI (RJIEKTPOHHBIE OOpa3bI
JIOKYMEHTOB) H3BIMAIOTCSI W3 CUCTeMBbI «Jlenmo» u B jJanbHEWIeM XpaHsSITCs
C MCIIOJIb30BAHUEM CUCTEMBI «APXUBHOE JIEIION.

10.4. Uadopmaruss 0 3aperHCTPUPOBAHHBIX JOKYMEHTaX W MyTAX HX
MIPOXOXKCHUS XPAHUTCS B DJICKTPOHHBIX 0a3zax cucteM «Jleno» u « ApXuBHOE JEJI0»
U JIOCTyNHa pabOTHHKaM AJIMUHHCTPAIMM B COOTBETCTBUU C 3aJaHHBIMU NPABAMHU
JOCTyTIA.

11. Opranu3zanus TOKyMEHTOO00pOTa B ACIONPOU3BOICTBE

Opranuzainus JOKYMEHTOOOOpOTa B AEJIONPOU3BOACTBE IMPEICTABISET COOOM
COBOKYINHOCTb ~ BHUJOB  paboOT,  OOecneyuBalOlIMX  COXPAaHHOCTb,  YYET,
CUCTEMATU3ALMI0  JIOKYMEHTOB,  (QopMupoBaHue 1  opopmiieHHE  Jell
B JIENONPOM3BOACTBE, HX nepepadyy B Taranporckuit ¢umman ['KY PO
«I"ocynapcTBeHHBbIN apxuB POCTOBCKOI 00J1aCTH» B COOTBETCTBUU C (PeAEPATbHBIM U
00JIaCTHBIM 3aKOHOJATEIbCTBOM, TpeOOBAHUIMU, YCTaHOBJICHHBIMU
rOCyJAapCTBEHHbIMH CTaHAAPTaMHU Ha JOKYMEHTBI, METOJUYECKUMH JOKYMEHTAMH
denepaabHOro apXMBHOIO areHTCTBA.

11.1. YyacTHUKaMu JUIsi XpaHEHHUS JOKYMEHTOB TIOCTOSIHHOTO XpaHEHWS,
BpEeMEHHOT0 XpaHeHus (cBbiie 10 er) npuMeHsieTcs: cuctema « ApXUBHOE JIETI0Y.

11.2. B cucreme « ApXUBHOE JI€JI0» XPAHATCS:

AJNIEKTPOHHBIE JOKYMEHTBl TIOCTOSIHHOTO XPaHEHHs, BPEMEHHOIO CpOKa
XpaHECHMUS;

ANIEKTPOHHBIE KOMUHU JOKYMEHTOB MOCTOSSHHOTO XPAaHEHHUsI, BDEMEHHOTO CPOKa
XpaHeHus, TOJY4YEHHbIE B pPE3yJbTaTe CKaHUPOBAHUS JOKYMEHTOB Ha OyMa)XHOM
HOCHTEJIE.

11.3. CocTtaB JOKYMEHTOB, CO3/aHHE, XpPaHEHHE, MCHOJIb30BAHHE KOTOPBIX
B cucreMe «Jleno» ocyiecTBisieTcs B popMe AIEKTPOHHBIX JOKYMEHTOB:

JOKYMEHTBI, JJIsl KOTOPBIX YCTAHOBJIEH BPEMEHHBIN CPOK XpaHEHHUS: TUIAHOBBIE,
OTUYETHBIE JOKYMEHTHI, Nojjiexalire o0001eHn0; NHHOPMAIIMOHHbIE JOKYMEHTHI;
CIPABOYHBIE JOKYMEHTHI; JOKYMEHTbI MO OINEpPaTUBHBIM BONPOCAM, B TOM YHCIIE
IEepENUCcCKa MEXIYy YYaCTHUKAMH CHUCTEMBI «Jlerno»; BHYTpEHHss Iepenucka
YYaCTHHKOB CHCTEMBI «/[€10»; TOKYMEHTBI M0 PErucTpalud, Y4YETy, KOHTPOIO U
ApYTHe;

JOKYMEHTBI MOCTOSSHHOTO UM BpEeMEHHOro (cBhbiiie 10 JIeT) CpOKOB XpaHEHHs
CO3/1al0Tcs B cUCTeMe «/leno» B BHIE 3JEKTPOHHBIX JTOKYMEHTOB M Ha OyMa)KHOM
HOCHTEJIE.
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11.4. JIokyMEHT TMOCTOSSHHOTO W BpeMeHHoro (cBeimie 10 5eT) cpokoB
XpaHEHUs Ha OyMa)XHOM HOCHTEJE, NOJINUCAHHBIH COOCTBEHHOPYYHOM MOJIHUCHIO
JNOJDKHOCTHOTO JIMA W HMEKOIIMK OTTUCK Ie€4YaTH, JOJDKEH COOTBETCTBOBATH
JIEKTPOHHOMY  JTOKYMEHTYy, 3aperHCTpUPOBAaHHOMY B cucreMe «Jlemo» H
3aBepeHHOMY OII.

11.5. OTBETCTBEHHOCTb 33  COOTBETCTBHE JOKYMEHTAa, pPa3MEIIEHHOTO
B CUCTEME «APXHUBHOE JIEJIO», TOKYMEHTY Ha OyMa>KHOM HOCHUTEJE HECET yYaCTHHUK
CUCTEMBl «ApPXHMBHOE JI€JI0» B JIMLIE COTPYAHUKA, Pa3MECTUBILETO JIOKYMEHT
B CHUCTEME «APXUBHOE JEIIO».

11.6. CocTaB 3JIEKTPOHHBIX JOKYMEHTOB, CO37aBa€MbIX IT0OJIb30BATEIISIMH,
YCTaHABJIMBAETCA B COOTBETCTBUM C HOMEHKJIATypaMu JeJl, YTBEPKICHHBIMU
HKCIIEPTHO-IIPOBEPOYHON KOMUCCUEN KOMHUTETA IO YNPABICHUIO APXUBHBIM JEJIOM
PocToBckoit o0nacTu.

OcHOBHBIMU BUJaMH pabOT, 00ECHEUNBAIOIIMMU MPABWIBHYIO OpPraHU3aLII0
JOKYMEHTOB B JICJIONPOU3BOJICTBE, SIBISIFOTCS COCTaBICHUE HOMEHKJIATYphl JIEl H
dbopmupoBaHue Je.

11.7. CocTtaBieHre HOMEHKJIATYPBI Je]1.

11.7.1. Homenkiatypa Jen — CHCTEMaTU3WPOBAHHBIN IEpEeYeHb 3arojIOBKOB
(HauMeHOBaHUI) 7€, 3aBOAMMBIX B  JCJIONPOU3BOACTBE  AJIMHHHUCTpAIUH,
C YKa3aHHEM CPOKOB UX XpaHEHUsI, OPOPMIICHHBII B YCTAHOBJIEHHOM IOPSIKE.

Homenkiatypa nien siBiisieTcs OCHOBOM JUIsl (pOPMHUPOBAHUS JIET U COCTABICHUS
ONMMCeH e, JOKYMEHTOB, OIMCEH 3JIEKTPOHHBIX JOKYMEHTOB IIOCTOSIHHOTO U
BpeMeHHbIX (cBbile 10 JIeT) CPOKOB XpaHEHHUs, B TOM YHCJIE MO JUYHOMY COCTaBY,
a TaKXe JJIs ydeTa Jiel BpeMeHHbIX (110 10 J1eT BKIIOYUTENBHO) CPOKOB XPaHEHHUSI.

11.7.2. Tlpu cocTaBneHUH HOMEHKJIATYpPHI e CIEAYeT PYKOBOJCTBOBATHCS
Hacrosmed HMHCTpyKuuen, TIOJ0KEHUSMH O CTPYKTYPHBIX MOJPA3ICICHUSIX H
opraHax AJMUHUCTPALMM C MPaBaMyu FOPUIAYECKOIO JIMIA, IITATHBIM PACIIMCAHUEM,
IUIAaHAMU U OTYETaMM O paboTe, MEepeyHs MU JTOKYMEHTOB C YKa3aHHUEM CpPOKOB HMX
XpaHEHMs, HOMEHKJIATYpaMH JIeJl 3a IpeamecTyromue rojael. [Ipu aTom n3yvarores
U CHCTEMAaTHU3UPYIOTCS JOKYMEHTBI, CO3Jarouiuecs B AJIMHHUCTPALUHA, WX BHIBI,
COCTaB M COAEPIKAHHUE.

B AnMuHHCTpanuu COCTaBISIFOTCS: HOMEHKJIATYPBI JIeJI  CTPYKTYPHBIX
noJpasieaeHuil AJAMUHUCTPALMKA, HOMEHKJIATYpPhl JI€Jl OpraHoB AJIMHMHHMCTpPalUd
C TMpaBaMH HOPUAMYECKOrO JIMIA, CBOJHAs HOMEHKJIATypa JeJd CTPYKTYPHBIX
nojapasaeneHuit Aqmunuctpanuu (npuioxenue Ne 17 k Hacrosmieit MHcTpykumm).

11.7.3. Homenknarypa neia CTPYKTYpHOTO MOJpasfeneHuss AJIMHHHCTpalUU
COCTABJISIETCSl  JIMIIOM,  OTBETCTBEHHBIM 32  BEICHHE  JIEJONPOU3BOJICTBA
B CTPYKTYPHOM TMOJpa3/IeJICHUH, C y4acTHEM paOOTHUKA apXuBa AIMUHUCTpPALHH,
MOJMKUCHIBAETCS PYKOBOJUTEIEM CTPYKTYPHOTO MOJpa3JEiICHUs U MPEACTaABISIECTCS
B 00muil otnen. BHOBb co3laHHOE WM PEOPraHM30BAaHHOE CTPYKTYpPHOE
nojpaszesieHue AJIMUHUCTpallMud 00s13aHO B MECSUHBIM CpPOK pa3paldoTarhb
HOMEHKJIATypy I CTPYKTYPHOTO MOJIpa3esieHus: U MPEACTaBUTh €€ B OOIIHI OTAE.

11.7.4. Homenknatypa gen  opraHa  AJMUHUCTpallMM C  [paBaMu
IOPUMYECKOTO JIMLA COCTABJISIETCSl  JIMLIOM, OTBETCTBEHHBIM 32  BEJCHUE
JIEJIONPOU3BOACTBA B OpraHe AJMHMHHCTpAalMU C MpaBaMH FOPHIAYECKOrO JIHIIA,
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c yyactueMm padbotnuka Taranporckoro ¢unuana I'KY PO «['ocynapcTBeHHbI apXuB
PocToBckoii 06macTu», MPOEKT HOMEHKIATYPHI 1€ MOANKUCHIBAETCS PYKOBOIUTEIEM
opraHa AJMMHUCTpallUM C IIpaBaMH OPHUIWYECKOrO JHIAa M IPEACTaBIAETCS
Ha YTBEPXICHUE DKCIEPTHO-IIPOBEPOYHONM KOMHUCCUM KOMHUTETA II0 YIPABICHUIO
apXUBHBIM Jies10M PocToBCcKkoil obacTu.

11.7.5. CBogHass ~ HOMEHKJaTypa Jel  CTPYKTYpPHBIX  MOApa3/elieHun
AnmMuHHCTpanuu (Jajlee — CBOAHAs HOMEHKIATypa Jell) COCTaBisieTcd OOLIUM
OTHeNIOM ¢ ywyactheM paOoTtHuka Taranporckoro ¢umuama I'KY PO
«['ocynapcTBennbiii apxuB PocToBckoil 001acTH» Ha OCHOBE HOMEHKIIATYp el
CTPYKTYPHBIX ITOAPA3ACICHUM.

11.7.6. IIpoexT cBOAHON HOMEHKIJIATYpHI el TMOAMHCHIBACTCS HA4YaJbHUKOM
o0IIero OTHAeNa, COTJIACOBBIBAETCS C OKCIEPTHOM KOMHCCHEH AJIMHHHUCTpAIWH,
YTBEPKIAETCS HKCIEPTHO-TIPOBEPOYHON KOMHMCCHEM KOMHUTETa IO YIPABICHUIO
apXUBHBIM JesioM PocToBcko# o0nacTu.

11.7.7. CBogHass HOMEHKJIaTypa JeJI ¥ HOMEHKJIaTypa Jiel OpraHoB
AIMUHHCTpauu € IMpaBaMH KOPUAMYECKOrO JIMLA OJUH pa3 B S5 JeT (B ciydae
U3MEHEHUs1 QyHKUUN U CTPYKTYpbl HOMEHKJIATypa AeJl MOJIEKUT EPECOCTABICHHUIO,
COIJIaCOBAaHUIO M YTBEPKICHHUIO PAHBIIE YKA3aHHOI'O IIEpUOAA) IIPENCTABIISECTCS
PYKOBOJMTENIEM Ha PACCMOTPEHHE OSKCIEPTHO-IIPOBEPOYHOM KOMHUCCHU KOMHUTETA
10 YIPaBJIECHUIO apXUBHBIM Jies10M PocToBCcKOI 0oOnacTu.

11.7.8. CBogHass HOMEHKJATypa JeJI W HOMEHKJIATYpbl [T OpTraHOB
AIMUHHCTpAaMM C TpaBaMd IOPUIUYECKOTO JIMIA €KErOJHO YTOYHSIOTCS
10 31 nexaOps U BBOAATCS B IeUCTBUE ¢ | sSTHBaps CJIEIYIONIETO KaJleHIapHOTO rojia.

11.7.9. Ilocne yTBep>KACHHSI WM yYTOYHEHHUS CBOJHAs HOMEHKJIATypa Aell H
HOMEHKJIATypbl /el OpraHoB AJIMHUHUCTpPAlUU C MpaBaMHU HOPUAWYECKOrO JIMLA
BHOCSITCA B 3JIEKTPOHHOM BHJIE B CUCTEMBI «/[e710» 1 «ApXuBHOE AEN0M.

CBoaHasi HOMEHKIJIATypa JIe] BHOCUTCA B CUCTEMY «APXUBHOE JEJI0» OOIIKUM
otnenoM. HoMeHKmarypsl nen opranoB AJIMUHUCTPALUX € NPaBaMH FOPHIAYECKOIO
JUIA, a TaKkKe IMOABEAOMCTBEHHBIX MM MYHHULIMIAIBHBIX YUYPEKICHUH W
NPEANPUATANA, BHOCITCS B CUCTEMY «APXHBHOE J€J0» JIMLIAMH, OTBETCTBEHHBIM
3a BEJEHHE JIEJIONPOM3BOJACTBA B OpraHax AJIMUHHCTpaUuMd C IpaBaMu
IOPUINYECKOTO JIMIIA.

11.7.10. CBonHasi HOMEHKJIaTypa JeJd TMedaraeTcs B TpeX OSK3eMIUIApax.
[lepBblil yTBEp>KIEHHBIA 3K3EMIUIAP HOMEHKIIATYpbl JI€7 SBJISETCS JOKYMEHTOM
MOCTOSIHHOT'O CPOKa XpaHEHHUs M BKJIIOYAETCs] B HOMEHKJIATYpy A€l B pa3jien o01ero
otnena. Bropoi sk3eMIuisip Cnoyib3yeTcst B kKauecTBe padboyero. Tpetuil nepenaercs
B Taranporckuii punuan I'KY PO «I'ocynapctBeHHbli apxuB PocTOBCKOI 001acTi.

11.7.11. Ha3BaHusiMH pa3/esioB HOMEHKJIATYPHI JIeJl SBJISAIOTCS HAaWUMEHOBAHMS
CTPYKTYPHBIX moApasacieHuii. B  CBOJZHOM HOMEHKIIATYpE el  pa3leiibl
pacrnoJiaratoTcsi B COOTBETCTBHM C YTBEPKIECHHON CTPYKTYpOl AJIMHHHUCTPALMHA H
KJIACCU(PUKATOPOM  CTPYKTYPHBIX TMOJpa3AeiCHU, OpraHoB AJIMHUHUCTPALUU
C MpaBaMu IOPUANYECKOTO JINLA, TOIBEIOMCTBEHHBIX YUPEKICHUN U IPEANIPUATHN.

11.7.12. B cBOIHYI0 HOMEHKIJIATypy Ji€Jd BKJIOYAIOTCS 3arojOBKU e,
OTpaXKarollMe BCE JIOKYMEHTHPYEMbIE HANPABICHUS JEATEIBHOCTH CTPYKTYPHBIX
No/Ipa3ieeHui AJIMUHUCTPALIMH.
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B HOMeHKIaTypy /€7 He BKIIOYAIOTCS MEPUOIUUECKUE U3TaHNUA.

11.7.13. I'padppl HOMEHKIATYPHI J€J 3aMOTHSIIOTCS CASAYIOITUM 00pa3oM.

B rpade 1 HOMEHKIATypwl 1€l MPOCTABISIOTCS WHACKCHI KaXKIOTO JIena,
BKIIFOUEHHOTO B HOMEHKJIATypy. WHAEGKC [ejJa COCTOMT W3 YCTaHOBIECHHOTO
B AIMUHUCTpanud [HQPPOBOro 0003HAYCHHSI CTPYKTYPHOTO TMOAPA3JCICHUS WU
MIOPSITKOBOTO HOMEpA 3arojioBKa Jiejla Mo HOMEHKJIaType B IpejesiaX CTPYKTYPHOTO
nonpaszaenenusi. MHAekch aen oOo3HadatoTcs apadckumu mudpamu. Hampumep:
60.06.4-05, tme 60.06.4 — ob6o3HadeHWE CTPYKTypHOro monapasmeneHus, 05 —
MOPSIKOBBINM HOMEpP 3arojIOBKa JieJia IO HOMEHKIIaType.

B rpady 2 HomeHKIaTyphI 17 BKIIOYAIOTCS 3ar0JI0BKH JIe] (TOMOB, 4acTel ).

3aroyoBOK Jienia JIOJDKEH YeTKO, B 000OIIeHHON (opMe OTpakaTb OCHOBHOE
COJIEp>KaHUE U COCTAaB IOKYMEHTOB JIefia.

He gomyckaercss ymoTpeOieHne B 3arojioBKe Jiela  HEKOHKPETHBIX
GbopMyIMPOBOK («pa3Hble MaTepHaybl», «OoOIIas MEepenucka» M T.O.), a TaKKe
BBOJIHBIX CJIOB U CJIOXHBIX 00OPOTOB.

3arojioBOK JieJla COCTOMT U3 3JEMEHTOB, PpAaCIOJIaraéMbIX B CIEAYIOLIEH
MOCJIEIOBATEILHOCTA: Ha3BaHWE BUJa Jena (Mepenucka, XypHal W T.J.) WIA
Pa3HOBUAHOCTH JOKYMEHTOB (IIPOTOKOJIbI, MPUKa3bl U T.J.); HAUMEHOBAaHUE OpraHa
BiIacTu (AaMuUHUCTpalusi ropoaa Taranpora) Wi CTPYKTYPHOTO TMOJpa3AeiICHUS
(aBTOp JOKYMEHTa); Ha3BaHUE OpraHU3alud, KOTOpOW OyIyT aapecoBaHbl WIIU
OT KOTOPOM OyIyT MOJY4YEeHBI JOKYMEHTHI (aipecaT Uil KOPPECTIOHACHT TOKYMEHTA);
KpaTKoe CoOfepaHhe JIOKyMEHTOB [ejia; Ha3BaHHE MECTHOCTH (TEpPPUTOPHUH),
C KOTOpPOHl CBSI3aHO COJIEp)KaHWE TOKYMEHTOB Jefa; nata (mepuoi), K KOTOPOH
OTHOCSITCSI IOKyMEHTHI Jieja (TJTaHbI U OTYETHI).

B 3aromoBkax gen, cojepkamumx JOKYMEHTHI 10 OJHOMY BOIPOCY,
HO HE CBSI3aHHBIX IMIOCJIEJIOBATEIFHOCTHIO HWCIIOJHEHHUS, B KadecTBe BHIA Jeia
ynoTpeOsieTcsl TEPMUH «IOKYMEHTBD», @ B KOHIIE 3arojIOBKa B CKOOKaX yKa3bIBalOTCSA
OCHOBHBIE Pa3HOBUIHOCTH JOKYMEHTOB, KOTOPBIE JIOJKHBI OBITH CIPYNIHUPOBAHbI
B Jienie (TUTaHbl, CIIMCKH, TOKIAabl U T.11.). Hanmpumep:

JIOKyMEHTBI O IPOBEICHUN TEMATUYECKUX BHICTABOK
(T1aHbl, CIIMCKY, TOKJIAJbI, XapaKTEPUCTUKN HKCIIOHATOR)

B 3arosioBkax ngen, coaepkanux MepenucKy, yKa3blBa€TCs, C KEM U M0 KAKOMY
BOIIPOCY OHA BEJAETCS.

B 3arosmoBkax  genm,  coaepXKampMx ~— NEPENUCKY € OJHOPOAHBIMH
KOPPECTIOHJIEHTAaMH, NTOCJIETHUE HE YKA3bIBAIOTCS, a YKa3bIBaeTCA MX 00I1ee BUIOBOE
Ha3Banue. Hammpumep:

[Iepenucka ¢ pyKOBOAUTEISIMU OPTaHU3ALUN U
npeanpustui ropoaa Taranpora

B 3aronoBkax gen, coAepKalUX ~— MEPENHCKYy C  Pa3HOPOAHBIMHU
KOpPPECMOHAEHTaMH, MOCIEAHUE He nepeuncinsatoTca. Hanpumep:
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[Tepenucka 006 opraHu3zanuy CEMUHAPOB U COBEIIaHUMN
10 BOIMPOCaM JIOKYMEHTHUPOBAHUS YIPABICHYECKON e TEIHHOCTU
B 3arosioBke zena yka3plBaeTCs KOHKPETHBIH KOPPECTIOHIEHT, €CIIH MEpenucKa
BeJIeTCs TOJIbKO ¢ HUM. Hampumep:

[lepenucka ¢ MUHUCTEPCTBOM 00pa30BaAHMUS
10 BOIMIpOCcaM y4eOHO-METOANYECKON paboThI

Ecnu conepxanune aena kacaercs OXHOW aAMUHHUCTPATUBHO-TEPPUTOPUAIIBHON
€IMHULBI (HACEJIEHHOTO ITyHKTa), €€ (€r0) Ha3BaHME YKA3bIBACTCSA B 3ar0JIOBKE JEJIa.
Hamnpumep:

[lepenucka ¢ O01acTHBIM My3€€M KpaeBeACHUS
(r. PocToB-Ha-JloHYy) 00 UCIIOJIB30BAHNUN HKCIIOHATOB

B 3aronoBkax jen, coaepanyx IJIAHOBYIO WJIM OTYETHYIO JOKYMEHTAIMIO,
yKa3bIBaeTCs nepuoj (KBapTai, roj), Ha (3a) KOTOPhIN COCTaBIIEHBI TIJIaHbl (OTYETHI).
Hanpumep:

I'onmoBoii otyeT 3A0 «KHHra» 006 UCTIOJHEHHH CMETHI TI0 OFOKETY

[Topsimok pacnosioKeHHsI 3arojOBKOB JI€Nl BHYTPH Ppa3/esioB W IMOAPA3/IEIOB
HOMEHKJIATYphI JI€] ONPEIEseTCS B COOTBETCTBUM CO CXEMOU CMCTEMaTu3aluu Je,
COTJIACHO METOJAMYECKUM PEKOMEHAAIMSIM KOMHUTETa MO YIPaBJICHUIO APXUBHBIM
nenoM PoctoBckoit o0nacTu.

3aroJIoBKM JIeJ1 MOTYT YTOUYHATHCA B Ipouecce GopMHUpOBaHUS U O(OpMIIEHUS
Jen.

I'pada 3 HOMEHKIATYPHI [1E] 3aMOIHSIETCS 0 OKOHYAHUH KaJIeHIapHOTO To/a.

B rpade 4 ykaszpiBaroTcs CpOK XpaHEHHUs Jejia, HOMEpa CTaTei Mo MepevHIo,
a IpU €ro OTCYTCTBHMM — MO THUIOBOM WJIM NPUMEPHON HOMEHKIAType IeJ, WU
JIPYTOM, COTJIACOBAHHBINA C ApXUBOM, CPOK XPaHEHUS.

B rpade 5 mpocraBmstorcs < OTMETKM O 3aBEIEHUM  JIeTa,
0 nepexoasueM aene (Hanpumep, nepexogsauee ¢ 2021 roga).

11.7.14. Tlo okOHYaHWU TOJla B KOHIIE HOMEHKJIATYPHhI JIeJ JeIaeTCs UTOroBas
3aMKCh O KOJIMYECTBE 3aBEJICHHBIX /1€ (TOMOB).

11.8. ®opmupoBanue 1 opopmieHue e.

11.8.1. JloxymeHTbI, 00pa30BaBIIUECS B MPOIECCE ACSITEIBHOCTH CTPYKTYPHBIX
nojApaszaeaeHuii A IMUHUCTPAIIUU, COCTABIISIOT JOKYMEHTAIbHBINA (DOH/I.

11.8.2. Eqununeit  kiaccupukaniu M CHUCTEMATHU3alldd  JIOKYMEHTOB
(Mo CcTPyKTypHOMY, (PYHKIIMOHAIBPHOMY, TEMAaTHYECKOMY TMpU3HAKAM H CpPOKaM
XpaHEHMs, BHE 3aBUCMMOCTH OT BUJa HOCUTENST MHGOPMAIMH) B JTOKYMEHTAIHLHOM
dbone SBISIETCS AEIIO.

11.8.3. ®opmupoBaHue el — rPyNIUPOBKA UCTIOTHEHHBIX TOKYMEHTOB B JIeJia
B COOTBETCTBUU C HOMEHKJIATYpOH JIe] U CUCTEMATH3allHsl TOKYMEHTOB BHYTPH J€na.

11.8.4. [lena dbopmupyroTcs B CTPYKTYPHBIX MOAPA3AEIECHUAX
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AJIMUHUCTpAaIUU.

Eaununeit yuera 31eKTpOHHOTO JOKYMEHTA SIBISIETCS JIEKTPOHHBIN IOKYMEHT,
3aperucTpUpPOBaHHBIN B cucTeme «Jlenoy.

HcnonHeHHple  DJIEKTPOHHBIE  JOKYMEHTHI  TPYNIUPYIOTCS B Jena
B COOTBETCTBUM C HOMEHKJIaTypod gen. [lpu cocraBieHMHM HOMEHKIATYphl el
CTPYKTYPHOTO MOJIpa3IeeHHs YKa3bIBACTCA, YTO JIENIO0 BEACTCS B AJICKTPOHHOM BHJIE.
ONEKTPOHHBIE JOKYMEHTBI IIOCJIE€ MX HCIOJHEHHS TOMJIEKAT XPAHEHUIO
B YCTAHOBJIEHHOM IOPSJIKE B TEUEHHUE CPOKOB, IPETYCMOTPEHHBIX JJIs1 AHAIIOTMYHBIX
JOKYMEHTOB Ha OyMa)XHOM HOCHUTEJE.

11.8.5. KonTposnp 3a mnpaBUIbHBIM (POPMHPOBAHUEM €T OCYIIECTBISETCS
JIMIIOM, OTBETCTBEHHBIM 3a JIEJIOMPOU3BOICTBO.

11.8.6. Ilpu dhopmupoBanuu 1en HEOOXOAUMO COOMIOAATH CIEIyIOIIHe 00Ie
npaBuia: MOMEIATh B JIEJI0 TOJIBKO HCIIOJIHEHHBIE JOKYMEHTBI B COOTBETCTBHH
C 3aroJIOBKamMH JeJI 110 HOMEHKJIAType; IPYIIHAPOBATh B JIEJIO0 JTOKYMEHTBHI OJHOTO
KaJIEHJAPHOIO I0/1a, 32 UCKIIIOYEHHEM IEePEXOAIIUX €, pa3lielbHO IPYIIUPOBAThH
B J€Jla JOKYMEHTBI IIOCTOSHHOIO M BPEMEHHOIO CpPOKOB XpaHEHHS; B JIEJIO
HE JIOJDKHBI IOMEIIATHCS JOKYMEHTHI, ITOAJIEKAIIUE BO3BPATY, JUIIHUE YK3EMILIPHI,
YEpHOBUKHU; MO 00BEMY €10 HE JOJKHO mpeBbimaTh 250 mucroB. Ilpu Hamuuun
B JIeJie HECKOJIbKMX TOMOB (YacTed) MHIEKC W 3arojloOBOK Jieda IPOCTaBISIOTCA
Ha KaXXJI0OM TOME C 100aBJIEHUEM «T. 1», «T. 2» U T.J.

11.8.7. JlokymeHTBl BHYTpH Jelila pacmojlaraloTcsi B XPOHOJOTHYECKOM,
BOIIPOCHO-JIOTMYECKOM MOCIEA0BATEILHOCTH WIIM UX COYETAHUU.

PacnopsautenbHble  TOKYMEHTHl TPYNIUPYIOTCA B Jejla 1O BHIAM U
XPOHOJIOTHH C OTHOCSIIIIMMUCS K HUM MTPUIIOKEHUSMU.

B otaenbHble Aefa MO XPOHOJIOTMM, B 3aBUCMMOCTH OT BUJA JIOKYMEHTOB,
(bopMHpYIOTCA KOMHMU MPaBOBbIX JOKyMeHTOB IIpaButenbcTBa PocToBCKoi 06mactu,
MPaBOBbIX akTOB AamuHuctpaunu u Pemenuii ['opoackoit Jymel ropona Taranpora.

ITonoxeHnus, WHCTPYKLMH, YTBEP>KJICHHBIE pacnopsAIUTEIbHBIMU
JNOKYMEHTaMH, SBIISIFOTCS TPUJIOKEHUSAMHM K HUM M TPYHIUPYIOTCS BMECTE
C YKa3aHHBIMHU JOKYMEHTAMH.

IlocTaHOBIEHMS, PACHOPSDKEHUs, AJIMHUHHUCTPAUUM, 3aMECTUTEIEH TJIaBbl
AJIMUHHCTpaUy TPyIIUPYIOTCS OTAENBHO MO KaXJA0MY BUy IPABOBBIX aKTOB.

IIpOTOKOJIBI B J1€I€ PACIIONIATAKOTCS B XPOHOJIOTMYECKOM MOPSAKE [0 HOMEPAM.
JIokyMeHTbl K  TpOTOKOJaM, CIrpyNIUPOBAHHBIE B  OTIENbHBIE  J€na,
CUCTEMATU3UPYIOTCS BHYTPH JieJia IO HOMEpaM MpPOTOKOJIOB.

VYTBepkKACHHbIC TUJIaHbl, OTYETHI, CMETbHI, JIMMHUTHI, TUTYJbHbIE CIHCKU U
JIPYTUe JOKYMEHTBI TPYNIUPYIOTCA OTACIBHO OT MPOEKTOB.

JIOKyMEHTBI B TUYHBIX JIeJIaX pacroiaraloTcs Mo Mepe UX MOCTYIUICHHUS.

Benenue nen MyHUIIMNANBHBIX CIYXaIIUX OCYIIECTBISETCS B COOTBETCTBUU
c VYxazom [IlIpesumenta Poccuiickoit ®eneparmun ot 30.05.2005 Ne 609
«O6 ytBepxaeHuu [lonokeHHss O TEPCOHANBHBIX JAHHBIX TOCYJApPCTBEHHOI'O
rpaXxaaHCKoro ciryxamero Pocculickon denepanuy U BEAEHUU €TI0 JIMYHOTO JEIay.

Ilepenucka  rpynmupyercss  3a  HEpUOJ  KaJ€HAApHOIO  Troja |
CUCTEMAaTHU3UPYETCA B XPOHOJIOTHUECKOH mocienaoBareabHocTu. [Ipu Bo300HOBIEHNN
NEPENUCKA IO OIpPEAEIICHHOMY BOIPOCY, HayaBUICHCA B NPEAbLAYLIEM TOAY,

64



JOKYMEHTBI BKIIIOYAKOTCA B JI€JI0 TEKYLIEro Troja C YyKa3aHWeM HHJEKca Jera
MPEAbIAYIIEro roja.

11.8.8. JlIokyMeHTBl  MOCTOSSHHOTO  XpaHECHHsS  MoJJiekaT  O(pOPMICHHUIO
B JieNia 10 OKoH4YaHuM rojaa. OgopmieHue Jena BKIYaeT B ce0si KOMIUIEKC padoT
M0 OINKCAHUIO JieNia Ha 00JIOKKeE, OpOIIIOPOBKE, HyMEpalluu JIMCTOB U COCTaBJICHUIO
3aBEPUTEILHON HAMKCH.

Homepa nucToB jgena MpOCTaBISIOTCS Ha JIMCTaX KapaHAAlloOM B IPaBOM
BEPXHEM YTITy.

Odopmnenne  TOKyMEHTOB B  Jiella  MPOBOAUTCA  OTBETCTBEHHBIMHU
3a  JIEJIONPOM3BOJACTBO B CTPYKTYPHBIX  MOJApA3AENEHUsAX  paOOTHUKAMH
IIPU METOJUYECKON MOMOIIN OOIIEro OTAENA.

11.8.9. B 3aBHCHMMOCTH OT CpPOKOB XpaHEHHUS TMPOBOJUTCS TOJHOE WIIH
yacTuuHoe oopmienue aen. [lonmHomy opopmileHHIO MOAJIEkKAT JieJa MOCTOSTHHOTO,
BpeMeHHOro (cBbimie 10 Jier) XpaHeHus M 1O JHMYHOMY cocTaBy. llomHoe
oopmiieHHe Jnena mpenycMaTpuBaeT: O(OpPMIIEHHE PEKBU3UTOB OOJIOXKKU Jela
no ycraHoBlieHHON ¢opme (mpumnoxkenue Ne 18 k Hacrosimedt WHCTpykium);
HYMEpaluio JIMCTOB B JIEJ€; COCTABJICHUE JIUCTa-3aBEpUTENS Jena (MpUIoKEeHHE
Ne 19 k mHacrosmedt WHCTpyKIMH); COCTaBlIieHHE B HEOOXOIUMBIX —CIIydasix
BHYTpEHHEH omucu JOKyMeHTOB jena (mpwiokenne Ne20 Kk Hacrosmien
WHCTpyKIMK); MOAIIMBKY M TEPEIUIET Jiela; BHECEHHWE HEOOXOAMMBIX YTOUHEHUH
B PEKBU3UTHI OOJIOKKH Jena.

11.8.10. OGn0xKa jaena MOCTOSHHOTO, BpeMeHHOTro (cBbimie 10 neT) XpaHeHus
Y 110 IMYHOMY COCTaBy 0(hOpMIISIETCS IO YCTAaHOBJIEHHOM (hopMme.

PexBu3uTHI, mpocTaBisieMble Ha OOJIOXKKE Jiena, O(QOPMIIIOTCS CIIECIYIOIINM
oOpa3zoM: «AaMUHUCTpalMsi Topojga TaraHpora» — YyKa3bIBaeTCsl IOJHOCTBIO
B MMEHHUTEIIbHOM TMaJiekKe; «HAUMMEHOBAaHUE CTPYKTYPHOTO MOAPA3ACICHUSD —
3alMChIBACTCSl HAMMEHOBAHHWE CTPYKTYPHOIO TMOApas/eieHus AJIMHHUCTpaLUU
B COOTBETCTBUU C YTBEPXKIECHHOW CTPYKTYpOH; «HMHIEKC JAeNiay — IMPOCTaBISAETCS
nudpoBoe 0003HaYEHHE Jeia [0 HOMEHKIAType Jel AJAMHUHHUCTPAINH; «3aroj0BOK
Jiesa» TEPEeHOCUTCS M3 HOMEHKIATYpbl JAell AJMUHHUCTpAILUHM, YTBEP>KIECHHOU
HKCIIEPTHO-NIPOBEPOYHON KOMHUCCHEH KOMHUTETa MO YHPABICHUIO apXUBHBIM J1€JIOM
PocTtoBckoit oOnacTH; «gaTa naena» — YyKa3bIBaeTcsi Troj (ronbl) 3aBEACHUS U
OKOHYaHMs Jieja B IeIOMPOU3BO/ICTBE.

Jlatoii nen, coaepKalux pacHoOpPSAUTEIbHYIO JTOKYMEHTAIMI0, a TaKke
JUISL JIeN, COCTOSIIIMX M3 HECKOJIbKUX TOMOB (YacTeil), SIBISIOTCA KpalHuE JaThl
JIOKYMEHTOB Jeljia, T.€. AaTbl (YUCJO, MECAl, roJ) PErucTpauuu (COCTaBICHHUS)
CaMOTr0 paHHEro U CamMoro MO3JAHEro JOKYMEHTOB, BKIIOUEHHBIX B jeno. IIpu 3Tom
YUCJIO W roja 00O03HAyaroTcs apaOCKuMu HudpamMu, Ha3BaHHE Mecsla IMUILETCS
CJIOBAMH.

B nensax obecriedyeHusi COXpaHHOCTH U 3aKPETICHUS MOPSAIKa PacHoIOKEHUs
JIOKYMEHTOB, BKJIIOYEHHBIX B JEJI0, BCE €ro JIUCThI, KPOME JIUCTa 3aBEpUTENS U
BHYTpEHHEH omucu, HyMmepyrTca. JIMCTBI HyMepyroTcsi MpPOCTBIM KapaHJalioM
B IIPABOM BEPXHEM YTITYy JIUCTA.

JIMCTBI 1€, COCTOSILUX M3 HECKOJbKMX TOMOB HWJIM 4YacTei, HyMepyrTcs
10 Ka)/I0OMy TOMY (4aCTH) OTIEIBHO.
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dororpadpuu, UepTekKU, AUArpaMMbl W JIpPYrHe HLIIOCTPUPOBAHHBIE U
cnenupuyecKre JTOKYMEHTBI, TMPEJCTABISAIONIMEe CaMOCTOSITENIbHBIA JUCT B JeEle,
HYMEPYIOTCS HA 00OPOTHOM CTOPOHE B JIEBOM BEPXHEM YTITY.

[loamuTeie B €70 KOHBEPTHI C BIOXKEHHUSIMU HYMEPYIOTCS B CIIEIYIOLIEM
MOpsIJIKE — BHaYaje HyMEepyeTCsi KOHBEPT, a 3aT€M OYEPEIHbIM HOMEPOM — KaXKJ0€
BJIO’KEHHE B KOHBEPTE.

[locne 3aBepuieHHs] HyMepaluud JIMCTOB COCTaBJISICTCS 3aBepUTEIbHAs
HAJIUCh, KOTOpas pacrojaraerca B KOHIE Jela. J3aBepUTENIbHAs HaJIIUCh
COCTaBIJISIETCSI B JIeJie Ha OTAEJBbHOM JIHMCTE-3aBepuTene nena. B 3aBepurTenbHOM
HaAMUCH nudpaMu U IPONUCHIO YKA3bIBAIOTCSA KOJMYECTBO JIMCTOB B JAHHOM JIEe,
0COOCHHOCTH OTAETBHBIX JTOKYMEHTOB (4epTexu, poTtorpaduu, pUCyHKH H T.I1.).

3aBepuTeNibHAas HAANKMCh MOJANHUCHIBAETCA €€ COCTABUTENIEM C YKa3aHUEM
paciiM(ppoOBKM MOJIKUCH, JOHKHOCTH M JIaThl cocTaBiieHus. KonudecTBO JHMCTOB
B JleJ€ NpPOCTaBisieTcs Ha OOJOXKE [ela B COOTBETCTBUU C 3aBEPUTENIbHOM
Ha/JIIIUACHIO.

PexkBuszutr «Cpok XpaHeHus Jeja» MEepeHOCUTCS Ha OOJOXKKY Jena
U3 COOTBETCTBYIOIEH HOMEHKIATYPBI JI€J MOCJIE CBEPKHU €r0 CO CPOKOM XPaHEHHS,
YKa3aHHbIM B TIEPEYHE THUIIOBBIX YIPABJICHUYECKUX APXUBHBIX JOKYMEHTOB,
00pa3yoIuXCcsi B MPOLECCE JAEATEIbHOCTH TOCYAApCTBEHHBIX OpPraHOB, OPraHOB
MECTHOTO CaMOYIIPaBJIEHUS U OpraHU3alni, C YKa3aHHEM CPOKOB XPaHEHHS.

Ha nemnax nocTOSHHOTO XpaHEHUs MUIIETCA: « XPAHUTh TOCTOSHHO.

ApxuBHbli mmdp nena (Homepa (oHAA, ONUCH, Jeda) Ha OOJOXKKaX Hen
NOCTOSIHHOTO XpaHeHusa mnpoctaBisiercs B Taranporckom ¢umnane I'KY PO
«l'ocynapcTBeHHbI apxuB PocToBckOM 00JacTW» YepHWIAMH TOJBKO IOCIHE
BKJIFOYEHHUS] ATUX JeJl B TOJOBBbIE€ pa3Aesibl CBOJHBIX OMNUCEH, YTBEPKIECHHBIX
AKCIIEPTHO-TIPOBEPOUYHON KOMUCCHUEM.

Ha o6noxkax Jen TOCTOSHHOIO XpaHEHHWs MpeaycMaTpUBAETCS MECTO
JUTs HAMMEHOBAHUS apXKBa, B KOTOPBIN OyIyT mepeiaBaThCs Jena.

11.8.11. inss y4yeTa NOKYMEHTOB OTMPEICICHHBIX KaTEropuid MOCTOSIHHOTO U
BPEMEHHOTO CpOKOB (cBbimie 10 JeT) XpaHeHHs, ydeT KOTOPBIX BbBI3BIBACTCS
cnenuuKol JTaHHOM JOKyMeHTanuud (0co0O0 IIeHHbIE, JIMYHBIE Jena W T.1.),
COCTABJISIETCSI BHYTPEHHSS ONIUCH JOKYMEHTOB JIENa.

BHyTpeHHSI ONUCH COCTABIISIETCS HA OTACJIBHOM JIMCTE M0 YCTAaHOBJIEHHOMN
dbopme, KOTopast COAEPKUT CBEACHHS O MOPSAIKOBBIX HOMEPAX JOKYMEHTOB Jela, UX
WHJIEKCaxX, JaTaxX, 3arojloBKaX M HOMEpax JIMCTOB JeJia, Ha KOTOPBIX PACIHOJIOKEH
KKl 1oKyMeHT. K BHyTpeHHEe! ONUCH COCTaBJISIeTCSl UTOTOBas 3alUCh, B KOTOPOU
yKa3bIBaeTcs HU(ppaMu U MPONKUCHI0 KOJIMYECTBO BKIIOYEHHBIX B HEE JOKYMEHTOB U
KOJIMYECTBO JIUCTOB BHYTPEHHEW OMUCH.

BHyTpeHHsIE OnuCh JOKYMEHTOB JieJla TOJIUCHIBAETCA COCTaBUTEIEM
C YKa3aHWeM pacim(poBKHU MOAMKCH, TODKHOCTH U JIaThl COCTAaBJICHHs onucH. Eciun
JIEJI0 YK€ MEPEIIETEHO U MOALINTO, TO 3aBEPEHHASI COCTABUTENIEM BHYTPEHHSIS OMUCH
JIOKYMEHTOB JIeJla IOAKJIEUBAETCS 32 BEPXHUM Kpall K BHYTPEHHEW CTOPOHE JIMIEBOU
00JIOXKKH Jena.

11.8.12. JIokyMeHTBI, COCTABJISIIOIIUE JEIIO, MOITNBAIOTCS Ha YEThIPE MPOKOJIA
B TBEpPAYI0 OOJOXKKY M3 KapTOHa WJIM TMEPEIUIETAlOTCA C YYETOM BO3MOXHOTO
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cBOOOHOTO YTEHHS TEKCTa BCEX JOKYMEHTOB. [Ipum moAroToBKE 1ed K MOJIIMBKE
(meperieTy) — MeTaUIMYECKHWe  cKperieHus  (OyJaBKW,  CKpPENKH,  CKOOBI)
U3 TOKYMEHTOB YJIaJISFOTCS.

Hena BpemeHHoro (10 10 JeT BKIIOYUTEIBHO) XPAHEHHS IOIYCKAETCS XPaHUTh
B CKOpOCIIMBATENSIX, HE MPOBOJUTH NEpecHUCTeMaTH3alllI0 JIOKYMEHTOB B JIEJ€,
JIUCTHI Jieia He HyMEpOoBaTh, 3aBEPUTEIIbHBIC HAIITUCH HE COCTABIIATD.

11.9. Opranuzanusi onepaTuBHOTO XPaHEHUsI JOKYMEHTOB.

11.9.1. C momeHTa 3aBe/ICHUS U JI0 TIEpEavy B apXUB Jieja XPAHATCS 1O MECTY
ux (popmupoBaHUsl.

11.9.2. PykoBoauTenu CTPYKTYPHBIX TMOApa3eieHU AIMUHUCTPALUU U
paOOTHHKHM, OTBETCTBEHHBIE 3a JEJIONPOM3BOACTBO, OO0sA3aHBI 00ECHe4YnBaTh
COXPaHHOCTb JOKYMEHTOB U JIEJL.

11.9.3. [lena, Haxoasmupecss B pabounx KOMHATaX M CHEIUATBHO OTBEICHHBIX
JUTSL 9TOM 1IeTTM TTOMEIIEHUSIX (apXUBOXPAHWIUIIAX ), PACTIONATAIOTCS B BEPTUKAIHLHOM
MOJIOKEHUM KOPEIIKaMH HapyKy B 3alupaeMbiX MIkadax, o0ecreynBaolMX HUX
IOJIHYI0 COXPAaHHOCTb, MPEAOXPAHSIOLINX JOKYMEHTHl OT MbUIM M BO3AEHUCTBUSA
COJIHEYHOI'O CBETA.

B nensix noBbllIeHNs ONEPAaTUBHOTO OUCKA IOKYMEHTOB JI€JIa pacrojaraiTcs
B COOTBETCTBUU C HOMEHKJIATypoil nen. HoMeHknaTypa aen WM BBIIIUCKA U3 HEe
MIOMEIAETCs] Ha BHYTPEHHEH CTOpOHE IIKada.

Ha kopemikax 0010%eK 1€ yKa3bIBalOTCSI HHIEKCHI 10 HOMEHKJIATypeE.

11.10. Opranu3zanus cnucaHus TOKyMEHTOB B cucTeme «Jlemoy.

11.10.1. Bce 3apeructpupoBaHHble B cucteMe «Jleno» ITOKyMEHTBI, Kak
BXOJSIIME, TaK M HUCXOIdAIlWe, TMOJyIeKaT cnucaHuto «B  memo» corjacHo
YTBEPKJICHHOM HOMEHKIaType nen. s 3Toro Heo0XOauMO BHECTH OTMETKY
O CIOHCAaHMM JIOKYMEHTa B JKypHaJI TMepeJayd IMyTeM  ONpeaeieHus
COOTBETCTBYIOILIETO MHAEKCA Ji€]a, MPOCTABICHUS JaThl CHUCAHUS U ONpPENEICHUS
THUIIA JOKYMEHTa (OpUTHWHAJ WA KOIIHS).

11.10.2. Ciucanuio mojyiekaT TOJBKO HMCIOJHEHHBIE JOKYMEHTBI, BCE
HOpPYUYEHUS B KOTOPBIX CHATHI C KOHTPOJISL.

11.10.3. JlIokyMeHTBI, 3aperucTpUpPOBAHHBIC 3a TIOJIMUCHIO 3aMECTUTENCH
rJIaBbl AJIMUHUCTPAIIUU, PYKOBOJUTENEH CTPYKTYPHBIX MOJPA3CICHUN U OpPraHOB
AJIMUHHCTpAIIMU C TIpaBaMU IOPUAMYECKOrO JIUIA, a TakKXKe I0JIBEIOMCTBEHHBIX
MYHHUITUTIATBHBIX YUPSKICHUA W TPEANPHUATHH, CIHCHIBAIOTCS OTBETCTBECHHBIMH
32 JIeJIONPOM3BOJICTBO pPA0OTHUKAMU CaMOCTOSITENbHO. Takum ke o0pa3om
MPOU3BOJIMTCS CIUCAHUE JOKYMEHTOB, HAINpaBJIECHHBIX HEMOCPEACTBEHHO B aapec
YKa3aHHBIX JOJKHOCTHBIX JIULI.

JIOKYMEHTBI, 3aperucTpupOBaHHbIC 3a NOANUCHIO IaBel ropoxa Taranpora,
a TaKXe MOCTYIUBILKE B €r0 aJpec, CIIUCHIBAIOTCS COTPYIHUKAMU OOIIEro OTAeNa.

12. Tlopsimok mepenayu JOKYMEHTOB Ha XpaHEHHUE B apXUB
12.1. JlokxymeHTBl ~ AJAMUHUCTpAaMM  ropoja  TaraHpora,  UMeEOIINE
HUCTOPUYECKOE, HAYYHOE, COLIMATIbHOE, IKOHOMUUYECKOE, TOJIUTUYECKOE U KYJIbTYPHOE

3HauC€HHUEe, OTHOCsAImHUecs K  WH(DOPMAIMOHHBIM  pecypcaM,  COCTaBISIOT
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rocyaapcTBeHHyr0 4acTth ApxuBHoro ¢onaa Poccuiickoii denepainuu, SBISIOTCS
COOCTBEHHOCTBIO ~ TOCYJapCTBa M MOJJIEKAT  MOCTOSHHOMY  XPaHEHUIO
B Taranporckom ¢uiauane rocyJapCTBEHHOTO Ka3eHHOTO yupexaeHus PocToBckoii
obnactu «locynapctBenHbii apxuB PocroBckoii obmactu» (mamee — TO I'KY PO
«I"APO») B COOTBETCTBHUHU C JICUCTBYIOIIMM 3aKOHOIaTE€ITLCTBOM.

12.2. Ins xpa"neHus: JoKyMeHTOB ApxuBHoro ¢oHma Poccuiickoit deaeparuu
U 3aKOHYEHHBIX  JICNIONPOU3BOACTBOM  JIel  MPaKTUYECKOTO  3HAUYCHMS
B AZIMUHHCTpAIH CO3J]ACTCSI apXUB.

12.3. dynkuuu  apxuBa AJMHUHUCTpAIlMM OCYIIECTBIET OOUIMI  OTAeN
AnmMuHucTpanuu ropoja Taranpora.

12.4. ApxuB AIMUHUCTpPALIUU OCYIIECTBIISIET CEAYOMKUEe QyHKIUU:

12.4.1 CoxpaHHOCTb JOKYMEHTOB, CIlpaBOYHas paboTa MO MepeAaHHbIM
HAa XpaHEHHWE [OKYMEHTaM, BblJadya JOKYMEHTOB BO BPEMEHHOE IOJH30BAHHE
pabOTHHUKAM CTPYKTYPHBIX TOJIpa3/ieJIeHU AIMUHUCTPALINH.

12.4.2. Opranuzanusi A0CTyna K OJJIEKTPOHHBIM JOKYMEHTaM, XPaHSIIUMCS
B CUCTEME «APXUBHOE JIEIO».

12.4.3. Beijaya apXMBHBIX CHPABOK, KOMHM, BBIMUCOK W3 JOKYMEHTOB
OpraHu3alUsIM.

12.5. Jlena TOCTOSHHOTO XpaHEHHUS Ha OYMa)KHOM HOCUTENE TMepeaaloTCs
Ha XpaHEHUE B apXMB HE paHee ueM uepe3 | rog u He mo3aHee, yeM uepes 3 rojaa
Moclie 3aBEepUICHUS Jel B JEJIONPOU3BOACTBE CTPYKTYPHBIX TOJpa3AeeHUsIX
AJIMUHUCTpaLUU.

12.5.1. Jlena BpemeHHbIX (M0 10 J€T BKIIOYMTEIBHO) CPOKOB XpaHCHUS
Ha OyMa)XHOM HOCHTEJIE XPAHITCS B CTPYKTYPHBIX TOJIPa3ACIEHUSIX U 10 UCTCUECHUIO
CPOKOB WX XpaHEHHs, TOCJIe TPOBEACHHUS DJKCHEPTU3bl IEHHOCTH, MOJJIeKAaT
YHUUTOKEHHUI0O HAa OCHOBE aKTa O BBIACICHWH K YHUYTOXKEHHIO JOKYMEHTOB,
HE TIOJIISKAIINX XPAHEHUIO.

12.5.2. 3aBepiieHHbIE  JIETOMPOU3BOJCTBOM  3JIEKTPOHHBIE  JOKYMEHTHI
MOCTOSTHHOTO W BpPEMEHHOTO XpaHeHus (cBeimie 10 jeT) moasiexaT XpaHEHUIO
B cucteme «Jleno» 10 nepenadn B CUCTEMY «APXUBHOE JEIIOM.

12.5.3. DNeKTpOHHBIE JOKYMEHTHI MOJJICKAT XPAHEHUIO B YCTAaHOBJICHHOM
nopsiike B cucteme «Jleno» («ApXvUBHOE JI€JI0») B T€UYEHUE CPOKOB, OMPEIEICHHBIX
COOTBETCTBYIOIIEM HOMEHKNaTtypou nei. Ilocine ucredeHuss Cpoka XpaHEHUs OHU
MOJJIe)KaT YHUUYTOXKEHUIO HA OCHOBE aKTa O BBIACICHUHM K YHUYTOXXCHHIO
JIOKYMEHTOB, HE TTOJJISKAIIUX XPAHEHHUIO.

12.5.4. 3aBepuieHHble  JI€TOMPOU3BOJCTBOM  3JEKTPOHHBIE  JOKYMEHTHI
MOCTOSTHHOTO W BPEMEHHOTO XxpaHeHus (cBwimie 10 7eT) mopyiexaT XpaHEHUIO
B cucreMe «Jlemo» 1o nepegaun B CUCTEMY «APXUBHOE JEJI0Y.

12.5.5. OTBETCTBEHHOCTh 3a HENPABOMEPHOE YHUYTOXEHUE 3JIEKTPOHHOIO
JOKyMEHTa HECeT YYAaCTHHUK — BJAJeJel] COOTBETCTBYIONIUX DJIECKTPOHHBIX
JIOKYMEHTOB.

12.6. DkcnepTr3a HIEHHOCTH JOKYMEHTOB.

12.6.1. JIns opraHu3aiiuu ¥ MpOBEEHUS DKCMEPTU3bI IEHHOCTH JOKYMEHTOB,
oTOOpa MX Ha TOCYAAPCTBEHHOE XpaHEHUE B AJMUHUCTPAIINH CO3ACTCS dKCIIEPTHAS
KOMHUCCHSI.
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12.6.2. ®ynkuuu W TpaBa  IKCIEPTHOM KOMHUCCHM  AJIMUHHUCTpPALUU
ONPENENSIOTCA  TMOJIOKEHUEM 00  AKCIEPTHOM  KOMHCCHH,  YTBEPKICHHBIM
pacnopspkeHreM AJIMUHHUCTpAIUU.

12.6.3. CoctaB 3KCHEpPTHOW KOMHUCCUM YTBEPXKIAETCS PaCHOpSHKEHHEM
AJIMUHHUCTpaINH.

12.6.4. DxcriepTr3a IEHHOCTH  JIOKYMEHTOB  JIOJKHA  OCYIIECTBIISATHCS
M0 3aBEPIICHUH JIETIONPOU3BOJICTBEHHOIO I0/1a.

12.6.5. IIpu IPOBEJICHUN AKCIIEPTU3BI LEHHOCTH JIOKyMEHTOB
OCYILIECTBISIOTCS OTOOP JOKYMEHTOB IOCTOSHHOTO XpaHEHUS M 10 JIMYHOMY
COCTaBY, BBIJICIICHUE K YHUUYTOXKECHHIO /1€, CPOKH XPAHEHUS KOTOPBIX HCTEKIIU, TpU
3TOM OJHOBPEMEHHO TPOBEPSIOTCS KAuecTBO W TMOJHOTa JIEHCTBYIOIIEH
HOMEHKJIATypbl ~ JIe7, COOJIOJICHHE YCTAaHOBJIEHHOTO TMOpsiaka oQopmileHus
JIOKYMEHTOB ¥ (JOPMHUPOBAHUS JIETI.

12.6.6. OTO0p MOKYMEHTOB IPOBOJUTCA HA OCHOBAHMM TIEPEYHS TUIIOBBIX
YIPABJICHUYECKUX apXUBHBIX JJOKYMEHTOB, 00pa3yIOIIUXCS B MPOIECCE NEATETbHOCTH
rOCyJapCTBEHHBIX OPraHOB, OPTaHOB MECTHOT'O CaMOYIPABIICHUS W OpraHU3aIlHi,
C YKa3aHHEM CpPOKOB WX XpaHEHHUs, YTBEPKIEHHOTO mpukazoMm DenepaibHOTO
apxuBHOTO areHTcTBa OT 20.12.2019 Ne 236 n HOMEHKIATYpPHI Al AAMUHUCTPALIUH.
He nomyckaercs oTOOp JOKYMEHTOB JUIsl XpaHEHUS W BBIJCICHUS] K YHUYTOXEHUIO
TOJIbKO HAa OCHOBaHHUH 3aroJIOBKOB JIEJI.

[Ipu MOAMCTHOM TIPOCMOTpPE AEIN MOCTOSHHOTO XPAaHEHHS TOJICKAT U3BATHIO
NyONeTHbIE OJK3EeMIULIPBl  IOKYMEHTOB, YEPHOBHUKH, HEOMOPMIICHHBIE KOIHH
JIOKYMEHTOB M JIOKYMEHTBI BPEMEHHOTO Cpoka xpaHeHusd. Jlema ¢ mometkon IIIK
(9KCTIEpTHO-TIPOBEPOYHAST KOMHCCHS) TIOJBEPTAIOTCS TAKXKE MOJMCTHOMY MPOCMOTPY
C IIENBIO OMpeAeNieHUs] UCTOPUYECKOW IEHHOCTH W BBIJEICHHUS HMX W3 COCTaBa
JTIOKYMEHTOB, MOJICKAIINX TIOCTOSTHHOMY XPaHEHHUIO.

12.6.7. Tlo pe3ynbTaTam O3KCHEPTU3bI IEHHOCTH JOKYMEHTOB CTPYKTYPHBIX
nojipa3zesieHuit AIMUHUCTPALUUA OOLIUM OTAEJIOM COCTABJISIFOTCS OMUCH €T

12.6.7.1. Ha nena moctossHHOTO XpaHeHus (mpuioxkenue Ne 21 x HacTosIie
Huctpykiun).

12.6.7.2. Ha nena mo nu4HOMY cocTaBy (mpuioxkeHue No 22 K HacCTOSIICH
Huctpykiun).

12.6.7.3. Ha nena BpeMeHHbIX (cBbimie 10 J€T) CpPOKOB XpaHEHUS
(mpuioxenue Ne 23 k Hacrosed MHCTpyKIun).

12.6.8. Onucu es MOCTOSIHHOTO XPaHEHUs! COCTABJISIOTCS MO YCTAaHOBJICHHOU
dbopMe B YETHIpeX SK3EMIUIIpax, OMUCH JIeJ MO JMYHOMY COCTaBy COCTaBISIOTCS
B TPEX JK3EeMIUISIPAaX W MPEACTABISAIOTCS HAa YTBEPKACHUE YKCIIEPTHO-MPOBEPOUHOM
KOMHCCHUU KOMUTETA IO YIIPABIECHUIO apXUBHBIM JIeJIoM PocToBCKoi 001acTy.

12.6.9. OT00p NTOKYMEHTOB K YHUUTOXEHUIO C UCTEKIIMMHU CPOKAMH XPaHECHUS
IPOBOAUTCS MOCIIE COCTABIICHUS OMUCH /1€ IIOCTOSTHHOTO XPaHEeHHS.

12.6.10. lena u mokyMeHTHl BpeMeHHBIX (10 10 1eT) CpoKOB XpaHEHUS
BKJIFOYAIOTCS B aKT O BBIJCICHUM K YHUYTOXXEHHUIO JIOKYMEHTOB, HE MOJICKAITUX
XPaHEHHIO, €CIIM TIPETYCMOTPEHHBIN ISl HUX CPOK XpaHEHHUS HCTEK K | ssHBaps roja,
B KOTOPOM COCTAaBJIEH aKT.

12.6.11. AKT O BBIJEIIEHUH K YHUYTOXXCHHUIO JOKYMEHTOB, HE IOJIeKAIIUX
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XpaHEHUID  COCTAaBJSIETCSl HAa  BCE  Jella  CTPYKTYPHBIX  MOJPA3IAECICHUIM
AIMUHHCTpaMy OTBETCTBEHHBIMH 3a JEJONPOU3BOACTBO M IMPEIOCTABISAETCS
Ha COIIaCOBaHUE B 00U 0TAen AAMUHUCTpauuy (mpuiokeHue Ne 25 K HacTosen
HNHucTpykium).

IIpoekT akTa MOANMCHIBAECTCS JIMLIOM, OTBETCTBEHHBIM 3a JIEJIONPOU3BOJICTBO
B CTPYKTYPHOM MOJPA3JECICHUH, PYKOBOAUTEIEM CTPYKTYPHOTO NOJApAa3JEiICHUS U
HAaYaJIbHUKOM OOILEro OTJeNna, OTBETCTBEHHBIM 3a apXuB AJMUHHUCTpAUU U
IIPEACTABIIAECTCS HA COTJIACOBAHUE IKCIIEPTHOM KOMUCCUU AIMUHUCTPALUU

[locne cormacoBaHusi akTa O BBIIEIEHUM K YHUYTOKEHHUIO JIOKYMEHTOB,
HE TMOJUIeKAIUX XPAaHEHUIO, C SKCHEPTHOM KOMHMCCHEH AJIMUHUCTpalUH, aKT
NEepeacTcsl Ha YTBEPKIACHUE 3aMECTUTENI0 TIJaBbl AJIMUHUCTpalUMU Tropojaa
Taranpora 1o BHyTpEHHEN MOJIUTHUKE U OPraHU3aLMOHHBIM BOIIPOCAM.

[locne ncreyeHus: CPOKOB, YCTAHOBJIEHHBIX IS XPAHEHHS SJEKTPOHHBIX JIEJ
(97IEKTPOHHBIX JIOKYMEHTOB), Ha OCHOBAaHUHU aKTa O BBIJCICHUU K YHUYTOXKEHHUIO
JOKYMEHTOB 3JIEKTPOHHBIE IOKYMEHTBI I1OJIEKAT YHUUTOKEHUIO.

YHUUTOKEHHUE JIEKTPOHHBIX JI€7 (3JIEKTPOHHBIX JOKYMEHTOB) MPOU3BOAUTCA
MUHUCTEPCTBOM IU(PPOBOrO pa3BUTUSA, HWH(OPMALMOHHBIX TEXHOJOTHHA M CBS3U
PocToBckoii o0nactu (mprka3z MUHUCTEPCTBA MHPOPMAIIMOHHBIX TEXHOJIOTUN U CBSI3U
PoctoBckoit o6mact ot 18.09.2023 Ne 187 «O0 yTBEepkKIACHHUH METOAUYECKUX
pekomMeHaauuii 1o paboTe B  MEXBEIOMCTBEHHOM CHCTEME 3JEKTPOHHOTO
JIOKYMEHTOO000pOTa U JeI0NpPOor3BOACTBA «Jlemoy).

12.6.12. B apxuB mepemaloTcs Jela C HUCHOJHEHHBIMH JOKYMEHTaMHU
MOCTOSIHHOTO, BpeMEHHOro (cBbiie 10 JeT) XxpaHeHWs W MO JUYHOMY cocTaBy. Mx
nepeaaya OCyIIECTBIIAETCS OTBETCTBEHHBIMU 3a AEJIIONPOU3BOACTBO B CTPYKTYPHBIX
MOAPA3AEIEHUAX B COOTBETCTBUU C HOMEHKJIATYPOU AN AIMUHUCTPALIAH.

JIOKyMEeHTBl TOCTOSIHHOTO, BpeMeHHOro (cBeime 10 ner) XxpaHeHuss u
[0 TUYHOMY COCTaBY NepelatoTcs B 001U OTAe AIMUHUCTPAIUU JIJIsl SKCIIEPTHU3BI,
¢dopmupoBanus, OoGOpMIEHUS W BKIOYEHHUS B ONUCH. JIOKYMEHTBHI MOCTOSIHHOTO
cpoka xpaHeHus, co3gaHHble B COJl «/lemo», mpemocTaBisitoTcsi Ha OyMa)XHOM
HOCHUTEJIC, 3aBEPEHHBIE NOMANKCHI0 PYKOBOJMUTENS M I€4YaTbl0 CTPYKTYPHOIO
NO/Ipa3/IeJICHUSI.

12.6.13. IlpueM kakmoro Jejia MPOM3BOJIUTCS PaOOTHUKOM OOIIEro OTAeIa,
OTBETCTBEHHOTO 32 apXUB, B MPUCYTCTBUHU PAOOTHUKA CTPYKTYPHOTO MOJpa3AeICHUS
AJIMUHUCTpaLUU.

Bce BbIsiBIEHHBIE IPU MPOBEPKE HENOCTATKUA B (DOPMUPOBAHUM U OPOPMIICHUHU
Jien pabOTHUKHU CTPYKTYPHBIX MOJIpa3eieHnil AIMUHUCTPALUU 00s13aHbl YCTPaAHUTh.

12.6.14.B cnydyae JUKBUAAIMU WIA PEOPraHU3ALMU  CTPYKTYPHOTO
nojapaszieneHuss  AJIMUHUCTpallMM  JIMIO,  OTBETCTBEHHOE 32  BEJICHHE
NEJONPOU3BOJACTBA, B TMEPUOJA MPOBEACHUS JUKBUAAIMOHHBIX MEPONPUSITHIA
dbopMupyeT Bce UMEIOLIMECs JTOKYMEHTHI B Jieia, opopMIIsIeT Aefla U MepelaeT HxX
B apxuB oOOHIEro OTAeNla HEe3aBUCUMO OT CpokoB xpaHeHusa. Ilepemaua ngen
OCYLIECTBJISIETCS IO ONUCSAM J€1 U HOMEHKJIAType Je.

12.6.15. 3bsiTHE AOKYMEHTOB W3 J€Jl MOCTOSIHHOTO XpaHEHHs JOIyCKaeTcCs
B HCKJIIOYMTENBHBIX CIIy4asX U MPOU3BOAMUTCA C PAa3peLICHHUs] HadalbHHUKA OOIIEro
OTZEeJIa C 3aMEHOM B JIeJIE€ 3aBEPEHHOM KONMWEH JOKYMEHTa M IPUIIOKEHUEM aKTa
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O IIpUYMHAaX BblJIa4U IMOJJIMHHUKA.
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[Tpunoxenue Ne 1
K MHCTpYyK1IMN
10 I€JIONPOU3BOJCTBY
B AJIMUHUCTpaIlUU
ropona Taranpora

OBPA3IIbI IITAMIIOB
JUIsl IPUMEHEHMS B IEJIONPOU3BOICTBE AIMUHKMCTpanny ropoaa Taranpora

Anmunuctpanus ropojia Taranpora
« » 20 ron
Bxopgamuit Ne

Anmvunuctpanus 1. Taranpora

Ne
yi. IlerpoBckas, 73 347900
KOHTPOJIb
3ABU3NPOBAHO

¢ mpumeneruem Ol
00Ut OTHIEN
AnmuaHCTpanmy ropoaa Taranpora

(moamnuce) (®.1.0.)

(nmara)

IMOAIINMCAHO
¢ npumereruem DI
o0mii oTaen
AnmuaECcTpanmu ropoaa Taranpora

(moanucs) (®.1.0.)

(mata)

BEPHO
o0uwmii oTaen
AnmunucTparu ropoja Taranpora

(Tmonmmch) (®.1.0.)

(nara)

BEPHO
o0muit oTIen
AnmunucTparu ropoja Taranpora

(moamuce) (®.1.0.)

(mara) HavansHuk o0miero otnena

PeructpaiimoHHslil mrami
BXOJISIIIIEH KOPPECTIOHACHIINI
Pasmep B npenenax 65 x 20 MM

PerucrpanoHHbli WITaMII
Pasmep B npenenax 70 x 17 MM

KoHnTponbHbIil mtamn
Pasmep B npenenax 50 x 10 MM

IlITamm obmero oTaena
JUIS TIOATBEPKACHUSA COOTBETCTBUS
pacreyaTaHHOT'O 3JICKTPOHHOTO
JIOKYMEHTA €ro 3JICKTPOHHOMY 00pa3y
Pasmep B npenenax 65 x 38 MM

[HITamm o6iero otaena
JUIS TIOATBEPKAECHUSA COOTBETCTBUA
pacrnevyaTaHHOro IEKTPOHHOTO
JIOKYMEHTA €ro 3JICKTPOHHOMY 00pa3y
Pa3mep B npenenax 65 x 38 MM

[lITamm obmero oTaena
JUTSL TIOATBEPIKACHHUS] COOTBETCTBHSI
KOITUHU OPUTHHAITY JJOKYMEHTa
Pa3mep B npenemax 65 x 38 MM

[lITamm obmero oTaena
JUIS TIOATBEPKACHUSA COOTBETCTBUSA
KOITUHU OPUTHHAITY JJOKYMEHTa
Pa3mep B mpenemax 65 x 38 MM
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[Tpunoxxenune Ne 2
K MHCTpYyK1IMN
10 I€JIONPOU3BOJCTBY
B AJIMUHUCTpaIlUU
ropona Taranpora

HAUMEHOBAHUE
rpyni J0KYMEHTOB, UCIIONIb3yeMbIX Tipu co3nanuu PKITJ]

1. Uadopmarus 0 X0J1e
UCIIONHEHN I. Taranpora

2. Ucxomsmue I'maBel Tropoaa
Taranpora

3. Ucxopmamue JIOKYMEHTBI
Anmunuctpanuu 1. Taranpora

(ACII)

4. Vcxonmsime u3
Anmunuctpaiuu r. Taranpora

5.0t1BeThl Ha  OOpaIIeHHS
rpakJaH B  aIMHUHHUCTPAIIHIO
r. Taranpor

6. Ucxomamme  3aMecTHUTENEH
IJIaBbl AJIMUHUCTpAIlMA TOpoja
Taranpora

Hcnons3yeTcss nOpH HaNpaBlI€HUU JOKYMEHTOB
B BHJIe MH(OPMALIUK O XOJ€ UCHOJIHEHHs, popma
KOTOpOM yTBEpKJEHA NPHKA30M MHUHHUCTEPCTBA
uudposoro pa3BuUTH, UH(OPMAITMOHHBIX
TEXHOJIOTUA M CBs3M POCTOBCKON 00JacTu OT
18.09.2023 Ne 187 «O06 YTBEPKACHUN
METOAMYECKUX  pEKOMEHJalMii 1o  paboTte
B MEKBEIOMCTBEHHON CHCTEME JJIEKTPOHHOIO
JOKYMEHTO000pOTa U IETIONPOU3BOICTBA «/leno»

Hcnonp3yercs npu HanpaBiIeHUU JOKYMEHTOB 3a

IMOAITNCBIO ['maBe1 ropoga TaraHpora
JOJDKHOCTHBIM JIU1aM, ABJAIOIIMMCSL
Y4aCTHUKaMH

Hcnionp3yercss mpyu HampaBJIEHUM JTOKYMEHTOB C
noMmetkor «JICII» 3a moanuceio ['maBbl ropopaa
Taranpora

Hcnonb3yercss nmpyu HaNpaBJIeHUA JOKYMEHTOB 3a
noanucbto  I'maBel  ropoma  Tarampora wu
3aMeCTUTEeNIe TJiaBbl AJIMHUHUCTpALIMM TOpoJa
Taranpora B aapec JODKHOCTHBIX JIMI, HE
SIBJISIFOIIUXCSI YHaCTHUKAMU

Hcnons3yeTcs npu HanpaBJIEHUH JTOKYMEHTOB 3a
noanuceto  I'maBel  ropoma  TaraHpora wu
3aMeCTUTeNIe TJIaBbl AJMUHHCTPALMU TOPOJAA
Taranpora B ajpec rpaxaaH, OOpaTHUBILIUXCS B
AnMuHucTpanuio ropoaa Taranpora B MOpsIIKe,
yCTaHOBJIEHHOM  DefepalbHbIM ~ 3aKOHOM  OT
02.05.2006 Ne 59-®3 «O nopsizke paccMOTpEHUs
0OpallleHni Tpa)Kaan»

Hcnonw3yercss nmpu HamnpaBiI€HUM JOKYMEHTOB 3a
MOAINUCHI0  COOTBETCTBYIOIIMX  3aMECTUTEJEH
raBbl  AJMHHUCTpaliMd  ropoaa laranpora
JOJ>KHOCTHBIM JM1LaMm, SIBJISTFOLLIAMCS
y4aCTHUKAMU
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7. Ucxomsamue 3aMECTUTEIEN
r1aBbl AJMUHUCTPALIMM TOPOJia
Taraunpora (JICII)

8. Ucxopsmue  CTPYKTYpHBIX
MOAPA3AECIEHUA W OpPraHoOB
AJIMUHUCTpaIuu ropojaa
Taranpora c IIpaBamMu
IOPUIMYECKOTO JINLA

9. Ucxopsmue  CTPYKTYpPHBIX
MOAPA3NAEIEHUA W OpPraHoOB
AnMuHHCTpanuu ropoja
Taranpora C paBaMu

topuaundeckoro ymma (ACIT)

10. ITocTaHoBJIEHUSA I'naBel

ropoaa Taranpora

11. Pacniopsixenus I'maBb1

ropoaa Taranpora

12. ITocta"oBieHus
Anmunuctpanuu r. Taranpora
13. Pacniopsoxenus
Anmvunuctpanuu r. Taranpora
14. Pacniopsixenus
3aMeCcTUTEeNeH TJIaBBI
AJMUHHCTpaIUU ropojaa
Taranpora

15. Ilpuka3ssl 3aMECTUTEIIEN
rJIaBbl AJMUHUCTpALMU ropojaa
Taranpora

Ucnonb3yercss npu HanmpaBlIE€HUU ITOKYMEHTOB C
MMOMETKOM «JICID» 3a MOAIKUCHIO
COOTBETCTBYIOIINX 3aMeCTUTeIICH rJ1aBbl
AnmuHncTpanuu ropoga Taranpora

Hcnonp3yercs npu HanpaBiIeHUU JOKYMEHTOB 3a
MOANMCBI0  COOTBETCTBYIOIIMX  PYKOBOJIUTEIIEH
CTPYKTYpHBIX  IOAPA3JAEICHUA WU  OpPraHOB
AnMmuHHCTpanuu ropoja TaraHpora ¢ InpaBamMu
IOPUANYECKOTO JINLA

Hcnonw3yercs npu HanpaBJICHUU JIOKYMEHTOB C
IIOMETKOU «J1CII» 3a HOJMIUCHIO
COOTBETCTBYIOIIUX PYKOBOJMUTENIEH CTPYKTYPHBIX

MOJpa3ACJICHUA UM OpraHoB  AJMHHUCTPAIUU
ropoga TaraHpora ¢ IpaBaMH HOPUIUYECKOTO
JIALA

HCHOJ’IBBY@TC}I IIpu CO31aHNU
IIOCTaHOBJICHUS | 1aBBI T opoaa TaraHpora

IPOEKTA

Ucnonw3yercs pu CO3/IaHUU IIPOEKTA
pacnopspkenus I maBel ropoga Taranpora
Hcnonp3yercs pu CO3/IaHUU MPOEKTa
ITIOCTAHOBJIEHUS AJIMUHUCTpanuu ropoja
Taranpora

Hcnonp3yercs npu CO3JIaHUU MPOEKTA
pacnopsiKEHUs AZMUHHCTpauuu ropoja
Taranpora

Hcnonp3yercs npu CO3JIaHUU MPOEKTA
pacropsKEHUs 3aMECTUTEIA TJ1aBbl
AnmMuHUCTpanuu ropoaa Taranpora

Hcnonw3yercss mpu co3gaHUM IPOEKTa MpPHUKA3a
3aMECTUTENId TJaBbl  AJMUHHCTpAIMU  TOpPOJAa
Taranpora
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[Tpunoxxenune Ne 3
K MHCTpyKIIMH
10 JAEJONPOU3BOACTBY
B AJIMUHUCTpaluu
ropoaa Taranpora

OBPA3EI]
noctaHoBJieHus [ aBsl ropoga Taranpora

Nzo6paxenue ['epba
ropoja Taranpora

POCCHUNCKAS ®EJEPAIIAA
POCTOBCKASI OBJIACTD
MYHULIMIAJBLHOE OBPA3OBAHME «T'OPOJ] TATAHPOT»
TJIABA TOPOJIA TATAHPOT A
MOCTAHOBJIEHUE

Ne r. Taranpor

(3aroo0BoK (0 yem?)

(mpeamOya)

MMOCTAHOBJIALIO:

(TocTaHOBISIOMIAS YACTh)
1.

2.

I'maBa ropona Taranpora JInunasg noanucey Nuunmansl, GamMuaus



[Tpunoxenue Ne 4
K MHCTpyKIIMH
10 JAEJONPOU3BOACTBY
B AJIMUHUCTpaluu
ropoaa Taranpora

OBPA3EIL
pacniopsbxenus [ nmaBsl ropona Taranpora

N3o6paxenne ['epbda
ropozaa Taranpora

POCCHUNCKAS ®EJEPAIIAA
POCTOBCKASI OBJIACTD
MYHULIMIAJBLHOE OBPA3OBAHME «T'OPOJ] TATAHPOT»
TJIABA TOPOJIA TATAHPOT A
PACHOPSI)KEHUE

Ne r. Taranpor

(3aroo0BoK (0 yem?)

(mpeamOya)

(pacriopsiauTenbHAs YacTh)

1.

2.

I'maBa ropona Taranpora JInunasg noanucey Nuunmanel, hamuius
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[Tpunoxenue Ne 5
K MHCTpyKIIMH
10 JAEJONPOU3BOACTBY
B AJIMUHUCTpaluu
ropoaa Taranpora

OBPA3EIL
MOCTAHOBJICHUSI AIMUHUCTpauuu ropoaa Taranpora

Nzo6paxenue ['epba
ropoja Taranpora

POCCHUNCKAS ®EJEPAIIAA
POCTOBCKASI OBJIACTD
MYHULIMIAJBLHOE OBPA3OBAHME «T'OPOJ] TATAHPOT»
AJIMAHUCTPALIMS TOPOJA TATAHPOT A
MOCTAHOBJIEHUE

Ne r. Taranpor

(3aroo0BoK (0 yem?)

(mpeamOya)

MMOCTAHOBJIALIO:

(TocTaHOBISIOMIAS YACTh)
1.

2.

I'maBa ropona Taranpora JInunasg noanucey Nuunmanel, hamunus
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[Tpunoxxenue Ne 6
K MHCTpyKIIMH
10 JAEJONPOU3BOACTBY
B AJIMUHUCTpaluu
ropoaa Taranpora

OBPA3EIL
pacnopsbkeHnst AAMUHHACTpanuy ropojaa Taranpora

Nzo6paxenue ['epba
ropozaa Taranpora

POCCHUNCKAS ®EJEPAIIAA
POCTOBCKASI OBJIACTD
MYHULIMIAJBLHOE OBPA3OBAHME «T'OPOJ] TATAHPOT»
AJIMAHUCTPALIMS TOPOJA TATAHPOT A
PACHOPSI)KEHUE

Ne r. Taranpor

(3aroo0BoK (0 yem?)

(mpeamOya)

(pacriopsiauTenbHAs YacTh)

1.

2.

I'maBa ropona Taranpora JInunasg noanucey Nuunmanel, hamuius
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[Tpunoxenue Ne 7
K MHCTpyKIIMH
10 JAEJONPOU3BOACTBY
B AJIMUHUCTpaluu
ropoaa Taranpora

OBPA3EIL
PACIOPSKEHUSI 3aMECTUTENS TJIaBbl AJIMUHUCTpALUK ropoja Taranpora

Nzo6paxenue ['epba
ropozaa Taranpora

POCCHUNCKAS ®EJEPAIIAA
POCTOBCKASI OBJIACTD
MYHULIMIAJBLHOE OBPA3OBAHME «T'OPOJ] TATAHPOT»

SAMECTUTEJIb
I''TABBI A/IMUHUCTPALIUU I'OPOJA TAI'AHPOT' A
PACHHOPSKEHHUE
Ne r. Taranpor

(3aro0BoK (0 yem?)

(mpeamOya)

(pacriopsiauTenbHAas YacTh)

1.

2.

3aMeCTHUTED IJIaBhI
AJIMUHHCTpaIUM ropoja
Taranpora JIngHast moanucey Nunmmanel, GamMuaus
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[Tpunoxxenune Ne 8
K MHCTpYyKIIMH
O JICJIONPOU3BOJICTBY
B AJIMUHUCTpaluu
ropoaa Taranpora

OBPA3EI]
odopmiieHUs MUChMa Ha OJaHKe

[IBeTHOC M300pakenue ['epbOa
ropozaa Taranpora

POCCHUNCKAS ®EJEPAIIAA
POCTOBCKASI OBJIACTD
MYHULIMIAJBLHOE OBPA3OBAHME «TOPOJ] TATAHPOT»

AIMUHHUCTPALIUA T'OPOIJA TAT'TAHPOT' A

yi. IlerpoBckas, 73, r. Taranpor, PoctoBckast o6nacts, 347900
web: www.tagancity.ru, https://letters.donland.ru/

Ne
Ha Ne oT (xomy?)
(bamunus, THUITAATIBI)
(TIO4TOBBII agpec)
YBaxaeMblii(as) !

(M3, OTUECTBO)

(TexcT muchbMa)

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

I'maBa ropona Taranpora JIngHast moanucey Nunmmanel, GamMuaus

damuns, UMsi, OTIECTBO UCTIOTHHUTETS,
tenedoH
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[Tpunoxxenune Ne 9
K MHCTpYyKIIMH
10 JAEJONPOU3BOACTBY
B AJIMUHUCTpaluu
ropoaa Taranpora

OBPA3EI]
odopmiieHUs MUChMa Ha OJaHKe

[IBeTHOC M300pakenue ['epbOa
ropozaa Taranpora

POCCHUNCKAS ®EJEPAIIAA
POCTOBCKASI OBJIACTD
MYHULIMIAJBLHOE OBPA3OBAHME «TOPOJ TATAHPOT »

I''/TABA TOPOJIA TATAHPOT' A

yi. IlerpoBckas, 73, r. Taranpor, PoctoBckast o6sacts, 347900
web: www.tagancity.ru, https://letters.donland.ru/

Ne (xomy?)

Ha Ne oT

(bamunus, THUITAAITIBI)

(TIO4TOBBII agpec)

YBaxkaeMblii(as) !
(M3, OTUECTBO)

(TexcT muchbMa)

[Ipunoxxenue: Ha S 1. B 1 9K3.

I'maBa ropona Taranpora JIngHast moanucey WNanmmansl, pamumus

damMuays, UM, OTYSCTBO HCITOJTHUTEII,
TesnedoH
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KYPHAII
yuyeTa 0JIaHKOB CTPOrOif OTYETHOCTH

[Tpunoxenune Ne 10
K MHCTpyKIIMH
10 JAEJONPOU3BOACTBY
B AZIMUHUCTpaIlUU
ropoaa Taranpora

Ne Hara HaumenoBanue | Homepa GnankoB ITognuce
n/a BUa OJIaHKA OTBETCTBEHHOI'O
1 2 3 4 5
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KYPHAIJI
y4eTa pacChUIKU OJIAHKOB CTPOTOM OTYETHOCTH

[Tpunoxenue Ne 11

K MHCTpYyKIIMH
10 JAEJONPOU3BOACTBY

B AJIMUHHUCTpaIllUU

ropona Taranpora

Ne n/mt | HammenoBanue | KonmuectBo | Homepa | HammenoBanue | @©.U.O. Pacniucka B
Byja OTaHKa | BBIIAHHBIX | BBIJAHHBIX | CTPYKTYPHOTO |TIOJNyYaTess | MOJyYeHUH
0J1aHKOB OJlaHKOB | mojpa3feneHust | OnaHka
1 2 3 4 5 6 7
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KYPHAII
yueTa YHUUYTOXKEHUS OJJaHKOB CTPOTOil OTYETHOCTH

[Tpunoxxenue Ne 12
K MHCTpYyKIIMH
10 JAEJONPOU3BOACTBY
B AJIMUHHUCTpaIllUU
ropoaa Taranpora

Ne | Hammenosanue | KommuectBo | Homepa HanmenoBanue ®.1N.0. | Ilpumeyanue
n/n | BuAa OlaHKa | YHHYTOXKA | YHUYTOXKA | CTPYKTYpHOIO |MOJydaTelis
EMBIX €MBIX IIOAPAa3AEIICHUS Oy1aHKa
OaHKOB OJ1aHKOB
1 2 3 4 3) 6 7
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[Tpunoxenue Ne 13
K MHCTpyKIIMHK
O JICJIONPOU3BOJICTBY
B AJIMUHUCTpaIlUU
ropoaa Taranpora
OBPA3EIL
oopMIIEHUS TPOTOKOIA

I[TPOTOKOIJI
3aceaHusl KOMHCCHU 110

(nmaTa 3acemaHus)

(MecTO U3MaHus)

[Ipencenarens Cwmupnos C.C.
CexkpeTapb AntonoBa M.N.
[TpucyrcrBoBasin: 30 yenoBeK (CIIUCOK MPUIIAraeTCs)

(ecnu 10 15 yenoBek, TO B MPOTOKOJIE YKA3bIBAIOTCS (pamuiuu
C MHUIMATIAMH B aJIpaBUTHOM MOPSAKE Yepe3 3aIsTyIo).

[TIOBECTKA JIHA:

1 O nopsiake MOATOTOBKU K KOH(GEPEHIIUH.
Jloknan HayanbHUKA OTHAENA. . .
2 O...

Jlokiiaa 3aMeCTUTEIIS] PYKOBOJIUTEIIS. . .

1. CJOIYIIAJIN:
CokoioBy A.W. — TeKCT T0KIIa1a MpUIIaraeTcsl.

BBICTVYIINJIN:
HBanoB M.U. — kpaTkasi 3anuch BBICTYIUICHUS (OT TPETHETO JIUIIA).

[TOCTAHOBWJIA (PEILJIN):
1.1. OnoOpuTs...
1.2. ..
2. CJIVIIAJINA:
BBICTVYIINJIA:
[TOCTAHOBWJIA (PEILNJIN):

[IpencenarenbCcTBYOMMI JInyHas moanucey Wuannmansl,
bamums

Cexkpertaphb JInunas noanucey WNanmmansl, pamumus
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[Tpunoxenue Ne 14
K MHCTpYyKIIMH
10 JAEJONPOU3BOACTBY
B AJIMUHUCTpaIlUU
ropoaa Taranpora

YTBEPX/IAIO
I'maBa ropona Taranpora
(moamuce) (MHULMATBI, (haMUITHS)
« » 20 r
OBPA3EIL]

o(popMJIEHUS TIEPEUHSI IOPYUYEHUI 110 UTOraM pabovynX COBELIAHUMN
(omepaTUBHOE M paclIMPEHHOE IJIaHEPHbIE coBelanus [ maBbl ropoga Taranpora 1
3aMeCTHUTeJIeH TI1aBbl AIMUHUCTpAuu ropoja Taranpora)

INIEPEYEHD

HOpyLIeHI/Iﬁ I10 UTOraM OIICPATUBHOI'O COBCIIAHUA « » 20 I.

No ConepxaHue MopyyeHHst OTBETCTBEHHBIN 3a Cpok
n/n WCIIOJIHEHHE VCIIOJTHEHUSI
1 | HaBectn caHUTapHbId TNOPSIOK Cunopos H.T'. 15.05.2022

Ha 3aKpEIUICHHOW TEPPUTOPUH. NBanos U.H.

J10IT0KHUTH 00 UCTIOTHCHUH
2 | IlpoBectn coBemnianue ITerpor M.JI. 17.06.2022
3

damuns, UMsi, OTIECTBO UCTIOTHHUTETS,
TenedoH
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[Tpunoxenue Ne 15
K MHCTpYyKIIMH
O JIEJIONPOU3BOICTBY
B AJIMUHUCTpaIlUU
ropoaa Taranpora

YTBEPXIAIO
I'maBa ropona Taranpora

(TM4HAs TOANKCH, MHUIMAIIBI, (PaMUITHS)

« » 20 r.
OBPA3EL]
r1aHa paboTsel AqMuHucTpamuu ropoaa Taranpora Ha 20 1. (kBapTau)
Ne HanmenoBanue mepornpustus Cpox Hcnonaurens Kontpous 3a ®opma oTuera
n/n UCIIOJIHEHUS UCIIOJIHEHUEM 00 MCIOJHEHUH
1 2 3 4 5 6
1 OcCHOBHBIE MEPONIPUATHS IO OCYLIECTBJICHUIO ITOJIHOMOUYMI AIMUHHCTpanuu ropoja Taranpora
JUIs PELIEHUs BOIIPOCOB MECTHOT'O 3HAUYEHUS
1.1
1.2
2 [ToaroToBka NpoOEKTOB MyHUIIMIAJIBHBIX ITPABOBBIX akKTOB roposaa Taranpora
2.1 ITonroroBka npoektoB pewmenuii I'opoackoii lymel roposna Taranpora, BHOCUMBIX AaMuHHCTpanuen ropoja Taranpora B ['oponckyro
Jymy ropona Taranpora
2.1.1
2.1.2
2.2 IloaroroBka NpoEKTOB IPABOBBIX aKTOB A IMUHHUCTpanuu ropoaa Taranpora
2.2.1
2.2.2
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3 HOI[I‘OTOBK& AHAIIMTUYCCKUX U CIIPABOYHBIX MAaTCPHUAJIOB, BEACHUC OaHKa JaHHBIX

3.1

3.2

Opranu3zanus 1 MpoBeJCHUE 3acelaHN, COBEIIIaHUH, CEMUHAPOB

4.1

4.2

OpranuzalvoOHHbIE MEPOIPUATHUS

5.1

5.2

3aMeCTUTEIIb TJ1aBbI
AnmuHucTpanuu ropoga Taranpora
10 BHYTPEHHEW MOJIMTUKE
Y OpraHU3allMOHHBIM BOIPOCAM

(uHULIAATBI, aMIITHS)

damuns, UMs, OTIECTBO UCTIOTHHUTETS,
TenedoH

88



YTBEPXJIATO
I'maBa ropona Taranpora
(3aMecTuTeNb TI1aBbl AJIMUHUCTPALIMH
ropona Taranpora)

(JIMYHAs TOANKCH, MHUITUAIIBI, (haMuITus)

« » 20 T.
OBPA3EIL]
1J1aHa padoThl CTPYKTYPHOTO NOApa3AcieHus: ATMUHUCTpaluu ropoaa Taranpora Ha 20 r. (kBapTain)
Ne Haumenosanue meponpusatus Cpok Hcnonuurens Kontpous 3a ®opmMma otueTa
/11 VCTIOJTHCHHU S WCIIOJTHEHUEM 00 MCTIOJTHCHUH
1 2 3 4 5 6
1
(HaMMEeHOBaHUE MEPOTTPUSITHUS)
11
1.2
2
(HaMMEeHOBaHUE MEPOTTPUSITHUS)
2.1
2.2
PykoBoauTeNb CTPYKTYPHOTO OAPA3ICIICHUS
(MHULIMATIBL,

bamums)

damMuns, uMsi, OTYSCTBO MCIIOJTHUTEIS,

TesneoH
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[Tpunoxenue Ne 16
K MHCTpYyK1IMN
10 I€JIONPOU3BOJCTBY
B AJIMUHUCTpaIlUU
ropona Taranpora

KYPHAJI
y4ucTa BblJIa41n rneyaTei U IITaMIIOB
No | Orruckmn Komy BbI1aHO [ara [Ipumeuanue
/11 | TIeyaTeit u HaMEHOBaHHUE bamunus, naTa u Bo3Bpata | (oTMeTKa 00

HITaMIIOB | ITOApa3aCiICHusA, Iac HHUI U AJIbI paciicCka B | 1 pacClliCKa yHI/I‘-ITO)KeHI/II/I)
XpaHATCA II€YaTH U | OTBETCTBCHHOI'O | IIOJIYYCHHH | B IPUEMKC
mITaMIIbl JrIa

1 2 3 4 5 6 7
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[Ipunoxenue Ne 17
K MHCTpYyKIIMH
O JICJIONPOU3BOJICTBY
B AJIMUHUCTpaIlUU
ropoaa Taranpora

OBPA3EIL
CBOJIHOW HOMEHKJIATYPHI €)1 AAMUHUCTpanuu ropoja Taranpora

MynununansHoe 0Opa3oBaHue VTBEPXJIAIO

«I"opox Taranpor»
3aMecTUTENb I1aBbl AIMUHHCTPALUN

ropozaa Taranpora 1o BHyTpeHHEN
MOJINTUKE Y OPTaHU3AMOHHBIM BOIIPOCAM

AZMUHHCTpanus
ropoaa Taranpora

HOMEHKJIATYPA JEJ Mruuuaret, gavims
Ha rox « » 20 r
NHunexc 3aronoBok nena | KommuectBo | Cpok xpanenus, | [Ipumeuanns
nena TOMOB Ne crarbu o
(dacreit) TIEPEYHIO
1 2 3 4 5

Ha3zBanue paznena

| | | |

OTBETCTBEHHBIN 3a ApXUB

HavanbHuk oO1iero otaena
AJIMUHUCTpaLWX ropoaa

Taranpora JInynas nmoanuce Wuunuunansl, hamunus
(nata)
COT'JIACOBAHO YTBEPXIEHO
[TpoToxon OK [TpoTtokon DITK Komurera no
AnMuHHCTpanuu ropoja YIPABJICHUIO ApXUBHBIM JEJIOM
Taranpora Pocrorckoit obmactu

OT Ne oT No
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HroroBas 3anuch 0 KaTErOpUsIX U KOJIMYECTBE JI€J1, 3aBEICHHBIX B rojy
B AJMHHUCTpaIuu ropojaa Taranpora

ITo cpokam xpaHeHuUs Bcero B ToMm uncne

[lepexomsmx C oTrMmeTKOM

1 2 3 4

Ha Gymaxnom Hocutene
(mpu HamuuuK rUGPUAHBIX e, ToM(a) Ha GyMaKHOM HOCHTENE yUMTHIBAIOTCA B pasjiesie TabuIlbl
«Ha GymaxkHoM HocuTene», ToM(a) Ha 3JEKTPOHHOM HOCUTEIIE YUUTBIBAIOTCS B pa3jiesie TaOJInIbl
«OIJIEKTPOHHBIX»):

IlocTostHHOTO

Bpemennoro (cBbie 10 set)

Bpemennoro (mo 10  ner
BKJIFOUHUTEIHHO)

DIIEKTPOHHBIX
(mpu HanUuuM TUOPUIHBIX e, ToM(a) Ha OyMa>KHOM HOCHUTEJIE YUUTHIBAIOTCA B pa3jiesie TaOIuIlbl
«Ha GymaxkHoM HocuTene», ToM(a) Ha 3JEKTPOHHOM HOCUTEIIE YUUTBIBAIOTCS B pa3jiesie TaOJInIbl
«OIJIEKTPOHHBIX»):

[locTostHHOTO

Bpemennoro (cBbie 10 seT)

Bpemennoro (mo 10  ner
BKJIFOUMTEIILHO)

Hroro:

OTBETCTBEHHBIN 3a ApXUB
Havanpauk obiiero otaena
AJIMUHUCTpaLU ropoja

Taranpora JInyHas moanucey Wunmmansl, pamumus

Htorossie cBeIeHUS NIEpEAAHBI B
apXuB

OTBETCTBEHHBIN 32 apXUB
HauvansHuk oO1iero oraena
AnmuHuctpanuu ropoja Taranpora  Jluunas nognuce Muunumansl, hamMunus

(naTa)
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[Tpunoxxenue Ne 18
K MHCTpYyKIIMH
O JICJIONPOU3BOJICTBY
B AJIMUHUCTpaIlUU
ropoaa Taranpora

OdGOPMA
0O0JIOKKH JieJia TIOCTOSTHHOTO ¥ BpeMeHHOTO (cBbime 10 jeT) XxpaneHus
s\ oIraYy
S\ IOHIIQ)
s\ THOMD

(HaMMEHOBaHUE TOCYAapCTBEHHOTO(MYHHUIIUTIAIBHOTO) apXHUBa)

(HaI/IMeHOBaHI/Ie rocyaapCTBEHHOI'O OpraHa,opraHa MECTHOI'O CaMOYIIPaBJICHU, opraHmauI/m)

(HaMMEHOBaHUE CTPYKTYPHOTO MOAPA3ICICHNUS)

JIEJIO Ne Tom Ne

(3aroso0BOK aena)

(kpaifHue 1aThl)

Ha JIACTaxX

XpaHuTh

®onpg Ne
Ormce Ne
Jleno Ne
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[Tpunoxenue Ne 19
K MHCTpYyKIIMH
10 JAEJONPOU3BOACTBY
B AJIMUHUCTpaIlUU
ropoaa Taranpora

OOPMA
JUCTa-3aBEpUTEINS Iella

JIMCT-3ABEPUTEJIb JIEJIA Ne

B ACJI0 ITOAIIUTO U IIPOHYMCPOBAHO

JIUCTOB.

(mdpamMu ¥ TPOIHCHIO)

¢ Ne o Ne

, B TOM UYHCJIE:

.HI/ITepHBIG HOMCpa JIUCTOB

HpOHYHIGHHBIG HOMCpa JIUCTOB

+ JIMCTOB BHYTPEHHEN OMUCHU

Oco0OeHHocTH (hr3nUecKoro coctosinus u opmupoBanus nena | Howmepa nmctos
1 2

HanmMenosanne n10KHOCTH

pabOTHUKA, 3aTIOJIHUBIIIETO

JIMCT-3aBEPUTEID JeI1a [Tognuce Pacumdposka nognucu

(mara)
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[Tpunoxenune Ne 20
K MHCTpYyKIIMH
10 JAEJONPOU3BOACTBY
B AJIMUHUCTpaIlUU
ropoaa Taranpora

OOPMA
BHYTPEHHEU OIKCH TOKYMEHTOB JIeJIa

BHYTPEHHA OITUCH
JIOKYMEHTOB ziena Ne

Ne | PeructpannonssIii [ara 3aronoBok | NeNe yncroB | [Ipumedanue
n/n Ne noxymeHTa JOKYMEHTA | JIOKYMEHTa nena
1 2 3 4 5 6
NUTOI'O JIOKYMEHTOB.

(1mudpaMu ¥ IPOITHCHIO)

KonnuecTBO NHCTOB BHYTPEHHEN OIHUCH JIMCTOB.
(uMdpamMu ¥ IPONKUCHIO)

HanmMmenosanne n10KHOCTH
JIM1a, COCTaBUBLIETO
BHYTPEHHIOIO OIUCH [Tognuce Pacummdposka nognucu

(mara)
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[Tpunoxenune Ne 21
K MHCTpYyKIIMH
10 JAEJONPOU3BOACTBY
B AJIMUHUCTpaIlUU
ropoaa Taranpora

OOPMA
ONMCH JEJ MOCTOSHHOTO XPAHEHUS

YTBEPXIAIO
3aMecTUTENb I1aBbl AIMUHHCTPALUN
ropozaa Taranpora o BHyTpeHHEN
MOJINTUKE W OPTaHU3aI[MOHHBIM BOIIPOCAM

(moamnuce) (MHUTMAITBL, (haMIITHIS)
« » 20 T.
®ona Ne
Onuce No
Jell, JIOKYMEHTOB
MTOCTOSIHHOTO XpaHCHUS
3a O
Ne | HMunexc 3aroJyioBOK Jena Kpaiinue natel KomnuecTtBo [Ipumeuanue
/a neiaa JINCTOB
1] 2 | 3 | 4 | 5 | 6
‘ ‘ H%BTHI/Ie paszzena | |
B nannHbIi paszienn onucu BHECEHO nen
(undpamu 1 MPONUCHIO)
¢ No mo Ne ,. B TOM YHCJIEC:
JINTEPHBIE HOMEPA!
MPOIYIIEHHBIE HOMEPA:
HaunmeHoBaHue n101KHOCTH
PYKOBOAUTESL, OTBETCTBEHHOIO
3a apXuB noanuchk  PacmmdpoBka moamucu
JlaTa
COI''TACOBAHO YTBEPXJIEHO
[Tporokon DK AngMuHucTpauu ITporokon JIIK komurera
ropoaa Taranpora 10 YIIPABJICHUIO apXUBHBIM JIEJIOM

PocroBckoii oonactu
OT « » Ne OT « » No
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[Tpunoxenue Ne 22
K MHCTpYyKIIMH
10 JAEJONPOU3BOACTBY
B AJIMUHUCTpaIlUU
ropoaa Taranpora

OOPMA
OIMCH [l 110 JTUYHOMY COCTaBY

YTBEPXIAIO
3aMecTUTENb I1aBbl AIMUHHCTPALUN
ropozaa Taranpora o BHyTpeHHEN
MOJINTUKE W OPTaHU3aI[MOHHBIM BOIIPOCAM

(moamuck) (vHUIMATBI, (haMUITHS)
« » 20 T.
donx Ne
Onuce Ne
1€, JOKYMEHTOB IO JTUYHOMY
COCTaBy
3a T0JI
No Hunexc 3aroyoBOK jelna Kpaitnue nater KomanuectBo [Ipumeuanue
/11 neiaa JINCTOB
1] 2 | 3 | 4 | 5 | 6
‘ ‘ HaSBTHI/Ie paznena | |
B nannbIi paszienn onucu BHECEHO nen
(undpamu 1 MPONUCHIO)
¢ No mo Ne ,. B TOM YHCJIEC:
JUTEpHBIC HOMEpa:
MIPONYIIECHHEIE HOMEpA!
HanmenoBaHue 10JKHOCTH
PYKOBOJIUTEIISL, OTBETCTBEHHOI'O
3a apXuB noanuck  PacmmdpoBka moamnucu
Jlara
COI'JTACOBAHO YTBEPX/IEHO
ITporokon DK AnMuHuCTpauu ITporokon IIIK komuTteTa
ropoaa Taranpora 10 YIPABJICHUIO aPXUBHBIM JI€JIOM

PocroBckoii oonactu
OT « » Ne OT « » Ne
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[Tpunoxenue Ne 23
K MHCTpYyKIIMH
10 JAEJONPOU3BOACTBY
B AJIMUHUCTpaIlUU
ropoaa Taranpora

OOPMA
OMUCH e BpeMEHHBIX (CBbIIIe 10 JIeT) CpOKOB XpaHEHHUS

YTBEPXIAIO
3aMecTUTENb I1aBbl AIMUHHCTPALUN
ropozaa Taranpora o BHyTpeHHEN
MOJINTUKE W OPTaHU3aI[MOHHBIM BOIIPOCAM

(moamuck) (vHUIMATBI, (haMUITHS)
« » 20 T.
®oHj Ne
Onuce No
ACJ, AJOKYMCHTOB BPCMCHHBIX
(cBeime 10 7jer) cpokoB
XpaHEHUS
3a rona
No Nuanexc 3aroJiIoBOK Jiena Kpaiinue nate KonuuectBo [Ipumeuanue
/11 nena JIUCTOB
1] 2 3 | 4 | 5 | 6
‘ ‘ H%BTHI/Ie paszzena ‘ ‘
B nanHbIi pa3gen onucu BHECEHO aen
(undpamu 1 MPONUCHIO)
¢ No mo Ne , B TOM 4HCJe:
JUTEpHBIC HOMEpa:
MIPONYIICHHEBIE HOMEpA!
HaunmeHnoBaHue n101KHOCTH
PYKOBOJIUTEIISA, OTBETCTBEHHOI'O
3a apXuB noanuchk  PacmmdpoBka moamucu
JlaTa
COI''TACOBAHO YTBEPX/IEHO
[TpoTokon DK Anmunuctpauuu [TpoTtokon DIIK xomurera
ropoaa Taranpora 10 YIIPABJIECHUIO apXUBHBIM JIE€JIOM

PocroBckoii oonactu

OT « » No OT « » Ne
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[Tpunoxenue Ne 24
K MHCTpYyKIIMH
10 JAEJONPOU3BOACTBY
B AJIMUHUCTpaluu
ropoaa Taranpora

OOPMA
TUTYJIBHOTO JIUCTA OMKCEN JIe] MOCTOSSHHOTO XpaHEHUs1, BpeMeHHbIX (cBbiiie 10 yer)
CPOKOB XPAaHEHUS U 10 TUYHOMY COCTaBY

TATAHPOI'CKUI ®UITUAJI TKY PO «I"APO»

AnmMuHHCTpanus ropoja Taranpora

DOHJT Ne
OIUCBH Ne

(Ha3BaHUE OIKUCH)

(kpaiiHue JaThl em)

100



[Tpunoxenue Ne 25
K MHCTpYyKIIMH
10 JAEJONPOU3BOACTBY
B AJIMUHUCTpaIlUU
ropoaa Taranpora

OOPMA AKTA
O BBIJICJICHUH K YHHUTOXCHHUIO apXUBHBIX JIOKYMEHTOB
AMuHHCTpanus YTBEPXIAIO
ropoja Taranpora 3amecTuTelb riaBbl AIMUHUCTPAIIUN

ropozaa Taranpora 1o BHyTpeHHEN
MOJINTUKE ¥ OPTaHU3ALMOHHBIM BOIIPOCAM

(moamuce) (vHUIMANBI, (aMUTTUS)
« » T.

AKT
Ne
O BBIJICIICHUH K YHHUTOKCHHIO
apXUBHBIX JIOKYMEHTOB

(HaMMEHOBaHUE CTPYKTYPHOTO
TOAPAa3ACIICHHS])

AnmunucTpanuu ropoaa Taranpora,

HC IIOAJIC)KAIIUX XPAaHCHHUIO

Ha ocHoBanun llepeuyHs TUIIOBBIX YIPABIEHYECKUX APXHUBHBIX JTOKYMEHTOB,

00pa3yoIuXcsi B MpPOLECCe AEATEIbHOCTH TOCYIapCTBEHHBIX OPraHOB, OpPraHOB
MECTHOTO CaMOYIIPaBJICHHUS W OpraHu3alui, C yKa3aHUEM CPOKOB HX XpaHEHW:,
YTBEPXKIAECHHOro IpukazoM denepanbHOro apxuBHOro areHrcrsa ot 20.12.2019 r.
Ne 236, oToOpaHbl K YHUYTOXKEHUIO KAaK HE HMMEIOUME HAYyYHO-MCTOPUUYECKON

EHHOCTH u YTpaTUBIINE MPaKTUYECKOE 3HAUYECHHUE
JTOKYMCHTBI
(HaMMEHOBaHUE CTPYKTYPHOTO MOIpa3IeIICHNUS)
Ne 3aronoBok | ['oxmsl NeNe ornen
n/n nena (TIpy BBIIENEHUH K
(rpymnmoBoii YHUYTOXEHUIO Ne en.xp. Koumue Cpoxkn
3aroJIoBOK JIOKYMEHTOB IIPU | IO OIIUCH XpaHEHUs
CTBO IIpume
JIOKYMEHTOB) MOATOTOBKE JIe] K | (MHACKC 1O eILXP. u N9;N9 I
nepeade B apXuB | HOMEHKJIAT cTaTeu 1o
OpraHu3aIu, ype zen) (nem) MIEPEYHIO
rpaga He
3aIoJIHSIeTCA)
1 2 3 4 5 6 7
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Htoro en. xp. (men) 3a TOJIbI

(mdpamMu ¥ TPOITHCHIO)

Onucu ACJI IMTOCTOAHHOI'O XpaHCHUA 3a

roq yreepxaeHsl DIIK komurera

[0 YIPABJICHUIO apXWUBHBIM JAeloM PocToBckoil o0mactu (IPOTOKOI OT

20 1. Ne ).

AXT cocTaBUI

(HaMMEHOBAHHUE JTOJKHOCTH
pabOTHHKA CTPYKTYPHOTO
O/Ipa3 Ic/ICHuS,
OTBETCTBEHHOTO 32
JETONPOM3BOICTBO) (mosmucs)

Havanpauk
(HaMMEHOBaHUE CTPYKTYPHOTO
MoApa3IeaCHuUs )
AJIMUHUCTpaALWU ropoaa
Taranpora (mozmuce)

Hauvanpuuk oOmiero ogeina
AJIMUHHCTpaIUM Topoja
Taranpora (TozmCs)

COI'JTACOBAHO

[IpoToxon OK
AJIMMHUCTpaUUy ropoaa
Taranpora
OT « » No

(pactmdpoBKa MOAKCH)

(pacumupoBKa MOITUCH)

(pacumdpoBKa MOMHUCH)
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O®OPMA AKTA
O BBIJICIICHUM K YHHUYTOKCHHIO JIEKTPOHHBIX JOKYMEHTOB

AJMUHHCTpays YTBEPX/IAIO
ropona Taranpora 3amecTuTelb riaBbl AJMUHUCTPALIMT
ropoaa Taranpora 1o BHyTpEHHEU
MIOJIMTUKE W OPraHU3alMOHHBIM BOIIPOCaM

(monmucek) (MHULIAANTBI, (PaMILITNS)
« » T.

AKT
Ne
O BBIJICJICHUM K YHHUTOKCHHIO
AJICKTPOHHBIX JIOKYMEHTOB, HE
MOJIICHKAIUX XPAHCHUIO

Ha ocHoBanum IlepedHsi TUIIOBBIX YIIPABIEHYECKUX APXUBHBIX TOKYMEHTOB,
00pasyoIUXCcsl B IPOLECCE AEATEIbHOCTH T'OCYIapCTBEHHBIX OPIraHOB, OPIaHOB
MECTHOTO CaMOYIIPaBJICHHs W OpraHu3alui, C YKa3aHWEM CPOKOB HX XPaHECHHS,
YTBEpPXKIAEHHOro IpukazoM denepanbHOro apxupHoro arenrcrsa ot 20.12.2019 r.
Ne 236, oToOpaHbl K YHHYTOXKEHHIO KaK HE HMMEIOIIME HayYHO-HCTOPUYECKOU
LIEHHOCTH U yTpaTUBIINE IIPAKTUYECKOE 3Ha4YCHUE
JIOKYMEHTBI

(HaMMeHOBaHUE OpPTraHU3AIINN)

Ne | 3aronoBok nena wnm  [Kpaitnue| Homepa | Mupexc nena |Kom-so| Cpoxu | [Ipume-
/Tl | TPYNIOBOM 3arojIOBOK | JaThl omnMcel | 10 HOMEHKJIa- | TOK-B | XpaHEHUs | 4YaHUA
JOKYMEHTOB type wiu Ne | (exn.) | u HOMmepa
Jien1a 1o OIucHu CTaTeu 1o
IICPEYHIO
1 2 3 4 5 6 7 8
Uroro en. xp. (men) 3a rOJIbl

(mdpamMu ¥ IPOTTHCHIO)

Omnucu e MOCTOSTHHOTO XpaHEHHs 3a roza yrBepxkaeHsl DK komurteTta
MO YNPaBJIEHUIO apXUBHBIM JeioM PocToBckoil o0nactv (MPOTOKOJ OT

20 1. Ne ).
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AKT COCTaBUII

(HauMeHOBaHUE JOJIKHOCTH
paboOTHUKA CTPYKTYPHOIO
noJipa3/ieNieHus,
OTBETCTBEHHOTO 32 JCJIONPOU3BOICTBO) (mozyHcs)

Havansnuk
(HauMEHOBaHUE CTPYKTYPHOTO
noApa3AeICHUs )
Anmvunuctpaiun ropoja Taranpora (moamuce)

HauvansHuk oO1iero ogena

AnmMuHUCTpaIuu ropoja Taranpora
(moamuck)

COI'JTACOBAHO

[IpoToxon OK
AJIMUHHCTpanuu ropoaa
Taranpora
OT « » No

(pacumupoBKa MOITUCH)

(pactmdpoBKa MOAMKCH)

(pacumupoBKa MOITUCH)
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[Tpunoxenue Ne 26
K MHCTpYyKIIMH
10 JAEJONPOU3BOACTBY
B AJIMUHUCTpaIlUU
ropoaa Taranpora

[TPUMEPHBIM ITEPEYEHD
HEPETrUCTPUPYEMBIX BXOAAIINX TOKYMEHTOB

1. AHKeTHI (pe3loMe), HapaBIsieMbIE B LIETSAX TPYI0yCTPOUCTRA.

2. IlepBuuHble JOKYMEHTHI OyXrajJTepckoro ydera (cuera, KBUTAHIIHH,
HaKJIaJIHbIC, CMETHI U JIPYTOe).

3. TOCT#l, TeXHUYECKUE PETIAMEHTHI, PyKOBOISAIINE U APYTUE JOKYMEHTHI 110
TEXHUYECKOMY PEryJIMPOBAHUIO U CTaHIAPTU3ALUU.

4. KoHKypcHas TOKyMEHTaIHS.

5. HayuHo-TexHu4eckas ¥ mpoeKTHasi JTOKYMEHTaIIHsI.

6. KoppecnionaeHnusi, agpecoBanHasi pabOTHUKAM ¢ TOMETKON «JInuHO.

7. leyaTHpie w3naHusg (KHUTH, >KypHAJIbl, Ta3€Thl), KaTajloTd, TEXHUYECKAs
JUTEpaTypa, TeMAaTUUECKHUE U CIICIIMAIbHBIE COOPHUKHU, TIJIAKaTHI.

8. [lozpaBuTEIbHBIE MHUCbMA W TEJETPAMMBbI, 0JIar0apCTBEHHbIE MHChMA U
TeJerpaMMBbl, IPUTITACUTENIbHBIE OMIIETHI, IPUTIIAIIEHUS (B BUJE OTKPBITOK).

9. IlpetickypaHThI.

10. [IporpamMmbl KOH(PEPEHIINH, COBELTAHH.

11. Pexsamuble MaTepuaibl (MUChMa, TUCTOBKH, MPOCIIEKTHI, OYKJIETHI).

12. Y4eOHble muaHbl, TPOTPAMMBI.

13. BeqoMCTBEHHBIE CTAaTUCTUYECKHE OTYETHI, OIOJUICTCHH, COOPHUKH W
0030pbl, MPOTHO3BI MTOTO/IBI U TOMY MOJI00HOE.

Ecnu ykazaHHble HOKYMEHTBHI IMOCTYMUIUW C CONPOBOJUTENBHBIM MHCHMOM,
MMHUCbMA PETUCTPUPYIOTCS B MOPAJIKE, YCTAHOBIEHHOM HacTosen MucTpyKkuue.».

HauanpHuk ob1ero otaena
AnmMuHucTpanuu ropoja Taranpora O.C. Kapenko
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