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Paznen |
OO01mMe moJI0KEHUs

1. MHCTpYKIIMSA 1O IEIONpPOU3BOACTBY B aJMUHHMCTpANMU KalIMHUHCKOTO
MyHULIMIAIBHOTO  paiioHa TBepckod obOmactu (mamee - MHCTpyKIus)
yCTaHaBJIMBAET €JIMHbIE TPeOOBaHMS K JOKYMEHTHPOBAHUIO YIPABICHYECKOU
NEATEIPHOCTH W OpraHu3aluu  paboThl C JOKyMEHTaMU aJIMUHUCTPAIUU
KanuHuHCKOrO  MyHUIMIIANBHOTO paiioHa TBepckoil ob6nactu (mamee —
AnmuHUCTpaIys, A qMUHACTpaIusa KalnHuHCKOro palioHa).

TpeGoBanust UHCTpyKIIMK HallEJICHBI HA MOBBIIICHUE KAa4eCTBA MOJATOTOBKH
JIOKYMEHTOB U COBEPIICHCTBOBAHUE TEXHOJOTHH PAaOOTHl ¢ HUMH, PACHIMPEHUE
IPUMEHEHUSI aBTOMATHU3UPOBAHHBIX TEXHOJOTUH, OOECIeYEeHne YETKOCTH U
ONEPAaTUBHOCTU pPAaOOThl AJIMHUHHCTpPALMU, €€ OTPacieBbIX ((PyHKIHOHAIBHBIX)
OpraHoB (J1aj1ee — OpraHbl aIMUHUCTPALUN).

2. HWHctpykuusi pa3paboTaHa Ha OCHOBAaHUM MOJOKEHUW CIEIYIOLIUX
3aKOHOJATEIBHBIX U UHBIX HOPMATUBHBIX MPABOBBIX aKTOB B cpepe nHdopmaiuuy,
JOKyMEHTAIMU, ApXUBHOTO J€Na:

®denepanbHbIi 3aK0H OT 25.12.2000 Ne 2-OK3 «O I'ocynapcTBeHHOM Tepoe
Poccuiickon @enepauumny;

®denepanpHbii 3akoH oT 06.10.2003 Nel31-d3 «O6 oOmmMX HPUHITUAIIAX
OpraHU3allid MECTHOTO CAMOYIIPaBICHUSD;

®denepanbHbIi 3akoH 0T 06.04.2011 Ne 63-D3 «O06 37€KTPOHHON MTOIITUCHY;

®denepanpHbii 3akoH 0T 22.10.2004 Ne 125-®d3 «O06 apXuBHOM Jielie B
Poccniickon @enepanum»;

®enepanbHbil 3aKk0H 0T 02.05.2006 Ne59-®3 «O mopsiake paccMOTpeHUs
oOpaienuii rpaxaan Poccuiickoit @eaepariumy;

@Oenepanbublii  3akoH 0T  27.07.2006 Ne 149-03 «O6 wuHbopmanuwy,
MH(OPMAIMOHHBIX TEXHOJIOTHUSAX U O 3aIUTE UH(OPMAIUNY;

®enepanbhbiil 3aK0H OT 27.07.2006 Nel52-D3 «O nepcoHaNbHBIX JAaHHBIX»;

®enepanpHblil 3aKk0H 0T 09.02.2009 Ne8-D3 «OO0 obecrieueHuu IOCTyNa K
uHpOpMAIUU O JEATEIHLHOCTH TOCYAAPCTBEHHBIX OPraHOB W OPTaHOB MECTHOTO
CaMOYyTPaBJICHUS;

Vka3 Ilpesuaenta Poccuiickoit ®eaepannu ot 06.03.1997 Ne 188 «O6
YTBEPKJICHUU TIEPEYHS CBEACHUI KOH(MUICHIIMATBLHOTO XapaKTepay;

ITocranoBnenue IIpaBurenbcTBa Poccutickon denepauun oT
22.09.2009 Ne 754 «006 YTBEPKICHUU [Tonoxenus 0 CUCTEME
MEXBEJIOMCTBEHHOT'O JIEKTPOHHOT'O JOKYMEHTOO0O0POTaY;

[TocranoBnenne IlpaButennctBa Poccuiickoit denepanuu ot 26 depais
2010r. Ne 96 «OO0 aHTUKOPPYILMOHHON 3KCIEPTU3€ HOPMATUBHBIX MPABOBBIX
aKTOB M MPOEKTOB HOPMATUBHBIX MTPABOBBIX aKTOBY;

[Toctanosnenue IlpaBurensctBa Poccuiickoit ®denepanuu ot 6 ceHTAOPs
2012r. Noe890 «Owmepax MO  COBEPIICHCTBOBAHUIO  AJIIEKTPOHHOTO
JIOKYMEHTO00O0pOTa B OpraHax roCyJapCTBEHHO BIIacTH;
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IIpuka3 MuHucTEpCcTBa CBS3M M MAacCOBBIX KOMMYHHKanui Poccuiickon
@Oenepatmu ot 31 mrons 2014 r. Ne 234 «O6 yrBepxkaenun [lpaBun oxazaHus
YCIIyT HOYTOBOM CBSI3NY;

IIpuka3 MuHucTEpCTBA CBSA3M M MACCOBBIX KOMMYyHMKanmii Poccuiickoin
Oeneparun ot 4 urong 2018 . Noe 335 «OO0 yTBepKJACHUH METOAMYECKUX
PEKOMEHJIalMi 10 TEepeXOoJy OPraHOB MCHOJHUTEIBHOM BIACTH CYOBEKTOB
Poccuiickoit @enepanuy 1 OPraHoB MECTHOTO CAMOYIIPABIICHHUSI MYHULIUMIAIBHBIX
oOpazoBanuii Poccuiickoit denepanuu Ha UCHOJB30BAHUE OTEYECTBEHHOTO
OQHUCHOr0 TPOrpaMMHOrO OOECleYeHus, B TOM YHUCJE paHEe 3aKyIJICHHOTO
O0(UCHOrO MPOrPaMMHOI0 00ECTICUCHUS;

[Ipukaz @epepaibHOTO apxuBHOro areHTcTBa OoT 22 mas 2019r. Ne 71
«O0 ytBepkaenun [lpaBun 1enonpou3BOACTBA B TOCYJApCTBEHHBIX OpraHax,
OpraHax MECTHOT'O CaMOYINPABIICHUSY;

I'oCT P 7.097-2016 «Cucrema crtaHmapToB 10 HUH(OpMAIINH,
OMOMMOTEYHOMY W H3AaTeNIbcKoMy neny. OpraHu3almoOHHO-PaCHOpsIUTEIbHAS
nokymeHTanus. TpeboBaHus K 0hOPMIIEHHIO JOKYMEHTOBY;

I'OCT P HMCO 15489-1-2019. Cucrema cranmapToB Mo HHGOPMALHH,
OubnMoTeYyHOMYy M M3Aarenbckomy Jeny. HMHdpopmanus U JOKyMEHTaIusl.
VYnpasnenue nokymentamu. Yacte 1. [ToHATHS U IpUHIUIIBI;

VYcraB Kanuauackoro MmyHununaibHoro paiiona TBepckoit o6nactu;

HopmatuBHO-ipaBoBbIE aKThl A IMUHUCTPALIUH.

3. Ilonoxenus HacTosAwmeld NHCTpyKIMK paclIpOCTPAHSAIOTCS Ha OPTaHU3aLUI0
paboThl C OpraHU3alMOHHO-PACIIOPSIUTEIBHBIMU JOKYMEHTaMU HE3aBUCUMO OT
BUJIa HOCUTENS, BKJIOYas TOJATOTOBKY, PpETUCTpalMI0, YYET U KOHTPOJb

UCIIOJTHEHUS JIOKYMEHTOB, OpraHu3aIrio 17,4 TEKYIIETO XpaHEHMUS,
OCYIIIECTBIISIEMBIEC C IOMOIIBIO UH()OPMAIIMOHHO-KOMMYHHUKAITMOHHBIX
TEXHOJIOTHH.

4. OcoOeHHOCTH OpraHu3auuud padoThl C JOKYMEHTaMH, COAEpPKAUUIMU
MH(OPMAIMIO OTPAHUYEHHOTO JOCTYyIa (FOCYIapCTBEHHYIO TailHy, EPCOHAIbHBIE
JIaHHbIC U UHYI0 KOH(PUIECHIIUAIbHYIO HH(DOPMALIHIO), PETYIUPYIOTCSA OTAEIbHBIMU
HOPMATUBHBIMHU aKTaMH, YTBEPKAAEMbIMU I1aBOW KaJIMHUHCKOTO pailoHa.

5. TpeboBanuss HHcTpykimu K paboTe ¢ OyXTajlTepcKod, Hay4dHO-
TEXHUYECKOU U IPYroM CHEUUAIBHON TOKYMEHTAMEW PaclpOCTPAHSIOTCS JIUIIb B
4acTH OONIMX TMPUHIUIIOB PAOOTBI € JOKyMEHTaMH, a TaKXe IOJTOTOBKHU
JIOKYMEHTOB K II€peadye Ha apXUBHOE XPAHEHUE.

6. B NHcTpykunu paccMaTpUBaeTCsl BEChb OCHOBHOW KOMILIEKC BOIPOCOB
paboThl ¢ JOKyMEHTaMu B AJIMUHHMCTpPALMU: OT CO3JIaHUs AOKYMEHTAa WIIU €ro
MOCTYIUICHUSI 10 OTIPABKH, CIAYM B apXHUB WJIM YHUUTOXXECHUS B YCTAHOBJIECHHOM
3aKOHOM TOPSIAKE.

7.  Opranuzauus, BeI€HHME U  COBEPUICHCTBOBAHUE  CHUCTEMBI
JOKYMEHTAIIMOHHOTO o0ecredeHusi AJIMUHUCTPAMU, KOHTPOJIb 3a COOJIOIEHUEM
YCTAaHOBJICHHOTO  TOpsAAka  pabOThl €  JOKYMEHTaMHM B  OTpacleBbIX
(byHKIIMOHANBHBIX) OpraHax AJIMHHHUCTPAIMH OCYIIECTBISIETCS 3aMECTHTEIEM
rJ1aBbl AJIMUHUCTPALIAH.
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8. Ilpu HEOTHO3HAYHOM TOJKOBAaHUHM OTAETBHBIX MOJOXKeHUN WHCTpykumu
IIPAaBO OKOHYATEJIBHOTO TOJIKOBAHHUSA II0 OTHEJIBHBIM NOJIOKEHUAM MHCTpyKunn
IIPEIOCTABISECTCS OPUINYECKOMY OTAEITY AMUHUCTPALUH.

Pazpmen Il
OcHoBHBIE TPEOOBaHUS, IPEIBABISICMBIC K OpTaHH3aAIIH
JICIONPOU3BOICTBA B aIMUHUCTpalini KaTMHIHCKOTO MyHHUITUTIAILHOTO paiioHa
TBepckoit o6macTu

9. OTBETCTBEHHOCTh 32 OPraHU3ALUIO JEIONPOU3BOACTBA U COOIIOACHHE
TpeOoBaHuil HacTosmeld MHCTPYKIMN B OTpacieBbIX ((QyHKIMOHAIBHBIX) OpraHax
AJIMUHUCTpAIMU BO3JIaraeTcsl Ha UX PyKOBOJUTENECH.

10. PykoBoautenb OTPAaCIIEBOTO (byHKIIMOHAIBHOTO) opraHa
AJIMUHHCTpaIUy ONpeaesieT OTBETCTBEHHOTO 3a BEAEHUE JIEJIONPOU3BOJICTBA.

[IpaBa U O0053aHHOCTH COTPYJAHHMKOB, OTBETCTBEHHBIX 32 BEJCHUE
JIEJIOMPOU3BOCTBA B OTpacieBbIX ((PyHKIMOHAIBHBIX) OpraHax AJIMUHUCTpPALIMH,
3aKPEIUISIOTCS B UX JODKHOCTHBIX MHCTPYKITUSX.

Ha coTpyAaHMKOB, OTBETCTBEHHBIX 3a BEJCHUE JCIIONPOU3BOJACTBA B
oTpaciieBbIX ((pyHKUHMOHAJIBHBIX) OpraHax AJIMUHUCTpPAlUU, BO3JararTcs
cienyronue QyHKINN:

a) TpUeM, YYeT U paclpelielieHHe IOCTYyHalolUX B  OTPAcieBOU
(pyHKIIMOHANBHBINA) OpraH AJIMHHUCTPALUUA JOKYMEHTOB,

0) ydYeT WUCXOIAIIUX U3 oTpacieBoro ((PyHKIMOHAIBHOIO) OpraHa
AJIMUHHCTpalUU TOKYMEHTOB, IPOBEPKA MPABUIBHOCTH OPOPMIIEHUS U Nepeaada
UX Ha OTIPaBKY;

B) KOHTPOJIb MPOXOXKICHHSI JOKYMEHTOB B OTPaciieBOM ((pyHKIIMOHATBHOM)
opraie AJIMHUHUCTPALINH;

I) OpraHu3anus CIpPaBOYHO-WUH(POPMALMOHHOM paboThl MO BOMpPOCaM
MPOXO0KJICHUS U UCTIOJIHEHUS IOKYMEHTOB;

1) TOArOTOBKa WH(GOpPMAMU O XOJIE W pe3yjbTaTax HUCIIOJHCHHS
JOKYMEHTOB;

€) COCTaBlieHWE TIepedHsl Jiel, OOpa3yloluxcs B JCJIIONPOU3BOJICTBE
oTpaciieBoro (pyHKIIMOHAIBHOT0) OpraHa AJIMHUHHCTpPAIIUH;

K) dopmupoBanue, odopMIIeHHE, Y4YeT, XpaHeHHe U oOecleyeHue
UCIIOJIB30BAaHUSI  JIeJ1 B IpPOLECCe  JEJONPOM3BOACTBA W 3aKOHYEHHBIX
JIeJIONPOU3BOACTBOM, MOATOTOBKA M CBOEBPEMEHHAs IepeAayda el Ha apXHWBHOE
XpaHEHHE B apXUBHBIN OT/e] AJIMUHUCTPALINH;

3) mpUeM U rnepeaayda cirykeOHo MHGOPMAILIMK C HUCTIOIb30BAHUEM CPEJICTB
(haKCUMMIIBHOM CBSI3M, YCTAHOBJICHHBIX B OTPaciieBoM ((PyHKIIMOHATILHOM) OpraHe
AJIMUHUCTpAIMH, U O JIEKTPOHHON MOUTE;

1) OpraHu3alys MCIOJIb30BaHUS B OTpacieBOM ((PYHKIIMOHAILHOM) OpraHe
AJMUHHUCTpAIUHN CPEACTB KOMUPOBAILHON TEXHUKHU;



K) IDpPOBEIECHHE HWHCTPYKTaXa BHOBb IMPHUHATBIX B  OTPACIEBOMU
(pyHKUMOHANBHBIN) Opran AJIMUHHCTpalMl COTPYIHUKOB II0 BOIpPOCAaM
opraHu3aldd paboTbl € JOKYMEHTaMH, O3HAaKOMJIEHUE COTPYJAHHKOB C
HOPMATHUBHBIMM M METOAMYECKUMHU JOKYMEHTaMU MO JOKYMEHTAlMOHHOMY
oOecrieyeHuto A IMUHHUCTPAIUH;

11. IIpu cmeHe pykoBoauTeNsi OTpaciieBoro ((PyHKIIMOHAIBHOIO) OpraHa
AJIMUHUCTpAIMU B aKTe MpUeMa-Tepeadn Jesl OTpakaeTcss HAIMYKUE U COCTOSIHUE
JIOKYMEHTOB, HAXO/ISIIIIUXCS B JICIONPOU3BOCTBE.

CoTpynHUK, OTBETCTBEHHBIM 3a JIENOMPOU3BOJCTBO B  OTPACICBOM
(byHKIIMOHAIFHOM) OpraHe AJIMHHHUCTpAIUU, 00s3aH COOOIIUTh O TOPYUYCHHUSIX,
JOKYMEHTaX, HAaXOJSIIMXCA Ha KOHTPOJE, B OTAEN MO paboTe C MUChMAaMH,
OOpallleHUsIMU U TIPUEMY TpaKAaH A TMUHUCTPALIUH.

B ciywyae yBOJIbHEHHsSI COTpPYJHHMKA, OTBETCTBEHHOI'O 3a BEJECHHUE
JIEJIONPOU3BOJICTBA B OTpaciieBoM ((DyHKIIMOHATILHOM) OopraHe AJIMUHUCTpAIINH,
JOKYMEHTBl M JeNa JOJDKHBI OBITh MEpeAaHbl MO aKTy APYIOMY COTPYIHUKY,
UCITOJIHSIOIIEMY €T0 00S3aHHOCTH WJIU NPUHITOMY Ha 3TY JOJDKHOCTb.

[Ipy yBOJIbHEHHH, TEPEMELIECHUU, YOBITUM COTPYJHUKA OTPACIEBOIO
(pyHKIIMOHANBHOTO) OpraHa AJIMUHHCTpPAllMM B OTIYCK, KOMaHJIUPOBKY U B
JPYTUX CIIy4asiX BCE HEHCIOTHEHHBIE UM TJOKYMEHTHI JIOJKHBI ObITh TIEPEIaHbl 110
YKa3aHHUIO PYKOBOJUTENS IPYTrOMY COTPYIHUKY, a J€a, B3AThIE U3 apXUBa, CIaHbI
B apXUB.

12. B cnywae JMKBUAAUMUA WIM  PEOpPraHU3alMd  OTPACIEBOTO
(pyHKIIMOHANBHOTO) OpraHa AJIMUHUCTPAIMU COTPYIHUKHU JTMKBUIUPOBAHHOTO
(peopraHU30BaHHOTO) OTPaciieBOro ((yHKIIMOHAIBHOIO) OpraHa AJIMUHUCTPAIIUN
(GOpMHpPYIOT BCE UMEIOIIMECS JOKYMEHTHI B Jiena, 0QOPMIIIOT AJI OCIIEAYOIIeH
nepeayn UX Mo akTy MPaBOMPEEMHUKY WIM B apXHUB HE3aBUCUMO OT CPOKOB UX
XpaHEHHUS.

13. Iopsinok Mcronb30BaHUs CIy>)KeOHOM MH(pOpMaIUu, coJepKalleics B
JOKyMEHTaX AJMHUHHUCTpAllUM, MepeJadyd JOKYMEHTOB (KOMHM JOKYMEHTOB)
JPYTUM OpraHu3alusaM U TpaJaHaM YCTaHaBJIMBaeTcs IaBol KammHuHCKOrO
paifoHa. OrpaHuyeHHs Ha UCHOJB30BaHUE CIYXEOHOM HMH(OPMalKUU HE MOTYT
IIPOTUBOPEUNTH 3aKOHOIATENBLCTBY Poccuiickon denepanuu.

BzauMopeiicTBue ¢ mpencTaBUTENSIMH CPEICTB MAacCOBOM HH(pOPMALUHU U
nepeaada UM Kakou-mbo ciryxeOHoi nHpopManuu (3a UCKIIOYECHUEM MTPABOBBIX
aKTOB) OCYILIECTBIISIETCA C yBeIOMIJICHHUS I1aBbl KannHUHCKOrO paiioHa.

14. CotpyaHuku AJIMUHUCTpauuu HECYT JTVCLUIUIMHAPHYIO,
aIMUHUCTPATUBHYIO U HMHYIO, YCTAaHOBJICHHYIO 3aKOHOJATeJILCTBOM Poccuiickon
®denepanry, OTBETCTBEHHOCTh 3a HAapyILIEHHWE CPOKOB XPAHEHUs JTOKYMEHTOB,
yTpary ¥ HECAHKLIMOHUPOBAHHOE YHUUTOKEHHE CITyKEOHBIX JOKYMEHTOB?,

1 Crareu 192, 193 Tpynosoro komekca Poccuiickoit ®eneparuu; nynxtsl 2; 15.11 cratem 13.25 Koxekca
Poccuiickoit ®enepannu 00 aAMUHUCTPATHBHBIX MPAaBOHAPYIIEHUX; cTaThs 7 depepaabHOTO 3aKOHA OT 6 Iexadps
2011 r. N 402-®3 "O Gyxrantepckom ydere" (CoOpanue 3akoHoaarenscTBa Poccuiickoit @eneparum, 2011, N 50,
cT. 7344; 2013, N 26, ct. 3207; 2013, N 27, c1. 3477; 2013, N 30 (Hacts 1), ct. 4084; 2013, N 44, cT. 5631; 2013, N
51, ct. 6677; 2013, N 52 (Yacts 1), c. 6990; 2014, N 45, ct. 6154; 2016, N 22, ct. 3097; 2017, N 30, ct. 4440;
2018, N 1 (Hacts 1), ct. 65).
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[Ipu yTpaTe JOOKYMEHTOB Ha3HaudaeTcsi cCHykeOHas TMpoBepKa B
YCTaHOBJICHHOM IOPSIJIKE.

15. Tlepenmucka wmexay oTpacieBbIMH ((QYHKIMOHAIBHBIMH) OpraHaMH
AJIMUHHUCTpAIUU MO BOMPOCAM, KOTOpPbIE MOTYT OBITh PEUICHBI B ONEPATHBHOM
HOpsAJKE U HE TPEOYIOT TOKYMEHTAIBHOTO O0(hopMIIeHUsI Ha OyMa)KHOM HOCHUTEIIE,
He jgonyckaercs. Ilepemmcka wmexay oTpacieBbIMH  ((QPyHKIMOHAIBHBIMU)
OpraHaM{ OCYIIECTBISETCS HE Ha OJaHKax aJAMMHHUCTpPAlMM U HE SBIIAETCS
BXOJISILIEN KOPPECTIOHICHIINEN aIMUHUCTPALIUH.

Paznen 11
CocraB TOKyMEHTOB
aaMuHUCTpar KamnHUHCKOTO MyHHUIIMNIATBHOTO paiioHa
TBepckoit o0nacTu

16. JlesaTeabHOCTh AJIMUHHCTpaMH oOecrieunBaeTcs CUCTEMOMH
B3aMMOCBSI3aHHOM  JTOKyMeHTauuu. Ee  cocraB  ompenpensercs [ maBow
KanuHuHckoro paiioHa, AJMUHUCTpaldM, 3aKOHOJATEIBCTBOM H  HWHBIMU
HOPMAaTUBHBIMU NpaBoBbIMM akTaMu Poccuiickoi ®enepanuu u TBepckou
obnactu, YcraBoMm KanuHMHCKOrO MyHUIIMTIABHOTO paiioHa TBepckoil o6nacTu

QOYyHKIMU YIPaBICHUS B AJIMUHUCTpAllUA pPEATU3YIOTCA C MOMOUIBIO
HOPMATUBHBIX  IMPAaBOBBIX AKTOB U  OPraHU3alMOHHO-PACHIOPSAUTEIILHON
JIOKyMEHTAIIMU, KOTOPbIE BKJIIOYAIOT B CEOsl CIEAYIOIIME TPYIIIbI IOKYMEHTOB:
HOPMATUBHBIEC ITPABOBBIE AKTHI, PACTIOPAAUTEIBHBIC, OPTAHU3ALMOHHO-TIPABOBBIE U
MH()OPMAITMOHHO-CIIPABOYHBIEC TOKYMEHTHI.

17. HopMaTuBHBIMM TPABOBBIMM AKTAMHU SIBJIIOTCS TMOCTAaHOBJICHUS
AnmMunucTpanuu KanmHUHCKOrO MyHUIMIAIBLHOTO paiioHa TBepckoil obnactu
(ITpunoxxenne 5), a Takke B CiydyasX, YCTAHOBJICHHBIX JACHCTBYIOIIUM
3aKOHOJIATEIBLCTBOM, NOCTaHOBIEHUs [JaBpl KanmHMHCKOrO MyHMIIMNAIBLHOIO
paiiona TBepckoit oonactu (I[Ipunoxenue 7).

PacniopsaurenbHpiMu JIOKYMEHTaMuU SABJISIFOTCS pacopsKEHUS
Anmvunuctpanuun KamuHUHCKOTO MyHUIIMTIATBLHOTO paiioHa TBepckoil obnactu
(ITpunosxxenue 6), MOpyUdeHUs, TPOTOKOJIBI, TPOTOKOIHHBIC TOPYUCHHUS.

K opraHu3aimoHHO-TIPaBOBBIM  JTOKYMEHTAM OTHOCATCS  IOJIOXKEHHS,
IIpaBuUJIa, IJIaHbI, HHCTPYKILWH, IITAaTHBIE PACIIUCAHUS, TOJDKHOCTHBIE HHCTPYKIIUH,
pErJIaMeHThl U Ap.

K uHopManimoHHO-CTIpaBOYHBIM JOKYMEHTAM OTHOCSTCSl MHUChbMA, aKThI,
JOKJIaJIHbIE,  TOSICHUTENbHBIE W  CIY>KEOHbIE  3aluCKH,  paciu(poBKU
ayJn03armceu, OTYETHI U JIP.

Bce Buzbl JOKYMEHTOB O(QOPMIISIOTCS B COOTBETCTBHHM C TPeOOBaHUSIMHU
Hacroswmen MHcTpyKkuum.

18. HopmaTrBHBIE PABOBBIE U PACHOPAIUTEIBHBIE AKTHI AIMUHUCTPALUH,
CIyXeOHbIe THChMa W JPYrHe€ JTOKYMEHTHI O(QOPMIISIOTCS, KaK MpPaBUIIO, HA
OJlaHKax yCTaHOBJIEHHOTO 00Opasia.
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brnankun AJMUHUCTpaii HE WCIOIL3YIOTCS MJisi TOATOTOBKU IHCEM,
JOKJIQIHBIX 3alACOK, CIPABOK, MPETHA3HAYCHHBIX MJIs WCIIOJIL30BAHHS BHYTPH
AIMUHHCTpAIIMU, a TakkKe A JOKYMEHTOB, IOATOTOBJICHHBIX COBMECTHO C
JIPYTUMU OpTaHU3AIMSIMHU.

19. B AIMUHUCTpAllMX YCTAHOBJICHBI JIsI IPUMEHEHHS YHUPHUIIMPOBAHHBIC
dbopMmbI (0J1aHKH) JOKYMEHTOB (IIpriIokeHue 1).

JlommyckaeTcsi HWCIOJB30BaTh CETEBOM JIIEKTPOHHBINM BapwaHT OJAaHKOB
HETIOCPEACTBEHHO TMIPH  TOJATOTOBKE TIPOEKTa KOHKPETHOTO JOKYMEHTa Ha
KOMIIBIOTEPE.

bnaHky TOKYMEHTOB JOJKHBI UCIIOJIB30BATHCSI CTPOTO 10 HA3HAYCHUIO U HE
MOTYT TIEPEIaBaThCsl CTOPOHHUM OPTaHU3AIUSAM M JIUIaM 0€3 COOTBETCTBYIOIIETO
pasperieHuss AJIMHHHCTPAIIUH.

Paspen IV
OcHoBHBIE TpeOOBaHUS K 0OPMIIEHUIO
CILy’K€OHBIX JOKYMEHTOB

20. JlokyMeHTBI, co3/aaBaeMble AJMHHHUCTpAIMEed, HMMEIOT CTaOWIbHBIHI
COCTaB PEKBU3UTOB, HX pacrnojoxeHue u odopmienue. llpu odopmiienun
JIOKYMEHTOB HEOOX0AUMO co0It01aTh TpeOoBaHus HacTosmel MHcTpyKuuu.

Jis ciykeOHbIX JTOKYMEHTOB, MOJUIekKAlUX O(OpMIIECHUIO Ha OJlaHKax,
ycraHoBiieHbI popmathl iucta — A4 (210 x 297 mm) 1100 B BHJIE DJICKTPOHHBIX
JIOKYMEHTOB.

Jns  OTAENbHBIX BHJIOB JOKYMEHTOB JOIYCKAETCS MCIOJIb30BaTh (popMar
A6 (105 x 148 mMm) (Hanpumep, OnaHKW Uil pe3ojouuid (mopydeHuit), AS
(148x210 mm) (Hampumep, TtenedoHorpammsel). brnanku ¢opmara A3 Moryt
IPUMEHSTHCA JII COCTaBJICHUS JTOKYMEHTOB, TEKCTOBas COJAEpKaTelbHasi 4acTh
KOTOPBIX 0(hopMIIeHA B BUI€ TaOIMIIbl, CXEMbI UJIU CHEUAIbHOrO TpadapeTa.

21. Kaxnapiii BUa CIIy>K€OHOTO JOKYMEHTa JOJDKEH MMETh ONpPEICIICHHBIN
Ha0Op 00sI3aTENBHBIX PEKBU3UTOB (COCTABHBIX YaCTEH) U YCTAHOBIICHHBIN MOPSIOK
UX PACIIOJIOXKEHUS.

[Tpu co3manum U OQOPMIIEHHH JTOKYMEHTOB MCHOJB3YIOTCS CIEAYIOLINE
PEKBU3UTHIL:

['ep6 Kanununckoro paiioHa

Koa opranuzanuu no OKITIO

OI'PH ropuaunueckoro nuna

WHH/KIIIT opranuzanuu

HaumenoBanue opranusanuu

HaumenoBanue otpacieBoro (pyHKIIMOHATBEHOTO) OpraHa

HaunMeHoBaHMe TOJKHOCTH JIMLIA

CrnpaBouHbIe JaHHBIE 00 OpraHU3alun

Bun nokymenra

Jlata nokymMeHTa



11

PerucrpannoHHBIN HOMEP JOKYMEHTA

Ccpuika Ha UCXOAIINI HOMEP U 1aTy JOKYMEHTa aJpecaHTa

MecTo coctaBiieHus (M31aHUS) JOKYMEHTa

['pud orpannueHus 10CTymna K JOKYMEHTY

Anpecar

['pud yTBEepkaCHMS TOKYMEHTa

VYka3zaHus M0 UCIOJIHEHUIO ToKyMeHTa (Pe3osrorms)

3aroyioBOK K TEKCTY (HAMMEHOBaHUE TIOKYMEHTA)

OTMeTKa 0 KOHTPOJIE TOKYMEHTa

TekcT noKymMeHTa

OTMeTKa 0 HATMYWU TPUIIOKEHUS

[Toanuch TOMKHOCTHOTO ML

['pud cormacoBanust JOKyMeHTa

Busbl cornacoBanust JOKyMeHTa

OrTHCcKk nevyaTu

OTMeTKa 0 3aBEPEHUH KOIIHUH

OtMmeTKa 00 UCTIOTHUTEIE

OTmeTKa 00 MCTIONHEHNUN JOKYMEHTA U HallpaBJIEHUH €T0 B JIETIO0

OTMeTKa 0 MOCTYIUIEHUH IOKYMEHTA B OpTraHU3aLHI0

CocTaB pEeKBU3UTOB KOHKPETHOT'O JOKYMEHTA OIPEAEISAECTCS €ro BUIAOM H
Ha3HAYCHUEM.

Kpome mnepeuyucneHHbIX pPEKBU3UTOB, NPU IOATOTOBKE JOKYMEHTOB U B
npouecce paboThl ¢ JOKYMEHTaMU MOTYT HCIIOJIb30BAThCA JPYIHE€ PEKBU3UTHI,
HalpyuMep, OTMETKAa O MOCTYIUIEHHHM JOKYMEHTa B AJIMHUHUCTPALHIO; OTMETKHU
«Cpounoy, «Ilomyexxut Bo3Bpaty» u ap.

22. biaHK MOCTaHOBJIEHUS (PacoOpsHKEHHMS ) TOJDKEH BKIKOYATh PEKBU3ZHTHI:

['ep6 KanuHuHckoro paiioHa;

HanmenoBanne opranusanuu;

HanmenoBanue Buja JOKyMEHTA;

MecTto cocTaBieHHs WM U3JaHUS TOKYMEHTA;

OTmeTrkn I pa3MELIEHUsT  PEKBU3UTOB  «Jara  JIOKYMEHTay,
«PEruCTPALMOHHBIN HOMEP JOKYMEHT.

23. brnaHk nucbkMa AJMHHUCTpPAlUMU JOJKEH BKIKOYATh CIEAYIONIUE
PEKBU3UTHI:

['ep6 Kanuuunckoro paiioHa (TOJbKO Ha MUCHhMaXx, MOAMUCHIBaeMbIX | 1aBoit
KannHnHCKOrO0 paiioHa, 3aMeCTUTENSIMU TJIaBbl aJIMUHUCTPALIIHN);

HaumenoBanue opranuzanuu;

CrnpaBoyHbI€ JaHHBIE 00 OpraHU3alnu;

OTMeTKkM 111 [OpPOCTAaBIEHUS ~ PEKBU3UTOB  «JaTa  JIOKYMEHTa»,
«PETUCTPALMOHHBI HOMEP JOKYMEHTa», «CCHUJIKA HA PErMCTPAMOHHBIA HOMEDP U
JIaTy TOCTYNHUBIIETO TOKYMEHTA.

24. BHyTpeHHME JOKYMEHTbl AJMHHHUCTpauuu, odopmiisieMble HE Ha
OJaHKe, JOJKHBI COAEpPKATh COOTBETCTBYIOIINE BULY TOKYMEHTA PEKBU3HUTHI.
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25. B mpomecce MOATOTOBKM JOKYMEHTOB HEOOXOAMMO COOJIOIATH
clieyrolure npasuia opopmiieHus: 003aTeNbHBIX PEKBU3UTOB:

a) rep6 KanuHuHckoro pailoHa momeniaeTcs Ha OJlaHKaxX JIOKYMEHTOB B
COOTBETCTBUM € YcTaBoM KalMHMHCKOrO MyHHIMIAIBLHOTO panioHa TBepckoun
o0J1acTy;

©0) koxm opraHuzanMd — AJMHHUCTpAalUd — TPOCTABISETCA  TIO
Ob6mmepoccuiickomMy kinaccudukaropy npeanpustuii u opranuzanuii (OKIIO).
Koxg opranmzamum — aBTOpa JOKYMEHTa — SIBISIETCS JJIEMEHTOM

AJIEKTPOHHOM HJEHTU(PHUKALMU JOKYMEHTAa U CIY>KUT JUISl YCKOPEHUs Iepeaaydu
JOKYMEHTUPOBAHHOM MH(OpMAaLIMK IO KaHaJIaM 3JIEKTPOHHOM CBSI3H;

B) OI'PH opranuzauuu — AJIMHHHCTPAallMd — OCHOBHOW T'OCYJapCTBEHHBIN
PErHCTPAlMOHHBI HOMEpP — MPOCTABIIAETCS B COOTBETCTBUU C JOKYMEHTAMH,
BbIJJaBAEMbIMU HAJIOTOBBIMH OPTaHAMH;

r) UHH/KIIII opranuzanuum — AJIMHUHHCTPAUUMU — HIECHTU(DHUKATUOHHBINA
HOMEP HAJIOTOIUIATENbIIMKA/KOJ NPUYMHBI OCTAHOBKM Ha Y4Y€T — MPOCTaBIsETCA
B COOTBETCTBUU C JIOKYMEHTAMH, BbIJJaBAEMbIMU HAJIOTOBBIMH OPTraHAMU;

J) HAaMMEHOBAHWE OpTraHW3alMMU (JOJKHOCTHOTO JIMIA) YKa3bIBAeTCsS B
COOTBETCTBUM € YcCTaBOM KalMHMHCKOrO MYyHHMIMIAJIBHOIO pailoHa TBepckoi
o0nactu, Hampumep, aaMuHUCTpauus KaluHMHCKOrO MyHMIMIAIBHOIO paioHa
TBepckoit o6nacTy, rraBa KanmHuHCKOrO paiioHa,

€) HaMMEHOBAaHME OTPacCiEeBOro ((PYHKIIMOHAIBHOIO) OpraHa YKa3blBaeTcs
Ha  JOKyMeHTax (mMcbMa, apXMBHas ~ CHpaBKa, AapXuBHAas  BBINKCKA),
HOJITMCHIBAEMBIX PYKOBOJUTENIEM OTPACiI€BOTO ((PyHKIIMOHAIBHOIO) OPTaHa;

¢) HauMMEHOBaHUE JOJDKHOCTH JIMLA YKa3blBaeTCs B OJIaHKaX MHCEM
JOJDKHOCTHBIX JIMIL U PacriojlaraeTcs oJl HAMMEHOBAaHUEM OpraHU3AllNH;

) CIpaBOYHbBIC JJAHHBIC 00 OPTaHM3AIMU YKA3bIBAIOTCS B OJIAHKAX MHCEM U
BKJIFOYAIOT: MOYTOBBIM aJpec OpraHu3aluu (JIOMOJHUTEIBHO MOMKET YKa3bIBaThCS
aJpec MecTa HaxXOXJACHUS IOPUIUYECKOTO JIMIA, €CIM OH HE COBHAAAeT C
MOYTOBBIM aJipecoM); Homep TenedoHa, Qakca, agpec SJIECKTPOHHOW IOYTHI,
CeTeBOM aapec, a Takke KojA opranuzauuu 1o Oobmepoccuiickomy
knaccudukaropy  mpemnpustaii u - opranusamumii  (OKIIO), ocHOBHOMU
TrOCYJapCTBEHHBIA  perucTpalMoHHbIi  Homep  opranmzanuu  (OI'PH) wu
UACHTU(UKAIIMOHHBI HOMEp HaJIOroIIaTebIIMKa/KOA MPUYUHBI IOCTAHOBKU Ha
HanoroBsiit yuet (MHH/KIIIT);

3) HaUMEHOBAaHHE BUJA JIOKyMEHTa YKa3bIBA€TCS Ha KaXXJIOM JIOKyMEHTE
(KkpoMe MHCchbMa) M JOJKHO COOTBETCTBOBATh KOMIETEHLIMHU I1aBbl KannHuHCKOrOo
paiioHa, AIMUHHUCTpALIMHU, CONEPKAHUIO JOKYMEHTUPYEMOTO ACHCTBUS;

M) JaToM JOKYMEHTa SBJISIETCS JaTra €ero noimucaHusi (IOCTaHOBJIEHUE,
pacnopspkeHue, MHCbMO) WM COOBITHS, 3a(UKCHPOBAHHOTO B JIOKYMEHTE
(IpOTOKOJI, aKT);

JUTSL YTBEPKIAEMOTO JOKYMEHTa (IUIaH, MHCTPYKIIHS, TOJI0)KEHHE, OTYET) —
JlaTa yTBEPKIACHUSI.
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JlaTa AOKyMEHTa MpOCTaBISETCS MOJKHOCTHBIM JIMIIOM, MOJAMKUCHIBAIOIINM
WIM YTBEPKAAIOUIMM JIOKYMEHT, €CIM JpPyrod MOpSJOK HE YCTAaHOBIIEH
CIEUAIIBHO.

Bce ciy:xeOHbIE OTMETKHM Ha JIOKYMEHTE, CBSI3aHHBIE C €r0 MPOXO0KIECHUEM U
WCIIOJTHEHUEM, JTOJKHBI OIMCHIBATHCS U JATUPOBATHCS.

JlaToil mOKyMeHTa, U31aBaeMOro AJIMUHHCTPALIMEN COBMECTHO C IPYTHMMHU
opraHamu (OpraHu3ainusMHu), IBJIsIeTCA JaTa 00Jee Mo3AHEH MOoAIICH.

Cnoco®6 HamucaHusi JaThl 3aBUCUT OT XapakTepa JOKYMEHTa: B
HOPMAaTUBHBIX JOKYMEHTAax, ONPEACIAIOMINX IpaBa I'PaKJaH W OpraHu3aldid, a
TaKXKe COJIepkAIINX CBeJeHUsI (DMHAHCOBOTO XapaKTepa, UCIOb3YeTCs CIOBECHO-
mudpoBoit crocod odopmienust gatel (12 ampenst 2022 roma), a B OCTaJbHBIX
clly4asx — HUQPOBOM B CIEAYIOIMIEH MOCIEI0BATEIbHOCTH: J€Hb, MECSI, TOJ
(12.04.2022).

Ecnu nopsiakoBeiii HOMEp JHA Mecsia COCTOUT U3 OJHOM HU(PBI, TO AaTa
odopmisieTcs ciaemayromuM oopazom: S uromsa 2022 roxa umu 05.07.2022.

JlaTtoii  JHOKyMeHTa, M3JJaHHOTO COBMECTHO JBYyMsi WiIM  OoJjee
OpraHu3alusIMu  (JOJDKHOCTHBIMM — JIMIIAMM), SIBJIAETCS  JaTa  MOJNUCAHUs
JIOKYMEHTA MOCJIEIHEN CTOPOHOM.

MecTto mpocTtaBiieHUs aThl B JIOKYMEHTE 3aBUCUT OT Hajauuus OJlaHKa U
BHJIA IOKYMEHTA;

K) PEruCTpPAllMOHHBIA HOMEP JOKyMEHTa — LHU(PpoBOe Wi OyKBEHHO-
U poBoe 0003HaAUYECHKE, IPUCBAUBAEMOE IOKYMEHTY MIPHU PErUCTpaIiu, COIEPKUT
MOPSIAKOBBIA  HOMEpP JOKYMEHTA, KOTOPBIA MOXHO JOINOJHATh MCXOId U3
MH(OPMAIMOHHBIX MOTPEOHOCTE HHAEKCOM Jiejla IO HOMEHKIIAType JIeJ, KOJIOM
KOPPECTIOHJEHTA WJIA aBTOPA, UCTIOTHUTEINS U JIp.

MecTo npocTaBieHus: perucTPaluOHHOTO HOMEPA OIpeAeaeTcs B OaHKe U
3aBUCHUT OT BHJIa JOKYMEHTA.

PerncrpanvoHHBId  HOMEpP TNPHUCBAMBAECTCA JOKYMEHTY IIOCIE  €ro
noANUCaHus (YTBEPKICHHUS).

Ha noxymeHTe, COCTaBIEHHOM COBMECTHO JABYMsI M Oojiee OpraHu3alusMH,
MPOCTABIISIOTCS PETUCTPALMOHHBIE HOMEPA JOKYMEHTA, IPUCBOCHHBIE KAXION U3
opraHu3auui. PerncrpaniioHHble HOMEpPA MNPOCTABISIIOTCS B TMOPSAKE YKa3aHUS
HAMMEHOBAaHUN OpraHU3aIluii B 3aroJIOBOYHOM yacTu (mpeamOyie) TOKyMeHTa U
OTAEJSAIOTCA IPYT OT APpyra KOCOU 4epTOu.

J) CChUIKAa Ha MCXOMISIIUN HOMEp M JaTy JOKYMEHTa aJpecaHTa BKIIIOYacT
pPErUCTPallMOHHBII HOMEpP U JaTy JIOKYMEHTa, Ha KOTOpBIA Jaercs OTBET, U
UCIIOJIB3YETCs TOJBKO B T€X BUAAX JOKYMEHTOB, KOTOpPbIE SIBJSIOTCS OTBETaMU Ha
3anpoc (HarmpuMep, B MUCbMax-0TBETaX, 3aKIIOUEHHSX 110 TOPYUYECHUSIM);

B Tekct muchMa-oTBeTa CBENEHUS O PETUCTPALIMOHHOM HOMEpE U JiaTe
MOCTYIHUBILIETO MUChbMa HE BKIIFOUYAIOTCS.

Ccbulka Ha PErucTpallMOHHBIM HOMEp U AaTy AOKYMEHTa IMPOCTABIISETCS
UCITOJIHUTENIEM ITPU MOJArOTOBKE MUChMa-OTBETA.

M) MECTO COCTaBJeHHs WM u3fganus nokymenta (TBephb) ykas3wiBacTCs B
OJlaHKaxX JOKyMEHTOB AJIMUHUCTPAIINH, 32 UCKITIOYSHUEM OJIAHKOB THCEM;
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H) rpud OrpaHUYCHHs] JOCTyma K JOKyMEHTYy (sl CIyKeOHOTO
MOJIb30BAHUS, CEKPETHO, KOH(PUICHIIMAIEHO | JIp.) MPOCTABIISIIOT 0€3 KaBbhIYEK Ha
MIEPBOM JIUCTE JOKYMEHTA. ETO MOXXHO JONOJHATH JAHHBIMU, MIPEYCMOTPEHHBIMA
3aKOHO/ATEIhCTBOM 00 HMH(OpMAaIMU, OTHECEHHOM K TOCYJIapCTBEHHOHN TailHe U
KOH(HUIEHIIUATIbHOU HH(pOpPMAITUH;

0) aapecaToM MOTyT OBITh OpraHM3alus, CTPYKTYpPHOE IOJpa3/ic/iCHUE
OpraHu3alliy, JOJDPKHOCTHOE WK (PU3UYECKOE JIUIIO.

PexBusutr  odopmiisieTcss ~ HOpMalbHBIM  ImpudToM.  JlomyckaeTcs
BBIPABHUBAHUE I10 JICBOW TPaHUIIE WIH 110 LEHTPY. CTPOKU pEKBU3UTA «ApecaT»
LEHTPYIOTCSI OTHOCUTEJIBHO CaMOW JJIMHHOM CTPOKH WM BBIPABHUBAIOTCS 10
JIEBOMY Kparo.

Unnnuansl 1 GaMuans OTAEHSAIOTCA 1,5 MEKCTPOYHBIM HMHTEPBAIOMZ OT
NpeAbIIyIIEH YaCTH PEKBU3NUTA «AJIpecary.

[Tpu aZpeCOBAHUU JIOKYMEHTA PYKOBOJUTETIO (3aMecTUTeINI0
PYKOBOJUTENS1) OpraHU3allii YKa3bIBAIOTCA B JAaTEIBHOM IaJIe’K€ HAaMMEHOBAHUE
JOJDKHOCTH ~ PYKOBOJUTENS  (3aMECTUTENsI  PYKOBOJMWTENSA),  BKIIIOYAIOIIEE
HAaUMEHOBAHUE OpTaHu3au, GaMIINI0, THUIIUAJIBI JOJIKHOCTHOTO JIUIIA.

Hanpumep:

HavanbHuky

Yupasnenus I[lencnonnoro ®onaa
Poccutickon ®enepanuu

o TBepckoii o61acTu

damvummg U.0.
[Ipu aapecoBaHuM  JOKYMEHTa OpraHu3alud, €€ CTPYKTYpHOMY
nojApas3eiaeHut0 0e3 yKka3aHus JOJKHOCTHOTO JIUIA UX HAMMEHOBAHUS MUIIIYTCS B
MMEHUTEILHOM ITaJIEXKE.

Hanpuwmep:
Poccuiickasa akageMust
rOCYJIapCTBEHHOM CITYKOBI
npu I[Ipesunente Poccuiickon denepanuu

WJIN

[TpaButenscTBO TBEpCKOIT 0OIACTH

2 371ech U Jalee 10 TeKCTy BEIMYMHA OJHOTO MEKCTPOUYHOIrO MHTEpBala IPHMHUMAETCS PaBHOM
12 mynxTtoB (12mT), 4TO COOTBETCTBYET MpuOIM3UTENbHO 4,25 MM. BenuuumHa oauHapHOTO
MEXCTPOYHOTO0 MHTEpBajia B TEKCTOBOM PEAAKTOpPE MPH PA3IMUHBIX pa3Mepax IIpH(Ta MOKET
He cooTBeTcTBOBaTh 12 nT. B TekcTtoBoM penaktope Word npu ucnonbs3oBanuu mpudra Times
New Roman pa3zmepom Ne 14 BennunHa OJMHAPHOTO MEXKCTPOUYHOTO MHTEPBaJIa COOTBETCTBYET
16 m.
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[Ipu anpecoBaHMM NUCbMa PYKOBOJUTENK CTPYKTYPHOTO MOAPA3ACICHHUS
YKa3bIBAIOTCA B MMEHUTEIBHOM IAJIEKE€ HAMMEHOBAHHE OPTraHU3aliH, HUKE - B
JaTEJIbHOM TaJIe’K€ HAMMEHOBAHUE JOJDKHOCTH PYKOBOJHWTEISA, BKIIIOYAIOIIEE
HAaMEHOBAHUE CTPYKTYPHOTO MOApa3aeiacHus, (HaMuInio, MHUINAIIBIL.

Hampumep:

MuHHCTEPCTBO KYJIbTYPbI TBepckon
obnactu

HauvanpHuky oTAena  opraHu3alMOHHO-
METOIMYECKON paboThl U aHANM3a

damvunua U.0O.

Ecnu nokyMeHT oTmpaBiisieTcss B HECKOJIBKO OJTHOPOIHBIX OpPTaHU3AIUN UITH
B HECKOJIBKO CTPYKTYPHBIX IMOAPA3ACICHUNA OMHOW OpPraHW3allid, TO UX CICAyeT
yKa3bIBaTh 000OIIICHHO.

Hanpumep:

AJIMUHUCTpAIIUN CEITbCKUX
Y TOPOJICKUX MOCEJICHUM
Kanuaunckoro paiiona

IIpu pacceuike [TOKYMEHTa HE BCEM OpraHU3alUsIM WIHM CTPYKTYPHBIM
noJipa3/ieNieHusiM ToJi pekBu3uToM "Agpecar" B ckoOkax ykasbiBaercs: (1o
cniucky)". Hammpumep:

PykoBoautensm ynpasieHui u
ornenioB ObY "HanmenoBanue
opranuzanun”
(Mo crucky)

CHOucok pacChUIKU COCTABIISETCS UCIIOTHUTEIIEM.

HaunMenoBanue yupexnaeHusi (opraHusanuyd) — ajapecata JOKYMEHTa
YKa3bIBa€TCsl B IOJIHOM COOTBETCTBUU C MOJIOKEHUEM O HEM.

B pexBusute «Ampecar» JIONMYCKAeTCs HCIOIB30BaTh O(UIIMAIBHO
MIPUHSATHIE COKPAIICHHBICE HAWMMEHOBAHUS OPraHOB TOCYJIapCTBEHHOW BJACTH,
OpraHOB MECTHOTO CaMOYIPAaBIICHUS, OpraHU3aLIHU.

JIOKyMEHT He JOJDKEH cojliepKaTh Oosiee yeThlpex ajpecaTtoB. Kaxnbii
HK3EMIUISIP TAKOTO JOKYMEHTa JOJHKeH ObITh moamucaH. CIoBO «KOMMs TMepen
0003HaYE€HUEM BTOPOT0, TPETHErO U YETBEPTOIO aIPECATOB HE YKa3bIBACTCS.

[Ipu HanpaBiieHUH JOKyMeHTa Oojiee 4yeM B YeThIpe aJpeca COCTaBIISETCS
CITUCOK PACCBUIKU U HA KaXJIOM JIOKYMEHTE IIPOCTABIISIETCA TOJIBKO OJUH aJpecar.

[TouToBBI1 aapec HE MPOCTABISAECTCS HA JOKYMEHTAX, HalpaBiIsieMbIX
IIOCTOSIHHBIM ~ aJpecaraM: B OpraHbl TOCYJApCTBEHHOM BiacTh Poccuiickon
®denepanuy, WCHOJHUTENBHBIE OpPraHbl, OpPraHbl MECTHOTO CaMOYIPaBIICHHS
KanuuuHCckoro panosa.
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[TouToBBIN anpec yKa3blBaeTCs MpPU HAMPABIECHWUM JOKYMEHTa pPa30BbIM
KOPPECIIOHAEHTaM.
DneMeHThl TOYTOBOrO ajpeca YKa3blBalOTCS B IOCIEA0BATEIBHOCTH,
ycTaHoBIeHHOM [IpaBuaamMu OKa3aHus yCIIyT IIOYTOBOM CBA3K®;
1) a1 FOpUANYECKOro JUIA - NOJHOE WM COKPAILIEHHOE HAUMEHOBaHUE (TIpU
HAJIMYUM), U1 TPaXKAaHUHA - paMIIns, UMsl, OTYECTBO (TIOCIEIHEE IPU HATUYHH);
2) OaHKOBCKHME PEKBU3HUTHI (Ui IOYTOBBIX IE€PEBOJOB, HAIPABIIIEMBIX
IOPUIMYECKOMY JIMILY WM IPUHUMAEMBIX OT FOPUIUYECKOrO JIUIA);
3) Ha3BaHUE YJIUILbl, HOMEpP 10Ma, HOMEP KBapTUPBI;
4) Ha3BaHME HACEJICHHOT'O IYHKTA;
D) Ha3BaHUE pailoHa;
6) Ha3BaHUE pecIyOIMKH, Kpasi, 0071aCTH, aBTOHOMHOTO OKpyra (001acTH);
/) Ha3BaHUE CTPaHBbI (11 MEXAYHAPOIHBIX IOYTOBBIX OTIPABICHUN);
8) MoYTOBKII UHICKC.
Hanpumep:
Penaxuns rasetsl « TBepckre BETOMOCTH

yi. CoBetckas, 1. 23,
r. TBeps, 170100

WIH
Nsanosy 1.1.

yi. KomunrepHa, 1. 37, kopr. 1, kB. 43
r. Tseps, 170100

[TouTOBBIN ampec HE yKa3bIBACTCS B TIOKYMEHTAaX, HAMPABISICMBIX B BBICIIIHC
OpraHbl BIIACTH, BBIIICCTOSIINE OPTaHU3AINH, TIOJIBEIOMCTBEHHbIC OpTaHU3AINH U
MOCTOSTHHBIM ~ KOPPECTIOHJEHTaM (32 HCKJIIOYCHHEM  HANpPaBJICHHUS  ITHUCEM
yKa3aHHBIM aJipecaTaM B KOHBEpPTax C MPO3pPaYHbIMU OKHAMH).

[Ipu oTmpaBke mMUChMa MO AJIEKTPOHHOM MOYTE WM (PAKCUMHUIBLHOM CBS3U
(6e3 mOoCBHUIKM MO MOYTEe) MOYTOBBIN aapec He ykasbiBaercs. [Ipu HEoOXoauMocTH
MOKET OBITh YKa3aH JIEKTPOHHBIN ajipec (HoMmep TenedonHa/pakca).

Hanpuwmep:

ApXUBHBIN OTAENT AJIMUHUACTPALIUN
KyBmmmHoBckoro paiiona
TBepckoit o0nacTu

arhivkuvadm@yandex.ru

3 ITynxr 22 TIpaBui okaszaHus yCIyT HOYTOBOM CBS3H, YTBEPKIAECHHBIX TPHKa30M MHUHICTEPCTBA CBA3M U MACCOBBIX
koMMyHuKamil Poccuiickoit ®enepauunu ot 31 utonst 2014 r.


consultantplus://offline/ref=0665169B9B47ABBED1BD871C81E1D43E8DD8A66B4FE3A0B5C7B3A66586A08AF481EC1FC84AB1CEB60F6F82EB5A799699F0ACA61661D80190s0BBH
consultantplus://offline/ref=0665169B9B47ABBED1BD871C81E1D43E8DD8A66B4FE3A0B5C7B3A66586A08AF481EC1FC84AB1CEBF086F82EB5A799699F0ACA61661D80190s0BBH
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n) rpud yTBEepKIEHHUS NOKyMEHTAa — PEKBU3HUT JOKYMEHTA, YKa3bIBAIOIIHIA
HOPMATHBHBIM WJIM TPABOBOM XapakKTep €ro COJAEpKaHHS WM TpeOyromui
IIPABOBOW CAHKIIMH.

Y TBEpKICHHIO, KaK MPaBUJIO, MOAJIEKAT MPOTPAMMBI, CTPYKTypa U LITaTHas
YUCJIEHHOCTh, JOJDKHOCTHBIE MHCTPYKIMHU COTPYAHUKOB, IUJIAHBI, OTYETHI, CMETHI,
aKTBbI, 3aJJaHus1, OATaHChl, TApU(HBIC CTABKU U T.1. (MIPUIOKEHUE 2)

YTBepxkAeHUE JOKYMEHTa MPOU3BOAUTCS IaBoi KanumHMHCKOrO paiiona,
JPYTUMHU  JOJDKHOCTHBIMUA JIUIAMUA AJIMUHHUCTPAllUd B COOTBETCTBHUM C UX

KOMIIeTEHIIMEeH  (pacmpenencHHeM  O0sS3aHHOCTEH),  PacHOPSAUTEIbHBIMH
JOKyMEHTaMu  AJMUHHUCTpaIuu MOCPEJICTBOM  MpOCTaBieHUsT  rpuda
YTBEPKICHUS.

I'pud ytBepxknaeHuss (ecid JOKYMEHT YTBEPXKIAETCS KOHKPETHBIM
JOJDKHOCTHBIM ~ JIMIIOM)  COCTOMT U3  CIEAYIOIIUX  JJIEMEHTOB:  CIIOBO
YTBEPXKJIAK (6e3 kaBblueK, MPONHCHbIMA OyKBamu), HaMMEHOBaHUE
JOJDKHOCTH, MOANUCH, MHUIMANBI U (aMUus JUUA, YTBEPAUBILIErO JOKYMEHT,
Jata yTBepxkaeHus. HaummeHoBaHMe JOJDKHOCTM —medaraercss 4epe3 1,5
MEKCTPOYHBIX MHTEepBaIa HUKe cinoBa Y TBEPXXIAILO.

Hanpumep:
YTBEPXJIATO
3amMecTUTeNb IJ1aBbl aAMUHUCTPALIMN
KanuauHCKOro MyHHUIIMITAIBHOTO paiioHa
TBepckoit o6macTu

IToamce
07.06.2022

IL.I1. Iletpos

HpI/I YTBCPKACHUH JOKYMCHTA HCCKOJIbKUMHU AOJDKHOCTHBIMHU JIMIAMH HX
MOAIMCH pacliojiararoT Ha OAHOM YPOBHC:!

YTBEPXIAIO YTBEPXIAIO
ITepBbIit 3aMECTUTEND TJ1aBbI 3aMecTUTEb [J1aBBI
aIMUHUCTPALIUU Kanuuannckoro aIMUHUCTPALIUU Kanuannckoro

MYHHIMIIAIBHOTO paiioHa TBepckou
obOnacTu

IHoamuce N.1. UBanos

12.12.2022

MYHHULUIIAIBHOTO pailoHa TBepcKoi
obOnactu

IHonnuce
12.12.2022

IL.II. IleTpos

YTBepxkAaeMbIi TOKYMEHT JA0KEH UMETh J1aTy U MOJIHUCH.
[Ipy yTBep>KIEHUU JOKYMEHTA IOCTAHOBJICHHEM (pacropsbkeHueMm) rpud

YTBEPXKJICHUSI COCTOMT U3  CJIOBa

«YTBEPXJIEH» («YTBEPXJIEHA»,

«YTBEPXIEHbBI» nin «YTBEPXIEHO»), coritacoBaHHOTO ¢ HaMMEHOBaHUEM
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BUJa YTBCPIKAACMOI'O JOKYMCHTA, HA3BAHHWA BHU/Id PACIIOPAAUTCIIBHOTO JOKYMCHTA
B TBOPHUTCIIBHOM IIAJZICKC, €T'0 1aTbl, HOMCpPA.

Hampumep:
(ITonoxxenue) YTBEPXJIEHO
pPaCIOPSKEHUEM aJIMUHUCTPALIUH
KannHuHCKOro MyHUIIUIIAIBHOTO
paiiona TBepckoit obiacTu
ot 9 anpens 2022 r. NeOO-p
(PernamenT) YTBEPX/JIEH

pacnopsKEHUEM aIMUHUCTPALIUN
KanmHUHCKOro MyHHITUITAIIBHOTO
paiiona TBepckoii o6iactu

ot 18 oktsi0pst 2022 r. Ne499-p

I'pud yTBepKIeHUS TOKyMEHTa paclojiarailoT B INPAaBOM BEPXHEM YTy
nokyMeHTa. [Ipy Hanuuum HEeCKONbKUX TPUGOB YTBEPKACHUS UX PacIoyiararoT Ha
OJTHOM ypOBHE B JIBa BEPTUKAJIbHbIX psina. llepBblil psg — HauumHas OT JIEBOM
TPAaHMIIBI TEKCTOBOTO MOJIS, BTOPOM — HE JAOJKEH 3aXOJMUTh 3a TPAHMIIBI MPABOTO
OJISL.

B yTBepaeHHbIE JTOKYMEHTBHI 3alpeniaeTcsi BHOCUTh KakKue-TM0o
UCITpaBJICHUS U 100aBICHUS;

p) Dpe3odrouus BKIIOYAET B cels cleayrolyde dJIeMEHTH: (pamumus
UCIIOJIHUTENS (MCTHIOJMHUTENEH), colepkaHue MopyyeHus (mpu HeoOXOAMMOCTH),
CPOK MCIOJHEHUS, IOJINUCH, JaTa.

Ha noxymeHTax, MMEIOIIKUX TUIIOBbIE CPOKH pabOThl ¢ HUMH, B PE30JIIOLUU
YKa3bIBa€TCSl WCIIOJIHUTENb B JATEIBHOM NAJEKe, MOIAINUCH aBTOpPA PE30JIIOLHH,
JaTa.

Hanpumep:

IL.II. ITeTpoBy

JInst paccMOTpEHMS M IOATOTOBKH
MPOEKTa PACMOPSHKEHUS 0 JAHHOMY
BOIIPOCY.

IHoamuce N.N. UBaHnos
06.12.2022

Pesomronus pasMemniaeTcss Ha JULEBOW CTOPOHE MEPBOTO JMCTA JTOKYMEHTA
Ha CBOOOJHOM OT TeKCcTa MecTe. Pesomrorus, Kak MpaBWiIO, MHUIIETCS OT PYKHU
pyKOBOIUTENEM JHOO TOTOBUTCSA CIECIHAIMCTOM C O(QOPMIICHHUEM TMEeYaTHBIM
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cnocoOboM Ha otTaenbHOM Jmcte (opmata A6 C HWCHONB30BaHWEM OJlaHKa
pe3ononuu  (MOpPY4YEHHUs1) C YyKa3aHUEM pPErucTPallMOHHOTO HOMEpa M JaThl
JOKYMEHTa, K KOTOPOMY PE30JIFOIHS OTHOCHTCS (TIPHIIOKEHHE 3).

DopMyJIUPOBKHU PE30IIONUNA (MOPYUECHHI) TOHKHBI YETKO ONPENEsATh CYyTh
3aJlaHusl, CPOK UCTIOJIHEHHUA U (hOpMy MpeACTaBICHUS Pe3yJIbTaTOB;

CpoK HUCIOJHEHMs] TOPYYEHHUsI HE JIOJDKEH YKa3bIBaThCs, €CJIM OH Ha3BaH B
TEKCTE IMOCTYNHUBIIET0 JOKYMEHTa U PYKOBOJUTEIh HE CUMUTAET HEOOXOIMMBIM
U3MEHHUTH €T0 B CTOPOHY COKpAIICHUS WU SIBJISE€TCS TUIIOBBIM JJIsl TaHHOTO BUJA
JIOKyMEHTA.

[Ipu yka3zaHUM HECKOJBKUX MCIOJHUTENEH (pamMmius OTBETCTBEHHOI'O
UCIIOJIHUTENSL ~ yKa3blBaeTCsl NEpBOM MU 00O3HAYAETCS  CIOBOM  «OTB.»
(«OTBETCTBEHHBIIY ).

C) HauMEHOBAaHHE JOKYMEHTa — KpaTKOE COJICpyKaHUe (3aroJIOBOK K TEKCTY )
JOKyMEHTa, TOYHO IME€peJarollee €ro CMbICI. 3arojoBOK (opMyIupyeTrcs
COCTABUTENIEM JJOKYMEHTA.

3aroyioBOK K TEKCTY JOKYMEHTA JIOJKEH OBbITh KPAaTKUM, TOYHO IMEpPEaBaTh
coJiep>KaHue JTOKYMEHTa. 3arojoBOK K TEKCTY COIIACOBBIBAETCA C HAMMEHOBAaHUEM
JIOKYMEHTA.

Hanpumep:

[TocranoBnenune (o uém?) OO yrBepxknaeHuu [lonoxenus o 3amure
MEPCOHAIBHBIX IAHHBIX MYHULIUITAIBHBIX CITYKAIIUX

[Tucemo (0 uém?) O6 okazaHUU MaTEPUAIBHON MTOMOIIU

[IpaBuna (uero?) BHyTpEHHETO TPYAOBOTO PACIIOPsIIKA.

3aroyioBOK JTOJKEH MMETh JUIMHY CTpPOKU He Oonee 40 medaTHbIX 3HAKOB.
[lepeHoCHI CIOB B 3aroJioBKe HE JOIyckaroTcs. Eciu 3aroioBok OObIION, TO OH
nenuTcest (1o CMBICITY) Ha HECKOJBKO CTpOK. CTPOKM 3arojloBKa MEYaTaroTCsl yepes
I wmexcTpouHbli uWHTEpBal. TEKCT OTAENseTcss OT 3aroJioBKa 2 - 4
MEXCTPOUYHBIMHM MHTEpBaJIaMu. TouKa 1mocie 3arojloBKa He CTABUTCS.

3aroJioBOK HE COCTaBJSIETCS K TelerpammaM, TejaedoHorpamma,
W3BELICHUSIM, a TaKXe JPYyrMM JOKYMEHTaM, TEKCT KOTOpBhIX IleyaTaeTcs Ha
omanke gopmara AS. 3aroj0BOK TaKKe€ HE COCTABIISIETCS K MUChMaM, JTOKJIATHBIM
U OOBSICHUTEIHHBIM 3alMCKaM, 00bEM TEKCTa KOTOPBIX HE MPEBBIIIAET OJHOTO
a63ama (110 4-5 cTpoK).

3aroJ0BOK COCTaBJISIETCS UCIIOJHUTENIEM, TOTOBSIUM MPOEKT TOKYMEHTA,;

T) TEKCT  JIOKYMEHTa  JIOJDKEH  COAEepKaThb  JIOCTOBEPHYIO M
apryMEHTUPOBaHHYIO HWH(}OpMmaIiuio, o0ecreynBaTh €€ TOYHOE U OJIHO3HAYHOE
BOCIIpUATHE, OBITh KpaTKuM. PEeKOMEHIyeTCsl COCTaBIATh JOKYMEHT MO OJIHOMY
Bonpocy. CozepkaHue JOJIKHO OBITh YBSI3aHO C PaHEe M3JIaHHBIMU MO JTAHHOMY
BOIPOCY TOKYMEHTAMH.

TeKCThl JOKYMEHTOB U3J1aratoTCs OT:

1-ro MA@ EOUHCTBEHHOIO YKCJAa: MOCTAHOBJISAIO... MOATOTOBUTH H
MPEACTaBUTh HA PACCMOTPEHHUE; MPOUIYy PACCMOTPETh BOMPOC 00 YCTAHOBJICHUU
JBTOTHBIX TapuQoB...;
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3-r0  Juma  exIMHCTBeHHoro  uwucia: ... CoOpanume  jmemyTaToB
MOCTAHOBJIAET...; KOMHCCHSI IOCTAHOBHWJIA..., AAMUHUCTPALMSl HE CUUTAET
BO3MOYHBIM ..;

1-ro nMIa MHOXECTBEHHOTO YHCJIA: IPOCHM MPEACTaBUTH JAHHBIE O ...;
MIPEACTABIIIEM HAa PACCMOTPEHUE U YTBEPKICHHUE ...; B IPOTOKOJAX: CIYIIAIH...;
BBICTYNHIIU. . .; PEIIIH (TIOCTAHOBUIIN).

B TekcTe nOKymeHTa, MOJArOTOBJICHHOTO HAa OCHOBAHWM 3aKOHOJATEIbHBIX,
WHBIX HOPMATUBHBIX IIPABOBBIX aKTOB, U3JaHHBIX OpPraHaMHU BJIACTH U YIIPABIICHUS,
JOKYMEHTOB, paHEE W3JaHHBIX AJIMHUHHUCTpAlMEd — aBTOPOM JOKYMEHTA,
YKa3bIBA€TCSI HANMEHOBAHUE BUJA IOKYMEHTa, HANMEHOBAHHUE OpPraHa, W3aBILIEro
JIOKYMEHT, JaTa NPUHATHS WIH YTBEPKACHUS JOKYMEHTA, €r0 PErucTpaliOHHbIN
HOMED, a TAK)KE€ 3aroJIOBOK JOKYMEHTA, 3aKJIFOUCHHBIN B KABBIUKH, HAIPUMED:

«B coorBerctBUM ¢ mnocraHoBieHuem [IpaBurenscrBa Poccuiickon
@®enepariun ot 01  wmrons  2023r. Ne477 «OO6 yTBEepKIECHWM TpaBUiIa
JIEJIONPOU3BOCTBA B (De/lepaibHbIX OpraHaxX UCIOJHHUTEIbHON BIACTHY;

«B coorBerctBuu ¢ 11on0KeHNEM O TTOCTOSIHHO IEMCTBYIOIIEH SKCIEPTHOU
KOMUCCUHM  AIMUHUCTpALMM  paloHa,  YTBEPXKIECHHOM  pACIOPSHKEHUEM
aamuHucTpanuu ot 04 oktsa6ps 20051, Ne230-p...»

IIpu cocTaBneHUM TEKCTa JOKYMEHTa CIEAyeT HCIOJIb30BaTh MPSMOMI
NOPSIOK  CJIOB, YCTOWYMBBIE CJIOBOCOYETAHMS, COOTBETCTBYIOIIME HOpMaM
PYCCKOTO s3bIKa M BUAY JOKYMEHTA.

He nomyckatoTcsi NpOM3BOJIbHBIE COKpAIICHHS, KPOME OOILEHPHUHSTHIX,
HAaMMEHOBAaHUW YUPEXICHUN U OPTraHU3aLUi, OTAEIbHBIX CJIOB.

[Ipu moAroToBKE TEKCTa JOKYMEHTA CIEAYyET COONI0AAaTh IpaBuiia HallMCaHuUs
opuIMaNbHBIX HAMMEHOBAHUH, YUCIUTEIbHBIX U €IMHUL] U3MEPEHUS.

B Tekcrax JOKYMEHTOB YNOTPEOJSIOTCS OOIIENpuHAThIE abOpeBUATypbl U
rpauuecKkue COKpalleHus.

[Ipu yxazaHuu B TeKCTe (paMUIIUU JIMIA THUIUABI CTABSTCS MOciie (PaMUIIUH.
B nenoBbIx (ci1y>kKeOHBIX ) MUCbMAaX UCIOJIb3YOTCS:

BCTYNUTEIBHOE OOpalieHue:

VYBaxaemslit rocnoaus [Ipencenarens!
YBaxkaemblii rociogud Munuctp!
VYBaxkaemblii rocioguH MBaHOB!
YBaxkaemas rocnoxa Ilerposa!
VBaxkaembiii Ban IlerpoBuu!
YBaxkaemass AnHa HukosmaeBHa!
YBakaemsble rocrioaa!l

3aKIIIOUMTENbHAS dTUKeTHAs dpasza: «C yBaxeHHUEM, ...».
HanMeHnoBaHHE TODKHOCTH B OOpAIEHWH THUIIETCS C MPOMHMCHOW OYKBHI, B
oOpareHus 1Mo (aMHUIIMK WHUTIMAJIBI JTUIA HE YKa3bIBAIOTCS.
Conepxkanrue JOKyMEHTa MOXET OBITh TMPEACTABICHO B (HOpME CBS3HOTO
TEKCTa, AaHKETHI, TAOJIUIIBI WIIH COACPKAHUS dTUX (POPM.



21

['padbl TaOAMIIBI AOKHBI OBITH TPOHYMEPOBAHbI, €CJIM OHAa 3aHUMAET Oosee
onHOM cTpanuliel. [IpaBuna odopmiaeHuss TaOIUYHBIX JOKYMEHTOB MPUBEICHBI B
NPUIOKEHUH 4;

y) OTMETKa O HAJIWYUHU MPHIOKEHUH HCIONb3yeTca Npu O(OpMICHUH
COIIPOBOJUTENBHBIX MHUCEM U MPUIOKEHUH K IMOCTAHOBJIECHUSAM, PACIIOPSIKEHUSM,
IUIaHaM, [porpaMMaM, OT4YeTaM, JIOTOBOpaM, IIOJIOKEHUSM, IpaBUIIAM,
UHCTPYKUUSM U IPYTUM JOKYMEHTaM.

B conpoBoauTENbHBIX TUChMaX OTMETKA O MPUIIOKEHUH OPOPMIISIETCS O]
TEKCTOM MHUCHhMa OT TPAHULIBI JIEBOTO MOJI.

OTMeTKka O HaJUMuuW [PWIOKEHWHM, Ha3BaHHBIX B TEKCTE IHCHbMA,
oopmIsieTcs cieayonmM 00pa3oM:

[Tpunoxenue: Ha 14 1. B 2 3K3.

Eciu mpunokeHus B TEKCT€ MHCbMa HE Ha3BaHbl, TO HEOOXOIUMO
MEPEYNCIUTh UX HAUMEHOBAHMSI, KOJIMYECTBO JIUCTOB M IK3EMIUIIPOB Ka)JIOTO.
[Tpu HaTMYMK HECKOJIBKUX MPUIIOKEHUN UX HYMEPYIOT.

Hanpumep:

[Ipunoxenue: 1. llltaTHOE pacnucanue Ha 4 1. B 2 3K3.
2. CMera pacxodoB Ha 5 1. B 3 3K3.
Ecnu mpunoxeHuss K mMUCbMYy COPOIIIOPOBAHBI, TO YKa3bIBACTCS TOJBKO
KOJIMYECTBO HK3EMIUIIPOB OJHUM M3 JBYX CHOCOOOB, B 3aBUCHUMOCTH OT TOTO,
MMEETCS CChUIKA Ha MPUJIOKEHUE B TEKCTE MU HET.

Hamnpumep:
[Ipunoxxenue: B 2 7K3.
WIH
[TpunokeHne: TEXHUYECKOE 3aJaHUE HA pa3pabOTKy CUCTEMBbI « DJIEKTPOHHBIN
apXuB» B 2 JK3.

Ecnu npunokeHue HanpaBisilOT HE BO BCE YKa3aHHbIE B JOKYMEHTE ajpeca,
TO OTMETKY O €r0 HAJIMYUU O0GOPMIISIOT CIEAYIOIINM 00pa3oMm:

[Tpunoxxenue: Ha 3 J1. B 5 9K3. TOJBKO B MEPBBII aapec.

Ecimn  1OKyMEHT, SBISIIOIIMUCA MNPUIIOKECHUEM, HMEET MPUIOKEHUA C
CaMOCTOSITEJIbBHOW HyMEepaluuen CTPaHULL:

[IpunoxkeHue: mOroBOpP BO3ME3AHOTO OKazaHus ycayr oT 05.09.2017 N 32-
17/72 v npunoxeHus K HeMy, BCEro Ha 7 I

[Ipu GONBIIOM KOJIMYECTBE MPHIIOKEHUN HA HUX COCTABISETCS OTIEIbHAs
ONKCH, A B CAMOM JOKYMEHTE ITOCIIE TEKCTA YKa3bIBACTCS:

IIpuiioxxeHue: corinacHoO OIKUCU Ha I1.
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Ecmu mpunoskeHreM SBISIFOTCS JTOKYMEHTBI, 3allCaHHbIE Ha (U3UYCCKU
000CO0JICHHBII NMEKTPOHHBINA HOCUTEINb:

[Tpunoxenue: DVD-R B 1 3xk3.

[Ipu sTomM Ha BKHaapinie (KOHBEPTE), B KOTOPBIA IMOMENIAETCS HOCHUTEIb,
YKa3bIBalOTCS HAMMEHOBAHUS JOKYMEHTOB, 3allHCAHHBIX HA HOCUTENb, MMEHA
¢aitnos, o0beM B OaiiTax.

[Ipy  HEOOXOAMMOCTH  NPWIOKEHUE  MOANUCHIBAETCS  (BU3UPYETCA)
PYKOBOJUTENIEM OTpaciieBOro ((pyHKIHMOHAJIBHOTO) oOpraHa, HOATOTOBUBLIETO
IIPUWIOKEHUE.

Ha npwiokeHMsX  COPaBOYHOIO XapakTepa K IIpUKas3aM, IIpaBHIIaM,
WHCTPYKLUAM, IIOJOKEHUAM, IUIaHaMm, IporpammaM, JO0roBopaM H JpyrUM
JOKyMEHTaM OTMETKa O MPWIOKEHUM [POCTABISIETCS HA IEPBOM JIUCTE
IPWIOKEHUS B IPAaBOM BEpXHEM yrily. Eciau NpuIoKeHWH HECKOIbKO, OHH
Hymepytotes ([Ipunoxenune 1, [Ipunoxenne 2). Ecin npunoxxeHue oJHO, OHO HE
HyMEpPYETCH.

B oTmeTke 0 MPUIIOKEHUH YKa3bIBAETCS HAMMEHOBAHHE BHIA OCHOBHOIO
JIOKYMEHTA, €ro /1aTa U HOMEp:

[Ipunoxenue 2

K PacropspKeHHIO aIMUHUCTPALIMH
KalmHUHCKOro MyHHIIMIIAIBHOTO
paiiona TBepckoii o6iactu

ot 15.01.2022 Ne 2

Ecnu npuiokeHneM K JOKyMEHTY (HalpuMmep, K paclopsKEHHIO) SIBISIETCS
yTBEpKAAeMbIH TOKYMEHT (TI0JI0KEHHE, paBuUila, MHCTPYKLUS, pEerjlaMeHT U JIp.),
B BEPXHEM IPABOM YIJy MPOCTABISETCS OTMETKA O MPUIIOKEHUH, HUXKE — rpud
YTBEPKJICHUSI IOKYMEHTa, HallpUMep:

[Tpunoxenue 1

YTBEPXIEHO

Pacniopsixenunem

aIMUHUCTPALIUH Kanununckoro
MYHULIMNAIBHOTO pailoHa TBepckon
obnactu

ot 15.01.2022 Ne 2

¢) nNoamuCh MOJKHOCTHOTO JIMIA - OO0S3aTENbHBIN PEKBU3UT KaXKIOTO
JOKYMEHTA, B HETO BXOJIAT:

- HAUMMEHOBaHUE JIOJDKHOCTH JIMLIA, IOANMCABIIET0 JOKYMEHT (IIpU
UCIIOJIb30BAaHUU  JIOJDKHOCTHOTO — OJIaHKa  HAMMEHOBAHWE  JOJDKHOCTH — HE
YKa3bIBaeTCs);
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- TMYHAS MOINUCH;
- pacmmdpoBKa NOAMUCH (MHUIIUABI, (PaMUITus).

Hanpumep:
I'naBa KanuHuHckoro paiiona IHoanuce N.0. ®amunus
[Toanuce JOKyMEHTa OTAEHSETCS OT Tekcra 2 — 4 MEXCTPOYHBIMU

VMHTEpBajdamMu. PEKBU3UT HAMMEHOBaHUS JOJDKHOCTH, KaK IIPABWIIO, PACIIOIAracTCs
OT JIEBOM TpaHMIBI TEKCTOBOTO MOJS U O(QOPMIIAETCS HOPMAIbHBIM IIPUPTOM.
Pacmm¢ppoBka mnoamucu —pacriosiaraercsi Ha ypOBHE IOCIEOHEH CTpPOKU
HAaUMEHOBAHUA JIOJDKHOCTH C TMPOOeoM MEXIy HHHIHMAIaMu U (aMUIHEH.
[Tocneansist OykBa (haMUITUN OTPaHUYUBACTCS MPABBIM MOJIEM.

['maBoit  KanuHMHCKOTO  palloHa  NOANMCHIBAIOTCS  JTOKYMEHTHI B
COOTBETCTBUM C MOJHOMOYHUSIMH, OINPEACICHHBIMUA (eepalbHbIM U 00JIACTHBIM
3aKOHOAATENBCTBOM, HOPMATUBHBIMU IIPABOBBIMU aKTaMU A IMUHHUCTPALUU.

[lepBblli  3aMECTHTENb TJIaBbl AJIMHHUCTPALMU, 3aMECTUTENIA TJIaBbl
aAMUHHCTPALIMM  IOAIMCHIBAIOT JOKYMEHTBI B IIpEeAeiaX YTBEPXKIACHHOTO
pacnpeneneHus 00s13aHHOCTEH.

[Tpu moanucaHuu NOKyMEHTa JHUIOM, MCHOJHSIOIIMM OOS3aHHOCTH TIJIaBbI
aAMUHUCTPALIMM, PEKBU3UT IIOAIMUCHY» JTOJDKEH COAECPKATH CJIOBA:

Hcnonustronnii 00s13aHHOCTHA

IJ1aBbl AIMUHUCTPALIUU IHoanuce N.N. UBanoB
N
N.o. rnaBel aIMUHUCTPALIUN [Tonnuce N.N. Banos

PykoBoautenu oTpacneBbiX ((GyHKIHOHAIBHBIX) OPTaHOB AJIMUHUCTpAIUU
Y UX 3aMECTUTEIH MOANMCHIBAIOT JOKYMEHTHI TOJIBKO B MpeEeaax yCTaHOBIEHHOM
KOMITETEHIIUH U MTPENOCTABIEHHBIX MIPaB.

[Ipn moanucaHuM ITOKYMEHTOB KOHCYJIBTALIMOHHBIX M KOOPAMHALMOHHBIX
OpraHOB Ha IIEPBOM MECTE YKa3bIBAOT HE JIOJKHOCTB JIMIIA, & €0 CTaTyC B COCTABE
3TOro opraHa (Hampumep, Npeacenareilb KOMHCCHM, 3aMECTUTENb TJIaBbl
anMuHUCTpanuu KaTMHUHCKOTO MyHHIIMTIAIBHOTO paiioHa TBepcKoii 001acTH).

[Ipy noamucaHuu JOKYMEHTAa HECKOJBKHUMHU JOJKHOCTHBIMU JIMLAMU HX
MOJANKCH PacTojiaratoT OJHY Mo APYroi (1Mo BEPTUKAIM) B MOCIEAOBATEIbHOCTH,
COOTBETCTBYIOILLIEW 3aHMMAEMOM NOJDKHOCTU. Ilpu mnoamucannum HOKyMeEHTa
HECKOJIBKAMM JIMIIAMU PaBHBIX JOJDKHOCTEW MX MOIIMCH PacIojaraloT Ha OJHOM
YpOBHE (IT0 TOPU3OHTAIIN).

Ecnu [OMKHOCTHOE MO, MOANKMCH KOTOPOTO 3aroTOBJIEHA HA MPOEKTE
JIOKYMEHTA, BPEMEHHO OTCYTCTBYET, TO JOKYMEHT MOAMMCHIBAET 3aMECTUTEIb WIIN
JMIO, WCIOJHAIEE ero o0s3aHHOCTH. [Ipu 3TOM ykaspiBaeTcsl (hakTHuecKas
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JOJKHOCTh, MHULIMAJIBI U (DaMUTIHS JIULIA, TTOANMCABIIETO JOKYMEHT (MCIIPaBICHUS
«Ucnonusomuilt 00s13aHHOCTUY» U «3aMECTUTENbY, a TakKe (PaMUITUS U WHUIUAIIBI
BHOCSITCSI MAIIMHOMIMCHBIM CTIOCOOOM WJIM OT pyku). HemomycTumMo moAmnuceBaTh
JOKYMEHT C MNOpeajIoroMm «3a» WIM NPOCTAaBICHUEM KOCOM YepThl IHEpen
HAaUMEHOBAaHHUEM JIOJKHOCTH.

3aMECTUTENb PYKOBOAUTENSI MOXKET IOANMCHIBATH JOKYMEHTHI TOJIBKO IIO
TEM BOITPOCAM, KOTOPBIE BXOJAT B KPYT €r0 KOMIIETEHLINH.

[IpencraBieHne JOKYMEHTOB Ha MOJIMCH IJIABE PallOHAa OCYLIECTBISAETCS
TOJIBKO Yepe3 CIIEHNAINCTa IPUEMHOM.

OtmeTka 00 DJEKTPOHHOW MOANMCH MCHOJIBb3YETCS Ui BU3YyalIU3aLUU
AJIIEKTPOHHOM MOJIUCH MOJy4YaTeJeM JIOKYMEHTa IpH OOMEHE 3IIEKTPOHHBIMHU
JIOKYMEHTaMH, TMOJINHCAHHBIMU YCUJICHHON KBaTU(UIIUPOBAHHOW 3JIEKTPOHHOU
HOJIHCHIO.

B cooTBeTcTBHMU ¢ 3aKk0HOHATEILCTBOM Poccuiickon CDe):[epauHH4 oTMeTKa 00
ANEKTPOHHOM MOANUCH (POPMUPYETCS U BU3YAIU3ZHPYETCS MPOrPAMMHBIMU
cpenctBamu. OTMeTKa 00 3JEKTPOHHOW MOJNUCH BKIIOYaeT ¢paszy «JlokyMeHT
MOJANKCAH 3JEKTPOHHOM IMOJNUCHIO», HOMEp cepTUu(UKara KiIr4a 3JIEKTPOHHOU
nojanucy, (aMuiMio, UMs, OTUECTBO BJajAeibla cepTudukaTa, CpPOK JEHCTBUS
cepTu(uUKaTa Kiroya 3JeKTPOHHOM MOANHCH.

Hanpuwmep:

JOKYMEHT IOJNMCAH
OJIEKTPOHHOU TTOAITNCBIO
I'maBa Kanunuackoro paifona | Cepruduxar 1all1aaa000000000011 111 O, damumms

Bnanenen @amunns Ums OtyecTBO
HewictButenen ¢ 01.12.2012 mo 01.12.2017

X) PpEKBU3HUTBl «TpU( COIVIACOBAHMS» U  «BHU3Bl  COIJIACOBAHUSD)
UCIIOJIB3YIOTCS U1l JOKYMEHTHUPOBaHMS (DakTa COIJIACOBAaHUSA JIOKYMEHTa C
JNOJDKHOCTHBIMH ~ JIMI[AMH,  T[OJHOMOYHMS M KOMIIETEHTHOCTh  KOTOPBIX
3aTparuBaloOTCs B TOKYMEHTE, MOATBEPKIECHUS JOCTOBEPHOCTH U 0OOCHOBAHHOCTH
JIOKYMEHTa, 1L1eJ1eco00pa3HOCTH CO3/1aHHus, COOTBETCTBUS €r0 MPaBOBBIM aKTaM U
paHee TPHUHATBIM PELIEHUSM, OTBETCTBEHHOCTH JIOJDKHOCTHBIX JIMI[ 34
NOJIFOTOBJIECHHBIN J0KyMeHT. CorjacoBaHue MpOEKTa JOKyMEeHTa odopmisercs
BHU30M Ha JOKYMEHTE (BHYTPEHHEE COIJIaCOBaHME) WM TPUPOM COIJIaCOBAHMUS
(BHEIIIHEE COTJIACOBAHME).

I'pud  cormacoBaHusi  BKJIIOYAET  CIEAYIOIIME  AJIEMEHTHI:  CIIOBO
COI'JTACOBAHO (6e3 kaBblYeK, NpPOMUCHbBIMU OyKBamMu), HaUMEHOBAHHE
JOJDKHOCTH ~ JIMIA, C KOTOPBIM  COTJIaCOBBIBAETCS  JIOKYMEHT  (BKJItOUas
HAaMMEHOBAaHUE OpraHMW3alMM), JUYHYIO TOJINUCH, pacliupoBKY (MHULIUAATIBI U
dbamunuto), naty. HaumeHnoBaHue JOKHOCTH reyaTaercs yepes 1,5 MexKCTpOUHbIX
untepBasia Hke ciioBa COI'JIACOBAHO. I'pud cornacoBanus pacrionaraeTcsi Ha

4 TIpukas MMHHCTEPCTBA CBSA3M M MAcCOBBIX KOMMYHuKaiuii Poccuiickoit ®enepaunn u DenepanbHoii Ci1ykObl
oxpanbsl Poccuiickoit @enepanuu ot 27 mas 2015 r. N 258 "O6 ytBepxkaennn TpeOGoBaHUI K OpraHU3AIlMOHHO-
TEXHUYECKOMY B3aUMOJEHUCTBUIO T'OCYJApCTBEHHBIX OPraHOB M TOCYJApCTBEHHBIX OpPraHu3aluil IOCPEACTBOM
oOMeHa JOKyMEHTaMH B 3JIEKTPOHHOM BHIE"


consultantplus://offline/ref=0665169B9B47ABBED1BD871C81E1D43E8FD2A06A4EE8A0B5C7B3A66586A08AF493EC47C44AB2D0B70A7AD4BA1Fs2B5H
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JMLEBOW CTOPOHE JIOKYMEHTAa HM)KE DPEKBU3HTA «IOIAINMKCHY», €CIM APYroe He
IPEIYyCMOTPEHO OCOOCHHOCTSIMU JOKYMEHTA.
Hanpumep:
COI'JTACOBAHO

Havanbauk Ynpasienus

00pa3oBaHMs aIMUHUCTPALIUU
KanmHuHCKOro MyHHIIMNIANBHOTO palioHa
TBepckoit o6macTu

IHoamce N.N. UBaHoB
15.12.2021

Ecnu cornacoBanue npou3BOAUTCA MHUCbMOM, MPOTOKOJIOM U T.I., TO TPUP
COIIACOBAHUS BKIIIOYAECT HA3BAHUE JIOKYMEHTA, TOATBEPIKIAIOILErO COTJIaCOBAaHNUE,
€ro J1aTy U HOMEp, 3aBEPSIOLIYIO I1€YaTh.

Hanpumep:

COI''TACOBAHO

HpOTOKOJI 3accaaHus KOMHCCHU
I10 ACJ1aM HCCOBCPIICHHOJICTHUX M 3aIIIUTC

UX IpaB
ot 30.04.2022 Ne 4

[Ipy HanM4MM HECKOJBKUX TPU(OB COIMNIACOBAHMS MX pacloiaraloT Ha
OIIHOM YPOBHE B [IBa BEPTUKAJIBHBIX psiaa. lIepBeiil psin — HadynWHAs OT JEBOU
IPaHULbl TEKCTOBOI'O IOJIsI, BTOPOM HE JIOJDKEH 3aXOJUTh 3a TPAHULbI IPABOTO
TIOJISL.

Bussl coriacoBaHusi MPOCTaBISAIOTCS Ha OOOPOTHOM CTOPOHE TOTO JIMCTA
[POEKTAa JIOKYMEHTAa, Ha KOTOPOM MNPEAYCMOTPEH PEKBU3UT  IOAMNUCHU
JOJKHOCTHOTO JIMIAa. Bu3upoBanue Ha OTACIBHOM JIMCTE HE JAOIYCKAeTCs.

Busbl BkitouaroT B ce0s JTUYHYIO MOJINUCH W JOJKHOCTh BU3UPYIOIIETO
JIOKYMEHT, paciiudpoBKy NOANUCH (MHUITUATBI, (DAMIIIUIO) U JATy.

CornacoBanue JOKYMEHTOB OCYUIECTBISIETCSI 10 MX IOAIMCAHUS
(yTBEpXkAEHMS), €ClId IPYroe He MpelyCMOTPEHO HOpMAaTUBHO. [[okymeHThl Oe3
HEOOXOIMMBIX COTJIaCOBAaHUM Ha MOAMUCH TJaBe KaauHUHCKOTO pailoHa, MepBOMY
3aMECTUTENI0 TJaBbl AJMUHHMCTPALIMU, 3aMECTUTENSM TIJIaBbl aJMUHHUCTPALINH,
YIIPaBISIOUIEMY J€JIAMU aAMUHUCTPALIMH HE TIPEACTABIISIOTCS.

[Topsinok M OCOOEHHOCTH COTJACOBaHUSI OTIEIBHBIX BHUAOB JOKYMEHTOB
ONpeAEsAOTCa HacTosmern WHCTpyKIuen M peryJMpyroTcs MPABOBBIMU AKTAMU
AJIMUHHCTpAIUH.

Ha cornmacoBanne 1OKyMEHTBI PEACTABIISIOT UCIIOJIHUTEIH.
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[Tocne cormacoBaHus TPOEKTAa BHECEHHWE W3MEHEHHMH B €ro TEKCT
sampemiaercs. [Ipy BHECEHWM W3MEHEHHI HOBas PEJAKIMs MPOCKTa JOKyMEHTa
COTJIACOBBIBACTCSI BHOBb.

VcniomHATENh, TTOATOTOBUBIIINI IPOSKT TOKYMEHTA, HECET OTBETCTBEHHOCTh
3a cOOMI0ZICHHE YCTAaHOBICHHOTO TTOPSIIKA €T0 COTJIACOBAHUSI.

OO0s3aTenbHBIM  TPEeOOBAHMEM TIPU COTJIACOBAaHUHM JOKYMEHTa SIBIISAETCS
NIEPBOOYEPETHOE BU3UPOBAHUE €TI0 UCTIOTHUTEIICM.

Eciu conmepkanne MOKyMEHTa 3aTpardBacT MHTEPECHl MHOTHX CTOPOH, TO
COTJIACOBAaHUE JIOKYMEHTa MOXKET ObITh 0)OPMIICHO Ha OTIEIHHOM JIHCTE - JINCTE
cornacoBanus (ITpunoxenue 8).

Hamnpumep:
[Ipoekt ITOCTAHOBJICHUSA AnMuHHCTpauuu Kanuaunnckoro
MYHUIUTIATBHOTO paiioHa TBepckoit o0nacTu
«O mpoBeneHMM KOHKypca Ha Jjydmiee moceineHue B 2023 romy»
3aBU3UPOBAIH:

Ha BHyTpeHHUX HH()OPMAIIMOHHO-CIIPABOYHBIX JOKYMEHTaX (JOKJIAIHBIX,
CIIyKEOHBIX, AHAIMTUYECKUX 3aIMCKaX, CIPaBKax M JIp.) BU3bI IPOCTABIISIIOTCS HA
JIUIIEBON CTOPOHE TOCIEAHEr0 JHUCTa JOKYMEHTa I0J TMOJIUCHI0, OJuXKe K
HIKHEMY TIOJIIO.

3ameuanusi, ocoOble MHEHUS, JOMOJHEHUS W HM3MEHEHHs, TpejiaraeMble
COTJIaCYIOIIMMH  (BU3UPYIOIIMMHU) CTOpOHAMHU, OGOPMIIIOTCS Ha OTACIBHOM
JIUCTE, O YeM MPU BU3UPOBAHUU JEIACTCS OTMETKA.

Hanpuwmep:

HavansHuk (rHAHCOBOTO yIIpaBIEHUS 3amMeuaHus MpPUIArarTCs
aIMUHUCTpanu KannHIHCKOTO MyHHUITUTIATBHOTO

paiiona TBepckoit obsacTu [Tognuce W.U. BaHoB

18.12.2022

Hannuune 3aMeuanuii U BO3paKEHUN NPU BU3UPOBAHWU U COTVIACOBAHUU HE
ABJISICTCS OCHOBAaHMEM JUISI OTKa3a COIVIACYIOLIEHM CTOPOHBI MOATBEPIAUTH
COOCTBEHHOW BH30M B YCTAHOBJICHHOM BBIIIE TMOPSAKE, UYTO JOKYMEHT
IIPOCMOTPEH.

[Ipy Hanuyuu 3aMe4yaHUN UCIOIHUTEIL OO0s3aH TMPHUHITH MEPhl K
YCTpPaHEHUIO HEJIOCTATKOB B TEKCTE JMOKYMEHTa JIMOO MUCHhMEHHO OTPa3uTh CBOE
OTHOUIEHUE K MOCIICTHUM.

OO0 ycTpaHEeHUH HEJOCTATKOB JOKJIAJbIBAETCS BO3paxkaBled ctopoHe. [lpu
ATOM TMPOTUB 3alUCH «3aMEUaHUs TpUJararoTcs» JUO0 HHUXKE TEKCTa CaMUX
3aMEYaHUl JENaeTCs 3aluCh «3aMEUaHMs YCTPAaHEHbD». YKa3aHHas 3aluch
3aBEPSIETCA BU30M BO3PAXKABILEN CTOPOHBI C IPOCTABJICHUEM J1AThI;
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1[) Me4yaTh SIBJISETCS CHOCOOOM MOATBEPNKIAEHUS MOJIJIMHHOCTUA TOJMUCH
JIOJPKHOCTHOTO JIMIA HA JOKyMeHTe. [ledaTh cTaBUTCS Ha JOKYMEHTax B CIydasx,
MPEAYCMOTPEHHBIX 3aKOHOJIATEIbCTBOM WJIM MHBIMH HOPMATHUBHBIMU MPABOBBIMU
aktamu. [leuaTb cTaBUTCS HA CBOOOTHOM OT TEKCTa MECTE, HE 3aXBaThIBasl TUUHYIO
MOJINCH JTOJDKHOCTHOTO Jimia. Ileyath MoKeT 3aXBaThIBaTh YacTh HAMMCHOBAHUS
JIOJKHOCTH JIUIIA, TOANUCABIIETO JOKYMEHT.

B nmoxyMmeHTax, MOATOTOBJICHHBIX Ha OCHOBE YHU(DHUIIMPOBAHHBIX (GopM,
reyaTh CTaBUTHCS B MeCTe, 0003HaYeHHOM OTMeTKOM « MII» nin uHbIM 06pa3oM.

[Topsanok mpocTaBi€HUs] OTTUCKOB T€YaTeil, BUAbI Me4aTel, UCTI0JIb3YEMBbIX
AnMuHUCTpaIen, npuseacHs! B pazaeine XIV nacrosmeit MHCTpyKInu;

Y) OTMETKA O 3aBEPEHHUH KOIHH.

3aBepeHHE KOMHMM JIOKYMEHTa MPOWU3BOAUTCA JUIsl TNPUJIAHUS €
IOPUANYECKON CHWIIBl. B AJIMUHHCTpanuy BBIJAIOTCS W 3aBEPSIIOTCA KOMUH TEX
JIOKYMEHTOB, KOTOPBIE CO3Jal0TCSI B AJIMUHUCTpAIMU, a TAKXKE TEX JOKYMEHTOB,
OPUTHHAJIBI KOTOPBIX XPAHATCSA B AJIMUHUCTPALIUH.

Hns  dbopmupoBaHMsl JIMYHBIX JIeJ1 TPU TpUEMEe TpaxaaH Ha paldoTy
JIOMyCKAETCsl U3TOTOBJIEHUE KOMHUM C JOKYMEHTOB, BBIJJAHHBIX JPYTUMU
OpraHu3aIysIMu (KOIHH JUTIJIOMOB, CBUAETEILCTB 00 00pa30BaHUU, CBUICTCIBCTB
O POKJIEHUU JIeTe, Opake u T.11.).

Komusa nmokymeHTa 3aBepsieTcsi JOJDKHOCTHBIM JIMIIOM C yKa3aHUEM
JIOJDKHOCTH, MHHUITHAJIOB, ()aMUJIUM U JIaThl 3aBEPEHUS KOTTHH.

Ecnu xonus BbIaeTCs Il MPEICTABICHUS B APYTYIO OpraHU3alnio, OTMETKA
O 3aBEPEHUU KOMHUHW JOMOJHSETCS 3alMChI0 O MECTE XPAHEHUs JIOKYMEHTa, C
KOTOpOro Obljla WM3rOTOBJEHA KOMHUSA, W 3aBEPSETCS IeYaThl0 OpraHU3allUH.
Hanpumep:

[TogmMHHUK JOKyMEHTa HaxoauTcs B AaMuHuctpanuu KaluHMHCKOTO
MyHUITUTIATBHOTO parioHa Tepckoit oonactu B aene N 01-05 3a 2022 1.

Bepno

3aB. OT/ZIEJIOM OpraHU3alMOHHON U [Toanuck N.0. Gamunus
KaJIpOBOM pabOThI

Jara ITeyath

Ha komusix MHOTOCTpaHHYHBIX JTOKYMEHTOB OTMETKAa O 3aBEPEHUM KOIWHU
IPOCTABIIAETCS HA KaXIOM JIMCTE JOKYMEHTa WM Ha T[OCIEAHEM JIMCTE
MPOILIUTOTO WJIM CKPEIJICHHOTO HWHBIM 00pa3oM JOKYMEHTA. 3aluch O MECTe
HAaXOXXJEHUs TOMJIMHHUKA TMPOCTABISETCS TOJBKO Ha TMOCJIEIHEM JIUCTE
JIOKYMEHTA.

JIsist 3aBepeHust KoUK JTOKYMEHTa, U3TOTOBJIEHHON Ha OYMa)KHOM HOCHTEIIE,
MO>KET UCTIOIb30BATHCS IITAMII.


consultantplus://offline/main?base=RLAW073;n=77783;fld=134;dst=101170
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Komuu 53neKTpOHHBIX JOKYMEHTOB, HaNpaBiseMbIX MO HWHGOPMAIMOHHO-
TEIEKOMMYHUKALIMOHHOW  CETH,  3aBEepAIOTCS  JJIEKTPOHHOH  MOJIMHUCHIO
PYKOBOAMTENSI OpraHM3allid WM WHOTO YIOJHOMOYEHHOTO WM JHIa U
BBICBUIAIOTCSL  MOJy4aTell0 C  COMPOBOJUTENBHBIM NHCBMOM B (opme
3JIEKTPOHHOI'O JOKYMEHTA.

Konuu 351eKTpOHHBIX JOKYMEHTOB Ha (PM3NYECKH 00O0COOJIEHHBIX HOCUTENSAX
BBICBUIAIOTCSL TOJIY4aTeal0 C CONPOBOAMUTEIbHBIM IMCBMOM Ha OyMaKHOM
HOCHTETIE.

B compoBoguTenbHOM NUCBME K KONHUSAM AJIEKTPOHHBIX JOKYMEHTOB
YKa3bIBaETCSl:

HAUMEHOBaHME HMH(DOPMAIIMOHHOM  CHCTEMBI, B  KOTOpPOM  XpaHsSTC
JIOKYMEHTHI;

HAaUMEHOBAHUS JOKYMEHTOB, KOTIMU KOTOPBIX HAMPABISIOTCS MOTy4YaTelNIo;

Ha3BaHUs (alIoOB JOKYMEHTOB C yKa3zaHueMm (opmaTtoB (ailyioB 1 oObema
Kaxzoro (¢aina B 6alTax;

JaTa U3rOTOBJICHUS M 3aBEPEHUS KOTTUH.

[Ipu 5TOM Ha pu3HUecKkn 000COOIEHHOM HOCUTEE HECMBIBAEMBIM MapKepoOM
ykasbiBaetcs: «IIpunoxenue k nucbMy oT (nata) N ...».

Komnusi 35eKTpOHHOTrO JOKyMEHTa, MpeACTaBiIeHHas B BHUAE JOKYMEHTa Ha
OyMa)XHOM HOCHTEJE, 3aBepsieTcsl B TOpsSAKe, ycTaHOBIEHHOM IIpumepHoit
UHCTPYKUMEH ISl 3aBEpEHUs] KOMHUW JOKYMEHTOB Ha OyMa)KHOM HOCHUTENE, C
yKa3aHWeM, B Kakod HH(OPMALMOHHOW CHCTEME XPAaHUTCSA OJIEKTPOHHBIN
JIOKYMEHT.

1) OTMETKA 00 UCIIOJIHUTENE IOKYMEHTA.

OtMerka 00 UCHOJHUTENE BKIOYAET (PaMUIUIO, UMS M OT4ECTBO (Tpu
HAJIMYMK) UCTIOTHUTENS, HOMep ero tenedona. OTMerka 00 UCIIOTHUTENE MOXKET
JIOTIONHATHCS HAaWUMEHOBAHHEM JIOJDKHOCTH, CTPYKTYPHOTO TOApA3ACNiCHUus U
AJIEKTPOHHBIM ajipecoM ucnoyHutenss. OtMeTka 06 ucnoysHutene ohopmisieTcst Ha
JIUIIEBON CTOPOHE TOCIIEHEr0 JUCTa JOKyMEHTa OT TPAHUIILI JIEBOTO MOJS HIIH,
IIPU OTCYTCTBUU MECTA, - Ha 0OOPOTHOM CTOPOHE JIMCTa BHU3Y cieBa. Hampumep:

HMBanos Ban MBanoBuu
8 (4822) 32-14-51

OtmeTKa 00 HCIOJIHUTENE MOXKET O(POPMIIATHCA KaK HUKHHUM KOJIOHTUTYI U
nevaTaThCcs MpUGTOM MEHBIIETO pa3Mepa.

OTtmeTka 00 HCHOJHUTENE MOXKET JOMOJHATHCS YKa3aHHUEM JIOJDKHOCTU
UCIIOJTHUTEINI C YKa3aHMEeM OTpacieBoro ((QpyHKIMOHAIBHOIO) OpraHa, aapeca
AJIEKTPOHHOM TMOYTBHI.

IIpu wHampasneHun poxkymeHta B azapec IIpesunmenrta Poccuiickoi
®enepauuu, IIpaButensctBa Poccuiickoit ®enepaunu, (enepaibHbIX OpraHOB
UCITOJIHUTENILHOM BJIACTH Ha TepOOBBIX OJIaHKaX 3Ta OTMETKA JIENAeTCsl TOJbKO Ha
00OpPOTHOM CTOPOHE MOCIEIHETO JIUCTA JOKYMEHTA;
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) OTMETKAa 00 HWCIOJHEHUH ITOKyMEHTAa W HAINpaBICHUH €ro B JIEJ0
CBUJETENBCTBYET O TOM, YTO pad0OTa HaJl JOKYMEHTOM 3aBEpILECHA.

JIOKyMEHT cunTaeTcsi WCHOJHEHHBIM, €CIM HW3JIOKEHHBIM B HEM BOIIPOC
pa3pelleH MOJHOCTHIO U MEPENUCKA 10 HEMY 3aKOHUYECHA.

OtMmeTKa 00 UCTIOJIHEHUH IOKYMEHTA W HaIllpaBJIEHUH €0 B JICJIO CTABUTCS B
HIDKHEW 4YacTH MEPBOTO JIMCTAa JOKYMEHTa U COCTOMT U3 clIoB «B nmeno», natel,
MOANMCH JIULA, HAIIPABUBLIETO IOKYMEHT B JEJIO.

OTMeTKy O HampaBJEHUU B JEJIO WCIIOJHEHHBIX HOKyMeHTOB IIpe3mneHra
Poccuiickoit  ®eneparuu, Copeta denepanuu  DepepanbHoro  CobpaHus
Poccuiickoit ®enepanuu, ['ocymapctBennoit Jymbr ®enepanbroro CoOpaHus
Poccuiickon ®@enepanuu, [IpaBurenscrBa Poccuiickonn @enepannu CTaBUT TJIaBa
KannauHckoro paioHa.

Pemenne o HampaBiieHHH B J1€JI0 UCIIOJHEHHBIX JOKYMEHTOB, HE UMEIOIIUX
pe3omoonuu riaasbl KaauHUHCKOTO paiioHa, NPUHUMAET PYKOBOJIMTEND - IIEPBBIN
3aMECTUTENb TIJaBbl AJMUHHCTPAlH, 3aMECTUTENIM TJIABbl aJMHHUCTPALINH,
VIPAaBJISAIONIMN JIeIaMyd aIMUHUCTPALIMU - JABIIMK MOPYYECHHUE MO HCIOJIHEHUIO
JOKYMEHTOB, IIPU 3TOM OTMETKY C YKa3aHHEM HOMEpa Jiejla 0 HOMEHKJIAType
IIPOCTABJISECT COTPYAHUK, OTBETCTBEHHBIN 3a JACIONPOU3BOJICTBO;

7) OTMETKa O MOCTYIJICHUU BXOJAIIETO JTOKYMEHTa COACPKUT MOPSIKOBBIN
PErUCTPallMOHHBI HOMEp W JaTy (Ipu HEOOXOJUMOCTH — Yachl U MUHYTHI).
PeructpanMOHHBIA IITaMO MPOCTABISIETCS B NPaBOM HWKHEW 4YacTH, a IpHU
OTCYTCTBUM TaM MeECTa — Ha CBOOOJIHOM MECTE JIMIIEBOM CTOPOHBI MEPBOM
CTpPaHULbl JOKYMEHTa U COAEPKUT MOMUMO JAThl U PETHMCTPALMOHHOTO HOMEpa
HAaNMEHOBAHUE OpraHu3aluu — «aIMHUHUCTPALUS Kanuaunckoro
MyHULMIIATBHOTO paiioHa TBepckoil o0aacTu;

10) oOuue TpeOoBaHUs K MAIIMHONUMCHOMY O()OPMIIEHHIO TOKYMEHTOB.

JlokyMeHTBl (TEKCT W OCTaJbHbIE PEKBU3HUTHI JIOKYMEHTOB) T€YaTaIOTCS
mpudTom Times New Roman.

PekBU3UT «TEKCT JAOKyMeHTa» medartaetcs mpudrom Times New Roman
No 14, npu HeOGonbIIMX 00beMaxX TEKCTa JIOMYCKACTCSl YBEIMYCHUE MEKCTPOUHOTO
WHTEpBaia, HO He Oojyee yem Ha (0,5 mHTepBana, s Gopmata AS MEKCTPOUHBIN
WHTEPBAJ MOXET ObITh YMEHBIIIEH 10 12 TT.

st opopmieHus: TabIMYHBIX MaTEPHAIOB UCTIONB3YIOT IpUPT Times New
Roman Ne 12.

HanMeHnoBaHue BH1a JOKyMEHTA MEYaTalOT MPOMUCHBIMUA OyKBaMH.

[Ipu odopmieHnn BceX PEKBU3UTOB JOKYMEHTOB MEXIY WHHUIIMAIAMU U
dbamunueit ctaButcs npooed.

OtnenpHble BHYTPEHHHUE JOKYMEHTHI, aBTOPAaMU KOTOPBIX SIBIISIIOTCS
JOJDKHOCTHBIE JIMIIA, JOMYCKAaeTCsd MUCaTh OT PyKH (3asBiieHUs, OOBICHUTEIbHAS
3amucKa u T.I1.).

[Ipn u3roToBIEHUM JOKYMEHTOB Ha JBYX WU OoJiee CTpaHHUIaX BTOpas U
MOCJIETYIOUIUE CTPAHULIBI JOJHKHBI OBITh MPOHYMEPOBAHBI.
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Homepa cTpaHuil mpOCTaBISIOT MO IEHTPY BEPXHEro Mo apabCKUMu
muppamu 6e3 ciIoBa «CTpaHWIa» (CTp.) W 3HAKOB npenwHaHus. Hymeparms
CTPaHMII B IOKYMEHTE JOJKHA OBITH CKBO3HOM.

Kaxapiit muct nokymeHta, ohOpMIICHHBINH Kak Ha OlaHke, Tak U 0e3 Hero,
JIOJKEH UMETh noJisi He MeHee: 30 MM - 1eBoe, 15 MM - nipaBoe, 20 MM - BEpXHee,
20 MM - HIDKHEE.

TekcT nokyMeHTa neyaraercs yepes 1 - 1,5 MexcTpouHbIx HHTEpBaia. TeKcT
JIOKYMEHTA BbIPABHUBAETCS 110 ITUPUHE JIUCTA.

MHOrOCTpOYHBIE PEKBU3UTHI I[E€YATAIOTCA YEpe3 OOUH MENKCTPOUHBIN
WHTEPBAJI, COCTABHBIE YAaCTH PEKBU3UTOB MOTYT Pa3JEiATHCS IONOJHUTEIbHBIM
UHTEPBAJIOM.

Ecnu nokymMeHT TOTOBUTCS IJid WM3aHUSI C YMEHBIIEHUEM MaciiTadba, TeKCT
reyaTaeTcs 4yepe3 Ba NHTEpBaJa.

WNHuTtepBan mexay OyKBaMHU B CJIOBax - 0ObIYHBIN. IHTEpBaI MEX Ay CIOBaMHU -
OJIUH MPOOE.

CTpoKH pEeKBU3UTOB BBIPABHUBAIOTCS 110 JICBOM I'PAHUIIE 30HBI PACIIOIOKEHUS
PEKBU3UTA WM IIEHTPYIOTCS OTHOCUTENIBHO CAMOM JITTMHHON CTPOKH.

JInuHa caMOM JUIMHHOM CTPOKM PEKBU3WUTA IPU YIJIOBOM PACIOJIOKECHUU
PEKBU3UTOB HE OoJiee 7,5 cm.

JInuHa caMOi IJIMHHOW CTPOKHM PEKBU3HMTA MPHU MPOJOIBHOM PACIOI0KEHUU
PEKBU3UTOB He OoJiee 12 cm.

JlommyckaeTcsi BBIACIATh MOMYXKUPHBIM MIpUPTOM pPEKBU3UTHL "anpecart",
"3aroJI0BOK K TEKCTY" WK "MOJANUCK", a TaK)Ke OTACNIbHBIC (DparMeHThI TEKCTA.

[Ipy MOATrOTOBKE MHOTOCTPAHUYHBIX JOKYMEHTOB O(OPMIISIETCS TUTYJIbHBIN
JIUCT.

Pasnen V
Oco0eHHOCTH TOATOTOBKHU, OPOPMIIEHUS U
IPOXOKJIEHHUS OTAEIbHBIX BUIOB JOKYMEHTOB

[Toapaznen |
[IpaBuna NoATOTOBKH ¥ 0()OPMIICHHSI HOPMATUBHBIX NMPABOBBIX aKTOB U
pacnopsiAUTENbHBIX JOKYMEHTOB aAMUHUCTpaunu KaluHUHCKOro
MyHUIIUTIATBHOTO paiioHa TBepckoit o0nactu

26. I'maBa KayimHUHCKOTO paiioHa W3/1a€T MMOCTAHOBJICHUS M PACTIOPSKEHUS TI0
BOIIPOCaM, OTHECEHHBIM K €r0 KOMIIETEHIIMM Y CTaBOM paliOHa B COOTBETCTBUU C
®denepanbHbiM  3akoHOM OT 06.10.2003 Nel31-®3 «OO06 oO0mMX MNTpUHIIKIIAX
OpraHu3alyyu MECTHOro camoymnpasiieHus B Poccuiickon @enepauum», IpyruMu
dbenepanpubiMu 3akoHamu. [loctaHoBneHus ['aBbl palioHa HM3JAIOTCS B IESAX
YCTAHOBJICHHS TTPABWJI MOBEICHUS, PACCUMTAHHBIX HA HEONPEACICHHBIN KPYT JIUIL
M HEOJHOKPATHOE MPUMEHEHHE. AKTBHI MO ONEPATUBHBIM M JIPYTUM TEKYUIUM
BOIIPOCaM, HE HWMEIIINE HOPMATUBHOTO XapakTepa, wu3faloTcsa B Qopme
pacnopspKEHU aAMUHUCTpauny KaIMHUHCKOTO paioHa.
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I'maBa KamuHuHCKOTO pailoHa B  COOTBETCTBHMH C  (peepalbHbIM
3aKOHOJATEIbCTBOM B  IMPEAENax CBOMX  IIOJHOMOYHWMK, YCTAHOBJIEHHBIX
denepanbHBIMU 3aKOHAMH, 3aKOHOAATEIHCTBOM TBEpCcKOW 00JacTH, YCTaBOM
KanunauHckoro MyHuImnansHoro paiiona Tsepckoit oOmactu (mamee — YcraB
paiioHa), HOpMaTHBHbIMU  IpaBoBbIMH  akTamu  CoOpaHusl  J€NMyTaToOB
KanuauHckoro MyHunumnaiabHoro padona TBepckodl —oOrnactu U3J1aeT
IIOCTAHOBJICHUs aJAMHUHHMCTpauuyu KanMHMHCKOTO MYyHUIMIAIBHOIO paioHa
TBepckoil 06s1acTU MO0 BOMPOCAM MECTHOT'O 3HAUEHUS U BOIIPOCAM, CBSA3aHHBIM C
OCYLIECTBICHUEM OTHENbHBIX TIOCYJAapCTBEHHBIX ITOJIHOMOYMM, II€PEIAHHBIX
OpraHaM MECTHOTO CaMOYIIpaBJE€HUs (enepanbHbIMU 3aKOHAMU M 3aKOHaMH
cyorekra Poccuiickoit ®enepanuu, a TakKe pacHnopssKEHHS 110 BOIPOCAM
OpraHu3alyy padoThl AIMUHUCTPALIUH.

[locTaHOBIIEHHE — NPABOBOM aKT, NPUHUMAEMBIM B LEISX pa3pelieHUs
HanOoJiee BaXXHBIX W MPUHLUINHAIBHBIX 3a]a4, YCTAHOBJEHUS HOPM, IMPaBHII
NOBEACHUS, 3aTparuBaloOlMX IpaBa HMHTEpechl (uznueckux aul. Hampuwmep,
MOCTAaHOBJICHHE aaMUHUCTpaiuu «OO0 yTBEpKIEHUU YCTaBa MYHULUIAIBLHOTO
00pa3oBaTEILHOTO YUPEKICHUS «JleTckuid camy.

Pacnopsbxkenue - onHa U3 (QOpM MpaBOBOrO akKTa, HOCAIIAS XapakTep
yYKa3aHUA PYKOBOJIUTENSI MOJYMHEHHBIM O HEOOXOJUMOCTU COBEPILECHUS WMHU
OIPEJICIICHHBIX JICUCTBUM.

Pacniopsbkenue Bceraa COAEpX UT yKa3zaHus, 00s3aTelbHbIE K MCIOJHEHUIO
BCEMHM WJIM CIIEUAJIbHO YKa3aHHBIMU B JJOKYMEHTE JINLIAMH, IOJYHHEHHBIMH IJIaBE
KanuHnHCKOrO paiioHa, M3AaBUIEro pacnopsbkeHue. Hampumep, pacnopsbkeHne
aamuHucTpaunn  «O0  yTBepxkaeHun [lojoxkeHns o mNOpsSAKE MTPOBENCHUS
CILyKEOHBIX TIPOBEPOKY.

PykoBoautenu otpacieBbiX (PyHKIMOHAIBHBIX) OPraHOB aJIMUHUCTpALUU
palioHa ¢ TPaBOM IOPHUIWYECKOrO JHIAa H3AAIOT MPUKa3bl MO BOIPOCAM,
OTHECEHHBIM K MX KOMIIETEHLMH (peiepanbHbIM 3aKOHOJATEIbCTBOM, 3aKOHAMU
TBepckoit oOnactu, YcCTaBOM pailoHa, WHBIMH MYHUIMIAIBHBIMH MPAaBOBBIMU
aktamu paiiona. Ilpukasbl oopmisitorcs Ha OJaHKe yCTaHOBJIEHHOrO 0Opasia
(mpunoxxenue 12).

27. MyHunnaapHble MpaBOBbIE AKThl, YKa3aHHbIC B HACTOSIIEM pasJielne,
3aTparMBaloIlye IpaBa, CBOOOAbI M OOS3aHHOCTH YEJIOBEKa W TIpa)kJIaHUHA,
YCTaHaBIMBAKOIIME IPABOBOM CTaTyC OpraHU3alMi, Yy4YpeIuTeaeM KOTOPBIX
BBICTYIIa€T MYHULMIAIbHOE OOpa3oBaHHE, BCTYyHalOT B CHWIy IIOCIE HX
odurmanpbHOro onyosukoBaHus (oOHapojoBaHus). VHBIE MyHUIUIIATBHBIC
MIPaBOBBIE AKTHI, YKa3aHHBbIE B HACTOAILEM pa3jielie, BCTYMAOT B CUJIYy C MOMEHTA
UX TMOAMMUCAHUS, €CId B COOTBETCTBYIOIIEM MYHHUIIMIIAJLHOM MPABOBOM aKT€ HE
YCTaHOBJIEH UHOM MOPSAJIOK €ro BCTYIUUICHUS B CUITY.

OnyOnuKoBaHWE MYHUUMINAIBHBIX MPABOBBIX AaKTOB, YKa3aHHBIX B
HACTOSIIIEM pa3zielie, OCYIIECTBISETCA HE MO3/IHEEe YEM B JIECATUIHEBHBIA CPOK C
MOMEHTA MOJIMHUCAHHUS.

OdurmansHoe MepUOIUYECKUE u3JaHue IR 0(HUIIHATBHOTO
OIyOJIMKOBAaHUSI MyHHUIIUIIAJIbHBIX MPaBOBbIX akTOB I maBel KanuuuHckoro paiioHa,
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MyHULMOAIBHBIX MPABOBBIX AKTOB AJMUHUCTpAIlMM paiioHa OINpPENENsIeTCs
YcraBoMm paiioHa.

28. HemnocpencTBeHHass MOArOTOBKAa TMPOEKTa IMPABOBOTO akTa [ JaBel
Kanmnauuckoro  paiiona (aIMHHHCTpalMM  pailoHa)  OCYLIECTBISIETCS
COTPYIHUKAMU  aJMUHUCTpAIlMK paiioHa, OTpacieBblX ((PYyHKIHOHAIHHBIX)
OpraHOB aIMUHUCTpAIIMU palloHa (Jajee B HACTOSILEM paszelie - pa3padOTUUKH).
ObecnieueHre  KauyeCTBEHHOM  IMOJTOTOBKH,  MNPAaBWIBHOCTH  O(opMIeHUs
MOCTAHOBJICHUN W PACHOPSKEHUN AJIMUHUCTpALMK (Jajee — MPaBOBBIC AKTHI),
MOJHOTHl TPOLIEAYPHl MPOXOXKICHHUS, B TOM YHUCIE HX COIVIACOBAHUA C
3aMHTEPECOBAHHBIMA CTOPOHAMHU, OIPEJIETICHNUE CIIMCKA PACCHUIKM BO3JIaracTcs Ha
VICTIOJTHUTEIIA.

IIpaBoM BHECeHHMs MPOEKTOB NMPaBOBbIX akTOB KanmHuHckoro I'nmasel paiioHa
obonanmator I'maBa Kammnuuckoro paiiona, aemyrtatsl CoOpaHHs [emyTaToB
KanuHuHCKOTO  MyHUIIMIANIBHOTO paiioHa TBepckoil o0jacTh, MPOKYpoOp
Kanuuunckoro  paiona, mnpexacenareib — KOHTPOJBHO-CYETHOW — MaiaThl
KanuHuHCKOro  pailoHa, WHHUIMATHBHBIE TPYyNNbl TpaxaaH B  IOPSAKE,
peaycMOTpeHHOM Y cTaBoM KallMHMHCKOro pailoHa (Z1ajee B HaCTOSILEM pa3jelie
- CyOBEKTHI IPAaBOTBOPUYECKON MHUIIUATHUBHI).

K mpoekry mpaBoBoro akta ['naBbl KanuHMHCKOro paiioHa TOJKHBI OBITH
IIPUIOKEHBI:

1) mosicHuTenbHas 3amucka ¢ OOOCHOBAaHMEM HEOOXOAMMOCTH MPHUHSITHS
npaBoBoro akrta I'maBel KanmHuHCKOro paiioHa M (PUHAHCOBO-3KOHOMMYECKUM
obocHoBaHueM. llosicHuTenbHAs 3amuCcKa MOANUCHIBAETCS pa3paboTunkoMm. B
Cllydae BHECCHMS IMPOEKTa mnpaBoBoro akra [maBel KanmHuHCKOrO paiiona
CyOBEKTOM  MpPaBOTBOPYECKOM  WHULMATUBBI  TMOSCHUTENbHAs  3alKCcKa
MOJAMUCHIBAETCS CYOBEKTOM MPAaBOTBOPUECKON NHUIIMATHUBBI,

2) TeKCT npoekTa npaBoBoro akra ['masel KannHuHCcKOro paiiona;

3) JOKYMEHTBHI, SBISIOIIMECS OCHOBAaHMEM JUIsl pa3pabOTKHM MPOEKTa
npaBoBoro akrta ['nmaBel KanmmHMHCKOTO paiioHa;

4) 3aKJII04EeHHE O pe3yibTaTax MyOJIMYHBIX CIyIIaHUI MO MPOEKTY MPaBOBOTO
akta [ maBbI paiioHa B ciy4ae, €CJIi B OTHOIIEHUH ITPOEKTA IPABOBOrO aKTa [ J1aBel
KanuuuHckoro paifoHa MpOBEIEHO IMyOJIMYHOE CIIYIIaHHE,

5) oT4eT 0 pe3yabTaTrax MPOBEACHUS OOIIECCTBEHHOTO OOCYXKICHUS B ClIydae,
€CIM B OTHOILICHWM MPOEKTa IpaBoBoro akra [naBel KanumHuHCKOro panioHa
MIPOBEICHO OOIIECTBEHHOE 00CYKICHHE;

6) 3aKIOYEHHMs] HHBIX OPraHoB U JIML B CIyyasX, HPeIyCMOTPEHHBIX
JEUCTBYIOIIUM 3aKOHOAATEIbCTBOM.

K nmnpoekry mnpaBoBOro akra aJIMUHUCTpPAllMM pailloHa JIOJDKHBI OBbITh
MPUIIOKEHBI:

1) mosicHUTeNnbHasE 3amUcKa C OOOCHOBAHMEM HEOOXOAMMOCTU MPHUHATHS
paBOBOrO aKTa aJMUHUCTpAlMM paioHa U (HUHAHCOBO-3KOHOMHUYECKUM
o0ocHoBaHueM. [losicHuTenbHas 3amucKa MOJIMUCHIBAETCS paszpadoTuukoM. B
Cllydae BHECEHHsS IMPOEKTa MPABOBOTO aKTa aJIMUHUCTPALMU pailoHa CyOBEKTOM
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IPaBOTBOPYECKOM  WHULMATUBBI  MOSICHUTENIbHAS  3alUCKAa  I[OAIUCHIBACTCS
CyOBEKTOM MTPaBOTBOPYECKON MHULIUATUBBIL;

2) TEKCT IPOEKTa MPABOBOTO aKTa AJIMUHUCTPAIIHH;

3) MOKyMEHTHI, SBISIIOIIMECS OCHOBAaHHMEM Il Ppa3padOTKU MPOEKTa
MIPaBOBOr0 aKTa AJMUHUCTpAIUH.

Pa3paboTunk, CyOBEKT MpPaBOTBOPUECKOM HMHUIIMATUBLI BIIpaBE OTO3BATh
BHECEHHBIH MM TMPOEKT TMpaBoBOoro axrta I[mnaBel KamuHuHckoro paiiona,
Anmvunuctpanuu. OOpamieHue 00 OT3bIBE MNpOEKTa MpaBoBoro akrta [maBbl
Kanuuunckoro paiiona, AAMUHUCTpauu oGopmisieTcss B MTUCbMEHHON opMe Ha
ums ['naBel KanmHuHCKOTO palioHa.

29. Ilpoexktsl mpaBoBbIX akToB [maBel KamumHuHCKOTO — paiioHa,
AnMuHHCTpanuu pa3pabaThIBalOTCS C COOMIOJeHHEM TpeOOBaHUN IOPUIUKO-
TEXHUYECKOTO O(popMIIEHUS, B TOM YHCTIE K:

- HAJIMYUIO HEOOXOIMMOI0 Ha0Opa PEKBU3UTOB B COOTBETCTBUU C HACTOSIIUM
MYHKTOM;

-IIOCTPOCHHUIO W M3J0KEHUIO TEKCTa B JIOTMYECKOW MOCIEA0BATEIIbHOCTU
TOYHBIM UM JIAKOHMYHBIM SI3bIKOM, HMCKJIIOYAIOIIUM JABYCMBICIEHHOE TOJKOBAaHUE
HOPM U JTyOJUpOBaHUE HOPM 3aKOHOJATENIbCTBA;

-ynoTpe0eHrue TEPMUHOB U MOHATUN B OJJHOM U TOM K€ 3HAaYEHHH TI0 BCEMY
TEKCTY;

-OTCYTCTBUIO BHYTPEHHHX IIPOTUBOPEYHA, B3aMMOMCKIIFOYAIOIINX
MI0JIO’KEHUH, MPOOEJIOB B IPAaBOBOM PETYJIMPOBAHUU;

-HAJIMYUIO yKa3aHuW 00 W3MEHEHWHU, NPU3HAHUU YTPATUBIIUMH CHITY
NOJIOXKEHUI paHee MNPUHATBHIX TPABOBBIX AaKTOB B CJIy4ae BCTYIUICHUS
MPEICTABICHHOIO MMPOEKTA B IPOTUBOPEUHE C HUMH.

OdopmiieHre MPOEKTOB OCYILIECTBISETCA C yY€TOM TpeOOBaHUI HACTOSLIETO
MyHKTA.

[IpoekTrl I[IpaBOBBIX akTOB O(QOPMIISIOTCS HAa YHU(DPHUIIMPOBAHHBIX OJaHKAX
dbopmata A4 ¢ NPOAOJBHBIM PACIOJIOKEHUEM PEKBU3UTOB (IMIPUIOKEHUS 5-7,
9,11), COOTBETCTBYIONIMX HAWMMEHOBaHWIO BUaa jaokymeHrta ([locranoBieHws,
Pacniopspkenust), 1 UMEIOT 00s13aTeNIbHBIE PEKBU3HUTHI.

3aroJioBOK JOJDKEH KpPAaTKO M TOYHO OTpaxaTb COJAEpPKAHUE TEKCTa
NPaBOBOrO aKTa. 3aroyioBok rmeuvaraetcs mpudrom Times New Roman Ne 14
gepe3 | MEXCTpOUHBI MHTEpBaJ W BBIPABHUBAETCS IIOCEPEAUHE TEKCTA.
3aroyIoBOK MeyaTaeTcsl JKUPHBIM HIPU(TOM.

3aronoBok HaumHaercs ¢ mpemiora «O» («O6») u Qpopmupyercs mpu
MOMOILM  OTIJIArOJIbHBIX — CYIIECTBUTENBHBIX (Hampumep, «O BBEIEHUH...»,
«O0 yTBepxkaeHuu...», «O CO3/IaHUU...») WIH CYIIECTBUTENIbHbBIX, YKa3bIBAIOLIUX
Ha npeameT (Hanpumep, «O0 urorax...», «O Mepax...»).

3aronoBok umeroT [locranosnenus u PacniopsokeHust.

3aronoBok otaensieTcss oT pekBu3uTa «HammeHoBaHME BUJA TPaBOBOrO
aKkTa» 4 — 5 MEeKCTPOUYHBIMU UHTEPBAJIAMH.

TekcT otnmensercss OoT 3arojioBka 3 — 4 MEXKCTPOYHBIMU HHTEpPBAIAMHU U
nevataercs mpudpTom Times New Roman Ne 14, Jleast rpaHuiia TEKCTOBOTO MOJIS
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pacnosiaraeTcsi Ha paccTosHud 30 MM OT JIEBOrO Cpe3a JIMCTa, MpaBas rpaHula
TEKCTOBOTI'O IOJIS pacIioiaraeTcs Ha pacCTOSHHUM 15 MM OT IpaBoOro cpesa JIMCTa.

TekCT BBIPAaBHHUBAETCA IO JIEBOM W IPABOW TPAHULIAM TEKCTOBOTO IIOJIA.
[lepBast cTpoka ab3alja HauyMHAETCS HA PaccTOSHUMU 1,25 cM OT JIEBOM TpaHMUIIbI
TEKCTOBOTO TOJIS.

TekcT mpaBOBOTO akTa, Kak MPaBWIJIO, COCTOUT U3 JIBYX B3aMMOCBSI3aHHBIX
qyacTell — KOHCTaTUpylollen (mpeamOyJibl) U MOCTAHOBJISIONMIEH (B paCOPSIKEHUSIX
— paclopsAUTENbHOMN).

[IpeamOyna MOXXET OTCYTCTBOBAaTh, €CJIM TPEIIUCHIBAEMbIC JEUCTBUS HE
HYKJAI0TCS B Pa3bsACHEHUMU.

KoHcratupyromas 4acTh SBJIE€TCS BBEICHHEM B CYLIECTBO BOIIpOca M
00OCHOBBIBACT U3JaHKUE MPABOBOTO aKTa. B Hel MOTYT OBITH KpPAaTKO MEPEUNCIICHBI
(bakThl, COOBITHS, TaHA UM OIICHKA.

[TocTaHoBisIfOIIasl 4YacTh MOCTAHOBIEHUN AJMUHUCTPALMM HAYUMHAETCS
CIIOBOM «IIOCTAHOBJISIET» M I1€YATAETCA CTPOYHBIMU OYKBaMHU B IPOJOLKEHHE
KOHCTaTUPYIOIIEH YacTH, IPU 3TOM HE JTOMYCKAETCs MEPEHOC YacTU ITUX CJIOB Ha
CJIEIIOILIYIO CTPOKY.

TekcT MOCTaHOBJISIFOLIEH YaCTH MIEYaTaETCs C KPAaCHOM CTPOKH.

DOopMyIUPOBKH MOCTAHOBIISAIOUIEN YacTH IMPaBOBOIO aKTa JOJKHBI OBITH
KOHKPETHBIMH, YETKUMM, SICHBIMH, HE JOIYCKAIOIIUMH JBOSIKHX TOJKOBAaHUM, HE
IIPOTUBOPEYMTH PAHEE U3/IaHHBIM IIPABOBBIM AKTaM.

[TocTaHoBiIsIFOIAsl YacTh IIPOEKTOB IIPABOBBIX AaKTOB, Kak IIPABUIIO,
NoJpa3fesisieTCss Ha IyHKThl, KOTOpPblE HYMEpPYIOTCS apaOCKuUMu IUuppamMu ¢
TOYKOM M 3ar0JIOBKOB HE UMEIOT.

[IyHKTBI MOTYT pa3fensiThCs Ha MOAIMYHKTBI, KOTOpblE 0003HAYaIOTCS
CTpOYHBIMH OyKBaMH €O CKOOKoW (Hampumep, a), 0), B). I[lociae cTpouHbIx
OYKBEHHBIX 0003HAYEHUN CO CKOOKOM MOJANYHKTHI HAUMHAIOT CO CTPOYHOU OYKBBI
U OTJIEJIAIOT TOYKOU ¢ 3ansaToil. Eciiu MOAMYHKT COCTOUT M3 HECKOJIbKHUX a03alleB,
TO OHU OTHENSIFOTCS APYT OT Apyra Touykamu. IIyHKT MOXET Mmoapa3iensiThcs Ha
ab3anpl. OHU He 0003HayarTCs HUPpPaMH, HO UX HyMepalus MOApPa3yMeBaeTCs.
Otcuer Bemercss oT ab3ara, HaYMHAIOMIETOCS C HUQPHI, 0003HAYAIOIICH MyHKT.
AO3arl creayer HayMHATh C TPOMUCHOM OYKBBI, a TOCIETHIO CTPOKY ab3ara
3aKaHYMBATh TOYKOM.

B mnocranoBnstomielt  (pacnopsauTENbHOM) YacTH TMPaBOBOTO aKTa B
NOBEJIUTENBHON (hOpMe yKa3bIBaeTCsl, KaK MPaBUIIO, KOMY, B KAKOH CPOK U KaKue
JNEUCTBHUS NPEAIUCHIBAETCS UCIIOJIHUTb.

HcnonHuTenm MOTYT yYKa3bIBaThCsi 0000LIEHHO, HAlpUMED:

«PyxoBoguTensim OTPACIIEBBIX (pyHKUMOHATBHBIX) OpraHoOB
aaMuHUCTpany KaTnHUHCKOT0 MyHHMITUTIAILHOTO paiioHa TBepckoil 00IacTu... ».

[IpeanuceiBaeMoe AEHCTBUE BBIPAXKAETCA TJIAr0JIOM B HEOIPEACICHHON
dbopme:  «pa3paboTaTh», «00ECHEUYUTHY», «IOJATOTOBUTH», «OPraHW30BaAThHY,
«3aYHCIIUTHY, «BO3JIOKHUTHY, KIIPEIOCTABUTH» U T.II.

He nomyckaercst popMyarpoBKa KOHKPETHBIX 3aJaHUN 0€3 yCTaHOBIICHUS
COOTBETCTBYIOILIETO CPOKA UCIIOJIHEHHUS.
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B npenmnocnenHeM MyHKTE yKa3bIBae€TCsl JOJDKHOCTHOE JIMLO, HA KOTOPOE
BO3JIaraeTcsi KOHTPOJIb 34 MCIIOJIHEHUEM IPABOBOIO aKTa U IPH HEOOXOAMMOCTH
CPOK MPEJOCTABICHHS OTYETA 00 UCIIOJHEHNUHU ITPABOBOTO AKTA.

Ecnu nocranoBiieHue (pacnopsipkeHUE) U3MEHSIET, OTMEHSET UM JOTOJIHSIET
paHee M3IaHHBIM JOKYMEHT WJIM KaKUe-TO €ro IMOJOKEHUS, TO OJWH U3 ITyHKTOB
pacropsAuTEIbHON YacTU TEKCTa JOJDKEH COAEPKaTh CChUIKY Ha OTMEHSEMBbIH
JIOKYMEHT (IIYHKT JOKYMEHTAa) C YKa3aHHUEM €ro JaThl, HOMepa U 3aroyioBka. TekcT
MyHKTa JIOJDKEH HAuMHAThCAd cloBaMM «CUHMTaTh YTPATUBIIMM CHUIY...» WIIHU
«OTMEHHUTB.. . ».

[Ipu ynorpebieHnr B MPOEKTaX MPABOBBIX aKTOB TEPMHUHOB «HCKIIOUUTHY,
«MpU3HATh YTPATHBIIMM CHUJIY» WIH «OTMEHUTH» CIIEAYyET PYKOBOJCTBOBATHCS
CJIE Y FOLIUM.

HcknroueHn0  MoOJJIeXaT TONBKO — OTAENbHBIE  CIOBA, LHUQPBI  WIH
MPEIOKEHHMSI, HAXOASIIHUECS B COCTaBE CTPYKTYPHBIX €JIMHUIL IPABOBOT'0O aKTa.

CTpyKTypHbBIE €IUHUIBI NPABOBOrO aKTa (IyHKTHI, MOAIYHKTHI, a03allbl)
NOJIEkKAT NPU3HAHUIO YTPATUBIIMMHU CHITY.

[IpaBoBOI aKT WJIM €ro OTAENIbHbIE CTPYKTYPHbIE €AUHUIBI HE MOTYT OBITh
MpU3HAHBI YTPATUBIIMMHU CUJTY, €CJIM OHHU HE BCTyNWJM B cuily. He BcTynuBIue B
CHILy, HO IOTEPSBIIHME CBOE 3HAYEHUE CTPYKTYPHBIE E€IMHMIBI IIPABOBOIO aKTa
noJUiekaT HUCKIoYeHuto. Eciu  oTnana HEoOXOAUMOCTh B IIPAaBOBOM  akTe,
KOTOPBIN HE BCTYNUJ B CUJTY, IPUMEHSETCA TEPMUH «OTMEHUTHY.

[Ipy npu3HaHWKM YTPATUBIIMM CHUJIY MPAaBOBOTO aKTa, KOTOPBIM, B CBOIO
ouepellb, TAKXKE TMPU3HABAICS YTPATUBIIMM CWJIY JpPYyrod NpaBOBOM aKT,
YTOYHEHHUE IO BTOPOMY aKTy HE JI€JIAeTCS.

Ecnm  TekcT mnpaBOBOro akra HMMEET HECKOJIBKO CTPAHUL, TO OHH
HYMEPYIOTCS, HAUMHAsg CO BTOPOM, apaOCKuMu mudpamMud MO LEHTPY BEPXHETO
ITOJIS JIUCTA.

30. Ilpoexkt mgomKeH OBITH COTJIACOBAaH CO BCEMH CTPYKTYpPHBIMH
no/pa3AeNeHUus MU AJAMUHUCTPALIMK, UMEIOIIMMUA HENOCPEACTBEHHOE OTHOLIEHUE
K BOIIPOCAM, COAEPKAIIUMCS B IIPOEKTE.

IIpoexTbl HOpMaTHUBHBIX MPAaBOBBIX AKTOB I yaBbl KanuMHWHCKOro paiioHa u
aAMUHUCTPALIMM PaliOHa, YCTAHABJIMBAIOIIME HOBBIE WJIM HW3MEHSIOIINE paHee
MPEAYCMOTPEHHBIE MYHHUILIMNAIbHBIMA HOPMATUBHBIMU IPAaBOBBIMH  aKTaMU
O0S3aHHOCTH Uil CyOBEKTOB MPEANPUHUMATENBCKOM M HMHBECTUIMOHHOM
NEATEIbHOCTH, MOMJIEKAT OLIEHKE PEryJIMPYHOUIEr0 BO3AEHCTBUSA, TPOBOIMMOMN B
NOPSJIKE,  YCTAHOBJIEHHOM  COOTBETCTBEHHO  IPaBOBBIM  akTOM  [1aBbl
KanuHuHckoro painona, AJIMHUHUCTpAaUUMyd B COOTBETCTBUM C 3aKOHOM TBepckou
00JIaCTH, M COIJIACOBBIBAIOTCS TIOCIE TIPOBEICHUSI OLEHKH PEryJMpYIOIIEero
BO3/1CHCTBUSL.

[Ipoexr, COTJIACOBAHHBIN C PYKOBOJIUTEIEM OTPACIIEBOTO
(byHKIIMOHAILHOTO) OpraHa aJMUHUCTpPAllMd paiiOHa, BHECIIUM TMPOCKT Ha
pAacCMOTPEHHUE, W C TEPBBIM 3amecTuTesieM [71aBpl aIMUHHUCTpALIMA pPANOHA,
3aMecTuTesleM [J1aBpl aJIMHHHCTPAalMd pPailioHa, KypHUPYIOLIUM JIESITEIbHOCTh
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oTpaciieBoro ((pyHKIHOHAIBHOTO) OpraHa aJMUHUCTPAIMU pailoHa, HANpaBJseTCs
JUTSL IPOXO>KACHHSI IPOLIETYPhI COTTIACOBAHUS.

Jlis mpoBeNeHUsT COTJIaCOBaHMS MPOEKT JOJHKeH OBITh MPEJCTaBICH Ha
OyMa)KHOM HOCHTETIE.

[TpoeKTHI COTIIACOBBIBAIOTCS B CIEAYIOIIEM TIOPSIKE:

1) c pYKOBOJIUTENIeM oOTpaciieBoro ((yHKIIMOHAJIBLHOTO) OpraHa
aJIMUHUCTPAIIMA pailOHa, BHECIIMM IPOCKT HAa PACCMOTPEHHE, B Cilydae, €CIH
MIPOEKT BHOCHUTCS Pa3pabOTINKOM;

2) ¢ PYKOBOIUTEISIMH  OTpacieBbiX  ((PYHKIIMOHAJIBHBIX)  OPraHOB
aJIMIHUCTPAIIMHA pailoHa, UMEIONINX HEMOCPEICTBEHHOE OTHOIICHHE K BOIpOCaM,
COJIEP>KAIMMCSI B IPOEKTE;

3) ¢ HavanbHUKOM (PUHAHCOBOTO YTPABJICHHS aIMUHUCTpPAllMU paiioHA B
cllydae, €CJId MIPOEKT COJIEPKUT (PMHAHCOBBIE BOTIPOCHI;

4) c 3aBeyOMUM IOPUANYECKAM OTIIEIOM AJIMUHUCTPAIIH;

5) ¢ nepBbIM 3aMecTHTENEeM [ J1aBbl aJMHUHUCTpPAIIUN PaiOHA, 3aMECTUTEIIEM
['maBpl  aAMUHHCTpAIIMU  paiioHa, KypUPYIOIIUM  pabOTy  OTPacieBOTO
(pyHKIMOHANBHOIO) OpraH aAMUHUCTPALIMH palioHa- pa3paboTUrKa MPOEKTa.

31. B cnyyae Hanmuuusi y JAOJDKHOCTHOIO JIMIIA, COIJIACYIOIIETO IPOEKT,
3aMEUaHU M NPEUIOKEHUH 10 MPOEKTy COIVIACOBAaHUE IPOEKTa He
OCYIIECTBIISICTCS, a BBISBICHHBIE 3aMEUaHUs W TPEUIOKEHUS JOBOIATCS [0
CBeJieHUs1 pa3paboTynka, CyObeKTa TMPAaBOTBOPUECKON WHHUIIMATUBBI U TPHU
OTCYTCTBUU PA3HOIVIACUM YUYUTHIBAIOTCS IMyTEM OMNEPATUBHOU OPAOOTKU TEKCTa
IPOEKTA.

[Tpu HEOOXOAMMOCTH, B TOM YMCJIE B ClIydae OTKasza pa3padoTyuka, CyObeKTa
NPABOTBOPUYECKON WHHUIIMATUBBI TPOEKTAa OT OMNEpPaTUBHOM OpabOTKH TEKCTa
MPOEKTa, 3aMEYaHUs U MPEATOKEHUS 0 MPOEKTY, BO3HUKIIUE Y JTOJDKHOCTHOTO
JIMIIA, COTIIACYIOLIETO MPOEKT, 0QOPMIISIOTCA B TUCHMEHHOM BH/IE.

OO6s3aHHOCTh MO J10pa0OTKE TMPOEKTa BO3Jaraercs Ha pa3pabdoTyuka,
CyObeKTa TPaBOTBOPUYECKOW WHUIIMATUBBI, MPH O3TOM JIOJDKHOCTHOE JIHIIO,
coryiacyloliee TMpOEKT, BIpPaBe OCYLIECTBUTh JOPabOTKYy TEKCTa MPOEKTa
CaMOCTOSITENIbHO.

HOpunuko-TexHudeckue, peaakiiMOHHbIE 3aMEUaHUs U MPABKH MOTYT OBITH
C/IeJIaHbI Ha TMOJISAX U B TEKCTE TPOEKTA.

B cnyudae, ecnu B mpoliecce corjgacoBaHus B MMPOEKT BHECEHBI U3MEHEHUS, OH
HOJIJIEKUT MOBTOPHOMY corjiacoBaHMio. [loBTopHOrO cornacoBanus He TpeOyercs,
eclii B IIPOLECCe COIVIaCOBaHUSI B TPOEKT ObUIM BHECEHbl WM3MEHEHHMS
PEMAKIIMOHHOTO XapaKTepa, HE TOBIWSABIIME Ha TpearojiaraeMoe IMPaBOBOE
pEryIHpOBaHUE COOTBETCTBYIOIINX MTPABOOTHOIICHHIA.

32. Ilpu Hamuuuu pa3HOIIACUM MO COTJIACOBAHUIO MPOEKTA JOJKHOCTHBIM
JUIIOM, KypUPYIOIIUM ACSITeTFHOCTh pa3padoTunKa, IPOBOAUTCS COTIACHTEIHLHOE
COBEII[aHUE.

[IpoekT MokeT OBITh MPEACTaBICH HA MOANUCH C HEYPETYJIUPOBAHHBIMU
pa3HOrJacHsIMH TOJIbKO BMECTE C IMPOTOKOJIOM COTJIACHUTENIbHOTO COBELIaHUS U
MOJTMHHUKAMU 3aMevaHui, MO CAHHBIMU COOTBETCTBYIOLLIUMU
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PYKOBOJIUTENSIMA  OTpPAciieBbIX ((DYHKIMOHAIBHBIX) OpPraHOB aJIMHHHCTPAIIAU
paiioHa.

33. IlpaBoBeiMu axktamu ['nmaBel KamunuHCckoro paiiona, AIMUHUCTpALUU
MOTYT OBITh TIPEIyCMOTPEHBI OCOOCHHOCTHM COTJIACOBaHHWS TIPOEKTOB IIO
OTZEJIbHBIM BOIIPOCAM.

34. Cpok corjacoBaHHsl MPOEKTa JOJHKHOCTHBIMU JIUIIAMH U OTPACIEBBIMU
(pyHKIMOHANBHBIMU) OpraHaMy aJIMUHUCTPAIMU pailoHa HE MOKET IMPEBBIIIATH
TpU pabouyux [HSA, a B CiIy4yae MpEJCTaBICHUS NPOeKTa OOBEMOM CBBIIIE
MATHAIUATH JIUCTOB - TATH paboumx gHed. Cpok MOBTOPHOTO COTJIacOBaHUS
MPOEKTAa MOCJE YCTPAHEHHUS 3aMEUYaHHU COCTABIISET ABa pa00OUMX JHS.

['maBori KanmHWHCKOTO paiioHa MOXET OBITh YCTAaHOBICH WHOW CPOK
paccMOTpPEHUS.

35. Cpok mpoBeaeHUs TIPaBOBOM AKCIIEPTU3BI MPOEKTAa HE MOXKET MPEBHIIAThH
naTu pabouyux JHEW, a B cCiydae NpeACTaBICHUS] MPOEKTa OOHEMOM CBBIIIEC
NATHAALATH JIUCTOB - JecATh pabounx gHed. CpoK MOBTOPHOI'O COIJIACOBAHUS
MPOEKTA MOCJIE YCTPAHCHUS 3aMEYaHHN OPUAWYECKOTrO OTAENa aAMUHUCTPALNU
COCTaBIIIET TpU pabouux JHs, a B cliydae MPEJCTaBJICHUS MPOEKTa 00BEMOM
CBBIIIIE MMATHA/IATH JUCTOB - MATh paOOYUX JTHEH.

[IpaBoBas skcniepTr3a MPOEKTOB MIPOBOIUTCS B MOPSAKE UX MOCTYIUIEHUS.

B cnyuae, eciu K IIPOEKTY HE NMPUIIOKEHBI JTOKYMEHTHI, IPEIYCMOTPEHHBIE
nyHktoM 28  Hactosmed — MHCTpykuMHM, WIM TPOEKT HE COIJIacOBaH B
cooTBeTcTBUM ¢ MyHKTOM 30 Hacrosmed MHCTpyKIMH, MPOEKT BO3BpaIacTCs
pa3paboTuuKy, CyOBEKTYy MpPaBOTBOPYECKONW WHUIMATUBBI 0€3 MpOBEICHUS
IIPABOBOW IKCIIEPTHU3BL.

36. B cnydae BBIABICHHS HEOOXOAMMOCTH COTJIACOBAHHUS TPOCKTa C
JIOJDKHOCTHBIMM  JIUIIAMU WM OTPaciieBbIMU  ((YHKIIMOHATBHBIMHU) OpraHaMu
aIMUHUCTPALIMU paiOHA, HE YKa3aHHBIMHU B JIMCTE COTJIACOBAHUS, 3aBEIYIOIIUHN
IOPUANYECKUM  OTAECIOM  aJAMUHHUCTpPAllUM  paliOHa  BO3BpAIACT  MPOEKT
pa3pabOTYMKy, CyOBEKTYy NPaBOTBOPUYECKONW HWHUIIMATUBBI O€3 COIIACOBaHUS C
COOTBETCTBYIOIIUM 3aKJITIOUCHUEM.

IIpoeKThl COTJIACOBBIBAKOTCS TAKXKE C 3aMHTEPECOBAHHBIMU OpraHaMHU,
OpraHu3alysAMy U JOJDKHOCTHBIMU JIMIJAMH, €CJIM TAaKOE COTJIACOBAHUE SIBIISETCS
00s13aTeIIbHBIM B COOTBETCTBUHM C 3aKOHOJIaTeILCTBOM Poccuiickoit denepanum.

37. Ilpu HEOOXOIUMOCTH, B BpeMsi MPOBEJCHUS MPABOBON IKCIEPTU3bI KOIHUS
IPOEKTa HOPMATHUBHOIO IpaBoBOro axkra ImaBel KanuHuHCKOrO paiioHa,
AJIMUHUCTpalMd HaNpaBlsieTCsl IOPUIMYECKMM OTHAEJIIOM aJIMUHUCTpAllUd B
npokyparypy KalvHMHCKOTO pailoHa sl W3Yy4Y€HUS W OLIEHKHM COOTBETCTBUSA
MpoeKTa 3aKkoHomarenbCTBY Poccuiickon ®Pepepanuu. B gaHHOM cilydae CpoOkK
COTJIACOBAHMS, YCTAHOBJICHHBbIM NYHKTOM 35 Hacrosmer HMHcTpykuuwy,
yBEJIMUMBAETCs Ha 7 pabouux JAHEH.

B ciyuae mocTymiieHuss B T€UEHHE MATH pabOUMX JHEW CO JHS MOTYyUYCHHS
npokyparypoii KamuHMHCKOTO pailoHa KOMUU MPOEKTa HOPMATUBHOI'O MPABOBOTO
akta I'maBbl KanuHuHCKOrO paiioHa, AJIMHHUCTpPAIIMA C COMPOBOAUTEIBLHBIM
MMAUCbMOM 3aKJIIOUCHUSI MPOKYyparypbl KalMHHUHCKOro paioHa ¢ 3aMEYaHUsIMH K
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IIPOEKTY HOPMAaTHBHOTO IpaBoBOro axkra [maBel KanmmHuHCKOrO pamona,
aIMUHUCTPAllMM pailoHa TMPOEKT HampaBisieTcs pa3paboTduKy, CyOBEKTy
NPABOTBOPUYECKON HMHHUIMATUBBL st AopaboTku. Ilocme mopaboTku MpOeKT
HOPMAaTUBHOTO NMpaBoBOro akra I'maBel KanmHuHCKOTrO panoHa, AJIMUHUCTpPALAH
IIOJIJIEKUT COIVIACOBAHMIO B IIOPAJIKE, YCTAHOBICHHOM HACTOSILIIUM Pa3/eiIOM.

B ciiydae He nocTymuieHus: B T€UEHUE MATH pabouuX AHEW CO JHS MOJy4YEHUs
IpoKypaTypoi KanMHMHCKOTO pailoHa KOIMU MPOEKTa HOPMATUBHOIO IIPABOBOTO
akra I'maBel KammHuHCKOro painoHa, AJIMHMHHMCTPAallMd C COIPOBOJMTEIBHBIM
IIMCBMOM 3aKJIFOYEHMS NMPOKYparypbl KalMHUHCKOro paioHa ¢ 3aMEYaHMSIMHU K
IIPOEKTY HOPMAaTUBHOIO IpaBoBoro akra ImaBel KanmmHMHCKOTO paioHa,
aAMUHHCTpAlMM parioHa IpoekT nepenaercs [naBe KamnmHuHCKOro painioHa Ha
IIOAIMCAHHUE.

38. HopmaruBubie mnpaBoBeie akThl [naBbel KanuHuHcKOrO —paiioHa,
aAMUHHACTPALlMM paliOHA, MPOEKTHl HOPMATUBHBIX IIPAaBOBBIX AaKTOB [ JaBbl
KanmuauHckoro pailoHa, AJIMUHHCTpAllMM TMOMJIEKAT AHTHUKOPPYILIHOHHOU
DKCHEPTU3E€ B COOTBETCTBMM NoCTaHOBIeHHEM lIpaBurenbcrBa Poccuiickon
®enepauun ot 26 deBpanst 2010 r. Ne 96 «OO0 aHTUKOPPYILUOHHON 3KCHEPTH3E
HOPMAaTUBHBIX IIPABOBBIX aKTOB U IPOEKTOB HOPMATUBHBIX IIPABOBBIX aKTOB).

DKcnepTru3a MpOeKTOB HOPMATUBHBIX NPABOBBIX akTOB I'y1aBel KanmHuHCKOrO
paiioHa, AJIMHUHUCTpALUU, UHBIX pa3padaThiBaeMbIX AJIMUHUCTpALUEN MPOEKTOB
HOPMATHBHBIX  IPABOBBIX  aKTOB  Ha  KOPPYHNIMOIE€HHOCTh  (nmaiee -
AHTUKOPPYIILMOHHAs SKCIIEPTH3a) MPOBOAUTCSA IPHU HMX IPABOBOM HKCIEPTHU3E
IOPUIMYECKUM OTAEJIOM aJIMUHUCTPALMUA pPalOHa.

IIo pesynbpraTaM npoOBEAECHUS AHTUKOPPYNIIMOHHOM OSKCHEPTU3BI NPOEKTa
HOPMATHBHOTO MPAaBOBOTO aKTa MpPHU BBIABICHUH KOPPYIUUOTE€HHBIX (HDaKTOPOB
COCTABJISIETCSI MOTUBUPOBAHHOE 3aKIIFOUEHUE O €70 KOPPYNLIMOTEHHOCTH.

3aKIIIO4eHUE O KOPPYNIIMOTEHHOCTH MPOEKTAa HOPMATHUBHOIO ITPABOBOTO AKTA
BMECTE C MPOEKTOM HOPMATHUBHOT'O MPABOBOI'O aKTa BO3BpAIlaeTCs pa3padOTUUKY,
CyOBEKTY IPaBOTBOPUYECKOM MHULIMATUBHI JJI YCTPAHEHHSI 3aMEUaHU .

Ilocne ycrpaHeHuss 3aMe4aHUM NPOEKT HOPMATHBHOIO IIPABOBOTO AaKTa
IIPEACTABIACTCS HAa  NOBTOPHYK)  AHTUKOPPYNLMOHHYKO  JKCIIEpTU3Y B
IOPUANYECKUN OTAEI aIMUHUCTPALIUY PAlOHA.

B ciyyae, ecau npu npoBeIEHUN aHTUKOPPYILIMOHHON JKCIIEPTU3BI IPOEKTA
HOPMAaTUBHOI'O IPABOBOI'O aKTa B TEKCTE IPOEKTAa HOPMATUBHOI'O IIPABOBOI'O AKTa
KOPpPYNIHUOT€HHbIX  ()aKTOPOB  HE  BBIABIECHO, IOPUAMYECKUM  OTIEJIOM
aAMUHUACTPALIMM PaliOHA OCYILECTBIISIETCA COINIACOBAHUE IIPOEKTa HOPMATHUBHOIO
MIPaBOBOTr0 aKTa 0e3 COCTABJICHUS 3aKJIIOUEHHUS.

DKcIepTh3a HOPMATUBHBIX MPABOBBIX akTOB | naBsl KamnHuHCKOTO paiioHa,
aAMUHHCTPALlMM paliOHa Ha KOPPYIMLHOTEHHOCTh ITPOBOJMTCS HOPUANYECKUM
OTHEIIOM  aIMUHUCTpPALlMM palloHa HA OCHOBAaHWMU mnopydyeHuss [7maBbl
Kanuuunckoro paiioHa.

3aKIIOUEHUE FOPUIMYECKOTO OThaena AJMUHUCTpAlMd O HaJIuYuu B
HOPMATUBHOM TPAaBOBOM aKT€ KOPPYIIMOTEHHBIX (PAaKTOPOB HAMPABIISAETCS
oTpacieBoMy ((pyHKIIMOHAILHOMY) OpTraHy aIMUHUCTpAIlMK paiioHa, cdepy
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JEATEIbHOCTH KOTOPOTO PEryjJupyeT HOPMATHUBHBIA MPAaBOBOM akT, A
Opranu3anuu paboThl MO BHECEHHIO M3MEHEHWH B YKa3aHHBIM HOpPMAaTHUBHBIN
IPaBOBOM AKT (MPU3HAHUIO €r0 YTPATUBIINAM CHUITY).

He npoBoauTCcs aHTUKOPPYILMOHHAs SKCHEPTH3a OTMEHEHHBIX WIIN
MIPU3HAHHBIX YTPATUBIINMU CUITYy HOPMAaTUBHBIX IPABOBBIX aKTOB.

B ciiyuae BHeceHUs M3MEHEHUN B MPOEKThl HOPMATUBHBIX MPABOBBIX AKTOB,
KOTOpbIE paHee ObUIM TNPEIMETOM aHTUKOPPYILHUOHHON HSKCIEpPTH3bl, B
OTHOIIEHUM YKa3aHHBIX IMPOEKTOB JIOJDKHA OBITh IMPOBEACHA IOBTOpPHAs
AHTUKOPPYILMOHHAs 3KCIIEPTH3A.

39. Crucok pacchUIKHM MPABOBOIO aKTa COCTABIISECTCS UCIIOTHUTEIIEM.

[Tpu dopMupoBaHUHU CIKCKA PACCHUIKH YKA3bIBAIOTCS JOHKHOCTHBIC JTUIIA,
HAaMMEHOBaHHUS HCIIOJHUTENIBHBIX OPraHOB, OPTaHOB MECTHOIO CamMOyIpaBJEHUS,
YUPEXKACHUI W OpraHu3aluil (IepeyeHb KOHKPETHBIX aJIpecaToB, KOTOPHIM B
IPaBOBOM AaKT€ MPEANUCHIBAETCS OCYILIECTBIECHUE ONPEIEICHHBIX IEHCTBUN).
Criucok pacceutkm redaraercst mpudrom Times New Roman Ne 12 B HmxkHEU
YaCTH JINCTA COTJIACOBAHUS BbILIE OTMETKH 00 UCIIOJIHUTETIE.

B cnydyae HEOOX0AMMOCTH (HEOCTOSIHHBIEC aJlpecaThl) UCIOJHUTENb 00s3aH
IIPWIOKUTH K CIIUCKY PACCBUIKH ITOYTOBBIE aJpeca apecaToB.

Eciu cnucok pacchUIKM BKIIIOYAeT OOJIBIIOE KOJIWYECTBO aApPECaToB, TO B
HEM YKa3bIBAETCS: «COTJIACHO INPUIIAraeéMOMY CIIMCKY», & CaM CIIMCOK pPaCCBUIKU
oopmisieTcss Ha OTACIBHOM JIMCTE U BUBHPYETCSI UCIIOJIHUTENIEM IIPABOBOTO aKTa.

Paccputaemble KONTUMY MPABOBBIX AKTOB 3aBEPSIIOTCS CHEUUAIBHBIM IITAMIIOM
U neyatbio «JlJig TOKYMEHTOB» OTAEJIOM OPraHU3allMOHHOW U KaJpOBON pabOTHI
AJIMUHHCTpaLnH.

OTtMeTka 00 HMCIOJHUTENE B IMPABOBBIX aKTaxX IMPOCTABISIETCS B HIDKHEH
YacTH JIMCTA COTJIAaCOBAHMS clieBa U OPOPMIISIETCS B COOTBETCTBHM C MOJAIMYHKTOM
«X» MyHKTa 25 Hactosawmein MucTpykuu.

40. OTnen opraHv3allMOHHOW M KaJpoBOM paboOThl AJAMUHUCTpALUU
OCYUIECTBJISIET PETUCTPALMIO MPABOBBIX AKTOB, HAIPaBJICHUE KOIMUN IMPABOBBIX
aKTOB COTJIaCHO CIIMCKY PAacChUIKHM U TEKYyIIee XpaHEHUE MOJIMHHUKOB IMPABOBBIX
akToB (KpOME€ TIPaBOBBIX aKTOB, COJAEpP’KAlIUX CBEACHUS, COCTABIIIOLINE
roCyJIJapCTBEHHYIO TaliHY).

[IpaBoBbIE aKTbl HYMEpPYIOTCA IMOPSAJKOBOW HyMeEpauuMen B mpeaenax
KajeHaapHoro roaa. Homep mpocrasisieTcss 1MQPOBBIM CTIOCOOOM, HOMEP COCTOUT
u3 3HaKa «Ne» u mopsinkoBoro HoMmepa (Hampumep, Ne 210). Jlara nmpocTaBisieTcs
CJIIOBECHO-TIU(MPOBBIM ~ criocobom  (Hampumep, 17 wmas 2019 roma). B
pacnopspKeHUsIX AJIMUHHMCTpPALlMM O BONPOCAM OpraHu3aluu paboThl— «p», B
paclopsDKeHUSIX ~ AJMUHUCTpAlMd MO JMYHOMY COCTaBy — «p/7», 1O
MPEIOCTABICHUIO OTIYCKOB MYHHUIMNAIbHBIM CIyXalluM - «p/o». J[lata u
PErUCTPAllMOHHBI  HOMEpP MOJNUCAHHOTO TMPABOBOTO aKTa MPOCTABISIOTCA
OTJIEJIOM OPTaHU3ALMOHHON U KaIpOBOM pabOThl AJIMUHUCTpPALIIH.

Otnen  opraHM3allMOHHOW W KaJpoBOM pabOThl aJMUHUCTpallUd palioHa
OCYIIECTBJSIET PErUCTpaunio mnoanvcaHHbix ['nmaBon KammHuHCKOrO panoHa
MPABOBBIX AKTOB W HAIPABJICHUE KOMHUM MO CHUCKY PACCHUIKH, YKa3aHHOMY B
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JIUCTE COTJIACOBAHMSI MPOCKTA, a TAKXKE HAIpPaBJICHUE KOMHUHA ISl O(QUIIMATIEHOTO
OITyOJIMKOBAHUS B OTACI TI0 O0ECIEYSHUIO NESITEIILHOCTH aIMAHUCTPAIIUU paiioHa
U Ui pa3MenieHus Ha OQUIMAIbHOM CalTe aJMHHHCTpAllUd paloHa B
nH(OPMAITMOHHO-TEJICKOMMYHUKAIIMOHHOM ceTn MIHTepHeT.

Otnen opraHu3allMOHHOM M KaApoBOW  pabOThl aJIMUHHUCTpAIlMd palioHa
HamnpaBJsieT HOPMATUBHBIC IMpaBOBbIe akThl [yaBbl KalumHUHCKOrO pailoHa,
AJIMUHHUCTpalUM [JI1 BKJIOYEHUS B PETUCTP MYHUIMNAIBLHBIX HOPMATHUBHBIX
MIPaBOBBIX aKTOB TBepckoil 00sacTu B cOOTBETCTBUU C [lojokeHHMEM O BeICHUU
perucTpa MyHHUIMIIAJbHBIX HOPMATHBHBIX IMPABOBBIX aKTOB TBepckol 00JacTH,
yTBepKaeHHbIM [IpaBuTenscTBoM TBepckoi oOmacTu, He To3aHee 7 JHEH co JaHS
MIOANMCAaHNsI HOPMATUBHOTIO NMPaBoBOro akra ['maBon KanmauHCckoro panona.

41. HopmaruBHble mpaBoBble akThl [7aBel KalmHuUHCKOrOo paiioHa H

AJMUHHCTpanuy, 3aTparuBarollne BOIIPOCHI OCYIIECTBIICHUS
NPEANPUHUMATEICKOM U WHBECTULIMOHHON JEATEIbHOCTH, B LIEJSAX BBISABICHHS
II0JIO’KEHNUH, HEO0OOCHOBAHHO 3aTpyIHAIOLIUX OCYILIECTBIICHUE

PEANPUHUMATEICKON U HHBECTUIIMOHHOW JIEATEIbHOCTH, TOJJIEXKAT SKCIEPTHU3E,
MPOBOJIMMON  QJIMUHHCTpPAllME  pailoHa B  MOPSAKE,  YCTAHOBJIECHHOM
COOTBETCTBEHHO  MpaBoBbIM  akToM  ['maBel  KanmHuHCKOro  paiioHa,
AJMUHHUCTpAIUU B COOTBETCTBUHU € 3aKOHOM TBepckoil obmactu.

42. TlpwnoxkeHus K TMPOEKTaM MPABOBBIX aKTOB O(OPMISIOTCA Ha
OTJEJIbHBIX JINCTaX OyMarn M B 0053aTEIbHOM MOPSAKE HUMEIOT 3arojoBOK U
HEOOXOMMbIE PEKBU3UTHI.

Pasmepsl moseil, mpudTel U MEKCTPOUHBIE MHTEpBajbl MpPU IE€YaTAHUU
NPWIOKEHUN HACHTUYHBI pa3MepaM, NPUMEHSEMbIM MpU TeYaTaHUM CAMMX
IIPaBOBBIX aKTOB. B Tabiuiax AomycKaeTrcs MCHOJb30BaHUE IIPU(Ta MEHBILIETO
paszmepa.

B npuiiokeHusX MOMEarTCsl MOJ0KEHUS, PETJIaMeHThI, IEPEYHH, CIIUCKH,
rpaduku, TadauIBl, 00pa3Lbl JOKYMEHTOB U Ap. Eciu B TEKCTe MpaBOBOTO akTa
JTAETCSl CChUIKA «IPUJIAraeTcs», TO B BEPXHEM IPaBOM YTy MEPBOM CTpPaHUIIbI
npuiokeHus: nuiercs cioBo «lIpunoxkenuey», naisee JaeTcs CCbLIKa Ha MPaBOBOM
aKT:

[Ipunoxenue

K ITOCTAHOBJICHUIO aIMUHUCTPALINH
KanmHruHCKOro MyHUIIMITIAIBHOTO paioHa
TBepckoit o6macTu

oT Ne

3aroyioBOK K TEKCTY MPUJIOKEHUS TMeYaTaeTcsl LIEHTPOBAHHBIM CIIOCOOOM.
3aronoBoK 0popMIISIETCS CTPOYHBIMU OYKBaMH, BBIICISETCS KUPHBIM HMIpUPTOM.
Mex’CTpOUHBIM MHTEPBAT MEKAY MEPBOM CTPOKOM 3aroJIOBKa M IMOCIEAYIOIIAMUA
CTPOKaMH MOKET ObITh yBeiaudeH Ha 0,5 uHTepBania.

3aroyioBOK MPUJIOKEHUS OTIAEISAETCS OT JaThl U HOMEpPA MPaBOBOrO aKTa
2 — 3 MEXCTpOYHBIMM HWHTEpBajaMHu, OT TeKCTa Mpuioxenus - 3 — 4
MEXCTPOYHBIMH HHTEPBAJIAMU.
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[IpunokeHus: 3aKaHYMBAKOTCS YEPTOM, PACIOJIOKEHHOU IO LIEHTPY TEKCTa
Ha PaCCTOSIHUM IPUMEPHO 3 MEKCTPOUHBIX UHTEPBAJIOB. JJINHA YepPTHI COCTABIIAET
2-3 cMm.

[Tpu Hanmumu B TEKCTe akTa (HOPMYIHPOBKU «YTBEPAUTH» (MpUIAraeMoe
MOJIOKEHUE, COCTAaB KOMHCCHUHU, ITIE€pPEUYEHb MEPONPUATUA W Jp.) Ha CaMoOM
MPUJIOKEHUU B MPABOBOM BEPXHEM yriy pacronaraercs cioso Y TBEPXKIEHO
nnu YTBEPX/IEH co ccbuikoii Ha HOpMaTUBHBIN aKT, €ro JaTy, HOMED.

Hampumep:
YTBEPXIEHO
pacnopsKeHHEM
agMuHUCTpanu KaauHuHCKOro
MYHULIANAIBHOTO paiioHa
TBepckoitl o0nactu
ot 15.01.2022 Ne 2

Cmosa YTBEPXKXJIEHO n YTBEPXX/IEH B npuioxkeHHsIX COTJIACYIOTCS B
poae MW 4YHCIE€ C BHUAOM YTBEPKIAEMOrO JOKYMEHTA: TMOJOXEHUEe —
YTBEPXKXJIEHO, nporpamma —  YTBEPXJEHA, wmeponpustus  —
YTBEPXJIEHBIL.

Teker mpuiiokeHus: MOKeT ObITh oopmieH B Buiae Tabiuubl. ['padsr u
CTPOKM  TaONHIBl  JOJKHBI HMMETb  3aroJIOBKH, BBIPAXKEHHBIE HMEHEM
CYILIECTBUTEIILHBIM B HWMEHUTEIbHOM majexe. llomzaronoBku rtpad u cTpok
rpaMMaTHYECKH JOJKHBI OBITh COTJIACOBAHBI C 3aT0JIOBKAMHU.

Ecnu Tabnuiy newartaror Oojiee yeM Ha OJHOW CTpaHMIE, HAUMEHOBAHUS
rpad B 3arojoBoyHON wyacTu Tabmuubl HyMmepyrotcs. Illopsgok odopmieHus
TaOJUYHBIX JOKYMEHTOB MPUBE/ICH B MPUIIOKEHUU 4.

JIucThl MpUIIOKEHUSI HYMEPYIOTCSI, CaMOCTOSITEIbHO HAuMHasi CO BTOPOTO
JIUCTA.

[Ipy HamU4YuU B TEKCTE MPHUJIOKEHUHN CCHUIKM HAa CHOCKY OHa odopMIsieTcs
3Be3oukoil win 1udpoit. TekcT cHOCkM TmeuyaTaeTcss 4depe3 | MEeKCTPOUHBIN
WHTEpPBAI B KOHIIE KaXKJOW CTpPaHULbl WU MOCIE MPUIIOKEHUS B LEJIOM MOJ
yeproit. [locine cuMBONa CHOCKHM €€ TEKCT IeyaTaeTcsi ¢ MPONUCHON OykBbl. B
KOHIIE TEKCTa CHOCKU CTABUTCS TOYKA.

Ha onHo¥ cTpanuiie He TOJKHO MPOCTABIATHCS 00Jiee TPeX CHOCOK.

B monoxenusix, mporpammax M APYyTUX MOAOOHBIX JTOKYMEHTaX pa3/ieibl U
IJIaBbl HyMEPYIOTCS, KaK MPaBUiI0, PUMCKUMU KU paMu, a MyHKTHI U MOIMYHKTHI -
TaK e, KaKk U B TEKCTE PaBOBOI0 akTa. B yKa3aHHBIX JTOKYMEHTAaX UX COCTaBHbIC
yacTu (paszaensl, MoJpasiesibl, MyHKThI, TOAMYHKThI) MOKHO TaKke HyMEpOBaTh
apadckumu uudpamu. [logpazmensl HymepyroTcs B mpexaenax paszzgena. Homep
nojpasziena JOJDKEH COCTOSITh W3 HOMEpa pasfena U HoMmepa Mojapasiena,
pa3ieiieHHbIX Touykod (Hampumep, 1.2). Homep myHKTa OJDKEH COCTOSITH W3
HOMEpa paszjiena, nojapaszena U MyHKTa, pa3/IeJICHHbIX ToukaMu (Hampumep, 2.3.1).
[TyHKTBI TIpU HEOOXOJUMOCTH MOTYT TMOJPA3JACIATHCS HA TMOAIMYHKTBI, KOTOPBIC
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JOJDKHBI HMMETh IMOPSIKOBYKO HyMEpalui0 B IIpeAesiax KaXJoro IyHKTa
(manpumep, 1.2.2.1). Bo3moxkHa CKBO3Has HyMepalusi ITyHKTOB TEKCTa (Kak B
JnaHHOUN MHCTpyKIMH).

O6pasubl oopMIICHHUS MPABOBBIX aKTOB U MPHIIOKEHUN K HUM MPUBEICHBI
B npujiokeHusx 8-10.

[Tonxpaznen Il
OO61ue TpedoBaHUs K TOATOTOBKE MOPYYEHUN
riaBbl KanuHUHCKOTO paiioHa

43. IlopyueHueM SBISIETCS yKa3aHHE IO MCIOJHEHUIO JIOKYMEHTa WU
OCYIIECTBICHUIO KaKHX-THMOO MEp B paMKax peajn3yeMbIX 3a/ay, aJpecyeMoe
KOHKPETHOMY JTOJDKHOCTHOMY JIMITY HJIM TPYTIIE JOKHOCTHBIX JIULL.

44, TlopyueHust MOTYT OBITH OPOPMIICHBI B BUJE PE3OJIOIUU K JIOKYMEHTY
Ha OJIaHKe pe30JtonuHy (IPHIoKeHre 3), mopydeHus riiaBbl KaauHHHCKOrO paiioHa
(mpunokenue 13) mmbo B dopme mepeuns mopydeHuit (npwioxenue 14). Ilpu
MOATOTOBKE W O(OPMJICHUU TOPYYEHUH JOJDKHBI COOMIOAThCs TpeOOBaHUS,
W3JI0)KCHHBIC B TIOJIMYHKTE «p» MMyHKTa 25 HacTosmei MacTpyKImm.

B tekcte mopydenust MoryT ObITh ykazanus «CpouHo» u «OnepaTuBHOY,
KOTOpbIE TPEIyCMaTPUBAIOT COOTBETCTBEHHO 3-THEBHbIM WM 10-IHEBHBIM CPOK
WCIIOJIHEHUSI, HAYWHAs C JaThl MOAMUCAHUSI.

Ecnu a5 BeIMONMHEHUs MOPYYEHHUs YCTAHABIMBAECTCS CPOK 0oJiee OJHOTrO
MecAlla, TO B TEKCTE MOPYUYECHHUS] MOXKET OBbITh OIpejeieHa MEePUuOAUYHOCTh
JIOKJIaJla O XOJI€ UCTIOJIHEHUSI.

45. TIpoekThl PE30dIOUMI MPEACTABISIOTCS Ha MOMANMKUCH JOTKHOCTHOMY
JMIY, KaK MPaBUIIO, B IEHb MOCTYTICHUS JOKYMEHTA.

46. B cocTaB pe30NIONUU BXOMAT CIACAYIOIIME DJIEMEHTHI: (haMUIUs
UCTIONHUTENsT (MCIIOMHUTENEH), CoAepKaHUe TOPYUYEHHUsS, CPOK HCIIOJHEHUS,
MOJIITUCh, /1aTa.

B cinydasx, korma mopydeHHE [aeTcsi JBYM WJIM HECKOJBKUM JIUIaM,
PaBHBIM TIO JOJDKHOCTH, OCHOBHBIM (OTBETCTBEHHBIM) HCIIOJHUTEIEM SIBIISCTCS
JUI0, yKa3aHHOE B TOPYYEHMH TEpBbIM, (aMHiInusg  OTBETCTBEHHOIO
MOTYEPKUBACTCS WIM O003HAYAETCS CJIOBOM «OTB.» («OTBETCTBEHHBIN»). Emy
MPEIOCTABIISICTCS MPABO CO3bIBA COUCIIOTHUTENICH U KOOPIUHAIIUS UX PaOOTHI.

OcHOBHOM (OTBETCTBEHHBIN) UCIIOJIHUTEIb U COUCIIOJIHUTENh BIIPABE J1aBaTh
MOPYYECHUS B BUJIC PE3OJIIOIMI JIUIIaM, HETTIOCPEICTBEHHO UM MOTYNHEHHBIM.

47. IlognucanHoe MOPYYCHUE PETUCTPUPYETCS CIECIUATUCTOM MTPUEMHON U
CTaBUTCSI HA KOHTPOJIb.

[Tonpaznen 1
[IpaBuia noaAroToBKU U 0(hOpMIIEHUS OPraHU3aIMOHHO-TIPABOBBIX
JIOKYMEHTOB (TIOJI0KEHUH, TTPaBUJI, UHCTPYKIIMM, pErIaMEeHTOB U JIp.)

48. OpraHu3alMOHHO-TIPABOBBIE JOKYMEHTBI PErJIaMEHTUPYIOT 3a7aud U
(GYHKIMM OpraHM3alliy, YCTaHaBIMBAIOT CTPYKTYpPY, IITATHYI YHCIEHHOCTb,
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NOpsAA0K (GYHKIIMOHUPOBAHUS U B3aUMOJICHCTBUS OTPACIEBBIX ((PYyHKIIMOHATIBHBIX )
OpraHoB AJIMUHHCTPALIMHU, MOPANOK JEHUCTBUM COTPYAHUKOB IIPU HMCIOJHEHUHU
JOJDKHOCTHBIX 00s13aHHOCTEH.

OpraHu3alMOHHO-TIPAaBOBbIE JIOKYMEHTBHI YTBEPXKAAKOTCSA, KaK MPaBHIIO,
IOyTEM H3/1aHusl IPABOBBIX AKTOB 00 MX YTBEPXKIECHUU U O(GOPMIIOTCS Kak
IIPWIOKEHUS K HUM.

Pemenne o nopsake u  QopmMe  OpPUHATUS ~ OPraHU3ALMOHHO-
pPacCHOpPSIIUTENBHBIX JOKYMEHTOB HAXOIUTCS B BeIEHUU IUIaBbl KalMHHMHCKOTO
paioHa.

49. IlpaBuma  THOArOTOBKM W OQOpPMIIEHHS  OpraHU3alMOHHO-
pacmopsiAUTEIbHBIX JOKYMEHTOB COOTBETCTBYIOT OOIIMM MpaBHJIaM IMOJATOTOBKU
IIPABOBBIX AKTOB.

HammvenoBanne Buna aokymenta (Ilomoxenuwe, IlpaBuia, WHcTpykius,
PernameHT) mewaTtaeTcs C 3arylaBHOW OYKBBI CTPOYHBIMU OyKBaMH U
BBIPABHUBAETCA 110 LIEHTPY, BbIAEIAETCSA KUPHBIM LIPUPTOM.

B 3aroJIoBKe OpraHU3aIMOHHO-PACTIOPSI AU TESITBHBIX JIOKyMEHTOB
o0o3HavaeTcss OOBEKT WJIM KPYT BOIMPOCOB, HA KOTOPBIE PACHPOCTPAHSIOTCS HX
TpeOOBaHMUS.

3arojloBOK K TEKCTY MOJIOKEHUs (MpaBUil, WHCTPYKLMH), KaK IPaBHUIIO,
orBeyaer Ha Bompoc «O dyem?», Hanpumep, «MHCTpykuuss o BbLiade
JIOBEPEHHOCTEM...». 3aroJOBOK HMHCTPYKIHH MOXET OTBeuaTh Ha Bompoc «llo
yemy?», Hanpumep, « MHCTpyKIHs 10 1E€IONPOU3BOJCTBY...». 3aroJIOBOK K TEKCTY
perilaMeHTa oTBedaeT Ha Bompoc «Yero?». 3arosoBOK K JOJDKHOCTHOM
MHCTPYKIIMM oOTBeuaer Ha Bompoc  «Koro?», wHanpumep  «JloimkHOCTHasA
WHCTPYKIMS HadaJlbHUKA YIIPABICHUS.

KoHcratupyromieil 4acTpio MonoxeHus (MpaBuil, UHCTPYKIIMH, PErJIaMEHTa)
CIyX UT pazzen «OOmue MNoJIoKEHUs», B KOTOPOM YKa3bIBalOTCA OCHOBAHMUS
pa3pabOTKH, OCHOBHOE HAa3HAUEHHUE JIOKyYMEHTa, cdepa €ro pacrnpocTpaHEHUs,
OTBETCTBEHHOCTh 3a HAPYLIEHWE YCTAHOBJEHHBIX MPABUJ M NPOLEAYP U APyTrUe
HOPMATHUBHbIE TPEOOBAHMUS.

Texcr mnonoxkeHus: (MpaBuUj, MHCTPYKIMM, PErjaMeHTa) Hu3Jaraercs oOT
TPETHETO JIMLA €IMHCTBEHHOIO WJIM MHOKECTBEHHOro uucia («IIpoekt BHocuTCA
Ha paccMOTpeHue...», «CrnpaBka JOJDKHA COAEpPXKaTh CBEACHHUS...»). B Tekcre
UCIIOJIB3YIOTCSL CJIOBA: <(JIOJDKEH», «CIEAYET», «HEOOXOAUMOY», «3alpeLiaeTcs,
«HE JIOIyCKAaeTCsa» U T.II.

OCHOBHOW TEKCT MOJOXKEHUs (TpaBuil, HHCTPYKIUHU, PETIaMEHTAa) MOMKET
JETUTHCS Ha pa3febl, IyHKTBI U MOAIMYHKTHI. Pa3aensl NOJKHBI MMETh HAa3BaHUS.

[Tpu HaIMUMK TPUIIOKEHUH B TEKCTE HA HUX 0053aTeNIbHO JENIaeTCs CChUIKA.

[Ipn HEoOXOAMMOCTH ISl MOJHOTHI U3JIOKEHUS BOMPOCA B IMOJOKEHUSX,
MpaBWJIAX, HWHCTPYKLUMAX, PpErJaMEeHTaX MOryT IIOMEIIATbCS  OTHEJIbHBIC
IIOJIOKEHHUSI 3aKOHOAATENbHBIX akToB Poccuiickon denepanuu, pyu 3TOM B TEKCTE
B 00513aT€ILHOM MOPSAIKE JOJIKHBI ObITH OPOPMIIEHBI CCHUIKM Ha 3TH aKTHhI.

50. CymecTBylOT ompeneieHHbIe TpeOOBaHUS K COACpP)KATEIHLHOW YacTh
MOJIOKEHUS (MPaBUJI, UHCTPYKLIMH, PEIVIAMEHTA) U CTPYKTYPE TEKCTA.
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Hanpumep, OCHOBHBIMH TpeOOBaHHSIMH K COJEPKAHUIO JOKHOCTHBIX
UHCTPYKIUN  SABIAIOTCS MaKCUMalIbHO KOHKPETU3UPOBAHHBIE JOJHKHOCTHBIC
00513aHHOCTH, TIpaBa U OTBETCTBEHHOCTb.

B 1OWKHOCTHOM  HWHCTPYKIHMHU  OINPENETSIOTCS  KBaTH(PUKAIMOHHBIC
TpeOOBaHUs, MPEABABIAEMbIE K MYyHULUNAIBHBIM CIy’KallUuM, OOS3aHHOCTH,
paBa, OTBETCTBEHHOCTh MYHUIMIAIBHOIO  CIy)Kalmlero (B TOM 4YHUCIE 3a
COIVIACOBAaHUE  JOKYMEHTOB),  OpraHuzaguss  paboTbl  IpU  NPUHATHH
YOPaBIEHUYECKUX M WHBIX PEIICHUM, MOPSIOK CIIy)KeOHOro B3aUMOJIECHCTBUS,
niepeueHb MYHUIUITATBHBIX (TOCYAapCTBEHHBIX) YCIIYT, OKa3bIBAEMbIX IPaKIaHAM
U OpPraHu3alysM B COOTBETCTBUU C aIMUHUCTPATUBHBIM PErIAMEHTOM, a TaKKe
nokazarenu dJ(PQPEKTUBHOCTH M PE3yJIbTATUBHOCTU €ro MpOQeCcCHOHATHHON
CITyKEOHOU NIEeATETLHOCTH.

[TonokeHne UMeeT YCTaHOBICHHYIO YHU(PHUIIMPOBAHHYIO CTPYKTYpPY TEKCTa:
oOlMe TMOJOXKEHMs, Uead M 3aJadd, (QYHKUUMU, 0OpaBa U OOSI3aHHOCTH,
PYKOBOJCTBO, B3AUMOOTHOIIICHHU S, OTBETCTBEHHOCTbH, OpPTraHU3aI1s paOOTHI.

[Togpaznen IV
[IpaBuna opopmMieHus: TPOTOKOJIOB 3aCeAaHMM, COBEIIAHNN, KOMUCCUN

51. TlpoTokon — MOKYMEHT, B KOTOPOM (UKCHUPYETCS XOJA OOCYXKICHUS
BOIIPOCA M TPUHATHUS PEIICHUM Ha 3aceNaHuax AJIMHHHCTpAIlUU, allapaTHBIX
COBEIIaHMM, COBEIIaHUH TJIaB a[IMUHUCTPAIIUN TOPOJICKUX U CEIBCKUX TTOCEIICHUM

52. IlpoTtokon meuyataercss 0Oe3 HCMOMB30BaHHS OjlaHKa MIpUPTOM TIMES
New Roman Ne 14.

[Ippu odopmieHNM MPOTOKOJA CIEAYyeT TNPHUICPKUBATHCA  TOPSIKA
pPacnoJIOKEHUS] PEKBU3UTOB, IPUBEIEHHOTO B MPWIIOKEHUU 15 .

Hata mpoTtokona oQopMIIIeTCs  CIOBECHO-IM(PPOBBIM  CIIOCOOOM U
nevyaTaeTcs 4yepe3 2 — 3 MEKCTPOYHBIX MHTEpBaIa oT pekBu3uTa «HammeHoBaHue
BHUJIa JOKyMeHTa». JlaTOW TpPOTOKOJNA SBISETCS Jara TPOBEICHUS 3aceIaHus
(coBemmanus).

[IpoTokoabl  HYMEpYyIOTCS  TOPSJAKOBBIMM  HOMEpPAMH B  Tpeiaesiax
KaJICHJAPHOTO T0/a OTACIBHO MO KaXJAOW TPYyIIe MPOTOKOIOB: MPOTOKOJIBI
3ace/laHnii  AJIMUHHMCTpallUM, IPOTOKOJBI COBEHIAHUM TIJ1aB aAMUHUCTPALIMiA,
komuccuii u Ap. [IpoTokon cocTaBiseTcss CHEUATIMCTOM OTPAaciIeBOr0 OpraHa
AJIMUHUCTpAIlMK, OTBETCTBEHHOTO 3a TIPOBEACHHE COBEHIaHUs (3acenaHusl.
Komuccuu u T.1.)

TexkcT mpoTOKOJIa COCTOUT U3 ABYX YACTEW: BBOJHOW U OCHOBHOM.

Bo BBOMHO#W wYacTW yKa3bIBAIOTCS WHUIMAIBI, (DAMHIIMKA TIpEacenaTess
(mpencenaTesbCTBYIONIETO), CEKpeTaps, MPUCYTCTBOBABIIINX HA 3aceIaHUU U, MIPU
HEOOXOJMMOCTH, JIMI, NpPUTJAIIEHHBIX Ha 3acenanue (cosemanue). Ecmnu
KOJMYECTBO TMPHUCYTCTBYIOIIMX TMPEBHIIACT 15 demoBek, B BBOAHOW 4YacTH
MPOTOKOJA JIETTAETCSl CChUIKA HA CIHCOK, SBIISIFOIIUICS HEOThEMIIEMOW YacThiO
MPOTOKOJIA, HATIPUMED:
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[TpucyrcrBoBasn: 25 yen. (CIMCOK MPUIIAraeTcs).

Ecnu B 3acegaHuu (COBELIaHMHM) IMPUHUMAIOT YYacTHE MPEACTaBUTEIH
pa3HBIX OpPraHOB BIACTH W OpraHW3alliid, YKa3bIBaeTCA MECTO paboThl H
JOJDKHOCTh ~ KKIOTO JuIa. MHOTOCTpOUYHbIE HAaWMEHOBAaHUS JOHKHOCTEH
MPUCYTCTBYIOIIUX TIEYATAIOTCS YePe3 OJJUH MEKCTPOUHBIA HHTEPBAI.

BBonHas 4acTh MpOTOKOJIA 3aKAaHUMBAETCS MOBECTKOM IHS, COJAEpIKalleil
NEepPEUYCHb PACCMAaTPUBAEMBIX BOINPOCOB, IMEPEUYUCICHHBIX B TMOPSAIKE HX
3HAYMMOCTH, C YKa3aHUEM JOKJIaUuKa MO KaXJI0MYy paccMaTpUBaeMOMY BOIIPOCY.
Bormpocsl noBectku aHs hopmynupyroTes ¢ npeaiorom "O" ("O0"), nedararoTcs
OT FPAHMIIBI JIEBOTO TOJISL U HYMEPYIOTCS apaOCKUMHK LIUPpPaMHU.

OcHOBHasgs YacTh MPOTOKOJIAa COCTOMT U3 pa3AesioB, COOTBETCTBYIOIIMX
MTyHKTaM MTOBECTKH JTHS.

B ocHOBHO# 4acTu MPOTOKOJIOB UCHIOJIB3YyeTCs (hopMa M3TIOKEHUS TEKCTa OT
TPETBETO JIMIla MHOXKECTBEHHOTO 4YHCia (CIOyIIaad, BBICTYIWIN, PEIIUIIH),
coJiep KaHue BBICTYIUICHUH M3J1araeTcs OT TPEThETO JINIAa STUHCTBEHHOTO YHCIIA.

OcHOBHAs YacTh MPOTOKOJIA TIeYaTaeTCs Yepe3 | MEeKCTPpOUHBIA MHTEPBAT U
BKJIFOYAET BOMPOCHI, pacCMaTpUBaEeMbIe Ha 3acelaHuU (COBEIIAHWM), U TIPUHSTHIC
110 HUM pelICHHUS.

OcHOBHasi 4acTh IMPOTOKOJA COCTOMT U3 pa3/iesioB, COOTBETCTBYIOIIMX
MyHKTaM MOBECTKH JIHA. TEKCT KaXKJI0ro pa3jiesa CTPOUTCS MO CXEMeE:

CJIYIIAJINA:

BBICTYIINJIA:

[TOCTAHOBWIJIA: (unu PELLIJIN:).

OcHOBHOE CO/IepKaHWE OKIAJ0B W BBICTYIUICHHH BKJIIOYACTCS B TEKCT
MIPOTOKOJIA WM TIPHIIATaeTCs K HEMY B BHJIC OTACIBHBIX MaTEPUAJIOB; B TTOCIICTHEM
ClIydya€ B TEKCTE€ MPOTOKOJA JenaeTca OTMeTKa '"TeKCT BBICTYIUICHUS
npunaraercs”. IlocTtaHoBineHue (pelieHHe) B TEKCT TMPOTOKOJA BHOCUTCSA
TIOJTHOCTBI0O B TOW (hOPMYJIMPOBKE, KOTOpas ObLIa MPUHATA HAa 3aCEIaHHH; MPHU
HEOOXOJMMOCTH TMPHUBOISTCS UTOTH TrojiocoBaHus: "3a - .., TOpPOTUB - ...,
BO3JIEPKAIIOCH - ...

Kaxnpiii Bompoc Hymepyercs apaOckoii 1udpoit. Ero nHammeHoBaHue
HaunHaeTcss ¢ mpemtora  «O» («O06»). Hwuxe ykazpiBatorcs —(hamMuinu
JIOJDKHOCTHBIX JIUII, BRICTYUBIITUX HA 3aCeTaHUH (COBEIIAHUH) TIPU PACCMOTPEHUU
COOTBETCTBYIOIIIETO BOMpPOCA. 3aTeM yKa3bIBA€TCS MPHUHSITOE MO 3TOMY BOIPOCY
pelieHue.

Copnepxanue 0co0OOr0 MHEHHUS 3alMChIBA€TCS B MPOTOKOJE IOCIHE
COOTBETCTBYIOIIETO MPOTOKOJIBLHOTO PEIICHHMS.

[IpoToKO TOAMKMCHIBACTCS  MPEACENATEILCTBYIONIMM W CEKpeTapeM
3ace/laHus, €CJIM MHOE HE YCTAaHOBJICHO JIOKAJIBHBIM HOPMATHBHBIM aKTOM.

[Toanuce otaensercs OoT TeKcTa 3 — 4 MEXKCTPOUHBIMHU HUHTEPBAIAMHU H
BKJIFOYaCT HAWMEHOBAaHWE JIOJDKHOCTH  IPEeACeAaTeIbCTBYIOIIETO, JIMYHYIO
NOJANMKCH U pacIMPOBKY NOANUCH (MHUIUAIBI U (haMUITns).

HanMeHoBaHMe MODKHOCTH TI€YaTaeTCs OT JIEBOM TPaHUIBI TEKCTOBOTO
noJist uepe3 | MeXCTPOUHBIN MHTEPBAJL.
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PacmmudpoBka moamucu pacronaraeTcs Ha ypOBHE TMIOCIEIHEH CTPOKHU
HAaMMEHOBaHUS NOJDKHOCTH. [locmennsss OykBa B pacmm(ppOBKE OTPaHUYHBACTCS
MIPaBBIM TTOJIEM.

Ha mnpotokone 3acemanusi (COBEIIaHUsl) MPOCTaBIsieTCsl MoMeTKa «Jlyst
CIIyeOHOro moJib30BaHus». HeoOXoauMoCcTh HUCIOJIb30BaHUSI MOMETKH « [l
CIIyKEOHOTO M0JIb30BAHUS onpeensieTcs JOJIKHOCTHBIM JUIOM,
OCYUIECTBJISIONIUM MOATOTOBKY 3aceaHusl (COBEIaHuUs).

Konuu mnpoTokojoB (BBIMUCKKA K3 MPOTOKOJIOB) MPU HEOOXOJIUMOCTH
pacChUIalOTCSl 3aMHTEPECOBAHHBIM OpraHU3AlMsAM W JIOJDKHOCTHBIM JIMIIAM B
COOTBETCTBHUM CO CIHUCKOM pacchulku. CHHCOK COCTaBJIS€T W IOJIUCHIBACT
OTBETCTBEHHBIM 3a TMOATOTOBKY BOMpOCa HCHOJHUTENh. CIHCOK PaCcCHUIKU
COTJIACOBBIBACTCS C MPECEAATECILCTBYIOIIUM HA 3aCeTaHUH (COBEIIAaHUH ).

53. [lommmHHMKK TOKyMEHTOB 3acelaHuii (COBEIIaHWW) 10 CAadd Ha
apXMBHOE XpaHCHHWE B AapXWBHBIA OTACH QJAMHHHCTPAIIUA XPaHATCS B
MOJATOTOBHBIIINX WX OTPACIICBBIX OpraHaX AJIMHHHCTPAIIUU.

XpaHeHHE TMPOTOKOJIOB 3acelaHUd (COBEIAHWI) OCYIECTBISIETCS B
COOTBETCTBUH C HOMEHKJIATYPOU .

54. Pemenus 3acenanuii (coBemaHuii), OGOPMIISIOTCS HOPMATHUBHBIMHU
MPaBOBBIMH aKTaMU AJMUHUCTpAIUH, TOpyUYeHHEM riaBbl KanuHuHCKOTO paiioHa.

[lepeunn mopydeHuit mnevararoTcsi Ha Oymare ¢opmara A4 06e3
UCTOJIb30BaHus Onanka mpudTom Times New Roman Ne 14.

Oo6pazern opopmiIeHUs IEpeuHs MOPYYCHHUI NMPUBEIEH B MpuiiokeHuu 13.

[Togpaznen V
[IpaBuna opopMieHHs CIIyKEOHBIX MHCEM

55. CnyxeOHble nrucbmMa B AJMUHUCTPALIMU TOTOBSITCS:

a) KaKk OTBETHl O BBINOJHEHUM MOpy4YeHHI riaBbl KainHMHCKOrO paiioHa,
NEPBOTO  3aMECTUTENs  TJaBbl  AJMUHUCTpPAllMM, 3aMECTHTENEH  TJIaBbl
AJIMUHHCTpaINH,

0) Kak UCIOJIHEHUE MOPYUYCHU II1aBbl paiioHa, IEPBOTO 3aMECTUTES TJIaBbl
Kanununckoro  AQMUHHCTpalMM, 3aMecTUTeNed ri1aBbl  AJMHUHUCTpAIUH,
pyKoBOIUTENEH OTpacieBbiX ((PYHKIIMOHAIBHBIX) OpPraHOB AJMHHHUCTPAllUA B
CBSI3M C OOpaIllEHUSIMH TPaKIaH;

B) KaK COINpPOBOAMUTEIbHBIE MUChbMa K MPOEKTaM HOPMATHUBHBIX MPaBOBBIX
aKTOB AJIMHUHHUCTpalUU, MPoeKkToB pemeHuit CoOpanus nemnyratoB KanuHuHCKOTO
MyHHUIMTNIATBHOTO paiioHa TBepckoit o0nacTy;

I') KaK OTBETHI Ha 3alIPOCHI FOPUINYECKUX U (PU3NISCKUX JIHII;

1) KaK MTHUIIMATHBHBIC MMHCHMA.

He momyckaetcs yCTaHOBJICHHE B MMChMaX MPaBOBBIX HOPM.

56. CnyxeOHble MHUChbMa MOJIMUCHIBAIOTCS TJIaBoW KalMHMHCKOTO paiioHa,
3aMECTUTENISIMU TJIaBbl AJIMMHHUCTpPAllMM B COOTBETCTBUU C pacIpeeleHHEeM
00513aHHOCTEH.
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57. CpoKkM MOArOTOBKH OTBETHBIX MHCEM YCTAaHABIIMBAKOTCS PE30JIIOLMEN
JOJKHOCTHBIX JIMI] HA OCHOBAHWU HMMEIOIIUXCSI CPOKOB HCIIOJIHEHUS MOPYUYCHHIA,
3aMpOCOB WJIX IO PELIEHUIO aBTOPA PE3OJIFOLINH.

TexcThl OTBETHBIX MHCEM JOJDKHBI TOYHO COOTBETCTBOBATH 3aJaHUSIM,
3a()MKCUPOBAHHBIM B PE30JIOLUUU TIaBbl KaluMHUHCKOTO paiioHa, 3amMecTUTeNen
J1IaBbl AJIMUHUCTpAIUH.

Cpoky TOJITOTOBKM WHUIIMATHBHBIX MHCEM OMPEACSIOTCS  TJaBOM
KanunuuHckoro paiioHa, 3aMeCTUTEISIMU TJ1aBbl AJIMUHUCTPAIUH.

58. CnyxeOHble TmHCbMa, TMOATOTOBICHHBIE 3a TMOMANMHUCHIO  TJIABBI
KanuHuHckoro paiioHa, mojjexar 00s3aTelIbHOMY COTJIACOBAHUIO C:

a) MEePBbIM 3aMECTHUTENIEM TJIaBbl AJIMUHHUCTPAINH, 3aMECTUTEIISIMU TJIaBbI
AJMUHHUCTpAIUH 10 BOIIPOCAM B COOTBETCTBUU C PacIpe/ie]ICHUEM 00s13aHHOCTEH.

0) (uHAHCOBBIM yIpaBlIEHHEM MO BOMPOCAM, BXOJAIIUM B KOMIIETEHIIUIO
(MHAaHCOBOTO yNPAaBIICHNUS;

59. CnyxeOHble TIMChMa II€UATAIOTCS C HKCIOJB30BAaHWEM OJIAHKOB
dbopmata A4 (npunoxenus 16-18).

[Ipu odopmiennn mnuckMa Ha JBYX W 0Oojee CTpaHUIAX BTOpas u
NOCIEAYIOIUE CTPaHUIIBl HYMEPYIOTCS IO IEHTPY BEpXHEro IoJid JIUCTa
apaOckumu U pamu.

B onHOM muceMe He NOJDKHO ObITh OoJiee YEeThIpEX ajpecaTroB, NMPU 3TOM
OCHOBHOM aJpecaT yKa3blBaeTCs IMEPBBbIM, OCTAJIBHBIM aJpecaraM IHCbMO
HAIPAaBIISIETCS AJIs1 CBEACHMUSL.

[Tpy HEOOXOIMMOCTH HaIpaBUTh MUCbMO OOJBIIEMY KOJIWYECTBY aJpECaToB,
TOTOBUTCS CIIMCOK PACCHUIKH, U TUChMa PACCHIIAIOTCS IO CITUCKY.

60. IIpm odopmiieHHHM T™HCEM HCIONB3YIOTCS CIEAyromue (GOpMBbI
U3TI0’KEHUS TEKCTA!

a) OT TMEPBOIo JIMIla MHOXKECTBEHHOI'0 YHUCia («CUMUTAEeM IIeJIeCO00pa3HbIM
BKIIIOUHUTH B TJIaH», «HATPABIISiEM Ha Ballle paCCMOTPEHUEY),

0) OT TpeThero Juila €AMHCTBEHHOTO Yucia («AIMUHUCTPALMS. ... CUUTACT
BO3MOXXHBIM», «yIpaBlieHHE O0O0pa3oBaHUs HE BO3pPAXKACT», «KOMHTET....
paccMoTpedn...»).

Ecnu nuceMo oopmiieHo Ha Gi1aHKe TOJDKHOCTHOTO JIMLA, TO TEKCT MHUChMa
U3JIaraeTcs OT MePBOro JHIA €AUHCTBEHHOIO YHCIIA: IIPOILY...», «HAMPABJIIO...».

[Ipu cocraBieHUMM [€JOBBIX MHCEM HCHOJB3YETCS  BCTYHHUTEIbHOE
oOpallleHHe U 3aKIIoUnTeIbHas 3TUKeTHas (pa3a «C yBaKEHUEM,.. ..

61. TexcT nucbMa, KaK MPaBUIIO, COCTOUT U3 JIBYX YacTeil. B mepBoii yacTtu
u3JaraeTcs TMpPUYNHA, OCHOBAaHWE WM OOOCHOBAaHHME COCTaBICHHUS THCHMA,
NPUBOJATCS CCBHUIKM Ha JOKYMEHTBHI, SIBJISIONIMECS OCHOBAaHHEM IOATOTOBKH
nuchMa, BO BTOPOM 4YacTH, HauMHAIOMIEHCs ¢ ab3ama, W3mararoTcs BBIBOJIBI,
MPEJI0AKEHHSI, TPOCHOBI, PEIICHUS U T.]I.

[Ipr ccpuike B TEKCTe Ha KaKOW-HUOYIh JOKYMEHT YKa3bIBAIOTCA €ro
JaHHBIE B CJEMYIOIICH MOCIeI0BaTeIbHOCTH: Ha3BaHHE BUIAa JOKYMEHTA, JaTa,
HOMEp JIOKyMEHTa, HAUMEHOBAaHHUE.

Hanpumep:



48

«B coorBerctBuM ¢ mocrtaHoBiueHueM lIpasurensctBa Poccuiickon
®enepanuu ot 14.02.2019 Ne 71 «OO6 yTBEpKICHUH ...... ».

B nuceMmax, SBISIOIIMXCA OTBETAMHM Ha 3alpOChl, YKa3bIBAIOTCS HOMEP U
JlaTa JIOKYMEHTa, Ha KOTOPBIi 1aeTcs OTBET.

62. Jlata nucbMa — faTta NPUHITHS pPElICHUs, 3a()UKCUPOBAHHOIO B TEKCTE.
JlaToii mucbMa SBISAETCS AaTa ero MOAIUCaHUS.

[TpaBo mnoamucu cioykeOHBIX NHCEM Ha OJIaHKax aJAMMHUCTpALMM C
UCIoJp30BaHuEeM repba  KamuHuHCKOro  pailloHa  NPUHAJJIEKUAT  TJIaBe
KanuHuHCKOrO paiioHa, MEpBOMY 3aMECTUTENIO TJIaBbl AJMHHHUCTPALUU,
3aMECTUTEIISAM IV1aBbl A IMUHHUCTPALIUH.

63. OtmpasisiemMble MHUCbMa JODKHBI UMETh OTMETKY 00 MCIIOJNHUTENE C
yKazaHueM (paMHuIIuM, MMEHHM, OTYECTBAa WCIIOJHUTENS M HOMepa TenedoHa.
OtmeTka 00 ucnomHUTeNe OGOPMISIETCS B COOTBETCTBHUH C TMOIIIYHKTOM «IID)
nyHKTa 25 Hacrosed MHCTpyKIuu.

64. JloxymeHTBl, OQOpPMIICHHBIE C HapyIICHHWEM TpPeOOBaHHMI HACTOSIICH
WHCTpyKIIMU, W KOPPECHOHJEHIUS HECIyKEOHOro XapakTepa K OTIpaBKE HE
NPUHUMAIOTCS, HE PETUCTPUPYIOTCS U BO3BPAIIAIOTCS UCITOJIHUTEIISIM.

[Tonpaznen VI
[IpaBuna oopmieHus CIIPABOK, TOKIATHBIX, CIIYKEOHBIX, MOSICHUTEIBHBIX
3aMKUCOK U JIPYTUX UHPOPMAIIMOHHO-CIIPABOYHBIX JOKYMEHTOB

65. CrpaBku, AOKIaIHBIE, CIIyKeOHBIE, MOSCHUTENIHBIC 3aIUCKU U APyTHe
MH(OPMAIIMOHHO-CIIPABOYHbIE JIOKYMEHTBI O0(OpMIIIOTCS 0€3 MpUMEHEHUs
OJJaHKOB AJMUHUCTpauuu (11 BHYTPEHHUX JOKYMEHTOB) Ha CTaHIAPTHBIX
muctax (opmara A4. OtpacneBble ((YyHKIIMOHAIBHBIE) OpraHbl MOTYT
UCIIOJB30BaTh OJlaHK oTpacieBoro (¢yHkiumoHansHOro) oprana (IIpunoxenue
18.1). Ilpu moAroToBKe JOKYMEHTOB CJCAYyeT COONIONATH CACAYIOUIUI TMOPSIOK
oopMIICHUSI PEKBU3UTOB.

66. B xauecTBe ajpecaToB MOTYT BBICTYIATh TiaBa KanumHUHCKOTO paiioHa,
NEPBBI  3aMECTUTENb  TJIABBl  AJMUHUCTpAlM¥,  3aMECTUTEIM  TJIABbI
aIMUHUCTPALlMM, B HEKOTOPBIX Cily4yasix — Jpyrde JOJDKHOCTHBIE JMLA
Anmunuctpanuu. s OTAENbHBIX  BUAOB  MHGOPMAIMOHHO-CIPABOYHBIX
JOKYMEHTOB (Hampumep, MOSICHUTENIbHAs 3alliCKa K IIOCTAHOBJIEHHUIO) JTOT
PEKBU3UT MOXKET OTCYyTCTBOBaTh. Kak mpaBumiio, B 3TOM cilydae MPUKIAIbIBACTCA
COMPOBOAUTENILHOE TUCHEMO aJIpecary.

67. HaumeHoBaHue BHaa TOKyMeHTa (TOSICHUTENIbHAs 3allMcKa, CIpPaBKa,
uH(popmamusl) medaraercss CTPOYHBIMU OykBaMM, Ha pacctosHud 30 MM OT
BEPXHET0 cpe3a JUCTa U BhIPABHUBAETCS MO LEHTPY, TOUKA B KOHIIE 3ar0JIOBKa HE
CTaBUTCA.

Hanpumep:
CnpaBka
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0 paboTe apXUBHOTO OT/AEJIA AIMUHUCTPALIUU
KanuHuHCcKOro MyHUIIUNaIbHOTO paiiona TBepckoi oonacTu
3a [ mommyroaue 2022 rona

B nmnosichurensHOM 3amucke Kk pemeHuto  CoOpaHusi  JAeMyTaToB,
HOPMATHUBHOMY T[PAaBOBOMY aKTy WJIM pacCHOPSAUTEILHOMY  JOKYMEHTY
HE00XOIMMO yKa3bIBaTh IMOJTHOE HAUMEHOBAHHE JIOKYMEHTA.

Hampumep:
[TosicHuTenbHAA 3aMKCKa
K IMPOEKTY MOCTAHOBJIEHUS aIMUHUCTPALIH
KannHuHCKOro MyHUIIMNAIBHOTO paiioHa TBepckoi obsacTu
«O BHECEHUU U3MEHEHMI U TOMOJHEHUH B TOCTAHOBJIICHUE aIMUHUCTPALIUU
Kanuannckoro mynununansHoro paiiona Teepckoii oomactu ot 00.00.00 Ne 000
«O0 yTBEpKJI€HUU IPAHUIL] HACEJICHHBIX TYHKTOB)»

68. Tekct oTnmensieTcst OT 3aroioBka 3 — 4 MEXCTPOYHBIMU MHTEpBAJIaMH U
nevataercs mpudTom Times New Roman Ne 14 yepe3 1 MeXCTpOUHBIH HHTEPBAIL.

IlepBast crtpoka a03ama mnewyaTtaerca Ha paccrosHuUM 1,25 cM oT jeBoi
I'PaHULbl TEKCTOBOTO IMOJIS.

69. Iloanuck oTaenseTcs OT TeKcTa 2 — 4 MEKCTPOUYHBIMU MHTEPBaJIaMH.

CrpaBka (3amucka, ©HGopManuss U T.[.) HOJIUCBHIBAECTCA PYKOBOJIUTEIEM
NoJIpa3fesieHusl WIM COTPYAHHUKOM, IOJTOTOBUBIIMM JIOKYMEHT, C YyKa3aHUEM
JOJKHOCTH, WHUIMATOB U ¢amwmu. Eciam moxamuceln HECKOIbKO, TO OHHU
pacmoiaraloTcs B TOCJIEIOBAaTEILHOCTH, COOTBETCTBYIOIICH  3aHUMaeMOu
JOJKHOCTH (KaK MpaBuilo, OJIHA MO IPYToil).

PexBusut «llognmuce» odopmisercs B COOTBETCTBUU C MOAMYHKTOM «(h»
nyHKTa 25 Hacrosied MHCTpyKIuu.

78. Busbl pa3MemniaroTcsl Ha JIMIIEBONH CTOPOHE MOCJEIHEro JUCTa KaXKI0Tro
NPUJIOKEHUsSI K CIpaBKe, MOSICHUTEIHHOW 3allMCKe W JIPYTUM HH(OPMAIMOHHO-
CIPaBOYHBIM  JOKyMeHTaM. [IpuinokeHuss  BU3BHPYIOTCS  PYKOBOAMTEIEM
OTpaciieBOro oOpraHa AJIMUHUCTpAMM M HCIOJIHUTEIEM, MOATOTOBUBIIUM
CIPaBKY.

[Toapaznen VII
Oco0OeHHocTr 0pOopMIIEHUS, TPOXOKIEHUS U PETUCTPALIMU JOTOBOPOB,
COTJIALLICHUN

71. Tlopsmok TOATOTOBKM IPOEKTOB JIOTOBOPOB M COTJIAIICHUM,
NpEeACTaBIIEMbIX IS Tojnucanus riaBe KanumHuHCKOro paiioHa Jau0o
YIIOJTHOMOUYEHHOMY Ha mojanucaHue juiy (maisee — J[oroBopsel), X perucTpaluy,
BHECEHMS M3MEHEHMH M JOMOJHEHUM K HHUM OIPEIeNsIeTCs HOPMaTUBHBIMU
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npaBoBbIMM akTamu Poccuiickoit ®enepauuu, AJIMUHHCTpALUU, a TaKKe
Hactosinen MHCTpyKImen.

72. Ilpoextsl JlOoroBOpoB MOTYT OBITH MOATOTOBIEHBI COTPYIHUKAMU
oTpaciieBbIX ((PyHKIMOHAIBHBIX) OPraHOB AJAMHHHCTPAIMH WIA JAPYTUX OPTaHOB
BO B3aMMOJICUCTBUH C JOJDKHOCTHBIMU JIMIIAMU CTOPOH - Y4aCTHUKOB JloroBopa.

73. Bce pazHornacusi, BO3HUKAIOIIKME B MpoIiecce MOAr0TOBKH JIoroBOpoB Kk
MOJANMKUCAHUIO, PA3PEIIAIOTCS B COOTBETCTBUH C 3aKOHOIaTEILCTBOM.

74. TloarotoBka J[loroBopa K MOAMUCAHUIO, MPOBEpKA pEMyTallUd MU
(GbUHaHCOBON HA/EKHOCTH KOHTpareHTa JloroBopa, moiyuyeHue HEOOXOJIMMBIX
COrJIaCOBaHUM  MPOM3BOJATCA  OTpacieBbIM  ((PYHKIIMOHAILHBIM)  OpPTaHOM
AJIMUHHCTpaLUy, OCYIIECTBIISIOIUM OATOTOBKY /[oroBopa K MOAMMCaHUIO.

CornacoBanue J[loroBopa (mpoekrta [loroBopa) mpou3BOIUTCS CO BCEMU
PYKOBOAMUTENSAMU OTpacieBbiX ((QDYHKIMOHAIBHBIX) OPraHOB AJMHHHUCTpALMHA U
3aMECTUTENIIMU TJIaBbl aJAMHHHUCTpauud KanuHUHCKOro pailoHa, K BEICHHIO
KOTOPBIX MOXET ObIThb OTHECEH mnpeameT [loroBopa mim nonoxenus JloroBopa
3aTparuBaroT (MOTYT 3aTPOHYTh) KOMIIETEHLIUIO YKa3aHHBIX JIULI.

75. CopepxarenbHoe HamojgHeHue J[oroBopa AOHKHO OTBEYaTh MPEIMETY
Jlorosopa U COOTBETCTBOBATH TpeOOBaHUM, YCTaHOBJIEHHBIM
3aKOHOJIATEIbCTBOM.

76. Ilpoext J[loroBopa meuyaTaeTcsi B KOJUYECTBE, COOTBETCTBYIOIIEM
KOJIMYECTBY cTOpoH JloroBopa (ecium MHOE He mpenycMoTpeHo [loroBopom), Ha
CTaHJApTHBIX JUCTax Oymaru gopmara A4.

Bce crtpanunel [loroBopa, HauMHas cO BTOPOM, HyMEpyrTCs apaOCKUMU
nudpamMu, KOTOPbIE MPOCTABISAIOTCS 110 HEHTPY BEPXHETO MOJIS.

Ha nepBoii crpanunie /loroBopa B LIEHTPE TEKCTOBOTO MO CTPOYHBIMHU
OyKBaMU MOJY>KUPHBIM WIpUPTOM neyaTaeTcsi cioBo «JloroBop» («Cornamienue,
«KonTpakm).

B npeamOyne JloroBopa yKa3bIBalOTCS HAMMEHOBAaHUSA YYAaCTHHKOB
JloroBopa, a Takke WX MPEIACTABUTENCH, YMOJIHOMOYEHHBIX Ha 3aKIIOUYEHHUE
JloroBopa, ¢ ykazanuem (pamMHJIMd, UMEHH, OTYECTBA, 3aHUMAEMOMN JTOJDKHOCTH U
JNOKYMEHTA, OATBEPKIAAIOLIEr0 UX MOJHOMOYMS B noanucanuu Jloroeopa (ycras,
MIOJIOXKEHUE, IOBEPEHHOCTD U T.1.).

[Tonmucu cropoH JloroBopa, Kak IPaBHJIO, PAaCHOJIaralOTCs Ha OJIHOM
ypOBHE (110 TOPU30HTANIN) U 3aBEPSIIOTCS MeUaTIMU.

7'7. JloroBopsl (CornamieHus), MyHULUIAIbHbIE KOHTPAKTHI, 3aKJIF0YaeMble
NyTeM 3aKylNKd y €IWHCTBEHHOTO IOCTaBIIMKa (MOAPSAIUYMKA, HCIIOIHUTENS) B
cootBeTcTBUM ¢ DenepanbHbiM 3akoHOM 0T 05.04.2013 N 44-D3 «O KoHTpaKTHOU
cucteMe B cdepe 3aKymok TOBapoB, paldOT, yciayr sl OOecleueHUs
rOCYJapCTBEHHBIX M MYHULMIAIBHBIX HYXI», NOAJEKAT PErucTpaluu u
XpaHEHHUI0 B oTpaciieBoM ((yHKIIMOHAJIBHOM) OpraHe AJIMHHUCTpalluu, B
KOMIIETEHILIUIO KOTOPOr0 BXOJSAT BOIMPOCHI, PEryJMPyEeMble 3TUMH JOTOBOpaAMU
(cornaiieHusMH).

VYueTHass peructpauus J0TOBOPOB (COTJIAlICHUN) HamnpasJj€HA Ha
YCTaHOBJICHHE MOPSIKOBOTO HOMEpa JOrOBOpAa B PEECTPE JOrOBOPOB, KOTOPBIN
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BeJeTCsl  OTpacieBbiM  ((PyHKIMOHAJIBHBIM)  OpPraHoM  aJMUHUCTpALUU
COOTBETCTBEHHO, a TaKXe OINpeAeNeHUs] AaThl MPEJICTaBICHUS JIOTOBOpa Ha
XpaHEeHue.

Y4YeTHBII  pPEerucTpallMOHHBIA  HOMEp  JIOrOBOpa  pasMeIllaeTrcs B
MPOJI0JKEHUE CTPOKHU €O ciioBoM «JloroBop» («Cornamenuey», «KoHTpakT») uiu
CTPOKOM HUXE Ha3BaHUS JOTOBOpA.

JlaTa u MecTo MOJIMCAaHUS JI0rOBOpa JOKHBI ObITh yKa3aHbl B JIOTOBOPE
Ha MOMEHT MPEJICTABICHUS JOTOBOPA HA YUETHYIO PETHCTPALIUIO.

78. JlwoOble wu3MeHeHuss | jaomnoiaHeHus K JloroBopy odopmistoTcs
JOTIOJTHUTENIBHBIM ~ COTJIAIIEHUEM, PETUCTPUPYIOTCS U XpaHSATCS B TMOPSIKE,
IpeyCMOTPEHHOM st J[oroBOpoOB.

79. OtpacneBori  ((yHKIIMOHATBHBIH ) OpraH  aJMHUHUCTpaluu
OCYIIECTBISIET COOTBETCTBEHHO:

a) TeKyllee XpaHeHUEe MOATUHHUKOB JOTOBOPOB C JIMCTaMHU COTJIACOBAaHUS
U TIpUJIaraéMbIMH K HEMY IOKyMEHTaMU;

0) B4y KOIUI JOTOBOPOB MO MUCHbMEHHBIM 3aIIPOCaM;

B) (opMHpOBaHHE JOrOBOPOB B Ji€Ja IOCTOSIHHOTO XpaHEHHs, B
COOTBETCTBHH C YTBEPKIACHHON HOMEHKJIATYpOH e, nepeaady B yCTaHOBJIEHHOM
NOPSAJKE Ha XpaHEHUE B apXUBHBINA 0T/ AIMUHUCTPALIUU.

Paznen VI
[Topsnox opranuzanuu paboThl C OOpAIEHUSIMH TpakJaH, 00bEeIUHEHUN
IpaKJIaH, FOPUAUYECKHUX JIUL, TOCTYIUBIIUMHU B aJIMUHHUCTPALINIO
KannHuHCKOro MyHHIIMIIAJIBHOTO pailoHa TBepckoii 0bsactu

80. PaGora c oOpameHusMu TpaxaaH, OObEIUHEHHWA TpakJaH, B TOM YHCIIE
IOPUINYECKUX JIMII, MOCTYIHUBIIUMH B AJMHHUCTPAIUIO, PErJIaMEHTUPYETCS
TOPSIKOM, YTBEPKIAEMbIM PACIIOPSIKCHUEM A IMUHUCTPAIIHH.

Pasnen VII
OdopmiteHre apXUBHBIX CIIPABOK,
APXUBHBIX BBIMUCOK U apXUBHBIX KOTHIA

81. B nensx Hactosmue MHCTPYKITUU UCTIONB3YIOTCS CIICTYIONTUE TTOHITHS:

apXWBHas CIpaBKa - JOKYMEHT apXuBa, COCTABJICHHBIM Ha OJaHKE apxuBa,
UMEIONTUN IOPUINYECKYI0 CHIIYy U COJEepXalluid JOKYMEHTHYI0 HH(POPMAIUIO O
npeaMeTe 3amnpoca ¢ yKa3aHUEeM apXUBHBIX IMIU(PPOB U HOMEPOB JUCTOB €IUHUIL
XPaHEHUS TEX ApXUBHBIX JOKYMEHTOB, HA OCHOBAaHUM KOTOPBIX OHA COCTABJICHA;

apXuBHAasl KOMHUS - JOCJIOBHO BOCHPOMU3BOASAIIAS TEKCT apPXUBHOTO JIOKYMEHTA
KOIUSA, C yKa3aHUEM apXWBHOTO MUdpa U HOMEPOB JIMCTOB €AMHUIIBI XPAaHEHUS,
3aBEpEHHAsA B YCTAHOBJIEHHOM MOPSIIKE;

apXvBHAs BBIMTMCKA - JOKYMEHT apXuWBa, COCTABJICHHBIA Ha OJIaHKE apXuBa,
JIOCJIOBHO BOCITPOM3BOSAIINN 4aCTh TEKCTA apPXUBHOTO JOKYMEHTA, OTHOCSIIUNCA
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K ompeaeneHHOMY (akTy, COOBITHIO, JIMIly, C YKa3aHHEM apXMBHOro mudpa u
HOMEPOB JIMCTOB €IMHUIIBI XPAHCHHUS,

WH()OPMAITMOHHOE TMHMCHMO - MHChMO, COCTABICHHOE Ha OJIAHKE apXuBa IIO
3aIpocy MOJIb30BATENs WM IO HHUIIMATUBE apXHBa, COJCpIKaIlee HHPOPMAIHIO O
XPaHSIIKUXCS B apXUBE APXUBHBIX TJOKyMEHTaX IO OMpPEEICHHON MpolemMe, TEME;

82. ApxuBHas cnpaBka (nmpuiokenue 19) u apxuBHas BbIMKMCKA (TIPUIOKECHHE
20) cocraBisFOTCS ¢ O0O3HAYCHHEM Ha3BaHHS HMH(GOPMAIIMOHHOTO JOKYMEHTa
«ApXUBHas CIpaBKay, « ApXUBHAas BBIITUCKA.

83. Tekct B apxuBHOM cCHpaBKEe JaeTcsi B XPOHOJOTHYECKOM
MOCJIEIOBATEILHOCTH COOBITHI C yKa3aHHWEM BHUOB apXHUBHBIX JOKYMEHTOB U HMX
naT. B apXuBHOM CIipaBKe JTOMYCKAETCs IIMTHPOBAHNE apXUBHBIX IOKYMEHTOB.

HecoBmangenne oTHenbHBIX JAaHHBIX apXHBHBIX JOKYMEHTOB CO CBEICHUSIMH,
W3JIO)KCHHBIMA B 3alpoCe, HE SBISETCS NPEISITCTBUEM JJIs BKIIOYCHHUS WX B
aApXWBHYIO CTIPAaBKy IIPH YCIIOBUH, €CJTM COBIAJICHUE BCEX OCTATLHBIX CBEICHHUMA HE
BBI3BIBACT COMHCHHNM B TOXKJISCTBEHHOCTH JUIAa WU (DAKTOB, O KOTOPBIX
TOBOPUTCS B AapXUBHBIX JOKyMEHTaX. B apXuBHOW cHpaBKe O3TH JaHHBIC
BOCIIPOM3BOATCS TaK, KAaK OHHM W3J0KEHBI B apXWBHBIX JOKYMEHTaX, a
pPacXOXKJEHUsI, HECOBIAJICHUS M HETOYHbIE Ha3BaHUSA, OTCYTCTBUE WMEHH,
OTUYECTBA, WHUIMAJIOB, WM HAJIUYME OJIHOTO U3 HUX OrOBapHUBAIOTCA B TEKCTE
cripaBkU B ckoOKkax («Tak B jokyMeHTe», «Tak B TEKCTE OpUTHHAIAY).

CBenenust o pabore, y4yebe B HECKOJBKHUX OpraHu3alusaX, y4eOHBIX
3aBEJICHUSX BKJIIOYAIOTCA B OJ[HY apXHBHYIO CIIPABKY.

B npumedanusx mo TEKCTy apXMBHOM CIIPaBKH OTOBAPUBAIOTCSI HEPA30OPUUBO
HaITMCaHHBIE, UCTIPABICHHBIC aBTOPOM, HE MOIAIONTUECS IPOYTCHUIO BCICACTBUE
MOBPEXKIICHUS TeKcTa opurruHaia mecta («Tak B Tekcrte opuruHanay, «B Tekcre
HEPa300pPUNBO»).

B TekcTte apXwBHOW CIpaBKH HE JOIYCKAIOTCS W3MCHEHHWsS, WCITPaBJICHUS,
KOMMEHTapHH, COOCTBEHHBIC BBHIBOJBI WCITOJIHUTEIS 1O COACPKAHUIO apXHUBHBIX
JIOKyMEHTOB, HA OCHOBAaHUHW KOTOPBIX COCTaBJICHA apXWUBHAs CIIpaBKa.

B xoHIIe apXUBHOM CITpaBKH MPUBOAATCS apXUBHBIC MU(PHI 1 HOMEpa JIMCTOB
€ IMHMII XpaHEeHUS apXUBHBIX JIOKyMEHTOB, nevyaTHbIC W3JIaHus,
VCIIOJIB30BABIINECS I COCTaBJIEHUSI apXWBHOM CIIpaBKU. B TekcTe apXuBHOU
CIIPAaBKU JIOMYCKAETCsl TMPOCTABJICHHE ApPXUBHBIX IMHUQPPOB U HOMEPOB JHCTOB
CAVHMI] XPAHEHUs AapXHBHBIX JOKYMEHTOB Cpa3y TMOCIE H3JIOKEHUS KaKIO0TO
dakTa unu coObITHS.

B apxuBHO# cripaBke, 00beM KOTOPOM MPEBHIIIACT OJIUH JTUCT, JJUCTHI JTOJKHBI
OBITH MTPOIIUTHI, MPOHYMEPOBAHBI M CKPETICHBI IIEYaThI0 ApXUBHOTO OT/IEIa.

ApxuBHas crpaBKa, NMpeAHA3HAYCHHAS IS WCIIONIB30BAHUS HA TEPPUTOPHH
Poccuiickoit deaepariny, NOAMUCHIBACTCS 3aBEIYIOMIMM apXUBHBIM OTAEIOM (BO
BpEMsl €ro OTCYTCTBHS 3aMECTHTEIIEM 3aBCAYIONIECTO AapXHUBHBIM OTJEIOM),
WCITOJIHUTENIEM W 3aBepseTcs TepOOBOM IMedaTbio AJIMHHHCTpaudA. ApXHUBHAs
CIpaBKa, MpeIHA3HAYEHHAs /IS HalpaBJICHUS 3a pPyOeK, IMOIITUCHIBACTCS TIIABOM
AJIMUHHCTpAIIMU | 3aBepsieTCs repOoBOM MevaThio A IMUHUCTPAIIHH.
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[Ipn HEOOXOAUMOCTH K apXWBHOW CIPABKE MPHJIATAIOTCS KOMWU apXWUBHBIX
JIOKYMEHTOB WJIM BBIMUCKHU W3 HUX, MOJTBEPKIAIONINE CBEACHUS, U3JI0KCHHBIC B
apXWBHOM CIIPaBKE.

ApXUBHBIC CIIPAaBKH, HAMPABISIEMbIE B TOCYIapCTBa, MOAMNUCABIINE ["aarckyo
KOHBEHIIMIO 1961 T., B COOTBETCTBUM C KOTOpPOM He TpeOyeTcsi KOHCYJIbCKas
Jeranu3anus  OopUIUAIbHBIX JOKYMEHTOB, 3aBEpSIOTCS MPOCTABICHUEM U
3al0JIHEHUEM CHELHUAIbHOrO IITaMmna — «anocTwis». Ha apXxuBHBIX cropaBKax
MPOCTABIICTCS W 3aIOJHAETCA HaJIeKaluM o0pa3oM arocTHIb PYKOBOJICTBOM
YIOJIHOMOYEHHOTO B 00JacTH apXWBHOTO Jieja opraHa cyOwbekra Poccuiickoit
@enepanuu.  ANOCTWIbL HE  NOPOCTABISIETCS HA  apXUBHBIX  CIIPaBKax,
MpeJHAa3HAYCHHBIX JIJIs HAMpaBJICHUSI B TOCYJAapCTBa, C KOTOpbIMH Poccuiickas
depnepanus 3akiodmia J[oroBopsl 0 NpaBOBOM MOMOIIM U MPABOBBIX OTHOIIEHUAX
MO0 TPaXJAHCKUM, CEMEWHBIM W YTOJOBHBIM JejaM, a TaKke B TrocyJapcTBa-
yuactHuku CHI', mnoanucaBmme Cornamenue o npuHOunax u  Qpopmax
B3aMMOJICUCTBUSL B 00JIACTH MCIIOJIb30BAHUSI apXMBHOW WHMOpMaLMKM, WIA C
KOTOPBIMH UMEIOTCS IBYCTOPOHHHUE COTJIAIIEHUS O COTPYIHUYECTRE.

[Ipy OTCYTCTBUM B apXHBE apXUBHBIX JTOKYMEHTOB, HEOOXOIUMBIX JJIf
WCITOJIHEHUSI 3aIpoca, Ha OJIaHKE apXHBa COCTABIISIETCS OTBET, MOJATBEPKIAAIONTUI
HEMOJHOTY COCTaBa apXUBHBIX JIOKYMEHTOB 10 Teme 3ampoca. Ilpu
HEO0OXOMMOCTH OTBET MOKET OBITh 3aBEPEH TepOOBOM MEYATHIO.

B ciywae nOKyMEHTaJIBHO TMOATBEPXKICHHBIX (DAKTOB YTpaThl apXUBHBIX
JIOKYMEHTOB, COAEPKAIINX 3alpalUBAEMbIE CBEJCHHUS, apPXHUB BBIIAECT CIPABKY IO
JTAHHOMY BOIIPOCY, IPU HEOOXOJUMOCTH 3aBEPEHHYIO NIEYaThlO apXUBa.

84. B apxuBHOW BBITUCKE Ha3BaHUE apXHBHOTO JOKYMEHTA, €r0 HOMEp | JaTa
BOCIIPOU3BOJISITCS TIOJIHOCTHIO. VI3BIICUEHUSMU U3 TEKCTOB ApXMBHBIX JOKYMEHTOB
JIOJKHBI OBITH MCUEPIIaHbl BCE UMEIOIIMECS TaHHbIC 10 3ampocy. Hauano u xoHel
KXJIOr0 U3BJICUYCHUS, a TakXKe MPOMYCKH B TEKCTE apXUBHOIO JOKYMEHTa
OTJIEJBHBIX CJIOB 0003HAYAIOTCS MHOTOTOUYHUEM.

B npumedanHusx K TEKCTy apXMBHOM BBIMTUCKHU JEIAIOTCSI COOTBETCTBYIOIIME
OTOBOPKM O 4YacTIX TEKCTa OpurMHaiza, Hepa3OOpYMBO  HANMCAHHBIX,
MCIIPABJICHHBIX aBTOPOM, HE MOJJAIOIMINXCSA MPOYTEHUIO BCIEACTBHE TOBPEXKACHUS
Tekcta W T.A4. OTOenbHble CJIOBa M BBIPAXKEHUS OPHUTMHANIA, BbI3BIBAIOIINE
COMHEHHUSI B UX TOYHOCTH, OTOBApUBAIOTCS CIOBaMH «Tak B TEKCTE OpUTHHANIAY,
«Tak B noxymente». [locine TekcTta apXUBHOW BBINMCKU YKa3bIBAKOTCS apXUBHBIN
mudp ¥ HOMEpa JIMCTOB €IUHUIIBI XPAaHEHUS! apXHUBHOTO JOKYMEHTA.

AYTEHTUYHOCTb BBIIAHHBIX IO 3apOCaM apXHUBHBIX BBIITUCOK YJIOCTOBEPSETCS
MOANKUCHIO 3aBEYIONIET0 apPXUBHBIM OTACJIOM (TIPU €r0 OTCYTCTBUM 3aMECTUTEIEM
3aBEYIOLIET0 ApPXUBHBIM OTJEJIIOM), HWCHOJHUTENIS U TepOOBOM TMeYaThio
aMUHUCTPALINH.

85. Ha o0opoTe Kakaoro JucTa apXWBHOW KOMHUHM MPOCTABIIAIOTCS apXHBHBIE
mudpbl 1 HOMEpa JIMCTOB €WHUIl XpPaHEHUSI apXHWBHOTO JIOKyMeHTa. Bce nucThl
apXUBHOM KOIMHUM CKPEIUISIOTCS W HAa MECTE CKPEIUICHHS 3aBEpsIOTCS TeYaThio
apXvBa U TMOJIHUCHIO 3aBEAYIOIIEr0 APXUBHBIM OTHAEIOM (IIPU €ro OTCYTCTBUU
3aMECTUTENIEM  3aBEAYIOUIErO0  apXWBHBIM  OTAEIOM). ApXHBHas  KOIHS,
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MpeIHa3HAYCHHAs JJIsl HalpaBJIeHUsS 3a pyOexk, 3aBepsieTcsi repOoBOM MeYaThio U
noANnuchIo [ '1aBpl KAIMHUHCKOTO aAMUHUCTPALINH.

86. ApxuwBHas CrpaBKa, apXWBHAs BBIHACKA, apXWBHAs KOIMHWS M OTBETHI HA
3aIPOCHI BBICBUIAKOTCS IO MOYTE MPOCTHIMU TUChbMAaMM.

ApxuBHas CIIpaBKa, apXUBHAs BBINIMCKA U ApXUBHAS KOIMMUS, TPEAHA3HAUCHHBIC
JUIsL HampaBleHusi B rocygapctBa-yyacTHuku CHI, Bxirowas oTBeThl 00
OTCYTCTBUU 3aIIPAIlIMBAEMBIX CBEJCHUH, BBICBUIAKOTCS apXUBOM HEMOCPEICTBEHHO
B aJipeca 3asiBUTEIICH.

ApxuBHas CIIpaBKa, apXUBHAs BHINIMCKA U ApXUBHAsl KOMUS, PEIHA3HAYEHHBIE
JUIS. HalpaBJIEHUs B TOCYyJapcTBa, HE ABistomuecs yyactHukamu CHI', Bkirouas
OTBETHI 00 OTCYTCTBHH 3amlpalliBaeMbIX CBEACHHUH, O0(QOPMIIIOTCS M BMECTE C
3anpocaMu (aHKETamu, JIMYHBIMU 3asBICHUSMH U T.II.) HAMPABISIIOTCS apXUBOM B
COOTBETCTBYIOIMI  (elepaibHBIA  OpraH  HCIOJHUTEIBHOW  BIAaCTH B
YCTAaHOBJIEHHOM TOPSIIKE.

ApXuBHas cnpaBKa, apXUBHAs BBINKCKA U ApXWBHAs KOMUS B CIIy4ae JIMYHOTO
oOpallieHusl rpakJaHuHA WM €Tr0 JIOBEPEHHOTO JIMIIA B apXUB BBIJAIOTCS €My IO
pacucKy TIpA TPEABABICHUM I[ACHOpTa WJIM HWHOTO  YJIOCTOBEPSIOUIETO
JOKYMEHTA; JIOBEPEHHOMY JIMLy - TIPU [PEABSIBICHUU JOBEPECHHOCTH,
oQOopMJICHHOW B YCTaHOBJIEHHOM Topsiake. [lomyyaTenb apXWBHOW CHpPaBKUA H
apXMBHOM BBINIMCKU pacnuckiBaeTcs B JKypHanax perucTpauui.

Paznen VIII
Opranu3zaiusi JOKyMEHTO000pOTa U UCTIOJTHEHUS TOKYMEHTOB

[Tonpaznen |
[Ipuem, o6paboTka U pacnpeeseHue NOCTYAIINUX JOKYMEHTOB

87. JImwkxeHnue TOKyMEHTOB B AIMUHUCTPALIMK C MOMEHTA UX CO3JIaHUS WIIH
NOJIy4eHUs] O  3aBEepLIECHUs  WCHOJHEHUs  WIA  OTHpaBku  oOpasyer
nokyMmeHTtoobopor. Ilenp opraHuzanum JOKyMEHToOOOpoTa - obOecreueHue
CBOEBPEMEHHOT'O MPHUHATHS YIIPABICHUYECKUX PEUICHUI M UX MCIIOJHEHUs. 3ajadya
JIOKYMEHTOO0OpOTa - OpraHu30BaTh JBUKEHHE JOKYMEHTOB [0 HauMeHee
KOPOTKOMY ITyTH C MUHMMAaJIbHBIMHU 3aTPaTaMy TPYJla U BPEMEHHU.

Opranu3zanusi JOKyMEHTO00OpPOTa OCHOBBIBAETCS HA MPUHLIMIIAX

LEHTpAJIN3aL1H Ollepalliii IO MPUEMY U OTIIPABKE JIOKYMEHTOB;

pacnpenesieHus JOKYMEHTOB Ha JOKYMEHTONOTOKU, UMEIOIINE OJUHAKOBBIM
MapuipyT (MapuIpyTU3aLMs TOKYMEHTOB);

OpraHu3alMy MPEABAPUTEIBHOIO PACCMOTPEHHUS BXOASAIINX JOKYMEHTOB;

UCKJIIIOUEHUS  BO3BpaTa  JOKYMEHTa, HE  OOYCIOBJICHHBIX  J€JIO0BOM
HEOOXOINMMOCTEIO;

OJIHOKPATHOCTH PETUCTPALIMH IOKYMEHTOB;

yCTpaHeHUs] HEOOOCHOBAHHBIX COTJIACOBAHUM MPOEKTOB JOKYMEHTOB;



55

BPEMEHHOHM periaMeHTaluuu olepauuid 1o o0paboTKe, PaCCMOTPEHUI0 U
COTJIACOBAHUIO JOKYMEHTOB.

B nokymeHrooOopore  AJMHHHCTPAUMU  BBIACISIIOTCA — CIEAYIOIIHE
JTIOKYMEHTOTIOTOKH:

a) moCTyMmaromas JOKyMeHTaIus (BXOA11as);

0) oTnpaBisiemMasl TOKyMeHTaIus (MCXOo/as1as );

B) BHYTPEHHSIS IOKYMEHTAIIHS.

[Topsinok mMpoxoxaAeHUs] JOKYMEHTOB U OIepaluy, MpOU3BOJIMMbIE C HUMH,
periiaMeHTUpyIoTcs Hactosmed WHCTpykuuen, MONOXKEHUs MU 00 OTpacieBbIX
(pyHKIIMOHANBHBIX) OpraHax AJMHHHCTPALUU U JOHKHOCTHBIMU MHCTPYKIUSMU
UX COTPYIHUKOB.

88. [ocraBka [OOKYMEHTOB B AJMHUHHUCTPALUIO OCYIIECTBIAETCA, Kak
NPaBUJIO, CPEICTBaMU TIOYTOBOM, (ENIbIBETePCKOM, JIIEKTPOCBS3H, a TaKKe
KypPbEpPCKON JTOCTaBKOW WJIHM € HEMOCPEACTBEHHO TpakIaHAMH, 3aKOHHBIMHU
MPEICTABUTEIISIMHU.

C nmOMOILIBI0 NOYTOBOM CBA3M JOCTABIKIETCS KOPPECHOHACHUMS B BHIE
MUCEM, TeJlerpaMM, MOYTOBBIX KapTOUueK, OaHAEpOJIel U MEIKUX MaKeTOB, a TAaKKe
NI€YATHBIX U3JJaHUI B COOTBETCTBYIOLIECH yIIaKOBKE.

[To xaHanmaMm AJIEKTPUUECKON CBSI3U MOCTYIMAIOT TEJIErPaMMBbI, (PakcorpaMMbl
(pakcel), 3IEKTPOHHBIE COOOIICHUS.

89. Ilpuem u mepBuuHast 00pabOTKa, PETUCTpalUs U PACTIPEICICHUE BCE
noctynaroned B AJMMHHUCTpPAlMI0  KOPPECHOHJEHIMH OCYIIECTBISIOTCS B
LEHTPaIN30BaHHOM Mopsiike OTAenoM no pabore ¢ NUCbMaMH, OOpaIEHUSIMHU U
pueMy IpakJiaH (Jajgee B HacTosieM pazaeine — OTaen).

OTmen mnpuHUMAET JOKYMEHTBHI, TMOCTYMAaIOIIME B  aJIpec  TJaBbl
Kannauuckoro paiiona, AAMUHUCTPALNH, JOJKHOCTHBIX UL A IMAHHUCTPALIUH.

Peructpanus nocTynuBImKUX TOKYMEHTOB OCYIIECTBIISIETCS, KaK MPaBUIIO, B
JICHb TIOCTYTUICHUS, CO3/1aBa€MbIX — B JIEHb MOJIMUCAHUS WIH YTBEPKICHHS JIOO
Ha CIeayoUuid pabounii 1eHb.

OOpareHus TpaxkaaH pEerucTpupyroTcs u (GOpPMUPYIOTCS B Jeia OTACIHHO
OT APYTUX TOKYMEHTOB AJIMUHHUCTPAIIH.

Bce moctynuBmive koHBepThl (OaHAEpOIM), 32 HCKIIOYEHHEM KOHBEPTOB
(Gannepodieit), UMEIOITNX MOMETKY «JIMYHO0», BCKPBIBAIOTCSI.

KoHBepThl, Kak IpaBUI0, YHUUTOXKAIOTCSI, 32 UCKIIFOUEHUEM CITy4YaeB:

€CJIM TOJBKO IO HHUM MOXHO YCTaHOBUTb OTIPABUTENS WU JATy
OTIIPaBJICHUS;

€CJIA BXOJASAIINN JOKYMEHT MOCTYIHIII MO3Ke YKA3aHHOTO B TEKCTE JTOKyMEHTA
CpOKa UCTIOTHEHHMSI MJTU 1aThl MEPOTIPHUSTHS;

npu OOJIBIIIOM PACXOXACHUM MEXKAY JaTaMd TOJMUCAHUS W TOJydeHUs
JTIOKYMEHTOB.

[Tocne 3aBepiieHus pabOTHl ¢ JOKYMEHTOM KOHBEPT BMECTE C JOKYMEHTOM
MIOMEIIAETCS Ha XpaHEHHUE B JIETIO.
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KouBeptol (Oanaeponn) ¢ KOppecmoHACHLIMEHW ¢ ToMeTKor «Jluuno»
PETHCTPUPYIOTCS B CHELUAIBHOM JKypHAJIE M MEPENAlOTCs MO HA3HAYEHUIO TOJ
HOJNKUCH OTBETCTBEHHOTO JIOJKHOCTHOTO JIULIA.

OmnboYHO TOCTABICHHBIE TOKYMEHTHI IEPECHUIAIOTCA 110 IPUHAICKHOCTH
WJIM BO3BPAIAIOTCS OTIIPABUTEINIO.

[ToutoBble OTHpaBieHMs, HECTaHAApTHBIE IO Becy, pasMmepy, ¢opme,
UMEIOINE HEPOBHOCTU MO OOKaMm, 3aKJICCHHbIC JMIKOW JEHTOW, HMEIOLUe
CTPaHHBI 3amax, UBET, MPEANOJIOKUTEIbHO HMEIOIINUE BIOXKEHUSA, HE
XapaKTEepHbIE I IOYTOBBIX OTHPABJICHUM, HE BCKpbIBatOTCA. O moJlydyeHUU
MOAO3PUTEIBHOTO TOYTOBOIO  OTHPABJICHUS JIOKJIAJIBIBAETCS  3aBEIYIOLIEMY
OTJEJIOM MOOMIM3AIIMOHHOM MOATOTOBKH A TMUHUCTPAIIUH.

JlokymeHThl 0€3 moanucu, 0e3 MPUIOKEHUH, €Clid UX HAJIUYHhE YKa3aHO B
JIOKYMEHTE, a TaKK€ C TEXHUYECKHMH MOBPEXKIACHUSAMU (MATHIE, NOJMOYEHHBIE,
pBaHbIE) HE PErUCTPUPYIOTCS U BO3BPAIIAIOTCSA OTHpaBHUTEN0. B 3TOM ciydae
COCTaBIJISIETCSI aKT B JIBYX S3K3EMIUISIpax: MEPBBbIM OCTaeTCsl B OTHEJE, a BTOPOM
HaITPaBJISIETCS OTIPABUTEIIO BMECTE C MOCTYNUBIIUM JOKYMEHTOM.

90. Bce mocrynuBIIME IOKYMEHTHI MPEABAPUTEIHHO PACCMATPUBAIOTCA B
Otaene ¢ 1enblo pacupeneaeHus: JOKYMEHTOB.

[IpenBapuTesbHOE PACCMOTPEHHUE OCYLIECTBIISIETCS MCXOHAS U3 OLIEHKH KX
COJIEp>KaHUsI HA OCHOBAaHUM YCTAHOBJIEHHOIO B AJIMUHHUCTPALIMHA PacHperesCHUs
00513aHHOCTEH.

be3 mnpenBapuTenbHOrO PacCMOTPEHHsI MEpPEAaroTCs 10 Ha3HA4YCHMIO
JOKYMEHTBI, aJPECOBAHHBIC JTUYHO JOJKHOCTHBIM JIULAM.

3aperucTpupoBaHHbBIE JOKYMEHTBI B cucreme AIEKTPOHHOTO
JIOKyMEHTOO0O0pOTa HAPABIISAOTCS:

a) rnaBe KanuHuHckoro paiioHa — Ha OyMakHOM HOCHUTeNE (TMOJIMHHUK);

0) mepBOMY 3aMECTHUTENIO TJ1aBbl AJIMUHHUCTPALMU, 3aMECTUTENSM TJIaBbl
AJIMUHHCTpalUK, YIPaBISAIOIMIEMY JelaMd AJMUHUCTpAlMH, PYKOBOAMUTEISM
oTpacieBbIX ((yHKIMOHAJIBHBIX) OPTraHOB — B AJIEKTPOHHOM BHJIE.

B cnywae ecnum [OKyMEHT HE BXOJUT B KOMIIETEHIIMIO OTPACIEBOTO
(pyHKIIMOHANIBHOTO) OpraHa, ero Hy>KHO CPOYHO (B T€YeHHUe 3-X JHEH) HalpaBUTh
B OTaen s nepeagpecauuy JOKyMEHTA 110 TPUHAIIIEKHOCTH.

[Tocie paccmorpenust ['nmaBor KanuHMHCKOrO paloHa JOKYMEHTBI C
pEe30JIIOLIMAMHM  XpaHATCA B OTpacieBbiX  ((QDYHKUMOHANBHBIX)  OpraHax
AnMuHECTpaIuH (32 UCKITFOYSHHEM OOpaleHUH, MOCTaBICHHBIX Ha KOHTPOJIB).

91. [IloctynuBuiMe TejlerpaMMbl MPUHUMAIOTCS TOJA ~ PAcHHUCKy C
MPOCTABIICHUEM JaThl U BPEMEHU MpPUEMa, PETUCTPUPYIOTCS, & 3aT€M MEPEeAr0TCs
Ha PACCMOTPEHUE U UCTIOJHEHUE.
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[Tonpaznen Il
Opranmzarus 00pabOTKH U Mepejadyl OTIPABIAEMBIX TOKyMEHTOB

92. JlokyMeHTBI, OTIpaBisgeMble AIMHUHHCTpAIME, TMepenalTcs ¢
INOMOUIbIO MOYTOBOM, (PENbIBETEPCKON MU IJIEKTPUUECKON CBA3M WJIM HAPOUYHBIM
(KyppepoM), MO0 BBIIAIOTCS HA PYKU 3asIBUTEIIO, 3aKOHHOMY IPEICTaBUTEIIO.

OOpaboTka JOKYMEHTOB, MOJANMCAHHBIX IaBoid KammHuHCKoro paiiona,
3aMECTUTENISIMM  IJ1aBbl AAMHHHMCTPALMM, [UIsI OTIPABKA IOYTOBOW CBSI3BIO
ocyiecTBisieTcss pabotHukoM Otaena mo padboTe ¢ muchbMamu, OOpaIleHUIMU U
npueMmy rpaxiaH. JIOKyMeHTBl AJis OTIIPAaBKU MepenaroTcs crneuuanucry Otaena
MOJHOCTBIO O(OPMIIEHHBIMH, B TOM YHCIIE€ C YKa3aHHEM IOYTOBOTO ajpeca.
JIOKYMEHTBI, OAJIeKAIIEe OTIPABKe, TOJKHBI 00padaThIBaThCS U OTIPABISATHCS B
JI€Hb WX TOAIMCAHUs WIM HE MO3[Hee cienyrouero padoyero ans. IloiHOCTBIO
o opMIIEHHBIE IOKYMEHTHI BMECTE C PEECTPOM OTIPaBIICHUN nepenarorcs B OTaen
no  O00ECHeYeHUI0  JEATEIbHOCTH  AJMUHUCTpalUu IS OTIIPaBKU
KOPPECTIOHJEHIIMU COTPYAHUKOM OTJIE]a B YCTAHOBJIEHHOM TOPSJIKE.

93. O0paboTka JOKYMEHTOB, OJMKUCAHHBIX PYKOBOJUTEISIMU CTPYKTYPHBIX
noJpa3fesiecHull  aJMUHUCTpaluu  (TMPEACTaBUTEISIMU 1O  JIOBEPEHHOCTH),
OCYULIECTBIISIETCS COTPYJHHMKAMU CTPYKTYPHBIX NOJAPAa3[EiICHUIl COIVIACHO UX
JOJDKHOCTHBIM HMHCTPYKIMAM. IlomHOCTBIO O(opMIIEHHBIE TOKYMEHTBI BMECTE C
peecTpoMm oTopasiieHuil nepepatroTcss B OtTnen mo 00ECHEeUeHUIo AESITebHOCTU
AIMUHHCTpaUuu JJIsi  OTHPAaBKH KOPPECIOHJAEHUMU COTPYIHHUKOM OTAENa B
YCTAaHOBJICHHOM IOPSAKE, 3a MCKIIOYEeHHWeM JoKyMeHToB Komwurera 1o
YOPABJICHUIO HMYLIECTBOM, CAMOCTOATEIbHO OCYLIECTBIISIOIIUM  OTIPABKY
KOPPECTIOHAEHIU Y.

JlochllKa WM 3aMeHa pa30CIaHHOTO paHee JOKYMEHTa OCYIIECTBIIAETCS IO
YKa3aHUIO JIUIA, MOJIUCABLIEr0 JOKYMEHT, I UHOTO JOHKHOCTHOTO JIMIIA.

94. C noMomIbI0 CPEACTB DICKTPUUECKOM CBSI3U OCYIIECTBIISIETCS Tepeaada
uHpopmarimu B BuAe Teierpamm, (¢dakcorpaMm  (hakcoB), DIIEKTPOHHBIX
COOOIICHH.

TenerpaMMbl TPUHUMAIOTCS COTPYJHUKAMHU OTAeNa IO 0O0ECHeUYEeHUIO
NEATEIbHOCTH AnMuHHCTpanun 3aBU3UPOBAHHBIMH, NOJIMMCAaHHBIMU,
JATUPOBAHHBIMH, C OTMETKOW O KaTeropuv W BuAEe oOTHpasiieHus. OTmnpaBka
TEJErpaMM OCYILECTBIIIETCS B COOTBETCTBUU C JedcTByromMMH IIpaBunamu
IPEIOCTABIICHUS! YCIyT TenerpagHoi CBSI3U, YTBEP)KIAECHHBIMU MOCTAHOBIIEHUEM
[IpaButennscTBa Poccuiickoin @enepaunn ot 15.04.2005 Ne 222.

95. Bce otnpasisieMble TOKYMEHTHI MOJJIekKaT peructpauuu B Otaene mo
pabote ¢ nucbMamu, OOpalIeHUSIMA M TMPUEMY TPaKJaH B JE€Hb MOJNUCAHUSA
JOKyMEHTOB  rjaBoil  KajnumHuUHCKOrOo  pailoHa, 3aMECTUTENs MU  IJIaBbI
aJIMUHUCTPALIMH, YIPABIISIONIMM JeJIaMU aIMUHUCTPALIH.

96. IIpoxoxaeHrne BHYTPEHHUX JOKYMEHTOB Ha 3Tamax WX MOJATOTOBKH U
opopMieHUST  JOHKHO  COOTBETCTBOBATh  MPOXOXKIAEHUIO  OTHPABISEMBIX
JIOKYMEHTOB, a Ha 3Talle UCHOJHEHUS — MOCTYIAOIINX JOKYMEHTOB.
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Peructpanuss BHYTPEHHUX JIOKYMEHTOB OCYLIECTBIISIETCS B OTPACIEBBIX
(pyHKIMOHANBHBIX) OpraHaXx.

[Toxpaznen 11
[Tpuem u 06paboTKa TOKYMEHTOB, MOCTYHAIOMIUX 110 KaHAJIaM
AJICKTPOHHOH MOYTHI M (PAKCHUMUIILHOH CBS3H

97. DnexkTpoHHas MOYTa HUCIOJb3yeTcs s oOMeHa HHopMaluen, ee
00pabOTKM W XpaHEHHs C TIOMOIIbIO CPEACTB BJIECKTPOHHO-BBIYUCIUTEIBHON
TEXHUKA W SBISETCS OJHUM W3 OCHOBHBIX KOMIIOHEHTOB aBTOMATH3aIluU
JOKYMEHTOO0OpOoTa.  DNEKTpOHHAs  MO4YTa  HCIOJNB3YeTCd  Kak  BHYTPH
AIMUHHCTpAIMU, TaKk W i1 oOMeHa wuH(popManuend Mexay I[IpaBuTenbcTBOM
TBepckoil 00JacTH, OpraHaMM MECTHOTO CaMOYMNPABJIECHUS WM OpPraHU3aLUsSMU,
UMEIOIIUMH COOTBETCTBYIOITUE U TIPOTPAMMHBIE CPEICTBA.

98. [locTymaroiye Mo IMEKTPOHHON MOYTE HA O(UIIMATHHBIN SIEKTPOHHBIH
azmpec AJIMUHHCTpAIIH AIIEKTPOHHBIE COOOTIICHHUSI MIPUHUMAIOTCS,
pacrneyaThIBalOTCsl, pETUCTPUPYIOTCS, TPOXOMAST MPEABAPUTEIILHOE PACCMOTPEHHE,
paccMaTpuBalOTCS JODKHOCTHBIMHU JIMIIAMU W TIO pe3yJibTaTaM pPacCMOTPEHUS
BMECTE C MOPYYCHUSIMHU JODKHOCTHBIX JIMIl TIO MX HMCIHOJHEHUIO JOCTABIISIOTCS
WCIIOJTHUTEIISIM.

[IppueM B JOKYMEHTUPOBAHHOM BHJIE W PETUCTPAIMIO DJICKTPOHHBIX
COOOIICHHH, MOCTYNUBIIMX MO 3JEKTPOHHOW MOYTE B ajapec AJIMHHHCTpAIIUH,
ocymiectBisieT OTaen (CuenuanTucT NPUEMHON ).

QOYyHKIIMOHUPOBAHUE CHUCTEMBI 3JICKTPOHHOW MOYTHI B AJMUHHUCTPALUU
obOecrnieurBaeT OTAE M0 0OECIEUEHUIO ACATEILHOCTH AJMUHUCTPAIUH.

99. Tlpu nepemayue u MprUeMe TEKCTOB CITy>KEOHBIX JOKYMEHTOB IO KaHaJIaMm
(bakcUMUIBHOW  CBA3M  HEOOXOIWMO  PYKOBOJCTBOBATHCS  CIIEAYIOUIUMHU
TpeOOBAHUSIMU:

a) o0beM TmepenaBaeMOro TEKCTa JOKyMeHTa (cxema, rpaduieckoe
M300paKEeHKE), BBHITIOJHEHHOTO Ha Oymare ¢dopmata A4 4YepHBIM IIBETOM, HE
JTOJDKEH TIPEBBINIATD 5 JIUCTOB;

0) OTBETCTBEHHOCTh 3a COJEpXaHUE TepenaBaeMol  MHGOpMAIIH
BO3JIAraeTCsl Ha UCIIOIHUTEINS, MOArOTOBUBIIIETO TEKCT JOKyMEHTa K Tepenaye, u
PYKOBOJIUTEIISI COOTBETCTBYIOIIETO OTPACIIEBOTO OpraHa AJIMUHUCTPALINH;

B)  3ampemiaercs TmepenaBaTh TEKCT JTOKYMEHTOB C TMOMETKOW «Jlms
CITY>K€OHOT0 MOJIb30BAHUSI,;

I') TOCTyNMUBIIHE (HaKCOrpaMMbl YYHTHIBAIOTCS, HA HHUX MPOCTABIISACTCS
PETHCTPAIIMOHHBIN MTaMII, a 3aTeM TEPeNaloTCs aapecaTtaM B JICHb UX IpHEMa,
CPOYHBIE — HEMEIJICHHO;

J1) KOHTPOJIb 32 UCIOJIb30BaHUEM (PAKCHMUIILHON TEXHHUKH, YCTAHOBIICHHON
B OTPACIIEBBIX OpTaHax AJIMUHHUCTPAIMH, OCYIIECTBISICTCS MX PYKOBOIUTEIISIMHU.



59

[Toppaznen IV
Pabota ucnomHuTteneit ¢ T0KyMeHTaMu

100.  PykoBomuTenu  oTpacieBbIX  ((PYHKIIMOHAIBHBIX)  OpPraHOB
AJIMUHHUCTpAllMU OPraHU3ylOT paldoTy € MOCTYNUBIIMMHU JOKYMEHTaMH, MpU
HEO0OXO0MMOCTHU o0ecreynBalOT  MOATOTOBKY  HMUCHhMEHHBIX OTBETOB,
KOHTPOJIUPYIOT KAYECTBO M CBOEBPEMEHHOCTD UCITOJIHEHUSI IOPYUYEHUH.

[Ipy  paccMoTpeHUM  JOKYMEHTOB  PYKOBOIUTENb OTpaCJIEBOTO
(pyHKIIMOHANBHOIO) OpraHa BbBIJCISIET JOKYMEHTBI, TpEOYIOIIHEe CPOYHOTO
ucrionHenus.  CpouHble  JOKYMEHTBI  TepefaloTcs  Ha  HCIOJHEHUE
HE3aMEJIUTEIBHO.

101. VYdyer mnocTymieHHs, MPOXOXKICHUS M HCIOIHEHUS JIOKYMEHTOB B
oTpaciieBbIX ((YHKIIMOHAJIBHBIX) OpraHax OCYIIECTBIISECTCS C HCIOJIb30BAHUEM
NEPCOHANIBHBIX KOMIBIOTEPOB JIMOO TMOCPEACTBOM 3amucedl B KypHaiax
YCTaHOBJICHHON (DOPMBI.

102. UcnonHeHne TOKYMEHTa MpeaycMaTpruBaeT: cOop, aHaInu3 U 00paboTKy
HE00X0AMMOW HHPOpPMALIMHU JIJIs1 UCIIOJIHEHHUS, TIOJrOTOBKY MPOEKTa JOKYMEHTA BO
UCIIOJTHEHUE JAHHOTO JIOKYMEHTa WM IOpYyYeHHMs, HaJuiexaiiee o(popMIICHHE,
COIJIACOBaHUE, IMPENOCTaBICHUE Ha mnoAnucaHue (YTBEp)KIEHUE) TIJIaBOd
KanuHuHCcKOro pailoHa, TIEPBBIM 3aMECTUTENIEM TJIaBbl  aJMHUHUCTpaLUU,
3aMECTUTENIMU TJIaBbl QJMUHUCTPALUM WJIM PYKOBOAUTEIEM  OTPACIEBOIO
(pyHKIIMOHANBHOTO) OpraHa.

103. IMoanucanupiii TMaBoi KanuHUHCKOTO paiioHa, MEPBBIM 3aMECTUTEIIEM
[JIaBbl  aAMUHUCTpAllM¥, 3aMECTUTEISIMU  TJIaBbl  AJMUHUCTpALMM  WIH
PYKOBOJUTENEM OTpPACIeBOro ((PyHKIMOHAIBHOIO) OpraHa OTBET IEpefacTcsl B
Otaen BMeCTE C HCHOJHSAEMBIM JOKYMEHTOM [UJISi PETrMCTpalid U OTIPABKHU.
Komusg pokymeHta-oTBeTa mnomemaerca B jeno Othaena B COOTBETCTBUU C
HOMEHKJIATYpOU JIEJI.

Pazgen IX
ITonckoBas cucreMa no JOKyMEHTaM.
Perucrpauus JOKyMEHTOB

104. OcHOBOM TOCTPOCHUS IOUCKOBBIX CHCTEM SIBIISICTCS PETUCTPAIIHS
JIOKyMEHTOB — 3alUCh YYETHBIX JIAHHBIX O IOKYMEHTE 10 yCTaHOBJICHHOU (hopme,
bukcupyromas (HpaxkT ero co3gaHus, OTIPABICHUS U TIOTyUYCHHUS.

Perucrpanuu mojjiexar Bce JOKYMEHTHI, TPEOYIOIIMEe yueTa, UCIIOJIHEHUS U
WCIIOJIb30BaHUS B CIIPABOYHBIX 1ETISX.

Peructpupyrorcs TOKyMEHTBI, TIOCTYTAIONINE U3 JPYTUX OpTraHU3alui U OT
(bU3UYECKUX JIUII, a TAK)KE CO37]aBaeMble (BHYTPEHHHUE U OTIPABIISIEMBIE).

JIOKyMEHTBI PErUCTPUPYIOTCS HE3aBUCUMO OT Ccrmoco0a HX JOCTaBKH,
nepeayu Uik Co3aHusl.

He monmexaTt perucTpamuivi MpPaBUTEIbCTBEHHBIC OTKPBHITKH, PEKJIAMHBIE
MIPOCTICKTHI, TEPUOAUYECKasl JuTepaTypa (ra3eThl, KypHAJbl), Y4eOHbIC TIJIaHBI,
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nporpamMmsl U T.I. IlepeyeHp BXOAfIEH KOPPECIOHIACHIMM, HE IOJJIEKALIEH
perucTpauuu, NIpuBeAeH B IpHIOKeHUH 21.

105. JIokyMEHTBI PETUCTPUPYIOTCS OAMH pa3: MOCTYMAoIue — B JICHb
MOCTYIUICHUSI WU Ha CIEAyIoMMHA pabouwii NeHb, CO3JaBacMble — B JICHb
NOANUCAaHUS WM yTBepxkaeHus. Ilpu mepegaye ©3 OJHOTO  OTPACIEBOIO
(pyHKIIMOHANIBHOT0) OpraHa B JPYro TOKyMEHT MOBTOPHO HE PETHUCTPUPYETCS.

Perucrpanust JOKyMEHTOB ITPOU3BOJIUTCS B MIpeAEnax rpymil, B 3aBUCUMOCTH
OT HAUMEHOBAHMS BUJIA IOKYMEHTA, aBTOPA U COJICPKAHUS.

106.  Peructpamuss ~ mocTymarommx — (BXOASIIMX),  OTHPaBIISEMBIX
(ucxoasmMx) JOKYMEHTOB  OCYILECTBIIIETCS  ILIEHTpainu3oBaHHO  OTaenom,
perucTpanys HOpMaTUBHBIX IIPABOBBIX aKTOB (pACHOPSKEHUM, IOCTAHOBIECHUIN) —
OTJIEJIOM OPraHU3aMOHHON U KaJIpOBOM pabOTHI.

[IpoTOKOABI W pemeHus APYTUX KOJUIETHAIbHBIX OPraHoB, JIOKYMEHTBI
OyXTaJITEpCKOTO y4YeTa U OTYETHOCTH, JOKYMEHTbI BHYTPEHHETO MCIIOJIb30BAHUS C
rpuoM yTBEPKACHHUS PETUCTPUPYIOTCS B COOTBETCTBYIOIIMX OTPACIEBBIX
(byHKIIMOHANBHBIX) OpraHax (10 MECTY CO3/JaHHsI) COIJIAaCHO HOMEHKJIAType M.

JIOKyMEHTBI, MepelaBaeMble WM TPUHUMAEMBbIE MO (PAKCUMUIIBHON CBSI3H,
peructpupytorcss B Otnene win B OTpacieBbIX ((YHKIMOHAJIBHBIX) OpraHax,
OCYLIECTBIISIOIIMX UX IIPUEM U Mepeady.

107. PeructpanmuoHHBIII HOMEpP BXOJSILIErO0 U BHYTPEHHETO JOKYMEHTa
COCTOMT W3 HHAEKCAa JeJla II0 HOMEHKJIAaType U IOPSAKOBOTO HOMEpa
IOCTYIIHUBILETO TOKYMEHTA.

PeructpanvoHHBII HOMEp HCXOIAILErO0 JOKYMEHTAa COCTOMT M3 HHJEKCa
Jena 1Mo HOMEHKJIAType, B KOTOpoe OyneT MmomenieHa KONHUsS OTIPABIEHHOIO
JIOKYMEHTA, MOPSAIKOBOIO HOMEPA OTIPABJICHHUS.

[TopsinkoBbIe HOMEpPa BCEX BHJIOB JOKYMEHTOB OOHOBIISIFOTCSL €KETOTHO.

OcobOenHoctu (HOPMHPOBAHUS PETHUCTPALIMOHHBIX HOMEPOB HOPMATHUBHBIX
MIPABOBBIX U PACHOPSAUTENBHBIX aKTOB AJMUHHUCTPAIIUU U3JI0KEHBI B MyHKTe 40
HacTosimen MHCTpyKIuu.

B peructpanmoHHoM HOMeEpe cOOJIOIaeTCs CTporas MOCiIeI0BATEIbHOCTh
€ro cocTaBHBIX YacTeil. COCTaBHbIE YaCTU PETHCTPALMOHHOTO HOMEPA OTAEISIOTCS
JpyT OT Jipyra 1edrucoM Ui KOCOM 4epTol B 3aBUCUMOCTH OT BUJA TOKYMEHTA.

108. st JIOCTUKEHUS uHOpMaAITMOHHON COBMECTHUMOCTH
PETUCTPALIMOHHBIX JIAaHHBIX M CO3JaHUs HMH(QOPMAIMOHHO-TIOMCKOBBIX CHCTEM
YCTAHABIIMBAETCS COCTaB 00513aTENBbHBIX PEKBU3UTOB PETUCTPALIMU B 3aBUCUMOCTHU
OT BUJIOB JJOKYMEHTOB.

O0s13aTeNbHBIMU PEKBU3UTAMH BXOSAIIUX TOKYMEHTOB SIBJISIFOTCS:

- PETUCTPALMOHHBIN HOMED;

- JlaTa perucTpalnuu J0KyMeHTa;

- HAMMEHOBaHUE BUA IOKYMEHTA;

- HAMMEHOBAaHUE OPraHU3AUN-KOPPECTIOHICHTA;

- UCXOSIIIUNA HOMEp TIOKYMEHTa (MHAEKC MOCTYIJICHUS );

- J1aTa UCXOJSLIEr0 JOKYMEHTA;

- KpaTKoe cojep:kaHue (aHHOTalus IOKYMEHTA);
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- PE30IIoLNs;

- OTMETKA 00 MCIOJHEHUHU JOKYMEHTA U HAIIPaBJICHUU €r0 B JEIIO.

OO0s13aTeIbHBIMHU PEKBU3UTAMH UCXOSIINX JOKYMEHTOB SBIISIOTCSA:

- pETUCTPALIMOHHBINA HOMEP (UCXOAIINN);

- laTa perucTpanuy JOKYMEHTa;

- aJpecar;

- BUJI OTIIPABJICHUS;

- CCBUIKA Ha PErucTPalMOHHBI HOMEp M JaTy JOKYMEHTa, Ha KOTOPBIH
JOJKEH OBITh JJaH OTBET;

- KpaTKoe cojiepKaHue (aHHOTalUsA) JOKYMEHTAa,

- KEM NOJNUCAH UCXOIAIINNA JOKYMEHT;

- UCTIOJIHUTEJb (aBTOP) TOKYMEHTA,

- Tefe)OH UCTIOTHUTETIS.

O0s13aTeNbHBIMU PEKBU3UTAMH PETUCTPALIMH ITPABOBBIX aKTOB SIBJISIOTCS:

- PETUCTPAMOHHBIA HOMEDP;

- JlaTa perucTpanuu J0KyMEHTa;

- HAUMEHOBaHUE JOKYMEHTa (KpaTKOE COJIEPKAHUE);

- IIO/IIIUCB;

- UCIIOJIHUTEIND (aBTOP) TOKYMEHTA;

- TeleOH UCTIOTHUTEIIS.

CocTaB 00s13aTENIbHBIX PEKBU3UTOB PETUCTpAallMd B 3aBUCUMOCTU OT 3ajad
UCIOJIb30BaHUSl MH(POpPMAIMM MOXKET JOIMOJHATHCA JAPYTMMU PEKBU3UTAMU,
HaIlpuMep:

- rpud (IOMETKa) OrpaHUYEHUS JOCTYIA K TOKYMEHTY;

- BHYTPEHHSIA Nepeaapecannsi HCIOIHUTENSIM;

- pe3oounu (Mopy4eHus);

- OTMETKA 00 MCMOJHEHUHU JOKYMEHTA U HAIlPaBJICHUU €r0 B JEJI0;

- OTMETKa 00 U3MEHEHUH CTaTyca JIOKyMeHTa (OTMEHEH, YTPATUJI CUILY)

U JpyTHe.

Paznen X
[Topsimok opraHu3auyi KOHTPOJISA 32 MCIOJIHEHUEM JOKYMEHTOB M IMOPYyYCHUH

[Toapaznen |
[TpuHIUTIBI U METOBI OPTAHU3AIMHI KOHTPOJIS

109. KoHTpoJ1t0 MOJICKUT UCTIOTHEHHUE:

a) TOpPYYEHUH, COAEPKAIIMXCS B TMOCTAHOBIEHUSX U PACHOPSIKEHUAX
AJIMUHHCTpaluy,

0) mnopyueHuii PykoBojcTBa MO peanu3anuu TpeboBaHUM YKa30B U
pacniopspkennii [Ipesunenta Poccuiickoii denepanuu, denepanbHbIX UM 3aKOHOB
cyorekra  Poccuiickoit ~ ®enepaniy, MOCTAHOBIEHUH M paCHOpPsHKEHUM
[IpaButenscTtBa Poccuiickoit ®enepanun, mnamar DenepanbHoro CoOpanus
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Poccuiickoii ®enepanuu, ¢deaepaabHbIX OpPraHOB TOCYAApCTBEHHOW BIIACTH,
NOCTaHOBJIEHU U pacnopsbkenui [IpaButenscTBa TBepckoi o0nacTy;

B) MOPYYEHUI, COAEpKAIIMXCS B MPOTOKOJax 3acenanuit [IpaBuTenncTBa
TBepckoii 00nacTH, 3aceaHlil U COBEIIaHUN AIMUHUCTPALINY;

I) NOPYYEHM, COJEep)KalluXcsi B IPOTOKOJIAX COBEIIAHUNA Y TJIABbI
KanmuHuHCKOrO  paiioHa, NEpPBOrO  3aMECTHUTENs IJIABBl  aJMUHHCTpALUH,
3aMECTUTEJICH TIaBbl aIMUHUCTPALUH;

1) TOpYYEHMH, coaepKauxcs B O(OPMIIEHHBIX pPE3OJIIOLUAX TIJIABbI
KanmuHuHCKOrO  paiioHa, NEpPBOrO  3aMECTHUTENs IJIAaBbl  aJMUHHCTpALUH,
3aMECTUTENICH IJIaBbl AJIMHUHHCTpPALlMM II0 PACCMOTPEHHBIM  JIOKYMEHTaM
(cmy>xeOHasi KOppeCTOHACHIINA, 00paIlleHusl TPaXJIaH U OpraHU3allHid, 3apoChl U
oOpallleHus AMyTaToOB BCEX YPOBHEH U JIp.);

€) MOPYYEHUI U epeUHel MopyYeHun riiaBbl KalMHUHCKOTO paiioHa.

Ecniu onHO mnopydyeHHe TO JOKYMEHTY WM COJAEpXalleecss B TEKCTe
JIOKyMEHTa TIOCTABJIEHO HA KOHTPOJb, TO BECh JOKYMEHT TaKXe€ IpPH3HAETCA
KOHTPOJIbHBIM.

110. OcHOBHBIMH 33/1a4aMU KOHTPOJISI UCTIOTTHEHUS SIBIISIFOTCSI:

a) obecrieyeHre CBOEBPEMEHHOIO UCIIOJTHEHUS IOPYUYEHHUH U JOKYMEHTOB;

0) OTClIEeKMBaHUE X0J1a UCIIOJIHEHUS U (PUKCallKs CBEACHUN O (PaKTUUECKOM
VICIIOJIHEHUH [TIOPYYEHUH U TOKYMEHTOB;

B) OopraHusaius U o0ecrnedeHne KOHTPOJIS UCHOIHUTENbCKON AUCLUILTUHBI
U BbIpaOOTKAa TPEUVIOKEHUH O TMOBBIILIEHUH YPOBHSA  HCHOJHUTEIbCKOU
JUCLUIUINHBL

r) obecrnieyeHue riaBbl KalMHUHCKOTO paiioHa, MEpBOro 3aMECTUTENS TJIaBbl
aIMUHUCTPALIMM,  3aMECTUTENIEW  TIJIaBbl  AJMUHUCTPALMM  OIEpPAaTUBHOMU
uH(pOopMaIUeE 0 X0/Ie U Pe3yJIbTaTax BHINOJHEHUS JOKYMEHTOB U MOPYUYEHU;

1) cHUCTeMaTH3alus W aHaju3 MaTepuajoB IO BOIpPOCAaM HMCHOJHEHUS
NOPYYEHUI U OpraHu3anuu paboThl ¢ JOKyMEHTaMHU.

111. CoTpyaHuku AJIMUHUCTpAMU OO0S3aHbI BBIMOJHATH YCTAHOBJICHHBIE
TpeOOBaHMS MO OpraHu3alud padoThl € JTOKYMEHTaMH, IOCTaBJIECHHBIMH Ha
KOHTpOJIb. PykoBoAUTEIM OTpaciieBbIX OPraHOB O0s3aHbl 3HAKOMUTh MIPUHSTHIX HA
paboTy COTPYAHMKOB C HOPMATHUBHBIMU JOKYMEHTAMH, PErJIaMEeHTHUPYIOIIUMU
JaHHBIA BOmpoc, M o0ecneuyuBaTh MOPSAOK, HCKIIOYAIOUIMN HapylIeHus
YCTaHOBJICHHBIX PaBHIL.

112. Opranuzanusi KOHTPOJII MUCIOJHEHUS BO3JAaraeTcsi Ha PyKOBOJIUTENCH
oTpacieBbiX ((yHKIMOHAIBHBIX) oOpraHoB. JlaHHas QYHKIUSA MOXKET OBITh
BO3JIO)KEHA HAa  OTBETCTBEHHOIO 3a  JEJONPOM3BOACTBO B  OTPACIEBOM
(pyHKIIMOHANBHOM) OpraHe AJMUHUCTPALIMH.

3aBeAyromMii OTAENIOM MO paboTe ¢ MUChMaMU, OOpAIEHUSIMUA U MPUEMY
rpaKJaH OKa3blBAa€T METOJMYECKYI0 M TPAKTUYECKYIO TMOMOIIb OTPaCieBbIM
(pyHKUIMOHANBHBIM) OpraHam B OpraHU3alMy KOHTPOJbHOM €SI TeIbHOCTH.

OTBeTCTBEHHbIE 3a OO0ECIEeYEHUE KOHTPOJIA 3a CPOKaMHU HCIOJIHEHHUS
NOpYyYEeHUH B OTpaAcieBBIX  OpraHax  MPEACTaBISAIOT  MHGPOpPMAIHIO,
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MOATBEPKAAIOIIYI0 MCIIOJHEHWE NOPY4YEHHU, IaBe KalnHMHCKOro panoHa WU
KypHUPYIOIIUM 3aMECTUTEIISIM TJIaBbl 8 IMUHUACTPALINH.

113. Opranuzaiusi KOHTPOJIS BKIIIOYALT:

a) pacrpeiesieHre 3a/1a4 U OpraHu3alrio B3aUMOJIEHCTBUS MEKy OpraHAMU
U JOJDKHOCTHBIMU JIMIIAMH, OCYIIECTBIISIIOIIMMU KOHTPOJIbHBIE (PYHKIUY;

0) ompenenenue nopsaka, GopM u MeTo0B 0OMeHa MHGOpPMAILIHEH MEXITy
KOHTPOJUPYIOIMMHI UHCTAHIUSIMU U UCTIOJTHUTEISIMU JIOKYMEHTOB;

B) OCYILIECTBIICHHE IICJICHANpPABIEHHOTO cOopa CBEACHUH O XoJe
UCIIOJIHEHHUSI HOPMATHBHBIX TIPABOBBIX U  PACHOPSIUTENBHBIX aKTOB  WIU
KOHTPOJIUPYEMBIX MEPOIPUSITHIA;

r) o0obOmenne wWHOOpPMAIMM H TIPOBEICHHE BCECTOPOHHETO aHaIu3a
COCTOSIHMSI TIpOIlecca MCIIOJNIHEHUS, pa3pabOTKy MPEeAsoKEHUN MO JaibHeHIeMy
OCYULIECTBJIEHUIO KOHTPOJIS;

1) 00CyK/I€HHE Ha COBEIIAHMIX X0/a UCIIOJHEHNS HOPMATUBHBIX IPABOBBIX
U pacIoOpsAIUTEIbHBIX aKTOB;

€) IPOBEJICHNE BBIE30B KOMUCCUI HA MECTO pEaTM3alli KOHTPOJIUPYEMBIX
MEPONPUATHNA C LETbI0 YTOUHEHHUS COCTOSIHUS €Nl U pa3padOTKU MpPEeIsOoKEeHUN
rnmaBe  KanuHuHCKOTO — paifoHa,  KypUpPYIOUIUM  3aMECTUTENSIM  IJIaBbl
aJIMUHUCTPALINH.

114. KoHTpoiib 3a CpOKaMH UCIIOJHEHUSI JIOKYMEHTOB M IOPY4YEHHUU
BKJIFOYAET:

a) MOCTaHOBKY JJOKyMEHTa (IIOpYy4YEeHUs) Ha KOHTPOJIb;

0) bopmupoBaHre MaccrBa KOHTPOJIbHBIX JOKYMEHTOB;

B) JIOBEJICHUE IOKYMEHTA (MOPYyYEeHUs1) O UCTIOJHUTEIIS,

I) TpeABapUTENbHBI  KOHTPOJb  (MpeABapuTenbHas TMpPOBEpKa H
PEryJIMpPOBAHUE XOJA HCIIOJIHEHUS MOPYYEHUH C MOJyYEHHUEM MpeaBapUTEIbHON
nH(popMaiu 00 UCTIOJTHEHUH TOPYYEHUN OT UCTIOJTHUTENEH);

)  TOpenynpeluTeNbHbIi  KOHTpOJb  (HAampaBlI€HHE  MCIHOJHUTEISM
HAaIlOMUHAHUN O HACTYIUIEHUH CPOKOB UCTIOJHEHHS MOPYYCHHUH U MPOCPOUSHHBIX
MOPYYECHUSIX );

€) aHAJMTHUYECKUN KOHTPOJIH (YUeT u 0000IIeHIE Pe3yIbTaTOB UCIIOJTHEHHUS
JIOKyMEHTOB, MH(POPMUPOBaHUE TJaBbl KamWHWHCKOrO paloHa, KypUPYIOIIMX
3aMECTUTENIed TJaBbl AAMUHUCTPAIIMKM O COCTOSHMM  HCIOJHUTEIHCKON
JTCIUTUIAHBI);

) CHATHE C KOHTPOJISl M HAIIPaBJICHUE UCIIOJHEHHOTO JOKYMEHTA B JIETIO.

115. [MopyueHnue 1Mo UCTIOJIHEHUIO TOKYMEHTA JlaeTcs riaaBoit KanmmHuHcKoro
paiioHa, KypUpYIOIIMMH 3aMECTUTENSIMU TJaBbl aIMUHUCTPALIUUA B TE€YEHUE CYTOK
C MOMEHTa MOCTYIUIEHUS NOKyMeHTa. B pesomonuu B 00s3aTeIbHOM MOpPSJIKE
YKa3bIBalOTCS OTBETCTBEHHBIN UCIIOJHUTENb, CPOK U (hOpMa UCTIOTHEHUS.

[Ipu »sTomM ¢Qopma wucnonHeHUss B 00S3aTEILHOM TMOPSIKE JOJKHA
peIyCcMaTpUBaTh MEPEUYCHb YETKUX JCHCTBUIN IO MCIOJHEHUIO, TIOATOTOBKY U
HaIpaBJICHUE OTBETa KOPPECIOHACHTY (€ClId 3TO TpeOyeTcs).
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116. KoHTposib 3a cpOKaMH HCIIOJHEHUS! TOpy4YeHuil rinaBbl KannHuHckoro
pailioHa, KypUpPYIOIIMX 3aMECTUTENIEH TIJIaBbl aJMUHHUCTPALMU IO OOpALIECHUAM
rpakJaaH ocymecTtiseT OTaern.

117. JIoOKyMEHT CUMTaeTCsd UCHOJHEHHBIM U CHUMAETCA C KOHTPOJIS MOCIIE
(aKTUYECKOrO BBIMOJIHEHUS BCEX COAEPMKAIIUXCS B HEM MOPYUYEHHI IO CYIIECTBY,
JOKYMEHTUPOBAHHOTO TOATBEPKACHUS HCIOJHEHUS U COOOILEHUs pe3yJbTaToOB
VCIIOJIHEHMsI TIaBe KalMHUHCKOro paiioHa, KypHUPYIOLIMM 3aMECTUTENISIM IJIaBbl
aIMUHUCTPAlUM WIA €CIM B IMPEACTaBICHHBIX II0 HEMy MaTepuaiax o0
VICIIOJIHEHUH HE JaHO JONOJIHUTEIBHBIX IOPYUYEHUN U MaTepUalibl HE BO3BPAILEHBI
Ha J0paboTKYy.

['maBa KannHuHCKOrO paiioHa, 3aMECTUTENH IJ1aBbl afiMUHUACTpauuu, OTaen
U PYKOBOJUTEIU OTPACIEBbIX ((PYHKIMOHAIBHBIX) OPraHOB AJIMHHHCTpPALUU
MPEKPAIIAIOT KOHTPOJIb 32 CPOKAMU HUCIIOJHEHUS TOPYUYEHUSI HA OCHOBAHHH:

a) npuHATUAA (YTBEP)KIEHUS) COOTBETCTBYIOILETO aKTa, pa3paboTka
KOTOPOTrO TOpydYajach MCHOJHUTENIO (Ha OCHOBAHUM JOKYMEHTHPOBAaHHOMU
uH(pOpMaUK, NPEICTABIEHHON UCIIOJTHUTENIEM);

0) pesomouuu raBel KanuMHWMHCKOrO pailioHa, 3aMECTUTENEH TIJaBbl
aAMUHHUCTPALMA O CHATUU C KOHTPOJS NMOPYYEHHS, IPEKPAICHUU KOHTPOJIA 3a
VCIIOJIHEHHEM NIOPYYEHHMs], YJAJCHUU HCIIOJHHUTENS M3 CIMCKA HWCHOJIHUTEIEH
HOPYYECHHUS;

B) MH(QOPMAIMOHHBIX, CIPABOYHBIX M JPYTUX MAaTEpUajoB, a TaKxKe
JOKYMEHTOB, MPEJACTABICHHBIX HCIIOJHUTENIEM, 3a IOANUCBI0 PYKOBOJMUTEIS
OTpacieBOr0 OpraHa, IOATBEPKIAOIMINX HCIIOJIHEHUE IIOPYYEHHsSI B IIOJHOM
o0OBeMe.

[IpoMeXyTOUHBIN OTBET HE MOXKET CIIY)KUTh OCHOBAHHEM /JI MPU3HAHUS
JIOKYMEHTA UCTIOJTHEHHBIM.

[lopyyenue cuMTaercs HEHUCIOJHEHHBIM, €clu HWHMOpMaIuUs O €ro
UCIIOJIHEHUH HE TMOoCTynuia TriiaBe KaauHMHCKOro pailoHa WM 3aMeCTUTENSIM
IJIaBbl IMUHUCTPALINH.

118. JlokyMeHT MOKeT OBITH CHAT C KOHTPOJS IOCJIE COOTBETCTBYIOIICH
pe3onrounu raBbl KaquHUHCKOTO paiioHa, 3aMECTUTENIEH IJ1aBbl AAMUHUCTPALUN
O CHATHH C KOHTPOJIS.

[Topyuenus, copxepkamuecss B MPOTOKOJAX 3aceJaHui, COBEIIAHUMN
CHUMAITCSI C KOHTPOJI  YHOPAaBILAIOLMIMM  J€JaMd  AJMUHUCTpALMM  I10
IPEJICTaBICHUIO COOTBETCTBYIOLIEH MH(OPMALIMU O pe3yIbTaTax €ro WCIOJHEHUS
PYKOBOJIHTENEM, Ha KOTOPOTO BO3JI0KEH KOHTPOJIb 3a MCIOJHEHUEM JaHHBIX
[IOPYYECHUH.

[locne wucHosHEHUS JIOKYMEHT B COOTBETCTBUM C  yTBEPKICHHOMN
HOMEHKJIATypor Aen Bo3Bpamaercss B OTHEN WM OCTaeTcs B JIEJIE OTPaCIEBOIO
(pyHKUIMOHANBHOTO)  OpraHa aaMuHUCTpanuu. K JOKyMEHTy mNpujararorcs
MaTepHabl, HOJTBEPKAAIOUIUE €r0 UCTIOJHEHHUE.

119. B ciyuae HEOOXOAMMOCTH JOMOJHHUTEIbHBIC JaHHBIE O XOJA€ U
pe3ysibTaTax MCHOJHEHUS JOKYMEHTOB MOTYT OBbITh 3aTpeOOBaHbl COTPYIHUKAMHU,
OTBETCTBEHHBIMHM 3a OCYILECTBJIEHUE KOHTPOJS, IMOCPEICTBOM YCTHOIO 3arpoca
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WIY TIPU TIPOBEICHUH NPOBEPKH HA MecTe. McnonHuTeNb Mo TpeOOBaHUIO TOJIKEH
NPEJCTaBUTh JIOKYMEHTBI, CBI3aHHBIE C UCTIOJTHEHUEM ITOPYYCHHUSI.

120. JIns oOecriedeHHs CBOEBPEMEHHOTO HCIOJIHEHHUS TOpPYYEHUH
KOHTPOJMPYEMbIC JOKYMEHTBI, HAaxXOJIIIUECS y COTPYAHHKA, B CIIydae ero
OTCYTCTBUS JOJDKHBI ObITh TIEpEIaHbl TI0 YKAa3aHUIO PYKOBOAUTENS Ha HCTIOTHEHHE
IPYTOMY COTPYIHUKY C COOTBETCTBYIOIIECH OTMETKOM B yUETHBIX (popmax.

[Tonpaznen Il
CpoKH UCTIOJTHEHUS JOKYMEHTOB U MOPYyYCHUIN

121. Cpoku WCTIOTHEHUS JOKYMEHTOB MCUHCIISIOTCS B KaJICHIAPHBIX JTHSIX
OT JJaThl PETUCTPALUNA JOKYMEHTA.

Cpokr  HCHOJHEHUST MOTYyT VyKa3blBaThCsi B CaMHX JIOKYMEHTax,
(UKCUPOBATHCS B PE30IIONMU I1aBbl KalMHUHCKOTO pailoHa, 3aMECTUTENEH TTIaBbl
aJIMUHUCTPALIUH.

[Ipn BbIHECEHMM pe3oyronuu IiaBa KalWnHMHCKOro panoHa, 3aMECTUTENN
IJIaBbl aMUHUCTPALMU YCTAHABJIMBAET CPOK HCXOJS M3 CPOKA, YCTAHOBJIEHHOIO
OpraHu3aldeld, HalmpaBUBIIEH JOKYMEHT, WU CPOKOB, YCTaHOBJICHHBIX
3aKOHOJIATEIbCTBOM.

[Topy4yeHue MoUIeKUT UCIIOJIHEHHUIO B YCTAaHOBJICHHBIN B HEM CpOK. Ecin B
KAaueCTBE CpOKA MCIOJIHEHHs YCTAHOBJIEH IIEpUOJ BPEMEHHM, HA4yaJlOM €ro
CUMTAETCS 1aTa MOANUCAHNS [IOPYYECHUS.

B cnydasx, xorma cpok MCHOJHEHHs HE yKa3aH B TEKCTE JOKYMEHTA WJIU
pe3ontonuu raaBbl KanMHUHCKOTO paiioHa, 3aMECTUTENEH T1aBbl aIMUHUCTPALIUH,
a OCYUIECTBJICHME  KOHTPOJS 3a WCIOJHEHHEM TOpPYYEHHUS HEO0X0auMO,
NPUMEHSIOTCSI TUIIOBBIE CPOKH HCHOJHEeHHs (mpuiokenue 22). Ilpu stom
NOPYYEHUE TOJJICKUT UCIOJHEHUIO HE 00Jiee YeM B MECSIUHBIM CPOK C JaThl €ro
NoANMUCcaHus (IO COOTBETCTBYIOIIErO 4YHUCIAa CIEAYIOIIEro Mecslla, a €clid B
CIIEIyIOLIEM MECSIE TAaKOro 4YMciia HET, TO 0 TMOCleaHEero aHg Mmecsua). Ecnu
MOCJIETHUIN JIEHb CPOKA MCIIOJIHEHUS TOPYUYEHUS IPUXOJUTCS HA HEPaOOUMil JEHb,
OHO MOJIEKUT UCIIOJIHEHUIO B MTPEILIECTBYIOMUN eMy padounii AeHb.

Ecnu 17151 BBINOJIHEHMsI TOPYYEHUsS] YCTAHABIMBAETCS CPOK Oojiee OJHOTrO
Mecsla, TO B TEKCTE OPYUEHUSI MOKET ObITh ONpe/iesieH MHON MOPSAJOK T0KIaaa O
XO/I€ €ro UCIOIHEHNUs (IepUOIUYHOCTD JOKIIaa O XOA€ UCIOJIHEHUS U T.I1.).

[Topyuenus, copepxamue B TekcTe ykazaHus «CpouyHo», «OnepaTuBHOY,
HCTIOJIHAIOTCS COOTBETCTBEHHO B 3-IHEBHBIN U 10-THEBHBIN CPOK.

122. Cpok UCHOJHEHUS MOPYUYEHHUS MO JTOKYMEHTaM MOXET ObITh U3MEHEH
TOJIBKO JIOJPKHOCTHBIM JIMLIOM, IABIIMM MOPYYEHUE.
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[Tonpaznen I
OOmumii MOPsIIOK OPTaHU3AIUN UCTIOJTHEHUS TOPYUYEHUN
U B3aUMOJIEUCTBHUS UCITOJIHUTEIEU

123. TlopyueHue MOXET OBITh BBIJJAHO KOHKPETHOMY PYKOBOJUTEIIO HJIU
JOJDKHOCTHOMY JIMILY, TPYMIE JOJPKHOCTHBIX JIII, HECKOJIBKUM UCTIOIHUTEIbHBIM
opraHam WIH NoApa3iesIeHUusIM (Jjanee — UCIIOJHUTEIN ).

124. TlpaBoBble akThl AJMHHHCTPAllMK C COACPXKAIIUMUCA B HHUX
NOPYYCHUSIMH, a TaKkKe MopydeHus: PyKoBoACTBa MO paCCMOTPEHHBIM JJOKyMEHTaM
OQOPMIISIIOTCSI ¥ PACCHUIAIOTCSI UCIIOJIHUTENISIM, KaK MPaBUilo, B TEUEHUE CYTOK, a
CPOYHBIE U OTIEPATUBHBIC - HE3AMEAJIUTENBHO.

125. PykoBoauTenn oTpacieBbiX ((PyHKIIMOHAIBHBIX) OpPraHOB HUCHOJIHSIOT
MOPYUYEHUS WIH OPTAaHU3YIOT U KOHTPOJIUPYIOT UX UCTIOJHEHHE.

Eciu mopydeHue HaHO HECKONBKHUM HCIOJHHUTENSIM, TO HCIIOJHUTENb,
yKa3aHHbI B TIOPYYEHHUH TEPBBIM WM OOO3HAYEHHBIM — «OTB.», SBISETCS
OTBETCTBEHHBIM HCIOJHHUTENIEM TMOPYYCHHs, OpraHu3yeT paboTy IO €ro
MCTIOTHEHHUIO ¥ HECET MEPCOHAIbHYIO0 OTBETCTBEHHOCTH 32 €T0 UCIIOJIHEHUE.

Bce omKHOCTHBIE JIMLA, YKa3aHHBIE B PE30JIIOLINN, HECYT OTBETCTBEHHOCTD
3a CBOEBPEMEHHOE HCIOJHEHHE MOPYYEHUS U JOJDKHBI B IUCHBMEHHOM BH[E
IPEICTaBUTh MPEAJIOKEHUS [0 BBHIIOJHEHUIO IOPYYEHHUS B YCTAHOBJICHHBIN
OTBETCTBEHHBIM HUCIIOJIHUTEIEM CPOK.

126. OTBETCTBEHHBIM HCHOJHUTENb OIpPENEIseT MNOPAIOK HCIOJHEHUS
HOpYYEHUSI.

Jlyis opraHM3aiiiii MCMOJHEHUS TOPYYCHHUs] OTBETCTBEHHBIA HCIIOTHHUTEIb
MOJKET YCTaHABJIMBATh CPOKU MPEACTABICHUS COUCTIOTHUTEIIMUA HHQOPMAINH U
IPEJIOKEHHUN, HEOOXOUMBIX JIJIsl UICTIOTHEHUS TOPYICHUS.

Coucnionautenu oO0s3aHBI MPEICTABUTH OTBETCTBEHHOMY HCIOTHHUTEIIO
IPEJIOKEHHS U MHPOPMAIIMOHHBIE MaTepuajbl 00 UCTIOJHEHUH, TOANMCAHHBIC
raBoil KanuHuHCKOro paiioHa, JUOO 3aMECTUTEISIMU TJIaBbl aJIMUHUCTpAIWU,
aub0  PYKOBOAMWTENEM  OTpacieBoro  ((PyHKUMOHAIBbHOrO)  oOpraHa, B
YCTAHOBJICHHBI OTBETCTBEHHBIM HCIIOJIHUTEIEM CpPOK, a B CIyyae, €ClId TaKou
CPOK HE YCTaHOBJIEH, - B TEUYEHHE NEPBON IOJOBUHBI CPOKa, OTBEJEHHOIO Ha
ucnojHeHue  nopydyeHus. COMCIONHUTENM  HECYT  OTBETCTBEHHOCTh  3a
o0ecrnieueHrne CBOEBPEMEHHOT0 MPEACTaBICHUSI HHPOPMALUK.

Coucnonnurenu o0s3aHbl HHHOPMUPOBATH TOJKHOCTHOE JIMIIO, HA KOTOPOE
BO3JIO)KEH KOHTPOJb 32 MCIOJHEHHEM JOKYMEHTa, O MpeaoCTaBICHUU
uHpOpMaIMu 00 UCTIOJTHEHUH MTOPYYCHHUS OTBETCTBEHHOMY HUCITOJIHUTEIIO.

127. B cinyyae ecnu no 0ObeKTUBHBIM IPUYMHAM HCTIOJHEHUE MTOPYUYEHUS B
YCTaHOBJICHHBIN CPOK HEBO3MOKHO, OTBETCTBEHHBIN UCTIOTHUTENH HE MO3/IHEE YeM
3a 3 OHS 0 HWCTEUYCHHUS CpPOKa, OTBEJCHHOTO Ha WCIOJIHEHHUE TMOPYYCHUS,
npeacTaBisieT riaBe KaamHWHCKOTo paiioHa MPEAsIOKEHUs O MPOIJICHUU CPOKa C
yKa3aHWeM MPUYHH MPOJICHUS U MJIAaHUPYyEeMON ATl UCTIOTHEHUS TOpy4YeHHs (3a
UCKJIIOYCHHEM CPOYHBIX U ONEPATUBHBIX OPYUEHUH).
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CoHUCHOIHUTENH MOTYT TPEACTaBUTh OTBETCTBEHHOMY HWCIHOJHHUTEIIO
IPEJIOKEHHS] O TPOAJICHUU CPOKA UCTIOTHEHMSI MOPYUYCHUS C yKa3aHWEM MPUYUH
OpOJIEHUSI W TUTAHUPYEMOM [aThl HCIIOJHEHHUS HE TMO3JHee YeM 3a 3 AHS [0
UCTEUCHUS CPOKa MPEICTABICHUSI MPEAJIOKEHUH OTBETCTBEHHOMY UCIIOTHUTEITIO.

Ecnu cpok ucnosiHeHHs MOpyUYeHUs MPEBbIIIAET 2 Mecsla, TPEATIOKEHHS O
€ro MpOJJICHUU MPEICTABIAIOTCS B IMEPBOM IOJIOBUHE CPOKA, OTBEICHHOTO Ha
UCITOJIHEHHE TTOPYUYECHUSI.

CpoOK UCIIOJIHEHUSI CPOYHBIX M ONEPATUBHBIX MOPYUYCHUI HE MPOIJIEBACTCS.

B cnywae eciu HOpMATWBHBIM MPABOBOM aAKT WM PACIOPSAUATEIbHBIN
JOKYMEHT M0 KaKOW-IMOO NpUYMHE HE MOXKET OBbITh BBIIIOJIHEH B IIEJIOM B
YCTaHOBJICHHBIE CPOKH, TO JIOJDKHOCTHOE JIMI0, HA KOTOPOE BO3JI0KEH KOHTPOJb 32
BBIMIOJTHEHHEM JIOKYMEHTa, HAmpaBiseT Ha uUMs riaBbl KanMHUHCKOTO paiioHa
JIOKJIaTHYIO 3aMUCKY (CTpaBKy) C YKa3aHUEM IMPUYUH HEBBIOJIHEHUS TOKYMEHTA C
IPEJIOKEHHEM O HOBBIX CPOKaxX €ro MCHOJHEHHS WM HHBIC MPEIJIOKEHHUS 0
OpraHU3aIH UCTIOJIHEHUS TOKYMEHTA.

128. B cnyuyae eciv mopydeHHE HE HCIOJHEHO B YCTAaHOBJICHHBIA CPOK,
UCTIOTHUTENIb TMOPYYEHHS B TEYEHHE OIHOTO JHS C JaThl OKOHYAHMS CpOKa
OPEJCTaBIsIET JOJDKHOCTHOMY JIMIy, Ha KOTOPOTO BO3JIOKEH KOHTPOJb 3a
UCIIOJIHEHUEM JIaHHOTO TIOPYYEHHMsI, JUOO0 JOJKHOCTHOMY JIMIlY, JIaBIIEMY
nopyuyeHue, UHQOPMALIMIO O COCTOSHUM HCHIOJIHEHMsS MOPYYEHHUs, NPUYMHAX €ro
HEUCTIOJHEHHUsI C YKa3aHWEM COTPYIHUKOB, Ha KOTOPBIX OBUIO BO3JIOXKEHO
WCIIOJIHEHHUE TIOPYUCHHUS, ¥ O MPE/O0JIaraeMbIX K PUHATHIO WK MPUHATHIX MEpax
B OTHOILIEHUU COTPYAHUKOB, BUHOBHBIX B HEUCIIOJHEHUU TTOPYUCHHUS.

129. [JJomKHOCTHOE JHIIO, OTBETCTBEHHOE 3a KOHTPOJbh HCIOJHEHUS
nopydeHusi Ju0O0 SBISIONIEECS aBTOPOM MOpPYUYEHHs, BIpaBE HAMpPaBUTH TJIaBe
KanuauHCcKOro paifoHa TMpeanoKeHHe O NPHUBICYCHHH K IUCHUIUTMHAPHOU
OTBETCTBEHHOCTH OTBETCTBEHHOTO MCTIOJTHHUTEIIS.

130. B ciywae ecnu MCHOJTHEHHE MOPYYCHHUS HE BXOJIUT B KOMITETEHITHIO
UCTIOTHUTEIS, UCTIOTHUTENb JOJKEH MPEICTaBUTh JOJDKHOCTHOMY JIUILY, AaBIIEMY
NopydYeHue, MPeIoKEHUSI ¢ COOTBETCTBYIOIICH apryMeHTanueil 00 UCKII0YeHNUN
JTAHHOTO HCIIOJHUTENS M3 CIHCKAa HMCIOJHUTENeH WIM O Ha3HAYeHUU JIPYroro
WCIIOJIHUTEISL JAHHOTO TIOPYYCHUS.

131. PykoBoauTenu OTpAciIEBbIX OpPraHoOB, HAa KOTOpPHIC BO3JAraeTcs
UCIIOJTHEHUE TOPYUYEHHM, HECYT NEPCOHAIbHYIO OTBETCTBEHHOCTh 3a MCIIOJIHEHUE
MOPYYEHUN, Ka4eCTBO U CBOEBPEMEHHOCTH IpeacTaBiieHus ['naBe KainmHuHCKOTrO
paiioHa, 3aMECTHUTENSIM TJIaBbl aJIMHUHHUCTpAllMU WHOOpPMAIUU U MaTEPHAIOB IO
HCTIOJTHEHUIO TIOPYYCHUU.
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Paznen Xl
Opranu3zaiusi JOKyMEHTOB B JICJIONPOU3BOJICTBE

[Tonpasznen |
CocraBiieHUE HOMEHKIIATYPHI €T

132. Opranuzanusi JOKYMEHTOB B JIEJIONPOU3BOJICTBE MPEJCTABISAET COOOM
COBOKYMHOCTb  BHJIOB  pabOT, OOECHEUYMBAIOIIUX  COXPAaHHOCTh,  Y4eT,
CUCTEMATHU3AlIMIO0  JIOKYMEHTOB, (opmMupoBaHue u oQopMieHUE €1 B
JEJIONPOU3BOACTBE U UX IEepeayy Ha apXUBHOE XPAHEHUE B APXUBHBIM OTHEN
AIMUHHCTpAIMud B COOTBETCTBHM ¢  TpeOOBaHUSAMH, yCTAaHOBJIICHHBIMHU
rOCyJapCTBEHHBIMHM CTaHJIAPTAMU HA JIOKYMEHTBI, HOPMATUBHO-METOJINYECKUMU
nokymeHTamu @DenepanbHOrO0 apXUMBHOIO AareHTCTBA, a TAaKKe HACTOSIIEH
NHcTpykuuen.

OcHOBHBIMM ~ BHJaMH  pabOT,  O0OECHEUYUBAIOIIUMU  IPABUIIBHYIO
OpPraHu3alMi0 JOKYMEHTOB B JICJIONPOM3BOJICTBE, SABJSIOTCS  COCTABJICHUE
HOMEHKJIATyphl Jen, (opmupoBanue u odopmieHUEe Aed, OO0eCreueHusl HxX
COXPaHHOCTH, YUETa U NIEPEAAUH JI€JI B APXUBHBIA OTAEH AJAMUHUCTPALINH.

Homenknatypa  men  3akperuisier  kiaccudukanuio  (TpyIIIUPOBKY)
WCIIOJIHEHHBIX JOKYMEHTOB B Jiejia (DJEKTPOHHBIC JieNla), CHUCTEMAaTH3alhIi0 |
VMHJICKCALIMIO JI€J, CPOKM HX XPaHEHUS U SBISAETCS OCHOBHBIM YYETHBIM
JIOKYMEHTOM.

Homenknarypa nen sBIs€TCA OCHOBOM Ul COCTaBJICHUSI OIUCEM JIEII
MOCTOSTHHOTO, BpeMEHHBIX (CBBIIIE 10 JI€T) CPOKOB XpaHEHUS U MO JUYHOMY
COCTaBy, AKTOB O BBIJACICHUH K YHUYTOXCHHUIO JOKYMEHTOB C HCTEKIINMU
CpOKaMH XpaHEHHs, a Takke sl ydera Jedl BpeMmeHHbIXx (mo 10 jer
BKJIIOUUTENIHHO) CPOKOB XPAHECHUSI.

HomenxknaTtypa nen opraHu3anny COCTaBIISIETCS HA OCHOBE U3yYEHUSI COCTaBa
U COJIepXKaHUsI JOKYMEHTOB, OOpa3ylolUXCSd B JACSATEIbHOCTA OpTraHU3allvu,
BKJIFOYAsl TOKYMEHTBHI, TOCTYIAOIINAE U3 IPYTUX OPTaHU3aAIUH.

133. Ilpu coctaBieHUH HOMEHKIATYPHI €N CIeAyeT PYKOBOICTBOBATHCA
CTPYKTYpOW W INTATHBIM pacnucaHveM AJIMHUHUCTpanuu, l[lepeyHeM THUMOBBIX
YOPABJICHUYECKUX  apXMBHBIX  JOKYMEHTOB, OOpasyloImuxcs B  Ipollecce
JESATENPHOCTH TOCYJapCTBEHHBIX OPraHOB, OPraHOB MECTHOI'O CaMOYIIPABJICHUS U
OpraHu3alui, C YKa3aHHEM CpPOKOM XpaHeHus; [lepedyHeM TUIOBBIX apXUBHBIX
JIOKyMEHTOB, OOpa3yIOIIMXCA B HAYYHO-TEXHUYECKOM W TPOU3BOJCTBEHHOM
JESITEIbHOCTH OpraHu3aldii, ¢ YyKa3aHUEeM CpOKOB XxpaHeHus; I[lepeunem
JIOKYMEHTOB, OOpa3yIoIIUXCs B JEATECIIBHOCTH OPraHOB YyMIpPaBJICHHUS, BOMHCKHUX
yacter Boick 1'O, nmoapasgenenuit ['TIC, yupexaeHHMil OpraHW3alnii CUCTEMBI
MUC Poccun, ¢ ykKa3zaHHWEM CPOKOB XpaHEHHUs, HOMEHKIATypamu Jea 3a
MPEAIIECTBYIOIIME TOoabl, Hactosmen WuHcTtpykuuen. M3y4aroTcss TOKYMEHTHI,
oOpaszyromuecss B JEATCIBHOCTH AJMHUHUCTpAllMM, WX BHUJIBI, COCTaB U
COAEPKaHHWE, HA OCHOBAaHMM YEro B HOMEHKJIATYpy AE€J BHOCSATCS W3MEHEHUS U
JIOTTOJTHEHMUSL.
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134. ApxuBHBIM OTHEIOM B KOHIIE TEKYyIIEro Tofa COCTaBIAETCS
HOMEHKJIAaTypa esl AIMUHHUCTPALMHU HA CIEAYIOIIUN I'0Jl HA OCHOBE HOMEHKIATYyp
Jen oTpacieBbiX ((YyHKIMOHANIBHBIX) OpPraHOB AJAMUHUCTpalUMH (TIPUIOKEHHE
23).

HoMmenknaTtypa paen cocTaBisieTcss M MOAIMCBIBAETCS  3aBEAYIOIIUM
apXMBHBIM  OTHEJIIOM  AJIMUHUCTpPAlMU, COIJVIACOBBIBAETCA C  IOCTOSIHHO
JEeUCTBYIOIEH HJKCIepTHOM KoMmuccuen (manee — OK) AnMuHUCTpanuu, C
AKCIIEPTHO-TIPOBEpOoUHOil Komuccuen (nmaimee — OIIK) npu MunucrepcTse
KyJbTyphl TBepckoil oOmactu u yTBepkaaercs I'nmapoit KammHuHCckoro pariona.
Homenknatypa nen cornacossiBaeTca ¢ JIIK He pexe omHoro paza B 5 ner. B
ciydae W3MEHEHUsS (DYHKIIMH B CTPYKTYpbl AJIMHHHCTPAIlMA HOMEHKIIATypa e
nomyexuT corjgacoBanuto ¢ OIIK mpu MuHucrepctBe KyabTypbl TBepckoi
00J1acTy A0 UCTEUEHUS S-TH JIETHETO CPOKa.

[Tocne yTBepxkaeHUS HOMEHKJIATYpPHI €Nl oTpacieBble ((PYHKIIMOHAIBHBIC)
OpraHbl MOJY4YalOT BBIITUCKU U3 COOTBETCTBYIOUIUX Pa3JEiOB JJIsI UCIOJIb30BAHUS
B pabore.

Homenkmatypa gem medaraetcss B 3-X  9Kk3emiuiipax. llepBwiid
YTBEPKIEHHBIA  JK3EMIUISIP HOMEHKJIATypbl JIeNl  SIBISIETCA  JOKYMEHTOM
MIOCTOSTHHOTO CPOKa XPaHEHHsS W BKIIOYAETCA B HOMEHKIATYpy el B pasiel
«ApxuBHBIN oTHeM». BTOpOI HCTOIB3yeTCS AITUM OTZIEJIOM B KayecTBe pabodero.
Tperuit nocne ytBepxaeHus OIIK npu MunucrepctBe KynbTypbl TBepckoii
o0nacTu mepenaeTcs B HabmomarensHoe neino «AamuHuctpanuu KainHuHCKOro
MyHUIIUNIATBHOTO  paiioHa TBepckoil  oOmacT» B apXUMBHOM  OTJEIE
AJIMUHHCTpaLUH.

135. Homenkmnarypa e7 B KOHIIE KaXI0TO ToJia yTOUHIETCS, YTBEP)KIaeTCs
M BBOIUTCS B JelcTBUE ¢ 1 sHBaps CHEAYIOWIETO KaJEHJIApHOrO Troja.
VYTBepkIaeTcss HOMEHKIATypa A€l HE IMO3JHee, 4eM 3a 1 Mecsau 0 Havaia
CJIIEAYIOLIETO AEJIONPOU3BOACTBEHHOIO TOA.

136. Ha3Banusmu pa3aesioB HOMEHKIIATYPBI JeT AAMUHUCTPAIIAH SBIISIOTCS
Ha3BaHUs OTPacieBbIX ((PYHKIMOHAIBHBIX) OPTraHOB.

B HOMeHKnaTypy JAen BKJIIOYAIOTCS 3arojiOBKH JEJ, OTpaXkalolllue BCE
JIOKyMEHTUPYEMBbIE YYaCTKU Pad0Thl AJMUHUCTPAIINH.

B HOMEHKIIaTypy Jie]1 HE BKIIOYAIOTCS IEPUOANIYECKUE U3TaHNUS.

137. HomenkmnaTtypa ei1 AIMUHUCTPAIIMU COCTABISIETCS MO YCTaHOBJIEHHOM
dopme (mpunoxenue 23).

138. B rpade 1 HOMEHKIATYpHI JIe] MPOCTABIISIIOTCS MHACKCHI KaXKIOTO JIena,
BKJIIOYEHHOTO B HOMEHKJIATypy. MHAEKC Nena COCTOUT M3 MOPSAKOBOIO HOMEpa
CTPYKTYpPHOTO TMOJpa3JE/ICHUs] W MOPSAAKOBOrO HOMEpPA 3arojioBKa Jejia 1o
HOMEHKJIAType B TNpeAenax CTPYKTypHOro mnojpasnaeiiceHus. WHAekcbl nen
o0o3HavaroTcst apadckumu 1uudpamu. Hampumep: 12-05, rme 12 - kon
CTPYKTYypHOro mnonpasaeineHus, 05 - NopsAKOBBIM HOMEp 3arojioBKa Jeja B
paszaeiie HOMEHKJIATYPbI JE.

B HOMeHKnaType /el peKOMEHIYETCSl COXPaHATh OJIMHAKOBBIE WUHIEKCHI IS
OJHOPOJHBIX JIel B TpeAenax pa3HbIX CTPYKTYPHBIX MOJpa3AeICHUM; IS
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MEePEXOASAIINX T UHIEKC COXPAHSIETCS.

139. B rpady 2 HOMEHKIATYphl AEJ BKIIOYAIOTCS 3arojOBKU el (TOMOB,
yacTteit).

3aroyioBoK Jena 4eTKo, B 0000IeHHOW ¢opMe OTpakaeT OCHOBHOE
COJIEp)KaHUE M COCTaB IOKyMEHTOB JIeTia.

Ecnmu neno, BKiOuaeMoe B HOMEHKJIATYpPY €N, COCTOUT U3 OIMHAKOBBIX
BUJIOB WJTM Pa3HOBHIHOCTEH JOKYMEHTOB, B 3ar0JIOBKE TaKOTO Jiela YKa3bIBaeTCs
HAaMMEHOBAaHHE BUJIOB JOKyMEHTOB.

Harmpumep:

ITocTranoBienus riiasel KaamHUHCKOTO panioHa.

He pexomenayercs ynoTpeOyisiTb B 3arojIOBKE JieJa HEKOHKPETHBIE
bopMyIHPOBKU («pa3Hble MaTepHUANIbl», «OOIIas MEpPEemnucKa» W JIp.), a TakkKe
BBOJIHBIE CJIOBA U CIIOKHBIE 0OOPOTHI.

3arojoBOK Jiela COCTOMUT M3 3JEMEHTOB, PAaCIOJIaraéMbIX B CIEAYIOLIEH
MOCJIEIOBAaTENbHOCTA: Ha3BaHHME BUAA Jena (mepenucka, XypHal U Ap.) WIH
Pa3HOBHUJIHOCTH  JOKyYMEHTOB (IIPOTOKOJIBI, TIpUKa3bl M Jp.); Ha3BaHUE
CTPYKTYpPHOTO TO/Ipa3fiefieHus (aBTOp JOKYMEHTA); Ha3BaHWE OpraHHU3alluy,
KOTOpOH OyayT aJapecoBaHbl WM OT KOTOPOM OYIyT MOJYYEHBI JTOKYMEHTHI
(ampecaT WM KOPPECMOHACHT JOKYMEHTA); KpaTKOe COJEep)KaHHE JOKYMEHTOB
Jiena; Ha3BaHME MECTHOCTH (TEPPUTOPUH), C KOTOPOM CBS3aHO COJEp>KaHUE
JIOKyMEHTOB JieJia; Aata (epuo), K KOTOPO OTHOCATCS TOKYMEHTHI Jiefa.

B 3aronoBkax nen, coaepxamux JAOKYMEHTBI MO OJIHOMY BOIIPOCY, HO HeE
CBSI3aHHBIX IMOCJEAOBATEILHOCTHIO HUCIIOJHEHHUS, B KadecTBE BHUJA Jefa
yIoTpeOJIIeTCsT TEPMHUH <«JIOKYMEHThI», a B KOHIIE 3arojloBka B CKOOKax
YKa3bIBAIOTCS OCHOBHBIE PAa3HOBUJIHOCTU JIOKYMEHTOB, KOTOPBIC MOJKHBI OBIThH
CTpYIIUPOBAHBI B Jiefie (0030pbl, CBOJKH, CIIPABKH U T.1I.).

Hanpumep:

JIOKyMEHTBI O pPacCMOTPEHUH oOpalieHuid TpaxkaaH (0030pbl, CBOJKH,
AHAJIUTUYECKHUE CIIPABKH).

B 3arosoBkax gen, coaepXkKamux IMEPENUCKy, YKa3blBaeTCs, ¢ KEM U II0
KaKOMY BOIIPOCY OHa BEIETCH.

B 3arosoBkax  gen, coiepXKamuMxX ~— MEPENUCKY € OAHOPOIHBIMU
KOPpPECIIOHJIEHTaMH, TIOCJEIHNE HE YKa3blBalOTCS, a YyKa3blBaeTcsi MX oOlee
BUJI0BOE Ha3BaHUE.

Hanpumep:

HepCHI/ICKa C yHnpasBJISIOIMMUMH KOMIIaHHUAMU 00 OTKPBITHU OTOIIMTCIILHOI'O
CC30Ha.
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B 3aronoBkax pmen, comepKamux ~IEPENUCKYy € PasHOPOIAHBIMU
KOPPECIIOHAEHTAaMU, IIOCIECAHUE HE IIEPEUUCTISAIOTCA.
Hanpumep:

HCpCHHCKa 00 opraHu3anii CCMHHApPOB U COBCHIaHI/Iﬁ 10 BOIIpOCaM
ACIOIIPONU3BOACTBA.

B 3aronoBke gena ykas3plBaeTCd KOHKPETHBIM KOPPECHOHAEHT, €CIU
MEPEINCKA BEIETCS TOJBKO C HUM.
Harmpumep:

[lepermcka c¢ IlpaButenbctBoM TBepckoir 00IacTM O MPEIOCTABICHUU
cyocuamii.

[Ipu o0Oo3HaueHUU B 3aroJioBKax el aJIMUHUCTPATUBHO-TEPPUTOPHUATHHBIX
€IUHUL] YYUTHIBACTCS CIEAYIOLIEE: €CIIM CONEPKAHHE JIENIa KAcAETCS HECKOJIBKHUX
OJIHOPOJIHBIX aIMUHUCTPATUBHO-TEPPUTOPHUAIBHBIX €AUHULI, B 3arOJIOBKE JI€Tia HE
YKa3bIBAIOTCA MX KOHKPETHBIE HA3BaHUS, a YyKa3bIBaeTCs WX OOIIee BHUIOBOE
Ha3BaHUE.

Hanpuwmep:

ITepenucka ¢ riaaBaMuy aJIMUHUCTPAIMNA TTOCEJIEHUM O pEMOHTE JOPOT.
Ecin coJiepKaHue nena KacaeTcs OJTHOM aJMUHUCTPATUBHO-

TEPPUTOPUAIBHOM  €IMHULBI (HACEJIEHHOro MyHKTa), €€ (ero) Ha3BaHUE
yKa3bIBa€TCs B 3aT0JIOBKE JIeJa.

Hanpumep:

[lepenucka ¢ OAO «MupoTeKC HWurtepner Tpact» (r. Boponex) 00
YCTAaHOBJIEHUH, OOCIYKMBAaHUU MPOTpamMM 3aIIMILEHHOTO AJIIEKTPOHHOTO
JIOKyMEHTO000pOTA.

B 3aronoBkax jgen, copepiKaliux IUIAHOBYIO WJIM OTYETHYIO JIOKYMEHTAIUIO,
yKa3bpIBaeTCs Mepuo/1 (KBapTall, roj1) Ha(3a) KOTOPBIA COCTaBJICHBI TTAHBI(OTYCTHI).
Hanpuwmep:

I'ogoBeie oTyeTsl OTaena mo 00ecneYeHno e TEIBbHOCTH aIMUHUCTPAIIUN O
paboTe aBTOTpaHCHOPTA.

Ecim pgemo Oyaer coCTOSATh W3 HECKOJBKHX TOMOB WM YacTeH, TO
COCTaBJIsIeTCSl OOIIMM  3arojoBOK Jejla, a 3areM [Opu  HEoOXOAUMOCTH
COCTaBJISIFOTCSL 3ar0JIOBKM KaXJIOro Toma (YacTH), YTOYHSIONIUME COJIep KaHHe
3aroJIoBKa Jea.
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[Topsimok pacronoKeHusi 3arojOBKOB JieJl BHYTPU Pa3liesioB U MOAPa3eioB
HOMEHKJIATypbl  JIeNl  ONpENENseTCS  CTENEHBIO  BAXKHOCTU  JOKYMEHTOB,
COCTaBIIIONIMX JIeJIa, U UX B3aUMOCBSI3bl0. BHayane pacmosiaratoTcsi 3arojioBKU
JIeJ1, COJIEpKAIIUX OPraHU3alMOHHO-PACTIOPSIAUTENBHYIO JOKYMEHTAIIUIO.

3aroyioBKH JieJ MOTYT YTOUHSTHCS B mpoliecce GopMupoBanust 1 opopMiIeHUs
Jen.

140. I'pada 3 «KonuvecTBO Jem» 3amoaHSAETCS IO OKOHYAHUM KaJIEHIapHOTO
roja. [lo qocTukeHUu JeoM, BKIIFOUAIOIIUM JTIOKYMEHTHI BpeMeHHBIX (cBbiie 10
JIET) ¥ MOCTOSIHHOTO CPOKOB XpaHeHus, o0bemMa B 250 TUCTOB, TOM 3aKpbIBACTCS U
OTKpbIBaeTCs HOBBIM TOM. B rpade 3 HOMEHKIATyphl A€l MOCIEAOBATEIHHO
YKa3bIBAIOTCSA HOMEpPA TOMOB U KpailHUE JaThl TOKYMEHTOB KaXKI0T0 TOMA:

T.1. 11.01.2017 -
30.06.2017

141. B rpade 4 «Cpok xpaneHus u No ctaTedl Mo MEPEUYHIO» YKa3bIBACTCS
CPOK XpaHEHHs Jejia, HoMepa CTaTeld Mo MEepeyHio, a MPU ero OTCYTCTBUHU - TI0
TANIOBOW WJIM IPUMEPHOM HOMEHKIATYpE JEN WM  COTJIACOBAHHBIM €
MuHucTepcTBOM KyJIbTYphl TBEpCKOW 00JIaCTH CPOK XPaHEHHUS.

142. B rpade 5 «llpumeuyanue» yKa3bIBalOTCS Ha3BaHUS MepeyHEH
JIOKyMEHTOB, HCIIOJIb30BAHHBIX TIPU OINPEJCICHUH CPOKOB XpaHEHUs e,
IPOCTABJISIIOTCS. OTMETKHU O 3aBEACHUU /e (B TOM YHCIIE B AJIIEKTPOHHOM BHJE), O
nepexoAsnmx aenax (Hanpumep, nepexoxsiiee ¢ 2021 r.), o BBIACICHUH JIeT K
YHUYTOXEHUIO0, O JINIIaX, OTBETCTBEHHBIX 32 OPMUPOBAHUE /eI, O Tepeade Jell B
JPyTroi OpraH UCIIOJHUTEIBHOM BIACTH AJISl IPOAOKEHHUS U JIp.

143. VYTouHeHHsT B 3aroJIOBKM J€J M HOBBIE 3arojOBKH [I€JI, HE
NPEeIyCMOTPEHHBIE  YTBEP)KIEHHOW  HOMEHKIATypoW  Jel, BHOCSTCS B
COOTBETCTBYIOIIIME pa3/ielbl HOMEHKIATYpPhI JIel1 CTPYKTYPHBIX MOApa3/ICICHUN.
HoBbie 3arofioBKM €N BKIIOYAIOTCS B MPEAYCMOTPEHHBIC IJIsi ATOTO Pe3epBHBIC
HOMeEpa.

[To 3aBeprieHnn roAa AaHHbIE 00 M3MEHEHUSX U JOTOJHEHUSAX, BHECEHHBIX B
pazJienbl HOMEHKJIATYPHBI JeJI CTPYKTYPHBIX MOIPa3eIeHH, BMECTE€ C UTOTOBBIMU
3aMHUCSIMU O KATETOPUSIX M KOJMYECTBE JEJ, 3aBEJACHHBIX B CTPYKTypPHOM
MojApa3iefiecHud B TEUEHHE TOJa, TMepelaloTcs B apXWUBHBIM  OTHEN
AJIMUHHCTpAaIUH.

144, ApxuBHBIM OTHEIOM AJMHHHCTpPAllMMd HA OCHOBE TOJYYECHHBIX W3
CTPYKTYPHBIX TOApA3/ICIEHUNA JaHHBIX 00 W3MEHEHUSX U JOMOJHEHUSX,
BHECEHHBIX B pas3felibl HOMEHKJIATypbl [Ied, TOTOBHUTCS JOIMOJHEHHE K
HOMEHKJIaType Jell, B KOTOPOM IOCJIEI0BATeIbHO B COOTBETCTBHM C pa3iciiaMu
HOMEHKJIATypbl T YKa3bIBAIOTCS 3arojiOBKH [e, He MPeayCMOTPEHHBIE
YTBEPKIACHHBIM dK3EMITIIPOM HOMEHKIIATYPHI JIET.

JlomoiHeHWe K YTBEP)KIACHHOW HOMEHKJIAType JeJd  IMOAMHUCHIBACTCS
3aBENIyIONIMM apXWBHBIM OTAECIOM AJIMHUHUCTPAllUd W BMECT€ C HWTOTOBOM
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3aIIUCBbI0 O KAaTCTOPUAX MU KOJUYCCTBC [CJI, 3aBCACHHLIX B AI[MI/IHI/ICTpaLII/II/I B
TCUCHUC 1T0J4a, HpI/IO6HIaeTC$I K YTBCPIKACHHOMY 3K3CMILJIAAPY HOMCHKIIATYPBI JCII.

[Tonpaznen Il
dopmupoBaHue e

145. ®opmupoBaHue J1e] — TPYNIUPOBKA UCIIOJHEHHBIX JOKYMEHTOB B JieJia
B COOTBETCTBUM C HOMEHKJIATypOW €1 M CUCTEMAaTHU3allisl JOKYMEHTOB BHYTPH
nena.

Hena popMupyroTcsi, Kak MpaBUilo, B CTPYKTYPHBIX MOJIpa3IeICHUIX.

HNcnonHeHHble JOKYMEHTHl JOJDKHBI B 3-IHEBHBIM CpPOK CHABaThCA
OTBETCTBEHHBIM 3a BEJICHUE JIETOMPOU3BOJCTBA B CTPYKTYPHBIX MOAPA3IEICHUIX
st opMHUpOBaHUS WX B jaena. Homep nema, B KOTOpoe JOKEH OBITH MOIIINAT
JIOKYMEHT, OIpeJeNsieT PYKOBOJAUTENb CTPYKTYPHOTO TOJAPA3ACICHUS WU
WCIIOJTHUTEIb B COOTBETCTBUU C HOMEHKJIATYpO# Ael.

146. KonTtposb 3a NpaBUIBHBIM (HOPMHUPOBAHHEM JCNI OCYIICCTBIIACTCS
PYKOBOJICTBOM.

147. Ilpu bopmupoBanuu Je HEOOXOAUMO COOIIOAThH CIEAYIOIINE 00IIHe
MpaBUIIA:

a) TIOMEIaTh B JIEJIO TOJIBKO MCIOJIHEHHBIE JOKYMEHTBI, B COOTBETCTBHUH C
3aroJ0BKAMU JEJ 10 HOMEHKIAaTYypE;

0) moMemaTh BMECTE BCE JIOKYMEHTBI, OTHOCSIIMECS K Pa3pEHICHUIO OJTHOTO
BOIIPOCA;

B) ITIOMEIATh MPUJIOKEHUS BMECTE C OCHOBHBIMU JIOKYMEHTaMU;

r) TpynnupoBaTh B €0 JOKYMEHThl OJHOTO KaJICHAApHOrO Troja, 3a
UCKJIFOYEHUEM TEePEeXOAAIIUX e

1) pa3lelbHO TPYyNIUpOBaTh B JieJla JOKYMEHThI TOCTOSSHHOTO U
BPEMEHHOTO CPOKOB XpaHEHUS;

€) BKJIFOYATh B JIEJI0 10 OJHOMY 3K3EMIUISIPY KaXJA0T0 JOKYMEHTA;

¢) momeniaTh B JieJia KCEpOoKonuu (hakcorpamm, Tejaerpamm, TeiaedhoHorpamMm
Ha OOIIMX OCHOBAHMSIX

) MOMeNaTh B JIeJ0 JOKYMEHT, MPAaBWJIBHO M MOJHOCTHIO 0(OPMIICHHBIN
(IOKYMEHTBHI IOJKEH UMETh JIaTy, MOMUCH U Ip. PEKBU3UTHI);

J) B JIeNI0 HE JOJDKHBI MOMEMIAThCs JOKYMEHTHI, MOJUIeKaIlue BO3BpaTy,
JIMIITHUE SK3EMILTSPBI, YSPHOBUKH (32 UCKIIFOUEHUEM 0CO00 IIEHHBIX);

€) o o0beMy JeNI0 He JIOJDKHO TMpeBbImath 250 JTUCTOB, IPHU TOJIIUHE HE
oosmee 4 cMm (ToNIIMHA JE CO CpokaMu XpaHeHus 10 10 jer He JomKHa
npeBbimath 10 cm). Ilpu npeBblllieHUH TaHHOTO 00beMa 3aBOAUTCS BTOPOM TOM.
[Ipn Hamuuuu B JeJie HECKOJIbKMX TOMOB (4YacTei) MHJEKC W 3arojioBOK Jielia
MPOCTABIIAIOTCS Ha KaxaoM ToMe ¢ gobaBieHueM «T. 1», «T. 2» u 1.1.

148. JlokyMeHTbl BHYTpU Ji€Jla PACIOIaraloTCsd B XPOHOJIOTHYECKOM,
BOIIPOCHO-JIOTHYECKOMN MOCIE0BATEILHOCTH UM UX COUYCTAHUH.

PacnopsnurenbHble JIOKYMEHTHl TPYNIUPYIOTCS B Je€jda O BUIAM H
XPOHOJIOTHH C OTHOCSAIIUMUCS K HUM IIPUIOKEHUSIMU.
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B otnenbHBIC €A M0 XPOHOJIOTHH, B 3aBUCUMOCTH OT BHJA, (HOPMUPYIOTCS
noanMHHUKH [locTanoBneHuil u PacnopsixeHnid.

PacniopsikeHust 110 OCHOBHOM AEATEIBHOCTH TPYNITUPYIOTCA OTIEIBHO OT
pPacCoOpsKEHUM MO JIMYHOMY COCTaBY M PACHOPSDKEHHM O MPEIOCTABICHUU
OTILYCKOB.

Bce n10KyMeHTBI OTYETHOTO ¥ MH(POPMAIMOHHOTO XapaKTepa, HalpuMep, 1o
ucnonHeHuro aktoB IIpesummenrta Poccuiickonn ®@enepauuu wiu [IpaBurenscrBa
Poccuiickonn  @enepaunu, HaXOAIIMECS HA KOHTPOJIE, MOAUIABAKOTCA B
3aBEJICHHBIC HAa 3TU JOKYMEHTHI Jena. Eciu Ha TOKYMEHT JeN0 He 3aBOJUIIOCH, TO
OTYETHBIE JTOKYMEHTBI IOJUIIMBAIOTCA B JAEJNO MEPENHUCKHA IOCTOSHHOTO CpOKa
XpaHEeHUs 3a TEKYILLUN TOJ.

JIOKYyMEHTBI KOJUIETHAJIBHBIX OPraHOB TPYIIHUPYIOTCS B OJHO JENO:
MIPOTOKOJIBI 3aCEJaHUIN KOJJIETUH U IOKYMEHTBI K HAM.

YcraBbl, MONOXKEHUS, UHCTPYKIUU, YTBEPKICHHBIE PACHOPAIUTEILHBIMU
JOKYMEHTAMHU, SIBISIOTCS TPUIOKECHHSIMH K HUM W TPYNIHUPYIOTCA BMECTE C
YKa3aHHBIMH IOKyMEHTaMHU.

[IpoTOKOJIBI W JOKYMEHTBI K HHUM, CIrPYNIUPOBAHHBIE B JI€Ia,
pacnoararoTcsi B XpOHOJIOTHYECKOM MOPSIAKE [0 HOMEPAM.

YTBEpKICHHBIE TUIAHBI, OTYETHI, CMETHI, JJUMUTHI, TUTYJbHbIC CIIUCKH M
JIpyTUe JOKYMEHTBI TPYIIUPYOTCS OTAECIBHO OT IIPOEKTOB.

JIOKYMEHTBHI B JINUHBIX JI€JIaX PACIIOJIAratoTCs 10 MEPE UX MOCTYILICHUS.

B coorBerctBuun ¢ VYkazom Ilpesunenta Poccuiickonn ®enepauuu
ot 30.05.2005 Ne 609 «O6 ytBepxkaeHun [lonoxeHuss 0 MepCOHAIBHBIX JTaHHBIX
roCyAapCTBEHHOIO TPAXKAAHCKOTOo ciryxaiiero Poccuiickon denepannu u BeAeHUA
€ro JMYHOIO JeJia» JIMYHBIE JeJla MYHHIUIIAIBHBIX CIyXKallUX, YBOJICHHBIX C
MYHULIMIAIBHON CIY>XOBbI, XpaHATCS OTACJIOM OpPraHU3allMOHHOW W KaJpOBOMH
paboThI AnvuaucTparun B TedeHne 50 €T co OHA YBOJBHEHHS C
MYHUIUTIATBHOM CITYKOBI.

JluieBble cueTa rpynnupyroTcss B CaMOCTOATENbHBIE €A U PaCIOIaratoTCs
B HUX 10 ai¢aBuUTy haMUIIUA.

[lepenucka rpynnupyercs, Kak MpaBuiio, 3a MEPUOJ KaJECHIAPHOTO roja U
CUCTEMAaTU3UpPyETCsI B XPOHOJIOTMYECKOW  MOcCienoBaTelbHOCTH.  Ilpm
BO30OOHOBJICHHM TIEPEMUCKH 10 OINPEACICHHOMY BOMPOCY, HaYaBIIeCcs B
MPEIBIAYIIEM TOly, JOKYMEHTBI BKIIOUAKTCS B JIE€JI0 TEKYILETO rofa ¢ yKa3aHueM
MHJIEKCA Jiesia IPEABIAYIIETO roja.

Jlena cyuTarOTCs 3aBEACHHBIMM C MOMEHTA BKIIOYEHUS B HHUX IEPBOTO
UCIIOJTHEHHOTO JoKkyMeHTa. [loce ucnosHeHus: JOKYMEHTOB U OKOHYAHUS PadOThI
C HUMHU OHHU TIOMemArTCs (TMOAIMIMBAIOTCS) MJid oOecreueHuss (PU3NIECKOn
COXPAHHOCTHU B TBEP/bIC O0JIOKKHU WU MANKU-PETUCTPATOPHI.
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[Tonpaznen I
[IpaBua opopmiieHus e U TOATOTOBKH €T
K Mepe/laue Ha apXUBHOE XpaHEHUE

149. Jlena AnMHUHUCTpaIMK TOAJIeKAT OPOPMIICHHUIO TIPH WX 3aBEICHUHU U
no 3aeepuieHud roga. OdopmileHHe nena - TMOJArOTOBKAa Jela K XpaHEHHUIO.
OdopmiieHne nena BKJIOYAeT B ceOsi KOMIUIEKC padoOT IO ONUCAHUIO Jiefla Ha
00JIO’)KKe, OpOLIIOPOBKE, HYMEpallUd JHUCTOB U COCTABJICHHUIO 3aBEPUTEIHLHOM
Hagnucu. OdopmiieHne J1eN OCYIIECTBISIETCS COTPYIHUKAMHU COOTBETCTBYIOIIMX
oTpacieBbiX ((PYHKIIMOHAJIBHBIX) OPraHOB, B BEJACHUHM KOTOPBIX HAXOIUTCS
3aBeJieHuEe U (POpMHUpPOBAHUE JI€], MO KOHTPOJIEM U MPHU METOAUYECKON MOMOIIU
(Mo HEOOXOAMMOCTH) COTPYAHUKAMH APXUBHOTO OT/IEa aIMUHUCTPAIUH.

150. B 3aBUCHMMOCTHM OT CpPOKOB XpaHEHHsI MPOBOJIUTCS TOJHOE WU
yacTuuHoe odopmieHue aen. llomHomy odopmileHHIO MOJUIeKaT — Jena
MMOCTOSTHHOTO XpaHEHHsI U BpeMeHHOro (cBbime 10 jeT) cpoka XpaHEHHS, B TOM
yucIie Jiea o JM4HoMY coctaBy. [TosiHoe opopmienue aena nperycMaTpuBaeT:

a) odopmieHHE PEKBU3UTOB OOJIOKKHA Jeia MO YCTAaHOBJIEHHOW (opme
(mpunokenue 24);

0) HyMepalio JUCTOB B JIETIE;

B) COCTaBJICHHE JIMNCTa 3aBEPUTEIIA Aeia (Mpuiioxenue 25);

I') COCTABJICHHE B HEOOXOJUMBIX CIIydasX BHYTPEHHEH OMUCH JOKYMEHTOB
nena (nmpuiaoxenue 26);

1) OJIIINBKY U TIEPEIUIET Jea;

€) BHECEHHE HEOOXOAMMBIX YTOUYHEHUN B PEKBU3UTHI OOJIOKKH Jea.

151. O6n0xKa (TUTYJbHBIN JIUCT) J€ja MOCTOSTHHOTO, BpeMeHHOTO (cBbIie 10
JIET) XpaHEHUs U MO JUYHOMY cOCTaBy OodopMIIsieTcs MO YCTaHOBJIEHHOU (opme.
Hannucu Ha 06510KKax /e (TOMOB) CJI€Ay€eT BBIMOJHATH YEPHUIIAMH, pa300pUHMBO,
0e3 cokpamenuii. Ecnmu Ha 00JI0)KKY HakJe€MBaeTCd TUTYJIbHBIM JIKCT,
W3TOTOBJICHHBIN TUMIOTPAadCKUM CIIOCOOOM, TO HAMUCH Ha HEM MOXHO TEYaTaTh.
TUTYyNBHBIM JIMCT PEKOMEHIYETCS HAKJIEWBATh C HAKIAAKOW KJE€si Ha BCIO
MOBEPXHOCTH JIUCTA C TEM, YTOOBI IO HUM HE 00Pa30BBIBAIIOCH MYCTOT.

152. Ha o0noxke [ena yKa3plBAlOTCA PEKBU3UTHI: HAWMMEHOBAHHE
Anvunuctpamuu  (hoHg000pa3oBaTeNsi) W CTPYKTYPHOTO — TMOApA3CIICHUs,
JIEIOTIPOU3BOICTBEHHBIN HOMED (MHIEKC) Jea, 3aroJIOBOK Jieja; JaTa jena (ToMa,
YaCcTH); KOJIMYECTBO JINCTOB B JIEJI€; CPOK XPAHECHHUSI JIeTa.

153. PexBu3UTHI, MpOCTaBIsieMble Ha OO0JIOKKE (TUTYJIRHOM JIMCTE) Jena,
0(OPMIISIFOTCSI CJIETYIOIINM 00pa3oM:

a) HaWMEHOBaHWC AJIMHHHCTPAllMd  YKa3bIBAaeTCSA  IOJTHOCTBIO, B
UMEHUTEIILHOM TaJekKe, ¢ yKa3aHueM O(QUIMaIbHO MPUHSATOTO COKPAIICHHOTO
HAaUMEHOBAHMUS, KOTOPOE YKa3bIBaeTCSA B CKOOKaX IMOCIE MOJHOTO HAMMEHOBAHUSI.
B ciydasx, korja B Te4eHHE T0Ja, 32 KOTOPBIM TOTOBATCS Jea, AJMUHUCTPAIUS
ObLIa MeperMeHoBaHa (Mpeodpa3oBaHa) U ATO HE BBI3BAJIO0 BOBHUKHOBEHHSI HOBOTO
dbonmo00pazoBarens, MOA CTAPhIM €r0 HAWMEHOBAHWEM IHIIETCS W HOBOE
HAaWMEHOBAHUE;
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0) HaMMEHOBaHUE OTPACIECBOrO ((PYHKIIMOHAIBHOTO) OpPTaHa: 3alHMCHIBACTCS
€ro HAa3BAHUE B COOTBETCTBUM C YTBEPXKICHHOM CTpyKTypou. HammeHoBaHue
OTPAacJ€BOT0 OpraHa HE 3aluChIBACTCA Ha JiejlaX, B KOTOPBIE IOJIINTHI
MOCTAHOBJICHHUSI, PACTIOPSKEHUS] A IMUHUCTPALINH;

B) JICJIONPOU3BOICTBEHHBI HOMEp (MHJIEKC) Jieya: mpocTaBisieTcs nudpoBoe
o0o3HaueHue (MHIEKC) Jeja MO HOMEHKJIAType e, €CIM JIeN0 COCTOUT U3
HECKOJIBKHX TOMOB, TO Ha 00JI0KKE IEPBOro TOMa YKa3bIBAETCS KOJIUYECTBO TOMOB
ATOTO JIE€NIa, & Ha MOCIEIYIOIMHNX TOMaX - HOMEpP OYEPEAHOTO TOMAa, Ha MOCIEAHEM
TOME TI0CJIE €ro HoMepa 00ABIISIETCS CIIOBO «IIOCEIHUI;

I') 3arojloBOK (HAaMMEHOBaHHWE) Jeia TMEPEHOCUTCS U3 HOMEHKJIATYphI e,
COTVIACOBAHHOM C JKCIEPTHO-IIPOBEPOYHON KOMHMCCHEN TIpu MUHHCTEPCTBE
KyJIbTypbl TBepckoil obmacTu (B HEOOXOAMMBIX CIIydasX B 3arOJIOBOK BHOCSITCS
YTOYHEHUS: HOMEpPA TIPUKA30B, TIPOTOKOJIOB M Jp.). 3ar0JIOBOK Jieia TOJDKEH OBITh
KpPAaTKUM M B TO K€ BpEMSs IOJHO PAaCKpbIBATh COJIEP)KAHUE MOJIMIUTHIX B JIEJIO
JIOKYMEHTOB. B 3arojioBke yKa3bIBarOTCSI BUJIbI UMEIOUIUXCS B J€€ JOKYMEHTOB,
MX aBTOP W MO KaKOMY OHHM BOIpocy. Eciii HauMEeHOBaHHE JIeJla HE PaCKpPbIBACT
CoJIep>KaHKe MOJIIUTHIX B HEM JOKyMeHTOB («Pa3nas mepenuckay, «llepenucka
1o OOIIMM BOIpPOCam» U T.II.), COCTABJISIETCS HOBO€ HAMMEHOBAHUE, OTPAXKAIOIIEEe
coJiep>KaHue MOIIUTHIX B JIeJie JJOKYMEHTOB, U O0JIOXKKa Jieia nepeoPopMIsieTcs.
Ecnu neny Henw3s gaTh ofgHO oOIIee KpaTKO€ HAMMEHOBAHUE, TO 3arojIOBOK
COCTaBJISIETCSI IyTEM OOOOIIEHUSI CXOJHBIX JOKYMEHTOB WJIM TEPEUUCICHUS
HanOoJIee BaXKHBIX;

1) JaTta Jena: yKa3blBalOTCA TOA(bl) 3aBEJCHUS W OKOHYAHMS Jena B
JIEIIOITPOU3BOJICTBE. JlaToi Jied, coaepKaIlux pacnopsIANTENbHY IO
JIOKYMEHTAIIUIO, a TaKXKe IS JIeJI, COCTOSAIIMUX U3 HECKOJBKUX TOMOB (4YacTei),
SABJISIIOTCSL KpallHUE JaThl JOKYMEHTOB Jeia, T.€. JaThl (YKMCJIO, MECSIl, TOJM)
peructpanuu (COCTaBJICHUSI) CaMOTO PAHHEro0 M CaMoro MO3JHEro JOKYMEHTOB,
BKJIIOUEHHBIX B jeno. [Ipu 3Tom uuncio (aBymst mudpamu) v roa 0003HAYAOTCS
apabckumu 1udpaMu, Ha3BaHHE Mecslla MUIIETCS cioBamMu. Eciu B jeno
BKJIFOUEHBI IOKYMEHTHI (TIPUJIOKEHHUSI U T.11.), 1aThl KOTOPHIX BBIXOASAT 3a KpaiiHue
JaThI Jiea, TO MOJ JaTaMu Jejia, C HOBOM CTPOUYKH JejaeTcsl 00 3TOM 3anuch: «B
Jieie UMEIOTCSl JOKYMEHTHI 3a ... Ton(bl)». JlaThl Jena MoryT He yKas3bIBaThCsl Ha
OOJIOKKE JIeJNI, COAEp KaIluX, HAIPUMEp, TOJIOBBIE TJIaHBI M OTYETHI, TAK KaK OHH
OTPa)KAIOTCS B 3ar0JIOBKAX JIEJI.

st nen, copMUpPOBaHHBIX U3 JOKYMEHTOB M0 HOMUHAIBHOMY MPU3HAKY, TO
€CTh TI0 BHJIaM JIOKYMEHTOB (IIPHKa3bl, PACTIOPSKEHUS, aKThI U T.11.), JATOW Hayaia
JleTia SIBJIAETCS 1aTa MOANUCAHUS WU YTBEPKICHUS CaMOr0 paHHErO JOKYMEHTA, a
JlaTO OKOHYaHMsS - Jara noAnucaHus (yTBEPXKIACHHUS) CaMOTo MO3IHErO
JIOKYMEHTA.

Jlaton pmema, copepKamiero MNPOTOKOJIbI —3aCEelNaHUM, SBISIETCA  Jara
YTBEPXKIEHUS (€CJIM OHU YTBEP)KIAKOTCS) UM COCTABJICHUS TIEPBOTO M MOCJIEIHETO
MPOTOKOJIA.

KpaitHumu natamMu TUYHOTO JAena SIBJISIOTCS JAaThl MOAMUCAHUS MPUKA30B O
MpUEME U YBOJIbHEHUU JIUIAa, HA KOTOPOE OHO 3aBeieHO. B cimydae cmeprtu nuiia,
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Ha KOTOpOE€ 3aBEIEHO [0, KOHEYHOM JaToOM SBJSIETCA Jara JIOKYMEHTa,
M3BEIIAIONIETO O €ro KOHYMHE, WM 3amuch 00 3TOM COTpYJIHHKa KaJpOBOM
CITYKOBI.

JUist nmen, coaepXamux NEpenucKy, OaToll Hayana Jena sBIsSIeTCs Jara
MOCTYIUIEHUSI TIEPBOTO BXOJAIIETO WJIM J1aTa NEPBOT0 UCXOMSUIETO JTOKYMEHTA, a
JaTOM OKOHYaHHs - JaTa CaMOro MO3JHEr0 BXOMSIIETO WM HCXOASIIETO
JIOKYMEHTa HE3aBUCUMO OT MECTa HaXOXKJICHUS X B JEJI€.

¢) KommyecTBO NPOHYMEPOBAHHBIX B JIeJIe JIUCTOB MPOCTABIACTCS Ha
OCHOBAHWH JIMCTa-3aBEPUTENS Jea.

x) PexBuszutr «Cpok XpaHEHHUs Jeia» IMEePEeHOCUTCS Ha OOJIOXKKY Jena U3
COOTBETCTBYIOIIEH HOMEHKJIATYPhI JI€]l MOCIE CBEPKU €ro CO CPOKOM XpaHEHHS,
yKa3aHHbIM B II€PEYHE THIOBBIX JIOKYMEHTOB WJIH B II€PEYHE JIOKYMEHTOB,
00pa3yoIUXCs B IEATEIBHOCTH AJIMUHUCTPAINH, C YKa3aHUEM CPOKOB XpaHCHHS
(npu BBEAEHUM B JEHCTBHE HOBBIX MEPEUYHEN JOKYMEHTOB CO CPOKaMHU XpaHEHUS
CTapbl€ 3alUCH 3aYEPKUBAIOTCS, @ CBEPXY WM PSAAOM IMUUIYTCS HOBBIE JaHHBIE).
Ha nemnax mocTOSHHOTO XpaHEHHs MUIIETCA: «XPaHUTh MOCTOSIHHO.

154. Tlo oxoHYaHMH TOJla B HAAIMUCH Ha OOJIOXKKAX €I MHOCTOSHHOIO U
BpeMeHHOro (cBbimie 10 jeT) XpaHEHHsT BHOCATCS yTOYHEHMS: IpHU
HECOOTBETCTBUM 3arojioBKa Jel Ha OOJOXKE COJACPKAHUIO MOJIIUTHIX
JOKYMEHTOB B 3ar0JIOBOK JI€JIa BHOCATCS U3MEHEHUS U JOTIOIHEHUS.

HaumenoBanust ¢onmooOpasoBarenss U OTpaciaeBoro ((PpyHKIMOHAIBHOIO)
Oprasa, To U HOMep JieJia MOT'YT IIPOCTAaBJISITHCS Ha 00JI0KKE IITAMIIOM.

[TpaBuiibHOCTH OhOpMIIEHUS OOIOKKH JeJia YIOCTOBEPSIETCS MOANUCHIO JIULIA,
OTBETCTBEHHOTO 3a BEJICHUE JEIOIPOU3BOACTBA.

155. B wmensx obecnedeHHs COXPAHHOCTH U 3aKpEIUIEHUS TOpsAIKa
pPacnoJIOKeHUs] JOKYMEHTOB, BKJIFOUEHHBIX B JIEJI0, BCE €r0 JIMCThI, KPOME YHUCTHIX,
JUCTa-3aBEpUTENs] W BHYTPEHHEW ONHCH, HYMEPYIOTCS B Pa3BEPHYTOM BHJIE
apabckumu mudpaMu, BaJIOBOM HyMepanueil. UucTeie TUCThI U3 JieJia U3BIMAIOTCS
(0e3 moBpexAeHUS LEJIOCTHOCTH JieJa) U yHUYTOXaroTca. JIMCTBl HymepyroTcs
rpaUTOBBIM KapaHJAIIOM WM HyMepaTopoM (YrnoTpeOJeHrue YEpHUI U LIBETHBIX
KapaHJalle [ HyMepaluuh JIMCTOB HE JOMYCKaeTcs)) CBEpXy BHHU3 B
BO3pacTaOIIEM MOPSAKE HOMEPOB, HaulHas ¢ nepBoro. Lludpsl npocrapnstorcs B
MIPaBOM BEPXHEM YTIIy JIUCTA, HE 3aJ1€Basi TEKCTa JOKYMEHTOB. JINCThI BHYTpEHHEN
OIMCH HYMEPYIOTCS OTIEIBHO.

JIMCTBI 1€, COCTOSIIMX U3 HECKOJIBKMX TOMOB WM YacTel, HyMEpPYIOTCS I10
KaXJIOMYy TOMY WJIM YacTU OTHEJIbHO, HauMHas ¢ nepBoro. [Ipunoxenus k neny,
NOCTYIHUBIIKE B IepersieTe, oPopMIISIOTCS KaK CaMOCTOSITENIbHBIE TOMA U TaKkKe
HYMEPYIOTCS OTIENBHO.

JIOKkyMeHTBbl ¢ COOCTBEHHOW HyMepalue JUCTOB, B TOM YHCIIe NeYaTHbIE
U3JIaHUs, HYMEPYIOTCS B OOLIEM TOPSAIKE WM COXPaHSIOT COOCTBEHHYIO
HYMEpAIIMIO, €CJId OHa COOTBETCTBYET MOPSIKOBOMY PACIOIOXKEHUIO JTUCTOB B
Jene.

dortorpadum, dYepTeKH, AMATpaMMBl U APYTHE WIUTIOCTPATUBHBIE W
cienupuuecKre TOKYMEHTHI, MPEACTaBISIONIME CaMOCTOSTENbHbIN JIUCT B Jele,
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HYMEpYIOTCsl Ha 000POTHOW CTOPOHE B JIEBOM BEPXHEM YTIIy.

Crnosxxennbiii mucT 6onbinoro ¢popmata (popmata A3, A2) pasBopaunuBaercs u
HyMepyeTcs B MpaBOd YacTh BepxHero mois jucrta. [lpu 3tom mmcr ar060ro
dopmaTta, MOAMIUTHIA 3a OAMH Kpail, HymMepyeTcs Kak OJWH JIUCT, a JIUCT,
CIIO’)KEHHBIN U MOAIIUTHIN 3a CepeANHY, MOJICKHUT NEepelIBKe U HyMepyeTcsl Kak
OJTVH JIUCT.

JIuct ¢ HarIyxo HakJeeHHbIMH JOKyMeHTamH (¢ororpadusMu, BbIpe3KamH,
BBINMCKAMU U JIp.) HyMepyeTcs KaK OJIMH JIMCT; B HIKHEH 4acTH WM Ha 000poTe
TaKOTO JIUCTA JeNaeTCs OMUCh HAKJIECHHBIX HA HEro JOKYMEHTOB. Bo BHyTpeHHeH
ONMCH U B 3aBEPUTENBHOM HAAMHUCU B KOHIE Jiela O TaKWUX JIMCTax JeJaeTcs
Or'OBOPKA.

Hanpumep:

Ha nucre 6 nakiieeno 5 dhororpaduii corsiacHoO onucu Ha 000poOTe JUCTA.

KapTBI N CXCMbI, CKJIICCHHBIC M3 HCCKOJIbKUX JIMCTOB, HYMCPYIOTCS KaK OJHWH
mucT. Ha Takux nucrax Ha O60pOT€ 501041 CBO6OI[HOM OT TCKCTAa MCCTC YKa3bIBACTCs
KOJIMYECTBO JINCTOB B CKIIeKKke. Bo BHYTpeHHGﬁ OIIMCH U B 3aBepHTeJILHOﬁ
HaJIIMCHU B KOHIIC ACJIa O TAaKUX JIMCTaX ACJIACTCA OIrOBOPKaA.

Hanpuwmep:
JIuct 7 - kapTa-ckierika u3 10 1ucTos.

Ecnu x nmokymeHTy (IMCTy) MOAKJIEEHBI OJHUM KpaeM JpYyrue JOKYMEHTHI
(BCTaBKU TEKCTa, MEPEBOJIbI, BBIPE3KH, CIPABKU U Jp.), TO KaXIbIi JTOKYMEHT
HYMEPYETCSl OTACIBHO, OYEPEAHBIM MOPSIKOBBEIM HOMEPOM.

[ToammTeie B 1€710 KOHBEPTHI C BIOKEHUSIMH HYMEPYIOTCS: BHA4YaJIe KOHBEPT,
a 3aTeM OYepeIHBIM HOMEPOM KaxJ0€ BIOKEHHE B KoHBepTe. Hanbosee 1ieHHbIe B
HUCTOPUYECKOM U XYJ0KECTBEHHOM OTHOIIICHUU JIOKYMEHTHI (UEPTEKH, PYKOIUCH,
rpaduka u T.11.) HE TOIIIMBAIOTCS, a BKJIAIBIBAIOTCS B KOHBEPTHI.

Ecim B wymepammu muctoB nomymieHo Oornee 10 ommbok, Bce meno
HyMmepyeTcs 3aHOBO. [Ipu 3ToM cTapbie HOMepa 3a4E€pKHUBAIOTCS OJTHOM HAKJIIOHHOM
YEepTOM, U PSJOM CTAaBUTCS HOBBIM HOMEDP JIMCTA. B KOHIE Aena COCTaBisieTCs
HOBasl 3aBEpUTENIbHAs HAJIMCh, MPU OSTOM CTapas 3aBEpUTENIbHAs HaIIUCh
3aUEpKUBACTCS, HO COXPAHSETCS B JEJie; BHOCATCS TakKXe€ HCIIPABICHHUS BO
BHYTPEHHIOIO OIUCh, UJIK ONUCh COCTABJISIETCS 3aHOBO.

[Ipy HamMuuM OTAENBHBIX OMMOOK B HyMepaluud JHCTOB B Jenax IpHU
MOATOTOBKE HX K CJauye€ B apXWB, JOMYCKAETCS IO COTJAaCOBAaHUIO C HUM
ynotpedsieHre TUTEPHBIX (C OyKBEHHBIMU JOTOJHEHUSIMU ) HOMEPOB JIMCTOB.

156. Tlocne 3aBepiieHUs HyMepallMM JIMCTOB COCTABIISIETCS 3aBEpUTEIbHAS
HAJMMCh, KOTOpas pacrojaraercss B KOHIIE Jeja. 3aBepuTelbHas HaAMUCh
COCTABJIIETCS B JieJie Ha OTIEIBHOM JIMCTe-3aBepuTee Aena (mpuiaoxenue 25). B
Hel TmdpaMu ¥ MPOMUCHI0 YKA3BIBAETCS KOJIMYECTBO JIMCTOB B JAHHOM JIETiE,
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OTMEUYAIOTCS OCOOCHHOCTH OTHAENBHBIX JOKYMEHTOB (uepTexu, ¢oTorpadum,
PUCYHKH ® Jp.) U (PU3WYECKOTO COCTOSHUS JTOKYMEHTOB (IIOMapKw,
HEpa300pUYUBKIN TEKCT, TOPBAHHBIE JIUCTHI U JIP.).

3aBepuTeNibHAas HAAMNKUCh MOAMUCHIBAETCS €€ COCTABUTEIEM C YyKa3aHUEM
pactGpoBKU MOANMKUCH, JOJKHOCTH U JaThl cocTaBieHUs. KolnyecTBo JIMCTOB B
Jiefie  MPOCTaBIsieTCs Ha OOJIOKKE Jea B COOTBETCTBUU C 3aBEPUTEIHHOU
HAJIITUCHIO.

157. Jlns ydera NOKYMEHTOB OIPEAENIEHHBIX KaTEropuil MOCTOSHHOTO H
BpeMeHHOTO (cBbIiie 10 JieT) XpaHeHUs, y4eT KOTOPBIX BbI3bIBAETCA CIEHUPUKON
JAHHOM JOKyMeHTanuu (0co00 IIeHHBbIC, JIMYHBIE Jefia, JieJla C JOKyMEHTaMu
OTPAHUYEHHOIO JIOCTyHa W JIp.), COCTaBIICTCS BHYTPEHHSS ONUCH JOKYMEHTOB
nena (npuioxenue 26).

BHyTpeHHSI1 OnuCh JTOKYMEHTOB J€la COCTaBIIAETCS TakXke Ha OObEMHbIE
JieJla TIOCTOSTHHOTO M BpeMeHHoro (cBeimie 10 7eT) XpaHeHus, €cilid OHHU
chopMUpOBaHbl MO PA3HOBUAHOCTSM JOKYMEHTOB, 3aroJIOBKU KOTOPBIX HE
pPacKphIBalOT KOHKPETHOE COJEpKaHHE ITOKYMEHTOB, C LENbI0 ydera M Ooisee
OBICTPOTO HAXOXJEHHUS JIOKYMEHTOB B Jiejie. Bo BHYTpPEHHIOIO OMUCH MOMHMO
JIOKYMEHTOB, TOJIIMTHIX B JI€NO, JOJDKHBI OBITh BHECEHBI M BCE MPHUIIOKEHUS,
OTHOCSILIIMECS K HEMY.

JIucTbl BHYTPEHHEN ONWCH NOMAIIMBAKOTCS B Havane nena. Ecinu peno
NEeperuieTeH0 WM MOAMmUTO Oe3 OJaHKa BHYTpPEHHEH OINMUCH JOKYMEHTOB, TO
COCTaBJICHHAsI 110 YCTAHOBJIEHHOW (pOpMe OMUCH MOAKICHUBACTCS 32 BEPXHUI Kpaii
K BHYTPEHHEH CTOPOHE JIMIIEBOM 0OJIOXKKH Jela.

BHyTpeHHSs ONMUCh TOKYMEHTOB J€JIa COCTABIISIETCS HA OTACIBHOM JIHUCTE T10
YCTaHOBJIICHHOU (hopMe, KOTOpasi COJIEPKUT CBEACHHUS O MOPSAKOBBIX HOMEpPAX
JIOKYMEHTOB JIeNla, UX MHJEKcaX, JaTaxX, 3arojloBKax W HOMepax JIUCTOB Jiea, Ha
KOTOPBIX PACIIOJIOKEH KaX bl TOKyMeHT. K BHYTpeHHElH onucu JOKYMEHTOB Jiefia
COCTaBJISICTCSI UTOTOBasl 3alUCh, B KOTOPOU yKa3bIBaeTcsl IUdpaMu U MPOIMUCHIO
KOJIMYECTBO BKJIIOUEHHBIX B HEE JOKYMEHTOB, MPUJIOKEHUHN K ATy U KOJUYECTBO
JIMCTOB BHYTPEHHEM OIMCH.

158. Tlpu wu3MeHeHu:n cocTaBa JOKYMEHTOB jejia (U3bSATHH, BKIIOUCHHUH
JIOKyMEHTOB, 3aMEHE HX KOIMUAMH W JIp.) 3THU HM3MEHEHHUS OTPaKAIOTCS BO
BHYTpeHHEH omnucHu B rpade «lIpumeuanue» co CCbUIKAMU HAa COOTBETCTBYIOIINE
aKThbI ¥ P HEOOXOIUMOCTH COCTABJISIETCS HOBAsi UTOTOBAs 3aIUCh.

BHyTpeHHsI1 ONHMCh JTOKYMEHTOB [ieJla MOJNKCHIBAETCS COCTAaBUTENIEM C
yKa3aHueM pactimGpoBKU MOIIMUCH, JOJDKHOCTH W JaThl COCTABJICHUS OMUCU U
IPU HEOOXOJJUMOCTH CKPEIUISIETCSI eYaThIO.

159. JlokyMeHTBI B JieJlax MOCTOSIHHOTO, JOJIrOBpeMEeHHOro (cBhimie 10 yer)
XpaHEHHUs W MO JMYHOMY COCTaBYy MOJIIMBAIOTCS HA YEThIPE MPOKOJA MPOUYHBIMU
HUTKAMH B TBEPAYIO OOJOXKKY H3 KapTOHA WM TMEPEIUIETAIOTCS C Y4YeTOM
BO3MOXXHOCTH CBOOOJHOTO UTEHHS TEKCTa BCEX JIOKYMEHTOB, JaT, BU3 U
pesonoruii Ha HUX. TeKCT He JOMDKEH TMOAXOJUTh K JIMHUU TOAIIUBKH
(meperiera) Oirke 2 €M, a JIMCTHI HE JOJDKHBI BBICTYNATh 3a Kpas 00Joxku. B
ClIy4asix, KOTJla TEeKCT Ha JIOKYMEHTE PacIoJIOKeH OJIM3KO K KParo JINCTA, K TAKOMY
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JUCTY TOJKJICHBACTCS IMOJOCKa Oymard, 3a KOTOPYHO TOKYMEHT IOJIITNBACTCS
(meperieTaeTcs) B A€JO.

160. VYka3aHuss 1O HCHOJHEHUIO JOKYMEHTa pPYKOBOJACTBA, BH3BI,
COCTaBJICHHBbIC Ha OTHAEIBHBIX JIUCTaX, Pa3MEMIAIOTCsA Tepes TOKyMEHTOM, K
KOTOPOMY OHU OTHOCSTCSI, U B TAKOM TOPSAKE MOAIINBAIOTCS B JEJO.

161. Ilpm moaroroBke Jed K TMOMAIMIMBKE (MEperieTy) IpoBepseTCs
NpaBUIBHOCTh WX (opmMupoBaHusi, 0GOPMIICHUS, METAUIMYECKUE CKPEIICHUS
(OymnaBKH, CKPETKH) U3 IOKYMEHTOB yIQJISFOTCS.

162. B pgenax NOCTOSHHOTO XpaHEHHS IMOJJICKAT H3BATHIO JTyOJICTHBIC
AK3EMIUISIPBl JOKYMEHTOB, YePHOBUKH, HEO(DOPMIICHHBIE KOMTUU JOKYMEHTOB U HE
OTHOCSIITUECS K BOIIPOCY JOKYMEHTHI C BpEMEHHBIMHU CPOKAMH XPaHCHHUS.

163. [lena MOCTOSIHHOTO XpaHEHHUsS, COCTOAIIUE W3 JOKYMEHTOB 0CO00M
HAyYHO-UCTOPUUYECKOHN, XYIOKECTBEHHON W WHOWU IICHHOCTH WM He()OpMaTHBIX
JIOKyMEHTOB (KapThl, CXEMBI, TUIAHbI, YePTEKH, GOTOCHUMKHU U JPYTHUE JOKYMECHTHI
Ooonpmioro ¢opmara), B LEISAX HUX COXPAHHOCTH U yJI0OCTBa MOJIb30BAaHUSI HE
MO/IIIMBAIOTCS B JIeNIa, a XPAHATCS CIOKCHHBIMH B 3aKPBITBIX TBEPJBIX IMalKaX C
TpeMsl KJIalaHAMH M C 3aBsi3KaMU WM B KapTOHHBIX (QyTisipax (KopoOkax) B
KauecTBe NpWIOKeHW K genam. Ha kaxayro manky (KOpoOKy) cOCTaBisieTCs
BHYTPEHHSISI ONMCHh HAXOSIINXCSA B HEM JOKYMEHTOB.

164. Ecnu B geno B xozie ero popMUpOBaHUSI ObLUTH MOAIINUTHI JIOKYMEHTHI C
Pa3IMYHBIMU CPOKAMHU XPaHEHHs, TO JEJIO pacHIMBaeTcs U (GOPMHUPYIOTCS HOBBIC
nena, WUCXOAsl W3 CPOKOB XpaHEHUs JTOKyMEHTOB. [Ipu 3TOM JOKYMEHTHI C
UCTEKIIMMU CPOKaMHM XPAHEHHUs YHUYTOXKAIOTCS IO aKTaM B YCTAaHOBJIEHHOM
TOPSIZIKE.

165. O610KKH J1eTT C TOKYMEHTAaMH, UCTIOTHCHHBIMHA Ha CTaHIAPTHBIX JINCTAX,
JOJDKHBL UMETh pasmepbl 229 x 324 mm. OOMOXKKH Jel1 C JOKyMEHTaMH,
WU3TOTOBJIICHHBIMA Ha HECTAHIAPTHBIX JINCTaX, MOTYT HWMETh pa3MeEpHl,
COOTBETCTBYIOIINE pa3MepaM IMOAMINTHIX B HUX JINCTOB.

166. OO6i0XKKH JIe] ¢ TOKYMEHTaMH, UMEIOIUMH JTUTENbHBIE (25 1 Oonee
JIET) CPOKU XPaHEHHUS, TOJDKHBI ObITh M3TOTOBJICHBI M3 TBEPIOTO KapTOHA.

JIist mpemoxpaHeHuss JOKYMEHTOB OT MEXaHWYECKOW MOpYM Ha TEPBOM U
MOCJITHEM JIMCTax Jejia, TOMa Iepe] MPOIIMBKON HAKIEUBAIOTCS IOJOCKU
TOHKOTO KapTOHA, Yepe3 KOTOPHIE U MPOIYCKAETCS IIHYP.

167. Ilpu odopmiieHUN €N MPUMEHATHh KAHIEISAPCKUMN (CHUIIMKATHBIN) KIIeH,
MYYHOU W KPaxXMaJIbHBIN KJIEUCTEPHI HE JOITYCKAETCs.

168. Jlena BpemenHoro (mo 10 jeT BKIIOUUTENHHO) XPAaHEHUS TOIJIEKAT
JaCTUYHOMY  O(OPMIICHHMIO:  JIONyCKaeTcs  Jeina  XpaHWTh B TalKax-
CKOPOCIIUBATEAX, MITKHX OOJIOKKAaX, HE TPOBOIAUTH TEPECHCTEMATH3AIINIO
JIOKyMEHTOB B JIeJie, JINCTHI JieJla He HyMepOBaTh, 3aBEPUTEIbHBIC HAIIUCH HE
COCTaBIISITh. PEKBU3UTHI OOJIOKKH JieNa 3aMoHAI0TCS TI0 YIPOIICHHON cxeme (6e3
MIPOCTAaBJICHUS apXUBHOTO K (]pa, KOIUIECTBA JTUCTOB B JIEIE).

169. JIOKyMEHTBI AJIMUHHCTpaluu SIBJIISIIOTCS MYHUIUATATEHON
COOCTBEHHOCTBIO U TIOCIIE MPOBEACHHUS JKCIEPTU3bl WX IIEHHOCTH B TOPSIKE,
YCTaHOBJICHHOM CIELUAIbHO yIOJIHOMOYeHHbIM lIpaBurenscrBom Poccuiickon
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®enepatu  GeAepatbHBIM OPTaHOM  HCIIOJHUTENBHONM BIIACTH B 00JAcTH
apXMBHOTIO JIeNa, MOJIekKAT Nepeade Ha MOCTOSTHHOE XPAHEHUE B apXUB KaK YacTh
ApxusHoro ¢onna Poccuiickoir @enepariui.

[Monpaznen IV
OpraHu3aiys ornepaTiBHOTO XPaHCHUS JOKYMECHTOB

170. C momeHTa 3aBelieHUS W JO Tepelayd B apXUBHBIA OTAEN Jeia
XpaHiTcsl MO0 MeCTy uX (OpMUPOBaHMS WM B apXUBax CTPYKTYPHBIX
TMOJIPA3/ICIICHUN.

PykoBomuTtenu otpacieBbix ((yHKIMOHAJIBHBIX) OPraHOB U COTPYAHHKH,
OTBEUAIOLIME 3a JENONPOU3BOJACTBO, 00s3aHBI 00ECHEYMBATh COXPAHHOCTD
JIOKYMEHTOB U JIETI.

Jlena, Haxoasmuecss B padOuYUX KOMHATAX U CIELHAIBHO OTBEIEHHBIX IS
TOM [eJd TMOMEUICHUSX, paclojaraloTcsi B BEPTUKAIBHOM  IOJIOXKEHUU
KOpEIIKaMy HapyXy B 3amupaeMbIX MIKagax, 00eClNeYMBAOIIMX HX MOJHYIO
COXPaHHOCTb, MPEAOXPAHAIOIINX JOKYMEHTBI OT MbLUIN U BO3JIEUCTBHS COJTHEYHOTO
CBeTa.

B nmensx DOBBILIEHHS ONEPAaTUBHOIO IIOMCKAa JIOKYMEHTOB  Jieja
pacrnoJiararorcsi B COOTBETCTBHM C HOMEHKJIaTypol nen. HomeHkiatypa nen win
BBINKCKA U3 HEE MOMEIIAETCsl Ha BHYTPEHHENW CTOpOHE 1IKada.

Ha xopenikax 00J105k€K J1e1 yKa3bIBalOTCS UHAECKCHI 10 HOMEHKJIAType JIe.

3aBepIICHHBIE JIe]1a TIOCTOSIHHOTO CPOKA XPaHEHUsS XPaHATCA IO MECTy HX
(dopMHpOBaHUS B TEUEHHUE IISITH JIET, a 3aT€M CHAIOTCS B apXUBHBIA OTHAEIL.
3aBepllIeHHbIE JeJla N0 JUYHOMY COCTaBy B TEUYEHHHM YCTAaHOBJIEHHOTO CpOKa
XPAHSITCS B OTJIEJIE OPTAHU3AMOHHON U KaJIpOBOM pabOTHI.

171. Beimaua nen cOTpyIHHKAM OTpAcieBbIX ((PYHKIMOHAIbHBIX) OPraHOB
JUTsl pabOThl OCYLIECTBISETCS MO MOANKUCH. B sKypHasie perucrtpaiuuu BblAauu Aell
BO BPEMEHHOE TO0JIb30BAaHME YKa3bIBAETCSA JaTa BbIJAAuM Jeja, 3arojoBOK JIena,
KOMY BBIJJAHO JI€JI0, JlaTa €ro BO3BpAIlEHUs, MPEAyCMATPUBAIOTCS Tpadbl s
PacCnuCOK B NOJIyYEHUH U ITpUEME JENa.

Jlena BBIAAIOTCA BO BPEMEHHOE ITOJIB30BAHUE COTPYJHUKAM OTPACIEBBIX
(pyHKIIMOHANTBHBIX) OPTAHOB HA CPOK He Ooiiee ogaHOTrO Mecsa. [locne ucreueHus
YKa3aHHOTO CPOKa JIEJI0 JOJIKHO OBITh BO3BPAILEHO HA MECTO €r0 XpaHEHUSI.

BrleMKa JOKYMEHTOB M3 €] IOCTOSIHHOTO XpPaHEHHs JIOIyCKaeTcs B
UCKJIFOYUTEIBHBIX CIy4asX U MPOU3BOaUTCA ¢ pa3pemieHus ['naBel KanuHuHCKOro
parioHa. B gmene ocTarTCs 3aBEpEHHas IIOJIHAA KOMHUSA JOKYMEHTa U akT O
NPUYMHAX BbIAYU MOAJIMHHUKA WA TPOTOKOJ BBIEMKHU.

[Tonapaznen V
DKCIepTr3a NEHHOCTU JOKYMEHTOB

172. DkcnepTr3a EHHOCTH JTOKYMEHTOB - OTOOP TOKYMEHTOB Ha XpaHECHHE
WJIU YCTAHOBJIEHUE CPOKOB UX XPAHEHUSI HA OCHOBE MPHUHSTHIX KPUTEPUEB.
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OKcnepTrh3a LEHHOCTH JOKYMEHTOB ITPOBOJUTCA HA OCHOBE NPHUHIIUIIOB
UCTOpU3MA, KOMIUIEKCHOCTU M BCECTOPOHHOCTHM OLEHKH JOKYMEHTa U B
COOTBETCTBUM C KPUTEPUSIMH IMPOUCXOXKIECHUS, COJAEpKaHUS, BHEIIHUX
0COOEHHOCTEH JJOKYMEHTOB.

173. DxcnepTu3a LEHHOCTH JOKYMEHTOB IPOBOJUTCS B COOTBETCTBUU C
HOPMAaTUBHO-METOJIMYECKUMH JOKyMeHTaMu DeliepaabHOro apXuBHOTO areHTCTBA
u ero yupexzaeHuil. CocTaB JOKYMEHTOB, BKJIIOYaeMbIX B ApXUBHBIA (DOHI
Poccuiickoit ®enepanun (AD PD) u mnomiexammx Imepenadye Ha apXUBHOE
XpaHEHUE, a TAKXKE CPOKH XPaHEHUs JOKYMEHTOB OIPEICISIOTCS TUIIOBBIMH U
BEJIOMCTBEHHBIMHU MEPEUYHSIMU JOKYMEHTOB, MOJIEKAIIUX NEepeaaye Ha apXUBHOE
XpaHEHHE, C YKa3aHUEM UX CPOKOB XPaHEHHS.

174. DxcnepTu3a LEHHOCTH JOKYMEHTOB IPOBOJMTCS B OTPACIEBBIX
(pyHKIMOHANBHBIX) OpraHax IMpH COCTABICHWM HOMEHKJIATYphl JelN; TpHU
(GbopMHpOBaHUU JIE U MPOBEPKE MPABHIBHOCTA OTHECEHHS TOKYMEHTOB K J€JaM;
IIPU NOJArOTOBKE JIEJ K Iepeiaye B apXUBHBIN OTAEII.

175. [Ins opraHu3alvy U NpOBEIECHUS 3KCIEPTU3bI LIEHHOCTU IOKYMEHTOB U
oTOOpa WX IJi MEepeladyd Ha apXWBHOE XpaHEHHE B AJIMHUHHUCTPALUU CO3JAETCA
HKCIEPTHAasE KOMHUCCHUS, OCHOBHBIE (DYHKLIMH, IpaBa M oOpraHuzauus padOThI
KoTopoi omnpeaenstorcs [lonoxkennem 06 3KCEpTHON KOMUCCUH, YTBEPKAAEMbBIM
pacnopsKeHHEM aIMAHHUCTPALIUN.

DKcnepTr3a UEHHOCTH JTOKYMEHTOB ITOCTOSIHHOTO M BPEMEHHOI'O XPaHEHUS
OCYILECTBIISIETCSl  €KETrOJHO B  OTpacieBblX ((PyHKIMOHAJIBHBIX) OpraHax
HEIIOCPEICTBEHHO JIMI[aMH, OTBETCTBEHHBIMM 32 BEJECHHE JEJIONPOU3BOICTBA,
coBMecTHO ¢ OK mox HemocpeACTBEHHBIM METOJWYECKUM PYKOBOACTBOM
pabOTHUKA ApXUBHOTO OT/IEIA.

176. Tlpu mpoBeaeHUN SKCHEPTU3BI IIEHHOCTH JOKYMEHTOB B OTPaciieBbIX
(byHKIIMOHANBHBIX) OPraHaX OCYLIECTBISETCS OTOOP JTOKYMEHTOB MOCTOSIHHOTO
XpaHEeHUs JJid Mepeayd B apXuB; OTOOP JTOKYMEHTOB C BPEMEHHBIMU CpPOKaMU
XpaHEeHMs,  MOJUIeKAIMX  JaJIbHEWIIEeMy  XpaHEHHIO B OTPACIEBBIX
(pyHKIMOHANBHBIX) OPraHOB; BBIJEICHUE K YHUUYTOKEHHUIO A€, CPOKU XPAHEHUS
KOTOPBIX UCTEKIU. [Ipn 3TOM OJHOBPEMEHHO MPOBEPSIOTCS KAYECTBO M IMOJIHOTA
JEHCTBYIOIEH HOMEHKIATYPBI AeJI AJMUHUCTPALUH, TPABUIIBHOCTh ONIPENEICHUS
CPOKOB XpaHEHUs J€J, 3aBEICHHBIX B COOTBETCTBMM C HOMEHKJIATYPOW [,
COONIOICHHE  YCTAaHOBJEHHOIO  MOpsaka  O(QOpMJICHUS  JOKYMEHTOB H
dbopmupoBaHUS JE.

177. OTO6Op NOKYMEHTOB MJii TOCTOSIHHOTO XPAaHEHHs TMPOBOAMUTCS Ha
OCHOBAHMM TI€PEYHEW JOKYMEHTOB C VYKa3aHUEM CpPOKOB HMX XpaHEHUs W
HOMEHKJIATYyphl A€ AIMUHUCTPALIMKU IyTEM MOJMUCTHOrO IPOCMOTpa Jiel. B nenax
MOCTOSIHHOTO XPaHEeHUsI MOJIJIEKAT U3BATUIO TyOJIETHBIE K3EMILUISPhI IOKYMEHTOB,
YEepHOBUKH, HEO(OPMIICHHbIE KOMHHU JOKYMEHTOB W HE OTHOCAIUECS K BOIPOCY
JIOKYMEHTBI C BPEMEHHBIMU CpOKaMu XpaHeHHusl. OKOHYaTeIbHOE PEIICHUE T10
pe3yabTaraMm  JKCHEPTU3bl  LEHHOCTH  JOKYMEHTOB  mpuHumaer  OK
AJIMUHHUCTpAIUH.
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ITo pe3yiibTaTaM IKCIICPTHU3bI HCHHOCTU JOKYMCHTOB COCTABJIAIOTCA OIIMCHU
ACJ TIOCTOAHHOI'O CpOKa XpPaHCHHUA W 110 JIMYHOMY COCTaBy, a TaKXXC aKT O
BBIACJICHNH JICJI K YHUYTOXKCHHIO.

BKCHepTI/ISa OCHHOCTHU IOOKYMCHTOB C BPCMCHHBIM CPOKOM XpPaHCHUSA H
oTMeTKOM «IITK» 03HaA4YacT, 9TO 4YaCTb HOKYMCHTOB MOZKCT OBITh OTHECEHA K
CPOKY XpPaHCHHUA «IIOCTOSHHO). SKCHepTI/ISa ONCHHOCTH TaKUX JOKYMCHTOB
OCYHCCTBICTCA B CTPYKTYPHBIX ITIOAPA3ACIICHUAX HCIIOCPCACTBCHHO JIMIIAMU,
OTBCTCTBCHHBIMH 34 BCACHUC ACJIOIIPONU3BOACTBA.

[Monpaznen VI
CocraBieHue onuceu aen

178. B kaxmom otrpacieBoM ((pyHKIIMOHATBHOM) OpraHe AJIMHHUCTPALUU
OMMCH Ha Jeda IOCTOSIHHOTO XpaHEHUs COCTABIISIIOTCA €XEroJHO IOA
METOJMYECKUM PYKOBOJCTBOM COTPYJHHMKA apXWBHOIO OTAeNa AJIMUHUACTPALUU.
[To 3TUM onucsAM JOKYMEHTHI CIAIOTCS B APXUB.

Onuces nen - apXuBHBIM CIPABOYHMK, COJAEPKAIIUN CHCTEMATU3UPOBAHHBIN
nepeyeHb €AMHUIL XPAHEHUs apXMBHOIO (POHIA, KOJUIEKIUU U IpeJHa3HAYEHHbIN
JUISL UX y4yeTa U pacKpbITusi cojepkanus. OTaenpHas ONUCh MPEACTaBIsAET COOOM
nepeyeHb Jel C CaMOCTOSITEIbHOW BajloBOW (HOPAIKOBOM) 3aKOHUEHHOU
Hymepanueil. OCHOBOM COCTABJICHHMSI OIUCEN JET ABJISIETCSI HOMEHKIIATypa JIedl.

179. Onucu cocTaBisOTCA OTAEIBHO Ha JieNa MOCTOSHHOTO XpaHEHUs; Aela
BpeMeHHoro (cBeimie 10 neT) xpaHeHus; jAena mo JUYHOMY cocraBy. Ha ngena
BpeMeHHOTO (70 10 51eT) XpaHeHUs OMUCH HE COCTABIISIOTCSI.

180. Omnwmcu fen, TOATOTOBJICHHBIE OTpacieBbIMH ((QDYHKIMOHATEHBIMH)
opraHamu, CJIy»aT OCHOBOM i1 MOATOTOBKM CBOJAHOW  ONUCU €N
AJIMUHUCTpaAUWH, KOTOPYKO TOTOBUT apXWMBHBIA OTAEN AJMUHUCTPAUUA WU IO
KOTOpPOM OH NMPUHUMAET JIeJIa Ha XPAHEHHUE B ApXUB.

Onucu gen oTpacneBbiX ((DYHKIMOHAJIBHBIX) OPraHOB COCTaBISIOTCS IO
yCTaHOBJCHHON (opme (npuiokenue 27-28) W NPEACTABISIOTCS B apXUBHBIN
OTJIEJ ISl COCTaBJIEHUS CBOJAHBIX ONUCEW AIMHUHHUCTPALIUN.

181. B onmcsx aen yka3bIBaeTcsl MOJHOE NEUCTBUTENbHOE (0€3 COKpalleHui)
HAaUMEHOBAaHHUE OTpacieBoro ((GPyHKUMOHAIBLHOTO) OpraHa, KOTOPO€ BEJO Jena U
3aKOHYMJIO MX  JEJONPOM3BOACTBOM. B ciydasdx, Korma CTpyKTypHOeE
noJipa3ziesiecHue B T€UCHHE NEePUO/a, 32 KOTOPHI BHOCATCS Jiela B OMUCH, ObLIO
NepPEeUMEHOBaHO (IpeoOpa3oBaHo), MOJ MPEKHUM HAaUMEHOBAHHWEM MUIIETCS €ro
HOBOE HAMMEHOBAHUE.

182. OmnwucarenbHasi CTaThbsl OMKMCH JAed OTpacieBoro ((pyHKIIMOHAIHHOTO)
opraHa UMeeT CJIeTYIOUINE JIEMEHTHI:

NOPSAJIKOBBIA HOMED Jiej1a (TOMa, YaCTH) O OIHUCH;

WHJIEKC Jies1a (ToMa, 4YacTH);

3aroJI0OBOK Jiefia (ToMa, 4acTH),

KpaitHue AaThl jeia (ToMa, 4acTH);

KOJIMYECTBO JIUCTOB B JieJie (TOME, YacTH);
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CPOK XpaHeHus Aeia (411 onucei Aell 1o JIMYHOMY COCTaBy);

MIPUMEYAHHS.

183. Ilepen BHeceHHEM 3arojIOBKOB J€JI B OMHCH MPOBEPSIETCS KadecTBO
dopmupoBanus u odopmieHus aen. B ciayuae oOHapyKeHHs HapyIICHUN
YCTaHOBJICHHBIX MPaBul (GOPMUPOBAHMS U ODOPMIICHHUS I€TT OHU YCTPAHSIOTCA.

184. Tlpu cocTaBiaeHUN OMUCH JIe] COOJIIOIAI0TCA ClIeAyIONUe TPeOOBaHUS:

3aroJIOBKM JieJl BHOCSATCA B ONUCh B COOTBETCTBUU C MPUHATOM CXEMOU
CUCTEMaTHU3allM1 Ha OCHOBE HOMEHKJIATYPhI JIET;

KaXXJ0€ €710 BHOCUTCS B OIHKCHh TMOJ CaMOCTOSITENIbHBIM TOPSIKOBBIM
HOMEPOM (€CJIM JIeJ0 COCTOUT U3 HECKOJBKHX TOMOB (4YacTei), TO KaxXIblii TOM
(4acTh), B TOM yucie COPMUPOBAHHOE B OTACIbHBIM TOM MPUIIOKEHHUE K JEIy,
BHOCHTCSI B OITUChH MO CAMOCTOATEILHBIM HOMEPOM);

MOPSIOK HyMEpalyu el B OTIMCH - BAJIOBBI;

MOPSAOK TIPUCBOCHUS HOMEPOB OMNHCSIM CTPYKTYPHBIX TOJpa3AeieHUI
yCTaHABIMBAETCS TI0 COTIIACOBAHUIO C apXUBOM,;

rpadbl omHCH 3amOJHSIOTCS B TOYHOM COOTBETCTBHHM C TEMHU CBEICHHUSIMH,
KOTOpBIC BEIHECEHBI Ha 00JIOKKY Jena;

OpU BHECEHUM B ONUCh MOAPAN Jed (TOMOB, YacTel) ¢ OJUHAKOBBIMU
3arojIOBKaMHu 3arojoBKH BCEX JeNl (TOMOB, YacTel) MUIIYTCS MOJHOCTHIO; MpHU
BHECCHUH B OITUCH MOCIICTHETO 3arojioBKa g00aBisiercs cioBo «llociennuit»);

B omnucu Mex sy HauMeHOBaHUAMH (3ar0JIOBKaMU) JIE OCTaBIIACTCS HHTEPBAI
He MeHee | cMm.

185. I'pada onucu «IIpumMeuanus» UCMONb3YETCs i1 OTMETOK O TIpUeMe JIel,
0COOCHHOCTSIX UX (PU3MUECKOTO COCTOSHUS, O Tepeaayde AeN APYTUM OTPACIEBBIM
(pyHKUIMOHANBHBIM) OpraHaM CO CCBUIKOM Ha COOTBETCTBYIOIIMU aKT, O HAJTMYUHU
KOMUH U T.II.

186. B xoHme omwmcu Beiieq 3a  IIOCHEOHENH OIMMCATENbHOM CTaThel
3aMoJHAETCS UTOrOBasl 3alKCh, B KOTOPOW yKa3bIBaeTcs (LUPpaMHu U MPOIHCHIO)
KOJIMYECTBO JI€JI, YUCIISIIIUXCS MO0 OMUCH, TIEPBBIA M MOCIEIHUI HOMepa JeM IO
OTKCH, a TAK)KE OTOBAPUBAIOTCSI OCOOCHHOCTH HyMEpAIMH JIEN B OMUCH (JIUTEPHBIC
U TIPOITYIIICHHBIE HOMEPA).

187. Onuce nen otpacieBoro ((GpyHKIMOHAIHHOTO) OpraHa IOJIMTUCHIBACTCS
COCTaBUTEJIEM C YKa3aHHEM €ro JOJKHOCTH, YTBEP)KIAaeTCs 3aMECTUTEJIEM TJIaBbl
aIMUHUCTPAIINH, KYPUPYIOIIUM JIEATETbHOCTh IAHHOTO OpraHa..

188. Onuce nen otpacieBoro ((pyHKIMOHATHHOTO) OpraHa COCTaBISETCA B
JIBYX DOK3EeMIUISIpax, OJWMH M3 KOTOpPHIX TMepedaercs B apXUBHBIM oTaen
AJIMUHHUCTpAIMU, a BTOPOM OCTAeTCS B KAaueCTBE KOHTPOJBHOTO HIK3EMILISIpa B
CTPYKTYpPHOM TOAPa3ICICHHM.

189. Ot16op MOKYMEHTOB 3a COOTBETCTBYIOIIMNA TEPHOJ, MOJJISKAITUX
YHUUYTOXKEHUIO, W COCTaBJICHHE aKTa O BBIJACICHUH HX K YHHUYTOKEHHUIO
(mpuioskenue 29) TPOM3BOIUTCS IOCIEC COCTABICHHS CBOJHBIX OIMCEH el
MIOCTOSTHHOTO XPAaHEHHUs 3a OTOT K€ TNepuoA. YKa3aHHBIE OMHUCH W  aKTHI
paccmarpuBatoTcss  Ha 3acemanun DK AIMUHUCTpanuud — OJTHOBPEMEHHO.
CornacoBannbie OK AJIMUHHCTpallMM aKThl YTBEPKIAIOTCS PYKOBOJAUTEIEM
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AnMuHHCTpanuu Tosbko nocie yreepxkaenusa JIIK npu MunncrepcTBe KyJIbTypsl
TBepckoii obmacTu omuceil aen mocTosHHOro xpaneHus. llocnme storo gena,
BKJIFOUCHHBIE B JIAHHBIE aKThl, B YCTAHOBJIEHHOM MOPSAJAKE yHHUYTOXaroTcs. Jlena
BKJIFOYAIOTCSL B aKT O BBIACJIICHUH K YHUUYTOKEHHUIO JIOKYMEHTOB, HE TOJJIEKAIINX
XPAaHEHUIO, €CIIA MPEAYCMOTPEHHBIN I HUX CPOK XPaHEHHsS UCTEK K | sHBaps
rojia, B KOTOpOM cocTaBieH akT. Hanpumep, 3akonuennsie B 2022 rony nena ¢ 3-
JIETHUM CpPOKOM XpaHEHHUs, MOTYT OBITb BKJIIOYEHBI B aKT, KOTOPBIA OyJner
cocTaBjieH He paHee 1 suBaps 2026 roxa.

190. AKT 0 BBIICJICHUU JTIOKYMEHTOB K YHMUYTOXEHHUIO COCTAaBJISIETCS, Kak
MIPaBUJIO, HA JieJa Bced AIMUHUCTpauuu. ECM B akTe yKa3aHbl Jeja HECKOJIbKUX
oTpacieBbiX ((PYHKIIMOHAIBHBIX) OpPraHOB, TO HAa3BaHWE KaXJIOTO OTPACIEBOTO
(pyHKIIMOHAIBHOTO) OpraHa yKa3bIBaeTCs Iepe TPYIION 3aroJIOBKOB JI€] 3TOTO
NO/Ipa3/IeIICHUS.

[Tonpaznen VII
[Topsimok nepenayu JOKyYMEHTOB Ha apXUBHOE XpaHEHUE

191. ToxyMeHTbl AMUHUCTPAUH SBJISIOTCS COCTABHOM YaCThIO apXUBHOTO
¢onna TBepckoil 001acTH, W TOCIE NPOBEACHHUS HKCIEPTU3bl HMX LIEHHOCTH
noJUyiekar 00s3aTeNIbHOM Iepejaue Ha apXUBHOE XpaHEHHE. XpaHEHUE
JOKYMEHTOB, SIBJISIIOLIMXCA COCTaBHOW 4YacThl0 apXxuBHOro (ounga Twepckoi
o0nacTy, TOKyMEHTOB IOCTOSSHHOTO XPaHEHHUS! OCYIIECTBISCT apXWBHBIA OTAEN
AIMUHUCTpaLWH.

192. B apxuBHBII OTIEN MEpenaloTcs JAeia ¢ UCTIOTHEHHBIMU JJOKYMEHTaMHU
MOCTOSIHHOTO XpaHeHus. VX nepenaya nporu3BOAUTCS TOIBKO MO OMUCAM JE.

193. Jlema ¢ WCHOTHEHHBIMH JIOKyMEHTaMH TIOCTOSTHHOTO XpaHEHUs
NEPEeA0TCS B ApXUBHBIN OTAEN MOCIE UCTEUEHHUS S-JIETHETO0 CPOKa UX XPaHEHUs
Y UCIOJI30BaHUS B OTpaciieBOM ((HyHKIHOHATBHOM) Oprane AJIMUHUCTpAIUH.

Jlena BpeMEHHOTO XpaHEeHUsI NIepeiaye B apXUBHBIA OTIEN, KaK IPaBUio, HE
nomnexar. OHU XpaHSATCA B OTpaciieBbX ((yHKIMOHAJIBHBIX) OpraHax H IO
UCTEYEHUN CPOKOB XPAaHEHHs IMOJIEKAT YHHUYTOXKEHHID B YCTAHOBJIEHHOM
nopsiiKe. AKT O BBIICICHHM JOKYMEHTOB K YHHUYTOXXEHHIO COCTABIISIETCS B
oTpacieBoM ((PyHKIIMOHAIBHOM) OpraHe AJMUHUCTpAIMH HEMOCPEICTBEHHO
JULOM, OTBETCTBEHHBIM 3a BEIEHUE JIEJIONPOU3BOJCTBA, M yTBEPXKIaeTcs
PYKOBOAMTENEM OTpaciieBoro ((pyHKIMOHAJIBHOIO) oOpraHa. ApXHMBHBIA OTIEN
AJIMUHHUCTpAllMU COCTAaBJISIET CBOJHBIA AKT HA YHUYTOXKEHUE TOKYMEHTOB, HE
NOJJIeKAIINX XPAHEHUIO.

194. TIlepemaua pen ocCyuwlecTBISiETCS MO TpaduKy, COCTaBISIEMOMY
apXMBHBIM OTJEJIOM U yTBepkAeHHOMY [ 1aBoit KanmHuHCKOTO parioHa.

195. B nepuon nmoAroTOBKU AeNl OTPACIEBbIM ((PyHKIMOHAIBHBIM) OPraHOM
K Mepeaye B apXUBHBIA OTAEN MPEABAPUTENBHO MPOBEPSIETCS MPABUIBHOCTh UX
dbopMupoBanus, 0pOpMIEHHUSI U COOTBETCTBHE KOJUYECTBA JI€J, BKIIOUYEHHBIX B
ONKChb, KOJUYECTBY JEJI, 3aBEICHHBIX B COOTBETCTBUM C HOMEHKJIATYpOH J€J
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AnvmuHuCcTpanun. Bee BBISIBIGHHBIE TIPU TPOBEPKE HEJAOCTATKUA B (HOPMUPOBAHHH
1 OopOpPMIICHUH [eNl COTPYIHHKH OTpacieBoro ((yHKIMOHAIBHOTO) OpraHa
00s13aHbI YCTPAHUTb.

196. [Tpuem kax1oro Aena MPOU3BOIUTCS paOOTHHUKOM apXHBHOTO OT/AENA B
IPUCYTCTBUU COTPYJHHKA OTpacieBoro ((pyHKIuoHanpHOT0) oprana. [1pu 3Tom Ha
000X 3K3eMIUTIPax OIMHCH MPOTHUB KAXIOTO Jelia, BKIFUSCHHOTO B HEe, JIeIaeTCs
OTMeTKa 0 Hanmuuuu Jena. COCTaBISIOTCS aKThl pUeMa-fepeadyn JOKyMEHTOB Ha
XpaHeHHe.

197. B ciydae JIMKBHJAMM WJIA PEOPraHU3alMH  OTPACICBOTO
(byHKIIMOHATBHOTO) OpraHa JIUIO0, OTBETCTBEHHOE 32 BEIICHHE JICIONPOU3BOJICTBA
B JTAHHOM OTpaciieBoM ((YHKIIMOHATHLHOM) OpraHe AJIMHUHHCTPALUU, B TEPHO
NPOBE/ICHUS JIMKBHJAIIMOHHBIX MEPONPHUATHH  (OPMHPYET BCE HMMEIOIIHECS
JTOKYMEHTHI B Zieia, o(OpMIISIET Jefia U IepeacT uxX MpaBoONpPEeMHHUKY, a B CIIydae
ero OTCYTCTBHSI B apXuBHBIA oTen AnmuHHcTpanuu. [lepemada  men
OCYIIECTBIISICTCS IT0 OMUCSIM JIEJI U HOMEHKJIATYPE JIeN. DTOT MOPSIOK MOXKET OBITh
W3MEHEH IO PACTIOPSHKCHUIO aIMAHUACTPAIUH.

Pazpnen Xl
OcobeHHOCTH PabOTHI C JOKYMEHTaMH, COJICPKAITUMHU CITy KCOHBIC

CBCACHUS OT'PAaHUYCHHOI'O JOCTYIIa

198. Tlopsimok oOpareHuss ¢ JAOKYMEHTaMH, COACpPKalUMHU CIIyKEOHbIC

CBEJICHUSI  OTPaHUYEHHOTO0  JOCTyIa,  OMpENEseTCs  MOCTAHOBJIECHUEM
[IpaButenncTBa TBEpckoil 00JacTH O MOPSAAKE OOpalieHuss CO CIIy>KEOHBIMU
CBEJICHUSMH  OTPAHUICHHOTO JI0CTyNla B HCTIOJHUTENBHBIX  OpPTaHax

rocyJIapCTBeHHOM BiacTu TBepckoil o0acTwu.
199. CocrtaB cBemeHHl  OTPaHMUEHHOTO  JIOCTYNa  OMPEICISeTCS

pacropsiKeHueM I'ybepuaropa TBepckoit obsactu
O COCTaB€ CIY>KEOHBIX CBEJACHUN OrpaHUYEHHOro jocTtymna B IIpaButenbcTBe
TBepckoit  obsactu, Permamentom  agmunuctpaumm — KanmHuHCKOTO

MyHUITUTIATBHOTO paiioHa TBepckoit o6nacTu.

200. Pabora ¢ JOKyMEHTaMH, COJCPKAIUMU CIIyKEOHBIC CBEICHHS
OTPaHUYEHHOT'O PACIPOCTPAHEHUS, OCYIIECTBISIETCS B AJIMUHUCTPAIIMH C YIETOM
0COOEHHOCTEM, N3JI0)KEHHBIX B HACTOSIIIIEM pa3Jieie.

201. Ha nmokxymenTax (B cilydae HEOOXOJUMOCTH — M Ha TMPOEKTaX),
CoJlepKallluX  CIYKEOHbIE  CBEICHUS ~ OTPAHMYEHHOTO  PACHPOCTPAHECHHS,
MIPOCTABIITFOTCS IOMETKA «J[J1s1 CITy’KeOHOTO MOJIb30BaHMS U HOMEP SK3EMILISpA.

Heo0xoaumMocTh TpocTaBiIeHNsT MIOMETKH « /{7151 CiTy’KeOHOTO TOJIb30BaHUS)
OTpENCISICTCS  UCIOJIHUTENIEM  JOKYMEHTa, PYKOBOJIUTEIEM  OTPACIEBOTO
(GyHKIIMOHAIBHOTO) OpraHa WJIM JIOJDKHOCTHBIM JIMIIOM, TOJIHUCHIBAIOIINM WU
YTBEP)KIAMOIMIMM  JOKYMEHT. YKa3aHHas IIOMETKa ¢ HOMEp SK3eMIUIIpa
MIPOCTABIIIFOTCS B TIPaBOM BEpPXHEM YIUIy IEPBOH CTPaHUIIBI JOKyMEHTa, Ha
OOJIO’)KKE ¥ THUTYJIBHOM JIUCT€ W3JIaHUS, a TakKKe Ha TEepBOM CTpaHHMIIC
COMPOBOJAUTEILHOTO MUChMAa K TAKOMY JIOKYMEHTY.
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202. [Ipuem u peructpanusi BXOASIIUX JTOKYMEHTOB, a TaKXKe PErucTparus
UCXOMSIINX JOKYMEHTOB, COJIEepIKaIINX CBEICHHUS OTPaHUYEHHOTO
pacnpocTpaHeHusl, OCYmEeCTBIIOTCS OTaeaIoM MOOWIM3AIMOHHONW TOTOTOBKH H
COIIPOBOXIAIOTCSI COOTBETCTBYIOIIMMH 3alMCAMH B CHEIUAIBHOM KypHane. [Ipu
ATOM K BXOJslIEeMYy (MCXOJISIIEMY) HOMEpPY JOKyMEeHTa J00aBisieTcs MOMETKa
«JICII».

[lepeqaua  Takux  JOKYMEHTOB COTpYIHUKAM OTpacieBbIX
(pyHKIIMOHANIBHBIX) OPraHOB OCYIIECTBISETCS MO PACIIMCKY B COOTBETCTBYIOIIUX
KypHajax yJera.

203. TleyaTtp (MOATOTOBKA) JOKYMEHTOB C TMOMETKOM «Jljis cimykeOHOro
nonbs3oBanus» («CII») ocymectBisercs B oTpacieBoM ((QyHKIMOHAIBHOM)
oprane AnmuHucTpanuu wid B Otraene MOOWIM3AalMOHHONW MOJTOTOBKH,
OCYIIECTBISIONIEM MAIIMHOMKUCHBIE paboThl, a NpPH OTCYTCTBUU TaKOTO
NoJpa3felieHus] — COTPYJHHUKOM, OTBEYAIOIIMM 3a BOMPOCHI  3allUTBl U
xpaHeHuss uH@opmanuu. Ha obGopoTe mocienHero Jmcra Kaxaoro 3K3eMIULIpa
JIOKYMEHTa YKa3bIBAaeTCSI KOJMYECTBO OTIEYATAHHBIX SK3EMIUIIPOB, (PamuiIns
UCTIONTHUTENSA, JaTa TedaTaHus JoKyMeHTa. OTnedaTtaHHbIe W TOIIHCAHHbBIE
JIOKyMEHTBI BMECTE C UEPHOBUKAMH U BapHaHTaMU MEPENAI0TCs JUIsl pErUCTpaluu
pabOTHUKY, OCYLIECTBIISIIOIIEMY UX y4eT. YepHOBHKM M BapHaHTHl JOKyMEHTa
YHUYTOXAIOTCS ATUM PAOOTHUKOM C OTpakeHHeM (akTa YHUYTOXKEHUS B
COOTBETCTBYIOILIEM JKypHaJe.

204. TIlepechuika JOKyMEHTOB ¢ moMmeTkor «Jlmst  ciykeOHOro
nosb3oBanus» («ICII») TperpuM numam  ocymecTBisieTcss  (eabAberepckoi
CBSI3bI0, 3aKa3HBIMU WJIM IICHHBIMH MOYTOBBIMU OTTpaBieHUsMH. [lpyn Hammuum
BO3MOXKHOCTH JIOCTaBKa YKa3aHHBIX JOKYMEHTOB MOXET OCYIIECTBISTHCS
pabOTHUKOM, MMEIOIIUM HEMOCPEICTBEHHBIA MOCTYN K HHUM, IYTE€M BpYydYEHUS
JUYHO ajpecary MOJ PacCIHUCKy.

205. TIpun HEoOXOIMMOCTH HAaNpaBJICEHUS JAOKYMEHTOB C MOMETKON «Jliis
cinykeOHoro moJb3oBaHus» («JICID») B HECKOIBKO aapecoB COCTABISCTCS
yKa3aTellb pacChUIKH, B KOTOPOM MOAIPECHO MPOCTABISIOTCSI HOMEpA IK3EMIUISIPOB
OTMPABISIEMbIX  JIOKyMEHTOB. Vkazarenb ~ pacChUIKM  IOANUCHIBACTCS
UCIIOJTHUTENIEM W PYKOBOAMUTENEM OTpacieBoro ((PpyHKIMOHAIBHOIO) OpraHa
AJIMUHUCTPAIIUU WM WHBIM YIIOJTHOMOYEHHBIM JIUIIOM, TOTOBUBIIUMHU JJOKYMEHT.

206. XpaHeHue MTOKYMEHTOB C TOMETKOM «JlJis Ciry»KE€OHOTO MOJIb30BAHUS
(«ACII») ocymecTBaseTcs B HQJEKHO 3alMUpacMbiX M OINEYaThIBAEMbIX
METaJUTMYeCKuX MIKadax (SImKax).

207. MHcnonHeHHbIE JOKYMEHTHI € TMOMETKOM «Jlms  ciyxkeOHOoro
nonb3oBanHus («ACID») rpynmupyroTces B 1e7a B COOTBETCTBUU C HOMEHKIATYPOI
nen. Ilpum 3ToM Ha 0OJOXKKE neia, B KOTOPOE TMOMEIICHBI Takue JOKYMEHTHI,
pocTaBisgeTcs moMeTka «J171st ciry>keOHOro MoJIb30BaHUSY.

208. VYHuuTOXEHUE e, JOKYMEHTOB C ToMeTKoW «Jlis ciy»keOHoro
nonb3oBaHus» («JICII»), yTpaTMBIIUX CBOE MPAKTUYECKOE 3HAYECHUE M HE
UMEIOUINX HCTOPUYECKOM IIEHHOCTH, MPOU3BOIUTCSA MO akty. OTmerka 00
YHUYTOXKEHUW  YKa3aHHBIX  JIe1  WIM  JIOKYMEHTOB CO CCBUIKOW Ha
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COOTBETCTBYIOIIMN aKT JIE€laeTCsi B COOTBETCTBYIOILIEM >KypHAaJe.

209. JlomomuuTenbHas pacchlika JOKyMeHTOB [maBel KanumHuHCKOTO
palioHa U AJAMUHUCTpAIMK paiioHa ¢ TOMETKOU «JIJisl CiTy:KeOHOTO MOJIb30BAHUS
oTpacieBbiM ((YHKIMOHAIBHBIM) OpraHaM WA CTOPOHHHM OpPTaHU3AIMSIM
OCyHIECTBIsIeTCSl 10 ykazanuto ['naBbl KanmMHUHCKOTO paiioHa WM 3aMECTHUTENs
rJ1aBbl AJIMUHHUCTPAIMU 3asiBKaM PYKOBOJUTENEH 0TpaciaeBbiX ((QyHKIIMOHAIBHBIX )
OpraHoB, UX TOTOBUBIILIUX.

210. 3a  paszrinamieHue — CIOy>KEOHBIX ~ CBEACHMM  OTPaHUYEHHOTO
pacmpocTpaHeHus, a TakKKe HapylIeHHe MOopsaKa OoOpalleHus C JOKyMEHTaMH,
CoJlepKalllUMH TaKUE€ CBEACHUS, COTPYIHUKH OTpacieBbIX ((yHKIMOHAIHHBIX)
OpraHOB MOTYT OBITh TPHUBJICYEHBI K JUCHUIUIMHAPHOW WJIA  WHOU
MPEyCMOTPEHHOM 3aKOHOIATEIBCTBOM Poccutickon denepannn
OTBETCTBEHHOCTH.

Paznen Xl
M3roroBiieHrEe 1 UCIIOIb30BaHUE eYaTEN U MITAMIIOB

211. U3roroBneHue 1eyaTreil U IITAMIOB, HEOOXOAUMBIX I 00€CII€UCHUS
JNEATEIBHOCTH ~ AJIMUHUCTpPAllMd MPOU3BOAUTCS 1O  Pa3pelICHUIO TJIaBBI
KanuHuHckoro paiioHa, pyKoBoAUTeNEeH OTpacieBbiX ((yHKIIMOHATIBHBIX) OPTaHOB
AJIMUHUCTpaLUH, SABJISIIOIINUXCA FOPUANIECKUMU JIUIIAMU.

HeobxoaumocTthb U3TOTOBJICHUS ITaMIIOB c (bakCUMIIbHBIM
BOCIIPOU3BEIAECHUEM TMOIUCEN ONPENETAETCI CAMUMHU JTOJKHOCTHBIMHU JIUIIAMM.

212. 3asgBKM Ha M3TOTOBJICHUE TIEYATCH W IITAMIIOB BMECTE C UX ICKHU3AMH
MEepeNarTCs Ha corjlacoBanue riaBe KanmmHuHCKOro paiiona. Peanmuszanms 3akasa
Ha U3rOTOBJICHHUE NIeYaTel U MITaMIIOB OCYIIECTBIISIETCS OTJEIOM MO 00ECTICUCHUIO
JEATEIbBHOCTH aIMUHHUCTpAIUU (JJI1 OTPACIEBBIX OpPraHOB AJIMUHUCTpALIUM, HE
SBJISTIOIIUXCS FOPUAUYECKUMU JTUIIAMU ).

213. Bce M3roToBiIEHHBIC TeYaTH W IITAaMITBl YYUTHIBAIOTCS B OTJAENE TI0
00€CTICUCHUIO JICSITEIBHOCTH aJMHUHHUCTPAIlMM B CHEUUAILHOM JKypHaje U
BBIJIAIOTCS MOJI PACIHUCKY COTPYAHUKAM OTPACJIEBBIX OPraHOB, OTBEUAIOIIUM 32 UX
UCIIOJIb30BaHUE U COXPAHHOCTb.

[lewats ¢  BocmpousBeaeHuem  repba  KamumnHuHckoro — paiioHa
M3TOTaBIIMBAETCA B OJHOM 3K3EMIUISIPE U XPAHUTCS B OTAEJE OPraHU3ALMOHHON U
KaJIpOBOM pabOTHI.

214. Tleuatu ¢ uzoOpaxkenuem repba KaamHUHCKOTO pailoHa CTaBsITCS Ha
JIOKYMEHTaX, TpeOyIOIHUX 0COO0T0 yI0CTOBEPEHUS UX MOTMHHOCTH. [IpuMepHbIi
nepedyeHb JOKYMEHTOB, Ha KOTOPBIX CTABUTCS MedaTh C BOCIPOU3BEICHUEM TrepOa
KanuHuHCKOr0O MyHULMNAIBHOTO pailoHa TBepckod o0JacTH, MNPUBEIEH B
npuioxxkeHuu 30. OTTHCK MeYaTu J0JKEH 3aXBaThIBaTh OKOHYAHWE HAUMEHOBAHUS
JIOJDKHOCTH JIMIIA, TOJMHCABIIEro JOKyMeHT. IIpocteie kpyribsie medatu (0e3
n300pakeHus TepOOBOM CHUMBOJIMKH) CTaBATCS Ha KOMMUSAX JOKYMEHTOB JIJisi
YAOCTOBEPEHUS UX COOTBETCTBHS MOIJIMHHUKAM.
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[ramnel ¢ (akCUMUIBHBIM BOCIPOU3BEACHUEM MOAMKUCH JIOJKHOCTHBIX
JUL pU HEOOXOIMMOCTH Pa3pelIaeTcs MCIOJIb30BaTh HAa KOMUSIX JOKYMEHTOB,
NOJANHUCAHHBIX B YCTAHOBJIEHHOM NopsJKe. Vcnoib30BaHNe yKa3aHHBIX ITAMIIOB
npu 0pOPMIICHUH MTOATUHHUKOB BCEX JOKYMEHTOB 3aIPEIacTCsl.

215. OO0 yrepe meyaTd WM IITaMmma HE3aMEJIMTENbHO CTaBUTCS B
U3BECTHOCTh rjaBa KalWHMHCKOTO paiioHa W OTAeNl 1o O00ecrne4yeHuto
NESATEILHOCTH JIsl OTMETKH B JKypHAJIe.

216. Ilpumenmue B HErOJHOCTh W YTPATHUBIIME 3HAYCHUE TI€YATH W
HITaMIIbl MOAJIEXKAT BO3BpPATy B OTJAEN MO OOECHEUYECHUIO NIESITEIbHOCTH, IJ€ OHU
YHUYTOXAIOTCS 110 aKTy B COOTBETCTBUH C 3aKOHOAATEIIbCTBOM.

217. KoHTposib 3a MCHOJB30BaHMEM IeYaTel W IITAMIIOB BO3Jaraercs Ha
PYKOBOAMTENEH OTpacieBbIX ((PYHKIMOHAIBHBIX) OPraHOB AJIMHHHCTpAINH, UX
UCITOJIb3YIOLIHUX.

218. CoTpyaHHMK, KOTOpOMY OBLIM BBIAAHBl T€YaTh WIA IITaMI, TPH
YBOJIbHEHUH 00s3aH Cc1aTh UX (WJIM OHU JOJKHBI OBITH MEPEJaHbl IO aKTy BMECTE
C JOKyMEHTaMH (JieJlaMH) YIIOJTHOMOUYEHHOMY Ha TO JIUILY).
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[Tpunoxenue 1
K MHCTpYKIIMU 1O 1€0NPOU3BOJICTBY B

aJIMUHUCTPALIUH Kannaunckoro
MYHULIMIIAIBHOTO panoHa TBepckoun
oOnacTu

[lepeuenn

0JIaHKOB, UCTIOJIb3YEMBIX MTPHU MOJTOTOBKE U O(DOPMIICHUH
HOPMATHUBHBIX MIPABOBBIX U PACTIOPSIUTEIBHBIX aKTOB,
CITyKEOHBIX TOKYMEHTOB (TTUCEM), PE30JTIONHIA (TTOPYICHUT)

1. birank IIOCTaHOBJICHUS AJIMUHUCTpaUUU Kannaunckoro
MyHULMNIATBHOTO paiioHa TBepckoil obnacTu.

2. brmaHk pacnopspkeHuss AIMUHUCTpalnd KaIMHMHCKOTO MyHULIAIIAIIBHOTO
paiiona TBepckoil o0nacTu.

3. bnank nmocraHoBiieHHs TIaBbl KanIMHMHCKOTO MYyHUIHMNAIBHOTO paloHa
TBepckoit ob6acTwu.

4. bnank nopy4denus riaaBbl KaauHuHCKOrO paiioHa.

5. bnank nmpuka3za pyKOBOAMTENS OTPaciieBOTrO ((PyHKIMOHAIBHOIO) OpraHa
aaMuHUCTpau KanMHUHCKOTO MYyHHMIMNAIbHOrO paiioHa TBepckoil obiacTw,
ABJISIOLIETOCS FOPUINYECKUM JIULIOM.

6. biiank nuceMa riaBel KanMHUHCKOTO MyHUITMTIATBHOTO paiioHa TBepckoi
obnactu (c repoom).

7. bnank nuceMa ApamuHucTtpanuu KalWMHMHCKOTO MYHHUIIUMIIATBHOTO
paiiona TBepckoitl o0iactu (¢ repoom).

8. bnank nmuceMa agMuHUCTpanuu KaTuHUHCKOTO MYHHIIMITAIEHOTO paiioHa
TBepckoi 00JaCTH C YIJIOBBIM PAcoOIOKEHUEM PEKBU3UTOB 0€3 repoa.

9. bnanku s pesomroruii ThnaBbl KanwmHMHCKOTO paiioHa, MEpBOTO
3aMECTUTENS TJIABbl aJIMUHUCTpaunMu KalMHMHCKOrO MYyHULHMIIAIBHOTO paioHa
TBepckoit oOmacTh, 3aMecTUTeNeH TIJaBbl aIMHUHHCTparuu KalnHHHCKOTO
MyHUIIUNIATBHOTO  pailoHa Twepckoil o0nacTu, yHpaBiISIOMIEro  JIelaMu
aaMUHUCTpau KannHMHCKOTO MyHUITMTIATBHOTO paitoHa TBepckoit oomacTu.
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[Ipunoxenue 2

K MHCTpyKIIMM MO AEIONPOU3BOICTBY
B aamuHucTpaumu KanuHuUHCKOTO
MYHHULIMIIAIBHOTO paiioHa TBepckon
obnactu

[IprMepHBIN NTEpeYeHb TOKYMEHTOB,
MOJUIEKAIINX YTBEPKIACHUIO

AKTBI (B cllydae, €ClIM 3TO TMPEAyCMOTPEHO YHUGDUIIUPOBAHHOW (PopMOit
aKTa WM HOPMaTUBHBIMU ITPABOBBIMH aKTaMHU ).

['paduixu oTmycKoB.

Nuctpykiuu  (mpaBwiia) 1O  TEXHUKE O€30MacCHOCTH, BHYTPEHHETO
TPYAOBOI'O pacnopsiika v T.1.

Hopmatussl pacxonoB CBIPbS, MaTepHaJioB, AJIIEKTPOIHEPTUH,
TEXHOJIOTUYECKOTO MPOCKTUPOBAHUS U T.J.

OTyeTsl O BBINOJIHEHUH [UIAHOB, POTPAMM T.J.

[Iporpammbl poBeieHNs pabOT U MEPONPUATUNA, KOMAHAUPOBOK U T.JI.

CmeTbl pacxoJOB Ha COJAEpKaHWE AJMUHUCTPAIlMKA, HA PEMOHT 3HaHUM,
MOMEIIEHUM, COOPY>KEHUH, MCIOJIb30BaHUsl CPEJCTB OrO/pKETa Ha KaluTalbHOE
CTPOUTEIBCTBO U T.]I.

[1nanbl paboT (KpoMe OnepaTUBHBIX).

JIOMKHOCTHBIE HHCTPYKIIMU COTPYAHUKOB.

[Iepeuenp nopydenwuii rinaBbl KaauHuHCKOTO paiioHa.

Howmenknarypa nen.

Omnucu ner.



AJIMUHUCTPAILIUS
KAJIMHUHCKOTI' O
MYHULUIAJBHOI'O PATOHA
TBEPCKOM OBJIACTH

Heanos
Hean Heanoeuu

IJIABA KAJJMHUHCKOI'O PAMOHA

AIMHUHHUCTPALIUSA
KAJIMHUHCKOI'O
MYHHUIIUIIAJTBHOT' O PAHOHA
TBEPCKOM OBJIACTH

Heanoe
Hean Heanoeuu

3AMECTUTEJIb
I'JTABBI A AIMUHUCTPALIMA
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[Tpunoxenue 3

K MHCTpyKIIMM 1O I€I0npPOU3BOJACTBY
B agMuHHcTpauuu  KanumHUHCKOTO
MYHULANIAIBHOTO panoHa TBepckon
obnactu

AJIMAHUCTPALIMSI
KAJIMHUHCKOT' O
MYHULUIAJBHOI'O PAMOHA
TBEPCKOM OBJIACTH

Heanos
Hean Heanoeuu

[IEPBbII 3AMECTUTEJIb
I'TABBI AAIMUHUCTPAIIMN

bnanku pesonmonuni



93

[Tpunoxenue 4

K MHCTpyKIIMM MO AEIONPOU3BOICTBY
B aamuHucTpaumu KanuHuUHCKOTO
MYHHULIMIIAIBHOTO paiioHa TBepckon
obnactu

OdopmiieHne TaOIMIHBIX TOKYMEHTOB
1. 3aro10BOK TaOIUITEI U 3aTOJIOBKH Tpad
TemaTnyeckuii 3arojioBOK
[lepedyeHb TOKYMEHTOB, HAXOSIINXCSI HA KOHTPOJIE

3arosioBku rpad

HanmeHnoBanue KonuuecTBo - Bcero B ToMm uncne
AOKYyMCHTA IEpBOE BTOPOE
MIOJTYyTOUe MIOJTyTOAUe
BokoBuK IIporpadxka

B konie 3arosoBka Touka He ctaBuTcs. COKpalieHHE CJIOB B 3arojoBKax
rpad He TomycKaeTcsl.

3aroyioBku rpad ciegayer nucath B €IMHCTBEHHOM YHUCIIE.

Hanpumep:

HAaMMEHOBaHHUE JOKYMEHTa, CIUHUIIA M3MEPEHHUsS, CPOK IOCTaBKH, (hopma
JIOKyMEHTA.

B rosoBke TaOauIpl B KOHLE NPEUIOKEHHS, JaXKe €CIU OHO HE 3aKOHUYEHO
(mocraBisieTcs 3a CUET; B TOM YHCIIE), 3HAKU MPENUHAHUS HE CTABSITCS.

B onpHosipycHOW TONOBKE TaOMMIBl BCE 3arojlOBKM Tpad numytes ¢
MPONMUCHON OYKBBI.

B 1Byx- M MHOrosipyCHOH TOJIOBKE TaOJIMLbI 3arojIOBKH BEPXHETO spyca
rpadbl MUIIYTCA C NPONUCHOW OYKBBI, a 3aroJOBKM BTOPOIrO, TPETHEro U T...
ApycoB Tpadbl MHUIIYTCS CO CTPOYHOM OYKBBI, €CIM OHM TI'paMMaTHYECKH
MOJTYMHEHBI 3ar0JIOBKY BEPXHETO spyca rpadsl.

Hanpumep:
Ne | HanmmenoBanmue O06paboTaHO TOKYMEHTOB [Tpume-
I/TI| OpPraHM3alUU | BXOJSIINUX | UCXOAIINX | PACIIOPSIUTEIBHBIX | YaHHE
OTKYJ1a MMOCTYTIHJI JIOKYMEHTOB
(Kyna HampaBIieH) (MpuKa3oB,
JIOKYMEHT pacIopsiKEHU )
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3aros0BKA BTOPOTO, TPETHETO U T.J. SIPYCOB Ipadbl MUIIYTCS ¢ TPOMUCHON
OyKBBI, €CJIM OHM TPaMMaTHUECKH HE TIOJUYMHEHBI CTOSIIEMY HaJ HUMH 3aroJIOBKY
rpadsl.

Hampumep:
Haumenosanue VcnionHuTENb U CPOK BBIIOJIHEHUS PAOOT
TEXHUYCCKOTro 3a1anus |  Pa3zpaboTka TeXHUUYECKON [IpousBoacTBO NEpBON

JOKYMCHTAIINUH HpOMBIHIJICHHOﬁ CCpUn

['padnr TabnHIBI TOHKHBI OBITH IPOHYMEPOBAHBI, €CJIM OHA 3aHUMAaeT 0oJiee
OIHOW CTPaHMUIIBI.

Hanpuwmep:
HanmeHnoBanue VcnonmHuTENh M CPOK BHITIOJHEHHUS paboT
TEXHUYECKOTO 3aJaHusA PazpaboTka TexHu4yeckoi [Ipown3BoICTBO TIEPBOIA
JIOKYMEHTAIUH MIPOMBIIJICHHON Cepuu
1 2 3

2. BokoBUK TaOIHIIBI U DJIIEMEHTHI Tpad

B OoxoBuke TaONHMIIBI TEKCT Ka)KJIOW MO3MIMHM JIOJDKEH HAYMHATBCI C
MPOMUCHOMN OYKBBI. 3HAKU MPETNUHAHUS CTABSATCSA TOJIBKO BHYTPHU MPEJI0KECHHUS.

B 6okoBuke nociie ciaoB «MToro», « Bcero» qsoeroune HE CTaBUTCH.

[MudpoBbie BEIUYMHBI MPU NEPEUUCICHUU (E€CM €CTh APOOHBIE YHCIIA)
paszenstoTcs Toukou ¢ 3anstou (1,2; 5,1; 6,3).

B nporpadxke TeKCT cieayer mucath cO CTPOUHOU OYKBBI, 32 UCKIIOYEHUEM
MMEH COOCTBEHHBIX.

B rpade «EnuHuna usmMepeHus» HAUMEHOBAHUE €IUHUI] H3MEPEHUs
ClIeyeT MUcaTh B POJAUTEIHBHOM MaieKe MHOKECTBEHHOT'O YHCIIa, B CKOOKAX.

Hanpumep:
HaumenoBanue Mapxka KonunuectBo
JBH>KMMOTO MMYLIECTBA (lTyK)
JlerkoBoil aBTOMOOMJIb ['A3-3102 «Bosra» 2
CucTeMHBIN 6JIOK C MOHUTOPOM Ramec Gate Gustom W 4
doTokamepa CANON EOS 6
Htoro 12

3. CHOCKM U IpUMEYaHUs

B Tabmuie cchuika Ha CHOCKY MOXKET OBITh 0003HaueHa 3BE3J0YKOU WIIH
udpoit co ckoOkoit. CHOCKM MOTYT OBITh JaHbI KaK Ha Ka)XIOW CTpaHHIIE, TS
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€CTh CCBUIKM Ha CHOCKY, TaK M B KOHLE TaOnuipl. [locine 3HaKa CHOCKH TEKCT
CHOCKHM HAUMHAETCs C MPONUCHOM OyKBBI. B KOHIIE TEKCTa CHOCKHM CTaBUTCS TOYKA.

[Ippumeuanuss narOTCA B KOHIE MNPWIOXKEHUA. EcCam ecTh CHOCKH, TO
IIPUMEYAHNS JAFOTCS MOCIIE CHOCOK.

Hampumep:
(TBIC. ITYK)
HanmMeHoBaHNE CEIHCKOX03IUCTBEHHOTO 2010 rox 2011 rox
o0opy1oBaHUs

TpakTopsl - Bcero 60 65*
U3 HUX:

T'YCEeHHYHbIE TpakTopsl T-74 42 35
TpakTopsl T-150 - Bcero 18 30

B TOM YHCJIC KOJICCHBIC TPAKTOPHI:

T-150K 17 20
T-150 1 10

* Bxuttodast MpoU3BOJICTBO MO KOOIIEPAIIHH.

[Tpumeuanus: 1. O6beM MOCTaBOK TPAKTOPOB MPU HEOOXOAUMOCTU MONKET
OBITh YTOYHEH 3aBOJIOM-U3TOTOBUTEIIEM.
2. CpoK MOCTaBKH TPAKTOPOB MOXKET ObITh YTOUHEH
BEJIOMCTBOM.

4, OI[HOCTPO‘IHBIC N MHOT'OCTPOYHBIC 3JICMCHTHI Ta6J'II/II_[

Yucna u OAHOCTPOYHBIE TEKCTOBBIE JJIEMEHTHI B rpad)ax paBHIIOTCS IO
nocjeAHe (HuxKHEeN) CTpoke OOKOBHKA.

JIByX- WM MHOTOCTPOYHBIE TEKCTOBBIC 3JIEMEHTHI PABHSIIOTCS MO TNEPBOMU
(BepxHel) cTpoke 60koBHKa. B 3TOM ciyuae u nudphl pacnosiararoTcsi Ha BEpXHeu
CTPOKE.

Hanpumep:
HaumenoBanue [Inan DaKTUYECKU OTkII0HEHHE
(enuHuII) (enuHuII) (enuHuII)
MartepuanbHbIe 3aTPaThI 600 892 292
Y CTOBHO-TIOCTOSTHHBIE 500 400 -100
3aTpaThl
Hroro 1100 1292 192



consultantplus://offline/main?base=RLAW073;n=77783;fld=134;dst=102141
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IIpunoxenue 5

K MHCTpyKIIMM MO AEIONPOU3BOICTBY
B aamuHucTpaumu KanuHuUHCKOTO
MYHHULIMIIAIBHOTO paiioHa TBepckon
obnactu

AJIMUHUCTPALIUA
KAJMHUHCKOI'O MYHUIIUIIAJIBHOI'O PAMOHA
TBEPCKOM OBJIACTHU
IHOCTAHOBJIEHHUE

Ne
TBepp

bnank mocraHoBJICHUS AIMHUHUCTpalK
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[Ipunoxenue 6

K MHCTpyKIIMM MO AEIONPOU3BOJICTBY
B anMmuHMCTpauuu KanmHuHCKOTO
MYHULIMITAIIBHOTO panoHa TBepckou
o0OnacTu

AJIMAHUCTPALMS
KAJJMHUHCKOTO MYHUIMIIAJILHOTO PAOHA
TBEPCKOI OBJACTH

PACITIOPAXKXEHUE

Tepn

brnank pacniopsikeHus: aIMUHUCTPALIUN
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[Tpunoxxenue 7

K MHCTpyKIIUM MO AENONPOU3BOACTBY
B aaMuHUCTpauuu KanmHuHCKOrO
MYHULIMITAIIBHOTO panoHa TBepckou
o0nactu

I'TABA KAJIMHUHCKOI'O MYHUIIMITIAJIBHOI'O PAHOHA
TBEPCKOM OBJIACTHU

IHOCTAHOBJIEHHUE

oT Ne

Tepn

bnank nocranosnenus ['maBel KanmmHuHCKOrO paitona
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[Tpunoxenue 8
K MHCTpYKIMH 1O IEIOTPOU3BOJICTBY B

aAMUHUCTPALIMH KannauHckoro
MYHULANIAIBHOTO panoHa TBepckon
obnactu

JIucT cornacoBaHus:
HpOCKT IIOCTAaHOBJICHUA aJMHWHHUCTpalUun Kamuanackoro MYHUIOUITIAJIBHOT'O paﬁOHa TBepCKOﬁ

obnactu «O Permamenre ........... » 3aBU3UPOBAJIU:

IlepBbIil 3aMECTUTEIb TJIaBbI Iloonucw .M. NBanos
agMuHUcTpanuu KaauHuHCKOro Jlama

parioHa

3amMecTUTENb T1aBbl Iloonucw N.N. NBanos
aamuHHCcTpanuu KanuHuHckoro Hama

paiiona

3aBeay ol FOPUINIECKUM Iloonucw N.N. NBanos
OTJICJIOM aIMMHHUCTPAINH Hama

Kanunuuckoro paiiona

Havanpauk ¢unancoBoro Iloonucw N.N. NBanoB
yIpaBJIeHUs aIMUHUCTPALUU Hama
Kanunuuckoro paiiona

3aBeAyIOMIHi OTAETIOM Iloonucw N.N. NBanos
OpraHU3alMOHHON U KaJIpOBOU Lama

paboThl aIMUHUCTPALIUU

Kanunuuckoro paiioHa

Paccoeuika:

Ucnonuutens:
ITerpos Iletp IleTpoBuy moanuck nara
(4822)70-70-70

OO6pas3er McTa COrJIacoOBaHMS
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[Tpunoxenue 9

K NucTpyKium 10
JEONPOU3BOICTBY B
agMuHHACTparmu  KanmHHMHCKOTO
MYHHULUIIATIBHOTO paiioHa

TBepckoii o6nacTu

20 Mmm

AJIMHUHHUCTPALIUS
KAJIMHUHCKOI'O MYHUIIUITIAJIBHOI'O PAMOHA
TBEPCKOM OBJIACTH
INOCTAHOBJIEHUE
1.5 unr
OT OO.MGC}IH.OO(SOI‘. Ne 00
TBepp
2-3 UHT

O Perniamenre agMuHucTpanuu KaJMHUHCKOr0 MYHHIIUNIAJIBLHOTO PaiioHa
TBepckoii o01acTH
1.25 cm 2 WHT

15 MM
30 MM B coorBerctBuE ¢ YcraBom KalWHMHCKOrO MYHHUIMIAIBHOTO paiioHa >
<+—TBepcKoii 00J1aCTH TOCTAHOBJISIO:
1. YrBepaute Permament agmuuancTpanny KaIMHUHCKOTO MyHULIANIAIBHOTO
paiiona TBepckoil o0nacTu (rpuaaraercs).
2. Ilpu3Hath yTpaTUBIIMMU CUITY:
a) TIOCTAHOBJIEHWE aJMHUHHUCTPAllMM MYHHULHUIAIBHOTO 00pa30BaHUs
Teepckoii obnactu «Kanumaunackuit paiton» ot 02.07.2020 Ne 73 «O Pernamente
paboThl AJMUHUCTpALMM MYHULUIAIBLHOrO oOpa3zoBaHus TBepckod obsacTu
«KaMHUHCKHN pailon»;
0)...
3. Hacrosimee moctaHoBjI€HHE BCTYIAET B CHIIy CO JTHSI €r0 O(PHUIIMATIBLHOTO
1y OJIMKOBaHMUSL.

3 vHT

I'naBa KanuauHckoro paiiona Iloonucwe N.0. Gamunus
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[Tpunoxxenue 10

K MHCTpyKIIMM MO AEIONPOU3BOICTBY
B aamuHucTpaumu KanuHuUHCKOTO
MYHHULIMIIAIBHOTO paiioHa TBepckon
obnactu

[Tpunoxenue
K MIOCTAaHOBJIEHUIO IMUHUCTPALlUA
KannHMHCKOro MyHUIIUIIAIBHOTO

paiiona TBepckoii obmacTu
ot 05.04.2022 Ne 250

Permament
agMUHUACTpanu KalMHMHCKOr0 MyHUITMIIABHOTO paiioHa TBepckoi obsactu

Paznen I
OO01e moJIoKeHus

1. PermamenTt agMuHucTpanuu KaaMHMHCKOrO MYHMIIMIAIBHOIO pailoHa
TBepckoii obnactu (manee - PerinameHt) pa3paboTaH B COOTBETCTBHU Y CTaBOM
KanuauHckoro  MyHuIunaJbHOro  pailoHa  TBepckoil  00nacTu, UHBIMU
HOPMATHBHBIMH TPaBOBBIMM aKTaMU M yCTaHABIMBAE€T OCHOBHBIE IpaBHUIIa
OpraHu3aliy JeATEIbHOCTH aJIMUHUCTPALMU MO pealn3aluy €€ MOJHOMOYHUH, a
TAK)KE ONpeNesieT TMOPSJAOK OpPraHU3alMOHHOIO, JIOKYMEHTAallMOHHOTO U
MH(OPMAIMOHHOTO 0OecrieueH s pabOThl aIMUHUCTPALIIN

2. AnMuHHCTpanmus B Ipenellax CBOMX ITOJIHOMOYHMM  OpPraHHU3yeT
UCIIOJHEHNE 3aKoHonarenbcTBa Poccuiickon @Pepepanuu, YcraBa Tsepckon
o0nacTu, 3aKOHOB TBepckol o0sacTH, YcTaBa MYHHUIMIAIBHOTO 0Opa3oBaHUS,
IIPaBOBBIX AKTOB AJMHMHHMCTPALMH, JOTOBOPOB M COIVIAIIEHWHA aJIMHUHHUCTPALUH,
OCYLIECTBJISIET  IOCTOSHHBIA  KOHTPOJIb  HMX  BBIIOJHEHHS  OTPAaCIEBBIMU
(pyHKIIMOHANBHBIMUA) OpTaHaMHU, MPUHUMAET MEPHI MO YCTPAHEHUIO HAPYIICHHM
3aKOHOJATENbCTBA.

(Oanee mexcm He NPUBOOUMCSL)



consultantplus://offline/main?base=RLAW073;n=83780;fld=134
consultantplus://offline/main?base=RLAW073;n=83780;fld=134
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[Tpunoxenue 11

K NucTpyKium 10
JEONPOU3BOICTBY B
agMuHHACTparmu  KanmHHMHCKOTO
MYHHULUIIATIBHOTO paiioHa

TBepckoit o6nacTu

AIMHUHUCTPALIUA _
KAJIMHAHCKOI'O MYHUIIUITAJIBHOTI'O PAUOHA
TBEPCKOHM OBJIACTH
PACHOPAXKXEHHUE
«27 » ssuBapsa 2022 r. Ne 17-p
TBepp

00 yrBep:knenunu Ilopsiaka gocryna cOTpyAHUKOB AAMUHUCTPALUU B
MOMeEIeHUs, PeIHA3HAYeHHbIE 1JIs1 00Pa00TKH NepPCOHAIBHBIX JaHHBIX

B nensx oOecrnedeHus: 3ammThl UHGOPMAIMU U peXMMa O€30MacHOCTH
IPOBOJUMBIX pabOT, B COOTBETCTBUH C TPEOOBAHUSAMHU PYKOBOASIIMX IOKYMEHTOB
OCTOK Poccunm no 3amure uHpopmaiuu, oOpabaThiBaeMoOil Ha 0O0BEKTax
uH(popMaTH3alud aAMUHUCTpalMK KalMHMHCKOTO MYHULMIIAIBHOTO paiioHa
TBepckoitl o0nacTu,

(Oanee mexcm He NPUBOOUMCSL)

I'nmaBa KanmnauHckoro paiiona Iloonucwe N.O. ®amunus
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[Tpunoxenue 12

K NucTpyKium 10
JEONPOU3BOICTBY B
aagMuHUCTpanmu  KanmHuHCKOrO
MYHULUIIATIBHOTO paiiona

TBepckoii o6nacTu

YIIPABJIEHUE OBPA3BOBAHUSI AIMUHUCTPALINIU
KAJIMHUHCKOI'O MYHUIIMTIIAJIBHOT O PAMMOHA
TBEPCKOM OBJIACTH
MPUKA3

TBepp

bnank npukaza
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[Tpunoxenue 13

K NucTpyKium 10
JEONPOU3BOICTBY B
agMuHHACTparmu  KanmHHMHCKOTO
MYHHULUIIATIBHOTO paiioHa

TBepckoit o6nacTu

I'JIABA
KAJJMHUHCKOI'O PAMOHA

HOPYYEHUE

TBepb

birank nopyuenus
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[Tpunoxenue 14

K NucTpyKium 10
JEIONPOU3BOACTBY B
agMuHucTpanmn  KanmHuHCKOrO
MYHHULIMIAIBHOTO paiioHa
TBepckoit o6nacTu

YTBEPXIAIO

I'nmaBa KanunuHckoro paiiona

N.A. UBaHoB

« » 20 rojaa

Ilepeuyens nopy4yennii I'naBsl KaJmaunckoro paiiona
HN.U. UBanoBa o uroram

HaumeHoearnue meponpusimusi

dama meponpuamus

1.
Texcm nopyuenus I'y6epramopa obnacmu
Ucnonmaurens (Mcnonuurenu) —
@DHUO ucnoanumens/ucnonnumeneti
2.
Texcm nopyuenus I'ybepnamopa obaacmu
Ucnonuurens (McnoaHutenu) —
DUO ucnoanumena/ucnonnumenetl
3....

ITerpos Iletp IlerpoBuu
(4822) 70 70 70
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[Ipunoxenue 15

K NucTpyKium 10
JEJIONPOU3BOCTBY B
aIMAHUCTpALU KamuauHckoro
MYHULANIAJIIBHOTO paiioHa
TBepckoit o6macTu
MMPOTOKOJI
3aceaHus (COBeIAHMS)
« »
mema coeeuiarus
r. TBepb
Jlata Ne
Ilpeacenarenn: Hsanos U.U., dondcrocmo
IIpucyrcreoBaju:
DUO yyacmuuka cosewyanusl - 00IHCHOCMb
MNOBECTKA JIHSA
1.
2.
1. COIYHIAJIN:
@UO 3acrywusaemozo, Kpamroe U3nodceHue mekcma 6biCmynieHus
BBICTYIIWJIN:
DOUO svicmynailowezo  (gblcmynarowjux), Kpamkoe U3N0NCEHUe  MeKcma

6bICMYNJIEeHUA

Ha ocHOBaHUH U3I0KEHHOTO

PEIINJIA:

1. ®UHO oonxcnocmunozo nuya (uau nepeyHs O00JHCHOCHHBIX JUU), HA KOMOPHIX
603710J1C€HO UCNOJIHEHUEe NopyueHus. Hznoocenue mekcma nopyyenus ¢ yKkazaumuem, npu

Heo6x00uMocmu, CPOKA UCNOJIHEHUA U npedcmaeﬂeHu}z omyuema.
2....

IIpencenarean N.A. UBaHoB

IIpomokon sen(a)
Ilempos I1.11
(4822) 70 70 70
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[Tpunoxxenue 16
K WMHCTpyKIuM 1O AENONPOU3BOACTBY B

aJMUHUCTPALINH KannauHckoro
MyHULMNIAIBHOTO  palioHa  TBepckon
o0nacTu

rMABA
KanuHMHCKOro MyHuuunanbHOro pamMoHa

TBepckoun o6nacTtu
170554, Teepckasi obnacTb,
KanuHnHckun paiioH, a. PsasaHoBo, 4.21
Appec ans koppecnoHaeHUmm:
170100, r. Teepsb, Hab. p. Ilasypu, A4. 3
Ten/dakc (4822) 32-14-51
MHH 6924003220 Krrev4901001
http://www.kalinin-adm.ru
E-mail:mail@kalinin-adm.ru

No

Ha Ne oT

bnank nucema I'naBel KanmanHckoro panona


http://www.kalinin-adm.ru/
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[Tpunoxenue 17
K MHCTpyKIIMM 1O AEIONpPOU3BOACTBY B

aJMUHHUCTPALIMH KannauHckoro
MyHULMNIAIBHOTO  palioHa  TBepckon
o0nacTu

AaMuHucTpaumsa
KanuHuHcKoro MyHMuunanbHoro

panoHa TBepckon obnactu
170554, Teepckasi obnacTb,

KanuHuHckmn parioH, g. PsisaHoBo, 4.21

Agpec ansa KoppecnoHaeHLmu:

170100, r. Teepsb, Hab. p. [lasypwu, A. 3

Ten/dakc (4822) 32-14-51
MHH 6924003220 KIrne94901001
http://www.kalinin-adm.ru

E-mail:mail@kalinin-adm.ru

No

Ha Ne oT

brank nuchbmMa aMUHUCTPALIMH C TepOOM


http://www.kalinin-adm.ru/
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[Tpunoxenue 18
K WMHCTpyKIuM 1O AENONPOU3BOACTBY B

aJMUHUCTPALINH KannauHckoro
MyHULMNIAIBHOTO  palioHa  TBepckon
o0nacTu

AoMuHucTpaumsa
KanuHuUHCKOro MyHMuunanbHoro

panoHa TBepckon obnacTtum
170554, Teepckasi obnacTb,

KanuHunHckun paiioH, a. PsizaHoBo, 4.21

Appec ans koppecnoHaeHuUmm:

170100, r. Teepsb, Hab. p. Ilasypu, A4. 3

Ten/gakc (4822) 32-14-51
MHH 6924003220 KIMM694901001
http://www.kalinin-adm.ru

E-mail:mail@kalinin-adm.ru

No

Ha Ne oT

biank nuckma agMuHHUCTpanuu 6e3 repoa


http://www.kalinin-adm.ru/
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[Tpunoxenue 18.1
K MHCTpYKIIMM TIO [€JIOMPOU3BOJCTBY B

aJMUHUCTPALINH Kannaunackoro
MyHULMNIAIBHOTO  palioHa  TBepckon
o0nacTu

(HanmeHoBaHue oTpacnesoro
(cbyHKUMOHaNBLHOro) opraHa)

AoMuHucTpaumsa
KanuHuUHCKOro MyHMuunanbHoro

panoHa TBepckoun obnactu
170100, r. Teepb, Hab. p. Nasypu, a. 3
Ten/dakc (4822) (omdena, komumema)
http://www.kalinin-adm.ru
E-mail:mail@kalinin-adm.ru
(vkasbieaemcsi e-mail omdena, koMmumema)

No

Ha Ne oT

brnank muchma otpacieBoro (pyHKIIMOHATILHOTO) OpraHa


http://www.kalinin-adm.ru/
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[Tpunoxenue 19
K WMHCTpyKIMM TO JENONpPOU3BOACTBY B
aJIMUHUCTPAIHA KanuanuCcKOTO

MyHULMNIAIBHOTO  palioHa  TBepckon
o0nacTu

AoMuHucTpauusa
KanuHUHCKOro MyHMuunanbHoro
panoHa TBepckoun obnactu
APXUBHbIN OTOEN

170554, Teepckas obnacTb,
KanuHuHckmi painoH, a. PasaHoBo, 4.21
Appec ons KoppecnoHOEHLNN:
170100, r. TBepb, Hab. p. Jlasypu, 4. 3
Ten/dakc (4822) 32-14-51
Ten.(4822) 34-43-24
MHH 6924003220 KI1re94901001
http://www.kalinin.-adm.ru
E-mail:mail@kalinin-adm.ru

APXMBHAJ CITPABKA
. No

OcHoBanue: . OlIl. 1. JL.

3aBeAyIOIIUN apXUBHBIM OTJIEJIOM N.0. Gamunus

Hcnomaurens N.0. Gamunusg


http://www.kalinin.-adm.ru/
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[Tpunosxenue 20
K WMHCTpyKIuM 1O JeONnpOu3BOACTBY B
aJIMUHUCTPAIHA KanuanuCcKOTO

MyHULMNIAIBHOTO  palioHa  TBepckon
o0nacTu

AaMuUHUCTpauma
KanuHuHCKOro MyHMuunanbHoro
panoHa TBepckoun obnactu

APXBHbBIU OTOEN
170554, Teepckasa obnacTb,
KanuHuHckmn parioH, g. PsisaHoBo, 4.21
Agpec ans KoppecnoHaeHUnm:
170100, r. TBepb, Hab. p. Nlasypu, a. 3
Ten/dakc (4822) 32-14-51
Ten.(4822) 34-43-24
MHH 6924003220 KIMM694901001
http://www.kalinin-adm.ru
E-mail:mail@kalinin-adm.ru

APXMNBHAS BBIIIMCKA
. Ne

OcHoBanue: O. OIL . JL

3aBeAyIOIIUN apXUBHBIM OTIEJIOM N.0O. Gamunus

Ucnoaaureinn N.0. Gamunus


http://www.kalinin-adm.ru/
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[Tpunoxenue 21
K MHCTpyKIIMM 1O AEIONpPOU3BOACTBY B

aJMUHUCTPALINH KannauHckoro
MyHULIMNAIBHOTO  panioHa  TBepckon
o0nacTu

[IpumepHBIN IEPEYEHB
BXOASAIIEH KOPPECTOHACHIIMH, HE MOJIEKAIIEH pErnCcTpaluu
B OTaene mo paboTe ¢ muchMaMu, OOpaIIeHUSIMHU U TIPUEMY TpaXkKaaH

BenoMCTBEHHbIE  CTaTUCTUYECKHME  CBEICHHS, OTYEThl, CBOJKH U
uH(popmanuu, COOpHUKU U 0030pHI.

Y4eOHble T1aHbl, TPOrpaMMbl (KOIUN).

[Iporpammel coBemanuii, KOH(pEpEeHIUH.

PexiiamHble U3BEIICHHS U MaTepUaJIbl.

Hopwmsl pacxona maTepHaos.

[To3apaBuTeNbHBIE MHCbMA U TENETPAMMBI, IPUTTIACUTENbHBIE OMIIETHI.

Byxrantepckue JOKYMEHTHI.

[lepuonnueckre U eyaTHbIC U3IAHMUS.

MecsuHble, KBapTaJlbHbIE, MOIYrOJ0BbIE OTUETHl (0€3 COMPOBOIUTENBHBIX
TIHCEM).

PacniopsiautenbHble JOKYMEHTHI (IIOCTaHOBJIEHUS, PACTIOPSYKEHUS) MECTHBIX
aIMUHUCTpALH (0€3 COPOBOIUTENBHBIX MTUCEM).

[loBecTkm © mporpamMMbl  KOH(EPEHILMH, COBELIAHUNW U  JIPYTrux
MEPOIPUATHMN.

Matepuaisl (JIOKyMEHTbI), B KOTOPBIX HE MPEyCMaTPUBAETCS TIOJMHUCH.
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[Tpunoxxenue 22
K MHCTpYKIIMM TO [EJIOMpPOU3BOJCTBY B

aIMUHUCTPALIUU Kanuannckoro
MYHULMIIAIBHOTO  pailoHa  TBepckou
o0OnacTu

HCKOTOpBIe THUITIOBBIC CPOKH
HCIIOJHCHHUA OTACIIBHBIX TOKYMCHTOB

1. JIOKyMEHTBI MOIJIEKAT UCIIOJHEHUIO B CIAEAYIOIINE CPOKH:

a) C KOHKPETHOM JaTOW WCIIOHEHUS - B YKa3aHHBIN CPOK;

0) 0e3 yka3aHUsS KOHKPETHOW JaThl HUCIIOJIHEHUS, UMEIOIIME B TEKCTE
MOMETKY «CpOo4HO» U «B. cpouno» (BecbMa cpodHO) - B 3-THEBHBIN CPOK;

B) UMerolre nomMeTky «OnepatuBHO» - B 10-THEBHBIN CPOK;

I) MapJaMEHTCKUE 3alpochl - HE Mo3aHee 15 aHell co OHS TMOIydYeHHs
3ampoca;

) 3ampocbkl W oOpamenus wieHoB CoBera denepaiuu, IemyTaToOB
I'ocynapctBenHo#t Jlymbl - He mo3zaHee 13 paHel co JIHS MOJy4YEHHMSs 3ampoca
(oOpartieHust) MM B MHOM COTJIACOBAHHBIN C MHUITMATOPOM 3aIlpoca CPOK;

€) oOpamenus pgenyTatoB 3akoHogarenbHoro CoOpanust Tsepckoit
00JIaCTH ¥ JIEMyTaTOB MHBIX BBIOOPHBIX OpPraHoB - He mo3aHee 30 gAHel co AaHs
MOJIy4eHHs] OOpalIleHHUS;

)  oOpaiieHus  rpaxiaH, I@OCTYyNWBIIME B  AJMUHHUCTpALUIO,
paccmatpuBaroTcs B TeueHue 30 qHeM co THS PEerucTpanni;

3) MPOTECTHI MPOKYpoOpa - He no3aHee yeM B 10-1HEBHBIN CPOK;

M) TIpEeJICTaBICHUS MPOKypopa Mojjexar 0e30TiaraTelIbHOMy pPEIICHUI0 B
TEUECHUE MECSILIA CO JIHSI BHECEHUS MIPECTABICHUS;

K) MUChMA-TIOPYUYCHUS U MHUChMa-3alPOChl YUPEKICHUN U OpraHu3aluil - K
YKa3aHHOMY B HUX CPOKY;

J) TUChMa MPEANPUSATUN, YUPEKIECHUN, OpraHu3anuii - B Teuenue 30 nHei
CO JTHS TIOJTyYeHHS OOpalleHHUs;

M) mopydenus ['nmaBpl KammHuHCKOTO pailoHa - B CpOK, YKa3aHHBIM B
MOPYYEHUH, TUOO B MECSIYHBIN CPOK CO JHS €0 MOMUCAHMUS.

2. Ecim B [OKyMEHTE YKa3aH CpOK, K KOTOPOMY KOPPECHOHAECHT
IpearnojaraeT noJy4yeHue OTBeTa, 3TOT CPOK, KaK MPaBUIIO, TOJKEH COOII0AATHCS.

3. B cnydae, Korga CpokK HCIIOJHEHHs JTOKYMEHTA HE yKa3aH, OH JOJDKEH
OBITh UCIIOJIHEH HE 00Jiee YEM B MECAUYHBIN CPOK.



Anmunuctpanus Kanuanackoro
MYHULIMIIAIBHOTO paiioHa
TBepckoii obacTu
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[Tpunoxxenue 23
K WMHCTpyKIMM TO JENONpPOU3BOACTBY B

AIMUHUCTpalA

MYHULMNIAIBHOTO  palloHa

obractu

YTBEPXIAIO

I'maBa KanmuauHckoro paiiona

Kanmnanuackoro
TBepckoi

JlaTa

COI'JTACOBAHO

ITpotokon DK agMuHUCTpanun

A)IMI/IHI/ICTpaL[I/II/I Kanuunnckoro MYHHUIUTIAIBHOTO
pationa TBepckoii 061acTi

oT Ne

N.0. Gamunus
20 T
HOMEHKIJIATYPA JEJI
r. TBepb
Ha 20 roJI
Nunexc 3aronoBoK Kon-Bo Cpox xpaHeHus [Ipumeyanue
Jena Jen n Ne crarei no
EPEYHIO
1 2 3 4 B
HazBanwue pasnena
3aBeAyIONINi apXUBHBIM OTIETIOM N.0. Gamunus

COI'JTACOBAHO
ITpotokoun JIIK npu MunncrepcTse
KyJIbTypbl TBepckoii obmactu

oT Ne

HroroBas 3anucek o KaTeropusx 1 KOJ-B€ JCJI, 3aBCICHHLIX B rogy

B AJIMUHHUCTpanuu

HTorosas 3amuch 0 KaTCropmuun U KOJIUYCCTBC ACI.

ITo cpoxaM xpaHeHUs

Bcero B ToM uncne

[Tepexoasimux C ormetkoii «OITK»

1

2 3 4

ITocTossHHOTO

Bpemennoro (cBbiure 10 ser)

Bpemennoro (10 10 et BKIIOUUTENHHO)

Hroro:

« » 20 I.
WroroBble cBeieHU NTEpeaHbl B ApXUB.

« » 20 I.
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[Tpunoxenue 24

kK MHCTpyKIMM 1O JeNOnmpOU3BOACTBY B
aJIMUHUCTPALIAN Kanununckoro
MyHULMIIAIBHOTO paiioHa TBepckoil oonactu

ApXUBHBIN OTJET aIMUHUCTPALIUN
KanuHuHCKOro MyHUIIMIIAIBHOTO paiioHa TBepckoi obsactu

AnmunucTparus KaamHMHCKOTO0 MyHHIIMITATFHOTO pailoHa
TBepckoit o6macTu

HanmeHoBaHKE CTPYKTYPHOTO MOIpa3IeICHHUS

Jleno Ne . Tom Ne

(3aronoBok jena)

(kpaitHue nathl)

Ha JMCTax
XpaHUTh

bmank TUTYJIBHOT'O JINCTA ACJIa
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[Ipunoxenue 25

K HMHCTpykuun 1o [eONnpou3BOJICTBY B
aIMUHUCTPALIUU Kanuannckoro
MYHULIMIIATBHOTO paiioHa TBepckoii ob6macTu

JIMCT-3ABEPUTEJIb AEJIA Ne

B nene noammTo U npoHyMepOBaHO

(tmdpamu ¥ IPOTTUCHIO)

auct (a,0B), ¢ Ne 1o Ne
B TOM YHCJIE:
JMTEPHBIE HOMEPA JINCTOB
IPOIYIIEHHBIE HOMEPA JINCTOB
+ JINCTOB BHYTPEHHEN OIKUCH
Oco0eHHOCTH (PU3MYECKOTO COCTOSHMS U (POPMUPOBAHUS eI Homepa nucroB
1 2
HaumenoBanue JOJDKHOCTH COTPYAHHKA HO,I[HI/ICB PaCHII/I(I)pOBKa IIoAIMrucu

« » 20 1.
Jara

bnank nmcra-3aBepurens gena
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[Tpunoxxenue 26

K VHCTpyKIIMM TIO JEJIONpPOM3BOJICTBY B
aJIMUHUCTPAIHN KanuanHCcKOTO
MYyHHIIMIIAIBHOTO paiiona TBepckoit o0nacTu

BHyTpeHHss onuck aena Ne

(3aroJioBOK Jena)

KosmdecTBO 1MCTOB BHYTPEHHEH OIUCH

JlaTta nokymeHTa 3aroi0BOK U HOMEp JOKYMEHTa Homepa
JMCTOB
Hroro JAOKYMCHTOB.

(mmdpaMu ¥ IPOTTUCHIO)

(tmdpamMu ¥ IPOITUCHIO)

HanMeHoBaHUE NOIKHOCTH COTPYIHHMKA IToanuce Pactm¢poBka noanucu

» 20 T.

Jara

biiank BHyTpeHHUH OIKUCH Aena
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[Tpunoxenue 27

Kk HWHcTpykumm 1o JAeNonpou3BOACTBY B

AIMUHUCTpalA

KaauauHackoro

MYyHHIIMIIAIBHOTO paiiona TBepckoit o0nacTu

AnmunauCcTpanus KaqnHHHCKOT0 MyHHUIUITATLHOTO paifioHa
TBepckoit o6macTu

YTBEPX/IAIO
3amMecTUTelb IIaBbl aIMUHUCTPALIMT
HN.0. dammnus
« » 20 T.
OIMMCBh Ne 1
JIeJ]I IOCTOSTHHOTO XpaHEeHUs
3a 20 roJ1
Ha3BaHue CTPYKTYPHOIO NOAPA3AeJIeHUsA
No | Munekc 3aroI0BOK 1ena Kpaiinue | Komnu Ipumeua
m| Jerna JaThl | €CTBO |  pug
JIUCTOB
1 2 3 4 5 6
B nanHbIM pas3esn onucu BHECEHO nena

JIUTEPHBIE ; IPOIYILIEHHbIE HOMEPA

Onuce COCTaBUII;

JIOKHOCTB MOAIHUCH

« » 20 .

(g pamMu 1 MPOMUCHIO)
c Ne 1o Ne

, B TOM YHCJIE:

(®d.A. OtyecTBO)
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[Tpunoxxenue 28

K HMHCTpykuun 1o [eONnpou3BOJICTBY B
aIMUHUCTPALIUU Kanuannckoro
MYHULIMIIATBHOTO paiioHa TBepckoii ob6macTu

AnmunucTtpanun KaImHUHCKOTO YTBEPX/AIKO
MYHULMIIAJIIBHOTO parioHa TBepCKOn
obnactu I'naBa KanuHuHckoro paifona
N.0. Gamunus
OOH/I Ne « _» 20 1.
OIINCD Ne2
JIEJI TI0 IMYHOMY COCTaBY
3a 20 roj
Ne | Hnpexc 3aroJ0BOK Jiena Hara nena | Cpok | Kon- | Ilpm
1/ XpaHe BO Me-
HUS | JIUCTO | YaHHU
B e
1 2 3 4 5 6 7
B nanHbIM pa3aes onucu BHECEHO aena
(urdpaMu U TPOMHCHIO)
c No mo Ne , B TOM YHCJIC:
JIUTEPHBIC , IPOIYILIEHHBIE HOMEPa
Onuce coCTaBuUI:
JOIKHOCTD MOJIMTUCH (®.M. OtuecTBO)

« » 20 T.
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[Tpunoxxenue 29

K VHCTpyKIIMM TIO JIEIONpPOHM3BOJCTBY B
aJIMUHUCTPAIHN KanuanHCcKOTO
MYyHHIIMIIAIBHOTO paiiona TBepckoit o0nacTu

HaumeHoBaHMe CTPYKTYPHOIO
moJpasaesieHust
Anmvunuctpanus KanuHuHckoro

YTBEPX/IAIO

3aMECTUTEIIb IJ1aBbI AIMUHHUCTpalN

MYHUITMIIAILHOTO paiioHa TBepckoi obmacTu N.0O. Gamunus
« » 20 r.
AKT
20 r. Ne

r. TBEpH
O BbIICIICHUH K YHUUTOXXCHHUIO
JIOKYMEHTOB, HE MOJJIEKAIINUX

XPaHEHUIO
Ha ocHoBanuu
(Ha3BaHUE U BBIXOJHBIC JaHHBIC NTEPEUYHs JOKYMEHTOB C YKa3aHHEM CPOKOB X XPaHEHUs)
0TOOpaHbl K YHHYTOKCHHIO KaK HE HMMEIOUINE HAYYHO-HCTOPHYSCKOW IICHHOCTH WM YTPATHBIIHE MPAKTHICCKOE

3HAYCHHE JTOKYMEHTHI 3a IT.
(HaMEHOBaHME OTPACIICBOI'O OPTaHa)
3aroa0BOK Aejia WIn Jara nema | Home | Mupmexc mema Konu- Cpoxu IIpume-
Ne TpYIITOBOH WU pa o 4eCTBO JCI XpaHCHHUS yaHue
/i 3aroJI0BOK el KpaifHHe | ommce | HOMEHKIATyp nena u
naTel Aeiia 171 e unu Ne ena HOMepa
10 OMHUCH crarelt 1o
MIEPEUHIO
1 2 3 4 5 6 7 8
Hroro el Xp. 3a robl
(umpaMu ¥ IPOIKCHIO)
Onucu 1e7 MOCTOSTHHOTO XPaHEeHMsI M [0 IMYHOMY COCTaBy 32 TOJIbI YTBEPKACHBI U cornacoBanbl ¢ DIIK
(HanMEeHOBaHHE apXUBHOTO YUPEKICHUS)
(poTOKOT OT No )

HaumenoBanue qOJDKHOCTH JIMIA,
MIPOBOIUBILETO IKCIIEPTUIY
[EHHOCTHU JIOKyMEHTOB

TTonnuce Pacum¢poska noamucu

Jara
COI'JTACOBAHO

ITpotokon DK
oT Ne

JIOKyMEHTBI B KOJTUYECTBE en. Xp.,

(undpamu 1 MPONUCHIO)

BECOM KI' CIaHbI B

(HaMMeHOBaHME OpraHU3aINH)
Ha nepepabOoTKy 1O IIPHEMO-C/IaTOYHOM HaKJIAJHON OT Ne

HaumeHnoBaH#e HODKHOCTH pabOTHUKA,
CAaBUICTO JOKYMCHTBI
Jlata

IToanuce Pacmm¢poBka noammcu
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[Tpunosxxenue 30

K VHCTpyKIIMM TIO JIEIONpPOHM3BOJCTBY B
aJIMUHUCTPAIHN KanuanHCcKOTO
MYyHHIIMIIAIBHOTO paiiona TBepckoit o0nacTu

[IpumepHbIii TepedyeHb TOKYMEHTOB, Ha KOTOPBIX CTABUTCS ME€YaTh
¢ BocnpousBeaeHnem repba Kanununckoro paiiona Tepckoii obnactu

AKTBI TIIpreMa 3aKOHYEHHBIX CTPOMUTEIBCTBOM OOBEKTOB, 00OpYIOBaHMUS,
BBIIIOJIHEHHBIX pa00T; OKa3aHUs yCIIyT; CIUCAHUS; IKCIIEPTU3bI U T.I.

JloBepeHHOCTH Ha MOJIYyYEHUE TOBAPHO-MATEPHUAIIBHBIX LIECHHOCTEH, BEICHUE
JIe B CyAax | T.[I.

JIOTOBOpPBI, ONOJHUTENBHBIE COIVIAIICHUS K JOTOBOpaM, 3aKII0YaeMbIe
aaMuHUCTpanne KannHMHCKOTO MyHUIIMIIAIBHOTO paiioHa TBepckoil o0macTu.

OOpa3ipl OTTUCKOB NeYaTel W MOANKMCE paOOTHUKOB, MMEIOIMIMX MpPaBoO
COBepIICHUS (PUHAHCOBO-X03MCTBEHHBIX OMEPAIIHil.

IlpencraBienrss MW XoAaTaucTBa O  HArpaXXICHHUM, IIPEMUPOBAHMH,
HanpasisieMble B [IpaButenbcTBo TBepckoit o0nacTy.

[Topyuenuss OrokeTHble, OaHKOBCKHWE, TI€HCHOHHBIE U IUIATEXKHBIC
(cBeneHus1 B OaHKOBCKUE YUPEKICHMUS).

CrpaBku JHMMHUTHBIE, O BBIIUIATE CTPAXOBBIX CYMM, MCIOJIb30BAHUU
OIO/IPKETHBIX aCCUTHOBAHMN HA 3apIulaTy, O HAYMCICHHOW M MpHYUTAIOLICHCS
3apIuiaTe u T.J.

TUTyIBHBIE CHUCKH.

AKTBl ~ mpueMa-mepefaud  MOMENleHWd  (3JaHui, UMyIIecTBa W3
rOCyIapCTBEHHON COOCTBEHHOCTH B MYHHIIUIIAIBHYIO COOCTBEHHOCTD).

ApXUBHBIE CIPaBKH, apXUBHBIC BBIIUCKH, AaKThl IIpUEMa-Tieperadn
apXMBHBIX IOKYMEHTOB Ha XpaHEHUE.

JIOKyMEHTBI, JIESTUTUMHOCTh KOTOPBIX JOJIKHA MOATBEPKAAETCS TepOOBOi
I1€YaThIO.




