YTBEPXJIEHA
Pacniopsixennem

VY 10JIHOMOYEHHOTO
0 MpaBaM YeJIOBEKa

B KpacHosipckoMm kpae
ot 30.10.2019 Ne 7-I1

HHCTPYKIUA 1O AEJOINPOU3BOACTBY
B AIIITAPATE YIHOJITHOMOYEHHOI'O 110 ITPABAM
YEJIOBEKA B KPACHOAPCKOM KPAE

1. O0Me noJioKeHus

1.1. UacTtpykuug 1O JAEIONPOM3BOJACTBY B ammapare YIOJIHOMOYEHHOTrO
no npaBaMm 4yenoBeka B KpacHosipckoMm kpae (nanee — MHcTpykuus) paspaborana
Ha ocHOBe Ykasza ['ybepnaropa KpacHosipckoro kpast ot 29.06.2011 Ne 106-yr
«O0 yTBEpKJIEHUH TUIIOBON MHCTPYKITUH TI0 JIETONMPOU3BOICTBY» (nanee — Tumnosas
uHCTpykius), [lomoxxenuss o0 ammapare YTHOJHOMOYEHHOTO IO MpaBaM 4YelloBeKa
B KpacHosipckoMm kpae, yTBepkaeHHoro [Ipuka3zom YOJIHOMOYEHHOTO IO MpaBam
yenoBeka B Kpacnosipckom kpae ot 20.12.2013 Ne 21-I1.

WNHCTpyKIns SBIISIETCS HOPMATHUBHBIM JIOKYMEHTOM, PETIaMEHTHPYIOIUM
Y YCTaHABIIMBAIOIIUM €IWHBIE TPEOOBaHUSI K MOATOTOBKE, 00pabOTKE, XpaHECHUIO
Y UCIIOJB30BaHUI0, 00Pa3yIOMIUXCS B ACATEIBHOCTH YTIOJTHOMOUYEHHOIO MO MpaBam
yenoBeka B KpacHosipckoMm kpae (nanee — YMNOJHOMOYEHHOIO) M ero Armmapara
(manee — Anmapara) TOKYMEHTOB.

1.2. Tlonoxxenuss MHCTPYKIIMM pacTIpOCTPAHSIOTCS Ha TOPSAAOK paboThI
¢ oOpaleHUsIMU TpaXK/IaH.

1.3. [TonoxeHrs MHCTPYKIMHM PACHpPOCTPAHSIOTCS HA OpPraHU3aIuio pPaboThI
C IOKYMEHTaMH HE3aBUCUMO OT BHJA HOCUTENS, BKJIIOYash UX IMOATOTOBKY,
pPErHCTpaIli0, Y4€T U KOHTPOJIb HCIIOMHEHHS, OCYIIECTBIISIEMBIE C TOMOIIBIO
aBTOMATU3UPOBAHHBIX (KOMITBIOTEPHBIX TEXHOJIOTHA).

1.4. lTonoxxenus WHCTpyKIMH HE PACHPOCTPAHSIOTCA HAa TOPSIOK PabOTHI
C IOKYMEHTaMH, COJepKalluMU HWHGOPMAIMIO, OTHECEHHYIO JIEUCTBYIOIINM
3aKOHOJIATEIBLCTBOM K TOCYAAapCTBEHHOMW TaMHE.

1.5. Opranuzanus, BeJCHUE u COBEPILICHCTBOBAHUE CUCTEMBI
JIOKYMEHTAITMOHHOTO obecrnieueHus Anmnapata, GOpMUPOBAHWE HOMEHKJIATYPHI e,
METOJUYECKOE PYKOBOACTBO, TEKYIIUN KOHTPOJb 3a COOJIIOJEHHWEM TpeOOoBaHUMN
WMHCTPYKIIMU W yCTAaHOBJIGHHOTO CpOKa PabOThI ¢ JIOKYMEHTAaMU B CTPYKTYPHBIX
noApas3feieHusX Ammapata OCYIIECTBISCTCS OpraHU3allMOHHO-aHATUTUYECKUM
otnesnioM Anmapara (nanee — OTaenom).

l'ocynapcTBeHHBIE TpaKIaHCKUE ciryxalue Anmnapara (J1ajee — COTpyAHUKH)
HECYT MEePCOHATBHYI0 OTBETCTBEHHOCTH 32 BBITIOJIHEHHE TpeboBaHuit HCTpyKIwy,
COXPaHHOCTh HAXO/SIIIUXCS Y HUX JJOKYMEHTOB.
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[Ipu yxome corpynHuka Ammapata B OTIYCK, BBHIOBITUM B KOMaHIHPOBKY,
YBOJIBHEHHM WM NEPEMELIEHNH, HWMEIOIINECS y HETO0 JIOKYMEHTBHI IIEpENaroTCs
JIPYroMy COTPYAHUKY IO aKTy.

1.6. [lopsinok MpOXOKAEHUS JOKYMEHTOB B AIMapare KpoMe HacTOsIIen
NHCTpyKIIMK PETIAMEHTUPYETCS, TOJIOKEHUSMU O CTPYKTYPHBIX IOAPA3AECICHUAX
AnmapaTta, JOJDKHOCTHBIMH  pPErjJaMEHTaMU TOCYJIapCTBEHHBIX TIPaXIaHCKUX
CIIyamux Armapara.

2. Opranuzanus JeJJONponu3BoOACTBA

2.1. OcHOBHbIE MOHSATHS

2.1.1. PykoBoguTtenb — YIOJTHOMOYCHHBIM, SBISIONIUNACA PYKOBOJIUTEIIEM
Amnnaparta, WIM HWHOE JOJHDKHOCTHOE JIMIO, YIOJHOMOYEHHOE IPUHUMATh
YIOPABJICHUYECKUE PEIICHHS B COOTBETCTBUM C pacHpelelieHueM O00s3aHHOCTEN
MEXKIy 3aMECTUTEISIMUA PYKOBOAUTENS AIapara, WHBIMA T'OCYJIapCTBEHHBIMHU
TPaXIAHCKUMHM  CIy)KallMMU ~ Anmaparta, KOTOPbIM — II€pElaHbl  OTHACIIbHBIC
IIOJITHOMOYHS PacCIIOPsDKEHUEM IO Anmapary.

2.1.2. Ucionautens (YMOJHOMOYEHHBI COTPYAHHUK) — TOCYJIapCTBEHHBIH
TPaXIAHCKUM  CIOyKallMK Kpas AnmapaTta, OCYLIECTBIIIIONIMNA  HOATOTOBKY
JOKYMEHTa (CIIy’)KeOHOTO MUChMa, TeJIErpaMMbl, IIPAaBOBOI'O aKTa, MPOTOKOJA U TaK
Jajiee) Wi UHyro paboTy ¢ JOKyMEHTaMH.

2.1.3. B IHCTpYyKIIMM TaKKe UCHOJIb3YIOTCS CIIEIYIOIINE OCHOBHBIE MTOHATHS:

aZpecaHT — IIOJHOE€ OQUIUAIBHOE M COKpAllleHHOE HauMEHOBaHHE
opraHuzanuu Wi GaMuius, UHUIMAIBI JUIA — OTHpaBUTENS JOKyMeHTa (Ha
OCHOBaHMM OJaHKa JOKYMEHTa WJIM B COOTBETCTBUU C JAHHBIMH, YKa3aHHBIMU
B 00pallieHuu TpaxKIaHnHa);

OJlaHK JOKyMEeHTa — Ha0Op pEKBU3UTOB, WIECHTU(ULHUPYIOUIUX aBTOpa
0(pUIMATBLHOTO MUCBbMEHHOTO TOKYMEHTA;
JOKYMEHT — O(UIMaIbHBIA JOKYMEHT, CO3JaHHBIi TOCyAapCTBEHHBIM

OpraHOM, OpPraHOM MECTHOTO CaMOYIPABIICHUS, IOPUIUYCCKUM HIH (PU3UIECKUM
JaUIoM, OQOPMIICHHBI B  yCTaHOBJICHHOM TMOPAAKE W  BKJIIOYCHHBIH B
JOKyMEHTOO000POT;

JOKYMEHTUpPOBaHUE — (pukcarust MHPOpMalMi Ha MaTepuaIbHbIX HOCUTEIAX
B YCTaHOBJICHHOM TOPSKE;

JOKYMEHTOOOOPOT — JIB)KEHUE JOKYMEHTOB C MOMEHTa MX CO3/aHus WU
MOJTyYEHUS 10 3aBEPIICHUS UCIIOJHEHUS, TOMEUICHMS B 110 U (WJIN) OTIPABKH;

JIeJI0 — COBOKYIMHOCTh IOKYMEHTOB WJIM OTAENIbHBIN JOKYMEHT, OTHOCSIIHECS
K OJIHOMY BOIIPOCY WJIM Y4aCTKY AESITEIbHOCTH;

JENONpPOU3BOACTBO  —  JIGATENBbHOCTh,  oOOecreuuBaronias  CO3JaHHe
OQUIHATEHBIX JOKYMEHTOB U OPTaHHU3AIHIO paOOThI C HUMU;

HOMEHKJIaTypa el — CUCTEMAaTH3UPOBAaHHBIA TepeueHb HAMMEHOBAHUH e,
dopmupyembix OTaEIOM, ¢ yKa3aHUEM CPOKOB X XpaHEHUS;

MOJTMHHUK (OPUTHHA) TOKYMEHTA — MEePBBIA WU €AMHCTBEHHBIN YK3EMILISIP
JTIOKYMEHTA,;

perucTpanus TOKyMEHTa — TIPUCBOEHHE JOKYMEHTY B YCTaHOBICHHOM
MOPSAIKE PETUCTPALMOHHOIO HOMEpA U 3alKCh CBEJICHUH O JOKYMEHTE;



3

PEKBU3HUT JOKYMEHTA — 00s13aTENbHBIIN 3JIeMEHT 0(OPMIICHHSI TOKYMEHTA;

DKCHEPTU3a LIEHHOCTU TOKYMEHTOB — M3y4YEHHE JIOKYMEHTOB HA OCHOBAHUU
KPUTEPHUEB MX LIEHHOCTU B LEJAX ONPENEIICHHUS CPOKOB XPAaHEHUS JTOKYMEHTOB
¥ 0TOOpa UX JJIs BKIIIOUEHUs B cocTaB ApxuBHOTO doHaa Poccuiickoit denepannu;

ANEKTPOHHBIN JOKYMEHT  —  JOKYMEHTHPOBaHHas uHpopMaIus,
Ipe/CTaBICHHAs B 3JIEKTPOHHON (opme, TO €CTh B BHUJAE, NPUTOJHOM [
BOCIIPUSTUSL YEJIOBEKOM, C HCIIOJIb30BAHUEM DJIEKTPOHHBIX  BBIUYHCIUTEIBHBIX
MallMH, a TaKXke JUIsl MepeAadyd 1o HH(OPMalMOHHO-TEIEKOMMYHUKAMOHHBIM
CETSIM MM 00pabOTKH B MHPOPMAIIMOHHBIX CUCTEMAX

AJIEKTpOHHAs mporpamma (nanee — I[Iporpamma) — nporpaMMHoe obecrieueHne
KOMIIBIOTEpA, TO3BOJISIOLIEE MOCPEACTBOM 3JIEKTPOHHBIX (GopM  (KapTOyek)
OCYILECTBIATh aBTOMATH3aLMIO JIOKYMEHTOO0OpOTa, B TOM YHUCJE: CO3/1aBaTh
AJIEKTPOHHBIE 0a3bl JIAHHBIX; OCYILECTBIATh PETUCTPALMI0 U CUCTEMATU3ALMIO
AJIEKTPOHHBIX JIOKYMEHTOB, OIEPATHBHBI TOHCK W BBIOOPKY MO 3aJaHHBIM
napameTpam.

2.2. O01IMe MoJI0KEeHUS

2.2.1. ]Ismxenne AOKYMEHTOB B AmmapaTe ¢ MOMEHTa WX CO3JaHUS WU
MOJIYYCHHS JI0 3aBEPIICHUS HWCIOJHEHHWS, MMOMEIICHUS B JIeJ0 W (WJIH) OTIPaBKH
o0OpasyeTr I0OKyMEHTOO0O0POT.

2.22.B  nokymeHTOOOOpOTE  Ammapara  BBIACHAIOTCS  CJEIYIOLIUE
JIOKYMEHTOTIOTOKHU:

BXOJIAIIAsl TOKyMEHTAITHS;

UCXOJIAIIast JOKYMEHTAIIHS;

BHYTPEHHSISI IOKYMEHTAIIHS.

2.2.3. Ilpuem, mnepBuuHas 00paboTKa, pacmpeielieHue, perucrparus,
OTIpaBKa, BEJCHHWE CIIPABOYHOW pabOTBI TO JTOKyMEHTaM, (GOpMHUpPOBAHUE W
XpaHeHue [eN, Tepedada el Ha apXWBHOE XPaHEHHE OCYIIECTBISIFOTCS
cnennancramu Otaena.

2.2.4.Tlo obmemy mpaBuily — BCE TOKYMEHTHI, MOCTYIAOIIME B ammapaT
Ha OYMa)KHBIX HOCHTEIISIX WUIM TOCPEJCTBOM 3JICKTPOCBS3H, MPOXOAIT MEPBUIHYIO
00paboTKy, perucTpanuio, paccMoTpeHue PykoBoautenem u (WiM) MepenaroTCs
(1OCTaBISAIOTCS ) UCTIOTHUTEIISIM.

2.3. Ilpuem n 00paGoTKa BXO/sIIIEH TOKYMEHTAIMU

2.3.1. Bxongsmiet JOKyMEHTaIlMeld SBISIIOTCS JIOKYMEHTBI, ITOCTYIHBIIIHE
VYnonnomoueHHoMy W (i) B ero Ammapar, a TakKe 3aMECTUTEIsIM
YOJIHOMOUYEHHOTO.

2.3.2. KoppecnoHaeHIUs JOCTABIISIETCS:

IIOYTOBBLIM OT/IEJIEHUEM CBS3H;

dbenpaberepckom ciyx00i;

CpeICTBaMH JJICKTPOCBS3M, B TOM YHCJIE IO CETAM CBS3M CIICIHAIBHOTO
Ha3HAYEHUS,

NPEACTaBUTEIIAIMHM  (IKCIIEAUTOPAMHU, KyphepamMHu) OpraHOB, YUYPEKICHUM,
opraHu3aiui, GU3NIeCKUuMHU JIUIaMHU (J1ajiee — HApOYHO).

JIokyMeHTBl MOTYT OBITh TMepeJaHbl MPHU JWYHOM IMpUEME, TPU HTOM IIO



KEJIAaHUIO 3asIBUTEIIS EMY:

Ha KOIMUHU JOKYMEHTOB IPOCTaBJSIOTCS: JaTa NpHUeMa, BXOMALIUN HOMeEp,
®UO, 10MmKHOCTH U MOAMKUCH COTPYIHUKA, TPUHSBIIETO JOKYMEHTBI;

BpydJaeTcs pacmucka o npueme (npuinoxenne Ne 1).

2.3.3. [lpueMm  KOppECMOHACHINH, JOCTaBIsIEeMOW B  paboune  JTHU
dbenpabperepckoil  CIykO00W, TOYTOBBIM  OT/ACJIICHHEM  CBSI3U, CPEIACTBAMH
AJIEKTPOCBSI3U, HAPOUHO, OCYIIECTBIISIETCS YIIOJTHOMOUYEHHBIMU Ha TO COTPYIHUKAMU
Anmnapara.

2.3.4. KoHBepThI ¢ JOKyMEHTaMU BCKPBIBAIOTCS (32 UCKIIOYEHUEM KOHBEPTOB
c nomeTkoil «JImuHo»). IlpoBepsieTcs MPaBUIBHOCTh JOCTAaBKH, IEIOCTHOCTh
yMaKkoBKHU JOKYMEHTOB. [Ipu oOHapyXKeHUU TOBPEKIEHUN, OTCYTCTBUH IOKYMEHTOB
Y TIPUIOKCHUH K HUM COCTABJIICTCS aKT B TpexX dK3eMiursipax (mpuioxenue Ne 2):
nepBeiii octaercss B OTAene, BTOpod MpHOOHIaeTCsl K MOCTYMUBIIEMY JIOKYMEHTY,
TPETUil MEPEChUTIAETCS OTIIPABUTEIIO.

OmmOoYHO TMpHUCIAaHHBIE JOKYMEHTHI BO3BPAIIAIOTCS OTIPABUTENIO WIH
NIEPECHUIAIOTCS TT0 Ha3HAUCHHUIO.

KoHBepThI OT BIOXKEHHBIX JOKYMEHTOB, KaK MPaBUIIO, YHUUTOXKAIOTCS, KPOME
ClIydaeB, KOrja:

JaTa TOYTOBOTO  INTEMMENs Ha KOHBEPTE CIY)KHT MHCbMEHHBIM
MOATBEPKICHUEM BPEMEHU OTIIPABKHU;

TOJIKO TI0 KOHBEPTY MOKHO OIPENEIUTDh aJJpeC OTIIPABUTEIS.

[Ipy mnpueme KOpPpPECHOHACHIIMH, JOCTaBISIEMOW HApOYHO, IPOBEPSETCS
IPAaBWIBHOCTbh JOCTABKH, KOMIUIEKTHOCTh M COOTBETCTBUE HOMEPOB JOKYMEHTOB
(makeToB), 3alMCAHHBIX B peecTpax (pa3HOCHBIX KHHUTAX). B peectpax (pa3HOCHBIX
KHHUrax) MpOCTAaBJISETCS Jara W TOMANKUCH JIMIA, NPUHSIBIIETO JOKYMEHT, MpH
HE0OXOIMMOCTH — TMevyaTh Amnmapara «Iist JoKkyMmeHToB». [Ipu oTcyTcTBUU peectpa
(pa3HOCHOM KHUTH) JlaTa MpuemMa JOKYMEHTA, MOMAMKUCH, TeYaTh Ha KOMUAX (BTOPBIX
AK3EMILIAPaX) MPUHUMAEMBIX JOKYMEHTOB HE IPOCTABJIISETCS.

Koppecnongenuus (mucbma, OaHIEpoJiM), UMEIOIas MOMETKY «JInuHo»,
HE BCKPBIBACTCS, a YYHUTHIBACTCSA 10 PEKBU3UTAM, HUMEIOUIMMCS Ha MHCHMax,
OaHaepoNsIX, U TepeaaeTcsl aapecary WIM YHOJHOMOYEHHOMY WM JIMILy B JICHb
MOCTYTUICHUSI.

2.3.5. [IlpyeMm JOKyMEHTOB, TOCTYIMAMOIIUX IO KaHajdaM JJIEKTPOCBSI3H,
OCYIIECTBIISIETCS IO 00IIEMY ITPaBUILy, IPU 3TOM:

OpUEM TeJerpaMM OCYIIECTBIISIETCS IMOJ PACIUCKy C MPOCTaBICHUEM JaThl
U BpEMEHHU IpremMa (IiepeatoTcsl Ha paccMoTpeHre PykoBoauTe o HeMeaaeHHO);

npueM JOKYMEHTOB, MOCTYMHAIOUUX B AJIEKTPOHHOM BHJI€ HA DJIEKTPOHHBIM
azmpec public@ombudsmankk.krsn.ru OCYIIECTBIIACTCS OTBETCTBEHHBIM
corpyaaukoM OTnaena, WMEIOMUM JOCTYNl K KOMIIBIOTEPY C COOTBETCTBYIOIIUM
aZpecoM DJIEKTPOHHOW TOYTHI. BbleMKa-BBIBOJ JJICKTPOHHBIX JOKYMEHTOB Ha
OyMa)kKHBIH HOCHUTENb MMPOU3BOIUTCS HE PEXKE TPEX pa3 B JICHB;

TeneoHOrpaMMBbl, MOCTYMAONIME B AMMapar, MeyaTaroTcs MoyvarejeM Ha
Onanke (mpuioskenune Ne 3) ¥ OmepaTHMBHO IEpPelalOTCI HAa  PaCCMOTPEHHUE
PykoBogutemo. Komus  tenedponorpammel ¢ pesomroumeit  PykoBomautens
nepenaeTcs VIcmomHUTENI0, MPU 3TOM Ha MOAJMHHUKE JOKYMEHTAa MPOCTaBIISETCS
OTMETKA O TIOJTYyYEHHUH.
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2.4. Peructpanusi J1OKyMeHTOB

2.4.1. Peructpauuu MOAJNIEKAT BCE MOKYMEHTHI (BXOHAIIUE, BHYTPEHHHE U
UCXOJSIINE), TPEOYIOIIME y4eTa, WCIOTHEHUS U HCIOJb30BAHUS B CIPABOYHBIX
LEeNsX, HE3aBUCUMO OT crmocoda HX JOCTaBKM, IMepeAadyd WIH CO3JaHus,
32 UCKJIFOYEHUEM KOPPECIOHACHIINY, YKa3aHHOU B IpHIIOKeHUH Ne 4,

2.4.2. JlIokyMeHTBI, IoCTynuBIIMe B Anmmapar, MuHys OTen, B 00s3aTeIbHOM
NOPSJIKE NEPENAIOTCS Tya AJIsl PETUCTPALIUK.

2.4.3. JIokyMEHTBI pErucTpUPYIOTCSl OAHOKPATHO MpU MOCTYyIIeHUH B OTred.
JIOKYMEHTBI, IMOCTYNUBIIME B HepaOouee BpeMs, PETUCTPUPYIOTCS B NEPBBIA
paboumii 1eHb, CASAYIOUIUH 3a THEM UX MOCTYIUICHUS.

Best koppecnioHieHIMs Kak MpaBUiIo mepenaercs PykoBoauTento B J€Hb
noctymuieHus. B ciayyae noctymiueHus nocie 15 yacoB — Ha clenyroIIMi JIeHb, 3a
VCKIIFOUEHUEM CPOYHON KOPPECHOHACHIIMM, CO3/1aBaeéMbleé — B JIE€Hb IMOAMNHCAHUS
WIN YTBEPKACHUS

CpouHble JOKYMEHTBl PETUCTPUPYIOTCS M JIOCTABISIOTCS PYKOBOIUTEISAM
HE3aMEeIJIUTEIbHO.

2.4.4. Peructpanus JOKYMEHTOB OCYIIECTBIISICTCS IyTeM  3allOJTHCHHS
AIEKTPOHHON PETHUCTPALMOHHON KaPTOUKH.

IIpu  perucrtpanuu  BXOJSIIEH  JOKYMEHTAalMH B JJIEKTPOHHYIO
PErUCTPAlMOHHYK0 KAPTOYKY BHOCSTCS CJEAYIOIIME OCHOBHBIE PEKBU3HUTHI
PEruCTpaLNHN:

KaTeropusi TOKyMeHTa (BXOJAIIMNA, UCXOASIINN WIX BHYTPEHHUN);

HAaUMEHOBaHUE BHJ1a JOKYMEHTA,

HaMEHOBAaHUE OpraHU3aliK (aBTOpa WM KOPPECIOHEHTA);

JlaTa pErUCTPALMU IOKYMEHTA;

pPErucTpallMOHHBIN HOMEP JTOKYMEHTA;

CCBUJIKA Ha UCXOMSIIIUNA HOMED U JaTy TOKYMEHTa aJpeCcaHTa;

KpaTKOE CO/IepKaHUE JOKYMEHTA,

OTMETKa O HAJIMYUU MPUIIOKECHHUI;

pe3omtonus (MCIOJHUTENb, COJIepKaHUE IOPYUEHHUs], aBTOP, J1aTa);

JOJKHOCTHOE JIMIIO, MOANKCABIIEE TOKYMEHT;

OTMETKa 00 MCIIOJIHEHUH (CPOKE UCTIOJIHEHHUS ) JOKYMEHTA.

B 3aBucumocTu OT Xapakrepa JOKyMEHTa M JJIsl yI0OCTBAa MCIIOJb30BAHMS
uHbOpMaIuKU AJIs LeNeld aHAIUTUKH, B JIEKTPOHHYIO PErHCTPAllMOHHYIO KapTOUKY
PETHCTPUPYIOIIHMM CIELUAIINCTOM MOTYT BHOCSITCSI TAK)KE UHBIE IaHHBIE.

JlaHHBIE 0 3apErUCTPUPOBAHHBIX JOKYMEHTAX XpaHATcs He MeHee 10 Jer.

2.45.Ha nmepBoM sMcTe  BXOIAILIETO  JOKYMEHTa  IMPOCTaBIISIETCS
PETUCTPALMOHHBIA IITaMII. PerucTpanMoOHHbIA IITaMI [POCTABIIAETCA B IPaBOU
HW)KHEM YacTH JIMIIEBOM CTOPOHBI TNIEPBOM CTPAHUIBI JOKYMEHTAa, B Cllyyae
OTCYTCTBUS Me€CTa B - HHOM MecTe. PerucTpallMOHHBIA IITaMIl COJEPKUT
HaMMEHOBaHUE AIIMAapaTa, AaTy U perucTPAllMOHHBIA HOMeED.

2.4.6. PeructpaliluoHHbII HOMEp BXOJAIIEH KOPPECHMOHIACHIIUU COCTOUT
U3 MOPSIAKOBOTO HOMEpPA MOCTYNMBUIEr0 AOKYMEHTa B MpelaesiaX KajleHIapHOTO
roja.
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OOparmieHusiM TpakJaH MPUCBAWBAETCS TMOPSAKOBBIA HOMEpP B aj(aBUTHOU
rpynne u OyKBEHHBIA UHACKC (10 MepBoil OykBe (haMUIUM), OTIACIsIEMbIH Aedrcom.

dopMa  PEruCTpalMOHHOrO  IITaMIllia OpPUBEAEHA B  MPUIIOKEHHUH
Kk MHcTpykuumnm Ne 5.

2.4.7. Tlony4yeHHblE TOKYMEHTBI, PETUCTPUPYETCS B IJIEKTPOHHON KapTOUKeE,
COOTBETCTBUM C KATE€rOpUeWd [TOKyMEHTa (BXOIAIIME, HUCXOIALIUE, OOpalleHHs
IpaXkJiaH).

B 351eKTpOHHON perucTpalioHHOM KapTO4yKe MOPSAKOBBIE HOMEP U JaTa
IPOCTABJISIIOTCS. B aBTOMAaTHUECKOM PEXHUME, MTOCIIE YETO NEPEHOCATCS Ha TOKYMEHT
corpyaHukoM Otrena, OCyIIECTBIISIOIINM €r0 PETUCTPALUIO.

2.4.8. Ilpu perucrtpanu JOKYMEHTOB MPOBOJUTCS IMOUCK IO PEKBU3UTAM
(laTe perucTpauuu JOKYMEHTAa, PETMCTPAllMOHHOMY HOMEpY JOKYMEHTA) WU IO
KOHTEKCTY (1O cloBYy WM (pase, coiepiamumcs B HCKOMOM JOKYMEHTE) Ha
HaJIUYUE:

AQHAJIOTUYHBIX JOKYMEHTOB (YTOOBI M30€XkaTh MOBTOPHOW perucTpanuu
OJIHOTO M TOTO K€ JIOKYMEHTA);

3apErUCTPUPOBAHHBIX pAaHEE JAOKYMEHTOB IO JaHHOW TeME, B TOM YHCIIE
WHULMATUBHBIX MMHCEM Y TIOJJHOMOYEHHOTO U €ro Anmnapara no JaHHOMY BOIIPOCY.

[TouckoBBIN 3alIpoc MOXKET COAEPKATh JIOOYI0 KOMOMHALIMIO PEKBU3UTOB U
DIIEMEHTOB TEKCTA.

2.4.9. B ciiyuae oOHapyXeHHUsI 3apETUCTPUPOBAHHBIX paHee JTOKYMEHTOB IO
oOuieil TeMe MOCTYNMBIIUN JOKYMEHT MOJICKHUT PETUCTPALUA B COOTBETCTBUU C
nyHkTamu 2.4.4 - 2.4.6 VHCTpyKUUHU; Takue JTOKYMEHTbl CUUTAIOTCS CBA3AHHBIMU
MEXTy COOOM.

B sexTpoHHBIE pPETUCTPALIMOHHBIE KAapTOUYKU CBSA3aHHBIX MEXIY co00il
JIOKYMEHTOB BHOCUTCSI OTMETKA 00 UX PEerucTPalMOHHbIX HOMEpax.

[Ton6op cBsi3aHHBIX MEXKy COOOM TOKYMEHTOB MPOU3BOIUTCS:

MIpU HAXOXJACHUH TOKyMEHTa B apxuBe — OTaesnom;

MPU HaXOXKACHUH JJOKYMEHTA Ha MCIIOJIHEHUH - UCTIOJTHUTEIISIMH.

2.4.10. JlokyMeHTHBI, TepelaHHble TMpPU JTUYHOM MPHEME W HE TMPOIICIIINE
perucTpauuo, nepegatorcs B OTaen s perucTpanuu.

2.4.11. Peructpanust  oOpamieHuid  (3asBICHUN) TpaXAaH MPOU3BOAUTCA
OTIENbHO OT MCXOAAIIMX JOKYMEHTOB M BXOJSALIMX JOKYMEHTOB (OTBETOB),
LEHTPaIN30BaHO B TeUeHUE 2 paboumx JHEH ¢ MOMEHTA OCTYIICHUS.

2.4.12. Peructpaiiss  OpraHU3AIMOHHO-PACTIOPSAUTEIBHBIX  JIOKYMEHTOB
(pactiopsbKeHHIA, TOPYYSHUH M T.I.) ocyliecTBisiercs B OThene, COOTBETCTBUU C
YTBEPAKIECHHOM HOMEHKIATypou Aen Anmnapara.

2.4.13. PeructpaliiOHHBI HOMEpP TPOTOKOJIOB COCTOUT U3 TMOPSIAKOBOTO
HOMEpPA [0 CTPYKTYPHOMY OJIpa3/I€JICHUIO.

OnepaTUBHOE XpaHEHUE MPOTOKOJIOB OCYLIECTBISIETCS B CTPYKTYPHBIX
nojipasieneHusix Anmnapara, B COOTBETCTBUU C YTBEPKIEHHON HOMEHKIATYpOM J1e.

2.5. Opranusanus padoThbl ¢ JOKYMEHTAMH

2.5.1. [IpenBapurenbHoe  pacCMOTPEHHE  MOCTYHAOUX  JIOKYMEHTOB
ocymiecTBisieTcss crneunanucroM Otaena, MCXOAs U3 OLEHKH HMX COJEpKaHus,
B COOTBETCTBUU C YCTAHOBJIEHHBIM B ATNapare pacrpeaesieHueM 00s3aHHOCTEH.



Bxopsmiast mokymeHTanus:

- oOpalieHus TpakJaaH, a TaKkKe MOKyMEHTalus, TpeOyromas MpUHITHS
yIpaBICHUYECKUX pPEIIECHUH, mepeaaeTca Ha paccMoTpeHue PykoBoauTenio B J€Hb
pPErucTpalnu, CPOUYHbIE TOKYMEHTHI — HE3aMeTUTEIIHHO.

- TIOKYMEHTHI, SIBJISIOUINECS] OTBETAMH Ha 3alpochkl B paboTe Mo oOparieHusm
rpaXkaaH, IepeaaloTCcsi OTBETCTBEHHOMY UCTIOTHHUTEITIO.

2.5.2. K xaxaoMy BXOJAIIEeMYy JOKYMEHTY (3a HCKIIOYEHHUEM OOpalieHui
rpaXjaaH, B OTHOIIEHHMH KOTOPBIX B COOTBETCTBHMM C 3aKOHOJATEIHCTBOM
CYILIECTBYET OCOOBIN MOPSAIOK PACCMOTPEHUs), MIPUIIaraeTcsl OJIaHK PE30JIIOIUH, Ha
KOTOPOM (DUKCUPYIOTCS YKAa3aHUS 110 UCTIOTHEHUIO TOKYMEHTA (PE30JTIOLIHs).

Pesomronus BKIIIOYA€T MHUIMAIIBI UMEHHU, OTYECTBA U (haMUJIUIO UCTIOTHUTEIS
(ucionmuuTeNnei), coAepKaHuWe TMOPYYEHHUS, CPOK  HCIOJHEHHUS, MOJANKCH
PykoBoauTens, naty paccMoTpenust PykoBouresnemM U HOMep JOKYMEHTa.

bnank cnpaBku, MpUMEHSEMBI PYKOBOAUTENEM JIJIsl HAMMMCAHUS PE3OJTIOLUH,
pUBEACH B IPHIIOKeHUH No 6.

2.5.3. PaccmoTpennbie PykoBoauTenemM HOKyMEHTHI Bo3Bpaiaotrcs B Otmen,
rae B AJNEeKTpoHHYIO (opmy IlporpamMMel BHOCHUTCS COAEpNKAHHE PE3OJIOINU.
JIoKyMeHT mepefaeTcs Ha HCIOJIHEHHE B JCHb BO3BpaIleHHUS OT PykoBomuTens.
Ecnu mokymeHTBI BO3BpallieHbl ocie 17 4acoB, TO Ha CIECAYIOIIUN JCHb.

2.5.4. JIOKyMEHTbl HCIOJHUTENIO MEepeaaroTcs, Kak MpaBWIO, B JCHb HX
PaccMOTpEHUsI PYKOBOJUTEIIEM.

JIOKYMEHTBI, 10 CBOEMY XapakTepy TpeOyIolue CpPOYHOrO HCIOJHEHMUS,
NEepealoTCs Ha pacCCMOTPEHHE PYKOBOAMUTENIO U MCIIOIHUTEIIO B IIEPBOOYEPETHOM
HOPSIKE.

B cnydae, korjga mopydeHue Jaercs JBYM WM HECKOJBKUM JOJIKHOCTHBIM
JIUI[aM, OTBETCTBEHHBIM HCIIOJIHUTENIEM SBIISCTCS JIMIIO, YKa3aHHOE B PE3OJTIOIIUU
NEepBBIM (€CTM HE YKa3aHO WHOE), OCTAJbHBIC SBIAIOTCS COMCIIOTHUTEISIMHU.
CoucrnoHUTENTM B pPaBHOW CTENEHHM OTBETCTBEHHBI 32 CBOECBPEMEHHOE U
KauyeCTBEHHOE TMPEICTABICHIE UCTIOJHUTEIIO0 HEOOXOIMMBIX MaTEepPHaioB (TIPOEKTOB
JIOKYMEHTOB, CTIPaBOK, CBEJICHUH U TaK Jajee).

2.5.5. JlokymMeHTbI HHPOPMATHUBHOTO XapaKTepa, He TPEOYIoe UCTIOTHEHHUS,
MoCJIe O3HAKOMJICHUS C HUMU JIHII, YKa3aHHBIX B PE30JIIOLINU, HAIPABIISIOTCS B JEJI0.

2.5.6.[locne wucnomHeHWs JOKYMEHTa OTBETCTBEHHBIM  HWCIOJIHUTEIH
B YCTAHOBJICHHOM HacTosinieil MHcTpykuueil nopsake nepenaer ero B Oraen s
pa3MeIleHUs U XPaHEHHs B COOTBETCTBHH C HOMEHKJIATYPOU JIE.

2.5.7. B OTHOIIEHUH HEKOTOPHIX JOKYMEHTOB PykoBomuTeneM MOXKET ObITh
MPUHATO perieHrue 00 OTHECEHHHM MX K KaTeropuu «HH(pOpMalus OrpaHUYEHHOTO
pacnpoctpaHeHus». OCOOEHHOCTH pabOThl C TAKUMU JOKYMEHTAMH H3JI0KEHA
B COOTBETCTBYIOIIEM pazjeie TUIIOBOU UHCTPYKIIUH.

2.6. OTnpaBKa ucXoasIeil JTOKyMeHTAMU

2.6.1. cxonsie MOKyMEHTAllMe SBISIOTCS O(QUIMAIbHBIE JOKYMEHTHI,
oTnpamisieMble ArmnmapatoM. JlOKyMeHTBI, HE CBSI3aHHbIE C JCSATEIbHOCTHIO
Arnmnapara, K OTIpaBKe HE TPUHUMAIOTCH.

JIOKYMEHTBI OTIIPABIISIIOTCS:

denpabperepckoi Ciryx00ii;



MTOYTOBBIM OTJICJICHUEM CBSI3H;

CPEICTBAaMH JIEKTPOCBS3H;

HapOYHO.

2.6.2.Tlpy  mpuemMe  HUCXONAIMMX  JOKYMEHTOB  HA  PETUCTPAIHIO
OCYIIECTBIISICTCS POBEPKA MPABUILHOCTH UX O(OPMIICHHUS.

HemnpaBunsHo odopmIIeHHBIE MOKYMEHTHI K PETHCTpAlldd ¥ OTHpPaBKE
HE IPUHUMAIOTCS U BO3BPAILIAIOTCS UCTIOJHUTENSAM Ha 10paboTKY.

JIOKyMEHTBI Ha PETUCTPAIUIO U OTIPABKY MEPEIatOTCs MPU HATTMUHH:

MOJIHBIX  TOYTOBBIX  aApecoB  (OOPMIIEHHBIX B  COOTBETCTBHUH  C
nyHkToM 3.3.6.),  3a HCKIIOYECHHEM  IOCTOSHHBIX  aapecatoB  (TOJIOBHBIX
(denepanbHbIX U KPAaeBbIX OPraHOB BJIACTH);

HEOOXOIUMOT0 KOJIMYECTBA HK3EMIUIIPOB JOKYMEHTa COTJIACHO CIUCKY
PaCChUIKH;

HEO0OXOAMMOT0 KOJIMYECTBA IK3EMIUISIPOB MPUIIOKEHUN K TOKYMEHTY;

BHU30BOTO JK3EMIUISIpa JOKYMEHTa CO BCEMH HEOOXOJUMBIMU JIsi JTaHHOTO
JIOKyMEHTa BU3aMH W MPUII0KECHUSIMH,

CIIMCKa PACCBUIKM JOKYMEHTa — B CIIy4ae €clid JOKyMEHT pacchuiaeTcs Oosee
yeM 4 aapecarawm;

MTO/IMKCH PYKOBOJIHUTEIIS;

CCBUIKM Ha HOMEp M JaTy JOKyMEHTa, Ha KOTOPBIA JaeTcsi OTBET,
3a UCKIIOYECHUEM UHUIIMATUBHBIX IOKYMEHTOB.

2.6.3. Ucxondiue TOKYMEHTHI OTIPABISIOTCS C OPUTHHAJIOM TIOJIIHCH.
OTnpaBKka UCXOMAIIUX JOKYMEHTOB OCYIIECTBIISICTCS B JIEHb UX PETUCTPALIUH.

2.6.4. BU30BBI DK3EMIUISIp HMCXOJSIIETO JOKYMEHTAa C NPUIOKCHHSIMH,
yKa3aHHBIMH B TEKCTE JOKYMEHTa, octaercsa B OTjaene W MOMENIaeTcss B JEN0
B COOTBETCTBUU C HOMEHKJIATYPOM JieTI.

2.6.5. O6paboTKa OTIPaBISIEMBIX JOKYMEHTOB BKIIIOUYAECT:

COPTHUPOBKY M BJIIOKEHHE B KOHBEPTHI;

yKa3zaHHe ajjpecaTa Ha KOHBEPTE,

OTpe/ieNieHue CTOMMOCTH OTIIPABJICHUS;

MPOCTABJICHUE OTTHCKA OTIPABUTEIIS;

nepenavdy B OTJEICHHUE CBS3H.

JIOKyMEHTBI, OTIpaBIsieMble OJHOBPEMEHHO B OJIMH aJpPEC, BKIIAJBIBAIOTCS
B OJINH KOHBEPT.

2.6.6. Ucxomsmme  NTOKYMEHTHI,  TpeOyrolude  CpOYHOM  OTMPAaBKH,
JOCTABJISIIOTCSA ~ ajipecaTaM He3aMeuuTenbHo. CTemneHb CPOYHOCTH JOCTAaBKU
JIOKyMEHTa orpezensercs: PykoBoaureneM, €ro moAnucaBIIiM.

CpouHble JOKYMEHTHI JOCTABISIOTCS aapecaraM HApOYHO WIIU TepeaaroTCs
JUTSL OTIPABKH (PEeNTbIHETEPCKOM CBS3BIO.

2.6.7. Beijaua JOKYMEHTOB Ha PYKH aBTOpPY WJIM ajpecary JdOMyCKaeTcs
10 PEIICHNI0O PYKOBOJHUTENS B CBS3M CO CPOYHOCTHIO PEIICHHS BOIPOCOB,
MOCTABJICHHBIX B JOKYMEHTaX. BbIgadya TpOW3BOAUTCS TION JIMYHYIO ITOAIHUCH
MIOJTy4JaTeNss Ha BU30BOM 3K3EeMIUISIpE JOKYMEHTA.

2.6.8. Ucxoasiue AOKYMEHThI YYMTBIBAIOTCSI B pPEECTpax OTMPaBISIEMON
KOPPECTIOHCHITNH, B TOM YHCJIE JIOCTABJIIEMbIX HAPOUHO.

dopma peecTpa npuBeIcHa B MpuiiokeHun Ne 7.
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2.6.9. Heo6xonuMocTh  mepefaud  TEKCTOB  UCXOISIIMX  JTOKYMEHTOB
MOCPEACTBOM 3JIEKTPOHHOM MOYTHI, a TaKke HEOOXOTUMOCTb M MOPSAIOK JOCHUIKH
ux OyMa)XHOTO OpHUTMHANA aJipecary omnpesensercs PykoBoauTeneM, MOANMCABITUM
JTIOKYMEHT.

3. [IpaBuia opopMiIeHHsA JOKYMEHTOB

3.1. BraHKu 10KYMEHTOB

3.1.1. JlokymeHTsl OQOpPMISAIOTCS Ha OJaHKaX YCTAaHOBJICHHON (OpMBI
C IPOAOJBHBIM PACIIONI0KEHUEM PEKBU3UTOB.

brnanku mewaTtaroTcs Ha CTaHAAPTHBIX JiMcTax Oymaru ¢opmara A4
(210 x 297 mm).

3.1.2. [Ipu noAroToBKE JOKYMEHTOB B AMIapare UCIOJIb3yIOTCS:

OaHK MUchbMa YTOJHOMOYEHHOTO MO MpaBaMm uelioBeka B KpacHospckom
kpae (mpunoxkerne Ne 8 k MHCTpyKITHN);

oOmmi OmaHk Amnmapata YIOJIHOMOYEHHOTO MO TMpaBaM YeJOBEKa
B KpacHosipckoM kpae (mpunoxxkenne Ne 9 k UHcTpykium);

OmaHK pacrmopsoKeHUs  YTOJTHOMOUEHHOTO MO MpaBaM  dYeloBeKa B
Kpacnosipckom kpae no Anmapaty (mpunoxxenue Ne 10 k Unctpykiun);

OJlaHK MHUCcbMa YTIOJIHOMOYEHHOIO 110 IIpaBaM pebdeHka B KpacHosipckoM kpae
(mpunosxxenne Ne 11 k Uuctpykuun);

OJlaHK MUChbMa YTOJIHOMOYEHHOTO MO IpaBaM KOPEHHBIX MaJIOUMCIEHHBIX
HapoaoB B KpacHosipckoM kpae (npunnoskenue Ne 12 x Macrpykium).

3.1.3. baHku He NPUMEHSIOTCS NPU BEJCHUH BHYTPEHHEN NEPENUCKH.

3.1.4. bnanku, WHCHONb3yeMble MpPHU MOATOTOBKE JOKYMEHTOB, JIOJKHBI
OPUMEHATbCS CTPOro Mo HazHaueHuto. llepenaua OnaHKOB ApYyruM oOpraHam,
YUPEXKIEHUSM, OPTaHU3AINAM U JINIIaM 3aIperiaeTcs.

3.2. O6uue TpedoBanus Mo 0popMJIEHNIO TOKYMEHTOB

3.2.1. O0ue TpebGoBaHus 1O O(GOPMIEHUIO TOKYMEHTOB MPUMEHSIOTCS B
cllydae, €Clii UHOE He YCTAaHOBJICHO MOJOXKEHUSIMU MHCTpYKIHH.

3.2.2. JlokyMeHTBl peKOMEHJyeTcs TedaTaTh ¢ mpuMeHeHueM (opmara MS
Word 2003/2007/2010 mm6Go B apyrux ¢dopmarax, COBMECTUMBIX C JaHHBIM, C
ncronb3oBanmeM mpudra Times new Roman pasmepom 12, 13, 14 nr' — mis
odopmiteHHS TeKcTa U ¢ mpuMmeHeHueMm popmara MS Excel 2003/2007/2010 nmubo B
Ipyrux ¢opmaTtax, COBMECTHMBIX C JaHHBIM, C HcHojas3oBanmeM 1 — 1,5
MEXCTPOYHBIX HHTEpBanoB” (12 — 14 ).

[Ipu coctaBneHuu TaOIUI JOMYCKAEeTCs MCIOJB30BATh IIPUMPTH MEHBIIUX
pa3MepoB;

Ecnmu mokyMeHT rOTOBUTCS ISl M3/IaHUS C YMEHBIIIEHWEM MaciiTada, TEeKCT
revaTaeTcs uepes3 ABa MHTEepBaa.

WNuTtepBan mexay OykBaMu B CJI0BaX - OOBIYHBIM.

HuTepBan MeXy cIOBaMH - OJIMH TIPOOeI.

1 .
IIt - enuauIa nu3mepenus (1/72) aroiiMa, ucnoiap3yeMas B TEKCTOBOM penakrope MS Word yist onpeneneHust
BEJIMYMHBI HHTEPBAJIA;
2 o
MesKCTpOYHBIA MHTEPBAJ OMPECIICT PACCTOSHUE 1T0 BEPTHKAIN MEXy CTPOKaMH TEKCTa B ab3arie.
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3aroyoBKM pa3ieioB U MOJAPa3ZesioB MMeYaTatoTcs ¢ a03alHbIM OTCTYIIOM WU
IEHTPHUPYIOTCS 110 IIUPUHE TEKCTA.

PexBU3NTHI JOKyMEHTA OTAEHAIOTCA APYT OT apyra 1 —3 I/IHTepBaJIaMI/Ig.

PexBU3UTHI TOKYMEHTa, COCTOSIINE U3 HECKOIBKUX CTPOK, MEYATAIOTCS Yepes
OJIMH MEKCTPOYHBIN MHTEPBAII.

JInuHa caMOM JUIMHHOM CTPOKM PEKBU3HUTA IIPU YIJIOBOM PAaCIIOJIOKEHUHU
PEKBU3UTOB He Oosee 7,5 cM.

JlniHa camMoil ITMHHOM CTPOKHM PEKBU3HTA MPU MPOJOIHLHOM PACIOIO0KEHUN
PEKBU3UTOB He Oosiee 12 cm.

OTtaenbHbIE BHYTPEHHHE JIOKYMEHTHI MOTYT OBITh HANKMCAHBl OT PYKHU
(3asBiIeHUE, OOBSICHUTEIbHAS 3aITHCKA).

3.2.3. Kaxpiii HameyaTaHHBIM JIUCT JOKyYMEHTa, OGOPMIICHHBIM Kak Ha
OyaHke, Tak ¥ 0e3 OjaHKa, UMEET CIeAyIoIMe pa3Mepsl nojei: tesoe — 2,0-3,0 cm;
npaBoe — 1,0-1,5 cm; Bepxnee — 2,0 cm; HmxHee — 1,0-2,0 cm.

3.2.4. Ilpu odopmieHnH TEKCTa JOKyMEHTa Ha ABYX W 0Oojiee CTpaHHUIAX
BTOpasl U TOCIEAYIONINE CTPAHUIIBI JODKHBI OBITH MPOHYMEpPOBaHbI. [1opsSaKOBBIA
HOMEp Ha MEPBOU CTPAHMIIE HE TPOCTABISIETCS.

[TopsimkoBBIE HOMEpa CTPAHUIl TMPOCTABIIIOTCS TO IEHTPY BEPXHETO TOJIS
CTpaHullbl apaOckumu nuppamMu 0€3 CIOB «CTPAHMUIA», «CTP.» M 3HAKOB
penuHaHusl.

JIucThl  MpUIOXKEHUH K  JIOKYMEHTY HYMEpPYIOTCA  CaMOCTOSITEIBHO,
MOPSIJIKOBBIE HOMEPA CTPAHUI] TPOCTABIIAIOTCS, HAUUHASI CO BTOPOTO JIUCTA.

3.2.5. JlommyckaeTcsi CO3[aHHE JIOKYMEHTOB Ha JIMIEBOM © O0OOPOTHOM
cTopoHax jucta. [lpu 1ByCTOpOHHEM CO3JaHUU JOKYMEHTOB LIMPHUHA JIEBOT'O IOJIS
Ha JIMIIEBOM CTOPOHE JINCTA U MPABOTO MOJIS HA 00OPOTHOM CTOPOHE JIUCTA JTOJKHBI
OBITH PaBHBI.

3.2.6. JlomyckaeTcsi BBIACICHUE PEKBU3UTOB «aapecar», «3arojioBOK K
TEKCTY» WIH «IOIIHUCH», a TaKXKe OTACIbHBIX (ParMEHTOB TEKCTa MOJIYKHPHBIM
mpudTOM.

3.3. OdopMmiieHHEe PEKBU3UTOB IOKYMEHTOB

B mensx eauHooOpa3HOro  OoQOpMIICHHMS  PEKBU3UTOB  JIOKYMEHTOB
YCTaHABJIMBAIOTCS TPEOOBAaHUS K COCTaBICHHUIO W PACIHOJIOKECHHUIO OTIACIbHBIX
PEKBU3UTOB JOKYMEHTOB:

1) rep6 kpasi;

2) HAaMMEHOBAHHUE TOJHKHOCTHBIX JIMI[ MJIM HAMMEHOBaHUE ATIapara,;

3) BU TOKYMEHTA;

4) mecTo cocTaBieHus (M3aHNs) TOKYMEHTAa,

5) cipaBouHbBIE TaHHBIC 00 Ammapare;

6) anpecar;

7) nara J1OKyMEHTa,

8) perucTpaliOHHBINH HOMEpP TOKYMEHTA;

9) HaMEeHOBaHUE BUA IOKYMEHTA;

10) ccplTka Ha UCXOASAIIUN HOMEP U JaTy JOKYMEHTA aJIpecaHTa;

3
Wnrepsan - mycras crpoka, 12 - 14 nt, 1-2 MeXKCTpOUYHBIX HHTEPBAJIA B 3aBUCUMOCTH OT ITapaMeTpoB MIpH(Ta,
HCIIOJIb3YEMOTO TIPU 0(OPMIIEHHH JTOKYMEHTA.
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11) 3aroioBOK K TEKCTY;

12) TexcT TOKyMEHTa,

13) oTMeTKa O HATMYWU PUIIOKEHUIA,

14) moanuch AOHKHOCTHOTO JIHIIA;

15) orMeTKa 00 AIMEKTPOHHON TOIITHCH;

16) rpud yTBepxkIeHUS (COTIacOBaHMS) JOKYMEHTA,

17) Bu3a;

18) oTTHCK MeuaTH;

19) oTMeTKa 0 3aBEpCHHH KOIIUU;

20) oTMeTKa 00 HCIIOTHHUTEIIC,

21) ykazaHue 10 UCIOJIHCHHUIO TOKYMCHTA,;

22) oTMETKa O KOHTPOJIC TIOKYMEHTA;

23) oTMeTKa 00 MCIIOTHEHUH JOKYMEHTA (PE30JIIOIHS);

24) oTMeTKa 0 KOH(MUACHIIMATLHOCTH;

25) ormeTka «CpouHOY;

26) oTMETKa O HaIpaBJICHUH JIOKYMEHTA B JICIIO.

3.3.1. I'ep0 kpas.

I'ep0 kpas.

N3o0paxkenne repba Kkpas TMOMENIAlOT Ha OjaHkax muceM Amrmapara
B COOTBETCTBUU C 3akoHOM Kpas oT 12.02.1999 Ne 5-296 «O repbe KpacHosipckoro
Kpas», KOTOPOE€ MOXKET OBbITh BBIMOJIHEHO B MHOTOLIBETHOM WJIM OJHOIIBETHOM
BapHUaHTE.

N3o0pakenue repda kpas MOMENIAOT Ha OJJaHKaX MPaBOBBIX aKTOB M MHCEM
JIOJDKHOCTHBIX JIMI, YKa3aHHbIX B 11.4.3.1.2.

3.3.2. HaumeHoBaHMs JOKHOCTHBIX JIUI: «YTIOJHOMOYEHHBIA MO TpaBam
yenoBeka B KpacHosipckom kpae», «YTOJTHOMOYEHHBIM IO TipaBaM peOeHKa
B KpacHosipckom  kpae»,  «YNOJIHOMOYEHHBIM IO  NpaBaM  KOPEHHBIX
MaJOYHCIEHHBIX HapoAoB B KpacHospckoMm Kpae», MOMeIIaeMble Ha OllaHKax
JIOKyMEHTOB, JIOJDKHBI COOTBETCTBOBATh HAWMMCHOBAHHSM, YCTAHOBJICHHBIM B
HOPMATHBHBIX  TIPABOBBIX  aKTax Kpas, paBHO KaKk W HaWUMCHOBAHHE
rOCyIapCTBEHHOTO OpraHa — «AmnmapaT YTOJIHOMOYEHHOTO MO MpaBaM 4YeJIOBeKa B
KpacHosipckom kpaey.

3.3.3. Bun nokyMeHTa.

HanmenoBanue BUJIA U3/1aBa€MOT0 JOKyMEHTa (Hammpumep,
«PACIIOPSKEHUE», «IIPOTOKOJI», «AKT») Bkmowyaercs B  OJIaHK
COOTBETCTBYIOIIETO BHJIAa JIOKYMEHTAa WJIH YKa3bIBa€TCA COCTABUTEJIEM TIPH
MOATOTOBKE JOKYMEHTA.

HanMenoBanne BuIa W pPa3HOBUIHOCTH JOKyMEHTa HE YKa3bIBaeTCs B
MIChMaXx.

3.3.4. MecTto coctaBieHus (U3AaHus) JOKYMEHTA.

Mecrto cocTaBiieHUs WM W3JaHUS JTOKyMeHTa (Hampumep, r. KpacHosipck)
yKa3bIBaeTCSd Ha BCEX BHUAAX JOKYMEHTOB, 3a MCKIIOUYEHHEM JIOKYMEHTOB,
o OpMJICHHBIX Ha OJIAHKAaX MHCEM.

3.3.5. CripaBouHbIe JaHHBIE.

CrpaBoYHbBIC JJaHHBIC YKa3bIBAIOTCS Ha OJJaHKAaX MUCEM W BKIIFOYAIOT B CeOS:
MOYTOBBIN ajipec, HOMepa TenedoHa, OQUIMAIBHBIN aapec 3JEKTPOHHOW IOYTHI,
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CETEBOM aJipec.

3.3.6. Anpecar.

JIOKyMEHTBI aipeCyYIOT B OpPTraHbl, YUPEKICHUS, OpTaHU3ALNH, JOJKHOCTHBIM
auraM, GU3HIEeCKUM JIAIIaM.

PexBu3ut «aapecar» nedyataercs B MPABOM BEPXHEM YTy TEKCTOBOIO IMOJS
cTtpanulibl. CTpOKM PEKBU3HUTA BBIPABHUBAIOTCS MO JIEBOMY Kparo. Bce coctaBHbIe
4acTH PEKBU3UTA pazMenarorcs (raroBsiM criocoOoM. J[MHA CTpOKHM HE JOHKHA
OpeBblaTh 8§ - 9 CM W OTrpaHWYMBAETCS MPaBOMl TpaHUIEH TEKCTOBOIO IMOJIS
noKyMmMeHTa. Bce cocTaBHbIe 4acTH PEKBHU3UTA MeyYaTaroTcs yepe3 1 MeXCTpOUHbIN
UHTEpBaI.

PexBU3UT «anmpecaT» MeHseTCS B 3aBUCHUMOCTM OT ajpecara W BHIA
COCTaBJISIEMOT0 IOKYMEHTA U MOXKET COCTOSITh U3 CIEAYIOIIUX COCTABHBIX YaCcTEM:

HAUMEHOBaHUs OpraHa, Y4YpeXJIeHMs, oOpraHu3alnuu (B HMEHHUTEIbHOM
najiexe, 0e3 COKpallleHuil), Hapumep:

Anmnapar
Y10/ ITHOMO4YE€HHOI 0

10 MpaBaM YeJIOBeKa
B Poccuiickoii @enepaunu

HAMMCHOBAHUA CTPYKTYPHOI'O ITOAPA3AaCICHUA (B HNMCHUTCIIBHOM H&IIG)KG),
HanpuMmep:
DenepabHAs HAJOTOBas CIy:K0a

YHpaBJIeHI/Ie HUMYIIECTBEHHBIX HAJIOI'0B

YKa3aHuA JOJLKHOCTH ITOJIYHATCIIA (B JaTCJIbHOM H&IIG)KG);
(baMI/IHI/IH W MHUIIHAaJI0B UMCHH U OTUCCTBA (B JaTCJIBHOM H&HG}KG), HaIIpUMCpP:

MuHHCTPY IOCTHLIMH
Poccuiickoit ®enepauuu

HNBanosy U.H.

TIOYTOBOTO ajpeca.

Ilepen damumnmeir JOKHOCTHOrO JMIA JIOMYCKAeTCs  YNOTPeOJsATh
cokpaieHue "r-Hy" (TOCIOJUHY), €CIU aapecaT MYy>KUMHa, Wik "T-xke" (rocmoxe),
€CJIM aJipecaT >KEeHILMHA

[Ipu anpecoBaHMU JOKYMEHTa B HECKOJIBKO OJHOPOAHBIX OpraHU3allUi,
WX Ha3BaHUS CJIEYET yKa3bIBaTh 0000IEHHO, HATIPUMED:

IIpeacraBurensam
Y101HOMOYEHHOTr0 110 IPaBaM
Yyel0BeKa B Kpae

B MYHHUIMNAJIBHBIX
o0pa3oBaHUsIX Kpas

[Ipu oTmpaBke muchbMa MO 3JEKTPOHHOU mouTe (0€3 OCHUIKK IO TOYTe)
MOYTOBBIN ajpec He ykaszbiBaeTcsa. [Ipum HEoOXoaMMOCTH MOKeT OBITh yKa3aH
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3JIEKTPOHHBIN azipec (HoMmep TenedoHa), HanpuMep:

Bcepoccuiickuii Hay4Ho-
HCC1e10BaATeIbCKHIE HHCTUTYT
AOKYMEHTOBe/IeHUsI U apXUBHOIO J1eJ1a
vniidad@mail.ru

IIpy HampaBieHMH NOHUCbMA TIOCTOSSHHBIM ajpecaTaM TOYTOBBIM aapec
B PEKBHU3UTE HE YKa3bIBACTCH.

[TocTosTHHBIMM afpecaTamMu SBJISIOTCS:

denepaabHble OpraHbl TOCYJaPCTBEHHOM BJIACTH;

T'OJIOBHEBIC TEPPUTOPHUAIIHLHBIE OpTraHbI dbenepaibHbIX OpTraHoB
WCIIOJTHUTEILHOM BJIACTH, PACIIOIOKEHHBIC HA TEPPUTOPHUH Kpasi;

OpraHbl TOCYyJapCTBEHHOW BIACTU Kpas W UHBIE TOCYAapCTBEHHbIC OpPTaHbI
Kpasl.

B pexBusute «ampecar» J0MyCKaeTCsl UCMOIb30BaTh O(PUIIMATIBLHO MPUHATHIC
COKpAIIICHHBIE HAMMEHOBAaHHS OPTraHOB TOCYJAapCTBEHHOM BJIACTH, OPraHOB
MECTHOTO CaMOYTIPABJICHUSI MyHULIMTIATBHBIX 00pa30BaHUM, OpraHu3alui.

ITouToBBII aapec B COCTaBE PEKBU3UTA  «aApecar»  YKa3bIBaeTCs
B MOCJICJIOBATEIILHOCTH, YCTaHOBIICHHOU [IpaBurensctBOM Poccutickonn denepanuu
B [IpaBmriiax okazaHus ycilyr OYTOBOM CBSI3H:

JUI. IOPUJIMYECKOrO JIMIla — TIOJIHO€ WM KpaTKOe HAaMMEHOBAHME, s
dbuzndyeckoro mia — pamMuiIus, UMsl, OTYECTBO;

Ha3BaHUE YJIUIIbI, HOMEP IOMa, HOMEP KBapPTHUPHI;

Ha3BaHME HACEJIECHHOTO MyHKTa (ropojia, mocejaka u TOMy Mmojgo0HOe);

Ha3BaHUE palioHa;

Ha3BaHHE pecryOIuKu, Kpasi, 00J1acTH, aBTOHOMHOTO OKpyra (00J1acTH);

Ha3BaHME CTPAHbI (JIs1 MEXKIYHAPOIHBIX OUYTOBBIX OTIPABJICHUN);

IIOYTOBEIN MHJIEKC.

Hanpumep: IerpoBy I'.K.

KommynanbHas ya., a. 00, ks. 00
r. Kpacnosipck

KpacHosipckuii kpaid

660000

[Ipy nedataHud HECKOJBKHUX aJpPECOB OHU OTHAEISAIOTCS JpYr OT Jpyra
1 unTEpBaANOM.

WNHunumansl IMEHH U OTYECTBA OTAEISAIOTCSA OT (paMUITUU POOETIOM.

[TuceMO He NOKHO conepkaTh OoJblle yeThipex aapecatoB. Cinoo «Komwus
(n)» He ykaszpiBaeTcs. Kaxablii 3K3eMIUISIp Takoro JOKYMEHTa JOJDKEH ObITh
MOJIHCAH.

[Ipu HampaBiieHUH NOKyMEHTa 0ojiee YeM B YEThIpe ajpeca COCTaBISETCS
CIIMCOK Ha PAacChUIKY M Ha Ka)XX/I0M JOKYMEHTE YKa3bIBA€TCs TOJILKO OJMH aJpecar.

3.3.7. JlaToit toKyMeHTa SIBISETCS:

JaTa noJnucanus (IpaBoBOM akT, MUCbMO U JPYToe€);

naTta coObITHS, 3a()MKCUPOBAHHOTO B IOKYMEHTE (MPOTOKOJI, aKT U APYToe);

JaTa yTBepxKAeHus (TJ1aH, OTYET U APYroe).

Ha gokxymenTtax, odopMieHHBIX Ha OjaHkax, JjJaTa MPOCTaBISAETCS
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B COOTBETCTBHUH C PACIOJIOKEHUEM 3TOTO PEKBU3UTA.

Ha nmoxymenrtax, odopmieHHbIX Oe€3 OnaHka, gaTa MPOCTABISIETCS IO
PEKBU3UTOM «MECTO COCTaBJICHUs (M3[aHus) JHOKyMeHTa». B 3ToMm ciywyae nara
MeYaTaeTcsl OT JIEBOW T'PAHUIIBI TEKCTOBOTO MOJI M OTHENSETCS OT MPEIbIAyIIero
peKkBU3HTA 2 - 3 UHTEPBAIIAMH.

Jlata nmoxymMeHTa IpOCTaBisieTcs Ha JOKYMEHTE HU(POBBIM JIMOO CIIOBECHO-
1M (PPOBBIM CTIOCOOOM.

I[Ipu  1mudpoBoMm  cmocobe  gary  JOKymMeHTa  opopMmisioT B
MOCJIEIOBATEIbHOCTH:

JeHb Mecdlla — JABYMsI apaOCkumMu LudpaMu ¢ 3aMEHONM B HEOOXOJIUMBIX
ClIy4asix OTCYTCTBYIOIIEH UG PHI HYJIEM;

Mecsl — AByMsl apaOCKkuMu 1udpaMu ¢ 3aMEHOM B HEOOXOJMMBIX CIIydasiX
OTCYTCTBYIOIIEH TU(DPHI HyIEM;

T'OJl — YeTHIPbMsI apaOCKUMH [HU(PPAMH.

JleHb Mecsia, MecsIl ¥ TOJl pa3IesoTCs MEKIy COO0M TOUYKaMu, HApUMED:
11.11.2011.

I[Ipu  crmoBecHO-LMppPOBOM  crocobe  aary JOKyMeHTa  OQOpMIISIIOT
B TIOCIIEIOBATEIHHOCTH:

JeHb Mecslla — AByMs apaOCKuMM IudpamMu ¢ 3aMEHOW B HEOOXOJIUMBIX
CIIy4asix OTCYTCTBYIOIIEH UG PHI HYJIEM;

MECSII] — CIIOBOM;

rojl — 4eTbipbMsi apabckumu 1udpamMu ¢ J00aBICHUEM CIIOBA «TOI»
B COOTBETCTBYIOILIEM Majiexke 0e3 COKpaleHUs JuO0 ¢ JOOABICHHEM CJIOBA «TOJ»
C COKpaIIeHUEM JI0 IEPBON OYKBHBI.

CnoBo «ros» 1100 COKpAIlIEHHOE €ro HalMcaHue U Hudpel roga pa3aensroTcs
npobernom, Harpumep: 11 HosiOpst 2011 roxa unu 11 Hosi6ps 2011 r.

B nensx enunooOpaszHoro odopmiieHusi AaThl B TEKCTE OJHOTO JOKYMEHTa
UCIIOJIB3YETCS TOJIBKO IU(POBOM crocod HaMKUCAaHUS J1aThl JIMOO TOJBKO CIOBECHO-
1 poBoOi.

3.3.8. Perucrparmonnplii HOMEpP TOKyMEHTA.

PerucrpaniioHHpIii HOMEp Ha JOKyMEHTaxX, O(QOpPMJICHHBIX Ha OJIaHKaX,
NPOCTaBJISIETCSI B COOTBETCTBHM C  PACIOJIOKEHHEM  JTOTO  PEKBU3HUTA.
Perucrpaiimonnbiiit HoMep MPUCBAUBACTCS IOKYMEHTY MOCTIE €r0 MOAMUCAHMUS.

[Ipy TOATOTOBKE OTBETHBIX IHMCEM HEOOXOAMMO YKa3bIBaTh CCBHUIKY
Ha UCXOJSIIUN HOMED U J1aTy JOKyMeHTa ajapecanTa. CchlIKa Ha UCXOAAIIUNA HOMED
U JIaTy JOKYMEHTa aJpeCcaHTa BXOJUT B COCTAB PEKBU3UTOB OJIaHKA U pa3MeEIaeTcs
MO/ TaTOW U PEruCTPAlMOHHBIM HOMEPOM JIOKYMEHTA B COCTaBE€ PEKBU3UTOB OJIAHKA
B YCTAaHOBJICHHOM MECTE.

Ha noxymenTtax, oopMieHHBIX Ha JMcTtax Oymaru Oe3 OyiaHka, HOMEp
MIPOCTABJISIETCS MO/ JATOM.

Howmep meuaTaercs OT J1€BOW IPaHUIIBI TEKCTOBOTO OIS, OTACISETCS OT AAThI
1 uHTEpBaIOM, COOTBETCTBYIOIIMM WHTEPBATY, KOTOPBIM HCIOIB30BAICS TIPH
neyaTaHUM TEKCTa JOKYMCHTA.

[Tpu oopmiteHHH B TEKCTE JOKYMEHTA CCHUIKM Ha PETUCTPAIIMOHHBIA HOMEP
JOKYMEHTa 3HaK HoMmepa «No» 1 upbl HoMepa pa3aemstoTCs IPOOeToM.

3.3.9. HaumenoBanwue BuIa TOKyMEHTA.
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HanmenoBanne Buaa pokymenra (Hanpumep — PACIIOPS)KEHUE)
YKa3bIBAETCS HA BCEX JIOKYMEHTAX, 332 UCKIIOYECHUEM JIETIOBBIX (CIYKEOHBIX) MUCEM,
pacnoJylaraeTcsi IOJ ~ PEKBU3UTaMU  aBTOpa JOKYMEHTa (HAMMEHOBaHUEM
OpraHu3aliyd, HAaUMEHOBAaHUEM CTPYKTYPHOIO MOJpPA3ACIICHUS, HAaUMEHOBAHHUEM
JIOTKHOCTH).

3.3.10. Ccputka Ha UCXOSAIINN HOMEP U IaTy JOKYMEHTa ajpecara.

Ccbulka Ha MCXOASIIMM PErucTpallUOHHBI HOMEp M JaTy JOKyMEHTa
ajjpecara BKJIIOYAETCS B COCTaB PEKBU3UTOB OJaHKa MUCbMa U MPOCTABIISETCS
UCIIOJIHUTEIIEM ITPU MOJrOTOBKE MUChMa-OTBETA.

3.3.11. 3aroyioBoKk K TEKCTy — KpaTKoe CojAep>KaHWe JIOKYMEHTa —
dbopMyIupyeTcss ¢ TOMOIIBI0 OTIJIArOJBHBIX CYIIECTBUTENIBHBIX B MPEII0KHOM
nanexe. Hanpumep:

[Tucemo (o ueM?) «O npeacTtaBiaeHun nHGopmarmun». Vnu:

«B 3ammty npas....»;

«ITo obpamienuto.....»

3aroyioBOK K TEKCTy o¢opmiIsieTcsl NOoJ PEKBU3UTaMH OJlaHKa clieBa, OT
TPAHMIIBl JIEBOIO MOJS B TpPAaHULAX, OTBEACHHBIX JUISI pPa3MELIEHUS JaHHOTO
PEKBU3UTA, MOXKET 3aHUMATh 4 - 5 cTpok 1o 28 - 30 3HAKOB B CTPOKE U II€YATACTCA
yepe3 1 MexxcTpouHbli HHTEpBaIT (1aroBbiM criocodboM. IlepBoe clioBO B 3aroioBke
NUIIETCS ¢ MPONMMCHOM OyKkBbl. Touka B KOHIIE 3arojioBKa He CTaBUTCS. B
pacCIoOpsKEHUSIX, PEMICHUSX KOMUCCUN, POTOKOIaX U UHBIX JOKYMEHTAX 3arojI0BOK
K TEKCTY MOKET 0OpPMIISTHCS HaJl TEKCTOM IOCEpEANHE pabovero mojsi JOKyMEeHTa
Y LEHTPUPYETCSI OTHOCUTEINBHO CAMOM JUIMHHOM CTPOKH.

3aroJIoBOK K TEKCTY MOXET HE€ COCTaBJATBHCS, €CIM TEKCT JIOKYMEHTa HE
MpEBBIIAET 4 - 5 CTPOK.

3.3.12. TekcT fOKyMeHTa.

JIOKyMEHTBI COCTaBJISIOTCS Ha PYCCKOM SI3bIKE, KaK FOCYJapCTBEHHOM SI3bIKE
Poccuniickont @eneparuu. TekcT JOKyMEHTa M3JIaraercsi pyCCKUM JIMTEPATYPHBIM
A3BIKOM C YYETOM OCOOEHHOCTEHN OPUIIMATIBHO-IENI0BOIO CTUJIS U BUJA JOKYMEHTA.

TekcT OKyMEHTa HECET OCHOBHOE CMBICIOBOE COZAEp)KaHUE JTOKYMEHTa -
YIPABJIEHUECKOE JIEUCTBHE, pEUICHUE U TaK Jajee. B CBSA3M ¢ 3TUM OH JOJKEH ObITh
SCHBIM, TI0 BO3MOYKHOCTH KpaTKUM, OOOCHOBaHHBIM, OOECHEYHMBAIOIIMM TOYHOE
Y OJTHO3HAYHOE BOCIIPUATHE U3JI0)KEHHOHN B HEM HH(OpPMALIUU.

TekcT HOKyMeHTa IedaTaeTcsi B YCTAHOBJICHHBIX TIpaHUIAX IOJed dYepe3
1 MeXCTpOYHBIM UHTEPBAJ U OTACISIETCS OT 3aroJioBKa 2 - 3 UHTEpBAJIAMHU.

TexcT nokyMeHTa MOXET ObITh MpEACTaBlIeH B (pOopMe CBI3HOIO TEKCTa,
aHKETHON (pOopMbI, TaOIHIIbl, rpadrKa, KapThl, CXEMBbI, TpauuecKkoro n300paskeHUs
WJIU COYETAHUS dTUX HOPM.

CIyiomHoN  CBSA3HBIA TEKCT JOKYMEHTAa COACPKUT TIpaMMaTUYECKd U
JIOTUYECKH COTJIACOBaHHYIO HMHQOpMaIU0 00 ympaBiICHYECKUX NEUCTBUSAX. Takoi
TEKCT, KaK MPaBUJI0, COCTOUT U3 JIBYX YacTeH.

B mepBoii, KOHCTaTHUPYIOIIEH, YACTH YKa3bIBAIOTCS (aKThl, COOBITHS,
NPUYMUHBI, OCHOBAHMS, UEIM COCTAaBJICHHS JOKyMeHTa. B 3Toil wacTu, mnpu
HEOOXOIMMOCTH, JOJKHA OBITh YCTAaHOBJIEHA B3aMMOCBS3b C MPABOBBIMU aKTaAMHU
WM IPYTUMHU JOKYMEHTaMH 110 JAaHHOMY BOIIPOCY.

Bo BTOpOIf yacTu U3maraloTCs pPemieHus, pacropsHKeHUs, BEIBOIBI, TTPOCHOBI,
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IPEIIOKEHHSI, PEKOMEHTallUU.

Texct mOKyMeHTa MOXKET OBITh TIOJIEICH Ha CTPYKTYpHBIC CIMHHIIBI,
HaIpuMep, pas3feiibl, MyHKTbl. HeoOX0AuMOCTh BKIIOYEHUSI B HETO TE€X WM HHBIX
CTPYKTYPHBIX €IUHULl OMNPEIEISETCS HCXOnd M3 BHJA, 00beMa M COAEpPIKAHUS
JTIOKYMEHTA.

Kaxnmprit ab3am TekcTa HadyWHAeTCs C a03alHOTO OTCTyMa, pPacCTOSHUE
KOTOporo coctamisier 1,25 cM (IATh MEYaTHBIX 3HAKOB) OT JIEBOM TI'paHUIIBI
TEKCTOBOTO TTOJIS.

B cnyuasx, xorjga aG3aipl CiIeAylOT B TEKCTE IMOCJE JBOETOUMS, UX HAYaIo
odopmIisieTcs 0e3 TUPe U MHBIX CUMBOJIOB, UX OTACINSIOT APYT OT Apyra ¢ MOMOIIBIO
TOYKH C 3aISATOU.

[Ipy HEOOXOAUMOCTH TPUMEHEHUST B TEKCTE JIOKYMEHTa CHOCKH €€
pacronaratoT B KOHIIe cTpaHulbl. [Ipr 3TOM CHOCKY OTAEISIOT OT TEKCTa KOPOTKOU
CIUIOIIIHOW TOHKOM TOPU3OHTAIIBHOW JIMHWEN C JIEBOM CTOPOHBI TEKCTOBOTO MOJIA.
CHOCKY BBIIEIAIOT YMEHBLIEHHBIM pa3MepoM mipudra. B KOHIIE CHOCKH CTaBST
TOUKY.

3HaK CHOCKM (3B€3704Yka WM 1H(pa) CTaBAT HEMOCPEACTBEHHO IMOCJE TOTO
CJIOBa WJIM 4HUCJIa, K KOTOPOMY JA€TCs MOSICHEHHE, a TAKXKe Mepe]l MOSCHAIOIINUM
TekcToM. Ha oHOM cTpaHMIle, Kak MPaBUIIO, HE JTOJDKHO pa3MelaThesi 00jee Tpex
CHOCOK.

B TekcTtax  IOKyMEHTOB  YHOTpPEOJIAIOTCS  TOJBKO  OOLIEHPUHATHIE
ab0peBUaTypbl U rpaduuecKre COKpaIeHUsI.

[Ipu ynotpeGienun B Tekcte GhaMUIUN JUI] MHULMATIBl YKa3bIBAIOTCS TIOCIIE
bamunuu.

B nenoBbix (city>k€OHBIX) MUCbMaX MOTYT UCIOJIb30BAThCS:

- BCTYIIUTEIHLHOE O0OpaIlieHue:

YBaxxaembiii rocniouH [Ipencenarens!

VYBaxkaemsiit rocniouH ['ybepuartop!

YBaxkaembiil rocnioauH [Ipoxopos!

YBaxaemas rocrnoxa 3axapona!

YBaxxaembiit Hukomnaii [letpoBuu!

YBaxxaemas Oinbra Hukonaesna!

YBakaeMble rocnojal

B oOpamenun 1o JOMKHOCTH HAMMEHOBAaHUE JOJKHOCTH THIIETCA C
MPOMUCHON OYKBBI, B 00paIieHuu 1Mo (paMUINU MHUITHAIBI JIUIIA HE YKa3bIBAIOTCA.

- 3aKJTIIOYUTENIbHAS dTHUKETHas (pasa:

C yBaxkeHuewM, ...

OOpamenne K aapecary IIEHTPUPYETCS OTHOCUTENBHO JIEBOM W TpaBOi
I'PaHUL] TEKCTOBOTO MOJISL.

3akmtrounTenbHas (popMmylia BEXIMBOCTH TeyaTaeTcsi ¢ ab3alHOTO OTCTYIA,
OTHENSETCA 3aliATOM OT TOCIEAYIONIero YKa3aHWs HAaWMEHOBAaHUS JOJKHOCTH;
NocJie 3aniaTod HAaUMMEHOBAHHWE JOJKHOCTH YKa3bIBAETCSI CO CTPOYHOM OYKBBHI.
Bo03MOXHO HanvcaHue 3aKII0UUTENbHON (HOPMYJITbI BEKIMBOCTH PYKOBOJIUTEIEM OT
PYKH.

AHkeTHas ¢opma TeKCTa JOKYMEHTA MPEACTaBIseT cOO0M TEKCT JOKYMEHTa,
B KOTOPOM XapakTepu3yeTcsi OJUH OOBEKT IO OINpeAeNeHHBIM MpPU3HAKAM.
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AnkeTHas ¢opMa MPUMEHSETCS MpPU H3NOKEHUH IU(GPOBONH WU CIOBECHOMN
unpopmaruu. [locTossHHON uWH(pOpMalMeln B aHKETE SIBISIIOTCS HAUMEHOBAHUS
NPU3HAKOB, a MEPEMEHHOM — HUX XapakTepucTuku. [Ipm HOCTpOEHUH aHKETHI
nocTosTHHAs (popMa MHGPOPMAITUH BBIPAKAETCS:

MMEHEM CYIIECTBUTEIFHBIM B UIMEHUTEIFHOM MajJeke, HanmpuMep: haMuius,
UMs1, OTYECTBO;

CIIOBOCOYETAHUSIMH,  OMOPHBIM  CIIOBOM B KOTOPBIX  SIBJISIETCS
CYILIIECTBUTENLHOE, HAMpPUMEpP: CTPYKTYpHOE TOJIpa3JeieHue, MOCIeIHEee MECTO
paboTHI;

CJIOBOCOYETAHHMSIMU C TJarojoM BTOPOTO JIMIa MHO>KECTBEHHOTO YHCIIa
HACTOSIIETr0 WM MPOIIEIIIEr0 BpEMEHHU, HAIpUMEp: UMeeTe, OblIM, HAXOIUINCh U
TaK Jiajee.

3anonHeHHass ~— aHKeTa  SBISIETCA  NPUMEPOM  CTPYKTYPHUPOBAHHOTO
IIPEICTABIICHUS TEKCTA JTOKYMEHTA.

Tabnuna — popma npeacTaBieHust HHPopMaluu (TEKCTa), XapaKTePU3YIOIIei
HECKOJIbKO OOBEKTOB I10 PsiTy TPU3HAKOB.

CnoBo «Tabnuua» neyaTaroT CTPOUYHBIMU OyKBAMHM, 32 UCKIIOUYEHUEM MEPBOU
OykBbl. [Ipy pa3MelieHHH B TEKCTE JOKYMEHTa HECKOJBbKUX TaOJUIl HaJ KaxKIOU
TabauIeld y mpaBod T'paHUIBI TEKCTOBOTO TOJISI YKasbiBaeTcs cloBO «Tabiwuiiay
C MOPsIIKOBBIM HOMEpoM (0e3 3Haka «Ney). B mpenenax o1HOTo JOKyMEHTa JOJKHA
ObITh CKBO3Hasi HyMmepauus Tadbmuu. Eciau B TekcTe NOKyMEHTa MPHUBOJUTCS OAHA
TabJInIa, TO €€ HE HyMEPYIOT U cJI0BO « Tabnuiia» He yKa3bIBaloT.

TaOnuipl MMEIOT JBa ypOBHS WICHEHHUS TEKCTa: BEPTUKAJIbHBIA — rpadbl
Y TOPU30HTAIbHBINA — CTpOKU. OOO0OIICHHbIE HAUMEHOBAHUS NPU3HAKOB B TaOJIUIlE
COCTaBJISIFOT 3ar0JIOBOK U MOJ13ar0JIOBKU rpad (rojioBKa TaOJIMIbI), @ HAUMEHOBAHUS
OOBEKTOB — 3arojOBOK CTPOK M IOJ3arojIOBKU CTPOK TaOJMIIbI, PACIIONIOKEHHBIX
B KpaiiHei jeBoil rpage (OOKOBHUK TaOJIULIbI).

I'padpbl Tabnuil 1OMKHBI OBITH MPOHYMEpPOBaHbl. Ecnu Tabmuia nevaraercs
Oonee yeM Ha OJHOW CTpaHMIE, HA MOCIHEAYIOIIMX CTPAHMIAX MPOCTABISIOTCS
TOJILKO HOMEpa rpad.

3arosioBku rpad NOUIIYTCA C NOPONUCHBIX OYyKB, a IOA3arojoBKH - CO
CTPOYHBIX, €CJIM OHU COCTABJISIIOT OJIHO LIE0€ € 3ar0JI0BKOM, TO €CTh MOSICHSIOT €rO0.
Ecnu noa3arosioBOK HMMEET CaMOCTOSATENBHOE 3HAYEHUE, TO OH IHUIIETCS C
MPOMUCHON OYKBBI.

Touku B 3arojloBKax M Moja3aroyioBKax rpag He MpoCTaBIsIOTCS.

3arojloBKM M MOJA3AroJIOBKM rpad M CTPOK TaOJMIl BBIPAXKAIOTCA HMEHEM
CYILLECTBUTEIBHBIM B MIMEHUTEIBHOM MAJEXKE €IMHCTBEHHOIO YKcia. B 3aronoBkax
CTpOK ¥ Tpad TabmuIbl yMmOTPEONAIOTCS TOJBKO OOIIETPUHATHIE YCIOBHBIC
0003HaueHusl. 3aroJIOBKM M TMOA3arojIOBKM TIpad TMeyaTaroTcss LEHTPOBAHHBIM
CIIOCOOOM.

3arojoBOK K TaONMIE MUIIETCS Haja TaOJMIeH IEHTPOBAHHBIM CIIOCOOOM.
B KoHIIe 3arojoBKa Touka He CTaBUTCSI.

CokpalieHue CJI0B B 3aroJ0BKe TaOJIUIIBI M 3ar0JIOBKAX Ipad He JomycKaeTcs.

B OokoBoii rpadge TabmMIbl TEKCT Ka)XJAOW MO3UIMM JIOJKEH HAYMHATHCS
C MPONMUCHON OyKBBI, TOYKA W JApPyrHe 3HAKW NpPENUHAHUS B KOHIE TEKCTa He
CTaBATCH.
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Enunuiel uamMepenus B Tabnuuax BCernaa MUuuryTcs B UMEHUTEILHOM Taiexke,
BO MHOXECTBEHHOM 4ucCle. EnuHUIBI U3MepeHus: cleayeT MmucaTh Haj Tabmuiei
cIpaBa B CKOOKax B TOM cllydae, KOT/Ia BCE JIaHHbIe TaOJIUIbI IPUBOSATCS B OJHUX
enuHunax wusMmepenusa. Eciu B rpadax TaOmuIBl MCHONB3YIOTCS pa3iMYHBIC
eIMHUILIBI U3MEPEHHS], TO UX CIIEAYeT YKa3bIBaTh MOCJE 3arojloBKa Kaxa0il rpadsl B
ckoOkax. Ecnu kaxknas mo3unusi B O0KOBOM rpade TaOIuIbl UMEET CBOU €AMHHIIBI
U3MEpPEHUs, TO UX CJIeIyeT BRIHECTH B OTIENIbHYIO rpady.

Yucna W OJHOCTPOUHBIE TEKCTOBBIE JJIEMEHTHl B Tpadax paBHIIOTCA
10 TIOCJICTHEH (HM)KHEH) CTpOKe OOKOBHUKA.

[udps! B rpadax TabuuI JOMHKHBI IPOCTABIATHCS TaK, YTOOBI KJIACCHI YHCEI
BO Bcell rpade ObLIH PacIioyIOKeHbl OJIUH MO APYTUM.

B onHoli rpade momxHO OBITH COOMIOACHO OAWHAKOBOE KOJIHMYECTBO
JECSITUYHBIX 3HAKOB JIJISl BCEX 3HAUCHHUM BETMYUH.

3.3.13. OT™MeTKa 0 HATHMYUU TPUITOKEHHI.

JIOKYMEHTBI MOTYT MUMETh MPHUIOKEHHS, KOTOPHIE JOMOIHSIOT, PAa3bSICHIIOT
WIN JETATM3UPYIOT OTAEIbHBIE BOIIPOCHI, 3aTPOHYTHIE B TEKCTE.

OTMeTKka O TPUIIOKEHUH UCHOJB3yeTcss Npu OGOPMIICHHH THCEM U
OpUJIOKEHUH K IUIaHaM, TMporpaMmaM, OT4eTaM, JOTOoBOpaM, TOJOXKCHHIM,
IpaBHJIaM, HHCTPYKIIUSIM U IPYTHM JTOKYMEHTaM.

B cnyxeOHbIX (ZI€NOBBIX) NIHUChbMAax OTMETKAa O MPWIOKEHUH (CIOBO
«IIpunoxenue») neyaraercs 6€3 KaBbIUEK OT JIEBOM I'paHUIIbI TEKCTOBOTO MOJIS TIOA
TekctoM nuceMa. Ilocnme cnoBa «llpunoxenue» craBurcs [aBoeTouue. TeKCT
IPUJIOKEHUS TledaTaeTcs yepe3 1 MeXCTPOUHBIN HHTEpBaJL.

Ecnu mpuniokxeHrne Ha3BaHO B TEKCTE NMHUCbMA, B OTMETKE O HPHJIOKEHUU
YKa3bIBA€TCSl KOJMYECTBO JIMCTOB M KOJMYECTBO 3SK3EMIUIIPOB IPUIIOKEHUS,
HanpuMep:

IIpuioxenue: Ha 4 J1. B 2 IK3.

HpI/I HaJIM4UM HCCKOJIBKHX HpI/IJ'IO)KeHI/Iﬁ B OTMCTKC O IIPHUIOKCHHH OHH
HYMCPYIOTC, YKa3bIBAaIOTCA HAUMMCHOBAHHUA KaXIOI'0 IIPHIIOKCHUA, KOJIHUYCCTBO
JIUCTOB U KOJIMYCCTBO IK3CMIIIAPOB, HAIIPHUMCED:

I[punoxenue: 1. 3ak/0ueHue Ha 3AKOHONPOEKT ... HA 3 JI. B 2 3K3.
2. HosicuuTeabLHAA 3ANMUCKA ... HA 2 JI. B 2 DK3.

Ecnu npunosxenusi cOpoIIOpoBaHbl, TO KOJIUYECTBO JTUCTOB HE YKA3bIBACTCH.
Ecnu npunoxeHne HanpasJAlOT HE BO BCE YKA3aHHBIE B JIOKYMEHTE aapeca,
TO OTMETKY O €r0 HATM4UU OQOPMIISIOT CIICTYIOIINM 00pa3oM, HalpUMep:

I[Ipunoxenue: Ha 2 j1. B 1 3K3. TOJBKO B IePBbIii ajpec.
Ecmn k nokyMeHTy mnpuiaraercs JIpyrou JIOKYMEHT, TaKXe HMEIOIIUN

NPUIOKEHHE, OTMETKAa O HAIWYUU NPUIOKCHUS O(OPMIISETCS CICAYIOUUM
o0pasoM, HarpuMep:
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IIpnioxenne: nucbMmo MuHucTepersa oopasosanus Kpacnosipckoro kpas or 13.06.2011
Ne 2571-BH u npusioxkeHue K HeMy, Bcero Ha 3 J1. B 1 3K3.

Ha npunoxeHnu K mucbMy OTMETKA O MPHJIOKEHUHU MPOCTABIISIETCS B IPABOM
BEPXHEM YTJIy MEPBOTO JIMCTA JTOKYMEHTA-IIPUIOKEHUS U N€YaTaeTcsl OT T'PAHULIBI
BEpXHEro moJyii 0€3 KaBblYEK CTPOYHBIMH OyKBamMH (3a HCKIIOYEHHEM MEPBOM
OykBbl) 4epe3 1 MEXCTpOUYHbI HHTEpBal. Bce cocCTaBHbIE YacTH PEKBU3UTA
pa3MeniaioT ¢aaroBeiM ciocobom. JlimHa CTPOKH HE TOJDKHA MpeBbimaTh 9 - 10 cM
Y OTPaHUYMBAETCS MMPABOM I'PAHULIEN TEKCTOBOIO MOJIS.

Ecnu B TekcTe [OKyMEHTa YKa3aHO HECKOJbKO MPUIOKEHHUM, OHU
Hymepytorcs (Hanpumep, «llpunoxenue Ne 1», «llpunoxenue Ne2»). Ecmu
MIPUJIOKEHUE OJIHO, OHO HE HyMepyeTcsa. B oTMeTKe O MpUIIOKEHUM YKa3bIBaCTCs
HaMEHOBAHUE BUJAa OCHOBHOTO JOKYMEHTA, €ro 1aTa U HOMEP, HallpUMep:

IIpuioxenne Ne 2
Kk nucbmy ot 17.02.2011 Ne 1-045

3.3.14. Iloanuchk JOIKHOCTHOIO JIUIIA.

JlaHHBI PEKBM3UT TPEACTaBIseT CO00H COOCTBEHHOPYUYHYIO IOAIHUCH
JIOJDKHOCTHOTO JuIla. B cocTaB moAmucy BXOJSAT: HAUMEHOBAHHE JOJDKHOCTH JIMIIA,
MOJIMHUCABIIETO JTOKYMEHT, JIMYHAS TOANKCH U ¢ pacmu(poBKa (MHUIMAIEI IMCHH
Y OT4YeCTBa U (pamuius), HarpuMep:

Yo 1HOMOYEeHHBIH IHoanuce N.0. ®amuaus

HanMeHOBaHME NODKHOCTH B PEKBHU3UTE «IOIIMUCH JTOJDKHOCTHOTO JIMIIA»
pa3Mmeniaerca (aaroBelM CHOCOOOM (Kakaasi CTpOKa PEKBU3UTA HAUYMHAETCS OT
JIEBOM TpaHMIBI TEKCTOBOTO TOJISI 30HBI PACIOJOKEHHSI PEKBU3UTOB) dyepe3 |
MEKCTPOYHBIN UHTEPBAJL.

PacumndpoBka noanmucu B PEKBUBUTE «IOANHUCH JOJKHOCTHOTO JIMIIA»
pacmoJyiaraeTcsi Ha YpPOBHE TMOCJHEIHEW CTPOKM HAMMEHOBAHUS JIOJKHOCTH
C Mpo0OesIoM MeXIy MHUIMATaMi UMEHH, oTyecTBa U pamunueil. [locnennsas Oyksa
B pacu(ppoBKe NOAMNUCHA OTPAHUYUBAETCA MIPABOM I'PaHULIEN TEKCTOBOTO IMOJIS.

[loanuck otnensiercss OT MOCIENHEH CTPOKHM TEKCTa JHUOO OT pPEeKBU3UTA
«OTMETKA O HAJTMYUU PUIOKEHUI» 2 - 3 UHTepBalaMHu.

He pomyckaercs moOANMCHIBaTH  JOKYMEHTBI € MPEAJIOrOM  «3a»
WUJIU IPOCTABJIEHUEM KOCOM YepThI ITEpe] HANMEHOBAHUEM JIOJKHOCTH.

IIpu odopmiileHnn MOANUCH JTOJDKHOCTHOTO JHIla Ha OJaHKaX IHCEM U
IIPaBOBBIX aKTOB CJIOBO «KpacHospckuii» B COOTBETCTBYIOUIEM MAaJEkKe HE
neyaTaercsl.

Buecenne B moanucaHHble JOKYMEHTbl TMPABOK U JOMOJHEHUH He
paspeuraercs.

Eciu noKymMeHT moaroroBjieH Ha OJlaHKe NMHUCbMAa, TO HaMMEHOBaHHUE
JAOJIKHOCTH JIMIA, MOANMCHIBAIONIEr0 JOKYMEHT, NPOU3BOAUTCA 0e3 yKazaHus
3JIeMEHTOB, MMEIOIINXCH HA OJIaHKe.

HpI/I nmoanruCaHuMn AOKYMCHTAa HCCKOJIBKMMHW JIMIAMHU PABHbBIX I[OJ'DKHOCTGI;'I
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UX TOJMKUCHU PACIONaraloTcsl Ha OJJHOM YPOBHE BEPTHUKAJIbHBIMU pPsiiaMHU, KOTOPHIE
OTPaHUYUBAIOTCS COOTBETCTBEHHO JIEBOM M MpaBOMl I'paHUIAMHU TEKCTOBOI'O MOJIf,
a pacMPpOBKU TOJMUCEH pacmojiaraloTcsl MOJ HAUMEHOBAHMSIMH JOJKHOCTEH,
HarpuMmep:

Y1no1HOMOYEHHbIH Y1no,iHOMOYeHHBII 10 MpaBaM pedeHKa
110 IPABAM KOPEHHBIX B KpacHosipckom kpae
MAaJIOYHCJICHHBIX HAPOJ0B

B KpacHosipckom kpae

IMoanucey HN.0. ®amuiausa IMognucek N.0. ®amuniausa

HpH noAInmnuCaHu COBMCCTHOTO JOKYMCHTA OJIaHKH ITHUCEM HE HCIIOJIB3YIOT.

HpI/I IMOAINMHUCAHNN JOKYMCHTA HCCKOJIbBKHMH JIMIIAMH PA3HBIX II0 PpaHTy
(CTaTYCY) IIOJDKHOCTGIZ IIoAIINCH paciojararoTcs, KakK IIpaBHIIO, B
IIOCJICA0BATCIIBHOCTH, COOTBGTCTBYI-OIHeﬁ 3aHUMAaEeMOU AOJDKHOCTHU, HAIIPUMCP:

Yno1HOMOYeHHbIH
110 IPABaM YeJI0BeKa
B KpacHosipckoMm kpae Hoanuce N.0. ®Pamuiaus

HavaabHuk

IOPUANYECKOro 0T/IeJIa anmnapara

Y1no1HOMOYE€HHOT0 10 MPABaM 4Yejl0BeKa

B KpacHosipckom kpae Hoamucoh N.0. Pamuaus

B nokymeHTax, cOCTaBlI€HHBIX pabouyedl Tpymnmoi, KOMHCCHEH, HHBIM
COBEIIATEIbHBIM OPraHOM, YKa3bIBAlOT HE JOJDKHOCTH JIMIL, MOANUCHIBAIOIINX
JIOKYMEHT, a UX OOS3aHHOCTH, UCIIOJIHSIEMbIE B COCTaBE COBEIIATEIILHOTO OpraHa,
Hanpumep:

IIpencenarenn

padoyeii rpynnsl Hoamucn N.0. damuans
Cexperapsb

padoyeii rpynnsl Hoanuch N.0. ®amuanst

OtmeTka 00 DBJEKTPOHHOM MOAMMCH MCHOJIb3YyeTCS MNpU BU3yaIH3alUU
AJICKTPOHHOTO  JTOKYMEHTAa, TMOJAMHCAHHOTO  JJIGKTPOHHOW  TOMINHUCHIO, C
COOJTIOZICHUEM CIICIYIOINX TPEOOBAHMUIA:

a) MECTO pa3MEIICHUsT OTMETKH 00 DJIEKTPOHHOW TIOMIWCH JIOJDKHBI
COOTBETCTBOBATh MECTY Pa3MeIeHUsI COOCTBEHHOPYYHOW MOJINUCH B aHAJIOTUYHOM
JIOKyMEHTE Ha OyMaKHOM HOCHUTETIE;

0) 5JIeMEHTBI OTMETKH 00 JICKTPOHHOM MOIMUCH JTOJKHBI OBITh BUIUMBIMHA 1
YUTAEMBIMH TIPU OTOOPAKEHHUH IOKYMEHTa B HATypaJbHOM pa3Mepe;

B) DJIEMEHTHI OTMETKHA 00 3JIEKTPOHHOM MOJIMKCH HE JOJDKHBI IEPEKPHIBATHCS
WJIM HAKJIQAbIBAThCS JIPYT HA JIPYTa;

T') 3JIEMEHTBI OTMETKH OO0 D3JIEKTPOHHOM ITOJIMCH HE JOJDKHBI IEepEeKPHIBATh
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AIIEMEHTHI TEKCTa JOKYMEHTa M JIPYrue OTMETKH 00 3JIEKTPOHHOW MOoANucH (Tmpu
HaJINYKH).

3.3.15. OtmMeTtka 00 DNEKTPOHHOW TMOANMHMCA B  COOTBETCTBUU  C
3aKOHOJATeNbCTBOM Poccuiickoii ®enepanuu  BkiIodaer @pasy  «loxkymeHT
MOJIMTMCAH 3JCKTPOHHOW TMOJIMUCHIO», HOMEp cepTU(UKATa KII0Ya 3IIEKTPOHHON
nojanucy, (aMuiInio, UMs, OTYECTBO Biajaenblla cepTudukara, Cpok IEHCTBUS
cepTH(HKaTa KIH04a dJIEKTPOHHOHN noanucu. B oTMeTky 00 37I€KTPOHHOHN MOANUCH
MOET OBITh BKIIIOYEHO H300paxkeHue repba KpacHosipckoro kpas i 3MOJIeMbl
(npu HayIMuMK ) Anmapara.

[Tpumep:

I'ep6 (ombaema, JOKYMEHT HOANIMCAH
npu Haimuuu)  DJIEKTPOHHOU NOANUCBHIO

Ceprudukar 1a111aaa000000000011
Baanenen Hukosnaes Hukogaii Hukos1aeBnu
HeiictBuTesen ¢ 01.12.2012 nmo 01.12.2017

3.3.16. I'pud yrBepxkaeHwms.

Ha nokyMeHTax, moOMJIEXKAIUX YTBEPXKACHUIO, TpU(  YTBEPKICHUS
pacrojiaraeTcs B IPaBOM BEPXHEM YIUIy MEPBOTO JIUCTA JOKYMEHTA U IEYATACTCA
OT BEPXHEH I'paHUIIBI TEKCTOBOTO IO O€3 KaBbIUEK.

[Ipr yTBepkACHUU JOKyMEHTa PYKOBOAUTEIEM TpuUd YTBEPKICHUS
JTOoKyMeHTa cocTtouT u3 cioBa «YTBEPXJIAKO», mnomHoro HamMeHOBaHMS
JOJDKHOCTH JIMIIA, YTBEPIKIAIOIIETO JOKYMEHT, €r0 JIMYHOU MOJIIUCH, paciiupoBKU
TOJIMUCH U JaThl YTBEPKICHUS, HAIIPUMED:

YTBEPX/IAIO
Y1no1HOMOYEHHBIH

10 NMpaBaM YeJIOBeKa

B KpacHosipckom kpae
ITognuce N.0. ®amuius
JlaTa

IIpy yTBEpXKAECHUM TOKYMEHTAa HECKOJBKUMHU PYKOBOIUTEISIMU MX HOANHUCH
pacrnoJiaratoT Ha OJIHOM YPOBHE ABYMs BEPTUKAJIbHBIMU PSJIAMHU.

[Ipu yTBepKIE€HUU TOKyMEHTa APYIMM JOKYMEHTOM TpHU( YTBEPKICHUS
cocrouT u3 cinosa «YTBEPXJEH (O, bl, A)», HauMeHOBaHMS yTBEPKIAIOIIETO
JIOKyMEHTa B TBOPUTEJIIBHOM TaJexke, €ro AaTbl M PETUCTPAIMOHHOIO HOMeEpa,
HaIpumep:

YTBEPXJIAEHO
MPOTOKO0JIOM
KOHKYPCHON KOMMCCHH
ot 21.03.2011 Ne 2

CnoBa «YTBEPXIAI», «YTBEPXIEH (O, bl, A)» mnewartaroTcs
NPONMUCHBIMU OyKBaMH, TMOCJE KOTOpPbIX JBoeToune He craButcsa. CiloBo
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«YTBEPXJEH» cornacyercs B poie W 4uCiE€ C MEPBBIM CIOBOM HAMMEHOBAHMS
npwiokeHus, Hanpumep: nonoxenue — YTBEPX/EHO, nporpamma —
YTBEPXIEHA, meponpustus — Y TBEPXXIEHBI.

Bce cocraBHBle 4YacTHM peKBHU3MTA pa3MelaroTcs (IaroBbIM  CIOCOOOM
Y [IEYATalOTCA 4epe3 | MEeXCTpOouHbIM HMHTEpBAN. /[[nMMHAa CTpOKM HE JOJDKHA
npeBbimath 9 - 10 ¢cM 1 OrpaHMYMBaAETCA MPABOU I'PAHULIEN TEKCTOBOTO MOJIA.

3.3.17. Buga.

CornacoBaHHe NPOEKTA TOKYMEHTA MPOBOJUTCS IPU HEOOXOIUMOCTH OLIEHKU
00OCHOBAaHHOCTH JIOKYMEHTA, COOTBETCTBHMSI €ro IPaBOBbIM AaKTaM U HHBIM
JOKYMEHTaM.

Buza 1npoeKkToB JOKYMEHTOB PYKOBOJWUTEISIMA UM OTBETCTBECHHBIMHU
COTPYAHMKAaMH BKJIKOYACT HAMMEHOBAaHUE JIOJDKHOCTH, JIMYHYK  ITOAIHKCH
BU3UPYIOIIETO ¢ pacmudpoBKoi U aaty. B ciydae ecnu y cormacyromeid CTOPOHBI
UMEIOTCS 3aMevaHus (MPEeUIOKEHU) K TEKCTY TOKYMEHTa, TO YKa3bIBalOTCs CJIOBA,
Harpumep, «C 3amedaHusiMu (IPeIJI0KEHUAMH )».

3amedaHusi, OcoOble MHEHHMS M JONOJHEHUS K MPOEKTy JIOKYMEHTa
U3JIaraloTcd Ha OTIAEIBHOM JIUCTE (JIUCTaxX), MOJIUCHIBAIOTCS C YKa3aHUEM
HAaMMEHOBAaHUA JIOJDKHOCTH, JIMYHOM TOJANKUCH BU3UPYIOUIETO, paclU(PpOBKH
NOJIKCH, JAThl ¥ IPWIATAIOTCS K IPOEKTY JOKYMEHTA.

Buspl corimacoBaHusl = pacHoJIararoTCs  HWXKE  PEKBH3UTa  IIOJIHUCH
JOJDKHOCTHOTO JIMI@» B HYDKHEM Y4acTH MOCIIEIHErO JUCTA JOKYMEHTA.

[lo pemeHnr0 pPyKOBOAWTENSA, BH3UPYIOIIETO JOKYMEHT, BO3MOXKHO
IOJIUCTHOE BU3HUPOBAHME OTIEIbHBIX JOKYMEHTOB (JJOTOBOPOB, COTJIAILICHUH,
IIPaBOBBIX AaKTOB W NPHWJIOKEHHMM K HHM M HHBIX JOKYMEHTOB) JUIS 3aILUTHI
OT BO3MOYKHOM 3aMEHBI JINCTOB.

HeoOxoaumocTh cOryiacoBaHus JOKYMEHTAa KOHKPETHBIM JOJKHOCTHBIM
JUIOM ONpeAeNsieTcs PYKOBOJIUTEIEM HMCXOAS M3 COJEpKaHHUsS JOKYMEHTa, BUIA
ajpecara u (WIK) Ipe1ycMaTpUBAETCS TPABOBbIMHU aKTaMHU.

3.3.18. OrTuck neyatwu.

[leyaTp sBisieTcss C€MoOcoOOM TMOATBEPXKIECHUS MOJJIUHHOCTH MOJANHUCH
JOJDKHOCTHOTO JIMIAa Ha JOoKyMeHTe. [leuaTh cTaBUTCS HA JOKYMEHTax B CIy4asXx,
IPELYCMOTPEHHBIX 3aKOHOAATEJIBHBIMU WM WHBIMM HOPMATHUBHBIMU IPABOBBIMH
aktamu. [leyaTh cTaBUTCS Ha CBOOOJHOM OT TEKCTa MECTE, HE 3aXBaTbIBasl JIMYHOU
NOJANKCH JOJDKHOCTHOrO jauia. IleyaTe MOeT 3axBaThIBaTh 4acThb HaWMEHOBAHHS
JOJDKHOCTH JIMLA, TIOAINKCABILIETO TOKYMEHT.

B nokyMeHTax, NOJArOTOBJIIEHHBIX Ha OCHOBE YHH(PHUIMPOBAHHBIX (QOpM,
nevyaTh CTaBUTCS B MecTe, 0003HaueHHOM oTMeTKOW « MID» mim unpiM 06pazom.

3.3.19. OTmeTKa 0 3aBepEHUHN KOIIUH.

OrmeTka o0 3aBepeHMM Konuu odopmisieTcd Uil MOATBEPKICHUS
COOTBETCTBUSl KOINUU JIOKYMEHTa (BBIMUCKA M3 JOKYMEHTA) MOJIMHHUKY
nokymeHTa. OTMETKa O 3aBEpEHHMM KOMHHM TNPOCTABISAETCA TMOJ PEKBU3UTOM
«TOAITACB» n BkmrovaeT: cioBo «BEPHO»; HamMeHoBaHME MOJDKHOCTH JIMIIA,
3aBEPUBIIETO KOMHIO; €r0 COOCTBEHHOPYYHYIO MOAMKMCH; paciIu(poOBKY MOAIMUCH
(MHUIMANBI, (PaMUJIUIO); AaTy 3aBEPEHUS KONUU (BBIMUCKU U3 JOKYMEHTA).
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BEPHO

HaunmeHnoBaHue J01:KHOCTH
Hoanucy,_ N.0. ®amuius
JlaTa

Ecnu konus BeAaeTcs Uil MPEACTABICHHS B IPYTYIO OpraHU3aliI0, OTMETKA
O 3aBEpEHHH KONUHU [JOMOJHSAETCA HAANHMChI0 O MECTE XPAaHEHHS JOKYMEHTa, C
KOTOpOro Obla wu3roroBieHa komus («lloaMHHUK JTOKyMEHTa HaXOAUTCS B
Anmapare YoaHOMOYEHHOrO MO IpaBaM yesnoBeka B KpacHospckoM kpae B zene
Ne ... 3a ... rog») u 3aBepsieTcs nedarbio Anmnapara. [ mpocTaBieHUS OTMETKH O
3aBEPEHUM KOIHUU MOKET UCIIOIb30BAThCS ILITAMII.

Ecnu xonust 10KyMEHTa COCTOUT M3 HECKOJBKUX JIMCTOB, TO OHA CLIMBAETCH,
Ha OOOPOTHOW CTOPOHE IOCJIETHETO JUCTa KOMMHM JOKYMEHTa JEJIaeTCsi OTMETKa
O KOJIMYECTBE JIUCTOB, YKa3bIBAECTCA HAMMEHOBAHUE JOJKHOCTH JIMIIA, 3aBEPUBILIETO
KOIUIO, JINYHAs MOJIUCH, paclIM(ppoBKa MOANMCH U JaTa 3aBepeHus. [loamuch
JOJDKHOCTHOTO JIMIIA 3aBEPSETCS M1EYaThIO.

JlommyckaeTcst 3aBepATh KaXkKAbIA JMCT MHOTOCTPAaHWYHOM KONUHU JOKYMEHTA
C MCIOJIb30BaHUEM pEeKBU3UTA «OTMETKA O 3aBEPEHUM KOTHI.

3.3.20. Ot™meTka 00 UCTIOTTHUTEIIE.

OrmeTrka 00 WCHONHUTENE BKIIOYAET (AMHINIO, UM U OTYECTBO
UCIIOJIHUTENS, HOMED ero Tenedona. OTMeTKa 00 UCIIOIHUTENE MOXKET TOMOJIHATHCS
HAaMMEHOBAaHHUEM JOJDKHOCTH, CTPYKTYPHOIO TOJPA3JEICHUS M 3IEKTPOHHBIM
aJpecoM UCIOJHUTES.

OtmeTka 00 HcronHUTENE O(GOPMIIETCS Ha JMIEBOW CTOPOHE IOCIEIHETO
JUCTa JIOKYMEHTa OT TPaHULbl JIEBOIO IIOJISI WM, IPU OTCYTCTBMM MECTa, - Ha
00OpOTHOM CTOPOHE BHU3Y CIIEBA.

[e4yaTaeTcsl B HUKHEM YIUIy Y JIEBOM IPAHMIIBI TEKCTOBOTO MOJIS JIMLIEBOW HUITU
00OpPOTHOM CTOpPOHBI TMocheaHero Jjucra OTMerka 00 HCMOJHUTENE MOXKET
opopMIIATECA KaK HWKHHUM KOJOHTUTYJ M II€4araTbCs IMIPUPTOM MEHBIIETO
pa3zMepa, Hapumep:

®amunusa Umsa OTyecTBO, BeAyUIUil CIEUATUCT IOPUIMYECKOT0 0TaeIa
+7(391) 221-00-00, ivanov@ombudsmankk.krsn.ru

3.3.21. Yka3zaHus 1o UCTIOJHEHUIO TOKYMEHTA (PE30JIIOLIHs).

VYkazaHus M0 UCIOJHEHHUIO JOKYMEHTa (PE30JIIOLNs) COACPKUT yKa3aHUe o
UCIIOJIHEHUIO JJOKyMeHTa. Pe3omtonusa oopmiasieTcss Ha cBOOOHOM MecCTe pabodero
noJiss JIOKyMEHTa, Ha OJaHKe pPEe30JIONWU WM BHOCHTCS HEMOCPEACTBEHHO B
CUCTEMY DJIEKTPOHHOTO JIOKYMEHTO000pOTAa.

Pezontonust BkIO4aeT: haMUIINIO, MTHUIIUAIBI UCITOJTHUTENS (MCTIOJIHUTEIICH ),
MOPYYCHUE TIO0 JIOKYMEHTY, TPH HEOOXOJUMOCTH — CPOK HCIOJHEHUS, IOAIHUCH

JILA, BBIHECIIErO PE3OJIFOUIO, 1aTy PE30JIIOLUH, HATIPUMED:
®damuausa 1.0.
IIpomy noAroToBUTH
npenjoxenus k 10.11.2018

IHoanuch
Jlara
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onank pesosronuu opopmissiercs B popmare AS mu6o A4 (iprtoskenue Ne 6).

®opmar A4 wucnonb3yeTrcss NpU HAIAYUU HECKOJBKUX HCIIOIHUTEINIEH,
OTIpeICNIEHHBIX PYKOBOIUTENIEM, a TAKKe OOBEMHBIX U PA3IMUHBIX 110 COACPKAHUIO
nopyueHuii. HyxHb1ii dopmaTr pe3omonuu BbIOMpAETCS MPU €€ IMOATOTOBKE B
CHUCTEME aBTOMAaTHU3UPOBAHHOTO JIEJIOMPOU3BO/ICTBA.

3.3.22. OT™MeTKa 0 KOHTPOJIE TOKYMEHTA.

OTMeTKy 0 KOHTpOJ€ MPOCTaBISIOT COTpyAHUKH OTraena Ha JOKYMEHTax,
MOCTABJICHHBIX HAa KOHTPOJIb, C TOMOIIBIO MTamna «KOHTpOJb» Ha BEpXHEM IOJe
JIOKyMEHTa CIpaBa.

3.3.23. OtmeTKa 00 UCIIOJIHEHUU TOKYMEHTA.

OtMmeTka 00 UCTIOTHEHUH JIOKYMEHTA U HAlpaBJICHUU €r0 B JIEJO COCTOUT M3
cioB «B nenoy», moanucu pykoBOJUTENS U 1ATHI.

OTtmeTka 00 HCIOTHEHMM JOKYMEHTAa MOXET AOMOJHATHCA HH(pOpManmen
00 0COOCHHOCTSIX WCIOJHEHUS JTOKYMEHTA: CChUIKa Ha JaTy W HOMEp JOKyMEHTa,
CBUJICTEIHCTBYIOIIETO O €0 MCIIOJIHEHUH, WM, TIPH OTCYTCTBUU TAaKOTO JOKYMEHTA,
KpaTKue CBEACHUS 00 MCTIOTHEHUH.

3.3.24. OtmeTKa 0 KOH(PUIEHITUATBHOCTH.

OtmeTka 0 KOHOQUICHIMATBFHOCTA TMPOCTABISETCS Ha  JOKYMEHTax,
coJiepKalX MHPOpPMAIUIO, OTHOCUMYIO K CIy’)KEOHOW TallHe WM K MHOMY BHIY
KOH(DUIeHIUATbHON HHGOPMAIIHH.

OTMmeTKa MpPOCTABIISETCS B BEPXHEM MIPABOM YIJIy NEPBOIO JMCTA JOKYMEHTa
U MOXET JIOMOJHATHCS YKa3aHHEM HOMEpPA HK3EMILIspa TOKyMEHTA.

4.3.25. OtmeTtka «CpouHO».

[Ipy moaroTroBke IOOKYMEHTOB M B Ipolecce padoThl C JOKyMEHTaMH
UCTIOJIB3yeTCsl OTMETKA «CpOUHOM.

OtMmeTtka «CpoyHO» MPOCTABIIAETCS TOCYAAPCTBEHHBIMU I'PAXKIAHCKUMU
ciyxamumu OTena Ha TOKYMEHTaX, B KOTOPBIX yKa3aH CPOK MCIIOTHEHUS
He Oonee 3 qHel, Ha cBOOOAHOM MECTE B PABOM BEPXHEM YTy JOKYMEHTA.

3.4. lloaroroBka, opopMiieHHe U PerUCTPAIUS MPABOBBHIX AKTOB

3.4.1. Kak mpaBuiio, MpaBOBbIC aKThl, W3/1aBa€MbIC Y TOJTHOMOYEHHBIM U €TO
ArmnmapaTtoMm, HOCAT HWHIMBHAyalbHBIA xapakrep. llox mpaBoBbIM akTOM
(pacnopsbKeHHEM) HWHAMBUAYAJIBHOIO XapakTepa IIOHUMAeTcsl MpPaBOBOM akT,
YCTaHABJIMBAIOIINM, W3MEHSAIONIMM WM OTMEHSIONMNA TMpaBa W O0O0S3aHHOCTHU
KOHKPETHBIX JIULI.

3.4.2. llogroToBka MpaBOBBIX akTOB (pacmopsbkeHuil) B Amnmapare
OCYLIECTBJISIETCS. B COOTBETCTBUM C HACTOSIIEN HWHCTPYKIMEN 10 HHUIMATHBE
PykoBoaurers.

3.4.3. [IpoexThl pacnopspKeHH MedararoTcsi Ha OJlaHKAaX YCTaHOBJIEHHOTO
obpaszna (Ilpunoxenus NeNe 8 -13) mpudrom Times Neew RomaNe pazmepom 14
mT.

Bepxnee nose ycraHaBiauBaeTcs rpaHuiiaMu OsiaHka. JIeBoe 1mosie cocTaBisieT
- 2,5 cMm, nipaBoe - 1,5 cm, HikHee - 2 cM. [Ipu odopmiiennn pactiopskeHHs Ha IBYX
u 0oJiee CTpaHHUIaX BEpPXHEE I0J€ BTOPOM U MOCIEAYIOIIUX CTPAHUI] COCTABIISIET
2 cM.
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[Tpu opopmiieHnu TekcTa pacnopspDKeHUs Ha ABYX M 0oJiee CTpaHUIaX BTOpas
U TIOCJIEAYIOIINE CTPAHMIIBI IOJKHBI OBITh TPOHYMepoBaHbl. [lopsaKoBeIii HOMEp Ha
NIEPBOM CTPAaHULIE HE IPOCTABIISETCA.

[TopsinikoBele HOMEpA CTPAHUIl NPOCTABILIIOTCS MO LEHTPY BEPXHETO MO
CTpaHuIpl apaOckumu nHdpamMu 0€3 CIOB «CTpaHHUIA», «CTP.» U 3HAKOB
MpENUHAHMUS.

3.4.4. PactiopsikeHHE COCTOUT U3 COJEPKATEIbHOW YaCTU U PEKBU3HUTOB,
00pa3yIoLUX TEKCT PACTIOPSKEHUSI.

3.4.5. PacniopsikeHue 10HKHO UMETh CIEAYIOINE PEKBU3UTHI:

HauMeHoBaHue (Gopmbl rpaBoBoro akra — «PACITIOPSXKEHUEY;

HAaUMEHOBaHUE rOCYAapCTBEHHOTO OpTraHa Kpasd;

3aroJioBOK, B KpaTkoil (opme o0003HavarONIui MpeaMeT peryIupoBaHus,
yKa3aHHBINA B paCMOPSKEHUH;

JaTa IPUHSATHS PACTIOPSKEHUSI, PETUCTPALIMOHHBIA HOMEP, HHUIIMATIBI UMEHU
M OTYECTBA, (paMUIMsI W HAMMEHOBAHHWE JOJDKHOCTH YIOJIHOMOYEHHOrO JIMIIA,
MOJMKCABIIETO €ro.

3.4.6. PexBU3UTHI, BXOMSIIHAE B COCTaB OJIaHKA PACTIOPSDKEHUS, MEYaTAIOTCS
IIPU €r0 U3TOTOBJICHUHU. PEKBU3UTHI «J1aTa», «MECTO U3AAHUS», «PETUCTPALIMOHHBIN
HOMEP» B PACIOPSDKEHUSX PACIOIAratoTCs Ha OJHOM YpOBHE. PermcrpairioHHbIN
HOMED MPUCBANBAETCS IEPE]T MOANMCAHUEM PACIIOPSHKCHMUS.

3.4.7. 3aron0BOK PAcCIOpPsDKEHUSI MeYaTaeTCcsl Ha PacCTOSHUM HE MEHee 8 CM
OT BEpXHEro Kpas JIMUCTa C MpONUCHOM OykBbl. Todka B KOHIIE 3arojioBKa
HE CTaBUTCA. 3arojioBOK pacHOpSKEHMsI, COCTOSAIIMN W3 JIByX M 0ojee CTpOK,
neyaTtaeTcs yepe3 | MeXCTpOUHbIN HHTEPBAI.

3aroJIoBOK B pACIOPSHKEHUAX Y IOJTHOMOUYEHHOTO 110 OCHOBHOM J€SATENBHOCTH
OTHENAETCS OT PEKBU3UTA «MECTO W3JaHus» 2 - 3 HMHTEpBajaMU. 3arojoBOK
pacnopsKEeHUs, COCTOSALIMN He OoJiee YeM M3 MATH CTPOK, HE MPEBBIMIAIONINX B
JUIMHY 8 - 9 cM (28 medaTHbIX 3HAKOB Kaxzas), pa3MellaeTcs y JEBOM TI'PAHUIIbI
TEKCTOBOI'O MOJIsI, B CJIy4ae MPEBBIIIEHUS MATH CTPOK OH MPOJJIEBAETCSA 0 MPABOM
I'PaHULIBI TEKCTOBOTO TOJIA.

PekBU3UT «3aroJioBOK TMpaBOBOTO akTa» K MHBIM  PacHOpPsKEHUSAM
VYT0JIHOMOYEHHOTO MOXET HE MPOCTABISATHCA.

3.4.8. ConeprkarenbHas 4acTh PaClOpPsDKEHHS] — BBIPAXKEHHOE B MUCbMEHHOM
BHJIE 3aKPEIUICHHE COJICPKAIIUXCS B HEM MNPABOBBIX HOPM WA WHIMBUIYATbHBIX
MPEANUCAHNM, a TAKKE UHBIX NPEANUCAHUN, B TOM YUCJE Pa3bsCHAIOIIUX LIEIA U
MOTHBBI €0 MPUHSITHSL.

CTpykTypy pacHopsiKEHUs  COCTAaBIIIIOT CTPYKTYpPHbIE  €IUHHIBI U
CTPYKTYPHBIE 3JIEMEHTBHI.

I[lonm  CcTpykTypHOM  €OWHULEHM  IIOHMMAETCI  HYMEpPOBAaHHas  4acThb
pacniopspkeHust  (pas3zies, MYHKT, HOJAMYHKT), MOJA CTPYKTYPHBIM 3JEMEHTOM —
HEHYMEPOBAHHAS YaCTh CTPYKTYPHOM €AMHUIIBI pacnopskeHus (a03all, CTpoKa).

Kaxnas crTpykTypHas eAuHMIIA pAcHOpsDKEHUs  JIOJDKHA — COJEPXKATh
3aKOHUYEHHYIO MBbICIb M COJIepKaTh, Kak IPaBUIIO, OAHO MoioxkeHue. OObIYHO
KaXJas HopMa, KOTopasi MOXKET MPUMEHSATHCS OTIEIbHO M HE3aBUCUMO OT JPYTHUX,
TOMEIAETCA B CAMOCTOSITEIIbHONU CTPYKTYPHOM €IMHULIE.

TekcT oTAensieTcss B paclopsiKEHUSIX HOPMATUBHOIO XapaKTepa OT PEKBU3UTA
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«3aroJIOBOK», a B PACHOPSKEHUAX HWHIAMBHUAYAJBbHOIO XapakTepa OT PEKBHU3UTA
«MECTO U3JIJaHUsI TOKYMEHTa» 2 - 3 UHTEpBaJaMH.

JlomyckaeTcsi yMEHBIICHHE WHTEPBAJIOB MEKIY PEKBU3UTAMHU «MECTO
U3IaHUsl JIOKYMEHTa», «HAaUMEHOBAHHME JIOKYMEHTa», «TEKCT JIOKYMEHTa» U
«TMOAMHUCH TOJDKHOCTHOTO JIMIIA» MPU HEOOXOUMOCTH pa3MEIIECHUS TEKCTa MPOEKTa
pacIopsKEHUs Ha OJJTHOM CTpaHULIE.

Tekct medaraercss yepe3 | MEXKCTpOUYHBI MHTEPBAJI U BBIPABHUBAECTCA IO
JIEBOM M MpaBoOW IpaHHIlaM TeKCToBOro moJisi. [lepBas crpoka ab3alia HaYMHAETCS
Ha paccTosiHuU 1,25 cM OT J1€BOM rpaHUlIbl TEKCTOBOTO MOJIA.

3.49.B mnepBoM TNyHKTE pacnopssKeHUW WMHIMBUAYAIbHOTO XapakTepa
JIOJDKHBI OBITHh YKa3aHbl HOPMATHUBHBIEC MPaBOBbIE akThl Poccuiickoit deaepannu u
(wmn) KpacHosipckoro kpas (¢ coOmrofeHneM TpeboBaHUN 00 MepapXuu MPaBOBBIX
aKTOB), B COOTBETCTBUU U BO HUCIIOJIHEHHE KOTOPBHIX MPUHUMAETCS MPaBOBOM aKT
¢ GOpMYyITUPOBKON «B COOTBETCTBHUHU...» 0€3 YIOMHHAHUS MOCIEIYIOMNX peaaKiuit
HOPMATUBHOTO MPAaBOBOI'O aKTa, HA KOTOPBIA UMEETCS CChIIIKA B IpeaMOyJie MpoeKTa
PacIOpsKEHHUS.

Hanmnexamen cumraeTcs cCblIkKa Ha HOPMATHBHBIM IPAaBOBOM aKT C
yKa3aHUEM €ro Buja, 0(pUIHAIbHOIO HAUMEHOBAHUS OpraHa, U3JaBIIEro akT, AaThl
MPUHATHS, HOMEPA, HANMEHOBAHUS aKTa.

[IpaBoBbIe akThl U MucbMa (penepaibHBIX OPraHOB MCIOJHUTEIBLHON BIIACTU
Poccuiickonn @enepanuy He SABIAIOTCA OCHOBAHMEM JUIA ITOATOTOBKU IIPOEKTOB
MPABOBBIX aKTOB, @ MOTYT OBITh JIMIIb YYTEHBI, O YEM YKa3bIBaeTCsA B IpeamOyJsie
MIPOEKTA PACIIOPSIAKEHUS.

[Ipu HEOOXOIMMOCTH TOPYUEHHsI OCYIIECTBICHHS JIEUCTBUM KOHKPETHBIM
JOJDKHOCTHBIM ~ JIMLIAM WM CTPYKTYPHBIM  MOJpa3JelieHusM  Ammapara,
B COOTBETCTBYIOIIEM IIYHKTE PAaCHOPSHKEHUSI YKa3bIBAlOTCS CPOKUA MCIOJHEHUS
MPENUCHIBAEMBIX I€CTBUM.

[Tpu Hanmuuuu B pacniopsiKEHUM Ha3BAaHHBIX MOPYUYEHUH, OTACIBHBIM TyHKTOM
pPACIOPSDKEHHsT  YKA3bIBAIOTCA: JOJDKHOCTHOE JIMII0, HA KOTOPOE BO3JIAraercs
KOHTPOJIb 32 BBIIIOJHEHUEM NOPYYEHUN, a TAK)KE KOHKPETHBIE CPOKHU BBINOJHEHUS
nopyueHuil. [Ipu 3ToM BO3JI0KEHUE KOHTPOJISI HA ABYX U 00Jee TOJKHOCTHBIX JIUI]
HEJIOITYCTUMO.

HanmeHoBaHMST  yOMMHAEeMbIX B  MPOEKTE€ PACHOPSIKEHUS  OPraHoB
rocynapctseHHou Biactu Poccurickon ®enepannu u KpacHospCcKoro kpasi, OpraHoB
MECTHOTO CaMOYTPABJICHUS, OPraHU3allil, HAMMEHOBAHUS JOJKHOCTEN MPUBOJIATCS
B MOJIHOM COOTBETCTBUHU C UX O(PHUIMATHLHBIM HAMMEHOBAHUEM, MPEIYyCMOTPEHHBIM
B IOKYMEHTAaX, OIPEACIISIOIINX UX IIPABOBOE IIOJIOKEHHUE.

B  pacnopsokeHMM He  JOMycKaeTcsl  YNOTpeOJIeHHE  COKpallleHHBIX
HAMMEHOBAHUM OpPraHoB TOCyJapCTBEHHOW Biactu Poccurickori dDenepanuu,
KpacHosipckoro kpasi, HAMMEHOBaHUM JOJKHOCTEH.

YnoTpebieHue B OHUX CTPYKTYPHBIX €AMHHIIAX PACHOPSKEHUSI CCHUIKA Ha
JIPYTUe CTPYKTYpPHBIC EIWHUIIBI PACHOPsDKEHUS TMPUMEHSETCS MJI TOTro, YTOOBI
II0OKA3aTh B3aMMHYIO CBSI3b OTIEJBHBIX MOJIOKEHHWH MPOEKTa MPaBOBOI'O AKTa WJIU
n30eXKaTh NOBTOPEHUN B HEM.

Bxiatouenue B pacnopsbkeHHe  OOIIMX — OTCBUIOK K JEHCTBYIOLIEMY
3akoHogatenscTBy Poccuiickoii ®enepaunn u (wim) KpacHosipckoro kpas
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(Hampumep, «B COOTBETCTBHHM  C JICHCTBYIOIIMM  3aKOHOJATEIHCTBOMY») HE
JIOTTyCKaeTCsl.

N3noxeHHbIe B BHJIE TEKCTA MPHIIOKEHUS K PACTIOPSHKEHUIO TIOIPA3ICTSIOTCS
Ha pa3zebl, MyHKTH U TOAMMYHKTHI, KOTOPbIE 0003HAYAIOTCS CICIYIONTUM 00pa3oMm:
paszensl - apaOCKuMu mudpaMu B MOPSAKE BO3pacTaHWs, mepBas Iudpa MyHKTa
MOBTOPSIET HOMEP paszfiena U, MOCIe TOYKH, COACPKUT TOMOJHUTEITHLHYIO apaOCKyIo
nudpy B MOPSIKE BO3PACTaHUS C TOYKOM, MOAMYHKTHI MOTYT HYMEpPOBAThCS
apaOCckuMu U pamMu WIK CTPOUYHBIMU OYKBAaMU C 3aKPBIBAIOIICH KPYTJIONH CKOOKOH.

[Ipu oOTCyTCTBMU pa3[eioB B MPUIOKEHUU K PACIOPSHKEHUIO ITYHKTHI
HYMEPYIOTCS apaOCKUMU HUPPAMH C TOUKOM B IOPSIKE BO3PACTAHUS.

BcnomorarenbHble, — YTOYHSIIOIIME ~ NPUMEYAHUS K MPWIOKEHUSM
pacCloOpsKEHUSI U3J1aratloTcsi B KOHIE TIPHIIOKESHHUS.

3.4.10. Ilpu Hamuuuy TPUIOKEHHUM K MPABOBOMY aKTy B COOTBETCTBYIOIIUX
MyHKTaX TEKCTa MPOEKTa MPABOBOTO aKTa HA HHUX JEJAIOTCS CCHUIKH «COTJIACHO
MIPIIIOKEHUIOY, KIIPUIIOKEHHE Ne ...».

3.4.11. PacriopspkeHusi YTOJTHOMOYEHHOTO M €ro Ammapara B CiIy4asx M
MOPSIZIKE, TPEITYCMOTPCHHBIX (eepalbHBIM 3aKOHOM, YCTaBOM Kpas, 3aKOHOM
Kpasi, TOJDKHBI OHUITHATIBLHO ITyOJIUKOBATHCS, O YeM CJIETYET YKa3bIBaTh B OCHOBHOM
YaCTH PACTIOPSHKCHUS.

3.4.12. Tlonnuch ~ NOMDKHOCTHOTO — JIMIIA  OTHENSeTCs  OT  TEKCTa
2 - 3 UHTEpBaJaMu.

[lognuce B MpaBOBBIX aKTax YIOJHOMOYEHHOTO COCTOMT U3 CJIOB
«YTIOJTHOMOYEHHBII» u MHUIIAAJIOB UMEHH, OTYECTBA, bamunuu
YIIOJTHOMOYEHHOT 0.

CnoBo «YTNOJIHOMOYEHHBII) MEeYaTalOTCs Y JICBOW TPaHUIbI TEKCTOBOTO TOJIS.
Nuunuanel iMeHH, oTuyecTBa W (GaMuiiusi YTOJHOMOUYEHHOTO pACIOJararoTcs Ha
YpPOBHE CTPOKM HAWMEHOBAHUS OJDKHOCTH C MPOOEIIOM MEXIy WHHUIIMAJIaMu
WMEHH, OTYECTBA U (DaMIIIMEH U TIeYaTaroTCs y MPaBOW TPAHUIIBI TEKCTOBOTO TIOJIA.

B cmydae nmepegaum B YCTAHOBJICHHOM  TOPSAKE  MOJHOMOYHMA
YTIOJITHOMOYEHHOTO TT0 TOMUCAHUIO MMPABOBBIX aKTOB HHOMY JIOJDKHOCTHOMY JIHITY
B TPABOBBIX aKTaX YIIOJTHOMOYEHHOTO B PEKBHU3UTE «IOJMUCH JIOJLKHOCTHOTO
JUI@»  yKasbiBaeTcsa  (akThdeckas JOJDKHOCTh — JIMIA,  OCYIIECTBIISIFOIIETO
MOJIHOMOYHSI 110 TIOANMCAHUIO TIPABOBBIX aKTOB Y TOJITHOMOYEHHOTO.

B cmywae BpeMEHHOTO  BO3JIOKEHHS  MCIOJHEHUsS  OO0s3aHHOCTEU
YOTHOMOYEHHOTO HAa WHOE JOJDKHOCTHOE JIMI0 B PEKBU3UTE «IIOJIIHUCH
JOJDKHOCTHOTO  JIMI@»  TpPH  TOJIMUCAHWUU  TMPABOBBIX  aKTOB  JIOJDKHOCTH
OCYIIECTBJISIONIETO BPEMEHHOE KCIOJHEHUE O0sS3aHHOCTEH YTIOJIHOMOYEHHOTO
U3JIaraeTcs B CICAYIONIEH PelaKInuu:

HUcnoaHa0mmi 0013aHHOCTH
Y110, THOMOYEHHOT0 IMoanucey N.0. Gamuausa

3.4.13. IlpaBoBOil aKT TMOJNUCHIBACTCS B EIUHCTBEHHOM DJK3EMILISIPE,
KOTOPBIN SIBJSIETCS TOIJTMHHUKOM.

3.4.14. ITpuniokeHus: K NpaBOBBIM akTaM O(QOPMIISIOTCS Ha JUCTaXx Oymaru
dbopmara A4.

Pasmepbr mosiedt, mpudThl, UHTEpBaIbl U MEXKCTPOUHBIE WHTEPBAJIBI IPHU
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neyaTaHUM NPWIOKEHUN WIACHTUYHBI pa3sMepaM, NPUMEHSIEMbIM NPH NEYATAHUH
TEKCTOB IPABOBBIX AKTOB.

JIMCTBI NPUIOKEHUN HYMEPYIOTCS CaMOCTOATENBHO, MOPSAIKOBBIE HOMEpa
CTpaHMI] MPOCTABJISIOTCA B COOTBETCTBUU € MyHKTOM 4.2.4. UHCTpYyKIMU.

3.4.15. [Ipn yka3aHMM B TEKCT€ IMPABOBOTO aKTa CCBUIOK «COTJIACHO
IPWIOKEHUIO», «IIpUiokeHne Ne ...» Ha NMepBOil CTpaHUIIE NMPUIIOKEHUS B IIPABOM
BEPXHEM YINy Iedaraercs cioBo «lIpuiokeHHne» M ykas3bIBaeTCs BUJ IIPaBOBOTO
akTa. Bce cocTaBHBIE YaCTH PEKBU3WTA BBIPABHHMBAIOTCA IO JIEBOW I'PAHULIE MeCTa
pPacIoJIOKEHUST PEKBU3NUTA M IedaTaroTcs depe3 | MexcTpousslii umHTEpBaNL. Ilpn
HAJIM4YUH HECKOJIBKUX IPUIIOKEHUN OHU HYMEPYIOTCS.

Harmpumep:

Ipunoxenne Ne 1

K pacnopsi’keHHI0 YTOJHOMOY€HHOT0
10 IPaBaM 4YeJI0BeKa

B KpacHosipckom kpae

oT ... Ne ...

3.4.16. HaumeHoBaHME TIPUJIOKECHHS IIeUaTaeTcsl IIEHTPOBAHHBIM CIIOCOOOM
yepe3 1 MEXKCTpOYHBIH HMHTEpBAJ, IMEPBOE CIOBO HAWMEHOBAHUS MPHIIOKCHUS
meJyaTaeTcsl C IPONMMCHON OykBbl. HamMmeHOBaHWE TIPHIIOKEHUS BBIICISACTCS
TIOJTY >KUPHBIM mpudToM, OTHEIIIETCS OT  TPEIBIAYIIETO pPEKBHU3UTA
2 - 3 UHTEepBaIaMH.

Texkcr OT  pekBU3WTAa  «HAMMCHOBAaHWE  TMPUJIOKCHHS»  OTHACISCTCS
2 - 3 UHTEepBaIaMH.

HanmenoBanne TpHIOKEHHS, KaK MPaBUIO, JOHKHO COOTBETCTBOBATh
HAaMMEHOBAHHUIO, YKa3aHHOMY B TEKCTE MPABOBOTO aKTa.

[Ipy HanWMYMKM B TEKCTE MPHUIIOKEHUS HECKOJIBKHUX Ppa3/eiioB HMX 3aroJIOBKU
MeYaTalTCs I[CHTPOBAaHHBIM CIIOCOOOM, OT TEKCTa pasjaeia OTaensroTcs 1
HHTEpBAJIOM. TOYKHM B KOHIIE 3aroJIOBKOB pPa3/IeJIOB HE CTaBATCSA. 3arojIOBKH HE
BBIJICIISIFOTCS TIOJTYKUPHBIM IIPUGPTOM.

3.4.17. llpunoxkeHuss K TPaBOBBIM aKTaM JIOJDKHBI OBITh  ITOAIIMCAHBI
JOJDKHOCTHBIM JIUIIOM, OTBETCTBEHHBIM 3a MTOATOTOBKY MIPABOBOTO aKTa.

3.4.18. Ilpu HeoOxomumocTH (B COOTBETCTBHHM C  pacHpeneicHUueM
KOMITETCHIIUH WJIH TI0 YKa3aHWIO0 PyKOBOIWTENS) MMPOEKT MPABOBOTO aKTa MPOXOIUT
MpOIIETypy COTJACOBaHUS B TOpPSAKE, yCTaHOBIEHHOM B myHkTom 4.3.1.15.
HNHcTpykumm.

3.4.19. Peructpanusi mpaBOBBIX AKTOB OCYIIECTBIACTCS YIMOJTHOMOUYECHHBIMHU
corpyaaukamu OTzena, myTeM BHECEHHUS 3alHCe B COOTBETCTBYIOIIUE >KYPHAIbI,
MPETyCMOTPEHHBIE HOMEHKIATYypor pen. Perucrparusi mpaBOBBIX aKTOB BEIETCS
pa3IeNbHO JUIs KaKI0T0 BHAa IIPABOBOIO aKTa.

OCHOBHBIEC PEKBU3UTHI PETUCTPAIIHH:

JaTa;

PETUCTPALMOHHBIA HOMED;

HaNMMEHOBAHHE IPABOBOTO aKTa (JIJIs pacIopsHKEHUH — KPaTKOE COJIepyKaHMe);

(dbaMuTus JOHKHOCTHOTO JIMIIA, TOITMCABIIETO TPAaBOBOM aKT;

WHBIE CBECHUS.
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JlaToil perucTpauMd IPaBOBOIO akKTa SBISETCA JaTa €ro MOJINHUCAHUS
YIOJHOMOYEHHBIM JI0JXKHOCTHBIM JIULIOM.

PeructpalluoHHBIE HOMEpP PaCHOPSIKEHHsI BKIIOYAEeT B €e0s MOPSAKOBBIMA
HOMEp B Ipejenax KajleHAapHoro rojga M OyKBbl (B 3aBUCHUMOCTH OT THIIA
pacropsHKeHUS) IPOCTaBIISIEMbIE Yepe3 Acduc.

N3roroBieHnne Konmui IPaBOBBIX AKTOB M 3aBEpPEHUE IeyaTblo Amrmapara
IOJUIMHHOCTH IIOJIMCH JTOJDKHOCTHOTO JIMIA, TOJIMCABIIErO0 IIPaBOBOM aKT
ocyuiectisiercss OTaenom.

3.5. [loaroroBKa cJIy:keOHbIX (J1€JI0BBIX) MMUCEM

3.5.1. CnyxebOHbIe (1e7I0BbIE) MUChMA TOTOBSATCS:

KaK OTBEThI Ha O0OpalleHus] PU3NYECKUX U IOPUANYECKUX JIULL;

KaK COIPOBOJIUTEIbHBIE MHChbMA K HANIPABISIEMBIM JOKYMEHTAM;

KaK MHUIIMATUBHBIC MMHCHMA.

3.5.2. Cpoku HCTIONHEHHS CITY>KEOHBIX (JIE€JOBBIX) MHUCEM YCTAHABIMBAIOTCS
PYKOBOJIUTENIEM C YYETOM CpPOKOB HCIHOJIHEHUS JOKYMEHTOB, YCTaHOBJIEHHBIX
3aKoHoAaTeNnbCTBOM Poccuiickoit denepannu U Kpas, U IPOIJIEBAIOTCA B MOPSIIKE,
YCTaHOBJICHHOM ITyHKTOM 4.2.3 MHCTpyKIIUH.

Cpok MCHOJHEHUsI TOKYMEHTa YKa3bIBa€TCAd HENMOCPEICTBEHHO B JOKYMEHTE
WIN B PE30JIIOLIMH.

JIOKyMEHTBI ITOJIEXKAT UCIIOJHEHUIO B CIIEYIOIIUE CPOKH:

C KOHKPETHOM 1aTOW MCIIOJIHEHUS - B YKa3aHHBIN CPOK;

umerone noMetky «CpouHo», «HesamennutenbHo» (WM aHAJIOTUYHOE) —
B 3-THEBHBIN CPOK;

umerone nomMeTky «OnepatuBHo» — B 10-1HEBHBIN CPOK;

OCTaJIbHBIC — B CPOK HE O0JIee MecsIia.

Ecnu nocnemHunii  1eHb CpOKa UCIIOJMHEHUSA IOPYYEHHS MPUXOIUTCA
Ha HepaOo4Mil IeHb, 3TO NOPYUYECHHE MOJICKUT UCIIOJIHEHUIO HE MO3/IHEe padovero
JTHS1, IPEIIIECTBYIOLIEr0 HepaboyemMy JTHIO.

3.5.3. Tekct mnHcbMa JOKEH OBITh JIOTHYHBIM, TOCJEI0BATEIbHBIM,
KOPpEKTHBIM 10 ¢Gopme. DakTbl U COOBITHS JIOJDKHBI M3Jaratbcsi OOBEKTHMBHO,
JAKOHUYHO, SICHO.

[InceMO peKOMEHAYETCS COCTABIATh IO OJHOMY BOITPOCY.

IIncbMO MOXKET KacaTbCsi HECKOJIBKHMX BOIIPOCOB, €CJIM OHHU B3aUMOCBSI3aHbI
U OyAyT paccMaTpUBaThCs OJHUM aJPECATOM.

OO0beM muchbMa HE JOJDKEH MpEBBILATh ABYX CTpPaHMI, a B Cilydae, Korja
TpeOyeTcss MO W3JaraeMoMy BOIIPOCY JaTh TIyOOKHM aHamu3 W OOOCHOBAaTh
peJIOAKEHHS, pa3Mep MUCbMa He JI0JKEH MPEBbIIIATh MATH CTPAHULI.

B nucemax ucnonb3yrores cneayomme GopMbl U3T0KEHUS:

OT TIEPBOTO JHIA EAUHCTBEHHOTO uncia («Cuutaio Heo0xoauMbeimy, «IIpomry
MPEIOCTABUTDY);

OT TMEpBOro JMIAa MHOXeCTBeHHOro uucna («I[Ipocum HampaBUTHY,
«Hanpapnsiem Ha pacCMOTpEHHUEY);

OT TPEThEero Julla E€JUHCTBEHHOro uuncia («Anmapar YHOJIHOMOYEHHOTO
1o npasam yenoBeka B KpacHOApCKOM Kpae Mpeasiaraer...»).

Bo BcTynurensHON yacTu (opMyNIupyeTcs TeMa MUChMa.
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BceTymienne MOXKeT coepKaTh:

MPUYMHY BOSHUKHOBEHHUS BOIIPOCA HIIM €r0 KPaTKyI0 UCTOPHUIO;

CCBUIKY Ha JOKYMEHT (IIpaBOBOM akT, JOrOBOp, MPOTOKOJ) U (HMJIK) €ro
OTJITbHBIE MYHKTBHI, MOCIY>KUBIIINE OCHOBAHUEM JIJISl TIOJTOTOBKHU MHCHMA,

KOHCTaTaluio Gaxra, COOBITHS, CIOKUBIICHCS CUTYAIIHH.

OCHOBHYI0O 4YacTh TIMChMa COCTAaBJISET ONHCAHUE Pa3BUTUS COOBITHS
WIM CUTYallld, UX aHaJIU3 U MMPUBOJAUMBIC TOKA3aTeJIbCTBA WIIM OTIPOBEPIKECHHUSI.

3akiroYeHue NpesICTaBsAeT cOOOW BBIBOJBI B BUAC MPEIJIOKEHUN, MHEHUM,
TpeOOBaHMI, IPOCHO, OTKA30B, HATTOMUHAHUH.

3.5.4. Ilpy MNOATOTOBKE CIIyKEOHOTO (JI€JJOBOTO) THCbMa K PacCChUIKE,
B JIOTIOJTHEHUE K pPaHEE HaIlpaBIEHHOMY, CJEAyeT B TEKCTE€ IUChbMa YKa3bIBaTh
HOMED U JIaTy STOTO MUChMA.

3.5.5. IlpencraBnsieMble Ha MOJANUCH PYKOBOAUTENIO IPOEKTHI MUCEM JIOJKHBI
UMETh BU3Y UCIIOIHUTEINA U (TP HEOOXOUMOCTH ) BU3bI COIIACOBAHUSI.

Buza mnpocraBisieTcss B HMKHEHM 4YacTH TMOCIEIHEW CTPaHMIBI Ha BTOPOM
(BU30BOM) 3K3EMILISIPE TUCbMa, KOTOPBINA MOXKET 0popMIISIThCs Oe3 OJlaHKa.

3.5.6. HampaBnsiempie BMecT€ C MHCHMOM TMPHJIOKEHUS JOJKHBI OBITH
MOJIMTMCAaHbl U UMETh HEOOXOIMMBIE JIJIs1 JOKYMEHTA PEKBU3UTHI, KPOME TOKYMEHTOB
U IPWJIOKEHUN K HHUM, TONYYCHHBIX OT IOPHIWYECKUX M (PU3UUECKHUX JIHII
U TIepechblIaeMbIX (BO3BpAIaEMBIX) C IAHHBIM TUCEMOM.

3.5.7. [Ipu HanpaBiieHUH MUChbMA B OJIUH aJpeC HA MOAMUCH MPEICTABIISIOTCS:

OJIMH SK3eMIUISIp MUChbMa, 0DOPMIICHHBIN Ha OJIaHKE;

OJIMH 3K3EMILISP MUCbMa, O(pOpMIIEHHBIN 6e3 Os1aHKa (BU30BBIM 9K3EMILISIP);

JIBa HK3EMIULSIpA MPWIOKEHUS K MUChbMY NPU HAIWYUU CCHUIKM HAa HUX B
TEKCTE IMHUChMa.

[Ipu HampaBieHMM NMHUCEM, WIACHTUYHBIX MO COJAECpPXKAHHUIO, HE OoJee ueM B
YeThIpe aipeca Ha MOANUCH MPEACTABISIOTCA:

YeThIpe IK3EMIUISIpa MUCbMa, 0(OPMIICHHbIE Ha OJIaHKAX;

OJIH PK3EeMILISIp MUchMa, opopMIIeHHBbIN 0e3 Os1aHKa (BU30BBIN K3EMILISIP);

MATHh AK3EMIUISIPOB MPUIIOKEHUS K TMUChMY MPHU HAJUYMHA CCHUIKM HAa HHUX B
TEKCTE MPOEKTa MUChMA;

CIIMCOK PAcChUIKH B CIIy4ae, €CJId B TEKCTE MMChMa YKA3bIBAETCS TOJIBKO OJIUH
azapecar.

[Ipy HampaBiaeHMM NHCEM, WICHTHUYHBIX IO COJEp)KaHUIO, Oojee 4YeM B
YeThIpe ajpeca, Ha MOANKUCH MPEICTaBISIOTCS:

OJIMH JK3EMIUISIP MUChbMa, 0(DOPMIICHHBIN Ha OJIaHKE;

OJIUH 3K3EeMIUIIp MUChMa, 0(hOpPMIICHHBIN 0e3 ONaHKa (BU30BBIM AK3EMIUISP),
Ha KOTOPOM, Kak NpaBHUJIO, B KAaueCTBE aJpecaToB YKa3bIBaeTCs MX O0OOOIIEHHOE
Ha3zBaHue (Hampumep, «lIpemcraBurensiMm YMOJTHOMOYEHHOTO B MYHHIIMITATBLHBIX
oOpazoBaHusIX kpas», «Ilo criucky» u Tak ganee);

OJIMH DIK3EMIUTSp MPUIIOKEHUS K MHUChbMY TMPH HAJIWYUHM CCBUIKM HAa HETO B
TEKCTE MUChMa;

CIIUCOK PACCHUIKU.

[locne mnoamucaHusi MHUCHMO KOMUPYETCA B KOJMYECTBE HK3EMIUISIPOB,
YKa3aHHOM B CHHCKE pAaCChUIKM, W Ha KaXIOM OHK3EMIUISIpE KONUU MHUChbMa
yKa3bIBAETCS TOJIBKO OJMH ajpecar.
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[Ipy m0OpUHATUM PYKOBOJAUTENEM pEIICHHS O TNOANUCAHUU  KaXJI0To
HK3EMIUISIpa U3 UACHTUYHBIX IO COACPXKAHHUIO MUCEM, HAMpaBlsieMbIX Oojiee 4eM B
YeThIpe aJpeca, Ha NOANUCH MPEACTABISIOTCA:

nuchkMa, OQOpMIICHHbIE Ha OJlaHKaxX, B KOJUYECTBE, COOTBETCTBYIOIIEM
KOJIMYECTBY aJpECATOB, YKA3aHHBIX B CIIUCKE PACCHUIKH;

OJIMH JK3EMIUISIP MUChMa, 0(hopMIICHHBIN Oe3 O1aHKa (BU30BBIN IK3EMIUISP);

NPWIOKEHUSI K TMUCbMY B KOJHMYECTBE SK3EMIUISIPOB, COOTBETCTBYIOIIEM
KOJIMYECTBY aJIpEeCaToOB, YKA3aHHBIX B CIUCKE PACCHUIKH, MPU HAJIUYUU CCHLIKH Ha
HEro B TEKCTE MPOEKTa MUChMa;

CITUCOK PACCHLIKH.

3.5.8. Ciucok  pacchUIKM JOJKEH COAepX aTh TOYHbIE HAMMEHOBAHUS
aJipecaroB, a TaKXKe X MOYTOBbIC apeca, 3a UCKIIOYECHUEM MTOCTOSHHBIX aJIpeCcaToB,
onpenenieHHbIX B MyHKTE 4.3.1.6. MHCTpyKImu. COMCOK PacChUIKU MOIIUCHIBAECTCS
VCITOJIHUTEJIEM C IIPOCTABIEHUEM JAaThl MOATOTOBKU CITUCKA PACCHUIKH.

O6pazenr odopmieHUST CHOUCKAa PACCBUIKM TMPUBEACH B MPUIOKCHUU
Ne 14 x UncTpykuum.

3.6. IloaroroBka u opopmiieHHe MPOTOKOJIOB

3.6.1. [IpoTOKOI — JOKYMEHT, COACPIKAIIHI IMOCICIOBATEILHYIO 3alMHCh X0/1a
OOCYXXJIeHHsI BOTPOCOB W TPHUHATHUS PEIICHUM Ha 3aceJaHusX COBEHIATENIbHbBIX
OpraHoOB, Ha OINEPaTHUBHBIX U PAOOYUX COBEIIAHUSX, KOH(DEPEHIUSIX U JEIOBBIX
BCTpeyax (jasiee — 3acejaHus).

[Ipotokon ¢Qukcupyer ¢(akT NpoBEJACHUS 3acelaHusi, MPUHATHIE HA HEM
pelieHus C yKa3aHueM OTBETCTBEHHBIX HCTIOJHUTEIEH U CPOKOB UCTIOJTHEHUS.

[IpoTokOn MOXKET B MallbHEUINEM CIY>KHUTh OCHOBaHUEM [JIsl MOATOTOBKHU
MPOEKTa MPAaBOBOIO aKTa.

[IpoTokonm 3acemaHusi COCTaBIIETCS B  CAOy4yasX, MPEAYCMOTPEHHBIX
IPABOBBIMU aKTaMH O CO3JIaHUU COBEMIATENFHOTO oOpraHa B Ammapate, Ju00
peleHrne 0 HEOOXOAMMOCTH COCTaBICHHsS TPOTOKOJA 3acelaHusi MPUHUMAET
PykoBonuTenb, KOTOPBIN 3aceNaHUE HA3HAYAET U MPOBOUT.

3.6.2. [IpoTokoasl 0OpMIISIOTCS HA OCHOBAHWM 3allMCH XOJa 3aceIaHui
(cTreHorpamm, ayauo3amuceil) M MaTepuaaoB, MOJATOTOBJICHHBIX K 3acelaHuIo
(TEeKCTOB JOKJIAJ0B, BBICTYIUICHUH, CIPABOK, MPOCKTOB PEIICHHUI, MOBECTKU JIHS,
CIIUCKOB TMPUTJIALIIEHHBIX U APYTOE).

[IpoTokosl BeOET CEKpeTapb COBELIATEILHOTO OpraHa WM Ha3HAYeHHOE
npeaceAaTebCTBYIOIMM  JIMIO (Jajlee — OTBETCTBEHHBIM 3a MOJTOTOBKY
MIPOTOKOJIA).

3a coaep:kaHMEe 3amMceld B MPOTOKOJIE OTBEUAIOT MpPeICceaTeNbCTBYIOMINM
¥ OTBETCTBEHHBIN 3a MOATOTOBKY IIPOTOKOJIA.

3.6.3. Tekct nmpoToKOIa COAEPIKUT BBOJAHYIO U OCHOBHYIO YaCTh.

Bo BBOJHOI YacTu MPOTOKOJIA YKa3bIBAIOTCS MHHIIMAIBI IMEHH M OTUYECTBA,
dbamunus npeacenarens (MpeacenareabCTBYIOLIEr0), MPUCYTCTBYIOIIUX U, MPH
HEOOXOMMOCTH, JIUII, MPUTJIAIIICHHBIX HA 3aCeIaHMe.

BBogHass d9acTh MpOTOKONA  3aKaHYMBAETCsl TOBECTKOM  3acemaHws,
COJIepIKaIlei MepevyeHb paccCMaTPUBAEMbIX BOIPOCOB C yKa3aHHWEM JOKJIaT4hKa IO
Ka)KJIOMY paccMaTpUBaeMOMY BOIIPOCY.
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B ocHOBHOI YacTu MpOTOKOJIa YKa3bIBA€TCS HOMEP BOIPOCA B COOTBETCTBUU C
MOBECTKOW 3aceIaHus, COAepKaHHe BOMPOCca, X0 €ro 00CyXIeHUs, BCE MHEHHSI IO
paccMaTpHBaeMbIM BOTIPOCAM W TPUHATHIE PEIICHUS, B TOM YHCJIE B MPOTOKOJ
MOXXET OBITh BKJIIOUEH IMYyHKT O BO3JIOKEHUU KOHTPOJS Ha JODKHOCTHOE JIUIIO,
OTBETCTBEHHOE 32 HCIIOJIHEHNE TOPYUYEHHUI MPOTOKOJIA B LIETIOM.

3.6.4. Ilpotokon odopmisieTcss B MOJHOM WM KpaTkoil (opme (oOpasisl
oopMIICHHS TPOTOKOJIOB TIPUBECHBI B priioxkeHUsIX NeNe 15 u 16).

[Ipotokon 3acemanusi B Amnmapare, Kak MpaBuiio, opopmisieTcsi B KpaTKou
dbopme, 3a UCKITIOUEHUEM CIIy4aeB, KOTJa MpeACceIaTeNIbCTBYIOMIUNA JaeT yKa3aHUe
00 oopMIIeHUH MPOTOKOJIA B MOJHOM hopme.

Kpatkas ¢opma npoTokosia OTAMYaETCs OT MOJHONW OTCYTCTBUEM B OCHOBHOM
YacTH MPOTOKOJIA OMMCAHUS X0a 0OCYKIEHUS BOIIPOCa U BbICKA3aHHBIX MHEHUM.

3.6.5. JIokyMeHTBI, yTBEP)KIEHHbIE Ha 3acelaHusiX, MpWIaralTcs K
MIPOTOKOJTY U JOJIKHBI UMETh COOTBETCTBYIONTUH Tpr( YTBEPKICHHS.

3.6.6. [IpoTokom 3aceqanus MOAMKMCHIBACT MPEACEAATSIIBCTBYOIIHM.

[IpoTokon 3aceqanuss MOKET OBITh TTOMKMCAH BCEMHU YUYaCTHUKAMU 3aCCIaHus,
a Takke 3aBU3MPOBAH  BBICTYNABIIUM Ha 3aCeMaHUU JIMIOM, €CIH  3TO
NPEIYyCMOTPEHO  TIPABOBBIM ~ aKTOM,  OMPEIACSIONIAM  TOPSIOK  PabOTHI
COBEIIATEIPHOTO OpPraHa, JIM0O TaKoe peIIeHne OBLJIO MPHUHITO B XO/€ MPOBEICHUS
3acenanusi. Busbl mpoCTaBIIIOTCS B KOHIIE MPOTOKOJIA B HUYKHEH YaCTH JINCTA, HUXKE
PEKBU3UTA IIOJIIUCH JOJPKHOCTHOTO JIUTIA.

3.6.7. JlaToii mpoTOKOJa ABJSIETCS JaTa COOBITUS (3aceIaHusl, COBEIIaHu).

OTtaen MpoOU3BOJUT PETUCTPAIUIO MPOTOKOJIOB, IPUCBAUBAs UM TOPSIIKOBBIC
HOMEpA B MpejieNax KaJleHJapHOro rojia, OTIEIbHO MO0 KaK0M rpyIine NpoTOKOJIOB.

3.6.8. Cpok moAroToBKM MPOTOKOJA HE JOJKEH MPEeBbIIIATh 3 pabodyux gHEH
CO JIHA TPOBEJCHUS 3acCelaHusl, €CJIM UHOM CPOK HE YCTAHOBJIEH B IMPABOBOM aKTe,
OTIpEICTISIONIEM MOPSTIOK paboThI COBEIATEIHHOTO oprasa,
WIH TIPeICeAaTebCTBYOIINM.

CornacoBaHne TEKCTa NPOTOKOJa OQOpMIsIeTcs B MHCHMEHHOM BHJIE.
CopepxaHue 0co0Oro  MHEHMS, BBICKA3aHHOIO BO  BpeMsi  0OCYXKIEHHS,
3allMChIBACTCSI B TEKCT€ MPOTOKOJIA M O(OpMISETCS K TPOTOKOIY B BHUJC
TIPYITOKCHUS.

JlommyckaeTcsi cOryiacoBaHWE TMOPYYCHUN C HUCIOIHHUTENSIMH TOCPEICTBOM
AJIEKTPOHHOM IMOYTHI.

3.6.9. [Ipu HEOOXOIMMOCTH KOTIMHU MPOTOKOJIOB PACCHIIAIOTCS OpTraHU3AIsIM
U JIOJDKHOCTHBIM JIMIIaM B COOTBETCTBUM CO CITUCKOM PACCHUIKH, CPOPMUPOBAHHBIM
OTBETCTBEHHBIM 32 MOJATOTOBKY MPOTOKOJIA.

Nudopmarus o MPUHATHIX PEIICHUSIX MOXKET MPEIOCTABISATHCS M0 YKa3aHUIO
IPE/ICeIaTeILCTBYIONIETO B OPraHU3alluyd ¥ JIOJDKHOCTHBIM JIUIIAaM B BUJIE BBIMTHCOK
U3 TIPOTOKOJIOB.

Brimcka w3 mpoTOKONMa — JOKYMEHT, TPEACTABISIIONINN TOYHYHO KOIHIO
YacTH TMOJJMHHOTO TPOTOKOJNA, OTHOCSIIYIOCS K TOMY BONPOCY ITOBECTKH
3aceIaHusl, 0 KOTOPOMY TOTOBHUTCS BBITHCKA.

Breimcka W3 TPOTOKOIA BOCHPOM3BOAMUT BCE 00S3aTEIbHBIC PEKBH3UTHI
MPOTOKOJIA, BOMPOC IMOBECTKH 3aCEIaHus, IO KOTOPOMY TOTOBHUTCS BBIITUCKA, W
TEKCT OCHOBHOM YacTH WPOTOKOIA, OTPAKAIOIIMA OOCYXKIEHHE BOMpoca U
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MIPUHSTHIC PEIICHUS.

Brinucky u3 npoTokosa NoANUChIBaeT pyKoBoauTeas Otaena.

3.6.10. KonTpons 3a  HCIOTHEHHWEM  TPOTOKOJA  OCYIIECTBISIET  T10
PaCHoOpSKEHUIO TIPEICENaTENbCTBYIOIIETO0 OTBETCTBEHHOE JIOJDKHOCTHOE JIMIIO,
KOTOPO€ KOHTPOJUPYET UCIIOJTHEHUE MTOPYUCHUM MPOTOKOJIA B 1IEJIOM.

KonTpoas 3a cpokaMu MCHOJHEHUS MOPYUYECHUN OCYIIECTBISIET CIEIUATUCT
Otpena wid HWHOE JOJDKHOCTHOE JIMIIO, HAa KOTOpoe PyKoBOAMTENb BO3JIOKUII
00513aHHOCTb 110 KOHTPOJIIO 32 CPOKAMU UCTIOTHEHUS TOPYUEHU MPOTOKOJIOB.

3.6.11. IlpoTokosl meyaTaroTCs Ha CTaHAAPTHOM JIUcTe Oymaru dopmara A4,
mpudtom Times Neew RomalNe, pazmepom 14 T, uepes 1 MeKCTpOUHBIA HHTEPBAI.

[Tonst moKyMeHTa COCTaBJISIOT: JeBoe — 3 ¢M, mpaBoe — 1 - 1,5 cM, BepxHee —
2 CM U HUXKHEE — 2 CM.

3.6.12. O6s3aTeNnbHBIMU PEKBU3UTAMH MPOTOKOJIA SABIISIFOTCS:

«HAVMEHOBAaHHE TOCYJapCTBEeHHOTo opraHa kpas (YIIOJJTHOMOYEHHBIN
[I0 TIPABAM 4YEJIOBEKA B KPACHOSPCKOM KPAE, AIIIIAPAT
YIIOJIHOMOYEHHOI'O T10 ITPABAM YEJIOBEKA B KPACHOAPCKOM
KPAE)» — nonHoe oduimaabHOoe HaMMEHOBAHUE TOCYIAPCTBEHHOTO JIOJIKHOCTHOTO
JuIa Kpasi, TOCYJJapCTBEHHOTO OpraHa Kpas, MeyaTraeTcsl MOJTY>KUPHBIM HIpU(TOM
MPOMUCHBIMU OYKBaMU U BBIPABHUBAETCS 10 LICHTPY;

«Bua nokyMmenta (ITPOTOKOJI)» — oTnensercs OT ONpeaplaylIero peKBU3uTa
1 yHTEpBaJIOM M TMEYaTaeTCs TMOJMYKUPHBIM MIPUPTOM MPOMUCHBIMU OYyKBaMHU
U BBIPAaBHUBAETCA I10 IICHTPY;

«BUJ 3acellaHus» — HAMMEHOBAHME BHUJA 3acCEllaHds W/WIA JOJKHOCTh
MpeACeaaTENbCTRBYIOIETO WM HANMEHOBAHUE COBEHIATEIBLHOIO OpraHa, yKa3aHHOE
B POAUTENBHOM MNAJEKE, MEYATACTCA HA CIEAYIOUIEH CTPOKE HUIKE PEKBU3UTA «BUJL
JIOKYMEHTAy MOJTYKUPHBIM MIPUGPTOM U BHIPABHUBAETCS MO LIEHTPY;

«J1aTa MPOTOKOJIa 3aCeaHMs MedaTaeTcs y J€BOM rPaHMIIbl TEKCTOBOTO MOJIS
yepes 1 - 2 nHTepBana nociie peKBU3UTA «BUJ 3aCETAHUNY;

«MECTO TPOBEACHUS 3acelaHusy — TIeYaTaeTcs Ha TOM K€ YPOBHE,
YTO U PEKBU3UT «JlaTa MPOTOKOJA 3aCE€AaHus», U PaCoJIaraeTcs o LUEHTPY;

«PETUCTPALIMOHHBIA HOMEpP MPOTOKOJIA 3aceAaHus» - MeYaTaeTCs Ha TOM XKe
YPOBHE, YTO U PEKBU3UT «JlaTa MPOTOKOJIA 3aCeaHus», U pacroJiaraeTcsi y mpaBou
IPAHUIBI TEKCTOBOTO MOJIA, COCTOMT M3 IMEYATHOrO 3HaKa «NewH MHOpAIKOBOTO
HOMEpa TMpOTOKOJA 3acelaHusi B IMpeAenax KaleHaapHoro roaa. Homepa
MPOTOKOJIOB 3aCeaHUil MOTYT BKJIIOUYaTh OYKBEHHbBIE MHJIEKCHI B 3aBUCUMOCTH OT
BU/JIa TPOTOKOJIA;

BBOJIHASI 4acTh IMPOTOKOJA 3acelaHusi — HAUYMHAETCA CO  CJIOBa
«IIpencenaTenbCTBOBAI», KOTOPOE IMEUATACTCSA MONYXKUPHBIM HIPUPTOM Y JICBOU
IPaHUIBI TEKCTOBOTO MOJIs yepe3 1 - 2 MHTepBaia HIKE MPEIbIAYIIEero PeKBU3UTA.
Hanee (duepe3 aBOETOYME) HA TOM K€ YpOBHE medartaeTcs (pamMuius, WHUIHAIBI
MMEHH M OTUECTBA, JOKHOCTD MIpeACeAaTeIbCTBYIOIIETO;

cinoBo «lIpucyrcTBoBanu» mneudaraerca yepe3 | HMHTEpBal OT JIOJKHOCTH
npeAceaTeIbLCTBYIONIETO MOMYKUPHBIM HIPUGTOM Yy JIEBOM T'paHUIBI TEKCTOBOTO
MoJIs, TOCJIe CloBa CTaBUTCS jaBoeToure. Huxke mnewatarorcs daMuiing, UMeHa
1 OTYECTBA MPUCYTCTBYIOIINX, a CIIpaBa — HAMMEHOBAHUSI UX JIOJDKHOCTEH.

Ecnu konnuecTBO MNpUCYTCTBYIOIIMX MpeBbIIAaeT 15 denoBek, Aenaercs
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CChUJIKa HA CIHMCOK, KOTOPBIM odopmiisieTcss B BHJE MPUIOXKEHHUS K MPOTOKOIY,
HaIpuMep:

IIpucyrcrBoBaiu: (CHUCOK NPHJIATAETCSH).

BBoaHas yacTh MpoTOKOJIA 3aceaHus 3aKaHUYMBAETCsl TIOBECTKON 3aceqaHus,
CoJIeprKalleil mepevyeHb pacCMaTPUBAEMBIX BOIIPOCOB.

CrnoBa «IloBecTka 3acemanus» nedararoTcs yepes | - 2 uHTepBajia OT CIIUCKA
IPUCYTCTBYIOIIUX Y JIEBOM TPaHUIIBI TEKCTOBOTO MO IMONY>KUPHBIM HIpU(TOM,
B KOHIIE CTaBHUTCS IBOETOYHE.

Jlanee ¢ aG3amHOrO OTCTyMa medaraercs (popMyInpoBKa paccMaTPUBAEMBIX
BOmpocoB. Bompockl moBectku ¢dopmynupyrores ¢ mpemiorom «O» («O0») u
NeyaTaroTCs ¢ IPONUCHON OyKBbI. Takyke NpUBOAATCS (paMuiIMsl, HTHULHAIBI HIMEHH
U OTYECTBA, JOJDKHOCTh JOKJIaguuka. [Ipm Hainuum B MOBECTKE 3acelaHHs
HECKOJIbKMX BOIPOCOB OHU HYMEPYIOTCS apaOCKUMHU U pamMu ¢ TOUKOH.

TexcT OCHOBHOM 4acTH MPOTOKOJIA 3aCE€JaHUsl OTIEISAETCA OT BBOJHOM YaCTH
1 - 2 uHTEpBaNaMM U COCTOMUT U3 Pa3fesioB, COOTBETCTBYIOLIUX ITyHKTaM IOBECTKU
3aCEIaHus.

TexcT kaxxgoro pasgena CTPOUTCS MO cXeMe (32 HMCKIYEHHEM TEKCTa
OCHOBHOM 4acTH MPOTOKOJa pabOyero CoBElIaHusl, KOTOPbI HAUMHAETCS CO CIIOBA
«PEIINIINY):

CJIYIIAJINA:

BBICTYITNJIA:

PELINJIN:

Cmoo «CJIVIIIAJIN» mnewataercss y JI€BOW TIPaHULBI TEKCTOBOT'O ITOJIS
OPONMUCHBIMU OyKBaMHM MOJYKUpPHbIM IipudroM. [lanee (uepe3 aBoeTOUHE)
c ab3alHOTO OTCTYyMa YKa3bIBAIOTCSA: (QOpMyJIHpOBKA Bompoca (C MNPONUCHOU
OykBbl), (amMwivg M HHULMAIBI MMEHH M OTYECTBAa JOKJIAJuuKa M KpaTKoe
u3noxxkeHue noknana. Ecim TekcT nokiaga odopMIisieTcs B BUAE NPUIIOKEHUS K
IPOTOKOJY, AefaeTcs ceblika: « TekeT Jokiaa npuiaraeTcs (mpuiiokenue Ne ... )».

CioBo «BBICTYIIMJIN» newataercas uyepe3 1 - 2 wuHTEepBama oOT
npeaplyiero ad3ama y JeBoW I'paHUIbl TEKCTOBOIO MOJS MPOMHMCHBIMU OyKBaMu
noyy>kupHbeiM  mpudTom. Jlamee (depe3 aBoeToume) ¢ ab3alHOTO OTCTyMa
npuBoAsTCS  (QamMuwiMs M UHULMAIbI HWMEHM W OTYECTBAa  BBICTYNHBIIETO
(BBICTYNMBILKX), TPM HEOOXOAMMOCTH C YKa3aHHEM HAWMEHOBAHUS JOJIKHOCTH
(HaumeHoBaHUI AoikHOCTeH). KpaTkas 3anuch BBICTYIUIEHHS IPUBOIUTCA B (hopme
KOCBEHHOM peun. Ecim TeKcT BbICTYIUIEHHsST OopMIIsieTcsl B BUIE MPUIIOKEHUS K
IPOTOKOIY, TO JeraeTcs moMeTKa: « TeKCT BhICTYIIeHUs IpuiiaraeTcs (IpuiioKeHue
No ..

Cnoso «PEHINJIN» newataercs yepe3 1 - 2 wHTEpBajia OT MOPEAbIAYILIETO
ab3alia y JIeBOM rpaHMIIbl TEKCTOBOTO MOJS MPOMUCHBIMU OYKBAMH IMOJIY>KHUPHBIM
mpugrom. Janee (uepe3 nBOeTOUME) C a03alHOTO OTCTYIA CIIEAYET HM3JI0KEHHUE
peiieHus (meyaTaeTcs ¢ IponucHoi OykBbl). Eciau perienre mo BOmpocy MOBECTKU
3acelaHusl COCTOUT W3 HECKOJIbKMX ITYHKTOB, TO IMYHKTBI HYMEPYIOTCS apaOCKuMuU
mubpamMu, pasAeNeHHbIMA TOYKaMU. TeKCT IyHKTOB pEIICHUs U3Jaraercs c
UCIIOJIb30BaHUEM HeolpeneaeHHOW (opMbl Tiaroia (HampuMep: BO3JIOXKHUTH,
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NOpPY4YUTh, OPTaHU30BaTh UTAK Jajiee). 3aTeM C a03alHOTO OTCTYIa YKa3bIBalOTCS
damMuwiusgs W MHUALOMATBL MMEHM M OTYECTBa OTBETCTBEHHOTO 3a HCIOJHEHHUE
MOpYy4YEHUs MPOTOKOJIA U CPOK UCIIOTHEHHUSI.

[Toamuck mpencenaTeNbCTBYIOMIETO OTACNIAETCS OT TEKCTa OCHOBHOW YacTH
npoTokoja 2 - 3 WHTEpBajaMH U BKJIIOYAeT HAMMEHOBAaHUE MOJDKHOCTH JIUIIA,
Ipe/iceAaTeIbCTBOBABIIETO HA 3aCelaHWU, €ro JIMYHYIO MOJIUCH, PacHIu(PpOBKY
noANuCcH (MHULIMAJIBI UMEHH M OTYECTBa, (haMUJIns).

HanmMeHoBaHMe NOKHOCTU TMEYATACTCSl Y JIEBOW TpaHUIbl TEKCTOBOTO MOJIA.
PacmudpoBka moamucu — pacronaraeTcsi Ha  ypoOBHE TOCIEOHEH  CTPOKH
HAMMEHOBAaHUS JIOJDKHOCTH C MPOOEIoM MeXAy WHHIHaIaMu | (aMUTUEH.
[Tocnenusast 6ykBa B pacuiM(poBKe OrpaHUYMBAETCS MPABOW TpaHUIEH TEKCTOBOTO
OJISL.

damunus, UM, OTYECTBO U HOMEp TeledoHa OTBETCTBEHHOT'O 32 MOATOTOBKY
IPOTOKOJIA TE€YaTalOTCsl Ha JIMIIEBOM CTOPOHE MOCIEAHEro JHMCTa MPOTOKOJAa B
HUKHEM YTy Y JIEBOW IPaHMIIBI TEKCTOBOIO MoJis mpudToM pazmepa 10 nt.

3.7. Ocobennoctu ogopmiieHUsT W PEerucTpalud  OTAeJbHBIX BH/I0B
JOKYMEHTOB

3.7.1. OpopmieHne 1 perucTpaius J0roBOPOB U COTTIAIICHUH

JloroBopel U  COrJIALICHUS, OJHOM M3 CTOPOH KOTOPBIX SIBIIAETCS
YoMTHOMOYEHHBINH (€ro 3aMeCcTUTENb W/WIU YIOJTHOMOYEHHOE JIUIO0, KOTOPOMY
nepeanbl  MOJHOMOYHMS 1O TOJIUCAHUIO  JIOTOBOpa),  O(GOPMIISIOTCS
Ha CTaHAApTHBIX Jmctax Oymaru dopmara A4 (210 x 297 mm) mpudrom Times
Noew RomaNe, pazmepom 14 nr, yepe3 1| MexCTpOUHBIN UHTEPBAL.

OO0s3aTeNbHBIMU ~ PEKBU3UTAMHU JIOTOBOpAa M COIJIAIICHUS, €CIU WHOE
HE YCTAaHOBJICHO HOPMATUBHBIMU IpaBOBbIMH aktamu Poccuiickonn denepanuu u
Kpasi, SIBJISIFOTCS:

BUJI IOKYMEHTA;

HAMMEHOBAHUE IOKYMEHTA,;

JaTa JIOKyMEHTA;

MECTO COCTaBJICHUS (M3/IaHUsI) TOKYMEHTA,;

PETUCTPAIMOHHBIA HOMEDP JOKYMEHTA,;

TEKCT JOKYMEHTA;

MOAMNKUCH JOJKHOCTHOTO JIUIIA,

OTTHUCK TI€YaTH.

OdopmiieHre  pEeKBU3UTOB  OCYIIECTBISIETCA B COOTBETCTBUU  C
noapasnenom 4.3 HHCTpyKIMU, €ClIM WHOE HE YCTAaHOBJIEHO B HOPMATHUBHBIX
mpaBoBbIX akTax Poccuiickoit denepannn nin KpacHospckoro kpasi.

Jns moamvcaHust JOTOBOPBI, COIMJIAIIEHHMS TEPEal0T B KOJWYECTBE
HK3EMIUISIPOB, COOTBETCTBYIOIIMX YUCITY CTOPOH (YYaCTHUKOB).

Peructpanuio J10roBOpoOB, corjlamieHuid (B 3aBUCUMOCTH OT  BHJA)
ocymecTBisitoT OTaen u (UHAHCOBO-XO3SIMCTBEHHBIM OT/E B COOTBETCTBYIOIIUX
JKypHaJlax Wi peecTpax.

JloroBop, coriamieHue UMeeT OJHY (€IUHYI0) JaTy, KOTopas COOTBETCTBYET
HanOoJiee MO3/IHEN aTe MOIMCAHNs OJTHON U3 CTOPOH.

PeructpaniioHHbIM HOMEpPOM JOTOBOpPA, COTJAIIEHUS SIBJISIETCS MOPSIAKOBBIN
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HOMED B TIpeeNiax KaJeHJapHOTOo roja, mpocTasisieMblii B OTnene nin (GMHAHCOBO-
XO3SIMCTBEHHOM OTJEJIE, U HOMEP, MPOCTABISIEMbIA UHBIMA CTOPOHAMH JIOTOBOPA,
COIJIAIICHUS.

Peructpanusi 1OroBOpOB, COIVIAIIEHWNW MPOUCXOAUT C HCIIOJIBb30BAHUEM
MOPSIAKOBOM HyMEpallud OTACIBHO IO BHUJAM JOKYMEHTOB (JIOTOBOp WJIM
COTJIAILICHKE) B Mpeiesiax KaJIeHIapHOTO rojia.

[TonnuHHBIA 3K3eMIUISIP IOTOBOpa, corjaumieHus XpaHutcs B Otaene win
(buHaHCOBO-XO03sIICTBEHHOM oTnene. [lopsiok M CpoKM XpaHEHUs JI0TOBOPOB,
COTJIALLICHUI YCTaHABJIMBAIOTCS B COOTBETCTBUU C YTBEPKICHHOW HOMEHKJIATYpOil
J€JI C Y4YETOM CpPOKOB JIEMCTBUS JOTOBOPOB, COTJIALIECHUM, MPEXyCMOTPEHHBIX
COOTBETCTBYIOIIMMU ITyHKTAMU JOTOBOPOB, COTJIAILICHUMN.

WN3meHeHuss W JIOMOJIHEHHS K JIOTOBOPY, COTJIAIICHUIO O(OPMIISIOTCA,
PETUCTPUPYIOTCA M XPAHATCS B MOPSAAKE, NPEAYCMOTPEHHOM JUIsl JIOTOBOPOB
Y COTJIAlICHUM.

3.7.2. OdopMieHHE U PETUCTPALIUS TEICTPAMM.

Tenerpamma — TEKCTOBOE COOOIICHHUE, MNpPEAHA3HAUYCHHOE ISl Tepeaayu
cpencTBamMu TellerpaHoOM CBSI3U.

TenerpaMma COCTaBIIIETCA B CIy4dasix, KOTJAa OTIPAaBKA JOKYMEHTOB MOYTON
HE 00eCreYynBaeT CBOEBPEMEHHOTO PEIICHUS BOITPOCOB.

OTtmpaBka TenerpaMM OCYIIECTBIIICTCS Ha OJaHKax TeJlerpaMmM:

«IIpaBUTENLCTBEHHAs)» — B anpec lIpesupenra Poccuiickon @Peneparuu,
Anmunuctpauun  IIpesugenra  Poccuiickoit ~ @enepanuu, IIpaBurenscTBa
Poccuiickoii  ®enepannu, DenepanbHoro Cobpanusi Poccuiickoit deneparuu,
denepabHBIX OPTaHOB IrOCYAapCTBEHHOM BIIACTH;

«IpocTash» — BO BCE OCTaJbHBIE OpraHbl, YUYPEKICHUS, OpraHU3alNH,
(bu3MYEeCKUM JTHUIIaM.

bnanku TemerpamMm  pa3MmelIeHbl B CHCTEME aBTOMATHU3UPOBAHHOTO
JIEIIOMTPOU3BOCTBA.

Busbl pocTaBisitioTCA Ha JMIEBOM CTOPOHE MOCIEIHErO JINCTA MOJJIMHHUKA
TeJIETPaMMBbI B HIDKHEW €€ YaCTH.

TenerpaMmma cOCTaBISI€TCS B OJJHOM 3K3EMILIAPE.

Tenerpammbl  oopmisitorcs  Ha  OJaHKaxX  YCTAaHOBJIEHHOW  (DOpMBI
¢ ucnoJyib3oBanueM mpudra Arial pazmepom 12 nT.

OdopmiieHne TenerpaMM OCYIIIECTBIISIETCS B COOTBETCTBUU C TPEOOBAHUSIMH,
NPENbIABISIEMbIMA K OKa3aHUIO yCIyr TenerpadHoil CBsI3W B YacTH IIpUEMA,
nepenaun, oOpabOTKH, XpaHEHUS U JIOCTABKU TeJIeTpamMM, YTBEPKIECHHBIMHU
npukazoM MuHucTepcTBa MHGOPMAIIMOHHBIX TEXHOJOTUM W CBA3M Poccuiickoit
denepanum.

[Toanucek HOJKHOCTHOIO JiMIAa OTIENSIETCA OT TEKCTa 2 - 3 MHTEpBajaMy,
neyaTaercsl MpONMUCHBIMU OyKBaMH M OGOPMIISIETCS B COOTBETCTBHUU C IYHKTOM
4.3.14 UucTpyKumm.

PerucrpauioHHbIii HOMEP MPOCTABISAETCS MNPU OTIPABKE TEJIETPAMMBI MOCIIE
TEKCTa, TEpPell PEKBU3UTOM «IOJMNKUCH JIOJKHOCTHOTO JWIAy». PeructpanuoHHbIN
HOMEp COCTOUT W3 MOPSAKOBOTO HOMEpa IO €AWHOW HyMEpaluu TeJerpaMm C
HayaJia roja.

JlaTta mpocTaBiIeTCs MPU PETUCTPALMUA B ITPABOM BEPXHEM YTIIy TEJIETPAMMBI.



37

damunus, UM, 0OTIECTBO U HOMEP TeledOHa NCIIOTHUTEIS, TOATOTOBUBIIIETO
TEKCT TEJeTPaMMBbl, TEYATAIOTCS Ha TMOCJICAHEM JIMUCTE TelerpaMMbl IIPUGTOM
Times Neew RomaNe pasmepom 10 mT.

PexBu3uT pacrnonaraeTcsi B HIZKHEM YTy Y JIEBOM IPaHUIbl TEKCTOBOTO MOJISL.

[Ipu oTBeTE HA MOCTYNMHMBIIHKN JTOKYMEHT B TEKCTE TEJIErpaMMbl 00sS3aTEIHHO
YKa3bIBa€TCsl HOMEP U J1aTa IOKYMEHTa, Ha KOTOPBIN Jae€TCs OTBET.

OOpazen; odopmiieHus TelerpaMMm TpuBeAeH B mnpuiiokeHun Ne3 K
NucTtpykunm.

4. KOHTpOJIb MCTIOJIHEHUS IOKYMEHTOB

4.1. Opranu3anusi KOHTPOJIS 32 MCTIOJIHEHHEM JOKYMEHTOB

4.1.1. llenpto  KOHTpPOJIS  sBISIETCS ~ OOECeUYeHHEe  CBOEBPEMEHHOIO
Y Ka4eCTBEHHOTO HCIIOJIHEHUs 3aJaHuii, 3a()MKCHUPOBAHHBIX B JOKYMEHTaX, WJIH
JAHHBIX 1O HUM nopydyeHud (pesomonuii). KoHTpomo mnopnexar Bce
3apEruCTPUPOBAHHBIE IOKYMEHTHI.

4.1.2. KoHTpOJh 32 UCTIOJTHEHWEM JOKYMEHTOB BKITFOUACT:

MIOCTAaHOBKY Ha KOHTPOJIb;

JIOBEJICHUE JI0 UCTIOJIHUTENS TOpYyUYEHUs (IOKYMEHTA);

HaOJII0JICHHUE 32 XOJIOM U CPOKaMH €r0 BBIIIOJTHEHMS;

y4YeT U aHAJIU3 PE3YJITATOB UCIIOIHEHMUS;

MH(POPMUPOBAHNE PYKOBOACTBA 00 MCIOJHEHUH IOKYMEHTOB.

CHSTHE UCIIOJIHEHHBIX JIOKYMEHTOB C KOHTPOJIS.

4.1.3. KoHTpoto noJijiesxxar UCTIOJTHEHHE:!

NOpPYYEHU B BHJAE pe3oaonuil  PykoBonurens, yKasplBaloOIMX Ha
UCIIOJTHUTEIST KOTOpOMY THopyyaeTcsi paboTa Haj TeM WIM HHBIM JIOKYMEHTOM,
oOpalieHleM rpax/jaaH;

IIOPYYEHH B BHAEC PE30JIOLNUNA K JOKYMEHTaM, KOTOpPBIE COJEpKaT
(GOPMYIMPOBKHU: IPEJICTABUTBY, «BHECTHU», «IOJIOKHUTBY, «UH()OPMHUPOBATHY,
«MOATOTOBUTH MPOEKT» U TOMY MOJOOHOE;

MOPYYEHUH, COAEp)KAIIUXCS B TMPOTOKOJAX COBEIIAHHWHA, MPOBOJUMBIX
PykoBoaurenewm;

nopydyeHuii  PykoBoguTens, KacarmIMXCS  HMCHOJHEHHS  BHYTPEHHHX
JIOKYMEHTOB.

4.1.4. Ilpu mocTaHOBKE JOKyMEHTA Ha OCOOBIM KOHTPOJb B MPaBOM BEPXHEM
nojie OJaHKa PE30JIOLUM CTABUTCS OTMETKAa O KOHTpOJE, KOTOPYI0 0003Ha4yaroT
c10BoM «KoHTpoIbY.

4.1.5. CHaTHE  JOKyMEHTa, TMOpyYeHHs, OOpamieHuss C  KOHTPOJI
OCYUIECTBIISIETCS, KaK MPaBUIIO, IO MHULIUATUBE OTBETCTBEHHOT'O UCTIOJTHUTES.

4.1.6. UcionHeHUe JOKYMEHTOB, MOPYYEeHHUI, OOpamieHuil MOXET OBITh
3aBepIieHo B hopme:

- IOATOTOBKHU MPOEKTa JOKYMEHTa (OTBET MO 0OpaIlEHUI0, TUChbMA U T.11.);

- YCTHOTO JIOKJIaJja aBTOPY MOPYUYEHUS;

- COCTaBJICHMSI CIIpaBKM OO0 MCHOJHEHWU JTOKYMEHTa (CIy>KeOHOM 3amuck,
CIPABKH 110 OOPAIIECHHUIO C 3aKII0YCHUEM O MIPOBEACHHOMN padboTe);

- nHOM (OpMBI TI0 perieHuto PykoBoauTens.
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4.1.7. B ciydae eciu UCIOJIHEHUE MOPYUYEHUS 3aBEPILAETCS NMPEICTaBICHUEM
PYKOBOJIUTEIO MPOEKTAa JOKYMEHTA, HCIOJHUTENb OCYLIECTBISET HOATOTOBKY
IIPOEKTa TIOKYMEHTA.

dopMa npoekTa AOKYMEHTAa JOJDKHA COOTBETCTBOBATH €0 COJEPKAHHIO
Y KOMIleTeHIMn PykoBoauTENs1, KOTOPOMY IIPEICTABIISAECTCS HA MOAMUCH TOKYMEHT.

[IpoekT JOKymMeHTa JOJDKEH OBITh TOJATOTOBJIEH Ha OCHOBE IOJHOU
U JIOCTOBEpHOW HH(OpPMALNU, COJIEpKaTh KOHKPETHBIE PE3YJbTaThl HCIIOJHEHUS,
B HEOOXOJUMBIX CIy4asX OTpaxaTrb CBeIeHHMs 00 HWH(POPMUPOBAHUU aBTOpaA
JIOKYMEHTA.

[IpoekT pOKymMEeHTa JODKEH OTBe4YaTb TpPeOOBaHMSIM, YCTAHOBJIEHHBIM
WHCTpyKUMeH, WHBIMU IPAaBOBBIMM aKTaMW, M JIOJDKEH OBITh IpEICTaBJICH
PYKOBOJUTEIO HA MOJIHUCH B YCTAHOBJICHHBIE PYKOBOJIUTENIEM WM JEHCTBYIOILUM
3aKOHOAATEIBCTBOM CPOKH.

[IpoekT AOKyMeHTa Hpujaraercsi K IOJIMHHUKY JOKYMEHTa, [0 HTOraM
paccMOTpeHHs KOTOpPOro ObUIO JaHO TMopydeHue (pe3otronus);, Ha OJlaHKe
PE30JI0LUNUN OTBETCTBEHHBIM UCIIOJIHUTEIIEM JEIAETCS OTMETKA, HallpUMED:

«IIpoury HanpaBUTH JOKYMEHT B /1€JI0 (B apXHB),
Hoanmuch N.0. ®amuiaus
JlaTay»;

3aTCM IICPCOACTCA AJIA IIPUHATHUA OKOHYATCIbHOI'O pCIICHU A PYKOBOIII/ITGJ'II-O.

418.B ClIy4dac €CJIM HUCIIOJHCHHC ITOPYUYCHUA 3aBCPIIACTCA IPCACTABIICHHUCM
PYKOBOI[I/ITGJII-O YCTHOIO OOKJIaJdad, Ha OnaHKe pe3oIronun K JOKYMCHTY
HUCIIOJIHUTCIICM ACIACTCA OTMCTKA, HAIIPHUMCED!

«ndopMmanus no UCIOJTHEHHIO 1010KeHA YCTHO. B xeJto.
Hoanmucn N.0. Pamuians
JlaTa»

4.1.9. Ecnmu ucnoiHEeHUE TMOPYYEHUS 3aBEPIIACTCS COCTABJICHUEM CITPaBKH
WM CITYEOHOM 3alrCKH, MpOoch0a O HaMpaBJICHUHU JOKYMEHTa B JIENI0 M3JIaraetcs
OTBETCTBEHHBIM UCIIOJHUTEIEM HEMOCPEJCTBEHHO B €€ TEKCTEe, HAIIPUMED:

«Aupopmanus NpuHATA K cBeleHuI0. /lajbHeiias moAroToBKa nNpoeKToB
JOKYMEHTOB Oy/IeT OCYyHIeCTBJIATHCHA C Y4eTOM JAHHBIX, IPUBEACHHBIX B ICbMe.
IIpoury 1OKyMEeHT HANPaABUTH B [1€J10.

IHoanucek N.0. ®amuians
Jara»

4.1.10. B xone ucnoyiHeHHs] TOPYUYEHHSI UCTIOJTHUTEIh MOXKET JIeJaTh OTMETKU
Ha OJ1aHKE Pe30JIIOIUHU K IOKYMEHTY:

O Jlare MOCTyImJieHus (eciau oO0pa3oBajCsi HHTEpPBAl MEXIy BpeMEHEM
HOCTYIUICHHS JOKYMEHTA B AMIApaT U BPEMEHEM €ro MOTyUeHHs UCIIOJTHUTEIICM);

O JaTax W 3HAYMMBIX JIEHCTBUSX B XOJI€ IMPOMEXKYTOUHOTO HCIOTHEHHUS
(3ampoc cBeneHuid, TenedoHHbIC IEPErOBOPHI U TaK Jlajee);

0 JlaTe ¥ pe3yJIbTaTaXx OKOHYATEIbHOIO UCIIOJHEHUS.

4.1.11. ITpoBepka X0J1a UCIOIHEHUS OCYIIECTBISETCA JO MCTEUECHUS! CPOKOB
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WCIIOJTHeHHUSI (TTPEABAPUTEBHBINA KOHTPOJI) B CJICIYIOIIEM TTOPSJIKE:

MOPYYEHHUS TTOCJIEAYIONIMNX JIET — HE PEKE OJTHOTO pasa B TOJI;

MOPYYEHHUSI MOCTEAYIONIUX MECSIEB TEKYIEro rojia — He peke OJIHOrO pa3a
B MECHIII;

MOPYYCHHUST TEKYIIETO Mecsla — KaKable JeCATh THEH W 3a IATh JTHEH
JI0 UICTEUYEHUS CPOKA.

4.1.12. JIoKyMEHT CUMTAETCSI UCTIOJHEHHBIM:

nociie  (PaKTUYECKOTO  BBHINOJHEHUS  MOPYYEHUs IO  CYLIECTBY U
NPEACTABICHUS] TMPOEKTOB JOKYMEHTOB, HWH(OpMallMK, CHOPABOK M  HHBIX
MaTepHuaoB;

€CIIM BCS TMOCJEA0BATENbHOCTh JCHCTBUU 1O HCIOJHEHUIO MOPYYCHUS
(pe3omonnn) K TOKYMEHTY, OTHOCSIIEMYCS K KaTeropuu «oOpallleHHs TpakiaH,
COOTBETCTBOBAJIa JCHCTBYIOIIEMY 3aKOHOJATEIbCTBY, B TOM YHCIE: €CIHU
pe3yNbTaThl  PACCMOTPEHHS JOKyMEHTa HaIpaBieHBI (COOOINEHBI) aBTOPY
JTOKyMEHTa, JIPYyTUM 3aWHTEPECOBAHHBIM JIOJDKHOCTHBIM  JIMIIaM, OpraHam,
YApEXKACHUSAM U OpTaHU3aIHsM;

P OTCYTCTBHM  JOTIOJHUTEIBHBIX TMOPYYEHWH Ha TMPEACTaBICHHBIC
JIOKYMEHTBI WJTH BO3BpaTa JOKYMEHTA Ha TIOPaOOTKY.

4.1.13. Tlopy4yenusi, coaepkalrecs BO BHYTPEHHHUX MPABOBBIX aKTax,
CHUMAIOTCSI C KOHTPOJSI PYKOBOAMUTENIEM, Ha KOTOPOTO BO3JIOKEH KOHTPOJIb 3a
BBITIOJIHEHUEM TIPABOBOTO aKTa B 11€JI0M (YKa3bIBAE€TCSI B COOTBETCTBYIOIIEM ITYHKTE
MIPaBOBOTO aKTa).

[lopydyenusi, copaepxamiyecss B TMPOTOKOJIAX 3acelIaHUl COBEIIATENbHBIX
OpraHOB, WHBIX COBEIIAHWM, CUMUTAIOTCS MCIOJHEHHBIMHU TIOCIE MPEACTABICHHUS
uHOpMAIIMU O BBINOJHEHUM M CHHUMAIOTCS C KOHTPOJIA PYKOBOJUTEIIEM,
Mpe/ice1aTeIbCTBOBABIIIMM Ha COOTBETCTBYIOIIEM 3aceaHUH.

Ecnu mo mpencTaBieHHBIM TPOEKTaM MPABOBBIX aKTOB, APYTHM JTOKYMEHTaM
U MaTepraiaM PYKOBOJIUTENIEM JaHbl HOBBIC TIOPYUCHHUSI, TO JATLHEUITUH KOHTPOJIb
OCYIIIECTBIISETCS HA OCHOBAHHUH 3TUX TMOPYYCHHUH.

[IpoMeXyTOUHBI OTBET, KaK M 3alpoc IO HCIOJHICMOMY JIOKYMEHTY,
HE SIBJIICTCS OCHOBAHWEM JUIA CHATHS JOKYMEHTAa C KOHTPOJSI W TPU3HAHHS
€T0 UCIIOJTHCHHBIM.

4.1.14. Otmetrka 00 HCTHOJHEHWW JTOKYMEHTAa M HANpPABJICHUH €ro B JEJ0
BKJIFOYAET B ceOs:

KpaTKUe CBEJEeHUs 00 HCIOJHEHWU B COOTBETCTBUHU C myHKTamu 3.1.6-3.1.9
NHCcTpyKunuy;

cioBa «B neno» unu «B apxuBy;

MOANKUCH PyKoBOAMTENS, MPUHUMAIONIETO PEIICHHE O CHSATUU JOKyMEHTa
C KOHTPOJIS;

JaTy TPUHATHS PEHICHUS O CHATHUW JIOKYMEHTa C KOHTPOJIS W HAlpaBIICHUU
€ro B JIEJIO.

PexomenmyeTcss MpocTaBiICHUE OTMETKH O CIHUCAHWW B JIEJIO HE TOJIBKO
Ha OJ1aHKe Pe30JIIOIMHU, HO U HAa CAMOM JIOKYMEHTE.

4.1.15. Ha ocHOBaHMM pe30Jitoluu PykoBoauTeNsI O HANIpaBI€HUH JOKYMEHTa
B JI€JIO, OTBETCTBECHHBIM cnenuanuct OTaena B COOTBETCTBYIOUIEW AJIEKTPOHHOM
kaprouke IIporpamMmpl pemaer OTMETKY O CHSTHU TIOpYYEHHs (PE3OJTIOIUU
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K JOKYMEHTY) C KOHTPOJISI M HAaINpaBiiieT JOKYMEHT B J€JI0 B COOTBETCTBUU
C HOMEHKJIaTypOH Jel.

B ciyyae ucnosiHeHus JOKyYMEHTa B COOTBETCTBUM C IyHKTamu 3.1.7 wnm
3.1.8 WucTpykiuu, K UCXOAHOMY TOKYMEHTY MPUKIIAIBIBACTCSA OJIaHK PE30JIOIUH
WIH CITy>keOHas 3aIucKa.

4.1.16. Tekymuii KOHTPOJb 3a HCIOJIHEHHEM TOpy4YeHUi (pe30JoLuii)
K JJOKYMEHTaM OCYILECTBILSIIOT OTBETCTBEHHBIE crenuanucTsl OTaena, a Takke
PYKOBOJMTENN CTPYKTYPHBIX IOJAPA3JIEICHUM, SBISIIOIIUECS OTBETCTBECHHBIMU
VICIIOJIHATEIISIMU.

Texymuii KOHTPOJIb UCIOJHEHUS MOPYUYEHUN (PE30IOIHI) OCYIECTBISAETCS
€KEIHEBHO B aBTOMAaTHMYECKOM PEKHME, ITOCPEICTBOM PACCBUIKM 3JIEKTPOHHOU
IpOrpaMMOil Ha BHYTPEHHHUH OSJIEKTPOHHBIM aJpec chenuaincra HHPOpMaLuu
0 KOJINYECTBE JEJ, HAXOJAIMXCA y HEro Ha KOHTPOJE, CPOKOM CBbIIE 1 mecsna,
a Takke IO JieJaM Ha 3ampochl, O KOTOPHIM HE HampaBieHbl Oosiee 10 mnei
C MOMEHTA PErUCTPALIMH

COCTABJICHUS ©KEMECSIHOU (KaXK/IbIil MIePBBI MOHEICIEHUK MECSIIa) CIIPAaBKH
10 TEKYILIEMY IOKYMEHTOOOOPOTY U O KOJIMYECTBE /1]l — NOPYUEHU M, HAXOIAIUXCS
Ha KoHTpoJe. dopma cripaBKy MPOU3BOJIbHAS.

4.1.17. KoHTpoJib 3a MPEJOCTABICHUEM (CPOKaMU MPEJOCTABICHHS) OTBETOB
Ha MHChbMa (3ampochl), HANpaBisieMble B CTOPOHHUE OpPraHU3alUd C LEIbI0
IOJlydyeHUs: HeoOXonuMoil mH(popManuu B mpouecce paboThl MO HCIOJIHEHUIO
nopydeHuil (pe3odronuil K JIOKyMEHTaM), OCYIIECTBIISIETCS OTBETCTBEHHBIM
UCITOJIHUTENIEM. B citydae HapyleHuss CTOPOHHUMH OPraHU3alUsIMU CPOKOB OTBETA,
HaIIpaBJISIETCS IOBTOPHBIA 3alpOC AHAJIOTMYHOIO COJEPKAHMUS C ITOMETKON
«I1oBTOPHOY.

4.2. CpokH UCHOJTHEHUsI JOKYMEHTOB

4.2.1. Cpoky MCTHOJHEHUS JTOKYMEHTOB HCUHUCIISIOTCS B KaJICHIAPHBIX THIX
OT IaThl PErucTpaluyd — JJs BXOJAIIEH TOKYMEHTAalluu, OT JaThl MOJMHUCAHUS
(yTBepKIeHUs]) — Il BHYTPEHHEH JOKyMEHTAllud, OT JaThl OTIPaBKU —
JUISL UCXOMSIIIeN JOKyMEeHTaluuu. EcCiM CpOK MCHOJHEHUS COBMAAAeT C BBIXOJHBIM
(HepabouuM) AHEM, JOKYMEHT JOJDKEH OBITh WCIOJHEH B JEHb MOCIEAYIOIIUI
3a BBIXOJIHBIM JTHEM.

4.2.2. CpOKH HCTHOJHEHUS MOTYT OBITh THUIIOBBIMH W WHIUBUYAIbHBIMHU.
TurnoBble CpPOKM HUCIOJHEHHUS JOKYMEHTOB YCTAaHOBJIEHBI  JEHCTBYIOIIUM
3aKOHOJATEIbCTBOM.

NHpnuBuayanbHble CPOKHA UCIIOJIHEHUSI YCTAHABIMBAIOTCS B PE30JIIOLUU
PykoBoauTenst WM TEKCTE JOKyMEHTa (MHChMa, MPOTOKOJIA, MPABOBOI0 aKTa U TaK
nanee).

4.2.3. I3MeHeHHe CcpoKa WCIOJHEHUS TMPOU3BOJUTCS IO  PEIICHUIO
PykoBoauTesisi, yCTaHOBHUBIIIETO MEPBOHAYAIIbHBIA CPOK UCIIOTHEHUS, TIPU HATUIUHU
00BEKTUBHBIX MIPUYMH, W3JI0’KEHHBIX UCIIOJTHUTEJIEM. N3menenue
JTOKYMEHTUPYETCS:  MPOCTABJISETCS  HOBBIM  CPOK  HUCIIOJIHEHHUS,  TOJIIHUCH
PYKOBOJUTENIS U JlaTa MIPUHATHS PEIIeHUs] 00 U3MEHEHUN CPOKa UCTIOTHEHHUS.
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HNudopmanusa 006 M3MEHEHUU CPOKA HCIOJHEHUS BHOCHUTCA B 3JEKTPOHHYIO
KapTouky [Iporpammsl 1 GJ1aHK PE30IIOLMH K MOPYUYEHHUIO (MCXOIHOMY JOKYMEHTY),
II0CJIE YEro JOKYMEHT BO3BPAILAETCsl UCIIOIHUTEIIO Il IPOJOJDKEHMS paOOTHI.

4.2.4. CpokM UCHOJHEHUS HEKOTOPHIX BHYTPEHHHX JIOKyMEHTOB MOTYT
YCTaHaBIMBATLCA B COOTBETCTBUHM C OTHAEIBHBIM TpaUKOM JOKYMEHTO0OOpOTa
(yTBepkmaeTcs pacropsbkeHreM PykoBoauTens).

5. lokymeHTAJbHBIH (POH]T

5.1. Pa3paboTka u BeJleHHe HOMEHKJIATYPHI 1€

5.1.1. Opranuzanus JOKyYMEHTOB B JEJIONPOU3BOJACTBE MPEJCTABISET COOOM
COBOKYNMMHOCTb ~ BHJOB  paboT,  oOOecne4yuBaloOlMX  COXPAaHHOCTb,  YYET,
CUCTEMATHU3AlIMIO  JIOKYMEHTOB, ¢opMupoBaHue u odopmieHue Je1 B
JEJONPOU3BOACTBE, U MX IepeAady B KpPacBO€ TOCYAAPCTBEHHOE YUPEXKIACHHUE B
cdepe apxXUBHOTO Jiena (naiee — ApXHB).

5.1.2.B mensx ycTaHOBICHUS €AWHOW CHCTEMBI (OpMUpOBAHUSA JEI
€XEroHO pa3paldaThIBAETCS M YTBEPKIAETCS HOMEHKIATypa Je, MpeICTaBIIIomast
co00ll CcHCTEeMaTU3WPOBAHHBIM IEPEYeHb HAMMEHOBAHWM J1e], 0Opa3yrommxcs B
Anmapare, ¢ yKka3aHUEM CPOKOB UX XPAHECHHUSI.

Homenknatypa nen sBIsieTCS OCHOBOM JJiS COCTaBIICHUS OMNUCEH Jen
MOCTOSIHHOTO M BpeMeHHoro (cBhaimie 10 JieT) cpoka XpaHeHHUs, a TakxkKe JJi ydeTa
nen BpeMeHHoro (710 10 et BKIIIOUUTENEHO) CPOKA XPaHECHHUS.

B HoMmeHKkiaTypy e BKJIIOYAIOTCS 3aroJIOBKH JIeT, OTPaKalollhe BCe
JIOKYMEHTUPOBAHHbBIE YUACTKH, U BOIIPOCHI ACATEILHOCTH AmIapara.

5.1.3. Howmenkmarypa ngen COCTaBIsSeTCS IO yCTaHOBJIEHHOW dopme
(mpumoxkenue Ne 16).

['padbl HOMEHKIATYpPHI €] 3aMONHSIIOTCA CAEAYIOIUM 00pa3oM.

B rpade 1 mpocTraBastoTCs WHAEKCHl KaXIOro Jejla, BKIIOYEHHOTO
B HOMEHKJIaTypy Jdein. WHIekc pdena COCTOMT U3 HOMEpa CTPYKTYpPHOTO
nojapaszeneHuss Amnmapara M NOPSAKOBOIO HOMEpa 3arojioBka Jena B
COOTBETCTBYIOIIEM pa3jiesie HoMeHKIaTyphl nen. Hampumep: «01-02», roe «01» —
0003HaYEHUE CTPYKTYpHOTO mojpaszaenenus, «02» — mopsaKoBbIi HOMEp 3arojoBKa
Jiesa o HOMEHKJIaType.

B rpady 2 BKiIIO4arOTCs 3aroJIOBKH /1€ (TOMOB, 4acTei).

3aroyioBOoK  jAena —  OCHOBHas  WMH(OpMaAnMOHHAs  XapaKTEepPUCTHKA,
oOecrieunBaroIiasi OrepaTUBHBIN MOUCK HEOOXOIMMOM MHGOPMAIIHH.

3aroJ0BOK Jelia JOJKEH 4YeTKo, B 0000meHHoN (opMe oTpakaTb OCHOBHOE
COep’)KaHMe M COCTaB JIOKYMEHTOB Jeja. He jgomyckaeTrcs B 3arojioBKe
ynoTpedsieHrne HEKOHKPETHBIX (POPMYJIIMPOBOK THUIMA «pa3Has MEepenucka», «oluas
nepenucka» u Tomy nogoOHoe. He gomyckaercst ynorpeOieHue B 3arojioBKe Jesa
HEKOHKPETHBIX (POPMYJIHPOBOK («pa3Hble MaTepUalbly, «00IIas nepenucka» u T.1.),
a TaK’K€ BBOJHBIX CJIOB U CJIOKHBIX CHHTAKCUYECKUX 000POTOB.

3aroyioBKM JieJ1 MOTYT YTOUHSTHCS B Ipolecce popMupoBaHusi U1 oPopMiIeHUsS
Jen.

3aroyioBOK Jela COCTOMT W3 JJIEMEHTOB, paclojaraéMblx B CleIyrouiei
MOCJEI0BaTEIbHOCTH:
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Ha3BaHME BHJAa Jena (NMEepemnucKka, C YUYPexXKACHUAMH IO BOIpOcaM  MpaB
YEJIOBEKA) WJIK PA3HOBUIHOCTH JIOKYMEHTOB (IPOTOKOJIbI, PUKA3bl U T.1.);

Ha3BaHUE CTPYKTYPHOTO MOJPA3ACICHHUS;

Ha3BaHME OpraHU3aIlMU, KOTOPOH OYIyT aApecoBaHbl WIH JIJISI KOTOPOH OyIayT
MOJTyYeHBI TOKYMEHTHI (aJpecaT WId KOPPECIOHICHT TIOKyMEHTA);

KpaTKOE COJIepKaHue JOKYMEHTOB JI€Na;

Ha3BaHUE TEPPUTOPHUH, C KOTOPOU CBSI3aHO COJIepKaHUE TOKYMEHTOB JIeJa;

JaThl (XpOHOJIOTMYECKHE PAMKH), K KOTOPBIM OTHOCSITCSI JOKYMEHTBI J€JIa;

yKa3aHUe Ha KOMUIHOCTh IOKYMEHTOB Jela.

[Ipu cocraBieHHH 3arojOBKOB TakKe CIEAYyeT YYUTBHIBAaTh ClEAYIOLIue
TpeOOBaHMUS:

B 3aroJIOBKax Jej, COAepKalIX MEePEenucKy, He00X0IMMO YKa3bIBaTh, C KEM U
10 KAaKOMY BOTIPOCY OHa BEJIETCS;

B 3arojioBKax [ej, HaYMHAIOMIMXCS C TEPMHHA «JOKYMEHTBHI», B KOHIIE
3arojloBKa B CKOOKax HEOOXOJAMMO VYKa3blBaTh OCHOBHBIC Pa3HOBUIHOCTH
JIOKYMEHTOB, KOTOpPBIE JOJKHBI OBITh CTPYIIUPOBAaHBI B jene (TUJIaHBI, CIUCKH,
JIOKJIaJIbl M TaK J1ajiee).

B rpade 3 ykaspiBaeTcsi KOMM4ecTBO €N (TOMOB, yacTei). OHa 3amoiHseTcs
10 OKOHYAHWH KaJCHIapHOTO Tofa.

B rpade 4 yka3pIBaloTCSi CpOK XpaHEHUs Jejla, HOMepa CTaTedl MO0 MEepeyHo
(TUIIOBOMY, BE€IOMCTBEHHOMY).

B rpade 5 npocTaBisroTCsl OTMETKH O 3aBEACHUU €I, NEPEXOIALUINX Jelax,
BBIJIEJICHUH JIEJ1 K YHUUTOXKEHHUIO U APYTOE.

5.1.4. B Teuenue roga B HOMEHKJIATYpy JI€J1 BHOCSATCSI CBEJICHUS O 3aBEACHUU
7€, O BKJIYEHHM HOBBIX Jen U T.J. ExXeromHo oHa nepeneyaTbiBaeTCs
C COOTBETCTBYIOLIMMHU  TONpaBKaMM U yTBepxkAaercs  PykoBoguTeneMm.
[To okoHYaHWM TOMa B HEE BHOCITCS WTOTOBBIE CBEACHUS O KaTETOPHSIX W
KOJIMYECTBE 3aBEACHHBIX Jell. YTBEpXKACHHAas HOMEHKIATypa [eld XpaHUTCS
B IICYaTHOM W DJICKTPOHHOM BUJE JJIs YIPOIICHHS €€ BEISHHUS, KOPPEKTHPOBKH,
a B HEOOXOJIUMBIX CITy4yasx, IepepadOTKH.

5.1.5. B nociegneM kBapTase TEKYIIEro rojga HOMEHKIIATypa el CoriacyeTcs
¢ ApXHMBOM U BBOJUTCS B JICUCTBUE C | STHBaps CIEIYIOMIErO KaJCHAApPHOTO roja.

Homenknarypa nen coriacoBbIBaeTcsi HE pexe 4YeM pa3 B S5 Jer, 3a
UCKJIIOYCHHEM CJIy4yaeB CYLIECTBEHHOIO W3MEHEHHs MOoJHOMOYMi (pyHKuMH) U
CTPYKTYypbl Annapara.

5.2. @opmupoBaHue aena

5.2.1. ®opmupoBaHue Aesl — rPyNIUPOBKa UCIIOJHEHHBIX JOKYMEHTOB B Jiejia
B COOTBETCTBMU C HOMEHKJIATYpOW A€l M CHUCTEeMAaTH3alusi JOKYMEHTOB BHYTPH
Jena.

dopMUpOBaHUEM nen 3aHUMAIOTCS COTPYIHHUKHU CTPYKTYPHBIX
nojapasjaeneHuii Anmapara.

KoHnTposib 3a npaBriibHbIM (POPMHUPOBAHUEM JIeST ATMIMapaTa OCYyIIECTBIISAECTCS
OTBETCTBEHHBIM COTpyIHUKOM OTnena, KOTOPbIM Mpu OOHAPY>KEHWU HEJOCTATKOB
npu GOPMHUPOBAHUU J€N B CTPYKTYPHBIX MOApaA3AeNeHUAX, HHHOpMUpPYyeT 00 3TOM
PYKOBOJHUTENEN CTPYKTYPHBIX NMOJAPA3JEICHUN, a B CIy4ae HENPUHATUS UMH MEp
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110 UCITPABJICHHUIO BBISIBJICHHBIX HEOO0YCTOB JOKJIaAbIBACT 00 9TOM

YIIOJTHOMOYEHHOMY.
5.22. 1lpu ¢opMupoBaHud JAel HEOOXOAMMO COONIOAATH CIEIYIOIINe
npaBuIa:

IIOMEIIATh B JIEJI0 JOKYMEHTBI, KOTOPBIE II0 CBOEMY COJEPKAHUIO
COOTBETCTBYIOT 3aroJIOBKY JIEJIa;

pa3lieapHO TPyNIUpPOBAaTh JOKYMEHTBI IIOCTOSHHOTO M BPEMEHHOI'O CpOKa
XpaHEHHS,

BKJIFOYATH B JIEJIO [10 OJTHOMY 3K3EMIUIAPY Ka)XI0ro JOKyMEHTA;

OMEIAaTh B  JI€JO TOJBKO HCIOJHEHHBIE JOKYMEHTBl BMECTE C
IPWIOKEHUSAMH, YKa3aHHBIMU B TEKCTE JOKYMEHTA, IIPU OTCYTCTBHH IPHUIIOKECHUM
UCIIOJIHUTEIb 00s3aH CAENATh 3aMKUCh 00 UX MECTOHAXOKICHUH;

IpynnupoBaTb B JEJIO JOKYMEHTBI OJHOTO KaJ€HAAPHOTO TIoJa, 3a
UCKIIFOYEHHUEM TEPEXOIAIIUX J1e], CYACOHBIX eI, JUYHBIX JE;

3aIpeIacTcsl BKIKYATh B JI€JIa YEPHOBBIE, HEUCIIOJIHEHHbBIE, HENOATMCAHHbIE
JOKYMEHTBI, KOIIMM TOKYMEHTOB U JJOKYMEHTBHI, IIOJJIEKAIAE BO3BPATY;

1o 00beMy J1e7I0 HE 0JKHO MPEeBbIIaTh 250 TUCTOB.

5.2.3. BHyTpu Aena JOKYMEHTHI JTOJDKHBI PacrojaraTthCs Tak, YTOOBI OHU TIO
CBOEMY COJEPKAHUIO MOCIIEIOBATEIBHO OCBELIANIM ONpENEIICHHbIE BONPOCHL. [Ipu
TOM JIOKYMEHTBI PACIIONAraloTCsl B XPOHOJIOTMYECKOM HOPSAKE WM MO andaBUTy
aBTOPOB U KOPPECIIOHIECHTOB.

5.2.4. IlpaBoBble akThl Anmnapara TpyHNIUPYIOTCA B Jejla 10 HX BUIAM,
B XPOHOJIOTUYECKOM IIOPSIAKE M II0 HOMEpPAM C  OTHOCAIIMMHUCA K HHUM
IPWIOKEHUSIMU.

IIpy >TOM pacnopssKeHHst 10 OCHOBHOW JIESATEIBHOCTH I'PYHIUPYIOTCS
OTZEJIBHO OT PACHOPSKEHUM IO JIMYHOMY COCTaBY, PACHOPSIKEHUS IO JIMYHOMY
COCTaBy TPYNIUPYIOTCA OTIAEIBbHO OT pACHOPSIKEHUM 10 aJIMHHUCTPATUBHO-
XO3MCTBEHHOU JIEATEIIBHOCTH, 110 OTIYCKaM M KPaTKOCPOYHBIM KOMaHIUPOBKAM.

[IpoTokombl 3aceqaHnii coBeNIaTeIbHBIX OPraHOB, 0OPa30BaHHBIX MPABOBBIMU
aKTaMH, U TOKYMEHTBI K HHM pacIlOJaratoTcsi B XpOHOJIOTHYECKOM IOPSAKE U IO
HOMepaM. B 3aBucHMOCTH OT cnielM(UKH JEITETbHOCTH COBEIIATEIBLHOTO OpraHa
MPOTOKOJBl MOTYT TPYNIUPOBAThCA 32 BECh Mepuoa UX pPaboThl. J[OKYMEHTbI
K IPOTOKOJIAaM  CUCTEMATU3UPYIOTCS 10  BONPOCAM, pPAaCCMAaTPUBAEMbIM  Ha
3acejaHuU.

OtdeTsl M MJIaHBl MOAIIMBAKOTCA B JEJIO0 TOTO rojAda, K KOTOPOMY OHH
OTHOCSTCS, HE3aBUCUMO OT JAaThbl UX IIOJIYYEHHUs WJIA COCTABIICHUSA. Y TBEPKICHHBIE
IUIaHBI, OTYETHI, CMETHI, JIMMUTHI, TUTYJbHbIE CHUCKH M JPyTrU€ JTOKYMEHTHI
IPYIIIMPYIOTCS OTAEIBHO OT IPOEKTOB.

OOpailieHus rpaxkaaH U JONOJHUTEIbHbIE MAaTEPHAIbI IO UX PACCMOTPEHUIO
IpyNIUPYIOTCS B Jiejia B XPOHOJIOTMYECKOM MOPSAKE, IO HOMepaM U (UJIM) C YYETOM
MeCTa KHUTEJIbCTBA OOPATUBIIETOCS IpaXKIaHUHA.

JIOKyMEHTBI B JIMUHBIX JI€JIaX PacCIOJaratoTCs B XPOHOJOTHYECKOM MOPSAIKE
10 MEpE UX MNOCTYIUICHHUS.

JIuneBble cyeta Mo 3apabOTHOW MUIaTe€ TPYNNHUPYIOTCS B CaMOCTOSITEIbHBIC
Jieria U pacroliaraloTcs B HUX Mo ajipaBuTy.

JIOKyMEHTBI 110 OJHOMY M TOMY JK€ BOIIPOCY, IIOCTYIIUBIIME H
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PAaCCMOTPEHHBIE B TEUEHUE KAIEHAAPHOIO rofa, IPyIIHUpPYyOTCs B 0OHO Aeno. Ilpu
BO300HOBJICHUH TEPENHUCKHU M0 UCTEUYEHUHU TOa TOKYMEHTHI MOIIIMBAIOTCS B JEJO
IEPENUCKM  TEKYyLIEro ToJa C B3aWMHBIMM  CCBUIKAMH B DJIEKTPOHHBIX
PErMCTPalMOHHBIX KaPTOUKaX.

Ilepenncka rpynmupyercs, Kak IpaBWIO, 3a  KaJICHIAPHBIA  TOJ
Y CUCTEMATU3UPYETCA B XPOHOJOTMYECKOW MOCIIEN0BATENIBHOCTH, JOKYMEHT-OTBET
IIOMEIIAETCS 3a JOKYMEHTOM-3aIIPOCOM.

5.2.5. 3aBepiIeHHbIE B JAEIONPOM3BOACTBE J€jia XpaHiATCcs B Armmapare, a
3aTeM 110 UCTEUEHUHN YCTAaHOBJIECHHOIO CPOKA TOTOBATCS K IEpelaye Ha NOCTOSHHOE
XpaHEHHE B ApXUB.

IToaroToBKa JOKYMEHTOB K IIEpeIaye IpeycCMaTpUBaeT:

DKCIIEPTU3Y LIEHHOCTH TOKYMEHTOB;

odopmiieHue 1e;

COCTaBJICHUE ONUCEN Ha O()OPMIICHHBIE JIENIa.

5.4. OT00p /AOKYMEHTOB [JIsi XpaHeHHUsl. JKCNepPTH3a [EHHOCTH
AOKYMEHTOB

5.4.1. DkcniepTH3a UEHHOCTH JOKYMEHTOB — 3TO NIpPOLEAypa YCTaHOBIEHUS
[ICHHOCTHBIX  XapakTepUCTHK JOKYMEHTOB /s Ieied orbopa HX Ha
roCy/1lapCTBEHHOE XpaHEHHE, a TAKXKE YCTAHOBJICHUS] CPOKOB XPaHEHHUS.

5.4.2. Opranu3anuio M MPOBEIECHUE DSKCHEPTU3bl LIEHHOCTH JOKYMEHTOB
OCYIIECTBJISIET CO3J]aHHasi B YCTAHOBJIEHHOM IOpAJKE M JAeHCTBYyIOLIas
Ha ocHoBaHuM [lonoxeHus 3kcrepTHast kKomuccust Anmapara (nanee — 9K),.

5.4.3. OT60p JOKYMEHTOB JUIsl TOCTOSSHHOTO XpaHEHUsI MPOBOIUTCS
B COOTBETCTBUU C MEPEUYHIMH JOKYMEHTOB HOMEHKJIATYpPhI J€JI yTEM MOJIUCTHOIO
IpoCMOTpa Jedl.

OnHOBPEMEHHO C OTOOPOM JOKYMEHTOB MOCTOSTHHOTO U BPEMEHHOTO (CBBIIIIE
10 net) XpaHeHuWs IS Tepenayd B TOCYNApPCTBEHHBIH apXHB B CTPYKTYPHBIX
NOJIpa3/ieNICHUsIX NPOBOAUTCS OTOOp JEN U JOKYMEHTOB BpeMeHHoro (1o 10 jer)
XpaHEHUs C UCTEKIIMMHU CPOKaMU XpaHEHHUSI.

5.3. Odopmienne u yuer e

5.3.1. B 3aBUCHMOCTH OT CPOKOB XpaHEHHUS JOKYMEHTOB MPOBOJUTCS MOJHOE
WM YacTUYHOE 0(hOPMIICHHE Je.

5.3.2. [lonmHOMy 0dopMIIEHHIO TIOJJIEKAT JieJia MOCTOSIHHOTO M BPEMEHHOTO
(cBoire 10 7eT) cpoka XpaHeHHUS.

[TomHOE OOopMITEHHE JEI TTPEyCMAaTPUBACT:

MOJIIIMBKY U MEPEIIeT J1eTa;

HyMepaIuio JINCTOB JIeN1a;

COCTaBJICHHE, B HEOOXOAMMBIX CIIy4asX, BHYTPCHHEH OINKMCH JOKYMEHTOB
nena;

COCTaBJICHHUE JTUCTA-3aBEPUTEIIS JIeTIa;

BHECECHHE HEOOXOAMMBIX CBEJICHUI B PEKBU3UTHI OOJIOKKH JIeia.

Odopmnenne © y4eT JAeN CJleAyeT TPOU3BOANTH, PYKOBOJCTBYSICH
COOTBETCTBYIOIIMMHU pazienaMu THUIIOBOW WHCTPYKIMHM U 3aKOHOJATEIHCTBOM
Poccuiickoit @enepanuu 1 Kpas B 00J1aCTH apXUBHOTO JIeTa.
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5.3.3 B npunoxenusix NeNe 17-23 mpuBeneHbl OTJENbHBIE TUIOBBIE (POPMBI
U1t 0QOPMIICHHSI TOKYMEHTOB JJIsl XPAHEHUS] M YHUUTOKCHHUS.

5.5. YHMYTOKeHHe JOKYMEHTOB M JIeJI ¢ MCTEeKIINMHU CPOKAMHU XPaHEHUs!

5.5.1. Pe3ynbraThl 0TOOpa JOKYMEHTOB K YHUYTOXXEHHIO, CPOKH XPaHEHUS
KOTOPBIX MCTEKJIH, 32 COOTBETCTBYIOIINI NEPHOJ BPEMEHU OPOPMIIIIOTCS aKTOM O
BBIJICJICHUN JOKYMEHTOB K YHUUYTOKECHUIO.

5.5.2. Jlena BKJIIOYAIOTCA B aKT, €CJIM YCTAaHOBJICHHBIM JJII HUX CPOK
XpaHeHMs] UCTEeK K 1 sHBaps roja, B KOTOPOM COCTaBJIEH akT (Hampumep,
3akoHueHHble B 2007 rogy naema ¢ 3-JE€THUM CPOKOM XpaHEHUS MOTYT OBITh
BKJIFOUEHBI B aKT, COCTaBJICHHbIN He paHee | ssuBaps 2011 roma).

5.5.3. OT60p TOKYMEHTOB K YHUUYTOKEHUIO M COCTABJIICHUE AKTa O BBIICICHUU
JOKYMEHTOB K YHHUUYTOXEHHUIO TMPOU3BOAUTCSA IIOCJIE COCTABICHUS OINMCEN el
NOCTOSIHHOTO XPAHEHUs 3a 3TOT k€ Mepuoj (ONMUMCHU M aKThl PAacCMaTPHUBAIOTCA
Ha 3acefganuu DK 0JJHOBPEMEHHO).

5.5.3. Paccmotpennsie DK akThl O BBIICICHUN K YHUYTOXKCHHUIO JJOKYMEHTOB,
HE NoJIeKAIINX XPaHEeHUI0, yTBepKaatoTcs: PykoBoauTenem.

AKTBI O BBIICICHUH K YHHUYTOXXEHHUIO JIOKYMEHTOB, HE MOJIEkKAIINX
XpaHEeHHU10, co cpokamu xpaHeHus 10 net u 6omnee, ¢ otMeTkoit «IIIK» B mepeune
TUIOBBIX YIPABIECHUYECKUX ApXUBHBIX JOKYMEHTOB, 00pa3yroUIMXcs B Ipolecce
JEATEIbHOCTH TOCYJAPCTBEHHBIX OPraHOB, OPraHOB MECTHOI'O CaMOYIIPaBJICHUS U
OpraHu3alvid, C YKa3aHUEM CpPOKOB XpaHEHUs, yTBepxKIeHHOM lIpukazom
MunucrepctBa KynbTyphl Poccuiickoit @enepanuu ot 25.08.2010 Ne 558,
710 YTBEpXKJACHUS  PykoBomuTeneM — yTBEPKIAKOTCS  OKCIEPTHO-IIPOBEPOYHOM
KOMHCcHEH ApXHBa.

5.5.4. [locne yrBepxkaenus PykoBoauTeneM akToB O BBIJICICHUN JTOKYMEHTOB
K YHUUTOXEHHUIO Jieja TepealoTcss Ha mnepepaboTKy (YTWIM3alUio) MO MPUEeMO-
CHATOYHOM HAKJIAJHOW, B KOTOPOW YKa3bIBAIOTCS JaTa Iepeladd, KOJIUYECTBO
CHaBaeMbIX Jel M BeCc OyMaXHOW Makynarypsl (TOCI€ YHUYTOXKEHHS Je
B HOMEHKJIATypE€ JI€JI MPOCTABIISIETCS OTMETKA «YHHUYTOXKEHO. CM. aKT oT ... Ne ...»
C YKa3aHUEM JOJDKHOCTH, (paMUJIUU, MOAMKUCH JUIA, OTBETCTBEHHOIO 3a Mepenavyy
JieJ1 Ha YHUYTOXKEHUE, U 1aThl).

5.6. XpaHeHuUe U UCNOJIb30BAHNE APXUBHBIX JOKYMEHTOB H J1eJ1

5.6.1. loxymeHTsl,  oOpa3oBaBIIMEeCS B  pe3yJbTare  JACSATEIbHOCTU
YI0IHOMOYEHHOT0 U ero Anmnapara, Iocjie MpoBEAEHUS HKCIIEPTU3bl UX LIEHHOCTH
B NIOPSJIKE, YCTAHOBJIEHHOM JEMCTBYIOLIUM 3aKOHO/IaTEIbCTBOM B cpepe apXUBHOTO
Jena, moJiekaT 00s3aTebHON epejaue Ha XpaHeHHe B APXHUB.

[lepegaya DOKYMEHTOB Ha TOCTOSIHHOE XpaHeHHE B ApXuUB 0hOpMIIIeTcs
aKTOM IpremMa-nepesadu Jied.

5.6.2. JlIokyMeHThl BpEMEHHBIX CpPOKOB XpaHeHus (no 10 ser) pazpemraercs
OCTaBJISITh B CKOpOCIIMBATENSIX, 0€3 HyMepalud JUCTOB U 0e3 3aBepUTEIbHOM
Haganucu. Onuch Ha Jiejla C BPEMEHHBIM CPOKOM XpaHEHUsl TaKKe HE COCTaBJISIETCH,
WX YYET BEAETCs 0 HOMEHKIIATYpe Jel.

5.6.3. ApxuBHBIE J€fla U JOKYMEHTHl MPEIOCTaBISIOTCS PYKOBOIUTEISM
U UCTIOJHUTENSAM JUIsi paboThl B TMOMEUICHHSIX TI0 MECTYy HX XpaHEHHs
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WJIM BO BPEMEHHOE TIOJIb30BaHHWE IO TMOAMHCh B OKypHajle YydeTa BbIJAUH
JIOKyMEHTOB.

PykoBoguTenn W WCTHOJHUTENM HECYT OTBETCTBEHHOCTh 3a COXPaHHOCTH
MOJIYYCHHBIX JOKyMeHTOB. I[lpm paboTre ¢ apXMBHBIMH JTOKYMEHTAMH HE
pasperiaeTcsi BHOCUTh B HHUX MPaBKy, JeJaTh TOMETKH, paboTaTh ¢ HUMHU BHE
CITY>KEOHBIX TOMEIIECHUMN.

5.6.4. IlonIMHHUKKA TIPABOBBIX AaKTOB JUIsi paOOThl BHE TOMEIICHUS UX
XpaHCHHS HE BBIJIAIOTCS.

5.6.5. Kortun Haxoasmmxcs Ha XpaHEHUHU JOKYMEHTOB IPEIOCTaBIISIOTCS
10 MUCHbMEHHBIM 3aIIPOCaM.

5.6.6. 3bsiTHE TOKYMEHTOB U3 JICJ JIONYCKACTCS B HCKIIFOYMTEIIBHBIX CITydasix
Y TIPOM3BOJIUTCS C OCTaBJICHUEM B JICJIC KOMHMH JIOKYMEHTAa W aKTa O MpUYHHAX
BBIJIAYH [IOUIMHHHKA.

6. I/I3FOTOBJICHI/IC, YI€T, HCII0JIB30BAHHUE U XPAHCHUE nevyared M MIraMInoB

6.1. [legatp - yCTpOWCTBO, cojaepKallee KIWIIE Me4YaTH s HAHECEHUs
OTTUCKOB Ha Oymary.

[ItamMn - yCTpOMCTBO NPSIMOYTOJIbHOM (DOPMBI ISl IPOCTABJIEHUS OTMETOK
CIIPAaBOYHOI'O XapaKTepa O MOJIyYEHHH, PETUCTPALMH, IPOXOXKIACHUM, UCIIOJTHEHUN
JIOKYMEHTOB U TaK JaJIee.

6.2. Anmapar npuMeHsieT B CBOEH JESATENbHOCTH IeyaTh C M300paKeHHEM
rep0a kpasi.

Kpome mneuatu c wu3zoOpaxeHuem Trepba kpas B Amnmapare MOTYT
UCITIOJIB30BAThCS T€YATH CTPYKTYPHBIX MOJPAa3JCICHUM, MeYaTH Ui OTICJIBHBIX
KaTteropuil JoKyMeHTOB («lJif JOKYMEHTOB» U [p.), KOTOpbIE YyKa3bIBalOTCS B
KypHaje ydera rnevyated W mTammnoB (Jajiee — xKypHaja ydyera, (jopma npHUBEIeHa B
[Mpunoxenun 24).

6.3. Yuer wumeromuxcs B Ammapare Tmedared W IITaMIIOB  BEACTCS
C IPOCTaBJIEHUEM UX OTTHUCKOB  (JIUCThl JKypHajla Yy4yeTa HyMepYyroTcH,
MPOLIHYPOBBIBAIOTCS U ONEYATHIBAIOTCS).

6.4. Beimaua mevaTreldi W IITaMIOB  CIIEAATUCTaM,  IEPCOHAIBHO
OTBETCTBEHHBIM 3a WX HCIIOJIB30BAHUE M XPAHEHHE, OCYIIECTBIISIETCS B JKypHAJIE
yueTa noJ pocnuch. [leyaT u mraminbl XpaHsaTCs B HaJIEXKHO 3allipaeMbIX IKadax.

6.5. [lepenaya meyaTeil MOCTOPOHHUM JIUIIAM M BBIHOC MX M3 MOMEUICHUH,
3aHMMAEMBIX AIIAapaToOM, HE JOMYCKAaeTC .

6.6. [leyatn 1 mTammel, IpULIEAIINE B HETOJAHOCTh U YTPATUBIINE 3HAYCHUE,
NOJJIEkKAT YHUUYTOKEHHIO TI0 aKTy ¢ COOTBETCTBYIOIIEH OTMETKOM B KypHAJIE yUyeTa.

6.7. Tekymuii KOHTPOJIb 3a KCIHOJB30BAHMEM Te4aTel M  IITamMIoB
BO3JIaraercs Ha pykopoautens Otaena.
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[Tpunoxenue Ne 1
K MHCcTpyKIInn
10 IEJIONPOU3BOJCTBY

PACITNCKA
O IMPUHATHUU JOKYMCHTOB OT (1)I/I3I/IIIGCKOI‘O JIUIa
HacrosiiuMm noarBepxaaeTcst, 4To « » 20 roja
oT

(®HO pu3nuecKoro JUIA MOTHOCTHIO)
B AnmnapaT YIOJIHOMOYEHHOTO I10 [paBaM 4esioBeka B KpacHOSIpCKOM Kpae MpeabsBIeH
JIOKYMEHT

Ha JIMCTAX, MPUIIOKEHUE HA JINCTAax.
HaunmenoBaHue 10IKHOCTH
cotpyanuka Otnena,

HPUHSBILIETO JOKYMEHTBI [Tognuce N.0. ®amunus

KonTtakTHbIit TenedoH:
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[Tpunoxxenune Ne 2
K MHCcTpyKunn
10 IEJIONPOU3BOICTBY

Obpaszey

AKT
npyemMa 1 NepBUYHON 00paObOTKH TOKYMEHTOB, OCTYIUBILINX
B anmapar Y HOJIJHOMOYEHHOTO I10 IpaBaM 4esioBeka B KpacHOsSpCcKoM Kpae

nara HOMEp

Cocrapnen: 1U.0. ®amumus, U.0. @amunus, 1.0, Gamums.
OcHoBaHHE: pacnopspkeHHE YIIOJTHOMOYEHHOTO 1O IMpaBaM uenoBeka B KpacHosipckoM kpae
OT «_ » 20 r. Ne

[Ipu BckpbITUM KOHBEPTA (TIAKETA) « » 20 ropna, HarpaBJIEHHOTO

(yKa3BIBa€TC$I HaMMCHOBaHUC OpFaHI/ISaHI/II/I'OTHpaBI/ITeﬂﬂ)

1o noutoBomy aapecy: 660021, r. Kpacnosipck, yin. Kapna Mapkca, 122, Ha nms

(yxa3bpIBaeTcsi HaUMeHOBaHue JobkHOCTH U PHO)

00HapY>KEHO OTCYTCTBHE

(Yxa3pIBaroTCs IPUYHHBL, IOCTYKUBIINE OCHOBAHUEM JUIS

COCTaBJICHUA aKTa, BUJ JOKYMEHTA, HAUMCHOBAaHHUC JOKYMCHTA, €T0 JaTa, HOMep)

Hacrosiuit akt coctaBieH B TpeX (ABYX) IK3EMIUISIPax:

MEPBBIN IK3EMILISIP — HAMPABJICH B aJipec 3asiBUTENs (KOPPECTIOHICHTA);
BTOPOU IK3EMILISIP — MPUIIOKEH K MOCTYMHUBIIEMY TIOKYMEHTY;

TPETUH IK3EMIULSIp — ocTaBliieH B Ot1ene.

HauMmeHoBaHue NOKHOCTU NOAINNCH N.0. damunus
HanMeHnoBanue nomKHOCTH MOAINCH 1.0. ®amunusa
HaunmeHoBaHne JOKHOCTU NOAINCH N.0. damunusg
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[Tpunoxxenune Ne 3
K MHCcTpyKIInn
10 JIEJI0IPOU3BOJCTBY

HanmenoBanmne OpraHu3anuunu

Anpecar

JIOJKHOCTh, MHUIUAIIBI U (DaMUITUS JIMIIA, [TEPEIABIIETO
teneoHorpammy, HoMmep TenedoHa

JIOIDKHOCTB, MHULIMANIBI U
(bamunus coTpyIHHKA,
HPUHSBILETO TeeOHOTPAMMY

TEJIEOOHOI'PAMMA

Jara

Bpewms nepenaun

Texkct

JloIKHOCTB, MHHUTIMAIBI ¥ (paMUJIHS JIMIIA, OT IMEHU KOTOPOTO NepeaaeTcs TenedoHorpamma
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[Tpunoxenue Ne 4
K MHCcTpyKunn
10 IEJIONPOU3BOICTBY

CIIMCOK
HE MOJJIeKAIINX PETUCTPAIUU JOKYMEHTOB (KOPPECTIOHICHITUN)

1. IlpurnacurenbHble OWIIETHI, MO3APABUTENbHBIE IHCbMAa M TEJIETPaMMBbl,
OTKPBITKHU.

2. llpurnamenuss Ha BCTpEeYd, KOH(PEPEHUUMH U JPyrHe MEpONpUSATUS
(6€3 COPOBOIUTEIIBHBIX TTHCEM).

3. Knurm, rasersl, *KypHaJbl, 0030pbl I€4aTH, TEMATUUYECKUE NEPUOANYECKUE
COOpPHUKH U JPYrUe U3JAHUS.

4. PexnamMHble MaTepuaibl, IPOCIEKTHI.

5. CyneOHbIe TOBECTKH.

6. CraTucTrueckue OTYETHI, OIOUIETEHH, COOPHHUKH, 0030pbI, (HOPMBI
CTATUCTUYECKON OTYETHOCTH, MH(DOPMAITMOHHBIE U CLIPABOYHBIE MaTEPUATIBI.

7. Cuera, KBUTaHIIMHU, CMETBI, IPEUCKYpPaHTHI (0€3 COMPOBOIUTEIBHBIX TUCEM).

8. I[IporHo3s! NOrobl.

9. JlIokyMEeHTBI, MOCTYNUBIINE OT Tpa)KAaHWHA JUOO OT TOCYJapCTBEHHOTO
IPaKJAHCKOIO CIIY>KAIllero Kpas, U3bsBUBILETO KEJIaHUE y4acTBOBAaThb B KOHKYpCE
Ha 3aMEIICHUE BAaKaHTHON JIOJDKHOCTU TOCYJAapCTBEHHOM Tpa)KAaHCKOW CIyXObl
KpacHosipckoro kpas WiauM B KaJpOBBIM pe3epB Ui 3aMELIEHUs JOJDKHOCTEU
roCyJ1apCTBEHHOM I'pak1aHCKOH city:k0b1 KpacHosipckoro kpasi.

[Tpunoxenue Ne 5
K MHCTpYyKIINN
10 IEJIONPOU3BOJCTBY

Annapat YNosITHOMOYEHHOIO
no npasam YyenoBeka
B KpacHogapckom kpae
BX.Ne « » 20 T
Ten




o1

[Tpunoxxenue Ne 6
K MHCcTpyKIInn
10 JIEJI0IPOU3BOJCTBY

K JIOKYMEHTY BXOI. Ne

Pezomnrorus:

CITPABKA

K nery No

OT « » 20 1.

CpOoK UCIHOJHEHUS

CnpaBka 00 UCTIOTHEHUHU

CHSITO ¢ KOHTPOJISL:

«

» 20

[Tpunoxenue Ne 7
K UHCcTpyKumn
I10 JAEJIONPOU3BOJICTBY

dopma peecTpa OTHPaBJIsIeMOii KOPpeCOHACHIIUN

o/

[[aTa OTHPABJICHUA

Perucrpanmonssiin
HOMEp

HanmenoBanue
azpecara

[TouToBbIl agpec
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[Tpunoxxenune Ne 8
K MHCcTpyKnn
10 JIEJIOIPOU3BOJCTBY

YHOJHOMOYEHHBIN IO ITIPABAM YEJOBEKA
B KPACHOSAPCKOM KPAE

Kapma Mapxca yi., 122, od. 203, Kpacrospck, 660021 Temedon (391) 221-41-64, daxc (391) 211-
77-55
E-mail: public@ombudsmankk.krsn.ru, http://www.ombudsmankk.ru

Ha OoT



http://www.ombudsmankk.ru/
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[Tpunoxxenune Ne 9
K MHCcTpyKIInn
10 JIEJI0IPOU3BOJCTBY

AIIITAPAT
YITOJIHOMOYEHHOI'O I10 ITPABAM YEJIOBEKA
B KPACHOSPCKOM KPAE

JlaTa

HHPOTOKOJI

HOMED
r. KpacHosipck
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[Tpunoxxenue Ne 10
K MHCcTpyKnn
10 IEIONPOU3BOJCTBY

AIIITAPAT YIIOJIHOMOYEHHOI'O
110 ITIPABAM YEJIOBEKA B KPACHOSPCKOM KPAE

PACHHOPSKEHUE

naTa HOMED
r. KpacHosipck
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[Tpunoxenue Ne 11
K MHCcTpyKIInn
10 IEJIONPOU3BOJCTBY

AIIITAPAT YIIOJIJHOMOYEHHOI'O 110 I[TIPABAM UEJIOBEKA B KPACHOSAPCKOM KPAE

YIHOJTHOMOYEHHBIN IO IIPABAM PEBEHKA
B KPACHOSPCKOM KPAE
Kapna Mapkca yi., 122, od. 203, Kpacrosipck, 660021 Tenedon (391) 221-30-08, dakc (391) 211-77-

55
E-mail: public@ombudsmankk.krsn.ru, http://www.ombudsmankk.ru

oT



http://www.ombudsmankk.ru/
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[Tpunoxxenue Ne 12
K MHCcTpyKnn
10 IEIONPOU3BOJCTBY

AIIITAPAT YIIOJIJHOMOYEHHOI'O 110 I[TIPABAM YEJIOBEKA B KPACHOSAPCKOM KPAE

YIOJTHOMOYEHHBIN 11O TIPABAM KOPEHHBIX MAJTOUMCJIEHHBLIX HAPOJOB
B KPACHOAPCKOM KPAE

Kapia Mapkca yi., 122, od. 203, Kpacrosipck, 660021 Tenedon (391) 201-80-80, dakc (391) 211-77-55
E-mail: public@ombudsmankk.krsn.ru, http://www.ombudsmankk.ru

Ne

OoT



http://www.ombudsmankk.ru/
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[Tpunoxxenue Ne 13
K MHCTpYyK1IMHK 11O
JEJIONPOU3BOACTBY

CIIMCOK

Obpaszey

PACCBHUIKH JIOKYMEHTa (MChMa, TeJIerpaMMbl, TPOTOKOJIA)

OT «__»

20 rona Ne

HaumenoBanue oprana,
YUpEKIACHUS, OpraHu3aluu

HaumenoBanue gomkaoct, PO

[TouToBBIl agpec

AnMmuHuCTpanus T. AYMHCKA

['maBe agMuHUCTpanuu r. AYMHCKA
damummug U.0.

Anmvunuctpanus r. Hopunbscka

['maBe agMUHUCTpaALWH T.
Hopuibcka @amunus 1.0.

Anmunuctpanus Cesepo-
EHnuceiickoro paitona

I'maBe anmuuncTpanuu Cesepo-
Enucelickoro paiiona @amunus
n.0.

Anmunuctpanus TypyxaHcKoro
paiiona

['naBe agMHUHUCTpALH
Typyxanckoro paiiona @amunus
n.0.

3A0 «BankopaedTh»

HcnonasromemMy 00513aHHOCTH
reHepaIbHOTO TUPEKTOpa
®amunus 1.0.

Mupa np., 19 660049

Hanmenosanue
JNOJDKHOCTH UCIIOTHUTEIS
damunusa

JlaTa

IToamuce

n.o.
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[Ipunoxenue Ne 14
K MHCTpYyKIIMHK 110
JEJIONPOU3BOACTBY

Obpas3zey pabouezo cosewjanusi Annapama

AIIITAPAT

YIIOJJHOMOYEHHOIO 110 ITPABAM YEJIOBEKA B KPACHOAPCKOM

KPAE

N

| 1 wmrepsan

ITPOTOKOJI

pa60qer0 COBCHIaHUA, ITPOBCACHHOTO

(HaI/IMCHOBaHI/Ie JOJDKHOCTH Hpe,[[C@I[aTeJ'IBCTBy}OH.ICFO)

A
| 1 - 2 uaTEpBaNa
V
Jara r. KpacHosipck Howmep
A
| 1 - 2 uHTEpBaNa
V

[IpencenarenscrBoBAN: @amuuius N.0O. - HAaMUMEHOBAaHUE JOKHOCTH

N
| 1 uHTepBana
V
[IpucyrcTBOBaMU:
>]. ®amminus - HAMMEHOBAaHHUE JIOJKHOCTH <
JIeBOE Nms OTuecTBO IpaBoe
I10J1e I1oJi1e
3cm 2. Damunus - HAUMEHOBaHUE JOJKHOCTHU 1-1,5¢cMm
Hmsa OtgecTBO
3. Gamunus - HAMMEHOBAHHUE JTOKHOCTH
Nmsa OTtaecTBO
4, Damuusg - HAMMEHOBAHHE JIOJKHOCTH
Nmst OtaecTBO
N
| 1 - 2 uaTEpBaNa
V
| IToBecTKka coBelaHus:
vi2sem O ...
1 > Jloknaguuk: @amumnusa 1.0. - HauMeHOBaHUE TOJDKHOCTH.
MEXKCTPOTHBIH N
HUHTEpPBAI | 1 - 2 uaTEpBaNA
N V
PEIINJIN:
1,25 cm 1. ITpenacTaBuTh ...

>

OrtBerctBennsblit: @ammnusa 1.0.



59
Cpok: nara

N

| 1 wmrepsan

2. O0ecIeuuTh ...
OrtBercrBennsblit: @amunusa 1.0.

Cpok: nara
A

| 2 -3 unrepsana

HanmenoBanue noKHOCTH Iloamuce

damunua Umsa OtaecTBo
Tenedon ucronHuTENS

N.0. Gamunus

[Tpunoxenue Ne 15
K MHCcTpyK1mu no
JEJIONPOU3BOACTBY

06pa3eu 3aceoanust cosewgameslbHoco opeaHa

AIITITAPAT

YITOJIHOMOYEHHOI 'O 110 [IPABAM HEJIOBEKA B KPACHOAPCKOM

KPAE

A
| 1 unTEpBaN

vV
MNPOTOKOJI
3aceqaHus

(HanMEeHOBaHHE COBEIIATEIHHOTO OPraHa)

A
| 1 - 2 unTepBana

Vv
[ara r. KpacHosipck
A

| 1 - 2 unTepBana

v

Howmep

IIpencenarenscrBoBANT: @amuius N.0O. - HAUMEHOBAHUE JOJHKHOCTH

A
| 1 unTepBaN

v
IIpucyrcTBOBaNu:
> 1. Gamunus - HAMMEHOBAaHUE JOJDKHOCTU

JieBoe Nmsa OrtuectBO
I10JIC

3em 2. Damunusa - HAaUMEHOBaHHUE JTOJHKHOCTH
Nmsa OtyuecTBO

paBoe
nose

1-1,5cMm
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3. damunug - HAUMEHOBAHUE TOKHOCTHA
Nmsa OtuecTtBO

4. ®amuusg - HaUMCEHOBaHUE JOJKHOCTU
Nwmsa OtyecTBO
A
| 1 - 2 uaTepBana
V
| IToBecTka coBemaHus:
1 —> Jloknaguuk: @amunusa N.0O. - HauMeHOBaHUE JOJKHOCTH.
UHTEpBa N
A | 1 - 2 unTepBana
| V
—> CJIVIITAJIN: <
JIEBOC O coe paBoc
more —> C goksiagioM BeIcTynui Pamunuda M.O. - HaumeHOBaHue nose
3cm JOJIZKHOCTH. 1-15cm
A
| 1 - 2 uHTEpBaNa
V

BBICTVYITNJIN:
B 00cyxneHnn 1aHHOTO BOIPOCa MPUHSIINA yYacTHE:

®amvmnus N.0., @amumusa 1.0., ®amunaus 1.0.
N
| 1 - 2 uaTEpBaNa

v
PEIINJIN:

125cm 1. OOecreunTs ...
> OtBercTBeHHble: ®amunus 1.0., @amunusg 1.0.
Cpok: nata

A
| 1 uaTEpBaN

V
2. IlpencTraBurs ...
OrtBerctBennsblit: @ammiug 1.0.
Cpok: nara

3. 3aBepuInTh ...
OtBercTBeHHBIN: @amunus 1.0.

Cpok: mara
A
| 2 - 3 yHTepBana
V
HanmenoBanne n10KHOCTH IHonnuce N.0. dammnus

Dammma Umst OtyecTBo
Tenedon ucnonHUTENS
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[Tpunoxxenue Ne 16
K MHCTpYKIIMK TIO AETONIPOU3BOICTBY

(DOPNHIHOMGHKHaTyprHeH

YTBEPX/AIO
VY110IHOMOYEHHBIN
I10 TIpaBaM 4YeJI0BEKa
B KpacHosipckom kpae

NOONUCH N.0. Gamunus
Hata«  » 20 roxa
HOMEHKIJIATYPA JIEJI
Ha IO
u Koi-
HJIEKC | 3arojIoBOK ):[eiIa 071-BO z[enu Cpox xpaHeHI/mvz[ena (ToMma, Tpveuane
nena | (Toma, yacted) | (TOMOB, yactel) |4acTtu) U Ne cTaTei 1o MepeydHio
1 2 3 4 5
HanmenoBanue 1OKHOCTH Iloamuce HN.0. ®amunug
Hara
OJIOBPEHO

[TpoTokon K anmnapara
YOIHOMOYEHHOr0 10 MpaBaM YEI0BEKA
B KpacHosipckom kpae

OT « » r. Ne

NTOI'OBAZ 3AITNCH
0 KaTeropusiX U KOJMYECTBE JIE, 3aBEICHHBIX
B amnmapare YTOJHOMOYEHHOTO 110 IIpaBaM 4yesoBeka B KpacHosipckoM kpae
B TOJY

B ToM umucie:

ITo cpoxam xpaHeHus Bcero -
nepexogamux | ¢ otMeTkon «IITK»

1 2 3 4

ITocTostHHOTO

Bpemennoro (cBbitte 10 set)

Bpemennoro (70 10 et BKIIOUUTENHHO)

UTOI'O

HaunMeHoBaHne HJOKHOCTU Iloamuce 1.0. ®amunusa

JlaTa
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[Tpunoxenue Ne 17
K MHCTpYyKIIMHK 110

ACJIOIIPONU3BOACTBY
dopMa BHYTPEHHEH ONUCH
BHYTPEHHAA OITMCH
JIOKYMEHTOB jiesia Ne
Ne HNupexc [ara 3aronoBok Homepa
[Ipumeuanue
n/m JIOKyMEHTa JOKYMEHTa JOKYMEHTa JUCTOB JIeNa
1 2 3 4 5 6
Hroro JIOKYMEHTOB.

KomnmuectBo nmcroB BHYTpeHHeﬁ OIINCH

(mudpaMu 1 TPOMUCHIO)

(umpamMu ¥ IPOMUCHIO)

HanmenoBanue JOKHOCTH JIUIIA,
COCTABUBIIIETO BHYTPEHHIOIO OIHCH
JIOKYMEHTOB JieJia ITonnuce

JlaTa

N.0. ®amunus
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[Tpunoxenue Ne 18
K MHCTpYyKIIMHK 11O

JEJIONPOU3BOACTBY
dopma JHMCcTA 3aBepPUTEIA Je1a
JINCT-3ABEPUTEJIb JJEJIA Ne
B z1eJ1e MO/LIMTO U IPOHYMEPOBAHO et (o),

(umdpamu ¥ IPONUCHIO)
B TOM YHCIJIC:

JUTEpHBbIE HOMEPA JINCTOB
MIPOITYIIEHHBIE HOMEpPA JINCTOB
+ JIMCTOB BHYTPEHHEH OIUCHU

OcobeHHocTH (PU3HYECKOTO COCTOSTHUS
Howmepa nuctos
1 GOpMHUPOBAHHUS JeIIa
1 2
HawnmenoBaHMe JOIDKHOCTH ITonmnmce N.0. ®amunus

Jara
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[Tpunoxenue Ne 19
K MHCTpYyKIIMHK 11O
JEJONPOU3BOACTBY

@Dopma 00J105KKH J1ej1a
NMOCTOSTHHOTO ¥ BpeMeHHOro (cBbiie 10 JieT) cpoka XpaHeHusi

HanmeHoBaHKe KpaeBOro apXHUBHOTO YUPEKICHUS
AnnapaTt YHoJIHOMOYEHHOTO 0 ITpaBaM uenioBeka B KpacHosipckoM kpae

JAEJIONe ~ Tom Ne

(3aromnoBok jena)

(kpaiiHue 1aTbl)

3a rox
Ha JIMCTax
XpaHUThb

[Tpunoxenue Ne 20
K MHCcTpyKmu no
NEJIONPOU3BOACTBY

dopma KypHaJIa perucTpaunu aeJs

KYPHAIJI PETUCTPALIMN JEJI

Jlara Howmep nena 3aroyioBok Cnano B apxuB
3aBeICHUS nena
nena WHIEKC TTOPSIIKOBBIH HOMEp | KOJUYECTBO
no/ipa3iesieHus HOMED Jiena TOMa JINCTOB

1 2 3 4 5 6
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[Tpunoxenune Ne 21
K MHCTpYyKIIMHK 11O

ACJIOIIPONU3BOACTBY
dopma onmucH aea
OII1CBH JEJI
AnnapaTt YHoJIHOMOYEHHOTO YTBEPXJIAIO
I10 IIpaBaM 49CJIOBCKaA VY110IHOMOUYEHHBIN
B Kpacnosipckom kpae II0 IIpaBaM 4€JIOBEKa
B KpacHosipckom kpae
NnOONUCYH N.0. Gamunus
Hata« _ » 20 O/
Dong Ne P- ...
OIIMCb Ne ...
JIeJT TIOCTOSIHHOTO CPOKa XPaHEHUS
3a roj
Ne n/m | Wunekc nena 3aronoBok nena | KpaitHue natel Kon-Bo [Ipumeuanue
JIMCTOB
1 2 3 4 5 6
B nansblii pazmen omwicu BHECEHO ... (. ..) ;e ¢ Ne o Ne B TOM YHCIIE:
JUTEPHBIE —
IPOMYIIEHHBIE —
HaumenoBanne nOIDKHOCTH Tloamuce 1.0. ®amunusa
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AnmapaT YoJIHOMOYEHHOTO YTBEPXIAIO
I10 [PaBaM YeJIOBEKA YOJIHOMOYEHHBIN
B Kpacnosipckom kpae II0 IIPaBaM 4€JIOBEKa

B KpacHosipckom kpae

NOONUCH N.0. Gamunus
Hata«  » 20 roxa

dong Ne P- ...
OII1CB Ne ...
JIeTI TI0 JINYHOMY COCTaBy
3a roJ1

Ne WNupekc 3aroyioBoOK Kpaiinne Cpok Koiu-BO [Ipumeyanue

/1 neaa neaa IATBI XpaHEHUs JINCTOB

1 2 3 4 5 6 7
B nmanHBIN pazgen omuicM BHECEHO ... (.....)aemc Ne ... mo Ne ..... B TOM YHCIIE:

JUTEPHBIC —
MPOIYIIEHHBIE —
Omnucey COCTaBUII:
HaumeHoBaHue NOIKHOCTU Iloamuce N.0. ®amunug

HaunmenoBaHue T0IKHOCTH IHoanuce N.0. ®amunus



AnnapaT YII0THOMOYEHHOTO
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[Tpunoxenue Ne 22

K MHCTpyKIIMHK 11O

ACJIOIIPONU3BOACTBY

d)opMa aKTa 0 BBIACJICHNHN JOKYMECHTOB K YHUYITOKCHUIO

O MpaBaM 4YeJIOBEKa
B KpacHosipckoMm kpae

Ha

YTBEPXIAKO
VY110IHOMOYEHHBIN
I10 TIpaBaM 4YeJI0BEKa
B KpacHosipckom kpae

NOONUCH

N.0. Gamumnus

Jlata

AKT
Ne

(MecTO cocTaBIIeHU)

O BBIJICJICHMU K YHUYTOXXCHHIO JJOKYMCHTOB, HC IMOAJICKAIIUX XPAHCHUIO

OCHOBAaHUH

(Ha3BaHME U BBIXOJHBIC TaHHBIC IEPEYHS JOKYMEHTOB C yKa3aHHEM CPOKOB UX XPaHEHH:)

OTOOpaHbl K

YHUYTOKCHHIO, KakK HC HNMCIOIIIHUEC Hay‘{HO-HCTOpH‘{GCKOﬁ
IICHHOCTH W YTPaTUBIIHME MPAKTHYECKOE 3HaueHHe JOKyMeHThl (onHma No
(ra3BaHUe QoHIA)
Ne | 3aronosok | Jlara nena | Homepa |Munekc nenano| Komn-Bo | Cpoxu xpanenust | [Ipume
n/n | Jena uiu WIH ONMCEH | HOMEHKIAType nen JieJla 1 HOMepa | 4aHue
TPYIIIOBOM | KpaiHUE niu Ne iena o craTey 1o
3aroJIOBOK | JaThl €] ONHCH NIEPEYHIO
zen
1 2 3 4 3) 6 7 8
Hroro Jien 3a TOJIBI.

Onucu Jen MOCTOSIHHOTO XpaHEHWs 3a
coctaBy coryacoBanbl ¢ JI1K

(TdpaMu 1 TPOTHUCHIO)

TOAbl YTBCPKACHBI, a 110 JINYHOMY
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(HaMMEeHOBaHUE APXUBHOTO YUPEXKICHU)
(mpoToKOI OT No

HaumenoBanue NOKHOCTH JIUIIA,

MIPOBOJIUBILIETO SKCIEPTUIY

LIEHHOCTH JIOKYMEHTOB TToamuce N.0. ®amnnus
[ara

COI''TACOBAHO
[Iporokon OK
Or « » 20 Ne

I[OKYMGHTBI B KOJIMYECTBEC

Ien,
(1mdpamMu ¥ IPOMTUCHIO)
BECOM KI' CAaHBbI B
(HauMeHOBaHME OpTaHU3aIUN)
Ha TepepaboTKy MO MPUEMO-CIATOYHOM HAKIAJHOW OT Ne

HawnmenoBaHnme q10OKHOCTH JINIIA,
CIABILETO JOKYMEHTBI Iloamuce N.0. Gamunusa

N3meHnenus B YUYCTHBIC NTOKYMCHTBI BHCCCHBI.
HaumenoBanue JOJDKHOCTH JIMIa,
BHCCIICTO UBMCHCHHSA B YUCTHBIC

JIOKYMEHTBI IToamuce N.0. Gamunusa

JlaTa
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dopma KypHAJIA y4eTa neyared ¥ TamIios

[Tpunoxxenue Ne 24
K MHCTpYyKIMN
10 JEJIONPOU3BOJICTBY

Ne | Orruck | HaumenoBanue [Hara IIpeanpusitue- Komy Beimana | Pocnuce Hara Pocnuce Hara Hara,
n/o | neyatu neyaTH MOJTy4YeHHUs U3TOTOBUTEIb, (10JIKHOCTB, | paOOTHHUKA | BO3BpaTa | CHELMAIKNCTA | YHUUYTOXKEH [  HOMep
(wrammna) (wrammna) neyaTu narau N 1oJipa3/iesieHue) reyaTu us aKTa
(1wrTamma) OT | CONPOBOIUTENBHOIO neyaTH
M3TOTOBUTEIIA JOKYMEHTAa
1 2 3 4 5 6 7 8 9 10 11




