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O6 yrBepxaeanu MHCTpYKIMH 1O
AENonpou3BOACTBY B JlymMe ropona
BnamuBocToka

B uenax cosepmieHCTBOBaHHMS paGoTHl € JOKYMEHTAMH B Hdyme ropona
BraguBoCTOKA M yCTAaHOBNEHMS €IMHBIX TPEGOBAHMI K JOKYMEHTHPOBAHHIO
YIPaBJIECHYECKON ACATEIBHOCTH

1. YTBepauTh mpunaraemyro VIHCTpYKIHIO [0 JEONPOH3BOACTBY-B JlyMe ropoaa
Brnagusocroka (nanee — MucTpykims). .

2. Havanenumkam otaenoB Jlympl ropoga BuiamuBocToka OpraHu30BaTh
O3HAKOMJICHNE MYHULIMIIANIBHBIX CIIyKallKX IO/ MOMUCH ¢ TpeGoBaHUSIMU MHCTPYKIHH.

3. KoHTpons 3a HCHONHEHMEM HACTOANIETO MOCTAHOBJIEHMS BO3JIOKUTH HAa
pyKoBojuTes annapara Jlyme! ropoga Bnagusocroka Jlro6enkyro H.A.

4. Hacrosimee nocraHoB/eH#e BCTYNaeT B CHITY CO AHS HOANUCAHHS.

ITpencenarens JyMur ' E.B. HoBuikas



[Ipunoxenue

K [TIOCTaHOBJICHHUIO
npencenaresis Jymel

ropona BimagusocTtoka

01 11.02.2014 Ne 41-0

UHCTPYKLUSL
110 N€JI0NPOH3BOACTBY B I[yMe ropoaa BJla[lPlBOCTOKa

<

1. OBIIME ITOJOXEHHUSA

Wucrpykums  mo  menompomssBoactBy B Jlyme  ropoga  BiammBocToka
(manee — MucTpykums) paspaGoraHa B COOTBETCTBHH ¢ (DeepaibHBIM 3aKOHOM OT
01.10.2004 Ne 125-®3 «O6 apxuBHOM gene B Poccmiickoii denepaimmy, [TpaBunamu
JICIONPOU3BOZICTBA B (elepAbHBIX OPraHaX MCHIOMHUTEIBHON BJIACTH, yTBEPKICHHBIMU
nocranosienneM llpasurensctBa Poccmiickoit ®emepammu ot 15.06.2009 Ne 477,
I'OCTom P  6.30-2003 «YHUOUUMPOBAHHBIE  CHCTEMBl  JIOKYMEHTALUH.
YHUGUIMPOBaHHAA CHCTEMa OpraHU3aUMOHHO-PACTIOPSAUTEIBHOMN JOKYMEHTAaIIHH.
TpeGopanus k opopmitennto nokymento», [OCTom P 51141-98 «/lenonpou3BoaCTBO M
apXuBHOE 1en0. Tepmunbl u onpeneneHns», Pernamenrtom Jlymel ropoaa Biagieocroka.

Hacrosmas WHCTpyKkims SBIfSETCS OCHOBOMONAraloNMM IIPABOBBIM  AKTOM,
ONpPENCIIOMUM CUCTEMY JOKYMEHTAIIMOHHOTO obecreyeHus, paGoThl ¢ JOKYMEHTAMH.
JIOKyMEHTOOOOpOoTa M JenmompomsBoactBa B JlyMe ropoma  BnaguBocToka
(manee — Jlyma).

Hacrosuas Unctpykiys:

ONpCIE/IACT OpraHu3alMi0 W MOPAAOK JOKYMEHTAlMOHHOTO obecreueHus
AeaTenbHOCTH Jlymel, nemytaToB Jymsl, otaenoB JlyMs! (nanee — OTReNbI);

YCTaHaB/IMBACT €IUHbIC MpaBWJIA MOATOTOBKM JOKYMEHTOB, OpTaHM3aLlid
JOKYMEHTOO00pOTa, BEJCHUS yUeTa, PErUCTPAIH, KOHTPOS HCIOTHEHHA U XpaHeHus
JIOKYMEHTOB B JlyMe U ee oTaeax;

YCTaHaBJIUBACT MOPANOK DPAaCCMOTPEHHS INMCBMEHHBIX M YCTHBIX oOOpalleHuit
TpaX/iaH, MOCTyIMBINKX B JlyMy, B cooTBeTcTBHM ¢ DenepansHbIM 3akoHoM ot 02.05.2006
Ne 59-@3 «O nopsinke paccmoTpenus oGpamenuit rpaxiaan Poccuitckoit denepanuny.

OTBETCTBEHHOCTh 33 OPraHM3ALMIO M COCTOSHHE JENONPOU3BOICTBA B OTHAENAX,
COOMIOJICHNE yCTAHOBICHHEIX HacTosuel WHCTpyKumeil mpaBui BosiaraeTcs Ha
HAYabHUKOB OT/IEJIOB.

OpraHusalus ¥ HEMOCPEICTBEHHOE BENCHHUE JE/IOPOM3BOCTRA AEmyTaToB JlyMbl
BO3JIaraloTCs Ha MIOMOILHHKOB JICIIYTATOB.

Opranuzanus, Bel€HHE M COBEPIICHCTBOBAHHME CHCTEMBI JOKYMEHTAIMOHHOTO
00eCneyeH s, METOUYECKOe PYKOBOJACTBO M KOHTPOJb 3a COGIIIOJCHHEM IIOJOXKEHMUI
HacTosIeH MHCTpyKuuK oCcyecTRIAIOTCS 0GIUM OTAEIOM.

3HaHWe M WCTIONHEHHE MONOXCHHM Hacrosmed MHCTpykumm o6s3aTelbHB ISt
BCEX JinLl, paboTaloLUX ¢ JOKyMeHTaMu B JlyMe.

[paxxnane, MOCTYNMBIIME HAa MYyHUIMNATbHYIO CiyxOy B JlyMy, DOMKHBI GBITH
O3HaKOMJICHBI ¢ HacToALIEH MHCTpyKIMe HaualbHUKOM COOTBETCTBYIOIIErO OTAENA.

OGecrieuenye AemyTaToB JyMBI, NOMOIIHMKOB AEIyTATOB TEKCTOM HACTOSIIEH
WHCTPYKIMH OCYLIECTBIISAETCA OOLIMM OTAEIOM.
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Ilepenaya JOKYMEHTOB WM WX KONHA MHBIM OPraHU3allMsAM OCYIIECTBIAETCS
TOJIBKO C pa3pelleHus npezacenaresicii KOMUTETOB JlyMbl, HaYaJbHMKOB OTHEIOB IIO
COIIAaCOBAHHMIO C PYKOBOAMTENIEM armapara J[yMel.

[Monoxenus HacTosmed MHCTPYKIMH MOTYT JONOJNHATHCSA ¥ KOHKPETU3MPOBATLCA
B HMHCTPYKIHAX, IIOJOXKEHHAX, PEKOMEHAALMAX, NaMITKax W JPYrux pa3paboTkax,
MOCBSIICHHBIX OTIEIBHEIM HAIIPABICHUAM M yyacTkaM paboTHl ¢ JOKyMeHTaMu B JlyMme,
HE IPOTUBOpEYalMX Hactosmei MHCTpyKuuu.

BHeceHne W3MEHEHMM M JONONHEHMM B HacTosityro  HHCTpyKimio
OCYLIECTBIISETCS IIOCTAHOBJICHUEM Tipenceaarens JyMsr.

2. IPABAJIA IOAT'OTOBKHA U O®OPMJIEHHUE TOKYMEHTOB
(IOKYMEHTUPOBAHMUE)

2.1. O6mue TpeboBaHus

Hoxyments! B Jlyme ropoma BiraguBocToka momkHbl 0hopMiIsSTECS Ha OlaHKaX,
MUMETh YCTAQHOBJICHHBI KOMILUIEKC OOS3aTENBHBIX PEKBU3UTOB W IIOPAJOK HX
pacnonoxenus B cootBeTcTBUr ¢ I'OCTom P 6.30-2003 «YHUDHUIIHPOBAHHEIE CHCTEMBI
AOKyMEHTallui. YHUQULUUPOBAHHAs CHCTEMa OpraHHU3alMOHHO-PACIOPAIUTETHHON
noxkyMeHTauuM. TpebGoBanus kK 0QopMIICHHIO JOKYMEHTOBY.

biiaHku 1OKyMeHTOB, HCTIOAb3yeMEIe B JlyMe, H3rOTaBIMBAKOTCA HA CTAHAAPTHBIX
nmactax Oymaru Qopmatra A4 (210 x 297 MM) MU HMEKT YCTaHOBJEHHBIH KOMIUIEKC
00A3aTENBHBIX PEKBU3WTOB M TOPANOK WX pacHONOKeHUs. KapToukd pe3osroumit
(ropyyeHuii) BEIMOMHAIOTCS Ha Oymare ¢popmara AS (210 x 148 Mm). .

.B Jlyme 1 ee oraenax npuMeHSIOTCS CIEAYIOIHUE BUAB! OIaHKOB:

OnaHk nmuceMa Jlymsl (ipuitoskenue 1),

OmaHk mUckMa KoMuteTa JIyMbl (IIpUIOKEHHS 2- 6)

Onank nuceMa npeacenarens J[yMst yriaoBoi (ipunoxenue 7),

OnaHk maceMa npecenaress JyMsl pOAOIbHEIN (IpunoxeHue 8),

OnaHk nuceMa nenytata Jymel (punoxenue 9),

Onank mucbMa anmapara Jymel (npunoxenue 10),

Onank muceMa otaena ymer (mpunoxenue 11-16),

OMaHK 3aKJIIOYEHHS MpaBOBOro otAena Jymsl (mpuioxerne 17).

st opopmnenus pemenuit JlyMsl, MyHHIMIIAIGHBIX TPaBOBBIX aKTOB ropoja
Bragusoctoka (manee - MITA), pemennii KOMUTETOB [[yMBI IPUMEHSIOTCS CJleTyIONIHE
BUJBI OJTAHKOB:

Onank pemenns Jlymsr (mpuwioxenue 18),

Onank MIIA (npunoxenue 19),

OmaHk perieHus komutera JlyMsl (mpunoskenus 20-24),

JUia  co3maHMsa  pacHOpsDKCHHM, TOCTAaHOBIeHMH  mpencegatens  JyMbl
HNPUMEHSIOTCH:

OnaHK [TOCTaHOBJIEHU npencenatens JyMsl (puioxenue 25),

OnaHK pacnopsbkeHus npenaceaatens J{yMsl (IpuioxeHue 26).

J1s oAroToBKY nHceM U pelieHui OOIeCTBEHHOM MOJIOAEKHOM MaaThl Py
Jlyme roposa BraguBoctoka MpUMEHAIOTCS CIIEAYIONINE BUABI 01aHKOB:

OnaHK nmucbMa OOIIECTBEHHOM MOJIOAEKHOM manathl npy Jlyme ropoja
BiianuBocTtoka (npunoxenue 27);

6naHk pemeHus OOLECTBEHHOM MONOAEKHOM nanarel npu J[yme ropoja
Bnagusocroka (npunoxenue 28).

JlJ11 IOATOTOBKYM TOKYMEHTOB Ha OlaHKaX HEOOXOIUMO HCIONB30BATh IA0IOHEL;



JIUCT COINIACOBAHUA K IIPOEKTY, HAaXOJINMECS HA CETECBOM pEeCypce BHYTPEHHETO

UCIIOJIb30BAHHUS.
Ha rep6oBrix 61ankax JlyMbl B LIBETHOM U300paXE€HHH I€YaTAIOTCS HOKYMEHTEBI

32 TMOAMMKCHIO TIpeceaarens [JyMbl, HCIIOMHAIOWIETO 00sA3aHHOCTH npeacenarens JyMsl.

Ha repboBeix Onankax J[lymbl B 4epHO-0€IOM H300pa)KE€HUM MEYaTaroTCs
JOKYMEHTEI KOMHUTETOB JlyMbl, AenyTatoB Jlymsl, pyKOBOJII/ITCJUI anmapara Jlymsl u
otnenoB JlyMmsl.

Kaxapiii mucT JoKyMeHTa, o(pOopMIIEHHBIN KaK Ha OaHKe, Tak ¥ 6e3 Hero, JOMKeH
UMETh 1oJis: JeBoe — 30 MM, IpaBoe — 15 MM, BepxHee — 20 MM (11 JOKYMEHTOB 6e3
u3obpaxkeHuss repba) m 7 MM (a4 JIOKYMEHTOB ¢ n3o0paxxeHueM repoa),
HIKHee — 10 MM, g

JlOKyMeHTBI, co3faBaeMble B Jlyme, medyaTaroTcss KOMITBIOTEPHEIM CIIOCOOOM B
dopmare DOC ¢ ucnons30BaHHEM TEKCTOBOTO peaaktopa, mpudrom Times New Roman
(Cyr) pazmepa Ne 13,

TexcT MOKyMEHTOB PEKOMEHIYETCs IeYaTaTh Yepe3 ONUHAPHBIA MEKCTPOUHBIN
untepBai. Ilepsasg crpoka a03ana HayMHaeTcs Ha paccTosHMM 1,25 c¢M OT JeBOi
I'paHULIbI TEKCTOBOTO MOJIS.

PeKBU3HMTEI [OKyMEHTa OTAENAIOTCA JpYyr OT Jpyra 2-3  OJMHAPHBIMHA
MEXCTPOYHBIMU UHTEPBATIAMH.

PeKBM3UTHl JIOKYMEHTa, COCTOSIIHE K3 HECKOJBKHX CTpOK, IeYaTaroTCs
4epe3 OAWHAPHBIN MEKCTPOUYHBIA MHTEpBal. COCTaBHBIE YaCTH PEKBH3HTOB «Apecary,
«I'pu¢p cornacoBaHusa» OTACNAOTCS OPYr OT Jpyra IOJYTOPHBIM MEKCTPOYHBIM
VMHTEPBAJIOM.

I1pu U3roToBIEHNH AOKYMEHTOB Ha ABYX M 0oJiee JICTaX BTOPOM U MOCIIEAYIOIIHE
HYMEPYIOTCHL.

HoMepa JIMCTOB -NIPOCTABIAIOTCA apaOCKUMU LUPPaMH OCEPEIMHE BEPXHETO
oJ14, 6€3 3HAKOB NPEMHHAHU.

2.2. OdopmieHHe OCHOBHBIX PEKBH3HTOB
B Npolecce NOAroTOBKM JOKYMEHTOB

2.2.1. HaumeHOBaHHKe BHJIa TOKYMEHTA.

HanmeHnoBanue Buzia JOKyMEHTa YKa3bIBaeTCs Ha BCEX JIOKYMEHTax (pelLIeHHE,
NOCTaHOBJICHHE, PACIOPSXKEHUE, MPOTOKOI, ClpaBKa M Tak aajee). Ha Omanke nuceMma
HaMMEHOBAHHE BHJIa JOKYMEHTA HE YKa3bIBACTCA.

2.2.2. JlaTta OKyMeHTa.

B 3aBucmMocTu OT BUAAa DOKYMEHTa €ro JaToif sBjsSeTCs JaTa MONIHCAHUS,
YTBEPIKIACHUA WU COOBITHA, 3aQUKCUPOBAHHOTO B HEM.

JlaToil pachopskeHHs, MOCTaHOBJIEHHUA TpeacenaTens JIyMbl SBISETCS AaTa €ro
- IOANHUCAHUS.

Haroii pemenns JlyMsl SABIA€TCS aTa €ro MPHHATHA.

JlaToif mpoTOKONa 3acefaHWs] KOJUIETHAJIBHOIO OpraHa SfBJISETCd Jara €ro
NpOBeZIEHHs, KOTOpas (GUKCHPyeTCs TIpH 0hOPMICHHH COOTBETCTBYIOIIETO IPOTOKOA.

JlaToli MyHMUMIIANBHOrO MPaBOBOTO akTa ropoaa BlanguBocTOKa, NPHHATOIO
JyMoii, sBnsieTcs Aarta ero noAmucanus riaBoit ropoga Biraaueocroxa.

JU1s [XOKYMEHTOB, COCTaBISIEMBIX COBMECTHO C HECKOJIBKHMH OpraHamu
(opraHuzanysiMM), JaTOM NOKYMEHTa ABJIACTCA JaTa IOMNMCAHMA €ro MNoCIeaHeH
oprasusaiueii (Oprasom).
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YcraHoBneHsl  jaBa  cnocoba  mpocTaBieHMs — jAaThl:  UUdpoBoi WM
CII0BECHO-LIU(POBOIA. l

Jara nonnucaHus, yTBEpXKICHUS, COTJIACOBAHMSA NOKYMEHTa, a TakkKe JaThl,
CoAepKalecs B TEKCTE M KOHTPOJIbHO-PETUCTPALIMOHHBIX KApTOYKaX, O0GOpMIISIOTCS
IEGPOBBIM  CIIOCOOOM. DIIEMEHTHI JaThl MUUTYTCS apabCKUMU LiudpaMK B OJHY CTPOKY B
IIOCJIEOBATENLHOCTU: 4HUCIO, Mecal, ron (Hampumep: 08.02.2007). B Tekcrax
JNOKYMEHTOB, COAEpXKallUX CBEJEHHA HOPMAaTUBHOrO W ()MHAHCOBOTO XapaKrepa,
IPUMEHAETCA CIOBECHO-IM(POBOI crnoco® o¢GopMIIEHHS HaThl, NMPH KOTOPOM JICHb
Mecsila NMINETCS AByMs LubpaMu, Mecall OyKBamMH, TroJ 4YeTHIpbMA IUdpamMH
(nampumep: 05 deppansa 2007 roxa). I[IpoctaBisaTe HOMB B 0GO3HAYECHHH IHS MeCsa,
€CJIM OH COLEPKUT OOHY LGPy, - 0013aTENHHO.

MecTo npocTaBneHus 1aThl Ha JOKYMEHTE 3aBUCHT OT OJIaHKa M BHJIa JOKYMEHTa.

2.2.3. PeructpauyioHHsIii HOMEp TOKYMEHTA.

PerucrpanimoHHEIE HOMep sABIseTcd OO0S3aTENIBHBIM PEKBHU3HUTOM  KaKOOro
JoKkyMeHTa. OH COCTOMT W3 MOpPSAKOBOTO HOMEpa IOKYMEHTa B COOTBETCTBYIOIIEM
PETHCTPALIMOHHOM MacCCHBE, KOTOPBIH JOMOJNHAETCS MHIEKCOM JeNia M0 HOMEHKJIAType
JIeJ1, yCIIOBHBIM 0003HauY€HHEM KOPPECIIOHICHTA.

Peructpanus [OKyMeHTa TNPOU3BOIAUTC IIOCAE€ €ro  IMOJIMCAHMSA, WIH
YTBEpXKJIEHUS.

He nomyckaercs OTIpaBiIATh MUChMa, HE MMEIOIINE PETHCTPALIAOHHOIO HoMepa U
JIaThl.

Ha noxymeHTax, o¢GoOpMIIeHHBIX Ha OnaHKax, HOMEp IPOCTaBIAETCA B
COOTBETCTBHU C PACIIOIOKEHUEM 3TOTO PEKBU3HTA.

2.2.4. CcpuiKa Ha pericTpallMOHHEI HOMED U JaTy JOKyMEHTa.

Cchulka Ha PErHCTPAIMOHHBIMN HOMEp HCHONB3YeTcs MPEUMYIIECTBEHHO IpU
OpOpPMIICHMH TIMCEM-OTBETOB Ha IOCTYNUBLIMIA 3ampoc. CBeJeHHS B PEKBH3UT
NEPEeHOCATCS ¢ HMHUIMATHBHOIO JOKyMEHTa M COOTBETCTBYIOT €ro Jgare u
PETUCTPALIMIOHHOMY HOMEPY.

Hanvure maHHOrO pexBH3WTa UCKIIOYAET HEOOXOAUMOCTh YIIOMMHAHUA MHIEKCA
Y J1aTHl IOCTYIIMBIIETO JOKYMEHTA B TEKCTE MHUCHMA. ’

2.2.5. HaumeHoBaHue aapecarta.

B cocraB agpecara BXOAAT: HAMMEHOBaHHE OpraHM3alUHU (MM €€ CTPYKTYpPHOIO
NOJpa3/e/icHns), HaUMEHOBAHUE MIO/DKHOCTH, WHHIMAIBl W (QaMUIMA MoJydarels.
WMupnpansl v gaMunus mnomyvartenas OTACNAIOTCA OT HAaUMEHOBAHUA IOJKHOCTH
TOMYTOPHBIM ~ MEKCTPOYHBIM HHTEpBAJIOM, odopmisiorcs 6e3 mnpobena Mexay
UHHULHAIAMU U GaMUIHEH.

Ilpu HampaBieHHH DOKYMEHTa B OPraHU3aIMIO, €¢ CTPYKTYPHOE IMOIpa3JeeHue
0e3 yKaszaHMi IODKHOCTHOTO JIMI@a MX HAWMEHOBAaHMS TMHUINYTCH B HMEHHUTEILHOM
nanexe. Hanpumep:

VYnpasneHue colraibHOR
3allMTHl HACETICHHUSA
aIMUHUCTPALIK
IIpumopckoro Kpas

Otaen yuyera
MaJIOUMY LIMX IpaxKaaH R
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Eciu 10KyMeHT alpecoBaH HECKONBKHM ajpecaTaM, HUMEIOIUM OIMHAKOBLIN
NPaBOBOM CTATyC, UX CIENYET yKa3piBaTh 0000LEHHO. !
Hanpumep:

[IpeacenarensM KOMUTETOB
Jyms1 ropona BrnaguBocToka

TN

I'maBam
MY HHUILUIIAIBHBIX 00pa3oBaHuit
IIpumopckoro kpas

I1pu HarpaBjIeHUH NOKyMEHTa KOHKPETHOMY JOJDKHOCTHOMY JIMIY HANUMEHOBAHUE
OpraHM3allii M IT0Jpa3Je/IeHHs yKa3blBA€TCAd B MIMEHUTEILHOM MMaiexe, a JOKHOCTh U
(amMuIua anpecaTa B JATEBHOM, HHULHAIB YKa3BIBAIOTCA TIepe]] haMUIMei.

Hanpuwmep: -

MuHuCTEpCTBO PUHAHCOB
Poccuiickoit deneparmu

YrnpaBieHye KpeuTHBIX
pecypcoB

I'nmaBHOMY crienmanucry
HMunmanel, hpamunis

Ilpy HampaBjgeHHH ROKYMEHTa PYKOBOAUTENIO YUPEXKIECHUS, OPTaHHM3alMU ec
HauMEHOBaHUE BXOJMT B COCTaB HAMMEHOBAHM JOJDKHOCTH aJipecara.
Hanpumep:

JlupexTopy nenapraMeHTa
3€MENBHBIX U UMYIIECTBEHHBIX
otHouenui [IpuMopckoro kpas

WHunuansl, haMunms

B cocraB pekBM3MTa «AzpecaT» MOXKET BXOIUTh MOUYTOBHIA azapec. Ilpu
aJipeCoBaHMH JOKYMEHTa B OpraHU3alllMI0 YKa3bIBAlOT €€ HAaHMEHOBAHHE, 3aTEM

IIOYTOBEIM afpec.
Hanpumep:

AO «IIpumopckue KypopThI»

yi. I'nunkn, 1. 8a,
r. BmagusocTok, 690008
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Ilpu azmpecoBaHMH HOKyMeHTa GH3UYECKOMY [JIMIy CHayaja yKa3bIBAaIOTCA
GbamMuis ¥ MTHULHATE OJyYaTelis, 3aTeM TOYTOBLIM ajipec.
Hampumep:

daMuIus, HHUIAAJIBI

yi. [ToGens, a. 15,
r. laneHeropck -
IIpumopckoro kpas, 692100

ITouroBeI# azpec, Kak MPaBUIIO, HE YKa3BIBACTCS, €CITM JOKYMEHT HAIPABIIseTCs B
NPaBUTEIbCTBCHHBIC YUPEXIEHHA, OpraHbl BIAaCTH, OCTOSHHBIM ajpecaTaM, B BEIILE- H
HIDKECTOSAIUE OpTaHU3alKH.

B anpecHoil yacTu nuchkMa MOXeT OBITH yKa3aHO He 6oliee YETHIPEX aJpecoB.
Crnoso «Komms» nepes BTOPBIM, TPETHUM, YETBEPTHIM aIpECaToM HE YKA3bIBAIOT.

B crnyyae HanpaBieHMd nucbMa GONBIIEMY YKCIY anpecaToB HCIOMHUTENb
0OPMIISIET COOTBETCTBYIOMIEE KOJIMYECTBO 9SK3EMIUIAPOB, Ha KaXKIOM M3 KOTODPBIX
YKa3bIBaeTCs OJUH aJpec, U MpUiIaraeT yKa3areilb PacChUIKH.

2.2.6. Pe3omonus.

YKa3aHus MO HCIONHEHHIO JOKYMEHTOB (GHKCHPYIOTCS B (OpME pE3OIIOLHH.
Teker pesomouuy, kak npaBwIo, OPOPMIIETCS HA KAapTOUKE Ui  PE3OIIOLHH
(mpusioxenue 29), KOTOpas NpHUIaraeTes K JIUIEBOI CTOPOHE IEPBOTO JNCTA JTOKYMEHTA.

Ecnu pezomouns odopmisercs He Ha KapTouke, TO OHa MHIIETCH HA HEPBOM
JIUCTE MOUTMHHUKA TOKyMEHTa Ha CBOGOJHOM OT TEKCTa MECTe.

B cocraB pe3omoiMu BXOIAT CIEAYIOUIME DJIEMEHTHI (aMHIUA HCIIONHHTES
(ucronHuTENEH), COIAEPIKAHHE MOPYYEHHS M CPOK €ro HCIIONHEHHs, IONIUCH
AOJDKHOCTHOTO JIMLA, IABIIETO TIOPYYEHHE, U JaTa OQOPMIICHHUS PE3OIIOLHUH.

B ciyvasx, korja mopydeHue HaeTcs JBYM WM HECKOJBKHM JIMIAM, OCHOBHBIM
HICTIOJTHUTENIEM SBJIAETCH JIMLO, YKa3aHHOE B PE3OJIOIMH IIEPBEHIM.

OCHOBHOM WCIOJHUTENb U COMCIIONHWUTEb BIIPaBe AaBaTh IIOPYYEHHS B BHIC
PE30IIONMH JIMLIaM, HETTIOCPEACTBEHHO UM IO {YMHEHHBIM.

2.2.7. 3aroy0BOK K TEKCTY TOKyMEHTA.

3arooBOK  COCTAaBIAETCS KO BCEM  JOKYMEHTaM, 3a  HCKIIOYEHHEM
Tene(hOHOrpamMm, TENErpaMM, U3BEILECHHIA, TOKyMEHTOB C TEKCTOM MEHEE S5 CTPOK.

3aroyoBOK JIOJDKEH KpPaTKO M TOYHO PAacKphIBaTh COAEPKAHHE JOKYMEHTa, €ro
OCHOBHYIO CMBICJIOBYIO HarpY3Ky.

3aroJI0BOK COCTaBJISET UCTIONHHUTEIb JOKYMEHTA.

Ha Gnanke nucbMa peKBH3WT IEYATAaeTCs OT JIEBOM IpaHUIIBI TEKCTOBOTO HOJIS.
Touka B KOHLIe 3arojI0BKa HE CTaBUTCA.

3aroyoBOK IOKYMEHTa 3alTHChIBAETCS NPY €r0 PErUCTPAllii B COOTBETCTBYIOLINE
PErUCTpalOHHbIE GOPMEL: XypHal, KapToyKy, 0a3y maHHbix. Hanuuue 3aronoBka B
TEKCT€  MO3BOJACT  OCYHIECTBIATH  3GQEKTUBHBI IMOWCK  JOKYMEHTOB  0€3
NPEBAPUTEIIFHOTO IIPOYTEHHMs HMX TEKCTOB U COKpAallaeT BpeMsS IPOXOXKAECHUS
JIOKYMEHTa I[IPY PETUCTPAITUHN ¥ UCTIOTHEHHH.

2.2.8. OT™MeTKa 0 KOHTpOJIE.
OrMmeTKka O KOHTpPOJE O03Ha4yaeT, YTO MOKYMEHT IIOCTAaBJICH Ha KOHTPOJIb B
IpoLIECCe €0 MCIOMHEHUS B LIEAX 00ECIEeUeHUsI YCTaHOBIICHHBIX CPOKOB, YKa3aHHEBIX B

ke
N
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PE30JII0IIUY, HIIH TUIIOBBIX CPOKOB MCIIOJIHEHHA.
OTMeTKa O KOHTpOJI€ HCIHONHEHHUS IOKyMeHTa .0003Hauyaerca Oyksoi «K» B
CHCTEME 3JIEKTPOHHOI'O TOKYMEHTO00O0POTA.

2.2.9. TekcT nOKyMeHTa.

Texcr nOKyMeHTa pacronaracTci MeXy 3arojOBKOM M OTMETKOH O HajiH4uH
NPpWIOKEeHUS. JIOKYMEHTBI NOJDKHBI OBITh HalKMCaHbl B OQUIMATBLHO-IEIOBOM CTHIIE.
TexkeT noxymeHTa HOKEH OBITH SCHBIM, KPaTKMM, OGOCHOBAHHBIM, 00ECIIEUHBAIOIIMM
TOYHOE U OJHO3HAYHOE BOCIIPHUATHE M3JIOKEHHON B HEM MH(OpMalny, He Oy CKAFOIIUM
Pa3IUYHBIX TOJKOBAaHUH.

2.2.10. OdopmireHHE NPUITOKEHAUIN K JOKYMEHTY.

IIpuiioxeHHs K OCHOBHOMY MOKYMEHTY NOJDKHBEI MMETh BCE HEOOXONUMBIE Ui
AOKYMEHTA 3JICMCHTEI: HAUMEHOBAaHHUE, 3ar0JI0BOK, TEKCT, IOHUCH JIML, OTBETCTBEHHBIX
32 ¥MX COAepXaHWe, [ary MU HOMEP OCHOBHOTO JOKYMEHTa, NpH HEOOXOAMMOCTH -
OTMETKH O COMIACOBAHUH, YTBEPKJICHUH U TaK Jajlee.

OTMETKY O HaIMYUM NPHIOKEHUS K JOKYMEHTY pa3MellaroT HENOCPENCTBEHHO
0/ TEKCTOM JIOKYMEHTA Y€PE3 MOy TOPHBIH MEKCTPOYHBI UHTEPBAJL.

Ecin nucbMO MMEET NpHIOKEHHs, YIOMAHYTHIE B TEKCTE, TO IIOJ TEKCTOM
JIeTIaeTCs CChIIKA.

Hanpumep:

Ipunoxenue: Ha 3 J1. B 2 9K3.

Ecmi nmuceMo MmeeT NpHioKeHHe, He YIOMSHYTOE B TEKCTE, TO YKA3BIBAIOT €ro
HaMCHOBAHME, YHCIIO JIMCTOB W KOJHMYECTBO IK3EMIUIPOB; MPU HAIHYMK HECKOIBKHX
IPUIOKEHUH UX HYMEPYIOT.

Hanpumep:

Ipunoxenne: 1. Copaeka o... Ha 2 11. B 1 3K3.
2. IIpoexT... Ha 8 i1. B 1 9K3.

Ecmu x nucemy npusaraercs DOKyMEHT, MMEIOIUMHA MPUIOKEHHA, TO OTMETKY O
HAJTMYUH IPUIOKEHUH 0)opMILIOT 1o dopMe:

Ilpunoxenue: pemenne Jymsl ropoga Buamusoctoka ot 28.02.2008 Ne 43
C IPHITOXKEHUEM, Beero Ha 13 1. B 1 aKk3.

Ko/1n4ecTBo JINCTOB HE yKa3hIBAETCS, €CIH MPHIOKEHUA COPOIIIOPOBAHBI.

Ecnn nokymeHT Hampasisercst B jBe Wid 0ojiee OpraHM3alMM, a NPHIOKEHHE K
JAOKYMEHTY HAIpaBJIACTCA JIMIIL OJHOMY M3 aJpecaToB, TO 00 3TOM CIIEHAIBHO
YKa3bIBaEeTCA:

Ilpunoxenne: obpameHue Mpanosa A.B. or 28.02.2008 Ne 11-04-01/25T'P
C MPHJIOXKEHHEM, BCero Ha-8 1. B 1 3K3. B mepBHIii aipec.

B npaBoBEIX aKTax (pEeHICHHAX, PACIOPSKCHUSX, MOCTAHOBJICHHMAX) HAJIMYUE
TPUIOKCHUI YKa3HIBAETCSA B COOTBETCTBYIOIIEH pacOpsAAUTEIbHOM YaCTH JOKYMEHTA.

Ilpy HanM4YMM HECKOJIBKUX NPHIOKEHHIA B COOTBETCTBYIONIEM MeECTE€ TEKCTa
yKassiBaeTcd: (mpunoxenue 1), (mpuwioxenue 2), (IpuioxeHue 3) U Tak jgajee.



8

HenocpeacTBeHHO Ha caMMX NPUWIOKEHUAX K JOKYMEHTY B IIPABOM BEPXHEM YITIy
KaXIOro IpuIOKEeHHs AEaeTcs OTMETKA ¢ yKa3aHWEM | Ha3BaHUS PaclopsIUTEIbHOro
JOKYMEHTa, €r0 JaThl U HOMEpa.

Hanpuwmep:

IIpunoxxenue 7

K pEUICHUIO

JyMsl roposa BrnaguBocTtoka
ot 07.12.2006 Ne 284

2.2.11. Ilognucanue JOKyMEHTA.

Ioamuces nokyMmeHTa siBisieTcsi 00s3aTeNIBHBIM PEKBU3NTOM JOKYMEHTa. B cocTaB
HOAMUCH BXOAAT: HAUMEHOBAaHHE [ODKHOCTU JIMIA, IOJIIUCHIBAIOIETO JIOKYMEHT
(mostHoe, ecaM OKyMeHT odOpMIICH He Ha OiaHKe, M COKpAIEHHOE - Ha JOKYMEHTE,
COCTaBJICHHOM Ha OJIaHKe), JIMYHAas MOAIKUCH U €€ paciIudpoBKa.

Hampumep:

He Ha OJ1aHKe:

PykoBonurens anmapara

Hyms1 roponia Bnagusocroka 110001131 (93 N.0. ®amunus
Ha 611aHKe:
PykoBonutens anmapara 110011317 (0) 3 N.0O. ®amunus

HpI/I NOATINCAHUN TOKYMCHTA HECKOJBKHMH JIOJUKHOCTHBIMH JINIAMH HUX TMTOAIMHUCHU
pacnojiararoT OAHy I110. ,upyroﬁ B ITOCIACAOBATCIIBHOCTH, COOTBG’TCTBYIOHIGﬁ 3aHUMAaeMOM
JOJIDKHOCTH.

B JAOKYMEHTAaX, IMOJArOTOBJICHHBIX KOMHCCHEH, YKa3BIBAIOTCA HE AOJDKHOCTH JINL,
COCTAaBHUBIIUX UX, a pacHpCaCICHUEC 00s13aHHOCTEH B cOCTaBe KOMHCCHH.

Hanpumep:
[Ipencenarens kKoMuccHuu MOJINKCH N.0. ®amunus
YreHpl KOMUCCHH IIOJITUCH N.O. ®amunus

13(0911915(8 3 N.0. damunna

QamMuINHU YWICHOB KOMHCCHH PACIIONaraloTes B aihaBUTHOM MOPSIIKE.

IIpm moANMCaHMK [OKYMEHTAa HECKOJBKUMH JOJDKHOCTHBIMH JIMLAMH DPAaBHBIX
JO/DKHOCTEH MX MOJIMCH PACIOIaraloTcs Ha OJHOM YpoBHE. IIpu 5TOM HauMEHOBaHHE
JOJDKHOCTH OTHEIACTCS OT JIMYHOW TNOANMCH M €€ PaCImHPpPOBKM IOJYTOPHEIM
MEXCTPOYHBIM MHTEPBAJIOM.

Hampumep:
IIpencenarens KOMUTETA 10 IIpencenarens  koMuTeTa IO
MECTHOMY CaMOYIIpaBJIEHHUIO, COLIMANIBHON TOJHWTHKE M Jeiam
[IPaBOIOPAIKY U 3aKOHHOCTH BETEPAHOB

I1 HN.O. ®amunusa
IToamuce HN.0. ®amunus OATHCD
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HpOTOKOJ'IBI KOJUICTHAJIBHOT'O OpraHa NOANUCHIBAIOTCA MPCACCIATCIECTBYIOINM
Ha 3aCcCoaHUHd M CCKpETapeM 3accaaHus. Tloamucu jornenstorcs Apyr oOT Apyra
HNOJYTOPHBIM MEXCTPOYHBIM HHTCPBAJIOM.

Hanpumep:
Ipencenatens JIymer MOANHCH N.0. Gamumnus
Cexpertaps 3acegaHus IIOANUCH N.0. ®amunus

JIOKYMEHTEIl MOAMMCHIBAIOTCA JODKHOCTHBIMM JUIaMH JIyMBI 110 BONpOCAM,
BXOJIAIIMM B HX KOMIIETEHITHIO.

CutyxeGHBIE JOKYMEHTHI TIOAMHUCEIBAIOT:

Ha 6J1aHKe nuceMa JlyMBl — pe/IceIaTeNb, 3aMECTUTENH TIpeICeIaTels,

Ha 0J1aHKe MIChMa npecenarens JlyMsl - IpeaceaTens,

Ha OnaHke mNHCbMa KomuTera J[YMBI - MpeAcefaTelh COOTBETCTBYIOMIETO
KOMHTETA HIIH €0 3aMECTHTENb,

Ha Gl1aHKe MUChMa anmapara JlyMbl - pyKOBOJHMTENb aniapara,

Ha GllaHKe muchMa oT/ena JlyMBl - ‘HayaJbHMK COOTBETCTBYIOLIErO OTAENA HITH
€ro 3aMeCTHTENb,

Ha GaHKe 3aKIIOYEHHs MPABOBOTO OTIEA - HAYaJbHUK IPABOBOIO OTHENA MIIH
JIMLO, UCTIONHAIOIIEE €T0 00A3aHHOCTH,

Ha GJlaHKe IUCchMa JeryTara JlyME! - JenyTar.

PacniopsanaurenpHble JOKYMEHTHl (paclopsiKeHHs, IIOCTAHOBICHHS) H3IaeT |
TMOANKCHIBAET Npefcearens J[yMbl, a B €ro OTCYTCTBHE 3aMECTHTENb, HCIIOMHAIONIMIA
00513aHHOCTH npesicenarens JyMbr.

Pemenns  JlyMBl  NOAUMCHBAIOTCS — mpeaceateneM  JyMBl M
Tpe/CeNaTeNbCTBYIOIMM Ha 3aCEIAHNH.

Pemenns koMuTeroB JlyMsl IOMNUCHIBAIOTCA MPECENATENIMA KOMUTETOB WITH HX
3aMECTHTEIIAMH.

Iloamucy  orhensercs OT NOCIHENHEH CTPOKH -TeKcTa 2-3  OXMHAPHBIMH
MEXCTPOYHBIMHM HHTepBalaMd. HaMMEHOBaHME JOJDKHOCTH B PEKBH3HTE «IIOIHCHY
neyaTaeTcsi OT JI€BOH IPaHMIBI TEKCTOBOTO TONS Yepe3 OIMHAPHBIH MEKCTPOUHEIH
MHTepBal. PacmmgppoBka mNOANMCH pacmonaraeTcas Ha ypoBHE TNOCHENHEH CTPOKH
HAMMEHOBAHMA JOIDKHOCTH € IIPOGEIOM MeXAy MHULManaMu U damunueit. ITociennas
6ykBa B pacluMppoBKe TIOANKICH OrPAHHIHUBACTCS IPABBIM MONEM.

Hanpumep: -

HenyTar oT eAMHOro U36UpaTeILHOTO OKpyra HOATIUCH N.0. Gamuus

He nomyckaercst momnucanne JOKyMEHTa, Ha KOTOPOM 0GO3HAYEeHB! JOJKHOCTh U
damMunusa  omHOrO MOMKHOCTHOTO JIMIA, IOPYTMM JO/DKHOCTHBIM JIMUOM  (IyTem
NpPOCTaBICHUA NpEAJiora «3a» WIM HAKIOHHOM depThl Tiepel HauMEHOBAHHEM
JOIKHOCTH). BHECEHHE B MoANUCcaHHBIe JOKYMEHTHI HCTIPaBICHHI He paspelaercs.

2.2.12. YTBep)aeHNE TOKYMEHTA.

JIOKyMeHT, TNomNe)amuil yTBEPXKICHUIO, NpUOOpeTaeT HOPUINYECKYIO CHILY
TOJIBKO C MOMEHTA YTBEPKICHHUS.

JIOKYMEHTHI yTBEPIKIAIOTCS JOIDKHOCTHBIM JIMIOM (HOJDKHOCTHBIMH JIMUAMHU) WU
CNELHATIBHO M31aBa€MbIM PACIIOPSAAUTENBHBIM aKTOM.
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JoxymeHTHl B JlyMe yTBEpXKAarOTCS npezcenatenem JyMBb1, pykoBoguTenem
anmapara [[yMmbl, HadajdpHHUKaMH OTHENOB J[yMEI, B KOMHeTeHHI/IIO KOTOPBIX BXOIUT
pelIEHHE BOIIPOCOB, U3JI0KEHHBIX B YTBEPXKJIAEMBIX IOKYMEHTaX.

YTBepKIACHUE NOKYMEHTOB IPOU3BOIMTCS NPOCTABICHUEM Tpuda YTBEPKIACHUS
WIM H3JaHHEM DAclOpsAAWTENBHOIO JOKyMEHTa (B cCiydasx, Korga TpeOyroTcs
JIOTIOJIHUTEILHBIE NIPEANUCAHNAS U Pa3bACHEHHUA).

YTBEpPKICHUE TOKYMEHTA IPOM3BOJIUTCS IIOCHIE €r0 HOAMHUCAHHS.

I'pud yTBepkAeHUsA pacronaraeTcs B IPaBOM BEpXHEM YOIy MEPBOTO JIUCTA
JOKYMEHTAa.

IIpy yTBEpXKICHUN NOKYMEHTa JOJDKHOCTHBIM JIMIIOM IpU() YTBEPIKIAECHUS COCTOUT
u3-cioBa YTBEPXK/IAIO (Ge3 kaBpIuek), IOJIHOr0 HAMMEHOBAHHS HOJDKHOCTHOTO JIHLIA,
YTBEPKAAIOLIETO JOKYMEHT (BK/IIOYasi HAMMEHOBAHUE OpPraHU3alliH, eCIM OHO HE BXOIUT
B COCTaB PeKBHM3UTa OJIaHKa), IMYHOH MMOMIKCH, ee PaciinPOBKA U JaThl YTBEPKICHUS.
CTpokM peKBH3HTa «IpUG YyTBEPXKACHHS NOKYMEHTa» BEIPABHUBAIOTCA 10 JIEBOMY Kparo
OTHOCUTENBHO clloBa «Y TBEPXKJIAIO». JInuHa cTpoky He H0JIKHA MPEeBHIMATh 70 MM.

Hanpumep:

YTBEPXJIAIO
IIpencenarens Jlymer
roposa BnaguBocToka

N.O. damuinug

(mojrmce)
(nata)

Ilpy yTBEpKAEHMH JOKYMEHTa HECKONBKMMHU JOJDKHOCTHBIMH JIMIAMH TPHQHI
YTBEPXKACHHUSA PACIoNaraloTcs Ha OQJHOM YpOBHE.

Ilpu yTBEpKACHMM NOKyMEHTa IIOCTAHOBJICHHUEM, DACHOPSIKECHHEM, PEIICHHEM,
IPOTOKONIOM Ipu¢ yTBepKAeHUS cocTouT u3 cioBa Y TBEPXJIEHO (Ges kaBbIyek),
HalMEHOBAaHMsA YTBEPXKIAIOIETO JOKYMEHTa B TBOPDHUTEIBHOM MaJexke, €ro Aathl H
HOMeEpa.

Hanpumep:

YTBEPXJIEHO
pemenueM lyMbi
ropoza BrnaguBocroka
o1 07.12.2009 Ne 284

Cioosa YTBEPXJEHO u YTBEPXJEH coriacyiorcas B pome M YHCIE <
HAaHUMEHOBAHHWEM JOKyMeHTa: monoxenne — YTBEPXIEHO, wuHcTpykuma -
YTBEPXJIEHA, nnan meponpusatuii - YTBEPXK/IEH.

2.2.13. CornacoBaHue IOKyMEHTA.

CornacoBanve mOKyMEeHTa oGopMiseTcs BHU30il Ha JOKyMEHTE WiM Ipupom
COTrJIacOBaHHS.

I'pud cormacoBanust pacmonaraercs HIKE MOIANMACH HA JMUEBOH CTOPOHE
JIoKymeHTta B BkiouaeT B c¢eOs cnoBo COI'NTACOBAHO, HanMeHOBaHUE NOJKHOCTH
JIMIIa, ¢ KOTOPBIM COIJIaCOBBIBAETCS JOKYMEHT (BKJIOYas HauMEHOBAaHHE OpPraHU3allvH),
JUYHYIO IOAINCH, pacliM$poBKy MNOANUCH U JAaTy COIJacoBaHUA. DJEMEHTH rpuda
COIJIACOBAHUS MEYaTarOTCs Yepe3 OJNHAPHBIA MEXKCTPOYHBIN UHTepBai. JIMuHas MOAMUCH
PYKOBOAMTENST M €€ pacludpoBKa OTAEHAIOTCS OT HAUMEHOBAaHUS JOJDKHOCTU
NOJTYTOPHBIM MEXCTPOYHBIM UHTEPBAJIOM. -
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Hanpumep:

COTJIACOBAHO
3aMecTUTENb Mpeceaares
Hymsl ropoaa Binagueoctoka

N.0. ®amunus
(mommice)
(nara)

Ecnu cornacoBaHye NpoU3BOJUTCS MOCPEICTBOM MUCHMa, TO Ipr¢) COINIACOBaHUS
0hOpMIISETCs CIEAYIOIUM 06Pa3oM:

COI''TACOBAHO

IMrceMo MuHHKCTEpCTBA PUHAHCOB
Poccuiickoit ®enepanyun

ot 10.12.2006 Ne 03-17/345

2.2.14. OtMeTKa O 3aBEpPEHUH KOIIHH.

Komust 10KyMeHTa — JIOKYMEHT, IOJHOCTBIO BOCIPOM3BOAALIMN HMHMOPMAIHIO
NOJUIMHHOTO JTOKYMEHTa M €ro BHEIIHWE IMPU3HAKU WIH YacTh MX, HE HMMEIOLIUii
IOpHINYECKON CUIIBL.

3aBepeHHas KOMUs JOKyMEHTa — KOIHs JOKYMEHTa, Ha KOTOPOH B COOTBETCTBUH C
YCTaHOBJICHHBIM TIOPSIKOM IIPOCTABISIOT HEOOXOINMBIE PEKBH3UTHI, NPUIAIOIIME €if
IOPHINYECKYIO CUITY.

J7st 3aBepeHHs COOTBETCTBUA KONMHM JTOKYMEHTa NO/UIMHHUKY HIDKE PEKBU3HTA
«Ilommucey» NpOCTABJIAIOT OT IPAHUIIEI JIEBOrO ION JOKyMeHTa (6€3 ab3allHOTO OTCTYIA)
3aBCPUTEIIBHYIO HAANMCH «BepHO», yKa3hlBalOT HAaUMEHOBAHHME JMOJDKHOCTH JIHMIA,
3aBEPHUBILETO KOIHIO, JINYHYIO IIOANHKCH, PaCITH(POBKY HOAIUCH (MHUIIHAJIEI, HaMUiIHs)
U J1aTy 3aBepeHus.

Hanpumep:

BepHo
Havanenuk obrmero otaena JIymsr - MOJIITUCH N.O. Oamunus

Jata

Ilpu 3aBepeHHM KOMHM JOKyMeHTa 00BEMOM Gojiee OQHOTO JIMCTa JOKYMEHT
TNPONIMBAETCS HUTKAMH, KOHIBI KOTOPBIX BEIBOJATCA Ha OOOPOTHOI CTOPOHE IOCIEIHErO
nucra. B Mecrax CKpeIuieHHs HakiIa[blBacTCs HAKIEeHKa ¢ 3aBEPHUTENHHOM HAIIHCHIO
(mpunoxenue 30).

OTMeTKa O 3aBEpEHMU KONHUM YIOCTOBEPSETCA OTTHCKOM COOTBETCTBYIOMIEH
1IeYaTH.

HomyckaeTca 3aBepsATh OTMETKON «BepHO» KaXIblif JIMCT MHOTOCTPAHHYHOMN
KOIHNH TOKYMEHTA.

JIOKyMEHTBI MOTYT 3aBEpATHCS IMpPU HAJIUYUU MOMJIHMHHUKA WIH JOKYMEHTOB,
HOATBEPXKIAIOLIMX  €ro  BhJayy. 3aBepuTeNbHas HAANUCh HA  JIOKYMEHTax,
HOATOTOBJIIEHHBIX B CTPYKTYPHBIX TOJIpAa3feNeHUsX, O(OpMIIAeTCSs HaYaJIbHUKOM
COOTBETCTBYIOILErO CTPYKTYpHOro mnoppaszaeiacHus. OTTHCK COOTBETCTBYIOUIEH NedaTu
Ha 3aBepsEMOM JOKyMEHTE IpocTaBiseTcs B obmeM otaene JlyMal.



2.2.15. OT™MeTKa 00 HCHONHUTENE,

OtmeTka 06 HCTONHHUTENE MOKYMEHTa IIPOCTABISAETCS HA JIMLEBOH CTOPOHE
NIOCJICIHETO JINCTa JOKYMEHTa B HIKHEM YITy OT JIEBOM I'paHMIBI TEKCTOBOIO MOJSA M
BKIIFOYAET B €0 UMs, OTYECTBO, GaMIIIHIO (IIPOMHCHIBAIOTCA TOJHOCTHIO) UCIIOMHUTENS
M HOMEp ero TejieoHa, KOTOPHIE NIeYaTaloTCsl yCTaHOBJICHHBIM mprdTom Ne 11.

Hanpumep:

Hmsa OryectBo Qamunus
24322 52

Ecnu mucemo IIOATOTOBJICHO HECKOJBKUMH I/ICHOJ'IHI/ITGJI}IMI/I YKa3bIBAaCTCA
OCHOBHOI HUCIIOJIHUTECIIb, B YbH 00513aHHOCTH BXOIII/IJ'IO 0600menue I/IH(i)OpMaI_[I/II/I
COHUCITOITHUTEIIEH U IIOJITOTOBKA OKOHYATEILHOIO OTBETA.

2.2.16. OtmeTKa 00 HCTIONHEHNH JOKyMEHTA ¥ HANIPABJICHHH €T0 B JEJIO0.

OtMeTka 00 WCIONHEHHH NOKYMEHTa WM HAIPABJICHHM €ro B JET0 COACPIKHT:

KpaTKyIO CHpaBKy 00 UCIIOJHEHHMH CO CCHUIKOM HAa CBHUAETENLCTBYIOIUIT 00 3TOM
JIOKYMEHT (€Cli OH €CTB);

cioBa «B neno» u mHAekc nena, B KOTOPOM GydeT XpaHHThCA TOKYMEHT (3Ta
OTMCTKa CBUICTEIBCTBYET O TOM, YTO paboTa HajJ JOKYMEHTOM 3aBepIleHa), MMOAIMUCH
UCIIONIHUTEIA, AaTy HAllpaBICHUS JOKYMEHTA B JETIO.

2.2.17. OTMeTKa 0 HOCTYILICHAHN JOKYMEHTA B OPTraHU3ALHIO.

OT™eTKa O MOCTYIUIEHMH JOKyMEHTa IPOCTaBIseTCs B (OpME IITaMna B [PaBOM
HIKHEH YaCTH JIMUEBOH CTOPOHHI IIEPBOTO JIMCTA JOKYMEHTA.

HItamn BKItO4aeT B ce6s: HAMMEHOBAHHME IIPEJCTABUTENFHOTO OPraHa MECTHOTO
camoyrnpasineHus — Jlyma ropona BiagusocToka IIpuMopckoro Kpasi, perucTpanoHHBIIH
HOMED JOKYMEHTA, JaTy MOCTYIUICHUS.

2.3. Oco0eHHOCTH NMOATOTOBKH, 0()OPMJIEHHS H COIIACOBAHMS
OTAEJIbHBIX BUAOB JOKYMEHTOB Y

2.3.1. HopMaTHBHbIEC IPaBOBHIE AKTHI.

JlyMa 1o BompocaM, OTHECEHHBIM K €€ KOMIIETEHUMH, IPUHHUMAET
MYyHHIMITAIBHEIC TIPABOBBIE aKTHI ropojia BiiaguBocToka, ycTaHaBIMBAKOLIME IIPaBUIIA,
o0s3aTeNIbHEIE JUIA HCTOJNHCHHS HA TEPPUTOPMH TIopoja BiaaMBocToKa, a Takke
PELICHHUSA 110 BOIIPOCAM OPraHM3aLUU JAEATEIbHOCTH JIyMEL.

IIpoeKTs MyHMIMIATBHBIX TIPABOBBIX AKTOB MOIYT BHOCHTBCA JENyTATAMH
JlyMel, ee KOMHTeTamu, TIJIaBOi ropoja BiaaMBOCTOKa, IIPOKYpPOpPOM ropoja
BiamuBocroka, BaagMBoCTOKCKOH —ropoackodl  MyHHIMITAIBHOM n30upaTenpHoM
komucchert, KOHTponpHO-CUeTHON manatoif ropoga BiaauBocroka, opraHamu
TEPPUTOPUANBEHOTO OOIIECTBEHHOrO CaMOYIPABICHHS, HHUIMATABHEIMM TPYIIAMH
rpaxiaH.

ITopsiiok BHeCEeHHA TNPOEKTOB MYHULHMATBHBIX MPABOBBIX AKTOB, IEPEUYCHb W
¢opMa mpuIaraeMeIx K HIM JOKYMEHTOB yCTaHOBJIEHBI PernamenToM J{yMbl.

IMopsok NpOXOXKIAECHHA U COIVIACOBAHUA IPOCKTOB pemnenuit Jlymsl u MIIA
(majiee — IPOEKTHI) OCYIIECTBIAETCA B CIEAYIOLIEH HOCIER0BATENEHOCTH:

MHULKATOP (aBTOP) MPOEKTAa BHOCUT NPOEKT B JlyMy Ha ums npejaceaarens JyMsl
B COOTBETCTBUHU ¢ Permamentom JlyMmsr;

OOIHMI OTAEN OCYLIECTBISET NMPOBEPKY BHECCHHOTO INPOEKTA B COOTBETCTBHH C

g



13

myHkToM 3.2 HacTosAmed MHCTpYKIMH, PErHCTPUPYET €ro B CUCTEME BJIEKTPOHHOIO
JOKYMEHTO00O0pOTa U IIEpE/IacT €ro Ha pacCMOTPEHUE TpeaceaaTenio JJyMel;

npeacenarens JlyMel onpeaenser npodmnsm;m KOMHUTET s paboThl Haj
HPOEKTOM;

o0mmii oTaen oGopMIISET JIHCT COMIACOBAaHUS K HPOEKTY, CONPOBOIUTEIHLHOE
MHCEMO U 3a IOAINKCHIO Npeaceaarens J{yMmel HanpaBn;IeT IIPOEKT BO BCE KOMHUTETHI, B
MpaBOBOM  OTAEN,  OPraHM3aUMOHHBIA  OTHEN B CHCTEME  AJIEKTPOHHOTO
JAOKYMEHTOO0O0POTa, NIPOKypopy roposa BiaausocToka u riase ropoja BiaguBoctoka B
OymaxkHoM ¢dopMaTe s HOATOTOBKM W TIPEJACTABIECHMA 3aKIIOUEHMH, 3aMEeYaHHH M
npeanoxenuid. OpuruHan BHECEHHOTO MPOEKTAa C JIMCTOM COIJIaCOBAaHMSA INEPENaeTCs B
NpOQUIBHBIA KOMUTET.

CoelManyicTsl OpraHU3alMOHHOTO OTAENa B JICHb MOIYYEHUS IIPOEKTa depes
CHCTEMY JICKTPOHHOTO JOKYMEHTOOO0POTa CO3MAIOT 3JIEKTPOHHYIO KApPTOUKY MaclopTa
BOIIpOCa B CJIy4ae MOCTYILICHUS NMPOEKTa pemenus J{yMsl, TH60 dIEKTPOHHYIO KAPTOUKY
Nacropra IMpOeKTa W PETrUCTPALMOHHYIO KapTOYKy Hacmopra | YTeHHs B cliydae
HOCTYIICHHS [TPOEKTa HOPMATHUBHOTO MIPABOBOT'0 aKTa. ¢

3aKifoYeHHe MpPaBOBOIO OTAENa Ha TNOCTYHHBUIMIA TNpPOEKT O(OopMifeTcs Ha
OnaHKe 3aKIOYeHHs NpaBoBoro oriena Jlymsl (mpuiioxenue 17) U perucTpupyercss B
CHUCTEME  3JICKTPOHHOIO  JOKyMEHTOO0OpOTa CHeNHaINCcTaMH  OOINEro  OTAena.
IIpy HanpasjeHMH NPOEKTA 3aKMIOYEHHS Ha PETMCTPALMIO CTEHMATHCTAMH HPAaBOBOIO
oTIeNna B 0043aTe/bHOM HOPAAKE IIPOCTABIIAETCA OTMETKA, K KAKOMY acliopTy BOMpOca
(macnopTy 4TeHMS) HOPMATHBHOIO NPABOBOTO aKTa OHO OTHOCHTCA. [TO/NMMCaHHBIA W
3apCrHCTPUPOBAHHBIN  JK3EMIUIAD 3aKIOYEHHMA MPABOBOTO OTAENa B OyMakKHOM
BapUaHTe MeEpeJacTcd B NPOQWIbHBI KOMHTET I8 BKIIOYEHHUS €ro B IAKeT
AOKYMEHTOB, NPHJIAra€MbIX K OPUTHHATY ITOCTYIUBIIETO [IPOEKTA.

Ipunsreie Jlymoli HOpMaTHBHEIE LIPABOBBIE aKTHI JOPaGaTHIBAIOTCA B IIPABOBOM
OTZENe B COOTBETCTBUHU ¢ (OHOrpaMMoii 3acenanus. [IpoBoanTCs IpOBEpKa CoEPKAHUSA
W JINHTBUCTHYECKAs 9KCIEPTH3a NPHUHATOrO aKTa B CPOKH, yCTaHOBJIEHHBIE Pernamentom
Hymbi. Ilo pesynpraraM IpOBepKH CONEPXAHUS NPHUHATOTO AaKTA CHELHATHCTEHL,
OTBETCTBEHHbIE 332  J0pabOTKYy, BHU3MDYIOT €0 B  CHCT€ME  3JIEKTPOHHOTO
JOKYMEHTO000pOTa, B 6yMaXHOM BapHaHTe Ha O0OPOTHOM CTOpPOHE KaXJIOro JIUCTA, a
TaKXKe B COOTBETCTBYIOINUX IpadaxX Ha JIUCTE COrJIaCOBAHUA. :

Pemenus Jympl, MyHWIMNaJbHBIC IIPaBOBEIE aKTHl TIopoja BiammBocToka
odpopmisioTcs Ha repOoBBIX OnaHkax. OOpasusl OQOpPMIEHHA TMPUBEICHH B
npuioxenuax 31, 32 k Hacrosmeit MHCTpyKImH. ‘ ‘

IlpoBepeHHBIE M 3aBHM3HMPOBAaHHBIC INPABOBEIE  aKTBl  IEPEAAIOTCA B
OpraHM3alMOHHBIN oT/AeN JlyMsl U1 HalpaB/ICHHUA UX Ha IOJIUCH npeaceaarento JyMel.

Pemennst JlyMBl IOANMCHIBAIOTCS MPEACENATEBCTBYIOMMM Ha 3aceaHuu JlyMbl,
TPUHATHIC MyHULMIATILHBIE TIPABOBEIE AKTHI - IMIABOM ropoja BiaausocToka.

ITommucaHHbIE IIPABOBEIE AKTHI NIEPEAAIOTCSA Ha PETMCTPALMIO B 06LIMA oTaen JlyMbl.

Pervictpanuss NpaBOBBIX aKTOB BEAETCA C  HCIOAB30BAHHEM  CHCTEMBI
BJIEKTPOHHOTO INOKyMeHTooOOopoTa. Crenuanuct obumero otiena Npy PerucTpalyn
JOKyMEHTa 3aIlOJIHACT JJIEKTPOHHYIO PErMCTPALIMOHHYIO KapTouky (mprioxeHue 33).
OnexTpoHHas 0a3a JaHHBIX AYOIUpyeTcs 110 OKOHYAHMM TrOJa pacleyaThiBaHUEM Ha
OyMa)KHBI HOCHTETb. .

ITpunareiM pemenusaM [lyMbl NpHCBauBaeTcsi MOPAJIKOBBIA HOMEp IO €IMHOM
HyMepanuu, KOTopas BeAeTCs ¢ Hayaja M JO KOHLa co3biBa. JlaToil perucrpaiiu
pewenuii  Jlymbl sgBiIeTCs JaTra HMX MNpUHATHA Ha 3aceqaHud Jlymsel, KoTopas
otdopmnsercs HupoBeM criocobom (Hanpumep, 03.02.2010).
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IIpn peructpaumym MyHMIMNAIBHBEIX TPABOBBIX | aKTOB ropoja BiaauBocToka
1I0CJIe TIOANMCaHUs MX TJIaBOM ropojaa K MOpsSAKOBOMY HOMEpPY depe3 THpe J00aBJseTCs
mutep «MITA». [latoii perucrpallid MYHHULMIAIBHBIX [PaBOBBIX AakTOB Topoja
BrnaguBocToka sBNseTCS AaTa MX IMOJNMCAHMs [NIaBOW ropoda, KoTopas ogopMisercs
clIOBECHO-LIMPpoBBIM crtocoboMm (Hanpumep: 03 deBpans 2010 roma). Permcrpanmus
NPUHATHIX MYHULMNAIGHBIX NPABOBBIX aKTOB ropoja BiaauBocToKa BeaeTCA MO €AMHOM
HyMepalMu ¢ Hayajia U JI0 KOHIA CO3bIBA.

O6umii oTmen OCYHIECTBISET PACCHUIKY KOMUH MPUHATHIX pereHuii JIymsl,
MYHHIMIAIBHEIX TPaBOBEIX aKTOB ropoja BiaJMBOCTOKa, 3aBEPEHHBIX COOTBETCTBEHHO
nedataMu «J{nga  pemenuity, «Jlag MyHUIMDAJIBHBIX IPaBOBBHIX aKTOB», COIIACHO
yKa3aTelto pacChUIKHU B JIUCTE COTTIACOBAHMUA.

O6wmmii oToen OCyHIECTBISET PACCHUIKY IPHUHATHIX HOPMATHUBHBIX IPABOBBIX
aKTOB COITIACHO YKa3aTeJ0 PACCHUIKH B JIHCTE COTTIACOBAHMS.

IepBeie 3K3eMIULAPHl pemieHUHA JyMBI M MYHHIUINAIBHBIX IPAaBOBEIX aKTOB
ropoja BiaauBocToka xpaHarcs B obmeMm otaene J[ympl B OyMaKHOM BapHaHTe W B
CHCTEME JIEKTPOHHOTO JIOKYMEHT0000pOTA.

OpuruHan BHECEHHOrO MpOEKTa, MOCHe MPUHATHS M0 HeMy peleHus J{yMEl, ¢
3aIT0JIHEHHBIM JIUCTOM COTJIaCOBAHUSA U BCEMH NPWIOKCHHSAMH CIACTCH CIELHaIMCTOM
OpraHM3alMOHHOro otxAena Jlymsl B oOmmii otaen J[yMe! Ha XpaHeHue., |

Pemenns komuteToB [lyMBl meuataloTcs Ha repOOBBIX GilaHKax yCTaHOBJIEHHOM
(OpMBI M MOANHMCHIBAIOTCS MPENCENATENBCTBYIOIMM Ha 3aCeIaHAK KOMHUTETA J[yMEIL.

Pemienus, npunsThie KoMuTeTaMH J[yMBI COBMECTHO, IIOAMHCHIBAIOTCS
COOTBETCTBEHHO IpeJiceaTeIIMU 3TUX KOMUTETOB.

IlpunsaTeiM  Ha 3acefaHMd KomuTeTa JlyMBl pELICHHSAM MPHUCBAaHBaeTCA
NOPSIKOBBIT HOMEp IO €AUHON HyMepalliH, KOTOpas BEAETCA ¢ Hayaja JO0 KOHIA
CO3BIBa. Perucrpanus NMpUHATHIX PEIICHUN OCYINECTBIACTCS C UCIOJIL30BAHUEM CHCTEMBI
3JICKTPOHHOTO JOKyMEHTOO0OpOTa, KOTOphIE €XEKBapTaJlbHO pACIEeYaTHIBAIOTCS Ha
OyMaXXHbIi1 HOCHTEJIb. '

ITepBhie 3K3eMILIAPBI PELIEHUT CO BCEMH NPUIIaraeMbIMH JOKYMEHTaMH XPaHATCH
B KoMuTeTax [[ymel.

. 2.3.2. Pacniopsixenus (IIOCTaHOBJIEHHMS) TIpeacenates J{yMel.

Ilo omepaTHBHBIM, OpraHM3alMOHHBIM, KaJpOBBIM K JPYTMM BOINPOCaM
aeareyibHOCTH JIyMBI M ee anmapara B IIpellesiax CBO€H KOMIIETEHIMH IpejiceaTenb
JyMBI U3/1a€T pacriopsHKEHHS U IIOCTaHOBJICHHS.

B orcyrctBue mnpencemarens [dymsl pacriopspkeHus (TIOCTaHOBJICHHS) H34A€T
UCTIOJIHAIOLIME 00513aHHOCTH Tpeaceaarens J[ymeol.

- Ilpoextnl.  pacnopsokeHuit (TIoCTaHOBJICHMI) npeAceaares Jymsl
HOATOTaBIMBAIOTCS pabOTHMKamMu anmapara JIyMBI Ha OCHOBAaHHH TOpPYYEHHIH
(yxasaHwmif) npeacenarens J{yMsl, pyKOBOAUTENS anmnapara J[yMEl.

IIpoexTsl pacnopsbkeHuil (ocTaHOBJIEHU) mnpencenarenas JlyMbl MO0 KaApOBHIM
BOIIPOCAM TOTOBATCS CIECLMAINCTOM, OTBETCTBEHHBIM 3a BEACHHE KaJpOBOTO ydyeTa
JyMEl.

IIpoekTrl pacnopspkeHuit (MMOCTaHOBAEHUI) mpeacenarens J[yMsl Ha CTaguu UX
HOJTOTOBKH SIBJIAIOTCS KOHGUIEHI[HATBHBIMU.

He normyckaercst coBMelIeHHE B OAHOM AOKYMEHTE PaclopsHKEHHs IO OCHOBHOH
JEATEIBHOCTH C PACIOPSHKEHUEM T10 JIMYHOMY COCTAaBY.

[lpu moaroroBke pacnopsokeHus (TOCTaHOBICHWs) mnpeacedarens J{yMel
MCTIONB3YIOTCS COOTBETCTBYIOIIME OJIaHKU JOKYMEHTOB.
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OdopmieHre pacnopskeHMH 10 Ka[IpOBBIM BOIPOCAM —OCYNIECTBIAETCA B
COOTBETCTBHHU C JIOKAJIbHBIMM HOPMAaTUBHBIMH akTaMu JlyMbl, YTBEP)KIAIOMMMH (BOPMBI
NEPBUYHON YYETHOH JOKYMEHTAIUH [0 YUETY TPYyAa U €r0 OILIATHI.

IIpoextsl pacnopspkeHuit  (MOCTaHOBIEHWM) mnpencematens JIyMbl® Q0 MX
NoJnMcaHus corjacossiBaroTca. CoryacoBaHue oQOpMIISIETCS HAa OTHEIHBHOM JIUCTE
«JInucre cornmacoBanusny (npuiioxeHne 34) MyTeM NMPOCTABJICHHS BH3 COOTBETCTBYIOIIUX
JNOJDKHOCTHBIX ~ JMI{  JUO0 ¢ HCIOJNB30BAHUEM  CHUCTEMBI  DJIEKTPOHHOTO
JHOKyMeHTooOOpoTa. Busa BimouyaeT B ceGsS pPEKBU3UTH: HAaUMEHOBaHHE JODKHOCTH,
JTMYHas NOANHKCH, €€ pacli(poBKa U 1aTa BUSUPOBaHHUS.

Iopanok pacnonoxeHus JOKHOCTEH B IUCTE COTIACOBAHUS CHCYFOIIHIA:

PYKOBOAMTEND arnapara J[yMer; =

HayaJIbHUK IIPaBOBOrO OTHEa;

HaYaJIbHUKU OTHAENOB, UMEIOUIHE NPSIMOE OTHOLIEHHUE K COAEPXKAHHUIO POEKTA.

Ha pacnopsxeHus npencenatens J[yMpl 0 IpeJJOCTaBICHAH OTITY CKOB pabOTHHKAM
JICTBI COIIACOBaHUA HE ODOPMIIAIOTCH.

Cnenyanuct, MOATOTOBUBIIMH MPOEKT  PACHOpSUKEHHA  (IIOCTAHOBJICHHS)
npezcesarens JyMel, IPOCTABISET CBOIO IOAMNCH B HIDKHEM JIEBOM YITy 06OPOTHOM
CTOPOHBI KaXJOT'0 JIUCTA IPOEKTa.

Ilocme  mpoBefieHHs  NPOBEPKM  CONCPXKAHHMS  IPOEKTa  PACHOPSKEHHS,
HOCTaHOBJICHHS Ipeacenarens Jdymsl Ha Oymare Ha 060pPOTHO# CTOPOHE KaXKIOro JKUCTa
NPOCKTa B HW)KHEHW €ro 4aCTU CBOM MOJMKMCH CTAaBAT CIICLUAIMCT, OTBETCTBEHHBIN 3a
NPOBEICHHE TMHIBHCTHYECKOH SKCIIEPTU3EL, U HAYAJIBHUK IIPABOBOTO OTAEA.

Ecnu B nponecce 1opaboTky B MPOEKT BHOCATCA CYIIECTBEHHBIE M3MEHEHHS, OH
NOIIEKUT MOBTOPHOMY corlacoBaHHMIO. IloBTOpHOE cornacoBaHue He TpebyeTcs, eciu
opy opabOTKEe B NPOEKT JOKYMEHTa BHECEHBI YTOYHEHMs, HE W3MECHHUBILUE €ro
comepkanus. IlepeBu3rpoBaHye U3MEHEHHBIX JINCTOB JIOKYMEHTa 00A3aTENFHO BO BCEX
cllyJasx.

3amMeuaHMs IO IPOEKTY AOKYMEHTa, €CJM II03BOJIAET MECTO, M3/Iaralorcs Ha
«JIucte cormacoBaHUsA» WM Ha OTIENBHOM JIMCTE, O YEM JellaeTcs moMeTka Ha «Jlucre
COTJIaCOBaHMA» - «3aME€YaHHs MPWIATAIOTCS», JIMOO C HCIOJB30BAHUEM CHCTEMBI
3NIEKTPOHHOr0 J0KyMeHTO000poTa. ColepikaHHe 3aMEYaHHil B 00S3aTENBHOM MOPAAKE
JOKIaBIBACTCA TIpeceAaTeN o J{yMbl, OIIHCHIBAIOIIEMY JOKYMEHTHI.

CornacoBanue NPOEKTOB PACIOPSKEHUM, MMOCTAHOBICHHUH npencenarens JyMEl,
KaK IpaBUlIO, [O/UKHO IIPOBOAWTBCA Oe3oTiaraTeNbHO, a ecli  Tpedyercs
CTHIIMCTUYECKOE WM TEXHUYECKOE PENAKTUPOBAHHME WU JOMOJIHUTEIBHOE U3YYEHHE U
npopaboTKa BOIpoca, - B TEYCHUE TPeX pabounX JHEHH.

Ha oGoporHoii cropoHe «JIucTa corylacoBaHUs pacoOpsXKEHHS IIpelceaaTeis
Hymei», «JIucta cornacoBaHMs IOCTAHOBJIEHUS mnpeacenareis JyMB» 3amojiHsAercs
yKazaTejb PacChUIKH, COACPIKAILUM MEpEeYeHb afpecaToB, KOTOPHIM CIIEAYET HAlPaBHTh
JNOKYMEHT HJIM BBIIMCKY H3 Hero. HauanpHMK oOTAena, MOATOTOBUBIIMA MPOEKT
JOKYMEHT4, HECET OTBETCTBEHHOCTh 3a 3alONHAEMBIN yKas3aTeldb pacChUIKH. «JIucrt
COIJIaCOBAHMUA» MOMINCHIBAET HAYAIbHUK OTAENA, [IOATOTOBUBLINI IIPOEKT JOKYMEHTA.

OTBETCTBEHHOCTh 32 KAauecCTBO IOATOTOBKH TMPOEKTOB  PaCIOpPSKECHUM,
NIOCTaHOBJICHUH HpecelaTeNsl, X COTJIACOBAaHUE HECYT UCIIOJHUTEIH, KOTOPhIE MOTOBAT
3TU TOKYMEHTEHI.

OOmwmit oTnen He MPUHMMAET K PErMCTPAaLMM JIOKYMEHTHI C HE3alOJHEHHBIM
HaJuiexamuM obpa3oMm «JIMCTOM corjgacoBaHus», a TakkKe JIHCTHI KOTOPHIX He
3aBU3UPOBAHBI OTBETCTBEHHBIMH JIMLIAMHU.
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23.2.1. TpeboBaHus K OQGOPMIECHHIO paclOpsKeHHH  (IIOCTaHOBJICHHIA)

npeacenarens [ymel.

Pacmiopsbkenne (mocraHoBneHue) mnpencenareds JIyMsl IODKHO —COAEpIKarh
JOCTOBEPHYI0O M apryMEHTUPOBaHHYI0 MHQOpMalMio, IO QopMe U COAEPKAHHUIO
COOTBETCTBOBATh JCHUCTBYIOLIMM 3aKOHOAATENIBHBIM, JPYTMM HOPMATHBHBIM IPABOBLIM
aKTaM, KOMICTCHIIMH J[yMBbl, COCTOATh M3 JAKOHUYHBIX MPEIIOKEHHUH - Mpeanucadmii ¢
OPSAMBIM TTOPSIIKOM CJIOB, HE JOMYyCKaTh Pa3IMYHBIX TOJKOBaHMM, OBITH TIIATEIHHO
OTPEJAKTUPOBaHHBIM, KOHKPETHBIM M peanpHbIM. Copepkalmipecss B pacloOpsiKEHUM
(TIOCTaHOBIIEHHH) TOPYYEHHS MOJDKHBI YUUTHIBATH MOJOKEHHS paHee H3JAHHBIX 10
JOaHHOMY BOINPOCY paclopsHKEHUH (MOCTaHOBIECHUH).

IIpoext pacmopsskeHus (TIOCTaHOBiEeHWsA) mpencenarens JyMsl JOMKEH
COZIEp)KaTh 3arojIOBOK. 3arojIoBOK B PacHoOpsDKEHHH (TIOCTAHOBJIEHHM) OTBEYaeT Ha
BOIIPOCH! «O 4eM?» («0 KOM?»), BKIIOYAET €ro KPaTKOe COAEPIKAHUE U JOJKEH CTPOTO
COOTBETCTBOBATh IE€PEYHIO JCHCTBMH, IPENNUCHIBAEMBIX OOBEKTY VIPaBICHHS B
pacIopsAIUTEIbHOM YacTH TEKCTa. B 3arojioBkax pacnopsuKeHHI MO JMYHOMY COCTaBY
BKJIIOYAIOTCS HAaUMEHOBAaHME [EHCTBHS, HMHUUMAIBL, (aMWIdAS JAld, B OTHOLICHUH
KOTOPOT0 3TO ACHCTBHE OCYILECTBIsIETCS. TOUKa B KOHIIE 3ar0jI0BKa HE CTABUTCS.

Teker pacnopsbkenns (MOCTAHOBIEHHA) OTAEIAETCS OT 3aroJioBKa 3 OMMHAPHEIMH
MEKXCTPOYHBIMU HHTEpBAlaMH, MEYaTacTCd 4Yepe3 OAUH MEXKCTPOUYHBIA HHTEPBAl U
BBIDABHUBACTCS T10 JICBOW M IIPaBOH I'paHMIaM TeKCTOBOro nods. Ilepsas crpoka a63ama
HaYMHACTCS Ha PACCTOAHUH 1,25 cM OT JIeBO# rpaHMIIBI TEKCTA.

Texcr pacnopsnuTeNnsHOrO JOKYMEHTA NOIDKEH, KaK MMPABUJIO, COCTOATH M3 JBYX
4acTeH: KOHCTaTHPYIOIIEH M pacropsaauTeNnsHol. B koHCTaTHpyolle# (onmMcarenbHoM)
9aCTH NPOCKTA PaCIOPSKEHUS M3J1aratoTcs Lesd U 3a/1aud MPeIIKUCHIBAeMbIX JeHCTBUI
M OCHOBaHMfA, CIyXallhe MPUYUHOA M3JaHHMA JOKyMeHTa. Eciu  npoext
pacropAIMTEIbPHOTO  JOKYMEHTa TOTOBHUTCS Ha OCHOBAaHMH HHOTO JIOKYMEHTa,
KOHCTATUPYIOIlasl YacTh HaYMHAETCA CIIOBaMHM «B cooTBercTBHH...», «B nensx...», «Bo
UCIIOJIHEHUE...» M YKa3bIBAIOTCA €r0 PEKBH3UTHI B CIEAYIOUIEH IIOCIEAOBATENLHOCTH:
HalMEHOBaHHE BHJA JJOKYMEHTa, aBTOP, JaTa, HOMEP U 3arojIOBOK.

KoHcratnpyromas yacTs NpoeKTa pacIiopsuKeHus, OCTAHOBICHHS IIPeCeAaTers
JlyMBI MOXET OTCYTCTBOBATh, €CIM IPEIIUCHIBAEMBIE UM AEHCTBHA HE HYXIAIOTCA B
Pa3sBACHEHUAX U 000CHOBaHMAX (O CO3BIBE 3acCe/aHMil, YTBEPKACHHH MHCTPYKLHIA, aKTOB
UT.IL).

PacrniopsiutenbHas yacTh NPOEKTa HEMOCPEACTBEHHO HAYMHAETCA C YKa3aHMU,
KOMY, KaKue JCHCTBHUA U B KAKHE CPOKU HEOOXOUMO BEITIOIHUTE.

B xauecTBe MCHIONHHTENEH YKa3bIBAIOT HAMMEHOBAHUE OT/IENA, 3aTEM B CKOOKAax B
HMCHUTENIBHOM Tajie)Xke (paMmwinsd pyKOBOAWTENS 0€3 MHHUIMAJIOB MIM HAaUMEHOBAHHE
AOJDKHOCTH UCIIOJIHUTENIA € YKa3aHHeM GaMHJIUM U HHUIUAJIOB.

Hanpuwmep:

3. Obmemy otaeny Jlymst (ITerpos)...
178115
3. I'maBaoMy criemmanucty obiero otaena Jyms Msanosy Y.,

B 3aBHCHMOCTH OT 00bEMa U COJEPKAHUA HPOEKT JHOKYMEHTA MOAPA3eIeTCs Ha
NyHKTHl. Hymepanus ImyHKTOB CKBO3Has U BBINONHAETCS apabckumu mudpamu. ITyHKTHI
MOT'YT pa3eisIThCs Ha ab3alisl.

Kaxapii IyHKT mnpoekTa [JOKyMEHTa HEOOXOMMMO HAauMHATh C YyKa3aHus
VICTIOJTHUTENA, 3aTEM MPENITUCHIBAEMOE IEHCTBUE (IJ1aroil MOBEIMTEIFHOTO HAKIIOHEHHS).
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He nmomyckaercsi pasphlB (aMWiInii U WHUIMAIOB afpecaToB MPEANUCAHUN NPH HX
IIEpPEHOCE Ha IPYTYIO CTPOKY TEKCTa. {

HasBaHus oTnenoB, NpeAnpusaTUil, yupexaeHuil ¥ opraHu3aliiii YKa3sIBAlOTCS B
TOYHOM COOTBETCTBUM C UX HAUMEHOBAHUSMH.

Hcrnonp30BaHne COKPAICHHBIX HANMEHOBAHUH JIOITY CKAeTCs JIMIID B TEX CIydyasx,
KOTJa TaKHMEe COKPAILIEHUS SABJISAIOTCS OQUIMATBHBIMH.

B nocnegHeM myHkTe pacnopsokeHHs —(ITOCTAHOBJIEHHA) 10  OCHOBHOM,
aJIMHHHUCTPATUBHO-XO3SMCTBEHHOH  I€ATEILHOCTH, KaK — TpaBHIO,  YKa3bIBaeTCs
JO/DKHOCTh, (PaMWIM M HMHULKAIB JODKHOCTHOTO JIMIIA, Ha KOTOPOE BO3Jaraercst
KOHTPOJIb 3 UCIIOJIHEHHEM JIOKYMCHTA.

B koHIIE OKyMeHTa, KOTZla B 3TOM MMeeTCs HeOOXOMMMOCTh, B XPOHOJIOTMYECKOM
NOpsAAKE TMEPECUHUCIIAIOTCA PACIOPSHKEHUs, TOCTaHOBIEHHS mpencenarens Jymel uimn
IlyHKTBl PpacTOPSKEHUH, MOCTAHOBICHHM, OTMEHEHHBIX WIM YTPATHBIUMX CHIIY:
«OTMeHHUTSD...», «[IpU3HATh YTPATHBIIINM CHIY...»

HammenoBanue nOKyMeHTa, IMyHKT KOTOPOTO YTPauMBAaeT CHIY MM OTMEHSETCS,
JOJDKHO OBITH PUBEICHO MOIHOCTHIO C YKa3aHUEM €ro JaThl, HOMEpa, 3arojioBKa.

W3menenus B paclopsbkeHHe, IOCTaHOBICHHWE TNpesicenareis JlyMbl BHOCATCA
AOKYMEHTOM, COOTBETCTBYIOLIMM paHee IPUHATOMY (HampuMep, HU3MEHEHUS B
NIOCTAaHOBJIEHHE BHOCATCS TOJIBKO MOCTAHOBJICHUEM).

B TekcT pacnopsikeHHA (IIOCTAaHOBIEHHsS) HE CJeAyeT BKIIOYAaTh IYHKT
«PacriopskeHue OBECTH 1O CBeAeHHMA...». OTHENHI (L[’onxcHocmme Juna), ACmyTaThl
JlyMBI MTOTy4arOT KOMHIO paCTIOPKEHHS (HOCTaHOBJICHI/I}I) B COOTBETCTBHH C yKa3aTeleM
pacchUIKi Ha OOOpPOTHOIl CTOpPOHE JIMCTa COTJIACOBAHHSA, KOTODPBHIA HCIIOJIHHUTENb
IPEACTAB/IAET BMECTE € IPOEKTOM JJOKYMEHTA.

OOpasupl odopmieHns pacropsHkeHHs (TIOCTAHOBJIEHHA) npencenarens JlyMsl
NPUBEJICHBI B IPUIOXEHUAX 35, 36 k HacTosmeld MHCTpyKImH.

2.3.2.2. Peructpauus, ydyeT, pacchUIKa M XpaHEHHE pacIOPAIUTEIBHBIX
JOKYMEHTOB.

Peructpanus pacnopsokenmin (HOCTaHOBJIeHI/II/I) npeacenartens Jlymel Bemercs ¢
HCHONB30BAaHUEM CHUCTEMBI 3JIEKTPOHHOIO JOKYMEHTO00OpOoTa. OJJeKTpoHHas 0asa
JaHHBIX TyOIUpyeTcs M0 OKOHYaHHUHM Io/la pacrieyaThiBaHUEM Ha GyMaXKHBIH HOCHTEb.

Peructpaumsa, yuer, pacchllka W XpaHEHHE MOIMHHUKOB pPacIOpsKeHMi
(mocranoBnenuit) npencenarens JyMbl 0 OCHOBHOM, aJIMAHHCTPATHBHO-X034HCTBEHHO
ACATENBHOCTH OCYINECTB/IAIOTCS OOMM OTAENOM. IIoANMCaHHBIM pacIOpIKEHUIM
(mocraHoBIEHNAM) NpeacenatTens JlyMbl MPHCBavBaeTCs MOPSAKOBIA HOMEp 110 €IUHOM
HyMepalluH, KOTopas BEIeTCs C Hadajia M JIO KOHIIa CO3bIBa.

Perucrpanmro, yder, pacChUIKy M XpaHEHHE pacmopspKeHHi npeacenareis JyMel
II0 KaJpOBBIM BOIIPOCAM OCYIIECTBISET CIELHUAINCT, OTBETCTBECHHBIM 3a BeICHHE
kagpoBoro yuera Jlymel. IlomnucaHHBIM pacnopsikeHUsIM Tpencenareas JIyMel
NIPUCBAMBACTCS MOPSAIKOBBIA HOMEP MO €AUHOI HyMepaLuH, KOTopas BEAETCs ¢ Havala U
JI0 KOHIIA TO/Ia 110 CO3BIBaM.

K nomepam pacnopskeHuit mnpencenarens J[yMsl MO OCHOBHBIM BOINpPOCaM
JEATENBHOCTH Yepe3 Tupe godbapnsercs OykBa «Py».

K HoMmepam pacnopskeHuil mpeacepatens Jlympl 1o JMYHOMY COCTaBy,
KacarolMxcs BOIPOCOB IIPUEMA, NIEPEMEIIEHHS, YBOJIBHEHNS, HATPAXKCHUS, Yepe3 THPE
nobasnsercs Oyksa «JI».

K Homepam pacnopsokenuil mnpencemarens JymMbpl 1O JIMYHOMY COCTaBy,
Kacarolyxcsi BOIPOCOB KOMaHIUPOBAHUS, npeanOBaHn;I HaKa3aHus, OTIyCKOB, Yepes
tupe nodapnsercs Oykpa «O».

s
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JlaToif perucTpallud pacnopsDKEHWi, IOCTaHOBIEHUH mnpexaceparens Jlymel
ABISETCA JaTa MX NOANHUCAaHMsA, KoTopas odopMisercs IUGPOBEIM CIOCOOOM
(manmpumep: 03.02.2010).

Paccpinaemple KONMUH pacriopsbKEHWH, MOCTaHOBJICHUWH mnpeacenarens Jlymsl,
3aBEPCHHBIE COOTBETCTBEHHO nedaTaMu «Jns pacropskenuit», «na nocraHoBiieHuMi»,
HAlpaBJIAIOTCS COMVIACHO YKAa3aTelNl0 pacChUIKM, COCTABJIIEHHOMY HCIOJHUTENEM
JIOKyMEHTA.

2.3.3. IIpoTokoBI.

ITpoTokon — NOKyMEHT, (UKCHPYIOMHA X04 OOCYkKIEHHS BOIPOCOB U NPHHATHS
peILIeHHIA Ha 3aCE€NaHNX, COBELIAHUAX, KOHQEPEHLIMAX.

IIpoTokon cocraBaseTcs Ha OCHOBaHMM 3alliceill, MPOM3BEJICHHBIX BO BpeMs
3acelaHus, INPEACTaBICHHBIX TEKCTOB JOKJIANOB M BHICTYIUICHHH, CIIPABOK, IPOCKTOB
pEINEHU ¥ APYTUX MATEPHAJIOB.

B 3aBucuMocTH OT BHia 3aceanus BEIOHpaeTcs GopMa NpoTOKoa:

KpaTKasd — CONEPXHUT 00CyXJaeMble BOMNPOCH, (aMUIMK JOKIANUYHKOB U
BBICTYIIAIOIIUX, IPUHATHIE PEIICHU;

HoJHasg — KpOMe BOIIPOCOB U PELICHUH, COAEPKUT KPAaTKYIO 3alUCh BRICTYIUICHHA
JOKJIaAUUKOB M YYaCTHHKOB.

ITporoxoner 3acemanuit JlyMbl, 3aceqaHdii KOMUTETOB BEAYTCA KpAaTKHE C
MIPHIOKEHUEM ay IUO3alnucH 3aceqaHus (npunoxenus 37, 38).

Ilpn aynuosanucu xoma 3acelaHus MPEACEAATCILCTBYIOIIMM JO/DKEH SCHO MU
YETKO Ha3bIBATh AOJDKHOCTE, (PaMIIUIO, UMS, OTYECTBO BBHICTYIIAIOIIETO.

Hemytats! J{yMEI, KOTOpblE HE CMOIVIM BBICTYIHTh B CBA3H C IpeKpalleHHeM
NPEHUi, BIpaBe MPUOOIIUTEL MOANMCAHHBIE TEKCTHI CBOMX BBICTYIUIEHHH K IPOTOKONIY
3acelaHms.

3arojl0BOK K TEKCTYy NPOTOKONA, KaK IPaBWIO, OTPaXKaeT BHJ 3acelaHui H
COryacyeTcs ¢ Ha3BaHMEM BHJa ToKyMeHTa. Hanpumep:

IMTPOTOKOJI
ceapMoro 3acefanus JlyMsl ropona BraguBocroka
TPETHETO CO3BIBA

Texcr npoTokosa BKIIOYaeT BBOAHYO M OCHOBHYIO 4acTH. BBoHAs 4acTh COAEPIKUT
CIIEYIOIIME PEKBUBUTHL:

Jara, MECTO 1 BpeMs IPOBEICHUS 3aCEIaHNU;

Y CTaHOBJIEHHOE YHCJIO 1My TaToB B Jlymy;

H36pannoe uncio nemytatoB B Jlymy;

JelyTaTsl, NpUCyTCTBYIOIHME HA 3aCeIaHHM;

IIpurnamenssie Ha 3aceqaHue;

Ipencenatens wiu npeacenaTeabCTBYIOIIHIA. '

IIp opopmiIeHNH POTOKOJA PACHIMPEHHOTO 3aceAaHua HaMIIMU YYaCTHUKOB BO
BBOJHON YaCTH HE IEpPEUMCIAIOTCs, a yKa3blBaeTcsl ux oflee koiaudecTBo. Iloacuer
YYaCTHHUKOB INPOBOAUTCA I10 CIUCKaM PErUCTPallvi, KOTOpPHIE 3aBEPSIOTCA, MEPEaatoTCs
CIIELIHAINCTY, OTBETCTBCHHOMY 3a BEJEHUE IIPOTOKOJA, W CTAHOBATCA OJHHM U3
NPUIOXKEHUN K IPOTOKOIY.

B xope 3acemaHus B mnporokone Quxcupyerca uHdopManus o0 H3MEHEHHH
KOJIMYECTBA YYACTHUKOB 3aCEeaHMUs.

OcHOBHas 4acTh NMPOTOKOJIA COCTOUT U3 Pa3zieioB, COOTBETCTBYIOLIUX ITyHKTaM
NIOBECTKY AHA. Pazensl HyMepyIloTCs ¥ CTPOSTCS M0 CXEME:

CIYIIAJIN — BBICTYIINIIA — PEIIWJIN.
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Cnosa CJIVILIAJIM, BBICTVYIIVIIY, PEIHI/IHI/I IIEYaTArOTCs IPOIUCHBIMU
OykBaMH, KaXJI0€ C HOBOI CTPOKH. 1

Kaxnmsiit Bonpoc Hymepyercs apabckoii 1 poit, 1 ero HauMeHOBaHHE HAYMHAETCA
¢ npeasnora «O» («O6»), koTopoe neyaraercs o ueHTpy. Hike ykaspiBatoTcsd aMunus
¥ MHUI(WAJIBI TOKJIaYiKa 10 JaHHOMY Bonpocy. ®aMuiInu JemyTaToB CONPOBOXKAAIOTCS
yKa3zaHUEM HX U30MpaTenbHBIX OKPYIOB, a APYTHX JIML — YKa3aHHUEM JOJDKHOCTH U MECTa
paboTHI.

Hampumep:

5. CJIVILAJIA: 06 yTBepxaeHNM 11aHa pabotsl JlyMsl ropoja BiaguBoctoka.
HoknagpiBaer: @ammwings W.O., gemytar oOT €OUHOrO
U30UpPaTENHHOTO OKpYTa.

ITocne cnoa BBICTYIIMNJIMN craBuTCs ABOETOYME, a HIDKE C HOBOH CTPOKH B
MMEHUTEILHOM TMaJeKe YKA3BIBAIOTCS (AMIIAM M WHHLMAAGl BBHICTYNABIIMX HA
3acelaHMM M KpaTKoe  COAEp)KaHWe  BBICTYIUIEHHIT TP pacCMOTPEHHH
COOTBETCTBYIOIIETO BOIpoca (I MOJHBIX MPOTOKOJIOB). PaMWINK MEYaTAIOTCA Yepes
OJMHAPHBIN MEXCTPOYHBINA UHTEPBAJI.

Hampumep:

BBICTVYTIWJIU:
®amumnus 1.0., remyTtaT oT €AMHOrO U30UPATETHLHOTO OKPYTa.
(Kpatkast 3anuch BBICTYILICHHUS. )

Conepkanne BBICTYIUICHUH M3J1araeTcsi OT TPETHEro JIMIla ¢ IHHCTBCHHOTO YKCIA.

Bomnpocs! K 1oKI1af4uKy ¥ OTBETH Ha HUX BKIIIOYarOTCs B paszaena BBICTYIIUIIA
1 OQOPMILAIOTCA 1O TOH ke cxeMe. B TeKcTe BBICTYIUICHHS ILIENECOO0pasHO KaXIYIO
HOBYIO MBIC/Ib BBICTYTIAIOILEr0 HAYMHATH ¢ ab3aria.

IIpu xpatkoit ¢opme mnporokona mociae cinoa BBICTYIIMJIM craBurcs
NBOCTOYHE, HIDKE C HOBOH CTPOKM B MMEHHUTEIHHOM MAaJeKe YKa3hIBAIOT (DaMHIUH K
WHHIIHAIB] BEICTYIIABIINX HA 3aCEJaHUH, HyMepy s UX apaOCKUMH ITU(paMH.

Hanpumep:

BBICTVYTIWJIN:
1. ®amunua U.0., aenyTaT oT eIUHOro N30UPATENHHOTO OKpYTa;
2. ®amunua K.0., nenmyTtaT oT eAHOro H30UPATENBHOTO OKPYTa.

ITocne cnosa PEIIIMJIN craBuTCS ABOETOUME U YKA3BIBACTCS IPHHATOC PEIICHHUE,
KOTOpO€ I€YyaTraeTcs IO LEHTPY. ECIHM OHO COAEPXKUT pasiU4YHbIE BOMPOCHL, TO €ro
NOJpPA3Je/AI0OT Ha IIyHKTBI, KOTOphlE HyMepylroTcs apabckumu uudpamu. Hioke
YKa3BIBAKOTCA PE3YJIBTAaThl rojiocoBaHusA. Ecim pelieHneM yTBepikIaeTcs Kako-inbo
JOKYMEHT, TO IIOCJIEAHUM NpUIaraeTcs K IpoTOKOILYy.

Hampumep:

PEHINJIN: 1. Ilpunate npoekt pemennus Jymsl «O6 yTBepKIeHUH IUIaHA
pabotsl ymsl ropona Binagusoctoka Ha II kBaptan 2010 roga»
3a OCHOBY.

['onmocoBanu:

3a - CAHUHOIJIaCHO.
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2. Ilpunate npoekt pemweHus Jymer «O6 yTBep)KAeHHH ILIaHa
paGots1 JlymMel roposa BrnanuBocToka Ha 11 xBaptai 2010 roga»
B LIEJIOM.

Tonocopanu:

3a - €JUHOINIACHO.

Pewmenne Ne 490 npunaraercs.

Ecii omuH u3 BONPOCOB TOBECTKM JHA Ha JAHHOM 3acelaHMH He
‘paccMaTpHBaeTCs, 3T0 GUKCUPYETCH B IPOTOKOJIC.

Conmepxanue 0coGOro MHEHMsS, BBICKA3aHHOTO BO BpeMs OOCYKIECHMS,
3aNMCBIBAETCA B MPOTOKOJIE TTOCIIE COOTBETCTBYIOIIETO NPOTOKOIBLHOTO PEIIEHHS.

K mnpotoxony mnpwraraiotcs JOKYMEHTBI, Ha KOTOPHIE CHENaHBl CCHUIKHA B
NPOTOKOJIE (AEMyTAaTCKUE 3alpochl, TaONMIBI IMONPAaBOK W TaK Jaiuee), CIHCKH
NPUCYTCTBYIOIUX JCIMYTaTOB, CIIMCKH IPUIVIALIEHHBIX Ha 3acelaHue, 3aBCpPCHHBIE
HayaJIlbHUKOM OpraHU3allMOHHOrO OT/AEA.

Iporokonel 3acemanuit Jlymbl u 3acemanuii CoBera J[yMBl BH3HMpPYIOTCS ¢
00OpOTHOM CTOPOHBI KXAOTO JIHCTA CIEUAIMCTOM, MOATOTOBMBUIAM MPOTOKON, H
CIIELMAIACTOM, OCYLIECTBIISIOLIUM JIMHIBUCTHYECKYIO SKCIIEPTU3Y.

IIpotokon 3acemanuss JlyMbl MOANMCHIBACTCA MPEACEAATENLCTBYIONMM Ha
3aCElaHuU ¥ CEeKpeTapeM 3aceaaHus.

IIporokosn 3acenanus Coera JlyMsl IONMUCHIBACTCSA NPEACEAATENCTBYIOMMUM Ha
3ace/JaHuH. _

IIpoTokon 3aceanus KoMUTeTa JlyMbl TIOAMKUCHIBAETCS TIPEACENATENLCTBYOMIUM
Ha 3aCEJJaHNH U CEKPETapeEM 3aceIaHusl.

IIpoTOKONBI  COBMECTHBIX 3acefaHuil KOMHTeTOB JIyMBI IOANMCHIBAIOTCA
IpeAceaTe/IIMU KOMUTETOB JIyMEI.

IIporokon 3acemaHus  COINIACHTENBHOM  KOMUCCHMH  IOJNHUCHIBAETCS €€
COIpeJceIaTeIsIMH. :

IIporoxonsl 3acenanuit Jymsl, 3aceqannit CoBera J[yMbl 0GOpMISIOTCS OOIIHM
OTAEJIOM Ha OCHOBAaHHU 3aCelaHUil U MaTepHAJIOB K 3aCeIaHuIo.

IIporokonsl 3acemanuii KOMHTETOB JIyMBl OGOPMISIOTCS COOTBETCTBEHHO
CHEUATACTAMH  OPraHU3aLMOHHOTO  OTJAENA, OCYHIECTBISIONIMME  ObecleueHue
KOMHUTETOB [[yMBEl.

IIpoToKONBI  mEMyTaTCKUX  CiymaHuii, pabouux rpynn  ohOpMISIOTCA
CIELHAIUCTAMH KOMHMTETOB, OTBETCTBEHHBIMH 33 HX OPraHH3aLMIO 1 MIPOBE/ICHHE.

JlaToi npoToKona ABIsAeTcs Aata 3aceqaHus. Eciu OHO IMpomospKanoch HECKOIBKO
JHEH, TO JaTa NPOTOKOJIA BKIIOYAET AaTy Hayaua ¥ OKOHYAHMS.

IIpoToKonam NpuCBauBaIOTCA MOPAAKOBEIE HOMepa B Mpedenax co3biBa JlyMel
OTAEJNBHO IO KaXAOH IpymIe INpOoTOKOJIOB: IPOTOKONEI 3aceqaHuil J[yMbl, IPOTOKOJEI
3acefannit CoBera [lymbl, NPOTOKOMBI 3acelaHuii KomureToB JIyMBI M Tak janee.
IIpoTokonbl 3acefaHMil COITIACHTENBHBIX M  CIEHHATHGHBIX KOMHCCHH MOJYYaroT
CKBO3HYIO HyMEPALIUIO B [Ipe/ieNax CPOKOB UX pabOTHI.

IIpoTOKONBI COBMECTHBIX 3aceaHuii KOMHUTETOB JIyMBI HMEIOT COCTAaBHEIE
HOMEpa, BKIIOYAIOIIME [IOPSJKOBBIE HOMEpa IPOTOKOJIOB KOMHTETOB JIyMEl,
IIPUHHUMABIINX y4acTHE B 3aCE/IaHUU.

Brigaua konuif npoTokonoB, 3anuceil ¢GoHOrpaMM 3acelaHUil OCYIECCTBIACTCS
TOJILKO II0 MMCBMEHHOMY 3alpocy Ha UMs Tipeacenarens J{ymsl.

2.3.4. TlogroroBka n 0OpMIEHHE BBIITUCOK U3 IIPOTOKOJIOB.
Brimucka 3 nporokoia npeAcTaBiseT COOOW TOUHYIO KOIHMIO YacTH TEKCTa
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IOJUIMHHOIO NPOTOKOJA, OTHOCSILErocs K TOMY BOIIPOCY MOBECTKH JHS, HO KOTOPOMY
TOTOBAT BHIMUCKY. [Ipu 3TOM BOCHPOM3BOAAT JaTy, BpeMsS M MECTO 3ace[aHHs, BOIPOC
IIOBECTKH JHS, 110 KOTOPOMY TOTOBUTCS BBINIUCKA, U MPUHATOE pemieHue. Huke craBuTcs
3aBepUTeNbHAasg Haamuck. OHa cocTOUT U3 ciioBa «BepHO», yka3aHUs JOHKHOCTH JIMIIA,
3aBEPAIOILEr0 BBIIUCKY, JUYHOW MOANMCH, PAacHIMPPOBKH NOAMUCU (MHUIHAIBI M
bamunusa) u jgarel 3aBepeHusa (mpwiroxkeHue 39). Eciu  BhIIMCKA jJaeTcd A
IPEICTaBIECHNS B APYTYIO OPraHU3aIlNIo, TO OHA 3aBepETCs MEeYaThio.

IloaroToBky ¥ opopMieHHE BHITUCOK U3 MPOTOKOJIOB 3acenanuii Jymer u CoBeTa
JlyMBl oOcCylecTBise€T OOWIMi OTHEN,. 3acefaHuii KOMUTETOB JIyMBI — CHELUATHCTEI
OpPraHU3allMOHHOIO OT/ENa, OCYILECTBIAIONME O0€CIeYeHUE ACATCIIPHOCTH KOMHTETOB
JyMmB1.

Brinucka oopmiisieTcs U HampaBiIsAeTCS HCIIONHUTENO B TEYECHHE OJHOIO JIHS
[ocJjIe MOAIUCAaHUs IPOTOKOJIA C CONPOBOAUTEIBHBIM IMUCEMOM.

IIo 3ampocy BeIIMCKa W3 MPOTOKOJIA OPOPMIIACTCA HAa OCHOBAHUM IMCEMEHHOIO
3asBJICHUSA M MPEJOCTABIAECTCA B TEUEHUE TPEX JHEH NOCIe NOANMCAaHUS IPOTOKOIA.

2.3.5. CnyxxeGHble MUChMa.

[Mo comepxanmio M HasHaYCHHIO CIyXKeOHbIE NHChMa (alee — MHCbMA) MOLYT
ObITH:

VUHHULIUATUBHEIC nMceMa, TpeOyromue OTBeTa (BBIPAXAlOT MHpPOCHOY,
IpeIOKEHHUE, 3aipocC);

IMCbMa-OTBETHI - IIMChMA, OTBEYAIOLME HA 3allpOCHl M NPEUIOKEHHS Pa3IHYHEIX
OpraHu3alui, MpeANPUATHI U YACTHBIX JIUIL,

COIPOBOMMUTENLHEIE IIHChMa, HHGOPMUpPYIOIIME ajapecata O HalpaBIECHUN
HPUIAraéMbIX TOKYMECHTOB;

rapaHTHMHEIE IIUCbMA - JOKYMEHTHI, 00€CTIeUHBAIOIINE UCIIOTHEHNE U3JI0KEHHEBIX
B HUX 0053aTEJIbCTB;

NUChMA-HANIOMUHAHUA YKa3bIBalOT Ha MpUONM)KEHWE WM HWCTEYCHHE CPOKa
UCTIOJIHEHUS KaKOro-J1n6o 0043aTebCcTBa UM IPOBEACHHUSI MEPONIPHITHS,

IHChbMa-TIPUIIIALIEHHs TIPEUIaraloT ajgpecaTy INPHHATh y4yacTHE B KaKOM-IHOO
MEPOTIPUATHH.

Texcr nepsoro jucra mucekMa BEIBOAUTCS Ha repOoBoM Onanke. [Tpu odopmienun
MUChMa Ha JBYX U 0ojiee CTpaHUIAX BTOpas M MOCIEAYIOUINE CTPAHMIIBI HyMEPYIOTCH 10
LCHTPY BEPXHETO I10JIs1 JIUCTA apaOCKUMHU [TUPpaMH.

B nmenoBoii mepemnucke mpuHATa GopMa H3NOXKEHHUS TEKCTa OT MEPBOro JIMIa
MHOXXECTBEHHOTO YHCIa (KIPOCHM», «CO00IaeMy, «HaIPaBIIIeM», KHAIIOMHHAEM» H TaK
Jajiee) WIN OT TPEThETO JIMIA €IMHCTBEHHOr0 YKciia (Hanpumep, JlyMa peiumnia, KOMUATET
0 TOPOACKOMY XO03saHcTBY JIyMBI paccMoTpel), TaK Kak JO/DKHOCTHOE JIMIIO,
TOJNUCABIIEE TMCHMO, BEICTYIIAET OT MMEHN OPTaHU3aIHu.

Ecin nucemMo odopmieHo Ha JTOKHOCTHOM OJIaHKE, TO €ro TEKCT H3JIaraeTcs OT
IIEPBOro UL €AUHCTBEHHOIO Ynciia («IpOILy», HAIPABIIAIO» U TaK Jaliee).

Tekcr ciayxeOHOro mnuchkMa JAOMKEH OBITh JIOTMYHBIM, IIOCIEIOBATEILHBIM,
yOeIUTEeNPHBIM B KOPPEKTHEIM 110 popMe.

IIpu HeoOXoaMMOCTH JUYHOTO oOpallleHus K agpecaTy B MUChMaX, TPEOYIOIIMX
0co00ro BHUMaHUs, a TAKKE IPH OTBETAaX Ha OOpaICHUSA TPaKiaH UCIIONL3YIOT GOpMY
YBOKUTENBHOTO OOpallleHus K agpecaTy: «YBaKaeMBblid ..!».

IIpu oOpamenun K 3acioyXKEHHBIM AEATENSIM HAyKd W HCKYCCTBa, K JIHIAM,
UMCIOLIMM [IOYETHBIE THUTYJBI, 3BaHUs, 3aCIyrd Ieped OOLIECTBOM, OTE€YECTBOM,
UCTIONB3YIOT (opMy obpamnenus «MHoroyBaxaeMsli..!», «I'mybokoyBaxaeMsIi..!».

IIpu yxa3auuu GpaMUINK B TEKCTE MACHMa MHUIMAIBI MY TCS HOcie haMUIuy.
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IInceMO  MOXET 3aKaHUMBATBCS 3aKIIOYHTENHHOM (OPMYIIOH  BEXIHBOCTH,
KOTOpas ynotpebisgeTcas ¢ YY4eTOM TOJNOXKEHHA M XapakTepa B3aMMOOTHOIICHHMM
JOJDKHOCTHBIX Jinil. Hanpumep:

C yBaxkeHHEM,

Ipencenarens J{ymsr IIOJIITNCH N.0. Gamunus

Ilpn odopmieHNM OTBETHBIX NHCEM NPUBOIMTCSA CCHUIKA Ha HOMED M [ary
BXOJAILETO MUChMa.

Ha nuneBoit cTopoHe HOCieHero JMCTa CilyXeGHOro MUChMa B JIEBOM HUKHEM
YOIy YKa3plBalOT MMs, OTYECTBO M (aMWiInio, HOMep ciyxeOHoro TenedoHa
ucrnonautess. Obpasen 0popMiIeHHs CITyKeGHOTO MIChMa IIPUBEIEH B MpUiIoxeHHH 40.

3. IPUEM, PETUCTPALIMSI U ITPOXOXKJIEHUE
CJYXEBHBIX TOKYMEHTOB

3.1. OpraHusanus A0KyMeHT0000poTa

JlBikeHue NOKyMeHTOB B JlyMe ¢ MOMEHTA MX CO3/[@aHHS WM TIONYdYeHHS [0
3aBEPIICHUS B JENONPOU3BOJCTBE 00pa3yeT JOKYMEHTOOOOPOT, KOTOPHIM COCTOMT H3
YCTBIPEX OCHOBHBIX JOKYMEHTOIIOTOKOB:

JAOKYyMEHTBL, TocTynaromue B Jlymy (Bxomsiue); *

JOKYMEHTHI, HanpasjsieMsle Jlymol (Mcxomsurue);:

NEpenncKa MeXay oTaenaMu Jlymel, gemytaramMu JlyMsl (BHYTpeHHHE),

HOPMAaTHBHBIC MPABOBEIE AKTHI ¥ PACTIOPSAIUTENBHEIE JOKYMEHTEL

B [lyme npumensercs LEHTpalu3oBaHHas (opMa oOpraHM3alMH paGoTH C
MIOKYMECHTaMH C HCIIOJIE30BAHHEM CHCTEMEI 3JIEKTPOHHOTO JIOKYMEHTOO60POTA.

ITopsAnoKk NpoXoXaeHHS NOKYMEHTOB W ONEPalMM, NPOM3BOAMMBIE C HHMHU,
PerJIaMeHTHpYIoTCS HacTosmed MHCTpykuuei, HonoxeHusMu o6 ormenax JyMmel,
MHCTPYKIHEH K UCTIONTB3YEMOM CHCTEME 3IEKTPOHHOTO JIOKYMEHTOO6OPOTA.

3.2. Opranusannst paboThl ¢ BXOASIHMH J0KYMEHTAMH

3.2.1. llpuem, mnepBuyHas oO0paGOTKa M pacrpeneieHHe NOCTYNAIOIUX
JOKYMEHTOB.

HocraBka nokyMeHTOB B JIyMy OCYIUECTBIS€TCA CPEACTBAMH IIOYTOBOIA,
TenerpapHoi, GpakCUMUIBHOR CBA3M, IEKTPOHHOM HOYTOM, a TaKkxke (elbIberepcKoit
City 00 ¥ HApOYHBIMHU.

llpmem,  mepBuuHas  o6paGoTka W paclpeneleHHe  HOCTyMaromeit
KOPPECTIOHACHIINH OCYINECTBIIAETCS B LIEHTPAJIN30BAHHOM TOPSAKE OOILIMM OTAEIOM.

Ilepen BCKpHITHEM TMOYTOBBIX OTIPABICHUH MPOBEPAETCS COXPAHHOCTh HX
YNAKOBKUM H IPaBWIBHOCTH JOCTaBKM. OmMHUOOYHO JOCTaBICHHAs KOPPECHOHIECHIMS
BO3BpAI[ACTCSl MOYTOBOMY OTIEJICHHIO MM IIEPEChUIaeTCA HaMIexalleMy aapecary.
Hasuue 3aKa3sHBIX MUCEM TIPOBEPSETCS N0 3aIIUCAM IIOYTOBBIX PEECTPOB.

Bce mocTynuBuine KoHBEpTH! (0aHAEpony) (3a HCKIFOUCHAEM UMEIOIMX IIOMETKY
IMYHO») BCKPHIBAIOTCA. KOHBepTH  BXOAALIMX JOKyMEHTOB, Kak [IpaBHIIO,
YHUUTOXAIOTCA. B OTHEeNpHBIX Cilyvyadx mis GuKcalud CBEICHHI O BPEMEHH OTIPAaBKU
WK NOJIy4YeHUs NOKYMEHTOB, aJpeca OTIPAaBHUTENA, €CIM OH OTCYTCTBYET B CaMOM:
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JOKyMEHTE, a TAkKe IPY INOCTYIUICHHH JOKyMEHTOB M3 CyIaeOHBIX OPraHoB, CITYXOBbI
CyJeOHBIX MPUCTABOB KOHBEPTHI COXPAHAIOTCSA M MPUKPEILIAIOTCS K JOKYMEHTY.

IIpaBUTENBECTBEHHBIE JOKYMEHTHI, a TakKe NOKYMEHTHI ¢ rpudoM «CekpeTHo» u
«Ingd cmyxeGHOro IMONB30BaHUSL» JOCTABIAIOTCS (enbaperepckoil ciyxooii. Takue
JOKYMEHTHI CIELMAJIMCTOM OOINEro OTAENa HE BCKPHIBAIOTCA, a IepeaaloTcs
pyKOBOAMTEMIO ammapara JyMbl [l pacCMOTPEHHS ¥ TPUHATHS pEUICHHS II0
JanbHeHei paboTe ¢ HUMM.

Bxonqmas KoppecroHAeHIs [IPOBEPAETCS COTPYAHUKaMH 0o61ero oraena JyMel,
OTBETCTBCHHBIMU 33 HMX pPETHUCTPALMIO, HAa HAIUYUE HEOOXOIUMBIX pPEKBHU3UTOB,
NIPUIOKCHMH, YKa3aHHBIX B JOKYMEHTE, a TalOKe Ha COOTBETCTBHUE COAEPIKAHHSA TEKCTOB
Ha OyMa)XHOM HOCHTEJIE COAEPIKAHMIO TEKCTOB B JIEKTPOHHOM BHAe. [Ipu o6HapyxeHHH
HEKOMIUIEKTHOCTH i HECOOTBETCTBHS HE3aMeIIUTEBHO cooluraercs
HEIMOCPE/ICTBEHHOMY PYKOBOJIUTENIO U COCTABIIIETCS aKT B TPEX IK3EMIUIApAX, OJUH U3
KOTOPBIX OCTaeTCs B 00LIEM OTHENE, APYToi MpUoOHIaeTCs K MOCTYIIUBILEMY IOKYMEHTY,
TPETHH OTCHUIACTCA OTIpaBUTEMO. B akTe 00s3aTENBHO YKA3LIBAIOTCA HOJKHOCTD,
(amMuIvs W MHMIKATB] JIMHA, OOHAPYKUBIIETO HECOOTBETCTBUE, H3BECTHBIE PEKBUSUTHI
(PeruCTpaunoHHBI HOMEp, JaTa M 3ar0JM0BOK) OTCYTCTBYIOLIETO MM HENPaBHIBHO
OopOpMIIEHHOrO  JOKYMEHTa. AKT IOANMCHIBAET HAYAJBHHK OBIEro  OTaena
(3amMecTUTeNb, HUCHONHAIOMMINA ero OOM3aHHOCTH) M CIENHATHCT, OOHAPYKMBIIIHIA
HECOOTBETCTBHE.

JOKYMEHTBI, HOCTYNUBIINE HENOCPEICTBEHHO B OTHENbI, JOKHOCTHEIM JIMIIAM
JlyMel, NOMKHBI OBITH B 00S3aTENLHOM MOPSIKE HAIpPaBIEHH B OOMMH OTHEN I
pETUCTpaIH.

3.2.2. Perucrparus J0KyMEHTOB.

Bxopsmme JOKYMEHTHI PETHMCTPUPYIOTCS OOIIMM OTAENOM C HCIOJB30BAaHHEM
CHUCTEMBI 3JIEKTPOHHOrO JOKyMEHT0000poTa. ITopsAKOBEIi HOMEp U JaTa perdcTpaluy
IPOCTABJIAETCA B 3JICKTPOHHON PErUCTPAlMOHHON KapTOYKE B aBTOMATHYECKOM PEXMME
(npunoxenue 41).

®akT perucTpalMy BXOAALIETO JOKYMEHTa IIOATBEPXKNAETCS  OTTHCKOM
PErMCTPallMOHHOrO UITAMIa, KOTOPHIM ITOMEINAETCS Ha JIMIEBOM CTOpPOHE JIMCTa B
NPaBOM HIDKHEM yriy. B ykasaHHEIH OTTHCK OT PyKH BIMCHIBAIOTCS Jara IOIyYEHHs
JOKyMeHTa (TIpY HEOOXOMMMOCTH BPeMs IONYYEHHUs) M €r0 PErHCTPAILIHOHHEIR HOMED B
NEKTPOHHOM 0a3e MaHHBIX, KOTOPBIH BKIIOYAET B cebs MHIEKC Jefia 0 HOMEHKIAType
JieJ1 ¥ Yepe3 HAaKJIOHHYIO YEPTY IOPSAAKOBBIA HOMED B Ipeaenax rojaa.

Ha 3apeructpupoBaHHBIM MOKYMEHT B  OJNEKTPOHHOH 6ase  JaHHBIX
HEIIOCPEJCTBEHHO C JOKYMEHTa B OJJICKTPOHHYIO KapTOUYKy BBOJSTCSA JaHHBIE O
AOKYMeHTe: UHGpOpMalus O KOPPECIOHAEHTE, 3arojloBOK JOKYMEHTa (IpU HATHIMH
JAaHHOTO  pPCKBU3WTA), KpaTKOEe COAEp)KAHHE. 3aperiMCTPUPOBAHHBIA  JOKYMEHT
CKaHHPYETCS U €0 SJICKTPOHHBIN 00pa3 MPUKPEILIAETCS K peruCTPalMOHHON KapTOUKE.

IoctymuBmme B JlyMy NpoekTH pemeHuit JyMH u IPOEKTHl MyHHIIMNAIbHBIX
NpaBOBBIX aKTOB ropoaa BilaguBocToka perucTpupyrores B o0IneM OThelle, TAe Ha
K&KIYI0 M3  HHUX  3alOJIHAETCA  DJIEKTPOHHAs  PETHCTpallMOHHAas  KapTo4kKa
(npwiioxenue 42). BmecTe ¢ mpoekToM CyOBEKTaMH NPABOTBOPYECKON HHULAATHBEI
NPEACTABIIACTCA €r0 KONMSA B 3JCKTPOHHOM BHJE. JIOKYMEHT B JJIEKTPOHHOM BHIE
NEpeNacTcss Ha ODJEKTPOHHOM HOCUTeIEC JUOO OTCBIIAETCA IO 3JEKTPOHHOM II0YTE.
ONEKTpOHHAasd BEPCHS IIPOEKTa HOPMOTBOPYECKOH MHHUIIMATUBEl  HAIpaBJIgeTCs
CHENUaNUCTy NMpodUIBHOro Komurera B popmare Word.
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PerucTpaliioHHEIN HOMEpP BXOIAIIEH NPABOTBOPYECKOH MHUMIIMATHBE BKIIIOYAET B
ce0sl TOPANKOBBIM HOMep M uepe3 Tupe - ymTephl «IIP». Perucrpaums Benercs mo
€IMHOM HyMepaLMHU ¢ Hayajia U J0 KOHIIA CO3BIBa.

IIpy perucTpanuu NpoeKTa PEerdCTPAalMOHHBIA LITAMIT IIPOCTABJIAETCA B IIPABOM
HIDKHEM YTy Ha JIMLIEBOH CTOPOHE HEPBOTO JHUCTa COMPOBOAUTENBHOTO MTUCHMA.

Cocras HEPETUCTPUPYEMBIX  JOKYMEHTOB  OIpeleseTcs nepedyHeM
KOppECIOHACHIIMY, He IoyIexamei peructpaimu B Jlyme (mpuinoxkenue 43).

JIOKyMEHTBI PErMCTPHPYIOTCS. B JIeHb TMOCTyIvIeHMs. Ha KoppecrnoHIeHLuH,
nocTynuBIIe B o6muii otaen mociae 16.00 yacos, TPOCTABJISETCS WTaMIl C yKa3aHHEM
Jatel paboyero JH, CJISTYIOUIETO 3a JHEM TIOCTYILIEHHS JOKYMEHTOB.

Peructpanuio KaJpoBOil NOKyMEHTAalMH M €€ NPOXOXIECHHE O0OECIeYUBaeT
CHICLHATMCT OPraHU3alMOHHOTO OT/ENA, OCYMECTBIAIONMIA BEACHAES KaJPOBOIo y4eTa B

Hdywme.

3.2.3. HampapieHue 3aperMCTPHUPOBAHHBIX JOKYMEHTOB HAa pacCMOTPEHHE
npezcenarenio JlyMsl v nepeada UX HCIIOIHUTEIAM.

JIOKYMEHTBI, TNOCTYNUBIIME HEMOCPEACTBEHHO B ajpec JemyTaToB JyMbl,
CTPYKTYPHBIX MOApa3lIeIeHUH, PErUCTPHUPYIOTCS U IIEPelalOTCS UM Ha OyMakHOM
HOCHUTEJIE U C UCIIOIb30BAHUEM CUCTEMBI JJIEKTPOHHOTO IOKYMEHTOO00pOTA.

JlokyMeHTI, anpecoBannsie Jlyme ropoaa Biaansoctoka, nipesacenaremo JyMsl 1
3apEerucTpUpoOBaHHbIC B o0meM otaene, B 16.00 yacoB mepemaroTcs PyKOBOIHUTEIIO
anmnapata J[yMsl [l O3HaKOMIICHHA, Jajiee npeacenaremio JlyMbl Ha pacCMOTpEHHE.
HOKyMeHTEI, TpeOyIoIHe CPOYHOrO PENICHHH, PETHCTPUPYIOTCS HE3aMEUIUTENBHO H
NepeNaroTes npeaceaaTenio J[yMsl.

Pesynsratel paccMoTpeHHMs JIOKyMEeHTa OTPaalOTCA B PE3OIIONHH, KOTOpas
odopmiIseTcs Ha ONaHKe yCTaHOBIICHHON (JOPMbI WM HETIOCPEICTBEHHO HA JOKYMEHTE B
BEPXHEH 4aCTH €ro MepBOTo JIKCTa Ha CBOOOIHOM OT TeKCTa MecTe. B cocTaB pesomoruu
BXOJAT CEIYIOINE 3JIEMEHThI: (AaMUIMH OTBETCTBEHHOTO HCHOJHHUTENA M APYTHX
HCIIOJIHUTE/CH (COMCIIONHUTENEH), YIaCTBYIOMUX B paboTe ¢ JOKYMEHTOM, YKa3aHHE 110
UCIIONIHEHUIO JOKYMEHTa, NPH HEOOXOAMMOCTH CPOK €r0 MCTONHEHNS, TIOAMHUCh aBTOpa
pesomouuy, aarta.

B pesomommax K JOKyMeHTaM, He TpeOYIOIMM YKa3aHHl O HCIONHEHHIO U
UMEIOIUM THUIIOBBIE CPOKH WCIIONHEHMS, YKa3bIBACTCS HCIONHUTEND, MOINUCEH aBTopa
pesononuy, aarta.

ITocne paccMOTpPEHUs PYKOBOACTBOM JOKYMEHTHI BO3BPALIAIOTCS B 0OIuMit OTHeN
A7 BHECEHUs CBCJICHMH 00 MCHNONHMTENSAX M CPOKaX HCHOJHEHHS M3 PE3OJIONHUU B
3JIEKTPOHHYIO PEMMCTPALIMOHHYIO KapTOUKYy.

Ilpy HamM4uMu B PE3ONIOLMH HECKOJBKMX HCHOIHUTENEH OTBETCTBEHHOCTH 3a
CBOEBPEMEHHOE U KQYECTBCHHOE UCIIOJIHEHHE JOKYMEHTA HECET MCIIONHUTEINb, KOTOPHIH
ykazaH nepBeIM. COHCIONHUTENM O0S3aHBI 10 TPEGOBAHMIO OCHOBHOTO HCIIOJHHTENIS
NPECTABIIATE BCE HEOOXOAMMBIE VIS MCTIONHEHUS JOKYMEHTA MaTepHabl.

Ha wcnonHeHHe NOKYMEHTBI HANpaBIsIOTCA TOJNBKO depe3 oOmMHA OTAen c
MCIIOIb30BAHUEM CHUCTEMBI 2JIEKTPOHHOTO JJOKYMEHT0060pOTAa.

Bxonsmue 1oKyMeHTHI, coepiKallie MONpaBKU K BHECEHHBIM B JlyMy IpoeKTaM
PCIICHUKM M MYHHMLMNAJIBHBIX IPaBOBBIX aKTOB, a TaKK€ 3aKIIOUEHHS, OTYETHI
KoHTposnpHO-cHeTHOH manaTel ropona BiaguBocToka B 06GA3aTENLHOM IIOPAZKE
HaMpaBJIAIOTCA B [IPaBOBOH oTAen J[yMbl cliennanucToM o0IIero oTaea.

[onnMHHMUKY JOKYMEHTOB € PE3OJIOMUAMH XPaHATCS B 0061eM otaeie J[yMsl.
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IIo[IMHHMKY JOKYMEHTOB, MOCTYNHUBIINX U3 Cy,I[e6HLIX OpratoB (pelueHus,
NOCTAHOBJICHHSA, OIPEACICHUS, MOBECTKH W JpPYyTHE), xpaH;ITcsl B TIPaBOBOM OTEJIC
Jy™mel.

Wcnonaurens mnociae mMoOny4eHHs TOKYMEHTa JO/DKEH O3HAKOMHTBHCH C €ro
COZICPXKAHHUEM H OIIPENEIUTh CBOU JaJbHEHIINE IEHCTBYA 110 €r0 UCIIOIHEHUIO.

B ciyuae ecii NOKyMeHT afipecoBaH OIUG0YHO TG0 HCIIONHHUTENb HE COTVIACEH C
COACPXXKaHUEM DPE30JIIOLMY, JaHHBINA JOKYMEHT B TEUCHHE NBYX HHEH I10CIIE HAIOKEHUS
PE30IIOLUH BO3BpalaeTes B o0mui otaen. K qokyMeHTy mpuiaraeTcs moaroToBlIeHHAS
HCTIONHUTENEM ClIy)keOHasd 3allicKa ¢ YyKa3aHHeM INPUYMH BO3BpaTa, IOCIHE YEro
JOKYMEHT B OOIIEM MOpAAKE 4Yepe3 CIEeLUANHCTa OOWEero OTAeNa INOCTYNaeT Ha
paccMOTpeHue npeacenaTeno JJyMel ¢ IOBTOPHBIM HAIOXKEHHEM PE30JIIOLIUM.

3.3. Opranu3anusi pa6oThl ¢ HCXOAAIIHMH AOKYMEHTaAMH

Hcxomsmmmu  nokymeHnTamMu  JlyMbl  SBISIOTCA  CIy)KeGHBIE  JJOKYMEHTHI,
HalpasJIieMbIC B OpraHU3aluy, JOJDKHOCTHBIM JIMLAM ¥ FpajkJaHaM.

Pabora ¢ MCXOAAIMMH JOKYMEHTaM# BKJIKOYAET MPOBEPKY MPABHIBHOCTH UX
0(OpMIIEHHS, PETHCTPALMIO, YIET U OTHPABKY.

Creupanuct o6uero oT/ena NpoBepseT IPaBUILHOCT 0QOPMIIEHHS JOKYMEHTOB
1 HAJIMYUE NPIWIOKEHUH K OCHOBHOMY JJOKYMEHTY.

IlnceMa, HanpasiseMsle 3a MOMMKCEHIO Hpeacenarens Jymsl B anpec Ilpesunenta
Poccuiickoit ®@emepannu, Anmunuctpammn Ilpesunenra Poccuiickoit ®enepartim,
IIpaButenscTBa Poccuiickoit  ®enepanyy, pykoBoautesnei manar DenepaabHOro
CoOpanns Poccuiickoit ®enepauuu, ['y6epnaropa HpI/IMopCKOI‘O Kpas, npeacenarens
3akoHonarensHoro CobpaHus [IpuMOpcKoro Kpas, pyKOBOAHTeNeit denepanbHBIX
OpraHoB TOCyJapCTBEHHON BJIAcTH B 1IpUMOPCKOM Kpae, NMPOBEPSIIOTCH M BU3MPYIOTCS
CHELHAIMCTOM IIPaBOBOr0 OT/ENa, OCY IECTBIAIOMMM JMHIBUCTHYECKYIO IKCIIEPTH3Y.

JIOKyMEHTEI, TOCTYNAIOMME HA PErHCTPALMIO, JOWKHBI OBITH ODOPMICHBI B
COOTBETCTBHU € TPeOOBaHHUAMM HacTosIed MHCTpYKImK. JJOKyMEHTHI, COCTABIEHHBIE U
O0bGOpPMIIEHHBIE ¢  HapyLICHHEM YCTaHOBJIEHHBIX TpeGOBaHMiA, BO3BpALaIOTCA
HCITOJTHUTEIIO Ha JOpaboTKy.

Peructpanns wucxondimeil KOppecHOHJCHUMH OCYIIECTBIAETCS depe3 OOLIMiA
OTZACNI C HCIOJIB30BAHUEM CHCTEMBI DJIEKTPOHHOIO JOKYMEHTO0000poTa. VcnonHuTeNnb
CO3ACT PErHCTPALMOHHYIO KapTOUKy MpoeKTa JoKyMeHTa (nanee — PKITM) u nepenaer
€€ YCpe3 CHCTEMY OJJICKTPOHHOIO JOKYMEHTo0OOpoTa. IlonmucaHHeBI IOKYMEHT B
OymaXHOM BapHaHTe IepeiacTcs B o0lumii OTAEN Ha oTmpaBKy. B obmem oraene Ha
KX/l TOKYMEHT 3aBOJMTCA OSJIEKTPOHHAA PETUCTPALMOHHAS KapTodKa, KOTOpas
OMHOBPEMEHHO CIIYXKHT CPEACTBOM Y4YeTa, IOMCKAa HMHGOpPMallUKM W KOHTPOJA 3a
UCIIOJTHEHUEM JXOKYyMeHTa. ECiy ucxo amuil JOKyMEHT SBISETCS OTBETOM Ha BXOISIIHI
JOKYMCHT, B OJICKTPOHHOM DPErHCTPallMOHHOM KapTOuke JejlaeTcs CChUIKa Ha
COOTBETCTBYIOIIUNA BXOIAIINNA TOKYMEHT.

IlopsakoBbI HOMEp M JaTa PETUCTpallMd OPOCTABIAETCS B BIEKTPOHHOM
PETUCTPAIMOHHOM  KapTOYK€ B aBTOMaTHYeCKOM  pekuMe.  Mexomsammii
PETUCTPAIIMOHHBIA HOMEP COCTOMT U3 MHIEKCA J€1a [0 HOMEHKIIAType JAell, K KOTOPOMY
4Yepe3 HAKIOHHYIO YepTY A00aBiseTcsl OPAIKOBBII HOMEp B Ipeeiax roaa.

3aperuCTPUPOBAaHHBIE HUCXOJAIIME HOKYMEHTHI IIEPECHUIAIOTCS B  CHCTEME
JNIEKTPOHHOTO  JOKYMEHTOOOOpPOTa B  KaOHMHET PYKOBOAUTENA  CTPYKTYPHOIO
N0Jpa3AeiICHUs, COTPY JHUKOM KOTOPOT'O MOJTOTORJICH TOKYMEHT.

JIOKyMEHTy, HampaBlIIeMOMY B HECKOJIBKO aJpecoB, TMPHUCBAHUBAETCI OJUH
perucTpanvonHslit Homep. Ha nokymeHT, pacchiiaeMblii 6oiiee 4eM B YETHIpE aipeca,
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UCTIONHUTENb TOTOBUT CITMCOK Ha PacCBUIKY W IPEJCTABISET HEOOXOAUMOE KOIMUYECTBO
3K3EMIUIAPOB JOKYMEHTA.

JIOKyMEHTEI JUI OTTIpaBKM HepefaroTcs B OOLIMI OTAEN B J€Hb MX PEruCTPALIH
mo 16.00 wyacoB. OTmpaBka [AaHHBIX JOKYMEHTOB IIPOM3BOJUTCA B TOT K€ JCHb.
Koppecnonnenuus, mocrynuBinas Ha OTOpaBKy mocie 16.00 4acoB, NpUHEMAeETCs, HO
OTNPABJIACTCA Ha CIeIyIoMMiA feHb. CpOYHbIE JOKYMEHTHI OTIPABISIOTCH B TOT K€ JEHb.

OrnpaBka MCXOAAIINX JOKYMEHTOB OCYIUECTBIISETCS B CIEAYIONIEM TIOPS/IKE:

AOKYMEHTBI, aJIpeCOBaHHBIC B aAMHUHUCTpAaLMIO TopoJa BiaguBoCTOKa,
IPOKypaTypy ropoaa BiiaauBocToka, TOCTaBISIOTCSA KYPhEPCKO MOYTOMH;

TPOYHE JOKYMEHTHI OTIIPABJIAIOTCS NMOYTOBOU CBA3LIO;

3aKa3HBIMHM TMCBMaMHU C YBEIOMJIEHMEM M 0€3 HETO HANpaBiSIOTCH JHOKYMEHTH,
TpeOyIOIUe MMCbMEHHOTO TIOATBEPXICHHS IOYTOBBIM OTHENEHUEM (GaKTa MX PACCHUIKH
H/WITH TIOTYUYCHHUS aipeCcaToM;

B 3aBHCHMOCTH OT COJCPXKaHHA W CPOYHOCTH JOKYMEHTHI MOTYT OTIPABJIATHCS
HOCPEACTBOM (PaKCUMHUIIBHOM CBA3H.

3.4. Ilopsaaok NpPoXoxKAEHHS BHYTPEHHHUX J0KYMEHTOB

Peructpanns, y4er u aswkeHne BHYTPEHHHX JOKYMEHTOB (CJIyXKeOHBIX 3aIIHCOK)
OCYIECTBIIAETCS 00muUM oTaenoM. IIpoxoxaeHHe BHYTPEHHHMX JHOKYMEHTOB Ha JTamax
MX HOATOTOBKH U 0GOPMIIEHHUS JOMKHO COOTBETCTBOBATH MPOXOXK/IEHHIO OTIPABIAEMBIX
JAOKYMEHTOB, a Ha 3TaNe UCIIOJHEHUS — IIOCTYNAIONUIMX JOKYMEHTOB.

Perucrpaius BHYTpEeHHHX JOKYMEHTOB OCYIIECTBISETCS 4epe3 OOLIMil OTaeN ¢
HCII0JIb30BAHUEM CHCTEMBI JIEKTPOHHOTO TOKYMEHTOOO0POTA, I/ie Ha KaXIbIi JOKYMEHT
3aBOJIMTCA JJICKTPOHHAS PETUCTPAlMOHHAs KapTOUKa, B KOTOPYIO BHOCATCS CBEAEHUS 06
OCHOBHBIX PCKBHU3UTaX JOKyMEHTa (J1aTa, aJpecar, 3arojlOBOK, MCHOJHMTENR), a TAKKe
bukcupyercs ux npoxoxacHue. Ilpu perucTpauMM  BHYTPEHHHMX JOKYMEHTOB K
NIOPSAKOBOMY HOMEpY noGaBisiercs autep «BH».

JIOKyMEHTBl 1O BONPOCAM MAaTePHAIbHO-TEXHMYECKOTO, HH(OPMALHOHHOTO,
XO3AHCTBEHHOTO W MHOTO 00ECHEYEHHs HE PETMCTPHUPYIOTCS B CHCTEME SIEKTPOHHOIO
JIOKyMEHTO0000pOTa, ux yder OCYINECTBIACT CIIELIUATUCT orzena
MaTepHaIbHO-TEXHUIECKOTO 00ECIICYEHH.

Ilepenaua JNOKYMEHTOB MEXTY CTPYKTYPHBIMH noapa3AcICHUSAMU
OCYILIECTBIIAETCA yepe3 o0l OTAe.

3.5. HOpﬂHOK NNOATOTOBKH, COIJIACOBAHHUSA M PEerHCTPallHH IPOCKTOB
AOroBOPOB H MYHHITHIIAJILHBIX KOHTPAKTOB

IIpoexTs1 10roBopoB, MyHHIUMNAIBHEIX KOHTpakToB JlyMs! ropoxa BiagnsocToka,
CueTa M CyeTa-(QaKTypel MOAIEXKAT COIACOBAHMIO, 3aKIIOYEHHBIE JOTOBOPH U
MYHULMIAIBHBIE KOHTPAKThl — PErHCTPAllMM B IMOPAAKE M CPOKH, MPENyCMOTPEHHEIE
IlonoxxeHneM ©  3aKymoOYHOM  JeATEAbHOCTH JlymMBl ropoma BiagiBocTOKa,
YTBEpKIaeMbIM IIOCTAHOBJIEHHEM IpesicesiaTens J[yMul ropoaa Baaausocroxa.

3.6. Opranuzanus paGoThl ¢ AOKYMEHTaAMH B 0TXeJIaX, KOMHTeTaX JlyMbI

Havanbnuk  ormena, mpencenarens Komutera J[yMBl  JaeT  yKa3aHHA
HENOCPE/ICTBCHHBIM ~ HCIIOJHMUTENAM [0 OpPraHU3alllM MCIOJHEHUS JIOKYMEHTOB,
1
0hopMIIAS MX PE30IIOLHEN. '
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Y4eT MOCTyIUIeHUs, HPOXOXKICHUS H UCTIONHEHMs  NOKYMEHTOB B OTHENa,
KoMuTeTax JIyMBI OCYIIECTBISETCH C I/ICHOIIBBOBaHI/IeM CHCTEMBI DJIEKTPOHHOTO
JIIOKyMEHTOO00pOoTa.

YueTy NOAJeKaT BCe BXOMSIIME JOKYMEHTHI, 3aperHCTPHPOBAHHEIE B OOIIEM
OTJIeJIC ¥ HaIpaB/ICHHBIE HEIIOCPEACTBEHHO B aJipec OTxAena, KoMutera JIyMEI, a TakKe
IEPEJAaHHbIE Ha UCTIONHEHNE COTJIACHO PE30JIIOLIHH. .

OTBETCTBCHHBIM MCHOJHHTENh O0ECIeYMBAET  MOATOTOBKY OTBETOB WM
NHMCEM-3AIIPOCOB Ha MTOCTYMUBINME JOKYMEHTHI COITIACHO PE3OJIIOIMH.

IlucemMa 3a moamucelo mpencematens komurera Jlymbl  (3aMecTUTENs
npencenarens komurera JyMel) oGopMIIOTC Ha repOOBBIX OlaHKaX YCTaHOBJIEHHOM
¢GbopMELL

CiyxebHple nucbMa pabo4MX TPy, KPYIJBIX CTOJOB MOINHCHIBAIOTCH WX
pykoBoAUTENs MM U O(QOPMIAIOTCA Ha repOOBBIX OJIaHKAaX YCTaHOBJICHHOW (OPMEL
COOTBETCTBYIOIIMX JOKHOCTH PYKOBOAUTEISA IPYIIIIEL.

B pexBusute «lloamuck» XK HaMMEHOBAHUIO JOJDKHOCTH JOOaBIAIOTCA CIIOBa
«PYKOBOAMTEINDH paboueil rpymmbI».

Hanpumep:

s

Henytat J{ymsi,
pyKoBoaurenb paboyeit rpynmsl N.0. ®ammnus

[ToaroToB/eHHBI# Ha MOCTYNHUBIIMI JOKYMEHT MHPOEKT OTBETA WM 3alpoca
NepeacTCs Ha MOJNKCh PYKOBOJUTENIO B CHCTEME JIEKTPOHHOTO JOKYMEHTOO00POTa, a
Taloke B OyMaXXHOM BapHMaHTE B ABYX JK3eMIUIpax. Ilocie ero mommucanus JOKyMeHT
nepenaercs B oOwmiA oraen J{yMsl fulf €ro PEricTpalid ¥ OTIpPaBKU (mepejadu) B
COOTBETCTBUM € II. 3.3. HacTosmel MHCTpyKIHH.

Ilocne 3aBepuieHua paboOThl Hal JOKYMEHTOM B CIIydae, €CIM K JOKYMEHTy He
NIpUIOKEHAa KOMNHUSA 3apEerMCTPUPOBAHHOIO U OTMPABJIICHHOTO OTBETA, UCIOJIHHUTEND
JOJDKEH B JopMe KPaTKOH CIPABKH U3JIOXKHUTH (HA CaMOM JOKYMEHTE MM Ha OTACIHHOM
micTe Oymard MO0 C MCHONB30BAaHHEM CHCTEMBI 3JIEKTPOHHOrO JIOKYMEHTOOGOpOTA)
PE3yNBTaThI BBINONHCHUS NMOpyYeHus, Hanpumep: «JlaH ycTHBIM 0TBeT», «OTBET Nepenan
HAapO4HO, UcX. Ne, 1aTa» M Tak jAajee.

PaboTHHKH OTIENOB HECYT OTBETCTBEHHOCTh 32 COXPaHHOCTh HAXOAIIMXCA Y HUX
AOKYMEHTOB ¥ KOHGQHUACHIMAIBHOCTD COJIEpIKAIIENCs B HUX HHHOPMALIUH.

3.7. Opranusanus paéoThl ¢ AOKyMeHTaAMH AenyTaToB JlymMbI

OpraHusaius ¥ HENOCPEACTBEHHOE BEACHUE JIETONPOU3BOICTBA AEMyTaToB JlyMbl
BO3JIaraloTCs Ha UX MTOMOIIHHUKOB.

IHomomuuk nenyrara JlyMel 00ecrieYnBacT:

CBOCBPEMEHHOE IMOJIyYCHHUE TMOCTY AKX Ha UMs JenyTata J[yMbl JOKYMEHTOB U
NpeICTaBlICHUE HX Ha pPacCMOTPEHHE JenyTaTy JIyMbl B CHUCTEME 3JIEKTPOHHOIO
JOKYMEHT0000pOTa; A

[0 IOpYyYeHUIo Jemnyrara J[yMbl - CBOEBPEMEHHOE MCIIOJNHEHHE ITOCTYIMAOIMX
JIOKYMEHTOB;

KOHTpOJIb 32 IOCTYIUICHHEM OTBETOB Ha OOpalieHus aenyrara JIyMbl B CHCTEME
IEKTPOHHOTO JOKYMEHTO000pOTa;

BEINIOJIHEHHUE KOIUPOBAIBHO-MHOKUTEIBHBIX pabOT ¢ JOKYMEHTaMH TOJBKO
CiTy>keOHOro Xapakrepa.

e

w

£
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Bxoadmue MOKyMEHTHl, NOCTYNMBINHE B OOWIMA OTAeN Ha WMA JEIyTara,
BCKPBIBAIOTCA (33 MCKIIIOYEHHEM C TIOMETKOH «IMUHO»)!n PETUCTPUPYIOTCA B CHCTEME
3JIEKTPOHHOTO AOKYMEHTO000POTA.

Hemyrar JlyMbl WiaM €ro NMOMOIIHUK OOS3aHBI HE PEXE OJHOrO pasa B HEAEIIO
y3HaBaTh B 001meM otaene JyMbl O HATHYMU MOCTYNHMBLICH KOPPECHIOHICHIMA B aJpec
nemnytara JyMmel.

Ioaroroenennsie aemyratamMu JlyMBI JOKYMEHTHl CiyXeGHOrO XapakTepa
0hOpMIIAIOTCS TOMOIIHMKAMM AEMyTaToB JIyMB B COOTBETCTBUH C IIOJOXKCHHSIMH
Hacrosei MHCcTpyKium.

Has obopmileHUs mUCeM W JPYTHX CIHYKeOHBIX JOKYMEHTOB 3a MOZIHCHIO
AeryTtata JlyMBI MCIIONB3yeTCA JCHyTaTCKUH ONAHK ¢ MPOJOJBHBIM PacIONOKEHHEM
PEKBU3UTOB.

Hcxonsiue 10KyMEHTHI 3a IOANUCHIO AelyTaTa J{yMBl perucTpupyroTes B obLieM
otzene JIyMEl B CHCTeME 3JIE€KTPOHHOTO JOKYMEHTOOG0pOTA. PerucrpanionHsit HOMED
COCTOMT M3 MHJEKCa, MPUCBOCHHOIO J€IyTary JlyMBl, MOPSAIKOBOrO HOMEpa Jeia 110
HOMCHKJIaType AeN, K KOTOPOMY 4Yepe3 HAKJIOHHYIO 4epTy NOOaBIAECTCS MOPAIKOBBIM
Homep muchMa. He momyckaeTcst mpucBauBaTh MHCbMaM AEMYTAaTOB JIyMBI MHAEKCH U
HCXOASIIIE HOMepa KOMUTETOB JlyMBl.

OtnpaBka TOKYMEHTOB OCYLIECTBIIAETC Yepe3 o0wmmit oTaen. OTIpaBKa 3aKa3HBIX
MUCeM JIENyTaToOB JlyMBl OCYLIECTBIAETCA CAMOCTOSATENIBHO IIOMOINHHMKAMH JEITyTaToB

JyMbl.

3.8. Ilpnem n onepaTHBHas IepeJaua TEKCTOB AOKYMEHTOB
N0 KaHajlaM (paKCUMHUJILHOM CBA3H

DaKCUMUIIbHBIE anmaparthl ((akcel), yCTaHOBJIEHHBIE B JlyMe, IOKHBI MMETH
obunuansHEIE HOMEpA.

+ JIOKyMEHT, nepenaBaeMBIH U Tepeladd 10 KaHalaM (GaKCHUMHIBHON CBS3H,
ROJDKeH OBITh BBINIOJHEH Ha Oymare ¢dopmara A4 uepHBIM 1BeToM. Ero o6hem He
JIOJDKEH TPEBBIIIATE CEMH JTHUCTOB. ~

OTBETCTBEHHOCTh 3a COAEpXAHME M ONCPATUBHYIO Iepefady JOKYMEHTa
BO3/1aracTCA Ha HUCIOJNHUTENS, IIOArOTOBHBLIErO (akcorpaMmy, M HadalbHHKA
COOTBETCTBYIOIEro oraena Jymol. [ToJMHHNKYE JOKYMEHTOB TIOCIIE TIEpeaayt XpaHATCs
Y UCIIOJTHUTENICH C OTMETKON O BpEMEHH OTIIPaBKH.

llepepaya ¢ wucnonb3oBaHHEM CPEACTB (GAKCHMMIBHOM CBSA3M JOKYMEHTOB,
COZEpXKAIIUX CIryKeOHYI0 HHQOPMALHUIO OTPaHUYECHHOTO PacCIPOCTPAHEHHS, B TOM YHCIIE
C TOMeTKOM «/1J1s CTy>ke6HOrO IONB30BaHMAY, HE pa3peIlaeTCs.

IIpuHATEIE aKcOorpaMMBI PETHCTPUPYIOTCS B 06LIEM MOPSIKE.

3.9. Ilopsnok HCNO/IL30BAHHS JJIEKTPOHHO NOUYTH B Jlyme

ONEKTPOHHAA MOYTA NPEICTABNsET OGO CPEeACTBO Mepenayn MHGOPMAIMOHHBIX
COOOLIEHUH IO 3IEKTPOHHBIM KaHaJIaM IepeJadn JaHHBIX.

ONEKTPOHHOE IMUCHMO MOXKET COJIEPHKATE:

aJipec 3NEKTPOHHOH MOYTH OTIPABUTENS MHCHMa,

aJipeca 3JIEKTPOHHOM MOYTEHI TI0JyyaTeneil MICchMa,

TeMy MHUCHMa,

TEKCT MHUCHMa,

BIIOJKEHHBIE (ailibl.
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OnekTpoHHas noura B J[yMe HCHONB3yeTCs TOJNBKO ISl CIy>KeOHBIX ueneid. 3a
KaXJIBIM OTHEJIOM 3aKperuisercs ajipec JJIEKTPOHHOH mouThl. Takke BO3MOKHO
BBIIEIEHHE NEPCOHAIBHBIX aJPECOB JJIEKTPOHHOM MOYTH I JemyTaToB JyMel u
COTpyaHuKkoB ammapara Jymsel. OTIeasl MMEIOT NpaBO CaMOCTOSTENBHO pacchLIaTh
3JIEKTPOHHYIO KOPPECIIOH/ICHIIHIO. )

OJIeKTpOHHAsI [0YTa WCIOJB3YETCs IMOJNB30BATENAMH TONLKO 11 oOMEHa
MHGOpMaNueH, OTHOCAMIEHCS K KAaTeropud OTKPHITOM W Cily:kebOHOM. 3ampemeHo
HCTIONIb30BaTh  JNCKTPOHHYIO MOYTY [UIA Tepefladd HHQOpMaIMy, OTHOCALIelcs K
KaTeropMy OrpaHUYEHHOI'0 pacpOCTPaHEHHUS.

AJIMMHUCTPUPOBAaHHE OJICKTPOHHON IMOYTHl OCYINECTBJISAET OTBETCTBEHHBIH
CIICLMATKCT OT/IENIa MATEPHAIBHO-TEXHHMIECKOT0 obecnedeH s J{yMel.

IluceMa, HampaBieHHBlE Ha OQULUANBHBIN aJpec SMEKTPOHHOM IMOYTHl JyMEI
(info@dumavlad.ru), a Taioke yepe3 HHTEPHET-NIPHEMHYIO OQUIMATBHOTO caifTa JlyMEl B
cetn WurepHere (www.dumavlad.ru), pacrieyaTsIBaroTci M pPErHCTPHPYIOTCS OOLIAM
OTAeNOM. Perucrpanus 3MEKTPOHHOTO NHChMa aHATOIMYHA PETHCTPALMU OGBIYHOTO
nuceMa Ha OyMaXHOM HOCHTeNe. B 3NEKTPOHHOM pPErHCTpalMOHHOM —KapTOYKe
JNOKyMCHTA B HOJIE «IOCTaBKa» CTaBUTCA OTMETKA - e-mail.

HaneHeiiee nBUXEHNE SIEKTPOHHOTO MICHMA B OYMaKHOM BHIE OMpeaeseTCs
Hactosne Mucrpyknuel HapaBHe ¢ OOBIYHBIMY JOKYMEHTaMH.

Ecnu anekTpoHHOE NHCHMO, HANPaBICHHOE HA O(QHUIMAIBHEINA afpec 3JMEeKTPOHON
no4Thl J[yMbl, afpecoBaHO HE MOKHOCTHBIM JiMLAM JIyMBI, TO OHO JOXKHO OBITH
ylajieHO €3 perucTparyy.

OtnpaenseMble ¢ OQUIHATBHBIX aipecoB JlyMBI 3JEKTPOHHBIE IHCHMa
PETUCTPHUPYIOTCS B YCTAHOBJICHHOM TIOpSAJKE M yKa3aHWEM B  OIEKTPOHHOM
PErUCTPAHOHHON KapTO4Ke JOKYMEHTA B IOJIE «BHJI OTIIPaBKM» - e-mail. 4

OJEKTPOHHAs BEPCHUS MCXOMALIETO JOKYMEHTa JO/KHA COOTBETCTBOBATH
opuruHaiy. J[is 3TOro B Hell NPOCTaBISIOTCS PETMCTPAlMOHHBIE JAaHHBIE HCXOMAIIETO
JAOKYMEHTa, a TaloKe MPOCTABJIAETCA HAANKMCh B HIDKHEM MPABOM YIIIy, COCTOALIAA U3
CTIOB  «COOTBETCTBYCT OpPHMIMHANy», B KaBBlYKaX. Takke BO3MOXHZ OTIIPaBKa
rpaguueckoro M300paXkeHHs MOINKUCAHHOTO JOKYMEHTA, ITONYYEHHOTO C [TOMOIIBIO
CKaHUPOBAHUH.

Ilocne oTnpaBku 3MEKTPOHHOM BEpCHH MOKYMEHTAa Ha 060pOTE GYMAaKHOTO
OpUrMHaka CTaBUTCSA JHaTa, BpPeMsA OTNPABKM M IOAIMCH HCIONHWUTENS. ByMaxHbIi
OpHTMHAJ JOKYMEHTA HAIIPaBISIETCSA UCTIOJHHUTENEM B OOLIMI OTAEI.

4. OPTAHM3ALIUS PABOTHI C MIMCbMEHHBIMHY M YCTHBIMU
OBPAILEHUSIMH TPAKIAH

4.1. lenonpon3BoacTBO No 0GpalieHAsAM H NpHemMy rpaxian B Jlyme

Hemnonpoussoacteo no ofpameHusM u OpueMy TIpaxaaH B Jlyme BedeTcs
OTACNBHO OT JPYTMX BHJOB JEJIONPOU3BOACTBA B OOLIEM OTHENE C HCIONB30BAaHUEM
CHCTEMEI 3IEKTPOHHOT0 JOKYMEHTO0000pOTa.

OTBETCTBEHHOCTh 32 CBOEBPEMEHHOE W IIPABHIBHOE pPa3spEIIEHHE BOIPOCOB,
HOCTAaBJIEHHBIX B OOPALICHUAX IPpaXkJaH, HECYT OTBETCTBEHHEIE UCIIOIHHUTEIH.

OTBETCTBEHHOCTh 332 COCTOSHHE JENONPOM3BOJACTBA [0 OOPALICHUAM TIPax/aH,
KOHTPOJIb CPOKOB MCIIOJTHEHMS BO3JIAaracTcs Ha CHELUAINCTa OOIIero OTAela, KOTOPbIH
OCYLIECTBAAECT PETUCTPALUIO, Y4€T, KOHTPOJIb, & TAKKE INPUHAMAET MeEpH K
COBEPIICHCTBOBAHUIO JAHHOU pabOTHI.
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4.2. Ilpnem u nepBHYHAA 06pa60TKa106pameHni‘l

OcHoBaHHeM Ui Hayala MCIIONHEHUS (QYHKIHH 110 pacCMOTPEHHIO 0OpalleHuit
rpaXXJaH SBIAIOTCA MOCTYIHBUIME B IIMCbMEHHOH QopMe Wi B GopMe 31€KTPOHHOIO
AOKyMEHTa MpEUIOKEHHE, 3asBICHHE WM JKainoba, a Taloke ycTHOoe obpalleHue
rpaKJaHHHA.

[puem obpammeHuil rpaxkiaH, NOCTYMMBINKX 110 KaHalaM (paKCUMUIBHON CBA3M, a
TalOKe HANPABIIEHHBIX B (OpME IEKTPOHHOTO JTOKYMEHTA, OCYIIECTRISETCS aHAIOTMYHO
paboTe ¢ NMCEMEHHBIMH 00paIlCHUAMH.

Ilpn npueme ¥ NepBUYHOM 06pabOTKe MUCEM IPaKIaH NPOU3BOMUTCA HPOBEPKA
OpaBWIPHOCTY  aJpECOBAHMA, KOMIUIEKTHOCTH M IEJTOCTHOCTH  JOKYMEHTOB,
HaJIMYMA YKa3aHHBIX BIIOXKCHUIA.

KoHBepTHI OT MOCTYNaIOIMX MHUCEM COXPAHAIOTCS W NIPUIIATAIOTCA K 0OpaIleHIAM
JUI1 YCTAHOBJICHHUS ajpeca OTIPaBUTENsI W JaThl IOYTOBOIO INTEMIIENS B KauecTBE
J0Ka3aTeIbCTBA BPEMEHU OTIIPABKH U MOJIyYEHHUS IIMCHMA.

Owmu60oyHO npucIaHHas KOPPECIIOHACHIMS EPECHUIAETCA 110 HA3HAYEHHIO, €CIH
U3BECTEH aJIpeC IOIyYareis, WK BO3BpAIACTCs OTIPaBUTEITIO.

Ilpn npuemMe HENOCPENCTBEHHO OT TIPaX/JAaHMHA MUCBMEHHOrO OGpaIeHus
yCTaHaBIMBAETCS HATHYHE:

HaMMCHOBAHUS OpraHa, B KOTOPEIA ajpecoBaHO OOpatieH e IPak 1aHuHa;

amuny, uMenH, oT4ecTBa (HOCIEAHEE IPH HATHYNM) TPAKIAHUHA,

TIOYTOBOTO aJipeca rpaxJaaHWHA, Ha KOTOPBIA NOJKEH OBITh HAIlpaBJIEH OTBET
b0 yBEIOMIIEHHE O TIepeapecanuy oOpalleHus;

COACPXATCIIbHOM CTOPOHBl OOpallleHus TpakJaHWHa, TO €CTh H3JIOKECHHA
aBTOPOM CYTH IPEITIOKEHHUS, 3aABJICHHS, KaI00bI;

JUYHOM ITOANMCH IPaXKIaHUHA;

JaTBl HATTUCAHUS;

NEPEYHA M KOJIMYECCTBA JOKYMEHTOB M MAaTepHaioB JMOO HUX KOMUI,
TpHTaraeMsIX K 0GPaLeHHIO.

4.3. PerncTpanus odpaienuii rpaxian

Peructpanus obpamennii rpaxnan (mamee — oGpalieHHs) OCYIIECTBISETCS B
o0IeM OT/IeNE C UCTIONB30BAHMEM CUCTEMBI JJIEKTPOHHOTO JIOKYMEHTO060pOTA.

ITuceMenHOe obpalenye MOAIEKAT 003aTE/IBHOM PErMCTPallii B TEUCHHE TPeX
JHEH ¢ MOMEHTA €r0 IOCTYIUICHHS.

B ciny4ae mocrynnenus obpamieHHs B [€Hb, NPEAIIECTBYIOMMH NpasIHUYHBIM
WM BBIXOIHBIM [IHAM, HMX DErMCTpallMs MOXET IPOM3BOMUTECS B paGoumii JCHB,
CJICAYIOLIMH 3a Mpa3JHUIHBIMH WJIH BEIXOAHEIMH JHAMHU.

IIpu peructpanuu obpaiueHus Ha JHLEBOI CTOPOHE MEPBOIO JIKCTA JOKYMEHTA B
NpPAaBOM HIKHEM CBOOOJHOM YIIy IPOCTABIAETCS PErMCTPALMOHHBIA INTAMI C
YKa3aHHEM JaThl IOCTYIUIEHU U PETUCTPAMOHHOTO HOMEDA.

B ciyyae, ecnu Mecto, npeHa3HAYCHHOE [UIS INTaMIIa, 3aHATO TEKCTOM IHCHMa,
HITaMII MOXET OBITh NPOCTABIEH B MHOM MeCTe, 00ECICUMBAIOINEM €ro IPOYTEHHE,
KpPOME JIEBOTO BEPXHETO YIJIa MMChMa.

o mpockbe rpaxkpaHMHa Ha BTOPOM DK3EMIUIApE HPUHATOrO IMUCEMEHHOIO
oOpalieHusl TpakJaHWHa TIPOCTABJIAETCS JaTa TpHeMa OOpalleHHs, KOJIHUYECTBO
NIPUHATHIX JIACTOB U coo01maeTcs TeaedoH 1A CIPaBoOK. -
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Ilpu peructpanum obparueHunii B cHCTEME :meKTpOHHoro JOKyMEHT0000poTa
ohopMIISIETCs HNIEKTPOHHAS PErHCTpalOHHAS KapTquar (npunoxxenue 44), B KOTOpOif
YKa3bIBACTCA:

PETMCTPallHOHHBIN HOMEp U JlaTa MOCTYIUICHHA O0palleHus,

GamMuIng ¥ UHUIMANG 3asABUTENA (B MMEHHMTEIBHOM MAaJexe), €ro aapec (eciam
NHCBEMO IIOMKUCAHO JBYMs M 00JI€e aBTOpaMH, TO TaKOE OOpallleHHe PeruCTPUPYETCs Kak
KOJUIEKTUBHOE);

aapecart oOpanieHus;

B oOpalleHus((3asBICHHE, TIPEIOKEHHE, Kanoba);

TEMaTHKa OOpalleHHUS;

HalMEHOBAHHUE OpraHM3alluH, J1aTa M HCXONALIMI HOMEp CONPOBOJUTENLHOTO
MUCHMa (€C/IM MMUCHMO NEPEHAIIPABICHO IPYTHM aapecaToM);

KpaTKoe CoJiep)KaHue 0OpalieHus;

TeMa 00palleHUs COTIIACHO KIIAaCCH(PUKATOPY TeM OOpalIeHHIA.

3aperucTpupoBaHHOE OOpallleHNe CO BCEMHM MPUIOKEHUAMH CKAHMPYETCA U €ro
3JIEKTPOHHEIH 00pa3 MPHKPEIUIETCs K PErUCTPAIIOHHOM KapTOUKe.

OOpaweHue  rpaxnaHWHa MPOBEPSETCS HAa  MOBTOPHOCTh.  I1OBTOPHBIM
ofpalieHusM rpaxmaH I@pH HX INOCTYIUIEHMM TPUCBAHBACTCS  OYEPEIHON
PETUCTPAllHOHHBIA HOMEpP, a B JJIEKTPOHHOH PETHCTPAIMOHHONW KAapTOYKE MAENaeTcs
CBfI3Ka HA MEPBUYHOE. B 3JIEKTPOHHBIX PETHCTPALIMOHHBIX KApTOUKaX JEIaeTcsi OTMETKA
«TOBTOPHO». K oOpamieHuto rpakJaHuHa NOAOHpaeTcs BCA IPEAIIECTBYIONIAS
nepenucka.

TToBTOPHBIMH ClleayeT cuMTaTh OGpAlCHHs, IOCTYIHBIINE OT OJHOTO M TOTO XKe
jMia 10 OJHOMY U TOMY € BOIPOCY, €CIM CO BPEMEHH HamlpaBJEHHS IIEPBOrO*
3a4BJICHMA HCTEK YCTAHOBJICHHBI 3aKOHONATENLCTBOM CPOK DacCMOTPEHHS, JuGo
oOpalleHus, B KOTOPEIX 3ajBUTENb OGXKATYET PELICHHE, NPUHATOE MO MpPEABIAYIIEMY
obpamenuio. He cuntaroTcs HOBTOPHEIMH OGPAILEHHs OHOTO U TOTO XKe aBTOPa, HO [0
Pa3sHBIM BOIIPOCaM.

ObpameHns. OMHOTO M TOro XK€ 3asBUTEIA II0 OJHOMY M TOMY e BOIPOCY,
TIOCTYIUBINKE 10 HCTEUCHHUS CPOKA PACCMOTPEHHS, JOMOIHUTENEHOTO PACCMOTPEHUA HE
TpeOYIOT ¥ HATIPABIAIOTCA 11 CBEACHUS HCIIOIHUTEIO IEPBUYHOTO OGpAILCHH.

Obpatenve rpaxaaHuHa, cojepKaliee JOMOIHUTENBHBIE CBEIEHHS K MEPBHYHO
MOJAHHBIM OOpalICHHAM TIpaXJaHUHA, CPOK pa3pellieHMss KOTOPHIX HE HCTeK,
PETUCTPUPYETCS IO/ TEM XK€ HOMEPOM, YTO ¥ NIEPBOHAYATBHO IOCTYHBIIKME OOpaIlcHAS
TpaKJaHWUHA.

OOpaienus, NOCTYNHMBUINE HEMOCPEACTBEHHO B aipec JEmyTaToB JlyMEL
CTPYKTYPHBIX TIOJpa3sNe/ICHUH, PErHCTPUPYIOTCS M IEPEfAIOTCS UM Ha OyMakHOM
HOCHUTEJIE U C UCMOIb30BAHUEM CHCTEMBI 3JIEKTPOHHOTO JJOKYMEHTO000pOTA.

Ob6pawmenns, nocrynusmue B aapec Jymbl wmiu npeacenarens JyMsl Iocie
perucTpaid ¥ mnoAadopa IEPENUCKH, NEPENAIOTCS HAa PACCMOTPEHHE IIPENCENATENIo
Jy™mpl.

Pe3yabTaThl pacCMOTpEeHHA 0OpAIleHHI OTPAXKAIOTCA B KAPTOUKE JUTS PE3OITIOLIHH.
Peszomonna nomxHa comepxarh: (GaMIWIMI0O W HHHUMAIH JIML, KOTOPBIM JaeTcs
NOpYYCHHE, COAEPIKAHME IIOPYYECHHs, MOPSINOK M CpPOK HKCIOJHEHHS, ITOJIUChH
JOJDKHOCTHOro JiMna. [IlopydyeHMe MOXKET COCTOATh M3 HECKOJIBKMX  YacTel,
HPEINUCHIBAIOMUX KaXXIOMY HCIOMHUTENIO CaMOCTOATENLHOE OCUCTBHE, MOPAMOK H
CPOK MCIIOJIHEHHUS TIOPYYCHHS.
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Tocie HamoxXeHHsS Pe30MIOIUK OOpaleHHs BO3BPAIIAlOTCs B OO oTAen s
BHECEeHUs MHQOpManuyu 00 UX HCHOJHUTENIX M CPOKAaX HCIONHEHUS B 6a3y JaHHEIX
CHCTEMBl DJICKTPOHHOIO JOKYMEHTOOOOpOTa M Mepelaydl UX HEMOCPEICTBEHHBIM
UCTIOTHUTEIISM. :

B cimydae ecnm ofpammeHue mepeJaHO Ha HCIONHEHME OMIMUOOYHO JHOO
HCIIONIHUTENb HE COIVIACEH C COAEP)KAaHMEM PE3ONIOLNM, JaHHOE OOpallleHUe B TEYEHHUE
ABYX JHEH TIOCIE PErMCTpalud Bo3BpaijaeTcss B obmuit otmen. K oOpamenuio
NpUIaraeTcs NOArOTOBICHHAs UCIIONHUTENEM CTyKeOHast 3aMHicKa ¢ YKa3aHHEM MIPUYKH
BO3BpaTa, Mocjie 4ero obpameHne B o61eM MopsIKe Yepe3 CrenuanucTa o61ero oTaena
IIOCTYNaeT Ha pPAacCMOTPEHHE IMpeAceAaTento JIyMsl ¢ IOBTOPHBIM HAJOKEHHUEM
PE30IOLINY. -

4.4. PaccMoTpeHHe MHCHbMEHHBIX 00pallieHMi rpaxIaH

OO6pammenns, noctynuBmue B Jlymy, JOJDKHOCTHBIM JHLAM JIyMbl, HOIJIEXKAT
00s13aTe/IbBHOMY ~ DAacCCMOTPEHMIO B IOPSAKE M CPOKH,  YCTAaHOBJIEHHEIC
OenepanbHpiM  3akoHoM 0T  02.05.2006 Ne 59-03 «O mopsamke paccMOTpeHHS
oOpaienuii rpaxaan Poccuiickoit ®enepanumy.

HawajioMm cpoka paccMoTpenus o6palleHuil CHUTaeTCs JeHb UX PETMCTPALVH.

HMcnonHutens mociie HONyYeHHs OOpAICHHS [OJDKEH O3HAKOMHTBHCS C €ro
CONCpIKAaHUEM M  OMNPCHCIAWTh CBOM JajbHEHIMe AeHCTBUS 10  paspelleHHro
MOCTYNHUBLIETO O0paIleHus.

Hcnonnutens obecrieunBaeT OOBEKTHBHOE, BCECTOPOHHEE M CBOEBPEMEHHOE
paccMOTpeHHe OOpallleHus, B CIy4ae HEOOXOOUMOCTH — C YYacTHEM TIpaKJaHHHa,
HanpaBMBIIETO OOpalleHue, WK C BHIE3I0M Ha MECTO.

UcnonHuTtens uMeeT IpaBo 3alpalluBaTh, B TOM YKCIE B 3JIEKTPOHHOI (opMe,
HEOOXONMMEBIE JUIi PacCMOTPEHMs OOpalleHHs IOKYMEHTHl W MaTepuansl B APYTUX
FOCYTapCTBCHHBIX OpraHax, OpraHax MECTHOIO CaMOYNpaBICHHA H y HHBIX
ROJDKHOCTHBIX JIMIL, 3a WCKIIOUEHUEM CYJI0B, OpraHOB JIO3HAHUA M OpPraHOB
MIPEABAPUTENBHOTO CIICICTBH.

ITnceMeHHOe oOpanicHue, comepaKaliee BOTIPOCKI, PEIICHHE KOTOPEIX HE BXOIHT B
KOMIETEHIUIO JlyMBl MM TOJDKHOCTHOTO JIMIIA, HAMPABJIAETCS B TEYEHUE CEMU JHEH CO
AHS PErUCTpallid B COOTBETCTBYIOIIMK OpraH MM COOTBETCTBYIOLIEMY JOJDKHOCTHOMY
ULy, B KOMIICTEHIHIO KOTOPBIX BXOAWT DEIICHHUE IIOCTABJICHHBIX B OOpaICHUM
BOIIPOCOB, C YBEIOMJIEHHEM I'PaXK[JaHMHa, HAal[paBUBIIETO obpalleHue, O nepeaapecanum
obpaleHus. :

B ciydae eciu pelieHHMe NOCTAaBJICHHBIX B IHMCEMEHHOM OOpaIllEHHH BOIPOCOB
OTHOCHTCS K KOMIIETEHIMH HECKOJBKUX rOCYAapCTBEHHBIX OPraHOB, OPraHOB MECTHOIO
CaMOYMPABJICHUS MM JOJKHOCTHBIX JIMI, KOMHUA OOpalleHHs B T€YEHHE CEMH IHEH CO
JHA PETHCTPAllMM HAINpPABJISETCS B COOTBETCTBYIOIIME TI'OCYIAapCTBEHHBIE OPTaHEL,
OpraHbl MECTHOI'O CaMOYIPABJIEHUS WU COOTBETCTBYIOIIMM JOKHOCTHBIM JIMLAM.

Ipu paccMoTpeHHH oOpallleHHs HE JOIyCKaeTcs pasriiallicHHe COAEPKaIlUuXCs B
HEM CBEIECHUM, a TaK)Ke CBEJICHUI O YaCTHO JXU3HU 3asBHTENA O€3 ero coryiacus.

He sBnsgeTcs pasriameHneM CBECHUH HalpaBleHNe MUCHMEHHOIO o0palleHus B
Oprai Wid JOJDKHOCTHOMY JIMI[y, B KOMIETEHUMIO KOTOPBEIX BXOIWUT peIICHHE
IIOCTaBJICHHBIX B OOpaIeHu! BOIIPOCOB.

3anperaeTcs HaINpaBJIATh JKaJlo0y Ha PaCCMOTPEHHE B FOCYAapCTBEHHBIN OpraH,
OpraH MECTHOTO CaMOYIpaBICHUS WU II;OJI)KHOCTHOMy JUILY, pellleHUe Wi ACUCTBUE
(6e3neiicTBrE) KOTOPBIX OOXKATYETCS.
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Eciin HEBO3MOKHO HalpaBlieHHE JKaJoObl- HA PACCMOTPEHHE B IOCY1apCTBEHHEII
OpraH, OopraH MECTHOI'O CaMOYIIPABJICHUS WIM IOJKHOCTHOMY JIMIY, B KOMIIETEHIVIO
KOTOPBIX BXOJWT peENICHHE IIOCTAaBJICHHEIX B ' 0oOpallleHMH BOIPOCOB, Kajoba
BO3BpAIACTCs IPaXKIaHMHY C Pa3bSCHEHHEM €ro IpaBa 00KaJoBaTh COOTBETCTBYIOIIEE
peuieHue uiu aencTue (6e3neiicTBiE) B YCTAHOBICHHOM MOPSKE B CYJIE.

ITucemennbie obpalieHus ¢ NPOCEOAMH O JIMYHOM IIPHEME JOJKHOCTHBIMHU
JIMIAMH PaCCMATPHUBAOTCA KakK OObIYHBIE OOpaleHus rpaxiaad. IIpu HeoOxomumocTH
3afdBUTENIAM HANPaBIAIOTCH COOOMIEHHS 00 OpraHM3alluM JMYHOTO TNpHeMa IpaxIaH
JOJDKHOCTHBIMU JIMLIAMH.

4.5. ITopsinok paccMOTpeHHS OTAJLHBIX 00pamenHii

B ciyyae, ecniu B mMCEMEHHOM OOpaIeHUM HE yKasaHbl (GaMIIMA rpaxkIaHUHa,
HarpaBUBLIEr0 OOpallleHHe, WM IIOYTOBBIH ajpec, MO KOTOPOMY JOJKEH OBITh
HampaBjIeH OTBET, OTBET Ha oOpaimeHue He jAaercs. Ecnum B ykazaHHOM o6paineHHu
COOEpXKATCA CBEICHHS O IOArOTaBIMBAEMOM, COBEPIIAEMOM MM COBEPIIEHHOM
TPOTHBONPABHOM JESHUH, a TAKXKE O JIANE, €ro IOArOTaBIMBAIOIIEM, COBEPIIAIONIEM
WIM COBEPIIMBINEM, OOpallieHHe OIEKUT HanpaBneHmo B [OCYAApCTBEHHEI Oprad B
COOTBETCTBUU C €r0 KOMITETEHIUEMN. i

OGpaiienre, B KOTOPOM 00XalyeTcs CyfeOHOE pelleHUe, B TEUCHUE CeMM JHEH CO
AHA  PErUCTpalliM  BO3BpAllAaeTCs TIpakJaHMHY, HampaBHBIIEMY oOOpalleHHE, C
pa3bACHEHUEM MOpsAAKa 00KaIOBaHUs JAHHOTO CyAeGHOTO PEIECHHUS.

Ilpu nonyyeHnn MUCbMEHHOro OGpAINEHHs, B KOTOPOM COJEPKATCS HEIEH3ypPHbIE
JH60  OCKOPOHMTENbHbIE BHIPDAXCHHSA, YIPO3bl JKM3HU, 3HOPOBHI0 M HMYIIECTBY
JIOJDKHOCTHOTO JIMIA, a TaKXKe WICHOB ero ceMsu, Jlyma ropoaa BrammBocToka win
AOJDKHOCTHOE JIMLO BIIpaBe OCTaBUTh oOpameHue ©Oe3 OTBETa MO CYLIECTBY
TIOCTaBJICHHBIX B HEM BONIPOCOB M COOOLIMTH rpaXkAaHUHY, HallpaBUBILIEMY OGpalIcHHE,
O HEJIOITy CTUMOCTH 3JI0YTIIOTPEOICHHS [IPaBOM.

B ciy4ae, ecii TEKCT MMCHMEHHOTO OOpAIEHHs HE MONAETCS TIPOYTEHHIO, OTBET
Ha OoOpalleHHe He JaeTcA M OHO HE MOICKUT HANpPaBJEHHI0 HA PACCMOTPEHHE B
TOCYNIApCTBEHHBIN OpraH, OpraH MECTHOTO CaMOYNPAaBJICHUS WIH JODKHOCTHOMY JIMITY B
COOTBETCTBUM C MX KOMICTEHIMEH, 0 Y€M B T€YCHHE CEMM AHEH CO JHA PEruCTpalu
obpaleHus coobmaercs rpax/JIaHiHy, HalpaBUBILeMy o0pallleHHe, €CTH ero GaMuIns 1
HOYTOBKIN afipec MOAJAIOTCS MPOYTEHHMIO.

B ciyyae, ecnu B muChMEHHOM OOpallleHHH IPaKIaHUHA COAEPHKUTCS BOIPOC, HA
KOTOPBIH €My HEOAHOKPATHO NaBaJlMCh MHCHMEHHBIE OTBETHI 110 CYIIECTBY B CBS3H C
paHee HanpaBIseMbIMA 00palllEHUAMH, U TIPU 5TOM B OOpalllcHUH HE HPUBOAATCS HOBEIE
JOBOZBI WM OOCTOATENHCTBA, mNpefcenarens JyMel Wi gmemyTtaTel Jlymel (eciu
obpaiiense ObIIO MM aapecoBaHO) BIpaBe MPUHATH PEIICHHE O GE30CHOBATEHHOCTH
O4YepPeHOro OOpalieHus M INPEKPAllCHNH HEPENUCKH C IPAKIAHMHOM IO JAHHOMY
BOMIPOCY NPH YCJIOBHH, YTO YKa3aHHOE oOpallleHVUe U paHee HampaBjiseMble oOpalleHus
HalpaBJIsuICh B J[yMy wiM OJHOMY M TOMY JK€ IOJDKHOCTHOMY jmily. O JaHHOM
pelIeHUH YBEAOMIIAETCSA IpaXJaHUH, HalpaBUBIINH obpareHue.

4.6. Opranunsanusi paboThl ¢ JOKYMEHTaMH 10 00palleHHsM rpaxiaH

IToaroroska 3aMnpocCoB 1o pa60Te C 06paIlIeHI/IHMI/I I'paXlad U OTBCTOB B aJpecC
3ABUTEIIA OCYIIECTBIISIETCS B COOTBETCTBUH C Tpe6OBaHI/I}IMI/I HACTOAIICH I/IHCTPYKHI/II/I.
OTBCTBI 110 MNpPCIIOXKCHUAM, 3ajiBJICHUAM, )anobam IpaxaaH ITOJDKHBI OBITH
APTYMCHTHPOBAHHBIMH, CO CCHUJIKOW Ha KOHKPCTHLEIE HOPMBI 3aKOHOAATC/IbCTBA
¢

g
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Poccuiickoit ®enepaliuy, ¢ OCBEIIEHHEM BCEX IOCTABJIECHHBIX BOMPOCOB, 4 €CIU B
YAOBJIETBOPEHUM 3aABUTEIIO OTKA3aHO, COJNEPXKATh YETKOE pa3bICHEHHE IOpAAKa
00XaJlOBaHMs TPMHATOTO pEIICHHS C yKa3aHHEM OpraHa, KOTOPOMY MOKET OBITh
HalpasJeHa xajnooa.

OtBeThl Ha oOpaleHHMs rpaxkaaH, TpeOYOIME IMPaBOBOrO 0GOCHOBAHHMSA WIH
CCBUIKM Ha 3aKOHOJATeNbCTBO Poccuiickoii denepanyy, COrnacoBbIBAOTCSA ¢ IPaBOBBIM
OTICIIOM.

ITucema, HanpaBaseMble 3a MOANKCHIO Npeacenarens Jlymul B aapec IIpesunenta
Poccunitckoit  @enepaumy, Anmunuctpauuu Ilpesupenta Poccuiickoit ®enepanmm,
IlpaButensctBa Poccuiickoit ®enepauuu, pyKOBOAUTENEH Imajiar ®enepanbHOTO
CoOpanus Poccuiickoit ®eneparmn, 'yGepHatopa IIpumopckoro Kpas, mpeaceatens
3akonoparensHoro CoGpanus IIpuMOpcKOro Kpast, pyKOBoOAMTenel (eaepanbHBIX
OpraHoB roCylapCTBEHHO! BiIaCTH B IIpUMOPCKOM Kpae, NMPOBEPSAIOTCS M BH3UPYIOTCA
CIICHAIACTOM IIPAaBOBOTO OT/IEIA, OCYIUECTBIAIOIMM JHHTBUCTHYECKYIO SKCIIEPTH3Y.

Pabora ¢ wucxomamumu OOKyMeHTamu MO paGoTe ¢ OOpalleHHMAMM TIpaxaaH
BKJTIOYAET NIPOBEPKY TPABHIBHOCTH HX O(QOPMICHH, PETUCTPALIMIO, YYET U OTIPABKY.

Crennanuct obuiero oraena npoBepseT MPABUILHOCTE OPOPMIEHHS JOKYMEHTOB
M HaIAYUE TIPUIOKCHUM K OCHOBHOMY JOKYMEHTY. J[OKyMEHTHI, IOCTYNArOIIUE Ha
PETUCTPALMIO, AODKHBEI OBITH OOPMIIEHBI B COOTBETCTBUM € TPEOOBAHMAMU HACTOSIICH
WHetpykimn.  JIOKyMEHTEI,  COCTaBNGHHBE M O(OPMIEHHEIE C  HapyILICHUEM
YCTaHOBJICHHBIX TpeOOBaHHIA, BO3BPANIAIOTCS HCIIOIHUTENIO Ha JOPaOOTKY.

Ha perucrpaumio JOKYMEHTEI NepelalOTCsi ¢ HCIONB30BAHMEM BJEKTPOHHOIO
IOKYMEHT0000poTa IyTeM cozmanus PKIIJ.

Peructpanus wncxopdmel KOPPeCHOHICHIMM OCYHIECTBIAETCS 4epe3 OOLimii
OTACJ, T/I€ HA KaXIbIH NOKYMEHT 3aBOAUTCA JJIEKTPOHHAs PErdMCTpallMOHHAs KapTOYKa
(mpunoxenne 45). B kapTouke hHUKCUPYeTCs HOMEpP U JaTa OTIPABIAEMOro IOKYMEHTa,
KpaTKoe€ COACpXaHWE, YKa3bIBA€TCH. afipecar, (aMuInsd HCIIOJHUTENS, K€M MNOIIUCAH
JIOKYMEHT.

Hcxosiine ciryxeOHbIe JOKYMEHTHI PETMCTPHPYIOTCS.

Hamnpumep: 11-01-01/128/431T°P, rane

11-01-01- uHpekc rpymnmsl JOKYMEHTOB 110 HOMEHKJIATYpE,

128 - nexonsumii MOpsAAKOBBINA HOMEpP TOKYMEHTA,

431I'P - perncTpalMOHHEIN HOMEp 00palIeHus, C KOTOPHIM CBS3aH MUCXOISIIHIA

JOKYMEHT.

HOKyMEHTHI 1711 OTNpaBKY B GYMaKHOM BapUaHTe NEpefaroTcs B OOIMiA OTen
TIOHOCTBIO OOPMIIEHHBIE, C YKa3aHHEM II0YTOBOTO ajpeca.

JIOKyMeHTy, HanpaBiseMOMy B HECKOJIbKO aJpecoB, NPHCBAUBACTCS ONHH
PEeTUCTpalMoHHbI HOMep. Ha nmokyMeHT, pacchliaeMblii Gosiee dyeM B 4YeTHIpe ajpeca,
UCITOJIHUTEIIb TOTOBUT CIHMCOK Ha PACCBUIKY U MPEICTaBIACT HEOOXOAUMOE KOMHMYECTBO
9K3EMIUIAPOB JOKYMEHTA.

Komust  3aperncTpupoBaHHOrO  OTHPAaBIAEMOr0  JOKYMEHTA  BO3BPAINACTCS
HCIIOJTHUTENO JIUI NOAIIMBKH €r0 B IEJI0.

Ecnu ucxondmuii JOKyMEHT SBISEICS OTBETOM HAa BXONAIIMH JOKYMEHT, B
3JIEKTPOHHOM PErHCTPAl[MOHHOM KapTOYKe JeNaeTcsl CChUIKA HAa COOTBETCTBYIOLIUMA
BXOJAIIUNA TOKYMEHT.

IomyyeHnble OTBETH! Ha 3alPOCH MOCIE UX PETHCTPALMM M 3aHECEHUS JAHHBIX B
3JIEKTPOHHYIO KapTOUYKY NIEPEAAIOTCS UCTIONHUTEIIIO.

OrnpaBKa HUCXOAAIIMX JOKYMEHTOB IO pabore ¢ OOpalleHHAMH TIpaxkJaH
OCYILECTBIIAETCS B COOTBETCTBUHM € ITyHKTOM 3.3. Hactoswei MHcTpyknuu.
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4.7. CpoxkH paccMOTpeHHS NHCBMEHHOr0 00paIeHHS U
KOHTPOJIb 32 HX HCIIOJTHEHHEM

[Tucemennoe ofpamieHue, nocrynusiiee B JlyMy WiH MOKHOCTHOMY JIMILy
Hympl, paccmaTpuBaercs B TeueHwe 30 JHEM CO [AHSA PErMCTPaldM MHCHMEHHOTO
obpaleHusl.

B cnywasx, ycranoBnennsix ®denepansHbiM 3akoHOM oT 02.05.2006 Ne 59-®3
«O mopsanke paccMOTpeHHs ofpaineHuit rpaxinad Poccuiickoit ®emepammu», cpok
paccMOTpeHus oOpalleHuss MOXKeT OBITh NpPOMIJICH, HO He Gosnee yeM Ha 30 mHeil, c
00s13aTENbHBIM YBEJOMIICHHEM 00 3TOM IpakAaHMHA, HATIPABUBLIETO 0OpaIlcHHE.

Eciin ycTaHOBIIEHHBIH CPOK paspelieHus oOpalllcHUsS MCTEKAeT B BBHIXOAHOMN MIIH
Npa3JHUYHBIA [IeHb, IOCIACAHUM IHEM Da3pelIeHHUs CYUHMTACTCS CICAYIOLIMI 3a HHM
pabouuii 1eHb.

KoHTponb 3a cpokaMM HCIONHEHHMA OOpalleHMi TpakJaH OCYIIECTBIAETCA
CHEIMATUCTOM OOILEro OTAeNa M BEETCS C HCIONb30BAHHEM CHCTEMBI 3JIEKTPOHHOTO
JOKyMEHTOO0O0pOTA. )

Konrpons 3a ucnonHenneM obpalneHui BKIIOYAET [MOCTAHOBKY OGpamieHMs Ha
KOHTPOJIb, PETYJIMPOBAaHHE XOJa HCIOJHEHUS, CHATHUE HCIIOJIHEHHOTO OOpAlleHUs C
KOHTPOJIAA, HAaIIPaBJICHUE UCIIOIHEHHOTO 00pameHus B A0,

Kontpomo mnommexar Bce 3apericTpUpOBaHHBIE OGpAIIEHHs, TPeGYIOLIUe
UCIIOJIHECHUS.

Wudpopmanmio o mepeqade KOHTPOIUPYEMOTO TOKYMEHTA JPYTOMY MCIOTHUTEIIO
AOBOJAT JO CBEACHUS CHEILMAIMCTa OOLIEro OTAeNa, OTBETCTBEHHOrO 3a paboTy ¢
OOpaleHUsAMH TpaXIaH, KOTOpHI JenaeT OTMETKYy B 3JIGKTPOHHOM KapTOYKe ¢
yKa3aHHeM GaMUIMK MCTIOMHUTEN U IaThl IEpEfauy eMy JOKYMEHTA.

Hampasienne 3anpoca WM NPOMEXYTOYHOTO OTBETA HE ABISETCS OCHOBAHHEM
IJIS CHATHUS OOpaleHus ¢ KOHTPOJIA.

OxoHYaHHEM CpOKa PacCMOTPEHHS OOPAlLICHHS CUMTAETCA 1aTa HaNpaBlIeHUS
MMCBbMEHHOTO OTBETa C M3JIOKEHHUEM IIPHUHATOrO peuleHus no obpamenuio. OTBET Ha
oOpalleHne, OCTYNHUBIIEE B OPMe NEKTPOHHOTO JOKYMEHTA, HanpasiseTca B hopme
3JIEKTPOHHOIO JOKYMEHTA IO aJpecy 3JIEKTPOHHON IOYTHI, YKa3aHHOMY B OOpalleHUH,
WM B [TECBMEHHON (OpME 110 TOYTOBOMY aJpecy, YKa3aHHOMY B OOpaLICHUH.

C cornacus rpaxkaHiHa, HaIpaBUBIIEro o0paleHue, JOIyCKAeTcs Jaua OTBETA B
YCTHO# (opM™Me, TIpU 3TOM COCTaBIIAETCS Ciy:KeOHadl 3ammMcKa, B KOTOPOI HM3maraercs
CoJiepKaHME OTBETA. '

3asBjieHME TpaXJaHHHA O IMPEKPAIECHHH DPACCMOTPEHUsS €ro OOpaIeHUs aaeT
NpaBoO UCTIOIHUTEINIO MPEKPATUTh AalbHEHIIyI0 paboTy No JaHHOMY O0pallEHHIO.

B nemsix npenoTspaiieHus HECBOEBPEMEHHOTO HCIIOJHEHMS, a TaKKe yCTPaHEHHs
NIpUYMH, 3a[CPXKUBAIONIMX MCHOJIHEHUE T[OPYYEHHUH, OTBETCTBEHHBIH CIIEIUAIHUCT
obIero oraena 3a NATh JIHEH MO OKOHYAHHS CPOKa MO HCHOJHEHHMIO OOpaleHHs
NpenynpexJaeT UCIOJHUTEIS W €XKEHEAEIbHO MOArOTaBIUBaeT NpenceaaTesio J{yMsl
OTY€ET 00 UCHOJIHEHUH O0paIleHH rpaX IaH.

4.8. ®opMupoBaHue H XpaHEHHE A€

Ilpu paccmoTpeHunm oOpameHUd TrpaXKAaH OTBETCTBEHHEBIN  MCIOJIHUTEND
(GopmupyeT feno, ocymecTBIIsAs BCIO MOAOOPKY JHOKYMEHTOB IO paboTe ¢ o0palleHHeM
(oOpareHne, KOMUM HPOMEXYTOYHOTO OTBETA, 3aMPOCa, OTBET Ha 3alpocC, KOMUM OTBETA
3asBUTEJIIO M TaK Jajee).
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JIOKyMEeHTBI B Jiejie pacIiojlaraloTcs B XpoHonorudeckoMm mopsake. Kaxmoe
OpeNIoXKeHUe, 3asgBlICHHE, JKkajoba U JApyrue I[OIl(yMeHTBI,' CBSI3aHHBIE C WX
PacCMOTpPEHHEM, COCTABIIAIOT B JI€JI€ CAMOCTOSTENBHYIO TPYIIIY.

Ilepenucka rpynmupyercs, Kak MpaBHiIo, 3a IEpUOJ KAJICHIAPHOro roja M
CHUCTEMATH3UPYETCs B XPOHOJIOTMYECKOW IOCIENOBATENBHOCTH; JOKYMEHT-OTBET
MOMEIIAETCS 38 JOKYMEHTOM-3aIIPOCOM.

B cnyuae, eciiu B gene HemocraeT KOMUK MUCEM IO UCIIOJTHEHHOMY OOpalEHHIO,
CIIEIHATNCT OOIIETro OTAeNa, OTBEYAIONIMI 33 PETUCTPALIUIO M YUET oOpalleHui rpax/iaH,
BIIpaBe 3aTpeOOoBaTh HENOCTAIOINE TOKYMEHTHI Y UCTIOTTHUATEIIA.

IToBTOpHBIE MHUCHPMEHHEIE OOpalleHUs WIH JIOTIOJHUTENbHBIE MaTepHabl
NOAIINBAIOTCS K JAHHOMU TPYIITIE.

OOpameHuss rpaxaaH mocie HX 3aBeplieHHs B 00S3aTeTbHOM MMOPAJIKE
BO3BpAIllalOTCA B OO OTJEN AJIS CIIUCAHUS MX B JIEJIO U XPaHEHHS.

XpaHeHHe Jien Y UCTIOIHUTENS 3anperacTes.

4.9. Oprannsanus JUYHOTO IpMeMa rPaxaaH

JIvunplii mpuem rpaxaaH nemyratamu J[ymel Bemercss coriacHo rpadHKy B
YCTaHOBJICHHOE BPEMsI B OPTaHU3yEMBIX sl 3TUX LEJICH TPUEMHBIX.

Opranuzanuio JIMYHOTO MpHeMa TpaxiaH mpenacenaresieM J[yMsl OCyIIEeCTBISET
OTBETCTBECHHEIH ClIENUATIUCT 00IIEero oTAea.

JInynelii mpueM rpaxzaaH mpencenareneM J[yMBI NPOBOJUTCA B COOTBETCTBHU C
YTBEP)KACHHBIM UM IpaHKOM MpHeMa rpaxk/iaH I10 IPeIBaPUTEIHHOM 3aTHUCH.

OTBETCTBEHHBI 33 OPraHU3AIMIO JIMYHOTO MPUEMa IpaXkiaH CIECLHAIUCT OOILETO
OT[Ie/Ia 3aliCBIBACT Ha [IpUEM IpakiaH B XKypHaJI€.

IIpu ocymecTsneHuy 3amucu Ha JMYHBIA nOpueM K mpenacenarenio  JyMsl
3aABUTEIIEM 3aI10IHAETCS MHPOPMALIMOHHBIH JIMCT OCETUTENS (IPUIOKEHHE 46).

B cinydae noBTopHOro O0palieHus CIENUAIUCT OOIIEro OTAENa, OTBETCTBEHHBIN
32 OpraHM3alfioO JIMYHOIO IIpUEMa, OCYLICCTBIAET MNOMOOPKY BCEX HMMEIOIIMXCA
MaTepHalioB, Kacaloluxca JaHHOro 3aasurend. [lopobpaHHble MaTepHasibl 10 Hayaja
JIMYHOT'O IIpHeMa IpakJaH CHELMaIUCT OOIIEro OTeNa nepetaet npeaceaarento JyMe u
JMIaM, IPUHUMAIOIIKM HEITOCPEICTBEHHOE YUaCTHE B IIPUEME TPaXK/IaH.

Bo Bpems nmuuyHOro mpHema rpaxaaH ¢ npejacenareneM J[yMBI NPHCYTCTBYIOT
COBETHHMK mpezcenarens JyMbl 1 criequalucThl IpaBoro 1 o01IEero OTaeIOB.

Bo BpeMs JIMYHOTO mpueMa KaxIblii TpakJaHUH NMEET BO3MOXKHOCTH H3JIOKHUThH
CBO€ OOpaleHye ycTHO a100 B miIckMeHHOM ¢popme. ITuckMenHoe oOpatieHue, IpUHATOE
B XOJI€ JINYHOTO NpHUEMa, ITOAJIEXKUT PETUCTPALIUY.

B ciydae, eciu W3I0XKEHHBIE B YCTHOM oOpamieHHMH (PakThl B OOCTOATEIHCTBA
ABJIAIOTCSA OYEBHIHBIMU M HE TpeOYIOT AOIOIHUTEIBHOM IIPOBEPKH, OTBET Ha oOpalieHue
C COIIacHs rpaXkJaHUHA MOXKET OBITH JJaH YCTHO B XOJI€ JIMYHOTO MPHEMA.

Ecny 3agBuTENIO MaHBl HMCYEPNBIBAIOIMHE PAa3bACHEHUS M BOIPOC CYUTAETCA
3aKpBITHIM, TO B MHPOPMAIIMOHHOM JICTE MTOCETUTENS JeNIaeTCs OTMETKA «Pa3bacHEHOY.
B ocrajbHBIX cilydasx AaeTcs MHUCBMEHHBIA OTBET IO CYHIECTBY IIOCTAaBJIICHHBIX B
o0paleHnu BOIpoCcoB.

B ciyuae, ecnu B 0OpaleHUM COJEPHKATCS BOMPOCH], PEUIEHHE KOTOPHIX HE
BXOOUT B KOMIETCHLMIO J[yMBl, TpaXXJaHWHY [aeTcsi pa3bsCHEHHUE, Kyla U B KaKOM
TIOpAIKE EMY CIEAYET OOpaTUTHCA.

B xome nu4yHOro mpueMa rpakJaHUHY MOXKET OBITh OTKa3aHO B JaJIbHEHIIEM
paccMOTPEHHH OOpalleHHs, €CJTA eMy paHee ObUT 1aH OTBET IO CYIIECTBY ITOCTABJICHHBIX
B 00OpallleHUH BOIPOCOB.



37

ITo oxoHwaHuu npuema mpejcenarens JyMul JIOBOZT 110 CBEJICHUS 3aABHTEIA
CBO€ pCIICHHE WIM MHQOPMHPYET O TOM, KOMY OYAET MOpPY4YE€HO DPACCMOTPEHHE MU
NPUHATHE MEp 110 €ro OOpaIeHHIO.

OTBETCTBEHHBIN HCTIONHUTEINb, TIOPYUECHHE U KOHTPOJIBHEIM CPOK €ro MCIOMHEHHUS
YKa3bIBAIOTCS B BU/IC PE30TIONUH B KAPTOUKE JINYHOTO NpHEMa, KOTopas IOAMMCHIBAETCH
npeacenarenem J{ymel.

B ciy4yae ecnu B pe3omonuu He HPOCTAaBICH KOHKPETHBIM CPOK HCHONHEHHS
TIOpYYEHUS, OHO ITOUTEXKMUT MCHIONIHEHHIO B CpOK 10 30 xHell ¢ naThl npueMa.

IMonyuennsie B xon€e npueMa oOpalleH!s PETHCTPUPYIOTCS, CTABATCA HA KOHTPOJIb
1 IIEPENAIOTCS C PE30TIOUUAMU npejcenares JyMbl HCIIOTHUTENSM.

HanpHedimasg paboTa OCYIIECTBIAETCS TaK e, KaK M C I[HCHMEHHBIMH
00palleHraMH, B COOTBETCTBUH ¢ TpeGOBAHMAMM HAaCTOAIIEH MHCTPYKIIUH.

OtBeThl Ha oOpallleHHs, TNOCTYNMBIIME HA JIAYHOM IIPUEME, MOANUCHIBAET
npencenarens Jlymsl.

KouTponb 3a cpokaMH HCHOJIHEHHS NOpYYeHHH 1O OOpalleHHsIM TIpaKAaH C
JIMYHOTO IMpUEeMa OCYIIECTBIIACT OTBETCTBEHHBIM CIELHAINCT OOLIEro OT/Ae/a, KOTOPLIH
HMCBMEHHO HAampaBlIsSeT WCIIOJHMUTENII0 HAallOMUHaHUEe 00 obpallleHMsx 3a 5 gHel 1o
HUCTEYEHHS CPOKA UX PACCMOTPEHMS.

PesynbratomM mpuema rpaxaaH SABISETCS PasbhiCHEHHE IO CYINECTBY BOIPOCA, C
KOTOPHIM OOpaTWics IPaXIaHWH, INPUHATHE HEOOXONMMBIX MeEpP M HaIpaBjcHHE
3a4BUTEIIO NIUCHbMEHHOTO OTBETA.

S. KOHTPOJIb 3A UCITIOJIHEHUEM JOKYMEHTOB
3.1. llocTanoBKa NOKYMEHTOB Ha KOHTPOJIb

KoHTponb 3a ucrmonHEHHEM HOKYMEHTOB (Hajiee - KOHTPOJIb) COCTOHMT M3
OCYIICCTBIICHU OOIMMM OTAEIOM MpPOLEAYpP MO YYETy, UCIOIHEHHIO M 000GIIEHHUIO
pe3y/IbTaTOB  HCIOJHEHHA  BXOAAIUMX  JOKYMEHTOB C  [ENbIO  YKPEIUIEHHA
MCIIOJIHUTEIIbCKOM AUCUMILTAHEI M TOBBIIEHHA 3P (OEKTUBHOCTH AEATENBHOCTH JyMBL.

K' yxasaHHBIM mpoueaypaM OTHOCATCA: HOCTAHOBKA JOKYMEHTa Ha KOHTPOIIb,
IPOBEPKAa CBOECBPEMECHHOCTH TMOJNyYEHHS HCIIOIHUTENEM KOHTPOJBLHOTO JOKYMEHTa,
Npe/IBApUTEIBHBIA  KOHTPONb, NPEAYNPEAUTENbHBI  KOHTPOJIb, AaHAJIUTHYECKHIA
KOHTPOJIb, CHATHE TOKYMEHTa C KOHTPOJIA.

Kourtpomo mnozanexar Bce NOKYMEHTH, TpeOYIOUIME OTBETA WM HPHUHATUSA
peLIeHus.

[locTaHOBKY OKyMEHTOB Ha LICHTPaJM30BaHHbIN KOHTPOJbL OCYINECTB/AET OOLHil
OT/IEJT C UCTIOJIB30BAHUEM CHCTEMBI JIEKTPOHHOTO IOKYMEHTOOGOPOTA.

Ilocne paccmoTpenna mnpexacemateneM JlyMbl M BHeCeHHS B 0a3y JaHHBIX
MHGOpMAMK O pPE3ONIONMH  mpenceqarens JIyMbl KOHTPOJBHEIE JOKYMEHTHI
HanpaBJAOTCS A9 HUCIOJHEHMA B OTAeNsl M jemytataM  Jlymbl. OpuruHaisl
KOHTPOJIBHBIX JOKYMEHTOB ¢ HOpPYYEHHUAMHM Ipencenarens J[yMbl ocTaroTes B 0OIEM
OTHeIeE.

O6mmii oTaen 3aBOUT Ha KAXKABIH KOHTPONBHEIN JOKYMEHT B 3JEKTPOHHOM 6a3e
JaHHBIX KOHTPOJIbHYIO KapTO4Ky, B KOTOPYIO BKIIOYAIOTCS BXOASIIMH PErHCTPaliOHHBIH
HOMEp JOKYMEHTA M €ro JaTa, JaTa M CoAepKaHHE IOPYYEHHS, CPOK €ro HCIOIHEHHU,
UCIIOJIHUTEIb (HAMMEHOBAaHUE OT/IeNla WM GpaMuIns AemyTaTa) ¥ Ipyras HHpopMaiius.
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Hauansnuk otnena, npeacenarens komurera JlyMbl, MOTyUMBHINI KOHTPOJIBHBIH
IDOKyMEHT, ONpEeNSeT ero MCIOIHUTENS, KOTOpH obecmeunBaer c6op, 06paboTKy U
06001eHre HeOOXOAUMOM /TSI MCIIONHEHUsT UH(GOpMAaLUY, MOATOTOBKY HEOOXOAUMBIX
JOKYMEHTOB, TIIPOEKTOB OTBETOB O pe3yJIbTaTaX HCIONHEHWS, a TaKxKe COOMoAeHHE
YCTaHOBJIEHHBIX CPOKOB.

S.2. IlpeaBapHuTe/IbHBINA KOHTPOJIb JI0OKYMEHTOB

KoHTpons ucnonHeHus JOKyMEHTOB CTPOUTCS Ha 6a3e perucTpalliOHHEIX JaHHBIX.
KoHTponpHasg KapToTeka CHCTEMATH3UPYETCA MO CPOKaM HCIIOJIHEHUS TOKYMEHTOB, ITO
UCIIOJIHUTEISIM, 110 BUAaM JOKYMEHTOB.

OnepaTtuBHBI aBTOMAaTU3UPOBAHHBIM KOHTPOJHh WCIIOJHEHUSA MOCTYIAOIIUX
JOKYMEHTOB Cily)KcOHOW mepenucku MU oOpallieHHil TpakJaH OCYLIECTBIAET OOIIMit
OTAeT.

IlpenynpeauTenpHbIii KOHTPOJIb OCYIIECTBIIAETCS OOIMM OTIETIOM IOCPEIACTBOM
NepevyHeNl KOHTPOJIBHBIX JOKYMEHTOB, HanpaB/IS€MbIX €KCHEAEIHHO OTBETCTBEHHBIM
UCTIOJIHUTEIISM.

IlepeyeHp KOHTPOJNBHBIX JIOKYMEHTOB COJEPKMT KpaTKMe CBEIEHUS O
KOHTPOJIBHBIX JOKYMEHTaX, CPOK UCIIOJTHEHUS KOTOPHIX UCTEKAET B TCUCHUE CIIeAYIOIIECH
HEJIeIH.

3.3. OT4er 00 HENMOTHEHHH KOHTPOJIbHBIX JOKYMEHTOB

AHaINTHYECKUH KOHTPONb TIPEACTAaBIsE€T COOOM OCYIIECTBIASEMBI OOLIMM
OT/ICJIOM CXKCHEICTBHEIN aHaIU3 COCTOSHMA paboThl C KOHTPOJIBHBIMH JOKYMEHTaMH.

AnanuTHyeckas MHGOpManus 00 HCHONHEHHH KOHTPOJBHBIX JIOKYMEHTOB
BKJIIOYAETCA B COpaBKy OO0 MWCIONHEHMM KOHTPOJIBHBIX JTOKYMEHTOB, KOTOpas
©KCHECNbHO MpPEACTaBIsACTC mpeiacedaremo JlyMbl. AHanuThvecKas CIIpaBKa
COmEPXKUT MHpopMaLuo 00 obmeM 06beMe KOHTPOJIBHBIX IOKYMEHTOB, KOIHYECTBE
HCIIOJTHEHHBIX JOKYMEHTOB, KOJIHYECTBE JOKYMEHTOB, CPOK HCIIOJHEHHS IO KOTOPHIM
UCTEK.

54. CHiTHEe AOKYMEHTOB ¢ KOHTPOJIA

CHATHE [JOKYMEHTOB C KOHTPOJIS OCYHIGCTBIASETCS OOIIMM OTHENOM B
JJICKTPOHHOM  0Gaze  JaHHBIX Ha  OCHOBaHMM  OQHIHAIBHON  MHGOPMALUH
COOTBETCTBYIOILErO OTAEIA, SBJSIOIIEroCcs UCTIONHUTENIEM JOKYMEHTA.

OcHOBaHHEM IS CHATUA JOKYMEHTa C KOHTPOJS SABJIAETCH NOATOTOBJICHHEINA B
COOTBETCTBHH C pesoyonueil mnpeacenarens Jlymsl orBer, mnpuHsToe Jlymoi
(KOMMTETOM) pelIeHHe, COOOIIEHHE PE3YIBTATOB PACCMOTPEHUS JOKYMEHTA afpecary.

ITpu yxone B OTIycK, yOBITUM B KOMaHIUPOBKY, B ciIy4ae 0ONE3HH, YBOJIbHEHUS
WM TIEPEMEIIECHUsS OTBETCTBEHHBIII MCIIONHUTENb 00s3aH II0 COMIACOBAHHMIO C
HaYaJIbHUKOM OTAEJA NepeaTh JpyroMy COTPYIHUKY BCE KOHTPOIUPYEMBIEC JTOKYMEHTHI
U IIOCTaBUTh 00 3TOM B M3BECTHOCTh OTBETCTBEHHOI'O 3a BEJICHHE ACIONPOU3BOJICTBA B
OTZAEejle, KOTOpBIi JOBOAMT CBEACHUS O HOBOM OTBETCTBEHHOM HCTIOJIHUTENIC [0
crienuanucTa oomero oTaena.

5.5. Cpoxn ncnoJiHeHH$1 JOKYMEHTOB

CpOKI/I HCITIOJJHCHHUA NOKYMCHTOB HCUUC/AIOTCA B KAJICHAAPHBIX OHAX C AAThl HX
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nocrymienus. Ecnm nocnemuuit neHs cpoka chonHeHw{ JIOKYMEHTa IPUXOOUTCS Ha
HepaOouMii JIeHb, TO OKOHYaHHEM CPOKa CUMTAETCS 6nn>1<anmnn CIEAYIOIMIA 3a HUM
pabouuii 1eHs. :

CpoKM HCIOJHEHHS NOKYMEHTOB OINpEAEIIAIOTCS PYyKOBOAMTENEM HCXOAd W3
CpoKa, YCTaHOBJICHHOTO OpraHW3alded, HaNpaBUBHIEH JOKyMEHT, HIH CpOKOB,
YCTaHOBJIEHHBIX 3aKOHOIATEJILCTBOM.

JIOKYMEHTBI MOAIEXAT UCTIONHEHHUIO B CIECIYIOIIUE CPOKH:

C KOHKPETHOM JaTOH MCIIOJIHEHHUS - B YKAa3aHHBIH CPOK;

6e3 yKkazsaHMsA KOHKPETHOHM JIaThl WCIIONHEHHS - B MECAYHBI CPOK CO JHS
perucTpanuy;

10 HAIpaBJI€HHOMY B YCTaHOBJICHHOM MOPSAJKE 3alpocy TOCYIapCTBEHHOTO
OpraHa, opraHa MECTHOIO  CaMOYNpPaBJICHHA WIM  JOJKHOCTHOTO  JIHIIA,
paccMaTpUBaOmUX OOpallleHWe, O MNPEIOCTABICHNH JOKYMEHTOB W MATEPHUANOB —
15 nHeit; :

6e3 yKa3aHUs KOHKPETHOW JaThi MCIOJHEHMS, UMEIOIHE B TEKCTE IIOMETKY
«CPOYHOY, - B 3-THEBHBIH CPOK;

BHYTPEHHHE JJOKYMEHTHI - COIIaCHO yKa3aHHOMY: B HHUX CPOKY, B CiIyyae, ecily
CPOK UCIIOJIHEHUS HE YKa3aH, TO B MECAYHBINA CPOK.

B HCKIIOYMTENbHBIX Cllydasx, HalpuMep MpU ocoGoil CJIIOXKHOCTH, 00BEMHOCTH
npobJieM, MOCTaBICHHEIX B OOPAaICHNHH, HEOOXOIMMOCTH HM3YUYEHHS MOTONHHUTEIBHBIX
MaTepuajioB, CPOK pacCMOTPEHHs MUCBMEHHOrO oOpameHHs MOXeT ObITh MpOJJIeH
npeacenareneM JyMmel. YBeIOMIIEHHE O MPOVICHHH CPOKA PacCMOTPEHMSA AOKYMEHTa B
.00513aTENBHOM TMOPSAIKE 3a01arOBPEMEHHO HATIPABIIAECTCS 3asBUTEIIO.

Hanpasnenue 3ampoca 1o JOKYMEHTY WM TNPOMEXYTOYHOTO OTBETA aBTOpYy
00paleHHA HE MOXKET CITy)KUTH OCHOBAHHEM LISl TIPH3HAHUA JIOKYMEHTA UCIIONHEHHBIM.

Ilpu mosy4eHnn JOKyMEHTa ¢ HCTEKIIMM CPOKOM HCIIOJHEHHS B 00A3aTENLHOM

NOPAAKE COXPAHACTCA KOHBEPT U B OTBETHOM AOKYMCHTC PEKOMEHIYETCA yKa3aTh JaTy
MOJIy4YCHHA 3ampoca.

Hanpumep:

... B OTBET Ha 3ampoc, nomydeHHeld 15.01.2010, co cpokom HCTIONTHEHHS
14.01.2010 coobmaem...

WM
.. 3aJIepXKKa HHYOPMALIMHU CBA3aHA C TEM, YTO 3aNPOC MOCTYIIMIL. .

060 Bcex ClIydassX U3MCHCHHA CPOKOB HCIIOJTHCHUA HOKYMCHTOB OTBETCTBEHHBIN

UCIIOJTHUTENb CBOEBPEMEHHO MHQOPMHUPYET OOIIUIA OTAEN [I BHECEHHS W3MEHEHHI B
JIICKTPOHHYIO 0a3y MaHHEIX.

6. UICIIOJIb30BAHUE BJIIAHKOB, IEYATEX 1 HITAMIIOB

6.1. Ucnosn3oBanue 6JIaHKOB

B Jlyme paspemaercs HMCHONB30BaHHE OJIAHKOB JOKYMEHTOB  TOIBKO
YCTaHOBJICHHOW HacToswmedl MHcTpykuumelt ¢opMel. JIns MOArOTOBKH AOKYMEHTOB Ha
OnaHkax HeoOXOAMMO HCIIONB30BaTh IIAGIOHBI, HAXOAIIMECS Ha CETEBOM pecypce
BHYTPEHHETO NIOJIb30BaHU.
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Jns 61ankoB npumensiercs 6ymara popmara A4 (210 x 297mm).

BBeneHve HOBBIX OJIAHKOB JOKYMEHTOB ocyfueCTBJmeTcx pacnopsiKeHUEM
npeacenarens ymer.

Ilepenaya 61aHKOB HOPMATHUBHBIX IPABOBBIX aKTOB M CIIYKEOHBIX JOKYMEHTOB
JAPYI'¥M OpraHU3aIlVisIM U JIMLAM 3arperacTcs.

Vimennsle 61aHku B Ae0Npou3BoACTBe JlyMBl HE pa3pelnaroTcs.

6.2. Ucnoyib30BaHHe nevyaTe M IUTAMIIOB

Jns  yaocToBepeHHs IOMIMHHOCTH JOKYMEHTOB WM COOTBETCTBUS KONUIA
JAOKYMEHTOB NOJUIMHHUKaM B J[yMe M ee ammapare HCHONb3yIOTCS TepOoBas U Apyrue
NEYaTH.

OTTHCK TeyaTH cleayeT NpOCTaBIATh TaKUM 06pa3oM, uTOOBI OH 3aXBaTHIBAJ
4acTh HAUMEHOBAHMS JOJDKHOCTH U IIOATNCH JINLIA, IIOANKCABIIErO JOKYMEHT.

Ha noxymeHTax uHaHCOBOTO Xapakrepa I€4aTh MPOCTABIAETCA HA CHELUATHHO
OTBeACHHOM MecTe. Kak InpaBmio, 3TO MECTO HaHECEHHs medyaTH OGO3HaYaercs
cUMBOJIOM «ML.IL.» 6e3 3axBaTa HAUMEHOBAHHS JOKHOCTH U TIOAIIUCH.

OTTHCK MPOCTaBIEHHON MeYaTH I0KEH OBITh YETKMM M XOPOLIO YATAEMBIM.

Jns 1npocTapiaeHMs OTMETOK O IIONYYCHHM, PETUCTPAlMH, IIPOXOXKICHHU H
VCIIOJIb30BaHUM JIOKYMEHTOB, IPYTMX OTMETOK CIIPAaBOYHOrO XapaKTepa MPUMEHSIOTCS
COOTBETCTBYIOIIME [ITAMIIEI.

ITeyarb ¢ uzoOpakeHUeM repba CTaBUTCA Ha JOKYMEHTaX, TpeOYIOmMX 0co60ro
YIOCTOBEPEHHUS UX MOTHHHOCTH.

IIpocteie meyaty (HerepGOBEIE) CTABATCS HA CIIEAYIOMMX JOKYMEHTAX:

neyats (HerepGoBas) «JIns JOKYMEHTOB» CTaBHTCS MpH  o(QOPMIEHHH
AOKYMEHTOB JINYHOI'O COCTaBa (CIpaBKH, OONBHUYHEIC JIUCTHI ¥ TaK Jajlee), Ha BBITUCKAX
U3 NIPOTOKOJIA, Ha Iy TEBBIX JIACTAX, JOKYMEHTAX, KAaCAIOLIUXCS AeSITEILHOCTH J[yMBI;

neyatb (HerepGomas) «Jlng yHoocToBepeHuWit» CTaBUTCA INIpU  OGOPMIIEHHH
YAOCTOBEpEHMUI;

neyats (Herepbopas) «Jlns pemeHuit» CTaBUTCS Ha KOMMSX pelueHuii JlyMel;

neyate (Herep6oBas) «J[if MYyHHIMIAIBHBIX IIPABOBBIX AKTOB» CTABHUTCA Ha
KOMHUAX MYHHIUNAJIBHBIX IIPABOBBIX aKTOB ropojia Biagusocroka;

nedars (Herep6oBas) « IS HOCTAHOBICHHI) CTABUTCS Ha KONHUAX MOCTAHOBJICHUIA
npencenarens {ymer;

neuat (HerepboBasi) «Jlng pacHopsDKEHHi» IPOCTAaBIAETCA HA  KOMHUAX
pacnopsbxeHnii npeacenarens JyMsl.

IoanVHHKMKY TOKyMEHTOB XpaHATCs 6€3 IPOCTABICHUS I1€4aTel.

6.3. KoHTpoJIb 32 H3rOTOBJIEeHHEM, HCIIOJIL30BAHHEM H
XpaHeHHEM neyaTeil U LITAMIOB

Hsrorosnenue meuareii ¥ utaMnoB o0ecrieynBaeT o0IuiA OTe.

Ileyatn ¥ wTaMnsl momnexar obs3areabHOMY ydery. OTTHCKM IeyaTell
INTAaMIIOB IPOCTAB/IAIOTCA OOIIMM OTAEIOM B JKypHajle YCTaHOBJICHHOH (GOPMEI
(mpunoxenue 47), BBLAAIOTCS OTBETCTBECHHBIM 32 XpaHCHHE M IPUMEHEHHE TI0]] POCTIUCE.

I'epboBas neuats xpanurcs B ceitde. HerepOoBrie neyaTy v MTAaMITBI XpaHATCH B
3alMpaeMbIX MKagax. _

B ciydae yTepu neuyaTs wiid mITamIia He3aMeUTUTCILHO CTABUTCH B M3BECTHOCTH
PYKOBOJUTEND amnmnapara J[yMsl.
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CotpymHuk, koTopoMy ObliIa BBIJaHA 1€4YaTh, MPU OCTaBIEHUH JIOIDKHOCTH 00s3aH
cJlaTh €€ B OOIIMi OTHE. !

IIpumenmme B HETOAHOCTH, YTPATHBIIME 3HAYCHUE II€YATH, INTAMIIBI MOANEXKAT
BO3BpAaTy B 00IIUI OTAEN M1 YHHYTOKEHUS 110 aKTaM B YCTaHOBJICHHOM ITOPSIKE.

[IpoBepka HanWuus, HUCMNONB30BAHUS M XPAHEHMs IleyaTeil M LITAMIIOB
HPOU3BOJUTCS 10 PACTIOPSHKEHUIO TIpeacenatens Jlymsl.

7. TEXHHYECKOE OBECIIEYEHHE [TOAI'OTOBKHA TOKYMEHTOB

7.1. Oprann3anus KONHPOBaAbHO-MHOKHTEIbHBIX padoT
3

KonupoBanue cinyxeOHBIX JOKYMEHTOB OCYLIECTBISIETCS CIICHHAUCTAMH
OTJIENOB.

TvpaxupoBaHMIO NOMJIEKAT TOJNBKO MJOKYMEHTHl CIyxKeOHOro XapakTepa,
HETIOCPEACTBEHHO CBA3AHHBIE C NEATENBHOCTHIO JIyMbl. JIOKyMEHTBI JIMYHOIO XapaKTepa
WA HE OTHOCAIIUECH K NEATENBHOCTH JlyMbl THPQXKUPOBAHMIO HE IOJUIEKAT.

KonypoBaHue 0OO0BEMHBIX MaTepHaloB M JOKYMEHTOB, KPOME MaTEpHaloB M
JOKYMEHTOB K 3acelaHusIM, IPOU3BOAUTCA TOJBKO C pe30oJIOHUed pPyKOBOAUTENSA
arnmapara J[ymsr.

7.2. Begenue 3ByKo3anucH 3acegaHuii

Texnnueckas 3anmce 3acefgaHuit J[yMBl, AENMyTAaTCKUX CIYIIAHUMA, KPYIJIBIX
CTOJIOB, COBELIAHMH, BCTped M JPYTHX MEPONPHATHH OCYINECTBIAETCS OTIAECIOM
MaTepHAIbHO-TEXHUYECKOTO 00CCIICUCHMS.

®onorpaMma 3acefmaHus JlyMbl 3amuCHIBaeTCs Ha KOMIIAKT-JMCK, KOTODBIN
XPaHUTCS BMECTE C NPOTOKOJIOM 3acenaHus J[yMbl B 001eM oTaee.

7.3. Obecneyenne THNOrpadCKUMH H3TAHHAMH

IMomnucannsie npencenareneM Jymel pemenus JlymMbl © IaBoit ropoja
BraguBocroka MyHHLMNATBHBIE TIPABOBEIE aKTHl (GOPMHUPYIOTCA B COOpHHKM «BecTHHK
Hywmel ropoaa Biaausoctoka». dopMupoBaHue cOOPHUKOB BO3JIOKEHO Ha CIykKOy IO
B3auMozencTBHIO c0 CMMU 1 061eCTBEHHRIMU OpraHu3alusIMH J{yMBl.

O6ummii  otmen JlyMBl OCYINECTBISET BHJAYYy H  PaCCBUIKY  M3JaHHBIX
THIIOrpadCKUM  criocoboM  cGopuukoB «BectHuk Jlymel ropoma BraamBocroka»
COTIJIaCHO CITMCKY, yTBEPKJACHHOMY pacIllOpsDKEHUEM Npencenatens JyMel.

8. POPMHUPOBAHMUE JEJ U XPAHEHUE TOKYMEHTOB

8.1. CocTaB/ieHHEe HOMEHKJIATYPHI J1eJ1

Homenxknatypa nen mnpexcraBiser co0Od CHCTEMAaTH3UPOBAHHEBIN IEpEYEHb
3arojIoBKOB J€JI, 3aBOAUMEIX B Jl[yMe, B COOTBETCTBHM C €€ CTPYKTYpOM, QYyHKIMIMH H
3a/layaMH, ¢ yKa3aHHUEM CPOKOB XpaHEHHUS JOKYMEHTOB.

CocraBieHuI0 HOMEHKIIATYPHI €T NPEALIECTBY €T U3yYEeHHE COCTaBa, CONCPIKAHUA
Y KOJIMYECTBA JOKYMEHTOB, 00pa3yIONIMXCs B IIPOLECcCe AEATENpHOCTH anrapara J{ymel,
IIPU 3TOM HUCIONB3YETCA Y cTaB ropoja BinanguBocToka, monokeHus o0 oTaenax, IiaHsbl,
oT4eTl 00 ux paboTe, IITAaTHBIE paCHUCAHUs, ACHCTBYIOIIME IEPEYHH JOKYMEHTOB,
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HOMCHKJIATYphl €] 3a MpPONUIBIC TOXBI, }’TBCp)K,IleHHxHe OIIUCH A€ IIOCTOAHHOTO
XpaHCHUA U 110 JIMYHOMY COCTaBy, ITpaBuia pa6OTBI ApXHUBOB opraﬂnsaum‘/’l.

HOMeHKJIaTypa A€ COCTaBJACTCA B LCIAX TIIPABUIBHOTO pPacCHpEacICHUS

JOKYMEHTOB IIOCJI€ HUX HCIHOJIHEHHMS B Jella W ONpelesIeHUs CPOKOB XPaHEHHs
JIOKYMEHTOB.

B HOMeHKNaTypy Zien BKIIOYAIOTCSA BCE JOKYMEHTHI, 00pas3yroIuecs B Ipolecce
nearenpHoctd Jlympl u komuretoB Jlympl. He BiIouaroTcs B HOMEHKIATYpY JAen
neyaTHble U3aHus, cOOpHUKH rnioctaHoBieHund [IpaBurenscTBa Poccwuiickoit deneparvy,
OOJJIETEHH HOPMATHBHBIX aKTOB MHHHUCTEPCTB M BEIOMCTB, OIOJUIETEHHM TEKYILETO
3aKOHOJATEJILCTBA U T. 1.

CBozHas HOMeHKJaTypa opopmisercs Ha oOmeM OyaHke J[yMbl, OAMHUCHIBAETCS
HaYaJbHUKOM OOLUETO OTIEa, PacCMaTpUBAcTCs ApXUBHBEIM OTIEIOM  YIIpaBJICHHUS
JEONpPOU3BOJACTBA aJIMUHHCTpalMK ropoaa BiaguBocToKa, IOCIE COIIacOBaHHsA
9KCIEPTHOM KoMUCcHel JJyMbl yTBep:)kaaercs npeaceaareneM JIyMel.

YTBepKIeHHass CBOJHAas HOMEHKIAaTypa Jel  JCHCTBYeT B  TEYEHHE
ISTH JIET W TOIUIEXHUT TIEPECOCTABICHUIO (MIEPEYTBEPKACHUIO) B ClIydyae HU3MEHEHMs
GbyHKUMHA U cTPYKTYpHI JIlyMEL.

CBomHass HOMEHKJAaTypa Jel B KOHIE KaXIOro Troia  YTOUHSETCs,
NIEPENeYaThIBAETCA C YYETOM OTACIBHBIX U3MEHEHUH U aBTOMATHYECKH BBOJMUTCS B
AeicTBHE ¢ | AHBaps ClIeAYIOErO roa.

BHOBE co3naHHBIN 0TAEn 00A3aH B MECAYHBIH CPOK pa3paboTaTh HOMEHKIATYPY
JeT ¥ TIPEIOCTaBUTh €€ B OOIIHit OTIEII.

Kaxmoe neno, BKIIOYEHHOE B HOMEHKIATYpy, [HOJDKHO HMETh CTPOroO
onpeeeHHbI HMHAeKC. VIHAEKChl el AOJDKHBL COCTOSTh M3 HMHIEKCOB OTIENIOB H
NOpSAOKOBOrO HOMEpa Jejla B Ipefeinax OTAena. B TeueHHe Cpoka JeicTBUs
HOMEHKJIATYphl €1 B Hell CBOCBPEMEHHO B KOHILIE KaXXJIOro Toja IpOCTaBISIOTCH
OTMETKM O KOJIMYECTBE 3aBEJCHHBIX M€l [0 CpOKdaM XpaHeHUsA (IO IATH JIET,
CBBILIIE ITATH JIET, 10 JIeT, MOCTOSHHOE XpaHEHHE).

OcHoBHbIE TpeOOBaHUA, IIPENAbABIAEMBIE K 3aT0JIOBKY JI€Ia, KPATKOCTh, YETKOCT,
IpeaeabHasl TOYHOCTh, TaK KaK MMEHHO IO 3aroJIOBKY Jeja HAET MOUCK JOKYMEHTOB.
HaynnaeTca 3arofoBok ¢ yKasaHHS pOJa 3aBOAMMOro jefia (IOKYMEHTEI, NepeInyckKa,
KHUTa, JXypHaj, Jel0) WIM pPa3HOBUAHOCTH JOKyMeHTa (pELIeHHs, IPOTOKOJIE,
PacTopsDKEHHs, OTYETH], CIIPaBKu, HHGopManus U T. A.). [Ipyn ucnons30BaHUH TepMUHA
«IOKYMEHTBD» II0CJI€ HET0 B CKOOKAaX IMEPEYUCIAIOTCS OCHOBHEIC BHUABI JOKYMEHTOB,
coflepxammuxcs B Aene (CpaBKW, JOKJIIHBIE 3alMCKH, OTYETHI). B 3arogoBkax et c
IUIAaHAMM, OTYETaMH OOS3aTENbHO YKa3bIBACTCA WX MEPHOAUYHOCTH  (TOHOBOA,
KBAapTaJIbHBIA, MECAUHbIN). I cTaTHCTUUECKUX OTYETOB ykaspiBaetrcs ux (opma (9T,
21T). B 3aromoBkax ¢ pacmoOpSAWTEIbHBIMU JIOKYMEHTaMM, a TaKkXKe C NPOTOKOJaMH
YKa3bIBa€TCA aBTOP: Ha3BaHWE YUPEXKICHMS WM O0O03HAYCHHE JODKHOCTHOIO JIMIA
(pacnopsukeHus Inpexacenatens J[yMbBI 1O OCHOBHOW IEATENLHOCTH, IIPOTOKOIBI
3acelaHUid KOMMTETa M0 IFOPOJICKOMY XO3dMcTBY). B 3arosmoBkax nmemn ¢ mHepemucKoii
00s3aTENbHO YKa3bIBACTCs, C KEM OHA BEAETCS U 110 KAKUM BOIIPOCAM.

3aronoBKU HAen OOHIEro XapakTepa, He PacKphIBAIOIIUE COJAEPXKAHMA M BHUAA
HoKyMeHTa («Pa3Has nmepemucka», «O0mue Bonpockl», «CTaTOTYETHOCTEY M T. I1.), HE
JOITyCKAarOTCA. 3arojlOBKU JieJ JAOJKHBI OBbITh KOHKPETHBIMH, KPaTKUMH, HO IIOJIHO
OTPAXAIOUIMMH COIEPKAHUE BCEX JHOKYMEHTOB, OTHOCAINUXCS K JEATEIHHOCTH arrapara
JlyMb1, KOMUTETOB JlyMBI.

Hena 1no BompocaM, KOTOpbIE pEMAINCh B TEUEHUE [JBYX M Oosiee JeT
(mepexonsiyie eaa), BHOCATCA B HOMEHKJIATYpy OEN KaXJOro rojfia C OJHUM M TEM K€
MHJIEKCOM B TEUEHHE BCErO CPOKa, HEOOXOAUMOTO Ul PELIEHUs BOIIPOCa.

<
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Ecnu B Teuenue roma B ammapare [lyMbl BOSHHUKAIOT HOBHIE JOKYMEHTHPYEMBIE
y4acTKH palbOTEl M HENpexyCMOTPEHHEIE Jena, onn ' fononnuTensHO BHOCATCA B
HOMEHKIaTypy. C 53TOi Lenpl0 B KaXIOM pasfene HOMEHKJIATYPBl OCTaBIISIOTCS
pe3epBHBIE HOMEpa.

3anonHeHue rpad HOMEHKIIATypHl A€l

B rpadge 1 «MHpexcsl aen» ykasblBaeTcs YCIIOBHOe 00O3HaueHHe oTAena (Win
HalpaBJICHUs JEATENBHOCTU) U MOPSAKOBBIH HOMEp fena B JaHHOM otnaene. HAekcH
nen 0603HayaroTcs apabcKuMu Luppamu.

Hamnpumep:

09-15,
rae 09 - ycnoBHOe 0003HaUeHHE OTACA, :
15 - nopsaKoBEIif HOMEp 3aronoBKa Jiefia B HOMEHKJIaType.

B rpadge 2 «HaumeHOBaHHME CTPYKTYPHBIX MOJApa3AeNICHUN U J€N» YKa3bIBaeTcA
Ha3BaHME OTIENA, 3aroJIOBOK 3aBOAMMEBIX Jei. Hemomyctumo dopmupoBaHue Ien IO
npuHouny «Bxomamue», «Mcxondmue» MOKYMEHTHI, YTO YacTO HCHONB3YETCsS IpH
dopMupoBaHuN nepenucki. HezaBHCUMO OT pPacHOIOKEHHS B IITATHOM PACIMCAHUM B
Hayajle HOMEHKIIATyphl pacrojararoTcs JOKYMEHTHI OOIIero oTnena, B KOHIIE - OTACI
OyXraiaTepcKoro ydera i OTYECTHOCTH.

Iopsnok pacnonoXeHHs 3arojoBKOB JieNl BHYTPU OTIEIOB HOMEHKIATYPHI el
ONIpe/ieNseTcs CTENEHBI0 BAXKHOCTH JOKYMEHTOB, COCTABJAIOIIMX Jeda, M X
B3aMMOCBA3bl0. B Hawane  pacmonaraloTcs — 3arofloBKM  JIeNl,  COAEpIKallux
OpraHu3alHOHHO-PACIIOPAIUTENBHYIO JOKyMEHTAIMIO. Janee pacrosaratoTcs 3arojiOBKH
J€I, CoiepKallMX IUIAHOBBIE U OTYETHHIE IOKYMEHTHI, U T. 1.

I'pada 3 «KonudectBo nem» 3amonHseTcs B KOHIE roma. B Hell ykassiBaercs
JEHCTBUTENIBHOE KOJUYECTBO €] (TOMOB, YaCTei) MO JaHHBIM HAHMEHOBAHHEM.

B rpade 4 ykasplBalOTCS CpPOKM XpaHEHHs M€N, HOMepa CTarTei IO IMEPeYHIo
THIOBBIX YNPABICHYECKUX JOKYMEHTOB, 00pa3ylOIUXCA B AESTEIBHOCTH OpPraHMU3alliH
(manee — Ilepeuens), ¢ yka3aHHEM CPOKOB XpaHEHM.

Ecnu crares no Ilepeunto umeer ormetky «OIIK», To ee cieayer nepeHOCUTH B
HOMEHKJIaTypy A€, TaK KaK OHAa O3HA4YaeT, YTO JaHHOE JeJI0 INOMJNEKHUT MPOCMOTPY
9KCMEPTHOM KoMHccHeH. OKOHuUaTelpHOE peLIeHHe O JajlbHEeWIIeM XpaHeHHH
JOKYMEHTOB ¢ oTMeTKOH «ITK» npuHuMaer pykoBoauTens anmapara J{yMel.

Cpokn XpaHEHHS, YKa3aHHbIC B TMEPEUHAX, SMBIAIOTCS O00A3aTENBHBIMHU, W
COKpaIllCHHE HX HE JoImyckaercs. Paspewaercs XpaHUTh JIOKYMEHTHI —CBEIIIE
YCTaHOBJIEHHOT'O CPOKa, €CJIU B TOM €CTh IPaKTHYeckKas HE0OXO0UMOCTb.

B rpade 5 «IIpumeuanue» nenarorcs OTMETKH O 3aBeICHHH J€Jl, llepeade ae B
apXuB, O BBIJICICHUU K YHHUYTOXKEHHIO H T. II.

Ilpn mannumu B JlyMe M ee OoTAenax BBHIYHCIUTENBHOM TEXHUKH YTBEPXKICHHAS
HOMEHKJIaTypa J€Jd BBOOUTCI U XpaHUTCA B namsatd OBM nis ynpoleHus ee BeaeHus,
KOPPEKTUPOBKH, a B HEOOXOUMBIX CIIy4asx - mepepaboTKH.

TexHomoruss aBTOMATHU3UPOBAHHOIO COCTABICHHS HOMEHKIATYPHI JeN, Kak
IIPaBUJIO, IPUHIIUAIIAATIEHO HE OTJIMYAETCS OT TPAAULIMOHHOM.

8.2. ®opmupoBaHnue aeJ

dopMmupoBaHue JAel - TPYyNNAPOBKA UCIOJIHEHHBIX JOKYMEHTOB B Jiela B
COOTBETCTBUU C HOMEHKJIATYPOH €.
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Kontpone 3a dopmupoBanueM gaen B JlyMe OCYyIIECTBISETCHS. HAYAIBLHUKOM
ob1ero oraena.

IIpu popmupoBannK Aen HEOOXOOUMO COOMIOAATH CIEAYIONHe O0lre MpaBHJa:
oMeIaTh B JEJNO TOJBKO HCIOTHEHHBIE, MPaBUIBHO OQPOPMIICHHBIE IOKYMEHTH B
COOTBETCTBHH C 3arojI0BKaMH JIeJ1 110 HOMEHKIIAType; HOMEIAaTh BMECTE BCE JIOKYMEHTEI,
OTHOCSIINECS K Pa3spelICHUIO [NaHHOTO BONPOCA; TPYNNHMPOBATH B €O JOKYMEHTHI
OJIHOTO KAJICHAAPHOTO rojla 3a HCKIIOYEHHEM MEPEeXOAAINUX JeN; pa3leibHO
IPyNIUPOBaTh B J€la JOKYMEHTHl IIOCTOSHHOIO XpaHEHWUS U .BPEMEHHBIX CpPOKOB
XpaHCHHA; IIOMEIATh B J€Jla MAIUUHOTPaMMBI, (aKchl, TejlerpaMMbel Ha OOIMX
OCHOBaHWAX. B 1eno He NODKHEI MOMeWAThecs NOKYMEHTHI, MOAJIEkKAle BO3BpAaTy,
JIMIIHKUE DK3EMILIAPEI, YEPHOBUKH; 00BEM JieTIa He JODKEH MpeBhIaTh 250 J1MCTOB.

Homep nema, B koTopoe JODKeH OBITh MOAIINT JOKYMEHT, OIpeLeseT
ucnonuurens. Ha noxkymenrte mpocraBimsercs ormerka «B geno Ne ...», nara, Ioanuchk
UCIIONTHUTENS WM HavalbHMKa oTaena. IIpy HanpaBieHMH OOKyMeHTa B JENO
OpPOBEPSCTCA MNPABUILHOCTE OQOpPMIIEHHS AOKYMEHTOB (HAJIMUUE ITOAIUCEH, IaThl,
Homepa u T. I.). HenoodopmieHHble M HEHNpaBWIEHO OQOPMIIEHHBIE JIOKYMEHTHI
BO3BpAIAIOTCA Ha 10paboTKy. ,

JIOKyMEHTBI ~ BHYTpUM  Jella  pacloiiaraloics B XPOHOJOTHYECKO,
BOIIPOCHO-JIOTMYECKOH MTOCIIEI0BATEIEHOCTH WM UX COYETAHUH.

PacriopsnurensHpie JOKyMEHTHI IPYTIUPYIOTCS B [eNa MO BUIAM U XPOHOJIOTHH C
OTHOCALINMMCSA K HUM NPUIOKCHUIMH.

YCTaBel, IIONOXEHHS, WHCTPYKLMH, YTBEPXKACHHBIE PACHOPAIWTEILHBIMH
AOKymeHTaMH J[yMBI, SABISAIOTCA MPUWIOKEHHSAMH K HUM M TIPYINHMPYIOTCS BMECTE C
yKa3aHHBIMH JOKYMEHTaMH. ,

PacniopsokeHus 10 OCHOBHOWM JEATENBHOCTH TPYNIUPYIOTCS OTACABHO OT
PactopsKEHHH 10 TMYHOMY COCTaBYy.

PacnopsbkeHuss omepaTMBHOro Xxapakrepa (0 KOMaHIMPOBKaX, OTHYCKaXx,
B3bICKaHUAX) POPMUPYIOTCS B OTACIBHOE AETO.

1IpOTOKONBI B JeNie pacmonaraloTcss B XpOHOJOTHYECKOM MOPAAKE MO HOMEpAM.
JOKYMEHTBI K IIPOTOKOJIaM, CTPYTIIIHPOBAHHBIE B OT/CIbHBIE A€Ja, CHCTEMATH3HPYIOTCS
10 HOMepaM MPOTOKOJIOB.

YTBEepXK/ICHHBIE IUIAHB, OTYETHl, CMETHl H JPyrHe NOKYMEHTBH TPYIIUPYIOTCS
OTZENBHO OT IIPOEKTOB.

Ilepenucka rpymnmpyercs, Kak INpaBHIO, 3a IEPHOA KaJE€HAAapHOTO Troja H
CUCTEMATU3UPYETCA B  XPOHOJOIMYECKOH IIOCIENOBAaTEIBHOCTU: JOKYMEHT-OTBET
MOMEWAETCs 32 JOKYMEHTOM-3ampocoM. IIpn  BO30GHOBIEHMH HEPENHCKH 10
OTACIBPHOMY BOIIPOCY, HayaBINE}CS B NPEABIAYIUEM OAY, JOKYMEHTHI BKJIFOYAIOTCS B
ZI€NO TEKYIIETO rojia ¢ yKa3aHUeM HHIECKCA Je/1a IPE/IBIAYIIEro roja.

Benenne JMYHBIX €l OCYHIECTBISETCS B COOTBETCTBHH C IlonO)KeHHEM O
NIEPCOHAJIBHBIX NAHHBIX M MOPAAKE BEJCHUS JMYHBIX JEJ MYHHULMIAIBHBIX CITyKAlUuX
Jymsl roposa Binagusocroxka.

JInneBeie cueTa paGOTHUKOB anmapara IPyNIMPYIOTCS B CAMOCTOATEBHEIE JE/Ia B
npejenax rofa U pacnojaraloTcs B HUX B al)aBUTHOM IOPSIKE MO (aMIIusIM, HMEHAM
Y OTYECTBaAM.

Ipennoxenns, 3asBiIeHN U KaJl00BI rpaXkJaH 1Mo BCeM BOMpocaM paboTel JlyMel,
€€ OT/JICJIOB M BCE JOKYMEHTHI O MX PACCMOTPEHMIO M HCIOJHEHHIO TPYIIIHPYIOTCH
Pa3aeaBHO OT NPEAIOKEHUMH, 3asBICHUI 1 5Kajlo0 rpakJaH 10 JUYHBIM BOTIPOCaM.
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8.3. IloaroroBka e K MOC/JAeAYHOIIEMY XPAHEHHIO H HCMOTL30BAHHIO

IloaroroBka nen K ONOoCJICAYIOMIEMY XPAaHCHHIO H HCIIOJB30BAHHIO BKIKOYACT
IKCIIEPTH3Y LCHHOCTH HOOKYMCHTOB, 0¢)OpMJ’IeHI/IC J€J, COCTaBJICHHE ONucEd e,
obecrieucHue COXpPaHHOCTH JOKYMCHTOB, IICpcaavdy A€ B MyHI/IIII/II'IaJ'II)HHﬁ ApXHB.

8.4. DxkcnepTH3a HEeHHOCTH JOKYMEHTOB

DKCnepTH3a IEHHOCTH JOKYMEHTOB - 3TO U3y4€HHE JIOKYMEHTOB Ha OCHOBAaHHHU
KPUTEPUEB UX LICHHOCTH B LIEJIAX ONPEACIICHUs CPOKOB XpaHEHUs! JOKYyMEHTOB U 0T00pa
UX Ha [IOCTOSIHHOE XpaHEHHE.

OKclepTu3a EeHHOCTH JOKyMEHTOB B JlyMe npoBoauTes:

IIPA COCTABJICHUH HOMEHKJIATYPHI JEIT;

npu GOPMHUPOBAHUU J€T M MPOBEPKE IMPABWIHHOCTH OTHECEHUS JOKYMEHTOB K
JenaM;

NpY NOATOTOBKE ACJ K IOCIEeAYIOIEMY XPaHEHHUIO.

Jlns opraHM3anMy M IPOBEAEHHUS SKCHEPTH3BI IIEHHOCTH NOKYMEHTOB B Jlyme
cosmaercs a3kcnepTHas komuccus (JK). OyHkuum M mpaBa SKCHEPTHOH KOMHCCHH, a
TaKKe opraHusanus ee paboThl ompejeNsercs IMOJOKEHHEM 00 3TOH KOMHCCHH,
pa3pabaTelBa€MbIM Ha OCHOBAaHHMM COOTBETCTBYIOIIETO THIIOBOIO  ITOJOKEHHS.
ITonoxenue 06 DK Jlymer yTBepxkaaercs npeacenareaeM JyMeol.

OKcIepTu3a IIEHHOCTH JOKYMEHTOB OCYIIECTBIAETCS €KETOAHO CHIAMH OTAEIOB
OpA  METOAMYECKOH IMOMOINM paOOTHHKOB  apXMBHOIO  OTHENa  YIpaBiICHUA
JEIONpPOMU3BOACTBA aIMUHUCTPALIUU ropoaa BnagusocToka.

Ot16op IOOKYMEHTOB IJIsi MOCTOSHHOTO XpPaHEHHS IPOBOJAWTCS Ha OCHOBAaHMH
HEepPeYHEH NOKYMEHTOB ¢ YKa3aHWEM CPOKa MX XPAaHEHUS W HOMEHKIATYpHI Jen J[yMbl
IyTeM II0JIMCTHOTO IpocMoTpa Aena. He nomyckaercs oT60p JOKYMEHTOB ISl XpaHSHHS
W BBHIJICJICHUA K YHUYTOKEHHMIO TOJNBKO Ha OCHOBAHHMHM 3arojioBKOB zeil. B aenax
NIOCTOSSHHOIO XpaHCHMs IOMJIEKAT HU3BATHUIO TyOJIETHBIE AK3EMIUIAPHl JOKYMEHTOB,
YEPHOBUKM, HEOPOPMIICHHBIE KONWM JOKYMEHTOB M HE OTHOCAINMECH K BOIMPOCY
JOKYMEHTEI C BDEMEHHBIMU CPOKaMHU XpaHEHHUSL.

Hena ¢ momerkoit «3ITK» noaBepraroTcsl TakKe HONUCTHOMY HPOCMOTPY VIS
OTpPENCICHUSI ¥ BBIACIECHUS] M3 UX COCTaBa JAOKYMEHTOB, IMOUIEKALIMX [OCTOSHHOMY
XpaHeHMIO. BBINeNeHHBIE M3 HX COCTaBa JOKYMEHTHI IOCTOSHHOIO XpaHEHHS
NPUCOEUHAIOTCS K OJHOPOAHBIM JiejiaM WA OQOPMIISIOTCS B CAMOCTOSTEIbHEIE €A,

OIHOBPEMEHHO € OTGOPOM JOKYMEHTOB IOCTOSHHOTO XPAHEHHSA WM II0 JTHYHOMY
COCTaBy MPOBOJUTCA OTOOP A€ M JOKYMEHTOB C MCTEKHIMMH CPOKaMH XpaHeHus. IIpu
O9TOM YYHUTBIBAIOTCA TakWe€ OTMETKM B HOMEHKIAType Jel, Kak «JI0 MHHOBaHHA
HaZloOOHOCTHUY, KIIPU YCIIOBUM 3aBEPIICHHS PEBU3HUI» U T. II.

ITo pesynpTaraM 3KCHEpTH3bl IICHHOCTH AOKYMEHTOB COCTaBJIIOTCH OIHCH el
NOCTOSHHOIO XpaHeHus (npuioxeHue 48), mo MuyHOMY coctaBy (nmpwioxenue 49), a
TAKKE aKThl O BBHIICJICHAM I K YHHYTOXKEHHUIO (puioxeHue 50).

VYKazaHHBIE ONMCH M aKThl pacCMaTpHUBAIOTCd Ha 3acelaHUAX OSKCIECPTHOM
komuccun (OK) Jlympl. YHHYTOKEHHE AOKYMEHTOB IPOH3BOAMTCA TOJIBKO ITIOCIIE
YTBEP)KIEHUSA ONHCE Ha Jejia IOCTOSHHOTO XpaHEHHUs OSKCHEPTHO-IPOBEPOYHOMH,
Metogudeckoit komuccueir (OIIMK) apxuBHoro otnena Ilpumopckoro kpas
COIJIaCOBaHUS JIOKYMEHTOB IO JHUYHOMY COCTaBy ApXUBHBIM OTAEJIOM YIpPaBiICHHS
JeTOTIPOU3BOACTBA AIMUHUCTPALIUY ropoa BiaaueocToka.
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8.5. Odopmienne uef.ﬂ

Hena momnexxaT oQOpMJICHHIO NpPH HMX 3aBECHHM W II0 3aBEPLIEHMM Toja.
Odopmiienne fena BKIIOYAET KOMIUIEKC paboT MO TEXHHYECKOH 06paboTke (OmucaHue
Nena Ha OOJIOXKKE, MOAMIMBKA, HYMEpAIMs JIMCTOB W COCTABJICHHE 3aBEPUTEILHON
HaJITACH).

Jlena MOCTOSHHOrO XpaHEHWs M IO JIMYHOMY COCTaBY IOUIEKAT IOJHOMY
opopmitenuro. ITonrHoe odopmiteHHe ena rpey CMaTpUBAET:

NIOAIIVBKY WM IIEpEIUIeT Jea; '

HyMEpaLHIO JIUCTOB B AeJIe;

COCTaBJICHUE 3aBEPUTENBHON HaanucH (puiioxenue 51);

COCTaBJIEHWE B HEOOXOAMMBIX CIydasX BHYTpPEHHEW OIMCH JOKYMEHTOB Jea
(mpunoxxenue 52);

BHECCHHE HEOOXONMMBIX YTOUHEHHH B PEKBH3HTHI OOJIOXKKH Jeia (YTOYHEHHE
Ha3BaHHUA OpraHU3alliy, UHIEKCA U 3aroI0BKa JiejIa, AaThl ejla U APYroe).

B menax obecrnedeHus COXpaHHOCTH M 3aKpPEIUICHUS IOPAIKA PAacIOIOXKEHHsS
JOKYMEHTOB, BKJIIOYEHHBIX B JE€NO, BCE JIMCTHI €ro, KpoMe JIMCTOB 3aBEPHUTEIHHOM
HA/IMAUCH ¥ BHYTPEHHEH OIMCH, HyMepYyIOTCS apaOCcKuMu HmUdpamMu B MPABOM BEPXHEM
Yy, He 3a/i€Bast TEKCTa JOKyMEHTa, IIPOCTHIM KapaHaamoM. JIMCTE BHYTPEHHEN ONMUCH
JOKYMEHTOB JieJla HYMEPYIOTCS OTAC/IBHO.

O6iokKa 1e71 MOCTOSHHOTO U IO JIMYHOMY COCTaBY XpaHeHHsS OQOpMIILETCH 10
yCTaHOBJIEHHOH ¢opme (mpwioxenue 53). Ha ?6no>xxe Jilejja  yKa3bIBaeTCs:
HaMMEHOBAHUE OTAENA, MHJEKC Jiea, 3ar0JIOBOK Jena, JaTa Jejia, KOJIHUECTBO JIMCTOB B
Aene, CPOK XpaHEHHs Jela. i

3aroJIoBOK Jiena Ha 00J105KKE NIePEHOCUTCS U3 HOMEHKJIATYPHI e

ITo oxoHYaHWM roga B HaANMMCH Ha OOJOXKKAX JEN MOCTOSHHOrO XpaHEHHS H II0
JWYHOMY COCTaBY BHOCATCS YTOYHEHMS: IPOBEPSETCS COOTBETCTBHE 3arojioBKa Jejia Ha
00JIOJKKE COJEP)KAHUIO TOMIINTHIX JOKYMEHTOB, B HEOOXOIMMBIX ClIydasX B 3aroJOBOK
BHOCATCA  JIONOJIHUTEIBHBIE  CBEJEHHA  (IIPOCTABIAIOTCS  HOMEpa  pelleHHiA,
pacnopsKeHuiH, NPOTOKOJIOB, BUABI U GOPMBI OTYETHOCTH U T. I1.).

8.6. CocTaBiieHHe onuceii ae

IIpu coctaBnenun onucH e coOMONat0TCA CEAYIOIUE TpeOOBaHMS

3arojiOBKM J€J1 BHOCATCA B OINUCh B COOTBETCTBHM ¢ TIPUHATON. CXeMoit
CHUCTEMATHU3AIUH AeJl Ha OCHOBE HOMEHKJIATYPhI 1€,

3arojIOBKH JI€]I BHOCATCA B OMMCH IOJ CAMOCTOSATENBHBIM MOPSIAKOBHIM HOMEPOM
(ecmu AENO COCTOUT M3 HECKOJLKMX TOMOB MJIM 4YacTe€l, TO KaXKABIM TOM WIM 4acTh
BHOCATCS B OIIMCH MOJ] CAMOCTOSTEILHEIM HOMEPOM );

MOPSAOK TPHUCBOCHUS HOMEPOB ONKCAM YCTAHABIMBAETCA IO COIVIACOBAHHIO C
apXMBHBIM  OTJEJIOM  YNpaBiI€HWS JAEJONPOM3BOACTBA  aJMUHUCTPALIMM  Tropoja
BnamuBocroka;

rpadsl OMHMCHU 3AMOJHAIOTCA B TOYHOM COOTBETCTBHM C TEMH CBEIACHUAMH,
KOTOpHIE BHECEHBI Ha 00JIOKKY Jiena;

IPU BHECEHWM B OMKCH MOJAPS] J€l1 C OAMHAKOBBIMHU 3arojiOBKaMHM IHUIIETCS
MOJTHOCTHIO 3ar0JIOBOK IEPBOTO JIe)a, @ BCE OCTaJIbHbIE OAHOPOAHBIE /iea 0003HAYAI0TCA
CJIOBaMH- «TO YK€», TIPH 3TOM APYTHE CBEJICHUS BHOCATCS B ONMKCH MOJHOCTHIO;

VIS e, COAEPXKAIUX JOKYMEHTHl HECKONBKUX JIET, B KOHLE pa3zena OIHCH
KaXI0ro CJICIYIOUIETO Tojla /IeNaeTcs CChlIKa Ha HOMepa J€N, COAEPKAIMX NOKYMEHTHI
3a JaHHBIH TroJ B MpEeABAYIIMX pa3fefax ONUCH, Ipada OINUCH «IIpUMEYAHUE»

LY
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HCIIONB3YETCA i1 OTMETOK O IpueMe e, oco6eHHocmx UX GU3NIECKOTO COCTOAHH, O
nepesiaye JeT APYTUM OTACIAM CO CCHUIKOM Ha HEOGXOXMMBIH aKT | T. 1.

B KoHue onucu Beies 3a MOCNEAHEH OMUCcaTeNIbHOM CTaTheil JAenaeTcs UTOropas
3aIHMCh, B KOTOPOH yKa3bIBalOTCA (IM(ppaMH U NMPOIMCHIO) KOJIMYECTBO e, MEPBLIA U
HOCTICTHUHA HOMEpA JeJl IO OIMCH, a TAKKE OFOBapUBAIOTCA OCOOEHHOCTH HyMeparuu
Jena B onucy (JINTepHBIE HOMepa Jiell, IPOMYIIeHHbIC HOMEpPa).

Pasmensl omucu Ha Jena IOCTOSHHOTO XPaHEHHS COCTaBIAIOTCA B YETHIPEX
9K3EMILIApax, MO JUYHOMY COCTaBYy - B TPEX 3K3EMIUIApax, 3aBepAIOTCS COCTABUTEIEM
OITMCH, COraacoBeIBalOTCA ¢ OK JlyMBl M HanpaBislOTCAd HAa PacCMOTPEHHE apXMBHOTO
OTZAeNa aIMHHUCTpAlMK ropoja BiaavBocToka U Jajiee B yCTaHOBJICHHOM IIOpSIKE Ha
ytBepxaenue IIIMK apxusnoro otaena [Ipumopckoro kpas. IlepBeie Tpu dK3eMILIspa
OIMCH JIeJT TIOCTOSIHHOTO XPaHEHUS W NEPBBIH 3K3EMIULIP ONHUCEH IO JIMYHOMY COCTaBy
OCTalOTCS B apXUBHOM OTAEJIE YIPaBJICHUA NeIONPOU3BOACTBA aAMUHUCTPAIIUU TOpoaa
BiangusocToka, Apyrue Bo3BpamaroTes B anmnapat J{yMbl.

8.7. OnepaTnBHOe XpaHeHUEe JOKYMEHTOB H JeJI

C MoMeHTa 3aBeNeHUS M JI0 Nepelayd Ha M}i’HI/IHI/IHaJILHOC XpaHeHue [ena
XpaHATCSA 10 MECTY UX GOPMUPOBAHUS MATH JIET. ‘

HavanpHukM OTHENOB U CHEHNUAIKMCTHL, (GOPMUpPYIONIME Jeida, HecyT
OTBETCTBEHHOCTH 3a COXPAHHOCTh 3TUX JOKYMEHTOB U JIEJ.

Jlena HaxonaTcs B paboynx KOMHATax U CIEUANBHO OTBEICHHEBIX JUIA STOM LETH
MOMEILEHUSIX, pacnojaraloTcs B 3aIHPAEMBIX mKa(bax,rOGecneqHBa}ome UX TOJIHYIO
COXPAaHHOCTh, MNPEJOXPAHAIONIMX INOKYMEHTHl OT TBUIM M BO3JACHCTBHSA COJHEYHOIO
cBeTa. B 1enax noBBIIEHUS ONEPAaTUBHOCTH MOKCKA JIOKYMEHTOB Je/la pacTioflaraiotes B
COOTBETCTBHHM C HOMEHKJIATYPOH, a IMOCIIe yTBEPKACHUSA ormcen B COOTBETCTBUU C HUMHL.
Homenxnarypa pnen, BBIIMCKa ©3 Hee WIH ermcxa U3 YTBEPKACHHOH OIHUCH
NOMEIAETCS Ha BHYTPEHHEH CTOpOoHE HIKada. ;

Ha koperkax 06J0OXKeK el yKashIBAIOTCS MHACKCHI JIEJ M0 HOMEHKIATYpe H
HOMeEpa JIes 110 OIUCSM.

Brlgaya Konui JOKYMEHTOB JPYTMM OpraHU3alusiM MPOU3BOJUTCS C pa3pelieHus
pykoBoautens armmapara {ymsl. Ha BeijanHOE €10 3aBOUTCS KapTa-3aMECTUTENh JIeNa.
(mpunoxxenue 54). CTOPOHHHM OpraHH3allMsAM JIeJia BBIJAIOTCA MO aKTaM. V3bsarue
JOKYMEHTOB U3 J€JI HOCTOSSHHOIO XpaHEHHUS JOIYyCKAaeTCsl B UCKIIOUUTENBHBIX CIIyYasx U
NPOU3BOJUTCS C paspelieHus pyKoBoAuTeNs ammapara JlymMpl ¢ 00s3aTelbHBIM
OCTaBJICHUEM KOMHH JJOKYMEHTa M aKTa O MPUYKMHAX BBIAAYH MOJJIMHHUKA.

8.8. Ilepenaua neq1 Ha apXUBHOE XPAHEHHE

JlokyMenTsl, oOpasylonmecs B Hpolecce IeATeNIbHOCTH JyMBl, HMeoIue
MICTOPHYECKOE, KYJIBTYPHOE, COLMAIFHOE, HAYyYHOE, SJKOHOMUYECKOE WIH MOTUTHYECKOE
3HAYEHHE, BXOJAT B COCTAB MyHHULMNAIBHOTO apXUBHOTO (oHzAa ropoza Bragusocroka 1
HE3aBHCUMO OT BpPEMEHHM IMPOMCXOXICHHS, MECTa XpaHEHHs, TEXHMKH M crocoba
3aKperuicHus WHQOpMalnMy ToJUIexaT Iepefjaue B apXUBHBIA OTACH YIpaBiIeHUA
JEeNONPOU3BOJCTBA aAMUHUCTPALUU ropofa BiaauBocToka.

[Tpu peopraHu3anyy WK JUKBUAAIMH [[yMbl JOKyMEHTHI 110 JINYHOMY COCTaBYy B
YIOPSATOYCHHOM COCTOSSHHM TepelaloTcsi IpPaBONPEEMHUMKY, a IIpU OTCYTCTBUH
MPaBONIPEEMHUKA TIEPEAAIOTC B AapXMBHBIA OTAEN YNPaBICHUA [CIONPOM3BOICTBA
aJMUHUCTPAlMU ropoja BraauBocToka. B HenaX COXpaHHOCTH JOKYMEHTOB H UL
peleHKs BOIpoca O MeCTe MX JAJIbHEHIIEro XpaHeH!s B COCTaB KOMUCCHH, 00pasyembix
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I Hepemadd Oel M MMYIIECTBA, BKJIIOYAIOTCS IPEICTaBUTENN APXHBHON CITyXKOEI
ropoza.

8.9. ITopsaok nepenavyn AOKYMEHTOB HAa MYHHIIMNIAJIbHOE XPAHEHHE

Ilepenaya nokymMeHTOB J[yMbl B apXUBHBIH OT/AEN yIpaBICHUS AETONPON3BOJICTBA
aJIMUHUCTpalMi ropoja BiiaguBocToKa MPOM3BOAMUTCA B COOTBETCTBUHU C IpaduKaMu
KOMIUIEKTOBaHUS apXHUBHOro otTnena. J[OKyMEHTBl IepelaloTcsi Ha MYyHHIUIATIBHOE
XpaHEHUE IO OIMHUCAM, YTBEPKICHHBIM B YCTAaHOBJIEHHOM ropsjke. [IpreM noKyMeHTOB
Ha MYHHUIMNAJIEHOE XpaHeHHe 0QopMIISEeTCS aKTOM IpHeMa-Tiepejad, COCTaBIsIEMbIM B
IBYX 9K3eMILIspax.

[lpn mnepenadye MOKYMEHTOB Ha MYHHUHMIIAIGHOE XpaHEHUE MpeACTaBUTENb
apXWBHOTO OTAENa yNpaBjieHHs AEIONPOU3BOJACTBA  aJAMUHHCTpallUM  ropoja
BnamuBocToka IIpOBOAMT IIPOBEPKY (U3UYECKOTO M CaHUTAPHO-TUTUEHHYECKOTO
COCTOSIHMSL JIOKYMeHTOB. [Ipu oOHapy>keHHH NEe(PEKTOB COCTABIAECTCA aKT, YCTpaHEHHE
oOHapy>KE€HHBIX JAe(PEKTOB MPOM3BOAUTCS CHIIAMU armapara JyMb1 - cparuymka
JIOKYMEHTOB. :

TTepemaua e HPOM3BOAMTCA IIOEAMHMYHO IO sOMHUCAM, 0COB60 LEHHBIE Jena
IIepeNaloTCs C IIPOBEPKOM KOJNMYECTBA JIMCTOB B HUX. Bce SK3€MILIAPH! OIMCH BMECTE C
JOKYMEHTaMH TepeJaloTCs B apXWBHBIM OTHEN yNpaBleHHs AEIONpOM3BOIACTBa. Jlyme
BO3BpAIllA€TCS OJMH 3K3EMIULIp MOJIHUCAHHOTO M YTBEPXKJIEHHOrO axKra Ipuema
nepenaun gen. Ecau mpu mepeaade OOGHApY)KEHO PACXOXKACHHE MEXKIY HTOTOBOM
3AIKMCHI0 B ONMCH M (DAKTMYECKUM HaIMUYMEM IepelaBaeMBIX M€, B ONUCH IENacTCs
HOBasg WTOrOBas 3alMch, B KOTOPOH YKa3bIBaeTCs (QAKTHYECKOE HaIW4YHE, W HOMEpa
OTCYTCTBYIOIIMX JIeJI OrOBapUBAIOTCA B aKTe MpHEMA-IIepeaul JOKYMEHTOB, a MPUYUHbI
UX OTCYTCTBHS - B IPHJIAaraeMoii K akTy CIIPaBKe.
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