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POCCHIICKAS ®EJEPAIIUAS
AJIMUHUCTPALIASA
BEPXHEI'PAMBOPOHCKOI'O CEJbCOBETA
KACTOPEHCKOI'O PAMOHA KYPCKOM OBJIACTH

INOCTAHOBJIEHUE

ot 02.05. 2024 roga Ne 16

00 yrBep:knennu MHCTPYKIHH 110 1eJIONPOU3BOACTBY AAMHHUCTPALMH
BepxuerpaiiBoponckoro ceiabcoera KacropeHnckoro paiiona

B mensx ycraHOBiE€HMsI €IMHBIX TpeOOBaHMII K IMOATOTOBKE, 00pabOTKe, XpPAaHEHUI0 H
WCIIOJIb30BAHUIO O0Opa3yIoNIUXCsl B JACSATEIBHOCTH AJMHHHUCTpanuu  BepxHerpaiiBopoHCKOTO
cenbcoBeTa KacTopeHCKoro paiioHa JOKYMEHTOB, COBEPIICHCTBOBAHMS JEJIONPOU3BOJACTBA U
MOBBIIIEHUS ero 3¢ (EeKTUBHOCTH, AnMuHHCTpanus  BepxXHerpalilBOpOHCKOTO — CElNbCOBETA
Kacropenckoro paiiona Kypckoit o6mactu IIOCTAHOBJISIET:

1. VYTBepmutrs mnpunaraemyro HWHCTpYKIMIO 1O JE€IOTPOU3BOJICTBY AJIMUHUCTpaLKN
BepxuerpaiiBopoHckoro cenbcoBeta KacTtopeHckoro paitona (manee - MHCTpyKIms).

2. llpu3Hath yTpaTUBLIMMH CUITy NTOCTaHOBIEHHUS AJMUHHUCTpanuu BepxHerpaiiBOpoHCKOTO
cenbcoBeta Kactopenckoro paitona Kypckoit obmactu ot 13.10.2014r. Ne 27 «O06 yTBepKaeHUN
HNHCTpyKIIMKM 1O J1€T0NPOU3BOACTBY AJAMUHHUCTpAauM BepxHerpaiBOpOHCKOTO CEIbCOBETA
Kactopenckoro paiiona Kypckoit o6macTuy.

3. KoHTpo1b 32 UCMIOJIHEHHEM HACTOSILEr0 MOCTAHOBJIEHHS BO3JIOKUTh HA 3aMeCcTUTENs | J1aBbl
AnMmuHucTpannu BepxHerpailBOpoHCKOTo cenbcoBeTa KacTopeHcKoro paioHa.

4. [locTranoBnenne  BCTymaeT B CHIY CO  JAHS  €ero  MOJNUCAHUS.
['naBa
BepxHerpaiiBOpOHCKOIO CeJIbCOBETA H.I1.3any3ckuit
YTBEPXIEHA

MOCTAHOBJICHUEM AJIMHHHUCTPAIIN
BepxHerpalilBOPOHCKOTO CEIbCOBETA
KacropeHnckoro paiioHa
Kypckoii obnactu
ot 02.05.2024r. Ne 16
HHCTPYKLUA
IO AEJOMNPOU3BOACTBY AIMUHUCTPAILIUHA
BEPXHEI'PAMBOPOHCKOI'O CEJIBCOBETA
KACTOPEHCKOI'O PANOHA



1. OBIIME NOJIOKEHUA

1.1. HWHctpykuust 10 JA€JIONpOU3BOJACTBY AnMuHucTpauuu BepxHerpailBopoHCKOIro
cenbcoBera KacropeHckoro paiiona (manee MHCTpyKLus 1O J€IONPOM3BOJCTBY) pa3paboTaHa B
LEJISX YCTaHOBJICHUS €IMHBIX TPEOOBAHUH K TIOJATOTOBKE, 00pabOTKE, XPaHEHHIO U UCTIOIb30BAHUIO
o0Opa3ylommxcs B JAEATEIBHOCTH AJIMHUHHCTpauud BepxHerpailBOpoHCKOTO CenbCoBETa
Kactropenckoro paiiona (manee — AJMUHHCTpalus BepxXHerpailBOpOHCKOTO — CEIbCOBETA)
JIOKYMEHTOB, COBEPLUIEHCTBOBAHMSI CHUCTEMBl JEIONPOU3BOACTBA, MOBBIIIEHUS 3((HEKTUBHOCTU
paboTHI ¢ JOKYMEHTaMH, 00ECTICYeHHST KOHTPOJIS 32 UX HUCTIOJIHEHUEM.

1.2. VHCTpyKIMSI 1O JAETIONPOU3BOJACTBY pa3paboTaHa B cooTBeTcTBUM ¢ DenepanbHbIM
KOHCTUTYIIMOHHBIM 3aKOHOM OT 25 nekabpsi 2000 roma Ne 2-OK3 «O T'ocymapcTBeHHOM repoOe
Poccuiickoit @enepanuny, DenepanbHbiM 3akoHOM OT 22 okTaA0pst 2004 roma Ne 125-®3 «O06
apxuBHOM Jiene B Poccuiickoit @enepanumn», OenepanbabiM 3akoHoM ot 27 utonst 2006 rona Ne
152-®3 « O mepcoHanbHBIX JAaHHBIX», DenepanbHbiM 3akoHOM 0 6 ampens 2011 romga Ne 63-03
«O0 nsnexktpoHHOW moanuck», llpukasom MuHucCTepcTBa CBSI3M UM MAacCOBBIX KOMMYHHKAIUI
Poccuiickoit ®eneparnuu ot 31 utonst 2014 rona Ne 234 «O6 yrBepxkaenuu [IpaBun okazanus yciayr
IIOYTOBOW  CBsI3W», [Ipukazom denepasbHOro apxmBHOro areHTcTBa oT 22 mas 2019 roma Ne 71
«O0 yrBepxkaeHuu [IpaBui Nenonpou3BOJICTBA B FOCYIaPCTBEHHBIX OpraHaxX, OpraHax MeCTHOTO
camoynpasieHusi», [lpaBunamu  opraHu3anuu — XpaHEHMs, KOMIUIEKTOBaHHS, ydeTra U
WCIOJIb30BAaHUS JIOKYMEHTOB apxuBHOro (onaa Poccuiickoit ®exepani U APYrux apXuUBHBIX
JOKYMEHTOB B TOCYJIapCTBEHHBIX OpraHax, OpraHax MeCTHOTO CaMOYIIPaBJIEHUS W OpraHM3alusX,
yTBEpKJIeHHbIMU npukazom denepanbHoro apxuBHoro areHtcrBa ot 31 urong 2023 roga Ne77,
[IpumepHOl  HMHCTPYKIIMEW IO  ACJIONPOU3BOACTBY B TOCYJApCTBEHHBIX OpraHu3alusX,
YTBEPKJICHHON TpukazoM denepaibHOro apxuBHOro areHTcTBa oT 11 ampens 2018 roma Ne 44,
MeTouyeckUMl  PEeKOMEHAALUUAMU 10 pa3paboTKe WHCTPYKUMH MO JAEJTONpPOU3BOJACTBY B
rOCYJApCTBEHHBIX OPraHax, OPraHax MECTHOIO CaMOYIpPaBJIEHUS, YTBEPKICHHBIMH IIPHKA30M
PocapxuBa ot 24 nexabps 2020 roma Ne 199, MeroauvyeckuMu peKOMEHIAUSIMHU TI0 TTPUMEHEHHUTO
I'OCTa P 7.0.97-2016 «Cuctema ctanaapToB 1o uHbopMaIuu, OMOIMOTEYHOMY B U31aTEIIbCKOMY
neny. OpraHu3alMOHHO-PACIOPSIUTENbHAS JOKyMeHTanus. TpeOoBaHus K 0O(OpMIICHUIO
JOKYMEHTOB», YTBEPKAEHHOro mnpukazoM @DenepasbHOrO0 areHTCTBa IO  TEXHUYECKOMY
peryaupoBaHUI0 U MeTpoJIoTHH OT 8 nekadpst 2016 roga Ne 2004-cr.

1.3. Ionoxenuss MHCTpYKIMKU TO I€TOIPOU3BOJICTBY PACIIPOCTPAHSIIOTCA HA OPraHU3ALUIO
paboThl ¢ TOKyMEHTaMU HE3aBUCHUMO OT BHUJIA HOCUTEINS BKIIIOYas MOATOTOBKY, PETUCTPAIIHIO, YUET
Y KOHTPOJIb UCIIOTHEHUS JOKYMEHTOB, OPraHU3alHI0 X TEKYILEro XpaHEHUsI.

1.4. OcoGenHoctu opraHuzanuy padOThl ¢ JOKYMEHTaMH, COJEpKAlIMMH HH()OPMAIIHIO
OTPaHMYEHHOTO  JOCTynma (KOMMEpPYECKYI0 TailHy, [epCcOHajbHbIE JIaHHBIE M  HUHYIO
KOH(UIEHINABbHYIO HH(OpPMAINIO),  PEryIHpPYIOTCS OTACIbHBIMH HOPMATUBHBIMH aKTaMU,
YTBEPK/1a€MbIMHU TI'JIaBOU CEJIbCOBETA.

1.5.ITopsimok paboTHI C:

- oOpamenusmu rpaxaan Poccuiickoit @enepanuiy, WHOCTPAHHBIX Tpa)<AaH, JUI[ Oe3
IpaXJaHCTBa, OOBEIMHEHMH TpaxkJaH, B TOM YHCIIE IOPHIUYECKUX JHUI] (nasee — oOpalieHue
rpaXJaHWHA, OpraHu3alli), W BeJCHUE JAEJONPOM3BOJACTBA MO OOpalleHHs M T'pa)kaaH,
opranusanuii perynupyercs @enepanbasiM 3akoHoM oT 2 Mast 2006 roga Ne 59 — @3 «O nopsnake
paccMmoTpeHus obparenuit rpaxkaan Poccuiickoit denepanumny;

-3alpocaMy IOPUINYECKUX U (PU3NYECKHUX JIUI] B TOCYIapCTBEHHBIN OpraH, OpraH MECTHOTO
CaMOYIPaBJIEHHUsI O MPENOCTABICHUH HH(POPMALMH O AEATEIBHOCTH 3TOTO0 OpPraH pPerylupyercs
OenepanbHbiM 3akoHOM 0T 9 deBpans 2009 roma Ne §-d3 « O6 obecmeueHuu J0CTyma K
uH(OpMAIINH O JAEATEIbHOCTH TOCYAAPCTBEHHOTO OpraHa U OPraHOB MECTHOTO CaMOYIIPaBJICHUSY;
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- 3ampocaMH TpakJaH M OpraHu3aliii O TPEAOCTaBICHUH TOCYHAPCTBEHHBIX U
MYHHULIMIIAIBHBIX yCIyr peryaupyrorcs PeaepanbabiM 3akoHoM OoT 27 utonst 2010 roqa Ne 210-03
«O06 opranmu3zanuy NpeaoCTaBICHHS FOCYIapCTBEHHBIX M MYHULIUTIAIBHBIX YCIIYT».

1.6. Opranusanuio, BeIcHUE U COBEPIICHCTBOBAHUE JICIOMPOU3BOICTBA HA OCHOBE €IUHOMI
MOJIMTUKH ¥ TPUHIMIIOB, IPUMEHEHUE COBPEMEHHBIX MH(OPMAIIMOHHBIX TEXHOJIOTUH B paboTe C
JOKYMEHTAaMH, METOJMYECKOEC PYKOBOJICTBO W KOHTPOJIb COONIONEHHS TOpAIKa padoOThl C

JNOKyMEHTaMU B  AJIMHUHHCTpanMH BepXxHerpaBOpOHCKOIro CEIbCOBETA  OCYILLECTBIIACT
3amectutenb [naBel AnmuHuctpauuu BepxserpaiiBopoHckoro — cenbcoBera KactopeHckoro
paioHa.

OTBETCTBEHHOCTh 32 OPraHU3AIMI0 OOIIEro JeJIOMPOU3BOJICTBA, MOPsSAKAa pPabOTHI C
JOKyMEHTaMH, Ha OCHOBAaHMM pacHopsbKeHus AJQMUHHCTpauuu  BepxHerpailBopoHCKOTo
CeJIbCOBETA, BO3JIaraercs Ha 3aMecTuTels [ 1aBbl A IMUHUCTpaLUN.

1.7. ConmepxkaHue CIIy)Ke€OHBIX JOKYMEHTOB HE TOJJICKUT pasriiamieHuro. B3anmonelicteue
CO CpeJICTBaMU MaccoBOUM MHpOpMAIINH, Tiepeaada UM Kakoi-11nbo uHGOpMAIMU WU TOKYMEHTOB
U UX KOMHUH JIOMyCKaeTcsi TOJbKO C paspeuieHusi [naBel BepxHerpaliBOpoHCKOro celbcoBeTa
KacropeHnckoro paiioHa.

PaborHuku Anmunuctpanuu BepxHerpaiiBopoHckoro cenbcoBera KacTtopeHckoro paiioHa
HECYT JUCHUIUIMHAPHYIO, AJAMHHHCTPATHUBHYIO M MHYI YCTAHOBJICHHYIO 3aKOHOJATEIbCTBOM
Poccniickoit denepanuy OTBETCTBEHHOCTD 3a HAPYIIEHUE CPOKOB XPAHEHHUsI TOKYMEHTOB, YyTpaTy U
HECaHKIMOHUPOBAHHOE YHUUTOXKEHUE CITYKEOHBIX IOKYMEHTOB.

1.9. Ha mepwon otmycka, KOMaHIMPOBKH, OOJIE3HW WIM B CIydae YBOJBHEHUS U
nepeMeleHust no ciayx0e pabOTHHKHM O0Os3aHBI NepeaTh BCE HAXOISAIIMECS y HUX JIOKYMEHTBI
3amectutento [naBel AnMuHHCTpanuu BepxHerpalilBOpOHCKOTO — CEIbCOBETA, WU JIPYyromMy
paboTHUKY TO YyKa3zaHuio [7naBel cenbcoBera. Ilpu yBONBHEHMHM WM MEPEBOJIE IO CIyxkOe
pabOTHHKA, OTBETCTBEHHOI'O 3a JIEJIONPOU3BOACTBO, Mepeiadya JOKyMEHTOB U JIe]l OCYIIECTBIISIETCS
IO aKTYy.

2. OCHOBHBIE ITOHATHUA

B nacrosmeit MTHCTpyKIIMHM UCTIONIB3YIOTCS CIEAYIONINE OCHOBHBIE TTOHSATHUSA:

aKT — JOKYMEHT, COCTaBJICHHBI HECKOJBbKUMH JHUIAMH (JUIOM) WIA KOMHUCCHUEH H
MOATBEPKIAIOLIUI YCTaHOBIIEHUE (aKTa WA COOBITHS;

0JIaHK [OKYMEHTa — JIUCT OyMard WU D3JEKTPOHHBIM 1Ia0JOH C PEKBU3UTAMU,
UICHTU(PUIUPYIOMIUMHU aBTOPa OPUIIHATIBHOTO TIOKYMEHTA;

BUJ [OKYMEHTa— KjacCHU(PHUKAIMOHHOE TMOHATHE, oO0OO03HaYamllee MNPUHAIICKHOCTD
JOKYMEHTa K OIpEAeJeHHOW Tpymme JAOKYMEHTOB MO MPHU3HAKy OOHIHOCTH (PYHKIHMOHAIBHOTO
HA3HAYCHHUS;

BHYTPEHHSISI ONUCH — JIOKYMEHT, BKIIFOYaeMbl B JIEJIO JJIsl y4€Ta JOKYMEHTOB Jena;

BHU3a — PCKBHU3UT, BHpa)KaIOI_HI/Iﬁ corjizacu€ uiM HECOrjaaCcu€ AOJDKHOCTHOIO JuOa C
COJACPKaHNUEM JOKYMCHTA,
BPEMEHHOC¢ XpaHCHHE JOKYMEHTa — XpaHCHUC JOKYMCHTOB B TEUCHHUC CPOKOB,

YCTaHOBJICHHBIX HOPMATUBHBIMU IIPABOBBIMU aKTaMU;

rpuc¢ orpaHuyeHHUsi J0CTyNa K JOKYMEHTY — PEKBHU3UT, CBUJIETEIbCTBYIOIUN 00 0co60M
XapakTepe MH(pOopMalul JOKyMEHTa U OTpaHMYUBAIOIIUI IOCTYII K HEMY;

rpu¢g yTBep:KIeHUS] — PEKBU3UT OQUIMATIBHOIO JOKYMEHTA, CBUAETENbCTBYIOLIUI O
IIPaBOBOM CTaTyCe JOKYMEHTA;

rpu¢g cor;i1acoBaHus — PEKBU3UT, BBIPAXKAIOLIUN COTJIaCUE OPraHU3alMK, HE SBIIAIOLINICS
aBTOPOM JIOKYMEHTA, C €r0 COJIEPKAHUEM;

rocyapcTBeHHbIe OpraHbl- OpraHbl rocyaapcrBeHHON Biaactu Poccuiickoit denepanuy,
OpraHbl rocyJapCTBEHHON BiacTu cyobekToB Poccuiickoit dexepannu U WHBIE TOCYAAPCTBEHHBIE
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opranbl, oOpa3yeMble B COOTBETCTBHM C 3aKOHOJATenbCcTBOM Poccwmiickoii Deneparnuw,
3aKOHOJIATEILCTBOM cyOBekTOB Poccuiickoit @enepanny;

A€J0 - COBOKYIIHOCTb AOKYMCHTOB HWJIH OTI[GJILHLIfl AOKYMCHT, OTHOCAIIUCCA K OJHOMY
BOIIPOCY MJIM YYaCTKY AEATEIbHOCTH OpraHa MECTHOTO CaMOYIIPaBJICHNUS;

AeJONPOU3BOACTBO -  JIEATENBHOCTh, OOECIEUMBAONIAsl CO3JaHHE  O(HIMATBHBIX
AOKYMCHTOB U OpraHu3anuro pa6OTI>I C HUMHU B OpraHax HUCIOJHUTEIHHOMN BJIaCTH,

AOKYMEHT - O(QHIMAIbHBIN TOKYMEHT, CO3JaHHBIH TOCYJapCTBEHHBIM OPraHOM, OPraHOM
MECTHOTO CaMOYNPABJICHUS, IOPUIMYECKUM WIH (U3WYECKUM JHIOM, O(OpPMIICHHBIH B
YCTaHOBJIEHHOM TIOPSIIKE U BKIIOUEHHBIN B IOKYMEHTOOOOPOT OpraHa MeCTHOTO CaMOYIPaBJICHHUS;

AOKyMeHTHpOBaHue - (Qukcanmuss wWHPOPMAIIMM HA MaTEPHAIBHBIX HOCHTEISX B
YCTaHOBJIEHHOM IOPSIKE;

)IOKyMQHTOOﬁOpOT- ABWKCHUC JOKYMCHTOB C MOMCHTA HMX CO3JaHUA WKW IMOJYYCHHUA 10O
3aBepLICHUS UCTIOHEHU S, TOMEIEHHS B 1€JI0 U (WIN) OTIPABKU;

HOJIKHOCTHOE JIMIO — JIMIIO, [TOCTOSIHHO, BPEMEHHO WJIH MO CIEHUATbHOMY MOJTHOMOYHIO
OCyILECTBIsIONIee (PYHKUMM NPEACTaBUTENS BIACTU JHMOO BBINOJHSAIONIEE OpPraHU3aAMOHHO-
pacrnopsAaAUTCIbHBIC, aIMUHUCTPATUBHO- X03SA1CTBEHHEIE (1)YHKIII/II/I B TOCyAapCTBCHHOM OpraHe
WM OpraHe MECTHOTO CaMOYIpPaBJICHHUS;

3aBepeHHasi KONHMS JOKyMEHTa - JIOKYMEHT, Ha KOTOPOM B COOTBETCTBHUU C
YCTaHOBJICHHBIM MOPAAKOM MMPOCTaBJIAIOT H€O6XO)II/IMBIG PEKBU3UTHI, MMpUaAr0Iune ceMy
IOPUAMYECKYIO CHITY;

HHJEeKC Jeja - mudpoBoe Wik OykBeHHO-IM(poBoe 0003HAUCHUE /ieTia B COOTBETCTBUU C
HOMEHKJIaTYpOU JIeJT OpraHu3aluu;

I/IH(l)OpMallI/IOHHO-Te.ﬂeKOMMyHI/IKaHI/IOHHaH CeTh - TEXHOJIOTN4YECKaa CHUCTEMaA,
npeAHa3HayeHHas JJIA  Tepefadyd 10 JIMHUSM CBsi3W  WHGOpMAIUH, JOCTYyNl K KOTOPOM
OCYILIECTBJISIETCS C UCTIOJIb30BAaHUEM CPEJICTB BBIUUCIUTEIHHONU TEXHUKH;

KOHTPOJIb HCIOJHEHUS] JOKYMEHTAa — COBOKYIHOCTh JACWCTBMI, 00ecreynBaronInX
CBOEBPEMEHHOE HCIIOJIHEHUE TIOKYMEHTA;

KOINMSA TOKYMEHTA - JJOKYMEHT, MOJHOCThIO BOCIIPOU3BOAALINI HH(POPMAIIUIO MOATUHHUKA
JOKYMEHTA M €ro BHELIHUE MPU3HAKHI, HE UMEIOIINNA IOPUANYECKON CHUIIBI,

JIUCT - 3aBepUTe]Ib JeJ1a — TIOKYMEHT, COJiepXKallluii CBeIEHUS O KOJIMYECTBE JIMCTOB JIeNa,
(hM3UIECKOM COCTOSIHUM JOKYMEHTOB M OCOOCHHOCTSAX (hOPMUPOBAHUS JCTa;

JIMCT COIJIACOBAHMS (BU3MPOBAHMSA) JOKYMEHTA- 4acThb O(UIHMAIBHOTO JOKYMEHTa C
OTMETKaMH ( BU3aMHU) O COTJIaCOBAaHUU;

HOMEHKJIATYpa AeJ - CHCTEMaTU3WPOBAHHBIN NEpEeYeHb 3aroJIOBKOB i€l C yKa3aHUEM
CPOKOB UX XpaHEHHUS;

00beM JI0KYMEHT0000pOTa— KOJUYECTBO JOKYMEHTOB, MOCTYMHUBIIUX B OPraHU3alldi0 U
CO3IaHHBIX €10 32 ONPE/CIICHHBIN MepHO/I;

odopMiIeHHE TOKYMEHTA - IIPOCTABJICHUE Ha IOKYMEHTE HEOOXOAUMBIX PEKBU3UTOB;

ne4yarb - YCTPONCTBO, HCIOJb3YyeMO€ Ui 3aBepeHUs TMOJUIMHHOCTH MOAMHCU
JOJKHOCTHOTO JIMIIA MOCPEICTBOM MPOCTABICHUS €r0 OTTHCKA Ha TOKYMEHTE;

NO/VINHHUK TOKYMEHTA — NIEPBbIN WM €MHCTBEHHBIHN SK3EMIUISIP JOKYMEHTA,

noanmucaHue (I[OKyMeHTa) — 3aBCpCHUC NOKYMCHTA CO6CTB€HHOpy‘IHOﬁ oAU ChIO
JOJDKHOCTHOI'O HJIN Q)HSquCKOI‘O Juna 110 YCTaHOBHCHHOﬁ cbopMe;
moamnucb — PCKBU3UT, HpeI[CTaBJ'ISIIOH_II/Iﬁ coboi CO6CTB€HHOpy‘IHYIO POCIIUCH

JOJDKHOCTHOTO WIIM (PM3UYECKOTO JIULIA;
NMOCTOSIHHOE XpaHeHHe [JOKYMEHTa— BEYHOE XpaHEHHE JIOKyMEHTOB 0Oe3 mpaBa HUX
YHUYTOXKEHUS;
PEKBH3UT JIOKYMEHTAa - 3JEMEHT JOKYMEHTa, HEOOXOAWMBIH I ero opopMmieHHs M
opraHu3zaiuu paboThl ¢ HUM;
perucTrpanms AOKYMEHTA - IIPUCBOCHUE JOKYMEHTY PErMCTPAallMOHHOIO HOMEpA, BHECEHUE
CBEJICHUI O IOKyMEHTE B PETUCTPALIMOHHO-YUETHYIO (hopMY;



CPOK XpaHeHHsl [OKYMEHTAa — T[IEpUOJl BPEMEHHU, B TEUEHHE KOTOPOTO JOJIKHO
obecreunBaThCsl XpaHEHUE JOKYMEHTA B COCTaBE JIOKYMEHTAIBHOTO WJIM apXUBHOTO (OH[IA;

YHUYTOKEHUE TOKYMEHTA — UCKITIOYCHHE JOKYMEHTA U3 JOKYMEHTAIBLHOTO WU apXUBHOTO
(hoH/Ia TT0 UCTEYCHHIO CPOKA MX XPAHCHHUS C MTOCIEAYIONINM YHUUTOXKCHHEM (yTUIIH3AIUCH ),

(¢popmupoBaHue qejia — IPYNIUPOBKA UCIIOJHEHHBIX JTOKYMEHTOB B JIEJIO B COOTBETCTBUU C
HOMEHKJIATYPOH JIEJI U UX CUCTEMATU3aLMs BHYTPH JEIT;

XpaHeHHe JOKYMEHTa — OpraHu3alds paIlMoOHATBHOIO pa3MenieHus U olecredeHue
COXPAaHHOCTH JIOKyMEHTA;

IKCIEPTH3Aa HEHHOCTH JOKYMEHTOB - M3YYCHHE JOKYMECHTOB HAa OCHOBAHWUU KPUTEPHEB X
HECHHOCTH B LCJIAX OIMPCACIICHUA CPOKOB XpPAaHCHHA JOKYMCHTOB U 0T60pa X AJis1i BKIIFOUCHUSA B
coctaB ApxuBHoro ¢onaa Kypckoit obnacru;

3JIEKTPOHHAsI KOMMS TOKYMEHTA - KOTHS JIOKYMEHTa, CO3/IaHHas B JJIGKTPOHHOH (opme;

3. JOKYMEHTHPOBAHUE YIIPABJIEHUYECKOM JJOKYMEHTAIIUA

3.1. JlokyMeHTBbI OpraHa MecTHOI'0 CaMOYIIPaBJICHUS

B  cootBerctBMM ¢ 3akoHOAarenbCcTBOM  Poccuiickoit  ®enepaunu,  YCTaBOM
MYHHUIMIIANBHOTO  00pa3zoBaHusi «BepxHerpailBOpoHCKUII cenbcoBeT» B AJIMHUHUCTpALUU
BepxHerpaiiBOpOHCKOTO  CElIbCOBETAa M3AAIOTCS TOCTAHOBJICHUS AaJMUHHUCTPALIMM CEJIbCOBETA,
pacrnopsKeHHsl aJIMUHUCTPALMU  CEJIbCOBETa 110 OCHOBHOM JIESTENIbHOCTH, pPaclOpsSHKEHUS
aJIMMHHCTpAIMK CEJIbCOBETA IO JINYHOMY COCTaBY U WHbIE OPTraHU3allMOHHO-PACHOPSAIUTENbHbIE
JOKYMEHTBHI.

B Anmunuctpanuu BepxHErpailBOpOHCKOrO CEIbCOBETa CO3JAIOTCS  JOKYMEHTBHI Ha
OyMa)>KHOM HOCHTEJIE U 3JIEKTPOHHBIE KOMUHU JIOKyMEHTOB, MOJyYeHHbIE B pe3yibTaTe OLU(GPOBKU
(Hampumep, CKaHUPOBAHMSI) TOKYMEHTOB Ha OyMa)XHOM HOCHTEJIC.

3.2. bJaHKHU 1OKYMEHTOB

JlokyMeHTBl AJIMHHHUCTpallMK BepXHErpalBOPOHCKOTO  CeIbCOBETa  Ha OyMakKHOM
HOCHUTEJIE H3rOTaBIMBAIOTCS Ha Omankax A4 (210 X 297mMm) mim AS (148 x 210 mm), npu
HEOOXOMMOCTH MOTYT HUCIIOJIb30BaThCs Omanku ¢popmara A3 (297 X 420 Mm).

WsroroBnenne rmeuwaTeir ¢ BocmpousBeneHueM repba  Poccuiickorr  ®Denpeparuu
OCYILIECTBIISIIOT TOJIBKO IITEMIIECIbHO-TPABEPHBIE MPEANPUATUS, HMEIoIIUe CepTU(UKATB O
HAJIMYUU TEXHUYECKUX M TEXHOJOTWYECKUX BO3MOXKHOCTEH JUIsi M3TOTOBJICHUS YKa3aHHOTO BHJIA
MIPOJIYKIIMK Ha JOJKHOM Ka4eCTBEHHOM yPOBHE.

M3roroBnenne rmewaTeii ¢ BocmpousBeneHueM repba  Poccuiickori  Deneparnuwu
OCYILIECTBISIETCS MO  3aKa3aM AJIMUHHUCTpanuu  BepxHerpailBOpOHCKOTO CeJbCcoBeTa
Kacropenckoro paiioHa.

JlokymMeHThl AJIMUHUCTpalud BepxHerpailBOpOHCKOTO CeNbCOBETa pa3padaThiBalOTCs B
COOTBETCTBUU C TpeOOBAHMIMH, YCTAHOBJICHHBIMH HalMoHanbHbIM ctangaprom ['OCT P 7.0.97-
2016 u yrBepxaaroTcs B coctaBe MHCTpyKIIUMU 1O 1€I0TPOU3BOICTBY.

B Anmunuctpaunn BepxuerpailBopoHckoro cenbcoBeta KacTopeHckoro paiioHa
MIPUMEHSIOTCS CIIEAYIONINE BUABI OIAHKOB:

ONaHK MMOCTaHOBJIEHUS AIMUHUCTpalud BepXxHerpailBOPOHCKOTO CelbCOBETa
KacropeHnckoro paiioHa;

ONaHK pacmopsHKeHUs AJMUHUCTpAuu BepXHerpaliBOpOHCKOTO CEIbCOBETA
KacropeHnckoro paiioHa;

OnmaHk muckMa AnMuHHCTpanuu BepxHerpaiiBopoHckoro ceibcoBeTa KacTopeHckoro
paiioHa;

6naHk npotokosia CoOpaHus AEMyTaTOB CEIbCOBETA;
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onank pemenus CoOpaHust JEMyTaToOB CEIbCOBETA;

brnanku  noxkymeHtoB  AnMuHucTpauuu — BepxHerpaiiBopoHCKOTo CEeIbCOBETA
KactopeHnckoro paifoHa pa3pabaThIBalOTCs Ha OCHOBE IPOJOJIHHOTO BapHAHTA, PACIOJIOKCHHS
PEKBU3UTOB [0 CEPEIMHE JIUCTA BJIOJIb BEPXHETO I10JIs1, U YIJIOBOIO BapHaHTa IPU UCIIOJIb30BaHUU
Onmanka muceM. J[nMHAa caMOM JUIMHHOW CTPOKM PEKBH3HTA IPU TPOJOJIHHOM PaCIOJIOKEHUH
PEKBU3UTOB He Oosee 12 cm.

3.3. O0mue TpeGOBaHUS K U3TOTOBJIECHHIO IOKYMEHTOB

JlokyMeHTBI, 0(hopMIICHHBIE KaK Ha OJaHKe, TaK M Ha CTAaHAAPTHOM JINCTE OyMaru, JTOJIKHBI
UMETh TIOJIS:

aeBoe - 20 mM;

npasoe - 10 mm;

BepxHee - 20 MM;

HIDKHEE - 20 MM.

JlokyMeHTBl JUIUTENbHBIX (cBbILIE 10 J1€T) CPOKOB XpaHEHUsS JOJDKHBI UMETh JieBoe moiie 30
MM.

OO0pa3upl OJaHKOB JOKYMEHTOB AIMHHHCTpaluu BepXHerpallBOpOHCKOTO  CeIbCOBETA
KacropeHnckoro paiiona npuBeeHsl B npuiokeHnn Ne 1 k HacTosen MHcTpyknun.

JlommyckaeTcsi meyaTaHue JOKYMEHTOB C HCIOJIb30BaHHEM OOOpPOTHOM CTOpOHBI jucrta. Ilpu
JIBYCTOPOHHEM CO3JaHUM JOKYMEHTOB IIMpUHA JIEBOTO TMOJs Ha JIMIEBOM CTOpPOHE JIHCTa M
MIPaBoOro MoJisi HA 000POTHON CTOPOHE JIMCTA AOKHBI OBITH PaBHBI.

[Ipn co3zmaHuM JOKyMEHTa Ha JBYX WM OoJjiee CTpaHHUIAX BTOPYIO U TOCIEAYIOIIHE
CTpaHUIbl HyMEPYIOT apaOCKuMH LudpamMu MocepeiHe BEPXHEro IMoJid JHucTa 0e3 Kakux- JTu00
JOTIOJTHUTEIBHBIX 3HAKOB (TUPE, 1e(UCOB: -2-) UITH CJIOB «C.», «CTP.» (CTpaHUIIA).

JlokyMeHTBI, co31aBaeMble B AJMUHUCTpalMM BepxHerpailBOpOHCKOTO CenbCcoBETa
KacropeHnckoro paiioHa, me4ararmoTcs € HCIOJIb30BaHUEM, KaK MPaBUIIO, TEKCTOBOTO pPeJaKkTopa
Word ¢ ucrons3zoBanueM mmprdroB Time New Roman pasmepom Ne 13-14, Arial Ne 12-13 (mipu
COCTaBJICHUH TAaOJHI] JIOMYCKAeTCs MCIOJIb30BaHWE IMPU(PTOB MEHbIIUXpa3zmepoB) yepe3 1-1,5
MEKCTPOUYHBIE HHTEPBaJIbI, Tabau4yHOTO penakropa Exsel ¢ ucnonb3oBanuem mpudroB Arial, Time
New Roman pazmepom NeNe 8 - 15. TaTepBan Mex a1y cI0BaMH — OJIUH ITpoOer.

AO3amHBIA OTCTYI TEKCcTa JOKyMeHTa — 1,25 cM. 3arojioBKM pasleioB M IOApPAa3AciioB
reyaTarTcs ¢ ad3alHbIM OTCTYIIOM BBIPABHUBAIOTCS MO LEHTPY. AO3allHBIN OTCTYI MCIOIb3YETCs
TOJIBKO TIPU M3TOTOBJICHUU TEKCTA AOKYMEHTA, HO HE MPUMEHsIeTCs IpU 0(pOpPMIIEHUU PEKBU3UTOB.
PekBU3UTHI JOKYMEHTA: 3aroJIOBOK K TEKCTy (odopMisieMblid clieBa IMOJ PEKBU3UTAMHU OJIaHKa),
OTMETKA O MPUJIOKEHUH, MOANUCH, OTMETKA 00 MCIIOJIHUTEIIE), a TAKXKE 3aKIIFOUYUTENIbHAs STUKETHAsS
¢bpaza «C yBaxkeHHEM,) MeUaTalOTCsl HEMOCPEACTBEHHO OT IPaHMIIbI JIEBOTO HOJIS.

TexkcT qoKyMeHTa BBIpaBHUBAETCS IO MIMPUHE JTUCTA (110 TPaHUIIaM JIEBOTO U MPABOTO MOJIeH
nokymeHnTa). Tekc TokymeHTa nedataercs depe3 1-1,5 MeXCTpOyHBIX MHTEpBajia. ITO O3HAYaer,
YTO MPHU COCTABJICHUU JOKYMEHTOB MOXKET HMCIOJB30BAaTHCS MEKCTPOUHBIN HUHTEpBal (mpobern) of
1 mo 1,5. IIpu moaroToBke AOKYMEHTOB B TEKCTOBOM PEIAKTOPE MEXKCTPOUHBIA MPOoOen MOKET
OBITh YCTAaHOBIJIEH B pekuMe «MHOXKHUTEIb» U U3MEPATHCSA BETMYMHAMU B IIpoMexyTke ot 1 1o 1,5.

MHOTOCTpOUYHbIE PEKBU3UTHI MEYATAIOTCS 4Yepe3 OJMH MEKCTPOUHBIM HWHTEpBaJl, COCTaBHbIC
94acTU PEKBU3UTOB OTIEISIOTCS JHOMOTHUTENBHBIM HHTEPBAJIOM.

Ecnu noxyMeHT roTOBUTCS Ui U3AaHUS C YMEHBIIEHHEM MacilTada, TEeKCT meyaTaeTcs uepes
2 MEXCTPOYHBIX HHTEpBAJIA.

NuTepBan mexay OykBaMu B CIOBaX — OOBIYHBIN, MHTEPBAII MEX/y CIOBaMH — OJIMH TIPOOET.

3.4. OdopmiieHHE PEKBU3UTOB JOKYMEHTOB

I[OKYMGHT, O(I)OpMJ'ICHHBIfI Ha 6HaHKC, JOJDKCH HMCThb yCTaHOBHCHHBIﬁ KOMIIJIICKC
00s13aTeNbHBIX PECKBU3UTOB C CO6.HIOI[CHI/ICM nopsAaaKa UxX pacioJIOKCHUA.
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PexBu3uramu JOKYMCHTOB, CO3JaBa€MbIX B IIPOLECCC OCATCIbHOCTU AI[MI/IHI/ICTpaI_II/II/I
BepxHerpaliBOpOHCKOIO CEJIbCOBETA, SBIISIOTCS:

1) HaMeHOBaHUE OpraHU3aluK- aBTOPa JIOKYMEHTA;

2) HaUMEHOBaHUE JOJHKHOCTH JIMIAa-aBTOPa JIOKYMEHTA;
3) cripaBOYHBIE JTaHHBIE 00 OpraHU3AINHY;

4) HauMeHOBaHME B/ JOKYMEHTA;

5) naTta TOKyMeEHTa;

6) perucTpalOHHbI HOMEpP TOKYMEHTA;

7) cchlIKa HA PErUCTPALMOHHBIN HOMEP U AaTy MOCTYNUBILErO JOKYMEHTa;
8) MecTo coctaBiieHHs (U3aHUs) TOKYMEHTA;

9) anmpecar;

10) rpud yTBEpKIEHUS TOKYMEHTA,

11) rpud orpaHnnyeHus 10CTyna K JOKyMEHTY;

12) 3arojioBOK K TEKCTY;

13) TeKCT NTOKyMEHTa;

14) oT™MeTKa 0 PUIIOKEHHH;

15) rpud cornacoBaHus JOKyMEHTa;

16) Bu3a;

17) moamuce;

18) neuarts;

19) otmMeTka 00 UCTIOJTHUTEIIE;

20) oTMeTKa O 3aBEPEHHH KOIUY;

21) oTMeTKa 0 MOCTYIUIEHUH JOKYMEHTAa;

22) pe30IoIus;

23) oTMeTKa 0 KOHTPOJIE;

24) oTMeTKa 0 HaIpaBJICHUH JOKYMEHTA B JIENO;

25) oTMeTKa 00 2JIEKTPOHHOM MO IITHCH.

CocTtaB peKBU3UTOB KOHKPETHOIO IOKYMEHTA ONPENENIETCs €r0 BUJIOM U Ha3HAaYEHUEM.

3.4.1.HaumeHOBaHHE OPraHa MECTHOI0 CAMOYIIPABJICHUS

HaumenoBanune Anmunuctpanuu BepxHerpailBopoHCckoro  cenbcoBeta KacTopeHCkoro
pailoHa BOCIPOU3BOJIUTCS Ha OJaHKE B COOTBETCTBUU C HAUMEHOBAaHUEM, MPEIyCMOTPEHHBIM B
YcraBe MyHHIHMIAIbHOTO o0Opa3zoBanus «BepxuerpaiiBopoHckuii cenbcoBer» KactopeHckoro
paiiona, yrBepxaeHHbIM penienrneM CoOpanusi AenyTatoB BepxHerpailBOpOHCKOTO CeJIbCOBETa
Kacropenckoro paiiona ot 25 mas 2005 roma Ne 6.

3.4.2.HaumMeHOBaHUe JOJKHOCTHOIO JIMIA — ABTOPA JOKYMEHTa

HaumeHoBaHMe [OJDKHOCTH JIMIIA — PEKBU3UT OnaHKa AoJpKHOCTHOro muna (I'maBwi
BepxHerpaiiBOpOHCKOTO cenbcoBeTa, 3amecTuTens [ 1aBsl OpexoBCKOIO CEIbCOBETA).
HaumeHoBaHMe JODKHOCTM JIML@ YKa3bIBaeTCs I0J, HAMMEHOBAHUEM OpraHa MECTHOTO
CaMOYIIPaBJICHUS.

3.4.3.CnipaBouHbI€e faHHbIe 00 AAMUHHCTPan UM BepXxHerpaiiBOPOHCKOro cejbCcoBeTa
Kacropenckoro paiiona
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CnpaBounbie gaHHble 00 AjMuHHCTpanuu BepxHerpailBOpOHCKOTO CeIbCOBETA
KacropeHckoro paiioHa yka3bpIBalOTCS B OJIaHKAaX MHCEM M BKJIIOYAIOT: MOYTOBBIM ajpec, HOMEp
tenedoHa, pakca, agpec MMEKTPOHHOU MOUTHI TPH HEOOXOAUMOCTH IPYTHUE CBEJCHHUS (PEKBH3UTHI).

3.4.4.HanMeHOBaHHE BU/IA TOKYMEHTA

HamMenoBanue BuJa JOKYMEHTAa YKa3bIBAaeTCS HA BCEX JOKYMEHTaxX, 3a HCKIIOYCHHECM
JIEJIOBBIX (CIYXEOHBIX) MHCEM, PacIoJiaraeTcsl MoJl HauMEHOBaHUWEM opranuzauuu. [lpu uznanun
JOKyMEHTa Ha OJlaHKe KOHKPETHOTO BHJIA JOKYMEHTa (IIOCTAHOBIICHUS, PACTIOPSHKCHHUS, MUCbMa U
1p.) HAMMEHOBAHWE BUIA TOKYMEHTA SBJISCTCS] PEKBU3UTOM OJIaHKA.

3.4.5. laTa nokymeHTa

JlaToli nOKyMeHTa SIBJsIeTcs JaTa €ro MOJANUCaHMs (TIOCTAaHOBJIEHUS, PaCHOPSIKEHHUS,
MMCbMa, JOKJIAJHbIE, CITy)K€OHbIE 3allUCKU, aKThl U Jp.), YTBEPKIACHUs (MHCTPYKLUS, MOJIOKEHHE,
IpaBWJIa perjaMmeHT, IUlaH, OTYET W Jp.), AJIsS NPOTOKOJAa - JaTa 3acejaHus, JUIsl akTa - Jara
COOBITHSI.

Jlata TOKyMeHTa 3allMChIBAETCS B MOCIIEI0BATENbHOCTH: IE€Hb MECALA, MECSII], FOJl OJTHUM U3
JIBYX CIIOCOOOB:

- apabckumu 1udpamu, pazaenéuubiMu Toukoi: 05.06.2018;

- CJIOBECHO-IIM(POBBIM criocoOoMm, Hampumep: 5 utons 2018 r.

Ha pokymentax odopmisemMblx Ha OJaHKax, JaTa JOKYMEHTa MPOCTABIAETCA TOJ]
PEKBU3UTAMH «HAaWMEHOBAaHUE BUJA JOKyMEHTa» (B OlaHKaX KOHKPETHBIX BUIOB JIOKYMEHTOB) U
«CIIpaBOYHBIE JaHHBIE O OPraHe MECTHOTO CaMOYIpaBJIeHUs» (B OJaHKaX MHUCEM).

JlaToil TOKyMeHTa, HW3JaHHOTO COBMECTHO JByMs MiIu OoJyiee OpraHu3alUsIMU
(1OJIKHOCTHBIMM JIMLIAMU), SIBJISIETCS 1aTa MOJMUCAHUS JOKYMEHTa OCIEeIHEH CTOPOHOI.

3.4.6.PerucTtpaniuoOHHbBI HOMEP TOKYMEHTA

PeructpanmoHHelii HOMEp MOOKYMEHTa MPOCTABJISAECTCSI B COOTBETCTBUM C CHCTEMOM
perucTpanuu, NpuHATON B AIIMUHUCTPALIMM CEJIHCOBETA.

PeructpaninoHHblii  HOMEp MPUCBAUBAETCS JIOKYMEHTY IIOCI€ €ro  IOANHUCaHUs
(yTBEepIKICHUA).

Ha nokymeHnTe, cocTaBJI€HHOM COBMECTHO JIByMs M 0oJjiee TOCYIapCTBEHHBIMU OpraHaMu
MECTHOTO CaMOYIIpaBJICHHUs, IPOCTABIIAIOTCA PETUCTPALIMOHHBIE HOMEPA, TPUCBOCHHBIE KAXKIbIM U3
HUX.

Perucrpannonnsle HoMepa OTAEIAIOTCS IPYT OT Jpyra KOCOM 4epTod M MPOCTABISAIOTCS B
HOPAKE YKa3aHUsI HAMMEHOBAHUI OPraHOB MECTHOTO CAMOYIPABJICHUS B 3ar0JI0BOYHON YaCTH WITU
npeamOyiie J0KyMeHTa.

3.4.7.Ccpliika Ha PernCcTPALMOHHBIN HOMEP M ATy NOCTYNHMBIIEI0 IOKYMEHTA

PexBuzur HCIIOJIB3YCTCA B OnmaHkax nUuCeM, BKIIHOYACT peFI/ICTpaHI/IOHHHﬁ HOMEp U HOary
BXOJAIICTO (HOCTYHI/IBIJ_ICFO) JOKYMCHTA, Ha KOTOpLIfI Jac€TCs OTBCT.

Cchuika Ha peFI/ICTpaHI/IOHHHI\/’I HOMCEp U JAaTy MNOCTYIHUBUICTO JOKYMCHTA paclojaracrcs 1o
PCKBU3UTAMU «J1aTa JOKYMCHTa» U ((peI‘I/ICTpaI_II/IOHHHﬁ HOMCD JOKYMCHTA».

B Tekct mmcbMa-oTBETa CBEIEHUS O PEruCcTpaliliOHHOM HOMEpPE U AAaTC IIOCTYIIUBIICTO
IIUCbMa HE BKJIFOYAKOTCA.

Cchuika Ha pCFI/ICTpaI_[I/IOHHHﬁ HOMCp U JaTy HOKYMCHTA IPOCTABJIACTCA UCIIOJIHUTCIICM IIPpU
IIOATrOTOBKE MMMCbMAa-0TBCTA.



3.4.8. MecTo cocTaBiienusi (M31aHNs) JOKYMEHTA

VYka3pIBaeTcsi B OJlaHKax TIOKYMEHTOB AJMHHHCTpAIlMi BepXHErpallBOpOHCKOTO CEIIbCOBETA,
3a UCKJIIOYEHUEM JIEJIOBBIX (CIY>KEOHBIX) MHUCEM, a TAKXKE OKJIAJIHBIX, CIY)KEOHBIX 3aITUCOK.

Mecrto cocraBieHusi (M3JaHHMA) JOOKYMEHTAa HE YKa3blBaeTcs B TOM Cllydae, €Clid B
HAaUMEHOBAHHWH OPraHU3aIluH MPUCYTCTBYET YKAa3aHUE Ha MECTHOS HAXOXKJICHUE.

MecTto u3gaHus yKa3blBaeTCs C Y4ETOM INPUHATOTO aJIMHHHMCTPATUBHO- TEPPUTOPHUAIBHOIO
nenenust: ¢. Bepxuss ['paiiBoponka , Kacroperckoro paiiona, Kypckoit o6macru.

3.4.9. Anpecar

Anpecar ucnoab3yercs Mpu O(QOPMIIEHUU JENOBBIX (CIy)K€OHBIX) MHUCEM, BHYTPEHHHMX
MH(OPMALMOHHO-CIIPABOYHBIX JOKYMEHTOB ([IOKJIAJHBIX, CIY)KEOHBIX, OOBSCHUTEILHBIX 3alIHCOK,
3asIBJICHUHN U Jp.).

AnpecaToM JOKyMEHTa MOXET ObITh TOCYJapCTBEHHbI OpraH, OpraH MECTHOIO
caMOyTpaBJIeHUs, TOCYJapCTBEHHAsl WM HErOCyJapCTBEHHAs OpraHu3alus, IpyIa opraHu3anui,
CTPYKTYpHOE MOJpa3JejeHle TOCylapCTBEHHOIO OpraHa, OpraHa MECTHOTO CaMOYIIpaBJICHUS,
OpraHu3aluy, JOKHOCTHOE JIMIO, TPAKIAHUH.

PexBU3UT «ajpecaT» NPOCTABISAETCS B BEpXHEH MpPAaBOM YacTH AOKyMEHTa (Ha OiaHKe ¢
YTJIOBBIM PacrojiokKeHHUeM peKBU3UTOB).  CTpOKM pEKBU3UTA «aJpecaTy BBIPABHUBAIOTCA IIO
JIEBOMY Kparo WJIM BHIPABHUBAIOTCS MO MIMPUHE OTHOCUTEIHHO CaMOW JUIMHHOM CTPOKH.

IIpu  angpecoBaHMM  JOKYMEHTa  PYKOBOIMTENIO  (3aMECTUTEN0  PYKOBOJIUTEIs)
rOCyJapCTBEHHOTO OpraHa, OpraH MECTHOTO CaMOYIIPABJICHUs, OPraHMU3ALUU YKa3blBaeTCs B
JaTeNbHOM TaJie)ke HAauMEHOBAaHHE JIOJDKHOCTU PYKOBOJUTENS (3aMECTUTENS PYKOBOIMTENS) U
HalMEHOBaHHE TOCYJAPCTBEHHOIO OpraHa, OpraHa MECTHOI'O CaMOYIIPaBJIEHHs, OpraHu3aluy,
(bamunus, nHUMans! una. Hanpumep:

Hauanpauky YnpasneHust 00pa3oBaHus

HpI/I aaApe€CoBaHMM OOKYMCHTOB JOJDKHOCTHBIM JiMDaM TIOCYAapCTBCHHBIX OpIraHOB, B
KOTOPBIX IPEAYCMOTPCHA BOCHHAad HWIIM HHasgd TroCyaapCTBCHHAA CJ'Iy}K6a, IOCJIEC HOOJIXKHOCTH
YKa3bIBalOT BOMHCKOC HJIM CIICHHUAJIbHOC 3BaAHHUC. Haan/IMep:

Havansnuky OBJ] MBJI «Poccun» Kacropenckoro paiiona

damunmug U.0.

Ilepen ¢amunmel MOHKHOCTHOTO JIMIA JIOMYCKAeTCs YINOTPEOJSATh COKpAILEHUE «T-Hy»
(rocrioinHy), eciu aapecar My>KUMHa, WIH «T-Ke» (TOCHoXKe), ecIu aapecar xeHuuHa. Hanpumep:
I'maBe Kacropenckoro paiioHa

r-xe

HavaneHuky oTaena opraHM3aioHHON paOoThI
Anmunuctparuu KactopeHckoro paiiona
Kypckoii obnactu

r-Ke
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[Ipu appecoBaHuM NUCbMa B OCYJApCTBEHHBI OpraH, opraH MECTHOTO CaMOYIIpPaBJIEHMUS,
OpraHU3alUI0 YKa3bIBAETCs MOJIHOE WM COKPALICHHOE HAMMEHOBAHUE I'OCYAAPCTBEHHOI'O OpraHa
(opranusanuu) B UMEHUTEIbHOM najexe. Hanpumep:

®denepanbHOE apXMBHOE areHTCTBO Wiid: Pocapxus

[Ipu agpecoBaHuu TOKyMEHTa B CTPYKTYPHOE MOJpA3/EiIeHUE TOCYAApCTBEHHOTO OpraHa,
opraHa MECTHOTO CaMOYIpAaBJIEHUS, OpraHu3allud B PEKBU3UTE «aJpecaTy YKa3bIBaeTcsl B
MMEHUTEJIBHOM MaJIe)K€ HAaUMEHOBAHME OPraHU3ALUM, HIKE — HAUMEHOBAHME CTPYKTYPHOTO
nojipasaenenus. Hanpumep:

Anmunuctpanus Kactopenckoro paitona
Kypckoii obnactu
ApXUBHBIN OTAEN AIMUHUCTpALUH

[Ipu appecoBaHNM NHCbMa PYKOBOJUTENIO CTPYKTYPHOTO MOJPA3/IENECHNs YKa3bIBAIOTCS: B
MMEHUTEJIBHOM MaJie’Ke HaUMEHOBaHUE OPraHU3alluy, HIKE B JAaTEIbHOM IaJie)Ke HaUMEHOBaHUE
JOJDKHOCTH  PYKOBOAMTENS, BKIIIOYAIOIIEe HAUMEHOBAHUE CTPYKTYPHOIO TOApa3JeNeHuUs,
¢damunus, naunuansl. Hanpumep:

Pocapxus

PykoBoautento ®MHAHCOBOTO yIpaBIEHUS
damunmug U.0.

[Ipu paccbuike JTOKYMEHTa THIIOBOTO COJCP)KaHUS TOCYJapCTBEHHBIM OpraHaM, OpraHam
MECTHOTO CaMOYINpPAaBICHHS, OpPraHW3alUsM WIM B CTPYKTYpHBIE MOJpa3/eiCHus, ajapecar
yKa3biBaeTcsi 00001eHHo. Hampumep:

PykoBoauTensam
TEPPUTOPHUATHHBIX OPTaHOB

®denepaibHOrO Ka3HayencTBa
B cyObekTax Poccuiickoit deneparuu

IIpn paccbuike JOKyMEHTa HE BceM opraHaMm (OpraHu3ailusM) WIH CTPYKTYPHBIM
MOAPA3JEICHUsAM, TOJ] PEKBU3UTOM «Azpecar» B CKOOKax yKa3bpiBaeTcsa: <«(IO0 CIIUCKY)».
Hampumep:

I'maBam cenbCcoOBETOB
(o crucky)

Ecnu nuceMo HampasiisieTcsi, KpoMe OCHOBHOTO aJipecara, I CBEJEHUS €Ille HECKOJIbKUM
azpecataMm, oOllee KOJMYECTBO aJpecaToB HE JOJDKHO INPEeBbIIaTh 4YeTblpex (Kpome
IpolecCyaabHbIX JOKYMEHTOB), MpPH 3TOM OCHOBHOHM ajpecaT ykasbiBaeTrcs MmepBbIM. CIOBO
«Konus» nepes BTOpbIM, TPETHUM, YETBEPTHIM a/IpecaTaMU HEe YKa3bIBaeTCsl.

IIpu agpecoBaHuu JOKyMEHTa (PU3MUECKOMY JIMIY YKa3bIBarOTCs: (hpaMuins, WHHUIHMAIBI
JM1a B 1aTebHOM NaJIeXke, MOYTOBBIN agpec koppecnonaeHTa. Hanpumep:

Ddamumug U.0.
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yi. Becennsis, 1. 5, kB. 124,
Mocksa, 119235

DOneMeHThl IOYTOBOTO aJpeca YKa3bIBAIOTCA B IOCIIEJOBATEIbHOCTH, YCTAHOBJIEHHOMN
[IpaBuiiaMu OKa3aHus yCayTr IOYTOBOU CBSI3U:
a) /Uil IOPUIMYECKOro JIMIa — MOJHOE WM COKpAIlleHHOE HauMEHOBaHHWE (IpU HAJIWYUM), IJISA
rpaxaaHuHa — paMuIns, UMs, 0TYECTBO (TIOCIEeTHEE TPU HATUYNN );
0) 6aHKOBCKHE PEKBH3HUTHI (IS MOYTOBBIX MEPEBOJIOB, HATPABIIEMbIX IOPUIMUECKOMY JIUILY WIH
MIPUHUMAEMBIX OT FOPUIUYECKOTO JIHUIIA);
B) Ha3BaHUE YJIMIIbI, HOMEP A0Ma, HOMEpP KBapTUPBHI;
I') Ha3BaHUE HACEJIEHHOTO IIYHKTA;
1) Ha3BaHHE paioHa;
€) Ha3BaHHE PeCIyOIUKH, Kpasi, 0071acTH, aBTOHOMHOTO OKpyra (001acTh);
) Ha3BaHHUE CTPaHbl (JUIs1 MEKIYHAPOIHBIX MIOYTOBBIX OTIPABICHUIA);
3) MOYTOBBIN UHJIEKC.

[Ipu ornpaBke MUCbMa MO 3JEKTPOHHOM MOYTE WM MO (PaKCUMUIBLHON CBSI3U (0€3 TOCHUIKH
M0 TMOYTEe) TMOYTOBBIA ajapec He ykasbpiBaeTcs. l[Ipu HE0OXOAMMOCTH MOXKET OBITh YKa3aH
ANIEKTPOHHBIN aapec (HoMep Tenedona/dpakca). Hampumep:

MuHHCTEPCTBO SKOHOMUYECKOTO PA3BUTHS
Poccniickoit ®enepanuun
abcd@gov.ru

[TouTOBEII azpec MOKET HE YKa3bIBATHCS B IOKYMEHTAaX, HAIIPABISIEMBIX B BBICIIIHE OPTaHbI
BJIACTH, BBIINIECTOSIIAE OpPraHW3alMd, [OJBEAOMCTBCHHBIC OpraHH3allMd H  TIOCTOSHHBIM
KOPPECTIOH/ICHTaM (32 MCKIIFOYCHHUEM HaIpaBIICHUS IHCEM YKa3aHHBIM ajipecaTaM B KOHBEPTax C
MPO3paYHBIMA OKHAMH).

3.4.10. I'pud yrBep:kaeHUus JOKYyMeHTA

[IpocraBnsiercss Ha JIOKYMEHTE, YTBEPKIAEMOM HEMOCPEICTBEHHO JOJLKHOCTHBIM JIMLIOM
(pyKOBOIUTEIEM WIJIM MHBIM YIIOJJHOMOYEHHBIM UM JIOJDKHOCTHBIM JIMIIOM) HJIH PACTIOPSIUTEIIBHBIM
JOKYMEHTOM (YKa30M, TIOCTAaHOBJICHUEM, ITPUKA30M, PACIIOPSHKEHUEM).

I'pud yrBepkneHus ohopmisieTcs B MPaBOM BEPXHEM YIIIy MEPBOTO JIMCTA YTBEPKIAEMOTO
nokyMeHTa. CTpOKM pEKBHU3UTA BBIPABHMBAIOTCS B IpeJeiax 30HBI, 3aHATOM PEKBU3UTOM, IO
JIECBOMY Kparo WJIH MO LEHTPY OTHOCUTEJIBHO CaMOU JJIMHHOM CTPOKH.

[Ipu yTBepKaIeHUHN TOKYMEHTA JOJIKHOCTHBIM JIMIIOM IpU( yTBEPKICHUS JOKYMEHTA JI0JDKEH
coctoarh u3 cinoBa YTBEPXJIAKO (6e3 kaBbIueK), HAaUMEHOBAaHHS JIODKHOCTH JIMIIA,
YTBEPKAAIOIIETO TOKYMEHT, €ro MOMUCH, MHUIUAIOB, (aMIIIMU U 1aThl YTBEPKACHUS, HAIPUMeED:

YTBEPXIAIO
I'maBa BepxHerpalilBOpOHCKOTO CEIbCOBETA

KacropeHnckoro paitona Kypckoit o6mactu
MHOMUCH N.0. ®amunus 01.02.2024

[Ipu yTBepkIE€HUU PaCTOPSAUTENHHBIM JOKYMEHTOM TP} YTBEPKIECHUS COCTOUT M3 CJIOBA
«YTBEPX/IEH» («YTBEPXIEHA», «YTBEPXJIEHBI» WAIH «YTBEPXIEHO»),
COTJIACOBAHHOTO C HAa3BAaHHWEM BHUJA YTBEPKIAEMOTO JOKYMEHTA, HAMMEHOBAHMS YTBEPKIAIOLIETO
JIOKYMEHTa B TBOPUTEIBHOM MaJIEXKeE, €r0 AaThl, HOMEpA.

[IpumepHnsrit Ilepeuenb JOKYMEHTOB, MOJIEKALIUX YTBEPKIECHUIO, IPUBEJIEH B MPUIIOKEHUU
Ne 5 k Hacrosient MaCTpyKINH.
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3.4.11. I'pu¢ orpannyeHnst 10CTyNA K JOKYMEHTY

I'pud orpanmueHust noctyna K JOKYMEHTY MPOCTaBISIETCS Ha JOKYMEHTAaX, COJCpIKallux
nHPOpMALMIO, OTHOCHUMYIO K CIY)KEOHOH TailHE WM K HMHOMY BHIY KOH(PHICHIHMATBHON
uHpopmanmu. [pud orpanmdyeHuss pocryma K JOKYMEHTaM, COAEPKalMM HH(POPMALHIO,
OTHOCUMYIO K CIIy»K€OHOM TaliHe, uMmeeT BuA "Jlis ciykeOHOro noib3oBaHus".

3.4.12. 3aro10BOK K TeKCTY

3aroJIoBOK K TEKCTy — KpaTKoe Co/epKaHhe JOKYMEHTa. 3arojioBOK K TEKCTY OTBEYAeT Ha BOTPOC
«o yeM?» (popmynupyercs ¢ npemiorom «O» («O0») unu Ha Borpoc «uero?». Hampumep:

npuka3 (o yém?) O co3naHuu aTTeCTalMOHHON KOMHCCHUU
nuceMo (0 uém?) O mpeocTaBlIeHUU HHPOPMAIUH

akT (uero?) mpuema-nepenayu aei

IPOTOKOJI (uero?) 3aceanus SKCIEPTHON KOMHUCCUU

B nenoBbix (ciykeOHBIX) MHUChMAax 3arojoBOK K TEKCTY o(opmisieTcs MoJ PEeKBU3UTAMU
OaHKa OT TpaHULBI JIEBOTO TOJsl, B HOPMATUBHO- TMPABOBBIX aKTaX, PpPacHOPSAIUTENIbHBIX
JOKYMEHTaX 3aroJIoBOK oQopmiIsieTcs HaJ TEKCTOM M BBIPABHUBAETCS MO LEHTPY OTHOCHUTEIHHO
caMoii 1muHou cTpoku. Hanmpumep:

06 yrBepxkaenun [lonoxkeHus o cucreMe MEXBEIOMCTBEHHOTO
3JIEKTPOHHOTO TOKyMEHTOO00OpOTa

3.4.13. TekcT 10OKyMeHTa

TexkcT mokymeHTa MOJIKEH ObITh COCTaBJIEH IPaMOTHO, SICHO, MOHSTHO U IO BO3MOYHOCTH
KpaTko. TekcT JOKyMEeHTa MJOJKEH COJEpXKaTh JOCTOBEPHYIO W aKTyaJbHYI0 HH(OpMAIHIO,
JOCTATOYHYIO JIJISl IPUHSATUS PEIICHUN WM MX UCIOJHEHHS, U HE NOJDKEH JOIMYCKAaTh Pa3IU4HbIX
TOJIKOBAHUU.

TekcT noKyMeHTa COCTaBIISIETCA Ha PYCCKOM sI3bIKE KaK TOCy/IapCTBEHHOM s3bIke Poccuiickoit
denepanuu.

B Tekcre nokymeHTa He JOMYyCKaeTcs yHOTpeOJeHHe: MPOCTOPEUHOM M SKCIPECCUBHOU
JIEKCUKU; WHOSA3BIYHBIX 3aMMCTBOBAHUN TMpPH HAJIWYUM HKBUBAJIEHTOB Ha PYCCKOM  SI3BIKE;
0000IIEHHBIX pacCYKICHUH, BOCKIUIIAHUM, TPU3BIBOB, 00Opa3HbIX CPaBHEHUM, STUTETOB, MeTadop;
a0b0peBuatyp W TpaduuecKux COKpalleHWH, KpoMe OOINENPUHATHIX WX paciiu(ppOBaHHBIX B
TeKCTe JOKYMEHTa; HCHOPMaTHUBHOMN JIEKCHKHU.

B Tekcte noKyMeHTa, MOJArOTOBICHHOM Ha OCHOBAaHMHM 3aKOHOJATEIbHBIX WM HWHBIX
HOPMAaTUBHBIX MPABOBBIX aKTOB, paHEe M3JAHHBIX PACIOPSAUTEIBHBIX JTOKYMEHTOB, YKa3bIBAIOTCS
WX PEKBU3UTHI: HaUMEHOBaHHE JOKYMEHTa, HAaHMMEHOBAHHE TOCYAApCTBEHHOTO OpraHa, OpraHa
MECTHOTO CaMOYMpAaBIEHUS, M3AABIIETO JAOKYMEHT, JlaTa JOKYMEHTAa, PErHMCTPaIlMOHHBIN HOMEp
JOKYMEHTA, 3arojloBOK K TEKCTYy; HaMMEHOBaHHE TOCYIapCTBEHHOIO OpraHa, OpraHa MECTHOTO
CaMOYTIpaBIeHUS WIH JOJHKHOCTH JIUIA, YTBEPUBIIETO JOKYMEHT, aTa YTBEPKACHUS TOKyMEHTA.

TexcT noKyMeHTa MOXET coJepXaTh pas3Aeibl, MMOAPAa3/eibl, IMYHKTHI, TOAIMYHKTHI,
HyMepyeMble apaOCKuMu IuppaMu, 3a UCKIIOYEHHEM HOPMATUBHBIX MPABOBBIX aKTOB, B KOTOPBIX
paszzenbl HyMepylTcs pUMCKUMHU IIU(PpaMu, a MyHKTHI — apaOCKUMU. YpOBHEH pyOpUKaIlliu TEKCTa
HE JIOJDKHO OBITh OO0Jiee YeThIpex.

TekcT noKyMeHTa u3naraercs:

B MOCTAHOBJIEHUSX — OT TPETHETO JIUIIA €AUHCTBEHHOIO YMCa
(«... TOCTAHOBIAET:...»
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B IIOCTAHOBJICHMSX, M3JAHHBIX €IUHOJMYHO, — OT IEPBOIO JIMLA EAUHCTBEHHOIO 4HCIa
(«... TOCTAHOBIAIO: ...»);

B TOCTAHOBJICHUSX, W3JJAHHBIX COBMECTHO JBYMs WM 0oJiee OpraHaMd MECTHOTO CaMoO-
yIpaBJ€HUs, — OT MEPBOTO JIMLIa MHOKeCTBEHHOro uncia («... IOCTAHOBJIAEM: ...») unu ot
TpeTbero nuna MHoxecTBeHHOTo uncia (IIOCTAHOBJIAIOT: ...»);

B IPOTOKOJAaX 3aceAaHHil — OT TPeThero Jimia MHoxkecTBeHHOro uyucia («CITYIIAJIN,
«BBICTVYITUJIN», «IIOCTAHOBWJIN» mm «PELLAJIN»);

B JIEJIOBBIX UCbMaX, 0()OPMIIEHHBIX Ha OJIaHKaX — OT MEPBOIO JIMLAa MHOKECTBEHHOTO YHUC-
na (ITPOCUM, HAITPABJISIEM, TIPEJJIAT'AEM) unu oT TpeThero juiia eJMHCTBEHHOTO Yucia
(«MHUHUCTEPCTBO HE BO3PAXAET...», «<AIMUHUCTPALIMA CUUTAET BO3MOX-
HBIM...»);

B JIOKJIA/IHBIX U CIYXEOHBIX 3aIIUCKaX, 3asBJICHUSIX — OT MEPBOTO JIMIIA €AUHCTBEHHOTO YHUC-
na («I[TPOIIY...», « CHUTAKO HEOBXOJAUMBIM...»);

B JIOKYMEHTaxX, YCTaHABJIMBAIOMIMX (QYHKIUH (00S3aHHOCTH), MpaBa M OTBETCTBEHHOCTH
CTPYKTYPHBIX MOJpa3ieiaeH, pabOTHUKOB (TOJ0XKEHHE, UHCTPYKIIHUS, PErilaMeHT), a TakXe Cco-
JepXKalluX ONHMCAaHWE CUTYyallui, aHaJIW3 (aKTOB U BBIBOJBI (KT, CIIpaBKa), UCHOJb3yeTcs (popma
U3JI0KEHUS TEKCTa OT TPEThEro JMIa €IMHCTBEHHOro MM MHOXKecTBeHHoro umucia («OTHEJI
OCYIIECTBJIAET ®YHKIUUN.. .», <KKOMUCCHUA [TPOBEJIA TTPOBEPKY...»).

CnoBO «IIOCTAHOBIISIET», TIEUATACTCS BPA3psAKY U MOXKET BbLAESATHCS MOTYKUPHBIM LIPU]-
TOM.

[Ipn moAroToBke TEKCTa JOKYMEHTa clieAyeT coOo/aTh MpaBujia HamucaHUs opuIuaib-
HBbIX HAUMEHOBAHUMN, YUCIUTENbHBIX U €IMHUL] U3MEPEHUSI.

B Tekctax NOKyMEHTOB YHOTPEOJSIOTCS OOIIENpHHATHIE a00peBUaTyphl U rpaduyeckue
COKpAIL[EHUSI.

[Ipu ykazanuu B Tekcte paMUIMK JTUIAa UHULIAAJBI CTaBSATCS Mocie (haMuIum.

B nenoBbIx (ciykeOHBIX) MUChMaX HCTOJIb3YIOTCS:

BCTYIUTEIHHOE OOpaIIcHHE:

YBaxkaeMmblii roctioguH [Ipeacenarens!

YBaxaeMblid rocriogud MunucTp!

VBaxxkaemblii rocnoaud MBanos!

YBaxkaemas rocnoxa [lerposa!

VYBaxaemblii MBan [letpoBuy!

VYBaxkaemass Auna HukonaesHa!

VBaxkaemble rocnoal

3aKIIIOUUTENbHAS dTUKeTHAs ¢pasza: «C yBaKEHHUEM, ...».

HaumenoBanue JOHKHOCTH BO BCTYIUTEIbHOM OOpAIIeHUH MUIIETCS C MPOMUCHOM OYKBBI,
B 00paIieHny no (paMuiIuy HHULIUAJIBI JIUIA HE YKa3bIBAIOTCS.

B TekcT mokymeHTa MOTYT BKJIIOYAaThCs (hparMeHThbl, OPOpMIIEHHBIE B BUJE TaOIUIBI WU
AHKETHI.

CrpaHuibl TEKCTa HYMEPYIOTCS apabckumu LudpamMu MO CeperHe BEPXHEro Moy C
OTCTYIIOM OT Kpast Jiucta -10 Mm.

Oco0OeHHOCTH HAaNMMCaHUS JaT M YUCElN, YacTO YMOTPeOIseMbIX COKpAIIeHUI CJIOB, 3HAKOB
0003HaYeHHsI €IMHUI U3MepeHHs, hamMmuid 1 uMeH npuBeaeHsl B [punoxenun Ne 6 k HacTosien
HNuctpykuun.

3.4.14. OT™MeTKA 0 NPUJIOKEHUH

OTMeTKa O TPHUIIOKEHUU COJIEPKUT CBEACHUSA O JOKYMEHTE (IOKYMEHTax), MpHuiaraeMom
(mpunaraeMsix) K OCHOBHOMY JIOKYMEHTY.

B compoBoAgMTENpHBIX MHCbMAaX M WMHBIX HHQPOPMAIMOHHO-CIPABOYHBIX JOKYMEHTaX
OTMETKA O MPHIOKEHUU O(OPMISETCS MOA TEKCTOM OT TPAHUIBI JIEBOTO TOJISA OJHUM HUX
CIIEAYIOIINX CIIOCOOOB:
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€CIIH [IPUII0’KEHHE HAa3BAHO B TEKCTE:
[Ipunoxenue: Ha 2 1.B 19K3.

€CITU TIPUJIO’KEHUE HE Ha3BaHO B TEKCTE WIIM €CIIH MPHUIIOKEHUNA HECKOIBKO (yxa-
3BIBAIOTCSI HA3BaHUS JOKYMEHTOB-TIPUJIOKEHUH, KOJMYECTBO JIUCTOB M SK3EMIUIIPOB KaXJIOTO U3
HUX):
[Ipunoxenue: 1. [lonoxenue 06 AnmuHucTpanuu BepxHerpalBOpoHCKOTO celibcoBeTa Ha 5 1. B 1
9K3.
2. CnpaBka 0 KaapoBOM cocTaBe AnMUHHCTpauuu BepxHerpailBopoHCKoro cenbcoBera Ha 3 1. B 1
9K3.

€CJIN MPUIIOKEHUE (TIPUII0KEHHST) COPOIIIOPOBAHBI UM MPOLLIUTHI:
[Ipunoxenne: JloroBop o corpyaHuyectBe oT 12 wmas 2020 r. Ne65 B 2 3K3.

€CJIn  NOKYMCHT, HBJ’I?[IOHII/II\/JICSI MPUIIOKCHUCM, HMECT TMPHUIIOKCHHUA CaMOCTOSITETbHON
HyMEpauen CTpaHuII:

[Ipunoxenue: MMACBMO  AJIMMHUCTpAanMM BepXHerpaiBOpPOHCKOIO CEIbCOBETa  OT
05.06.2020 Ne 02-6/172 w npuoXKeHUS K HEMY, BCETo Ha 5 JI.

€CJIM MHUCBMO HAIPaBJIACTCA HCCKOJIBKHM ajJpecaTtaM, a JOKYMCHT-IIPUIIOKCHUC TOJIBKO
IIEPBOMY U3 HUX:
[Tpunoxenue: Ha 3 1. B 1 5K3. TOJIBKO B NMEPBBIN azipec.

€CJIM TIPHJIOKCHUEM SIBJISIOTCS JOKYMEHTHI, 3aITUCaHHbIe Ha (pU3udeckn 000CO0ICHHBIN
3IEKTPOHHBIN HOCUTENb:

[Tpunoxenne: DVD-R B 1 3k3.

[Ipn sTomM Ha BKJIajpbiie (KOHBEPTE), B KOTOPHIA MOMENIAETCS HOCHUTENb, YKa3bIBAIOTCS
HaUMCHOBAHUS JOKYMEHTOB, 3allMCAaHHBIX HA HOCHUTENIb, HWMEHa ¢aiiaoB, oObeM B OaifTax.
JlomoTHUTEIFHO MOKET OBITh yKa3zaH Gopmar (aiina (docx, pdf, odt nim nHoi).

Ecnu npunokeHuid HECKOJIBKO, TO OHU HYMEPYIOTCA.

B pacnopsnuTenbHbIX JTOKyMEHTax (TMOCTAHOBIIEHUSX, PEUICHHUSX, PaCIOPSHKEHUSX),
JOTOBOpax, MOJOXKEHUAX, MpaBUilaX, MHCTPYKUUAX U APYTUX JOKYMEHTaX OTMETKa O MPHUJIOKEHUU
ohopMIIIETCS CICTYIOIHUM 00pa3oM:

B TEKCTE JJOKYMEHTA IIPU [ePBOM YIIOMUHAHHUH JIOKYMEHTA-IIPHIIOKEHHSI B CKOOKaX yKa3bIBa-
eTcs: ...(mpuiiokeHue) Wid ... (mpuioxeHue 1); mepes HOMEPOM MPHIOKEHUS JTOMYCKaeTcsl CTa-
BUTH 3HAK HOMepa: ... (mpuaoxenne Ne 1);

Ha IEPBOM JIUCTE JOKYMEHTA-IPUIIOKEHHS B IIPABOM BEPXHEM YIJIy YKa3bIBaeTCs:
[Tpunoxenne No 2
K pacrnopsbkeHuio AIMHUHHCTpanuu BepxuerpaiiBopoHckoro cenbcoBeTa KactopeHckoro paiiona
ot 15 aBrycrta 2020 r. Ne 112

B oTMerke 0 TOpUIOKEHUM MOXKET YKa3blBaThCA COKpAIIEHHOE HAUMEHOBAaHUE
rOCy/IlapcCTBEHHOIO  OpraHa, OpraHa MECTHOTo camoympaBieHus)). CTpoku  peKBU3HTA
BBIPABHUBAIOTCS 110 JIEBOMY Kpako WM LIEHTPUPYIOTCS OTHOCUTENIBHO CaMOM IJTMHHOU CTPOKH.

Ecnu nmpuiioskeHreM K pacropsiIuTEIbHOMY JOKYMEHTY SIBIISIETCS. HOPMATUBHBIN MTPaBOBOM
aKT WM MHOW JIOKYMEHT, YTBEP)KIA€MbIi NaHHBIM PACIOPSAUTEIbHBIM JTOKYMEHTOM, Ha IEPBOM
JTUCTE TPHUIIOKEHHUS MPOCTABIAETCS OTMETKA O MPHUIOKEHHUH (0€3 CCBhIJIKM Ha PaCIOpsIUTENbHBIHN
JOKYMEHT) W Tpud yTBEPKIEHHUS, B KOTOPOM YKa3bIBAIOTCS JAaHHBIE PACIOPSIUTEILHOTO
JOKYMEHTA, KOTOPBIM YTBEPKJIEH JOKYMEHT-TPUIIOKEHHE.

ITpunoxenne Ne 1

YTBEPX/IEHO

npuka3zoM (HanMeHoBaHME rocy1apCTBEHHOIO OpraHa, OpraHa MECTHOTO CaMOYIPAaBJICHU)
ot 18 mas 2020 r. Ne 67
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Ecnn onHMM pacniopsiAMTENIbHBIM JOKYMEHTOM  YTBEP’KIAETCs HECKOJIBKO JIOKYMEHTOB, Ha
KaX/I0M U3 HUX 0(OPMIISIIOTCS OTMETKH O MPUJIOKESHUH, BKITIOUYAIOIINE TPU( YTBEPIKICHHUS.
Ecnu k 1OKyMeHTyY NpuiaratoT Jpyro JOKyMEHT, TAKXKE UMEIOIIUM PUII0KEHUE, OTMETKY O
HAIMYUH PUII0KEHUS O(POPMIISIOT CIIEIyIOUIMM 00pa3oM:
punoxenue: [mcbMo Pocapxmea or 05.06.2004 N 02-6/172 uOPUIIOXEHME
K HeMy, BceTro Ha 3 J.

3.4.15. I'pud cornacoBanusi JOKyMeHTa

I'pud cormacoBaHus JOKyMEHTa MPOCTABISETCS Ha JOKYMEHTaX, COTIACOBAHHBIX OpraHaMH

BIIACTH, JIOJDKHOCTHBIMH JIHIIAMH.
I'pud cormacoBanus cocrout u3 cioa «COI'JTACOBAHOY, 1omKHOCTH JUIIA, C KOTOPBIM
COTJIaCOBaH JOKYMEHT (BKIItOUYasi HANMCHOBAHHUE OPTaHW3AIUH), €ro0 COOCTBEHHOPYYHOU TOJIITHCH,
WHUIUAIIOB, bamunuu, JIaThI COTJIaCOBAHMS. Hampuwmep:

COI'NTACOBAHO

['maBa AnMuHMCTpannu
BepxHerpaliBOpOHCKOTO CelbCcoBETa
KacropeHnckoro paiioHa

noanuck U.O.@amunns

nata (4ucio, MeCSII, TOJT)

Ecnu cornacoBanue ocyiecTBiIsieTcs COBEIIATEIbHBIM, KOOPANHAIIMOHHBIM METOANYECKUM
WIM UHBIM OpPraHoM, B Ipude coriiacoBaHUsl yKa3blBae€TCs HAaMMEHOBAaHUE OpraHa, JAaTra U HOMEp
MIPOTOKOJIa, B KOTOPOM 3a(pUKCHPOBAHO pellIeHue O coriacoBanuu. Hanpumep:

COI''TACOBAHO
CoOpanunem aemyraToB BepxHerpaiiBOpOHCKOTO CeIhCOBETA

(IpoTOKOIT OT No )

Ecnu cornacopanue OCYHICCTBIACTCA MMCbMOM, YKA3bIBAKOTCA BUJ JJOKYMCHTA,
HanMMCHOBAHUE OpraHa, CorjiacoBaBIICro JOKyYMEHT, JaTa 1 HOMEP IIHCbMa. HaanMep:

COI''TACOBAHO
nucbMo DeepaibHOrO apXUBHOTO
areHTCTBa OT Ne

I'pud cornacoBanus B 3aBUCUMOCTH OT BHJa JOKYMEHTa U OCOOEHHOCTEN ero opopmieHus
MOJKET MPOCTABJIATHCS:

- Ha MEpBOM JIMCTE JOKYMEHTa (eCiau JTOKYMEHT MMEET TUTYJbHBIA JIUCT, — HA TUTYJIBHOM
JUCTE) B JIEBOM BEpPXHEM YIJy Ha ypoBHe TIpuda yTBepKIEHHs MM 0]l HAauMEHOBaHHEM
JOKYMEHTa OJIMKe K HUYKHEMY T0JTI0);

- Ha [IOCJIEIHEM JIUCTE JOKYMEHTA IOl TEKCTOM;

- Ha JIMCTE COTJIACOBAHUS, BISIOLIMMCS HEOTHEMIIEMOM YacThIO IOKYMEHTA.

3.4.16. Buza
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Buza sBnseTrcs OTMETKOM O BHYTPEHHEM COIVIACOBAHMM IPOEKTa  JIOKYMEHTAa,
CBHUJICTEIILCTBYET O COIJIACMM WJIM HECOIVIACUM JOJDKHOCTHOIO JIMLA C COJACPKAHUEM IIPOEKTa
JOKYMEHTA.

Busza Bxiroyaer HaMMEHOBAHUE JOJDKHOCTH JIMIA, BU3UPYIOLIErO JOKYMEHT, YKa3aHHOE B
MMEHHUTEIBHOM TMaJIeKe, TMOANNUCh, pacMPOBKY MOANUCH (MHUIMAIBL, (aMUIHIO) W JAaTy
Bu3npoBaHusa. Hanpumep:

I'maBa BepxHerpailBOpOHCKOIO CEJIbCOBETA
Iloonuce W.O. ®amunus
Hara

[Tpu Hanmuuu 3aMeyaHuil K JOKyMEHTY BU3Y O(DOPMIISIFOT CIIEAYIOIIUM 00pa3oM:

3ameuaHusi IPUIIAraroTCs.
HavanpHuk punancoBoro otaena
Iloonuce W.0O. ®amunus

Hara

B JOKYMEHTAaX, MOJTUHHUKN KOTOPBIX XpaHATCS B AJMHUHHCTpaINH
BepxHerpailBOpOHCKOrO CElbCOBETA, BHU3bI MPOCTABISAIOT HA IOCIEAHEM JIUCTE JOKYMEHTa IOJ
MOJIUCHI0, HA OOOPOTHOM CTOPOHE MOCIEIHEro JHCTa MOAJMHHUKA JOKYMEHTa WIM Ha JIMCTE
COTJIacOBaHUs (BU3MPOBAHMUS), IPUTIAra€MOM K JIOKYMEHTY.

B ucxomfmmx [OOKyMEHTax BHU3bl TPOCTABISIIOTCA HA DSK3EMIUISIpax JIOKYMEHTOB,
MIOMEUIAEMBIX B JIEJO.

IIpy HEOOXOOMMOCTH MOXKET HPUMEHATHCA IOJUCTHOE BU3UPOBAHUE JIOKYMEHTa U €ro

MPUJIOKEHHUH.
3.4.17. Honnuch

[Moanmuce BKIIOYAET: HAMMEHOBAHWE JOJDKHOCTH JIMIA, MOJIMCABIIETO JOKYMEHT (IIpH
WCTIOJb30BAHMU OJIaHKa JOJDKHOCTHOTO JIMIIA HAMMEHOBAHHME JIOJDKHOCTH HE YKa3bIBaeTCs),
JUYHYIO TIOJNKCH U €€ pacuppoBKy (MHUIMAIBI U hamruinio). Hampumep:

3aMeCTUTENDL IJIaBEI Tloonuce HN.0. ®amnnns

Econ JOKYMCHT Oq)OpMJ'IeH HC Ha 6J'IaHKe, B HAUMCHOBAHHUEC JOJIXKHOCTH BKIIIOYACTCA
HAanMMCHOBAHUC OpraHru3anum. HaanMep:

3aMecTUTENb I1aBbl AIIMUHUCTPALIUHA
BepxHerpaitBopoHckoro ceiabcoBera KacTopeHckoro parioHa
Toonuce WN.O.Damunus

IIpy noanmucaHuM JOKYMEHTa HECKOJIBKMMHU JOJDKHOCTHBIMHM JIMLIAMH, 3aHHUMArOIIUMHU
pa3HOe IOJIOKEHHE, MX MOJINUCH pacrojararoTcs OJHa IOJ APYrod B MOCIENOBATEIBHOCTH,
COOTBETCTBYIOIEH CTaTyCy AoJukHOCTH. Hanpumep:

3aMeCTUTEND IJ1aBbI Tloonucwe N.0. damunus
I'maBHBII Oyxranrep Toonucw N.0. ®amunus

HpI/I MNOATIMCAHUH JOKYMCHTA HCCKOJIbKUMHU JIMLIAMU pPABHBIX JOJDKHOCTEH MX IOANHCH
pacnoJyiararorcsa Ha OAHOM YpPOBHC. HaHpHMep:
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3aMecTUTEND TJIaBbI 3aMeCTUTEND TJ1aBbI
10 MHAHCOBBIM BOIIPOCaM 10 aJJMUHUCTPATUBHBIM BOTIPOCaM
Hoonuce WN.O. ®amunus [loonuce WN.O. Damunus

B AOKYMCHTAX, MOATrOTOBJICHHBIX KOMI/ICCI/IGI;'I, B IO CH YKA3bIBACTCA CTATYC JIMIIA B
cocraBe komuccuu. Hanpumep:

[Ipencenarens kKOMUCCUU Tloonuco N.0. Gamunus
YJieHbl KOMHUCCUH Toonuce N.0. damunus
Toonuco N.0. damunus

HpI/I MOANMMCAaHUU JOKYMCHTA JIMIIOM, UCITIOJIHAIO UM 00s13aHHOCTH PYKOBOOUTEIIA, IMMOAIIUCH
odopmisieTcs ¢ yKa3aHHEM CTaTyca JOKHOCTHOTO JIMIIA B COOTBETCTBUH C PACHIOPSKEHHEM.
Hampuwmep:

N.oI'naBel BepxHerpallBOPOHCKOTO CEIbCOBETA
lNopireuenckoro paioHa Iloonuco N.0O. ®amumms

WIIn:

Ucnomastromnmii 0013aHHOCTH
I'maBe1 BepxHerpalilBOpOHCKOTO CelbCOBETA
KacTopenckoro paiiona Iloonuco N.0O. ®amunus

CrnoBa «HCTOJHSAIOMMN O0S3aHHOCTH» TMHIIYTCS TOJHOCTHIO WJIM B BHJAC T'PaPUIECKOTO
COKpAIICHUS «1.0.» (HE: «BPEMEHHO MCTIOJIHSIOMNUNA 00sI3aHHOCTHY, «BPHOY).

[Ipn moanmucanuy MOKyMEHTA JUIIOM, MMCIOIIMM IPaBO TOJAMKHCH B Cllydae BPEMEHHOTO
OTCYTCTBHSI PYKOBOJMTEIISI, UCIIPABICHUS B HAMMEHOBAHUHU JOHDKHOCTH U pacmiipoBKy daMuInu
y)K€ TOJrOTOBJICHHOTO M COTJIACOBAHHOTO IPOEKTa JOKYMEHTa BHOCATCA OT PYKH WU C
HCIIOJIb30BAHUEM COOTBETCTBYIOIIMX INTaMIIOB. He pomyckaercss moAmuMchIBaTh JOKYMEHTBI C
npeayioroM "3a" WK MpOCTaBICHUEM KOCOM YepThl Nepe]] HAMMEHOBAHUEM JOJDKHOCTH.

HaumenoBanue nomkHoctTH B pekBuzutTe "lloamuce" mnewataercss OT JIEBOM TpaHMILBI
TEKCTOBOTO TIOJISI, UHULIMAJIBI U (paMMIHs - OT MPaBOW I'PAHMIIBI TEKCTOBOTO TTOJIS.

3.4.18. [leuaTn

[leyars 3aBepsieT MOUIMHHOCTH MOJNWCH JOJDKHOCTHOTO JIMIIA Ha JOKYMEHTaXx,
YIOCTOBEPSAIONINX MpaBa JIML, PUKCUPYIOIUX (aKThl, CBS3aHHbIC ¢ (UHAHCOBBIMH CPEICTBAMU, a
TaKKe Ha MHBIX TOKYMEHTAaX, IIPeIyCMaTPUBAIOIINX 3aBEPEHUE TTOUTMHHOM IOIIHCH.

OTTHCK TeyaTH NPOCTABISETCA, HE 3axBaTbiBas COOCTBEHHOPYYHOH MOANUCH JIUIIA,
MOJIMTUCABIIET0 TOKYMEHT WM Ha MecTe, 0003HaueHHOM «MII» («MecTo nedatu»), eciiu J0KYMEHT
MOJITOTOBJIEH HA OCHOBE YHU(PHUIUPOBAHHON (hopMbl (11a0JI0HA).

Bce meuatu u mTamibl, UCHOJb3yeMble B CEIbCOBETA, MOJUIEKAT 00S3aTEIbHOMY yYeTy.
Perucrpanus neyarei 1 TaMIIOB OCYILECTBIIETCS B CIIEUATILHOM XKypHaJe.
O0pasern xxypHaia npuBesieH B npuiioxkeHuH Ne 17 Kk HacTOSIIEH HHCTPYKLUH.

3.4.19. OT™MeTKa 00 MCIIOJTHUTEJIE
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OTMeTKa 06 HUCIIOJHUTCIIC BKIIHOYACT q)aMI/IJII/IIO, Mg H OTYECCTBO HCIIOJIHUTCIIA
(OTBCTCTBCHHOI‘O I/ICHOJIHI/ITeJISI), HOMCp Cro TeHe(i)OHa, MOXECT AOIIOJIHATHCA HAHMMCHOBAHHCM
JOJDKHOCTH HCIIOJIHHUTCIIA (pa6OTHI/IKa, NMOATOTOBUBUICTIO ITPOCKT I[OKYMCHTa), HaNMMCHOBAaHUEM
CTPYKTYPHOTO IOJIPA3ICICHHS U aJPECOM IEKTPOHHOM MOYTHI UCTIOJTHUTENS.

Otmerka 00 wucnomgHuTene OQGOPMISETCS Ha JIHMIEBOH CTOPOHE IMOCIEIHETr0 JIUCTa
JOKYMEHTa OT TPaHMIIbl JIEBOTO MOJISl WIH, IPU OTCYTCTBUU MECTa, — Ha 00OPOTHOI CTOPOHE BHU3Y
cnesa. Hanpumep:

WpanoB MBan MBaHOBUY, ()MHAHCOBBIN OT/EN, BEAYILUN CIEIUAINUCT
+7 (000) 000-00-00, Ivanov_Il@gov.ru

OtmeTKa 00 UCTIOJTHUTENIE MOXKET OPOPMIIATHCS KaK HUKHUN KOJIOHTUTYJ M N€4aTaThCsl WPUPTOM
MEHBIIIETO pa3Mepa.

3.4.20. OT™MeTKa 0 3aBepeHUN KONMH

OTtmeTka O 3aBepeHUH KONUU OQOpMIIsIeTCs sl MOATBEP)KJIEHUS COOTBETCTBUS KOIHHU
JOKyMEHTa (BBIIMCKM U3 JIOKYMEHTA) MNOJUIMHHUKY NOKyMeHTa. OTMETKa O 3aBepEeHHH KOIUU
MpocTaBisieTcsl Ha CBOOOJAHOM OT TEKCTa MeCTe MOJ MOANKCHIO (MpU €€ HANW4MM) WU, Hpu
OTCYTCTBMM CBOOOJIHOTO MECTa Ha JIMIEBON CTOpOHE JOKyMEHTa, Ha 00OpoTe JOKyMEHTa M
BKJIIOUaeT: cioBo «BepHo», HauMmMeHOBaHHE JIOJDKHOCTH JIMIA, 3aBEPUBILIETO KOIHIO; €ro
COOCTBEHHOPYYHYIO MOJIMUCH; pacIu(poBKY MOANUCH (MHHUIMAIBI, (PaMUIINIO); JaTy 3aBEPEHUS
KommuH (BBITTMCKH U3 JOKyMeHTa). Harmpumep:

Bepno

3aMecTUTENb TJIaBbl AJIMUHUCTPALIUN

BepxHerpailBOpOHCKOTO CeJIbCOBETA [Tognuce  UN.O.Damunusa
Hara

Ecnu xomust BbLaaeTcs jsl MpeACTaBICHHUS B JIPYrod TOCYyJapCTBEHHBIH OpraH, opras
MECTHOTO CaMOYITPABJICHUS WM OpraHu3alnio, OTMETKA O 3aBEPEHUN KOMTUH JIOTIOJIHSETCS 3aliChio
0 MeCTe XpaHEeHHs JOKyMeHTa (MOJUIMHHUKA WM 3aBEPEHHON KOMHH), C KOTOpOro Oblia
M3rOTOBJICHA KOTIHS, U 3aBEPSETCS MeYaThl0 OPraHU3allHuH.

[TogmHHMK TOKyMEHTa HaXOJUTCS B «AJMUHHUCTpaIluu BepXxHerpailBOpOHCKOTO CEIbCOBETA» B
neise Ne 01-053a2 2019 r.»

Ha xonusx MHOT'OCTPAHUYHBIX JOKYMCHTOB OTMCTKA O 3aBEPCHUUN KOIINHU ITPOCTABJIACTCA HA
KaKJIOM JIMCTEC AOOKYMCHTA WJIM Ha IOCICAHCM JIMCTEC IMPOMIMUTOIO HWIH CKPCINICHHOT'O HWHBIM
o6pa30M JOKYMCHTA. 3anuce 0 MecTe HaXO0XXIACHUA IIOJIMHHUKA IIPOCTABJIACTCA TOJIBKO HaA
MOCJICAHEM JINCTC NOKYMCHTA.

[[J'IH 3aBCpCHUA KOIIMHU JOKYMCHTA, W3TOTOBJICHHOM Ha 6YM8.)KHOM HOCHTCIIC, MOXCET
HCIIOJIB30BAThHCA IITAMII.

3.4.21. OT™MeTKa 0 NOCTYIJICHHH JOKYMEHTAa

OTMeTKa O TOCTYIUIEHUH JIOKYMEHTa CIYKHUT s TOATBEpXKIEHUs ¢akTa MOCTYIUICHUS
JOKyMEHTa B AJIMUHHCTPALMIO CEIbCOBETa M BKJIIOYAET JaTy IMOCTYIUIEHUS W BXOJAIIUAN
pPETUCTPAIOHHBIM HOMEp AOKyMeHTa. [lpu HeoOXOauMOCTH OTMETKa O TMOCTYIUIGHHH MOXKET
JIOTIONTHATHCST yKa3aHUEM BpPEMEHHU TMOCTYIJICHUS B YacaXx M MHUHYTaX U crnocoba J0CTaBKU
JIOKYMEHTA.

OTMeTKa O MOCTYIJIEHUU JOKYMEHTA MOKET MPOCTABIIATHCS C IOMOUIBIO LITAMIIA.
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3.4.22. Pe3oaronus

Pesonmronnss Ha JOKyMEHTE — YyKa3aHWE 110 HCIHOJIHEHUIO JOKyMeHTa. Pe3omonus
odopmisieTcss HACBOOOJHOM MeCTe pabovero moJjs TOKyMEHTa.

Pezomronmss  nmoymmkHa  BKio4ath: pamMmimio  (hamMuIMM), HMHULUATBl  MCHOJTHHUTEIS
(ucnonHUTENEH), HOPYUYEHHUE 110 JOKYMEHTY (KOHKPETHOE 33aJJaHUE 110 UCIIOJIHEHUIO JTIOKYMEHTA WU
(GOpMYIHPOBKY WEIHW PACCMOTPEHUsI IOKYMEHTa), MPH HEOOXOJWMOCTH — CpPOK HCIOJHEHHS,
MIOATHNCH JIUIA, BEIHECILIETO PE30JIIOLHUIO0, AATy PE30OIIOLUH.

[Ipy yKka3aHWM HECKOJIbKMX HCIOJHUTENEH (aMuiIns OTBETCTBEHHOTO HCIOJHHUTEIS
YKa3bIBaCTCs IEPBOM, MOTUCPKUBACTCSA UM 0003HAUAETCS CJIOBOM «OTB.» («OTBETCTBEHHBIN).

3.4.23. OT™MeTKa 0 KOHTPOJIe

OTMeTka O KOHTpPOJIE€ CBUJIETEIHCTBYET O TIIOCTAHOBKE  JIOKYMEHTa Ha KOHTPOJb,
npocTasisieTcs: mTamMnoMm «KOHTpoJib» Ha BEpXHEM I0JIe TOKyMEHTAa.

3.4.24. OT™MeTKa 0 HATIPABJICHUM JOKYMEHTA B J1€J10

OTmeTKa O HampaBJIeHHH JOKYMEHTa B JIEJIO ONPEIEIIeT MECTO XpaHEHUs IOKYMEHTa 1oce
3aBepuIeHUs] padOThl ¢ HUM U BKJIIOYAeT: cioBa «B gemo», mHAEKC nena no HOMEHKIAType Jel, B
KOTOpO€ MoMeNIaeTcs JOKyMEHT Ha XpaHeHHe, ¢ YKa3aHUeM roJia, JOJDKHOCTH Jula, 0(hOpPMHUBILIETO
OTMETKY, MOJNKCH, AaThl. Hanpumep:

B neno Ne 01-18 3a 2020 .
3aMecTUTENb TJIaBbl AJIMUHHUCTPAIUU
BepxHerpailBOpOHCKOIO CEIbCOBETA
Iloonucw Jlara

OTMeTKa 0 HaIpaBJICHUU JOKYMCHTA B JCJI0 MOXKET JOIOJHATHECA KpaTKUMHU CBEACHUAMU O
XapaKTepE UCIIOJTHCHUA JOKYMCHTA.

3.14.25. OTMeTKa 00 3J1€eKTPOHHOI MOANHUCH

OtmeTKa 00 3NIEKTPOHHOM MOANUCH MCTIONB3YETCs ISl BU3YAIU3alHK JIEKTPOHHOMN MOANUCH
MoJIyyaTesieM JOKYMEHTa MpH OOMeHe AJIEKTPOHHBIMU JOKYMEHTAMH, MOAMUCAHHBIMU YCUJICHHON
KBIU(DULIIUPOBAHHOMN 3JIEKTPOHHOM MOAMUCHIO.

OtmeTka 00 57EKTpPOHHOW moamucH GOPMUPYETCS U BHU3yaIH3UPYETCS MPOrPaMMHBIMU
CpeICTBaMH B COOTBETCTBHUH C YCTaHOBJICHHBIMU TpeboBaHusaMu. Hanmpumep:

IOOKYMEHT IIOJINMCAH
SJEKTPOHHOM IOMNINMCAH
HammMeHOBaHUE
IOOJIKHOCTH Ceprudmxar 1alllaaa000000000011 B.A.MasanoBa
MasamnoBa Bepa AnexcaHOpPOBHAa
IemcTBUTEJIEH c 01.12.2012 1o
01.12.2017
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3.5.11pouenypa noaAroTOBKM JOKYMEHTA

[IpoexTbl JOKYMEHTOB, MOATOTOBICHHBIX AJIMUHUCTpauuei BepxHerpailBopoHCKOro
cellbcoBeTa Mojuiexar coriacoBaHuto. CocTaB JODKHOCTHBIX JIMI[, COIVIACYIOIIMX IPOEKT
JIOKYMEHTa, onpenaeinaercs ['maBoit BepxHerpalilBOpOHCKOTO CEJIbCOBETA.

CornacoBaHue MpoekTa JOKyMeHTa B AjgmuHuctpauud OpexoBCKOIO — CEJIbCOBETA
odopmisiercs TpudoM coriacoBaHus (TIPU BHEIIHEM COTJIACOBAHHMH) WIIM BU30H (IIPpU BHYTPEHHEM
COTJIaCOBAaHUM).

I'pud cornacoBanust odopmisercs B COOTBETCTBHUM C paszaenom 3.14.16, a Buza— B
COOTBETCTBUHU C pazaesnoM 3.14.17 UucTpykuuu.

Pemenne o cormacoBaHMM TIPOEKTa JIOKYMEHTa, CO3JaHHOIO B AJIMUHUCTpaluu
BepxHerpailBOpOHCKOIO ~ CelIbcOBETa € JAPYrUMHU TOCYAapCTBEHHBIMM OpraHamMH, OpraHaMu
MECTHOTO CaMOYIPaBJICHUSI, OPraHU3aALUIMUA MOXKET ObITh 0(OPMIIEHO MUCHMOM WM OTPa)K€HO B
MIPOTOKOJIE 3ace/laHUsl KOOPJIMHAIIMOHHOTO WJIM COBELIATEeIbHOTO OpPraHa, B 3TOM Cilydae B rpude
COrJIaCOBAaHUSl yKa3blBa€TCd HAMMEHOBAaHUE TOCYAApCTBEHHOTO OpraHa, oOpraHa MECTHOTO
caMOyNpaBJieHUs, KOOPAUHAIIMOHHOTO WM COBELIATEJIbHOTO OpraHa COTJIaCOBABIIEr0 IMPOEKT
JOKYMEHTA, J1aTa U perucTpaloHHbIN (MCXOASIINI) HOMEp MMChMa WX JjaTa U HOMEp MPOTOKoJa.

[Ipy HanMuuM HECKOJIbKMX COIJIACYIOIIMX WHCTAHUUN TMpU BHEIIHEM | BHYTPEHHEM
COTJIAaCOBAHMU OTMETKH O COTJIaCOBaHUU (TpU(bI COIIIaCOBaHUS, BU3bI) MOTYT ObITh 0(OpPMIIEHBI Ha
JIUCTE COTJIACOBAHMUSL.

[loarotoBneHHble, OKOHYATETLHO O(QOPMIIEHHBIE U COTJIACOBAHHBIE MPOEKTHI JTOKYMEHTOB
o nuckIBatoTCs (yTBepxkaaroTcs) ['maBoit AqmuHucTpanuu BepxHErpalBOPOHCKOTO CeIbCOBETA
WIA MHBIM YIOJHOMOYEHHBIM MM JOJDKHOCTHBIM JIMIIOM. B yCTaHOBJIEHHBIX 3aKOHOJATEIbCTBOM
cllyyasiX MOJNMCh JOJDKHOCTHOTO JIMIIA Ha JOKYMEHTE 3aBepsieTcs IedyaTbio AJIMHUHUCTpALUH
BepxHerpailBOpOHCKOTO CEIbCOBETA.

JIOKyMeHTbl Ha OyMa)XHOM HOCHUTENE MOJINMCBIBAIOTCS COOCTBEHHOPYYHOH MOANUCHIO
I'maBel BepxHerpaliBOpOHCKOIO CeIbCOBETA WM MHOIO YHOJHOMOYEHHOI'O JOJKHOCTHOIO JIMIA.
CoOcTBEeHHOPYUYHAas MOANUCH JTOJDKHOCTHOTO JIMIA HAa JOKYMEHTE 0(hopMIIsieTcs B COOTBETCTBUHU C
pazaenom 3.14.18 UucTpykumm.

Ha pokymeHTax, mOJydarollUX HOPUAMYECKYIO CHIIy B Ppe3yJbTaTe YTBEpXKICHHUS,
oopmisiercs Tpud YTIBEP)KICHHUA. YTBEP)KICHHUIO MOJUIEKAT HOPMATHUBHBIC IIPABOBBIE aKThI
(mpaBwiia, TOJOXKEHUS, WHCTPYKIMM, DPErJIaMEHThl M [p.), BHYTPEHHME HOPMAaTHBHBIE aKThI
AnMuHucTpanuu  BepxHerpallBOpOHCKOro  CElIbCOBETa, a TaKXe JOKYMEHTBl JUINTENILHOTO
NedcTBUs (IUIaHbl, MPOrPaMMbl, OTYETHl O UX BBIIOJHEHUU U HEKOTOPbIE APYrHe JAOKYMEHTHI).
JIOKyMEHTBl ~ yTBEP)KAAIOTCSA IPaBOBBIM aKTOM (IIOCTAHOBJEHUEM, pPACHOPSIKCHHUEM) WU
HernocpeacTBeHHO ['11aBoil BepXxHerpailBOpOHCKOrO CelNbCOBETAa WIIM MHBIM YIOJHOMOYEHHBIM UM
JOJDKHOCTHBIM  JIMLIOM TIOCPEACTBOM IPOCTaBJIEHUS COOCTBEHHOPYYHOM THoOANMCH B TIpude
YTBEPKICHHUS.

I'pud yrBepxaeHus ohopmisercss B COOTBETCTBUU ¢ pa3zaenaoM 3.4.10 MHcTpykuuu.

3.6.CocTaB 10OKYMEHTOB, 00pa3ylOIIMXCH B AeATEJbHOCTH AIMHHUCTPALMHA
BepxHerpaiiBopoOHCKOI0 CeJIbCOBETA

B oejiax  peryjiupoBaHusd  ACATCIIBHOCTU AI[MI/IHI/ICTpaI_II/II/I BerHeraﬁBOpOHCKOFO
CCJIbCOBCTA, OpraHu3ald BbBIIOJHCHUA TOCYHAPCTBCHHBIX, MYHHUIIUIIAJIBbHBIX (I)YHKI_II/Iﬁ u
nNpeaAOoCTaBJICHUS TOCYAApPCTBCHHBIX, MYHUIIMIIAJIIBHBIX YCIYT U PpCHICHUSA HWHBIX 3a/ad4,
YCTaAHOBJICHHBIMUA (I)CIICp&JIBHBIMI/I 3aKOHaMH, 3aKOHaMH KprKOf/'I 00acTH ¥ HMHBIMU
HOPMATUBHBIMU  IIPAaBOBBIMU dKTaMu, OHNpCACIHIIOIUMHA  JACATCIBHOCTD AI[MI/IHI/ICTpaL[I/II/I
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celbcoBeTa, AIMHHHUCTpauusi BepXxHerpallBOpOHCKOTO  CelbCOBETa B IIpelaeiax  CBOe
KOMIIETEHIIUH U3/AET:

- IIPaBOBBIE aKTHI B (pOpME NMOCTAHOBJICHUH, PEIICHUI, TPaBHJI, TIOJI0KECHUH, HHCTPYKIUH, pe-
[JIaMEHTOB, aIMUHUCTPATUBHBIX PETJIAMEHTOB, TOJKHOCTHBIX PETJIAMEHTOB, OPSIKOB U JIp.;

- MHIUBUAYaJbHbIE MPABOBBIC AKTHI (pacmopsiAUTENbHBIE JOKYMEHTHI) B ()OpMe pachopsike-
HUIA;

- JIOKQJIbHbIE HOPMATHBHBIC aKThI, W3/IaBaeMbIe B (JOpPME IMOJIOKEHHUH, MPABHUII, HHCTPYKINH,
pErjaMeHTOB, MOPSJIKOB U IPYIUX JOKYMEHTOB;

-IIPOTOKOJIBI 3aCE€AAHUN (COBEIATENbHBIX, METOIMYECKUX, IKCIIEPTHBIX U APYTUX OPraHOB);

-uH()OPMAITMOHHO-aHATUTUYECKHE JOKYMEHTHI B (OpME aKTOB, aHAIUTHYECKUX U MHPOpMa-
LIUOHHBIX CIIPABOK, TOKJIAJHBIX U CIY>KEOHBIX 3aHCOK, JAEIOBOH (CIy>KeOHOM ) EPETHCKHU U AP.

B 3aBucuMocTH OT KOHKPETHBIX 3aJad yYIOpaBIEHUS B JAEATEIbHOCTH AJIMUHUCTpALUU
BepxHerpaiiBOpOHCKOTO CEIbCOBETA CO3JAOTCS JAPYrUe BUABI JOKYMEHTOB: IUIAHBI, MPOTHO3BI,
MPOTrpaMMBbI, OTYETHI U JIp.

B ycraHOBIEHHBIX 3aKOHOJATENLCTBOM cilydasix AJMUHHCTpauus BepxHerpailBopoHCKOTro
CEeJIbCOBETa MOJKET M3/1aBaTh JOKYMEHThl COBMECTHO C JIPYTMMH OpraHaMHy BJIACTH IO BOIIpOCaM,
MIPE/ICTaBJISIONINM B3aMMHBIN MHTEpEC U BXOASIIUM B KOMIIETEHLHIO 00euX cTOpoH. Takue akThl
0hOPMIIAIOTCS U MYOIHMKYIOTCS KaK €IUHBIN JOKYMEHT (ITOCTAaHOBJIEHUE, MTPOTOKOJ, MOJIOKEHUE,
JIEIIOBOE MHUCHMO U JIp.).

3.7.110aAroTOBKA NMPOEKTOB 3aKOHOAATEJIbHbIX M HHBIX HOPMATHBHO NIPABOBBIX AKTOB

[IpoexTl 1paBOBBIX aKTOB AJMHHHUCTpanuu BepxHerpalBOpOHCKOIO CEeIbCOBETA
Kactopenckoro paiioHa paspabaThIBalOTCI B COOTBETCTBHH C ¢efepadbHbIM M 00JIACTHBIM
3aKOHOJATEbCTBAMH, IUIAaHaMU paboThl AJMUHUCTpaluu BepxHerpailBOpOHCKOro  CelbCOBETa
KacTopenckoro paiioHa, a Takke Ha OCHOBaHWUM mNopydeHuil ['1aBel BepxHerpaiiBOpOHCKOTO O
cenbcoBeTa KacTopeHckoro paioHa.

[TocranoBnenuss AamuHucTpainuu BepxHerpailBopoHckoro cenbcoBeta KacTtopeHckoro
palioHa U3arTCs MO BOIIPOCAM MECTHOTO 3HAYEHHUs U BOIPOCAaM, CBSA3aHHBIM C OCYILECTBICHHEM
OT/AENBHBIX TOCYIAPCTBEHHBIX IMOJHOMOYMH, MEPENAaHHBIX OpraHaM MECTHOIO CaMOYIpaBJICHUS
BepxuerpaiiBopoHckoro  ceinbcoBeTa KacTtopeHCKoro paiioHa, ¢denepaJbHBIMH 3aKOHAMH U
3akoHamMu Kypckoit oGmactw. Pacnopsokennst Aamunuctpainuu BepxHerpaiiBOpoOHCKOTO
cenbcoBeta KacropeHckoro paifoHa uW3galOTCs 1O BONpOCaM — OpraHu3aluu  paboThbl
AnMuHucTpanuu BepxHerpailBOpoHCKOTO celibcoBeTa KacTopeHckoro paiioHa.

[ToaroToBka MpOEKTOB IMOCTAHOBJICHUN W PACHOPSHKEHUM MPOBOIUTCS AJIMUHUCTpALIUEH
BepxHerpaiiBOpoHCKOIO CeIbCOBETA.

[IpoexT nOCTaHOBJIEHHMS WJIH PacHOpsKEHUs AJIMUHHUCTpauuu BepxHerpailBOpoHCKOTro
cenbcoBeTra KactopeHckoro paiioHa medaraercss Ha CTaHAApTHOM jucte Oymaru dopmara A 4
mpudTom pazmepom Ne 14,

[IpoekThI NpaBOBBIX AKTOB UMEIOT CJICIYIOIINE PEKBU3UTHI:

1. HaumeHoBaHME BHJAa aKTa - IIOCTAHOBJIEHHWE AJIMUHUCTpaluu BepxHerpallBopoHCKOTO
cenbcoBeTa KacTopeHckoro paiioHa; pacnopsbkeHue AJMHUHUCTpaluu BepxHerpailBOpOHCKOTo
cenbcoBeTa KacropeHckoro paiiona.

2. 3aroJ0BOK I€YaTaeTCs Ha PACCTOSIHUU HE MEHee 9 CM OT BEpXHEro Kpas JUCTa, MUIIETCS C
MIPOIMUCHOM OYKBBI, BBIACIACTCSA MOIYKUPHBIM HIPUPTOM U BBIpaBHHUBAETCA MO IEHTpPYy. Touka B
KOHIIE 3aroJIOBKa He CTaBUTCS. 3arojOBOK, COCTOSIINM U3 IBYX U OoJiee CTPOK, reyaraercs uepes 1
MEKCTPOUHBIN UHTEPBAL.

3. TekcT oTaensieTcst OT 3arojoBKa 2 - 3 MEKCTPOUYHBIMU MHTEpBAJIaMU M TiedaTaercs uepes |
MEKCTPOUHBIN UHTEPBAL.

Tekcr mnpoekToB  akTOB  AJMHHHUCTpanuu  BepxHerpaliBOpoHCKOIoO CeJIbCOBETA
Kacropenckoro paiioHa mewyaTtaeTcsi OT JIEBOM TpaHUIbl TEKCTOBOIO MOJII M BBIPABHUBAETCS IO
JIEBOM W MpaBoil TpaHUIaM TeKcToBoro moJjs. [lepBas cTpoka ab3aiia HAYMHAETCS HA PACCTOSIHUU
1,25 cM OoT neBo# rpaHuULIbl TEKCTOBOTO MOJIS.
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TekcroBass wacTh akTOB AIMUHHCTpauuu  BepxHerpaBOpoHCKOro CeIbCOBETA
KacropeHckoro paiioHa MOXKET NOJAPa3AeiAThCA Ha KOHCTAaTHPYIOLIYK 4acTh - IpeamOyly u
MOCTaHOBJISIOLIYIO YaCTh (B pACMOPSHKEHUH - PACTIOPSIAUTEIbHYIO YacTh).

[IpeamOyna B mpoeKkTax NOCTAHOBJICHUH AJMHHUCTpaluu BepxHerpailBOpoHCKOTO
cenbcoBeta Kacropenckoro paiiona 3aBepriaercs cinoBamu [IOCTAHOBIJIIAET, xotopsie
[1€4aTarTCs MPONUCHBIMU OyKBaMHU.

[TyHKTBI B TEKCTE HYyMEPYIOTCS apaOCKUMU I(PpamMu ¢ TOYKON U 3ar0JIOBKOB HE HMEIOT.

[IyHKTBI MOTYT pa3ieisaTbCsl HAa MOJAINYHKTBI, KOTOPbIE MOI'YT HYMEpPOBAThCS apaOCKUMHU
nupaMu WM CTPOYHBIMH OYKBaMU C 3aKPBHIBAIOIIEH KPYTIIOH CKOOOM.

Bce u3MeHeHns U I0MOJIHEHWs, BHOCUMBIE B aKThl AJMUHHCTpaluyu BepxHerpailBOpOHCKOIro
cesnbcoBera KactopeHckoro paiioHa, JOKHBI COOTBETCTBOBATH CTPYKTYPE OCHOBHOTO aKTa.

Ecnim B mnpaBoBble akThl AnMuHHCTpauuu BepxHerpalilBOpOHCKOIo CEIbCOBETA
KacropeHnckoro paiioHa BHOCSTCSI M3BMEHEHHs WIM OHU TNPU3HAIOTCS YTPATUBIIMMU CUITY, JHOO
nojsexxar OTMEHE WM UX JeWCTBHE MPUOCTAHABIMBAeTCs, TO B IpeamOyine WIM B
MTOCTAHOBJISIIOIIEH YacTH YKa3bIBAIOTCS BCE paHEE NPUHATHIE MPABOBBIE aKThl AIMUHUCTpaLUU
BepxnerpaiiBopoHckoro cenbcoBera KacropeHckoro paioHa.

Ecnu npu noArotoBke npaBoBOIrO aKTa BBISIBUJINCH HEOOXOJUMOCTh BHECEHHUS CYILIECTBEHHBIX
M3MEHEHUN U JIOTIOJTHEHUH B paHee W3/IaHHbIE NTPABOBBIEC AKTHI WM HAJIMYKE 110 OJHOMY U TOMY XKe
BOIIPOCY HECKOJIbKMX aKTOB, a TaKXke, €CJIM B aKT HEOJHOKPATHO BHOCHJIMCH M3MEHEHHS, KOTOphIE
3aTPyJHSIOT YT€HUE M MPUMEHEHHUE MPaBOBOIO akTa, TO B IEJSAX YHOPSAAOUYEHHUS pa3pabaTbIiBaeTCs
HOBBIM €IUHBIN aKkT. B MPOEKT Takoro akra BKIIFOYAKOTCS HOBBIE, @ TAKXKE COJIEpXkKAIIUECs B paHee
W3JIaHHBIX aKTaX MpeIIUCaHMUsL.

[Ipy Hamuuuu NPUIOKEHUH K akTaM AJMUHHCTpalnu BepXHErpallBOPOHCKOTO CEJIbCOBETA
KacropeHckoro paiioHa B TEKCTe TOKyMEHTa Ha HUX 00s3aTeIbHO JEJIaeTCs CChUIKA.

JlomyckaeTcs meyaTaTh MPONUCHBIMU OYKBaMU U BBIACTATH MIPU(TOM JAPYroi HACHIILIEHHOCTH
(dbamMuIMK Ipu MOArOTOBKE MPOEKTOB aKTOB AJIMUHUCTpalu BepXHerpailBOPOHCKOTO CeJlbCOBETA
KacropeHnckoro pailoHa 1o BoOmpocaM HarpaXxAeHUs IOYETHbIMM TI'paMOTaMH, IPUCBOCHUS
ITOYETHBIX 3BaHUM.

4. Tloagnucek Ha MPaBOBOM aKTE€ OTHEISAETCS OT TEKCTa 3 MEXKCTPOUYHBIMM HMHTEpBajIaMU M
coctouT u3 cioB «[nmaBa BepxHerpalBOpoHCKOro  ceiabcoBeTa KacTopeHckoro panoHay,
MHUIMATIOB UMEHH OT4YeCTBA (DaMUITUU.

CnoBa "I'maBa BepxHerpailBOpoHCKOIro cenbcoBeTay UM «Kactopenckoro paiiona"
[1€YaTalOTCA B JIBE CTPOKU yepe3 | MeKCTPOUHBINA MHTEPBAI.

IIpu otcyrctBuu ['nmaBel BepxuerpaiiBopoHCckoro  cenbcoBeta KacropeHckoro paiioHa
pexBusuT "lloanuce" oopmIIsIeTCs ClIeIyOIIMM 00pa3oM:

M.o. T's1aBel BepxXHeTrpaMBOPOHCKOI'O CeJIbCOBeTa
KacTopeHckOoT'O paMoHa IIOOMNMCH
n.0.damunusa

5. JlaTa npocraBisercs B IeHb MOANUCAaHUs JOKYMEHTa HU(PPOoBbIM criocoOoM. IleuaTaercs ot
JIeBOW TPaHMILIbI TEKCTOBOTO MOJIS.

6. Perucrpanuss JOKYMEHTOB IOCJI€ HUX IOJINMCAHUS OCYLIECTBISETCS OTBETCTBEHHBIM
crienuanucToM AnMuHucTpanuu BepxuerpaiiBopoHckoro cenbcoBera KacropeHckoro paiioHa.

PeructpanimoHHbIii HOMep neyaTaercs y MpaBoi rpaHULbl TEKCTOBOTO MOJIS.

IIpu peructpanum TOKyMeHTa eMy IPUCBAUBAETCs MOPSAAKOBBIA perucTpaloHHbI HoMep. K
JOKYMEHTaM I10 JITYHOMY COCTaBy J100aBisttoTcs Oyksa "i'".

Hymepanus Benercs B npeaenax KajaeHIapHOTO roja.

7. Ilpunoxenus k axtam AjnMUHUCTpanuu BepxHerpaiBOpOHCKOTrO CEJIbCOBETA
KacTtopenckoro paitoHa opopMIiIsiFoTcs Ha OT/AENbHBIX JINCTaxX Oymar.
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Pasmepsl mosei, mWpUPTBI U MEXKCTPOUYHbIE HHTEPBAIBI TNPU TEYATAHUH TMPHIOKEHHUH
UJEHTUYHBl pa3MepaM, IPUMEHSIEMbIM [pU [E€YaTaHUM TEKCTOB AaKTOB AJIMUHUCTpaluu
BepxHnerpaiiBopoHckoro cenbcoBera KactopeHckoro paiioHa.

B npuiiokeHusX K aKkTy MOMEIIAIOTCS OJIOKEHHS, PETIaMeHThI, IEPEYHHU, CIIHCKH, TpadukH,
Tabnuubl, oOpa3mbl JOKYMEHTOB W 1p. Ecam B Tekcre akra  AJIMUHHCTpaldu
BepxHnerpaiiBopoHckoro —cenbcoBeTa KacTopeHCKkoro paifoHa JaeTrcs CCbUIKa  'COIVIACHO
MIPWJIOKEHUIO", TO Ha NEPBOW CTPAaHULIE MPHUJIOKEHUS B MPABOM BEPXHEM YIJIy MHILETCS CIOBO
[Ipunoxxenue, Hwke yepe3 1,5 MEKCTPOUHBIX MHTEpBala OT ITOrO CJIOBA JIA€TCSl CChbUIKA Ha aKT
AnmuHHCcTpanuu BepxHerpalilBOpoHCKOro cenbcoBeTa KactopeHckoro panoHa.

Odopmiienne npuIoKEHUH K akTaM AJIMUHHCTpaluuu BepxHerpailBOpoHCKOro cenbcoBeTa
Kactopenckoro paiioHa OCYIIECTBISIETCS B COOTBETCTBMU C pasaenoMm 3.4.15 Hacrosmen
NHcTpyknum.

[Ipn HamuuuM B TEKCTE akTOB  AJMHUHHCTpaluud BepxHerpalilBOpOHCKOTO  CEIbCOBETA
Kacropenckoro paitona gopmynupoBku "YTBepauTh" Ha caMOM NMPUJIOKEHUH B TIPABOM BEpPXHEM
yriy pacnojaraetcs cioso Y TBEPXK/IEHO unu YTBEPXIEH co ccplikoit Ha MpaBOBO# akT, €ro
naty, HoMep 1 0(OpMIISIETCS] aHAJIOTUYHO MPUII0KEHHIO:

YTBEPXIEHA
IOCTAHORBRJIEHUEM
ADMMHMCTPpaLUm
BepxHeTrpallBOPOHCKOT'O
cenbcoBeTa KacTOpeHCKOTO
paroHa

oT e

Cnosa YTBEPX/JIEHO u YTBEPXJIEH cornacytooTtcss B poie U 4uCj€ C MEPBBIM CIOBOM
HaWMMEHOBaHUA TpuioxeHusa: mnojoxenne - YTBEPXJIEHO, cocraB - YTBEPXJIEH,
meponpustus - YTBEPXKJIEHbBI, nporpamma - YTBEPXIEHA.

3aroyIoBOK K TEKCTY MPHJIOKEHHUS MedyaTaeTcsl HeHTPUPOBaHHBIM criocoboM. HanmenoBanue
BHJIAa JOKYMEHTA - IPUJIOKeHUs (IIepBOe CIOBO 3aroJIOBKA MPHJIOKEHHUS) BbLACTISETCS IPOMUCHBIMU
OyKBaMH, MOTYKUPHBIM MIPU(TOM MOKeET ObITh HareuaTaHo Bpaspsaaky ([IOJIO X EH U E, ITE
PEYEHB,

COCTABuT.A.). 3aroJoBOK IPWIOKEHUS MEYaTACTCs TOJY>KUPHBIM HIPUPTOM C HHTEPBAJIOM B
OJIHy CcTpoKy. MHTepBan Mexy MepBOi CTPOKOM 3arojioBKa U MOCIEAYIOUUMHU CTPOKAMH MOXKET
ObITH yBenM4ueH Ha 0,5 uHTEepBaIa.

3aroJIoBOK MPUIIOKEHHsI OTHENSIeTCS OT AAaThl U HOMepa akTa 4 WHTepBaJlaMu, OT TEKCTa
MIPUJIOKEHHUS - 2 - 3 MEKCTPOUHBIMHU HHTEPBAJIAMHU.

[Ipn Hanuuuu B TEKCTE€ MPHJIOKEHUS HECKOJIBKMX pa3eioB WX 3aroJIOBKU MEYaTaroTcs
LEHTPUPOBAHHBIM CIIOCOOOM (OTHOCHTENBHO TpaHHI] TeKCTa). Touka B KOHIIE 3arojioBKa HeE
cTaBuTCs. JoMmycKaeTcs BBIIEISTH 3aT0JI0BKH PA3/IeNIOB MOTYKUPHBIM HIPU(TOM.

TexkcT mpuIoKeHHus MOXKET ObITh o(opmiieH B Bujae TaOuuibl. I'padbl TaOIUIBI JTOJDKHBI
UMETh 3arojJIOBKH, BBIPQKEHHBIE HMEHEM CYIIECTBUTEIbHBIM B HMEHHUTEIHLHOM MaJeKe.
[ToazaronoBku rpad U CTPOK IPaMMATUUYECKH JTOJKHBI OBITH COTJIACOBAHBI C 3ar0JIOBKAMH.

Ecnu tabnuity medararoT Oojiee yeM Ha OJHOW CTpaHUIlE, 3aroJIOBOYHAs YacTh TaOIUIIBI
(HanMmeHoBaHUs Tpad) MOBTOPSIETCS HA KAXKJI0H CTpaHHIIE.

JICTHI IPUIIOKEHHUS HYMEPYIOTCSI CAMOCTOSITENIbHO, HAYMHAS CO BTOPOTO JIUCTA.

[Ipn Hanmu4uM B TEKCTE MPUTIOKEHUN CCBUIKA HAa CHOCKY OHa 0GOpMIISIETCS 3BE3I0YKON N
1upoii co ckoOkoit: * unu 1). TekcT cHOockM meuaTaeTcst yepe3 1 MeXCTPOUHBII HHTEpPBAI B KOHIIE
K)KJI0M CTPAHMIIBI WM TTOCIIE IPUIIOKEHUS B IIeJIOM, o] uepToi. [locne cuMBoia CHOCKH €€ TEKCT
revyaTaercs ¢ MpOMUCHON OYKBHI. B KOHIIE TeKCTa CHOCKM CTaBUTCS TOYKA.
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Ha onmHo#1 cTpanwuiie He JOJDKHO MPOCTABIATHCS 00Jiee TPeX CHOCOK.

HanpaBieHne 1npaBOBBIX  AKTOB  OCYIIECTBJIETCS  OTBETCTBEHHBIM  CHEL[MAIMCTOM
AnMuHHCcTpanuu BepxHerpaiBOpoHCKOro cenbcoBeTa KactopeHnckoro panosa.

B oTaenpHBIX ciiydasx IpaBOBbIE aKThl MOI'YT HAlpaBJIATHCA Ha OyMa)KHOM HOCHTENE 4Yepe3
OTBETCTBEHHOI0  clienuaiucra  AaMuHHMCTpauuu  BepxHerpaliBOpoHCKOTo CeJIbCcoBETa
Kactopenckoro paitona. B ykaszaremsax pacChbUIKM MPABOBBIX AaKTOB, HM3MEHSIOIINX WJIU
JIOTIOJTHSIFOIIMX paHee MPUHATHIE aKThl, UCIIOJHUTENb JOJDKEH yKa3aTh T€ OpraHbl U OpraHU3alui,
KOTOPBIM MOCBIJIAIINCH PAaHEE IPUHSTHIE aKThl, WK UX IIPaBONPEEMHHUKOB.

Ecnu npaBoBble aKThl JIOJDKHBI OBITh HaIllpaBI€Hbl OpraHU3allUsM, HE YKa3aHHBIM B
YTBEPKICHHBIX YKA3aTeJsSIX PAaCChUIKU, UCIIOJHUTENb JTOJKEH JOMOJIHUTEIBHO BHECTH B YKa3aTelb
PacChUIKM HAUMEHOBAHUS 3TUX OpraHU3alUil U UX MOYTOBBIE U AIEKTPOHHBIE aJipeca.

O06pa31pl 61aHKOB NpUBEAeHBI B TpuiiokeHnu Ne 1 k Hacrosime MHcTpykium.

3.8. [loaroroBka u ogopmjieHUe MPOTOKOJIA

[IpoTokoN cocTaBisieTCss HAa OCHOBAHWHU 3amlKCell, MPOM3BEIACHHBIX BO BpEMs 3acelaHus
(coBemranus), MPeACTaBICHHBIX TE3UCOB JIOKJIA0OB M BBICTYIUICHUH, CIIPABOK, TPOEKTOB PEUICHUN U
zp.

3anmucu BO BpeMs 3acefaHuil (coBemiaHui), cCOOp MaTepuasoB M TIOJATOTOBKA TEKCTa
MPOTOKOJIAa  BO3JIATAIOTCSI  HA  CEKpeTaps KOJUIETHAJIBHOTO OpraHa WA  COTPYTHUKOB
AnmuHHCcTpannu BepxHerpailBopoHCkoro — cempcoBera KacTopeHCKoro paiioHa, TOTOBUBIIMX
BOIIPOCHI K 00CyxkaeHHI0. [I[poTOKO T0MKEH OBITh MOATOTOBJIEH HE MO3/IHEE YeM uepe3 3 pabounx
THS co aHs 3acemaHust (coBemanws). K mpoTOKoJy mpuiararoTCs CIHUCOK MPUCYTCTBYIOIIUX C
yKa3aHUEM TMOPSAIKOBOTO HOMepa, (amMuiInu, WHHUIMATIOB, JODKHOCTM M MecTa padoTHI,
CTEHOTpaMMa, MPU HEOOXOIMMOCTH PACCBUIKH BBIMMCOK M3 MPOTOKOJA, PEHICHUN MpHIIaraeTcs
yKa3aTellb PACChUIKH.

TeKCT mpoTOKOJIa COCTOUT U3 ABYX YaCTEi: BBOJHON U OCHOBHOM.

Bo BBOJIHOM 4acTH yKa3bIBAIOTCA CJICAYIOIINE PEKBU3UTHI:

[lpencenarens - UN.O.damMmnmsa
Cexperapr - N.O.dammnmsa

[IpucyrcTBOBaIM - CNHCOK NPHCYTCTBOBABIIMX HWJM OTChUIKA K TMPHJIAracéMoOMy CITHCKY
MIPUCYTCTBYOIIHX.

ITocne mnepeuncneHuss YYaCTHUKOB B MPOTOKOJE OQGOpMIIAETCS TIEepeYeHb BOIPOCOB,
MOJUIeKAMUX OOCYKJICHHUI0, KOTOPhIM HauumHaercs ciaoBamu "IloBecTka mHs" M pacrosaraercs
LIEHTPOBAHO dYepe3 JBa - TPU HHTEpPBaJa OT CIMCKAa YYaCTHUKOB. lloBecTka IHS COIEPKHT
MIEPEYUCIICHHe TMYHKTOB (BONPOCOB) TMOBECTKM MAHS, (PUKCHPYIOIIUX TOCIEI0BATEIbHOCTh
obcyxknenus, ¢ (pamunusMu AokiaguukoB. Kaxaelii Bormpoc Hymepyercs apalOckoil 1udpoid,
pacrioJiaraetcsi B opsiJIke 3Ha4MMOCTH M 0TBe4aeT Ha Borpoc "O yem?", HanpuMmep:

1. O xonme BHIIOJIHEHMA IOCTaHOBJIeHUA ['ybepHaTopa Kypckom objacTu
or "" 2016 . N "O ... ".
Hoxknangumk — lVBauHoB ..

OcHOBHasl 4acTh MPOTOKOJA COCTOMT M3 Pa3JelIOB, COOTBETCTBYIOIIMX IYHKTaM IOBECTKH
IHA. TekeT KaxkI0ro pa3zena COCTOUT U3 TPEX YacTe:

CJIYIOAJIN: (Kpatkoe cojepxaHHe JOKJIaJa WIM CCbUIKA Ha MpPUJIAaraeéMblii K MPOTOKOIY
TEKCT).

BBICTVYIIMJIU: (Kpatkoe conep:kaHue Ka)XIOTO BBICTYIUICHUS, 3aJaHHBIE BOIIPOCHI H
OTBETHI).
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PELIWJIN (ITOCTAHOBWJIN): (Pemienue dopmupyercs ¢ HUCHOJIb30BAHHEM MOJIEIIH,
MPUHATON ISl PACTIOPSTUTENBHBIX TOKYMEHTOB: UTO CJIeJIaTh, UCTIOJHHUTH, CPOK UCIIOJTHEHUS).

Pemenus, BeIpabOTaHHBIE Ha COBEMIAHWUHM, BHOCSTCS B MpOTOKoJ Tocie cinoBa PEIINJIN
(IIOCTAHOBMJIM). PemeHne MOXET cOAepXKaTh OAMH MM  HECKOJBKO  IIyHKTOB,
pacnoaraImxcs Mo 3HaYUMOCTH, KaX/IbIH U3 KOTOPBIX HyMEpYyeTCsl.

B cnyuae, korjga mpoTOKoJI PUKCUPYET pelIeHHe 00 YTBEPKIACHHH KAaKOTO-THO0 JOKYMEHTA, B
TEKCTE MPOTOKOJIa COJAEPKATCS CCBHUIKM Ha 3TOT JOKYMEHT, a caM JOKYMEHT Mpujiaraercsi K
IIPOTOKOJLY.

Oco0oe MHEHHWE YYacTHUKA COBCIIAHWS 10 NMPHHAMACMOMY PEIICHUIO 3alUCBhIBACTCS B
MIPOTOKOJI (TIOCIIE COOTBETCTBYIOIIETO TPOTOKOJIBHOTO PEIICHHUS).

B kauecTBe uCMONHHUTENS MOXKET OBITH YKa3aHO OJHO WJIM HECKOJBKO OJDKHOCTHBIX JIHIL
b0 CTpyKTypHOE moapasneneHue. Cpok MOXeT ObITh yKa3aH Kak KaJeHJapHas JaTa WA Kak
MIEPHO/T BBITOJIHEHUS paOOTEHI.

Cnosa CJIYILIAJIN, BBICTYIIWJIX, PEIINJIN (ITOCTAHOBWJIN) nedaratoT OT JEBOTO
TIOJISI TPOTTMCHBIMA OYKBaMH M 3aKaHYUBAIOT JIBOCTOYHEM.

Kaxxnprit paznen nmedaraercs ¢ KpaCHOW CTPOKH, YTOOBI BBIACIUTH B TEKCTE MPOTOKOJIA PeUb
OCHOBHOTO JIOKJIQTYMKA, BBICTYIUICHHS YYaCTHHUKOB OOCYXKJEHHs BOIPOCA U TMOCTAHOBJISIOIIYIO
4acTh, (HOPMYIHPYIOIIYIO pelleHue coBemanus (3acenanusi). C 3TOH ke LEIbI0 B TEKCTE
MPOTOKOJIa KKAYI (aMIJIWIO W WHUIMAIB BBICTYNAIOIMMX T[€YaTalOT C HOBOM CTPOKH B
MMEHHTEIIbHOM TaJIeKe, 3aMMCh BBICTYIICHUS OTACIAIOT oT (pammmmu neducom. Kaxapiit Bompoc
TeYaTaeTcsl ¢ KPaCHOM CTPOKH, (PaMIIIMK PU ATOM JIOITyCKAETCsl HE YKa3hIBaTh.

Jlomyckaetcst hopma cOCTaBIEHUS MPOTOKOJIA, TPU KOTOPOH (PUKCUPYIOTCS TOJBKO MPUHSTHIC
MTOCTAHOBJICHHUS (PEILIEHHs ) 0 COOTBETCTBYIOLIUM BOIIPOCAM.

[Iporokonodopmisier cekperapb 3acenanus. IOpuanueckyro CHily MPOTOKOJ MpHOOpeTaeT
TOJBKO MPH HAJIWYUM JBYX MOANMCENH - TMpenceaarenss M cekperaps 3acemanus. l[loamucu
pacrnojiaralorcsi OT TpaHMIBl JIEBOTO TMOJIA uYepe3 3 MEXKCTPOUHBIX HHTEpBaJla HMXKE TEKCTa
nportokosia. [loanucu BkimodaroT B ceds: HAMMEHOBAaHUE JTOJDKHOCTH (TIpelcenaTesib U CeKpeTaph
3acenaHusl ), TUIHbIC MOAMUCH U paciIu@pPOBKY IMOITHCEH.

Komun mnpoTtokonoB mnpu HEOOXOJWMOCTH PACCBUIAIOTCS 3aMHTEPECOBAHHBIM OpraHam
ucrionHUTENbHOW Biactu  Kypckoit o6Omactu, Kacropenckoro paiiona Kypckoir obmactw,
OpraHM3alsIM M JOJDKHOCTHBIM JIMIIaM B COOTBETCTBUM C YKa3zaTeJeM pPAacChUIKU; YyKa3aTellb
COCTaBJIISICT U MOANUCHIBAET UCIIOIHUTENb, OTBETCTBEHHBIH 3a MOJrOTOBKY BOIIPOCa.

[IpoTokouibl MeyaTaoTCs Ha JIUCTax CTaHAapTHOU GopMbl hopMaTa A4 U UMEIOT CIEAYIOUIUE
PEKBU3UTHI:

HaumenoBanue Buga mokymenra - ciioBo [ITPOTOKOJI meuataercst OT rpaHuilbl BEPXHETO
MOJIsI TIPOMUCHBIMU OYKBaMH Bpa3psIKy, MONYKUpPHBIM mipudrom No 17 u BbIpaBHUBAETCS IO
LEHTPY.

Bun comemranus, 3acenaHusi - OTAENSETCS OT MPEIbIAYIIETO PEKBU3UTA 2 MEKCTPOUYHBIMU
WHTEpBAJIaMH, TeYaTaeTcsl MOJIYKUPHBIM IIpupTOM uepe3 | WHTEpBal U BBIPAaBHHUBAETCA I10
LEHTPY.

Jlata npotokosa opopmiisieTcss HU(PPOBBIM I CIOBECHO-IIUGPOBLIM CIIOCOOOM U MeYaTaeTcs
yepes 2 MeKCTPOYHBIX HHTEPBala HUXKE MPEAbIAYIIEr0 peKBU3UTA.

[IpoTokosiaM MpUCBaUBaIOTCS MOPSIKOBBIE HOMEpA B Mpe/eiax KaJIeHJapHOIO roJia OTIEIbHO
M0 KaXXJOW TpyIIe MPOTOKOJOB: MPOTOKOJBI 3aCeJaHMil COBETOB, KOMHCCHUN, KOJIJIETUH U p.
[IpoTOKOJIBI COBMECTHBIX 3aceJaHHii HWMEIOT COCTaBHbIE HOMEpa, BKIIOYAIOIIME MOPSAIKOBBIC
HOMepa MPOTOKOJIOB OpraHu3alliii, MPUHUMABIINX y4acTHUE B 3aceJaHUH.

TekcT mpoTokona meyataercs yepes 1 - 1,5 mexxcrpounsix untepBana. [loamnucek otaensercs
OT TeKCTa 3 MEeXCTPOYHBIMH UHTEPBATAMH.

Homepa mnocraHoBneHuii (perieHuii), MPUHATBIX Ha 3acelaHUsAX, COCTOSAT M3 HOMepa
MPOTOKOJIa, HOMEpAa pacCMaTPHUBAEMOTO BOMPOCAa B TIOBECTKE JHSA M MOPSAKOBOIO HOMEpa
MMOCTAHOBJICHHUS (pEIlIeHus) B Mpeesax Bompoca.
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Ilo OTACIIbHBIM PCIICHHUAM KOJUICTHUAJIBHBIX OPraHOB MOI'YT HNPUHHUMATBLCA IPABOBLIC AKTHI
AnmuHKcTpanuu BepxHerpalilBOpoHCKOro cenbcoBeTa KactopeHckoro paiosa.
O6pa3zen mpoToKoja mpuBeaeH B npuioxkennu Ne 2 k Hacrosimed MHcTpyKuuu.

3.9. OdopmiieHne BHIMUCKH U3 MPOTOKOJIA

Bremmcka u3 IMPOTOKOJIa HPCACTABIACT coboii TOYHYIO KOIIMIKO YaCTH TCKCTAa MOAJIMHHOTO
IIPOTOKOJIA, OTHOCAILETOCS K TOMY BOIIPOCY ITIOBECTKH JHS, II0 KOTOPOMY T'OTOBAT BBIMMCKY. [Ipn
OTOM BOCIIPOU3BOIATCA BCC PCKBU3UTHI 6HaHKa, BBOJHAs 4aCTb TCKCTA, BOIMPOC IMMOBECTKU OH:, I1O
KOTOPOMY TOTOBHTCS BBIITUCKA, U TEKCT, OTPAXKAIOIINN 00CYKICHHE BOTIPOCA M MIPHHATOE PEUICHHE.
B sToMm ciyuyae HazBanue noxkymenTa opopmisiercs kak BBIIIMCKA U3 [TPOTOKOJIA.

O6pazern mpoTokoJia mpuBeieH B npuioxeHuu Ne 2 k Hactosielt MHcTpykumu.

3.10.IToaroroBka u ogopMieHne CJIYyKeOHBIX MHCEM

CnyxeOHble mucbMa AnMuHHUCTpanuu BepxHerpaiiBopoHckoro cenbcoBera KactopeHckoro
paloHa, TOTOBSTCS:

KaK OTBEThI O BbINOJHeHUH mopydeHuil ['maBbl Kacropenckoro paitona Kypckoil obnacty,
3amectutenei ['maBel Kactopenckoro paiiona Kypckoil ob6nactu, CTpyKTYpHBIX MOJpa3feleHuit
Anmunuctpanuu Kactopenckoro paiiona Kypckoit o0nactu;

KaK MCIOJIHEHHME MopydeHuil [naBbl BepxHerpallBOpoHCKOro cenbcoBera KactopeHckoro
paiioHa, TI0 BOIIPOCaM, OTHOCAIIMMCS K KoMneTeHIuH ['1aBel BepXHerpalBOpOHCKOTO CeIbCOBETA
Kactopenckoro paiiona, AnMuHUCTpauuu BepxHerpalBOpoHCKOro cenbcoBeta KacTtopeHckoro
paioHa;

KaK COTPOBOJUTENIBHBIC MUCbMa K Tpoekram pemeHuit CoOpaHul JemyTaTtoB, IPYTHM
JOKYMEHTaM;

KaK OTBETHI Ha 3aIIPOCHI PA3JIMYHBIX OPraHU3alui, IPEeIPUATUNA U YACTHBIX JINLL,

KAaK MHULMATUBHBIE THCHhMA.

CpokHM TOArOTOBKM OTBETHBIX IHMCEM YCTAHABIMBAKOTCS PE30JIOUUEN PYKOBOIAUTENS HA
OCHOBAaHUM HUMEIOIINXCS CPOKOB MCHOJHEHUs IMOPYYEHHH, 3allpOCOB WJIM IO PELIEHUIO aBTOpa
PE30JIIOLIHH.

TexcThl OTBETHBIX MUCEM JOJLKHBI TOYHO COOTBETCTBOBATH 33aJaHUSAM, 3a(DUKCHPOBAHHBIM B
pe3omonnu pykoBoautTenss. CpoKM NOANOTOBKM HMHMIIMATUBHBIX NHHUCEM ompeaensarorcs [naBoit
BepxuerpaiiBopoHckoro cenbcoBera KactopeHckoro paiioHa.

CnyxeOHble UChMa MeYaTaloTcsl Ha OJlaHKaX YCTaHOBJICHHOW (POpPMBI WIIM HA CTAaHAAPTHBIX
nucrax Oymaru ¢popmara A4.

[Ipu odpopmiennn nucbMa Ha JByX U 0oJiee CTpaHMIIAX BTOPAs M MOCIEAYIOIIHUE CTPaHHIIbI
HYMEpYIOTCsI MOCepeIMHE BEPXHETO MOJIs JINCTA apaOCKUMU [U(ppaMU.

CnyxebHble THChbMA U3NAralTcs: oT 1-ro muna MHoxectBeHHoro uwmcna ("IIpocum
npeaocTaBuTh HHMopMarwio...", "Hanpasisem Ha 3aKIIIOUCHHE
mpoekT..." u ap.), oT 3-ro auna exuHcTBenHoro uncia ("AaMuHuctpaiys BepxHerpaiiBopoHCKOTO
cenbcoBeTa KacTtopeHckoro paifona cuuraer...",

"AnMuHKCcTpanuu BepxHerpaiiBopoHckoro cenbcoBera KacropeHckoro paiioHa paccMmorpena...").

Texkcr mucebMa, Kak MpaBUJIO, COCTOMT M3 JIByX 4acTtel. B mepBoll uacTtu wuznaraercs
000CHOBaHME, MTPUYMHBI HAMKUCAHUS MHUCHhMa, MPUBOAATCA CCHUIKH Ha JOKYMEHTHI, SBISIOLIUECS
OCHOBaHMEM TMOJATOTOBKHM MHCbMa. Bo BTOpOil WacTu, HauMHaromeics ¢ ab3ama, MoMenarTcs
BBIBO/IbI, PEAJIOKEHNUS, TPOCHObI, PEIIEHHS U T.1I.

CnyxeOHble MHChMa MOJIEKAT BU3UPOBAHUIO:

UCTIOJIHUTEJIEM, OTBETCTBEHHBIM 3a IMOATOTOBKY CIYy>K€OHOTO MUCHhMA;
3amectuteneM [naBel BepxHerpalilBOpOHCKOro — cenbcoBeTa KacTOpeHCKOro paiioHa, TiIaBHBIM
CMELUAITHNCTOM-IKCIIEPTOM, B COOTBETCTBUU C paciipeeeHueM 00s3aHHOCTEH.
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BusupoBaHue oCylecTBISETCS Ha MPOEKTE MMCbMA Ha JIMIEBONM CTOPOHE IOCIIETHETO JINCTA
Huxe peksusuta "Iloanuce".

CnyxeOHble TMHCbMa TOMANMUCHIBAIOTCA [ 7aBoil  BepxHerpailBOpOHCKOTO — CelbCOBETA
Kacropenckoro paiiona, 3amecturernieM [7naBel  BepxHerpailBOpOHCKOIoO CeIbCOBETA
KacropeHckoro paiioHa, WM 10 UX NOPYYEHUIO APYTUMH JOJDKHOCTHBIMU JIUIIAMU.

Wudopmanmst 00 HCHONHHUTENE CIIy)KEOHOTO NHCbMa OQOPMISIETCS B COOTBETCTBUHU C
paznenom 3.4.20. Hactosieidt Mactpykuuu.

JlaToii muceMa ABISETCA J1aTa €ro MOoANUCAHHUS.

Obpa3ern ciryxeOHOTO MIChbMa MpUBECH B puiioskeHuH Nel k Hacrosimeit MHCTpyKImH.

3.11. IloaroroBka u opopMieHHe 3aNIMCOK (IOKJIATHBIX, CTYKeOHBIX, 00 bACHUTEIbHBIX,
NMOSICHUTEJILHBIX)

JlokiagHas 3amucka - JOKYMEHT, a/Ipe€COBAHHBIN BBIIIECTOSLIEMY JOJDKHOCTHOMY JIMLY U
M3JIaraloIui Kakoi-100 BONPOC C BBIBOJAMHU U NMPEAJIOKEHUSIMU cocTtaBuTens. OHa roTOBUTCA
KaK 110 MHUIMATUBE UCIIOJIHUTEIS, TaK U TI0 YKa3aHUIO PYKOBOIUTEIS.

Joxnannas 3anucka Ha uMmsa ['naBel BepxHerpailBopoHCKOro cenbcoBera KactopeHckoro
paiiona, MO/ITOTOBJIEHHAS CTPYKTYPHBIM noJipa3ieieHuEM AJIMHUHHCTpAILIU
BepxHerpailBOpoHCKOTO cenbcoBeTa KactopeHckoro paiioHa, B 00s3aTEIBHOM TOPSIIKE
BHU3HpyeTcs 3amectuteneM [ maBsl BepxHerpallBOpoHCKOTO cenbcoBeTa KacTopeHckoro paiioHa.

JloxnagHas 3anucka odopMIisieTcsi Ha CTaHAApTHOM JjucTte Oymarn ¢gopmata A4 u umMeer
CIIEyIOIlMEe  OCHOBHBIE  PEKBU3WUTHI:  HAUMEHOBAHME  CTPYKTYPHOIO  MOJpa3AeieHUs
AnMuHHCTpanuu  BepxHerpailBOpoHCKOTO cenbcoBeTa KacropeHckoro paiioHa, ajapecar,
HanMmeHoBanue Buma  gokymenta  (JOKJIAJTHAS  3AIIMCKA), ngary  JIOKyMeHTa,
PETrUCTPAIIOHHBI HOMEp JIOKYMEHTa, HaUMEHOBAaHUE NOKYMEHTa (3arojloOBOK K TEKCTY), TEKCT
JIOKYMEHTa, OTMETKY O HAJIMYMU IPUIIOKEHUH, OJIHCE.

OO6pa3er JOKIaTHON 3aMUCKX TTPUBEACH B IprtoxkeHuu Ne 3 k Hacrosiel MHCTpyKIuy.

CrnyxeOHble 3alIUCKU MCIIOJIB3YIOTCS Ul MH()OPMALIMOHHOTO 0OMEeHa MEX]y CTPYKTYPHBIMU
MoJipa3AesiecHus MU AIMUHUCTpanun BepxHerpailBopoHCkoro cenbcoBeTa KacropeHckoro paiioHa,
U TPUMEHSIOTCS Ul PELIEHHUs OINEpPaTUBHBIX BONPOCOB, BO3HUKAIOUIMX B YIPaBICHUYECKOH
NeATeNbHOCTH (BONPOCHl MAaTEPUAIBHO-TEXHUUECKOTO 00eceueH s, 3apochl, yTOUHEHHUE 3aJaHUH,
uHbopMalus 10 3ampocaM, pa3bsicHeHUs U apyrue). CiryxeOHble 3alUCKU COCTABISIOTCS TOJIBKO
10 T€M BOIIPOCAM, KOTOpPbIE TPEOYIOT 00513aTEILHOI0 JOKYMEHTAIBHOTO MTOATBEPKACHUS.

CnyxebHasg 3anmucka OQOpPMIISETCS aHAJOTMYHO MAOKIAJHOW 3alMcKe, 3a HCKIIOYCHHEM
pexBusuta "Bun noxymenta" (CJIYKEBHAS 3AITMCKA).

OObsicHUTENbHASA 3alMCKa - JIOKYMEHT, OOBACHSIOIIMN NPUYMHBI KaKoro-aubo coObITus,
(akra, mocrymka.

OObsicHUTENbHAS 3aMIMCKA MUIIETCS COCTABUTENEM, KaK MPaBUJIO, OT PYKH HA YMCTOM JIUCTE
Oymaru.

[losicHuTenpbHast 3amucka - JIOKYMEHT, CONPOBOXJIAIOIIMKA OCHOBHOW JIOKYMEHT H
HNOSICHAIOIMM  COJiepKaHWEe OTHENbHBIX IOJIOKEHHH OCHOBHOTO JIOKYMEHTA; COJAEprKallui
000CHOBaHME HEOOXOAMMOCTH MPHHATUS JAHHOIO JOKYMEHTA, XapaKTepUCTHUKY Leled, 3ajad,
OCHOBHBIX IIOJIOKEHUI NpPOEKTa JOKYMEHTa (3aKOHOIIPOEKTa, MPOEKTa IOCTAHOBICHUS U [p.);
MOSICHAIOMMH (0OBACHSIONINI) TPUYNHBI KAKUX-TTHOO0 1eHCTBUN, COOBITHH, (haKTOB.

[TosicHuTeNbHAs 3aMKMCKa COCTABIISIETCS HA CTaHJApTHOM JiucTe Oymaru ¢opmata A4.

Texkct odopmisieTcs B BUAE CBSI3HOTO TEKCTa. B OHON ero 4acTH KOHCTAaTHUpPYyeTCs WU
U3JIaraeTcs COJCpXKaHUE TIOJOKEHUM, IIyHKTOB M pa3Jie]loB OCHOBHOIO JIOKYMEHTa WIIHU
yIIpaBJIEHYECKOI CUTyaluu, coObITuH, (akToB. B Apyroi - oOBSICHAIOTCS MPUUYUHBL: MPUBOIATCS
pacueTbl, 5KOHOMUYECKOE M IOpUANYECKOe 000CHOBAHUE U JIpyrue Jloka3aTenbcTBa. [losicHeHus k
MIOJIOKEHUSM, pa3JieNiaM, IIyHKTaM OCHOBHOT'O IOKYMEHTa MOT'YT PacliojaraTbCsi ¢ y4eTOM CTENEHU
UX 3HAaYMMOCTH MJIM MOTYT OBITh HPOHYMEpPOBAHbI B COOTBETCTBHM C HOMEpPAMHU IMOJIOKEHUH,
pa3aesioB U IyHKTOB OCHOBHOTI'O JIOKYMEHTA.
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3aroJoBOK 3alMCKU JOJDKEH COYeTaTbCss C HAaUMCHOBAHHMEM OCHOBHOTO JIOKYMEHTA,
HarpuMep:

«[losicHuTenbHas 3anmucKa K npoekrty pemeHust CoOpanus nenyratoB BepxHerpaiiBopoHCKOTo
cenbcoBeta KacropeHnckoro paiioHa «O OrKETHOM mpouecce B BepxHerpaiiBopoHCKOM
cenbcoBeTe Kacropenckoro paitona Kypckoii o6mactuy»

NN
«ITosicHuTennHas 3alinucKa K IMPOCKTY IIOCTAHOBJICHU A AI[MI/IHI/ICTpaIlI/II/I
BepxuerpaitBopoHCKOTO cenbcoBeta  Kactopenckoro  pariona  "OO  yTBepKIeHUHU

AJIMAHHUCTPAaTUBHOIO PErVIAMEHTAY.

[losicHuTenpbHass 3amucka K MpPOeKTaM akToB AjMuHHCTpauuu BepxHerpaliBOpOHCKOTO
cenbcoBera KactopeHckoro paifona, pemenuit CoOpanus paenyratoB BepxHerpalilBOpOHCKOIO
cenbcoBera KacTtopeHCkoro paiioHa MOANMCHIBAETCSI COCTABUTENIEM aKTa C YKa3aHUEM
HaVMEHOBaHUS JOJKHOCTH.

OO0pa3iupl JOKIAAHBIX, CIYKEOHBIX, 0ObSICHUTEIbHBIX, MOSICHUTENIBHBIX 3alIUCOK NPUBEACH B
npuiioxkeHnd Ne 3 k Hactosiiedn MHCTpyKinm.

3.12.1ToaroroBka u ogopmiieHre JOr0OBOPOB (COrameHui)

Tekcr moroBopa (cormamieHus) (PUKCUPYET COTJAIICHHE CTOPOH OO0 YCTAaHOBJICHUH KaKUX-
00 OTHOIICHUH U PETYIUPYET ITH OTHOLLIEHUS.

[lepen  moamucanmeM  JOTOBOp  (COriamieHWe) — IMepemaeTcss  Ha  COTJIacOBaHHE
3aMHTEPECOBAHHBIM JIUIAaM (TIPOCTABIISCTCS BU3a).

Tekct moroBopa (COTJIANIEHHsI) COCTOUT W3 MpeamMOyibl M CTaTel, B KOTOPBIX YKa3bIBAIOTCS
COOTBETCTBYIOIIIME YCIOBHS 3aKi0o4aeMoro moroBopa. Crarbu moroBopa (cCorjamieHus), Kak
MPAaBHJIO, IMEIOT 3ar0JIOBKH.

[IpeamOyna conep>KUT CIEAYIONIYyI0 HWH(OpPMAIUIO: HAaWMEHOBAHHUS CTOPOH (TIOJIHBIE U
COKpAIIlEHHBIE), KTO WX TMPEACTABISICT W Ha OCHOBAaHMHM KAaKUX JIOKYMEHTOB JEHCTBYIOT WX
MIPECTaBUTEIIH.

Yucno pasnenoB - craTeid TEKCTa J0roBopa (COTJIANICHUs) MOXKET OBITh Pa3InYHbIM B
3aBHCUMOCTH OT YCJIOBHH JIOTOBOpa M corjacus CTOpoH. Kak mpaBumiio, BKIIFOUAIOTCS CIIETYIOLINE
paszienbl: MpEeIMeT JIOTOBOpa, YCIOBHSI M CPOKH BBITIOJHEHUS JCUCTBUH B 3aBUCUMOCTH OT
mpeaMera JIOTOBOpa, MpaBa W OOS3aHHOCTH CTOPOH, OTBETCTBEHHOCTh CTOPOH, MOPSIOK
paspelieHus CIopoB, CPOK JEHCTBHSI IOTOBOPa W TIOPSIOK BCTYIUICHHS €r0 B CHIIy, a TaKkKe
MOPSAZIOK PACTOPIKECHUS, U3MEHEHHSI IOTOBOPA (COTJIAIIICHU ).

3aKITIOUNTENbHAS YaCTh COJCPKHUT FOPUIMUYECKHE aJpeca CTOPOH C YKa3aHHEM IOYTOBOTO
ajpeca, 0AHKOBCKMX PEKBU3MTOB M TOJIKMCU (JIOJDKHOCTBH JIMIA, YIMOJHOMOYEHHOTO TOJITHCATh
JOTOBOD (COTJalIeHKe), €ro JIMYHAS IOITKCh U paciiu(pOBKa MOIHCH ).

[Moanmucu MOJKHOCTHBIX JIMII TIOJ] JOTOBOPOM (COTJIAIIIGHHWEM) 3aBEPSIOTCS MEUaTsIMH,
BOCIIPOU3BO/IIIMMH HAaUMCHOBAaHHE IOPHIUYCCKUX W (PU3UYECKUX JIMI, M PACIOJIararoTcs, Kak
MPaBUJIO, HA OJTHOM YPOBHE.

Psn BompocoB noroBopa (cornamieHus) MoKeT ObITh BBIHECEH B MPUIIOKeHHs. B aToM cinydae
BCE JJOKYMEHTBI JJOJIKHBI paCCMaTPUBATHCSI KAK COCTaBHBIE YACTH JOTOBOPA (COTIIAIICHHUS).

B noroBope (cormameHu#) ¥ B NPUIOKEHUSX K HEMY JIENaeTcs OTOBOpKa, 4YTO BCe
MIPHUJIOKEHHBIE IOKYMEHTHI SIBJISIFOTCSI HEOThEMIIEMOM YacThiO IOTOBOPa (COTIIAIICHHUS ).

JlaTa 3aKkirodueHus 10TOBOpa (COTIAIICHHs) MTeYaTaeTcsl OT MPaBOi TPaHUIBI TEKCTOBOTO OIS
CJIOBECHO-IIU(POBBIM cIIOCOOOM (MECSIL U TO).
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Ecnu poroBop (cornameHue) NOANUCHIBAETCS HECKOJBKMMM CTOPOHAaMH, TO JaTOM
MOJNUCAHUS JIOTOBOpA SABIISICTCS Haubosee MO3IHAA JaTa, MPH YCIOBUH, YTO JaTa BCTYILICHHS
JI0TOBOpA (COTJIAIIEHNS) B CUJIy HE OTOBOPEHA CTOPOHAMM.

ITonnucanubie I'maBoii BepxHerpallBOpoOHCKOro cenbcoBeTa KacTopeHCKOro paiioHa WiM 1o
€ro TOPYYEHHIO HHBIM JIOJDKHOCTHBIM JIMIIOM JIOTOBOPHI (COTJIAIICHHS) PETUCTPUPYIOTCS Yy
OTBETCTBEHHOIO paboTHHKAa BepxHerpaiiBOpoHCKOIro cenbcoBera KacropeHckoro paiona.
PerucrpanmonHslii HOMEp Ha JOTOBOpe (COTJANICHHH), KaK IPAaBHJIO, IMPOCTABISAETCS HUXKE
pekBusuta «lloamucey.

KonuuecTBo 3K3eMILISIpOB JOTOBOpa (COrJIaiieHus) 00ycaoBICHO KOJIMYECTBOM CTOPOH, €ro
MOANMCABIINX, HO HE MEHEe JIByX JK3eMIUIIpoB. Bce sK3eMIULsippl J0roBopa (COTrjalleHus)
JOJDKHBI  COJIEP)KaTh HMMEIOLIHECS TPHJIOKEHHS, TMOJUIMHHBIC MOAMUCH  YHOJHOMOYEHHBIX
JOJKHOCTHBIX JIUI] M OTTHCKH TTeYaTei.

[loaroToBka NpPOEKTOB COIVIAIEHWM O MpPeNoCTaBIE€HUU CyOCHIUN, CYOBEHUMH U HHBIX
MEXKOIO/KETHRIX TpaHChepToB U3 oOjacTHOro Oropkera OmomkeTy BepxHerpailBOpOHCKOTO
cenbcoBeTta KacTopeHckoro paifoHa M MX TMOJNHCAHME OCYIIECTBISIOTCS B COOTBETCTBUM C
MpaBUJIaMH, YCTAaHOBJIEHHBIMH OpraHaMu rocyapcTBeHHoi Biacti Kypckoit o6nactu.

CornamieHuss O MpPENOCTABICHUU CyOCHAMNA, CYOBEHLIMH M MHBIX MEXOHOKETHBIX

TpanchepToB H3 oOmacTHoro Oromkera OromkeTy BepxHerpaliBopoHCKOTO cenbCoBETa
KacTopeHnckoro palioHa He peruCTpUpYyIOTCs. B 3TOM ciydae MOAIMHHUKH COTJIAIICHUN XPaHITCS Y
HaYaJIbHUKaA oTaciia 6yXFaJITepCKOFO yuc€Ta u OTYETHOCTHU A,HMI/IHI/ICTpaIII/II/I

BepxnerpaiiBopoHckoro cenbcoBera KacropeHckoro paiioHa.
3.13.0¢opmiieHune 10BEPEHHOCTH

JIoBepeHHOCTh - 3TO MUCHBMEHHOE YIOJIHOMOYME, BBIJABAEMOE OJHUM JIMIOM ((U3UYECKUM
WM IOPUIUYECKUM) IPYroMy JIMILY A7l IPEICTaBUTENIbCTBA MEepe]l TPEThbUMU JINLIAMHU.

JloBEepeHHOCTh BBIAAETCA 3a MNOANKMCHIO [7aBbel BepxHerpaliBopoHCKOTO CenbCoBETa
Kactopenckoro paifoHa Wjd MHOTO JIMIIA, YIIOJTHOMOYEHHOTO Ha 3TO, C MPOCTaBJIECHUEM TepOoBOM
MeyvyaTy.

3.14.0¢opmiienne akTa

AKT - JIOKYMEHT, TMOJTBEPKIAIONIUNA KaKoW-1100 ¢akr, coObiThHe, aeicTBHE. AKT
COCTaBIIsIETCS  NpPU  IpHUeMe-Tiepeade  JOKYMEHTOB, MaTe€pHAbHBIX  LIEHHOCTEH, Ipu
WHBEHTapHU3aIIH.

B GonpimmHCTBE ciiydaeB aKThl COCTABJISIOTCS KOMUCCUSIMU, KaK MMOCTOSIHHO JIEWCTBYIOIIUMH,
TaKk ¥ Ha3HAYaeMbIMU PACHOPSAIUTEIbHBIM JOKYMEHTOM (OOBIYHO PACIOPSIKEHHEM) MO YKa3aHHIO
PYKOBOJIUTEIS.

B oTaenpHBIX cilydasx akT MOKET ObITh COCTABJIEH OJIHUM WJIM HECKOJIbKUMU JAOJKHOCTHBIMU
JTUIAMHU.

AXT odopMmIsieTcss Ha CTaHIApTHOM JmcTe Oymaru ¢opmarta A4. Jlata 1 MECTO COCTaBIICHUS
JOJI’KHBI COOTBETCTBOBATH JJaT€ U MECTY aKTUPYEMOTO COOBITHUS.

AKT MMeeT 3aroJioBoK, HaunHawomuiica ¢ npemnora «O» («O0»), nampumep, «O mpueme-
nepenavye MaTepuanbHbIX IeHHOCTeR" nin «O crrcaHuy UCTIOPYESHHBIX OJIAHKOBY.

TekcT akTa COCTOMT M3 TpEeX 4YacTeil: BBEIEHHUs, KOHCTATUPYIOIIEW 4YacTH W BHIBOAOB. B
TEKCTE YKa3bIBAETCSI OCHOBAHUE ISl COCTABJICHUS aKTa, IEPEUUCIISAIOTCS JIMIA, COCTABISIONINE aAKT,
(haMuINK YIEHOB KOMUCCHH PAcIojaraloTces mo andaBuTy.

B koHcTaTHpyromeld 4acTd H3araloTcs IIeNd, 3aJa4d U CYIIECTBO MPOJEIaHHON paboThI
COCTaBUTEJSIMU AKTa, €€ PE3yJIbTaThI.

B 3akmounTenbHON YacTH aKTa AENaloTCsl BBIBOIBI MIIM PEKOMEHJAIUH.

TekcT akTa 3aKaHYMBAETCS CBEICHMSIMHU O KOJIMYECTBE JK3EMIUIIPOB aKTa U MECTE HUX
HaxoxJieHus. KoJM4ecTBO 3K3eMIUIAPOB aKTa OMNPEAENSIeTCs] KOJIMYECTBOM 3aMHTEPECOBAHHBIX
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CTOPOH WM HOPMATHBHBIMM JOKYMEHTaMH, PEINIAMEHTUPYIOIIMMH COCTaBJICHHE akTa. B 3Ttom
Clly4ae IIOCJIe TEKCTa Mepe]] MOAMUCAMHU YKa3bIBalOT KOJIMYECTBO COCTABIIIEMBIX IK3EMIUIIPOB aKTa
U UX MECTOHAXO0XKJACHUE, HAIIpUMED:

CocTaByieH B 2 BK3eMIgpax:

1-11 »kx3. HanpaBJieH B ADMMHMCTpaluuioo KacTopeHCKOTO panoHa Kypckom
objactu,

2-¥ ®»K3. — B HOeJO.

[Ipy HanM4MK NPUIIOKEHUM HA HUX JEJIAeTCs CChUIKA.

AKT TOINUCHIBAIOT MpeAcenaTeb U BCe cocTaBUTENH. JomKHOCTH mepen daMHIusIMHu He
YKa3bIBarOTCA.

Ecnu xTo-1100 U3 cocTaBUTENE HE COIJIaceH C aKTOM, OH IOJIUCHIBAET €ro ¢ OTMETKOM O
cBoeM Hecornacuu. Ocoboe MHEHHE 0(OPMITSIETCS HA OTJIEIBHOM JINCTE U NIPUIIATAETCsl K aKTy.

Psan pazHoBuaHOCTElN akTOB TpeOyeT yrBepxkaeHus. Hanpumep, akT o ciMcaHuy npuiie e
B HErOJTHOCTH MeOENH, aKT O BBIJIECJICHMM K YHMUTOXXEHHUIO TOKYMEHTOB M Jie1 AJMUHUCTpalUuu
BepxuerpaiiBopoHckoro cenbcoBeta KactopeHnckoro paiioHa u T.4. YTBepxkaAeHHE 0GOPMIIAECTCS
rpudoM B yCTAaHOBJIIEHHOM MOPSAKE.

OO6pa3ipl aKToB NpUBEEHBI B puiiokeHuu Ne 4 k Hacrosiet MHCcTpykuuu.

3.15. O¢gopmiienue TeredoHorpaMmm

TekcT TenedoHOrpaMMBI MTepeIacTCcsl YCTHO TI0 KaHajaM TeJIe(OHHON CBS3M M 3aIMCHIBACTCS
MOJTy4aTeIeM.

TenedonorpaMmbl peKOMEHIYeTCsl MCIOIb30BaTh JAJSl ONEPATUBHOTO PEIICHHS BOIPOCOB B
CyJasX, KOrja cooOIleHus, TmepenaBaeMbie 10 TenedoHy, TpeOyloT ITOKYMEHTaIbHOTO
opopmienus. TenedoHorpaMmamu repearoTCsl HECIOKHbIE TEKCTHI (TIPUTIIAlICHHs Ha COBEIIaHuE,
3acelaHue U T.1.).

Ucxonmsmas teneponorpamma opopMiisieTcss Ha CTaHAAPTHOM JIMCTE OyMmMard, ¢ yKasaHHEM
BCEX HEOOXOJMMBIX PEKBU3HUTOB, B ABYX S3K3EMIUISpPAaX MU MOAMHUCHIBAETCS PYKOBOJIUTENIEM WU
OTBETCTBEHHBIM HCIIOJIHUTEIIEM.

[Ipu opopmienuu renedoHOrpaMMbl YKa3bIBAIOTCS:

HauMEHOBaHHE OTIPABUTEIS,;

pEerucTpaMoHHbI HOMED (TTPU HEOOXOIMMOCTH) U J1aTa;

BpeMsi IpUeMa-Tiepe1auy;

ajpecar;

TEKCT;

MOATHCE.

B neBom BepxHeM yriy I[e4yaTalOTCs HAUMEHOBAHWE OpraHU3alMd - OTIPABUTEIS,
HauMeHoBaHue Buja nokymenta - TEJIEOOHOI'PAMMA (mewaraercss IpOMUCHBIMU OYKBaMH),
pErucTpaIoHHBII HOMED, JaTa (1aToi TeneoHOrpaMMBbl SBIISIETCS 1aTa ee Mepeaadn ).

B npaBom BepxHeM yriy nedaraercs aapec moJiydaTes.

Ecnu TenedonorpamMmmMa nepenaercss HECKOJIbKUM aJipecataM, K Heil puiiaraetcs ux CIUCOK ¢
yKa3zaHueM HoMepoB TenedoHoB. B aToM cinydae B Tenedonorpamme aenaercs otmetka «llepegano
COTJIACHO CMHCKY (CIHCOK MPUIAraeTcs)y.

Texct Teneponorpammel odopmisercs ¢ ab3ama. B Tekcte crnenyer u30eraTh
TPYAHOTIPOU3HOCUMBIX CJIOB M CIIOKHBIX 000poTOB. B Tenedonorpamme He 10KHO ObITH Oosiee 50
CIIOB.

PexBuzur «lloamuck» COCTOUT W3 HAWMEHOBAHUS [JIOJDKHOCTH JIMIA, TOAMHCABIIErO
TeneoHOTpaMMy, €ro MHHUIMAIOB U (haMUITUU IS BXOAAIIUX TenedoHorpamm, a TakkKe JIMYHOU
MOATNUCH JJIS1 UCXOISIIUX TeTe(hOHOTpaMM.
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Otmerka o mnpueme Tene)OHOTPAaMMBI COCTOUT H3 cioBa «[IpuHsUD», HaMMEHOBAaHUS
JOJDKHOCTH, WHUIMAJIOB MMEHM M OTYeCcTBa, (aMHIMM JIMIA, NPUHSIBIIEro TeiedoHorpammy,
HOMepa TenedoHa, Mo KOTOpoMy MpHUHsTA TeleoHOrpaMma.

BXOI[}IH_[aH Teﬂe(bOHOI‘paMMa 3alMUCbIBACTCA MNPUHHUMAOIIUM Ha YUCTOM JIUCTC 6YMaI‘I/I C
COOJTIO/ICHHEM CTaHIAPTHBIX TPABUII O(OPMIICHUSI.

TeneponorpaMmbl  0QOPMIIIOTCS B JBYX OSK3EMIUIApax H peructpupyrorcs. I[lepBbiit
IK3EMILUISIP TEepeacTCsl Ha PacCMOTPEHHE PYKOBOJAMTENI0, KOTOPOMY OHAa aJapecoBaHa, BTOPOii
IK3EMILISIP TeIeHOHOrpaMMbl HAITPABJISIETCS B JICIO.

4. OPTAHM3ALIUA TOKYMEHTOOBOPOTA
4.1. IlpyHUIMNIBI OPraHU3alMHU I0KYMEHT0000poTa

JIBi>keHHe JTOKYMEHTOB B AJMHHHUCTpalni BepxXHerpalBOpOHCKOTO  CENbCOBETa C
MOMEHTa MX CO3/IaHWS WM TIOJYYCHHUsS [0 3aBEPIICHUS WCIOJHEHUS WM OTHPaBKU 00pa3yer
JOKYMEHTOOOO0pOT.

[Topsinox MNpOXOKJIEHUS JTOKYMEHTOB B AJMHUHHCTpanuu BepxHerpailBopoHCKOro
CeJIbCOBETA OIpeNeNsIeTCsl HHCTPYKLKEH MO JIe0NPOU3BO/ICTBY.

Opraamu3zanusi JOKyMEHTOO0OpoTa B AAMUHUCTpAIiuu BepXHEerpaliBOPOHCKOTO CEIIbCOBETA
OCYIIIECTBIISIETCSI UCXOIS U3 CJICIYIOIINX MTPUHITUTIOB:

[EHTpaTN3alus OTIepaIiii o MPUEMY U OTITPaBKE IOKYMEHTOB;

pacrmpeenieHie JOKYMEHTOB Ha JTOKYMEHTOTIOTOKH, WMEIOIINE OJMHAKOBBIA MapiipyT
(MapuIpyTH3aIus 10KyMEHTOB);

OpraHu3aIs MPeIBaApPUTEIHLHOTO PACCMOTPEHHUSI TIOCTYMAOIIUX JIOKYMEHTOB;

UCKIIIOYEHHE BO3BPATHBIX JIBIKEHUH JOKyMEHTa, HE OOYCIOBJICHHBIX JI€JIOBOMU
HEO0X0IMMOCTBIO;

OJIHOKPATHOCTh PErHCTPAIH IOKYMEHTOB;

ycTpaHeHHe HeOOOCHOBaHHBIX COTJIACOBAHUM MPOEKTOB JOKYMEHTOB;

periameHTalus onepauuii o 06padboTke, pACCMOTPEHUIO U COTJIACOBAHUIO JOKYMEHTOB.

B nmoxymenToobOopore  AaMuHHCTpanuu — BepxHerpaiBOpoHCKOTro CenbCcoBETa
Kactopenckoro paiioHa B COOTBETCTBUM C OCOOCHHOCTSMH TEXHOJIOTHYECKOW 00paboTKH
BBIJICTISIIOTCA  JOKYMEHTONOTOKU: TOCTYyIMAaoIias JOKyMEHTauus (BXoJsmias); OTIpaBisieMast
JOKyMEHTaIus (Mcxojsmias); BHYTpEeHHssl JAOKyYMeHTanus. B cocraBe Bxojmsmiedl u ucxopsiein
JOKYMEHTAI[UU MOTYT BBIIEISATHCS:

JOKYMEHTBI, TIocTynuBmue u3 Aamunucrpamun Kypckoit o6mactu, Kypckoit oGiactHOH
Hymbl, Aamunuctparuu Kacropenckoro paitona Kypckoii oonacru;

JOKYMEHThl M3 JPYrHX OpPraHOB TOCYJapCTBEHHOW BJIAcTH, OPraHoB MECTHOIO
CaMOYTIpaBIICHUS;

oOpallleHus rpaxaaH;

3anpocsl aenyratoB Kypckoii obinactHo# J[ymbl 1 OpraHoB MECTHOTO CaMOYIIPaBICHUS;

JOKYMEHTBI U3 TOCYIapCTBEHHBIX  HETOCYIAPCTBEHHBIX OPraHU3alni;

JOKYMEHTBI M3 MPaBUTEIbCTBEHHBIX U HEMPABUTEIHCTBEHHBIX OpPraHU3AIMi 3apyOeiHbIX
CTpaH U ApYyrue rpymnmsl JTOKyMEHTOB.

B Anmunncrpanun BepxHerpaiiBopoHCKOro cenbcoBera KactopeHckoro paiioHa qocTtaBka
1 OTIPABKA JOKYMEHTOB OCYILECTBIISIFOTCS CPEACTBAMU MTOUYTOBOM CBSI3U U DJIEKTPOCBSI3H.

C nmoMouIbk0 MOYTOBOM CBSI3U, B MECTHYIO a/IMUHUCTPALIMIO JOCTABIISIETCS
MHUCbMEHHAs1 KOPPECTIOHJAEHIMS B BUJI€ MPOCTBIX U PETUCTPUPYEMBIX MUCEM, TOUYTOBBIX KapTOYEK,
OaHzeposel U MEIKUX MaKeTOB, a TAK)KE MeYaTHbIC U3/IaHus.

[To xaHamam 5JEKTPOCBS3HM MOCTYMAIOT: (pakcorpamMmbl, Teae(hOHOTPAMMBI, AIIEKTPOHHBIE
JOKYMEHTBHI.

4.2. Ilpném 1 nepBu4Hasi 00pad0TKa NOCTYNAKIIMX JOKYMEHTOB
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JIOKyMEHTBI, MOCTyMAaIMe B AJIMUHUCTpaluio BepxHerpallBOPOHCKOTO  CelbCOBETa
Kactopenckoro paifoHa Ha OyMaXHBIX HOCHUTENAX, MPOXOAAT TIEPBUUYHYIO 00pabOTKy,
MPEBAPUTEIILHOE PACCMOTPEHHUE, PETUCTPAIMIO, PACCMOTPEHHE PYKOBOJICTBOM U JIOCTAaBIISIOTCS
HUCIIOJTHUTCIIAM.

[Ipuem u mnepBuuHas 00pabOTKa JOKYMEHTOB OCYIIECTBIIIETCS OTBETCTBEHHBIM 3a
JETIOTIPOU3BOACTBO  COTPYIHHUKOM AJMHHHUCTpaui  BepxHerpaiiBopoHCKOTO CelbCcoBeTa
KacropeHnckoro paiiona.

JIOKyMEHTBI, TMOCTYNHUBIIME B AJIMUHUCTpaIio BepxHErpalBOPOHCKOTO  CEJIbCOBETa
Kacropenckoro paiiona B pabodee BpeMmsl, MPOXOJAAT MEPBUYHYIO OOpabOTKY M MepeAaroTcsl Ha
pEeTUCTpalio B JICHb IOCTYIUICHHS, NPU TOCTYIUICHMH B Hepaboyee BpeMsi Ha CIIEAYIOIIUIH
pabouuii IeHb.

KoHBepThl ¢ JOKyMEHTaMU BCKPBIBAIOTCS (32 MCKJIIOUEHHUEM KOHBEPTOB C IOMETKON
(«Cexpetnoy», «[ns cmyxkeOHoro mosb3oBanust», «Konpunenuuansaoy», «KomMepdeckas TaitHay,
«JTMYHO»), TIPOBEPSIETCS TPABUIFHOCTh JOCTaBKH, IEJIOCTHOCTh YIAKOBKU JOKYyMEHTOB. [lpm
O6Hap}I)K€HI/II/I OTCYTCTBUA JOKYMCHTOB HIJIN HpI/IJ'IO)KCHI/II\/'I K HHUM COCTaBJIICTCA AKT B ABYX
JK3eMIUIsApax (OAMH akT MpHOOIIAaeTcs K MOCTYMHUBIIEMY JTOKYMEHTY, BTOpPOIl HampaBisercs
OTIPABUTENO JOKYMEHTA).

KOHBepTBI BXOOAIIHUX TOKYMEHTOB, KaK ITPaBUJIO, YHHYTOXAKOTCA. B OTACJIBHBIX ClIydasx
JuTsi GUKCAIMK CBEJICHUH O BPEMEHH OTIPABKU WM TIOJYYCHHs JOKYMEHTOB (HApYIICHHE CPOKOB
OTIIPaBKM W TIOJIyYSHHsI), ajJpeca OTIPABUTENS, €CIIM OH OTCYTCTBYeT B CaMOM JOKYMEHTE,
KOHBEPTHI MPUKPETUISIOTCS K JOKYMEHTY M TIOMEIIAIOTCSl BMECTE ¢ HUIM B HOMEHKJIATypHOE JIEJIO.
Taxke He YHHYTOXKAIOTCA KOHBEPTHl C CYyJIEOHBIMH, NPETEH3UOHHBIMH, apOUTPa]KHBIMU
JTOKYMEHTaMH U ¢ OOpalieHUus MU TpaXkKIaH.

OmunboYHO JOCTaBIIEHHBbIE JOKYMEHTBl IEPECBUIAIOTCS [0 MPHUHAIICKHOCTH HIIH
BO3BpPAILAIOTCS OTIIPABUTEIIIO.

[ToctynuBiive TOKyMEHTBI COPTUPYIOTCS Ha TOJUIEXKAIUE U HE MOAJIEeKAINe PErUCTPaLUH.
K nokymeHTam, He MOJUIekKAallUM pETUCTPAlMM, OTHOCSTCS JOKYMEHTBI, HE TpeOyromue
UCIIOJIHEHUS M HE cojepxamue MH(OpMaIMK, UCIONb3yeMON B CIPAaBOYHBIX LENAX, HAIpUMEDP:
[IPUIJIACUTENbHBIC, MO3ApPaBUTEIbHBIC IHCbMa, TeJerpaMMbl, OWIEThl, IUIaHbI, [POrPaMMBbl
CEMHMHApOB, KOH(EpPEHIMH, CUMIO3MYMOB M Jp. MOJOOHBIX MEPONpPHUATUH, JOKYMEHTHI II0
OyXrajaTepckoMy Y4ery, MaTepHajJbHO-TEXHHYECKOMY OO0ECICUYEHUI0, IJaHOBble, (HMHAHCOBBIE
JOKYMEHTBI, HOCTyHaroImue 6e3 COnpoOBOAUTENIBHOTO MUChbMA, PEKJIAMHbIE IOKYMEHTHI,
KOMMEpYECKHE TPEeAJOKEHHs, TIedyaTHble U3[aHus, YHU(UIUpOBaHHbIE (OpMBI U OaHKK
JOKYMEHTOB U JIp.

B cnydae HanmuMs Ha koHBepTe (yIakoBKe) Ipuda orpaHUyYeHHs JOCTyHa K JOKYMEHTY
(«CexpetHo», «lns ciykeOHOTO MOJIb30BaHUS») 3TH KOHBEPTHI (YIIAaKOBKA) HE BCKPBIBAIOTCSA, a
NEepeaaoTCss COTPYAHUKAM, UMEIOIIUM JOCTYI K CBEAECHHUSM, COCTAaBIISIOLIMM TOCyIapCTBEHHYIO
TalHy.

JIOKyMEHTBI, MOCTYNUBIINE ¢ OTMETKaMu «CpouHo», «OnepaTuBHO» U JIp., IepeJatoTcs Ha
PErucTpanuio He3aMeUIUTENbHO.

[IpumepHbIil TIEepedeHb HEPErucTPUPYEMbIX BXOAALIMX JOKYMEHTOB IIPUBEJCH B
npunoxenun Ne 7 Hacrosieidt MHcTpyKkium.

4.3. IlpeaBapurtebHOE paccMOTPEHHE JOKYMEHTOB

OTBETCTBEHHBIM CIIELIMATUCTOM IPOBOJUTCS IPEIBAPUTEIILHOE PACCMOTPEHHE JIOKYMEHTOB B
LEJIAX BBIJENCHHUS] M3 BCEr0 MaccHBa MOCTYNMBILIEH KOPPECIIOHIECHIIMU JIOKYMEHTOB, TPEOYIOIIHUX
oOsi3aTenbHOrO paccMoTpeHust [maBoit BepxHerpaiiBopoHckoro — cenbcoBeTa KacropeHckoro
paifoHa U HarpaBisieMbIX HETIOCPEICTBEHHO OTBETCTBEHHBIM HCIIOJIHUTEISAM, a TaKkKe TPEOYIOLINX
0e30TyIaraTeIbHOT0 PACCMOTPEHUsT PYKOBOJCTBOM AJMUHHUCTpanuu BepxHerpaiiBopoHCKOro
cenbcoBeTa KacropeHckoro paiioHa. JlokyMeHTHI, aapecoBaHHble |'naBe BepxHerpaliBOpoHCKOTo
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cenbcoBeTa KactopeHckoro paiioHa, a Taxke 0e3 ykazaHHs KOHKPETHOTO JIMIIA, MPEIBAPUTEIHHO
paccMaTpuBaIOTCS OTBETCTBEHHBIM CHEIUATMCTOM, a 3aT€M HaNpaBISIIOTCA PYKOBOIUTEINIO.
JIoKyMeHTBI, TMOCTyNUBIIME B AJMHHUCTpauuio BepxHerpailBOpoHCKOro CEIbCOBETA
Kactopenckoro paiiona mo BompocaMm, HE TpeOYIOIIMM pPacCMOTPEHHUSI PYKOBOACTBOM,
HAIpaBJAKOTCA OTBECTCTBCHHOMY CHCHHUAIMUCTY HCIOCPCACTBCHHO. OcHoBaHueM AJid TIPUHATUA
pelieHuss B XOJ€ MPEIBAPUTEIHLHOTO PACCMOTPEHUs SBISICTCS COJAEpKAHUE ITOKYMEHTa, a HE
a/JipecoBaHMe JOKyMEHTa COOTBETCTBYIOLEMY JIOJPKHOCTHOMY JIMILY.

PCSYJII)TaTOM NpeaABapUTCIIBHOTO PAaCCMOTPCHHUA SABIACTCA HAIIPABJICHUC IOOKYMCHTA Ha
BBIHECEHHE pe3oiitonun (nopydenus) ['maBe BepxuerpaiiBopoHckoro cenbcoBera KactopeHnckoro
pa1710Ha WM 3aMCECTUTCIIIO TJIaBbl B COOTBCTCTBHMU C YCTAHOBJICHHBIM B AI[MI/IHI/ICTpaIII/H/I
BepxnerpaiiBoponckoro  cenbcoBeta KactopeHckoro paiioHa pacmpeneneHuemM o00si3aHHOCTEN
MCKIAY PYKOBOOUTECIIEM, €TI0 3aMECTUTCIICM U MHBIMH JOJIKHOCTHBIMU JIMI[aAMU.

4.4. Peructpauus NoCcTynawommx 10KyMeHTOB

[lomyueHHble TOKYMEHTHI MOCJIE MPEABAPUTENBHOIO PACCMOTPEHHUS PErMCTPUPYIOTCS,
HE3aBHUCHMMO OT cmocoba HMX  JIOCTaBKW, 3amectureneM  [nmaBel  AQMUHHCTpanuu
BepxuerpaiiBOpOHCKOTO  CEJIbCOBETAa B PETUCTPAIIMOHHO-KOHTPOJILHOM (opme — KypHaie
BXOJISIIIIEH KoppecnoHAeHIHH (fanee nmenyercs PKO).

[Toctynmaromue B AamuHucTpanuioo BepxHerpalilBopoHCKOro cenbcoBeta KactopeHckoro
pailoHa TOKYMEHThl PETUCTPUPYIOTCS B JIEHb MOCTYIUICHUS, WIIK Ha CIEAYIOUUN pabounii 1eHb, B
cllydae MOCTYIUIEHHsI TOKyMEHTa B Hepabodee BpeMs. JIOKYMEHTHI, MOCTYMHBIIME C OTMETKaMHU
«Cpouno», «OrmepaTUBHO»  DPETUCTPUPYIOTCS  HezaMmemuTenbHo.  OOpaiieHus  TpaxaaH
pEerucTpupyroTcsi B TeueHue Tpex nHed. JlokymeHTbl, He TpelOyrouue Oe30TiaarareiabHOro
paccMOTpPEHUS, PETUCTPUPYIOTCS U TOTOBATCA K IEpeiade PyKOBOJUTENIO Ha pACCMOTPEHUE TAKKE
B T€YEHUE TPEX JHEH.

@aKT perucTpanuy BXOJAIIEr0 JOKYMEHTa NOATBEPKIAETCS OTTUCKOM PErMCTPALlMOHHOTO
mramna. Ha moctynaromux qokyMeHTax Ha OyMa)kKHOM HOCHTENIE, MOJJIeKAIIUX PErucTpaluy Ha
JIMLEBOM CTOPOHE NEPBOrO JINCTA B MPABOM HWXKHEM YINIy IPOCTABISIETCS OTTHUCK, CIYKAIAW
YHUKAJIbHBIM HICHTU(QHUKATOPOM JIOKYMEHTa B CHUCTEME YMpaBlieHUs TOKyMeHTaMu. B yka3zaHHBIH
OTTHCK OT PYyKHM BIIMCBIBAETCS J1aTa IOJIYYECHHsI JOKYMEHTa M €ro pPEerucTpallMOHHBbII HOMEp B
YKypHaJe perucTpaluuy BXOAsIIed KOPPECIIOHICHIIUH.

Jlis co3maHus TOUCKOBBIX CHUCTEM W JIOCTIDKEHUS WH(OPMALMOHHOW COBMECTUMOCTHU
YUETHBIX JIaHHBIX YCTAHABIIMBAETCS CIEAYIOLIMNA COCTaB OCHOBHBIX PEKBU3UTOB y4eTa:

HauMEHOBaHHE OpraHU3aluu (aBTOPa WIH KOPPECIIOHICHTA);

HaVMEHOBaHUE BUJA JIOKYMEHTA;

JlaTa OCTYIUIEHUS! U PETUCTPALIMOHHBIA HOMED TIOKYMEHTA;

JlaTa CO3JaHus U UCXOIALIMN HOMEP TOKYMEHTA;

3aroJIOBOK K TEKCTY (KpaTKoe coAepxaHue TOKYMEHTA);

pe3oroIus (UCIOJHUTEND, COJIEp:KaHue MOPYUYCHHUS, aBTOD, JaTa);

CPOK MCHOJIHEHHUS IOKYMEHTA;

OTMETKa 00 UCIIOJIHEHUH JOKYMEHTA U HalpaBlIEHUH €To B JIEIO.

OO6paszel )xypHaia perucTpauu MOCTYMAIMIHUX JOKYMEHTOB IPUBEAEH B MpuiioxkeHH No §
Hacrosumen MHCTpyKuu.

4.5. Ilopsinok paccMoTpeHusi 10KyMeHTOB [s1aBoit BepxHerpaiiBOpoHCKOro
ceabcoBera KacTopeHcKkoro paiiona u 10BeieHUsI JOKYMEHTOB 10 HCIIOJITHUTe el

[TonyueHnHas koppecnoHAeHLUs HanpasiseTcs [ aBe BepXHerpalilBOpOHCKOTIO CEJIbCOBETA
KacropeHckoro pailoHa Ha pacCMOTpPEHHUE.
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[locne paccMOTpeHMsI pPYKOBOJCTBOM JIOKYMEHTBI BO3BpAIAIOTCS K CHELUAIUCTY I10
JIEJIOTIPOU3BOJICTBY JUIsl IEPEHECEHUSI YKa3aHUM MO0 UCTIOIHEHUIO (PE30JIIOLNN) B PETUCTPALIMOHHO -
KOHTpOJIbHYIO popmy (PKD);

B cootBeTcTBMM € yKa3aHUSMHU 110 MCIOJIHEHMIO IMOJUIMHHUK JIOKyMEHTA HaIpaBiIseTCs
OTBETCTBEHHOMY  HCIIOJIHUTENIO, COMCIIOJIHUTENISIM  HAMpaBJISIOTCA  KONHUU  JOKYMEHTOB
(M3roTOBIICHHE KOMUW JIOKYMEHTOB Il PACCBUIKM HCIIOJHUTENSAM  SIBISETCS  (PyHKIHEH
OTBETCTBEHHOTO CIICLIMAIUCTA).

4.6. Oprannzanus padoThl ¢ OTHPABJIsIEeMbIMHU IOKYMEHTAMH

OTBETCTBEHHOCTh 3a COCTaBJI€HHME M O(opMIeHHE JOKYMEHTa B COOTBETCTBUU C
YCTaHOBJIEHHBIMU B ATMUHUCTpauuu BepxHerpaiiBopoHckoro cenbcoBera KactopeHckoro paiioHa
MIpaBUJIaMH, a TAK)KE COTJIaCOBAHME MPOEKTa JOKYMEHTA C 3aMHTEPECOBAaHHBIMHU OpPTaHaMU BJIAacTU U
OopraHu3anusaMu (BHGHIHGG COFJ'IaCOBaHI/IC) U OOJDKHOCTHBIMH  JIMIIAMH A}IMI/IHI/ICTpaHI/II/I
BepxHerpailBOpoOHCKOTO cenbcoBeTa KacTtopeHckoro paiioHa (BHYTpEHHEE COTJIACOBAHHE)
BO3JIaraeTcs Ha UCIOJIHUTENS JOKYMEHTA.

[IpoexkTel  NOKyMEHTOB  AJMHMHUCTpaluu  BepxHerpaBOpOHCKOIO CeIIbCOBETA
Kacropenckoro paiioHa TOTOBSITCS Ha OJaHKaX YyCTAHOBJEHHOM (OpMbI; i  OTHpPaBKU
JOKYMCHTOB, HC UMCIOIIINX ajlp€CHOﬁ YaCTH, TOTOBATCA COIIPOBOJUTCIIBHBIC ITMChMA.

Jlo mpezncTaBieHuss Ha MOAINUCH HCIOJHUTENb IPOBEPSET MPaBUIBHOCTH O(OpMIIEHUS
AOKYMCHTOB, IMPaBUJIIBHOCTL aAp€COBAaHHA, HaAJIUYUC H€06XOJII/IMBIX BU3, HpHJ’IO)K@HPIfI, npu
HGO6XOHI/IMOCTI/I I/IH(l)OpMaHHfl, CIIPpaBOK, MOSACHUTCIIBHBIX 3aIllMCOK, Pa3bACHAIOMIUX COACPIKAHHC
MIOATOTOBJICHHBIX JOKYMEHTOB.

IIpoexTsl JOKYMEHTOB BHU3UPYIOTCA HCIOJHHUTENIEM (PYKOBOJIUTENEM CTPYKTYPHOTO
MOJIpa3/IeNeHus ), IPU HEOOXOIUMOCTH pabOTHUKAMU APYIHX CTPYKTYPHBIX MOJPA3/ieeHull; BU3bI
IIPOCTABJIAIOTCS HA JIMIIEBOM CTOPOHE MOCIEIHEr0 JMCTa BTOPOTO AK3eMIuIApa (KONHUU) JOKyMEHTa
B HIDKHEH €ro 4aCTH MJIU HA JIMCTE COTJIaCOBAHUS.

4.7. Perucrpanusi oTupaBJjisieMbIX IOKYMEHTOB

JlokyMeHTBI, TOJNMUCcaHHbIe [7aBoil (3amecTuTeneM TrjaBbl) BepxHerpaiiBopoHCKOTO
cenbcoBeTta KacropeHckoro paiioHa, mepearoTcsi Ha PETUCTPaldi0 K 3aMmecTutento [ naBbl
AJIMUHHUCTpAIIUU CEITLCOBETA.

OTBETCTBEHHBIM CIEIHAINCT OCYIIECTBISACT MPOBEPKY MPABHWIBHOCTH O(OPMIICHHS
JOKYMEHTa, KOMIUIEKTHOCTH JOKYMEHTa M COOTBETCTBHUS KOJIHMUYECTBA AIK3EMILISIPOB JOKYMEHTa
CIHUCKY PAcChUIKH; HEMPAaBUIBLHO 0(OPMIICHHBIE TIOKYMEHTHI BO3BPAILIAIOTCS MCTIOTHUTEITIO.

Peructpanus oTmnpaBisieMbIX JOKYMEHTOB OCYIIECTBISIETCS B JI€Hb WX MOANHUCAHUS
(yTBepikIIeHHS ) HIIK Ha CIeAYIOMHi pabouuil 1eHb.

CBeneHusi 0 perucTpupyembix JokymeHTax BHocsTcs B PK®, ucnonssyemble aisi yuera,
MOUCKA, XPaHEHHUS U UCTOJIb30BaHUS JOKYMEHTOB.

PeructpaiinoHHbIit HOMEp JOKYMEHTA U JlaTa PErUCTpalliy MPOCTABISAIOTCS HA MOJUIMHHUKE
JOKYMEHTa B PEKBU3UTaX OJIaHKa U HA KOTIMH, OCTAIOIIEHCS B JIeJie OpraHU3aIliH.

Komusa pokymeHTa ¢ BU3aMU M TMPHIOKEHUSMH B COOTBETCTBHHM C HOMEHKIATYPOW Jaem
MOAIIMBACTCS B Jel0 (BXOAAIIUN JOKYMEHT IepelaeTcsi Ha XpaHEeHHe B JIeJ0 BMECTE C
JOKYyMEHTOM-OTBETOM).

OO6paszer xypHana perucTpaiiy OTIPAaBISIEMbIX JOKYMEHTOB MPUBEICH B MPHUIOKEHUU No
9 Hacrosuen MHCcTpyKInm.

4.8. OTnpaBKa JOKYMEHTOB
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OtnpaBky HCXOIAIIMX JOKYMEHTOB 3a moAnuchio [naBel BepxHerpailBopoHCKOro
cenbcoBeTa KacTopeHCKOro paidoHa W/HMIM €ro 3aMecTUTENs IPOU3BOJAUT OTBETCTBEHHBIN
CIELUAJIUCT.

OTBETCTBEHHBIN  CIEIMAINCT TPOBEPSIECT MPABHIBHOCTE  O(GOPMIICHHUS  MCXOJSIINX
JOKYMEHTOB, IIPOU3BOJUT COPTUPOBKY TOKYMEHTOB IO CIIOCOOY OTHpaBiieHUs (IIpocTasi, 3aKa3Has,
MEeXAYHapOAHAs U Jp.).

JIOKyMEeHTBl Ul OTHpPABKU MPEACTABIAIOTCS HCIOJHUTEISIMU C yKa3aHUEM IIOYTOBOIO
aznpeca (Homepa (akca), SIeKTPOHHOTO aJipeca WM ¢ yKa3aTeJIeM PacChUIKH.

Crienmanuct, OTBETCTBEHHBIM 3a OTHPABKY MCXOJALIEH KOPPECIOHACHLIMHU, IPOBEPSET
HaJIMYu€ COOTBETCTBYIOLIMX MOJANUCEH, MCXOJALIEr0 HOMEpa, JAaThl, ajJpeca U YKa3aHHBIX B
MHACbMaxX MPUJIOKEHUN.

HenpasmibHo oopMiieHHbIE TOKYMEHTHI U KOPPECTIOHIEHIUSI HECTYKEOHOTO XapakTepa K
OTIpPaBKE HE MPUHUMAIOTCS U BO3BPALLAIOTCS UCIIOTHUTEITIO.

JIOKyMEHTBI TOJyIekaT OTIpaBKE B JIEHb UX PETUCTpalliy WM Ha CleAyouuil padounii
neHb. CpoyHas KOPPECHOHIEHIUS OTIIPABIISIETCS B IEPBYIO OUEPEIb.

JloKyMeHTBI c rpudom «CekpeTHOY, MEepPENalTCs  3aMECTUTENNI0 [ 7aBbl
BepxnerpaiiBopoHckoro cenbcoBera KactopeHckoro paiosa.

Pemenne o cnocobe 10CTaBKU JOKYMEHTa JAPYrUM ajpecaTaM, a Takke 0 HeoOXOJUMOCTH
JOCBUIKM aJipecaTy IMOJJIMHHUKA JIOKyMEHTa Ha OyMaXHOM HOCHTENe B Ciydae OTIPaBKU
JOKYMEHTa MO0 (paKCUMUIILHOM CBSI3U WJIM 3JIEKTPOHHOM MOYTE MPUHUMAET UCTIOJIHUTEb.

OtnpaBnseMass MO MOYTE€ KOPPECHOHJCHIMS TMPOXOJUT YHAKOBKY, ajJpecoBaHue (mpu
HaIpaBJIEHUU JOKyMeHTa Oosiee ueM B 4 ajipeca B COOTBETCTBUU C YKa3aTeJIeM PacChUIKH, KOTOPBIN
COCTaBJISIETCS UCIIOJIHUTENIEM JIOKYMEHTA), IPOCTaBJICHHE CTOMMOCTH MOUYTOBBIX YCIYT U Mepeaavy
Ha OTIPABKY B MECTHOE OTJIEJICHUE CBSA3H.

JIOKyMEHTBI, HampaBisieMble MOYTOBOW CBSI3bI0 B OJMH aJpec, BKIAABIBAIOTCS B OJUH
KOHBEPT.

Ha 3aka3Hyl0 KOppECHOHJIEHIIMIO, Ha JOKYMEHTBI ¢ TloMeTkKou «/[ims cmyxeOHOTO
MOJIb30BAHUS COCTABISIETCA PEECTp, KOTOPBIA 3aT€M BO3BPAIIAETCA K OTBETCTBEHHOMY
CHEIHAIMCTy C pacluCcKOoi pPaOOTHUKOB TIOYTOBOTO OTAENEHUS CBSI3M WMJIM MHOTO JIWIIA,
o0ecnevnBaroIIero OTIPaBKy JOKYMEHTOB.

JloKkyMeHTBI, TMpelHa3HaYeHHbIE IJI OTHPaBKH MO (PaKCUMUIBHON CBS3H, IEpelaroTcs
OTBETCTBEHHOMY CIEIHAIUCTY C yKazaHueM HoMepa tenedoHa, (hakca aapecara.

OO6paboTka TOKYMEHTOB ISl OTIIPABKU MMOYTOBOM CBSI3bI0 OCYIIECTBIISIETCS CIIELUATHCTOM
[0 JEJONPOU3BOJCTBY B COOTBETCTBMM C llpaBuiaMu OKa3aHMsl YCIOyr IIOYTOBOM CBA3W,
YTBEPKJIEHHBIMU MPUKa30M MUHHUCTEPCTBA CBSI3U U MAacCOBBIX KOMMYyHHKauuii P® ot 31 wurons
2014 roma Ne 234.

4.9. Peructpauus v NpoXosKieHue BHYTPEHHUX JOKYMEHTOB

[IpoxosxaeHne BHYTPEHHUX JOKYMEHTOB Ha dTamax UX MOATOTOBKH M OPOPMIICHUS JOJIKHO
COOTBETCTBOBATh MPOXOXKACHUIO OTIPABIAEMBIX [TOKYMEHTOB, a Ha OJTale WCIOJHEHUS —
MOCTYHAIOIINX TOKYMEHTOB.

Pacniopspkenuss AnMunuctpauuu BepxnerpaiiBopoHckoro — cenbcoBeta KactopeHckoro
palioHa MO JIMYHOMY COCTaBy IIOCII€ UX MOATOTOBKA M COTJIACOBAHMS C 3aWHTEPECOBAHHBIMHU
JOJKHOCTHBIMM JIMLIAMM TEpealoTcs Ha noanuch ['naBe BepxHerpallBOpOHCKOTO — CelIbCOBETA
Kacropenckoro paiiona. [locie moamucanus JOKYMEHTHI IEPEIAIOTCS B KaIPOBYIO CIIYKOY.

[IpoekTbl pacnopsiAUTENbHBIX JOKYMEHTOB IIOCJI€ TMOATOTOBKM M COTJIACOBAHMS C
3aMHTEPECOBAHHBIMU JIOJDKHOCTHBIMHU JIMIIAMU TE€PEAAIOTCS CIEHHAIUCTY, OTBETCTBEHHOMY 3a
JIeIOTIPOU3BOICTBO, KOTOPBIN OCYILIECTBISET KOHTPOIb 32 MPAaBUIBHOCTHIO UX 0(hOpPMITCHHUS.

[Ipotokon odopmisieT cekperaphb 3aceganuu. [locie MOATOTOBKH MPOTOKOJN —IMEpeaaeTcs
MpeAce1aTeNto sl €ro MOANUCAHUS.
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OdopmiieHHBIE JTOKYMEHTHI MEpEeNaloTCsl Ha MOINHCHh PYKOBOJCTBY B COOTBETCTBHUH C
IIPABOM TIOAIHUCH TOKYMEHTOB U paclpeieIeHueM 00sI3aHHOCTEH.

Ilocne noamucaHuss JOKYMEHTBI  PETUCTPUPYIOTCA.  Pa3MHOMKEHHBIE  DK3EMIUIAPBI
MOANKCAHHBIX PYKOBOIUTENISAMU M 3apErMCTPUPOBAHHBIX pPACHOPSAAUTEIBHBIX JOKYMEHTOB B
00s3aTEIbHOM ~ TIOPSIIKE  MEpEeJaroTcs  CIEUUAINCTaM, B BEICHUU KOTOPBIX  HAXOIATCA
paccMaTpuBaeMble BOIIPOCHI.

OTBETCTBEHHOCTh 3a O0ECIEYEHUE COXPAHHOCTH CIYXKEOHBIX JTOKYMEHTOB, KOHTPOJIb HX
HCIIOJIHEHUS BO3JIaraeTCsl Ha OTBETCTBEHHBIX CIELUAIUCTOB

4.10. Yuer u aHaJn3 00beMOB IOKYMEHT0000POTA

VYder 00beMOB JTOKYMEHTOOOOpOTa BEAETCS B LENSIX COBEPIICHCTBOBAHHS OpPTaHHU3ALUU
paboOTBl C JOKyMEHTAaMH W pacdeTa ONTHMAaJbHOH YHCIEHHOCTH pPaOOTHUKOB, 3aHATHIX B
JIeIONIPOU3BOICTBE.

Ananu3 o00BEMOB JTIOKyMEHTOOOOpPOTa, CTPYKTYpPbl JOKYMEHTOIIOTOKOB W COJI€p’KaHus
JOKYMEHTOB, TMOCTYyNaloUMX B AJIMUHHUCTpauui0 BepxHerpailBopoHCKOTo CeNnbCOBETA
Kactopenckoro paiioHa M CO371aBaeMBIX MM, BEIETCS B IIENAX PAIMOHAIBHOTO pacHpeaeiIcHHUs
JOKYMEHTOTIOTOKOB, TIOBBIIIECHHS HMCIIOJHUTEIHCKON JUCIUIUINHBI, KadecTBa W A(P(PEKTUBHOCTH
MIPUHUMAEMBIX PEIICHUN.

[Tox o6beMOM JOKYMEHTOOOOPOTAa MOHUMAETCS KOJIMYECTBO JOKYMEHTOB, MOCTYNHBIIHUX B
AnMuHHCTpannio BepxHerpailBOpOHCKOro cenbcoBeTa KacToOpeHCKOro paiioHa U CO3/1aHHBIX UM 3a
OTIpeIeTICHHBIN MepUoJ BpeMEHH (MeCsI, KBapTaJ, MOJIyroinue, To).

VYder koim4ecTBa JOKYMEHTOB IPOBOJIUTCS IO PETHCTPAIMOHHBIM JaHHBIM B MECTax
perucTpanuy JOKyMEHTOB. 3a €JUHMIlY y4eTa KOJIMYECTBA JOKYMEHTOB NMPUHUMAETCS 3K3EMILIAP
JNOKyMEHTa (HO/UIMHHUK WJIM KONUS, €CIM 53TO €JWHCTBEHHBIH SK3eMIUIp JIOKYMEHTA).
OK3eMIUISIpbl  IOKYMEHTa, TIOJIydaeMble B pe3ylbTaTe KONUPOBaHHUA WIM THPAKUPOBAHUS
JOKYMEHTa, B 00beMe JOKYMEHTOO0OpOTa HE YIUTHIBAIOTCSI.

IIpu ydere MCXOIAIMX AOKYMEHTOB COIPOBOJUTENBHOE MUCHMO M IpUiIaracéMble K HEMY
JOKYMEHTBI IPUHUMAIOTCS 3@ OJIUH JIOKYMEHT.

4.11 PaboTa ucnoJIHUTEJISI ¢ JOKYMEHTaMH

OTBETCTBEHHbBIC CIICIHaJIuCThI A,I[MI/IHI/ICTpaI_II/II/I BerHGFpaﬁBopOHCKOFO CCJIBCOBETA
o00ecreynBaT OII€PAaTUBHOC PACCMOTPEHUC NOKYMEHTOB, IOBCACHUC UX 10 HCITOJIHUTENICH B JCHb
IOCTYILICHHUA.

[Ipu paccMOTpeHMH JOKYMEHTOB PYKOBOJIHUTENb BBIACISACT JTOKYMEHTHI, TpeOyromue
CPOYHOTO MCTIOJHEHHS. JIOKYMEHTBI, TPUCIIAHHBIC JJIsl COTJIACOBAHMUS, PACCMATPUBAIOTCS B MIEPBYIO
ouepenib. CpouHbIe JOKYMEHTHI MIEPEIalOTCsl HEMEATIEHHO.

HcnonHurenp moydaeT JOKYMEHTHI B JICHb MX PETHUCTPAIMM WM Ha CICAYIOIIUN JCHb C
MOPYYCHUEM PYKOBOIUTEIIS.

HcnonHeHne TOKyMeHTa BKIIOYAET B ceOsl:

-cOop u 00paboTKy He0OX0IMMOI HHPOPMAIIHH;

-TIOJITOTOBKY MPOEKTa JOKYMEHTa, U BCEX HEOOXOIUMBIX MPHIOKEHH, ero 0hopMIICHHE,
COrJIacOBaHME TMPOEKTa JOKYMEHTa C 3aMHTEPECOBAaHHBIMU  JIOJDKHOCTHBIMU  JIUIIAMH,
Mpe/ICTaBJICHHEe Ha yTBepkaeHue (moanucanue) [aBe BepxHerpallBOpOHCKOTO — celbCcOBETa
Kacropenckoro paiioHa (3aMeCTUTENIO TJIaBBI BepxHuerpaitBopoHCKOTO CeNbcoBeTa
Kacropenckoro paiioHa);

-TIOJITOTOBKY K MEPEChUIKE aJipecary.

HcnonHeHHble W TpeAcTaBIsieMble Ha MOAMHUCH JOKYMEHTHI JIOJDKHBI OBITH MPaBUIBHO
opOpMIICHBI, UMETh HEOOXOAMMBbIE TPHUJIOKEHUS U BU3Bl (WCIIOTHHUTENS, HadallbHUKA OT/AeNa,
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coucnoyinurenen u ap.). K HUM npuxiaabiBalOTCs BCEe MaTepHalibl, Ha OCHOBAaHHHM KOTOPBIX
TOTOBHWJICS JOKYMEHT, B XPOHOJIOTHUECKOM TMOPSIIKE.

Ha ucxopsmem nucbMme (MOUIMHHUKE U €r0 KOIKU) MCIIOIHUTEIEM YKa3bIBaeTCs HOMEpP
JIOKYMEHTA, Ha KOTOPBIM MOJArOTOBJIEH OTBET.

KonnuecTBo 3K3eMIUISIPOB pacchllaeMOro JOKYMEHTa ONpenesseTcss pykoBoiacTBoMm. Ha
JOKYMEHT, pacChlIaeMbIil 00Jiee YeM B YEThIpE aJpeca, TOTOBUTCS CIIMCOK YKa3aTeslb PACCHUIKH.

[Ipu omepaTWBHOM peEIIEHUH BOMPOCOB 0O€3 COCTaBIEHUS OTBETAa HCIOJHHUTEIb JENaeT
OTMETKHU Ha JJOKYMEHTE:

-0 JIaTe TOJIyUYEHHUS IOKYMEHTa Ha UCIIOJTHEHHUE;

-0 JaTax MPOMEXYTOYHOTO MCIIOJHEHUs (3ampoc CBEACHHH, TeaehOHHBIC MEPEroBOPHl U
T.1.);

-0 JlaTe W pe3ybTaTaX OKOHYATEILHOTO UCTIOJIHEHHUS, HAlIPABJICHUU JJOKYMEHTA B JIEJIO.

Bce ormeTkn odopMItsatoTcss Ha 000POTHOM CTOPOHE MEPBOTO JINCTA OCHOBHOTO JOKYMEHTA,
BHU3UPYIOTCSI HMCIOJHUTENEM, PYKOBOJIUTEIEM CTPYKTYPHOTO TMOApa3elieHus ¢ pacimu@poBKOi
(haMuIIMK U JATOM CTIMCaHMs JOKYMEHTa B JIEJIO.

Ecnu nmopyuenue AaHO HECKOJILKMM HMCTIOJHUTENSM, TO JOHKHOCTHOE JIMIIO, YKa3aHHOE B
MOPYYCHUH TEPBBIM WM OTBETCTBEHHBIM, SBJISIETCS OCHOBHBIM UCIIOJIHUTENIEM JaHHOTO
MOPYYCHUS, HECET OTBETCTBEHHOCTh 33 €0 UCIIOJIHEHHE M OPraHu3yeT padoTy COUCIIOTHUTEINEH 110
€r0 BBITIOJTHEHHIO.

OCHOBHOW  UCIOJIHUTENb  OMPENEIseT  CPOKH  TMPEACTaBICHUS  MPEIIOKEHUN
COMCTIOJTHUTEIISIM, TTOPSAOK COTJIaCOBaHUS 1 MOATOTOBKH UTOTOBOTO MPOEKTa JOKyMEHTa. B cimydae
HEOOXOJUMOCTH HCIIOJTHEHHS TMOPYYEHHUSI B CXKAThble CPOKM OCHOBHOW HCIOJHUTEIh OPraHU3yeT
OTIEpaTHBHOE BBITIOJHEHHE. Bce ocTambHble HCTOJHUTENN OTBETCTBEHHBI 32 CBOECBPEMEHHBIA W
KaueCTBCHHBIM aHaW3 WHGOpPMAIMM U TIPEACTABICHUE OTBETCTBEHHOMY WCIIOJHUTETIO B
YCTaHOBJIEHHBIE UM CPOKU HEOOXOIUMBIX MaTepUaloB (MMPOEKTOB JOKYMEHTOB, CIIPABOK, CBEICHUI
U T.J.).

[Ipn HEOOXOIMMOCTH W3MEHEHHS CPOKa HCIOJIHEHUS MOPYYEHHs] OCHOBHOW HCHOJHUTENb
npeacrabisier Ha umsa [7aBel BepxHerpailBopoHCkoro — cenbcoBeta KacTopeHckoro paiioHa
JOKJIaTHYIO 3alMCKY C MOTUBUPOBAHHOM MPOCHOOH O MPOIEHUH 3TOTO CPOKA.

WToroBelii NTOKyMEHT B 00s3aTEJILHOM MOPSIKE BU3HPYETCS BCEMHU COMCIOIHHUTEISIMU
JOKYMEHTA, YKa3aHHBIMU B IOPYUYCHHH.

JloKkyMeHTBI, HaIpaBliieMble B OpraHbl TOCYJapCTBEHHbIE BIIACTH, MOANUCHIBatoTCA [ aBoit
BepxuerpaiiBoponckoro  cenbcoBeta Kactopenckoro paitoHa. B pekBusute «McnoJHUTENbY
ykasbiBatoTcss @.M.O. 1 KOHTaKTHBIN TeaePOH OTBETCTBEHHOTO CIICIIHAINCTA.

B cnyuae orcyrcTBus HcmONHUTENS (KOMaHIUPOBKA, OTIYCK, OO0JI€3HB) PYKOBOIUTEINH
nepenaeT JOKYMEHThI IPYyroMy MCHOJIHUTENIO0. B ciydyae yBoiapHEeHHS pabOTHHKA WM TIepexo/ia Ha
JPYroi y4yacTok paboThl JOKYMEHTHI [IEpeIaloTCs M0 akTy npuéma-nepeayd BHOBb HAa3HAUEHHOMY
COTPYIHHKY.

HcnonHuTenbs He AOHKEH pasriamiaTh COAEp)KaHUE MOCTYHAIOMINX K HEMY JOKYMEHTOB H
MOATOTOBJICHHBIX MPOEKTOB CIY)KEOHBIX JOKYMEHTOB, C HUMU MOTYT OBITh O3HAKOMJIEHBI TOJILKO
JUIa, UMEIOIIHE OTHOIICHUS K UX UCIIOJIHEHHUIO.

5. TJOKYMEHTAJIbHBIN ®OHJI AIMUHUCTPAIIUA
OPEXOBCKOI'O CEJIbCOBETA
KACTOPEHCKOI'O PAMOHA

5.1. Pa3pa6oTka 1 BegeHHe HOMEHKJIATYPBI A€
HomenknaTypa aen — cUCTeMaTU3MPOBAaHHBIN NepeueHb 3aroJI0BKOB (HaMMEHOBAaHUIM) e,

3aBOJMUMBIX B AIIMI/IHI/ICTpaI_II/II/I BerHeraﬁBOpOHCKOFO CCJIIbCOBETA KaCTOpeHCKOFO paﬁOHa, C
YKa3aHUCM CPOKOB UX XpaHCHMU, O(l)OpMJ'IGHHLIfI B YCTAHOBJICHHOM ITOPAAKE.
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Homenknarypa nen ucnonb3yercs Ui TPYNIIMPOBKU HCIOJHEHHBIX JOKYMEHTOB B J€a,
CUCTEMAaTH3allMM U YydyeTa Jell, ONPEIENICHUS CPOKOB HX XpAaHEHUS M IIOMCKa JOKYMEHTOB.
Homenknarypa fen sSBIsS€TCSI OCHOBOM JUIsl COCTAaBJICHUSI ONMCEN €]l TIOCTOSIHHOIO U BPEMEHHOTO
(cBpimie 10 yieT) xpaHeHus, a Takke A8 ydyera A€l BpeMeHHOro (1o 10 neT BKIHOYMUTEIBHO)
XpaHEHUS.

Homenknarypa nen siBisercss OCHOBOM (GOpMUpPOBaHUSA JOKYMEHTaIbHOTO (oHIa
AnmuHHcTpanuu BepxHerpalilBOpoHCKOro cenbcoBeTa KacTopeHckoro paioHa. JIOKyMeHTaIbHbIN
boun AnmuaucTpanuu BepxHerpallBopoHCKOTO cenbcoBeTa KacTOpeHCKOTo paiioHa COCTABISIOT
JOKYMEHTBI, CO3/laHHble B AZMUHUCTpauuu BepxHerpaiiBopoHckoro cenbcoBera KactopeHckoro
pailoHa ¥ TOJIydEHHBIE €10 B pPE3yJbTaTe B3aUMOJEHUCTBUS C JPYrMMH OpraHaMiy YIpaBJICHUS,
OpraHu3alUsIMHU U FPAKIaHAMH.

OTBETCTBEHHOCTh 3a COCTaBJIE€HHME HOMEHKIATYpbl [ell, MOpsSA0K (OpMUpOBaHUS U
odopMmIiIeHHs JIeN1, 0OecTieYeH s X yueTa U COXPAaHHOCTH, OpraHu3alus Mepeiadyu /1€ B apXUBHBII
otnen AnmuHucTpanuu KactopeHckoro pailoHa JeKUT Ha CHEeMaTuCTe OTBETCTBEHHOM 3a apXMB B
AnmMuHHCcTpannu BepxHerpailBOpoHCKOro cenbcoBeTa KactopeHckoro paiioHa.

Homenknarypa nen cocraBnsercs Ha ocHOBe u3yueHus Ilonoxenus 06 AIMUHUCTpanuu
BepxuerpailBopoHCKOro cesibcoBeta KacTOpeHCKOro pailoHa, IITAaTHBIX PAClUCAHUM, IUIAHOB H
OTUYETOB 0 paboTe, HOMEHKJIATYpP JIe] 3a MPE/IIECTBYIOUINE T0/Ibl U TOKYyMEHTOB, 00pa3yomuecs B
NEeATENbHOCTH AIMUHHUCTpauu BepxHerpailBopoHCKOro cenbcoBeTra KacropeHnckoro paioHa.

B Anmunuctpanmn  BepxHerpailBOpOHCKOTO cenbcoBera KactopeHckoro paiioHa
HOMEHKJIAaTypa JeJl COCTaBjsieTcss 3amecTuTeneM [ naBbl  AJMHUHHCTpallMM — CEJIbCOBETA,
MOANUCHIBAETCS] PYKOBOIUTEIIEM.

OmuH pa3 B S5 JeT HOMEHKJIaTypa el AJIMHUHUCTpauuu BepxHerpaiiBOpOHCKOTO
cenbcoBera KacropeHckoro paiiona yreepxaaercs OIIK apxmBHOro ympasnenus Kypckoi
obnacTu.

Homenknarypa nen AaMuHucTpauun BepxHerpalBopoOHCKOTO cenbcoBeTa KacTopeHCKoro
paiioHa, HOIIUCaHHAasA OTBETCTBEHHELIM CIICITHAIIFCTOM, YTBEPKIAETCS I'nmaBoit
BepxuerpaiiBopoHckoro  cenbcoBeta KactopeHckoro paitona mocie ee yrBepxkaeHus OIIIK
apxuBHOTO yrnpasieHus Kypckoit obmactu He mo3mHee 31 mexaOpsi TEKyIero roja U BBOJUTCS B
nercTBue ¢ 1 sHBaps CIeAyIOMIEro roaa.

B cinyyae u3MeHeHMsI CTPYKTypbl AJIMHHUCTpalUM BepxHErpailBOpOHCKOTO  CElIbCOBETA
KactopeHnckoro paifoHa HOMEHKJIATypa el TOJUISKHUT IepepadoTke W yrBepxkaeHuto OIIK
apxuBHOTO ynpasneHusi Kypckoii ob6mactu.

Homenknarypa nen B KOHIE KaXJIOrO TOJa YTOUHSIETCS, YTBEP’KIAETCS U BBOJAUTCA B
neicTBue ¢ 1 sHBaps cieayronero KaJleHI1apHoTo roja.

Homenknarypa nen AnMuHuctpauuu BepxHerpalBOpoHCKOro cenbcoBeTa KacTopeHCkoro
palioHa TOTOBUTCSI HE MEHEE YEM B TPEX IK3EMILIsApax: 1-M SK3eMIUIAp, KaK TOKYMEHT ITOCTOSIHHOTO
CpOKa XpaHEHHMs, IOMEUIaeTcss B Jel0 B apxuBe AJIMHUHHCTpauuu BepxHerpaiBopoOHCKOTo
cenbcoBeTta KacropeHckoro paiiona, 2-ii - ucmoib3yeTcss Kak pabouuil sk3emIuisap, 3-ii - B
ApxuBHoM otaene AnmuHuctpanuu Kactopenckoro paitona Kypckoit oOmactu. PabGouwmii
SK3EMIUISIP HOMEHKJIATYPbI 11 MOKET BECTUCh B JIEKTPOHHOM BUJIE.

B HOMeHKnarypy Aen BKIIIOYAKOTCS 3aroJIOBKHU JIEN, OTPAXKAIOIINE BCE JOKYMEHTHPYEMbIE
ydacTku paboTsl AnMuHHCTpanuu BepxHerpaiiBopoHckoro ceibcoBeTa KacTopeHckoro paiioHa.

B HOMeHKaTypy €1 HE BKIHOYAIOTCS IEPUOINYECKHE U3/IaHU.

B rpade 1 HOMEHKIATyphl Aed MPOCTaBISIOTCA MHIEKCH KaKJOro Jeja, BKIIOUEHHOTO B
HOMEHKJaTypy. MHIekc nena cocTout u3 nudpoBoro 0003HaYeHNUs CTPYKTYPHOTO MOApa3AeaeHus
U TIOPAJKOBOTO HOMEpa 3arojoBKa Jielna II0 HOMEHKJIAType B IIpelenax CTPYKTypHOTO
nospasnenenus. MHaekcsl 1en 0003HavatoTest apaObCKUMH U(paMu.

Hanmpumep: 12-05, roe 12 kox cTpykTypHOro mnoapasneneHus, 05 mOpsAKOBBIH HOMED
3aroJIOBKa Jiej1a B pa3/iejie HOMEHKIIATYphI AeIl.
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B HOMeHKaType aen peKOMEHIYeTCs COXPaHATh OJAMHAKOBBIE WHAEKCHI JJISi OJHOTOJIHBIX
Jen B TIpeleNiax pa3HbIX CTPYKTYPHBIX MOJPA3/eNeHUi; A NepexOoAsluX el HHACKC
COXpaHSeTCH.

B rpady 2 HOMEHKIATYpHI JIe)1 BKIIOYAIOTCS 3aT0JIOBKHU /1€ (TOMOB, YacTeil).

3aro0BOK Jieia JOJKEH YeTKO, B 0000IIeHHON opMe OTpaKkaTh OCHOBHOE COJIEpIKaHUE U
COCTaB JIOKyMEHTOB JeJa.

He nonyckaercst ynorpeOieHue B 3arojIOBKe Jiesia HEKOHKPETHBIX (POPMYITUPOBOK («pa3HbIe
MaTepuaibl», «Oo0IIas Mepenucka» MU T.JA.), a TaKKe BBOAHBIX CJIOB M CIOXHBIX 00opoToB. He
JOITyCKAeTCsl  YIOTpeOJICeHHEe COKpAIIEHHBIX CIIOB M COKPAIEHHBIX HAMMEHOBAHWUH OpPraHoOB
MECTHOI'O CaMOYIIPABIICHUS U YUPEKICHUM.

3arojioBOK  Jiela  COCTOMT M3  3JEMEHTOB,  paclojiaraéMblX B CleIyrolel
MOCIIEIOBATEIILHOCTH: Ha3BaHWE BHIA Jena (Tepemnucka, KypHal W T.J.) WIH Pa3HOBHIHOCTH
JTOKYMEHTOB (ITPOTOKOJIBI, IPUKA3bl U T.].); HA3BaHHE aBTOpa JOKyMEHTa; Ha3BaHWE OpraHHU3aIlNY,
KOTOpoil OynyT ajapecoBaHbl WJIM OT KOTOPOW OyayT MOJY4EeHbl JOKYMEHTHI (azpecaT WU
KOPPECTIOH/IEHT JOKYMEHTA); KpaTKOe COJep)KaHWe JOKYMEHTOB [IeNla; Ha3BaHWE MECTHOCTH
(TeppuTopun), C KOTOPOIl CBSI3aHO COAEpKaHNUE JOKYMEHTOB Jiena.

B 3aromoBkax nen, coaepikamMx JOKYMEHTBHI 10 OJIHOMY BOIIPOCY, HO HE CBSI3aHHBIX
MOCIIEIOBATEIILHOCTHIO UCIIOJIHEHHS, B Ka4eCTBE BU/A JIeNia YIOTPEOIISIETCS TEPMUH «IJOKYMEHTHI,
a B KOHIIE 3aroJIOBKa B CKOOKaxX YKa3bIBAIOTCS OCHOBHBIE PA3HOBUIHOCTH TOKYMEHTOB, KOTOPHIE
JOJDKHBI OBITH CTPYIITUPOBAHBI B Jiejie (TUIaHBl, CIIMCKH, TOKIJIAIbI 0030pBI, CBOJKH, CIPABKH U T.1.).

Hamnpuwmep:

JIOKyMEHTBI O pacCMOTpPEHHH oOparieHuii TpaxiaaH (0030pbl, CBOJKH, AHATUTHYCCKUE
CIIPaBKH).

N
[TIpoToKOJIBI COBEILIAHMIA.

B 3aronoBkax gen, coaeprKamiux NepernucKy, YKa3blBaeTcs, ¢ KEM U [0 KaKOMY BOIIPOCY OHA
BEJIETCSL.

B 3aronoBkax jnen, colep)KalluMX IMEpenucKy C OJHOPOJHBIMH KOPPECHOHICHTAMH,
MOCJIETHIE HE YKAa3bIBAIOTCS, a YKa3bIBaeTCs UX oOlee BUI0BOE Ha3BaHUE.

Hanpuwmep:

[Tepenucka ¢ Aagmunuctparueit Kacropenckoro paiiona Kypckoit o6mactu Mo OCHOBHBIM
BOIIPOCAM JIeATEIbHOCTH.

[Ipn o06o03HayeHHMM B 3aroJIOBKax JAeNl aJIMUHUCTPATUBHO-TEPPUTOPHAIBHBIX EAMHHIIL
YUUTBIBAETCS CJEAYIOLEE: €CIM COAEp)KAaHWE Jejla Kacaercsd HECKOJbKHX OJIHOPOJHBIX
aJMUHUCTPATUBHO-TEPPUTOPHUAIIBHBIX €IUHMUI], B 3ar0JIOBKE JI€JIa HE YKa3bIBAIOTCA UX KOHKPETHbIE
Ha3BaHMs, a yKa3bIBaeTCA WX 00Ilee BUOBOE HAa3BaHUE.

Hampumep:

[lepenucka ¢ npeqnpuATUAMU palioHa 10 XO35HCTBEHHBIM U APYTUM BOIPOCAM.

B 3aronoBkax jgen, coaep)KalluxX IUIAHOBYIO WJIM OTYETHYIO JOKYMEHTAIWIO, YKa3bIBaeTCs
nepuo/ (KBapTai, roj) Ha (3a) KOTOPbIH COCTABIEHBI TUIaHBI (OTYETHI).

Hamnpumep:

l'ogoBbie mnaHbl pabOTHl OTAENOB AJMUHHUCTpPAIIUU BepXrHerpalilBOPOHCKOTO CElbCOBETa
Kacropenckoro paiioHa.

Ecau geno 6y,Z[CT COCTOATh M3 HECKOJIBKHUX TOMOB HJIH qaCTeﬁ, TO COCTaBJIACTCA O6IJ.[I/II71
3aroJIOBOK Aacjia, a 3aTeM IpUu HGOGXO,Z[I/IMOCTI/I COCTaBJIAIOTCA 3aroJIOBKM KaXXJ0I'0 TOMa (‘-IaCTI/I),
YTOUYHAIOIUEC COACPIKAHUEC 3aroJIOBKa JeJ1a.
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3aroyioBok c()OpMHPOBAHHOTO B OTJCIBHBIA TOM MPHIIOKEHUS K JIEITy
JIOJIKEH COOTBETCTBOBATH 3ar0JI0BKY IOMELLIEHHOTO B 3TOT TOM JIOKYMEHTA.

[Topsiiok pacioioKeHusl 3aroj0BKOB JIEJI BHYTPU Pa3esioB U M0Jpa3eioB HOMEHKIATYpPbI
JIENT OIIPEJIENSIETCS CTEIIEHBIO0 BAXKHOCTU JOKYMEHTOB, COCTABIISIFOIIMX J€JIa, U UX B3aUMOCBs3b10. B
Hayajie pacHoJlararoTCsl 3arojOBKU JIed, COAEPXKALUX OPraHU3alMOHHO-PACIOPSAUTEIbHYIO
JOKYMEHTAIUIO.

3aroyIoBKH JIeJI MOTYT YTOUYHSTHCS B Tporiecce GopMupoBaHus u 0(OPMIICHHS JICI.

I'pada 3 HOMEHKIIATYPHI JIEJ]T 3aMTOJIHACTCS 0 OKOHYAHNUU KAJICHAAPHOTO T0/1a.

B rpade 4 yxaspiBaeTcsi CpOK XpaHEHHs JieJia, HOMEpa CTaTeil MO IMEpeyHIo, a MPH €ro
OTCYTCTBHH I10 TUIIOBOM WJIA IPUMEPHON HOMEHKJIATYPE JEN.

B rpade 5 «llpumedanme» yKa3bpIBAIOTCS Ha3BaHHWE IIEPEYHEH  JOKYMEHTOB,
WCII0JIb30BAHHBIX MPU OINpPENEICHUH CPOKOB XpaHEHHUS e, IPOCTABISAIOTCS OTMETKH O 3aBEJICHUU
Jen, o Tmepexoasmux nenax (Hampumep, mnepexonsmee ¢ 2009 1.), 0 BBACIEHUHM ACT K
YHUUTOKEHHIO, O JINIaX, OTBETCTBEHHBIX 3a (POPMHUPOBAHUE JIE), O Mepeade Jes B APYyroil opraxn
JUISL TIPOJIOJIKEHUS U JIp.

Ecnu B Tewenme roma B AnMHHHCTpanuu BepxHerpailBOpOHCKOTO CenbCOoBETa
KacropeHckoro pailoHa BO3HHMKAlOT HOBBIE JOKYMEHTHPOBAHHBIE YYacTKM palOThl, Ha HHUX
(GbopMHpPYIOTCS COOTBETCTBYIOIIME Ji€1da, OHU JOIOJHUTEIBHO BHOCSTCS B HOMEHKIatypy. Jlns
BHOBb 3aBOJIUMBIX JIeJI B KQKJIOM pa3/ielie HOMEHKIIaTyphl OCTaBJISIOTCS pe3epBHbBIE HOMEPA.

[lo okoHYaHMH ro/ia B KOHIIE HOMEHKJIATYphI JIeN AEeNaeTCsl UTOTOBask 3aliCh O KOJIMYECTBE
3aBE/IEHHBIX /1€ (TOMOB).

OO6pa3zer; cocTaBieHUS HOMEHKJIATYPHl A€l npuBefeH B mpuiiokeHHH Ne 10 HacTosmmen
NHcTpyknum.

5.2. ®opmupoBaHue aeJ1 U UX TeKyllee XpaHeHHue

®dopmupoBaHue JieN - TPYNIUPOBKA HCIIOJIHEHHBIX TOKYMEHTOB B Jiejla B COOTBETCTBUU C
HOMEHKJIATYpO# JIe] ¥ cucTeMaTH3alus JOKYMEHTOB BHYTPH JIejia.

B Apamunuctpamuun BepxHerpalilBopoHCKOTO — cenbcoBeTa KacTtopeHckoro pailoHa pgena
dbopMUpYIOTCS JACLIEHTPAIU30BAHHO, T.€. B CTPYKTYpPHBIX MOJpa3AeieHUSIX AIMUHUCTpPAIUU
BepxuerpaiiBopoHckoro cenbcoBera KactopeHckoro paiioHa.

I[Ipu  QopmupoBanuu ne1 B CTPYKTYPHBIX  MOJApa3JelieHUusX  AJIMUHUCTpALUU
BepxuerpaiiBopoHckoro cenbcoBera Kacropenckoro paitona He06X01MMO cOOIII0IaTh CIEAYIONINe
MpaBuUIIa:

MOMEILaTh B JIEJO UCIOJHEHHBIE TOKYMEHTbI, COOTBETCTBYIOIINE 110 CBOEMY COJECPIKAHUIO
3aroJIOBKY Jiesia 10 HOMEHKJIaType;

MIOMEIaTh BMECTE BCE IOKYMEHTHI, OTHOCAILIUECS K pPa3pelIeHHIO OJJHOTO BOIIPOCa;

MOMEIaTh IPUIIOKEHUSI BMECTE C OCHOBHBIMU JIOKyMEHTaMU;

IPYNIUPOBaTH B JAENO JOKYMEHTHI OJHOTO KalleHIapHOTO To0Jia, 3a HCKIIOYEeHHEM
MePexXOoIAIIuX Je;

pa3aeNbHO TPYIIUPOBATh B JeNia JOKYMEHTBI IOCTOSTHHOTO M BPEMEHHBIX CPOKOB XPaHECHHS,

BKJIIOUATH B JIEJIO 110 OJJHOMY 9K3EMIUISIPY KaKJI0TO JTOKYMEHTA;

MOMeIath B Jena ¢pakcorpammbl, TelerpaMMbl, Tene(oHOorpaMMbl Ha OOIIUX OCHOBAHUSIX;

MOMEIAaTh B JAEJ0 JOKYMEHT, MPaBUIbHO U MOJHOCTHIO O(OPMIICHHBIN (IOKYMEHT JIOJDKEH
UMETh JaTy, MOAMKUCH U Ap. PEKBU3UTHI);

HE TMOMeulaTh B JI€J0 JOKYMEHTHI, IOJUIeXAalllue BO3BpaTy, JMIIHHE 3K3EMIUIAPbI M
YepHOBUKH (32 UCKIIOYEHHEM 0CO00 IIEHHBIX);

no o0beMy J1eno He MOJDKHO TpeBblmarh 250 JIUCTOB, MpH TONIIMHE HE Oonee 4 cM
(TonmuHa fen co cpokamu xpaHeHus 10 10 ner He mospkHa npesbimaTh 10 cM). [Tpu npeBbiiennn
JAaHHOTO 00beMa 3aBoUTCs BTOpoi ToM. [Ipu Hanmuuuu B Jiese HeCKOIbKUX TOMOB (4acTeil) HHACKC
1 3aroJIOBOK JieJia MPOCTABIISIOTCS Ha KaKJI0M ToMe ¢ nobaBineHreM o0o3HaueHuit: «T. 1», «T. 2» u
T.J.
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JIOKyMEHTBI BHYTPH [I€Jla pacIioIararoTcsi CBEPXY BHM3 B XPOHOJOTMYECKOW, BOIPOCHO-
JIOTUYECKOM MOCIIEIOBATEIbHOCTH WM UX COUETAHUU.

PacniopsiiutenbHble TOKYMEHTHI TPYNIIUPYIOTCA B J€jJa 1O BHJAM M XPOHOJIOTMH C
OTHOCSIIIIMMUCS K HUM IIPUJIOKEHUSMU.

B oraenbHBIE A€7a MO XPOHOJOTHH, B 3aBUCMMOCTH OT BUAA JOKYMEHTOB, (DOPMHPYIOTCS
KOIIMM NPUHATHIX aKTOB I 1aBbl BepxHerpallBOpoHCKOTO cenbcoBeTa KacTopeHCcKoro paioHa.

[IpoTokoJibI B Jie/ie pacnojiaratoTcsi B XpOHOJOTHYECKOM MOPSIJIKE [0 HOMEPAM.

JIOKyMEHTBI K 3aceJaHUsIM TPYNIUPYIOTCS B OTAEIBHOE JIEN0, TaK K€, KaK U IPUII0KEHUS K
MIPOTOKOJIaM, €CJIM OHU coJiepkaT Oosee 25 cTpaHuil.

JIoKyMeHTBl K MNpPOTOKOJaM, €CIM OHM CIrpYyNIHUPOBaHbl B  OTAEIbHBIE J€Ia,
CUCTEMATU3UPYIOTCSI BHYTPH JIeJIa [0 HOMepaM MPOTOKOJIOB.

[Tonoxenust, ycraBbl, UHCTPYKLIUU, YTBEP)KICHHbIE PACIOPSAUTEIbHBIMU JIOKyMEHTaMH,
SIBJISIFOTCSI IPUJIOKEHUSIMU K HUM U TPYIIIUPYIOTCS BMECTE C YKa3aHHBIMU JOKYMEHTaMH.

Pacniopsbxenus o 0CHOBHOM JEATENBHOCTH TPYNIIUPYIOTCS OTAEIBHO OT PACTIOPSKEHUH 10
JUYHOMY COCTaBY.

Pacniopspkenust mo n1MYHOMY cOocCTaBy (POPMHPYIOTCSI B OTAEIbHBIE J€la MO Pa3InYHbIM
BOIIpOCaM, B COOTBETCTBUM CO CpOKaMH XpaHeHusa. Hampumep, pacnopspkeHus o IpHEME,
MepEeMEIEHUY, YBOJIbHEHUN PaOOTHUKOB (POPMUPYIOTCS OTIENIBHO OT PACHOPSKEHUH MO APYrUM
BOIpocaM (KOMaHJIUPOBKa, OTIIyCKa U T.[.).

Y TBepKIeHHbIE MJIaHbl, OTYEThI, CMETHI, TUMUTHI, TUTYJIbHbIE CIIUCKU U JPYTHUE TOKYMEHTHI
IPYNIUPYIOTCS OTACIBHO OT UX IPOEKTOB.

JIOKyMEHTBI B IMYHBIX JIeJIaX paclojaraiTcs 1o Mepe UX MOCTYIICHUS.

OOpamienust (MpeayioKeHUs, 3asBICHUS M KajloObl) TpaxkJaH IO Bompocam padOTHI
AnMuHHCTpanuu — BepxHerpailBOpoHCKOTO cenbcoBeTra  KacropeHckoro — paiioHa, €ro
MIOAPA3JEIICHUN U BCE TOKYMEHTHI 110 UX PACCMOTPEHHUIO U MCIIOJIHEHUIO TPYIIIUPYIOTCS OTIEIBHO
OT 3asIBJICHAM TPakJ1aH 110 JMYHBIM BOIIPOCAM.

Ilepencka rpynmupyercs, Kak IpaBWiIO, 3a IEPUOJ  KaJICHAAPHOIO Troja H
CUCTEMATHU3UPYETCS B XPOHOJIOTMYECKOHN IOCIENOBATEIBHOCTH: JOKYMEHT-3aIIPOC MMOMEIAETCs 3a
JOKYMEHTOM-0TBETOM. [Ipy BO30OHOBIEHNH MEPENHUCKHU 110 ONPENCIEHHOMY BOIIPOCY, HaYaBILIENHCs
B IIPEIBIAYLIEM IOly, TOKYMEHTBI BKIFOYAIOTCA B [€JIO TEKYILEro rojia ¢ yKa3aHueM HMHJEKca Jena
IIPEABIAYILEro rojia.

Jena co OHA MX 3aBelEHUsA [0 Iepelaud B MYHHUIMIAIBHBIA apXuB Ha IOCTOSIHHOE
XpaHEHUE WM Ha YHUYTOKEHUE XPAHATCS 110 MECTY UX (POPMHUPOBAHMUSL.

Jlena cuMTaroTCA 3aBEJCHHBIMA C MOMEHTA BKIKYEHHS B HHMX IIEPBOTO HCIOJHEHHOIO
nokymeHra. Ilocie HMCHOIHEHUS TOKYMEHTOB M OKOHYaHUS paOOThl ¢ HUMHU OHM IIOMEILAITCS
(mopmmBaroTcst) Uil obecriedeHus: (PU3MYECKONH COXPAaHHOCTU B TBEpAble OOJOKKM MM IMAIKU-
pEruCTpaTopBl.

Beiensitoress COTpyAHUKH, OTBETCTBEHHBIE 32 COXPAHHOCTh TOKYMEHTOB U ()OPMHPOBAHUE
uX B Jiena (Kak IpaBUJIO, 3TO COTPYIHUKH, OTBETCTBEHHBIE 3a JEJIONPOU3BOJACTBO). YKa3zaHHbIE
COTPYIHUKHU O00ECIEeYHBAIOT COXPAHHOCTh JOKYMEHTOB U JIEI.

Jlns obecrieueHusl COXpPaHHOCTH M ydeTa JOKYMEHTOB U JeJl, JOCTyla K HUM IPOBOAUTCS
KOMIUIEKC paboT:

CO3/IaHUE ONTUMAIBHBIX TEXHUYECKUX ((PU3UYECKUX) YCIOBUH XpaHEHHs] JOKYMEHTOB U
nen;

pa3MelIeHHe JIE;

IIPOBEPKA HAIMYUS U COCTOSIHUS TOKYMEHTOB U JIEN.

Jlena moMernarorcss B pabounx KOMHaTax B 3amnuparoniyecs mkagsl, ceidbl U T.I0., YTOOBI
00ecneynTh UX COXPAaHHOCTh U 3aLIUTY OT BO3JICHCTBUS NBUIM U COJIHEYHOTO CBETA.

Jena B mkadax i UX yduy€Ta M OBICTPOTO IOMCKA pacloyiaraloTcs BEPTUKAJIBHO,
KOpEUIKaMi HapyXy M B COOTBETCTBMM C HOMEHKJIaTypod nen. Ha kopemikax oOGyoxkek jaen
yKa3bIBalOTCS HMHAEKCHl 110 HOMEHKIarype nen. HomeHknarypa Aen WM BbIIMCKA U3 HEE
MOMeEIIAaeTCcsl Ha BHYTPEeHHEH cTopoHe mKada.
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Hena pokymeHTanbHOTO GoHAa AnMHHHUCTpanuu BepxHerpailBOpOHCKOTO CelbCOBETa
KacropeHckoro paiioHa, HaxoJsIIMeCs Ha TEKYIIEM XpaHEHHH, nojuiexar yuéry. Ilepuoauuecku,
KaK IIpaBUjoO, IMepel Iepeladyell B MYHULMIIAIBHBIA apXWB, NPOBOIUTCS IPOBEpKA HAIMYUA H
COCTOSAHUA JOKYMCHTOB U JCJI B LECIAX YCTAHOBJICHUA (baKTI/I‘IeCKOI‘O HajIn4dusg A€ U COOTBCTCTBUA
HUX KOJIMYCCTBY, YUCTAICMYCA 10 HOMCHKIIATYPE ACII.

HpOBepKa HaJIM4YUA U COCTOSAHHA JOKYMCHTOB M JCJI IMPOBOAUTCA IPH MEPEMCIICHUN LI,
IIpY BO3BpaTe e, IPU CMEHE PYKOBOJIUTEINS MPU PEOpPraHU3alvy U JIUKBUAALIUA ATMUHUCTpaLUU
BepxnerpaiiBopoHCKOro cenbcoBera KactopeHckoro panosa.

IIpoBepka Hamuuus TPOBOJUTCS IIyTEM CBEPKM CTATE€d HOMEHKJIATYPHI JENl C ONMCAaHUEM
7e1 Ha O0JIOKKe, a (PU3NUECKOe COCTOSHUE JIeN ONPENeieTcs MyTeM UX BU3YaJIbHOTO IIPOCMOTPA.
Bce oOHapyxeHHbIE HEOCTATKH (PUKCUPYIOTCS B aKTE MPOBEPKU HAJIMYMUS M COCTOSIHUS JIEII.

B cinydae yrpaTel JOKYMEHTOB M JieJl IPOBOJUTCS CIIyKEOHOE pacclieIoBaHUE, 10
pe3yiabTaTaM KOTOpPOTO JMIIO0, BUHOBHOE B YTpaTe, HECET OTBETCTBEHHOCTh B YCTaHOBJIECHHOM
MOPSIIIKE.

N3natue AOKYMCHTOB M3 JCJI IMOCTOAHHOIO XpPaHCHHA IOOIMYCKACTCA B HCKIIOYHUTCIbHBIX
clydasX M TpOU3BOIUTCS C paspemeHus [naBsl BepxHerpaiilBOpoHCKOTO CeJIbCOBETa
KacropeHckoro paiioHa ¢ OCTaBJIEHHEM B JieJie 3aBEPEHHON KOMMM JOKYMEHTa U aKTa O MPUYMHAX
BbIJJa4U ITIOJVIMHHUKA.

5.3. IloaroroBKa JOKYMEHTOB H [€JI K IlepeJaye Ha apXuBHOE XpaHeHHe

[TogrotoBka MOKYMEHTOB M JIel K Tieperadye Ha XpaHCHHE B AapXUBHBIA OT/AEN
AnvmuHucTpanru KacTopeHCKoro pailoHa M Ha YHHUTOXKEHHUE MPETYyCMATPUBAET:

-OKCMEPTU3Y IIEHHOCTH JIOKYMEHTOB;

-oopMIIeHHE JIEIT;

-COCTABJICHHE OINUCEHN JEJ 110 Pe3yabTaTaM IKCIIEPTU3bI UX LIEHHOCTH;

-COCTABJICHHE AKTOB HA YHUUYTOKEHUE JTOKYMEHTOB U JEJI ¢ UCTEKIIUMH CPOKaMH XPAHEHHUSI.

OKcnepTh3a LEHHOCTH JOKYMEHTOB - M3YYEHHE JTOKYMEHTOB Ha OCHOBAaHWM KPUTEPUEB HX
LIEHHOCTH B IIEJIIX ONpEIENIEHUsI CPOKOB XpaHEHUs JOKYMEHTOB M OTOOpa MX JUIsl BKJIIOUYEHHUS B
coctaB ApxuBHOTro GoHA.

DKcrepTru3a IEHHOCTU JOKYMEHTOB B AJMUHHCTpaluu BepXxHerpalilBOpOHCKOTO CENbCOBETA
KacropeHnckoro paiiloHa Ha CTaaud JENONPOU3BOJCTBA IMPOBOJUTCA: MPU  COCTABICHUH
HOMEHKJIATYpHI JIe]; B mpoiiecce GopMUpPOBAHUS JIEIT; IPH MOATOTOBKE JIeJ K Iepeaye B apXUB.

Jlns opraHu3anMy U MPOBENEHUS SKCIEPTU3bl LIEGHHOCTU JOKYMEHTOB B AJIMUHUCTpalUu
BepxnerpaiiBopoHckoro cenbcoBera KacTopeHckoro paiioHa CO3JaeTCsi SKCHEpPTHAsh KOMHCCHS
(manee - OK), nelicTByroIIasi HA OCHOBAHUHU TOJIOKCHHS, YTBEPIKIa€MOT0 COOTBETCTBEHHO I 1aBoit
BepxuerpaiiBopoHckoro cenbcoBera KactopeHckoro paiioHa.

DKcnepTh3a HEHHOCTH JOKYMEHTOB IOCTOSTHHOTO U BPEMEHHOT'O XPaHEHUs OCYLIECTBIISAETCS
eXerogHo B AMuHHUCTpauuu BepxHerpailBOpoHCKOro  cenbcoBera KacTopeHckoro pailoHa
paboTHUKaMHU, OTBETCTBEHHBIMHU 32 BEJICHUE JICTIOMPOU3BOJICTBA, cOBMeCTHO ¢ DK.

[Ipn mpoBeneHUU SKCIEPTU3bl IIEHHOCTH JOKYMEHTOB OCYIIECTBISETCS OTOOp Jel
MOCTOSIHHOTO U BpeMeHHOro (cBeimie 10 7neT) XpaHeHus Uid Mepefadyd B apXUBHBIA OTAET
Anmunuctpanuu KactopeHckoro paiioHa; oTOop 1enn ¢ BpeMEHHBIMH Cpokamu XpaHeHus (1o 10
7eT) U ¢ moMeTkod «Jlo MHHOBaHUS HAJAOOHOCTH», MOJUISKAIINX AaTbHEHIIEMYy XpaHEHHIO, a
TaKKe BBIIEJIEHUE K YHUUTOXEHUIO JIeJ 32 MPEAbIAYIINE TOJIbl, CPOKUA XPAHEHUSI KOTOPBIX UCTEKIIN.

OT6op JOKYMEHTOB Ui TOCTOSIHHOTO XpaHEHUs TMPOBOJUTCS HA  OCHOBAaHUU
3aKOHO/IATENIbHBIX W MHBIX HOPMATUBHBIX IMpaBOBbIX akTOB Poccuiickoil ®denepannu, nepedyHen
JOKYMEHTOB C YKa3aHUEM CpPOKOB HMX XpaHEHUs M HOMEHKJIATypbl Jel AJIMUHHCTpPALUU
BepxnerpaiiBopoHckoro cenbcoBera KacropeHckoro paiiona.

[Io pe3yapTaTaM 5SKCHEPTU3bl ILEHHOCTH JOKYMEHTOB COCTAaBJISIIOTCS ONUCH 1T
MMOCTOSIHHOTO, BpeMEHHOTO (cBbIIe 10 JieT) XpaHeHHs U Jiell 0 TUYHOMY COCTaBY, a TaKkKe aKThl O
BBIJICJICHUH JIe]l K YHUUTOKEHUIO.
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[lo 3aBepiieHUM NEIONPOM3BOJACTBEHHOIO roja M IO pe3yiapTaTaM SKCIEPTU3bl LEHHOCTU
JOKYMEHTOB C(OpMUpOBaHHbIE Jeina AJMHUHHCTpaUuu BepxHerpailBOpOHCKOTO  celbCcOBETa
Kacropenckoro paiioHa mojuiexaT oGOpPMICHHIO B COOTBETCTBHHM C lIpaBuimamu opraHu3amnuu
XpaHEHUs, KOMIUIEKTOBAHUS, yUeTa U UCIOJIb30BaHUS JOKYMEHTOB ApxuBHOro (onna Poccuiickoi
@denepauy M JAPYrUX apXUBHBIX JOKYMEHTOB B OpraHax TOCYJapCTBEHHOW BJIAacTH, OpraHax
MECTHOTO CaMOYIPAaBJIEHUSI M OPraHu3alMsX, YTBEPXKIACHHbBIMU IHpukazoM DenepalibHOTO
apxuBHOTO areHTcTBa OT 31 uronsg 2023 r. Ne 77.

Odopmiienue nen NmpoBOAMTCS pPaOOTHHKAMM, OTBETCTBEHHBIMH 3a JEJIONPOU3BOJICTBO B
AnMuHHCTpanuu BepxHerpaiBopoHCKOro cenbcoBera KactopeHckoro paiioHa, Ipyu METOIMYECKON
MIOMOIIM apXUBHOTO oTxAena AqmuHucTtpanuu Kacropenckoro paitoHa.

[TomHOMYy OGOpPMIICHHIO TOJUIEKAT Jefla MOCTOSHHOTO M BpeMeHHOro (cBbime 10 ier)
XpaHEHHs, B TOM 4HcJe Jefla Mo JUYHOMY cocTaBy. Jlena BpemenHoro (o 10 yer) xpaHeHHs
MojJIeXXaT YaCTUYHOMY O(DOPMIIEHUIO.

[TonHoe odopmiieHHe nena mpeaycMaTpuBaeT: oGopMIIeHHE PEKBU3UTOB OOJIOKKU JeNa To
YCTaHOBJIEHHOW (opMe; HyMepaluio JIMCTOB B JIeJ€; COCTaBJICHHE JIMCTa-3aBEpUTENs JIena;
COCTaBJIEHUE B HEOOXOJMMBIX ClIy4asX BHYTPEHHEW ONUCH JOKYMEHTOB Jeja; MOJIIMBKY H
MeperieT /iea; BHECEHNE HEOOXOIUMBbIX YTOUHEHUI B pEKBU3UTHI OOJI0KKHU Jea.

OOpazer;  peKBU3UTOB OOJOXKKH Jela mpuBeieH B mnpwioxkenun Ne 11 Hacrosmen
NHcTpyknum.

OOpazer; nmucTa — 3aBepuTensl Jeina NpuBeAeH B mpwioxkeHun Ne 12 Hacrosmen
NHcTpyknum.

OO6pa3zer BHYTpEHHEH ONMCH JOKYMEHTOB JieJia MPUBEIeH B mpuiiokeHuH Ne 13 HacTosmiei
NHcTpyknum.

5.4. Ilopsiiok cocTaBJIeHUSA ONMHUCEH eI MOCTOAHHOI0, BpeMeHHOoro (cebime 10 jier)
XpPaHeHUs U M0 JJMYHOMY COCTaBY

Onucek J1ea - apXUBHBIN CIIPABOYHHMK, COJEPKAIIUN CUCTEMATU3UPOBAHHBIA NIEPEYEHDb €IUHUIL
XpaHEHUs] apXUBHOTO (OoHAA, KOJUIEKIMM M TpeJHa3HAYCHHBIH I HUX y4deTa M PaCKpPbITHS
conepxkanua. OCHOBOI COCTaBJICHUS OTTUCEN JIEN SIBJIAETCS HOMEHKIIATypa JIedl.

OnucH cocTaBIISIFOTCS OTACIBHO Ha Jefia MOCTOSIHHOTO XpaHEeHHUsI; Jiela BpEMEHHOTO (CBBIIIE
10 net) xpaHneHus; nena 1o Ju4HOMy coctaBy. Ha nema Bpemennoro (o 10 jeT) XpaHeHHS ONUCH
HE COCTaBJISIOTCA.

Onucu nen AaMuHHMCTpanuu BepxHerpallBOpoHCKOTO cenbcoBeTa KacropeHckoro paiioHa
TOTOBUT OTBETCTBEHHBIN CIIELMATIUCT U CAAET JIeJIa HA XPAHEHUE B apXUB.

Onucu el  CTPYKTYpPHBIX TMOJpa3fiefieHnii AaMuHUCTpanuu  BepxHerpaiiBOpoHCKOTO
cenbcoBeTa KacTopeHckoro pailoHa COCTaBIISIOTCA MO YCTaHOBJICHHOW (hopMe U MPEACTaBISIOTCA
OTBETCTBEHHOMY CIELHUAIUCTy HE I03/JHEE 4YeM 4Yepe3 JiBa TojJa I0CJIE 3aBeplieHHs] el B
JIEJI0NIPOU3BOJICTBE.

B omnmcsax nmenm ykaspIBaeTcsl MOJIHOE JeHCTBUTENbHOE (0e3 COKpalleHuil) HauMEeHOBaHUE
OpraHu3aluu.

Onucu fen TMOCTOSHHOIO XpaHEHUs NpHuBeAeHbl B npuiioxkeHun Ne 14 Hacrosmien
HNuctpykuun.

Omnucu nen BpemeHHoro (ceimie 10 yeT) XpaHeHMH NpuBeAEHBI B npuioxeHuu Ne 15
Hacrosmen MHCTpyKkumu.

Onucu Jnen mo JHMYHOMY COCTaBy IMpUBENEHbl B mnpuioxkeHun Ne 16 Hacrosmieit
HNucTpyknun.

5.5. Odopmirenne ges1 M NOATOTOBKA e K Nepegadye HA ApXMBHOE XPAHCHHE

OO6noska (TUTYABHBIN JIUCT) Jelia TOCTOSTHHOTO, BpeMeHHOTo (cBhiie 10 neT) XpaHeHus u 1o
JTUYHOMY COCTaBy odopmisieTcs 1Mo ycTaHoBIeHHOW ¢opme. Hanmucu Ha 00m0kKax 1en (TOMOB)
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CIIEZYeT BBINOJHATh YepHUIIaMH, pa30opunBo, 0e3 cokpamenuii. Ecin Ha 0070KKy HakiIenBaeTcs
TUTYJIBHBIN JIUCT, U3TOTOBJICHHBIN TUIIOTPa(CKUM CIIOCOOOM, TO HAJIMHMCH HAa HEM MOYKHO 11€4aTaTh.
Ha o6osxke nena yka3pIBalOTCSl PEKBU3HTHI:
-HaUMEHOBaHUE «AJMUHUCTpanust BepxuerpailBopoHCKoro  cenmbcoBera KacTopeHcKoro
paitoraKypckoit o6macT;
- IO POU3BOACTBEHHBIN HOMEP (MHICKC) Jelia, 3ar0JIOBOK J1ea;
- n1ara fiena (ToMa, 4acTu);
- KOJIMYECTBO JIUCTOB B JIEIIE;
- CPOK XpaHEHHUsI JIea;
- apxXuBHBIN mHDp 1ena.

PexBusuthl, mnpocraBisgeMble Ha OOJOXKKE (TUTYJABHOM JHCTE) Jena, o(opMIIsAIoTCs
CJIEIYIOLIUM 00pa3oM:

HauMeHOBaHHe «AnMuHHCTpauus BepxHerpaiiBopoHckoro cenbcoBeta KacropeHckoro paitoHa»
(yka3bIBaeTcs MOJIHOCTHIO, B UMEHUTEIBHOM MaJIexKe);

JICIIOTIPOU3BOJICTBEHHBIA HOMEp (MHIEKC) JNiena - MpocTaBisercs IudpoBoe 0003HAUCHUE
(MHOEeKC) Aena MO HOMEHKJIaType Ael AIMUHHCTpaluu BepXHEerpallBOpOHCKOTO — CEeIbCOBETa
KacropeHnckoro paiioHa;

3arojIOBOK (HaMMEHOBAHME) Jefla - MEPEHOCUTCS W3 HOMEHKIATYpBI el AIMHHHUCTPAINH
BepxnerpailBopoHCKOro  cenbcoBeTa KacTopeHCKoro pailoHa, COTJIacOBAHHOM C apXHWBHBIM
otnenoM Aamunuctpanuu Kacropenckoro paitona Kypckoit o6nactu (B HEOOXOAUMBIX CiIydasx B
3aroJIOBOK BHOCSTCS YTOYHEHMSI: HOMEpPA paclopsbKeHUH, MPOTOKOJIOB U JIp.);

Jata jJefna - yKa3blBaroTcs ToJi(bl) 3aBeICHHs U OKOHYAHUs Jiea B JiesonpousBoacTee. [laToi
Jell, COJAepXalllUuX paclopsAUTEIbHYI0 JOKYMEHTAIMI0, a TakkKe s JIeJ, COCTOSIIINX U3
HECKOJIBKUX TOMOB (JacTeil), sSIBJISIFOTCS KpaifHUe JaThl TOKYMEHTOB JIeNa, T.€. AaThl (YHCII0, MECHII,
roJl) perucrpanuu (COCTaBICHHs) CAMOIO PAHHETO U CAMOTO MO3/JHEr0 JOKYMEHTOB, BKIIFOUEHHBIX
B JIEJIO.

Jlia nen, chopMUPOBAHHBIX U3 JOKYMEHTOB 10 HOMHHAJIBHOMY MPU3HAKY, TO €CTh MO BUAAM
JOKYMEHTOB (TIOCTAHOBJICHUS, PACTIOPSDKEHUS, aKThl M T.IL.), IaTOM Hayana Jiena sBiseTcs JaTa
MOANKCAHUS WM YTBEPXKACHUS CaMOIO paHHEro JOKyMEHTa, a JaTod OKOHYaHMUS - JaTa
noanucanus (yTBepKICHHUS) CaMOTO TIO3THETO JOKYMEHTA.

JlaToit nema, conmepikaiiero MPOTOKOJBI 3aCeaHui, SIBISETCS JlaTa YTBEPKACHUS (€CIu OHU
YTBEPKIAOTCS) UM COCTaBJICHHUSI IEPBOTO U MOCIIEAHETO MPOTOKOJIA.

Kpaitnumu natamu JIMYHOTO Jejia SBISIOTCS JaThl MOANMMCAHUS PACHOPSHKEHUM O mpueme u
YBOJIbHEHHUH JIMIIA, HA KOTOPOE OHO 3aBECHO.

Jliia nen, colepkaliux MepenucKky, AaTol Havyana Jiena sSBIsSeTcs JaTa MOCTYIUICHUs IIEPBOTO
BXOJIALIEr0 WM JlaTa IMEepPBOTO MCXOJSIIEr0 JTOKYMEHTa, a JaTOd OKOHYaHMs - JaTra camoro
MO3JHETO BXOJSILEr0 WM UCXOSIIET0 TOKYMEHTA HE3aBUCUMO OT MECTa HaX0Xk/ICHUS UX B JIEIE.

KonundecTBo mpoHyMEpOBaHHBIX B Jielie JIUCTOB MPOCTABIISIETCA C JINCTA-3aBEPUTENS Jena.

PexBusur «Cpok XpaHEeHHs [eia» MEepeHOCHTCS Ha OOJOXKY Jiela U3 COOTBETCTBYIOIICH
HOMEHKJIATYpHI Jen AaMuHHCTpaluu BepxuerpaiiBopoHnckoro ceibcoBetra Kactopenckoro paiiona
MOCJIe CBEPKH €ro CO CPOKOM XpaHEHHUs, yKa3aHHbIM B llepeduHe THMOBBIX JTOKYMEHTOB WIH B
nepeyHe JOKYMEHTOB, 00pa3yloluxcsl B IESTEIbHOCTH AJIMUHHUCTpanuu BepxHerpailBopoHCKOTo
cenbcoBeTta KacropeHckoro paiioHa, ¢ yka3aHHEM CpPOKOB XpaHeHHMs. Ha nemax mocTosiHHOTO
XpaHEHUS MHUIIETCS: «XPaHUTh MTOCTOSTHHO.

ApxuBHbIN mH}p Aena (COCTOUT U3 HoMepa (poHIa, HOMEpa OMUCH U HOMEpa JieJia 10 OTHCH)
Ha OONOXXKax JeNn TOCTOSHHOTO XPaHEHUs TMPOCTaBIsSETCS B apXuBe AJMUHHCTpAIUU
BepxuerpaiiBopoHCKOTro cenbcoBera KacTopeHCKOro paiioHa UEpHWIAMU TOJBKO TIOCIHE
BKJIFOYEHHUSI 3TUX JeJ B TOJOBbIE pa3feibl CBOAHBIX omuced, yrBepxaeHHbIXx OIIK apxuBHOro
ynpasienus Kypckoii o6macru.

Ilo okoHYaHUM TOJa B HAJNUCH Ha OOJIOKKaxX Jied MOCTOSHHOTO M BpeMeHHoro (cBbiiie 10
JIeT) XpaHEHUsT BHOCATCS YTOYHEHHUS: IPH HECOOTBETCTBUU 3arojioBKa Jiell Ha O0OJOXKKe
COJIEpKAHUIO MOJIIIUTHIX JOKYMEHTOB B 3aT0JIOBOK JIeJIa BHOCSATCS] U3MEHEHUS U JOTIOJTHEHUSI.



45

B nensax obecnieueHUs] COXPaHHOCTH M 3aKPEIUICHUS TMOPSIIKAa PACHOJOKEHHUS JTOKYMEHTOB,
BKJIIOUEHHBIX B JIEJIO, BCE €r0 JIMCTHI, KDOME UUCTBIX, JIUCTA-3aBEPUTENI U BHYTPEHHEH ONMCH,
HYMEpPYIOTCSI B pa3BepHYTOM BHUIe apaOckumu I1udpaMu, BajdoBOd Hymepanued. JIucTe
HYMEPYIOTCSI IPOCTHIM KapaHJAIIOM CBEPXY BHU3 B BO3PACTAIOIIEM IOPSAIKE HOMEPOB, HAUMHAS C
nepBoro. L{udpel npocTaBiIsgIOTCS B IPAaBOM BEPXHEM YIIIy JIUCTA, HE 33/1€Basi TEKCTA JOKYMEHTOB.
JIucTel BHYTPEHHEN OIIUCU HYMEPYIOTCS OTACIIBHO.

JIuCThl €7, COCTOSIIUX U3 HECKOJIbKUX TOMOB MJIM YacTeil, HyMEpPYIOTCS MO KaXKIOMY TOMY
WIM YacTU OTHENbHO, HauuHasg ¢ 1-ro. IlpwiioxkeHus Kk nedy, MOCTYNMBUIME B IEpEIUIETE,
0(QOPMIISIOTCS] KAK CaMOCTOSITEIIbHBIE TOMA U TaK)Ke HyMEPYIOTCS OTIEIBHO.

JlokyMeHTBl C COOCTBEHHOH HyMepauueill JUCTOB, B TOM 4YHCIIE Ie€YaTHbIE W3AAHUA,
HYMEpYIOTCSI B OOIIEeM TOpSAKE WIM COXPAHSIOT COOCTBEHHYIO HyMEpalHio, eclii OHa
COOTBETCTBYET MOPSAIKOBOMY PACIOJIOKEHUIO JIUCTOB B JIEIIE.

®ororpaduu, YepTexKH, AUarpaMmbl U JpYrHe WUIIOCTPaTUBHBIE M cHelnu(puYecKue
JOKYMEHTBI, MPEICTABISIONINE CAMOCTOATEIbHBIA JUCT B Jiejle, HYMEpPYIOTCS Ha OOOpOTHOM
CTOpPOHE B JIEBOM BEPXHEM YTIIy.

CrnosxeHHbli auct 6ombiioro gpopmata (popmara A3, A2) pazBopaunBaeTcs U HyMEpyeTcs B
IpaBoi YacTu BepxHero nosisd aucra. [Ipu atom nuct nobdoro popmara, HOIMUTHIA 32 OJIUH Kpaii,
HyMepyeTcs KakK OJMH JIUCT; a JIUCT, CI0KEHHBIN U MOJIIUTHIN 32 CepeInHY, MOJICKUT MepeIBKe
1 HyMepyeTcsl Kak OJIMH JIUCT.

JIuct ¢ Haryxo HakJIeeHHBIMU NOKyMeHTamH ((ororpadusiMu, BeIpe3KamH, BBHITUCKAMU U
Ip.) HyMepyeTcsl KaK OJIMH JIUCT; B HIKHEW 4acTU WJIM Ha 000pOTe TAaKOTo JIUCTA JIeJaeTcs OMHCh
HaKJICeHHBIX Ha HEro JOKyMEHTOB. Bo BHyTpeHHell omucu U B 3aBepUTENbHON HAIMHCH B KOHIIE
Jienia O TakuxX JHMCTax Jnenaercs oroBopka. Hampumep: «Ha nucte 6 HakieeHo 5 ¢ortorpaduit
COIJIACHO OIUCHU Ha 000POTE JIUCTay.

KapTsl ¥ cXeMBl, CKJIIEEHHBIE U3 HECKOJIBKHUX JINCTOB, HyMEPYIOTCS KaK OJuH JUCT. Ha Takux
JUcTax Ha 000poTe UM CBOOOIHOM OT TEKCTa MECTE YKa3bIBa€TCsl KOJMYECTBO JINCTOB B CKIIEHKE.
Bo BHyTpeHHENH ONMCH U B 3aBEPUTEIIBHOM HAIIMCH B KOHIIEC JEjla O TaKUX JIACTaxX AEIaeTCs
oroBopka. Hanpumep: «JIuct 7 - kapra-ckineiika u3 10 1ucToBy.

Ecnu x 10KyMeHTy (JIMCTy) MOAKICEHbl OJHUM KpaeM JApYrue JOKYMEHThI (BCTaBKU TEKCTA,
NEPEBOMBI, BBIPE3KU, CIIPABKU U JIp.), TO KaXJbli JOKYMEHT HyMEpYEeTCs OTIAENbHO, OUEPEIHBIM
MOPSAIKOBBIM HOMEPOM.

[logmuTeie B [€J10 KOHBEPTHI C BIIOKCHHUAMHM HYMEPYIOTCA: BHadajle KOHBEPT, a 3aTeM
O4YEpEHBIM HOMEPOM KaX10€ BIOXKECHHUE B KOHBEPTE.

Ecnu B Hymepanuu JIMCTOB JIONMYILEHO MHOTO OLIMOOK, BCE JeJI0 HyMmMepyercsl 3aHOBo. [Ipu
9TOM CTapble HOMEpa 3a4EPKUBAIOTCS OJHOW HAKIOHHOM 4EpPTOH, U PSIOM CTAaBUTCS HOBBIM HOMEP
aucta. B koHIE Jena coCTaBisieTCsl HOBas 3aBEpUTENbHAs HAANKACh, INPU OTOM  CTapas
3aBEpUTENbHAS HAAIIUCH 3a4€PKUBACTCS, HO COXPAHAETCS B JAEJI€; BHOCATCS TaKKE UCIPABICHUS BO
BHYTPEHHIOIO OIUCH, WJIU OIUCH COCTABIISAETCS 3aHOBO.

[Ipu HanMuMK OTAEIBHBIX OIIMOOK B HyMEpALMH JIUCTOB B JieJlaX PU MOArOTOBKE MX K cade
B apXUB JIOIYCKaeTcs IO COIJIaCOBAaHUIO C HUM YINOTpeOJeHHE JUTEpHBIX (C OyKBEHHBIMU
JIONIOJTHEHUSIMU ) HOMEPOB JIMCTOB.

Ilocne 3aBepuieHHMs HyMepalMM JIMCTOB COCTaBISI€TCS 3aBEPUTEIbHAs HAIIUCh, KOTOpas
pacnoJjiaraercsi B KOHILE Jiej1a. 3aBEPUTEIbHAs HAIIUCh COCTABIISIETCS B JIEJI€ HAa OTIEIBHOM JIUCTE-
3aBepuTene Aena. B Hell nudpamMu U MPOMUCHIO YKa3bIBaeTCs KOJUYECTBO JINCTOB B JIAHHOM JIEIIE,
OTMEYAIOTCSI OCOOCHHOCTH OTHENbHBIX TOKYMEHTOB (4epTexku, ¢ororpaduu, pUCyHKH U 1p.) U
(U3NYECKOTO COCTOSHUS IOKYMEHTOB (IIOMapKu, Hepa300pUMBBIN TEKCT, TIOPBAHHBIE JIUCTHI U JIP.).

3aBepuTeNbHAs HAANUCH IOJIUCHIBAETCS €€ COCTaBUTEIEM C YKa3zaHHEM paclIuppOoBKU
MOANHNCH, JOJDKHOCTM M JaThl COCTaBlIeHUsA. KoJIMYECTBO JMCTOB B JieJIe MPOCTABISAETCS Ha
00J105KKe Jies1a B COOTBETCTBHUHU C 3aBEPUTEIILHOM HAIMUCHIO.

s yueta JOKYMEHTOB OIpEJICNIEHHBIX KaTeropuil MOCTOSIHHOTO M BpeMeHHoro (cBswiuie 10
JIeT) XpaHEHUs], y4eT KOTOPBIX BBI3bIBAETCS CHEUM(UKON AaHHOU JOKyMEHTAalMu (0co00 IeHHBIE,
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JUYHBIC JieIa, Jiefla ¢ JOKYMEHTaMH OTPaHWYEHHOTO JOCTYyNa U Jp.), COCTaBIACTCS BHYTPECHHSS
ONMCh JOKYMEHTOB JIejIa.

BHyTpeHHss ONTUCH TOKYMEHTOB Jielia COCTABIISIETCS TaKKe Ha 0OBEMHBIC Jelia TIOCTOSITHHOTO
u BpemeHHOro (cBoime 10 ser) XpaHeHus, €clid OHH C(HOPMHUPOBAHBI MO PA3HOBUAHOCTSIM
JIOKYMEHTOB, 3ar0JIOBKM KOTOPBIX HE PACKPHIBAIOT KOHKPETHOE COJIEpKaHUE JTOKYMEHTOB, C IEJIbI0
yueta U Oosiee OBICTPOrO HAXOXACHUS JNOKYMEHTOB B Jiesie. BO BHYTPEHHIOIO OIKCH TTOMHMO
JOKYMEHTOB, TOJAIIUTHIX B JIEJIO, JOJDKHBI OBITh BHECCHBI M BCE MPWIOKCHHS, OTHOCSIIHECT K
HEMY.

JIluctbl BHYTpEHHEM ONucH NOAUIMBAIOTCS B Hauvaje Jena. Eciau aeno neperuiereHo Wiu
noamuTo 0e3 O6JaHKa BHYTPEHHEH OIHMCH JOKYMEHTOB, TO COCTABJICHHAs 10 YCTAHOBJICHHOH (opme
OTMCh IOJIKJIEUBAETCS 32 BEPXHUM Kpail K BHYTPEHHEN CTOPOHE JIMIIEBON OOI0KKH Jena.

BuayTpeHHss OnUCH TOKYMEHTOB JieJia COCTaBIIACTCA HA OTACIHHOM JIMCTE TI0 YCTAHOBJICHHON
dbopme, KOTOpasi COACPKUT CBEACHUSI O MOPSAKOBBIX HOMEpax JTOKYMEHTOB Jiela, MX WHJEKCaX,
JmaTax, 3arojloBKaX W HOMEpax JIMCTOB J€Jia, Ha KOTOPBIX PACIOJIOKEH KaxIbli MOKyMeHT. K
BHYTPEHHEH OIMUCHU JOKYMEHTOB JI€Jla COCTABJISIETCS] UTOTOBAs 3alCh, B KOTOPOW YKa3bIBAETCS
nudpaMu ¥ TPOMUCHI0 KOJIMYECTBO BKJIIOYEHHBIX B HEE JOKYMEHTOB, MPUJIOKEHHM K JeIy U
KOJIMYECTBO JINCTOB BHYTPEHHEH OIHCH.

[Ipu u3mMeHeHun cocraBa JIOKYMEHTOB Jiena (M3bATUU, BKIIOYEHUN TOKYMEHTOB, 3aMEHBI UX
KOMHSMHU | JP.) 5TH U3MEHEHHsI OTPa)KaroTCsi BO BHyTpeHHEH omucHu B rpade «lIpumeuanue» co
CCBUIKAMH Ha COOTBETCTBYIOIIHME aKThI U TPH HEOOXOJMMOCTH COCTABIISIETCS HOBAsk WUTOTOBAs
3aIHCh.

BHyTpeHHsIT OMUCh JOKYMEHTOB Jiefla TOJIHMCBHIBAETCS COCTABUTENIEM C YyKa3aHHEM
pacmupoBKH TOAMKCH, IOJDKHOCTH W JAaThl COCTABJICHUS ONHUCH W TIPH HEOOXOIUMOCTH
CKpEeIISeTCs eYaThIo.

JIOKyMEHTBI B JieNiax MOCTOSHHOTO, JOJITOBPEMEHHOTO (cBbiiie 10 JeT) u mo JMYHOMY COCTaBY
MOAIIMBAIOTCS HA YEThIpE MPOKOJa MPOYHBIMH HUTKAMU B TBEPAYyIO OOJOKKY W3 KapTOHa WIIU
MEPEeTIeTaloTCs ¢ YYETOM BO3MOYKHOCTH CBOOOJHOTO UYTEHHUS TEKCTa BCEX JOKYMEHTOB, JaT, BU3 U
PE30JIIOLHIA HA HUX.

Pe3omnionnu pykoBOCTBa, BU3bI, COCTABIIEHHbIE HA OTAENBHBIX JINCTaX, Pa3MeIaloTcs Mepes
JOKYMEHTOM, K KOTOPOMY OHH OTHOCATCS, M B TAKOM MOPSIKE MOIIINBAIOTCS B I€J0.

[Ipn mnoxaroroBke nen K MOMMMBKE (TEpeIuieTy) TMpoBepsieTcss MPaBWIBHOCTh —HUX
dbopmupoBaHus, 0POPMIICHUS, METAIUIMYECKUE CKperuieHus1 (OyJaBKH, CKpPENKH) U3 JTOKYMEHTOB
YAAISIOTCA.

B nenax mocTosiHHOTO XpaHEHUSs MOAJIEKAT U3BIATHUIO NYyOJETHBIE SK3EMIUIAPhl TOKYMEHTOB,
YepHOBUKU, HEO(OPMJICHHBIE KOMUU JOKYMEHTOB M HE OTHOCALIUECS K BOMPOCY IOKYMEHTHI C
BPEMEHHBIMU CPOKAMH XPaHEHUSI.

Ecnu B nieno B xoze ero ¢oopmMupoBaHusi ObUTH MOAUIUTHI JOKYMEHTHI C Pa3IMYHBIMU CPOKAMU
XpaHEHUs, TO AENO paciuMBaercs U (OPMUPYIOTCS HOBBIE Jeia, UCXOIS M3 CPOKOB XpaHEHHS
TOKyMeHTOB. [Ipu 5TOM AOKYMEHTBHI C UCTEKIIMMH CPOKAMH XPaHEHHs] YHHYTOXAIOTCS 10 aKTaM B
YCTaHOBJICHHOM HOPSKE.

OOnMoXKHU JieNl ¢ JOKYMEHTaMM, MCIIOJHEHHBIMU Ha CTaHAAPTHBIX JIUCTaX, IOJDKHBI UMETh
pazmepsl 229 x 324 mm. OOJOXKKH el ¢ JOKYMEHTaMH, U3TOTOBIEHHBIMU Ha HECTaHIApTHBIX
JUCTaX, MOTYT UMETh pa3Mepbl, COOTBETCTBYIOIME pa3MepaM MOIIIUTHIX B HUX JIUCTOB.

OO6nmoXKHU e ¢ JOKYMEHTaMH, UMEIOLUMU JIUTeNbHbIe (25 1 OoJiee JIeT) CPOKH XpaHEHUs,
JOJI’KHBI OBITH M3TOTOBJICHBI U3 TBEPJOTO KaPTOHA.

Jena Bpemennoro (a0 10 ner) xpaHeHuUs MOJyIekKAT YACTUIHOMY O(OPMIICHHIO: JOITYCKACTCSI
Jena  XpaHUTh B TMANKaxX-CKOPOCHIMBATENSAX,  MSATKMX  OOJOXKax, HE  IPOBOAUTH
MePECUCTEMATU3AIMIO0 JOKYMEHTOB B JIEN€, JUCTHI JieJla HE HyMEpOBaTh, 3aBEPUTEIbHBIE HAIIIUCH
HE COCTaBIIATh. PeKBU3WUTHI OONOXKKHK JeNa 3aloJIHSIOTCS TI0 YIPOIIeHHOW cxeme (6e3
MPOCTABJICHHS APXUBHOTO IHU(Pa, KOJIUIESCTBA JIUCTOB B JIEIIE).

JoxymenTsl AnqmuHuctpanuu BepxHerpaiiBopoHckoro cenbcoBeTa KactopeHckoro paifona
SIBJITFOTCSI. MYHUITUTIAIEHON COOCTBEHHOCTBIO, W TIOCIE TPOBEACHUS SKCIIEPTH3BI MX IIEHHOCTH B
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nopsiike, ycraHoBieHHOM ®DenepaibHbIM apXWBHBIM areHTCTBOM, MOAJEXKAT 00s3aTeNbHON
repeiaue Ha OCTOSIHHOE XpaHEeHUE B MyHULIMINIAIbHBIN apxuB, a 3ateM B OKVY "T'ocapxus Kypckoii
obmactn" kak yacte ApxuBHoro (ponaa Kypckoii obnacrtu.

5.6. YHnUTOKEHHE AOKYMEHTOB U A€JI C UCTCKINIUMHU CPOKaAMU XPaHCHUA

[lo pe3ynbraram oTOOpa NOKYMEHTOB K YHHUUTOXKEHHIO, CPOKU XPAHEHUS! KOTOPBIX UCTEKIIH,
3a COOTBETCTBYIOLIMN IEpUOJ BPEMEHM B CTPYKTYPHBIX NOJpa3feileHusiX AIMUHUCTpALUU
BepxnerpaiiBoponckoro cenbcoBeta Kactopenckoro paitoHa odopmisieTcsi akT O BBIACICHUH K
YHUUYTO)KEHUIO apXUBHBIX JOKYMEHTOB, HE IOJUIeXKAIIUX XpaHeHHIo (mpuioxeHue Ne 4 k
HacTosied Muctpykiun). Jlena BKIIOYarOTCs B aKT, €CJIM YCTaHOBJIEHHBIN Ul HUX CPOK XpaHEHUs
HCTEK K | sHBaps roJia, B KOTOPOM COCTaBJIEH akT (HarpuMmep, 3akoHueHHbie B 2013 roay nena ¢ 3-
JIETHUM CPOKOM XpaHEHHUS! MOTYT ObITh BKJIIOYEHBI B aKT, COCTaBJIEHHbIN He paHee 1 sHBaps 2017

r.).

AXT 0 BBIJICJICHUM K YHUUYTOKXCHHUIO apXUBHBIX JOKYMCHTOB, HC IOJJICKAIINUX XPAHCHUIO,
COCTaBJIIACTCA OTBETCTBCHHBIM ClienuajaIncroM Ha Jeiia Bcelt AI[MI/IHI/ICTpaHI/II/I
BepxnerpaiiBopoHckoro cenbcoBera KacropeHckoro paiona.

OTOOp MOKYMEHTOB K YHHUYTOXXCHHMIO W COCTaBJIEHWE aKTa O BBIJICJICHUU JIOKYMEHTOB K
YHUUTOKEHHIO MTPOU3BOJIATCS MOCIIE COCTABJICHUS OMUCEH JIeJl MOCTOSIHHOTO XPaHEHUS 3a 3TOT XKe
nepuo]1 (OUCH U aKThl paccMaTpuBaloTCs Ha 3acenannu DK o JTHOBpeMeHHO).

CornacoBannbiii OK akt yrBepxkmaerca [naBoil BepxHerpalBOpOHCKOTO  CEJIbCOBETA
Kacropenckoro paiiona tonpko mnocne yreepxaeHus OIIK apxuBHoro ynpasnenus Kypckoi
o0ryacTu onucel Jes MOCTOSHHOTO XPaHEHUS.

[Tocne yrBepxkaenusi ['naBoit BepxHerpailBopoHCKOro cenbcoBera KactopeHckoro paiioHa
aKTa O BBIJCJIEHUU JTOKYMEHTOB K YHUYTOKEHHUIO JieJa MOTYT ObITh MepefaHbl Ha YHUYTOXKEHHE.
[Tocne yHWYTOXEHUA JE€1 B HOMEHKIAType Jnel AJIMUHHCTpauuu BepxHerpailBOpoHCKOTo
cenbcoBeTa KacTopeHCKOro paiioHa MPOCTABISETCS OTMETKA «YHHUYTOKEHO. CM. akT OT No

» C yKazaHUEM JOJKHOCTH, (haMUJINH, MOAMKUCH JIMIa, OTBETCTBEHHOIO 3a Mepeaavy Jien Ha
YHUUTOKEHHE, U 1aThl.

5.7. llepenaya nes1 Ha apXMBHOE XpaHEeHUE

B apxuBHbBI oTHEN Anvunuctpauun  KactopeHckoro pailoHa mnepenaroTcs jena
MIOCTOSIHHOTO, BpeMeHHOro (cBbimie 10 jieT) XpaHeHus U Aefia 1o JUYHOMY COCTaBy.

[lepenaya NOKYyMEHTOB B apXuBHBIM OTIAen AjnMmuHUcTpauuu KacropeHckoro paiioHa
MPOU3BOJUTCS TIO YTBEPKJIEHHBIM ONHCAM Je1 AJIMHUHUCTpauuu BepxHerpailBOpOHCKOTO
cenbcoBeTa KacropeHckoro paiioHa.

Jlena mocTOSSHHOTO U BpeMeHHOro (cBeimie 10 JeT) XpaHeHus MepeNaloTcs B apXuB
AnmuHucTpanuu KactopeHckoro paiioHa uepes3 S JeT Mocie 3aBeplICHUs UX B JIEJTONPOU3BOICTBE.
Hampumep, nena 2012 roaa 1oJmKHBI ObITH caHbl B apxuB mocie 1 saBaps 2018 roxa.

Jlena BpemenHoro xpanenus (mo 10 neT) mepenadye B apXUBHBINM OTAeN AIMUHUCTpaLUU
KacropeHckoro paiiona He mojuiexaT (OHU XpaHSATcs B AIMUHHUCTpanuu BepxHerpailBOpOHCKOTO
cenbcoBeTa KacTopeHcKoro pailoHa M MO UCTEUEHUH CPOKOB XPAaHEHUS MOJJIEKAT YHUUTOKEHHUIO B
YCTaHOBJICHHOM TOPSIKE).

[lepenaua nen B apxuBHbIN oTACT AnMuHHCTpauuu KacTopeHCKoro palioHa OCYIIECTBISIETCS
o rpaduky, COCTaBJIEHHOMY OTBETCTBEHHBIM CHEUATNCTOM AnMUHHCTpanuu
BepxuerpaiiBOpoHCKOro cesnbcoBeTa KacTopeHCKoro paiioHa W yTBEpKAcHHOMY ['naBoit
BepxuerpaiiBopoHckoro cenbcoBeta Kacropenckoro paiiona. OOpasen akta mpuema-niepenadu
apXMBHBIX JIOKYMEHTOB Ha XpaHEHUU MPUBEICH B puiiokeHuu Ned k Hacrosuenn MucTpykumm.

B nmepuony mnoaroroBku Jgen AamMuHucTpanuu  BepxHerpallBOpOHCKOTO cenbCcoBeTa
KacropeHnckoro paifoHa k nepefade B apXMBHBIM oTaen AamuHuctpauuu KacropeHckoro paiioHa
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OTBETCTBEHHBIM  COTPYJHUKOM  AjMMHHCTpanuu  BepxHerpalilBOpOHCKOIO CenbCoBETa
Kactopenckoro paiioHa TpenBapUTEIbHO TMPOBEPSETCS MPABHIBHOCTE HX (OPMHUPOBAHHUA,
oGopMIICHHS W COOTBETCTBHE KOJIMYECTBA JIeJ, BKIIOYEHHBIX B OIHCh, KOJHUYECTBY JIel,
3aBEJICHHBIX B COOTBETCTBMU C HOMEHKJIATYpoul nen AAMUHUCTpaluu BepxHerpailBOpOHCKOTO
cenbcoBeTa Kactopenckoro paiioHa. Bece BeIIBIICHHBIE TP TPOBEPKE HEAOCTATKY B (POPMUPOBAHUN
u  o(opMIEHMM OTBETCTBEHHBIC COTPYIHUKM AJIMHUHHCTpauuu  BepxHerpaiiBOpoOHCKOTO
cenbcoBeTa KactopeHckoro paiiona 00si3aHbl yCTPAHUTb.

[Ipuem nen nmpou3BOAUTCS OTBETCTBEHHBIM CHELMAIMCTOM B IMPUCYTCTBHUM 3aMECTHTENs
I'maBel  BepxHerpailBOpOHCKOro cenbcoBeTa KacTOpeHCKOro paiioHa ¢ HMPOCTaBICHUEM B JIBYX
9K3EMILISIpax OIMMUCH JIEJI OTMETOK O HAJUYUU KaXKJIOTO Jiesia (B KOHIIE Ka)XXJ0ro IK3EMILISpa ONUCU
YKa3bIBAa€TCSl KOJIMYECTBO (DAKTUUECKH NPUHATHIX JeJ, Jara IpueMa-lieperadu Jel, a TaKKe
MOANKCH OTBETCTBEHHOTO CIIELIMAINCTA U JINLIA, TIEPEAABILEro Jea).

Jlena u onucH Ha ciaBaeMble JOKYMEHTHI JOCTaBJISIFOTCS B apXUBHBIN OT/IeN AIMUHUCTpaLUn
KacropeHckoro paiioHa OTBETCTBEHHBIM CIIEMAIMCTOM AJIMUHHUCTpauuu BepxHerpailBopoHCKOTo
cenbcoBeTa KacTOpeHCKOro pailoHa ¢ CONpPOBOJUTENIBHBIM MHCBMOM, B KOTOPOM YKa3bIBAa€TCS
KOJIMYECTBO JIE], IEPEIABAEMBIX B apXHUB.

3amectutens [1aBel AAMUHHCTpAITUN
BepxHerpaliBOpOHCKOTO CelabCcoBETA

KacTtopenckoro paiiona T.N.CemenoBa
«11» mapra 2024 T.

COI''TACOBAHO COI''TACOBAHO

[Iporokon DK AnMuHUCTpauuu [Tporokon DIIK apxuBHOrO
BepxHerpailBOpOHCKOIO CEIbCOBETA ynpasieaus Kypckoit o6nactu
KacTopenckoro paiiona OT No

ot 11 mapra 2024 r.Nel

[Tpunoxenue Ne 1

K UHCTPYKIUU TIO JIEIOMPOU3BOJICTBY

B AAMHUHHCTpaIu BepxHerpailBopoHCKOTo
cenbcoBeta KactopeHckoro paiioHa

OBPA3IbI BJIAHKOB TOKYMEHTOB,
NPUMEHSIEMBIX B AIMUHUCTPALIMHA BEPXHEI PAHBOPOHCKOI'O
CEJBbCOBETA KACTOPEHCKOI'O PAHOHA
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AIMUHUCTPALIIUA
BEPXHEI'PAUBOPOHCKOI'O CEJIbCOBETA
KACTOPEHCKOI'O PAUOHA
INOCTAHOBJJEHHE

No
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obpazey, d1anka nocmanoenenua AOmunucmpayuu Bepxnecpaiigoponckozo cenvcosema
Kacmopenckozo paiiona

AMUHUCTPALIUA
BEPXHEI'PAVIBOPOHCKOI'O CEJIbCOBETA
KACTOPEHCKOI'O PATOHA

PACHOPAXKEHMUE
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obpazey, d1anka pacnopaxcenus Aomunucmpayuu Bepxnezpaiieoponckozo cenvcosema
Kacmopenckozo paiiona

AJIMUHUCTPALIUS

BEPXHEI'PAIBOPOHCKOI'O CEJIbCOBETA
KACTOPEHCKOT'O PAIOHA

c. Bepxnss I'paiiBoponka , Kacropenckuii paiion, Kypckas o6iacts,
ungekc 306725,ren./dgaxc8(47157)3-33-30,
e-mail:v-graivoronka2013@yandex.ru

Ne

Ha No oT
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obpazey o1anka nucoma Aomunucmpayuu Bepxuezpaiieoponckozo cenvcosema
Kacmopenckozo paitona

[punoxenne Ne 2

K HHCTPYKLUU O JIEIONPOU3BOJICTBY

B AAMHHHCTpauu BepxHerpailBopoHCKOTo
cenbcoBera KactopeHckoro paniona

IMPOTOKOJI
3acelaHHs KOMHMCCHHU IIO ...

oT c. Bepxnss ['paliBopoHka Ne

[Ipencenarens: @ammmms 1.0.
Cexkpetapp : @amunusa U.0.

YeHbl KOMUCCUM:

(bamuuu 1 UHUITKMAIBI B B alI()aBUTHOM
MOPSIIKE)

I[TOBECTKA JJHA:

1. O xoze BeIMOIHEHUS TTocTaHOBIeHH [ 'yoepHaTopa Kypckoit obmactu

n n

oT r. Ne "O ......

(baMuIUK JOKITATYUKA U BHICTYIAIOITNX )
2.0...

1.CJIYIITAJIN:
®.1.0. - TekcT noKIaa mpuiaraeTcs

BBICTVYIINJIA:
®.1.0. - kpaTkast 3aIMCh BBICTYIUICHHUS
®.1.0. - kpaTkKast 3aI1Ch BBICTYIUICHHUS

PELLWJIN:
1.1. CornmacoBars...
1.2. B HenenbHBIN CPOK PACCMOTPETS ...

1. 3. Ilopyuuts ...
IIpencenarens (moamnuce)
Cekpertapb (Tmoamuce)

N.0.®amunus
N.0.damunus
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obpaszey oghopmnenus nonnozo npomoxona

BBIIINCKA U3 ITPOTOKOJIA

o 202 c.Bepxuss I'paitBoponka Ne

COBCIIaHMA, 3aCCIaHUA (HaI/IMeHOBaHI/Ie COB€TA, KOMI/ICCI/II/I)

[Ipencenarens:
Cekperaps:

[TpucyrcrBoBanu: 20 4enoBekK (CMUCOK MPUIIAraeTcs)

[NHOBECTKA JIHA:
2. O T1mpoekTe TIOCTAaHOBJICHHUS AJIMUHHCTpanuu BepxHerpallBOpOHCKOTO CenbCoBETa
KacropeHnckoro paiioHa
CIIYHIAJIN:

Oammns N.O. — TeKCT AOKIaa mpuiaraeTcsl.

BBICTYIINJIA:
Gammus M.0. kpaTkas 3auch BICTYIUICHUS.
®ammus U.O. kpaTkasi 3anmuCh BHICTYIUIEHUS U T.J.

PELIWJIN:

B ocHOBHOM cormacuThCsi C TMPEeNIOKEHUSIMH O JA0paboTKe TMPEeACTAaBICHHOTO IPOEKTa
MIOCTAHOBJICHHSI C YYETOM COCTOSIBILIEIOCSl Ha 3acelaHuU OOCYXKICHHUS.

CornacoBaHHbBIN MPOEKT MOCTAHOBJICHUS C MOSICHUTEIBHON 3alHCKOM K HEMY B HENENIbHBIN CPOK
BHECTH Ha MOJMNKNCAHNUE B YCTAHOBJICHHOM TOPSIKE.

[Ipencenarens (moamuce) N.0.®ammusa

Cekperapb (moamuce) N.O0.®amunus

obpazey oghopmnenusn eplnucKu U3 nPOmMoOKoIA

[Tpunosxenne Ne 3

K NHCTPYKLUU IO JIEJONPOU3BOJCTBY

B AIMHMHMCTpanuu BepXHerpailBOpoOHCKOTO
cesnbecoBera KactopeHckoro paiioHa
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HanmenoBaHue CTpyKTypHOTO I'maBe BepxHerpalBOpOHCKOTO CEJIbCOBETA
[0JIpa3IeJICHUS Kactopenckoro paitona @amunus 1.0.
JOKJIAJHAA 3AIINCKA

Ne
O uem?

Texct 3anucku (CoAepKUT 00CTOATENBHOE U3JI0KEHNE KaKOTro-JIn00

BOIIPOCA C BBIBOJIAMH U TIPEJIOKCHUSIMH COCTABUTEIS )

HaumMmeHoBaHMEe TOJKHOCTH (moamuchk) N.0.amunus

oopaszey oghopmienusn 00K1A0OHOI 3aNUCKU

['maBe BepxHerpalilBOpOHCKOTO CelbCOBETA
KacTtopenckoro paitona
®amunusa U.0.

CJHY/KEBHASA 3AIIMCKA
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Texct 3anmucku (COAEPKUT 0OCTOATENBHOE U3JI0KEHNUE KaKOT0-TTH00

BOIIpOCa C BbIBOJAAMH U NPCIIOKCHUAMA COCTAaBHUTEIS )

Hauvaneauk otnena (moamnuce) N.O0.®amunus

oopazey ohopmnenun cayxiceoHoll 3anucKu

Havansnuk otaena (©.1.0)

['maBe BepxHerpalilBOpOHCKOTO CelbCOBETA
KacropeHnckoro paitona Kypckoit o6mactu

Ddamumug U.0.

OBBbACHUTEJIBHASA 3AIINCKA

No

(O uém ?)
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Tekcr 3anucku (COACPKUT 00CTOSATEIHLHOE 0OBSICHEHUE TPUYUHBI KaKOT0 -TH00

coObITHSI, (hakTa, MOCTYIKA)

Hauansauk otnerna (moanuce) N.0.damunus

oopazey ohopmnenusn 06vACHUMENbHOU 3ANUCKU
ogopmusiemcs, Kak npaguio, om pyKu

IMosicuuTenbHAA 3aIHCKA

K npoekTy peuieHuss Cobpanus nenyratoB BepxHerpaliBOpOHCKOTO CellbCOBETa
Kacropenckoro paitona «O BHeceHUU U3MEHEHH U fomnoyHenui B [lonoxenue 06 ycTaHOBIEHUU
CUCTEM OIUIAThI Tpy/Ja paOOTHUKOB MYHULIUTIATHHBIX OFO/KETHBIX U Ka3€HHBIX YUPEKICHUI

TEKCT

HaMEHOBaHHUE JOJDKHOCTH
COCTaBUTEISI HOJMNUCH N.0. Gamunus


consultantplus://offline/main?base=RLAW417;n=25104;fld=134;dst=100012
consultantplus://offline/main?base=RLAW417;n=25104;fld=134;dst=100012
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obpazey oghopmnenua noacHuUmMenNbHOU 3aNUCKU

[Tpunoxenue Ne 4

K UHCTPYKLUU O JIEIONPOU3BOJICTBY

B AnMuHucTpanu BepxHerpaiBOpoHCKOTO
cenbcoBeTa KacTtopeHckoro paiiona

YTBEPXIAIO

I'maBa BepxHerpaiiBOpOHCKOTO CEJIbCOBETA
KacTtopenckoro paitona

(momuck) N.0. Gamunus

nara

o 20 N

OO0 yHHUYTOXKEHUH OJIaHKOB MTUCEM
AnmuHHCTpanuu BepxHerpailBOpoHCKOTO CENbCOBETa
Kacropenckoro paitona

OcHoBanue: MHCTpyKIMsS 1O AEIONPOU3BOACTBY B AIMUHUCTpauuu BepxHerpaliBOpOHCKOIO
cenbcoBeTa KacTopeHckoro paiioHa oT Ne
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CocraBiieH KOMUCCHUEN:

IIpencenarens:
®amunus N.0. — 'naBa BepxuerpaiiBoponckoro cenbcoBera KactopeHnckoro paiioHa

UneHbl KOMHCCHUU:
®amunusa U.0. 3aM. ['maBel BepxHerpailBOpOHCKOro CeIbCOBETa
KacropeHnckoro paiioHa

®ammnus 1.0. TJIaBHBIN CIELIMAJIUCT-IKCIIEPT AJMUHHCTpaLUU
BepxuerpaiiBopoHCKOro cenbcoBera  Kacropenckoro
paiioHa

®ammnus 1.0.

[IpucyrcrBoBanu: @ammiusg N.O. - raBHbIN crienuanucT-3KCnepT

birankn nucem AaMmunucTpanuu BepxHerpallBopoHCKOro cenbcoBera KacTopeHckoro paioHna 3a
Homepamu: 000000,....yHUYTOKEHBI B CBSI3U C JIOMYIIEHHBIMHU OIIMOKaMH MPH UX O(POPMIICHUH.
Croco6 yHUYTOXKEHHUS: U3METTbUCHUE.

Mecto U BpeMss YHUYTOXKEHHs: AJIMHHHCTpauus BepxHerpailBOpoHCKOTro CeIbCOBETA
Kacropenckoro paiiona, B 16.00

[Ipencenarenb KOMUCCUU:
(ums1, oTUeCcTBO, (haMUITHs)

UseHbl KOMHCCHUU:
(ums1, oTUeCTBO, (haMUITHS)

(ums1, oTUeCTBO, (haMHITHS)

(ums1, oTdecTBO, (haMHITHS)
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obpazey oghopmnenus akma

AnMuHHCTpanus BepxHerpaiiBOpoOHCKOIO YTBEPXAIO
cenbcoBeTa KacropeHckoro paiona I'maBa BepxHerpaliBOpOHCKOTO
cenbcoBera KactopeHckoro paniona
N.0. Gamunus
«_» 20 T
AKT
Ne

O BBIJIEJICHUU K YHHUYTOKCHHIO
(apXuBHBIX) JOKYMEHTOB, HE TOJICIKAIINX XPAHCHHIO

Ha ocHoBanuun

(Hazeanue u 6vix00HbIE OalHble nepeuHst OOKYMEHNO8 C YKA3AHUeM

CPOKO8 UX XPAHEHUSL)

0TOOpaHbl K YHHUUYTOXKEHHIO KaK HE HMMEIOIIUE HAyYHO-HUCTOPHUUYECKON LIEHHOCTH M YTpaTUBIINE
MIPaKTUYECKOe 3HaYeHHE TOKYMEeHTHI (hoHma No

(nazeanue gponoa)

Ne 3aroJioBOK neja TI'oner NoNo Ne en.xp. | Kounu- Cpoku [Tpume-
n/m | (rpymnmoBoii 3aroJ0BoOK ONHUCH | [10 OTIUCHU | YECTBO XpaHEHUs YaHUS
JIOKYMEHTOB) (mpu (mamexc | em. xp. |u NeNe crareit
BBIJICJICHU o (mem) | Mo mepevHro
U K HOMEHKJIa
YHUYTOXKE | Type Je)
HUIO
JOKYMEHTO
B [IpU
MOJTOTOBK
e J1e K
nepegaye B
apxuB
opraHmsarg
uu, rpada
HE
3aMmoaHsIEeT
cs)

1 2 3 4 5 6 7 8
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Hroro ed. Xp. (Aen, SIEKTPOHHBIX AeT) 3a

TOJIBL.

(yugppamu u nponucwio)

Onucu Aen MOCTOSHHOTO XpaHEHHs 3a roael yrBepkaeHsl OIIK
apxuBHOTO ynpasieHus: Kypckoii obnactu

(TIpOTOKOI OT N )

(raumenosanue dondxcnocmu (noonucw) (pacwugposxka noonucu)

PYKosoOumens apxusa (muya,
OMBEMCMEEHHO20 34 APXUB)

COI''TACOBAHO YTBEPXIEH

[IpoToxosn DK Agmunuctpanuu [Tporokon JIIK apxuBHOTO

OpexoBCKOTO CellbcoBETA ynpasienus: Kypckoit obnactu
KacropeHnckoro paiioHa

oT Ne OT Ne

JIOKyMEHTBI B KOJIMYECTBE en. Xp.:

- Ha OyMaXHOM HOCHTEJE BECOM KI CHAaHbl Ha
YHUUYTOKCHHUE;

- Ha 3JICKTPOHHOM HOCHUTCJIC CJaHbl HA YHUYTOXKCHHC

(cnocob ynuumodicenust)

(raumenosanue oonxcnocmu (noonucw) (pacwugposxka noonucu)
pabomuuxa, coaguieco
OOKYMeHmbl)

(Oama)

N3meHeHus B Y4YC€THBIC JOKYMCHTBI BHCCCHBI.

(HaumeHoB8anue OOINCHOCMU (noonucs) (pacwugposxa noonucu)
PabOmMHUKA apxued, 6Hecule2o
UBMEHEHUsL 8 YuemHble OOKYMEHMbl)

(Oama)
oopazey ohopmaenun akma o evideneHUU K YyHUUMOHCEHUIO OOKYMEHM 08,
He nooaexdcamux XpaHeHur
YTBEPX/AIO YTBEPXAIO
I'maBa BepxHerpailBOpoHCKOTO Ynpasndromuii qenamMu AIMUHACTPALMA



cenpcoBeTa KacTopeHckoro paiioHa

(moamuce) (pactmdpoBka
TIOJIITUCH)
Hara ITeuats
AKT
Ne

rpueMa-nepeaayu apXuBHbIX
JOKYMEHTOB Ha XpaHEHHUE
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KacropeHnckoro paiioHa

(moamucek) (pactmmmdpoBka
TIOJIITHUCH)
[ara [Teuats

(ocHOBaHUE Mepeaayn)

(ma3zBanue nepenaBaemoro GoHa)

caal,

(Ha3BaHMe opraHMsaumm, Nnepeaatollein JOKYMEHTbI)

(Ha3BaHME OpraHMU3alMK, TPUHUMAIOIIEH JOKYMEHTHI)

IMMPUHUMACT HA XPAaHCHHUEC JOKYMCHTEI 34

T'oJblI 1 Hay‘IHO-CHpaBO‘IHLIﬁ arrapar K HUM:

Ne HasBanue, Homep KosmuectBo KonnuecTso [Ipumeuanus
/T OIHCH AK3EMIUISIPOB el. Xp.
OTHICH
1 2 3 4 5
Hroro npunsro en.Xp.

[Tepenauy npousBenu:

(momxHOCTB )(TOANMCH)  (pacundpoBka
TTOJIITUCH )
Hara

[Tpuem npousBenu:

(IOMKHOCTD) (moamuce)
(pacmmdpoBka

TTOJIITUCH)

Jara

®ounay npucBoeH No

N3meHeHus B Y4YE€THBIC JOKYMCHTBI BHCCCHBI.

(TOKHOCTD)
ara

(moamuce) (pacmudpoBKa IMOITUCH)

obpazey oghopmnenus akma npuéma-nepeoaiu apxXueHvlxX 0OKyMeHm 08 Ha XpPaHeHue

AnmunncTpanus BepxHerpalilBOpOHCKOTO CEbCOBETA

KacropeHckoro paifoHa

(HaMEeHOBaHUE OPraHU3AIIH )
AKT

Ne
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(MecTo cocTaBIEHMS)

0 BbIJJa4¢ pi () | BO BPEMECHHOC
MMoJIb30BaHUuE

(HaI/IMeHOBaHI/IC OpraHusanuu,

ee aJipec, MOYTOBBIA UHJIEKC)

OcHoBaHue

JInst KakoW 1eJd BBIIAOTCA J1eTia

Brinatores cnenyrommue en. xp. u3 ¢ponrma Ne

(Ha3Banue ¢Gonma)

No | Omucs Ne | En. xp. 3aroJioBOK €. Xp. Kpaiiane natel | Komnuectso |[Ipumedann
n/m Ne JINCTOB e
(Bpemst
3By4YaHUs,
METpax)
1 2 3 4 5 6 7

Bcero Beigaercs

en. Xp.,

(mdpamMu ¥ IPOITHUCHIO)

CPOK BO3BpalllCHHA

I[ena BbIJaHbI B YIIOPAAOYCHHOM COCTOSIHUH, IIOAIIUTHI, B O6J'IO)KK8.X, C IPOHYMCPOBAHHBIMHA

JINCTAaMH U 3aBCPUTCIIbHBIMU HAAIIUCAMU.

HonyanenL 06513yeTc;1 HC MIpCAOCTaBJIATH ACJI, MOJIYUCHHBIX BO BPCMCHHOC IOJIb30BAHHC,
IS 3aHATHH MNOCTOPOHHUM JIMIIAM, HC BbIJaBaTb II0 HUM KOHHﬁ, BBIIIMCOK U CIIPABOK, HEC

HY6J'II/IKOBaTB JAOKYMCHTEIL 0e3 pa3pcuicHud OpraHnu3ainuu, BBIZABIIICH JeTa.

[Tomy4arens 06g3yeTcs BEpHYTH Jiefla B apXUB OPraHU3allMU B YKa3aHHbIN B aKTe CPOK.
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[Tonyuatens npenynpexaeH 00 OTBETCTBEHHOCTH II0 3aKOHY B cllydae yTpaThl WIH
ITOBPEKCHMS ITOJIyYEHHBIX BO BPEMEHHOE 110JIb30BAHUE JIEJI.

HaumeHnoBanue 107KHOCTH HaumeHnoBanue TOJKHOCTH
PYKOBOJUTEIISI OpraHu3aluy, PYKOBOJUTEIISI OPraHU3aIuu-
BBIJIAIOIIETO JIeTIa MoJTyqaTess
(moamnuce) (pactmdpoBka (moamucek) (pacmudpoBka
TIOITTUCH) TIOJIITUCH)
Hara Hara
I'epboBast meuaTh OpraHuzanuu I'epboBas neuaTs opranuzanuu

Briman nena mo mopy4eHHuro pyKoBOJICTBA

(HaMMEeHOBaHUE OPraHU3alINN)

PykoBonurens apxuBa
opranusainuu (JIMio,
OTBETCTBEHHOE 32 apXUB)

(monmuce) (pacuudpoBka moamucH)

Hara

[Ipuns nena no Nopy4yeHuIo pykoBOJCTBa

(HaMMEeHOBaHWE OPraHU3AIIIH )

PykoBoautens apxuBa
opranusanuu (JIio,
OTBETCTBEHHOE 32 apXUB)

(moamuce) (pacuudpoBka moamucy)

Hara

Z[eﬂa BO3Bpalll€HbI B IIOJIHOM o0BeMe U COXpPaHHOCTH.
Cz[an 110 MMOPYYCHUTIO PYKOBOACTBA OPraHnU3aluu-110J1yqaTeClIA.

PykoBoautens apxuBa
opranu3aiuu (JIuIio,
OTBETCTBEHHOE 32 apXUB)

(moamuce) (pacmmdpoBKa MOAMKUCH)
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Hara

[IpuHsu1 0 MOPYyYEHUIO0 PYKOBOJICTBA OPTaHU3ALIMY, BbIIaBIIEH Jiena.

PykoBonurens apxuBa
opranusanuu (JIMuo,
OTBETCTBEHHOE 32 apXUB)

(moamnuce) (pacmu@poBKa MoANUCH)

Hara

obpazey ohopmnenusa akma o évioaue oej 60 6peMeHHOE NOIL306AHUE

[Tpunosxxenue Ne 5
K MHCTPYKIUH T10 JICTIOTIPOU3BOJICTBY
B AnMuHKCTpanuu BepxHerpaliBopoHCKOTO
cenbcoBera KactopeHckoro paitoHa

[IPUMEPHBIN [TEPEYEHD
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JOKVYMEHTOB, IIO/JIEXXALINX YTBEPXIAEHWIO

Ilepedyens nopydenuit ['naBel BepxnerpaiiBopoHCKkoro cenbcoBera KacTopeHckoro panosa.
[Tporpammsl (IIpoBeACHUST MEPOTIPUATUH, paboT U 1Ip.).

[Tnans! (paboThI KOJUIETUH, COBETOB U JP.).

[Tonoxenust (0 CTPYKTypHOM HOJIpa3AeiieHUH, IPEMUPOBAHUU U 1. ).

VYcraBel yupexIeHU, OpraHu3aluu.

WHcerpykuuu, npaBwia (AOJDKHOCTHBIE, 10 JEJIONPOU3BOJCTBY, TEXHHUKE O€30MaCHOCTH,
BHYTPEHHETO TPYI0BOI'0 PACIOPSIKA U Ap.).

CrpykTypa, LITaTHOE pacCMCaHUE U IITaTHAsl YMCICHHOCTh U U3MEHEHUS K HUM.

[lepeunn (nomKHOCTEH pPAaOOTHUKOB C HEHOPMHUPOBAHHBIM pabouuM JHEM; OOBEKTOB,
nepe1aBaeMbIX B MyHULIUIIAIbHYIO COOCTBEHHOCTb, U Jp.).

CMmetsl (pacxoJOB Ha cojep)KaHHe ammapata yIpaBlCHUs, 3JaHUM, Ha MPOBEICHHE
MEpPOTIPUATHI, Ha KAUTAIBHOE CTPOUTEIBCTBO U JIp. ).

Tapudnsie craBku.

Pacuienku (Ha mpou3BOACTBO paboT U Ip.).

AKXTBI (IPOBEPOK U PEBU3MH, IKCIEPTU3BI, IIPUEMa 3aKOHUEHHBIX CTPOUTEIHCTBOM OOBEKTOB,
repeaayuu Je, TUKBUIAIIUU OpraHu3alui, YIpeKICHUHN, MPEIITPUITU).

3amanus (Ha NOPOEKTHPOBAHME, KalMTaJbHOE CTPOUTENBCTBO, HA IPOBEJCHHE HAay4YHO-
UCCIIEIOBATENIbCKUX padOT, TEXHUUYECKHE U Jp.).

HopmatuBbl (351€KTpO3HEPrU, YUCIEHHOCTH PaOOTHUKOB, Pacxoja ChIpbsl, MaTepUalioB, U
ap.).

Otuetsl (0 MPOM3BOJCTBEHHON JEATENbHOCTH, KOMaHIUPOBKAX, HAYYHO-HCCIIEI0BATENbCKIX
pabortax u ap.).

[Tpunoxenue Ne 6

K UHCTPYKIUU TIO JIETOMPOU3BOJICTBY

B AAMHUHHCTpaIu BepxHerpailBopoHCKOTo
cenbcoBeta KactopeHckoro paiioHa

OCOBEHHOCTHU HAIIMCAHUA JAT U YUCEJL, YACTO
YHOTPEBJIIEMbBIX COKPAIIIEHUM CJIOB,
3HAKOB OBO3HAYEHMUA
EJVUHUILl UBMEPEHUS, ®PAMWJINA U UMEH

Cnocoovt 0oamupoganus 0OKymMeHmos
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CrnoBecHO-IIMPPOBON CHOCOO JATHPOBAHMS MPHUMEHSETCS MPH HANKWCAHUHM JaT B TEKCTaX
MPAaBOBBIX AaKTOB, IPOTOKOJOB, MOPYYECHUH, (UHAHCOBBIX JOKYMEHTOB, IIHCEM, CIY)KEOHBIX
3aMucoK, Teserpamm (Hanpumep: 21 Hostops 2015 r.).

Hudposoii cmocod AaTUpoBaHHUS HCIOJIB3YETCs MPU BU3MPOBAHWH, HAMCAHUU PE3OJIOIUH,
MPOCTABJICHUH OTMETOK O TMPOXOXJICHUH M UCIIOJHEHHH JOKYMEHTa, repeaade TeaepoHOrpaMm,
oopMIeHHH 3aKa30B Ha pa3MHOXKEHHE JOKYMEHTOB M B HMHBIX ciydasx. [Ipm sToM marta
IIpOCTaBIsETCS TpeMsl napamu LUQp, pa3AeiICHHBIX TOYKAMM, B IOCJIEIOBATEIHOCTU: YHCIIO,
Mecsil, roa (Hampumep: 21.11.2015).

Ogopmnenue oam é mexcmax 0OKyMeHmoe

JlaTel W KaJeHJapHbIE CPOKM B TEKCTE IPOEKTOB JIOKYMEHTOB PEKOMEHAYETCS MHCaTh
CJIEIYIOLIUM 00pa3oM:

3 Hos10ps 2015 1., B HOs1Ope 2015 r., B mepBom nonyroauu 2015 r., B I kBaprane 2015 r., Ho:
3a 11 mecsmeB 2015 roma, B 2015 roxay, 6romker Ha 2016 rox, ¢ 2015 mo 2016 rox, B 2015 - 2016
rojax.

B Ha3BaHuAX Mpa3mHUKOB M 3HAMEHATEIBHBIX JAT C MPOMHCHOW OYKBBI MUIIYTCA TEPBOE
CJIOBO M MMeHa cobcTBeHHbIe: BockMoe mapta, HoBwiit ron, Jlensp poccuiickoii medatu, HO: JleHb
[To6enpl, PoxxaectBo XpucToBo.

Ecnu HavanmpHOE MOPSAIKOBOE YHMCIUTENIBHOE B TaKOM Ha3BaHUU HamucaHo IU(pPoOH, TO ¢
MIPOIKCHOM OYKBBI MUUIETCS ceayloliee 3a HUM cioBo. [lopsaakoBoe yuciuteabHOe IpU 3TOM He
nMeeT HapanieHus, 8 Mapra.

[TopsimkoBBIE YUCTUTENBHBIC, 0003HAYaeMble apaOCKUMH TU(PpaMH, TUITYTCS ¢ HapaIlleHUEM:
8-#t psin, 90-e romsl. [lopsakoBbie YHCTUTETBHBIE, 0003HAYaEMbIe PUMCKUMHU ITU(PpPaMU, TTHITYTCS
0e3 napamenus: I ouepens cTpoutenbcTBa.

Ecnu moapsig uayT nBa MOPSIAKOBBIX YHCIUTENbHBIX, 0003HAYEHHBIX apaOCKuMu HubpaMu u
pa3fesieHHbIX 3amsiToOl WM COEIUHEHHBIX COI030M, IMAJIe)KHOE OKOHYAHHE HapalluBaeTcs y
KaXJ0ro, Hampumep: S5-U, 6-i kmacc; 9-e m 10-e kmaccel; B 8- U 9-H Kjacc; COBETHHKHU
roCyJIapCTBEHHOM CITy>KObI 2-T0 M 3-TO KJIacCOB.

Ecnun weckonmpko (OoJsiee OBYX) TMOPSAKOBBIX UYHCIUTENBHBIX, 0003HAUYEHHBIX apaOCKUMH
uudpamu, UAYT TOAPSA, MaleKHOE OKOHYAHHWE HApAlllUBAETCS TOJBKO Yy IMOCIETHEro, HalmpuMep:
YYEeHHKH 5, 7, 9-X K1accoB; pedhepeHThI ToCyIapCTBEHHOM CITy>kObI 1, 2 1 3-r0 KIaccoB.

Ecnu nBa mOpSIIKOBBIX UYMCIUTENBHBIX, 00O3HAUEHHBIX apabckumu Iudpamu, HATUCAHbBI
yepe3 TUpe, TO MaJie’KHOEe OKOHYaHWE HapalluBaeTcs TOJIbKO y BToporo, Hampumep: 8 - 10-e
knaccel, 80 - 90-e roapl, B 30 - 50-x rongax.

He TtpeOyioT HapalieHus NaiekHbIX OKOHYAHWUN TaKue TMOPSAIKOBBIE UHCIUTEIbHbBIC,
o0o3HayeHHbIE apaOCKuMU LudpamMu, Kak HOMEpa TOMOB, TIJIaB, CTpPaHUI], WIJUTIOCTpPAIUH,
MPUJIOKEHUH U T.I., €CIH POJOBOE CIOBO MPEIIECTBYET YHCIUTEIbHBIM, HAIpUMEP: B ToMe O, B
riaBe 5, Ha cTpaHule 85, Ha pucyHke 15, B Tabnuiie 8, U3 NPUIOKEHUS 6.

Pumckumu tmdppamu (6e3 HapalleHusT MaJeKHOTO OKOHYAHHS) MO TPAaTUIUU TPHUHITO
0003Ha4YaTh BEKa, KBAPTAJbl, MOPAIKOBbIE HOMepa KOH(EpeHINil, KOHIPECCOB, MEKTyHAPOTHBIX
o0beAMHEeHUM, accaMOIIeid, TOJOBILMH, CIIOPTUBHBIX COCTSI3aHUMN, HAIIPHUMeED:

XXI Bek, XIX - XX Beka, XX CTOIETHE

1 xBaprau, Il kBaptain, Il kBapTan, IV kBapran

X MexayHapoAHbI aCTPOHOMHUYECKHUH Che3 ]

XII Onmumnuiickue urpsl

XXV BceemupHas accamb6iiest 3ApaBoOXpaHeHUs

Hanucanue uucen
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JU1a HanKMcaHus YKCeN UCIOJb3yeTcs OyKBEHHas (YEThIpe MUIIYIHE MalluHbl, 1saTh [I9BM),
mudposas (25 1I9BM, 20 newarHsix auctoB) u OykBeHHO-mMppoBas (130-Teicsaunblii) (hopmbl
quced.

BykBenHo-tmdpoBast Gopma ymcen pEeKOMEHIyeTCsl Ul 00O3HAYeHHs KPYIMHBIX KPYTJIBIX
Yrcel B BUJAE COUCTAHUS IUQP C COKPAIICHUSMH: ThIC., MJIH., MIpPA.. 5 ThIC. pyOsei, 12 muH.
pyouteii, 20 mupa. pyoIiei.

CocTaBHBIE KOJIMYECTBEHHbIE UHUCIUTEIbHbIE MMIIYTCS pa3/ielbHO B IOJHOM WU
COKpalleHHOW (hopme: OJUH MUJUIMOH JIEBSITHCOT COPOK IATH ThICAY IIECTHCOT COPOK OJUH PYOib
(1945641 py6.)

B Tekcre cocraBHbIE KOJMYECTBEHHBIE YMCIUTEIbHBIE PEKOMEHyETCsl 1caTh nudpamu, a B
Hayasie ab3ama - CIIOBaMHu.

Ecnu mpu uucne naHo cokpailieHHOe 00O3HAaue€HUE EAMHUIIBI M3MEpPEHHUs, 4Yucio (axe
OJIHO3HAYHOE) JIOJKHO OBITh AaHO Iudpamu, Hanpumep: 3 i1, 12 r, 580 kr.

Ecnu B mpeanoskeHuu, Hapsiily ¢ OJHO3HAYHBIMU, YacTO BCTPEYAIOTCSI MU MHOTO3HAYHbIE
KOJIMYECTBEHHBIE YHUCIUTENbHBIC, B LEISIX YHUPUKALNU CIEAYET U OJHO3HAUHbIE KOJIUYECTBEHHbBIE
YUCIUTENbHbIE NHCaTh LU(pamMu, 3a HCKIIOUEHHEM YHCIUTENbHBIX B KOCBEHHBIX Najaexax,
Hanpumep: B 6ubnrorexy nocrynuio 5 [I9BM, a B apxuB - 3 unu: B OUOIMOTEKE HE XBATAaET TPEX
MallH, a B apXUBE - JIBYX.

Ha3zBanust emunami; w3MepeHuss B TekcTe akTtoB ['ybepraropa Kypckoit obmactu
peKOMeHAyeTCs MUcaTh: S5 ThIC. METPOB, 16 ToHH, 120 kB. MeTpoB, 60 Ky0. MeTpoB, 20 MJIH. TOHH; B
MPUIIOKEHUSIX - COKPAIIEHHO: 5 ThIC. M, 16 T, 120 kB. M, 60 Ky0. M, 20 MiH. T.

CymiecTBUTENBHOE MOCE APOOHOTO YHUCIIA COIIACYeTCsl C APOOHON €ro 4acThio U CTaBUTCS B
POIUTENHHOM MaeKe €AMHCTBEHHOTO uncia: 28,5 metpa, 46,2 KB. MeTpa, HO 28,5 ThIC. METPOB.

[Ipn o0o3HaUeHNH KOJMYECTBA MPEAMETOB, a TAKkKe KOJIWYECTBA JIIOJIeH HE YMOTpeOstoTcs
cnoBa "mTyk", "denosek": 10 aBTomMOOUIEH, a HE TYK aBTOMOOWIICH; 5 TPOTPaMMHUCTOB, a HE 5
yenoBek nmporpammuctoB. Ho nmumercs: 10 mmcroB Gymarm.

CroXHbIe CYILIECTBUTEIbHBIE U IPUIaraTelbHble, UMEIOIINE B CBOEM COCTAaBE YUCIUTEIbHBIE,
numrytest: 150-netue, 3-MecsuHbIH CpOK, 25-TIPONCHTHBINA, 3-THEBHBIN, 1-, 2- W 3-CEKIIMOHHBIE
el e

Ecnu B TOKyMEHTE BCTPEHAIOTCS BHIPAKEHUS C YUCIUTENbHBIMU THMA 1,95 pasa, To B TOM ke
JOKYMEHTE MOJ00HBIE YMCIUTEIbHBIE, KOTOPbIE OOBIYHO PEKOMEHAYETCSl MUCATh CIOBAMU, TAKXKe
NUIIyTes nudpamu, HanpuMmep: ... IpU YBEIUYEHUU CKOpOCTH B 1,95 pasa mpou3BOIUTENBHOCTD
Tpyza yBenuuutcs B 1,5 pasa ... (HO He B OJITOpa pasa).

UYucna npuOnu3uTeNbHBIE, KOTJAa OHU CTOST Ha BTOPOM MECTE, PEKOMEHJYeTCsl INUCaTh
CJIOBAMM, HallpUMeEp: ... IOJIy4EHO NaueK ABECTU OyMary ..., .. YeJIOBEK TPUCTA.

Mex 1y JacTsiIMM JBOMHOTO HOMepa Jlajiee CTaBUTCs Kocas uepra, Hanpumep: Yexosa yi., A.
90/12.

JIutepa nuIIeTcs CAMTHO C HOMEPOM J0Ma, Hantpumep: BopoThuit nep., 1. 7a.

3Haku HOMepa, maparpada, IpoLEeHTOB, Ipagyca, MUHYThl MU CEKYH/bl CTaBATCS TOJIKO IpU
udpax, K KOTOPbIM OHU OTHOCSTCSA, M B 3arojI0BKax rpad TaOinuyHbIX GopM.

Korna nudpsl numyrcs ciioBaMH, 3HaKd HoMepa, naparpada, MpoLEeHTOB M T.II. TaKke
MUIIYTCS CIIOBAMHU.

3naku N, % ¥ T.4. IpU HECKOJIBKUX 4Hciax (T.€. KOrja OHM 0003Hayal0T COOTBETCTBYIOIIUE
MOHATHUS BO MHOKECTBEHHOM YHCIIE) HE Y/IBAaUBAIOTCS U CTABATCS TOJBKO OJUH Pa3, 10 WIU MOCIe
psija yucer.

MaremaTrueckue oOo3HaueHUs =, <, >, +, - W Jp. JOMYCKaeTcs NPUMEHSITHh TOJIBKO B
¢dopmynax; B TEKCTe JOKYMEHTOB MX HEOOXOIMMO IepenaBaTh cioBamMH "paBHO", "MeHble",
"6onpie", "matoc”, "MuHyC".

ITpu odopmieHnn naT, KaJeHJApHBIX CPOKOB, JICHEKHBIX BBIPOKEHUH, a TaK)Ke B HA3BAHUSX
IIPa3HUKOB W 3HAMEHATEJIBbHBIX J1aT HE PEKOMEHIYETCS OTPBIBATH CIIOBECHBIE BBIPAKEHUS OT
U(POBBIX, IEPEHOCUTH UX HA JPYT'YIO0 CTPOKY MIIA CTPAHUILY.
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He pexkomenmyercss Takke OTpbIBaThb 3HAaKM HoMepa, maparpada, MpOLEHTOB, Trpajyca,
MUHYTBHI ¥ CEKYHJIbI OT COOTBETCTBYIOLIUX LTUDD.

B stux nenax mexay nu@poBBIMH U CIOBECHBIMU BBIPAKCHHSIMHU MPOCTABIISETCS JKECTKHM
mpo0ert.

IIpy moaroroBke axkToOB Anmunuctpanuu  BepxHerpaiiBopoHCKOIo CenbCOBETa
Kactoperckoro paiioHa W UWHBIX OQUIMAIBHBIX JIOKYMEHTOB (JIOTOBOPOB, COTJIAIICHHI)
HCIIOJIb3YIOTCS ITOJIHbIE HAUMEHOBAHUS OPraHOB MCIIOJHUTEIBHON BIIACTH.

JlommyckaeTcsi  MCIOJIb30BAaHME  COKpAIICHWH HaWMEHOBAaHWH  (enepalbHBIX  OpPTraHOB
WCIOJIHUTENBHON BiacTh corjacHo IlepeyHi0 TMONHBIX UM COKpPALIEHHBIX HAUMEHOBAHUMI
(benepanabHBIX OPTaHOB MCIOJIHUTEIBHOW BIIACTH, YTBEPKICHHOMY COBMECTHBIM PacmopspkeHneM
Anvmunuctpanuu Ipesunenra Poccuiickoit @enepaunu u Annapata IIpaButensctBa Poccuiickoit
Oenepanun 16 urons 2008 roma Ne 943/788.

B o¢unumanbHbIX JOKYMEHTaxX HE JOIycKaeTcs ynoTpebdieHue cokpamieHus "PO" Bmecto
cioB "Poccuiickas @enepanus'.

Hanucanue oyxkeennvix abopesuamyp

AOQOpeBHaTyphl, YNTa€MbI€ 10 Ha3BaHUSIM OYKB, HE CKJIIOHSIIOTCS W THIITYTCS MPOMHUCHBIMU
oykBamu. Harmpumep: YMB/I, OBM, 103I'Y, ©OI'Y.

AGOpeBuaTyphl, YUTAEMBIE 110 CJIOTaM, CKJIOHSIFOTCSI U MTUIITYTCS:

a) MPOTMHUCHBIMH OyKBamu, e€ciii oOpa3oBaHbl OT MMEHH cobcTtBeHHOTo. Hampumep: MU/,
BAK, (MU la, BAKYy), a Takxe [[OCT (I'OCTom);

6) crpouHslMH OyKBaMH, €ciM OOpa30BaHbl OT MMEHM HapularenpbHoro. Hampumep: By3
(By3a).

Bce cokparmienus cioB 1 HAMMEHOBAHHUN JOJDKHBI ObITh OOLIEIPUHATHIMU, @ UX HallMCaHUE -
yHUHUIMpoBaHo. Hampumep, COKpalieHHO 3aUChIBAIOTCS:
1) HaszBaHMA eIMHUI M3MepeHMd (npu umbdpax) :

METP — M TOHHa — T

MUIIJIMMETP — MM T'ekKTap - Ia

KMUJIOTpaMM — KI' CeKyHIa — C

rpaMM — T

LeHTHep — 1

2) paszauuHee OOO3HAUEHUS:

objlacTe — OOJI. MWUJIJIMOH — MJIH.

pavioH - p-H (OpM Hal3BaHMM) MUIJIMapO — MIPX.
ropon - I'. pybar - p. (py6.)

[IOCEJIOK — IIOC. XEJI€3HOIOPOXHEM — X.I.

ceyio - C. (OpM HaspaHMM) CTpaHMlIa - Cc. (Opu uudpax)
IIPOCIEKT — IpPOCII.

Jjomanb — IJj. Tadamuua — Taddl.

yauia - yi.
npoesn - IHp. PUCYHOK - puc.

IooM - n. mpyrom (mpyrme) - Op.
KOpPIIyC — KOPII. CMOTPM — CM.

noneesn — I[IOI. Ipouee -— Ip.

2Tax — BT. U TOMy HomobHoe — M T.II.
kabuHeT - Kab. TO €CThp — T.e.
KOMHaTa - K. M Tak jgajee — ¥ T.J.
ron, TOOHl - T'., I'T'. (Opu uMdpax)

TBICAYA — THEIC.
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OxpyriieHHEe YNCIOBBIX 3HAYEHUI BEJIMYMH JIO0 NIEPBOI0, BTOPOTO, TPETHEr0 U MOCIETYIOLUIUX
JECATUYHBIX 3HAKOB ULl PA3JIMYHBIX THUIIOB, Pa3MEpPOB, BUIOB, OJHOIO Ha3BaHUs, KaK IIPaBUIIO,
JIOJKHO OBITH 0MHaKoBeIM. Hanpumep: 89, 775; 16,323.

B Hanucanuu umeH, reorpauueckux Ha3BaHUN, TEPMHUHOB, JOJDKHOCTEH, YUPEXKICHUH U T.1.
JOJDKHO  CcOOMIOaThCsl  eIuHOooOpa3ue mNpuUHIMIOB H  (GopMm cokpamienus. Hampumep, mpu
COKpAIIIEHUH TIOCIIE IIH(P CIIOB T'0JI, TO/bI, HEOOXOIUMO COKpAIIaTh U CJIOBA BEK, BeKa mocie nudp,
0003HAYaIOINX CTOJIETHS.

Ecmu B Tekcre dammnus HamucaHa ¢ IByMs MHUIMaiamu, HarpuMep: B.B.MBaHoB, oHa u B
JAIBHEHIIEM JI0JDKHA MMCATHCS TAKXKeE.

He pexoMeHnayercs OTpbIBaTh MHUIMAIBI MMEHH M OTYECTBA OT (paMIIINK, IEPEHOCUTh UX HA

JIPYTYIO CTPOKY WJIM CTPAHHUILY.
Damunuu u umena

daMuIuM, OKAHYMBAIOIIUECS Ha COTJIACHBIA 3BYK, CKJIOHSIOTCS, €CITH OTHOCATCS K
MY)XYMHAM, U HE CKIIOHSIOTCS, €CJIM OTHOCSTCS K »keHiuHaM. Hampumep: ctynenty Kymnuky -
crynentke Kymuk, y Kapna 3erepca - y Aunbl 3erepc.

YacTeie OTCTYIUIEHUS OT TPABIIT (HECKIIOHIEMOCTh MY)KCKUX (haMUJIMN, OKAaHUUBAOIINXCS HA
COTJIaCHBIN 3BYK) HAOMIOAAIOTCS B TEX CIIydasiX, Korjaa ¢paMuins CO3BydHa C Ha3BaHHEM >KUBOTHOTO
unu npeameta HeoxymeriaeHHoTo (['ycb, Pemens, ['pebens), Bo n30exaHWe HENMPUBBIUYHBIX WA
Kypbe3HbIX coueTaHui, Hanpumep: "y rocn. ['ycsa", "rocnoguny Pemuro". Hepenko B momoOHBIX
CllydasiX COXpaHSAIOT (ammivio B HaudaidbHOM (opme, Hampumep: "Anmunucrpauus Kypckoit
obnactu BbicOKO orneHmso 3aciayru Ceprest SkosneBuva ['ych", mim BHOCAT M3MEHEHHS B JTaHHBIN
THUI CKJIOHEHHUSI, HAlIpUMEp: COXpaHseT B popMax KOCBEHHBIX Majekel Oersblii riacHslil 3Byk "O
noompenuu ['pedens pana MBanosuya'.

B nBoitHBIX (paMunusSX W TCEBAOHMMAX KaXKJash 4acTh HAYMHACTCS C MPONMUCHOW OYKBBHI.
Hanpumep: Pumckuii-Kopcakos, Hemuposuu-Jlanuenko, HoBukos-ITpu6oii.

Myxckue GpamMuiIng, OKaHYMBAIOUIUECS HA TBEPAYIO WM MATKYIO COTJIACHYIO, CKJIOHSIOTCA.
Hanpumep: O3omunr - O30nunra, Konomuen - Komomuiina, Xmens - Xmenst, bep3uns - bep3uns.

Hepycckue (amunuu, okaHuMBaromMecs Ha HEyIapseMylo TJacHylo -a, -1 (B OCHOBHOM
CIIaBSIHCKHE U POMAHCKHE), CKIIOHSIOTCS, 32 UCKIIOYeHHEeM (aMuiIuii, B KOTOPHIX OKOHYAHUIO -a
npeamecTsyer riaacHas -u-. Hampumep: SIlm Hepyna - tBopuectBo fna Hepynbl, ctuxu [la6no
Hepyngi, Iletpapka - Iletpapku, Ho: ['apcua, 'ynua.

CnaBsinckue (haMuINK, OKaHYMBAIOILIUECS HAa YAAPSEMYIO TJIaCHYIO -a, -5, TAKXKE CKIOHSIOTCA.
Hamnpumep: I'onoBus - 'onoBawH, JIo6oaa - JIo60p1.

HecnapsiHckue damunnm, okaHYMBAIOIIKUECS HAa yAapsAeMYIO TJIACHYIO -a, -5, HE CKJIOHSIIOTCSI.
Hanpumep: droma, 3054.

daMuIuM MyX4YUH, CO3BYYHBIE C HA3BAHMEM >KMBOTHOTrO, CKJIOHsOTCA. Hampumep: 3asn -
3aiina, Jlebenn - JIebens, Boak - Boaka.

He cxionsitorcs dammimy, OKaHYUBAIOUIMECS HA -aro, -sro, -o0o, -UX, -bIX, -KO, -OBO.
Hanpumep: IllamOunaro, [y6sro, I'magkux, onrux, Cenmpix, Kpacubix, Ilerpenko, Xwurtposo,

ypHOBO.
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[Tpunoxenue Ne 7

K MHCTPYKLHH I10 JIeJIONPOU3BOJICTBY

B AnMuHHUCTpanuu BepxHerpaliBopoHCKOro
cenbcoBera KactopeHckoro paifona
Kypckoii obnactu

[TPUMEPHBII TEPEUEHB HEPETUCTPHUPYEMBIX
BXO/SIMX JIOKYMEHTOB

AHKeTHI (pe3ioMe), HarpaBsieMble B LENAX TPYI0YCTpOiicTBa.

byxrantepckue nOkyMeHTHI (Oyxraiarepckass OTYETHOCTb, cyeTa, cyeTa- (DaKTyphl, aKThl CBEPKU
B3aMMOpPAacCU€TOB, AKThI IPUEMKH - IIEPENAYN OCHOBHBIX CPE/ICTB, TOBAPHBIE HAKJIAJHBIC.

I'OCTsl, TeXHMYECKHE pErJIaMEHThl, PYKOBOJAIIME W JPYrue JOKYMEHTHI IO TEXHUYECKOMY
PETYIIMPOBAHUIO U CTAaHJAPTU3ALNH.
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I'paduxu, HapsIbl, 3aBKU, pa3HAPSIKH.

JlokyMeHTBI (ITPOEKTHI JOKYMEHTOB), TpeOyrolue MOINMCAHUs (COIIacOBaHUs, YTBEPXKIEHUS) U
MOCIIEAYIOLIETO BO3BpaTa.

KonkypcHas nokymeHranus.

HayuHo TexHuueckas U IpOEKTHas JOKYMEHTALMSL.

Koppecnonnenuus, anpecoBanHas pabOTHUKaM C TOMETKON «JInuHO».

[lewatHble w3maHus (KHWATH, OKypHallbl, Ta3€Tbl), KaTaJOrd, TEXHUYECKas JIUTEparypa,
TEMaTUYECKHE U CIIeUaIbHbIE COOPHUKH, TUIaKaThI.

[lo3npaBuTenpHbIe NUCHMA U TEJIETPAMMBbI, 01aroJapCcTBEHHbIE UCbMA, IPUTIaCUTEIbHbIE OUIIETHI.
[IpeiickypaHTBI.

[IporpamMmbl KOH(pEpeHIUH, COBEIIAHU.

Pexmnmamubie maTepuansl (MMCbMa, JIMCTOBKH, MPOCIIEKTHI, OYKIIETHI).

VY4eOHbI€ MIaHbl, IPOTPaMMBI.

®opmbl 1 6J1aHKH, B TOM 4Hciie (JOPMbI CTATUCTUUECKON U MHOM OTUETHOCTHU

[Tpunoxenne Ne 8

K MHCTPYKIUH MO JeIONPOU3BOJICTBY

B AnMuHucTpanu BepxHerpaiBOpoHCKOTO
cenbcoBeTa KacTtopeHckoro paiiona
Kypckoii obmactu

KYPHAJI PETUCTPALIMU ITOCTYITAIOIIMUX JOKYMEHTOB

Ne Jara Ot KOro Kpatkoe Pe3omronus Howmep nena, roe
o\l | perucrpanuu MOCTYIIHII, coJiep’KaHue | pyKOBOJCTBA(KOMY U HaXOIUTCS
mata u Ne JOKYMEHTa KOrJa nepeiaH JOKYMEHT WJIH
JOKYMEHTa JOKYMEHT JJIsi KOIIHS
HCITOJTHCHHMS ) JIOKYMEHTA.
OtmeTka 00
HCITOJITHCHU U

1 2 3 4 5 6
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odpazey yHcypHana pecucmpayuu nROCMynarouux 0OKymMeHmos

[Ipunoxenne Ne 9

K HHCTPYKIUH 1O JeJIONPOU3BOJICTBY

B AIMUHHCTpanuu BepxHerpailBOpoHCKOTO
cenbcoBeTa KactopeHckoro paiiona
Kypckoit obmactu

KYPHAJI PETUCTPALIMN OTIIPABJISIEMBIX JJIOKYMEHTOB

No Hara Komy Kparkoe Hpyrue ormeTkun
o\l | perucTparuu HaIpaBJieH coJiep:KaHue
JOKYMEHTa
1 2 3 4 5

obpaszey dcypuana pecucmpayuu OmnpasIaemovix OOKyMenmos




AnmuHHCTpanusa BepxHerpailBOpoHCKOTO

CCJILCOBECTA KaCTopeHCKOFO
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[punoxenne Ne 10
K HHCTPYKLIUU MO JI€TOMPOU3BOJCTBY

B AIMUHHCTpanuu BepxHerpailBOpoHCKOTO
cenbcoBeTa KactopeHckoro paliona

YTBEPXAIO
I'maBa BepxHerpalilBOpOHCKOTO CelbCOBETA

paiioHa N.O0.Damunus
Jara

HOMEHKJIATYPA AEJI
Ha rojz
1403 3aroJIoBOK zena KonunuectBo Cpok ITpumeuanus
JIEK TOMOB, XpaHEHHS U

c (uacTeii) Ne cratbm 1o
nen MIEPEYHIO

a

1 2 3 4 5

HasBanue paznena

3amectutens [ maBel AAMUHUCTpALIIT
BepxHerpaliBOpOHCKOIO CeJIbCOBETA IToanuce N.O.®amunus

Busa

(IrlLla OTBETCTBEHHOTO 3a apXuB)
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COI''TACOBAHO YTBEPXJEHA

[TpoToxon DK Aamunucrpanuu [IpoToxon DIIK
BepxHerpaliBOpOHCKOIO CelIbCOBETA apxuBHOTO yrnpasieHus Kypckon
Kacropenckoro paiiona ot obnactu

Ne oT Ne

Wrorosas 3amucek 0 KaTeropusix U KOJIUYECTBE /1€,
3aBeieHHBIX B 20 rony B AaMmuHMCcTpanuu BepxHerpaiiBopoHckoro cenbcoBeTa Kactopenckoro
paiiona Kypckoit o6nactu

ITo cpokam xpaHeHus Bcero B ToM uucne:
MEPEXO ISIIUX ¢ otMmetkon "OITK"
1 2 3 4

Ha 6ymaxxnom Hocutene
(mpu HAIMYUKU THOPUIHBIX J1e], ToM(a) Ha OyMa)XHOM HOCHUTEJIE YUUTHIBAIOTCS B pazjiese TaOIHIIbl
"Ha Gymaxkaom Hocutene", ToM(a) Ha 3JIEKTPOHHOM HOCHTEJIE YIMTHIBAIOTCS B pa3jiesie TaOInIIbI
"IneKTpOHHBIX"):

ITocTossHHOTO

Bpemennoro (ceie 10 ser)

Bpemennoro (z1o 10 et
BKJTFOYUTEIHHO)

DJIEKTPOHHBIX
(mpu HaMMYUU THOPUIHBIX A€, ToM(a) Ha OyMa)XHOM HOCHUTEJIE YIUTHIBAIOTCS B pa3jiesie TaOJIUIIbI
"Ha Gymaxkaom Hocutene", ToM(a) Ha 3JICKTPOHHOM HOCHTEJIE YYMTHIBAIOTCS B pa3jiesie TaOInIIbI
"DNIeKTpOHHBIX"):

ITocTossaHOIO

Bpemennoro (ceiie 10 ser)

Bpemennoro (z1o 10 et
BKJIFOYUTEIIHHO)

HNTOI'O:

3amecTtuTensb [ 1aBel AIMUHUCTpALUK
BepxHerpaiiBOpoHCKOro celbcoBETa ITognuce N.0. ®amunus

Hara
Hrtorosele cBeicHUS NIEpEIaHbl B APXUB.

OTBeTCTBEHHBIN 3a apXUB Ioamnuce N.0. ®amunus

ara
oopazey oghopmaenus HomMeHKIaAmMypsl 0en

[Ipunoxenne Ne 11
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K UHCTPYKIUH T10 JEJIONPOU3BOIACTBY
B AAMHHMCTpanuu BepxHerpailBopoHCKOro
cenpcoBeTa KactopeHckoro paiiona

(HaumeHo8aHue MyHUYUNATILHO20 aApXUBQ)

(HaumeHnosanue opeana mecmno2o camoynpaeienus Kypckoii obnacmu)

(HaumenoBaHUEe CMPYKMYPHO2O NOOPA30eNeHUsL)

JEJIO N TOM Ne

(3a201060K Oena)

(kpatinue oamot)

Dong Ne Ha JINCTaX
Onuce Ne XpaHUTh
Heno Ne

oopazeuy ohopmnenusn o610x4cKu 0e1a NOCMOAHHOZ0 U 6PEMEHHO20
(cBbiwe 10 neT) xpaHeHUs

[Tpunoxxenne Ne 12

K NHCTPYKLUU IO JIEJONPOU3BOJCTBY

B AIMHMHHCTpanuu BepXHerpailBOpoHCKOTo
cesnbecoBera KactopeHckoro paiioHa
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JIMCT-3ABEPUTEJIb IEJIA Ne

B nene moamumTo U IpoHyMEpPOBaHO JUCTOB
(yughpamu u nponucwio)
¢ Ne mo Ne , B TOM YHCJIC

JTUTEpHBIE HOMEpA JINCTOB ;

MIPOMYIIEHBI HOMEpA JUCTOB ;

+JIMCTOB BHYTPEHHEN ONUCH

Oco6eHHOCTH (PU3NYECKOTO COCTOSIHUS M (POPMUPOBAHUS JIena Homepa
JIMCTOB
1 2
(raumenosanue donxcnocmu (noonucw) (pacuugpposxa noonucu)
pabomuuka)
Hara

oopazeuy ohopmnenusn 1ucma-3asepumen oena

[Tpunoxenue Ne 13

K UHCTPYKIHUU TIO JIETOMPOU3BOJICTBY

B AaIMuHHCTpauuu BepxHerpailBopoHCKOTo
cenbcoBeTa KacropeHckoro paiiona

BHYTPEHHSA OIIUCH

JdoxyMeHTOB esia Ne
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Ne | Perucrpa- Hara 3aroJIoBOK JIOKyMEHTa Homepa IIpumeuanue
\ UOHHBIN IOKyMEHTa JIUCTOB J¢eia
i UHJEKC
JOKYMEHTa
1 2 3 4 5 6
Hroro JIOKYMEHTOB

(yugpamu u nponucwvo)

KonudecTBo TMCTOB BHYTPEHHEH OIMHUCH
(yugppamu u nponucwio)

(Hawvzeﬂoeanue O0IHCHOCIU
auya, cocmasusuieco

BHYMPEHHION ONUCH OOKYMEHMO8
oena)

Hara

IMUHHUCTpaiusi BepxHerpaiilBOpoHCKOTO
cenbcoBeTa KactopeHckoro paiiona

donpg Ne
OIINCDH Ne

(noonucw)

(pacwugpposxa noonucu)

obpazey cocmaenenus 6HympeHHeil Onucu

[Tpunoxxenue Ne 14

K UHCTPYKIUU TIO JIEJIONIPOU3BOJICTBY

B AMuHUCTpanuu BepxHerpailBOpoHCKOT0O
cenbcoBeTa KacropeHckoro paiiona

VTBEPXIAIO

['maBa BepxHerpalilBOpOHCKOTO CelbCOBETA
KacropeHckoro paiioHa

JlaTa

N.0.damunus

ACJI, TOKYMCHTOB IOCTOSIHHOT'O XpAaHCHUA
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3a rog,
Ne NHuneke 3aroy0BOK Kpaiinue KomunuecTso IIpumeyanue
/o nena nena JIaThI JIMCTOB
1 2 3 4 ) 6
HaszBanue pa3zgena
B naHHBII pa3nen onmucu BHECEHO zen,

( yughpamu u nponucwo)

c Ne

o Ne

MIPOMYIIEHHBIE HOMEpa:

,B TOM YHCJIE: JINTEPHBIE HOMEpa!

(pacuudpoBka moanucH)

(pacuudpoBka moamucH)

(HaMeHOBaHUE JI0JKHOCTU (moamuck)
COCTaBHTEJIS OIHCH)
(HaMeHOBaHUE JIOJKHOCTH JIUIIA, (moamuch)
OTBETCTBEHHOT'O 32 apXUB)
COI''TACOBAHO YTBEPXJEHA

[Iporokon DK AnMuHUCTpauuu
BepxHerpailBOpOHCKOTO CeJIbCOBETA

Kacropenckoro paiiona ot

AnmunucTpanus BepxHerpailBOpoHCKOTO CelbCOBETa

Ne

ITpotokon DIIK apxuBHOrO

ynpasierus: Kypckoit obmactu

oT

Ne

06pa3eu onucu 0en noOCMOAHHO20 XPAaHEeHUA

Kacropenckoro paitona

donpg Ne

OIINUCBNe
nen BpeMeHHbIX (cBbie 10 ser)
CPOKOB XpaHEHUs
rox

3a

[Tpunoxxenue Ne 15
K MHCTPYKIUH 10 AETOTPOU3BOICTBY
B AIMUHUCTpaunu BepxHerpailBOpoHCKOro
cenbcoBeTa KactopeHnckoro paiioHa

VTBEPXIAIO

I'maBa BepxHerpaiiBOpoHCKOTO
cenbcoBera KacropeHckoro paiiona
N.O0.®amunus

«

»

TI.

No
/o

Nunexc
neia

3aroy0BOK
nena

Kpaiinue nate

Cpok
XpaHEHUS

KoanuectBo
JINCTOB

IIpumeyanue
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B naHHBII pa3nen onmucu BHECEHO

Ac,

( yugppamu u nponucwio)
c Ne 1o Ne

, B TOM YHUCJIE: JINTEPHBbIC HOMEpa:

IIPOIYIICHHBIE HOMEPA:

(HauMeHOBaHUE JOJIKHOCTH (moamucek) (pacuudpoBka moanucu)
COCTaBMTEJIS OIHCH)
(HaMeHOBaHUE JOJKHOCTH JIUIIA, (moamuck) (pacmudpoBKa MoANUCH)
OTBETCTBEHHOT'O 32 apXUB)
COI'NTACOBAHO YTBEPXJIEHA

[IpoToxosn DK Agmunucrpanuu
BepxHerpaliBOpOHCKOTO CelIbCOBETA
KacropeHnckoro paiioHa ot
Ne

IIpoTokon DIIK apXxuBHOrO ynpaBieHUs
Kypckoii obnactu
oT Ne

oopaszey oghopmaenun onucu oen epemennvix (ceviuie 10 1em)cpoxos xpanenus

[Tpunoxenue Ne 16

K UHCTPYKLUU O JIEIONPOU3BOJICTBY

B AnMuHuCTpanu BepXruerpaiilBOpoHCKOTo
cenbcoBeTa Kactopenckoro paitona Kypckoii
obnactu

Anvmunuctpanus BepxuerpaiiBoponckoro cenbcoBeta Y TBEPKJIAIO

KacTopenckoro paiiona

I'maBa BepxHerpaiiBOpoOHCKOTO
cenbcoBeTa KacTtopeHckoro paiiona

N.O.Damuims
« » 20 T.
®onpg Neo
OIINUCBNe
Jie1, TOKYMEHTOB I10 JINYHOMY COCTaBYy
3a rof
Ne HMunekc 3arojao0BoK Kpaitnue Cpoxk Koauuecto [Ipumevanue
n/n Jena Jena JIaThI XpaHEHUs JINCTOB
1 2 3 4 5 6 7
B nannbIi pazznen onucu BHECEHO JIe,

( yugpamu u nponucwio)
c Ne 1o Ne

, B TOM YHUCJIC: JINTCPHBIC HOMEpA:

MPOMYHICHHBIC HOMEpaA:




80

(HauMeHOBaHUE JOJKHOCTH (moamucek) (pacmmdpoBKa MOAMKUCH)
COCTaBMTEJIS OIUCH)
(HaMeHOBaHUE JOJKHOCTH JIULIA, (moamuch) (pacmu@poBKa MoANUCH)
OTBETCTBEHHOT'O 32 apXUB)
COI''TACOBAHO YTBEPXJIEHA

[IpoToxon DK Aamunucrpanuu
BepxHerpaliBOpOHCKOTO CelnbCcoBETa

KacropeHnckoro paiioHa ot

[Iporokon DIIK apxuBHOTrO
ynpasienust Kypckoit obnactu
Ne OT Ne

obpazey oghopmnenua onucu no TUYHOMY COCMAgy

[Ipunoxenne Ne 17
K HMHCTPYKIUU IO JETONPOU3BOJICTBY
B AIMUHHCTpanuu BepxHerpailBOpoHCKOTo

cenbcoBeTa KactopeHckoro panioHa

Kypckoii obnactu

YXYPHAJI YUETA ITIEYATEN U IITAMITIOB

No Orruck | HammenoBanuwe | [laTa mosydeHus [Ipennpusarue Komy Brimana
o\ | medaTH revyaTu nevarty (IITaMra) = U3roTOBUTEINb, AaTa | (JOJKHOCTD,
(mrramma) (mrramma) OT M3rOTOBUTEIIS 1 Ne conpoBon mojpaszaere
TEJIBHOTO JOKYMEHTa HUE)
1 2 3 4 5 6
Pocnuce [lara Bo3Bpara Pocnucse JlaTta yHUUYTOXKEHUA Jlarta,
paboTHuKa rnevyaTu paboTHHKA neyaTu HOMEp aKTa
7 8 9 10 11

obpaszey oghopmnenusa yncypuana yuéma neuameii U WiMamnos




