I'JIABA
T'OPOJICKOI'O OKPYI'A UCTPA
MOCKOBCKO#M OBJIACTH

PACHOPAXEHMUE
ot 26.09.2019 Ne 683-p

OO0 yTBepxaeHNN MHCTpyKIMK O AEIONPOU3BOACTBY
aIMUHUCTPALIMU TOPOJACKOro okpyra Mcrpa

B cootBerctBum ¢ Pemennem CoBera aemyTaToB ropoackoro okpyra Merpa
ot 21.06.2019 Nel/6 «OO0 yTBepXI€HUH CTPYKTYpPbl aIMUHUCTPAIIUN TOPOJICKOTO
okpyra Ucrtpa MockoBckoil o0nmacTu» M B IENsIX MpuBeneHus WHCTPYKIUU 110
JIEJIONIPOU3BOACTBY B~ COOTBETCTBHE C  JICHCTBYIONIMMHU  TpaBUIAMHU
JIOKYMEHTO000pOTA:!

1.VTBepaute HMHCTpYyKUMIO TIO  JEJIONPOU3BOJACTBY  aJIMHUHUCTpalUU
ropoJickoro okpyra Mcrpa corinacHO NpUII0KEHHUIO.

2.PacniopsixeHne afMUHHUCTpAIMu ropojickoro okpyra Mctpa ot 29.03.2017
Nel76-p «O6 yrBepxkaennn MHCTPYKIIUU MO JEIOMPOU3BOACTBY aIMUHUCTPALIUU
ropojackoro okpyra HMcrpa» cudtarh yTPATHUBIIMM CHJIY CO JHS HPUHSATHA
HACTOSIIIETO PaCIOPSHKEHUS.

3.YmpaBnenuto 1o HWHDOPMAMOHHOW TOJIMTHUKE, HWH(OpMATU3ALUU U
CBSA3SIM C OOIIECTBEHHOCTbIO aJIMHHHUCTpPAllUd TOpojickoro okpyra Hcrpa
pa3MeCTUTh JaHHOE  paclopsHkKeHWe Ha  O(PUUUAIBLHOM  WHTEPHET-cailTe
aIMUHHUCTpALIMU ropoackoro okpyra HMcrpa.

4. KoHTpONb 32 MCHOJHEHHWEM HACTOSIIIErO PACHOPSKEHUS BO3JOXKHUTH HA
YIOPABJISIIOLIETO AeJIaMU aIMUHUCTpauu ropojckoro okpyra Ucrpa FOpkosy C.E.

I'maBa ropoackoro okpyra Hcrpa A.Tl'. Buxapes



[IpuiioxeHne K pacnopsKEHUIO
TJIaBBI TOpojickoro okpyra Mcrpa
ot 26.09.2019 Ne683-p

NHCTPYKIUA
1O AEJOIIPOU3BOACTBY AIMUHUCTPALIUHN
I'OPOACKOI'O OKPYI'A HCTPA

1.OBIME ITOJIOKEHU A

1. UHCTpyKIIMs 1O JENONpPOM3BOACTBY B aJIMHUHUCTpAllMU TOpoJcKoro okpyra Mcrpa
(tasee — aAMMHUCTpALMsl OKpyra) W B OpraHax aJIMUHMCTpaLUU OKpyra (namee —
WHucTpyK1us) onpeneisieT nopsiiok padoTsl C JOKyMEHTaMU.

2. Hacrosimas MHcTpyKkuus pa3paboTaHa B COOTBETCTBUM C (eepabHBIMU 3aKOHAMH,
[IOCTAaHOBJIEHUSIMU U pacniopsbkeHusiMu [IpaButensctBa MockoBckoil obnactu, YcTaBoM u
PernameHToM paccMOTpeHus: oOpallleHHi TpakaH B aJJMUHUCTPALUM T'OPOACKOIO OKpyra
Uctpa, a takxke mnonoxenusmu ['OCT P 7.0.97-2016 «Cuctema craHaapToB IO
uHpopmanuy,  OMOAMOTEYHOMY M uW3JaTenbckoMy  Jeny.  OpraHum3anuoHHO-
pacriopsiauTenabHas JOKyMeHTaus. TpedoBaHus K 0()OPMIICHUIO TOKYMEHTOBY.

3. OTBETCTBEHHOCTb 3a OPTaHMU3ALMIO U COCTOSHUE JENIONPOU3BOJICTBA, 3a COOIIOACHNE
yCTaHOBJIEHHOro Hacrtosiimied MHcTpyknueil mopsaka paboThl ¢ JOKYMEHTaMU B OpraHax
aJIMUHUCTpallMKd Tropojckoro okpyra Mcrpa (nanee — opraHbl aAMMHUCTPAIMM OKPYTa)
BO3J1araeTcsl Ha UX PyKOBOJUTEIEH.

4. Meronnueckoe pyKOBOJACTBO OpraHM3alded JAEJONpPOU3BOACTBA MU KOHTPOJIb 3a
coOnroneHreM TpeboBaHUM HacTosAmedl WHCTpyKIMM OCYIIECTBISETCS YIPABISIONIUM
JieJIaMy aAMUHHUCTPAIUU OKpYTa.

5. Jlenonpous3BOJICTBO B aJMUHUCTPALMKA OKpYyra BEIETCS C UCIOJIb30BAHUEM CPENICTB
OpraHHU3al[MOHHOU " BBIYHCIIUTEIBHOU TEXHUKH, TEXHOJIOTUH CUCTEMBI
aBTOMAaTH3UPOBAHHOTO JIEJIONPOU3BOJACTBA U DJIEKTPOHHOIO JIOKyMeHTooOopoTa «Jlemo»,
MEXBEJIOMCTBEHHON CHCTEMBI 3JIEKTPOHHOTO JoKyMeHTooOopota (MCDOJl) u momyns
okazanus ycnyr (Moayns OVY).

[TporpammMHoe 1 HH(pOPMAIIMOHHOE OOECTIEYeHHE CUCTEM JIeTIONIPOU3BOCTBA B ITpOIECcCe
ee DJKCIUTyaTallud B aJIMHHHCTPAlMM OKpyra OCYIIECTBISETCS YIpPaBJIEHHEM 10
MH(OPMALIMOHHON  MOJHUTHKE, HWH(GOpPMATU3allMd M CBSI3sSM C  OOLIECTBEHHOCTHIO
aJIMUHUCTPAIIMK OKPYra COBMECTHO € OOIIMM OTAEJIOM aJIMUHUCTPALIUU OKpYTa.

6. Ilepen yxomoM B OTHYCK WJIM BbIE3JOM B KOMaHAMPOBKY pPAaOOTHHKH OpPraHOB
aJIMUHUCTpAIlMM OKpyra oOs3aHbl MepeAaTh HaxOoJAIIMecss y HUX Ha HUCIHOJIHEHUH (Ha
KOHTpPOJIE) JOKYMEHThl JpyromMy paOOTHUKY IO YKa3aHUIO pPYKOBOJUTENsS OpraHa
aJMMHHCTpALIMK OKpyTa.

7. Ilpu yTpate MOKYMEHTOB PYKOBOJUTEIb OpraHa aJMUHUCTPALMM OKpyra Ha3zHadaeT
ClIy’)keOHOE pacciieloBaHHe, O Pe3ysbTaTax KOTOporo HHGOpMUPYET OOIUi OTAEI.

8. TpeboBanus k paboTe ¢ TOKyMEHTaMH, MPEAyCMOTPEHHBIE HACTOAIIEH MHCTPYKIMEH,
00s13aTeNIbHBI JUI BCEX PAOOTHUKOB OPraHOB aIMUHUCTPALIUU OKpYTa.

9. PaGoTHUKM aJIMUHHCTPALMM OKpPYra HECYT IEPCOHAIbHYI0 OTBETCTBEHHOCTh 3a
coOmosieHre TpeboBaHMK HacTosAlled MHCTPYKIIMM, COXPAHHOCTh HAaXOJAIIMXCA Yy HHUX
JOKYMEHTOB M HepasIJIallleHne COAeprKallelcsl B HUX CIIyKeOHOW nHpopMaLuu.
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2. IPUEM, PET'HCTPALIUSI U PACIIPEJEJIEHUE
MNOCTYHNAIOIEN KOPPECIIOHAEHIINN

10. Ilpuem, nepBoHauanbHasi 00pabOTKa, pErHCTpAIHs U paclpeiesieHue TMOCTYMArIeH
B aJMHHHCTPAIMIO OKpYyra KOPPECHOHJCHIMH MPOU3BOAUTCSA B IEHTPAIM30BAHHOM MOPSIAKE
oOumm otnenoM. [lpu mpueme AOKYMEHTOB, MO MNpochOe OOpaTHUBLIErOCs TIpa)<IaHHUHA,
BBIJIAETCSl paclnucka ¢ ykazaHueMm (aMuINM 3asBUTEINS, COTPYAHUKA, MPUHSABIIET0 oOpalleHue,
KOJIMYECTBA JINCTOB, IaThl IPUEMa JOKYMEHTOB, Tene(oHa i CIPaBOK.

B mpornecce nepBoHayanibHON 00paOOTKM MOCTYMArOIIEH KOPPECHOHIEHIIMH MPOBEPSIOTCS
KOMIUIEKTHOCTh U II€JIOCTHOCTh JOKYMEHTOB M IMPWJIOKEHUH K HHUM, a TaKKe HaJluudue
HEOOXOIUMBIX PEKBU3UTOB.

[IpoBepka mpaBWIBHOCTH JIOCTaBKM HMEET II€JIbI0 BBIABICHUE KOPPECHOHICHIIUH,
JIOCTaBJICHHOW HE MO HazHayeHHto. OUIMO0YHO TOCTaBIEHHAs KOPPECTIOHACHIINS NIEPEChLIaeTCs
10 IPUHATICKHOCTH.

Bce mocrtymaromume koHBepThl (OaHmeponu)  BCkpbiBatoTca. [Ipu  oOHapyxeHuuU
HEKOMIUJICKTHOCTH WJIM TIOBPEKACHWM IOKYMEHTa Ha MOCJIEIHEM JIMCTe WM Ha 00opoTe
MOCIIEAHET0 JUCTa JOKYMEHTa MPOCTABIISIETCS COOTBETCTBYIOIIAsS OTMETKA, COCTABISIETCS AaKT,
KOTOPBII TOANUCHIBACTCS YIMPABISIONIMM JeJlaMHi, HadaJlbHUKOM o0mero otaena. KoHBepTsl,
KaK MPaBWIJIO, YHUYTOXKAIOTCS, KPOME CIIy4aeB, KOTJa TOJbKO 110 HUM MOKHO YCTaHOBUTH aJipec
oTnpaBuTens (IpU OTCYTCTBMM aJpeca Ha JOKYMEHTE) WJIM JAaThbl OTHPABKH U IOJYyYEHHS
nokyMeHTOB. KouBepTsl ¢ Tpudom «JInuHO» TepesaroTes Mo Ha3HAUYCHHUIO.

11. Peructpanusi MOCTYNMHUBIINX JOKYMEHTOB MPOU3BOJIUTCS MyTEM BBOJA MHGOPMAIMH O
HUX B cuctembl «/lemo» u MCDOJI. Peructpupyrorcs Bce MOCTYNUBIIME TOKYMEHTBI, KpoMe
JIOKYMEHTOB U KOPPECIOHIEHIIMU, HE TMOJJIeKaux perucrpanun (mpunoxkenue Nel). Ha
3apETUCTPUPOBAHHBIX JIOKYMEHTaX B HWJKHEH MpaBOM YAaCTH MEPBOrO JIMCTa OCHOBHOI'O
JIOKYMEHTa MPOCTABJIAIOTCS IITaMII C YKAa3aHUEM JAThl, BXOJASIEr0 PErUCTPAlMOHHOIO HOMEpa.

[Ipy MOBTOPHOM MOCTYIUIEHMHM JOKYMEHTa MO OJHOMY M TOMY K€ BOIIPOCY B Ipenaenax
OJIHOTO KaJICHJIJapHOI'0 Tojla EMY IPUCBAaNBAETCs IEPBOHAYANIbHBIN PErUCTPallMOHHBIN HOMED.

12. JIoKyMEHTBl PETUCTPUPYIOTCA M TEPENaroTCs ISl PaCCMOTPEHUsSl IJIaB€ TOPOJCKOro
okpyra Hcrtpa (nanee — riiaBe OKpyra) U €ro 3aMEeCTUTEJISIM B COOTBETCTBUU C JOKHOCTHBIMU
WHCTPYKIHUSMHU.

13. Pesomrouus riaBel OKpyra, MEpBbIX 3aMECTUTENEW TJaBbl aJIMMHHUCTpAIlMM OKpYTa,
3aMeCTUTENeH TJIaBbl aIMUHUCTPAIIUU OKpPYTa, YIPABISIONIETO JAeIaMi aIMUHUCTPAIIUU OKpYyTa
[0  WCIOJHEHHIO JOKYMEHTa  COJEPKUT: KOHKPETHbIE TOPYYEHUS  HCIOJIHHUTEISIM
(MCTIONTHUTENI0), KOTOPHIM HANpaBIseTCS JOKYMEHT; MPEANUChIBaeMble NEHCTBUS, MOPSIOK U
CPOKHM €0 UCIOJIHEHUS; TOIUCh PYKOBOJUTENS U AaTy.

[locne paccMOTpeHHs T1aBOM OKpyra, MEPBHIMU 3aMECTUTEISIMU TJIaBbl aAMUHUCTpAIUU
OKpyra, 3aMeCTUTEISIMM  TJaBbl  AAMHHHCTpPAllMM  OKpYyra, yIpaBIAOIIMM  JeJaMu
aIMUHUCTpPAIINHN OKpYyra JOKYMEHTHI HalpaBIsSIOTCS Ha UCIIOIHEHUE B OPTaHbl aIMUHUCTPALIUN
OKpyrTa.

14. JIoKyMeHTBI, KOTOpPbIE HCIOJHSIOTCA HECKOJIBKMMHU OpraHaMy, HaIlpaBJsIOTCS Ha
HCIIOJTHEHUE B KOTIHSIX.

15. Ucxopsimue TOKYMEHTHI 00padaThIBAIOTCS U OTHPABISIOTCS B JI€Hb MOCTYIUICHUS
UCIIOJTHUTEIIEM.

OO6paboTka OTHpaBIsIEMON KOPPECIIOHJICHIIMHM BKJIIOYACT €€ COPTHUPOBKY, aJPECOBAHUE U
obopmIIeHHE peecTpa TOYTOBBIX OTHpaBieHui (mpunoxkenue Nel3). Peectp mouToBBIX
OTMpABJICHUA BeAETCS paOOTHUKAMHU, OTBETCTBEHHBIMH 3a BEIEHHE JCIIONPOU3BOJCTBA B
opraHax aJIMMHUCTPALIMH OKPYTa, B COOTBETCTBUU C UX JOKHOCTHBIMU MHCTPYKIUSMHU.
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3.0PTAHMU3ALIUA PABOTHBI C JOKYMEHTAMMU B OPTTAHAX
AIMUHUCTPAIIUHU OKPYT' A

16. Opranuzamust pabOThl C JOKYMEHTaMH, BEIEHHUE [EeJONPOM3BOJCTBA B OpraHax

BO3JIaraeTcsi Ha paOOTHUKOB OPraHOB aAJMHUHHCTPAIlMM OKPYra B COOTBETCTBUU C HX

JOJIKHOCTHBIMHU UHCTPYKLIHSIMH.

B o0s3aHHOCTH pa0OTHUKOB, OTBETCTBEHHBIX 3a BEICHHUE JCIONPOM3BOJICTBA B OpraHax
aJMUHHUCTPAIIH OKPYTa, BXOJAT:

IIPUEM U paclipeie]IeHUE TOKYMEHTOB, IOCTYNAIOIIKX B OPraH aAMMHUCTPALIUU OKPYTa;
HampaBlIeHHE [OKYMEHTOB Ha pAacCMOTPEHHE B COOTBETCTBUU C TOPYYECHHUEM —
HCIIOJIHUTEIIO;

odopmIileHrEe UCXOASAIINX TIOKYMEHTOB U Mepeaada uX Ha OTIPABKY;

KOHTPOJb 32 IPOXOXKJICHUEM JOKYMEHTOB B OpraHax aJMUHUCTPalUUd OKpyra,
MPOBEpPKa HAIMYUS JOKYMEHTOB, HaXOJSAIIMXCS HA MCIOJIHEHUH Y paOOTHUKOB OpraHa
aJIMMHHCTpAIIMU OKPYTa;

OpraHu3aiys CIpaBOYHO-UH(DOPMALIMOHHONW pPa0OTHI MO BOIPOCAM MPOXOXKICHUS H
UCIIOJIHEHUS TOKYMEHTOB;

pa3paboTka HOMEHKIATYphl Jed MojapasenieHus; (GOpMUpPOBaHHE, YYET, XpaHCHHE U
o0ecriedeHrne HCIONIb30BaHMs JIeNl B IPOIECcCce JETONPOM3BOJICTBA M 3aKOHUYEHHBIX
JIEJIONPOU3BOJICTBOM, MOJTOTOBKA W CBOEBPEMEHHAas Iepelnadya el Ha apXHUBHOE
XpaHEHHUe.

OTBETCTBEHHOCTH 34 Oq)OpMJ'IeHI/Ie HCXOOAIHNX JOKYMCHTOB, BEACHUC PEECTPa MMOYTOBBIX

OTIIPABJICHUI U 32 CBOCBPEMEHHYIO OTIIPABKY OTBETOB 3asBUTEIIO HECET UCTIOTHUTEITD.

17. Bce MOKYMEHTBI HAMpPABIAIOTCS IS MCTOJIHEHHUS] B OPTaHbl aJIMUHUCTPALUUA OKpYra

TOJIBKO Yepe3 OOl OT/Ie.
[lepenaya AOKYMEHTOB M3 OAHOTO OpraHa aJMUHUCTPAIMU OKPyra B JAPYTrOM MPOU3BOIUTCS
Takke uepe3 o0muii oTaen B hopme OyMa)KHOTO MU DJIEKTPOHHOTO JJOKYMEHTA.

18. PykoBoauTenw OpraHOB aAMHHHCTpPAIIMM OKpYra OpPraHU3YIOT OMNEpPaTUBHOE U
Ka4eCTBEHHOE PACCMOTPEHHUE TOKYMEHTOB B YCTAHOBJICHHBIE CPOKH.

19. B cooTBeTCTBUU C COJEp)KaHHEM AOKYMEHTa (TMOpY4YeHHs) PYKOBOIUTENIH OpPraHOB
AJIMUHHUCTPAIIH OKPYyTa OCYIIECTRBISIFOT CIEAYIOMNE OCHOBHBIC MEPOTIPHSITHS:

pa3zpabaThIBalOT IUIAaH [0 MCIOJHEHHIO JOKYMEHTa WM TMOPYYEeHHS U TpHU
HEOOXOJIMMOCTH BBIHOCAT €ro Ha OIEPaTHBHOE COBCIIAHWE C PYKOBOJUTEISIMH
B3aMMO/ICHCTBYIONINX OPTaHOB aIMUHUCTPAIIMU OKPYTa C IENbI0 paclpeneeHus 3a1aq
1 OTIpe/ieNICHUs TIOPsAKa B3aUMOJICHCTBUS B padoTe;

JAIOT KOHKPETHBIE, BBITEKAIOIINE U3 COJCPKaHUS JOKYMEHTa MOopydeHus: paboTHHKaM
MTOTYUHEHHOTO OpraHa aJMUHUCTPAITUN OKPYTa;

OpraHnm3yotr cOop, o0pabOTKy HeoOXxomauMoil HHGPOpPMAIUH, MOATOTOBKY MPOEKTa
IOKyMEHTa, ero odQopMIIeHHE, COTJIacoBaHWE, TIPEJAOCTABIICHHEe Ha TOAIHMCAHHE
(YTBepkIeHHE), TOJITOTOBKY K OTIIPABKE;

KOHTPOJIMPYIOT HCIIOJIHEHHE TPOEKTa JOKYMEHTa I10 BOMPOCAM, OTHOCSIIMMCS K
KOMITETEHITMH OpraHa aIMUHUCTPALIUU OKPYTa;

CBOCBPEMEHHO WH()OPMHUPYIOT PYKOBOJMTEICH INMPU BO3HUKHOBEHHWH YTIPO3bI CPHIBA
BBITIOTHEHUSI  KOHTPOJHPYEMOTO  BOMPOCa, HEOOXOJUMOCTH TMPOJAJICHHS  CpOKa
UCTIOJHEHUSI (YHKIIMU TI0 PACCMOTPEHHUIO OOpaIleHWid TpakJaH WM BO3HUKHOBEHHS
yCIOBUHM, TpeOYIOMMX BHECEHHS KApAWHAIBHBIX W3MEHEHHH B TIPUHATOE paHee
peleHue.

20. ITpy HanU4YMKU B MOPYYEHUU HECKOJIBKUX MCIIOTHUTENEH, €CIM HEe YKa3aHO KOHKPETHOE
JINIIO0, OTBETCTBEHHBIM HCIIOJHUTENIEM SIBIISETCS JIMIO, YKA3aHHOE B MOPYYCHUU IE€PBBIM.
Bce ocTtanbHbIE UCIIOTHUTENN OTBEYAIOT 3a CBOEBPEMEHHBIM, KAUECTBEHHbBIN aHAIIN3
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uHbOpMAIMM M TPEACTABICHUE OTBETCTBEHHOMY HCIIOJIHUTENIO0 B YCTAHOBJICHHBIE UM

CPOKHY HEOOXOJMMBIX MaTepHajoB (IIPOEKTOB JOKYMEHTOB, CIIPAaBOK, CBEACHUN U T.1.).

21. UcnionHUTENh HECET MEPCOHATBHYIO OTBETCTBEHHOCTD 32 JIOCTOBEPHOCTh MH(pOPMAIINHY,
UCIIOJIHEHUE JOKYMEHTOB B YCTAQHOBJICHHbBIE CPOKH, a TaKkKe 32 O(OpMIIEHHE JOKYMEHTOB B
COOTBETCTBUH C TpeOOBaHUAMH HacTosmeld MHCcTpyKunu.

4. HIOAI'OTOBKA 1 O®OPMJIEHUE HOPMATHUBHBIX ITPABOBbBIX U
PACHIOPAIUTEJIBHBIX JOKYMEHTOB, UX YYET U PACCBIVIKA

a) O6uwme npaBuia MOArOTOBKY HOPMATHBHbIX IPABOBBIX U PACHOPSAUTENIBHBIX
TOKYMEHTOB:

22. Ilpu NOArOTOBKE IPOEKTOB IIOCTAHOBJICHMH W PACHOPSHKEHUI TIJ1aBbl OKpyra H
aJMMHHMCTpALMM OKpYyTa (Jlajee — HOpMaTUBHbBIC NIPABOBBIE U PACIOPSAIUTEIIbHBIE JOKYMEHTHI)
Oprasbl aJMHUHUCTPALMM OKpPYra PYKOBOACTBYIOTCS MOPSAAKOM HOArOTOBKM HOPMATHBHBIX
IIPABOBBIX U PACIOPSIUTENbHBIX JOKYMEHTOB B COOTBETCTBUU C PETJIAMEHTOM aIMUHUCTPALUU
OKpyra u Hactose MHcTpykuuei.

23. HopmaTuBHBIE MTPAaBOBBIC M PACIIOPSAUTEIBHBIE JOKYMEHTHI OQOPMIISIOTCS Ha OJaHKax
YCTAHOBJICHHOI'0 00pa3lia, yTBep KIEHHBIX IN1aBOi okpyra. TekcT neuataercss Ha KOMIbIOTEpE Ha
OJHOM CTOPOHE JIUCTA.

24. Obs3aTenbHBIME PEKBU3UTAMH, 00ECIICUUBAIOLIMMH IOPUIUUECKYIO CUITy HOPMAaTHBHBIX
IIPABOBBIX U PACTIOPSIAUTENbHBIX JOKYMEHTOB, SIBJISIOTCS:

- HaUMEHOBaHME OpraHU3alUH (JOJKHOCTHOIO JIMIA) — aBTOpa JIOKYMEHTA,

- Ha3BaHUE BUJA JOKYMEHTA (IIOCTaHOBJIEHHUE, PacIOpsLKEHUE);

- JlaTa, peruCcTpalMOHHbIN HOMED, MECTO IIPUHATHS JOKYMEHTA;

- 3aroJIOBOK;

- TEKCT JOKYMEHTa;

-  MOANKHCH JIMLA, OQHUIMAIBLHO YHIOJHOMOYEHHOI'O IOANUCHIBATH COOTBETCTBYIOLIUI
JOKYMEHT (B COCTaB PEKBU3UTA BXOJAT: MOJHOE HAMMEHOBAHUE JIOJKHOCTH, JIMYHAS
MOAINKCh, MHULHKANBL (CTaBATCA mnepen ¢damunuen), pamMuiaus auna, MOJINUCABIIETO
JOKYMEHT);

- JIUCT COTJIaCOBaHMSI.

25. Jlaroil TNpUHATHS HOPMATHBHOIO IIPABOBOIO M PACHOPSAOUTENBHOIO JOKYMEHTa

ABJISIETCS 1aTa €ro perucTpaluu.

26. Buecenne Kakux-J1nO0 M3MEHEHUIl B MOJIMMCAHHBIE MOCTAHOBJIECHUS (PACIOPSKEHU)

3arpeniaercs.

0) TpeGoBaHWs K COCTaBIACHUIO ¥ OGMOOPMIICHWIO HOPMATHUBHBIX TPABOBBIX U
PaCTIOPSANTEIBHBIX IOKYMEHTOB:

[Ipr MOATOTOBKE MPOEKTOB HOPMATHBHBIX MPABOBBIX M PACIIOPSIIUTEIBHBIX TOKYMEHTOB
HE00X0IUMO cOOMI0IaTh CIeaAyIOIIe TpeOOBaHUS:

27. 3arojoBOK K TEKCTy AaeTcs B KpaTkoil (opme, TOYHO OTpaskaeT ero cojep)kaHue,
dopmynupyeTcst B BUJEe OTBETa Ha BOMPOC -0 4eM (0 KOM) M pacroiaraercs B IEHTPaJIbHON
YacTH JINCTA TIepe]] TEKCTOM JOKYMEHTA.

28. TekcroBas 4YacTh HOPMATHUBHBIX TMPABOBBIX W PACIOPSIUTEIBHBIX JIOKYMEHTOB
MoApa3aesaeTCs Ha KOHCTaTUPYIONIYIO (TTpeamMOyiTy) ¥ MOCTAaHOBIISIONIYIO (PacOpSIUTEIbLHYIO)
YacTH.

B mepBoii KOHCTATHPYIOIIEH YacTH YKa3bIBAIOTCS TPUYMHBI, OCHOBAHHUSI, IIEJIA COCTABJICHUS
JOKyMeHTa. B 3Toii yacTi npu He0OXOAMMOCTH yCTAaHABIUBACTCS B3aUMOCBS3h C paHee




W3/IaHHBIMU HOPMATHUBHBIMU IPABOBBIMU aKTaMH, APYTMMH JOKYMEHTaMHU IO JaHHOMY
BONpocy. B Tekcre JOKYMEHTOB, MOATOTOBIEHHBIX HA OCHOBAaHUM M B PAa3BUTHE paHee U3/IaHHBIX
HOPMATHBHBIX MPABOBBIX U PACHOPSAUTEIBHBIX JOKYMEHTOB, YKa3bIBAIOTCS WX PEKBU3HTHIL:
Ha3BaHME BHJA [JIOKyMEHTa, HAUMEHOBAaHUE OpraHuU3allid — aBTOpa JOKYMEHTa, Jara,
perucTpauuoHHbii HoMep. HopmaTuBHBIE MpaBOBbIE aKThl YKa3bIBAIOTCS B 3aBUCUMOCTH OT
IOPUAMYECKON CHUIbl B YOBIBAIOUIEM IMOPSIKE, B XPOHOJOTHYECKOM TMOpSAIKE — MO Jare
MPUHSATHUA.

TekcT nOOKyMeHTa u3Jaraercs MPOCTHIM W JIOCTYIHBIM [Jisi MOHUMAaHHS SI3bIKOM, HE
JIOTYCKAIOIUM BO3MOXHOCTH JIBOSKOTO TOJKOBaHUsA. CoOKpallleHus, MPUMEHSIEMbIE B TEKCTE,
JOJIKHBI OBITH OUIIMAIBHO TPUHATHIMEU. Henb3st ucnonb3oBarh a00peBuarypol: PO (nmpaBuibHO
— Poccuiickas @enepanus), MO (npaBunbHO — MOCKOBCKast 00J1aCTh) U T.JI.

HopMmatuBHbIe npeanucanvs B KOHCTATUPYIOIIYIO YacTh HE BKIFOYAIOTCSI.

Koncrartupyromasi 4actb MOCTaHOBJICHUN aJIMUHUCTPAIIMM OKpYra 3aBEpIIAcTCS CIOBOM
«ITOCTAHOBJIAIO» 6e3 mpobenoB Mexxay OyKBaMH, IOCIE HETrO - CTABUTCA JJBOETOYHE,

Ecnu conepikanne JOKyMEHTa HE HYX/IaeTCs B TMOSICHCHUH WM OOOCHOBAaHUH, TEKCT MOYKET
COJIep’KaTh TOJIBKO MOCTAHOBIISAIONIYIO (PACHIOPSAUTENBHYIO) YacTh.

[TocTanoBstomast (pacropsiANTENIbHAS]) YaCTh MOMKET JEITUTHCA Ha MYHKTHI, MOAIMYHKTHI
(a03a11bl), KOTOPBIE HYMEPYIOTCS apaOCKUMU U PpaMu.

B mocranoBisitonei (pacropsauTeabHON) YacTH JOKyMEHTa B IMOBEIUTENbHOU (opme
YKa3bIBAETCs, KOMY, B KAKOM CPOK M KaKue ACHCTBUS MPEANUCHIBACTCS BBITIOTHUTD.

B Tom cnyuae, ecnu ynpaBieHYecKOoe IEUCTBUE MPEANOaracT KOHKPETHOTO UCIIOJIHUTEIIS,
COOTBETCTBYIOIIMK MYHKT JIOKYMEHTa JOJDKEH HAaYMHATHCS C yKa3aHUs JOJDKHOCTH U (paMuimumn
WCIIOTHUTENA (MHULMAIIBI B TEKCTE CTaBATCS mociie (aMuiui) B JaTelbHOM maaexe. Eciu B
KauyeCTBE HCIIOJIHUTENS YKA3bIBAETCS OpraHu3alus (OpraH aJMUHUCTPALUUA OKpyTa) GpamMuius u
WHULIUAJIBI PYKOBOJAMUTEIIS OpraHu3aIuu (opraHa aIMUHUCTPALIUA OKPYyTa) HE YKa3bIBAIOTCS.

29. TIpoeKThl OCTAaHOBJICHUN (PACTIOPSIKEHHI) B PaCHOPSAUTEIHHOM YacTH 00sS3aTelbHO
JTIOJKHBI COJIEP)KATh ITYHKTHI, TPEAYCMaTPUBAIOIIIHE:

-  TOpPYYEHMS JOJKHOCTHBIM JIMIIAM [0 OCYIIECTBICHHUIO KOHTPOJIS 33 HCIOJIHEHHEM

JTAHHOTO JOKYMEHTA;

- yKazaHus Ha O0O0s3aTENbHOCTh OMYOJIMKOBaHHWS B O(UIMATBHBIX H3AAHUAX (7S
JIOKYMEHTOB, 3aTParuBarolIuX MMpaBa yeI0BeKa U TpaxIaHNHA);

- yKazaHMs O NPU3HAHWU YTPATHUBIIMMH CHUJIy paHee MNPHUHATHIX MO ATOMY BOMIPOCY
JTOKYMEHTOB, €CJTM BHOBH MPUHUMAEMbBINA PACTIOPSAIUTEIBHBIN JOKYMEHT UCKITIOYACT UX
JIEUCTBUE;

- yKa3zaHWS O CHATHHM C KOHTPOJISI paHee MPUHATOTO PACTIOPSIUTEIHLHOTO JOKYMEHTA B
cllydae €ro BBHIMIOJHEHHS JIMOO €ClIM HOBBIM JOKYMEHT HW3/IaeTCsi B3aMEH paHee
MIPUHSATOTO.

Ecnu moaroraBnuBaeMblii JOKYMEHT BJ€UET 32 COOON M3MEHEHUS WM JOTIOJHEHHUS IPYTHX
JIOKYMEHTOB, ITH W3MEHEHHUS WJIU JOMOJHEHUS BKIIOYAIOTCS B IMPOEKT MOATOTaBIMBAEMOTO
JIOKYMEHTA WJIH MPECTABISAIOTCS OJJHOBPEMEHHO B BUJIE OTJIETBHOTO TPOEKTA TIOKYMEHTA.

30. Ecium B TekcTe MaeTcs CChUIKA Ha TMPHUJIOKEHHE («COTJIACHO TIPHIIOKCHHUIOY,
«TPUIIOKEHHE»), TO Ha TEPBOW CTpPaAHHIIE MPUIOKECHHS B MPABOM BEPXHEM YTy JAeNaeTcs
HAJTUCh ¢ YKa3aHWEM Ha3BaHUS PaCHOPSAIUTEILHOTO JOKYMEHTA, €ro IaThl U HoMepa 1o hopme
C BBIPAaBHUBAHUEM CJIEBA:

[Tpunoxenue

K [TOCTaHOBJICHUIO(PACTIOPSHKEHUIO)
TJIaBbI(IMUHUACTPAITH )
ropoackoro okpyra Mcrpa



oT Ne
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[Ipy HaMUYMKM HECKOJBKUX MPUIOKEHUM OHUM HYMEpyroTcs apabckumu mudpamu, mnepen
KOTOpBIMU cTaBUTCS 3HaK «Noy (mpuitoskenue Ne 1, npumnoxenue Ne 2 u T.71.).
Ecnu B Texkcte nokymeHTa 3anucaHo: «YTBepauTh [lonoxenue, YcraB, CocTaB KOMUCCUHU
WM MHOM JOKYMEHT (IIpUJIaraercs)», TO B MPUJIAraéMOM I YTBEPXKICHUS JTOKYMEHTE Mepen
3aroJIOBKOM B MPABOM BEPXHEM YIITy IoMeIaercs rpud:
YTBEPXJEH
(B pozie, COOTBETCTBYIOIIEM BUAY JOKYMEHTA)
IIOCTaHOBJIEHUEM(PACIIOPSIKEHUEM )
TJ1aBbI(aIMUHUCTPAITAN )
ropojackoro okpyra HMcrpa
oT No

[locmequuii JUCT KaXOOTO IPWIOKEHHS BU3MPYETCS HCIIOIHUTENIEM II0 CIELYyHOIEen
dopme: aMYHAs MOANUCH, paclI(pPOBKa IMOANNCH, JaTa BUSUPOBAHMUSL.

31. Ecau B JOKyMEHTE HEOJHOKPATHO yHOTPeOIsieTcss TO UM UHOE MOHATHE (0OBEKT, KPYr
00BEKTOB), TO TIPU MEPBOM YIOMHUHAHHUU TPUBOJUTCS €0 MOJHOE M B CKOOKaX — COKPALICHHOE
HanMeHoBaHue (10 (opMme: «ranee UMEHYETCs -» WIN «lajlee -»), IOoCie Yero ynorpedisercs
TOJIBKO COKPAILEHHOE HAUMEHOBAHHUE.

HaumeHoBaHMsI yNOMHMHaeMbIX B JOKYMEHTE LIEHTPAJIBHBIX M TEPPUTOPHAJIBHBIX
VCIIOJIHUTENIbHBIX OpPraHOB T'OCYJapCTBEHHOW BJIAacTH, OpraHMU3alMil NPUBOAATCA B IOJIHOM
COOTBETCTBUM € MX O(QUIMATBHBIM Ha3BaHUEM, 3aKPEIJICHHBIM MOJIOKEHUSAMHU 00 3THX OpraHax
Y OpraHu3alMsIX, yCTaBaMu.

32. Ilopsanok M CpOKH HOATOTOBKH IPOEKTOB IOCTAHOBJIEHHUH W PACHOPSIKEHWM IJIaBbl
(aIMUHUCTpALIMN) OKpYTa OINpeIeIeHbl PETIAMEHTOM aIMUHUCTPALIUU OKpPYTa.

[lonnucanHoe IJ1aBOM OKpyra, NEPBBIMM 3aMECTUTEISIMM TJIaBbl aJIMUHMCTpALMM OKpYTra,
3aMECTUTENSIMU TJIaBbl aIMUHUCTPALMU OKpYyTra MMOCTaHOBJIEHHUE (pacropsyKeHUE) BO3BpallaeTcs
B o0muit otaen (manee OO) nnst odopmileHUs, THUPAXKHUPOBAHUS M PACCBUIKM OpraHam,
YKa3aHHBIM B [IOCTAHOBJIEHUU (PaCHOPSKEHUH).

[TonnucanHble MOCTAHOBIEHUS (PACHOPSIKEHUS) PEruCTPUPYIOTCS B CHELUAIbHBIX
KypHaJIax YCTaHOBJIEHHOW ()OpMbI B TeUEHHE rojaa (BemeTcs B 3JIEKTPOHHOM BHJIE B CHCTEME
«leno») wm 3aBepstOTCS TepOOBOM TmeuaTbio aAMHUHHUCTpanuu. Komuu mocTaHoBIEHHH
(pacriopspkeHHi) TIaBbl (TIEPBOTO 3aMECTUTENIS, 3aMECTUTEINSI TJIaBbl aIMUHHUCTPAIlMK) OKpyra
3aBEPAIOTCS MOANMCHIO YIIOJHOMOYEHHOTI'O JIMLA U MIEYaThI0 «/[J1s1 TOKyMEHTOBY.

Perucrpanus nmocraHoBiieHUH BeAeTCs B MOPSAKE BO3PAaCTaHUS HOMEPOB M COCTOMUT U3
HOPSIKOBOTO HOMepa U (uepe3 Jpolb) HoMepa Mecsla TEKYIIEro roja.

[IpoekT moOCTaHOBIIEHHSI MOXET TE€HEPUPOBATHCA B JJIEKTPOHHOM BHUAE B EIUHOU
UHPOPMALIMOHHON cucTeme okazanus ycayr (Moxyne OVY). Teker u ¢opma mocTaHOBICHHMS,
TEHEpUPYEMOT0 B JIEKTPOHHOM BHJIE, JOJDKHBI MOJHOCTBIO COBMAAaTh C TEKCTOM M (opmoit
MOCTaHOBJICHHUS, M3/1aBaeMOro Ha OymMakHoM Hocutesne. [loanuceiBaeTcst Takoe MOCTaHOBICHHE
YCUJIEHHOW KBaJIM(UIMPOBAHHON 5SJIEKTPOHHOM MOANMCHIO TJIaBbl OKpyra WIM JHIA, €ro
3aMEHSIOIIEr0, B paMKaxX MPOrpaMMbl OKa3aHWs MYHUIMNAIBHBIX ycayr B cucreMe «Monyib
OV». Perucrpanusi Takux NOCTAHOBJICHHHM OCYIIECTBIISIETCSI B COOTBETCTBUU C HyMepalueu
MOCTAaHOBJICHUH, U3/1aBaeMbIX Ha OyMa)KHOM HOCHUTEJIE.

Perucrpanus pacnopspkeHuil r1aBbl (aAMMHHUCTpALlMM) OKpyra BeAETCs B IOpsAKe
BO3PACTaHMUs HOMEPOB M COCTOMT U3 MOPSAKOBOTO HOMEpa U OYKBEHHOTO UHAEKca «Py.

33.JIoKyMEHTBI, OArOTOBJIEHHbIE COBMECTHO IBYMs WM 0ojiee OpraHU3alUsIMH, [10CIIe
COIJIACOBAHUS TPEJICTABIISIOTCS Ha IMOAMUCH M PETUCTPAIMIO B OOLIMI OTIEeN B KOJIUYECTBE
9K3EMIUIAPOB, PABHOM YHUCIIy OPTaHU3ALNN, IOATOTOBUBIINX JOKYMEHT.
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34. Crnucok oOpraHu3alMii W JIOJDKHOCTHBIX JIMII, KOTOPBIM HEOOXOIMMO paszociaTh
MOCTaHOBJICHHE (PacCHOpsIKEHUE), COCTABIIACTCS aBTOPOM IPOEKTAa JOKYMEHTa U CHAeTCs B
00IIKIA OTACN BMECTE C MPOCKTOM M JIEKTPOHHBIM HOCHUTEJIEM.

[ToanucanHbie TOKYMEHTHI TUPAKUPYIOTCS OOIIUM OTAEIOM B COOTBETCTBHH CO CITHCKOM
PACCBUIKM, KOMHUS IMOCTAHOBJIEHUS (PaCHOPSDKEHUS) 3aBEpPSACTCS TMOIMUCHIO YIIOJTHOMOYEHHOTO
JOJKHOCTHOTO JIUIIA M TIeYaThi0 «JlJ1s1 JOKYMEHTOB» U pacChUIAeTCs B TCUCHUE 2 pabounX JTHEH.

JlonoysHUTENbHAST pacChUlKa MW BblJa4a KOMMH JIOKYMEHTOB OCYILIECTBIISIETCA IO
COTJIaCOBAHMIO C HUCIIOJIHUTECIICM.

3aMeHa pa30CIaHHBIX HK3EMIULSIPOB HOPMATHUBHBIX TMPABOBBIX W  PaCIOPSAIUTEIIBHBIX
JOKYMEHTOB (TIpu OOHAPY)KEHUU PEIAKIIMOHHBIX W TEXHUYECKUX OIIMOOK) MOXKET OBITh
MIPOU3BEJIEHA TOJBKO MO COIJIACOBAHUIO C ABTOPOM JIOKYMEHTA U C pa3pelleHUs YIPaBIIAIOIIETO
JIeJITaMH aJIMUHUCTPALIMU OKPYTa — OTBETCTBEHHOT'O 32 BOIPOCHI IO AEJIONPOU3BOJICTBY.

35. B oOmem otaene Ha KaKIbli HOPMATHUBHBIM MPaBOBOM MOKYMEHT O(OpMIIseTcs
KapTouka st (hopMHUpOBaHKS HHPOPMAIIMOHHO-TIOMCKOBOM KAPTOTEKH B cucTeMe «Jlemoy.

36. [loaIMHHUKY HOPMATHUBHBIX MPABOBBIX U PACHOPAIUTEIBHBIX JTOKYMEHTOB IOCIE HX
TUPAKUPOBAHUS U PACCHUIKU XPAHITCS B OOIIEM OT/ENE B TCUCHHE MSATH KAJICHAAPHBIX JIET, a
3aTeM CIAI0TCSl B ApXUBHBIN OT/ECII.

S5.KOHTPOJIb UCTIOJIHEHUA TOKYMEHTOB

a) 3a]1a4u KOHTPOJIsI UCHOJTHECHUS:

37. lenbto KOHTpONSA sIBIsieTCS OOECTIeueHHe CBOCBPEMEHHOTO M KaueCTBEHHOTO
UCTIOJIHEHUSI TOpY4YeHUH, 3aUKCHpPOBaHHBIX B JOKyMeHTax. KOHTposto moanexar Bce
3apEeTUCTPUPOBAHHBIE B JICTOMPON3BOJICTBE JOKYMEHTHI, UMEIOIINE KOHKPETHBIC TOPYYCHUS U
CPOKH HCTIOJIHEHHMS.

KoHTpons MCTONHEHUS BKIIOYAeT B ce0s: MOCTAHOBKY Ha KOHTPOJb, IMPOBEPKY X012
UCTIOJIHEHUS,, y4eT M 0000IleHHe pe3ylbTaTOB KOHTPOJIS HCIOJHEHHS JIOKYMEHTOB,
UH(POPMHUPOBAHNE PYKOBOAMTENEH B IENAX CBOEBPEMEHHOTO W Ka4eCTBEHHOTO HWCIOJTHEHUS
MIOPYYECHUH.

38. HenocpencTBEHHBIM KOHTPOJIb 3a MCIOJIHEHHEM JOKYMEHTOB U HOpYy4YEHUI
OCYILECTBIISIIOT JIOJUKHOCTHBIE JIMIA, HAa KOTOPBIX BO3JIOKEH KOHTPOJb B IOCTaHOBJICHUSX,
pacTopsHKEHHSX TIaBbl (A AMUHUCTPAIH) OKPYTa U APYTHX PACHOPSIAUTENBHBIX TOKyMEHTAX.

39. B opraHax aJMUHHUCTpAllMd OKpPYra KOHTPOJb 3a HCIOJIHEHHUEM JIOKyMEHTOB
BO3JIaraeTcsi Ha 3aMECTHTEJCH TJIaBbl AJAMHHUCTPAIMH OKpPYyTa, YIPABISIFOIIETO JeIaMu
aJMMHUCTpAIMM OKPYTa - UCTIOJIHUTENEH MopydeHH.

0) opraHu3anus KOHTPOJIS UCHOTHEHUSI.

40. OpraHuzaiuss KOHTPOJS 3a HUCIOJHEHHEM JOKYMEHTOB B aJMUHUCTpAIlMM OKpyra
npeyCMaTpUBACT:

-[IOJIy4eHHe peryispHOd HHGOpMAIMM O XOJ€ KOHTPOJIHPYEMBIX MEpPONPUATHH U
MOPY4YEHUH;

-CUCTEeMaTHYECKYI0 (MPOMEXYTOUHYIO U OKOHYATENbHYIO 0 UCTEYEHHUU CPOKa) MPOBEPKY
WCTIOTHEHUS] KOHKPETHBIX 33JaHUH, BRITEKAIOIINX U3 COJCPIKAHUS JTOKYMEHTA WM TOPYICHHUS;

-U3y4YeHUEe MOCTyMarue HHPOpPMaluU, CBSI3aHHONW C HCIOJHEHHWEM JOKYMEHTa WM
MOPYYCHUS, €€ aHAIIU3 U 0000IIeHNE;

-00Cy)XJICHHE Ha ONEPATUBHBIX COBEUIAHUAX XO0/1a UCIOIHECHUS JOKYMEHTA WIIH MOPYYCHHS
B YaCTH, KaCaroIIeNCs 1eATEIbHOCTH OPraHOB aJIMUHUCTPALIUU OKPYTa;

-BBIE3/Ibl PAOOTHUKOB OPTraHOB aIMHHHMCTPALMU OKpyra Ha MeCTa C IIeJIbI0 MPOBEPKH H
OKa3aHMsI MTOMOIIM COOTBETCTBYIOUIMM OpraHaM aJMUHUCTpAllMM OKpyra M HUX paOOTHHKaM B
paboTe MO UCTIONHEHUIO IOKYMEHTOB (TIOpyUYeHHil);
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-OTMETKY O XOJI€ BBIMOJHEHHs] OYEpPEJAHOro 3Tamna paldoThl, a MO €€ 3aBepIIeHUUu — 00
UTOTOBBIX JIaHHBIX UCIOJIHEHHSI KOHTPOJIUPYEMOIO JJOKYMEHTA U TIOPYUYEHHUS.

41. KoHTpoib HCIOJIHEHHS] OPraHU3YyeTCsl C HMCIOJIb30BaHUEM OaHKa JAHHBIX CHCTEMBI
«emo», MCOJl n obecrieunBaeT omnepaTuBHOE MH()OPMUPOBAHHE PYKOBOJCTBA O COCTOSIHUHU
WCIIOJIHEHUSI BCEX BUJOB JOKYMEHTOB, IOPYYEHUH, a TaKXKe IMPEIBAPUTEIbHBIA KOHTPOJb 3a
CPOKaMH IIOJrOTOBKM M PACCMOTPEHHsI IPOEKTOB JOKYMEHTOB, aHaJINW3 HCHOJHUTEIbCKON
JUCLHUTIIIUHBI.

Ha noxymenTax, noJyuieskammx KOHTPOIII0, CTaBUTCS mwtaMi «KoHTposab.

B) CPOKHU UCHOJHEHUS JIOKYMEHTOB.

42. Cpoku UCIOJHEHUS JOKYMEHTa HWCUMCIAIOTCA B KaJCHAApHBIX MJHSIX C JIaThl
MOANUCcaHus (YTBEPKICHHS ) TOKYMEHTA.

Cpok HCIOJIHEHHSI JTOKYMEHTAa, €CIM OH HE OIpEAeieH B TEKCTE WM B PE30JIOLUU
JIOJKHOCTHOTO JIMIIA, YCTAaHABIMBAETCSA B OUH MECSLI.

[Topyuenus I'ybepnaropa MOCKOBCKOM 00yacTH, TJIaBbl OKpyra ¢ NMOMETKOH «CpodHO»
UCIIONHAIOTCA B 3-AHEBHBI CPOK, a TpeOyrolue HM3y4yeHHUs MOCTaBJICHHBIX BOIPOCOB — B
TeueHue 15 nuei.

[IpaBuTENHCTBEHHBIE TEJIETPAMMBbI UCIIOJIHAIOTCS Oe30TiarareabHo, HO He Oonee 3 AHEH,
ocTajbHble — B TeueHue 10 qHeil.

43. Ecnmu mo OOBEeKTHBHBIM HpPUYMHAM BO3HUKAET HEOOXOAMMOCTh H3MEHEHUS CpOKa
UCIIOJIHEHUS JOKYMEHTA, PYKOBOJAUTENb WM JIOJDKHOCTHOE JIMLIO, HA KOTOPOTO BO3JI0XKEHO €ro
WCIIOJIHEHHUE, HE TIO3HEE YEM 3a TPU JIHA 10 UCTEUEHUs CPOKA HCIIOJHEHUS INPEACTaBISAET Ha
UM JaBIIETO MOPYYEHHE PYKOBOJIUTENSI MOTUBUPOBAHHYIO MMCbMEHHYIO IIPOCKOY O MPOAJIEHUU
CPOKa UCIOJIHEHUS. B IpOTUBHOM Cily4ae JOKYMEHT CUMTAETCsl HEUCIIOJHEHHBIM B CPOK.

N3meHeHne cpoka NCIIOTHEHUS POU3BOANUTCS JIMIIOM, YCTAHOBUBILIUM 3TOT CPOK.

O nate u3MeHeHHsl CpoKa COOOIIAETCS] UCTIOTHUTEIIO.

W3meHeHne cpoka UCTIOIHEHHs TOCTaHOBIIEHUH U PaclOpsKEHUH I1aBbl (aAMUHUCTPALIIN)
OKpyTa OCYLIECTBISETCA MO CIIY>KeOHOM 3amiCKe Ha UMsI IVIaBbl TOPOACKOI0 OKpyTa.

CryxeOHYI0 3alUCKy C MPOCKOOM O MPUOCTAHOBIICHUHM HCTIONHEHHUS JTOKYMEHTa Ha HUMsI
IJIaBbl OKPYTa, @ TAK)KE O €r0 OTMEHE MPEACTABIAET aBTOP NOKYMEHTA WIH JOJKHOCTHOE JIUIIO,
JlaBIIee OpyYEHUe.

Pemenne o cHATMM NOpPY4YEHMs] ¢ KOHTPOJISI WIM O IPOJUIEHHH CpPOKa MCIIOIHEHMS
NPUHUMAETCS TJIAaBOM TOPOACKOr0 OKpyra WIH JOJKHOCTHBIM JIMIIOM, HA KOTOPOT'O BO3JIOKEHO
€ro UCIOJHEHHE.

T) CHATHE JIOKYMEHTOB C KOHTPOJIS.

44. ]JloKyMEHT CUMTaeTCsi MHCIOJHEHHBIM W CHUMAeTci C KOHTPOJS  IIOCIe
JOKYMEHTUPOBAHHOTO  MMOATBEPXKJIEHUS  HCIOJHEHHUS WM  TPU3HAHUS  PYKOBOJACTBOM
HEBO3MOXXHOCTH €TI0 UCIIOTHEHUS 110 00BEKTUBHBIM MTPUYUHAM.

B cnpaBke 00 ncCnosHEHUU JOKYMEHTa WM MOPYYEeHHMs 3a MOAMUCHIO PYKOBOJIUTENS WU
JOJDKHOCTHOTO JIMIA, KOTOPOMY JIaBAJIOCh MOPYYEHHE, JOJDKHBI OBITh M3JI0KEHbI KOHKPETHbIE
pe3ynbTaThl pabOThI IO UCIIOJHEHUIO JOKYMEHTA WU TOPYUYEeHHUSI.

OnHOBPEMEHHO BHOCHUTCS NPEUIOKEHUE O CHATUU C KOHTPOJISI HCIIOJHEHHBIX IOKYMEHTOB
WJIU TIOPYYEHHUH.

Opranbl agMHUHHMCTPALMM OKpPYra W CIEUUAIbHO Ha3HAYeHHble B HHUX pPaOOTHHKH,
OCYIIECTBIISIONIUE B HUX KOHTPOJIb, IPOBEPSIIOT MPABUIBHOCTD MPEACTABIAEMON HHPOPMAIIH O
BBITNIOJIHEHUH [TOPYYEHUH, TIOJTHOTY PEIIECHUS TOCTABJIEHHBIX B HUX BOIIPOCOB.

WNndopmanus, npeacTtapieHHas ¢ HapylIEHUEM CpPOKa, JAOJDKHA coAepkaThb OOBSICHEHHE O
INPUYNHAX 3a1EPKKH.

B cnyudae, ecim 1o MpencTaBICHHBIM MaTepuagaM JaHbl HOBBIE IOPYYEHUs, TO
JalIbHENIINI KOHTPOJIb OCYIIECTBIISIETCS HA OCHOBAHUH 3THUX ITOPYYCHUM.
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6. PACCMOTPEHUE OBPAIIIEHUM I'PAKIAH

45. B cootBerctBuM ¢ 3akoHOM MockoBckoit ob6nactu ot 05.10.2006 Ne 164/2006-0O3 «O
paccMOTpeHHH OOpalleHHid rpakaan» B HacToAmel MHCTpyKIuu moj oOpaleHusMu TpakIaH
MOHUMAIOTCSI IPEIIOKEHUS, 3asBICHUS, JKaI00bl U X0/1aTallCTBa TPaXk/IaH.

46. Opraam3anus [EHTPATU30BAaHHOTO y4YeTa W JICJONPOM3BOJICTBA IO OOpaIICHUSIM
rpakaaH, MOCTYNHUBIIMM Ha UMS TJaBbl, 3aMECTUTENECW TIJIaBbl M aJMUHUCTPALUU OKpYra,
BO3JIaraeTcsi Ha OOLUI OTIEII.

47. lloctynuBiue oOpallleHusi TpakKIaH MOJJIeKaT PErUCTpaluu B cucTeMax «Jleno» wmium
MC3/I, kxpome KOppECOHACHIINY, YKa3aHHOHN B mprioxkeHuu Nel.

48. PaccMoTpeHre MUCBMEHHBIX OOpalleHHi Tpa)KJIaH MPOU3BOIUTCS TJIABOM OKpyra, ero
MEPBBIMU  3aMECTUTEIISIMHM, 3aMECTUTEISIMU, YIPABJISIOMIMM JeJIaMHd B COOTBETCTBUU C
pacnpeienieHueM 00si3aHHOCTEH, B MpeJesiax CBOe KOMIIETEHIIMH, Ha OCHOBaHUU Periamenta
paccMoTpeHusi oOpalieHuil TpaxaaH B aJAMHUHUCTPALMM OKpyra. YKa3aHHb Periament
yTBEpKAAeTCs TJIaBOM OKpyTa.

49. JIuuHbIi TIpHEM TpaKJaH TJIABOM OKpyra, MEPBBIMH 3aMECTUTEIISIMU, 3aMECTUTEISIMU
MPOBOAMTCSA IO TpaduKy, YTBEPKACHHOMY TJIaBOM OKpyTa Mo MpeACTaBICHUIO 00IIEro OTAena.

50. IlucpMma u TenerpaMmbl TpaXkaaH pacCMaTPUBAIOTCS B OpraHax aJMUHUCTpAIUU OKpyTa
B Cpok He 6ozee 30 qHEH co IHA UX perucTparii.

51. OOpameHuss TpaXKAaH CUYUTAIOTCS PA3pEUICHHBIMH, €CIIM PACCMOTPEHBI  BCE
MOCTaBJIEHHBIE B HUX BOIIPOCHI U JaHbI OTBETHI 3asBUTEIISIM.

52. VHpopMaIlMOHHO-CITPABOYHYI0 U aHAIUTHYECKYIO paboTy mo oOpaleHusiM TpaxiaaH
BeJICT OOIIMI OTJeN aIMUHUCTPAIIH.

7. HOPAJOK PABOTHBI C OBPAIIEHUAMMU, IOCTYIIUBIINUMU OT
JAEITYTATOB

53. Ilox oOpaiieHussMu 1enyTaToB B HacTosied MHCTpyKIMK TOHUMAIOTCS] TUChMa YJIEHOB
CoBera ®depepauuu, genyraroB locymapctBenHoil J[lymer ®enepansnoro CoOpanus
Poccuiickoit ®enepanun, nemyratoB MockoBckoit obnactHoit [ymbl, nemyratoB Coera
JIEIyTaTOB TOpoJCKOro okpyra HMcrpa, mo BompocaMm, CBS3aHHBIM C OCYLIECTBJICHUEM
JIEIYTaTCKOM 1eATeNbHOCTH, O(hOpPMIIEHHBIE HA COOTBETCTBYIOIIEM OJIaHKE U UMEIOIIUE TIOIUCH
JenyTaTa.

54. TlocTtynuBuive B aJMUHUCTPALMIO OKpYyra OOpalleHHs AENyTaTOB PErUCTPUPYIOTCS B
obmeM otaene B cucreMe MCOJl u B TOT k€ JIeHb HANpPaBISAIOTCS HAa PacCMOTPEHHE TilaBe
OKpyra, IMEpBbIM 3aMECTHTENSIM TJIaBbl aJMHUHUCTpAlUM OKpYyra, 3aMECTHTENSIM TJIaBbl
aJMMHHCTPAIIMH OKpYyTa.

55. JIo;KHOCTHOE JIUII0, KOTOPOMY HAmpaBlIEHO OOpalleHHe JenyTara, JOJKHO JaTh OTBET
Ha HEero B MUCbMEHHOW (popme He mo3aHee yeM uepe3 15 nHell co IHS ero mojydyeHus Wid B
VWHOW YCTaHOBJICHHBIH TJIaBOM OKpYTra CpoK.

OtBer nomkeH OBITh MOANKCAH TJABOW OKpYra, MEpBBIMH 3aMECTUTENSMU TIJIABbI
aJMUHHUCTPAIMKM OKPYTa, 3aMECTUTENIEM IJIaBbl aIMUHUCTPALIMN OKpYyTa JINOO JIUIIOM, BPEMEHHO
UCTIOJHSAIOLINM €r0 00513aHHOCTH.

56. B cooTBeTcTBHM ¢ YCTaBOM TOpOACKOro okpyra Mcrtpa aemyrar, rpymnmna AenyTaToB
CoBera jgemyTraroB OKpyra BIpaBe OOpamiatbCs C 3alpocoM K TJaBe OKpyra IO BOIPOCaM,
BXOJSIIMM B €ro KOMIIETEHIIMIO. 3ampoc BHOCUTCA Ha 3acenanue (CoBera [emyTaToB B
nucbMeHHOU (opme. JIOKHOCTHOE JIMLO JOJDKHO JaTh OTBET HA HEro B yCTHOW ¢opme (Ha
3acenannu CoBeTa JICyTaTOB) WIIM B MUCbMEHHOHN (hopMe HE MO3/IHEe ueM depe3 15 aHeit co qus
€ro IMOJyYEHHUs WIN B UHOW yCTaHOBJIEHHBIN COBETOM AEMYTaTOB OKpPYyra CpOK.
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8.TPEBOBAHUSA K O®OPMJIEHUIO TJOKYMEHTOB

57. JIoKyMeHTBl M3rOTaBIMBAIOTCSA Ha OJAaHKAaX, KOTOPbIE JOJDKHBI UMETh yCTAHOBJICHHBIN
KOMIUIEKC 00s3aTeNbHbIX PEKBU3UTOB, CTAaOWIbHBIM TMOPSJOK UX pacloIOKEHUS U
coorBerctBoBath ['OCTy P 7.0.97-2016 «Cucrema cranmaproB 1o uH(OpMAIHH,
O6uOIMOTEYHOMY U M3JaTeNIbCKOMY Aeny. OpraHu3alMOHHO-PACHOPSAUTENIbHAS JOKYMEHTALMS.
TpeboBanust K 0(OPMIICHUIO TOKYMEHTOBY.

58. Jlns OnaHKOB JIOJDKHA TNpUMEHsThC Oymara ¢dopmatoB A4 (210x297 mMm) u AS
(148x210 mm). [lomyckaeTcsi TakyKe M3rOTaBIMBaTh OnaHKK Ha Oymare ¢opmara A3 (297x420
MM) 1 A6 (105x148 mm).

59. bnanku ¢opmara A3 MOTyT HpUMEHSTBCA A OPOpPMIICHHS JOKYMEHTOB, TEKCTOBas
coJiepKarenbHas 4yacTb KOTOPbIX odopMileHa B BHJE TaOJIMIBI WM CIIENUAIBLHOIO Tpadapera.
Ha Gymare ¢opmara A6 gormycKaeTcst H3roTaBIUBaTh 0COOBIC BUIIBI JIOJDKHOCTHBIX OJTAHKOB JIJISt
o(opMIIeHUS PE30IIOLUU (TIOPYUCHHUS).

BuyTpeHHsAs nepenucka Mo BONpPOCaM MaTepHaIbHO-TEXHUYECKOT0, MH(MOPMAIMOHHOTO,
XO03s5ICTBEHHOI'0 M HHOTO 00ECIIeYeH sl BEIETCs, KaK MpaBuilo, 6€3 UCI0Ib30BaHUs OJIaHKOB.

bnaHky He MPUMEHSIOTCS NMPU MOATOTOBKE NEPBOHAYAIBHBIX BAPUAHTOB JOKYMEHTOB, AJIs
oopMIIeHHs KOIMI CITy>KEOHBIX ITUCEM, OCTAIOIIUXCA B AeaX (KpoMe KCepOKOIHiA).

60. Bymara, npumMeHsiemast Uit U3rOTOBIICHHSI OJIAaHKOB, TOJDKHA OBITH OEJIOT0 IBETA.

61. Ha 61aHkax JOKyMEHTOB JIEBOE T0JI€ JJOJKHO OBITh He MeHee 30 MM, IpaBoe — He MEHee
10 MM, BepxHee — He MeHee 20 MM, HIKHee — He MeHee 20 MM.

[Ipy TOATrOTOBKE JOKYMEHTOB JIONYCKAETCsl MCIIOJIb30BaHME JIMLEBOW U OOOPOTHOI
CTOpOHBI JincTa. [Ipu ABYCTOpOHHEM CO3JaHUM JOKYMEHTOB HIMpPHHA JIEBOTO IMOJI Ha JIMLIEBON
CTOPOHE JICTa U MPABOTo MOl HA 000POTHOM CTOPOHE JIUCTA JTOJKHBI OBITh PABHBI.

JInst U3rOTOBIICHHST JIOKYMEHTOB HCIob3yeTcs mpudt Times New Roman, pasmep mpudra
- Nel2-14. Tlpu cocraBieHuu TaONMIl JOMYCKAETCS MCIOJIb30BaHUE MIPU(TOB MEHBIINX
pasmepos - Nel1-12.

AG3a1HbIi OTCTYI B TEKCTE JJOKYMeHTa — 1,25¢M.

3aroloBKM  pa3/ieJloB M IOJAPA3JeNoB IeyaTaroTcss ¢ a03alHbIM  OTCTYNOM WU
LHEHTPUPYIOTCS O MHUPHHE TEKCTA.

TekcT nokyMmeHTa medyaTaercss depe3 | MEXCTpOUHBIM MHTEpBad U BBIPABHUBAETCS 110
mupHuHe aucta. MHTepBan Mexay OykBaMH B CIIOBaX — OOBIYHBIN, HHTEPBAJ MEXAY CIOBAMHU —
OJIVH TPOOEII.

JlomyckaeTcsi BbIIENATH TMONYKUPHBIM HIPUPTOM PEKBU3UTHI «aJpecary, «3arojoBOK K
TEKCTY» WIH «IOJIHUCHY, a TAKXKE OTNEIbHbIE (parMeHThl TEKCTA.

62. Bce HeoOXxoauMmble pPEKBU3UTHl  ONaHKa  BOCIPOM3BOAATCS — HMCIIOJHHUTEIEM
HEINOCPEJICTBEHHO MpPH CO3JAaHUM KOHKPETHOTO JOKYMEHTa Ha IEePCOHAJIbHOM KOMIIBIOTEPE.
bnaHku HOpPMATHMBHBIX MPABOBBIX W PACIOPSAAMTENbHBIX JIOKYMEHTOB (IIOCTAaHOBJIECHUS U
pacropsHKeHUs ) YTBEPIK/Iat0TCs MOCTAHOBJICHUEM IJIaBbl OKPYTa.

63. YcTaHOBIIEHBI CIIEAYIOLINE BUIbI OJAHKOB JJOKYMEHTOB:

- 00mmuii OaHkK;

- OJiaHK mMCbMa aJIMUHUCTPALIUU TOPOJICKOTO OKPYTa;

- OJIaHK KOHKPETHOTO BHJIa JOKYMEHTA (IIOCTAaHOBJICHHUE, PACTIOPSHKCHHE),

- OJIaHK MMCbMa TJIaBBl TOPOACKOTO OKpyra VcTpa (1BeTHOU M yepHO-0eblif).

OOmwmii OnaHK MCHONIB3yeTCs Ul WM3TOTOBJIEHUS JHOOBIX BHJOB JOKYMEHTOB, KpOMeE
NUCbMA, W BKJIIOYACT PEKBU3UTHI: HAUMEHOBAaHHE OpraHU3allMHd, MECTO COCTaBICHHUS WU
U3JJaHNs JOKYMEHTA.
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Kpome »Tux pexkBH3WTOB, Ha oOIIeM OJlaHKE JOMYCKaeTcs [aBaThb OrpaHHUYUTEIbHBIC
OTMETKH I PEKBU3UTOB: JaTa JOKYMEHTA, PETUCTPALIMOHHBIA HOMEp JOKYMEHTA, 3ar0JIOBOK K
TEKCTY U OTMETKA O KOHTPOJIE.

brnank nucbMa BKIIIOYAET PEKBU3UTHI: HAMMEHOBAHUE OpraHU3alliy, CIIPaBOYHbIC JaHHBIC
00 opranusaiuu.

64. JlaToil noKyMeHTa SBJISIETCS JaTa ero MOJIUCAHUS WK YTBEPKACHUs, Ul MPOTOKOIA —
JlaTa 3ace/laHus, 1JIs aKTa — JjaTa COOBITHSL.

Jlata nokymeHnTa odopmisiercss apabckumMu nudpamMu B CIEAYIOUICH MOCIe0BaTeIbHOCTHU:
JIeHb Mecsa, Mecsll, roa. JleHp Mecsina 1 Mecsi opOopMIIIOTCS ABYMS apaMu apaObcKux mudp,
pa3JiesieHHBIMH TOYKOM: IO/ — YeThIpbMs apadckumu nudpamu. Hanpumep, naty 12 mapra 2019
r. cneayeT odopmists — 12.03.2019.

[Ipyn moAroToBKE HOPMATHBHBIX M (PMHAHCOBBIX JOKYMEHTOB JOITYCKAaeTCs CIOBECHO —
mdpoBoii criocod odopmiteHus natel (0e3 kaBbruek), Hanpumep 08 gespamns 2019 .

[Ipy cchiike B TEKCTE Ha MPaBOBOM aKT WJIM WHOM JOKYMEHT J1arta odopmisercs
cienyromum obpazom: 15.12.2019 No...

Ecnu mopsiakoBblii HOMEp Mecslla WU YKCla COCTOMT M3 OJHOW HU(PBI, TO Mepel HUMU
npocrtaBisieTcsi HoJb: Hampumep, 08.04.2019. Mecto mnpocTaBiieHHs JaThl Ha JOKYMEHTE
3aBHCUT OT OJIaHKa U BUJA IOKYMEHTA.

65. PeructpanioHHbIA HOMEp JTOKYMEHTAa COCTOUT U3 €ro NOPSIKOBOTO HOMEpPA, KOTOPBIN
MOYKHO JIOTIOJIHUTh MHJIEKCOM JieNla 110 HOMEHKJaType e, HHpopMaluei 0 KOppeCIoHICHTE,
VCIIOJTHUTEISAX U JIp.

66. Ccpulka Ha perucTpallMOHHBIM HOMEDP M JaTy JOKYMEHTA HMCIIOJIBb3YETCs TOJIBKO B TEX
BUJAX JOKYMEHTOB, KOTOpbIE SIBJIIOTCSI OTBETaMH Ha 3ampoc (IHCbMO, CIpaBKa, JOKJIaaHas
3alMCKa, aKT, 3aKiioueHue U T.1.). CBeleHUs W PEKBU3UT MEPEHOCATCS C IMOCTYHHBILETro
JIOKYMEHTA, Ha KOTOPBIM JaeTcsl OTBET.

67. B kauecTBe ajapecara MOTyT ObITb OpPraHU3alMM, UX CTPYKTYPHbIE MOJpa3/eleHus,
JOJDKHOCTHBIE WM (Qu3nyeckue nuua. llpu agpecoBaHuM OKyMEHTa JOJKHOCTHOMY WIIU
(bu3nyeckoMy JIMIly WHUIMAIBI yKa3blBaloTCs mnocie ¢pamwinu. HanMeHoBaHMe opraHu3aluu U
ee MoJpa3/ieJeHNs YKa3bIBalOT B UIMEHUTEIBHOM MaJIeXKe.

JIOIKHOCTB  JIMIIa, KOTOPOMY aJpecOBaH JOKYMEHT, YKa3bIBalOT B JaTEIbHOM IAJIEXKE,
HanpuMmep:

I'enepasnibHOMY OUPEKTOPY
000 «Karnctpoi»
NBanosy M.IL

Ecin TOKyMEHT OTHpPAaBISAIOT B HECKOJIBKO OAHOPOJHBIX OpraHW3alUil WIM B HECKOJIBKO
CTPYKTYPHBIX MOJIpa3ielIieHuii OJTHOM OpraHU3aluy, TO UX CJIEIYeT yKa3blBaTh 00O0OIIEHHO.

B cocraB pekBusuTa «Anpecar» Mpu HEOOXOIMMOCTH MOXKET BXOJUTH MOYTOBBIM ajpec.
DNeMEeHTHI MTOYTOBOTO aJipeca YKa3bIBalOT B MOCIEAOBATEIbHOCTH, YCTAHOBJIEHHOMN MpaBUiIaMU
OKa3aHHUs yCIyT TIOYTOBOM CBSI3H.

JIokyMeHT He MOJDKEeH cojaepxkaTh Oosee ueThipex aapecatoB. Cioo «Komus» mepen
BTOPBIM, TPETBUM, YETBEPTHIM aJpecaTaMd He YyKasbiBatoT. Ilpum OonbIIOM KOIMYecTBE
aJipecaToB COCTABIIAIOT CIIUCOK PACCHUIKH JOKYMEHTA.

Ecnn nuceMo ajpecyercs OpraHu3aliii, yKa3blBalOT €€ HauMEHOBAaHHE, 3aT€M IOUYTOBBIN
ajipec, Harpumep:

Bceepocculickuil Hay4HO-UCCIIE0BATEIbCKAM
WHCTUTYT TOKYMEHTOBECHUS U apXUBHOTO JIeNa
Bonbmoit Yepkacckuii niep., 1.5/2
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[Tpu agpecoBaHny TOKyMEHTa (PU3UIECKOMY JTUITY YKA3BIBAIOT MTOYTOBBIN aapec, 3aTeM
(baMHITUIO ¥ MHUIMAJIBI TIOJTyYaTelis, HalpuMep:
®aneepy W.IL
yi. Tpynosas, 1.12, kB.72
r.Horunck, MockoBckas 0011.,
142400

68 JlokymMeHT yTBepXkJaercs AODKHOCTHBIM JIMIOM (JODKHOCTHBIMU JIMLIAMHU)  WITU
CIICLIMATIbHO M3/1aBa€MbIM JOKYMEHTOM. lIpu yTBepk’IAEHUH TOKYMEHTA AOJIKHOCTHBIM JIULIOM
rpud yTBepxkAeHUS AOKyMEHTa JoJbkeH coctosTh u3 cioBa Y TBEPXKJIIAIO (0e3 kaBbluek),
HAaUMEHOBAHUS JOJDKHOCTH JIMIA, YTBEPKIAKOLIErO0 JOKYMEHT, €ro IOJNHUCH, WHULHAJIOB,
dbamMunuu U AaThl YTBEPKICHUS, HAIIPUMeED:

YTBEPXIAIO

I'maBa ropoxackoro okpyra HMcrpa
N.N. 1BaHoB

oT Ne

JMYHas MOJIHUCH

JaTa

[Ipu yTBEpKACHMM JOKYMEHTAa HECKOJBKMMM JOJDKHOCTHBIMHM JIMIIAMH HUX TOANHCU
pacrosaratoT Ha OZJHOM YpOBHE.

['pud yrBepkIeHHs TOKYMEHTa pacnojaraeTcs B IpaBoOM BEPXHEM YTy JOKYMEHTa.

69 Peszomronss mUIIETCST Ha JOKYMEHTE COOTBETCTBYIOIIMM JOJDKHOCTHBIM JIMIIOM H
BKJIIOYaeT (aMHUIINIO, MHULUAIIBl WCHOJHUTENEH, COAep)KaHUE MOPYYEHHUs, CPOK HCIIOJHEHMS,
MOJIUCH U J1aTy.

70. 3aroj0BOK K TEKCTY BKJIFOUAET KPaTKOE CMBICIIOBOE COEPKAHUE JOKYMEHTA. 3aroJ0OBOK
corjacyeTcsi C HAMMEHOBaHHEM BHJa TIOKYMEHTA.

K Tekcty nokyMeHTOB, oOopMIIEHHBIX Ha OsaHKax ¢opmara AS, K oTBeTaM Ha oOpalleHus
IpaXkJaH 3aroJIOBOK MOYKHO HE COCTaBJISTh.

71. OTMeTKa O KOHTPOJIE — ATO OTMETKA O KOHTPOJIE 32 UCIIOJIHEHUEM JJOKYMEHTa, KOTOPYIO
o0o3HavaroT OykBoil «K», cmoBoM min mramnom «KoHTpoJby.

72. Tekcr JOKYMEHTa HECET OCHOBHOE CMBICIIOBOE COJAEpXKAaHME JOKyMeHTa. B
COOTBETCTBUM C BHJIOM JOKYMEHTa BBIOMpAIOTCA KOMIIO3UIIMOHHAS CTPYKTypa, CTUJIb
M3JI0’KEHUS U SI3BIKOBBIE CPEJICTBA.

Tekcr, Kak NOpaBWwIO, COCTOMT M3 JABYX dYacTed. B mepBoil, KOHCTaTHpYHOLIEH 4YacTH,
YKa3bIBAIOTCS IPUYMHBL, OCHOBaHWUsS, ILI€JIM COCTaBICHMs JOKyMeHTa. B 3Toi dactu mnpu
HEO0OXOUMOCTH JIOJKHA ObITh YCTaHOBJIEHA B3aUMOCBSI3b C paHEe M3aHHBIMH HOPMATHBHBIMU
IIPABOBBIMU aKTaMHU M JPYrUMH JOKYMEHTaMM II0 JAaHHOMY BOIpocy. B TekcTe TOKyMEHTOB,
MOJITOTOBJICHHBIX HA OCHOBaHUM WJIM B Pa3BUTHE JOKYMEHTOB JAPYTUX OpraHU3alui WK paHee
W3JIaHHBIX JOKYMEHTOB, YKa3bIBAIOTCS MX PEKBU3UTBHI: HAUMEHOBAaHUE OPraHU3allUd — aBTOpa
JIOKYMEHTa, Ha3BaHUE BU/IA JJOKYMEHTA, J1aTa, PEruCTPAllMOHHBIN HHIEKC, 3aT0JIOBOK.

Bo BTOpOI#i yacTu M3NararTCcs peleHus, paclopsHKeHUs, BEIBOJIbI, TPOCKObI, MPEATIOKEHUS,
PEKOMEH 1AL H.

Ecnu comepikanue JDOKyMEHTa He HYXIAeTCs B IMOSICHEHWU WJIM OOOCHOBaHMHU, TO TEKCT
MOYET COJIEPXKaTh TOJIbKO 3aKJIIOUUTEIbHYIO YaCTh.

73. OTMETKY O HAJIMYMU TPUIOKEHHUS, HA3BAaHHOTO B TEKCTE, O(OPMIIAIOT CIEAYIOIIUM
obpazoM:

[Tpunoxxenue: Ha 5 1. B 1 3K3.
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Ecin noOKyMEeHT uMeeT NpUIIOKEHHE, HE Ha3BaHHOE B TEKCTE, TO YKa3bIBAKOT €ro
HAaUMEHOBAHME, KOJMWYECTBO JIMCTOB M KOJUYECTBO SK3EMIUISIPOB; MPU HAJIUUYUU HECKOJIBKHUX
MPUJIOKEHUN UX HYMEPYIOT.

Eciu npunoxenue cOpOIIIOPOBAHO, KOJUYECTBO JIMCTOB YKa3blBalOT Ha o00opote
MOCJIEAHETO JIUCTA B 1 3K3eMILIpE.

Ecnu xk 1OKyMeHTy HpujiaraioT Apyroi JOKyMEHT, TaKkKe UMEIOLINI IPUIOKEHUE, OTMETKY
0 HaJIMYUU TPHIIOKEHUS 0POPMIISIOT CISAYIOIINM 00pa3oM:

[Mpunoxenue:  mucbMo DepepanbHOro apxuBHOrO areHTcTBa OT 25.07.2017 Ne 03-4/156
U NIpUJIOKEHUE K Hemy, Bcero Ha 30 1. B 1 3k3.

B npuiio:keHuH K pacnopsAUTEIbHOMY JOKYMEHTY Ha IIEPBOM €0 JIUCTE B IIPABOM BEPXHEM
yray nuiyT «l[IpunokeHue» ¢ ykazaHueM HaUMEHOBAHUS PaclOpPSIUTENILHOTO IOKYMEHTa, €ro
JIaThl ¥ PErMCTPALIMOHHOTO HOMEPA, HaIIpUMep:

[Ipunoxenne Ne 1

K PACHOPSDKEHUIO TJ1aBbl(aIMUHUCTPALIUN )
ropojickoro okpyra HMcrpa

ot 18.12.2019 Ne 54-p

74 B cocraB pekBuszura «lloamuch» BXOASAT: HAUMEHOBAaHUE JIOJDKHOCTH JIMLA,
MOJNKMCABLIET0 JOKYMEHT (MOJHOE, €cli JOKYMEHT OopOopMIIeH He Ha OjlaHKe JIOKyMEHTa, U
COKpAIlIEHHOE — Ha JOKYMEHTEe, O)OPMIICHHOM Ha OJiaHKe); JIM4YHasl MOJIHUCh; paciiudpoBKa
noanucy (MHUIManel, pamunus). Ha O61aHke riiaBel OKpyra B COCTaB peKBU3UTA MOANUCH BXOAUT
JIMYHAs MOAINKUCH TJIaBbl OKpYyra U MHULIMANBI (CTaBATCA nepel haMuinein);

[Ipy noxamucaHuM JOKYMEHTAa HECKOJIBKMMH JOJDKHOCTHBIMU JIMIIAMM KX IOAINHNCU
pacrmojaraloT OAHY IHOJ APYroil B IIOCIEI0BAaTENIbHOCTH, COOTBETCTBYIOIIEH 3aHMMaeMOMN
JOJIKHOCTH.

[Ipy moamucaHuy JOKYMEHTa HECKOJBKHUMH JIMIAMHU PaBHBIX JOJDKHOCTEH HUX IMOANHUCU
pacrosararoT Ha OJJHOM ypOBHE.

B noxkyMeHTax, COCTaBJIEHHBIX KOMHCCHEH, YKa3bIBalOT HE JODKHOCTH  JIMII,
HOJNMCHIBAIOIIMX JOKYMEHT, a UX OOS3aHHOCTH B COCTaBe KOMHUCCHMM B COOTBETCTBHUU C
pacnpenenenneM o0s3aHHOCTEH, HallpuMep:

[Ipencenarens koMmuccuu JIngHasg moanuch H.B. Ceprees

YjieHbpI KOMHUCCUU JInyHasg nmoamnuch K.M. AprembeBa
JInuHas moammchy C.I1. MartBeeB
JInuHas moanuch B.A. ®unaroB

JIOKyMEHT JOJKEH OBITh MOAMKCAH HCIOJHSIONIMM OO0S3aHHOCTH TOJDKHOCTHOTO JIUIA C
yKazaHueM ero ¢aktuueckoil nomkHoctH U (amuiumu. [Ipu 3TOM He IOMycKaeTcs CTaBUTh
peIoT «3a», HAAMUCH OT PYKHU «3aM» WIH KOCYIO YepTy Mepe]] HAMMEHOBAaHUE JTOJKHOCTH.

75. I'pud cornmacoBanus nokymenta coctout u3 cioBa COI'JIACOBAHO, momxHOCTH
JUIa, C KOTOPBIM COTJIACOBBIBAETCS TOKYMEHT (BKJIIOYas HAMMEHOBAaHUE OpraHU3aliH), THIHON
MOJIMUCH, pacIIM(PPOBKH MOANUCH (MHUIIMATIOB, (DaMUITUN) U JAThl COTJIACOBAHMUSI.

76. CornacoBanue JTOKyMeHTa O(GpOpMIISETCS BHU30HM, BKJIIOYAIONIEH MOJMUCh M JOJDKHOCTH
BU3HPYIOIIETO JOKYMEHT, paciu(poBKy MOANUCH (MHULUATBI, (PAMUITUIO) U AaTy MOAMUCAHUS.
Hanpuwmep:

HavanbHuk 10puInyeckoro ynpaBieHHs
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[Tpu HanmMuMK 3aMeYaHMi K TOKYMEHTY BU3Y O(DOPMIISIOT CIIECIYIOIIHM 00pa3om:
3ameuaHus IpUIIaraloTcs

HavanbHuk 10puInyeckoro yrnpaBieHHs
aJIMMHHCTpAaIK ropojickoro okpyra Mctpa  Jlnynas noanuch (uHMLIMATBL, (haMUITHS)
17.12.2019

3amMeuyaHusi M3JAraloTCs Ha OTIENbHOM JIUCTE, MOJINUCHIBAIOTCS, JaTHUPYIOTCS U
IPUJIAraroTcs K JOKYMEHTY.

I[JI?I JOKYMCHTA, NOJJIMHHHUK KOTOPOT'O OCTACTCA B OpraHu3alri, BU3BI IIPOCTABJIIAKOTCA B
HIDKHEH 4acTH JIMLEBOM CTOPOHBI KOMMU OTIIPABIISEMOI0 IOKYMEHTA.

77. lledarp 3aBepsieT NOMIMHHOCTH IOAIKCH JODKHOCTHOIO JIMIIA HA JIOKYMEHTax,
IPEIYCMOTPEHHBIX CIELUAIbHBIMA HOPMATUBHBIMU aKTaMH, YAOCTOBEPSIOLIUX IIpaBa JIMIL,
¢dukcupyromux (HakTel, CBI3aHHBIE C (PUHAHCOBBIMHU CPE/ICTBAMH.

JIOKyMEHTBI 3aBEpSIIOT repOOBOil eYaThIO.

78. Ilpu 3aBepeHHMM COOTBETCTBUS KOIIMU JOKYMEHTAa MOJJMHHUKY HHXKE PEKBU3UTA
«[Toanuce» NpOCTABIAIOT: 3aBEPUTENBbHYIO HAANHCh «BepHOY»; HOIKHOCTH JIMIa, 3aBEPUBILETO
KOTIHIO; JINYHYIO TMOJIHUCh, pacu(ppOBKY MOANMHUCH (MHULIUANIBI, (aMUiIns); OaTy 3aBEpPEHUs,
HanpuMep:

BepHao

M.IL

I'maBHBIN crienuanuct oouero otaena
JInunas noanuck (MHULKANbI, pamMuIIns)

23.12.2019

JlomyckaeTcs Konuro 10KyMeHTa 3aBepsaTh nedarsio «JIS JOKYMEHTOBy.

Ecnu xomust nOKyMEHTa MMEET HECKOJBKO JIMCTOB, TO €€ MpPOLIMBAIOT HUTKAMH, Ha
nocjiegHeM JMcTe (Ha OOOpOTHOH CTOpOHE) JIeNaloT HAKJIeHKy ¢ 3aBepUTENbHON IMOJAIMHUCHIO:
«IIpomnTo M MPOHYMEPOBAHO __ JIMCTOBY», JAOJKHOCTH JIMIIA, 3aBEPUBILIETO KOIHUIO, JIMYHAS
HOJNKCh, paciIn(poBKa MOAMUCH (MHULIMAIBI, (haMUIIus), aTa, nevyarsb.

79. Otmerka 00 UCHONMHUTENE BKIOYAaeT (aMUIUIO, WM, OTYECTBO MCIOTHUTES
JIOKYMEHTa U HoMmep ero tenedona. OTMeTKy 00 MCIOMHHUTENE pacrojiaraloT Ha JIMIEBOW WIH
00OPOTHO# CTOPOHE MOCIIEAHETO JINCTA TOKYMEHTA B JICBOM HIDKHEM yriy, (mpudt - Nel0-12),
HanpuMep:

Hcn.: Hukomaes U.C.
Ten.8(498)314-52-03

80. OTMeTka O TOCTYIUIEHMM JIOKYMEHTa COJEPKUT IOPSAKOBBII HOMEpP W Jary
MOCTYIUICHUS TOKYMEHTA (IIpU HEOOXOAUMOCTH — Yachl U MUHYTHI).

OTMeTKa 0 MOCTYIJICHUH JOKYMEHTA NIPOCTAaBJIAETCS B BUJIE ILITaMIIA.

81. OTmeTKa 00 MCIIOJHEHUH JOKYMEHTA U HAlpaBJICHUH €ro B /IO BKIIOYACT CIEAYIOIINE
JlaHHbIE: cioBa «B 1eno»; cchbUlKy Ha AaTy M HOMEpP JOKYMEHTa, CBUJECTEIbCTBYIOIIEIO O €ro
UCTIOJIHEHUH, WM TPH OTCYTCTBUU TAaKOTO JOKYMEHTa KpaTKHe CBEJCHHS 00 HCIOJHEHUHU;
HOMED Jie1a, B KOTOPOM OyZIeT XPaHUThCS JOKYMEHT.



Ot1MeTKa 00 MCIOJHEHUU JAOKYMCHTA U HAIIPABJICHUHU €TI0 B ACJI0 OOJIKHA OBITh Imoanuca”Ha
N JaTUpPOBAaHA UCIIOJHHUTECICM AOKYMEHTA WM PYKOBOAHUTCIEM OpraHa aJMHUHHUCTpaAlUK OKpYyra,
B KOTOPOM UCIIOJIHCH JOKYMCHT.
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9. OPTAHM3AIMA IPUEMA W IIEPEJJAYM JOKYMEHTOB C
UCIHOJIb30BAHUEM CPEJICTB ®PAKCUMUJIBHOM CBSI3U,
SJIEKTPOHHOM IIOYTHI

a) dakcUMUIIbHASA CBA3b

82. daxkcuMuibHas CBsA3b o0ecrneuynBaeT mepenady MHGOpManuu ¢ OyMaKHOTO HOCHUTEJIs
(TexkcThl, TAOMUIBI, TpapuKH, PUCYHKH, YepTexH, ¢Gortorpaduu W T.0.) W TPHUEM OTOU
uHpOpMaLUU B BUJIE KOTIUU (aKCUMMUIIE.

83. Odwunmansaeie HOMepa Tene(aKkcoB aJIMHHUCTPAIMN OKpYyra yCTaHOBJCHBI B OOIIEM
oTJeNle, OpPraHMU3alMOHHO-KOHTPOJbHOM oTaAene. Ilpm mnpueme u nepemade CiyxeOHOM
uH(pOpMaLMU IO 3TUM HOMEpaM paOOTHUKH OPraHOB aJIMUHUCTPALIMUA OKPYra PyKOBOJACTBYIOTCS
CJICAYIOLIMM HOPSAKOM:

- oOopynmoBaHue s TpUeMa M TepeJadd WHPOPMALUU JOJDKHO HAXOIUTHCS B

IIOMEIICHUSX, B KOTOPbIE HE JIOIYCKAIOTCsI TIOCTOPOHHUE JINIIA;

- 3ampelaeTcs NnepenaBaTh CEKPETHBIE CBEJCHUS U TEKCThl JOKYMEHTOB ¢ rpudom «Jlis
CIIy>K€OHOTO0 10JIb30BaHMS;

- (akcorpaMMbl Ha WHOCTPAHHBIX S3BIKAX OTIPABIIIOTCS TPH HAIWYHH TIEPEBOJA,
3aBEPEHHOTO JIMIIOM, MTOIMUCABIIUM (pakcorpammy;

- OTBETCTBEHHOCTh 3a COJEp)KaHHWE IMepelaBaeMoil MH(OpMalMM BO3Jaraercs Ha
UCIIOJIHUTENSA, TOATOTOBMBIIErO  MaTepuanl K Iepefade, U PyKOBOJIUTEIS
COOTBETCTBYIOILIETO OpraHa aIMUHUCTPALIUU OKPYTa;

- MaTepual, s Mepelaud Mo KaHalny (akCUMUIBHOM CBSI3M CHAaeTcs C 3asABKOM
YCTaHOBJIEHHOr0 00paslia, MOJANUCAHHOW PYKOBOJUTENEM OpraHa aJIMUHUCTpPALUU
OKpyra,

- o0beM mnepenaBaeMoro Matepuana (TEKCTa, CXEMbl, TIpauyecKkoro H300pakeHus),
BBINOJIHEHHOTO Ha nucyel 6ymare ¢popmara A4 (210x297) uepHbIM LIBETOM, HE JI0JIKEH
MPEBBIIATH 5 JIUCTOB;

- OJUIMHHUKM  MaTepuaJioB  Iocje  mepefayd  MHGOpMAlUMU  BO3BpAlLAlOTCS
VCIIOJIHUTEJIAM TIO0J] PACIUCKYy C OTMETKON O BPEMEHHU OTIPABKH WM MOJILIMBAIOTCS B
Ie110;

- mocTynuBiIue pakcorpaMMbl PETHCTPUPYIOTCS B AJIEKTPOHHOM BHJIE B cUcTeMe «Jlemo»
C MPOCTABJIEHUEM PETUCTPALMOHHOIO LITAMIIA, BPYYalOTCs 110 HAa3HAYEHUIO B JIEHb MX
npreMa, CpPOYHbIE — HEMEJIEHHO;

- (hakcorpaMMbl Ha HHOCTPaHHBIX S3bIKaX JOCTABISAIOTCS ajpecary 0e3 mepeBoa.

84. Kontpoinp 3a ucnosiab3oBaHueM (aKCUMUIBHOW TEXHHMKH, YCTAHOBJIEHHOM B opraHax

aJMMHMCTpALMK OKpYyTra amnrapara, OCyLIeCTBIISETCS PYKOBOJAUTEISIMU 3TUX OPTraHOB.

0) DJIeKTPOHHA [MOYTa.

85. DOnextponnas mouta (manee — OII) ucmomw3zyercs s oOmeHa uHboOpMaruei, ee
00paboOTKM M XpaHEHUs C MOMOIIBID MH()OPMAIMOHHO-TEIEKOMMYHUKAIIMOHHBIX cpeacTB. Ol
UCIIONIb3YETCSl KaKk BHYTPH OJHOW OpraHu3alliu, TaK U MEXIY pa3InYHbIMU OpraHHU3aIUsMU,
UMEIOITUMH COOTBETCTBYIOIINE aNapaTHBIE U MPOTPAMMHEIE CPEACTBA.

86. DNEKTPOHHBIMU COOOIIEHUSAMHU (ITUChbMaMH) HAa3bIBAIOTCS JOKYMEHTHl M JIaHHBIE,
nepeaaBaemeble 1o kananam Jl1.




87. Ilpu monmy4eHHH SIIEKTPOHHBIX COOOLICHMH AaOOHEHT CpeACTBaMU HH(POPMALMOHHO-
TEJIEeKOMMYHUKAMOHHBIX KaHAJOB MPOU3BOAUT JOCTYIl K CBOEMY IIOYTOBOMY SIIIUKY U
MEPEHOCUT €r0 COJCPKUMOE B BUJIC HNEKTPOHHBIX COOOIIEHUI HAa CBOM KOMITBIOTED.

88. @dyHKnMoOHWpOBaHWE U pa3Butue cuctembl OII obecrieunBaer yrpaBieHUE IO
UH(POPMALIMOHHON MOJUTHKE, HTHPOPMATU3AILNH U CBSI35M C 00IIECTBEHHOCTBIO.

89. Craryc JOKYMEHTOB, MOJYYEHHBIX IO KaHajlam OIl, mpupaBHHBaeTcs K CTaTycy
NUCHMEHHBIX 0OpaIeHNi rpak1aH.
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B) MexBe1oMCTBEHHAs! CUCTEMA 3JIEKTPOHHOIO JIOKYMEHT0000poTa.

90. MeXBeJOMCTBEHHAsE CHUCTEMa 3JIEKTPOHHOTO JOKyMeHToobopota (mamee — MCDOJ)-
UCronb3yeTcs i1 oOMeHa uHpopmainuei, ee o0pabOTKH M XpaHEHUS C IIOMOIIBIO CPE/ICTB
MH(}OPMaLMOHHO-TEIIEKOMM YHUKAIIMOHHBIX KaHaoB. MCO/] ucnonp3yercst Kak BHYTpU OIHOMU
OpraHu3ali, TaK M MEXIy pPa3JIMYHbBIMU OPIraHU3ALUSAMH, HUMEIOIUMH COOTBETCTBYIOILUE
anmnapaTHble U IPOrpaMMHBIE CPEJICTBA.

91. Ilpu nonydenun coobumennit MCOJ] paGoTHHK 0OIIEro oTnena pPerucTpupyer u
HaIpaBJIeT IJ1aBE OKpYyra, €ro 3aMEeCTUTENsM, YIPABIAIOIIEMY J€lIaMU B COOTBETCTBHM C
pacripesiesieHueM 005S3aHHOCTEH, MOTy4YEeHHBIH JTOKYMEHT JJIs Mocieayromeid paboTsl ¢ HUM B
oprasax aaiMMHUCTpauuu okpyra B MCO/I B 371€KTpOHHOM BHJIE.

92. ®yHkunoHupoBaHue M pazButue cuctembl MCOJ[ obOecneumBaeT ymnpaBjieHUE IO
UH(POPMALIMOHHON MOJIMTHKE, HHOOPMATH3AIUU U CBSA3SIM C OOIIECTBEHHOCTHIO aIMUHUCTPALIUN
OKpyra.

93. Craryc 1OKyMEHTOB, nony4eHHbIX 10 MCO/I, npupaBHUBAETCS K CTaTyCy NUChbMEHHBIX
oOpalieHnit IOpUINYECKUX U GU3NIECKUX JIHII.

r) Moaynb oka3aHUs YCIIYT.

94. Monyns oxazanust ycayr (maimee — Moayne OVY) wucnonb3yercs s oOMmeHa
uHpopmanuel, ee oOpabOTKM W THepeAayd C IMOMOIIBI0 CPEJICTB HMH(POPMALMOHHO-
TEJIEeKOMMYHUKALMOHHBIX KaHaioB. Monyne OV wucnonedyercss st paboThl C 3asiBKaMu,
OTIIPABJIEHHBIMHU U3 MHOTO(QYHKIIMOHAIBHOTO 1eHTpa (M®LI) B anrMuHHCTpaLnO0 OKpyra u Juis
3a5BOK Ha OKa3aHHE TOCYAapCTBEHHBIX U MYHUUUNAIbHBIX YCIYI, MOCTYNUBIIMX B
a/IMUHUCTPALIMIO OKpPYTa.

95. Ilpm mnocrymienun 3asaBku B Moayne OV Ha oOka3aHHe TOCYyAapCTBEHHBIX U
MYHUIUNATBHBIX YCIYT paOOTHUK OOILEro OT/eja HampaBiseT UCIOJHUTENIO , B COOTBETCTBUU
C JIOJDKHOCTHBIMHM MHCTPYKLHSAMHU, TOTYYEHHBIH JOKYMEHT JUIsl MTOCJIEAYIOIIEeNd paboThl ¢ HUM B
opraHax aJMHUHHUCTpAIMU OKpYTa.

96. ®yuknuoHupoBaHue u pasButue Monyns OV obecrieuyuBaeT yrpaBiIeHHE IO
UH(POPMALIMOHHOM MOJUTHKE, THPOPMATU3AIMH U CBSI35M C 00IIECTBEHHOCTBIO.

97. Cratyc NOKYMEHTOB, MNOiydeHHbIX no Moaymo OV, mnpupaBHUBAaeTCs K CTAaTyCy
NUCbMEHHBIX 00pallleHuH rpax/iaH U IOPUINYECKUX JTHII.

10. U3A'OTOBJIEHUE TOKYMEHTOB HA BYMA’KHbBIX U DJIEKTPOHHBIX
HOCUTEJIAX. KOIIUPOBAJIBHO-MHOKXUTEJIBHBIE PABOTBI.
CTEHOTPA®UPOBAHMUE. 3BYKO3AIIMCh MEPOITPUSATHIA.

a) MzroroBiieHNe JOKYMEHTOB Ha OYMa)KHBIX M 3JIEKTPOHHBIX HOCUTEJISX.

98. N3roroBneHne JOKYMEHTOB U MaTepHaIOB Ha OyMa)KHBIX M JIEKTPOHHBIX HOCUTENIX B
aJIMUHUCTPAIMH OKPYTa MPOU3BOJUTCSA B COOTBETCTBYIOIIMX OpraHax aJIMUHHCTpALUU OKpyra ¢
COOJIIOIGHNEM YCTaHOBJICHHBIX ITPABHUIL.

Js M3roTOBICHNUS IPUHUMAIOTCS TOJIBKO CITY>)KEOHBIE MaTEpUAIIbI.

99. Ilpm mMOATOTOBKE MAaTepUaoB Ui HM3TOTOBICHHS Ha OyMaKHBIX W DICKTPOHHBIX
HOCUTENsIX 0co00oe BHUMAaHME CcJelyeT oOpallaTh Ha YeTKOe M pa300opyMBOE HANHCAHUE




dbamMunmii, crenuagbHBIX TEPMHHOB, HHOCTPAHHBIX CIIOB M TeorpaduyecKux Ha3BaHUU.
[TpuMeHSIOTCSI TOJTBKO OOMICTIPUHSATHIC COKPAIIICHUS CIIOB.

100. OdopmneHre JOKYMEHTOB IMPOU3BOAUTCS HA OJIAHKAX YCTAaHOBICHHOW (DOPMBI MU Ha
Oymare CTaHIApTHBIX pa3MEpOB Ha JIMIIEBOM W OOOPOTHOW CTOPOHE KPAacKaMH HACHIIIEHHOTO
nBera. [Ipu U3roToBIEHNU JOKYMEHTOB Ha OYMaKHBIX M 3JICKTPOHHBIX HOCHTEIISX COOJII0IaeTCs
YCTAHOBJICHHBIH MOPSIOK PACIIONIOKEHHSI TEKCTA, IpaBuia opdorpaduu M MyHKTYaIHH.
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101. HaummenoBanwe BuIa JokyMeHTa, a Takxke ciaoBa «COI'JTACOBAHOY,
«YTBEPXJIEHO», «ITPUKA3BIBAIO», «[TPEJJIAT AIO», «ITOCTAHOBJIAIO» neuararorcs
IPONUCHBIMU OYKBaMH.

CnoBa «[Ipumeuanue», «llpunoxenue», «OcHOBaHUE» MEUATAIOTCS CTPOYHBIMU OyKBaMmu,
KpOMeE HayaJIbHBIX.

102. PacumpoBka noanucu (MHUIHMAIB U Gamuinsi) B pekBusute «lloamucey neyaraercs
¢ mpoOesoM MEeXJIy MHMLIMANaMu M (aMuwineil Ha ypoBHE MOCIEAHENH CTPOKM HaMMEHOBAaHMUS
JIOJIKHOCTH.

103. [Ipu U3roTOBIEHUN JOKYMEHTOB Ha JBYX U 0oJjiee CTpaHMLIAX BTOpasi M MOCIEIYIOLIIe
CTpaHULIbl HYMEPYIOTCSI.

Homepa cTpanuIl IPOCTABISAIOTCS MOCEPEIMHE BEPXHEro MOJs JucTa apabCckuMu Hudpamu
Ha paccTOSHUU He MeHee 10 MM OT BEpXHEro Kpas JIHCTa.

0) KonupoBanbHO-MHOXHUTEIbHBIE DAOOTHL:

104. KonnpoBaibHO-MHOXKUTENbHbBIE pa0OThI (CHATHE KOMUI TOKYMEHTOB, TUPAXXUPOBAHUE,
MaKETHPOBAHUE H JIP.) OCYIIECTBIIACTCS OpraHaMy aJIMUHUCTPAIINN OKpYTa.

CHsATHE KOMMHA M THPAKHUPOBAHHE MPOM3BOIUTCA TOJIBKO CO CIYXEOHBIX TOKYMEHTOB.
OrpaHMYeHHO JIOMYCKAETCsl CHATHE KOMUH ¢ JIOKyMEHTOB, H3/IaHHBIX TUTIOTPAadCKUM CITOCOOOM
(OTneNbHbIE CTPAHULIBI MU pa3/Iesibl).

105. OTBeTCTBEHHOCTh 3a COOJIIO/IGHHE TMpaBWJI KOMHUPOBAHMUS HA MHOXHUTEIbHBIX
anrmaparax, yCTaHOBJICHHBIX B MO/Ipa3ielIeHUsX, HECYT JODKHOCTHBIE JIMIIA, B BEIEHUU KOTOPBIX
OHM Haxoaarcsi. Bce paOOTHHKH, OMyNIEHHBIE K BBHIMOJIHEHUIO KOMHMPOBAJIBHBIX padoT,
IPOXOJAAT 00s3aTeNIbHBIA MHCTPYKTAX IO TEXHUKE OE30MacHOCTH W MpaBUJIaM IMPOU3BOCTBA
paboT Ha KOMMPOBATBHO-MHOKUTEITFHON TEXHHKE.

106. He nomyckaercs HEOOOCHOBAaHHOE pPa3sMHOXKEHHE JOKYMEHTOB, HEIKOHOMHOE
pacxooBaHue OymMaru v pacXoAHBIX MaTepHajoB.

[lenecooOpa3HOCTh U MOPSIOK KOMUPOBaHMS JOKYMEHTOB M MaTepUaloB, HEOOXOAUMBIX
JUTSE pabOTHI, OTIPEACTISIOTCS PYKOBOJUTEIISIMA OPTaHOB aJIMUHUCTpAIMH OKpyra. M3roToBieHune
KOIHHU MOJUIEKHUT yUETy B YCTAHOBJIIEHHOM TOPSIJIKE.

11. TPEBOBAHMUS K U3I'OTOBJIEHUIO, YYETY, HCIIOJIB30OBAHHUIO U
XPAHEHUWIO ITEYATEW U IITAMIIOB

107. IleyaTsto SBASETCSA YCTPOWCTBO, UCIIOIB3YEMOE JUISl 3aBEPEHMS TOJIMHHOCTH MTOAITUCH
JOJKHOCTHOTO JIMI[A IIOCPEICTBOM HAaHECEHUS €r0 OTTUCKA HA JIOKYMEHT.

108. Ilewarp 3aBepsieT MOMIMHHOCTH MOANUCH JIOKHOCTHOTO JIMIIA HAa JIOKYMEHTax,
IIPEyCMOTPEHHBIX CIIELHUAIbHBIMU HOPMAaTUBHBIMM AaKTaMH, YIOCTOBEPSAIOIIMX IIpaBa JIUL,
bukcupyromux (HakThl, CBI3aHHBIC ¢ PUHAHCOBBIMH CPEJICTBAMH.

109. B aaMuHHCTpanmuud TOPOACKOro okpyra Mcrpa ucmoib3yroTcss Kpyrias repOoas
neyvarh, nedatsb «/[st tTokymeHToB» u nevars « TeppuTopraibHOe yIpaBICHUE.

g mpocTaBieHHs OTMETOK O IOJYyYEHUH, PETUCTPALUHU, NMPOXOKIECHUM U HMCIIOIHEHHUU
JOKYMEHTOB, a Tak)Ke APYTHX OTMETOK CIPAaBOYHOIO XapakTepa HCIOJIb3YIOTCS MAaCTUYHBIE
(pe3MHOBBIC) IITAMITHI.



110. TepOoBas me4arhb CTaBUTCS HA OpUTHHAIAX HOPMATHUBHBIX  IPABOBBIX,
pacnopsiANTEIbHBIX, (PMHAHCOBBIX JAOKYMEHTaX, yKa3aHHbIX B mpuiiokeHun Ne3. Ileuats «Jlms
JIOKYMEHTOB)» CTABUTCSI HA OpUTHMHANAX U KOMUSIX JOKYMEHTOB, YKa3aHHBIX B MpHiIoKeHUU No4.
[Teuats «TeppuropuanbHOe yHpaBli€HHE» CTABUTCS HAa OpPUTMHAJIAX U KOMUSAX JIOKYMEHTOB,
YKa3aHHBIX B IIpUIIOKEeHUU Ne 5.

111. Onucanve OTTUCKOB NeYaTel U IITaMIa IPUBEICHO B MPHIIOKEHUHU Ne 6.
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112. Tlopsgok BocmpousBeaeHHss repba Topojackoro okpyra HMcerpa Ha medatu
pernamentupyercs IlomoxkenneM o repbe ropoackoro okpyra Mcrpa MockoBckoil obnactu,
yrBepkaeHHbIM Pemennem CoBera nemyratoB ropojckoro okpyra Mcrpa ot 17.08.2017 Nel/8
«O06 ycranoBieHuu repda ropoackoro okpyra Mcrpa MockoBckoit 00macTin.

113. I'epboBas meyaTh 3aBepsieT MOMAINKUCH TJIaBbl rOpojckoro okpyra Mcrpa nubo moamnuck
JUIa YIOJIHOMOYEHHOTO TJIaBOM ropojckoro okpyra Hcrpa. [leyats ctaBuTCst Ha CBOOOAHOM OT
TEKCTa MECTEe, HE 3axBaTblBasg JIMYHOM NOMANUCH JOJDKHOCTHOro mauna. lledarp wmoxer
3aXBaThIBaTh YaCTh HAUMEHOBAHUS JTOJDKHOCTHU JIMIIA, MOANKUCABIIETO JOKYMEHT, €CJIM UHOE HE
OTpEENIEHO  JOMOJHUTEIbHBIMA  TPEOOBAaHHSIMH  3aKOHOJATENbCTBA. B IOKyMeHTax,
MOJArOTOBJICHHBIX HAa OCHOBE YHU(PHUIMPOBAHHBIX (OpM, MeuyaTb CTAaBUTCS Ha MECTE,
0003Ha4yeHHOM OTMETKOM «MI».

114. Opranbl aAMUHUCTPALIUK FOPOJICKOrO OKpyra Vcrpa, pacnopsKeHUeM aJIMUHUCTPALUN
ropoackoro okpyra Mcrpa, HaenstoTCs: Kpyriion nevaTbro «Jist TOKyMEHTOBY.

115. TeppuropuanpHble yOpaBlIeHUs aJMUHUCTpallMM Topoiackoro oxpyra Hcrpa
pacnopsuKeHHEeM aIMUHHMCTPAllUM TOPOACKOTO okpyra McTpa Hagenstorcs Kpyryiol IedyaThbio
«TeppuropranbHoe yrpaBiIeHUE».

116. OOpasupl OTTHCKAa TeuyaTel W IITamma YTBEPXKAAOTCS PACIOPSHKEHUEM TIIaBbI
ropojickoro okpyra HMcrpa mo mnpeICTaBICHHUIO YIPABISIONIETO JelaMU  aJIMUHUCTPaLUU
ropojckoro okpyra HMcrpa.

117. M3roroBieHue medyaTedl M IITamMna, HeOOXODUMBIX s OOecCIleYeHHsT IeSTEIHLHOCTH
aIMUHUCTpALMU TOPOACKOro okpyra Mcrpa, mpou3BOAUTCS B COOTBETCTBUM C PACIIOPSKEHUEM
rJaBbl TOpoACKoro okpyra HMcrpa.

118. B opranax agMuHHCTpanuu ropojckoro okpyra HMcrpa, meyaty v mramno JOJIKHBI
YUNTBIBaThCSl B CHELMATIBHOM KypHajie ydera (mpuioxeHue Ne7), BblIaBaThbCs MOJ PACIHCKY,
XPaHUTHCS B HAJIEIKHO 3aKPHIBAEMBIX U ONEYATHIBAEMBIX Ceiihax UM MEeTaNINYeCcKuX mKadax.

119. OTBeTcTBEHHOE JTUIIO 3a XpaHEHUE MeYaTel U MITaMIla ONPEENIIeTCs B COOTBETCTBUU C
pacnopsbKeHHEM T1aBbl TOpoJcKoro okpyra Merpa.

120. KoHTpoJIb 32 MPaBUIBHOCTHIO yU€Ta, XPAHEHUS M UCIIOIb30BaHUA NIeYaTed U IITaMIa B
aIMUHUCTpAllMU TOPOJICKOTO OKpyra lcrpa oCyIecTBIsSE€T OpraHu3aluOHHO-KOHTPOIbHBIN
otnen. KoHTposb 3a NpaBUIBLHOCTBIO YU€Ta, XpaHEHHUS! M MCIIOJIb30BaHUs MeyaTe U mTamma B
TEPPUTOPUATBHBIX YIPABICHUSIX aJIMUHHUCTPALUA TOPOACKOTO okpyra McTpa oCymlIecTBISIOT
OTBETCTBEHHbIE  JIOJUKHOCTHBIE JIMIIa, 3@ HCIIOJIb30BaHWE T€YaTH —  HadaJbHUKU
TEPPUTOPUATBHBIX YIPABICHUN aJMUHUCTpaMU Topojackoro okpyra Hcrpa. 3a HapyuieHue
IpaBWJI yuyeTa, XpaHEHWs U HCIIOJIb30BAHUSA IeyaTe M IITaMmla BHHOBHOE JIMIO HECET
OTBETCTBEHHOCTb, IPEIYCMOTPEHHYIO JEHCTBYIOIIMM 3aKOHOJATENbCTBOM  Poccuiickoi
denepanuu.

121. Ilpumenmme B HETOAHOCTh M YTPATUBILIKE 3HAYEHUE MEYaTH W IITaMIbl MOJJIEXKaT
BO3BPATY YIPABIISIIOLIEMY J€JIaMU aIMUHHUCTPALlUHA TOPOACKOro okpyra Mcrpa u yHuuTOXKAOTCS
M0 aKTy B YCTAHOBJIEHHOM TOPSIJIKE.

122. HempaBoMepHOE HCMOJb30BAHUE IE€YATEH M IITaMIa BJICYET HEICUCTBUTEIBHOCTh
JIOKYMEHTa C OTTHCKOM TaKOW Ie€4YaTH, a BUHOBHOE JIMIIO NMPUBJIEKACTCS K IUCLUUILTMHAPHOMU,
aIMUHUCTPAaTUBHOM, a TAK)X€ YIOJOBHOM OTBETCTBEHHOCTH B COOTBETCTBUM C JECHCTBYIOLIUM
3aKoHoAarenbCcTBOM Poccutickoit denepanuu.



12. COCTABJIEHUE HOMEHKJIATYPbI JEJI. POPMUPOBAHHUE JIE.I.
MNOPAAOK NEPEJJAYU JEJI B APXUBHBIU OTAEJI.

123. Homenknarypa fen — CuCTeMaTU3upoBaHHbIN niepeueHs 3aroiaoskos aei (I'OCT P7.08-
2013), 3aBoANMBIX B aIMUHHUCTPAINU OKPYTa, C YKa3aHUEM CPOKOB MX XPaHEHHUs, 0OPMICHHBIH
B YCTAaHOBJICHHOM HOPAOKCE.

19

HomMmenknatypa aen cocTtaBisercsl B LeJIIX 00OOCHOBAHHOTO paclpe/ieieHusl JOKYMEHTOB U
(dopMupoBaHus /e, 00ecrieueHus: MOUCKa JOKYMEHTOB, yyeTa Jell U ONpeAeNeHUs] CPOKOB MX
xpaHeHus. HoMeHkinaTypa nen HUCHOJb3yeTcss MpU HOCTPOSHHUH HH()OPMAIMOHHO-TIOMCKOBOM
CHCTEMEI U ABJISICTCS OCHOBOM JJIA COCTaBJICHUA onucen ACII IOCTOSAHHOI'O 1 BPpEMCHHOI'O CPOKOB
XpaHEeHHUS.

124. B HoMeHKJaTypy Jejl BKJIIOYAIOTCA 3aroJIOBKM  [IeJl, OTpa)kalrollhe BcCe
JOKYMEHTHpYEMbIE y4acTKH paboThl, JOKYMEHThl OOIIECTBEHHbIX opraHu3auuii. Ha3zBanusmu
pasaciioB  HOMCHKIIATYpbl A€  ABJIAIOTCA HAa3BaHWA OpraHoB aIMUHUCTpallMM  OKpYyTa,
pAacIoyIo’KEHHbIE B HOMEHKJIATYpe B COOTBETCTBUM C YTBEP)KICHHOH CTPYKTYpOH, W Ha3BaHUs
OOLIECTBEHHBIX OpPraHU3alui.

125. Tlopsanok pacroyioKeHHsI 3arojOBKOB Jiell BHYTPU pa3lelioB U MOAPA3/EIIoB
HOMCHKJIATYpbl ACJI YCTAHABJIMBACTCA IJId BCCX OPraHOB aAMHWHUCTPAIIMKU OKpyTra GI[I/IHBIﬁ n
OIIPEAEIIAETCS CTENEHBIO BAJKHOCTH JOKYMEHTOB, COCTABJIAIOIINX /1€, UX B3aUMOCBS3bIO.

He nonyckaercst ynorpeOieHue B 3arojIoBKe JieJla HEKOHKPETHBIX (hOPMYJIHPOBOK («pa3HbIE
MaTepHaJIbl» WIKM «00IIas Mepenucka» 1 T.11.), a TAK)KE BBOJHBIX CJIOB U CJIOXKHBIX 000POTOB.

B HOoMeHKknaType nen KakJIoro pasjena M IMojpasjiena MUMEITCS pe3epBHbIE HOMepa s
BKJIIOUEHUS B TEUEHUE KAJIEHIAPHOIO IoJia J1eM, HE IPEyCMOTPEHHBIX HOMEHKIIATYpOil.

[To oxkOHYaHUM JEJIONPOM3BOACTBEHHOIO (KaJIEHAAPHOI0) TOAa 3aIlOJIHAETCS MTOroBas
3alKCh O KaTETOPUSX M KOJIUYECTBE JIEJI, 3aBEICHHBIX 3a TOJ.

126. Homenknarypa nen yTOYHsieTCSl B KOHIIE KakJIOTO ToJa U BBOJAUTCS B jeiicTBue ¢ 1
sHBaps cnenyomero roga. Homenknarypa nen cornacossiBaercst ¢ JIIK I'maBHOro apxuBHOro
yrnpasiieHus 10 MOCKOBCKOW 00J1acTH HE pexe 4eM pa3 B 5 neT. B ciydae nzmenenus: GyHKIMMA
U CTPYKTYpbl OPraHM3allid HOMEHKJIATypa AeJ MOMJIEKHUT IEPECOCTABICHNIO, COITIACOBAHUIO U
YTBEPKACHHUIO.

0) ®opMupoBaHue Jedl.

127. ®opmupoBaHue naen — TPYNINUPOBAHWE HCIIOJHEHHBIX JOKYMEHTOB B JIENO B
COOTBETCTBUY C HOMEHKJIATYPOH JI€] U CUCTEMATH3alluu JOKYMEHTOB BHYTPH JIEJIa.

Jena dbopMupyroTcs qeleHTpaIn30BaHo, T.€. B OpraHax aJIMUHUCTPALIUN OKPYTa.

®opMHUpOBaHUEM €Nl 3aHMMAIOTCS paOOTHHUKM, OTBETCTBEHHBIE 3a JENONPOU3BOJICTBO B
opraHax aJMMHHUCTpAIH OKpYyTa.

Kontpons 3a QopmupoBaHHEM A€l OCYILECTBIIAETCS OOMIMM OTAEIOM aJMHHHUCTPALIUH
OKpyTa.

128. Ilpu dopmupoBaHuu aei1 HEOOXOIUMO COOIIOAATE CIEAYIOIINE OCHOBHBIE TPEOOBAHUS:
MOMEIIATh B I€JI0 TOJILKO UCIOJHEHHBIE, IPaBUILHO 0(OPMIICHHBIE JOKYMEHTHI B COOTBETCTBUU
C 3aroJIoBKaMH J€J1 10 HOMEHKJIAType; NOMELIaTh BMECTE BCE JOKYMEHTBI, OTHOCSIIMECS K
pa3penIeHuI0 OJHOrO BOMNPOCA; MOMENIATh MPUIOKEHUE BMECTE C OCHOBHBIMU JOKYMEHTaMHU;
IrpYNIUpPOBaTh B OJHO JEIO0 JOKYMEHTbl OJHOTO KaJEHJApHOIO TIofa, 3a HCKJIIOYEHUEM
NepexoAIuX AeI; pa3desbHO TPYNIUPOBATH B JI€JIa TOKYMEHTHI IIOCTOSSHHOTO U BPEMEHHOIO
CPOKOB XpaHeHHus. B 1eno He IO/KHBI NOMELIAThCS TOKYMEHTHI, IOAJIeXkAlllue BO3Bpary,
JIMIIHUAE SK3EMIUIAPHI, YePHOBUKU. Jlen0 He AOMKHO MNpeBbiath 250 JTUCTOB MpPU TOJUIMHE HE
6onee 4 cMm.




129. JlokyMeHTBI BHYTPH JI€Ia PACIIONAraloTCsl B XpOHOJIOTUYECKON, BOIIPOCHO-JIOTHYECKON
IIOCJIEZ0BATENBHOCTH WM UX COUYETaHUU.

HopmartuBHblE IIpaBOBbIE U PACHOPAIUTENBHBIE JAOKYMEHTBI TPYNIUPYIOTCA B J€na IO
BHJIaM U XPOHOJIOTUU C OTHOCAIIUMUCS K HUM IPUIIOKCHUSIMHU.

[Tono>xeHnsl, MHCTPYKIMM, IIpaBWJa, YTBEP)KICHHbIE HOPMATHUBHBIMU IIPaBOBBIMH U
pacopsAUTEIbHBIMUA TOKYMEHTAMH, TPYIIIUPYIOTCA BMECTE C YKa3aHHBIMU JOKyMeHTaMu. [Ipu
UX YTBEPXKJCHUM B KAdeCTBE CAMOCTOSITENIbHBIX JOKYMEHTOB OHHU TPYNIUPYIOTCS B
CaMOCTOSITEJIbHBIC JIEI1a.

PacniopsikeHus 10 OCHOBHOM J€ATEIbHOCTU I'PYIIIUPYIOTCS OTAEIBHO OT PACHOPSIKEHUN 110

JIMYHOMY COCTaBy U pacnomeeHHﬁ 0 KOMAaHAUPOBKAX, OUCPCAHBIX OTIIYCKAaX U B3bICKAHUAX.
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[TpoToKOJIBI B JIe)I€ pacloiaaraloTcs B XpOHOJIOTHYECKOM MOPSIKE.

JIOKYMEHTBI B JIMYHBIX JleJlaX pacrojaraiTcs Mo Mepe uX MOCTYIICHUSI.

Jlunessle cyera 1o 3apabOTHON IJIaT€ COTPYAHUKOB TPYNIUPYIOTCS B CAMOCTOSATEIbHBIC
JIeJIa ¥ pacIioyiararoTcs B HUX B al(aBUTHOM MOpsIKe haMUITHIA.

[lepenucka rpynnupyercs, Kak [paBWiIo, 3a I[EpPUOJ  KaJIEHIapHOTO Toja H
CUCTEMATHU3UPYETCS B XPOHOJOTHYECKOW IOCIENOBATEIbHOCTH; MPU 3TOM JTOKYMEHT — OTBET
MIOMEIAETCS 3a JOKYMEHTOM — 3anpocoM. Ipyu BO300HOBIEHNH NEPENUCKU IO ONPEAEICHHOMY
BONPOCY, HAYaBIICHCS B MPEIbIAYIIEM TO/ly, JOKYMEHThI BKIIOYAIOTCS B J€NI0 TEKYIIEro roja ¢
yKa3aHHUEM MHJEKca Jiea MpeabIAYyIIero roja.

YTBepKIeHHbIE IUIaHBI, OTYETHI, CMEThI, INTATHBIC PACIUCAHUS U JAPYrHe JOKYMEHTHI
rPYIIUPYIOTCS OTAEIBHO OT UX IPOEKTOB.

B) DKcliepTH3a [IEHHOCTH JIOKYMEHTOB.

130. DxkcnepTu3a LEHHOCTH JOKYMEHTOB — OTOOp [IOKYMEHTOB Ha TOCYJapCTBEHHOE

XpaHEHHE WIIN YCTAHOBJIIEHHUE CPOKOB MX XPAHEHHUSI HA OCHOBE MPUHSATHIX KPUTEPHUEB.
DKcnepTr3a HEHHOCTH JOKYMEHTOB MTPOBOIUTCS:

- TIpH COCTaBJICHUU HOMEHKJIATYPHI JIEJT;

- 1pu GOpMUPOBAHUH A€ U IPOBEPKE MPABUIBHOCTH OTHECEHHUS JOKYMEHTOB K JIeJIaMm;

- TIpH MOJTOTOBKE JIeJT K TIOCJIEAYIOIIEMY XPaHEHHIO.

Jlist opraHu3aiy U NpoBeIeH s SKCIIEPTU3bI LIEHHOCTH IOKYyMEHTOB CO3/1a€TCsl TOCTOSIHHO
JIEMCTBYIOIAS SKCIIEPTHAS KOMHUCCHSI.

DKcrnepTu3a HEHHOCTH JJOKYMEHTOB €KEr0/IHO OCYIIECTBIISIETCS B OpraHax aJMHUHHUCTPALIUH
OKpyTa JIMIIaMH, OTBETCTBEHHBIMHU 3a JEJIOMPOU3BOJICTBO, C MPHUBICYCHUEM COOTBETCTBYIOIINX
cnennanucToB. OKOHUATEIbHOE pellleHUe IPUHUMAET HKCIePTHAsE KOMUCCHS.

OyHKIUH ¥ TTpaBa SKCIEPTHOW KOMHUCCHH, a TAK)KE OpTraHU3aIHst €€ PadOThI OTPEACIISIOTCS
MOJIOKEHUEM, pa3pabOTaHHBIM HA OCHOBAHWU THUIIOBOTO IIOJIOKEHHS, YTBEPXKIEHHOIO
denepanbHBIM apXHWBHBIM areHTCTBOM, COTJIACOBAHHBIM C [ JTaBHBIM apXHBHBIM YIPaBICHHUEM
MocKOBCKOI 0071aCTH M YTBEP)KICHHOTO I1aBOI OKpyTa.

[Tpu mpoBeneHNN SKCHEPTU3bI IEHHOCTH JOKYMEHTOB B OpTraHaX aJMHHUCTpPAIlUN OKpyra
OCYILECTBIISIETCS. OTOOP JOKYMEHTOB MOCTOSIHHOTO M BpeMeHHOro (10 10 jeT) cpokoB XpaHEeHHUs
JUTS TIepeladdl B BEJIOMCTBEHHBIN apXUB, OTOOP TOKYMEHTOB C BpEMEHHBIMH CPOKAMHU XPaHEHHS,
HoJUIeXKAIMX JajbHEHWIIeMy XpaHEHUI0 B OpraHax aJMUHHCTpAllMd OKpYra, BBIJIEIEHHE K
YHAYTOXKCHUIO JEN 3a TMPEeNbIIylNIie TOIbl, CPOK XpaHEHUs KOTOPhIX HCTeK. [lpum sToMm
OJTHOBPEMEHHO IPOBEPSIETCS KA4yeCTBO M IIOJIHOTA JCWCTBYIOLIEH HOMEHKIATYphl JIell,
IPaBUIBHOCTh OINpPENEJIEHUS] CPOKOB XpaHEHWsI JeJ, 3aBEIACHHBIX B COOTBETCTBUM C
HOMEHKJIATYpOi [iell, COONIO/IEHHE YCTaHOBJIEHHOTO TMOpsaKa O(GOopMIIeHHS TOKYMEHTOB U
dbopMHUpOBaHHUS JIEII.

131. OrbGop HOKYMEHTOB MOCTOSHHOTO CpOKa XpaHEHHs INPOBOAMTCS HAa OCHOBAHUH
IepeYHsl TUIOBBIX JOKYMEHTOB C YKa3aHHEM CPOKOB MX XPAaHEHHs U HOMEHKJATyphl Ae] yTeM
HOJIMCTHOTO MpocMoTpa fein. He nomyckaercs oTOOp JOKYMEHTOB JJIsl XpPaHEHUS U BBIJCICHUS K




YHUYTOXXEHUIO TOJIBKO HAa OCHOBAHMHM 3arojoBKOB jei. [Ipu NOJHMCTHOM MPOCMOTpE Al
MOCTOSIHHOTO CPOKa XpaHEHHUsS TMOAJIekKAT HU3BATUIO YEPHOBHKH, HEO(POPMIICHHBIE KOIMUU
JIOKYMEHTOB ¥ JIOKYMEHTBI C BpDEMEHHBIMHU CPOKAMH XPAHCHHUS.

Hena ¢ ormetkoi «II1K» noaBepraroTcsi mOIMCTHOMY ITPOCMOTPY € LIE€JIbIO ONPEICIICHUS U
BBIICJICHUS] U3 COCTaBa JOKYMEHTOB, MOJICKAIIUX IMOCTOSSHHOMY XpaHeHuto. [lena ¢ oTmeTkon
«9IIK», B KOTOpPBIX BBIABIEHBl JOKYMEHTBHI IOCTOSIHHOIO CpOKa XpaHEHHs, MOJJIeKaT
nepegopmMupoBaHUIo. BeiIeneHHbIE U3 WX COCTaBa JOKYMEHTBI TIOCTOSHHOTO CPOKa XpaHEHUs
MPUCOEAUHSIIOTCS K OJIHOPOJHBIM U 0(DOPMIIAIOTCA B caMOCTOATEbHbIE Jeia. [loammBka BHOBD
Cc()OPMHUPOBAHHBIX JIeJT TPOU3BOJUTCS TOJIBKO TIOCIE 3aBEPIICHHUS JKCIEPTU3BI IIEHHOCTHU
JIOKYMEHTOB.
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132. Tlo pe3ynbpTaTaM SKCIEPTU3bl LIEHHOCTH JOKYMEHTOB COCTABIISIOTCS OMHUCH JJIA
MIOCTOSIHHOTO, BpeMeHHOTro (10 10 jieT) XpaHeHus, 10 JIMYHOMY COCTaBY M aKThl O BBIICICHUU
JIeJ1 K YHUUTOKEHUIO (mpuitoskeHue Neg).

r) OdopmiieHue nen.

133. OdopmieHue nena — TOATOTOBKA JieJla K XPAaHEHHWIO B COOTBETCTBUU C
YCTaHOBJIEHHBIMU IIPaBUIIAMHU.

Hena odopmisiioTcs NMpU MX 3aBEICHMM U N0 3aBepuieHuHM roga. Odopmienue aen
BKJIIOYAaET KOMIUIEKC paboOT MO WX TEXHUYECKOH 00paboTKe M IMPOBOIUTCS COTPYIHUKAMHU
OpPraHOB aJIMUHHMCTPALUU OKpyra NpU METOAUYECKONM IOMOIIM U IOJ KOHTPOJIEM apXUBHOI'O
OTJIeNa aAMUHUCTpaLMH ropojckoro okpyra Mcrpa (nanee-apXuBHbIM O0TAEN).

ITpu 3aBeneHnn aen oGOpMIISIOTCS OOJIOKKU €T 10 YCTaHOBJIEHHOM (opMe ¢ yKa3aHueM
HAaUMEHOBAHMsI OpraHa aJMUHUCTpAllMU OKpyra, MHJAEKca Jesla, 3arojoBKa Jiena, JAaThl, CpoKa
XPaHEHUs COIVIACHO YTBEP)KIEHHOW HOMEHKIIATYpE AEIl.

134. B 3aBuUCMMOCTH OT CpOKOB XpaHEHHs NPOBOAMUTCA TMOJIHOE WM YaCTUYHOE
opopmaenue nen. IlonHomy odopmieHHIO MOATeKaT Jiela MOCTOSIHHOTO, BPEMEHHOT'O (CBBIIIE
10 net) cpokoB XpaHEHUsI U 10 JTUUHOMY cocTaBy. [lomHOE opopMmiieHne fena npeycMaTpuBaeT:

- TNOJIIMBKY WM NEPEIUIET ACTa;

- HyMEpalHIo JIUCTOB B JIEJIE;

- COCTaBJICHHUE 3aBEpUTENbHON HaAnmucH Jena (mpuioxenue Ne9);

- COCTaBJICHHE B HEOOXOJUMBIX Cllydasx BHYTPEHHEM ONHUCH JIOKYMEHTOB Jeja
(mpumnoxenue Nel0);

- BHECEHHME HEOOXOJUMBIX YTOUHEHHH B PEKBU3UTHI OOJOXKKHU JAena (MHIEKca, 3arojloBKa
7ena, JaThl, IPOCTAaBICHUE HOMEpa TOMa M KOJIMYecTBa JIMCTOB M Jp.). Ha oGmoxke
MPelyCMOTPEHBI MeCTa JIJIsl MPOCTaBICHUS apXUBHBIX MIH(POB: HOMepa (OHJIA, OITUCH,
nena. Ilo cormacoBaHMio C apXUBHBIM OTJEIOM Ha OOJIOKKE Jela KapaHAalioM
MIPOCTABJISIETCS. HOMEP OIKCH U Jena.

135. [lena BpemenHoro (0 10 et BKIIOUNUTENBHO) CPOKA XPAaHEHUS MOJIEkKAT YACTUUHOMY
opopMIIeHHIO;  Jlefla  JIOMYCKaeTcs XpaHUTb B CKOPOCIIMBATENSX, HE IMPOBOJIUTH
NEPECUCTEMATU3ALUIO JOKYMEHTOB B J€Ji€, JIMCTHI J€ja HE HYMEpOBaThb, 3aBEPUTEIIbHbBIE
HAJMKUCH HE COCTaBJIIATh.

B nensx obecriedeHns COXpaHHOCTH M 3aKPEIICHUs MOpsAKa PACIOI0KEHHUS TOKYMEHTOB,
BKJIIOUEHHBIX B JI€J0, BCE €ro JHCThl (KpOME 3aBEpUTENHHOIO U BHYTPEHHEW OIMCH)
HYMEpYIOTCsSl apaOCKUMH Lu(paMu B BaJOBOM MOpPsAKE B MPAaBOM BEpXHEM YTy, HE 3aJeBas
TEKCTa JOKYMEHTA, IPOCTHIM I'pa)MueCKUM KapaHAaIoM.

ITo okOHYaHUU ToJla MPOBEPSIETCS COOTBETCTBHE 3aroJIOBKA /1€ HA OOJIOKKE COACPIKaHUIO
HNOJIINTBIX ~ JOKYMEHTOB, B HEOOXOAMMBIX CIydasxX B 3arojOBOK Ji€la BHOCATCS
JIOTIOJIHUTEIbHBIE CBEACHMS (IIPOCTABJISIIOTCS HOMEpa pacHOpSAUTENbHBIX JOKYMEHTOB U
MIPOTOKOJIOB, BUBI U (DOPMBI OTYETHOCTH U T.I1.).




Jlata Ha 00JIOXKKE JOJKHA COOTBETCTBOBATH T'OJY 3aBEICHHS M OKOHYAHUS JeNa; B JIEIE,
UMEIOLIEM TIOKYMEHTBI 3a 0oJiee paHHUE TOJIbl, YeM T'0Jl 00pa30BaHUs JIeNa, MO 1aTOM BHOCUTCS
3alMCh: «MMEIOTCS JAOKYMEHTHI 32 _ rojel». Ha 00yioKKe [en, COCTOSILUX U3 HECKOJIBKHX
TOMOB (4acTeil), MpOCTaBIAIOTCA KpailHHMEe AaThl JOKYMEHTOB Kaxkaoro toma (uactu). llpu
0003HaYeHUH TOYHOW KaJEHJApHOM JaThl (K IIPOTOKOJIAM, ITOCTAHOBJICHUSIM, PAaCIOPSKEHUSM,
aKTaM) yKa3bIBalOTCS YHMCIIO, MecsI U roj. Yucio u rox ob6o3HayaroTcs: apaOCkuMu nudpamu,
Ha3BaHME MeCsIa MUILETCS CIIOBaMHU.

Hagnucu wa o0050kKax Jdefl IMOCTOSHHOTO M JOJTOBPEMEHHOIO XpaHEeHHs Clelyer
IIPOU3BOJUTH YETKO, YEPHBIMU CBETOCTOMKMMH YEPHUIIAMU WU TYLIbIO.
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1) XpaHeHWe U UCHOIb30BaHUE JIOKYMEHTOB B MOJIPA3/ICIICHUSX.

136. C MomeHTa 3aBeJIeHUS U JI0 IepeJjaud B apXUBHBIM OTAEN JOKYMEHTBI XpaHSITCS IO
MecTy X (OpPMUPOBAHUS B JIeTIa.

PykoBoauTenn OpraHoB aIMUHHCTpPAlMM OKpyra ¥ paOOTHHKH, OTBETCTBEHHBIC 3a
JICTIONPOM3BOACTBO B  OpraHax aJMUHHCTPAllMM OKpyra, OOECICYMBAIOT COXPAHHOCTb
JOKYMEHTOB U JIEII.

Jlena HaxonsTcs B pabOyYMX KOMHATaX WM CIEHHAIbHO OTBEACHHBIX IS XPaHEHUS
JOKYMEHTOB TIOMEIIEHUSAX, PACHOJaraloTcsl B 3alHparomuxcs mkadax, 00eCIIeYHBAIOIINX
HOJIHYIO COXPAaHHOCTB JIOKYMEHTOB, IPEJOXPAHSIONINX UX OT IBUIM M COJTHEYHOTO CBETA.

B mensx TmMOBBIIIEHHWS ONEPATUBHOTO IOMCKAa JOKYMEHTOB JIeJla pPAacHoJiaraloTcs B
COOTBETCTBUM C HOMEHKJIATYpO Jiel1, Konus (BBIITMCKA) KOTOPOH IOMeIaeTcst Ha ABeplie mkada
C BHYTpPEHHEH CTOpOHBI. XpaHUTh JOKYMEHTHl B HEMPUCHOCOOJICHHBIX pPabOYMX CTOJAx
3anpemaercs. Ha koperikax o010)KeK JiesT yKa3bIBalOTCsI HHAEKCHI JIeN [0 HOMEHKJIaType.

e) CocrapneHue onuceit jien.

137. Ha 3aBepiuieHHBIE J1€7a OCTOSIHHOTO, BpeMeHHOro (710 10 j1eT) CpOKOB XpaHEHHUS U 1O
JUYHOMY COCTaBy, IpOIIEAIINE DJKCIEPTU3Y LIEHHOCTH, €XKErOAHO COCTAaBJISAIOTCSA OIHUCU
(mpunoxenust Nell,12). Ha npena BpemenHoro (mo 10 7er) cpoka XpaHEHHS OIMCU HE
coctaBisAtoTcs. Omucu e OpraHoB aAMMHUCTPALMM OKPYIa COCTAaBISIIOTCS COTPYIHHKAMH,
OTBETCTBEHHBIMH 32  JIEJIONPOU3BOJCTBO B OpraHax aJMUHUCTpallUd  OKpyra, IOJ
HEMOCPECTBEHHBIM METOANYECKHM PYKOBOJICTBOM apXMBHOI'O OTAEA.

OnucH cocTaBisAOTCA HE MEHEE YEM B JBYX SK3EMIUISIpaX OTAEIbHO Ha JeJia MOCTOSIHHOTO
CpOKa XpaHEHHs, Ha Jiena BpeMeHHoro (1o 10 yeT) cpoka XpaHeHHUs W Ha Jiefa M0 JUYHOMY
coctaBy. Ilo 3TUM onucaM TOKYMEHTHI CHAIOTCS B apXUBHBIM oTAen. OnucH, MOArOTOBIEHHBIE
OpraHamMH aJMHUHHCTPALMU OKpYTa, CIIY»KaT OCHOBOM Il MOJTOTOBKH CBOAHOI OMUCH, KOTOPYIO
TOTOBUT BEJIOMCTBEHHBIN apXUB U M0 KOTOPO MepeatoTcs Aeia B apXUBHBIA OTIE.

138. Ilpu cocTaBieHNH OMMCH /1€ COOII0AAI0TCS CIeyIoIue TpeOOBaHUS:

- 3aroJIOBKH JIeJ BHOCATCS B OMKCh B COOTBETCTBUHU C IPUHSTON CXEMOM cucTeMaTH3aluu

Ha OCHOBE HOMEHKJIATYpPHI JET;

- KaXJI0€ JIeJI0 BHOCUTCS B OMHUCH IOJI CAMOCTOSITENIbHBIM MOPSAKOBBIM HOMEPOM (eciu
JIeJI0 COCTOUT M3 HECKOJIBKMX TOMOB WJIM YaCTeH, TO Ka)/Iblii TOM WJIM YaCTh BHOCSITCS B
OIHCH IOJT CAMOCTOSITEIbHBIM HOMEPOM);

- TMOpAIOK HyMEpaluH JeJ B ONMUCH BaJOBOM 3a HECKOJIBKO JIET; MOPSAIOK MPUCBOCHUS
HOMEPOB OIUCSM MO/pa3AeICHUN YCTaHABINBAETCS apXUBHBIM OT/EIIOM;

- rpadbl ONUCH 3aMOJHAIOTCS B TOYHOM COOTBETCTBUU C TEMH CBEJCHHUSMH, KOTOpbIC
BBIHECEHBI Ha 00JIOXKKY JeNa;

- IIpH BHECEHHMHU B OMUCH NOJPST €T C OAMHAKOBBIMH 3ar0JI0OBKaMH MOJHOCTBIO MUIIETCS
TOJIBKO 3arojOBOK IIEPBOro JIeNla, a BCE OCTaJIbHBIE OJHOPOJHBIC Jiefla 0003HAYAIOTCs




cinoBamu «To ey, IIpU 3TOM APYIHe CBEACHUS O JeJIaX BHOCITCS B OIHUCH MTOJHOCTBIO
(Ha Ka)I0M HOBOM JIUCTE ONMCHU 3ar0JIOBOK BOCIIPOU3BOJUTCS OJIHOCTbHIO);

- rpada onucu «IIpuMedanue)» UCHOIB3yeTCs Ui OTMETOK O MpHEME eI, OCOOCHHOCTSX
uX (PU3UYECKOro COCTOSIHUSA, O Iepeaye e APYruM opraHaM aJMUHUCTpALUU OKpyra
CO CCBUIKOM Ha HEOOXOAUMBIN aKT, O HATMYUH KOIHH U T.I1.

139. [lepen BHECEHHEM 3ar0JI0BKOB JI€]l B OIIMCH MPOBEPSIIOTCS Ka4eCTBO (POPMUPOBAHUS U
oopmIIeHHs 1€, COOTBETCTBUS KOJIMUYECTBA JIeJI, BHOCHMBIX B OIKCH, KOJIMYECTBY 3aBEICHHBIX
JIeJI 110 HOMEHKJIaType. B ciydae HECOOTBETCTBHS KOJIMYECTBA €] IPUHUMAIOTCI MEpBl K
po3bicKy. Ecnu npunHsATBIE MEpBl HE JAIHM PE3yIbTaTOB, COCTABISAETCA CIpaBKa O IPUYMHAX
OTCYTCTBHS J€Jl, MOJIHUCBIBACTCA PYKOBOAMTEIEM OpraHa aJMUHUCTPALUMU U IpPENacTcs B
ApPXHUBHBIA OTACIL.
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IIpu npocMoTpe 1€ NpOBEPSIOTCS: COOTBETCTBUE 3arojioBKa Jieda COJEPIKaHUIO
JIOKYMEHTOB B JieJie; IPAaBUIbHOCTh O(OPMIICHHS U TPYNIMPOBKH JOKYMEHTOB, BKIIOUEHHBIX B
JIeJI0; KauecTBO NOJUIMBKMA WM IEperuieTa Jena; MPaBUIbHOCTh HYMEpPAlUU JIMCTOB JENa;
HaJIM4Me B JieJie B HEOOXOJMMBIX CllyyasiX BHYTPEHHEH OMNMCH; MPaBUIIBHOCT O(OPMIIEHUS
00JI0KKHU J1e1a, HAJIMYUE U IPABUIIBHOCTD 3aBEPUTEIbHON HAAMKCH JIeNa.

B koHLe omucu Jenaercs MTOroBas 3alucCh O KOJMYECTBE JE€J, ONUCh IMOANUCHIBACTCS
COCTaBUTEJIEM U YTBEPKAAECTCA PYKOBOAUTEIEM OpraHa aAMMHHUCTPALUU OKpYTa.

x) [lepenaya jien B apXMBHBIN OTJIE] aIMUHUCTPAIIUU OKPYTa.

140. B apxuBHBII OTAEN NEepenarTcs Jena MOCTOSIHHOTO cpoka XpaHeHus. [lepemnaua nen
MPOU3BOJIUTCS TOJIBKO O OMUCSM.

Ilepeqaua nem B apXUBHBIA OTAEN OCYHIECTBISETCS MO TIpaduKy, COCTAaBICHHOMY
ApXUBHBIM OT/IEJIOM, COTJIACOBAHHOMY C PYKOBOJHUTEISIMH OPraHOB aJAMHHHUCTpAIlMM OKPYra U
YTBEPKACHHOMY IJIaBOW OKpYyTa.

BMmecre ¢ genamu B apXUBHBIN OT/AEN MEPEAAIOTCS PETUCTPALMOHHBIE POPMBI — KAPTOTEKH
Ha JJOKYMEHTBHI C LEJIbI0 UX ONEePaTHBHOTO MOMUCKA (B 3JIEKTPOHHOM BHUJIE).
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[Ipunoxenne Ne 1

K MHCTpyKIIMHU 110 A€I0NPOU3BOACTBY
aIMUHUCTPALMU TOPOJICKOTrO

okpyra HMcrpa

IHEPEYEHD _
KOPPECIIOHAEHIIMMU, HE ITIOJJIEZKAIIIEN
PEI'HCTPAIIMU B OBILIEM OTAEJIE

1. O630pbI meyaTH, KHUTH, Ta3eThl, )KypPHAJIbl, KATaJIOTH, IPOCHEKTHI ¥ IPyTue U31aHusI

2. JIokyMeHThl Ha THOCTPaHHbIX sI3bIKax 0e3 mepeBo/a.

3. BenoMCTBEHHBIE CTATUCTHUYECKUE OTUETHI, OIOJIIETEHH, COOPHUKHU U 0030pHI.

4. PexnamHble MaTepualbl, IPEUCKYpaHTbI, BEJJOMCTBEHHAs TEXHUYECKas JHUTepaTypa,
MH(POPMAIMOHHbBIE CBOJIKH, TEMaTUYECKHE U CHEelHaIbHbIe COOPHHUKH, TPOrHO3bI MOTO/IbI
U T.0L.

5. IlpurnacurenbHble OMIETHI, TO3APAaBUTEIbHBIE TUChMA, TEJIETPAMMbI U OTKPBITKH.

6 JIoKyMeHTBI OyXranTepcKoro yuera (cueTa, KBUTAaHIIMU, HAaKJIaJHbIE, CMETHI U Jp.).

7. JJokyMeHTBI 0e3 Tomuceil.
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[Tpunoxenue Ne 2

K MHCTpYyKIIMHU 110 1€70IIPOU3BOJICTBY
aJIMMUHHUCTPAIH TOPOJICKOTO

okpyra Hcrpa

AIMHUHUCTPALIIUA
I'OPOJCKOI'O OKPYI'A HCTPA

MOCKOBCKOM OBJIACTH

wi.Pesomtorum, 1.4,r.Mcrpa, 1en.8(495)994-54-43

MockogBckas 06macth, 143500 ¢akc:8(495)994-50-85
e-mail:adm@istra-adm.ru
www:istra-adm.ru
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[Tpunoxenne Ne 3
K MHCTpyKIIMHK 110 1€10IIPOU3BOJCTBY
aJIMMUHHUCTPAIH TOPOJICKOTO
okpyra Hcrpa

NPUMEPHBIA NEPEYEHDb JOKYMEHTOB, HA KOTOPBIX CTABATCSI
I'EPBOBA IIEYATD

1. AKTBI BBIITOJHEHHBIX PabOT 1O 00BEKTaM KalUuTaabHOTO cTpoutenascTBa 1o popme KC2, KC3,
TUTYJIbHBIE CIIUCKU CTPOEK.

2. AKT (mpueMa 3aKOHYEHHBIX CTPOUTEIBCTBOM OOBEKTOB, O0OOPYHOBaHMS, BBIIOJHEHHBIX
paboT; cucaHusl, SKCIIEPTU3BI).

3. JloBepeHHOCTh (Ha MoJlyueHHe MaTepUalIbHbIX LIEHHOCTEH, BeIeHUe J1e)l B apOUTpake U T.1.).
4. loroBop 0 MaTepuaibHOW OTBETCTBEHHOCTH.

5. 3agaHus (Ha TPOEKTUPOBAHME OOBEKTOB, TEXHUYECKUX COOPYXKEHHMH, KamuTaabHOE
CTPOUTENIbCTBO; TEXHUYECKOE U T.JI.).

6. MyHuIunanpHblii KOHTPAKT (HA IMOCTABKH, MOAPSIbI, HAYYHO-TEXHUUYECKOE COTPYIHUYECTBO,
apeH Iy NOMEIIeHUH, MPOU3BOICTBO paboT u Ap.)

7. KoMaHAMpOBOYHBIE yIOCTOBEPEHMSI, yIOCTOBEPEHHSI pAOOTHUKOB.

8. OOpa3upbl OTTHCKOB IedaTedl W MoAnuceld pabOTHUKOB, MMEIOUIMX IPaBO COBEPIICHUS
(MHAHCOBO-XO03HCTBEHHBIX OIEpaLUil.

9. Ilopyuenus (OroKeTHBIE, 0AHKOBCKHE, IEHCUOHHBIE; MJIATEKHBIE).

10. IlpencraBneHuss M XopjaTaiicTBa (0 HarpakJe€HUM TOCYJAPCTBEHHBIMU HarpajgamMu |
PEMUSIMH. ).

11. ®opmbl OyXraaTepckoil, HaJOroBOH M CTAaTHCTUYECKOM OTUETHOCTH (€KEeMECSYHOH,
KBapTalbHbIM, TOJIOBOM), YCTaHOBJIEHHbIE HOPMAaTUBHBIMM JOKyMeHTaMu Poccuiickoi
®denepanuu.

12. CmeTa pacxo/ioB.

13. CornameHusi, JOroBOpbI, MOJANMCAHHBIE TJaBOH OKpyra, 0O YHNOJIHOMOYEHHBIM Ha
MOJIHUCH JIULIOM.

14. TlocTaHOBNEHUS, pacIOPsKEHHUS, TOJIMUCAHHBIE TJ1aBOI OKpyra, JTMOO0 YIOJIHOMOYEHHBIM Ha
MOJIHUCH JIULIOM.

15. CopaBku (JIMMHUTHBIE, O BBIIIATE CTPaxOBBIX CYMM, HCIOJb30BaHUN OHOJIKETHBIX
ACCUTHOBAHUI Ha 3apIuiaTy, HAYMCIEHHOM 3apIuiare).

16. JIokyMeHTHI 110 TpeOOBAHUAM KOHKYPCHOM JJOKYMEHTAIUH.

17. Ilpurnamenus Juist ”HOCTPAHHBIX IPaKJaH U rpaxaaH Poccuiickoit @enepanuu no J0roBopy
0 Jpyx0e U COTPYAHUYECTBE, TOKYMEHTHI JIJIsl KOHCYJIBCTB U BU30BBIX LIEHTPOB.

18. IllTaTHOE pacniMcaHue, TPYIOBbIE KHUKKH.
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[Tpunoxenue Ne 4
K MHCTpyKIIMHK 110 1€10IIPOU3BOJCTBY
aJIMMUHHUCTPAIH TOPOJICKOTO
okpyra Hcrpa

INPUMEPHBIN NIEPEYEHDb TOKYMEHTOB, HA KOTOPBIE CTABUTCS IEYATH
«1JI51 JOKYMEHTOB»

1. JoxkymenTsl 1 tuiansl o I'O u UC npennpusituii.

2.  JIOKyMEHThl 1O AHTUTEPPOPUCTUYECKON  3aIIUIIEHHOCTH OOBEKTOB  KYIBTYpHI,
3paBOOXPaHEHMs, 00pa30BaHMsI U MECT MAacCOBOIO IPEOBIBAHUS TPAXKIAH.

3. AKTHI BbIBO3a U YHUUTOXKEHHS OOENPUINIACOB BPEMEH BOMHBI.

4. cxonHo-pa3pelnTenbHas JOKYMEHTAHs 0 00bEeKTaM KaluTaJIbHOTO CTPOUTENBCTBA, AKThI
Ha CKPBIThIC PA0OTHI.

5. OT4eTHOCTH, B TOM UYHCJIE CTaTUCTUYECKAs, ITPEACTaBIsEMasl B OTPACIIEBOE MUHUCTEPCTBO U
BEJIOMCTBO, (JOpMa, YCTaHOBJICHHAs JIEHCTBYIOIIUM 3aKOHOAATEIbLCTBOM.

6. ®opMbl, pacyeTsl U TAOJIULBI IO BOIPOCAM 1IEHOOOpa30BaHMU.

7. IlnaHupoBOYHAs U MIPOEKTHAS JOKYMEHTALHU.

8. OTueTsl IpU pErucTpalyy KOJUIEKTUBHBIX JOTOBOPOB.

9. JIokyMEHTBI KaJJpOBOT0 JIEJIONPOU3BOICTBA

10.CrpaBku 0 cTake pabOTHI.

11.I'apanTuiinbple nucbMa.

12.J]IokyMeHTbl Ha >KWible(HEXXUIble) TMOMeIeHus (opAepa, J0roBopa COLUAIBHOrO HaiiMa,
HaliMa crHenuaJbHOro (OHJA, KOMMEPUYECKOTO HaiiMa, apeHibl, KYIUIM-TIPOJIaXH, IapeHHUs,
CBUJIETEJIbCTBA O TpaBe COOCTBEHHOCTH, TEXHUYECKas JIOKyMEHTalMs, MacHopTHO-
perucTpaloHHbIe U UHbIE JOKYMEHTHI)

13.JIoKyMEHTBI, YAOCTOBEPSAIOIINE JINYHOCTD, JIBIOTHI, CEMEMHOE IOJIO0KEHHUE, POACTBEHHBIE
OTHOILICHHUSI 3asBUTEIICH.

14.AKTBI, 3aKIIIOYEHUS, CIIPABKU, YBEIOMJICHHS, U3BEIIEHUS, UHbIE JJOKYMEHTBI, 00pa3yromuecs
B JICSITENIbHOCTU CTPYKTYPHBIX OPTraHOB, 3aIIPOCHI, OTUETHI.

15.I'panocTpouTenbHble IUTAHBI 3€MEJBHBIX YYacTKOB 1107 WHIUBUAYAIbHOE JKUIIHUIIHOE
CTPOUTENIbCTBO

16. Pa3pemieHre Ha CTPOMTENBCTBO U BBOJ OOBEKTOB B JKCILTyaTallMIO MOJI MHIUBHIYaIbHOE
KWJIHMIIHOE CTPOUTENIHCTBO.

17.AKTBI OCBUIETENBCTBOBAHUS CTPOUTEIBCTBA, OCYIIECTBICHHOIO HA CPEICTBA MAaTEPUHCKOIO
Kanurania.

18.BBIKONMPOBKH U3 TOMOTpaPUUECKUX MAaTEPHAIOB U TNIAHUPOBOYHOH IOKYMEHTALIMH.
19.0TueTsl UM Tepenucka ¢ TEPPUTOPUATIBHBIMU OpPraHaMU BJACTH, 3asBIEHUS O MOJYyYEHUH
CBEJCHMI, BHECEHHBIX B TOCYJapCTBEHHBIH KaJacTp HEABW)KMMOCTH, B Enunbi
roCy/IapCTBEHHBIN PeecTp MpaB Ha HEJIBUKUMOE UMYILIECTBO U CAEIIOK C HUM.

20.AKTBI KOMHCCHH TI0 BEIOOPY M CXEMBI PaCIONIOKEHUS 3eMEIbHBIX Y4aCTKOB Ha KaJJaCTPOBOM
IJIaHEe, aKThl COTJIACOBAHMSI MECTOTIOIOKEHHS TPAHUIIbI 3€MEIBHOIO y4acTKa.

21.Pacyersl cyOcHOMil M JOTalMii, aKThl KOMHUCCHH IO TPOBEPKE CENbCKOXO3SHCTBEHHBIX
NPENPUSITHI, TOOBbIE U KBAPTAJIbHbIE OTUYETHI.

22.AKTBI KOMHCCHH 110 00CII€IOBAaHUIO SKOJIOTMYECKONH OOCTaHOBKH.

23.ApXHBHBIE CITPABKH, BBIITUCKH, KOTTUH.

24 VIaopmarimoHHbIe TMCbMA 10 3aIpOcaM TpakJIaH U OpraHu3aIil.

25.Komuu mocTaHOBIIEHUH, PacHOPSHKEHUN TOAMUCAHHBIE TJIABOM TOPOJICKOTO OKpyra, JimOo
YIIOJTHOMOYEHHBIM Ha MOANNCH JTUIIOM.
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[Tpunoxenne Ne 5
K MHCTpyKIIMHK 110 1€10IIPOU3BOJCTBY
aJIMMUHHUCTPAIH TOPOJICKOTO
okpyra Hcrpa

INPUMEPHBIN NIEPEYEHDb TOKYMEHTOB, HA KOTOPBIE CTABUTCS IEYATH
«TEPPUTOPHUAJIBHOE YIIPABJIEHUE»

1) CpaBku ¢ MecTa KUTEIbCTBA,;

2) CpaBKH O COCTaBE CEMbHU;

3) BeInucku U3 TOMOBOM KHUTH;

4) Bolnucky U3 Moxo3siCTBEHHON KHUTH;

5) BeIKOIMPOBKY U3 IJIaHA HACEJIIEHHOTO MYHKTA;

6) Craructrueckas nH(GOpMAaIus sl IpeICTaBlIeHIs B (peepantbHble OpraHbl FOCy1apCTBEHHON
BJIACTH;

7) JOBEpEHHOCTH Ha MOJIyYCHHUE TICHCUHU.
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[Tpunoxenue Ne 6
K MHCTpyKIIMHK 110 1€10IIPOU3BOJCTBY
aJIMMUHHUCTPAIH TOPOJICKOTO
okpyra Hcrpa

OIMMCAHME OTTUCKOB IIEYATEW U IITAMIIA

Ornucanue OTTHCKA repOoBOI IMeYaTH.

Knume neuatn kpyrinoit popmel. Juamerp kiumie — 40(+-1)mm. o BepxHEMY KOJBIY KITHIIIE
nevaTy JBOMHOM 000/, KpaitHuii 000a TonmuHoi 1MM, BHyTpeHHuid 0,1mMm. B nenTpe xiwiie
nevyatd pacrosiaraercss uzoOpaxenue repba Hcrtpunckoro ropojckoro okpyra Hcrpa,
M300pakeHHE BIIMCAHO B OKPYKHOCTB 22(+-)MM. OKkpyKHOCTh TomuHon He 6osee 0,08mM. ITo
OKPYXKHOCTH, MEXy € OOpPTUKOM U OKaiMIIeHHEeM U300paxkeHus repoa, Mo 4acoBOU CTpesKe U
CHUMMETPUYHO  OTHOCUTEIBHO  BEPTHKAJIBHOM  OCH  KJMIIE T[e€YaTh  pacIoyiaraercs
nH(}OPMaILIMOHHOE TI0JIE, TJIe pa3MEeLIEHbl TPH HAMUCH B ABE CTPOKH B O3UTHBHOM HadepTaHUU
(cuHM TeKCT Ha OenoM (oOHE), BHEIIHSAS HAINNCh «AJMHHHCTpAIHSI TOPOJICKOTO OKpyra
Hctpa». CThIK CTpOKM pa3jesieH 3Be3J04Kkoi. Bo BHyTpeHHeW CTpOKe pa3Mmellaercs IBe
Hagnucu «Poccuiickas ®enepanus» «MOCKOBCKOW o0macTu», pa3feieHHbIE MEXIy coO0oi
3BE€3/I0UKaAMU.

Onucanue ortucka nevatu «J1JIS1 JOKYMEHTOBY.

Knumie nevatu kpyrioi ¢opmel. uamerp kimume — 40(+-1)mm. [To BepxHEMy KOJbIly KITHIIE
neyaTH JBOMHON 000x, KpaifHuit 000 TommuHoW 1MM, BHyTpeHHMH 0,1MM. B nentpe kiuime
meyaTd  pacrojiaraercs Haanuch (HaMMEHOBaHWE TieyaTH) B JBe  cTpoku  «JIJISA
JOKYMEHTOB», Haanuch BhoucaHa B OKPYXHOCTh 22(+-)MM. OKpYXHOCTb TOJILMHOW He
6omee 0,1mMm. [To okpykHOCTH, MEXIY €€ OOPTUKOM M OKalMJICHHUEM U300paKeHUs HAAMKICH, 110
4acOBOM CTpEIKE W CHMMETPUYHO OTHOCHTEIBHO BEPTUKAJIBHOM OCHM KIUIIE I€4aTH
pacrnonaraercsi MH(QOpPMAIMOHHOE TII0JIe, TJ€ pa3MELIeHbl TpU HAANHCH B JIBE CTPOKH B
NO3UTHBHOM HauyepTaHUM (CMHMHA TEKCT Ha OeraoM (oHe), BHEIIHAA HaJIUCh «AJIMUHHCTpALUs
ropojickoro okpyra Mcrpa». CTBIK CTpOKM pas3zieneH 3Be3qoukod. Bo BHyTpeHHeH cTpoke
pasmemaercs 1Be Haanucu «Poccuiickas denepanusy «MOCKOBCKOW 00J1acTH», pasielieHHbIe
MeXly cOO0M 3BE30UKaMHU.

Onucanue ortrcka neuatu «TepputopuanbHoe ynpasienue Mctpay.

Knume nevatn kpyriaoit ¢popmel. Iuamerp kmume — 40(+-1)mm. [To BepxHeMy KOJBIy KIIHIIE
nevyaty JBOMHOW 0001, KpaitHuil o0ox TonmuHoW 1MM, BHyTpenHuit 0,1mMMm. B nentpe knuiie
IeyaTH pacroJiaraeTcsi HaJanuch (HaMMEHOBAaHUE Ie4aTh) B TpH CTPOKU «TeppuTopuanbHOe
ynpasienue Mcrpa», HaaAMuUCh BOUCaHa B OKPYXHOCTh 22(+-)MM. OKpY>KHOCTH TOJIIIMHON HE
6onee 0,1mMM. ITo okpykHOCTH, MEXY €€ OOPTUKOM M OKaiiMiieHHeM M300paskeHHsI HalHuCH, 110
YacOBOM CTpeNKe U CHMMETPHUYHO OTHOCHTENIBHO BEPTUKAIBHOM OCH KIHIIE TIe4aTu
pacrionaraercsi MHGOpPMAIMOHHOE II0Jie, TJIe pa3MelleHbl TPH HAANKUCH B JBE CTPOKH B
MO3UTUBHOM HayepTaHUM (CHHUN TEKCT Ha OesrioM (oHE), BHEIIHAS HAAMUCh «AJIMHUHHUCTPAIS
ropojckoro okpyra HMcrpa». CTBIK CTpOKM pas3aeneH 3Be3J0uKkod. Bo BHYTpeHHEHW CTpoke
pasmemaercsa aBe Haamucu «Poccuiickas Denepamus» «MOCKOBCKON 00JacTH», pa3iAcliCHHbIS
MeEXy cCOO0H 3BE30UKAMHU.

Onucanue ortcka neyat «TeppuropuanbHoe ynpasiaeHue JeqoBcky.

Knume neuatn kpyrinoit dopmel. Juamerp kiumie — 40(+-1)mm. o BepxHEMY KOJBIY KITHIIIE
neyaTH JBOMHON 0001, KpaiftHuii 000 TommuHoN 1mM, BHyTpeHHHH 0,1MM. B nentpe xiume
IeyaTH pacloyiaraeTcsi HaJnuch (HaMMEHOBaHUE Ie4aTh) B TpU CTpoku «TepputopuanbHOe
yrpaBneHue JlenoBCK», HAAMKUCh BIIMCAaHA B OKPYKHOCTH 22(+-)MM. OKpY>KHOCTH TOJIIIMHON HE



6onee 0,1mM. [To okpyKHOCTH, MEXKAY €€ OOPTUKOM U OKalMIICHHEM U300paKCHHsI HAIITUCH, T10
YacOBOMW CTPEJIKE U CHMMETPUYHO OTHOCUTEIFHO BEPTUKAIBHON OCH KITUIILIE TIeYaTh
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pacrionaraercsi MHGOpPMAIMOHHOE II0JIe, TJIe pa3MeIleHbl TPH HAANKUCH B JBE CTPOKH B
MO3UTUBHOM HayepTaHUU (CHHUN TEKCT Ha OesioM (oHE), BHEIIHSS HAIMUCh «ATIMUHUCTpALUS
ropoackoro okpyra Hctpa». CTBIK CTpOKM pa3felieH 3Be3/104Kkoil. Bo BHyTpeHHe#l cTpoke
pa3meriaercs ase Haanucu «Poccuiickas denepanus» «MoCKOBCKON 00sacTuy, pas/ieieHHbIe
MEXly COO0H 3BE310UKaAMHU.

Onucanue ortrcka neyatu «TeppuropuanbHoe ynpasieHue CHeErupm».

Knume neuatn kpyrinoit popmel. Juamerp kiume — 40(+-1)mm. o BepxHEMY KOJBIY KITHIIIE
nevaTy JTBOMHOW 000/, KpaitHuii 00ox TommuHol 1MM, BHyTpennuid 0,1mMM. B mientpe kiuiie
MeYaTy pacrojiaraeTcsl HaAMuch (HaMMEHOBAaHUE IMedyaTH) B TpU CTpokH «TeppuropuanbHOe
ynpasiaeHue CHerupu», HaAnuch BOUCaHa B OKPYXHOCTh 22(+-)MM. OKpy>KHOCTb TOJILIMHON HE
6onee 0,1mMm. [To okpykHOCTH, MeX1y ee OOPTUKOM U OKaiiMIIeHHeM U300pakeHUs HaIITUCH, 110
YacOBOM CTpEJIKE U CHUMMETPUYHO OTHOCUTEIBHO BEPTUKAJIBbHOM OCH KIHIIE Ie4aTu
pacnonaraercss MH(QOpPMAIMOHHOE II0JIe, TJE pa3MeUIeHbl TpU HAANHUCH B JIBE CTPOKH B
MO3UTUBHOM HayepTaHUM (CUHUN TEKCT Ha 0esioM (oHE), BHEIIHAS HAAMUCh «AJAMUHHUCTPAIUS
ropoackoro okpyra HMcrpa». CTBIK CTpOKM pa3feleH 3Be3/104Kkoil. Bo BHyTpeHHEHNl cTpoke
pasmemaercs nee Haanucu «Poccuiickas deneparus» «MOCKOBCKOM 0051acTHY, pa3/eieHHbIC
MeEX1y cOO0H 3BE30UKaAMHU.

Onucanue ortrcka neuat «TeppuropuansHoe ynpasiaeHue HoBoneTpoBckoey.

Knumie nevatn kpyrioi ¢opmel. Iuamerp kimume — 40(+-1)mm. [To BepxHEMy KOJIBIYy KIIHIIE
neyaTH JBOMHON 0007, KpaifHuit 0001 TommuHoNW 1MM, BHyTpeHHMH 0,1MM. B nentpe kiume
NeYyaTy pacroyaraeTcsl HaJanuch (HaMMEHOBAaHUE IeyaTH) B TpU CTpoku «TepputopuanbHOE
ynpasieHue HoBomeTpoBckoe», HAANUCh BIMCaHA B OKPYXHOCTh 22(+-)MM. OKpYXHOCTb
tonuHo He Oosee 0,1mm. Ilo okpyXHOCTH, MeXIy €€ OOpPTHUKOM U OKaillMiIeHHeM
n300pakeHHs HaIKMCH, IO YaCOBOM CTpeNIKe U CUMMETPUYHO OTHOCUTEIBHO BEPTUKAIBHOM OCH
KJIMIIIE TeYaTH pacloyiaraercd MHQOPMAIMOHHOE IO0Jje, T pa3MelleHbl TpU HAIMNNCH B JIBE
CTPOKM B MO3UTHBHOM HauepTaHUM (CHHMHA TeKCT Ha OeinoM (oHe), BHEUIHSS HaINHCh
«AnMuHucTpauusa ropojackoro oxpyra Herpa». CThIK CTpOKM pa3zeneH 3Be3oukoi. Bo
BHYTPEHHEN CTpoKe pasmeraercd ase Haanucu «Poccuiickas Penepauus» «MOCKOBCKON
00J1acTh Y, pa3ieIeHHbIE MEXy COOO0H 3BE3J0UKaMH.

Onucanue oTTrcKa nedatu «TepputopuanbHoe ynpasieHue JIlyanHckoey.

Knume nevatn kpyrioit ¢popmel. Iuamerp kimume — 40(+-1)mm. [To BepxHeMy KOJBIly KIIHIIE
nevyaty JBOMHOW 0001, KpaitHuil o0on TonmuHoNW 1MM, BHyTpenHuit 0,1mMMm. B nentpe knuie
IeyaTH pacroyiaraeTcsi Haanuch (HaMMEHOBAaHUE Ie4YaTh) B TpH CTPOKU «TeppuTopuanbHOe
ynpasieHue JlyauHckoe», HaIMUCh BOUCaHa B OKPYXKHOCTh 22(+-)MM. OKpY>KHOCTb TOJIITMHON
He Oonee 0,1MM. ITo OKkpyKHOCTH, MEXy €e OOPTUKOM M OKalMIIEHUEM M300pakeHus! HaIUCH,
[0 YacOBOM CTpelKe M CHMMETPUYHO OTHOCUTENBHO BEPTUKAJIBHOM OCH KIMIIE I[e4aTu
pacrionaraercst MHGOpPMAIMOHHOE II0Jie, TJle pa3MelleHbl TPH HAANKUCH B JBE CTPOKH B
MO3UTUBHOM HayepTaHUM (CHHUN TEKCT Ha 0enoM (oHE), BHEIIHAS HAAMUCh «AJAMUHHUCTPAIUS
ropojckoro okpyra HMcrpa». CTBIK CTpOKM pas3aeneH 3Be3J0ukod. Bo BHYTpeHHEHW CTpoke
pasmemaercsa aABe Haamucu «Poccuiickas denepanus» «MOCKOBCKOW 00JacTH», pa3iciiCHHBIS
MEXy COO0H 3BE3T0UKAMHU.

Omnwucanue orTcka neuatn «TepputopuanbHoe ynpasieHue byxaposckoey.
Knume neuatn kpyrinoit dopmel. Juamerp kiumie — 40(+-1)mm. o BepxHEMY KOJBIY KITHIIIE
neyaTH JBOMHON 0007, KpaitHuit 000 TommuHoN 1mM, BHyTpeHHH 0,1MM. B nentpe kiume



neyaTu pacrojaraercs HaAnuch (HaMMEHOBAaHUE MeyaTH) B TpU CTpoku «TeppuropualibHOE
yopaBieHue bykapoBckoe», HaANKWCh BIUCAHA B OKPYXKHOCTh 22(+-)MM. OKpyXHOCTB
TOJIIIUHOMN
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He Oonee 0,1mm. Ilo oOkpyXHOCTH, MeXIy ee OOpPTUKOM M OKalMICHHEM H300pakKeHUS
HAJIIMCH, TIO0 YacCOBOM CTpelKe M CUMMETPUYHO OTHOCHUTEIIBHO BEPTHUKAJIBHOM OCH KIIMIIIE
nevaty pacrosaraercss ”HGOpMaMOHHOE T0JIe, TJe pa3MeIleHbl TPH HAJAMUCU B JIBE CTPOKU B
MO3UTUBHOM Ha4YepTaHUU (CHHUN TEKCT Ha OenoM (hOHE), BHEIIHSS HAMUCH «ATMUHUCTPAIUS
ropojickoro okpyra Hctpa». CTBIK CTPOKH pa3zelieH 3Be3J04Kkoi. Bo BHyTpeHHEW cTpoke
pasmemaercst 18e Haamucu «Poccuiickas Denepanusy» «MOCKOBCKOW 00JIaCTH», pa3elieHHbIC
MeX1y cOO0H 3BE30UKaAMHU.

Onucanue orTucka rnevatu «TepputopuansHoe yrpasieHue bykapeBckoey.

Knumie nevatu kpyrioi ¢opmel. uamerp kiume — 40(+-1)mm. [To BepxHEMy KOJIBIlY KIIHIIE
nevaty JBOMHOW 000/, KpaitHuii o0on TommuHoi 1MM, BHyTpennuit 0,1mMM. B mnentpe kiuiie
neyaTy pacrojaraercs HaAnuch (HauMEHOBAaHWE Te4YaTH) B TpU CTpoku «TeppuropuanbHOe
yrnpaBieHue bykapeBckoe», HaINUCh BIHCaHA B OKPYXHOCTh 22(+-)MM. OKpYyX)HOCTb
tonuHo He Oosee 0,1mm. Ilo oxpyxHOCTH, MeXIy €€ OOpPTUKOM U OKallMiIeHHEeM
M300pakeHHS HAJIMCH, 110 YaCOBOM CTPEJIKE U CHMMETPUYHO OTHOCHUTEIHLHO BEPTUKAIBHON OCH
KJIMIIIE TI€YaTH pacroJiaraeTcss WHPOPMAIMOHHOE TOJIe, TJe pa3MEIICHbl TPU HAJINUCH B JBE
CTPOKH B IIO3UTHMBHOM HauepTaHWUW (CHHUH TeKCT Ha OejaoM (QoOHE), BHEIIHSS HaAMKUCh
«AnMuHucTpauusa ropojckoro oxpyra Herpa». CThIK CTpOKM pasjeneH 3Be3oukoi. Bo
BHYTPEHHEN CTpOKe pasMmermaercs naBe Haanucu «Poccuiickas Penepauus» «MOCKOBCKOU
00J1acTh Y, paszieIeHHbIE MEXy COOO0H 3BE37J0UKaMH.

Onucanue ortrcka neyat «TeppuropuaibHoe ynpasieHue MiBaHoBckoe».

Knume nedatu kpyrioit ¢popmsel. Juamerp xiunmie — 40(+-1)mm. [To BepxHEMY KOIbILY KIIHIIE
nevyatu JBOMHOW 0001, KpaitHuil o0ox TonmuHoW 1MM, BHyTpenHuit 0,1MM. B nientpe kiuie
IeyaTH pacroyiaraeTcsi HaJanuch (HaMMEHOBaHUE IedaTd) B TpU CcTpoku «TepputopuanbHOoe
ynpasieHue MBaHoBckoe», HaANKUCh BIMCAHA B OKPYKHOCTh 22(+-)MM. OKpYXHOCTb TOJILIUHON
He Oonee 0,1MM. ITo okpy>KHOCTH, MEXy €e OOPTUKOM M OKaifMIIEHUEM M300pakeHus Ha/llTUCH,
[0 YacOBOM CTpelKe M CHMMETPUYHO OTHOCUTENBHO BEPTHUKAJIBHOM OCH KIMILIE I[eYaTd
pacrionaraercsi MHGOpPMAIlMOHHOE II0Jie, TJle pa3MelleHbl TP HAANUCH B JBE CTPOKH B
MO3UTUBHOM HayepTaHUM (CHHUN TEKCT Ha 0esoM (hOHE), BHEIIHSS HAIMUCh «AIMUHUCTpALUs
ropojckoro okpyra HMcrpa». CTBIK CTpOKM pas3aeneH 3Be3J0ukod. Bo BHYTpeHHEW CTpoke
pasmemaercsa aABe Haamucu «Poccuiickas denepamnus» «MOCKOBCKOW 00JIacTH», pa3ciieHHbIC
MEXy COOOM 3BE3T0UKaAMHU.

Onucanue ortrcka neyat «TepputopuaibHoe ynpasieHue EpMoinHcKoey.

Knumie nevatn kpyrioi ¢opmel. Iuamerp kimume — 40(+-1)mm. [To BepxHEMy KOJBIY KIIHIIE
neyaTH JBOMHON 0001, KpaifHuit 000 TommuHoW 1mM, BHyTpeHHMH 0,1MM. B nentpe kiume
MeYyaTy pacroyiaraeTcsl HaJAMuch (HaMMEHOBAaHUE IeyaTH) B TpU CTpoku «TeppuropuanbHOe
ynpasiaeHue EpMonMHCKoe», HaANWCh BIMCaHAa B OKPYXHOCTh 22(+-)MM. OKpyXHOCTb
tonuHo He Oosee 0,1mm. Ilo oxpyxXHOCTH, MeXIy €€ OOpPTUKOM U OKailMiIeHHeM
U300pakeHHs HAIHUCH, TI0 YaCOBOM CTpENKe U CUMMETPUYHO OTHOCUTEIBHO BEPTUKAIBHON OCH
KJIMILE TeYaTH pacloyiaraeTcsi MHPOPMALMOHHOE I0JIe, TJ€ pa3MeIleHbl TpU HAJINHCU B JBE
CTPOKM B TO3UTHBHOM HauepTaHUM (CHHMHA TeKCT Ha OenoM (hOHE), BHEUIHSS HAAINUCHh
«AnmuHuCcTpanua ropoiackoro okpyra HMcrtpa». CTbIK CTpoKH paszfeneH 3Be3foukoil. Bo
BHYTPEHHEN CTpoKe pasmemaercs ase Haanucu «Pocculickas ®enepanus» «MOCKOBCKOU
00yacTiy, pazieJIeHHbIE MEXy COOO0H 3BE30UKaMH.



Onucanue orTucka neyatu «TepputopuanbHoe yrpasieHue KoctpoBckoey.
Knume neuatn kpyrinoit hopmel. Juamerp kiumie — 40(+-1)mm. ITo BepxHEMY KOJBIY KITHIIIE

nevaTy ABOMHOMN 0001, KpaitHuii 0001 TommuHoN 1MM, BHyTpeHHUi 0,1MM. B 1ieHTpe Kiutie
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NeYyaTy pacrojiaraeTcsl HaAnuch (HaMMEHOBAaHUE IeyaTH) B TpU CTPOokU «TepputopuanbHOE
ynpasinenue KocTpoBckoe», Haanuch BOUCaHa B OKPYKHOCTH 22(+-)MM. OKpyXHOCTb
tommuHod He Oosee 0,Imm. Ilo okpykHOCTH, MEXIy €€ OOpPTHKOM U OKalMJIEHHEM
M300paXeHUs HAAIMKCH, II0 YaCOBOM CTPEJIKE U CUMMETPUYHO OTHOCUTEIBHO BEPTUKAIBHONW OCU
KJIIMIIIE TeYaTH pacroyiaraerca MHQOPMAIMOHHOE IMOoJje, T pa3MelleHbl TPU HAIMNCH B JBE
CTPOKM B TO3UTHBHOM HauepTaHUM (CHHMHA TEKCT Ha OesoMm (OoHE), BHEUIHSSI HAAINUCH
«AnmuHHuCcTpanua ropojackoro okpyra HMcrpa». CTbIK CTpokd paszfeneH 3Be3fgoukoil. Bo
BHYTPEHHEN CTpoKe pasmemaercs Ase Haanucu «Poccuiickas Penepanus» «MOCKOBCKON
o0nacTtuy, pa3JielieHHbIe MeXKIy Co00il 3BE3/I0UKaMH.

Onucanne ottrcka neuatu «TepputopuanbHoe ynpasieHue OOyIIKOBCKOE».

Knumie nevatu kpyrioi ¢opmel. uamerp kimume — 40(+-1)mm. [To BepxHEMy KOJIBIY KIIHIIE
nevaty JBOMHOW 000/, KpaitHuii o0on TommuHol 1MM, BHyTpennuit 0,1mMM. B mnentpe kiuiie
neyaTy pacrojaraercss HaAnuch (HaMMEHOBAaHWE Ie4YaTH) B TpU CTpoku «TeppuropualibHOE
yrnpaeineHue OOYIIKOBCKOE», HAAMHUCh BIHCAaHA B OKPYXHOCTh 22(+-)MM. OKpYyX)HOCTb
tonuHo He Oosee 0,1mm. Ilo okpyXHOCTH, MeXIy €€ OOpPTUKOM U OKallMiIeHHEM
M300pakeHMS HAJIUCH, 110 YaCOBOM CTPEJIKE U CHMMETPUYHO OTHOCHUTEIHLHO BEPTUKAIIBHON OCH
KJIMIIIE TI€YaTH pacrojiaraeTcsi WHPOpPMAIMOHHOE T0JIe, TJe pa3MEIlEeHbl TPU HAIINUCH B JBE
CTPOKM B TO3UTHUBHOM HadyepTaHUU (CHHUH TEKCT Ha OenoM (QoHe), BHENIHSAS HAAMKChH
«AnMuHucTpauusa ropoackoro oxpyra Herpa». CThIK CTpOKM pa3zeneH 3Be3oukoi. Bo
BHYTPEHHEN CTpOKe pasMmermaercs e Haanucu «Poccuiickas Penepauns» «MOCKOBCKOM
00J1acThy, pazieIeHHbIE MEXy COOO0H 3BE3J0UKaMH.

Ornucanne oTTucka neyatu «TepputopuanbHoe yrnpasieHue OHyppreBckoe.

Knume nedatu kpyrioit ¢popmsel. Juamerp xiunmie — 40(+-1)mm. [To BepxHEMY KOIbILY KIIHIIE
nevyaTu JBOWHON 0001, KpaliHuii 000 ToimuHoM 1mMm, BHyTpeHnHuit 0,1mMM. B nientpe ke
IeyaTH pacroyiaraeTcsi HaJanuch (HaMMEHOBaHUE IedaTd) B TpU CcTpoku «TepputopuanbHOe
ynpasiaeHue OHy(QpHUEBCKOE», HAANKNCh BIHCAaHA B OKPYXHOCTh 22(+-)MM. OKpyXHOCTb
tomuuHoi He Ooznee O,ImM. Ilo OKpyXHOCTH, MEXIy ee OOpPTHMKOM M OKaliMiIeHHueM
M300paKeHUs1 HA/IMKCH, IT0 YaCOBOM CTPEJIKE U CUMMETPUYHO OTHOCUTEIBHO BEPTUKAIBLHONU OCU
KJIMILE TIeYaTH pacrioyiaraercsi MHPOPMALMOHHOE I0Jie, TJe pa3MelleHbl TpU HAJNHCH B JBE
CTPOKM B TMO3UTHUBHOM HadyepTaHUM (CUHUN TEKCT Ha OeloM (QoOHE), BHEIIHSAS HaAMNKChH
«AnMuHucTpanus ropojckoro oxpyra Herpa». CThIK CTpoKM pas3zieneH 3Be3loukoid. Bo
BHYTPEHHEN CTpoKe pa3memaercs ABe Haanucu «Poccuiickas Penepanus» «MOCKOBCKON
o0nacTuy, paszieieHHbIe MeX1y co00i 3Be310UKaMH.

Onucanue ortrcka neyat «TeppuTopralbHOE yIpaBieHue S apoMuHCKOE.

Knumie nevatn kpyrioi ¢opmel. Iuamerp kimume — 40(+-1)mm. [To BepxHEMy KOJbIy KIIHIIE
neyaTH JBOMHON 0001, KpaifHuit 000 TommuHoNW 1mM, BHyTpeHHMH 0,1MM. B nentpe kiume
NeYyaTy pacroyaraeTcsl HaJanuch (HaMMEHOBAaHUE IMeyaTH) B TpU CTpoku «TepputopuanbHOe
yhnpasieHue SIpOMUHCKOE», HAJIUCh BIHCAaHA B OKPYXKHOCTb 22(+-)MM. OKpyXHOCTb
tommuaod He Oomee 0,1mm. Ilo okpykHOCTH, MeXAy €€ OOpPTHKOM M OKalWMJICHUEM
n300pakeHHs HAIKICH, TI0 YaCOBOM CTPENIKE U CUMMETPUYHO OTHOCHTEIBHO BEPTUKAIBHON OCH
KJIMILE TeyaTH pacroyiaraeTcsi MHPOPMALMOHHOE I0JIe, TJ€ pa3MELICHbl TPU HAJIUCH B JIBE
CTPOKM B TO3UTHBHOM HauepTaHUM (CHHMHA TeKCT Ha OenoMm (hOHE), BHEUIHSS HAANUCHh
«AnaMuHHUCTpanus ropoackoro okpyra Mcrpa». CTBIK CTPOKHM pa3liesieH 3B€30UKOM.
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Bo BHyTpeHHel cTpoke paszMmemiaercs ABe Haanucu «Poccuiickas ®enepauus» «MOCKOBCKOM
obnactuy, pa3JeIeHHbIE MeXKIY CO00 3BE3I0UKAMH.

Onwucanue ortucka neuat «TepputopuansHoe ynpasienue [1aBno-Crnobonckoey.

Knume neuatn kpyrinoit popmel. Juamerp kiumie — 40(+-1)mm. o BepxHEMY KOJBIY KITHIIIE
neyaTH JBOMHON 0001, KpaiiHuit 06ox TommmHol 1mM, BHyTpeHHHH 0,1MM. B nenTpe kiume
MeYyaTy pacrojiaraeTcsl HaAnuch (HaMMEHOBAaHUE IeyaTH) B TpU CTPOkU «TeppuTopuanbHOE
yrnpaneHue [laBno-Cio60oackoe», HAIIUCh BIHCAHA B OKPYXKHOCTH 22(+-)MM. OKpYKHOCTBH
tonuHo He Oosee 0,1mm. Ilo oOkpyXHOCTH, MEXIy €€ OOpPTHKOM U OKailMiIeHHeM
M300paKeHUs HAAMKCH, [I0 YaCOBOM CTPEJIKE U CUMMETPUYHO OTHOCUTEIBHO BEPTUKAIBHONU OCU
KIIMIIIE TeYaTH pacroyiaraerca MHQOPMAIMOHHOE TMOoJje, T pa3MelleHbl TPU HAIMNCH B IBE
CTPOKM B TIO3UTUBHOM HauepTaHUW (CMHUN TeKCT Ha OenoM (oHE), BHEIIHSS HAIIUCH
«AnmuHuCTpanus roponackoro okpyra HMcrpa». CTbhIK CTpOKHM pas3zielieH 3Be3no4ykod. Bo
BHYTPEHHEN CTpoKe pasmemaercs Ase Haanucu «Poccuiickas Penepanus» «MOCKOBCKON
o0nacTtuy, pa3JielieHHbIe MeXKIy co00il 3BE3/I0UKaMH.

Onucanue OTTUCKA IITaMIIa JUIsl BXOJSAIIEH KOPPECTIOHICHLIUH.

Knume mramna npsmoyronbHoi ¢opmbl. Pazmepsr kiaume — 56x30(+-1)mm. Kpas mramna
oOpamiieHbl 60pTUKOM TONIKUHON 1MM. [llTaMi cogepUT HAAMKUCH B MSATH CTPOK C MECTOM JIJISt
natel U Bxoxsmiero Homepa «AJIMUHUCTPAILIUA ropoackoro okpyra Mctpa MockoBckoi
obmact «___ » »20 1. Bxogsammuii Ne ».

Onucanue OTTHCKA IITaMIIa ApXUBHOTO OTAENA.

Knume mramna npsimoyronbHoit popmbl. Pazmepst kiuime — 60x40(+-1)mm. Lltamn conepxut
HaJAMKUCh B BOCEMb CTPOK C MECTOM I AAThl U ncxondauiero Homepa «Poccuiickas @enepanus
AJIMHHHCTpaIMs Topoackoro okpyra Mcrpa Mockosckoii o6mactu APXWBHBIA OTIEJ yi.
bocosa 1.17 r. Uctpa 143500 Ten. @axc 8 (49831) 4-52-03 N oT  ».
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IIpunoxxenune Ne 7

K MHCTpyKLMU 1O 1€TONPOU3BOJCTBY
aJMMHMCTPALIMU TOPOJICKOTIO

okpyra HMctpa

’KYPHAJI YYETA IEYATEHX U LITAMIIOB
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HanmenoBanne OopraHu3anuu
AKT
N
O BBIACJICHUHN K YHUYTOXKCHUIO
APXUBHBIX JOKYMCHTOB,
HC MOJJICIKAIINX XPaHCHUIO

Ha ocnoBanun

[Tpunoxenne Ne 8

K MHCTpyKIIMHK 110 1€10IIPOU3BOJCTBY
aJIMMUHHUCTPAIH TOPOJICKOTO

okpyra Hcrpa

YTBEPXIAIO
PykxoBonuTens opranusanuu

[Tonnuch Pacmudposka
MOAMUCH
[ara

(HaSBaHI/Ie W BBIXOOHBIC JAHHBIC IIEPCUHA JOKYMCHTOB C YKa3aHUCM

CPOKOB UX XpaHEHU)

OTO6paHI>I K YHUYTOXKXCHUIO KaK HC UMCHOIIINC HaquO-HCTOPquCKOﬁ HOCHHOCTH U YTPATUBIINC

MPAKTUIECKOE 3HAYCHHE JOKYMEHTHI (hoHma N

(Ha3zBanue GoHIA)

3arojoBoOK jaena

N (rpymmosoii Homep |Homep

KonnyectBo |xpaHeHus u

Cpoku

I'oxer jomucu  exn. xp. ., [Ipumeuanue
/I 3aroJIOBOK - exl. Xp. HOMeEpa cTaren
<t> 0 OIIMCH
JIOKYMEHTOB) 10 TIEPEYHIO
1 2 3 4 5 6 7 8
Hroro el. Xp. 3a TOMBI.

(mudpamMu ¥ IPOIUCHIO)
Onucu e NOCTOSSHHOTO XPaHEeHUs 3a

ronbl yrBepxkaeHsl DI1K

(HauMEeHOBaHHNE aPXUBHOTO YUPEKICHHS)
(mpoToKOI OT N

HaumeHoBaHMe 10KHOCTH
pyKoBOJUTENS apXuBa (1ML,

OTBETCTBEHHOTO 32 apXUB) [Tonmuck
COT'JTACOBAHO

[Tporokon [IDK (3K) opranuzaruun

oT N

HOKyMeHTI)I B KOJIMYECTBEC

PacmmgpoBka noxnucu

el Xp.:

- Ha 6yMa)KHOM HOCHUTCIIC BECOM

KT CAaHbl HAa YHUYTOXCHUC,

- Ha DJICKTPOHHOM HOCHUTCJIC CAAHbI HA YHHUYTOXKCHUEC

HanmMeHnoBanme TOJKHOCTH pabOTHUKA,
CHABUIETO JOKYMEHTHI [Moanuck
Jara

W3meHeHus: B y4eTHbIE JOKYMEHThI BHECECHBI.
HanmMeHnoBanue T0KHOCTH pabOTHHKA
apXuBa, BHECIIETO U3MEHEHUS

B YYETHBIE JJOKYMEHTBI [Moanuce
JlaTa

(coco0® yHMUTOXKEHUS)

Pacmm¢poBka noanucu

Pacmdposka moanucu
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[Tpunoxenue Ne 9
K MHCTpyKIIMHK 110 1€10IIPOU3BOJCTBY
aJIMMUHHUCTPAIH TOPOJICKOTO
okpyra Hcrpa

JIMCT - 3ABEPUTEJIb JIEJIA Ne

B nene noamuro u npoHymMepoBaHO mucT (oB),

(unpamu u ponuckio), ¢ No 1o Ne
B TOM YHCJIC JINTEPHBIE JTUCTHI
NPOMYIIEHHBIE HOMEPa
+ JINCTOB BHYTPEHHEH OIUCH

OcofeHHOCTM (QPMBUMUECKOTO Homepa smcTOB
COCTOAHMA U QOPMUPOBAHUA
1 2
HamMeHOBaHmMe OOJIKHOCTU Jiia, IIOOININCHb paCLHM(prBKa Imononmcum

COCTaBMBUIET'O 3aBEPUTEJIBHYIO (I/IHI/ILLI/IaJ'IbI, bammnma )
HaOruchb

(mara)



37

[Tpunoxenue Ne 10
K MHCTpyKIIMH MO JeI0NPOU3BOJCTBY
aJIMMUHHUCTPAIH TOPOJICKOTO

okpyra Hcrpa
BHYTPEHHSIA OIIUCH
AOKYMEHTOB JeJjia Ne
e Perucrpa- IDaTa 3aroJjioBok Howmepa [IprMeuaHUEe
n/mn LIMOHHEIN IOOKYMEHTa | JOKyMEeHTa JIMCTOB
VMHIOEKC neja
OOKYyMEHTa
1 2 3 5 6
Hroro JIOKYMEHTOB

(umppamMyt ¥ NPONMCHIO)

KomnuectBo nmucTOB BHYTpeHHeﬁ OIIMCH

HamMeHOBaHMe OOJDKHOCTM JIMLIA, IIoAnmMcCh
COCTaBMBIIEI'O BHYTPEHHION OINMCH
IJOKYMEHTOB mHOeJjia

(umbpamMyt M MNPONMCHIO)

pacumdpopka MNOANMUCHU

(MHMLMATIH,

bamvmnnsa)

(mara)



HanmeHnoBaHnue opranuzanuu
HaumeHnoBanue cTpyKTYypHOTO

1oJipa3iciiCHuUs

OITMCBb N 1

JIEJT TIOCTOSIHHOTO XPaHCHUS
N Nunexkc 3aroioBoK
/i |mena nena

1 2 3

Hazpanue pasaciia

B nanHyr0 onuce BHECEHO

Kpaitnue
JIaThl

4
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[Tpunoxenne Ne 11

K MHCTpyKIIMHK 110 1€10IIPOU3BOJCTBY
aJIMMUHHUCTPAIH TOPOJICKOTO

okpyra Hcrpa

Cpok xpaHeHus
<*>

5

KomnnuectBo
IIpumeyanue
JINCTOB
6 7
bi (|

(1mudpaMu ¥ IPOITHUCHIO)
mo N

cN

, B TOM 4HCJIC:

JIUTCPHBIC HOMECpPA:

IIPOITYLIEHHBIE HOMEpA!

HaunmenoBaHue 10IKHOCTH
PYKOBOJHUTEIISI CTPYKTYPHOT'O

MO/Apa3/IeIICHUs IToanuce PacimdpoBka noanvcu
COT'JIACOBAHO COI'JTACOBAHO
HaumeHoBaHue 1OMKHOCTH ITporoxon OK cTpykTypHOro
pykoBoauTens ciyxos1 JIOY MoApa3aeIeHUs
[Mognmucey  Pacmmdposka oT N

HOJIHICH
Jara
[Tepenan nen

(unpamu 1 IPOMHUCHIO)

u

(unpamu 1 MPONHUCHIO)

HaumeHnoBanue nOmKHOCTH pabOTHUKA

PETUCTPAaIMOHHO-KOHTPOJIBHBIX KaPTOTCK K JOKYMCHTAaM.

ACII

CTPYKTYPHOTO MOAPa3IeICHU ITonnuce Pacmm¢poBka noanucu
[Tpunsin

(tmudpamMu ¥ IPOTIHCHIO)
u PETUCTPALIMOHHO-KOHTPOJIBHBIX

(mmdpamMu ¥ IPOTIHCHIO)

KapTOTEK K JIOKYMEHTaM.
HaunmenoBanue nOKHOCTH
pabOTHHKA apXHBa

Hara

Iloamuce

Pacmm¢poBka noanucu
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HanmeHnoBaHnue opranuzanuu
HaumeHnoBanue cTpyKTYypHOTO

1oJipa3iciiCHuUs

OITUCBHb N 2

JIeJT TI0 INYHOMY COCTaBY

N Nunexkc 3aroioBoK
/i |mena nena

1 2 3

Hazpanue pasaciia

B nanHyro onuce BHECEHO
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[Tpunoxenne Ne 12

K MHCTpyKIIMHK 110 1€10IIPOU3BOJCTBY
aJIMMUHHUCTPAIH TOPOJICKOTO

okpyra Hcrpa

Kpaitnue Cpok xpaHeHus
AaTEI <*x>
4 5

KomnnuectBo
IIpumeyanue
JINCTOB
6 7
nen

(1mudpaMu ¥ IPOITHUCHIO)

cN

no N

, B TOM YHCJIE:

JIUTCPHBIC HOMECpPA:

IIPOITYLIEHHBIE HOMEpA!

HaunmenoBaHue 10IKHOCTH
PYKOBOJHUTEIISI CTPYKTYPHOT'O

MO/Apa3/IeIICHUs [Tonnuce PacumgpoBka noanucu
COT'JIACOBAHO COI'JTACOBAHO
HaumeHoBaHMe 10IKHOCTH IIporokos OK cTpykTypHOrO
pykoBoauTens ciyxos1 JIOY MoApa3aeIeHUs
[Tonmuce  PacmmgpoBka oT N

HOJIHICH
Jara
[Tepenan nen

(unpamu 1 IPOMHUCHIO)

u
(unpamu 1 IPONHUCHIO)

HaumeHnoBanue nOmKHOCTH pabOTHUKA

PETUCTPAaIMOHHO-KOHTPOJIBHBIX KaPTOTCK K JOKYMCHTAaM.

ACII

CTPYKTYPHOTO MOJpa3ieIeHU [Tonnuce Pacmm¢poBka noanvcu
[Tpunsin

(tmudpamMu ¥ IPOTIHCHIO)
u PETUCTPALIMOHHO-KOHTPOJIBHBIX

(mmdpamMu ¥ IPOTIHCHIO)

KapTOTEK K JIOKYMEHTaM.
HaunmenoBanue nOKHOCTH
pabOTHHKA apXHBa

Hara

Iloamuce

40

Pacmm¢poBka noxmucu

[Tpunoxenne Ne 13


https://sudact.ru/law/prikaz-minkultury-rossii-ot-31032015-n-526/prilozhenie/prilozhenie-n-23/

PEECTP IOUTOBBIX OTIIPABJIEHUI

K MHCTpyKIIMHK 1O 1€10IIPOU3BOJACTBY
aJIMUHUCTPALMU TOPOACKOTO

okpyra Hcrpa

Ne dUO Bxopsmit No Jlata
/1 3asIBUTEIISI 3asiBIICHUS OTIPaBKH
1 2 3 4
JlaTa Iloamuce
41

[Tpunoxenne Ne 14




K MHCTpyKIIMHK 1O 1€10IIPOU3BOJACTBY
aJIMUHUCTPALMU TOPOACKOTO
okpyra Hcrpa

I'TABA

I'OPOACKOI'O OKPYI'A UCTPA

MOCKOBCKO# OBJIACTH

. Pesomorim, 10.4,r.Vcrpa, Ten.8(495)994-54-43

MockoBckas 06mactb, 143500 (axc:8(495)994-50-85
e-mail:adm@istra-adm.ru
www:istra-adm.ru
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I'OPOJACKOI'O OKPYI'A UCTPA
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