KAJUYXCKAS OBJACTH
MAJIOSIPOCJIABEIIKUI PAVIOH
CEJbCKAS JYMA
MYHUIIUIIAJIBHOI'O OBPA3OBAHMUSI
CEJIbCKOE INOCEJIEHUE «JIEPEBHSI EPAEHEBO»

PEHIEHUE
ot 22 anpeJs 2022 r. Ne 12

006 yrBepxkaeHun UHCTPYKIMH 10 1eJIONPOU3BOIACTBY
CeabCKoi IyMBI CeJIbCKOT0 nocesieHus «/lepesuss EpaeneBo»
MagosipociaaBenkoro paiiona Kasy:kckou odaacTu

B cootBerctBuu ¢ nosoxenusimu deaepanpHoro 3akoHa ot 27 utonsg 2006 r. No 149-03
«O0 uHpopmanuy, HHOOPMALIMOHHBIX TEXHOJOTUAX U O 3auuTe HHPopmanuny, deaepaibHOro
3akoHa OT 22 okTsa0pss 2004 r. Ne 125-®3 «O06 apxuBHOM 1aeine B Poccmiickoit @eneparumy,
[Tpukazom DenepanbHoro apxuBHoro areHTCTBa oT 22 Mas 2019 r. Ne 71 «OO6 yTBepx)acHUH
[IpaBun 1en10npoN3BOACTBA B TOCYIAPCTBEHHBIX OpPraHax, OpraHaXx MECTHOT'O CAMOYIPABIECHUSY,
rocyaapctBeHHoro crangapra PO I'OCT P 7.0.97-2016 «Cucrema ctanaapToB o MHpOpMaluu,
O6ubIMoTeyHOMY W M3JaTeNbckoMy feny. OpraHu3allMOHHO-PACHIOPSIUTENbHAS TOKYMEHTAITHS.
TpeboBanus Kk 0POPMIIEHUIO JOKYMEHTOBY, YTBEPKICHHOTO Ipruka3zoM PDenepalibHOro areHTCTBa
M0 TEXHUYECKOMY PEryJIupOBaHUIO U MeTposioruu ot 8 nekadps 2016 r. Ne 2004-ct), a Takxke B
COOTBETCTBUU C 3aKoHOAaTelbCcTBOM Poccuiickoir @enepanuu B cdepe uHpopmaimmy,
JOKYMEHTAllMW, apXWBHOTO [ea, HAlMOHAIBHBIMU CTaHIAapTamMu B cdepe yrpaBiIeHUS
JOKYMEHTaMH, B LEJSIX COBEPUICHCTBOBAHUS JOKYMEHTAIIMOHHOTO 00eCTeyeHusl YIpaBJICHUS U
MOBBIILIEHUSI €ro 3()QPEeKTUBHOCTH NyTeM YHU(DUKAIMK cocTaBa M (OpPM YIPaBIECHUYECKUX
JOKYMEHTOB, TEXHOJOTHMH padoThl ¢ HUMH U OOECHeueHHUs] KOHTPOJS 3a HCIHOJHEHHEM
JNOKyMeHTOB, CesibcKasi AyMa ceJIbCKOro nocesjenus «/lepesns Epaeneso»,

PEIIINJIA:

1. VYtBepauts WHCTpyKIMIO 1O Jea0NpOou3BOACTBY CeNbCKOW AYMbI CEIbCKOTO
noceneHus «JlepeBuss EpneneBo» ManospocnaBenkoro paiiona Kamyxckoit —obnactu
(npunaraercs).

2. KoHTpob 32 HCTIOTHEHWEM JIAaHHOTO MOCTAHOBJICHUS OCTaBIISIO 32 COOOM.
3. HacTosimee mocTaHOBJIEHUE BCTYMAET B CUITY C MOMEHTA €ro MOJMUCAHUS U MOJJICHKHUT
o(punranbHOMY OIYOINKOBAHUIO.

I'naBa MyHMUIMIIAJIBHOTO 00PA30BAHMS
ceJibCKOro nocesneHus «/lepesus EpaeneBo» J.B.UBanoB



YTBEepKICHO

Pemennem Cenbckoit Jlymbl

CII «/lepeBHs EpneneBo»
Ne oT

NHCTPYKIUA .
1O AEJIOITPOU3BOJACTBY CEJIBCKOU AYMBbI
CEJIBCKOI'O IIOCEJIEHUA « IEPEBHSA EPAEHEBO»

1. O01mme moJ10:KeHU s

1.1. HCTpYKIMS 1O JIENONPOU3BOJCTBY SBIISETCS HOPMATHBHBIM JJOKYMEHTOM M pa3paldoTaHa B
LEJISX COBEPIICHCTBOBAHUS JIOKYMEHTAllMOHHOTO OOecleueHuss U TMOBBIIEHHUS ero 3¢h(eKTUBHOCTH
nyTeM YHUGUKAIUU coctaBa u (GOpPM JOKYMEHTOB, YCTaHOBIEHHS €IMHOOOPa3HBIX TPeOOBAaHMIA,
MPEABSIBISIEMBIX K OpraHU3alMKi JTOKYMEHTO000pOoTa U O(QOPMIICHHIO JTIOKYMEHTOB B celbckoil Jlyme
cenbckoro noceneHus «llepesus EpneneBo». PaboTa ¢ ceKpeTHBIMU JOKYMEHTaMH PETIAMEHTUPYETCS
CHEUUAaIbHON UHCTPYKLIUEH.

1.2. UuCcTpyKuus pa3paboTaHa B COOTBETCTBHH C TOCYJApCTBEHHBIMH CTaHmapTamMu Poccuiickoit
Oenepaunu: 'OCT P 7.0.97 - 2016 «Cucrema crtanmapToB no uHpopMmanuu, OUOIHOTEUHOMY U
U3IaTeIbCKOMY Jeny. OpraHu3alMoOHHO-pacopsauTeNbHas ToKyMeHTanus. TpeboBanus K 0pOPMIICHHIO
JTIOKYMEHTOB.

1.3. MHCTpyKIMS pacpOCTpaHsAETCsl Ha OpraHu3alnio paboThl ¢ JOKYMEHTaMH HE3aBUCUMO OT BHUJIA
HOCHTES, BKIFOYasi UX MOATOTOBKY, PETUCTPALIUIO, YU€T U KOHTPOJIb UCIOTHEHHS, OCYIIECTBISIEMbIE C
MTOMOIIIbIO0 ABTOMATU3UPOBAHHBIX (KOMITBIOTEPHBIX) TEXHOJIOTHUH.

1.4. OTBETCTBEHHOCTH 32 OpraHU3alNI0 PabOTHI ¢ JoKyMeHTamu B CenbCKOi Tyme Bo3jiaraeTcs Ha
I'maBy. HemocpencTBeHHOE BeIeHHE JEIOMPOU3BOCTBA B CEIBCKON J[yMe OCyIIeCTBISETCS paOOTHHKOM
Ha KOTOPOTO BO3JI0KEHBI 0053aHHOCTH T10 BEJICHHIO JIEIIONPOU3BO/ICTBA.

1.5. Ha pabGoTHuka, OCYIIECTBISIOMUX BEACHUE EIONMPOU3BOJICTBA, BO3JaraeTcs BBHITIOJHEHHE
CJIEYIOIIMX OCHOBHBIX 00513aHHOCTEMH:

IpUEM, y4eT U paclpeiesieHne BXOIAIIMX JOKYMEHTOB;

Y4€T BHYTPEHHUX JTOKYMEHTOB;

nepegaya JOKYMEHTOB Ha PAacCMOTPEHHE PYKOBOJUTENO celbCko JIyMbl M Mocie mojyuyeHus
yKa3aHui (pe3osroluii) - HEOCPEICTBEHHO HCIIOIHUTEIIO;

yUYeT UCXOSIUX TIOKYMEHTOB, Iiepeiaya UX Ha OTIIPaBKYy aJipecaraM;

KOHTPOJIb HaJl POXOKIEHUEM H CPOKAMH PACCMOTPEHHS IOKYMEHTOB, OOpaIlleHU Tpak/iaH;

MOJIFOTOBKA MTPOEKTa HOMEHKJIATYPHI JET;

BbIJIaya paOOTHUKAM JJOKYMEHTOB H JIeJI, KOHTPOJIb WX BO3BPATa;

aHaJIU3 U HHQOPMHUPOBaHHUE PYKOBOAUTENS 00 UCIIOJTHEHUH JTOKYMEHTOB U MOPYUYEHHUI;

MOJITOTOBKA MPEIJIOKEHHUH 110 COBEPIIIEHCTBOBAHUIO PAOOTHI C IOKYMEHTAMU;

MOJIFOTOBKA 3asiBOK HA M3TOTOBJIEHHE MeYaTel U IITaMIIOB, I€YaTHON MPOAYKLINH;

yUeT Tnedarel, MTaMIoB U OJIAaHKOB TOKYMEHTOB, HCIIOJIb3yEeMbIX B Celbckoi [lyme;

MOJIy4Y€HUE CPEACTB OPraHU3allMOHHONW TEXHUKH U KaHLEISIPCKUX TOBApPOB.

1.6. CnyxeOHast nH(MOpMaLKs, cCoAepkKaIascs B MPOEKTaX MOCTAHOBJICHUN U PACIOpPSHKEHUN U
IPYTUX JTOKYMEHTax, SIBJISETCS KOH(PHUIECHIUAIbHOW M MOXKET HCIOIb30BAThCSl TOJBKO B CIYXKEOHBIX
LESIX.

1.7. Tlpu pabGote ¢ JOKyMEHTaMH, MOCTYMUBIIUMU B CelIbCKYIo /[ymy, He pasperiaercs BHOCUTH B
HUX UCIPABJICHHUS.

1.8. ITepen yxoaoM B OTITYCK WJIM BBIE3JIOM B KOMAaHJAMPOBKY paOOTHUKH CEIbCKOM J[ymMbl 00s3aHBI
nepenaTh HaXOMASIIMEcs y HUX Ha UCHOTHEHWH (Ha KOHTPOJIE) MOKYMEHTHI JPYroMy pabOTHUKY IO
YKa3aHUIO PYKOBOJUTENS, a MPU YBOJIBHEHUH WM IMPH Mepexoje Ha padoTy B Apyrue noapasieiaeHus -
cAaTh BCE YUCIALIMECS 32 HUIMU JOKYMEHTBI PYKOBOJIUTEIIO.



1.9. [lepegaua JOKYMEHTOB WJIM MX KOMHUM JIPYTrUM OpraHU3alMsIM JIOIMYCKAETCs TOJIBKO C
paszpemenus ['naBel Cenbckoi JJymbl.

1.10. PabGorHuku cenbckoil JIlyMbl HECYT OTBETCTBEHHOCTH 3a COOJIFOJICHHWE HACTOSIICH
WHcTpyKIMK, COXpaHHOCTh HAXOSIIMXCS Y HUX JOKYMEHTOB M HepasrjallleHue coJepiKalleiics B HUX
ciryxe0HoM nHpopmamm.

2. lokyMeHTanus ceabckoii lymbl
2.1. B cooTBeTcTBHM ¢ YCTaBOM MYHHUIIUITATILHOTO 0Opa3oBanus, [Tonoxenuem o6 cenbekoit Jlyme
MIPOU3BOIUTCS MOATOTOBKA U 0(pOpPMIICHHE TIPOECKTOB:
pemieHuii  cenbckor {ymbl (popma Ne 1);
pacriopsbkeHui  cenbekoit Jlymer (popma Ne 2).

3. HoaroroBka u ogopmieHUe NPOEKTOB MOCTAHOBJIEHU I
U pacnopsiKeHu

3.1. IToaroroBka U odopmileHHE TPOCKTOB PEIICHUH U pacropsiKeHui cenbekoil Jymsl (manee -
peLeH sl) IPOU3BOJIATCS B COOTBETCTBUM ¢ HacTosel MHCTpyKIueH.

[IpoexThI pelieHnid MOAroTaBIMBAIOTCA U BHOCITCS PaOOTHUKAMU CEIbCKOU J[ymMbl HA OCHOBaHHUH
nopy4yeHuil ['naBel cenbckod JIymbl, 1100 B MHUIIMATUBHOM IOPSJKE C MOSCHUTEIBHOM 3alMCKON K
IIPOEKTY PELICHHUS.

3.2. OTBETCTBEHHOCTb 3a KauyeCTBO IIOATOTOBKM IIPOEKTOB PEIIEHUH, HX COIVIACOBAHHME C
3aMHTEPECOBAHHBIMM CTOPOHAMU BO3JIaraeTcs Ha €ro pyKOBOJUTEINS JIMOO HA JIMIO, MCIIONHSIOIIEE €ro
00513aHHOCTH.

3.3. IIpoeKTh! pemeHuii meyararoTcst Ha OJaHKaxX YCTaHOBJICHHOW (DOPMBI.

3.4. Jlata 1oKyMeHTa OTAENsAeTCA OT HAaUMEHOBAaHMS BHJIa JOKYMEHTa (peleHUs, pacropskeHus) |
MEXCTPOUHBIM UHTEPBAIIOM

TekcT mnpoekTa pelleHHus, Kak MpPaBWIIO, COCTOUT M3 KOHCTaTUpylomen (mpeamOysibl) U
MTOCTAHOBJISIONIEH YacTel (pacnopsbKeHUe, Kak PaBuilo, IpeamMOysIbl HE UMEET).

TekcT mewaraercs OT JEBOW IpaHUIBl TEKCTOBOTO IOJII M BBIPAaBHHUBAETCS IO JIEBOM M IpaBOU
rpaHunam TekctoBoro mois. IlepBas cTpoka ab3ama HauumHaeTcsl Ha paccTossHUM 1,25 cMm oT neBoi
I'PaHUILbl TEKCTOBOTO IOJIA.

B koncratupyromieit yactu (mpeamOysie) MaloTCs pazbICHEHUS IeJled W MOTHUBOB TMPUHSTHS
pELIEHNs, a TAK)KE CCBIIKHA HA 3aKOHBI U UHBIE AKThl, B COOTBETCTBUU C KOTOPBIMH OHO IIPUHUMAETCS.

B koHcTaTupytomnyto yacTs (npeamOyity) He BKIIIOUAIOTCS MOJIOKEHNS HOPMAaTUBHOTO XapakTepa.

ITocraHOBIISIIOIIAs YaCTh MPOEKTOB PELIEHUH, KaK MPaBUIIO, OAPA3IEIAETC Ha MyHKThI, KOTOpBIE
HYMEpYIOTCsl apaOCKuMu IupaMH ¢ TOUKON U 3arojOBKOB HE MMEIOT. [IyHKTBI MOTYT mOJpa3AensiThes
Ha MOAIMYHKTHI, KOTOPbIE MOT'YT UMETh OYKBEHHYIO HJIM IU(PPOBYIO HyMeEpaIHIio.

3HAYUTENbHBIE 110 00bEMY MPOEKTHI PEIIEHUH MOTYT JIEIUTHCS Ha TJIaBbl, KOTOPbIE HYMEPYIOTCS
PUMCKHMHU IIU(PPaMU U UMEIOT 3ar0JIOBKH.

Ecnu B npoekTe pemeHus: NpuBOJIATCS TaOMULbI, rpaduKu, KapThl, CXEMbI, TO OHH, KaK MPaBUIIO,
JOJDKHBL 0(OPMIIATECS B BHJE NPUIIOKEHUH, @ COOTBETCTBYIOLIME IYHKTBHI pEIIEHUS JOJDKHBI HMETh
CCBUIKM Ha 3TU IPUIIOKEHUS.

[IpeamOyna B mpoektax pemeHuid 3aBepriaercs cioBoM «PEIIMJIA», koTopoe mnedartaercs
MPOMUCHBIMU OYKBaMH MOTYXUPHBIM IIPUPTOM.

3.5. OnHOBpEeMEHHO ¢ pa3pabOTKOM MPOEKTa pelIeHHs! JOJKHBI ObITh OATOTOBJIEHBI MPEII0KEHUS
00 M3MEHEHUH U JONOJHEHUH WJIM MPU3HAHUU YTPATUBLUIMMH CHUJIY COOTBETCTBYIOLIUX paHEe U3JaHHBIX
PELIEHUI WK UX YacTeM.

[Tonoxxenus 006 M3MEHEHHMH, JOTOJHEHWU WM MPU3HAHUU YTPATUBIIMMHU CUJIY PaHEE W3/IaHHBIX
pELICHUI WM UX 4aCTEH BKIIIOYAIOTCS B TEKCT IIPOEKTA PEILICHUS.

3.6. B mpoekTax pemieHuil ymoTpeOisioTcs TONbKO OQHUIMAIbHBIE HAWUMEHOBAHHS OPraHOB H
OpraHu3aLui.

3.7. TlpoekTpl pelieHUH AOJKHBI HWMETh 3aroJioBOK, B KpaTkol (opme oTpakaronmi ux
coJlepKaHue.



3aroJ0BOK IEYaTaeTcsi ¢ MPOMUCHON OYKBBI MONTYXUPHBIM MIpUGTOM. Touka B KOHIIE 3arojloBKa He
CTaBUTCA.

3.8. IlogrotoBienHble U OQOpPMIICHHBIE HAa OJIAHKAaX YCTAHOBJICHHON (OPMBI MPOEKTHI PEHICHUI
MO/IJTIKAT COTJIACOBAaHUIO, KOTOPOE 0OPMIISIETCSI BU3OM.

Buza Bkimogaer B ce0st JODKHOCTh M JIMYHYIO TMOAMKMCH BU3UPYIOMIETO, pacIM(pPOBKY MOAIHUCH.
Buspel mpocTtaBistoTcss Ha OOOPOTHOM CTOPOHE IMOCIEIHEro JIMCTa IEePBOTO JK3EeMIUISIpa MpOoeKTa
pelIeHus.

3.9. IIpoeKThl peleHni B 0053aTEIbHOM MOPSIAKE BUSUPYIOTCS:

UCIIOJIHUTEIIEM;

3amectuTesieM ['naBsl a cenbckon J{ymsl;

3.10. K mnpoekram pemieHud, MperycMaTPUBAIONIUM TMOOIIpEeHHuEe PaOOTHHUKOB, MPUIATAIOTCS
COOTBETCTBYIOIIME  XOAATaiiCTBA, a MpPEeIyCMaTPUBAIOIIMM JIUCLUUILUIMHAPDHOE  B3bICKAHHUE, -
OOBSICHUTENIbHBIC 3aITUCKH PAOOTHHUKOB, TOMYCTUBIINX HAPYIICHHUS.

[TpoekThl peleHuil corinacoBbIBAIOTCS (paccMaTpUBAIOTCs) He Oojee ueM B JBYXIHEBHBIA CPOK B
KaKI0U MHCTAHIIUH.

[IpunoxkeHrs M NMOSICHUTENbHBIE 3alMUCKM K IPOEKTaM PELICHHM BU3UPYIOTCS HCHOJIHUTENEM Ha
JIMLEBOM CTOPOHE MOCIIETHETO JINCTA MPUIOKEHHS U MOSICHUTEIbHOU 3aUCKHU.

3.11. Ecnium B mpouecce coriacoBaHusi B MPOEKT BHOCATCA W3MEHEHMs, MEHSIOLIUE €ro
[IEpBOHAYAJIbHBII CMBICII, TO OH MOJIEKUT IOBTOPHOMY BU3UPOBAHMIO.

[Tpu HanMuuU y TUIA, BUSUPYIOLIETO MPOEKT PelIeHHs, 0CO00ro MHEHHU (3aMe4aHHii) OH Jenaet 00
3TOM OTMETKY IpH Bu3upoBaHuu. Ocoboe MHEHHE (3aMEUYaHK€e) BUSUPYIOLIETO MO IPOEKTY PELICHUS, KaK
MIPaBUJIO, U3JIATaeTCsl OTAEIBbHO U IMPUJIAraeTcs K MPOEKTY PELICHUS.

[Ipy HamMYMM HEYCTPAHEHHBIX pPa3HOIJIACUNM JOJKHOCTHBIX JIMI, BHU3UPYIOLUIUX JIOKYMEHT,
OKOHYATEJIbHOE pellieHue npuHuMaert ['aBa cenbckoil Jlymbl, MOANMCHIBAIOIIUN 3TOT JOKYMEHT.

3.12. TIpoexTsl pelieHuid, MOArOTOBJIEHHBIE C HapyIIEHHEM TpeOOBaHMM, MPEAbSBIIEMbIX K HX
COCTaBJIEHUIO U O(OPMIIEHUIO, BO3BpAILAIOTCS Ha J0pabOTKYy OJKHOCTHBIM JIMIIaM, BHOCHBIIMM
IIPOEKTHI pEHICHUM.

3.13. IloaroroBieHHbIE ISl MOANMCAHNS PEIIEHUS U PAaCHOPSKEHUS CEIbCKOM Jlymbl nepenarorcs
CEKpeTapro ceabCKoil JlyMbl i1 MPEIOCTAaBICHUSI Ha MOJINCH.

3.14. Pemenus u pacnopsbkeHus, noanucanuelie ['1aBoi cenbckoi Jlymbl, IepefaroTCcsi CEKpeTapro
cenbckoi  Jlymbl uis  odopmileHHsT U BBIIyCKA. BbIMyckaeMmbIM peIIeHUSAM U PacHoOpsKEHUSIM
IIPUCBaNBAIOTCS MOPSAKOBBIE HOMEpPA B NpeeaX KaJIEHIapHOTO rojia.

Pemennss u pacnopsikeHHs perucTpupyrorcss pasaenbHo. [Ipu 3ToM  pacnopsbkeHuss mnpu
PETUCTpALMK [TOAPA3AEIAIOTCS HAa PACIIOPSKEHUS IO OCHOBHOM J€ATEIBbHOCTH, INYHOMY COCTABY.

K nopsinkoBoMy HOMEpY pacnopshKeHHIl - MO JMYHOMY COCTaBy celbckod Jlymbl uepes neduc
no6aBnseTcs - OYyKBa «K».

3.15. Konuu penieHuii, 3aBEpeHHbIE IE€YAThIO, HAIMPABISIOTCS aJpecaTaM COTJIACHO YKa3aTelto
PacChbUIKH, COCTABJIIEHHOMY M MOJINHCAHHOMY HWCIIOJIHUTEIEM, NPUYEM PEIICHUS, U3MEHSIOUINE WIH
JIOTIOJIHSIIOIINE PaHee NPUHATHIE PEIICHHs, HANpaBSIOTCS TEM OpraHaM M OpraHu3alusM, KOTOPbIM
MOCBUTAJIUCH PaHEE MPUHATHIE, WM UX PABOIPEEMHUKAM.

3.16. IlomnMMHHUKKN pELIEHWH M PACIOPSKEHUN cenbCKoM [[ymbl BMecTe ¢ JOKyYMEHTaMH, Ha
OCHOBAHUU KOTOPBIX NMPHHATO PELICHUE, U JINCTOM PACCHIIKU OCTAIOTCS y paOOTHHKA OTBETCTBEHHOI'O 3a
BEJICHUE JIeIONPOU3BO/JICTBA.

4 . IloaroroBka U opopMiIeHHe OTAEIbHBIX BH/I0B IOKYMEHTOB
4.1. IIpoToko.

4.1.1. IIpoTrokon cocTaBisieTCs Ha OCHOBAaHUM 3aIMCEN, NMPOU3BENCHHBIX BO BPEMS COBEILAHUS
(3acenaHus), MpeACTAaBIEHHBIX TE3UCOB JOKJIAI0B U BBICTYIIJIEHUH, CIIPABOK, IPOEKTOB PELLIEHUN U JIp.

3anucu Bo BpeMs 3aceiaHusi, cOOp MaTepuasioB U MOArOTOBKA TEKCTa BO3JIAraloTCsl Ha COTPYAHUKOB
MOJIpa3/ieIeHu i, TOTOBUBIIMX BOMPOCHI K 00CYKIeHHI0. TeKCT MPOTOKOJIA JOJKEH OBITh TIOJATOTOBJICH HE
MI03/IHEE YEeM Yepe3 TPU JHA CO AHS 3aCeAaHusl.

4.1.2. TekcT NOJIHOTO MPOTOKOJIA, KAK MIPaBUIJIO, COCTOUT U3 ABYX YacTEeil: BBOAHON U OCHOBHOM.



Bo BBOJHOM YacTH yKa3bIBAKOTCA:
npeceaTeNb Win MpeIce1aTeNIbCTBYIOLINM;

CEKpeTapb.

[TpucyrcTBOBaMM - CHHMCOK NPUCYTCTBOBAaBIIMX WM OTChbUIKA K IIPUJIaraéMoOMy CIHCKY
IIPUCYTCTBOBABILHNX, €CJIU UX KOJIMUYECTBO MPEBBIIIAECT 15 yenoBek.

BBonHas dYacTh 3akaH4YMBAETCsl IOBECTKOW JHS - IE€PEYeHb paccMaTpUBAaEMbIX BOIIPOCOB,

IIEPEYUCIICHHBIX B MOPSJIKE UX 3HAYMMOCTH, C YKa3aHMEM JOKIAAUMKA IO KaXJOMY IYHKTY IOBECTKU
nas. Kakaplii Bompoc HymepyeTcst apadckoi mudpoid, ¥ ero HauMeHOBaHHUE HaYMHAeTcs ¢ npeasiora "O"
("O06"), KoTOpBIil meyaTaeTcst OT TPAHUILIBI JIEBOTO TIOJIS.

OcHoOBHasi 4acTb MPOTOKOJA COCTOUT W3 Pa3fesioB, COOTBETCTBYIOIIMX IMYHKTaM IOBECTKHU JIHS.
TexcT kaxx10ro paszena u3jnaraercs OT TPETHETO JIMLA MHOYKECTBEHHOTO JIMLA U CTPOUTCS 110 CXEME:

CJIVIIAJIA - BBICTYIIWJIA - PEHIWJIIN.

OcHOBHOE cojepKaHHME JOKIAJA0B M BBICTYIUICHMH IIOMENIAeTCs B TEKCTE IPOTOKOJIA WU
mpuiiaraercd K HeMy; B IIOCIEAHEM Ccily4yae Jelaercsi B TeKCTe CHOcka "TeKcT BBICTYIUICHUSA
npuiaraerca”. PenieHue B TEKCTE MPOTOKOJIA TIEYATAETCsl TOJIHOCThIO; P HEOOXOJUMOCTU MPUBOASTCS
UTOTHU TOJIOCOBAHMUS.

Copnepxanrie 0co00TO MHEHHS, BBICKA3aHHOTO BO BpEeMsI OOCYKICHHS, 3aIHCHIBACTCS B TEKCTE
MIPOTOKOJIA TIOCTIE COOTBETCTBYIOLIETO PEIICHHUS.

4.1.3. Jlonyckaercs kKpaTkas ¢opMa COCTaBJICHHS MPOTOKOJA. TEKCT KPaTKoro MPOTOKOJIA TAKKe
COCTOMT U3 JBYX 4Yactei. Bo BBOAHOW YacTHM yKa3blBAlOTCA HMHHUIMAIBI U (Qamuinus
npeJcenaTeNbCTBYIOMero (mpeacenarens), a Takke JODKHOCTH, WHUIHMANbl, (QaMUINH  JIHII,
MPUCYTCTBOBABIIUX HA 3aCE/IaHUU.

OcHoBHast YaCTh POTOKOJIA BKJIFOYAET paccMaTpUBAEMbIE BOIIPOCHI U MPUHSATHIE IO HUM PEILIECHUS.

4.1.4. TIpoTOKOA MOJAMUCHIBAETCS MpEACENaTeNIbCTBYIONIMM Ha 3aceJaHuu U cekperapeM. [laToi
MIPOTOKOJIA SIBJISIETCS J1aTa 3ace/laHusl.

ITpoTokosaM NMpPUCBAaUBAIOTCS MOPSAKOBBIE HOMEpPA B IIpelenax KaJIEHJApPHOTO rojia OTAEIbHO IO
KOKJIOW Tpynme MpPOTOKOJOB: MPOTOKOJBl COBELIAHHM, IPOTOKOJBI COBETOB U Jp., KOTOpBIE
PETUCTPUPYIOTCST B MOAPA3JIENECHUIX celbCcKor Jlymbl. IIpOTOKOIBI COBMECTHBIX 3aceJaHUl HMMEIOT
COCTaBHbIE HOMEpa, BKJIIOYAIOIIME TIOPSIKOBBIE HOMEpa IPOTOKOJOB OpraHU3aluil, MPUHUMAaBIIMX
y4acTHE B 3aCEIaHUN.

4.1.5. Konuu npoTokoyioB IpU HEOOXOAMMOCTH PACChIIAIOTCS 3aMHTEPECOBAHHBIM OPTaHU3alMsIM U
JOJDKHOCTHBIM JIMIIAM B COOTBETCTBHM C YKa3aTeJIEM PACCHUIKM; yKa3aTellb COCTABIIAET U MOANUCHIBAET
OTBETCTBEHHBIIN HCIIOJHUTEND MTOAPA3IEICHUs], TOTOBUBIIETO PACCMOTPEHHE BOIIPOCA.

4.2. CayxeOHble NHCbMA

4.2.1. CnyxeOHble TTUChMa - OOOOIIEHHOE HAa3BaHHE PA3NIUYHBIX MO COAEPKAHUIO JOKYMEHTOB,
MePEChUTIAEMBIX T10 TT0UTe, (haKCy WU APYTUM CIIOCOOOM.

[TuceMo T11€7MIECO00pa3HO TOTOBUTH MO OJHOMY Bompocy. Eciam HeoOXoaumo oOpaTUThCS B
OpraHU3alHI0 OJHOBPEMEHHO 10 HECKOJBKAM pa3IMYHBIM BOMPOCAM, PEKOMEHAYETCS TOTOBUTH
OTJIENbHBIE MIChMA M0 KAXKIOMY U3 HUX.

[luceMO MOXKET cojaepKaTh HECKOJIBKO BOMPOCOB, €CIM OHHM B3aWMOCBS3aHBI WU OyIyT
paccMaTpuBaTHCS B OJTHOM CTPYKTYPHOM TOJIpa3AelieHUU OpraHu3alunu-aapecara.

4.2.2. B nenoBoil mnepenucke npuHATa (opMa U3NO0XKEHHUS TEKCTa OT MEepBOro Julla
MHOKECTBEHHOTO YucIia (IPOCUM, cooOIaeM, HarpaBisieM, HallOMUHAEM, BBICHUIAEM U T.11.).

®dopma U3TOKEHHST TEKCTa MUChbMa OT MEPBOTO JUIA €IWHCTBEHHOTO YHCHa (TMpOIy, Mpesjarao,
HaAMpaBIIAO U T.J.) B TOM CIy4ae, €CId MUChbMO HOCUT KOH(HIEHIIMATHHBIA XapaKTep WU COACPIKHUT
NepcoHaNbHOE O0OpallleHue K ajipecary.

Tekcr nmuceMa, Kak IIPaBUIIO, COCTOMT M3 JIBYX 4acTeil. B mepBod uyacTu u3naraercs IpUYMHA,
OCHOBaHUE WM OOOCHOBAaHUE COCTABJICHUS MUCHbMA, MIPUBOJATCS CCHUIKM HA JOKYMEHTBI, SBISIOLIUECS
OCHOBaHUEM MOJATOTOBKH MHCbMa. Bo BTOpO# yacTw, HauMHAIOIIEHCsS ¢ ab3ala, MOMEIIal0TCs BBIBOIBI,
MIpeIIOKEHUS], MPOCHObI, pEIIeHUs U T.1I.



4.2.3. Cnyxe0Hble NHUChMa IEYATAIOTCS Ha COOTBETCTBYIOIIMX OJaHKaX, MCHOJB3YIOIIUXCS B
cenbckoit Jlyme (popma Ne 3). CiyrxeOHbIe TMCEMa 3apyO€KHBIM ajipecataM 0(hOpMIISIFOTCS Ha OJaHKax
WIX Ha CTAaHJIAPTHBIX JIUCTAaX OyMaru.

[Ipu odopmieHnun mucbMa Ha JBYX U 0OoJjiee CTpaHUIAX BTOpas M IMOCIEAYIOLIUE CTPaHHIIbI
HYMEPYIOTCSI TIOCEpEIMHE BEPXHET0 MOJIS JIUCTa apabCKUMU I pamH.

K mpoekTtam nuceM mpuiararoTcs UX KOMHH, a TaKKe MaTepHalibl, HA OCHOBAHMM KOTOPBIX OHH
[IOATOTOBJICHBI.

4.2.4. [IpoeKThl MUCEM BU3HPYIOTCS:

Hcnonaurenem;

I'maBoit cenbekoit Jlymbl.

4.2.5. TloanucaHHbple NMUCbMa NEPENAIOTCS HCIOJHUTENEM B 3-X 3K3EMIUIIpaX CEKpeTapro, Ul
pEerucTpaly U OTHPaBKH, 1 5K3. BO3BpAILAETCSl MCIOJHUTENIO MOCJIE PETUCTPAIMK JUIsl JalbHEUIIero
MCIIOJIb30BaHUs B paboTe.

[Tucema, opopmiieHHBIE B HapylleHHe HacTosied MHCTpyKiuu, K OTIpaBKe HE NMPUHUMAIOTCS U
BO3BPAIIAIOTCS] UCTIOJIHUTENSIM Ha JOPAOOTKY.

4.3. Tenrerpamma

4.3.1. Tenerpamma - KpaTKo€ TEKCTOBOE COOOIEHHE, MEepeJaHHOE WU MpeAHAa3HAuYCHHOE s
nepeiayn CPeICTBAMHU TeIerpaHON CBS3H.

TenerpamMmmMa qofkHa OBITH YETKO U pa300OpUYMBO HAMKCaHA WM HaleyaTaHa Ha JIMIEBOM CTOpPOHE
TenerpadHoro OJlaHKa WIM Ha cBeTJIoW Oymare. VcrpaBieHus, IOTINCTKH, BEIYCPKUBAHUS M BCTABKH,
BHECEHHBIE B [10/IaBAEMYIO TEJIETPAMMY, TOJKHBI OBITH 3aBEPEHBI MTOANUCHI0 OTIPABUTES.

4.3.2. Tenmerpamma J0JDKHA cojaepXkaTb aJpec M HauMEHOBaHHE ajpecaTa (€ciM aapecaToM
SBIIACTCS TPAXKIAHUH - (PAMIIIMS U 110 JKEJIAHUIO OTIPABUTENS UM M OTYECTBO WJIM MHUIIMAIIBI aJIpecara;
€CJIM aJIPECATOM SIBJISIETCS JOJDKHOCTHOE JIUIO - HAMMEHOBAHHME OPTaHU3allHU, JOJIKHOCTD, (PaMUIIHS U 110
KEIAHUIO OTIPABUTENS UMSI M OTUECTBO WJIM MHHIIMAIBI JOJDKHOCTHOTO JIMIIA; €CIIH a/IpeEcaToM SBIISETCS
OpraHu3aIys - HAMMEHOBAHUE OPTaHU3allMN), TEKCT TeJIETPAMMBbI, IOJTUCH OTIPABUTENS, OTMETKHU (€CITH
MMEIOTCS) O KaTeTOPUH U BHJIE TIepejaBaeMOii TeIerpaMMBbl.

4.3.3. lludper B Tenerpamme MOTYT yKa3bIBaThCs JIMOO 3HAKaMH (P, MO0 MOTHBIMH CIOBaMH.
Copep:xaruecss B TEKCTE€ TeJerpaMMbl YHCIIOBbIE 3HAYEHHs, TOUHOCTh IMepeladll KOTOPHIX Ba)KHA IS
MOJIH30BATEIS, JIOJHKHBI YKA3bIBATHCS TTOJIHBIMU CIIOBaMH.

4.3.4. 3HaKu «TOYKa», «3aMsATas», «KaBBIYKW», a TAKKEe 3HAK «CKOOKa» MOTYT YKa3bIBaThCS B
TeJerpaMMe TMOJTHBIMA JTUOO COKPAIICHHBIMH CJIOBAMU («TUK», «3MT», «KBUY», «CKO» COOTBETCTBEHHO),
00 COOTBETCTBYIOIIUMU CUMBOJIbHBIMH 3HAKAMHU.

3HAKU «BOIIPOCUTENBHBIA 3HAK», «THPE» (KMHUHYC»), <«IUIIOC», «IpoOHas depTay MOIYT
yKa3bIBaThCS MOJTHBIMU CIIOBAMU JINOO COOTBETCTBYIOIIMMH CHMBOJIBHBIMU 3HAKAMHU.

3HaK «HOMEP» MOXKET YKa3bIBaThCS MOJIHBIM CIIOBOM JIMOO COKPAIICHHBIM CIIOBOM «HP».

Jpyrue 3HaKu MOTYT yKa3bIBaThCs TOJBKO MOJHBIMH CIIOBAMH.

4.3.5. 3HaKy NMpenuHaHUusI B BUJE COOTBETCTBYIOIIMX CHUMBOJBHBIX 3HAKOB, KPOME CHUMBOJBHOTO
3HaKa «-», TOJKHBI MUCATHCS B TEIErpaMMax Mocie MpeAbIAyIIero cioBa (rpymmsl udp) 6e3 HHTepBaia
Y CYMTAIOTCS C HUM KaK OJIHO CJIOBO.

CuMBOJIBHBIE 3HAKU «+» (TUIIOC) M «» (IpoOHas 4yepTa) MEXAYy CIOBaMH JOJIKHBI MHUCATHCS C
WHTEpBAJaMU MEXy MPEIIISCTBYIONUMU M TMOCIEAYIONMMA CIOBAMH M CYUTAIOTCA KaK OTACIIbHBIC
CIIOBa, a MEeXAY I pamMu - 6€3 HHTEPBAIOB U OTJEIBHBIMU CIIOBAMHU HE CYUTAIOTCS.

Bce 3Haku, HamMcaHHBIE TMOJHBIM WM COKPAIICHHBIM CJIIOBOM, JIOJDKHBI MHCATHCS C WHTEPBAJIOM
MEX 1y MPEIIeCTBYIOMIMMHE U MOCIEAYIONTUME clIOBaMH, Iu(pamMu, 3HAKaMU.

4.3.6. Tenerpamma omKHA OBITH HAITMCAHA B CIIEAYIONIEH MTOCIIEIOBATEILHOCTH:

OTMETKA 0 KaTErOPHUH TeJIEeTPaMMBI (TP MOJa4e TeIerpaMMbl KATETOPHH «OOBIKHOBEHHAS» OTMETKA
0 KaTerOpuH HE yKa3bIBACTCs);

OTMETKA O BUJIC TEJIETPAMMBEI;

ajipec, Mo KOTOPOMY JI0JI>KHA OBITh IOCTaBJIEHA TeJlerpaMMa, C YyKa3aHHEeM HauMEHOBAaHUS aJipecara;

TEKCT TeJIeTPaMMBl;



MOAMKUCH OTIIPABUTETIS.

4.3.7. TenmerpamMmma MOXET HANpPABIATHCA B OAMH WJIM HECKOJIBKO aJpecoB (MHOroaapecHas
tenerpamma). [Ipu nmogaye MHOroapecHoOi TeaerpaMmbl ¢ OJTHUM U TEM K€ TEKCTOM IOJAETCs CTOJIBKO
HK3EMILIIPOB TeJerpamMMbl, CKOJIBKO aJpecoB YyKa3aHO. B aapecHoil uyacTH KaxkI0il Telmerpammbl
YKa3bIBAETCS TOJILKO TOT MYHKT, Ky/1a CIEAYET JOCTaBUTh TEIErpaMMy.

4.3.8. llognucanuas TenerpaMMa (M 3aBU3MpPOBAHHAS WCIIOJIHUTENEM KOMHS TeJIerpaMMbl)
MepeaaeTcsi CeKpeTapro JJisk PEruCTpali U OTIPABKH.

4.3.9. Teneponorpammel B azipec I'n1aBbl cenbCkoi JlyMbl TPUHUMAIOTCSI, 3aIIMCHIBAIOTCS B )KypHaJIe
u nepenarorcsa ['nase cenbcko [Jymbl.

4.4. JloroBopbI U COTJIALIEHUS

4.4.1. Tlpu obopmiieHHH MPOSKTOB JOTOBOPA U COTJIAIICHUS HEOOXOAUMO:

HAJIMYUE BU3bI HCIIOJTHUTEIS,

HaJIM4YUe TMOUIMHHUKOB, KOTOPBIE JOJKHBI COOTBETCTBOBATH KOJIMYECTBY CTOPOH, YUYaCTBYIOIINX B
MOJANMCAHUY JIOTOBOPA WJIH COTJIAIICHUS;

€CJIM CTOPOHBI, YYACTBYIOIIME B MOJIMUCAHUU, SBISIFOTCS PAa3HOS3BIYHBIMHU, TO TEKCTHI JOTOBOPOB
(cormarenuii) opOPMIISFOTCSI Ha JIBYX HJIM HECKOJIBKUX SI3BIKAX B 3aBUCHMOCTH OT YUCJIa CTOPOH.

4.4.2. llognucaHHble M YAOCTOBEPEHHBIC NEYATAMU ABYMS (WM HECKOJBKUMH) CTOPOHAMHU
JIOTOBOPBI M COTJIALIICHUS TIEPEIAlOTCS B COOTBETCTBYIOIICE CTPYKTYPHOE MOIpa3iesieHue sl KOHTPOJIS
WX UCIIOJIHEHUEM.

[TonTMHHWKA JTOTOBOPOB M COMJIAINICHUH XPaHATCS B 3aMHTEPECOBAHHBIX CTPYKTYPHBIX
MOJpa3IeJICHUAX CENbCKOU J[yMBbl.

5. OO0mue TpeOGOBaHUS K CO3JaHUIO JOKYMEHTOB
5.1. O0mue TpeGoBaHNsA K NOATOTOBKE MOCTAHOBJICHU, PACTIOPSIKEHUH, TOPYYeHHI,
nucem

5.1.1. TlocTaHOBNIEHUS, PACHIOPSKEHMSI, TOPYUEHUS, IUCbMaA CENbCKOW JlyMbl MOTYT CO3/1aBaThCs
Ha OyMa)XKHOM HOCHUTEJIE U B 3JIEKTPOHHOHU (hopme ¢ cOOJII0/IEHNEM YCTAaHOBICHHBIX IIPABUI 0(OPMIICHUS
JOKYMEHTOB.

5.1.2Ilpu  co3gaHuu  JNOKyMEHTa Ha JBYX M Oo0Jiee CTpaHUIAX BTOPYIO M TOCIEAYIOIINE
CTpaHMIIb HyMEPYIOT.

Homepa crpanui npoctaBisitoTcs MOCEPEAMHE BEPXHEro MOJs JIOKYMEHTAa Ha pPAcCTOSHUU He
MeHee 10 MM OT BEpXHETO0 Kpas JTUCTA.

JomyckaeTcss co3gaHue JOKYMEHTOB Ha JHIEBOM M 000poTHOW cropoHax uwucra. [lpu
JBYCTOPOHHEM CO3/IaHUU TOKYMEHTOB LIMPHHA JIEBOTO MOJIS HA JIMIIEBOM CTOPOHE JINCTA ¥ IIPABOIO MOJIA
Ha 000POTHOM CTOPOHE JIUCTA JIOJDKHBI OBITH PABHBI.

5.1.3. IlpeAnodTuTeNnbHBIMU TAPHUTYPAMHU U pa3MepaMu MpU(TOB Ui peKBU3UTOB JOKYMEHTa
saisgercs Times New Roman Ne 13, 14.

[Tpu cocTaBieHNH TaOIUIL JOMTYCKAETCS MCIIOb30BaHUE MIPU(PTOB MEHBIINX Pa3MEPOB.

5.1.4. AG3auHbIil OTCTYI TEKCTa T0KyMeHTa - 1,25 cM.

3aroJ0BKM pa3/esioB U MOJApa3/esioB MevaTaroTcs ¢ a03alHbIM OTCTYIOM WM HEHTPUPYIOTCS IO
LIMpPUHE TEKCTAa.

MHOroCTpOoUHbIE PEKBU3UTHI II€YATAKOTCS YEPE3 OANH MEKCTPOUYHBIN MHTEPBAJl, COCTABHbIE YaCTH
PEKBU3UTOB OTACIAOTCA OOIMOJTHUTCIbHBIM HHTCPBAJIOM.

TekcT nokymenTa nevaraercs yepes 1 - 1,15 MeXCTpoUHBIX HHTEpBAIA.

Ecan AOKYMCHT I'OTOBUTCA JIA U3AaHHUA C YMCHBIICHHUEM MacmTa6a, TEKCT MMCYATaACTCA 4Y€PE3 ABa
MHTEpBaJIa.

HNHuTepBan mexay OyKkBaMH B CITIOBaX - OOBIYHBIH.

WHTepBall MEXIy CIIOBaMH - OIMH IPOOe.

5.1.5 TekcT noKyMeHTa BhIpaBHUBAETCS 1O IIMPHUHE JIKCTA (TI0 TPaHUIIAM JICBOTO U TIPABOTO IMOJICH
JOKYMEHTA).



JimHa caMoii JUTMHHON CTPOKH PEKBU3UTA IPH YTIIOBOM PacIlOJIOKEHUH PEKBU3UTOB He Oojee 7,5
CM.
JlnuHa camMoil JJIMHHOW CTPOKM PEKBU3HUTA IPU IPOAOIBHOM PACIOJI0KEHUM PEKBU3UTOB HE
Oonee 12 cm.
5.1.6 PekBU3HUTHI «ampecary», «3aroJioBOK K TEKCTY», «IOJIUCH», BBLICTSIOTCS MOTYKHUPHBIM
mpuQTOM.
5.2. PeKBM3UTHI IOKYMEHTAa
5.2.1. Ilpu nmoarotoBke U O(OPMIIEHUU TOKYMEHTOB HCIIONb3YIOT PEKBU3UTHI, OMPEICIICHUS
koTopbix npuseneHsl B 'OCT P 7.0.97:
01 - rep6 (I'ocynapctBenHsbIi Tepd Poccuiickoit @enepanuu, repd cyonrekra Poccniickoit
®enepanyn, repod (repaibIndecKuii 3HaK) MyHHIIUIIAIBHOTO 00pa3oBaHus);
02 - smbaeMma;
03 - ToBapHBIi 3HAK (3HAK OOCTYKUBAHU);
04 - ko popMBI TOKYMEHTA;
05 - HanMeHOBaHKE OpPraHU3aIMU - AaBTOPA JIOKYMEHTA,
06 - HauMeHOBaHKEe CTPYKTYPHOTO MOpa3AeICHUS - aBTOpa JOKYMEHTA;
07 - HauMeHOBaHNE TOJHKHOCTH JIMIIA - aBTOpA IOKYMEHTA;
08 - cnpaBouHbIC TaHHBIC 00 OpPraHU3aIUN;
09 - HauMeHOBaHKE BHJIA JIOKYMCHTA,
10 - nara nOKyMeHTa;
11 - perucTpauOHHBIA HOMEP TIOKYMEHTA;
12 - ccpinka Ha perucTpalMoOHHbII HOMED U AaTy MOCTYNUBIIETO JOKYMEHTA;
13 - MecTo cocraBneHus (M3AaHUS) JOKYMECHTA,
14 - rpuc¢ orpaHuydeHus AOCTyNa K JOKYMEHTY;
15 - anmpecar;
16 - rpud yTBEepKICHUS JOKYMEHTA;
17 - 3aronoBOK K TEKCTY;
18 - TekcT TOKyMEHTa;
19 - oTMeTKa 0 MIPHUIIOKEHHH;
20 - rpud coriacoBaHus JOKYMEHTa,;
21 - Bu3a;
22 - NOAINCE;
23 - oTMeTKa 00 AJIEKTPOHHOMN TOIHCH;
24 - eyarts,
25 - oTMeTKa 00 UCIIOITHUTEIIE;
26 - oTMETKa O 3aBePEHUH KOIIHH;
27 - OTMETKA O TIOCTYIUICHUH TJOKYMEHTA;
28 - pe3ontonus;
29 - oTMETKa 0 KOHTPOJIC;
30 - oTMeTKa 0 HalpaBJIeHUH JJOKYMEHTa B JIEJO.

5.3. O¢opmiieHue peKBU3UTOB TOKYMEHTOB

5.3.1. 'ep6 myHHUIIUTIATEHOTO 00pPa30BaHMS BOCTIPOM3BOIUTCS HA OTaHKAX TOKYMEHTOB B
cOoOTBETCTBUM ¢ {PeaepanbHbIM KOHCTUTYLIMOHHBIM 3aKOHOM OT 25.12.2000 Ne 2-DK3 «O
INocynapctBerHom repoe Poccuiickoit deneparnny, 3aKOHOAATEILHBIMA U UHBIMH  HOPMATHBHBIMHU
MPaBOBBIMU aKkTamu cyObekToB Poccuiickoit denepariuu 1 HOPMATUBHBIMU MPABOBBIMH aKTaMH OPTaHOB
MECTHOTO CaMOYITPaBJICHHUS.

HN3o6paxkenne repba oprana MECTHOTO CaMOYIIpPaBJICHHUs IIOMEIIAETCS II0 CEepelrHe
BEPXHEro MoJjisi O1aHKa JOKYMEHTa HaJl peKBU3UTaMU OpPTraHU3alliy - aBTOpa TIOKYMEHTa, Ha PacCTOSIHUU
20 MM OT BEpXHETO IOJIs.

5.3.2. DMbnema opraHm3anuu, pa3paboTaHHAs M YTBEP)KICHHAs B YCTAaHOBJICHHOM IOPSIJIKE,
pa3Mmemniaercs B COOTBETCTBHM C HOPMAaTHBHBIMHM IIPaBOBBIMHM AaKTaMH Ha OJaHKaX: JOKYMEHTOB



(benepanbHBIX OPraHOB TOCYNAapCTBEHHOW BIACTHU (32 MCKIIOYEHHEM CIIy4aeB, MpPeayCMaTpUBAIOIIMX
ucrnosib3oBanue u3zoOpaxenus ['ocynapcrBeHHoro repba Poccuiickoii denepanun), TeppUTOpUAIBHBIX
opraHoB (efiepalibHBIX OPraHOB TOCYAAPCTBEHHOM BIACTH, TOCYIApPCTBEHHBIX W HETOCYIapCTBEHHBIX
opranuzanuii. 3o0paxeHue sM061eMbl IOMEIIAETCs 110 CEpeIMHE BEPXHETO I10JIs OJIaHKa JTOKyMEHTa HaJ
PEKBU3UTAMU OpraHU3alluy - aBTOPA JOKYMEHTA, Ha paccTOssHUU 20 MM OT BEpPXHETO Kpast JIUCTa.

5.3.3. Toapuplii 3HaK (3HaK OOCITY)XHUBaHHs), 3aPETHCTPUPOBAHHBIH B YCTaHOBJICHHOM
3aKOHOJATEIBCTBOM MOPSAKE, BOCIIPOM3BOAUTCS Ha OJaHKAaX OpraHM3aldii B COOTBETCTBUHU C YCTaBOM
(monmoskeHrem 00 opranuzaium). M3o0pakeHrne ToBapHOTo 3HaKa (3HaKa OOCITY)KUBAHHMS ) TTOMEIIASTCS 110
CepeIMHE BEPXHETOo MoJisl OJaHKa JOKYMEHTA HaJl pEeKBU3UTAaMHU OpPraHU3allly - aBTOpa JOKyMEHTA, WIH
ClieBa Ha ypOBHE HAaMMEHOBAaHUS OpraHU3allud - aBTOpa JOKYMEHTa (JONYyCKaeTCsl 3aXBaThIBATh YacTb
JIEBOT'O TOJISA).

Hapsiny ¢ ToBapHBIM 3HakoM (3HaKOM OOCIIy)KMBaHMs), Ha OJaHKaX JOKYMEHTOB MOXET
YKa3bIBaThCSl KOMMEpUECKOoe 0003HaUCHUE IOPUANIECKOTO JIUIIA.

5.3.4. Kox ¢opmbl JOKyMEHTa MPOCTABIsAETCS Ha YHU(UIUPOBAHHBIX (OpPMAX TOKYMEHTOB B
cooTBeTcTBUM ¢ OOuiepoccuiickum kiaccupukaropom ynpasieHueckor nokymeHtauuu (OKVY]) umm
JIOKAJIbHBIM KJIACCU(PMKATOPOM, pacrojiaraercsi B IPaBOM BEPXHEM YIily paboyero mojsi JOKYMEHTa,
cocTouT u3 cioB «Popma 1oy (HanMeHoBaHUe Kilaccu(ukaropa) u UG pPOBOro Koaa.

[Ipumep - ®opma no OKVY L 0211151.

5.3.5. HaumeHoBaHHe oOpraHuM3alMM - aBTOpa JOKyMEHTa Ha OJaHKe JOKYMEHTa JOJDKHO
COOTBETCTBOBATh HAaMMEHOBAaHUIO OPUAMYECKOIO JIMIA, 3aKPEIUIECHHOMY B €ro y4peIuTeIbHbIX
JNOKyMeHTax (ycraBe Wi mnosnoxeHuu). Ilog HaumMmeHOBaHHMEM oOpraHu3aluu B CKOOKax yKa3blBaeTcs
COKpaIlleHHOE HAUMEHOBAaHUE OpPraHU3alli, €CJIH OHO MPEAYCMOTPEHO YCTaBOM (TIOJI0KEHUEM).

Han  HanMeHoBaHMEM opraHMsali - aBTOpa JOKYMEHTa  YyKas3blBaeTcs  IOJIHOE WiIn
COKpallleHHOE HAUMEHOBAaHUE BBIIIECTOALICH OpraHu3aluy (Ipy ee HaJIUYuHm).

5.3.6. HaumeHoBaHue JOKHOCTH JIML@ - aBTOpa JOKyMEHTa MCIONb3yeTcs B OJaHKax
JOJDKHOCTHBIX JIMI[ M pacmojiaraercs IojJ HAaWMEHOBAaHHUEM OpraHu3alMd WM HauMEHOBaHUEM
TeppuTopuu (Kpasi, 00JaCcTH, aBTOHOMHON 00JIaCTH U JIp.), €CIIM JOKYMEHT M3JIaeT PYKOBOAUTEINb OpraHa
BiacTu cyowrekta Poccuiickoit denepannu, MyHMIMIAIBHOTO 00pa3oBaHus. HaumMeHoBaHME HOIKHOCTH
JUIia - aBTopa JOKYMEHTa YKa3blBaeTCsi B COOTBETCTBUM C HAaMMEHOBAaHHEM, IPHUBEICHHBIM B
pacnopsAUTEILHOM JOKYMEHTE O Ha3HAYEHUH Ha JOJDKHOCTD.

5.3.7. CnpaBouHble JaHHbIe 00 OPraHU3alMM YKa3bIBAIOTCA B OJaHKaX MHCEM M BKIIOYAOT:
IIOYTOBBIN aznpec opranusanuu (cornacHo IIpukasy MuHucTEpCTBa CBSA3M M MacCOBBIX KOMMYHHUKaIUs
Poccuiickoit @eneparuu ot 31.07.2014 roga Ne 234, 1omoJIHUTENTHO MOXKET YKa3bIBAThCS aJIpec MecTa
HaXOXKJICHHUS FOPUAMUYECKOrO JIUIA, €CIM OH HE COBIAJaeT C MOYTOBBIM aJapecoM); HoMmep TenedoHa,
(akca, azpec 3JIEKTPOHHOM MMOYTHI, CETEBOM aapec.

5.3.8. HaumMeHoBaHue BHIAa JOKYMEHTA YKa3bIBae€TCsl Ha BCEX JIOKYMEHTAX, 3a MCKIIOUYEHHEM
JIENIOBBIX (CIyKEOHBIX) MUCEM, pacloyiaraeTcsl Moj PeKBU3UTaMH aBTOpa AOKyMEHTa (HauMEHOBAHHEM
OpraHM3aly, HAMMEHOBAHUEM CTPYKTYPHOT'O IIOPa3AeIeHNUs, HAUMEHOBAaHUEM JIOJIKHOCTH).

5.3.9. /lata 10KyMeHTa COOTBETCTBYET JaTe MOJMUCAHUs (YTBEP)KACHHUS) JOKYMEHTA WIN JaTe
COOBITHSL, 3a()UKCHPOBAHHOTO B IOKYMEHTE.

JlaTa noKyMeHTa 3amuiChIBaeTCs B MOCIIEOBATEILHOCTU: IEHb MECsIa, MECSIL, FOJl OTHUM U3 JIBYX
CIOCOOOB:

apabckumu rudpamu, pazaeneHHbiMA TOUKO0M: 05.06.2016;
CIIOBECHO-LIM(POBBIM criocoOoM, Hanpumep: «05» utons 2016 r.

5.3.10. PerucTpanMoHHBbIii HOMep JTOKyMeHTa - [U(QPOBOH WM OyKBEeHHO-IH(POBOIA
UACHTU(PUKATOP JIOKYMEHTa, COCTOSIIMH U3 TOPSAIKOBOIO HOMEpa JOKYMEHTa, KOTOpBIH, MOXKET
JOTIONTHATHCA U(PPOBBIMU WM OYKBEHHBIMU KOJaMH (MHAEKCaMH) B COOTBETCTBUU C UCIOJb3YEeMBIMU
knaccuukaropamMu (MHIEKCOM Jiefla 10 HOMEHKJIAType Jell, KOJOM KOPPECIOHJEHTa, KOAOM
JOJDKHOCTHOTO JIUIIA U Jp.).

5.3.11. Ccpliika HA perucTPAUMOHHBIA HOMeEpP M ATy MOCTYNHMBIIEr0 AOKYMEHTa BKJIIOYACT
PEruCTpaMOHHBIN HOMEP U JJaTy BXOJSIIEr0 HMHUIIMATUBHOIO IOKYMEHTA, Ha KOTOPBIN 1aeTCsl OTBET.



5.3.12. MecTo cocTaBjeHusi (M31aHUsI) TOKYMEHTA YKa3bIBaeTCs BO BCEX NOKYMEHTaxX, Kpome
JIENIOBBIX (CITYy’KEOHBIX) TMHCEM, a TaKKe JOKJIATHBIX, CIY>KEOHBIX 3aIUCOK M JPYIMX BHYTPEHHHUX
MH(POPMAIMOHHO-CIIPABOYHBIX JTOKYMEHTOB.

Mecto cocTaBiieHus (M3/1aHus1) JOKYMEHTA HE YKa3bIBA€TCs B TOM CJy4ae, €Clid B HAMMEHOBAHUU
OpraHM3alMy IPUCYTCTBYET YKa3aHHME HAa MECTO €€ HaxokJaeHus. MecTto cocraBiieHus (M31aHus)
JOKYMEHTA YKa3bIBa€TCA B COOTBETCTBUU C MPUHATHIM aIMUHUCTPATUBHO-TEPPUTOPUATILHBIM JCJICHUEM.

5.3.13. I'pu¢d orpanmueHuss AOCTyHna K JOKYMEHTY HIpPOCTaBJSIETCS B IPAaBOM BEPXHEM YTy
MIEPBOro JICTA AJOKYMEHTA (MPOeKTa JOKYMEHTa, COIIPOBOAUTENLHOTO MUChMa K JOKYMEHTY) Ha TPaHUIIe
BEPXHETO MOJIs PY HAUIMYMU B JOKYMEHTE MH(POPMAIIUH, JOCTYIl K KOTOPOH OTpaHUYECH B COOTBETCTBUH
¢ 3akoHomatenbcTBoM Poccuiickoit denepanuu. B coctaB rpuda orpaHudeHusi J0oCcTyna K JOKYMEHTY
BXOJUT OrpaHuuuTenbHas Hagnuch («/Qms cmyxeOHoro momb3oBanus», «KoHpuaeHIHaIbHOY,
«KoMmmepueckas TaifHa» WM Jp.), KOTOpass MOXKET JOMOJHITHCS HOMEPOM SK3eMIUIIpa JOKYMEHTa U
JIPYTMMU CBEJECHUSAMU B COOTBETCTBHMHU C 3aKOHOAATeNbCTBOM Pocculickont denepanuu.

Ipumep: «/L1s1 ciry:keO0HOT0 N0JIb30BAHU)
k3. Ne 1

5.3.14. Anpecar ucnonb3yercs npu opOPMICHHH JIEJOBBIX (CIyKEOHBIX) MHUCEM, BHYTPEHHUX
MH(OPMAIIMOHHO-CIIPABOYHBIX JOKYMEHTOB (JIOKJIaIHBIX, CITY’)KEOHBIX 3aIMCOK U JIp.).

AJnpecaToM TOKyMEHTa MOXET ObIThb OpraHu3alus, CTPYKTYpPHOE MOJpa3AelieHHe OpraHu3aluu,
JOJDKHOCTHOE WK (PU3UYECKOE JIHIIO.

PekBU3UT «aapecar» MpoCTaBIAETCS B BepXHEH mpaBoil yactu AokymeHTa. CTPOKH pPEKBHU3UTA
«aapecary LEHTPYIOTCA OTHOCUTEIBHO CaMOM JUIMHHON CTPOKH.

IIpu agpecoBaHuM mnNUCbMa PYKOBOAUTENI (3aMECTUTENIO PYKOBOJIUTENS) OpraHU3aluu
HAaUMEHOBAHHUE JOJDKHOCTH PYKOBOJUTEINS (3aMECTUTEINS PYKOBOAMTENS), BKIIOYAIOIIEe HAUMEHOBAHNE
OpraHM3aliy, U WHUIHMAIbL, (aMUIUsS JOJDKHOCTHOTO YKa3bIBAlOTCS B JaTenbHOM manexke. CHauana
YKa3bIBaeTCsl HANMEHOBAaHUE JOJKHOCTH, 3aT€M UHTEPBaJl, UHULUAIBI U (aMUIIUS.

[Mpumep: 3amecTurtento I'ydbepraropa
Kanyxkckoii odsactu

A.B.HUKNTEHKO

IIpu aapecoBaHMM NHCbMAa B OPraHU3alMI0 YKa3bIBA€TCs €€ IIOJHOE WM COKPAILEHHOE
HaVMEHOBAHNME B UMEHUTEIBHOM IaJIEXKE.
Ipumep: MPCK «llentpa u IIpuBo/KbS»

Ilpu anpecoBaHuM NHCbMAa B CTPYKTYpPHOE MOJApPa3/ie/ieHHEe OPraHM3alMHU B PEKBU3UTE
«agpecar» B MMEHUTEIbHOM IaJIEKE YKa3bIBAETCSI HAMMEHOBAHUE OPraHM3ALMU, HU)KE - HAUMEHOBAaHHE
CTPYKTYPHOT'O MOJIpa3ICICHUS.

IIpumep: MuHuCTEPCTBO (PMHAHCOB
Kanyaxckoii o0acTu

Otaen rocy1apcTBeHHOr 0 10JIra

IIpu aapecoBaHuM nMucbMa PyKOBOAUTENI0 CTPYKTYPHOIO MOJApAa3JejieHusl B UMEHUTEIbHOM
NaJe)Ke YKa3blBACTCS HAMMEHOBAaHUE OpraHU3allMy, HW)XKE - B JAaTE€IbHOM IIa/IeKE€ HAaWMEHOBAaHME
JOJKHOCTH PYKOBOJMTENS, BKIIOYAIOIIee HAaMMEHOBAHUE CTPYKTYPHOIO IMOApA3JENEeHUs, WHHUIIUAIIBL,
bamunuio.

IIpumep:
MPCK «Ilentpa n IIpuBoKbSD)

PykoBoaure.io
0T/1eJ1a JIeKTPOCHAOKEHUS
A.A.ABaHOBY



Ilepen ¢damunuelt IOMKHOCTHOTO JIMIA JOMYCKAETCS YHOTPEOJATh COKpallleHHE «T-Hy»
(rocioguHy), €ciau agpecar MyKUUHA, UITU «T-3Ke» (TOCII0KE), €CIIU aJipecar KEHIIHUHA.
Ipumepsbr:
1. r-uy 1.0.®amunus
2. r-xke 1.0.®amuians

Ilpu pacchlike JAOKyMeHTAa Trpylle OPraHu3auMid OJHOr0 THIA WIHM B CTPYKTYpPHBIE
MOJIpa3/IeIeHUs] OJJHOM OpraHu3aluu, aapecaT yKa3bIBaeTcsi 0000IEHHO.
IMpumepsbi:
PykoBoauTe/ I IM CTPYKTYPHBIX
nojapasjaejeHuil ceabckoii J[ymbl
I'naBam cenbcekoit Jlymel

MYHHUIUNIAJTbHBIX 00pa30BaHMI

TOPOJCKHUX H CeJIbCKHUX MOCeJTeHn i

IIpu paccpuIke JOKYMEHTAa He BCeM OPraHM3auMaM WIM CTPYKTYPHBIM ITOAPA3ACIICHHUSM 1101
PEKBU3UTOM «@Jpecar» B CKOOKaX yKa3bIBaeTCs: «(I10 CIIUCKY)».
IIpumep:
PykoBoauTeJsIM CTPYKTYPHBIX
noapa3iesieHuH CeJIbCKOM

dymbl
(1Mo cmucky)

B ogHOM nOoKyMeHTe He TOJIKHO OBITh OoJiee ueThipex aapecaToB. CIIOBO «KOMUS» MEPEN BTOPHIM,
TPEThUM, YETBEPTHIM ajJpecaTaMu He ykasbiBaeTcs. [Ipu GonblieM KolM4YecTBE apecaToB COCTaBIISIETCS
CIIMCOK (JIUCT, YKa3aTelb) PaCChUIKH JTOKYMEHTA, Ha KaKJIOM JIOKYMEHTE YKa3bIBae€TCs OJMH aJipecar Uiu
anpecat oopmisercss 000011EeHHO.

B coctaB pexBu3uTa «aapecar» MOKET BXOJUTh IMOYTOBBIM ajgpec. DIEMEHTHI OYTOBOTO ajipeca
YKa3bIBalOTCS B IIOCIIEN0BATEIbHOCTH, YCTAaHOBJIEHHON IIpaBmiiaMm oka3aHMsl yciayr MOYTOBOM CBSI3H,
YTBEPKICHHBIMH ITPHKa30M MUHHCTEPCTBA CBSA3M M MacCOBBIX KOMMYyHMKanui Pocculickont ®enepanun
ot 31 urons 2014 Ne 234.

IIpumep:

MPCK «IlenTpa n IIpuBoxbm»

Kpacnoapwmeiickas yur., 1.82,
r.Mocksa, 117393

[TouToBBIN azpec MOMKET HE YKa3blBaTbCAd B JOKYMEHTAaxX, HAMpaBJISIEMbIX B BBICUIME OPraHbl
BJIACTH,  BBIIIECTOSIIIME  OpraHU3allid, IOJBEJOMCTBEHHBIE  OpraHM3allUd U IOCTOSHHBIM
KOpPpECHOH/IeHTaM (3a MCKIIIOUEHHWEM HallpaBJIeHUs MHCEM YKa3aHHBIM aJpecaraM B KOHBEpPTax C
IIPO3payHBIMU OKHAMM).

IIpu apgpecoBanuu JoKyMeHTa (uU3NUYecKOMY JHUIY YKa3bIBAIOTCSA: WHUIMAIBL,  (aMuius,
IMOYTOBBIN ajpec. Mpumep:

N.0.®amnius
CapoBas yu., 1. 5, kB.12,
r.JIro6epusni, MockoBckas 00.1., 301264

IIpu ornpaBke NMUCbMa MO JIEKTPOHHOH NMoYTe MU MO0 (PAKCUMWIBHON cBsA3M (0€3 JTOCHUIKU
[0 TI0YTEe) MOYTOBBIA afgpec He ykasbiBaeTcs. IIpu HEoOXOAMMOCTH MOXKET OBITh yKa3aH 3JIEKTPOHHBIH
aapec (Homep tenedona/paxca).
IIpumep:
Bcepoccuiicknii HAy4YHO-
HCCIe0BATEIbCKUH HHCTUTYT



)IOKyMeHTOBe):[eHI/Iﬂ n apxnnnoro aeJgaa
mail@vniidad.ru

5.3.15 I'pud yrTBepxaeHMs] TPOCTaBIACTCI Ha JOKYMEHTE B Ciydae €ro YTBEpXKICHUS
JOJHKHOCTHBIM JIUIIOM, PACIIOPSIUTEILHBIM IOKYMEHTOM (IIOCTAHOBIICHUEM, ITPUKA30M, PACTIOPSKCHUEM )

['pud yrBepKAcHHS pa3MeNIaeTcs B MPaBOM BEPXHEM YIIIy MEpBOro JucTa JokyMeHTa. CTpoku
PEKBHU3UTA BBIPABHUBAIOTCS 110 JIEBOMY KPalo WM LIEHTPYIOTCS OTHOCUTEIIBHO CaMOM JJIMHHON CTPOKH.
IIpu yTBep:KIeHHH TOKYMEHTA JOLKHOCTHBIM JHUIOM TPHU( YTBEPKIACHHUS COCTOUT M3 CIOBA
VYTBEPXJIAIK, nHauMeHOBaHUSA JOJDKHOCTH JIMIA, YTBEPKIAIOMIETO JOKYMEHT, €ro IOJIKCH,
WHUIUAIOB, (aMIUIUU U 1aThl YTBEPIKICHHMSI.
Ipumep:
YTBEPX/IAIO
I'naBa ceabckoii ymbl
NnoaANNCh N.0.®amuaus
Jlara

[Ipu yTBep:KAeHUHN JOKYMEHTA PACIOPSIAUTENIbHBIM JOKYMEHTOM Tpu( yTBEPKACHUS COCTOUT
u3 cnoBa YTBEPXJIEH (YTBEPXJIEHA, YTBEPXJIEHbI wim YTBEPXIEHO), corimacoBanHOro ¢
HAaMMEHOBAaHMEM BHUJA YTBEPXKAAEMOT0 JOKYMEHTa, HAMMEHOBAaHUS PACHOPSIUTENHHOTO JOKYMEHTa B
TBOPHUTEIHLHOM MAJCKe, €T0 IaThl, HOMEpa.

IIpumepsr:
1. (Pernament) YTBEPXK/IEH
NMOCTAHOBJIEHHEM IJ1aBbI ceIbCKoi lymMbl
ot 5 anpeJisi 2020 r. Ne 82

2. (MpaBuna)  YTBEPXK/JIAEHBI
IMOCTAHOBJICHUEM IJIaBbl CeJbCKOM JlymMbI
ot 5 anpeast 2020 r. Ne 83
[Ipu yTBep:KAeHUHN TOKYMEHTA KOJLIerHajJbHBIM OPraHoOM, PEIIeHUSI KOTOPOro (GUKCHUPYIOTCS
B MPOTOKOJIe, B Tpude yTBEPKICHHS YyKa3bIBa€TCI HAMMEHOBAaHWE OpraHa, pEHICHHEM KOTOPOTo
yTBEPKJICH JOKYMEHT, 1IaTa 1 HOMEp MPOTOKoJIa (B CKOOKaXx).
IIpumep:
(ITos1oxenne)
YTBEPXJIAEHO
Pemenuem Jlymbl
(mpotokou ot 12.12.2020 Ne 12)

5.3.16 3arosioBok K TeKCTy - KpaTKoe COJEp)KaHHe JOKyMEHTa. 3aroJioBOK K TEKCTY
dbopmynupyercs ¢ mpeasiorom «O» («O06») 1 0TBEYaeT Ha BOMPOC «O YeM?»):
- pacriopspkeHue (0 4em?) 0 Co37JaHUHU aTTECTAIMOHHOW KOMHCCHH;
- moctaHoBJIeHHE (0 ueM?) 00 yTBEP>KACHUH ILITATHOTO paclyCaHus;
- MUCHMO (0 ueM?) O IpeI0CTaBIEHUN HHPOPMAIIHH.
3aroj0BOK K TEKCTY 0(OpMIIIETCs MOJI peKBU3UTAMH OJlaHKa CJIeBa, OT TPaHMIIbI JIeBOro mois. B
MTOCTAHOBJICHUSIX, PACTIOPSKEHUSAX, PELICHUSX, TPUKA3aX, 3ar0JI0OBOK K TEKCTY 0(pOpMIIIETCS OT I'PaHUIIbI
JIEBOTO Kpasl HaJl TEKCTOM.
5.3.17. TekeT MOKYMEHTa COCTaBIISIETCSI Ha TOCYAapCTBEHHOM si3bike Poccuiickoit deneparmm
WJIN TOCYJApPCTBEHHOM $I3bIKE (SI3bIKax) pecmyOnuk B coctaBe Poccuiickoit deneparyiv B COOTBETCTBUH C
3aKOHO/IaTeILCTBOM pecnyOiuKk B coctaBe Poccuiickoit deneparun.
B Tekcre noOKyMeHTa, TOArOTOBJIEHHOM Ha OCHOBAHMM 3aKOHOAATEIbHBIX WJIM HWHBIX
HOPMAaTHBHBIX IPABOBBIX AKTOB, paHEE M3AAHHBIX PACIOPSAUTENBHBIX JOKYMEHTOB, YKa3bIBAKOTCS HMX
PEKBU3UTBHI:



- HAMMEHOBAHUE JOKYMEHTa, HAUMEHOBAaHUE OpPraHU3alliM - aBTOpa JOKYMEHTa, AaTa JOKYMEHTa,
PETUCTPALIMOHHBIA HOMEP JOKYMEHTA, 3ar0JIOBOK K TEKCTY MJIM HAaUMEHOBAaHUE BU/IA JOKYMEHTA;

- HAaUMEHOBAaHUE OpraHM3allMd WM JIOJDKHOCTHOIO JIMLA, YTBEPAMBILEIO JOKYMEHT, Jary
YTBEPKACHUS TOKYMEHTA.

TekcT HoKyMEeHTa MOXET COAEpKaTh Pa3/eibl, NOAPAa3Eiibl, IYHKThI, IOAIYHKTbI, HyMEpyEMbIE
apabckumu 1udpamu.

B noctaHoBiIeHUAX TEKCT U3JIaraeTcs OT NEPBOIO JIMIA UHCTBEHHOIO YHcia («IIOCTAaHOBIISIO).

B noxkyMeHTax KOJUIETMaJabHBIX M COBELIATENIBHBIX OPraHOB TEKCT M3JIaracTcs OT TPEThEro JMIa
€IMHCTBEHHOTO YHCIa («KOJUICTHS... IOCTAHOBIISIETY, «COOPAHHME... PEILIHIION).

Tekct mnpoTokosia wH3Iaraercs OT TPEThEro JHMIA MHOXKECTBEHHOIO 4YHcia («CIIyllanuy,
«BBICTYIIUIINY, «IIOCTAHOBUJINY, «PELIMIINY).

B nokymeHTax, ycTaHaBIMBAIOLIMX IpaBa U OOSI3aHHOCTH OpraHU3alMi, MX CTPYKTYPHBIX
noJpasienenuil (mojJoXKeHne, MHCTPYKIIHS), a TAKXKe COAEepKAILINX OIMMCAHWE CUTYalluid, aHainu3 (pakToB
WM BBIBOJIBI (KT, CIIPABKa), UCIOJb3YyeTCS (OopMa M3JI0KEHUS TEKCTa OT TPEThEro JIMIa €ANHCTBEHHOTO
WIA MHOXKECTBEHHOTO 4YHcla («OTAET OCYHIECTBISET (DYHKIHUH...», «B COCTaB KOMHCCHUU BXOMAT...»,
«KOMUCCHS IIPOBEJIA IIPOBEPKY...»).

B coBMecTHBIX JOKyMEHTaxX TEKCT H3Jlaraercd OT IE€pPBOr0 JIMIA MHOXECTBEHHOI'O 4Hcia
(«TIpUKa3bIBAEM», «PELIMIINY).

B 1e10BBIX (CyKeOHBIX) MUCHBMAX HCIIOIB3YIOTCS (POPMBI U3IIOKCHUS:

- OT MEpBOro JIMIa MHOXECTBEHHOI'O uYHuclia («IPOCUM HANpaBUTh...», «IPEACTABIsIEM Ha
PacCMOTpEHHE...»);

- OT TPEeThero JMLA €IUHCTBEHHOro uucia («cenbckas /lyma He Bo3paxkaer...», «cenbckas Jlyma
IIPOCUT PACCMOTPETb...»);

- OT TMEepBOro JIMIA E€IUHCTBEHHOI'O 4YHCla («CYMTA0 HEOOXOIUMBIM...», <«IIpeJlararo
PacCMOTPETb...», «IIPOIIY PACCMOTPETb...»), €CIU MUCbMO OPOPMIIEHO HA JOKHOCTHOM OJIaHKe.

B Tekcrax 1OKyMEHTOB ymoOTpeOJIIOTCS TOJIBKO OOIIENpUHATHIE aO0OpeBHaTyphl U rpadudeckue
COKpaIIEHHUS.

IIpu ynorpebaenun B Tekcre GaMuIni JIMI HHAIAABI YKA3bIBAIOTCA MOcJIe haMuJInu.

B nenoBbIx (city’ke0HBIX) MMCbMaX MOTYT UCIOJIb30BaThCA:

- BCTYIIUTENbHOE O0palleHue:

VYBaxkaemblii rocriogut [Ipencenarens!

YBaxkaeMmslii rocioguH ['yGepHaTop!

YBaxaewmslii rocnioiuH [Ipoxopos!

VYBakaemas rocnioka 3axapona!

YBaxaemsbiii Hukomnaii [lerpoBuy!

VYBaxkaemas Onbra HukonaeBna!

YBaxkaemsle rocrnojal

- 3aKJIIOYUTENbHAS ATUKETHAs (pa3za:

C yBaxkeHuewm, ...

5.3.18. OT™MeTKAa 0 NPUJIOKEHUH COJIEPKUT CBEICHHS O IOKYMEHTE (JIOKyMEHTax), pujaracéMoM
K OCHOBHOMY JIOKYMEHTY (B CONpPOBOAMTEIBHBIX MUChMaX, MPETEH3MsX, aKTaxX, CIHpaBKax M JPYrux
MH(POPMAIIMOHHO-CIIPABOYHBIX JIOKYMEHTAaX) WJIM O TOM, YTO JOKYMEHT SBISETCA NPUIOKEHHEM K
OCHOBHOMY JIOKYMEHTY (B JOKYMEHTaX - MPWIOKEHUAX K paclopsAUTEIbHBIM JIOKYMEHTaM,
MOJIOKEHUSM, TIPAaBUIIaM, HHCTPYKIMSM, J0TOBOpaM, IUIaHaM, OTYeTaM H JIp. JOKYMEHTaM).

B comnpoBoauTenbHbIX TUChMaX U IPYrHUX MHPOPMAIMOHHO-CIPABOYHBIX JOKYMEHTaX OTMETKA O
MPUIIOKEHUU O(hOPMIISIETCS IO TEKCTOM OT TPAHMIIBI JIEBOTO MOJIS CIEAYIOLUIMM 00pa3oM:

- ecJIM IPUJI0KeHHe HA3BaHO B TeKcTe:
[Tpunoxxenue: Ha 2 1. B 1 3K3.
- eCJIM TNPHJIOKeHHE He Ha3BaHO B TEKCTe WIN €CIU NPWIOKEHHH HECKOJIbKO, YKa3bIBalOT
Ha3BaHMsI TOKYMEHTOB-TIIPUIIOKEHHUH, KOJMYECTBO JINCTOB U 3K3EMIUIAPOB KAXK10TO MPUIIOKEHUS:
[Tpunoxenue: 1. [lomoxxerne 06 YnpaBeHHH pErHOHAIBHOTO KPEIUTOBAHUS
Ha 5 1. B 1 3K3.



2. CnpaBka 0 KaJJpOBOM COCTaBe Y IPaBJIECHUS PErMOHAIBHOIO
KpeauToBaHus Ha 2 J1. B 1 3K3.
- eCJIM MPUWI0KeHHue (MPUJI0KeHus1) COPOIIIOPOBAHBI:

[Tpunoxenue:

OTYeT O Oro/IKETE B 2 HK3.

- eCJIi JOKYMEHT, SIBJSIIOLIUIICA NPHJI0KEeHHEeM, UMeeT NMPUJIOKEHHS] € CAMOCTOATEJbLHOM
HyMepauuei CTpaHMIL:

[Tpunoxenue:

nmuckMo Pocapxusa ot 05.06.2020 Ne 02-6/172 v npuiioskeHus K HEMY, BCEro Ha 5 I1.

- eCJIM NPUJIOKEeHHeM SIBJIsieTCs1 000C00IeHHbI 3JIEKTPOHHBIN HOCUTEIb (KOMIIAKT-IUCK, usb-
(paem-HakonuTe b U AP.):

[Tpunoxenue:

CD B 1 k3.

[Ipu sToM Ha BKJIanablle (KOHBEpTE), B KOTOPBIA IOMEIIACTCS HOCHUTENb, YKa3bIBAIOTCS
HAaMEHOBAaHMS JOKYMEHTOB, 3allMCAaHHBIX HA HOCUTENb, IMEHA (ailyioB.

B pacnopsiauTe/JbHBIX JOKYMEHTaX (IOCTAHOBJICHUSX, PEHICHUSX, IPUKA3aX, PACHIOPSHKEHUSIX ),
JIOTOBOpax, MOJOXKEHUSAX, MPaBUJIAX, MHCTPYKIUSAX U JPYTUX JOKYMEHTaX OTMeTKa O NPHJI0KeHUH
odopmiIsieTcs ciaeyIOIIUM 00pa3oMm:

- B TEKCTE TIOKyMEHTA MPHU MEPBOM YITOMHHAHUH JOKYMEHTA-TIPHUIIOKEHUS B CKOOKaX yKa3bIBaeTCs:
... (npunoxenue) unu ... (mpunoxeHue 1); mepen HOMEPOM MPUIOKEHHS JOMYCKAeTCS CTaBUTh 3HAK
HOoMepa: ... (mputoxeHue Ne 2);

- Ha IEPBOM JICTE JOKYMEHTA-TMPUJIOKEHHS B IIPABOM BEPXHEM YTy YKa3bIBaeTCS:

[Tpunoxenue Ne 2
K IIOCTAHOBJICHHIO CEIbCKOMN JlyMmbl
ot 15.08.2020 Ne 112.

CTpokM pexkBH3UTa BBIPAaBHUBAIOTCS IO JIEBOMY KpAal WM LIEHTPUPYIOTCSI OTHOCUTEIBHO CaMOM
JUIMHHOW CTPOKHU.

Ecnn npuiioxkeHueM K pacnopsauTeIbHOMY JOKYMEHTY SIBJSIETCS HOPMATUBHBIN MTPaBOBOM aKkT WU
MHOM JIOKYMEHT, YTBEp)KIaeMbli JaHHBIM pPacHOPSAUTEIbHBIM JIOKYMEHTOM, Ha TEpBOM JIHCTE
MPUIIOKEHUS] TIPOCTABIISIETCS OTMETKA O MPHIOKEHUH (0€3 CChUIKM Ha paclopsIuTeIbHbIN TOKYMEHT) U
rpud yTBep)KIEHUs, B KOTOPOM YKAa3bIBalOTCS JaHHbIE PaCIOPSAUTEIBHOTO JOKYMEHTa, KOTOPBIM
YTBEPXKJIEH JOKYMEHT-TIPUJIOKEHUE.

[Tpumep:

[Tpunoxenne 1

YTBEPXIEHO

IIOCTaHOBJIEHUEM cenbekor Jlymel ot 18.05.2020 N 67

5.3.19. I'pu¢ cornacoBanusi AOKYMEHTAa TIPOCTABISIETCS Ha JIOKyMEHTaX, COTJIACOBAHHBIX
OpraHaMy BIIACTH, OpPTraHU3alUSIMHU, JOJHKHOCTHBIMU Jumamu. ['pud cormacoBanusi B 3aBUCHUMOCTH OT
BHJIa JOKYMEHTAa M OCOOCHHOCTEH er0 0(hOpMIICHHUS MOKET MPOCTABIISITHCS:

- Ha 000POTHOI CTOPOHE MOCIEHETO JIMCTa TOKYMEHTa OJInkKe K HHUKHEMY TOJTIO;

- Ha JINCTE COTJIACOBAHUs, IBJISIONIEMCS] HEOThEMJIEMOM YacThiO IOKYMEHTA.

I'pud cormacoBanust cocroutr u3 ciosa COIJIACOBAHO, nomkHOCTH JHIa, KOTOPHIM
COIJIACOBaH JIOKYMEHT, €ro COOCTBEHHOPYUYHOM MOAMKUCH, HHUIAIOB, (aMHUIINHU, 1aThl COTJIACOBAHHUS.

IIpumep:

COT'TIACOBAHO

I'naBa ceabckoit Jlymbl

(moanuce) U.0. ®amuius

Jara

Ecnu cornacoBaHue OCYIIECTBISIETCS KOJUIETHAIbHBIM OpPraHoM, B Tpude COrjJacoBaHUS
YKa3bIBAIOT CBEJCHUSA 00 OpraHe, COIJIACOBABIIEM JOKYMEHT, JaTe M HOMEpe IPOTOKOJIa, B KOTOPOM
3aUKCUPOBaHO pelieHne o coriacoBaHuu. Ecnu corimacoBaHue OCYHIECTBIISIETCS MUCHMOM, YKa3bIBalOT
BUJI TOKYMEHTA, OPTaHU3AIMIO - aBTOpa IOKYMEHTA, JaTy U HOMEP MHUChMa.



IIpumepsr:

1. COI'JTIACOBAHO

Pemennem Paitonnoro Coopanns

(mpoTtoxko.a ot Ne )

2. COI'/TACOBAHO

nucbmoMm Pocapxusa

oT Ne

5.3.20. Bu3a CBUIETEIBCTBYET O COIVIACHHM WJIM HECOTJIAaCHH JIOJDKHOCTHOTO Jjnia (paboTHHKA) C
coJiepKaHUEM IMpoeKTa JoKyMeHTa. Bu3oii odopmisieTcss BHyTpeHHee COIVIACOBAHHME JOKYMEHTA.
Buza BkiIO4aeT JOMHKHOCTH JIMILA, BU3HPYIOLIETO JOKYMEHT, MOAMNKCH, pacliu(poBKY MOAMHCH
(vHUIMATBI, AMUIHIO) U AaTy BU3UPOBAHHUS.

[Tpumep:

3amecturens riasbl cenbekor ymel [oanues N.O. @amunus

ara

[Tpu HamMUUK 3aMeYaHM K TOKYMEHTY BU3Y O(DOPMIISIOT CIICIYIOIIHM 00pa3oM:

[Tpumep:

3ameuaHusl IPUIIAraroTCsl.

3amecTtuTens riaaBbl cenbekor Jymel [lognuce N.O. @amunus

[Hara

B opranuzanusix, NpUMEHSIONIMX CHUCTEMBI DJIEKTPOHHOTO JOKYMEHTOOOOpOTa, COIJIaCOBaHHE
MOJKET IPOBOJMUTHCS B AJIeKTpoHHOU (hopme, corstacHo ['OCT P UCO 15489-1.

B noxyMeHTax, NOJJIMHHMKHN KOTOPBIX XPAHATCH B OPraHM3aluM, BU3bI MPOCTABJIAIT HA
nocje/lHeM JIMCTe [JOKYMEHTa moJ MOANMChI0O, HAa 00opoTe MOCJeJHEero JHMCTa MNOJIMHHUKA
AOKYMEHTA WJIM Ha JIICTE COTIacOBaHus (BU3UPOBAHMUS ), IPUTIAraeMOM K JIOKYMEHTY.

B ucxonsmmx 1okyMeHTax BU3bI MPOCTABIISIIOTCA Ha AK3EMIUISIpax JTOKYMEHTOB, TOMEIIAeMbIX B

Ieo.
5.3.21. loanuch BKIIFOYAET: HANMEHOBAHUE JODKHOCTH JIMIIA, TTOIIICHIBAIOIIETO TOKYMEHT, €T0
COOCTBEHHOPYYHYIO HOJMHCh, paciin(pOBKY MOANUCH (MHULIHMAIBI, (paMuins).
IIpumep:
I'naBa Ceabckoii lymbl ITognucey HN.0. ®amuaus
Eciu 1oxymMeHT opopMileH He HA OJIaHKe, B HAUMEHOBAHUE JTOJDKHOCTH BKITFOUACTCSI
HalMEHOBaHMe opraHu3aiuy. Jlomyckaercs EeHTPOBaTh HAUMEHOBAaHUE JTOJDKHOCTH JINIA,
MIOJIMCABIIETO JOKYMEHT, OTHOCUTEIILHO CaMOH JITTHHHOM CTPOKH.

IIpumep:
I'naBa Ceanckoii {ymbl
CEJIBCKOI0 MOCEJIEHMSA (-------==-============== ») IMoanucey HN.0. Pamuniausa
IIpu opopMiieHUn TOKYMeHTAa HA OJIaHKe JOJKHOCTHOIO JIMIA JIOJHKHOCTh ATOTO JIUIA B MOJNKUCH HE
YKa3bIBaeTCsl.
Ipumep: Hoanuce N.0. ®amuinus

HpI/I MNOANMUCAHUU JOKYMEHTA HECKOJBbKMMH A0/ KHOCTHBIMHU JIMIAMMU, 3aHUMAIOIMUMHA pa3HOe
IMOJIOKCHHUE, UX TOJANIKMCH pacIiojiarartoTcsa oaHa 1moJ leerI\/'I B ITOCJII€A0BATCIIBHOCTH, COOTBGTCTBYIOH_[ef/'I
HEpapXru 3aHNUMACMBbIX JOJDKHOCTEH.

Ipumep:
I'naBa ceabckoit Jlymbl HHoanuce N.0. ®amunus
I'naBHbI# Oyxraarep Hoxnmucn N.0. ®amuaust

B JOKYMEHTaX, COCTABJICHHDBIX KOMHCCHeﬁ, B IIOAIIMCH YKA3bIBACTCA CTATYC JIMIIA B
COCTaB€ KOMUCCHHMU.

Ipumep:
IIpencenarejib KOMUCCUH Tloanucek N.0. ®amuiausa
Yj1eHbl KOMHCCHH IMToanuck N.0. ®Pamunansa

IMoanucek N.0. ®amuiausa
IMoanucey N.0. Pamuausa



HpI/I NoATMMCAaHUN JOKYMCHTA JIMIIOM, UCITOJIHAIOIIUM 00513aHHOCTH PYKOBOAUTECIIA, ITOAIIUCH
O(bOpMJ'I?IeTCH C YKa3aHHMEM CTaTyCa JOJIPKHOCTHOI'O JIMIIA B COOTBETCTBHUH C ITPUKA30M (paCHOprKeHI/ICM).

IIpumep:

H.o. I'naBbl ceabekoii AyMbl IMoanuck HN.0. ®amuniaus
WJIN:

3amectuTesib ['1aBbl cenbekoi Jlymbl  Iloagnuch N.0. ®amuiausa

[Tpu moanMcaHuy JOKYMEHTA JTUI[OM, UMEIOIITUM MPABO MOIKCH B CIy4ae BpEMEHHOTO
OTCYTCTBHSI pyKOBOJUTEIS, UCIIPABIICHUS! B HANMEHOBAaHUE JI0JDKHOCTH U pacIndpoBKYy pamMUIIuu yxe
MOITOTOBJICHHOTO M COTJIACOBAHHOTO MTPOEKTA JOKYMEHTA BHOCATCS OT PYKH HIIU C HCIIOJIb30BAHHEM
COOTBETCTBYIOIIUX IITaMIOB. He pomyckaeTcst cTaBUTh KOCYIO YEPTY, HAJIUCh «3a» Tepe]
HAaUMEHOBAHHEM JIOJHDKHOCTH JIMIIA B TIOJIITUCH, €CIIH JOKYMEHT MOJIITMCHIBACT MHOE JTOJKHOCTHOE JIUIIO.

5.3.22. OTmeTKa 00 IJIEKTPOHHOW MOANMUCH HCIOJB3YETCS MPHU BU3YATU3AUHA SJIEKTPOHHOTO
JTOKYMEHTA, MTOANMCAHHOTO 3JIEKTPOHHOM MOJIIHUCHIO, C COOIIOACHUEM CIIeIYIOIUX TPeOOBaHUI:

a) MECTO pa3MeIIEeHUS OTMETKH 00 SJICKTPOHHOW MOAMHUCU JOJKHBI COOTBETCTBOBATH MECTY
pa3MenicHusi COOCTBEHHOPYYHO! TIOIITUCH B AaHAJIOTUYHOM JIOKYMEHTE Ha OyMa)KHOM HOCHTEJIC,

0) PJIEeMEHThl OTMETKU 00 AJIEKTPOHHOW MOJIMUCHU JOJDKHBI ObITh BHAMMBIMH M YUTAEMBIMU MPH
0TOOpaKEHUH JOKYMEHTA B HATYypaJlbHOM pa3Mepe;

B) JIEMEHTHI OTMETKH 00 AJIEKTPOHHOW MOJIUCH HE JOJDKHBI MEPEKPBIBATHCS WM HAKIAAbIBATHCS
ApYT Ha pyra,

I') 9JEMEHTbl OTMETKH 00 SJEKTPOHHOM MOANMHCH HE JOJHKHBI HMEPEeKpbhIBATh SJIEMEHTHI TEKCTa
JOKYMEHTA U IPYTUe OTMETKH 00 3JIEKTPOHHOM MOANUCH (TTPH HAJIUYHUK).

OtmeTka 00 DSJIEKTPOHHON TMOAMHMCH B COOTBETCTBHM C 3aKOHOAATENbCTBOM Poccuiickoit
@denepanuu BKIOYaeT Gpasy «{oKyMEeHT MOANMCAaH 3JIEKTPOHHOHM IOANMCHIO», HOMEp cepTHdHUKaTa
KIIF0Ya AJIEKTPOHHOW MOANUCH, (DaMUJIMIO, UMS, OTYECTBO BIaJeNblia cepTU(UKaTa, CPOK ACHCTBUA
cepruduKkara Kio4Ya AJIEKTPOHHOW moamucu. OTMerka 00 SJIEKTPOHHOM MOAMMCH MOXKET BKIIOUYATh
n3o0paxeHue repba, sMOJIEMbI OpraHa BIACTH (OpraHU3aIii), TOBAPHOTO 3HaKa (3HaKa OOCITY>KUBAHUS)
OpraHM3aIMH B COOTBETCTBUU C JICHCTBYIOIIUM 3aKOHOIATEITECTBOM.

ITpumep:
SMbJie— JOKYMEHT TIOAIINMCAH
Ma SJIEKTPOHHOM IOINNCHIO
HamMeHOBaHME | OpTraHa
IOOJIXHOCTHM |BJIaCTU H.H.
Huxkosaes

Ceprudmkar 1alllaaa000000000011
Brntamesen, HukojsilaeB HukoJiam HukoJilaeBUU
HDemcrBuTresen ¢ 01.12.2017 nmo 01.12.2021

5.3.23. TleuaTh 3aBepsieT MOMJIMHHOCTH TMOAMKHCH JIOJDKHOCTHOTO JIMIIA Ha JOKyMEHTax,
YIOCTOBEPSIONINX TIPaBa JIUII, PUKCUPYIONIHX (aKThI, CBSI3aHHBIC ¢ (PMHAHCOBBIMHU CPEJICTBAMH, & TAKKE
HAa WHBIX JOKYMEHTax, MPEAyCMaTPUBAIOIIUX 3aBEPEHHE TMOAMHUCH TIe4YaThl0 B COOTBETCTBUU C
3akoHo aTenbcTBOM Poccuiickoit denepanmm.

JIOKyMeHTBI 3aBepslOT TMeuyaThl0 OpraHu3anud. [leyaTh MpocTaBiseTcs, HE 3axXBaThIBas
COOCTBEHHOPYYHOM MOJIUCH JIMIA, MOANUCABIIETO IOKYMEHT, WIM B MecTe, o0o3HaueHHOM «MID»
(«Mecto neyatun).

5.3.24. OTmMeTKa 00 MCTIOJIHUTEJIE BKITIOYAET (DaMHIIIUIO, UMSI M1 OTYECTBO UCTIOTHUTEIS, HOMEP €ro
TenedoHa, HANMEHOBAHUEM JIOJDKHOCTH, CTPYKTYPHOTO TIOpa3AeTICHHUS.



Otmerka 00 ucnonHuTene oopmisieTcss Ha JUIEBONH CTOPOHE MOCIEAHEro JINCTa TOKYMEHTa OT
IPaHUIBI JIEBOTO TOJIS UJIH, IPU OTCYTCTBUU MECTa, - Ha 0OOPOTHOI CTOPOHE BHU3Y CJIEeBa.

IIpumep:

Wsanos MBan Banosuy,

BEAYLIUN SKCIIEPT

8-48431-2-41-65,

OtmeTka 00 UCTIONHUTENE MOXKET OPOPMIIATHCS KaK HUKHHUM KOJIOHTUTYN U IeYaTaThesi MpU(TOM
MEHBIIET0 pa3Mepa.

5.3.25. OTmeTKka 0 3aBepeHUHM KOMUM O(DOPMIISETCS IJsl TIOATBEPKICHUS COOTBETCTBHS KOIHHU
JOKyMeHTa (BBIMUCKM W3 JOKYMEHTAa) MOJUIMHHUKY JOKyMeHTa. OTMeTKa O 3aBEepeHHH KOIHUHU
MIPOCTABIISIETCS MO/ PEKBU3UTOM «IIOJIUCHY U BKIIOYAET: CIIOBO «BepHO»; HaMMEHOBAaHUE JOJDKHOCTH
JUIa, 3aBEPUBILETO KOIHUIO; €r0 COOCTBEHHOPYYHYIO IMOANKCH; pacIIU(PpOBKY MOANUCH (MHULUAIDI,
(baMuIHio); 1aTy 3aBepeHuss KOMUH (BBITUCKU U3 JIOKYMEHTA).

[Tpumep:

Bepro

3amecTtuTtens [ naBel cenbekon [Jymbl Iloamuce N.0. ®amunusa

[Hara

Ecnu xomnus BeIIaeTcst AJisl MPEeACTaBICHHS B JPYTYIO OPraHU3allli0, OTMETKA O 3aBEPEHUH KOHH
JIOTIOJIHSIETCS HAJIIUChI0 O MECTE€ XpaHEHUsI JIOKYMEHTa, C KOTOpOro Oblja HM3rOTOBJIEHA KOMHUSA
(«[TonnmuHHUK ADOKYMEHTa HaXOAWUTCA B (HAaUMEHOBAaHME OpraHu3anuu) B aene No ... 3a ... TOA») U
3aBepseTCs MeYaThio OpraHu3aluy.

Jist mpocTaBiIeHus] OTMETKH O 3aBEPEHUU KOMHH MOXKET UCIIOJIB30BATHCS IITAMII.

5.3.26. OT™MeTKa 0 MOCTYIJIEHHH JOKYMEHTA CITy)KUT JJISl TONTBEPKACHUS (DaKkTa MOCTYIIICHHUS
JOKYMEHTa B OPraHU3allii0 W BKIIOYACT ATy MOCTYIUICHUS M BXOMASAIIUN pPErucTpPaIlOHHBIA HOMEp
nokyMeHTa. [Ipn HeoOXoaUMOCTH OTMETKA O MOCTYIUIEHMM MOXET JOMOJHATHCS YKa3aHHEM BpPEMEHU
MOCTYIUICHHUS B Yacax M MHUHYTaX U crocoba JOCTaBKH TOKYMEHTA.

OTMeTKa 0 MOCTYIUIEHUH JOKYMEHTa MOXKET MPOCTABISATHCS C MOMOILBIO IITaMIIA.

5.3.27. Pe3o/onusi COACPKUT YKa3aHHUE MO MCIIOJHEHUIO JOKyMeHTa. Pesomtonus opopmisiercs
Ha CBOOOJHOM MecTe pabouero ToOJisg JOKYMEHTa, Ha OJIaHKe pe30JIONMH WM BHOCHUTCS
HEMOCPEJCTBEHHO B CUCTEMY 3JIEKTPOHHOIO JJOKYMEHTO000pOTA.

Pesomonuss BkitouaeT: paMuiINio, MHUIMAIBI MCTHOJIHUTENS (MCIIOJHUTENEH), MOpy4YeHHE I10
JOKYMEHTY, MpHU HEOOXOAMMOCTH - CPOK MCIIOJHEHMs], MOJIHUCH JIMIA, BBIHECIIErO PE30NIOLMI0, JaTy
PE30ITIOLHH.

IIpumep:

®amuiua U.0.

IIpomy neperoBopurs 10 10.10.2020.

IMoanucek

Jara

5.3.28. OTMeTKa 0 KOHTpPOJIe CBHJCTEIBCTBYET O IIOCTAHOBKE JOKYMEHTa Ha KOHTPOJb,
npocTasisiercs mramnoM «KoHTpob» Ha BepXHEM MoJie TOKyMEHTA.

5.3.29. OTmMeTKa 0 HanpaBJeHUN JOKYMEHTA B [1€JI0 ONPEeIIieT MECTO XPaHEeHHUs JTOKyMEHTa
MocIie 3aBepIIeHus] padoThl ¢ HUM U BKJIIOYAeT: cioBa «B 1eno», MHAeKC 1ena mo HOMEHKIAaType Ael, B
KOTOpO€ MOMEIIAeTcsl JOKYMEHT Ha XpaHEHHUe, ¢ yKa3aHHEM rojia, JOJDKHOCTU JiMla, O0(OpPMHUBIIETO
OTMETKY, MOJIHICH, TaThl.

IIpumep:

B neno Ne 01-18 32 2020 r.
HAYAJBbHUK 00111ero oT1e1a
IMoanuck Jara

OTMmeTKa 0 HampaBJIEHUHU TOKYMEHTA B JIEJI0 MOKET JAOMOJIHATHCSA KPATKUMU CBEICHUSMU O
XapakTepe UCIOHECHUS JOKYMEHTA.

5.4. B1aHKH JOKYMEHTOB



5.4.1. Insa u3roroBienus 01aHkoB qokyMeHToB, cornacHo ['OCT P 7.0.97, ucnonb3yercst Oymara
dbopmatoB A4 (210 x 297 mm), A5 (148 x 210 mMm); mis HU3TOTOBJICHUS OJIAHKOB PE30TIONUN
ucnonb3yercs 6ymara popmatoB AS (148 x 210 mm), A6 (105 x 148).

Kaskaplii JIUCT 10KyMeHTa, 0(popMIIeHHBIN HA OJIaHKe UM 0e3 Hero, T10JI’KeH MMeTh IoJIsl He
MeHee:

20 MM - JIeBOE;
10 mM™ - paBoe;
20 MM - BepxHeg;
20 MM - HUXKHEE.

JoxkymMeHTBI JJNTeIbHbIX (CBbIIE 10 J1eT) CPOKOB XpaHeHUs J0JKHbBI HMETh JieBoe 1oJie He
Menee 30 MMm.

5.4.2. binanku TOKYMEHTOB MOTYT ObITh Ha OyMa)XHOM HOCHUTEJE W/WIH AJIEKTPOHHbBIE IA0JIOHBI
OnmankoB. biaHkum Ha OyMa)XKHOM HOCHUTEIEC W DJCKTPOHHBIC IMA0JOHBI OJIAHKOB JIOJDKHBI OBITh
HWIEHTUYHBI 110 COCTABY PEKBU3HUTOB, MOPSIIKY UX PACHOJIOKEHUS, TADHUTYPaM pugra.

bnaHku JOKYMEHTOB cieayeT U3roTaBiIuBaTh Ha Oenoil Oymare min Oymare CBETJIbIX TOHOB.

OneKTpoHHble  1IA0JOHBI  OJAHKOB  JOKYMEHTOB  JIOJDKHBI ~ OBITh  3alIMIIEHBI  OT
HECaHKIIMOHUPOBAHHBIX U3MECHECHUM.

5.5. IIpuem, o0padoTka U pacnpeaesieHne NOCTYNAIIUX JOKYMEHTOB

5.5.1. Joxymentsl, noctynatomue B Cenbckyto Jlymy Ha OyMaXHbIX HOCHUTENAX, MPOXOIAT
MEePBUYHYI0 00pabOTKy, NpeIBapUTEILHOE PACCMOTPEHHE, PETUCTpallnio, paccMoTrpeHue [naBoi
cesIbcKo JlyMBl M JOCTaBJISIOTCS UCTIOJTHUTEISAM.

[Tpuem u nepBuuHas o0pabOTKa JOKYMEHTOB OCYIIECTBIISIETCS CEKPETApEM CeNIbCKON JlyMBl.

Bce xoHBepThl (0aHAEpOIM), 32 UCKIIOYEHUEM MMEIOIIMX NOMETKY «JImuHo», BckpbiBatoTcs. Ilpu
BCKpPBITMHM TPOBEPSAETCS MPAaBUIBHOCTb JOCTAaBKH, KOMIUIEKTHOCTh M LEIOCTHOCTh JOKYMEHTOB H
IIPWJIOKEHUH K HUM.

HenpasuibHo anpecoBanHble, OIMOOYHO NMPUCIIaHHbBIE JOKYMEHTHI IIEPECHUIAI0TCS 110 HA3HAYEHHUIO,
€CJIM U3BECTEH a/IpecaT, BO3BPALIAIOTCS OTIPABUTENIO WIH B OTAEICHUE CBS3H.

[Ipu o0OHapyK€HMHM HEKOMIUJIEKTHOCTH WJIM MOBPEXACHUM JOKYMEHTA COCTaBISETCS aKT
(mpunioskenue Ne 1) B 2 sK3eMIuIsipax: MepBbIA OCTAaeTCsl B OTHENE MPOXOXKJIEHHS JTOKYMEHTOB, BTOPOM
BMECTE C JIOKYMEHTOM HampaBisieTCs] OTIPABUTENIO JOKYMEHTA.

Ecnu moctynaer HOBBIM TOKYMEHT (OT/AEIbHbIE JIMCThI) B3aMEH IEPBOTO €ro BapHaHTa ¢ MPOChOOi
00 YHMUYTOKEHUU PAHEE BBICIIAHHOTO JOKYMEHTa (OTAEIbHBIX JIMCTOB), TO NEPBbI BapHaHT JOKYMEHTa
(oTHenbHBIX TMCTOB) yHUUTOXaeTcs. [Ipu aToM coctaBnsercs akT (nmpuiiokeHue Ne 2), KOTOpBIH BMecTe C
BHOBb IPHUCIIAHHBIM JOKYMEHTOM (OTAEIbHBIMM JINCTaMHU) U MPOChOOM 00 YHUUTOKEHHU OCTaeTCsl B
OTJIEeJIE€ TPOXOKIACHUSI TOKYMEHTOB.

KouBepThl, Kak MNpaBWiIO, YHUYTOXKAIOTCSA, KPOME CIy4yaeB, KOIJa TOJBKO IO HHUM MOXHO
YCTaHOBUThH aJpec OTIpaBUTENsA (P OTCYTCTBUU aJpeca Ha JOKYMEHTE) WIM BpEMS OTIPAaBKU U
MOJIy4YEHUsI JOKYMEHTOB.

Kongeptsl ¢ rpudom «JIMuHO» HE BCKPHIBAIOTCS, PETUCTPUPYIOTCS B JKypHaJle ydeTa IaKeTOB U
MepelalTcs MO Ha3Ha4eHHIo (MO POCHUCh OTBETCTBEHHOTO JOJKHOCTHOro juma). OcTanbHble
JOKYMEHTBI [IEPEAl0TCs HA IIPEBAPUTEIBLHOE PACCMOTPEHNE U HA PETUCTPALIMIO.

5.5.2. Ilpu perucrpanyuy NOCTYNMBIIErO JOKYMEHTA B KYPHAJ PETUCTPALIMU BHOCSTCS CIEAYIOIINE
PEKBU3UTHI: BUJ JOKYMEHTA, €ro MCXOASIIMNA HOMEP U J1aTa, KOPPECHOHJEHT, TEPPUTOPHS, a TaKKe
KpaTKOE CoJiep’KaHue JTOKYMEHTa, KOJIMYECTBO JIMCTOB JIOKYMEHTAa M JIUCTOB MPHIOXKEHUH K HEMY,
CBelleHUs 00 NCIIOJIHUTENE, KOTOPOMY HAIPABISETCS TOKYMEHT.

Ha 3apeructpupoBaHHBIX JOKYMEHTaX B MPAaBOM HUXKHEW 4YacTHU JIMIEBOM CTOPOHBI MEPBOU
CTpPaHHUIbl JIOKYMEHTa IIPOCTaBISAETCS IITaMIl C OTMETKOM JaThl, HHJEKCa U  BXOJALIETO
PETUCTPALIMOHHOTO HOMEDA.

ITpy MOBTOPHOM MOCTYIJIEHMM JOKYMEHTAa IO OJHOMY M TOMY K€ BOIPOCY €MY IPHUCBAUBAETCS
NepBOHAYAJIbHBINA PErMCTPALIMOHHBIN HOMEp ¢ J00aBIEHHEM IPU3HAKA TOBTOPHOCTH.



5.5.3. Paccmorpennbie ['naBoii cenbckodl J[ymMbl JTOKYMEHTBHI BO3BPAIAIOTCS CEKPETAPIO JJIA
BHECEHUS PE30JIIOLUU B )KypHAJ pEruCTpalH.

Wcnonautento nepeaaercst JOKYMEHT (WM €ro KOIHUsI) JJisi UCTIOJHEHUS MO POCIHUCh B KypHaje
perucTparum.

B cnyuae, xorja UCHOJHEHHE TOKYMEHTA IIOPYYEHO HECKOJIBKMM HCIIOJIHUTENSM, OTBETCTBEHHBIM
3a UCIIOJIHEHUE SIBJISIETCS UCIIOJIHUTEINb, YKa3aHHBIN B PE30JIIOILIUU MTEPBBIM.

5.5.4. IloctynuBiine TeiaerpaMmbl IPUHUMAIOTCS IO PACIHMCKY C IPOCTABIEHUEM J1aThl U BPEMEHU
IpreMa, perucTpUPYIOTCS MO TEM e MpaBHiiaM, YTO M MHCbMa, a 3aTeM IepenaroTcs [naBe celbckon
JlyMbl Ha paccCMOTpPEHHUE U MCIIOIHEHHUE.

5.6. O6padoTka 1 OTHPABKA UCXOASAIIUX JOKYMEHTOB

5.6.1. HcxomsammMmu JOKYMEHTaMH SBISIIOTCS JOKYMEHTBI, HAalpaBiIsgeMble B OpraHU3alluy,
JOJDKHOCTHBIM JIMIAM U TPaKIaHaM.

5.6.2. PabGora c wucxonsmieil KOpPpECIOHJCHIMEH BKJIOYaeT B ce0s MPOBEPKY NPaBHIBHOCTH
oopMIIeHNs, pEruCTpaIio, YUeT U OTIIPABKY.

Kaxaplit ncxoasumii JOKyMEHT JIOJDKEH COJep)KaTh OTMETKY O HEITOCPEACTBEHHOM HCIIOIHHUTEINE U
ero CIIy)KeOHOM TenedoHe.

Ha ortmpaBky mnepemaroTcs MOAIMHHHUK OTHPABIISIEMOTO JOKYMEHTAa M €ro BTOPOW SK3eMIULIp, a
TaKXXe TOJNMCAHHBIA HCIOJIHUTEIEM JIMCT PACCBHUIKH (IIPH HAINpaBICHUH JOKyMEHTa 0OoJyiee 4eThIpeM
anpecaram). [Ipu 3TOM HcHOTHUTENEM TEpPEaeTCs CEKPEeTapto HEe0OXO0IMMOE KOJTHMYECTBO OPOPMIICHHBIX
IUISL OTIIPABKH ajjpecaraM KOMHK JOKYMEHTa B COOTBETCTBHUU C JIUCTOM PACCHUIKH.

Jns oTmpaBKHM TeNerpaMMbl TNPEACTABIAIOTCS OQGOPMIICHHBIA €€ TOMJIMHHUK M KOMHUs, JBa
HK3EMIUISIPA JINCTA PACCHIIKH, COCTABICHHON HCIOTHUTEIIEM.

5.6.3. JIoKyMeHTHI, MOUIeXKAlIMe OTIpaBKe, 00padaTHIBAIOTCS M OTHPABISAIOTCA B JICHb HX
HOJIMCAHNS WM HE MTO3/{HEee CIIETYIOIEeTO AHS.

TenerpamMMbl ¥ CpouHasi KOPPECIOHACHIIUS OTIPABIISIOTCS HEMEJIEHHO.

5.7. Opranusanus pa0éoThl ¢ JOKYMEHTAMH B IOAPA3/AeJIeHUAX

5.7.1. 1oKkyMeHTbI, NOCTYNHBIINE HEMOCPEACTBEHHO B IMOJpa3/elieHus (He3aperucTpupOBaHHBIE),
JIOJKHBI B 00513aTENIbHOM HOPSI/IKE HAIPABJIATHCS CEKPETapIo Ha PErUCTPALHIO .

5.7.2. PaboTHUKM TOJpa3fefieHuil 00eCleunBaoT ONEPaTUBHOE PACCMOTPEHHE TOKYMEHTOB, MpU
paccMOTpPEeHUH JOKYMEHTOB PaOOTHUK MOJpPA3JIeNIeHUs] BBIAEISAET JOKYMEHTHI, TpeOyrolue CpoYHOro
HCIIOJTHEHUSI.

JIOKyMEHTBI, TpHCIaHHBIE I COTJIACOBAaHHUA, PACCMATPHUBAIOTCS, Kak IpaBWIO, B JI€Hb HX
MOCTYIUIEHUSI, HO HE OoJiee YeM B 2-IHEBHBIN CPOK.

5.7.3. Ilony4eHHbIE OTBETHI OT UCIIOJIHUTENEN Ha NopydeHus [ naBsl cenbckoi Jlymbl mnepenarorcs
HCIIOTHUTENSIMU cekpeTapro Cenbckon [ymsl.

5.7.4. VcnionHeHne AOKyMEHTA IpeycMaTpuBaeT: coop U 00paboTky HeoOXo Mol nHpopmanuy,
MOJrOTOBKY IPOEKTa JOKYMEHTa, €ro O(OpMIIEHHE, COIJIACOBAHUE, NPE/ICTaBICHUE Ha MOANHMCAHHUE
(yrBepxnenue) I'maBe Cenbckoii JlymMbl, MOATOTOBKY K MEPECHIIKE apecaTy.

[Ipu paboTe ¢ NOKyMEHTaMH Ha OYMa)XHBIX HOCUTENSIX HCIOJHUTENb ONpeiensieT HeoOX0oaumoe
KOJIMYECTBO 3K3EMIUIIPOB JOKYMEHTa, IEepelaeT OpWUrMHaJl JOKyMEHTa Ha TUpaxupoBaHue. Ha
JIOKYMEHT, pacchljlaeMblii O0Jiee YeM B YeThIpe a/ipeca, UCIIOJIHUTEIb TOTOBUT JINCT PACCHUIKH.

5.7.5. Orserel Ha mnopyueHus ['maBbl Cenbckol JlymMbl — NpPEACTABIAIOTCS HUCHOJHUTEISIMU
CEeKpeTapro JJIsl IPOBEPKU:

Ha  COOTBETCTBUE MpeJCTaBIeHHOW HH(opManmuu  TpeOOBaHUSAM  PE3OJIOLHUH, JaHHOU
PYKOBOJIUTEIIEM;

COJICPKHT JIM UH(OPMAIHSI CCHUIKY Ha COTJIACOBAHUE OTBETA C COMCIOIHUTENSMU (IIPUIIOKEHBI JIH
OTBEThl BCEX COMCIIOJHUTENCH, WIM €CTh JM HUX HOJANHCH MpPH HEOOXOAUMOCTH IPOLEAYPHI
COTJIacOBaHUs);

HaJIN4MS B TEKCTE CCBUIKH, YTO OTBET 3asBUTEJIIO JaH (MM KOIIUHU OTBETA).



6. PaboTa c o0pameHusAMH IpakiaH
6.1. Opranuzanmusi U oOecreueHHue CBOEBPEMEHHOTO PACCMOTPEHUS MUCBMEHHBIX M YCTHBIX
oOpaleHul rpax/ian ocyiecTBisercs B coorBeTcTBUU ¢ DenepanbabiM 3akoHOM OT 02.05.2006 Ne 59-D3
«O mopsiake paccMOTpeHHs oOpalieHui rpaxaad B Poccuiickoit denepanumy.

7. KOHTPOJIb HCIIOJTHEHHS JOKYMEHTOB

7.1 KOHTpOJIb UCHOJHEHUS JTOKYMEHTOB (IIOpY4YEHMIl) BEIETCS B LEJIAX MX CBOEBPEMEHHOTO U
KAa4eCTBEHHOT'O UCIIOJIHEHUS.

7.2. KOHTpOJIb UCTIOIHEHNS JOKYMEHTOB (IIOPY4YEHUIT) BEAETCS:

PYKOBOJUTENEM WM HHBIM JOJDKHOCTHBIM JIMIIOM OPTaHU3AallMM - HCIOJIHEHUS JTOKYMEHTOB
(mopy4eHwuii) 1o cyecTBy;

[lenTpanu30BaHHOMY KOHTPOJIIO IOMJIEKAT 3apETUCTPUPOBAHHBIE JTOKYMEHTBI C OTMETKOM O
koHTpoJie («KoHTpobY).

7.3. PacnopsauTenbHble JOKYMEHTBI, HPOTOKOJIBI 3acelaHuil (CoBeLIaHMH), coaepxKaliue
MIOPYYEHUsI C KOHKPETHBIMU CPOKaMH HCIIOJIHEHUS, CTABATCA Ha KOHTPOJIb MO KaXKAOMY HOPYYEHUIO
OTZIEJBHO.

7.4. KOHTpOJIb CPOKOB MCIIOJIHEHHSI TOKYMEHTOB (IIOPYUYSHHIA) BKITFOYAET B CEOS:

IIOCTAHOBKY JIOKYMEHTOB (IIOPY4€HUI) Ha KOHTPOJIb;

IIPOBEPKY CBOEBPEMEHHOCTHU JOBEIEHUS JOKYMEHTOB (IIOPYUYEHUIT) 1O UCIIOJIHUTENEH;

[IPEBAPUTENIbHYIO IPOBEPKY U PETryIUPOBAaHUE X01a UCIIOIHEHUS IOKYMEHTOB (IIOpyYeHHil);

CHSITHE C KOHTPOJISI IOKYMEHTOB (TMIOPY4YEHU);

yueT, 0000I1IeHNe U aHAJIU3 PE3YJIbTATOB X0/a UCIIOJIHEHUS IOKYMEHTOB (TIOpyUYeHHi);

MH(GOPMHUPOBAHUE PYKOBOIUTENCH O X0/ MCIOJIHEHUS JOKYMEHTOB (ITOPYYCHHI) U COCTOSIHHU
UCIIOJIHUTENIBCKON JUCIUILIINHBI.

7.5. Cpoky UCTIOJTHEHUS IOKYMEHTOB (MIOPYYEHHI ) HCUUCTISIOTCS B KaJICHAAPHBIX JTHSAX.

Ecnu nocienHuil 1eHp Cpoka UCIONHEHUS JOKYMEHTa (MOpydeHUs) MPUXOAUTCS Ha HepaOouuit
JI€Hb, TO TOKYMEHT TOJIJICKUT UCTIOJHEHUIO B OJIMKANUIITUHN CIeNYIONIUI 32 HUM pabounii IEHb.

7.6. JlokyMeHTHI (TIOpy4eHUs ) MOJUIekKAT UCTIOTHEHHUIO B CIEIYIOIIUE CPOKH:

C KOHKPETHOH JaTOM UCIIOJIHEHMS - B YKa3aHHBIN CPOK;

0e3 yKka3aHMs KOHKPETHOH JaThl UCIIOJHEHMS, UMEIOIINE B TEKCTE MTOMETKY «BECbMa CPOYHO» - B
TE€YEHHE OJIHOTO JHSI, «CPOUYHO» - B 3-AHEBHBIN CPOK; «ONEpaTUBHO» - B 10-1HEBHBIN CPOK; OCTAJIbHBIE - B
cpok He 6onee 30 nHei;

10 MAPJIAMEHTCKHUM 3aMpocaM - HE MO3JHEee YeM yepe3 15 gHel co AHS MOTydeHUS;

no 3ampocam uieHoB Cosera denepanuu, nenyratoB I'ocynapctBenHoi Jymbl (femyTaTckoMy
3ampocy) He nmo3aHee 4yem uepes 30 aHei co AHS TMOTydeHHUs.

10 MEXBEJOMCTBEHHBIM 3aIllpocaM O MPEACTABICHUU TOKYMEHTOB M (MJIM) HH(MOPMAIIUK B LEJSIX
MIPEIOCTABIIEHUSI TOCYAAPCTBEHHBIX M MYHUIUMNAIBHBIX YCAYr - 5 pabouyux AHEW cO JHS TMOIY4EeHHUS
3arpoca, €ClIi 3aKOHOAATeNbCTBOM Poccuiickoil denepaliii He yCTaHOBJIEH HHOM CPOK;

1o oOpamieHusM rpaxaaH - 30 1HeH co JHS perucTpariy.

7.7. IIpuoCTaHOBUTH UCHIOJIHEHUE KOHTPOJIBHOTO IOKyMEHTa (OPYUYEHHUs ), a TAKKE OTMEHUTH €T0
MOKET PYKOBOJUTENb, MOANUCABIINI JOKYMEHT WJIHM JIaBIIUI opydyeHue (yKazaHue).

7.8. B nensx cBOEBPEMEHHOT'0 MCIIOJIHEHHS TOKYMEHTOB, MOPYYEHHUH (yKa3aHHii), TOCTABIEHHBIX
Ha KOHTpOJIb, paOOTHUK, OTBETCTBEHHBIN 3a BEJECHUE KOHTPOJII HCIIOJIHEHHUS JOKYMEHTOB, MPOBEPSET
CBOEBPEMEHHOCTb JIOBE/ICHUS IOKyMEHTa (OPY4EHUs1) 10 UCTIOTHUTEIS.

7.9. Ecim CpoK HWCHOMHEHHS JOKyMEHTa (TOpydYeHHs) TPEBBIIIACT OJMH MECSIl, B IeIsX
o0ecrieyeHns: CBOEBPEMEHHOI0 MCIIOJHEHUs JOKyMEHTa (IOpydYeHHs) MPOBOJUTCS TPEIBAPUTEIbHBIN
KOHTPOJIb W HAlNOMHMHAHUS UCHOJHUTENSM O MPUOJMKEHUH CPOKOB UCIOJHEHHUS JIOKYMEHTOB
(mopy4enuit).

7.10. IlpenBapuTenbHBIN KOHTPOJIb OCYIIECTBIISIETCS B CJICTYIONIEM TTOPSIIKE:

JOKYMEHTOB (ITIOpY4€HHUI) MOCIENYIOIIMX JIET - HE PEXKE OJHOTO pasa B IoJ;

JOKYMEHTOB (TIOPY4EHUI) MOCIEIYIOUIMX MECSLEB TEKYLIero roja - HE peXe OJHOro pasa B
MecsL;



JIOKYMEHTOB (TMIOPYYEHHUI ) TEKYIIETO Mecslia - 3a 5 JHEH 10 UCTEYEHUSI CPOKA UCTIOTHEHUS.

7.11. Ecam 1OKyMEHT HE MOXKET OBITh HCIIOJHEH B YCTAHOBJIEHHBIH CpPOK, HCITOJHHUTEIb
IIPEJICTABIISIET 110 HEMY IPOMEKYTOUHBIN OTBET. [IpOMEXYTOUHBIN OTBET HE SBISETCS OCHOBAHUEM IS
MIPU3HAHMS TOKYMEHTA UCIIOJIHEHHBIM, U OH OCTaeTCsl Ha KOHTPOJIE.

7.12. JlokyMeHT (NIOpY4YE€HHME) CUMTAETCSI HUCIOJHEHHBIM, €CIM IPUHATHl PELICHUS 110
MIOCTABJICHHBIM BOIIPOCaM, MOJTIOTOBJIEHBI COOTBETCTBYIOIIME TOKYMEHTBHI, HalpaBjieHa cIpaBka 00
HCIIOJIHEHUU B COOTBETCTBYIOLIME OpraHbl BJIACTH (OpraHu3aldy) WM JaH OTBET IO CYLIECTBY
3aMHTEPECOBAHHBIM JIULAM.

7.13. JoxymMeHTHI (MOpYyYEHUs1), HE CHATBIE C KOHTPOJIS, a TAaKXKE JOKYMEHTHI (IOPYUEHHsI), CPOK
WCIIOJTHEHUS! KOTOPBIX HE MPOJJIEH, CYMUTAKOTCS HEUCITOJIHEHHBIMH.

7.14. Cexperapb cenbckol JlymMbl — aHaIM3UPYeT COCTOSHHUE M PE3YJIbTaThl HUCIOIHEHUS
JOKYMEHTOB (IIOPY4E€HUI) U COCTOSIHUE UCTIOHUTENIbCKON AUCIIUILIINHBI:

B TMOpPAIKE TMPEIBAPUTEIBHOTO KOHTPOJS HANpaBlisieT paOOTHUKAM  CelbCKor  Jlymbl
HAIIOMMHAHUA O TIOKYMEHTaX, CPOKH MCIOJHEHHsI KOTOPBIX UCTEKAIOT (3a 3-5 nHel 0 OKOHYaHUS CpoKa
HCIIOJIHEHUS IOKYMEHTA);

pa3 B MecsSll U O OKOHYAHUM TOJa PYKOBOJIUTEIIO CEIbCKOM JIlyMBl U pPyKOBOJUTEISAM
CTPYKTYPHBIX IOJIpa3fesicHui HampaBisieT OTYETHl O KOJIMYECTBE JOKYMEHTOB, HCIIOJHEHHBIX B CpOK,
WCIIOJIHEHHBIX C MPOJUICHUEM CPOKa WCIIOIHEHUS, HE MCIOJHEHHBIX, HAXOJAUIMXCS HA UCIIOJHEHUU I10
OpTraHU3alli B ILIEJIOM, 10 CTPYKTYPHBIM MOJpPA3JEICHUSM M, NMPH HEOOXOAWMOCTH, - 1O OTAEIHHBIM
WCTIOJTHUTEIISIM.

8. Ilopsaaok oOpaieHus ¢ JTOKYMEHTAMH, COAEPKAIUMHU CITYKeOHYI0
HH(OPMALNI0 OTPAHUYEHHOT0 PACTIPOCTPAHEHUS

8.1. Pabora c JOKyMEHTaMH, COAEpXKAllUMU CIYyK€OHYI0 HH(}OpPMalMI0 OrpaHUYEHHOIO
pacmipoCcTpaHeHUs, OMpelessieTcss HOPMAaTUBHBIMH TMPaBOBBIMH akTamu Poccuiickoit ®epepanuu u
Hacrosiumu IIpasunamu.

8.2. K cnyxeOHOM uH(pOpMaMM OrpaHUYEHHOI'O PACHPOCTPAHEHUS OTHOCUTCS HECEKpeTHas
nHbOpMaNHs, Kacalomascs NesSTeIbHOCTH OpraHU3allfii, OrpaHHYCHHUS Ha PACIpPOCTPAHEHHE KOTOPOH
JTUKTYIOTCS CyKeOHOH HEOOX0IMMOCThIO B COOTBETCTBUH C JICHCTBYIOIINM 3aKOHOAATEIbCTBOM.

CnyxeOHass uWHpOpMaIUs OTPAaHUYEHHOTO PACTIPOCTPAHCHHS 0€3 CaHKIMU COOTBETCTBYIOIIETO
JOJPKHOCTHOTO JIMLA HE TOJUIEKUT Pa3riIallieHHIo (paclpOCTPaHEHHIO).

8.3. Ilpuem, y4yeT W pErucTpaumio JAOKYMEHTOB, COJAEpXkalluX CIy)XeOHyr HH}OpMaINIo
OrPaHUYEHHOI'0 PACHPOCTPAHEHUS, OCYIIECTBIISIET CEKpeTapeM celbckoi JlyMmbl .

8.4. HcnonHeHHBIE CIIy)KEOHBIE JOKYMEHTBHI C TOMETKON «Jljis Ciry)KeOHOro TMOJIb30BaHUS
TPYNIUPYIOTCS B Jiela B COOTBETCTBUU C HOMEHKJIATYpOH /el HECEeKPEeTHOro JeNonpou3BoAcTBa. [Ipu
ATOM Ha OOJIOKKE JIeNa, B KOTOPOE IMOMEIIEHBI TaKhe TOKYMEHTHI, TAaKXKe MPOCTaBIseTcs momeTka « /s
CITy>K€OHOTO M0JIb30BAHUSI.

8.5. YHUUTOXEHHE e, CIIYKEOHBIX JOKYMEHTOB C MOMETKOU «/lJisi Ciry»Ke€OHOTO IMOIh30BaHUS,
yTPAaTUBILIMX CBOE MPAKTHUYECKOE 3HAUEHUE U HE UMEIOIINX UCTOPUUYECKON IIEHHOCTH, TPOU3BOIUTCS IO
akty (mpunoxenue Ne 3). B yuerHpix Qopmax o0 53ToM Jenaercs OTMETKAa CO CCBUIKOM Ha
COOTBETCTBYIOIUN aKT.

8.6. TupaxupoBanue (pa3MHOXKEHHE) JOKYMEHTOB C MOMETKOW «/lJisi Ciry’)k€OHOTO TOTb30BaHUs
(«ICII») ocymecTBisieTcss TOJABKO € MHCBMEHHOI'O pAa3pelIeHUs YIpPaBISIONIEro JelaMH, a B €ro
OTCYTCTBHE (OTIYCK, KOMAaHANPOBKA, IMEPHO/ BPEMEHHON HETPYIOCIIOCOOHOCTH, Mepexo]l Ha paboTy B
Apyroe MO pa3JelieHue, YBOJbHEHHE) - JUI0, HAa KOTOPOE B COOTBETCTBUU C JCHCTBYIOIIUM
3aKOHOAATEIHCTBOM BO3JIO’KEHO HCIIOJIHEHUE 00S3aHHOCTEN YIPaBJISIOLIETO JIeIaMH.

8.7. Ilpu cmeHe pabOTHUKA, OTBETCTBEHHOIO 32 y4YeT U XpaHEHHE JOKYMEHTOB U e, COAEPIKaIINX
cryxeO0Hyro uHbOpMaIMio, TM00 Ha TEPHOJ €ro IOPUIUISCKOTO OTCYTCTBHS (OTIMYCK, KOMaHIUPOBKA,
NepUoJT BPEMEHHON HEeTPYA0CHOCOOHOCTH, Mepexo]l Ha padoTy B Ipyroe mojapaszeieHue, yBOJIbHEHHE),
nepeaada JokymeHToB U nen ¢ nometkoi ("ICII") npyromy paGOTHUKY OCYIIECTBIISIETCS C pa3peIicHus



I'maBbl Cenbckoit ymsl. [lepenaua nen odopmisieTcss akToM, COTJIACOBAHHBIM € YIPABJISIOIIUM JIEIaMU
cenbckoit Jlymbl u yTBepkaeHHbIM ['naBoit Cenbckoid J{yMmbl.

8.8. [IpoBepka Hamuuusi TOKYMEHTOB U jien ¢ noMetkoi «/ICII» mpoBoauTcs He pexe 0JHOro pasza
B IoJl KOMUCCUSAMHM, HazHayaeMbIMH pacnopsbkeHueM [naBel Cenbckoir [[ymbl. Pe3ynbrarsl npoBepku
o(opMIISIIOTCS aKTOM, KOTOPBIM B CiIydasX BBISBICHUS HApYyHICHUH JOBOJUTCA 10 CBEIEHUS [ I1aBbl
Cenbckoit Jymbl.

9. U3roroBjieHHEe U UCIIOJIB30BaHUE NeYaTell U ITAMIIOB
9.1. Mcnonwp3oBanue, XpaHeHUE, YUET U H3TOTOBJICHHME Ie€YaTed M IITaMIIOB B celbCKOM Jlyme
onpeaesitorcs pacnopsbkeHueMm Cenbckoit Jlymbl.

10. CocTaBiieHre HOMEHKJIATYPBI A€l

10.1. HomenknaTtypa A€l - CUCTEMaTU3MPOBAHHBIM NEpEYEHb 3arojIOBKOB (HAMMEHOBAHUMN) eI,
3aBOJIMMBIX B celbCKOHM Jlyme, ¢ yka3aHMEM CPOKOB UX XpaHEHHs, 0(OpPMIICHHBIH B YyCTaHOBJICHHOM
MOPSJIKE.

Homenknatypa en npeiHa3HadyeHa JAjsl OpraHU3aluy IPYNIUPOBKU UCIIOJIHEHHBIX JOKYMEHTOB B
JieNia, CUCTeMAaTH3allMi M ydeTa Jiel, ONpPEJEICHHs] CPOKOB UX XpaHEHUS U SBJIAETCS OCHOBOM JUIf
COCTaBJICHHsI OITUCEH JIesl HOCTOSIHHOTO U BpeMeHHoro (cBbiiie 10 jeT) XpaHeHus, a Takxke JUid yyeTa Aeil
BpeMeHHOTO (710 10 JeT BKIFOUUTENIBHO) XPaHEHHUS.

10.2. Ilpu cocraBieHMHM HOMEHKJIATYphl 1€l cilelyeT pyKoBoJcTBoBaThecs Ilomoxenusmu 00
cenbekol JlymMe U ee mojapasJeNeHusX, IITaTHbIM PacliCaHueM, MEPEeYHsIMH TIOKYMEHTOB C yKa3aHUEM
CPOKOB UX XpaHEHMsI, HOMEHKJIaTypaMH JeJl 3a MPEALECTBYIOIINE TObI.

10.3. B cenbckoit Jlyme cocraBiisieTcs HOMEHKIIATypa el cenbckor Jymbl (mpuinoskenne No 4).

Homenknarypa nien cocrapisieTcsi paOOTHUKOM OTBETCTBEHHBIM 32 JEJI0IPOU3BOICTBO.

Homenkmarypa nen cenbckond  Jlymbl MOAMUCKHIBACTCS  PAaOOTHUKOM  CelnbCKOM  J[ymbI
OTBETCTBEHHBIM 3a JIEJIONPOU3BOJICTBO , COIJIACOBBIBAETCS C IOCTOSHHO ACMCTBYIOHIEH AKCIEPTHOM
KoMuccueil cenbckoil Jlymbl , ¢ skcriepTHOM nposepouHoil komuccueil (OIIK) ynpasnenust no aenam
apxuBoB oOnact u I'naBoit cenbckoit Jlymsl .

10.4. HomeHnknaTypa Jen nedaraercsi B HEOOXOJUMOM KOJMYECTBE SK3eMIUIipoB. IlepBbiii
YTBEPKACHHBIN 3K3EMIUISIP HOMEHKJIATYphl [N ABJIAETCA JOKYMEHTOM IOCTOSHHOIO CpOKa XpaHEHHS,
BTOPOM - HCIIOJIB3YETCS B CENIBCKOM J[yMe , TpeTHil - IPUMEHSETCA B apXUBE, YETBEPTHIN - B YIIPABICHUH
IO JieflaM apXUBOB 00JIaCTH, C KOTOPBIM COTJIaCOBBIBaJIaCh HOMEHKJIATypa €.

10.5. HomeHkiaTypa A€l B KOHIE KaKJIOTO ToJia YTOUHSETCS, YTBEP)KIAaeTcsi M BBOJIUTCS B
neiicTBre ¢ | stHBaps ciaenyoniero KajleHaapHoro roga. He peske oHOro pasa B 5 JIET COIIacOBBIBAETCS C
OIIK ynpasneHus no jenaM apxuBoB 00JIACTH.

10.6. Ha3BanusimMM pa3zenoB HOMEHKJIATypbl M€l celbckod JIymMbl — SBISIOTCA Ha3BaHUSA
MO/Ipa3IeNIeHNH, pa3/ieibl PacloyiaraloTCsl B COOTBETCTBUH C YTBEPKACHHON CTPYKTYPOH.

B HOMeHKNaTypy Z€a BKIHOYAIOTCS 3ar0JIOBKH €I, OTPAYKAIOLINE BCE JOKYMEHTHUPYEMBIE yUaCTKU
paboTHI ceNnbCKOoi J{ymMbI .

B HOMeHKaTypy A€n HE BKIIOYAOTCS IEPUOINYECKUE U3AAHUS.

10.7. T'padb1 HOMEHKIATYP €T 3aMOTHSIIOTCS CISTYIOIIIM 00pa3oM.

B rpade 1 HOMEHKIATypbl el MPOCTABISAIOTCS HMHIEKCHl KaXKJOTrOo Jiena, BKIIOYEHHOTO B
HOMEHKIaTypy. MHIeKke fena COCTOUT U3 YCTaHOBJIEHHOTO B celbcKoil Jlyme uudpoBoro o0o3HaueHUs
MIO/Ipa3JIeJIEHUs U MOPSIKOBOIO HOMEpaA 3aroJioBKa Jiejla 10 HOMEHKIIATYpe B IPEAeNIax MOoApa3ieiacHHUs.
Nunekcel nmen oOo3Hauatorcs apabckumu 1udpamu. Hampumep: 12-05, tme 12 - o6o3HadeHwue
nozpaszaenenus, 05 - MopsAIKOBbII HOMED 3aroJIoBKa Jiejla 10 HOMEHKJIATYpE.

B HOMeHKaType aen peKOMEHIYeTCS COXPaHATh OJMHAKOBbIE MHIEKCHI Ui OJHOPOIHBIX €N B
Ipesenax pasHblX MOAPA3AEICHUM; Ul IEPEXOASIINX 1] UHIEKC COXPAHIETCS.

B rpady 2 HoMeHKIATYpHI A€ BKIFOYAIOTCS 3ar0JI0BKHU JIeNT (TOMOB, YacTei).

3aroJ0BOK Jeja JOJDKEH YeTKO B 00001IeHHOM (opMe oTpaxkaTb OCHOBHOE COZAEp)KaHUE M COCTaB
JOKYMEHTOB JIeJIa.



He nomyckaercss ymoTpebieHHe B 3arojoBKE Jiela HEKOHKPETHBIX (OPMYIHMPOBOK («pa3HbIe
MaTepHalibl», «00Ias Nepenucka» 1 T.11.), a TAKKE BBOJHBIX CJIOB M CI0XHBIX 000POTOB.

3aroJ0BOK JI€1a COCTOUT U3 3JIEMEHTOB, PACIIOIATaeMbIX B CIEAYIOLIEH OCIE10BATEIbHOCTH:

Ha3BaHUE BUJAA Jiena (Mepernucka, KypHal U T.A.) WIK Pa3HOBUIHOCTH JOKYMEHTOB (IPOTOKOJIBI,
MOCTAHOBJICHHUS, TIPUKA3BI U T.11.);

Ha3BaHUE 10JIPa3/Ie]ICHUS WU YIPaBJICHUs (aBTOP JOKYMEHTA);

Ha3BaHHUE OpraHMU3aluU, KOTOPOU OYAYT aapecoBaHbl HIIU OT KOTOPOH OyIyT MOTY4YEeHBI JOKYMEHTHI
(ampecaT WM KOPPECIIOHIEHT JOKYMEHTA);

KpaTKoe Coiep)KaHue TOKYMEHTOB JIeNa;

Ha3BaHUE MECTHOCTHU (TEPPUTOPHH), C KOTOPOI CBA3aHO COAEPIKaHUE JOKYMEHTOB JI€1a;

Jata (nepuon), K KOTOpoil OTHOCATCS JOKYMEHTHI J€a.

[Topsimok pacnosio’KeHHsl 3arojIOBKOB JIel BHYTPU DPa3/elioB U IOJPa3JelioB HOMEHKJIATYPBI Aei
OTIPEJIENIACTCS] CTEMEHbI0 BAYKHOCTU JOKYMEHTOB, COCTABIIAIONIMX JIea, U UX B3aUMOCBA3bIO. BHauaie
pacrioyiaratoTcsi 3aroJIOBKHU /€1, COJeprKallluX OpraHu3alMOHHO-PACIOPAAUTENbHYIO IOKYMEHTALIUIO.

3aroJ0BKH JieNl MOTYT YTOYHSATBHCS B Tporecce GopMupoBaHust U opopMIIeHus aed.

I'padpa 3 HOMEHKIIATYPBHI JIeJ1 3aM0JHACTCA IO OKOHYAHUHU KAJIEHAApHOI'0 ToJ1a.

B rpade 4 yka3piBaroTcsi CpOK XpaHEHUS Jie1a, HOMEpa CTaTel Mo NepeyHIo, a IPU €ro OTCYTCTBHU -
10 TUIIOBOM WJIM IPUMEPHONW HOMEHKJIAType A€ WK COIVIACOBAHHBIN C yIpaBJIEHUEM I10 JIe]aM apXUBOB
CPOK XpaHEHHUSI.

B rpage 5 «IIpumeuanue» ykas3bIBalOTCs Ha3BaHUS NEpeyHEl JOKYMEHTOB, HCHOJIb30BAHHBIX IPU
OTIPENICIICHUN CPOKOB XPAHEHHS, MPOCTABISIOTCS OTMETKH O 3aBEACHUH JIeNl, O MEPEeXOASIINX Jenax
(nanmpumep, nepexozsmee ¢ 2000 r.), o BbIIEIEHUH JIeJ1 K YHUYTOKEHHIO, O JINLAX, OTBETCTBEHHBIX 3a
dbopMupoBaHHE AL, U JIp.

10.8. B HOMeHKIaTypy /1€ TeKYyLIero roja npu HeoOXOAUMOCTH BHOCSTCS JOMOJIHUTENIBHBIE J1ea.
JI1st BHOBB 3aBOJIMMBIX JIEN B KaXJIOM pasjieie HOMEHKIIATYPhI OCTaBIISIOTCS pE3E€pPBHBIE HOMEPA.

10.9.TTo okoHuaHWK TOJa B KOHIIE HOMCHKJIATYPBI [T eTacTCsl HTOTOBAst 3alUCh O KOJIMYECTBE
3aBEJIEHHBIX /1] (TOMOB).

11. ®opmupoBanue U opopMJICHHUE AeI

11.1. ®opmupoBaHue Aen - rpynmnupoBKa HCIOJIHEHHBIX JOKYMEHTOB B JieJa B COOTBETCTBUH C
HOMEHKJIATYpOM JIeJT U CHCTEMATHU3alHsl JOKYMEHTOB BHYTPH JI€JIa.

11.2. Jlena dQopmupyroTcs B MOApa3IeNCHUSIX JIUIAMH, OTBETCTBEHHBIMH 3a BEICHHE
JIEJIOTTPON3BO/ICTBA.

11.3. ITpu popmupoBaHum €1 HEOOXOIUMO COOOIATH CIEAYIONINE OOIIHNE MTPaBUIa:

MOMEIIATh B JIEJIO TOJIBKO UCIOJHEHHBIC, MPABMIBHO OPOPMIIEHHBIE TOKYMEHTHI B COOTBETCTBUU C
3aroJIOBKaMH JIeJI 110 HOMEHKJIAType;

rpynnupoBaTh B JEI0 JOKYMEHTBI OJTHOTO KAJICHAAPHOTO Tro/a, 32 MCKIIOYEHUEM MEPEXOISIINX
ACI,

pa3aeNbHO TPYNIIMPOBATH B Jieja JOKYMEHTHI TIOCTOSSHHOTO M BPEMEHHBIX CPOKE B XpPAHEHUH;

MOMEIIaTh B JieJia KCEPOKONUH (akcorpamm, TeineGoHorpaMMbl Ha OOIIMX OCHOBAHUSX;

B JIeJI0 HE JOJDKHBI IMOMEIIAThCA JTOKYMEHTBI, MOJJIEXKAIIWe BO3BpATY, JHUIIHUE SK3EMIUISPHI,
YEPHOBUKU;

Mo 00BEMY JIeTI0 HE TOJDKHO TpeBbImaTh 250 TUCTOB.

[Ipu Hanmuuyuu B Jejie HECKOJbKMX TOMOB (YacTell) MHAEKC M 3aroJIOBOK Jelia MPOCTaBISIOTCS Ha
Ka)KJIOM TOME C JOOABJICHUEM «T. 1», «T. 2» | T.1.

11.4. JlokyMeHTbl BHYTpHU JieJa paclojararoTcsi B XPOHOJOTUYECKOM, BOMPOCHO-JTOTHYECKOM
IMOCJICIOBATEIILHOCTH MJIN UX COUYCTAaHUH.

PacnopsaurenpHble JOKYMEHTBI TPYIIIUPYIOTCS B J€J1a MO BUAAM U XPOHOJIOTUU C OTHOCSAILIUMUCS K
HHUM TPUIOKECHUSIMU.

[TonoxxeHus, HHCTPYKLMHU, YTBEPKIACHHBIC PACIOPAAUTEIbHBIMU JIOKYMEHTAMH, SIBJISIOTCS
NPUJIOKEHUSIMU K HUM M TPYNIUPYIOTCA BMECTE€ C YKAa3aHHBIMM JIOKyMEHTaMH. Ecim ke OHM
YTBEPK/ICHBI B KAYECTBE CAMOCTOSATEIIbHBIX JOKYMEHTOB, TO UX IPYNIUPYIOT B CAMOCTOSITEIbHBIE JENa.



[TpoToKONIBI B Ji€€ pacnojaraloTcsi B XpOHOJOTHMUYECKOM TMOpsIKe MO HomepaM. J[OKyMEHTHI K
MIPOTOKOJIaM, CTPYIITUPOBAaHHBIE B OT/IEIbHBIC JeJla, CHCTEMaTHU3UPYIOTCS [0 HOMEpaM MPOTOKOJIOB.

JIOKYMEHTBI 110 OCHOBHOW JEATEIbHOCTH TPYIIUPYIOTCS OTIACIBHO OT JOKYMEHTOB IO JIMYHOMY
COCTaBYy.

JIOKyMEHTBI 10 JIMYHBIM JIeJIaM PACIIONATaloTCs 0 MEPE UX MOCTYIICHHS.

[lepenucka rpynnmupyeTcss 3a NEpUOJ KAJIGHJAPHOTO ToJa U CHUCTEMaTH3UpyeTcs B
XPOHOJIOTUYECKOH MOCIIeA0BATEIFHOCTH; TOKYMEHT-OTBET MOMEIIAeTCs 3a JOKYMEHTOM-3ampocoM. [lpu
BO300HOBJICHUH MEPEHUCKU O OMPEIETICHHOMY BOIIPOCY, HaYaBIICHCs B TIPEIbIAYIEM IOy, JOKYMEHTHI
BKJTIOYAIOTCS B JIETI0 TEKYIIETO To/1a ¢ YKa3aHWeM MHJEKCa Jiesia TPeAbLIYIIEero roja.

11.5. Jlena cenbckoit Iymbl mojyuiexat oOPMIICHHIO TIPH UX 3aBEICHUM W 10 3aBEPIICHHH TO7a.
Odopmrenue ena - MOAroToBKa Jieia K XxpaneHuto. OdopMiieHHE J1e BKIIYAeT B ce0s1 KOMIUIEKC paboT
[0 ONUCAHUIO Jejia Ha 00JI0KKe, OpOIIIOPOBKE HyMEpaluu JIUCTOB M COCTABICHUIO 3aBEPUTEIHHOU
Haanuceio. OdopmileHHe 1e1 MPOBOAUTCS COTPYAHUKAMHU TTOAPA3ACICHUN, OTBETCTBEHHBIMU 32 BEICHUE
JeIIOTPOU3BOICTBA.

11.6. B 3aBHCHMOCTH OT CPOKOB XpaHEHHS IPOBOJUTCS MOIHOE HIIM YaCTHYHOE O(OPMIICHHUE JIEIT.

[TonHOMY OOpMIICHHIO MOJUIEkKAT Jiea OCTOSIHHOTO, BpeMEeHHOTo (cBbiiie 10 j1eT) XpaHeHus u 1o
JMYHOMY COCTaBY.

[TonHoe odopMieHHe ena mperycMaTpuBaeT:

o opMIICHHE PEKBU3UTOB OOJIOKKH JIeJia TI0 yCTaHOBJICHHOH Gopme (rprtoskenue Ne 5);

HyMEpAIHIO JIUCTOB B JIETIE;

COCTaBJICHHE JIUCTA - 3aBepuTens fena (npuioxenue N 6);

COCTaBIICHUE B HEOOXOAMMBIX CIy4asiX BHYTpEHHEH OMucH JOKYMEHTOB Jiena (mpuioxkenue N 7);

MOJIIIMBKY ¥ MEPEIUIET JeTa;

BHECEHUE HEOOXOAMMBIX YTOUYHEHHI B PEKBU3HUTHI OOJIOKKH JIeTa.

11.7. Ha o0noxke aena MOCTOSHHOTO, BpeMeHHOro (cBbiiie 10 JieT) XpaHeHus W MO JUYHOMY
COCTaBY YyKa3bIBAIOTCS PEKBU3UTHI: HAaMMEHOBAHHWE OpPraHU3allMM, WHJAEKC Jena, 3arojioBOK Jerna, JaTta
nena (ToMa, YaCTH), KOJMYECTBO JINCTOB B JIeJIe, CPOK XPAHEHUS JieNa, apXUBHBIN mudp nena.

PexBu3uTBHI, mpocTaBisieMble Ha OOJIOKKe Jena, oQOpMIIIOTCA — CIEAYIOIIMM  00pa3oM:
HAaMECHOBAHHE OpPTaHM3AIMM YKa3bIBACTCS TOJIHOCTHI0O B WMEHHTEIBHOM TaleXe; HWHICKC Jena -
IPOCTaBIseTCA UPPOBOE 0003HAYEHUE JIea IO HOMEHKJIAType JIeJT; 3aroJIOBOK JieNa - MEPEeHOCUTCS U3
HOMEHKJIATYPHI JIeJl, 1aTa JIeNia - YKa3bIBaeTcs To/1(bl) 3aBeICHUS] 1 OKOHYAHHUS JeJa B JIJIOTIPOU3BO/ICTBE.
Jlaroii nen, coaepKalux paclopsAUTENbHYIO JOKYMEHTAINIO, @ TaKXKe JeJl, COCTOSIINX M3 HECKOJIbKUX
TOMOB (4acTeil), IBJISI0TCS KpallHUe JaThl JIOKYMEHTOB JIeNa, T.€. J1aThl (YMCII0, MECSAL, TOJ]) perucTpaliu
(cocTaBieHMsI) CaMOro PaHHEro U CaMoro MO3/JHEro JOKYMEHTOB, BKIIOUEHHBIX B Aeio. [Ipu aToM yncno
1 ToJ1 0003HaYar0TCs apaOCKUMU IudpaMu, Ha3BaHUE MECSIIA TTUIIETCS CIIOBAMH.

B memsax oOecrneyeHHs COXPAaHHOCTH M 3aKPEIJICHUs MOPSAAKA PACIONOXKEHHUS JOKYMEHTOB,
BKITIOYCHHBIX B JIENIO, BCE €O JIMCTBHI, KPOME JIMCTa 3aBEPHUTEs] M BHYTPEHHEH OMUCH, HyMEPYIOTCS.
JIMCThI HyMEpYIOTCSI MPOCTBHIM KapaHJAIIoOM CBEpXY BHU3, LU(PHI MPOCTABIISIOTCS B MPABOM BEPXHEM
YTy JHCTA.

JIMCTBI J1en, COCTOSIIUX M3 HECKOJIbKHUX TOMOB WIJIM 4YacTed, HyMEpYIOTCS MO KaXJA0OMYy TOMY WU
9aCTH OT/CITHHO.

dotorpadpuu, 4epTexH, TUarpaMMbl U Apyriue WUTIOCTPUPOBAHHBIE U CTIEHU(pUUECKUE TOKYMEHTHI,
MPEJCTABISIONIAE CAMOCTOSTENFHBIA JIMCT B JIelle, HyMEpPYIOTCS Ha OOOPOTHOH CTOpPOHE B JIEBOM
BEPXHEM YTIIy.

[TogmmTeie B €710 KOHBEPTHI C BIOKEHUSIMH HYMEPYIOTCS: CHavajga KOHBEPT, a 3aTeM OYepeIHBIM
HOMEPOM Ka)k/JJ0€ BIO)KEHUE B KOHBEPTE.

[Tocne 3aBepineHHsT HyMepalWH JIHUCTOB COCTAaBIISICTCS 3aBEpHUTENbHAs HAANNCh, KOTOpas
pacriosiaraeTcsi B KOHIIE Jeia. 3aBepUTeNbHas HaJIIUCh COCTABIsETCS B Jeje Ha OTACIbHOM JIHCTE -
3aBepuTene Jena. B 3aBeputenbHoil Haanucu nudpamMu 1 IPONUCHIO YKa3bIBAIOTCS KOJIMYECTBO JINCTOB B
TAHHOM JieJie, OCOOCHHOCTHU OTAENbHBIX JOKYMEHTOB (4epTexkH, (poTorpaduu, pUCYHKH U T.I1.).



3aBepuTeNbHAS HAIMKUCH MOAMUCHIBACTCS €€ COCTABUTENIEM C yKa3aHHEM pacIIu(ppOBKU IMOIIUCH,
JOJDKHOCTH M JIaThl cocTaBiieHUs. KonuuecTBo JIMCTOB B Jiefie NMPOCTABISIETCs Ha OOJIOXKKE Jena B
COOTBETCTBHUH C 3aBEPUTEIBHOIN HAAMUCHIO.

[To okoHYaHuM rojja B HAJMMCHU Ha OOJIOKKAX JeJ MOCTOSTHHOIO M BpeMeHHoro (csaiuie 10 jer)
XpaHEHUsI BHOCATCS YTOYHEHHUS: TIPH HECOOTBETCTBUHM 3arojioBKa el Ha OOJIOKKE COJIEPIKAHHIO
MOJIIUTBIX JOKYMEHTOB B 3ar0JIOBOK JIeJ1a BHOCSTCSI N3MEHEHMSI U I0TIOJHEH Ul

11.8. JIokyMeHTBI, COCTABIISIOLINE JEJI0, MOALIIMBAIOTCA HA YETBIPE MPOKOJIA B TBEPIYIO OOJIOKKY
U3 KapTOHA WIM NEPeIuIeTaloTCsa ¢ y4€TOM BO3MOKHOIO CBOOOJHOIO UTEHMsI TEKCTa BCEX JOKYMEHTOB.
[Ipu moaroTroBke Aen K MOAIIMBKE (NEpeIuieTy) METauIM4ecKue CKperuieHus (OynaBKH, CKpPENKH) W3
JOKYMEHTOB YAAJISOTCSL.

11.9. Mlena BpemenHoro (mo 10 JieT BKIIOUUTENBHO) XpaHEHMsI JIOIYCKAeTCs XpaHUTh B
CKOpPOCHIMBATENSAX, HE IPOBOAUTh IEPECUCTEMATU3ALUI0 JOKYMEHTOB B J€le, JMCThl Jejla He
HYMEpPOBaTh, 3aBEPUTEIbHBIC HAAMNUCU HE COCTABIIATS.

12. Opranuszanusi onepaTuBHOIO XpaHeHHs IOKYMEHTOB

12.1. C MoMeHTa 3aBe/IeHUs U JI0 Tiepelaur B apXUB Jella XpaHSITCs M0 MECTY UX (popMHupoBaHUS.

COTpy/HHKH, OTBEUAIONIME 3a JICJONMPOM3BOJACTBO, OOs3aHBI O0CCICUNBATH COXPAHHOCTH
JOKYMEHTOB U JIE]L.

Jlena pacrnoyiararoTcsi B BEPTHKAIBHOM ITOJIOKEHUHM KOPEIIKAaMH HAapy)Ky B 3aldpacMbIX MIKadax,
00eCneurBaOIIUX UX MOJHYI0 COXPAaHHOCTb, MPEIOXPAHSIONIMX JOKYMEHTHI OT IbUIM U BO3JACHCTBUS
COJIHEYHOT'O CBETA.

B nensx noBblIeHUs] ONEPAaTUBHOIO MOUCKA IOKYMEHTOB, J€JIa PaclojliaraloTcs B COOTBETCTBUM C
HOMEHKJIaTypou nesi. HomeHkiiarypa nen wiau BBIMCKA U3 HEE MOMENIAETCS Ha BHYTPEHHEHW CTOpPOHE
mkada.

Ha kopernikax o00keK e yKa3bIBaIOTCSl MHIEKCHI IO HOMEHKJIATYpE.

3aBeplleHHbIE JeNla TOCTOSHHOTO U JOITOBPEeMEeHHOTO (cBbimIe 10 1eT) CpOKOB XpaHEHUs XPaHATCS
0 MECTy UX (POPMHUPOBAHMS B TEUCHHE 5-U JIET, & 3aT€M CIIAlOTCS B apXUB.

12.2. Belgaua fien i OTAENbHBIX JOKYMEHTOB Ui pabOThI COTPYJTHUKAM celbCKoi J[ymbl mOJ
pacnucky ¢ paspemieHus [ naBsl cenbckor Jlymbl . [lena nunv oTaenbHble TOKYMEHThI BBIJAIOTCS HA CPOK,
onpexaensiemblii ['maBoit cenbckoit Jymbr . Ilocnme ucTedeHHs yKa3aHHOTO CpOKa JIEN0 JOJKHO OBITh
BO3BpAIllEHO HA MECTO €r0 XpaHEHHs.

W3bsiTHE AOKYMEHTOB M3 J€1 JOIMYCKAaeTCd B HUCKIIOUHUTENBHBIX CIy4asX M MPOU3BOJUTCA C
paspemieHust ['naBel cenbckor JlyMbl C OCTaBJI€HUEM B €€ 3aBEPEHHOM KOIMHUHM JOKYMEHTa M aKTa O
MPUYMHAX BbIJAYM MOJIJIMHHUKA.

13. DkcnepTH3a HEHHOCTH JOKYMEHTOB

13.1. DkcnepTr3a HEHHOCTH JOKYMEHTOB - OTOOP JOKYMEHTOB Ha rOCY/AapCTBEHHOE XpaHEHHE WIIH
YCTaHOBJICHHE CPOKOB UX XPAaHEHHUS Ha OCHOBE MIPUHSATHIX KPUTEPHUEB.

13.2. Dkcneprr3a IEHHOCTH JTOKYMEHTOB B CEIbCKOW [[yme mIpOBOAWTCA MHpPU COCTABICHUH
HOMEHKJIATYpHI e, (GOpMUpPOBAHUU €Nl U TIPOBEPKE MPABMIBHOCTH OTHECEHHUS IOKYMEHTOB K JelaM,
MIOATOTOBKE JIEJT K MOCJIEAYIOIIEMY XPAHEHHUIO.

Jls opraHu3anyy ¥ MpoBEAEHUS SKCIIEPTU3bI IIEHHOCTH JOKYMEHTOB B celbCKol Jlyme cosmaercs
MTOCTOSIHHO JIeHCTBYIoMIAs dKcepTHast komuccus (OK).

OYHKIMKM U TpaBa dKCIEPTHOM KOMHCCHUHU CelbCckod JIyMbl , a Takke opraHusanus ee padoThl
ONPEACIISIIOTCS TOJIOKEHUEM, YTBEPKAECHHBIM ['11aBoit cenbckoil Jlymsl .

13.3. DkcnepTth3a 1LIEHHOCTH JIOKYMEHTOB OCYILIECTBIISIETCS €XEroJHO B MOJpa3JeieHusx
COTPYJHUKAaMH, OTBETCTBEHHBIMH 32 BEJCHHME JEJIONPOU3BOJACTBA, coBMecTHO ¢ DK mox
HETOCPEJCTBEHHBIM METOAMYECKIM PYKOBOJICTBOM paOOTHHKA apXUBa.

[Tpu mpoBeaeHUH AKCIEPTU3bl LIEHHOCTH JOKYMEHTOB B MOJPA3/EICHHUSIX OCYILECTBISETCS 0TOOp
JOKYMEHTOB TIOCTOSIHHOTO W BpeMeHHOro (cBbimie 10 JieT) CpokOB XpaHEHUs sl Iepejadyd B
BEJIOMCTBEHHBIII apXuB, OTOOpP JOKYMEHTOB C BpPEMEHHBIMU CpPOKAaMH XpaHEHUS, MOAJIEKALUX
JNanbHENIIeMy XpaHEHUIO B MOJAPA3/ICICHUSX, BBIICICHUE K YHUUTOXKEHHUIO NN 33 MpeAblAylue ToAbl,



CPOKM XpaHEHHUs KOTOpbIX HcCTeKiIu. [Ipm 3TOM OJHOBPEMEHHO IpPOBEPSAETCS KAadeCTBO M IIOJHOTA
JEeUCTBYIOLIEH HOMEHKJIATYpHhl J1€J1, MPaBWIBHOCTb ONPEEICHHUs] CPOKOB XpPaHEHUs [ell, 3aBEJICHHBIX B
COOTBETCTBHH C HOMEHKJIATYpPOil Jie, COOMI0IeHNE YCTaHOBJICHHOTO MOpsiAKa OQPOPMIICHHS JOKYMEHTOB
1 GOpMHUPOBAHUSA JIE.

13.4. OT6Op HOKYMEHTOB JUIS TMOCTOSIHHOTO XpAaHEHHS NPOBOJUTCS HA OCHOBAaHMM NepedHEei
JOKYMEHTOB C YKa3aHHEM CpPOKOB MX XpaHEHUS M HOMEHKJIATypbl Jell celbckoil Jlymbl  myTem
IIOJINCTHOTO IPOCMOTpa Jeil. B 1enax IMOCTOSHHOIO XpaHEHUs IOJUIekKaT WU3bATHIO JYyOJIETHBIE
9K3EMIUISIPhl JIOKYMEHTOB, YEPHOBUKH, HEO(DOPMIIEHHbIE KONMMU JOKYMEHTOB M HE OTHOCAIIMECS K
BOIIPOCY JJOKYMEHThI C BpEMEHHBIMU CPOKaMHU XPaHEHUSI.

13.5. Ilo pe3ynbTaraM 3KCHEPTH3bl LIEHHOCTH JOKYMEHTOB COCTABIISIOTCS OMUCH /€] IIOCTOSHHOTO,
BpeMeHHoro (cBbimie 10 jeT) XpaHeHHs U 1O JIMYHOMY cocTaBy (mpuioxkeHue Ne §), a Takke akThl O
BBIJICJIEHUY JIe]l K YHUUTOXKEHUIO (puitokeHue Ne 9).

Onucu cocTaBiISAIOTCS OTIAENBHO Ha Jieda MOCTOSHHOIO XpaHEHMs, Jiena BpeMeHHoro (cBbime 10
JIeT) XpaHeHMs, Jiena 1o JuyHoMy coctaBy. Ha nena BpemenHoro (mo 10 neT) XpaHeHHUs ONHUCU He
COCTaBJISIOTCSL.

13.6. Onucu Ha fena MOCTOSIHHOTO XPAaHEHUs! COCTABIISIOTCS €KEro/HO IPHU HENoCpPeACTBEHHOMH
nomouy apxusa. [1o 3TuM onucsaM JOKYMEHTHI CAIOTCS B apXUB.

Onuch Aen MoJpa3/ieNeHusl COCTaBIseTCs B JBYX SK3EMIUIIpax, OAMH M3 KOTOPBIX IEperaercs
BMECTE C JeJlaMU B apXHMB 4epe3 IATh JIET IOCJIE 3aBEpIICHUs JAEN B JIEIONPOU3BOJICTBE, a BTOPOU
OCTaeTcsl B KaUeCTBE KOHTPOJIBHOTO 3K3EMILISIpa B MOApa3AeICHUN.

Onucu e, NOJArOTOBJIEHHBIE MOJPa3eNICHUsIMHU, CIyXaT OCHOBOM JJIsi MOATOTOBKH CBOIHOM
OIUCH celIbCKON JlyMbl , KOTOPYIO FOTOBUT apXHB.

13.7. Ilpu cocTaBiieHUU ONUCHU A€ COONIOAAI0TCA CIeyIoIIe TpeOOBaHUS:

KaX/10€ JIeJI0 BHOCUTCS B ONUCH I10]] CAMOCTOSITEIbHBIM ITOPSIKOBBIM HOMEPOM (€CJIU €TI0 COCTOUT
13 HECKOJIBKUX TOMOB MJIM YacTel, TO Ka)/bIil TOM UM YacTh BHOCUTCS B OIUCH IOl CAMOCTOSATEIbHBIM
HOMEpOM);

MOPSAJIOK HYMEpPALIUHU JIeJ B ONUCH - BAJIOBOH;

rpadbl ONMKMCU 3aMOJIHIAIOTCS B TOUHOM COOTBETCTBHM C TEMM CBEACHUSMH, KOTOpPbIE BBIHECEHBI Ha
00JIOKKY Jena;

IIPY BHECEHUM B OIIUCH MOJAPSA AC] C OJUHAKOBBIMU 3ar0JIOBKAMM ITHUILETCS ITOJHOCTBIO 3ar0JIOBOK
MIEpPBOrO JIeNa, a BCe OCTAJIbHbIE OJHOPOJHBIE Jiea 0003HAYAIOTCs CI0BaMu "TO Xke', IpyU 3TOM JIpyrue
CBEIEHUSI O JejaX BHOCATCA B ONMCh IOJHOCTBIO (HAa KaXX0M HOBOM JIMCTE OINKCH 3arojioBOK
BOCIPOU3BOJUTCS MTOJIHOCTHIO);

rpada omucu "mpuMedaHue" HUCHOIB3YIOTCA AN OTMETOK O TpUeMe Jell, OCOOEHHOCTSIX HX
(U3MYECKOTO COCTOSIHUS, O NIepelade JIe IPYruM MoIpa3esIeHUusIM CO CChbUIKOW Ha HEOOXOIMMBIH aKT, O
HaJIMYUU KOIUH U T.1I.

13.8. OT60p MOKYMEHTOB 3a COOTBETCTBYIOIIUN MEPUO] K YHHUYTOKEHHUIO U COCTABJICHHE aKTa O
BBIIEJICHUHM MX K YHUUYTOKEHUIO IPOU3BOJAUTCS IIOCIE COCTABJIEHMSI CBOJIHBIX OMMCEW J€J MOCTOSHHOTO
XPaHEHMs 3a 3TOT K€ MEepUOoJ. YKa3aHHBIE ONKCH U akThl paccMarpuBaroTcs DK  cenbckon Jymbr un
yrBepxaatorcst ['maBoit Cenbekoit [[yMsr .

YHUYTOXKEHHE BKJIIOYEHHBIX B aKT JOKYMEHTOB W J€JI NMPOU3BOJUTCSA B MOJpPA3AEICHUSIX IOCIHE
yrBepxkaenus DIIK ynpasineHus mo nenaMm apxXuBOB 00JacTH ONMHUCEH 1€ MOCTOSTHHOTO XPaHEHUs U I10
JUYHOMY COCTaBY.



ITpunoxenne No 1

K MHCTpyKIn# M0 AENONPOU3BOACTBY

B Cenbckoit Jyme

cenbekoro nocenenus «/lepesns EpaeneBo»

AKT
Ms1, Hmxenognucasmuecs: nemnyrtatbl Cenbckoil [{ymbl cenbckoro nocenenus «JlepeBHs
Epneneso»
COCTaBWJIM aKT O TOM, 4To " " 20 T. IPY BCKPBITUU TTaKeTa

B HCM HC 0Ka3aJIoCh

Hacrosiiuii akT COCTaBjICH B TPCX SK3CMILIIApaXx.

1 9K3. -
(yka3pIBaeTCsl HOMEp J1e71a)
2 3K3. -
(agpec mepemgaun)
3 9K3. -

(MecTO XpaHeHus)
ITopgnucu:




[Ipunoxxenne Ne 2

K MHCTpyKIn# M0 AENONPOU3BOACTBY

B Cenbckoit Iyme

cenbekoro nocenenus «Jlepesust EpneneBo»

AKT

Mpei, Hmwxkenoanucasmuecs genyratbl Cenbckoil JlyMbl cenbckoro nocenenus JlepeBHs
EpneneBo»,

"

COCTaBMJIM aKT O TOM, 4TO " 20 1. B COOTBETCTBHHU C NPOCHOOI

MIEPBBIA BapUaHT
(Ha3BaHUe, 1aTa U HOMEP JOKYMEHTA)
B3aMEH KOTOPOTO MOCTYMUII HOBBIA JJOKYMEHT, YHUUTOKEH.

Iloamuce:




AKT No

[Mpunoxxenne Ne 3

K MHCTpyKIny 10 AETOIPOU3BOICTBY

B Cenbckoit Jyme

cenbekoro nocenenus «Jlepesust EpneneBo»

VYTBEPXJAIO
I'naBa Cenbckoit Jlymbl
cenbCcKoro nocenenus «/lepesns EpaeneBo»

(monnuck) (pacumppoBKa MOIIHUCH)
Jara

O BbIZIEJIEHMM K YHUYTOXEHNIO JOKYMEHTOB (AEJ),
HE HOIJIEXXAIIMX JAJIbBHEMITEMY XPAHEHUIO
(CIIOMETKOU «JIUIA CJIYXKEBHOI'O ITOJIb30BAHU S1»)

Mg,

(mepeyucnuTh HaMUINU, UMEHA, OTYECTBA U JOJDKHOCTH JCITyTaTOB,

COCTaBHUBILIUX JAHHBIN aKT)

COCTaBUIIH, 0T06pan1/1 K YHHUYTOXKXCHHIO, KaK HC MMCIOIINC HAYyYHO 'I/ICTOPI/I‘ICCKOﬁ HEHHOCTHU U YTPATUBIINEC MPAKTUICCKOC

3HaYCHHUE CIIeIYIOIINe TOKYMEHTHI (1ema)

(HanMeHOBaHNE OPTaHU3AIIH)

No Ton 3aronoBok, HOMEp
JIOKyMEHTa (J1em1a)

KomanuectBo

IIpumeyanue

HUTOTI'O 3a roa B akT N BHECEHO
(IpomuchI0)

JTOKYMEHTOB (IeT)

(HOI[HI/ICI/I ACNyTaTOB, COCTaBUBIINX aKT)

JIOKyMEeHTHI (J1es1a) YHHYTOXKEHBI

(moanuch pabOTHUKA CITYKOBI IETOMPOU3BOICTBA)



ITpunoxenne Ne 4

K MHCTpyKIn# M0 AENONPOU3BOACTBY

B Cenbckoit Jyme

cenbekoro nocenenus «Jlepesust EpneneBo»

YTBEPXJIAIO
I'maBa Censckoit

Jymbl CEJIbCKOT'O MOCEIEHUS
«/lepeBusa EpneneBo»
(nmonmuce) (pacurdpoBKa MOIHCH)
Jlara
HOMEHKIJIATYPA JIEJI
Ne
(MecTo cocTaBlICHUS)
Ha roja
Hunexe 3aronoBok Konunuectso Cpox IIpumeuanue
nena nena Jen XpaHeHHs
nenau N
craTel 1o
MIEPEYHIO
1 2 3 4 5
HazBanue pa3mena
JlommKHOCTHOE JTUTIO TTOTITHCh pacmugpoBKa IMoIMTUCH
Jlata
Buza paboTHuka apxuBa
COI''TACOBAHO COI'ZTACOBAHO
IIpoTtokon K ITpotokon IITK
oT N oT N
HroroBas 3ammck O KaTeropusx U KOJIMYECTBE IEI, 3aBEICHHBIX B TOJIy B celbcKkoit Iyme
ITo cpoxam xpaHeHUs Bcero | B Tom uncne
TIEPEXOISAIINX C OTMETKOH
OIIK
1 2 3 4
ITocTosiHHOTO
Bpemennoro (csrrime 10 ner)
Bpemennoro (m0 10 et
BKJTFOUUTENHHO)
UTOIro
JloyxHOCTHOE TULI0 IToanuce Pacmm¢poBka
Jlata
HToroBeie cBeAeHUS TTepeIaHbI
B apXVB
HanmeHoBanue D0OJKHOCTH IMoamuce Pacumgposka
HepeaaBIIero CBEACHUS TIOJIITUCH

Jlata



IIpunoxxenne Ne 5
K MHCTpyKINH M0 AEIONPOU3BOICTBY
B Cenbckoit yme

cenbCKoro nocenenus «/lepesus EpneneBo»

Kopa roc.apxusa
Kox opranuzanuu

@. Ne
Om. Ne
JI. Ne
(HarMeHOBaHME apXHUBHOTO YUPEIKICHHS)
(HamMeHOBaHMe OpraHU3aIliH )
JAEJIO Ne TOM Ne
(3arosoBok jaemna)
(Kpaitnue nater)
Ha JIUCTax
XpaHuTh

®d. Ne
O Ne
J. Neo




[Mpunoxxenne Ne 6

K MHCTpyKIn# M0 AENONPOU3BOACTBY

B Cenbckoit Jyme

cenbekoro nocenenus «/lepesns EpaeneBo»

JIUCT - 3BABEPUTEJIb JEJIA Ne

B neno noamuTo ¥ NpoOHyMEpoBaHO JHUCT(OB)
(undpamu ¥ NPONHCHIO)
B TOM YHCJIE JINTEPHBIE JIUCTHI , IPOIYIIEHHBIE HOMEpa
+ IMCTOB BHYTpEHHEH onucu

OcobeHHoCcTH (PU3HMIECKOTO Ne
COCTOSHHSA U (POPMHUPOBAHHS Jeia JIMCTOB
1 2

(HOIKHOCTD,  TIOJIITHUCH, pacmudpoBKa IMOAIMUCH, Jiata)



[punoxenne Ne 7

K MHCTpyKINH M0 AEIONPOU3BOICTBY

B Cenbckoit Jyme

cenbckoro nocenenus «/epesns EpaeneBo»

BHYTPEHHSA OIIUCHh JTOKYMEHTOB

JEJA Ne
N Wupexc Hara 3aromoBoK Howmepa [Tpumeuanue
/I | ZOKyMEHTa JOKyMEHTa JOKyMEHTa JIMCTOB JieNa
1 2 3 4 5 6
Hroro JIOKYMEHTOB

(1mdpamu 1 IPOTTUCHIO)

KonmaecTBo nrcToB BHyTpeHHeﬁ OIIMCH

(uuhpaMu U IPOTTUCHIO)
HanmeHoBaHUE TOIDKHOCTH Ioamuce
JIMIA, COCTaBUBLIETO
BHYTPEHHIOIO OIHCh
JOKYMEHTOB JieJIa

Jlata

Pacumgposka
TIOJIITUCH



[Mpunoxxenne Ne 8

K MHCTpyKINH MO AETONPOU3BOICTBY

B Cenbckoit Jyme

cenbckoro nocenenus «/epesns EpaeneBo»

YTBEPXJIAIO
I'maBa cenbekoit [ymbl
CCIIBCKOT'O IIOCCIICHUSA «ﬂepeBHH Epz[eHeBo»

(moamuce) (pacmmppoBKa TOIIHCH)

Jara
OIIMCBh N
N WNupexe | 3arosoBok Kpaiinue KonunuecTso Cpox IIpumeuanue
n/n Jena Jena JIaThI JUCTOB XpaHEeHHUs
Jena
1 2 3 4 5 6 <*> 7

HasBanue pasznena

<*>TI'pacha 6 omyckaeTcs B ONHCAX A€ HOCTOSTHHOTO XPAaHEHUSL.

B nannbIii pa3gen onucu BHECEHO

en.xp.,

c Ne o Ne

(mpaMu ¥ IPOTTUCHIO)
, B TOM YHCIIE:

JIUTEPHBIC HOMEpA:

IIPOIYILLIEHHbIE HOMEPA:

Hara

HaumeHoBaHue NOKHOCTH
COCTaBUTES OIUCH

HanmeHnoBanue nomKHOCTH
PYKOBOAUTEIS apXHBa

(J1Ia, OTBETCTBEHHOT'O 3a APXMB)
Jlata

YTBEPXIEHO

IIpoTokon DIIK apXuBHOTO yUpeKICHUA
oT Ne

IToanuce Pacundposka moamnucu
Honnuce Pacmdposka nmoamucu
COT'JIACOBAHO

ITporoxoxn I13K (IK) opranuzarmu
OT No




HanMeHoBaHMe opranuzanuu

[Ipunoxxenne Ne 9

Kk MHCTpYKIIMHU TI0 IETOTPOU3BOACTRY

B Cenbckoit Jyme

cenbekoro nocenenus «/lepesns EpaeneBo»

ITonnuce

IOAIMHUCH

AKT HaumeHoBaHuE TOKHOCTH
YTBEPXIAIO PYKOBOIUTEIIS
| N (MecTa cocTaBICHUA)

| OpraHu3aIiy O BBIICICHUH K
VHUYTOKCHHIO JTOKYMEHTOB, HE
MO IJIEKAIIAX

XPaHEHUIO

PaciugpoBka

Ha ocHoBanuu

(HaSBaHI/Ie 1 BBIXOAHBIC JAHHBIC IEPCYHA JOKYMCHTOB € YKA3aHHUCM

CPOKOB MX XpaHEHHS)

0TO6paHLI K YHHUYTOXCHHIO KaK HE HMMCHOIIHC Hay‘IHO'I/ICTOpH‘IeCKOﬁ OCHHOCTH 1
YTpaTUBIINC MPAKTUYICCKOC 3HAYCHUC JOKYMCHTBI (I)OH,Z[a Ne

(Ha3Banme GoHIA)

N 3arojoBoK Kpaithue | Homepa | WHpekc gena Konugectso Cpoxu IIpumeuanue
/I | Aena uiu J1aThl onucen o €IMHMIL XpaHEeHUS

TpYIIOBOM HOMEHKJIaType XpaHEeHUs 1 HOMEpa

3aroJI0BOK nnu N nena craTei

JOKYMCHTa 10 OIIMCH 10

MIEPEYHIO
1 2 3 4 5 6 7 8
Hroro €IMHHUI] XpaHEHUS 32 TOJIBI

(mdpamu 1 IPOTTUCHIO)

Ommcu JACJI TOCTOAHHOI'O XpAaHCHUA 34 ToAbl YTBEPKACHBI, 10 TUYHOMY

cocTtaBy cornacoBansl ¢ DK

(HanMeHOBaHME apXUBHOTO YUPEKICHNUS)

(mportoxou ot N

)

HaumeHnoBaHue qoKHOCTH [Tonnuce PacmudpoBka nognvcu

JIMIIA, TIPOBOIMBIIIETO

9KCIEPTH3Y ICHHOCTU

JTOKYMEHTOB

Jlata

COI'JTACOBAHO

[poTokox LIDK (IK)

oT No
JIOKyMEHTBI B KOJHYECTBE

CIAVHNI XpaHCHU, BECOM

KI' CJIaHbI B

(HanMeHOBaHME OPTaHU3AIIIH)
Ha repepaboTKy M0 IPHUEeMO-CIaTOYHOM HaKJIaJHOH OT

HaumMmeHoBaHMe NOMKHOCTHU IMonnuce
paboTHHKa,
CIABIIETO JOKYMEHTBI

Jara MHOITUCH
W3meHeHus B y4eTHbIE JOKYMEHTHI BHECEHBI.
HaumMeHnoBaHMe TOIKHOCTH Iloamnuce

paboOTHHKA apXHBa,

BHECIIETO N3MEHEHUS

B YYETHBIE JOKYMEHTHI
ara

N

Pacmmdposka

Pacmmdposka



®opma Ne 1

Ceabckas [lyma
ceJbCcKoro nocesjienus «/depesuss EpaeneBo»
MaJsiosipocjiaBenikoro paioHa
Kaayxckoi ob6acTu

PEHIEHUE

« » 202

3aro/10BOK K TEKCTY
1,25
<—>Tekcr (Times New Roman 13) Tekcr (Times New Roman 13) Tekcr (Times New Roman
13) Tekct (Times New Roman 13) Tekct (Times New Roman 13) Tekcr (Times New Roman 13)
Teker (Times New Roman 13) Tekcr (Times New Roman 13) Tekcr (Times New Roman 13)
Tekcr (Times New Roman 13) Tekcr (Times New Roman 13) Tekcr (Times New Roman 13)
Texcr (Times New Roman 13) Tekcr (Times New Roman 13) Tekct (Times New Roman 13)
Teker (Times New Roman 13) Tekct (Times New Roman 13) Tekct (Times New Roman 13),
cesqbckas Jlyma cesibCkoro nocesienusi «/lepesust EpaeneBo»
PEIHIUJOA:

Texct (Times New Roman 13) Tekcr (Times New Roman 13) Tekct (Times New Roman
13) Tekct (Times New Roman 13) Tekct (Times New Roman 13) Tekct (Times New Roman 13)
Tekcr (Times New Roman 13) Tekcr (Times New Roman 13) Tekcr (Times New Roman 13)
Texct (Times New Roman 13) Tekcr (Times New Roman 13) Tekct (Times New Roman 13)
Texct (Times New Roman 13) Tekcr (Times New Roman 13) Tekct (Times New Roman 13)
Tekcr (Times New Roman 13) Tekct (Times New Roman 13) Tekct (Times New Roman 13).

I'naBa ceabckoit Jymsl
ceabcekoro nocesienus "Jlepesust EpneneBo" noo



®opma Ne 2

KAJYXKCKAS OBJIACTH
MAJIOSAPOCJIABEIIKHM PAMOH

CEJIbBCKASA 1YMA
CEJIBCKOTI'O TIOCEJIEHUS « IEPEBHSA EPJIEHEBO»
PACIIOPSIZKEHUE
« » 202 r. Ne

3aro/10BOK K TEKCTY
1,25

<—>Texkcr (Times New Roman 13) Tekcr (Times New Roman 13) Tekcr (Times New Roman
13) Tekct (Times New Roman 13) Tekct (Times New Roman 13) Tekcr (Times New Roman 13)
Texct (Times New Roman 13) Tekcr (Times New Roman 13) Tekct (Times New Roman 13)
Tekcr (Times New Roman 13) Tekcr (Times New Roman 13) Tekcr (Times New Roman 13)
Texct (Times New Roman 13) Tekcr (Times New Roman 13) Tekct (Times New Roman 13)
Teker (Times New Roman 13) Tekct (Times New Roman 13) Tekct (Times New Roman 13)

I'naBa cenbckoii Jlymbl
cejibckoro nocesnenusi ""Jlepesusi Epaeneno' Nnoodo



KAJNY/KCKASA OBJACTD dopma Ne 3

e Anvunuctpanus I'ydoepuaTtopa
CEJILCKASI IYMA Kany:xckoii o0acTn
CEJIBCKOTI'O ITOCEJIEHUA 3 Ve
«IEPEBHSI EPIEHEBO» amecturemo 1 ybepratopa
A.A. UBaHoBY
249080 Kamyxckas 061acTb, MasnospociaaBekuii paiioH,
XXXXXXXXXXXX IJI. CTapblﬁ TOpF, e 2, r.Kaﬂyra,
XXXXXXXXXX 248000
Ne

Ha Ne OT « » 2020 r.

YBaxkaeMblil Ajlekcell AjlekceeBu4!
1,25

Tekct. (Times New Roman 13) Tekct. (Times New Roman 13) Tekct. (Times New
Roman 13) Tekcr. (Times New Roman 13) Tekcr. (Times New Roman 13) Tekcr. (Times New
Roman 13) Tekcr. (Times New Roman 13) Tekcr. (Times New Roman 13) Tekcr. (Times New
Roman 13) Tekct. (Times New Roman 13) Tekct. (Times New Roman 13) Tekct. (Times New

Roman 13) Tekcr. (Times New Roman 13) Tekct. (Times New Roman 13).

I'naBa ceiabcekoii Jlymbl Nnood

ceibckoro nocesienus "'lepesusi EpaeneBo"

WBanoB MBau MBaHOBUY,
8/48431/11-111



