POCCUUCKAA ®EOEPALUA
AOMUHUCTPALUA
JIEHUHCKOI'O CEJIbCOBETA
KACTOPEHCKOIO PAMOHA
KYPCKOW OBJIACTU

NMOCTAHOBIJIEHUE
OT1 02.05.2024 roga Ne 28

«00 yTBEpXOEHMMU MHCTPYKUUM NO Aenonpou3BoacTBY
AgmMunHucTpauum
JleHnHckoro cenbcoBeTa KactopeHckoro panoHa Kypckowu
obnactn»

B cootBeTcTBMM ¢ dPepeparnbHbIM KOHCTUTYLIMOHHBIM 3aKOHOM OT 25 aekabps
2000 roga Ne 2-®K3 «O TlocypapcteBeHHOM repbe Poccuinckon Pepepauunny,
depepanbHbiM 3akoHOM OT 22 okTa6psa 2004 roga Ne 125-903 «O6 apxmBHOM aene B
Poccuinckon ®epepaumny, PegepanbHbiM 3akoHom oT 27 nionga 2006 roga Ne 152-
®3 « O nepcoHanbHbIX AaHHbIX», PegepanbHbiM 3akoHoMm o 6 anpend 2011 roga Ne
63-®3 «O6 anekTpoHHOM noanucuy, MNMpukazom MuHMCTEpcTBa CBA3N M MaCCOBbIX
KoMMmyHuKaumn Poccuinckon depepaumm ot 31 uona 2014 roga Ne 234 «O6
yTBepxaeHun NMpaBun okasaHusa ycnyr nodToBon cBA3ny, MNpukasom degepanbHOro
apxmBHoro areHtctea oT 22 masa 2019 roga Ne 71 «O6 ytBepxaeHun [pasun
AenonpousBoacTtsa B rocygapCTBEHHbIX  OpraHax, opraHax  MeCTHOro
camoynpasneHus», [NpasBunamm opraHu3aumm XpaHeHUs, KOMMNIEKTOBAHUS, yyeTa n
NCrnonb3oBaHNA OOKYMEHTOB apxuBHoro ¢oHaa Poccuinckon depepauum n apyrux
apXMBHbIX OOKYMEHTOB B OpraHax rocyfapCTBEHHOW BIiaCTW, opraHax MECTHOro
camoynpaBneHus U opraHmsaumnsax, yTBepKaeHHbIMn npukasom MuHKynbTypbl Poccun
ot 31 mapta 2015 roga Ne 526, NMpumMepHOM MHCTPYKLKMEN NO OenonpouM3BOACTBY B
rocygapCTBEHHbIX  OpraHusauusix, YTBepXAeHHOW npukasom  denepanbHOro
apxuBHoro areHtctBa oT 11 anpensa 2018 roga Ne 44, Metoguyeckumm
pekoMeHgaumMsiMm No  paspaboTke WMHCTPYKUMM NOo  OEenonpou3BoACcTBY B
rocygapCTBEHHbIX OpraHax, opraHax MEeCTHOro camoyrnpaBfieHusl, YTBEPXKOEHHbIMU
npukaszom PocapxvBa oT 24 pekabpa 2020 roga Ne 199, Metogudeckummn
pekoMmeHgaumssmm no npumeHenuto FOCTa P 7.0.97-2016 «Cuctema ctaHgapToB Mo
WHopmauumn, OGubnuoteyHomy u©  umsgatensckomy geny. OpraHMsaunoHHO-
pacnopsauTenbHas OOKyMeHTauusl. TpeboBaHusi K OMOPMIEHUO OOKYMEHTOBY,
OCTom P 7.0.97-2016 «Cunctema ctaHgapToB No UHGopmauum, bnbnmotevyHomy m
nsgarenbckomy  geny.  OpraHusauMoHHO-pacnopsguTensHass  AOKyMeHTauus.
TpeboBaHust K 0POPMIEHNIO AJOKYMEHTOBY» YTBEPXAEHHOIO npukasom deagepanbHOro
areHTCTBa Mo TEXHUYECKOMY perynmpoBaHunto u metponorun ot 8 aekabps 2016 roga
Ne 2004-ct., AaMmunHuctpauma JleHunHckoro cenbcoBeTa KacTopeHcKoro panoHa
Kypckon obnactn NOCTAHOBIAET:
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1. YTBepaOuTb WHCTPYKUMIO MO  Oenonpou3sBoacTsy  AAMUHMCTpauumu
JleHuHcKoro cenbcoBeTa KacTtopeHckoro panoHa Kypckon obnactu
(Mpwunaraetcs).

2. [loctaHoBneHve AamuHucTpaumm JleHuHckoro cenbcoBeTa Ne15 ot
11.03.2024 ropa «O6 yTtBepxaeHuM WHCTpykuMn no [AenonpovsBOACTBY B
AomMuHucTpaunn JleHnHckoro cenbcoBeTa KactopeHckoro panoHa Kypckon obnactm»
cunTaTb YTpaTMBLUUM CURY.

3. KOHTpOsib 3a MCMNOMHEeHMeM MNOCTaHOBIIEHUA OCTaBnsil0 3a COboMn.

4. lMocTaHoBneHMe BCTynaeT B CUMY CO OHS €ro noAanucaHus.

maBa
JleHuHCcKoro cenbcoBeTa A. M. JloxmaToB



YTBEPXJIEHA
MOCTAHOBJIEHUEM AJMHUHUCTPALIUU
JleHnHCKOTO CenbCcOBETA

Kacropenckoro paitona paitona Kypckoit obmactu
oT 02 masg 2024 rona Ne 27

HHCTPYKIUS
11O JIEJIOITPOU3BOJCTBY AJIMUHUCTPAIINA
JEHUHCKOI'O CEJbCOBETA
KACTOPEHCKOI'O PAMOHA

1. OBIIME NOJOXEHUSA

1.1. WHCTpyKUMA 1O [EIONPOU3BOACTBY AIMUHHUCTpauuu JIEHMHCKOTO
cenbcoBeTa Kacropenckoro paiiona (manee MHCTpyKkius mo Aei0npou3BOACTBY)
pazpaboTaHa B IEISIX YCTAHOBJIEHUS €IMHBIX TpeOOBaHUN K TMOATOTOBKE,
00paboTKe, XpaHEHWI0 U UCIOJb30BAHUIO OOpa3yIOIIUXCS B JEATEIHLHOCTH
Anmunuctpanuu JleHuHckoro cenbcoBeta KactopeHckoro paiiona (manee —
AnmMunucTpanus JIEHWHCKOTO celbcoBETa) AOKYMEHTOB, COBEPLICHCTBOBAHUSA
CHUCTEMBl  JEJOMPOU3BOJACTBA, TMOBBIMICHUA A(PGEKTUBHOCTH PabOTHl ¢
JTOKYMEHTAMH, 00ECIICUCHHSI KOHTPOJISA 32 UX UCIIOJTHECHUEM.

1.2. MHCTpYyKIIMA O NIETONPOU3BOJCTBY pa3paboTaHa B COOTBETCTBUU C
denepanbHBIM KOHCTUTYIIMOHHBIM 3aKOHOM 0T 25 nekadps 2000 roga Ne 2-DK3
«O TocynapctBeHHoM repbe Poccuiickoit deneparumny, denepaibHbIM
3akonoM OT 22 oktsa0ps 2004 roma Ne 125-®3 «OO0 apxuBHOM Jene B
Poccuiickoit @enepannmny», GeaepanbubiM 3akoHoM 0T 27 utona 2006 roga N
152-®3 « O mepcoHanbHbIX HaHHBIX», DenepanbHbiM 3akoHOM 0 6 ampens 2011
roga Ne 63-03 «O0 sneKkTpoHHON moanucK», [Iprkazom MuHHCTEpCTBA CBSA3H U
MaccoBbIX KoMMyHuKanuid Poccuiickoit @enepauun ot 31 utons 2014 roma Ne
234 «O6 yrBepxaeHuu IIpaBun okazaHus ycinyr mOYTOBOW CBsi3W», lIpukazom
®enepanbHOro apxuBHOro areHrctBa oT 22 mas 2019 roma Ne 71 «OO0
yTBepxkaeHun IIpaBun J1e1ONpOM3BOJACTBA B TOCYAApCTBEHHBIX OpraHax,
OopraHax MECTHOTO caMoynpaBieHus», [IpaBuiamu opraHuzaluu XpaHEHWUS,
KOMITJICKTOBAaHHUSA, y4€Ta W HCIIOJB30BAHUSA JOKYMEHTOB apXUBHOTO GoHAA
Poccuiickoint deaepannn u Apyrux apXuBHBIX JOKYMEHTOB B T'OCYAAPCTBEHHBIX
opraHax, oOpraHax MECTHOTO  CaMOYyIpaBJ€HUS U  OpraHu3alUsiX,
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YTBEPKJICHHBIMU MpUKa3oM DeaepabHOr0 apXMBHOIO areHTcTBa OT 31 uions
2023 roma Ne77, IlpumepHOW MHCTPYKIHMEW IO JENONPOU3BOACTBY B
rOCYy/IapCTBEHHBIX OpraHu3alusiX, YTBEpKICHHOM mnpukazom @DenepaibHOro
apxuBHoro areHtrctBa oT 11 ampens 2018 roma Ne 44, Meroandyeckumu
pEKOMEHJAUsIMUA 1O pa3padOTKe HWHCTPYKIUI 1O JAEIONPOU3BOJICTBY B
roCy/1apCTBEHHbBIX opraHax, opraHax  MECTHOIO caMoyIpaBJIeHUs,
yTBEp)KJIEHHbIMU mpukazoM PocapxuBa ot 24 nexabps 2020 roma Ne 199,
Meronnueckumu pekoMeHnauusamMu 1o npumeneHuto 'OCTa P 7.0.97-2016
«Cuctema CTaHAApTOB MO HHPOpMaLUU, OUOIMOTEUHOMY M H3JATEIBCKOMY
neny. OpraHu3almOHHO-PACTIOPSAUTENIbHAS JOKyMeHTanus. TpeOoBaHus K
opopmiiernto qokymeHToB», '[OCTom P 7.0.97-2016 «Cuctema ctangapToB 1O
uHpopmaly, OMOIMOTEYHOMY M H3AaTelbckoMy aeny. OpraHu3aluoHHO-
pacnopsauTenbHas JOKyMeHTauus. TpeOoBaHus K OQOPMIICHUIO TOKYMEHTOB)
YTBEP)KAEHHOTO TMpukazoM @DenepaibHOrO areHTCTBA IO TEXHUYECKOMY
pEryinMpoBaHuIo U MeTposioruu ot 8 nexadbps 2016 roga Ne 2004-cr.

1.3. Tonoxxenust UHCTPYKIIMKU O JEJIONPOU3BOACTBY PACIPOCTPAHSIOTCS
Ha OpraHu3alMio padoThl C JOKYMEHTAMHU HE3aBHCHMMO OT BHJa HOCHUTENS
BKJIIOYas TMOATOTOBKY, pErucTpaluio, Y4ET H  KOHTPOJb  HCIHOJHEHHUS
JOKYMEHTOB, OPTaHU3aINI0 UX TEKYIIEro XpaHEeHHUS.

1.4. OcobenHocTy opranuzanuu padboThl ¢ JOKYMEHTAMH, COACPKAITUMU
MH(GOPMAIIMIO OIPAaHUYEHHOTO JOCTyIa (KOMMEPUYECKYIO0 TailHy, MepCOHaIbHBIC
JaHHBIE ¥ WHYI KOHPUACHIMAIbHYIO HWH(OOpMAIHIO), pPEryJINpYIOTCS
OTZI€JIbBHBIMA HOPMAaTUBHBIMU aKTaMU, YTBEPKIAEMBIMU IJ1aBOM CEIbCOBETA.

1.5.ITopsimox paboTHI C:

- oOpamenussMu rpaxaaH Poccuiickoit denepanuy, HWHOCTPAHHBIX
rpaxaaH, jui 0e3 TpaxIgaHCTBAa, OOBEIWHEHUN TpaKJaH, B TOM YHUCIE
IOPUANYECKUX JIMII (J1ajiee — oOpallieHne rpakJaHuHa, OpTaHU3alliK), U BEACHHUE
JIEIONPOU3BOJICTBA MO OOpalIeHUsIM TpaxaaH, OpraHU3aluld PeryIupyeTcs
OenepanbHbiM  3akoHOM OT 2 Mass 2006 roma Ne 59 — ®3 «O mopsiake
paccMoTpeHus oOparieHui rpaxaan Poccuiickoit denepanuny;

-3aIpOCaMU FOPUIMYECKUX U (PU3UYECKUX JUI] B TOCYIaPCTBEHHBIN OpraH,
OpraH MECTHOTO  CaMOYIpaBJCHUS O MPEJOCTABICHUH  HHPOPMAIUH
O IEATEIBbHOCTH 3TOr0 opraH peryiaupyerca @DenepajbHbIM 3aKOHOM  OT 9
deBpans 2009 roma Ne 8-d3 « OO obecrneueHHH DOCTyna K HHPOPMAIUU O
NEATENbHOCTH  TOCYJApCTBEHHOIO  OpraHa M OpPraHoB  MECTHOIO
caMOYIIpaBJICHUS»;

- 3ampocaMHM  TpaXJaH W OpraHM3auuid O  MPEIOCTABICHUHU
TOCYJApPCTBEHHBIX M MYHHMIMIAIBHBIX YCIyr peryiaupyrorcs DenepanbHbM
3akoroM ot 27 uronst 2010 roga Ne 210-D3 «O6 opraHuzanuu mpeoCTaBICHHS
rOCYJapCTBEHHBIX U MYHULIMIAIIBHBIX YCIYT».

1.6. Opranun3anuro, BEJJIEHUE U COBEPUIEHCTBOBAHHE JEIONPOU3BOCTBA Ha
OCHOBE €MHOM TMOJUTUKM W MPUHLMUIIOB, NPUMEHEHHE COBPEMEHHBIX
MH(POPMAIIMOHHBIX TEXHOJIOTUH B paboTe ¢ JOKYMEHTaMH, METOAMYECKOe
PYKOBOJICTBO M KOHTPOJIb COONIOAEHUS MOpsAAKa pabOThl C JOKYMEHTaMu B



AnMuHHCTpalMu JICHMHCKOTO CENbCOBETA OCYLIECTBIISIET 3aMECTUTEND [ J1aBbl
AnmvmunucTpanuu JIeHMHCKOro cenbcoBeTra KacTopeHckoro paioHa.

OTBETCTBEHHOCTh 32 OPraHM3alMI0 OOIIEro JEeJONPOU3BOACTBA, MOPsIKa
paboThl C JOKYMEHTaMH, Ha OCHOBAHUHU PACIOPSLKEHUS AJMUHUCTPALIUU
JIEHMHCKOT O CENbCOBETA, BO3IAracTcs Ha 3amecturens [ nmaBel AIMUHHCTpaLUH.

1.7. ConepxaHue ciay>keOHBIX JTOKYMEHTOB HE MOUICKUT pa3TialleHUIo.
B3aumoneiicTBue co cpeacTBaMu MaccoBOM MHGpOpMalMU, Nepeaadya UM KaKoi-
b0 HHpOpMalMKU WIM JOKYMEHTOB M HX KOMNHMHM JOIMYCKAaeTCs TOJBKO C
paspeurenus I maBsl JIeHnHCKOTO cenbcoBeTa KacTtopeHckoro paiioHa.

Pabotaukn Anmunuctpanuu JlennHckoro cenbcoBeta KactopeHckoro
palioHa HECYT NUCLUIUIMHAPHYIO, aAMUHHUCTPATUBHYIO U MHYIO YCTaHOBIICHHYIO
3aKOHOJaTesbcTBOM Poccuiickon @enepanui OTBETCTBEHHOCTh 34 HApYLICHUE
CPOKOB XpaHEHUSI JOKYMEHTOB, YTpaTy U HECAHKIIMOHMPOBAHHOE YHUUTOKEHUE
CITy’KEOHBIX IOKYMEHTOB.

1.9. Ha mnepuon otmycka, KOMaHIUPOBKH, OOJE3HM WM B CIlydyae
YBOJIbHEHUSI U TepeMelieHus Mo ciyx0e paboTHUKH 00s3aHbl NEpenaTbh Bce
HaxOoJdAIIMECs Yy HUX JOKYMEHTbl 3aMmecTuTento [aBpl AJMUHUCTpaUUH
JIeHUHCKOTO  CenbCOBETa, WM JIpyroMy pabOTHUKY TO YyKa3aHuio [ JaBbl
cenbcoBeta. [Ipu  yBOJNIBHEHMM WM TMeEpeBOJE N0 clyx0e paOOoTHHKA,
OTBETCTBEHHOTO 3a JEJONPOM3BOACTBO, Ilepefada JOKYMEHTOB H el
OCYLIECTBIIAETCS O aKTy.

2. OCHOBHBIE IOHATHUA

B nacTosmeit UHCTpYKIMH HCIIONIB3YIOTCS CIISAYIOIINE OCHOBHEIC
TIOHSTHSL:

aKT — JIOKYMEHT, COCTABJICHHBI HECKOJIBKHMH JIHIAMHU (JIUIOM) WIIH
KOMHCCHEH 1 TIOJITBEPKJAIOIINIA YCTAHOBJICHHE (DaKTa MU COOBITHS;

0J1aHK JOKyMeHTa — JIMCT OyMard WM DOJEKTPOHHBIM IMa0JIOH ¢
PEKBU3UTAMU, WICHTU(HUITUPYIONUMH aBTOpa O(QUIIMATBHOTO JOKYMEHTA,

BUJ JOKYMEHTa— KIacCU(UKAIMOHHOE TMOHATHE, O0003HavaroIee
MPUHAJICKHOCTh JOKYMEHTa K OMNPENCICHHOW Tpynmne JOKYMEHTOB IO
MpU3HAKY OOIIHOCTH QYHKIIMOHAIBHOTO Ha3HAYCHHUS;

BHYTPEHHfII ONHMCb — JIOKYMEHT, BKJIIOYaeMbl B J€J0 IJs yd€Ta
JOKYMEHTOB JIENa;
BH3a — PEKBU3HT, BBIPAXKAWOIIMI  cOrjacue WM  Hecorjacue

JOJKHOCTHOTO JIMLIA C COAEPKaHUEM JIOKYMEHTA;

BPeMEHHOe XpaHeHHe NOKYMEHTA — XpaHEHUE JIOKYMEHTOB B TECUCHHE
CPOKOB, YCTAHOBJICHHBIX HOPMAaTUBHBIMU ITPABOBBIMU AKTaAMHU;

rpud orpaHuveHHsi [JOCTynma K JOKYMEHTY —  PEKBU3MUT,
CBUJICTENBCTBYIOIIMA 00 0coOOM xapakTepe wWHPOpMalud JOKyMEHTa W
OTrpaHUYUBAIOLIUN JOCTYH K HEMY;

rpud yTBep:KIeHMS — PEKBU3UT OQUIMAIBHOTO  JIOKYMEHTA,
CBUJICTENILCTBYIOIIUI O IPABOBOM CTaTyCe JOKYMEHTA;



rpug corjiacoBaHusl — PEKBU3UT, BBIPAKAIOLIMMI COTJIaCUE OpraHu3aluu,
HE SBIAIOLIUNCS aBTOPOM JTIOKYMEHTA, C €r0 CONEPIKAHUEM,;

roCcy1apCTBEHHbIC OpraHbI- Opra"bl TOCYJApCTBEHHOW  BJIACTHU
Poccuiickoit ®enepauuu, opraHbl TOCYJapCTBEHHOW BIIACTU CYOBEKTOB
Poccuiickoit ®denepauuu U MHBIE TOCYJApCTBEHHBIE OpraHbl, oOpasyemble B

COOTBETCTBUU c 3aKOHOJATEJILCTBOM Poccuiickon Penepanun,
3aKOHOJATENbCTBOM CyObeKTOB Poccuiickoit denepannu;

JA€J0 - COBOKYIHOCTb JOKYMEHTOB WM OTACIBbHBIA JOKYMEHT,
OTHOCSILHECSA K OJHOMY BOIIPOCY WIM YYAaCTKY AEATEIBHOCTA OpraHa MECTHOI'O
CaMOYIIpaBJICHUS,

AeJONPOM3BOACTBO -  JESATENIBHOCTb, OOECHeuuBarouiasl CoO3/1aHue

opHUIIUATIBHBIX JIOKYMEHTOB UM OpraHu3aliyio paboThl ¢ HUMH B OpraHax
WCIIOJTHUTENILHOM BJIACTH;

AOKYMEHT - O(UIMAIBHBIA JOKYMEHT, CO3JaHHBIA TOCY/IapCTBEHHBIM
OpraHoM, OPraHOM MECTHOTO CaMOYIIPaBIICHUS, OPUIUUYESCKUM UM (PUBHUECKUM
auoM, O(OPMJICHHBI B YCTAaHOBJICHHOM TMOPSAKE U BKJIIOYEHHBIA B
JOKYMEHTOOOOPOT OpraHa MeCTHOTO CaMOYIIpaBJICHUS;

AOKyYMeHTHpPOBaHMe - Qukcanus wuHGOPMAMKM HAa MaTepUaIbHBIX
HOCHUTEJISIX B YCTAHOBJIICHHOM MOPSIIKE;

AOKYMEHTO0000pOT- JBI)KEHHUE JTOKYMEHTOB C MOMEHTA UX CO3/aHUs WU
MOJIYYEHUS JIO 3aBEPIICHUS UCTIOTHEHUS, IOMEIICHUS B JIeJI0 U (UJIN) OTIPABKH;

AOJIKHOCTHOE JIMIO — JIMIOO, IIOCTOAHHO, BpEMCHHO HJIM IIO
CIICMUAJIbBHOMY ITOJIJHOMOYHUIO OCYHICCTBJIAIOIICC q)YHKHI/II/I MpCaACTAaBUTCILA
BJIaCTH h1%(s10) BBIITOJITHATOIICC OpraHu3alMOHHO- pacrnopAIuTCIIbHBIC,

aJIMHHHACTPATHBHO- XO3SHUCTBEHHBIC (DYHKIIMU B TOCYIapCTBEHHOM OpTaHEe WU
OpraHe MECTHOT'O CaMOYIPaBIICHUS;

3aBepeHHAasi KoMK JOKYMEHTA - JOKYMEHT, Ha KOTOPOM B COOTBETCTBUU
C YCTaHOBIEHHBIM TMOPSJIKOM IPOCTaBISIOT HEOOXOJUMBIC PEKBU3HTEHI,
NpUIAIOINE MY FOPUIUICCKYIO CHITY;

HHJAEKC Jesa - nudpoBoe WM OYKBEeHHO-IIM(PPOBOEC 0003HAUCHHE JIeiIa B
COOTBETCTBHH C HOMECHKJIATYPOH JIe]1 OpraHu3alliy;

HH(POPMANIMOHHO-TeJIEKOMMYHHKAIIHOHHASI Ce€Th — TEXHOJOTHYCCKAs
CUCTeMa, TMpeAHa3HA4YeHHas I Tepeladd 10 JHHHUSAM CBS3M HH(POpMAIUU,

A0CTyll K KOTOpOﬁ OCYHICCTBIIACTCA C HCIIOJIB30BaHUCM CpCACTB
BBIYHUCJIUTEIILHON TCXHUKMH,

KOHTPOJb MHMCIHOJHCHHUHA JOKYMEHTA — COBOKYIIHOCTDH HeﬁCTBHﬁ,
O6eCHe‘-II/IBaIOHH/IX CBOCBPCMCHHOC HCIIOJIHCHHC JOKYMCHTA,

KOInmusl JdO0KyYM€E€HTa - JOKYMCHT, IIOJHOCTBIO BOCHpOI/ISBOI[HHII/Iﬁ

nH(OPMAITNIO TOUTHHHNKA IOKYMEHTA U €r0 BHEIIHUE PU3HAKH, HE UMEIOIIHMA
FOPUIAYECKON CHIIBI,

JHUCT - 3aBepUTe]b [eJa — JOKYMEHT, COJIEpXKalllMil CBEIEHUS O
KOJIMYECTBE JIUCTOB Jena, (U3UIECKOM COCTOSTHUHU JOKYMEHTOB U
0COOEHHOCTAX (POPMHUPOBAHUS JENa;

JIUCT COTJIacCOBaHMS (BU3UPOBAHUSA) TOKYMEHTAa- 4acTh OQUIIHMATBHOTO
JIOKyMEHTa € OTMEeTKamu ( BU3aMH) O COTJIaCOBaHUH;



HOMEHKJIATYpa JieJI - CHCTEMATHU3UPOBAHHBIN MEPEYEHb 3ar0JIOBKOB JIEJ C
YKa3aHUEM CPOKOB UX XpaHEHUS;

00beM TOKYMEHT0000pOTa— KOJIMYECTBO JOKYMEHTOB, ITOCTYIHUBIINX B
OpraHu3alHUIO0 U CO3/IaHHBIX €10 3a ONPEAEICHHBINA EPUOL;

odopMiIeHHEe JOKYMEHTa - NIPOCTABJICHUE HA JOKYMEHTE HEO0OXOIMMbIX
PEKBHU3UTOB;

ne4yaTrb - YCTPOHCTBO, HCIOJB3YEeMOE [JIsi 3aBEPEHHs] MOJJIMHHOCTU
MOJANMKUCH JOJKHOCTHOTO JIMIAa IMOCPEICTBOM MPOCTABIECHUS €ro OTTHCKA Ha
TOKYMEHTE;

NONIMHHMK JOKYMEHTAa — TEpBbI WM E€IUHCTBEHHBIH HSK3EMILIAP
JIOKYMEHTA;

noanucanue (JOKyMeHTAa) — 3aBEpEHUE JIOKyMEHTa COOCTBEHHOPYUHOUH
HOJIIUCHIO TOXKHOCTHOTO WM (PU3MYECKOTO JIMIA M0 YCTAaHOBIEHHOHN (hopMe;

NOANMUCHh — PEKBU3UT, MPEACTABIAIOMIMI cOO0KH  COOCTBEHHOPYUYHYIO
pPOCTIHCHh JOJKHOCTHOTO WU (PU3HUECKOro JINLA;

NMOCTOSIHHOE XpPaHeHHe JOKYMEHTA— BEUHOE XpaHEHHE JOKYMEHTOB 0e3
npaBa MX YHHUUTOKECHUS;

PEKBU3UT JAOKYMEHTA - 3JIEMEHT JIOKYMEHTa, HEOOXOIUMBIM s ero
oopMIIeHUS U OpraHu3aluu paboThl C HUM;

perucTpamnusi JOKyMeHTAa - TPHUCBOCHHE JIOKYMEHTY PErucTpallMOHHOTO
HOMEpa, BHECEHHE CBEJICHUI O JOKYMEHTE B PErHCTPALlMOHHO-YUYETHYIO (hOpMY;

CPOK XpaHeHHMsl JOKYMEHTAa — TEpHUO]] BPEMEHH, B TEUEHHE KOTOPOTO
JOJIKHO OOEeCIeYnBaThC XpaHEHUE JOKyMEHTa B COCTaBe JOKYMEHTAJIbHOTO
WK apXUBHOTO (OH/A;

YHHYTOKEHUE  JOKyMEeHTa  —  HCKJIIOYEHHWE  JOKyMEeHTa U3
JOKYMEHTAJILHOTO WJIM apXUBHOTO (POHJIA MO MCTEUEHUIO CPOKA UX XPaHEHUS C
MOCJIEAYIONINM YHUUTOXKEHUEM (yTUIU3alue);

(¢hopmMupoBaHue 1es1a — TPYNIUPOBKA UCTIOJTHEHHBIX IOKYMEHTOB B JIEJI0 B
COOTBETCTBHH C HOMEHKJIATYypOH JIeNl U X CUCTEMAaTU3allis BHYTPHU e,

XpaHeHHMe JOKYMEHTAa — OpraHu3alys palMOHAIBHOTO pa3MEIICHUs |
o0ecrieueHue COXPaHHOCTH JOKYMEHTA;

IKCNEPTU3a WEHHOCTH [JOKYMEHTOB - W3y4YeHHE JOKYMEHTOB Ha
OCHOBAaHHH KPUTEPHUEB MX LIEHHOCTU B LIEJIAX ONPENEICHUS CPOKOB XPAHEHHUS
JOKYMEHTOB M 0TOOpa UX JUIs BKJIIOUEHUs B cocTaB ApxuBHoro ¢ponaa Kypckoit
o0acTy;

JJIEKTPOHHAsI KONHUSA JOKYMEHTAa - KONMS JOKYMEHTa, CO3/aHHas B
AIIEKTPOHHOU opMme;

3. JOKYMEHTUPOBAHUE YIIPABJEHYECKON
JOKYMEHTAIIUA

3.1. JIoKyMeHTBI OpraHa MeCTHOr0 CaMOyIpaBJeHUs



B cootBercTBHM € 3aKk0OHOHaTENbCTBOM Pocculickon Penepanuu, Y craBoM
MYHHUIMOAIBHOTO 00pa3oBaHus «JIeHMHCKHI CenbCOBET» B AJIMHUHHUCTPALUH
JlennHckoro CEIbCOBETAa H3AAIOTCA  IMOCTAHOBIECHUS  aJMUHHCTPALUU
CEIbCOBETA, PACHOPSIKEHHUS] AJIMHUHUCTPALMA  CEIbCOBETa II0 OCHOBHOM
NEATEIbHOCTH, PACHOPSIKEHUS AJAMUHUCTPALUHA CEJIbCOBETA [0 JIMYHOMY
COCTaBY M MHBIE OPraHU3AIMOHHO-PACTIOPAAUTEIIbHBIE TOKYMEHTBHI.

B AnmMunucTpanuu JIEHHHCKOTrO CENnbCOBETAa CO3JAIOTCS TOKYMEHTHI Ha
OyMa)XHOM HOCHUTEJE M DJEKTPOHHbIE KOMWUU JOKYMEHTOB, IOJIyYEeHHbIE B
pe3yiabpTate onudpoBKU (HapuUMep, CKaHUPOBAHUS) TOKYMEHTOB Ha OyMakHOM
HOCHTEIIE.

3.2. Bi1aHKH 10KYMEHTOB

JlokymeHTbl AnMuHUCTpanuu JICHUHCKOrO celbCcoBeTa Ha OyMa)KHOM
HOCHUTEJIC M3roTaBIMBalOTCsA Ha OnaHkax A4 (210 X 297mm) unu AS (148 x 210
MM), TIPU HEOOXOJAMMOCTH MOTYT HCIOJIB30BaThCs OaHku ¢dopmata A3 (297 X
420 mm).

NsroroBnenue medaret ¢ BocmpousBeieHueMm repba Poccuiickoit
@denepaliii  OCYIIECTBIISIIOT TOJIBKO IITEMIIEIbHO-TPABEPHBIE TMPEANPUSTHS,
UMEIIINEe CepTU(PUKATBI O HAJUYUU TEXHUYECKHUX W TEXHOJIOTHUYECKUX
BO3MOYKHOCTEW JJIsl M3TOTOBJICHUS] YKA3aHHOTO BHJA MPOAYKIHUHU Ha JIOJKHOM
KaueCTBEHHOM yYpPOBHE.

NsroroBnenne medaret ¢ Bocmpou3BeieHueM repba Poccuiickoit
denepanuu  OCYLIECTBISETCA MO 3aka3aM AJIMHHHUCTpanuu JIEHMHCKOro
cenbcoBeTa KacTopeHckoro paiioHa.

JIOKyMEHTBI AIMHUHHUCTpAIUU Jlennnckoro CEJIbCOBETA
pa3pabaThiBalOTCSI B COOTBETCTBHUM C TPEOOBAHUSIMH, YCTaHOBJICHHBIMU
HanmoHaabHbIM cTtangaproM ['OCT P 7.0.97-2016 u yTBepkmaroTcs B COCTaBe
NHcTpyKIMu 10 1€I01POU3BOICTBY.

B Anmunuctpanuu JleHnHckoro cenbcoBeTa KacTopeHckoro paiioHa
PUMEHSIOTCS CIEAYIONINE BUIbI OJTAHKOB:

0JIaHK OCTaHOBJICHUSI AAMUHUCTpAMK JICHHHCKOTO CelIbCcOBETa
KacropeHnckoro paiioHa;

OJIaHK pacropspKeHusi AIMUHUCTpAMu JIGHUHCKOTO CelbCoBETa
KacropeHnckoro paiioHa;

OnaHk nmuchbmMa AnMuHHCTpanuu JlennHckoro cenbcoBeta KactopeHckoro
paioHa;

6sank nmpotokosia CoOpaHus IEMyTaTOB CEIbCOBETA;

Omank pemienust CoOpaHus AEMyTaTOB CEIbCOBETA;

brnanku nokymenTtoB AnmuHuctpauun JleHuHCKOTO CEIbCOBETA
Kacropenckoro paiiona pa3pabaTbiBaroTCsi Ha OCHOBE MPOJOIBHOTO BapHaHTA,
PAacCMOJIOKEHHUSI PEKBU3UTOB IO CEPEAMHE JINCTAa BJIOJIb BEPXHETO MOJA, HU
YTII0BOTO BapuaHTa MPU MCTOIB30BaHUM O1aHKa rmuceM. JlimHa camoil JIMHHON
CTPOKHM PEKBHU3UTA MPU MPOJOJIBHOM PACIOJIOKEHUU PEKBU3UTOB He Oomee 12
CM.



3.3. O0mme TpedOBaHUA K M3rOTOBJICHUIO JOKYMEHTOB

JlokymeHTbI, 0hOpMIICHHBIE KaK Ha OJaHKe, TaK U HA CTaHJAPTHOM JIUCTE
Oymaru, 10J>KHBI UMETh TOJIA

aeBoe - 20 Mwm;

npasoe - 10 mmM;

BepxHee - 20 MM;

HIKHEE - 20 MM.

JIoKyMeHTHI Iy TeNbHBIX (CBbIIe 10 JIeT) CpPOKOB XpaHEHUS JOJIKHBI UMETh
neBoe noJie 30 Mm.

O6pasupl  OJIAaHKOB ~ JOKYMEHTOB  AjmuHuctpanuu  JIeHMHCKOTO
cenbcoBeTta KacropeHckoro paiioHa mpuBeleHbl B mnpuioxkeHun Ne 1 k
HacTosien MHCTpyKunm.

Jlonmyckaercss TeyaTaHWe JOKYMEHTOB C HCIOJb30BaHUEM OOOpPOTHOM
CTOpOHBI JiucTa. [lpu NBYCTOpOHHEM CO3/JaHUU JOKYMEHTOB IIMPUHA JIEBOT'O
NoJIsi Ha JIMLEBOW CTOPOHE JIUCTAa U MPaBOTro MOJI Ha 00OPOTHOM CTOPOHE JIUCTA
JIOJKHBI OBITh PaBHBI.

IIpu co3manuu AOKyMEHTa Ha JBYX WM Oojiee CTpaHUIaX BTOPYIO H
MOCJICNYIOIINE CTPAHUIIBI HYMEPYIOT apaOckuMu IudpamMu  mocepeauHe
BEPXHEro TMOJIA JHCTa 0e3 Kakux- JU0O JOTOJHUTENIBHBIX 3HAKOB (THUDE,
ne(dUCOB: -2-) WIH CJIOB «C.», «CTP.» (CTpaHHIIA).

JIOKyMEeHTBI, co3qaBaemMble B AIMHUHHCTpanuu JIEHMHCKOro ceabcoBeTa
KacTopeHckoro paiioHa, ne4aTaroTcsl C UCIOJIb30BAHUEM, KakK IPaBUJIO,
TEeKCTOBOTO penaktopa Word ¢ ucnons3oBanueMm mpudtoB Time New Roman
pasmepom Ne 13-14, Arial Ne 12-13 (mpu cocTaBieHHH TaOJHI[ JOMYCKAeTCs
UCIIONIb30BaHUE MIPU(TOB MEHBIIUXpa3MepoB) uepe3 1-1,5 MexkcTpouHble
UHTEpBaJIbI, TaOIUYHOTO pemakTopa Exsel ¢ mcmonp3zoBanuem mpudToB Arial,
Time New Roman pasmepom NeNe 8 - 15. MnTepBan Mexay cioBaMu — OIUH
po0er.

AG3arHBIN OTCTYN TEKCTa JOKymMeHTa — 1,25 cM. 3arojioBKd paszielioB H
MOJIpa3/IeJIoB MevyaTaloTcs ¢ a03alHbIM OTCTYIIOM BBIPDABHUBAIOTCS MO LIEHTPY.
AOG3a1HbIN OTCTYI UCIOJB3YETCA TOIBKO MPH U3rOTOBIECHUN TEKCTa JOKYMEHTA,
HO HE TMPUMEHSAETCS TpPH OPOPMIICHUU PEKBU3UTOB. PEKBU3UTHI JOKyMEHTA:
3aroJIoBOK K TEKCTy (0opMIIsieMbIil clieBa MOJ] peKBU3UTAMH OJaHKa), OTMETKa
O TIPWJIOKEHUH, TTOJIUCh, OTMETKA 00 HCIIOTHUTENE), a TAK)KE 3aKIIOYUTEIIbHAS
sTukeTHas ¢paza «C yBakeHHEM,» MEYATAIOTCA HETIOCPEACTBEHHO OT TPAHUIIBI
JIEBOTO MOJISI.

TekcT JOKyMEHTa BbIpAaBHMBAETCA IO MIUPUHE JUCTA (10 TPaHUIAM JIEBOTO
W MpaBoro mnosiel aokymeHTa). Tekc AoKkymeHTa medaraeTcss yepe3d 1-1,5
MEKCTPOUHBIX MHTEpBaja. DTO O3HAYAET, YTO MPHU COCTABIECHHUH JOKYMEHTOB
MOXKET HCTOJB30BAThCSI MEXCTPOUYHBIM wHTEepBan (mpoben) ox 1 mo 1,5. Ilpm
MOATOTOBKE IOKYMEHTOB B TEKCTOBOM PEIAKTOPE MEKCTPOUHBIA MPOOETT MOXKET
OBITb YCTAaHOBJEH B pexuMe «MHOXKHUTENb» U U3MEPSATHCS BEJIMYMHAMU B
npomMexyrtke ot 1 go 1,5.



MHOTOCTpPOYHBIC PEKBU3UTHI TICUATAOTCS YEpPe3 OJUH MEKCTPOUHBIN
WHTEPBAJ, COCTaBHBIC YACTH PEKBU3UTOB OTACISIOTCS JTOMOJHUTEIHLHBIM
WHTEPBAJIOM.

Ecnu 1oKkyMeHT TOTOBUTCS )1 M3IaHUS C YMEHBIIEHUEM MacIiTada, TeKCT
revyaTaeTcs uepe3 2 MEKCTPOYHBIX HHTEpBaJIA.

WNuTepBan Mexay OykBaMH B CJIOBaX — OOBIYHBIA, HMHTEPBAT MEXKIY
CJIOBaMU — OJIUH MPOOeE.

3.4. OpopmiieHre peKBU3UTOB JOKYMEHTOB

JlokymeHT, odopMiieHHBI Ha OJaHKe, JOJKEH HMETh YCTaHOBJICHHBIM
KOMILUIEKC  OOf3aTeIbHBIX PEKBU3UTOB C COOJIIOJCHUEM TMOpsiaKa  UX
PaCIIOI0KEHMUS.

PexBuzutaMu JOKYMEHTOB, CO3/1aBa€MbIX B IIPOLECCE MAECATECIbHOCTHU
AJIMUHUCTpAIUU JICHUHCKOTO CEJIbCOBETA, SIBJISIFOTCS:

1) HauMEeHOBaHWE OPTraHU3AIMK- ABTOPA JTOKYMEHTA;

2) HaMMEHOBAHUE JOJLKHOCTH JIMIIA-aBTOPA TOKYMEHTA;

3) cripaBoYHBIE JaHHBIC 00 OpPraHU3alNH;

4) HaMMEHOBAaHUE BUAA JOKYMEHTA;

5) lata 1OKyMEHTa;

6) pEerucCTpallMOHHBIN HOMEP TOKYMEHTA;

7) cChbUIKA HAa PETUCTPAllMOHHBINA HOMEDP U AaTy MOCTYIUBILETO

JTOKYMEHTA;

8) MecTo cocTaBlieHUs (M3aHUsI) JOKYMEHTA;

9) anpecar;

10) rpud yTBEpKACHUS TOKYMEHTA,

11) rpud orpannyueHus 10CTyna K JOKYMEHTY;

12) 3aroyioBok K TEKCTY;

13) TekCT TOKYMEHTa;

14) oTMeTKa O MPUIIOKEHUH;

15) rpud cormacoBaHus JOKYMEHTA;

16) Bu3a;

17) noanuce;

18) meuats;

19) otmMeTka 00 UCTIOTHUTEE;

20) oTMeTKa O 3aBEPEHUH KOIHUU;

21) oTMeTKa O MOCTYIUIEHUU JOKYMEHTA;

22) pe30dtoLus;

23) oTMETKa O KOHTPOJIE;

24) oTMETKa O HaMpaBJICHUH JOKYMEHTA B JIEJIO;

25) otMeTKa 00 3JEKTPOHHOUN MOAMUCH.

CocTtaB peKBU3UTOB KOHKPETHOI'O IOKYMEHTA ONPEIENAECTCS €ro BUAOM U
Ha3HAYCHUEM.



3.4.1. HaumeHOBaHHE OPraHa MECTHOI'0 CAMOYNIPABJICHHUS

HanmenoBanne Anmvunuctpanuu JIeHUHCKOro cenbcoBera KacTopeHCcKoro
paliloHa BOCHIPOM3BOJAUTCA Ha OJaHKE B COOTBETCTBUM C HAWMEHOBAaHUEM,
MPEAyCMOTPEHHBIM B YCTaBe MYHHIIMIAILHOTO oOpa3oBaHus «JIeHMHCKUI
cenbcoBeT» KacTtopeHckoro paiioHa, yTBep:kKIeHHbIM pemeHueM CoOpaHus
nenyratoB JlennHckoro cenbcoBera Kacropenckoro paiiona ot 7 mas 2005 roga
Ne 4.

3.4.2.HanmeHOBaHHE TOJKHOCTHOIO JIMIIA — ABTOPAa JOKYMEHTA

HanmMeHoBaHME TOJDKHOCTH JIMIIA — PEKBU3HUT OJaHKA JTOJDKHOCTHOTO JIUIIA
(I'maBer  JIeHWHCKOTO celbcoBeTa, 3amecTuTens [aBel  JICHMHCKOTO
CeIIbCOBETA).

HauMeHoBaHMe MOKHOCTH JIMIIA YKa3bIBaeTCsS I0JI HAMMEHOBAaHWEM OpraHa
MECTHOTO CaMOYIIPABJICHHS.

3.4.3.CnipaBo4yHbIe JaHHbIe 00 AAMUHUCTPaIuN JIeHHHCKOT 0
ceancoBera KacropeHckoro paiona

CnpaBounble AaHHble 00 AJQMUHUCTpaluu JIEHHMHCKOrO  CelbCoBETa
Kacropenckoro paifoHa yka3pIBatoTCsl B OJaHKaX MUCEM M BKJIFOUAIOT: MOYTOBBIM
aapec, Homep TenedoHa, (akca, ampec DIEKTPOHHOW TMOYTHI  MPHU
HEOOXOJIMMOCTH JAPYTHUE CBEICHUSI (DEKBU3UTHI).

3.4.4. HanmeHoBaHUE BU/IA TOKYMEHTA

HaumeHoBaHue BuAa NOKyMEHTa yKa3blBaeTCs HA BCEX NOKYMEHTax, 3a
UCKIIIOYEHUEM  JICNIOBBIX  (CIyKEeOHBIX)  THCEM,  pacrojaraercs  Ioj
HAaUMEHOBaHUEM opranu3auuu. Ilpu wu3maHuMm JOKyMeHTa Ha OJlaHKe
KOHKPETHOTO BHJIa IOKYMEHTa (IIOCTAaHOBJIEHUS, PACIIOPSKEHHUS, MUChMa U JIp.)
HalMEHOBAaHUE BUAa JOKYMEHTA SIBJIIETCS] PEKBU3UTOM OJIaHKA.

3.4.5. Jlata 1oOKyMeHTa

JlaToli JOKyMEHTa SIBJISIETCS JaTra ero MojnmucaHusi (TOCTaHOBJICHUS,
pacmopspDKeHHUsl, TUChMA, JOKIAJHBIe, CIy)KeOHbIE 3amUCKH, aKThl H Jp.),
YTBEPKICHUS (MHCTPYKIHSI, TOJIOKEHUE, MPaBWIa PETJIAMEHT, TIaH, OT4ET U
1p.), A IPOTOKOJIA - JaTa 3aceJlaHus, IS aKTa - JaTa COOBITHS.

JlaTa MOKyMEHTa 3amUCHIBAETCS B TOCIEIOBATEIBHOCTH: JICHh MECSIIA,
MeCSIII, TOJT OJTHUM U3 JIBYX CITIOCOOOB:

- apaOckumu nudpamu, pazaenéHubiMu Toukoit: 05.06.2018;

- CJIOBECHO-IIU(PPOBBIM criocoOoM, Hanpumep: S5 utoHst 2018 r.



Ha noxymentax odopmisemMblx Ha OJaHKax, Jara JIOKyMEHTa
MPOCTABISAETCA MO PEKBU3UTAMHU «HAMMEHOBaHUE BUA JOKYMEHTa» (B OJIaHKax
KOHKPETHBIX BHUJOB JIOKYMEHTOB) M «CIPAaBOYHBIE JAaHHBIE O OpPraHE MECTHOIO
caMoympaBieHus» (B OJ1aHKaX MUCEM).

JlaToli  nOKyMeHTa, M3JaHHOTO COBMECTHO JBYMsi WU  Oojee
opraHu3auusMu (JIODKHOCTHBIMU — JIMIAMU), SBJISE€TCA JaTra TOJIMUCAHUS
JIOKYMEHTA TOCIIEAHEN CTOPOHOU.

3.4.6.PerucTpanMOHHBIN HOMEP JIOKYMEHTA

PeructpaniMoHHbBIII HOMEpP JIOKYMEHTa IMPOCTABISIETCS B COOTBETCTBUU C
CUCTEMOM perucTpauuu, NpUHITON B AIMUHUCTPALIUUA CEIbCOBETA.

PeructpaniMoHHbIii HOMEp MpUCBAMBAETCS JOKYMEHTY IIOCJIE €ro
noJnucanus (yTBEpKIEHU).

Ha  nokymeHTe, COCTaBIEHHOM COBMECTHO JABYMs U Ooiee
rOCy/IapCTBEHHBIMU OpraHaMU MECTHOTO CaMOYIpPaBJCHUs, MPOCTABISIOTCS
pEerucTpalmoHHble HOMEpa, MPUCBOECHHBIE KaXIbIM U3 HUX.

PGI‘I/ICTpaIII/IOHHI)IC HOMCpa OTACIAIOTCA ApYyr OT Apyra KOCOH IIepTOI\/II )51
MPOCTABAOTCA B TIIOPAAKC YKa3aHUA HAaMMCEHOBaHUU OpraHoB MCCTHOT'O
CaMOYIIpAaBJICHUA B 3aroJ0BOYHOM YaCTH UJIU HpeaM6yne JOKYMCHTA.

3.4.7.CcbliIKa HA PeruCTPANMOHHBIA HOMEP U AATYy MOCTYNHBIIETO
AOKyMEeHTAa

PexBusut ucnonb3yercss B OlaHKaX MHUCEM, BKIIOYAET PETUCTPAIIMOHHBIN
HOMEP M ATy BXOJAILIETO (IMOCTYIHMBIIETO) AOKYMEHTa, Ha KOTOPBIA JaeTcs
OTBET.

Ccblika Ha PErHCTPAallMOHHBIA HOMEP U AaTy NOCTYNHUBILIErO0 JOKYMEHTa
pacroJjiaraeTcsi IMoJ PEKBU3UTAMU «JaTa JIOKYMEHTa» M «PEruCTpallMOHHBIN
HOMEpP JTOKYMEHTa».

B Tekcr mucema-oTBETAa CBEICHUS O PETUCTPALMOHHOM HOMEPE WM JaTe
MOCTYIHUBLIETO NTMCbMa HE BKJIIOYAOTCS.

Ccbllka Ha PErHCTPAllMOHHBIM HOMEpP U JaTy JOKYMEHTa MpOCTaBIISIETCS
HCIOJIHUTENEM IIPU MOATOTOBKE MUCbMa-0TBETA.

3.4.8. MecTo cocTaBieHus (M31aHUA) JOKYMEHTA

Vka3piBaeTcsi B OJaHKax JAOKYMEHTOB AJMHHUCTpauuu JIeHMHCKOro
CENbCOBETA, 3a WCKIIOUECHUEM [IEJIOBBIX (CIY)KEOHBIX) TIHCEM, a TaKXKe
JOKJIAJHBIX, CIY>KEOHBIX 3aMHCOK.



Mecto cocrtaBienus (M31aHus) JOKyYMEHTa HE YKa3bIBa€TCS B TOM Ciydae,
€CIM B HAMMEHOBAHUM OPraHM3alHUM TPUCYTCTBYET YKAa3aHUE HA MECTHOE
HAXOXJICHUE.

MecTo u3maHus YKa3bIBa€TCs C YYETOM MOPUHATOrO aIMUHHUCTPATUBHO-
TeppuTopuanbHoro aenenusi: n.Jlennnckuii, Kacropenckoro paiiona, Kypckoit
00JacTH.

3.4.9. Anpecar

Anpecar ucnonb3yeTcss npu oPOPMIIEHUU JEIOBBIX (CIYKEOHBIX) MUCEM,
BHYTPEHHUX  MH(GOPMAIIMOHHO-CIIPABOYHBIX  JTOKYMEHTOB  (JOKJIAJHBIX,
CIIy’K€OHBIX, O0OBSICHUTENIBHBIX 3aMUCOK, 3asBJICHUH U JIp.).

AnpecatoM JOKyMEHTa MOXET ObITh TOCYAapCTBEHHBIH OpraH, OpraH
MECTHOI'O  CaMOYIIPaBJICHUs, TOCYIAapCTBEHHAs WM HEroCylapCTBEHHas
opraHusaunus, Trpynmna  OpraHu3alui,  CTPYKTypHOE  MOApa3JeiiCHUE
rOCYy/JapCTBEHHOI'O0 OpraHa, opraHa MECTHOI'O CaMOYIIpaBJIICHUS, OpPraHHU3aLuH,
JOJDKHOCTHOE JIMIO, TPayKJaHUH.

PexBU3UT «anpecar» NpoCTABISIETCS B BEPXHEN MPABOM YaCTH JOKYMEHTA
(Ha OnaHKe ¢ yriIoBBIM PacHoIOKEHUEM PEKBU3UTOB). CTpoku PEKBU3UTA
«azapecar» BbIPABHUBAIOTCS IO JIEBOMY KPar0 WIM BBIPABHUBAIOTCS [0 IIUPUHE
OTHOCHUTEJIBHO CaMOM JUIMHHOW CTPOKHU.

IIpu  anmpecoBaHMHM  JOKYMEHTa  PYKOBOJUTENIO  (3aMECTUTENIO
PYKOBOJHUTENS) TOCYAAPCTBEHHOIO OpPraHa, OpraH MECTHOIO CaMOYIIpaBJIEHUS,
OpraHu3alliM YKa3bIBAaeTCsS B JATCIIBHOM IaJIe’K€ HAMMEHOBAHHUE JOJDKHOCTH
PYKOBOJIHTENSA (3amecTuTens PYKOBOJIHTES) " HAalMEHOBaHHE
rOCYy/JApCTBEHHOI'O OpraHa, opraHa MECTHOI'O CaMOYIIPAaBJICHHS, OpraHU3aLMH,
(damumnus, naUIMans! auna. Hanpumep:

Hauansnuky Ynpasnenust o0pa3oBaHus

[Ipu appecoBaHuM HOKYMEHTOB JOJKHOCTHBIM JIMIIAM TOCYAAPCTBEHHBIX
OpraHoB, B KOTOpBIX NIPEAYCMOTPEHA BOCHHAs WM HMHAas TOCYAapCTBEHHAas
ciyx0a, Mocie MOKHOCTH YKa3bIBaIOT BOMHCKOE WIIM CIICIIMAILHOE 3BaHME.
Hanpumep:

Havansnuky OB/] MBJI «Poccun» KactopeHnckoro paitona

damumug U.0.

[lepen ¢damunuelt MTODKHOCTHOTO JHWIA JIOMYCKAeTCS yMOTPeOIsATh
COKpAIEHHE «r-Hy» (TOCHOAMHY), €CIM aapecar MyKYUHA, HIH «I-XKe»

(rocnioxke), ecinu aapecar keHiuHa. Hanpumep:
I'nmaBe KacTtopeHckoro paiioHa
r-xe




HauanpHuky oTena opraHu3aliMOHHON pabOThI
Anmvunuctpanuu KactopeHnckoro paiiona
Kypckoii obnactu

r-xe

[Ipu agpecoBaHuM NUCbMa B TOCYJAPCTBEHHBIM OpraH, OpraH MECTHOTO
CaMOYTIPABJIEHUS, OPraHU3ALMIO YKa3blBAETCA MOJHOE WM COKPAILIECHHOE
HAaUMEHOBaHUE TOCYJapCTBEHHOTO oOpraHa (OpraHu3aluv) B HMEHUTEIbHOM
naaexe. Hanpumep:

®denepanbHOE apXUBHOE areHTCTBO Win: Pocapxus

Ilpu aapecoBaHuuM JOKyMEHTa B  CTPYKTYpHOE  IOJpa3lciIieHUe
rOCYJapCTBEHHOI'0 OpraHa, OpraHa MECTHOI'O CaMOYIIPaBJICHUs, OpraHU3aluu B
PEKBU3UTE «aapecar» yKa3blBACTCs B MMEHMUTEJIBHOM IaJ€Ke€ HAaUMEHOBAaHHE
OpraHu3aluy, HWXKE — HAUMEHOBAaHME CTPYKTYPHOI'O  IOAPA3ACICHUS.
Hanpumep:

Anmunuctpanus KactopeHckoro paiioHa
Kypckoii obnactu
ApXHUBHBIHN OTJET ATIMUHUCTPAITAN

IIpu agpecoBaHnM MUCbMa PYKOBOJIUTENIIO CTPYKTYPHOI'O MOJpa3IelICHUs
YKa3bIBAIOTCS: B UMEHUTEIBHOM NAaJ€KE HAUMEHOBAHUE OPTaHU3alMU, HUXKE B
NATEIbHOM IaJIeK€ HAaMMEHOBAHUE JIOJHDKHOCTH PYKOBOAMTENS, BKIIOYAIOIIEE
HAaUMEHOBaHUE  CTPYKTYPHOTO  TojpasjefieHus, (amMuiusg,  HMHUIMAIBIL.
Hanpumep:

Pocapxus

PykoBoauTtento GHHAHCOBOTO YIPABICHHUS
dammmus 1.0.

IIpu pacceuike JOKYMEHTAa THIOBOTO COAEPKAHUSA TOCYIapCTBEHHBIM
opraHaM, OpraHaM MECTHOTO CaMOYIpaBJICHHs, OpraHU3alusM WId B
CTPYKTYpPHBIE TIO/Ipa3ieNIieHus, afpecar yKka3biBaeTcs 00o0menHo. Hampumep:

PykoBoaurensam
TEPPUTOPUATIBHBIX OPTraHOB

denepanbHOro Ka3HayenucTna
B cyOBekTax Poccuiickoit deneparnu



IIpu pacceuike JOKyMEeHTa HE BCEM oOpraHaM (OpraHu3aiusM) HId
CTPYKTYPHBIM MOJpa3JeieHusIM, IMOJA PEKBU3UTOM «AjnpecaT» B CKOOKax
yKa3bIBaeTcs: «(1mo crnucky)». Hanmpumep:

I'maBaM cenbcoOBETOB
(o cniucky)

Ecnn nuceMo HampaBisieTcs, KpoMe€ OCHOBHOI'O ajpecaTa, Il CBEICHHS
€lle HECKOJIbKMM ajpecaraM, oOIlee KOJIMYECTBO aApecaroB HE JOJHKHO
MPEBBINIATh YeThIpeX (KPOME MPOILECCYyabHBIX JTOKYMEHTOB), TIPH 3TOM
OCHOBHOM ajipecar ykas3biBaeTcsa nepBbiM. CioBo «Komus» mnepen BTOPbBIM,
TPETHUM, YETBEPTHIM aJPECATAMU HE YKa3bIBACTCS.

IIpu anpecoBaHuu JOKyMEHTa (PU3UYECKOMY JIMIY YKa3bIBAlOTCS:
dbamMuiuis, WHULNMAIBI JIMIa B JIaTEIbHOM Tajiexe, TMOYTOBBIM  aapec
Koppecnonaenta. Hanpumep:

damvmmg 1.0.
yi. Becennsis, 1. 5, xB. 124,
Mocksa, 119235

DNeMEHTBhl TOYTOBOTO aJipeca YKa3bIBAIOTCS B TIOCIEIOBATEIILHOCTH,
ycTaHoBjeHHOM [IpaBriiaMu okazaHust yCIyT TOYTOBOM CBSI3H:

a) Ui IOPUANYECKOTO JIUIA — MOJIHOE MJIM COKpAaIllEHHOE HauMeHOBaHHE (TpH
HAJIWYUK), O TpaxaaHuHa — Qamwins, uMs, OT4ecTBO (TOCieqHee NpH
HaJIM4YUN ),

0) OaHKOBCKME pEKBU3UTHI (JJI1 TIOYTOBBIX IE€PEBOJOB, HAIMPABISIEMbIX
IOPUAMYECKOMY JIUIY UM IPUHUMAEMBIX OT FHOPUINYECKOTO JIUIA);

B) Ha3BaHHE YJIHIIbI, HOMEP JOMa, HOMEP KBapTHUPHI;

') Ha3BaHUE HACEJICHHOTO IMYHKTA,

1) Ha3BaHUE palioHa;

€) Ha3BaHUe PeCIyOJIMKH, Kpasi, 001aCTH, aBTOHOMHOTO OKpyra (00J1acTH);

’K) Ha3BaHHUE CTPaHbI (711 MEXKyHAPOAHBIX MOYTOBBIX OTIIPABICHUH);

3) MOYTOBBIM UHJEKC.

[Ipu ormpaBke muchbMa MO AIEKTPOHHOM MOYTE WM MO (HaKCHMIIBHON
cBs3u (0€3 JOCHUIKM 10 TIOYTE) IMOYTOBBIA ajapec HEe yKaszbiBaercs. llpwu
HEOOXOIMMOCTH  MOXET OBITh yKa3aH DJIJIGKTPOHHBIM  aapec  (HOMED
tenedona/dpakca). Hampumep:

MuHUCTEPCTBO S3KOHOMUYECKOTO Pa3BUTHUS
Poccuiickoit denepaunun
abcd@gov.ru

ITouToBBIH aJIp€C MOKECT HC YKA3bIBATHCA B JOKYMCHTAX, HAIIPABJIICMbBIX B
BBICINHMEC OpraHbl BJIACTH, BBIIICCTOAIIMC OpraHu3aluvu, IIOABCAOMCTBCHHLIC



opraHu3aivi U MOCTOAHHBIM KOPPCCIIOHACHTaAM (321 HCKIIIOYCHHUECM HaIlPpaBJICHUA
IMMCEM YKAa3aHHBIM aJpecaTaM B KOHBCPTax C IIPO3pavHbIMH OKHaMI/I).

3.4.10. I'pud yrBepkaeHust JOKyMEHTa

[IpoctaBnsgercss Ha  JOKyMEHTE, YTBEPKIAEMOM  HEMOCPEICTBEHHO
JOJKHOCTHBIM JIULIOM (PYKOBOJMTENEM WJIM HUHBIM YHOJHOMOYEHHBIM WM
JOJKHOCTHBIM ~ JIMIIOM) WJIM  pacCHOPSAMTENbHBIM  JOKYMEHTOM  (yKazoM,
MOCTAHOBJIEHUEM, MTPUKA30M, PACTIOPSIKEHUEM ).

I'pud yrBepknenus opopmisieTcs B MPaBOM BEPXHEM YTIIy MEPBOIO JUCTA
yTBEpKJaeMoro jJokyMeHta. CTpOKM pPEeKBU3HUTA BBIPABHUBAIOTCS B Mpeleiax
30HBI, 3aHATON PEKBU3UTOM, IO JIEBOMY Kpal0 WIM MO LEHTPY OTHOCHUTEIbHO
CaMOM JUIMHHOW CTPOKH.

[Ipu yTBEepX)AEHUM NTOKYMEHTa JOJKHOCTHBIM JHIIOM T'pU( YTBEPKIACHUS
JOKyMeHTa JoJikeH coctosaTh u3 cioBa Y TBEPXJIAKO (6e3 kaBbiuek),
HAaUMEHOBAHUS JTOJDKHOCTH JIMIIA, YTBEPXKIAIOUIErO TOKYMEHT, €ro IMOAMMCH,
MHUIMANIOB, (paMWINK U JAThl YTBEPKICHUS, HATIPUMED:

YTBEPXIAIO
I'maBa JIeHMHCKOTO CEIbCOBETA

Kacropenckoro paitona Kypckoit o6mactu
MHOJINCH N.0. damumus 01.12.2023

[Ipu yTBepkIeHUU PACTIOPSAUTENIBHBIM JTOKYMEHTOM Tpud YTBEpKACHUS
cocrout u3 cinora «YTBEPXJIEH» («YTBEPX/JIEHA», «YTBEPXJIEHbI»
numn «YTBEPX/IEHO»), cornacoBaHHOTO C Ha3BaHUEM BHJa YTBEPKIAEMOIO
NOKYMEHTa, HAaUMEHOBAaHMS YTBEPKIAIOIIETO JIOKYMEHTa B TBOPUTEIBHOM
najexe, ero Jatbl, HOMepa.

[Ipumepnpii  IlepedyeHb HOKYMEHTOB, MOJIEKAIIUX  YTBEPKIACHUIO,
npuBeeH B npwioxeHun Ne 5 k Hacrosamen MHCTpykuum.

3.4.11. I'pu¢ orpaHuveHHss 10CTYNA K JOKYMEHTY

I'pud orpanmyenuss gocryna K JOKYMEHTY MPOCTaBISETCS HAa IOKYMEHTaX,
coziepkamux HHGOPMAIINIO, OTHOCUMYIO K CITy>)KEOHOM TailHe WJIM K HHOMY BUY
KoH(pueHnnanpHoi nadopmaruu. I'pud orpaHuyeHuss 1ocTyna K JOKyMEHTaM,
coJiepKamuM HHQPOPMAITUI0, OTHOCUMYIO K CITyKeOHOU TaitHe, mmeeT Bu "J{s
CITy’keOHOTO MOIh30BaHUA".

3.4.12. 3aroJi0OBOK K TEKCTYy

3arojoBOK K TEKCTY — KpPAaTKOE COJAEp:KaHUE JOKYMEHTAa. 3arojloBOK K TEKCTY
OTBeUYaeT Ha BOMpPOC «o dem?» (hopmymnupyertcs ¢ npeaigorom «O» («O06») nmm
Ha Borpoc «4ero?». Hanpumep:

npuka3 (o0 uém?) O co3naHuu aTTeCTAIMOHHON KOMHUCCUU



nucbMo (0 uém?) O npenocraBaeHUU HHPOPMATUH
akT (yero?) mpuema-nepenayu aei
IIPOTOKOJI (uero?) 3aceaHus IKCIEPTHON KOMHUCCUN

B nenoBeix (Ciy»eOHBIX) MUChMAaX 3aroJIOBOK K TEKCTY O(OpMIIIETCS MO
peKkBU3UTAaMU OJIaHKa OT TPAHMIIBI JIEBOI'O IMOJISl, B HOPMAaTHMBHO- IPaBOBBIX
aKTax, paclopsAUTENbHBIX JOKYMEHTaX 3aroj0BOK OQOpPMIISIETCSl HaJl TEKCTOM U

BBIPAaBHHUBAETCS 110 LIEHTPY OTHOCHUTENIBHO caMO#l JUIMHOW cTpoku. Hanpumep:
06 yrBepxkaeHuun [lonoxeHusi o cucTeMe MEXBEIOMCTBEHHOTO
AJIEKTPOHHOTO JOKYMEHTO000pOTa

3.4.13.TekeT n1OKyMeHTa

TexkcT mokyMeHTa JIOKEH OBITh COCTABJICH TPAMOTHO, SICHO, TTOHSTHO U TIO
BO3MOXXHOCTH KPaTKO. TEKCT MOKyMEHTa JTOJDKEH COACPIKATh JOCTOBEPHYIO M
aKTyaJIbHYI0 HWH(POPMAIIMIO, JOCTATOYHYIO IS TPHHITHS PEIICHUH WIN UX
UCIIOJTHEHUS, U HE JOJDKCH JIOMYCKaTh Pa3JIMYHBIX TOJKOBAHUH.

TekcT MOKyMEHTa COCTABJISICTCS HAa PYCCKOM SI3BIKE KaK T'OCYJIapCTBECHHOM
s3bike Poccuiickon denepanumu.

B Tekcre mOKyMeHTa HE JIONMYCKaeTCs YIOTPeOJCHUE: MPOCTOPESYHOW U
OKCIIPECCUBHOM  JICKCUKHM; HWHOS3BIYHBIX 3aUMCTBOBAHMHA TpPU  HAJTUYHH
HKBHBAJICHTOB Ha PYCCKOM SI3bIKE; OOOOIIEHHBIX PACCYXIACHUI, BOCKIMIIAHUH,
IPU3BIBOB, OOpa3HBIX CpaBHEHWH, J3MUTETOB, MeTadop; abOpeBuaTyp W
rpauueckux COKpalleHUuH, KpoMe OOMICIPUHSITHIX WIM paciiupoBaHHBIX B
TEKCTE JOKyMEHTa; HCHOPMATUBHOMN JIEKCUKH.

B Tekcte mokymeHTa, MOJATOTOBJICHHOM Ha OCHOBAaHMHM 3aKOHOIATEIBHBIX
WJIM UHBIX HOPMATHUBHBIX MIPABOBBIX aKTOB, PAHEE M3IaHHBIX PACTIOPSIUTEIbHBIX
JOKYMEHTOB, YKa3bIBAIOTCS WX PEKBU3HUTHI: HAWMEHOBAaHHUE JOKYMEHTAa,
HAaUMEHOBAHUE TOCYJAPCTBEHHOTO OpraHa, opraHa MECTHOTO CaMOYIPaBJICHHUS,
U3JIaBIIETO JOKYMEHT, JlaTa JIOKYMEHTa, PErUCTPAllMOHHBIM HOMEp JTOKYMEHTa,
3aroJIOBOK K TEKCTYy; HAaWMMEHOBAaHHME TOCYJapCTBEHHOTO OpraHa, oOpraHa
MECTHOTO CaMOYMPABJICHUS WM JOJDKHOCTH JIMIA, YTBEPAUBIIETO JOKYMEHT,
JaTa YTBEPKICHHSI TOKYMEHTA.

TexcT AOKyMEHTa MOXKET COJEPKaTh pa3deiibl, MOAPA3/ACIbl, IMyHKTHI,
MOAMYHKTBI, HyMepyeMmble  apaOCkumu  ImdpamMu, 3a  HCKIIOYCHHEM
HOPMATHUBHBIX MPABOBBIX AKTOB, B KOTOPBIX pa3lielbl HYMEPYIOTCS PUMCKUMH
nmudpamMu, a MyHKTH — apaOCKUMHU. YPOBHEH PyOpHKaIlMd TEKCTa HE JIOJKHO
OBITH OOJICE YETHIPEX.

TekcT TOKyMEHTa U3JIaraeTcs:

B TTOCTAHOBIICHUSAX — OT TPETHETO JINIA ETUHCTBEHHOTO YMCIIa
(«... TIOCTAHOBIJIAET:...»

B TIOCTAaHOBJICHHUSX, W3IaHHBIX €IWHOJIWYHO, — OT TEpPBOro JIKIA
enrHcTBeHHOro yncia («... [[TOCTAHO BIJL A 10: ...»);

B TIOCTAHOBJICHUSX, W3/IaHHBIX COBMECTHO JIBYMS WM 0oJjiee opraHamMu
MECTHOTO CaMOYMPABICHHUS, — OT TIEPBOTO JMIIAa MHOXECTBEHHOTO YHCIa



(«... IOCTAHOBJISIEM: ...») uiu OT TPEThEro Jinila MHOXKECTBEHHOT'O YKCJIa
(ITOCTAHOBJIAKOT: ...»);

B NPOTOKOJAX 3acCeJaHUil — OT TPEThEro JiMIla MHOXKECTBEHHOI'O 4YHUCIa
(«CIIYITAJI», « BBICTYTIUIIN», «[TOCTAHOBUJIN» unn «PELTIINY);

B JEJIOBBIX MUCBbMaX, O(QOPMIEHHBIX Ha OJAHKAaX — OT MEPBOro JMLA
MHOxkecTBeHHOro uucia (ITPOCUM, HATIPABJISAEM, ITPEJJIATAEM) wnu
oTr Tperhero Jmmma eauHcTBeHHoro umcia («MHUHUCTEPCTBO HE
BO3PAXAET...», kAIMUHUCTPALIUA CHUTAET BO3SMOXHBIM...»);

B JIOKJIAJIHBIX U CIY>KEOHBIX 3alMCKax, 3asBJICHUSIX — OT TEPBOro JHIlA
eaquHcTBeHHOTro uncia («[TPOIIY...», « CHUTAKO HEOBXOJAUMBIM...»);

B JIOKYMEHTaX, YCTaHaBJIMBAOIIMX (QYyHKIUH (00SA3aHHOCTH), TpaBa M
OTBETCTBEHHOCTh CTPYKTYPHBIX TOApa3eieHu, pabOTHUKOB (MOJOXKECHUE,
WHCTPYKIIUSI, PETJIAMEHT), a TaKXe COJEep KalluX OMHCAHUE CUTYallUui, aHAIu3
(¢akTOB W BBIBOJBI (AKT, CIPABKa), UCIOIL3YeTCs (popMa M3IOKEHUSI TEKCTa OT
TPEThEro JMIla EIUHCTBEHHOrO0 WM MHOecTBeHHoro uucia («OTHEJI
OCYUIECTBJIAET OYHKIUMN...», «KOMHUCCHUA ITPOBEJIA
ITPOBEPKY...»).

ClioBO «IOCTAHOBJISIETY», TI€UATACTCS] BPA3PANKY U MOXKET BBIJCIATHCS
MOJIYKUPHBIM TIPUPTOM.

[Ippu moaroroBke TEeKCTa JOKYMEHTa CIeIyeT COOJI0IaTh IpaBuiia
HanmucaHus OQUIMAIBHBIX HAUMEHOBAHUMW, YUCIUTEIBHBIX W €IUHMII
U3MEPEHMUS.

B Texcrax MOKyMEHTOB YMOTpPEOISIOTCA OOIIENpUHSAThIE ab0peBUaTypPHI
U rpaduyuecKre COKpamieHus.

[Ipun yxazanum B TekcTe (aMUIMK JMIA WHUIHAIBI CTaBATCS TOCIe
dbamunuu.

B nenoBbIx (cimykeOHBIX) THChMaX HCIIOJIb3YIOTCS
BCTYIIUTEIIBHOE OOpaIlleHHE:

VYBaxaemblii rocionud [Ipencenarens!

YBaxkaemblil rociogH MuHuctp!

VBaxkaeMbld rocrioguy MiBanos!

VYBaxkaemas rocnoxa Iletposa!

VBaxkaemsiii lBaun IletpoBuu!

VYBaxxaemass AuHa HukonaeBna!

VYBaxkaemsle rocroza!

3aKJTIOYMTENbHAS dTUKEeTHAs ¢pasza: «C yBaxKeHHUEM, ...».

HamMeHnoBaHue MOMKHOCTH BO BCTYMUTEIHLHOM OOpAIEHWW THUIIETCS C
MPONMUCHON OYyKBbI, B oOOpameHuu 10 G(aMUINKd WHUIKAIBL JIUIAa HeE
YKa3bIBaIOTCS.

B TexcTt moxkymeHTa MOTYT BKJIIOYaThCS (PparMeHThI, OpOpMIICHHBIC B
BH/JI€ TaOJIUIIbI WIH AaHKETHI.

CrtpaHunsl TEKCTa HYMEpYIOTCS apabckumu I1mdpamMu 10  CepeauHe
BEPXHETO IOJISI C OTCTYNOM OT Kpast iucta -10 Mm.



Oco0eHHOCTH HAIMCaHUA JaT U YHUCEell, YaCTO YHOTPEOIsIEMbIX COKpAICHHI
CJIOB, 3HAKOB 0003HAUYEHHUS €AMHUL U3MEPEHUs, PaMUINil 1 UMEH MIPUBEIEHBI B
[Tpunoxenuu Ne 6 k Hacroseit UacTpykuum.

3.4.14. OT™MeTKa 0 NPUJIOKEHHUHU

OTMmeTKa 0 MPUIIOKEHUU CONEPKUT CBEACHUS O JOKYMEHTE (JOKYMEHTaX),
MpUJIaraeMoM (TpuiaraéMbix) K OCHOBHOMY JIOKYMEHTY.

B compoBoauTENbHBIX MUCbMAaX W HHBIX HH(POPMALMOHHO-CIPABOYHBIX
JOKYMEHTAaX OTMETKA O MPUJIOKEHUU OPOPMIISETCS MOJA TEKCTOM OT TpaHUIbI
JIEBOTO I0JI OTHUM UX CJIEAYIOLUIUX CIIOCOOOB:

CCJIN IPUJIOKCHHUC HA3BAHO B TCKCTC!
[Ipunoxenue: Ha 2 1.B 19K3.

CCJINM IPUJTOKCHUC HC HA3BAHO B TCKCTC HUJIU CCIIN HpI/IJIO}KeHI/Iﬁ HCCKOJIBKO
(yka3pIBalOTCSl Ha3BaHUSl JOKYMEHTOB-TIPWIOKEHUN, KOJUYECTBO JIHUCTOB U
AK3EMILUIAPOB KaKI0TO U3 HUX):

[Tpunoxenue: 1. [Tonoxxenne 06 AaMuHuCcTpanuu JIeHUHCKOro cenbcoBeTa Ha 5 1. B 1 9K3.
2. CrpaBka o KaJpoBOM cocTaBe AIMUHUCTpanuu JIeHMHCKOTrO ceabcoBeTa Ha 3 1. B 1 3K3.

€CJIM MPpUIIoKEeHUe (MPUIT0KEHUST) COPOIIIOPOBAHBI HIT MPOILIUTHI:
[Mpunoxenne: JloroBop o coTpyaamyectBe ot 12 wmas 2020 1. Ne65 B 2 9Kk3.

€CJIn  NOKYMCHT, HBHHEMHﬁCH MMPUIOXKCHUCM, HMCCT IIPHIIOKCHUA

CaMOCTOATEILHON HyMEpaluen CTPAHHULL:
[Ipunoxenne: nuceMo Anmunuctpanuu Jlennnckoro cenbcoBera oT 05.06.2020 Ne
02-6/172 w nmpusio’)keHHs K HEMY, BCETO Ha 5 JI.

CCJIM TIMCbMO HAIIPABIIKACTCA HCCKOJIBKHMM aapecaraM, a IJOKYMCHT-

IIPUJIOKEHUE TOJIBKO NIEPBOMY U3 HUX:
[Ipunoxenue: Ha 3 1. B 1 5K3. TOJIBKO B MEPBBIN ajipec.

CCJIN IIPUJTOKCHHUCM ABJIAIOTCA JOKYMCHTEI, 3alIMCAHHBIC Ha (1)I/ISI/I‘IGCKI/I

000CO0JICHHBIN 3JIEKTPOHHBI HOCUTEb:
[Ipunoxenne: DVD-R B 1 3k3.

[Tpu >TOM Ha BKIanpIie (KOHBEPTE), B KOTOPHIN MOMEIIACTCS HOCUTEIb,
YKa3bIBAIOTCSI HAUMEHOBAHUs JOKYMEHTOB, 3alMCaHHBIX HA HOCUTENbh, MMEHA
¢aiinoB, o0beM B Oaiitax. J[OMOMHUTETEHO MOXKET OBITH YKa3aH dopmat daitna
(docx, pdf, odt nmu uHoI).

Ecnu npunoxeHuid HECKOJIbKO, TO OHH HYMEPYIOTCH.

B pacnopsmuTensHBIX JOKyMEHTaX (IMOCTAHOBJICHHSX, PEHICHUSX,
pPacIoOpsDKEHUSX), TOTOBOPAX, MOJOKECHUSIX, TIPABIIIaX, HHCTPYKIUAX U IPYTUX
JIOKyMEHTaX OTMETKa O MPUJIOKEHUH 0DOPMIIIETCS CIEAYIOMUM 00pa3oMm:

B TEKCTE JOKYMEHTA MPHU MEPBOM YIOMHUHAHUHU JTOKYMEHTA-TIPUJIOKEHUS B
CKOOKax yKaspIBaeTcs: ...(MpWIOXKeHue) wuinu ... (mpuioxkenue 1); mepen
HOMEPOM TPHUIIOKEHHS JTOMYCKAETCS CTaBUTh 3HAK HOMEpa: ... (MPUIIOKCHHE

Ne 1);



Ha TIICPpBOM JIMCTC JOKYMCHTA-IIPHUIIOKCHHA B IIPAaBOM BCPXHEM YIIIY

YKa3bIBaCTCA:
[Tpunoxenue Ne 2

K pacnopsbkeHuio AaMmuHucTpanuu JIeHnHckoro cenbcoBera KactopeHckoro palioHa
ot 15 aBrycrta 2020 r. Ne 112

B ormerke O IpUIOKEHMM MOXET YKa3blBaTbCs  COKPALICHHOE
HaUMEHOBaHUE IOCYJapCTBEHHOIO OpraHa, opraHa MECTHOTO CaMOYIIPABIICHU).
CTpokn peKBU3UTA BBIPABHUBAIOTCS II0 JIEBOMY Kpalw WM LEHTPUPYIOTCS
OTHOCUTEJIBHO CaMOM JJIMHHOU CTPOKHU.

Ecnu npunoxeHueM K pacHOpAIUTEIBHOMY JOKYMEHTY  SIBIISIETCS
HOPMATHUBHBIA IPAaBOBOM AaKT WM MHOM JOKYMEHT, YTBEPKIACMBINA JTaHHBIM
pacHoOpsAAUTENBHBIM  JOKYMEHTOM, Ha  IEpBOM  JIUCTE  IPUIIOKEHUSA
IPOCTABISETCSd OTMETKAa O MPUIOKEHUU (0e3 CChUIKM Ha paclopsAUTEIbHbIN
JOKYMEHT) M Tpu(p YTBEpXKACHHUS, B KOTOPOM YKa3bIBaIOTCS JaHHBIC
PacoOpAAUTEIBHOIO JOKYMEHTA, KOTOPBIM YTBEPKACH JOKYMEHT-IIPUIIOKEHUE.

[Ipunoxenne Ne |

YTBEPXJIEHO

npukaszoM (HanmeHoBaHUe roCyIapCTBEHHOTO OpraHa, OpraHa MeCTHOTO CaMOYIIPaBIICHHS )
oT 18 mas 2020 r. Ne 67

Ecam ogauM pacniopsAuTeIbHBIM IOKYMEHTOM yTBEPIKIACTCSI HECKOJBKO
JOKYMEHTOB, Ha KaXJI0M M3 HHUX OQGOPMIISIOTCS OTMETKH O NPHJIOKEHUH,
BKJTIOUAIOIIHE TPU] YTBEPKIACHUS.

Ecnu x ngokymMeHTy mnpuiararoT IpYyroi JOKYMEHT, TakKe HMEIOIINi
OPWIOXKEHHE, OTMETKY O HaJMYUU TMPUIOKEHUS O(OPMIISIOT CIEAYIOIMNUM

obpazom:
Ipunoxeume: [ucemo Pocapxmea or 05.06.2004 N 02-6/172 wWOpUIOoXeHME K HEMY,
BCero Ha 3 J.

3.4.15. I'pud coriacoBaHusl JOKYMEHTA

I'pud cormacoBaHusi JOKyMEHTa TMPOCTABIsAETCS Ha JIOKYMEHTaX,
COTJIACOBAHHBIX OpraHaMM BJIACTH, JOJKHOCTHBIMU JIMIIAMU.

I'pud cormacoBanus coctout u3 cioBa «COI'JTACOBAHO», nomkHOCTH
auIa, € KOTOPbIM  COMJIaCOBaH  JIOKYMEHT (BKJIOYas HauMEHOBAaHUE
OpraHu3aluu), €ro cOOCTBEHHOPYYHOU TOJMUCH, WHUIIAATIOB, (aMUIHH, NAThI
COIJIaCOBAHUS. Hanpuwmep:

COTI'JTACOBAHO
['maBa AnMuHMCTpauu
JIeHnMHCKOro cenbcoBeTa
KacropeHnckoro paiioHa
noanuck 1M.0.damunus
nata (4uciio, MeCsIl, TOJT)



Ecnu COTJIACOBAaHUE OCYIIECTBIISCTCS COBEIIATEIIBHBIM,
KOOPJAWHAIMOHHBIM METOJAMYECKUM HJIM MHBIM OpraHoOM, B I'pu(de COriacoBaHMS
yKa3bIBaeTCS HAMMCHOBAaHHWE OpraHa, Jara W HOMEp IPOTOKOJA, B KOTOPOM
3a(hUKCUPOBAHO PElICHUE O coryiacoBanuu. Hampumep:

COTI'JTJACOBAHO
CoOpanueM jenyraTtoB JICHUHCKOTO CElIbCOBETA

(IpoTOKOJI OT No )

Ecnu cornacoBanue oCymecTBIETCS TUCbMOM, YKa3bIBAKOTCS BUJL
JOKYMEHTa, HAMMEHOBAaHHUE OpPraHa, COIJIaCOBABIIETO JOKYMEHT, JaTa U HOMEP
nuceMa. Hanmpumep:

COI''TACOBAHO
nucbMo PeepanbHOro apXMBHOTO
are’HTcTBa OT Ne

I'pud cormacoBanusi B 3aBUCUMOCTH OT BUJIa IOKYMEHTa U OCOOCHHOCTEN
ero opopMIICHUSI MOKET MPOCTABIIATHCS:

- Ha MEePBOM JIUCTE TOKYMEHTA (€C/IH JOKYMEHT UMEET TUTYJIbHBIN JIUCT, —
Ha TUTYJBHOM JIUCTE) B JIEBOM BEPXHEM YTy Ha YpOBHE Ipuda yTBEpKICHUS
WIN 1I0JT HAUMEHOBAaHUEM JOKYMEHTa OJIMKe K HUKHEMY IIOJII0);

- Ha MOCJIEJTHEM JIUCTE TOKYMEHTA I10]] TEKCTOM;

- Ha JIMCTE COIVIACOBAHUSA, SBJIAIOIIMMCA HEOTBEMIIEMOM YacThbIO

JOKYMEHTA.

3.4.16. Bu3a

Busza sBinsercs OTMETKOM O BHYTPEHHEM COTJIACOBAHWUM IPOEKTA
JOKYMEHTA, CBUJIETEILCTBYET O COIVIACUU WJIM HECOIJIACUU JIOJKHOCTHOTO JIMIA
C COAEPKAHHUEM MPOEKTA JOKYMEHTA.

Buza BxIOYaeT HaMMEHOBaHWE JOJDKHOCTH JIMLA, BU3HUPYIOLIETO
JOKYMEHT, yKa3aHHO€ B HMEHHUTEIBHOM TMaJeXke, MOJINUCh, paciIuppoBKY
noAnucH (MHUIKAATBL, (paMIInio) U JaTy Bu3upoBaHus. Hanpumep:

I'naBa JlennHcKkOTO CenbcoBeTa
Tloonuce W.0O. amunus
ara

[Tpy HamWMuMKM 3aMeuYaHUi K JOKYMEHTY BH3y O(QOPMIISIOT CJIEIYIOUUM
obpazom:

3aMmeuaHus IpujIarar0TcCs.
Hauanpuuk (I)I/IHaHCOBOFO oTAciia



Hoonuce WN.O. ®amunus
Hara

B nokymeHTax, NOMJMHHUKUA KOTOPBIX XpaHATCS B AJIMUHUCTpPALMU
JIeHUHCKOTO CeNbCOBETA, BU3bl MPOCTABISAIOT HA MOCJIEAHEM JIUCTE JOKYMEHTa
Moj, TOJMHUCHIO, Ha OOOPOTHON CTOPOHE IOCJIEAHEr0 JIMCTAa MOJIMHHUKA
JOKyMEHTa WJIM Ha JIMCTE COIVIacOBaHUs (BU3UPOBAHUA), NpPUIIaraéMoOM K
JIOKYMEHTY.

B wucxomsmmx AOKyMEHTax BHU3bl MPOCTABISIIOTCS Ha JK3EMILISIpax
JIOKYMEHTOB, TIOMEIIIAEMBIX B JIEJIO.

[Ipyu HEOOXOIUMOCTH MOXKET NPUMEHATHCS TMOJUCTHOE BHU3UPOBAHUE
JIOKYMEHTa U €T0 TIPUIOKEHUH.

3.4.17. Hoanuck

[lonnuchr BKIIIOYAET: HAMMEHOBAHHE JOJKHOCTU JIMIA, MOAMHCABIIETO
JOKYMEHT (TpU HKCIIOJIb30BAaHWU OJIaHKa JOJDKHOCTHOIO JIMI@a HaUMEHOBAaHHE
JOJIKHOCTU HE YKA3bIBAETCS ), TUUYHYIO MOANKUCH U €€ paciIudpoBKY (MHULIUAIIBI
u ¢pamunuio). Hanpumep:

3aMecTUTENb TJIaBbl Tloonuce N.0. ®amunusa

Ecnu noxymeHnT oopmieH He Ha OJaHKe, B HAUMEHOBAHUE JTOJKHOCTH
BKJIFOYAETCS HAMMEHOBaHKUE opranusanuu. Hampumep:

3aMecTuTeNb IJ1aBbl AIMUHUCTPALIUN
Jlenunckoro cenbcoBeta KactopeHckoro palioHa Iloonuce WN.O.0amunus

[Ipy nonnucaHum [TOKYMEHTa HECKOJBKHUMH JIOJPKHOCTHBIMHM JIMIIAMH,
3aHUMAOIINMU Pa3HOE IMOJIOKEHHE, MX IOJIKCH PaCloiararoTcs OJHa IMOJ
IPYrol B MOCIEIOBAaTEIbHOCTH, COOTBETCTBYIOIIEH CTAaTyCcy JIOJ>KHOCTH.
Hanpuwmep:

3aMeCTUTEND I1aBbI Tloonuco HN.0. damnnus

['maBHBIN Oyxrantep Tloonuco N.0. Oamunus

[Ipn moanucannu JOKYMEHTA HECKOJIBKUMHU JIMIAMU PABHBIX JOJKHOCTEN
YX TIOAIIMCH PacCIIoiararTcs Ha OJJHOM ypoBHe. Hampumep:

3aMeCcTUTENb TJIaBbl 3aMecTUTEND IJ1aBbl
110 (PMHAHCOBBIM BOIIPOCAM 0 3 IMUHUCTPATUBHBIM BOIIPOCAM
Toonuce W.O. ®amunus TToonuce W.0O. ®amunus

B nokymeHTax, moJroToBJI€HHBIX KOMUCCUEH, B IOJIMKUCH YKa3bIBACTCS
CTaTyc JIMlla B cocTaBe Komuccuu. Hanpumep:

[Ipencenarens koMuccuu Iloonucw N.0. Gamunus

Yj1eHBI KOMUCCUU Tloonuce N.0. damumnus



Ioonuce N.0. damunus

[Ipu noanucanuy JOKYMEHTA JIMIOM, UCTIOJHSIOIUM 00s13aHHOCTH
PYKOBOAMTENS, NOANUCH OQOPMIISIETCS C YKA3aHUEM CTaTyca J0JKHOCTHOTO
JUIa B COOTBETCTBUHM € pacnopsbkenueM. Hampumep:

N.oTl'maBer  JIEHHMHCKOIO CENBCOBETA
Kactopenckoro paiiona Tloonucw N.0. Gamunus

niIn:

Hcnonusronmi 0013aHHOCTH

I'maBer JIEGHMHCKOTrO CeIbCOBETA

Kacropenckoro paitona Iloonucw
N.0. Gamunus

CrnoBa «UCTIOJTHSFOIIMKM OOS3aHHOCTH» THUIIYTCS IOJIHOCTHIO WM B BHUIE
rpaUyecKkoro  COKpamieHWsl  «H.0.» (HE: «BPEMEHHO  HCIOJHSIONIUN
00sI3aHHOCTHY, «BPUOY).

[Tpu moanmucanuy JOKYMEHTA JIMIIOM, UMEIONIUM IIPaBO IMOJIUCH B cliydae
BPEMEHHOTO OTCYTCTBUS PYKOBOJWTENSA, WCIPABICHUS B HAMMCHOBAHHH
IOJDKHOCTH W pacmmdpoBKky  GaMuiIuy  yKe€  MOATOTOBIEHHOTO U
COTJIACOBAaHHOT'O TMPOEKTa JOKYMEHTA BHOCATCS OT PYKHU WJIHM C MCIIOJIb30BAHHEM
COOTBETCTBYIOIMX INTaMIOB. He momyckaeTcss TOAMUCHIBATH OKYMEHTHI C
npeuioroM "3a" WIM TMPOCTaBJICHHEM KOCOH YepThl IMepea HauMEHOBAHHEM
TOJKHOCTH.

HaumenoBanue nomxHoCTH B pekBm3uTe "[loamuce" mevaraercst OT IeBOH
TPaHUIBl TEKCTOBOTO IIOJIS, WHUIMAIBI U (QamMuiIus - OT MPaBOM TPaHUIIBI
TEKCTOBOT'O TIOJISI.

3.4.18. Ileuarnb

Ileyatr 3aBepsieT TMOJJIMHHOCTh TMOJAMNUCH JOJDKHOCTHOTO JIMIIA Ha
JIOKYMEHTaX, YJI0CTOBEPSIONINX IIpaBa JUIl, GUKCUPYIOMHKX (aKThl, CBI3aHHBIC C
(MHAHCOBBIMM  CpEACTBaMHM, a  TakKKe Ha  HHBIX  JOKYMCHTaX,
MpeayCMaTPUBAIOIINX 3aBEPEHUE OJJIMHHON MOAIUCH.

OTTHCK TIeYaTH TPOCTABIAETCS, HE 3axBaTbiBass COOCTBEHHOPYYHOM
MTOATIMCH JIUIA, TTOAMUCABIIETO JOKYMEHT MJIM Ha MecTe, 0003HaueHHOM «MIT»
(«MecTo miegaTh»), €CIM JOKYMEHT MOATOTOBJICH HA OCHOBE YHH(PUITUPOBAHHOM
¢dbopmeI (mabaoHa).

Bce medatm w mTammbl, HMCHOJB3YyEeMbIE B CEJIBCOBETA, IMOJJICKAT
o0s13aTeTbHOMY ydeTy. Perucrparus medared W IITAaMIIOB OCYIIECTBISSTCS B
CIIEUAIBHOM >KypHaJIe.

O6pazenn XypHasa TmpuBeacH B mnpwioxkeHnn Ne 17 k Hacrosmen
WHCTPYKIIWH.



3.4.19. OTr™MeTKAa 00 MCITOJTHUTEJIE

OtmeTka 00 WHCHOJTHUTENE BKIOYAET (aMUIUIO, UM M OTYECTBO
UCTIOTHUTENS (OTBETCTBEHHOTO HCIIOJHUTENSA), HOMEP ero TeiedoHa, MOXKET
JOTIOJIHATECS. ~ HaMMEHOBaHHEM  JOJDKHOCTH — UCHONHHUTENs  (paboTHHKA,
MOJTOTOBUBIIETO  TPOEKT JOKYMEHTa), HAaWUMEHOBAaHHEM CTPYKTYpHOTO
MOJIpa3eNieHUs] U aIpECOM DIIEKTPOHHOU MOYTHI HCTIOJTHUTEIS.

OtmeTka 00 ucnoaHuTene oQopMIIsIeTCsl Ha JIUIEBOM CTOPOHE MOCIEAHETO
JUCTa TOKYMEHTa OT TPaHUIIBI JICBOTO IO WIH, TP OTCYTCTBHH MECTa, — Ha

000pOTHOM cTOpoHE BHU3Y ciieBa. Hampumep:

NpanoB Ban MBaHOBMY, ()MHAHCOBBIN OT/EN, BEAYILUN CIEIHAINUCT
+7 (000) 000-00-00, Ivanov_lI@gov.ru

OtmeTka 00 HCMONHUTENE MOXET O(QOPMIISTHCS KaK HUXKHUKA KOJOHTHUTYJ H
nevararbes pU(GTOM MEHBIIETO pa3mepa.

3.4.20. OT™MeTKA 0 3aBepPeHUN KONUHU

OrMeTrka O 3aBepeHUH KoOmuU OGOPMIISIETCS JUIS  TOJITBEPKICHUS
COOTBETCTBUSI KOMHHU JIOKyMEHTa (BBIMUCKH W3 JIOKYMEHTA) TMOJIMHHUKY
nokymeHTa. OTMETKa O 3aBEpPEHHH KOIMHMHU TPOCTABJISAETCS Ha CBOOOJHOM OT
TEKCTa MECTE TM0J] MOANUCHI0 (IIPU €€ HAIMYMM) WIH, TPU OTCYTCTBUH
CBOOOJTHOTO MeCTa Ha JIMIIEBOM CTOPOHE NOKyMEHTa, Ha 000pOTe JOKYMEHTa U
BKJIIOUaeT: cioBo «BepHo», HamMeHOBaHHME IOJKHOCTH JIMIA, 3aBEPUBIIETO
KOIHUIO; €r0 COOCTBEHHOPYUHYIO MOAMNKUCH; PAcCIU(PpPOBKY MOAMUCH (MHUIIAAIIBI,
dbaMuiInio); 1aTy 3aBepeHUs KOMHUH (BBIUCKHU U3 JOKyMeHTa). Hanmpumep:

Bepno

3amecTuTeNb Ti1aBbl AJIMUHUCTPALIIH

JIeHnHCKOro ceabcoBeTa IHogmucy  N.O.Dammnus
Hara

Ecnm xomus BbLAaeTcst JJisl MPEICTABIEHUS B JIPYroMl TOCYIapCTBEHHBIN
Opral, OpraH MECTHOIO CaMOYIIPABJICHHS WM OPraHU3alHI0, OTMETKA O
3aBEpEHUM KONHWHU JIOMOJIHIAETCA 3alUChI0 O MECT€ XpPaHEHUs JOKYMEHTa
(MOTMHAKKA WJIA 3aBEPEHHOM KOIHH), C KOTOPOTO Oblia M3rOTOBIICHA KOMUS, U
3aBEPSAETCS M€YaThIO OPraHU3aluu.

[ToanuHHUK JOKYMEHTa HaXOJUTCs B «AJAMHUHHUCTpanuu JIeHMHCKOro ceiabcoBeTa» B fiene Ne
01-053a 2019 r.»

Ha xonusix MHOrOCTpaHWYHBIX JOKYMEHTOB OTMETKA O 3aBEPEHUU KONUHU
MPOCTABISIETCSI HA KAXKJAOM JINCTE JOKYMEHTAa WM Ha IIOCIEIHEM JIMCTE
MPOIIUTOTO WJIM CKPEIJICHHOTO WHBIM 00pa30oM TOKyMEHTAa. 3aluCh O MECTe


mailto:Ivanov_II@gov.ru

HAXOXJCHHS TMOJJIMHHUKA MPOCTABISIETCS TOJBKO HA TMOCJIEAHEM JIUCTE
JTOKYMEHTA.

Jlns 3aBepeHUsT KOMUM JIOKYMEHTA, HW3TOTOBJICHHONM Ha OyMakHOM
HOCHTEJIE, MOXKET UCIOJIb30BATHCA IITAMII.

3.4.21. OT™MeTKa 0 NOCTYIUICHUH IOKYMEHTAa

OTmeTKa 0 MOCTYIUIEHMHM JIOKYMEHTa CIIYXKUT JJis MOATBEpKIAeHUs (akTa
MIOCTYIUIEHUSI JAOKYMEHTAa B AJMUHHCTPAIMIO CEIbCOBETa M BKIKOYAET ATy
IOCTYIUICHUS W BXONALMU PETrUCTPALMOHHBIA HOMEp JOKyMeHTa. llpu
HEOOXOJIUMOCTH OTMETKa O TMOCTYIUIGHHMH MOET JAOIMOJHITHCS YyKa3aHHEM

BPCMCHU ITOCTYIUICHUA B HaCaX U MUHYTAX U cnoc06a AO0CTaBKU JOKYMCHTA.
OTMeTKa O MOCTYINICHMU OOKYMCHTA MOXKET IMPOCTABJIATHCA C IIOMOIIBIO IITaMIIa.

3.4.22. Pe3oronus

Pezomronivsi Ha JOKyMEHTE — YKa3aHUE 110 MHCIOJIHEHUIO JIOKYMEHTA.
Pesomronust opopmitsieTcss HaCBOOOTHOM MecTe padoyero Mmossi JOKyMEHTa.

Pesomronuss  gomkHa  BKO4aTh:  damwinio  (paMuUIAK), HHUIAATIBI
UCTIOTHUTEISI (MCTIOTHUTENIEH ), MOPYyUYCHHE 110 TOKYMEHTY (KOHKPETHOE 3aJ[aHue
0 HWCIOJHEHUIO JIOKYyMEHTa WId (HOPMYIUPOBKY IEJIH PacCMOTPEHHS
JOKYMEHTa), NpU HEOOXOJUMOCTH — CPOK HWCIOITHEHUS, TOANUCH JIUIA,
BBIHECIIIETO PE30JIIOLHIO, 1aTy PE30JIOIHH.

[Ipy yka3zaHUM HECKOJBKUX HCIOJHUTENEH (aMUIUs OTBETCTBEHHOTO
UCTIOJTHUTEIS YKa3bIBaeTCs MEPBOH, MOAUEPKUBACTCS UM 0003HAYAETCS CIOBOM
«OTB.» («OTBETCTBEHHBII»).

3.4.23. OT™MeTKA 0 KOHTPOJIE

OTMeTKa O KOHTpOJIE CBUIETEIBbCTBYET O MOCTAHOBKE JIOKYMEHTa Ha
KOHTPOJIb, IPOCTaBIsAETCS ITaMIOM «KOHTPOJIb» Ha BEpXHEM MOJIE TOKYMEHTA.

3.4.24. OTMeTKAa 0 HATIPABJICHUH JOKYMEHTa B J1€JI0

OTMeTKa O HampaBJICHUH JOKYMEHTA B JICJIO OIpEesIeT MECTO XpaHCHUS
JOKyMEHTa I0CJIe 3aBepIIeHUs pabOThl C HUM M BKIIFOYAeT: ciaoBa «B memo»,
WHJAEKC Jeja 10 HOMEHKJIAType e, B KOTOPOE€ MNOMENIAeTCs JOKYMEHT Ha
XpaHeHUE, C YyKa3aHHEM TOJia, JOJDKHOCTH JIMIA, O(GOPMHBIIETO OTMETKY,
nojanucu, natel. Hampumep:

B nemxo Ne 01-18 3a 2020 1.

3aMecTUTENb I1aBhl A,I[MI/IHI/ICTpaI_II/II/I
JIGHMHCKOr0 cenhbcoBeTa



Iloonucw Jlarta

OtMmeTKa o HarpaBJICHWH JOKYMCHTA B ACJIO MOKCT AOMOJHATHCA KPAaTKUMHU
CBCACHUAMM O XapaKTCPC MCIIOJIHCHUA JOKYMCHTA.

3.14.25. OTmeTKa 00 3J1€eKTPOHHOI MOANMUCH

OtmeTka 00 BIEKTPOHHOW NOANMMCH HCMOJB3YETCS AN BHU3yalU3alluu
ANIEKTPOHHON MOAMKMCH MOJIydyaTesleM JOKYMEHTa IpU OOMEHE 3JIEKTPOHHBIMU
JOKYMEHTAMH, MOANUCAHHBIMUA YCWJICHHOW KBaJM(DUIIMPOBAHHON 3JIEKTPOHHOM
HNOJAMUCHIO.

OtmeTka 00 3JEKTPOHHOM mNoANUCH (HOPMUPYETCS M BHU3yaTU3UPYETCS
OpOrpaMMHBIMM ~ CPEICTBAMH B COOTBETCTBUM C  YCTAHOBJICHHBIMH
tpeboBanusamu. Hanmpumep:

JOKYMEHT IOIIMCAH
SJIEKTPOHHONM TOMIMCAH

HamMeHOBaHMe

TOJIKHOCTHU Ceptudpuxar 1alllaaa000000000011 B.A.MazasnoBa
MaszajsioBa Bepa AjleKCaHIOPOBHAa
IOemcreuTresed ¢ 01.12.2012 mo 01.12.2017

3.5.1Ipoueaypa noAroTOBKH A0KyMEHTA

[IpoexTbl TOKYMEHTOB, MOJATOTOBIEHHBIX AIMUHHCTpaed JIeHnHCKOro
celbcoBeTa  mojjexarT  cornacoBaHuio. CocTaB  JTOJDKHOCTHBIX — JIMIL,
COIIaCyIOIIUX TMPOEKT JIOKYMEHTa, omnpeaenserca [maBoid JIEeHMHCKOTO
CEeJIbCOBETA.

CornacoBaHue TMpoeKkTa AOKyMEHTa B AJIMHHUCTpauuu JIEHMHCKOro
cenbcoBeTa oopmisieTcs: rpudoM corjacoBaHus (IIPU BHEITHEM COTJIACOBAHHH )
WJIU BU30M (MpU BHYTPEHHEM COTJIACOBAHUN).

I'pud cormacoBanust opopmisieTcst B COOTBETCTBHH ¢ pasneniom 3.14.16, a
BHM3a — B COOTBETCTBUH C pazaesioM 3.14.17 UHcTpyKImu.

Pemiennie o0 coriacoBaHMM TNPOEKTa JOKYMEHTa, CO3JaHHOTO B
AnMunucTpanuu JIGHUHCKOrO  CElbCOBETa C JPYTMMU TOCYJAapCTBEHHBIMHU
opraHamu, OpraHaMu MECTHOTO CaMOYTPABIICHUS, OPTaHU3AIUSIMU MOXKET OBIThH
opopMIEHO  TUCBMOM  WJIH  OTPAXEHO B TPOTOKOJIE  3aceIaHws
KOOPAMHAIIMOHHOTO WJIM COBELIATEILHOI0 OpraHa, B 3TOM cliy4ae B rpude
COTJIACOBAHMS YKAa3bIBAE€TCSd HAMMEHOBAHHE TOCYJAapCTBEHHOI'O0 OpraHa, OopraHa
MECTHOTO CaMOYIPABJICHUS, KOOPAMHALMOHHOIO WM COBEIIATEIILHOTO OpraHa
COTJIACOBABIIIETO MPOEKT JOKYMEHTa, JaTa U PEruCTPAllMOHHBIN (MCXOMSIIMIA)
HOMEp MUChMa WIH J1aTa U HOMEP MPOTOKOJIA.



[Ipy HaMMYMM HECKOJBKUX COIMVIACYIOIIMX HWHCTAHIMI MpU BHELIHEM
Y BHYTPEHHEM COTJIaCOBAHMM OTMETKU O COIJIACOBAaHUU (IpU]bl COINIACOBaHUS,
BU3bI) MOT'YT OBITH O)OPMIIEHBI HA JIUCTE COTIACOBAHMS.

[loaroToBneHHblE, OKOHYATENbHO OQOPMIIEHHBIE W COIJIACOBAHHbBIE
MIPOEKTHI JOKYMEHTOB MOJIMHUCHIBAIOTCS (yTBEpKIaroTCs) ['naBoii
Anmunuctpanuu JIEHUHCKOTO CeNbCOBETa WJIM WHBIM YIOJHOMOYEHHBIM UM
JOJKHOCTHBIM JIMIIOM. B yCTaHOBIEHHBIX 3aKOHOAATENICTBOM CIy4YasX MOANUCH
JOJDKHOCTHOTO JIMIIa HAa JOKYMEHTE 3aBepsieTcs MedaTblo AJAMUHUCTPALMU
JIeHHHCKOIr0 CeJIbCOBETA.

JIOKyMeHTBI Ha OYMa)KHOM HOCHTEJIE MOAMUCHIBAIOTCS COOCTBEHHOPYUYHOU
noanucbio ['maBbl  JIEHMHCKOrO  CcelnbCcOBETa WJIM MHOTO YIOJIHOMOYEHHOIO
nojxkHOCTHOrO Jnuna. CoOCTBEHHOpYYHAsh MOANKCH JIOJDKHOCTHOTO JIMIA Ha
JOKYMeHTe 0(hOopMIIIETCSI B COOTBETCTBUU € paznieniom 3.14.18 UucTpykiuu.

Ha nokyMmeHTax, mnoiyydalmuX IOPUAHYECKYI0 CHIIy B pe3yjbTare
yTBepKJeHus, odopmisieTcss rpud yTBEpKACHUS. YTBEPKIACHUIO MOJJIEKAT
HOpPMAaTHBHBIE MTPABOBBIC AKTHI (IIpaBUIa, MOJOKEHUSI, MHCTPYKIUH, PErJIaMEeHThI
U Jp.), BHYTPEHHHE HOPMATUBHBIE aKThl AJIMUHUCTpalUU JIEHHUHCKOTO
CEJIbCOBETA, a TaKKe JOKYMEHTBHI JIUTENIbHOTO JEeUCTBUS (IUIAHBI, TPOrPAMMBI,
OTYETHl O HX BBIMOJIHEHUU M HEKOTOPbIE APYyrue AOKYMEHTHI). [[OKyMEHTHI
YTBEP)KJAIOTCA TPABOBBIM aKTOM (ITOCTAHOBJIGHWEM, PpACTIOPSIKEHUEM) WU
HEIMOCPEACTBEHHO  ['nmaBoii JleHMHCKOTO  CcelbcOBETa WM  HMHBIM
YIOJHOMOYEHHBIM WM JOJDKHOCTHBIM JIUIIOM TIOCPEJICTBOM IPOCTABJIEHUS
COOCTBEHHOPYYHOM MOJANMUCHU B TpU(E YTBEPKICHUSI.

I'pud yTBepxkaeHus opopmisieTcss B COOTBETCTBUU C pasuenom  3.4.10
HNucTtpykunm.

3.6.CocTaB 10KYMEHTOB, 00pPa3yIOIIUXCH B AeATeIbHOCTH
AaMunucTpanumn JIeHHHCKOro ceJibCcoBeTA

B nensx perynupoBaHus AESATEIBHOCTH AJMHUHUCTpauud JIEHMHCKOro
CEJIbCOBETA, OpPraHMU3alMU BBIMIOJIHEHUS TOCYIAPCTBEHHBIX, MYHHULHMIAIbHBIX
(GYHKIIMHA ¥ TPEJOCTABICHUS] TOCYJAPCTBEHHBIX, MYHHUIIMIAIBHBIX YCIYyT H
pEIICHHs] MHBIX 3a/lay, YCTAaHOBJICHHBIMU (DenepanbHbIMU 3aKOHAMH, 3aKOHAMU
Kypckoit o00mactTyu W HHBIMH HOPMATUBHBIMU MPaBOBBIMU aKTamu,
ONpEeENAIONIMMU AEATEIbHOCTh AIMUHUCTPALUU CEIbCOBETA, AJIMUHUCTPALUS
JIeHHHCKOro CeJbCOBETA B MpPEAEIax CBOCU KOMIICTCHIIMU U3/1a€eT:

- IPaBOBBIE aKThI B (hOpME TTOCTAHOBIICHUH, PEIICHHA, TPABUJI, TIOJIOKECHHH,
MHCTPYKUHM, PErIAMEHTOB, aJIMUHHUCTPATUBHBIX PETJIIAMEHTOB, IOJLKHOCTHBIX
PErIaMeHTOB, ITOPSAIKOB U JP.;

- UHJVWBUAYaJbHbIE MPABOBbIC AaKTbl (PacHOPSIAUTENbHBIE JOKYMEHTHI)
B (hopme pacmopsikeHu;

- JIOKaJbHblE HOPMATHBHBIE aKThl, W3/JaBacMble B (OpME TMOJOKEHUH,
MPaBWJI, UHCTPYKIIMH, PETIAMEHTOB, ITOPSAJKOB U IPYTUX TOKYMEHTOB;



-IIPOTOKOJIBI 3aceJaHuil (COBEIIATENbHBIX, METOAMUYECKUX, IKCIEPTHBIX U
IPYTUX OPraHoB);

-nH()OPMALIMOHHO-aHAIUTUYECKUE  JOKYMEHTHI B (¢GopMe  aKToB,
AHAIMTUYECKNX W HWHQOPMAIIMOHHBIX CIPABOK, IOKIATHBIX U CIYKEOHBIX
3aIUCOK, JEJI0BOM (CIyKeOHOM) MepenucKu U Jp.

B 3aBucuMoCTH OT KOHKPETHBIX 3a1ad YIpaBICHHUS B JEATEIbHOCTH
Anvmunnctparuu  JIGHUHCKOTO CENIbCOBETa CO3/AI0TCS  JAPYTUe  BUIBI
JOKYMEHTOB: IIaHBI, TPOTHO3bI, MPOTPAMMBI, OTYETHI U JIP.

B ycraHOBIEHHBIX  3aKOHOJATENBCTBOM  CIOy4asX  AJIMHUHUCTpaLUs
JICHHHCKOTO CelbcoBETa MOKET M3JaBaTh JOKYMEHTHI COBMECTHO C JIPYTHMHU
OpraHaMy BJACTH 10 BOMPOCAM, MPEACTABISIONIMM B3aUMHBIH WHTEpPEC W
BXOSIIMM B KOMIIETEHIIMIO 00erX CTOpOH. Takue akThl OQOPMIISIOTCS H
MyOJIMKYIOTCS KaK eUHBIA JTOKYMEHT (TIOCTAaHOBIEHHUE, MMPOTOKOJI, TIOJIOXKEHHE,
JIEII0BOE MUCHMO U AP.).

3.7.11oAroTOBKa NPOEKTOB 3aKOHOAATEJIbHBIX H HHBIX HOPMATHBHO
NMPABOBbIX AKTOB

[IpoekThl MpaBOBBIX aKTOB AJIMHHUCTpaiuu JICHUHCKOrO  CeJIbCOBETa
KacTopeHnckoro paiiona pa3pabaTbiBatOTCS B COOTBETCTBUU C (efepabHBIM U
0o0JJaCTHBIM ~ 3aKOHOJATEILCTBAMH, IUTAHAMU  pabOThl  AJMUHHUCTpPALU
Jlenunckoro cenbcoBeta KacTtopeHckoro paiioHa, a Takke Ha OCHOBAaHUU
nopyuyennit [ naBsl JIeHnHCKOTO O cenbcoBeTa KacTopeHCKoro paiioHa.

[TocTtaHoBNIEHUS AIMUHHCTpALIUU JleHuHCKOTO CEeJIbCOBETA
KacTopeHckoro pailoHa U3IaIOTCAd MO BOIPOCAM MECTHOIO 3HAYEHUS H
BOIIPOCAM, CBSI3aHHBIM C OCYIIECTBICHUEM OTAENBHBIX T'OCYJIapCTBEHHBIX
NOJIHOMOYMH, MEpPEJaHHbIX OpraHaM MECTHOrO caMOyNpaBieHUs JIEHMHCKOro
cenbcoBeta KacTopeHckoro paiioHa, denepalbHbBIMU 3aKOHAMH M 3aKOHAMH
Kypckoii obnactu.  Pacnopsbkenus AamMuHucTpanuy JICHUHCKOTO CellbcOBETa
Kactopenckoro paifona wu3garoTCs IO BOMpPOCaM OpraHu3anuu  paboThI
AnmMunucTpanuu JIeHMHCKoro cenbcoBeTra KactopeHckoro paiioHa.

[TonroroBka mNPOEKTOB IMOCTAHOBICHUMW W PACHOPSKEHUW IMPOBOAUTCS
AnMuHUCTparen JICHHHCKOTO CelbCOBETA.

[IpoekT  MOCTAaHOBIEHUS  WIWM  PACHOPSHKEHUS  AIMUHUCTpPALMU
JlennHckoro cenbcoBeTa KacTOpeHCKOro pailoHa IedaTtaeTcs Ha CTaHAAPTHOM
mucte Oymaru ¢popmara A 4 mpudrtom pazmepom Ne 14,

IIpoeKThI IPaBOBBIX AKTOB UMEKOT CIEAYIOIINE PEKBU3UTHI:

1. HaumeHoBaHMe BHJIa aKTa - MOCTAHOBIIEHHE AJIMUHHCTpanuu JIeHHHCKOTO
cenbcoBeta  KacTtopeHckoro  paiioHa;  pacrnopsbkeHne — AJIMUHUCTpPALUH
JlennHckoro cenbcoBeTa KactopeHckoro paiioHa.

2. 3aroJIoBOK Ie4yaTaeTcsl Ha pacCTOSHUU HE MEHee 9 CM OT BEpXHEro Kpas
JUCTA, THIIETCS C MPOMUCHON OYKBBI, BBIJCISETCS MONYKHPHBIM MPUPTOM U
BBIPABHMBAETCA MO LEHTPY. TOYKa B KOHIIE 3ar0JIOBKa HE CTAaBUTCS. 3aroJioBOK,
COCTOSIIIIMM M3 JBYX W 0oJjiee CTPOK, medaraeTcss 4epe3 | MeKCTpOUHbIM
WHTEpBAaJ.



3. Tekcr oTmenseTcss OT 3aroyioBka 2 - 3 MEKCTPOYHBIMM MHTEPBAIAMHU U
reyvaraeTcs yepe3 | MeKCTpOUYHbIA HHTEPBAJL.

Texct npoexkToB akTOB AIMHMHUCTpauuu JIEHMHCKOTO CEIIbCOBETA
KacropeHnckoro paiioHa mnedartaercs OT JEBOW T'PaHUIbl TEKCTOBOTO MOJS M
BBIPABHUBAETCS T10 JIEBOUM M MpaBOM I'paHUIIaM TEKCTOBOro mnoJjs. IlepBas ctpoka
ab3a1a HaYMHAeTCsl Ha paccTOsTHUU 1,25 ¢M OT JIeBOM I'paHULIbI TEKCTOBOTO MOJIS.

TexcroBas 4yacTe akTOB AaMuHHCTpanuu JIeHWHCKOro CEIIbCOBETA
KacropeHnckoro paiioHa MOXET MOAPA3AEIITHCA HA KOHCTATUPYIOUIYIO YacTh -
npeaMOyJly U MOCTAHOBIISIONIYIO YacTh (B PacCHoOpsHKEHUU - PACTIOPSAIUTEIbHYIO
4acTh).

[IpeamOyna B mpoekTax MOCTAHOBICHUU AJIMUHHUCTpalu JIEHHHCKOTO
cenbcoBeTa Kactopenckoro paiiona 3aBepiaerca cioBamu [IOCTAHOBIJIAET,
KOTOPBIE M€YaTAIOTCS MPONMUCHBIMU OYKBaAMH.

[IyHKTBI B TEKCT€ HYMEpYIOTCS apaOCKuMu ULuUPpamMu C TOYKOH W
3aroJIOBKOB HE UMEIOT.

[TyHKTBI MOTYT pa3fenaThCsi HA MOAMYHKThI, KOTOPbIE MOTYT HyMEPOBATHCS
apabckumMu 1M@pamMu WIM CTPOUYHBIMU OYKBaMHU C 3aKpBIBAIOIICH KPYTJIOH
CKOOOH.

Bce wu3MeHeHMsT W JIOMOJHEHUS, BHOCHUMBIE B aKThl AJMHUHUCTpPALUU
JlennHckoro cenbcoBera KacTOpeHCKOro panoHa, JOJKHBI COOTBETCTBOBATH
CTPYKTYpPE OCHOBHOTO aKTa.

Ecaim B mnpaBoBble akThl AJIMHHHUCTpAanuu JIEHMHCKOTO  CEIbCOBETA
KacTtopeHckoro palioHa BHOCSATCA M3MEHEHHS WJIM OHHM IPU3HAIOTCA
yTPAaTUBIIMMU  CHJIYy, JIMOO TMOJJIe)KaT OTMEHE WM UX  JICUCTBHE
NPUOCTAaHABIMBAETCSI, TO B TMpeamMOysne WIM B IOCTAHOBISIOUIEH YacTH
YKa3bpIBalOTCSI BCE paHEEe MPHUHATHIE NPaBOBBIE aKThl AJIMUHUCTpaLUU
JlennHckoro cenbcoBeTa KactopeHckoro paiona.

Ecniu mpu moAroTtoBke MpaBOBOrO aKTa BBIIBUIUCH HEOOXOIUMOCTh
BHECEHHS! CYILIECTBEHHBIX HW3MEHEHUW W JONOJHEHUH B paHEE U3IAHHbBIC
PaBOBbIE AKThl WM HAJIWYUE O OJHOMY M TOMY € BOIPOCY HECKOIBKHX
aKTOB, a TakXKe, €CIM B aKT HEOJHOKPATHO BHOCWIHCH HU3MEHEHUs, KOTOpbIE
3aTPYIHSAIOT YTEHHE U IPUMEHEHHUE MPABOBOTO aKTa, TO B LIEJIAX YHOPAIOUYEHUS
pa3pabaTbiBaeTCd HOBBIM €IUHBIN akT. B TPOEKT Takoro akra BKIIOYAIOTCS
HOBBIE, a TAK)KE COJEPKAIIUECS B PAHEE U3JaHHBIX aKTaX MPEINUCAHUS.

[Ipy Hanuuum NOPUWIOKEHHH K akTamM AJMUHUCTpauuu JIEHMHCKOro
cenbcoBeTa KacTopeHCkoro paiioHa B TEKCTE€ MOKyMEHTa Ha HHX OOs3aTEIBHO
JIETIaeTCs CChLIKA.

Jlommyckaercst medataTh NPOMUCHBIMU OyKBaMU M BBIICIATH IMIPUGTOM
JApYyrod  HACHINIEHHOCTH (amMwinmk TpH TOATOTOBKE TPOEKTOB  aKTOB
AnmuHUCTpanu  JICHUHCKOTO cenbcoBeTta KacTopeHCKoro paloHa IO
BOIPOCAM HArpaKJI€HUs TMOYETHBIMU TIPAMOTAMM, IPUCBOECHUS ITOYETHBIX
3BaHMHM.

4. Ilognuce Ha MPABOBOM aKTE€ OTHEIAETCSA OT TEKCTAa 3 MEXKCTPOUYHBIMU
WHTEpBaJaMM H COCTOMT U3 cioB «l'maBa JIeHMHCKOTO CEJIbCOBETA
KacTtopenckoro palioHa», THUIIMAJI0B UMEHHU OTYECTBa (haMUIIUH.



CnoBa "I'maBa JlenmHckoro cenbcoBetay U «KactopeHckoro paiiona"
[I€YaTalOTCs B IBE CTPOKH Uepe3 | MEKCTpOUYHBIN HHTEPBAI.

IIpu orcyrctBum I'maBel JIenuHckoro cenbcoBeTa KacTopeHckoro paiioHa
pekBusuT "lloanuce" oopmisieTcs clieyomuM o0pa3oM:

M.o. TyiaBel JIEHMHCKOT'O CeJIbCOBETa
KacTopeHCckOTO palioHa MOIONMChH
n.0.dammunmsa

5. Jlata mpocraBiseTcss B JI€Hb MOAMUCAHUS JOKYMEHTa UU(POBBIM
cnocobom. IleyaTaeTcst OT I€BOM IpaHULIBI TEKCTOBOTO MOJIS.

6. Perucrtpamuss IOKYMEHTOB IOCIE€ HX NOANMCAHUSA OCYLIECTBIISAETCS
OTBETCTBEHHBIM CHELHAINCTOM AJIMHUHHUCTpALMU JIEHWHCKOTO  CENbCOBETA
KacTtopenckoro paiioHa.

PerucrpannoHHbI HOMEp nIeyaTaeTcs y IpaBoi IPaHUIbl TEKCTOBOTO MOJIS.

I[Ipu peructpaum JOKYMEHTa €My IPUCBAauMBAETCAd  MOPSAIKOBBIN
perucTpaumoHHbli Homep. K mokymeHTaM 1o JMYHOMY COCTaBy A0OABISIOTCS
Oyksa "n".

Hymepanus BegeTcs B npenenax KajJeHIapHOro roja.

7. llpumoxeHusa K axktaM AJMUHHCTpaluu JIEHMHCKOTO — CenbCcoBETa
Kacropenckoro paitoHa opopMIIsIFOTCS Ha OTACIBHBIX JIUCTAaX OyMar.

Pasmepsl moneit, mpudThl U MEKCTPOUHBIE HHTEPBAIbl MPH TEYATAHUH
NPWIOKEHUN HACHTUYHBI pa3MepaM, MPUMEHSEMBIM IPU MEYATaHUH TEKCTOB
akToB AnMuHucTpauuu JIeHMHCKOro cenbcoBeTa KactopeHckoro paiioHa.

B npuiioxeHusx K akTy IOMEMIAIOTCS MOJ0KEHUS, PErJIAMEHTBI, IEPEYHH,
CIUCKHU, Tpaduku, TabmuIel, 00pas3ipl JOKyMEeHTOB U 1p. Eciau B TekcTe akra
AnmvunucTpanuu JleHnHckoro cenbcoBeta KacrtopeHckoro paiioHa gaercs
CChUIKa '"COIJIaCHO MPHIIOKEHHIO', TO Ha IEpBOM CTPAHUIE NPUIIOKEHUS B
NpaBOM BEpXHEM yriy nuiiercs ciaoBo Ilpunoxxenuwe, Huxe dyepes 1,5
MEXCTPOUHBIX HMHTEpBajga OT JTOMO CJIOBA JAETCAd CChUIKA Ha  akKT
AnmvunucTparuu JIeHmHckoro cenbcoBeTa KactopeHckoro paiioHa.

Odopmnenre TPUIOKEHHH K akTaM AJIMHHUCTpanuu JIGHHHCKOro
cenbcoBeTa KacTtopeHcKoro paiioHa OCYHIECTBISIETCSI B COOTBETCTBUHU C
paznenoM 3.4.15 nacrosimein MHcTpyKumm.

[Ipyn Hamuuuu B TEKCTE aKTOB AJIMUHUCTpAUUU JICHUHCKOTO CEIbCOBETa
Kacropenckoro paiiona ¢hopmyarpoBku "YTBepAuTs" Ha CaMOM TMPHIOKEHUU B
paBOM BepxHeM yriy pacnoiaraercs cinoBo Y TBEPXIEHO  wnwm
YTBEPXJIEH co ccbuikoii Ha mpaBOBO#l akT, €ro JaTy, HOMEp U 0(hOPMIIIETCS
AHAJIOTUYHO IIPUII0KEHHUIO:

YTBEPXIOEHA
IIOCTaHOBJIEHMEM AIMMHMCTPALNUN
JIeHMHCKOT'O CceJlbCcOoBeTa
KacTopeHCKOTO paMoHa

oT e




Cnosa YTBEPX/IEHO n YTBEPX/EH cornacyrotcs B pone u 4ucie ¢
IIEPBBIM CIIOBOM HAMMEHOBaHMS INpuiokeHus: nonoxenue - YTBEPKJIEHO,
coctab - YTBEPX/EH, meponpustua - YTBEPX/EHDBI, nporpamma -
YTBEPX/IEHA.

3aroyioBOK K TEKCTY NMPUJIOKEHHUS MeYaTaeTcs [eHTPUPOBAHHBIM CIIOCOOOM.
HaumenoBanue Buaa JOKyMEHTa - MpPUJIOKEHHUS (IIEpBOE CIOBO 3aroyioBKa
MPUJIOKEHUS) BBIJEISIETCS] MPOMUCHBIMU OyKBaMHU, MOJYKUPHBIM LIPUPTOM
MoxeT ObITh HaneyaTtano Bpaspsaky (ITOJTOX EHUE, ITEPEYEHBb,
COCT A B u 1.4.). 3arojloBOK NPUIIOKEHUS TE€YATAETCS TMOTYKUPHBIM
mpU@PTOM C MHTEPBAJIOM B OJHY CTpOKY. MHTepBanm Mexay MepBOil CTPOKOM
3aroJioBKa M MOCHEAYIOIMMH CTPOKaMH MOXeT ObITh yBenauueH Ha 0,5
MHTEpBAJIA.

3arojgoBOK TMPUJIOKEHUS OTHAENAETCS OT JaTrbl W Homepa akra 4
MHTEpBaAJIAMH, OT TEKCTa MPUIIOKEHHS - 2 - 3 MEKCTPOUYHBIMU UHTEPBAJIaMHU.

[Ipn HaIMUKMK B TEKCTE MPHUIIOKEHUSI HECKOJIBKUX PA3/ENIOB UX 3arOJOBKH
NeYaTaloTCs IEHTPUPOBAHHBIM CHOCOOOM (OTHOCUTENIBHO TPAHMI] TEKCTA).
Touka B KOHIIE 3arojioBKa He cTaBHUTCs. [lomyckaercs BBIAEIATH 3aroJIOBKH
pa3zesoB MOMYKUPHBIM IIPUPTOM.

Texct npuoxkeHus: MoxkeT ObITb OodopmileH B Buje Tabiuubl. ['padwl
TaOJIULIBI JTOJKHBI UMETh 3aroJIOBKH, BBIPAKEHHBIE UMEHEM CYIIECTBUTEIBHBIM
B HMMEHHUTENbHOM mnazaexe. [lomzaronoBku Tpad U CTPOK TpaMMaTUYECKH
JOJDKHBI OBITh COTJIACOBAHBI C 3aT0JIOBKAMH.

Ecnn tabnuny nevararor Oosee ueM Ha OJHOM CTpaHUIlE, 3arojOBOYHAs
qacTh TaOJIUIIBl (HAMMEHOBaHUs rpad) MOBTOPSAETCS Ha KaXJ10H cTpaHMILIE.

JIMCTBI NPUIIOKEHNUS HYMEPYIOTCS CAMOCTOSTEIbHO, HAUYWHAsA CO BTOPOTO
JIUCTA.

[Ipyu HaIMUUM B TEKCTE MPUIOKEHUM CCBUIKA Ha CHOCKY OHa oopMisieTcs
3BE3/10YKOM Wi UGpoit co ckoOkoi: * mim 1). TeKCT CHOCKM meJaTaeTcs yepes
1 MeXCTpOYHBIM MHTEPBAl B KOHIIE KAKJI0M CTPAHULBI WU IOCJE MPUIOKEHUS
B ILenoMm, nox 4eproi. Ilocime cuMBOIAa CHOCKM €€ TEKCT I1€4aTaeTcsl ¢
pOINKMCHOM OYKBBI. B KOHIIE T€KCTa CHOCKH CTaBHTCS TOYKA.

Ha onHoli cTpaHulie He TOKHO MPOCTaBIAThHCS O0siee TPEX CHOCOK.

Hampasiienne  mpaBOBBIX ~ aKTOB  OCYILECTBIIAETCS ~ OTBETCTBEHHBIM
cnequanuctoM AnmunucTpauuu JleHuHckoro — cenbcoBeTa KacTtopeHckoro
panoHa.

B oTaenbHBIX ciydasix IpaBOBbIE aKThl MOTYT HAIPABIATHCA Ha OyMa)XKHOM
HOCHUTEJIE 4Yepe3 OTBETCTBEHHOI'O CIENUaIucTa AJAMUHUCTpalMH JIEeHHHCKOro
cenbcoBeTa KactopeHckoro palioHa. B ykaszarensx pacChbUIKM MPABOBBIX AKTOB,
M3MEHSIONMX WIH JTONOJIHSIONINX paHee NPUHATHIE aKThl, HCIIOTHUTEIND JI0JKEH
yKa3aTb T€ OpraHbl M OpraHU3alid, KOTOPBIM IOCBUIAJUCH PAHEE IMPUHSATHIE
aKThl, MJIX UX PABOIIPEEMHUKOB.

Eciin mpaBoBble aKThl JOJKHBI OBITH HalpaBiI€Hbl OpraHU3alMsaM, HE
YKa3aHHbIM B YTBEP)KIEHHBIX YKa3aTesX PpPacChbUIKH, WCIOJHUTEIb JOJIKEH
JOTOJHUTENIBHO BHECTM B  yKa3aTellb pAcChUIKM HAWMEHOBAaHHUS ITUX
OpraHM3alUi U UX ITOYTOBBIE U DJIEKTPOHHBIE aJpeca.



OO0pa3ipl 601aHKOB IpHUBEAEHBI B puiioxkeHuu Ne 1 k Hacroseit MHCTpyKuuy.
3.8. IloaroroBka u ogopmiieHHE MPOTOKOJIA

IIpoToKoM cocTaBisieTcss HA OCHOBAHHUM 3alMCEN, TPOU3BEACHHBIX BO BPEMS
3acenaHus (COBEIlaHUs), MPEICTABICHHBIX TE3UCOB JOKJIAJ0B U BBICTYIUICHUH,
CIIPABOK, IIPOEKTOB PELICHUHN U 1P.

3anucu BO BpeMsl 3acellaHuii (CoBelanuii), cOOp MaTepuagoB U MOATOTOBKA
TEKCTa IPOTOKOJIA BO3JIATAKOTCA HA CEKpPETaps KOJUIETHAIBHOIO OpraHa WIIH
COTPYAHUKOB AnmuHucTpauuu JIEeHMHCKOro  cenbcoBeTa KacTopeHckoro
pailioHa, TOTOBHMBIIMX BOINPOCHI K 00CyXJeHuto. IIpoTokon nomkeH ObITh
NOJIFOTOBJIEH HE TMO3/JHee 4YeM uepe3 3 pabouyux AHS CO JHS 3acelaHus
(coBemanus). K mpoTokony mpuiararTcs CHHCOK MPUCYTCTBYIOUIUX C
yKa3aHHEeM MOPSIKOBOrO0 HoMmepa, (haMHIIMKM, WHULKAJIOB, JTOJKHOCTH M MECTa
paboThl, CTEHOTpamMMa, NMpU HEOOXOAMMOCTH PACCHUIKU BBIMMCOK U3 MPOTOKOJIA,
pEUIEHNI NPUJIAraeTcsl yKa3aTeab PACChUIKH.

TekcT NpOTOKOJIAa COCTOUT U3 IBYX YAaCTEH: BBOJHOW U OCHOBHOM.

Bo BBOHOI YacTH yKa3bIBaIOTCS CIAEAYIOIINE PEKBU3UTHI:

[pencepmatrens - UN.0.damMuimda
Cekperapp - UN.O.damMuimga

[IpucyTcTBOBaJIM - CIHCOK NPUCYTCTBOBABIIMX MM OTChUIKA K
IPUJIAraéMOMY CIIUCKY MPUCYTCTBYIOIIHX.

[locne mepeunciieHHss Y4acTHHKOB B MPOTOKOJIE OGOPMIIIETCS TepeyYeHb
BOMPOCOB, TMOMJIEKAIIMX OOCYKIEHHIO, KOTOPBIM HAYMHAETCS CJIOBAMHU
"[ToBecTka AHA" W pacnonaraeTcs LEHTPOBAHO Yepe3 JBa - TPU MHTEpBaia OT
CrMCKa ydacTHUKOB. IloBecTka [HS COAEPKHUT TMEPEUUCICHHE ITyHKTOB
(BOTIPOCOB) MOBECTKU JHS, (PUKCUPYIOMIUX MOCIEAOBATEILHOCTh O0CYKICHUS, C
dbamMmusIMu  TOKJIaTIuKoB. KakIbIii Bompoc HyMmepyeTcs apabckoit mudpoi,
pacrojiaraeTcsi B MOPSIAKE 3HAYMMOCTH M OTBedaeT Ha Bompoc "O uem?",
HaIpuMmep:

1. O xome BHIIOJIHEHUA [OCTaHOBJIeHUA l'yOepHaTopa Kypckom obJjacTu

or "" 2016 . N "O ... ".
Joxkmnanumk — lVBaHOB U.U.

OcHOBHasi 4YacThb MPOTOKOJA COCTOMT M3 Pa3/eNiOB, COOTBETCTBYIOIIHMX
MyHKTaM MOBECTKU AHS. TEKCT KaxJa0ro pa3jenaa COCTOUT U3 TPEX YacTeil:

CJIVIIAJIN: (Kpatkoe coaepkaHue AOKIaJa WIH CChUIKA HA MPUIIaraeMblii
K TIPOTOKOJTY TEKCT).

BBICTVYIINIIN: (KpaTkoe coaepxaHue KaKIO0TO BBICTYIUICHHUS, 3aJaHHBIE
BOIIPOCHI U OTBETHI).

PELINJIN (ITOCTAHOBWJIN): (Pemrenue dbopmupyeTcs Cc
WCIIOJIb30BaHUEM MOJIEIU, IPUHATON JIJIsl PACIOPSAUTENbHBIX TOKYMEHTOB: YTO
caenaTh, UICIIOJIHUTh, CPOK UCIIOJIHEHUS ).



Pemenusi, BpIpaOOTaHHBIE HAa COBEIIAHMM, BHOCSATCA B IMPOTOKOJ MOCIE
cinoa PEIIMIIN (ITOCTAHOBWJIN). Pemenne MOXET coAep:kaTh OJIWH WU
HECKOJIbKO IYHKTOB, PAclojararIuxcs M0 3HAYUMOCTH, KaxKJIbId U3 KOTOPBIX
HyMepyeTcsl.

B cayuae, xorna npoTokosn (pUKCHUpYET pelieHre 00 YyTBEPKICHUH KaKoro-
00 TOKyMEHTA, B TEKCTE MPOTOKOJIA COAEPHKATCS CChUIKUA HA 3TOT JOKYMEHT, a
caM JOKYMEHT MPUJIaraeTcs K MpOTOKOIY.

Oco0oe MHeHME YyYacTHHKAa COBEIIAHMS [0 MPUHUMAEMOMY PpELIECHHUIO
3aMMChIBA€TCA B MPOTOKOA (MOCIAE COOTBETCTBYIOIIETO IPOTOKOIBHOTO
peLIeHHUS ).

B kadecTBe HCHOMHUTENS MOXET OBITh YKa3aHO OJHO HWJM HECKOJIBbKO
JOJKHOCTHBIX JIMI[ JIMOO CTPYKTypHOE mnozpaszzaesneHne. CpoK MOXKET OBITh
yKa3aH Kak KaJIeHJapHas AaTa WK KaK IepUo/] BBIMOIHEHUS paObOThI.

Cnosa CJIYIIAJIM, BBICTYIWJIM, PEIIWJIN (IIOCTAHOBWIIN)
[€YaTaloT OT JIEBOTO MOJIs MPONUCHBIMU OYKBAMHU U 3aKaHYMBAIOT IBOCTOUYUEM.

Kaxxnplil paznen medaraercsi ¢ KpaCHOM CTPOKH, YTOOBI BBIJIETUTh B TEKCTE
OPOTOKOJIA peYb OCHOBHOTO  JIOKJIQJA4YMKa, BBICTYIUIEHHUS  YYaCTHUKOB
00CYXXJIeHHs BOMPOCAa U MOCTAHOBIISIOUIYIO YacTh, (POPMYITHPYIOLIYIO PEIICHHE
copemanus (3acemanusi). C ITOM ke UEIbIO B TEKCTE NPOTOKOJIA KakKIYIO
dbaMIINI0 W WHUNMAQIBI BBICTYMAIONIMX T[€YaTalOT C HOBOW CTPOKU B
UMEHUTEIBHOM TaJIeKe, 3aMUCh BBICTYIUICHUS OTIEISIOT OT (haMuinu ieucom.
Kaxnpiii Bompoc meyaTaeTcss C KpacHOM CTpokd, (amMmwinu mpu  3TOM
JOMYCKaeTCs HE YKa3bIBaTh.

Homyckaercst popma cocTaBieHUs: TPOTOKOJA, MPU KOTOPO (PUKCUPYIOTCS
TOJIBKO IPUHSATHIE TOCTAHOBJIEHUS (PEUIEHNUS) 10 COOTBETCTBYIOIINM BOIIPOCAM.

[Iporokonodopmiusier cekperapp 3acedanus. HOpugumyeckyo  cuiy
IPOTOKOJI IPUOOPETAET TOJIBKO NP HATUYHMH JABYX TOJIHUCEN - MpefceaaTens u
cekperaps 3acenanus. [loanucu pacnonaratorcs OT T'PaHHUILIbI JIEBOTO IOJISI YEPE3
3 MEXKCTPOUHBIX MHTEpBaja HM)KE TEKCTa Mporokoia. lloamucu BKIOUYAIOT B
ceOsi: HAaMMEHOBaHUE JOJDKHOCTH (MpeacedaTelib U CEKpPeTapb 3acelaHws),
JUYHBIE TIOJMUCH U PacCIIU(PPOBKY MOATHCEN.

Kormnuu nmpoTokosoB pu HEOOXOUMOCTH PACCHUIAIOTCS 3aMHTEPECOBAHHBIM
opraHam HCHOJHUTENbHOU BiacTu Kypckoit obmactu, ['opuieueHckoro paiioHna
Kypckoii o0nactu, opraHu3anusM U JIOTKHOCTHBIM JIMIAM B COOTBETCTBUU C
yKa3aTeJIeM pacChUIKM; yKa3aTellb COCTABISET M MOJANHCHIBAET HUCIIOIHUTEND,
OTBETCTBEHHBIN 3a MOATOTOBKY BOIIPOCA.

[IpoTokombl MeuyaTaroTCs Ha JUCTaX cTaHmapTHou (Gopmel popmara A4 u
UMEIOT CIEAYIOIINE PEKBU3UTHI:

HaumenoBanue Buga nokymentra - cioBo [IPOTOKOJI mneuaraercs ot
TPAaHUIIBI BEPXHErO TOJII MPOMHUCHBIMU OyKBaMU Bpa3psaKy, IMOTYKAPHBIM
mpudTom Ne 17 u BeIpaBHUBAETCS TIO IIEHTPY.

Bun coBemanusi, 3aceqaHus - OTAENSETCA OT MPEAbIIYHIEr0 PEKBU3UTA 2
MEXCTPOYHBIMH HWHTEPBAJIAMH, TI€YATACTCS MONYKHUPHBIM ImpudTomM uepe3 1
WHTEPBAJl U BHIPABHUBAETCS MO LICHTPY.



Jlata mnpotokona odopmisieTcss HUPPOBBIM HUIU  CIOBECHO-IIU(PPOBHIM
CIOCOOOM U MeyaTaeTcs yepe3 2 MEXCTPOUYHBIX MHTEPBAJA HIDKE MPEAbIAYIIEro
PEKBU3HTA.

[IpoTokomamM  TpPUCBAaMBAIOTCS  NOPSAKOBBIE HOMEpa B Ipeaenax
KQJICHIAPHOIO TOJa OTAENBHO IO KAaXKIOW TPYIIIE MPOTOKOJIOB: IPOTOKOJBI
3aCE€laHUuil COBETOB, KOMMCCHUH, KoJulermu U aAp. lIpoTOKOiIBI COBMECTHBIX
3aceaHuil MMEIOT COCTAaBHbIE HOMEpA, BKIIOYAOIIME MOPSIKOBBIE HOMEpA
IIPOTOKOJIOB OPTaHU3ALMI, IPUHUMABIINX YYaCTHE B 3aCEJaHUH.

Texcr mporokosia mewataercs 4depe3 1 - 1,5 MEXCTpOUHBIX HMHTEpBaa.
IToanuce oTAEnseTcs OT TEKCTA 3 MEKCTPOUYHBIMU MHTEPBAJIAMH.

Homepa nocranoBnenuii (pemenuii), NpUHATHIX HA 3aCEAaHUSIX, COCTOST U3
HOMEpa MPOTOKOJIAa, HOMEPA PAcCMaTpUBAEMOI0 BONPOCA B TMOBECTKE AHSA H
NOPSIKOBOI'O HOMEpPA MOCTaHOBJIEHUS (pellieHrs) B Mpejiesiax Bonpoca.

IIo oTneNnbHBIM pEIIEHUSAM KOJUIETHAIBHBIX OPTaHOB MOTYT MPUHHUMAThCS
npaBoOBble aKThl AnMuHUCTpauuu JIeHHMHCkoro cenbcoBeTa KacTopeHckoro
paiioHa.

O6pazenr TpoTOKOJia TMpUBEACH B TpuiokeHuun Ne 2 K HacTosien
NucTpyKumm.

3.9. OdopmiieHne BHINMCKHA U3 MPOTOKOJIA

Brinucka u3 mpoTokoiia mpeicTaBIsieT co00i TOUHYIO KOTHIO YaCTH TEKCTa
MOJIJTMHHOTO TPOTOKOJIA, OTHOCSIIETOCS K TOMY BOIIPOCY TOBECTKH HHS, MO
KOTOPOMY TOTOBAT BBIMUCKY. [IpM 3TOM BOCHpPOM3BOIATCS BCE PEKBU3UTHI
0JlaHKa, BBOJIHAS YacTh TEKCTa, BOMPOC MOBECTKU JHS, MO KOTOPOMY TOTOBHUTCS
BBIMKCKA, U TEKCT, OTpaKaroUuil 00CyKIeHUE BOIIPOCca U MpUHSTOE perieHue. B
9TOM cllydae Ha3BaHue JaokyMeHTa odopmsiercs kak BbBIIIHUCKA U3
ITPOTOKOJIA.

OOpazern; mpoTokoNa MpuBEeNEH B TpwiokeHHH Ne 2 Kk Hacrosuien

HNuctpykumm.
3.10.IToaroroBka u oopmiieHHE CIAYKEOHBIX MUCEM

CnyxeOupie mmchMa AamMuHUCTpanuu  JIeHUHCKOTO CEJIbCOBETA
Kacropenckoro paiiona, TOTOBSITCS:

KaK OTBETBHI O BBINIOJIHEHHM nopydeHui [maBel KactopeHckoro paiona
Kypckoit obnactu, 3amectuteneit ['nmaBsl Kacropenckoro paiiona Kypckoit
o0nacTH, CTPYKTYpHBIX moapasfencHuii AamuHucTpamnu KactopeHckoro
paiiona Kypckoii obnactu;

KaK HCIOJHEHHWE rmnopydeHuid [maBel  JIEGHMHCKOTO CeJIbCOBETA
Kacropenckoro paiiona, mo BompocaM, OTHOCSIIUMCS K KOMIETCHUMHU | J1aBbl
JlennHCcKOrO cenpcoBeTta  KacTopeHCKOoro  paiioHa, AJIMHUHHACTpALUHU
Jlennnckoro cenbcoBeTa KacropeHckoro paiiona;

KaK CONpPOBOJUTEIbHbIE NHUCbMAa K IMpoekram  pemiennit CoOpanuii
JEIyTaTOB, APYTUM JTOKYMEHTAM;



KakK OTBETHI Ha 3aIIPOCHI Pa3JIMYHBIX OPraHU3aALNMN, TPEATPUATHI U YACTHBIX
JHLL;

KaK MHULIMATUBHBIE NTUCHMA.

CpoxkM TOATOTOBKM OTBETHBIX IIHCEM YCTAaHABJIMBAIOTCS PE30JIOLUEN
PYKOBOJMTENSI HAa OCHOBAHUU HMEIOIIMXCSA CPOKOB HCIIOJIHEHHS TOPYUYCHUH,
3aIIpOCOB WJIY O PELICHUIO aBTOPa PE3O0JIIOLINH.

TeKCThl OTBETHBIX IHUCEM JOJDKHBI TOYHO COOTBETCTBOBATH 3aJaHUSIM,
3a)UKCUPOBAaHHBIM B  pe3ojiionuu  pykoBoauTesss. Cpokd  TOATOTOBKHU
VHUIMATUBHBIX IIHCEM onpenensarorcs lmaBon JleHMHCKOro — cenbcoBeTa
KacTopeHckoro paiioHa.

CnyxxeOHble MHUChMa MeYaTaroTCsl Ha OJaHKax yCTaHOBJIEHHOW (OpMbI WM
Ha CTaHJAPTHBIX JucTax Oymaru ¢popmara A4.

I[Ipu odopmieHnn nucbMa Ha JABYX U Oojiee CTpaHHUIAX BTOpas H
MOCJEAYIONINE CTPAHUIBI HYMEPYIOTCS MOCEPEAMHE BEPXHErO IMOJIS JIUCTa
apaOckumu 1udpamu.

CnyxeOHbIe MHUChbMA M3JAraloTCs: OT 1-ro JIMIla MHOXXECTBEHHOTO YHCJIa
("TIpocum npenoctaBuTh nHGOpManuio...", "Hanpapnsem Ha 3aKI0ueHE
OpoekT..." W ap.), oT 3-ro juma eauHcTBeHHOro uwucia ("AIMUHHCTpAIUs
Jlenunckoro cenbcoBeTa KacropeHnckoro paitona cuuraer...",

"AnmMuHucTpauuu  JICHMHCKOTO cenbcoBeTta  KacropeHckoro  paioHa
paccmoTtpena...").

TekcT nuceMa, Kak MpaBWJIO, COCTOUT M3 JBYX 4dacTed. B mepBod ydacTu
u3naraercs 000CHOBaHHE, MPUYMHBI HATUCAHUS MMHCbMa, MPUBOJISATCS CCHUIKU Ha
NOKYMEHTHI, SIBIIIONIMECS OCHOBAHMEM MOATrOTOBKM NMUcbhbMa. Bo BTOpoil vacTy,
HauMHAOIIeHCcsT ¢ ab3ala, MOMEMIAIOTCS BBIBOJBI, MPEUIOKEHUS, MPOCHObI,
peleHns u T. 1.

Crnyxe0Hble CchMa MOJJICKAT BU3UPOBAHUIO:

UCIIOJTHUTEJIEM, OTBETCTBEHHBIM 3a MOJATOTOBKY CIIYKEOHOTO MUCHhMa;
3amecturesnieM [maBel JleHnmHCKOro — cenbcoBera KacTopeHCKoro paiona,
[JIABHBIM  CHELMAIMCTOM-IKCIIEPTOM, B COOTBETCTBUU C PACHpPENEICHHEM
00513aHHOCTEH.

BusnpoBaHue OCyIIECTBISIETCS HA MPOEKTE MHChbMA Ha JHUIEBOW CTOPOHE
MOCJEIHETO JucTa Huxke pekBusuta "Iloamuce".

CrnyxeOHble TMCbMa ToANUCchIBatoTCs ['nmaBoit JleHWHCKOro cenbcoBeTa
Kactopenckoro paiiona, 3amectutenem [naBel JIEHHMHCKOTO — CEJILCOBETA
KacropeHnckoro paiioHa, Wiad nOo HX IOPYYEHUIO JAPYTUMH JIOJKHOCTHBIMH
JTULAMH.

Nudopmaruss 00 wucnomHHUTENne CiyxebHOro mmuchmMa odopmisieTcss B
COOTBETCTBUH C paznenoM 3.4.20. Hacroswmenn MHcTpyKkumm.

JlaToli nruceMa SIBIIETCS J1aTa €ro MOAMUCAHHS.

OO6pa3ery ciry)keOHOTO MUChMa MPUBEACH B TpwiiokeHnn Nel k HacTosmien
NHcTpyKmm.

3.11. IloaroroBka u opopmiIeHHE 3aNTUCOK (TOKJIATHBIX, CIAYKEOHDbIX,
00bSACHUTEJIbHBIX, MOACHUTEIbHBIX)



JloknanHasg 3amucka -  JIOKYMEHT, aJIpECOBaHHBIA  BBIIIECTOALEMY
JOJDKHOCTHOMY JIMIy W H3Jaralouiui Kakoi-1ubo BOMPOC C BBIBOJAMHU U
NpEeMIOKEHUSIMU ~ cocTaBuTensl. OHa  TOTOBUTCS KAk IO  WHULHUATHBE
UCIIOJIHUTENS, TaK U 10 YKAa3aHUIO PYKOBOJIUTEIIS.

JlokmagHas 3ammcka Ha wuMs [ naBel  JIEHMHCKOTO CEJIbCOBETA
KacropeHnckoro paiioHa, NOATOTOBI€HHAS CTPYKTYPHBIM MOJpa3ACiICHUEM
AnMuHucTpaiuu  JIGHMHCKOTO cenbcoBeta KacropeHckoro paiioHa, B

00s13aTeTbHOM ~ TIOPSIAKE BHU3UpYyeTCs 3amectureneM [ 7maBbl  JIGHMHCKOTO
cenbcoBeTa KacTopeHckoro paiiona.

JloknagHas 3anucka oopmIIsieTCs Ha CTaHIapTHOM JUcTe Oymaru opmara
A4 ¥ UMeeT cleayIole OCHOBHBIE PEKBU3UTHI: HAUMEHOBAHUE CTPYKTYPHOTO
noapasneneHus Anmunuctpauuu JIeHMHCKOro  cenbcoBeTa KacTtopeHckoro
paiiona, agpecat, HauMmeHoBaHue Buna nokymenta (JJOKIIAIITHASA 3AITMCKA),
naTy JOKYMEHTa, PETUCTPAIMOHHBIM HOMEp JIOKYMEHTa, HaMMEHOBaHHE
JIOKyMEHTa (3aroJiIoBOK K TEKCTY), TEKCT JOKYMEHTa, OTMETKY O HaJIHYUH
MPWIOKEHUM, TIOJIIUCH.

OO6pasen TOKIAIHON 3aMMCKU MIPUBEACH B NPHIoKeHUH Ne 3 K HacTosIIeH
NucTpyKumm.

CnyxeOHbIe 3alMMCKU HMCIOJB3YIOTCS 11 HMH(POPMAIMOHHOTO OOMEHa
MEXIy CTPYKTYPHBIMH TMOJpa3ieleHus MU  AJMuHUCTpanuu JIGHHHCKOTO
cenbcoBeTa KacTtopeHckoro pailoHa, W NOPUMEHSAIOTCS IS PEUICHUs
ONEPATHUBHBIX BONPOCOB, BO3HUKAKIIMX B YIPABICHUYECKOW JIE€SITEIBHOCTH
(BOTIPOCHI MaTEPHUATILHO-TEXHUYECKOTO OO0ECIeUYeHHs], 3alpocChl, YTOYHEHHE
3alanuii, mHpoOpMaIMs MO 3ampocaMm, pasbsicHeHuss u japyrue). CmyxeOHble
3alMCKU  COCTaBIIAIOTCS TOJBKO IO TEM BOIpPOCaM, KOTOpble TPEOYIOT
0053aTEIBHOTO JOKYMEHTAIBHOTO MOATBEPKICHHUS.

CrnyxebHasi 3amucka oQOpMIISIETCS aHATOTMYHO JOKJIAJHOM 3amucke, 3a
uckioueHueM pexksusuta "Bug nokymenta" (CIIYKEBHASA 3AIIMCKA).

OObsicHUTENIbHAS 3allUCKa - JOKYMEHT, OOBSACHSIONINI MPUYMHBI KaKOTO-
100 coObITHs, (paKTa, MOCTYMKA.

OObsicHUTENbHAS 3aMKCKa MUIIETCS COCTABUTENIEM, KaK MPAaBUIIO, OT PYKH
Ha YUCTOM JIUCTE Oymaru.

[losscHuTenbHasg 3amucka - JOKYMEHT, CONPOBOXAAIOIMIMNA OCHOBHOM
JOKYMEHT W TOSICHSIOIIMN COAEPKAHUE OTAENIbHBIX IOJ0KEHUH OCHOBHOIO
JIOKYMEHTA; coJepKaliuii 000CHOBaHWE HEOOXOIWMOCTH IPHUHATHS JaHHOTO
JOKYMEHTa, XapaKTepUCTHKY LEeJeH, 3a/lady, OCHOBHBIX IOJIOKEHUN MPOEKTa
JOKyMEHTa (3aKOHOMPOEKTa, MPOEKTa MOCTAHOBJIEHUS M Jp.); MOSCHSIOLIUM
(OOBSACHSIOMINI ) TPUYHUHBI KAKUX-THOO IEHCTBUM, COOBITHH, (haKTOB.

[TosicHuTenpbHasT 3amucKa COCTABIACTCS HA CTAHJAPTHOM JUCTE Oymaru
dopmara A4.

Texcr odopmuseTcs B BUIE CBI3HOTO TEKCTa. B omHOW ero wyactu
KOHCTAaTUPYETCS WJIU U3JIaraeTcsl COJIepKaHUEe MOJIOKEHUM, TyHKTOB U pa3/iesioB
OCHOBHOT'O JIOKYMEHTa WJIM YMNPABJICHYECKOW CUTyalluu, cOObITUH, (akToB. B
IpYrol - OOBSCHSIOTCA MPUYMHBI: MPUBOISTCS PACUEThbl, PIKOHOMUYECKOE H



IOpUANYECKOe OOOCHOBaHME M JIpyrue JokazarenbcTBa. [losicHeHus K
MOJIOXKEHUSIM, pa3ziesiaM, MyHKTaM OCHOBHOI'O JOKYMEHTAa MOT'YT Pacrojararbcs
C YYE€TOM CTENEHM HMX 3HAYUMOCTU WJIM MOTYT OBITh MPOHYMEPOBAHHI B
COOTBETCTBHM C HOMEpPAMH IIOJIO)KEHHH, pa3/lesioB U IYHKTOB OCHOBHOIO
JTOKYMEHTA.

3aroioBOK 3amUCKUA JOJDKEH COYETAaThCsl C HAaMMEHOBAaHMEM OCHOBHOTO
JTOKYMEHTa, HallpuMep:

«IlosicHuTenbHas 3anucka K MnpoekTy pemieHus CoOpanust nenyratoB JleHMHCKOro
cenbcoBera Kacropenckoro paiioHa «O OropkeTHOM mpoliecce B JIGHMHCKOrO CeabCOBETE
Kacropenckoro paiiona Kypckoit o6mactiy»

NI

«ITosgscHUTETbHAS 3amHCKa K MMPOCKTY IMOCTAHOBJICHUA A}IMI/IHI/ICTpaIII/II/I JlermHCKOTO
cenbcoBera KactopeHckoro paiiona "OO0 yrBep:kIeHUH AAMUHUCTPATUBHOTO PErJaMeHTa.

[ToscHuTenbHAs 3aMUcKa K MPOEKTaM aKTOB AJIMUHHUCTpAIMU JICHUHCKOTO
cenbcoBeta  Kacropenckoro paifona, pemenuid CoOpaHus — JIemyTaToB
JIGHUHCKOTO cenbcoBeTta KacropeHckoro painoHa MOJMUCHIBACTCS
COCTaBUTEJIEM aKTa C YKa3aHUEM HaUMEHOBAHUS JOJKHOCTH.

OO6pa3upl JOKIAAHBIX, CIYKEOHBIX, OOBSICHUTEIBHBIX, MOSCHUTECIHHBIX
3allMCOK MpUBEICH B npriiokeHUu Ne 3 k Hactosmied MHCTpyKuum.

3.12.1ToaroroBka u oopmiieHHEe JOrOBOPOB (COTJIAlIEHUH)

Texct poroBopa (cormamieHus) (UKCUPYET COTJAIIEHWE CTOPOH 00
YCTAaHOBJICHUU KAKUX-TMOO OTHOIICHUIA U PETYIUPYET ITH OTHOIICHHUS.

[lepen moamucanmem AOroBOp (COTJIalIEHHE) TIEPEIaeTCa Ha COrIACOBAHUE
3aMHTEPECOBAHHBIM JIMIAM (TIPOCTABJISECTCS BU3Q).

Texcr moroBopa (corjamieHus) COCTOMT M3 NpeamMOyibl W cTaTeil, B
KOTOPBIX YKa3bIBAIOTCSI COOTBETCTBYIOIIME YCIOBUS 3aKIIOYAEMOTO OTOBODA.
CraTpu oroBopa (coryaiieHus), Kak IpaBujio, UMEIOT 3ar0J0BKH.

[Ipeambyna comepKuT ciaeayoyo HHGOPMAINO: HAUMEHOBAHHS CTOPOH
(moJHBIE U COKpallleHHBIE), KTO HX MPEJCTABISIET MU HAa OCHOBAaHUU KaKUX
JOKYMEHTOB JIEUCTBYIOT UX IIPEACTABUTEIH.

Yucno pas3genoB - cTaTeil TeKCTa JOroBopa (COTJAIICHHs) MOXET OBITh
pa3IMYHBIM B 3aBUCUMOCTHU OT YCJIOBUW JIOroBOopa M corjacus cTtopoH. Kak
MPaBUJIO, BKIIIOYAIOTCSA CIEAYIOUIME pa3[eiibl: MPEeIMET J0rOBOpa, YCIOBUS H
CPOKH BBITIOJIHEHHUS ACHUCTBUI B 3aBUCUMOCTH OT MpEeaMeTa JI0roBOpa, MpaBa U
00S13aHHOCTH CTOPOH, OTBETCTBEHHOCTH CTOPOH, TOPSIOK pPa3perieHus CIIOPOB,
CPOK JIEMCTBHUS IOTOBOpA U MOPSJOK BCTYIUICHUS €T0 B CUITY, @ TAKXKe MOPSIO0K
PaCTOPKEHMSI, UBMEHEHHUS JIOrOBOpa (COTJIAIICHHUS).

3aKIounTeNbHAS 4YacTh COACPKHUT IOPUAMYECKHE ajpeca CTOPOH C
yKa3aHHUEM IOYTOBOTO ajipeca, 0AHKOBCKUX PEKBU3UTOB U MOAMUCH (JIOKHOCTh



JUIa, YHOJHOMOYEHHOTO TMOJMUCATh JOTOBOpP (COIJIAIIEHHUE), €ro JIMYHAs
MOJANKCH U pacIM(ppOBKa MOJMUCH).

[Toanmucu MOMKHOCTHBIX JIMI] MOJ TOTOBOPOM (COTJIAllICHUEM) 3aBEPSIOTCA
MeyaTsMH, BOCIPOU3BOJAIIMMU HAUMEHOBAHUE HOPUAUYECKUX U (DUINUECKUX
JIMII, ¥ pacoyiaratoTcsi, Kak MpaBuio, Ha OJAHOM YPOBHE.

Pan  BompocoB noroBopa (corniamieHusi) MOXKET OBITb BBIHECEH B
npuioxkenus. B 3Tom ciydae Bce MTOKYMEHTBI JIOJDKHBI pacCMaTPUBATHCS Kak
COCTaBHBIE YaCTH JOTOBOpa (CoriamieHus).

B norosope (cornamieHur) U B MPUIIOKEHUAX K HEMY JIeJIa€TCs OTOBOPKA,
YTO BCE MPUIIOKEHHBIE IOKYMEHTHI SIBJISIOTCS HEOTHEMJIEMOU 4acThiO JOTOBOpa
(cornamieHus).

JlaTa 3akitoueHus JOroBopa (COTJIAIICHHs ) TIeYaTaeTCs OT MPAaBOM TPAHUIIBI
TEKCTOBOTO TOJISI CJIOBECHO-IIU(POBLIM CITOCOOOM (MECSIL U TOJ).

Ecnu noroBop (cornanieHue) moarnuchiBaeTCsi HECKOIBKUMU CTOPOHAMH, TO
JaTOM TOAMHUCAHUs JOTOBOpA SIBJISICTCS HamOoJiee MO3AHSS J1aTa, IPHU yCIOBHH,
YTO JlaTa BCTYIUICHHS JOTOBOpPA (COTJIAIICHUS) B CUJTy HE OTOBOPEHA CTOPOHAMM.

[Tonnucanusie ['maBoit JleHnHckoro cenbcoBeTa KactopeHCkoro paiioHa
WM TI0 €r0 MOPYYCHHUIO MHBIM JOJDKHOCTHBIM JIMIIOM JOTOBOPHKI (COTJIAIIEHUS )
PETUCTPUPYIOTCS Y OTBETCTBEHHOr0 pa0OTHUKA JIGHMHCKOTOo  celbcoBeTa
Kacropenckoro paitona. PeructpaiimoHHbIi HOMEP Ha JOTOBOPE (COTJIALICHUHN ),
KaK MIPaBUJI0, MPOCTABIISIETCS HUKE pekBU3UTA «lloamuck.

KonuuectBo  sKk3eMIUIApoB  JOoroBopa  (corjamieHusi)  00YCIOBIIEHO
KOJIMYECTBOM CTOPOH, €ro MOJINKCABIINX, HO HE MEHEE JIBYX 3K3eMIUIsIpoB. Bee
AK3EMIUIAPBl  JI0roBOpa (COIVIAIIEHWS) JOJDKHBI COJEpPXKAaThb HMMEIOLINECS
OPWIOKEHHUS, MOJJINHHBIE TMOJMNUCH YINOJTHOMOYEHHBIX JIOJKHOCTHBIX JIMI[ U
OTTHUCKH TE€YATEN.

[TogroroBKa TIPOEGKTOB COTJIAIIEHWH O TIPEAOCTABICHUU CyOCHIUH,
CyOBEHIIMH M WHBIX MEXKOIOIKETHBIX TpPaHCPEPTOB M3 00JACTHOTO OIOKETa
oromxkeTy JlennHckoro cenbcoBera KacTopeHCKOro pailoHa M MX TOJANMKMCAHUC
OCYLIECTBIISIIOTCS. B COOTBETCTBUU C MpPAaBUJIAMHU, YCTAHOBJIEHHBIMU OpraHaMH
rocyJaapcTBeHHOU BiacTu Kypckoi o6macTu.

Cornamenuss 0O TPEAOCTAaBICHUM CyOCHIWM, CyOBEHIIMH W HHBIX
MEKOIO/KETHBIX TpaHC(hepToB U3 00JacTHOrO OropKeTa Or0KeTy JICHMHCKOTO
cenbcoBeTa KacTOpeHCKOro pailoHa HE perucTpupyrorcs. B 3tom ciydae
MOJJIMHHUKY COTJIAIICHUNW XPAHITCS y HadalbHUKA OTAeNa OyXrajaTepCKoro
y4eTa U OTYETHOCTH AnMuHUCTpanuu JIeHnHCKoro cenbcoBeTa KacTopeHcKkoro
panoHa.

3.13.0¢opmiieHne 10OBEPEHHOCTH
ﬂOBepeHHOCTB - OTO IHCBMCHHOC YIIOJIHOMOYHC, BbIAaBACMOC OIHHUM

munoM  (pusmyeckuM  WIM  IOPUAWYECKUM)  APYroMy  JUIYy IS
MPEICTABUTENIBCTBA NEPE] TPETPUMU JIULIAMMU.



JIoBEpeHHOCTh BbIAETCs 3a MOANUCHIO ['71aBbl JIGHHWHCKOro cenbcoBeTa
Kactopenckoro paiioHa WiaM HHOrO JMIA, YHOJIHOMOYEHHOTO Ha 3TO, C
IpOCTaBJICHUEM I'epOOBOM IeyaTH.

3.14.0¢opmienne akra

AKT - TOKyMEHT, MOATBEPKAAIOIINNA Kakoh-1100 (akT, coObITHE, JEHCTBUE.
AKT cocTaBisieTcs TIpU  IpUeMe-iepesadye JAOKYMEHTOB, MaTepHalIbHbIX
LEHHOCTEH, MPU MHBEHTAPU3ALIUH.

B OonbiMHCTBE CilyyaeB aKThl COCTABISIOTCS KOMUCCUSMM, KaK MOCTOSIHHO
JNEUCTBYIOIIMMH, TaK W Ha3HAYae€MbIMU PACTIOPSAUTENBHBIM JOKYMEHTOM
(0OBIYHO paCTIOPSHKEHUEM) 110 YKA3aHUIO PYKOBOAUTEIS.

B otnmenpHbIX ciyyasx akT MOXET OBbITb COCTAaBJI€H OJHUM WJIU
HECKOJIbKUMHU JTOJKHOCTHBIMU JIUI[AMHU.

AxT odopmisieTcs Ha craHgapTHOM Jiucte Oymaru ¢gopmara A4. Jlata u
MECTO COCTaBJIEHUSI JIOJDKHBI COOTBETCTBOBATH JAaT€ M MECTY AaKTUPYEMOTIO
COOBITHS.

AKT UMeeT 3arojioBOK, HaunHaromuics ¢ mpejiora «O» («O0»), Hanpumep,
«O npueme-mepegaye MaTepUalbHBIX IeHHOCTeH" wmim «O crnucaHuu
UCTIOPYEHHBIX OJIAHKOBY.

TekcT akTa COCTOMT M3 TPEX YacTel: BBEJICHHs, KOHCTAaTUPYIOIIEH YacTu U
BBIBOJIOB. B TekcTe yKa3blBaeTcsi OCHOBAaHME JJIS COCTABIICHUS AaKTa,
NEPEUUCISIIOTCS JIUIA, COCTaBISAIOIIME aKT, (amMWwiIMM 4YJIEHOB KOMHMCCHH
pacroJiaratorcs mo ajndasury.

B xoHcraTupyromeli 4YacTu u3NAraloTCA e, 3aJadyd U CYHIECTBO
POJIETaHHON PabOThl COCTABUTENSIMU aKTa, €€ Pe3yJIbTaThI.

B 3akmtounTenbHOM YaCTH aKTa JAENIaloTCsl BHIBOJIBI MIIM PEKOMEHIAINH.

TekcT akTa 3aKkaHYMBAETCA CBEJECHUSMU O KOJIMUYECTBE HK3EMIUISIPOB aKTa U
MecTe UuX HaxoxaeHus. KoaumdecTBO 5SK3eMIUIIPOB aKTa OIpEAeNaeTCs
KOJIMYECTBOM 3aWHTEPECOBAHHBIX CTOPOH WM HOPMATUBHBIMHU JIOKYMEHTaMH,
pErIaMeHTUPYIOIIMMH COCTaBJIeHUE akTa. B 3ToM ciydae mocne TekcTa mnepen
MOJIMUCAMH YKa3bIBAIOT KOJHMYECTBO COCTABISIEMBIX JK3EMIUIIPOB aKTa M HUX
MECTOHAXO0XK/ICHHUE, HAllpUMED:

CocTaBJieH B 2 BK3eMIJISpax:

1- »K3. HamopaejJgeH B AznvMmHMCTpauuion KacTopeHCKOTO palioHa Kypckon
obractTH,
2-71 ®K3. — B IeJO.

[Ipn HaNMYMKM MPUITOKEHUIN HA HUX JIEJIAETCSA CChUIKA.

AKT NOJNMKCHIBAIOT MpEJCeNaTeNb U BCE COCTaBUTENMU. J(OMKHOCTH mepen
(baMUTHIMU HE YKA3bIBAIOTCS.

Ecimu kto-mubo u3 cocTtaBUTENel HE COTJIACEH C aKTOM, OH IOJAMUCHIBACT
€ro c OTMeTKOH o cBoem Hecornacuu. Ocoboe MHeHHE odopmiIseTcss Ha
OTJICJIbHOM JIUCTE U MPUJIaraeTcs K akry.



Pan pasHoBunHocTedl akTOoB TpeOyeT yTBepkiaeHus. Hampumep, akt o
CIOUCAaHUU TMpUIIeAed B HErOAHOCTb MeOeNnH, akT O BBIACICHUH K
YHUYTOKECHUIO JTOKYMEHTOB M 1€ AIMUHHUCTpanuu JIEHWHCKOro CcelbcoBeTa
Kacropenckoro paiiona u T.0. YTBepxkaeHue odopmisierca TpudoM B
YCTaHOBJIEHHOM IOPSIAKE.

OO6pa3upl  akTOB TpHBeAeHbl B npuioxkeHun Ne 4 K Hacrosiieu
NucTpykuum.

3.15. Odopmaenue TesaedpoHOrpamMmm

Tekcr TenedoHOrpaMMbl MiepeIaeTcsl YCTHO MO KaHajgaM Telle()OHHOM CBS3U
U 3aMUCBHIBACTCS MOJTydaTesIeM.

TenedonorpaMmbl  PEKOMEHIYETCS HCIOJB30BAaTh JJISI  ONEPATHBHOIO
pelieHrs BOIPOCOB B CiIyyasX, KOTJia COOOIIeHuUs, IepeaBaeMbie 1o Teaedony,
TpeOYIOT AoKymMeHTadbHOro odopmieHus. TenepoHorpammamu mnepeaaroTCs
HECJIOKHBIC TeKCThI (MPUTJIAIICHUSI Ha COBEIIaHUE, 3aceIaHue U T.]I.).

Ucxomsmas  tenedoHorpamma odopmiIsieTCss Ha CTaHAAPTHOM JIMCTE
Oymaru, ¢ ykazaHHEM BCEX HEOOXOIMUMBIX PEKBHU3HMTOB, B JIByX IK3EMILIApAX W
MOJMUCHIBAETCS PYKOBOJIUTENIEM WM OTBETCTBEHHBIM HCIIOJTHUTEIIEM.

[Tpu odopmiieHun TenedhoHOTpaMMBbl YKa3bIBAIOTCS :

HAaMMEHOBAHUE OTIPABUTEIIS;

pPErUCTPAlMOHHBIN HOMED (MTPU HEOOXOIUMOCTH) U J1aTa;

BpeMsi IpreMa-repeaun;

azpecar;

TEKCT;

MOJIMTUCH.

B neBom BepxHeM yriay Ime4yaTaloTCs HAaWMEHOBAaHWE OpraHU3AlMH -
OTHpaBUTENs, HauMeHoOBaHME BHAa JokymeHTa - TEJIEOOHOI'PAMMA
(mevaraeTcss MPOMUCHBIMU OyKBaMH), PETHCTPAllMOHHBIM HOMEp, nara (maToit
TenepOHOTPaMMBI SIBIISIETCA JlaTa €€ Tepeiadn).

B npaBom BepxHeM yrily niedaTtaercs aJipec moirydaress.

Eciu rtenedonorpamma mepemaercsi HECKOJBKMM ajpecaram, K Hel
MPUJIAraeTCsl UX CIHCOK C yKa3zaHHEeM HOMepoB TeiedoHOB. B aTtom cimydae B
TenegoHorpaMmme jenaercss oTMeTka «llepemaHo cormacHo cmmcKy (CIHCOK
MIPUIIAraeTcs)».

Texct Ttenmedonorpammer odopmisiercss ¢ ab3ama. B Texcre ciemyeT
n30erath  TPYJHONPOMUZHOCHUMBIX  CIIOB M CIOXHBIX  oOopotoB. B
TenepoHOTpaMMe HE JTIOJDKHO ObITh 6osee SO cioB.

PexBuzutr «Iloanuce» COCTOMT W3 HaWMMEHOBAaHUS JOJDKHOCTU JIMIIA,
MOJMKCABIIETO Tele(oHOTpaMMy, €ro WHHUIHMAIOB U (HaMUIIUU ISl BXOJSIIUAX
TenepOHOTPaMM, a TAKKE TUIHON TTOAMKCH JIJISI UCXOIANTUX TeaedOHOTpaMM.

Otmetka o mpueme TenedoHOTpAaMMBI COCTOUT w3 cioBa «lIpuHsmy,
HAWMEHOBAHUS JIOJDKHOCTH, WHUIIMAJIOB WMEHHM M OTYECTBa, (hamwimm nuIa,
MpUHsBILIETO TenedoHorpammy, Homepa TeiedoHa, MO KOTOPOMY MpHUHATA
tenedoHorpamma.



Bxomsimmast  TenmepoHOrpaMMa  3amMCHIBACTCS NMPUHUMAIOMIAM HA YHUCTOM
nucte Oymaru ¢ coOJII0ICHUEM CTaHAPTHBIX MpaBmil 0hOopMIIEHUS.

TeneponorpaMmbl 0pOPMIISIIOTCS B ABYX DK3EMIUISIPAX U PETUCTPUPYIOTCS.
[lepBolii 5K3eMIUIAp MEpeAacTCs Ha PAacCMOTPEHHE PYKOBOIUTENIO, KOTOPOMY
OHa aJjpecoBaHa, BTOPOH IK3eMILTAp Tele(OHOTPaMMBI HAPaBISIETCS B JEIO.

4. OPTAHM3ALIUA JOKYMEHTOOBOPOTA

4.1. lIpyHUUNBbI OPraHU3aLMU JOKYMEHT0000pOTA

JIBr>keHre JOKYMEHTOB B AJIMHUHHUCTpaluy JICHUHCKOrO CEIbCOBETA C
MOMEHTa WX CO3/IaHUsl WM MOJYYEHHS [0 3aBEpPUICHUS HWCHOJHEHUS WIH
OTMPaBKU 00pa3yeT JOKYMEHTOOOOPOT.

[Topsiok MPOXOXKAEHUSI JTOKYMEHTOB B AJMUHHCTpaluu JIEHMHCKOTO
CEIIbCOBETA OMPEAEIACTCS NHCTPYKIIUEH TTO JETOTPOU3BOACTRY.

Opranuzanust  JoKyMeHTOOOOpoTa B AnmuHuctpanuu JIEeHUHCKOTO
CEIIbCOBETA OCYIIECTBIISIETCS UCXOS U3 CIEAYIOIINUX MPUHIUATIOB:

LEHTpAJIU3ALIUS OTIepalMi 110 IPUEMY U OTIPABKE JOKYMEHTOB;

pacnpeneneHue  JOKyMEHTOB  Ha  JOKYMEHTONOTOKH,  HMEIOIINE
OJIMHAKOBBIA MapuIpyT (MapuipyTH3alus JOKYMEHTOB);

OpraHu3aius MPEIBapUTEILHOTO  PAaCCMOTPEHUS MOCTYIAIINX
JNOKYMEHTOB;

UCKJIIOYEHUE BO3BPATHBIX JABUKEHUN JIOKYMEHTa, HE OOYCIOBICHHBIX
JIEII0BOM HEOOXOIMMOCTHIO;

OJTHOKPATHOCTb PETUCTPALIMH TIOKYMEHTOB;

yCTpaHEeHHEe HeOOOCHOBAHHBIX COTJIACOBAHUMN MTPOEKTOB JOKYMEHTOB;

periaMeHTanus — omepanuii  1mo  o0paboTKe, PacCMOTPEHUI0 U
COTJIACOBAHMIO JJOKYMEHTOB.

B nokymentoobopore AIMHUHHCTpanuu JIGHMHCKOTO ceJIbCoBETa
KacTopeHckoro paiioHa B COOTBETCTBHHM C OCOOCHHOCTSMU TEXHOJIOTHYECKOU
00pabOTKH BBIACHSIOTCS JTOKYMEHTONMOTOKH: TMOCTyMHaromas JIOKYMEHTaIUs
(Bxoasmias), oOTHpaBisieMas  JOKYMEHTalusi  (MCXOJsIasi); BHYTPCHHSA
JOKyMeHTauusi. B cocTaBe BXOISIIEH M HCXOMAIIEH JTOKYMEHTAUUA MOTYT
BBIJIEIATHCS:

NOKYMEHTBI, NocTynuBmnMe u3 AamuHuctpaunu Kypckoir o6nacTy,
Kypckoii obmactroi Jlymbl, Aamunuctpamnuu Kacropenckoro paiiona Kypckoi
o0acTy;

JOKYMEHTbl M3 JPYTHX OPraHOB TOCYIapCTBEHHOM BJIACTH, OPTraHOB
MECTHOTO CaMOYTPaBIICHUS;

oOpaleHus TpaKaaH;

3anpochkl nenytatoB Kypckoil ob6nacTHo [[ymbl U OpraHoB MECTHOIO
CaMOYITpaBJICHUS,

JOKYMEHTBI U3 TOCYJJapCTBEHHBIX U HETOCYIAPCTBEHHBIX OPraHU3aLINM;

JOKYMEHTbl ~ M3  MPaBUTEILCTBEHHBIX W  HENPABUTEIbCTBEHHBIX
opraHuzanui 3apy0exHbIX CTpaH U IPYTUe TPYMHIbl JOKYMEHTOB.



B Anvunuctpanuu JleHnHckoro cenbcoBera KacTopeHCKoro paiioHa
JOCTaBKa M OTHpaBKa JOKYMEHTOB OCYIIECTBISIOTCS CPEACTBAMHU IOYTOBOU
CBSI3H U DJIEKTPOCBSI3H.

C nomMonipr0 NOYTOBOM CBSI3U, B MECTHYIO A AMUHUCTPALIAIO JTOCTABIISIETCA
MUCbMEHHAsA KOPPECIOHJCHIMA B BHUAE MPOCTBIX U PETUCTPUPYEMBIX ITHCEM,
MOYTOBBIX KapTOYEK, OaHAEpoJied W MEJIKUX MaKeTOB, a TakXXe IeYaTHhIC
W3JaHUs.

[To kaHamam MEKTPOCBSA3U MOCTYNAIOT: (haKkCOrpaMMBbl, TeIe(HOHOTPAMMEBI,
AJIEKTPOHHBIE JOKYMEHTHI.

4.2. Ilpuém n nepBuYHasA 00pPadOTKA MOCTYNAIIIMX JOKYMEHTOB

JIoKkyMeHTBI, mocTynarmue B AIMUHUCTpaLnio JICHHHCKOro cellbcoBeTa
Kactopenckoro paitoHa Ha OyMaXHBIX HOCHUTENSIX, MPOXOISAT MEPBUYHYIO
00paboTKy, MpeIBapUTEIILHOE PACCMOTPEHUE, PETUCTPAIUI0, PACCMOTPEHUE
PYKOBOJICTBOM M JIOCTABJISIFOTCS UCIIOTHUTEIISIM.

I[lpuem wu mnepBuuHas o00pabOTKa JOKYMEHTOB  OCYIIECTBIISCTCS
OTBETCTBEHHBIM 32  JICJIONPOM3BOJCTBO  COTPYJHUKOM  AJMUHHUCTpalUU
JlennHckoro cenbcoBeTa KactopeHckoro panoHa.

JIOKyMEHTBI, TOCTYNUBIINE B AAMUHUCTPALNIO JICHUHCKOTO CelbCOBETa
KacTtopeHnckoro paitona B pabouee BpeMs, MPOXOAAT MEPBUUHYIO 00pabOTKY H
NepelaloTCd Ha PErucTpaluio B JAEHb MOCTYIUICHUS, NPU TOCTYIJICHHH B
Hepabouee BpeMs Ha CIeAYIOIIHi pabouuii 1eHb.

KoHBepTHI ¢ TOKYMEHTaMU BCKPBIBAIOTCS (32 MCKIIOUCHHEM KOHBEPTOB C
IIOMETKOH («CekpeTHOY, «JLmst CITy’KeOHOTO ITOJIL30BAHHUSY,
«KonbpunennmansHo», «KomMepueckas TailHa», <«IMYHO»), TIPOBEPSAETCSA
NPaBWIBHOCTh  JIOCTaBKH, IIEJIOCTHOCTh  YIAKOBKU  JOKyMeHTOB. Ilpu
OOHApyXEHWU OTCYTCTBHUS JIOKYMEHTOB WJIM NMPHJIOKECHHH K HUM COCTaBJISCTCS
aKT B JIBYX JK3eMIUIApax (OJMH aKT MPUOOIIACTCS K MOCTYUBIIEMY TOKYMEHTY,
BTOPO# HAIIPABIIAECTCS OTIPABUTEIIIO TOKYMEHTA).

KonBepThl BXOIAIIMX [TOKYMEHTOB, KakK IpPaBWIO, YHHMUTOXKaroTcs. B
OTHIENbHBIX CiydasX s (QuKcaluu CBEJACHUH O BPEMEHHM OTIPABKH WU
MOJy4YeHHUs JIOKYMEHTOB (HAapyIIEHHUE CPOKOB OTIPABKU M MOJYUYEHHS), aapeca
OTIIPABUTEJISI, €CIM OH OTCYTCTBYET B CaMOM JIOKYMEHTE, KOHBEPTHI
MPUKPEIUISIOTCA K JOKYMEHTY M TTOMEIIAI0TCS] BMECTE€ C HUIM B HOMEHKJIATypHOE
neno. Takke HE YHHUYTOXKAIOTCS KOHBEPTHI C CYAeOHBIMH, NMPETEH3MOHHBIMU,
apOUTpaKHBIMU JOKYMEHTAMU U C OOpaIlleHUsIMH TPaK/IaH.

Omun604HO JIOCTaBJICHHBIC JIOKYMEHTBI MEPECHUIAIOTCS o
MPUHAICKHOCTH WA BO3BPAIIAIOTCS OTIIPABUTEIO.

[locTynuBmIE AOKYMEHTHI COPTHUPYIOTCS Ha TOJJIEKAIIMEe ¢ HE
nojyiexaiiue peructpanuu. K mokymMeHTaM, HE MOJIEKAIIUM PErucTpalivi,
OTHOCSATCS JIOKYMEHTBI, HE TpeOyIolne HCIOIHEHUS W HE COACPIKAIIHe
nHpopMaruu, HCTIOJIb3YEeMOM B CIIPABOYHBIX  IIEJIAX, Hanpumep:
MIPUTJIACUTENIBHBIC, TO3APAaBUTEIbHBIE MHChMa, TeJerpaMMbl, OWJIETHI, IIJIAHBI,
MpoOrpaMMbl CEMHUHAPOB, KOH(MEPEHIIUM, CHUMIIO3MYMOB U Jp. TOJAOOHBIX



MEpONpPUATUH, JOKYMEHTBl IO OyXrajrepckoMy ydeTy, MaTepuajbHO-
TEXHUYECKOMY  OOECIEUYEHUI0,  IUIAHOBbIE,  (PUHAHCOBBIE  JOKYMEHTHI,
NOCTYyTMAIIINE 0€3 CONPOBOAUTENBHOIO MMCbMA, PEKJIAMHBIE TOKYMEHTHI,
KOMMEpYECKUE MPEAI0KEHMS, IeYaTHbIE U3JaHus, YHU(PUIUPOBAHHBIE (POPMBI U
0JIaHKHM TOKYMEHTOB U Jp.

B cnyyae Hanuuust Ha KOHBepTe (YIMakoBKe) Ipuda orpaHUYEHHs JOCTYIa
K 10KyMeHTYy («CekpeTHo», «Jlis ciy’)keOHOro MOJab30BaHUA») 3TH KOHBEPTHI
(YymakoBka) He BCKPBIBAIOTCA, a EPENAIOTCS COTPYAHUKAM, UMEIOLIUM JTOCTYTI K
CBEJICHHSIM, COCTABIISIOIINM TOCYAApPCTBEHHYIO TallHY.

JIOKyMEHTBI, oCcTynuBIIME ¢ OTMeTKaMu «CpouHo», «OnepaTuBHO» U
Ip., IEPENAOTCS Ha PETUCTPALMIO HE3AMEIUTEIIBHO.

[IpuMepHBII TIepeYeHb  HEPETMCTPUPYEMBIX BXOMSIIMX JTOKYMEHTOB
npuBeeH B npuiioxkeHun Ne 7 Hactosimenn MHcTpykimm.

4.3. IIpeaBapuTe/ibHOE PACCMOTPEHHE TOKYMEHTOB

OTBETCTBEHHBIM CHEUUATUCTOM IPOBOJMTCS MNPEIBAPUTEIBLHOE PAaCCMOTPEHHUE
JOKYMEHTOB B LENAX BBIJACIEHUS W3 BCEr0 MAacCuMBa IOCTYHUBIIEH
KOPPECTIIOHACHIIUM JOKYMEHTOB, TpPeOYIOIUX O0053aTeIbHOIO0 PacCMOTPEHHUS
I'maBoyi Jlennnckoro cenbcoBera KacTopeHCkoOro paioHa W HampabBisIEMBIX
HEMOCPEJICTBEHHO OTBETCTBEHHBIM HCIOJHUTENSIM, a Takke TpeOyomux
0e30T1araTeIbHOrO paccMOTpeHus PYKOBOJCTBOM AnMuHUCTpanun
JlennHckoro cenbcoBeTa KacTopeHckoro paiioHa. /JJoKyMEHTBI, aJipecOBaHHBIE
I'naBe Jlenunckoro cenbcoBeta KactopeHckoro paiioHa, a Takke 0e3 yka3aHUs
KOHKPETHOIO JIMIa, IPEIBAPUTEIBHO PACCMATPUBAIOTCA OTBETCTBEHHBIM
CHEUAIMCTOM, a 3aTeM  HaNpaBIIIOTCA  PYKOBOAUTENIO. J{OKyMEHTHI,
nocTynuBIiMe B AaMuHUCTpanuio JleHnHckoro cenbcoBera KacTopeHckoro
pailoHa 1O BompocaM, HE TpeOYIOUIUM pacCMOTPEHHS PYKOBOJACTBOM,
HAIPABJIAIOTCA OTBETCTBEHHOMY CIIELUAJIUCTY HENOCpeACTBEHHO. OCHOBaHHEM
JUIsl TIPUHATHS PELICHUS B XOJAE NPEIBAPUTEIBHOTO PACCMOTPEHUS SIBIISECTCS
COJIepKaHUe JOKYMEHTAa, a HE aJpECOBAHHME JOKYMEHTA COOTBETCTBYIOILIEMY
JOJDKHOCTHOMY JINILY.

PesynbraTOM mnpenBapUTENIBHOTO PACCMOTPEHUS SIBISACTCS HaIPaBICHUE
JOKYMEHTa Ha BblHECEHHE pe3omouun (nopydenus) I'nmaBe JleHnmHCKOro
cenbcoBeTa KacTOpeHCKOro paiioHa WM 3aMECTUTENIO IVIaBbl B COOTBETCTBUHU C
YCTaHOBJIEHHBIM B AnMuHHcTpauuu JleHnHckoro censcoBeta KacTopeHckoro
paifoHa pacmpeneneHueM  OOSA3aHHOCTEH  MEXIY PpPYKOBOJIMTENEM, €ro
3aMECTUTEIEM U UHBIMU JTOJKHOCTHBIMU JIMLIAMHU.

4.4. Perucrpauusi NOCTyNAKUUX JOKYMEHTOB

[lonyuyeHHble JOKYMEHTHI TMOCJE MPEIBAPUTEILHOTO PacCMOTPEHUS
PETHCTPUPYIOTCS, HE3aBUCUMO OT CIOCO0a WX JOCTAaBKH, 3aMECTHTENIeM | JIaBbl
AnvunucTpanuu JIEBHHHCKOTO —CElbCOBETA B PErMCTPALIMOHHO-KOHTPOJIBHOU
dbopme — )KypHasie BXOJAIIeH KoppecnoHIeHnH (anee umenyercsi PKD).



[loctynaromme B~ AnMuHHCTpauutoo  JIeHMHCKOTO CEeIIbCOBETA
KacropeHnckoro paiioHa JOKyMEHTbI pErUCTPUPYIOTCS B J€Hb MOCTYIUICHUS, WIH
Ha CJIEIYIOIINI pabouuii 1eHb, B Cy4yae MOCTYIUIEHHs TJOKYMEHTa B Hepabouee
BpeMs. JlOKyMeHThl, mocTynuBlIue ¢ OTMeTKaMu «CpouyHO», «OrnepaTUBHO»
PErUCTPUPYIOTCS He3aMmeanuTeabHo. OOpalieHusi rpakJiaH perucTpupyroTcs B
TeueHue Tpex JHed. JloKyMeHThl, He TpeOyromue 0e30TiaraTeabHoro
PacCMOTpEHUs, PETUCTPUPYIOTCS U TOTOBATCA K MEpeaade pPyKOBOAMUTEIIO Ha
PacCMOTPEHUE TAKKE B TEUCHUE TPEX JTHEU.

@akT perucTpaluy BXOASUIETO JOKYMEHTa MOATBEPKIAETCS OTTHUCKOM
perucTpauMoHHoro mrammna. Ha nocTrymammmx JOKyMEHTax Ha OyMa)KHOM
HOCHUTENIE, MOAJIeKAIINX PErucTpallMd Ha JUIEBOM CTOpPOHE MEpPBOrO JIMCTa B
OpPaBOM HIXKHEM YIJIy TMPOCTAaBISETCS OTTHCK, CIY>KalU[uid yHUKaJIbHBIM
UACHTU(PUKATOPOM JOKYMEHTa B CHUCTEME€ YINpaBJeHUs JAOKyMeHTamHu. B
yKa3aHHBIA OTTUCK OT PYKH BIUCHIBAETCS JlaTa IMOJYYEHHUS JOKYMEHTa U €ro
PErMCTPAllMOHHBI ~ HOMEpP B JKypHaje  pPErucTpaluu  BXOZAsSUIeH
KOPPECIIOHICHIINH.

JInst co3gaHusi TOUCKOBBIX CHUCTEM M JOCTIXKEHHUS HWH(GOPMAIMOHHON
COBMECTUMOCTH YUYETHBIX JaHHBIX YCTAaHaBIMBAETCS CJEAYIOIIMNA COCTaB
OCHOBHBIX PEKBU3UTOB yUeTa:

HAaUMEHOBAHUE OpraHu3aluy (aBTOpa UM KOPPECTIOHICHTA);

HAaUMEHOBaHUE BUJIA JJOKYMEHTA;

JlaTa MOCTYIUICHHAS U PErUCTPALlMOHHBIM HOMEp JOKYMEHTA;

JaTa CO3/IaHMs U UCXOASIIUNA HOMEDP TOKYMEHTa;

3aroJjIOBOK K TEKCTY (KpaTKoe CoJep:KaHue JOKYMEHTA);

pe3osolns (UCIOIHUTENb, COAEpKaHUE TOPYUEHUs, aBTOp, /1aTa);

CPOK HMCIIOJHEHUS JOKYMEHTA,

OTMETKa 00 MCIIOJTHEHUM JOKYMEHTA U HAlpaBJICHUHU €ro B JEIO.

OO0pazen *KypHajla perUCTPALUU MOCTYMAIOIUX JOKYMEHTOB IIPUBE/IEH B
npuioxeHuu Ne 8 Hacrosied MHCTpyKuu.

4.5. Ilopsimok paccMoTpenusi 10KyMeHTOB I'1aBoii JIeHnHCKOT0
cesabcoBeTa KacTopeHCcKoro paiioHa v 10BeieHUS JOKYMEHTOB /10
UCIOJIHUTEJIeH

[lonydyeHHass koppecnoHICHIMA Hampasisercs [naBe JIeHMHCKOTO
cenbcoBeTa KacTopeHckoro paiioHa Ha pacCMOTPEHUE.

[locne paccMoTpeHUsI PYKOBOJACTBOM JIOKYMEHTBHI BO3BpAaIllalOTCS K
CHEUUANIUCTY MO JEJIONPOU3BOJICTBY I MEPEHECEHUs YKa3aHU 1o
WCIIOJTHEHUIO (PE30IIONNHN) B PETUCTPAITMOHHO-KOHTPONIbHYIO popmy (PKD);

B cooTBercTBUUM C yKa3aHUSIMU MO HCHOJHEHUIO MOJIMHHUK JOKYMEHTa
HaIpaBJIAETCS] OTBETCTBEHHOMY HCIOJIHUTEINI0, COUCIIOIHUTENSIM HAMPABIISIOTCS
KOMMHUK JOKYMEHTOB (M3rOTOBJICHHE KOMHUM JOKYMEHTOB [l PaCChUIKH
WCTIOJTHUTENSM ABJISIETCS. (PYHKIIMEW OTBETCTBEHHOT'O CIIEIUATIUCTA).



4.6. Opranusauus padoThbl ¢ OTIPABJIAEMbIMHU JOKYMEHTAMH

OTBETCTBEHHOCTh 3a COCTaBIEHHE M O(OpPMIIEHHME JOKYMEHTa B
COOTBETCTBHH C YCTAHOBJIEHHBIMU B AJIMUHUCTpalUU JIECHUHCKOTO CellbcOBETa
KacropeHckoro paiioHa paBujIaMHy, a TaK)Ke COINIACOBAHME MPOEKTa JOKYMEHTa
C 3aMHTEPECOBAaHHBIMM OpraHaMH BJIACTH M OpraHu3alusMH (BHEILHEE
COrJacoBaHWE) M JIOJDKHOCTHBIMHM JIMIAMH AJMHUHHCTpauuud JIeHuHCKOro
cesnbcoBeTa KacTopeHckoro palioHa (BHYTpEHHEE COIIacCOBaHUE) BO3JIAracTcs Ha
UCTIOJTHUTEINS TOKYMEHTA.

[IpoexkThl JOKYMEHTOB AaMUHHUCTpanuu JIEHMHCKOTO CeJIbCOBETA
Kacropenckoro paiioHa roToBsiTcsi Ha OJIaHKaX YCTAHOBJICHHOW (OpPMBI; s
OTIIPaBKM  JOKYMEHTOB, HE HMEIOUIMX aJpPEeCHON  4YacTH, TOTOBATCS
COMPOBOJIUTENbHBIE TUChMA.

Jlo mpezacTaBieHHs] Ha MOJNUCH UCIOJHUTENb MPOBEPSET MPABUIBHOCTh
oopMIIEHUSI TOKYMEHTOB, ITPABWIILHOCTD aJPECOBAHMUs, HATMYNE HEOOXOUMbBIX

BU3, TPWIOKEHHH, TIPpU  HEOOXOAMMOCTH  HWH(MOpPMaIMM,  CIPaBOK,
MOSICHUTEIBHBIX 3alMCOK, PAa3bACHAIONIUX COACPNKAHUE MOATOTOBICHHBIX
JIOKYMEHTOB.

[IpoekThl JTOKYMEHTOB BHU3HUPYIOTCS HCIIOJHUTENIEM (PYKOBOJIUTEIIEM
CTPYKTYPHOT'O TOJpa3/ieNIeHus1), MPU HEOOXOIUMOCTH pPaOOTHUKAMH JPYTUX
CTPYKTYPHBIX TOJpa3JeieHii; BU3bl MPOCTABISIOTCS Ha JHIEBOM CTOpPOHE
MOCJIETHETO JIUCTAa BTOPOTO JK3eMIUIsipa (KOMHUH) JIOKYMEHTa B HUXHEH ero
YacTH WM Ha JINCTE COTJIACOBAHUSI.

4.7. PerucTpauusi oTnpaBJisieMbIX TOKYMEHTOB

JlokyMeHThI, noanucanHbie ['1aBoil (3amMecTuTtesieM riaaBbl) JIGHUHCKOTO
cenbcoBeTa KacTtopeHcKoro pailoHa, TE€peAaroTcs Ha PETHCTPAlMI0 K
3amectuTento ['1aBel AAMUHUCTpPALIMM CENbCOBETA.

OTBETCTBEHHBI CHEUUAIUCT OCYILIECTBISIET IMPOBEPKY MPABUIBHOCTH
opopMIIeHUSI JTOKYMEHTa, KOMIUIGKTHOCTH JOKyMEHTa U COOTBETCTBHS
KOJIMYECTBA JK3EMIULIPOB JIOKYMEHTA CHUCKY pACCBUIKH; HETPAaBHIbBHO
o opMIICHHBIE TOKYMEHTHI BO3BPAIIAIOTCS UCTIOTHUTEIIO.

Peructpanusa ornpasisieMblX JOKYMEHTOB OCYLIECTBISECTCS B JEHb HX
noanucanus (YTBEpP)KICHUS) WM Ha CIEAYIOMINA pabounii JeHb.

CBeneHuss O PpErUCTpPUPYEMBIX JOKyMeHTax BHocsTcsi B PK®,
HCMOJIB3YEMBIE [T YU€Ta, IOUCKA, XPAHEHUS U UCIIOJIb30BaHUS JOKYMEHTOB.

PerucrpaumoHsslii  HOMEp  JAOKYMEHTa W Jara  pErucTpanuu
MIPOCTABJISIOTCS HA MOJJIMHHUKE JOKYMEHTa B PEKBU3UTAaX OJaHKAa M Ha KOIHH,
OCTAIOIIEHCA B J€JIe OPraHU3allNH.



Konusa noxymeHTa ¢ BH3aMM M TNPWIOKEHUSMU B COOTBETCTBUU C
HOMEHKJIATYpOU JIe MOIINBAETCS B Je10 (BXOIAIINM JOKYMEHT MepeaaceTcs: Ha
XpaHEHHUE B JIEJI0 BMECTE C TOKYMEHTOM-OTBETOM).

OO6pa3zell )KypHaia perucTpalui OTHPaBIsEMbIX TOKYMEHTOB MIPUBEJICH B
npunoxeHuu Ne 9 nacrosmeit UHCTpykuum.

4.8. OTnpaBKa 10KYMEHTOB

OTnpaBky HCXOIAIMIMX JOKYMEHTOB 3a MOANUCHIO ['naBbl JIEHMHCKOTO
cenbcoBeTa KactopeHckoro paiioHa W/WIW €ro 3aMeCTUTENs POU3BOJUT
OTBETCTBEHHBIN CIELIUATUCT.

OTBETCTBEHHBI CHEIUATUCT TPOBEPSIET MPABUIBLHOCTH O(QopMIICHHUS
UCXOJIAIIUX JIOKYMEHTOB, MPOU3BOJUT COPTHUPOBKY JOKYMEHTOB IO CIIOCOOY
oTnpaByieHus (IIpocTasi, 3aKa3Hasi, MeKIyHapOIHasl U JIp.).

JIOKYMEHTBI JJ1s1 OTIPABKHU MPEACTABIISIIOTCS UCTIOJIHUTEISIMU C YKa3aHUEM
o4TOBOr0 ajapeca (HoMepa (Qakca), JIEKTPOHHOTO aJpeca WU C yKazaTelem
PacChUIKH.

Cneunanucr, OTBETCTBEHHBIN 3a OTIPaBKYy UCXOASIIEH
KOPPECIOHICHIIMHM, TPOBEPSICT HAIMYUE COOTBETCTBYIOIIMX  IOJAIHUCEH,
UCXOJSIEr0 HOMEpA, 1aThl, aJipeca U YKa3aHHbIX B MUCbMaX MPHUI0KCHUMN.

HenpapwibHo  odopMmieHHBIE  JOKYMEHTBI UM KOPPECIOHICHIIUS
HECITy)KEOHOro XapakTepa K OTIpaBKe HE MNPUHUMAIOTCS W BO3BpallalOTCA
UCITOJIHUTEIIO.

JIOKyMEHTBI MOJJIEXaT OTIpPaBKE B JEHb WX pErucTpaluyd Wi Ha
cienyronuii  padounii neHb. CpoyHas KOPPECMOHACHIMS OTIPABISETCS B
NEPBYIO OYEPEb.

Hoxymentsl ¢ rpudom «CekpeTHO», mepenarorcs 3amectutesnato [naBbl
JlennHckoro cenbcoBeTa KacTopeHckoro panosna.

Pemenue o cocobe MoCTaBKU JOKyMEHTa APYTUM ajipecaTam, a TakxkKe O
HEOOXOJMMOCTH JIOCBUIKH aJpecaTy IMOJUIMHHUKA JOKYMEHTa Ha OyMaKHOM
HOCHUTENIE B CiIydyae OTIPAaBKU JOKYMEHTa MO (aKCUMHIJIBHOW CBSI3M WIH
ANEKTPOHHOM NOYTE MPUHUMAET UCITOTHUTEND.

OrtmpaBnssemass 1O TMOYTE€ KOPPECTIOHJCHIMS MPOXOJIUT YIAKOBKY,
aapecoBanue (IpW HANpaBICHUHM JOKyYMeHTa Ooiee ueM B 4 anpeca B
COOTBETCTBUM C YKa3aTEJIEM PACCBUIKHA, KOTOPBIA COCTABIISIETCS WCIOJIHUTEIEM
JOKyMEHTa), MIPOCTABICHUE CTOMMOCTHU IOYTOBBIX YCIYyTI U Iepeady Ha
OTIPaBKY B MECTHOE OTAECJICHHUE CBS3H.

JIOKyMEHTBI, HampapisieMble IIOYTOBOW CBSI3bKO B OJMH  aJpeEcC,
BKJIQJIbIBAIOTCS B OJMH KOHBEPT.

Ha 3aka3Hyt0 KOpPpECHOHAECHIIMIO, HAa JOKYMEHTbI C MNOMETKOM «Jljst
CIyK€OHOTO  TOJb30BAHUS»  COCTABISETCS  pEecTp, KOTOPBIA  3aTem
BO3BpAIIAETCS K OTBETCTBEHHOMY CHEHHAIUCTY C PACHUCKOM pPabOTHUKOB
MOYTOBOTO OTMAEJICHUS] CBSI3U WJIM HMHOTO JIHMIA, 00ECIEYMBAIOIIETO OTIPABKY
JOKYMEHTOB.



JIOKyMEHTBI, MpeAHa3HAYEHHbIE JIJI1 OTHOPAaBKU MO (PaKCHUMUIIBHOMN CBSI3H,
MepPeaoTCsl OTBETCTBEHHOMY CIIELHMAIIUCTY C YKa3aHHeM Homepa TenedoHa,
dakca aapecara.

O6paboTka  JOKYMEHTOB  JJiS  OTHPAaBKM  TOYTOBOM  CBS3BIO
OCYILIECTBIIAETCSA CIIENUAIMCTOM II0 JEJIONPOU3BOJACTBY B COOTBETCTBUU C
IIpaBunaMu OKa3aHUsA YCIyI IIOYTOBOM CBSA3U, YTBEPKACHHBIMU IIPUKA30M

MuHucTepcTBa CBSI3U U MacCOBbIX KOMMYHHUKauid P® ot 31 urona 2014 roma Ne
234.

4.9. Peructpanus ¥ Npoxo:kJ1eHue BHYyTPEHHUX JOKYMEHTOB

[IpoxoxneHrne BHYTPEHHHUX JOKYMEHTOB Ha JTamax WX IOJATOTOBKU U
opopMIJICHUSI  JIOJKHO  COOTBETCTBOBATH  MPOXOXKICHUIO  OTIPABIISIEMBIX
JOKYMEHTOB, a Ha ATaIe UCIOIHEHUS — MOCTYNAIOIIUX JOKYMEHTOB.

Pacniopspxenust AJIMUHUCTpaLUH JlennHCKOrO CEIBCOBETA
KacropeHnckoro paiioHa 1O JHWYHOMY COCTaBy TIIOCI€ HMX MOATOTOBKU U
COTJIACOBAHMS C 3aUHTEPECOBAHHBIMU JOJDKHOCTHBIMU JIMIIAMHU TEPEIAIOTCS HA
noanuck l'maBe JlemnmHckoro — cenbcoBeta Kacropenckoro parona. Ilocne
MOJAMUCAHUS IOKYMEHTBI IePEIatoTCs B KaJIPOBYIO CIIYXKOY.

[IpoekThl pacnoOpsSAUTENbHBIX JOKYMEHTOB IIOCJI€ TOJATOTOBKHM U
COIJIACOBAaHMSI C 3aMHTEPECOBAHHBIMHU JIOJDKHOCTHBIMHU JIMIIAMHU TIE€PEIAI0TCS
CIEHUAIIMCTY, OTBETCTBEHHOMY 3a JI€JIONPOU3BOACTBO, KOTOPBI OCYIIECTBISAET
KOHTPOJIb 32 MPABWIBHOCTBIO UX 0(OPMIICHHUS.

[Iporokon odopmiser cekpetapb 3aceganuu. [locie mnOATOTOBKU
IPOTOKOJI TMEepeaeTcs MpeceIaTelI o A €ro NOANNCaHUs.

OdopmiieHHbIE TOKYMEHTBHI TEpEeNaroTCs Ha MOAMNHCH PYKOBOJCTBY B
COOTBETCTBMM C IPaBOM IMOJINUCH JOKYMEHTOB U  paclpeleieHUeM
00s13aHHOCTEH.

[locne mnoanucaHus [OOKYMEHTBl PpETUCTPUPYIOTCA. Pa3MHOKEHHBIE
SK3EMIUIAPbl  MOJMHMCAHHBIX  PYKOBOAUTEISIMHU U 3apETHCTPUPOBAHHBIX
pactopsAIUTENbHBIX JOKYMEHTOB B 0053aT€bHOM TOPANIKE TEPEaroTCs
CHEUUAIIMCTAaM, B BEJIEHUH KOTOPBIX HAXOAATCS pacCMaTPUBAEMbIE BOIIPOCHI.

OTBETCTBEHHOCTh 32  OOECIIEUYEHHE  COXPAHHOCTH  CIIY’KE€OHBIX
JOKYMEHTOB, KOHTPOJIb MX HWCIOJHEHHUS BO3JIaraercs Ha OTBETCTBEHHBIX
CIICLIUATIUCTOB

4.10. Yuer u aHaau3 00beMOB JOKYMEHTO000pOTA

Y4er 00beMOB JOKYyMEHTOOOOPOTA BEIETCS B IEJSAX COBEPIICHCTBOBAHUS
opraHuzanuu paboThl ¢ JOKYMEHTAMH M pacuera ONTHUMAalIbHON YHCIEHHOCTH
pabOTHUKOB, 3aHSTHIX B JICIOMPOU3BOICTBE.

Ananu3 00bEeMOB JTOKYMEHTOO0OPOTa, CTPYKTYPHI TIOKYMEHTOIIOTOKOB U
COJIepKaHMsl JTOKYMEHTOB, IMOCTyHalwolmKUX B AJMUHUCTpauuio JIEeHMHCKOro
cenbcoBeTta KacTopeHckoro pailoHa M cO3J4aBaeMbIX KM, BEAETCS B LEAX
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paIMoOHAIBHOTO pacmpeaeneHus JTIOKyMEHTOITOTOKOB, TTOBBIIICHUS
WCIIOJTHUTEIHCKOW JUCIHUIUINHBI, KadecTBa M A()PEKTUBHOCTH MPUHUMACMBIX
peLIeHUN.

[Tog o6beMOM JOKYMEHTOOOOpPOTa MOHUMAETCSI KOJIMUECTBO JIOKYMEHTOB,
MOCTYNMUBIIUX B AaMuHHUCTpanuio JICHMHCKOro cenbcoBeTa KacTopeHckoro
palioHa ¥ CO3/JaHHBIX UM 3a OIpPEACIICHHBIN TIEpHOJ] BpeMeHHU (MecsIl, KBapTal,
MOJIyTrO/Iue, TON).

Ydyer komuyecTBa JOKYMEHTOB TIPOBOJUTCS TIO PETUCTPAIMOHHBIM
JAHHBIM B MECTaX PETHCTPAIlMU JOKYMEHTOB. 3a CAMHMIY y4eTa KOJIHYECTBa
JOKYMEHTOB MPUHUMACTCS dK3EMIUISIP TOKYMEHTA (TIOIJTUHHUK WIIA KOTTHS, €CITH
3TO EIWHCTBEHHBIH JK3EMIUIAP JOKYMEHTa). OK3eMIUIIPhI JOKYMEHTA,
nojiydaeMbple B pe3yJbTaTe KONMUPOBAHHS WM TUPAKHPOBAHUS JTOKYMCHTA, B
o0beMe JOKYMEHTOO00POTa HE YUUTHIBAOTCHI.

[Ipn yyeTe UCXOAANIUX JTOKYMEHTOB COMPOBOJMTEILHOE IUCHMO U
npujiaracMbie K HEMY JOKYMEHTBI IPUHUMAIOTCS 32 OJIUH JOKYMEHT.

4.11 PaGora ucnoJtHUTES ¢ JOKYMEHTAMH

OTBETCTBEHHbIC CIEHUATUCTBl AJMHUHUCTpPALMK JIEHMHCKOTO  CEJIbCOBETA
o0ecrieurBalOT OINEPATHBHOE PACCMOTPEHHE JIOKYMEHTOB, JIOBEJICHHE HUX JO
UCIIOJTHUTEJICH B JICHb MOCTYILJICHUS.

IIpu paccMOTpeHMM AOKYMEHTOB PYKOBOJWTEIb BBIACISET TOKYMEHTHI,
TpeOYIOIIME  CPOYHOTO  MCIONHEHUsA. JIOKyMEHThI, TMpUCIaHHBIC IS
COTJIACOBaHMS, PAcCMATPUBAIOTCSI B NEPBYIO ouepelb. CpoUHBIE JTOKYMEHTHI
nepe1atoTCs HEMEIJICHHO.

HcnonHuTenp moiaydaeT AOKYMEHTHI B JIEHb MX PETUCTPAIlMA WU Ha
CJIEYIOLIUM AEHb C MOPYYEHUEM PYKOBOIUTEIS.

Hcnonnenue nokyMeHTa BKIIFOYAET B ceOs:

-cOop 1 00paboTKy He0OX0AUMON MH(DOPMALIHH;

-IIOJITOTOBKY TIPOEKTa JOKYMEHTa, U BCEX HEOOXOIUMBIX IMPHIIOKEHUM,
ero oQopMIiIeHHE, COTJIACOBAaHHME IPOCKTa JOKYMEHTa C 3aMHTEPECOBAHHBIMH
JOJDKHOCTHBIMHU JIMLIAMH, TIPEACTABIICHUE Ha yTBepKIaeHue (noanucanue) ['nase
JlennHCckOro cenbcoBeTa KacTopeHckoro paiioHa (3aMECTHUTENIO TIJ1aBbl
Jlenunckoro cenbcoBeTa KactopeHckoro paitoHa);

-IIOITOTOBKY K MEPECHUIKE aJpecary.

HcnonHeHHbpie U TpeICTaBIsIeMbIE Ha MOMUCH TOKYMEHTHI JOKHBI OBITh
MpaBWIbHO OQGOPMIICHBI, WMETh HEOOXOAUMBbIE TMPUIOKEHUS U  BHU3BI
(ucnonHMTENS, HayaJdbHUKA OTAENa, coucnoiHutened u 1p.). K Hum
MPUKIIAJBIBAIOTCS BCE€ MaTepHalibl, Ha OCHOBAaHUU KOTOPBIX TOTOBHJICA
JOKYMEHT, B XPOHOJIOTHYECKOM MOPSIAKE.

Ha wucxopsimiem nucbMe (MOJJIMHHUKE W €ro KOMHHU) HCIHOJHHUTEIIEM
YKa3bIBAETCA HOMEP JOKYMEHTA, HA KOTOPBIM MTOATOTOBJIEH OTBET.

KonnuecTBO 3K3eMIUISIPOB  pacChuUIa€MOro JIOKYMEHTA  OIPEIEIAEeTCS
pykoBoacTBOM. Ha nokyMeHT, pacchuiaembliii Oojee ueM B 4eThIpe ajapeca,
TOTOBUTCS CIIUCOK YKa3aTellb PACCHUIKH.



[Ipu omepaTUBHOM pEIIEHUH BONPOCOB 0O€3 COCTaBJIEHUS OTBETa
WCIIOJIHUTENb JEJIaeT OTMETKU Ha JJOKYMEHTE:

-0 JlaTe MOJIY4YEeHUsl JOKYMEHTA Ha UCIIOHEHUE;

-0 JjaTax MpPOMEKYTOYHOIO0 MCHOJHEHHUs (3ampoc CBEIECHUM, Teae(OHHBIE
MEPEroBOPHI U T.1I.);

-0 JaTe W pe3ysbTaraXx OKOHYATEIbHOI'O0 WCIOJHEHUS, HaIpaBlIeHUU
JOKYMEHTA B JIEJIO.

Bce ormerkun odopmisitoTrcs Ha OOOPOTHOM CTOpOHE TMEPBOTO JIKCTa
OCHOBHOTO  JOKYMEHTa, BHU3UPYIOTCS  HCIOJHHUTENEM, PYKOBOIAUTEIEM
CTPYKTYPHOT'O TOJIpa3/iesieHusi ¢ paciiuppoBKOM GpaMUiiMi U AaTOW CIHUCAHUS
JIOKYMEHTA B JIEJO.

Ecnu mopyuyeHue AaHO HECKOJBKMM MCHOJHUTENSIM, TO AOKHOCTHOE
JUI0, YKa3aHHOE B TMOPYYCHUH TMEPBBIM WM OTBETCTBEHHBIM, SIBIISCTCS
OCHOBHBIM HCIIOJTHUTENEM JaHHOTO MOPYUYCHHS, HECET OTBETCTBEHHOCTh 3a €ro
UCIIOJIHEHUE U OpraHU3yeT pabOTy COMCIOJHUTENEH MO €ro BbITOJIHEHUIO.

OCHOBHOM  HWCIIOJIHUTENb  OMNpENENsieT  CPOKH  MPEJCTaBICHUS
NPEJIOKEHUNW  COUCTIOIHUTENSIM, TIOPSJIOK COTJIACOBAaHUS U TOJTOTOBKH
UTOTOBOTO TMpOEKTa JOKYMEeHTa. B ciayyae HE0OXOIUMOCTH HCHOJHEHUS
MOPYYEHUSI B CXKAThle CPOKU OCHOBHOM HCIIOJTHUTEIh OPTaHU3YEeT ONEPaATUBHOE
BbITIOJIHEHUE. BCce ocTabHbIC MCTIOJIHUTEIN OTBETCTBEHHBI 32 CBOCBPEMEHHBIN U
KaueCTBCHHBIN aHamu3 WHQOpMaMu U TPEACTaBICHUE OTBETCTBEHHOMY
UCIIOJIHUTEII0 B YCTAHOBJIEHHbIE MM CpPOKM HEOOXOJIMMBIX MaTepHalioB
(IpOEKTOB JOKYMEHTOB, CIIPAaBOK, CBEJICHUH U T.JI.).

[Ipy HEOOXOIMMOCTHM M3MEHEHHS CpOKa WCIOJHEHUS MOpYy4YEHUS
OCHOBHO# MCHOJIHUTEIb MPEACTaBISIET HA UMs [ 1aBbl JICHHHCKOTO CenbCcoBETa
Kacropenckoro paiioHa AOKJIaQIHYIO 3alUCKy C MOTHBHPOBAaHHON MPOChOOH 0
IPOJIJIEHUH 3TOTO CPOKaA.

WtoroBeiii AOKyMEHT B OOS3aTEIbHOM TMOPSAKE BHU3UPYETCS BCEMU
COMCIOJIHUTEISIMU JOKYMEHTA, YKa3aHHBIMH B TIOPYUYECHUU.

JIOKyMEHTBI, HaNpaBJISIEMbIE B OpPraHbl TOCYAapCTBEHHBIE BIACTH,
noanuceiBaroTca I'maBor Jlennnckoro cenbcoBeTa KactopeHckoro paiiona. B
pekBusnuTe «McnomauTensy ykaspiBarorcss ®.J.0. m KoHTakTHBIN TenedoH
OTBETCTBEHHOT'O CIIELIUAJIUCTA.

B cnywae orcyrcTBUS UCHONHUTENS (KOMaHIMPOBKA, OTIIYCK, OOJIE3Hb)
PYKOBOJOUTENh IMEpeJaeT JIOKYMEHTBbl JpPYyroMy HCIOJHUTEN. B ciydae
YBOJIbHEHHSI pa0OTHUKA WJIM TIEPEX0/1a Ha JAPYroil ydacToK paboThl TOKYMEHTHI
nepearoTces 1o akTy npuéma-nepeadyd BHOBb HA3HAYEHHOMY COTPYIHUKY.

HcnonnuTens He NOKEH pasriamaTh COAEpkKaHUE MOCTYNAOIMINX K HEMY
JOKYyMEHTOB U TOJTOTOBJICHHBIX MPOEKTOB CIY)XKEOHBIX JOKYMEHTOB, C HUMH
MOTYT OBITh O03HAKOMJIEHbI TOJBKO JIMIA, HMEIOLIME OTHOIIEHUS K UX
HCIIOJTHEHUIO.

5. IOKYMEHTAJIbHBIA ®OHJI AIMUHUCTPALIUU
JIEHUHCKOTI'O CEJbCOBETA



KACTOPEHCKOI'O PAUOHA
5.1. Pa3zpa0doTka 4 BeleHHe HOMEHKJIATYPbI JeJI

Homenknatypa nen — CHCTEMaTU3UPOBAHHBIA IIEPEYEHb 3arojJOBKOB
(HauMeHOBaHUM) J1ell, 3aBOAUMBIX B AIMUHHUCTpauu JICHUHCKOTO CelhCOBETa
Kacropenckoro paiiona, ¢ ykazaHHEM CpPOKOB UX XpaHEHHUs, O(OPMIICHHBIH B
YCTaHOBJIEHHOM IOPSIAKE.

Homenknatypa npen wucnonb3yercss IJs TPYHIIUPOBKH HCIOJHEHHBIX
JNOKYMEHTOB B JI€JIa, CUCTEMATU3allMM U y4yeTa JEN, ONPENEIICHHS CPOKOB UX
XpaHEHUs1 U MOUCKA JOKyMEHTOB. HomeHKiarypa Jen [BISIETCS OCHOBOWM JIS
COCTaBJICHUS OIUCEH JieJ1 TOCTOSHHOTO W BpeMeHHoro (cBeime 10 Jer)
XpaHEHHUs, a Takke JJid ydera jAed BpeMeHHOro (10 10 jeT BKIIOYHUTENBHO)
XpaHEHHS.

Homenknatypa aen siBisieTcs OCHOBOUM (pOpMUpOBaHUS JOKYMEHTAJIbHOTO
donna Anmunucrtpauuu JleHnHckoro —cenbcoBera KacTopeHckoro paiioHa.
JlokyMeHTanbHbli  QoHn  AamMuHucTpanuu  JIeHuHCKOro CEJIbCOBETA
KacropeHckoro pailoHa COCTaBIAIOT JOKYMEHTHBI, CO3/IaHHbIE B AIMUHUCTPALINU
JlenuHckoro  cenbcoBeTa KacTopeHCKOro paiioHa W IIOJYyYEHHBIE €H0 B
pe3yJibTaTe B3auMOACHCTBUSA C APYTMMH OpTraHaMHM YIIPaBJIECHUSI, OpTaHU3ALUSIMU
U TpakJaHaMHU.

OTBETCTBEHHOCTh 332 COCTABJIICHHE HOMEHKJIATypbl €], MOPSAI0K
dopmupoBanusi U odhopmieHHs €], OOecreueHuss MX ydeTa U COXPaHHOCTH,
opraHuszanus Tnepegaud A€l B apXUBHBIM  oTAel  AJIMUHUCTpaLUH
KacTopeHckoro paiioHa JIEKHT Ha CIEIUAIUCTE OTBETCTBEHHOM 32 apXWB B
AnmvunncTpanuu JlenuHckoro cenbcoBera KacropeHckoro paiioHa.

HomenknaTtypa aen cocrtaBisieTcssi Ha ocHOBe u3ydeHus IlomoxkeHus o0
Anvunuctparuu JIeHnHckoro cenbcoBeta KacTopeHCkoro paioHa, ITaTHBIX
pacnucaHuii, TUIAaHOB M OTYETOB O paboTe, HOMEHKJIATyp Jel 3a
NPEIIIECTBYIONIUE TOAbl U JOKYMEHTOB, OOpa3ylolluecss B JeATEIbHOCTH
AnmMuHucTparuu JIeHmHckoro cenbcoBeTa KacTopeHckoro paioHa.

B  Anvmunuctpamuu  JIeHUHCKOTO cenbcoBeTa  KacTtopeHCKoro
palilOHAaHOMEHKJIATypa JeJl COCTABIAETCS 3amecTureseM [ maBel AqMUHUCTpaLuu
CEJIbCOBETA, MTOAIUCHIBACTCS PYKOBOIUTEIIEM.

Onun pa3 B 5 5eT HOMEHKJIaTypa Jen AJMUHUCTpauuu JIeHMHCKOro
cenbcoBeTa Kactopenckoro paiiona yreepxkaaercs IIIK apxuBHoro ynpasieHus
Kypckoii o6nactu.

Homenknatypa nen  Aamunuctpauuu  JleHuHCKOro CEJIbCOBETA
Kacropenckoro paiioHa, mnoANMCaHHAs OTBETCTBEHHBIM  CIELHHUAINCTOM,
yTBepxkaaerca I'maBoit JlennHckoro cenbcoBera KacTopeHckoro paiiona mocie
ee yrBepxaeHust JIIK apxuBHoro ynpasinenusi Kypckoit obnactu He no3nnee 31
JeKaOps TEKyILEero rojla U BBOJAMUTCS B JEUCTBHE C | sTHBaps CIEQyIOUIEro roja.

B cnywae wu3MmeHeHuss CTpyKTypbl AjamuHHCTpauuu JIeHMHCKOro
cenbcoBeTa KacTopeHckoro palioHa HOMEHKIATypa AeN MOJJICKUT nepepadoTke
u yreepxaeHuto 11K apxusnoro ynpasnenust Kypckoit odsactu.



HomenknaTtypa nen B KOHIE KaKIOro rofja yTOUYHSETCs, YTBEPKAACTCI U

BBOJUTCS B JIeHCTBUE C | sTHBaps ClIeyIOMIEro KajJeHAapHOro roja.

Homenknarypa nen  Aagmunuctpaumu — JIeHMHCKOrO CeIIbCOBETA
KacTopeHckoro paiioHa TOTOBHUTCSI HE MEHEE YEMB TpeX OHK3eMIusipax: |-u
AK3EMIUISIP, KaK JJOKYMEHT IOCTOSIHHOTO CPOKa XpaHEHHUsI, TOMEIAeTCs B JIEN0 B
apxuBe AamMuHHCTpannu JIeHMHCKOro cenbcoBera KacTtopeHckoro paiiona, 2-i
- HUCIoJIb3yeTcsl Kak paboumili sk3eMIuisip, 3-d - B ApPXUBHOM OTJEje
Anmunuctpauuu  Kactopenckoro paitona Kypckoit oOnactu. PaGouwii
AK3EMIUISIP HOMEHKJIATYPhI 1€]1 MOKET BECTUCH B JIEKTPOHHOM BUJIE.

B HoMeHknaTypy Jen BKJIIOYAOTCS 3arojIOBKU [N, OTpaXkarollHe BCE
JOKYMEHTHpPYEMbI€ Y4acTKH paboThl AJIMUHHCTpaluu JICHUHCKOTO CcelbcoBeTa
KacropeHnckoro paiioHa.

B HOMeHKIaTypy e He BKIIOYAOTCS IEPUOINYECKUE U3IaHHUS.

B rpade 1 HomeHKIATyphl Je€1 MPOCTABISIOTCS MHIEKCH KaXJ0ro Jena,
BKJIIOUEHHOIO B HOMEHKIaTypy. HMHaekc nema cocTtouT u3 1udpoBoro
0003Ha4Y€HUsl CTPYKTYPHOTO MOJpPa3AeIeHUs] U MOPSIKOBOIO HOMEpa 3arojioBKa
JieNia 10 HOMEHKJIAType B Ipejesax CTPYKTYpHOro mnojpasjaeneHus. MHIekch
nen 0003HavarTCs apadCKUMU [P paMHu.

Hamnpumep: 12-05, rne 12 xon crpykrypHOro noapaszaenenus, 05 mopsakoBblii HOMEp
3aroJIOBKa JieJIa B Pa3/ieie HOMEHKIIATYpPhI Al

B HOMeHKaType nen peKOMEHAYeTCS COXPaHATh OJWHAKOBBIE HMHIEKCHI
JUISL OJHOTOAHBIX JIeNl B Tpejesiax pa3HbIX CTPYKTYPHBIX MOApA3AENICHUMN; s
NEPEXOAIINX ] MHIEKC COXPaHSIETCH.

B rpady 2 HOMeHKIATypbl J1eNl BKJIIOYAIOTCS 3arojiOBKU Jiell (TOMOB,
qacTen).

3arojoBOoK Jenia JIOJDKeH 4YeTKO, B 0000IeHHOW QopMe oOTpakarh
OCHOBHOE COJIepKaHHe M COCTaB JOKYMEHTOB JieTia.

He pomyckaercs ymoTpeGieHre B 3arojioBKe Jela HEKOHKPETHBIX
bopMynHpPOBOK («pa3Hble MaTepUajbly, «OOIIas MepenucKka» M T.1I.), a TaKkKe
BBOJHBIX CJIOB M CIOXHBIX 000poToB. He nomyckaercs ymnoTpeGieHue
COKpAalIEHHBIX CJOB U COKpAlI€HHbIX HAWNMEHOBAaHWUI OPraHOB MECTHOTO
CaMOYITIPABJICHUS U YUPEKICHUM.

3arojoBOK JieJla COCTOMT M3 AJIIEMEHTOB, paclojaraéMbIX B CIeAyOLIEH
MOCJIEI0BATEIbHOCTU: Ha3BaHWE BHAA Jefla (Tepenucka, KypHal W T.J.) WIH
Pa3HOBUAHOCTH JOKYMEHTOB (IIPOTOKOJIbI, MPHUKa3bl U T.H.); Ha3BaHUE aBTOpa
JOKYMEHTa;, Ha3BaHHWE OpraHu3alllud, KOTOPOW OyAyT aapecoBaHbl WIU OT
KOTOpOM OyayT TMOJIydeHbl JOKYMEHTHI (aapecar WIH KOPPECIOHIECHT
JIOKYMEHTA); KpaTKOe COJepKaHUE JIOKYMEHTOB J€Jla; HAa3BAHHUE MECTHOCTH
(TeppuTopun), C KOTOPOM CBSI3aHO COAEPKAHUE JOKYMEHTOB JI€a.

B 3aronoBkax aein, cojepkalux JOKYMEHTBI 10 OJJHOMY BOMPOCY, HO HE
CBS3aHHBIX IOCIEJOBATEIbHOCThIO MCIOJHEHUS, B KauecTBe BHUAA Jelia
ynoTpeOsieTcsi TEePMHUH «IOKYMEHTBI», a B KOHIIE 3arojloBKa B CKOOKax
YKa3bIBAIOTCSI OCHOBHBIE PA3HOBUAHOCTH JTOKYMEHTOB, KOTOPBIE JIOJKHBI OBITh



CIpylnInurpoOBaHbl B ICJIC (HJ'IaHBI, CIIMCKH, OOKJIaIbl O630pBI, CBOJKH, CIIPABKH N
T.1.).

Hanpumep:

JIOKyMEHTBI O pacCMOTpEeHHH oOpaleHnuil TpaxkaaH (0030pbl, CBOJIKH, aHATUTUICCKIE
CIIPaBKH).

N

[IpOTOKOJIBI COBEIIAHNN.

B 3arosioBkax gen, comepiKalux INEpPEenucKy, YKa3bIBaeTCs, ¢ KEM U II0
KaKOMY BOIIPOCY OHa BEIETCS.

B 3aromoBkax gen, coAepKallMX IMEPEHNUCKY C  OJHOPOJHBIMU
KOPPECIOHAECHTAMHU, MOCJIEAHUE HE YKa3bIBAIOTCS, a YKa3bIBaeTCsl UX o0Iiee
BUJIOBOE Ha3BaHMUE.

Hanpumep:

[lepenucka ¢ Apmunuctpanuein Kacropenckoro paiiona Kypckoit oOnactu 1o
OCHOBHBIM BOIIPpOCaM ACATCIIBHOCTH.

[Tpu 0003HaYCHUH B 3arojoBKax aen aIMUHHUCTPATUBHO-
TEPPUTOPHUAIIBHBIX €AWHUIl YYUTBIBACTCS CIECAYIOIICE: €CJIU COJACp KaHHE Jeiia
KacaeTcsl HECKOJIbKUX OJHOPOJHBIX  aJMUHHUCTPATUBHO-TEPPUTOPHUAIBHBIX
€QUHHI], B 3aroJIOBKE€ J€jla HE YKa3bIBAIOTCS WX KOHKPETHBIE Ha3BaHUS, a
yKa3bIBaETCs UX 00IIIee BUOBOEC HA3BaHUE.

Hanpumep:

[Tepenucka ¢ npeANpUATHIMHU palloHa MO XO3MCTBEHHBIM U IPYTUM BOIIPOCAM.

B 3aromoBkax jgen, coiepKallMX ~—IUIAHOBYK)  WJIM  OTYETHYIO
JTOKYMEHTALIMIO, YKa3blBaeTcs Imepuona (KBapTada, Toja) Ha (3a) KOTOpPBIH
COCTaBJICHBI TUIAHBI (OTYETHI).

Hampumep:

l'omoBble mIaHBl pabOTHl OTIEIOB AJIMUHHCTPAlUU  JIEHHHCKOTO CEIBCOBETA
Kacropenckoro paiioHa.

Ecou geno OyaeTr coOCTOATh W3 HECKOJBKUX TOMOB WJIM YacTed, TO
COCTaBIIICTCA OOIIMK 3aroJioBOK Jiena, a 3aTeM TMpd HEOOXOAMMOCTH
COCTaBIIIIOTCSl 3arOJIOBKM KaXJIOTO TOMa (YacTH), YTOUHSIONIIME COJEpKaHHE
3aroJioBKa Jiena.

3aroyioBok c(hOPMUPOBAHHOTO B OTACIBHBIN TOM MPUIIOKEHUS K Ty
JIOJI’KEH COOTBETCTBOBATH 3ar0JIOBKY MOMEIIEHHOTO B 3TOT TOM JOKYMEHTA.

[lopsimok  pacrmoyioKeHUs 3aroJIOBKOB  JIeI BHYTPH  pa3/ielioB U
MO/IPA3/ICTIOB  HOMEHKJIATYpPhl  JIeN  OMpEJENsieTCsl  CTENMEHbI0  BaXKHOCTH
JOKYMEHTOB, COCTaBIIOMMX JleJla, W WX B3aUMOCBA3bI0. B  Hauane
pacmosiararoTcs 3aroJIOBKU Ten, coJiep KaInx OpraHu3aIMOHHO-
PacCTOpsAIUTENBHYIO TOKYMEHTAIIUTO.

3aroyioBKM I MOTYT YTOYHSATHCA B Tiporiecce (OPMHUPOBAHUS U
opopMIIeHUS AE.



I'papa 3 HOMEHKIATYpHI A€ 3aMONHIETCS 10 OKOHYaHUHU KaJEeHIapHOTO
roja.

B rpage 4 yxka3zpiBaeTcd CpOK XpaHEHHs Jejla, HOMEpa CcTaTed Mo
IIEPEYHIO, & IIPU €T0 OTCYTCTBUHU IIO TUIIOBOM WJIM NPUMEPHON HOMEHKIIATYpeE
nen.

B rpape 5 «llpumeuanue» yKa3blBalOTCS Ha3BaHHME IEpeUYHEH
NOKYMEHTOB, HCIOJIb30BAHHBIX IIPU ONPEACICHUM CPOKOB XpaHEHUsS JIEd,
MPOCTABIISAIOTCS. OTMETKU O 3aBEJACHMHM JIeJ, O MEPEeXOAsIINX Jenax (Harmpumep,
nepexoasamee ¢ 2009 r1.), 0 BBACICHUM J€JI K YHUUYTOXKEHUIO, O JIUIAX,
OTBETCTBEHHBIX 3a (pOpMUpOBAHUE JeN, O Nepenaye Jea B APYrod opraH ais
IPOJIOJKEHUS U JP.

Ecaim B Teuenme roma B AnMUHUCTpauuu JIEHMHCKOrO  CEIbCOBETA
KacTopeHckoro pailoHa BO3HUKAIOT HOBBIE JOKYMEHTHUPOBAHHBIE YYaCTKH
paboThl, Ha HUX (HOPMHUPYIOTCS COOTBETCTBYIOLIME J€Ja, OHU JOMOJHUTEIbHO
BHOCATCSI B HOMEHKJIATypy. JlJI1 BHOBb 3aBOAUMBIX JEN B KaXXIOM paslelie
HOMEHKJIATYPhl OCTaBIISIIOTCS pE3EPBHBIE HOMEPA.

Ilo okOHYaHMM TOJla B KOHIIE HOMEHKJIATypbl J€J JEeJaeTcs WTOroBas
3aMKCh O KOJIMYECTBE 3aBEJICHHBIX €)1 (TOMOB).

OO0pazern; cocTaBiieHUss HOMEHKIATYphI JIeJl IPUBEACH B MpuilokeHun No
10 nacrosimeit MaCTpyKIUU.

5.2. @opmupoBaHue AeJ1 U UX TEKylllee XPaHEeHUe

@opMHUpPOBAHUE J€] - TPYIIHPOBKA UCIIOJHEHHBIX JOKYMEHTOB B Ji€ja B
COOTBETCTBUHM C HOMEHKJIATYypOW JeJl U CHCTEMAaTU3alUs TOKYMEHTOB BHYTpPH
nena.

B Anvunuctpanuu JleHnHckoro cenbcoBeTa KacTopeHckoro paioHa
nena GopMUPYIOTCS ACIEHTPATU30BAHHO, T.€. B CTPYKTYPHBIX MOJpa3IEICHUIX
AnmvunucTpanuu JIeHmHCcKoro cenbcoBeTa KactopeHckoro paioHa.

I[Ipu  dopmupoBanuu  gen B CTPYKTYPHBIX  MOAPA3IEICHUAX
AnmvunucTpanuu JlennHckoro cenbcoeTa KacTopeHckoro parioHa HEOOX0IUMO
cOOJII0IaTh CIEIYIONTUE TIPaBUIIa:

IIOMELIATh B JIEJIO KCIOJHEHHBIE JOKYMEHTBI, COOTBETCTBYIOIIHUE II0
CBOEMY COJIEPKAHUIO 3ar0J0BKY JieJia IO HOMEHKJIATYPE;

IIOMEIIATh BMECTE BCE JOKYMEHTBI, OTHOCSIIMECS K PA3PEIIEHUIO OJHOTO
BOIIPOCA;

IIOMEIATh IPUII0KEHUSI BMECTE C OCHOBHBIMU JOKYMEHTaMU;

rPYNIUPOBATh B J€JI0 JOKYMEHTHI OJHOTO KaJEHIAapHOro Trojaa, 3a
HCKJIIOUCHUEM NEPEXOASIINX AENT;

pa3AenapHO TPYNNUPOBATH B A€ja JOKYMEHTBI IIOCTOSSHHOIO M BPEMEHHBIX
CPOKOB XpaHEHUS,

BKJIIOUYATH B JIEJIO [0 OAHOMY DK3EMIUISPY KAXKAO0T0 JOKYMEHTA;

MOMeNIaTh B jena (akcorpaMMbl, TeJlerpaMMbl, Teae(oHOTpaMMBbI Ha
O0IIMX OCHOBAHUSIX;



MOMEIIATh B JAEJIO JTOKYMEHT, MPaBUJIbHO M IMOJHOCTHIO O(POPMIICHHBIN
(IOKYMEHT AOJKEH UMETh ATy, HOJIUCH U Ip. PEKBU3UTHI);

HE TOMEIaTh B J€J0 JOKYMEHTBHI, MOJJIEXKAIIUe BO3BpATY, JHILIHUE
AK3EMILIAPHI U YEPHOBUKH (32 UCKIIOUEHHEM 0CO00 1EHHBIX);

no o0beMy JIeJI0 HE JOJKHO MpeBbImath 250 TUCTOB, MPU TOJIIUHE HE
O6onee 4 cM (TONIMHA J€d CO CpOKaMH XpaHeHus 1o 10 Jer He AOoKHA
npesbiiath 10 cMm). [Ipu npeBbillieHnH JaHHOTO 00BEMa 3aBOJUTCS BTOPOU TOM.
[Ipy HamMuuum B JeN€ HECKOJBKUX TOMOB (YacTeil) MHJEKC M 3arojloBOK Jena
MPOCTABJISAIOTCS HA KXKJIOM ToMe ¢ fo0aBineHrneM o6o3zHauenuii: «T. 1», «T. 2» u
T.J.

JIOKyMEeHTBl ~ BHYTpM  JieJla  pacloJlaraloTcs  CBEpXy BHHM3 B
XPOHOJIOTUYECKOH, BOMPOCHO-JIOTMYECKON  IMOCIEAOBATENbHOCTH WM  HUX
COUYETaHUHU.

PacniopsiaurenbHble TOKYMEHTHI TPYINUPYIOTCS B Jella MO BHAAM U
XPOHOJIOTUU C OTHOCSIIIIUMHUCS K HUM TPHIIOKECHUSIMU.

B otnenbHbIe Aema 1o XpOHOJIOTHH, B 3aBUCUMOCTH OT BHUJIa TOKYMEHTOB,
bopMUPYIOTCS KOMMM TPUHATHIX akToB [naBbl JleHWHCKOro  cenbcoBeTa
KacropeHnckoro paiiona.

[IpoTokonsl B jene pacmojiaratoTcsi B XPOHOJOTHYECKOM TMOPSJKE IO
HOMEpaM.

JIOKYMEHTHI K 3acellaHusSM TPYIIUPYIOTCS B OTACIBHOE JIET0, TaK ke, KaK
U TIPUIIOKEHUS K TIPOTOKOJIaM, €CJIM OHU COZep KaT Oojiee 25 CTpaHHIl.

JIOKyMEHTBI K TPOTOKOJIaM, €CJIM OHU CTPYNIUPOBAHbI B OTAEIbHBIE AEa,
CUCTEMATU3UPYIOTCA BHYTPH JIeJia 10 HOMEpaM MPOTOKOJIOB.

[Tonoxenusi, ycTaBbl, UHCTPYKLIMH, YTBEPKIACHHBIE PACIOPSAIUTEIbHBIMU
NOKYMEHTaMH, SIBISIOTCS MPUIOKEHUSMH K HUM M TPYHIIUPYIOTCS BMECTE C
YKa3aHHbIMU JJOKYMEHTAMHU.

PacnopsikeHHsi 10 OCHOBHOM JEATENbHOCTH TPYNIIUPYIOTCS OTAEIBHO OT
pacHoOpsKEHUH 110 TUYHOMY COCTaBY.

Pacniopspkenust o TMYHOMY cOCTaBy (DOPMUPYIOTCS B OT/AEIbHBIE e 10
pa3IMYHBIM BOIIpOCaM, B COOTBETCTBHMU CO CpoKaMH XpaHeHwus. Hampumep,
pacmopsbKeHusT O [pueMe, TepeMelIeHUH, YBOJbHEHHH  pPaOOTHUKOB
(GopMUpPYIOTCS ~ OTHEABHO OT pacHopsbKeHUM 1O IpyrMM — BOINpoOcaM
(KoMaHIUpPOBKa, OTITYCKA U T.J.).

VYTBepKIE€HHbIE IJIaHbl, OTYETHI, CMETHI, JUMUTHI, TUTYJbHbIC CIUCKU H
ApyrHe TOKYMEHThI TPYNIIUPYIOTCS OTAEIBHO OT UX IPOEKTOB.

JIOKYMEHTBHI B JIMYHBIX JI€JaX PacnojlaratoTcs o Mepe UX MOCTYIIIEHUS.

OOparenus (peaioKeHHs, 3agBICHUS U )KaJT00bl) TpaXKaaH Mo BOIIPOcCam
pabotel Anqmunuctpanyuu Jlennnckoro cenbcoBeta KactopeHnckoro paiiona, ero
MOJIPA3/IeIEHU M BCE JOKYMEHTHI [0 WX PAaCCMOTPEHHI0 U HCIOJHEHUIO
IPYHIUPYIOTCS OTAENBHO OT 3asBJICHUM IPakJIaH 10 JIMYHBIM BOIIPOCAM.

Ilepenucka rpynnupyeTcs, Kak IpaBuiIo, 3a NEPHOJ KaJIEHAAPHOI0 roaa u
CUCTEMATU3UPYETCSI B XPOHOJIOTMYECKOM IOCIIEI0BATEIBHOCTH: JOKYMEHT-
3ampoc MoMenaeTcs 3a JOKyMEHTOM-0TBETOM. [Ipu BO30OHOBIEHHH MEPENUCKU
[0 ONPEJEICHHOMY BONPOCY, HadyaBUICHCSA B MPEABIAYIIEM TOAY, JOKYMEHTBI



BKJIIOYAIOTCS B JIEJIO TEKYILIErO To/la C YKa3aHUEM MHAEKCA Jeja MPEeIbIIyIIEro
roja.

Jena co mHSA MX 3aBEACHUS 10 IMEpeaayd B MYHHIUIIAIBbHBIN apXvUB Ha
MIOCTOSSHHOE XPAHEHUWE WM Ha YHUYTOXKEHHE XPaHIATCA 10 MECTy uX
(dbopMupoBaHusl.

Jlena cuuTarOTCA 3aBEICHHBIMU C MOMEHTAa BKJIIOYEHHUS B HUX IEPBOTO
WCNOJIHEHHOTO JoKkyMeHTa. Ilociie MCHONHEHWsT [TOKYMEHTOB W OKOHYaHUS
paboThl C HUMU OHH TOMemnaroTcs (MOIIIMBAIOTCS) IS OOecCIeueHuUsI
br3UYECKON COXPAaHHOCTH B TBEPAbIC OOJIO0KKHU WU MANKU-PETUCTPATOPHI.

BrinensitoTcsi COTpyAHUKN, OTBETCTBEHHBIE 332 COXPAHHOCTh TOKYMEHTOB U
dbopmupoBaHue ux B jeya (Kak MPaBWIO, 3TO COTPYIHUKH, OTBETCTBEHHBIC 3a
JIEJIOTPOU3BOJICTBO). YKa3aHHbIE COTPYIHUKH OOECIEUHUBAIOT COXPAHHOCTH
JTOKYMEHTOB M JIEJI.

Jlns oOecrieueHus COXPAHHOCTH W ydeTa JIOKYMEHTOB U JIeJ, JOCTyIa K
HUM MPOBOJAUTCS KOMIUIEKC padoT:

CO3/IJaHUE ONTUMAJIbHBIX TEXHUYECKUX ((PU3MUECKUX) YCITOBUU XpaHEHUS
JIOKYMEHTOB U JIEJI;

pa3menieHue aedm;

MPOBEpPKa HAJIMUUS U COCTOSIHUSI IOKYMEHTOB U JIEJI.

Jlena momemiaroTcs B paboOuMX KOMHATaX B 3alMparoliuecs IIKadwl,
cerdrl U T.I., 4TOOBI 0OECTIEYUTh UX COXPAHHOCTH M 3aIUTy OT BO3JICUCTBUS
IBUIA U COJTHEYHOT'O CBETA.

Hena B mkadax s ux yd€ra M OBICTPOro TMOMCKA pPACMOIararoTcs
BEPTUKAJIBHO, KOPEIIKAMH Hapy>Ky U B COOTBETCTBUU C HOMEHKJIATypoil nen. Ha
KOpeIIKax OOJIOKEK JeJd YKa3blBAIOTCS MHJIEKChl 10 HOMEHKIAType Je.
HomeHknaTypa nen uiau BhIIKMCKA U3 HEE NMTOMENIAETC Ha BHYTPEHHENH CTOPOHE
mkada.

Hlena  moxkymeHTanbHOro  ¢GoHAA  AJMUHUCTpanud  JIGHMHCKOTO
cenbcoBeTa KacTopeHCKoro pailoHa, HaxonsIIHecs Ha TEKYIIEM XpaHEHUH,
nojiexar ydéry. Ilepmomuuecku, Kak mpaBWiio, IMEpe] Iepegayei B
MYHULUNAIBbHBIA apXUB, NPOBOJUTCS TMPOBEPKA HAIUYHUS U  COCTOSHUS
JOKYMEHTOB M JIeJ1 B UENSIX YCTAHOBJICHHUS (HaKTHUECKOTO HaIW4us Jel |
COOTBETCTBHUSI UX KOJIMYECTBY, YUCISALIEMYCS 10 HOMEHKIIATYpE JEll.

[IpoBepka HaiMMuMsi U COCTOSIHUSL TOKYMEHTOB M J€J HPOBOAMUTCS IPHU
MEpEMELICHUMN JIeJI, TIPU BO3BpATE€ J€JI, IMPU CMEHE PYKOBOJAUTENS NIPHU
peopraHn3alid U JUKBUJAUUK AJMUHUCTpAaUUU JIGHHMHCKOro  CelbCOoBETa
KacropeHnckoro paiiona.

[IpoBepka HaJIMUKSI TPOBOJUTCS yTEM CBEPKHU CTATEH HOMEHKIATYphI Ae
C OMUCaHWeM Jell Ha OO0JOXKKe, a (U3MUECKOE COCTOSHHUE JIENl OMPEeIeNsIeTCs
MyTEM HX BHU3YaJbHOrO0 NpocMoTpa. Bce oOHapyXeHHbIE HEIOCTATKH
(UKCUPYIOTCS B aKT€ MPOBEPKU HATMYHSI M COCTOSTHUS JICII.

B cmywae yrTparhl OKYMEHTOB ® [l TPOBOJAUTCS CIy)KeOHOE
pacciieioBaHue, MO pe3yJibTaTaM KOTOPOro JIMIO, BUHOBHOE B YTpare, HECET
OTBETCTBEHHOCTbH B YCTAHOBJICHHOM IOPSIJIKE.



N3bsiTue JOKYMEHTOB M3 JEN TMOCTOSHHOTO XPaHEHUsS JOMYCKaeTcs B
HCKJIFOUUTEIBHBIX CIydasiX U MPOU3BOAUTCS ¢ paspenieHus ['naBel JIeHMHCKOTO
cenbcoBeTa KacTopeHCkoro pailoHa ¢ OCTaBIIEHUEM B JI€Jie 3aBEPEHHON KOIHUU
JIOKYMEHTAa U aKTa O MPUYMHAX BbIJIaY MOJIMHHUKA.

5.3. [loaroroBka JOKYMEHTOB H /JeJI K Iepegadye Ha apXUBHOE
XpaHeHHe

[TonroToBKa JOKYMEHTOB M JIeJ K MEpeAaye Ha XPaHEHUWE B APXUBHBIN
otaen AavmuHucTtpanuu KacTopeHCKOoro pailoHa ©W Ha  YHUYTOXKEHUE
peyCMaTpUBAET:

-3KCIEPTU3Y LIEHHOCTU IOKYMEHTOB;

-ohopmreHue nen;

-COCTaBJICHUE OMUCEN A€ MO pe3ybTaTaM dKCIEPTU3bl X LIEHHOCTH;

-COCTaBJICHUE AaKTOB HAa YHUUYTOXXECHHE JOKYMEHTOB U J€J C UCTECKIIUMU
CpOKaMH XpaHEHHS.

DKCIepTr3a IEHHOCTU JOKYMEHTOB - U3YYE€HHUE JOKYMEHTOB Ha OCHOBaHUHU
KPUTEPUEB UX IIEHHOCTHU B LICJISIX OMPEJACICHUS CPOKOB XPAHEHUS IOKYMEHTOB U
otOOpa uX JIJIsl BKIIOUEHHUS B COCTaB ApXUBHOTO (OH/IA.

DKCIepTu3a 1EHHOCTH JOKYMEHTOB B AJIMHUHUCTpalMu JIEHMHCKOTO
cenbcoBeTa KacTopeHckoro palioHa Ha CTaJuU JEJIONPOU3BOACTBA MPOBOAUTCS:
OpU COCTABJICHUH HOMEHKJIATYpHI JIeN; B Mpolecce (GOpMUPOBAHUS NEI; MPH
NOATOTOBKE JIEJI K IEpeave B apXuB.

JIns opraHv3alii ¥ MPOBEAECHUS SKCHEPTU3bl LIEHHOCTH JTOKYMEHTOB B
AnmvunucTtpanuu JlennHckoro cenbcoBeTra KacTopeHCkoro pailoHa co3gaercs
sKcnepTHas koMmuccus (nanee - JK), neiicTByrollas Ha OCHOBaHUU TOJIOKEHHUS,
YTBEPAKIAEMOI0  COOTBETCTBEHHO [maBod  JIEHHMHCKOTO CEJIbCOBETA
Kacropenckoro paiioHa.

DKcnepTu3a UEHHOCTH JIOKYMEHTOB IOCTOSSHHOTO W BPEMEHHOTO
XpaHEHUsI OCYLIECTBIISIETCS €XKErogHO B AJIMHUHHUCTpaluu JIEHMHCKOro
cenbcoBeTa KactopeHckoro pailoHa pabOTHHUKaMU, OTBETCTBEHHBIMU 32 BEJICHUE
JEJI0NMPOU3BOICTBA, COBMECTHO ¢ DK.

[Ipr npoBeneHUM SKCHEPTU3bl LIEHHOCTH JOKYMEHTOB OCYIIECTBISETCS
0TOOp 1€ TIOCTOSTHHOTO ¥ BpeMeHHOTO (cBbitie 10 j1eT) XxpaHeHus AJis nepeaadn
B apXuBHBIA oTnen AamuHHCTpanuu KacTopeHckoro paifona; otdéop nen c
BPEMEHHBIMU CpokaMu xpaHeHus (no 10 net) u ¢ nmomeTkod «Jlo MHUHOBaHUA
HaJ00HOCTHY, TOJUICKAIUX JAIbHEHUIIIEMY XPaHCHHIO, a TAaK)Ke BBIIEICHUE K
YHUYTOXKEHUIO JIeJ1 32 MPEAbIAYIIHE TObl, CPOKA XPaHEHUS KOTOPBIX UCTEKIIU.

OT6op MOKYMEHTOB JUIsl TIOCTOSSHHOTO XpaHEHUs TPOBOJIUTCS Ha
OCHOBaHUU 3aKOHOJATEIbHBIX M WHBIX HOPMATUBHBIX IPaBOBBIX AaKTOB
Poccuiickont @enepanuu, nepedyHed JTOKYMEHTOB C YKa3aHUEM CPOKOB HX
XpaHEHUsI U HOMEHKJIATypbl el AAMUHHUCTpauuu JIEHHHCKOTO  CelbCoBETa
KacropeHnckoro paiiona.



Ilo pe3ynpraramMm »HKCHIEPTH3bl LEHHOCTH JOKYMEHTOB COCTaBIISIOTCS
ONMKCH JIeJ MOCTOSHHOrO, BpeMeHHoro (cBbimie 10 71eT) XpaHeHHs W Jed MO
JMYHOMY COCTaBY, 4 TAKXKE aKThI O BBIACICHUH AEJ K YHUUTOXKEHHUIO.

Ilo 3aBepuieHMM [EJIONPOU3BOJACTBEHHOTO TOJAa MW MO pPeE3yJbTaTaMm
AKCIEPTU3bl IIEHHOCTH TOKYMEHTOB C(HOPMHPOBAaHHBbIE jaefla AJAMUHUCTPALMU
Jlennnckoro cenbcoBeta KacTopeHckoro paiioHa mozyiexaTr Oo(pOpMIIEHUIO B
COOTBEeTCTBUH ¢ [IpaBruinaMu opraHu3anvi XpaHEHHs, KOMIUIEKTOBAHHUs, yUeTa U
UCIIOJIb30BaHUsl JOKYMEHTOB ApxuBHOro ¢onga Poccuiickoit ®enepauuu u
IPYIUX apXWBHBIX JTOKYMEHTOB B OpPraHax roCyAapCTBEHHOM BJIACTH, OpraHax
MECTHOTO CaMOYIIPaBJICHHSI M OpraHu3alusX, YTBEPKICHHBIMH IPUKA30M
®enepanbHOro apXuBHOTo areHTcTBa OT 31 urons 2023 r. Ne 77.

Odopmiienne Jnen  NpoBOAUTCS pPAOOTHUKAMHU, OTBETCTBEHHBIMH 3@
JEIONPOU3BOICTBO B AnMUHUCTpauu JIeHnHckoro cenbcoBeta KactopeHckoro
palioHa, MpU METOAWYECKOW IIOMOIIM AapXHMBHOTO OTAENa AJIMHUHHCTPALIUU
KacTtopenckoro palioHa.

[TonnoMy odopmiieHHIO TOANEKAT Jela TOCTOSHHOTO U BPEMEHHOTO
(cBpimie 10 ;eT) XpaHeHus, B TOM 4YHUCJE Jelia MO JUYHOMY coctaBy. Jlena
BpemeHHOro (710 10 yieT) XpaHeHus MoJIeKaT YaCTUYHOMY 0(OPMIICHHUIO.

[lonnoe odopmiieHne nena MnpeaycMaTpuBaeT: o(GopmieHHE PEKBU3UTOB
OOJIO)KKHM JleJla 10 YCTaHOBJIEHHOM (QopMe; HyMmepalMio JIUCTOB B JIEIE;
COCTaBIICHUE JIMCTAa-3aBEPUTEINIs JIeNla; COCTABIIEHHE B HEOOXOAMMBIX CIIydasx
BHYTPEHHEW ONMCHU JOKYMEHTOB J€Ja; IMOJIIMBKY M IEPEIUIET JIeIa; BHECEHUE
HEOOXOAMMBIX YTOUHEHHUH B pEKBU3UTHI OOJI0XKKHU JEa.

OOpazeny peKkBU3UTOB OOJIOKKH Jiesia HpuBeaeH B mpuiokeHuu Ne 11
HacTosimen MHCTpyKunm.

OOpazeny nucra — 3aBepuTeNs JAejla NpUBEIEH B NpuioxkeHun Ne 12
HacTosimen MHCTpyKuum.

OOpazel BHYTpeHHEN ONUCH JOKYMEHTOB J€Nia PUBEAECH B MPUIIOKEHUU
Ne 13 nacrosmeit UHCTpyKIum.

5.4. Ilopsinok cocTaBJIeHUs] ONUCEH /1eJ1 MOCTOSTHHOT 0, BPEMEHHOT 0
(cBbimie 10 j1eT) XpaHeHHs M 1O JJUYHOMY COCTABY

Onuch J1en - apXUBHBIA CIIPABOYHUK, COJIEPKALIUNA CUCTEMATU3UPOBAHHBIM
MepPeUeHb SMHUII XPAHCHUS ApXUBHOTO (HOHA, KOJJIEKIIUU U TTPeTHA3HAYCHHBIH
JUISL UX y4eTa U PacKpblTus conepxaHus. OCHOBOW COCTaBJIEHUSI ONUCEHN Aen
SBJISICTCSI HOMEHKJIaTypa Jell.

OnucH COCTaBISAIOTCSA OTIEIBHO Ha Jeda IMOCTOSHHOIO XpaHEHUS; Hela
BpeMeHHoro (cBobimie 10 ner) xpaHeHus; nejia Mo JUYHOMY coctaBy. Ha pema
BpeMeHHOro (10 10 yet) XxpaHeHus: ONIUCU HE COCTABJISIIOTCS.

Omnucu nen AaMuHUCTpanuu JIeHMHCKOTO  cenbcoBeTa KacTopeHCKoro
palilOHa TOTOBHUT OTBETCTBEHHBIM CIECHMAIUCT W CHACT JEja Ha XPAaHCHUE B
apXuB.

Omnucu fen CTpYKTYpHBIX MOJApPA3fAeIeHU AIMUHUCTpaluu JIEHMHCKOro
cenbcoBeTa KacropeHckoro paiioHa COCTaBIISIIOTCS 10 YCTaHOBIIEHHOU opme U
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MIPEACTABISAIOTCS OTBETCTBEHHOMY CIIELIMATIMCTY HE MTO3/IHEE YEM Yepe3 Ba roaa
ITOCJIE 3aBEPILICHHUS AEN B IEJIONPOU3BOICTBE.
B onucsax gen yka3piBaeTcsl MOJHOE ACHUCTBUTENIbHOE (0€3 COKpalleHU)

HaNMEHOBaHUE OPTraHU3aLUH.

Onuncu e MOCTOSSHHOTO XpaHEHMsI NMPUBENEHbI B npuiioxkeHun Ne 14
Hacrosmen MacTpykunm.

Onucu nen BpemeHHoro (cBbime 10 Jier) XpaHeHMl TpUBEIEHBI B
npunoxeHuu Ne 15 macrosimein MHCTpyKIuH.

Onucu nen mo JUYHOMY COCTaBy NPHUBEICHBI B npuiokeHuu Ne 16
Hacrosmen MacTpykunm.

5.5. Odopmienue ges1 ¥ MOATOTOBKA JIe]1 K Mepeaaye Ha apXuBHOE
XpaHeHue

OO6noxka (TUTYJIBHBIM JIUCT) JieNla MOCTOSTHHOTO, BpeMeHHOro (cBbimie 10
JIeT) XpaHEHUS U TI0 JIMYHOMY COCTaBy O(OPMIISIETCS 10 YCTAHOBIICHHOU (opme.
Hannmucn Ha oOnmokkax gen  (TOMOB) CJ€AyeT BBHINONHATh UYEPHUIIAMH,
pazbopunBo, 6e3 cokpameHuil. Ecnu Ha 00JIOKKY HaKJIEHUBACTCS TUTYIbHBIN
JIUCT, W3TOTOBJEHHBIA TUMOTpadCKUM CIOCOOOM, TO HAJMUCH HA HEM MOXKHO
nevyaTarTh.

Ha 06510%Kke nena yka3bIBarOTCSl PEKBU3HTHI:

-HaMEHOBaHUe «AnMuHUCTpauus JIeHnHckoro cenbcoBera KacTopeHckoro

pationaKypckoit o61actuy;

-JIeJTIONPOU3BOJCTBEHHBIN HOMED (MHJIEKC) Aea, 3ar0JIOBOK JIENa;

- 1aTa gena (Toma, 4acTH);

- KOJINYECTBO JIUCTOB B JIEJIE;

- CPOK XpaHEHUs J1eN1a;

- apXUBHBIN mudp mena.

PexBusuthl, mnpocTaBisieMble Ha OOJOXKKE (TUTYJIBHOM JIMCTE) JIena,
0(OPMIISIFOTCS CIISTYIOIIUM 00pa3oM:

HauMeHoBaHue «AnmuHuctpanus JleHuHckoro cenbcoBera KacTopeHckoro
paiioHa» (yKa3bIBa€TCs MOJTHOCTHIO, B UMEHUTEILHOM IMA/ICKeE);

JIEIONIPOU3BOICTBEHHBIM HOMEDP (MHJIEKC) Jieia - MPOCTABIACTCS MUPPOBOE
o0o3HaueHue (WMHACKC) Jela 10 HOMEHKIaType Jel AJIMUHHUCTPAIUH
Jlennnckoro cenbcoBera KacTtopeHckoro paona;

3arojoBOK (HaMMEHOBAHUE) JIeNla - MEPEHOCUTCS M3 HOMEHKJIATypbl e
AnmvunucTtpaiuu  JleHuHCKOTO cenbcoBeTta  KactopeHckoro — palioHa,
COTJIACOBAHHOW C apXMBHBIM OTAEIOM AnMuHUCTpanuu KactopeHckoro panoHa
Kypckoii o6sactu (B HEOOXOUMBIX CIy4asiX B 3arOJIOBOK BHOCSITCS YTOUHEHUS:
HOMEpa pacnopsi>KeHU, TPOTOKOJIOB U JIp.);

Jata Jena - YyKa3blBalOTCA ToJ(bl) 3aBElCHHMS] M OKOHYaHUS Jela B
JENIOTTPOU3BOJICTBE. Haroit JIe, COJIepKaIIUX PACIIOPSIAUTEIBHY IO
JOKYMEHTAIINIO, a TAKXKe JUIsl e, COCTOSIIIIMX U3 HECKOJIbKUX TOMOB (4YacTei),
SABJISIIOTCSL KpalHUE JaThl JOKYMEHTOB Jejia, T.e. JAaThl (YUCI0, MeECSI], TOJ)



peructpaiuu (COCTaBJICHHs) CAMOIO0 PAaHHETO U CaMOTO MO3JHETO JOKYMEHTOB,
BKJIFOUEHHBIX B JIETIO.

s gen, cpopMUPOBAHHBIX U3 JOKYMEHTOB [0 HOMUHAJIBHOMY MPU3HAKY,
TO €CTh MO BHJAAM JOKYMEHTOB (IIOCTAHOBJICHUS, PACTIOPSIKEHUS, aKThl U T.IL.),
JaTOM Hadalla Jeja SIBISIETCA JaTa MOJNHUCAHWS WIM YTBEPKICHUS CaMOTro
paHHEro0 JOKYMEHTa, a JaTOM OKOHYaHMs - JlaTa MoAMUcaHus (YyTBEPXKICHUS)
CaMoro MO3JHEr0 TOKYMEHTA.

Jlaroii nena, coaepiKallero MPOTOKOJIbI 3aceldaHUl, SABISIETCA Jara
yTBEPKACHUS (€CTM OHU YTBEPXKIAIOTCS) WM COCTaBIEHUS TIEPBOTO M
ITOCJIEAHETO MPOTOKOJIA.

Kpalinumu pgatramu  JMYHOTO JieJia  SIBJISIFOTCSL  J1aThl  MOANMCAHUS
pacnopsKEHUN O MPUEME U YBOJIBHEHUH JIMIA, HA KOTOPOE OHO 3aBE/IECHO.

Jns nen, coaepkalux MEPEenucKy, JaTOol Haudajna Jena sABIsSeTcs aaTa
MOCTYIUJIEHHS IEPBOTO BXOASIIETO WJIM J1aTa MEPBOTO UCXOASIIET0 JOKYMEHTA, a
JaTOM OKOHYAaHUA - JaTa CaMoOro MO3JHET0 BXOJAIIETO WIM HCXOASIIETO
JIOKYMEHTa HE3aBUCUMO OT MECTa HaXOXKJICHUS UX B JIEJIE.

KonnuecTBO MpOHYMEpPOBAHHBIX B JI€JI€ JIUCTOB MPOCTABIISIETCS C JIMCTA-
3aBEpUTEINS Aea.

PexBu3utr «Cpok XpaHEHHUs Jelia» TEePEeHOCHUTCS Ha OOJIOXKKY Jena U3
COOTBETCTBYIOIIEH  HOMEHKJATYphl  JAed  AJMUHHUCTpauuu  JIEHMHCKOTO
cenbcoBeTa KacTOpEeHCKOro pailoHa MOCHEe CBEPKH €ro €O CPOKOM XpAHEHUS,
yKa3aHHbIM B llepeuHe THIOBBIX TOKYMEHTOB WJIM B IE€pEYHE JOKYMEHTOB,
o0Opa3yronmxcsi B JEATeNbHOCTH AJMHHHUCTpauuud JICHMHCKOTO — CelbcoBETa
KacTopeHnckoro palioHa, ¢ yka3aHUEM CPOKOB XpaHeHHs. Ha nenax mocTossHHOTro
XpaHEHUs MULIETCS: «XPAHUTH TOCTOSTHHOY.

ApxuBHblii mHdp nena (cocTtouT U3 Homepa ¢GoOHAA, HOMEpa OMUCH H
HOMEpa Jeja 10 ONHUCH) Ha OOJIOKKax Jell IOCTOSHHOTO XpaHEHUS
OPOCTABISIETC B apXuBe AJAMUHHCTpalMM JIEHHMHCKOro CEeIbCOBETA
KacTopeHckoro paiioHa 4epHUIaMU TOJIBKO IOCJHE BKJIIOYEHHS 3THX J€7 B
rOJIOBBIE  pa3Jiefibl  CBOJHBIX omuced, yrBepxkaeHHbIX OIIK apxuBHOrO
ynpasieHuss Kypckoit obnacru.

[lo oxoHYaHMM TOAa B HAJANMUCA HAa OOJIOXKKAX JEN IOCTOSIHHOTO U
BpeMeHHOro (cBbimie 10 1eT) XpaHEHUs BHOCATCS YTOYHEHHUS: MpPH
HECOOTBETCTBUHM 3arojioBKa Jel Ha OOJOXKKE COJEPKAHHWIO TMOAIIUTHIX
JOKYMEHTOB B 3ar0JIOBOK Ji€Jia BHOCSTCS U3MEHEHHUS U JOMOJTHECHUS.

B memsx obecnedeHWss COXPAaHHOCTH W 3aKPEIUICHHS  TMOPSJIKa
PAaCIOJIOKEHHST JTOKYMEHTOB, BKIIOYEHHBIX B [I€JI0, BCE €r0 JIMCThI, KpPOME
YUCTBIX, JIUCTA-3aBEPUTEIII U BHYTPEHHEN ONMMUCH, HYMEPYIOTCS B Pa3BEPHYTOM
Buje apabckumu 1udpamu, BajgoBoi Hymeparued. JIMCTBI HyMmepyroTcs
MPOCTBIM KapaHJAIIOM CBEPXy BHHU3 B BO3pAaCTAIOLIEM IOPSAJIKE HOMEPOB,
HaynHas ¢ neporo. L{udper mpocTaBisioTcs B mpaBOM BEpXHEM YTy JINCTA, HE
3a71€Basi TEKCTa JOKYMEHTOB. JINCTBI BHYTPEHHEN ONMCH HYMEPYIOTCS OTAEIBHO.

JIucTel 1es, COCTOSIMMX U3 HECKOJIIBKMX TOMOB WJIM YacTE€, HyMEPYIOTCS 11O
KaXJIOMYy TOMY WJIM YacTH OTAEIbHO, HauuHas ¢ 1-ro. IlpunoxeHus x neny,



MOCTYIUBILKE B EpeIuieTe, 0OPMIIIIOTCS KaK CaMOCTOSITEIbHBIE TOMA U TaKXKe
HYMEPYIOTCS OTHEIBHO.

JIOKyMEHTBI C COOCTBEHHO HyMepalueil JIMCTOB, B TOM YHCJIE TeYaTHbIE
U3JIaHHs, HYMEpPYIOTCd B OOIIEM MOpSAKE WIH COXPaHSIOT COOCTBEHHYIO
HyMEpalHIo, €CJIM OHA COOTBETCTBYET MOPSIAKOBOMY PACIOJIOKEHUIO JUCTOB B
nene.

®dororpadun, YepTeKH, IUATPAMMBI U JPyru€ WIUTIOCTPATUBHBIE U
cnenupruyecKue JOKYMEHTHI, MPEICTaBISIONINE CAaMOCTOSTEIbHBIN JTUCT B JEIe,
HYMEPYIOTCSI HA O0OPOTHON CTOPOHE B JIEBOM BEPXHEM YTIIy.

CrnosxxeHnbll TucT 60mbiioro ¢popmara (popmara A3, A2) pa3BopauuBaercs
U HyMepyeTcsi B IPaBOM yacTu BepxHero moiis jimcra. [Ipu aTom nuct 1r060ro
dopmara, MOAIIMTHIA 3a OAUH Kpail, HymMepyeTcs KakK OIWH JIUCT; a JIHCT,
CJIOEHHBIM M MOJUIMTHIA 32 CEpelIMHY, MOJJIKUT MEPEIIMBKE U HyMepyeTcs
KaK OJIUH JIUCT.

JIuct ¢ Harmyxo HaKJIEEeHHBIMU JOKyMeHTaMu (doTorpadusiMu, BoIpe3KamH,
BBIMMCKAMU U JIP.) HYMEPYETCsl KaK OJIMH JIMCT; B HIXKHEH 4acTH WJIK Ha 000poTe
TAKOTO JIMUCTa JeJaeTcsl OINUCh HAKJIECHHBIX Ha HEro JOKyMEHTOB. Bo
BHYTPEHHEW ONMUCH U B 3aBEPUTEIHLHON HAAMKMCH B KOHIIE JIeJla O TaKUX JHUCTaX
nenaercs oroopka. Hanpumep: «Ha nucre 6 nakneeno 5 ¢ortorpaduit cormacHo
OIMKCH Ha 000POTE JTUCTAY.

KapTel 1 cxeMbl, ckieeHHbIe U3 HECKOJIBKUX JINCTOB, HYMEPYIOTCS KaK OJAMH
muct. Ha Ttakux nmcrax Ha o0opoTe WM CBOOOJHOM OT TEKCTa MECTe
YKa3bIBa€TCA KOJWYECTBO JHCTOB B CKJelKe. Bo BHYTpeHHeWl omucu U B
3aBEpPUTEIBHON HAJANUCH B KOHIIE JI€Jla O TAaKUX JINCTaX JENAETCs OrOBOpKA.
Hanpumep: «JIuct 7 - kapTa-ckieiika u3z 10 1ucToB.

Eciam kK noxkyMeHTy (JIUCTY) MOAKIIEEHBI OJTHUM KPAaeM JIpPYrue JTOKYMEHTHI
(BCTaBKM TEKCTa, NEPEBOABI, BBIPE3KU, CIIPABKU U Jp.), TO KaXKIbIA JOKYMEHT
HYMEPYETCS OTNIEIbHO, OYEPEIHBIM MOPSIAKOBBIM HOMEPOM.

[logmnTeie B €10 KOHBEPTHI C BIIOKEHUSAMHU HYMEPYIOTCS: BHadale
KOHBEPT, a 3aTEM OYEPEIHBIM HOMEPOM Ka)0€ BIOKEHHUE B KOHBEPTE.

Ecniu B Hymepanmuu JUCTOB JOMYIIEHO MHOTO OIIMOOK, BCE JEN0
HyMmepyeTcsi 3aHoBO. [Ipu 3TOM cTapble HOMEpa 3a4epKUBAIOTCS OJHOM
HAaKJIOHHOW 4YEpPTOM, W PAAOM CTABUTCS HOBBIM HOMEp JaucTa. B kOoHIE nena
COCTaBJISIETCA HOBasl 3aBEpUTENIbHAS HAAIUCH, [IPU 3TOM CTapasi 3aBEpUTEIIbHAS
HAJIUCh 3a4€PKUBAETCS, HO COXPAHAETCS B JIE€JI€; BHOCITCS TAK)KE MUCIPABIICHHUS
BO BHYTPEHHIOIO ONKCH, WIIA OIIUCh COCTABIISIETCS 3aHOBO.

[Ipy HanWuuM OTAETBHBIX OMIMOOK B HyMEpallid JIMCTOB B Jelax IpHU
MOATOTOBKE MX K CJaye B aApXHUB JIOMYCKAETCS II0 COIVIACOBAHUIO C HUM
ynoTpeOieHue TUTEPHBIX (C OYKBEHHBIMU JOMOJHEHHUSIMU) HOMEPOB JIUCTOB.

[locrie 3aBeplieHHMsT HyMepalW{ JHUCTOB COCTaBIIETCS 3aBEpUTEIbHAS
HAJIUCh, KOTOpas pacroiaraercd B KOHIE Jeia. 3aBEpUTENIbHAs HAJIIMUCH
COCTaBIIIETCA B JIEJI€ HA OTJEJIBHOM JINCTE-3aBepUTele Aenia. B Hell mudpamu u
IIPOIKCHIO YKa3bIBAETCS KOJWYECTBO JIMCTOB B JaHHOM J€Jie, OTMEYaroTCs
OCOOCHHOCTU OTIEIbHBIX IOKYMEHTOB (UepTexu, poTorpaduu, puCyHKU U Ip.)



U (U3HYECKOrO0 COCTOSHHMSI JIOKYMEHTOB (TMOMapKH, Hepa30OpUYMBBIA TEKCT,
MOPBAHHbBIE JTUCTHI U AP.).

3aBepuTenbHAs HAJNUCh MOANKUCHIBAETCS €€ COCTABUTENEM C YKa3aHUEM
pacmr(ppoBKU MOJNUCH, JOHKHOCTU U IaThl cocTaBiieHnd. KoaudyecTBo JUCTOB
B JIeJie MPOCTaBIseTCS HAa OOJOXKKE Jejla B COOTBETCTBUM C 3aBEPUTEIBHOM
HaJITUCBIO.

Jist yyeta JOKYMEHTOB OIPEICICHHbIX KAaTeropuil MOCTOSSHHOTO U
BpeMeHHOro (cBbimie 10 7eT) XpaHeHWs, YYeT KOTOpPBIX BbI3bIBAETCS
cnenupUKoOd NaHHOM JOKyMeHTaluu (0co00 IEHHBbIE, JIMYHbIE [efa, Jena C
JOKYMEHTAMH OTPaHUYEHHOI0 J0CTYyNa U JIp.), COCTABISAETCS BHYTPEHHSS OINUCH
JOKYMEHTOB JIefia.

BHyTpeHHss onKCh JOKYMEHTOB Jiejla COCTaBISIETCS TaKkKe Ha OObEeMHbIE
Jiena TOCTOSIHHOTO M BpeMeHHOro (cBbimie 10 J5eT) XpaHeHus, €CId OHH
cOpMHpPOBaHbl MO PA3HOBHUJIHOCTSM JOKYMEHTOB, 3arojOBKH KOTOPBIX HE
PacKphIBaIOT KOHKPETHOE COJEpXKaHUE TOKYMEHTOB, C II€JIbl0 ydyeTa U Oosee
OBICTPOr0 HAXOXKJIEHHUS TOKYMEHTOB B jeiie. Bo BHYTpEHHIOIO ONMUCH MOMHMO
JOKYMEHTOB, MOAIIUTHIX B J€J0, JOJKHBI OBITh BHECEHBI M BCE MPUIIOKEHHS,
OTHOCSILITUECS K HEMY.

Jluctel BHYTpEHHEH OMNKMCH MOMAIIMBAIOTCS B Haudaje jena. Ecmu geno
NEepervieTeHo WM MOAUIMTO 0e3 OJlaHKa BHYTPEHHEH OMUCH JAOKYMEHTOB, TO
COCTaBJICHHAs MO YCTaHOBJICHHOW (opMe OMHUCh MOJKICHBACTCS 3a BEPXHUM
Kpall K BHyTpeHHEH CTOPOHE JIUIIEBOM 0OJI0KKH Jea.

BHyTpeHHsIs onKuCh JOKYMEHTOB J€Ja COCTABIISIETCS HA OTACIBHOM JIUCTE
[0 YCTaHOBJIEHHOW ¢opMe, KOTOpas COJAEPKHUT CBEICHHUS O TMOPSIKOBBIX
HOMEpax JOKYMEHTOB JI€la, UX MHJEKCaXx, AaTaX, 3aroJIoBKax U HOMepax JUCTOB
nena, Ha KOTOPBIX pacIOJOKEH KaKIbld NOKyMeHT. K BHYTpeHHEH omnucu
JOKYMEHTOB [IeJla COCTAaBIIIETCSI UTOTOBasi 3allUCh, B KOTOPOM YKa3bIBaeTCs
muppaMd M TMPOMHUCHI0O KOJIMYECTBO BKIIOYEHHBIX B HEE JOKYMEHTOB,
IPWIOKEHUU K €1y U KOJIMYECTBO JJUCTOB BHYTPEHHEH OMKCH.

IIpy wu3MeHeHuM cocTaBa JOKYMEHTOB Jeia (U3bATHH, BKIIOYECHHUH
JOKYMEHTOB, 3aMEHbl UX KONUSMH M Jp.) 3TH H3MEHEHUS OTPaXarTCs BO
BHYTpeHHel omnucu B rpade «IIpuMeuanue» co cchlIKaMyu Ha COOTBETCTBYIOIINE
aKThl U IPU HEOOXOJUMOCTHU COCTABIISIETCS] HOBAsi UTOTOBAsl 3aIUCh.

BHyTpeHHSs ONMCh TOKYMEHTOB J€jla IOANMCBIBAETCS COCTABUTEIEM C
yKa3aHHeM paciiu(pOoBKH MOJIMUCH, JOHKHOCTH M J1aThl COCTABJICHUS OMUCHU U
IpU HeOOXOMMOCTHU CKPETISETCS IeYaThIo.

JIOKyMEHTHI B ieax MOCTOSHHOTO, J0JIroBpeMeHHoro (cBaiiie 10 ieT) u mo
JUYHOMY COCTaBY IOJIIMBAIOTCA HAa YEThIPE MPOKOJa MPOYHBIMU HHUTKAaMU B
TBEPAYIO OOJIOXKKY M3 KapTOHa WIM IEPEIUIETAIOTCS C YYETOM BO3MOXHOCTH
CBOOO/IHOTO UTEHUS TEKCTa BCEX JOKYMEHTOB, J1aT, BU3 U PE30JIIOLUN HA HUX.

Pe3omonnn pykoBOJCTBa, BH3bl, COCTaBJICHHBIE HA OTIEIBHBIX JIMCTAX,
pa3MelarnTcs nepel JTOKYMEHTOM, K KOTOPOMY OHH OTHOCSTCS, U B TAaKOM
MOPAJIKE MOJIUINBAIOTCS B JIENO.



[Ipu moaroToBke Aen K NOAIIMBKE (EPEMIeTy) NPOBEPAETCs MPABUIBHOCTh
ux (opmupoBaHus, OG(OPMIICHHS, METAJUIMYECKHE CKperyieHus (OylaBKu,
CKPENKH) U3 JTOKYMEHTOB yJaJSIOTCS.

B ngemax mMOCTOSIHHOrO XpaHEHMs TMOJJIEKAT W3BATHIO JYyOJIETHbIE
AK3EMIUIAPHI TOKYMEHTOB, YEPHOBUKHU, HEO(DOPMIIEHHBIE KOMUU JOKYMEHTOB U
HE OTHOCSIIIUECS K BOIIPOCY TOKYMEHTHI C BDEMEHHBIMHU CPOKaMU XpaHEHUS.

Ecnu B neno B xoxe ero (GopmMupoBaHHs ObUIM MOJIIMTHI TOKYMEHTBI C
pPa3IUYHBIMUA CPOKAMU XpPaHEHUs, TO JEJIO PaclIuBaeTcs U POPMUPYIOTCS HOBBIE
Jiena, HUCXONd M3 CPOKOB XpaHEHUs JOKYMEHTOB. [IpM 3TOM HOKYMEHTHI C
HCTEKIIMMHU CPOKaMHM XPAaHEHHS YHHYTOXKAIOTCS IO aKTaM B YCTaHOBJIEHHOM
HOpSIKE.

OO650XKKH 7€ ¢ JOKYMEHTaMH, MCIOJIHEHHBIMH HAa CTAHJAPTHBIX JIUCTaX,
JOJDKHBI UMETh pasMmepbl 229 x 324 mm. OONOXKKH Jell C JOKyMEHTaMH,
U3rOTOBJICHHBIMU HA HECTAHJAPTHBIX JIUCTaX, MOTYT UMETb pa3Mephbl,
COOTBETCTBYIOIIIME pa3MepaM MOJAIIUTHIX B HUX JIMCTOB.

OO610XKH A€M ¢ TOKYMEHTaMHt, UMEIOIIUMHU JUIUTENbHBIC (25 u 6ojee JeT)
CPOKH XpaHEHHUs, TOJKHBI OBITh U3TOTOBJICHBI U3 TBEPAOIO KapTOHA.

Hena Bpemennoro (mo 10 mer) XxpaHeHUs TOJJIEKAT YaCTUYHOMY
0 OpPMJICHUIO: TOMYyCKAETCA Jejia XPAaHUTh B ManKax-CKOPOCIIMBATENSIX, MATKUX
00JI0’)KKaX, HE TMPOBOAUTH NMEPECHUCTEMATU3AIMIO JOKYMEHTOB B JI€J€, JIUCTHI
Jiena He HyMepoBaTh, 3aBEpUTEIbHBIE HAAMUCH HE COCTABIATh. PEKBU3UTHI
OOJIOKKM JieNia 3alloJIHSIOTCA TI0 YNPOIIeHHOW cxeMe (0e3 mpocTaBieHUS
apXUBHOTO MM pa, KOJINYECTBA JUCTOB B JIETE).

Hoxymentsl Anmunuctpauuu JleHuHCKOrO  cenbcoBeTa KactopeHckoro
pailioHa SBJISIOTCS MYHHUIIMNAIBHOW COOCTBEHHOCTHIO, M TIOCIE MPOBEACHUS
AKCIIEPTU3bI UX IIEHHOCTHU B MOPSJIKE, yCTaHOBICHHOM DenepaibHbIM apXUBHBIM
areHTCTBOM, MOJJIekKAT 00s3aTENbHON Iepenade Ha TOCTOSHHOE XpaHEHUE B
MYHUIIUTIAIBbHBINA apxuB, a 3atreM B OKY "T'ocapxuB Kypckoii obGmactu" kak
gacTh ApxuBHoro ¢gonma Kypckoit obmactu.

5.6. YHMUTOKeHUE JOKYMEHTOB U /ieJI ¢ HCTeKIIUMH CPOKAMM XpPaHEeHUs

Ilo pe3ynbraram 0TOOpa HOKYMEHTOB K YHUUYTOXXEHHIO, CPOKH XPaHEHUS
KOTOPBIX HCTEKJH, 3a COOTBETCTBYIOIIWM II€PUOJ BPEMEHU B CTPYKTYPHBIX
noApazaeneHusax AamuHucTpauuu JleHnHckoro cenbcoBeta KacrtopeHckoro
paiiona odopmisieTcss akT O BBACICHUM K YHUYTOXKEHUIO apXUBHBIX
JOKYMEHTOB, HE MOJIeKalIUX XpaHeHuto (mpuioxkenne Ne 4 Kk HacTosiei
NucTpykuum). Jlena BKIIOYAIOTCS B aKT, €CJIM YCTAaHOBJCHHBIM I HUX CPOK
XpaHeHUs1 UCTeK K 1 sHBapsi roja, B KOTOPOM COCTaBJEH aKT (Hampumep,
3akoH4YeHHble B 2013 romy nmena ¢ 3-JIETHUM CPOKOM XpaHEHUS MOTYT ObITh
BKJIIOUEHBI B aKT, COCTaBJICHHBIN He panee | ssHBaps 2017 r.).

AKT O BBIICJICHUHM K YHUUYTOXKEHHUIO AaPXHWBHBIX JIOKYMEHTOB, HE
MOJUJICKAIUX XPAHEHUIO, COCTABIISIETCS] OTBETCTBEHHBIM CHEMAIMCTOM Ha JieJia
Bcel AgMuHucTpannu JIeHmHckoro cenbcoBeta KactopeHckoro paiioHa.



OTOOp MOKYMEHTOB K YHUUTOXKEHHUIO M COCTaBJIECHUE aKTa O BBIICICHUU
NOKYMEHTOB K YHUYTOKCHHIO NPOU3BOIATCSA ITOCJIE COCTABICHHS ONUCEH e
MOCTOSIHHOT'O XPAHEHUS 3a 3TOT )K€ MepHuoy (OMUCH U aKThl pACCMATPUBAIOTCS Ha
3aceganuu DK 0qHOBPEMEHHO).

CornacoBannbiii OK akt yrBepxkaaercsa ['nmaBoil JIeHMHCKOro cenbcoBeTa
Kactopenckoro paiiona Ttonpko mnocne yrBepxkaeHus OIIK  apxuBHOro
ynpasnenus: Kypckoii obsactu onucei 11 NOCTOSHHOTOXPAaHEHHUS.

Ilocne yrBepxknenus I'nmaBoi JleHmHckoro censcoBera KacTopeHckoro
palioHa aKTa O BBIJEJICHUU JOKYMEHTOB K YHMUTOXXEHHMIO J€Ja MOTLYT OBITh
nepefalbl Ha yHUUYTOXeHue. [locne yHMUTOXEHHs 1€l B HOMEHKIAType HAEl
AnvuHucTpanuu  JIGHMHCKOrO cenbcoBeta  KactopeHckoro — paiioHa
IPOCTABISIETCA OTMETKA «YHHMYTOXKEHO. CM. akT OT Ne » C
yKa3aHHeM JOJKHOCTH, (paMUJINH, TTOANKCH JIMIIA, OTBETCTBEHHOTO 3a Mepeiayy
JI€]1 Ha YHUYTOXKEHUE, U 1aThl.

5.7. llepenaua nes1 Ha apXMBHOE XPAHEHHE

B apxuBHblii oTaen AaMuHuctpanuu KactopeHckoro pailoHa nepeaaroTcs
JieJia TOCTOSIHHOTO, BpeMeHHoro (cBbimie 10 jeT) XpaHeHus u Jiefa 1Mo JIUYHOMY
COCTaBy.

Ilepenaya  HOKYMEHTOB B apXWUBHBIK  OTAEA  AJMHUHUCTpALUU
KacTopeHckoro pailoHa TNpPOU3BOAUTCS TIO YTBEPKIACHHBIM ONHUCAM e
AnmvunncTpanuu JlenuHckoro cenbcoBera KacropeHckoro paiioHa.

Jlena mocTostHHOTO U BpeMeHHOro (cBbiie 10 j1eT) XpaHeHHs NepesarTcs B
apxuB AnMmuHuUcTpanuu KactopeHckoro pailoHa yepes 5 JIeT mociie 3aBepIIeHUs
ux B nernonpousBojicTBe. Hanpumep, nema 2012 roga momKHBI OBITH CHAaHBI B
apxuB nocie 1 saBaps 2018 roaa.

llena BpemeHHoro xpaHeHus (o 10 7jeT) mepenadye B apXWUBHBIA OTIEN
AnmvunucTtpanuu  KacropeHckoro paiioHa He momiiekar (OHM XpaHSATCA B
Anvmunuctparuu JlenuHckoro — cenbcoBeta KacTtopeHckoro pailoHa W 1O
UCTEYEHUN CPOKOB XpaHEHUs MOMJICKAT YHUYTOKEHHIO B YCTAHOBICHHOM
MOPSIIIKE).

Ilepenaua gen B apxuBHbIA oTAen  AaMuHHCTpanuu KacTopeHckoro
palioHa OCyImIecTBIsAeTCS 1O TpaduKy, COCTaBICHHOMY OTBETCTBEHHBIM
creuuanuctoM AnMunHucTpanuu JleHuHckoro — cenbcoBera KacTopeHckoro
paiioHa U yTrBepxkaeHHOMY ['nmaBoi JlemnmHckoro cenbcoBeta KacTtopeHckoro
paitona. OOpa3ser akTa mpueMa-rnepeadl apXuBHBIX TOKYMEHTOB Ha XPaHCHUU
npuBeAeH B npwioxeHun Nod k Hacrosmen MHCTpyKkumm.

B nepuon moarotoBku nen AQMUHHCTpanuyd JIEHMHCKOTO  CeJIbCOBETA
Kactopenckoro pailoHa k mnepegadye B apXHBHBIM OTAEH AIMHHUCTpalNU
Kacropenckoro paiioHa OTBETCTBEHHBIM COTPYJAHUKOM AJIMUHHUCTpALU
Jlennnckoro cenbcoBeTa KacTtopeHCcKoro paioHa npeaBapuTENbHO POBEPSIETCS
MPaBUJILHOCTh UX (OpMHUpPOBaHMS, OQOPMIICHHUS U COOTBETCTBHE KOJIMYECTBA
JIeJI, BKJIFOYEHHBIX B OMHUCh, KOJIWYECTBY J€JI, 3aBEJCHHBIX B COOTBETCTBUH C



HOMEHKJIATypo# nen Anmunucrpaunu JIeHuHckoro cenbcoBeta KacTopeHckoro
paiioHa. Bce BbISBIEHHbIE NpPU NPOBEPKE HEAOCTATKH B (POPMUPOBAHUM U
Oo(QOpMJICHUM OTBETCTBEHHbIE COTPYAHUKH AJIMUHUCTpAUuu JIEHHHCKOTrO
cenbcoBeTa KacTopeHckoro pailoHa 00s13aHbl yCTPaHUTb.

[Ipuem nen mpou3BOAUTCA OTBETCTBEHHBIM CHELUATUCTOM B IMPUCYTCTBHUU
3amectutenss ['maBel  JlenmHckoro  cenbcoBeTa KacTopeHCKOro paioHa c
IIPOCTABJIEHNUEM B JIBYX 3K3EMIUISIpaX OMMCHU JI€JI OTMETOK O HAJIUYMHM KaKIO0ro
nena (B KOHLE KaXXJOro OSK3EMIUISIpa ONUCH YKa3bIBaeTCsl KOJUYECTBO
(akTUYeCKH NPUHATHIX JeJ, JaTa MpueMa-Tiepenadd Jeid, a Takke MOAMUCH
OTBETCTBEHHOT'O CHEIMAINCTA U JUIA, IePEJaBIIEro aemia).

Jlena u onucH Ha cAaBaeMble TOKYMEHTBI IOCTABIISIOTCA B APXUBHBIN OTAEIN
AnvunucTpanuu  KactopeHCKoro paiioHa OTBETCTBEHHBIM —CIEHHAINCTOM
AnMuHHMCTpaluu  JIeHHMHCKOTO cenbcoBeTa KacTtopeHckoro paiioHa cC
CONPOBOJAUTENBHBIM INHCBMOM, B KOTOPOM YKAa3bIBa€TCs KOJIMYECTBO JEN,
nepeaaBacMbIX B apXUB.

3amectutenb ['1aBel AIMUHHUCTpAIIUU
JIeHnHCKOT0 CceIbcoBeTa

Kacropenckoro paitona A.A. TytoBa
«11» maprta 2024 1.
COT'JTACOBAHO COT'JIACOBAHO

ITpoTokon DK AaMuHuCTpauuu
JleHnHCKOTO CenbCcOBETA

Kacropenckoro pariona
or 11 mapta 2024 r.Nel

[Iporokon DIIK apxuBHOrO
ynpasienus: Kypckoit o6nactu
OT Ne




IIpunoxenue Ne 1

K MHCTPYKLMH IO JAEJIONPOU3BOJICTBY
B AaMHUHHMCTpauu JIeHuHCKOro
cenbcoBeTa KacTtopeHckoro paitona

OBPA3ILbI BJIAHKOB JOKYMEHTOB,
HNPUMEHSAEMbBIX B A/IMUHUCTPALIUU JTEHUHCKOI'O
CEJIbCOBETA KACTOPEHCKOI'O PAHOHA



AJIMUHUCTPALIAS
JEHUHCKOI'O CEJBCOBETA
KACTOPEHCKOI'O PAMOHA

HOCTAHOBJUEHMWE

oT No

oopaszey 61anka nocmanosienus Aomunucmpayuu JlenHunckozo cenvcosema
Kacmopenckozo paitona



AJIMUHUCTPALIAS
JEHUHCKOI'O CEJBCOBETA
KACTOPEHCKOI'O PAMOHA

PACITOPAXEHMWE

oT No

oopaszey 6n1anka pacnopsasricenuns Aomunucmpayuu Jlenunckozo cenvcosema
Kacmopenckozo paitona



AJIMUHUCTPALIUS

JIEHVUHCKOI'O CEJIbCOBETA
KACTOPEHCKOI'O PAMOHA

n.Jleannckuit , Kacropenckuii paiion, Kypckas obnacts,
uugexc 306700,ten./paxc8(47157)2-20-21,
e-mail: info@leninskyadm.ru

Ha Ne oT

oopazey onanka nucoma Aomunucmpayuu Jlenunckozo cenvcoeema
Kacmopenckozo paiiona



[Tpunoxenue Ne 2

K MHCTPYKLMU I10 AEJONPOU3BOJICTBY
B AIIMUHUCTpauuu JIeHnHCKOTO
cenbcoBeTa KacTtopeHckoro paitona

HPOTOKOJI
3aceJaHUsl KOMHMCCHH 11O ...
OT 11. JIennHCKUM Ne
IIpencenarens: @amunusa 1.0.
Cexperaps : @amunus N.0.
UiieHbl KOMUCCHUU: (pamunuu 1 UHULIMATIBL B B

apaBUTHOM TOPSIAKE)

I[TOBECTKA JIHA:

1. O xone BeIMoONIHEHUs nocTaHoBienus ['yoepuaropa Kypckoit obmactu

or" " 201 r. Ne "O

(baMuiuM TOKJIATYMKA M BBRICTYTAIOITNX )
2.0 ...

1.CJIVIIAJIN:
®.N.0. - TekcT nokiaaa npuaaraeTcs

BBICTVYIINJIU:
@.1.0. - kpaTKas 3aMKCh BHICTYIUICHUS
@.1.0. - kpaTKas 3aMKCh BbICTYILICHUS

PEIINJIN:

1.1. OgoOpuTh...

1.2. B HEnenbHBINA CPOK PACCMOTPETS ...
1. 3. Ilopyuurs ...

[Ipencenarens (moamucek)
Cexkperapb (moamnuch)

N.O0.®amunus
N.O.®amumus



obpazey oghopmaeHun NOIHO20 RPOMOKONA

BBIIIMCKA U3 ITPOTOKOJIA

" " 202 n.JleanHCKU Ne

COBCIIaHMA, 3aCCAaHUs (HaI/IMCHOBaHI/Ie COBC€TAa, KOMI/ICCI/II/I)

[Ipencenarens:
Cexkperapsb:

[TpucyrcrBoBanu: 20 yenoBek (CIUCOK MpUIIaraeTcs)

[TOBECTKA JJHA:

2. O mpoekTe MOCTaHOBIECHUS AIMUHHUCTpanuu JIEHWHCKOTO  celbcoBeTa
Kacropenckoro pariona

CJIYIIIAJIN:
®damunusa M.O. — TeKCT A0KIaaa IpuiiaraeTcs.

BBICTVYIINJIN:
®amunusa N.0. kpaTkast 3aliCh BbICTYILICHUS.
®amunusa 1.0. kpaTkas 3aKich BBICTYIUIEHUS U T.1.

PEIINJIN:

B 0OCHOBHOM COTJacUTBCS C MPEUIOKEHUSMU O JOPAOOTKE MPECTaBICHHOTO
MIPOEKTA MOCTAHOBJICHUS C YYETOM COCTOSIBIIIETOCS HA 3aCETaHUH O0CYKICHUSI.
CornacoBaHHBIN MPOEKT MOCTAHOBJIEHUS C MOSICHUTEIbHOW 3alHMCKON K HEMY B
HEJICJIbHBIM CPOK BHECTH HA MOAIIMCAHUE B YCTAHOBJICHHOM ITOPSIKE.

[Ipencenarens (moamucek) N.O.Damunus

Cexpetapb (Tmoamnurch) N.O.®amunus

oopazey oghopmnenun eblnUCKU U3 NPOMOKOIA



ITpunoxenue Ne 3

K MHCTPYKIUU IO JIEJIONPOU3BOJCTBY
B AnMuHucTpanuu JICHUHCKOTO
cesnbcoBeTa KactopeHckoro paiioHa

HaumeHoBaHue CTpYKTYpHOTO I'maBe JIeHMHCKOrO cebcoBeETa
IOJIpa3aeIeHUs Kacropenckoro paitona @amunus 1.0.
JOKJIATHAS 3AIIMCKA

No
O ueMm?

TekcT 3anMCKH (comepKUT 00CTOATENLHOE U3I0KEHUE KAKOTO-JIH00

BOIIpOCa € BbIBOJAAMHU U IIPCAJIOKCHUAMU COCTABUTCIIA)

HaunMmenoBaHue qJOJKHOCTH (moamucek) N.O.damunusa

oopazey oghopmaenusn 00K1a0HOU 3ANUCKU



' maBe JIeHUHCKOrO cenbcoOBETA
KacropeHnckoro paiiona
damvuug N.0.

TeKCT 3aUCKHU (COAEPKUT OOCTOATENBHOE U3IOKEHUE KAKOTO-JTHO0

BOITpocCa € BBIBOJAMH U NPEIIIOKCHUAMU COCTABUTEIIA)

Hauvansuuk otnena (moamuck) N.O.Pamunus

oopazey oghopmnenusn cayrxicedOHoll 3anucKu



Hauanpauk otaena (O.1.0)

['maBe JIeHUHCKOro cenbcoOBETA
KacropeHnckoro paitona Kypckoi
obOactu

damuusg N.0.
OBBSACHUTEJBHAASA 3AIINCKA

No

(O uém ?)

TeKCT 3aMCKHU (COAEPKUT 0OCTOATENBHOE OOBACHEHHE IPUYMHBI KAKOTO-TH00

coObITHS, (haKkTa, MOCTYITKA)

Hauanpuuk otaemna (moamucek) N.O0.®Oamunus



oopazey oghpopmnenun 00vACHUMENIbHOU 3ANUCKU
ogopmasiemcs, Kak npasuio, om pykKu

IHosicHUTEABLHASA 3AIINCKA

K npoekTy pemenuss Codpanus nenyTaToB JIGHUHCKOTO cenbcoBeTa
Kacropenckoro paitona «O BHECEHMM U3MEHEHUN U 10noJHeHUH B [lonoxenue
00 yCTaHOBJIEHUU CUCTEM OIUIATHI TPYAa pAOOTHUKOB MYHULIUTTAIbHBIX

6IOI[}KCTHBIX N Ka3€CHHBIX yqpen(z[eHHﬁ»
consultantplus://offline/main?base=RLAW417;:n=25104;fld=134;dst=100012

TEKCT

HauMEHOBaHHUE JOKHOCTHU
COCTaBUTENIS MNOJINCH N.0. Gamuusg


consultantplus://offline/main?base=RLAW417;n=25104;fld=134;dst=100012
consultantplus://offline/main?base=RLAW417;n=25104;fld=134;dst=100012
consultantplus://offline/main?base=RLAW417;n=25104;fld=134;dst=100012
consultantplus://offline/main?base=RLAW417;n=25104;fld=134;dst=100012

obpazey oghpopmaeHun NOACHUMENTbHOU 3ANUCKU

[Tpunoxenue Ne 4

K MHCTPYKIUU 1O JIEJIONPOU3BOJCTBY

B AaqMuHucTpanuu JICHUHCKOTO CellbCOBETa
Kacropenckoro paitona

YTBEPXJIAIO

I'nmaBa JIeHMHCKOro celbCOBETa
Kacropenckoro paitona

(moammck) N.0. damuus
JaTa

AKT

o 201 N

OO0 yHHYTOXKEHHUH OJIAHKOB TTHCEM
Anmunuctpanuu JICHUHCKOTO CellbcoBeTa
Kacropenckoro pariona

OcHoBanne: MHCTpyKUMST 1O  JAEJNONPOU3BOACTBY B AJIMUHHUCTpPALNU
Jlenunnckoro cenbcoBeTa KacropeHckoro paiioHa ot Ne

CocTaBJieH KOMHUCCHUEH:

[Ipencenarens:
®ammnus U.0O. — I'nmaBa Jlennnckoro cenbcoBeTa KacropeHnckoro paitona

YJ1eHbI KOMUCCUU:
damvumus N.0. 3aM. ['maBel JIeHMHCKOTO CcenbcoBeTa
KacropeHnckoro paiioHa

®amunusa 1.0. [JIaBHBIA  CIIEUANIUCT-3KCHEPT AJIMUHUCTPALIMU
Jlennnckoro cenbcoBera KactopeHckoro paitona

davmmus 1.0.



ITpucyrcrBoBasm: @amunusa N.O. - rmaBHbBIM CIEIHAIACT-3KCIIEPT

brmankn nucem AnmuHuctpanuu JleHMHCKOro — cenbcoBera KacTtopeHCkoro
paiiona 3a Homepamu: 000000,....yHUYTOKEHBI B CBSI3M C JONYIICHHBIMHU
OLIMOKaMH MPHU UX 0QOPMIICHHUH.

Crioco0® yHUUTOXKEHUS : U3MENIbYCHUE.

Mecto U BpeMs YHHMUTOXKEHUA: AIMHUHHUCTpanus JIEHMHCKOro  CelbCcoBETa
Kacropenckoro pationa, B 16.00

IIpencenarens KOMUCCUH:
(ums1, oTyecTBO, hamuIus)

UJieHbl KOMUCCHUU:
(ums1, OTYECTBO, (paMUITHS)

(ums1, oTyecTBO, hamuIns)

(ums1, oTyecTBO, hamuIins)



AnmMunucTpanusa JISHUHCKOTO
cenbcoBeTa KactopeHckoro paitona

AKT

Ne

O BBIJIEJICHUH K YHUYTOKEHUIO
apXMWBHBIX JOKYMEHTOB, HE TIOJIEKAIINX
XpaHEHUIO

Ha ocHoBaHUM

oopazey oghopmnenun akma

VTBEPXIAIO

I'maBa JIeHMHCKOIO CE€IbCOBETA

KacropeHnckoro paitona
N.0. Gamuusa

«

»

20 T

(HCZS@CZHMe U 8bIXOOHbIE OAHHbIE nepevyns OOKyMeHWIO@ C yKasarnuem

CPOKOB UX XPAHEHUSL)

OTO6paHI>I K YHUYTOKCHHUIO KaK HC HMMCIOIIUC HaquO-HCTOPHqCCKOﬁ OCHHOCTH

" YTPpAaTUBIIHUC IIPAKTUYICCKOC 3HAUCHUC JOKYMCHTHI (I)OHI[a No

(nazeanue gponoa)

No

11/11

3aroJIOBOK aeia
(rpynmoBoi
3aroJIOBOK
JIOKYMEHTOB)

Tonwl

NoNe
OTIHCH
(pu
BbIJICNICH
UU K
YHUYTOXK
EHUIO
JOKYMEH
TOB TIpU
MOATOTOB
K€ JIeJT K
nepeaaye
B apXUB
opraHusa
1,
rpada He
3amoJIHse
TCS)

Ne en.xp.
o
OMHUCH
(MHIEKC
o
HOMEHKII
aType
nen)

Konu-

YeCTBO

el. Xp.
(mem)

Cpoku
XpaHEHUs
u NeNe
cTaTteu

0 TIEPEYHIO

[Tpume-
YaHUs




Uroro ed. xp. (men, RJIEKTPOHHBIX AEN) 3a
TOIBI.

(yughpamu u nponucwio)

Onucu JAen TMOCTOSHHOTO XpaHEHUs 3a TOZBI

yrBepxkaenbl DK apxuBnoro ynpasnenus Kypckoit o6nactu

(IPOTOKOJI OT N )

(Haumernosanue doncrocmu (noonucy) (pacwugposxa noonucu)

PYKogoOoumens apxusa (muya,
OMBEMCMBEHHO20 30 APXUB)

COT'JTACOBAHO YTBEPXIEH

ITpoTokon DK AaMuHucTpauuu [TpoTtokon DIIK apxuBHOTO
JIeHuHCKOro cenabcoBeTa ynpasnenus Kypckoii obnactu
Kacropenckoro pariona

OT Ne OT Ne
JIOKyMEHTBI B KOJTUYECTBE en. Xp.:
- Ha OyMa)XHOM HOCHTEJIE BECOM KT

CIaHbl HA YHUYTOKCHHC,
- Ha 3JICKTPOHHOM HOCHTCIJIC CIaHbl HA YHHUYTOKCHHUC

(cnocob yHuumooicenus)

(raumenosanue oondxcrnocmu (noonucw) (pacwugposxa noonucu)
pabomHuka, coasuiezo

OOKYMEHmbl)

(oama)

HN3meHeHus B YUYCTHBIC JOKYMCHTBI BHCCCHBI.

(HaumeHoBaHUE OOJIHCHOCMU (noonucs) (pacwugpposrxa noonucu)



pa60mHu1<a apxuea, eHecuileco
USMEHEHUA 6 YUEMHbLE OOKyMeHWlbl)

(oama)

oopazey oghopmnenua akma o 6vl0ej1eHUU K YHUUMOHCEHUIO 0OKYMEHM 08,
He nooaeMcauux XpaHeHuro



YTBEPXJAIO
I'naBa JIenmHCcKOro ceibcoBeTa
Kacropenckoro paiiona

(momuck) (pacumpoBKa MOAUCH)

JlaTa Ileuats

AKT
Ne
npreMa-rnepeayn
aApPXUBHBIX IOKYMEHTOB
Ha XpaHCHUE

VTBEPXJIAIO
Yrpasisronun aenaMu
Anmvunuctpanuu KactopeHckoro

paiioHa
(moamuce) (pacumdpoBka moammcy)
JlaTta IleuaTh

(ocHOBaHMeE Mepeaayn)

(Ha3BaHuWe mepenaBaeMoro GpoHza)

cran,

(Ha3sBaHMe opraHunsauuu, nepesatoLLeit 4OKYMEHTbI)

(Ha3BaHME OpraHU3AINH, IPHHUMAIOIIEH TOKYMEHTHI)

IMPUHHUMACT Ha XPaHCHHUC JOKYMCHTHI 3ad

CIIPABOYHBIN armapar K HUM:

roabl 1 HAYYHO-

Ne HasBanue, Homep KomnuectBo | KonmnuectBo | Ilpumeuvanus
/I OTIHCH IK3EMILISIPOB end. Xp.
OMHUCH
1 2 3 4 3)
Htoro npunrsaTo ex.Xp.

Ilepenauy npoussenu:

(momxHoCTh ) (TIOIHCH) (pacmncppOBKa
TIOJITIVICH)

JlaTa

[Ipuem npoussenu:

(TOIKHOCTD)
TTOJTITHCH )

Jlara

(monrmuce) (pacmmdpoBka

®onay npucBoeH Ne
N3meHeHus B yueTHbIE IOKYMEHThI BHECEHBI.

(MOKHOCTD)

(Tmoamuce)

(pacuudpoBKa HOMHCH)




JlaTa

oopazey ohopmaenus akma npuéma-nepeoauu apxXueHvlX 00OKYMeHmMOo8 HA
XpaHnenue

AnmMuHUCTpalusa JICHUHCKOTO CEJIbCOBETA
KacTopeHckoro paitona

(HauMeHOBaHUE OpraHU3aIHN)

AKT

(mMecTo cocTaBieHHS)

0 BbIa4e J1€J1 BO BpEMEHHOE
moJIb30BaHHue

(HaI/IMeHOBaHI/IC OopraHu3anuu,

ee aJipec, TIOYTOBBII HHAEKC)

OcHoBaHUeE

JIJ1s1 KakoM 1eJIN BbIIAIOTCS
neia

Brigatores cnegyromue efn. xp. u3 ponga No

(Ha3Banue GHoHA)

Ne |Onuce Ne| En. xp. 3arojoBOK €11. Xp. Kpaiinne |Konuuects|[Ipumeua
/1 Ne JaThI 0 HUE
JUCTOB
(Bpems
3By4YaHUS,
METpax)

1 2 3 4 5 6 I




Bcero Bbimaercs en. Xp.,
(mdpamMu ¥ TPONHUCHIO)
CPOK BO3BpaIlICHUS

I[eJIa BbI/IaHbI B YHOPAJOUYCHHOM COCTOSHHH, ITOAIIWNTLI, B O6JIO)KK3.X, C
IMPOHYMCPOBAHHBIMU JIMCTAMH U 3aBCPUTCIILHBIMU HAAIIHUCAMU.

HOJ'Iy‘{aTeJIB O6H3yeTCSI HE MPCAOCTABIATL €], TOJTYUCHHBIX BO BPEMCHHOC
ITOJIB30BAaHUC, AJIA 3aHATUHN IMOCTOPOHHHUM JIMIaM, HC BbIAdBaTh 11O HUM KOHI/IfI,
BBIIIMCOK W  CIIPpaBOK, HC Hy6JII/IKOBaTB AOKYMCHTEI oe3 paspeuiCHuA
OopraHu3anuu, BBIHaBHIGﬁ Jeia.

HOJ’Iy‘{aTCHL 06$I3y€TCSI BCPHYTH JI€JIa B apXuB OpraHru3anuu B YKa3aHHBIﬁ B
aKTC CPOK.

HOJ’Iy‘-IaTeJIB NpeaAypeCIKICH 00 OTBETCTBEHHOCTH IIO 3aKOHY B ciIy4dac
yTpaThl HIIA IIOBPEKACHHUS ITOJTYUYCHHBIX BO BDEMCHHOC I10JIb30BaHUEC ICII.
HaumenoBanue JOJDKHOCTHU HaunmenoBanue JOJDKHOCTHU
PYKOBOJUTECIIA OpraHru3aluu, PYKOBOJAUTECIIA OpraHru3aluu-
BBIJAKOIICTO AcJIia IoJIydaTciisa

(oxmuch) (pacumdpoBKa MOIMUCH) (moamuck) (pacumgpoBKa IMOMUCH)
Hara Jara

I'epboBast meuaTs OpraHu3aluu
OpraHu3aIiu

Beian nemna no nopy4eHHuI0 pyKkoBOICTBa

PykoBoaurens apxuBa
opraHu3zamuu (1o,
OTBETCTBEHHOE 32 apXUB)

I'epOoBast meuaTh

(HaMMEeHOBaHME OpraHU3AIHNN)

(pacmugpoBKa MOAUCH)



[arta

[TpuHsn nena no NOpy4eHUI0 PyKOBOJICTBA

(HanMeHOBaHUE OpTaHHM3ALIHN)

PykoBonurens apxusa
opraHuzanuu (JuIo,
OTBETCTBEHHOE 32 apXUB)

(Troancs) (pacum¢poBKa ITOIICH)

Harta

I[eﬂa BO3BpAllICHbI B ITOJIHOM o0beMe U COXpPAaHHOCTHU.
CJIEUI MO IOPYUYCHHUIO PYKOBOACTBA OPIraHU3aAITUN-TIOTYHATCIIA.

PykxoBoauTens apxuBa
opranuzanuu (JIaIio,
OTBETCTBEHHOE 32 apXMUB)

(Tmoauce) (pacumgpoBKa IOIUCH)

Jata

[TpuHsT IO TOPYYEHHIO PYKOBOJICTBA OPTaHM3AIINH, BBIIABIIEH Jerna.

PykoBoaureins apxuBa
opranuzamuu (Ju1o,
OTBETCTBEHHOE 32 apXHB)

(Toamucs) (pacumgppoBKa MOIUCH)

Hata




oopazey ohopmaenus akma o evioaye 0ejl 60 8DEMEHHOE NONb306AHUE

[Tpunoxenue Ne 10

K UHCTPYKIIMH T10
JIEIONTPOU3BOJICTBY

B AZIMUHHCTpAaMu JICHUHCKOTO
cenbcoBeTa KactopeHckoro
paiioHa

[IPUMEPHBIN [TEPEYEHB
JOKYMEHTOB, ITIOJUIEXXKAIIMX Y TBEPXEHHIO

Ilepeuenr mnopyuenui InaBel JlenmHckoro cenbcoBera KacrtopeHckoro
paiiona. [Iporpammsl (TTpoBeCHUS MEPOIIPUATH, pabOT U Jp.).

[Tnans! (pabOTHI KOJUIETHIA, COBETOB U JIp.).

[Tonoxenus (0 CTPYKTYPHOM MOJpa3eiIeHUH, IPEMUPOBAHUH U JIP.).

YcTaBbl yUpeKACHUM, OpPraHU3avin.

NHcTpykumu, npaBuia (IOTKHOCTHBIE, MO JEJIONPOU3BOJCTBY, TEXHUKE
0e30MacHOCTH, BHYTPEHHETO TPYAOBOIO pactopsika u Jip.).

CrpykTypa, IITATHOE PACIUCAHUE U IITaTHAS YUCICHHOCTh U U3MEHEHHUS K
HUM.

[lepeunn (momKHOCTEN PaOOTHUKOB ¢ HEHOPMUPOBAHHBIM pabOUYMM JTHEM;
00BEKTOB, NIEpPeIaBaeMbIX B MyHUIIUTIATBHYIO COOCTBEHHOCTD, U JP.).

Cwmetbl (pacxo0B Ha COJEp)KaHUE armapaTa YIpaBji€HUs, 3AaHUM, Ha
IPOBEJAECHUE MEPONPUATUIA, Ha KAaIUTAJIbHOE CTPOUTENBCTBO U P.).

TapudHbie cTaBKH.

Pacnienku (Ha mpou3BoACTBO paboT U Ap.).

AKTBI (IpOBEPOK M PEBU3UN, OKCIEPTU3bI, MpUEMa 3aKOHYEHHBIX
CTPOUTENBCTBOM OOBEKTOB, TMepeaadyu JeN, JUKBUAAINH OpraHU3aIlNid,
YUPEKJICHUM, NPENPUATHI).

3amanuss (Ha TNPOEKTUPOBAHUE, KAaNUTAJIbHOE CTPOUTENBCTBO, HA
MIPOBEJICHUE HAYYHO-UCCIIEI0BATEILCKUX PAabOT, TEXHUYECKUE U IP.).

HopMatuBsl (371€KTpOIHEPTHH, YNCICHHOCTH PaOOTHUKOB, Pacxoja ChIPbS,
MaTepHuasoB, U Jp.).

OtyeThl (0 MPOU3BOACTBEHHOW MESITEIBHOCTH, KOMaHIMPOBKAaX, HAy4HO-
HCCIIeIOBATEIbCKUX padoTax u Jp.).



[Tpunoxenue Ne 6

K MHCTPYKIUU IO JIEJIONPOU3BOJCTBY
B AaMuHucTpanuu JICHUHCKOTO
cenbcoBeTa KactopeHckoro paiioHa

OCOBEHHOCTHU HAIIMCAHUA JAT U YUCEJL, HACTO
YIHOTPEBJSIEMBIX COKPAIIIEHUH CJIOB,
3HAKOB OBO3HAYEHUA
EJIWHUAI] N3SMEPEHUSA, PAMUINNA 1 UMEH

Cnocoovl oamupoeanus 00KymeHmos

CrnoBecHO-LIMPPOBOM CIMOCOO JATUPOBAHUS MPUMEHSETCS MPHU HAMHCAHUH
JaT B TEKCTax IIPaBOBBIX AaKTOB, IPOTOKOJOB, MOPYYEeHMH, (PUHAHCOBBIX
JOKYMEHTOB, IMHCEM, CIYKEOHBIX 3alUCOK, TejaerpamMMm (Hampumep: 21 HOsSOps
2015 r.).

Hudposoit crmocod maTUpoBaHUS HCIOJB3YETCS TMPU BU3UPOBAHUM,
HAITMCAHUU PE3OJIIOIUI, TPOCTABIEHUN OTMETOK O TIPOXOXKIACHUHU U UCTIOJTHECHUH
JIOKYMEHTa, Trepeaade teiaedoHorpamm, opopMIICHUHN 3aKa30B Ha Pa3MHOKECHHE
JIOKYMEHTOB U B MHBIX ciy4asx. [Ipu 3TomM maTa mpocTaBisieTcsi TpeMs mapamu

mudp, pa3feieHHBIX TOYKAMHU, B TOCIEIOBATEIBHOCTH: YHUCIO, MECHI, TOJ
(mampumep: 21.11.2015).

Ogopmaenue oam 6 mexkcmax 00KymMeHmos

JlaTel ¥ KaJleHJapHblE CPOKM B TEKCT€ IPOEKTOB JOKYMEHTOB
PEKOMEH/IyeTCs MUCATh CASAYIOIMHUM 00pa3oMm:

3 Hosi6pst 2015 1., B HOs1Ope 2015 1., B mepBom momyroauu 2015 1., B I
kBaptasie 2015 r., Ho: 3a 11 MmecsaueB 2015 roga, B 2015 roxy, 6romker Ha 2016
roa, ¢ 2015 mo 2016 rox, B 2015 - 2016 romax.

B Ha3BaHusX Mpa3IHUKOB M 3HAMEHATENBHBIX J1aT C MPOMUCHOU OYKBBI
MUIITYTCS TIEPBOE CJIOBO M MMeHa coOcTBeHHBIE: BockMoe mapta, HoBrhril rog,
Jlenb poccuiickoii meuatn, HO: Jlenp [loGenbr, PoxxaecTBo XpucTOBO.



Ecnu HavanbHOE MOPSIAKOBOE YHMCIMTEIBHOE B TAKOM HA3BaHUU HAIKCAHO
nu@dpoil, TO ¢ MNPONUCHON OYKBBI MHIIETCS CJIEAYIOIIEe 3a HHUM CIOBO.
[lopsikoBO€ YMCIUTENLHOE IPU 3TOM HE UMEET HapaileHus, 8§ Mapra.

[lopsankoBble YUCIHUTENbHBIE, 00O3HaYaemble apabCkuMu 1LUppamu,
MUIIYTCS ¢ HapameHuem: 8-l psa, 90-e roxabl. IlopsaKOBBIE YMCIUTENBHBIE,
o003HayaeMble pUMCKUMHU LUpamu, numyTcs Oe3 Hapamenusa: Il ouepenb
CTPOUTENBCTBA.

Ecnu moapsan wayT aBa NOPAIKOBBIX UYHCIUTENBHBIX, O00O3HAYEHHBIX
apaOCKUMHU HU(ppaMU U pa3JEJIEHHBIX 3aMSITOW WIM COEJUHEHHBIX COH30M,
Ma/Ie)KHOE OKOHYAHUE HApalIMBAETCA y KaXJI0ro, Hapumep: 5-u, 6-i kiacc; 9-e
u 10-e kiaccol; B 8-i1 U 9-11 KJj1acc; COBETHUKU TOCYJaPCTBEHHOM CITY>KOBI 2-T0 U
3-ro KJIacCOB.

Ecnu Heckonbko (0osee ABYX) MOPSAIKOBBIX YUCIUTENbHBIX, 0003HAUEHHBIX
apaOckumu 1MdpamMu, UAYT TOAPAN, NAASKHOE OKOHYAHHME HapalluBaeTcs
TOJILKO y TOCJIETHEr0, Hampumep: yudeHUku 5, 7, 9-x KiaccoB; pedepeHTb
roCy/IapCTBEHHOM CITy*ObI 1, 2 1 3-r0 K1accos.

Ecniu 1Ba TOPSAOKOBBIX YHUCIMTENbHBIX, OOO3HAUYEHHBIX apaOCKUMU
mudpamMu, HaMMCaHbl 4Yepe3 TUpE, TO IMaJIeKHOE OKOHYAHHWE HapalluBaeTcs
TOJIbKO y BTOporo, Hampumep: 8 - 10-e kmaccel, 80 - 90-¢ roasr, B 30 - 50-x
rojax.

He Ttpebyror Hapamienuss nNafeXHbIX OKOHYAHMM Takue TMOPSIKOBBIE
YHUCIUTEIbHBIE, 0003HAUCHHBIE apabCcKuMu U pamMu, Kak HoMepa TOMOB, TJIaB,
CTpaHUl, WUIIOCTPALN, TMPUIOKEHUA U T.M., €CIU POAOBOE CJIOBO
IPEALIECTBYET YUCIUTENBHBIM, HAIIPUMEpP: B TOME 6, B IJ1aBe 5, Ha cTpaHuIe 85,
Ha pUcyHKe 15, B Tabnuie 8, u3 npuioxeHus O.

Pumckumu 1udpamu (0e3 HapamieHuss NTaASKHOTO OKOHYAHHS) I10
TPaIULIUA TPUHATO 0003HAYaTh BEKa, KBapTalbl, TMOPSAIKOBBIE HOMEpPaA
KOH(EepeHIi, KOHIPECCOB, MEXKIYHAPOAHBIX OOBCAMHEHUN, accamOJIeH,
TOJIOBILWH, CIIOPTUBHBIX COCTSA3aHUM, HAIIPUMED:

XXI Bek, XIX - XX Beka, XX cTojeTHe

1 xBaptan, II kBaprain, III kBaptan, IV kBapran

X MexayHapoaHbIA ACTPOHOMUYECKHUIN ChE3]T

XII Onumnuiickue Urpsbl

XXV Bcemupnas accambiies 31paBoOXpaHeHUS

Hanucanue uucen

JUisi HamuWcaHWsl YHUCENl UCIOJIb3yeTcs OyKBEHHas (YeThIpe MHUIIYIUE
MamuHel, 1aTh [[9BM), mudposas (25 TIOBM, 20 mnedaTHBIX JHUCTOB) H
oykBeHHO-IM(poBas (130-TeICSUHBIN) POPMBI UHCET.

bykBenno-mmdpoBast Qopma umcen peKOMEHAyeTcs Uil 0003HAYCHUS
KPYIHBIX KPYTJIBIX YUCE B BUJIE COYETAHUS UMD C COKPAIICHUSIMU: ThIC., MIIH.,
MJpI.: 5 ThIC. pybnei, 12 miuH. pybmne#t, 20 Mmapa. pyOIiei.



CocTtaBHbIE KOJTMYECTBEHHbBIC YUCIUTEIbHbBIC MMUIIYTCS Pa3/IeIbHO B TIOJHOU
WU COKpamieHHOM ¢dopme: OJUH MUJUTMOH JEBATHCOT COPOK TATH THICSY
IECTHCOT COPOK OJIUH pyoIib (1945641 py0.)

B Tekcte cocTaBHBIE KOJIMYECTBEHHBIC YHCIUTEIbHBIE PEKOMEHIYETCS
nucath nudpamu, a B Hauase ad3ara - CJI0BaMHU.

Ecnau mpu yucne naHo cokpallleHHOEe O0O3HAUYeHHE CAWMHUIIBI U3MEPEHUs,
YHUCIIO (J1a’ke OJTHO3HAYHOE) JOJDKHO OBbITh AaHO Iudpamu, Hanpumep: 3 1, 12 T,
580 kr.

Ecnu B mpemnoxenun, Hapsay C OJHO3HAYHBIMHM, YACTO BCTPEYAIOTCS U
MHOT'03HAYHbIE KOJIMYECTBEHHBIE YUCIUTEIIbHBIC, B HENSIX YHUDUKALIMY CIETYET
U OJIHO3HAYHBIC KOJWYECTBEHHBIC UHCIUTENbHBIE MHCaTh IUdpamu, 3a
UCKIIFOUCHUEM YUCIIUTEIIbHBIX B KOCBEHHBIX TMaJIeKaX, HAIPUMED: B OMOJIMOTEKY
noctynuio 5 [I9BM, a B apxuB - 3 win: B OMOIMOTEKE HE XBATAE€T TPEX MAIIIUH,
a B apXuBe - JABYyX.

HaszBanus enunui; usmepeHuss B TekcTe akToB ['yoepHaTopa Kypckoit
00JaCTH PEeKOMEHAYEeTCs MHUCaTh: 5 ThIC. METPOB, 16 ToHH, 120 kB. MeTpoB, 60
Ky0. MeTpoB, 20 MJIH. TOHH; B IPUJIOKEHHAX - COKpAIIEHHO: 5 ThiC. M, 16 T, 120
KB. M, 60 ky6. M, 20 MJIH. T.

Cy1iecTBUTENIBHOE TIOCHIE APOOHOTO 4HCIA COTJIacyeTcs ¢ JIpoOHOU ero
YaCThIO U CTABUTCS B POJAUTEIHLHOM MajekKe eIMHCTBEHHOI0 yucna: 28,5 Metpa,
46,2 kB. MeTpa, HO 28,5 ThIC. METPOB.

[Tpu 0603HaYeHNH KOJMYECTBA MPEIMETOB, a TaKKe KOJUYECTBA JIIOJIed He
ynotpebsitoTcss cimoBa "mTyk", "demoBek'": 10 aBToMOOWIIEH, a HE IITYK
aBTOMOOMJIEH; 5 MPOrpaMMHUCTOB, a He 5 yeJoBeK mporpammucToB. Ho numercs:
10 mucToB OGymarm.

CiioKHBIE CYIIECTBUTENIBHBIE W MPHJIAraTelibHble, HMEIOIINE B CBOEM
COCTaBe YMCIUTENbHBbIC, mumyTcs: 150-nmetne, 3-mMecsyHbI Cpok, 25-
IPOILICHTHBIN, 3-THEBHBIN, 1-, 2- U 3-CEKIIMOHHBIC MKA(HI.

Ecnau B 1OKyMEHTE BCTPEUYarOTCSl BBIPAXKEHUS C YUCIUTEIbHBIMU TUMA 1,95
paza, To B TOM J>K€ JOKyMEHTE MOJO0OHBIE UYUCIUTENbHbIE, KOTOpPhIE OOBIYHO
pPEKOMEHyeTCs MUCATh CI0BaMU, TaKKe MUIIYTCS [MUppaMH, HAIPUMEP: ... IPU
YBEIWYEHUU CKOpOCTU B 1,95 pasza mpou3BOAUTENBHOCTh TPYJa YBEIUYUTCS B
1,5 pa3a ... (HO He B MoOJITOpa pasa).

Uucna mnpubIu3UTENbHBIE, KOTJIa OHU CTOST HAa BTOPOM  MECTE,
PEKOMEHIyeTCs MICaTh CIIOBAMH, HAIPUMED: ... TIOJIYYCHO MayeK JIBECTU OymMaru
.ss .. UETIOBEK TPHUCTA.

Mexnay dacTaMM JIBOMHOIO HOMEpa Jajiee CTaBUTCA Kocas 4epra,
Harpumep: Yexosa yi., 1. 90/12.

Jlutepa nuImeTcss CIMTHO C HOMEPOM JioMa, Hampumep: BopotHuii niep., 1.
7Ta.

3Haku HOMepa, maparpada, TPOIEHTOB, TI'paayca, MUHYTBI M CEKYHIbI
CTaBSATCS TOJBKO MpHU mu]Ppax, K KOTOPEIM OHU OTHOCSITCS, U B 3ar0JIOBKax rpad
TaOIMYHBIX (HOPM.

Korna mudpse! nuiytces cioBaMu, 3HaKW Homepa, naparpada, mpolueHTOB U
T.I. TAKXKE MUIIYTCS CIIOBAMM.



3naku N, % ¥ T.4. IpU HECKOJBKHUX 4YMciax (T.e. KOrja oHM 0003HAYaIOT
COOTBETCTBYIOIIME TMOHSTHS BO MHOKECTBEHHOM YHCJIE) HE YABAaUBAIOTCS H
CTaBATCS TOJIBKO OJIUH pa3, 10 WU MOCJIE psiJia Yuced.

Matematnyeckue 0003HaUeHUS =, <, >, +, - H Jp. JOIMYCKACTCS MPUMCHSITh
TOJIbKO B (opMyliax; B TEKCT€ JOKYMEHTOB HMX HEOOXOAMMO TiepeaaBaTth
cioBamu "paBHo", "MeHnbie", "0omabmie", "mitoc", "Munyc".

[Ipu odopmieHnn nart, KajaeHIAPHBIX CPOKOB, JICHEKHBIX BBIPAXKCHHUH, a
TaKK€ B Ha3BaHUSIX MPA3THUKOB U 3HAMEHATENIbHBIX JaT HE PEKOMEHAYeTCs
OTPBIBATh CJIOBECHBIC BBIPAKEHUS OT HUMPOBBIX, MEPEHOCUTHh HUX Ha JPYTYIO
CTPOKY WJIA CTPAHHUILY.

He pexomenayeTcss Takke OTphIBaTh 3HAKW HOMepa, maparpada,
MPOIICHTOB, TPajyca, MUHYThI U CEKYHbI OT COOTBETCTBYIOIIUX UDD.

B oatux mensx Mexay UMPpOBBIMH U CIIOBECHBIMH BBIPAKEHUSMHU
MIPOCTABIISIETCS JKECTKUM MPOOEII.

[Ipu nonrotoBke akToB  AJMHUHHCTpanuu JIGHHWHCKOTO  CEJIbCOBETa
KacTopenckoro paiioHa W WHBIX O(UIIMATBHBIX JOKYMEHTOB (JOTOBOPOB,
COTJIAIIIEHU ) UCTIOB3YIOTCS TIOJIHBIC HAUMEHOBAHUS OPTaHOB MCTIOJIHUTEIIBHOM
BJIACTH.

JlomyckaeTcss MCMOIb30BAaHUE COKpAICHWH HAaMMEHOBaHUM (elepaabHbIX
OpraHOB MCIIOJIHUTEILHOM BJIACTH coryiacHO [lepedHto MONHBIX U COKPAIICHHBIX
HauMEHOBaHUM benepaabHbIX OpraHoB VICIIOJTHUTEILHOM BJIACTH,
YTBEPKICHHOMY COBMECTHBIM Pacnopsbkenuem AnMmunuctpainuu lIpesunenta
Poccuiickoit denepanun n Anmnapara [IpaBurensctBa Poccuiickoit denepannmn
16 uroist 2008 roma Ne 943/788.

B odunumanbHbIX TOKYMEHTaX HE JIOMYyCKAaeTCsl yIOTpeOIeHNuEe COKpaIieHUs
"P®" BmecTo cioB "Poccuiickas @eneparua’.

Hanucanue 6ykeennvix adoopesuamyp

AOGOpeBUATYpPBI, YNTaEMbIC TI0 HA3BAaHUSAM OYKB, HE CKJIOHSIOTCS W IMHIITYTCS
npornucHeiMU OykBamu. Hanpumep: YMB/I, 9BM, I03I'Y, ©T'Y.

AOGOpeBHaTYpBI, YUTAEMBIC IO CJIOTaM, CKIOHSIOTCS M MUY TCS:

a) MPOMHCHBIMU OyKBaMH, €CIM OO0pa3oBaHbl OT MMEHH COOCTBEHHOTO.
Hanpumep: MU/, BAK, (MU 1a, BAKY), a Takxxe ['OCT (I'OCTom);

0) CTpoYHBIMH OyKBaMH, €CId OOpa30BaHbBl OT UMCHH HapHUIATEIHHOTO.
Hanpumep: By3 (By3a).

Bce cokparenust cioB 1 HAMMEHOBAHUN JIOJDKHBI OBITH OOIIETPUHSATHIMHY, a

X HAIIUCAHUC - }IHI/I(i)I/II_[I/IPOBaHO. HaHpI/IMep, COKpaIICHHO 3aIlIMCbIBAOTCA:
1) HazBaHMA eOMHMI M3MepeHMd (Opu umdpax) :

METP - M TOHHa — T
MUJITIMMETP - MM TeKTap - TIa
KMJIOTpPaMM — KI' CeKyHIa - C
TrpaMM - T

LLeHTHep - LI
2) pasanuHble OOOBHAUEHMUS :

objacTe - OOJI. MWMJIJIMOH — MJIH.

paroH - p-H (OpM Has3BaHUM) MUIIIMApPI - MJIPX.
ropon - I'. pydib - p. (py6.)
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IIOCEeJIOK — IIOoC. X(eﬂeBHOJIOpOX(HBIﬂ - X.O.

cejo - c. (ODpM HasBaHMM) CTpaHuia - Cc. (Opu uudpax)
IIPOCIIEKT — IIPOCII.
mjomank - . Tabauua - Tab.

yauia - yil.
npoesn — Ip. PUCYHOK - pPUC.

ooM — n. IOpyroM (mpyrue) - Ip.
KOpPIyC — KOPIl. CMOTPU — CM.

nomee3n - Ion. IIpodee - Ip.

2Tax — BT. UM TOMy HomobHOe — M T.I.
kabuHeT - kab. TO €CTb — T.e.
KOMHaTa - K. M Tak pmajee — ¥ T...
ronm, Tomel — I'., IT'. (npm uudpax)
THICAYA — THIC.

OkpyrieHue YhCIOBbIX 3HAYCHUI BEJIMYUH J10 IEPBOTO, BTOPOTO, TPETHETO
Y TIOCJIEAYIOMIMNX JAECATUYHBIX 3HAKOB JUISI PA3JIMYHBIX THUIIOB, Pa3MEPOB, BUIOB,
OJIHOTO Ha3BaHWUsI, KaK MPaBUIIO, JOKHO OBbITh OfuHakoBbIM. Hampumep: 89,
775; 16,323.

B Hanmcanuu mMeH, reorpaduyecKux Ha3BaHUN, TEPMHUHOB, JOJDKHOCTEH,
YUPEKIEHUM U T.J. JOJDKHO COOJIIOAAThCA €IMHOOOpa3ue MPUHIMIOB U GHOopM
cokparnieHus. Hampumep, mpu cokpameHuu Tmociie 1udp CcIoB TOI, TOIBI,
HEOOXOAMMO COKpallaTh M CJIOBa BEK, Beka Imocie mnudp, o0003HAYAIOIINX
CTOJICTHUS.

Ecoiu B Tekcte damwims HamucaHa ¢ JABYMsS WHUIMATIaMU, HalpUMeEp:
B.B.MBanoB, oHa U B JJaJbHEHUIIIEM JOJIKHA ITHMCAThCS TaKXKe.

He pexomeHayeTcss OTphIBaTh MHUIIMAIBI KIMEHU M OTYECTBA OT (haMUJIUU,
MIEPEHOCUTH UX HA APYT'YIO CTPOKY WJIA CTPAHULLY.

Damunuu u umena

daMuIMK, OKAaHYMBAIOUIMECS HA COTJIACHBIA 3BYK, CKIOHSIOTCS, €CIIH
OTHOCSATCS K MYXYMHAM, U HE CKJIOHSIOTCS, €CIIM OTHOCATCS K JKEHIIMHAM.
Hanpumep: crynenty Kynuky - crynentke Kynuk, y Kapna 3erepca - y AHHBI
3erepc.

YacTble OTCTYIJICHUS OT MpaBUil (HECKIOHSEMOCTh MYXKCKUX (haMUIIUH,
OKaHYMBAIOLIMXCS HAa COTJIACHBIM 3BYK) HAOJIONAIOTCS B TEX CIydasX, KOrna
damMuMs cCO3By4YHa C Ha3BaHHWEM >KHBOTHOTO WIIU MPEAMETa HEOIYIICBICHHOTO
(I'ycs, Pemenn, I'pebenn), BO u30ekaHME€ HENMPUBBIYHBIX WM KYPHE3HBIX
couetanuii, Hanpumep: "y rocm. ['yca", "rocnmoaumny Pemuio". Hepenko B
MOJOOHBIX CIyYasiX COXpaHsAoT (aMUIUI0 B HAYalIbHOW (opMe, HampuUMep:
"Anmuauctpamuss Kypckoil o0mactu  BbIcOKO oueHwio 3aciayru  Cepres
AxoneBuya ['ycp", WJIM BHOCAT HM3MEHEHHMS B JaHHBIA THUI CKJIOHEHWS,
HAIMpUMEP: COXpaHseT B (popMax KOCBEHHBIX MajieyKel Oerblil TimacHbIi 3ByK "O
nooupenun ['pedenst Usana Banosuya".

B nBoiiHbIX (GaMmIMsIX W TCEBAOHMMAX KaxK/as 4YacThb HAUYMHAETCS C
nponucHoil OykBbel. Hampumep: Pumckuii-Kopcako, Hemuposuu-JlanueHko,
Hosukos-IIpn6oii.



Myxckue (aMuiInM, OKaHYMBAIOIIMECS HA TBEPAYID WIH MSITKYIO
COrJIaCHy10, CKJIOHsSTCA. Hampumep: O3zomunr - O3zonunra, Konomwuer -
Konmomuiina, Xmens - Xmens, bep3uns - bep3uns.

Hepycckue dammimy, okaHUYMBAIOUIMECS HA HEyJIapseMylo IJIacHYIo -a, -i
(B OCHOBHOM CIIaBSIHCKME€ W POMAHCKHE), CKIOHSIOTCA, 3a HCKIIOUYEHHEM
(aMuimii, B KOTOPbIX OKOHYAHHUIO -a PEIIECTBYET riacHas -u-. Hanpumep: fn
Hepyna - tBOpuectBo fna Hepyasl, ctuxu Ilabno Hepynbi, Ilerpapka -
ITerpapku, HO: 'apcua, I'ynua.

CnaBgHckue (paMuiINM, OKAHUYMBAIOUIMECS Ha yAapsIeMylo IIacHYIO -a, -,
Takke ckioHstorca. Hanpumep: I'onosas - ['onoBuu, Jlo6oaa - JIo6oab!.

HecnaBsinckue ¢paMuinmm, OKaHYMBAIOIIUECS HA yIapseMylo TJIACHYIO -a, -,
He ckioHstoTca. Hanpumep: roma, 3ois.

@aMUIMA MYXXYWH, CO3BYYHBIE C HA3BAHMEM >XMUBOTHOTO, CKIIOHSIOTCA.
Hanpuwmep: 3asi - 3aiiia, Jledenp - Jlebens, Bonk - Bomka.

He cxnonstorcs pamuinnm, okaHYMBAIOIIKUECS HA -aro, -Aro, -000, -uX, -bIX,
-k0, -oBo. Hampumep: IllamGunaro, Jy6siro, I'mankux, Jonrux, Cenpix,
KpacHsix, Iletpenko, Xurposo, lypHOBO.
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K WHCTPYKIIMH 1O JEIOMPOU3BOJICTBY
B AAMUHUCTpalMK JIEHWHCKOTO
cenbcoBeta KactopeHckoro paitona
Kypckoii o61actu

[TPUMEPHBII TEPEYEHL HEPETMC TPUPYEMBIX
BXOJIAIINX JIOKYMEHTOB

AHKeTbI (pe3ioMe), HaMpaBIsieMbI€ B LIEJSIX TPYJA0yCTPOICTBA.

byxrantepckue mokymeHThl (OyxraiaTtepckas OTYETHOCTb, CYeTa, CYeTa-
(bakTypbl, aKThl CBEPKH B3aUMOPACUETOB, aKThl MPUEMKHU- MEpeauld OCHOBHBIX
CPEACTB, TOBapHbIEC HAKJIAJHBIE.

I'OCTsbl, TexHUYECKHE PETJIaMEHTBl, PYKOBOJSIIWE M JAPYTU€ TOKYMEHTHI 110
TEXHUYECKOMY PErYJIUPOBAHUIO U CTAHJIAPTU3AIUY.

['paduiku, HApsI B, 3aBKU, pa3HAPSIIKH.

JIOKyMeHTBI (MMPOEKTHI JTOKYMEHTOB), TPEOYIOIIHE MOAMUCAHUs (COTJIACOBaHMSI,
YTBEPKIEHHUSA) U MOCIEAYIOIIEro BO3BpaTa.

KonkypcHasi qokyMeHTa1usl.

HayuHno TexHunueckas v mpoeKkTHasi JOKyYMEHTALUSI.

Koppecnonaeniys, agpecoBanHas paOOTHHKAM € IIOMETKOM «JIMaHOY.
[leyatHble wu3maHusi (KHUTH, S>KypHaJbl, Ta3eTbl), KaTaJlOTH, TEXHUYECKas
auTepaTypa, TeMaTHYECKUE U Criel[ualbHble COOPHUKH, MJIAKATHI.



HOBI[paBI/ITCJ'IBHBIe InmMucbMa MW  TCJICTPAMMBI,

IMPHUIIIaCUTCIbHBIC OMJIETEL.

IIperickypaHTBI.

[Iporpammbl KOHPEPEHIIMI, COBELIAaHUM.
Pexnamubie Matepuansl (MMChMa, TUCTOBKHU, TPOCTIEKTHI, OYKIICTHI).
VY4eOHble TIaHbl, TPOrPAMMBI.
®opMbl 1 OJaHKH, B TOM 4ncie GOpMbl CTATUCTUUECKOW W MHOM OTYETHOCTHU

[Tpunoxenune Ne 8

K HMHCTPYKIIMU IO AEJONPOU3BOJICTBY

B AIMHUHHCTpauu JIEeHHHCKOTO

CCJIBCOBCTA KaCTopeHCKOFO paﬁOHa

Kypckoii o61actu

0J1arogapcTBEHHBIE

ImIchbMa,

KYPHAJI PETUCTPALINMU ITOCTYITAIOIIIMX JOKYMEHTOB

No [ara Ot koro Kpartkoe Pezomronus Howmep nena,
0\l | peruCTpallii| TOCTYMUI, = COJAEP)KaHHE | PYKOBOACTBA(KOM | € HaXOIUTCS
nata u Ne NOKYMEHTa |y U KOrjJa IepefaH | JOKYMEHT Win

TOKYMEHTa JOKYMEHT IS KOIHS

VICTIOJTHEH U ) JIOKYMEHTA.

OtmeTKa 00

WCIIOJTHEHUHN

1 2 3 4 3) 6




obpazey JHcypHana pecucmpayuu nOCMynaruux 00KyMeHmos
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K WHCTPYKIIUH TIO JICIIOTPON3BOICTBY
B AnMuHucTpanuu JIeHMHCKOTO
cenbcoBeTa KactopeHckoro paiiona
Kypckoii o61actu

XKYPHAJI PETUCTPALIMN OTIIPABJIAEMbBIX TOKYMEHTOB

Ne Jara Komy Kpatkoe [pyrue otmeTku
N\IT |peTUCTPAIK | HANPaBJICH | COJepIKaHUe
JOKyMEHTa

1 2 3 4 3)




obpazey Jcypuana pecucmpauyuu OMNPAGAAEMbIX 0OKYMEHMO8
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K MHCTPYKIUU IO JIEJIONPOU3BOJCTBY
B AnMuHucTpanuu JICHUHCKOTO
cenbcoBeTa KactopeHckoro paiioHa

AnmMunucTpanus JICHUHCKOTO VTBEPXJIAIO
cenbcoBeTa KactopeHckoro ['maBa JIeGHMHCKOTO CeJIbCOBETA
paiioHa N.O0.®amunus
JlaTa
HOMEHKJIATYPA JIEJI
Ha roj
12588 3aroJIoBOK Jena KosmmuecTBo Cpok IIpumeuanus
AeK TOMOB, XpaHEeHHsI
¢ (dacteit) u Ne
pI(SA |
q CTaThH 110
MEPEYHIO
1 2 3 4 5

Ha3zBanmue pasznena

3amectutenb ['1aBel AJIMUHUCTPAITUN

JleHnHCKOTO CcenbCcoBETA Ilongnuce N.0.damuus

Buza
(IMLa OTBETCTBEHHOI'O 3a apPXUB)

COI'TACOBAHO

[TpoTokon DK AaMuHUCTpanuu
JIGHMHCKOT0 CcelbCoBETa
KacropeHnckoro paiiona

YTBEPXJIEHA
[TpoTokon DIIK
apXWBHOTO yIpPaBJICHUS
Kypckoii o6nactu




oT No oT No

Nrorosas 3anuchk 0 KaTeEropusix U KOJIMYECTBE JEN,
3aBefieHHbIX B 20 roay B AaMuHHCTpannu JICHUHCKOIO CeJIbCOBETa
Kacrtopenckoro paitona Kypckoii o61actu

ITo cpoxam xpaHeHus Bcero B ToMm unce:
NEepEeXOAALINX C OTMETKOMN
HSHKH
1 2 3 4

Ha 6ymaxHom HOcuTene
(mpu HaMMYUU TUOPUAHBIX JeJ1, TOM(2) Ha OyMa)KHOM HOCHUTEJIE YUUTHIBAIOTCS B
paznene Tabnuiel "Ha 6ymaxkHom Hocutene", ToM(a) Ha 3JIEKTPOHHOM HOCHUTEIE
YUUTBHIBAIOTCS B pasjielie Tabuuibl "IIeKTPOHHBIX"):

ITocTogHHOIO

Bpemennoro (cBbime 10
JIeT)

Bpemennoro (10 10 ner
BKJIFOUUTEIIHHO)

DJIEKTPOHHBIX
(Mpu HANMMYUU TUOPUTHBIX 1€, ToM(a) Ha OyMakHOM HOCHTEJIe YUUTHIBAIOTCS B
paznene Tabnuiel "Ha 6ymakHom Hocutene", ToM(a) Ha 3JIEKTPOHHOM HOCHUTEIE
YUHUTBIBAIOTCS B pazjielie TaOauIbl "DIeKTPOHHBIX"):

IlocTostHHOTO

Bpemennoro (cBbime 10
JIET)

Bpemennoro (g0 10 net
BKJIIOUUTEJIHLHO)

NTOI'O:

3amectutenb ['1aBel AJIMUHUCTpAIIUN
JIGHMHCKOTO CeJIbCOBETa IHoamuce HN.0. damunusa

JlaTa
HrtoroBsie cBeieHUS MEPEIaHbl B apXUB.
OTBETCTBEHHBI 32 apXUB [Tonnuce N.0. ®amunus

JlaTa



oopazey oghopmnenus HomenKIAMYpPLL e
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K MHCTPYKLMU IO AEJONPOU3BOJICTBY
B AIMUHUCTpauuu JIeHnHCKOrO
cenbcoBera KactopeHckoro paiiona

(HCZMM@HO@CIHM@ MYHUYUNATTBHO20 apxuea)

(HaumenosaHue opeana mecmno2o camoynpasierus Kypckoti obaacmu)

(HaumeHoBaHUE CIMPYKMYPHO20 NOOPA30eeHUs)

JIEJIO N TOM Ne

(3aconosox dena)

(kpatinue damol)

Dong Ne Ha JUCTAX

Onuch No XpaHUTh

Jleno Ne




oopazey oghopmaenusn 0010xcKu 0ena NOCMOAHHOZ0 U 6PEMEHHO20
(cBblwe 10 neT) xpaHeHus

[Tpunoxenue Ne 12

K MHCTPYKIIUU T10 JETONPOU3BOACTBY
B AnmuHucTpauuu JICHUHCKOTO
cenbcoBeTa KacropeHckoro paitona

JIMCT-3ABEPUTEJIb AEJIA Ne

B nene nmogmuTo u npoHyMepOBaHO JIUCTOB
(yuppamu u nponucwvio)
¢ No o Ne , B TOM YHCJIE

JIUTCPHBIC HOMCPA JINCTOB

IMpOmymecHbI HOMCpaA JINCTOB

+JIHUCTOB BHYTpeHHeﬁ OIINCH

Oco0eHHOCTH (PU3NIECKOTO COCTOSHUS B (HOPMUPOBAHHUSI Homepa
nena JIUCTOB
1 2
(haumenosanue donocrnocmu (noonucw) (pacuwugpposka
pabomHuxa) noonucu)

JlaTa




oopazey ohpopmnenun nucma-3aseepumens oena

[Tpunoxenune Ne 13

K MHCTPYKIIUU T10 JEIONPOU3BOACTBY
B AnmuHucTpanuu JICHUHCKOTO
cenbcoBeTa KactopeHckoro paitona

BHYTPEHHSASA OIINCH

JdoxkymeHnToB nena Ne

Ne | Peructpa- Jara 3aroJ0BOK JOKYMEHTA Homepa IIpumeua-
\ IIUOHHBIN | JOKYMEHTa JIMCTOB Aena HUE
M papekc
JOKyMEHTa
2 3 4 3) 6
Hroro JIOKYMEHTOB

(yugppamu u nponucwvio)
KosmuecTBO 11MCTOB BHYTPEHHEN ONIUCH
(yuppamu u nponucwvio)

(raumenosarnue oondcnocmu (noonucw) (pacwugpposka noonucu)
JUYA, COCMABUBULE20
BHYMPEHHIOI ONUCDH
OOKYMEHMmOo8 0eid)



JlaTa

AnmvuHucTpanusa JICHUHCKOTO CEeIbCOBETA

obpazey cocmaenenus 6HympeHHeil Onucu

KacropeHnckoro paitona

YTBEPXIAIO

I'naBa JIeHMHCKOro cebcoBeTa
KacropeHnckoro paiiona

N.0.Oamunus
JlaTa

®onpg Ne
OIINCDH Ne
nel, TOKYMEHTOB MTOCTOSTHHOTO XPaHEHUS
3a rog,

Ne Hnnexc 3aroy10BOK Kpaiinue | KonmuectBo | I[Ipumeuanue

/1 neia neia JTaThI JIUCTOB

1 2 3 4 5 6
HasBanue paznena

B naHHBIN pa3gen onucu BHECEHO Jied,

( yugpamu u nponucwio)

¢ No mo Ne ,B TOM 4HCJIE:
JIUTEPHBIE HOMEpA:
MPONYIIEHHBIE HOMEPA:
(HaMMeHOBaHUE TOIDKHOCTH (Tmoamuce) (pacumdpoBka moaMMUCH)
COCTaBHTEIIS OITHCH)
(HaMMeHOBaHUE TOJDKHOCTH JIMIIA, (Tmoamuce) (pacumdpoBka moaMMCH)

OTBETCTBEHHOI'O 33 aPXUB)

COI''TACOBAHO
ITpoTokon DK AaMuHuCTpauu
JIEGHMHCKOTO CceJIbcOBETa

KacropeHnckoro paiiona ot

No

YTBEPXJIEHA
[Tpotokon DIIK apxuBHOTO
ynpasnenus Kypckoii obmactu

oT

No




06])(13814 onucu 0ejsl HOCIMOAHHO20 XPAaHenu:n

AnmvuHucTpanusa JICHUHCKOTO CEeIbCOBETA

KacropeHnckoro paitona

VTBEPXJIAIO
['maBa JIeHUHCKOrO cenbcoBETA
KacropeHnckoro paitona

N.O0.®amunus
« 20 r.
Donx Ne
OITNCBbNe
nien BpeMeHHbIX (cBbiie 10 yer)
CPOKOB XpaHCHHUA
3a roJ
No | Mupexkc | 3arosioBok | KpaiiHue natel Cpok Konuuectso | [Ipumeuanue
/1 aena Jena XpaHEHUSA JIUCTOB
1 2 3 4 3) 6 7
B nanubIii pazaen onucyu BHECEHO Ten,
( yugpamu u nponucwio)
¢ No mo Ne , B TOM YHCIJIE:
JIMTEpHbIC HOMEPA:
MPONYIIEHHbIE HOMEPA:
(HaMMeHOoBaHUE TOJDKHOCTH (moamuce) (pacumdpoBka moanucH)
COCTaBHTEIIS OITHCH)
(HaMMeHOBaHUE TOJDKHOCTH JIMIIA, (Tmoamuce) (pacumdpoBka mMoAMMUCH)
OTBETCTBEHHOI'O 33 aPXUB)
COI''TACOBAHO YTBEPXJIEHA

[TpoTokon DK AaMuHUCTpanu
JIGHMHCKOI0 CcellbCcoBETa
Kacropenckoro paiiona

oT No

[Ipotokon DIIK apxuBHOTO

ynpasnenus Kypckoii obmactu

oT

No




oopazey oghopmnenusn onucu oen epemennvix (ceviuie 10 nem)cpokos

XPanenusi
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K MHCTPYKIIUH TIO JIEIIOTPON3BOACTBY
B AnMuHucTpanuu JIeHMHCKOTO
cenbcoBeTa KactopeHckoro paiiona
Kypckoii o61actu

Anmunuctpanus JICHUHCKOTO CelbCOBETa
KacropeHnckoro paiioHa

VTBEPXJIAIO
['maBa JIeHUHCKOrO cenbcoBETA
Kacropenckoro paniona

N.O0.®amunus
« » 20 r.
dong Ne
OIIUCBNe
1€, JOKYMEHTOB IO JINYHOMY COCTaBYy
3a roj
Ne | Mnpekc 3arojaoBoK Kpaiinue Cpok Komuuectso | [Ipumeuanue
n/n| nena nena JaThl | XpaHEHHS JIUCTOB
1 2 3 4 3) 6 7

B naHHBIN pa3gen onucu BHECEHO

zen,

( yugpamu u nponucwio)

c Ne 1o Ne

, B TOM YHCJIE:

JIUTCPHBIC HOMCPA:

MPONYLIEHHbIE HOMEPA!

(HaMMeHOBaHUE TOIDKHOCTH (Tmoamuce) (pacumdpoBka moAMMUCH)

COCTaBHTEIIS OITHCH)

(HaMMEeHOBaHUE TOJDKHOCTH JIMIIA, (Tmoamuce) (pacmmpoBKa MOAINCH)

OTBETCTBEHHOI'O 32 aPXUB)

COI''TACOBAHO
[TIporokon DK AaMuHUCTpauu
JIEGHMHCKOTO CeJIbCOBETa

YTBEPXJIEHA
[IpoTokon DIIK apxuBHOrO
ynpasienus Kypckoit obnactu



KacropeHnckoro paitona ot OT No

No

obpazey ogpopmnenun onucu no TUYHOMY COCHAGY
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K WHCTPYKIIUH TIO0 JCIOTPOU3BOICTBY
B AnMuHucTpanuu JIeHMHCKOTO
cenbcoBeTa KacTopeHckoro paiiona
Kypckoii o61actu

KYPHAJI VUETA ITEYATEN U ILITAMITOB

Ne | Orruck | HanmeHoBaHu Jara [Ipennpusartue Komy
n\im | meyaTu e MOJIyYEHUS U3TOTOBUTEIb, BbIJIaHA
(mwrrammna) neyaTu neyaTu nata (momKHOCTB,
(mrramrma) (mrramra) u No conpoBosit | moapasnelie
oT TEJIBHOTO HUE)
U3rOTOBUTENS JOKYMEHTa
1 2 3 4 3) 6
Pocniuch Jlata Bo3Bpata | Pocnuch Hara [ara,
paboTHHKa neyaTu paboOTHUKA | YHUYTOXKEHUS HOMEp aKTa
neyaTu
7 8 9 10 11




obpazey ogpopmnenus yncypuana yuéma nevameil u WimMamnog



