AAMUHNUCTPALIMA MYHULAIIAJIBHOI'O OBPA3OBAHMA
«JTOYMHKOBCKHN MYHHUILUITAJIbBHBIM OKPYI» CMOJIEHCKOU OBJIACTHA

NHNOCTAHOBJEHMNE
or 31.10.2025 Ne 226-agMm

006 YTBEPKICHUU NucTpykummn
o JIEJIOTIPOU3BOICTBY B

AJIMUHUCTpaUuu MYHHUIUIIAIBHOTO
oOpa3oBaHus «ITouynHKOBCKHM
MYHULMOANbHBI  OKpyr» (CMOJIEHCKOU
obnacTu

B  wmemsx ofecneueHuss €AMHOTO  TOpSAKAa OpPraHM3allud W BEJICHUS
JICJIOTIPOU3BOJICTBA B AJIMUHUCTPAIIMM MYHHUIIUITAILHOTO 00pa3oBanms «lloYMHKOBCKUN
MYHUITUTIATBHBIN OKpyT» CMoseHckol obmactu, B cootBercTBrr ¢ [[OCTom P 7.0.97-2025
«Hauumonaneubiii  crangapt Poccuiickoit  ®enepanuu. Cucrema cTaHgapToB IO
uHdopmanuu, OuOIMOTEYHOMY U U3/1aTEeIIbCKOMY Ney.
OpraHu3aimoOHHO-PACTIOPAIUTENbHAS  TOKyMeHTanusl. TpeboBaHus K OGOPMIICHHIO
JOKYMEHTOBY», PYKOBOACTBYSICh YCTaBOM MYHHUIIMTIATHHOTO 00pa3oBanus «IlounHKOBCKUI
MyHULMNAIbHBIA OKpyr» CMoOeHCcKol o0nacTy,

AJIMUHUCTpAIYs MyHUIIUIIATIBHOTO 00pa3oBanus «lI0UMHKOBCKUM MyHUITUTIAIbHBIN
okpyr» CMoOJIeHCKOM 00JJaCTU ITOCTAHO B 5 € T:

1.YtBepaute  mpwiaraemyro — MHCTpyKuMi0O 1O JEJIONPOM3BOJACTBY B
AJIMUHUCTpAIUU MYHHUIIMIAIBHOTO 00pa3oBanusi «[IOYMHKOBCKUI MYyHHUIIMTAIbHBINA
okpyr» CMoJIeHCKOM 00acTu.

2. Ilpu3Hath yTpaTUBLIIMMH CHUILY:

- MOCTAHOBJICHHE AJIMUHUCTpauu MYHULIUTTAIBHOTO oOpa3oBaHus
«IlounHKoBCcKU# paition» Cmonenckor obOmactu ot 28.12.2017 Ne 0228-aam  «O0
yTBepx)JaeHUU MHCTPpYKIIMU MO JEIONPOU3BOJICTBY B AJMUHHUCTPAIIMU MYHUIMIIAIBHOTO
oOpazoBanus «IlounHkoBckmii paitoH» CMOJIEHCKOM 001acTy;
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- MMOCTAHOBJICHUE AJIMUHHCTpalUu MYHHULUIIAIBHOTO oOpa3zoBaHus
«ITounHkoBckuii paion» CmoneHckor obiactu ot 30.08.2018 Ne 114-aam «O BHeceHUU
M3MEHEHU B MHCTPYKUMIO TIO JIEJIONPOU3BOACTBY B AIMUHUCTPALIMM MYHHUIIMTIAIIBHOTO
oOpazoBanus «IlounHkoBCKMiA paitoH» CMOJIEHCKOM 00IacTy;

- ITOCTAaHOBJICHHUE AJIMUHHCTpaUu MYHHITUITATEHOTO oOpa3zoBaHus
«ITounHkoBcKui paitor» CmoneHckor obnactu ot 27.12.2023 Ne 0137-anm «O BHECeHUHN
n3MeHeHus: B HCTPYKIUIO MO AEIONPOU3BOJACTBY B AJIMUHUCTPALIUM MYHHUIIMIAIBLHOTO
oOpazoBanus «IlounHkoBckmii paitoH» CMOIEHCKOM 00macTy.

[TaBa MyHHUIIMITAIEHOTO 00Opa30BaHUs
«ITOYMHKOBCKUH MyHHUITUTIATBHBIA OKPYT)
CwmoneHckol o6acTu A.B. T'ony6

'-"g [loKyMeHT noanucaH
g ). 9NIeKTPOHHO NOANUCHIO

CBEJEHWNA O CEPTUGUKATE 3N

Ceprudmkat: 00DSF94E91CAA7T41DAT724EFCDA4ES7F502
Bnapeney: Mony6 Anekcanpp Bnagummposuy
[Oeiicteurenex ¢ 10-01-2025 po 05-04-2026




YTBEPXJIEHA

MOCTAaHOBJICHUEM AMUHUCTpPALUN
MYHHIIUIIATIEHOTO 00pa30BaHMUSI
"IIOYMHKOBCKMIA MyHUIIMITAJIBHBIN OKpYT"

CMoeHcKol obnacTu
OT« » 2025 Ne

HHCTPYKIUS
O JEJIOITPON3BOJACTBY B AJIMUHUCTPAIIMU MYHUIIUIIAJIBHOI'O
OBPA3OBAHUS «(IIOYNHKOBCKHWI MYHUIIUTIAJIBHBIA OKPYTI»
CMOJIEHCKOM OBJIACTH

1. O0mume moJioKeHus.

1.1. WHcTpyKumst 1Mo HAEJNONPOU3BOACTBY B AJIMHHUCTPALMA MYHULHMNAIBHOTO
oOpazoBanus "[lOYMHKOBCKUI MyHULMINAIBHBIN OKpyr" CmoseHckoil oOmactu (nanee -
WNHcTpykius) ycTaHaBIMBAeT €IUHbIE TPEeOOBaHUS K MOJATOTOBKE, 00pabOTKe, XpaHEHHIO,
MCIIOJIb30BAHUIO O00pa3yloumxcsd B ACATENbHOCTH AJIMUHHUCTPALMA MYHUIIUIAIBHOTO
obOpazoBaHusi "IloOYMHKOBCKUN MYyHUIUMIAIBbHBIA OKpyr" CMoneHcko obnactu (maiee -
AJMuHUCTpaIusl) JOKYMEHTOB, COBEPIICHCTBOBAHUS JAEJIONPOU3BOJCTBA U TOBBIICHUS
ero >Q¢GeKTUBHOCTH MyTEM YHU(PUKALKUU cOCTaBa U (OPM yIPABICHYECKUX TOKYMEHTOB,
TEXHOJIOTUH PabOThI C HUMH.

1.2. Unctpykiusa pa3pabotana B cootrBercTBuU C [lpukazom dDenepaibHOTO
apxuBHOro areHrcTBa ot 22 wmas 2019 . Ne 71 "O6 yrBepxnaenun IlpaBuin
JIEJONPOU3BOJICTBA B TOCYAApPCTBEHHBIX OpraHax, OpraHax MECTHOIO camoylpaBieHus',
tpedoBanusmu ['OCT P 7.0.97-2025 "HanuonaneHsiii cranmapt Poccuiickoit deneparumu.
Cucrema craHmaptoB 1o wuHbOpMaluK, OWUOIMOTEYHOMY U HU3JATEIBCKOMY JIETTy.
Opranu3almoHHO-paclopsIuTENbHAS JTOKyMeHTanusl. TpeboBaHus K  OQOPMIICHUIO
TOKYMEHTOB", METONMYECKUMH PEKOMEHIAMAMHA TI0 pa3pab0TKe MHCTPYKIUK I10
JIETOMPOU3BOJICTBY B TOCYIApCTBEHHBIX OpraHax, OopraHax MECTHOIO CaMOylpaBJiICHUS,
YTBEPXKIEHHBIMU TprKa3zoM DenepaibHOro0 apXUBHOTO areHTCTBa oT 24 nexkabpst 2020 r.
No 199, [IpaBunamu opraHv3alMU XPaHEHUs, KOMIUICKTOBAHMS, YU4€Ta U HUCIOJIb30BAHUS
nokymeHToB ApxuBHoro (ouma Poccuiickoit ®enepanun U  JIpyrux apXUBHBIX
JIOKYMEHTOB B TOCYJapCTBEHHBIX OpraHax, OpraHax MECTHOTO CaMOYyMNpaBJICHUS U
OpraHU3alusX, YTBEPKICHHBIMH NpUKa3oM PenepallbHOro apXWBHOTO areHTcTBa oT 31
utonsa 2023 . Ne 77.

1.3. Ilonoxenust Hacrosimed MHCTPYKUMH pAaCOpOCTPAHSIOTCS HA OPraHU3aLUIo
paboThl C IOKyMEHTaMU HE3aBHCHMO OT BUJA HOCUTEJS, B TOM YHUCIE C 3JIEKTPOHHBIMU
JOKYMEHTAMH, JOKYMEHTaMHM Ha OyMa)KHOM HOCHUTENE, BKIIOYas UX IMOJTOTOBKY,
00paboTKy, XpaHEHHWE€ W  HCIOJB30BAHUE,  OCYIIECTBISIEMbIE C  TOMOIIBIO
MH(POPMAIIMOHHBIX TEXHOJOTUNA. CHCTEMBI AMEKTPOHHOTO JOKYMEHTOOOOpOTa (CUCTEMBI
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aBTOMAaTU3UPOBAHHOW O0OpaOOTKM JTOKYMEHTOB), MpPHUMEHSEMble B AJIMHHHCTpALIUU,
JIOJKHBI 00€CIIeurBaTh BhINIOJIHEHNE TpeboBanuii MHCTpyKIUU.

[Tonoxxenust MHCTpyKIIMM HE PacHpOCTPAHAIOTCS HA OpraHu3aluio padoThl C
JIOKyMEHTaMH, COAEPKAIIUMU CBEJICHUSI, COCTABJISIONINE TOCYJaPCTBEHHYIO TalHY.

OcobenHoct paboOThl C JOKYMEHTaMH, COACPKAIIMMH KOH(DHUICHIIMAIBHYIO
uHbopmanuio (CIy>keOHYI0 U HWHYIO TailHYy, NMEPCOHAIbHBIC IaHHBIC), PETYIUPYIOTCS
CHEeIUaIbHBIMK aKTaMU (MHCTPYKIMSIMU, TIOJIOKEHUSMU, TIPABUIIAMHU ).

1.4. Opranuzanusi JeI00pOU3BOACTBA B AJIMUHUCTPAUUU U €€ CTPYKTYPHBIX
MOJIPA3ICICHUSIX, SBISIIONIUXCA IOPUAMYECKMMU JIMIIAaMH  (Jajnee - CTPYKTypHbIC
nojpa3iesiecHus AJMHUHUCTpAIlMU), OCYIIECTBIAECTCS B COOTBETCTBUM C HACTOsIIEH
WNuctpykuuelt, nocranosinenueM [IpaBurensctBa Cmonenckoir odnactu ot 02. 09. 2024
No 685 «O cozmanum rocymrapcTBeHHOM uWH(OpMalMOHHONW cuctemMbl «Cucrema
AIEKTPOHHOTO TOKYMEHTO000pOoTa CMOJICHCKOM 00IacTU»».

1.5. Opranuzanuio U COBEPIICHCTBOBAHUE JEIONPOM3BOICTBA HA OCHOBE E€IWHOMU
MOJIMTUKUA HCIOJIb30BAaHUS COBPEMEHHBIX HH(OPMAIMOHHBIX TEXHOJOTHW B paboTe ¢
JIOKyMEHTaMH, METOJIMYECKOE PYKOBOJICTBO U KOHTPOJIb 33 COOJIIOJICHUEM YCTAaHOBJIEHHOTO
nopsiika paboThl C JOKYMEHTAMHU B CTPYKTYPHBIX MOJPA3ICICHUSIX AJIMHUHHUCTpALUU
OCYILECTBIISIET 3aMECTUTENb [J1aBbl MYHHMIIMIAIBHOTO OOpa30BaHUS — PYKOBOAMUTEIb
Anrmapara AIMUHUCTpalUU (Jajnee - pyKoBoauTeNb Ammnapara).

1.6. OTBETCTBEHHOCTh 3a OpraHU3aIMI0 JCJOMPOU3BOJICTBA, COOIIONECHUE
TpeboBanuii MTHCTPYKIIMU B CTPYKTYPHBIX TOAPA3ACICHUIX AJIMUHUCTPALIUUA BO3JIaraeTcs
Ha UX PYKOBOJUTENEH.

PykoBoauTeNnb CTPYKTYpHOTO NOJpa3aeieHuss AJIMUHUCTPALUU OINPEAEseT
MIPUKA30M OTBETCTBEHHOIO 3a BEICHHUE JNEJIONPOU3BOACTBA B monpasiencHun. [IpaBa u
00s13aHHOCTH paOOTHHKOB, OTBETCTBEHHBIX 32 BEICHUE JICTIOMPOU3BOACTBA B CTPYKTYPHBIX
MO/Ipa3iesIeHUsIX AIMUHUCTPALINH, 3aKPETUISIIOTCS B UX TOHKHOCTHBIX HHCTPYKIUSAX.

1.7. Benenuie nenonpon3BOACTBA OCYIIECTBISAETCS:

- B AnMuHHCTpanud - (QOPMUPOBAHHE CBOJAHOW HOMEHKJIATYphl eI
AJIMUHUCTpAllUM; YYe€T, JBWKEHUE JOKYMEHTOB JO0 CTPYKTYPHBIX HOJpa3IeieHUun
AJMUHUCTpAllUU; KOHTPOJIb CPOKOB WCIOJHEHHUS JOKYMEHTOB; YYE€T U OTMpaBKa
UCXOASIIEH KOPPECHOHACHIIMM 3a MOAMNUCHIO [J1aBpl MyHUIMNAIBHOTO 0Opa3oBaHUs
"IIouMHKOBCKMII MyHHUIMNANbHBIA OKpyr" CwmoneHckoi obmactu (ganee - [nasa
MYHULIMIATBLHOTO 00pa30BaHUsI) U €ro 3aMECTUTENEH; YUYeT, pacChlIKa, KOHTPOJb CPOKOB
WCIIOTHEHUS IOKYMEHTOB;

- B CTPYKTYPHBIX TOJpa3lelieHUusXx AJMUHUCTpauuu - (popMHUpoOBaHUE
HOMEHKJIATYpbl JI€JI CTPYKTYPHOTO MOAPA3ICIICHUS; YYET, IBHKCHUE TOKYMEHTOB [0
UCIIOJIHUTENIS; KOHTPOJIb MOJIHOTHI, KA4ECTBA U CPOKOB MCIOJNHEHUS IOKYMEHTOB; YUYeT U
OTIIpaBKa MCXOJALIEH KOPPECIOHACHIIMN, CO3AaBAaEMON B CTPYKTYPHOM MOJpa3ielieHun
AJMUHUCTpAIUH, B TOM YHKCJIE 32 TOANUCHIO [T1aBbl MyHUIIUIIAILHOTO OOpa30BaHUS U €T0
3aMECTHUTEJEH, B clTydae MOJArOTOBKU MHUCEM-0TBETOB; (POPMUPOBAHUE JIE] U UX XPAHEHHE.

1.8. PaGoTHUKM AAMUHUCTpPAIIMKU U CTPYKTYPHBIX MOJApa3AesieHnid A IMUHUCTPALIUN
3a HecoOmonenne TpeboBannii MHCTPYyKIIMKU MOTYT OBITh MPUBJICUYCHBI K TUCITATTHHAPHON
OTBETCTBEHHOCTH B COOTBETCTBHUU C 3aKOHOAATENbCTBOM Poccuiickoit denepanum.
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1.9. Ha nepuog oTcyTcTBHsi paboTHUKA (OTIYCK, KOMAaHIUPOBKA, 0OJIE3HB), a TAKKE
B CJIy4yae YBOJIbHEHMsI paOOTHUKA MO0 Ha3HAUCHHUS Ha JIPYTYIO JIOJDKHOCTh HaXOoJsIuecs
y HEro Ha WCHOJHEHUH JOKYMEHTHI IMEPEAArOTCs JHUIy, OTBETCTBEHHOMY 3a
JEJONPOU3BOJICTBO B JIAHHOM CTPYKTYPHOM MOAPA3AEIECHUU AJMHHHUCTPALUNA WA
ApyroMy pabOTHUKY IO YKa3aHUIO PYKOBOAUTENS CTPYKTYPHOTO MOJAPAa3/ICICHHUS
AJMUHHCTpaIINUH.

1.10. Copepxanue CIy)KeOHbIX JOKYMEHTOB HE TMOMJEKHUT pasmIalIeHUIO.
[lepenaya ciyeOHBIX JOKYMEHTOB, UX KOMHH, MPOEKTOB CTOPOHHHM OpPTaHU3AIMIM U
MHBIM JIMIIaM JIOITYCKAeTCs TOJIBKO C pa3pelieHrs pyKOBOAUTENS Annapara.

1.11.TpeboBanus MHCTpyKIIMK 00s3aTENIbHBI 1JISI UCTIOTHEHUS BCEMU paOOTHUKAMU
AJIMUHUCTpALUX U CTPYKTYPHBIX MMOAPA3ACICHUN AIMUHUCTPALINH.

2. JlokyMeHTHpPOBaHHE YIIPABJICHYECKOM AeATeIbHOCTH

2.1. JlokyMeHTBI, cO31aBacMble B AIMHUHUCTPALMH, IEYATAIOTCS C UCITOJIb30BAHUEM
TekcToBoro peaakropa Microsoft Word for Windows mpudrom N 14 Times New Roman
4yepe3 OAMH OJUHAPHBIN MEKCTPOUYHBIN MHTEPBAJL.

JIOKyMEeHTHI TIeuaTaroTCsl Ha CTaHAAPTHBIX JucTax Oymaru gopmara A4 (210 x 297
MM) C KHUYKHOM OpUEHTallMel CTpaHUIbl UM B BUJIE AJIEKTPOHHBIX TOKYMEHTOB.

Ha Oymare A3 wMoryr odopMmiaTbcss OTAENbHbIE BUIbBI  JTIOKYMEHTOB,
coJiepKaTeabHasi YacTh KOTOPBIX BKJIFOUAET TAOMUIIbI, CMETHI, CXEMBI.

bymary ¢dopmara A6 nomyckaeTrcsi UCHOIb30BaTh JJisi OPOPMIICHUS PE3OJIOLMH K
JOKYMEHTY.

2.2. Kaxnaplii BHI CIYXEOHOTO JOKYMEHTa HMMEET CBOW COCTaB OOs3aTEIhHBIX
PEKBU3HUTOB, OTCYTCTBHE KOTOpPBIX JI€laeT JIOKyMEHT HezaecTBuTtensHbIM. Habop
PEKBU3WUTOB, XAPAKTEPU3YIOIIMX  JOKYMEHTBI, OIpEAENseTcd LEIAIMH  CO3IaHHMS
JOKYMEHTa, €ro Ha3HauyeHHeM, TpeOOBaHUSAMU K COJAEPKAHUI0O U (PopME AAHHOTO
JOKYMEHTa, CIIOCOOOM TOKYMEHTUPOBAHUS.

TpeboBanusi Kk OPOPMICHUIO PEKBU3UTOB CIYKEOHBIX JOKYMEHTOB OMPEICISET
I'oCT P 7.0.97-2025 «Hauuonansubeii crangapt Poccuiickoit ®@enepanmu. Cucrema

CTaHJIapToB 1o  uH(popMauuu,  OUOJIMOTEYHOMY U  M3JATEIBCKOMY  JEIy.
OpraHu3aliMoOHHO-pacopsAIuTEIbHAsT  IOKyMeHTalusl. TpeboBaHust kK odopMieHUo
JIOKYMEHTOBY.

2.3. IlepBas cTpoka ab3alia HAYMHAETCA HA PACCTOSHUM 1.25 CM OT JIEBOM rpaHULIbI
TEKCTOBOTO MOJI.
Kaxxapiit muct nokymeHnTa, opopmiieHHbIN Ha OJIaHKe, Tak U 0€3 Hero, JOJIKEH UMETh OIS
HE MEHee:

jgeBoe - 20 MM;

npasoe - 10 Mm;

BepxHee - 20 MMm;

HIKHEe - 20 M.

JIuct Oymaru, orpaHUYECHHBIN TTOJISIMH, SBIISIETCSI TEKCTOBBIM TTOJIEM.

2.4. Ilpy HamMuuu TPUIIOKEHHUS K JOKYMEHTY B TEKCTOBOW YacTHU Ha HEro
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00513aTEJIbHO JIETAETCSI COOTBETCTBYIOIIAS CCHLIKA.

2.5. B npunoxeHun mnepBoe(-bl€) CIOBO(-a) 3aroJioBKa paszzesia IeyaTaeTcs
LIEHTPUPOBAHHBIM  CHOCOOOM, MONYKUPHBIM  HIpU(TOM  MPONHUCHBIMU  OyKBaMu
(TTOJIOXKEHUE, CITMUCOK, TTEPEYEHb, ITJIAH MEPOITPUATHH 1 T.11.), ocTalnbHbIe
CJIOBA 3aroJIOBKA MUIIYTCS CTPOUHBIMU OykBamu. Touka B KOHIIE 3ar0JIOBKA HE CTaBUTCS.

3aroj0BOK MPUIIOKEHUS OTIAENAETCA OT MPEAbIAYLIET0 PeKBU3HUTA (00s3aTENBbHOTO
aneMeHTa  O(QOpMJICHHS  JOKYMEHTa) YETBhIpbMS  OAMHAPHBIMU  MEXCTPOYHBIMU
WHTEpBaJlaMH, OT TEKCTa TMPWIOKEHUS - TPEMS OJUHAPHBIMA  MEXCTPOYHBIMU
WHTEpBaJIaMHu.

2.6. B monoxeHusx, NporpaMMax M JPYTruxX MOAOOHBIX JOKYMEHTaX pa3jebl,
MoJipa3fenbl, MyHKTbl W MOAMYHKTHl HyMepyroTcs apadbckumu ubpamu. [lompaznens
HYMEpYIOTCAd B IIpelesax paszena, IyHKTbl HyMEpYIOTCS B Ipeaenax I[oApasfena,
MOJITYHKThI HYMEPYIOTCS B IIpeJieax MyHKTa.

3aroloBKM MOAPA3AEIOB MEYATAIOTCS LHEHTPUPOBAHHBIM CIHOCOOOM, MOIYKUPHBIM
mpu@TOM CTPOUHBIMU OykBaMu. Touka B KOHIIE 3ar0JI0BKA HE CTABUTCH.

3aroj0BKH Pa3leoB U MOAPA3AEIOB OTACISAIOTCSA APYT OT Apyra U OT TEKCTa IBYMsI
OJMHAPHBIMU MEXCTPOUYHBIMU HHTEpBasaMu. Harpumep:

YTBEPXJIEHO

MOCTAaHOBJICHUEM AMUHUCTpPALUN
MYHUIIUTIAIBHOTO 00pa30BaHus
"ITounHKOBCKHUIA pailoH"

CMoneHckol obnacTu
oT N

4 uHTepBaNa

ITOJIOXEHUE
0 KOMHUCCHH I10 TIPOBEJEHUIO OTKPBITOIO KOHKypCa
Ha IIPaBO 3aKJIIOYCHUS JOTOBOPOB Ha YCTAHOBKY
Y DKCIUTYaTalllI0 PEKJIIAMHBIX KOHCTPYKIUN

3 uHTEpBana




1. OBILME ITOJIOXEHUA
2 uHTEpBasa

Komuccus no nposeaeHunto

2 uHTEpBasa
6. ITIPABA U OBA3AHHOCTH KOMUCCHUHN

2 “HTEpBasa

[Ipunoxenre MOXeT ObITh OPOPMIIEHO B BUJI€ TAOJIULIBI.

st obopmiieHUsT TaONMYHBIX MaTEPUAJIOB JOMYCKAETCS MCIOJIb30BAHUE Pa3MEPOB
mpudta N 10, 11, 12, a Takke anp00MHast OpHEHTAIHS CTPAHUIIBI.

[Tpunoxenus, odopMmiIeHHbIE C aTbOOMHON OpHUEHTAIlMEH CTPAHMIIBI, JTOJDKHBI
UMETh MOJIA:

jeBoe - He meHee 10 Mm;

npaBoe - He MeHee 10 mm;

BEpXHEE - 25 MM;

HIDKHEE - HEe MeHee 10 MM.

I'padppt  TaOnuubl  JOMKHBI ~ MMETh  3aroJIOBKM,  BBIPAKEHHBIE  MMEHEM
CYILIECTBUTEJIbHBIM B UMEHUTEJIBHOM TaJeXKe €IUHCTBEHHOIO 4Huclia. B MHOTOSPYCHBIX
Ta0JIMITaX 3arojIOBKU BEPXHETO sipyca rpadbl MUIIYTCS C MPOMUCHON OYKBBI, a 3ar0JIOBKH
BTOPOTO U TPETHETO SIPYCOB - CO CTPOUYHOM OYKBBI, €CJIM OHU TPAMMATUYECKH CBSI3aHBI C
3arojIOBKOM BEPXHETO sIpyca, U C MPOMUCHON OYKBBI, €CITM TPAaMMAaTHYECKU HE CBSA3AHBI C
3arojIOBKOM BEpXHETo sipyca. B OokoBuHe Tabnuiibl (JeBas rpada, comepxaliasi JaHHBIE O
CTPOKax TaOJIUIIbI) TEKCTOBAsI YaCTh KaXKJIOW MO3UIIMU JOJIKHA HAYMHATHCS C MPOMUCHOU
OyKBbI, 3HAKU MPEMUHAHUS CTaBATCS TOJBKO B CEpE/IMHE MPEUIOKEHUSI U HE CTaBATCA B
KoHIle. JlBoeTtoune mociie cioB 'uroro", "Bcero" He craBuTci. TekcToBas 4YacThb B
OCTaNIbHBIX Tpadax MUIIETCS CO CTPOoUHOM OykBbl. Hampumep:

N | Hanmenosa Cpox HNcnonnurens O0beM puHaHCUPOBAHHUS
1/ HUE WCIIOTHEH (TBIC. pyOnEi)
n | Meporpus ust nepBoe BTOPOE
THSA MIOJTYTOUE MOJTYTOJINE
I. | Co3manme |2025rom | oTmen o SKOHOMHKE, 20 10
€JIMHOTO yIPaBJICHUIO
nepevHs MYHULIUTATbHBIM
yCIyT MMYIIECTBOM u
CEJBCKOTO XO3SMCTBA




Ecnu Tabnuiy pasmemiator Oojiee 4eM Ha OJHOM CTpaHulle, TO rpadnl ee
HYMEPYIOTCS, TIPU 3TOM HyMEpalHs COXPAHSIETCA Ha KaXIOW MOCIEAYIOLIEH CTpaHULE
MIPUIIOKEHUS.

2.7. Ecnu HEoOXOIMMO YTBEPJAWUTh COCTaB KOMHUCCHHU (pabodei rpymbl), TO €€
cocTtaB 0oQOpPMIIIETCS ¢ KPACHOM CTPOKU B CIEAYIOIIEH MOCIe0BaTeIbHOCTU: (PaMHIINY,
MMEHa, OTYECTBA U JIOJLKHOCTH MpEACceaaTelisl, 3aMecTUTeNs npeacenarens (Mpyu HaJIYnn )
U ceKkpeTapsi komuccuu (pabodei rpyIebl), a 3aTeM YICHOB KOMUCCHU (padoueil TpymIibl) B
an(paBUTHOM TIOPSIJIKE.

2.8. Ilpu odopmieHun TeKCTa JOKYMEHTa Ha JByX M Oojiee CTpaHUIaX BTOpas U
MOCJIEIYIONIUE CTPAHUIIBI JTOKHBI OBITH MPOHYyMepoBaHbl. [lopsiakoBbie HOMEpa CTpaHHUIL
MIPOCTABIIAIOTCA apabCKkuMu udpaMu 6€3 TOUYKU HA PACCTOSHUM 15 MM OT BEpXHEro Kpas
JIUCTA B LIEHTPE BEPXHETO MOJIsl ToKyMeHTa. OCyIeCTBIsAECTCS eMHas HyMepalys CTPAHMII
JOKYMEHTA U MPUIIOKEHUM.

2.9. TekcT BO BCeX NOKYMEHTAaX I€YaTaeTCs OT JIEBOM I'PAHMIIBI TEKCTOBOIO MOJS U
BBIPABHUBAECTCS MO JIEBOW U MPABOW I'PaHULIAM TEKCTOBOTO MOJIS.

CnyxeOHble TOKYMEHTHI O(QOPMIIIIOTCS Ha OJaHKaxX YTBEp)KIEHHOTO oOpasiia Wiu
Ha CTaHAApTHBIX JucTax popmara A4, AS, A6, unu B BUIE 3JEKTPOHHBIX JOKYMEHTOB.

2.10. bnankd IOKyMEHTOB AJIMUHUCTpAIlMU pa3padaTbIBalOTCS PYKOBOJUTEIIEM
Anmapara, yTBepKIarTCsl U BBOIATCS B ACHCTBHE pACTIOPSIKEHUEM AIMUHHACTPALINH.

2.11. B ApaMuHMCTpallMM W CTPYKTYPHBIX MOAPA3ACICHUSIX AJIMHUHUCTPAIIUU
MIPUMEHSIIOTCS CIIeIyIoIKe OJaHKK (3JIEKTPOHHBIE TA0JIOHBI OJJAHKOB) TOKYMEHTOB:

OJTaHKU MOCTAHOBJICHUM;

OJaHKU PaCHOPSKEHU;

OJaHKU MPUKA30B;

ONaHKU JTOJIKHOCTHBIX JIHII,

OJaHKU MTHCEM.

brnanku 1OKyMEHTOB MMEIOT OO0si3aTeIbHBIM COCTaB PEKBU3UTOB U OIPEACIICHHBIN
MOPSAOK UX pacnoiokenus (npuiioxenue N 1).

2.12. Jlna BeneHHs] MEPENUCKH MEXAY 3aMECTUTENISIMU [J1aBbl MyHUIIMOAIBHOTO
oOpa3oBaHusl, pyKOBOAUTEIEeM ATapara, pyKOBOJUTEISIMU CTPYKTYPHBIX TOJpa3aeieHUN
AnMuHucTpauuu (o BompocaM padoTel AJMHHHCTPalUMH) OJNAHKU JIOKYMEHTOB HE
MPUMEHSIOTCS, «BHYTPEHHSSI MEpENUcKa» oQOpMIISIETCS HA CTaHAAPTHBIX JIMCTax Oymaru
dbopmara A4.

[Hoanuchy opopmisieTcsa ¢ ykazaHueM (paMUIMU U MHULKAJIOB JIMLA, MOAMUCABLIETO
JOKYMEHT, C YKa3aHHEM JIOJKHOCTH.

2.13. IlpumeHeHue OIAHKOB JOKYMEHTOB, B TOM UYHCIE€ W JOJDKHOCTHBIX,
00s13aTeNIbHO TPU HANpPABICHUH JOKYMEHTOB 3a MOMNUCHIO [71aBpl MYHMIIMIAIBHOTO
o0Opa3oBaHusl, JOKHOCTHBIX JHI AJMUHUCTPAIMM B CTOPOHHME OpPraHU3allid, a TaKXKe
HampaBieHue B ajapec ['yOepnaropa, wieHoB IIpaBUTenbCTBa, MCIIONHUTENbHBIE OpPraHbl
CMmoneHckol 001acTi TOKYMEHTOB 3a MOANUCHIO [T1aBbl MyHUIIMITAIBHOTO 00pa30BaHUs U
U1, OPUIIMATBHO UX 3aMEIIAOIIUX.

2.14. B ngenonpou3BojCcTBe AJMUHUCTPALIMKM HCTIOJIB3YIOTCSI OJIAaHKU JOKYMEHTOB C
YIJIOBBIM U TPOAOJBHBIM PACIIONI0KEHHUEM PEKBU3HUTOB.
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VYroBoe pacnoyiokeHrne PEKBU3UTOB UCTIONB3YETCS Il OJIAHKOB MHUCEM.

[IpomonbHOE  pacmoioXeHWE  PEKBU3UTOB  HUCHOJNb3yeTca Il OJaHKOB
ITOCTAHOBJICHU, pACHIOPSKEHUI U IPUKA30B.

2.15. Ilpoekt mocraHoBieHUs (pacropsokeHus) oGopMIIIETCS B COOTBETCTBUH C
oOuMu TpeboBaHUSIMH K 0(OPMIICHUIO JOKYMEHTOB Ha AJICKTPOHHOM I1a0JIoHe OJaHKa.

2.16. IIpoexkT mpaBOBOTO aKkTa B JIONOJHEHHE K PEKBU3UTAM, MMEIOIIUMCS Ha
OnaHKe, UMEET CIIEAYIOIINE PEKBU3UTHI:

"3aroIoBOK K TEKCTY'" - 3ar0JIOBOK I€YaTaeTCs C MPOMUCHONW OyKBBI HA PACCTOSHUU
7 ¢cM OT BEpXHEro Kpasi TEKCTOBOTO IOJIS, JUIMHA CTPOKH - 8 CM, TEKCT BBIPABHUBAETCS 10
IIMPHUHE CTPOKH, oTBeyaeT Ha Bompoc "O kom?" ("O uem?"). Touka B KOHILIE 3ar0J0BKa HE
CTaBUTCS. 3aroJioBOK, COCTOAIIMN M3 JBYX W OOJee CTPOK, Ie4araercs uepe3 OJUH
OJMHAPHBIN MEKCTPOYHBIN UHTEPBAIL.

"Tekct pokymeHTa" - TEKCTOBasg 4YacTh OTHEIACTCS OT 3arojoBKAa TpeMs
OJIMHAPHBIMU MEXCTPOUYHBIMU MHTEpBajaMu U O0(QOpPMIISIETCS B COOTBETCTBUU C OOIIMMU
TpeOOBaHMS K OPOPMIIEHUIO TOKYMEHTOB.

TekcT MOXEeT MoApa3JeisaThCAd Ha KOHCTATUPYIOUIYIO YacTh (mpeamOyny) H
MOCTAHOBJISIFOILYIO YacTh (B PACHOPSIKEHUSAX - PACTIOPSIIUTENBHYIO).

[IpeamOyna B MOCTAHOBIEHUAX AJMUHUCTpPAIMU  3aBEpPIIACTCA  CIOBaAMU
"AJIMUHUCTpAIlMd MYHUIUNAIBHOTO 00pa3oBaHus "IIOYMHKOBCKUN MYyHUITUIIATIbHBIN
okpyr" CMOJEHCKOM 00JacTH TMOCTaHOBIAET:", KOTOpbIE TIeYaTarTCs dYepe3 JBa
OJMHAPHBIX MEKCTPOUYHBIX HMHTEpBaja OT IpeamMOysibl C KpPACHOW CTPOKHU CTPOYHBIMU
OyKBaMH, MOCJIEHEE CIOBO MeYaTaeTCsl Bpa3psaky.

[IpeamOyna B mocTaHOBIEHUAX [ TaBbl MyHUIIMIIAIBHOTO 00pa30BaHuUs 3aBEPLIACTCS
CJIOBOM '"TIIOCTaHOBJIAAKO:", KOTOPOE II€YaTaeTCss 4Yepe3 JBa OJMHAPHBIX MEKCTPOUYHBIX
WHTEpBaa OT MpeaMOysIbl ¢ KPACHOM CTPOKH CTPOYHBIMHU OyKBaMH BPa3psIIKY.

I[IyHKTBI ¥ TOANYHKTHI B TOCTAHOBIAIONIEH (pacloOpsAIUTENIbHOW) 4YacTH
HYMEPYIOTCS apaOCKUMU U(PpaMu ¢ TOUKOM.

Ecau B mpaBOBOM akTe [OaeTcs MNOPYYEHUE CTPYKTYPHOMY MOJPa3IEICHUIO
AJIMUHUCTpallMU, TO €0 HAMMEHOBAHUE YKa3bIBACTCA B IaTEJIbHOM Majexe. Hampumep:

OTJIeNTy 0 HMH(POPMAIMOHHBIM TEXHOJOTUSIM AJIMUHUCTPALUA MYHHUIIUNAIHHOTO
oOpa3zoBanusi "[louMHKOBCKMI  MyHUUMNANbHbIA  Okpyr" CmoneHckoil oOnactu
MOATOTOBUTH MH(OPMAITHIO. ..

Ecii B mnpaBoBOM akTe [JaeTcs MOpPYYEHHE PYKOBOAUTENIO CTPYKTYPHOTO
nojipasfeneHuss AJMHUHHUCTPALUU, TO YKa3bIBA€TCA IOJDKHOCTh B JIaTEIbHOM MaJExKe.
Hanpumep:

Havanbuuky VYnopasnenuss oOpazoBaHus AJMUHUCTpAIMM  MYHHUIIMIIAIBEHOTO
oOpazoBanus "[10UMHKOBCKHI MyHUITUTIATBHBIA OKPYT" CMOJIEHCKOM 001acTH MPUBECTH B
COOTBETCTBHE...

Ecnu noaroraBnuBaeMbiii MPaBOBOM akT Bi€UET 32 cOOOM BHECEHUE U3MEHEHUN WU
NOTIOJIHEHWI B JIPYTHE NPABOBBIE aKThl WJIM NPU3HAHUE YTPATHUBIIMMHU CHIIY INPABOBBIX
aKTOB, OTH W3MEHEHUS WM JOMNOJHEHHS BKJIIOYAIOTCS B  MOCTaHOBISIONIYIO
(pacnopsIUTENIbHYI0) 4YacTh TEKCTa MOJrOTaBIMBAEMOT0 IMPABOBOTO aKTa WM
o(OpMIISIOTCA B BUJIE CAMOCTOSITENILHOTO aKTa OJJHOBPEMEHHO C HUM.
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"l[lognuce" - otnensercs OT TEKCTa TPEMSA OJWHAPHBIMU  MEKCTPOUYHBIMU
WHTEPBAJIAMM U COCTOMT W3 HAUMEHOBAaHHS [JIOJDKHOCTH JIMLA, MOJIMHUCHIBAIOIIETO
MPaBOBOM akT, €ro MHULKAIOB W (pamminu. HarmeHOBaHHWE AOKHOCTU MeyaTaeTcsl OT
JIeBOM IPaHULIbI TEKCTOBOTO MOJISl, MHULIMAJBI U (DaMUIIUS TIeYaTaroTCs OT MPaBOil TPaHULIbI
TEKCTOBOTO TIOJII Ha OJHOM YPOBHE C HAauMMEHOBAaHUEM JOJDKHOCTH JIMIIA,
MOJIITMCHIBAIOILETO IPABOBOM aKT.

[Ipumepsl  odopMieHHS  PEKBU3UTOB  IIOCTAHOBICHHMS U PACIOPSLKEHUS,
OTCYTCTBYIOIIMX Ha OlaHKe, NpUBEAEHBI B puiiokeHus X N 3, 4.

2.17. IlpunoxkeHUs: K NPOEKTaM MPAaBOBBIX AKTOB O(POPMIIAIOTCA Ha OTIEIbHBIX
JUCTaX B COOTBETCTBUU C OOIIMMHU TPEOOBAHMS K OPOPMIIEHUIO TOKYMEHTOB.

2.18. B mNpuIOKEHHSAX TIEYATAOTCSA TMOJOXKEHUs, HWHCTPYKLUHU, PEMIAMEHTHI,
MEepEeYHH, CMEThl PACXOJIOB, CIHUCKH, Trpaduku, TaOMUIBI, KapThl, CXEMbI, OOpa3Ibl
JTIOKyMEHTOB, OJJAHKOB U T.II.

[Ipy Hanmuuuu B TEKCTOBOM YACTH MPABOBOTO akTa (HOPMYIUPOBKH '"COIIACHO
MPUJIOKEHUIO" HA TIEPBOM CTPAHUIIE TPUIIOKEHUS B IPABOM BEPXHEM YUy Paclojiaraercs
cnoBo "[Ipuiiokenue", HUKE yKa3bIBAIOTCS BHJ IPABOBOIO aKTa, €ro Jara M Homep. Bcee
COCTAaBHBIE YAaCTHM YKAa3aHHOTO PEKBU3UTA II€YATAKOTCA YEpe3 OIWH OJUHAPHBII
MEKCTPOUHBI HMHTEPBAJ HA PACCTOAHUM 9 CM OT JIEBOrO Kpasi TEKCTOBOIO MOJS U
BBIPABHUBAIOTCS 110 JIEBOMY Kparo. Hammpumep:

[Tpunoxenue
K [TOCTaHOBJICHUIO
AJIMUHUCTpaluu
MYHUITUTIATFHOTO
oOpa3oBaHUs
"TTounHKOBCKU I
MYHULIMOAIbHBIN OKpyT"
CwmoneHckon
oOnacTu
oT N

Ecnu npuiioxeHnii HECKOJIBKO, TO OHM HyMepyroTcs. Hanpumep:

[Ipunoxenne N 1

K IIOCTAHOBJIEHUIO
AJIMUHHCTpaLUU

MYHUIUTIATBHOTO
oOpa3zoBaHUs

"ITounHKOBCKUI
MYHUIUMITAIBHBINA OKpyT"
CwmoneHckon

obnacTu
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oT N

[Ipy HanuuuM B TEKCTOBOM YacTH MPAaBOBOTO akTa (popmMyiaupoBKH "YTBEpAUTH
npuiaraeMoe (-bid, -bie)... (MOJIOKEHUE, MEepeYeHb MEpPONpUsTAA W T.J.)" Ha MepBOU
CTpaHHMIIC MPUIIOKEHUS B IPABOM BEPXHEM yTIIy pacroiaraercs rpud

"VTBEPX/JIEHQ" co cchuikoii Ha MpaBOBOM aKT, €ro Aary u Homep. Hanpumep:

YTBEPXJIEHO
pacnopsKeHUEM
AJIMUHHUCTpaLUU
MYHHUITUIIAIBHOTO
oOpazoBaHus
"[TounHKOBCKHUI
MYHULANAIbHBIN OKPYT"
CMoneHCcKkon

oOJacTu
oT N

Ecnu yTBepkaeTcst HECKOJIbKO MPUIIOKEHHH, TO OHU HymepytoTcsa. Hampumep:

VTBEPXJIEHO
pacropsiKeHuEeM
AJIMUHHCTpalUn
MYHHUITUTIATEHOTO
oOpa3zoBaHus
«ITounHKOBCKUI
MYHUILIATIATBHBIN OKPYT
CmMoreHckoi
obacTu
(mpunoxenue N...)
OT

N

Cioo "YTBEPX/IEHO" commacyercs B poae W 4YHMCIE C MEPBBIM CIIOBOM
3arosioBka npuiokenus: [lomoxxenne - YTBEPX/IEHO, IIporpamma - YTBEPXIEHA,
IInman - YTBEPXKXIEH, meponpustusa - YTBEPXKJIEHDBI m newaraercst mponucHeIMu
OyKBamu.

2.19. K nmnpoekTtaM TMpaBOBBIX AaKTOB IMPUJIATalOTCS KOMHMHU  JIOKYMEHTOB,
NOCIIY’)KUBILIUX OCHOBAaHUEM Ul NPUHATUS IPaBOBBIX aKTOB (OOpalleHHs TpakJaH U
IOPUIMYECKHX JINLL, TOCYIapCTBEHHBIX OPraHOB, CyA€OHbIE PEIICHNUS, aKThI IPOKYPOPCKOIO
pearupoBaHus, 3aKIFOUYECHHS], BBIMUCKU U3 TPOTOKOJIOB U T.1.).

K nmpoekram pacnopsokeHud ~ AJMUHUCTpaMM 1O  KaJpPOBBIM  BOMNpPOCAM
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NpWIAraloTCs: JIMYHbIE 3asBiieHUs (IpU  HEOOXOJUMOCTH  MPWJIATAIOTCA  KOIWU
COOTBETCTBYIOLIUX JTOKYMEHTOB), TPYJIOBBIE JOTOBOPHI, JOMOJTHUTENbHBIEC COMIAIICHUS K
TPYAOBBIM JIOTOBOPaM, CIIyKEOHbIE 3alMCKU, MPOTOKOJIbI 3aCeIaHUil COOTBETCTBYIOLIUX
KOMUCCHH.

2.20. Tlopsmox cornacoBaHMsl TIPaBOBOTO akTa omnpenelieH B PermmameHte
AJIMUHUCTpAIlMM  MYHHUIUMAILHOTO o0Opa3oBanust "[IOYMHKOBCKUN MYyHUIUTIATBHBIN
okpyr" CMoJIeHCKOM 00acTu.

2.21. Cnucok pacChUIKK KOMUHM MPABOBOTO aKTa BCEM 3aMHTEPECOBAHHBIM CITY)Oam
Y JIULAM OIPEAEISIETCS UCTIOTHUTEIIEM.

2.22. Kakue-muO0 HCIpaBiIeHUs B MPOEKTAX MPABOBBIX AKTOB, MOCTYyHAIOIIUX Ha
noanuck [maBe MyHHIIMIAIIBHOTO 00Pa30BaHUS U €T0 3aMECTUTENSIM, HE IOy CKaOTCA.

2.23. TIpaBoBOi1 aKT perucTpupyeTcsi B HHOOPMAIIMOHHON CUCTEME C COXPaHEHHEM
€ro 3JIEKTPOHHOro 00pasa.

OOHOBPEMEHHO COOTBETCTBYIOLIME HOMEpP M JlaTa MNPOCTaBISAIOTCS Ha OJIaHke
IIPaBOBOIO AKTa.

PexBusnuter  "Jlata nmokymentra" wu "PermcrpanvoHHBIM HOMEP JOKyMeHTA"
MPOCTABJISIIOTCSL B COOTBETCTBUU C UX PACIIOJIOKEHUEM Ha OJlaHKax.

Jlata nokymeHTa oopmisieTcss HUPPOBBIM CIIOCOOOM.

K nopsaxkoBoMy HoOMepy TIOCTaHOBICHHMS AJAMUHUCTpalMM 4epe3 jaeduc
N00aBISIIOTCST  CTpOYHbIe OYKBBI "amMm", pacnopspkeHuss AJMUHUCTpauuu - "p/aam",
pacropsikeHuss AJIMUHUCTPAILIUK 110 JUYHOMY cocTaBy - "nc/a(0)", pacnopsbkeHust [aBbl
MYHULIMTIAILHOTO 00pa3oBaHus - "p".

2.24. IlpaBoBOM aKT HampapiseTcd MO agpecaM B COOTBETCTBUHU CO CIHMCKOM
pacChUIKU. DJNEKTPOHHBIA 00pa3 MpaBOBOrO aKkTa HANPABISETCS MO aJpecaM PacChUIKH B
TeueHre 1 pabouero JHsS, CIEMYIOMIETO 3a JHEM PETUCTpaIiu, Mo WHGOPMAIMOHHOM
CUCTEME, 3aBepeHHasi OyMa)kHasl KOMUS APYTUM 3aMHTEPECOBAHHBIM CIIYXKOaM U JHIaM, a
TaK)Ke CTPYKTYPHBIM TOJPA3ACICHUSM TI0 WX 3apOCy PacChUIaeTCs B TeUeHUE 3 pabouux
JHEH, CICAYIONIMX 3a JHEM perucTpaiuu. Paccplika 00beMHBIX JOKYMEHTOB (cBbime 100
JIMCTOB) OCYIIECTBIISIETCS B TEUCHUE 7 pabouuX JTHEH, CICMYIONUX 3a JTHEM PETUCTPAIIHH.

2.25. B cnydae HEOOXOAMMOCTH OITyOJIMKOBAaHUS HOPMATUBHOIO MPABOBOTO aKTa B
CpeJICTBaX MAacCOBOM MH(pOPMALMU, OTAEI MyHUIIMIAIbHOU CIYk Obl U KaJIpOB, MOCJE €ro
perucTpanyu B TOCydapCTBEHHOM HHQOpMaIMOHHOW cucTeMe «CHcTemMa 3JIEKTPOHHOTO
nokyMeHToo0opoTta CmoneHnckoit oonactu» (manee — I'C «C3J] COy), HampaBisieT ero B
AJIIEKTPOHHOM BHJIE, MOAMUCAHHOTO AJIEKTPOHHOM HU(PPOBOM MOAMUCHIO PYKOBOJIUTENS B
aZipec B CPEACTBAa MAaCCOBOW HMH(OpMAIUH.

[Ipy  HEOOXOAMMOCTH  HaIpaBiCHHS HOPMATHBHOIO  TPABOBOTO  aKTa B
MunucrepctBo CMoJeHCKOM 007acTH MO BHYTPEHHEH MOJUTHKE [JIsl BKJIIOYEHUS B
pPEruCTp MYHHUIIMIAIbHBIX HOPMATUBHBIX MPaBOBBIX akToB (CMoJeHCKoW o0nacTu
CHEIMAJINCT, OTBETCTBCHHBIM 3a JlaHHOE HampaBieHue, BbiOupaer rpymmny "HIIA B
Peectp".

ONEKTPOHHBIA BHUJ HOPMAarMBHOIO IPAaBOBOIO AaKTa JOKEH HMETh PACIIMPEHHE
".doc", ".docx" mim ".rtf".
B cnydae odopmieHuss nmpuinokeHUH K HOPMATHBHBIM MPABOBBIM aKTaM Ha JIUCTax
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Oymaru, OTJIMYHBIX OT (hopmMaroB A3 U A4, UCTIONHUTENH B TPEXTHEBHBIN CPOK C MOMEHTA
pErucTpald HOPMATHBHOTO IPAaBOBOTO AaKTa HAIPaBIse€T MX B DIIEKTPOHHOM BHJIE,
MOJIMMCAHHBIE  BJIEKTPOHHOM IMGPOBOM MOAMUCHI0 PYKOBOJUTENSI  CTPYKTYPHOTO
nonpaszaenenus, yepe3 [ UC «COIl CO» no nanpasnenuto - HITA B Peructp.

2.26. Ecnau npu MOATOTOBKE MPOEKTa MPaBOBOIO aKTa BBIABHIUCH HEOOXOTUMOCTD
BHECEHHSI CYIIECTBEHHBIX W3MEHEHUM M JOMOJHEHUW B paHEe WU3aHHBbIE NIPABOBBIE AKThI
WJIY HAJIMYUE 10 OTHOMY U TOMY K€ BOIIPOCY HECKOJIbKMX MTPaBOBBIX aKTOB, TO B LIEJAX UX
yIopsA0YeHUs pa3padaTbiBaeTCs MHBIN HOBBIM MPABOBOM aKT.

2.277. BHeCeHHEM U3MEHEHUN CUYUTAETCS:

- 3aM€Ha CJIOB, IUGD;

- UCKJIFOYEHUE CIIOB, IU(Dp, NPEIIOKEHUHN, TO3ULIH;

- MPU3HAHUE YTPATUBIIUMHU CUITY CTPYKTYPHBIX €IUHUIL IPABOBOTO AKTA;

- HOBasl pelakivs CTPYKTYPHOM €MHUIILI IIPABOBOTO aKTa;

- JIOMIOJIHEHUE CTPYKTYpPHOW €IUHUIIBI TPABOBOIO aKkTa CjoBaMu, Ludpamu,
MPEIJIOKECHUSIMU;

- JIOTIOJIHEHUE TTPABOBOI'0 aKTa CTPYKTYPHBIMU €UHUIIAMH.

2.28. VI3meHeHus, BHOCUMbIE B MPABOBOM aKT, 0(hOPMIISIOTCS TIPABOBBIM aKTOM TOTO
K€ BUJIa, B KAKOM M3[]aH OCHOBHOW TOKYMEHT.

2.29. M3MeHeHHUs BHOCSITCS B OCHOBHOW NIpPaBOBOM akT. BHOCHUTH W3MEHEHUSA B
OCHOBHOM ITPABOBOM aKT IIyTE€M BHECEHMS U3MEHEHUU B U3MEHSIOLIMMN €ro MpaBOBOU aKT
HEJOIY CTUMO.

2.30. He3aBucuMoO OT TOTO, MPEAINOIAratOTCA JIM B TEKCTE MPABOBOrO aKTa 3aMEHa
cJIOB, U(p, UCKITFOYEHUE CIIOB, MU(P WK MPEITIOKEHUN, HOBAsT PENAKIINSA CTPYKTYPHOU
€IMHUIIBI IPABOBOTO aKTa, JOMOJHEHUE CTPYKTYPHOM €IMHUIILI TPABOBOIO aKTa CIOBAMH,
udpaMu UM TPEJIOKESHUSIMU, TTPU3HAHNE YTPATUBIIUMU CUITYy OTACIBHBIX CTPYKTYPHBIX
eNWHUI] JUOO JOTMOJHEHHE CTPYKTYPHBIX €IWHWII B TIPABOBOM AaKT, HAaWMEHOBAaHUE
MIPABOBOIO aKTa BCEIZIa COJIEPKUT TOJIBKO CJIOBO "M3MEHEHHE" B COOTBETCTBYIOIIEM UHCIIE
u najgexe. Hanmpumep:

"O BHECEHHHM U3MEHEHHS B TOCTAHOBIECHHE AJIMHUHHUCTPAIMU MYHHUIUIAIBHOTO
oOpazoBanus "[louMHKOBCKMIT MyHUIMMNAIBHBIN OKpyr" CMoneHckoi obsmactu OT... N...
"O..." nmm "O BHECEHNH U3MEHEHUN B PACIOPSIKEHHE AJIMUHUCTPALMU MYyHULUIIAIBHOTO
oOpazoBanus "[louMHKOBCKMIT MyHUIMINAIBHBIN OKpyr" CMoneHckoi obmactu OT... N...
"O...".

2.31. Ilpu BHEceHMU W3MEHEHUH B MPABOBOM aKT B TEKCTOBOM YacTH 00S3aTEIbHO
YKa3bIBAIOTCS BUJI MPABOBOTO aKTa, JaTa €ro MOJAMKMCAHUs, PErMCTPAllMOHHBIA HOMEp U
HalMEHOBaHUE MPaBOBOro akra. Hampumep:

Buectu B pacnopspkeHne AJIMUHUCTPAMM  MYHHIIMIAIBHOTO 00pa3oBaHUs
"TIoYMHKOBCKHMI MyHUIIMTTAJIbHBIN OKpYT" CMoJeHCKOM obnactu oT... N...

"O..." cnenyronue U3MEHEHUS:

2.32. Ilpu BHecEeHWHM HM3MEHEHUN B MPABOBBIE AKTHl COOTBETCTBYIOIIUI TEKCT
3aKJIF0YAETCS B KABBIUKH.

2.33. BHOCUMBIE B TPAaBOBOM aKT U3MEHEHUS JTOJKHBI U3JIaraThCs MOCIIeI0BATEIbHO
C YKa3aHUEM KOHKPETHOU CTPYKTYPHOU €IMHUIIBI, B KOTOPYIO BHOCSTCSI U3MEHEHUS.
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2.34. Buecenue u3MeHeHHi B 00001IeHHON (opMe B MPABOBOM akKT (B TOM YHUCIIE
3aMeHa CJIOB M CJIOBOCOYETAHUN C HCIONb30BaHUEM (DOPMYIHPOBKH "MO TeKcTy'")
nomyckaercs. Ecnu 3ameHsiemble 1o TEKCTY CJIOBO HIIM CJIOBA B3/ yHOTPEOIEHBI B OJHOM
U TOM K€ YHCIIE U Majieke, TO TaKOe U3MEHEHUE 0(hOPMIISETCS CIEAYIOIUM 00pa3oM:

... IO TEKCTY YKa3aHHOTO MOCTAaHOBJIEHUA CJIOBO "..." 3aMEHUTH ci10BOM "...".

Ecin B mpaBoBOM akTe HEOOXOJMMO MPOU3BECTH 3aMEHy CJIOBa WM CJIOB B
HECKOJIbKUX CIIy4asX U 3aMEHSEeMOE CIIOBO WJIM CJIOBA yNOTPEOJIEHBI B pa3HbIX YHCIAX U
najzexxax Jubo B OJHOM U TOM JK€ YHMCJe, HO B Pa3HbIX MaJeXax, TO TaKO€ M3MEHEHUE
odopmiIsieTcs CIeayomuM 00pa3oMm:

0 TEKCTy YKa3aHHOI'O MOCTAHOBJEHUsA cjoBa "... (CllOBa yKa3bIBalOTCS B
MMEHUTEIPHOM  Mafee CAMHCTBEHHOIO0 WJIM  MHOXECTBEHHOTO  Yucia).." B
COOTBETCTBYIOILIEM MAJI€KE 3aMEHUTH CJIOBaMU "... (CJI0OBa YKa3bIBAIOTCA B UMEHUTEIBHOM
najeXe eMMHCTBEHHOTO WJIM MHOKECTBEHHOTO YKCIa)..." B COOTBETCTBYIOLIEM MaIEKe.

2.35. Ilpu BHeceHMHM HW3MEHEHUU B IMPABOBOM AaKT CHa4Yala yKa3bIBACTCA Kakas
CTPYKTYpHAasl €IMHULIA U3MEHSIETCs], IOTOM YKa3blBaeTCs XapakTep M3MEeHEeHHi. BHeceHue
M3MEHEHHUI B MPABOBOM aKT cieayeT opOopMIISITh HaYMHAs C HaUMEHbIIEW CTPYKTYpPHOU
€AVUHULBI.

[Ipu BHEceHMM NOTOJIHEHUN B MYHKT, MOAIMYHKT, a03all yKa3bIBalOT CJIOBA, MOCIE
KOTOPBIX 3TO JOIMOIHEHUE JOJKHO HaxoauThcs. Hanmpumep:

... IyHKT 1 mocne cnoB "..." nonoauuts cioBamu "...".

2.36. B ciyuae ecnu JOMOJHAETCS CIIOBAMH CTPYKTYypHasi €IMHHIIA IPABOBOTO aKTa
M OTO JOMNOJHEHHE HAXOIWUTCS B KOHIIE JAHHOW CTPYKTYpPHOW E€IMHHUIIBI, TPUMEHSETCS
ciemytomas GopMyJIMpOBKa:

... yHKT | gonoaHuTh caoBamu "...".

[Ipu 3TOM 3HaK MpenuHaHus, yHoTpeOIsieMblil B KOHIE JOTIOIHAEMON CTPYKTYpPHOM
eIMHUIIBI, COXpaHsAeTCs 0e3 yKa3zaHUs Ha HEro Mociie BHECEHHOTO JOMOIHEHUSI.

2.37. BHeceHrE HECKOJIBKMX HM3MEHEHUN B Ppa3IMYHbIE CTPYKTYPHBIE €IUHULIBI
IIPABOBOTO aKTa 0(OpMIISIETCS CIAEAYIOUIMM 00pa3oMm:

Buectu B mnocTtaHoBieHME AJMHUHUCTpPAllMM MYHUUUIAIBHOTO 00pa3oBaHMs
"TIOYMHKOBCKHUI MyHULIMTTAJIbHBIN OKpYT" CMoJeHCKOM obnactu oT... N...

"O..." cnenyromme n3MEHEHUS:

1) B myHkTe 2:

B noanyHkre 2.1 cimosa "..." 3amenuTh cnoBamu "...";

MOANYHKT 2.2 miociie ¢jioB "..." 1onoiHuTk ciosamu "...";

2) BTOpO€ NPEIJIOKEHUE MYHKTA 3 UCKIIIOUUTH;

3) NyHKT 4 U3IOXUTH B CICAYIONIEH peIaKIInu:

"4....."; OyHKT 5 NpU3HATh YTPATUBIINUM CHUIIY;

4) MyHKT 6 JIOTIOJIHUTH cioBamu "...";

5) myHKT 7 JOTOJHUTD MpejioxkeHuem "..." .

2.38. Ilpu nOMOJHEHHH MPABOBOTO aKTa IMOAPA3AEIIAMH, ITYHKTaAMH, MOAIYHKTAMHU
WM ab3aliaMu, KOTOpble HEOOXOIMMO PaCIONIOKUTh COOTBETCTBEHHO B KOHIIE pasjera,
IIyHKTa WIM TMOAMYHKTA, B 00S3aTEIbHOM MOPSJIKE YKa3bIBAIOTCS MOPSIKOBBIE HOMEpPA
JIOTIOJTHSIEMBIX PAa3/1e€J0B, MyHKTOB WM MOAMYHKTOB. [Ipy 3TOM HEOOX0MMMO MPOJOIKATH

n
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MMEIOIIYIOCS] HyMEpaIuio MoJIpa3zesioB, MyHKTOB, MOAMYHKTOB. Hampumep:
... pazzien 2 JONOJHUTH MOAPA3AEIIOM 2.6 CIEAYIOIIET0 COACPKAHUS:
"2.6.....";

"4 5 ",
S ;
... TIOAMYHKT 5.1 TONOMHUTE ab3a1ieM CIEAYIONIEro COCPIKAHMS:

" "

HYMEPALMIO Ppa3leoB, IOAPA3JEIOB, IYHKTOB M TOAIYHKTOB IIPAaBOBOIO AaKTa IpHU
MPU3HAHWU YTPATUBILIMMHU CUITy CTPYKTYPHBIX €AUHUI] IPABOBOIO aKTa.

2.40. Ilpyu [OONOJHEHUHM NPABOBOTO AKTa HOBBIMHU CTPYKTYPHBIMH €IWHHLIAMH
MEXKIy VYK€ HUMEIOIIMMHUCS HEe00XoAuMO 0003Ha4aTh WX JOMOJHUTENBbHO HUdpaMu,
MOMEIIAEMbIMUA HaJl OCHOBHBIMM IU(ppamMu U OyKBEHHbIMU OOO3HAYEHUSMH (HaIpUMED,
paznen 1.1, moapaznen 3.1.1, nyHkr 3.2, noAnyHKT 6)1).

2.41. JlononHeHue ab3alaMU MOXKET MPOU3BOJIUTHCS B KOHLIE COOTBETCTBYIOIICH
CTPYKTYPHOM €AVHUIIBIL.

[Ipn HEOOXOAMMOCTH MEXAY YK€ UMEIOIIUMHUCS ad3aliaMy BKIIIOUUTh HOBBINM ab3ail
UCIIOJIb3yeTCA Cienytomas popMyInpoBKa:

... IHKT 2 nocJie ab3ana TPeThero JIONOIHUTh a03alleM CIIEAYIOLIEro COACPKAHUS:

" N
ey o

B stom cirydae nepecdeT nociaeayommux ad3aieB He MPOU3BOIUTCS.

2.42. Ilpu BKJIIOUEHHH HOBOTO ab3ana MexAy YK€ HMMEIOIIMMHCS BKIIFOUEHHBIH
a03a1] yyacTByeT B MojicueTe ad3aleB MpH MociaeIyoeM BHECEHUH U3MEHEHNU B TAHHYIO
CTPYKTYPHYIO €IUHULLY.

2.43. Ilpu npusHanuu ab3ala yTpaTUBIIUM CHITy MEpecueT MOCcaenyonmx ad3aies
HE TMPOM3BOAMTCA. YTpaTUBIIMM Cuily ab3all ydacTByeT B IOJcYeTe ab3aleB IpU
MOCJIEIYIOIEM BHECEHUU U3MEHEHNU B IAHHYIO CTPYKTYPHYIO €IMHUILLY.

2.44. HoBas pegakiys MpaBOBOIO aKTa B LIEJIOM, KaK IMPaBUIIO, HE TOITyCKaeTCsl.

HoBpill paBoBOM akT ¢ ONHOBPEMEHHBIM MPU3HAHWEM YTPATHMBIIUM CHUJy PaHeEe
JEHCTBOBABLIETO MPABOBOIO aKTa U3/1AETCS B CIIydasiX, €CIIu:

- HEOOXOAMMO BHECTHM B IPABOBOM aKT W3MEHEHMS, TpeOyrolue mnepepadboTKu
MIPaBOBOIO aKTa MO CYIIECTBY M HE IMO3BOJSIOIINE OTPAHUYUTHCS HOBOM pemakuued ero
OTJICTIbHBIX CTPYKTYPHBIX CIUHMUII;

- HEOOXOIMMO BHECTH B MPABOBOM aKT U3MEHEHUs, 3aTParuBarolIie MOYTH BCE €ro
CTPYKTYPHBIE €UHULIBL;

- COXPaHAIOT 3HAYEHHE TOJIBKO OTIEIbHBIE CTPYKTYPHBIE €AUHUILIBI IPABOBOTO AKTAa,
MPUYEM YACTUYHO.

2.45. CrpykrypHasi €IMHHIIA IIPABOBOIO aKTa HM3JIAraeTcsi B HOBOW pENaKUUU B
ClIy4asx, €CIIu:

- HEOOXOJMMO BHECTU CYIIECTBEHHbIE M3MEHEHUS B JIAHHYIO CTPYKTYpPHYIO
EAUHULLY;

- HEOJJHOKPATHO BHOCWJIUCh U3MEHEHUS B TEKCT JAHHOW CTPYKTYPHOM €IUHUIIBI.

2.46.1lpu HEOOXOMMMOCTH W3JIOKECHHUSI OMHOW CTPYKTYPHOW EIMHHIIBI MPABOBOTO
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aKkTa B HOBOH peakiuy MPUMEHSETCS ClIeAyoliast popMyTupoBKa:
Buectu B myHKT 1 pacniopsbkeHus AJAMUHUCTPALIMA MYHHUIIUIAIBHOTO 00pa30BaHUs

"[TounHkOBCKMI MyHUIMNAIBHBIA OKpyr" CmoneHckodt o6mactu or... N... "O.."
M3MEHEHHUE, U3JI0KUB €r0 B CIEAYIONIEH pelaKIu:
"1 "

2.47. lpu HeoOXOIUMOCTH BHECEHUS U3MEHEHUS B MPUIIOKEHHE K TIPABOBOMY aKTy
NyTeM HU3JI0KEHHUSI €r0 B HOBOM peNaKkiMHU TEKCT HOBOM peNaKklIU{ HPUIIOKEHHs JHO0
BKJIIOYAETCSI B TEKCT U3MEHSIOIIETO MIPABOBOIO aKTa, MO0 0(hOpMIISETCS MPUIIOKEHUEM K
HEMY.

2.48. Ilpu HEOOXOAMMOCTH 3aMeHbl LHU(PPOBBIX 0003HAYEHUN B TEKCTE MPABOBOIO
akta ynorpeosnserca tepmuH "uudpst". Hanpumep:

uugpst "12" 3amenuts nudpon "3", uudpser "13,5" 3amenuts uudpamu "10".

2.49. Tlpu HEOOXOOUMOCTH 3aMEHBI CJIOB U IU(p ynoTtpedisiercss TepMuH "cioBa'.
Hanpumep:

cinosa "B 50 pa3" 3amenuts ciioBamu "B 100 pa3", ciosa "50 Teic. pyOneit" 3aMeHUTH
cinoBamu "100 TeIC. pyOneit".

2.50. IIpuka3 - mpaBOBOM aKT, U3/IJABAEMbII B CTPYKTYPHOM MOAPA3ACTICHUM.

[Ipukassbl eyararoTcs Ha OJaHKAaX YCTAaHOBJICHHOW (POPMBI.

[Ipuka3 B nonojiHeHUE K PEKBU3UTAM, UMEIOIIMMCS Ha OJIaHKe, UMEET CJIeIYIOLIUe
PEKBU3UTHI:

"3arogoBok K TekcTy", "TekcT mokyMeHTa" - OoQOpMIISIOTCS B COOTBETCTBUHU C
noanynktom 3.2.2 Wuctpykuuu. [IpeamOyna B mnpukazax o0s3aTeIbHO 3aBepIIAETCS
CJIOBOM '"MIpHKa3bIBal0:", KOTOPOE MEYATAETCS BPA3PSIAKY C KPACHOW CTPOKH (IIPHIIOKEHUE
N5).

"l[lognuce" - otnensercss OT TEKCTa TPEMsA OJUHAPHBIMU MEKCTPOUYHBIMU
WHTEpBAJaMHU M COCTOMT M3 HAWMEHOBAaHUSA JOJDKHOCTH, MOANMCH, HWHUIHMAIOB U
¢bamumuu. HaumenoBaHue JOKHOCTH IEYATACTCS OT JIEBOM I'PaHMIIBI TEKCTOBOTO MOJIA,
UMHUIMAIBl U (amMIIns [e4aTaloTcs OT IMpaBOW TI'PAaHULBI TEKCTOBOTO MOJS HAa OJHOM
YPOBHE C TIOCJHEOHEW CTPOYKOM HAMMEHOBAHUS JOJDKHOCTH. [IpuKazpl moamuchiBaeT
PYKOBOJIUTENh CTPYKTYPHOTO MOApa3nefNeHuss AJIMHHHCTpPALlUA, a B €ro OTCYTCTBHE -
JIMLIO, €T0 3aMeEIatoIee.

JlaToii nmpukasa siBIsieTCs J1ata ero MOANUCaHHUS.

[Ipuka3am mpucBanBarOTCs MOPSIKOBBIE HOMEpa B Mpeleiax KaJeHIAapHOro roja;
MPUKa3bl IO OCHOBHOM AESATENBHOCTH U M0 JINYHOMY COCTaBYy HYMEPYIOTCSl OTIENBHO.

2.51. Pemrenus, NpuHATBIE HA 3aCENAHUAX, COBELIIAHUAX U APYTMX MEPONPHUITHSAX,
POBOJMMBIX [J1aBOM MyHHUIIMIIANBHOTO 00pa30BaHUs U AJIMUHUCTpaLUen, 0QOPMIISIOTCS

ITPOTOKOJIOM.
2.52. IIpoTOKOJI UMEET CJICIYIOIINE PEKBU3UTHI:
"HaumenoBanne Buga jgokymeHra" - cinoBo "[IPOTOKOJI" mnewaraercs

MPONMUCHBIMU OyKBaMH MOTY>KUPHBIM MIPU(GTOM U BHIPABHUBAETCS 110 LIEHTPY.

"3aroloBOK K TEKCTY" - yKa3bIBa€TCS HAMMEHOBAaHHUE MEPOMNPUSTHUS. 3aroiOBOK
OTJENSAETCS OT MPEbIAYIIEr0 PEKBU3UTA OJHUM OJIMHAPHBIM MEKCTPOUYHBIM MHTEPBAJIOM,
MeYaTaeTcsi CTPOUYHBIMU OyKBaMH.
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"Ilata moxymenTta" u "Homep mokymeHTa" - 0003HA4YarOTCS CIOBECHO-IIU(PPOBBIM
crocoOOM, pacroaraiTcs OT MPaBOM TI'paHUIIBI TEKCTOBOTO IMOJS HA PACCTOSHUU JBYX
OJIMHAPHBIX MEKCTPOUHBIX MHTEPBAJIOB OT MpEAbIAYIIEro pekBusuta. Jlaroil mpoTtokona
ABJIAETCS 1aTa 3aCEeIaHuUs.

"TeKkcT JOKyMEHTa" - COCTOMT W3 JBYX YacTed: BBOJHOM M OCHOBHOW. BBonHas
YacTh pacroyiaraercsi OT JIEBOM TPAaHMIBI TEKCTOBOTO TMOJSl HA PACCTOSIHUU JBYX
OJIMHAPHBIX MEXKCTPOUYHBIX HHTEPBAIOB OT MPEAbIIYIIETO PEKBU3UTA.

Bo BBOmHOW 4YacTu yKa3bIBAIOTCS WHHUIMANBI ©  (HaMUIUU  Tpefceaarens
(mpencenarensCTBYIOMIET0), CEKpeTapsi, MPUCYTCTBYIOIIMX HAa 3acelaHud U HX
JIOJKHOCTH, ToBecTKa AHSA. Eciam Ha 3acenanum nmpucyTcTBYIOT Oosee 10 yenoBek, TO
YKa3bIBAETCSI KOJIMYECTBO YEJIOBEK M K MPOTOKOJIY MPUJIAraeTcsl CIIUCOK Y4acTHUKOB. [1pu
O(QOpMJIEHMH MPOTOKOJA MOCTOSHHO ACHCTBYIOIIMX KOMHUCCUHU (pabodyux rpynmd U T.J1.) €
MOCTOSIHHBIM COCTAaBOM KOMHCCHUU HAaMMEHOBAaHUE JOJKHOCTH HE YKa3bIBACTCS.

Cnoa "IIOBECTKA JIHA" neuartatorcs NpONMCHBIMA OyKBamMu MOJY>KUPHBIM
mpuGTOM U BEIPABHUBAIOTCS 10 LIEHTPY.

Kaxxaplil MyHKT MOBECTKM JHS HyMmepyeTcs apaOckod 1udpoil U OTBedaeT Ha
Borpoc "O kom?" ("O uem?").

OcHOBHas 4acThb MPOTOKOJA COCTOMT W3 Pa3lleJIOB, COOTBETCTBYIOIIMX IMYHKTaM
MOBECTKH JIHS. TEKCT Ka)JA0ro paszesia CTPOUTCS MO CIAEAYIOIIEN CXeMe:

CIIYIOAJIA - BBICTVYIIUJIA - PELLINJIN:

(meyaTaroTcsl MPOMUCHBIMU OYKBaMU OT JIEBOU IpaHUIIbl TEKCTOBOTO TOJIS).

Pemenne B TEKCTOBOM 4YacTH MPOTOKOJA [EYyaTaeTcsl IMOJHOCTbIO, MpHU
HEOOXOAMMOCTH MPUBOASITCS TaHHBIE 00 UTOraxX rOJIOCOBAHMS.

"ITognmucek" - TpOTOKOI MOAMUCHIBACTCS MpeAceaaresieM (MpeacenaTeabCTBYOIINM )
U CEKpeTapeM U OTIEIseTCs OT TEKCTOBOM 4YacTh 3 OAMHAPHBIMU MEXCTPOUYHBIMU
WHTEpBajaMu U BKJIodaeT B ceds ciosa "l[lpencemarens” ("IlpencenarenbcTByromuii"),
"CekpeTaps', UX JIMYHBIC MOAMKUCH, PACIIU(PPOBKYU TOANUCEN (MHUIUATBI U (DaMUIINN).

[Tpumep odopmiteHnst MpoOTOKOJIa TPUBEACH B MPUIIOKEHUHU N 6.

2.53. Cpok mOJArOTOBKH CEKpeTapeM MPOTOKoja - He Oosiee OHOro pabodero JHS,
CJIETYIOLIETo 3a JHEM MPOBEACHUS 3aCEIaHuUs.

2.54. PacchUiKy MPOTOKOJIA OCYILIECTBISIET CEKPETAPb.

2.55. Tlo cBoeMy COAEpKAaHUIO W HA3HAUYCHHUIO CIY)KEOHBIE MUCbMa MOTYT OBIThH
WHCTPYKTHUBHBIMH (IMPEKTUBHBIMH ), TAPAHTUHHBIMU, WHHOPMAIIMOHHBIMU, PEKIAMHBIMH,
KOMMEPUYECKUMH, MUChbMaMU-3allpOCaMU, MUChbMAaMU-U3BEIICHUSIMH, MUCbMaMHU-OTBETaMU
u Jp.

2.56. CnyxeOHbple TIUChMa (Iajee - muchbMma) OPOPMIISIOTCS B COOTBETCTBUU C
o0mumMu TpeObOBaHUAMHU K 0OPMIICHHUIO TOKYMEHTOB.

[Tucema B IlpaButenbctBo CMOIEHCKOM 0071aCTH, OpraHbl UCIIOIHUTEIBLHON BIACTH
CMoneHcKol o0acTu M Jpyrue OpraHbl BJIAcTH, KOTOpbIE SBIsItOTCA yyacTHukamu [MIC
«COJ1 CO», obopMIISIFOTCS B BUIE AIEKTPOHHOTO TOKYMEHTA.

[Tucbma rpaknanam, opraHusanusM, a TakKe B TOCYJlapCTBEHHbIE OpraHbl BIACTH,
kotopeie He sBisitorcss ydactHukamu [UC «C3OJ CO», odopmisitorcs Ha OmaHKax
YCTAHOBJICHHOW (HOpPMBI. DK3EeMIUISIp MHChMa OQOpPMIISIETCS Ha DJIEKTPOHHOM MIabIoHEe
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OJaHKa, KOTOPBIN MOCIIE 3aM0JTHEHUS PACeyaThIBACTCS U MOAKMCHIBACTCS.

CornacoBanue nucbMa oQOpMIISIETCS TyTEM BU3UPOBAHUS.

Buza Bkitowaer B cebst haMuiinio, MHUIMAIBI, JTUYHYIO MOJANUCH BU3UPYIOIIETO,
JaTy BA3UPOBAHUSL.

BusupoBanue nucbma OCyIIECTBISICTCS MMyTEM BU3UPOBAHUS JIEKTPOHHON BEPCUU
nucbMa B ['IC «CII] CO» ¢ nucnosib30BaHUEM 3IEKTPOHHOM noanucu (aanee - OI1).

2.57. Tlucbma B JOMOJHEHHE K PEKBU3WTAM, HUMEIOIIMMCS Ha OJaHKe, UMCEIOT
CIEAYIOIIHNE:

"Anpecar" - pacrnonaraeTcs B paBOM BEPXHEM YTy MEPBOIO JIMCTA JOKYMEHTA, HA
paccTosHUM 3 CM OT BEPXHEro Kpasi TeKCTOBOro mnojs. Kak mpaBuiio, oH COCTOUT H3
HECKOJIBKMX CTPOK, I€YaTaeTcsi 4Yepe3 OAWH OAWMHAPHBIA MEXCTPOUHBIM HHTEpBaIL. B
JUIMHY CTpOKa HE JOJKHA MPEBbIIIATh 8§ CM W BBIPABHUBAETCS MO JIEBOMY Kpawo 0e3
PacCTaHOBKH MEPEHOCOB.

Ecnu nmuceMo aapecyeTcs opraHam TOCyIapCTBEHHOM BIACTH, OpraHaM MECTHOIO
CaMOyIIPaBIICHUS, OPraHU3alMsIM, HAMMEHOBAHHE aJIpecara yKa3bIBACTCA B UMEHUTEIIBHOM
nanexe. Hampumep:

MunuctepcTBO
MMYIIECTBEHHBIX U
3€MEIbHBIX OTHOIICHUHN
CmoneHckoii obmactu

Ecaun numcemo aIpeCyCTCAaA HNOJDKHOCTHOMY JIMIY, T'PAXKAAHHHY, HAWNMCHOBAHHUC
azapecara yKas3blBacTCAa B AaTCIIbHOM ITaJICKE. HaHpI/IMCpl

Havyansauky Munucrepcrsa
Cmonenckon
00JIaCTH 1O COLIMAIBHOMY Pa3BUTHUIO

[Terposy C. JI.

@aMmwinsl W UWHULMAIBI PACHOJIATalOTCS Ha PACCTOSIHUMA JBYX OIWHAPHBIX
MEKCTPOUYHBIX UHTEPBAJIOB OT HAMMEHOBAHUS JI0JIKHOCTH.

Ecam  [OKyMEHT OTHOpABISIETC  HECKOJIBKMM  OAHOPOAHBIM  OpraHaMm, HuX
CTPYKTYPHBIM TOJpA3JEICHUsIM, TO CIEAyeT YyKa3biBaTh UX O00OIIEHHOE Ha3BaHHE.
Hanpuwmep:

PykoBomUTENISIM CTPYKTYPHBIX

MOAPA3AETCHUN AIMUHUCTPALIUN
MYHHIIUIIAIFHOTO 00pa30BaHUs

"ITOYMHKOBCKMI1 MyHULIMTAIIBHBINA OKPYT"
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CMoseHCcKkol 001acTH

PekBU3UTHI TOYTOBOTO aJpeca yKa3bIBAIOTCS B CIEAYIOIIEM MOPSIKE:
Ha3BaHUE YJIUILIbI, HOMEP J10Ma, HOMEp KBapTHUPHI;

Ha3BaHUE HACEJICHHOTO MyHKTa (ropojia, Mmoceyika u T.11.);

Ha3BaHHUE OKPYTa;

Ha3BaHUE pecnyONHnKHU, Kpasi, 001acTH, aBTOHOMHOIO OKpyTa (00J1acTh);
HA3BaHHUE CTPAHBI (11 MEXKTYHAPOTHBIX TOYTOBBIX OTIIPABICHUH );
IMOYTOBBIN MHJIEKC.

Hanpuwmep:

yiL.
Cagnonas, 1. 5, kB.12,

. CMOJICHCK,
214012

[TouToBBIIl agpec medaraeTcs: yepe3 JBa OJMHAPHBIX MEXKCTPOUYHBIX MHTEpBaja OT
aapecara.

[TouToBBIN afpec HE MPOCTABISAETCS Ha JIOKYMEHTaX, HAMPABISIEMBIX B OpPraHbl
rocy1apcTBeHHOM BiacTu CMOJIEHCKOW 00JIacTH.

"Tekct mokyMmeHTa" - pacmojiaraeTcsi Ha pacCTOSHUM TpeX OJUHAPHBIX
MEKCTPOUHBIX UHTEPBAJIOB OT YIJIOBOTO IITAMIIA.

B nucbmax MoryT Cofib30BaThCs (Ppas3bl ITUKETHOTO XapakTepa. Hanpumep:

VYBaxaemsiii Cepreit liBanosuu!

Ecniu mmcemo odopmiieHo Ha OnaHke AJMUHUCTpalMd WIM Ha OJaHKe
CTPYKTYPHOI'O MojpasjaeiacHuss AJIMUHUCTPALMH, TO TEKCT M3JIaracTcsi OT TPETHEro JuLa

eIMHCTBeHHOro uwmcia. Hampumep: "cuwmraer...", "mpemnaraer...", "cooOmraet...". Ecmu
MUCchMO O(OPMIICHO Ha OJIaHKE JOJKHOCTHOTO JIMIIA, TO TEKCT H3JIaraercs OT IEpPBOTO
JIMI]a €IMHCTBEHHOTO yncia. Hanmpumep: "npomry...", "Hanpasisro...", ""cauraro...".

puMep: 1pounry... -, p )

TekcT nuchMa, Kak MpaBUIo, COCTOUT M3 JABYX yacTei. B mepBoii yacTu u3nararorcs
npuynuHa, OOOCHOBaHWME HEOOXOAMMOCTH COCTABJICHUS IIMCbMa, BO BTOPOM 4YacTu
COJIEPKATCSI BBIBOJIBI, MPEITIOKEHHS, POCHOBI, PEIICHUS U T.1.

"OTMeTKa O HATMINH TPWIOKEHUN" 0POPMITSIETCST HAa PACCTOSHUN JIBYX OJIMHAPHBIX
MEKCTPOUYHBIX UHTEPBAJIOB OT TEKCTA C KPACHOU CTPOKH.

"ITogmuce" oTmensercss OT TEKCTOBOM 4YacTH WJIM OT OTMETKM O HaJIU4uu
MIPUIIOKEHUN TpEeMs OAUHAPHBIMU MEKCTPOYHBIMU MHTEPBAIAMU.

2.58. Jlaroii nmuchMa SIBISIETCS AaTa €ro perucTpaiyi.
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2.59. PexkBusut "Ccbulka Ha PETUCTPALMOHHBII HOMEP H JaTy JOKyMEHTa"
BKJIIOYAET B C€0sl pEerUCTPAIMOHHBIA HOMED U JIaTy IOKyMEHTa, Ha KOTOPBINA aeTcs OTBET,
u odopmisieTcsi B COOTBETCTBUM C €TI0 pacrojioxeHueM Ha Onankax. CBeneHus o
PErHCTPAllMOHHOM HOMEPE U J1aTe€ MEPEHOCATCS U3 NOCTYIHBILETO JOKYMEHTA.

Ecmm  goxymeHT mocTynun [7aBe MyHHUIMITANIBHOTO OOpa3oBaHUS WM B
AJIMUHUCTpALIUIO  HAaNpsMYyH  OT  TpaXXJaHWHA, TO  MPOCTABISIETCS  TOJBKO
pEruCTpaliuOHHBIN HOMEp U nata OTaenoM mo oprpabore, MyHHIMNAIBHOW Ciyxk0e H
KaJipaM.

Eciau 1OKyMEHT MOCTYyNWJI OT OpraHa rocyapCTBEHHOM BJIACTH, OpraHa MECTHOIO
CaMOYTPABJICHUS, OpPraHU3allMi, TO MPOCTABISIOTCS PETUCTPALMOHHBIA HOMEpP W Jara
MOCTYIUBIIIETO JOKYMEHTa W PErUCTPAllMOHHBIA HOMEp M JaTa OTAejla PEerucTpaluu.
Hanpumep:

I'ep6
AJIMHUHUCTPAIIUSA
MYHUILIUITAJIBHOI'O OBPA3SOBAHU A
"[TOYMHKOBCKHI1 MYHULIMIIAJIHBIA OKPYT™
CMOJIEHCKOU OBJIACTHU
yi. CoBetckas, 1. 1, r. [lounnok, 216450
E-mail: potch@admin-smolensk.ru
Caitr: http://pochinok.admin-smolensk.ru/
Ten.: 8(48149) 4-11-44, akc: 4-18-04
"16" oxts0ps 2014 1. N 958
Ha N A50-67-1301 ot 14.10.2014

2.60. ITucpma, opopmiieHHbIC Ha OJJaHKe AJIMUHUCTpALUK, MOANUCHIBatOTCs [1aBoi
MYHULIMIAIBHOTO 00pa3oBaHUsl JHMOO JOKHOCTHBIM JIMIIOM, MCHOJHSIOUIUM €ro
00s13aHHOCTH.

IInceMa, HOATOTOBICHHBIE Ha OJIaHKAaX JO/DKHOCTHBIX JIWI[, IIOJIIHCHIBAIOTCS
COOTBETCTBYIOIIMMHU JTOHKHOCTHBIMU JIUIIAMH.

[lucbma, TOATOTOBIICHHBIE Ha  ONaHKax  CTPYKTYPHBIX  MOApA3ACICHUIN
AJMUHUCTpALUU, TOAMKUCHIBAIOTCS PYKOBOJUTENIEM COOTBETCTBYIOIIETO CTPYKTYPHOTO
o/ipasiesieHus MO0 JTUIaMU, UCTIOTHSIOIIMMU UX 00S3aHHOCTH.

2.61. JloioKHOCTHAs MHCTPYKIUS periiaMeHTUpyeT (YHKIHUU, TIpaBa, 00s3aHHOCTH,
OTBETCTBEHHOCTh PAOOTHHKA ATMUHHUCTpPAIUH.

JIOIDKHOCTHAs MHCTPYKIIMS BKJIIOYAeT B Ce0s CIEMYIOIIME OCHOBHBIE pa3Jielibl:
o0Imuye TOJIOKEHUS, KBalM(PUKAIIMOHHBIE TPEOOBaHUSA, JOHKHOCTHBIE OOS3aHHOCTH,
mpaBa, OTBETCTBEHHOCTb, TOPSJIOK CIY)KEOHOTO B3aMMOJCHCTBHS MYHHITUTIAILHOTO
CIY)KaIller0 B CBA3M C HCIOJHEHHEM MM  JOJDKHOCTHBIX  OOS3aHHOCTEH C
MYHHITUITATBHBIMUA  CYKAIIUMH, TPaXIAHCKAMH CIYXKalllUMH, TpaKJaHaMH, a TaKxke
OpraHu3alusIMH, ToKazareau >()PEKTUBHOCTH M PE3yAbTATUBHOCTH MPOQeCCHOHATHHON
CITyKeOHOU JeSTEITHHOCTH.

TEeKCT AOIKHOCTHOM MHCTPYKIMM HOCUT XAPAaKTEP YKA3aHWM, COACPKUT UYETKUE
(GOPMYIIMPOBKU C MCTIONB30BAHUEM PACHOPAIUTEIBHBIX CJIOB: "moipkeH", "mMeeT mpaBo',
"He pomyckaercsa', "3ampemaercs" u T.O. TekcT u3maraercs OT TPETHEro JiMila WU B
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oe3nuuHoM hopme.

JlaToii BBeJCHUS JOJDKHOCTHOM HWHCTPYKLUMH B JEHCTBHE SBISETCA Jara ee
YTBEPKICHHUS.

Kaxnmprii pabOTHUK MODKEH OBITh O3HAKOMJIEH CO CBOEH JIOJDKHOCTHOM
WHCTPYKITUEH, PY 3TOM Ha HEW cTaBUTCs oTMeTKa "O3HakomiieH", MHUIMAIIBI, (pamuims,
MOJNUCH paOOTHUKA U J1aTa O3HAKOMJICHUSI.

2.62. BHyTpeHHHE JOKyMEHTHl (CIIy’)keOHBbIE 3allMCKU) MCHOJB3YIOTCS  JUIS
MH(POPMAIIMOHHOTO OOMEHa MEXJy JODKHOCTHBIMU JIMLIAMU AJMHHUCTpAlMM U
CTPYKTYPHBIMH MOAPA3AEICHUAMU AIMUHUCTPALUH.

2.63. Peructpauuss TNEpENUCKH MEKIY CTPYKTYpPHBIMH — MOJPa3AEICHUSIMHA
AJIMUHHCTpAllMM ~ OCYUIECTBISIETCS B JTUX  CTPYKTYPHBIX  MOAPA3ACIEHUAX C
MOCJEIYIOIUM CaMOCTOSITEIbHBIM KOHTPOJIEM.

2.64. CnyxeOHble 3a1iCcKU O(POPMIISIIOTCS HAa CTAaHAAPTHOM JIMCTe OyMaru no ¢opme
COITIaCHO MpuIoxkeHuto N 7.

3. Opranusanus J0KyMeHT0000pOTa

3.1. Ilpuem u 06paboTka nmocrynarmux [1aBe MyHUITUNIATBHOTO 00pa30BaHUs UIU
B AJIMUHHUCTpPAIMIO JOKYMEHTOB OCYILECTBIISIIOTCSI OT/ACJIIOM MYHUIIMIIAIBHOU CITYKOBI U
KaJIpOB.

3.2. B mpouiecce 006pabOTKH MOCTYyHAOUUX JOKYMEHTOB OTAE] MYHHUIUNATbHOU
CIIyKObI ¥ KaJPOB OCYIIIECTBIISCT:

- POBEPKY aJpecallii U KOMIUIEKTHOCTHU MOCTYMAIOIINX JOKYMEHTOB;

- COPTUPOBKY JOKYMEHTOB Ha MOJUIeKaIlKE U HE TOJIeKALUE PETUCTPALUY;

- BBbIJICJICHHE JIOKYMEHTOB, aJpECOBAHHBIX B CTPYKTYpHbIC TMOApPA3AEICHUs
AJIMUHHCTpaLUH.

3.3. HenpaBuiibHO aipeCOBaHHBIE JOKYMEHTHI EPECHUIAOTCS 110 HA3HAYEHHUIO.

3.4. Ilpu oOHapy>K€eHUU HEKOMIUIEKTHOCTH JOKYMEHTA, MOBPEKICHHS JOKYMEHTA
WM KOHBEpTa (YMAaKOBKH) COCTABISAECTCS aKT B TPEX JK3EMIUISIpax (MEepPBBIH SK3EMIUISP
OCTaeTCs y OTAeNia MYHHUIIMNAIbHOW CIyKObl M KaapoB, BTOPOMl MpHOOIIaeTcs K
MOCTYNHBIIEMY JTOKYMEHTY, TPETUN HAIIPABIIAECTCS OTIPABUTENIO JOKYMEHTA).

3.5. OOpaboTka JOKYMEHTOB OCYIIECTBISIETCS B JICHb WX TOCTYIUICHUSA, C
nomeTkamu "Cpouno", "OneparuBHO" — HE3aMEIIUTENBHO.

«He3amenIUTEJBHO) - YCTAHABIUBAET CPOK OJUH JCHb;
«Becbma cpoOYHO» - YCTAaHABIMBAET CPOK J1BA JHS;
«Cpo4HO» - yCTaHaBIMBAET CPOK TPHU JHS,
«OnepaTuBHO» - ycTaHaBIMBaeT cpok 10 nHei;

3.6. JlokyMeHTBI, MOCTyNMBIIME B Hepabouee BpeMsi, B IEPUOJ BBIXOAHBIX U
Ipa3gHUYHBIX JHEW, MpUHUMAKTCAa JexypHbIM aucnerdepom EJIJIC B 3maHun
AJMUHHMCTpAIUK C TOCIIEAYIONIEH epefadeii B OT1e]1 MyHULIMIAIbHON CIyKObl U KaApOB
K 9.00 paGodero mHs, CIEAYIOIIETO 3a BBIXOJHBIM WJIM Tpa3aHUYHbIM. [lo cimyxeOHOM
uHpopmarmu ¢ nomerkamu "Cpouno", "OnepaTuBHO" HEMEIJIEHHO TPUHUMAIOTCS MEPHI K
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€€ JOCTaBKE N0 HA3HAYEHUIO.

3.7. JokymeHThI ¢ moMeTKou "JInuno" He oOpabaThIBalOTCs, MEPEAOTCA ajipecaram
B 3alI€4aTaHHOM BUJIE.

3.8. KoHBepT, B KOTOPOM MOCTYNHJI JOKYMEHT, B CIy4asiX, €CJIU TOJbKO MO HEMY
MOJKET OBITh YCTAHOBJICH aJIpeC OTIIPABUTEIIS U J1aTa OTIPABKH, COXPAHSIECTCS.

3.9. Ilpuem u otmpaBka gokymeHTOB B ['UIC «C3Jl CO» ocymiecTBasieTCs] KaxKIblil
gyac pabo4yero BpeMeHHU.

3.10. K noxymeHTaMm, HE MOJJIEKAIUM PETHCTPALIMU, OTHOCITCS CTATUCTHUYECKHE
COOpPHUKH, KHUTH, TMEPUOUYECKUE H3IaHUs, >KypHaJbl, MO3APaBUTEIIbHbIC MUChMA U
TeJlerpaMMbl, pEKJIaMHbIE W3BEIICHUS, NPUIIACUTEIbHbIE OWIEThI, NPEUCKYypaHTHI,
KaTaJioru u T.1I.

3.11. JIOKyMeHTBI, IOCTYIAOIIME B aApec AIMUHUCTPALIAN, a TAKKe HAa UMs [ 1aBbI
MYHUIUMNIAJIBHOTO O0pa3oBaHUsl W €ro 3aMECTUTENE, PEerucTpUpyrTCcs OTIAEIOM
MYHULIMIATBHON CIIY>KObl M KaJpoB. JIOKyMEHTHI, MTOCTYNAIOIINE B aJIpec CTPYKTYPHOIO
nojipasiesieHusi AIMUHUCTPAIlUU, HA UMSI PYKOBOAUTENSI CTPYKTYPHOTO MO/pa3iesiCeHus], a
TaKXE€ HAIMpaBJICHHBIC OTJEJIOM MYHHUIUMAIBHOW CIYKObl W KaJpaM B CTPYKTYpHOE
nojapaszesieHne AJIMUHHUCTPALIMU B COOTBETCTBUHU C PE30JIIOLMEN [ TTaBbl MyHHIIMTIATBHOTO
o0Opa3oBaHusl WK €r0 3aMECTUTENIEH, PETUCTPUPYIOTCS B CTPYKTYPHOM MOAPA3IEICHUU
AJIMUHHUCTpAaIUH.

3.12. Peructpanuus nokymeHntoB ocyuiectpisiercs B [TC «C3 CO».

3.13. Perucrpanusi JOKyMEHTOB, MOCTYIUBIINX B OTJE] MYHUIIMIAIBHON CITY>KOBI U
KaJIpOB, OCYIIIECTBISETCS:

- ¢ noMetkamu "Cpouno", "OnepatuBHoO" - He3aMeITUTENBHO;

- noctynuBuux 10 16.00 - B 1eHb NOCTYIUICHUS;

- moctyrmuBIux nocie 16.00 - ve mozauee 10-00 cnemyromero padbodero JHS.

3.14. Peructpamusi moCTyHaromuyx JOKYMEHTOB OCYIIECTBIISETCS 10 OJI0KaMm:

- BXOJISIIITUE - PETUCTPAINS U 0030p BCEX BXOASIIMX JOKYMEHTOB ;

- UCXOISIIHNE - PETUCTPALMS HUCXOMAIIUX JOKYMEHTOB, KOTOPBIE HAIPaBISIOTCS B
Ipyrue opraHu3alny;

- BXOJSIIIIME OOpaleHus rpaxkaaH - perucTpalus BXOASIINX 00palieHui rpaxk/iaH;

- OTBETHI I'PaK/IaHaM - PETUCTPaLIs OTBETOB Ha OOpalleHUs TpaXkaaH;

- BHYTPEHHUE - TIepenucka BHYTpU AJIMUHHUCTpaluu (HE TpeAHa3Ha4yeH IS
JIOKYMEHTOB, aJpeCOBAHHBIX MOJIb30BATEIISIM U3 IPYTUX OpTraHU3allni;

- OpraHU3alMOHHO-pACopsAUTENbHbIE JOKYMEHTHI (nanee — OPJI) - perucrpanus
OpraHU3alMOHHO-PACTIOPSIAUTENIBHBIX IOKYMEHTOB, K KOTOPBIM OTHOCSTCS Pacnopspkenus,
IToctanosnenus, [Ipukassl, IIpoTokomsl.

3.15.B peructpanmonHoit kaprouke COJ] B 00s3aTenbHOM TOPSIKE 3aMOTHSIOTCS
paslenbl:

- AaHHOTAIUS;

- BUJ| IOCTaBKH;

- KOPPECTIOHJEHT (HOMEp TOKYMEHTa, OpraHu3alus, apec).

3.16. PeructpaiinoOHHbII HOMEP COCTOUT U3 MOPSAKOBOIO HOMEpA.

3.17.JlokyMeHT, TOCTYNMBIIMA Ha OyMa)XKHOM HOCHUTENE, CKaHHUPYETCS U €ro
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AIIEKTPOHHBIN 00pa3 npukpemigercs K perucrpanuonHoi kaprouke [MIC «CII CO».

3.18. Ha OymMa)KHOM HOCHUTEJE 3apEeTUCTPUPOBAHHOTO TOKYMEHTA CIpaBa B HIKHEU
4acTH TEPBOTO JIMCTA MPOCTABISETCS PETMCTPALMOHHBIM IITaMIl C YKa3aHUEM JaThl
PErHCTpalliy U PETUCTPALMOHHOIO HOMEpPA IOKYMEHTA.

3.19. JloxyMeHTBl N€pelarTCsl Ha pacCMOTpeHHe [7naBe MyHUIMIAIBLHOIO
00pa30BaHuUs, €r0 3aMECTUTEIISIM, PYKOBOJIUTENIO AMIapara TOJIbKO MOCJE PETUCTPALIUU.

JoxymenTsl ¢ moMetkamu "Cpouno", "OnepatuBHO" nepenaroTcsi Ha pacCMOTPEHUE
[71aBe MyHUIIMTIATLHOTO OOpA30BaHUsI, €r0 3aMECTUTENSM, PYKOBOIUTENIO Ammapara
HE3aMEeINTENBHO.

«He3zaMeUIUTEJIbHO» - YCTAHABIMBAET CPOK OJIMH JICHb;
«BecpmMa cpoOYHO» - yCTAHABIMBAET CPOK JIBA JTHS;
«Cpo4HO» - yCTaHaBIMBAET CPOK TPHU JIHS;
«OnepaTuBHO» - ycTaHaBIUBAaET Cpok 10 nHE;

3.20. Ilocne paccMoTpeHHst TOKYMEHTOB [J1aBoil MyHUIIMIAIBLHOTO OOpa3oBaHMS,
€ro 3aMECTUTEJISIMU OHM HampaBJIstoTcs ucnoduutento ¢ nomoibio I'MC «CII CO».

B ciydae, ecnu anekTpoHHBIN 00pa3 JOKYMEHTA, MOCTYNUBIINN UCIOIHUTENIO, HE
MOJITAETCS MPOYTEHUIO, OTBETCTBEHHBIN 3a BEJIEHHUE JIETONMPOU3BOACTBA B CTPYKTYPHOM
noJipa3feiecHn  AJMUHUCTpAIlMM  TOJIy4aeT OpUTMHAl  JOKyMEHTa B  OTHAele
MYHUIIUTIATIBHOM CITY>KOBI U KaIpOB TIOJ] POCIIUCH.

3.21. Ilpu BHECEHUU U3MEHEHUN B PE3OJIIOIUIO B YACTH, KACAIOLEHCS UCTIOTHUTEIS
(CTpyKTypHOTO TOJpa3fefieHus AJMUHUCTpALMM), TMepeaadya JTOKYMEHTOB MEXIy
CTPYKTYPHBIMU TOJIpA3JICICHUSIMU  AJIMUHUCTPALIMM  OCYIIECTBISIETCSL 4epe3 OTHel
MYHUITUTIATIBHOU CITY>KOBI U KaJIPOB.

3.22. OTBETCTBEHHOCTh 3a COCTaBJIeHHE W O(OpPMIIEHHWE JIOKyMEHTa, a TaKkKe
COIVIACOBAaHUE IMPOEKTa JOKYMEHTAa C 3aMHTEPECOBAHHBIMHU JIMIIAMH BO3JIaraercs Ha
CTPYKTYpPHOE MOApa3acieHue AIMUHUCTPALIUY - UCIIOJIHUTEIS TOKYMEHTA.

3.23.Ecnmi  TOKYMEHT TOTOBUTCS Ha OyMa)XHOM HOCHTEJIC, TO II€YaTarOTCs JiBa
AK3EMIUISIPA, MEPBbIN (OpUTHMHAN) - HA OJIaHKE YCTAHOBIEHHOUN (hOPMBI, BTOPOH 3IK3EMILISP
(m1s BU3UPOBaHUSA) - HA JJICKTPOHHOM IabiioHe OjaHKa, KOTOPBIM IIOCIIE 3allOIHEHHS
pacrieyaThIBacTCs U MPUKIIAJBIBACTCS K MEPBOMY dK3eMIUIsipy. Busbl mpocTaBistoTcs Ha
JUIIEBOM CTOPOHE MOCJIEIHETO JINCTA JOKYMEHTA B HIJKHEH €ro 4acTH.

[Ipy 1OArOTOBKE SIEKTPOHHOTO JOKYMEHTa €ro BHU3MPOBAHME U IMOJAMHUCH
ocyumiectBisorcs ¢ ucnonbzoBanuem JII B TNC «CI CO».

3.24. lIlocne  mnoamucaHuss  JTOKYMEHT  peructpupyercda.  Peructpanms
ocymectpisiercs B [MIC «C3J] CO». PerucrpaliuoHHbli HOMEpP COCTOUT M3 IU(GPOBOTO
MHJIEKCA CTPYKTYPHOTO TOJpPA3/CNICHUs, MOPSIAKOBOIO HOMEpa M OyKBEHHOIO HHJEKCA

3anpeniaercss OCYHIECTBIATh PETUCTPAIMIO THUChbMA-OTBETa MOJ  BXOMSIIUM
HOMEPOM.

3.25. JIoOKyMeHTbl WU MHCbMA-OTBETHl 3a MOAMNMUCHIO [JaBbl MYHHUIIMIAIBLHOTO
oOpa3oBaHus, €ro 3aMECTUTENICH PETUCTPUPYIOTCS OTIEIOM MYHUIUTIAIBLHON CITYKOBI U
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KaJIpOB.

JIOKyMEHTBI ¥ MHChbMa 32 MOJIMUCHIO PYKOBOJUTENEH CTPYKTYPHBIX MOApa3IeIeHUuN
AJMUHUCTpAIUU PETUCTPUPYIOTCS B CTPYKTYPHBIX MOAPA3ICICHUAX AJIMUHUCTPALINH.

3.26. OTnpaBiieHrE JTOKYMEHTOB ajpecary IOYTOBOM, KypbepCKOM BHJIaMH CBS3H
OCYIIECTBIISIETCSI UCTIOJTHUTENEM JIOKyMEHTA.

JlokymeHThl Ha OyMaXXHOM HOCHTENe, 3apeructpupoBaHHbie 10 17.00,
OTMPABIISIIOTCA B JIEHb PETUCTpallU, 3apeructTpupoBanubie nocue 17.00, - Ha cneayrommi
paboumii 1eHb.

3.27. JlokyMeHThl B D3JEKTPOHHOM BHJE pACCBUIAIOTCSA ajapecaraMm, COMIaCHO
azipecaM, yKazaHHBIM B PETUCTPALIMOHHON KapTOUKe, Cpasy MOCie UX PerUCTPaIlUH.

3.28. DOmekTpoHHas modra B AJIMHMHUCTpaUMU MNpEIHA3HAYeHa [JIs Ieperaqyu
cinykeOHOW  WMH(OpPMAlMM €  TOMOIIBIO  MPOTPaAMMHO-aNMapaTHOTO  KOMILJIEKca
(KoMIIBIOTEPA, TETEKOMMYHHKAIIMOHHBIX CPEACTB, CHEIMATIN3UPOBAHHOTO MPOTPAMMHOTIO
oOecrnieueHus1) yepes JIOKaJbHbIE TEJIEKOMMYHUKAIMOHHBIE CETU U Yepe3 ceTh MHTepHeT.

3.29. IlpueMm »ONEKTPOHHOM IIOYTHI, AAPECOBAHHOM [JaBe MyHHMIMNANBHOTO
0o0pa30BaHUsA, €r0 3aMECTHTENSIM U B aapec AJIMUHHCTpAIUMH, TOCTYNHUBIICH Ha aapec
AIIEKTPOHHOM MOYTHl AIMUHUCTpanuu B cetu MHTEepHeT: potch@admin-smolensk.ru wun
B cetu MHTpaneT: potch@sed.sml, ocyiecTBIsieTCS OTIEIOM MYHHUITUTIAILHON CITY>KOBI U
KaJIpoB AJIMUHUCTPALIMH.

3.30. Ilpuem u mepemaya 3MEKTPOHHOM MOUTHI B CTPYKTYPHBIX MOAPA3ICICHUIX
AJIMUHUCTpAlMU  OCYILIECTBIISAIOTCS OTBETCTBEHHBIMH JIMIIAMHU  (aAMUHHUCTpPATOpaMU
AIIEKTPOHHOM MOYTHI) 3TUX CTPYKTYPHBIX MOJPA3/ACIICHUN HE MEHEe IBYX pa3 B JACHb.

3.31. He mnoanexar mnepechbUIKE IO 3IEKTPOHHOM MouTe JIOObIE JIOKYMEHTHI,
OTHECEHHbIE K MH(POPMALIUK OTPAaHUYEHHOTO JOCTYTIA.

3.32. TUC «C3J1 CO» npenHa3zHadyeHa sl OpraHU3aluy IOPUIAYECKHA 3HAYHMMOTO
ANIEKTPOHHOTO  JoKyMeHTooOopoTta [IpaBurensctBa  CMONEHCKOM — 00MacTH,  MHBIX
UCIOJHUTENBHBIX ~ OpPraHoB  o0JacTW,  OpPraHOB  MECTHOIO  CaMOYIIpaBJICHUS
MYHMIIMIIAJIBHBIX 00pa30BaHUN OOJIACTH U MOJABEAOMCTBEHHBIX YKa3aHHBIM OpraHam
OpraHU3aIuu.

3.33. DneKTpOHHBIA NOKYMEHT, copMupoBaHHbld B COJl, UMEET HOpHINYECKYIO
CHIIy, PaBHYIO CHJI€ aHAJOTHYHOTO JOKYMEHTa Ha OyMaXHOM HOCHUTENe, W BJCUYET
MPEeTyCMOTPEHHBIE ISl JAHHOTO JOKYMEHTa IIPAaBOBBIE MOCEACTBUSA. JNEKTPOHHBIN
JOKYMEHT BKIJIIOYaeT B ce0sl COmep KaTeNbHYIO (MPUKPETUIEHHBIM K PETHCTPallMOHHON
KapTouke (aiiia) U CONPOBOAUTENBHYIO YaCTH.

Odopmienne, MOPSIOK TOATOTOBKM M COIIACOBAHUSA COAEPKATEIHHOW YacTH
ANIEKTPOHHBIX JOKYMEHTOB aHAJIOTUYEH IMOPSAJIKY MOATOTOBKU JOKYMEHTOB Ha OyMayKHBIX
HOCHUTEJSX, 32 UCKJITIOUEHHUEM TOTO, YTO JIEKTPOHHBIN JOKYMEHT 3aBepsiercs OII.

OtMmeTKa 00 7EKTPOHHOMN MOJIITUCH.

OrMerka 00 9JEKTPOHHOM TOJNUCH  MCHOJB3YETCS TPU  BHU3yaJU3alUU
AIIEKTPOHHOTO JTOKYMEHTa, MOJIMNHUCAHHOTO 3JIEKTPOHHOW MOJIMUCHIO, C COONIOIEHUEM
CJEYIOUX TPEOOBaHMIA:
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1) MecTo pa3MemieHus OTMETKM 00  JJIGKTPOHHOM  TOJAMUCH  JOJIKHO
COOTBETCTBOBAaTh MECTY pa3MelIeHUus] COOCTBEHHOPYYHOW TMOANMUCH B aHAJIOTUYHOM
JOKYMEHTE Ha OyMaKHOM HOCHUTEJIE;

2) S7IeMEHThl OTMETKH 00 DJIEKTPOHHOW TOIIUCH TOJKHBI OBITh BUIAMNMBIMH H
YUTAEMBIMH TMPU OTOOPAKEHNUU JJOKYMEHTA B HATYPAJILHOM Pa3Mepe;

3) sneMeHTBl OTMETKHA 00 AIEKTPOHHOU MOJMUCH HE JTOJDKHBI TIEPEKPBIBATHCS WA
HAKJIQJBIBATHCS IPYT HA IPYTa;

4) SneMeHThl OTMETKHM 00 DJIEKTPOHHOW TMOAMKMCH HE JODKHBI IEPEKpPHIBATH
AIIEMEHTHI TEKCTa JIOKyMEHTa W Jpyrue OTMETKH 00 DJIEKTPOHHOW MOAMHCH (Tpu
HaJIMYUN).

OtMmeTka 00 DSJIEKTPOHHOM TMOANUCA B COOTBETCTBUU C 3aKOHOJATEIHCTBOM
Poccuiickoit denepanuu BKIOYaeT H3o0paxeHue repdba CmorneHckod obOmactu, dpasy
"JIOKyMEHT TOJIMUCAH JJICKTPOHHOM TMOAMHUCHIO", HOMep cepTuduKara KIroua
ANIEKTPOHHOW TonmucH, ¢GaMmwini, HUMs, OTYECTBO Biajeiblla cepTudukara, Cpok
nercTBUsl cepTu(dukata Kiroua dJIEKTpOHHOM mnoamucu. OTMeTka 00 3IEeKTPOHHOU
MOAMUCU MOXET BKIIOUaTh H300pakeHHe TepOda, B COOTBETCTBUU C JICUCTBYIOIIUM
3aKOHO/IaTEILCTBOM.

Hampumep:

% [LoKyMeHT Noanucas
E_B ANEKTPOHHOW NOANMCHID

CBENEHWA O CEPTHRMKATE 3N

Caprupurar. 00DSF4ES1 CAAT4IDATZ4EFCDASESTFS02
Brnaneney: Fonyb Anescanap Branumapoamy
Nedcrawrenes ¢ 10-01-2025 no 05-04-2026

I'maBa MyHHIIMTTATLHOTO 00pa30BaHUS
«ITounHKOBCKMI1 MyHUITUTIATBHBIN OKPYT»
CMorneHckoi obnactu A.B. Tony6

Onexrponnbie nokymMeHTHl odopmisitorcss B [TUC «COIl CO» Ha 37€KTpOHHBIX
Onmankax ycraHoBieHHoU ¢opmbl, pasmenieHHbIX B [TC «COII CO» u BOCTIpOU3BOASIINX
BCE PEKBU3UTHI OJJAHKOB COOTBETCTBYIOIIMX BUJIOB JOKYMEHTOB.

4. YnpapjieHHe JOKYMEHTAMH B CHCTeMe 3JIEKTPOHHOI0 TOKYMEHT0000poTa

4.1. Hoctyn k pabore B [MC «C3 CO» AnMHHHCTpallUM HUMEIOT TOJIBKO
3apEruCTPUPOBAHHBIC MTOIH30BATEIIN.

4.2. Bximouenue naokymeHToB B [MIC «C3J] CO» ocyliecTBIseTCss MOCPEACTBOM
3aMOJHEHUSI TOJEH PEKBU3UTOB KAPTOUKU JIOKYMEHTA, CO3IaHUSI JJIEKTPOHHOW KOMUU
JTOKyMEHTa (CKaHUPOBAHWsI), €CIM JOKYMEHT ObUI CO3/aH Ha  OyMa)XKHOM HOCHUTEIE,
MPUCOEAUHEHUS JJIEKTPOHHOW Komuu JokyMeHTa K OPK, pa3memnieHus nokymMeHTa B
cootBercTBytomel COJl B COOTBETCTBUU C €€ KIAaCCU(UKAITMOHHON CXEMOH.

4.3.B xome paccMOTpEHUs JOKYMEHTa, IMOJICKAIET0 WCIOIHEHU0, [naBoi
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MYHUIIMNIAJILHOTO 00pa3oBaHMs WJIM B XOJE€ COIVIACOBAHMSI TMPOEKTa JOKyMEHTa,
3aIMONHAIOTCS cooTBeTCTBYIOMUE 1mosist DPK.

44.1Tpn BrmoyeHun B CDJl  BXOASNIMX JTOKYMEHTOB, HUX PETUCTpalUH,
paccMoTpeHuu 1 ucnoiHenn B DPK BHOCSATCS cienyroiiye CBeASHUs O JOKYMEHTE:

l)HauMeHOBaHME TOCYJAPCTBEHHOTO OpraHa, OpraHa MECTHOIO CaMOyIpaBJICHUS,
opraHu3anuu (KOppecrnoHAEHTa);

2) HAaUMEHOBaHKE BUJA JOKYMEHTA;

3) nata JOKYMEHTA;

4) perucTpalMoOHHbII HOMEP JTOKYMEHTA;

5) damuwius ¥ UHULIKUAIBL JTUIA, TTOMKUCABIIETO TOKYMEHT;

6) nara noAnuCcaHus JOKyYMEHTa;

7) BXOASIIMA pEruCTpallMOHHBIN HOMED;

8) crmocob A0CTaBKU JOKYMEHTA;

9) 3aroIoBOK K TEKCTY (KpaTKoe COJIepKaHUE IOKYMEHTA);

10) koIMYECTBO JIMCTOB OCHOBHOTO JOKYMEHTA;

11) oT™MeTKa 0 NPUITIOKEHNU;

12) cBeneHusi O CBSI3aHHBIX JOKyMEHTax (HaMMEHOBaHUE BHJIa JIOKYMEHTA, JaTta,
PErUCTPALIUOHHBIN HOMED, THIT CBSI3M);

13) aneKTpOHHBIN apec KOPPECTIOHICHTA.

4.5.1Tpu Bxmouennu B COJI ucxogammx nokymeHToB B DPK BHOCSATCS ciepyromue
CBEIICHUS O IOKyMEHTE:

1) bamuivsg ¥ MHULKATIBL TMLA, TIOJITUCABIIETO JOKYMEHT;

2) HaMMEHOBaHKE BUJA JOKYMEHTA;

3) nara TOKyMEHTa;

4) perucTpalroHHbIN JOKYMEHT;

5) 3aroyioBOK K TEKCTY (KpaTKOE CO/IEpKaHUE IOKYMEHTA);

6) nojapasiesieHue — OTBETCTBEHHBIN MCIIOJHUTENb;

7) cBeneHust 00 ANEKTPOHHOM MOAIUCH.

4.6.11Ipu Bimrouennu B COJl BHyTpeHHHX A0KyMeHTOB B OPK BHOcATCS cnenyronue
CBEJICHUSI O IOKYMEHTE:

1) HaumeHoBaHKE NOpa3IeIeHNs, TOATOTOBUBIIETO MTPOEKT JOKYMEHTA;

2) HAaMMEHOBAaHKE JIOKYMEHTA;

4) perucTpallMOHHBIA HOMEP JOKYMEHTA;

5) bamunus ¥ UHUIMAMBI JIMLIA, TOAMUCABIIIETO IOKYMEHT;

6) 3aroJIOBOK K TEKCTY (KpaTKoe COJIepKaHUE IOKYMEHTA);

7) mnonpasneneHue (IOJDKHOCTHOE JIMII0) — HCHOJHUTENh (OTBETCTBEHHBIN
UCIIOJIHUTENh) TOKYMEHTA;

8) pe3ototusl (MCIIOTHUTEINb, (MCIIOIHUTENN ), TIOPYUYEHHE, /1aTa UCTIOJIHEHHUS, JjaTa

dbopMupOBaHUs TOPYUYEHUS ),

9) oTMeTKa O KOHTPOJIE;

10) ccpiiku Ha (aitst TOCTYNUBIIETO TOKyMEHTa U (paiiil MPUIIOKEHUS K JOKYMEHTY.

4.7. Ilpu BrmroueHun B COJl oOpaiueHuil rpakaaH, OpraHu3aliil 1 OTBETOB Ha
oOpamenust B OPK BHOcsTCS cnenyromiye cBeaeHUs:
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1) pamumust, uMst oT4eCTBO (IIPH €r0 HAIMYWHN) TPaKIaHUHA,;

2) HaMMEHOBaHUE OpraHU3alu — aJpecara;

3) nata oOpaIleHus;

4) perucTpanroOHHbII HOMep oOpalieHus (rpakIaHnHa, OPTaHU3AIINHN );

5) nara compoBOAMTENHLHOTO JOKYMEHTA (B Cilydae mepeaapecany o0palieHus );

6) nara MocTyIuieHus 00paIieHus rpak/IaHiHa, OpTraHU3aIlNH;

7) BXOJAILIUNA PErUCTPALIMOHHBIA HOMED;

8) KpaTKoe coziep>kaHue O0palleHus rpak/IaHiHa, OpraHUu3aINH;

9) KOTMYECTBO JINCTOB OCHOBHOTO JIOKyMEHTA;

10) pesomtonusi (MCMOMHUTENL (UCIIONHUTENN), MOPYYEHHUE, AOJKHOCTHOE JIUIIO,
JlaBIliee MOPYUEHHE, J1aTa PE30JIOIIN);

11) a5eKTpOHHBIN aJipec KOppecroHaeHTa (Ipak/IaHHa, OpraHu3aIun);

12) moutoBbI apec KoppecnoHaeHTa (TpaKJaHuHA, OpraHUu3aIin );

13) Bompoc 1o TeMaTu4ecKoMy KiacCcu(puKaTropy.

4.8.1Tpy BKIIFOUEHUN OKYMEHTOB M IPOEKTOB JTOKYMEHTOB B COJl, a Takxke npu
BKJItOUeHUU cBeneHur B DPK B mporecce XKHU3HEHHOTO IUKIA JOKYMEHTA WCIOJIHUTEIN
JOJKHBI  CO3/1aBaTh CBS3M JIAHHOTO JIOKyMEHTa (MPOEKT JOKyMEHTa) C JPYyTUMHU
JOKYMEHTAMH U MMyHKTaMH MOPYYEHUH.

5. KOHTPOJIb HCTIOJIHEHUSI JOKYMEHTOB (MOPy4YeHU i)

5.1. KoHTposib HCHONHEHHSA JOKYMEHTOB (MOpY4YEHM) BENETCS B LEIAX HX
CBOEBPEMEHHOIO KaY€CTBEHHOTO UCITOJIHEHHUS.

5.2. KOHTpOJIb UCIIOJIHEHUS TOKYMEHTOB (ITIOPYYEHHI1) BEAETCS B LIEIIAX:

- HCTIOJIHEHMSI IOKYMEHTOB (MIOPYYEHUI ) MO CYIIECTBY;

- COOITIOAICHUST CPOKOB MCTIOTHEHHU S JOKYMEHTOB (TIOPYYECHHU ).

5.3. KoHTpoap 3a UCHOJIHEHHEM JOKYMEHTOB CTpPOMTCSI Ha OCHOBE
PErHCTPAallMOHHBIX JAaHHBIX.

KonTponto mnomyiexar JOKyMEHTBI, MMEKOLIME KOHKPETHYIO JaTy HWCIIOJIHEHHS,
YKa3aHHYI0 B TEKCTE, M JOKYMEHTbI, CPOKH HCIOJHEHUS KOTOPBIX OIpPENEICHBI
JEHCTBYIOIIMM 3aKOHOAATEIHCTBOM.

KoHTponb 3a MCHogHEHHWEM TOKYMEHTOB OCyHIECTBIseT [7aBa MyHUIIMIAIBHOTO
oOpa3oBaHus, 3aMeCTUTENM [JaBpl MYyHUIMOAIBHOIO O0pa3oBaHMUs, IO BOIPOCAM
OTHOCAIIMMCA K UX KOMIIETEHIMHU (B COOTBETCTBHUM C pacipeneieHueM o0s3aHHOCTEN), a
TaK)Xe Jpyrue JOJDKHOCTHBIE JIMIA, €CJIH COAEp)Kaluecs B JOKYMEHTAaX BOIIPOCHI
OTHOCSITCS K c(hepe UX JEATEIbHOCTH.

5.4. Opranu3zanuio KOHTpOJIs 00ecreunBaeT pyKoBOAUTENb AMIapara.

5.5. Ilpu HeEOOXOIMMOCTM HW3MEHEHHUS CpOKa MCIOJHEHUA JIOKyMEHTa
OTBETCTBEHHBI HUCHOJIHMUTENb MPEACTAaBIsET Ha WM [7aBpl MyHUIUMIAIBHOIO
o0pa30BaHus, €ro 3aMeCTUTENS (B 3aBUCUMOCTH OT TOT0, KTO JjaJl IOPYyYEHHUE) CIIYyKEOHYIO
3allUCKy C MOTUBUPOBAaHHOW MPOCHOOM O €ro MpOAJIEHUU HE MO3HEE YEM 3a TPU JHS 110
ucTeueHus: 3Toro cpoka. Ilocne ee moamucanuss HEOOXOAMMO YBEAOMHUTH ajapecara o
MIPOUIEHUH CPOKA UCIIOJHEHUS C YKA3aHUEM IPUYHH.
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5.6. PacniopsiaurenbHble TOKYMEHTBI, MPOTOKOJBI 3ace/laHui (COBEIaHUM), eclu
3a(UKCUPOBaHHBIE B HHUX pelIeHUus He OQOPMISIIOTCS B BUJIE MOCTAHOBICHUU WU
PaACIIOPSIKEHUI, COAECPIKAILINE MOPYUECHHS C KOHKPETHBIMUA CPOKAMU UCITOJIHEHUS, CTABSITCS
MIOJT KOHTPOJIb 110 Ka)KJOMY OPYYEHHIO OTAENBHO.

Opranuszanusi WCIOJHEHHsT NOpydyeHud W ykazanuii Ilpesupenta Poccuiickoi
Qenepanu  UCHOJHAKOTCA B COOTBETCTBMM C  YkKazom IIpesumenta Poccuiickou
®eneparuu ot 28 mapra 2011 . Ne 352 «O Mepax 1o COBEpPIICHCTBOBAHUIO OpPraHU3ALNU
WCIOJIHEHUS OpyYeHu U ykasanuil [Ipesunenra Poccuiickon Oenepanum.

5.7. KoHTpOJb CPOKOB UCITOJIHEHUS TOKYMEHTOB (ITOPYYECHHI) BKIIOYAET B CEOsI:

- MIOCTAHOBKY IOKYMEHTOB (ITOPYUYEHU ) Ha KOHTPOJIb;

- MOHUTOPHUHT JABUXKEHUS TOKYMEHTOB;

-IPOBEPKY  CBOEBPEMEHHOCTH  JIOBEJEHUS  JOKYMEHTOB (IOpy4YeHMil) [0
HCIIOJIHUTEICH;

-PEABAPUTENIBHYI0 TPOBEPKY M PETYIUPOBAHHUE XOJA HCIOIHEHHUS TOKYMEHTOB
(nopyueHuil);

- CHSATHE C KOHTPOJIS JOKYMEHTOB (MIOPYYEHU );

- yuet, 00O0OIIeHHE ¥ aHalIM3 pPE3yJAbTaTOB XOAa WCIOJHEHUSI JOKYMEHTOB
(mopy4eHnuit);

- UHQOPMUPOBAHHUE PYKOBOJIUTEIECH O XO/I€ MCIIOJHEHUS IOKYMEHTOB (ITOPYYECHHI)
Y COCTOSTHUU UCTIOJTHUTEIBCKON JUCUUIUINHBL;

5.8. Cpok UCHOJIHEHUSI JOKYMEHTa YKa3bIBA€TCsl HEMOCPEIACTBEHHO B JIOKYMEHTE,
IIOPYYEHUH WIIN B PE30JIIOIUU K JIOKYMEHTY.

5.9. Cpoku UCIIOJIHEHUS HCUUCIISIOTCS B KaJE€HIAPHBIX THIX C JaThl, CIAEAYIOIIEH 3a
JaTON perucTpanuu JOKYMEHTA.

Cpoky UCIIOJIHEHHS MPOTOKOJIBHBIX MOPYYEHHI YCTAaHABIMBAIOTCS B MPOTOKOJIE U
VCYMCIIAIOTCS C J1aThl, CJAEAYIOLIEH 3a 1aTOW MTPOBENCHNS 3aCEAaHMsl.

5.10. Ecnu mocnemHuii JeHb CpOKa UCIHOJHEHUS JIOKyMeHTa (TIOpydYeHUs)
MIPUXOAUTCS Ha HepaOo4yuil JIeHb, TO JIOKYMEHT IOJJICKHUT HCIIOJHEHUIO B OV KanIInin
CJIETYIONTUH 32 HUM pabo4Mil IeHb.

5.11.  Cpoku HUCHONHEHHS JOKYMEHTOB (TIOpYyY€HHH) yCTaHABIMBAIOTCSA
PYKOBOJIUTENIEM, HCXOIS U3 CpPOKa, YCTAHOBJIEHHOIO OpraHu3aluel, HarnpaBUBIICH
JOKYMEHT, UJIM CPOKOB, YCTAaHOBIICHHBIX 3aKOHOAATENBCTBOM Poccuiickon denepanumn.

5.12. JIokyMeHTBI (ITOpyUYeHUsl) MOJIeKAT UCTIOTHEHUIO B CIEAYIOIIUE CPOKU:

- YCTaHOBJICHHBIC 3aKOHOAATEJIbHBIMU WJIM WHBIMAU HOPMATUBHBIMU IPABOBBIMU
aKTaMHU (TUIIOBOM CPOK UCITOJIHEHUA);

- C KOHKPETHOM 1aTOM UCIIOHEHUS — B YKa3aHHBIN CPOK;

- 0e3 yKa3aHusl KOHKPETHOW JJaThl UCIIOJIHEHUSI, UMEIOIINE B TEKCTE MIOMETKY;

- «HE3aMEJIJIUTEIIbHOY - YCTAHABIMBAET CPOK OJIMH JICHb;

- «BECbMa CPOYHO» - YCTAHABIMBAET CPOK JBA JTHS;

- «CPOYHO» - YCTAHABJIMBAET CPOK TPU JHS;

- «ONIEPaTHUBHOY» - YCTaHABIMBAET cpok 10 nHei;

- OCTaJIbHbBIE — B CPOK He Oosee 30 qHel, ecau MHOE He YCTaHOBJICHO
dbenepaabHBIMU 3aKOHAMM.
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5.13.J1ara ucnoNHEHUsI JOKyMEHTa (MOpy4YeHUsI) (PUKCUPYETCSI B PETUCTPALIMOHHON
kaprouke jokymeHTa ['MMC «CIJ1 CO».

5.14. IlpuoCTaHOBUTH HCIOJHEHHE KOHTPOJBHOIO JOKyMEHTa (IIOpydYeHus), a
TaK)X€ OTMEHHUTb €r0 MOMKET PYKOBOAMTENb, MOANUCABIIMN JTOKYMEHT WA JaBIIUMA
nopy4yeHue (Pe30IOLHIO).

5.15. B ciyuae, ecinu CpoK UCHONHEHUSI JOKYMEHTA (MOPYYEHUS ) MPEBBIIIAECT OIUH
MecAll, B IeNIAX 00ecleYeHHUs CBOEBPEMEHHOIO MCIIOJHEHHUS JTOKyMEHTa (IOpydYeHus)
IIPOBOAMUTCSL  NPENBAPUTEIBHBIM  KOHTPOJIb W  HAIOMUHAHHA  MCHOJHUTEISIM O
NpUOIMKEHUH CPOKOB UCIIOIHEHUS JOKYMEHTOB (IIOpYUYEHHUI).

5.16. HamomuHaHue MCHOJHUTENSIM O MPUOIMKEHUU CPOKOB HCIOJHEHUS
JOKYMEHTOB (MOpPYYEHHUH) OCYLIECTBISIETCS B ABTOMAaTHYECKOM PEXHME IOCPEACTBOM
I'NC «C3 CO».

Uudopmarss 00 HCHOIHEHUH JOKYMEHTOB (MOPYYEHMi), TMOIy4YeHHass OT
UCIIOJIHUTENEH, PUKCUpYETCs B perucTpauoHHoi kaprouke nokymenTa I MC «CO COy.

5.17. Ilpu HeoOXoAMMOCTH U3MEHEHUs CpOKa WCIIONHEHUS JOKYMEHTa
(mopyuyeHus1) OTBETCTBEHHBIM HCIIONIHHUTENb 00s3aH MPEACTABUTh HA MUMSI PYKOBOAMTEII,
JaBIIETO MOPYyYEHUsl, 000CHOBaHME (JOKIAIHYIO WM CITY>KEOHYIO) 3allUCKY) O MPOIJIEHUU
CPOKa € yKa3aHUEM MPUYUH IPOJICHHS U JaThl UCIIOJIHEHHUS.

O0ocHOBaHME MPOAJICHUS CpPOKAa HUCIHOIHEHMs AOKyMEHTa (TOpYYEHHs) AOJKHO
OBITh HAIIPABJIEHO COOTBETCTBYIOLIEMY PYKOBOAMTEIIO HE IO3/[HEE YEM IO UCTEUCHUU
IABYX TPETBUX CPOKa UCIOJIHEHMs JOKYMEHTa (IIOpYy4eHHs), a €CIU CPOK HCIOIHEHHUS
IIOPYYEHMsI NIPEBBIIIACT JBA MECALA, NMPEUIOKECHUE O €ro NPOMJECHUN IPEICTABIAETCA B
TE€4eHHE 1-ro Mecdla cpoka, OTBEJEHHOIO Ha HUCIIOHEHUE MOPYUYEHUSI.

Cpokyd HCHOJMHEHUS CPOYHBIX IOPYYEHUH HE MPOJJIEBAIOTCA M HE
KOPPEKTUPYIOTCSL.

5.18. JIOKyMEHT CUMTAETCSI UCIOJHEHHBIM U MOJIEKUT CHATHUIO C KOHTPOJS MOCIIE
(aKTUYECKOTO HCIIOJHEHUS! BCEX COJEPIKAIUXCS B HEM MOPYUYEHUH, JOKYMEHTAJIbHOIO
NOATBEPKACHUSI €r0 HUCHOJHEHHs M COOOIICHHS pEe3ylbTaTOB €ro pacCMOTPEHUs
3aMHTEPECOBAHHBIM OpraHaM, OpraHu3alusIM U JULAM.

5.19. HokxymeHTbl (NOpYy4Y€HHMs), HaxXOISAIIMECs Ha KOHTPOJE, CHUMAKOTCS C
KOHTPOJISI HA OCHOBAaHUU MOJIFOTOBJIIEHHOTO OTBETA.

Pemenue 00 ucnomHeHun JOKyMeHTa (MOPY4YEHHUs), HE TPEOYIOLIEro HallpaBiICHUS
OTBETAa, IPUHUMAET PYKOBOJIUTEIND, IOCTABUBLINI JOKYMEHT (IIOpYyY€HHE) HA KOHTPOJIb.

Cgenenust 00 UCIIOJHEHUU AOKYMEHTa (IOPYyYEHHs) BHOCSTCS B PErHCTPALMOHHOM
kaprouke nokyMeHra [ IC «C3 CO».

5.20. B ciyuae, ecinu TOKyMEHT (IOpYyUYEHHUE) HE MCIIOJIHEH B YCTAHOBJIEHHBIN CPOK,
OH IPU3HAETCS HE MHCIOJIHEHHBIM M OCTaeTcs Ha KoHTpoje. OO0s3aHHOCTb IO €ro
VICITOJIHEHHIO COXPAHSETCS 33 UCIIOJIHUTEIIEM.

5.21. AgMuHUCTpaus €XeMECSYHO IpeacTaBiseT B AnmuaucTpannio [Ipesunenra
Poccuiickoit ®enepaniun B 3neKTpoHHOM (opme wuHopManuio O pes3yibrarax
paccMOTpeHHs OOpalleHUI TpaXklaH, OpraHM3alMil, a Takke O Mepax, HNPHUHITHIX IO
TaKUM OOpaICHUSIM.
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6. lokymeHTaabHBINA (OHI AAMUHUCTPALIMHA

6.1. JloKyMeHTBI, CO3IaHHBIE U TOJYYEHHBIE B IIPOLECCE ACATEIBHOCTH
AnMuHHUCTpaluu, oOpa3yloT TOKyMEHTaldbHBIH (oua Aamunuctpanuu. [JoKyMeHTHI,
CO3/IaHHBIE W TMOJYYEHHBIE B IMPOLECCE AECATENBHOCTH CTPYKTYPHBIX MOApPA3AEICHUN
AnMuHHCTpanuu  00pa3yloT JOKYMEHTANbHBIH (OHA CTPYKTYPHBIX MOAPA3ICICHHM
AJIMUHHCTpaIIUH.

6.2. Jlns oGecneuenus nopsaaka GopMUPOBaHUS U ydeTa JIe] B JeJIONPOU3BOJICTBE B
AJIMUHUCTpAllUd COCTAaBJISICTCSI HOMEHKJIATypa Jiel Ha OCHOBAHMUU HOMEHKIATYp el
CTPYKTYpHBIX MOApa3ieNeHud AJIMUHUCTpAIMM, HE SBISIOMIMXCS IOPUANYECKUMU
JULAMH, U CIEIUATNCTOB (Aanee - OTAeN0B AIMUHUCTPALIUN).

Homenknarypa pgen AJAMUHUCTpAllMM M HOMEHKJIATypa Jel CTPYKTYpPHBIX
noapazneneanit  Aagmunuctpauuu Brimodatoress B [UC «C3 CO» B kauecTBe
CIPABOYHUKA, OINPEACINAIONIEr0 MOPSJA0K CHUCTEMATU3AlMKU SJIEKTPOHHBIX JOKYMEHTOB
(?MIEKTPOHHBIX KOMUHM JOKYMEHTOB), BKIItoUaeMbix B [UC «CIJ] CO».

Homenknartypa nen 3akperuisieT KiacCU(UKALMIO (TPYNIHUPOBKY) HMCIIOTHEHHBIX
JOKYMEHTOB B JI€JIa U SIBJIIETCS. OCHOBHBIM YYETHBIM JOKYMEHTOM, OTPakalolllUM COCTaB
Y OpraHU3alMI0 JOKYMEHTaJIbHOTO (OHIA.

Homenknarypa aen siBisieTcss OCHOBOW JJIE COCTABJIEHUS OINHUCEN eI, JOKYMEHTOB
MOCTOSIHHOTO U BpeMeHHOro (cBbiiie 10 JeT) CpoKoB XpaHEHHUs, a TakKe IS ydeTa el
BpeMeHHOTO (710 10 JeT BKIIOYUTENBHO) CPOKA XPAHEHUS.

6.3. Homenknarypa aen pa3pabarbiBacTcsi HA OCHOBAaHMM HOPMATHUBHBIX MPABOBBIX
aKTOB, TUIIOBBIX, BEJJOMCTBEHHBIX M WHBIX NEPEYHEHl JOKYMEHTOB C YKa3aHHUEM CPOKOB
XpaHEHHS.

6.4. AnMuHHCTpanMs M CTPYKTYpHBIE MOApa3JeieHUus AJIMUHUCTPALMH,
ABJISIFOIAECS. MCTOYHMKAMU KOMIUIEKTOBAaHUSI ApXMBHOIO OTHAeNa AJMHHUCTpalUu
MYHHUIIMIIAIBHOTO 00pa3oBaHusi «[louyMHKOBCKHMIT MyHUIMNANBHBIA OKpYr» CMOJEHCKON
001acTH, BBIMNOJIHSIOMEr0 (PYHKIMK MYyHUIIMIAIBHOTO apXuBa (Jajee - apXUBHBIA OTAEI
AJIMUHUCTpAIlUU), COCTABJISIOT HOMEHKJIATypy JAen mno oOpasiy (mpuioxkenue N 8),
COIVIACOBBIBAIOT €€ C DJKCIepTHOM koMmuccued (nmanee - OK) COOTBETCTBEHHO
AJIMUHHCTpALMU U CTPYKTYPHOTO NoApa3aesieHuss AAMUHUCTPALIMKA U OJUH pa3 B 5 JieT (B
cllyyae W3MEHEHUs (QYHKIUMHA M CTPYKTypbl OpraHa MECTHOTO CaMOyNpaBleHUs,
HOMEHKJIaTypa 1€ MOJJIEXKHUT MEePECOCTABICHUIO, COITIACOBAHUIO U YTBEPKIICHUIO PaHbIIIE
YKa3aHHOTO [€pUo/a) IMPEACTABISIIOT HA CONIACOBAHHME SKCIEPTHO-IPOBEPOYHOU
KOMHCCUHU YINOJTHOMOYEHHOI'O OpraHa HMCIOJHUTEIbHON BiracTH CMoOJIEHCKOW 00JacTu B
oOnactu apxuBHOTO nena (nanee - DI1K).

[Tocne cornmacoBanust ¢ JIIK HOMeHknarypa Aen AJAMUHUCTPAUHUM YTBEPKIAETCS
[aBoii MyHUIIMTIATILHOTO 00pa30BaHus, HOMEHKJIATypa JIe] CTPYKTYPHOTO MOJpa3AeieHuUs
AJIMMUHUCTpaUUU — €€ PYKOBOJHUTEIIEM.

6.5. CIMCOK MCTOYHHMKOB KOMIUIEKTOBAHMS APXUBHOTO OTHENa AJIMUHUCTpALUU
YTBEPKJIA€TCA PaCOPsKEHUEM AIMUHUACTPALUU.

6.7. Homenknarypa JIel COCTaBISIETCSA  €XKErOJAHO, COMIACOBBIBACTCA W
yTBepxkaaercs a0 | gexabps U BBOAUTCS B JedcTBUE ¢ | sHBaps CIEIYyIOIIEro
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KaJICHJJaPHOI'O To/1a.
6.8.I'padbpl HOMEHKIATYPBI A€ 3aMOIHSIIOTCS CIASAYIOIUM 00pa3oM:

1) B rpage 1 mnpocCTaBAsIOTCS HHIEKCHl KaXIOTo Jeja, BKJIOYEHHOIO B
HOMEHKJIaTypy Aen. MHAeKkc aena COCTOMT M3 YCTAaHOBJICHHOTO IU(GPOBOr0 0003HAYEHUS
CTPYKTYPHOI'O MOJPA3AeICHHUs U MOPSAKOBOIO HOMEpA 3arojloBKa Jesia M0 HOMEHKJIAType
JieNl B Mpesieyax CTPYKTYpPHOTO moapaszaeneHus. MHaekcsl nen 00o3HadaroTcs apadCKuMu
nudpamu, Hanpumep: 08-02, rae 08 - ob6o3HAUEHUE CTPYKTYpHOTO Tonmpazaenenus, 02 -
MOPSIAKOBBIN HOMEP 3aroJIOBKa Jieja 0 HOMEHKJIIATYPE;

2) B rpady 2 BKIIOYAIOTCS 3ar0JOBKHU e (TOMOB, YacTeil).

3arojloBOK Jena JIOJDKEH B KpaTkoi, 000OIIEHHOM (opMe OTpaxarb OCHOBHOE
COJEPKAHHME U COCTaB JOKYMEHTOB JIENa.

3aroloBKM  BJIEKTPOHHBIX €1 BKIIOYAIOTCA B HOMEHKJIATypy J€d IO TeM XKe
MpaBujaM, YTO U 3aroJIOBKH JieJ Ha OyMa)kHOM HOCHTEIIE.

He BKItouaroTcs B HOMEHKIIATYPY J1€7 IEPUOANYECKUE U3JaHUsl, KHUTY, OPOIIIOPBHI.

YTouHEeHusT B 3aroJIOBKM JI€J1 U HOBBIE 3arojOBKH €N, HE IPEILyCMOTPEHHBIE
YTBEPKJICHHONH HOMEHKJIATYpOil, BHOCSATCS B COOTBETCTBYIOLLME Pa3eibl HOMEHKIIATYPHI
Jen  CTPYKTYpHBIX  mojapaszzaeneHuid. HoBble 3aromoBku el BKJIIOYAIOTCS B
MPEyCMOTPEHHBIE JIs1 3TOTO PE3epBHBIE HOMEPA;

3) B rpade 3 yka3pIBarOTCS CPOK XpaHEHUs Jejla, HOMepa CTareil Mo MepeyHIo
TUIIOBBIX YIIPABICHUYECKUX IOKYMEHTOB;

4) B rpade 4 "llpumedanue" yKa3bIBalOTCS Ha3BaHHUS IEPEYHEH JOKYMEHTOB,
MCIOJIb30BAHHBIX TIPU OINPE/IETICHUU CPOKOB XpaHEHHUS JIE.

6.9. B HOMEHKIarypy el MOryT BHOCUTbCS HW3MEHEHHMS M JIONOJHEHUS.
DnexTpoHHBIE 00pa3bl U3MEHEHW U JOTIOJTHEHUN B HOMEHKJIATYpPY A€l AIMUHUCTPAIUU
HaIIPaBISIIOTCS. PYKOBOJUTENIO Armmapara 1Jjis BHECEHUS W3MEHEHUW W JOMOJHEHUUN B
CBOJHYI0 HOMEHKJIAarypy naen AjamuHuctpauuu. H3mMeHeHHsT W JIONIOJIHEHUS B
HOMEHKJIATypy A€JI COMAacOBbIBAIOTCS ¢ DK M yTBEPKIAIOTCSI pyKOBOAUTEIIEM.

6.10. DnexTpoHHBIE JOKYMEHTHI (OPMUPYIOTCSI B DJCKTPOHHBIC Jella B
COOTBETCTBHH C HOMEHKJIATYPOU JE.

B HOMeHKI1aType Aen yKa3blBaeTcsl, YTO JEJI0 BEAETCS B AIEKTPOHHOUN (opMme.

DJNEKTPOHHBIE JOKYMEHTBHI IOCJAE€ WX MCIOJIHEHUS WM OTIPABKU IOAJIEXkAaT
xpanenuto B [ IC «C3Jl CO» B TeyeHUE CPOKOB, MPETYCMOTPEHHBIX ISl AaHAJIOTMYHBIX
JOKYMEHTOB Ha OyMa)>KHOM HOCHUTEJE.

6.11. DnekTpoHHBIE TOKYMEHTHI HE3aBUCUMO OT MX 00bEMa BKIIFOUAIOTCS B OJHO
AIIEKTPOHHOE J1e710 0€3 pa3/ieeHusl Ha TOMa.

B cinywae, ecnm AOKyMEHTHI Jefia MPEACTABICHbl Ha OyMa)KHOM HOCHUTENE U B
dbopMe DIIEKTPOHHBIX JTOKYMEHTOB («THOpUIIHOE [e710»), JOKYMEHThI Ha OyMa)KHOM
HOCHUTEJE MOAJIeKaT ouu(pPOBKE M BKIIOUCHHUIO B JJIEKTPOHHOE Jeno. B nerno, koropoe
BeJeTCS Ha OyMaXHOM HOCHUTENE, BKIIOYAIOTCS TOJBKO JOKYMEHTBI, CO3JaHHbIC
(moctynuBiMe) Ha OyMa)KHOM HocuTese. B HoMeHKIaType Jien 3JIeKTPOHHOE 110 U JEJI0
Ha OyMa)KHOM HOCHTEJIe OTPaKaroTCs KakK J[Ba TOMa, UMEIOIIUE OJJUH 3arojIoBOK, MHIEKC U
CPOK XpaHEHHUSI.

6.12. ®opMupoBaHUE U XPAHEHUE 3JIEKTPOHHBIX JE€J MOCTOSHHOIO XPAaHEHHS [0
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nepefadyd WX B apXHUBHBIM OTHEN AJIMHUHUCTpPAUUU OCYLIECTBIAETCS OTAEIOM IO
nHpopManoHHBIM TexHooTuAM Aamunuctpanuu B [IC «COJ] CO».

6.13. Jlena Ha OyMa)XHOM HOCHUTeJIe B AJIMHUHHCTpAIlMd M CTPYKTYPHBIX
noapasneiaeHus X AAMUHUCTPAIMK pa3MeniaoTcs B mkagdax, ceiidax, Ha cTemaxax.

Jlena pacrionararoTcs BEPTHKAJIbHO, KOPEHIIKAMH HApy’Ky U B COOTBETCTBUHU C
HOMEHKJIATypOH J1e /Uig 0OecreueHus BU3yallbHOTO KOHTPOJISI UX HAJIM4YUs U OBICTPOrO
noucka. Ha kopemikax o0oeK Jies1 yKa3bIBatoTCsl MHEKCHI JIEN [0 HOMEHKJIaType.

6.14. U3bartue (BbleMKa) JIOKYMEHTOB, OOpAa30BaBIIMXCS B JIESITEIBHOCTU
AJIMAHHCTpALMY, NPOU3BOAUTCS B COOTBETCTBUU C 3aKOHOAATEIBCTBOM Poccuiickoii
®denepanuy Ha OCHOBAaHUHU MHCbMEHHOTO PacHopsKEeHUs AIMUHUCTPALIMK C U3BEILIEHUEM
PYKOBOIUTENS OTAENa AJIMUHUCTPALMU, CTPYKTYPHOTO MOApa3aeiaeHuss AJAMUHUCTPALINH,
JOKYMEHTBI KOTOPOTO H3bIMAIOTC.

6.15. ®akT u3bATUSA (BBIEMKH) JOKYMEHTOB (DUKCHPYETCS B IMPOTOKOJE (AKTE)
U3bATHS (BBIEMKH JTOKYMEHTOB, KOTOPbIA COCTAaBJISI€TCS HE MEHee YeM B JIByX
AK3EMIUISIPAX W MOJIMUCHIBAETCS YIOJIHOMOYEHHBIM MpeAcTaBuTeneM AamuHucrpanuu. K
MPOTOKOIY (aKTy) MpuUiIaraeTcs Onuch (PeecTp) U3bATHIX TOKYMEHTOB (I€).

6.16. [Ipy U3bATUHM NOMJIMHHHUKOB JOKYMEHTOB B JI€JI0 MOMENIACTCA 3aBEPEHHAas
KOMHS JIOKYMEHTa, Ha 000pOTe€ KOTOPOM YKa3bIBA€TCS OCHOBAHHE MU3bSITHS MOAJMHHUKA,
CpPOK BO3Bpara, Jara U MOJANUCH PAOOTHHKA, OTBETCTBEHHOTO 3a (OPMUPOBAHUE U /WU
XxpaHenue nena. [TonIMHHUK TOKyMeHTa, U3bATHIN U3 Jea (J1eJ10), MOCIe PACCMOTPEHUS U
peleHns BONpoca, BO3BPAILIAETCS B JIET0, IPA 3TOM KOMUS, TOMEIIEHHAs B JIEJI0 BMECTO
MO/IJINHHUKA, U3bIMACTCSI.

6.17. Ilpu oOHapyXeHHH OTCYTCTBUS JeJl, YUCISIIMXCS 1O HOMEHKIAType e,
PYKOBOIMTENEM  OTAENa  AJMUHUCTpaUUd, CTPYKTYpPHOIO  IOApa3JIeICHUs
AJIMUHHCTpalMy NPUHUMAKOTCS MEPHI 10 UX PO3bICKY. B ciydae, ecim po3bICK HE JaeT
pe3yabpTara, COCTaBIseTCA ClpaBKa O MPUYHMHAX UX OTCYTCTBHS, KOTOpas MOANHUCHIBAETCS
PYKOBOJIUTENEM CTPYKTYPHOIO NOApa3AeiieHHs AJIMUHUCTpALlMM, HAdaJbHOM OTHENa
AJIMAHHCTpaLUU, IPEICTABISECTCS PyKOBOAUTEO Amapara.

6.18. ®axt yrparbl gnena (den) QUKCUpyeTCS B aKTe, COCTaBIsIEMOM U
MOJIITMCHIBAEMOM PYKOBOJIUTENIEM Ammapara U PyKOBOAUTENEM OTHeNa AJIMHHHCTpPALIUH,
CTPYKTYPHOIO MOApa3JeiaeHuss AIMUHHCTPALUA B JBYX 3K3eMIUIsipax (Mpu yTpare ael
BpeMEHHBIX (10 10 JeT BKIIOUNTEIBHO) CPOKOB XPAHEHUS) WM B TPEX 3K3eMIUIsipax (mpu
yTpare Jen BpeMeHHbIX (cBbimie 10 JeT) CpoKoB XpaHEHUS! WM MOCTOSSHHOTO XPaHEHUs).
[Io ogHOMY 3K3eMIUISIpYy aKTa XpaHUTCS y PYyKOBOAMTENA Armmapara W CTPYKTYPHOM
MoJIpa3fAeieHn AJIMUHUCTpALMU; TIPU yTpare Jea BpeMeHHbIX (cBbimie 10 JeT) cpokoB
XpPaHEHUsT WJIM TOCTOSIHHOTO XpaHEHUs MO OJHOMY OJK3EMIUIAPY akTa XpaHUTCSA ¥y
pyKoBoAuTENS Armmapara, CTPyKTypHOM MOAPA3ACICHUN AJIMHUHUCTPAMU U APXUBHOM
otaene AIMUHUCTPALUU.

6.19. BHOBb CO31aHHOE CTPYKTypHOE TOoApa3aeiacHrue AIMHUHUCTpPALIMU B
MECSITYHBIN CPOK COCTaBJISIET, COMIACOBBIBAET HOMEHKIATYPY €N B MOCIEI0BATEIbHOCTH,
ONpPENENICHHON Il  CTPYKTYPHBIX  IIOAPA3NCIICHHUM, SBISAIOMIMXCSA  HCTOYHUKAMHU
KOMILUIEKTOBAaHUS apXUBHOTO OT/AeNIa AIMUHUCTPALUH.

6.20. Ilo oOkoHYaHMU KaJEHAAPHOTO Trojla B HOMEHKJAType Jed 3aloHSIETCS
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KOJIMYECTBO 3aBEJICHHBIX JIEJI W JIeJIaeTCAd MUTOroBasl 3alUCh O KATETOPUSX U KOJIUYECTBE
nen. DIEeKTPOHHBIN 00pa3 UTOrOBOM 3alKMCH O KAaTeTOPUU U KOJIMYECTBE JEJ HApaBIsSeTCs
PYKOBOJIUTENIO AmMapara.

7. IlloaroroBka AOKYMCHTOB K IIepeaadue Ha apXUBHO€ XPaHCHHE, BBIICJICHUEC K
YHHUITOKCHUIO JOKYMECHTOB ¢ HCTCKIIMMH CPOKAMMU XPaHCHUSA

7.1. TnaBa MyHUUIMDAIBHOTO OOpa30BaHMs, PYKOBOAUTENb CTPYKTYpHOTO
noJpaseiaeHuss AJIMUHUCTPALUN PACTIOPsKEHUEM (TIPUKA30M) OMNPEAeIsieT COTPYIHUKA,
OTBETCTBEHHOTO 3a (POPMUPOBAHHUE U XPAHEHUE JIeJl, a TAK)KE MECTO MX XpaHEHUs (apXuB
AJIMUHHUCTpaLMU, CTPYKTYpHOTO MOApa3feneHus AJMHUHHCTpaUuu). Y TBEPKIAAET
[lonoxxenne o0  apxuBe  AJAMUHHUCTpALMM,  CTPYKTYPHOIO  TOApPA3AEICHUs
AIMUHUCTpaALIUH.

7.2. 3aKOHYEHHBIE JEJONPOU3BOACTBOM JOKYMEHTHI CHAIOTCS HMCHOJHUTEIEM
COTPYAHHMKY, OTBETCTBEHHOMY 3a (DOPMUpOBAHME W XpaHEHUE AN B AJIMUHHUCTpALUU,
CTPYKTYpPHOM TOApPA3ACICHUN AJIMUHUCTpAIMU, KOTOPBIA (opMUpyeT HX B Jena B
COOTBETCTBMHM C YTBEP>KICHHON HOMEHKJIATypOH AEII.

7.3. Ilocne OKOHYaHMs KaJIEHJAPHOTO Iojla B 3aBUCHMOCTH OT CPOKOB XPaHEHUS,
OTIPENIETICHHBIX HOMEHKJIATypOil ZieJ, MPOBOAMUTCS IOJHOE WIM YaCTHUUHOE O(opmieHHE
hi(ch)

[ToHOMY OQOpMIIEHHIO MOJJIEKAT JAeja MOCTOSIHHOIO M BpeMeHHOro (cBaiuie 10
JIET) CPOKOB XPAHEHHUS U 110 JUYHOMY COCTABY.

YactuuyHoMy oopMIICHHIO TIOJIEXkAT Jieia BpeMeHHOro (10 10 JeT BKIIOUNUTENHHO)
CPOKa XpaHECHMUS.

7.4. Tlopsimoxk moOMHOTO O(OPMIICHHUS e OCYIIECTBISETCS B COOTBETCTBUU C
[IpaBunamMu oOpraHu3allMM  XpaHEHUs, KOMIUIEKTOBAaHUS, Yy4e€Ta M HCIOJIb30BaHUS
JTOKYMEHTOB apxuBHOTOo oHma Poccuiickoit deaepanuu 1 APyTUX apXUBHBIX JTOKYMEHTOB
B OpraHax TIOCyJapCTBEHHOW BJIAacTH, OpraHax MECTHOIO CaMOYIpPaBJICHHUS U
opraHu3anysx, yTBepxkaeHHbIMH I[Ipukazom @DenepaJbHOrO apXWBHOIO AareHTCTBA OT
31.07.2023 N 77 (nanee - [IpaBuna).

7.5. Hena BpeMmeHHoro (10 10 neT BKIIIOYMTENBHO) CPOKA XPAaHEHHSs JI0IyCKaeTcs
XPAaHUTh B CKOPOCIIMBATENSAX. B nemax paspemaercs He MPOBOANUTH NEPECUCTEMATU3ALINIO
JOKYMEHTOB, JIUCTHI J€JIa HE HyMEPOBaTh, 3aBEPUTEIbHBIE HAIIUCH HE COCTABIATh.

O6noxka nena opopMIIIeTCsl B COOTBETCTBUU ¢ TipuiioxkeHueM N 9.

7.6. B AIMMHUCTpauMy U CTPYKTYPHBIX MOAPA3ACICHUAX AIMHUHUCTPALMU MOCIE
3aBEpIICHUs IOJIHOTO W YacTUYHOTO O(QOpMIIEHHS el MO IpaduKy, COCTABICHHOMY
apXUBHBIM OTJEJIOM AJIMUHHUCTPALMN, COCTABIISAIOTCS OIUCH JEIL.

Onucn COCTaBIAIOTCA OTHAEIBHO Ha Jella IOCTOSHHOIO CPOKa XpaHEHWs; Jena
BpeMeHHOTro (cBbIie 10 j1eT) cpOKOB XpaHEHUs; Jiea 10 JINYHOMY COCTaBy; JIEKTPOHHbBIE
nemna. OCHOBOM COCTaBJICHMS OIMCEN SIBISIETCS HOMEHKIIATypa JEl.

7.7. Ilpu cocTaBiIeHUH OMMUCH JIEN COOMIONA0OTCS CIEAYIOINE TPEOOBAHUS:

- 3aroJIOBKM JI€J BHOCSITCS B ONMChH JI€J B COOTBETCTBUU C CUCTEMAaTH3aluen Jell B
HOMEHKJIaType J1eJ;
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- KQXKJI0€ JIeJI0 BHOCUTCSI B ONUCH IOl CAMOCTOSITEIbHBIM MOPSAIKOBBIM HOMEPOM
(ecnu J1e710 COCTOMT M3 HECKOJBKUX TOMOB, TO KaXKIbIMI TOM BHOCUTCS B OIUChH O]
CaMOCTOSTEJIbHBIM HOMEPOM);

- IOPSI0K HyMEpaLuu J1e]1 B OIIUCH — BaJIOBBII;

- rpadbl ONUCH 3aMOJHSIOTCS B COOTBETCTBHM C TEMHU CBEACHUSMHU, KOTOPHIC
BBIHECEHBI Ha OOJIOXKKY JIeT1a;

- IIpY BHECEHHHM B ONUCh MOAPSA Jea (TOMOB) C OJMHAKOBBIMHU 3arojOBKaMU
3aroJIOBKH BCEX JIeJ (TOMOB) MUILIYTCSI MIOJIHOCTBIO;

- rpada omucu nen «lIpumedanus» UCHONB3YIOTCA ANl OTMETOK O IMpHEME e,
OCOOEHHOCTSIX €ro (PU3HYECKOr0 COCTOSHHMS, O IMepeaadye Aesl APYTuM CTPYKTYPHBIM
MOAPA3ACICHUEM CO CChUIKOM Ha aKT, O HAJWYUU AJIEKTPOHHBIX Komuu Aen. B utoroBou
3alMCH OMHUCH YKa3bIBAIOTCS (LM(PpaMu U MPOIMUCHIO) KOJIWYECTBO €I, YUCISAUIMXCSA 1O
ONMCH, IEPBBIN U MOCIEAHUNA HOMEpPA AEI 110 OIUCH.

7.8. B onuCh ANEKTPOHHBIX AEJ, TOKYMEHTOB BKJIFOUAECTCA MPUJIOKEHUE K OMUCH —
pEeEeCTp AIEKTPOHHBIX JOKYMEHTOB (KOHTEHHEPOB 3JIEKTPOHHBIX JIOKYMEHTOB), B KOTOPOM
YKa3bIBAIOTCSl CBENECHHUSI 00 JIIEKTPOHHBIX JOKYMEHTaxX, BKJIIOUYEHHBIX B KaxI0€
AIIEKTPOHHOE JIEIIO.

7.9. Onucu Aen U3roTaBIMBAIOTCS B JIByX 3K3eMIUIsIpaXx Ha OyMa)KHOM HOCHTEIE
OTBETCTBEHHBIM 3a JEJONPOU3BOJACTBO, coIacoBbiBaOTcss ¢ DK AaMuHHCTpanmu,
CTPYKTYPHOTO TOJpa3lefieHuss AJIMHUHUCTpaUud. PeecTp BIEeKTPOHHBIX JOKYMEHTOB,
ABJISIFOLIANCS TPWIOKEHUEM K OIKMCH JJIEKTPOHHBIX JOKYMEHTOB, IOANKCHIBAETCS
COCTaBUTEJIEM PEECTPA C YKA3aHUEM JIOJDKHOCTH, MHUIIMAJIOB, (PaMUIIHH.

OauH 3K3eMIUIIp OnuCH el AJMUHHUCTPALMH, CTPYKTYPHOIO MOJpa3AesICHUs
nepenaeTcss BMECTE C JIeJaMu B apXuB AJIMUHHCTpPALUU, CTPYKTYPHOIO MHOAPA3/AEICHUs
AJIMUHHCTpaALMU, BTOPOM OCTAETCS B KAYECTBE KOHTPOJIBHOTO 3K3EMILIAPA B CTPYKTYPHOM
NOJIpa3AeIeHNH A IMAHHUCTPALIUN.

B apxuB AnMHMHHCTpanuH, CTPYKTYPHOTO HOApPa3AesieHus AJIMUHUCTPALMHA TaKKe
nepenaercss MO 3K3EMIUIIPY OIMCEH JIeJd OTHAENOB M CTPYKTYPHBIX MOApPa3AesICHUN
AJIMUHHUCTpALMU B JIEKTPOHHOM BHUJE B pPEJaKTUPYyeMOM (opmare Jjsl UCTIOIb30BaHus B
JanbHENIIeM JIJIsl HOArOTOBKM apXMBHBIX OMUCEH J1eT, TOKYMEHTOB (TOAOBBIX Pa3/IeoB).

7.10. OdopmiieHue aen Ha OyMaKHOM HOCHUTEJIE, MPEAHA3ZHAYCHHBIX JJIsI epeadyn
Ha XpaHEHHE B apXWB AJIMUHHUCTpPALUU, CTPYKTYPHOTO MOApA3AEIeHUss AJIMHUHHUCTpPALIUN
OCYILECTBIAETCS B COOTBETCTBHM C IMyHKTaMu 51-60 [IpaBun xpanenus 2023 r.

7.11. IloaroToBKa 3JEKTPOHHBIX JOKYMEHTOB K IEPENAYE B ApXUB AJMUHUCTPALINH,
CTPYKTYpPHOTO MOApa3AeieHuss AJIMUHUCTPALMHU, OCYIIECTBIAECTCS B COOTBETCTBUM C
nyHkToMm 64-72 IlpaBun xpanenus 2023 1. otaenaoM 1no MHOOPMAIIMOHHBIM TEXHOJIOTHSM
AJIMHUHUCTpaLMU COBMECTHO C OTBETCTBEHHBIMH IO JI€JIONTPOU3BOICTBY.

7.12. IIpy NMOArOTOBKE AIEKTPOHHBIX JTOKYMEHTOB MOCTOSHHOTO CPOKAa XpaHEHWS,
OTOOpaHHBIX K Mepeaaye B apXUBHBIN OTET AJMUHUCTPAIUMH, BBITIOIHSIOTCS CIEAYIOIINE
OCHOBHBIE MPOLIETypbl PAOOTHI C JOKYMEHTAMMU:

- TpeoOpa3oBaHUE TEKCTOBBIX 3JIEKTPOHHBIX JTOKYMEHTOB B (OopMaTr apXMBHOTO
xpanenusi PDF/A-1, ecnu aneKTpoHHBIN JOKYMEHT ObUI CO3/1aH WJIM BKIIOUYEH B CHCTEMY B
WHOM (popMare;
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- (opmupoBanre B UWH(OOPMAIMOHHONW CHUCTEME OIKMCEH AJIEKTPOHHBIX Je
AJIMHUHUCTpaUuu, JOKYMEHTOB CTPYKTYPHBIX MOJpa3AeIeHU A IMUHUCTPALIUH;

- (QopmupoBanre B WH(OPMAIMOHHON cUcCTeMe AJIMUHUCTPALMUM KOHTEHHEPOB
AJIEKTPOHHBIX JOKYMEHTOB, BKJIIOYAKOUIMX: KOHTEHT W METAJaHHbIE 3JIEKTPOHHOIO
JOKyMEHTa, (aillibl 3JMEKTPOHHBIX MOJAMUCEH, BU3YAIU3UPOBAHHYIO KOMHUIO TEKCTOBOIO
AIIEKTPOHHOTO ToKyMeHTa B (hopmare PDF/A-1;

- (hopmupoBanue B UHPOPMALIMOHHON CUCTEME AIMUHUCTPALIUN AIEKTPOHHBIX JIE,
SBJIFOIIMXCS. COBOKYITHOCTBIO KOHTEHHEPOB AIEKTPOHHBIX JIOKYMEHTOB WJIM KOHTEHHEPOM
AIIEKTPOHHOTO IOKyMEHTA;

- MHTrpamusi 3JEeKTPOHHBIX JOKYMEHTOB Ha (Qu3nYecku 000COOIEeHHbIE
MaTepUaJibHbIE HOCUTENIH, €CIUM JOKYMEHTbl MEpedaroTcs B apXHUBHBIM  OTHEI
AJIMUHHCTpaALMU HE IO HHPOPMAIMOHHO-KOMMYHHUKAITMOHHBIM KaHaJIaM;

- MPOBEPKA BOCIPOU3BOJIUMOCTH AIIEKTPOHHBIX JJOKYMEHTOB;

- TIPOBEpKA 3JIEKTPOHHBIX JOKYMEHTOB Ha HAJU4HME BPEAOHOCHBIX KOMITBIOTEPHBIX
porpamm;

- (hopMHpOBaHUE TPAHCHOPTHOTO KOHTEWHEpA, CONEPKAILEro 3JIEKTPOHHbIE Jena,
BKJIIOYEHHBIE B OIKCh 3JEKTPOHHBIX €], JOKYMEHTOB CTPYKTYPHOTO MOApPAa3AcICHUs
(omuch J1e7 MOCTOSIHHOTO XpaHEHMsI, BpeMeHHBIX (CBbIlie 10 J1eT) CpoKoB XpaHEHUs, Ael
0 JINYHOMY COCTAaBY).

7.13. B AaMuUHUCTpallMM W CTPYKTYPHBIX MOAPa3ICICHUSAX AIMUHUCTPALINH,
ABJISIFOLIMXCS HMCTOYHMKAMM KOMIUIEKTOBAaHUS apXHWBHOTO OTHAeNa AJIMUHUCTpALNH,
MOJIHOCTHIO OPOPMIIEHHBIE JI€Ia TOCTOSIHHOTO CPOKa XPaHEHUsI XPAHITCS B TEUEHUE S JIeT.
[IpoqyieHre  CpOKOB  XpaHEHHS JIOKYMEHTOB B AJIMUHHCTpPAlUU, CTPYKTYPHOM
NOJIpa3AeIeHN AIMUHUCTPALMU JTONYCKAETCS 110 MUCbMEHHOMY Pa3pelIeHUI0 apXHUBHOIO
oTAena AIMUHUCTpAllMd B ClIy4ae HEOOXOAMMOCTH MPaKTHUYECKOTO HCIOIb30BAHMUS
JOKYMEHTOB.

7.14. JIna 3KcnepTtus3bl LEHHOCTH JOKYMEHTOB [JaBa MYHMIIMIAIBHOTO
oOpa3oBaHUsA,  PYKOBOIUTENIb  CTPYKTYpHOTO  TOApa3aeleHus  AJAMHUHHCTpALUU
pacnopsbkeHueM, npukazom ompenenser coctaB JK. DK sBusercs coBemareabHbIM
OpraHOM IPU PYKOBOJUTEIE.

7.15. DK AnMuHUCTpalluM PyKOBOJCTBYETCS B cBoed AeaTeabHOCTH [lookeHuem
00 »skcnepTHOM kKomuccuu. OK  CTpyKTypHOro mnojpasfeneHus AJIMUHUCTpAlUUU -
MIPUKA30M PYKOBOIUTEIIS.

7.16. Ilpu npoBeAEHUN SKCIIEPTU3BI IEHHOCTH TOKYMEHTOB OCYILIECTBIISIETCS

- 0TOOp TOKYMEHTOB MOCTOSIHHOTO CpOKa XpaHEHUs AJI MOCIEAYIONIeH epenayn B
apXHUBHBIN OTIIENT AIMUHUCTPALUY;

- 0TOOp TOKYMEHTOB MO JIMYHOMY COCTaBYy, BpeMeHHbIX cBbimie 10 sner, no 10 ner
BKJIFOUMTEIILHO CPOKOB XpaHEHUSs ¢ TOMETKOH «J]o MuHOBaHUS HaAOOHOCTHY, «Jl0 3aMeHbI
HOBBIMIY», MOUIEKAIINX XPAHEHUIO B AJMUHHCTPALUMU, CTPYKTYPHBIX MOJAPa3IEICHUIX
AJIMUHUCTpaluy;

- BBIJICJICHUE K YHUUYTOKECHHIO JIEJ 32 MPEAbIAYILNE TOJbl, CPOKH XPAHEHUS KOTOPBIX
VCTEKIIN.

OnHOBpEMEHHO IPOBEPSAETCS KAayecTBO M IOJHOTA HOMEHKIATYphl 1€,
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MPaBUILHOCTh OPOPMIICHUS CPOKOB XPAHEHUS JE.

DKcnepTr3a HEHHOCTH JTOKYMEHTOB IIPOBOAUTCS HA OCHOBE (eiepalibHbIX 3aKOHOB,
VMHBIX HOPMAaTMBHBIX IPaBOBbIX akToB Poccuiickonn denepanuu, NEPEUYHEN THUIIOBBIX
APXMBHBIX JOKYMEHTOB C YKa3aHMEM CpPOKOB XPaHEHHs, NEPEYHEN JOKYMEHTOB,
oOpasyromuxcs B  MpolLecce JeATEIbHOCTH AJIMUHUCTPALMM M CTPYKTYPHBIX
Mo/pa3iesieHnii AMUHUCTPALINH.

7.17. JlokymMeHTBI (Zie71a) TIOCTOSSHHOTO CpOKa XpaHeHHs, o0pa3oBaBIIMECs B
AJIMUHUCTpAllMU M CTPYKTYPHBIX MOAPA3ACICHUSAX AJIMUHUCTPALMU - HMCTOYHUKAX
KOMIUIEKTOBAHUSI APXMBHOTO OTAENa AJIMUHUCTpPALlUM, [0 MCTEYCHUU CPOKOB HX
BPEMEHHOTO XPAaHEHUs NEPENAIOTCA Ha IIOCTOSHHOE XPAaHEHUE B ApPXMBHBIA OTHAEI
AZMUHUCTpaUnUK Ha OCHOBaHMM yTBepxkAeHHbIX JDIIK onmcen ne.

7.18. Ilepenaya TOKYMEHTOB B apXMBHBIN OTIE AJMUHUCTPAIIMUA OCYIIECTBISACTCS
no rpaduKy, YTBEPKIECHHOMY pacHopsiKeHUEM AJIMUHUCTpAUUd MYHUIUIAIBHOTO
oOpa3zoBaHus.

[Ipuem-nepenaua nesm B apXWBHBIM OTAEN AJMUHUCTPALMM OCYIIECTBISETCS B
cooTBeTcTBMH C paszaenoM IV Ipasun xpanenus 2023 r.

7.19. Ilpuem-nepenavya aena MPOBOAMTCS B APXMBHOM OTHeNe AIMUHUCTpPALMMU B
MIPUCYTCTBUH paboTHUKA AJIMUHUCTpaUuH, CTPYKTYPHOTO NO/Ipa3/IeICHUs
AnvuaucTpanuu. OTBETCTBEHHOCTh 332 COXPAHHOCTh JOKYMEHTOB IPU TPAHCIIOPTUPOBKE
M clladyy WX B apXUBHBIA OTAEN AJIMUHHCTpAlMM HECET AIMUHHUCTpALMS, CTPYKTYpHOE
nojpaszesieHne AJAMUHUCTPALIMH, EPENAIOIINE JOKYMEHTHI.

7.20. Ilepenaua nOKYMEHTOB OGOpPMIISIETCA aKTOM IpUEMa-Tiepeaud JTOKyMEHTOB
Ha XpaHEHHE, COCTABIIEMBbIM B JABYX 3k3eMIurapax. OIHWH 3K3eMIUISIp OCTaeTcsl B
apXMBHOM OTAeNe AJMUHUCTpALUHU, JPYyrod — B AJMUHUCTpPALMHU, CTPYKTYPHOM
NoJpa3feicHn AJMUHHCTpauuu. BMmecte ¢ JOKyMEHTaMH MEpEeNaroTcsl TpH
DK3EMILIAPA ONUCH 1€ JOKYMEHTOB, B TOM YHCJIE OMH B JJIEKTPOHHOM BUJIE.

7.21.YHUUYTOXKEHUE JOKYMEHTOB OCYLIECTBISIETCS B COOTBETCTBUM C AKTOM O
BBIJICJICHUNA K YHHUYTOXEHUIO JOKyMEHTOB (mpuioxeHue N 10) mocie yTBepKIeHUs
onucen aen 3a 3tot nepuog INIK.

7.22. Ilepenava nen, BBIACIECHHBIX K YHUUTOXKEHUIO, HA YTHIM3ALUI0 0QopMIIseTcs
MPUEMO-CAATOYHON HAKJIATHOM.

B HoMeHknaType nen mpocCTaBisIOTCS OTMETKH 00 YHUYTOXKEHHH JOKYMEHTOB C
YKa3aHHEM JaTbl M HOMEpa aKTa, 3aBepsAEeMble NOMANHUCHIO OTBETCTBEHHOIO 32
JETONPOU3BOLICTBO.

7.23. DNEeKTpOHHBIE JOKYMEHTHI ¢ UCTEKIIMMH CPOKAMHU XPAaHEHUs YHHUYTOKAKOTCA
IIPOrPAMMHO-TEXHUYECKHUMH CPEACTBAMU C COOTBETCTBYIOIIEW OTMETKOW B aKTe O
BBIJICJIEHUN K YHUUTOKEHUIO 3JIEKTPOHHBIX JIOKYMEHTOB.

DONEKTPOHHbIE JOKYMEHTBl CUMTAIOTCSI YHUYTOKEHHBIMHM, €CIIA WX HEJb3s
BOCCTAHOBUTH CPEICTBAMH MH(POPMAIMOHHOW CUCTEMbl HA HOCUTENSAX MHGOPMAILIUU U U3
PE3EPBHBIX KOIUM.

Jlo nmpoBeneHHs OKCIEPTHU3bl LEHHOCTHM JOKYMEHTOB UX  YHHUYTOKCHHE
3aMperaeTcs.

7.24. AKTBl O BBIJEICHUU K YHUYTOKEHUIO JOKYMEHTOB, HE MOJICKAIIUX
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XpaHATCAd IIOCTOAHHO B OCJIC (I)OHI[a A,ZIMI/IHI/ICTpaIlI/II/I,

NPABUJIA

O®OPMJIEHUA N PACNONIOXKEHNA PEKBU3SUTOB NOKYMEHTOB

CTPYKTYPHBIX

IIpunoxenne N 1

BilaHk IIOCTaHOBJIEHMSA BrlaHk pacnopsaxeHmusa
1 T'epb T'epb
2 —— AIMMHUCTPALVA MYHMIOMUIIAJIBHOTO OBPA3OBAHNA —t— AIMVHUCTPALVA MYHUIUIIAJIBHOT'O OBPA3OBAHNA
"IOYMHKOBCKMI " CMOJIEHCKOM OBJACTM | | "TIOUYVHKOBCKMIA " CMOJIEHCKOV OBJIACTM
6 ————————— T[IOCTAHOBIJIEHVE PACIIOPAXEHVE
4 —— ot N —1— OT N
Bilank nmceMa Bilank npukasa
1 +——— Tepb OTHEJI 3KOHOMNMKM,  VYIIPABJIEHMIO MYHV[L[VIHAJU:HBIM| |
VMYILECTBOM ¥ CEJIbCKOT'O XO3AMCTBA |
AIMMHVICTPALINA —— AIMVHMCTPALVIA MYHUMIUIIAJIBHOT'O OBPA3OBAHNA
2 — MYHUIOVIIAJIBHOT'O OBPA3OBAHMA "IIOUVHKOBCKIIA " CMOJIEHCKOV OBJIACTM
"TIOUVHKOBCKIA
CMOJIEHCKOM OBJIACTH 6 IIPMKA3
yn. CoBerckas, n. 1, r. IoumHok, 216450
3 — E-mail: potch@admin-smolensk.ru 4 —— or N
CanT: http://pochinok.admin-smolensk.ru/
Tem.: 8(48149) 4-11-44, daxc: 4-18-04
4 —4— 20 . N
5 —4— Ha N oT

1. PexBuzut "'ep6 myHunumansaoro oopazoBanus "[104MHKOBCKUIT MyHHUITUTIATBHBINA
okpyr" CMoyieHCKOM obOjacTu" pa3merniaercs Ha OJaHKaX JTOKYMEHTOB B COOTBETCTBHUH C
pemienrem IlounHkoBckoro okpyxkHoro Cosera aemytatoB ot 29.01.2025 N 2 "O06
opuLMAIBHBIX  CHUMBOJIax (repbe ®  (uiare) MYHUIUNAIBHOTO  OOpa3oBaHUS
"ITouMHKOBCKHMIT MyHUUUMINAIBHBIN OKpyr" CmosneHckoil obnactu". M3o00paxkenue repbdba
MOMEIAeTCs: Ha OJaHKax C YIJIOBBIM PACIIOIIOKEHHEM PEKBU3HTOB - B BEPXHEM JIEBOM
yIIy Ha paccTosHUM 2,5 C¢M OT JIEBOM TIpaHUIbl TEKCTOBOIO MOJsA; Ha OJIaHKax C
MPOJOJBHBIM PACIOIOKEHHEM PEKBU3UTOB - BBEPXY MOCEPEIUHE TEKCTOBOTO ITOJIA.
Pa3mep nzobpaxenue repda - 1,6 x 2,6 cm.

2. PexBusutsl "HauMeHoBaHME oprana MecTHOro camoymnpasienus’, "HanMenoBanue
JOJKHOCTH JODKHOCTHOTO JIMIIAa OpraHa MecTHOro camoympaninenus", "HanmeHnoBanue
CTPYKTYPHOT'O MOApAa3/IeNICHUsI OpraHa MECTHOTO caMOYyTpaBlieHUs" YKa3bIBalOT HA aBTOpa
JOKyMEHTa. PeKBU3UT pacronaraeTcs M UEHTPUPYETCS HIDKEe repda MyHUIUNAIBLHOTO
oOpazoBanus Ha paccrosinuu 0,5 cMm, Ha OnaHKe MpUKa3a pacroiaraercs U UeHTPUpyeTcs
Ha PAcCTOSTHUU 2 CM OT BEPXHETO Kpas JUCTA.

Ha Onankax ¢ ymJIOBBIM pacroyio)keHHEM pekBu3uThl '"HamMeHoBaHue opraHa
MECTHOTo camoynpasieHusi" wunu "HanmeHoBaHHME MOMKHOCTU JIOJXKHOCTHOTO JIMIA
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OpraHa MECTHOTO caMoyIpaBieHUs" 0(OPMIISIIOTCS NPONUCHBIMU OyKBaMU MOIYKUPHBIM
mpugdToM ¢ pasmepom mpudra N 12, nnuHa cTpoku 7 cM.

PexkBusur "HanMmeHOBaHME CTPYyKTypHOTO IOIPa3[EJICHMsT OpraHa MECTHOIO
caMOyIIpaBJIeHHs" JOJHKEH COOTBETCTBOBATh HAMMEHOBAHUIO, 3AKPEIUVIEHHOMY B IITaTHOM
pacnucaHud AJIMUHUCTpAlldd, U pacroiararbcs: Ha OnaHKax TMHCEeM - TOJ
HAaUMEHOBAaHHWEM OpraHa MECTHOTO CaMOYyIpaBlIeHUs, Ha ONaHKaX MPUKA30B - HaJ
HAaMMEHOBAaHMUEM OpraHa MECTHOIO CaMOYMPABIIEHHS HA PACCTOSHHUHM OJHOTO MOJyTOPHOIO
MEXCTPOYHOTro nHTepBaja. OpopmisieTcst NPONMUCHBIMU OyKBaMU MOTYXUPHBIM IIPUPTOM
¢ pazmepom mpudra N 10.

Ha OnmaHkax ¢ IpoAodbHBIM pacIoyioKeHHEeM pekBu3uThl "HanmeHoBaHue oprana
MECTHOTO camMmoynpasieHus" wim '"HanmeHoBaHHWE MOKHOCTH [OJKHOCTHOTO JIMLA
opraHa MECTHOTO camoynpaBiieHUs" 0OPMIISIOTCS MPONUCHBIMU OyKBaMH TMOITYXUPHBIM
mpudToM ¢ pazmepom mpudra N 16.

3. PekBusur "CnpaBouHble [JaHHbIE 00 OpraHe MECTHOIO CcaMOyIpaBieHUs"
pasMelaercs Ha OJlaHKaxX JIOKYMEHTOB HA pPACCTOSHMHM OJHOTO  IOJyTOPHOIO
MEXCTPOYHOIO HMHTEpBaja OT MPEAbIAYIIET0 PEKBU3UTA U COAEPKUT: MOYTOBBIN ajpec,
aapec oduuManpHOro caita B cetu VHTepHET, aapec HJIEKTPOHHOH MOYThI, HOMEpa
TeneoHoB, (hakcoB.

ITouToBBI1 anpec ykKas3blBa€TCS B CIEAYIOIIEM IMOPSJAKE: YIMIA, JOM, TOpOL,
IIOYTOBBIA MHJIEKC.

Homepa tenedoHoB, (akcoB yka3blBalOTCs CIEIYIOIIMM 00pa3oM: Ko ropoja (B
ckoOKax), HoMep TenedoHa.

PekBusur "CnpaBouHble JaHHblE 00 OpraHe MECTHOTO caMmOyIpaBieHus"
odopmiisieTcs: CTpoUHbIME OyKBamu ¢ pazmepom mpudta N 9.

4. PexBusutsl "Jlata noxymenTta" u "PerumcrpanuoHHblii HOMEp JOKyMmMeHTa'
pa3MeIarTCcA:

Ha PaCCTOSHUU JIByX OJAMHAPHBIX MEKCTPOUHBIX MHTEpBaOB (pasmep mpudra N 9)
oT pekBu3uTa "CripaBouHbIe JaHHBIC 00 OpraHe MECTHOTO caMOyTpaBlieHUs" Ha OJIaHKax C
YIJIOBBIM PAcHOJIOKEHUEM PEKBU3UTOB (JJIMHA CTPOKU 7 CM), OPOPMIIIOTCS C pazMepoM
mpudta N 10;

Ha PACCTOSTHUU JBYX OAMHAPHBIX MEKCTPOUYHBIX MHTEPBAJIOB (pa3Mep mpudra

N 20) ot pekBusura "HanmeHoBaHHe BHUJa JOKyMEHTA" Ha OJaHKax € MPOJOJIbHBIM
pacmoiokKeHneM PEKBU3UTOB (JTTMHA CTPOKU 8§ cM), 0(hOpMIISIOTCS ¢ pazmepoMm mpudTa N
11.

5. PexBusut "Ccblika Ha pETUCTPALIMOHHBIN HOMEDP U ATy TOKYMEHTa' pa3MelaeTcs
Ha PACCTOSIHUM OJHOIO IOJyTOPHOIO MEXCTPOYHOIO MHTEpBAJa OT PEKBU3UTOB 'Jlata
nokymenta" u "PerucrpanvoHHblii HOMEp JOKyMmeHTa", odopmisieTcs ¢ pasMepoM
mpudrta N 10. J[nmuHa cTpoku cocrtaBiseT 7 cM. JlaHHBIH PEKBH3UT UMEETCS TOJIBKO Ha
OJTaHKaX MUCEM.

6. PexBuszut "HammeHoBaHME BHAa NOKYMEHTA" BOCHPOM3BOAMUTCS HAa BCEX BHUJAX
JOKYMEHTOB, KpoMe nucbMa. lledaraercs Ha pacCTOSSHUM OZHOTO IIOJyTOPHOIO
MEXCTPOYHOIO HMHTEpBajla OT peKkBU3UTOB '"HaummeHoBaHME oOpraHa MECTHOTO
camoynpasieHus", "HanMeHOBaHNE NOJKHOCTU JIOJKHOCTHOTO JIMIIA OpraHa MECTHOIO
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camoympanienus", "HauMeHOBaHME CTPYKTYpHOTO TMOApA3JICICHUS OpraHa MECTHOIO
caMoympaBieHus" TMPOMUCHBIMU OyKBaMU  BpaspsAKy MOJIYXUPHBIM  LIPUPTOM,
BbIpaBHUBaeTcsd 1o MHeHTpy. Pasmep mpudra N 20 Ha OnaHkax NOCTaHOBIICHHUS,

pacnopsbkenus, pasmep mpugra N 16 Ha 6maHke nprkasa.

IIpunoxenue N 2

/\
T'ep0b

7 cm |AIMMHUCTPALIVA MYyHUIUIIAJIBHOT'O OBPA3OBAHUA
"TIOUMHKOBCKUI MYHUIIUIIAJIBHEN OKPYT" CMOJIEHCKOM OBJIACTHU

[IOCTAHOBJIEHUE

oT N
\/

O BBeJIEHUH PEXXHUMA MTOBBIILIEHHON
TOTOBHOCTH Ha TEPPUTOPUHI
MYHHULHUAITBEHOTO o0pa3zoBaHHs

"TIOYMHKOBCKUNA MYHULMMATbHBINA

OKryr» CMoneHckoit obmactu

<

> |
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/\ 8 cMm
3 mHTepBana

\/
B COOTBETCTBUIM C vttt ittt o e oo oo oeeneeessesssseesssssseeessssoes
............................ ;, PYKOBOICTBYSACH YCTaBOM MYHMULUMIAJIBHOI'O

obpasoBaHua "IIOUMHKOBCKUIM ..." CMoJieHCKOM ofjacTu,
/\
| 2 mHTepBaJa
\/

AIMMHMCTPaUMS MyHMLMIAJIBHOTO oOOpaszoBaHmAa "IlOUMHKOBCKMMI "
CMmosleHCKOM OOJIaCTM NOCTAaHOBJIIAET :

2 mHTepBaJa

L = Y 7
D= = @ = L =
ODECIIEUMTD  « t o e e o v e ot e oo e oo eaaeeneeneenseneeneeeeneeneeneenas
OCYIECTBITD  « e e e o v o o o o o o o oo eaaenensneneeneeneeneeeeneenseneenas

bW

~

3 wmHTepBana

\/

I'maBa MYHMLUMUIIAJIBHOTO ... H.H. VBaHOB

IIpunoxenue N 3

/\
T'epOb

7 cm |AIMMHUCTPAIVA MYyHUIUIIAJIBHOT'O OBPA3OBAHUA
"TIOUMHKOBCKUI MYHUIUIIAJIEHEM OKPYT" CMOJIEHCKOM OBJIACTHU

PACIIOPAXEHNE

oT N
\/

(6]} YTBEPXISHUU Tunororo
[TomoxeHms 06 DKCIIEPTHBIX
KOMMUCCHUAX CTPYKTYPHEX
nompasneyieHuy AOMMHUCTPALUML
MYyHMUIMIIAJIBHOTO 0OOpasoBaHUA

< >
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/\ 8 cMm
3 mHTepBana

\/

IOna opraHmM3auuMmM M [OPOBEIeHMS MeTOOUYEeCKOM

IPaKTUUYECKOM
PaboOTE IO BKCIEPTU3E LEHHOCTM IOKYMEHTOB .« vttt vttt oo eensnnnnnnnnnnsl
L. YTBEPIMTD « e e e oot oo e eo oo ononsesonensssonensssssanessssennesss

3 uHTepBala

\/

T'naBa MYHULIUIIAJIBHOT'O

H.H. VBaHOB

[Ipunoxenne N 4

/\ OTIEJ

|AHMMHMCTPAHMM MYHMIOUIIAJIBHOT'O OBPA3OBAHUA

"TIOUMHKOBCKUM MYHUIIMIIAJILHEI OKPYIT'" CMOJIEHCKOM OBJIACTU

[IPVIKA3
7 cMm
or 25 mexabpsa|2016 rona
\/
06 opraHu3aumum IOOKYMEHTOB
B IEJIONPOM3BOICTBE B OTIesle
AIMMHMCTPALUN MYyHULMIAJIBEHOTO
obpa30BaHUA
< >
/\ 8 cMm
3 mHTepBana

\/

B uwenax obecrnieueHus yuera, KOMIIJIEKTOBAHUSA,

N 134

XPaHEeHMA

n
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VCIIOJIb30BaHUA obpas3oBaBUMXCA B Ipollecce HOeATEeJIbHOCTM AapPXMBHBIX
IOOKYMEHTOBR, PYKOBOICTBYSACH IlOJIOXEeHMEM OO0 VYIPABIIECHUM & vt o v v o veennsas
/\
| 2 mHTepBaJa
\/
[IPUKAa3EBAl:
/\
| 2 mHTepBaJa
\/
1. HABHAUMTD vt vttt ottt e et oneseetonnneeeennneeeennneeeennnnens
2. HABHAUMTD &t ettt ittt ettt e ettt ettt e e eeeaaaeaeeeeeeeeeeeeeeens
B i e e e
B e e e e e e e et e et et ettt e et e
/\
3 mHTepBana
\/
HauvasnpHUK oTHesna O.U. ViBaHOB
MpunnoxkeHne N 5
[TPOTOKOIJI
3acenmaHusa BKCIEPTHOV KOMMCCUMU
/\
| 2 unreprsana
\/
or 15 HoabOps 2015 r. N 4
/\
| 2 uHTepBala
\/
[lpencenaresib: M.P. XyKOB — HAUAJIBHUK OTHEJIE .+« v eevo..
Cexperapb: M.M. 3axapoBa — MEHEIOXKED OTHOEIIA « e v e v e eeen-
MpucyrcreoBanm: B.B. T'OpOYHOB — HAUAJIBHUK OTHOEJIE &« e oo eeeen.
A.A. VIBAHOB — HAUYAJIbHUK OTIEJIA .« v oo e v euens
B.A. Ko3JI0B — PYKOBOIMUTEJIE CEKTOPE .+ v v esvesnsn
B.B. IleTpoB - HadYaJIbHUK [JeNapTaMEeHTa ........
Y.P. CeJjyle3HEB - HAUAJIBHUK .. ..o....
[IOBECTKA IIHA




1. O nomroToBke .
2. 006 yTBepXOeHUM

1.1. CIYIIAIIN:
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B.B. [leTpoBa - HAUYAJIBHUKA OTIEIIA « v o ¢t o o o o o o o o oo v oo ooenesensenns

1.2. BHCTYIWUIIN:

A.A. VIBAHOB — HAQUAJIBHUK OTIEIIA « s s o o s o s o s s s s s s s s s s osoesonsonsss
C.C. CHOOPOB — PYKOBOIMUTEJID CEKTOPA « o v ot ot ot ot ot onesennnenensas

1.3. PEIMIJIA: ........
1.3.1. HauvanbHUKY
1.3.2. HavajbHUKY

2.1. CIYIAJN:

orTrmeJia ... OPTAHM3OBATD ¢t e et o e eeeseceessssos
YIopapJIeHNAd ... ODECCIIEUMTE  « v e v o v o v o s enenennss

A.B. CeMeHOBY — HAUAJIbHUMKA YIHIPABJIIEHMA .+ttt vt vttt v ovonenenenenes

2.2. BHCTYIWIN:

B.A. KOBJIOB — HAQUAJIBHUK OTIEJIIA « o o s o o o o s s o s s s s s s ososssnsosnsoeas
Y.P. CeJIe3HEBR — HAUAJIBHUEK & ot e o o s o s o o s o o s oo soossonssossnssnsses

2.3. PEIMIIV: ........
2.3.1. YTBepmuThb

[lpencenmaTernsb

Cexperapsb

n.P. XKykos

M.M. 3Baxaposa

IIpunoxenue N 6

BamMecTtureso I'J1aBE

/\
| 2 uHTepBala
\/
N.II. VBaHOBY
/\
| 2 unreprana
\/
HadvaJIbHMKA OTIesa
AIMMHMCTPaUUM MYyHMULMIAJIBHOTO
obpasoBaHuUAa
/\
| 2 MHTepBaJa
\/
C.II. Kyz3HelOBa

/\
<—t—8 M — >
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| 3 MHTepBaJa
\/
ciyxebHas sBanmucka.

/\

| 2 MHTepBaJa

\/

YeBaxaeMell VeaH IeTpoBud!

/\

| 2 mMHTepBaJa

\/

B c¢BaA3M CcO CayXeOHOM HeOOXOOMMOCTBIO NpolWy Bamero paspeleHMrs Ha

20.10.2025

21/154 <———— PeTuCTPAaLMOHHLIM HOMEP

CTPYKTYPHOTO IMoOpasnejieHusd,
YUy CIyXeOHOM BalMCKU.

OrmeTka 00
VCIIOJIHUTEeJIe
(mpudT N 10)

A.ll. Ilerpor <
8(48149) 4-11-11

B cayuyae obopmiieHMS ~CJIYyXeOHOM 3anMCKM Ha MMA I[JIaBH
MYyHMIMIIAJIBHOTO obpa30BaHMUA rpud corJjlacoBaHUA ¢}
3aMeCTUTENIEM T'nmaBe MYyHUIMIAJIBEHOTO obpasoBaHusg,
KOOPIMHUPYIOILMM OesaTeJIbHOCTD COOTBETCTBYIIETO

pasMenmaeTcd B JIEBOM HVXHEM

3 mHTepBaJa

\/
C.II.
/\

| 2 unrepsana

\/

KyzHeuos

AIMMHMCTPAUMS MYyHUUMIAJILBHOTO OOpasoBaHMS
"TIOUMHKOBCKUM MYyHMUMUIIAJbHEM OKpyI"
CMOJIEHCKOM OOJjlacTH

IIpunoxenue N 7

YTBEPXIA
T'JlaBa MYyHMUMIIAJIBHOTO OOpasz0oBaHMSA

HOMEHKJIATYPA IOEJI "IIOUMHKOBCKMUM MYyHMUUIIAJNbHEM OKpyI"
N CMoJieHCKOM ofBJacTu
(MecToO COCTaBJIEHUSA)
Ha Ton [Nonnuce MHnumassl, baMmuiamsa
" " 20
UHaekc 3aronoBoOK gena Konunuectso agen CpoK xpaHeHuA gena MpumeyvaHue
nena (Toma, vacren) (Tomos, uacTeit) (Toma, yactn) u N cratei
Nno nepevyHto
1 2 3 4 5
HavmeHoBaHMe CTPYKTYPHOIo nogpasaeneHuns
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HamMeHOBaHMe IOOJIKHOCTMU
COCTaBUTEJII HOMEHKJIATYPH IeJl

IaTa loonmcoe Muuumagel, damMuians
[loonuce 3aB. BEIOMCTBEHHOI'O apxmba

COTJIACOBAHO COTJIACOBAHO
[IpOTOKOJI DKCIEPTHOM KOMMCCHUM AOMMHUCTpaLUMM [IPOTOKOJI 2KCIEPTHOM MNPOBEPOUHOM
MyHUUIUIIAJIEHOTO ofOpa3oBaHusa "IIOUMHKOBCKUM xoMuccum JenapTaMeHTa CMOJIEHCKOM
MYHMUIMNAJABHEY OKpyI'" CMOJIEHCKOM oOJjiacTu obJlacTM IO KYyJIbType U TypU3MY
oT N oT N
VHMumasne, damMmiansa MHnumaJsel, obamMmuiamus

WToroBasa 3amnmchb O KaTeropmax

Mo cpokam xpaHeHuA Bcero B Tom uncne nepexogawmx  C oTmeTKOM

OMNK

MNoctoaHHOrO

BpemeHHoro (cBbiwe 10 neT)
BpemeHHoro (8o 10 net BKAHOYMUTENBHO)

UToro
IIpunoxenue N 8
AIMVHVCTPAIMS MYHUIUIIAJILHOTO OBPAROBAHUS
"TIOUMHKOBCKIUY MYHMUMIAJBHHNA OKPYI'" CMOJIEHCKOM OBJIACTU

(HaMMeHOBaHME CTPYKTYPHOTO NOIOpas3leJieHMs)

IEJIO N
oo N
Hauato 20 roma

Ommce N OKOHYEHO 20 roma
Cpaska N Ha JIMCcTax

Ieso N
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AKT

(cpok xXpaHeHUHA)

YTBEPXIA
HauvanbHUK oTrmesa

IIpunoxenue N 9

AHMMHMCTpaHMM MYHUWLIUIIAJIBHOT'O

obpasoBaHuUAa

O.U. UnbuHa

"25" mapra 2025 roma

O BHIIOEJIEHUM K YHUUTOXEHUI IOOKYMEHTOB (mes),
He MoIjiexalmrx IaJibHeMleMy XpaHeHMO

Ha ocHoBaHuM HOMeHKJaTypw nenm N 1 ot 01.12.2024 oToBpaHBE K YHUUTOXEHUO
KaK He uMewumue HaquO—MCTOpMHeCKOﬁ LIEHHOCTM M YyTpaTUMBIME 3HAUYEHME Cllenyrime
nejia:
NHpoekK 3aronoBoK gena [atbl gena Kon-so CpOKM XpaHeHUA U MpumeyaHu
c gena WKW KpanHue aen HOMepa cTaTen no e
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Aathbl nepeYyHo
18/1-1 | Pa3oBble nponycka | 2010 1 1rop, cT. 782 NTYAA 2010
4 Ha BbIHOC

MaTepuanbHbIX

ueHHocTeM

Nroro 3a 2024 Tom B akKT

BHeceHO 15 gmen

TJIaBHBM CIeuMaJucT oTIelia
AIMUMHMCTPAUMM MYyHUIMIAJIBEHOTO
obpaszoBaHmusa "IIOUMHKOBCKUM ..."
CMmoJieHckoM obJjiacTu

COTJIACOBAHO
[IpoToxost 3K
or 15.03.2016 N 5

JOKYMEHTH YHUUTOXEHE

O0.B. IlerpoBa

(momnmucep Jmia,

YHUYTOXMBILIETO OO KyMeHTbI)
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