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AOMUHUCTPALMUA FOPOOA UENABUHCKA

PACMNOPAXEHWE

41014 do4y Ne_| 5319

Fas e

06 yrBepkgennn WHcTpyximu

o Be/IONPOU3BOACTRY B
AnmuHKMCTpaLMK ropogma
Yenabuucka

B cooTBeTCTBUMM C NMOCTaHOBEHUSIMU Apmunucrpanum ropoga Yennabuucka
or 29.12.2015 N® 347-n «O6 yreepknenuun IlonokeHuss o MpaBOBBIX aKTax,
NpMHMMAaeMbIX  (M34aBaeMbIX) B  AIMMHMCTpaLyu ropoga YenabuHcka»,
or 02.11.2024 N® 523-n «O6 yreepkuenuu PeryamenTa ApMuHMCTpanMm ropoga
Yennbunckar:

1. VrBepouth  mpuiaraemyio Muctpykumio 1o [genonpousBoAcCTBY
B AiMuHucTpatyy ropoga Yenabuncka (nanee — Hncrpykums).

2. 3amecTurensm InaBel  ropopa, PYKOBOEMTENAM  CTPYKTYPHBIX
TNoApaspeneHuii annapata ARMMHMCTpanmu ropoma Yens6umcka, OTpac/eBbIX
(dyHKUMOHANBHBIX) OpraHoB AnmuHycTpaumu ropoja YenabuHcka,
TePPUTOPUANIBHBIX OPraHOB AIMMHMCTDalmM ropoja YensbuHcka (ganee -
CTPYKTYPHbIe NOApasAeNeHus AJIMMHUCTPALUHU rOpofa):

1) opraHusoBaTh M3yueHMe yTBePKIEHHOI HHcTpykumu Bcemu paBoTHMKaMu
CTPYKTYPHBIX NOApasaenenmnit AIMUHUCTPaLMM FOPOAa;

2) obecrieunTh BefieHME [eNONpPOM3BOLCTEA, MOATOTOBKY ¥  odopMiIeHHe
AOKYMEHTOB B CTPYKTYPHBIX NMOAPIsAENeHMAX AAMMHUCTPALMM COPOAR B CTPOrOM
COOTBETCTBMM C TpeGOBaHMAMY YTBEPKAECHHONM MHCTpYyKumm.

3. IpusnaTh yTPaTMBILMMY CHITY CIIERYIOLIME pacrniopsbreHns AIMUHUCTpaLMU
ropoaa Yens6uucka:

I)or 07.092020 N° 8660 «O6  yrBepxaeHun HUHeTpykumu
1O A1e10NPOM3BOACTBY B AOMMHMCTpAIMK ropopa Yens6uHcKa»;

2) or 02.12.2022 N® 14365 «O BHeCEHMM M3IMEHEHMii B pacriopsikeHue
AnmyHucTpaumy ropoga Yena6uucka ot 07.09.2020 N® 8660» ;
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3) or 12.04.2022 N® 3868 «O BHeceHMM M3IMEHEHMI! B paCIOpSDKEHUE
Apmuuucrpauuy ropoga Yenabuucka or 07.09.2020 N° 8660»;

4) or 03.03.2023 N® 2771 «O BHeceHMM u3MeHeHMIt B pacnopsokeHue
AnmunucTpauuy ropona Yens6uucka ot 07.09.2020 N2 8660».

4. KoHTpONb 33 MCTO/IHEHMEM HACTOSAILETO pacrOpPKEeHMs] BO3MOKUTE

Ha 3amecTuTens ['aBbl ropoAa, pyKoBOAMTeNs anmapaTa AZMMHMCTPALMM TOPOLR
CmupHosa B. B. '

I'naBa ropoaa Yenabuucka f.—;?{q 7 A. A. Jloukuu

Boponuna Ceetnana Hukonaepna
263 48 57




VTBEPXXIEHA

pacnopshkeHHeM AJIMHHHCTpalHY ropoja

oT__ 4014 d0dY Ne 1599

WHctpykuna
1O ASNONPOM3BOACTBY B AJIMHHMCTpaLHK ropoaa YensGuucka

I. O6uine nonokeHus

1. WHCTpYKUHMA 1o Jenonpou3BOACTBY B ANMHHHCTpAILIMH  ropofia
Hensbuncka (manee — MHcTpykums) paspaborana B memax YCTaHOBIIEHHS eOUHBIX
TpeGOBaHM K  NOArOTOBKE, 06paGoTKe, XpPAaHEHWMI0 M  MCIONb3OBAHHIO
00pasyIoMuXCca B pe3ysibTaTe JesTeNbHOCTH AnmunucTpauuu ropoxga Yensbuucka
(manee -  AgMuHHCTpauMs  ropoza)  JIOKyMEHTOB, COBEPILUEHCTBOBaHHA
AENONpPOU3BOACTBA B AIMHHHCTPALIMK rOpOJia H MOBBILEHHUS eT0 3¢ heKTHBHOCTH.

2. Wuctpykuus ycraHaBnusaeT ofiue TpeGoOBaHHS M equHBIH HOpPsSLI0K
AOKyMCHTHPOBAHUA M OpraHu3aluM paboThl C JOKYMEHTaMH B CTPYKTYPHbIX
NoApa3saeNeHUsX anmnaparta AJMHHHCTpaLMH ropoaa, OTPAacieBbIX
(pyHKUHOHANBHBIX) OpraHax AJMHHHCTPALMH ropoja, TEPPHTOPHANIBHBIX OpraHax
AZIMHHHCTpali Toposia (Hajnee — CTPYKTYpHEIE NOApa3aeieHus AIMHHHCTpaLHH
ropoza).

3. HHcTpykuus pa3paboTaHa B COOTBETCTBHH C:

1) denepanbhbiM 3akoHOM oT 22.10.2004 Ne 125-®3 «O6 apXHBHOM Jeje
B Poccuiickoit @epepavum»;

2) (DenpepanbHEIM 3akoHOM OT 27.07.2006 Ne 149-®3 «0O6 HH(OpPMaLHH,
UH(OOPMAUKOHHEIX TEXHONOTHAX H O 3alUUTe HHPOPMALIHH;

3) denepaneHsiM 3akoHOM OT 27.07.2006 Ne 152-®03 «O MEepCOHAaNBHBIX
JAHHBIX»;

4) @enepansHBIM 3aKk0HOM oT 09.02.2009 Ne 8-®3 «Q6 obecrieuenuu A0cTyna
K MHGOPMALUK O NEATENHHOCTH FOCYNAPCTBEHHBIX OPraHOB M OPraHOB MECTHOTO
CaMOYHpaBlIeHHs»;

5) ®epepancHeiM 3akoHOoM oT 06.04.2011 Ne 63-®3 «O6 3NEKTPOHHOM
NOANKCHY;

6) HaumonansueiM cranaaprom Poceniickoii ®enepauuu TOCT P 7.0.97-2016
«Cucrema CTaHmapToB Mo MH(OPMaUHH, GUEIHOTEUHOMY U H30aTeNbCKOMY OENy.
OprasusauuoHHO-pacIOpAAMTENEHAS NOKyMeHTauus. TpeGoBaHus K oGOpMIEHHIO
AOKYMEHTOB», YTBEPMAEHHBIM NpHKazoM Poccranpapta or 08.12.2016 Ne 2004-ct
(nanee —I"OCT P 7.0.97-2016);

7) IlpaBunamu HeNONPOM3BOACTBA B TOCYJApCTBEHHBIX OpraHax, OpraHax
MECTHOTO CaMOYMNpaBIEHHS, YTBEP)KAECHHBIMH NpHka3zoM DenepanbHOro apxHBHOro
areHrcTea ot 22.05.2019 Ne 71;

8) [IlpaBunamu opraHusalMH XpaHeHHUs, KOMIUIEKTOBAaHHA, Ydyera H
HCMOJIB30BaHHA JOKYMEHTOB ApXHBHOTO (oHaa Poccuiickoii ®exepauun u Apyrux
ApXMBHBIX OKYMEHTOB B TOCYIAapCTBEHHBIX OpraHax, OpraHax MeCTHOrO
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CaMOyMpaBNeHUs: W OpraHu3auMsX, YTBEPIKAEHHBIMH MPHKA30M (e nepanbHoro
apXHBHOTO areHTcTBa oT 31.07.2023 Ne 77;

9) MerToanyeckuMH  pekoMeHZALMAMH  TIO paspaboTke MHCTPYKLHii
10 ACTONPOMIBOACTBY B TOCYRAPCTBEHHBIX OpraHaXx, OpraHax MECTHOrO
CaMOYNpaB/IeHHi, YTBEPKACHHBIMU NpHKa3oM DeaepallbHOrO apXMBHOIO areHTCTBA
ot 25.12.2020 Ne 199;

10) 3akonom UYensGuuckoii obmact ot 29.06.2022 Ne 621-30
«O HOPMaTHUBHBIX MPABOBbIX aKkTax YenabuHcKol obnacTtuy;

11) YcraBom ropona YenaGuucka;

12) TlonoxeHueM 0 MyHHUHNIANBHBIX NpaBoBbIX akTax ropoaa Yenabukcka;

13) TIlonoxenueM o npaBOBBIX aKTax, NpUHUMaeMbIX (H31aBaeMbIX)
B AIMHUHHCTpaUuy ropoaa YensGuHcka;

14) Pernamentom AamunucTpauuu ropoga Yensbumcka.

4. Tlonoxenns Hacrosweii UHcTpykuuu PacnpocTpaHSIOTCs Ha OpraHu3aLHIo
paboThl C IOKYMEHTaMM He3aBHCHMO OT BUIa HOCHTENS, B TOM YHUCJIE C DIEKTPOHHBIMU
AOKYMEHTaMH, BKIIIOYas WX MOATOTOBKY, 06paboTKy, XpaHeHHe W HCMONB30BaHKE,
OCYLICCTBAAEMBIE € TIOMOLUBIO CPEACTB HH(POPMALIMOHHBIX TEXHONOTHI.

5. Ilonoxenuss  HacToswedi  MucTpykuum e pacnpocTpaHsIoTCs!
Ha OpraHu3auuio paboTsl ¢ IOKyMEHTaMH, COAEPKALIUMHU CBEAEHHS, COCTABIAIOLLHE
rocyapCTBEHHYIO TaiHy.

6. Tpe6osanus Hactosweit Mucrpykumu x pabote ¢ 6yxrantepckoii, HayuHo-
TEXHUYECKOH M APYroii cneunansHoit JoKyMeHTanuedi PacnpocTpaHsoTCs B YacTH
OOIIMX MPHHLHMIIOB OpPraHW3aLUMH paGoThl C IOKyMEHTaMH, a Take MOArOTOBKH
AOKYMEHTOB K Nepeaaye Ha apXHBHOE XpaHeHHe.

7. Obecneyenve B  AaMMHMCTpauuw ropoja  enMHOH  cuUcTeMbl
ACJIONPOU3BOACTBA, METOAMYECKOE DPYKOBOACTBO H KOHTDOJb 3a COGMIONAEHHeM
TpeboBaHuii HacTos e MHCTpyKuuu ocyuecTBasIOT YnpaBsneHue oprann3aLoHHOI
M KOHTpONBHOH paGoThl AAMMHHCTpauuH ropoaa (manee - VYnpasnenue
OpraHU3allHOHHOH M KOHTpONbHOI paboTei), Ynpaenenne nenamu AaMuHHCTpauuu
ropoja (nanee — YnpasieHue Aenamu), YnpasneHue no pabote c obpaleHusMu
FpaxciaH W opraHM3auui AAMHHHMCTpauuu ropoga (ganee — Ynpasnenue no pabore
¢ oOpallueHHAMH).

8. Henocpencreennas pabora no JOKyMEHTAallMOHHOMY ofecnedeHHo
B CTPYKTYPHBIX ~ MOApasleNeHHaX AIMHHUCTDALUMH Topoia  OCYLUeCTBISETCS
PabOTHHKaMH, HAa3HAYEHHBLIMH PYKOBOAMTENAMY CTPYKTYPHBIX nojpa3ieeHHil
AJIMMHHCTpaLHHU ropoga.

9. IlpaBuna W mnopsmok paGotsl c JNOKyMEHTaMH, MpelyCMOTPEHHbIE
HacTosmeidl MHcTpykumeit, o0n3aTenbHbl A8 MCNONHeHMs BceMu paboTHHKaMu
CTPYKTYPHBIX noapasneneHuii AIMMHUCTpPaLUUy roposa.

10. Cozepxanne ciyxe6HBIX AOKYMEHTOB He MOMIENHT pasrialleHH:o.
Ilepenaya cnymeOHbIX LOKYMEHTOB, UX Komui, NPOEKTOB CTOPOHHHUM OpraHH3alMsM
He nonyckaercd. OG yTpate yka3aHHBIX AOKYMEHTOB HEMEJEHHO NOKIIANbIBAETCS
HENOCPEACTBEHHOMY PYKOBOAHTENIO CTPYKTYPHOrO NOApaseneH s AIMHHHUCTpaLUU
ropoja.
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11. PaboTHukn AnmuHHCTpaumu roposa HECYT AHCLHMIUIHHAPHYIO U HHYIO
YCTAHOBJIIEHHYX0 34aKOHOAATeNBbCTBOM Poccuiickoii Denepallid  OTBETCTBEHHOCTE
3a HecoO/moaenne Tpe6oBanuii HacToswe}t Huctpykumn.

OTBETCTBEHHOCTE 32 OPraHM3aLMI0O H  COCTOSHHE JEeNONpPOH3BOACTBA,
coOMmoAeHNe  YCTAHOBIEHHOrO  HacTosLIe Wuctpykuueii mnopsaka paGorsl
C IOKyMEHTaMH Bosnaraetcad Ha [naBy ropoga UYensbuncka, B CTPYKTYPHBIX
NoZpasfeneHusX AIMMHHCTPALMH ropojia BO3AraeTcs Ha HX pyKoBoOaHTENEHH,

12. B nepuon BpeMeHHOTo OTCYTCTBHA (oTmyck, KOMaHAHpPOBKa, Gonesnp),
B cirytae yBONBHEHHs M (HIH) NepeMelleHHs paGOTHHKH AZMUHHCTPaUKK ropoza
00s3aHBl  NepenaTe Bce  HaXOAALIHECs Y HHX JOKYMEHTBl paGOTHHKY,
OTBETCTBCHHOMY 3a JI€NONPOU3BOACTEO, MM APYroMy paGOTHHKY AJIMHHHCTpALHH
FOpolla MmO  YKa3aHWIO  HEMOCPEACTBEHHOTO  PyKOBOAMTENS CTPYKTYPHOTO
noapasfeneHus AIMHHHCTPaLHK FOpoza.

13. K Hacrosweit MHCTpyKumy npunaraiotcs ¢opmBI 1 06pasibl co3aBaEMEIX
B NIEATENBHOCTH AAMHHHCTPALMH [Opo/ia JOKYMEHTOB. BK/IIOYeHHbe B HacTosAILYyIO
MHCTpyKUMIO TIpUMEpHl €  yKa3aHMAMH (amunuii, HauMeHOBaHHMil oOpraHos,
PEKBH3UTOB NOKYMEHTOB SIBJISIOTCH YCIOBHBIMH.

II. Cocrap noxymMeHTOB AAMHHHCTpaUHH ropona

14.B  cooteeTcTBHMM ¢ 3aKoHOHaTenscTBOM —Poccuiickoii Qenepanum,
MONHOMOYMAMH  I'naBel  ropoma  YensabuHcka, AIMMHHCTpauMH  ropona,
H B 3aBHCHMOCTH OT KOHKPETHBIX 3a/a4 YNpPAaBNeHUA B TIPOLECCE [EATENbHOCTH
B AAMHHMCTpALHH ropona  CoO34alOTCA cnenyone OpraHH3aLHOHHO-
PaCTIOpATUTENbHEIE  NOKYMEHTRBI:  TIOCTAHOBNEHHSA, PACIIOPSKEHMS, IPHKA3bI,
PETTIAMEHTEI, NONOXEHNUs, MOPSAKH, NpaBuiia, HHCTPYKUHMH, NPOTOKOJNBI 3acenaHuii
(KojuTerud, coBeIlaTeNbHBIX, KOOPIAMHALMOHHEIX, 3KCHEPTHBIX M HHBIX OPraHoB),
[I1aHEl, TIPOTHO3BI, MpPOrPaMMBI, AKTHI, AHATUTHYECKHE CHPaBKH, NOKIAfHbE U
cyxeOHble 3aMHCKH, AOrOBOPEl (KOHTPAKTHI, corjialleHus), aenoBas (cnyxeGHas)
Nepenucka.

15.Tlpu cocraBneHuu H opopMiIeHHH AOKYMEHTOB cnenyeT cobnonaTh
NpaBua, obecrevyBaloMe [OPHAMYECKYIO CHILY AOKYMEHTOB, OMEpPaTHBHOE,
KaIeCTBEHHOE HX HCMONHEHHE M NOHCK B ase maHHBIX, BO3MOXHOCTh 06paGoTKH
AOKYMEHTOB € TIOMOLUBIO CPEACTB HHQPOPMALIHOHHBIX TEXHOJOTHH, KauecTBO
JAOKYMEHTOB KaK HCTOPHYECKHX HCTOUYHUKOB.

16. JIokyMEHT Ha CTafUM TOATOTOBKH 1O €ro o(HLHANEHOrO NOANHCAHHUS
(yTBEpXAEHMA) ABJISETCA IPOEKTOM.

17. lokyMeHT, Kak mnpaBulo, NOMKeH opopmaTECS Ha 61aHKe, HUMeTh
YCTAHOBICHHBIH =~ KOMIUIEKC  OOS3aTENBHBIX  PEKBH3MTOB:  HAHMEHOBAHHE
OpraHHM3alliH — aBTopa JOKYMEHTd, HAMMEHOBAHHE BHIA JOKYMEHTA, HAHMEHOBAHUE
nHOO0 aHHOTALMIO JOKYMEHTA (3ar0JIOBOK K TEKCTY), AATy, PETHCTPALILOHHLII HOMEp,
TEKCT, NOANKCE, BU3bI, OTMETKY 00 HCIIONHNTENE JOKYMEHTA.

CocTaB pekBH3HTOB HOKYMEHTOB YCTaHOBMEH IlpaBunamu menonponsBojCcTBa
B rOCy1apCTBEHHEIX OpraHax, OpraHax MECTHOTO CaMOyIpaBieHH .




18.B nmpouecce noArotoBkM U OGOpPMIEHHMS  IOKYMEHTOB  COCTaB
00s3aTENBHBIX PEKBH3UTOB MOXeET OBITh HOMONHEH JpYrMMH peKBH3HTaMH
B cooteercTBHU ¢ ['OCT P 7.0.97-2016.

19.Tlpy noaroToBKe M[OKYMEHTOB TNPHMEHSETCS TEKCTOBBIH  pemakTop
c ucrione3oBanveM mmpudTa ¢ 3aceukamMd: XO Thames, PT Astra Serif,
Times New Roman (unn MHOH MeTpHYeCKH COBMECTHMEIH IIPH(T 10 NHUCEMEHHOMY
COrNIAaCOBAHHIO ¢ VYnpaBleHMEM OpPraHH3allMOHHOM M KOHTpOJIbHOH paGoThl)
pasmepamd 12, 13, 14 nyHktoB uepes 1-1,5 MeXCTpOYHBIX HHTEpBaa.
IlpeanouruTensHeli  ¢GopMaT coXpaHeHHs] JOKYMEHTA — B  COOTBETCTBHH
¢ 'OCT P MICO/M3K 26300-2010 (daiinsi ¢ paciurpennem .odt).

20.B wmemax cucreMarusauuH, oOecrneueHUs COXpPaHHOCTH H  Y4YeTa
MCIOJIHEHHEIE JTOKYMEHTHEI B CTPYKTYPHBIX TOZpasieneHuaxX AJMHHHCTpaLKy
ropojia (POpMHpPYIOTCA B Jela B COOTBETCTBHH C YTBEPXAEHHOH B YCTAaHOBIEHHOM
nopsike HOMEHKNaTypoit aen AZMHHHCTpaLKH ropoja (alee — HOMEHKIaTypa gei).

1II. Bnanku JoKyMeHTOB.
TpeboBanusa Kk o)OpMIIEHHIO PEKBU3UTOB JOKYMEHTOB

21. lokyMeHTHI, co3naBaeMble B AJMHHHUCTPAlMH TIopoAa, OQopMASIOTCS
Ha OyMa)XHOM HOcHTeNe Ha OJaHKax MM Ha CTaHAApTHHIX JincTax Oymaru ¢opmara
A3 (420 x 297 mm), A4 (210 x 297 mm), AS (148 x 210 mMM) win B BHAE
3JIEKTPOHHBIX JOKYMEHTOB H JIOJDKHBI HMETh YCTAHOBJICHHBIH COCTaB PEKBH3HTOB.

ONeKTpOHHBI JOKYMEHT HoJKeH ObITh odopMIeH IO YCTaHOBJEHHBIM
HucTpykuueii npaBhjiaM H HMETh PEKBH3HTHI, YCTRHOBJIEHHBIC MU aHAJIOTHYHOIO
BHJA [OOKyMEHTa Ha OyMa)XHOM HOCHTele, 3a MCKIIOYEeHHeM OTTHCKa MeqaTH
u u3obpaxkeHus repba ropoaa UYenabuucka.

22. B AgMUHHCTpaUuH TOpoda HCHONB3YIOTCH ClieAylollde BuApl OJaHKOB
JIOKYMEHTOB:

1) 6naHk nocraHoBneHus I'naBel ropoga Yenabuncka,

2) 6naHk pacnopsbkeHus ['nassl ropona UensnbuHcka,;

3) GnaHK NOCTaHOBJIEHUA AOAMHHHCTPaLIHK ropoaa;

4) OnaHk pacnopsikeHus AIMHHHCTPaLUK ropoa;

5) OGnaHK pacropspKeHHA AO/DKHOCTHOIO JIHLIA MECTHOrO CaMOyNpaBlleHHs
AJIMUHUCTpPALUK TOpoaa;

6) Onank peuieHHs Kosnerun AIMHHHCTpaLKHH ropoaa;

7) OnaHk nucbMa AJIMHHHCTPaLUH ropoaa;

8) ©Onank nucwma I'nasel ropoaa YensaOuHcka;

9) GnaHk nucbMa JOMKHOCTHOrO JIMLA MECTHOTO  CcaMOyIpaBieHHUs
AJMUHHCTpAIlUK ropoaa;

10) 6naHk npuxasa pyKOBOAMTENA OTpaciieBoro ((yHKUHOHANBHOr0) oprasa
AJIMHHHCTpaLWH ropoja;

11) GnaHk nprikasa pyKOBOOUTENs TEPPUTOPHUATBHONO OpraHa AIMUHHCTPALIMH
ropoza;

12) 6naHk nucbMa CTPYKTYPHOrO noapasaeneHus AIMHHHCTPALHY FOPOAa.
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Ilpy HeoOXOmMMOCTH MOryT WCHONB3OBATECH ONAHKH IPYrMX BHIOB
JOKYMEHTOB.

23.BNaHKM  yKa3aHHBIX JOKYMEHTOB, KaK MpAaBHNO, M3FOTABIMBAIOTCS
THNOTPaiCKUM CocoBoM, a Taloke ¢ IOMOLLBIO KOMIBIOTEPHOH TEXHHKH, CPEACTB
ONepaTUBHOMR Moaurpaduu.

Baauku NOKyMeHTOB, CO3JaHHBIE C [OMOILBIO KOMIBIOTEPHOH TEXHHKH,
CPEACTB ONEpaTHBHON NOJMIPaduH, MOrYT M3aBaThCA YNpaBNeHHeM NeNaMH HIH
HENOCPENCTBEHHO ~ CTPYKTYPHBIMM MMOAPA3feNeHUsMH AJMHHHCTPAUMH Topona
B COOTBETCTBHH C yCTAHOBJIEHHBIMH YIIpaBlieHUeM JenaMH obpasuamu (MakeTamu).

24.B 3aBHCHMOCTH OT PAClONOXKEHHS PEKBHM3UTOB YCTAHABAMBANOTCH IBA
BapHaHTa 671aHKOB JOKYMEHTOB — YIVIOBOH M MPOOJIBHBIIA.

25.Ilpn yrnoBoM BapHaHTe PEKBU3HTHI GlaHKa pacrnosiaraloTcs Ha NepRoii
CTPaHULE B BEPXHEM JIEBOM YTy, IPH NPOAONLHOM — NOCEpEeRNHE CTPAaHHLEBI BAOE
BEPXHETO [10JI1.

26. OBpasupr  O6NaHKOB JOKYMEHTOB A JMHHHCTpALlUU ropoja, cocCTaB
PCKBU3HTOB CO3/1aBaEMBIX B ANMHHMCTPALMH Iopoia AOKYMEHTOB M TODSEOK HX
pacnonoxeHus NpUBeIeHbl B NPUIOXEHHH K HacToswe#d MHeTpyKuun.

27.Hoarotoky 06pa3soB (MakeToB) 6NaHKOB [OKYMEHTOB K neyartH,
KOHTPO/NE 32 HX MH3TOTOBJICHHEM, XPaHEHHEM, HCIONL30BAHHEM OCYLIECTBIISAET
YrnpasneHue nenamuy.

28. Kaxxaplt  nMCT  mokyMeHTa, OQOPMIEHHBII Kak Ha OnaHke, TaK
U Ha CTAaHAAPTHOM JIMCTe GyMaru, AOMmkeH HMETh CleayIolIHii pasMep noneii:

nesoe - 30 mm;
npaBoe  — 10 mm;
BepxHee — 20 Mm;
HikHEee — 20 MM,

He nomyckaercs BeIeNeHHe OTAENBHBIX YacTell TeKCTa MyTEM MCTOAE30BaHHS
Apyroro BUZa WJHM pa3sMepa pu(ITa, NOAYEPKUBaHHUS, Habopa KypcUBOM, IIPH(TOM
ApYTO# HACBHIILIEHHOCTH, HHBIMH CITIOCOBaMH.

TpeGoBanus k 0OPMIEHHIO PEKBH3UTOB JOKYMEHTOB

29. Mizobpasxenue repba ropona YensabuHcka NMOMELIAIOT HA BEpXHEM [OJE
OllaHKa NOKYMEHTa IIOCEpeNHHE 30HbI, 3aHATOH PEKBH3HTOM «AZMHMHHCTpaLHs
ropoaa YensGuHcka» Ha paccTosHuu 10 MM OT BepXHETO Kpas JIHCTA.

30. HanmeHnoBanue cTpykTypHOro noapasjeneHns JH60 ZOMKHOCTHOIO NMIA
AIMMHHCTpaUHK ropojia yKasbiBaeTcs Ha JOKYMEHTE B TOM CIyuae, eciii AaHHOe
noApasneNneHHe HWIM JOMXKHOCTHOE JMIO SBJsSEeTCSs aBTOPOM A0KyMeHTa. Han
HaHMEHOBAaHHEM CTPYKTYpDHOTO mojpasfieneHuss /aubG0 JOMKHOCTHOTO JIMIa
AIMMHHCTPAUMH TOPOAA yKa3blBAaeTCs HAHMEHOBaHHE OpraHa: «AJIMMHHCTPALYs
ropoaa Yenabunckar.

31. CripaBounsie  naHHple 06 AJMHHUCTpaUMH TOPOAQ, CIPYKTYPHOM
nofpasjeneHud AIMMHUCTpaUMM TOpoja YKa3blBAalOTCA B ONaHKaX MHceM
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M BKIIOYAIOT: [I0YTOBLI anpec, Homep TeedoHa, daxca, aapec 3NEKTPOHHOI MOYTHL,
HHTEPHET-CaHT, Apyrue CBELNEeHH S,

32. HauMenoBaHHe BHAa JOKYMEHTA BKJIIOYAETCS B OaHK COOTBETCTBYIOLLETO
BHIA NOKYMEHTa HMIM YKa3BIBACTCS HCIMOJIHMTENEM IPH IOATOTOBKE NOKYMEHTa
(mocranoBneHHe, pacOpsKeHHeE, NpHKa3s, CIpaBKa, aKkT).

HaumeHoBanue BHAA TOKyMeHTA HE YKa3bIBAETCSH B NHUChMaX.

33. laToil HOKyMeHTa B 3aBHCHMOCTH OT €ro BHAZ M HA3HAYEHHS SBISETCS
Jiata ero perucTpauuy (NoCTaHOBNEHHE, PACTIOPSIKEHHE, TIPHKA3, THCEMO M Apyrue),
YTBEpPKAECHHUS (MHCTPYKLIHA, NOJOXKEHUe, PaBUIIa, TIaH, OTYET H Apyrue), cobbITHS,
3a(MKCHPOBAHHOTO B AOKyMeHTE (IIPOTOKOJ).

HpumensioTes uuppoBoii UM cloBecHO-LHMPOBOI CrIOco6HI otpopmnenns gar
npy COOMOAEHHH NPHHUMNA EAUHOOOpAa3Hs UX HANWCAHUS B npenenax OgHOro
JOKYMEHTA.

Hudposoil cnocob Hammcanus gaTel odopmiseTcs apabckumu  HudpaMu
B [IOCIENIOBATENILHOCTH:  [IeHb Mecsala, Mecal, roi. JJeHs Mecsiua u  Mecsn
ohopMISIOTCA ABYMs mapaMu apabekux  umbp, pasiueneHHbIMH TOYKOH, roj -
HEeTBIPbM apabckumu uubpamu, Hanpumep: 15.01.2010. Ecnn uudpa aus mecaua
WIH Meciua OfHa, Mepel Hel CTaBuTCs Homb, Hanpumep: 06.04.2003. Ipw
OGOpMIIEHMH JaThl UMQPOBEIM cnocofom GyKBa «I» C TOYKOH HIM CHOBO «rOm»
B KOHLIE IaThl He IMULIYTCH.

CrnoBecHO-LHbPOBEIM CrOCOGOM JaTa OQOPMIISETCA CIEAYIOLIMM obpazom:
15 mona 2015 r. unu 15 wiona 2015 roga. Homs B 0603HaYeHHH IOHA Mecaua,
€CIIH OH COZEPXKHT OAHY LM(PY, NPEANOYTHTENHEHO HE MPOCTABASTH, HANpPHMEp:
HacToslee nocTaHoBNeHne BCTynaeT B cuny ¢ 1 sHBapa 2015 ropa,
B COOTBETCTBUW C dPeaepanbHbiM 3akoHOM OT 6 okTabps 2003 r. Ne 131-03,

Ilpu oGo3HaueHHH HeKalleHZAPHEIX CPOKOB, HAUMHAIOLIMXCH B OXHOM roxy
W 3aKaHYHBAIOWIMXCA B JpyroM, NHIIYTCS Yepes KOCYI0 YepTy, HanpuMep:
B 2014/2015 yuyebHom rogy, oTtuyeTHbin 2013/2014 rop, IMpu ykazaHuu
Ha ANMMTENbHEIH TNIEPHOL BpEMEHM MeXIy roxamm crasutcs tupe (6e3 mpobenog),
Hanpumep: B 2010-2011 rr., B 2012-2014 rogax, Ha nepwog 2013-2015
rogos.

Ilpu odopmeHH 1aThl CIOBECHO-LUU(POBBIM CIIOCOGOM CJIOBa «TO», «IOIBI»
cokpawaiores (., IT.), €CIH OHM MpPUBEAEHBl B JaTaXx C 0GO3HAYEHHEM Mecsl1a,
KBapTajla, MONYroAus WM B IepHOAE, OrpPaHHYEHHOM MpemeNaMH [ABYX JieT,
Hanpumep: B Mae 2014 r. (Ho 3a 9 mecsiues 2014 roga), 8 Mae—uioHe 2015 r.,
B | kBaprane 2015 r., 8 2013-2014 rr. (Ho B 2013-2016 roaax). KBapran
obo3nayaercs pumckoll LH(POIl, HO NONYroAMe MMIIETCH MONHOCTHIO, HanpuMep:
B lI-lV ksapTanax 2015 r., Bo BTopom nonyrogum 2015 r.

O6s1uH0 npH 06o3HaYeHHM BpeMeHH AHA CIOBAa «4acy, «MHHYTa» MHLIYTCS
be3 coxpatuenus: 17 yacos 30 mMuHyT 12 aBrycTa. Eciu Heo6X0AMMO COKPaTHTS,
KOppeKTHO nucats: B 9 yacoB, B 94., c94. 00 20 4., 17 4. 30 MuH. 12 mas.

34. PerucTpauMoHHEIf  HOMep TNpHCBauBaeTcsl JOKYMEHTY [OCHE  €ero
NOANUCAHHA (YTBEPHASHHS) B COCTOHT M3 €ro MOPsAKOBOTO HOMEpa, KOTOpBIii
AOTIOIHAETCA HHAEKCOM JIeJl 10 HOMEHKJIAType [ell, APYTHMHE PEKBH3UTAMM.
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35. Ccbllka Ha MCXOASAIME PErMCTPALMOHHBI HOMep M JaTy JOKYMEHTa
BIUIIOYACTCSA B COCTAaB PeKBU3UTOB 0jaHKa MUCHMa M MPOCTABIAETCS MCMOJHUTENEM
JOKYMEHTA TPH 110ArOTOBKE MHChMa-OTBETA.

36.3aronoBoK K TEKCTY yKa3bIBaeTcss K JOKYMEHTY M COTNacoBbIBaeTcs
C HaHMEHOBaHHEM BHJA JOKYMEHTa. 3aroloBOK MHOMKEH OBITH JIAKOHMYHBIM,
KpaTKuM, MHQOPMATHBHBIM, HeABY3HAUHBIM H HENPOTHBOPEYMUBBIM, TOYHO
NnepenaBath CONEPKAHUE ROKYMEHTa H (POPMYJIHPOBATLCS B BHAE OTBETA Ha BONPOCH!
«O yeM?», «O koM?», HanpumMep:

MNoctanoBneHue (o uyem?) O6 yteepxaeHun MonoxeHns o KomuTere
3KOHOMUKM ropoaa YenabuHcka

[pasuna (4ero?) BHyTPEHHEro TPYAOBOrO pacnopsaka

lMucbmo (0 yem?) OB okasaHuu MaTepuanbHON NOMOLLY

3arosioBOK K TEKCTy TNe4aTaeTcs OT TpaHulbl JIEBOrO MO JOKYMEHTA
¢ nponucHo# 6ykBel, 6e3 kaBhluek. 3aronoBok AomkeH GBITH MpefensHO KpaTKuM,
3aHuMaTh He Oonee 6 cTpok no 28-30 3HAKOB B CTPOKE M OTPAKATh COAEPIKAHME
AoKkyMeHTa. Touka B KOHLIE 3arojioBKa HE CTABHTCSL.

37. Anpecar ykasblBaeTCs Ha BCeX OTNPABIAEMEIX NOKYMEHTax (nucemax).
JloKyMeHTBI ajpecylOT B OpraHbl TOCYAAapCTBEHHOM BIACTH, OpraHbl MECTHOrO
CaMOyNpaB/ICHHUs, OPraHU3aLKsIM, KOHKPETHBIM JODKHOCTHBIM JIHLAM, rpaXKaaHaM.

Ilpu appecoBanMy JOKyMEHTa B OpraHbel TOCYAapCTBEHHOH BNACTH, OpraHsl
MECTHOTO CaMOYMpaB/IeHHs, opraHu3auuio (6e3 yxasaHUA NOMKHOCTHOTO JMLA) HMX
HaHMEHOBAHHA MUINYTCA B UMEHHTENILHOM najiexe. Jonyckaercs LeHTpUPOBaTh BCE
CTPOKH PEKBH3UTA KAJIPECAT) OTHOCHTENBHO CaMOii JTMHHOM CTPOKH, HallpUMep:

MpasuTenbcTBo YenabuHckoil obnactu
YnpasneHwe rocyfapcTBeHHOR cnyxoebl

HIIH:

lMpasutenbcreo
YensbuHckoh obnacTtu
YnpaeneHue rocyfapcTBeHHON Cryx6bbl

Ilpn anpecosanHM HOKYMEHTa PYKOBOAMTENIO OpPraHH3allid HAaHMEHOBAHHE
OpraHu3alMy BXOAHT B COCTAB HAMMEHOBAHHs JOIKHOCTH ajpecara. B 3ToM cmyvae
MONHOE¢ HaHMEHOBaHME NOJUKHOCTH YKAa3bIBaeTCd B JATENBHOM NHafexce, MHHLUANb]
CTaBATCA 1MOCHe GaMMIMH H OTAeNAOTCA OT Hee mpoGenom. [lpoben mexny
WHULWANAMH NPEANMOYTHTENBHO CTAaBHTh, TaK KaK HWHHLHANbI — CAMOCTOSTEJbHbIE
CIIOBA, HAaNpHMep:

'y6epHaTopy YensaGuHckoi obnactu
Pamunna K. O.



HIINA:
(Mase AaMUHKUCTpaUum
KypyaTtoBckoro paioHa
ropoaa YenabuHcka
damunna U. O,

EcnH DOKyMeHT OTNpaBAsiOT B HECKOJIBKO ONHODOAHBIX OpraHu3auufi Wid
B HECKOJIBKO CTPYKTYPHBIX NOApa3fiefieHdii OOHOH opraHusalMM, TO UX CHeayeT
yKa3bIBaTh 0000I1eHHO, HAalTpHMep:

PykoBoguTenam CTPYKTYPHbIX
noapasgaeneHuin annapara
AaMUHUCTpauuu ropoaa

JloKyMeHT He JO/KeH coaepikaTh Gonee yeThipex aapecatoB. Cnoso «Konusa»
nepej BTOPBIM, TPETHHM, YETBEPTHIM ajpecaToM He ykasbiBatoT. IIpu 3ToM Kaxaeli
IK3EMIUIAP JOKYMEHTa AOJKeH OblTh o)opMiIeH U MOAMHCAH, a aApec, N0 KOTOpOMY
HanpasNsercsl KOHKPETHBIH JK3eMIvistp, nopdepkusaetcs. [Ipu HampaBlieHHH
JIOKyMeHTa Gonee 4eM B 4eThbipe afipeca COCTABMMIOT CIIHCOK PACCBUIKH H Ha KaXAOM
JOKYMEHTE YKa3bIBaeTCs TONBKO OJIHH aJipecar.

B cocTaB peKBH3HTa «AZpecaT»y MOXET BXOJMTh NMOYTOBBIH afpec. DIeMEeHThI
IOYTOBOTO aApeca YKa3bplBalOT B MOCIENOBATENbHOCTH, ycTaHOBIeHHOi [Ipasunamu
OKa3zaHMs yCJYr IIOYTOBOI CBsI3M: ajpecaT, Ha3BaHME YJMLEI, HOMEP AOMa, HOMep
KBApTHPHl, Ha3BaHWe HaceleHHOro NyHKTa (ropol, [MOCeNoK), CTpaHa
(019 MeXAYHAPOAHEIX OTHpaBIeHHH), HHIEKC. B TakoM ke mopsajke MpoH3BOAUTCS
HamkcaHue ajipeca OTHpaBUTeNs Ha KOHBEpPTE.

Anpec He ykasbplBaeTcs B JIOKYMEHTaX, HAaNpaBlIsfeMEBIX B OpraHbl
rocyIapcTBEHHOH BIAcTH, OpraHbl MECTHOTO CaMOYIpAaBJeHHsA, CTPYKTYpHEIE
noppasaeneHus AnMuHucTpaumu ropoga. Ilpu anpecoBaHMd NHCBMa B OpYrue
OpraHM3alM{ YKa3bpiBalOT HAHMMEHOBAaHME OpraHu3allMd, 3aTeM NOYTOBBIH anpec,
HanpuMep:

000 MeanuuHckuin LieHTp «JloTocy
yn. KommyHsbl, a. 137,
r. HensbuHck, 454080

[Tonuel MOYTOBHIA afpec YKa3plBAa€TCA IMPH HalpaBieHHH NOKyMeHTa
pa3oBBIM KoppecrnioHaeHTaMm. [Ipd ajpecoBaHMM JOKyMEHTa 4acTHOMY JHIY
WHHLMANbI CTaBATCA nocne ¢paMunuu, hamMuiMs B JaTEIBHOM Nafeke, HanpuMep:

WeaHosown M. B.
yn. Ooeartopa, 4. 16, k8. 145,
r. YenabuHck, 454092

T[Ipu oTnpaBKe MUCBMA MO 3NEKTPOHHO MOYTe WIH MO (akCHMUILHON CBA3H
(6e3 mOCBIKM MO MOYTE) MOYTOBEIH ajpec He ykasblBaeTcsl. IIpM HEOGXOAHMOCTH
MOKeT GBITh YKa3aH 3JIeKTPOHHBII afpec (HoMep TenedoHa/Pakca), HanmpuMep:
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AO «AnbdaCrpaxosaHue»
alfastrah@alfastrah.ru

38. TexcT mokyMeHTa H3maraeTcs pyccKHM JIHTEPATYPHEIM A3BIKOM C YYETOM
ocoBeHHOCTEH O(HIMANBHO-TeN0BOrO CTHIA, BUAA JOKYMEHTa U ero HaszHaueHus
B YNpaBIeHYeCKOH HeaTenbHocTH. ComepxaHne JOKYMEHTA OMKHO GBITh H3I0KEHO
KpaTKo, IOTHYHO, TOYHO U SICHO.

CnnomHo cea3HEI TekeT HanGolee pacnpocTpaHeH B JNOKyMEHTaxX, KOTOpEIE,
Kak TpaBuiO, COCTOAT M3 ABYX 4acredl. B mepBoii wactm usnaraercs npuumua
COCTaBICHHA [NOKYMEHTa, NAeTCs CCBUIKA Ha OCHOBOINOJATAIOLIME JOKYMEHTHI,
a BO BTOPOH (32KNIOYMTENBHOI) YacTH — BHIBOABI, MpeHNOKEHHS, peLleHHs WNu
NPOCEOEL.

Texcr mokymeHTa Jomyckaetcs MOAPAasHeNsATh Ha pasfelsl, IJIaBEl, NYHKTBI
NOAMYHKTBI, ab3allbl.

39. Teker MoXKeT cofepxaTh TONEKO OZHY 3aKJTIOYHUTENBHYIO  YacTh,
HanpHumep:

1) TIpHKa3kI, pacnopsxeHH - PacHopsAHTENbHYIO 4YacThb
0e3 KOHCTaTUPYIOILEH YacTH;

2) nuceMa, 3asBNeHNs — pock0y Oe3 NoscHeHus;

3) cnpaBku, JOKJIaHbIE 32IIHCKH — OLEHKY (aKTOB, BbIBOLL.

B Tekcre nOKyMeHTa, HOATOTOBNIEHHOIO HA OCHOBAHHH JNOKYMEHTOB APYI'HX
OpPraHW3alMH WIH paHee H3AAHHBIX JOKYMEHTOB, YKA3bIBAETCSH HAUMEHOBAHHE BHMA
AOKyMEHTa, HAMMEHOBAaHHE OPraHU3aLNK ~ aBTOPa KOKYMEHTa, JaTa MpHHATHI WiIH
YTBEPXK/CHUS AOKYMEHTa, €ro pPerHCTpallHOHHbI HOMep, 3arofioBOK K TEKCTY,
3aKJIFOYEHHEIH B KaBbIYKH, HAlIPUMED:

B coortseTcTBUM ¢ DefepanbHbM 3aKOHOM OT 6 okTabpa 2003 r.
(v ot 06.10.2003) Ne 131-93 «O6 obwmx npUHUMNaXx opraHusauum
MECTHOro camoynpaeneHns B Poccuiickon ®egepaymmny...

40. B nokymeHTaxX KOJIErHaILHBIX OPraHOB TEKCT NOKYMEHTA H3ararmT
OT TPETBEro JINLA €AMHCTBEHHOTO YHCNA, HAapHUMep: «MOCTaHOBNAET», «peLuasTy,
«HE CYMUTAET BO3MOXHbLIM... ».

Texcr npoTokona H3naraioT OT TPEThEro NHUIA MHOXKECTBEHHOTO YHCIA,
HanpuMep: «Cnywanuy, «BbICTYNUNW», <pPewwnnng.

41. B noKyMeHTaX, yCTaHaBIMBAIOLIMX NpaBa M 00A3aHHOCTH CTPYKTYPHBIX
noapasaeneHuii AAMMHUCTPaUMK roposa (IMONOXKEeHHe, HHCTPYKIHS), HCTIONB3YIOT
(opMy H3NM0XKEHHS TEKCTa OT TPETHETO JIHLA eAHHCTBEHHOTO Ml MHOMECTBEHHOrO
YHCTA, HampHMep: «OTAEN OCYLUEeCTBRAET (YHKUMMY, «MYHULMNAnbHbIE
cnyxaline 00A3aHbI».

42. B nucbMax UCHOAB3YIOT CleAyIoLre GOpMBI H3N0KEHUS:

1) oT mepBoro mMua eNMHCTBEHHOTO 4Mcna: MPOWY NPEACTaBWTb...»,
«cyUTal HeobXogUMbIM. .. »;

2) OT nepBOro JMUa MHOXECTBEHHOrO 4YMCla: «MPOCUM HanpasWTb...»,
«Hanpasnsem B Baw agpec... »;
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3) or TpeThero NMUA E€AMHCTBEHHOTO YHCHA: «ABMUHUCTPAUMA ropoaa
CHUTAET BO3MOXHbIM. .. ».

Ilpn ynotpebnenun B Texcre Gamunuii MU HHULIMANE! YKa3bIBAOTCA MOCHE
damunun.

43. B Tekcr AOKYMEHTa MOryT BKMOUAThCA (DparMeHTHl, O(OPMIECHHEIE
B BHJIE TaOJIMLIBI WIH aHKETHI.

TabnuuHele TEKCTBI IIPUMEHAIOTCA B OTYETHO-CTATHCTHYECKHX,
OpPTraHU3aLHOHHO-PACMOPANUTENEHBIX  AOKYMeHTaX (miaaH paboTel, CTPYKTypa,
LITATHOE paclHUCaHHE).

Tabnuusl ¥MelOT Ba YPOBHsS 4IEHEHHMS TEKCTA: BEPTHKANLHBIA — rpadsl
¥ FOpH30HTaNbHbIA — cTpokH. O6oOleHHOe HauMeHOBaHHE MPHM3HAKOB B TaGiHLe
COCTaBJIIET 3aroJIOBOK M MOA3AroloBOK rpad (ronoska TaGiHIb), 8 HAUMEHOBaHHE
OOBEKTOB — 3aroNIOBOK H MOA3arONOBOK CTPOK Tab/IHIIB], PACIIONOKEHHbIX B KpaiiHei
nepoii rpade (6okoBHK TaGIHLIB).

3aronoskd rpa) OMINYTCS C MPONMMCHEIX OYKB, a [OO3arOfOBKH —
CO CTPO4HBIX, €CIIH OHM COCTaB/AIOT OJHO LIe0e C 3arojoBkoM. Eciu noa3aronosox
HMEET CaMOCTOSITENIbHOE 3Ha4Y€HHE, TO OH NMHLIETCS C NPONMUCHON GyKBEI, 3aronoBKH
¥ MOA3AroJIOBKU Ipad U CTPOK B TabIHLE BBIPAXNAIOTCA UMEHEM CYLIECTBUTEIBHEIM
B UMEHHTENbHOM Inafiexe eAMHCTBEHHOro uHcna. TOYKM B KOHLE 3aroJioBKOB
H [T0J3aroJIOBKOB rpad) He NpOCTaBIAIOTCS.

B rpae «EnuHuua uaMepenus» HaMMeHOBAHHE eNMHHII M3MEPEHHS CIEeLyeT
NMUcaTe B POAHTEIBHOM Mafeke MHOXECTBEHHOTO 4HCia B CKOOKax, HampuMep:
KOnu4ecTBo (LUTYK), cymma (Teic. pybnei).

B 6okoBoii wacTH TabaMUBI TEKCT KaXAOH MO3ZHLMH HOJDKEH HAYHHATHCS
¢ nponycHoit OYKBBl. 3HAKH NpPENHMHAHMS CTAaBATCH TONBKO BHYTPH TpPEIIOMNEHHS.
B 6okosoit yactu Tabnuis! nocne ciios «Mtoroy», «Bcero» ABoeTouHe He CTABUTCH.

3arosioBkH rpad), KaKk MpaBHIIO, 3alIMCEIBAIOT NAPAJJIENbHO CTPOKaM TaGIuuel,
HO INpH HEOOXOAMMOCTH JROMYCKaeTcs MX NEpHeHAMKYNAPHOE pacloNoKeHHe.
3aronosku rpad) (CTPOK) TOJOBKHM TabnuuBl AOMKHEL GBITH LEHTPHPOBAHEI
OTHOCHTENBHO CepetHEI.

Eciu Tabnuua pasMeliaeTcss Ha HECKONBKHAX CTPaHMHAX, 3arofloBKH
H MO3aroIOBKH Ipad, Kak INpaBuio, He AyOnupyioTcs. JOMyckaeTcs CKBO3Has
HyMepalus Bcex rpad tabnuusl apabckumu Ludpamu. B Takux ciyuasx cuemyer
Moz romoBko# Tabauupl noOaBnsTe CTpOKy ¢ Hymepauweil rpad, koropas 6ymer
MOBTOPATECS HA BTOPOH M MOCIEAYIOWNX CTPaHUIAX

3aroji0BKH 3aronoBKH rpad
CTPOK Hoazaronopku rpad Fonosxa
1 2 3 4 5 0L
rpag
[ToasaronoBku cTpok Crpoin

N
Y B N -

Bbokosuk ['padpsr
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44. TekCT JOKyMEHTa, KaK MpaBuiO, OTHENAETCS OT 3arojioBKka 2-3
MEMCTPOYHBIMY HHTEPBAIaMH H TeyartaeTcs 4epes 1—1,5 MexcTpo4HbIX HHTepBaa.

Hauano tekcta BemonHsercs ¢ kpacHoi ctpoku. Kaxmyro OTAENBHYIO MBIC/b
CNEAYeT BBIAENATE B CAMOCTOATENbHEIM ab3all, mepBas CTPOKa KOTOPOIro HauHHAETCs
Ha paccTOSAHMH 1,25 cM OT neBoif rpaHuubl TeKCTOBOro mois (ab3auHelii OTCTYI)
H BBIPaBHHMBAETCA MO NpaBoOH IpaHHIle TEKCTOBOIO IOJIA JOKYMEHTa (BhIpaBHHBAHKE
TEKCTa O IUHpHHE).

B nessx noBblllenus kayecTBa AOKYMEHTA He PEKOMEHIYeTCs:

1) mpu nepenoce TekcTa Ha CIEAYIOLIYIO CTPAaHMLY OTPHIBATS: MEPBYIO
¥ MOCNIEJHIO CTPOKHM ab3alla — OT OCHOBHOH 4acTH a3aua (3ampeT «BHCAYHXY
CTPOK); 3aronoBOK, HaHMEHOBaHWs pa3sfena, Mojpasjena, riaBbl — OT OCHOBHOTO
TEKCTa;, HAAMUCH K PHCYHKaM M TabliuLaM — OT HEeNOCPEACTBEHHOTO COAEPHHMOro
PHCYHKOB H Tabnuii;

2) pasmellaTh Ha pPasHBIX CTPOKaX OTHENbHEIE CIOBA M CIOBOCOYETAHHS,
paspeiBast HHHLHMaNb ¥ GaMHIuK, UHPbl, eIUHHULE U3MEPEHHS U MaTeMaTHUYecKHe
eNUHHLBI, 1aThl, a00peBHaTYPB!, NPeiorH, APyTHe CIOBa U CIOBOCOYETAHMS.

Hcnons3osanue pyOGpHKkaluy B TeKCTe AOKYMeHTa (ab3aLiHoe yieHeHHe TeKeTa
Ha COCTaBHBIE 4acTH, rpaduuecKoe OTAeNeHHe OAHOM YacTW OT HEpPYroi;
UCMONB30BaHKE 3aroIOBKOB, HYMEpAllHK W Tak jajiee) AOMKHO OTPAXATh JIOTHKY
H3JI0XKEHHA TEKCTa JOKYMEHTa, NPH 3TOM CHCTeMa 0003HaueHHs [EPEYHsl CTPOHTC
10 HUCXOASIEH.

45.Ilpn odopmneHur NOKYMeHTa Ha ABYX WiH Gonee cTpaHuLax BTOpas
¥ nocieAyIoNne CTPaHUUE! AOMKHBI OBITh IPOHYMEPOBAHEL.

Homepa cTpanuu npocTaBnsioTcs mnocepequHe BepXHErO [ONS JIMCTA
Ha pacCTOAHMH He MeHee 10 MM OT BepXHero Kpas NHCTa apaGCKUMH uLMdpaMH
Ge3 cnoB  «cTpanuna», «ctp.». Touku ¥ THpe nepen UH(pPaM¥ W IIOCHE HHX
He npocTaBiAioTcs. TUTYNbHBIA NUCT BKmoYaeTcd B OOLLYI0 HyMepanuio, HoMep
Ha HEM He INpOCTaBNAETCH.

46. OTMeTKa O HAMM4UM MPHIOXEHHH HUCHONB3yeTcs npu OQOpMIeHHH
CONMpPOBOAHTENBHBIX MiceM. PekBH3UT «[IpunoxeHHe» NMULIETCA OT rPaHHMLB! JIEBOrO
nons nokymeHta (6e3 af3auHoro oTcTyna) B eIMHCTBEHHOM YHCIIE H pACIIONaraercs
Yepe3 OJHH MEXCTPOYHBIH HHTEPBAJ OT TEKCTa IHChMa Nepel MOANKCEIO.

Ecmy mpunokeHWe Ha3BaHO B TeKCTe MHCHMA, B OTMETKE O NPHIOKEHHH
YKa3bIBAETCA KOJMYECTBO JIMCTOB H KOJNHYECTBO 3K3EMIIAPOB TMpPHIIOKEHHS,
HanpHMep:

MpunoxeHwe: Ha 5 n. B 2 aK3.

Eciii nuceMo HMEET MpUIIOKEeHHe, He Ha3BaHHOE B TEKCTe, AAeTCs ero MoNHoe
HaHMEHOBaHHE C YyKa3aHWeM KOJMYECTBA JIMCTOB M KOJMYECTBA IK3EMILIAPOB.
Tlpy Hanv4uu HECKONbKMX NPUIONEHHH OHH HyMepyloTcsl apabckumu Ludpamu
(6e3 3naka Ne), Hanpumep:

Mpunoxenusa: 1. MonoxeHue o KomuteTe akoHOMUKW ropoaa YensbuHcka
Ha 5n.e 1 3k3.
2. Ctpyktypa u wrar KomuteTa 3KOHOMMKW ropoga
YensabuHcka Ha 2 n1. B 1 3K3.
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Ecnmu K MMCBMY NpHIaraercs JOKYMeHT, UMEIOLIHE NpHIIOKEHHE, TO OTMETKa
0 ero HaIMYMH odopmIseTcs crnenyouM obpa3om:

lMpunoxeHne: nucbmo MuHucTepcTBa couunanbHbIX OTHOLUEHWIA
YenAbuHckon obnactu ot 23.05.2015 Ne 02-4/513
1 npunoXxeHue K Hemy, Bcero Ha 30 n. B 1 3Ka3.

Ecny mpunoxeHue HanpaBnseTcs He BO BCE yKasaHHBIE B JIOKYMEHTE afipeca,
TO OTMETKA O HalIHYUH NPHIIOKEHUA O(OPMIIAETCS CNedyIOLHM 06pa3oM:

Mpunoxenne: Ha 5 n. B 1 3k3. B Nnepsablil agpec.

Ecan npunoxenueM ABNAIOTCA OOKYMEHTBI, 3alMcaHHble HAa (DM3MHECKH
000CO0NEHHEIH JNEKTPOHHEI HOCHTENb, TO OTMETKA O HANMYHH IIPHIOKEHHUS
odopMmiseTcs clienyloInM o0pasom:

MpunoxxeHue: DVD-R B 1 2K3.

Ecnu npusnoxenns c6polliopoBaHsl, TO KOJHYECTBO JIUCTOB He YKa3bIBAeTCA.

PexBuszutr «lIpunoxenue» mnumercs 6Ge3 kaBpluek K 3HaKa  «Noy.
Hrxe, 4epe3s omuH MeXCTPOWHBIH HHTEpBal, YKa3blBaeTCS HAHMEHOBAHHE BHIA
OCHOBHOTO JOKYMEHTa, ero Jara M perucTpausoHHslii Homep. Jonyckaercs
pekBu3uT «IIpunoxenHe», HaMMEHOBaHHE NOKYMEHTa, €r0 AATy H perdcTpalMOHHBIH
HOMEp LIEHTPHPOBATh OTHOCHTENBHO CaMOi JIHHHOH CTPOKH, HANPUMeEP:

MpyunoxeHne

K nUcsMy AMUHUCTpaLMK ropoaa
oT Ne

47. IlpenctasnseMele Ha MOANKCH AOKYMEHTH! JOMKHBI ObITh 3aBH3MPOBAHEL
nubo cornacoBaHe! C JHLAMH (OpraHM3alMAMH), HHTEPECHl KOTOPBIX B HHX
3aTparuBaloTCH.

Busuposanne (cornacoBaHue) mnpoekTa MNOKYMEHTa — OLEHKa NpOEKTa
JOKyMEHTa, €ro LenecoobpasHOCTH, COOTBETCTBHA TpeGoBaHHAM 3aKOHOAATENbCTBA
Poccuiickoii ®enepatiuy, paHee NPHHATHIM PELIEHHSM, YKa3bIBAIOLIAs Ha corvlacHe
WM HECOrNacHe BM3UDYIOLIEro JMUa C €ro coiepXaHdeM. BusupopaHue
(cornacoBanue) A0KyMeHTa 0dOpMISETCS IPH(POM COrNIacCOBaHHS UIIH BU30IA.

CornacoBanHe NpoekTa JOKYMEHTa ¢ OpraHaMH [OCYAApCTBEHHON BiacTu,
B TOM YHCJI€ OCYILECTBISIOMMH rOCyJapCTBEHHBIN KOHTpoNb (Haa3op), opraHaMH
MECTHOTO  CaMOYMpaBjieHHA, OpraHu3auusMM, HHTEpEChl KOTOPBIX B  HEM
3aTParvBalOTC, B TOM 4YHCJIE OOLIECTBEHHHIMH OpraHu3alWsIMK  (BHELIHee
cornacosaHue), oopmisiercs rpuoM CornacoBaHu.
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Ilpoekt  mokymeHTa  MoOXeT OBITH  COINIACOBAH HENOCPEACTBEHHO
AO/DKHOCTHBIMH JIMLIAMH OpraHM3aLii, MPOTOKONOM KOJJIETHAIBHOrO OpraHa Wiu
CityxeOHBIM MICEMOM, HaNpUMeEp:

COIMACOBAHO

MuHucTp nHaHcos
YenabuHcko# obnactn
. O. damununs

noAnucs
AaTta
NNw
COIMACOBAHO
lMpoTokon MeXBEZOMCTBEHHOW KOMUCCUN
oT Ne

I'pud cornmacoanus odiopmiserca nox peksusutoM «[loAmuchy Gimie
K HIDKHEMY II0/I0 AOKYMEHTa HIM Ha OOOpOTHOIl CTOpPOHEe MOCNeHHEero JHCTa
JNOKYMEHTA.

Ecnn  comepxanse  noKyMeHTa  3aTpardBae€T  HHTEPECHl  HECKONBKHX
OpraHusauui, rpudbl COrNIACOBAHUSA MOTYT pacnonaraThCsi Ha OTAENbHOM JIMCTe
COTNIacoBaHMs.

48. BuszupopaHue NpoeKkTa  JOKYMEHTa  AIMHHHCTPAUHH ropoja
c 3amecTuTenamMH ImaBbl ropoma YensbuHcka, PYKOBOIUTENSAMH CTPYKTYPHBIX
noapasneneHuit AIMHHHCTPaUMK roposa (BHyTpeHHee CoriacoBaHue) o(opMIISeTcs
BH30M.

Busa Brimtouaer B ¢ebs JHYHYIO NOANMKCE, pacliM(POBKY MOAMHCH (HHHLIHADL,
damunuio) ¥ naty. IIpy HeoGXONMMOCTH yKa3blBaeTCs HaWMEHOBAHME NOMKHOCTH
Y13, BU3HPYIOLIEro JOKYMEHT, B HUMEHHTEIBHOM Najiexke, HaripUMep:

3amecTtuTens [nasbl ropoaa,
pykoBoAuTENb annapara
AQMUHUCTPaUun ropoaa
. O. damunusa

noanuch pacludposka nognncK
Hata

B cnyebHBIX NHCBMaX BH3BI NPOCTABNSIOTCS HA KOMHH JOKYMEHTa,
nomeillaeMoli B fieno. Ha nokymentax HHGOpMallHOHHO-CIIPABOYHOTO COAEPXKaHHS
B3kl TIPOCTABAAIOTCS HA JIMLEBOH CTOPOHE TIOCJEIHEr0 JIMCTa HOKYMEHTa
noJ NOANKCEIO, BIHXKE K HIDKHEMY ITOJTIO JOKYMEHTA.

Ilpy BH3HPOBAHHM NHCEM, CMPAaBOK YKa3bIBAeTCS TONBKO JIHYHAS MOZIKHCH
NHLA, BU3HPYIOUIEro JOKYMEHT (0e3 yKa3zaHHs LOJIKHOCTH).
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INpy Hanuuun 3ame4aHHH, ocoObIX MHEHHH, IOMOJIHEHHH K MpPOEKTY
JAOKYMEHTa BH3a JOIMOIHACTCA COOTBETCTBYIOLIUM yKa3aHHEM, HanpuMep:

3amevaHus npunaratoTes
. O. damununa

noanuce pacwugposka nognucu
Hata

3ameuanusi, J[JONOJHEHHS, ocobble MHEHHS O [pOeKTe JOKYMEHTa
oopMAAIOTCS, KaK NPaBUIIO, HA OTAENBHOM JIUCTE U MEPEJaIOTCs aBTOPY JOKYMEHTA.

49, [loanuce sBndercss oOs3aTeNbHBIM PEKBU3UTOM JOKyMeHTa. B cocras
pexBH3uTa «lloAmHCE» BXOOAT: HAHMEHOBaHHE MOJIKHOCTH JIMIA, MOAMTMCABILErO
JOKYMEHT, NH4YHas MOANHUCh, paciM(poBka MNOAMMCH (MHHUHANE, (aMuius),
HanpumMep:

3amectuTtens [haBbl
ropoga no couuanbHoOmMy

passuTuIo . O. damunng
nognuch paclwwudpoBka nognucu

Ilpn odopMneHuH AOKyMeHTa Ha OnaHKe HOMKHOCTHOrO JHMLA HAWMEHOBAHHE
HOJKHOCTH 3TOro JIKUA B pekBu3uTe «Iloamnucey He yKa3sIBaeTCd M CTABUTCH TONBKO
JIHYHas [TOAIHCE YKA3aHHOTO NHLA, paclu(poBKa NoANHCH (MHULIKASIBI, (PaMHJIUA).

Ilpu odopmieHHH AokyMeHTa Ha OnaHke CIPYKTYPHOTO MOApasfAelieHHs
AIMHUHHCTpaUUM ropoja HauMeHOBaHUE NOMKHOCTH PYKOBOAMTENS B PeKBH3UTE
«[ToAnuce» yKxa3bpiBaeTCsl COKpallleHHO, CTABUTCA JIHUHAA MOAMKUCH YKa3aHHOrO JIHLIE,
paciuu¢poBKa noanucH (MHULKABL, FaMUIINs ), HAPUMEP:

MNpepceparenb Komnrera n. 0. Pamunus
noanuck pactumbpoBka nognucu

IIpu odopmiaeHun JoKyMeHTa Ha OnaHke AJMHHHCTpaLlWH ropoja
YKa3bIBaeTCA HaMMeHOBaHHe ROMKROCTH I naBwl ropoaa Yensbuncka (nanee — I'napa
ropopa) nubo MOJMKHOCTHOrO JiMUA, JIMYHAs IOANUCH, paclIH(pOBKa HOANUCH
(MHHUMAaNEL, GaMUIW), HallpUMep:

"naBa ropoaa YenabuHcka K. O. damunua
noanucb pacwudposBKa nognucu

[loanuce otnenserca oT Tekcra 3—4 MeXCTPOYHBIMH  HHTEpPBalaMH.
HaumeHoBaHWe NOJDKHOCTH IeYyaTaeTcs OT TpPaHMLBl JIEBOTO TNONS AOKYMEHTA
(Ge3 ab3aunoro otcryna). PacluudpoBka MOANHCH pacrojiaraercss Ha YPOBHE
nocnenHell cTpokH HauMeHOBaHUsA AomkHocTH. Ilocaennas 6yxsa B pacuiM(ppoBKe
NOANUCH OTpaHU4MBAETCS MPABbIM IONEM JOKYMEHTA.

Ilpn noanmucaHUM JOKYMEHTAa HECKONBKHMM [JOJKHOCTHBIMH  JIMLIAMH
UX [IOATMKMCH  pacrojiaraloT OAHY MOA  JApyroil B IIOC/IEA0BATENbHOCTH,
COOTBETCTBYIOLLEH HepapXHH JAOIKHOCTEH.
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[lpy mnoanmHcaHHK AOKYMEHTA HECKONBKUMH AODKHOCTHBIMHM  JIMLIAMH,
PaBHBIMH MO JOJDKHOCTH, HO TMpEACTaBNAIOIIMMH pa3Hble OpraHbl, NOAMNUCH
pacronaraioT Ha OJHOM YpPOBHe.

ITpu moAmHCaHHH AOKYMEHTa JMLIOM, HCIIONHAIOUWMM 00A3aHHOCTH BPEMEHHO
OTCYTCTBYIOILET0 JOJDKHOCTHOTO JIMLIA, HOANUCE 0GQOpMIISIOT CIEAYIOUHM ofpasoM:

BpemeHHO ucnonHawoLmMn o6a3aHHOCTH
3amectutens [(nasesl ropoaa
No 93KOHOMNYECKOMY pPasBUTUIO U

UHBECTULINAM . O. ®amunua
nognuck paclngposKa Nognucu

Ecid HOOMHKHOCTHOE JIMLO, MOANUCH KOTOPOTO 3arOTOBIEHZ B IIPOEKTE
JOOKYMEHTa, OTCYTCTBYET, HOKYMEHT MOJNUCHIBAET JIULO, BPEMEHHO HCIIONHSIOLIEe
ero 0043aHHOCTH, WM HMHOE J[ODKHOCTHOE JIMLIO, MMeEIOllee IpaBo HOMMKCH
JOKYMEHTOB B COOTBETCTBHH ¢ pacnpeneneHdeMm obdsanHocteil. Ilpn 3TOM
yKaspiBaeTcsl  (paKTHHecKas [OO/KHOCTh  JIHLA, NOANMCABIUErO0  JOKYMEHT,
ero HHuLuansel, Gamunus. McnpaBneHus B [IOATOTOBMECHHEIH JOKYMEHT B JaHHOM
YacTH MOr'yT OBITh BHECEHBI OT PYKH JIULIOM, TOANUCHIBAIOILHUM JOKYMEHT,

He pomyckaeTcs mNOAMHCHIBATE MJOKYMEHTBI C HpPEMJIOroM «3a» MM
NPOCTABIEHUEM KOCOH YepTEl Iepesi HAMMEHOBAHHEM JAO/DKHOCTH.

50. JloxyMeHTBI, HampaBisieMble B OpraHel TOCYIJapCTBEHHOH BJACTH,
MECTHOTO CaMOYIpaBjieHHA MoAnHchiBaloTcs [naBoit ropoga nubo HHEIM
YIOTHOMOYEHHBIM UM JOSIKHOCTHBIM JTHLIOM.

JIoOKyMeHTBI,  HamnpapjisieMble  NOABEJOMCTBEHHBIM W CTOPOHHHM
OpraHu3auuaM, TrpaxciaHaM, MNOAMMCEIBAIOTCS 3aMeCTHTENsAMH [naBel ropons,
PYKOBOAUTEISMH  CTPYKTYDHBIX  MNoApa3feNeHHddi  AJMMHHCTpalMM  ropona
B COOTBETCTBHH C UX KOMIETeHLH e,

Eciau HOKYMEHT HampaBnsieTcss B HECKOJIbKO CTPYKTYPHEIX TOApa3ieleHHi
AIMHHHCTpaUHH TOpoja, JH4YHas MOANHCh PYKOBOAMTENsS  CTABUTCA TOJBKO
Ha NEPBOM 3K3eMILIApe JoKyMeHTa. [locie MOANMCH M pErucTpaliiM AOKYMEHTa
B YCTAHOBJIEHHOM MOpSIKE JOKYMEHT KONUDYETCA M PacCHUIAETCS B COOTBETCTBHH
CO CITHCKOM pacChUIKK. [lepBelii dK3eMNAp AOKYMEHTa C JIMYHOH TOMAIHCHIO
PYKOBOAWTENA CTPYKTYPHOTO MojpasfefieHHss AIMHHHCTpPallMH TrOpofia OCTaeTcs
B CTPYKTYPHOM MNOApa3fefieHun AJMHHHMCTpalMd TIopoJa, MOArOTOBUBIIEM HIIH
OTIpaBHBLUIEM IOKYMEHT.

[Ipy MOANMCAHMH AOKYMEHTA He IOIyCKaeTcsi MPUMEHATh (PAKCHMMIBHOE
BOCNPOM3BENEHHE MNOANMCH JO/DKHOCTHOTO JIMIA 33 HCKIIOYEHHEM Clyvaes
NOJMKCAHUS JOKYMEHTOB, BBINOJHEHHEIX nojurpaduueckuM cnocoboM ([louéruas
rpamota, BrnaromapHocts, bnaronapcTBeHHOE MUCHEMO, MO3APABUTENBHOE MHCHMO,
npuriamiesye, Apyrue nojodHsle BUAbI JOKYMEHTOB).

51.OTmerka o0 HCHoAHHTENe, [OATOTOBHBIUEM  JOKYMEHT, HOMep
ero cnyxebHoro TenedoHa meuartaercs wipudToM pasmepamu Ne 11, 12
u pacnonaraercs (Ge3 ab3alHoro oTcTyna) B 1€BOM HHUXKHEM YUy JIHLIEBOH CTOPOHBI
nocieAHero naMcra AokymeHTa. OTMeTka BKJIIOYAeT TOMNHBIE HMs, OT4YECTBO,
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(baMHNIHIO HENOCPEeACTBEHHOTrO MCHOJMHKTENS JOKYMEHTA, HOMEp ero Tenedona,
HarnpuMep:

Mma OtuecTso ®amunus
2658975

B cnyuae HanpaBnenus JOKyMeHTa B apec OpraHoB rocyHapCTBEHHONH BIacTH,
OpraHoB  MECTHOrO  CaMOYNpPAaBI€HHs, CTOPOHHHX OpraHusaluil, OTMeTKa
00 HCIIONHUTENE MOXET MONMONHATBCS YKA3aHMEM JO/KHOCTH MCIONHUTENH,
HAUMEHOBAHHUA  CTPYKTYPHOTrO  MNOApasjeneHus  AIMHHHCTpallid  ropoja,
3JIEKTPOHHOrO aapeca, HanpHMep:

AHHa HukonaesHa MNeTpoea,
HavyanbHUK bnHaHCoOBOrO oTaena
265 89 75, Petrova@chelfin.ru

B cayuae ecnu gokymeHT anpecoBaH 3a npefensl ropoma YenabuHcka,
YKa3bIBa€TCs MOJIHBIH TefleOHHBIH HOMEp HCIONHUTENS AOKYMEHTA, BIITIOYAIOLIHIL
KOJI ropofia, HanpUMep:

Nma OtuectBo Qamunust
8 (351) 265 89 75

B cayyae nmoAroToBKH OTBETOB Ha oOpalleHHs IpPacaaH H OpraHu3auuit
B pamkax @efepansHoro 3akoHa ot 02.052009 Ne 59-®3 «O nopsake
paccMoTpeHuii  ofpawennit rpaxcgan  Poccuiickoii  (enepauum»  OTMeTKa
o0 ucrionHuTeNe JOMKHA BKIIOYATH TONHBEIE (AMMIMIO, HMS M OTYECTBO
UCTIOJIHHUTENIS IOKYMEHTA H ero HoMep TenedoHa.

52. Oco6biM cnoco6om BBEIEHHS TOKyMEHTa B AeiiCTBHE, CAHKLIMOHHPYIOLLHM
pacnpocTpaHEHHE €ro Ha oOnpeleNieHHbl KpYr OpraHMsaluil, noapaszeneHuii,
AO/DKHOCTHBIX JIML, ABNAETCS YTBep)KIEHHE AOKyMeHTa. JOKYMEHT, MOANexaLiuit
YTBEPXKIEHHIO, NpHOOpeTaeT IOPUAMYECKYI0 CHJIY TONBKO C  MOMEHTa
€ro yTBep)KIeHHA.

JIOKyMeHT yTBep)KAaeTcs CHELHanbHO M3JaBaeMbIM MPaBOBEIM  aKTOM
(mocTaHOBNEHME, pacnoOpsbKeHHe, NPHKAa3) WIM JOMKHOCTHBIM JIHLIOM MECTHOrO
caMoyrnpapieHus AAMHMHHCTpaUuMM ropoja (mafee — [JOMDKHOCTHOE JIHLO
AAOMMHUCTpALMH TOpPOZa) B MNOpsAKe, YCTAHOBIEHHOM IYHKTOM 66 Hacroseit
HNuctpykuun. Oba cnocoba yTBepikAeHHs HMEIOT OAHHAKOBYIO IOPUAHYECKYIO CHITY.

53.Ileuate sBiseTcs crnocoOOM TMOATBEPIKAEHHS NOLIUHHOCTH MNOANHCH
AOMKHOCTHOrO JHLA Ha JoKymeHte. Ileyate cTaBHTCS Ha JNOKyMeHTaxX B Clyyasx,
NPeayCMOTPEHHBIX 3aKoHoaaTenscTBOM Poccuiickoli ®epepaunn, Yenabuuckoli
00n1acTH, MyHULMNANBHBIMH NPABOBLIMH aKTaMu ropozaa YensbuHcka.

B AAMHHHCTpalMM ropoaa NpHMeEHAIOTCS repOOBblE M TPOCTbIE NEYATH,
HauMEHOBAaHHA M BHABI KOTOPBIX YTBEPXKAAIOTCS NMPAaBOBBIM aKTOM AAMUHUCTPALHK
ropoza.
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I'epGoBoii meuatsic «lMaea ropofa YenabuHcka» 3aBepseTcs NOATHCEH
I"'naBw1 ropona Ha NpeaCTaBUTELCKHUX AOKYMECHTAaX, XojaraiicTBax
Y NpeJCTaBICHUAX 0 HAarpaXAeHnu opaeHamu U Meaanamu Pocculickoii ®epepauuy,
APYTHX HOJJ,OGHLIX ACKYMCHTaXx,

I'epboBoii neuarsio «AQMUHUCTPaUKA ropoaa YensbuHcka» 3asepsercs
IIOOIIHUCH I'naBel ropoga, a B €ro OTCYTCTBHE — JHIA, HCHOJHAIOLICTO €ro
OﬁﬂBaHHOCTH, Ha HOKYMEHTaX, CBA3ZAHHLIX C (bHHaHCOBBIMH H MaTepHalbHBIMH
CpeacTBaMM, AO0rcBOpax, FapaHTHﬁHBIX NMHCbMAaxX H IUIATEMHBIX TIOPYUEHHSX,
LOTaTHbIX  pacCITHCaHHAX arrapara A,HMHHHCTP&L[HH ropona, CTPYKTYPHBIX
nonpaaneneﬂuifl AI[MPIHHCTpa].IHH ropoia, B OTIACJBHBIX ChayHasX — MNOHANKUCH
3amectuteneii I naBbl ropoaa B COOTBECTCTBHH C UX ITOJHOMOYHAMH H MMOAITHMCE NHLA,
YIOOJIHOMOYEHHOI'O Ha BEOJCHHE TPYAOBBIX KHHKEK.

Ha nokymeHTax mno JM4YHOMY cOCTaBy InpocTaBisercs repbosas nedarthb
¢ HaOMKUCBI0 «AGMWHUCTPaUMA ropoda. YnpaeneHne MyHULMNanbHoON cnyxobl
N Kagpos».

JloKyMeHTB! I NpOCTABIEHHUS OTTUCKOB repOOBRIX neyareld NpeAcTaBiIsoTCs
yNONHOMOYEHHbIM Ha TO JuuaM pabGorHukamu pedepentyp I[nasel ropoaa,
3aMecTHTeNeil [ naBel ropoga, CTPYKTYPHBIX no,upasz[eneﬂnﬁ AI[MHHHCTPEII.[PIH
ropopa.

He JOomnycCKaeTca nepenavya JAOKYMEHTOB [ONA MNpOCTaBICHHUA OTTHCKOB
repboBeIX nevarell paboTHUKAM CTOPOHHHX OpraHu3alui.

Ha pacCellaCMBIX KOIMHAX TPAaBOBEIX aKTOB I'naBe1 ropoaa, AﬂMHHHCTpaHHH
ropona, HAONHKHOCTHBIX JIHMI] A,H,MHHHCTPEII.[HH ropoaa InpocTaBiACTCA IIE€YaTh
c Haanucel0  «AgMUHMCTpauma  ropoga  YenmbuHcka.  Ynpasnenue
OpraHn3auUMoOHHOA W KOHTponbHOW  pabotbl. OTgen  perucTpauuu
AOKYMEHTOBY.

IMeuatsio «AgMUHUCTpaLmnA ropoga YenabuHcka. YnpasneHue genamm»
3aBepAeTcs MOANKCh HayallbEHKa YIpaBleHus AelaMM Ha JOKyMeHTax, TpeOylowmmx
3aBCPCHHUA NTOANKMCH HadallbHHKa anaBneHuﬁ AdCIaMH.

INeyaTtpl0 «AQMHHHCTpalus ropoaa Yemabuucka. Ynpasiaenue 1o pabore
¢ oOpalleHHsAMH TpaXkIaH M OpraHM3auuil» 3aBepsAloTCs KOMHUH JOKYMEHTOB
no pabore ¢ oOpalleHUAMH IpaxkiaH K ciykeOGHble JOKYMEHTBI, IPOXOAAILHE Yepes
VnpaeneHne no paGore ¢ obpaweHuamu. I[loanuce HavaibHMKa YIIpaBleHHS
no pabore c oOpalleHHUSIMH CTaBUTCS Ha HAOKYMEHTaX, TPeOyIoLMX 3aBepeHHs
NOAMMCH HayalbHUKa YpaBieHus no pabote ¢ obpallleHHsAMH.

OTTHCK ne4daTH NpoCTaBIAETCA Ha CBOﬁOﬂHOM OT TEKCTa MECTE OJOKYMCHTA
U MOXKET 3axpaTheIBaTh 4YacTk HaAUMEHOBAaHHA JHOJXKHCOCTH JIHMLE, NOAINHCaBILCro
JIOKYMEHT, U He 3aXBaThIBaTh COOCTBEHHOPYUHOM MOAMKCH, HANPUMED:

naea ropoaa “YensabuHc . O. Pamnnus
nognuchb pacwndposka
nognucu
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H3roTopieHue rnevareii MPOM3BOAMTCA IO YKa3aHUIO 3aMecTHTens [ nasbl
ropofa, pyKOBOAMTeNs ammapara AAMUHHCTpauyMu ropona. O6pasupl nevartei
Y IITAMIIOB COIJIACOBBIBAIOTCS C HAYANbHHUKOM Y paBieHHs JeNaMHu.

Jna npocTaBiieHHMss OTMETOK O TOJNy4YeHHH, PerucTpalui, MPOXOXKIOCHHH
Y HCIIOJHEHHH NOKYMEHTOB, APYTHX OTMETOK CIIPaBOYHOrO XapaKkTepa NpUMEHSIOTCs
COOTBETCTBYIOLIME MAacCTUYHbIE (PE3UHOBEIE) LITAMIIBL.

IleyaTH W 1UTAMIBl, HCHOJNB3YeMblE CTPYKTYPHBIMH [OAPa3deAcHUAMH
annapata AJIMUHUCTpallMd TOpoja, YHYHTBIBAIOTCS YINpaBleHHEM AeNlaMH, XpPaHATCs
B ceiihax MM MeTalHYecKHX wiKadax (SLHKax) COOTBETCTBYIOIUMX CTPYKTYDPHBIX
noppaszeneHuit. B ciyuae yrepy nevarell M UWITAMIIOB HE3aMEUIMTENBHO CTABUTCH B
H3BECTHOCTh HaualbHUK YTpaBlIeHUA JejlaMu.

54. TIpu 3aBepeHHH COOTBETCTBUS KOMHH JNOKYMEHTa MOMIMHHHKY uepes 2-3
MEXCTPOYHBIX HHTepBana HHxe pekBusuta «[loanmuce» odOpPMIAETCS PEKBU3HT
«OTMeTKa O 3aBepeHHH KOMUH», BIJIIOHAIOLIMH YKa3aHHE O MECTE HaXOKIAEHH
NOAJHHHMKA JOKYMEHTa, cJIoBO BepHo (0e3 kaBbluek), HaMMEHOBaHHE NOMKHOCTH
7M1, 3aBEPUBIIErO KOMHIO, JTMUHYIO MOJIMKHCh, paciiidpOBKY NOANHCH (MHHLIHANE,
daMunua), naTy 3aBepeHHus, nedars (NpH NPENOCTABIEHHM KOMHH HJIM BBIITHCKY
M3 I0OKYMEHTA B CTOPOHHIOIO OpraHu3aluio), HallpHMEp:

MogNNHHNK AOKYMEHTa HaxoguTcs B Aene
(HavmeHoBaHWe nogpasgeneHun) Ne 3a r

BepHo
HauanbHuk Ynpasnekus no pabote c obpalleHnamn
. O. damnnun

noAnMchH
HaTa neyathb

AIMUHHCTpALUA ropoAa, €e CTPYKTYpPHbIEe NojpasiieNieHHs MOTyT BbIIaBaTh
TONBKO KOMHH  JOKYMEHTOB, CO3[aBaeMbIX B  [pPOLECCE  AEATENbHOCTH
AnmuHHCTpauuu ropona, Inaset ropona. Komuwm nokymeHnToB ohopMstoTes
paboTHHKOM AJMHHUCTpPAaUMH rOpoAa, OTBEYAOUIUM B  COOTBETCTBYIOLIEM
CTPYKTYpPHOM NoApazaeneHud AZMHHHCTPALKMK ropoja 3a JeNonpoH3BOACTRBO.

55. YkazaHue [0 MCIIOJHEHHMIO JOKYMEHTa Jaerci B (POpMe pe3ONIOLHH.
Pezonmolysi — HAaANHWCh HA JOKyYMeHTE O [PHHATOM pelleHHH, ClefaHHas
JNOMKHOCTHBIM JIHLIOM. Haamucs pacrnonararoT B IpaBOM BEPXHEM YTrily NOKYMEHTa,
HIKe pekBu3nTa «Anpecar». Jomyckaerca odopMiieHHe Pe30MiOLUH OTAENBHO
Ha cieuainpHoM GnaHke ¢opmara A6. bnank  pe3oNOLHM  CKperuiseTcs
C JOKYMEHTOM.



19

YKazaHus IO MCMOJHEHHIO NOKYMEHTA BKIIOYAIOT: (aMHIHI0, HHMIMAIEL
HCIIONHATENS (MCTIOJIHKTeN i), copepiaHie NopyyYeHus, CPOK UCTIONHEHHUS, TOAMUCE
IOJKHOCTHOTO JIHLA, AATY, HalpHMep:

MeTpoBy H. A.,

WeaHoeoii B. M.

Mpoly NoArOTOBUTL NPOEKT pacrnopsXeHuA
k 05.08.2019

RoANUCH
HaTta

[Ipy Hanuuuy B pe3OMOUMH HECKOJNBKMX MCIONHMUTENEH yKasslBaercs
OTBETCTBEHHBIH HCNONHHUTEND (KAK MPaBHIIO, 3TO JIHLO, HAa3BaHHOE B PE30JIOLHH
nepssiM). EMy npefocTaBiseTcs NpaBo CO3bIBA HCIONHHTENEH W KOOPAMHALMH UX
paboTel. OGs3arensHo pacuIH(poBBIBAETCA (PAMHIHA PYKOBOIMTENS, IAIOLIEro
nopy4eHHe (€ClH He UCIONB3YeTCA HMEHHOM) OJTaHK).

KpoMe pykosoauTens, AaBLIEro MOpy4YeHHe IO MCIIOIHEHHIO ROKYMEHTa,
Pe30MIOLMH MMEIOT NpaBO MOAMHCHIBATE OT CBOEr0 MMEHH 3aMEeCTHMTENH INaHHBIX
pyKoBOAMTENEH MIIM OOMKHOCTHBIE JIMLA, OQULIHANBHO HMX 3aMeuiaiowme. B 3tom
ciy4ae B pekBusuTe «lloanuce» ykasslBaeTcs AOMKHOCTG W (pamuius nuua,
¢haKTHYECKH MOAMHCABILETO PE30IIOLHUIO.

Ecni  JOKyMEHT HampaBiseTcsi Ha MCIONHEHHE B I[I0ABEAOMCTBEHHYIO
OpraHu3alMIo, CTPYKTYPHOE NOApa3je/ieHue AIMUHUCTPALUH FOPoAa, B PE30IIOLMH
00s13aTeNIbHO YKa3bIBACTCS HAUMEHOBaHYUE OPTaHH3aLHH, TOApa3eeHH .

56. Ha noxymeHTax, NOCTaBIEHHBIX Ha KOHTPOJb, MPOCTABJISETCS PEKBH3UT
«OtmMeTka o KoHTposie». OTMETka NpOCTABNAETCS INTAMIIOM MIH  CJIOBOM
«KOHTpONb» B mpaBoM yriy BepXHero Mojis AOKyMeHTa. J{ns HarmsgHOCTH 3TOT
PEKBH3HT MOXET OBITh BHIZEIICH LIBETOM.

57.0trMeTka 00 HCHONHEHHM NOKyMEHTa H HanpaBieHHH €ero B JENO
BKJIIOYAET: KpaTKylo HH(popMaLHio 00 UCIIONHEHUH AOKyMEHTa, CCBUIKY Ha HaTy U
PETrHCTPAllMOHHBI HOMEp NAOKYMEHTa, MOATBEPKIAIOILEro ero MCHOJHEHHE, CJI0Ba
«B peno», noamuce HMCMONHHTENA WAM  PYKOBOAMTENS  CTPYKTYPHOTO
nojpasaeneHus AIMHHUCTpaLMU ropoja 1 Aaty, Hanpumep:

OTnpaeneHo NUCbLMO

oT Ne
B geno
. O. Pamunusa
noanUCL
Hata

OrmeTrka 00 MCIONHEHHH INPOCTABIASTCA B JIEBOM YIIYy HIDKHErO MOJs
HDOKYMEHTa, HI)Ke OTMeTKH 00 HCronHuTene A0KyMeHTa.
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58.TIpu MOATOTOBKE INOKYMEHTOB C NpPUMEHEHHWEM MAaIHHHBIX HOCHTEJEH
IU1sl UX aBTOMaTH4eCKOTo MoMcKa Ha JOKYMEHTe JONMycKaeTcs clielHalibHas OTMEeTKa
(KONOHTHTYN) — HASHTH(UKATOP JNEKTPOHHOM KOMMHM [OKYMEHTa, KOTOpBIH
IPOCTABNAETCA B JIEBOM YTy HHXKHEro Mo JOKYMEHTA U COREPIKHUT HaHMEHOBAHHE
daiina, naty, Apyrue NOUCKOBEIE JaHHBIE.

59.0TMeTka © MOCTYIJIEHWM HNOKYMeHTa Cily)keOHOll KoppecnoHAEHUHH
B AAMMHHCTPALMIO ropoja MpOCTaBiseTcs B BHIAE LITaMIA, COAEPXHKALLEro IatTy
IOCTYIUIEHHS OOKyMeHTa, U HoMepa TeledoHa pabOTHHMKA, NPUHSABLIEro JaHHbI#H
nokyment (Ypasnenus 1o pabote ¢ o6pallileHUsAMH ).

60. ITpy mocTymJIeHHH JOKYMEHTOB, COAEPMKALIMX HH(POPMALIHIO, OTHOCHMYIO
K KOHQMAEeHUHANbHOM HHpOpMALUM, B NpaBOM BEPXHEM YIJy MEPBOH CTpaHHLBI
NOKYMEHTa, Ha O0JIOXKKE MK THTYNHHOM JIHCTE H3JaHuA Nub0 Ha NepBoi cTpaHuile
CONpOBOAWTENBHOrO MHCbMa K TakMM  JOKYMEHTaM  JIENaeTcs  OTMeTKa
«[Ana cnyxebHOro nonb3oBaHWA», KoTopas MOXET IOMOJHATHCH YKasaHHeM
HOMepa 3K3eMIULIpa JOKyMEHTa.

IV. TpeGoBaHHs K IOATOTOBKE H OQOPMIIEHHIO JOKYMEHTOB
[ToaroToBka U o)opMiIeHHE IPAaBOBBIX AKTOB

61.B AaMuHHCTpauMH TropoJa B COOTBETCTBHH € YCTaBOoM ropoja
Yens6uucka, IloMokeHHEM O MpPaBOBBIX aKTaX, NPHHUMAeMBIX (M31aBAaEMBIX)
B AZJMHHHCTpauuH ropona YenaGuHcka, MPHHUMAIOTCS (M30AI0TCA) NPABOBbIE aKThI
B (hOpMe NOCTaHOBINEHHKH, PACTIOPAIKEHHH, IPUKA30B.

62. OTBETCTBEHHOCTh 3a ofecreyeHre KayecTBa MOATOTOBKH H O(QOpMIIEHHs!
NPOEKTOB MpaBoBbIX akToB ['NMaBel ropoaa, AIMHHUCTPALMH ropoja, AOMKHOCTHBIX
nun AZMMHMCTpaluM ropoja (namee — TMpaBOBbie aKTh) B COOTBETCTBHH
C YCTaHOBJIEHHBIMH TpebGOBaHUAMH, HX COrNIacoBaHHE (BM3MpOBaHKE)
¢ NOJKHOCTHBIMH JIMIAMH M OpraHM3alHfAMM BO37naraeTtcs Ha pyKOBOAWTENeEH
CTPYKTYpPHBIX RoOJpa3fefeHHH AJMHHHCTpallMd TOPOAa,  OCYIIECTBIMOIIUX
MOJArOTOBKY IIPOEKTOB MPaBOBEIX aKTOB.

63. [IpapoBrle axkThl oQopMIAIOTCS Ha OlaHKaX ycTaHOBIEeHHoro obpasua
dbopmata A4 (210x297 MM), H3TOTaBNMBAIOTCA C LIBETHBIM H300paxceHneM repba
ropoaa YensGuncka. MaxeTbl 6laHKOB XpaHATCA B YIIpaBIeHUH AejlaMHu.

64. Texct mnpaBoBoro akra HabupaeTcas B  TEeKCTOBOM  pelaKTope
¢ ucrnonp3osaHueM wpHdTa ¢ 3aceukamu: XO Thames, PT Astra Serif, Times New
Roman (M7IM MHOM MeTpUYeCKH COBMECTHMBIH MPHGT [0 MHCHMEHHOMY
COIJIACOBaHMIO C YNpaBleHHEM OpPraHW3alMOHHOH ¥ KOHTPONbHOH paboTsl)
pasmepamu 12, 13, 14 yepes 1-1,5 MeXCTPOUHBIX HHTEPBATIA.

He momyckaeTtcs BblieNeHHe OTAeNbHBIX YacTel TeKCTa yTeM MCMOJb30BaHus
JpYroro BUja WM pa3Mepa IIpHdyTa, NoA4epKUBaHHsl, Habopa KypcHBOM, mpudTOM
Apyroi HACHILLEHHOCTH, HHBIMH CTOoco0amH.

65.TIpy  odopMieHHH TNpaBOBBIX AaKTOB cobmojatoTcs  cleayloluye
TpeGoBaHus:

1) TexcT u3naraerTcs MpocThbIM, OBILENOCTYTHEIM A3bIKOM;
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2) KakABIH MyHKT WM NOAINYHKT PAaCIOPAANTENBHOMN 4acTH COACPHMT TOJNBKO
OJIHO 3agaHue (IIopyueHHe) C OAHHM KOHKPETHEIM cpokoM HcenonHeHus. Kosnnuecrso
MCIIONHUTENEH 110 KAKIOMY MYHKTY (NOAIMYHKTY) HE OTPaHHYNBAETCS;

3) He JONycKaeTcs MCIONB30BAaHME COKPAUIEHHBIX, HEOQHLUANBHBIX
HauMmeHoBaHuii Poccuiickoii (Pefiepanyii, OpPraHOB TOCYHAapPCTBEHHOH BIACTH,
OpraHOB MECTHOrO CaMOYMpAaBJIEHHs, OPraHu3aLMii, NpeAnpHATUHH, HanpuMep: Po,
yrg, NerP Po, My4oHd, 000, OAO, MYT, TKB;

4) He ynoTpebamIOTCA COKpalleHHble BAPHaHTBI CNOB M 0003HaYeHHe CIIOB
CHUMBOJIaMH; TIOJIHOCTBIO B COOTBETCTBYIOIUMX YHCHaX Y Hajaekax MUIIYTCA CJIOBa:
4acTb, pasfen, rmasa, CTaTbs, NYHKT, NOANYHKT, absal;

5) He ynoTpeGsIOTCA COKpaleHHble HAHMEHOBAHHUs JOKHOCTEH, HanpuMep:
reH. QUpeKkTop, 3aMm., 3aB., HaJ., U. 0]

6) He ponyckaercs oOO3HaueéHHWe B TEKCTe ONHOrO IOHATHA Pa3HBIMH
TepMHHAMHK, €CIIH 3TO CMEHWalbHO He OroBapHBaeTCd, HanpHUMep: MonoxeHne
06 YnpasneHnn opraHu3alMOHHON U KOHTPOMNLHON paboThl AAMUHUCTPaLMN
ropoga YensibuHcka (panee — MonoxeHue),

7) B NpennycaluiX CTPYKTYPHBEIM MOApasAeneHUusM ANMHHICTPallHY ropoja,
OpraHW3aLHAM, YUPEXNIEHHAM HX HAMMEHOBaHHS IMHILIYTCA NMOJHOCTEIO B NaTEIBHOM
najexe, a B CKOOKaxX ykasblBaeTcs (GaMHIIMA U HHHLMANB PyKOBOAUTES (MHHLHATBI
cTapsTcs nocie GpaMHINK) B HMEHHTENBHOM Najexe, HanpuMep:

«3. KomuteTy no penam ofpasosaHua ropoga Yensburcka
(MeTpoea H. A.) (TekcT npeanvucaHna)y,

8) eclM B NpPEANHMCAHMM YKA3bIBA€TCs KOHKPETHBIH HCIONHHUTENb, TO MYHKT
MpaBOBOrc aKrTa JOIDKEH HauyMHAThCd C YKasaHus AO/KHOCTH, (hamuauu
¥ MHHLMAIOB PYKOBOIMTENS (MHHLHMANBI CTABATCA MOCHe (aMHIMH) B JaTENbHOM
nagesxe 6e3 ckobok, HanpHMep:

«2. HayanbHuky Ynpaenenus 3apaBooXpaHeHus ApMUHUCTpaLnK
ropoaa YenatuHcka CmupHosy W. U. (Tekct npeanucaHna)»,

9) He MOMycKaeTCs NpH HamucaHWd (aMuinH M HHUWLMANOB OTpbIBATE
MHMUMATE OT (haMHiIMH, 3Haka Ne OT mocnefyolled ungpbl, SAWHUL H3MEPEHHS
OT UX 3HaueHuil, abbpeBHaTyp, pasMellias HX Ha pasHbIX CTPOKaX;

10) He ynoTpeGnAIOTCA TaKHe COKpAlleHHBIE CIOBOCOYETaHHs, Kak: B T. Y.,
T.4.,48p.,T.0,C T, T.T,;

11) momyckaeTcsi HCNONB30BAHKE TONBKO OOLISTIPHHSATEIX HIH o(hULHATBHO
YCTAaHOBJIEHHBIX COKpalleHuH, TaKMX Kak: ra, TbiC., MNH, MJIPA, KB. M (nocne
Lmcbp), obn.;

12) nipH 3aKJIIOYMEHHH TeKCTa B KaBBIYKM HEOOXOAUMO HCMONL30BATE KaBLIKH
«EN0UKHY, APH NepevucieHu: 1ByX M Gomee nudp co 3HAKOM «Ne» naHHbI 3HaK
yrotpeGnserca eauHoxasl, Hanpumep: Ne 2, 3, 5;

13) B 3aronoBKax ¥ MOJ3arojioBKax TOUKH HE CTABSTCS;

14) cnepyerT NpaBWNIbHO YKa3sbiBaTh 3HAKU Jeduc H THpe. Hedbuc - 3ro
CoeMHUTENbHBIR 3HAK, KOTOPBIH HEIMT YacTH COCTABHBIX CJIOB, HCMOMB3YETCA N4
npUcoeMHEeHHs NPUCTABOK, YaCTHL], HAaMPHUMeEp: 3anagHo-cubupckuin, Bo-NEPBLIX,
kak-HubyaL. Heduc NUILETCS CAHTHO CO CNOBaMH (He OTAENAETCSA npobenamu).
Tupe — 3TO 3HaK MpeNUHAHMS B COOTBETCTBHH C MpaBWIaMH pPYCCKOTO A3bIKA.
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B cmyuasx, xoraa THpe OTHOCHTCS K 3HAaKY NpENMUHAHUA, TO UCTIONB3YETCs JTHHHOE
THPE, KOTOPOE OTAENIETCA OT CJIOB npobenamu, HanpuMep: ropog YenabuHck —
MyHUUmMnanbHoe obpasosaHue. KopoTkoe Tupe CTaBHTCS MexAy dHCIaMH,
Hanpumep: 1-5. B naHHOM ciyyae KOpOTKOe THpe He OTAeNseTcs npobenamu.

15) meHexHyI0 CyMMY CnieflyeT NPONKCHIBATE UH(pPaMK B py6IsX ¢ yKazaHHeM
xorneek W B ckoOkax mnpomuceio, Hampumep: 42 800,00 (Copox aBe ThICAYHM
BoceMbcoT) pybiieii 00 Komeexk.

Ilpu ucmonb30BaHMU IOHATHH, TEPMHHOB, COKpAlLEHHMi, 0GO3HAaueHHMIl Aar,
HaHMEHOBAaHHH opraHu3auuii Heo6XoaUMO cobioJaTs HOPMEI M TIPaBHAa PYCCKOro
s13blKa, TPeOOBaHMS MNENONpPOM3BOACTBA, eAuHOOOpasve o(OpMIIEHHS B Tpenenax
OJIHOT'O JOKYMEHTA.

66. HaumeHoBaHHe (3aroNOBOK) K TeKCTY IIpaBOBOTO aKTa MeyaTaercs
OT IPaHHIIb! JIEBOTO MOJA JOKyMeHTa 6e3 ab3allHOro OTCTymna ¢ [pOMHCHOH GYKBEI,
Ges kaebiuexk. HanmeHoBaHue (3aroNoBOK) HOMKHO GBITh NpeAeNbHO KpPAaTKHM
U OTpa)kaTh COlepiKaHHe JOKYMEHTa. Touka B KOHIIE 3arojIOBKa He CTaBHUTCH.

TexcT orpenseTrcs OT 3arcjoBka 2-3 MEXCTPOYHBIMH  MHTEpBaJIaMH,
MeyaTaeTcs OT JIEBOH IpaHMLBEl M BHIPABHHBAETCS IO JIEBOH M MpaBoif rpaHHLaM
TEKCTOBOrO MoJis (BbIPABHMBAHHE TNO IMpuHe Tekcra). [lepsas cTpoka ab3aua
HAYMHAETCs C KPacHOH CTPOKH Ha pacCTosHMH 1,25 cM OT JeBOil rpaHullbl
TEKCTOBOTO 10141,

67. TekcToBas YacThb MPABOBOTO aKTa, KaK MPaBUNIO, MOApPa3fieNnseTcs
Ha KOHCTaTHpYIOLYw  4acTe  (npeamOyny) M [MOCTAHOBISIOLIYIO  YacTb
(874 NOCTAaHOBNEHKH) MNH  paCHOPANMTENBHYI0 4YacTh (O pacropsKeHHi),
33 HCKJIIOYEHHEM MPOEKTOB NPAaBOBBIX aKTOB, 3aTPArkBalOIIMX BOMPOCH TPYIOBBIX
OoTHOINeHHH (kagpoBoe obecneueHue), KOTOpble OQOPMIAIOTCS B COOTBETCTBHU
¢ yHu(uuupoBaHHoii Gopmoii Ne T-9, yTeepikag&nHoii noctaHoBneHueM ['ockoMcTaTa
Poccuu o1 05.01.2004 Ne 1.

KoHcTratupyloas 4yacTe NpaBOBOrO aKTa, KaK MpaBHIIo, HAYHHAETCSA CI0BaMH
«B uensax...», «B cBsA3n c...», «B cooTBeTcTBUM C...», «BO UCNOMHEHME... ».
B Hel KpaTKo M3NaraloTcs LENH M 3afadd NpellTHChIBaeMbIX AeACTBHIt, haKThl WK
COORITHS, MOCTYKHBLIINE HPUUUHON H3OaHHA JOKYMEHTA.

Ecaun ocHoBaHHEM K M3JaHHIO SBISETCS MPABOBOIf aKT, TO B KOHCTATHDPYIOIIEH
YacTH YKasbIBaeTCs €ro oQuuHanibHOe 0003HaudeHHe: BUL AOKYMEHTA, NPHHsBIUHI
OpraH, Jara, perMcTpallMOHHBIH HOMep, HaHMEHOBaHHE MNpPaBOBOro aKta. Eciu
NpOeKT TOArOTAB/IUBAETCS B JONOJHEHHWE MM H3MEHEHHe paHee H3HAHHOro,
TO B KOHCTATUPYIOLUEH YacTH YKa3blBalOTCA BHJ HOKYMEHTa, TNpPHUHSBIIHH Opras,
naTa, perHCTpalyOHHBIH HOMEp, HaHMEHOBaHUE MOMONHAEMOr0 KWIH H3MEHAEMOro
nokymenTta. KoHCTaTHpYOLLasi YacTh MOXKET OTCYTCTBOBaTh, €C/IH NpPEANUCHIBAEMbIE
JNeHCTBUSA He HYXAAlOTCA B pa3sbACHEHHH (paclopsiKeHue, npukas).

KoHxcratupylowmas 4acThb NIOCTaHOBIIEHHS 3aBepluaercs CJIOBOM
[TOCTAHOBJDIIO, npukaza -~ TTPUKA3BIBAIO, mnocne KOTOPBIX CTaBHMTCH
ABOETOYME. DTH CJIOBA pacnoliaraloTes Ha OTAEAbHOM CTPOKE [0 LEHTPY TEKCTOBOTO
Nojs AOKYMEHTa H NevaTaloTcs ponucHeIMU OykBamu 6e3 kaBbeiueKk. Co clenyloueii
CTPOKK 0(QOPMIsETCS NOCTRHOBISAIOLIAsA YacTh NIPABOBOrO aKTa.
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B pacnopsixenyn cioso PACIIOPSDKAIOCH otcyrerByeT. Koncrarupyromas
yacTh MpPABOBOro akra (NpH €€ HaluyM{) 3aKaHYMBACTCA JBOCTOYMEM.
Co cnenyrolueii ctpoki odopMIIsSeTcs pacnopsAnTeNbHas JacThb PaBOBOro akTa.

B nocraHoBnsitolled naM00 pacnopsoMTESbHOM YacTH IPaBOBOTO  aKTa
npeAnucanus oQOPMISIOTC B BHIE NMYHKTOB, HyMepyeMBIX apabckuMH nudpamu
¢ Toukoit. [TyHKTBI 3aronoBkoB He umeioT. Crenylolee 3a UUpPOA ¢ TOUKOH CNIOBO
nuuercs nocne npobena c NponucHOH OyKBb, B KOHILE NYHKTa CTABHTCA TOUKA.

[IyHKTBl, KOTOpBIE NPEAMNONAraloT YIpaBjeHYecKHe NEHCTBUA W HMMEIoT
pacrnopsAMTEeNbHbI XapaKTep, HAa4MHAIOTCA C rjarojia B HeonpenaeneHHo# ¢GopMme,
HanpHMep: «co3fartb, 06a3aTb, yTBEPAUTD, HA3HAYNTL, PEKOMEHA0BATLY.

68.  TlyHKTBEI MOryT MOAPa3EAsTHCS Ha NOANYHKTbI, KOTOPhIE HYMEPYIOTCS
apabckumy Uudpamu ¢ Kpyraod ckobkod Ge3 TOUYKH, HampuMep: 1), 2), 3).
Cnenyiowee 3a wudpoit ¢ Kpyrnod ckoOkoH CNOBO THIIETCH MOcne npobesa
CO CTPOUHOH GYKBEI, B KOHLE MOATYHKTa CTaBUTCA TOKA C 3alATOH.

ITyHKTBI M MOANYHKTHl MPaBOBOTO aKTa MOTYT NOAPAa3feNsiTsCs Ha a63aLel.
AG3ans He 0603HauaOTCA UM(pPaMH, HO MX HyMmepauus nogpasymesaercs. OTcuer
BefeTcs OT ab3aua, HauMHarowWerocs ¢ mUGpsl, o6o3HavaroLiel MyHKT, MOAMYHKT.
AG3al] MOXET BKIIOUATh B cebs 3HaK «KOpoTKoe (cpelHee) THpe» Ails 0G03HAUEHHS
MapKHpPOBaHHOTO CIIHCKa, ClieAyioliee 3a HHM CIOBO MHIUETCH [1oChe npobena
co cTpoyHOif GyKBBI, B KOHLIE CTABHTCS TOYKAa C 3aNATOH. [To BceMy TeKCTy
JOKYMEHTa JOJKHBI HCIIOJIB30BAThCA €AMHO0OpasHble 3HAKH THPE.

Kacasiii NMyHKT, TOAMYHKT, a03all HAauyMHAIOTCH C  KpacHoi CTPOKH
Ha paccTOsHKM 1,25 ¢M OT JIeBOi MPaHHULEl TEKCTOBOTO MO,

B npaBoBBIX aKTax MyHKTHI AOMKHbI HMETH CKBO3HYIO HYMEpalMiO Mo BCEMy
TEKCTY MPaBOBOIO AKTa.

B 3HauMTeNbHBIX NO OOBEMY NPaBOBBIX aKTax H YTBEPKAAEMBIX HMH
JOKyMeHTaxX (TONOXeHHe, WHCTPYKLHs, NpaBuia ¥ Apyrue AOKYMEHTBI) ITyHKTBI,
Gnu3KHe MO COAEPKAHHIO, MOTYT OOBEIMHATECA B IJABBI, KOTOpBIE HYMEPYHOTCH
apabckuMH UMGPaMH ¢ TOYKOH H HMEIOT HaMMEHOBaHMHE. B HeoOxomuMBIX cilydasx
rnaBbl MOIyT O6BEIHHATECS B pa3fleNbl, KOTOpble HYMEDYIOTCS PHMCKHMH nudpamMu
C TOYKOH M HMMeEIOT HaUMEHOBaHHe, pasfeNbl — B YacTH, KOTOPBIE HYMEpPYIOTCA
apabckumu  uudpaMH € TOYKOH W MMEIOT HauMEHOBaHME. HaumeHoBanue
(3aroNoBOK) YacTH, pasjena, IMaBbl MUIUETCS C NPOMHCHOH Oyksbl. Touka B KOHLE
3aroJIoBKa He CTaBUTCs, HAaMpUMep:

UacTtb 1. MNopsagok npoeBeaeHns KoHKypca

Paspen |. Obuwue nonoxeHuns

Mnaea 2. Mopazok ochopMNeHNa AOKYMEHTOB Ha y4acTue B KOHKYpCe
1.
2.
1 _
2y

.
—

—
——
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69. Ilpu ccbiike B TeKCTe MOCTaHOBAEHUS AMOO pacnopskeHHs Ha NPaBOBbIE
aKTBbl YKa3bIBAIOTCA WX OhMUHAIbHBIE 0G03HAYEHUA: BHA AOKYMEHTA, MPHUHABILHK
OpraH, AaTa, PErHCTPaLKOHHbBIA HOMep, HaMEHOBaHKe npaBoBoro akTa. [1pu cceinke
B TEKCTE Ha HECKOJBbKO TMpPaBOBbIX AaKTOB MX PEKBU3WTBI yKa3blBalOTCA
B HEepapXHYeCKOM MOpPSAKE U B XPOHONOrMYECKOi nocne10BaTeNbHOCTH.

TTpu ccbulKe B TeKCTe NMpPaBOBOIO aKTa Ha 3aKOH YKa3bIBAaeTCA AaTa €ro
obHLMaNbHOI PErncTpalit, Hanpumep:

3akoH YensbuHckoin obnactn ot 25 Hoabps 2008 roga Ne 329-30
«Q perycTpe MyHULMNanbHbIX NPaBoBLIX akToB YenaGuHckon obnacTtuy.

Kak npaBuJio, ¢ NpoNUCcHO# OYKBbI MHLIYTCA:

KonctuTtyuusa Poccuiickoi $egepauunn;

Neknapauvs npae 1 ceobop YenosBeka u rpaxaaHuHa;

Tpynosoii kogekc Poccuitckon deaepauuu,

defeparnbHbI KOHCTUTYLUWOHHBIA 3aKOH (HaMMEHOBaHUE),

degepanbHblit 3aKOH (HaUMEHoBaHUE),

denepaTnBHbIN AOTOBOP;

3akoH Poccuitckon depepalmy (HanmeHoBaHve),

Yka3 MpesuaerHTta Poccuiickon PegepaLuv (HanmeHosaHue),

MocnaHwe MpesugeHta Poccuiickon Pefepaunn  PepepancHomy
CobpaHuto Poccwuiickon Pegepauuu,

3akoH YennabuHckoi obnacti (HaumeHoBaHue).

Co cTpoyHoii 6yKBEI MULIYTCA:

cbepeparnbHblie 3aKoHb! (BO MHOXECTBEHHOM YUCTE);

NPOEKT deaepanbHOro KOHCTUTYLIMOHHOIO 3akoHa (HanmeHoBaHwue);
npoekT ¢heaepanbHOro 3akoHa (HauMeHoBaHue);

pacnopsxeHue MpesuaeHta Poccuiickon Pegepauun,
nocraHoeneHue CoseTa Pegepaumnn PepepansHoro CobpaHus;
noctaHoeneHwe MocyaapcreeHHoh Jymbl PegepancHoro CobpaHus;
noctaHosneHue MpasutenbcTea Poccuitckoi Pepepaumu;
pacnopsbkeHue NpaeuTtenbcTaa Poccuiickoin Gefepauny;
nocraHoeneHue MpasutenscTea YenabuHckon obnactu;

peleHne YenabuHckoi ropoackon Oymbl,

pacrnopsixexne AAMWHNCTpaLmm ropoga HenabuHcka.

70. 3aronoBOK K TEKCTy MNPaBOBOrO AaKTa MAOMKEH CONepXKaThb TOYHYIO
(OpMyNHPOBKY TOTO, YTO BHOCHMTCA B TNPaBOBOH aKT: W3MEHEHHE, JOMONHEHHE,
H3MEHEHHS, AOTIONIHEHHA, HanpUMep:

O BHECEHUU N3MEHEHWA(-NiA)
B NocTaHoBNeHne AQMUHUCTpaLnum
ropoga YenabuHcka

oT Ne
(6e3 ykasaHnA HauMeHOBaHWA NPaBOBOro akTa)
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B 3aronoske k npaBoBOMY aKTy Take ClenyeT YKasblBaTh KpaTKyo
MHQOPMALHIO O NpPU3HAHMM YTPaTHUBLIIMM CMIY WIH OTMEHe NpaBoOBOrO AaKTa,
M3]aHHOIO OpraHamMM HAH JOKHOCTHBIMH JNMUAMH MECTHOrO CamoyTIpaBiieHus
ropoga YenabuHcka no BOMPOCaM, OTHECEHHBIM K MOJHOMOYHSM AJMHHUCTpaLHK
ropoja, Hanpumep:

O6 ycraHoBneHWu onekn Hapg,
HecoBepLleHHoNneTHUM MBaHoBEIM A. A.
U NPU3HaHWW YTPaTUBLLUKUM CUny
pacnopsixeHusa rnasbl agMUHUCTPaLUK
Cosetckoro paitoHa ropoga YensbuHcka
oT 10.05.2010 Ne 450

(6e3 ykasaHWa HauMeHOBaHUA NPaBoBOro akTa)

HITH

06 yTBepxgeHun nopsaka NbroTHOro
npoesga u NpU3HaHUN yTpaTUBLLNM
cuny pacnopsxeHns AgMUHUCTpaLWK
ropoaa YensaduHcka

oT 12.01.2018 Ne 11

(6es ykasanns HaumeHOBaHUA NPaBoBOro axkTa)

Kaxnoe usmeHenwe mnomkHO GbiTh O(GOPMNEHO OTAENBHO C yKasaHHEM
KOHKPETHOH CTPYKTYpPHOMH €AMHULBI NPAaBOBOTO aKTa (HAUMEHOBAHMUE, YacTh, pasien,
riaea, NyHKT, MOAMYHKT, ab3all, IPUJ0IKEeHHeE ), KOTOpas H3MEHIETCA.

Ilpn BHECeHUH u3MeHEHNTT B TPaBOBOH aKT BHauale yKa3bIBAETCA CTPYKTYpHas
COAMHHNA, KOTOpas M3MEHAETCs, a Jlajlee — XapaKTep H3MeHeHuil. BHeceHue
H3MEHEHUH creayeT OQOpPMIIATL HAUMHAA C HAMMEHbLIEH CTPYKTYPHOIl eJuHMLE,
HarnpuMep:

1. BHecT B pacnopsikeHue AgMuHUCTPauum ropoga YensGuHcka
oT Ne «HavMeHoBaHue» cneaylowmne NaMeHeHus:

1) noanyHkT 2 nyHKkTa 1 pacnopseHWs M3NOXWUTb B chnegyouwien
pepakuuu:

«2).....;»;

2) absay sTopoii noanyHkTa 1 NyHKTa 2 pacnopsxeHNs UCKNIYUTD:;

3) nyHKT 3 pacnopskeHUs NPUsHaTbL YTPaTUBLUUM CUMY;

4) B ab3aue nepsom NyHKTa 4 pacrnopsKEHUA CNoBa «aaMUHUCTPALWS
painoHa» UCKRKYUTD;

5) B HAUMEHOBAHWW U MO BCEMY TEKCTY pacnopsxeHus uudpbl «2014»
3ameHuUTb Undpammn «2015».




HIIH

1. BHecTu B pacnopsikeHue AaMuHUCTpauum ropopa YenabuHcka
oT Ne «HanmeHoBaHve» nameHeHWe, 3Noxue absauy TpeTun
NOANYHKTa 2 nyHKTa 3 pacnopsikeHus B cNeayiowen peaakuun:

Koo N,

IMpu BHeCEHMH HONMOJIHEHHH B IYHKT, NOAMYHKT, ab3all yKa3blBalOTCs CJOBa,
110¢JI€ KOTOPBIX 3TO JOMONHEHHE JOMKHO HAXOAUTECH, HapUMep:

1. Brectu B pacnopsenne AgmuHucTpauyuu ropoaa “enaburcka
oT Ne «HanmeHoBaHne» crnegyowme n3amMmeHeHns:

1) absay BTOpON nognyHkTa 2 nyHKTa 1 pacnopsikeHusa LOMONHUTH
cnoBamy «.....»,

2) NYHKT 2 pacrnopsXeHws nocne croga «.....» AOMONHUTbL Cnosamu

3) ctpoky 5 B Tabnuue «HaumeHoBaHue Tabnuue» pasgena 4
«HaumeHoBaHWe paszgena» B MPUMNOXEHWN K PacrnopsKEHUIo W3NoXuUTb
B cneayroLwien pegakuuu:

5. | Obwwmin o6bem | 2019 rog — 6900,0 ThiC. pybnen,

uHaHCUPOBaHNA | U3 HUX 38 CYeT:

Mporpammbl — cpencTe BopxeTa ropoga YenabuHcka — 6800,0
TbiC. pybnen;

— BHEBMAXETHbIX NCTOYHNKOB — 100,0 Thic. pybnei

HJIH

BHecT B pacnopsbkeHne AamuHucTpauwn ropoga YensabuHcka
oT Ne «HavmeHoBaHue» U3MEHeHUe, U3NOXWB CTPOKY 1
Tabnuubl «HaumeHoBaHne» B NPUMOKEHUN K PACNOPSXEHNIO B CreayoLen
peaakuun:

1. | Fopog YenabuHck, yn. baxosa,
Aom Ne 5, ksapTupa 13 18,1 6.0 15,5

led BKJIIOUEHHH B TEKCT JAOKYMEHTa HOBBIX IIYHKTOB, MNOANYHKTOB, IIPH
HCKIIOUeHUM H3 TeKCTa IIYHKTOB, MNOIMITYHKTOB HE InonyckaeTcs H3MEHEHHE HX
HyMepaLHH.

HoBpiM myHKTaM, MOAMYHKTaM, KOTOPBIMHM JOIOJIHAETCA paHee NPHUHATLIH
(M3MaHHEIM) NpPaBOBOH aKT, B Clydae €CNH YKa3aHHBIE IYHKTHI, ITOAMYHKTbI
MoMelIaTes B CepelHHY TEKCTA, HpHCBaMBarTCA HOMEDPA, COCTOALLKEe U3 HOMEPOB
npeaplAyux MyHKTOB, NOAINYHKTOB C 1106aBJIeHHeM 4yepe3 TOUKY JOTIONMHHUTENBHBIX
NOPAAKOBBIX HOMEPOB, HauHHas C IEpBOro, Hampumep: MyHKT 3.1, nyHkT 3.2;
nognyHKT 1.1), noanyHkT 2.1).
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[Tp Heob6xoauMoOCTH 3aMeHHTh UMdpoBble 0O03HaueHua ynoTpebnsercs
TEpMUH «UUPPbI», 2 He «uucha», Hanpumep: undpbl «13, 14, 15» 3ameHUTb
uncbpamm «5, 6, 8».

Tpu 3amene uudp co COBaMH yroTpeGasercs TEpMHHE «CMOBOY», Hanpumep: B
ab3aLe yeTBepTOM noanyHkTa 1 nyHkTa 2 pacnopsxeHus cnosa «B 30 pas»
3aMeHuUTb crniosamu «B 100 pas».

BHeceHue H3MEHEHHH B IPaBOBOii akT odopMAteTCs CAeAyIOLMM 00pa3oM:

1. BHecTM B nocTaHoBrneHwe AgMuHUCTpauun ropoaa YenabuHcka
oT Ne  «HaumeHoBaHue» un3MeHeHWe,  V3MOXuB
npunoxexve 1 K NOCTaHOBNEHWIO B HOBOW peaakuvn CornacHo NpunoXeHuio K
HaCTOoALLEMY NOCTAHOBMNEHWNIO.

HIIN.

1. BHecT B  pacnopsxeHue [Inaeel ropoga YenabuHcka
oT Ne «HaumeHosaHue» cneaywwne U3MeHeHUs:

1) NyHKT 2 pacnopsxeHus gononHuTb absauem TpeTbUM criedyiowero
coaepXaHus;

«— NPUHATb K CBEAEHUIO, YTO PUHAHCUPOBaHME... .»;

2) B nyHKTe 3 pacnopsiXeHus cnoea «...... » 3aMEeHUTb CnoBamu

3) NYHKT 4 pacnopsXeHnsa U3N0XWTb B crneaylowen pegakumn:

«4. | lenamu nposeaeHNAa MeponpuaTUA ABNAIOTCH: ......»;

4) B HaMMeHOBaHMW W NO BCEMY TEKCTY pacnopsiXeHns Ccnoeo
«noKynateno» B COOTBETCTBYIOLMX 4YuCne U nagexe 3ameHWTb CrnoBoM
«noTpebutens» B COOTBETCTBYIOLLNX YUCTe U Nagexe.

71. B uensix cOXpaHeHWS CTPYKTYPbl MYHKTA, MOAMYHKTa HOMOMHHTENbHbIC
a63aLibl He0OXOAMMO BHOCHTE B KOHell nyHKTa. [1pu npusHanun ab3aua yTpaTHBLINM
CUIy TepecyeT mnociieyloumx abales He NPOUIBOAMTCA. YTpaTHBIUMA CHiy ab3an
y4acTBYeT B rofcyere ab3ales NpH NocneayioleM BHECEHHH H3MEHEHHUH.

[Mpy npu3HaHHM NpaBOBOTO aKTa YTPAaTHBIIMM CHJIY, B IPaBOBOM aKTe,
NMPpU3HAIOIIMM €ro YTPaTHBLIHM CHILy, B 00f3aTelbHOM TMNOpAAKE MPU3HAIOTCA
yTpaTHBLINMH CHJy BCe MpaBOBble AaKThl O BHECEHMH B HET0 H3MeHEHHH
B XpoHONloryueckoM mopsake. [Ilpy  HeoOXOAMMOCTH  MOTYT  NpH3HABaTbCA
YTPaTUBLUMMH CHJly OTHENbHbIE MOJOKEHUS (MyHKTEI, MOAMYHKThI) MPABOBOTO aKTa.
Konud npaBoBbIX AKTOB, MOANEXKALIMX MPU3HAHHIO YTPATUBUIUMH  CHIY,
NpUJIAraloTcs K NpoeKTy HOBOrO NpaBOBOro aKTa.

B ciyuae ecnd B NpaBOBOM aKTe OCTajach OJHA CTPYKTYpHas €AHHHLA nocie
TOT0, KaK OCTaNIbHbIE YTPATHIIN CHIY, U OHA HOANEKHT NPU3HAHMIO yTPATUBILLEH cUiy,
TO HeoOXOJHUMO MPH3HABATL YTPATHBIUKM CHAY BECh MPAaBOBOH aKT MOJTHOCTHIO,
a He OHY TOABKO 3TY CTPYKTYPHYIO €IMHHLLY.

B crnyyae ecnu B MpaBOBOM aKTe HMEKOTCH CTPYKTYPHble €AMHMLEI,
KOTOPBIMH MPH3HABAIHCh YTPATHBLIMMM CHIIy paHee W3JaHHble NpPaBOBbi€ aKThl,
TO NMPH HEOOXOAWMOCTH MIPH3HATL YTPATHBLUKM CUIY (HE MOEXALUMM PUMEHEHH!IO)
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OaHHbIH mNpaBOBOH aKT, OH NpPHU3HAETCA YTPAaTUBLWIMM culy (He MoANEXKaluM
MPUMEHEHHIO) TMOJHOCTEK) HE3aBUCHMO OT HallM4Msl B HEM TaKHX CTPYKTYPHLIX
e AMHHLL.

[lpu3HaHne NpaBOBOro aKkTa YTPAaTHBIUMM CHIly O¢OpMASeTCS CleayoLum
ofpazom:

1. Mpu3HaTb yTpaTUBLLUMM CUNYy NOCTaHOBNEHNe AMUHUCTPaLWUK ropoaa
YenabuHcka ot Ne «HaumeHoBaHue».

HJTH

1. TlpuaHate yTpaTMBWMMKW CUAlYy Ccneaylwme MyHuMuunanbHble
npaBoBble akThl ropoga YenabunHcka:

1) nocTtaHoeneHue [Maebl ropoga YenabuHcka oT Ne
«HanmeHoBaHune»;

2) nocTtaHoBneHue ApMUuHUCTpaymn ropoaa YenabuHcka
oT Ne «HaumeHoBaHne».

ITpaBoBoii akT MoxeT ObiITb OTMEHEH MO OCHOBAHHAM, NpPEAYCMOTPEHHLIM
3akoHoAaTenbcTBoM Poccuiickoii ®enepaunn. OTMeHa npaBoBOTro akTa oopmiseTcs
cneayrolM obpasom.

Ha ocHoBaHun peweHua ApbutpaxHoro cypa YensbuHckoi obnactu
oT 15.05.2018 no aeny Ne A66-1115/2018

MOCTAHOBNAIO:
1. OTMeHuTb nocTaHoBneHue AgMuHucTpauuun ropoga YenabuHcka
oT Ne «HanmeHoBaHue».

ITyHKT © npH3HaHMM YTPATHBIUUMM CHJIY OTHAENbHBIX MpPaBOBLIX AaKTOB
BKJIIOYAETCA B MPOEKT NOKYMEHTa [oC/e MyHKTOB, HMEIOLIUX pacrnopsauTenbHbIi
Xapakrep, repel NyHKTOM O my0nukalHuH NpaBoBOro akTa.

72. BHecenve u3MeHeHHH B MPaBOBOMH aKT, MpU3HAHHE €r0 YTPaTUBILUKM CHITY,
OTMEHa TMPOM3BOAATCA MNPaBOBbIM  AaKTOM  paBHOH  IOpUAMYECKOH  CHIIbI.
He nonyckaercs BHeceHHe M3MEHEHHil B MPaBOBLIE aKThl 0 BHECEHHMM M3MEHEHHH.
M3meHenust BHOCSITCA B OCHOBHOH (MepBOHayanbHbIi) NpaBoBOH akT.

73. IIpaBoBble aKThbl OMKHBI COACPKATD:

1) ykasaHHe Ha orny6iauMKoBaHHe m[paBOBOTO akTa B  OhUUHANBHBIX
MCTOYHHKAX ONMyOIMKOBaHHsA MYHULMNANBHBIX IPaBOBBIX aKTOB ropoza UensbuHcka,
yCTaHOBJIEHHbIX pewieHneM UensOuHckoil ropoackoii  [ymMmel, pa3smelleHue
NpaBoBOro  akra Ha  opuuuanbHoM  cailte  AIMHMHHCTpauuMH  ropoja
B HH(pOpMallMUOHHO-TENEKOMMYHHKaLHOHHOH cetn UWMHTepHer (nanee — ceTh
WnrtepHer) B chydasx, MNpelyCMOTPEHHBIX 3aKOHOJATeNbCcTBOM Poccuiickoii
®denepauuy, HIH NpH HeOOXOAHMOCTH AOBENEHHS €ro CoJepiaHus A0 CBEAEHHS
OOLLECTBEHHOCTH, HanpuMep:
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YnpaBneHnto WHGOpMauuoHHOW NONUTUKM AOMUHUCTpaLMM ropoga
YenabuHecka (Metpos B. M.) onybnukoBaTk HacTosllee RocTaHOBMEHWE
B NOpAAKe,  YCTAHOBNEWHOM  AnA  ouUManbHOro  onybGnukoBaHus
MYHULMNaNbHbLIX NPaBOBLIX aKTOB, U PAa3sMECTUTb HacTosLLEee NOCTAaHOBNEHNE
Ha oduunansHom cante AgMuHUCTpauun ropofa YensbuHcka B cetu
MHTepHerT.

HITH

YnpaeneHuo WHADOPMaUMOHHOW RONUTUKWM AAMWHMUCTPauMKU Fopoaa
YensibuHcka (Metpos B. M.) pasmecTuTb HacToslee pacrnopspkeHwe Ha
odurunanbHoM cante AgMmuHncTpaumu ropoga YenabuHcka B cet UHTepHeT

2) nopy4yeHHe O KOHTPONE 3a WCMONHEHHEM MPaBOBOrO aKTa ¢ YKa3aHHMEM
JIOJHKHOCTHOrO JIMLA B CELYIOLLEM MOpsaKe:

- NpH NOAMMCAHWW MpaBoBOro axrta InaBoit ropoja — 3amectutens [nasbl
ropoja, KypHpyIOLLETr0 COOTBETCTBYIOLLEE HANIpaBleHHE;

- NpH MOAMMCAHWH TMPaBOBOTO aKTa 3aMmecTHTeneMm [JnaBbl ropoja —
pyKoBOAMTENSA  CTPYKTYPHOro  nojgpasjefieHus  AJMHHMCTpalMd  ropoja,
KypHpYIOLLEro COOTBETCTBYIOLLEE Hanpasnenue, nubo 3aMectutens [nasel ropoaa,
B CllyvyasX, KOraa npeiMeT MpaBoBOro peryaupoBaHus MPaBOBOTO aKTa 3aTpardBaeT
CMeXCHble OTpaciu (Hanpumep, obpasoBaHHe ¥ KyNbTypa, TPAHCIOPT H JOPOXKHOE
XO034HCTBO U Npotue).

Honyckaercss KOHTpONb 3a HCMONHEHHEM OTAENBHBIX [PABOBbIX AKTOB
OCTaBAATh 3@ AOKHOCTHBIM JIMLIOM, [TOANHKCABLIMM COOTBETCTBYIOLLHIA IPABOBOIA akKT,
nu6o Bo3NaraTh He Ha OZHOTO, a Ha IBYX JAOMKHOCTHBIX JIHL AIMAUHHCTPALMH FOPOJIa.

B cnyuae ecnu npeanvcanys npaBoBOro akTa TpeGYIOT ero BCTYMEHHS B CHIY
C OMpelEesIEHHON AaThl, 3TO OrOBapUBaeTCs B MOCHeJHEM MYHKTE MOCTAHOBIAIOLIEH
(pacnopaaMTeNnbHOI) YacTH, HaNMpHUMep:

HacTosuwee noctaHoBneHne BCTynaeT B cuny ¢ 1 sueaps 2025 ropa.
HIIH:

HacTtoslee nocTaHoBNeHne BCTyNaeT B CUMNY Nocne ero opuumansHoro
onybnukoBaHna B COOTBETCTBMM C 3aKOHOAATENbCTBOM Poccuiickoit
degepaunn n pacnpoctpaHfeT CcBoe AelWCTBME Ha NpPaBOOTHOWEHUS,
Bo3HUKWHe ¢ 1 anpens 2025 ropa.

Bo Bcex apyrux cnydasx mpaBoBble aKTbl, NOANEXAlMe OPpHUHATIBHOMY
onyONHKOBaHHIO, BCTYNAOT B CHJIY nocie HX OQHUMANBHOrO OIyGnMKOBaHHS,
[IpaBOBbl€ aKThl, PACIPOCTPAHEHHE KOTOPbIX OrpaHU4YEHO 3aKOHOAATENbCTBOM
Poccuiickoii ®enepaiiy, BCTYNaT B CHILY C AAThl HX NOANHCAHHS.

He nomyckaercs oCTaBAsTh NyHKT C NOPYyueHUEM O KOHTPONE H (WIIH) MYyHKT O
BCTYTJIEHHH B CUJIY PaBOBOro aKkTa (Cpoke NeificCTBHSA NMPaBOBOro aKTa) Ha OTAENLHOM
CTpPaHHLE, OTPLIBAs X OT OCHOBHOIO TEKCTa COAEPKATENBHON YacTH MPaBOBOro aKTa.
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[lo OKOHYAaHWM COAEpKATENbHOW 4YacTH MpaBoBOro akrta uepes 34
MEXCTPOUHBIX HHTEpBaja pasMellaeTcs IMOANHCh MNOAMHUCHIBAIOILETO JOKYMEHT
JOJKHOCTHOrO  JIMUA, BKIIOYAOLlas ero JAOMKHOCTh, JIHYHYIO  MOANHCH
W pacluMpoBKY noanucy (MHUUKANL!, damuinio). Ha Gnanke NOMKHOCTHOTO NHUA
HaMMeHOBaHHE IOJKHOCTH HE YKa3bIBacTCA.

B nepuos BPEMEHHOTO OTCYTCTBHA NOMKHOCTHOrO NMUAa AJMHHHCTPaUUH
roposa (oHUHATbHbIE KOMAHAHPOBKH, OTIYCK AW UHbIE NPUYHHBI) NPABOBbIE AKTh
NOIMUCHIBAET JIMLO, BPEMEHHO HCINOMHsIOLlee ero OOsA3aHHOCTH HA OCHOBaHHM
NpaBoOBOro akTa AJIMHMHMCTpauuH ropoga. B aToM cnyyae HCOOJB3YeETCs
dopmynupoBka «BpeMeHHO HCMONHSAOWNA 06A3aHHOCTH», C€NOBa MNUWYTCS 0e3
COKpallleHHH, HarpHUMep:

BpeMeHHO WCNOoNHAIOLLWUNA
NONHOMO4UA N. O. bamunus
naBbi ropoga HYenabuHcka

noganuce paclwndposka nognucu
BpemeHHO ucnonHALWWA
oba3aHHOCTK
3amectutens Fnaeel ropoga . O. damunun
No TOPCACKOMY XO3FIACTBY

noannch pacmucbpoaxa nognucu

B cnyuvae eciiy JO/KHOCTHOE JHLO AIMHHUCTPALKK ropojia He HasHA4YeHOo U
NOJDKHOCTD SIBJIAETCA BAKAHTHOI, PaBOBbIe aKTh! IOAMHCHIBAET JIHLIO, UCTIONHAIOLLEE
ero 0Gs13aHHOCTY HAa OCHOBAHWM TPaBOBOro axrta AJAMMHHCTpaluH ropoaa. B stom
cnyuae ucnonb3yercs ¢opmynuposka «Mcnonusalowmii  00s3aHHOCTH», CnoBa
nuurytces 6e3 cokpalleHui, Hanpumep:

WcnonHsawowmin 06a3aHHOCTU
samectutena [nasbl ropoaa

no CTPOUTENLCTBY . O. Pamunus
noAnnCL paciunpoBka noanucu

B cnyyae ecid NpoekT MpaBOBOrO aKTa MOArOTOBIEH K MNOAMNHUCH,
a TOJHKHOCTHOE JHLO AAMMHHCTpaLUMM ropoja, MOAMNUCh KOTOPOro 3aroToBjeHa
Ha 61aHKe, OTCYTCTBYET, NpaBoBOii akT (JIMLeBas CTOPOHA) 3aHOBO O(OpMAsETCS Ha
TOM ke OsaHke, TEKCT AyOiaupyeTcss 3a MOAMMCHIO JAOMKHOCTHOrO JHLA
AIMUHHCTpALMH ropoJa, HCNOMHAIOLIEro 0053aHHOCTH, BU3HPYETCA PYKOBOJAMTENEM
CTPYKTYPHOTO  MOJpasfeneHus, TMOATOTOBUBIUUM MPOEKT MPaBOBOrO  aKTa,
HAuyaNbHUKOM YIIpaBAEHHs OPraHW3alHOHHOH M KOHTPONbHOH paboTbl U BMecTe
c paHee MOATOTOBNEHHBIM W  COMNIACOBaHHbIM MPOEKTOM [paBOBOrO  aKra
NnpeiCcTaBNsieTCs Ha MOAMHKCE.

74. Bu3upoBaHUEe TIPOEKTOB MpPaBOBbIX aKTOB AONMHOCTHBIMHM JIMLAMHK
AIMHHHCTpaUHH  Tropoja, pYKOBONMTENSMH  CTPYKTYPHBIX  MOApasfeseHui
AIMHHMCTpaUMM ropoia (BHyTpeHHee corjacoBaHue) o¢opmnaserca BH3OH
(BH3MpOBaHHE NMPOEKTA [PABOBOrO aKTa).
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Busa BKIIOYAET JMYHYIO TMOAMNUCH, pacliudpoBKy MOAMKCH, AaTy. Busbl
pacnojiararorcs Ha 06OpOTHOH CTOpOHE IOCHEAHEro JIMCTa NOAJUHHHUKA MPABOBOro
akta. Pa3mep nonei npu 3ToM N0DKEH COCTaB/IATE:

nesoe - 10 mm;
npasoe — 30 Mm;
BepxHee -— 20 mwm;
HWkHee — 20 Mm.

PacuindpoBka TNOANMHCH pacrojlaraeTci Ha YPOBHE TMOCNeIHEH CTPOKH
HapMeHOBaHMUsA JOKHOCTH. [locnemusas OykBa B paciuMpoBKe MOIINKCH
OrpaHHYHBaeTCs NPaBbIM MONEM AOKYMEHTa, HallpUMeEp:

3amecTtutens Naebl ropoaa,
pykoBoguTens annapata AgMUHUCTpaunn ropoaa . O. damunna

HauyanbHuk [paeosoro ynpasneHus
ApmuHucTpauumn ropoaa . O. ®amunusn

HavanbHuk YnpaeneHusa opraHu3aynoHHOW
1 KOHTpOMbHOW paboTel AgMUHUCTPaLMK ropoaa . O. damunua

MNpeaceaatens KomuteTa no genam
oBpa3oBaHus ropoaa YenabuHcka . O. damununs

[lepBbIM NPOEKT NPaBOBOTO aKTa BH3HPYET PYKOBOOUTENL CTPYKTYPHOTO
noapaseneHus AIMHHUCTPALUK ropoja, noAroTOBMBIIMA MPOEKT NPaBOBOrO aKTa,
3a HMM — HA4YalbHAK YTpaBjeHMs OpPraHU3aLMOHHOH M KOHTPONBHOH paboTsl
¥ Janee 10 CIIMCKY «CHH3Y — BBEPX» B COOTBETCTBHH C MepapXuei JA0MKHOCTE .

B ciyyae, ecd MOArOTOBKA NMPaBOBOrO akKTa OCYLUECTBIAECTCSA BO UCHOJHEHHE
rOCyIapCTBEHHOM WIM MYyHUIMNANbHOH YCNYTH, HHXKE MNOANKCH PYKOBOLHTENS
CTPYKTYpPHOTO mnoapasjeieHHs AIMHHHCTpaLyH FopoAa, MOATOTOBHBLUETO NMPOEKT
NPaBOBOrO aKTa, YKa3hIBAETCS JaTa OKOHYAHMA MPEeJOCTABNEHHS OCYAapCTBEHHOH
HJIM MyHHLMIIANBHOM YCIYTH, HalpUMep:

HauanbHuk NpaBoBoro ynpasneHus
AgMuHUCTpaumu ropoaa U. O. damunua

HavansHuK YnpaBneHns opraHn3aLnoHHomn
W KOHTPOnbHOW paboTbl AgMUHUCTPAaLUN ropoaa U. O. bamunus

MNpeacegarens KomuTteta nNo ynpasneHuto
UMyLlecTBom ropoaa YenabuHcka K. O. damunns

MyHuUMnanbHana ycnyra: Cpok NpeaocTaBneHna Ao « » 20T
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Ecniv DOMKHOCTHOE NMLO, MNOAMNHCH KOTOPOrO 3aroTOBJ€HA B MPOEKTE
NpaBoOBOrO0 aKTa, OTCYTCTBYET, MpPAaBOBOH aKT BU3UPYETCA JKLOM, BPEMEHHO
UCTIOAHSAIOWIKUM ero obs3aHHocTH. B aTOM ciayuae cnoBa «BpeMeHHO HCMONHAIOWKIA
00s13aHHOCTH» NULLYTCS Oe3 coKpallleHHit, YKa3biBaloTCs HHHUHANB! H (hamyunus nuua,
BHU3UPYIOLIEr0 MpoOeKT npasoBoro akta. KcnpasneHus B JaHHOH 4acTH
B MOATOTOBIEHHBII JOKYMEHT AOMNYCKaeTCst BHOCKUTh OT PYKH.

75. CornacoBaHue nNpoeKkTa JOKYMEHTA ¢ OpraHaMi rocyaapcTBeHHOH BNAacTH,
B TOM YHCJE OCYLIECTBAAIOLUIMMHA FOCYAapCTBEHHbIH KOHTpOJb (Haa3op), opraHaMmu
MECTHOrO CaMOYyMpaBJeHMsA, OpraHH3alHiMH, WHTEPEChl KOTOpPbIX B  HEM
3aTparuBaloTcd, B TOM H4Hcie OOLIeCTBEHHBIMM OpraHM3auHMsMH  (BHellHee
cornacoBaHue), oopmiseTca rpuomM coriacoBaHusl.

I'pud cormacoBanus pacnonaratioT Ha 060pPOTHOH CTOPOHE MOCIEAHEro JKCTA
NOANMHHUKA MPaBOBOTO aKTa HH)XE BH3MPOBaHHA (BHYTPEHHErO COrNacoBaHHA),
a B Cllyyae COrJIaCOBaHUA ¢ HECKONbKHUMH OpraHu3alMAMH — HA OTIENbLHOM JIHCTE
cornacoBanus. Cnoso COITIACOBAHO nuwercs nponucHeiMH 6yKBamu
0e3 KaBbIyeK.

Ecnu comepkaHde JOKYMEHTa 3aTparMBaeT WHTEPEChl  HECKONbKHX
opraHu3auui, rpudbl COrnacoBaHUS MOTYT pacrojlarateCsi Ha OTAENbHOM JIHCTE
COrnacoBaHus, HanpUMep:

COIMACOBAHO COIMACOBAHO
MwuHUCTp dbuHaHcos PykosogunTens YnpasneHus
YenabuHckon obnactu degepanbHOro KaaHa4encrsea
no YenabuHckoi obnacTtu
. O. damunus . O. damunus
noannchb nognichb
Hata Data

Cpok cornacosaHus (BH3MpPOBaHWS) TMPOEKTa MPaBOBOrO aKTa KaM/bIM
AOMKHOCTHBIM JIMLIOM He JOMKEH MpeBbIaTh TpeX pabouux aHel co AHA NoayUHeHHs
NpOeKTa NPaBOBOrC aKTa, O 4YeM [enaeTcs OTMETKAa B CONPOBOAHTENBHOM JIHCTE
COrnacoBaHWs, MPHUKJIAAbIBAEMOM K MpOEKTy MpaBOBOrO aKTa, KpOME CIy4aes,
npeaycMOTpeHHbIX [lopAakOM BU3MpOBaHHA (COrNacoBaHUA) TMPaBOBbIX aKTOB,
NpUHUMaeMBbIX (M31aBaeMblx) B AIMHHKCTpaluyu ropoaa Hensbuncka.

ConpoBoAHTENBHBIA JAMCT COrlacoBaHWA K TMPOEKTY [paBOBOrO aKra
odopmisieTcd pa3paboT4yKOM COOTBETCTRYIOILETO NPOEKTA MPABOBOrO aKTa (aBTOPOM
JOKYMEHTA) U AOJIKEH coJiepkaTh HAMMEHOBAaHHE NPOEKTa MPaBOBOro aKTa, NepeueHb
YUaCTBYIOUIMX B COrNacoBaHMM (BH3HPOBAHMM) TPOEKTa MpPaBOBOrO  aKTa
JIOJDKHOCTHBIX JIML, OTMETKH O BXOAsLlIei 1aTe NOCTYMNAeHHUs MPoeKTa NpaBoBOro akTa
Ha corjacoBaHue (BWU3WpPOBaHHE) K JAOMKHOCTHOMY JIMLY M MCXOZAllueHd aarte
COOTBETCTBEHHO (NpH HeoOX0AHMOCTH A0pabOTKH NPOEKTa NPaBOBOIo aKTa ¢ Y4ETOM
3aMeuaHuii — JaTy BO3Bpara AOKYMEHTa HCNOJIHUTENI0 Ha A0pabOTKy € OTMETKOi
«Boaspat»).
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76. Hinke cornacopaHus (BH3HPOBaHHA) ohOpMIseTCs HepeyueHb PacCHUIKH
MpaBoBOro aKTa ¢ ykasanvem orMeTkd «B aeno». Iepseiii axkseMIuiap (MOUIHHHUK)
MpaBOBOr0 aKTa OCTAeTCd B OTAEN PETHCTPalMH MOKYMEHTOB YIIpaBieHUs
OpraHu3aUMOHHOW W KOHTpoJbHOH paboTel (Jamee — OTAEN PETUCTPALUH
JOKYMEHTOB) U1 HOpMHPOBaHHS B J€/10 MOCTOAHHOTO XpaHEeHus, KOMKHY NpaBoOBOro
AKTa PAcCHUIAIOTCH] B COOTBETCTBHMH C NEPeYHEM PacCBUIKH B KoluuecTse He Gonee
Tpex DK3eMILIIPOB KaXAOMY aJipecary.

[lepeueHpb pPacCBUIKH BKIIOHAET NOMKHOCTHBIX Nyl AZMMHHCTpALMK ropoja,
CTPYKTYpHBIE — TofpasiefneHus AIMUHHCTPAUMH T[OpOAa, 3aHHTEpecOBaHHBIE
OpraHM3allik, B TOM YHCIie, OpH HeoGXomuMocTH (Omperensiercs paspaboTHHKOM
TpOeKTa MPaBOBOTO akKTa), ClPaBOYHO-TIIpaBoBble chUCTeMbl «KoucynbrantInocy,
«[apant». Pacchinxka Moxer OBITE odopmieHa B BHAE OTAEIBHOIO CIHCKa
¢ ykazaHueM «CIHCOK pacCBUIKH IPHIIaraeTcsy.

77. Ecny NpaBoBbIM aKTOM YTBEPXKAAETCs NMPaBOBOH JOKYMEHT (periameHt,
MoJoXKeHue, WHCTPYKLHA, MOpAJOK, COCTAaB KOMHCCHH H JpyrHeé JAOKYMEHTHI),
torpud yTBep:menus coctout u3 cnosa YTBEPXIEH (YTBEPXOEHA,
YTBEPXIAEHO, YTBEPXOEHbI). I'pud yrsepixnenus neyaraercs NPONHCHBIMH
6ykBamMu Oe3 KaBblY€K B NPABOM BEPXHEM Y[y IEPBOro JIHCTa YTBEPXKAAEMOro
JAOKyMeHTa. Huke uepe3 OZHH MEXCTPOUHBIH HMHTEpBan  paclonaraioTcs
HaHMeHOBAHHE BUA YTBEPXAAIOUIEro JOKYMEHTa B TRBOPHTENBHOM MaJiexKe, ero aara
1 perHCTPaliHOHHBIH HOMED, HanpuMep:

YTBEPXAEHO

NnocTaHoBneHnem AgmMuHIcTpauun ropoga
oT Ne

78. Tlpu yTBepXAeHHMH AOKyMEHTa IOMKHOCTHBIM JIMLOM AIMHHHCTPaLUH
ropoza rpud yreepxienust coctouT u3 cnopa YTBEPKJAIO (Bes xaebruex),
HAMMEHOBAHHMS HOUKHOCTH JMUa ([euaTaeTcst HIDKE Yepe3 OAMH MEKCTPOUHBIH
WHTEpBal), yTBEPH/IAIOMIEr0 JOKYMEHT, €ro JIMYHOH MOANMCH, MHHLIHANOB, YaMHIIHH
W JaThl yTBepXAEHHs, HanpuMep:

YTBEPXAIO

3amectuTernb [Naebl roposa, pykoBoguTenb
annapaTta AaMuHucTpauuu ropoaa
n. O. damunusa

neanuce
Hdata
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79. Nonyckaercss B Trpude yTBEp)KAEHHs  LIEHTPHPOBAaTh  SJIEMEHTEI
OTHOCUTENBHO caMoit AITHHHOI CTPOKH, HallpHUMep:

YTBEPXXOEHO
nocTtaHoeneHnem AgMuHUCTpaUum ropoga
oT Ne
HJIH
YTBEPXIAIO

3amecTtutens MNasbl ropoaa,
pyKOBOAMTENDb annapara
AoMUHUCTpaunK ropoaa
. O. Pamunus

noanice
HaTa

80. Eciu mnpaBoBEIM aKTOM  YTBEpXKHAETCS  IPaBOBOM  JOKYMEHT,
TO MOCTAHOBNAWOIAS NHOO pacnopsauTeNbHas YacTh [IPAaBOBOTO aKTa MOXeT
o OpMIATECS ClielyiolM obpasoM:

1. YTBepauTb npwunaraemblin Pernament AAMWHWUCTpauun ropoaa
UenabuHcka.

B s3TomM cnyyae Ha MepBoif CTpaHUIEe MPUAAraeMoro A yTBEpPXKAEHHS
JOKyMEHTa B IPABOM BepXHEM YTy TIOMELIAIOT IPU( yTBEpXkKAeHH s, HalpHMep:

YTBEPXOEHO (YTBEPXJEH)

nocTaHoBneHnem AaMUHMCTpayy ropoaa
oT Ne

HIH

1. YTeepauTb agMWHUCTPaATUBHLIA pernameHT npeaoccTaBnesns
MYHULIMNANbHOW YCAyru «.......» (NPUNoXeHue).

B 5TOM ciyyae NpuiaraeMblii Al yTBEPXKAEHHA HOKYMEHT OGhopmiseTcs
B BHJI€ NPHI0XKEHHS K NPaBOBOMY aKTy, HanpHMep:

Mpunoxexue

K TOCTaHOBNEHWIO AGMUHUCTpaLK ropoaa
oT Ne
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81. [IpunoxeHnne K MpPaBOBOMY aKTy JAO/DKHO KMETb HaHMCHOBaHME,
onpenensiollee ero cojepxanue. [IpunokeHne MNOAMUCHIBACTCA PYKOBOJAHTENEM
CTPYKTYPHOTO MOApasfeneHHs AJMWHUCTPAUMH TOpOAa, OCYLIECTBAIOLIEr0
MOArOTOBKY NpOEKTa I1paBoBOro akra, nubo 3amectuTeNieM [niaBbl ropoza,
B KOMIMETEHLIHY KOTOpOro HAaXOAMTCA JaHHEIH Bompoc. HauMeHoBaHHE NMPUIIOKEHHA
(3arojioBoK), yKazaHHOe B TEKCT€ IpaBOBOTO aKTa, [JOMKHO TIONHOCTBIO
COOTBETCTBOBATH 3ar0JIOBKY, YKa3aHHOMY B IIPHJIOIKEHHH.

TexcT npuIoKeHHs MOXKeT GBITE OOpMIIEH B BHJIE TaONHLbL.

JIucthl TpWIOXKEHHSA HyMepyloTCs HauuHas co Broporo jucra. Homep
CTpaHUIILl IPOCTABNAETCA [0 UEHTPY BEPXHETO NOJA Ha paccTOSHUM He MeHee 10 MM
OT BepXHero Kpas jicTa apaGeckumu LHdpamMH 6e3 ClOB «CTpaHHLA», «CTp.». Touky
M Tupe nepex uMdpaMH M TOCKe HHX He NpocTaBisioTcs. Hymepalmus CTpaHHL
B K2)K/I0M NPUIOKEHHH N0JDKHA OBITE CAMOCTOSTENBHOM.

OTMeTKa O NPHIOKEHHH MNPOCTaBASETCA HA MEPBOM JIMCTE [PHJIOXKEHUs
B IpABOM BEpXHeM yriy Oe3 kaBbiuek M 3Haka Ne. Ilpu Hamuuu¥ HECKOJBKHX
NPUIOKEHHH OHHM HYMepYIOTCs, HAalpHMEp: MpUIOXKEHHE 1, NPHAOKEHHE 2 U TaK
nanee. Huxe, uepe3s OouH MeXCTPOYHBIH MHTEpBaJ, YKa3blBaeTC! HaHMEHOBaHHE
BHA OCHOBHOIO IOKYMEHT4, €ro HaTa M PperHcTpalMOHHBIA HOMep. PexBU3MT
«[Tpunoxenue» NOMycKaeTesl LeHTPHPOBATH OTHOCHTEIIBHO CAMOH ANHHHOH CTPOKH.

B cnyuae ecnu npujioxeHue K MpaBoBOMY akTy OQOPMIIEHO C OTCTYIIEHHEM
or ¢opmara A4 (rpagoCTpPOMTENBHBIH IJ1aH, CXxeMa pa3sMelleHus 3€MENBHOro
yyacTka, NOKYMEHTAlHs MO [UIAHWPOBKE TEPPUTOPUH, ApYrHe JOKYMEHTEL),
pa3paboTuUMK TIpaBOBOrO akra (aBTOp JIOKyMEHMTa) MpH  HeoOXoAUMOCTH
obecreynBaeT TIOArOTOBKY JOMONHHUTENBHEIX 3K3EMIUIAPOB COOTBETCTBYIOIMX
MPHII0KEHHH 110 KOTMYEeCTBY JIHLI, YKa3aHHBIX B CIIHCKe pacChlIKH NPaBOBOrO akKTa.

82. Coctap paGoueil rpynnsl (KOMHCCHH, OPraHH3allHOHHOIO KOMMTETa,
COBETAa ¥ MPOYMX KOJUIErHaNnbHBIX OpraHos) odopmiiseTcs B BHAE JBYX KOJOHOK:
B JIeBOH pacrionaralot diamMuiidd, HMeHa W OTYECTBA YYAaCTHMKOB pabouel rpynnel,
B [IpaBoii, Yepe3 THpe, — HAMMEHOBAHHUS 3aHMMAEMBIX HOIDKHOCTEH M BO3NAraeMblx
o6s3aHHOCTeNH. 3HAKKU NPENUHAHUA B KOHLE CTPOK HE CTaBATCA.

TlepBLIMM B CNMCKE YKa3bIBAlOTCA: Mpejceiatenb (PYKOBOAuTeNb) paboued
Cpynnbl, 3aMecTHTenb Tpencefatens  (pykosomuTens), cekperaps. [anee,
B andaBUTHOM TOpsAKe, — wWieHs paGoueli rpynnsl  (JOMKHOCTHBIE JHUA
AIMHMHHCTpAlMH  TOpOJA,  DYKOBOAWTENM  CTPYKTYPHBIX — NOApasieneHui
AIMHHHCTpALMH FOPONA, PyKOBONUTENH MHBIX OPraHOB U CTOPOHHMX OpraHH3allMH
(BKJHOYAIOTCS B COCTAB paGoyeil FPyNIEI MO COracoBaHHIo).

83.[Ipy HanMuu{ y BM3MPYIOLIETO JOKHOCTHOTO NHUE AIZMHHHCTPALHU
ropojia BO3paxkeHHl N0 COEPKAHHUIO TIOJIOXKEHHI POEKTa NPaBOBOro aKTa, JaHHbL{1
MPOEKT NpABOBOTO @aKTa HanpaBiseTcs pa3paboTHMKy C 3aK/IIOYeHHeM, TIae
NpUBONATCA MOTHBHPOBAHHBIE OCHOBAHMSA, MO KOTOPBIM MpPAaBOBOH aKT HE MOXET
OBITh NPHHAT (W3/1aH) B NPEIIOKEHHOM BapHaHTe.

3ameuaHus 1o o OpMIEHHIO NPOEKTOB paBoOBhIX aKTOB,
BHECEHHbIe [PV BU3MPOBAHHY  HAYAJIBHUKOM  YNpaBieHHs — OpraHu3alHOHHOH
Y KOHTPOJIBHOM paboTEl, B LeAX NpHBeAeHHA NPaBOBLIX AKTOB B COOTBETCTBHH
¢ TpeGoBanuamu YcTasa ropoga Yenabuucka, PernameHTa AIMUHUCTpaLi ropoaa
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Uenabuncka, [TonoxeHnus o0 TpaBOBbIX aKTax, MPHHUMAaEeMbIX (M31aBaEMbIX)
B AaMuHHCTpauud ropoaa YensOuHcka, Hactoswleidl MHCTpYKLHH, yCTpaHAIOTCA
UCIIOJIHWTENEM B 2-IHEBHBIH CPOK, KPOME Clly4aeB, KOTJa YCTAHOBJIEH HHOH CPOK.

84. [ToaroToBKy NpPOEKTOB MpPABOBBIX AKTOB OCYILECTBAAIOT pedepeHTyphI
naBel ropoma, 3amectuTeneli InaBbl ropoja, CTPYKTYPHbiE T0ApasfaeneHHs
AJMUHHUCTPALKHH TOPOAA B COOTBETCTBUH C UX KOMIETEHLUEH.

He pomyckaeTcs MNOArOTOBKA MNPOEKTOB NpaBOBbIX AakToB pabOTHHKamu
CTOPOHHHUX OpraHu3aiuii. B cnyyae MHUUHMPOBAHHUA IOATOTOBKH MPOEKTa fPaBOBOro
aKTa pYKOBOOMTENAMH CTOPOHHHX OpraHusauuii, nocneanue obpawiaiores ¢
NpeAnoXeHHEM WM MPOEKTOM MPABOBOrO aKTa B COOTBETCTBYIOLLIME pedepeHTypbl
['nasel ropoga, 3amectureneii I[naBel ropona, CTPYKTYpHble MNoApasfeseHus
AJMHMHHCTpaUHH ropoja, KOTOpble OCYLIECTBASIOT MOArOTOBKY MPOEKTa MpaBoBOro
aKkTa W TNPeACTaBlIflOT €ero Ha CornacoBaHMe (BU3UMPOBaHWE) B MOpsikKe,
yctaHoBjieHHOM [lonoXkeHHeM O MPaBoOBbIX aKTaX, NMPHHUMAaEMbIX (H3[aBaeMbiX) B
AnMHHHCTpauuu ropoja Yenaduucka.

KonTpone 3a mpoxoxkieHHeM TNpoeKTa MNpaBOBOro akra, BILUIOTH 10 €ro
NOAMUCAHKs, BOJJIATAETCS HA CTPYKTypHOe noapasiefieHie AIMHHUCTpaLuK ropoaa,
NOArOTOBHBILEE MPOEKT.

85.[Mocne mnoamucasus TpaBOBble aKThl NEpelalTcs A PerucTpalvu
B YCTAQHOBJIEHHOM MOPSIKE B OTAEN PETHCTPALUMH JOKYMEHTOB.

[TpaBoBEIM aKTaM NpPU PEerucTpalMH MPUCBaMBAKOTCA HOMEpa M0 €AHHOM
HyMepallii, KOTopas BeleTcs ¢ Hauyala KalleHJapHOro roaa, pasfiefibHo Ha KaXabii
BMJl MPaBOBOro aKkTa (NOCTAHOBJEHHA, pacnopsikeHus). K mopsaxkoBoMy Homepy
nocraHosieHus gaobasnsetcs (4yepes nedmc) OykBa «m», pacrnopsiKeHus,
MOANHUCAHHOrO 3aMmecTuTeNeM [naBbl FopoAa, HHBIM JOJ/DKHOCTHBIM  JIMLIOM
AnMHHHECTpaUMH roposa — (depes geduc) nepsas 6yksa paMuINKH COOTBETCTBYIOILETO
JNOMKHOCTHOrO jauua AamuHuctpauud ropoja. K nopsakosoMmy — HoMepy
pacrnopsbkeHusi, TMOANMCHIBAEMOrO PYKOBOAUTENEM TEepPPUTOPHANBHOrO OpraHa
AIMUHHMCTpauMH ropoaa, aobasnsercs (uepe3 aeduc) 6yksa «p», obo3HauaroLLas
«paiion», ¥ mnepsas OykBa HaWMEHOBAHHA COOTBETCTBYIOLIErO paHoHa ropona
YensGuHCKa, HAMPUMED:

Pacnopsixerve AgmuHuctpauun ropopa Yenabuxcka ot 19.10.2024
Ne 125-pm
I[aToﬁ H3JaHHWA NpaBOBOI'0C aKTa CUHMTAETCA JiaTa ero perucTpalmH, Hanpumep.

MoctaHosneHne AaMuHUCTpauuu ropoaa YensbuHcka ot 05.07.2019
Ne 125-n

WA

PacnopseHue 3amectutens [naebl ropoaa, pykosoaguTensa annapara
AgMuHUcTpauum ropoga ot 25.09.2021 Ne 8700-c
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86. TlpaBoBble aKTbl THPAXUPYIOTCA B COOTBETCTBHH CO CIIMCKOM PacChUIKH,
KOMHH 3aBEpAIOTCA Me4aThlo OTAefa perdcTpaluu JOKYMEHTOB M B TeueHHe Tpex
pabouMx AHEH nocne NMOANHCAHUS NEpefatoTes Afls OTNpPaBKH B ceKTop no pabote
C KoppecrnoHaeHuHeH. 3aBepeHHble KOMHY NMPaBOBbIX aKTOB BBIAAIOTCH (PU3HUECKUM
M IOPHAMYECKHM JIHHAaM NPH HaNW4HH JOKYMEHTOB, YJIOCTOBEPSIOLIUX JIHYHOCTh
(macnopT) MAM MOATBEPXAAIOLIMX TOJHOMOUYMS TNpeAcTaBUTeNs (IOBEPEHHOCTD)
COOTBETCTBYMOLLEro nHua. HeBoctpeGoBaHHble KOMHU NPABOBLIX AKTOB 10 HCTEUEHKH
30 xaneHaapHBIX AHEH C MOMEHTA MONYUYEHHs UX U3 OT/eNa PEruCTPallii JOKYMEHTOB
BO3BpPAaLLalOTCA HCNONHUTENIO, MOAMOTOBUBLIEMY AaHHBIA NPABOBOM aKT.

[TpaBoBbie  akTel, nogiexamHe opHUUANBEHOMY  OMyOJIHKOBAaHUIO U
pa3sMELUEHHIO Ha OoQHUUManbHOM caiiTe AAMMHHCTpaLUUK ropofa B ceTd MHTepHeT,
nepejaloTcs B BUAE OQHUMANBHBIX KONMH OTAENOM PErHCTpalHH AOKYMEHTOB
B YnpapieHue HHPOPMALMOHHOH NONHTUKH AIMHHHUCTPalUH ropoja B 2-IHEBHbIH
CPOK C MOMEHTA HX MOJNHCAHHS.

CrpykTypHble mnojpazfieneHHs AIMHHHUCTpPaUMH ropoda, OTBETCTBEHHbIE
3a [IOArOTOBKY NpPaBOBBIX AaKTOB, FOMIEKAUX OpHLHANBHOMY OMyGIHKOBAHHIO
H pa3MELLEeHHIO Ha o¢HLHAIBHOM caliTe AIMHHMCTpaLUHU ropoja B ceTd MHTepHer,
HanpaB/fIOT He Mo3AHee ABYX pabouux AHeH ¢ MOMEHTa MNOANHCAHMA AAHHBIX
NpaBOBbIX AaKTOB B 3JIEKTPOHHOM BHJE TEKCThl MPAaBOBBIX @KTOB B YHNpaBieHHe
MH(MOPMALMOHHOH MONUTHKH AIMMHUCTpPaUMM ropofa Ha moOOM 3J€KTPOHHOM
HOCHTENE WK CPeCTBaMHU 3NIEKTPOHHOI MOYTHI.

TexcroBas uHbopmauus, matepuansl, oQopMIeHHbIE B Buae Tabnul,
NpefoCTaBNAIOTCA B YMNpaBneHWe WHOOPMALMOHHOA MONUTHKH AJAMUHHCTpaUUH
ropoja B (opmanusosaHHOM Buie (¢aiinel, HaGpaHHBIE B TEKCTOBOM pelaKTOpe
C MCMOJB30BAHHEM  pa3pelieHHoro  wpudTa), ¢oTorpaduu, KapTel, CXEMBbI
npepocrtasnsorcs B popmare JPEG.

87. Konun mnpaBoBbix akToB ['naBel ropona, AIMHHHCTpauMH ropoja,
JOJKHOCTHBIX UL AJIMWHHCTpalMM ropoja MO 3anpocaMm IOPUAMYECKHX JIMLL,
rpaXkJaH, He YKa3aHHbIX B MEPEYHE PacChbUIKU, BBIJAIOTCA C pa3pellieHHs 3aMeCTHTENS
['naBbt ropoga, pykoBoAMTeNs annapara AIMHHUCTpPaLMH Topoja, a Mo 3anpocam
CTPYKTYPHBIX MoApasjeleHHii AAMUHHCTpPaUMK ropoaa — HavdajlbHUKA YIpaBlieHus
OpraHHU3alHOHHOH U KOHTPONbHOI paboThl.

Ilpn 3aBepeHHH COOTBETCTBHA KOMHM NPaBOBOrO akTa TOAJIMHHHMKY HHXe
pexBusuta «llogmuce» npocraBnseTcs  3aBepuTeENbHad  HaANKWch  «BepHo»
(be3 kaBBIYeK), MOO/DKHOCTb JIMLA, 3aBEPUBLIEr0 KOMHIO, JIMYHAA MNOAIIMCH,
paciuugpoBka noanuck (Gpamunns, HHULKAIBI), JaTa 3aBEepeHHA.

Jonyckaercss MCnoNb30BaTh CreUUanbHbii WTaMn (meyats NpAMOYrONbHOK
¢opMbl), 3aMEHAIOLIUI PYKOMHUCHYIO 3aMUCh, HANpHUMep:

BEPHO
Ha4yanbHUK OoTAENA
percTpaLmy AoOKyMEHTOR
. O. ®amunus

nognnuceb
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IIpu 3aBepeHuy KONHi NPABOBBIX AKTOB B BUAIE MHOFOCTPAHUYHBIX JOKYMEHTOB
JIUCThl HYMEPYIOTCSl, CKPEIJIAIOTCA HHTBH WM MEeTalNH4YecKoil ckobKoil; Ha MecTo
CKpereHHs1 HaHOCHTCs OymaxkHas Hakseiika, Ha KOTOpoil oopMASETCS HAATHCL O
KOJIM4ECTBE NIHCTOB, NMPOCTABIAETCS JAOKHOCTb, JIHYHAs MONHCH 3aBEPAIOLIETO,
pacuudpopka noanucu (GamMuius, MHMUMATEI) H CTABUTCS MEYaTh TAKHM obpa3zom,
4TOOBI OTTUCK M€YaTH 3aXBATBIBAJ TOJNBKO YACTh HAKIIEHKH, HaNpUMep:

BEPHO
MpowunTo 1 npoHymepoeaHo nucroe

HavanbHWUK oTAena
perncTpaunn SOKyMeHTos

. M. O. ®amunua

no,qﬂwcn: \

nevyato

HonyckaeTcs JMCTHI TNpPaBOBOrO aKTa HE CKPeMiaTb, a 3aBepATh
MHOTOCTPaHUYHYIO KOMHIO NOKYMEHTA [IPH TOMOIIM 3aBEPUTENbHOH HaAMucH
«BepHo» (6e3 kaBbiuek) NGO CreLHaNbHOro WTAMIA HA KaXIOM JIMCTE.

88. TIoANMHHMKK MNpaBOBLIX AaKTOB XPaHATCS B OTAeNe perucTpauui
AOKYMEHTOB B COOTBETCTBUH C YCTAHOBNEHHBIMH TpeGOBaHMAMH M CPOKaMH.
[lo ucreyeHun ycTaHOBNEHHOTrO Cpoka XPaHEHHA  yKa3aHHblE JOKYMEHTHI
GopMmupyioTcas B fena, BKIIIOYAIOTCS B OMMCh JeN [MOCTOAHHOTO XpaHEHHs
AZIMMHACTPaUMH ropofa 3a COOTBETCTBYIOLUMI MEPUOA M CHAIOTCS HA XpaHeHHe
B APXUBHO€ ynpasieHue AJIMHHHCTPALMK ropoa (aanee — MyHHLHMTAIbHbIH apXuB).

89. Pacmopsikenust, JOKYMEHTHl 1O JIMYHOMY COCTaBY paGOTHHKOB
CTPYKTYPHBIX noapa3szefeHuii AAMHHUCTPaLMK ropo/ia roTOBSTCH, PEMUCTPUPYIOTCS,
CHCTEMATH3UPYIOTCS M XPaHATCA B YNPABICHUH MyHULIMNANLHOIH ciyx0bl H Kaapos
AIMHHHCTpaUUH ropoja.

90. Tpe6oBaHHa K noArotoBke U O(OPMIIEHHIO MPOEKTOB MPABOBBIX aKTOB
(MpyKkas3oB), M3naBaeMBEIX B OTpacneBblX  (DYHKUMOHANBLHBIX)  OpraHax
AZIMHHHUCTpaUWK ropoja, AOMKHBI COOTBETCTBOBATh 0BLIEMY MOPSAKY MOAFOTOBKH
MPOEKTOB MPABOBBIX aKTOB [ 1aBel ropona, AIMHHHCTPALMH FOPOAA, AOMKHOCTHBIX
UL AZIMHHUCTPALMK ropoja.

Iloaroroska u odopmieHie
NpaBull, NONOXKEHUH, MOPALKOB, HHCTPYKLKHI

91. IlpaBuna — npaBoBOH JOKYMEHT, YCTaHaBIWBAIOLIMI TPaBOBbIE HOPMBI,
TpeboBanus, obs3atenshbie ans ucronHenus (Mpasuna 6naroycrpoiictea; IMpasuna
BHYTPEHHETr0 TPYJOBOI0 pacrnopsaka).

92. ITonoxeHnue — NpaBoBOH NOKYMEHT, B KOTOPOM YCTaHABIMBAIOTCS CUCTEMHO
CBA3aHHbIE MeXAy coboil npasuna Mo BoOMpocaM, OTHECEHHBIM K KOMMETEHLHH
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AZMUHHCTpalMH ropofa (MoJoKeHHe, cofepxkallee oblueobs3aTenbHble NpaBHaa
H NOPsSJOK AeACTBU, MON0KEHHE O CTPYKTYPHOM NOApa3fiesieHH AIAMHHUCTPALUH
ropoja, IMOJIOXKEHHE O TMOCTOSAHHO JAeHCTBYIOLEH KOMMCCHH, [10JI0KEHHE,
onpezensioliee OCHOBHBIE NPUHUNIBI OPraHU3alKy paboThl).

93. Ilopsnox — npaBoBOH NOKYMEHT, YCTaHaBNMBAIOLM MPOLECCYANbHYIO
MoCAeA0BaTeNIbHOCTE AEHCTBUH M NTPaBUIa, MO KOTOPLIM 3TH AeHCTBHS COBEPILAIOTCS
(nopsinok B3aHMOAEHCTBHS CO CTPYKTYPHBIMH IIOAPA3JeNieHUSMH, COrlacOBaHHS
AOrOBOPOB, NPEMHPOBaHHs, MOOUIpEHHA pabOTHHKOB, TNPOBENEHHS KOHKYpca M
ApYTHe BHABI).

94. UncTpykuus — npaBoBOH JOKYMEHT, B KOTOPOM W3/araetcs Mopsaock
OCYIUECTBIEHUA KaKOH-THOO AEATeNLHOCTH WIH MOPAAOK NpPUMEHEHHSs MOA0KEeHUH
3aKOHOMATENBHBIX, HOPMATHBHbLIX NPABOBBIX H HHBIX NPABOBBIX aKTOB.

95. llonoxeuus, npasuna, MNOPSAAKH, HHCTPYKUMM M ApYTHe [paBoBble
JOKYMEHTbI ~ YTBEPKIAAIOTCA B  YCTAaHOBJIEHHOM HOpSAAKE B COOTBETCTBUM
¢ INonoxeHreM 0 NpaBOBbLIX aKTax, MPHHUMaeMbIX (H34aBaeMbix) B AMHHHCTPALMH
ropona YenaGuHcka.

96. Ilpy moaroTroBke NpoexTa MpaBOBOro akTa 06 YTBEPIKACHUM MOJNOMKEHHS,
NpaBujl, TMNOpAAKA, MHCTPYKUWM npuMeHseTcd OnaHK [paBoBOro  axra
COOTBETCTBYIOILETO BUJAA. TeKCT M3naraeTcs OT TPETEro JHMUA eJHHCTBEHHOr0 UIH
MHOXECTBEHHOTO YHCJla.

HaumenoBanue (3arooBok) K TEKCTY MOJNONKEHUsA, MpaBWi, NOPAAKA,
MHCTPYKUMH OTBeuaeT Ha BOMpoc «O uem?». TekcT MOXeT AENUTHCH HA pa3nenbi,
rnaBbl, MYHKTbl W NMOANYHKTHL. Pa3fensl HyMepyloTcs pUMCKUMH UM(PAMH H UMEIOT
HAaUMEHOBaHHMsA, TNaBbl — apabckumu uudpaMH H TakkKe HMEIOT HAUMEHOBAHHS.
[lyHkTe! B mpefenax BCEro TeKCTa HMEIOT CKBO3HYIO HyMepauuio apabckumu
uUdpamMu, uX OQOPMIEHHE OCYIUECTBIAETCA B COOTBETCTBHM ¢ TpeOGOBaHHMAMH
HacTosied MHCTpyKUKK, NpenbsBiseMbIMH K OQOPMIIEHHIO TMPOEKTOB NPABOBBIX
aKTOB.

CTpykTypa TekcTa MONOMEHHN O  CTPYKTYPHOM  NOApa3sjefeHHH
AIMHHHCTpPALMK TOPOJAA, KaK NPaBKiI0, COCTOUT U3 CIEAYIOLIMX Pa3/iesoB:

[. Obwume nonoxeHus.
ll. 3agauu.

. dyHKLMN.

IV. MNpa.a.

V. PykoBopcTBo.

V|. BsaumoOTHOLIEHUA.
VII. OTBeTcTBEHHOCTD.

[Monoxxenve, npaBuna, NOPSAOK, HHCTPYKHMIO B BHIE NPHUIOKEHHS
20 YTBEPXKAECHHS NpPaBOBLIM aKTOM, Kak NpaBHao0, NMOAMKUCHIBAET 3aMECTHTENb | NaBbl
ropoza B paMKax KOMIETEHLHH.

97. CTpykTypa nNONOXEHHS O CTPYKTYPHOM [OApasieneHHd B COCTaBe
oTpacneBoro (GyHKUMOHANIBHOr0) MO0 TEpPUTOPHANEHOro oprada AIMHHHCTPAaLHH
ropoJa COCTOWT H3 pa3feNioB, MPUBENECHHDLIX B MyHKTe 96 HacToAweii MHCTpyKLUMH.
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[lonoxeHne o CTPYKTYpHOM MNoOApa3feNieHMH B COCTaBe OTPACIEBOro
(byHkuvoHaNbHOrO) JIMGO TEPPUTOPHANBHOTO OpraHa AJMHHMCTPaLUMH ropoja
otopmisieTcs Ha OnaHke oTpacieBoro (GyHKUHOHANBLHOrO) NGO TEPPUTOPHATBHOIO
opraHa AIMMHHCTDALIUY FOpOJa, YyTBEPKAAETCSH PYKOBOANTENIEM COOTBETCTBYIOLLEro
oTpacneBoro (PyHKIHOHaIBHOTO) NGO TEPPUTOPUANIBHOTO OpraHa A IMHUHHCTPALUK
ropona, TMOAMHUCHLIBAETCS  HEMOCPEACTBEHHBIM  HAYAJLHHKOM  CTPYKTYPHOrO
rnojpasieNieHust B COCTAaBE OTPACNEBOro ((PyHKLHOHANBHOTO) THGO TEPPUTOPHAILHOIO
oprada AJMHHHCTpaLUH ropoaa.

98. CTpyKTypa N0KHOCTHOH HHCTPYKUMH paboTHUKA AAMMHMCTPALIWY ropoaa
BKJIIOHYAET CIIeAYIOLLHE pa3aebl:

I. O6wwne nonoxeHus.

II. KsanudunkaunoHHble TpebosaHus.
I11. [lomkHoCTHble 06A3aHHOCTMK.

IV. lNpaea.

V. BaanmooTHoLLEHUS.

VI. OTBEeTCTBEHHOCTb.

JomxHOCTHas ~ MHCTpyKuusi  paspabareiBaeTcs  © NOINKHChIBAETCA
pyKoBOAMTENIEM CTPYKTYPHOTO rnoApasjeneHus AIMHHHMCTpaunu ropoza Jubo
3amectuteneM [ asel ropoaa, B NoA4HHEHHH KOTOPOro HAXOAWTCA COOTBETCTBYIOLIEE
CTPYKTYpHOE TNOApa3jieleHHe — B OTHOLIEHHMH pPYKOBOAUTENEHl CTPYKTYPHBIX
noppazieneHduids  AJMHMHHCTpaUMH  rOpoja, YTBEPXKAAeTCA  NpeacTaBHTeNeM
HaHuMaTesns (paboToaarenem).

IToarotoska 1 oopMmieHue pelLeHni

99. Peluienne — npaBoBofi  NOKyMEHT, MNpPHHHMAaeMblii, KaK MNpaBuIo,
B KOJJIErHaJIbHOM MOpsiKe B LelfAX paspellieHHs BONPOCOB JeATENBHOCTH
AJZIMHHHCTpauMH ropoja.

100. Pewenue A0mKHO HMETH cledylollie oOsf3aTeNbHbIe PEKBU3UTHI
HaUMeHOBaHMEe opraHa NM0O KOANErHanbHOro opraHa (ecnu pellieHHe H3AaeTcs
COBMECTHO HECKONbKHMH OpraHamid, TO YKa3bIBalOTCS HAHMMEHOBAaHHS KaKIoro
OpraHa); HaHMEHOBaHHe BHAA JOKYMeHTa; rpadyy Ans NpOCTaBieHMs AaThl M HOMepa
pelIeHHA; MECTO M3[aHHA; HAMMEHOBaHHE NOKyMeHTa (3aronoBOK K TEKCTY), TEKCT
pellueHHs; NOANHCH; BU3bl; MPHIIOKEHH (NIPH UX HATHUYKHK).

101. TexcT pelueHHs, KaK IIpaBHO, AOMKEH COCTOATh W3 JBYX YacTeii:
KOHCTaTHPYIOLLEH H pacrnopsaAnTeNnbHOH (peKkoMeHaaTebHoiH).

B xoHcTaTupyloeil 4yacTi M3NaraloTcs COCTOSHUE BONPOCA, LEH, 3a1a4H, Ha
KOTOpBIE HAMNpaBlieHO JaHHOE peuleHHe, EcnH ocHOBaHWEM K NPUHATHIO pelieHHs
ABJISICTCA TPaBOBOM aKT oOpraHa rocyAapcTBEHHOH BIAacTH, OpraHa MeECTHOro
CaMOYIpaBleHUA, TO B KOHCTaTHPYIOLLEH YacTH YKa3bIBAaeTCd HaMMeHOBaHHE BHJIA
JMOKyMeHTa, JaTa, HOMEp M 3arojloBOK 3Toro fokymeHTta. KoHcTaTHpyiolas 4acte
MOXET OTCYTCTBOBATh, €C/IH NPENIMChIBAEMbIE PELLEHHEM AeHCTBHS HE HYKJAIOTCH B
pa3bACHEHHUH.
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PacrniopsautensHas 4acTh DOJDKHA COAEPXKATb NepeueHb MEpONpHATHI HIH
NeHCTBUH, NMPEANUCHIBAEMBbIX PELUEHHH, HX HCNONHMTeNed M CPOKH HCIOAHEHHS.
PacnopsanTenbHas 4acte pelIeHHs HM3NaraeTci B MOBEJIMTENBHOW  (hopMe.
Ona nomkHa HauMHATLCA C HAaMMEHOBAHWA OpraHa, NPUHMMAIOILEro pelleHue,
¢ nocaeayromum cinosoM PEIIAET, xotopoe pacnonararot Ha OTHeNBHOI CTPOKe no
LIEHTPY H 0OPMIIAIOT MPONHCHLIMH OykBamu Ge3 KaBhIYeK.

PacriopsanTensHas 4acTh MOXET JAENHUTbCS HA MYHKThl, €CAH pelleHHe
NpeNnuChiBAaeT HECKONbKO pasiiMYHBIX MO XapakTtepy JeiictBuit. [eiicTBusa
OJIHOPOJHOrO XapaKTepa MOT'YT ObITh NepeyncieHbl B OAHOM nyHKTe. Kawabiii nyHkT
AOMKEH HA4YHHAThCA C YKa3aHWs WCIONHHUTENS W KOHKPETHOTO AeicTBuA,
BbIPAKEHHOTO TINArofioM B HeonpeaeneHHod ¢(opMe, Hampumep: «obecrneunTby,
«PEKOMEHI0BaThy.

102. B kauecTBe HcnosHuTeNedl MOTyT OblTh yKa3aHbl OpraHM3aLHH WM
CTPYKTYpHbIE Mojpa3felNeHuss AIMUHUCTpaUUK ropoja. JIomKHOCTHOE NTULO MOXET
ObITh YKa3aHO B KauecTBE WMCMOJNHWUTENS TONBKO B TOM Cliyyae, €C/H HUCMOJHEHUE
JEUCTBH NMOPyYaeTcss KOHKPETHOMY JIHLLY.

OdopmneHne NPOTOKOIOB COBEILAHHIH

103. Ha coBewanusx, 3acemaHusx  KOMHCCHH, pabGouux  rpynm,
KOOPAHHALMOHHBIX, JKCMEPTHBIX OpPraHoB (Janee — COBELIaHHA), NPOBOANMBIX
I'naBoii ropona, 3amectutensmu [naBbl ropoja, pyKOBOAHTENSIMHM CTPYKTYpPHbIX
nojapasaeneHui AAMUHHCTpPaLMHU ropojaa, BeAyTcsA NPOTOKOJbI.

INpoTokon — JOKyMEHT HHGOPMALIMOHHOTO XapaKTepa, NpeaHa3HaueHHbIH s
¢HKcalKn X042 PacCMOTPEHHSA BOMPOCOB M NPUHATHA PEIUEHHH B XO€ NMPOBEACHHS
COBELUAHHHA.

104. Tlporoxon odopmisercs Ha chneUHanbHOM OJlaHKE MPOTOKOJOB
MOCTOAHHO JEACTBYIOLLIMX KOMHUCCHH, 00LeM OaaHke AAMHHUCTPaLKMK FOPoa UK Ha
cTaHDapTHOM JHcte Oymard ¢opmara A4 npd  YCIOBHM HaHECEHMs BCEX
HEOOXOAWMBIX pEeKBHU3NUTOB ofwero OnaHka: HaMMEHOBAaHWS OPraHM3allMK,
HaMMEHOBaHHUsA BHIA NOKYMEHTa (MpOTOKON), HaThl, PErMCTPalMOHHOIO HOMepa.
IIpu 3TOM MOXET HCMONBL30BATLCA KaK YTIIOBOH BapHAHT pacnofiokeHHs peKBU3UTOB,
TaK U NPOAOJBHBIHA.

Haumenosanue nokymenta — cnoo [TPOTOKOIJI — neuaraetcs oT rpaHHLbI
BEPXHEro MoJis MPONHCHBIMH OykBamMu 0€3 KaBbIHeK H BLIPABHUBAETCS M0 LEHTPY.

Mlata npotokona odopmnsercs UHMPPOBLIM HIIH CIOBECHO-LIUGBPOBLIM CIIOCOGOM
M MevaTaeTcs HUXKE NPeablAyLLEero peKBU3UTa Yepe3 2 MeXCTPOUHBIX MHTEpPBAJla.

Texcr ocHoBHOHN 4acTH mpoTokona newaraercs yepes 1—1,5 MeXCTPOUHBIX
uuTepBana. Kaxaelii Bonpoc noBecTKH AHs coBellaHus (Janee — noBecTka JHA)
HyMmepyeTcs apabckoii uudpoi, dopMynupyeTcs B IPeASoKHOM Nalexe U oTBeyaeT
Ha Borpoc €O KoM?», «O yem?».

Ilognuce otTaensercs oT TekcTa 2-3 MEXCTPOYHBIMH  HHTepBajiamMu
M BKIKYAaCT HAMMEHOBaHHE JOMKHOCTH JIHLA, [peacenaTelbCTBYIOWEro
Ha COBELIAHHMHU, €r0 IMYHYIO OANHCh, PACIIH(POBKY MOLNHCH.
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105. Texct mpoTrokona COCTOWT W3 OBYX 4YacTeii: BBOAHON H OCHOBHOIL.
Bo BBOJIHOM YacTH 3aNONHAIOTCA CleAyIOUIe PEKBH3HTBI:

MNMpeaceparens (unu [peacenaTenbcTByOWMA)

Cekpetapb

MpucyrcTBoBaNY (CNUCOK NPUCYTCTBYIOIIKMX MM OTCBIIKA K npHjaraéMoMy
CITUCKY)

foBecTka AHA

Hoknagumky no KaxpaoMy NYHKTY NOBECTKU GHSA

106. OcHoBHasi 4acTh NMPOTOKOJA COCTOHT M3 pa3sfelioB, COOTBETCTBYIOLIHX
IYHKTaM NOBECTKH AHs. TeKCT Kaxa0ro paszena CTPOUTCS 10 CXeMeE:

CNYLANW:
BbICTYTANW:
PELWNIN: (MOCTAHOBWUNN:)

JTH ¢J10Ba MMLIYTCS, KaK NMPaBHJIO, NPONUCHBEIMH OYKBaMH, ¢ HOBOM CTPOKH,
nocje HHX CTABUTCA ABOETOUHE.

Co cnosa CJTYLWUAJIN nauunaercs paszgen mo KaxaoMy NYHKTY NOBECTKH JHS.
Ono nulieTcs Ha ONHOMN cTpoke BcieA 3a Ludpoil, obo3HavuaoLWel NOpAAKOBBIH
HOMeEp Bompoca.

Humxe ¢ kpacHoif cTpoxu nuiuyTcd ¢aMHnus M WHHLIMANBl HOKIaguHKa
(conoxnanyuka), a uyepes THpe — KPaTKOe CONECPIKAHHE TEKCTa BLICTYIUIEHHS, HIH
aenaetca 3anuch «Joknax (BRICTYMEHHME) npuiiaraeTcs». 3ateM IMepeyUCHIsIOTCS
(paMHNUK BBICTYNUBLUKX NPU 00CYHAESHUM.

Texct npuHATOro Ha 3acefaHHM (COBELUAHHM) pelUeHUs odopMisercs
aHalloTH4YHO DPAcNOpANYTENIbHOH 4YacTH paclopsyEHUs M [IeYaTaeTcs IMOMHOCTEIO.
B pelueHny ykasblBaeTcsl JO/KHOCTHOE JIMLIO, H2 KOTOpOe BO3JlaraeTcs KOHTPOJIb
3a HCMOJIHEHUEM.

Ecnu He TpebyloTcs nojpoOHOCTH XoJa 0OCYXAeHMS BOMPOCOB, BENETCA
KpaTKHi TPOTOKOJA, B KOTOPOM YKAa3sblBAIOTCA TONBKO PacCMOTpPEHHBIE BOIPOCHI,
(hamMunuK yuyacTBYIOIMX B OOCYXJEHHH JIUI W NPHHATHIE pelleHHs. B npoTokone
o0s3aTeNbHO YKa3blBaeTcd ocoboe MHEeHHe BBICTYMAaBIUWX, €CIH TaKOBOE HMENO
MECTO.

107. IlpoTokona noAnuceiBaeTCd MNpeAceNaTeNbCTBYIOIIMM Ha COBELIaHHH
u cekperapeM. JlaToi mpoTokona siBAsercs Jara copeliaHud. K npoTokony
NpHJIAaraloTcs CNpaBKH, JOKNabl, PEISHHS, 3aTparusaloliye TeMy odcyxaeHus.

108. IlpoToxonbl coBewaHuil B TedeHHe ABYX pabouux AHell odbopMisioTcs
pedepenTypamMy UIH pabOTHHKAMH CTPYKTYPHBIX MoapasfeneHuit AIMUHHCTPALKH
ropoja,  OCYLIECTBISIOIIMX  OpraHU3alyOHHYIO  TOATOTOBKY  YKa3aHHBIX
MEPOTIPHSATHH.

[lpoTokonam mpucBauBalOTCs NOPSIAKOBbIE HOMEpa B Mperenax KajleHAapHoro
roga. Konuu npotokonoB npu HeoOXOAHMOCTH pPacChINAOTCA 3aHHTEPECOBAHHBIM
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OpraHM3alMAM U  JO/DKHOCTHBIM JHuaM. [IpuHsTBIE pELUEHHS IOBOASTCS
JI0 UCHOJIHUTe el B BHAE BEINHCOK H3 IIPOTOKOMOB.

109. OpuruHanisl NpOTOKOJIOB coBelaHui y ['nasel ropoia v xXypHan yuyera
coBelllaHuii XpaHsTcs B pedepeHType ['naBel ropozma. IIpoTokonsl cosellaHKi
y AOMKHOCTHBIX JHI AJMHHHCTPAaLHH TOpoja PpEruCTPHUpPYIOTCA H XpaHATcs
B COOTBETCTBYIOILUX pedepeHTypax.

110. TIpuHATHIE HA COBEILAHUSX PELICHUS KOHTPOIHPYIOTCA pedepeHTypaMu
[nasbi ropona, 3amectutenedl I'naBbl ropoja MM PYKOBOAMTEINSIMH CTPYKTYPHBIX
noapasaeneHuii AIMHUHHCTPALMU ropoJa B COOTBETCTBHH C [OPYyUYSHHUAMHY.

CnyxebHas nepenucka

111. CnyxebHas mepericka — pasuyHble BUAB OOHLUHATBHEIX TOKYMEHTOB
uHPOPMALMOHHO-CIIPABOYHOTO  XapaKTepa,  HCMOJb3yeMbIX st oOMeHa
HHpopMaLHei B MAEATEIBHOCTH OPraHOB TIOCYJApCTBEHHOH BJACTH, OPraHoB
MECTHOrO CamMoyIpaBiieHH s, Opranu3alnyii 1 rpaxaaH.

112. Bunel fenoBod Nepenyuckd W MX HassaHua — JenoBoe (cmyxebHoe)
MHChMO, TeJlerpamMma, Tenekc, Gakcorpamma (daxc), TenedoHorpamma, 3NeKTPOHHOE
cooblieH e — Pa3HYaloTCsl B 3aBHCHMOCTH OT criocofa nepeaayy HHGOopMauuH.

Henosoe (crnyxebHoe) MHCEMO — HOKYMEHT HH(QOPMaLMOHHO-CIPaBOYHOrO
XapaxTepa, HalpaBigeMbIH OpPraHOM rocylapCTBEHHOH BNAacTH, OpraHOM MECTHOrO
caMOyTpaBleHus, OpraHu3aliel, JOMKHOCTHBIM JHMLOM ajpecatry (oprasy
rocyapcTBEHHOH BIAcTH, OpraHy MECTHOTO CaMOYNpaBleHMs, OpraHHM3aluH HiH
JIMLY) MO MOYTOBOM CBSI3H.

Tenerpamma —  JOKyMeHT HMH(OPMALHMOHHO-CIIPABOYHOIO  XapakTepa,
HampaBJisieMBlii afipecaty 110 TenerpadHoii ceTd oGLLEro 1oNb30BaHus.

Tenexc (Teneraiimorpamma) — TejerpaMmMa, nepeiapaeMast Mo abOHEHTCKO#
TenerpadpHoii (TenekcHoiH) ceTH.

dakcorpamMMa (akc) — momydaeMas Ha OyMaXHOM HOCHTeNe KOMUA
NOKYMEHTA, NepeJaHHOro Mo KaHalaM GaKkCUMHIBHON CBA3H.

Tenedororpamma — JOKYMEHT WH(OPMALIOHHOTO XapaKTepa, NlepeaBaeMblii
1 T10J1y4aeMslil 1o TeneGOHHOH CBA3H.

DieKTPOHHOE MUCEMO (ANEKTpOHHOE cooblueHue) — HHpOpMaLs, NepefaHHas
WNY TONydeHHas ToNp30BaTeNeM HH(HOPMAIHOHHO-Te/IEKOMMYHHKALMOHHOH CETH.

OnexTpoHHBIH  JOKyMEHT  —  JOKYMEHTHPOBAaHHas HHdOopMaLHs,
NpeAcTaBieHHas B DJEKTPOHHOH ¢opMe, TO ecTh B BHIE, MNPHTOAHOM AN
BOCIPHATHS 4€JIOBEKOM C KCIONB30BaHHEM 3JIEKTPOHHBIX BBIMUCIHUTENBHBIX MALIHH,
a TaKKe [ Mepefayd rno HHGOPMALHOHHO-TENIEKOMMYHUKALHOHHBIM CETAM HIH
00paboTKH B HH(POPMaLHOHHBIX CHCTEMAX.

113. B pestensHocTH AIMHMHHCTpallMM ropoja Hanbonee paclpoCTpaHEeHb
cinyxeOHbIe nuchMa.

CnyxeGHbIe NTHCEMa FOTOBATCS B BHJE:

1) uHpopManKoHHEIX nHceM [maBbl ropoja, 3amecTHTened I'nasbl roposa,
PYKOBOAIMTENIeH CTPYKTYPHBIX NOApa3zie/eHni AAMHHHCTpaLiK ropoaa;

2) COnpOBOANUTENBHBIX ITHCEM;
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3) OTBETOB Ha 3anpockl, oOpallieHHs rpaxiaH, o0beAMHEHHH rpaxiaH, B TOM
qHcnie I0pHAMYECKHX JIUL (Haee — oDpallieHus rpaxiaH),

4) rapaHTUHHBIX nHceM (HanpuMep, 0 NepeBojie paboTHHKA);

5) HHULHATHBHEIX ITHCEM.

Cnyxe6GHoe NHCEMO, Kak MpaBHJIO, COCTOMT M3 CIIEAYIOLIMX JIOTHYECKHX
3NIeMeHTOB: BBeJeHMs (YKa3bIBalOTCS IIPUYKHBEIL, B CBA3M C KOTOPBIMH TOTOBHTCS
nuceMo);  noBonoB  (mpuBoidTcA  (aKThl,  pa3BACHEHHS M coofLleHud,
COTIPOBOYKAAeMble pacyeTaMH M CCHIIKaMH); 3aKmioueHus ((popMynupyeTcs OCHOBHAs
LeNb THCHMa).

B 3aBUCHMOCTH OT Ha3HAYEHHSA MHCbMa, OT TOr0, HA YEM €ro aBTOP XO4eT
CKOHLIEHTPMPOBATh BHUMaHHUE TOMy4aTeNs MTHChbMa, MOTYT MCHONE30BATLCS U APYrHe
CXEMBI COCTAB/IEHHS TEKCTA, B KOTOPBIX KaKoH-IH00 U3 NepeuHC/IeHHBIX JTOIMHYeCKHX
3/1eMEHTOB MOJXET OTCYTCTBOBATh WJIM NOPAAOK HX PAacrofiOKEeHHA MOXET ObiTh
apyruM. TekcT mHcbMa MNpeanojaraeT HEHTpajibHBIH TOH, ACHOCTb, TOYHOCT,
NTAKOHUYHOCTD M3JOXKEHH.

TIpocToe NHCBEMO MOXKET COCTOATh M3 OAHOH 4acTH — 3TO Inpockba
Ge3 nosicHeHUs1, HanoMuHaHHe Oe3 npeaMGynbl, coobieHne 6e3 060CHOBaHHUS.

[T1cbMO MOXeT cofiepxath obpallieH’e K ajpecaTy, HalpuMep:

«YBaxaembli Ceprei MeTposuyl»
«MocnoavH Measepes!»
«YBaxaemble konneru!»

ITepen Texctom nucbMa, 0GHOPMIECHHOTO Ha GnaHKe MM AucTax (opmata A4,
B IeBOM BepXHeM yrny (HuKe MONS AN NPOCTABNECHHsS PEKBM3MTOB) YKa3bIBAETCS
KpaTkoe COJepXaHue BOMpoca (3arofioBOK), H3NOKEHHOE, KaK MpaBHJIO, OIHOH
dpasoit. K nuceMam, opopMiaseMbM Ha JHCTe (opmara A5, 3aroloBOK MOXET
He yKa3blBaThbCA.

114. Ha nuceMe yka3plBaeTcsi TO4HOE HAHMEHOBAHME a[pecaTa U ero MOoNHbIA
nioutoBbiii agpec. ITouToBEIHl aapec HE YKasbIBaeTCAd Ha NMHCBMaX, HaMpPaBlIsieMbiX
B OpraHsl rOCyHapCTBeHHOW BAAacTH, OpraHbl MECTHOrO  CaMOYIIpaBJieHHS,
CTPYKTYpHBIE NIoApa3aeneHia AIMUHUCTPALMH TOpoJa.

Ecnu cnyxeGHoe NMHUCHMO aApecyeTcs JHUY, UMEIolleMy YYEHOE 3BaHHE HIH
YUYEHYIO CTETNEHb, MOXKET YKa3bIBaTbCS COOTBETCTBYIOUIMI CTAaTyC afpecara.

Ecny NMUCEMO SBIAETCA OTBETHBIM, TO HIDKE HaThl M MHAEKCA (MCXOMALIEro
HoMepa) 063aTeNIbHO yKa3blBAlOTCs HOMEp M JaTa JOKYMEHTa, Ha KOTOpEIi AaeTcs
OTBET.

Ecnu muchMo HanpasifeTcs B AOMOJHEHHE K paHee MOCIaHHOMY JK3EMIVIAPY,
TO cliellyeT yKa3zaTb HOMep H JaTy mpeAblayHiero nicbMa.

Eci NHCEMO HMEEeT MpHIOKEHHS, Ha3BaHHBIE B TEKCTe, TO OTMETKA
0 HAIMYUHK NpHIoKeHHH OQOPMIIAETCS B ClleYIOLIEM NOpAIKE:

MNpunoxeHve: Ha n s 3K3.
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TekcT mHcbMa MOMET H3JIaraThCsl OT TPETHEro JHLA €AHMHCTBEHHOIO 4YHMCIa,
HarpUMeEp:

AaMUHUCTpaLmsa ropopa coobuyaer ...
YnpaesneHue paccMmoTpeno Bawe npeanoxexune ...

Ecnu nuceMo odopmineno Ha OnaHKe AOMKHOCTHOTO JIMLA, TO €ro TEKCT
u3naraercs, KaK MpaBHJIO, OT MEpBOro NKila €IWHCTBEHHOIrO 4MCja, HampHMmep:
«Mpouwly...», «Hanpaensaw... ».

115. CnyxeGHBle mNHCbMa, aApPECOBAHHBIE B OpPraHel [OCYHAPCTBEHHON
BNACTH, OpPraHbl MECTHOTO CaMOyIpaBlieHHs, MOANMMCEIBatoTcs [naBoi ropoaa nnb0
WHBIM YTIOJTHOMOYEHHBIM HM JODKHOCTHEBIM JIHLIOM.

INpunoxeHus K nMCbMaM MOANHCHIBAIOTCA OTBETCTBEHHBIMH 32 HX NIOATOTOBKY
JOJDKHOCTHBIMY JIMLIAMH.

116. TlpoekT mHchbMa ¢ BH30i PYKOBOAMTENS CTPYKTYPHOTO TOApa3feNeHHs
AIMHMHHCTpallMd ropojia — aBTopa HOKYMEHTa NpeACTaB/seTcs Ha MOAMHCh Inase
ropona, 3aMeCcTHTENsM [JaBel ropoja uepe3 COOTBETCTBYIOLIME peepeHTypEl,
KOTOpBIE MpPOBEPAIOT MPAaBHNBHOCTE ITIOATOTOBKH H OQOpMIIEHHS AOKYMEHTa
B cOOTBeTCTBUM C TpebosaHuaMmH Hacrosweil HMuctpyknuu. Ilucema nocne
TI0ANHCaHus NepefaoTcss B OTHAeN ciyxebHOro AoXKymMeHTooOopoTa YrpaBieHHs
rno paGore ¢ oOpalleHHIMH sl PErMCTPaLMH K OTIIPaBKH afgpecaraMm.

117. TlpoekT muchbMa ¢ OAHHM aJpecaroM MpPeACTaBIsAeTCs Ha OTMPaBKy
B TpeX 3K3eMILspax, NepBblii M3 KOTOpHIX Hanpasisercs aipecary, BTODOH
(co Bceml BH3aMHM) OCTaeTcs B CTPYKTYPHOM IIOApasieneHud AJMHHUCTPALMH
ropona, MOATOTOBMBLUEM IIMCbMO, TPETHH OCTaeTcs IO MECTy perucTpauuy
M OTIIPABKH [THCHEMA.

Ecni mNMCbMO HampaBiseTcs N0 CIUCKY pacchilkd  (Gonee deThipex
afipecaToB), TO MOAMNMCHIBAETCS NHLIb ONHH 3K3EMIVIAP AOKYMEHTa, KOTOPEIH 3aTeM
TUPDKUPYETCs B KONHYECTBE, HEOOXOAMMOM J1s1 PACCBUTKH.

V. Opranuzatigs J0KyMeHToo60poTa H HCIIONHEHHS JOKYMEHTOB
OpraHu3auus A0KyMeHToo60opoTa

118. JIBvkeHHe JOKYMEHTOB B AJMMHHMCTpalMH ropoga c MOMEHTa
MX CO3AAHHA HIIM NOJYYeHHs [0 3aBeplUeHHs] HCTIONHEHHs WM OTNpaBKH ofpasyer
JNOKyMeHT000O0pOT.

DNeKTPOHHBIH JOKYMEHTOOOOPOT — JOKyMeHTOOOOpOoT ¢ NpHMEHEeHHEM
nHdopMaUHOHHOH cucTeMsl, ofecneunatouleli c60p AOKyMEHTOB (BKIOUCHHE
JOKYMEHTOB B CHUCTEMY 3JEKTPOHHOTO JOKyMeHTooGopora — panee COJ),
HX 00paboTKy, ynpasneHue JOKyMEHTaMH U AOCTYM K HUM.

OpraHmaunﬂ JOCTaBKH NOKYMEHTOB

119. JloctaBKka AOKYMEHTOB B AJMHHMUCTPALIMIO FOPOAa OCYILECTBIACTCH
CPeACTBaMH MIOUTOBOH CBSA3H, PenbIberepckoi CBA3H U 3E€KTPOCBA3L.
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CpencreaMH NOYTOBOHM MIM (QenpAberepckoil CBA3d B AJMHHUCTpPaLMIO
ropoja AOCTaBIsETCd KOPPECNMOHAEHLHS B BHIE IIHCEM, I[IOYTOBBIX KapTOYEK,
Ganpgeposiei W MeJNKHX MakeToB, a Takke rfedaTHele H3AaHua. [lo kaHanam
3JEKTPOCBA3H MOCTYHAlOT: TelerpaMmbl  (Teneraiimorpammsl), (akcorpammsl,
TeNe(pOHOTPAMMBI, JNEKTPOHHEIE JOKYMEHTH.

[1puem u nepBuyHas o6paboTka NMocTynarIMX JOKYMEHTOB

120. Ilpuem W nepBuuHas o6paboTka MOCTyHalOIMX B AJAMHHHCTPaIMIO
ropoa [JOKyMEHTOB OCyLUecTBisieTcs paboTHHKaMH cekTopa Mo pabore
C KoppecnoHAeHLMel, ecld HHOH MOpPAROK HE YCTAHOBIEH MYyHULMIIANbHBEIMH
NpaBoBbIMH akTaMu ropoja Yensbuncka.

121. Ilpuem u nepBu4Has o6paboTka NJOKYMEHTOB NPelyCMAaTPHBAET:

1) npoBepky mNpaBUJBHOCTH aAPECOBaHHS, [OCTABKH H KOMIIEKTHOCTH
JOKYMEHTOB (33 HCKJIIOUeHHEM KOHBEPTOB € MOMETKOH «JInuHO»);

2) COpTHPOBKY JOKYMEHTOB Ha MOAJIEKAIUE i HEe NoAexallye peruCTpaLKH;

3) BblAeNieHHE ACKYMEHTOB:

— aapecoBaHHEIX [ 1aBe ropona, 3aMecTHTeNAM [ naBel ropoaa;

~ a/IpeCcOBaHHEIX B CTPYKTYpPHBIE [TOApa3feneHus AIMUHHCTPAU rOpoAa,;

— ofpalleHul rpaxiaH;

— UHBIX JOKYMEHTOB.

122. TIpn BCKpBITUM KOHBEPTOB [IPOBEPAETCS HalNM4YHMe JOKYMEHTOB,
YKa3aHHBIX B HUX NPHIOXKEHMH, a TaKKe HaJM4Me YAOCTOBEPSIOIMX PEKBHU3UTOB
(noamuck, Nevyath U ApyTHE).

B caydae oOHapyXeHHA HEKOMIUIEKTHOCTH JOKyMEHTOB, OTCYTCTBHS
JNOKYMEHTOB MM TPHIOKEHHH K HUM, KOHBEPThI ¢ NOKYMEHTaMH BO3BpalllaloTCA
oTnpaBuTeNto. B 3TOM ciydae cocTaBifAETCs akT B ABYX 3K3eMIUIApax C yKasaHMEM
NpYuMH Bo3Bpara (MepBbll 3K3EMIULIP aKTa OCTaeTcs B CeKTope Mo paCore
C KOppecnoHAeHluel, BTOpoil mnpHoOIaeTcs K MOCTYNHBIUEMY MJOKYMEHTY H
HanpasiseTcs OTIpaBHTeN0 AoKyMmeHTa). [Ipy oTCyTCTBHM Ha NOKYMEHTE ajpeca
OTHpaBHTENs KOHBEPT NPUIAraeTCs K JOKYMEHTY.

Owub0o4HO AOCTaBJEHHBIE NOKYMEHTHl MEPECHINAIOTCA 10 MPHHANIEKHOCTH
MJIH BO3BPAlLalOTCA OTIPABUTENIO.

KoppecnoHfieHUHUs ¢ yKa3aHHeM Ha KOHBepTe (ynakoBke) rpuga orpaHuyeHns
poctyma k  jgokymeHTy  («KowdupaeHuwaneHo», «[na  cnyxe6Horo
NONb3CBAHUAY) nepefaeTcs Al yueTa B paboThl B COOTBETCTBYIOIINE CTPYKTYPHbIE
nonpaszieneHus AIMHMHHCTpaUHM roposa, a ¢ nomeTkod «JINYHO» mnepenaetcs
agpecaraM 0e3 BCKpHITHS KOHBEPTOB.

JlokymeHTBl, moctynuBmue ¢ orMerkamu «CpouHo», «OnepatusHOR,
TepealoTcsl Ha PErHCTPALHIO HE3aMEJNIMTENBLHO B AEHb MOCTYIUICHHS C yKa3aHHEM
J1aThl 3TOrO AHS U BpeMeHH NOCTYIIEHHS.
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Perucrtpauys 1 nopanok pacCMOTPEHHS
MOCTYNAKLLNX AOKYMEHTOB

123. Bes  noctynamowias B AJIMMHUCTpaUMIO ropoja JAOKYMeHTalus
(Bxoasias), Tpebylollas yueta, MCIIOJIHEHHs H HCTIONB30BaHKs B CNIPAaBOYHBIX LIENSX,
AOMJIENUT pEerucTpally, €cK HHOHW MOPARAOK He YCTAHOBIIEH MYHHLHUMaJbHLIMH
npaBoBbIMH aKTaMH ropoaa YensduHcka.

B AIMUHUCTpalliM ropoja MpHMeHseTcs cMellaHHas (opma opraHusaluy
JIeNoNpoOU3BOACTRA:

1)  nmokyMmeHTauus, aapecoBaHHas B AjMHHUCTpauuto ropoja (['nase
ropoja, 3aMectuTensM [naBbl ropona), oOpabaTbiBaeTcsi, PperncTpupyercs
M YUMTHIBAETCA B OTHene cayxeOHoro nokymMeHToobopoTra YmpasineHus no paborte
c ofpaleHnsMy, 32 UCKIIOYEHUEM JOKYMEHTauud (3anpochl (3asBlEeHHA)
M TNpHJaraeMble JOKYMEHTHI) /Ui NpenocTaBAeHUss MyHHUMNanbHbIX yciyr. Takue
3anpocsl (3asBieHus) MOLAIOTCA, PErkcTPUpYIOTCA M YUWTBIBAIOTCS 1O MECTY
npeaocTaBieH|ss MyYHHUMNANBHOH yCIyri;

2)  [OOKyMeHTalus, agpecoBaHHas HEMOCPEACTBEHHO B CTPYKTYpHbIE
noapazfenedus AJMHHHCTpaLHH ropoaa, oOpabaTeiBaeTcs, perycTpupyercs
H YYMTBIBAETCA B COOTBETCTBYIOLUUX MOApa3eNeHus X AQMHHUCTPaLHK ropoaa;

3) ofOpaweHus rpaxiaad, oObeAUHEHWR rpaxiaH, HOPUAHYECKUX JHLL
(nanee — oOpaiieHuss rpaxnaH), AoJyeXallHe pPacCMOTPEHHMIO B COOTBETCTBHH
¢ DepepanbHbiM 3akoHOM 0T 02.05.2006 Ne 59-@3 «O nopspxe paccMOTpeHHs
obpamennit rpaxknad Poccufickoit  denepauuu», 3anpocsl  M0Jb30BaTenei
uHdopMaLueli, noanexallde paccMOTpPeHHIC B cooTBeTCTBUM ¢ dDeaepanbHbIM
sakoHOoM oT 09.02.2009 Ne 8-®3 «O6 obecneueHMu gocTyra K HHQOpMauUuu
0 HeATeNIbHOCTH roCyJapcTBEHHBIX OPraHOB W OPraHOB MECTHOIO CaMOYIPaBIEHUA»
obpabarsiBatoTcs M peructpupyrores yepes C3J1 B Ynpaenenun no pabote
¢ oOpaLleHHAMH.

124, He nomnexur wucnonHeHuo U He Tpebyer oTeera Bxoasulas
OOKyMEHTalus, MMeIoLas cleayrolinue MprU3HaKku:

1) Aamunuctpauus ropona (I'nmasa ropoma, 3aMectuTenu InaBel ropoja,
CTPYKTYpHbIE NoApasaeneHus AIMHHHCTPaLHH FOPO/a) yKazaHa BTOPbIM aipecaroM,
M JIOKYMEHT B agpecarte cofepHuT otMeTkH «Konusy», «[lns ceenenus»;

2) JOKYMEHT He COIEPKUT NOpYUEHHit, 3arpocoB O NPeJOCTABIIEHHH CBEJEHHH
¥ HanpaBngeTcs B LEeNSX HHOOPMHUPOBaHUS.

Takas poxymeHTauus oOpabaTbiBaeTcs, pervcTpHUpyeTcsi W YUHMTLIBAETCA
B MOpsAAKe, yKazaHHOM B moamyHktax |, 2 nyHkta 123 Hactosuwed MHcTpykuuu,
M HanpaejiseTcs IS CBEA€HWS B CTPYKTYpHOE MNoJpa3lieiecHHe B COOTBETCTBHM
C MOJHOMOYHMSAMHK., YKazaHHble JOKYMEHTbl pacCMaTpHUBAaIOTCA H HCIONMHANOTCH
opraHom (opraHuzauueii) HiK A0MKHOCTHBIM JHLIOM, YKa3aHHBIM B 8ApECaTe MNepBbIM
(OCHOBHBIM).

125. He noanexaT perucTpaulMd: CTaTHCTHYeckHe COOpPHHKH (CBeIEHHs),
MH(QOPMALIMOHHBIE MAaTEpHaJlbl, TPHCIAHHbIE Ui CBEACHHA, [IOBECTKH JHA
coBellaHWi, KHHMIH, Tra3eTbl, JypHanbl W HHblE MNEPUOJHMYECKHE M3AaHus,
no3apaBHTeNbHbIE [HCbMA, OTKPHITKH, TeJerpamMMbl, MpPHUTIACUTENbHbIE OWIETHI,
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rpadukH, pasHapsikH, yueOHble MiaHbl W MHAas AOKYMEHTALHS NO ONpeleNeHuIo
Ynpasnenus no pabote ¢ o6palleHHAMH,

126. B otpene cnyxe6Horo AoKyMeHTooGopoTa Ynpaenenus no paGote
C o0palleHHAMH NOCTYNAAs JOKYMEHTALHS PETrUCTPUpYETCS B EKTPOHHOI Dasze
JAHHBIX.

127. Ha kawnaeli BXomswwil NOKyMeHT B SNEKTPOHHOHN 0ase maHHbIX
3dBOJIUTCA 3/ICKTPOHHAA PErMCTPALMOHHAA KapTOUKa, a Ha MOCTYIHBILEM JOKYMEHTE
B MpaBOH HHIKHEH YacTH JIMLEBOH CTOPOHBI MepBoil  CTpaHMUBl JOKYMEHTA
MPOCTABNIACTCA PETrHCTPAUMOHHBIA  1UTaMN, B KOTOPOM yKa3blBAlOTCA JaTa
NOCTYM/ICHNA M PETHCTPALHOHHBIH (BXOASAILMI) HOMEP JOKYMEHTA.

Peructpaunonnelii (BXoasiwuii) Homep JOKYMEHTa BKJIIOYAET B ce0s: MHIEKC
Aena [0 HOMEHKIIATYpe [ief1, NOpANKOBLIl HOMED B 3TOM Jielle, NOC/eAHMe ABE LH(PLI
TEKYLUEro roaa, Mpu3HaK MOBTOPHOCTH.

PerucTpauoHHpli  HOMEp  BXOAAIIMX  JDOKYMEHTOB B CTPYKTYPHBIX
NOAPa3nENEHUAX AIMHUHHCTPALMH FOPOAA COCTOHT H3 MOPSAKOBOrO HOMepa, KOTOpbI
MOXHO JIONONHATE MHAEKCOM Jefla MO HOMEHKNATYpe JAeil WIH HHAEKCOM
AOIKHOCTHOTO JIMUA AIMHHHCTpAaUMH ropoAa, CTPYKTYPHOro noapasaeneHus
AJIMHHHCTpPaUMY ropoJa, NOCNeAHUE ABE LU TEKYLLero roja.

Peructpaunounslii Bxomswwmii HOoMep IOKYMEHTa SBASleTCH M HCXOAAILUM
HOMEPOM INPH PEriCTpaLKi OTBETA M0 HCTIONHEHHIO JJOKYMEHTA.

128. B 3/eKTPOHHYIO pErdHCTPaLHOHHYIO KapTO4yKy BHOCATCH CleAyloLline
CBEJICHHUS O TOKYMEHTE:!

1) nata perucrpauuu M perucTpaLOHHBIi HOMEp JIOKYMEHTa;

2) HaumeHOBaHMe OpraHu3alUHMHM (aBTOpa Wi KOppeCNoHEeHTa) — afAPECaHT;

3) appecar;

4) HaumeHOBaHMe BHJA JOKYMEHTA;

5) HMCXOAALUMI HOMEpP NOKYMEHTA;

6) HanMeHoBaHMe NMUGO aHHOTALMA JOKYMEHTA (3aronoBoK K TeKcTy);

7) DOMKHOCTb, GaMUIIHA U MHULMANB] THUA, MOAMHCABLIErO HOKYMEHT;

8) damunnus, UMsl, OTHECTBO PYKOBOAMTEA, KOTOpPOMY JOKYMEHT HanpasfieH
Ha pacCMOTpEHHE;

9) ykasaHHs N0 HCTIONHEHHIO NOKyMEHTA (PE30MIOLHA);

10) cpok ucnonHeHus JOKyMeHTa;

11) cBenenus o nepeaapecaluy 1OKyMeHTa;

12) KONM4ECTBO INCTOB OCHOBHOTO JOKYMEHTa;

13) KoNuUeCTBO NPUIOKEHHIA;

14) oB111ee KOAHMYECTBO IMCTOB NPUIIOXKEHHI;

15) nomxHocTh, hamMuiIKsa 1 MHMLHATLL HCHOTHHTENSL,

129. Tlo nokymeHTaM, HMEIOIUMM PpErHCTPALMOHHBLH HOMEp OTAena
ClyxeOHOro I0KyMeHToOGOpoTa VYmpaBneHus mo pabotre c¢ obpaweHusamu,
(PHUKCHPYIOTCA OTBETHI B JMEKTPOHHOM BHIe. OcCTaNbHbIE NpPOMEXKYTOUHBIE 3TArbI
paboThl € NOKYMEHTaMu MOAniexaT (HKCAUHH B CTPYKTYPHBIX TNOApasAeneHHsax
AIIMUHUCTPALMK ropojia, TMPH 3TOM COXpaHseTcs HOMEp, AaHHBIi NOKYMEHTY MNpH
NePBUYHOH perucTpaLmy.
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130. Koppecnosnenuus, agpecoBaHHas HeNmOCpeACTBEHHO B CTPYKTYPHble
noapasieneHns AAMMHHCTPALMK ropo/a, MepefaeTcs B yKa3aHHbIe noapasaeneHu1s
(packiajbIBaeTC MO CrELHANLHO OTBEAEHHBIM AYelikaMm B cexkTope mo pabote
C KoppecrionzeHuHei). KoppecnonaeHuus, aapecoBaHHas 3aMectuTtensM | naBbi
FOpoAia, HampasNAeTCA B COOTBETCTBYIOLUME pehepPeHTYpBI, [[e PerucTpUpyeTcs
B JNEKTPOHHOH Oase AaHHBIX M MepeflacTCs MO PeecTpaMm JOKYMEHTOB BXOAsLLE
KOppPeCTOHAeHLHH.

Obpainenns, 3anpockl rpax/an, agpecoBanHble ['NaBe ropoja, 3amecTuTeNnsM
I'maBel ropoma unu B AIMHUHMCTpauMio ropoja Ge3 ykazaHust KOHKPETHOTO
AOJ#HOCTHOrO JIMUA, HaNpaBAAOTCS B YnpapieHWe no paGoTe ¢ obpallleHHSMH.
AllpecoBaHHbIE PYKOBOIMTENAM CTPYKTYPHBIX MOApasaencHHil AJIMHHUCTpaLKH
ropoAa HanpaefsioTCs afpecaTaMm.

Ilpn  perucTpauuu  NOKYMEHTOB B  CTPYKTYPHBIX nogpasaeneHnax
AZMUMHHCTpaLUH FOPO/ia HCTIONB3YIOTCA HOMEpa A&/ B COOTBETCTBHH C YTBEPHKAEHHOK
HOMEHKNIaTypoH Aesl U MHJEeKCaLeli yKa3aHHBIX MoapasjeaeHHil.

131.  HoxymeHTsl, noctynuBiume 1o 15 yacos paboyero aus, PErCTpUpYIOTCA
B IHb NOCTYNJEHHUA, OCTYMHUBLUHE f0Che 15 yacoB paGodero nHs — Ha cheaylowuii
paGouuii NeHb, KpoMe NOKYMEHTOB, KOTOpBIE MOCTYIMIN C OTMETKOM «CpoyHO»,
«OnepatveHo». CpouHble JOKYMEHTHl  fepefaloTcs s paccmoTpeHus
AOMKHOCTHBIM JHIAM AJMWHUCTPAaLMH TOPOAA He3aMelJIUTENBHO Ha OyMaxKHOM
HOCHTEfeE.

132. Tlocne  perucTpauuud B 31€KTPOHHOM  BHIE JAOKYMEHTBI,
3apErUCTPUPOBAHHEIE B OTAENE CiyxebHOro mokymeHtoobopora VrpapneHus no
pabore ¢ ofpallieHUsMH B YCTAHOBJEHHOM MOpSAIKE, MepelaloTcs B pedepentypy
['maBbl ropoma nfis mNpeABApHTENBHOrO PpAacCMOTPEHHA B LENAX  BbLIENeHHS
JOKYMEHTOB, Tpebytolmx paccmotpenus [nasoii ropona.

3aperucTpHpoBaHHbIe B YCTAHOBNEHHOM MOPAIKE JOKYMEHTBI, HE Tpebytowue
paccMoTpenusa ['naBoit ropona, Hanpaensiotcs pedepentypoit I'maesl ropona
Ha pacCMOTpPEHHE 3aMeCTUTENSAIM [ naBbl ropoaa B COOTBETCTBHU € MX MOJIHOMOUYHAMHM
HJIH HEMOCPEACTBEHHO PYKOBOAMUTENAM CTPYKTYPHBIX noapasieneHui
AJIMHHHCTpalUK{H rOpoa, B KOMNETEHLHH KOTOPHIX HAXOMHTCS pelleHHe BOINPOCOB,
3aTPOHYTBIX B IOKYMEHTE.

OcHoBaHKeM A7ist IPHHATHS PELLEHHS B XO/I€ NPeBAPHTENBHOTO paccMoTpeHHS
JOKYMEHTa SBJIAETCS €ro CoAep)kaHue, a HE a[APECOBAHUE €ro COOTBETCTBYIOLLEMY
JAO/MKHOCTHOMY JIHLLY.

133. [okymenTel, moctynuBluHe B pedepeHTYpbl 3amecTuTeneii [ napbl
ropona, CTpyKTYpHbIE NOJpa3fieNieHus AAMHHHCTPALMM FOpoAd, PACCMATPHBAIOTCS
COOTBETCTBYIOIIMMH AQKHOCTHBIMM THUAMH B Npejenax uxX KOMIETeHLHH.

JIOKyMeHTbl pacCMaTpMBAIOTCA BBILEYKA3AHHBIME  PYKOBOAMTESMH, Kak
NpaBuyio, B J€Hb NOCTYIIEHHS, HO He Oosnee Tpex paGouux JHell co OHSA HX
perucTpauuu.

PaccMoTpenne nokymeHTa npeanonaraer 03HAKOMAEHME C colepKaH1eM
NOKYMEHTA, MOArOTOBKY PE30JIIOLHH, Nepenady COOTBETCTBYIOIIUM PYKOBOAMTENIM
CTPYKTYPHbIX MoApasjencHuii AIMHHUCTPalMKM TOPOAA IJIS NPHHSTHA pelleHus
N0 HCIONMHEHHUIO JOKYMEHT4,
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134. PesynbtaThl paccMOTpeHMS AOKYMEHTOB OTPAa)alOTCs B PE3ONIOLHSAX.
OtnenbHble JOKYMEHTBI MOTYT HMETh HECKONbKO pe3oMoLMit (OZHOro WM
HECKONIbKMX PYKOBOAMTENEH), B KOTOPBIX KOHKPETH3UPYETCS MOPSAOK MCIIOMHEHMS
JOKYMEHTA, CPOK UCNIOJIHEHHS H HUCTIONHUTENH.

135. Tlocne paccMOTpeHHS JOKYMEHTBI € Pe3oJIolMeii  pyKOBOAMTENS
HanpaeiAKTCA HEMOCPEACTBEHHBIM HUCIONHUTENSAM.

Ecnu ucnonHeHue 10KyMeHTa HOpyHeHO HECKONIBKHM JIMLIAM U B PE3ONIOLIMH He
yKa3aH OTBETCTBEHHbIH MCMONHHUTENL, OTBETCTBEHHBIM 3a MOATOTOBKY OTBETA
ABNAETCA NMUO, yKa3aHHOe B pE30JOUMH nepBbiM. [lOZNHMHHHUK JOKYMEHTa
HamMpapJseTC OTBETCTBEHHOMY HCMOJIHUTENIO, COMCMOJHUTENAM HANpaBIsioTCs
KOMHUH JOKYMEHTOB B OymamXHOM BHJE, €CJIH HET TEXHHYECKOH BO3MOXKHOCTH
nepesectH GyMaXKHbIA JOKYMEHT B 3/1eKTPOHHBIH. M3roToBieHre konuii J0KyMeHTOB
Ang  NOJDKHOCTHBIX JiHLL AJIMHHMCTpauMM ropoja oOcCyILECTBJseTcs B OTAeNe
ciyxeOHOro JHokymeHTooOOpoTa VYnpaeneHus no pabote ¢ obpalueHHaMH,
PYKOBOJIUTENAM CTPYKTYPHBIX MOApasieieHui AAMHHHCTpPALHK ropoaa — no Mecty
HanuCcaHHA pe30IOLHIA.

Coucnonuutenu He mno3aHee, 4YeM 3a NATh OHeH [0 HCTEYEHHS cpoka
HCMOJIHEHHA AOKYMEHTA NpEeACTaBIAIOT OTBETCTBEHHOMY HCHOJHHTENIO CHPaBKH,
NPOeKThl H APYrue mMaTepuaisl B OymaxcHom Buae Nubo yepes COM. Ocoboe MHenHe
KOro-u00 W3 COUCNOIHUTENEH OTpaxaeTcs B NpularaeMoi K JOKYMEHTY OTAeNbHOi
crpaBke.

136. Cnyxe6GHple nOKyMEHTHI (32 HCKIIOUEHHEM OOpallieHHi Tpaxcaan)
HCMOJHAIOTCS B CPOK [0 OJHOrO MecsAua cO JHA perMcTpaudi B AIMMHHCTpaLKu
ropoJa, eClM B PE30JIIOLIHH He yKa3aH WHOMN CpOK.

Cpok, wHcuMcisemblii MecslaMM, HCTEKAET B COOTBETCTBYIOLIEE HHCIO
NocleAHero Mecsalua cpoka.

Cpok MCroNHeRHs AOKYMeHTa MOXET GhITh NPOAJIEH PYKOBOAMTENEM, AaBLIUM
nopy4yeHHe,

HoKyMmeHTel, TpeOylolK1e NPUHATHA CPOYHOTO pelueHHs, paccMaTpHBAIOTCA
U McnonHsawTcs 6e30TnararenbHo.

Ecnu mocnenHuii AeHb cpoka HCHOJHEHHS AOKYMEHTa INPUXOAMTCS
Ha HepabouMil JeHb, NHEM OKOHYAHHS CpPOKA HUCMOJIHEHHS JIOKYMEHTa CYMTaeTcs
OnxaiuiA criefyowmii 3a HUM pabounii AeHs,

137. OtBeTsl M3 CTPYKTYpHBIX rojpaszieneHuil AIMMHHCTpaUMH ropoja
MO HCIONHEHHIO AOKYMEHTOB, MOCTYNMBHIMX B AJMHUHHCTPaUWiO ropoja, B LENsX
OCYILECTBJIEHHS KOHTPOJs 3a XOAOM MX HCIOAHEHUS HampaBiAOTCA 0 MECTY HX
MEePBUYHON PErMCTPalMM, €CNIH MHOH MOPAJOK HE YCTAHOBJIEH MYHHMLUWNANbHBIMH
NpaBoOBbLIMHK akTaMu ropona Yenabuucka.

138. Tlo ucrionHeHHbIM Cly)eOHBIM JOKyMeHTaM Bcs MHPOpMALMs B MecTax
perucTpanniy H HCIIOJHEHUS JOKYMEHTOB BBOAUTCS B 3NIEKTPOHHYO 0a3y NaHHBIX KK
BHOCHMTCS MCIIOJIHUTENAMH B KOHTPOJIbHO-PErHCTPALIHOHHBIE KAPTOUKH.

HcnonHeHHEIMH cuMTalOTCA clyxeOHble AOKYMEHTHI M MHMChMd, €CIH B HUX
paccMOTpeHBl H pa3pelleHb]l BCEe MOCTaBJIEHHbIE BOMPOCHI, NMPUHATB HEO6XO0AUMBbIE
MEPEI ¥ AaHbl HCUEPNBIBAlOLIHE OTBETH KOPPECMOH IEHTAM.
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139. Ecnu cnyxeOHbIil JOKYMEHT NPHU pacCMOTPEHHU ObIT B3SAT HA KOHTPOJIb,
TO CHHMaeT ero ¢ KOHTPOJA JODKHOCTHOE JHUO AJMHHHUCTpPaUMH Tropoja,
JaBliiee KOHTPONbHOE Mopy4eHHe. B aToM cnyyae Ha KOMWH OTBETA AENAETCA 3aMNHCh
«B peno, ¢ koHTpoNA CHATOY (AN KUCTIONHEHHOrO JOKYMEHTA).

Ha konuu npoMexyTouHoro oTeTa aenaercs 3amnuce: «B Aeno, Ha KOHTPONb
[o (yxa3biBaeTcsi CpPOK MCHOJHEHUs)», Ha JpYyrHX AOKyMeHTax -
«B peno».

Bo Bcex cnyuasx 3anucu 3aBepsAOTCA AWYHON NOAMUCHIO JOMMKHOCTHOrO NHLA
AIMUHHCTpaUUU ropoja, AaBLIEr0 KOHTPONbHOE MOpYyuYeHUE MO HOKYMEHTY, J1Hbo
MHBIM YTIOJIHOMOYEHHBIM MM JIMLOM, C YKa3aHHeM ero (paMUIIHK W JaThl.

140. Pedepentypst ['naBel ropoma, 3amectutenedi [nasel  ropona,
NPeACTaBAAIOWMKE TNHUCbMA-OTBETBI HA perucTpauuio B OTAeN  cayxebHoro
nokymeHToobopota YnpasineHus no pabore ¢ oOpallieHUsIMHU NOCIE UX MOAMHCAHUSA
COOTBETCTBYIOLLIUM JOKHOCTHBIM JHLOM, HECYT OTBETCTBEHHOCTb 3a KauecTBO
NOArOTOBKH MW COAEPXaHHE TakWX MHUCEM, B TOM UYHKCNE MOATOTOBICHHbIX
CTPYKTYPHBIMU NOApa3ieneHusMyu AJMUHHUCTPALIMK FOpoJa.

Ha oTBeTHOM mNHCBMe MpPOCTaBISETCA JaTa OTMPABKHM M PericTpalMOHHbIH
HOMep, JaHHBIH NpH MepBOHAa4YaNIbHOM perucTpauuH, AeNaercsl CChlIKa Ha HOMep
M JaTy AOKyMeHTa ([McbMa) OpraHa, OpraHu3aluH (BXOAfALIEro AOKYMEHTa), nocie
yero NOANMHHUK MUChbMa OTMpaBlseTCs ajapecaTy, a KoMug U BXoasllee MUCBMO
azpecara ¢ CUHHM LUTaMIIOM MOALIMBAIOTCH B AENO, XPAHATCA B JEKTPOHHOM BUAE
1 Ha 6YMa)KHOM HOCHTeJe.

141. Tlepemaua nOKYMEHTOB, 3aperMCTPHPOBAHHBLIX B OTAENE cayxebHOro
JoKyMeHTooOopoTa Y npaeneHus no pabote ¢ obpalleHUAMH, MeXAY AOJKHOCTHBIMA
JAULAMU AQMHHHCTpaLUH ropoaa, CTPYKTYPHBIMHU noapaszeneHusIMU
AnmuHucTpauuu ropoga ocyuectansercs B COJ1 1 Ha GymaxkHoM HocuTerne.

142. [loxymeHTbl,  3aperucTpyupoOBaHHbLIE B  otTaene  ciayxkebGHoro
JokymeHTooOOpoTa VYmpaBneHus no pabote ¢ oOpaleHMAMH M [epelaHHbIe
Ha HCMOJHEHHE B CTPYKTYpPHBIE MNOApasfciieHdHs AJIMHMHHUCTpalKd ropoja,
B AajibHeleil paboTe yUHTBIBAIOTCA MO HOMEPY NEPBHYHOK perucTpauuH.

143. TloBTOpHBIM ciyxeGHBIM JOKyMEHTaM MPH perucTpaluu NpucBanBaeTcs
BXOZSLIMIt HOMep NepBHYHON perHcTpalUMH ¢ AobaBleHeM NpH3HaKa MOBTOPHOCTH.

TToBTOPHBIMH CUMTAKOTCA AOKYMEHThI, MOCTYNUBIIHE MO OAHOMY H TOMY XKe
BOMpPOCY M3 OJHOI OpraHW3aluy B TeuyeHWe roja, cuurTas OT Jarhl MEPBHYHOH
pErucTpaluy JOKYMEHTOB.

IloctynuBiiMe B AJIMHHHCTpauMiO ropoaa Ha ©Mmia [nasel ropoja
TeneoHOrpaMMbl, TeneTainorpaMMbl, (pakcorpammsl PErUCTPUPYIOTCS B CEKTOpe
no pabote ¢ koppecnonaeHuueil. [locTynuBiiMe JOKYMEHTbl Ha UMS 3aMecTHTelNeil
I'naBbl ropopja, a Takke B afpec PYKOBOAUTENEH CTPYKTYPHBIX MNOJApa3feneHuni
annapata AIMHHUCTpaLUMH Tropoja [epeHanpaBisAIOTCA /11 perdcTpauuH
M0 Ha3HA4YE€HHIO B JE€Hb NIPHEMA, CPOYHbIE — HE3aMEUIHTEIBHO.
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[Topsinok paboThl ¢ NOKYMEHTaMK B CTPYKTYPHbIX MOApa3aesieHHsaX
AIMUHHCTpaLUK ropoaa

144. Pabota ¢ mMOCTYNUBIUMMU B  CTPYKTYpHble  MnojpazjeNieHus
AIMHHUCTpaUMK ropoia AOKYMEHTaMH  OCYIUECTBJSETCA B  COOTBETCTBHH
C YCTaHOBJIEHHBIM MOPAJKOM pETHCTpalMH, y4eTa M MpPOXOKIAEHHUS AOKYMEHTOB
B AAMUHHCTpPALMH ropoaa.

OTBETCTBEHHOCTh 32 YYET, COXPAaHHOCTh W CBOEBPEMEHHOE [POXOKAEHHE
AOKYMEHTOB B CTPYKTYPHBIX MoipasjeNieHuax AAMHHUCTPALMK ropoja BO3NaraeTcs
Ha pyKoBOAMTENEH COOTBETCTBYIOLIUX CTPYKTYPHBIX nojapaszeneH1i
AJMHHHCTpALUHU ropoja HilH YyNOJIHOMOYEHHBIX UMM JIHLL.

145. Opranusauus paboTel ¢ JOKYMEHTAMH B CTPYKTYPHBIX MOApa3AeNeHHAX
AOMHHHUCTpaLMK ropoja OCYLUECTBJAeTCS Ha OCHOBAHMH yKa3aHHH [0 HCTIOIHEHHIO
NOKyMeHTOB (pesoniouuii) [naBel ropoma, 3amecTuTeneit [naBel ropoga,
PYKOBOAHTENREH CTPYKTYPHBIX NoApa3ieneHuid AAMHHUCTpallMi ropoja.

146. JokyMeHTbI, MOCTYMHUBIIHE C NOPYUEHUEM MOATOTOBUTH NPOEKT OTBETA,
JOMKHBI HCMONHATECA B CPOK, YKasaHHbIH B nopydennd. Cpox HCAONHEHHA 3THX
NOKYMEHTOB HCUHUCNISieTCs OT JaThl PEerucTpallH JOKYMeHTa B AJMHHHCTPaLUH
ropona.

Ecnu B nopydeHuH He yka3aH CPOK MCMOJHEHHS, TO JOKYMEHT HCAOHAETCA
BCPOK JAO OJHOIO Mecsila CO [HA perucTpaudd B AAMUHHUCTpallMKd ropoia.
[Tp HEBO3MOXXHOCTH HCTIONHEHNA TNOpPY4eHHs B YKazaHHble CpPOKH HeobXxoaumo
3a0J1arOBpeMEHHO PELIMTh BOMPOC O NMPOANIEHHH CPOKa HCIIOMHEHHA.

IlpenoctaBneHre mnpoekTa OTBETa Ha MOAMNHCH AO/KHOCTHOMY  JIMIY
AZMHHHCTpaLMH rOpoAa OCYLUECTBASETCS HCMNOMHHTENEM HE MEHEee YeM 3a TPH JHsA
110 HCTEYEHUS CpOKa UCTOHEHHsl COOTBETCTBYIOLLETO JOKYMEHTa.

Jnsa npoAneHys cpoKa HCNIOJIHEHHS NOpYyueHHs Ha BMs pyKOBOJANTES, JaBLUEro
nopy4eHue, nuiiercs ciyxebHas 3anucka c 060cHoBaHHEM HEOOXOAKMOCTH MepeHoca
CpOKa MCMONIHEHHS AOKYMEHTa M yKa3saHHeM NpPHYHH HEBO3MOXKHOCTH BbIIOJHEHHS
Nopy4eHHs B MONTHOM 00beMe B yKa3aHHbBIH CPOK.

[Mopsaaok paccMOTpeHH st 3aMpPOCOB pefaKLHi
CpeACTB MacCOBOH MHpOpMaLMH

147. TloctynuBiuve B AAMHHUCTpALMIO rOpoja 3anpochl peJaKuHil cpeiacTB
MaccoBoii WHpopmauun (manee — CMMU) o pesarensHocTH [ nasbl ropona,
AIMMHHCTpAUYM TOpOAA PpErucTpUpPYIOTCS K YYMTBHIBAlOTCA B YTpaBi€HHH
MH(pOPMaLHOHHON NONHTHKY AIMHHKUCTpaluK ropoaa YenabuHeka.

3anpocsl CMU B03MOKHBI KaK B YCTHO#, TaK H B MUCbMEHHOH (opmMe.

Cpok HanpasneHus orBeta Ha 3anpoc CMU — 7 nueil.

Otkaz B npepocTaBieHHd HHpopmauuu no 3anpocy CMHM  Bo3mokeH
B cooTBeTcTBMM c 3akoHoM Poccuiickoit @epepauuu ot 27.12.1991 Ne 2124-]
«O cpenctsax MaccoBoit WHpopMauMu» W odOopMIISETCs B BHAE YBEAOMJEHHS
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o6 oTKaze M HanpaBiafeTcs YNpaBineHHeM WH(POPMALMOHHOH  MOJHTHKH
AnmuHucTpauun ropoja B peaakuu:o CMU B TpexaHeBHEIH CPOK CO HA NIOTyUEHHS
nuceMeHHoro 3anpoca CMH.

Otcpouka B npejoCTaBAEHHH 3aMpaliiBacMoid HHPOPMaLKK AONYCTUMA, €ClH
CBeJeHHsl He MOTyT OBIThb NpeAocTaBiieHbl B CEMUWAHEBHEIA CpoK. YBeaomiieHue
o6 OTcpouke Hanpapisercs YnpaBneHHeM HHGOPMALMOHHOH  MOJMTHKH
AnmuHucTpanuu ropoja B pefakuuio CMHU B TpexIHEBHBIH CPOK CO LHA MOJIYyUYCHUs!
nuceMenHoro 3anpoca CMU B cootBetcTBHM ¢ 3akoHoMm Poccuiickoit ®enepauuu
or 27.12.1991 Ne 2124-1 «O cpeacteax MaccoBOil HHpOPMALIUK».

INoaroToBka U HanmpaslieHHe O0TBeTOB Ha 3anpocslt CMU ocyluectaaseTca:

1) YnpaenenneM WHOOPMALUHOHHOH MNONUTHKM AJAMUHMCTpAUMH Fopo4a
YennOHHCKA — HA OCHOBAaHHH MH(pOPMaLKH, NpelocTaBnAeMoil 3aMecTuTensamu I nass
ropojia, pyKOBOAHTENSAMH CTPYKTYPHBIX nojapasaenceHuii AIMHHHCTpaUUH ropoaa
B apec HayanbHMKa YrpaBieHWs MHPOPMALHOHHOH NMOJMTHKH AJAMHHHMCTpaLUH
ropoaa YensbuHcka;

2) pYKOBOAUTENAMM CTPYKTYPHBIX nojpasiefeHui AIMUHHUCTPALMY ropoaa —
Mo COrjacoBaHHIO € HayalbHUKOM YrpaBieHUs WH(OPMALNOHHOH TOIHTHKH
AnMuHUCcTpaluy roposa Yenabuncka.

He nonyckaetcs nepenanpasnenue B aapec pefakuud CMHU B kauectBe 0TBETa
Ha 3anpoc CMUM wnHdopmMaluu B BUAE KOMHI, CKAHOB, 3MEKTPOHHBIX NOKYMEHTOB,
NpeaoCTaBNseMoil 3amecTUTENAMH [ NaRpl ropoaa, pyKOBOAMTENSAMH CTPYKTYPHBIX
nogpasiefeHuit AIMMHMCTpPalWH ropoja B ajpec HayalbHWKAa YNpaBleHHs
WHPOPMALIMOHHOMN NOAMTHKY AJIMHHHCTpaLWH ropoaa YensbuHcka.

Opraunuzauus paboTbl C OTMPABAAEMBIMH JOKYMEHTaMH

148. OrmpaBky HCXOAAIWMX W3 AJMMHHCTpallid ropoja AOKYMEHTOB
OCYLUECTBJSET OTHEeN Cily)KeGHOro nokymeHTooGopora Ynpasnenus no pabore
¢ oOpalleHHsMH CPeACTBaMH MOYTOBOH CBA3K B COOTBETCTBUH € NMPaBUilaMH OKa3aHHA
yCIyr TOYTOBOH CBS3W MM Mepedavedl Moja IMNOAMHMCh KOHKPETHOMY JIHLY
C OTMETKO# B CELHAIbHOM KYypHale.

149. Pabota ¢ ucxopsdiueii KoppecrnoHAeHUuUelt BKIOYaeT B ceba NpoBepKy
NnpaBUJIbHOCTH OGQGOPMIIEHHS M  KOMIUIEKTHOCTH JOKYMEHTOB, COOTBETCTBHA
KOJIMYECTBA 3K3EMILIAPOB CIIUCKY PACCHUIKH.

JloKkyMeHTbI I OTNpaBku U3 AJIMHHHCTPALWU ropoaa OT COOTBETCTBYIOLIMX
CTPYKTYPHBIX NOApa3feneHnit AIMUHUCTpalMHi ropoia NPHHUMAIOTCA 110 peecTpaM.

HenpasuibHo oOopMIEHHbIE TOKYMEHTBI H KOPPECTIOHACHLHA Hecy:KebHOoro
XapaKkTepa K OT{paBKe He MNPHHMMAlOTCd W BO3BPALLAIOTCA B CTPYKTypHOe
noapasjenesne AIMMHHCTPaLMY ropoja.

B cayuyae HempaBHJIBHOrO o(opMieHHsS AOKYMEHTa CPOYHOro XapakTepa
paGotHuku otaena ciyxkefHoro AokymeHToobopoTa VYrpaeneHus mo pabote
¢ obpallieHHSIMH HMMEIOT [paBO MNpPUINIACHTh HCTOSHHMTENs JOKyMEHTa K cebe
A5 HeMeJIEHHOTO YTOUHEHHA U HCIpaBieHHs oLHbok B 0OPMIIEHHH.
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Hcxopsamue AOKYMEHTHl NMPHHUMAIOTCS K OTIpaBKe B Ciydae HanpaBleHHs
JOKYMEHTA:

1) B oOuH ajpec — B ABYX 3K3EMILIApAX,;

2) HECKONBKHM aJpecaTaMm — B KOJHYECTBE 3K3E€MILIAPOB, COOTBETCTBYIOLMX
KOJIMYECTBY aipeCaToB, YKa3aHHBIX Ha JOKYMEHTE, [UTIOC OAHH 3K3EMIUIAP.

150. Perucrpaliusi OTHpaBAsieMBIX JOKYMEHTOB OCYLUECTBIAETCS B JEHb HX
mpueMa Ha OTHPaBKy MM Ha Cclefylowudl pabounmi  AeHb. Ceegnenus
O PErHCTPHPYEMBIX HOKyMeHTax BHocatcs uepes COJI. PeructpaunoHHeIH HOMEp
JOKyMEHTAa Y JaTa perucTpauly MpOCTaBifsloTCs Ha MOMIMHHHMKE JIOKYMEHTA
B peKBU3MTax OJaHKa H Ha KOMHH, OCTAIOLIEHCs B Aene.

KoppecnonpgeHuus, npuHstas no 14 gacop pabouero AHsi, OTNPaBseTCHA
ceKTopoM mo paboTe ¢ KOppEecroHJEHLHeH B ITOT XK€ JeHb, NpPHHATAA MO3IKE
14 qacoB pabouero nmHs — Ha cheayomuii paGoumii  meHs. CpouHas
KOPpEeCIOH/IeHIINS OTIPAaBNAETCs B [IEPBYIO O4YEPELb.

151. Pewmenue o cnocobe AOCTaBKM NOKYMEHTd, a Takke O HeoOXOAWMOCTH
[OCBINKM afpecaTy MOMUIMHHMKA NOKyMeHTa Ha OyMakHOM HocuTene (B clyuae
OTIpaBKH HOKYMEHTa 1o (aKCUMUIBLHOR CBA3M MM dJIEKTPOHHOI N0YTe) NPUHAMAET
PYKOBOAWTENL  CTPYKTypPHOrO  MHOZApasjeleHus AJMHHUCTpalMu ropoja -—
MCTIOTHUTENb JOKYMEHTA.

Jocelnka, 3aMeHa pa3oCIaHHOTO paHee JOKYMEHTa OCYIUECTBIAETCA
[0 yKA3aHWIO JIMUa, MOANMCABIUEr0 NOKYMEHT, Jnbo HauyanbHWKa YIpaBleHHs
no pabore ¢ obpallleHHAMH.

Konun [OKyMEHTOB, HE MONYYeHHBIX MOYTOBBIX OTNpaBNeHHH OpHIHHANA
JIOKYMEHTA, BbIJAIOTCS UCTIOIHHTENEM COOTBETCTBYIOLIEro JOKYMEHTA C paspelleHUs
NOKHOCTHOrO nMua, Jubo pyKOBOAMTENA CTPYKTYPHOTC NOAPa3JC/IEHMA,
TOAHCABILEr0 HOKYMEHT. B CBsjI3M CO CPOYHOCTRIO pellieHks BOTPOCa pa3peluaeTes
BBIZIaYa JOKYMEHTa aJipecaTy Ha PyKH MO NOAMHCE.

Boimaya JOKyMEHTa Ha pYKH MpPeACTAaBUTENO ajpecara OCYLIECTBIAETCS
C paspellieHHs PYKOBOJMTENs CTPYKTYPHOro MozpasieneHus AJMHHHCTPALuH
ropona — MCMONHUTENA AOKYMEHTa MpH HANM4uH YNOCTOBEPSIOLIEro JHYHOCTE
nonyuaTeis JOKyMeHTa JHOO JIOKyMeHTa, NOIATBEPHKIAOMIEr0 IOJHOMOHA
npeacTaBuTens (J0BePeHHOCTH).

152. Tlpu o6paboTke OTMpPaBNAEMOli KOPPECNOHACHUNH NPOU3BOAUTCS
COPTHPOBKA JOKYMEHTOB IO BHIaM OTMNpaBNEHHH, ajpecoBaHue, ¢anbueBaHue,
BIIO)KEHHE B KOHBEPTHI, UX 3aKjieMBaHHe H MapKHPOBKa.

153. TlpeacraBnseMbi K OTHpaBKe TEKCT TEJErpamMMBbl H3JAraeTci KpaTko,
Ge3 COl030B M MpeIoroB (€CjIM MpH ITOM He HCKKAETCHs COACPIKAHUE TEKCTA),
C COKpaIleHHbIMH O00G03Ha4YeHHAMH 3HAKOB MpenuHaHus (3nT, TYK), MeyaTaercs
Ha JIMLEBOii cTopoHe 6naHKa 6e3 MepeHoCcoB COoB W HenpasieHui. TexcT BU3HpyeTes
3amecTuTeneM [ JiaBbl ropoaa, B BEAEHHH KOTOPOTO HAXOAMTCs JaHHBIH BOMPOC.

Anpec TenerpaMMbl COCTAaBASETCA B CleAylollled MOC/IeA0BaTeNbHOCTH:
KaTeropus TenerpaMMmsl, daMuidsa agpecara, afipec noJjyyaresis Wik HaMMEHOBaHNE
y4pexeH s, ropoll, CTpaHa.

[Ipy HanpaBieHMH TeNerpaMMbl HECKONIbKMM ajpecaTtaM MpeiCTaBlAeTcs
COOTBETCTBYIOLIEE KOJIMYECTBO IK3EMIUIAPOB TeerpaMMEL.
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154. JIoKyMeHTBI, OTNpaBisieMble [OYTOBOH CBA3BIO B OJHWH ajpec,
BKJIaJILIBAIOTCS B OAUH KOHBEPT.

Ha BCI0 KOppeCMOH/IEHLIHIO, OTIpPaBIseMYIO [IOUYTOBOH CBA3BIO, COCTABIAIOTCS
peecTphl perucTpaliy UCXONALUEeH KOpPeCIOHACHLIKH.

KoppecnonmeHuus #u3 AAMHHUCTpaUMH Tropoia nepedaeTcs paboTHHKOM
oTAena cinyxebGHoro AoKyMeHToOOOpoTa YmpapneHus no pabore ¢ obpallieHHAMH
B IOYTOBOE OTJENeHHE eXeJHEBHO He rno3jHee 15 yacoB pabodero aHs.

Yuer 1 aHanu3 06beM0OB NOKyMeHT0000poTa

155. VYuer 00BbemMoB nokymenToobopora BeaeTcA B LeNsix
COBEPLUEHCTBOBAaHHMS  OpraHusauuMu paboTel € JOKYMEHTAMH, MOBBILIEHHS
HCMOJHUTENBCKOH IUCLUMIUIMHBEL, KayecTBa U 3((PEeKTHBHOCTH NPHHHMAEMBbIX
peLUeHui.

156. Ob6beM mokymeHTooOOpoTa B AAMHUHMCTpallUd ropoja — KOJIHYECTBO
BXOJAIIMX, HCXOOALMX K BHYTPEHHHUX AOKYMEHTOB 32 OIpEAE]EHHBIH MepHoa
BpeMeHH (Mecsll, KBapTall, NoJyroaue, roxu).

KonnuecTBo mnpaBoBbIX akToB [naBel ropoja, AJMHHHCTPAlMH Tropona,
JOMMHOCTHBEIX JHML AIMHHHCTPAlMH Tropopa, CilyKeOHOH KOppecrnoHIEHIIHH,
obpallennii rpaXiaH yuyuTblBaeTcs B AJIIMHHHCTPALHK ropoAa pa3saenbHo 1o MecTaM
nepsoHavanpHoii peructpauuu. IlocTynuBliMe M CO3JAIOIIHECH JOKYMEHTHI
TIOACYHTEIBAIOTCA OTAEBHO.

OcofeHHocTH pabOThI C 3NEKTPOHHBIMH JIOKYMEHTAMHU

157. B AaMUHHCTpaUMH TOpojia CO3JalOTCA H HCNOMNB3YHTCA Cllefyloiline
BHABI 3JIEKTPOHHBIX JOKYMEHTOB:

1) 3NMeKTpOHHBIE LOKYMEHTBl, CO3/aBaeMble B 3JJIEKTPOHHOH ¢opme
6e3 mpeABapUTENLHOTO JOKYMEHTHPOBAaHHA Ha OYMa)XKHOM HOCHTENE;

2) anekTpoHHble 00pa3bl JOKYMEHTOB, IOJIyYeHHBIE B  pe3ynbpTare
CKaHHPOBaHHs JOKYMEHTOB U xpaHaiuecs B COJl AAMUHHCTpaLMH ropoaa.

158. IlpueM u oOTIOpaBKa DJNEKTPOHHBIX JOKYMEHTOB OCYLIECTBISETCH
HETOCPEACTBEHHO CTPYKTYPHBIMH NOApa3Ae/ieHHAMH AAMUHUCTPALWH TOPOAa.

159. CocraBneHde, o)opMiieHHE K COINACOBaHHE MPOEKTOB 3JEKTPOHHBIX
JOKYMEHTOB OCYIUECTBIseTCS MO YCTaHOBJEHHbIM Hactoswed MHerpykuuet
rpasKJiaM J1eN0NPOU3BOACTBA.

160. OTBeTCTBEHHOCTH 3a COAEpXKaHWe NepeAaBaeMbIX H3 AIMUHHCTpalUM
ropofa  OJJIEKTPOHHBIX  JOKYMEHTOB BO37araercs Ha PYKOBOJAUTENS
' COOTBETCTBYIOILETO CTPYKTYPHOro mozpasfefneHus AJAMHHHCTpaluH ropoja
H KCIIOJIHHTENA, MOATOTOBUBILEr0 JOKYMEHT K niepeaadye.

[Tpu o6paGoTke, pacCMOTPEHHH, COTNAacOBAaHMH W MOJTHCAHMU 3EKTPOHHBIX
JIOKYMEHTOB BO BHYTPEHHEM NOKyMeHTooOopoTe AIMUHUCTPALMH ropoja MOryT
UCTIONB30BaThCd  CnocoOBl  MOATBEpXKAEHUs  NEeMCTBHA € 3JeKTPOHHBIMH
JIOKYMEHTaMH, TIPH KOTOPBIX 3/IEKTPOHHAs NOAMKCH HE HCIIONB3YEeTCH, IPH YCIOBUH,
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yTO MpUMeEHsieMbie B AJMMHMCTpalMH ropoja MporpamMMHbie CpeACTBa MO3BOJISIOT
OZIHO3HAYHO MIEHTH(PHLUHPOBATE JOIKHOCTHOE JIMLO, MOANKCaBLIee JOKYMEHT.

161. DnekTpoHHBIE AOKYMEHTBI coO3jatoTcs, 0OpalarhiBalOTCS M XPaHATCS
8 COO.

162. Ilpy  nomyyeHHH  3NEKTPOHHBIX  LOKYMEHTOB,  MOAMNMCAHHBIX
3NEKTPOHHON MOAIKCEIO, CTPYKTYPHOE noApasjelneHde AIMHHHCTpalMM Tropoja
CaMOCTOSTENBHO OCYILECTBISET NPOBEPKY NOANKHHOCTH 3JIEKTPOHHO#H MOAMHCH.

163. JIOKyMeHTBI, NOCTYNHBLIKME B AIMUHHUCTpaLMIO ropoja Ha ums [nasbl
ropoaa no oQHUHATEHOMY afpecy NEKTPOHHOH IOYTHI, [EPeBOAATCS B OYyMaXKHBIH
JOKYMEHT M PpErucTpHUpYylOTCs B oTAene ciyxebHOro JoKymeHTooGopora
Ynpapaenus no paGote ¢ obpauleHusMY Ans fanbHeHIleH nepeaayn B pedepenTypy
Inasel ropoxa. JlokymeHTbl, cojepxaiihne Oonee 10 TeKCTOBBIX CTpPaHHL,
MepeaZipecoBLIBAIOTCS B JNEKTPOHHOM BHAE, HE MepeBoAsTcs B  OyMakHBIH
JOKYMEHT.

164. DnexTpoHHBIE HNOKYMEHTHl (JOPMHpPYIOTCA B ZHena B COOTBETCTBHH
C HOMEHKNATYpoli Jei U HHAEKCHPYIOTCA B MOPAIKE, YCTAHOBIEHHOM B OTHOLIEHUH
fej, COCTAaBNEHHBIX M3 JOKYMEHTOB Ha GyMaxkHoMm Hocutese. Ilpu cocTaBneHuu
HOMEHKJIATYphl A€/ YKa3bIBaeTcs, YTO JEJI0 BEAETCS B JIEKTPOHHOM BHJIE.

DJIEKTpOHHBIE JOKYMEHTBI IOC/e HX HCHONHEHHA TOAJIEKAT XpaHeHHIO
1O ycTaHOBNEHHBIM  Hacrosuiedl HMHcTpykuned npaBunaM — [€N0NpOM3BOACTBA
B Te4EHHE CPOKOB, NPELYCMOTPEHHBIX JUIS aHAJIOTHYHBIX JOKYMEHTOB Ha OyMaj)(HOM
HOCHUTENE.

[lo HCTEeUEeHMH CpOKa, YCTaHOBJIGHHOTO g XpaHEHHS JJIEKTPOHHBIX
JAOKYMEHTOB, OHHM TOJJIEXAT YHHYTOXEHHIO HA OCHOBaHMHM aKTa, YTBEPXKACHHOTO
I'naBoii ropoaa 1160 HHBIM YIOATHOMOYEHHBIM UM AOJKHOCTHBEIM JIHLIOM.

CnipaBouHas pabora

165. CnpaBouHras paGoTa o LEeHTpaIu30BaHHO 00paboTaHHbBIM JOKYMEHTAM,
KaK BXOOALIMM, TAK W UCXOJALIUM, OCYLIIECTBIIAETCA:

1) no cnyxeBHOH KOppeCHOHAEHLIHMH M MO OOpallleHuaM rpaxnan —
B YnpasneHuH no pabote ¢ obpaleHHamMu;

2) no npapoBeiM aktam [naBel ropopa, AAMMHHCTpallMH ropona,
JO/KHOCTHBIX JIMU ~AJMHHHCTpallHM Tropoja W 1O JAOKyMEHTaM, B3ATBIM
Ha KOHTPOJTb, — B YIIpaBNeHMH OpPraHU3aHOHHOM H KOHTPOBHOH paGoTEL.

B CTpYKTYpHBIX MOZpasfieNeHusX AJMHHHCTPalMH ropoja OCYIUEeCTBIAETCS
cnipaBoyHas paboTa Mo 3aperuCTpMpPOBAHHBIM HMH JOKYMEHTAM.

PaccmoTpenue ofpallueHuii rpaxaan, o0beAMHeHHH rpaX/iaH,
B TOM YHUCJIe IOpUIHYECKUX JIUL]

166. O6palleHus K 3alpochl rpaXiaH PacCMAaTPHBAIOTCS B AIIMHHHCTPALHH
ropofa B COOTBETCTBHM C (QeLepanbHbIMM 3aKOHaMH OT 02.05.2006 Ne 59-03
«O nopsanke paccMoTpeHHs ofpalleHHi TrpaxaaH Poccuiickoit ®enepauum»,
oT 09.02.2009 Ne 8-03 «O0 obecrieueHHH J0CTYMa K WHPOPMAaLHH O JEATENbHOCTH
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rOCYAApCTBEHHBIX OPraHoOB M OPraHoB MECTHOrO CaMOYNpaBleHusA», PernameHToM
AjaMuHHCTpaunu ropofa Yenabuncka, Hacroauwen UHcTpykupeii.

167. O6pameHus rpaxaad B  JoKyMeHTooOopoTe  AIMHHHMCTpalUMH
ropoza, B ToM uucie B CIJI, BEILAENAIOTCS B OTAETBHBIA JOKYMEHTOMOTOK.

168. Bce ofpamienus rpaxiaH, MocTyrnawolie B AAMHHHCTPAalUI0 ropoja
B MHCEMEHHO (opMe, B YCTHOH (opMe Ha JIHYHOM NpHEME (YUETHO-KOHTPOJIBHEIE
KapTOYKH JIMMHOrO TpHeMa) HAd B GopMe JJIEKTPOHHOro JOKYMEHTa, NEepeaaroTcs
s Yrpasienye 1o pabote ¢ obpameHusMH, Tae 00pabaTsIBalOTCs B YCTAHOBJIEHHOM
nopagke W peructpupytotca B COJl B TedeHue Tpex HHEH ¢ MOMEHTa HX
NOCTYIUIEHUS B AIMHHUCTPALKIO ropoJa.

HciiioueHHe cocTaBngioT ofpalueHus TIpaxaaH, NOCTYNUBILME B (opMme
3NIEKTPOHHOr0 JOKYMEHTa C HcHosb3oBaHueM (elepanbHOi rocyaapCTBeHHOMH
vH(pOpMALKOHHOI crucTeMbl «ENMHBIN NOPTan rocyAapcTBEHHEIX H MYHUIIMNANBHBIX
yenyr  (yHKuuit», KOTOpble  PErHCTpHpYIOTCH H  obpabarbiBalOTCA
B creluany3uposaHHoii nporpamme «ILnardopma oOpaTHOl CBA3WY.

O6patenus, 3anpockli no obpalleHusM, TMOCTyMalolWpe ©3 APYrux
rocyJapCTBEHHBIX OpPraHOB, OPraHOB MECTHOIO CaMOYIpPaBlIEHHs, OpraHH3auui
HEMOCPENCTBEHHO B CTPYKTYpHblE IOApa3feNeHus AJMUHHUCTpalMHd ropoaa,
HO TpeOyIollMe pacCMOTPEHMs PYKOBOACTBOM, MEpPEelalOTCs IS PerucTpauud W
NpenBapUTENbHOTO PacCMOTpeHuss B Ynpamnenue mno pabore ¢ obpalleHusmH,
riie 06pabaTHIBAIOTCA B YCTaHOBJIEHHOM IOpAKe M peructpupytotes 8 COJ1
B Te4EHHE TPeX AHel C MOMEHTa UX MOCTYyIIeHHA B AAMHHHCTPALIKIO FOpoJa.

169. TucemenHble ofpalueHHs rpaxcaad U oOpallleHHs B BUAE 3JIEKTPOHHOIO
NOKyMEHTa, COAepiallye BOMpPOCH, pPellleHHEe KOTOPhIX HE BXOIMT B KOMMETEHLHIO
AJMHHHCTpaLUUK ropojia, HanpaBiAIOTCS B TEYEHHE CEMH AHEH CO JHS perucTpauii
B COOTBETCTBYIOIIMH OpraH HIH COOTBETCTBYIOIEMY JODKHOCTHOMY JHLY,
B KOMIIETEHLIUIO KOTOPBIX BXOAMT pelleHHe MOCTaBJIeHHBIX B 0OpalleHHH BONPOCOB,
C yBeIOMJIEHWEM TIpaKIaHHHA, HanpaBubllero ofpalleHHe, O nepeagpecally
obpalueHus, 3a WCKIIOYEHHEM Clyuas, €CNM TeKCT MHCbMEHHOro ofpalleHns
He MOAJAETCS MPOUYTEHHIO.

ITucbMeHHEBle oOpamieHus M ofpalleHHs B BHOE 3JIEKTPOHHOrO AOKYMEHTa,
comepraiie WHpopMaLMio O (HaKTax BO3MOXKHBIX HapyLUEHHI 3aKOHOJATENbCTBA
Poccuitckoii Penepaunu B cdepe MUTpalyy, HAMPABNAIOTCA B TEYEHHE IISTH JHEH CO
AHs perucTpaudd B [7naBHoe ynpaBneHHe MHUHUCTEPCTBA BHYTPEHHMX €N
Poccuiickoii ®enepanun no Yenabuuckoit obnactu u I'y6epuaropy Uenabuncioil
ofnactTy ¢  yBeJOMJIeHHeM  TIpaKaaHWHa,  HampaBuBluero  obpaieHwue,
o mepeagpecaiuu ero ofpalleHHs, 3a MCKIIOUYEHHeM Ciydas, €cCllH TeKcT
NMCHLMEHHOr0 00pallieHHs He MOAJAETC MPOUTEHHIO.

B cnyyae HeoOXOAWMOCTH B YKa3aHHBIX OpraHax MOXHO 3anpallMBaTh
JOKYMEHTB! ¥ MaTEPHANIBI O pe3yJibTaTaX paccMOTPEHUA oOpallieH s,

ABTOp yBefiOMIIsieTCS O HanpaBleHHH O0paileHHs MO KOMIETEHIMH B CPOK,
YCTaHOBJIEHHBIH 1711 pacCMOTpeHHUs obpalieHus.

170. TToBTOpHBIM H HEOOHOKpAaTHBLIM OOpallleHHsM Ipa){daH NpUCBalBaeTCs
BXOAALIMH HOMEp IEpBAYHONW perucTpalyy, B COOTBETCTBYIOLIEH rpade
perucTpaLOHHO-KOHTpobHOM KapTouku B CO/f oTMeyaeTcs NpH3HaK NOBTOPHOCTH.
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[ToBTOpHBIM CuUHTaeTcs BTopoe obpallieHune, MNOCTYNHUBIIEE B TeYeHHWE ToAa
ot opHoro(ux) H Toro(ex) e aBropa(oB) MO OJAHOMY M TOMY € BOIpPOCY B ONMH
1 TOT e OpraH, Ju6o OAHOMY W TOMY e JO/DKHOCTHOMY Jauuy. HeoaHOKpaTHBIM
cuuTaeTcs BTopoe u 6onee obpallietne, MOCTyNHBILEe B TEYEHHE Tojia OT OAHOTO(UX)
1 Toro(ex) #e apTopa(oB) MO OZHOMY H TOMY € BOTMPOCY B OJMH H TOT )K€ Opra,
n160 OBHOMY H TOMY e JOIKHOCTHOMY JIHLLY.

171. TIpu perucTpauuud Ha Kaxaoe obpaieHne rpaxjanuHa B CO[
)OpPMHpYETCA SNEKTPOHHAs PErMCTPALHOHHO-KOHTPONbHAsS KapTouka oOpalleHHs
(nanee — PKKO) ycranoBneHHod ¢opmbl, B KOTOPOH YKAa3BIBAaIOTCA BCE
HeoOXoauMBIe CBEACHHS, COIJIaCHO [IpaBunam OeJoNpOH3BOCTBA
B roCyJapCTBEHHBIX OpraHaX, OopraHaXx MECTHOTO CaMOYMpAaBIeHHs, YTBEPHACHHBIM
npukaszom PeepanbHOro apxuBHOro areHTcTsa oT 22.05.2019 Ne 71.

172. Tlocne percTpauny NOCTYNMBILKE OOpalleHHs IPaKAaH HaNpaB/ATC
B 3JjiekTpoHHOM Buze B COJI Ana npeaBapuTeNbHOIO paCCMOTPEHHUA!

1) anpecosanHble ['naBe ropoja — B peepentypy ['naBel ropona;

2) ajpecoBaHHble 3aMeCTHTENssM [NlaBel roposga — B COOTBETCTBYIOLIHE
pedepeHTypEI;

3) unble obpanieHus rpakAaH, HanpapieHHbe B AZIIMHHUCTpaLHIO ropoaa, —
B COOTBETCTBYIOLHE pedepeHTypbl [0 KOMIETEHLHH BOMpoca.

173. TMocne paccmoTpenus ['nasoii roposa, 3amecTturensmu I'nasel ropona
ofpalleHHe TpaKiaHWHa C pe30oJioluell B 3/IeKTPOHHOM BH/E HAlpaBlieTCs B Col
HEeMOCPEACTBEHHBIM MHCIOJHHUTENAM Uil TPHHATHS Mep H TNOArOTOBKH OTBETa
Ha oOpalleHue.

CTpYKTYpHBIM MOApasAeNeHusM AJIMHHHMCTpaUHHd ropoja, MyHHLUNAIbHLIM
MpeANpHATHAM, OCYLIECTBIISIOLMM paGoTy ¢ oOpallieHHSMH Ipak[aH BHE Col,
obpallieHHsi ¢ PE3ONIOLMAMH HanpaBisioTCs Ha OyMaXHBIX HOCHTENAX 4epes
Ynpasnenue no pabote ¢ obpameHusaMA. B pe3onionuH yKa3blBaeTCs COAEpiKaHue
ropy“eHus, opMbl KOHTPOJIS, CPOK HCHOIHEHHA.

Ecnu paccMmoTpeHue ofpallieHds IPaXAaHiHa [0pY4eHO HECKOJBKMM JHLaM
A MOACOTOBKH CBOJHOTO OTBETA M B DPE3ONIOUMM HE YKa3aH OTBETCTBEHHbIH
MCIIONHHTENb, TO OTBETCTBEHHBIM 32 MOATOTOBKY OTBETA SIBJISICTCS JHLO, yKa3aHHOE
B PE30JIIOLHH MEPBEIM.

174. Tlpn paccMoTpeHur oOpallieHuid rpaxaaH HCHOIHHTENH, KOTOPLIM
HanpasJieHO OOpallleHHE:

1) ofecneunBaloT OOGBEKTHBHOE, BCECTOPOHHEE M CBOECBPEMEHHOEC
paccmoTpeHHe obpawieHHs, B Cilyyae HEOOXOAHMOCTM — C Y4acTHEM JIHla,
HanpapWBILETro oOpailleHHe,

2) 3anpallMBalOT, B TOM 4HCIE B 3JEKTPOHHOH ¢opMe, HeobxoauMble
IS pacCMOTpeHMsi  OOpallleHHs JOKYMEHTbl M MaTepuajibl B  CTPYKTYPHBIX
nojpasfeneHusax ~AIMMHHCTpaUMM TOpOAa, Y MHBIX NO/DKHOCTHBIX JIHIL,
33 HCKJIIOYEHHEM Cy[OB, OpraHoOB JIO3HaHM# M OpraHoB IpeIBapuTENIbHOro
CNeJCTBHS;

3) roToBAT NMChMEHHBI OTBeT Ha ofpaiieHue (MPOEKT OTBETA B Clyuae
1eoOX0AMMOCTH [OArOTOBKM OTBETA 3a MOANKCBLIO [JaBbl ropoaa, 3aMeCTHTEN
['naBel ropoaa);
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4) yBenOMJIAIOT 3asBUTENS O HAIpaBlIeHMH ero obpalleHus Ha pacCMOTPEHUE
B COOTBETCTBYIOILMIT OpraH WIH WHOMY HAO/KHOCTHOMY JHIlY, B KOMIETEHLHIO
KOTOPBIX BXOAUT PEILEHHE OCTaBISHHBIX B 00pailleHH BOIIPOCOB;

5) no npoce6am rpaXJaH pasbACHAIOT NOPAAOK 00KanoBaHus.

175. OtBeTsl Ha o6paLIeHus rpaXkaaH oQOpMIAIOTCS CIEAYIOWKMM 00pasoM:

1) OTBET HOAMMCHIBAETCH MAOJDKHOCTHBIM JIMLOM, KOTOpOMY ofpalteHue
HaMpaB/IsAoch Ha PaCCMOTPeHHE, U0 YIOMHOMOYEHHBIM Ha TO JIMLIOM;

2) oTBeTH Ha OOpalleHys, MOCTynalmue M3 AIMHHHCTpauuu IIpesnneHta
Poccuiickoii  Penepanuu, npuemHoii [Ipesuzenta Poccuiickoit ®enepanun
B Yenabuuckoil obmactu, Amnmnaparta nojHOMOYHoro npeactasutens [lpesnzeHTa
Poccuiickoif Pepepauun B Ypanbckom (enepalbHOM OKpYre HanpaBisioTCs
3a9BUTENAM HMCK/IIOYHTENBHO 32 MoAnHchio [NaBel ropoja, 3amectTeNied IuaBbl
ropoaa;

3) oteethl B (eAepanbHble  OpraHbl  TOCYAApPCTBEHHOH  BNACTH,
MCNOJIHUTeNbHEIe opranel Yensbuuckoil ofnacTH 00 MCHONHEHWH NOpY4eHHH
[10 PACCMOTPeHHIO obpallieHuil rpaxaaH NOANUCHIBaeT I'1aBa ropona, 3aMECTUTEN!
I'naswl ropona,

4) CBOJHBIE OTBETHl MO CYLIECTBY NOCTABIEHHHIX 8 OOpallleHuH BOMPOCOB
rOTOBSATCS B CilydasX, ecliu B oOpaileHHH W3 O0LIero KOJHYECTBA IMOCTABJIEHHDIX
BOMPOCOB MOXHO BBIJENHTh OCHOBHOH Hiu B OOpallleHWH MOCTaBIeHSI
paBHO3HAYHblE BOMPOCH], PELIEHHE KOTOPBIX HAXOAUTCA B paMKax NOJTHOMOYHH
onHoro 3aMectutend [ aBel ropoja;

5) TekcT =~ oTBeTa  JO/DKEH  M3NaratbCsi — YETKO,  MOC/IeNOBaTeNbHO,
JCUepMBIBAIOLIE [aBaTh TMOACHEHHs HA BCE MOCTABIEHHBIC B OOpallieHHH BOTPOCHL
Npy TMOATBEPXKAEHHH (HaKTOB, H3NOKEHHBIX B janobe, B OTBETE CleAyeT yKasarb,
KaKHe Mephbl MPHHATEI MO 00palleH IO rpaXIaHUuHa,

6) Ha KOJJIEKTHBHBIE 00pallieHHs OTBET HampaBiAETCs OAHOMY W3 TpaxcaH
¢ npockoii COOGLINTS O NPUHATOM PELICHHH JPYTHM 3aABUTENAM,

7) B oTBETax Ha o0palleHHs ONOCPENOBAHHBIX UL IPEAIAraeTCs NpeacTaBuTh
J10Ka3aTenbCTBa COINACHA TpaXIaHWHAa Ha 00pabOTKy NepcOHaNbHBIX JNaHHBIX,
0dh)OPMJIEHHOTO B YCTaHOBJIEHHOM mnopsiike. OXHOBPEMEHHO B OTBETE IPAXIAHHHY
HAMpABJIAETCA PEKOMEHIALIUSA CaMOCTOATENBHO O0OpaTHTECA B MUCBMEHHOM BHIE WU
B (hopMe NIEKTPOHHOr0 SOKYMEHTa Ha OpUUHaNbHEBIH CAHT AIMUHHCTpaLH ropoaa
Yenabuucka ang obecreyeHHs rapaHTHPOBaHHOH 3alIMTHI MNEPCOHANBHBIX AAHHBIX
W HepasrilaLleHus CBeNEHHH, KacatoUmXes YaCTHOH JKH3HH 3aiBUTENS,

8) B OTBEeTax 3aABHUTE/IAM, HANPABHBLIKNM 33ABICHHE HIH xanoby B MHTEpecax
APYTUX JIML, HAampaBiAlOTCA PpasbiCHEHMA MO CYLIECTBY MOCTABJCHHOTO
B ofpalllenuy Bompoca, 0e3 pasryalieHus CBefeHWH O MEpCOHANBHBIX NaHHBIX
M yacTHOM OKM3HH JMl, B HHTEpecax KOTOPBIX HampapjeHo oOpallieHue.
Wudopmanus, cofepxaiias NepCoOHanbHbe AaHHbBIE, PENOCTABAACTCS NPH HATHHUH
[10Ka3aTenbCTBa  COMIacHs TpakAaHWHA, B HHTEpecaX KOTOpOro HanpasieHO
obpaiierue, 0hOpPMAEHHOTO B YCTAHOBIEHHOM IOPALKE;

9) ecni Ha oOpalleHHe JaeTcA NPOMEXYTOUHBIH OTBET, TO 3afBHTENb
YBEeJOMJIAETCS O TIPOIJIEHHH CPOKA PacCMOTPeHHUs 00pallieH s,
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10) ecnd B NHCbMEHHOM OOpalleHWM TpaKIaHHHE COJNEpPXKHTCA BOIMPOC,
Ha KOTOPBIH €My HEOJHOKpAaTHO AaBajiMCh OTBETHl MO CYLUECTBY B COOTBETCTBHH
C paHee HamnpaBlieHHBIMH B AIMHHHCTpauuio ropoja YensibuHcka obpallieHHsMH,
M NpH 3TOM He MNPHUBOASATCS HOBBIE JOBOIBI HIHM OOCTOATENBCTBA, TPHHHMAETCS
pelleHte O NpeKpalleHHU NePENHCKU MO JaHHOMY BOIPOCY NPH YCNIOBHH, YTO paHee
ofpallieHs Hampas/isIMCh B OAMH M TOT )K€ OpraH WIM OJHOMY M TOMY Ke
AOJHKHOCTHOMY JIMLLY.

Ilpy nocTynieHWH MOBTOPHOTO OOpailleHHs 3asBHTENIO HANpaBnieTCs OTBET
C Pa3BACHEHHAMH MO CYLUECTBY TOCTAaBJIEHHBIX BOIPOCOB M  BO3MOMHOCTEIO
ApeaynpexaeHns o MpeKpalleHHH NEePenycKy.

Ilpy nocTynjeHuH AanbHeHINX oOpalleHHil 10 BbilIeyKasaHHOMY BOMpPOCY
3asBUTENI0 HANpaBisieTCs OTBET O NPEKPallleHHH NEePernucKH ¢ pasbACHEHHEM
ero npaea o6KanoBaTh COOTBETCTBYIOILEe AeiicTBUE (Ge3nelicTBle) B CYA;

11) & oTBeTy NpHJIaraloTCsl NOMTHHHHKH [OOKYMEHTOB, [PUJIOXEHHBIE
K 06palleHHIo, C/iH B HEM COAepikHTcs npockba o6 yx Bo3spare. Ecnu B obpalueHuH
He CofepXUTCs npocsba 0 BO3BpaTe JOKYMEHTOB, OHH XpaHATCA B [€TIe;

12) orteetsl odopMIAIOTCA Ha  ONaHKax  YCTAHOBNEHHOH  (OpMBbI
B COOTBETCTBHM ¢ TpeGoBaHuaMH HacTosiuedl MHCTpykuuu. B neBoM HubKHEM yriy
oTBeTa 0643aTeNbHO yKa3bIBaloTes (HaMUIus, UMs, OTYECTBO HCIIONHHUTENS B HOMEP
ero cnyxeGHoro TenedoHa.

Bce ucxofsiune JOKYMEHTHI 1o obpatueHHIO (yBEAOMJIEHHE, HAIOMUHAHME,
OTBET, Ciy>keOHas 3amucka) B 00A3aTENILHOM MOPsAKE COAEPHAT CCBUIKY Ha HOMEP
COOTBETCTBYIOILETO 00pallieH .

176. OGpamenus rpaxiaH, 3ampochl HHQOpMaUMM  MOnb3oBaTeseil
uHdpopMaLEeil pacCMaTPHBAIOTCA B TEUEHWE TPHALATH AHEH CO AHA PErHCTPALMH.

Cpox paccMoTpeHHs ofpallleHHs MOXeT ObIThb NMPOMJIEH, €CIH 3aTPOHYThIE
B HEM BOMpOCH TPEOYIOT CIIELMANbHOrO H3YY€HHS M AONOJHHMTENBHBIX TNPOBEPOK,
HO He Gonee 4eM Ha TpUAUATh AHEl ¢ OXHOBPEMEHHBIM HH(QOPMHPOBaHHEM
sagBuTens. B caydae ecnu NpefocTaBieHWe 3anpalliMBaeMoid  HHQOpMaLMH
MOMB30BATENO HH(OPMaLKeii HEBO3MOXHO B YKa3aHHEIH CPOK, B TEHEHHE CEMH JHeH
cO [HS perucrpaudd 3ampoca Mone3oBareNb dHpopMmauueidr ysenomnsercs
06 OTCpouKe OTBeTa Ha 3anpoc ¢ yKazaHHeM ee MPUYHHB! U CpOKa MpEeAOCTaBNeHUA
sanpamBaeMol HH(GOPMALMY, KOTOPbIA HE MOXET MpeBbIIATh MATHAALUATh AHEH
cBepX YCTaHOBJIEHHOrO CpOKa JUIsl OTBETa Ha 3amnpoc.

[IpaBo MpojUieHHs CPOKa PAcCMOTpeHHs obpalieHus, 3ampoca MH@opMaluu
npepocTapnsieTcs [NMaBe ropoza, 3aMecTHTensM [naBbl ropoia, B KOMIETEHLMH
KOTOPBIX HAXOHMTCS pELUEHHe TOCTABNEHHBIX B OOpalleHHH  BOMPOCOB,
NpeloCTaB/IEHHE 3anpaiIyBaeMoii uHGpopMaLuy, 1160 HHEIM YNIOJIHOMOYEHHEIM MMM
JOKHOCTHBIM JIHLaM AIMHHUCTPAllM{ TOpoaa.

Jlna mpoaneHus cpoka Ha MMsl PyKOBOAMTENs, AABLISro MOpyveHHe, MUIIeTCs
clykeOHast 3anucka ¢ 00OCHOBaHHMEM HEOOXOOMMOCTM —MEpeHoca  Cpoka
paccMOTpeHHs oOpaileHMsi HWAM 3ampoca, TOTOBHTCHA YBEAOMHTENbHOE NHCBMO
3asBUTENIO.

PaccMoTpenue ofpalueHHil rpaxaal, COAepXKaillX BOMPOCH! 3aILMTHI MpaB
aeTeil, MpeanoNeHHs 10 NPefOTBPALIEHHIO BO3MOXHBIX aBapuH M MHBIX
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ype3BblYaHEIX CHTYaUHi, MPOU3BOAUTCA HE MO3[HEEe MATHAALATH pabouux IHei
CO JIHSl UX PErucTpalumu.

[To 3ampocam HH$poOpMauud B CBA3H C PacCMOTpeHHeM obpalleHui rpaxaan
YCTaHaBIMBAETCA CPOK HCMONMHeHHs — MNATHajuate Axel. [Ipoanenne cpoka
He mpeaycMoTtpero. OTBET 3ajABUTENIO OpraHoM, B KOTOPEIM HOCTYMHMJ 3ampoc,
He HanpaBnseTcs. MaTepuansl HampapiflOTCs B 3aMpalidBAlOLIMA  Oprau
JNsl IOAFOTOBKK OTBETA 3aiBUTEIIIO.

177. Tlpu noAroToBKe OTBETOB Ha OOpallleBHsA rpa)KaaH:

1) 3a Tpu OHA OO0 MCTEYEHHS KOHTPOJBHOIO CPOKa MOATOTOBJEHHEIH
MPOEKT OTBeTa Ha oOpaiieHne Ha OyMaXXHOM HOCHTENE M B 3JIEKTPOHHOM BHJE
nepefaeTcs Ha MOANHCH PYKOBOAUTEIO;

2) B HeHb NOAMHCAHHA OTBETA MY Ha CIENyHOLUH pabouuii AeHb OTBET Ha
obpallieHye, CO3AaHHBIA Ha OyMarkHOM HocuTene, Bkmouaercs B COJ, B 9TOT Ke
CpOK ocylecTBistoTcs Bee Heobxonumble aeficteus B PKKO 8 CO[;

3) He mo3gHee, YeM 3a MATH AHeH 1O HCTeUEHHs CPOKa HCIIOMHEHHS, 3asABHTENIO
HaNpaBseTCs YBEIOMIICHHE O NPOLNEHHH CPOKA PACCMOTPEHHUS 0OpalLieH s,

[lpoekt oTBera Ha ofpalieHHe TIpaKAaHHHA TOTOBHUTCA B COOTBETICTBHH
Cc pe3onoureil B CPOK, YCTaHOBJIEHHBIt pykoBoauTeneM. EciM CpOK HCIONHEHH:
B PE30MIOLHH HE YKa3aH, NOArOTOBKa OTBETa Ha ofpallieHHe OCYyILeCTBAAETCA B CPOK,
ycraHopneHHblH B PKKO.

OrtBeT Ha ofpallieHde rpakaaHiHa (KOMHs OTBeTa) Ha fiatKe YCTaHOBIEHHOTO
obpasua Ha OyMa)KHOM HOCHTeNE C BH3aMH JOJDKHOCTHBIX JHLl HPENOCTABJACTCA
B Ynpasnenue no pabote ¢ obpaleHusMH Ais GOpMHpOBAaHUS Aesia He NO3JHEe
ycranosnendoro B PKKO cpoka wucnonnenus. K orteery (komuu oTBeta)
TIPUJIAraloTCs 3aBepeHHble KOMKWH JOKYMEHTOB, MOATBEPKAAIOUIMX OTIPABKy OTBETA
KaK B SNEKTPOHHOM BMIE MO ajpecy IJEKTPOHHOI MOYTHl, TaK U Ha GyMaxkHOM
HOCHTeJIe NOYTOBBIM OTIPaBICHHEM.

CKaH-KOTIMM OTBETOB 3afABHMTEIAM 3a MOAMNUCHIO PyKOBOAUTENEH CTPYKTYPHBIX
noapasziencHuii AAMHHACTPaUHH Tropoja HaNpapiAlOTCA [0 JNEKTPOHHOH mouTe
COOTBETCTBYIOLUMMHM  HcnonmHuTensMH.  CKaH-KONMH  OTBETOB  3afBHTENAM
3a noAnKcel0 I'naBel ropoja, 3amecturened I[maBel ropoja HanpabAIOTCH
110 EKTPOHHOM fouTe paGoTHHKaMH YnpapneHus no pabore ¢ oGpalieHUAMH.

178. Ortsersl Ha oOpauieHHs MO CYIIECTBY [ITOCTAaBIE€HHBIX BOIPOCOB
He AalTCs, eCiIH:

1) B nuceMeHHoM oOfpallleHHH He yKkasaHel (aMuins rpaxaaHuHa,
HampaBuBIlero oOpalleHHe, WIH NOYTOBBIH ajpec, MO KOTOPOMY HO/DKEH OBITh
HanpaBiaes orBer. Ecmm B ykasaHHOM OOpallleHHH COACPXATCi CBEASHHUA
0 MOArOTAaBIMBAEMOM, COBEPIIAEMOM WJIM COBEPILIEHHOM TPOTHBONDPABHOM JAEAHUH,
aTakke O JIMIE, €ro IOArOTaBIMBAIOLLEM, COBEPLUIAIONIEM HIIH COBEpPIUMBLIEM,
obpallieHHe NOMANEeIKHUT HaMpaBIE€HHIO B FOCYNAPCTBEHHBI OpraH B COOTBETCTBHH
C ero KoMNneTeHLue;

2) B ofbpaiuenur obxanyercs cynebHoe peuenue; obpalleHue B TEHEHHE
7 OHell co OHSA PpEerucTpaliH MOJNEXHUT BO3BPaTy rpaxcOaHHHY, HalpaBUBILEMY
oGpariieHye, ¢ pasbACHEHHeM NOpsika 06XkanoBanKs JaHHOrO CyAeOHOTO PellIeHHUS,;
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3) B nucbMeHHOM  ofpallieHWH  coAepXaTcs  HEeUeH3ypHele  JHOOo
OCKOPOUTENbHBIE  BBIPWKEHMSA, Yrpo3bl JKM3HH, 3JOPOBBI0 H  HMYILECTBY
JOHKHOCTHOTO JMLA, a TAKKe YIeHOB erc CeMbH; PaKIaHHHY, HalpaBHBIIEMY
obpallieHHe, coobLIaeTcs 0 HEOMYCTUMOCTH 3/10yNOTPeONeHs MpaBoM;

4) TeKCT THCBMeHHOro ofpalleHus He MoAJaeTCA NPOUTEHMIO; obpalleHHe
He MOAJICKUT HANpaBleHUI Ha pacCMOTPEHHE B TOCYIAapCTBEHHBIH OpraH, OpraH
MECTHONO CaMOYNpaBJieHHsT MIW JODKHOCTHOMY JIHMLY B COOTBETCTBHH C HX
KOMMeTeHluel, o0 4Yem B TeueHue 7 JAHell co AHA perucTpalMu obpailleHHs
coobluaercs TpaXkKOaHWHY, HanpaBuBlieMy oOpallieHde, €ciud ero QaMuius
H MOYTOBBIH aipec NoAAaTCs IPOYTEHHIO;

5) TeKCT TMHCBMEHHOTro ofpalleHHst He [03BOJIAET OlpPEAeHTs CYThb
npeiloKEeHNs, 3asBIeHUs MM Kanolbl; obpallleHHe He MOJIEXMT HarpaBieHHIO
Ha pacCcMOTpeRHe B rocyAapCTBEHHELH OpraH, opraH MECTHOTO CaMOyTIpaBlieHus WK
JIOJKHOCTHOMY JIMLY B COOTBETCTBHU C MX KOMIETEHLWEH, O YeM B TeueHue 7 OHEeH
co [OHA peructpauuu obpameHus coobliaeTcs TIpaKAaHHHY, HanpaBHBLUEMY
obpailieHue;

6) B nMCbMEHHOM OOpalleHHH IpaxKAaHHHA COAEPIKHTCS BOMPOC, HA KOTOPBIH
eMy HeOAHOKpPaTHO JABallUCh IKCbMEHHBIE OTBETEI MO CYLIECTBY B CBA3H C paHee
HanpasinseMpiMi O0OpallleHHusIMH, U NpH 3TOM B OOpallleHHH HE MPUBOAATCA HOBBIE
J0BOABl MJIM oOcTosTenscTBa; I'naBa ropoga YenabuHcka MIIM €ro 3aMeCTHTENH,
YIIOJIHOMOYEHHBIE HAa TO JiMlla BripaBe NPUHATE pELICHHE O 0e30CHOBATENBHOCTH
oyepeanoro ofpalleHHs H MpPeKpallieHHH TNepenucKd ¢ rpakAaHMHOM 10 JAHHOMY
BOMpOCY TP YCNOBHM, UTO YyKasaHHOe oOpalleHMe M paHee HalpasiiseMble
ofpaleHnsi HanmpaBlsUTNCE B OAMH M TOT )K€ OpPraH WiIH OAHOMY H TOMY Xe
nomkHoctHoMy Jymny. O gaHHOM — pElIEHHH  YBEOOMISETCS  TIpaXcAaHMH,
HanpaBuBLINI oOpailleHue;

7) B nHMCbMEeHHOM OOpallUeHUH COJIEPKHTCA BOMPOC, OTBET HA KOTOPbIi
pasMellled B COOTBETCTBMH c uacTeio 4 craten 10 @egmepanbHOro 3akoHa
or 02.05.2006 Ne 59-03 «O nopsgke paccMOTpeHHs oOpauieHHid TrpaxiaH
Poccuiickoit ®Pegepaunn» Ha ohHLMAIBHOM CaiiTe rocylapCTBEHHOrO OpraHa HiH
opraHa MecTHOTO caMoynpaBineHus B ceTd MIHTepHeT; rpaknaHHHy, HanpaBUBIIEMY
obpalueHue, B TeueHue 7 OHedl co AHS perucTpald obpalieHus coobuiaercs
3NIEKTPOHHBIH agpec oULHanbHOro caiTa B cetu MHTepHeT, HA KOTOPOM pa3sMeLleH
OTBET Ha BOMPOC, MOCTaBIeHHBI B o6palnesuy, Npy 3ToM ofpallieHne, coaepiaiiee
obkanoBaHHe cygeOHOro pelleHus, He BO3BPalllaeTcs;

8)  OTBeT 1O CYLIECTBY IOCTaBIECHHOro B OOpallleHHH BOMNpOCa He MOXKET
ObITE Jan Oe3 pasrialleHus CBeJeHHH, COCTaBIIAIOLIMX rOCyJIapCTBEHHYIO HIIH HHYIO
oxpaHsemylo (pellepajbHBIM 3aKOHOM TaiiHy. ['paxnaHuHy, HanpaBHBIIEMY
obpalieHde, coobluaeTci © HEBO3MOXHOCTH [JaTh OTBET MO  CYLIECTBY
NOCTABNEHHOrO B HEM BOMpoca B CBA3W C HEJOMYCTHMOCTBIO pasmalleHus
yKa3aHHBIX CBEJEHHUH.

Ecnu nprumHEL, 110 KOTOPEIM OTBET IO CYHIECTBY NMOCTaBIEHHEIX B o6pallieHun
BOMPOCOB HE MOT OBITh JaH, B MOCIAEAYIOIEM ObIJIH YCTPaHeHbl, TPaXAaHUH BIpaBe
BHOBb HANpaBUTh obpalleHue B COOTBETCTBYIOUIMH OCYyZapcTBeHHbIH OpraH Wiu
COOTBETCTBYIOLLEMY JOJHHOCTHOMY JIHLLY.
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179. OrBer Ha ofpallicHHe TIpaXKAaHWHa, NOCTynuBUlee B  ¢opme
3NEKTPOHHOIO JOKYMEHTa, HanpasiseTcs B (opMe 3JIEKTPOHHOIO IOKYMEHTa
110 ajipecy 3NEKTPOHHOM MOYTHI, YKasaHHOMY B oOpalleHHH, B THCBMEHHOH (opme
[10 MOYTOBOMY aApecy, yKasaHHOMY B OOpallleHHH, MOCTYNMBIUEM B NUCbMEHHOH
¢ropme.

Ecnu mocnenuuii AeHb CpoKa paccMOTpeHMsa oOpaiieHus rpaxIaHHHa
NPUXOAUTCS Ha Hepabouwuii AeHb, JHEM OKOHYaHHs CPOKa pacCMOTpeHHUs: obpalleH s
cunTaeTcs OMKalIMi cleRyOLKH 3a HUM pabo4uHii NeHb.

OTBeTCTBEHHOCTE 32  CBOEBpeMEHHOe M [IPaBHJIBHOE  pa3pellleHHe
MOCTaBNEHHBIX B 0OpallleHHAX TpagaH BOMPOCOB HECYT pPYKOBOAMTENH
CTPYKTYPHBIX MoApa3feneHMii AJMHHHCTpauud ropoja B COOTBETCTBHH
¢ nopyuenusmu [ naBsl ropoja, 3amectuTene# [ aBet ropoaa.

180. VcrHble obpailigHus rpaxiaH MPHHUMAIOTCH, KaK NPaBUo, HA JTHYHBIX
MmpueMax, KOTOpbleé MPOBOIAT JOMKHOCTHBIE JHLUA AJMHHHCTPalMH Tropoja
B YCTAHOBNEHHbIE AHM Hefenu N[O yTBepxjaeHHoMy rpaduxy. I'paguk muuHOro
npuema rpaxnau [nasoit ropofa, 3aMecTUTeNsIMH [1aBbl ropojia M PyKOBOAUTEIAMU
CTPYKTYPHBIX NojpasfeneHAdl ANMHHHCTpallid ropoja yTeepxjaercsa I'nmapoi
ropoJa eXXeKBapTalbHo.

UndopMauus o JNUYHOM npHEME TpaxiaH JOMKHOCTHBIMH JIMUAMH
AIMHHECTPaUlWH ropoja pa3MeliaeTcs B IpHeMHOH VYnpasneHus no pabore
¢ ofpauweHuamn, Ha oduuuanbHOM cafiTe AAMHHHCTpAaLMH ropoja, a TaKxke
JOBOJHUTCA A0 CBEAEHHs FPaXKIaH 4yepe3 CPpeAcTBa MacCoBO# MHGOpMaLHH.

HeriocpeacTeeHHYIO OpraHu3aLuio JIHYHOro pueMa rpaxzat I'nasofi roposa,
3aMecTHTeNAMH [ 1aBel roposia, KOHCYABTHPOBAHHE IPaXJaH O NOPAAKE NPOBEACHHS
NUYHOTO MpHeMa M JIMYHBINA PHeM rpax/iaH OCyIUECTBIAET YNpapieHue no pabore
¢ o6palleHsMH COBMECTHO C COOTBETCTBYIOLIEH peepeHTypOH.

INpenpaputensHoe oQOpMIEHHE [JOKYMEHTOB Jns 3aluCH  Ha [pHEM
NMPOM3BOAMTCA HA JIMYHOM [IpHEMe YNONHOMOYEHHBIMH JHLEaMH YTIpaBleHHs
ro pa6ote ¢ oOpauleHHAMH Ha OCHOBAHHH ITMCbMEHHOrO 3asBIEHHA rPAXAaHUHa.

OkonuyaresnpHoe (JOPMUpPOBaHHE CIIMCKa rpaXkaaH st JIMYHOrO NpHeMa M ero
corflacoBaHHWe OCYLIECTBISET COOTBeTCIBylollas pedepeHTypa. [ata W Bpems
rpyemMa MOTyT GbITh H3MEHEHb! 110 COTNACOBAHUIO C IPaXKJaHHMHOM.

3anuch Ha HpHeM, NpeABapuTeNsHOE cobece0BaHHe H OpPraHH3aluIo JIMYHOTO
npHeMa TpPaKIaH MHBIMH JODKHOCTHBIMH JHUaMu  AJMMHHCTpaLMdH ropota
obecreynBaloT yroJHOMOYEHHblE PabOTHHKH COOTBETCTBYIOUIMX CTPYKTYPHBIX
noapasaeneHui AIMHHUCTpaUUK ropoja.

I'paxaaHe, NpuOBIBLIME B OpraH MECTHOTO CaMOYIpaBleHysl Ha JHYHBIA
IpYeM C TNpH3HAKaMH ANKOTOAbHOTO, HAPKOTHYECKOTO HJH HHOrO TOKCHYECKOro
ONbSHEHHS, JOMYCKAIOUHe arpecCHBHOE TNOBE[EHHE, HCTIONb3YIOLHE HeUECH3YpHbIC
¥ OCKOPOUTENBHEIE BEICKA3bIBAHHA, HA IMYHEIH IpHeM He IOMyCKaloTCAL.

TlpH NTU4YHOM MpHEME TPAXAAHMH IpPEIbABISET NOKYMEHT, YAOCTOBEPSIOIMH
ero nuuHocTh. ConepikaHne yCTHOro oOpalleHHs 3aHOCUTCS B YU€THO-KOHTPOJIBHYIO
KapTOuKy JIMYHOrO NpreMa yCTaHOBNeHHOro obpasua.

Eciy M3N0KeHHBIE B YCTHOM ofpartueHny (JakThl B 0OCTOATENbCTBA ABIAIOTCA
OUEBHAHLIMU U He TpeByIOT NOMOIHMTENLHON MPOBEPKH, TO OTBET Ha ObpalleHHe
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MOXKET OBITb aH YCTHO B XOZ€ JIMYHOTO IIPHEMA, O YeM JIENaeTCs 3aIiCh B YUETHO-
KOHTPOABHOH KapTOYKE JIHYHOrO INpPHEMAa 10 CYINECTBY HaHHbLIX pa3zbiCHEeHUH
M NpHHATOrO pemeHus. B ocTanbHBIX choy4yasXx [OaeTcs IMCbMEHHbIH OTBET
O CYLIECTBY NOCTaBIE€HHBIX B o0pailieHHH BomnpocoB. IIpH 3TOM MO OKOHYaHHH
JTMYHOTO TIpHEMa AOIDKHOCTHOE NHUOC MHOOPMHUPYET 3asBUTENS ¢ TOM, KOMy Oyaer
NOpY4YeHO PpacCMOTpPEHHE U TNpHHATHE Mep Mo ero ofpalleHHIO, a TakKke
NpenocTaBiseT OTBET, INOO pa3bACHAET: Ilie, KEM H B KAKOM MOPAJKE MOXET ObITh
paccMoTpeHO ero oOpallleHde 1no cylwectBy. COOTBETCTBYIOILAS 3aMHUCh,
cozepikalliasl Mopy4eHus 1o MOJArOoTOBKE MUCBbMEHHOTO OTBeTa, NefaeTcs B YUeTHO-
KOHTPOJILHOH KapTouKe N0 HTOraM JIMMHOro MpHeMa.

ITucbmeHHoe ofpallleHue rpaxJaHHHa, NepeJaHHoe B XO0Jie JINYHOro NpHema,
paccMaTpyUBaeTCa B yCTAHOBICHHOM ITOPSJIKE.

B cnyuae arpeccMBHOrO TMOBeJeHHs TpaxXJaHHMHA JIMYHBIA  IpHeM
[pekpalaercs, 0 YeM Jienaercs COOTBETCTBYIONIAs 3alKUCh B yUETHO-KOHTPOJIbHOM
KapTouke AMYHOro npuema. [IpM COBEpLUICHHM TpakKOaHWHOM B XOJE JNHYHOTO
npueMa  AeiCTBHH, Hapyllalomux  oOOWEeCTBEeHHBIH  MOPAJOK, a  Takke
NpeACTaBSIOIUX YIrPO3y KU3HU H 3[I0OPOBBIO OKPYMKAIOIIKX, JHIO, OTBETCTBEHHOE
3a OpraHu3aUdl0 JIMYHOrO MpHeMa, He3aMeANIMTEeNbHO BbI3bIBA€T COTPYAHHKA
[TOJTULIHH.

IpaxcpaHuHy, HaxoAslueMycsi Ha JIMYHOM npueme (NpHOBIBIIEMY HA JIMUHBIH
npueM), B ciiyuyae HeoOXOAMMOCTH MOkeT OBITH BbI3BAHA CKOpas MeXHMLMHCKast
MIOMOLLIB.

B xofle MTMUHOr0O NmpHeMa rpakAaHHHY MOXET OBITh OTKa3aHO B AajlbHEHIIeM
paccMOTpeHHH ofpalleHusi, ecnd emy paHee Obil JaH OTBET M0 CYILECTBY
MOCTaBAE€HHBIX B 00palLleH!H BONPOCOB.

181. Tlpu paccMoTpeHun obpalleHHs FpaXX/IaHuH UMEET IpaBo:

1) npeacTaBAATh JOTNONHHTENLHBIE JOKYMEHTHI W MaTepuanbl Jinbo
obpatuarhes ¢ npocsboii 06 X ucTpebGoBaHNH, B TOM YHCIE B 3NEKTPOHHOH dopme.,

[IpencrapneHHble JONONHUTENbHBIE AOKYMEHTBl M MaTepHalbl HANpaBisliOTCs
3a MOAMHCLIO HOJDKHOCTHOIO JIMLA, PacCMOTpEBLIEro NepBUYHOE oOpalleHue,
B CTPYKTYpHBIE mHojapa3jieieHdss AIMHUHHUCTpPAallUH [OpOAa, B KOTOPSIE NEpBHUHOE
oOpallieHue HarpaBneHo Afl pacCMOTPEHUS MO KOMIETEHLIHH BOIIPOCOB.

INpu nocrynnenuu obpaieHus c¢ npockboli 06 HCTpebOBaHMM NOKYMEHTOB,
aBTOpy HampaBisiercs cooflueHHe B MUCBMEHHOH (opMe IO NMOYTOBOMY aapecy
(npu Hanuuuu) nubo B dopMe 3NEKTPOHHOrO NOKYMEHTa [10 aApecy 3JeKTPOHHOMH
MouYTel, yKasaHHOMY B oOpauieHud, O HEOOXOAMMOCTH JIMYHO OOpaTUThCA
B YnpasneHne no pabote c oOpamieHuaAMH MUl TIOJIyYEHHMs 3anpalliHBaeMbIX
JOKYMEHTOB 1 MaTepHaJIOB;

2)3HaKOMHUTBCA €  JOKyMEHTaMH W MaTepHajlaMH,  KacalolUIMMHCA
paccMOTpeHHs oOpailleHHs, eclH 3TO He 3aTparuBaeT npasa, CBOOOBI U 3aKOHHBIE
MHTEpECH JpYrHX JHL W €Clid B YKa3aHHBIX JOKYMEHTaX M MaTepHalax
He COlepKaTcs  CBeJleHMs, COCTaBIAIOLLME TOCYIapCTBEHHYID  WIH  MHYIO
oXpaHsemylo eaepaTbHBIM 3aKOHOM TaHHY;

O3uakoMmjleHHe TpaKIaHHHA ¢ JOKYMEHTaMH W Martepuanamu (manee -
O3HAKOMJIEHHE), OCYLUECTBJSETCS Ha OCHOBAHMM 3asABJIEHHA, HaNpaBleHHOIo
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B MUCbMEHHOM (opme, B (GOpMe 37EKTPOHHOTO HOKYMEHTa HIJIH H3M0XEeHHOro
B YCTHOH (opMe B XOJ€ JHMYHOro IpHeMa YMONHOMOYEHHbLIM JHIOM YIpaBieHHs
no pabore ¢ oOpalLeHHAMH.

Jlata Ona oO3HakoMleHHs MoxeT ObITb OmnpeelieHa MO COMNACOBAHHIO
C rpa)KAaHWHOM B XOjie JIMYHOrO MpHeMa, o TeneoHy, yKasaHHOMY B obpallieHuH,
HanpaBleHHeM cooOlLIeHHs B 3NeKTPOHHOH ¢dopme, B TedeHue 10 nued ¢ MOMEHTa
nocTynnenus 3aasneHus. [Ipu orcytcTBMM B OOpallieHMH HOMepa KOHTaKTHOrO
TenedoHa WIK anpeca MEKTPOHHON MOYTHI, 3aBUTENIO HANPABIAETCS [MHCbMEHHBIH
OTBET C M3JI0XKEeHHEM MOPAAKA O3HAKOMJIEHHS.

B cnyuae mocTyriieHusi ofpamieHuss o6 O3HAaKOMJIEHHH B XOJe JHYHOIo
npueMa, a Takke HeGonbwioro ofbemMa 3anpalMBaeMol WHGOPMALUHH, NOKYMEHTbI
M MaTepHaisl MO OOpalleHHIO NPEAOCTABIAIOTCS 3ajABUTENIO HEMOCPEACTBEHHO
B JIeHb oOpalleHus.

O3HakoMJIeHHe NPOXOAHT B TPHCYTCTBUH paboTHHKa YnpasneHus no paGore
¢ oOpalleHUsIMH.

3asBUTENs BIpape AeNaTh BHIIKUCKM, OCYIIECTBIATH (oTOrpadupoBaHue,
CHUMATh KOIHHU TeKcTa oOpalleHus, OTBETOB H APYTHX JHOKYMEHTOB, aApeCOBaHHEBIX
¥ paHee HanpaBJieHHBIX eMy C HCIONb30BaHHeM COOCTBEHHBIX TEXHHUECKHX CPEACTB.

{5 03HAKOMJIEHHS TIPEAOCTABIAIOTCSA AOKYMEHTh! M MaTepHansl He Gonee e
3a 5 JeT.

[To 3aBeplieHUH O3HAKOMJIEHMA B KapTOUKe JIHYHOTO NpHeMa JAENaeTcs
COOTBETCTBYIOLLAS 3ANUCh, CTABUTCA MOANKHCH 03HAKOMHBILErocs JIMLA;

3) noNy4arh NHCHMEHHBIH OTBET 1O CYIIECTBY MOCTABNEHHBIX B OOpallleHHH
BOIIPOCOB, 33 HCKJIFOUEHHEM CllyyaeB, YKa3aHHBIX B cTathe 11 deepanbHOro 3akoHa
or 02.05.2006 Ne 59-03 «O nopsaxe paccMOTpeHHA oOpallieHHil rpaxaaH
Poccuiickoit Pepepauuuy.

B cnyuae, mpenycMOoTpeHHOM 4acTeio 5.1 cratbn 11 PezepalbHore 3akoHa
or 02.05.2006 Ne 59-®3 «O mnopsake paccMoTpeHus oOpallleHHil rpaxiaaH
Poccuitckoii denepanuu», Ha OCHOBAaHHH oOpalleHHa ¢ pock00i O MpeAoCTaBIeHHH
vHGOPMaLIHH, 3aTparkBatoliiel HHTEPECH HEONPEeACNEHHOro Kpyra JIHL, B YaCTHOCTH
obxanosaHue CyfeGHOro pelleHHs B OTHOIIEHMH HEOMPENeNeHHOro Kpyra mHl,
3aABUTENMIO HArpaBisercs YBEAOMIEHHE O Mepeajpecaluy ero oOpallieHus
B rOCYJAapCTBEHHBIH OpraH, OpraH MECTHOrO CaMOYNpPaBieHUA MJIH ACKHOCTHOMY
MLy, B KOMIETEHLMIO KOTOPhIX BXOAMT PelieHHe MOCTaB/eHHbIX Bonpocos. OTBer,
B TOM YMC/Ie C pa3bICHEHHEM MOpsaKa o0xanoBaHUs CyNeGHOro pelleHHs, MOXET
OBITh pasMeleH Ha OhMUHAIBHBEIX CaliTax JaHHBIX TOCYAapPCTBEHHBIX OPraHoB HIH
OpraHoB MECTHOTO CaMOyNpaBlieHHa B ceTu MHTepHeT ¢ coOMOoIeHHeM 3anpeTa Ha
pasriallieHue CBeIeHuil, coiepikauiuxca B OOpalleHusX, a TakKe CBEJIEHUH,
KacaroliMXca YaCTHOM JKU3HK rpaxkaaH, 6e3 ux cornacus;

4) obpamatecs ¢ >kanofoii Ha nNpuHATOE MO OOpalleHUIO pelleHHe W
na neficteue  (GesmeifctBMe) B CBA3M C  paccMOTpeHHeM  oOpalueHHs
B afIMHHMCTpaTHBHOM W (unu)  cyaeOHoM  mopsike B COOTBETCTBHH
¢ 3akoHozaTenbcTBOM Poccufickoii Penepauny;

5) o6pararThcs ¢ 3asBJeHHEM O NPEeKPaIleHHK PACCMOTPeHHs o0pallerus.
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INoctynyiBlnee 3asBleHHe HANpaBlAeTCs 3a MOANMCHIO JOMKHOCTHOIO LA,
PacCMOTpPEBLIEr0  I€pBHYHOe oOpallieHue, B CTPYKTYpHOEe MNOJpa3fieieHne
AnmyHucTpaunu ropona YensbuHcka, Kyaa I pacCMOTPEHHs MO KOMIETEHUUH
GbIIO HanpaBleHO NepBdvyHOe olpalleHne IS [IpeKpallieHds] pacCMOTPeHHs
obpaiteHrs. IIpy 3TOM MOCTYNUIEHKE 3asBIEHHUA O IMPeKpallleHHd PacCMOTPEHUA
ofpalleHns! He 03Ha4YaeT BO3HMKHOBEHUS 00A3aHHOCTH NpeKpallieHus pacCMOTPEHHUS
obpalienns, Tak Kak HeobXomuMo HAeHTH(HUMPOBATh aBTOpa NEPBUYHOIO
oBpallieHHs ¢ aBTOPOM, 06paTHBILMIMCS € 3aABJICHHEM O MPEKPaLIEeHHH NEePEnncKH.

182. O6pamenust TpaxAaH CHHTAIOTCS  MCMOJHEHHBIMM, €CIH  BCe
NOCTABNEHHBIE B HHMX BOMPOCBI PAacCMOTPEHBI, paspelieHbl JUOO [0 HUM JaHbI
noapoOHele pa3bsACHEHHS.

HcrnionHennble oOpallleHHs rpaxJaH €O BCEMH IIpHiaraeMbIMH K HHM
MaTepuanami MepefaloTcs Ha GYMaKHBIX HOCHTENAX B YIpasneHne no pabote
¢ obpamenuamu. B PKKO B COJl NOMKHOCTHBIM JIHLIOM, COOTBEICTBYIOLICH
pedepenTypoil mpocraBnserca oTMeTka «B jenmo» ¢ ykasaHWeM JaThl CHATHA
opallieHHs C KOHTPOs. AHAIOrHYHas OTMeTKa POCTaBISeTCA B Aene Ha GyMaKHOM
HocuTene. 3anuch 3aBepseTcs JIHYHOH MOJMMCEIO AOJDKHOCTHOTO JIUIA C YKa3aHHEM
(GaMHIMK ¥ HHUIUANOB, AAThl CHATHS C KOHTPOA.

IIpHOCTAHOBUTE paccMOTpeHHe OOpalleHHs MOMKET PYKOBOIMTENb, AABIIMH
ropy4eHue (pe3osouHio).

183. JlokyMeHThl MO OpHeMy H pacCMOTpeHHI0 oOpalleHuil U 3ampocoB
rpaxcian  QopMupyloTcs B fAena M XpaHATCA B YIOpaBneHHH no paGore
¢ ofpallieHUAMH B SNIEKTPOHHOM BHAE H Ha OyMaXKHbIX HOCHUTENSAX B COOTBETCTBHH
c HOMeHKnaTypoil zen W TpeGosanmsiMu (enepansHoro 3akoHa ot 27.07.2006
No 152-03 «O nepcoHanbHBIX JaHHBIX».

Havyansuuk VYnpasnenus no pabore ¢ o0palleHHsAMH CHCTEMaTH4ECKH
aHaNM3UpyeT MNpHYHHBL,  XapakTep, colepkaHe  oOpaleHudi  rpaiiaH
¥ TIpeflocTaBNsAeT HH(OPMALHIO O COCTOSHMH paboThl ¢ OOpalleHHIMH TIpajiaH
I'nase ropoma, 3aMecTuTeNaM I7aBel TrOpoja, eXeMeCAYHO TMpelCTaBlieT
B AnMunucTpaunio  Ilpesunenta Poccuitckodi ~ @enmepaumy, IlpaBurenncrso
UenaGuHckoil ofynacTd B 37EKTPOHHOH ¢opme HHMOpPMALMIO O pe3ynbTaTax
paccMOTpeHus oOpallieHWii rpaXciaH, OpraHM3allid, a Takke O MepaX, NPUHATBIX
No TaKuM oOpalleHHsAM.

KoHTposb 3a HCMOAHEHHEM JOKYMEHTOB, IIOpYHeHHi U o0pallieHuil rpaxaaH

184. KoHTpons 3a WMCIONHEHWEM NOKYMEHTOB, MOpyYeHUH U oOpallleHuH
rpakaaH BK/IOYAeT: IOCTAHOBKY Ha KOHTPO/b, MPEABAPHTENBHYI0 MPOBEPKY
M perylMpoBaHue XOLa HCIOJHEHMs, CHATHE C KOHTPONd, HanpasleHue
MCTIOJIHEHHOrO JOKYMEHTa B JeJlo, yueT, o0o0lleHHe U aHallu3 X0/a 1 pe3ynbTaToB
HCMONHEHHS  JOKYMEHTOB, a TaKke HHGOpPMMpOBaHME  PYKOBOMHTENEH
006 HCHIONHEHHH N0pYeHHH, 3aPUKCHPOBAHHEIX B JOKYMEHTaX.

185. KouTponio UcHoHEeHHs NOAJIENKAT CleAyoMHe JOKYMEHTBL:

1) JOKYMEHTbl OpPraHOB H JOIKHOCTHBIX JIHIl OpPraHOB TOCYAapCTBEHHOH
BJIACTH, MOCTYMUBLINX B AZMHHHUCTPALIKIO rOpoja;
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2) nopyuenus ['yGepHatopa Uensabunckoii obnactu;

3) peweHus YensGunckol ropoackoii dymel, npaBoBble akThl [ aBsl ropona,
AIMUHHCTpaUNH FopoAa, NODKHOCTHBIX THL AJIMHHUCTPALIMHK FrOpoaa,;

4) nopyueHus ['naBsl ropona, samectuteneii [ naBel ropona;

5) cnyxebHble n1cbMa, TPeOYIOLIHE HCIIONHEHHS U OTBETA;

6) oOpalleHus rpaxAaH, 3a HCKIIOUEHHEM YCTHEBIX obpaleHuH,
He TpeBGYIOLMX TOArOTOBKH MHCEMEHHOrO OTBETa B COOTBETCTBHM € 4acTeio 3
cratb 13 ®egepanbHoro 3akoHa ot 02.05.2006 Ne 59-03 «O nopsaake
paccmoTpeHus obpawieHuil rpaxxaad Poccuiickoil Penepaium.

186. KoopauHauuio AesTeNnbHOCTH [0 KOHTPOJIO 33  HCIOJHEeHHeM
JOKYMEHTOB OpPraHOB M JOJDKHOCTHBIX JIMI OpraHOB TOCYJapCTBEHHOH BJAcTH,
NOCTYNUBIUMX B AJMHMHMCTpaillMio ropozna, pewenud Yensbunckoit ropoxackoii
JyMbl, NpaBoBEIX aKTOB [ 1aBel ropoja, AAMHHHCTPALKH rOpoAd, NOJKHOCTHBIX JHLL
AMUHHCTpauuM ropopaa, mnopydenuii [ybepHatopa Yenabunckoii obnacty,
nopyueHuii I'1aBel ropoja, nuceM, obpalleHHi rpaxxaad obecnevrBaer 3aMeCTHTENb
['naBEI ropoja, pyKOBOAUTENE annapara AIMUHHCTPALMH ropoja.

HenocpeAcTBeHHYy0  OpraHM3alMOHHY!0  paGoTy MO BEIMOJHEHHIO
IOCTaBJEHHBIX HA KOHTPOJIb AOKYMEHTOB OCYIIECTBISIIOT 3aMECTHTENH IJiaBbl
ropona, pPYKOBOAWTENH CTPYKTYPHBIX MNoApasjeNieHHd AIMHHHCTpalMi ropoaa
B COOTBETCTBHHU C KOMITETEHIIHEH.

187. KouTpoins 3a CpOKaMH MCIIONHEHMs MJOKYMEHTOB M MOpY4YeHHi,
MOJrOTOBKY AHANHTHYECKHX MATEPHANOB, CIyXeGHBIX 3alHCOK O COOMONEHHH
TpeOOoBaHHi HCTMOIHHUTENBCKOH AHCUMIIIMHBE OCYILECTBIAIOT:

1) KOHTPOJIbHEIM OTAen YTipaBleHHs OpPraHM3alMOHHOM H  KOHTPOJIbHOM
paboThl — NOCTYNAIOIIMX Ha HCMONHEHHE IOKYMEHTOB OPraHOB U JAOJDKHOCTHBIX JIHLL
OpraHoB rocyaapcTBeHHO# Biacti, mopyyenuii I'y6epraropa Yenabunckoii obnacty,
pemennit Yenabunckoii ropoxckoit Jlymel, mnpaBoBeiX akToB [naBel ropona,
AJMMHUCTpALMH FOpoja, JOMKHOCTHBIX JHML AJIMHHHCTPALHH rOpoja, Mopy4eHHH
['naBel ropona;

2) Ynpasnenue mno paGore ¢ ofpaumeHHsMH — oOOpawleHHH rpaxia,
JOPHANYECKHX JIML, MOMAJIEHALINX PACCMOTPEHHIO B COOTBETCTBUM C PefepanbHbIM
zakoHoM oT 02.05.2006 Ne 59-®03 «O nopsagxe paccMOTpeHUs oOpallueHui rpaxiuaH
Poccuiickoit Mefepaluuy», 3anpocoB Hoib3oBaTened MHQOpMalHEH, MOMNEeKAILMX
paccMoTpeHMio B cooTBetcTBUU ¢ DenepanbhbiM 3akoHoM oT 09.02.2009 Ne 8-03
«O6 obecnieyeHnn Hoctyna K HHGbOpMaLMHd O AEATENBHOCTH TIOCYAapPCTBEHHBIX
OpraHOB W OPraHOB MECTHOTO CaMOYNpAaBIEHUs»; CIYXeOHBIX muceM, MHCEM
M 3aMPOCOB IOPHAHYECKHX JHL, HHAMBHAYANBHEIX NpeATNpUHUMATENEH;

3) petpepentypsl [naBsl ropona, 3amectuteneii ['nasbl ropoaa — nopy4eHui
COOTBETCTBYIOLIMX AOJDKHOCTHBIX JIHL;

4) pyKOBOAMTENH CTPYKTYPHBIX NoApasfeNeHu AIMHHHUCTpalMH ropoia —
ciyeOHbiX JOKYMEHTOB, ITHCEeM, HEMNOCPEACTBEHHO MOCTYNHMBLIMX K HHM, MHCEM
¢ pezomounsimu [naBel ropofa, 3amectuteneii ['niaBs! ropona.

KoHTponb JOKYMEHTOB OCYWIECTB/AETCA IyTéM MPOBEPKH HCMONMHEHHS
MOpPYUeHHii, HINOKEHHBIX B JOKyMEHTE, T0y4eHHs CIIPABOK H HHBIX HEOOXOMMMBIX
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HH(OPMAUMOHHBIX MATEPHANOB OT CTPYKTYPHBIX MOApasfejeHud AIMUHUCTPALHH
ropoga.

188. Joxymentsl (32 HCKIOMeHMeM oOOpallieHuH rpaxcaaH), pe3oroLus
HA KOTOPBIX COAEPKUT MOPYUEHHEe O KOHTPOJE, HAMpaBIAIOTCA B KOHTPOJIBHEIH
otaen VYnpasneHus OpPraHU3allMOHHONH M KOHTponsHOH paboTel. KoHTpossb
33 UCTIOJIHEHHEM [OKYMEHTOB OCyLIecTBIseTcs Ha 6ase crnenuanbHO pa3paboTaHHEIX
ABTOMATH3HPOBAHHBIX CHCTEM KOHTPOJIA.

Ha xoHTpons MOKeT OBITH MOCTaBNeH BeCh HOKYMEHT MO0 ero oTaenbHas
YacCTb, IYHKT.

Ha kaxpoe nopydveHHe (OTAENbHBIA TNYHKT [OKyMeHTa) oQopMIsercs
KOHTpPOJIbHAsA KapTa.

KoHTpolbHas KapTa ycTaHOBJeHHOro ofpasna 3anoiHsercs CTporo
B COOTBETCTBHM C COJEPXKAHHEM HOKYMEHTd, MOCTABIEHHOTO HAa KOHTPOJib, MO0
pe3olioLyeli JODKHOCTHOrO JIMIIA, AABIIEro nopy4eH e, i BKIIOYaeT B ceds:

1) oTBeTCTBEHHOTO HCIIONHUTENA (3aMecTUTeNs [ 1aBbl ropoja, pyKOBOLKTEIIs:
CTPYKTYPHOro nojpasaeneHus AJIMHHHCTPALHK FOpPOAa);

2) Buja AoKymeHTa (Hampumep, nopydeHue I['ybepnatopa UYenabunckoit
obnacTH, MpoTecT MNpOKypaTypsl ropoja YensOuHCKa, NHCBMO YrpaBleHHs
denepanbHoli  aHTUMOHOMONBHOH  clIyxOpl  mo  YensOuHckoH o0nacTu,
pacnopsiceHHe AJMUHUCTpauuu ropona Yensbuncka, mopyueHue ['naBsr ropona
W Ipyrue A10KyMEeHThL);

3) xpatkoe coiepkaHHe 3afaHus (Hampumep, «ObecnevnTb 0OHOBNEHHE
JOPOXHON Pa3METKH», «BbIIEINTs HOMOTHUTENBHEIE MECTA MO/ PBIHKHM [Uisi COBITa
CeNBCKOXO3SICTBEHHOM NPOAYKLHMY) NUBO0 CCBUIKY Ha MYHKT AOKYMEHTa, KOTOPIH
MOJIEXKUT HCIIONIHEHHIO;

4) cpoK HCHOJHEHMs KOKyMeHTa (B Clydae, eciy NOpyueHHe npennojaracT
I03TAIIHOE  pelleHHe IIOCTaBNeHHBIX BOMpPOCOB, MOXET ObiTh onpenenex
[POMEXCYTOYHBIH CpOK MpefoCTaBieBus HHGOpMaUnM 1  HHGOPMHPOBAHMS
IOJDKHOCTHOIO JINLIA, JABIIEr0 [opy4YeHHe, O TEKYIEM I0JI0XKEHHH e).

Ha kouTtponsHOH kapTe B NpaBOM BEPXHEM YIAy IPOCTABAETCS LITAMIL
«KOHTPO/b» ¢ TekyliuM CpOKOM HCIIONHEHHA. [l HANIIAHOCTH OTTUCK LUTaMMa
MOKeT OBITh BblZeneH UBeToM. KOHTpONBHON kapTe NpHCBAUBAETCS HMCXOASLUMH
HOMep H JaTa OTIpaBKH.

CornacHo  pe3oNiOUMM  JOJDKHOCTHONO  JIMLA, JAaBIUEro  TOpy4eHHe,
KOHTPONBHBIH OTAen YIpaBieHHs OPraHU3ALMOHHOH H KOHTPONBHOM padoTel
HarpaBliseT KOHTPONBbHYIO KapTy B COOTBETCTBYIOLUEE CTPYKTYPHOE NOApa3ieNicHUe
AIMMHMCTpaLUM ropoja (OTBETCTBEHHOMY MCTIOIHHUTENIO).

OTBeTCTBEHHBI  KCMONHWTENE  obecreunBaer cbop M MOArOTOBKY
HeOOXOOMMBIX [JOKYMEHTOB, IPOEKTOB CIPaBOK © pe3ylnbTarax HCNOJIHEHHS
MOPYYEHHs, OCYILECTBIsET NOATOTOBKY WHQOPMALKK B afpec AOKHOCTHOIO JIMLA,
pasiiero mopydeHue. OTBETCTBEHHBIH HCMONHUTENR HANpapiseT HHPOPMALMIO
B COOTBETCTBYIOILMII aJpec M BO3BpALLACT KOHTPONbHYIO KapTy B KOHTPOJNbHBIH
oTZeNn YIpaBleHus OPraHM3alMOHHOH KM KOHTPOMNBHOH paboThl ¢ 00sA3aTENBHBIMH
OTMETKaMM:
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1) B rpade «Pe3ynbraT HCMOTHEHHA» BNEYATBIBAETCS KPATKOE COJEpPIKAHHE
ucronHeHus nopydyenus (Hanpumep: «HanpaBieHo MHCBMO B aipec 3aMECTHTENs
I'yGepHatopa Yensbuuckoit obnactu ot 06.07.2018 Ne 01-789. Konusa nucema
npunaraeTcs»);

2) B rpadax «DPHUO pykosoaurens», «OHO ucnonnutens» pyKONHCHO
3aMOMHAIOTCS COOTBETCTBYIOUIHE HNaHHbIE, CTABATCA MOANMCH, JaTa U KOHTAKTHbIH
HoMep TenedoHa.

189. [Ins nOKYMEHTOB, KOTOpPbIE CTABAT Ha KOHTPOJ1b, YCTAHABIHBAIOTCS CPOKH
ux ucrnondeHus. Cpoku UCTIONHEHHS MOrYT OBITh THNOBBIMK H HHAHBHAYATBHBIMH:

1) ¢ KOHKpeTHOI1 JaTOH MCIOAHEHUS — B YKa3aHHBIH CPOK;

2) 6e3 yka3aHHs KOHKpPETHOH AaThl MCIONHEHHS, UMEIOIIHE B TEKCTE TIOMETKY
«Cpo4Ho», — B TPEXIHEBHBIH CPOK;

3)uMmerome nomerky «OnepaTtuBHO» — B IECATUIHEBHBIH  CpOK,
OCTAEHEIE — B CPOK [0 OIHOI0 Mecsilla CO AHS perhcrpauud B AJIMHHHCTpPalHH
ropoza.

Cpok, HCUMCNAeMBlIi MecALUAMH, HCTEKaeT B COOTBETCTBYIOLUCE HHCIO
NOCJeIHEro MecsLa CpoKa.

Ecnu  nocneguuii  JeHb Cpoka HCHONMHEHHSA JOKYMEHTA IIPHUXOOHTCA
Ha HepaOouuii [eHb, TO [OKyMEHT MOMISKHUT MCIONHEHHI0O B Omxaiuinii
CNenyloinit 3a HuM pabounii eHb.

190. Vndopmauus 00 WCNOAHEHHWH JOOKyMeHTa HoikHa obg3aTenbHo
collepKaTh OTMETKY co cnosamu «[lpolly cHATb € KOHTponsa» nmbo «[llpowy
NPOASIUTb KOHTPONb A0 » (YKa3bIBaeTCsd KOHKpPETHAsA jaTa).

B ciyuae HeWCNOJHEHHs NOKYMEHTa B YCTAHOBJEHHBIH CPOK HCIIONHHTENb
NpeiCTaB/IseT HAa MMs OTBETCTBEHHOrO MCTONHMTENA (3amecTuTens ['naBbl ropoja,
B BEJIEHHH KOTOPOro HAaXOAUTCA BOMpPOC) CiykeOHylo 3amucKy C H3JI0KeHHeM
NPHYUH HEHCTIONHEHHsT JOKYMEHTa, OTAENbHOro MNOpyyeHys Wik obpalueHus
M MOTMBHPOBaHHO# Npock00ii 0 MpoANIEHHH CPOKa HUCMOJHEHHS COOTBETCTBYIOLLErO
JIOKYMEHTA.

INpopsieHHe CPOKOB HCIONHEHHS, YCTaHOBJIEHHBIX B [pPaBOBBIX aKTax,
He nonyckaercsi. CpOKM MCNONHEHMs NOpPY4YEHHH, YCTaHOBNEHHBIX OpraHaMmu
rocyaapCTBEHHOM BIacTH, MOTYT H3MEHATHCS TOJIBLKO C paspelleH s 3THX OpTraHoB.

O60 Bcex ciyyasX H3MEHEHHS CPOKOB HCIIOJHEHMS JOKYMEHTa MCIONHUTEINb
B 063aTeNnbHOM MOpAAKE B MHUCHMeHHOH ¢opMe HMH(OPMHpYeT MoApasieneHue,
B KOTOPOM HNOKYMEHT IOCTaBJIeH Ha KOHTPOJb, ¥ 3aHHTEPECOBAHHbIE OpraHU3alluH,
IOPUAMYECKHX JIHL, rpapaH (3asBuTeneii). IOKyMeHTHI, MO KOTOPHIM CPOK
MCIIOJIHEHUS CBOEBPEMEHHO He OBl NPOJTieH, CYUTAOTCS HE HCITONHEHHBIMU B CPOK.

191. CusTHe ¢ KOHTPONA AOKYMEHTOB, IOPYYEHHH H MHCEM OCYILECTBISETCS
PYKOBOAMTENEM, TOCTABMBILHM HX Ha KOHTPOJb, WM HHBIM YHNONHOMOYEHHbLIM
HM JOJKHOCTHBIM JIMLIOM NMYTeM HAJIOXKEHHA Pe30JIIOLIHH.

192. B cnydae HCHOJNHEHHA [OKYMEHTa HECKOJIBKMMH CTPYKTYPHBIMH
MofipasaeneHus MU JOKYMEHT HalpaBlAeTci OTBETCTBEHHOMY HCMOTHHTENIO,
OCTaJibHBIE HCIONHMTENM IMOJy4aloT KomuM  JokymeHTa. OTBETCTBEHHBIM
HCIIONHKTENIEM JIOKYMEHTA SBAETCS JMLO, YKa3aHHOE B PE30JIOLMH NEPBBIM, €C/H
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HeT MHBIX yKa3aHHil. OTBETCTBEHHbIH HCMONHHUTENE M COMCMOIHHTENH B PaBHOH
Mepe HeCYT OTBETCTBEHHOCTh 33 CBOEBPEMEHHOE HCIONHEHHE JOKYMEHTA.

WMudopMauuss OT  COMCNONHUTeNedl JOMKHAa  ObITh  MPEAOCTaBieHa
OTBETCTBEHHOMY MCIIOJIHUTENIO He MO03/Hee, 4YeM MO HCTedeHHH 2/3 Ccpoka,
YCTaHOBJIEHHOIO VI UCTIONHEHHS JOKYMEHTA, €CJIM HET MHBIX YKa3aHHH.

193, JIoKyMeHTB! CUHTAIOTCA MCHOJNHEHHBIMH H CHHMAIOTCS C KOHTDOIA
nocnae (paKTHUECKOTO BBIMOJHEHHA MOpPYYEHHH MO CyLeCTBY Ha OCHOBaHMH
JIOKYMEHTHPOBAaHHOIO MOATBEPXKAEHUS MCMONHEHHS JOKYMEHTOB W COOOLIeHUs
pe3yNBTaTOB 33 MOAMHCHIO OTBETCTBEHHOI'0 HCIIONHUTENS 3aHHTepEeCOBaHHBIM
OpraHu3aUUsM, IOPHAHYECKHM JIMIAM H rpaXKiaHaM.

B cayyae mnoaroToBkM HHAOpMALMHM N0  HMCMOJIHEHHIO JAOKYMEHTOB,
MOCTYMHUBIUMX M3 OPraHOB TroCyAapCTBeHHOH BracTd, rnopy4yennd I'yGepHaTopa
YUenabuuckoii 0bacTh, JaTOH HUCIIOIIHEHHS NOKYMEHTA ABJAETCA HaTa perucTpaluy
TAKOr0 JOKYMEHTa B COOTBETCTBYIOILEM opraHe (ToApa3feneHuM), HanpaBHBLIEM
JOKYMEHT. B Lensx MCKIIOYeHHs HapyLIeHHMs1 CPOKOB HCIONHEHWs YKa3aHHBIX
JIOKYMEHTOB  MCIONHKTENH, TNpH HeoOX0AMMOCTH, OOecrneurBaloT AOCTaBKY
NOKYMEHTa 00 MCTIONIHEHUM HAapOYHO, & TaKkKe IOCPeACTBOM 3JIEKTPOHHbLIX CPEICTB
CBA3H.

Ecnu ycraHaBauBaeTcs, 4TO COJAEp:KaHMe OTBETA HE COOTBETCTBYET 3aJaHHIO,
[IOpYYeHHI0 JOKyMeHT Bo3BpalllaeTcss Ha Jopaborky 6e3 mpozneHMs CpPOKOB
HCIONHEHHUS.

Undhopmauns © CHATHM  JOKYMEHTa C  KOHTpois  (uxcupyercs
B YCTAaHOBJIEHHO! B CTPYKTYPHOM MOApasAeneHnd AJIMUHHCTPALHK ropoja CHCTEME
xoHtpons. OTMeTka, CBHAETEBCTBYIOIAs 00 OKOH4AHMH paboThl C AOKYMEHTOM,
COCTOUT U3 CNIEAYIOLIMX 3JIeMeHTOB: ciioBa «B AEno», kpaTkux cBefeHHii 0 NopsAske
peilleHHss BOmpoca, MOANMCH pabOTHMKA, OTBETCTBEHHOro 3a  KOHTPOMb
3a HCIOJIHEHHEM AOKYMEHTOB, JaThl, HanpuMep:

B peno. Oteet ot 10.05.2019 Ne 24-08/71
damunua U. O.

noanuchb
[ata

HAH:

B pgeno. WHdopmauua 06 uchnonHeHun npeactaeneHa [nase
ropopa Ha coselaHun 12.12.2018 (TekcT Aoknaaa npunaraeTcs)
damunun U. O.

noanNuch
[ata

194. Tlpu nepecbUlKe JOKyMEHTa Ha HCIIONHEHHE B  CTPYKTYpHbIE
nofpasieneHds AIMUHHCTpalMM ropoja HiM B MOABEAOMCTBEHHBIE OpraHH3alliy
BMECTE C HNOKYMEHTOM HAMpAaBISETCS 3K3EMIUIAP KOHTPOJBHOH KapThl, KOTOpas
[ocie MCIOJHEHMs Bo3BpalaeTcs BmecTe ¢ HHpOpMauueidi 00 MCHOJHEHWH,
othOopMIIeHHO# B YCTaHOBJIEHHOM MOpPsIAKeE.

195. TlpoBepka xona HCMONHEHHA AOKYMEHTOB, TOCTAB/ICHHBIX HA KOHTPOIb,
OCYLIECTBISIETCS ~ KOHTPOJIHBIM ~ OTAENOM  YIpaBleHHd OpraHH3aLlMOHHOM
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M KOHTPOJEHOM paboTEl A0 UCTEYEHHs CPOKOB HCMONHEHHs (TpenynpeanTeNbHEIH
KOHTpOJb), B TOM YHCIIE IyTEM PacChUIKH HallOMHHAHWM, COepKallHX CBeIAeHHs
O MOJIENALUKHX HCIIONMHEHHIO JOKYMEHTaX, OTBETCTBEHHBIM HCIIOJHUTENAM.

[penynpenuTensHblii  KOHTpOAbL  MpEANoNaraeT  COCTaBIeHHE  CBOAKH
Y MpeAyNpexeHHe HCMONHHTENeH Mo AOKYMEHTaM, CPOK MCIOJMHEHHS KOTOPBIX
UCTeKaeT yepes 3—5 AHei.

B cnyuae HenpepmoctaBieHus HHGoOpMaLMH 00 MCIONHEHHH IOPYYeHU
B YCTAHOBJICHHBIH CpOK, KOHTPOABHBIM OTAENOM YINpaBleHHs OpraHu3alHOHHOH
H KOHTPONbHON paboThl B aapec OTBETCTBEHHOINO HCIMOJHHTENS HalpaBlseTcs
CNpaBKa O HEYCMNONHEHHBIX HOKYMEHTaX, OJHOBPEMEHHO HalpaBiseTca clyxebHas
sandcka o QaxkTe HeUCNoNHeHWsA JOKyMeHTa Ha HuMs InaBel ropoga Jmbo
3amecTHTeNnda [NaBel ropoja, pyKoBOmUTeNs amnnapara AIMMHHCTPAallHH ropoaa
B paMKaX KOMIIETEHLIUH.

196. TlopyueHus, naHHble [JlaBodl ropoja Ha annapaTHbIX COBELUAHHAX,
1o pe3y/NbTaTaM ero IMoe3foK, BCTPeY M MHbIX MEPONpPHUATHIA, CTAaBATCSH Ha KOHTPONb
B KOHTPOJLHOM OTAese YMpaBlneHHs OpPraHH3aLMOHHOH M KOHTPOJBLHOH paboThl
Ha OCHOBAaHMH [POTOKOJOB, oOQopMiIeHHBIX pedepeHTypoii [nasel  ropofa,
M MepefaHHbBIX Ha HCIOMHEHHE COOTBETCTBYIOLIMM MOJIKHOCTHBIM JIMUAM HIH
PYKOBOIMTENAM CTPYKTYPHBIX NOApa3JeeHui AAMYUHICTPalHH ropoja.

197. KouTtponbHbli oTAen YNpaBieHHs OpPraHM3aLMOHHON M KOHTPONLHOH
paGoTEl OCYILECTBJISET MpPOBEpKY HCIONHEHHS NpaBOBBIX aKTOB [7naBel ropoja,
AIMHHHCTpaUMH  Tropoia, IOIDKHOCTHBIX  JiMIl  AJMMHMCTpaliud  ropoAa
B CTPYKTYPHBIX IMOJpa3feneHHax AJMHHUCTPALUH ropoja, y4eT KOHTPOIHPYEMBIX
MpaBOBbIX AKTOB, JOKYMEHTOB OpPraHOB rOCyapCTBEHHOH BIACTH, OPraHOB MECTHOTO
camoynpaBneHus, ofecrmeuuBaer cbop MHQopMalyK  OT  HCIONHUTENeH
u uHpopMupyer [naBy ropoga, s3amecthrens [aBel ropoja, PyKOBOAWTENA
anmapata AIMUHHCTPAUHH TOpojia O COCTOSHHM HCHOJIHMTENBCKOH AHCLHMIUIMHbI
B AJMWHMCTpaLUY ropoja.

V1. Opranuszauus paboTsl ¢ JOKyMEHTHPOBaHHOM
HHdopMaLinell orpaHH4YeHHOro A0CTYNa

198. JlokyMeHTHpoBaHHas HHOpopManHa (NOKYMEHTEI) C OrpaHH4YeHHbIM
JOCTYIIOM FIO YCJIOBHSAM €€ MPaBOBOTO PeKHMa MOApas/IeNseTcs Ha ABa BHJA!

1) nHbopMaLus, OTHECEHHas K FOCYNapCTBEHHOM TajiHe;

2) koH¢uAeHUHaNbHAasA UHpOpMaLUs (cmyxebHas HHbopMaL s
OrpaHHYEHHOI0 PACTIPOCTPaHEHHS),

OTHeceHHe IOKYMEHTOB K [OCYAAapCTBEHHOH TaliHe W OpraHu3auus paboTh!
CO CBEJEHUSIMH, COCTABASIOUIMMHM TOCYJapCTBEHHYIO TaiiHy, B AJMHHHCTpalMH
ropoja OCYLIECTBISETCA B COOTBETCTBHM C 3aKOHOJATeNbCTBOM Poccuiickoii
denepauuu.

Yyer, XpaHeHMe W  HCIONb30BaHME  JOKYMEHTOB,  OTHECEHHBIX
K rocyJapcTBeHHOM TaliHe, B AZMHUHMCTpaLlid ropoza Bosnaraetcs [naBoi ropona
na Otnen MoGuIM3anMoHHOH paboTel W 3aIUMTHl  TOCYNAPCTBEHHOH TaHHBI
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Anvunuctpauun ropona. K pabore ¢ uHdopMmainued yKkasaHHOro BHAA
TNIPUBIIEKAIOTCA JIM1IA, IMEIOIIHE CelHanbHbli JOTMYCK.

199. K cayxe6Hoit wuHpOpMauUud OFPaHHYEHHOrO  PAacnpoCTpaHeHHs
OTHOCHTCS HeceKpeTHas HHpopMalys, kacalolascs AesTelbHOCTH ANMHHHCTpaUH
roposa, OrpaHHueHHe Ha pacnpocTpaHEHHe KOTOpOH MHKTYIOTCA chyxeOHOH
HeoOX0IUMOCTBIO.

200. HeoO6XxoNHMOCTb OTHeceHHS chyxeGHOll HHQOpPMAalMM K KaTeropuu
OrpaHMYEHHOr0  pacrlpoCTpaHEHHsA  OnpenenseTcs  AOMKHOCTHBIMH — NHLAMH
AJIIMHHHCTpalMH Topoja nubGo PpPyKOBOAMTENSAMH CTPYKTYPHBIX MOApasfieNieHuH
AJIMHHHUCTpALKHY ropoxa.

Ha [noKyMeHTaX, COAepKauldx cmyxebHylo HHQPOpMal{lo OrpaHHYeHHOro
pacHpoCTpaHeHHs, NpocTaBisercs oTMerka «[nA cnyxebHoro nonb3oBaHWUsY.
OTMeTKa NMPOCTABNAETCA B NPaBOM BEPXHEM YIJIy MEPBOH CTPaHHIBl JOKYMEHTa,
Ha OONOYKKE MJM THUTYIBHOM JIHCTE€ H3JaHHsA 51M60 Ha TMEepBOH CTpaHule
COTMPOBOAUTENBHOTO MUCBMa K TAKHM JOKyMEHTaM.

Pabota ¢ wunbopMauueil, cocraBisiomied CyKeOHYHO TaiiHy, NMPOBOAHTCS
B COOTBETCTBHH C 3aKoHozarelbcTBOM Poccuiickoii Penepanimu, crneuranbHbIMU
MHCTPYKLHUAMHU H IOJOXKEHHAMHU.

OcobeHHoCTH paBoThl € JOKYMEHTaMH, COAEPKAIUMMH KOH(HAEHUHAIBHYIO
HHGOpMaLHIO (ClIy)keGHYIO U HHYIO TaliHy, NepCOHANBHbIE JaHHEIE), PeryaupyTCs
crielMaNbHBIME [IPABOBBIME AKTaMH, a TAKKe MON0XKEHHEM O Mopsaike obpauieHus
co cnyxebHoilt uradopMaueil orpaHH4eHHOr0 PacnpoCTpaHeH:Hs B AAMHHHCTPaLHH
ropoja, yrsepxaeMbplM IpaBOBBIM aKTOM AJMHHHCTPALMK ropoa.

201, Tloctynawolias B AIMHHUCTPAUHIO ToOpoja  KOPPECNOHAEHLHA
c otmetkoii «AnA cnyxebHOro nonb3oBaHWA» NPUHAMAETCA U YUHTHIBAETCH
YTIOJIHOMOYEHHBIM paGOTHHKOM, KOTOpPOMY 3Ta pafoTa nopyyeHa.

JTOKYMEHTBI C OTMETKOH «[CM» HMEIOT OTAENBHYI0 PEerncTpalHio OT BCETO
I0TOKa JOKYMEHTOB. [Ipy 3TOM B perucTpalldOHHON KapTO4Ke K perucTpaliiOHHOMY
HOMepY IOKyMeHTa A00aBiAeTCs OTMETKA «ACID.

O dakrax yTpaTel IOKYMEHTOB, CONepXalllux CIyxebHylo HHpopMalHIO
OTPaHHMYEHHOrO PACIPOCTPaHEeHHUs, WK pasrnailieHus 9Tod UH(QOPMALUH CTaBHTCA
B U3BECTHOCTb NpeACceaaTe/ib COOTBETCTBYIOIIEH IKCIEPTHOH KOMHCCHH B IOPAIKE,
YCTAaHOBNEHHOM [PaBOBBIM aKTOM AJMWMHMCTpalUMHM ropoja. B ostom ciyuae
MPOBOAUTCA ciy)eOHOe paccliefloBaHie, HAa YTpayeHHble MOKYMEHTBI COCTaBIACTC
aKT.

202. JdoibKHOCTHEIE Jjuua  AJMHHHMCTpPaUMH  ropoja, PpyKOBOIHUTE]H
CTPYKTYpHBIX MOApazfeneHui AJNMHHMCTpPalMd ropofa HecyT OTBETCTBEHHOCTh
3a ofecreyeHre NpPaBUIBHOI0 y4eTa, XpaHeHHs, pasMHOXEHHs W HCIOAb30BaHHs
JOKYMEHTOB, coAepialliX HHPOPMALKIO OrPaHHYEHHOI0 PaclpoCTPaHEHHU .
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VII. KonupoBaibHO-MHOKHTENbHEIE pabOThI, 3BYKO3alHCh MEPONPHATHH
KonnpoBaJibHO-MHOXKHTENbHbBIE Pa0OTEL

203. KonupoBajibHO-MHOXUTENbHEIE paboTel B anmapate AAMHHHCTPALHUU
ropojia OCYLUECTBisAlOTC YnpaBneHnem Jenamu. Ha kaxaeli chasaeMblid
Ha KOMMpOBaHWe WM THPAXUPOBaHHE JOKYMEHT odopmiseTca OnaHK 3akasa,
Ha KomupoBaHHe W THPaXHPOBaHHE NPUHUMAKOTCA TONBKO CIIyKeOHbIE JOKYMEHTHI
c BU30il HayanpHKMKa VYIpaBneHus penamu naubo HavanpHHKa oOLIero oraena
VnpaBnesus AenaMy Wiy Jul, opHUHAIBHO HX 3aMeLIAIOLLIKX.

204. JIOKyMEHTBl, KaK [paBH/O, [epBble 3K3eMIUIAPEl  (IOMIMHHKKH)
nepenaioTCs Ha KOMHpoBaHWe B HecOpoumroposaHHOM BHue (6e3  ckpenok
Y 32XKHMOB), Harle4aTaHHBIMHU KaueCTBEHHO H YETKO.

CpoK M3rOTOBJIEHHS KONHH NOKYMEHTOB — OJHMH AeHb. B ciy4ae Gonbuioii
3arpy3kd OUYEpPEeNHOCTh KOMHPOBaHHS OMNpEeNIeTcs HAyYalbHUKOM YTpaBieHHS
genamy u60 HayalbHHKOM oOluero otaena YINpaBieHHs NeNaMH HIM JHLAMH,
o(hHUHANBEHO X 3aMeLaloLLHMH.

205. TlpaeoBble akThi InaBel  ropoga, AIJMUHKCTpaluWH  ropoja,
NOJDKHOCTHAIX /MLl  AJMHHMCTpaUUM ropoja MepeialoTcs Ha KOTHPOBaHHE
pabOTHMKOM OTHeNa perkcTpalMH JOKyMeHToB 0e3 ogopMieHHs 3axasa
1 NpeABapHTENLHOrO COrIacOBAHHA.

206. B VnpapneHun fOenaMd BefeTCs YUeT INpPOM3BEAEHHBIX paGoT
110 KOMMPOBAHUIO K THPAXKUPOBAHHUIO JOKYMEHTOB.

207. CrpykTypHble mNoapasfeneHds AIMHHHCTpaUMd Tropoja, HMElollHe
KOMUPOBajibHO-MHOXHUTENBHYIO TEXHHKY, KOMHPYIOT H THPRXHPYIOT NOKYMEHTBI
CaMOCTOSTENBHO.

3BYKO3aMUCh MEPOTIPHATHI

208. 3Byko3amuch Ha COBEILAHMAX, HMHBIX MEPOMPUATUSAX, MPOBOAMMBIX
[naBoii ropona, 3amecTuTeNsMu [JiaBbl ropoja, OCYLIECTBAsETCS pabOTHHKaMK
COOTBETCTBYIOIIAX  pedepeHTyp MM  YIOJIHOMOYEHHBIX  CTPYKTYPHBIX
noapasaeneHui AIMHHHCTpaLKH ropoja.

OTBeTCTBEHHOCTh 3a  OpPraHM3alMi0  3BYKO3alHCH  Ha  YKa3aHHBIX
MEpOHpPHUATHAX BO3NAraeTcs Ha HaYyalibHHKOB COOTBETCTBYIOLIUX peepeHTyp HiH
paGOTHHKOB CTPYKTYPHBIX NOApa3feieHuii AAMUHHUCTPALMH TOpPOXA, B BEACHHH
KOTOpbIX HAXOAATCS paccMaTphBaeMEIe HA MEPOTIPUATHH BOMPOCEHL.

Paciuu()poBKa U pacreyaTka 3BYKO3amMCH MEPOIpPUATHH BeJeTca Mocie ux
3aBeplieHHs B COMIACOBaKHbIE C OPraHH3aTOpaMK MeponpusTUs cpoku. Ha nuuesoi
CTOpOHE MOCNEHero aucTa pacluk(pOBAHHOrO TEKCTA YKasblBaeTcd (amMuius
paGoTHuKAa AJMHHMCTpaUMH T[OPOZa, OTBETCTBEHHOro 32  pacli(poBky,
NMpocTaBAseTcss Jjara NpOBEJEHHs  MEPONpHATHA. PacnewaTaHHble — TEKCThI
IlepefatoTCs OpraHu3aTopam, MPOBOAHBILIKM MEPONPUATHS.
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Y4er u xpaHeHHe 3Byko3anuceil obecrneunBatoT pabOTHHKM COOTBETCTBYHOLIHX
pedepeHTYp MAH CTPYKTYPHBIX TOIpa3sfeNeHuid  AAMHHHCTpalMi ropoja,
OTBETCTBEHHBIE 33 IPOBEACHUE MEPONPHATHH.

VIII. ®opmupoBaHne JOKYMEHTaJIbHOTO (QOHAA, TOATOTOBKA AOKYMEHTOB
K MOC/IERYIOLIEMY XpaHEHHIO H HCI0Jh30BaHHIO

209. JloKyMeHTaIBHEIA (POHI — COBOKYNHOCTb AOKYMEHTOB, 00pasyloluXxcst
B AEATENBLHOCTH OpraHU3aluu.

ITo cpokam XpaHEHHA JOKyMEeHTaNbHbIA POHI MoApasaenaeTcs Ha AOKYMEHTBI:

1) BpemeHHOro XpaHeHHs — 0 10 AeT BKIIOYHTENBHO;

2) BpeMeHHOro XpaHeHHs — cBblie 10 neT;

3) MOCTOSHHOIO XpaHeHH .

Jlo nepepauyu HOKYMEHTOB Ha XpaHeHHE B MYHWILMMANBHBIH apXyiB WIH MX
YHUYTOXXEHHE, JOKYMEHThl HAXOAATCS Ha ONEepaTMBHOM XPaHEHMH B CTPYKTYDHBIX
noapasfeneHusx AJIMHHHCTpalMM TOpOAa, B [EATENBHOCTH KOTOPBIX OHM
obpasyroTcs.

B neasax coXpaHHOCTH, OMCKa U UCHONB30BaHUA JOKYMEHTEl GOpMUPYIOTCA
B Jefla B COOTBETCTBMM ¢ HOMeHknatypoil nmen. HomeHnxmatypa nen 3akpennser
knaccuukaLMio (TpyNIUPOBKY) HCTONHEHHBIX NOKYMEHTOB B [enia (3JI€KTPOHHbIE
Aena), CUCTEMATH3aLMK M HHIAEKCAaUHlo fef, CPOKH HX XpaHeHHs H SBIACTCH
OCHOBHBIM YYeTHBIM JAOKyMeHToM. HomeHknatypa gmen Bxmouaercs B C3O[]
B Ka4€CTBE CMPaBOYHUKA, ONPEAENAOUIEro MOpanoK CHCTEMATH3alMy JICKTPOHHBIX
JIOKyMeHTOB (371IeKTPOHHBIX KOMHI JOKYMEHTOB), BKo4aeMbiX B CO/I.

HomeHknaTypa JAeJ SBIsSeTCS OCHOBOH JUis COCTaBJE€HMA OmMced Jen
MIOCTOSHHOTrO, BpeMeHHBIX (cBblille 10 eT) CPOKOB XpaHEHHS M IO JIMHOMY COCTaBy,
aKTOB O BbIJEEHHH K YHHUYTOXEHHIO JOKYMEHTOB C HCTEKIIHMH CPOKaMH XpaHeHu,
a TaloKe ANs ydeTa JeNl BpeMeHHBIX (10 10 neT BKIIoYHTENBHO) CPOKOB XpaHeHHs.

HoMeHknaTypa AeN cOCTaB/IseTCA HA OCHOBE M3YYEHUs COCTaBa U COAEPKaHHU
HOKyMEHTOB, 06pasyloluxcsi B AESTENBHOCTH CTPYKTYPHBIX —[OApasiencHui
AIMHMHHCTpaUMH Tropoja, BKIIOYas JAOKYMEHTBl, [OCTyNalomue H3 JpYrux
opraHn3auui.

Ilpy cocraBneHHH HOMEHKJATYpel L€l ClelyeT PYKOBOACTBOBATLCA:
3aKoHonaTenscTBOM Poccuiickoit (efepaunu, 3akoHozatenbcTBoM YensOuHckoi
06nacTH, ONpefesAOIKUM JEeATeNbHOCTh OpraHa MEeCTHOTO CaMOynpaBjleHus,
Ycrasom ropona UenaGHHCKA, MONOXKEHUAMH O CTPYKTYPHBIX NOJPa3JIeNEHUsX,
LITATHBIM  paclMcaHHeM, IUIaHaMH W OT4eTaMH O paboTe CTPYKTYPHBIX
noApasjefeHuit W AJMHUHMCTpalMM ropoja B LENOM, HOMEHKIATYpoH Jei
3a NpoLUeALinii rof, NpaBoOBBIMM aKTaMH, COJAEPHAlLMMU CBENEHHA O NOKYMEHTAX,
ofpa3yioluxcsi B AEATENbHOCTH OpraHu3auud, THIOBBIMH 4 [PHMEPHBIMH
HOMEHKJIaTypaMH [l (IpH ¥X HaNWuiM), BEJOMCTBEHHBIMH U THIIOBBIMH IEPEIHAMH
JIOKYMEHTOB C yKa3aHHEM CPOKOB MX XpaHEeHHUH.

HoMeHKaTypa COCTOMT M3 pa3felioB, 3arojIoBKaMH KOTOPBIX ABJIAIOTCA
HAMMEHOBAHUA CTPYKTYPHBIX TozpasgeneHuil, nM60 HaMMEHOBaHHA (YHKUM
M HanpapieHHH AesTeIbHOCTH.
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B pasmensl HOMEHKIATypbl Aejl BKIIOHAKOTCA 3arojloBKU Aejl, oTpaxaroliue
JeATeNbHOCTb CTPYKTYPHBIX MoApaszfieNeHuilt AIAMUHUCTPaUHH ropoja, IOCTOSHHO
M BpEMEHHO JEHCTBYIOLIMX COBELIATeNbHbIX H KOOPAMHALMOHHBIX OpraHos
(kosneruid, KOMHCCHif, COBETOB W ApYIHX OpraHoB), B TOM UHCIE AOKYMEHTBI
OrpaHH4YeHHOrO AOCTYIA, PErHCTPaLIMOHHbIE H YHETHBIE JKYPHAIbl U KApTOTEKH, Oa3bl
AaHHBIX, B HEOOXOAUMBIX CITy4yasX — KOMWUH AOKYMEHTOB. 3aroJIoBKHM 3J€KTPOHHBIX
Ale1 BKIIIOYAIOTCA B HOMEHKNATYPY Aefl M0 TeM JKe MNpaBunaM, 4To U 3arojioBKH el Ha
OymaxxHoM HocuTene. He BknioyaloTCi B HOMEHKNATypy JAell NEPHOLMHYECKHE
M37aHHA, KHUI'H, OpoLLIOpbI.

CBojiHasi HOMEHKAaTypa Aen annapara AAMUHUCTpalUUH ropoja cocTaBisAeTCs
VnpaBneHHeMm  henaMH  Ha  OCHOBAHWM  HOMEHKNATyp JIeNn  CTPYKTYPHBIX
noapasaeneHui no ¢gopmam, ycTaHoBNeHHbIM [IpaBunamMy opraHu3auuK XpaHeHus,
KOMIUIEKTOBAHHA, YuYeTa M HCHONL30BaHUS JOKYMEHTOB ApXHBHOro ¢oHna
Poccuiickoii ®enepauvu M ApYrHX apXUBHBIX JIOKYMEHTOB B TIOCYJapCTBEHHBIX
opraHax, opraHax MECTHOrO CaMOYMpaBli€HHs W OpPraHH3auuAX, YTBEPXAEHHBIX
nprkasom Pocapxuea ot 31.07.2023 Ne 77 (nanee — IlpaBuna xpaHeHus).

CtpykTypHble nojpasfeneHus, He BXOAsfllME B  COCTaB  anrnapara
AIMHHHCTPaLUHK TOpoJa, a TaKKe SBIAIOLLHECA CAMOCTOATENbHBIMY UCTOYHHKAMH
KOMIUIEKTOBAHMS MYHHUMIAIBHOIO apxuBa pa3pabaTbiBalOT HHAHBUAYANbHYIO
HOMEHKIATypy nedl.

210. TMopsnok NMOATrOTOBKM W YTBEPXACHHS CBOLHOW HOMEHKIATYDhI A€
B annapate AAMHHUCTpaLH{KU ropoja:

1) exxeroagHo, He no3aHee 15 HOAOPA, CTPYKTYpPHBIE NOJApa3e/ieHUs annapara
AIMUHHCTpalLMH ropoia MNpeACTaBNAOT B YNpaBleHHE NeNaMH OAHH 3K3eMIUAp
HOMEHKJIATYpbl A€M CBOEro mnoipasaeieHHs Ha MNpeaCTOsLIWH KaneHAapHbId Toj
MO YCTaHOBJIEHHOH dopme;

2) exerogHo, He no3znHee | nekabps, YnpaeneHue nenamu npeacTaBiseT
CBOJHYIO HOMEHKNaTypy nen annapata AJMHHHMCTpaLWH IOpPOAa Ha NMpEeACTOSLIHIA
KaneHnapHblii roa ans corjacoBaHuss LleHTpanbHOH 3KCMEpTHOH KOMUCCHH
AxMunuctpauuu ropoja (aanee — LIIK).

211.Opun paz B 5 ner (B cinyyae HW3MEHEHWH (YHKUMH H CTPYKTYpbI
AJMHUHHCTpAllMM TropoAa HOMEHKNATypa [eNl [OANIEXKHT [1ePeCOCTABIIEHHIO,
COrNAacoOBAHMI0O W YTBEPXKAEHHMI0 paHblle YKa3aHHOrO MEpHOAa) CBOJHas
HOMEHKJIATypa JeN MpPeACTaBIseTCs Ha pPacCMOTPEHHME 3KCIIEPTHO-NPOBEPOUYHON
xoMHuccHeit ["ocynapcTBeHHOro KOMHTETa 110 fenaM apxuBoB YenabuHckoil obnacty
(nanee — JI1K).

YToYHEHHS B 3arojOBKH Jie/l U HOBbIE 3arONIOBKU A€J, HE NpeayCMOTpPEHHbIE
yTBEPKAEHHOH HOMEHKNATypoil Aen, BHOCATCA B COOTBETCTBYIOLUHE pa3fiesnbl
HOMEHKNIATYphl €]l CTPYKTYPHbIX NoApa3neneHuii AAMUHUCTpauuK ropoaa. Hosbie
3aroJIOBKY Z1e1 BKJIIOUAIOTCA B IPEAYCMOTPEHHbIE U1 3TOT0 pe3epBHLIE HOMEPA.

ITo 3aBepuieHun ropa VYmpaBieHHe JAeNaMH Ha OCHOBE TMOAYYEHHBIX
M3 CTPYKTYPHBIX MOApa3AeNeHHi AIMHHHCTPAlMK Fopoja AaHHBIX 00 H3MEHEHHSX H
JIONOJIHEHMAX TOTOBUT AOMOJIHEHHE K HOMEHKIATYpe JieJl, KOTOPOe COrNiacoBbIBAeTCA
Y pHOOLIAETCA K YTBEP)KIACHHOMY 3K3EMIUIAPY HOMEHKATYpPhl AeJl.
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CornacopadHas ¢ IIDK cBoaHas HOMEHKIAaTypa JAeNl yTBEpKAACTCS
saMecTHTeNieM [ naBbl ropofa, pyYKOBOAMTENEM anmnapara AIMHHUCTpPALMU ropoaa
W BBOAUTCA B JeiicTBHe ¢ 1 sHBaps NPeACTOALIEro KaJleHAapHOro roia.

BHOBb co3maHHOE (peopraHW3oBaHHOE) CTPYKTYpHOE MoJpasjelnieHue
AIMHHHCTpALH TOPOAa, @ TaKXkKe CTPYKTYpHOe MOojpasiesenye AAMHHUCTpALUHU
ropofia, GYHKUMH KOTOPOro [MOANEXald H3MEHEHHIO, B MECHUHBIH  CpOK
pa3pabartbiBaeT HOMEHKNATypy MHeil M NpeACTaBisieT ee¢ B YNpaBleHHe NENamH.
CponHasi HOMEHKNIATypa [esl COCTaBiAETCs, COTNIACOBHIBAeTCS M YTBEPIKAAETCs
3aHOBO.

CrpykTypHble MOApasieNieHds, He BXOAjdlIMe B  COCTaB  amnnapara
AZIMHHHCTpAlMM TOpPOJa, 2 TaKKe SBAIOLIKEC] CaMOCTOATENbHBEIMU HCTOUHHKAMH
KOMITIEKTOBAHHS  MYyHHLMMANsHOro  apxuBa  cormacospiBaior ¢ LIOK
WHIYBUAYaJbHYIO HOMEHKNIATYpY Jen.

212. HoMeHkaaTypa i COCTaBIseTCs B TpeX IK3eMIApax:

1) nepBBIii 3K3eMIUIAP YTBEPXKACHHOH HOMEHKIATyphl A€M SBIAETCH
JOKYMEHTOM T[OCTOSHHOTO  XpaHEHHs, TOMEINaeTcs B OTAeNIbHOE  ALNO
M BKJIIOYAETCS B HOMEHKJIATYpy el obuiero otTaena Y npaBieHHs AenaMu;,

2) BTOpOH 3K3eMIUIAp MpPEACTaBNAETCA AJis npakTHYecKo  paboThI
B CTPYKTYpPHBIE MOJAPA3/IENEHuUs;

3) TpeTuii 3K3eMIUBp IepefaeTcs B MYyHHUMNANBHBIH apXuB, HCTOYHHKOM
KOMIUIEKTOBAHUSI KOTOPOTo sB/IseTCs AAMHHUCTPaLus ropoja.

B kauecTBe paboyero 3K3eMIIApa HCIONB3YeTCH KOMHA yTBEPIKIAEHHOH
HOMEHKNAaTyphl jel. B CTIpYKTypHble noapasiefieHus AIMMHHCTPAlUM ropoja
HOMEHKJIaTypa [el pacChUIaeTcss B 3MEKTPOHHOM BHJAE WIH B BHIE KOnuil
COOTBETCTBYIOLINX Jiesl Ha OyMaXXHOM HOCHTeE.

PaGouuii 3K3eMIApP HOMEHKNATYphl [ejl XpaHUTCAd B CTPYKTYPHBIX
nofpasfeneHusx 10 TeX Mop, MoKa Ha fena, CGOPMHUPOBAHHEIE B COOTBETCTBHH
C HOMEHKNIaTypoil HOen, He OyAyT coOCTaBieHbl ONKCH J€in Ind [epejaiy
B YnpaBieHHE AejlaMH.

B koHlue Kaxaoro roja CBOAHasg HOMEHKmarypa [ejl YyTOYHHETC,
nepeoopMisLeTCs, YTBEPXKAAETCs K BBOJUTCA B neiicteue ¢ 1 AHBaps
npeaCcTOsILLErO KaleHAapHoro roaa.

213. 3amonHeHue rpad HOMEHKIATYPHI €N OCYILECTBAAETCA CJeLyIOUM
obpa3oM:

Tpada 1 «Muzexe penay. Uupexcst aen 0603HaYa0TCS apabckMMH LHppaMH,
H cocToAT M3 uMbpoBoro o003HaYEHHA  CTPYKTYPHOro  IMOAPa3ieieHH:
AIMHHHCTpALMH ropoza (pasaena HOMEHKIATYPbl [ieN) H MOPAAKOBOTo HOMEpA Aera
[10 HOMEHKJIAType JeJl B IpefieaxX JaHHOro nojpasje/ieHus!, HalpHMep: 12 - 05, rue:

- 12 — Ko CTPYKTYPHOro nojpa3sJieneHus;

- 05 — NopAAKOBEI HOMEp 3arojioBKa jiefia B pa3aene HOMEHKNATypbl A€

[Tpu ClOXHOW HepapXHuecKOH CTPYKType NOApasleNneHH:d HHAEKCBI el
COCTOST M3 HHAEKca CTPYKTYpHOro mnojpasfeneHus AIMMHACTpauMd ropoaa,
MHAEKCA yMpaBlieHKs, OTAeNna (CeKTopa) B COCTABE CTPYKTYPHOTO MOAPA3ZE/CHH
AZMHHHCTpALMK ropoAa, MOPAJAKOBOro HoMepa 3arolloBKa ena B npeaenax JaHHoro
otnena, Hanpumep: 27 — 02 — 15, rae:
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- 27 — KO/l CTPYKTypHOro noapasfieneHus AIMHHHCTpalUK ropoja;

- 02 - Ko; ympaBleHus, OTAeNa (CeKrTopa) BHYTPH CTPYKTYpPHOro
nojapasJeneHus AIMHHHCTPAlMK ropojia;

- 15 — nopsaxoBBIH HOMEP 3aroJIOBKa Aena.

Tlpy HanmuuuM HOKYMEHTOB ¢ rpHom «[lnsa ciayxeOGHOro noib30BaHUM
(«acm») UCHOJIHEHHBlE [OKYMEHThI T[PYNIMPYHOTCA B Jena W BHOCATCH
B HOMEHKNATypy Zejl ¢ OTMEeTKOH «ach» B WHAekce Aena, Hanpumep: 27-01-05 JICTL

Tpy HanWyud SNEKTPOHHBIX Je7 B HOMEHKIATypy HeNl K HHAEKCY Jena
nobapnsercs orMmerka «3J{», nHanpumep: 27-01-10 D[, nubo ormerka «3I»
ykasbiBaeTcs B rpade 5 «IIpumeyanne» K COOTBETCTBYIOIIEMY 3ar0JIOBKY.

B rpady 2 «3aronoBox Aena» BKIIIOYAIOTCS 3aFONOBKH (HauMeHOBaHHs) Je.
[TopsfoK pacnonoXeHHs 3aroliOBKOB [J€l BHYTpDH pasfielioB M IOApa3iesioB
HOMEHKNATyphl  Zlell  OmpeAensercs  CTENeHbI0  BaKHOCTH  JOKYMEHTOB,
COCTaBJIAIOIIMX Aefla, H UX B3aUMOCBA3b.

3arof0BOK fAeNa AoJDKeH B 4eTKoi u 0600meHHol dopMe OTpaxaTh OCHOBHOE
coIepXaHHe M COCTaB JOKYMEHTOB JieNla. 3arojloBOK AOJKEH ObITh KOHKPETHBIM
M HCKJHOYATH pa3iiMvHble TOJNKOBaHuUs. 3ar0JIOBKY Jie/l MOTYT YTOUHATBCA B MpoLecce
(opMHpOBaHHS U OOpMIIEHHS AE.

214. Hcnons3yeTcs cneayiowas nocne oBaTeNnbHOCT HAMMEHOBAHUH Je:

1) pacnopsauTeNbHbIE AOKYMEHTBI BBIIECTOALUMX OPraHoB W OpraHM3aLlMi:
ITOCTAHOBJIEHHs, PACHIOPSIKEHU, NPUKA3E, YKa3aHKs, TOPY1eHHUS,;

2) JOKyMEHTbI, perIaMeHTHDYIOIIHEe OpPraHH3alHOHHBIE, NPABOBbIE CTOPOHBI
AEATENIbHOCTH  CTPYKTYPHOTO  TOApPasfeNiEHHs: [MONOXEeHHEe O CTPYKTYPHOM
nojpasaeNeHH, perjiaMeHT, JOJKHOCTHbIE HHCTPYKLHH,;

3) pacnopsAMTENbHbIE JOKYMEHTBI CTPYKTYpPHOIO rioapasaeneHus:
PacTOpsKEHHA, IPHKA3bI,

4) IOKYMEHTB! COBELUATENbHBIX OPraHOB: TPOTOKOJBI 3aceiaHuil KOJIErHH,
anriapaTHbIX —COBeLIAHM, MyGIUYHBIX —ClyLUIaHu, NIOCTOSAHHO-AEHCTBYOILHX
KOMMCCHH;

5) cTpyxrypa, IUTaTHBIE PACITUCAHHUS;

6) MIaHOBBIE [OKYMEHTHI: MYHMLHIAIbHBIE MPOTPaMMBl, TEPCTIEKTHBHAIC,
roJoBbIe, KBApTalbHBIE, TEMATHYECKHUE K APYTrie NIIaHEl,

7) oTd4eThl MO OCHOBHOH JEATENBHOCTH: CBOAHBIE, CTATHCTUUECKHE,
TeMaTHdeckHe (CHauana roioBble, 3aTéM ¢ MEHBLIHM CPOKOM: KBapTaJbHBIC,
MeCsiHHbIE);

8) aKThl, crpaBky, HHPOPMALIMH, CBEIeHHs, IOrOBOPEI, COrNALLEHHUS;

9) obpalueHHs rpaxaad U JOKYMEHTEI [10 HX PaCCMOTPEHHIO;

10) nepenucka ¢ OPUAMHECKHMH M (PU3HUECKUMU JTHLIAMH;

11) perucTpaliHoHHBIE JOKYMEHTEI U JKYpPHAIBI,

12) HomeHKNaTypa Aen CTPYKTYPHOro noapasiencHus.

215. 3aronoBoK jfena JODKeH OTpaxkaTh IpH3HAaKH, [0 KOTOPbIM OHO
copMHpOBaHO:

1) HoMHHaNbHBI — Ha3BaHUE BUAA AeNa (Mepenucka, sKypHa, JeNo) Uiy Buja
[lOKYMEHTOB, BKJIIOYEHHEIX B AeN0 (IPOTOKONEI, APUKA3LI);
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2) aBTOPCKHil — HaHMEHOBaHHE MOCTOAHHO AEHCTBYIOLLEro UIH BPEMEHHOrO
oprana, OMKHOCTHOTO MM HHOTO JIHLA, CO3AABLUKX JOKYMEHT(b1);

3) KOppecNmOHAEHTCKHMii — HAMMEHOBAaHHME OPraHH3alMH, JIHLA, KOTOPOMY
aJlpeCOBAHBI UM OT KOTOPOIO NMOJy4YeHbl AOKYMEHTE;

4) npeaMeTHO-BOMPOCHBIH — KPaTKOE ColiepikaHHe JOKYMEHTOB JIENa;

5) xpoHonoruueckuit — Aara (epuon), K KOTOpO#(My) OTHOCATCS AOKYMEHTEI
nena;

6) reorpauuecKuii — Ha3BaHHE MECTHOCTH (TEPPUTOPHH), C KOTOPO# CBA3aHO
colepxaHHe JOKYMEHTOB Jiena,

7) yKkazaHue Ha KOTIHHHOCTb JOKYMEHTOB Jiena.

OneKTpoHHEIe AeNa BKIIOYAOTCA B 00LIYIO C AenaMH Ha OyMaxHOM HocHTene
HOMEHKNATypy ZHell B TOM Je MOpAfKe, YTO M JAena, coaepxallie JOKYMEHTBI
Ha OyMa)KHOM HOCHTeJE.

I'pada 3 «KonuuecTso Aen» 3aMoNHAETCA 0 OKOHYaHUH KalleHAapHOre roAa.

B naHHOl rpade MOCNeNOBaTeNbHO YKa3BIBAIOTCA HOMeEpa TOMOB Y KpaiHue
[aThl JOKYMEHTOB KaXA0ro Toma, HanpuMep: «T. 1. — 11.01.2024 - 30.06.2024; T. 2.
—01.07.2024 - 30.12.2024».

DneKTpOHHbIE Jea Ha ToMa (YacTH) He paslensiorcs. Bcee sNekTpoHHBIE
JOKYMEHTbI, HE3aBUCHMO OT X 06beMa, BKIIFOYAIOTCS B OJIHO 3JIEKTPOHHOE LETIO.

B rpade 4 «Cpok XpaHeHMs ¥ HOMEp CTaTbM MO MEPEYHIO» YKa3blBalOTCs
CpOKH XpaHeHUs Al H HOMepa CTaTel 1o THIIOBOMY N BEOMCTBEHHOMY NEpEUHIO
JOKYMEHTOB C yKa3saHHeM CpPOKOB XpaHeHHs, (eiepalbHOMY 3aKOHY HH HHOMY
HOPMATHBHOMY NPaBOBOMY aKTy. CHH)KeHHe CPOKOB XPaHEHHS 3alpelleHo.

Ilpy BKNIOYEHHMH B HOMEHKJIATypy [A€J 3aroloBKOB Je€j, CPOK XpaHeHHA
KOTOPEIX HE MPeAyCMOTPEH B MEPEUYHsX, CPOK WX XPaHEHHUs YCTAHABIMBAETCS OIK
10 NpeACTaBIEHHIO MyHHLMITAIEHOTO apXHBa.

Cpoxy XpaHEHUs OJIEKTPOHHBIX HOKYMEHTOB COOTBETCTBYIOT CpOKaM
XpaHEHUsi  LOKYMEHTOB, YCTAHOBJIEHHLIM  3aKOHOJATENbHBIMH W HHBIMH
HOpPMATHMBHLIMM TNpaBOBBIMH akTamu Poccuiickoit enepauuy, THNOBBIMH HIH
BEJIOMCTBEHHBHIMH TIEPEYHAMH [N QHAIOTHYHBIX JOKYMEHTOB Ha OyMaKHOM
HOCHTENE.

Ipapa 5 «IIpuMeyanue» 3amojHsieTcs B TEYEHHE CPOKa AelicTBuUsA
HOMEHKJIATYpPBI ASH.

B rpade 5 npocTaBiAiOTCA OTMETKM O 3aBEJEHHH [EJ, MEPEXOAIUX Nenax,
BRIIENEHMM fIEN K YHHUYTOXEHHIO, JILAX, OTBETCTBEHHBIX 3a (pOpMHpOBaHHe Ael,
nepefade nen i TNpPOAO/DKEHHs B JPYTyl0 OPraHH3aluio {cTpykTypHOE
rogpasaeNeHue), MECTE XpaHEeHH.

216. Tlo 3aBeplieHHH KaleHjapHOro rofa pabOTHHK, OTBETCTBEHHBIH
3a [IeJONPOU3BOACTBO B CTPYKTYPHOM MOApasfeieHnd AAMUHHCTPAUMH TOPOAd,
oQopMiIsieT B HOMEHKIATYPE A€l HTOTOBYIO 3aITHCh.

B uTOroByio 3alych BHOCAT CBEJEHHS O KOJIIM4YECTBE 3aBEACHHBIX Q€N (TomoB,
yacTeil), OTAENBHO MOCTOSHHOrO M BpeMeHHBIX (CBbile 10 neT) CpokoB XpaHEeHH,
BpeMeHHbIX (0 10 JieT) CpPOKOB XpaHEHHs C OTMETKOH «IIK» u nepexonsilmx.
WUtoropasi 3anuch JOMOJHAETCA JaHHBIMH O KOJIHYECTBE 3JIEKTPOHHBIX ACIH
COOTBETCTBYIOLUMX CPOKOB XPaHEHH.
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CBenenus HTOrOBOH 3alMCH CTIPYKTYPHBIE NoOApa3fieeHHs AIMHHUCTpaLUu
ropoja nepefaloT B YIpaBlieHue JHenaMyd Il NOArOTOBKH HWTOTOBOH 3allMCH
CBOIHOIi  HOMeHKhaTypbl nein. PaboTHuMK, OTBEeTCTBEHHBIR 3a  BelleHHE
AeNOonpousBoACTBA B AIMHMHHUCTPAaUMH TOpOJa, Ha OCHOBE TMPeACTaBIEHHBIX
MTOTOBBIX CBEAGHUH CTPYKTYPHbIX MOApasfcieHuil AAMMHUCTpaUUH ropoja,
3anojiHaeT OJlaHK WTOroBBIX CBeAeHHil cBoAHON HoMeHwiaryps! nejl. CBOZAHbIE
WTOrOBble CBeJleHHs BHOCATCA B NacmopT apXHBa OpraHW3alUM — HCTOYHHKA
KOMIIJIEKTOBAHHA Y B KOHLIE MoJa NepeAaoTcs B MyHULIMNANBHEBIA apXHB.

217. OTBETCTBEHHOCTb 3a MPAaBHJIBHOCTh COCTaBIEHUS U CBOEBPEMEHHOCTH
MpeacTaBieHHss HOMEHKMATyphl Jiel M MTOTOBBIX CBeJeHMH B AJMHHHUCTpalHH
ropoja BO3NaraeTcss Ha HavyanbHUKA YNpaBieHHs JenaMH, B CTPYKTYPHBIX
roApa3ieneHusx AAMMHUCTPALNH ropoja — Ha PYKOBOJAMUTENS COOTBETCTBYIOLUErO
CTPYKTYPHOTO NOJpa3ieNIeHus.

®opMHpOBaHHE Jiel

218. ®opmupoBaHHe JieN NMpeacTaBiaseT coboil rpyNMHpOBKY HCMOMHEHHEBIX
JOKYMEHTOB B [ieJia B COOTBETCTBHHU C YTBEP)KAEHHOI HOMEHKIIATypoi aen.

Hdeno cuuraercs 3aBeJEHHBIM C MOMEHTa BKJIOYEHHS B HEro IEepBOro
HCIOAHEHHOro JoKyMeHTa. [lena xpaHsTcs 10 MecTy MX (POPMHPOBaHMS CO AHA UX
3aBefieHHs IO YIOpAAOYEeHHs Wil 10 BblIENEHUSA HX K YHHUTOXKEHHIO 110 HCTEYEHHH
CPOKa XpaHEeHHs.

219. Tlpu dopmupoBanun jen Ha OyMakHOM HocuTeNne HeodXoAHMO
cobmoaate creayioLiie obuye npaBuna:

1) momelats B HE€NO TONBKO HCIOJHEHHBIE, MpPaBUABHO OQOPMJIEHHbIE
JAOKYMEHTBI, TO €eCThb JOKYMEHTbl C HalH4yHeM HeoOXONMMBIX MOAMHUCeH, nar
M HOMEPOB, OTMETOK 00 HCTNOJHEHHM H JpYrHX HeoOXOAMMbIX PEKBHU3HTOB.
He nonyckaercsi BHOCHTH B AOKYMEHTHI [MOCTOSHHOIO XPaHEHHS H OKYMEHTHI
1o JHYHOMY COCTaBY HCMpaBIEHUs, HE 3aBEpeHHble MewaThi0o H IOANHCEHIO
YIOJIHOMO4EHHOr0 JOKHOCTHOTO JIULA;

2) BKMOYATh B JEN0 10 OJHOMY 3K3eMIUIApY AOKyMeHTa. JIOKyMEHTHI,
nojjiexale BO3Bpaty, JIMIIHHE 3K3EMIAPLI, YEPHOBHKH B JeJI0 HEe JOJIKHBEI
IOMELLATLCS;

3) npunoXKeHHs K JOKYMEHTaM HE3aBHCHMO OT AaThi MX YTBEDXICHHS WIH
COCTaBJICHMSl MOMEILAIOTCA BMECTE C OCHOBHBIM JoKyMeHTOM. [lpunoxenns
obbemomM Oonee 150 NHCTOB COCTaBiAAIOT B OTAENBHBIH TOM, O YEM B JIOKYMEHTE
JleNaeTcs OTMETKa;

4) pa3nensHO TPYNNHPOBATE B Jieja JOKYMEHTB! [TOCTOSHHOIO ¥ BpeMEHHOro
CPOKOB XpaHeHuUs:;

5) B OAHO [eno rpynnupoBaTh AOKYMEHTHl OJHOIO KaleHAApHOro roja,
34 HCKJIIOUEHHEM Mepexonsilux ge. MckimoueHne coCcTaBisioT nepexoasiue aena,
cyneOHble niena, THYHBIE Jeila, JOKYMEHThl BLIOOPHBIX OpPraHoB H MX IOCTOSHHBIX
KOMMCCHH;

6) noMellaTh BMeCTE BCEe AOKYMEHTBI, OTHOCALUMECS K pa3pellieHHI0 OAHOro
BOIpOCa;
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7) B #eno NOMELIAeTcsi OAHH 3K3eMILIAP HCMOJHEHHOTO NOKyMeHTa. Kaablii
JOKYMEHT, MOMELLEHHBIH B 1en0, odopMIseTcs B COOTBETCTBHH C TpeGoBaHnAMH
rocyAapCTBeHHBIX CTAHJAPTOB H APYTMX HOPMATHBHBIX aKTOB;

8) no obbeMy [en0 He JOKHO INpeBblaTh 250 JIMCTOB, NMpH TOJLIMHE
ue Gonee 4 cM. TommmHa fen co cpokamu XpaHeHusa Ao 10 ner ue pomkHa
npesbiwate 10 cM. Ilpu npeBhlleHMH JaHHOrO oGbeMa 3aBOAMTCS BTOPOH TOM.
[Ipu HanuuuMK B [ene HEeCKONBKHX TOMOB (YacTeil) WHAEKC M 3arojloBOK Jena
fIPOCTABJIAIOTCA HA KaX(AOM ToMe ¢ toGapnenuem obosHauenuii: «T. 1y, «T. 2».;

9) axcorpamMMbl, TelerpaMMel, Tene(OHOrpaMMbl NOMEWAIOTC B Aena
C meperucKoit Ha 061X OCHOBAHHSAX;

10) B neno He BKJIOHAIOTCA JOKYMEHTHI, MMOJAEXKallle BO3BpaTy, JHIIHHE
3K3EMILIAPbI H YEPHOBHKH (32 HCKIIOUEHHEM 0C000 LIEHHBIX);

11) sanpewaercs HCMONb30BaTh ¢ioMacTep, LBETOBBIACIHTENb, CKOTHY,
CHNHKATHBIH Kieil (moaxienBaTh JOKYMEHTH! HE0OX0AMMO TOJBKO KileeM [IBA).

220. Tlopsanok cucteMaTH3allH JOKYMEHTOB!

1) JOKYMEeHTEI BHYTpH Jlefla PacroiaraloTcs CBepXy BHH3 B XPOHOJIOIHYECKOH,
BOTIPOCHO-JIOrHUYECKO# NOCAEN0BATENBHOCTH HITH UX COYETaHHH,

2) mpaBoBbi€ aKThl, PacHOpsAWTENbHEIE HOKYMEHTBl IPYMMHUPYIOTCA B Jena
[0 BUAAM M XPOHOJOTHH C OTHOCALMMUCS K HUM TPWIOKEHUSAMH. JIOKYMEHTH —
OCHOBaHHS K PacropsiuTesNibHbIM JIOKYMEHTaM BKJIIOYAIOTCS B OTAENBHOE JIEJ10;

3) nporokonsl B Jiele pAacrofaralTcA B XPOHONOTHYECKOM TMOpsake
1 110 HOMepaM;

4) noKkyMeHTbl K 3acefaHHsM (COBElLaHMsiM) FPYNMUPYIOTCH B OTACNLHOE
IeNo, Kak M INpHIOKEHHS K NpPOTOKOaM, €ClIM KONH4YECTBO JIHCTOB B Jelne
He npesbilaeT 250 JHCTOB;

5) ZOKYMEHTBI K IPOTOKOJAM, €C/ld OHM CTpYNIMPOBaHbl B OTAENBHBIE Lena,
CHCTEMATH3UPYIOTCA BHYTPH JAeNa MO NOpsAKy HOMEPOB IPOTOKOJOB,;

6) aKTel, YTBEpX/EHHbIE DAaclOPSANTENbHBIME JOKYMEHTAMH, SBISIOTCA
[IPUIOXKEHHSIMH K HUM H IPYIIHPYIOTCSA BMECTE C YKa3aHHBIMH JIOKYMEHTaMW;

7) TOCTaHOBJNEHHS, PACIOPSKEHMs, TPHKa3bl IO OCHOBHOH [EATENBHOCTH
rpynnupyloTCs OTAENBHO OT MNpHKA30B MO JHYHOMY COCTaBy M TpPHKAa30B
110 ANMHHUCTPAaTHBHO-XO3SHCTBEHHOH  AesTeNbHOCTH. PacnopsikeHus, IpHKassl
10 JIMYHOMY cOCTaBy HOPMHPYIOTCH B JleNla B COOTBETCTBHI CO CPOKaMH XPaHEHHUS,

8) NoKyMeHTEI B JINYHBIX HeNaxX PacnojiaraloTcs B XpPOHOJOMHYECKOM MOPSAKe
110 Mepe UX NOCTYILIEHUS,

9) nepenucka rpynnupyercs B Aeja DO TeMaTHKe W/H/IH KOPPEeCIOHJEHTaM H
CHCTEMATU3UPYETCA B XPOHOJIOTHYECKOH TMOCNelOBATENEHOCTH: NOKYMEHT-OTBET
noMeruaeTcs 3a  JIOKyMeHToM-Tipoch0ofi  (3ampocom). [lpu  BO30OHOBIEHHH
flepefickyd Mo OINPEfENeHHOMY BONpOCY, HauaBluefics B MNpenpylleM Trony,
NOKYMEHTBl BKJIIOHAIOTCA B JeN0 TeKyllero roja C ykasaHMeM HHJEKca [ena
npeabIAYLIETO ToAg;

10) osnekTpOHHBIE JOKyMeHTbl (GOPMHpDYIOTCA B JJEKTPOHHBIE Jela
B COOTBETCTBHM ¢ HOMEHKNATypoH Aef B Toi MH(OPMaLMOHHOH cUCTeMe, B KOTOpOH
oHU GBUTK cO3aHbl UIH B KOTOPYIO OBLIH BKIIOYEHEL.
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DNeKTPOHHbIE JOKYMEHTHI MOCIE WX HCMOJHEHHSA HIH OTNPaBKM NOANEeKAT
XpaHEHUIO B TEYeHHe CPOKOB, MPEHYCMOTPEHHBIX A aHANOrHYHBIX AOKYMEHTOB
Ha OyMaXKHOM HocuTesne. DNeKTPOHHBIE HOKYMEHTH HE3aBHCHMO OT HX obnema
BKJIIOYAIOTCH B OHO MEKTPOHHOE Jiesio Oe3 pa3heneHns Ha ToMa.

B cnyuae ecnid AOKYMEHTbl Aefa NpeACTaBleHbl Ha OyMa)KHOM HOCHTENE
W B GOpME  ONEKTPOHHBIX JOKyMEHTOB  («ruOpHAHOE — [eno»),  NOKYyMEHTbI
Ha 6yMaX<HOM HOCHTeNe MOJJexaT oUM(POBKe ¥ BKIIOYEHHIO B 3NIEKTPOHHOE AENO.
B seno, KOTOpoe BefieTcsl Ha 6YMa)KHOM HOCHTeIe, BKIIO4at0TCs TOJIBKO HOKYMEHTEI,
co3jaHHBIE (MOCTYMHBLIHE) Ha OyMaxHOM HocutTene. B HomeHxnarype JHen
3MEKTPOHHOE fIEJi0 W fAefo Ha GyMaKHOM HOCHTelle OTPaXAIOTCsA Kak ABa TOMa,
UMEIOLLME OJIHH 3aroJIOBOK, HHIEKC H CPOK XpaHeHH;

11) naaHel, OTYETHI, CMETHl IPYMNHPYIOTCS OTAENBHO OT PacHEeTOB K HUM.
[naHel ¥ OTYETHl TPYHNHPYIOTCA B AeNa TOro rofa, K KOTOPOMY OHH OTHOCATCS
[10 CBOEMY COJEPXKAHHIO, HE3aBHCUMO OT BpeMEHH HX COCTaBNEeHHs. [TnaHel,
pacCYHTAaHHbie HAa HECKONBKO JET, (OpMUPYIOTCA B Jena [0 HayambHOMY TOAYy
MX JeiiCTBHS; OTYeThl O BHINOJNHEHMH TAakUX NNaHoB QopMHpyIoTCd B Jena
1o noclieaHeMy rogy IeHCTBHA MaHa;

12) noxymeHTs! HH(OPMALMOHHOrO XapakTepa 10 HWCIONHEHHIO MpaBOBOro
axta Poccuiickoii ®enepanuu unu cyGpexra Poccuiickoit ®enepaunn (cnpasxy,
OTUeTHl), HAXOAMALIEroCs HAa KOHTpONE, MNOJUIMBAIOTCA B 3aBEJSHHOE HA 3TOT aKT
neno. B cnyuae, ecniu Ha NpaBOBOH aKT €O He 3aBOAMIIOCE, TO JOKYMEHTbI
MO/ILIKBAIOTCS B AENO C NEPENUCKON MOCTOSHHOrO XpaHEeHH s 3a TEKYLIUH rof;

13) nopyuenus Ilpesupenta Poccuiickoii Pemepauny u AOKYMEHTHl MO HX
MCIOMHEHHIO COCTAB/SIOT €NHHBIH KOMIUIEKC JOKYMEHTOB M (DOPMHPYIOTCA B Aeia
B XpOHOJIOTHYECKOM MOPA/IKE MO 1aTaM OTBETOB;

14) ¢dopmupoBaHHE H XpaHEHHe Jen [0 Mepejavd HX B MYHHLHNATbHBIA
apXxuB OCYLUECTBJSETCS CTPYKTYPHBIM NojpasieneHHeM AJMUHHCTpauu ropoaa,
3neKTPOHHBIX nei — B C3JI AIMHHHCTpatiH ropona.

Odopmaerue gen

221. OdopmneHHe aena — 3T0 MOArOTOBKA AeNa K XpaHEHHIO B COOTBETCTBHH
¢ YCTAaHOBJICHHLIMH NpaBunaMu. B 3aBUCMMOCTH OT CPOKOB XpaHCHHs MpOBOJUTCH
YyacTHYHOE WY MoJIHOEe OhOpMAEHHE HeJl.

TonHoMmy ohopMIEHHMIO A€ MOoAJIexKar:

1) IOKYMEHTBI MOCTOAHHOIO CPOKa XpaHeHus,

2) NOKYMEHTBI BpeMEHHOro cpoka XpaHeHus (cabiute 10 ner);

3) HOKYMEHTBI 10 JINYHOMY COCTaBY;

[MonHoe odopmieHne nena Ha OyMa)HOM HOCHTENE MpelycMaTpHBaeT
BHYTPEHHIOIO TepecuCTEMATH3ALUMIO JINCTOB COTNacHoO CXeme (Mo XpOHOJOIHH,
1o andasuTy), NOAWKHBKY MM NeperuieT (GpOoLIOpoBKY), HyMEPALMIO THCTOB B ACIE,
COCTAaBNEHHE 3aBEPUTEJIHOM HAAMHMCH (JIUCTa-3aBEpUTEILS Jena), cocrapiieHHe
BHyTpeHHeil onucu Jena B HeoOXOZMMBIX ciydasX, otopMileHHE PEKBH3HTOB
00NOXKH Aena.
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YactuuHoMy O(QOpPMNEHHIO MOAJEKAT [ejla BPEeMEHHOro CpoKa XpaHEHH:
(zo 10 ner sxounTeNnsHO). JIOKYMEHTBl NaHHOTO CpOKa XpaHEHHs IOMYyCKaeTCs
XpaHHTh B CKOPOCIUMBATENAX, HE NPOBOAMTH NEPECHCTEMATH3AUHIO AOKYMEHTOB
B JleJIe, TUCThI JeNla He HyMEpYIOTCs, 3aBepUTENEHBIE THCTEl HE COCTABMAIOTCA.

OKcnepTusa HEeHHOCTH

222. DKcnepTu3a LUEHHOCTH [JOKYMEHTOB — 3TO M3y4yeHHE AOKYMEHTOB
HA OCHOBAHMH KPUTEpHEB HX [EHHOCTH I/ ONpeAe/eHHs CPOKOB XpaHCHHs
AOKYMEHTOB. JKCMepTH3e LEHHOCTH TNOANeNAT BCE JOKYMEHThl, HE3aBHCHMO
OT BHOOB HOcHTeNeil 1 criocoGoB 3aMuCH.

Jo npoBeaeHHMs 3KCMEPTH3Bl LEHHOCTH  YHHUTOXEHHE AOKYMEHTOB
3anpelaeTcs.

OkcnepTM3a  UEHHOCTH  JIOKYMEHTOB  OCYLIECTB/AETCS  €XKEerojiHo
AENOMPOM3BOAUTENAMH CTPYKTYPHBIX MOApasieneHuii AIMHHHCTPaLH ropoja mpH
METORMYECKOM pyKOBOACTBe paboTHHKa YnpaBieHHA JenaMH, OTBETCTBEHHOIO
3a JAeJONPOM3BOACTBO B AJIMHHKUCTPALHK rOpPoJa.

Ipu npoBeAeHUH FKCNEPTH3b! LIEHHOCTH AOKYMEHTOB OCYLIECTBIIACTCA:

1) orfop NOKYMEHTOB MOCTOAHHOTO M BPEMEHHBIX (cBeile 10 ner) cpoxoB
XpaHeHHUs, B TOM YHCJIE 110 JIMYHOMY COCTaBY, AJIA YIIOPAAOUCHHUS,;

2) or6op AOKyMeHTOB BpeMeHHBIX (mo 10 ner BKJIIOYHTEIEHO) CPOKOB
XpaHeHus U ¢ nomerkamu «/io MHHOBaHMA HalOOHOCTHY, «Jlo 3amMeHBl HOBBIMHY,
[oaexalliX JajlbHENIeMY XpaHEeHHIO B CTPYKTYPHBIX MOAPa3Ie/ICHUAX;

3) BELAENEHHE K YHUYTOMNEHHIO A€l 32 MPeibiayliHe rofibl, CPOKH XPAHEHHS
KOTOPBIX UCTEKIIH;

4) mpopepsieTcs KayecTBO M MOJHOTA HOMEHKNATYPBl Jen, NMPaBHILHOCTH
onpeeeHus CPOKOB XPaHEHHU NE.

DkcnepTy3a LEHHOCTH [OKYMEHTOB MPOBOAWTCA Ha OCHOBE denepanbHbIX
3aKOHOB, MHBIX HOPMAaTHUBHBIX NpPaBOBEIX akToB Poccuiickoli Peaepauuy, riepevHeit
THUMOBBIX APXHBHBIX JOKYMEHTOB C YKa3aHHEM CpOKOB XpaHeHHS, nepeuxei
JIOKYMEHTOB, 00pa3ylollXcsl B TNpPOHECCEe JAeATeNbHOCTH ¢denepasbHbIX OpraHos
rocyJapCTBEHHOH  BIAacTH, MHBIX T[OCYAapCTBEHHBIX — OpraHoB Poccuiickoii
Qenepaunu, a Takke B Tpolecce  JATENBHOCTH  MOABEAOMCTBEHHBIX
MM OpraHu3auuii, ¢ ykasaHueM CpOKOB XpPaHEHH.

Jena ¢ ormerkoii «OIIK» noanexar mMOJIMCTHOMY (s 3MEKTPOHHBIX
JOKYMEHTOB — [OJOKYMEHTHOMY) TIPOCMOTPY IO KCTEYECHHHU yCTaHOBIEHHOIO CpoKa
XpaHeHHsi B LeJIsSX BbIABIECHHS JOKYMEHTOB, MOEKALUMX NOCTOIHHOMY XPaHEHHUIO.
BhisiBIEHHLIE B TAaKUX JedaX JOKYMEHTbl [TOCTOAHHOIO XpaHEHHA BBIACNAIOTCA
1 IPUCOEAMHAIOTCS K OJHOPONHEIM [efaM HiIH (GOPMUPYIOTCS B CAMOCTOATENILHEIE
aena.

OcTanbHble JoKyMeHTH ¢ oTMeTKoH «OITK» Biuio4aroTcs B akT O BHLICICHHH
K yHHuToxeHH:0. [Ipn aTom otmeTka «ITK» B akTe He yKa3bIBacTCA.

[To pesynsTataM 93KCNEepTH3bl LEHHOCTH JOKYMEHTOB B OpraHusalliili
NPOBOAMTCSE O(GOPMIICHHE JIEM, H COCTABIAIOTCA ONUCH JEN NMOCTOTHHOIO XpaHeHHs,
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10 JJHWYHOMY COCTaBy, BpeMeHHBIX (cBbille 10 JIET) CPOKOB XpaHEHHs, & TAKXKE aKThbl
0 BBIAEICHWH K YHHUTOXKEHHIO e, He MOANCKALLIMX XPaHEHHIO.

Ot6op /IOKYMEHTOB K YHHUYTOXEHHIO M COCTaBJEHHE [POeKTa aKTa
O BbIAENEHHUH K YHUHYTOXKEHHIO JOKYMEHTOB, He TOAJEeXalluX XpaHEHHIO,
NIPOU3BOAUTCS TIOC/E COCTABJIEHHA OIKUCEH IOCTOSHHOIO XpPaHEHHsA 334 3TOT Ke
nepuon.

CTpykTypHbIMH  MNOApasieyeHus MY, SBIAIOIMUMHCA  CaMOCTOATEIBHBIMH
MCTOUHHKaMM KOMIIJIEKTOBAaHUA MYHHUIMINAABHOTO apxHusa, OTOOp JOKYMEHTOB
K YHHUTOXKEHHIO ¥ COCTABIE€HME TMNpOEKTA aKTa O BBILENEHHH K YHHYTOXEHHIO
NPOU3BOAUTCS CAMOCTOATENRHO.

®usnueckoe YHHYTOKEHHE HOKYMEHTOB MOXET OCYLUECTBIAATECS TOJBKO
nocijie yTBEpXKAEHHS TOJOBLIX pa3fieioB Onucel Ael MNOCTOSHHOIO XpaHeHHs
¥ MO IUYHOMY COCTaBy, aKTa O BBIJEICHUH K YHHUTOXEHHIO IOKYMEHTOB,
He NoANeKalluX XpaHEeHHIO.

Onucu gen

223. He panee, yem uepe3 oIuH o, M He O3[Hee, YeM uepe3 TPH roja
nocJie 3aBepilieHus 4eli B ASTIOMPOK3BOACTBE CTPYKTYPHEIE N0Apa3jelieHys anmnapara
AJMHHHUCTpaUMH ropoja nepejaloT B YNpaBleHHE JejJaMH  JOKYMEHTEI,
nojexalHe NoJHOMy opOpMIIEHHIO.

OTBeTCTBEHHOCTbH 32 [TOJIHOTY NPeACTABIEHHBIX JOKYMEHTOB HECYT:

1) ans omuceil Aen MOCTOAHHOIO XPaHEHHsl — PYKOBOAUTENH CTPYKTYPHBIX
noapasneneHuil annapata AAMHHHCTpalUd ropoja, B JEJ0NpOoK3BOACTBE KOTOPBIX
00pa3yloTcs JOKYMEHTEI;

2) nna omHceil mesi MO JUMYHOMY COCTaBy — PYKOBOJMTENH YIIpaBlEHHS
MYHHIHOAAbHOH CNyXObl W KaapoB AJMHHHCTpaUHK ropofa H YIpasjieHHs
GyXranTepckoro yyeTa 1 OTHETHOCTH anmnapara AIMHHUCTPAUHK FOpOJa.

Jena nocTosHHOro W BpeMeHHbIX (cBpllle 10 15eT) CpOKOB XpaHEHHs
B AIMHHHCTpaUMH Tropoaa YIOPSNOYHBAIOTCA LEHTpaiu3oBaHHO. OnucH Jen
Ha JOKYMEHTB! MOCTOSHHOTO XPaHEeHHs, 110 JIHYHOMY COCTaBYy, a TakXKe 3EeKTPOHHEIE
Aefa COCTaBNATCA Mo (opMmaM, YCTaHOBNEeHHBIM IIpaBunamu xpaHenus. Ha nena
BpEMEHHBIX CPOKOB XpaHeHHs (fio 10 neT BKIOYMTENBHO) ONUCH HE COCTABIAIOTCA.

B onuch 351eKTPOHHBIX A€M, AOKYMEHTOB BIJIIOYAETCS MPHIIOKEHHE K OMHCH —
peecTp 3JEKTPOHHBIX JAOKYMEHTOB (KOHTEHiHEpOB »31€KTPOHHBIX JOKYMEHTOB),
B KOTOPOM YKa3bIBaloTCi cBeJeHMs 00 3MEeKTPOHHBIX NOKYMEHTax, BKMIOYEeHHBIX
B Ka)(10€ 3JEKTPOHHOE HENO.

JOKyMeHTBl  MEepemaloTcs M0 akTy IpHeMa-mepefayd  JOKyMEHTOB
OJHOBpEMEHHO C TPOEKTOM aKTa ©O BBAENEHHH K YHHUYTOXEHHUIO Jel,
He TMojjieKalluX XPaHEHHIO.

Hena nepenarorca YnpaBieHHIO JeliaMd B COOTBETCTBHM € rpaduKoM
nepeaayu JOKYMEHTOB, yrBepskAeHHbIM LI3K H cormacoBaHHBEIM ¢ pyKOBOJAHMTEISIMH
CTPYKTYPHBIX NIOAPAa3AeNIeHHH.

HavansHuk oOwiero otaena YnpaBieHHs [AenaMd NPOBEPAET MPaBUABHOCTE
¢GopMHpOBaHMsA JeN, COOTBETCTBME KOJHYECTBA [eJ, BKIIOYEHHBIX B OIIHCB,
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KONHYeCcTBY JHiesl, c(OpMHPOBaHHEIX B COOTBETCTBMH C HOMEHKJIATypoOH Je.
BrisBleHHblE NpPH NpPOBEpKE HENOCTATKH B (QOPMHUPOBAHHH H OQOPMIEHHH Aen
paOTHHKY CTPYKTYpPHOro mnoapasieneHuss AIMHHHMCTpalMH ropoja o00s3aHb!
YCTPaHUTE B IBYXHEAENBHBIN CPOK.

K onucaM nen MOCTOSHHOrO XpaHeHHs U MO JUYHOMY COCTaBy anmnapara
AZMHHHACTPaLUKHH ropoAa oO0lMM oOTAenoM YIOpaBleHHs [enaMH COCTaBJAeTCA
HCTOpHYECKas ClipaBKa.

OTBETCTBEHHOCTh 3a MOAIOTOBKY ONHCEeH Jen NOCTOSHHOIC XpaHeHHs
¥ 10 TUYHOMY COCTaBY B AIMHHHCTpalMy ropoaa, HX COrjiacoBaHHE H YTBEPXKIEHHE
Bo3naraetcad Ha oOwwWid orien YmnpaBleHHs AenamMH, METOAHYECKOE PYKOBOJACTBO
obecrnie4ynBaeT MyHULUIIANbHBIH apXuB.

Omnucyd AeNl TMOCTOAHHOIC XpaHeHWs, MO JIHYHOMY COCTaBy H BPEMEHHBIX
(ceeime 10 JyeT) CpoKOB XpaHeHus, paccMmaTpuBaioTcs Ha 3acemaHun [IOK.
CornacoBaHble LIOK omucH Aen nmocTOAHHOrO XpaHeHHs U M0 JIMUHOMY COCTaBy,
MCTOpPHYECKas ClpaBKa (B YEThIpEX 3K3eMIUIApax Ha OyMa)KHOM HOCHTENE 4 B ONHOM
3K3EMIUIApPE B ANEKTPOHHOM BHAE B pellakTHpyeMoM Qopmare)  neperaloTcs
B MyHHLMNANBHBIH apxuB s corjiacoBaHusa ¢ JIIK. Ilocne cornacoBaHusa OnMCH
BH3MPYIOTCA  3amecTuteneM [JyaBel  ropoja,  pyYKOBONHUTENEM  ammapara
AJMHHHCTpaUWM ropojia, NOAMUCH 3aBepsieTcs repboBoii Neyartsio,

B MyHMUMNanbHEBI apXMB MNepefaloTcs TpH 3K3EMIULIpa YTBEPHKAECHHBIX
ofMceil Aest MOCTOSHHOrO XpaHeHHUs, TPH IK3eMIUIApa HCTOPHYECKOH CIIpaBKH, OAMH
9K3EMIUIAP ONHCH JeN Mo Au4HOMYy coctaBy. OJWH 3K3EMIUIApP ONHCH Jel
MOCTOAHHOTO XpaHEHHA W HCTOPUYECKOH CNpaBKH, [Ba 3K3EMIUISApa OIHCH Ael
Mo JHYHOMY COCTaBy QOCTAKOTCS B AIMHHHUCTPallU{ Fopoaa, BKIIOYAIOTCS B CBOAHYIO
HOMEHKIIATYpy QHefl. OK3eMIUIAp ONHCHU Ael MOCTOSHHOIO XpaHEeHHs HaXOAHTCA
Ha XpaHeHHH B oOLleM OTHAeNe, OMHCH AeN NO JHYHOMY COCTaBy — B KaueCTBE
pabounx  SK3eMIUIAPOB  MCMONB3YIOTCA  CTPYKTYPHBIMH  TMOAPa3[eeHUSIMH,
XpaHALUMH YNOPAL0YEHHbIE JOKYMEHTBIL.

B omucu pen BpemeHHBIX (cBbille 10 neT) CpoKOB XpaHEHHs BKIIOUYAIOTCS
3aroioBKH  Aed, c(OpMHpOBaBLIMXCA B TEYEeHHE ToJa B  CTPYKTYPHBIX
noppaszeneHusx. JOKyMeHT COCTaBIsIEeTCs B JBYX JIK3EMILIApPaXx M YTBEPKAAeTCs
[IDK: omuH 2K3eMIUIAp ONMCH Jefl, Kak YYeTHBIH [JOKYMEHT, XPaHHTCH
B CTPYKTYPHOM MOApa3aeleHHH, BTOPOi (KOHTPONBHBIH) — B YIIPaBlIeHHH AeNaMH.

OTBeTCTBEHHOCTh 3a IIOArOTOBKY omuceil nen BpemeHHbIX (cBbiwe 10 1eT)
CPOKOB  XpaHeHHs  HECYT  pYKOBOAMTENM  CTPYKTYPHBIX  [0ApasfeNeHHi
AJIMHHHCTpalMH ropoja.

JlokyMeHTBl, 00pa3syioLyecs B AEATEBHOCTH CTPYKTYPHBIX NOApa3iENeHui,
SABJIAIOUIMXCS CAMOCTOSTENIBHBIMH HCTOYHHKAMH KOMINJIEKTOBaHHA MyHHLIMIIANBHOTO
apXuBa, He BKIIOYAIOTCA B COCTaB OMMCEH MOCTOAHHOTO XpaHEHHsA U MO JHYHOMY
COCTaBy anmnapata AJIMHHHCTPALUMH ropojia, Ha HHUX COCTaBAIOTCA HHAWBHAYAJbHbIE
OfIUCH JieJ1 MMOCTOAHHOTO XpaHeHHs, A IOPHAWYECKHUX JIHL AOMOJHHTEIBHO OMHCH
Aen 1o JuyHoMy coctaBy. OnucH npencTaBisoTcs Ha cornacosaHue LIDK, mocne
nepefaloTcs B MYyHMUMManpHBIH apxuB jaa cornacosanus ¢ OIIK. Tlocne
COIIACOBAHHS OMMCH BU3HPYIOTC PYKOBOIMTENEM CTPYKTYPHOIO NojpasfeneHus,
NnoAnKch 3aBepseTcs repOOBOi MevyaTso.
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IX. Obecneuenre coXpaHHOCTH AOKYMEHTOB, OpraHH3ailus J0CTymna
K JOKYMEHTaM, fepejaia UX Ha XpaHeHue

ObecneyeHne COXpaHHOCTH JOKYMEHTOB

224. VYnopsanoyeHHBIE  AOKYMEHTbI  NOCTOSHHOTO  CpOKAa  XpaHEeHHSA
M [0 IUYHOMY COCTaBy [MepeJaloTcs YTpaBleHHeM JelaMH B CTPYKTYpHble
noapaseneHys anfapata AIMHHHCTpalMd ropoja s JalbHeiuiero XpaHeHHs
M UCTIONb30BaHUA B pabore. BmecTe ¢ menamu CTpyKTYpHOMY MNojpa3iefneHHIO
anmaparta AZMUHUCTpalMH ropofa Nnepejaercs BTOPOH HK3eMIUIAp YTBEepPXKIAEHHOH
ONHCH HWIH ero 3aBepeHHas Komus. JIOKyMeHTBl CTPYKTYPHBIX TNOApa3leNeHwii,
SIBJISIOLLMXCS CAMOCTOATENBHBIMH HCTOYHHUKAMH KOMIUIEKTOBaHUSA MYHHLMNIAJBEHOTO
apxuBa, a TalOKe ONMCH [eNl XpaHATCH HeloCpPeJCTBEHHO B COOTBETCTBYIOLUEM
CTPYKTYPHOM NoApa3ieiieHUH.

PaGotHHK, OTBETCTBEHHBIH 3a BeleHME NEJIONPOM3BOACTBA B CTPYKTYPHOM
nojpasieneHH AAMHHUCTPALMK ropoja, IIPUHUMAET MO ONHUCAM JeN NOeAUHUYHO
NOKYMEHTEl B YHOpPSOO4YEeHHOM CcOCTOfAHMHM. [Ipuem-mepenaya AOKYMEHTOB
ohopMiisieTcs aKTOM IpHeMa-Nepelayd JOKYMEHTOB Ha XpaHeHHE, COCTaBSEMBIM
B IBYX 3K3eMIlIsipax, OAHH U3 KOTOPBIX OCTaeTcs B YMpaBleHHE JelaMH B KauecTBe
KOHTPONLHOrO 3K3eMIUIipa, a BTOPOH — B COOTBETCTBYIOLUEM CTPYKTYPHOM
noapasaeneHuy AJIMAHUCTPaLKH ropoJa.

225. Jlnsn  obecneyeHHs COXpPaHHOCTH, Y4eTa JOKYMEHTOB H el
CTPYKTYPHOTO MNoApaszieieHHs] AIMUHUCTpPaUMH Tropoja W OpraHusaudy JocTyna
K HHM NPOBOAHTCA KOMIUIEKC paboT:

1) cozmanue ONTHUMAaNBHBIX YCIOBUH XpaHEeHUs JOKYMEHTOB U AeT;

2) pasMmellieHne aen;

3) npoBepKa HaJIM4us ¥ COCTOAHHA JOKYMEHTOB U AET;

4) cobmoaeHne nopsaKa BelAAYH JEN.

Hena pa3mewaior B pabounx kabuHerax pabOTHHKOB MM CIELHATBHO
OTBENEHHBIX AJIS 3TOH LenH NOMEUIeHHAX B IUKadax, cefiax unM Ha cTennaxax,
4yTOOBI 06ECMeYHTh UX COXPAHHOCTD H 3aLUMTY OT BO3IEHCTBHSA BpeIHEBIX (akTOpOB.

Hena  HOMKHBI  pacrioflaraTbCsi — BepTUKANbHO, KOPELIKAMH  HapyKy
M B COOTBETCTBHH C HOMEHKNaTypoi Aen Ang obecriedyeHHs BH3YaJIbHOrO KOHTPOIA
MX Hanu4us K O6eicTporo noucka. Ha kopemikax obnoxkex e yKa3bIBalOTCS HHAEKCH
Jieql 10 HOMEHKJaType Hell.

DneKTpoHHbIe JOKYMEHTHI Ha (pu3n4ecKu 060COONEHHBIX HOCHTENAX XPARATCS
B YNaKOBKe, peKOMEHI0BaHHOM NPON3BOAUTENAMH HOCHTENEH.

OTBeTcTBEHHOCTh 3a ofecreyeHre COXPaHHOCTH W yudeT JOKYMEHTOB W el
B ammapate AJMHHHUCTpallUd ropoja BO3JIAraeTcs Ha YHpaBleHHE JENami,
B CTPYKTYPHbBIX NOApa3fefeHUIX, ABIAIOIIHXCA CaMOCTOATENbHBIMH HMCTOYHHKAMH
KOMIIJIEKTOBAHHS MYHMILMNAIBHOrO apxuBa — Ha pabOTHUKA, OTBETCTBEHHOrO
3a BeJicHUe apXHBa U AENONpPOU3BOJCTBA.
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OTBEeTCTBEHHOCTH 32 CO3ZAaHKE ONTHUMAJILHBIX YCIIOBHIl XpaHEeHHA LOKYMEHTOB
W Jen B CTPYKTYPHBIX TOApa3feleHHAX AAMUHUCTpaLlMH TIopoaa Bo3jaraercs
Ha pYKOBOJUTENEH COOTBETCTBYIOLUMX CTPYKTYPHBIX MOApasAeneHui 1 paboTHHKOB,
OTBETCTBEHHEIX 32 BeJEHHE JeNONPOHU3BOACTBA B CTPYKTYPHOM NOApa3aeNeHHH.

226. IlpoBepxa Hanu4Msi M COCTOSHHUS JOKYMEHTOB M Jel B LeJsaX
YCTaHOBIIEHHA (DaKTHYECKOro HaMuMs AeNl JOJDKHBI MPOBOINUTECA pabOTHHKOM,
OTBETCTBEHHBIM 32 BeA€HHE JeNOINPOM3BOJACTBA B CTPYKTYPHOM MOJpa3jeneHHH
annapata AAMUHUCTPaLMU ropoaa, rnpy yyactud paboTHHKa YMpapieHHs AefaMy,
OTBETCTBEHHOrO 3a JAENONpPOMU3BOJACTBO B anmnapate AIMHHHUCTpAaLMH ToOpoja.
[IpoBepka MOXeT HOCUTh TUTAHOBEIH 1 BHEMIAHOBLIH XapaKTep.

[InanoBas npoeepka AOKYMEHTOB Ha OyMaXHOM HOCHTENE IPOBOIAUTCS
He pexxe onHoro pasa B 10 nmer (c momerxoil «[na ciny:xebHoro nonb3oBaHHA» —
He peke OAHOIO pasa B 5 Jer), 3MeKTPOHHBIX JOKYMEHTOB Ha (H3UuecKH
000c0o0NIEHHEBIX HOCHTENX — HE peXke OHOro pasa B 5 JeT.

BHennaHoBble NPOBEPKH NPOBOAWTCA B CAy4yasX MEPEMENEHHs Hen, IpH
CMEHe pPYKOBOOMTENs CTPYKTYPHOIO MojapasfencHus AAMHHHUCTpalUMH ropoja u
pabOTHHKA, OTBETCTBEHHOrO 3a JEJIONPOH3BOJACTBO B CTPYKTYPHOM MOApa3leNeHuH,
npu cMeHe paboTHUKa YIpapieHus AejlaMi, OTBETCTBEHHOTO 3a JENONPOU3BOLCTBO
B annapare AJIMHHHUCTpPalMH TIOpOAd, IPH peopraHu3allH M JIMKBHOAUWH
AJMUHMCTpPaUMKH ropoja WM CTPYKTYPHOTO mnoapasfeneHus AIMUHHUCTPaHHH
ropoja.

[MpoBepxa cuuTaeTcsi 3aBepLIEHHOH TNOCne YTBEPXKASHHUs aKTa NPOBEPKH
HAM4KsA K COCTOSHHSE apXHMBHEBIX JOKYMEHTOB, IIOCIE€ BHECEHHS MO pe3yJbTaTaM
NpoBepKH HeoOX0AUMbIX H3MEHEHUH B apXHUBHEBIE YYETHBIE JOKYMEHTEL.

Odopmnenue akToB

227. Tlocne cocraBneHUs W YTBEpXKAEHUS [OAOBBIX pa3[efioB OIMUCEH Ael
MOCTOSIHHOTO XpaHeHWsi M JeNl N0 JHYHOMY COCTaBy NPOU3BOAUTCA OTOOD
JOKYMEHTOB C HCTEKIIMMH CPOKaMH XPaHeHUs JJisl YHHUYTOXEHHS.

JoxkyMeHTHl, He HojUiexkalllde caade Ha AanbHeiillee XpaHeHHe, HaXOomsTcH
B CTPYKTYPHBIX MoApa3feNeHuIX AJMHHHCTpALMH ropoja JO HCTEYEHHs CpOKa
XpaHEHHs, TIOC/ie Yero CaMOCTOATENbHO YHHYTOXKAOTCA pabOTHHKaMM 3THX
CTPYKTYPHBIX MOJpa3jesieHHil Mo akTy O BBIAEJIEHHH K YHHYTOXEHHIO JOKYMEHTOB,
He MOAMNEKALLMX XpaHEHHUIO.

Jlena BKNIOYAIOTCA B aKT, €CAM NpPeIyCMOTPEHHBIH AN HUX CPOK XpaHEHHs
uctek | sHBaps roja, B KOTOPOM COCTaBJEH aKT O BBIAENEHHH K YHHYTOKEHHIO.
Hanpumep, nena ¢  TpexJIETHHM  CPOKOM  XpaHEHHs,  3aKOHYEHHbIE
aenonpounssoncTeoM B 2023 rony, MOryT ObITh BKJIOYEHB! B aKT, KOTOphIH Oyner
coctabned He paHee 01.01.2027, ¢ nATHIETHHM CPOKOM XpaHEHHs — He paHee
01.01.2029.

Ha s5eKTpoHHble LOKYMEHTBl ¢ HCTEKIIHMMH CPOKaMH XPaHEHHs COCTaBAAETCA
OTHEAbHEIl aKT Ha OCHOBE ()OPMEI aKTa O BBIACNEHUH K YHHYTOXEHHIO JOKYMEHTOB,
He MOAeXAIHX XpaHEeHHIO, YCTaHOBJIeHHOMH [IpaBunaMu XpaHneHHs.
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ITpoekT aKkTa 0 BBAENEHHH K YHHYTOXKEHHIO Jell, HE MOMNENKAILUX XPaHEHHIO,
paccMarpHuBaeTca Ha 3acenannu LIDK.

CornacoBanHele LIOK npoexTsl akToOB O BBIJEIEHHH K YHHYTOXEHMIO
(B IBYX 5K3eMILIApax) Tnepeiaercsi B MYHULMUIMANBHBIH apXWB s COrNAacOBaHMsl
¢ OIIK. INocne cornacoBanust akThl BU3UPYeTCs: B annapate AIMHHUCTpALHH ropoaa
— 3aMecTHTeNeM [1aBbl ropoAa, pykoBoOAUTENEM annapara AQMUHHCTPaLKK ropoa,
B CTPYKTYPHBIX NOApa3/IeNIeHHsX, HE BXOAALLKX B COCTaB annapata AIMHHHCTPaLHK
ropoja, a TaKXe SABMAAIOLMXCA CAMOCTOATENBHBIMH UCTOYHUKAaMH KOMIJIEKTOBaHHS
MYHHLWAQJIBHOTO apxXHMBa — pPyKOBOAMTENSAMH CTPYKTYPHBIX NOZpa3feneHuid,
noJnuch 3aBepsiercs repboBoit neyarTkio.

JIoKyMeHTBl, NOMIENKAlMe YHHUTOXKECHHIO, INepenaloTcs B OpraHu3alHio,
3aHUMalOLIylocs NepepaboTkoil BTOpChIpbs.

JOKyMEHTBl, coJepXalllie IepCcOHANbHblE [aHHble, HUMEKIHe OTMEeTKY
«Jlns ciyxeOHOro  monp3oBaHHA», a TaKkKe colepxkallde  HMH(OpMAaLHIo
OFPaHHYEHHOTO  JOCTYNA, YHUUYTOXKAOTCA B AJMHHHCTpaluuyd  ropoja,
ee CTPYKTYpPHOM  MOApa3feNeHdd  MyTeM  MEXaHHYECKOro - H3MeNbYEHHs
{lupenupoBaHus) HIH HHBIM CIIOCOOOM, HCKITIOYAIOIHM BO3MOXKHOCTE BOCCTAHOBHTH
coliepkaHHe JIOKyMEHTOB. DbByMakHbie OTXOABI TNepefaloTcsi B OpraHU3aLHio,
3aHHMaloLlylocs nepepaboTkoil BTOpChIpbA. JIOKYMEHT, NOATBEPXKAAIOIIHH (hakT
YTHIM3AUHY, TPHKIABIBACTCS K aKTy O BBIIENEHHH K YHUYTOKEHHIO NOKYMEHTOB,
HE NOANEKAUIUX XPaHEHHIO.

[lepenava nen, BBIAENEGHHBIX K YHHYTO)KEHMIO, Ha YTHIU3aLNIO 0QOpMIseTCs
npuemo-crarouHoii  Hawknagdod. [Ilepemaua JOOKyMEHTOB Ha  YHUUTOXEHHE
(uxcHpyercs B 3aKIIOYMTENBHOH YacTH akTa, TIJle YKa3hIBaeTCAd KOJNHYECTBO
claBaeMBIX Ha YHHUYTOKEHHE eIWHMI] XpaHeHHMs H HUX Bec. B HomeHknatype nen
NpOCTABMAAIOTCA OTMETKH 00 YHHUYTOKEHHH JOKYMEHTOB C YKa3aHUeM AaThl U HoMepa
aKra, 3aBepseMble MOANKMCBIO HauvalbHHMKA 0O0LIero oraena YnpasieHHs Ienami,
B CTPYKTYPHbIX MOApa3/ieIeHHUsAX, SBIAIOIMNXCA CaMOCTOATENBHBIMU HCTOYHHKaMH
KOMITJIEKTOBAHHS MYHHMLHNAJILHOIO apxwBa, JHLA, OTBETCTBEHHOrO 3a BeIAECHHE
apxuBa U OCNONPOH3BOACTBA.

OneKTpOHHBIE NOKYMEHTHI C UCTEKIIHMH CPOKaMHM XpaHeHHS YHHUYTOXKaoTCs
NpOrpaMMHO-TEXHHYECKUMH CpeACTBaMH C COOTBETCTBYIOLIEHl OTMETKOH B akTe
O BBIACIEHWH K YHHYTOXEHHIO SMEKTPOHHEIX JOKYMEHTOB.

ONeKTpOHHBbIE OKYMEHTHl CHMTAIOTCA YHHYTOXKEHHBIMH, €CNIH UX HENb3s
BOCCTAHOBHTE CpeCTBAMH MH(pOPMALHOHHOH CHCTEMBI HA HOCHTENAX HHGOpMaLHH
W W3 pe3epBHbLIX KOMUIA.

AXTBI © BBbIJJeleHHH K YHHYTOXEHHI0 JOKYMEHTOB, He MOJAJeXaluX
XpaHeHHIO, XpaHsiTCs MOCTOAHHO B Jene ¢oHAa AIMMHHUCTPaUMH TOpoZa,
N1 CTPYKTYPHBIX NOJApa3JieieHHH, SBIAIOIIMUXCS CaAMOCTOATENBHBIMH HCTOUHHKaMH
KOMIIEKTOBAHUA MYHHLMNANBHOTO apxXuBa, B JeNe (OHAAa COOTBETCTBYIOLLErO
CTPYKTYPHOI'O [10pa3/Ie/IeHuUsl.

228. AKT npuema-nepenauH JOKYMEHTOB (Aen) — o@uuUuanbHBIi BHUA
JOKYMEHTa, COrJlacHO KOTopoMy ¢HKcHpyeTcst ()akT mepejaud JOKYMeHTauuu
M3 OOHHUX PYK B ApYyrUe.
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B akte dmkcupyercs: ocHOBaHHS nepefayy JOKYMEHTOB, a TAKKe HX NepeUYeHb
(MHOEKC ¥ 3aroloBOK 1O HOMEHKJIAType Jel), KOJIHYeCTBO MepeaaBaeMbIX
JOKYMEHTOB M KOJHYECTBO JIUCTOB B HHUX. AKT MpHeMa-lepelaiyHd COCTABIAET
pabOTHHK, OTBETCTBEHHBIH 3a BeJEeHHE HAeNONPOH3BOACTBA B CTPYKTYPHOM
nogpasfeieHHn AJIMHHHCTpAaLMH TOopoja B JBYX 3K3eMIUIApax, MO OJHOMY
3K3EMIUIpY  [JiA  CTOPOH,  BH3HUPYETCd  PYKOBOUWTENEM  CTPYKTYPHOTIO
nofpasfeieHus, MNpPHHUMAIOLIEr0  JOKYMEHThl (@ena), H  pyKOBOIHUTEIEM
CTPYKTYPHOIO NoApa3feieHus, Nepeaalolero 1JoKyMeHTHI (fena).

229. Beimaya  gen, HaxoAsMWMXCA HA  XpaHEHWM B CTPYKTYPHBIX
nojpasiieseHusx AIMUHUCTpaUMyU ropona paboTHUKaM Apyrux moapasfeneHuil A
O3HAKOMJIEHHA W (MAM) AAA BPEMEHHOrO HCNOJIb30BaHHs B paboTe NpOU3BOAUTCA
10 3anpocaM, [OANHCAHHBIM pYKOBOAWTENEM (3aMECTHTENIeM PpPYKOBOIHTENs)
CTPYKTYPHOTO MOApasieneH!s, 3alpalliBaloliero aeso (J1OKyMeHT), M ¢ pa3peLleHus
PYKOBOAMTENS CTPYKTYPHOTIO noapazjeneHus, JIOKYMEHTHI KOTOPOTO
3anpamuBaloTCsl.

HokyMeHTE! (Hena) BBIAAIOTCS BO BpeMeHHOe MOMb30BaHHe Ha cpok He Goee
OJIHOT'0 MecsALa 110 aKTy.

[ocynapctBenHbiM opraHaMm (cyZeOHBIM, INpaBOOXpPaHMTENBHBIM, OpraHam
roCyIapCTBEHHOIO KOHTPOJIS M Haa3opa) Jefa ¥ OTHE/NbHBIE JOKYMEHTHl BBIOAIOTCH
Ha OCHOBaHHMM UX ITHCBEMEHHEIX 3allPOCOB C pa3pelleHus 3amecTutens [asel ropona,
pyKoBoauTens arrapara AJAMUHACTPALMH FOpoJia 10 akTaM Ha Cpok He 6onee wectu
MmecaueB. [lpy HeoOXOIMMOCTH CPOK HCMOJIE30BaHHS JOKYMEHTOB MOXET OBITH
NPOJUIEH.

B nuceMeHHOM 3ampoce O BBlAaYe JAOKYMEHTOB (Aen) BO BpeMEHHoe
MONb30BaHHE W3MAraloTcs MPHUYKHBL, 110 KOTOPBIM 3alpalinBaeTcd Aeao (AJOKYMEHT)
H LeAb UCMONL30BaHNS JOKYMEHTOB, HAXOAAIINXCS HA ONepaTHBHOM XpaHEHHH.

Ha BblnaHHOe Aeno 3aBOJUTCA KapTa-3aMeCTHTeNb, [oMellaeMas Ha MecTo
BBIJAHHOTO Jena. B Heil ykasbiBatoTcsl MHIEKC Aefa, JaTa ero BbLAAYH, KOMY Jeno
BbLJAHO, JaTa ero BO3BpalleHUd, NpeaycMaTpuBaioTcs rpagpl A8 MOANHCeH
B MOJIy4YEHHH W NpHEMe Jela.

Ha wmecro wu3bsaTOro nNOANMHHHKA  JIOKYMEHTa  JI€NONPOH3BOANTENL
CTPYKTYpPHOrO Nnoapa3sfefieHHsl BKaJblBaeT B JeN0 JUCT-3aMeCTUTeNb ¢ yKasaHueM
KOrga, KOMy M Ha KakOi CpOK BbiJaH JOKYMEHT W MOJNHCAMM B [OJyYEHHH
v npueme gena. [1py aToM B neno noMelaeTcs 3aBepeHHas KOIUs JOKyMEHTa.

Ilocne pemeHus Bompoca, AJi1 pPacCMOTPeHHs KOTOpPOro AOKYMEHTHI (nena)
M3bIMAJIIMCh T10 3aMpocaM rOCYAapCTBEHHBIX OpPraHOB, MOANMHHHKH JOKYMEHTOB
JO/DKHB! OBITH BO3BpALLEHBI U MIOMELLEeHE! B Ae0.

DNeKTPOHHBbIE JOKYMEHTHI, HAXOIsIlIHecs Ha ONepaTUBHOM XpaHeHUH B Ha3ax
JaHHBIX HH(OPMALHOHHBIX CHCTEM, BBLAAIOTCA AJIA HCIIOJB30BaHUA B BHAE KOMHi
3EKTPOHHBIX ZOKYMEHTOB Ha (U3HYeCKH 000COBIEHHOM HOCUTEE.

B cTpykTypHOM mNoOApa3/ieneH’y, BbIAABHIEM HEN0 (JOKYMEHT) BEAETCA YYeT
BblAAHHBIX [JOKYMEHTOB (HeN) M KOHTIpPOJAb HMX CBOEBPEMEHHOI'C BO3BpaTa.
DnexTpoHHbIe JOKYMeHTh! (Aena) BO3BpaTy He MOAJEKAT.
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Jlnua, nony4MBIIMe HOKYMeHTH! (Iena) BO BpEMEHHOE 1oJb30BaHKe, 06A3aHE]
obecrieunBaTe MX COXpPaHHOCTE HA OyMaKHOM HOCHTENE W HCIIONB30BATH
ONY4eHHYI0 HH(GOPMaLMIO B ClyxeGHBIX Lelsx B COOTBETCTBUH C TpeGOBaHMAMU
3aKoHopaTenbctBa Poccuiickoit Penepaunu. 3anpeluaercs nepefaya NOMYYEHHBIX
AOKYMEHTOB HJIH MX KOIMHi paboTHHKaM ApYTHX NOAPa3eNieHHH HIIH OpraHu3almii.

230. H3zbaTtHe (BBIEMKa) IOKYMEHTOB [POM3BOAUTCA B COOTBETCTBHH
¢ 3akoHoAaTenscTBOM Poccuiickoii Menepanun Ha OCHOBAaHMM MHCBMEHHOFO
pacropsbkeHHs (MOCTaHOBIEHHs) COOTBETCTBYIOILErO OpraHa BJIACTH C pa3pelieHHus!
3aMecTuTeNis [71aBbl ropona, pyKOBOAMTENs anmnapara AIMHHHCTPalMH Iopoia
C M3BELUEHHEM pYKOBOAMTENA CTPYKTYPHOIO MoOApasfeneHus AIMHHHCTPaLKH
ropozia, JOKyMEHThl KOTOPOTO H3bIMAIOTCS.

@akT H3bATHA (BEIEMKM) OOKYMEHTOB (HKCHpyeTcs B IIpOTOKOJNe (akTe)
U3bATHS (BBIEMKHM) JOKYMEHTOB, KOTODBIii COCTABIsieTCsl HE MeHee YeM B JIBYX
IKIEMIUIAPAX M TNOAMMCHIBAETCS  YHNOJHOMOYEHHBIMH  NpeACTABHTENSAMH
AAMHHHCTpaUMH TOpoJda M COOTBETCTBYIOIUEr0 TOCYHapCTBEHHOTO OpraHa.
K nporokony (akTy) npuiaraercs onuch {peectp) H3BATHIX JOKYMEHTOB (aen).

Ilpy u3BATHH MOANHMHHHMKOB NOKYMEHTOB B IIeN0 MOMeLlaeTcs 3aBepeHHas
KOMHUA JOKYMeHTa, Ha 00opoTe KOTOpO#l yKa3EIBA€TCA OCHOBAHHE M3IBATHA
NOANMHHUKA, CPOK BO3Bpara, JaTa W MMOAMHCH pabOTHHKA, OTBETCTBEHHOro 3a
(opMupoBaHHe W/UTH XpaHeHHe Jena.

IHoanuHHUK HOKYyMEHTa, M3BATHIA W3 JQiejla Ha OCHOBE COOTBETCTBYIOLIEIO
peLieHHs, 110CNe paCCMOTPEHMS M PELIEHHS BONIPOCA BO3BPALIAETCs B JIEN0, IPH ITOM
KOMNUs, HaxoAAIascs B JleJie BMECTO NOJIHHHUKA, H3EIMAETCH.

Ilpy obHapy:xeHHWM yTpaTkl NOKYMEHTOB B CTPYKTYPHOM [OApasieiieHuH
AIMHHHCTpAlMH ropofa pabOTHHKaMH JAHHOrO CTPYKTYPHOro MOApasfesleHus
opras#u3yeTcs MX po3bICK. PO3nick npoBoAuTcs B Te4eHHE OAHOIO roja ¢ MOMEHTa
BLIABIEHHS (aKTa OTCYTCTBHS JOKyMeHTOB. JlomycKaeTcs MpojleHHe CpoKa po3bicka
JIOKyMeHTOB Ha | roa.

Ecnu po3bIcCk He JacT pe3yiabTaToB, TO PYKOBOZHTENb CTPYKTYpPHOTO
rnoApasiesieHns annapara AJAMHHHCTPAUMH ropoja, B KOTOpoM oOHapyxeHa yTpara
JOKYMEHTOB, HanpaBiseT HHQOPMALMOHHOE TUCBMO B anpec YTpaBieHus JejlaMH.
K uH(opMauHOHHOMY NHCBMY INpHJIAraeTcsi CHOpaBKa O NPOBEAEHHH pO3LICKa,
KOTOPYIO MOJArOTaBIHBAET ¥ MOANHCHIBAET pabOTHUK CTPYKTYPHOrO NOApa3AeieHns,
NPOU3BOAMBILHHA PO3LICK ZOKYMEHTOB.

PaGoTHHK, OTBETCTBEHHBIHi 3a BeJeHHEe [LeJIONpPOU3BOACTBA B  allapare
AIMHHHCTpalMK ropoja, odOpMISET B IBYX 3K3eMIUIApax akT O HeoGHapYKEHHH
ADXHBHBIX JOKYMEHTOB, IYTH pO3bICKA KOTOPBIX HCUEpNaHbl, BEIHOCHT €ro
Ha cornacosadue LI9K u yTeepxkaaer y 3amecturens [naBbl ropona, pykoBogurens
annapara AaMuHUCcTpauM. K akty o HeoOGHapy»KeHHH apXHBHBIX JOKYMEHTOB, MYTH
pO3bICKa KOTOPAIX HCYEpPIIaHbl, NPHJIAraeTcsi MUCbMO CTPYKTYpHOro HoApaseneHns
AIMMHHCTpallMM Tropoja M CNpaBKa O TMpPOBEIEHHH pO3bICKA. YTpayeHHEIe
MOATMHHHKH JOKYMEHTOB MOTYT ObITh 3aMEeHEeHB! UX 3aBePEeHHBIMH KOMHAMU.

CTpykTypHble  mnogpasfencHus, He  BXoAsLlHe B COCTaB  amnmapara
AJIMHHHCTpauuH ropoja, a TaloKe SBISIOLINECS CaMOCTOATENLHBIMM HCTOYHHKaMU
KOMIJIEKTOBAHHS MYHHUMIIANLHOIO apXHBa, HANPaBAAOT HHOOPMALKOHHOE NMUCHEMO
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PYKOBOAMTENIO  CTPYKTypHOro nojpasfenenns. PaboTHHK,  OTBETCTBEHHBIi
3a BeJleHHE JENONMpPOM3BOACTBA B CTPYKTYPHOM ToJipasfieieHnt, OohopMIsAeT B ABYX
3K3EMILIAPaX aKT 0 HeoOHapyXeHHH apXHUBHBIX JOKYMEHTOB, IIYTH PO3BICKAa KOTOPBIX
MCUEPIaHBl, BEIHOCUT ero Ha cornacosanue LIOK u yTBepikpaer y pykoBonuTens
cTpyKTypHOro nmnogapaszmenenus. [locie yTBep)kaeHHst aKT  MpeACTaBIAETCA
B MYHHLMUITANBHbI apXHB A7 NPUHATHS PEIIeHHA O CHATHH YTPaveHHbIX eAHHHL
C yuera.

231. Tlopspmok mnepejauyd [AOKYMEHTOB H JIajbHEHLIEro HCIONb30BaHUsA
NOKyMEHTOB  IIpM  JNHKBHZauuu  (YNpasfiHEHMH) WM peopraHu3auuy
(npeo6pa3oBaHU¥) CTPYKTYPHOTO MOMApA3ZENieHHs peryiupyercss AeHCTBYIOLHM
3aKOHOAATENILCTBOM.

ITpu ympa3gHeHHH CTPYKTYPHOrO MOApasfeNeHHs] ROKYMEHTBI NOCTOAHHOTO
XpaHeHusd, a Taloke AOKYMEHTBI C HEHCTEKIUMMH BPEMEHHBIMH CPOKaMH XpaHeHH:
JO/KHEl ObITH NepefaHbl YMpPaBIEHHIO JejaMH MO0 aKTy MNpHeMa-TNepenatu
JOKYMEHTOB.

[Ipy peopraHu3alUMH JOKYMEHTBl JMOMKHBEI ObITh nepedaHbl Apyromy
CTPYKTYpPHOMY TOApa3fie/leHNI0 B COOTBETCTBUM C €ro KOMIETEHUHeH [0 aKTy
npueMa-riepefadd ¢ TNPWIOKEHHEM AaKTOB O BbIAENEHHMH K YHHYTOXKEHHIO
NOKYMEHTOB, OpOPMIEHHBIX OTAENBHO 32 KaXbIH FOA.

JIOKyMEHTB! ¢ MCTEKIIMMH CPOKaMM XpaHeHHs JOJDKHBI OBITh YHHUTOXEHb!
pabOTHUKAMH yrpa3fAHeHHoro (1peofpa3oBaHHOr0) CTPYKTYPHOFO MOApa3eeHHs
B YCTaHOBNEHHOM IOpPAAKE.

[Tepenaua nen B apxHB

232. Tlo McTeueHHH MpeeNbHBIX CPOKOB XPaHEHHS, He paHee, HeM 4epes TpH
roga, ¥ He T[I037Hee, dYeM dyepe3 MNATk JIET [I0C/¢ 3aBepuleHHs A€l
B €/IONPOM3BOACTBE, JOKYMEHTBI TOCTOSHHOTO XpaHEHHs MOAJexaT Iepenale
B MYHHLMIIQJILHBIH apXUB B YCTAHOBIEHHOM IOPSAJIKE.

[ToAroToBKa 3MEKTPOHHBIX JOKYMEHTOB K Ilepefjaie OCYLIECTBIACTCH
B cooTBeTcTBHH ¢ [IpaBHIaMM XpaHEeHHs CTPYKTYPHBbIM MOJpas/eseHHeM annapara
AIMHHHCTpalMi TOpOfa — TNOJB3OBATENIEM COOTBETCTBYIOWEH HHGOPMALHOHHOH
CHCTEMB! COBMECTHO C OOWMM OTAenoM YIpaBieHHsa jenamd M pabOTHUKOM,
o6ecrneyuBalolUM (YHKLUHOHHPOBaHHE HH(POPMALIHOHHOH CHCTEMBL.

233. Ilpn MOArOTOBKE 3NIEKTPOHHBIX JOKYMEHTOB, OTOOpaHHBIX K nepejaye
B MyHMLMMANBHBI apXuB,  BBIMOJHAIOTCA ClEAYIOLIHE OCHOBHBIE MPOLEAYPSI
paboThI ¢ JOKYMEHTaMMU:

1) KOHBEpTAaLMs 3MEKTPOHHOrO JOKyMeHTa B (OpMaT apXHBHOTIO NOKYyMEHTa
B cooTBeTcTBHH ¢ [IpaBUTaMH XpaHeHus;

2) ¢opmupopanye B MHGOPMALMOHHOH cHCTeMe AAMHHHCTPaLMH ropoaa
UenabuHcka  npeoOpa3oBaHHBIX — 3JMEKTPOHHBIX  [NOKYMEHTOB,  [OINHCaHHE
KBaTH(pULWPOBAHHON 3EKTPOHHOM MOANMKCHIO YTIOMHOMOYEHHOT 0 JIHLA,

3) ¢dopMmupoBaHUE ONHCH 3JEKTPOHHBIX [N, NOKYMEHTOB CTPYKTYpHOro
nojpas/ieneHHs;
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4) Murpanus 3JIEKTPOHHBIX MAOKYMEHTOB Ha (usuueckd 06ocobNeHHEIe
MATepHaJIbHbIE  HOCUTENH, €ClH JOKYMEHTHl [IepellaloTcs Ha  XpaHeHHe
He 1o UHQOPMAUHOHHO-KOMMYHHKAIHOHHBIM KaHaNaMm;

3) npoBepka BOCHPOH3BOAUMOCTH 3/IEKTPOHHBIX TOKYMEHTOB;

4) nmnpoBepka 3NEKTPOHHBIX AOKYMEHTOB HA HANHYME BPeJOHOCHBIX
KOMITBIOTEPHBIX MTPOrPaMM;

5) noATBEpHKAEHHE LEJTOCTHOCTH 3JIEKTPOHHOTO Aena 3JeKTPOHHOH MOAMNUCEIO
PYKOBOAWTENS CTPYKTYPHOro MonpasfeneHuss (MHOrQ YIOJHOMOYEHHOro JHLa),
OCYLUECTBJIAIOLIEr0  MOJArOTOBKY  3JEKTPOHHBIX  AOKYMEHTOB K Nepeiaue
B MYHHLUHNAIBHBIA apXUB.

6) oTrpaBKa 2JIEKTPOHHOTO JOKYMEHTA B MyHHLIMIIANbHbI apXKB.

ONEeKTPOHHBIE NOKYMEHTH! MEpPEeNaloTCsd Ha XpaHeHHe Mo HHGOpMAaLMOHHO-
TEJIeKOMMYHHKALHOHHON CceTH MAM Ha ¢u3Hueckd 0oCOCOOJNEeHHBIX HOCHTeNAX
B COOTBETCTBHH C YCTAaHOBIIEHHBIMH IIpaBUNamMH, ©§e3 COXpaHEHHs HJaHHBIX
3NEKTPOHHBIX IOKYMEHTOB B COOTBETCTBYIOLINX HH(POPMALIHOHHBIX CHCTEMAX.

ONIEKTPOHHBIE AOKYMEHTHl Ha ¢(usudeckd 000COGNEHHBIX HOCHTENAX
1iepelaloTes B ABYX 3K3EMIUIApax, B yaKOBKe, peKOMEHI0BaHHOH NPOH3BOIUTENSIMH
HOCHTejeH, IHLeBas CTOpoHa 00JI0XKKH cHabxaeTcs APIBIKOM (BKJIAABIILEM).

OTBETCTBEHHOCTD 3a IOATOTOBKY K Mepe/iauy 3JIEKTPOHHBIX [Ie]l Ha XpaHEeHHe
BO3NIaraeTcs Ha CTIPYKTYpHOe [OoApasfieNeHHe — BIafleliblla COOTBETCTBYIOLIEH
MH(OPMALUMOHHON CHCTEMBI COBMECTHO ¢ paboTHHKOM, ofecneyrBalowmm
(pyHKLIHOHHpPOBaHHE HH(POPMAaLHOHHON CHCTEMBI.

234. VYnpasneHue  genaMH  OpraHu3yeT — Ipolecc  Nepefavd  Jen
Ha MyHHLIMNAIBHOE XpaHeHHe JOKYMEHTSHI annapara A IMHHHCTPALKHH ropoja:

1) cTpykTypHble moApa3feneHus annapata AJMUHHCTpalHMM  ropoja
nepenaioT B oOmWMEA oTAen VYmpaBneHUs JeNaMH  YNOpPSJOYEHHbIE AOKYMEHTSI,
HaxoAsulMecds Y HHX Ha XxpaHeHHH. ®akr mnpueMa-nepefadu JOKYMEHTOB
odopMIsieTcss akToM Mo yCTaHOBNeHHOH dopme. IIpyu OTCYTCTBUU €AMHHUL XpaHeHHUs,
yKa3saHHbIX B ONMCH JOKYMeHTOB (Hefl), PpPyKOBOZMUTENb CTPYKTYpHOro
rnojpasfeneHus MNpPUHHMaeT Mepbl MO HX po3bicky. Ecnm B Xoae po3bicka
OTCYTCTBYIOILME JIOKYMEHTHI He OBUIH HaiileHBl, B OIHCH JAOKYMEHTOB (Aen)
AenaeTcs HoBas WTOrosad 3amuch. HoMmepa OTCYTCTBYIOIIMX €AMHML, XpaHEHHs
W TIPUYKHBl OTCYTCTBUA OFOBapHBalOTCA B aKTe MpHeMa-repefady U B NpUNaraeMoi
K aKTy CIpaBKe, COCTaBIsieMOHl CTIpYKTYpHBIM moApa3aenedueM. (rpaBka
O MpUYMHAX YTpPaTkl NOKYMEHTOB TMOANHCHEIBaeTCs PabOTHUKOM, OTBETCTBEHHBIM
3a BefIeHUEe JAESIONPOH3BOACTBA B CTPYKTYPHOM MOApa3AelieHdH, U pyKOBOAUTENEeM
CTpyKTypHoro mnoapasgenenus. [lpu orcyrctBuu  (yTpate} NOAJIMHHHKOB
NPHHUMAIOTCS UX 3aBEPEHHBIE KOTIHHU,

2) paborHuk YmnpasneHus fenaMmu (opMHUpYyeT CBA3KH Ael B COOTBETCTBHH
c yreepakaeHHodl OITK  onucelo el NMOCTOAHHOINO  XpaHeHMs, OpraHH3yeT
TPaHCIIOPTHYIO AOCTABKY NOKYMEHTOB B MyHHLIMIIA/IbHBIH apXuB;

3) MyHUMLMIaNbHLIA apXMB NPHHHMAET B YNOPAZOYEHHOM COCTOSHHH
apXHUBHble JOKYMEHTBHl MO ONHCAM IOKyMeHTOB {(zen) noeauHuvHo. [Ipu npueme
OCYLIECTBSETCS ripoBepka (hH3HUECKO-XUMHUYECKOrO, TEXHUYECKOro
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1 OMONOrHYECKOro COCTOAHMA HOKYMEHTOB, a TakXKe KOMIUIEKTHOCTH OMMCceH Aen
H JOKYMEHTOB;

4) 1o OKOHYAHWH MpHeMa AOKyMEHTOB O(OPMIISETCH aKT NMpHeMma-Tiepelavu
JOKYMEHTOB Ha XpaHeHHe B IBYX 3K3eMIUIApax, 10 ONHOMY 3K3EMILIAPY Uil CTOPOH.

AKT mnpHeMa-nepenayd NOAMMCHIBAIOT pabOTHHK YrNpasieHus Aenami,
nepefiaBliMii  JOKYMEHThI, M PpabOTHHK MyHHLUMNATBHOrO apXuBa, NPUHSBIIMH
HnoKyMeHTsl, (DakT nepegadu NOKYMEHTOB BH3MPYIOT 3aMeCTHTeNs [JiaBel ropona,
PYKOBOAMTEND annapara AZMHHHCTPalMH ropoia ¥ HayalbHHK MYHHUWIANBHOrO
apXxuBa;

235. Ilpuem ayauoBH3yalbHbIX JOKYMEHTOB OCYLICCTBIAET B KOMIJIEKTAX!

1) KHHONOKYMEHThl — HeraTHB u300pakeHHs, Heratus (OHOrpamMMbl,
MarHMTHBIA OpUTHHAI (GOHOTPaMMBI, TMIO3UTHBHAs KOMMS, MarHUTHas (OHorpamMma
LIYMOB W MY3bIKH, HPOMEXYTOUHBIH O3UTUB W300paeHNs, yCTaHOBOUHBIE POJIMKH
¥ 1AcrmopTa JUlsl LBETHbIX KHHOINOKYMEHTOB (BO3MOMEH NpHeM 0co00 LEHHBIX
KHHOJNOKYMEHTOB B HEMOJHOM KOMIUIEKTE), MOHTaXKHbI€ JIMCTBI, AHHOTALuA,
pa3peLInTeNIbHOE  YAOCTOBEPEHHE K  3aKOHYCHHOMY  IPOM3BEACHHMIO,  aKThI
TEXHUYECKOro COCTOSIHMSA, 3alIMCH LIBETOBBIX H CBETOBBLIX NaClOPTOB,;

2) (OTOROKYMEHTBl — HeraTuB, KoHTpatun (my6ib-HeraTWs) Ha mpaBax
OPUrHHANa, [O3UTHB Ha TpaBax OPHIMHANA, KOHTPOJBHBIA (OTOOTIIEYATOK
M aHHOTALIUs;

3) GoHOAOKYMEHTHl — JBa 3K3EeMILUIApa JOKYMEHTa Ha COIIacOBaHHOM
¢ MYHHLMMANBHEIM apXHBOM B Mpod)ecCHOHANBHOM (hopMaTe U COMPOBOAUTENBHAS
NOKYMEHTaLl;

4) BHAEONOKYMEHTbl — JBa OJK3eMIUIApa JOKYMEHTa Ha COrjlacoBaHHOM
C MyHHUMNANGHEIM ~ apXMBOM  HOCUTene B mpodiecCHOHaIbHOM  (opMarte,
NpOCMOTPOBasi KOMHUS JOKYMEHTa W MOHTa)XKHBIH JIMCT, aHHOTALUsA, MY3BIKaJIbHasA
cllpaBKa, CIpaBKa O IUIMTENBHOCTH HEMOHCTpalWM, [acnopT TEXHUYECKHX
XapaKTepUCTHK.

5) npHHATBIE Ha MYHHUMMANBHOE XpaHEHHe AOKYMEHTbl MOANEXKAT Y4eTy
B COOTBETCTBHH C 3aKOHOAaTeNscTBOM Poccuiickol Penepaunn 06 apXxuBHOM Aenie.

236. CrTpyKkTypHble MOApasAeNeHHsA, He BXOAfAlLIME B COCTaB anmapata
AIMMHHCTpaUMH ropoja M ABJAIOILMECS: UCTOYHHUKAMH KOMITJIEKTOBAHHS
MYHHLHIANBHOrO apXHBa, OCYLIECTBISIOT Nepefayy NOKYMEHTOB B MyHHLIHNANbHbIH
apXuB B HHAMBHUAYaIbHOM MOPSIKE.

237. AkTbl mpueMa-Tiepel]ayd XpaHATCS [MOCTOAHHO B Jeje  (oHza
AJMUHHCTpalUWH ropoja, JUIs CTPYKTYPHBIX TOApasfeneHui, ABJIAIOLUXCS
CaMOCTOSTE/IbHBIMH HMCTOYHHKAMH KOMIIJIEKTOBaHMS MYHHUMIIANBHOTO AapXMBa,
B jeie GoHga COOTBETCTBYIOILErO CTPYKTYPHOTO MOAPa3IeNeHHsl.

Meroauueckylo NoMoLls 110 OG(GOPMIEHHIO (3ANONHEHHIO) ROKYMEHTOB,
CBSI3aHHBIX C (DOPMHpPOBAHHEM JOKYMEHTaNbHOro (QoHZa B CIPYKTYPHBIX
NoApa3feNeHUsIX AIMHUHHCTPALUK ropoja, obecrneuuBaeT MyHHUMNANBHBIH aDXUB.
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X. lopaaox BHeCeHUs U3MEHEHUH 1 NOTIONHEHHI B Hucrpykuuio

238. IlpemnoxeHus OT CIPYKTYPHEIX TOApasie/ieHuil AJZIMHHHCTpaLMHK
ropoja no BHECEHMIO W3MEHEHHMH M IOMNOJNHEHWH B HacToswwylo WHCTpyKuHIO
obobwaiorcs  VrhpaBlneHHeM — OpraHM3alHOHHON H KOHTPOJILHOH  paboThl

U yTBEPKAIOTCA B YCTAHOBIEHHOM MOpSAKE MPABOBEIM aKTOM AJMHHHCTpALMH
ropoza.

/

K 1
P /&ﬁ*—B CMupsos

3amectutens [naBel roposa,
pyKOBOAMTENS annapara AAMBHUCTPALIMH FOp

COFNTACOBAHO
IKCNEPTHO-NPOBEPOUHOH KOMHCCHEH
locysapcTBeHHOFO KOMHTETA NO A€/ 1aM
apxuBoB YenaOuuckoi obnactu

(npotokon ot 4. 40. 2044 N {3 )



