MBAHOBCKAA OBJIACTb .
AODMUNHUNCTPALNA FOXKCKOIO MYHNUNTTIAJIBHOTI O PANOHA

PACIOPAXXEHWE

r. Oxa

O6 yTBEPXAEHMM NopsAKa PaboThl CO CNYXKEOHBIMU JOKYMEHTaMM
B AAMUHUCTpaLMM KOXCKOro MyHULMNAIbHOIO palioHa, CTPYKTYPHbIX
noapasfeneHnax u MyHUUMNaIbHbIX YUPEXaeHUsSIX

B cootBeTcTBUM € PacnopsbkeHmem ['yb6epHaTopa 1BaHOBCKOW 06nacTu
oT 12.11.2019 roga Ne 108-p «O6 yTBepXAeHMM WIHCTPYKUMM MO
AenonponssBoacTey B NMpasutenscTee VIBaHOBCKOW 061aCTU M UCMONHUTENbHBIX
opraHax rocyfapCTBeHHOW BfacTu VIBaHOBCKOW 06nacTu», B LEenax
opraHusaumMmM  paboTbl CO  CNYXeOHbIMW  [OKYMEeHTaMu,  MOBbILLIEHWS
apheKTMBHOCTM  [eNonpou3BoACTBA M obGecneveHns  eamMHoobpasus
B OCDOPM/IEHNN  CNY)KEOHbIX  [OKYMEHTOB B  AAMMHUCTpaumm  HOXCKOro
MYHULUMMNA/IbHOrO painoHa 1 CTPYKTYPHbIX NOApa3AeneHnsx:

1 YTBepauTb MOPSAAOK  paboTbl  CO  CNYXXEOHbIMW  [OKYMEHTaMu
B AOMUHUCTpauumn  HOXKCKOro  MyHUUMNAZIbHOTO  paiioHa,  CTPYKTYPHbIX
noApasfe/ieHnaxX N MyHUUMNabHbIX yUpeXxxaeHnax (npunaraercs).

2. PykoBoguTensm  CTPYKTYPHbIX — nogpasfeneHuin - AOMUHUCTpaLum
FOXCKOro  MyHMUMNaNbHOMO  palioHa  NpU  OpraHM3aumMm  CUCTEMbI
[leNonpoun3BOACTBa PYKOBOACTBOBATLCA MOMTOXKEHUAMWN HACTOALLLETO NOPAAKA.

3. PykoBoanTenn nogpasgeneHnid, yupexaeHnin 06s3aHbl Noj pocrmchb
obecneynTb 03HaKOM/IEHWE COTPYLHMUKOB C HACTOALLMM MOPALKOM.

4. MNpu3Hatb  yTpatmewmMu  cuiy  PacnopsbkeHne  AQMUHUCTPaLMn
FOXCKOro MyHuUMnanbHOro paioHa ot 22.11.2021 Ne 424-p «O6 yTBEpXAEHUN
nopsgka paboTbl CO CNyXebHbIMN JOKYMeHTamMy B AgMUHUCTpaLmMn KOXCKOro
MYHULMNaNbHOIO pailoHa, CTPYKTYPHbIX MOAPa3feNieHnsX 1 MyHULMNaIbHbIX
yUpeXxaeHnax».

5. KOHTPO/b UCMNOJSIHEHUA AAHHOr0 PacrnopsXXeHUsa BO3M0XUTbL Ha OTAeN
apPXVMBHOIMO N [LOKYMEHTALMOHHOIO obecrieyeHns AAMUHUCTpaummM HOXCKOro
MYHULMNaNbHOro parioHa.

B.N. OBpaluko



[MprnoxeHve K pacnopsXeHuto
AIMUHUCTPaLMKU KO XKOT0 MyHULMNaLHOTO paitoHa
oT No P

MOPALOOK
paboTbl CO CY>XXeOHbIMWN AOKYMeHTaMu
B AIMUHUCTPaUMn KOXKCKOro MyHULMNa/IbHOIO paioHa,
CTPYKTYPHbIX NOAPa3AeNeHUAX, MYHULUNAIbHbLIX YUPeXxXaeHUAX

1. O6Line nonoxxeHns

1.1. HacTtoswmii nopsafok onpegensieT npasuna oPOPMIEHUS Cy>XXeOHbIX
OOKYMEHTOB B AAMUHMCTpaummM  HOXCKOro  MyHWLMNAIbHOIO  paioHa,
CTPYKTYPHbIX roApasaeneHusx, MYHULMNIbHbIX yupexaeHnsx,
yCTaHaB/IMBaeT efdMHble  TpeboBaHMA K  MOAroToBKe, 06paboTke U
MCMOMb30BaHNIO 00pasyoWMXca B pesyfibTaTe [AeATENbHOCTM  C/Y>KEOHbIX
AOKYMEHTOB (MMceM, NPOTOKO/IOB, MPWUKa30B, MHCTPYKLMWA, MI1aHOB, NPOrpamm,
OTYETOB, MOJIOXKEHNI) 1 pa3paboTaHa Ha OCHOBaHUM HaumoHabHOTo cTaHAapTa
Poccuitckor Pegepauun TOCT P 7.0.97-2016, NpuHATOrO M BBEAEHHOrO B
aeinctene npukasom PocctaHgapta oT 25.05.2017 Ne435-CT, pacnopsKeHUEM
"'ybepHaTopa VBaHoBCKOM 06nacT oT 12.11.2019 Ne 108-p, NocTaHOBNEHUS
MpaButensctea Poccuiickoin  Pepepauum  oT  15.06.2009 Ned77  "O6
yTBepXaeHun  lMpaBun  [enonpous3BOACTBAa B (edepasibHbiX  OpraHax
NCMONHUTENbHOW BnacTn".

1.2. [lenonponsBoACTBO B AAMUHUCTPaUMM HOXKCKOro MyHMLMNANbHOrO
paiioHa (pganee - AAMUHUCTPaLMS) OpraHU3yeTcs C UCMOMb30BaHNEM CUCTEMbI
3/IEKTPOHHOI0 [10KyMeHTOoO060poTa (ganee - C3[]), npeAHasHayYeHHOW [Ans
perncTpauun n yyeta OKYMEHTOB.

1.3. OTBETCTBEHHOCTb 33 OpraHuM3auMio paboTbl C  [OKYMeHTamu
N COCTOSIHMe [eN0onpon3BOACTBa, 3a COONI0AEHME HACTOALEro nopsaaka paboTsl
C [OKyMeHTamM¥ B AJMUHUCTpaUMX BO3NaraeTcd Ha OTAen apXMBHOIO
M LOKYMEHTAUMOHHOIro 06ecneyeHns, B MOAPa3feNneHusaX W YUpeXXaeHusax
BO3/1araeTcs Ha UX PyKOBOAUTENENA.

1.4. B uensx BefeHWs [eNoNpov3BOACTBa M 0becrneyeHUs MOCTOSAHHOIO
KOHTpONsa  3a cobnogeHveM  nopsgka  pabotbl € AOKYMeHTamu
B AAMUHUCTPAUMN Ha3Ha4aeTCAa OTBETCTBEHHbIA M3 uncna (MyHULMNANbHBIX)
cny>atumx (paboTHMKOB) 3a BeAeHWe Aenonpoun3BoAcTBa (aanee - COTPYAHUKN),
KOTOpPbIA OCYLLECTBNSIET KOHTPO/b 3@ OOLIMM COCTOSIHMEM [enonpoun3BOACTBa,
MPOXOXAEHNEM M WUCMONHEHWEeM  AOKYMEHTOB B COOTBETCTBYHOLLEM
noapasfeneHnm, yupexaeHuu,

Ha coTpyAHMKOB, OTBETCTBEHHbIX 3a BeAeHWe [e/onpon3BOACTBA
B COOTBETCTBYHOLUMX MOAPA3LeNeHNAX, YUPeXAeHNaX BO3iaratoTcs cnefyroLimne
OCHOBHbIE (PYHKLMW:



- NpUeM, YYeT W pacnpegenceHme MNocTynaloLWmMxX AOKYMEHTOB, a Takxke
MPOBEPKa COOTBETCTBMS KOMMYECTBA AOKYMEHTOB, (HaKTUYECKM MONYYEHHbIX
noapasgenieHvem, yupexzieHviem KOSIMYecTBYy [OKYMEHTOB,
3aperncTpUpPoBaHHbIX B 3/IEKTPOHHO 6ase;

-nepefjaya  [AOKYMEHTOB Ha  paccMOTpeHMe PYKOBOAUTENIO
COOTBETCTBYIOLLErO MOAPA3AENEHNS, YUYPEXAEHUS U NOCNe  MONyYeHus
COOTBETCTBYIOLLEN PE30NHOLUN - UCMIONHUTENIO;

- y4YeT U PermcTpaums UCXoAslumMx AOKYMEHTOB M3 COOTBETCTBYHOLLENO
noApasfeneHns, YUpeXxxaeHns, npoBepka MPaBUIbHOCT WX  OOPMIIEHNS
1 Nepefadva nx Ha OTrnpaBKYy;

- KOHTPOMb 338 MNPOXOX/AEHWEM [OKYMEHTOB B COOTBETCTBYHLLEM
NoApasfenieHnm, yUpexneHmn;

- opraHusaumsi CnpaBOYHO-MH(OPMAaLMOHHOM paboTbl MO  BOMpOcam
MPOXOXAEHUS N UCMOTHEHMS JIOKYMEHTOB;

- BBOJ, B 3/IEKTPOHHYO 6a3y [aHHbIX MH(opMaLumM 0 Xo4e 1 pesynbTarax
NCNONHEHNS JOKYMEHTOB;

- NpOBepKa HanMumsi [JOKYMEHTOB, HaxOAAWMXCA Ha  WUCMNOMHEHUN
y COTPYAHWKOB NOAPAa3AeNeHus, YUpeXaeHNs:;

- NOAroTOBKA MPOEKTOB PE30/IOLMIA U CNYXEOHbIX MUCeM 3a MOANUCHIO
PYKOBOAUTENS MOAPA3AeNeHMs, YUPeXaeHNs;

- KOHTPO/Ib 3@ CBOEBPEMEHHbIM CrMcaHWeM B [efl0  UCMOSIHEHHbIX
[AOKYMEHTOB;

- pa3paboTKa HOMeHKNaTypbl Aen NofpasaeneHuns, yUpeXxaeHns;

- (hopmmpoBaHMe, OGOPMIEHNE, YYET, XpaHeHMe ©  obecrneyveHue
MCNONb30BaHWA Aen B MpoLecce  Aenonpom3BoACTBA M 3aKOHUEHHbIX
[eNonpon3BOACTBOM, NOAroTOBKAa U CBOEBPEMEHHasA Mnepefaya feNl Ha XpaHeHue
B PaliOHHbIA apXuB;

-NpveM 1 nepefaya Cny>XebHOM MHGoOpMaLUM € UCMOoJb30BaHNEM
CPeACTB  (DAKCUMW/IBHOWM  CBA3M, YCTAHOB/IEHHbIX B  COOTBETCTBYHOLLEM
noApasaeNieHnm, 1 Mo 3MeKTPOHHOM NOYTe;

- OpraHmM3aumsi MCNonb30BaHWS B COOTBETCTBYHOLIEM MOAPa3AeNeHNN
CPeLCTB KONMPOBaSIbHON TEXHUKW;

- NPOBEAEHNE WHCTPYKTaXa, BHOBb MPUHATbIX B COOTBETCTBYHOLLEE
nofpasgeneHve, yupexaeHme (MyHULMNaNbHbIX) CAy>Xawmx U paboTHUKOB MO
BOMpOCam OpraHu3aumm paboTbl C AOKYMEHTaMU.

1.5. Hhopmaums, cogepxalliasica B AOKYMEHTaX U UX MPOeKTax, MOXeT
MCNOMb30BaTbCA  TOMbKO B CAYXEOHbIX LUENsX W B COOTBETCTBUM
C MO/THOMOYUAMUN AO/MKHOCTHBIX NNL, PaboTatoLMX WM 3HAKOMSALLMXCA C 3TOW
NHhopMaLmei.

1.6. C cofepXaHMeM MNPOEKTOB [JOKYMEHTOB MOTYT ObITb O03HaKOMJIEHbI
TOMbKO INLA, UMEIOLLIME OTHOLLIEHWNE K UX UCTOMHEHWIO.

1.7. Mepe, yXo[OM B EXEroAHbliA OrnnavnBaeMbli M WHOW OTNYCK,
yObITMEM B CMY)KeOHYHO KOMaHAMPOBKY, a Takke B C/lyyae npegnonaraeMol
BPEMEHHOIN HeTPYA0CNOCO6HOCTM, OCBOOOXKAEHUS OT 3aMeLLaeMol AO/MKHOCTY
MYHULMNIbHOA  CYyX6bl, YBONIbHEHWUS, COTPYAHWMKM 00653aHbl MepefaBaTb



HaxoAALWMecs y HUX Ha UCMOMIHEHUN JOKYMEHTbI MyHULMMNAbHBIM CTY>KaLLMM
N pabOTHUKAM  YUPEXAEHUA WK,  WUCMOMHAKWMM  UX  LO/HKHOCTHbIE
06513aHHOCTW.

1.8. O6 yTparte LOKyMeHTa HeMe[/IeHHO [OKIafblBaeTCAa PYKOBOAUTESHO
noApasgeneHns,  yupexgeHus M coobulaeTcs B COOTBETCTBYHOLLEE
nofpasgeneHue. PykoBoauTesieM MNOApasfe/ieHns, Y4upexaeHns HasHayaeTcs
Cny>kebHOe paccnefoBaHue, O pe3ynbTatax KOTOPOro  MHGopMUpyeTcs
B aAMVHUCTPAUUN - 3aMeCTUTeNlb [NaBbl agMUHUCTPALUK, HavaslbHUK OTAena
MpPaBOBOro 06ecneveHns, MyHULMMNATbHOW CNyXO0bl Y KOHTPOSIS.

1.9. Bzaumogencteme ¢ MpeaCTaBUTENAMUA  CPeACTB  MacCOBOM
nHopMaLmK, nepefada WM CMY>KeOHOW MHGopMaumMn WAM  AOKYMEHTOB
ocyulectBnstotca  naBo  HOXCKOro  MyHMUMNANbHOrO  paiioHa,  ero
3aMecTUTENAMM, PYKOBOAUTENSAMWN NOAPa3feNeHNiA, YUPeXXAeHNA B OTAe/bHbIX
CyyYasX - WHbIMW [JO/MHKHOCTHBIMW fIMUAMM MO paspeLleHunto  (yKasaHuto,
Mopy4YeHnto) [ nasbl FOXCKOr0O ~ MyHMUMNAIbHOrO  panioHa WM
COOTBETCTBYIOLNX PYKOBOAUTENEN.

1.10. CoTpyAHUKN MoApa3feneHnia, YUpexaeHnin HecyT NepcoHa/IbHYHO
OTBETCTBEHHOCTb 33 CO6MOAeHMe  TpebOBaHWIA  HACTOALEro  MOpAaKa,
COXPaHHOCTb  Haxo4AWMXCA Yy  HUX  [OKYMEHTOB W  HepasrfalleHue
CoAepXKaLLleics B HUX CNy>KebHOW MHhopmaLuu.

1.11. Pabota C  CeKpeTHbIMA  AOKYMeHTaMu K [OKYMeHTamMu,
MOCTYNMBLLUMMW MO  KaHajiaM  CreumaibHOn  [AOKYMEHTa/lbHON  CBS3W,
OCYLLECTB/ISIETCA B COOTBETCTBMMN CO CreLmabHbIMU MHCTPYKLMSMA.

2. OdhopmeHue Cry>KebHbIX JOKYMEHTOB

2.1. IokyMeHTbl, co3fJaBaemMble B AAMUHUCTpauUMW, noapasfeneHusax,
yupeXxaeHusax neyaTaroTcd B TEKCTOBOM PeAaKTope C  MCMOJ/b30BaHUEM
CBOOOAHO pacnpocTpaHAeMbiX GecniaTHbIX wWpupToB pasmepom N 14, TekcT
[loOKyMeHTa, B cooTBeTcTBUN ¢ TOCT P 7.0.97-2016, neyataetca yepe3s 1-1,5
MEXCTPOUYHbIX WHTepBala. ECAM  [OKYMEHT TrOTOBMTCA [N  U3[aHuS
C YMeHbLUeHVeM MacLuTaba, TEKCT rneyaraeTcsa Yepes ABa UHTepBasa.

TeKkCT [OKyMeHTa BblpaBHMBAeTCA MO LWMPUHe nucta (Mo rpaHuuam
NeBOro M NpaBoro nosei JOKYMEHTa).

NHTepBan mexay OykBamu B CNOBaxX - OObIYHbIA, WHTEPBaS MeXAy
C/loBaMu - OfMH npo6en.

[Mpw cocTaBneHny TabnuL, JONYCKaeTCs UCMOMb30BaTh PN Tl MEHbLLNX
pasmepos.

AG3aLHbI OTCTYN TeKcTa JOKyMeHTa - 1,25 cwm.

2.2. 3aronoBKM pas3fenoB W noApasfenioB nedvararoTcs € ab3auHbIM
OTCTYNOM WM LIEHTPUPYHOTCA MO LUMPUHE TEKCTA.

MHOroCTpOYHble PEKBU3NUTBLI MevaTatoTCcAd 4Yepe3 OAMH MEXCTPOUHbINA
WHTEPBa/, COCTaBHble YacTuM PEKBU3UTOB OTAENAKOTCA [AOMOSHUTENbHBIM
NHTEPBAJIOM.

2.3. MMpn co3pgaHMM [JOKYMeHTa Ha [ABYX M 00/iee CTpaHWMUax BTOPYHO
N nocnegyloLme CTpaHuLbl HymMepyHoT.



Homepa cTpaHuL, MPOCTaBMsAIOTCA MOCEPeAUHE BEPXHEro WM HWDKHEro
Nons AOKYMEHTa Ha pacCTofHUM He MeHee 10 MM OT BEpPXHEro Kpas /nCTa,
HauMHas CO BTOPOM  CTpaHMUbl  [OKYMeHTa  apabckummn  Umdpamu,
C UCMO/SIb30BaHMEM CBOOOAHO pacrpoCTpaHsieMblX 6GecniaTHbIX  LPUKTOB
pasmepom N 12.

2.1. Pacrnono)eHue oTAe/bHbIX PEKBUNTOB

2.171. N306paxkeHne repba HOXCKOro pailoHa MOMELLaeTcs nocepenHe
BepXHero nond 6naHka [OKYMeHTa Haj PekBM3UTaMu OpraHusaummM Ha
paccToAaHnn 10 MM OT BEPXHETN0 Kpas /IucTa.

2.2.2. HaumeHoBaHMe opraHa ykasblBaeTca B COOTBETCTBMU C YCTaBOM
W NONOXKEHNEM O COOTBETCTBYHOLLEM UCTONHUTENBHOM OpraHe.

2.2.3. CnpaBoyYHble fAaHHble 06 opraHe BK/KYAKOT: MOYTOBLIA agpec
opraHusaumm (4ONONHUTENBHO MOXKET YKa3blBaTbCA afpec MecTa HaxoXaeHus
FOPUANYECKOrO /ALA, €CNM OH He COBMaJaeT C MOYTOBbIM afpecoM); HoMep
TenethoHa, akca, apec 3NEKTPOHHON NOYTbI, CaiT.

2.2.4. TlpyMepHOe pacrosioKeHNe PeKBU3UTOB MpPefCTaB/ieHO B obpasle
npogonbHoro 6naHka (MpunoxkeHue 4).

2.2. NaTa cny>ebHOro oKymeHTa

2.2.1. [atoin cnyxebHOro [OKYMeHTa SBMsSieTCA faTa ero perncrpaumu
(MpunKasbl, MOCTAHOB/IEHUS, PACMOPSKEHUA, MUCbMa, AOKMafHble, Cy>XebHble
3anucKu, pesoniounn), yTeepaeHus (MHCTPYKUMK, nNpaBuna, pernameHTbl,
MnaHbl, OTYETbI), Aata CcobbITUSA, 3a)MKCUPOBAHHOIO B C/yXXEOHOM [JOKYMEHTe
(NpoToKOnbI).

2.2.2. [lata cny>ke6HOro [OKYyMeHTa NpPOCTaB/AETCA NpW perucrpaunm
NOKYMEHTa B CUCTEME 3/1EKTPOHHOIrO [LOKYMeHTalUMOHHOro obopota (gaiee —
C340) 1 Ha caMOM JOKYMEHTe.

2.2.3. CnyxKebHble [OKYMEHTbl, MOAMUCaHHbIE COBMECTHO [ABYMSA WU
6onee LO/MKHOCTHLIMW MLuamMn AAMUHUCTPALUK, AO/MKHbI UMETb OAHY AaTy.

2.2.4. Cny>kebHble [OKYMEHTbI, MOAMNMUCAHHbIE Pa3HbIMK OpraHn3aLnamu,
MOTYT UMeTb pasHble AaTbl NOAMMCAHUS.

2.2.5. [lata cny>ke6HOro fOKymeHTa OpopM/seTca apabCckummn Lmppamm
B CNeayloLLein nocnefoBateNlbHOCTW: AeHb Mecsua, Mecsl, rof OAHUM U3 ABYX
Crnoco6oB., Hanpumep:

04.03.2018
unm
4 mapTta 2018 .
2.2.6. Ha cnyebHbIX [OOKYMeHTax, OJOPM/EHHbIX Ha 6naHkax, AaTa

NpoCTaBNAeTcd B COOTBETCTBUM C PacnosioXXeHMem 3TOro pekBmsMTa. Ha



[IOKYMEHTaxX, O(OPM/IEHHbIX 6e3 6raHKa, [ata MNpPOCTaB/sieTCs B MPaBoOM
HWXKHEM YTy OKYMeHTa Noj, PerucTpauioHHbIM HOMEPOM JOKYMEHTA.

2.3. PernctpaumoHHbIA HOMep Cy>XXebHOro JoKyMeHTa

2.3.1. PerncTpaumoHHbIii HOMep BXOASLLEr0 CNy>XXe6HOro AoKyMeHTa npu
peructpaummn B C340 (hopMmpyeTcsa aBTOMaTUUECKN UK B PYUHOM PeXxume.

2.3.2. PerncTpauMoHHbIil ~ HOMEp AN UCXOAAWEro  cny»ebHoro
NOKYMeHTa B AAMUHUCTpauun opmupyetca astomatuyeckm B C3A0 wnu
B PYYHOM pexxume.

2.3.3. PerucTpayMoHHbIM  HOMEPOM A1 UCXOASLLEro  Cny»ebHoro
OOKYMEHTa SBNSAETCA PErncTpauMOHHbI  HOMepP BXOAALLEro  Cy>Xe6HOro
[AOKYMEHTa, MPUCBOEHHbLIN emy Mpu peructpaumn. TakonW pernctpauyoHHbI
HOMep hopMUPYeTCH B PYHHOM pexkmme.

2.3.4. PerncTpaynoHHbIM  HOMEpOM A4/ OTBETa Ha  BHYTPEHHWI
CNY)XXeOHbIN [JOKYMEHT ABMISETCA PErucTpaumMoHHbIA HOMEP MOCTYMUBLLETO
BHYTPEHHEro 3anpoca JOKYMeHTa, MPUCBOEHHbI eMy Mpu perncrpawmu.

2.3.5. PernctpaynoHHble HoMepa BHYTPEHHUM U UCXOAALLMM C/TY>KEOHbIM
NOKYMEHTaM NMpucBavBaroTCA rnocse Ux nognucaHns (YTeepxxaeHns).

2.3.6. CcblfIKa Ha PerncTpauMoHHbIi HOMEP W AaTy npefocTaBnsieTcs
BTOM Cfyyae, Korja [aeTcs OTBET Ha 3anpoc WM MNopyyeHue, U BKIKOYaeT
B Ce6S1 PErncTpaumMoHHbIA HOMepP W daTy MucbMa, Pe30siouMu, Ha KOTOpoe
[O/MKEH ObITb AaH OTBET.

2.3.7. CcblIKa Ha PerncTpaumoHHbIi HOMep MOXET OblTb YKa3aHa
B TEKCTe OTBETa Ha 3anpoc. B aToM cny4ae cCbifika Ha perncTpauMoHHbIA HoMep
B GnaHKe UCXOAALLEro AOKYMeHTa He TpebyeTcs.

2.4. Afpecat

2.4.1. PekBU3NT «Afpecar» MNeyaTaeTcs C WCNONb30BaHWEM CBOBOAHO
pacnpocTpaHaeMbiX 6ecnnaTHbIX WpUgToB pasmepoM Ne 14 B BepXHei npasoi
4acTuU CNy>Ke6HOro AOKyMeHTa (418 YrnioBbiXx 6/1aHKOB) WM CcripaBa Nog,
pekBm3MTamn GnaHka (4na nNpoAonbHbIX 6naHkoB). CTPOKM  pekBU3UTA
«Ajpecar» BblpaBHNBAKOTCA MO SIEBOMY Kpatd WM LIEHTPYKOTCA OTHOCUTENbHO
Camoi 4/IMHHOW CTPOKMW.

2.4.2. Mpn agpecoBaHMM OOKYMeHTa oOpraHmsaumMm 6e3  yKasaHWs
[AO/MKHOCTHOTO /iMLUa ee HaMMeHOBaHWe MULLETCA B WUMEHMUTENIbHOM Majexe,
Hanpumep:

MWHUCTEPCTBO 34paBOOXPaHEHUS
Poccuiickoin degepaunm

2.4.3. Mpu aapecoBaHWK CNYXXeOGHOro AOKYMEHTa AO/MKHOCTHOMY NuLy
opraHv3auum HavmeHOBaHWe [O/MKHOCTM afipecaTa YKasblBaeTCsl B AaTe/lbHOM
nagexe. Mpu 3TOM (hamunns OTAeNsieTcs OT A0MKHOCTA 1 MeXCTPOUHbIM
WHTEPBAJIOM, HanpumMep:



HauvanbHuKy ['naBHOro ynpasnieHus

MUHMCTEPCTBA NO YPe3BblYaHbIM

cuTyaumsm Poccum no ViBaHOBCKOIA
obnactu

damunus UN.0.

2.4.4. Mpn afgpecoBaHUN  CNY>XKeOHOM0 [JOKYMeHTa B CTPYKTYypHOe
nogpasfeneHne  opraHusauMm  HaMeHOBaHMe  opraHusauMM  NULLIeTCA
B UMEHUTE/IbHOM NafieXe, HXKe HauMeHOBaHWe CTPYKTYPHOro nojpasgeneHuns
opraHv3saumm B UMEHUTENLHOM Mafexe, Hanpumep:

MWHWCTEPCTBO CTPOMTENLCTBA U
XUNNLLHO-KOMMYHa/IbHOr0 X0351CTBa
Poccuiickoin depepaunm

[lenapTameHT XXUNNLLIHOI NONUTUKM

2.4.5. Mpn  agpecoBaHUM  CAYXeOHOro  AOKYMEHTa  HECKO/IbKUM
OpraHu3auuaM UM HeCKOSIbKUM CTPYKTYPHbIM NOApa3fAeneHnsaM opraHusaLmi,

OHW YKa3blBarOTCA 0606LLEHHO.

K Takomy cny)keGHOMY [OKYMEHTY COCTaB/AETCA JINCT PacCbliKK,
OTMETKa O Ha/M4YuKM NUCTa PacCblfIKM pacrnonaraeTcs yepes 1 MeXCTPOUHbIiA
NHTepPBa/T HUXe peKBu3nTa «AgpecaT».

Obpasel, Oo(OpPMSIEHNS NNCTA PACCBIIKA K CMY>KEOHOMY [OKYMEHTY
npuBeseH B NPUNOXeHMN 1 HacTosAwel VIHCTPYKUMK, Hanpuwvep:

["naBam ropofiCKMx OKpyros
N MYHULMNAbHLIX PanoHOB [1BaHOBCKOM
06n1acTu

(cornacHo NINCTY PacChIKM)

Mpyu paccbinke CNyeBHOro AOKyMeHTa He BCEM OpraHv3auusm uam
CTPYKTYPHbIM MOApa3feneHnsam Moj  PekBU3UTOM «Agpecat» B CKOOKax
YKa3bIBaeTCs («M0 CNMCKy»), Hanpumep:

PYyKOBOAUTENSIM UCMONHUTENbHbIX
OpraHoB rocy1apCTBEHHON BNacTu
lIBaHOBCKOW 061acTn
(no cnincky)



2.4.6. Mpn aapecoBaHUM CNY>KEOHOTO AOKYMeHTa (hM3MYECKOMY ULy
YKa3sblBalOT HaMUIMI0 U MHULIMA/LI NONYyYaTens B AaTeNbHOM Mafexe, 3aTeMm -
yepe3 1 MeXCTPOUHBIA MHTepPBa NOYTOBLIN afpec, Hanpumep:

MeTposoit M.B.

Hosasa yn., . 12, k8. 32,
BaHOBO, 153002

24.7. B cocTaB pekBm3nTa «Agpecar» MOXET BXOAUTb MOYTOBbIA afpec
(3neKTPOHHbLIN agpec). MoYToBbIA aApec YKa3biBAETCH B MOC/EL0BaTE/IbHOCTH,
yCTaHOB/IeHHOM NpaBnnaMmn o0kasaHus yCiyr novToBOM CBA3W, YTBEPXKAEHHbIMY
npukasom MuHkomcsaAsn Poccum ot 31.07.2014 Ne 234.

ONEKTPOHHbIN afpec YKasbiBAaeTCA uepe3 1 MEeXCTPOUHBIA WHTEepBa
nocne amMuiMnM 1 WHULMAMOB NOMy4vaTens WAM Has3BaHUA OpraHusauuu,
Hanpumep:

[lenapTameHT COLManbHOM 3aimnThbl
HaceneHus IBaHOBCKOI 06nacTu

info@ivszn.ivanovoobl.ru
2.5. 'puh yTBEPXKAEHMS CNY>KeOHOIr0 JOKYMeHTa

2.5.1. [pud  yTBEpXKAeHMS  CNy>Xe6HOro [OKYMeHTa MpoCTaB/sfeTcs
B MPaBOM BEPXHEM Yr/y MepBOro /INCTa AOKYMEHTa W MneyaTaeTcs OT rpaHuupbl
BepXHero nons 6e3 KaBbl4eK MPOMUCHbIMKM OykBaMu. CTPOKM peKBM3MTa
BbIpaBHMBAIOTCA MO /IEBOMY Kpatd WM LEHTPYIOTCA OTHOCUTE/IbHO Camol
LJIMHHOW CTPOKW, Harpumep:

YTBEPXOAHRO
HauvanbHuK [enapTtameHTa
CTPOUTENLCTBA N apPXUTEKTYPbI
iBaHOBCKOW 06nacTu

(nnyHas nognuck)  W.0. damunus

[ata

PaccTtosHne wmexay cnosom «YTBEPXOAK», HaumMeHOBaHWEM
[O/MKHOCTU NUUQ, YTBEPXAAIOWEr0 CNYXXeOHbIM [OKYMEHT, ero MoAnuchHo,
NHVUManamm, ammnvein n [atonh YTBepXAeHWA COCTaBnseT 1 MeXCTPOUHbIi
NHTEPBAJN.

2.5.2. Mpn  yTBEPXAEHUN CMY>KEOHOINo [JOKYMEHTa MOCTaHOB/IEHUEM,
peLleHVeM, MpUKasoM, MPOTOKO/IOM TpPU YTBEPXKAEHUSA COCTOMT W3 CfloBa


mailto:info@ivszn.ivanovoobl.ru

«YTBEPXXAEHO» («YTBEPXXOEHA>, «YTBEPXIAEHbDbI»,
«YTBEPXXAEH»), HavMeHOBaHUS YTBEPXAAIOLLEro C/y>Xe6HOro [OKyMeHTa
B TBOPUTE/IbHOM Majexe, ero patel U Homepa. CnoBo «YTBEPXAEHO»
corfiacyetcsl B pofe M 4ucne C BUAOM YTBEPXKAAEMOIO C/Y>KeOHOro AOKYMeHTa
M neyaTaeTcs Yepe3 1 MeXCTPOUHbIA MHTepBas, HanpuMep:

YTBEPXJEHO

pacnopsXeHnem 3aMecTUTENS

Mpeacenatens MNpaBuTenbLCTBa
ABaHOBCKOW 06n1acTu
0ot01.11.2013 Ne35

2.6. 3arosioBoK K TeKCTY

2.6.1. 3arofioBOK COCTaBNAETCA WCMOMHUTENEM KO BCEM  CNY)>KEOHbIM
[AOKYMeHTaM, 3a MCK/IKOUEHMEM MOPYYEeHUI, TenegoHorpamm, hakcorpamm u
[JOKYMEHTOB, WMEKLWMX TEKCT Hebosblworo pasmepa (4o 4 -5  CTPOK).
3aronoBoK A0/MKeH ObITb COrnacoBaH ¢ HaMeHOBaHMEM BUAa JOKYMEHTa, ObITb
KpaTKMM, TOYHO NnepefaBaTtb COAepXXaHue Cy>KeOHOro fOKYMeHTa.

3arofioBOK [JO/MKEeH O0TBeYaTb Ha BOMPOCbI: «O YEM?», «O KOM?» W
(hopmynmposatbes ¢ npeasiorom «O» («O6»), Hanpymep:

O HanpaeneHnK Konum o6paLLieHns

2.6.2. 3aroNoBOK K TeKCTy OMOpPM/sSeTca Mof4 peksBumsuTammn 6naHka
CNY>KeOHOro AOKYMEeHTa CneBa, OT rpaHuLibl 1EBOr0 MO NMUCbMa U nevaTaeTcs
C WCNONb30BaHMEM CBOOOAHO pacrnpoCTpaHseMbIX 6GecnnaTtHbIX LIPUGTOB
pasmepomM Ne 12. BblgeneHue AaHHOro PekBU3UTa KypPCUBOM WUAN NMOMY>KUPHLIM
LLIPUETOM He LoMyCKaeTcs.

2.6.3. 3aronoBoK, COCTOAWMIA 13 ABYX W GONee CTPOK, MeyaTaeTcs uyepes
1 MeXCTPOUHbIN WHTepBas. [/IMHA CTPOK B 3ar0/fioBKE K TEKCTY He A0/DKHA
npeBbilWaTh 35 3HaKOB. TOUYKa B KOHLIE 3aro/ioBKa He CTaBUTCS.

2.7. TeKCT cny>ebHOro JOKymeHTa

2.7.1. TeKCT cny>xebHOro [AOKYyMeHTa MneyaTaeTcd Ha PYCCKOM A3blKe
Ha CTaHAApPTHbIX 6GnaHKax YCTaHOBNeHHOro obpasua qopmata A4, Ha
PacCTOAHUN 2 -3 MEXCTPOUHbIX MHTEPBa/IOB OT 3aro/10BKa.

BepxHee none Ha cny>XebHOM [LOKYMEHTe [O/DKHO ObITb 2 CM, HUXHee
none - 2 cM, 1eBOE Mosne - 2 CM, Npasoe nose - 1 cm.

Mpy MOAroToBKe CMY>KeOHOro [AOKyMeHTa Ha 6faHKe BepxHee nose
MMCbMa YCTaHaBNNBAETCA rpaHunLamMu 61aHKa.

MepBas cTpoka ab3ala HauMHAeTCAa Ha paccTosHun 1,25 cM OT /1eBOM
rpaHuLLbl TEKCTOBOrO Mosis.

2.7.2. ECnv npy NoArotoBke CnyXebHOro LOKYMeHTa Hebosbluas 4acTb
TekcTa nucbMa (1-2 CTPOKM) M PEeKBM3UT «MOAMUCH» NIM60 TONbKO PEKBUINT
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«MOAMNNCL» BbIXOAAT 3a Npefenbl NocneaHero nucTa AOKYMEHTa, A0MYyCcKaeTcs
N3MeHeHVEe MEXCTPOYHOIo NHTepBasia B CTOPOHY ero YMeHbLLEHUA [0 3HaYeHUs
1,15.

2.7.3. TeKCT CNy>Xe6HOro [0KYMeHTa MOXET CofepXkaTb pasfefbl,
nogpasfensl, NyHKTbI, MOAMYHKTbl. YPOBHel pyopuKauum TeKCTa He [O/HKHO
ObITb 60Nee YeTblpex. 3aro/ioBKM pas3fenioB 1 NoapasfiesnioB TEKCTA MneyvararoTes
C ab3auHbIM OTCTYMNOM WIN LEHTPUPYHOTCA MO LUMPUHE TeKCTa. TOouKa B KOHLE
3aro/IoBKOB U1 M0A3arosIoBKOB HE CTaBUTCS.

2.74. B cnyXebHbIX nuUCbMax WCMOMb3YHOT cregylouve  ¢opmbl
N3NOXKEHUS:

OT NepBoro NMUa MHOXKECTBEHHOIO UKC/a, HanpuMmep:
MpeAcTaBNseM Ha PacCMOTPEHME. ..

OT NepBoro nMua e4UHCTBEHHOIO YMCNa, HanpUMep:
Mpegnarato BbIHECTW Ha 3acefjaHue. ..

Mpn othopmneHnn cnyxebHOro nucbMa Ha 6naHKe AO/MKHOCTHOMO nunua
TEKCT u3naraetca oT 1 nvua eQMHCTBEHHONO uuMcnia, Hanpumep: “npoudy...",
"Hanpasngio...".

2.7.5. TekCT nNncbMa COCTOUT, KaK NnpaBuo, 13 Tpex YacTei.

Bo BCTynuTeNbHOW 4YacTW M3naratoTcsd MPUYMHA, OCHOBaHWE WK
060CHOBaHME COCTaBNeHWUA MuUCbMa, MPUBOAATCA CCbUIKA Ha [OKYMEHTHI,
ABNAKOLLMECa OCHOBaHMEM NS MOATOTOBKU NMUCHMA.

B OCHOBHOIM 4YaCTW, HayMHaroLWleincsa c¢ ab3ala, MOMELLAeTCA OnucaHue
COObITVSA, €ro aHaM3 W MpUBOAMMbIE [OKas3aTeNbCTBa.  YNOTpebneHve
COEANHUTENBHOIO COH3a "TaKkKe" B Hayane NpeanoXeHnin He A0NyCKaeTcs.

3ak/itoyeHvie npeacTaBnsieT Co60M  BbIBOAbI B BUAE MPeLNOXEHWNA,
MHEHWIA, TpeboBaHMIA, MNPOCbO, OTKA30B, HaMOMWHAHWA.  3aK/KYeHue
HauynHaeTca cnosamu "'nmpocum”, “BbiCblnaemM”, "HanpasnsemMm", "npeacrasngem”,
"coobuaem”, "MHpopMMpyem" 1 T.n.

2.7.6. TeKCT CNy>kKe6HOro [OKyMeHTa O(OpMAAOT B BUAE CBA3HOMO
TEKCTa, aHKeTbl, Tabnuubl WM B BUAE COEAMHEHWUA 3TUX CTPYKTYpP. TekcT
[O/MKEH ObITb ACHbIM, KpaTKMM, O0O0CHOBaHHbLIM, 06ecneynBaloLUM TOYHOE
N 0JHO3HAYHOE BOCMPUATME U3/IOXKEHHON B HEM MH(hopMaLN.

2.7.7. Ecnn nnucbMo COepXUT BCTYNNUTENbHOE 0OpallieHre K agpecarty, To
OHO MeyaTaeTcsi yepe3 1 MEXCTPOYHbIA MHTEpBasl OT 3arofioBka K TeKCTy
nMucbMa C  MCMOMb30BaHMEM CBOOGOAHO  pacnpocTpaHAeMblX 6GecrnnaTHbIX
wpndtoB pasmepom N 14 u BbipaBHMBaeTCA MO UEHTPY. BblgeneHve
obpalleHns KypcuBOM WKW MOMYXUPHbIM LUPUATOM He AOMYyCKaeTca. TekcT
NnUcbMa OTAEeNAeTCA OT 0bpalleHUs 1 MeXCTPOUHbIM MHTEPBA/IOM, HaNpUMep:

YBaXKaemblil AMUTPUin AHaTONbLEBUY!




u

2.7.8. B cnyxXebHbIX  [OKyMeHTax  3arpellaetcd  ynotpebneHue
COKpALLIEHHbIX C/I0B.

HanmeHOBaHMS OpraHoB, YUPEeXAEeHWn W opraHM3auuii NPUBOAATCH
B MO/IHOM COOTBETCTBMM C WX TMOMHbIM Ha3BaHWMeM. B  HETEKCTOBbIX
MPUIOXKEHNAX K MUCbMam [OMYCKalOTCS COKpaLleHMsi CNOB M HavMeHOBaHWi
(peflepasibHbIX  OpraHoB WCMONHWUTENbHON BnacTW. Bce COKpalleHus CroB
N HAaUMEHOBaHWUI [O/MKHbI ObITb 06LLeNpUHATLIMK (Hanpuvep, MB/J, Poccuu,
Y®CKWH Poccum no ViBaHOBCKOW 0611acTw).

He ponyckaetca ynotpe6neHve CcoKpalleHus “P@" BMecTo CfoB
"Poccuitckan degepaums”.

2.7.9. MNpn HeofHOKpaTHOM YynoTpebneHNN HavMeHOBaHWA opraHa, ero
noApasgeneHns, yupexaeHus, opraHusaunm, TepMUHa, LO/HKHOCTM B pamKax
OLHOr0 [OKYMEHTa WX COKpalleHHOe HavMeHOBaHWe MOXKET YMNOTPebnsaTbCA
TONbKO MPWU Ha/IMYMKM COOTBETCTBYIOLLIEM OrOBOPKW MO TEKCTY MOC/e MOMHOMo
HaMeHOBaHWA opraHa, €ero noapasfenieHns, YupexzaeHusa, opraHusaLlmu,
TepMUHA, AO/HKHOCTU, HanpyMep: UCMONHUTENbHbIE OpraHbl rocyapCTBEHHOM
BlacTu BaHoBcKoi obnacTtu (ganee - OIB).

2.7.10. 'Hnuupanbl MMeHM 1 O0TYeCcTBa OTAENAOTCA OT (haMuUnK B TeKCTe
YKECTKUM Npo6enom, KOTOPbI He MO3BOJMISET OTpbIBATb WHULMAIbI VMEHM
M OTYECTBa OT (PAMWIUM U MEPEHOCUTb UX Ha APYryt0 CTPOKY WM CTpaHuUuy
(>kecTKuin npoben - covetaHune Knasuw Ctrl + Shift + npo6en).

2.7.11. B penoBbix nucbMax MOryT MCMO/b30BaTbCA 3aKNHUnTe/IbHas
aTUKeTHaa (pasza: "C yBaxeHueM,", KoTopas MnevaraeTcs C MCMOJ/b30BaHUEM
CBOOOAHO pacnpocTpaHaemblxX 6ecniatHbIX wpndTos pasmepom N 14 Bbiwe
HavMeHOBaHWA [O/HKHOCTM NOAMUCHIBAIOLLErO ML MO0 NULLETCSH OT PYKW.

2.7.12. O6bem CNy>XebHoro [NOKYMEHTa, C03/1aBaeMoro
B AOMUHUCTpaLMK,  CTPYKTYPHbIX MOAPasfeneHuax W MyHULMNaIbHbIX
YUpeXaeHusaX, He A0/KeH npeBblwarb 3 CcTpaHuy. [pyu HeobxoaumocTu
HanpaefeHns  MHgopmaumn  Gonbliero  obbema OHa  OhopMIIsAETCA
B MPUNOXXEHWUN K CNTY)KEOHOMY JOKYMEHTY.

2.8. OTMeTKa 0 NPUIoXKeHUN

2.8.1. OTMeTKa 0O MPWUIOXKEHUN  UCMONL3YeTCA Npu  OPOPMIEHUM
CONPOBOAMUTENbHBLIX MUCEM W MNPWIOXEHUIA K NpuKasaMm, PacrnopsXKeHnsaM,
niaHam, nporpaMmam, otyeTam, NOMNOXKEHUAM, NpaBuIam, UHCTPYKLMAM.

2.8.2. OTMeTKa 0 MPUIOXKEHUM B CMYXKEBOHbIX AOKYMEHTaX O(opM/sfeTCA
Mof TeKCTOM Ha pacCTofHuM 1,25 cM OT JIeBOW rpaHuLbl TEKCTOBOrO Mons
M yepe3 1,5 MEXCTPOYHOrO UHTEpBasa OT MOCNeAHEN CTPOKN PeKBM3nUTa "TeKCT
AOKyMeHTa". Cnoso "lMpunoxkeHune™ nevataeTcs 6e3 KaBblYeK, a Moc/e C/oBsa
"MpunoXkeHne™ cTaBUTCA ABOETOUNE.

2.8.3. Ecnv B TeKCTe NMCbMa eCTb CChIIKa Ha NPUIOXKEHWe, TO B OTMETKe
0 HaIMyMn  NPUIOKEHUA  YKa3blBAOTCH  TOMIbKO  KO/IMYECTBO  JINCTOB
N KOJINYECTBO 3K3eMM/IAPOB NpuiaraemblX 4OKYMEHTOB, Hanpuvep:

[MpunoxkeHue: Ha 3 n. B 13K3.
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2.8.4. EcnM nNncbMO MMeeT NPUIOXKeHWe, He Ha3BaHHOe B TeKCTe, TO
yKa3blBaeTcA €ero HaumeHOBaHWe, KOMMYECTBO JIMCTOB W KOMNYECTBO
3K3eMN/IAPoB. TeKCT NPUIOXKEHNSA MeyaTaeTcsa Yepe3 1 MeXCTPOUHbIA UHTepBaI.

Mpy HAMYMN HECKOSIbKMX MPUIOXKEHWIA OHM 3amnMCbIBAKOTCA B CTOMOWK
C UCMO/SIb30BaHMEM CBOOOAHO pPacrpoCTpPaHseMbIX 6ecnfiaTHbIX  LWPUKTOB
pasmMepom N 14 yepe3 1 MeXCTPOUHbIA MHTEPBaN M HYMEPYHOTCA apabCKnmm
undpamu, Hanpumvep:

MpunoxeHus: 1 CnpaBKa o ... Ha 3 /1. B 2 3K3.
2. T1pOeKT ... Ha 8 N. B 3 3K3.

2.8.5. Ecnn npunoxxeHnst COPOLLOPOBaHbI, TO KO/IMYECTBO JINCTOB HE
yKasblBaeTcs, Hanpumep:

MpunoxxeHue: GpoLutopa B 2 3K3.

2.8.6. Ecnu npunoXeHve HanpaBnAOT He BO BCe YKa3aHHbIe B JOKYMEHTe
afipeca, TO OTMETKA 0 ero HaImuny ohopMISIETCA CNeLyoLWwmnM 06pa3oM:

MpwunoxkeHne: Ha 3 N1. B 5 9K3. TOMbKO B NepBbIii afIpec.

2.8.7. ECnn TeKCT NpUNoXXeHNs K MUCbMY COAEPXUTCA Ha 3NeKTPOHHOM
HocuUTene MHQopMauun, TO B OTMETKE O Ha/IMUMM NPUNOXEHUI YKa3blBarOTCA
HaVIMeHOBaHWe HocuTens WHgopmMaunn  (prew-HakonuTeb, KOMMaKT-4MCK
M T.M.) U KONNYECTBO LUTYK, Hanpumep:

MpunoxeHue: CD B 13ks.

2.8.8. Ha npunoxeHusx K MpuKasaMm, pacropsikeHusM, npaBuiam,
VHCTPYKLWMSIM, MONOXKEHWSIM, NMiaHaM, MporpaMmam, AoroBopaM (KOHTpaKTam,
COrNalleHnam), nMcbMam OTMETKA O MPUIOXKEHUW MPOCTaBMSETCS Ha MepBOM
NINCTe MPUNOXKEHNS B NPABOM BEPXHEM YI/ly, Hanpumep:

[MprnoXkeHne K nucbmy
ot 20.12.2017 N 10

2.8.9. JInCTbl NPUNOXKEHMA HYMEpPYHTCA CaMOCTOATENbHO, HayMHas Co
BTOPOro finMcta. Homepa CTpaHuUL, MPOCTaBAT MOCepefyHe BEPXHEro noss
NINCTa C UCMo/b30BaHMEM CBOOOAHO pacnpoCTpaHAeMblX 6ecniaTHbIX LWPNQTOB
pasmepom N 12. Homep nueTtcs apabckumy umppamy 6e3 3HaKoB NpennuHaHns
(Toukm), 6e3 yKaszaHus cnosa "CTpaHMLa", ero CoKpalleHHbIX BapuaHToB “cTp."
nnm "c." 1 3HaKoB TUpe.

2.9. [pud cornacoBaHusa Cy>XebHOro JOKyMeHTa
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2.9.1. CornacosaHue NnpoekTa CNy>Xeb6Horo [IOKYMeHTa
C UCMOSIHUTENbHBIMU opraHamy  BfacTu Poccuiickoit denepaunn,
opraHu3aumsMn, WHTepPecbl KOTOPbIX B HEM 3aTparmsaroTcs, O(OpPM/ISETCS
rpuom  cornacoBaHusi AOKyMeHTa. [IpoeKkT [OKYMeHTa MOXeT ObITb
cornacoeaH  HernocpefCTBEHHO [AO/HKHOCTHBIM ~ JIMLOM,  MPOTOKO/IOM
KOJINermasibHoro opraHa unm cny><eoHbIM nncbMomM.

2.9.2. 'pnd cornacoBaHns LOKYMeHTa MOXET pacnonararbes:

- Ha MepBOM /INCTe LOKYMEHTA B /IEBOM BEPXHEM YI/y Ha YPOBHe rpuda
YTBEPXKAEHNS,

- Ha NocnefHeM NNCTE AOKYMEHTA NOJ TEKCTOM;

- Ha ICTe COrnacoBaHnsa K JOKYMEHTY.

2.9.3. 'puh cornacosaHua coctout u3 cnoea «COMTACOBAHO»,
[O/DKHOCTM /MU, KOTOPbIM COr/fiacoBaH [OKYMEHT, MOANUCK, WHULMAMIOB,
(hamunnm, fatbl COrnacoBaHUs, HarnpuMep:

COIMACOBAHO

HavanbHuK [lenapTaMeHTa 34paBOOXPaHeHNS
BaHOBCKOW 06/1acTu

(Mognuce) KN.0. damunna

Jarta

2.9.4. Ecnn cornacoBaHue OCYLLECTBASETCS KOMMErnanbHbIM OpraHom,
B rpuche COrnacoBaHMs YKasblBaKOTC CBeAeHWs 06 OpraHe, COrNacoBaBLLEM

[OKYMEHT, aTe W HOMEpe NMPOTOKO/a, B KOTOPOM 3a(hKCMPOBAHO PELLEHME O
COr/MIaCOBaHNM, HanpUMep:

COI'’MMACOBAHO

COBETOM M0 COZAENCTBUIO N Pa3BUTUIO
KOHKYpeHLMN B IBaHOBCKOI 061acTy
(npoTokon oT No )

2.9.5. Ecnn cornacoBaHvie OCYLLECTBNSETCA MUCbMOM, YKa3blBaeTCs B
[OKYMeHTa, aBTop JOKYMeHTa, AjaTa U HOMep N1cbMa, Hanpumep:

COI'’JJACOBAHO

MucbMoMm MpokypaTypbl VIBaHOBCKO 0611acTu
oT Ne
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2.9.6. 3ameyaHus, NpPeasioKeHNss K TMPOEKTY CNyXXebHOro AOKyMeHTa
oopMNATCA Ha  OTAeNbHOM  nucte  dopmata A4, nedyataloTcd C
MCNONb30BaHNEM CBOOOAHO  pacnpoCTpaHAeMblX — 6ecrnaTHbIX  LUPUQTOB
pasmepomM Ne 14 1 othopmMAsroTCS CnefyroLmM 06pa3om:

3ameyaHusi K MPOEKTY CNY>KeOHOro JOKYMEHTA...

TeKCT 3aMeyaHuit
HanmeHoBaHMe 40/MKHOCTU JlnyHaa noanuck N.0. damununsa

[arta

2.10. Busa

2.10.1. CornacoBaHve npoeKTa CNyXebHOro AOKyMeHTa O(opM/seTcs
BM30M Ha BM30BOM (BTOPOM) 3K3eMMispe AOKYMEHTa WM MPOV3BOAUTCS
B 3NIEKTPOHHOM opMe € mcnonb3oBaHMem C300. Busa CBUAETENLCTBYET
0 COr/lacun UM HeCorlacun ¢ cofepXXaHreM NpoekTa CyXebHOoro JOKyMeHTa.

2.10.2. MNpeactaBnsemble Ha  MOAMUCL  CNMY)XKEOHble  [OKYMEHTbI
BU3MPYIOTCA  UCMOSIHUTENEM WU PYKOBOAWTeNeM  MoApasdeneHus,  rpe
OCYLLECTB/IANACh MNOArOTOBKA MPOEKTA C/Y)KEOHOr0 JOKYMEHTA.

2.10.3. Bn3a BK/MOYaeT B CebA [O/MKHOCTb /MLa, BU3NPYHOLLErO
OOKYMEHT, INYHYIO MOAMUCL, PaclLuMpOoBKY nognucu (MHULManbl, amunms)
npaty. [py BU3MPOBaHUN [OKYMEHTa [OMYCKaeTca MNpPOCTaBNATb TO/bKO
NNYHYIO nognucb 1 gaty. JlonyckaetcA NOMIMCTHOE BU3MPOBaHUE LOKYMEHTA U
ero NPUIOXeHW.

2.10.4. Bu3a Ha cny)ebHbIX JOKYMeHTaxX MPOCTaB/ISETCA B H/KHE YacTu
NALEBOM CTOPOHbI MOC/IEAHEro JinCTa BWM30BOr0 3K3emnaspa Cry>XebHoro
[LOKYMEHTA Moz NOANUCHIO.

2.10.5. Cny»ebHble JOKYMEHTbI MeyaTaroTca B HECKOIbKMX 3K3eMmspax,
OAVH 3K3eMMJISP HanpaBnseTca afpecarty; BMU30BOM 3K3eMMN/SP MNOALIMBAETCA
B COOTBETCTBYHOLLEE [efl0 MO HOMeHKnatype fefl, a 31eKTPOHHbIA 06pa3
3arpy>kaeTcs B KapTouky AokymeHTa B C3/40.

2.10.6. B ncnonHuTenbHbIX opraHax BacTM [OMyCKaeTcs OTCYTCTBME
BW30BOr0 3K3eMnspa LOKyMeHTa. B faHHOM c/y4yae BM3a COracyroLLero nuua
MOXET MPOCTaBNATLCSA B HMDKHEN 4YaCTW /IMLEBOI CTOPOHbI MOCNEAHEr0 fincTa
CNY>KEOHOT0 JOKYMEHTa, NoA MOAMUCHIO.

2.11. lMoanwucb
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2.11.1. B coctaB nognucu BXOAAT: HaMIMeHOBaHME [O/HKHOCTU Nnua,
MOAMMWCABLLErO JOKYMEHT, IMYHAA NOAMUCH 1 ee PacLLUM(pOBKa.

[Mognuck oTAensdeTca OT nNpefblayllero pPeksu3nTa 3 MEXCTPOUHbIMU
NHTepBalaMn. B nognucu ykasbiBaloTCA MOMHOE HaMMeHOBaHWe [O/HKHOCTMU,
NNYHAA NOANWNCb, UHMUMaIbI UMEHW W OTYeCTBa, (amuamns, npu 3TOM nepeq
(hamunuenr ctaBuTca npoben. HavmeHoBaHWe [O/MKHOCTU B PEKBU3UTE
"Moanuch™ neyaTaeTca OT JIEBOW rpaHuLUbl TEKCTOBOro nons udepes 1
MEXCTPOUHbIA WHTEpPBa/l, C MCMO/b30BaHMEM CBOOOAHO pPacrpoCTpaHAeMbIX
becnnaTtHbIX wpugToB pasmepom N 14. PacumdpoBka MOAMUCU B PEKBU3UTE
"Mognuck” pacnonaraeTca Ha YPOBHE MOCNeAHEN CTPOKM HavMeHOBaHUA
[O/HKHOCTY N OTpaHUUMBAETCA NpPaBbIM MOJIeEM, HanpumMep:

HauanbHUK [enapTameHTa pa3BuTuS
NH(OPMaLMOHHOI0 06LLIEeCTBa JlnyHas
iBaHOBCKOI 06n1acTn noanunch N.0. damunnmsa

2.11.2. He  ponyckaetca  MOAMWCbIBATL  CMY>KeOHble  [OKYMEHTbI
c npegnorom "3a" WM NpocTaBfiEeHNEM KOCON 4YepTbl Mepes HaumMeHOBaHWEM
LO/MKHOCTU. Ecnn cnyebHblii JOKYMEHT MOANUCHIBAET [LO/MKHOCTHOE /UL,
UCnonHsoLlee 0653aHHOCTU BPEMEHHO OTCYTCTBYHOLLETO LO/MKHOCTHOMO NnLa,
WA ero 3amecTuUTeNb, TO YKa3blBAeTCA [AO/DKHOCTb W (hamuans  nnuga,
(haKTMYECKN MOAMMUCHIBAIOLLErO CNYXeOHbIA JOKYMEHT COrfiacHO npukasy, 06
MCMOSTHEHUM 0053aHHOCTENA.

2.11.3. Mpn  noAnucaHUM  CNyXKebHOro  JOKYMeHTa  HEeCKO/IbKUMU
[O/DKHOCTHLIMW NULaMK UX NMoAnmncKn pacrnonaratoT Ha OA4HOM YPOBHe WM ofHa
nog [Apyrod B MNOCMef0BaTeflbHOCTW, COOTBETCTBYHOLLEN — 3aHMMaeMOol
(3ameLaeMoit) [O/MKHOCTW. HavMeHOBaHWe A0/HKHOCTER nul, NOANMCaBLLMX
[OOKYMEHT,  LEHTPMpPYeTca  OTHOCUTENbHO  CaMO  [JIMHHOM  CTPOKMW.
PaclumgpoBka noanucu B peksusauTe “llognuck” pacriofiaraetca Ha YpoBHe
nocnefHel CTPOKM HaUMeHOBaHWUA [O/MKHOCTM W OrpaHMYMBaeTCs MpasbiM
nosem, Hanpumep:

3amecTtutens MNMpeacenatens MNpaBuTenscTsBa
lIBaHOBCKOI 06n1acTv - pyKoBOAUTE b arnnapara NnyHas

MpaBnTENbLCTBA IBAHOBCKOM 06/1aCcTy nognucs  M.0. ®amunnusa

HayanbHUK ynpaBneHns MaTepuaibHo-

TeXHNYeCcKoro obecneyeHms MNpasuTenLcTBa JInyHas

IBaHOBCKOI 06n1acTu nognuce  WN.0. damununs
2.11.4. Mpy  nognucaHMM  CNY)KeOHOro  [OKYMEHTa  HECKOJIbKMMMU

[I0/HKHOCTHBIMW  INLAMK,  3aHUMAOLMMKM  (3aMELLIAOLLIMMK)  PaBHO3HAYHbIE



16

OO/MKHOCTW, OHWM 3anunCcbIBatoTCA B a/ihaBUTHOM MOpsAKe Mo hamuini.
2.12. OTmeTKa 006 ucnonHuTene

2.12.1. OT™MeTKa 06 UCNONHUTENE CNYXXEOHOro AOKYMEHTa NpPoCcTaBnseTcs
B /IEBOM HWWKHEM YI/y NULUEBOA CTOPOHbI MOCMEAHEr0 NMCTa Cy>XebHOro
[OKYMEHTa.

B cnyyae HEBO3MOXHOCTW pa3MeLeHnss OTMETKM 00 WCMO/HWUTENe Ha
NNLIEBO CTOPOHE CNY)XKeBHOro AOKYMEHTa [AOMYCKaeTcsi ee pasMeLleHue Ha
060POTHON CTOPOHE MOAMMUCHOrO NINCTA B JIEBOM HUXKHEM YTy,

2.12.2. OTMeTKa BK/IKOYAET UHULUMASBI U PaMUINKO UCTIONHUTENSA, HOMEpP
ero Teneg)oHa C YyKasaHMEM Koda ropoga W afpec 3M1eKTPOHHOW MoYTbl,
rneyataeTcqd C WCMNOMb30BaHWEM CBOOOAHO pPaCMpPOCTPaHsAeEMbIX 6ecniaTHbIX
lwpndToB pasmepom N 11 1 othopmnseTcs creayowmnm obpasom:

N.0. damnnns
8 (4932) 41-00-46, agpec 3NeKTPOHHON NOYTHI

2.13.3. Ha cnyxe6HOM [OKyMeHTe, MOArOoTOBMEHHOM MO MOpyd
PYKOBOAUTENS  TPYNMoii  WUCMONHUTENel,, B OTMETKE 00 WCNonHWUTene
YKa3bIBatOTCA AaHHbIE OCHOBHOIO WUCMONHUTENS.

3. OdopMeHVe 0TAeNbHbIX BULOB CNY>KEOHbIX JOKYMEHTOB
3.1. Tenerpammbl

3.1.1. TenerpaHasa nepenucka [OMYyCKaeTCs TONbKO C MHOTMOPOAHUMM
agpecatamuM B UCKNHOUUTENbHBLIX CyyasxX WM MO CPOYHbLIM BOrnpocam npu
3arnpeLLeHnmn nepegaym MHMOoOpmMaLMm orpaHNYeHHOro pacrpoCTpaHeHus.

3.1.2. Tekct  Tenerpammbl neyataeTcs NPONUCHBLIMU byKBamu
C UCNO/Ib30BaHWEM CBOOOAHO pacnpocTpaHsemblX 6ecnniaTHbIX — LWPUGTOB
pasmMepom N 14 yepe3 1,5 MeXCTPOYHOro MHTepBana. PeKBM3UTLI TenerpaMmbl
N3M1araloTca B CeAyHoLLEM NOpaaKe:

- OTMeTKa O KaTeropuu TefierpaMmbl (MpaBuTe/IbCTBEHHAsA, CPOYHaA U T.4.);
- aApec nonyyvartens;

- BO/MKHOCTb Nonyyatens;

- PO nonyyatens;

- TEKCT,

- PErncTpaLmoHHbIA HOMEpP 1 AaTa perncTpauuu;

- MOANUCL (JO/MKHOCTb, MHUUMaNbI U (haMUans MOAMUCHIBAKOLLEro NNLA)
nnn L.
3.1.3. Tenerpamma, noanncaHHas [LO/MKHOCTHbLIM

MCMOIHATENILHOTO OpraHa BacTW, 3aBepseTCA MeyaTbid COOTBETCTBYIOLLETO
opraHa.

€HNIO

NINLIOM
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3.1.4. TekcT Tenerpammbl COCTaBNAETCA ACHO W KpaTko. W3 TekcTa
OMyCKalTCA Npefsiory, Ccol3bl, MECTOMMEHWUs, 3HakKu TMpenuHaHug, 3a
NCKNHOYEHNeM TeX C/y4yaeB, Korfa WX OTCYTCTBUE MOXET U3MEHWUTb CMbIC/
Tenerpammsi.

3.1.5. Tenerpamma, KoTopas MOLNEXUT HarpaBfeHUO B HECKO/IbKO
aflpecos, MNOArOTaBNNBAETCA COrMaCHO JINCTY paccblikn (NpunoxeHue 1)
1 B HEOOXOAMMOM KO/MYECTBE 3K3EMM/ISPOB.

Ecnm Tenerpamma HanpaBnseTcs B HECKONbKO OpraHusauuii, To WX
Ha¥MeHOBaHMe MOXeT YKa3blBaTbCA 0000LIeHHO (Hanpumep, UCMONHUTENbHBIM
opraHam BfiacTu 1IBaHOBCKOI 0651acTh).

3.1.6 [pn HanpaBneHun Tenerpammbl 4OHXKHOCTHOMY ALY AO/IHKHOCTL U
(hamung nosyyarens neyvataroTca B faTe/IbHOM Nafexe, Hanpumvep:

"'y6epHaTopy VIBaHOBCKOWA
obnactu

N.0. damunus

3.1.7. MNpwv HanpasneHun Tenerpammbl B 4 1 60/ee agpeca COCTaBfETCA
JINCT paccbinkn (NpunoxeHneMm 1), KOTOPbIA MOANUCHIBAETCA WCMNONHUTENEM,
MOArOTOBMBLUUM TEKCT TenerpaMmbl.

3.1.8. Ha konuu TenerpamMmMbl B HWKHeW ee 4acTu MPOCTaBNATCA BU3bI
NCMONHUTENA U PYKOBOAUTENA NOAPasAeNeHns, NoAroToBUBLLErO TenerpaMmmy,
a TaKxXe Bpems caayum Tefierpammbl Ha OTNPaBKY.

3.2. TpoToKosbl 3acefaHnin (CoBeLLL@aHMIN)

3.2.1. OpraHusauus NnoAroToBKU n npoBefeHnn 3acefiaHni
MEeXBELOMCTBEHHbIX KOMMUCCUIA (COBETOB), CO3[aBaeMbIX afAMUHUCTpaLMeN,
OCYLLIECTB/IIETCA B COOTBETCTBUM C MOJIOXKEHNSAMMN 06 3TUX KOMUCCUSX.

3.2.2. TIpOTOKO/T COCTAB/IAETCA HA OCHOBaHMM 3amucei, MPou3BeLeHHbIX
BO BpeMs COBellaHWs (3acefaHus), NpPeACTaB/IeHHbIX Te3UCOB [OKajoB
W BbICTYN/IEHWIA, CNPaBOK, MPOEKTOB PeLLEeHNA.

3.2.3. T1pOTOKO/bI MOTYT U3[aBaTbCs B MOTHOM WUN KPaTKON hopme.

3.2.4. TeKCT NpOTOKO/a B MOSTHOW (hOopMe, Kak NpaBu/o, COCTOUT 13 ABYX
yacTeld: BBOAHON 1N OCHOBHOIA.

B BBOAHOM 4YacTU YyKasblBAKOTCA WHULMAMbI, (amuanu npegceparens
(NpencenaTenbCTBYIOLLErO), CEKpeTaps, ML, NPUCYTCTBOBABLUMX Ha 3acefaHuu,
W, NpPY HeobXoAMMOCTM, MWL, MPUrMalleHHbIX Ha 3acefaHue (CoBelLaHue).
Hanpumep:

MpucyTcTBoBann: 25 Yenosek (CNMCOK npunaraeTcs)

Ecnn B 3acefaHun (COBELLaHMM) NPUHUMAOT YyyacTue NpeacTaBUTENN
Pa3HbIX OPraHoB rOCYAAapCTBEHHOW BMAcTW W OpraHu3aLmid, YKasblBatoTCS
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[NO/MKHOCTb M MeCTO paboTbl Kakaoro nuua (B Cnydae ecnm Mecto paboTbl
BK/IIOYAETCA B HaMMeHOBaHMe [O/HKHOCTU, TO MOBTOPHO €ro ykKasblBaTb He
Tpebyetcs). Cnoso "TlpucyTcTBOBaIM™ MevaTaeTcsa OT rpaHuLbl 1EBOro Mons,
MoAYepKMBaeTCA, NOC/e C/I0Ba CTaBUTCA ABOETOUMe. Huke, OT rpaHuLbl 1eBOro
Mons yepes 1 MeXCTPOUHBIA MHTEPBa/ NMeyaTarTcs HaMMEHOBaHWUSA [O/MKHOCTEN
MPUCYTCTBYHOLUMX /ML, a CnpaBa OT HaMMEHOBaHWUSA [O/MKHOCTEW - UX
MHUUMATbl 1 pamuavn. HavMeHOBaHWUSA [LO/MKHOCTEM MOTyT YKasblBaTbCH
0606LLeHHO, HanpuMep:

MpucyTCTBOBaNM:

3amecTtutens MNpefcenarens
MpaBuTenbCTBa 1IBAHOBCKOM 061acT N.0. ®dammnns

3aMecTuUTeNIn pyKoBoanTens
PefepanbHOro areHTCTBa No ynpasieHno

rocyZ,apCTBEHHbIM UMYLLEECTBOM N.0. damnnug
["naBHbIN 6yxrantep OO0 "Mwup" N.0. damnnug
BBogHas  YaCTb  3aKaH4YMBaeTCA  MOBECTKOA  OHA -  [MEepeyHeM

paccMaTpUBaeMbIX BOMPOCOB, MEPEUUCNIEHHBLIX B MOPAAKE WX 3HAYMMOCTMU,
C YKasaHMeM [OoKfaguymMka Mo KaxgoMy TMyHKTY MOBECTKM AHA. Bonpocsl
MOBECTKM [AHS opmynmpytoTea ¢ npegnorom  "O"  ("O6"), nevaTatoTCA
OT rpaHuLbl 1EBOr0 MOA 1 HYMePYHTCA apabCkumu Ludgpamu.

OCHOBHasi 4aCTb MPOTOKOMA COCTOMT W3 pa3fenoB, COOTBETCTBYHOLLMX
MYHKTaM MOBECTKW AHs. TeKCT KaXA0ro paszenia CTPOUTCS Mo CXEMe:

Cnywanwu:

Beictynunn:

MocTtaHoBuAK: (Mnn Peunnn:).

Ha3BaHWe uvacTeil pa3gena nevataetcs ¢ OTcTynom 1,25 ¢ 3arnaBHOW
OYKBbI C UCMO/b30BaHNEM CBOOOAHO pacrnpoCcTpaHseMbIX 6ecrnnaTHbIX LWPUQTOB
pasmepom N 14 6e3 WMHTepBa/IOB OT Ha3BaHUS pasfena M MeXxay 4actamu
pasgena. B KoHLEe Ha3BaHMA YacTy pasjenia CTaBUTCA 4BOETOUMeE.

HanmeHoBaHWe BOMpoca HyMepyeTcs PUMCKOM LMGpoA U HavymHaeTcs
c npegnora "O" (*O6"), nmeyaTaeTcs MO LIEHTPY C MCMOMb30BaHMEM CBOOOAHO
pacnpocTpaHaeMblX GecniatHbIX WpuToB pasmepom N 15 1 nogyepkuBaeTca
O[IHOM YepTOM HWXKE NOCNeAHEN CTPOKM Ha PacCTOsIHUKM He 6onee 1 MHTepBaia.
oA 4epToi YKasblBalOTCA (haMWUUW NInL, BbICTYMUBLUMX MNPU 06CYXAEHUM
[AaHHOro Bonpoca. ®amunnM nevartaroTcs yepes 1 MeXCTPOUHbIA WHTepBal.
3aTem yKasblBaeTCA NMPUHATOE Mo BONPOCY PeLLeHue.

3.2.5. MpoekT NnpoToKoNa NoAroTas/MBaeTCA CTPYKTYPHbIM
rnogpasfeneHveM, OTBETCTBEHHbIM 3a MPOBeAEeHWe 3acefaHuns (CoBeLLaHus),
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BU3MPYETCA  €ro  PYKOBOAMTENEM, npeacTaBNseTca  Ha  MOAMWUCH
npefcefaTe/ibCTBYOLWEMY Ha 3acefaHuy (cosewjaHuu). Jlatoi npoToKona
ABNSETCA AaTa 3acefaHus. K npoekTy npoToKo/a CoBeLlaHus npunaraeTcs ancTt
PaccbiKK, NOANUCAHHBIA UCNONHUTENEM NMPOTOKO/IA.

3.2.6. MMpoTOKO/bI MeyaTaroTCA Ha CTaHA4ApTHbIX nuctax gopmata A4,
BEpXxHee nofe - 2 CM, HWXKHee - 2 CM, NleBoe - 2 CM, npaBoe - 1 cwm,
C UCMO/Ib30BaHMEM CBOOOAHO pacnpoCTpaHsieMbIX 6ecniaTHbIX  LPUNTOB
pasmepom N 14,

HanmeHoBaHne Buaa foKyMeHTa - cnoso "MNPOTOKOJT" - neyataeTca oT
rpaHULbl BEPXHEro nosif MPONUCHbIMKA OyKBamy BPa3pPALKY, MOMY>XKUPHbIM
LIPUATOM C MCNOMb30BaHMEM CBOOOAHO pacrpoCcTpaHsaeMblX 6GecniaTHbIX
LwpndTos pasmepom N 17 1 BbIpaBHNBAETCA MO LIEHTPY.

Bug 3acefaHus, coBellaHUsi OTAeNseTca OT MpefblayLiero peksu3nTa
2 MEXCTPOYHbIMWA  MHTEpBa/laMK,  MevartaeTcd  MOMYXUPHbIM  LLUPUGTOM
C UCMO/Ib30BaHMEM CBOOOAHO pacrpoCTpaHseMblX 6ecnfiaTHbIX  LWPUATOB
pasMepom yepe3 1 MHTEpBaN 1 BbIPaBHMBAETCA MO LIEHTPY.

MecTo NnpoBeAeHns 3acefaHus, COBeLLaHNs  yKa3blBaeTcH
(Npy HEO6XOAMMOCTM) M BbIPABHMBAETCSA MO LIEHTPY.

[lata »n Homep NPOTOKO/a OPOPM/ISETCH CMIOBECHO-LM(POBLIM COCOO0M
M neyartaeTca yepe3 1 MeXXCTPOUHbIA UHTEPBaT HUXKE NpefblayLLero pekBusmTa.
Homep npoTtokona neyaraetcd apabckumu umdpamm U cocTouT M3 3Haka "N
N NOPSAAKOBOro HOMepa NPOTOKO/a.

OCHOBHas 4acTb NPOTOKO/1IA MeyaTaeTcs C WCNob30BaHWEM CBOOOAHO
pacnpocTpaHsemblX — 6GecniatHbIX — WwpugToB  pasmepom N 14 yepes
1,5 MEXXCTPOYHOIo MHTEpBasa.

Mognucb oThenseTcs OT TeKCTa 3 MEXCTPOUYHbIMU  UHTepBaiaMu
N BK/IKOYAeT HaMMeHOBaHWe [O/MKHOCTU Nnua, MNpeaceaare/bCTBOBABLUErO Ha
3acefaHnn  (CoBellaHun), €ero JfIMYHYK MOAMUChb, PacLMgPOBKY MOAMMCK
(MHMUMANBI 1 hammunnio).

HanmeHoBaHMe [O/MKHOCTW MevaTaeTcs OT JIEBOM rpaHuLbl TEKCTOBOIO
nons Yepe3 1 MEXCTPOUHbIA MHTepBa.

O6pasLbl 0thopMIeHNa NPOTOKO/I0B NnpuBedeHsb! B (MpunoxeHun 2).

3.2.7. BbInncKa 13 NpoTOKO/1a NpeAcTaBnseT coboi TOUHYHO KOMUIO YacTu
TeKcTa NoA/IMHHOIO MPOTOKO/A, OTHOCALLErocs K TOMY BOMPOCY MOBECTKU [AHS,
M0 KOTOPOMY FOTOBAT BbIMUCKY. [pyM 3TOM BOCMPOU3BOAAT BCE PEKBU3UTHI
GnaHka, BBOAHYHO YaCTb TEKCTA, BOMPOC MOBECTKM AHS, MO0 KOTOPOMY FOTOBUTCS
BbINNCKA, N TEKCT, OTPAXaKOLLMIA 06CYXKaeHMe BONpoca U MPUHATOE PeLleHMe.
B aTom cnyyae Has3BaHVMe [OOKYMeHTa OyfeT 0¢opMiIeHO Kak "BbInNucka U3
npoTokKona".

Konun npoTtokonos  (BbINUCKA M3 MPOTOKOJ/IOB),  Harpas/seMbIX
B CTOPOHHMWE OpraHu3auuy, 3aBepsAloTCA MeyaTbld W PacchblnaoTCA COriacHo
NNCTY paccbinkn B cooteetcTBuM C ([MpunoxkeHnem 1), noArotaBIMBaeMomy
NCMOSIHWUTENEM MPOTOKO/A.
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3.3. PaKcorpammbl

3.3.1. Cpeactea  (hakCUMWNbHOM  CBA3W  MpefHa3HavalTcs  Ans
orepaTMBHON  nepegayun  (npvema) TEKCTOB  CNYXEOHbIX  [JOKYMEHTOB
N CNY>XXeBHbIX MaTeprasioB opraHusaumnam (0T opraHmsaumii.

CnyxxebHaa vH(opmaums, nepefasaemas U MpUHUMaeMas Mo KaHasiam
(haKCUMWBHOI CBA3W, He ABNSETCSA OPULMa/IbHLIM AOKYMEHTOM.

3.3.2. MNepegaya C UCMNONb30BaHWEM CPeACTB  (PaKCUMWU/IBHOM  CBA3N
CNY>XeOHbIX ~ JOKYMEHTOB M  MaTepuasioB, COAepXawmx  MHgopmalmo
OrpaHWYeHHOro  pacnpocTpaHeHWsa, B  TOM  4yucie € MOMETKamu
"Ona  cnyebHoro nonb3oBaHus”, "He and nedatn” un "CHATME KOMWNIA
3anpeLLeHo”, AOKYMEHTbI, OTHOCALLUMECA K [eATe/IbHOCTU CeKTopa Mo 3aliuTe
rocylapCTBEHHOW TaiiHbI 3anpeLyaeTcs.

3.3.3. C uncnonb3oBaHWeM CpeacTB (hakCUMWbHOW CBSI3U MOTyT ObiTb
nepefaHbl MaTepuanbl TEKCTOBOMO, Tab/IMYHOIO UAN rpadryeckoro xapakrepa,
MCMONHEHHbIE TUNOrpaiCK1MM, MaLUMHOMUCHBIM WX PYKOMUCHBLIM CMOCO60M
B YEPHOM W/ TEMHO-CUHEM LBETE C YETKMM W KOHTPACTHbIM M306paXKeHVEM
(nepBble 3K3eMnaApbl UK KX KCepokonuu) Ha 6enioin bymare ¢ UCnob30BaHNEM
CBOOO/JHO pacnpocTpaHseMblX GecrnnaTHbIX LWPUGTOB pa3MepoM He meHee N 8.
O6beM nepesaBaeMoro B TeyeHuWe 1 ceaHca CBA3W [OKYMEHTa, BbIMO/IHEHHOIO
Ha Bymare popmata A4, He JO/DKEH NPeBbIWaTth 5 INCTOB.

3.3.4. T1oAroTOB/MEHHbIA AN Mepefjayn  OpuruMHan  (pakcorpammbl
BU3MPYETCA  UCMONHUTENeM U MOAMMUCLIBAETCA MepBbIM  3aMECTUTENEM,
PYKOBOAMUTENEM  CTPYKTYPHOro nojpasfeneHns WM COOTBETCTBYHOLLEro
noapasfeneHus.

3.4. ONeKTPOHHbIe COOOLLEHWS

3.4.1. MNepegavya 1 MonyyeHWe MHGOPMaLUN MOXKET OCYLLIECTBNSATLCA
3N1EeKTPOHHbLIMU CO00LLEeHNAMY yepes NH(OPMaLNOHHO-
TENEeKOMMYHUKALMOHHYKO CeTb «VIHTepHeT» KaK B AAMUHUCTpauun, Tak
N MeXay YydpeXxgeHnsMu 1 opraHusaumsamu, UMEKLWMMU COOTBETCTBYHOLLME
annapartHble 1 NporpamMmmHble CpeacTBa.

3.4.2. DNeKTPOHHbIE COO06LLEHNS, MnepefaBaeMble M0 MHHOPMALMOHHO-
TeIEKOMMYHUKALMOHHON CeTU «VIHTEpHET», paccMaTpuMBatoTCA aHaslorMyHo
[OKYMEHTaM Ha BYMaXKHbIX HOCUTENsX.

3.4.3. OTnpaBuTe/lb 3/1EKTPOHHOIO COOOLLEHMSA 3anyCcKaeT nporpaMmmy
OTNPaBKM MOYTbl M CO3jaeT (aill COoOb6LLEeHWs, YKa3blBaeT €ero ums, aaty
1 BpeMsa oTnpasku. Coo6LLEHNA MOXXHO BBOAUTb M PefaKTUpOBaTbh C MOMOLLbHO
TEKCTOBbIX PEefaKTOPOB. OJ/EKTPOHHbIE COOOLLEeHWUS MepefaroTcs ajpecaram
B COOTBETCTBMM C JIACTOM pPaCCbUIKA, MNOArOTOB/IEHHOM B COOTBETCTBUM
¢ (MpunoxeHnem 1).

3.5. TeneoHorpammbl

3.5.1. TenethoHorpamMma COCTaBNAETCA OTNPaBUTENIEM KaK C/Y>XEOHbI
OOKYMEHT Ha GyMaXHOM HOcuTese, rnepeaaeTcs no TeneoHy U 3anucbiBaeTcs
nonyyarenemM. B TekcTe TenedpoHOrpamMmbl JO/MKHO 6bITb He 601ee 50 cnos, npu
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3TOM crieflyeT nsberarb TPYAHOMPON3HOCUMbIX C/I0B 1 CNOXHBIX 060POTOB.

3.5.2. TenejpoHOrpamMma  COCTaB/SeTCA B OAHOM  3K3eMmmnsspe
N NOAMNNCLIBAETCA PYKOBOAMTENIEM WM OTBETCTBEHHbLIM WCMOMHWUTENEM. Ecnun
TenejpoHorpaMma rnepefaeTcs HEeCKOSMbKMM afpecataM, K Heil npwnaraeTcs
CMMCOK OpraHusaunini 1 npeanpusTAA, KOTOPbIM ee HamnpaenstoT, U HOMepa
Tene()OHOB, MO KOTOPbIM OHa A0/MKHA ObITb MepesaHa.

3.5.3. FOpupgunyeckasn cuna MOCTYNMBLLEN TeneoHoOrpammbl
onpeaenseTca cnefyroLmnmMmn pekBu3uTamu:

- NCXOAALLNM PErncTpaLnoHHbLIM HOMepoMm MoCTYNuBLLEN
TenedoHorpamMmsl;

- AO/DKHOCTLIO,  (DaMWnmnerd, MMeHeM, OTYeCTBOM W MOAMUCLIO Nnua,
OTNpaBuBLLErO Tesle)oHOrpaMmy;

- OO/DKHOCTLIO,  (hamunveid, MMeHeM, OTYeCTBOM W MOAMUCLIO SiMua,
NPUHABLLErO TenetoHOrpammy;

- BXOAALWMM PErncTpauyoHHbIM HOMEpPOM Moly4eHHO
TenethOHOrpaMmbl.

3.5.4. TekCT BXOAAWMX TenethoHOrpaMM 3anucbiBaeTca (reyataeTcs)
nosyyatesieM Ha 6n1aHKe, Nocfie Yero onepaTMBHO MepesaeTcs PYKOBOAUTESHO
U TOMY [O/IXKHOCTHOMY /IULY, KOTOPOMY OHa afpecoBaHa.
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MpunoxeHune 1K Mopaaky

paboTbl CO CYXXeOHbIMWN JOKYMEHTaMK
B AAMUHUCTPaumnK KOXCKOro
MYHULMNabHOMO palioHa

N CTPYKTYPHbIX NOAPa3feneHusx,
MYHULMNANbHBIX YUPEXaeHUAX

JINCT pacchbiiKu CNyXXeBHOro JoKyMeHTa

HaVMeHOBaHUe CNYyXXe6HOro A0KyMeHTa

HOMep U faTa JOKYMeHTa/BpeMeHHbIi HoMep A0KYMeHTa

Komy HanpasnseTcs KonnyecTtBo 3K3eMniapos
n/m (HaMmeHoBaHMe agpecaTa) HarnpasnsaemMoro cnyXe6Horo
NOKYMeHTa

WcnonHutenb
(HavMeHoBaHwWe LO/IKHOCTN) Moanunck N.0. damunnma
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MpunoxxeHue 2 K MNopagky

paboTbl CO CNY>KEOHBbIMU LOKYMEHTaMu
B ALAMUHUCTpaunn KOXCKoro
MYHULMNaNbHOIO paioHa

N CTPYKTYPHbIX MNOAPa3LeneHusX,
MYHULUMNANbHBIX YYPeXAeHNAX

MBAHOBCKAA OBJIACTb .
AOMVHNCTPALUNA FOXXKCKOIO MYHNUUNMAJIBHOI'O PAVOHA

MPOTOKOIJ

COBELLi@HMs Mo BOMpocy

0T« » 20 r. No
[NpeacenaTeNbCTBYHOLLWIN:
[OMKHOCTb NpeacenaTenbCTBYHOLWEro Ha - HMLUMasbl, haMuins

3acefjaHnn (coseLLaHnn)
MpucyTcTBOBANN:

HasBaHWe 10/MKHOCTEN B NOPsAKE - UHUUMabI, hamMnnns
MPOTOKO/LHOIO CTapLUMHCTBA

Pewwnnu:
1 Tpopomkutb pabory....
2. O6ecneuntb OCYLLECTB/IEHME. ..
3. TMpuHATL Mepbil...

[loMmKHOCTL NpefcefaTeNbCTBYOLEro
Ha 3acefaHunn (CoBeLlaHnm) NHuymanel, ammnms

VHULMANbI, GaMUAnS UCTIONHUTENS
HOMep Tened)oHa, afpec 3NEKTPOHHOI NOYThI
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MpunoxeHne 3 K MNopagky

paboTbl CO CMY>KEOHBIMU LOKYMEHTaMM
B AZMUHMCTpaunn KOXCKoro
MYHULMNaNbHOr0 painoHa

N CTPYKTYPHBIX MOApa3feneHusx,
MYHULUMNNbHBIX YUYPEeXKAeHUAX

NMBAHOBCKAA OBJTIACTb .
AOMUNHUNCTPALUNA KOXKCKOIMO MYHNUUTTAJIbBHOI O PAVNOHA

MPOTOKOI
3aceflaHMs KOMUCCUN (Ha3BaHWe)

FOxa
OT « » 20 r. No
MpeacenaTeNnbCTBYOLWMNA:
[LO/KHOCTL NpeacefaTeNbCTBYHOLLENO Ha - IHUUKWabI, (hamunns
3acefaHnn (coBeLLaHmn)
lNpucyTcTBOBA/IN:
HassaHune JO/MKHOCTEN B NOpsiaKe - HUUMabI, haMumvs

MPOTOKO/IbHOIo CTapwnHCTBa

. O cocTosiHUM  paboTbl NO  BbIBNEHWUIO,  PacC/lefoBaHuIo,
npodunakTkKe NPecTynieHnii, coBepLUeHHbIX B chepe 3aKynoK TOBapoB,
paboT M YCNyr Ans rocyfapCTBEHHbIX U MYHULMMANbHbLIX HYX]

(A.A. ViBaHOB)
Pewunnu:
1 MNpuHATL K CBEAEHNIO. ...
2. PekoMeH[0BaTb....

1. O NpUHMMaeMbIX Mepax Mo MNpeaynpexaeHnto KoppYMnUUOHHbIX
HapyleHniAi B cepe 3aKynoK Ans 06ecrneyeHUss rocyaapCTBEHHbIX |
MYHULUMNANbHBIX HYXA U 0 xofe peanusauun dPefepanbHOro 3akoHa OT
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05.04.2013 Ne 44-d3 «O KOHTPaKTHOW cMUCTEME B chepe 3aKyrnoK TOBapOB.,
paboT, ycnyr ana o6ecnevyeHnss rocyfapCTBEHHbIX W MYHULMNAbHBLIX
HY>XX»

(B.B. CmunpHos, I'.I". BacusnbeB)
Pewnnw:
MpogomKnTL paboTy....

[1l. O6 ocyuWecTBNEHMM MOSTHOMOUMIA N0 KOHTPO/IO B Cpepe 3aKynoK

(B.B. Cngopos)
Pewnnu:
Ob6ecneynTb OCYLLECTB/EHNE. ..

[OoMmKHOCTb NpeacefaTe/ib,CTBYHOLLENO
Ha 3acefaHunn (coseLLaHmm) NHnumans!, hammnmns

WHULMaNbI, GaMUans UCMONHUTENS
Homep TenedoHa, aapec 3N1eKTPOHHOI NoYThI
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MpunoxeHwne 4 K NopsaKy

paboTbl CO CNYXXeOHbIMUN [OKYMEHTaMM
B AAMUHUCTPauumn KOXCKoro
MYHMULMNaNbHOro paoHa

N CTPYKTYPHbBIX NOApasfeneHunsx,
MYHULMNANbHBLIX YUPeXaeHnUax

MBAHOBCKAHA OBJTIACTb .
AOMNHUNCTPALUNA FOXXCKOIO MYHNUUTAJIBHOI O PAVIOHA

155630, r.tOxa, yn.MywkuHa, 1, Ten./daxkc 8(49347)2-12-04, www.yuzha.ru, e-mail: yuzhaadm@yuzha.ru

N oT r. VIMeHNTENbHbIN Nafex
Ha No [aTtenbHblil Nagex

YBaxaemblin (as)!

ALMUHUCTpauUms KOXCKOro MyHUUMNabHOro paoHa

["naBa KOXCKOro MyHULMNanLHOro parioHa N.0. damnnusa

Wcn.
Ten. (49347)
E-mail:


http://www.yuzha.ru
mailto:yuzhaadm@yuzha.ru
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MBAHOBCKAA OBJIACTb .
AOMNHUNCTPALUNA FOXKCKOIO MYHUUUTMAJIBHOI O PAOHA

155630, r.FOxa, yn.MywkuHa, 1, Ten./dakc 8(49347)2-12-04, www.yuzha.ru, e-mail: yuzhaadm@yuzha.ru

Ne 0T r. IMeHUTeNbHbIV Nagex
Ha No [aTtenbHblii nagex

YBaxkaemblit (as)!

AOMUHMCTPaums KOXCKOro MyH/ULMNanbHOro panoHa

"naBa KOXCKOro MyHUUMMaNbHOIO paitoHa N.0. damunus

Wcn.
Ten. (49347)
E-mail:


http://www.yuzha.ru
mailto:yuzhaadm@yuzha.ru

