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No 105
ot 30 utons 2021 rojya
06 ymeepycoenuu Huempykyui no 0e10npousgoo0cmsy

6 Dunancosom yapasienuu doMuHuCmpayuu
Kupenckoeo pationa

B 11e/isiX COBEPILICHCTBOBAHMS CHCTEMBI JIEJIONPOM3BOJICTBA, HOBbIICHHS (P PEKTHBHOCTH
paGOTHI ¢ JIOKYMEHTaMH, 00ECIIeUeHUs KOHTPOJISL UX MCHOIHCHUs B DHHAHCOBOM yIIPAB/ICHIH
ajMuircTpali  KUPeHCKOro MyHMUMIAIBHOTO paioHa, B COOTBETCTBHM ¢ DeaepabHbiM
sakoHoM 0T 06 oxTs0ps 2003 roga Ne 131-03 «O06 o0umx NpUHIMIIAX OPraHH3aLHH MCCTHOTO
camoynpassienus B Poccuiickoit @eiepariui», NpHKasbIBaro:

1.Y TBepAUTH MHCTPYKLIHIO 1O JCJIONPOU3BO/ICTBY B DHHAHCOBOM YIIPABICHHH
ajMunicTpai Kupenckoro MyHUIMIanpHoro paitona. (Ilpunoxenue 1)
2. Ony6/MKOBaTh HACTOSIIIMI TPHKa3 HAa OQUUHAILHOM CaHTEe a/IMHHHCTPALNH Kupenckoro
MyHHIMNanbHOro paitona (http:/kirenskrn.irkobl.ru).
3. Hacrosimas MHCTpYKIUS BCTYIAET B CHITY CO JIHSA €€ IOAITUCAHHUS.
4. KOHTpPOJIb 3@ UCTTOJIHEHHEM HACTOSILIEIO IPHKA3d OCTABJISIO 3 co0oit.

HavanbHuk (PUHAHCOBOI'O YIIPAB/ICHUS //
agmunucTpanui KnpeHckoro paiioHa b2 E.A. lllanga



[Ipunoxenue 1

[Tpukazy @UHAHCOBOIO YIIPaBJICHHUSI
Anmunucrpauuu Kupenckoro
MYHMIUIIATBLHOTO paiioHa

ot 30.06.2021 r. Ne 105

COI'JTACOBAHO YTBEPXJIEHO
HauaibHEK apXHBHOTO OTHEA Hauanbuuk OUHAHCOBOTO yIIPaBICHUSI
/IMHHHCTPALMU KUpEHCKOro paitona
/ ~£22 EA. lanja

s Wi 2021 rox

Aavunuctpanuu Kuperckoro
MYHHULIH }J’lbﬂ oro paiona

//J I Z AR H.A.AHKy/MHOBa
« AU wlccd o f 2021 rona

HUucTpykuus no ae1onpou3Boacrsy @HHaHcoBOro ynpapJ/jieHHs a/IMHHHCTPALUH
Kupenckoro MyHHIMIAJbLHOI0 paiiona

I. O0mue moJ1oKeHHus

1.1. Hacrosunas Wucrpykuust paspaboraHa B LEJISAX COBEPHICHCTBOBAHHS CHCTCMBbI
JIeJIOTIPOM3BO/ICTBA, MOBBIIEHHS A(PGEKTUBHOCTH pabOThl € JIOKyMEHTaMH, OOeCHeyCeHHs
KOHTPOJIS 32 UX UCIIOJIHEHUEM.

1.2. Hacrosimas WHcTpykuus ycTaHaBidBaeT oO0Iue TpeOoBaHMS K  O(QOPMIIEHHIO
Clly)KeOHBIX JIOKYMEHTOB M OpraHu3auuud paboTbl ¢ HUMH B DHHAHCOBOM YIPABICHHH
aJIMUHUCTpPAlMM  KHPEHCKOro MyHHUIHUNAIbHOrO paiona Mpkyrckod obOnactu (najiee —
MduHAHCOBOE YIPABJICHHE).

1.3. IMonoucuus Hactosieci MHCTPYKIHH pacnpOCTPaHsIOTCs Ha Opraiu3anuio padboTnl ¢
JIOKyMEHTaMH HE3aBHCHMO OT BHJ1a HOCHTEJIsl, BKJIIOYAs WX IOJrOTOBKY, PErUCTPAIIMIO, YUeT U
KOHTPOJIb UCIIOJIHCHHS, OCYIIECTBISIEMbIE C IIOMOILBIO aBTOMATH3HPOBAHHBIX (KOMIBIOTEPHbBIX)
TEXHOJIOTHH.

1.4. TpeGoBanust k paboTe ¢ JOKyMEHTaMHU, I1PeyCMOTPEHHBIE B HacTos el MHeTpyKimy,
o0s3aTeNIbHBI JUIsl BceX pabOTHUKOB DHUHAHCOBOIO YIIPABJICHHUS.

1.5. OTBeTCTBEHHOCTh 3a BEJIGHHUE JIEJONpou3BoAcTBa B DHUHAHCOBOM YIpPaBJICHUH
BO3JIAraeTCsl Ha CICIMAIACTA, OTBETCTBEHHOI'O 3a Be/IEHUE JIEJI0IPOU3BO/ICTBA.

2. OBIIUE TPEBOBAHUMSA K O®OPMIIEHMIO IOKYMEHTOB

JlokyMeHTbl, co3gaBaeMble B (DUHAHCOBOM YIPABJICHHH, HOJDKHLI COOTBETCTBOBATH
tpeboBanusm  ['OCTa P 6.30-2003 "YuuduuupoBanHas CHCTEMA OpraHU3alMOHHO-
pacnopsaIuTeIbHON oKkyMeHTauu. TpedoBanus K 0GOPMJICHHIO AOKYMEHTOB". JIOKyMEHTbI
[1eYaTaloTCsl ¢ MCIOJIb30BAHMEM, Kak IpaBuilo. TeKCToBoro peaakropa WordforWindows
pasmepoM mpupra N 14 TimesNewRoman uepes 1 MexKcTpouHbIi HHTEpBAL.

JIis BbIICJIEHHS 3aroJioBKa MOTYT MCIOJIB30BAThCsl MPOMUCHBIE OYKBBI, IOJYKUPHBIH
pUQT.

Jlst oopmIieHHust TabIMUHbIX MATEPHAIIOB JIOMYCKACTCs HCIIONB30BAHHE Pa3MepoB pHpTa
N 10, 11, 12.

JIOKYMEHTbI M MIPUIOKEHHS K HAM [1€4aTaroTCs Ha CTaHIapTHBIX JucTax Oymarn (opmara
A4 (210 x 297 mm). ITuckma jlonyckaeTes nevarars Ha jaucrax Oymard popmara AS (148 x 210
MM).

Kax1blii JIMCT JIOKyMEHTa J0JDKEH UMEThH 110J1s1 HE MeHee:!



20 MM - J1€BOE;

10 MM - nipaBoe;

20 MM - BepxHee;

20 MM - HHIKHEE.

[Ipu odopmiIeHHH TeKcTa JOKyMEHTa Ha JIBYX M 0oJiee CTpaHHUIIaX BTopas U 10C/Ie/yIolue
CTPaHHMIbI JIODKHBI OBITH NpPOHYMepoBaHbl. [lopsaKoBbie HOMEpa CTPaHMIl [POCTABISIOTCS
apabckuMu nmdpaMyu 0e3 TOYKM Ha PACCTOSHMHM 15 MM OT BEpXHEro Kpas JMCTa B HEHTPE
BEPXHETr0 MO TOKYMEHTA.

2.1. IlpaBuia ohopMiIeHUs U PACIIONIOKEHHS OCHOBHBIX
PEKBU3UTOB JIOKYMEHTOB

2.1.1. O6s3aTenbHbIe 21eMeHTh 0QOpMIIeHH s JOKYMEHTa Ha3bIBaloTCsl pexkBusutamu. [pu
MOAroToBKe, OQOPMIEHHH M 00paboTKe JOKYMEHTOB, a TaKKe IMPH M3IOTOBJICHUH OJAHKOB
JIOKYMEHTOB HUCIIOJIBb3YIOTCS CIIEYIOUINE PEKBU3UTHI:

"I'ep6":

"HaumeroBanue MUHAHCOBOrO yiipasiieHus (roapasaeneHus GUHAHCOBOIO yIpaBICHHUS)
WJIM JI0JDKHOCTH Jiuiia GUHAHCOBOTO yipaBieHus (rmoapaszaencHnst QUHAHCOBOIO ynpap/ieHus)"

"CripaBouHble JlaHHble 0 DUHAHCOBOM YIIpaBIeHUA ",

"HauMeHOBaHME BHIA JIOKyMeHTA";

"Jlata noxymeHTa'";

"PerucTpaliOHHBIH HOMEp JIOKyMeHTa";
"CchUTKa Ha PerHCTPAIMOHHBIN HOMEP M JIaTy JIOKyMeHTa",;
"MecTo COCTaBJIEHUS WIA U3JIaHus JOKyMeHTa'";

"I'pud) OrpaHUUCHHUS JOCTYIA K JOKYMEHTY";
"Anpecar";

"I'pu yTBep)KICHHUS TOKyMeHTa";

"Pe3omonus’";

"3arojIOBOK K TEKCTY'";

"OTMeTKa 0 KOHTpoJe";

"TexcT JoKyMeHTa";

"OTMeTKa O HAJIMYUU IIPUIIOKEHUS "

"IToanuce";

"I'pudp corsracoBaHust JOKyMeHTa'";

"Bu3bl coriacoBaHUs JOKyMeHTa";

"Ileyarn";

"OrmMmeTka 00 ucroaHuTee";

"OTMeTKa 0 3aBEpPEeHHH KOIUH'";

"OrmeTrKka 00 UCTIOJHEHHH JIOKYMEHTa i HAIIPABJICHUH €ro B JIeJI0";
"OTMETKa 0 MOCTYIIJICHUH JOKyMeHTa";
"OrMeTKa aBTOMATHIECKOr0 TIOMCKa JOKyMeHTa" .

CocTaB PEKBU3UTOB JIOKYMEHTA OIPE/IEIISETCS B 3aBUCHMOCTH OT €TI0 BH/IA M COJCPKAHUSL.
Kaxcplit BUI JIOKyMEHTa J0JDKEH MMETh OIPEJIC/ICHHBIAH COCTaB PEKBHU3MUTOB M IOPANOK HX
PacIIOIOKEHHUS.

2.1.2. PexBuzur "Haumenoanue @Puuancosoro ympasieHuss" wiau "Haumenosanue
J0/KHOCTH Juiia OUHAHCOBOTO YIpPABJICHUS" pacrolaraeres Ha OJiaHkax [HCeM M IPaBOBBIX
AKTOB M YKa3bIBAET Ha aBTOpa JIOKyMeHTa. PEKBH3UT pacrojiaracres W LCHTPUPYETCS Ha
paccTOsSHUH 1,5 MEKCTPOUHOTrO MHTEpBAJIA.

2.1.3. PexBuzutr "CrpaBoutble jlaHHble" COAEPXKUT MOYTOBBIH aJipec, ajpec JICKTPOHHON
nouthl, WEB-cTpanuiisI (py Hamunm), Homepa Teedona, paxca.



CocTaBHbIE YaCTH [IOYTOBOIO aJipeca yKa3blBaloTCsl B COOTBETCTBUU ¢ [IpaBuiiamu
OKa3zaHMsl YCIIYT [IOYTOBOM CBsI3H, yTBEpKAeHHbIMHU [Ipukaszom Munkomesssu Poceun or
31.07.2014 N 234.

Homepa teneoHOB, (akcoB yKa3bIBAIOTCS CIECYIOIIHM 00pa3oM:
(39568) 4-31-74.

2.1.4. PexBusur "HaummeHnoBaHue BHJIa JOKyMeHTA" BOCIPOMU3BOAMTCS Ha BCEX BHJIAX
JIOKYMEHTOB, Kpome 1ucbMa. OcobeHHOCTH 0(OpMIICHHs PEKBH3UTA H3/1araloTcs B pasjenax 3 u
4 nacrosmed UHcTpykiuu.

2.1.5. Pexsusur "Jlara gokymeHTa" yka3blBaeT Ha BpEMs IOIIMCAHHUs, YTBEPIK/ICHHUS,
COIJIAaCOBAHUS, IPUHSATHS JIOKYMEHTA U IIPOCTABJISIETCS 10CJIE (B €HB) €r0 MOIUCaHuSI.

Eciu aBTopamMu JIOKyMEHTa SIBJISIOTCS JIBAa WJIM OoJiee CTPYKTYPHBIX IMOJApa3/IC/ICHUH, TO
JIaTOM JIOKYMEHTa sIBJIsleTCsl Haubosiee MO3/IHss JlaTa ero MnojArnucaHms.

Jlata odopmiisieTcss CIOBECHO-IHGPOBBIM Wi HHU(POBBIM CcrocoOOM (T.€. apabCKUMH
urdpamMu. pas3ie/IeHHBIMH TOUKaMH1) B CIIEAYIOIIECH 110C/1e10BATEIbHOCTH: YHUCII0, MeCsIL,

rosm.

Hanpumep:

15 mast 2006 roja (15 mast 2006 1.),

i 03.01.2006,

i 05.06.56 (eciu ykasbiBaroTes rofsl 10 2000-ro)

Ha noxkymenrtax, oopMmieHHbIX Ha OJlaHKax, Jara HpOCTAaBISACTCS B COOTBCTCTBHH C
PACIIOJIOKEHUEM PTOIO PEKBU3HUTA.

Ha noxymeHnTax, opOpMJICHHBIX Ha CTAHJAPTHBIX JIMCTAaX OyMaru, jaara npocTaB/IsieTest Moy
HAMMEHOBAHUEM JIOJKHOCTH JIMIIA, MOIIKCABIIETO JIOKYMEHT, Ha PACCTOSIHUH 2 MEKCTPOUHBIX
UHTEPBAJIOB.

2.1.6. PexBusut "PerucTpalldOHHBIA HOMEP AOKYMEHTA" COCTOMT M3 MOPSIKOBOIO HOMEpa
110 Y4eTHO-PErHCTPALMOHHON opme.

Ha noxymenrtax, O(GOPMIEHHBIX Ha CTAHJAPTHBIX JMCTaX Oymard., perucTpanioHHbIH
HOMEp MeYaTaeTcsi MO/ JAAaTOH OT JIEBOH TPaHMIlbl TEKCTOBOIO IMOJSL C TEM K& MHTEPBAIOM, €
KaKuM neqatajics JOKyMEHT.

2.1.7. PexBuzur "Ccplika HA PErHCTPAIMOHHBLIM HOMEp M JaTy JIOKyMeHTa'" BKJOYaeT B
cebst periCTpallMOHHBIH HOMEp U JIaTy JOKYMEHTa, Ha KOTOPBIH JIOJDKEH ObITh JIaH OTBET.

2.1.8. PexBusut "MecTo coCTaBleHHMs WM H3JlaHHs JOKYMEHTA" yKa3bIBacTcs B TOM
cilydyae, eciHM 3aTpy/AHEHO ero OIpelelieHHe MO pekBu3uTam obuiero Onanka M OnaHka
KOHKPETHOIO BH/A JIOKyMeHTa. MeCTO COCTaBJeHMS WIIM M3/J@HUs JOKyMEHTa yKasbIBaeTcs C
YYETOM MPUHATOrO aJMHHUCTPATUBHO-TEPPUTOPUAILHOIO JICJIEHHS, BKIIOYACT B ceOSi TOJIBKO
OOIIENPUHSTHIE COKPALIEHHUS.

2.1.9. PexBusur "I'pud orpaHuueHus [0CTyna K TOKyMEHTY' CBHJICTEILCTBYET 00
OrpaHHYEHUH KPYTIa JIL, HMEIOLUIMX JTOCTYI K TOKYMEHTY.

I'pu orpaHuyeHus JOCTyNA K JOKYMEHTY (CEKPETHO, KOHQHICHIHAILHO, /UIst CIIyKeOHOro
IOJIb30BAHMS ) C YKA3aHUEM HOMEpa dK3eMIUIIpa POCTaBIIAETCs Ha IIEPBOM JIMCTE JIOKYMEHTA, HA
00JI0KKE U TUTYJIBHOM JIMCTE M3JIaHUs, a TAK)Ke Ha IIEPBOM JIKCTE CONPOBOAUTEILHOIO ITHChMA K
JIOKYMEHTaM, COJIePIKAIIUM CITyKeOHYI0 HHPOPMALIMIO OIpaHHYCHHOTO J0CTYIIA.

['pu¢ orpaHuueHHs JOCTyNa K JOKYMEHTY IleuaraeTcsi 03 KaBblueK B IIPABOM BEPXHEM
yriay. Homep dK3eMIuispa HeHTPUPYETCs] [0 OTHOMICHHIO K HAMMEHOBAHUIO yKa3aHHOro rpuda.

2.1.10. PexBusut "Anpecar" comepxuT HHPOPMALMIO, HA OCHOBAHMH KOTOPOH JIOKYMECHT
JIOCTABIISICTCSI apecary.

JIOKYMEHTBI ~ @/[peCyrOTCSi  OpraHaM roCy/apCTBEHHOM BJIACTH, OpraHaM  MECTHOIO
CaMOYIIPaBJICHHUsl, OPraHU3aALHAM, HX CTPYKTYPHBIM MOJPa3/Ie/ICHASIM, A0KHOCTHBIM JIHLIAM,
rpaxxaHam.

ITopsitok odopmieHus J@HHOTO PEKBU3MTA HM3I0XEH B mojpasjene 4.3 pasjena 4
Hactoseid MHCTpyKIHH.

2.1.11. Pexuzur "I'pud yTBepXKIeHMS JOKyMEHTA" MPOCTABIACTCS HA JIOKYMEHTE,
TpeOYIOIEM YTBEPIK/ICHHUS! JIOJDKHOCTHBIM JIMLIOM HJIH NPABOBBIM aKTOM.



[Ipy yTBep)KJECHUH [OKYMEHTa [O/KHOCTHBIM JIMIOM DPEKBH3HT COCTOMT M3 CJIOBa
"VTBEPXJIAIO" 6e3 xaBblueK, HAUMEHOBAHHS JIOJDKHOCTH JIMIIA, YTBEPKAAIOIIETO JTOKYMEHT,
ero JIMYHOHW MOANMCH, paciiu(pOBKUA MOANKCH (MHULMANBL, (GaMHIUs), JaThl YTBEPKIACHUS, B
OT/IEJIbHBIX CJIyYasX pErUCTPALMOHHOIO HOMEPA, HAlIPUMED:

YTBEPXIAIO

HauvainbHuk @UHAHCOBOTO yIIpaBJICHHUS
ajmMunHuctparuu Kupenckoro
MYHMITMIIATBHOTO paioHa

WpkyTtckoit objactu

Muunuanel, GpaMuIus

(J1MYyHast MOJIIUCH)
oo 20 N

I'pu¢ yTBEpIKICHHS PACIIOIAraeTCs B [IPABOM BEPXHEM YIuly JOKYMEHTA, HCHTPUPYETCS 110
caMoil JUTMHHOM CTPOKE, OIYCKAETCs BBIPABHUBAHKE I10 JIEBOMY Kpato.

Jlata yTBEpK/IEHHS M PErUCTPALHOHHBIA HOMEP AOKYMEHTA MPOCTABISAIOTCA B JICHL €I
YTBEPKJICHHUS.

[Ipn  yTBEP)KACHHM JIOKyMEHTA HECKOJIBKHMH  JIOJUKHOCTHBIMM  JIMLAMH  IPH(BI
YTBEPIKIEHUS JIOKYMEHTA pAcloJIaraloTes TOPU30HTANbHO Ha ojHOM ypoHe. ITopsiiok
o(opMJIEHHS JIAHHOTO PEKBM3UTa B IPABOBBIX AaKTaX M3JI0KEH B paszjieiie 3 HacrosuleH
NHCTpyKLIHH.

2.1.12. PexBusur "3arojIoBOK K TEKCTY" OTpa)kaeT KpaTrKoe COAEpKaHHe JIOKYMEHTA.
3aroJIoBOK OT/EJIIeTCSl OT TEKCTA, KaK MPaBUJIO, 2 - 3 MEXKCTPOUHBIMU HHTEPBAJIAMHU.

3aroioBOK MOYET (OPMYJIHPOBATHCS € IOMOILBIO OTIUIAIOJBHBIX CYUIECTBUTEIBHBIX B
npetoxnom najexe ("O6 ormene...", "O6 oprauuzanuu...", "O cocTosgHUU...").

3aroJ0BOK revyataercs yepes | MEeKCTPOUHbIH MHTEpBaJl, TOUKA B KOHIIE HEI'O HE CTABHTCS.

2.1.13. PexBuszutr "Tekcr mgoKyMeHTa" OTpa)aeT OCHOBHOE CMBICIIOBOE COJAEpKaHUE
JIOKYMEHTA.

Texer AOKyMeHTa AOJIPKEH OBITE KpaTKHM H O6OCHOBaH][l>[M, 06ecnelmnammnM TOYUHOEC U
0JIHO3HAYHOE BOCIIPUSITHE U3JI0)KEHHOH B HeM uH(pOpMaIuu.

Teker OKyMEHTa MOKET COCTOSITb M3 BBOJHOM uactu, cojepxkalled oOOCHOBaHMS,
IPUYMHBI U 11€JIM COCTABJICHUS JIOKYMEHTA, U OCHOBHOM, M3Jlaratoliedl BbIBO/Ibl, MPETOKEHUS,
pPEKOMEHJAIUU, IPOCHOBI U PELIEHMUSL.

CMBICIIOBBIC YACTH TEKCTA JIOKYMEHTA pas3zelsitoTes ab3aamiu.

[lepas cTtpoka ab3ana (kpacHasi CTpOKa) HaYMHAETCSl HA paccTOSIHUM 1,25 cM oT JieBoi
I'PAHHUILIBI TEKCTOBOT'O MOJIS.

TekeT AOKyMeHTa TMeyaTaeTcsi Ha PACCTOSHUM 2 - 3 MEKCTPOYHbIX HHTEPBAJIOB OT
3aroJjI0BKa B YCTAHOBJIEHHBIX I'PAaHHIAX TEKCTOBOIrO noJist uepes 1 (1,5) MexeTpOUHbIH HHTEpBA
(B 3aBHCHUMOCTH OT pazMepa TeKcTa JOKYMEHTA).

TekcTbl IOKYMEHTOB 00JIbIIOr0 00beMa MOI'YT JEIUThCs Ha YacTH, pas/ie/ibl, Mo1pa3/ieibl,
rJIaBbl, CTAThbH, MYHKTHI U MOJNYHKTBI, KOTOpble HyMepyloTcsi apaOckumu Luppamu. Ab3aiibl
BHYTPH ITYHKTOB He Hymepytorcs. [loanyHKThl MOryT HymepoBaTbes apabckumu mudpamu
toukamu (1.1.; 1.2.) WIH CTpouHBIMH OyKBaMH pycckoro ajidaBuTa ¢ 3aKpblBalOLIEH Kpyrio
CcK00OKOii (a)...; 0)...;).

Teker ToKkyMeHTa MOXKET ObITh M3JI0%EH B BUJI€ TaOJIM1bl, aHKEThI UJIM KOMOMHUPOBAHHBIM
CrocoOoM.

2.1.14. PexBuszur "OTMeTKa O HAJIMYHM [PUJIOKEHUs'" pacmosaraerest IOJ TEKCTOM
JIOKYMEHTa Ha PacCTOSHUHU | - 2 MEKCTPOUHBIX MHTEPBAJIOB.

Cnoso "llpunoxenue" mnedyaTaeTcst ¢ KpacHOM CTpPOKM Oe3 KaBbluek. Ecin npusoxenue
HA3BAHO B TEKCTE, TO CTABUTCH JIBOETOYHE, IPOCTABISETCS KOJUYECTBO JIMCTOB U KOJIUYECTBO
sK3eMIUIsipoB. Hanpumep:

[Tpunoskenue: Ha 3 1. B 1 9K3.

c
i



Eciu JOKYyMEHT HUMeeT NpUIIOKEHHe, KOTOpOoe HE Ha3BaHO B TEKCTE, MPUBOJMUTCS €ro
HaMMEHOBAaHHE C YKa3aHMEM KOJIMYeCTBA JUCTOB M HK3eMIUIAPOB. [Ipu HaIMUMK HECKOJIBKMX
MPUIOKEHUH OHM HyMepytoTcs apabckumu udpamu. Hanpumep:

[Ipunoxenus:

1. ITucemo denepanbuoit HastoroBo ciyxOb1 oT 12.09.2006 N 1135/12-04 Ha 6 ;1. B 1 9K3.

2. ITucemo  Ympasneuust PenepanpHoit HaoroBoit ciyx0bl 1o MpkyTckoii obiacti oT
29.09.2006 N 423-4-11 na 3 5. B 1 2K3.

2.1.15. PexBusut "lloanuch" BKIOYaeT B ceOS HAMMEHOBAHHME JIODKHOCTH JIMLIA,
[OJMUCABUIErO JOKYMEHT, €ro JIMYHYI0 IOJAIUCh, pacuupoBKY MOJNMCH (MHHLMAIIDL,
damunust). Ecmu nokymeHT odopmieH Ha OJlaHKe JOJDKHOCTHOIO JIMLA, TO HAaUMEHOBAHHE
JOJDKHOCTH HE YKa3bIBACTCH.

Pexsusut "Iloanuce" pacrosnaraercst 110Jl TEKCTOM [JOKYMEHTa WM II0J OTMETKOH O
HAJTHYHH TPUJIOKEHUS HAa PACCTOSHUH 2 - 3 MEKCTPOYHBIX HHTEPBAJIOB.

HauMeHOBaHHE JIOJDKHOCTH II€4aTaeTcs OT JIEBOM I'PAaHHUIbI TEKCTOBOIO 110 uepes |
MEKCTPOYHBIM HHTEPBaJI, [IPH ATOM JUTHMHA CTPOKHM HE JI0JKHA NIPEBILIATH 8 CM.

PacmindpoBka IOJIIMCH PACIIONAraeTCsl Ha YPOBHE MOCJIEAHEH CTPOKH HAUMEHOBAHHS
JIOJKHOCTH y NIPABOM IpaHMI(bl TEKCTOBOIO M0Jst. Mexly MHULMATaMu U paMUIIMEH CTaBUTCS
npooeit.

B JIOKyMEHTaxX, COCTaBJICHHBIX KOMMCCHEH, yKa3bplBalOT HE  JIOJUKHOCTH  JIHIL,
MO/IIUCHIBAIOIIUX JIOKYMEHT, a UX OOSI3aHHOCTH B COCTaBe KOMHCCHHM B COOTBETCTBMM C HMX
pacnipenenenueM. Hanpumep:

[Ipencenarenb KOMUCCHH JInunas moanuch  Muunmansl, GpaMunus
YneHbl KOMUCCUU: JInunas noanuce Wuunuassel, haMunus
JluuHas noanuch Muunuanel, haMuims

He nomyckaercst MojrnucaHue JOKYMEHTa, Ha KOTOpPOM O0OO3HAueHa IOJIHCh OJHOIO0
JIOJDKHOCTHOTO JIMIA, JAPYTHMM JOJDKHOCTHBIM JIMIIOM C IpeioroM "3a", HaJlMChIO OT pPYKH
"3aM." WK KOCOU uepToil nepesl HAMMEHOBAaHUEM JIOJKHOCTH MOAIUCHIBAIOLIETO.

2.1.16. PexBusur "I'pud cormacoBanusi JlokyMeHTa" BbIpakaeT CoOIJlaCME oOpraia
yIpaBJICHUS] WM OpraHW3allii, MHTEPEChl KOTOPLIX 3aTParuBacT JOKYMEHT, C COJIEpKaHUEM
JIOKYMEHTa - BHellHee corjiacoBanue. PexBusur cocroutr u3 ciosa "COI'JIACOBAHO"
(mumercst Oe3 KaBblYeK), HAUMEHOBAHMS JODKHOCTH JIMIA, € KOTOPBIM COIJIaCOBBIBAETCS
JIOKYMEHT, €ro JIMYHOW MOJNUCH, paclU(pOBKM MOJNUCH (MHULHKATIBL, (GamMuiIus) W JaThl
corsacoBanus. Pacrnionaraercsi rpu¢ coriaacoBaHusl JOKYMEHTA B HMIKHEM YIUIy JIOKYMEHTa I10]1
pexBuzutoM "lloanuce", HIeHTpUpYyeETCs 10 CaMOH JUIMHHOW CTPOKE, IONYCKAEeTCs BbIpABHUBAHUE
1o jgeBoMy Kparo. Hanpumep:

COI'JTACOBAHO ;
Havanpnuk JlenapramenTa OropKeTa H GHHAHCOB
WMuunuansl, pamununs

(MU4YHAas TOAMUCDH)
" " 20

Ecnu cornacoBanue OCYIIECTBISIOT [MUCHbMOM, IPOTOKOJIOM WM HUHBIM JOKYMEHTOM, TO
rpu¢ coriacoBaHus JJOKyMeHTa ohopMIIsieTcs 1o clie/ytoliei popme:

COI'JTACOBAHO

[Tucemo Ynpasienus
deepanbHOM HATOrOBOH CI1yKOBI
o MpkyTtckoi obsactu

or" " 20 N

Ecim okymeHT umeeT JiBa rpuda corjiacoBanus, TO OHM PacroiaraloTcst ropu30HTaIbHO




Ha OJIHOM YypOBHE, IpH OOJbIIEM KOJIMYECTBE - pa3MEeLIaloTCsl JIBYMsI BEpPTHKAILHBIMU
CTOJIOIAMH.

['pud cormacoBaHus JOKyMEHTa MOMKET pacrojaratbCs Ha  OTJ/ICJILHOM  JIMCTE
COIJIaCOBAHMS, €CIH COJAEpIKaHUE JIOKYMEHTA 3aTparuBaeT HHTEPEChl HECKOJILKUX OpraHM3almii.
Ha noxymenre nenaetcst ormerka: "Jlucr cornacoanus npuiiaraercs'.

2.1.17. PexBusut "Bu3bl coriacoBanus JOKyMeHTa" yKa3bIBaeT HA COrJlacHe HUJTH
HECOorJlacHe JIOJDKHOCTHOTO JIMLA C COACPHKAHUEM JIOKYMEHTA - BHYTPEHHEE COIIaCOBAHUE,

[Topsiiox oopMIIeHHS JAHHOTO PEKBU3MTA M3JIOKEH B moapaszenax 3.2 u 3.3 pasjena 3
Hactosied MHeTpyKuuu.

2.1.18. Pexusur '"llewarnp" mpocTaBiseTcsi Ha JIOKYMEHTax, TpeOyIolux 0codoro
YJIOCTOBEPEHHUSI UX TIOUIMHHOCTH.

OTTHCK IeYyaTH CJIEAYET MPOCTaB/IsATh TaKUM 00pazoMm, 4ToObl OH OCTaBlislil CBOOOHON
IOJITHCH JIOJPKHOCTHOTO JIUILA, TOANMUCABIIETO JIOKYMEHT.

Ha (uHAHCOBOM [OKyMEHTE [1€4aTh IPOCTABISETCS HA CHEHUAILHO OTBEJCHHOM MeECTe
(cumBoa "MIT"). OTTHCK POCTABISEMOM 11eYaTH JIOJHKEH OBITH XOPOIIO YHUTAEMBIM.

2.1.19. PexBusur "OtMmeTka 00 ucnosiHurese" BKIOUaeT B ceOsi MHUIMAIBI U (DAMHIIHIO
MCITOJIHMTEIST IOKYMEHTa, HOMEp ero TesieoHa.

OtMeTka 00 HMCIIOJHHUTEIE IeYaTaeTesi Ha JIMIEBOH WM 00OPOTHOM CTOPOHE MOCJIEIHEro
JINCTA JIOKYMEHTA B HUJKHEM YIJIy OT JI€BOM IPaHHIlbl TEKCTOBOTO 1oJist pasmepom tpudra N 10.
Harnpumep:

N.W. MBanoB
38-33-11
JlonyckaeTcst UMst 1 OTUECTBO UCIIOJIHUTEIIS YKa3bIBaTh IIOJHOCTHIO.

2.1.20. PexBusut "OTMeTKa O 3aBEPeHMM KOMUHU" MPOCTABISAETCS HA KONMUHU JOKYMEHTAa,
MOJHOCTBIO BOCIIPOU3BOSIIEH MHPOpPMALMIO IOAJIMHHOIO JOKYMEHTa M BCE €ro BHELIHHE
NPU3HAKH UM YaCTh UX.

OTmerka O 3aBepeHMHM KOIMM BKJIOYAeT B cels 3aBepuUTebHYIO Hajluch: "BepHo"
(nuwercst 0e3 KaBbIYEK), HAMMEHOBAHUE JIOJDKHOCTHU JIMLA, 3aBEPUBLIEIO KOIIMIO, €0 JIMYHYIO
[OJNUCH, UHUIMABL, (paMuiuio, aary 3apepenus. Hampumep:

Bepno

HayanbHuk MUHAHCOBOrO yrpaBieHus
agMUHUCTpaluid KnpeHCKOro MyHHIIMIIAIBHOTO paiioHa
MpkyTckoit obnactu

JInunas noanuce Wuunmansl, pamuinms

07.06.2006

OTMeTKa O 3aBEepeHHHM KOIMHM JIOKYMEHTa pacrosaraercs Huxke pekBusuta "[lojanucs" u
YJIOCTOBEPSIETCSI OTTUCKOM I1€YaTH.

2.1.21. PexBuzut "OTMmeTka 00 HCIOJIHEHWH JTOKYMEHTA W HaIlpaBJeHHH €ro B Jeso"
BKJIIOUYaeT B cedst cioBa "B zneno”, cchbulKy Ha J1aTy U HOMEpP JOKYMEHTa, CBUJIETE/ILCTBYIOLIEIO
00 MCIOJIHEHUH, UM TIPU OTCYTCTBMM TAKOI'O JOKYMEHTa - KpaTKUe CBEACHUsI 00 MCIIOJIHEHUH,
JIMYHYIO TIOJIITUCH UCIIOJIHUTES, paciundpoBKy noanucu, aary. Hanpumep:

B nemno
HUcrnonHeHo mucbMoM
or" " 2006 N

Wuunuanel, pamuius

(JTM4YHAas TOIIMCH)
" " 7006
OTMeTKa 00 UCIIOJIHEHWH JOKYMEHTAa W HAIPABJICHHUH €ro B JIEJO pacroiaracTesi B IpaBoM
HIYKHEM YIJ1y JIMIEBOW CTOPOHBI [IEPBOro JIMCTA JIOKYMEHTA Ha CBOOOIHOM OT TEKCTa MeCTe.
[Ipy HEOOXOMMMOCTH OTMETKA 00 HMCIOJHEHMM JIOKYyMEHTa MOXKeT ObITh O(opmieHa Ha



00OPOTHO# CTOPOHE 11EPBOTO JUCTA JOKYMEHTA.

2.1.22. PexBusur "OTMerka O [OCTYIJICHUH JIOKYMEHTA" COJEPKUT OUEPeIHOU
MOPS/KOBBIM HOMEp M JaTy IIOCTYIICHHSI JOKYMEHTa (IIpM HEOOXOAMMOCTH - Bpems
nocTyrienus ). Jlonyckaerest mpocTaB/IsiTh OTMETKY O MOCTYIUIEHHH JOKYMEHTa B BU/IE LITAMIIa.

2.2. TpeGoBaHusi K UCIOIB30BAHUIO OJIAHKOB

2.2.1. Jloxymentsl B @HUHAHCOBOM YIpaBieHUH O0OPMIISIOTCS, KaK IIpaBH/Io, Ha OJlaHKax
YCTAHOBIIEHHON (DOPMBI, UMEIOIIUX 00SI3aTeNIbHBIA COCTAB PEKBU3UTOB M CTAOUIIbHBIN 110PS/IO0K
UX pacIOJIOKEHHS.

2.2.2. biaHky 1OKyMEHTOB H3roTaBiuBatoTcs Ha Oymare popmaro A4 (210 x 297 mm) u
AS (148 x 210 mMm).

BiaHku 0KYMEHTOB JOJDKHBI UMETh I10JI HE MEHEe:

20 MM - J1eBog;

10 MM - npaBsoe;

20 MM - BepxHee;

20 MM - HUXKHEE.

VeTaHapIMBaKOTCs JIBa BapHaHTa PACIOIOKEHHsI PEKBU3UTOB Ha OJlaHKaxX - YIJIOBOW U
POJI0BHBIN.

2.2.3. B ®uHAHCOBOM YIPABICHUH IPUMEHSIIOTCS CIIEAYIOIUE OJIaHKK:

-6naHK 1paBoBOro akrta MUHAHCOBOTO YIpaBiIeHUS aAMHHUcTpauuu KupeHCcKoro
MYHHUIMIIAILHOTO paifona MpkyTckoi obiacTu;,

-nmicbM0  DUHAHCOBOTO YyIIpaBjieHHs aJIMUHUCTpalud KHpPEHCKOTO MYHHIMIAIBHOIO
paitona Mpkyrckoit obnactu.

2.2.4. bnank nuchMa BKIIIOYaeT cliejiyiomue pekBu3uThl: "HanmenoBanue" ®PunancoBoe
yIpaBjieHusl @/ MUHUCTpauul KupeHckoro MyHHIMIAIbHOIO paioHa Mpkytckoii obnactw,
"CrpaBo4Hble JlaHHbIE", BKJIIOYAIOLME ITOYTOBBIA ajpec, ajpec SJeKTPOHHOH nouthl, WEB-
CTpaHHuILbl (IpH HAJIMYKHK), HOMepa Testedona u daxca, "Jlara njokymenTa", "Perucrpannonneiii
HoMep JokymenTa'", "CcbUlKa Ha perucTpalluoOHHbIM HoMep U JaTy JOKyMeHTa'.

2.2.5. buiank rnpaBoBOro axrta BkIouaeT pexkBH3HTHI: "Haumenosanue'" ®dunancoroe
yrnpaBieHusi ajMuHucTpanuu Kupenckoro MyHuuunaibHoro paiiona HWpkyrckoi obsactu,
"HaumenoBanue Bujaa jgokymenra", "Jlata jpokymenta" wu  "PerucrpanMoHHbIH HOMED
JTOKyMeHTa".

2.2.6. ®opMbl ONAHKOB IMCEM M IPABOBBIX AKTOB YTBEP)KJIAIOTCS IPABOBLIM aKTOM
OUHAHCOBOIO YIPaBICHHUS.

2.2.7. PexBu3uThl Ha OIaHKaX MUCEM U IIPABOBBIX aKTaX UMEIOT YepPHBIH IIBET.

Pa3peliaercss caMOCTOSITEIbHOE HM3TrOTOBJIEHHE OJAHKOB IMCEM M IMPABOBBIX AKTOB, Ha
KOMITBIOTEPAX ¥ KOIUPOBATIBHO-MHOXKUTEIbHBIX alaparax.

2.2.8. bilaHKu UCEM U MPABOBBIX AKTOB IMOJJIEKAT YUETY U XPAHEHHUIO Y OTBETCTBECHHOIO
0 JIeJIONPOU3B0ICTBY (DHUHAHCOBOIO YIpaBJICHHUS.

2.3. Ucnonp3oBanue reyarei U 1raMIiioB

2.3.1. Jlns yJIOCTOBEpEHHMsI MOJIMHHOCTH JOKYMEHTOB HWJIM COOTBETCTBHSI KOIMWH
JIOKYMEHTOB MX IO/UIMHHUKAM HCIOJIL3YIOTCS IIeYaTH.

2.3.2. Jlug mnpocTaBiAeHHS OTMETOK O TIIOJYYEHHH, PErMCTPalldd, IPOXOKJICHUU U
UCIIOJIHEHWH  JIOKYMEHTOB, JPYI'MX OTMETOK CIIPABOYHOIO  XapakTepa IMpPUMEHSIOTCS
COOTBETCTBYIOLIME MACTUYHbBIE (PE3UHOBBIC) IITAMIIBL.

2.3.3. duHaHCOBOE yIPABICHUE HMMECT [eUYaTh, COACPKALILYIO TOJTHOE HAMMEHOBAHHE

2.3.4. lleuarr @DWHAHCOBOIO YIpaBJIICHUS MPOCTABISACTCS Ha IOANUCH HavalbHUKA
@DUHAHCOBOTO YIpaBJICHUS. W JIPYTHX JOJDKHOCTHBIX JIMLL, YIIOJHOMOYEHHBIX Ha4yalbHHKOM
DUHAHCOBOTO YIIPABICHUS HA MOANUCAHUE COOTBETCTBYIOLIUX JIOKYMEHTOB.

2.3.6. Jlnsg KaapoBBIX JOKYMEHTOB pabOTHMKOB (DHHAHCOBOIO yNpaBiIeHHs MCIOJIL3YCTCH



neyaTb GUHAHCOBOTO YIIPaBJICHMUSI.

2.3.7. lleuatr ®DUHAHCOBOTO YIpPABJICHUS XpaHUTCS VY HavyaJlbHUKA OHUHAHCOBOTO
yIIpaBJICHHUSL.

2.3.8. M3roToBiieHue nevyaru v mraMnoB /s GUHAHCOBOTO yIIpaBJICHUs IIPOU3BOJAUTCS Ha
OCHOBAHHMH MOpYUYEHUS HavabHUKka DUHAHCOBOTO yIpaBICHHUS.

2.3.9. U3rotoBiieHHbIE TIeYaTh M IITAMIIBI YUHUTBIBAIOTCS B JKypHaje ydera Iedyared H
wramnoB GUHAHCOBOTO YIIpaBJICHHUS U BBLAAIOTCS pa0OTHUKAM 10/ PACITHCKY.

2.3.10. Tleyars ¥ TaMIbl JOKHBI XPAHUTHCS B HECTOPAEMbIX METAJJIMYECKHX LIKadax
Wi ceiax.

2.3.11. Ilpumeaiue B HEroJHOCTh I€YaTh M LITAMIIBI YHHUTOKAIOTCS B YCTAHOBJICHHOM
HOPsIJIKE, O YeM B JKypHaJle ydera redaTed ¥ IITamIloB JIeJIAl0TCs COOTBCTCTBYIOIINE OTMETKH.

2.4. OcobeHHOCTH PabOThI € HIEKTPOHHBIMU JOKYMEHTAMH
B duHaHcoBOro ynpapieHusi KupeHckoro MyHHLIHIAILHOTO
paiiona Wpkyrckoit o0sacTu

2.4.1. DIeKTpOHHbIE JIOKYMEHTBI CO3JatoTcsi, 0O0padaThIBAlOTCS M XPAHATCS B CHCTEME
3JIEKTPOHHOI'O JIOKYMEHTO000pOTa .

2.4.2. HeorpemieMOW YacTbiO DJIEKTPOHHOI'O JIOKYMEHTAa B CHCTEME DJIEKTPOHHOIO
JIOKYMEHTOOOO0pOTa ABISICTCS €ro JEKTPOHHAS KapToyKa.

2.4.3. DIeKTpOHHBIE  JIOKYMEHTbl  OQOPMISIFOTCS B CHCTEME  3JIEKTPOHHOIO
JOKYMEHTOOOOPOTa Ha SJICKTPOHHBIX OJIaHKAX yCTAHOBIEHHOW (OPMBI, pa3sMEUICHHBLIX B
CHCTEME HJIEKTPOHHOIO JAOKYMEHTOOOOPOTa M BOCHPOM3BOJSIIMX BCE PEKBU3MTHI OJAHKOB
COOTBETCTBYIOIIMX BHJIOB JJOKYMEHTOB.

2.4.4. TpeboBanust K O(GOPMICHHUIO SJEKTPOHHBIX JIOKYMEHTOB COOTBETCTBYIOT
TpeOOBaHUSIM, TPEIBIBISIEMbIM K O(QOPMICHHIO COOTBETCTBYIOLIUX JIOKYMEHTOB Ha OYMaKHOM
HOCHTEJIe, 3a UCKIIOYeHHEM O(OpMIICHUSI PEKBU3UTOB "Peructpannonnbii Homep JokymenTa',
"Jlara jnoxymenra", "Pesomonus”, "Otmerka o xourposie", "lloanuce", "Busbl coriacoBanus
qokymenTa", "OTmeTka 00 HCIOJHEHHH JOKYMEHTa M HAIlpaBJICHHH €ro B Jes10", KOTOpble
BHOCHATCS B DJICKTPOHHYIO KapTO4YKY JOKYMEHTA B CUCTEME BJICKTPOHHOI'O IIOKyMeHTOOGOpO'I‘a B
HOpsI/IKE, YCTAHOBICHHOM pasJjiesioM S Hactosied MHcTpyKuuu.

3. OdopmieHHe POEKTOB MPUKA30B HadaibHUKa DUHAHCOBOIO YIIpaBICHHUS
aaMuHKUCcTpanu KrupeHckoro MyHUIMNAIBHOTO
paiiona Mpkyrckoii obnactu

3.1. [lpuka3s - npaBoBO# aKT, W3/1aBaeMblif Ha4aIbHUKOM DUHAHCOBOTO YIIPABICHHUS

M0 KaJpOBBIM U JPYTUM BOIpOCaM BHYTpPEHHEH paboThI.
[IpoekThl mnpUKa30B TOTOBATCS Ha OCHOBAHMM TOpYYeHHUH HavaibHHKa @OHUHAHCOBOrO
YIPABJICHUsI, €ro 3aMecTUTelss JIMOO B WHUUMATHBHOM mopsiike. [IpoekTsl IpukazoB 10
KaJIpOBbIM BOIIpOCAM T'OTOBHUT CHELHMATUCT, OTBETCTBEHHBIM 3a BeJeHHE KaJpoBOM paboThbl Ha
OCHOBAHUM COOTBETCTBYIOLMX IPE/ICTABICHUH.

OOGecrieyenre KayecTBEHHOW ITOATOTOBKM IIPOEKTOB MPHUKA30B W HX COIJIACOBAHHE C
3aMHTEPECOBAHHBIMU CTOPOHAMH BO3JIararoTCs Ha UCIIOJIHUTEIIS.

Obecrieyenue MpaBUILHOCTH OQOPMIICHUS IIPOEKTOB MPUKA30B SIBJISETCS 00s3aHHOCTBIO
CIICLIMAJIMCTA, OTBETCTBEHHOIO 3a JACJIOTPOU3BO/ICTRO.

3.2. 1llpoexThl TpPUKA30B W MPUIOKEHHUS K HHUM BU3UPYIOTCS HCIIOJHUTEIEM H
CMIEHUAITMCTOM, OTBETCTBEHHBIM 3a JISJIOIIPOU3BOJICTBO.

3.3. IlpoeKThl IPUKA30B NeyaTaroTCs Ha OslaHKax ycTaHOBJIEHHOW (opmbl. JlaTol npukasa
ABJIeTCs jlata ero noanucu. @opma OaHka yTBepkKAaeTCs IPUKA30M HadaJIbHHUKA.

3.4. TloanucaHHble Ha4yaJbHUKOM  KONMM TPUKA30B HANPABIAIOTCSA ajapecaram B
COOTBETCTBMM C yKa3arejeM pacChbUIKH, KOTOPBIH  COCTaBISAETCA M IOJIMHCHIBACTCS



ucrioniHuTeeM. Kornus o0s3aTe/ibHO HAIPaBIIsSIeTCs TAKKE UCIIOJHUTEIIO.
3.5. [Ipuka3 umeer cleayroue pEKBU3UThI:

- "Haumenosanue GuHAHCOBOrO ynpasieHus";

- "HauMeHOBaHHe BUJIA IOKyMeHTa"

- "Jlata qokymenra'";

- "PerucTpaiMOHHbIA HOMEp JOKyMeHTa";

- "[loanuce".

3aroJI0BOK JIOJDKEH KPaTKO W TOYHO OTPa)karh COJEPIKaHHE TEKCTa IMpHKasa, OTBEYATh Ha
Borpoc "O kom? O uem?". Touka B KOHIIE 3arojiOBKa HE CTaBUTCs. 3aroJOBOK, COCTOSIIMI U3
JBYX U GOJee CTPOK, MedaTaeTcst OT JEBOi IPAHHIIBI TEKCTOBOIO MO MOy KHPHBIM IPUDTOM
uepe3 | MEKCTPOUHbIH HHTEPBAJI, HATPUMED:

O KOMaHIMpOBaHUH
1.U. NBanoBa

TekcT OT/IeseTCsl OT 3arojoBKa 2 - 3 MEXKCTPOUHBLIMH MHTEPBAIAMHU, reyaraeTcs depes |
MEKCTPOYHBIM WHTEPBAT M BBIPABHUBAETCSA IO JICBOH M MPABON I'paHHLAM TEKCTOBOTO MOJI.
[leppast cTpoka ab3ania HAYMHAETCS HA PAcCTOsHUM 1,25 CM OT JIeBOH
IPaHHUIbl TEKCTOBOIO MOJIS.

TexcT mnpuKasa MOXKET COCTOSTH M3  InpeamOysibl  (BCTYNHMTEC/IBHOM — 4acTH) H
pacropsINTE/IbHON YaCTH.

B npeamOysie KpaTko H3Jaralorcss Heiu U 3a1add, (aktbl ¥ COOBITHS, MOCITYXHBIIHC
OCHOBAaHMEM JUISl W31aHMs npukaza. OHa MOXeT HauumHaThest ciaoBamu "B uensax", "B
coorBercTBUH", "BO HcmosiHenue" u T.A. Ecium npukaz u3jaeTcs Ha OCHOBAHHU JIPYroro
JOKyMEeHTa, TO B mpeamOyje (BCTYIMTEIbHOH YacTH) YKa3blBAaIOTCS HAWMEHOBAHHE HTOIO
JOKYMEHTa, €ro jiarta, HOMep U 3arojoBOK.

[IpeamOysia B poeKTax npukazoB odsizaresbHO 3aBepiaercst ciosoM "IIPUKA3BIBAIO",
KOTOpPOE MeyaraeTcs OT JI€BOH rpaHHUIIbl TEKCTOBOTO MOJIS.

PacniopsauresibHas 4acThb JIOJDKHA COJEpXkKATh MEPEeUUCICHUE TIPEANNChIBACMBIX JECHCTBHH
C yKazaHHeM MCIIOJHHUTENSI KaXJI0ro AeHCTBUs U CPOKOB MCIOJIHEHUS. PacropsiiuTesbHas yacThb
MOYXKET JEIUTbCsS Ha IIYHKTbl M TOAIYHKTBI, KOTOpBIE HYMEpYyIOTCS apaOCKUMH LH(paMH.
HCFICTBI/ISI OJIHOPOJHOI'O XapaKTepa MOryT ObITH IepeyuciiecHbl B OJJHOM ITYHKTC. B kauecrne
MCITOJIHUTENIeH yKa3bIBAIOTCS KOHKpETHBIE Jnia. [locieqHuil yHKT pacrops/IMTeIbHON 4acTH
MOXET COJep)KaTh CBEJEHMs O JIMIE, HAa KOTOPOE BO3JaraerTcsi KOHTPOJIbL 3a HMCIOJTHEHHEM
[pUKasa.

PexBusutr "lloanuce" cOCTOUT M3 HAUMEHOBAHMS JIOJDKHOCTH JIMIIA, €r0 HWHHUIMAIOB U
daMuIIuH.

[Ipukasbl noAnuceBaeT HayalbHUK OUHAHCOBOIO YIPABIICHMUS, & B €I0 OTCYTCTBHE - JIUIIO,
ero 3aMeliaoliee.

Jluma, 10 CBeJEHUSI KOTOPBIX JTOBOAMTCS MMpPHKA3, YKa3bIBAIOTCS B PACCBLIKE, KOTOPYIO
MCIIOJIHUTEIb TOTOBUT BMECTE C [IPOEKTOM IPHKa3a.

4. OCOBEHHOCTU O®OPMIJIEHMS OTAEJIBHBIX BUJIOB TOKYMEHTOB

4.1. OdopmiieHHe POTOKOJIOB 3ace/IlaHHi, COBEIIaHU
U JIPYTUX MEPOIpPUITUHH

4.1.1. PemeHusi, NpUHSATbIE Ha 3aCEJlAHMSIX, COBELIAHUSAX W JPYIHX MEPOIPUSITUSIX,
NPOBOAUMBIX DUHAHCOBBIM yIIpaBiIeHUEM, O)OPMIISIOTCS TPOTOKOJIOM.

4.1.2. ITlporoxkos uMeeT cleayromye pekBU3UTHL: "HauMmeHoBaHue BHj1a JOKymeHTta',
"3arosoBok", "Jlara rokymenTa", "lToanuce".

HawnvenoBanue Buaa qokymenTa - ¢ioBo "[IPOTOKOJI" neuataercs Ha paccTosHuu 4,5 ¢M
OT TPaHMIIbI BEPXHETO IOJIs [POIMMCHBIMU OYyKBAMM B Pas3psi/IKy, MOIYKMPHBIM IIPUGTOM 1
BbIPDABHUBAETCS 110 LIEHTPY.



B 3arojioBke, Kak MpaBUJIO, YKa3blBACTCsi HAMMEHOBAHUE MEPONPUSTHS. 3arosoBOK
oTJIeISIeTCs  OT  MPEeAbIAYIIEro peKBU3UTa 2 MEKCTPOUHBIMH  HHTEPBAJAMH, I€4aTaeTcs
CTPOUHBIMH OyKBaMu.

Jlata npoTOKOJIA IEYaTacTcsi CIOBECHO-LM(POBBIM CHOCOOOM OT IpaBOM TpaHMIlbI
TEKCTOBOTO TOJIsi Ha PACCTOSIHMM 2 MEXKCTPOUHBIX HHTEPBAJIOB OT MPEIbIAYIIErO PEKBU3MTA,
oTJiesseTes OT Hero jJuHuer. Jlaroi mpoTokosia SBJIsSeTCs JaTa 3ace/laHusl.

4.1.3. TekcT nMpOTOKOJIA COCTOUT M3 IBYX 4acTel: BBOJHOH U OCHOBHOM. BO BBOIHOM HacTH
YKa3bIBAIOTCS  WHHUIMAIBl M (Qamumius  npeiaceparess  (Ipejce/are/bCTBYIOIEr0),
NPUCYTCTBYIOIIMX HA 3aceaHuu; 1oBecTKa AHs. Kak bl yHKT HymepyeTcs apabekol uudpoii
u orseudaeT Ha Boripoc "O kom? O yem?".

OcHOBHAs 4acTh MPOTOKOJA COCTOUT M3 Pa3/IesioB, COOTBETCTBYIOIIUX ITYHKTaM IIOBECTKH
JHs. TexceT kaxJioro pasjaeiia CTpOUTCS IO CXeMe:

CJIYIIAJIU - BBICTYIIWJIA - PEILIWJIN

(meyaTaroTcs MPOMMCHBIMU OYKBAMHU OT JIEBOM I'PAHMIIbl TEKCTOBOTO TOJIsH).

Pelenne B TEKCTOBOM 4acTH IPOTOKOJIA [€YATACTCs IOJHOCTBIO, NMPH HEOOXOIAMMOCTH
IPUBOIATCS JaHHBIe 00 UTOrax rojJOCOBaHUS.

4.1.4. TIpoTOKOJIBI COBELIAHMI TOAMUCHIBAIOTCS Mpe/ceaTe/IeM (IIPEICe/1aTe/IbCTBYIONINM)
M cCeKpeTapeM 3ace/laHusl.

Pexpusut "lloanuce" orjeiisercs OT TEKCTOBOM YacTH 3 MEKCTPOUYHBIMH HHTEPBAJIAMH H
sraouaer cioBo  "lpeacenarens"  ("llpencenarenscTByromui"), €ro JIMUHYIO MOJIMKCH,
MHULMAIIBI U (paMUITHIO.

Ha mporoxosie, comepxaiiem ciyxkeOHY0 HHGOPMAIMIO OTPaHUUYEHHOrO JOCTYIa, B
IPaBOM BEPXHEM YIJIy MEPBOr0 JIMCTa MPOTOKOJA MpocTaBisercss otMeTka "Jlis ciayxxkeOHOro
110JIb30BaHUs" .

4.1.5. Konuu npoTOKOJIOB, BBINTUCKU U3 HUX 3aBEPSIIOTCS T10JUTUCHIO JIUIA, COCTABIISIIOLIETO
POTOKOJT.

Ha xomusix npoTOKOJIOB, BBIIMCKaX W3 HHUX YKa3blBAIOTCS MHULIMAIbI U (DaMHIUMU JIUIL,
KOTOPBIM OHH HaIIPaBJISIOTCS.

[Tocae oTnpaBku KONHMH TIPOTOKOJIOB, BBIINUCOK M3 HHX ajpecaraMm IOJJIHHHUKH
IPOTOKOJIOB ¢ OTMCTKAMH O 1aTc OTIHpaBKH HX KOIHH H BBITHCOK U3 HHUX oA BarOTCA B /1Cj1A.

4.2. JIomKHOCTHAST HHCTPYKIIHSE

4.2.1. JlojoKHOCTHAsE MHCTPYKUMs pErJaMEeHTUPYET (YHKIUH, MpaBa, 00g3aHHOCTH,
OTBETCTBEHHOCTh PabOTHHKA DUHAHCOBOTO YIIPABJICHHUS.

JIoIDKHOCTHAsE  MHCTPYKIMSI  BKJIOYAET — CJICAYIOIIMEC OCHOBHBIE — paszjiesbl:  obliue
I10JIOYKEHHS, JOJKHOCTHBIE 00513aHHOCTH, 11paBa, OTBETCTBECHHOCTD.

JIOIUKHOCTHBIE  MHCTPYKIMH PabOTHHKOB (DHHAHCOBOIO YHPABICHHSI  YTBEPKIAIOTCH
HA4YaJIbHUKOM.

4.2.2. Teker NOKHOCTHOH HHCTPYKIIMH HOCHT XapakTep YKa3aHWM, COJMEPIKUT UeTKHUe
(GopMyIHPOBKH ¢ pacloOpsANTEILHBIME CI0BaMH: "10/DKeH", "uMeeT mpaso”, "He gomyckaercs”,
"sanpemaercsa” ¥ T.J1. TEKCT u31araercs OT TPETHEro JIMLA Wik B Oe3JIM4HON Gopme.

JlaToii BBeJIeHUS] MHCTPYKIIMU B JEHCTBUE SIBIISETCS JlaTa €€ YTBEPIXK/IEHHUS (€C/IH B TEKCTE
HE yKaszaHa Jpyras jara).

4.2.3. Kaxapiit paboTHUK JIOJDKEH OBbITh O3HAKOMJIEH CO CBOEH JIOJJKHOCTHOM
MHCTPYKUHUEH, 1P 5TOM Ha Hel cTaBUTCA oTMeTka "O3HakomuieH", €ro MHHUIMAJIbI, (haMuIusl,
IOJUTHCH U JIaTa O3HAKOMJICHUSI.

4.3. CnyxeOHble THCbMa
4.3.1. Tlo comepxaHHIO M Ha3HAUEHUIO I[MCbMA KaK BHJ JIOKYMEHTOB MOTYT ObITh

MHCTPYKTHBHBIMM  (JUPEKTUBHBIMH), TapaHTUHHBIMH, HHPOPMALMOHHBIMHU, PEKJIAMHBIMH,
KOMMEPYECKHUMHU, MTMCbMaMHU-3al1pOcaMy, MMCbMaMHU-H3BELICHUAMH, IHCEMAMH-OTBETAMH U JIP.



4.3.2. Ilucema oopmiisitoTes Ha OJ1aHKax yCTAaHOBJICHHBIX (GOPM.

PexBusut "Ajpecar” pacrojlaraercsi B IpaBOM BEPXHEM YIUIy IEPBOIO JIMCTA JIOKYMEHTA.
Kak npaBujio, OH COCTOUT W3 HECKOJILKUX CTPOK, IedaTaeTcst yepes 1 MeKCTpOuHbIi HHTEpBall,
JUIMHA CTPOKH He JI0JDKHA IpeBblaTh 8 cM. Jlomyckaercss BbIpaBHUBAHUE CTPOK PEKBU3UTA 110
JIEBOM I'PAHHULIE TEKCTOBOI'O OJISI WM LIEHTPUPOBAHUE 1O CAMOM JIJTMHHOM CTPOKE.

Jlonyckaercsl reyaraHue JAHHOIO PEKBU3UTA [OJYKUPHBIM IpUpTOM. OT CIIEayIOLIEro
PEKBH3MTA OT/AE/ISETCs 2 - 3 MEXKCTPOUHBIMH MHTEPBAIAMH.

[Iucema  ajpecyroTcst  OpraHaM — rocyJapCTBEHHOM — BJIACTH, OpraHaMm  MECTHOTO
CaMOYIIpaBJICHUs, OPraHU3aLUSM, JIOJUKHOCTHBIM JIMIAM, IpaXk/[aHaM.

HaumeHoBaHHWe OpPraHoB TOCYJApPCTBCHHOW —BJIACTH, OpraHW3allui  yKa3blBaeTcs B
AMEHHUTEILHOM Tajieke. JIOJDKHOCTh, WMHHLIMAIbl W (paMuiusg Juua, KOTOPOMY a1pecOBaH
JIOKYMEHT, YKa3bIBAIOTCSI B JIaTEJIbHOM HA/IekKe, HAallpuMep:

JlenaprameHT 610/0keTa ¥ (PUHAHCOB
WpkyTrckoit obnactu

HauvanbHuky otzena
WMuunuasnsl, haMuius

le/l aJJpeCOBAHUM  JIOKYMEHTA PpYKOBOJAMTCIIIO OpraHa rocy,uapCTBeHHoﬁ BJIaCTH,
OopraHusallii €ro (ee) HAUMEHOBAHUE BXO/UT B COCTAB HAMMCHOBAHUS JOJIVKHOCTH

ajgpecara M yKasbIBacTCsl B JaTCJIbHOM I1a/1C)KE!

Hauanbuuky /lenapramenra
Oro/pkeTa U hUHAHCOB
UpkyTckoit odsactu

Nuunumanel, Gpamuus

Eciin JIOKYMEHT OTIpaBisieTCsi HECKOJIbKHM OJHOPOAHBIM OpraHam, OpraHu3alusM, TO
creyeT ykasblBarh UX 000011eHHOE Ha3BaHHUE.

[Ipu kosmuecTBe ajpecaroB 0oJjiee YETBIPEX MOKET COCTABJIATHCS CIHUCOK PAaCChUIKH, Ha
KQXKIOM 9K3eMILISIpE JIOKYMEHTa YykKazbiBaeTcs Tosibko oauH ajapec. Cioro "Konus" nepen
azpecaraMy HE yKa3bIBaeTCs.

[loutoBblif ajpec He wHpocraBisieTcsi Ha JIOKYMEHTaxX, HalpaBisieMblX B OpraHbl
rocyapcTBeHHOM Bilactu MpkyTckoit 061acT ¥ APYruM MOCTOSIHHBIM KOPPECIIOHAEHTAM.

CocTtaBHblE  4acTH  IIOYTOBOIO  aJpeca  yKa3bIBAlOTCS B IOCJIEAOBATE/IBHOCTH,
ycTaHoBieHHOW [lpaBuilamMm oxazaHusi yciayr IHOYTOBOM CBsi3M, yTBep)KIeHHbIMU [Ipukazom
Munkomessizu Poccun ot 31.07.2014 N 234.

B coorBerctBuM ¢ ykazaHHbiMu [lpaBuiiamu ycraHaBiMBaeTCsl IMOPSIIOK HalMCaHUs
[IOYTOBOTO aJ/ipeca, BKJIKoYast:

- HAMMEHOBAHUE OpraHu3alMu (IOPHIMYECKOro JIMLA) WIM (paMUIUIO, UMs, OTYECTBO
(¢pu3znyeckoro auna);

- Ha3BaHME YJIMILbI, HOMEP JIoMa, HOMEP KBapTUPBI;

- Ha3BaHME HACEJIEHHOIO NyHKTa (ropo/ia, 1ocelika);

- Ha3BaHHe 00J1acTH, Kpasl, aBTOHOMHOT'0 okpyra (001acTu), pecinyOImKu;
- cTpaHy (JUIst MEXK/IYHAPO/IHBIX IIOYTOBBIX OTIPABICHUH);

- TIOYTOBBIA UHJEKC.

[lpu ajpecoBaHuM [HMCbMA OpraHu3alMM B pekBu3uTe "Ajipecar” yKasblBaeTcs ee
HauMEHOBaAHME, 3aTeM 1OYTOBBIN anpec. Hanpumep:

Oten ynpasienus OejiepaibHONR PerueTPalMOHHOM ¢y kObl 110 MpKyTckoi obmacTu



yi1. lllaxtepckas, 1. 26,
r. KupeHck,
WpkyTckas 001acTh,
666703

Ecnu mUcbMO ajpecyercsl TpakAaHuHy, yKa3blBalOTCS WHUIMAIbL, (haMuiiks, NOYTOBBIH
ajipec, HarpuMep:

.. Kanununy

yi. CamoBas, A. 5, kB. 12,
r. KupeHck,

WpkyTckast 001acTh,
666703

4.3.3. Tlpu HEOOXOJMMOCTH IHCbMA MOTYT MMETh 3arojioBOK, KOTOPbIH OTACseTCs OT
TEKCTOBOM YacTH 2 - 3 MEKCTPOUHBIMH UHTEPBAIAMH.

TeKeTbl ITHCEM-OTBETOB JIOJKHBI TOUHO COOTBETCTBOBATH 3adaHHUSAM, 3a(MKCHPOBAHHBIM B
pe30IIoIHK HadaIbHHKa DUHAHCOBOTO YIPABJICHHS.

CpoKd MOArOTOBKM HWHUIIMATHBHBIX I[HCEM ONPE/IENIAIOTCS HadalbHUKOM (DHHAHCOBOTO
YIIPABJICHUS.

B ciyyae pacrosioKeHHusl TEKCTOBOM 4acTH 1McbMa Ha JABYX U 00Jiee CTpaHMlax, BTropas
IOCIIEIYIOLIME CTPAHUIILI HYMEPYIOTCSI [0 IIEHTPY BEPXHEro I0JIsl JINCTA Ha paccTossHuu 1.5 cM
OT ero Kpasi apadCcKuMu 1 pamu.

5.3.4. ITucbMo, KaKk NpaBmiIo, JODKHO KAacaTbCs OJIHOTO MJIM HECKOJIBKUX BOIPOCOB, €CIIH
OHH B3aMMOCBS3aHbl M OYJIyT paccMaTpuBaThbCss B OJHOM CTPYKTYPHOM I10/1pa3/ICIeHUH
opraHu3alMu-aipecara.

Haubosee yacto ynorpediisseMbpiMU GopMamMu 0OpallieHust SIBJISIOTCS ClIEIYIOIIHE:

YBaxkaemspiit Cepreii Banosuy!
VBaxkaeMblii rocrojiui Turos!
WMBan MBanosuu!

Ecin nucsMo odopmieHo Ha Omanke PUHAHCOBOrO YHpaBiIE€HHs. TO TEKCT IHCbMa
M3J1araeTcsi OT TPETHhEro JIMIA ¢JIMHCTBEHHOTO YHCIIA, HAIPHMED:

"Komuret cumuraer...", "Komurer paccmorperr...".

Ecan nucemo odopmiieHo Ha OJaHKe JOJDKHOCTHOIO JIMIA, TO €r0 TEKCT M3jlaraercsl OT
IIEPBOIO JIMLA €IMHCTBEHHOI O yKcia: "npoury...", "Hanpasisio...".

TexcroBas wacTh mucbMa, Kak IPaBUIIO, COCTOMT M3 JBYX dYacTeil. B nepsoi uactu
M3J1araroTcs NpuYuHa, 0OOCHOBAHME HEOOXOAMMOCTH COCTABJICHHS ITUChMA, IIPUBO/IATCH CChIIKH
Ha JIOKYMEHTBI, SBJISIOUIMECS OCHOBAHHMEM JUIsl I10JI'OTOBKM IUcbMa. Bo BTOpoi 4yactw,
HauyMHAIOLIEHCs ¢ ad3ana, 10MEIaloTCs BBIBOIbI, MPE/UIOKEHHUS, TPOCHOBI, PEIICHUs U T.JI.

4.3.5. Ilpn Hanuuuu NpPUIOKEHUH K MUCBMY B TEKCTOBOM YaCTH Ha HHUX 00s3aTENILHO
JieIaeTCsl CChLIKA.

4.3.6. JlaToi nucbMa SIBISIETCS J1aTa €ro MOJIITHCAHHUS.

4.3.7. PexBusur "CcpulKa Ha PErucTpallMOHHBIM HOMEP M JaTy JIOKYMeHTa" BKIOUaer
pPEruCTPAallMOHHBIM HOMEpP M JaTy JAOKYMEHTa, Ha KOTOpbIM jaercs orTBeT. Ha nuceMmax,
oopMIIEHHBIX Ha OJlaHKaX, PEKBU3UT IIPOCTABJISETCS B COOTBETCTBUM C €r0 PACMOIOKEHUEM.
CBejleHHsl O PErUCTPALIMOHHOM HOMEPE U JIaTe MEePEHOCATCS U3 TOCTYIUBIIETO JJOKYMCHTA.

[Tpu oopMIIeHHH JIOKYMEHTA Ha CTAHIaPTHBIX JIMCTaX OyMaru peKBU3UT

pacnojaraercs HaJl TEKCTOM HAOKYMEHTa M ne4daTracTcs OT JIeBOU rpaHUIbl TEKCTOBOI'O IT0JIA,



HarpuMmep:
Ha N A18-571 ot 20.10.2000

B TekcTOBOM 4YacTH IMCbMA-OTBETA JOJDKHA ObITh CChLIKA HA JOKYMEHT. HOCIYIKUBLIHH
OCHOBaHHUEM JUJIsl OTBETA.

4.3.8. Iloanuck OT/eseTcsl OT TEKCTOBOM 4acTH MJIM OT OTMETKM O HAJIMUMK [IPUIIOIKEHUH
2 - 3 ME@XKCTPOYHBIMH HHTEPBAJIAMHU.

4.4. Akt

AKT - JIOKYMEHT, COCTAaBJIEHHBIM HECKOJIbKMMHU JIMIAMH U TOATBEPKIAIOIMH (aKThl U
COOBITHS.

AKT COCTABJISICTCS KOMMCCHEN KOJUIErHaIbHO (HE MEHEe TPeX COCTABUTEIICH ).

AKT JIOJDKEH MMETh 3arojIOBOK, B KOTOPOM YKa3blBaeTCs Ha3BaHUE HWJIM KpaTkoe
coJiepKaHue JOKyMeHTa, Hanpumep: "AKT clauu-npuema jen", "AKT CIHCAHUS MaTepHallbHO-
TEXHUYECKUX CPEJICTB".

TekcT akra, Kak MpaBUjo, COCTOUT U3 JIBYX YacTed. B nepBoi 4acTH akta lepeuuciisitoTes
JIMIIA, YYACTBOBABIIKE B €r0 COCTABICHHUH, YKA3bIBAIOTCS UX J0JDKHOCTH, MECTO PadOTHI.

Bo BTOpO# YaCcTH W3JIAraloTCs e | 3a/1a4H, CYLIECTBO U XapaKTep IpoJIeianHoN paboThl,
(GUKCHPYIOTCS YCTaHOBJICHHBIC (DAKThI, COOLITHA.

[Ipp HEoOXOJAMMOCTH BbLIENIAETCS 3aK/IIOYMTEIbHAs YacTh aKTa, KoTopasl JIOJKHA
CoZIepIKaTh PEIICHUs, BbIBO/IbI HJIM 3aKJIFOUEHHUS KOMUCCHH, COCTABUBIIEH aKT.

[Tpy HATMYMK NMPUIIOKEHUH CCHUIKA HA HUX JIEJIAETCs B KOHIIE TEKCTa Mepeil IOAMUCIMHE.
AKT JIOJDKeH OBITh [OJIMMCAH BCEMM JIMUAMM, [PUHUMABLIMMU YydacTHE B I[IPOBEPKE HIIH
yCTaHOBJIEHUH (PakToB, COOBITHH. OTAE/IbHBIE BUAbI AKTOB MOTYT YTBEPKAAThCs HAYAIbHUKOM
DUHAHCOBOTO yIIPaBJIECHHUS.

4.5. [nan

[Tnan - HOKyMEHT, yCTaHaBIMBAIOLIUN TOYHbBIH I[EepeueHb HAMEUEHHBIX K BbITOJIHEHHUIO
paboT WM  MEpoNpUSTUH, HX IOCIEOBATEILHOCTh, O0OBEM, BpEMEHHBIC KOOP/IMHATHI,
PYKOBOJMTENEH M KOHKPETHBIX HcHoiHuTesned. dopma I1U1aHOB, Kak IpaBuiIo, TabiWvHasl.
JjeMeHTaMu  TaOJMIlbl  SIBISIETCS HOMEP MO  IMOPS/IKY; HaMMEHOBaHUE (cojepiKaHue)
MEpOMPUITHN; HCIOJIHUTEIb; CPOK HCIOJHEHHS; [pPUMEYAHHE MM OTMETKA 00 HCIOJHCHHH.
Hexotopsie BHABI padOT WJIM MEPONPUIATHH TpeOYIOT COCTABICHHS KaJe€HIApHbIX IJIAHOB WX
rpaguxoB. Ilnansl paboT WM MEPOIPUSITHH JTODKHBI MOAMUCHIBATHECS TOJKHOCTHBIMH JIMIIAMH,
OTBETCTBEHHBIMHM 3a UX BBIIIOJIHEHHUE.

5. PABHOBUJJHOCTHU CJIYKEBHBIX [TMCEM

5.1. ComnpoBojMTe/IbHOE NHUCBMO - JEJIOBOE IHCbMO, HCIIOJIb3YEeMOE JUISs OTIPaBKH
JTOKYMEHTOB  (JIOTOBOPOB, IUJIAHOB, MPOrpamMMm, IPOTOKOJOB, aKTOB W JIp.), HE HMEIOIINX
aJpeCHON YacTH.

Teker conmpoBo/IMTENLHOTO MHUChbMa HauyuHaercs: cioBamu: "llpencrasisiem Bawm..." (B
BBILIECTOSLLYIO Opranusanuio). "Hampasiasiem Bam..." (B I10BEIOMCTBEHHYIO OpPraHHM3aLMIO),
"Brickutaem  Bam..." (B CTOpOHHIOW  opraHusauuio). OJHOBpEeMEHHO ¢ 9STUM B
COMPOBOAUTEILHOM [IHCHbME MOXKET COAEPKAThCs JIONOJHUTEIbHAS HHPOPMALMs, OTpaXKaroIas
XapakTep YIpaB/IeHUeCKON CUTYallH, B KOTOPO# OCYIIECTBISETCS AEI0BOE OOLICHHE!

"B COOTBETCTBHH C NPE/IBAPUTEIHHOM JOTOBOPEHHOCTBIO BhiChLIaeM Bam...";
"B COOTBETCTBHH C JIOMOJHUTEIBHBIM IPOTOKOJIOM Bbichl1aeM Bam...";



"B noarBepxk/IeHHe HalIeH JOrOBOPEHHOCTH BhIChlIaeM Bam..." u ap.

TeKcT CONpOBOJUTENILHOTO MHCbMa MOXET COJ/ICPIKaTh 11POCHObI, MOSICHEHMS], CBA3AHHbIC €
TeMH MaTepUallaMHi, KOTOPbIE COCTABJISIOT IIPUIIOKECHHE K COIPOBOJIMTEILHOMY ITHChbMY. B HTOM
cllyyae CHayaja TOBOPHUTCS O HalpaBJICHUM JIOKYMEHTOB, 3aTeM H3JIaraloTcst HpoChObl,
IPe/UI0KEHUS U NOSICHEHHUS.

OO6s3aTeNbHBIM PEKBU3UTOM COIMPOBOAUTEILHOIO IHChbMA SBJIAETCS OTMETKA O HAIUMYWH
IIPUIIOYKEHHUS, KOTOPAsi pacosiaraeTcs HEmoCpe/ICTBEHHO MO/ TEKCTOM:!

[Ipunoxenue: Ha 8 11. B 1 9K3.

5.2. TapantuiiHOe TMHCbMO - JEJIOBOE MMCbMO, CoJepiKalee o00s3aTeNbCTBO  HIH
MOJITBEPIKICHHE.

[‘apaHTHHHbIC TMHCBMA AJIPECyIOTCs OpraHM3alusaM W JuaMm. [‘apaHTupoBaTbhCsi MOKET
orutara padoTbl, TIPOJIYKIIHH, YCIYT, apEH/Ibl, KAUECTBO M CPOKHM BbIOJIHEHHs pabOThl HIH CPOKH
IIOCTABKH, BO3BPAT KPEAUTA, PEJA0CTABICHUE HKUIIILJIOLIAJN U JIp.

B Texcre rapaHTHMHHOrO TMHCbMa, KakK [PaBWJIO, COJIEPKHTCSA Ipochda B ajpec
KOPPECTIOH/ICHTA U IOPUANYECKH 3HauMMas Gopmy.ia:

"Omuiary (1peaocTaBieH e yeiyr | T.J.) rapautupyem', "Bo3spaT kpenuTa rapantupyemM” u Jip.

dpaza 0 rapaHTHH SBISETCS HOPUIMYECKH 3HAUYHUMBIM KOMIIOHEHTOM Tekcra. Eciu B
[IMCHME TapaHTHUPYETCs IIPOU3BECTH OILIATY, aBTOP coo01aeT CBOU OAHKOBCKHE PEKBU3HTHL

[‘apanTuiinple 1UCbMaA Bcerja IOANMCHIBAIOTCS  JBYMsSl JIMHLAMH: PYKOBOJIHUTENIEM
DUHAHCOBOTO YIIPABJICHUS U INIABHBIM OyXTalITepOM U yJIOCTOBEPSIIOTCS NeuaTbio GUHAHCOBOIO
yIpaBJICHHUS.

5.3. [lucbmo-3anpoc - 1e0BO€ MUCHMO, HAMPABIIEMOE C LEIbI0 MOJYyYeHHUs] KaKUX-J1100
o(pUIHATBEHBIX CBEJICHUN UITH JIOKYMEHTOB.

Teker mnuceMa-zanpoca CoAepKUT OOOCHOBAHME HEOOXOAMMOCTH  IIPEJIOCTABJICHHUS
CBCJICHUM HJIM MAaTepuajoB M COOCTBEHHO M3JI0KeHHe 3arpoca (npocbObl). B obocHoBaHuu
MOI'YT COAEPXKATHCS CCHIIKK HA 3aKOHOAATE/IbHbIC U HHbIE HOPMATHBHBIE
AKTbI, OpPraHHM3allHOHHO-TIPABOBbLIC JAOKYMCEHTBI. I_IHCbMZI—'Sal'[pOCbI, KakK IIpaBuiio,
NOJUIMCBIBAIOTCS  pyKoBoAUTeNleM MUHAHCOBOro yipasieHusi (rojpasjesieHus DUHAHCOBOIO
YIIPaBJICHHUS ).

[Tucpmo-3anpoc Tpedyer nucbma-oTBeTa.

5.4. Tlucemo-npocsba - J1eJ0BOE MHUCHMO, LEIb KOTOPOro - MojiydeHue HH(OpMAalKH,
yCIyr, TOBapoB, WHMLIMHPOBAHME OIPEACIICHHbIX JIEHCTBUH, HEOOXOJMMbBIX OpraHH3aluu-
aBTopy. OrpoMHOE KOJHMYECTBO YIPABICHYCCKHX CHUTYAllMil JalOT MOBOJ JUIS COCTABIICHMS
UCEeM-TTPOCHO.

B 1enoM nuceMa-npockObl COCTABISIOTCS TAK Ke, KaK MHcbMa-3amnpockl. [TncpMo-tpochda
COJIEP)KUT ODOCHOBAHHE TMPOCHOBI M H3JIOXKEHHE caMOM MpockObl. OOOCHOBAHHE J0JKHO
PEIIECTBOBATL  H3JI0XKEHHIO NpochObl. OOOCHOBaHHE MOXKET OTCYTCTBOBATH B  Cydasx
OYCBHJIHOCTH IIPOCHOBI, €r0 THIIOBOTO XapakTepa, a TaKXkKe B Cilydae, eCJIM OCYIIECTBIICHHE
JCHCTBHH, COCTABIISIOMIMUX IIPOCLOY, SBJSETCS O0S3aHHOCTBIO OpPraHM3alliM, [10jpas3/ieieHusl,
JIOJDKHOCTHOTO Jinna. [Ipocbba n3iiaraerest ¢ noMoLIbIo riarojia "mpocuTs':

"[lpocum Bac cooOuuTs...";

"Ilpocum Bac npejioctaBuTts...";

"Ilpocum Bac npejiocraBuTh ganubie o...";
"OO6paiaemcs Kk Bam ¢ npocs6oii 0..." U T.11.

[Tpocnba MosxkeT GopmyupoBarbes U O6e3 riarosa "mpocuTs”, HalpUMep:

"Hajieemcst Ha N0JIOXKUTEIBHOE PElLIEHHe Bompoca...";
"Haseemcs, uTo Bbl couTeTe BO3MOKHBIM PACCMOTPETh Hallle oOpalieHue’ u T.1n.



B oaHOM IHCbME MOXKET COJAECPIKATBLCA HECKOJILKO HpOCbG. B sTom cjIydae HUCIIOJIb3YHOTCH
CJICAYIOUIHE S3bIKOBLIC O60p0']"bll

"Tax:xe npocum Bac paceMoTpeTs (1IpefocTaBUTh, IPOBECTH...)"
"OnHoBpeMeHHO pocuM Bac...".

[Ipoch0a MOKET COJepiKaTbess W B APYIMX [MChbMAx, HalpUMep, B COMPOBOAUTEIBHOM
MMUCbMeE, rapaHTUHHOM H JIp.

[TuceMo-ipock0a TpedyeT nmucpMa-oTBeTa.

5.5. TIucbMO-IpeUIOKEHHE - JEI0BOE MUChbMO, HAPABIAEMOE OTCHI[HATEHOMY MapTHEpY
C IPEJITIOKCHUEM TOBAPOB, YCIIYT, COTPYAHUYECTBA U T.II.

Eciii MUCbMO-TIPEIIOKEHUE HAIPABIISICTCS ajlpecary BIEPBbIC, OHO COAEPIKHUT HE
TOJILKO COOCTBEHHO TPEJIIOKEHKUE, HO U MHPOPMAIIMIO 00 OpraHU3aluH-aBTope.

[TucbMO-NIpeUIoKEHHE MOKET OBITh HAINpaBjICHO OJHOMY KOPPECHOHIACHTY H/M Cpasy
HecKoJAbkUM.  [IpemiokeHne mapTHEpY MOKET — COAEpkKaTbh  KOHKPETHYIO — JeTallbHYIO
HHPOPMAIMIO, TAK YTO CJCAYIOLIMM IIaroM MOKET ObITh 3aKIIOYEHHE JIOrOBOpa W/M HHBIC
JIEHCTBHSI NapTHEPa, I 00LLYI0 HHOOPMALIKIO, SBJISIOLLYIOCS

(axTHYECKH TPETIOKEHUEM K Hadally epPeroBOpoB.
KiroueBoii (hpa3oii mUcbMa-1peiionKeHuss MOXKeET ObIThb:

"ITpenaraem Bam...";
"B cBsi3u c... npeanaraem Bam...";

"B noarsepraeHRe HAIlIeH JIOrOBOPEHHOCTH Mpejsiaraem Bam..." u jp.

5.6. Tlucbmo-3asiBKa - JICJIOBOE IMHMCbMO, COCTABIISIEMOE B CllydasiX, €CJIM OpraHu3alius
JKeJIaeT NPUHSATH ydacTHE B MEPONPHUSITUAX WM IMOJYYUTh YCIYIH, [PEJAOCTaBIsIEMbIE JAPYron
oprasusainuci.

3asiBKa MOJKET COCTABISATLCS MO YHU(PHUIMPOBAHHOM (Gopme WM ¢ ydeToM TpeOOBaHMIA,
chopMyJIMpOBAaHHBLIX Opranu3anuei, npeaaratoiieit yeayru. CocrapjieHue TaKOW 3aiBKH - JTO
3anoJiHeHue TpadapeTHON WiIM aHKETHOM (QOPMBI, I1PE/ITIOKESHHON 3aUHTEPECOBAHHOM CTOPOHOH.

Ecnu 3asBka cocrapisiercss B CBOOOJIHOW ¢dopMme, B Hee BKJIKOYAETCS TOJILKO Ta
uHpoOpMalMs, KOTopasl CyllecTBeHHA Ul aBropa nucbMma. [locKosbKy MHCHMO-3asBKa - 9TO
daxTryecku npochda BBINOJIHUTE KaKylo-JIMOO paboTy, OKaszaTh YCIYrd., BKJIKOYHTH B COCTaB
YYaCTHUKOB KaKOIr0-IM00 MEPOIPUSITHS U T.I1., TO B TEKCTE 3asBKH, KaK [1PABUJIO0, HCIOJIb3YIOTCS
T€ e A3bIKOBbIE 00OPOTHI, YTO U B MUCHMaxX-MpochOax:

"IIpocum Bac BKJIIOYHTH B COCTAB IPYIIIBI AJIs y4acTHs B...";
"IIpocum Bac npenycMoTpers yyacTue ABYX IpejicTaBuTesield Haue Gpupmsl B...";
"IIpocum Bac 3apeructpupoBarh B KaueCTBE Y4aCTHUKOB..." ¥ T.II.

B 3aBucuUMOCTH OT CHTyalMH B TEKCT MHUCbMA-3asiBKH BKJIIOYAKOTCS JIOTOJIHHTEILHbIC
CBEJICHMSI, KACAIOLIUECs] YYAaCTHUKOB MEPONPUSITHS, TPEIMETa 3asiBKH, YCJIOBHH BBINOJIHECHHS
paboT MJIM YyJacTHs B TPOBOJIMMbBIX MEPONIPUSTHSX U T./1.

Haripumep, eciiu cocraBiiseTcs 3asBKa Ha yyacThe B KaKOM-JIKM00 MEpONpUsITUH (CeMUHape,
KOH(pepeHinu, pecTuBalle, ipMapKe 1 T.11.), YKa3bIBAIOTCS CIIEAYIOIIME CBEACHMUS:

- Ha3BaHWE MEPOIPUATHS;

- JlaTa ero 1poBeIeHUs;

- hopma yyactus (AOKIAAUMK, CIlylIaTelb, YYaCTHUK U T.IL.);
- (hamuIIns, MMsl M OTYECTBO yYaCTHHKA (Y4aCTHHKOB);

- MeCTO pabOThI, TOJKHOCTD;



- MOYTOBBIH aJ[pec ¢ HHJIEKCOM, TeJIeOH IS CBSI3H, aIpec dJIEKTPOHHOU MOYTHI;
- TOTPeOHOCTh B TOCTHHMILE HA BPeMsl IPOBEICHUSI MEPOIPUSITHS.

5.7. TIMCbMO-OTBET - JEJIOBOE MUCHBMO, COCTABJISIEMOE KaK OTBET Ha IHCHMO-IIPOCHOY,
MMMUCbMO-3aIPOC, 3as1BKY WIIM MIPEITIOKEHHE.

OTBEeT MOXeET OBITh 110JI0YKUTEIBHBIM HJIA OTPULIATEIbHBIM (ITMCbMO-0TKA3).

[Tpu  cocTaB/ieHMH IHCEM-OTBETOB JIOJDKEH — COOMIOAATBCS — IPUHLMII  S3BIKOBOIO
napajuieliu3mMa; B TEKCTe MHCbMa-OTBETa CIIeJlyeT HCIOJb30BaTh TE€ KE sA3bIKOBbIE 0OOPOTHI,
JIEKCHKY, KOTOpbIE MCIIOJb30Bal aBTOP B MHUIMATMBHOM IIMCbME, HCKIIIOYas JIONYIICHHbIE
ABTOPOM THCHEMA-11POChObI OHIMOKH.

He ciienyeT cCbUIKy Ha MOCTYIMBIIEE ITHCbMO BKJIOYaTh B TEKCT mucbma-oTBeTa ("Ha
Bame nucemMo or N "). JIst CChUIKM Ha TMOCTYNHBILEE MHCBMO B COCTABE
PEKBU3HUTOB OllaHKa ecTh peKBU3UT "CChIIKA Ha aTy W HOMEp IMOCTYIHBIIEro JOKyMeHTa", Ky/1a
1 BHOCSITCS CBEJEHHUsl 00 MHUIIMATUBHOM MUCbMeE. [ [MCbMO-0TBET MOKET HAUMHATLCS CJIOBAMH:
"Cooburaem Bam...";

"M3Bemaem Bac...";
"CraBuM Bac B u3BecTHOCTB, UTO...".

Otser B hopMe 0TKa3a JOJDKEH OBITh 0OOCHOBAH, HEJIB3s MPOCTO OTKa3aTh B 1pockde 0e3
00BICHEHHUS, TOITOMY ITHCHMO-0TKA3 11e7ec000pa3Ho HaunHaTh ¢ 000CHOBaHMA OTKa3a: "B cBa3H
c..." unu "Ilo mpuuunne...".

B ciaydae oTpUI@TeIbHOTO OTBETA PEKOMEHJIyeTCsi COOOUIUTh aapecary HH(POPMalHo 0
TOM, KTO, Ha KAKHX YCIIOBHS, KOI'JIa MOYKET JIaTh MOJIOKUTENIbHBIA OTBET Ha JAHHYIO 11POCLOY MK
3aIpoc, €C/IM aBTOP MUChbMa Takod HH(pOpMalel pacoaraet.

5.8. TTucbMo-coo0LIeHHE - JEIOBOE MUCbMO, KOTOPLIM aBTOp HHGPOpPMHUPYET ajpecara o
KakuX-1u00 coObITUsIX, akTax, MpeICTAB/ISIONIMX B3aUMMHBIM HHTEpeC.

[TucbMoO-coobuieHHe MOYKET ObITh WHHULMATUBHBIM WJIM SIBJISITBCS OTBETOM HA IHCbMO-
npockOy WM MUCbMO-3alpoc (CM. Takke MUcbMO-0TBeT). Kak rnpaBusio, nucbMa-cooOleHus -
UCbMa HeOOJIBIIOro 00bEMa, HEPEIKO COCTOosIIIME U3 | - 2 npe/uIoKEeHUH.

[Tucemo-cooOLIeHHEe MOXET HauMHATLCS € OOOCHOBAHUSI MM  HEMOCPEJICTBEHHO C
M3JI02KEHUsI co00111aeMoi HH(OpMaIUu:

"CooburaeMm Bam, uro...";

"JloBojuM 10 Bamero csejenus, uro...";

"CunutaeM HEOOXO/IMMBIM MOCTaBUTHL Bac B n3BeCTHOCTH 0...";
"MN3Bemaem Bac o...".

5.9. MudopmManMonHoe MHCBMO - JIEJIOBOE IMCbMO, B KOTOPOM ajpecary cooOIarTes
CBeJeHUS 0(UIHATBHOIO XapaKTepa.

NudopmanmonHbie nucbMa, Kak IpaBUIo, HOCST THIIOBOM XapakTep M pacCchLIarTCs
OpraHaMH BJIACTH M YIPABIIEHHUS PaA3JIU4YHBIX YPOBHEH I10/IBEJIOMCTBEHHBIM OpPraHU3aLUsIM HJIH
OpraHM3alMsaM OINpe/e/ieHHOro Tumna. B WHPOPMAUMOHHBIX MHCHMAx MOI'YT JIOCIOBHO
NPUBOJUTBCS OT/IEJIbHBIE I10JOKEHHUSI 3aKOHOJATe/bHbIX W HHBIX HOPMATHBHBLIX [1PABOBBIX
JIOKYMEHTOB, MOTI'YT COJEP)KaTbCs PEKOMEHAALMKU U HpeUlokKeHus. B uHPOpMaMOHHBIX
MMChbMAX MOXET COJiepiuaThCsi HHPOpMaLUs, pazbsCHSIONIAasi OCOOCHHOCTH IIPUMEHEHHS TEeX HIJIN
MHBIX HOPMATUBHBIX JJOKYMEHTOB MJIM IIPABUJIA MIOBE/ICHUS B ONPEJICTICHHBIX YCIOBHUSIX.

WMudpopmanmonsble MucbMa MOTYT COJEpKaTh NpuiokeHus. O0beM HHGOPMAIMOHHOTO
nuchbMa KoJaedaeTest OT 0/JHOro ad3ama 10 HeCKOJIbKUX CTPaHHIIL.

Kak npaBuiio, MH(GpOpMaLMOHHBIE MHCbMA MOJITHCHIBAIOTCS HadalbHUKOM PHHAHCOBOTO
YIpaBJICHHUSL.

5.10. IlucbMO-HANIOMHHAHHE - JI€JI0BOE [MCbMO, HCIIOJIb3yEMOE B Cilydasix, Korja

OpraHu3alKs-KOPPECIIOHJACHT  HEe  OCYUIeCTBIsieT  JeHCTBHS,  BBITEKAlOLlME U3 ee
(GYHKIIHOHAILHBIX 0053aHHOCTEH WM IPUHSTHIX JIOIOBOPEHHOCTEH.
TekceT nuchbMa-HalOMUHAHMS, KaK [IPaBUIIO, COCTOMT M3 JIBYX YacTeil: CChUIKM Ha O(QHIIHAIbHBIH
JOKYMEHT, B KOTOPOM 3a(huKCHPOBAHBI 00s3aTEILCTBA CTOPOH MJIH OOCTOATENLCTBA, B CBSI3H C
KOTOPBIMU ~ Opranmsailds 00s3aHa IPEANPHHSTL ONpe/esieHHble  JEHCTBUA, U 1POCHObI
BBLIMOJTHUTD T€ WM UHbIC JCHCTBHUS.




KirodeBoit ¢pa3oii mucbMa-HaIOMUHAHUS SBIISIETCS
"Hanmomunaem Bam...";

"BropuuHo HannoMuHaeM Bam...";

"Obpariaem Baile BHUMaHue Ha TO. 4T0...";

"CraBuM Bac B H3BECTHOCTD, YTO...";

"HecMOTps Ha HEOIHOKpATHbIE HATOMUHAHUS..." U J1p.

[TuceMO-HAMOMMHAHUE MOXET COJepXkaTh elle OAHY 4YacTh - yKa3aHWe Ha CaHKIMH, K
KOTOPHIM BBbIHYX/IeHa OyJeT MpuOerHyTh OpraHu3alus - aBTOp I[MCbMa, €ClIM ajpecar He
BBIITOJHUT HEOOXOIUMbIE JICHCTBUS.

Hanpumep:

"B ciyyae HEBBINOJHEHHS B3iThIX Ha cebs obOsa3aTenbcts Bam Oyayr npeabsBiIcHbI
mTpadHble CAHKIUH" U T.I1.

5.11. Ilucemo-TpeboBaHHe - JEJ0BOE MUCbMO, LEIb KOTOPOIo - 3acTaBHTh ajpecara
BBIITOJIHUTD B3AThIE Ha ce0s 00s3aTe/IbCTBA B YCIIOBUSX, KOI/1a UMEIOTCS CEPbe3HbIe HAPYILEHHs
paHee MPHHSTBHIX JIOTOBOPEHHOCTEH.

[Tucpma-TpeboBaHmsl, KaKk MPaBuilo, - MUCbMa CJIOXKHOU CTPYKTYphL. B HHMX 00g3aTe/ibHO
M3J1araroTCesl YCJIOBHUS 3aK/IFOYCHHBIX JIOFOBOPEHHOCTEH CO CCBUIKOM Ha KOHKPETHBIE JIOKYMEHTDI,
M3J1araeTcs CYIEeCTBO CIIOKUBIIEHCS CUTYalK, GopmysiupyeTcs TpeboBaHre 0 HEOOXOAMMOCTH
BBINIOJHEHHs 00SI3aTeIbCTB U YIPO3bI B aJpec KOPPECHOHIEHTa, el 00sg3aTe/IbeTBa He Oy 1yT
BBIITOJIHEHBI.

KitoueBbIMU (pazamu B MUCbMax-TpeOOBAHUSAX MOTYT ObITh:
"TpeOyeM BbINIOJIHUTD B3sThIC Ha ceOst 0Os13aTenbeTBa... ",
"CpouHO TpedyeM BBIOJIHUTD (BBICIATH, IPEIOCTABUTh, IEPEUUCIIUTD)..."

"TpebyeM He3aMeJIMTEIbHO BBIIOJHHUTE..." U T.JI.

VYrpo3sl B apec KOppecnoHAeHTa MOTYT (GOPMYJIMPOBATECS CICAYIONIAM 00pa3oM:
"B npoTUBHOM cirydae jies10 Oy1eT nepejlaHo B apOUTpaskHbId cya'";

"B mporusHom citydae Bam OyayT npe/ibsiBieHsl mTpadHble CaHKIUH..."
"B pOTHBHOM Cllyyae Mbl HE HECEM OTBETCTBEHHOCTD 3a MOCICACTBHUS..." H T.II.

5.12. Ilucpmo-npHrialleHHe - JIeJ0BOE€ I[TMChbMO, PasHOBHIHOCTH IHCHMA-H3BEIIECHHS.
Orauyaercss OT IMUCbMAa-U3BCILICHHS TEM, 4YTO MOKECT O(bOpMJlH'I'bC;I HEC Ha GJIL‘iI{Keq HMCTb
pasMyHbId  opMaT, UBET, JIOMOJHUTEIbHBIE AJIEMEHTHl O(DOPMIICHHS B BHJIE OpHAMEHTA,
PUCYHKOB M T.II.

[lpu npurnamennu GOIBLUIOrO KOJIMYECTBA JIMIL HCIOJB3YIOTCS TpadapeTHbie, 3apaHee
U3rOTOBJIEHHbIE TEKCThI PUTJIAIIEHUM.

Kak npaBuno, nucpbMa-npHriaimieHus agpecyioTcss KOHKPETHOMY JIMIly WM JIHIAM,

MOATOMY B HHX HCIOJB3YIOTCS (GOpMyasl obpaileHuss k azapecary: "Ypaxkaemblif... !
(YBaxaewmsie...!)", Hanpumep:

"VBaxaemblit BsiueciiaB Epumonuu!";
"YBaxkaeMble rocriojal";
"VBaxkaemble rocrojia GaHKUpbI!" U T.11.

[Iucbma-nipuriaienus MOryT paccbulaThes 10 (akcy, HO B 0C000 TOPKECTBEHHBIX
cilydasx CjIe/lyeT HallpaBJiTh IIPUIJIAIICHHUS 110 [10YTe MM KYPbEepCKOM CBA3bI0. B mucbmax-
[PUIJIAILCHUSX, KAK IIPABMJIO, UCIIOJIB3YIOTCS CIIE/1YIOIINE BBIPAKEHUSI:

"[Tpurnamaem Bac npunste yuacrue B...";

"Ilpocum Bac nipunsits yyacrue B...";

"Mmeem uecTh npuriacuth Bac...";

"[IpumuTE Halle NpUIJIalleHue..." .



6. OP’AHU3AIIUA JJOKYMEHTOOBOPOTA

,}_IBI/DKGHI/Ie JOKYMEHTOB B DUHAHCOBOM YHpaBJICHHH C MOMCEHTa HX CO3/IaHHs HJIH
MOJIYYCHHsT 10 3aBEpILICHHs UCIOJHEHHS WM OTIIPaBKH 06pa’;yeT IIOKyMeHTOO()OpOT.
[[OKyMGHTbI KJ'laCC]/I(bI/I]_IPIpy]OTCH Ha BXOJJAIME, HCXOASAIHE, BHYTPEHHUC JJIOKYMEHTHIL.

6.1. Bxoasiue JOKYMEHTHI

6.1.1. JlokymMeHTbl B PUHAHCOBOE yIpaBiIeHHE JOCTAB/IAIOTCS [IOYTOBOH, MEPEAAtOTCs 110
1eKTpoHHOH rmoyre. OOMEH JIOKYMEHTaMHM B 9JIEKTPOHHOM Buje MeKay OUHAHCOBBIM
YIpaBJIeHHEM W OpraHaMH HCIOJHHUTEIbHOH BiacTh MpKyTCKOM oOsactu, opraHaMu MECTHOTO
caMOyIIpaBleHHsT MYHHULHUIAILHOIO  00pa30BaHus BEJIETCS B CHCTEME JIEKTPOHHOIO
JIOKYMeHTo0O0poTa.

6.1.2. JlokyMeHTBI nocTynuBInKe B @UHAHCOBOE yIIPaBIEHUE PErUCTPUPYIOTCS B XKy pHaax
BXOJSAIIMX JIOKYMEHTOB M IIEPE/IatOTCsl Ha PAacCCMOTPEHME HadallbHUKY. B COOTBETCTBHM C €ro
pe30JIOIIHEH, JOKYMEHTbI HallpaBJISIOTCS JIJIsl HCTIOJIHEHUS UM 03HAKOMJICHHS.

B 2JieKTpOHHON KapTouke JOKYMEHTa B CHCTEME 3JIEKTPOHHOIO JIOKYMEHTOOOOpOTa
GUKCUpYIOTCS JlaTa M BpeMsi BHECEHHMS DPE30JIIOLMM, JlaTa W BpeMsi IEPBOrO IMPOCMOTpa
JIOKYMEHTA UCIIOJIHUTEIIEM.

6.1.3. B npomecce mnepBoHaYaIbHOW O0OpPadOTKH KOPPECIOH/ICHIMH  IIPOBEPSICTCS
6€e30MacHOCTh BIOKEHHH, KOMIUIEKTHOCTh U LEJIOCTHOCTD JIOKYMEHTOB U IPUJIOKEHUH K HUM, a
TaKk)Ke HAJIMYHEe HEOOXOIMMbIX PEKBU3HUTOB.

[Ipu obHapyKeHUH HEKOMIUIEKTHOCTH WJIM ITOBPEXKIECHUH JOKYMEHTA Ha IIOC/ICAHEM JINCTE
HJIM Ha 00OpOTE MOCJIEIHEro JUCTa JOKYMEHTA [POCTABIIETCS COOTBETCTBYIOLIAA OTMETKA, a
TAK)Ke COCTABJISIETCS aKT B 2 IK3EMILIApaX, MEPBbIA SK3EMILISIP KOTOPOro IPHOOILAETCs K
MOCTYIUBIIEMY MaTepuajly, BTOPOW OSK3EMILISp  HAIPaBISETCs OTIPABUTEIIO JIOKYMEHTA.
Koupeprsl, Kak MpaBUIIO, YHHUYTOKAIOTCS, KPOME CIIy4yaeB, KOrja 10 HUM MOYKHO YCTAHOBUTD
ajzpec oTipaBuTelIs (IIPU OTCYTCTBUH aJipeca Ha JOKYMEHTE) WK BpeMsi OTIIPABKH U MOJYUCHHUSI
JIOKYMEHTOB.

6.1.4. Perucrpanusi NOCTYNHBIIMX JOKYMCHTOB IIPOHM3BOJIMTCS  CIELHAIHCTOM [0
JICJIONPOU3BOJICTBY B aBTOMATH3UPOBAHHOM CHCTEMe 3JIEKTPOHHOrO JIOKyMeHTooOopoTa. Ha
KaQXK/IbI JIOKYMEHT 3aBOJIMTCS AJIEKTPOHHASI KApTO4Ka, K KOTOPOW MPHCOCIUHSETCSI TEKCT
JIOKYMEHTa B SJIEKTPOHHOM BHUJe. B ciayyae nmoctymiieHus JOKyMeHTa Ha OyMakKHOM HOCHTENe
IEKTPOHHAsE KOINHUS CO3JIaeTCs IMYTeM CKaHMpOBaHUS JIOKYMEHTa cremuaiucroM. Ha
3apEruCTPUPOBAHHBIX JIOKYMEHTAX CIipaBa B HMKHEH YacTH IIEPBOrO JIUCTA OCHOBHOIO
JOKYMEHTA MPOCTABIISAETCS LITAMIT ¢ OTMETKOMH J1aThl U BXOISLIETO PEruCTpaliiOHHOr0 HoMepa.

6.1.5. He mnoanexar perucTpallMd KHMIH, I'a3eTbl, JKypPHaIbl, OKJUICTEHH. pPEKJIAMHbBIC
U3aHUs, NPOCHEKTHl ¢ Hay4yHO-TeXHHYECKOH HH(OpMaluel, crpaBoYHO-HHGOPMAIIMOHHBIE
Marepualibl, IIPUCIAHHBIE JUIsl CBEICHMS, I[103/IpaBUTEIbHBIE OTKPBLITKH, MPHUIJIACHTEIbHBIE
OMJIETBI, CTATUCTUUECKHE COOPHUKH, CUETA, KBUTAHILIMU, JOTOBOPbI, HAKJIAAHBIC, CMEThI, JIPYIHe
10/100HbIE ITOCTYIICHHUS.

6.1.7. llo xaHamaM OJEKTPUYECKOH CBS3M IOCTYIHAIOT TeJErpaMMBbl, (haKcorpammbl,
TeJe(OHOIPAMMBI, 110 JIEKTPOHHOH 110YTE - COOOIICHHUS.

6.1.8. Hayanbuuk duHaHCOBOIrO ynpasieHust oOecreunBaeT paccMOTpEeHHE JOKYMEHTOB B
JI€Hb IIOCTYIUICHHMs, OIIEpAaTUBHOE HMX HalpaBJEHUE CIHEUUAIMCTY OTBETCTBCHHOMY 3a
JIEJIONPOU3BO/ICTBO IS MEPE/1aun UCTIOJTHUTENSIM, KOHTPOJIb 32 UCITOJIHEHUEM TOKYMCHTOB.

6.1.9. HayanbHUK 1pH pacCMOTPEHUHU BbLIEJSET JAOKYMEHTbI, TpeOyrollue CpouyHOro
ucnoyinenusi. CpoUyHbIE JIOKYMEHTBI [IEPEAIOTCsl UCTIOTHUTENSIM HEME/JICHHO.

Ilpy HEOOXOAMMOCTH INPEIBAPUTEIBLHOIO PAa3MHOMXKEHHS JIOKYMEHTA  HCIHOJHUTEIIO
repeaaeTest perucTpallMOHHAasi KapTouKa UIJIM UCIIOJIb3yeTest HHast popMa ero HUHGOPMUPOBAHHS.

6.1.10. HcnosiHeHWe JjOKyMeHTa IpejycmarpuBaeT cOop v 00pabOTKy HEOOXO0AMMOMN
uHGOpMAIlMK,  [OJrOTOBKY  IpPOEKTa JOKYMEeHTa, ero oQopMmJeHHE,  COTrJlaCOBaHHE,
MpejICTaBjieHHe Ha TOANMCAHUE (yTBEpXKAeHHE) HadanbHUKy {OUHAHCOBOTO YyIpaBICHHUS,



MOJrOTOBKY K IEPEChUIKE ajipecary.

Hcnoanurens onpeaessieT HeoOX0IMMOE KOJHUYECTBO IK3EMILIAPOB JOKYMEHTA, 1epeiacT
JIOKYMEHT Ha THpaxupoBaHue. Ha jokymeHT, paccbulaeMblii Oojiee 4eM B 4eThIpe ajpeca,
MCIIOJIHUTE/Ih TOTOBUT YKa3aTesb PACChUIKH.

6.1.11. Ilpu onepaTMBHOM pEIICHHH BONPOCOB O€3 COCTaBJICHHs JIONOJIHUTEIbHbIX
JIOKYMEHTOB HCHOJHHUTENb JeaeT B cooTBETCTBYIomeM rnojie DK JIOKyMeHTa OTMETKH O X0Je
WCTIONHEHMS JIOKYMEHTa (yKa3bIBaeT JIaThl MPOMENKYTOUHOIO MCIIOJHEHHS (3alpoc CBC/CHUH,
TesieOHHBIE NIEPErOBOPBI U T.J1.), AAThl U PE3YJILTAThl OKOHYATE/ILHOI'O UCTIOHEHHMS ).

6.2. Perucrpanust HCXOAAILUX JJOKYMEHTOB

Perucrpanns MCXO/SLIIMX JAOKYMEHTOB IpPEIyCMATpPUBACT YyKa3aHWE PErucTPalHOHHOIO
HOMepa JIOKYMEHTa, Jarhl PErHCTPAllMM, KPaTKOro COJCPKAHMs (3arojioBka) JOKYMCHTA,
WHHLMAJIOB M (DaMUJIMK JIMI@, [OAIMCABILErO JIOKYMEHT, HCIOJIHUTEIS, ajpecara, IpH
HEO0OXO0AMMOCTH MOI'YT OBbITh YKa3aHbl Jpyrue JaHHble. JIOKyMEHTbI pErHCTPUPYIOTCS B CUCTEME
JIEKTPOHHOIO JIOKyMeHTo0O0poTa. Ha Kaniblii JIOKYMEHT 3aBO/IMTCS HJICKTPOHHAS KapTOuKa, K
KOTOPOH MPUCOCIMHSIETCS TEKCT JOKYMEHTA B 3JIEKTPOHHOM BHJIC.

McrosHuTeIb  3aBOAMT B CHCTEME 9SJIEKTPOHHOTO JOKYMEHTOOOOPOTA 3JIEKTPOHHYIO
KapTOUKy 1pOEKTa JIOKYMEHTa, Ipucoe/uHser (aii Tekcra JOKyMEHTa, HallpaBjsieT
5JIEKTPOHHYIO KapTOUKY IIPOEKTa JOKYMEHTA HA BUSHPOBAHUC B COOTBETCTBUU C YCTAHOBJICHHBIM
TOPSIKOM, Ha MOJIIHACH PYKOBOIHUTEIIIO, Ha PErHCTpaluio. BUsupoBaHue U MO/IIMCAHUE MTPOCKTA
JOKYMEHTa TPOM3BOIATCS JODKHOCTHBIMM JiMIAMH (DHHAHCOBOrO YIPABICHHUSI B CHCTEME
SIEKTPOHHOTO JIOKYMEHTOOO0poTa ¢ uctosbzoBanueM DL

[Ipu HarpaB/leHUH HA PErHCTPAIMIO MOJMUCAHHOIO IPOEKTa JOKYMEHTA HCIOJHUTEIbL B
noste "[Ipumeuanne"” ykas3blBaeT OYTOBBIH apeC HIIU PACCHLIKY.

DJIEKTPOHHBIA JIOKYMEHT T'OTOBUTCS Ha JJIEKTPOHHOM OJIaHKe. DTaJOHHBIE JICKTPOHHbIE
OJIaHKM pa3MellaloTess B CHCTEME DJIEKTPOHHOIO JOKYMEHTO00OpOTa M BOCIHPOM3BOJISAT BCE
PEKBH3UTHI COOTBETCTBYIOLIETrO Oi1aHKa nucbMa GUHAHCOBOIO YIIPABIECHHS.

B ciyuae HeoOXOAMMOCTH HalpaBlieHUs! aJpecary JAOKYMEHTa Ha OyMaKHOM HOCHTEIIe
HCIIOJIHHUTECIIL TTOCJIC perucrpalii JJOKyMEHTa CIHECIHAIIUCTOM 110 JICJIONMPOU3BOJICTBY B CUCTEME
HJIEKTPOHHOIO JIOKYMEHTOOOOpOTA paciieyaTbiBaeT JaHHBIM JIOKYMEHT Ha OJlaHKe, [POCTaBIsieT
PErucTpalMOHHBIA HOMEpP U JaTy, HAIllpaBIsieT KOMUIO IEKTPOHHOIO JOKYMEHTa Ha OYMauHOM
HOCHUTEJIC Ha MOJITUCH PYKOBOJIUTEIIO.

[Tonxnucanublii SK3eMIUIIp JAOKyMEHTa Ha OslaHke HampasisieTcst azapecary. B cucreme
HJIEKTPOHHOTI'0 JJOKYMEHTOOOOPOTa XPAHUTCSI OPUTHHAI SJIEKTPOHHOTro JoKkymeHTa ¢ DI
JOKHOCTHBIX JIMIL, 3aBU3UPOBABIIUX U [MOANUCABIINX JaHHBIH JOKYMEHT.

B 3aBucuMoOcTH OT cOAep’KaHMsi W CPOYHOCTH JAOKYMEHTBI JIOCTABIISIFOTCS ajipecaram
MOYTOBOM,  IeKTpoHHOH moute. [lepechblika JOKYMEHTOB B DJIEKTPOHHOM BHUJE MEXKIY
OUHAHCOBLIM YIIPaBICHUEM M OpraHaMH MCIOJIHUTEIBHON BJIACTH BeAETCS B CHCTEME
3IEKTPOHHOIO JIOKYMEHTOO00pOTA.

B oasnexrponHoi kaprouke B rpade "Hampapinenus" jiesiaercs OTMETKA O BpPEMEHH H
criocobe OTIPaBKH JIOKYMEHTA.

[Tpu  noAroTOBKE MHMCbMA-OTBETA  MCIOJHUTENbL  00S3aH  YCTAHOBUTL  CBSI3HOCTH
COOTBETCTBYIOIIMX KapTOYEK BXOJSILIEr0 JOKYMEHTa U JJOKYMEHTa-OTBETA.

JIOKyMeHTBI Ul  OTIPABKM  [EPEJAlOTCs  MCIOJIHMUTENEM  CICIHAJIMCTY IO
JICJIONIPOU3BOJICTBY  TOJIHOCTBIO  O(GOPMICHHBIMM (¢ yYKa3aHHWEM [OYTOBOIO ajpeca HIH
PACCHUIKH), a TAKIKE B HEOOXOIMMOM KOJMYECTBE IK3EMILISPOB.

[Ipu oTnpaBKe 10 CIUCKY PACCHUIKH MCXOJSIIErO ITMChbMa OJIHOTO U TOTO JKE COJIEePKaHus
JIONyCKaeTCsi  nepejada  CIelUaMCTy [0 JEJONPOM3BOJCTBY — OpMIMHAlla  [IMChbMa W
HEOOXOIUMOT0 JUIsl PACCHUIKY YUCIIa KOIWMI.

CryxeOnble JIOKYMEHTBI, (opMa KOTOPBIX HE MpejlycMaTpHBaeT yKaszaHue ajpecara
(Hampumep, Tabauupbl, rpadUKd, JAOTOBOPbl U T.I), TIPUHUMAIOTCS Ha OTIPABKY TOJBLKO ¢
CONPOBOJMTE/ILHBIMK TTHCHMAMHU, CO BCEMM TIPUIOKEHHSAMH W B HEOOXOIMMOM KOJIMUECTBE



YK3eMILIAPOB. McKimoueHneM SIBISIOTCS NpUKasbl (OHHAHCOBOIO yIpaBjeHMs, HallpaBiiseMble
00s3aTeNIbHBIM M [OCTOSIHHBIM ~ @JlpecaTaM, a Talkoke B aApec OpraHoB, OpraHU3allui,
JTOJDKHOCTHBIX JIMIL M IPaKIaH, YKa3aHHBIX UCIIOJHHUTEIEM /ISl PACCHUIKH.

HenpaBuiibHO 0)OpMIIEHHBIE JOKYMEHTbI HE IIPUHUMAIOTCS K OTIPABKE CHEIMAIMCTOM I10
JIEJIOTIPOU3BOJICTBY U BO3BPALLAIOTCS HCIIOTHUTENSAM JUIS I0PAOOTKH.

6.3. ITopsi1oK MPOXOXKIACHHUS BHYTPEHHUX JIOKYMEHTOB

6.3.1. TIpoxosxkieHue BHYTPEHHHX JOKYMEHTOB Ha HTanaX MX MOArOTOBKH M O(OPMIICHHMS
JIOJDKHO COOTBETCTBOBATH MPOXOMKICHUIO MCXOAALIMX JIOKYMEHTOB, @ Ha dTare HCHOJHCHHUS -
BXOJISIIUX JOKYMEHTOB.

6.3.2. OdopmiicHHBIE JOKYMEHTHI NEPeIaloTcss Ha MOANMCH HAYalbHUKY (PHHAHCOBOTO
VIIpaBJIEHHs, €ro 3aMEeCTUTENI0 B COOTBETCTBMH C MPAaBOM IIOJIHCH JIOKYMEHTOB H
pacrpeieJeHueM 00s13aHHOCTEH.

6.4. [lpuem 1 0O6paboTKa JOKYMEHTOB, MOCTYAIONIMX 110 KaHAIAM JIEKTPOHHOH CBSI3H
DJIeKTpOHHAs 1104Ta

6.4.1. Dnextponnas noyra (najee - Jll) B dunancoBom ynpapjieHHH MpejiHa3HavueHa JUI
nepefaun  CiykeOHOW MHGOPMALUM € [OMOLIBIO  [POrPAMMHO-AMNAPATHOIO  KOMILIEKCA
(KOMIIBIOTEPA, TEJICKOMMYHHUKAIIMOHHBIX CPEJICTB, IIPM IOMOLIM  CIEHHAIM3UPOBAHHOTO
POrpaMMHOTO oOecreyeHus1) Yepes JOKaIbHbIE U IJ100ajIbHbIE TEIEKOMMYHUKAIIMOHHBIC CETH.

6.4.2. DIEKTPOHHOE ITMUCbMO - 3TO IJIEKTPOHHOE COODIEHHME, IepejlaBaeMoe 4epes
TEJIEKOMMYHHKAIMOHHbBIE CETU U Y3JIbI OT OTIPABUTEIIS K MOJIyHaTEIHO.

6.4.3. Aamunucrpatop DIl - OTBETCTBEHHOE JIMIO W3 YMCIA COTPYAHUKOB (DUHAHCOBOIO
yIpaBJeHHsl, polie/iiiee HeoOX0MMYIO TOArOTOBKY U OCYLIECTBIIsAOIIEEe IpueM-niepeiaqy DII,
pacrie4yaTky, yueT, KOHTPOJIb U Ilepeaady MEeKTPOHHbBIX MHCEM ajipecaTaM.

6.4.4. JlokymeHTbl (OpuruHaibl), Hanpasisemblie 110 DI, 10mKkHBI ObITH OQOPMIIEHBI B
COOTBCTCTBHH C YCTAHOBJICHHbBIMH IIpaBHJIaMH W 1OJIINIHCAHbl PYKOBOJIHUTCIICM PunancoBoro
YIPABJICHUS UJIK €0 3aMECTUTENIEM.

6.4.5. He nojuexar nepecbiike DIl mtoOble JOKYMEHTBI, OTHECEHHBIC K KATErOpUH
OrpaHUYEHHOIO JI0CTYIIA.

7. TEXHUYECKOE OBECIIEYEHUE ITOAI'OTOBKHX JOKYMEHTORB
7.1. Ileyaranue u o6paboTka JOKYMEHTOB

7.1.1. Tleyatanue ciy»eOHBIX JTOKYMEHTOB M MATE€pHAIOB MPOU3BOAUTCS pabOTHUKAMH
DuHAHCOBOIO ynpasieHus. JIOKYMEHTBI U MaTepualibl, CBSI3aHHBIE C II0JIFOTOBKON COBELIAHUH,
NPEACTAB/IAEMbIE Ha pPACCMOTPEHUE U IOANMCH HavdaJbHUKY @OUHAHCOBOIO YNpPABIICHUS,
pa3padaThIBAIOTCS U [1€YATAIOTCS, OTBETCTBEHHBIMHU 3a MIPOBE/ICHHE COBEIIAHUSI.

7.1.2. Jlns nedaranuss NPUHHUMAIOTCS TOJILKO CJIy)KEOHbIE JOKYMEHTBI W Marepuallbl,
HEMOCPEACTBEHHO CBSI3aHHbIC C JEATEIbHOCTbIO PUHAHCOBOIO ynpasieHus. [lewaranune nojn
JIMKTOBKY HE JIOIYyCKAaeTCsl.

7.1.3. JIOKYMEHTB! U MaTepraJIbl TIEUATAIOTCS B OJIHOM DK3EMILISIPE U BMECTE € PYKOMUCHIO
nepe1atoTCs UCTIOJIHUTEIIO.

JIOKYMEHTBI U MaTepHallbl, IOJIEXKALLKE JIaJIbHEHILIEMY PEJaKTUPOBAHUIO U I1PABKE, MOTYT
ObITh IIEPENUCAaHbl HAa HOCUTEIb HUCIOJIHUTENs. DJIEKTPOHHBIE JOKYMEHTbI  XPaHSITCs
CIIELMAIIMCTOM OTBETCTBEHHBIM 3a JEJIONPOU3BOJICTBO B TEYCHHUE JIBYX MECSLECB.



7.2. KonupoBajabHO-MHOKHUTENIbHbIE paOOThbl

7.2.1. KonupoBajlbHO-MHOXKHUTEIbHBIE PA0OTHl JOKYMEHTOB MHHAHCOBOIO YyIpaBJICHHUS
ocyuiecTBIsIFOTeS paboTHUKaMU DUHAHCOBOTO YIIPABIICHHSL.

aJIpecy pacChuUIKH.
8. OPTAHU3ALIMA JOKYMEHTOB B JIEJIOITPOU3BOJICTBE

Opranusalus JOKYMEHTOB B JeJI0IPOU3BOJICTBE IIPEJACTABISCT COO0H COBOKYITHOCTE BHJIOB
paGoT, 06eCIeYHBAIONIMX COXPAHHOCTD, YUeT, CHCTEMATH3AIUIO JIOKYMEHTOB, (POPMHPOBAHUE H
odopMiIeHHE e M MX [epejady B BeJOMCTBEHHbIE apXMBbl B COOTBETCTBHHU C TPEOOBAHHAMH,
YCTAHOBJICHHBIMH ~ FOCYJApPCTBEHHBIMHM  CTaHJapTaMu  Ha  JIOKYMEHTBI, M HaCTOALICH
Wuctpykuuei.

OJHMM M3 OCHOBHBIX BHJIOB padoT, 0OOECHeuMBAIOIIMX [PABUJILHYIO OpraHH3aIuio
JIOKYMEHTOB B JICJIONPOM3BOJICTBE, SBJISETCS COCTABIEHHE HOMEHKIATYpbI JIell H (OpMUpPOBAHHE
Jiell.

8.1. nOpﬂHOK COCTABJICHHUSA U YTBCPIKACHHU S HOMCHKJIATYPBI J1CJ1

8.1.1. HomenkiaTypa Jnen IpeacTaBiIsieT COOOH CHUCTEMATH3UPOBAHHBIM I[IE€PEUCHb
3aroJIOBKOB Jiesi, popmMupyeMbix B DUHAHCOBOM YIIPABJIEHHH, C YKA3aHUEM CPOKOB HX XpaHEHH.

8.1.2. HomenknaTtypa Aes npeaHazHadeHa JUis TpyNInUupOBKH MCIIOJHEHHBIX JOKYMEHTOB B
JIeJia, CUCTeMaTU3allliK U ydeTa Jell, ONpeAeIeHHs] CPOKOB UX XPAHEHHUS U SBJSIETCS OCHOBOM I
COCTaBJICHHS OTMCEH J1e]1 IOCTOSHHOIO CPOKa XpaHEHHUSI.

B HOMeHKIaTypy /1] BKJIFOYAKOTCS 3aroJ0OBKH /e, OTpaXarolue Bce JIOKYMEHTUpyeMble
yyacTkd paboTbhl, B TOM YHUCJIE JIMYHBIE J€Ja, )KYPHabl yyeTa JIOKYMEHTOB. 3aroJOBOK Jesa
JIOJKEH B KpaTKOH, 0000111eHHON (hopMe oTpaxaTh OCHOBHOE COJIEPkKAHUE U COCTAB JOKYMEHTOB
nena (npunoxenue N 7).

8.1.3. I'padhbl HOMEHKIIATYPBI J1eJ1 3aMOHSIOTCS CJICAYIOIIUM 00pa3oM.

B rpade 1 HoMeHKIATypbl Jes1 MPOCTABISIOTCS MHJICKCHI K@XIA0I0 Jiejia, BKIYEHHOIO B
HOMEHKJIATYpy. MHzaekc naeisa COCTOMT M3 YCTAHOBJIECHHOrO B MUHAHCOBOM YIpaBJIEHHH
1M (poBOro 0003HAYEHUSI CTPYKTYPHOTO MOIpa3/ICICHHUS U IOPS/IKOBOIO HOMEpA 3aro/ioBKa Jiela
10 HOMEHKJIaType JIeJl B IpeJenax CTpYKTypHOro nojapasjaeneuus. Muaexcs! e obo3Havarores
apadckumu nudpamu, Hanpumep: 01 - 02, rae 01 - o6o3HaYeHHE CTPYKTYPHOTO MO/Ipa3/IeIeHus,
02 - nops/IKOBBIH HOMEP 3aroJoBKa Jea o HOMEHKJIaType.

B rpady 2 HoMeHKI1aTypBI Je/1 BKJIIOYAOTCS 3ar0JI0BKH Jie)l (TOMOB, YacTei).

3aroJI0BOK Jiej1a JOJKEH KpaTKo B 0000IIEeHHOH hopme oTpaxkaTh OCHOBHOE COJEPKAHHE U
COCTaB JIOKYMEHTOB JieJIa.

['padpa 3 HoMeHKIIATYPBI €T 3aII0JHIETCS 0 OKOHYAHUH KaJIeHIapHOoTro roja.

B rpade 4 ykasbiBaeTcs Cpok XpaHeHMs Jiesia, Homepa crared 1o llepeuHio THIOBBIX
YIIPaBJICHYECKUX JIOKYMEHTOB, OOpa3ylOIIUXCs B JESITEIbHOCTH OpraHu3alliu, ¢ yKazaHHeM
CPOKOB XpaHEHHUSI.

B rpade 5 yka3piBalOTCS Ha3BaHWUSI IEpPEUHEH JIOKYMEHTOB, HCIIOJIb30BAHHbBIX IIPH
OIpeJIe/IEHUH CPOKOB XpaHEHHUs JeJ1, POCTABIISIIOTCS OTMETKHA O 3aBEJICHUH JIeJI, MEePeX0IsIInX
aenax (nanpumep, nepexomsumx ¢ 2001 ropa), BbLACIEHMM € K YHHUYTOKEHMIO, JIMIIAX,
OTBETCTBEHHBIX 3a (OopMUpOBaHHE J1€]1, [Iepeiaye el B JIPYroi oprai UCHOJIHUTE/ILHONW BIaCTH
JUISL TTPOJIOJIIKEHUS U JIP.

Ecim B TedeHue roja B CTPYKTYPHBIX IojpazlesieHussx @OUHAHCOBOroO yNpaBlIeHUs
BO3HHMKAIOT HOBbIE JOKYMEHTHPOBAHHBIE YYaCTKH PadOThl, HENPEJYyCMOTPEHHbIC [ea, OHH
JONOJIHATEIBHO BHOCSTCA B HOMEHKIIATYpY Ael. Jisi BHOBb 3aBOAMMBIX JICJI B KQXKIAOM pa3liesie
HOMEHKJIATYPbl OCTABJISIOTCS pE3epBHBIE HOMEPA.

8.1.4. Homenknatypa aen OWHAHCOBOTO yNpapjeHus pa3padarbiBaetCsi CICLUATUCTOM



OTBETCTBEHHBIM 3a JEJIONPOM3BOACTBO B KOHIE r0Ja Ha CIACAYIOUMH KaJleHAapHbIH IO/,
coriacoBbiBaetcs ¢ DIIK, yreepxkaaerest HaualbHUKOM PUHAHCOBOI'O YIIPABJICHHS.

8.1.5. B teuenue roja o corsiacopanuio ¢ DK B yTBepKAeHHYIO CBOJAHYIO HOMEHKIIATYPY
JIeJl MOT'YT BHOCHTBCS M3MEHEHMsI M JIonoJjHeHus. Ha3BanusMu pa3jiesioB HOMEHKIIATYpPbI JeJ
SBJIAIOTCS Ha3BaHWsl CTPYKTYPHBIX nojpaszjeneHuit @unancoporo ynpasieHus. B cBojaHOH
HOMEHKJIAType JIeJ pasjielibl Paclojiaraloresi B COOTBETCTBMH € YTBEPKIACHHOH CTPYKTYpPOH
OunancoBoro ynpasienus. CBojiHas HOMEHKJIATYpa JeJl B KOHLE KaXJI0ro roja yTO4HseTcs,
YTBEPIKIAETCA W BBOJMTCS B JICHCTBHE ¢ 1 siHBaps cieayromero kajieHjgapHoro rojia. llocie
YTBEPIKIACHUS CBOJIHON HOMEHKJIATYPbI JIeJ1
nojpaseienne GUHAHCOBOrO YIPABJIEHHUs 110JIy4aeT BBIITMCKY COOTBETCTBYIOIIMX €€ Pa3/e/ioB
JUIs UCIOJb30BaHust B padote. [lo oxkOoHYaHMHM roja B KOHLE HOMEHKIATYphl J€1 JeIaeTCd
HUTOrOBast 3aMCh O KOJIMYECTBE 3aBEJICHHBIX JICI.

8.1.6. CBO/iHAs HOMEHKJIATYpA JIe/1 [le4aTaeTcsi B HEOOXOMMOM KOJIMYECTBE HK3EMILIAPOB.
[lepBblii yTBEPIHK/ICHHDBIH YK3EMIUISP HOMEHKJIATYPbI JIE SIBJISETCS JAOKYMEHTOM TOCTOSHHOTO
CPOKa XpaHEHHS.

8.2. O(i)OpMJlel-ll/le JIOKYMEHTOB, 3aKOHUYCHHBIX JICJIONPOU3BOICTBOM

8.2.1. 3aKoHYeHHbIC JICJONPOU3BOJICTBOM JIOKYMEHTbI IIE€PEIAIOTCS  HCIOTHHTEIEM
pabOTHUKY. OTBETCTBEHHOMY 3@ BEJICHHE JeJONPOU3BOACTBA B (DHUHAHCOBOM YIPABICHUH,
KOTOPBIA (OPMHPYET MX B Jjiesla B COOTBETCTBUH C YTBEPKIECHHOH HOMEHK/IATYpOW e IpH
METOIMYECKON MOMOIIH U 1101 KOHTPOJIEM CIIEIIHAIMCTOB BEIOMCTBEHHBIX apXHBOB.

B 3aBHCHMOCTH OT CPOKOB XpPaHCHHs MPOBOIMTCS MOJHOE WM 4acTH4YHOE O(opMIeHHE
nen. Cpokd XpaHEHHs JIOKYMEHTOB OIIPEIEIIIOTCsS B COOTBETCTBUM C HOMEHKIIATYPOH e |
MePEYHSIMH JIOKYMEHTOB C YKa3aHHEM CPOKOB XPAaHEHHSI.

[ToaHoMy opOpMIIEHHMIO TMOJUIekKAT Jie/la MOCTOSIHHOIO CPOKa XpaHEHWsl W 110 JMYHOMY
CoCTaBy.

[lonnoe ogopmienue aena npeycMaTpuBaert:

- IIOJILLIMBKY WJIM [IEPEILIEeT JIea;

- HyMepalmio JIMCTOB B JielIe;

- COCTaBJIEHUE 3aBEPUTEIILHOIO JIMCTA (JIMCTa-3aBepuTeis) jena (npuioxenue N §);

- COCTABJICHUE B HEOOXOAMMBIX CIy4asiX BHYTPEHHEH OMUCH JIOKYMEHTOB JIe/Ia;

- BHECEHME HEOOXOJIMMbIX YTOUHEHHH B PEKBHU3UTHI OOJOXKKH Jiesia (YTOUHEHHE Ha3BaHUS

opraHusalri, HHJCKC JI€jIa 110 HOMCHKJIATYpE, 3arojIOBOK Ji€ja, AaThbl JAejia U Hp) (l'IpI/IHO)KeHI/IC
N 9).

- B JI€JIO IIOMELIAIOTCS TOJIbKO MCIIOJIHEHHBIe, MPABHILHO O(QOpPMIIEHHBIE JTOKYMEHTHI B
COOTBETCTBUH C HOMEHKJIATYpOii jiel;

- BCE JJOKYMEHTBbI, OTHOCSILIIMECS K PELIEHHUIO OJIHOT0 BOIlpoca, GOPMHUPYIOTCS B OJIHO JIEJIO;

- B JI€JIO TPYIIMUPYIOTCS JAOKYMEHTbI OJIHOIO KaJICHJAAPHOIO roja, 3a MCKIIOYCHUEM
HEePEeXOSILIMX JIe;

- JIOKYMEHTbI [OCTOSIHHOI'0, BPEMEHHOIO M JIOJIFOBPEMEHHOI0 CpPOKOB XpaHEHHUS
(hopMUpYIOTCS B JIesa pa3/ieiIbHO;

- IIPUKa3bl 110 OCHOBHOM JIESITEJIbHOCTH I'PYIIIMPYIOTCS OTACIBHO OT IPUKA30B 110 JTHYHOMY
COCTaBy.

Jleno ne noipkHo npessbitath 250 auctoB. [lpy HanMunum B Jeiie HECKOJIBKUX TOMOB MHIEKC
M 3aroJIOBOK JIeJIa IIPOCTABIISIIOTCS HAa KaX</10M ToMe ¢ godasienuem "tom 1", "tom 2" u T.1.

8.2.3. JIoKyMEHTBI, COCTABJISIFOLLIME €10 MOCTOSIHHOIO CPOKA XPaHEHMs, MOJLINUBAIOTCS B
TBEP/YIO 00JIOXKKY W3 KApTOHA WIIH MEPEIIETAIOTCS ¢ YIETOM BO3MOXKHOCTH CBOOOIHOIO UTCHHUS
TeKcTa BceX JOKyMeHTOB. [lpy MOAroToBKe Jei K IMOJIIMBKE (MEperuieTy) MeTalaudeCcKue
ckperiyieHus (OyJ1aBKK, CKPEIIKK) U3 JIOKYMEHTOB y/IAIISIIOTCS.

Jlena BpeMennoro (1o 10 jieT BKJIIOYMTEIBLHO) CPOKa XPAHEHHs JOIYCKAeTCs XpaHUTh B
CKOPOCLIMBATEISIX, HE [POBOJUTEL MCPECHCTEMATH3ALMIO JOKYMEHTOB B JI€JIE, JIMCTBI Jie1a He



HYMEpPOBaTb, 3aBEPUTE/IbHBIEC HAMUCH HE COCTABIIATD.
8.3. DKcrepTH3a LEHHOCTH JIOKYMEHTOB

8.3.1. Dxcrepru3a LEHHOCTH JOKYMEHTOB IPOBOJUTCS JUISi YCTAHOBJICHHSI Hay4dHOH,
HCTOPHUECKON M MPAKTHYECKON 3HAYHMOCTH JIOKYMEHTOB C IIeJIbI0 0TOOpa MX Ha XpaHCHHE H
YCTAHOBJICHHSI CPOKOB XpaHEHH .

DKCIepTH3a IPOBOIMTCS 1I0CTOSHHO JSHCTBYIOMIEH KCIepTHOH Komuccuer (janee - DK)
dunancosoro ynpasinenus. Opranusanus padorsr K onpenensercs [onoxennem 06 DK.

8.3.2. Ilpu mnpoBejJeHUH HKCIEPTH3bI IIEHHOCTH JOKYMEHTOB OCYIIECTBISIOTCS OTOOP
JIOKYMEHTOB MOCTOSIHHOTO M BpeMeHHOTO (10 10 j1eT) CpoKOB XpaHEHHs /Ul epe/lad B apXuB;
BbIJICJIEHME K YHHYTOKEHHIO JIOKYMEHTOB M JICJl 3a MPOILIBIE I0OJbl, CPOKH XPAHEHHUS KOTOPBIX
UCTEKIIH.

[Ipu 5TOM OJIHOBPEMEHHO YTOUHSIOTCS JEHCTBYIOIIAA HOMEHK/IATypa JIeJI, CPOKH XpaHCHH s
JIes, 3aBEJCHHBIX B COOTBETCTBMHM C HOMEHKJIATYPOH e, mpoBepsieTcs COOIIOAEHUE IIPABUII
ohopMIICHHS TOKYMEHTOB U (POPMHUPOBAHHUS JIEJ1.

O160p JTOKYMEHTOB JUISi MOCTOSHHOI'O CPOKa XPaHEHHs IPOBOJMTCS IIYyTEM IOJHUCTHOIO
npocMoTpa Jiesl. M3 j1es1 mocTostHHOro CpoKa XpaHeHHUs IOJIEKAT U3bATHIO
AyOIMKATHI IOKYMEHTOB, YEPHOBHKHU U JIOKYMEHTbI C BDEMEHHBIMU CPOKAMHU XPAHEHHUSI.

B cBoeit nesrenbroctu DK pykoBoacTByercs OCHOBHBIMU IpaBuiiaMud pabOThbl apXHBOB
opranuzainuii, IlepeuyHemM THUNOBBIX  YHPABIECHYECKUX JOKYMEHTOB, 00pasyrloluxcs B
JeSTeJIbHOCTH OpraHu3alliu, ¢ yKazaHueM cpokoB XpaHeHust, [lonoxenunem 00 DK dunancororo
YIIPaBJICHHUSI.

8.3.3. Ilo pesynbraram 5KCIEpPTU3bl LEHHOCTH JOKYMEHTOB COCTABIISIFOTCS OIMCH JIe:l
IOCTOSIHHOI'O CPOKa XPAHEHUs U 110 JIMYHOMY COCTaBy, a TAKXKE aKThl O BBIJICJICHUU JIOKYMCHTOB
(men) k yHuuToxkeHuto (npuiioxkenue N 10).

8.3.4. JIOKyMEHTBI, MOJJIeXKAIUE YHUUTOXKEHHUIO, JOJDKHBI HM3MEJIbYAThCs M COKMIaThCS
NocJIe YTBEPKIEHUS aKTa O BbLACICHUH JIOKYMEHTOB K YHHUYTOKEHHUIO.

8.4. dopmupoBanue U 0GOpPMIICHHE 1€

8.4.1. B neno mommuuBaroTcst Bce JOKYMEHTHI BMECTE C MPUIOKEHUAMH, YKA3aHHLIMH B
TeKCTe JIoKyMeHTa. [lpu MX OTCyTCTBMM Ha JOKYMEHTE Jejaercs 3anuch 00  HX
MECTOHAXOXK/ICHUH.

8.4.2. JIOKyMEHTBI BHYTPH JeJa pacroJiaralorcs [0 XPOHOJIOMMM (BXOJSIIME - 10 jiaTe
MOCTYIICHUS, MCXOSLIME - 10 JlaTe OTIPABICHUS ).

[IpoTokosibl B J1ej1€ pacnoararoTes B XpOHOJIOIHUECKOM TOPSIKE 110 HOMEPAM.

8.4.3. Jlena nepenucku rpynmupyoTest O TeMAaTHKE 3a EPUOJL OJIHOIO KalIeHAapHOIo ro/a
U CHCTCMATH3UPYIOTCS B XPOHOJOIMYECKOM IOpSAKE; JOKYMEHT-OTBET TIOMEllaercs 3a
JAOKYMEHTOM-3anpocoM. [lpu BO30OHOBICHHM IEPENUCKUA [0  OIPEACICHHOMY BOIPOCY,
HAYaBLICHCS B MPEABILYILEM IOy, JOKYMEHTbI BKJIIOYAIOTCS B JIEJIO TEKYIEro roja ¢ yKazaHueM
MHJIEKca Jiesla MpeIblIyIero roja.

3arojloBoK  Jeja JIOJDKEH OTPaXarb OCHOBHOE COJEpIKAHME HaAXOAAIIMXCS B HEM
JnokymenToB. He pomyckaerces ynotpebiaeHue B 3aroJioBKe IPUIAATOUHBIX [1PEUIOKEHHIA,
IPUYACTHBIX M JICCNIPUYACTHBIX 00OPOTOB, @ TAK)KE COKPAIIEHHBIX CJIOB. 3a OCHOBY Oepercs
(bopmyarpoBKa, JaHHAS B HOMEHKIJIATYpE Jell.

8.4.4. 3arojloBOK /iejla COCTOMT U3 DJIEMEHTOB, PACIOJIOKEHHBIX B  ClIe/lylolIeit
110CJIe/I0BATEIILHOCTH
- Ha3BaHWe BUJA Jeja (lepernucka, KypHal M T.JI.) WIM Pa3sHOBUIHOCTH JIOKYMCHTOB
(IIPOTOKOJIbI, TPUKA3BI U T.J1.);

- KpaTKoe coJiep)KaHue JOKYMEHTOB Jjea;
- 1aThl (11epro/1), K KOTOPBIM OTHOCATCS JOKYMEHTDI JIej1a;
- yKa3aHue Ha 3arpeT CHATHs KOMUH ¢ JOKYMEHTOB JeJ1a.



JlaraMu J1e1, COJIepKallMX pacropsiAUTE/IbHYIO JOKYMEHTAIMIO (JA0KJIalbl, IHCHhMa),
SBJISIOTCS JIaThl PETHCTpallMK (COCTABIIEHMS) CAMOI0 PAHHETO M CaMOro IO3HEr0 JOKYMEHTOB,
BKJIIOUEHHBIX B JIEJIO.

Eciu jejoM sBiIsSeTCs KypHall MPUKA30B, PACHOPSDKEHUH M T.1., TO JaTod jeja OyuyT
TOYHbIE KaJIeHAapHbIE JaThl IEPBOM U IIOCIIEIHEHN 3aIIMCH B JKypHAJIE.

Jlaroii Jena, cojepialllero MnpoTOKOIbl 3ace/laHuM, SBJISIOTCS JaThl YTBEPKICHHUS WM
COCTABJICHHSI TIEPBOTO U MOCJEHETO MPOTOKOJIOB, COCTABISAIOLINX JICJI0.

JlaToM JIMYHOIO Jiejia SIBJSIOTCS JaThl IOJUIMCAHMs IIPHKA30B O IMpHEME M YBOJbLHCHUH
JMIIa, Ha KOTOPOE OHO 3aBE/IEHO.

JIOKYMEHTBI B JieJie HyMEpyIOTCs IIpU mepejiade jeja B apxuB. JIOKYMEHTbI HyMepyloTcs
IPOCTHIM KapaHaoM apabCcKuMu IIMGpaMu B [IPABOM BEPXHEM YIJIY.

8.4.5. JloxyMeHTBI 00JibIIOro (opmara MoJUIMBAIOTCA 3a OJMH Kpakd W HYMEpylTCsi Kak
OJIMH JIMCT B TIPABOM YTJIY Pa3BEPHYTOrO JUCTA. JIOKYMEHTBI ¢ COOCTBEHHON HyMepalue, B TOM
Yuc/e NevyaTHbie U3IaHusl, HyMEpYIOTCs B 00LIEM MOPSIIKE.

8.4.6. lloamuTeie B JI€J0 KOHBEPTHI C BIIONKEHUsIMH Hymepytortcst. Ilpn sTtom chavaa
HyMepyeTcss KOHBEpPT, a 3aTeM O4epe/JHBbIM HOMEPOM KaK/I0¢ BIIOKCHHE B KOHBEpTE.
®ororpaduu ¥ JIpyrue WUIOCTPUPOBAHHBIE MAaTepUalIbl HYMEPYIOTCs Ha OOpaTHOH CTOPOHE B
JIEBOM BEPXHEM YTILY.

8.4.7. Kax10€ Jiesio 3aKaHYMBaeTCs 3aBEPUTEIIbHBIM JILCTOM YCTAHOBICHHON (OPMBI.

B 3aBepuresbHOM JMcTe HUPPAMUA M HPOIUCHIO YKA3bIBAIOTCS (PaKTHUECKOE KOJIMYECTBO
JIMCTOB B JIAHHOM JIejIe, KOJMYECTBO JIMCTOB BHYTPEHHEH OIMUCH (€C/IM OHA eCTh), rpaduueckue
0COOEHHOCTH OT/IEJIBHBIX JJOKYMEHTOB (4epTexHu, ¢pororpaduu, pucCyHKH U T.II.), CTaBSATCS Jara,
JOJDKHOCTL M 1OANMCH padoTHUKA (¢ pacmu@poBkoit), chopmuposasiiero aeno. OcrajibHble
PEKBHU3UTHI 3aBEPUTEIHLHOTO JIMCTA 3aIOJHSAIOTCS paOOTHUKAMU apXHBa.

8.4.8. O0s0kKa J1ena 1MoCTOSIHHOTrO, BpeMeHHOro (cBeitie 10 jieT) CpOKOB XpaHEHHs U 110
JMYHOMY cocTaBy odopMisieTcst Mo ycTaHoBiaeHHOW (opme. Ha obOnoxke nena yka3bIBaiOTCs
HAaUMEHOBAHME OpraHu3allik, MHAECKC Jejla, 3arojoBOK Jela, Jara jeina (ToMa, 4acTH),
KOJIMYECTBO JIMCTOB B JI€JIE, CPOK XpaHEHUs JIes1a, apXUBHBIN (P aera.

Hannble, ykaspiBaeMble Ha 00J105KKe Je1a, 0GOpPMIISIOTCS CIEAYIONINM 00pa3oM:

- HQUMCHOBAHHEC YyKa3blBaAcTCs IIOJIHOCTLIO, B HMCHHTECIIBHOM I11aJ1CKE:

- MHJEKC Jena BKJtoyaeT B cebd uudpoBoe o0O3HAYEHHE Jiesia 10 HOMEHKIAType Jel
@PuHAHCOBOIO YIpaB/ICHHs, COIVIACOBAHHON ¢ HAUaIbHUKOM apXMBHOIO OTJe]a aIMHHHCTPALIUH
Kupenckoro paliona;

- Jlata Jiena BKIodaeT B ce0st rozi(bl) 3aBe/IcHUs] U OKOHYAHUS Jiejia B JIeJI0IPOU3BO/ICTBE,
[PH 5TOM YMCJIO ¥ IoJl 0003HavatoTest apabCKUMK 1M pamMu, Ha3BaHKEe MeCALA MTUILETCS CIOBOM.

Cpox XpaHeHus J1eJ1 HEPEHOCUTCS Ha 00JIOKKY Jlejla U3 COOTBETCTBYIOIEH HOMEHKIIATYPbI
JIeJT TI0CJIC CBEPKHU €r0 CO CPOKOM XpaHEHHSs, yKazaHHbIM B [lepeuHe TUIIOBBIX YIIPABICHUYECKHX
JOKYMCHTOB, 00pa3ylolMXCcsi B JESTEIbHOCTH OpraHH3alliy, C YKa3aHHEM CPOKOB XpPaHEHMUS.
Hanpumep, Ha j1e1ax OCTOSIHHOTO CpoKa XpaHeHus ruiercss "XpanuTh NOCTOSHHO'.

ApxuBHbIH mHGp Aena (Homep GoHA, OIMUCH, ej1a) Ha 00JI0KKAX JIeT TIOCTOSHHOIO CPOKa
XPaHCHHMSI TIPOCTABIISETCS B BEJIOMCTBEHHOM apXHUBE YEPHUIIAMHU TOJIHKO TOCIIE BKIIFOYEHHS ITOT'O
Jiena B IOJIOBBIC pasfiesibl CBOAHBIX ONHUCEH, yTBepxkaeHHbIX DIIK apxuBHOro areHrtcrsa
WpkyTrckoit o61act (10 3TOro OH MPOCTABISIETCs KapaH1aimoMm).

Ha o0noxkax jen [MOCTOSHHOIO CpoKa XpaHEHHs [PejlycMaTpUBAETCs MECTO IS
HAaHMEHOBAHMS IOCYIapCTBEHHOIO apXMBa, B KOTOPLIH OyayT nepeaasarbes jeiia @UHAHCOBOTO
yIIPaBJICHHUS.

8.5. Cocrasienue 1 opopmieHue onucei ae

8.5.1. Ha 3aBepiueHHble jejia MOCTOSTHHOTO CpOKa XpaHEHHUs E€XKEroJHO pPadOTHUKOM,
OTBETCTBCHHBIM 3a apXuB MUHAHCOBOTO YIpPaBJICHHS, COCTABIISIIOTCS OIUCH Jell.

8.5.2. OnucH J1es1 COCTaBJIAI0OTC OT/IE/IbHO Ha Jie/1a MOCTOSSHHOIO CPOKa XpaHEHUs U Jiejia
110 JINUHOMY COCTaBy.



Jlena BKJIIOYAIOTCS B OIMKMCH B COOTBETCTBUM C IIOPAAKOM HMX PACIOJIOKEHHS B
HoMmeHkiaType jein @duuancoBoro ympabieHus. Kaxioe €10 BHOCHTCS B OIHCH O]
CAMOCTOSATENILHBIM TTOPS/IKOBBIM HOMEPOM (€CJIH JIeJI0 COCTOMT M3 HECKOJbKMX TOMOB HIIH
yacTel, TO KaX/Ibli TOM MJM YacTh MMEET CaMOCTOsTe/IbHbIH HoMmep). ['padbl onucu
3AIOTHSIIOTCSA B COOTBETCTBUH C TEMHU CBEICHHUSIMU, KOTOPbIE BLIHECEHBI Ha O0JIOKKY JieJia.

I'papa omucu jen "llpumedanue" HCIONb3YeTCs Ul MPOCTABICHHS OTMETOK 00
0COOEHHOCTAX (PHU3HUUECKOTO COCTOSHUS J€]1, HATUYHU KOIIUH U T.J1L.

8.5.3. OnucH Jies MOCTOSHHOTO CPOKa XPaHEHUs! U 110 JMYHOMY COCTaBY COCTABJISIFOTCS
COOTBETCTBEHHO B 4 HK3eMILIApax M 3 9K3eMIUIIpax, KOTOpble MPEJCTaBIAIOTCA B apXMBHbIA
ores1 agMHHECTpanun KupeHckoro MyHHIMNANBLHOrO paiiona MpkyTckoii odnacty.

[locre yrBepskaenus u corsacoBanust ux Ha DIIK apxupHoro arentcrsa Vpkyrckow
067acTi 1 3K3eMIUIAP ONUCH JIeJ TIOCTOSIHHOIO CPOKA XPAaHEHHs W 2 9K3eMILIsIpa OIUCH JIe] 110
JIMYHOMY cOCTaBy Iepejiaiores B PuHaHcoBoe ynpasienue. OCTalbHbIe YK3EMIUISAPbl OCTAIOTCA B
APXMBHOM OT/Ie/Ie a/IMMHHCTpalni KHpeHeKoro MyHuIMNaibHoro pafona MpkyTekoit 00macTy.

8.6. Opranu3zainus onepaTuBHOIO XpaHEHHsl TOKYMEHTOB

8.6.1. C MoMeHTa 3aBeJieHMss W [0 Iepe/aud B apXUBHBIA OTJE]A aJMHHUCTpPALHH
Kupenckoro MynununaibHoro paiona Mpkyrckol oOsactu jienia XpaHsaTes 10 MECTy HX
dbopMUpOBaHHUSL.

8.6.2. Jlesia HaxoadTCs B pabOYMX KOMHATAX WJIM CMENHAIBbHO OTBEACHHBIX /Ul DTOH [ICITH
[IOMELIEHMsIX, XpaHATCS B 3anuparoIiuxcst Kadax, NpeJoXpaHsoUX HX OT IMbUIH H
BO3/ICUCTBHSI COJIHEYHOI'O CBETA.

B mensx oOecrieyeHus ONEPaTHBHOTO TOMCKA JIOKYMEHTOB Jejla paclojaratres B
COOTBETCTBHH C HOMEHKJIATYPOH 1€, KOTHS KOTOpoH umeeTcsi B @HHAHCOBOM YIIPaBJICHHUH.

Ha xopetkax 00J10%KeK e/l YKa3bIBAIOTCS MHJIEKChI JIeJ 110 HOMEHKJIATYpe, I'0/ibl U CPOKH
XpaHeHHUS.

XpaHUTb JJOKYMEHTBI B HEIIPUCIIOCOOJICHHBIX HIKapaxX U padouux cTosiax 3anpenaeTces.

8.6.3. K xaxjomy Jienty odopmisiercss clpaBka O BblJjaue JOKYMEHTOB, B KOTOPOH IpH
O3HaKOMJICHHH C JACJIOM JOJDKHa ACJaTbCsi COOTBCTCTBYIOLAss OTMCTKA, BKJIIOYHarolas gary,
JIOJDKHOCTh M (DaMUJIMIO O3HAKOMHMBILEIOCS, a TAK)Ke IepeyeHb JOKYMEHTOB, ¢ KOTOPbIMH OH
ObLJT 03HAKOMJIEH.

8.6.4. M3bsiTHe JIOKYMEHTOB M3 [€/1 IOCTOSHHOI'O CpPOKa XPaHEHHs JIOMYyCKACTCs B
MCKJIIOUMTEIBHBIX — ClIydasiX M IIPOM3BOJMTCS  TOJBKO C  paspelieHUs  PYKOBOJIUTEIS
noapasaesieHuss MUHAHCOBOTrO yNpaBlI€HUS ¢ 0053aTEJIbHO OCTABJICHHOW B JIe/€ 3aBEPEHHOMN
KOMUEH TOKYMEHTa U aKTOM 00 U3BITHH MTOVTMHHUKA.

8.7. IloaroroBka u nepeaada J0KyMEHTOB B apXUB @ MUHUCTpaluu Kupenckoro
MYHHUIUNAILHOTO palioHa Mpkytckoit odnactu

8.7.1. B apxup ajMMHHCTpAUUH KHpPEHCKOro MYHHIHMIAIBLHOrO paiiona WMpkyTckoii
o0yacTd (Jlajiee - apXMB) NEpeAaloTcs Jejla ¢ HCIOJIHECHHBIMH JIOKYMEHTAMH [10CTOSHHOIO,
BpeMeHHOro (cBbimie 10 J€T) CpoKOB XpaHEHMst W IO JHYHOMY cocTaBy. Mx mnepenaya
IIPOU3BOAUTCS TOJIBKO 110 OMUCIM JIeJT.

8.7.2. Jlena ¢ MCIIOJHEHHBIMU JJOKYMEHTAMM MOCTOSIHHOTO W BpeMeHHOro (cBbite 10 Jer)
CPOKOB XPaHEHHMs I1epe/laloTcsi B apXWUB [0 HCTEUEHUHU JIBYXJIETHEIO CPOKa MX XPAHCHUS H
HUCITIOJIB30BaHMUsI.

8.7.3. Jlena BpemeHHoro (710 10 €T BKIIOYUTEIBHO) CpOKa XpaHEHHUs Iepejadye B apXHB,
KaK IpaBHIIo, He nojyiekar. OHu XpaHsarcs B DUHAHCOBOM YIIPaBICHUU U T10 HCTEUEHUH CpOKa
XPaHEHHMS ITO/UIeKAT YHUUTOKEHHUIO B YCTAHOBICHHOM I10PSI/IKE.

8.7.4. B nepuoji MOArOTOBKM AEd K Iepejlaye B apXUB OTBETCTBEHHBLIM 3a apXMBHOE
XpaHEHHE MPEBAPUTEIILHO IPOBEPSICTCS MPABMIIBHOCTL WX (POPMHPOBaHHUs, OPOpPMIICHUS U
COOTBETCTBHUE KOJIMUECTBA JI€JI, BKIIFOYEHHBIX B OIUCH, KOJHUYECTBY JCJI, 3aBCJICHHLIX B



COOTBETCTBMHM € HOMEHKJIATYpo# jien @duuancoBoro ynpapieHusi. Bce BbISBIEHHBIE IPH
[IPOBEPKE HEJIOCTATKH B (POPMUPOBAHHM U OPOPMIICHUH J€J1 JOJDKHBI ObITH YCTPAHEHBI.

8.7.5. B ciyuae JIMKBHJIAUMKM MJIM peopraHuzauuy OUHAHCOBOIO YIpaBJICHHs JIKIIO,
OTBETCTBEHHOE 3a BEJICHHE JICJONPOU3BOJICTBA, B [IEPUOJ [POBEJICHUS JIMKBHIAIIMOHHBIX
MEpOIPHATHI (OPMHPYET BCE MMEIOLIMECS JIOKYMEHTbI B jiea, 0oQOpMIiIseT UX W Iepeiact
npasonpeeMHuKy. [lepeiaya 1e1 0CymeCcTBIsAETCs 110 OMUCIM M HOMEHKIIAType JIeJT.

8.7.6. Ilepenaua Jjies1 B apXMBHBIH OTJ1e]1 aJIMMHHCTpalny KupeHCKoro MyHHIHIIAIBHOTO
paitfona MpKyTcKoii 001aCTH OCYIIECTBIISETCS 110 UCTEYCHWH BEJIOMCTBEHHOIO CPOKA XPAHEHHUS.

8.8. Mcnonb3oBaHue JAOKYMEHTOB apXHUBHOI'O OT/€JIa OUHAHCOBOTO yhpaBJICHUA

8.8.1. Jlesa ¥ KONMH JIOKYMEHTOB, XpaHsIMECs B apXHMBHOM OTJe/le a/IMMHHCTPALUH
KHpPeHCKOro MYHMIMIAILHOrO paifona MpKkyTckoit 007acTH, MpefoCTaBisioTes padoTHHKAM
duHAHCOBOIO yrpasieHus /Ui padOThl B MOMEIIEHHH apXHBHOTO OTJe/Ia WM MO POCIIHCH BO
BPEMEHHOE 110JIb30BaHue (He DoJjiee 0/THOT0 MECs1a) BHE apXUBHOTO OT/IC/IA.

8.8.2. PaboTHuku DHHAHCOBOrO YIPABJICHUS HECYT OTBETCTBEHHOCTH 3a COXPAHHOCTD,
[PAaBUJIBHOE MCIOJB30BAHAE MOTYUYCHHBIX APXMBHBIX JIOKYMEHTOB M COJCpIKALUCHCS B HMX
HHPOPMALIIH.

[Ipu yBoabHeHHH pabOTHHK OUHAHCOBOIO ylpapieHus O0Osi3aH CJaTh B apXHUB
HAXOJISIIHECS Y HErO BO BPEMEHHOM 110JIb30BAHUH JIOKYMEHTDI.

8.8.3. PaboTHHK, OTBETCTBEHHBIH 3a BeJCHHE JIeJIoNpou3BoACcTBA B DHUHAHCOBOM
YIIPABJICHUH, TIPH YBOJIbHEHHH HJIM [1EPEBOJIE Ha JPYIYIO pabOTy CIAIOT M0 aKTy BCE MMEIOLIHMECH
y HMX JIeJ1a, JJOKYMEHTBI, KHHIH PErHCTPALIMH JIe]l, KAPTOTEKH BHOBb HA3HAYCHHOMY PaOOTHHKY.
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[Tpustoxenue N 1

K WUHcerpykumu 1o
JIEJIONPOU3BO/ICTBY B
DuHaHCOBOM yIIpaBJI€HUH
ajmMuHucTpauun Kupenckoro
MYHHUMNAIBLHOTIO palioHa
Mpkyrckoit obactu

Pasociate: npokyparypa, 0D,00,0K
®uHaHCOBOE YIIpaBJIEHUE

[loamuees "

[Toamuen "
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[Ipunoxenue N 2

K Wuctpykuuu 1o
JICTIOIIPOU3BO/ICTBY B
duHancoBOM yIpaBJjIeHHH
a/iMuHucTpalu Kupenckoro
MYHHUIMIIAIIBHOTO paioHa
UpkyTtckoit obitactu

[TPOTOKOIJI
COBEIaHHUs

GUHAHCOBOI'O YIIPABJIEHUSI KUPEHCKOI'O MY HUIIUITAJIBHOI'O
PAMOHA UPKYTCKOU OBJIACTH
C TJIABAMU MYHULIUTIAJIBHBIX OBPA3OBAHWI CEJIBCKMX
[MTOCEJIEHUM KUPEHCKOTI'O PAMOHA UPKYTCKOM OBJIACTU

oT N

[Ipencenarens (1peaceaTenbCTBYOLIMN) -
Cexkperaps -
[TpucyrcrBoBain: YeJI0BEK (CIMHUCOK MpUJIaraeTcs )

[TOBECTKA JIHA:

1. O....

Hoxman (10/0K110¢Th, GaMHITHSL, HHHIHAIDI). ..
1. CJIVILIAJIA:

BBICTVYIIWJIN:

[TOCTAHOBWIJIN:

[Ipeacenarens
(ITpencenarenbeTBYOLIMI) [Toanuce Wuunuumane hamunms



[Tpunoxenue N 3

K Uncrpykuuu 1o
JICJIONPOU3BO/ICTBY B
dunaHCOBOM YIIpaBJICHUH

aaMuHucTpauun  Kupenckoro
MYHHULUIIAIBHOTO palioHa
MpkyTckoit od1actu

BBITIMCKA U3 [TPOTOKOJIA
COBEIIAHUS
oT N

(HaUMEHOBAHHUE JIOJKHOCTH) (uHUIMATbL, (haMUATHS )



[Ipunoxenue N 4

K WUuctpykuum 1o
JeJIOTIPOU3BOICTBY B
DUHAHCOBOM VIIPaBJICHUH

agMuaucTpauuu  Kupenckoro
MYHHIMIIATIBHOIO paiiona
MpkyTckoit obtactu

CTEHOI'PAMMA

(COBCLLlaHI/IfI, 3acelaHus Uik HHOI'O MepOHpI/IHTHﬁ)

(MeCTO IIPOBEACHHUS ) (nara)

(TEKCT CTEHOrPAMMBI)

PekBusut "lloanuce" pacnosaraercss Ha 000POTHONH CTOPOHE B JIEBOM HHIKHEM
yIiLy.



[Ipunoxenue N 5

K MucTpyKuuu 1o
JICJIONPOU3BOICTBY B
dunancoBom VIIPABICHUH
aMauucTpanud  Kupenckoro
MYHUIHMIIAILHOTO paloHa
WpxyTckoit o0iactu

KOHTPOJIBHAS KAPTOYKA N

Buj1 jlokymenra

N jara

(npuKas, MucbLMo)
HaumeHnoBanue 10KymeHTa

Ha koro B03J103K€HO BBIIIOJIHEHHUE TOCTAHOBIICHHUS, yKasa, paclopsiKCHHUsI:

Cpok

HCITOJIHCHHUS

JlaTa rnocraHoBKM Ha KOHTPOJIb
[lo ubemy  pacnopsbkeHuro
KOHTPOJIb:

B35TO

Ha

Jlata CHSTHSI ¢ KOHTPOJIS
[1o ubeMy pacHOpsPKEHUIO CHITO € KOHTPOJISL:

CojepxaHue KOHTPOJIUPYEMbIX TYHKTOB

OT1MeTKa 00 MCIIOJIHEHHHU (YTO CAeIaH0)

ObopoTHast cropona

ConepxaHue KOHTPOJIHPYEMbIX ITYHKTOB

PC'Syﬂ bTAaTbl UHCITOJIHECHU S




[Ipunoxenne N 6

K WMucrpykuuu 1o
JICJIONTPOU3BO/ICTBY B
duHaHCcOBOM yIIpaBJICHUH

aJMUHUCTpallUn Kupenckoro
MYHUIIMTTAILHOIO paioHa
Upkyrckoii obsiactu

HAIIMCAHUE
HEKOTOPBIX COKPALIEHUU CJIOB, IAT U YUCEJI

Hanucanue nanbosee ynorpedisieMbIX COKpallleHui
CJI0B U1 HAUMEHOBAHUU

B npoekrax npuka3os MHHAHCOBOTO YIPABJICHUS PEKOMEHJYETCs YNOTPEONSITh MONHbIE
HAMMEHOBAHHUsl OPraHOB UCIIOJHUTEILHOH BJIACTH.

B jokymenTax He jonyckaercst ymnorpebieHume cokpaimienus "P®"  Bmecto cios
"Poccuiickas dejepanus”.

[Ipy HEOOXOAMMOCTH MHOTOKPaTHOIO YNOTpEO/IEHUs HAUMEHOBAHHUSI OpraHa, €ro
IO/Ipa3/ielicHusl, YUpEeXJICHUs, OpraHH3alMd B paMKax OJIHOro JIOKyMEHTa IpH TIEPBOM
YVIIOMHUHAHUKU [IPUBOJIMTCS €ro MOJHOE, a B CKOOKaX COKpalleHHOE HauMCHOBaHHE, HAIIpUMED:
JlenaprameHT SKOHOMHUYECKOro pa3BuTus MpkyTckoii odnactu (aasee - JlenaprameHr).

AGGpeBHaTyphl, YdTaeMble 110 OyKBaM, HE CKIIOHSIOTCS M MUUIYTCS MPONUCHBIMH OYKBaMH.
Hanpumep: MB/1. MUC, DBM, MI'Y, OOH.

AGOpeBHATYpPbI, YHTAEMBIC MO CJIOraM, CKJIOHSIOTCS M IHUIILYTCS NPOIMCHBIMH OYKBaMH,
eciit obpaszosannl o uMenu codberennoro (MUl - MU Ja, I'OCT - I'OCTom), U cTpOUHBIMH
OyKBaMH, ec/ii 00pa30BaHbl OT HMEHH HAPUIIATEIBHOI'O (BY3 - By3a).

Mcnosnb3yeMble B JIOKYMEHTAX COKpAIIEHHsI CJIOB JIOJIKHBI ObITb OOLICTIPUHSATBIMU, a MX
Harucanue - ynuduuuposano. Hanpumep:

BEK, BEKa - B., BB. (IIpu uudpax) obaacTth - 001.

roJ1. TOJIbI - I., I'T. (IpH Uppax)
TEKYIIEro roja - T.r.

rexrap —ra

rJlaBa, rjaBsbl - IJl. (B KHATaX)

ropoj - I.

rOCITO/IMH, IOCHoOXKa, 1rocrioaa - r-H,

Ir-xa, I'T.
I'paXAaHUH - I'P-H
JA0M - 1.

JKeJsie3Has jgopora - KL

[epeyJIoK - rep.

[JI01a /b - I

IOABE3/L - IO/,

IIOCEJIOK - I10C.

poe3 /1 - 1.

MIPOCIIEKT - IPOCIL.

MYHKT, IYHKTbI - 1., ITI1.
paloH - p-H (IIpY HA3BAHWH)
PUCYHOK - PHC.

pyOIb - pyo.



HKEJIE3HO0POKHBIHN - K.-JL. CeJIo - C. (IIpY Ha3BaHWH)

MCTIOHSIOIMH 00SI13aHHOCTH - H.0. CMOTPH - CM.

U JIpyrue - u Jip. crarhbst - CT. (11pu nudpax)
U TIPOYME - U TIp. cTpaHuua - ¢. (npu uudpax)
M TaK jajiee - U T.JL. tabauua - Tadi.

¥ TOMY 110JI00HOE - U T.II. KIEMILISAP - IK3.

KaOuHeT - Kad. TO €CThb - T.€.

KUJIOTPamMM - KT (1pu 1ndpax) TOM, TOMA - T., TT. (IIpu LUdpax)
KOMHaTa - K. TOHHA — T

KOPILYC - KOPII. ThICSYA, THICSYM - ThIC. (IIpH
JIMCT, JIUCTBHI - JL. udpax)

MeTp - M (11pu uudpax) yJdia - yi.

MUIITHAP/1, MUJUIMAP/Ab] - MIIPJ. (11pU LEHTHED - IL.

nudpax) CeKyH/a - C.

MHJITHOH, MUJIJTMOHBI - MIIH. (ITpH LK pax)

B Hanucanuu umen, reorpaguyeckux Ha3BaHWH, TEPMUHOB, JOKHOCTEH, yUpeKIeHUH U
T.JI. JIOJDKHO c00JII0/1aThesl eAnHoo0pa3ue NpUHLIKMIOB U (GopM cokpalieHus. Harpumep, npu
COKpalLlEHUH 110ciae HUdp CIOB roj, roJbl HEOOXO0/MMO COKpallaTh ¥ CJIOBa BEK, BeKa MOC/Ie
uudp, obdosHavaroUX crTojeTus. He pexomenjyercs oTpbiBaTh HHULMAIbI OT (BaMHIMH W
MEPEHOCUTD €€ Ha JIPYTYIO CTPOKY WJIK CTPAHUILY.

Hanuvcanue nar

Jnst nanumcanus jathl, B KOTOPYIO BXOJST JIeHb Mecsia (4MCI0), MeCdll H IO,
MCIIOJIB3YIOTCS CII0BECHO-LM(DPOBOH M LUPPOBOH CrIOCOOBI JaTHPOBAHHS. Y Ka3aHHbBIE YJIEMEHTEI
MOTYT UMETh cieaytouiee Hanucanue: 2 uronst 1999 r., 02.07.99, 02.07.2000.

[Ipu oOo3HaueHuM B TeKCTE JaTbl, COCTOAIICH TOJILKO W3 r0Ja, CJIOBO TIOJ IMHUIIETCS
MOJIHOCTBIO: I1aH padoTel Ha 1999 ro.

Ecin nara B TekcTe cOCTOMT U3 Mecsila U roJia, KBapralia U roja, noJyrojaus 1 roja, To oHa
MMeEET clie/lyrolee Hanucanue: B vrosie 1999 r., B utoste - aBrycre 1999 r.; 8 | kBaprane 1999 r., B
I[II - IV kBapranax 1999 r.; B nepsom nonyroaun 1999 r. Kpapran obo3HayaeTcss puMcKOii
nUGPOi, a NOJIyro/ine MUIIETCS CIIOBOM.

Kajennapuble cpoku B TeKcTe MUIIYTCS CIEAYIONMM obpa3om: B uiosie 1999 r., Ho: 3a 8
mecstieB 1999 roaa, B 1999 roay, ¢ 1995 no 1999 roa, B 1996 - 1999 rojax.

[leproa, orpaHMyeHHBIA UpeAeIaMH Troja M JCCATHIICTHS., YKa3bIBAeTCs CJIeIyIOIIUM
obpazom: rogax B nepuoj 1970 - 1980-¢ rojibl (roj1 ¥ AeCsTUIICTHE).

B HazBaHusIX Npa3HUKOB M 3HAMEHATENIbHbIX JaT C IPOMMCHOM OYKBBI IUIIYTCS MEPBOE
cia0BO ¥ uMmeHa coOcrBennbie: Jlenb Koncturyuuu Poccuiickot ®enepanuu, Bocbmoe mapra,
Hoesiit roj, Jlens Poccuiickoit nayku, PoxnectBo Xpucrtoo, Ho: [lenb IloGens, Jlenb
3alU THUKOB OTevecTsa.

Eciay HavaibHOE MOPSJIKOBOE YMCIIUTEIBHOC B TAKOM Ha3BaHUM HAIMCAHO LU(POH, TO ¢
[POITUCHOM OYKBBI MHUILIETCS CIICYIONIEE 32 HUM CJI0BO. [1opsAIKOBOE YHCIUTEIBHOE TIPH STOM He



MMeeT HapalieHus, Hanpumep: 8 Mapra.

[TopsiJiIkOBOE YHCIUTENBHOE MUILETCS CIOBAMH M CO CTPOYHOH OYKBbI B CJIOBOCOUCTAHMSIX
THIIA: NPUOBLIH HAa BOCEMbJIECST NsToe 3aceaanue ['enepanbuoit Accambiaen OOH.

[lopsiAKOBbIE — YMCIIHTENbHBIE, O0O3HAUYaeMbple apaOCKMUMK  uMdpamu, [HIIYTCsS ¢
HapaiieHueM: 8-if psia, 80-e rozpl.

Ecau moapsyj MAyT JBa [OPSIAKOBBIX YMCIMTEIbHBIX, Pa3/IC/CHHBIX 3alsTOH WM
COCJIMHEHHBIX COI030M, MajJeKHOEe OKOHUAHHME HAPAIIMBACTCS Y KakJl0r0, Hanpumep: S-i, 6-#
pst: 9-ii u 10-# paspsibl.

Eciu Heckoibko (60J1ee JBYX) MOPS/IKOBBIX UMCIMTEIBHBIX HJYT HOJPSA, TO MaaekKHOE
OKOHYAHWE HapallliBaeTcs TOAbKo y mocieasero, Hanpumep: 50, 70, 80-¢ rombl Ecan 1Ba
MOPSAKOBBIX YMCINTE/IbHBIX HAIlMCAHBl Yepe3 THPE, TO MaJeKHOC OKOHYAHWE HApAIIHBACTCS
TOJILKO y BTOporo, Harnpumep: 50 - 60-e roxel, B 20 - 30-x rojax.

He TpelyioT HapalieH#s MaJekKHbIX OKOHYaHMH Takue MOPS/IKOBBIC YHCIUTEIbHbBIE, KaK
HOMEpa TOMOB, pa3/eJioB, IJ1aB, CTPAHHIL, WIUTKOCTPALMi, MPUIOKEHUH W T.II., €CIM pOJ0BOC
CJIOBO TIPE/IIECTBYET YMC/IMTENbHBIM, HApuMep: B Tome 6, B riase 5, Ha crpannie 85, Ha
pucynke 15, B Tabuuue 8, n3 npusoxenus N 6.

3HAK HOMEpa CTABUTCS MEpes MOPSAKOBBIMM HOMEPAMH IPHJIOKCHHH, HO HE CTaBUTCA
repe/1 Nops/AKOBBIMK HOMEpaMH TaOJIUL, WIITIOCTPAIlUH, IJ1aB, CTPaHHMIL, HAallpUMEp: HPHIIOKEHHE
N 2, rabauua 1, rnasa 4, ctpanuna S.

Pumckumu  numppamu  (6€3  HapalleHUs [AAEKHOIO  OKOHYAHMS) [0  TpaauLUH
0003HAYAIOTCA BEKa, KBapTalbl, MOPSAAKOBbIE HOMEpa Cbe3/10B, KOH(pEpeHIHH, KOHIPECCOB,
MEXKIYHapOIHbIX 0ObeMHeHUH, accaMOIel, roJ0BIIMH, CIIOPTHBHBIX COCTSA3aHWH, HapUMep:
XX Bek., XIX - XX Bexa, XX cronerue; | kBapran, IV kBapran; X MexayHapoaHbiid
acrpoHomuueckuit cue31; XII OnuMnuiickue urpsl.

[Ipn opopMiIeHHH J1aT, KaTeHAApPHBIX CPOKOB B Ha3BaHUSIX I1Pa3/IHUKOB H 3HAMEHATE IbHBIX
JaT HE PEKOMEHJ/YETCSl OTPHIBATH CJIOBECHBIC BBIPAXKEHHUS OT LUPPOBBIX, [EPEHOCHTb UX Ha
JPYTYIO CTPOKY WJIM CTPAHHILY.

Hanucanue uucen

Jlist  HanucaHMst 4YMCeNl MCIOJB3YIOTCS  cleaytouiue (opmbl:  OykBeHHast (4YeThbIpe
komnptorepa, 1satey [[DBM), mudporas (25 TI9BM, 20 neyarHbix JUCTOB) W OYKBEHHO-
uudposas (130-ThICIUHBIN).

byksenHo-undponas ¢popma HamHCcCaHUS YUCET PEKOMEHJIyeTCs JUIsl 0003HAUEHUSI KPYITHBIX
KPYTJIbIX YMCeJT B BHJIE COYETAHUSI HUGP C COKPALIEHUSIMH ThIC., MJIH., MJIPJL.: S5 ThIC. pyOiei, 12
MJIH. pyOaeit, 20 mupa. pyOiiei.

Ecan B npeuiokeHUMH Hapsly € OJHO3HAYHBIMHM 4YaCTO BCTPCUAIOTCS M MHOTO3HAYHBIC
KOJIMYECTBEHHbIE  YMCIHUTENIbHBIE, B LEISIX YHUPUKAUMH  CIASAYeT W OJHO3HA4YHbIE
KOJIMUECTBEHHbIC UYMCIMTENbHBIE IHCaThb HUBpaMM, 3a HUCKIIOYCHHEM YHCJIUTEIbHBIX B
KOCBEHHBIX Majiexkax, Harmpumep: B 0ubmnoreky nocrynuio 15 [I9BM, a B apxuB - 3 uiu: B
OubJIMOTEKE HEe XBAaTaeT TpeX MalllkH, B apXUBeE - JBYX.

HazBanust enMHMIl U3MEpPEHHS] B TEKCTE JOKYMEHTOB PEKOMEHJIYeTCSl MUCaTh: S5 ThIC.
MeTpoB, 16 ToHH, 120 KB. MeTpoB, 20 MJIH. TOHH; B IIPUJIOXKEHUSIX - COKPALLEHHO: 5 ThIC. M, 16 T,
120 xB. M, 20 MJH. T.

CyuiecTBUTEIBHOE TTOCIIE IPOOHOI0 YMCiIa corjlacyercsi ¢ JJpoOHON ero 4acThio U CTAaBUTCS
B POJMTE]ILHOM IaJIe)ke eJUHCTBeHHOro yucia: 28,5 merpa, 46,2 kB. Merpa, HO 28.5 ThIC.
METPOB.

[Ipu 0003HaYECHUH KOJIMUECTBA IIPEIMETOB, a TAKXKe KOJIMUECTBA JIIOACH HE yIoTpedISioTes
ciopa "mTyk". "uesioBek": 10 aBTomoOuieH, a He 10 WITYK aBTOMOOKIICH; TISITh 1TPOrPAMMMCTOB,
a He NsTh Yesaosek nporpammuctos. Ho numercs: 10 aucros Oymary.

Cilo’KkHBle  CYLIECTBHTENbHbIE W IpUJIaraTelibHble., MMEIOIIME B CBOEM  COCTaBe
yuCAMTENbHbIe, MUIIYTCS —cleayronmm obpasom: 1150-metne, 3-mecsiunbiid  cpok, 25-
IPOLEHTHbBIN, 3-AHEBHBIH, 1-, 2- B 3-CEKIIMOHHBIE mKkagbl.



Ecin B IoKyMeHTe BCTpEYaIOTCsi BLIPAXKEHHS ¢ YMCIUTEIbHBIMU THna 1,95 pasa, To B ToM
Ke JIOKYMEHTE 110JIOOHBIC UMCIMTEIbHBIC, KOTOPbIE OOBIYHO PEKOMEHJIYETCs IUcaTh CJIOBAMH,
Takke nUIIyTes  MQpaMH,  HAmpuUMep:..lIpd  yBeJIMueHuu ckopoctd B 1,95 pasa
IIPOU3BOMTENLHOCTD TPy/1a yBeauuuTes B 1,5 pasa... (Ho He "B noaropa pasa').

B Homepax TejaedOHOB MPHUHATO OTJACNSATH JEPUCOM ClpaBa HAIEBO MO JBE LUQPBL,
Hanpumep: 45-12, 3-45-12, 123-45-12.

Mesky 4acTsaMH JIBOMHOTO HOMEpa JIoMa CTABUTCs Kocas uepra, Hanpumep: yii. WibuHKa,
1. 9/2. JIuTepa nULIETCs CIMTHO ¢ HOMEPOM jioma, Hanpumep: [Tymikunckuit nep., 1. 7a.

3naku HoMepa, naparpada, MpOIEHTOB, IPajlyca CTaBATCs TOJIbKO IPU LH(pax, K KOTOPIM
OHM OTHOCSITCSL, ¥ B 3arosioBkax rpad Tadmuunbix popm. Korzia nudpel MULIyTCs CJI0BAMH, 3HAKH
HoMepa, naparpada, mpoLEHTOB H T.II. TAKKE MUY TCs CIIOBAMH.

3pakn N, §, % W T.JI. [pPH HECKOJBKHX 4Mciax (T.e. KOrjga OHM 0003HAYaioT
COOTBETCTBYIOIIHE MOHATHS BO MHOKECTBEHHOM YMCIIC) HE Y/[BAUBAIOTCH M CTABATCSA TOJBKO
onuH pas, Hanpumep: N 1-5;§ 1 1 2: 25 - 30%.

3Hakih HoOMepa, mnaparpada, I[pOUEHTa, rpajyca M COOTBETCTBYIOIIME UU(pPBI HE
JIOTYCKaeTesl pacrosiaraTh Ha pasHbIX crpokax. B srux uensax npu padore na [ID9BM mexay
LU(POBBLIMU M CIIOBECHBIMH BBIPAXKEHUSIMHU IPOCTABIIACTCS KECTKUH podert.

Marematnyeckue oOO3HauyeHus =, <, >, +, - W Jp. JONYyCKaeTcs MPUMEHATH TOJIBKO B
dopMyax; B TeKCTe JOKYMEHTOB HX HEOOXOIMMO IepesiaBaTh cjloBaMH "paBHO", "MeHbIIE",
"Gosbie”, "tnoc", "Munyc".



[Tpunoxenune N 7

K WUucTpykuuu 1o
J€JI0OIIPOU3BOJICTBY B
duHaHCOBOM yIIpaBJIeHUH

aamuHucTpanun  KupeHckoro
MYHULMIIATBHOTO paiioHa
Upxyrckoit obnactu

DuUHAHCOBOE YyIIpaBJICHHUE aMUAHUCTpPALIUN YTBEPXKIAIO
KupeHCKOro MyHHIMIIAILHOTO paioHa Hayanpuuk DUHAHCOBOTO yIIpaBJICHUS

Upkyrckoit obnactu
HOMEHKJIATYPA JEJI

Anmunuctpanyu KupeHnckoro
MYHUIIMIIATBHOTO paiioHa

Ne Wpkyrckoit obiactu
r. Kupenck ®.1.0.
Ha 2020rox « » 2021r.
Wunpeke | 3aronoBok aena |  KosmuecTBo nen Cpok xpanenus nena (toma, |[Ipumeuanune
gena | (Toma, yactei) (TOMOB, YacTei) yacTd) U N crareit o
NEPEUHIO
1 2 3 -+ 5

HaumenoBanue CTPYKTYPHOTO IoApa3/AC/ICHUS

Hrorosas 3aruck o KaTeropuiax

[To cpoxam XpaHeHHsI

Beero B Tom umciie mepexoaauux C ormeTkoi

DIIK
[ToctosinHOTO
Bpemennoro (cBbiie 10 jer)

Bpemennoro (1o 10
BKJIFOUHTEILHO)

Uroro

HaumenoBanue J1O/DKHOCTH

COCTABHUTEJISI HOMECHKIIATYPhI €T

JlaTa Tlonnuce

Waunnuansi, GamMuiins

Tloamuck 3aB. BEIOMCTBEHHOI'O apXuBa




JIMCT-3ABEPUTEJIb JIEJIA N

B jies1e moAMUTO U IPOHYMEPOBAHO JUcTa(oB).
(unudpamu U POMUCHIO)

B TOM YMCJIE: JIMTEPHDIE JINCThI

pOINYUIEHHbIE HOMEPA

+ JIMCTBI BHYTPEHHEN OIUCH

OcobeHHOCTH (PU3UUECKOrO COCTOSIHUS U Howmepa sucros
(dbopMupoBaHus aeiia

o

1

(JIOJKHOCTD JIMIIA, COCTABUBILIETO 3aBEPUTEIbHYIO HAIIINUCh, TIOIIHCh,
pacuidpoBKa MMOIMUCH, jlaTa)



[Ipusnoxenue N 8

K Wuerpykumu 1o
J€JI0IIPOU3BOJICTBY B
duHaHcOBOM VIIPaBJICHUHU

aamMuHucTpauun  KupeHckoro
MYHHIIUIIATLHOTO paioHa
WpkyTckoit oOJactu

duHAaHCOBOE yIIpaB/ieHHe aIMUHHUCTpalMi KHPEHCKOro MyHUIMIIAILHOIO paioHa
UpkyTckoit obsacTu -

JEJION

Hauaro 20
OKOHUYEHO 20
Ha JIMcTax

(CpoK XpaHeHHUs )

Gona N
Omnuce N
Jleno N



AKT

[Tpunoxenue N 9

K WUucTpykuuu 1o

JCJIOITPOU3BOJICTBY

duHaHCOBOM
aJMUHHUCTpAIUU

B
yIIpaBJIeHUU
Kupenckoro

MYHHULHNAIBHOIO paioHa
WUpxytekoit obnactu

O BBIJICJICHUU K YHUYTOXKECHHUIO JIOKYMCHTOB U JIC]I,
HE IMOAJICIKAUX ﬂaﬂbHeﬁlﬂeMy XpaHCHUIO

Ha ocHoBanuu

(Ha3BaHME W BBIXOJHBIC JAHHBLIC IEPEUHs JOKYMEHTOB

C YKa3aHHEM CPOKOB UX XPaHCHHS)

r)KCl’ICpTHaﬂ KOMHUCCHS B COCTABC!

0T06pa.HId K YHHUTOKCHHUIO KaK HE UMCIOLIHC HaquO-HCTOpHHCCKOﬁ IEHHOCTHU U

yTpaTHBIINE 3HAYEHUE CJIEAYIOLIHE JOKYMEHTHI (J1e1a):

N 3aroJioBOK Jera Jara nena win | KosmmvectBo | Cpoxu Xpanenust jiedn | [Ipumeyanue
1/ | WA rPyNIoBON | KpalHHE JaThl JIel Ien U HOMEpa CTaTei 1o
3aroJI0OBOK JIel MEPEYHIO
1 2 3 4 5 6
Hroro 3a roarBakt N BHECEHO JOKYMEHTOB U JIeJ1

JIOKyMEHTBI c1aHbI Ha epepaboTKy

(nponuckio)

(OJIMUCH JIUIL, COCTABUBIIMX aKT)

(MOJMUCH JUIA, YHHUYTOXKHUBIIIETO TOKYMEHT)




