«IIpunoxenne Ne 3

K UHCTPYKLUHU

IO JIEJIONPOU3BOJICTBY

B M30upaTenbHOil KOMUCCHHT
Kemeposckoii o6nactu

®OPMbI BJIAHKOB,
WCHOJb3YEMBIX B U3BUPATEJIBHON KOMUCCHUU

N3BUPATEJIBHASA KOMUCCHUA
KEMEPOBCKOM OBJIACTHU

NHPOTOKOJ 3ACEJAHUA

r. KemepoBo

OMNCCHA Kerigs
o &,
2 Va o
e £
15 b
E Q
-3

- S
D 2
%, ‘
k e, )
TR

W3BUPATEJBHASI KOMUCCHUS KEMEPOBCKOM OBJACTHU

NPOTOKOJ 3ACEJAHUA

r. KemepoBo

U3BUPATEJBHAS KOMUCCHUS
KEMEPOBCKOM OBJIACTH



BBIMUNCKA U3 ITPOTOKOJIA 3ACEJAHUA

r. KemepoBo

OIS Keriss
& - T,
o VA &)
§ Ly
| g A -
Sl B
Bl g
~—K¥y3gacc

W3EUPATEJBHASI KOMUCCHUSI KEMEPOBCKOM OBJIACTHU

BBINMNCKA U3 ITPOTOKOJIA 3ACEJAHUA

MN3BUPATEJIbBHAA KOMUCCHUA
KEMEPOBCKOM OBJIACTHU

HOCTAHOBJJEHME

r. KemepoBo

o ~omneena xe«;,%r
.s‘$ Ve o,
)
g A

U3BUPATEJIBHAS KOMUCCHUSI KEMEPOBCKOM OBJIACTH

HOCTAHOBJJEHME




r. KemepoBo

N3BUPATEJIBHAS KOMUCCHUA
KEMEPOBCKOWM OBJIACTH

PACIIOPAXEHMNE

r. KemepoBo

m“n_ccna Eg,,&o
o &,
F T
& I >
o
%

[ 2
=]

% 3

P

ot B
—_K¥3pact

U3BUPATEJIBHAS KOMUCCHUSI KEMEPOBCKOM OBJIACTH

*

PACIIOPAXEHMNE

r. KemepoBo

m“n_ccna Eg,,&o
o &,
F T
& I >
o
%

[ 2
=]

= £

g

vl ¢
~_Ky3sac

U3BUPATEJIBHAS KOMUCCHUSI KEMEPOBCKOM OBJIACTH

*

NPEJICEJAATEJAD

np. CoBetckuid, 1. 58, r. KemepoBo, 650064, tenedon (384-2) 58-52-89, dakc (384-2) 58-54-62,
email: iksrf42@rambler.ru, aapec caiita: www.kemerovo.izbirkom.ru

Ne
Ha Ne oT



mailto:iksrf42@rambler.ru
http://www.kemerovo.izbirkom.ru/

=]
s
= £
g
% * __‘__ * *‘:‘
~_Ky3sac

W3EUPATEJBHASI KOMUCCHUSI KEMEPOBCKOM OBJIACTHU

m“n_ccna Eg,,&o
o &,
e o
& I >
o
%

SAMECTUTEJDb NPEACEAATEJA

np. Coserckwii, 1. 58, r. Kemeposo, 650064, Tenedon (384-2) 58-52-89, dakc (384-2) 58-54-62,
email: iksrfA2@rambler.ru, ampec caiita: www.kemerovo.izbirkom.ru

Ne
Ha Ne oT

m“n_ccna Eg,,&o
o &,
F T
& I >
o
%

[ 2
=]

= £

g

vl §
~_Ky3sac

U3BUPATEJIBHAS KOMUCCHUSI KEMEPOBCKOM OBJIACTH

CEKPETAPD

np. CoBerckuii, 1. 58, r. Kemeposo, 650064, tenedon (384-2) 58-52-89, daxc (384-2) 58-54-62,
email: iksrfA2@rambler.ru, aapec caiita: www.kemerovo.izbirkom.ru

Ne
Ha Ne oT

MN3BUPATEJIBHAA KOMUCCHUA
KEMEPOBCKOM OBJIACTHU

r. KemepoBo


mailto:iksrf42@rambler.ru
http://www.kemerovo.izbirkom.ru/
mailto:iksrf42@rambler.ru
http://www.kemerovo.izbirkom.ru/

MN3BUPATEJIBHAA KOMUCCHUA
KEMEPOBCKOWM OBJIACTH

np. Coserckuii, 1. 58, r. Kemeposo, 650064, tenedon (384-2) 58-52-89, daxc (384-2) 58-54-62
Email: iksrf42@rambler.ru, aapec caiita: www.kemerovo.izbirkom.ru

Ne
Ha Ne oT

U3BUPATEJIBHAS KOMUCCHUS
KEMEPOBCKOMU OBJIACTU

mp. CoBerckuit, 1. 58, r. Kemepono, 650064
tenedon (384-2) 58-52-89, daxc (384-2) 58-54-62
e-mail: iksrf42@rambler.ru

azpec caiira: www.kemerovo.izbirkom.ru

No
Ha Ne oT »,

4) B nynkte 10 mpunoxenuss Ne 4 cioBa «repd KemepoBckoil obnactu
(omOyiema  M30MpATEIBPHOM  KOMHCCHH)»  3aMCHHTh  CIIOBaMH  «dMOjema
n30UpaTeNbHOW KOMUCCHUM.

2. Mznoxute HWHCTpYKIMIO MO JAENONpou3BOJACTBY B M30uparenbHOM
komuccun KemepoBckoil 00J1acTH ¢ yuyeToOM M3MEHEHHUM, YKa3aHHBIX B MyHKTE |
HACTOSIETO MOCTAHOBJICHUS, B HOBOM peAaKIIMi B COOTBETCTBUU C MPUIIOKECHUEM
K HACTOSIIIIEMY MOCTAHOBJICHUIO.

3. OnyOnukoBaTh HACTOSIIEE IMOCTAHOBJICHHUE B OQPHUIIMAIBHOM CETEBOM
u3nanuu  M30uparenpbHodt  komuccuu — KemepoBckoit  oOmactu  «BecTHUK

N3bupatenbHoit komuccun KemepoBckoit obmactu» ©  pa3MECTHTH Ha
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opuMaTbHOM caiiTe KOMUCCHH B MH(POPMALIMOHHO-TEIEKOMMYHUKAIIMOHHON CETH

«HTepHEeT”.
[Ipencenarens
N30upatenbHOil KOMUCCUUT
KemepoBckoii o0actu IL.E. bateipes
CekpeTtapb
N30upatenbHOil KOMUCCUUT
Kemeposckoit o6mactu M.A. ITumeHoB
YTBEPXJEHA
IIOCTAaHOBJICHUECM H36HpaTeHBHOﬁ KOMHUCCHHU
Kemeposckoii obmactu ot 18 staBapst 2016 1. Ne 3/19-6
(B pen. mocranoByieHus M30uparenbHOi KoMuccun
Kemeposckoit o6mactu ot 12 Hosi6pst 2018 T.
Ne 74/718-6)
HNHCTPYKIUSA
o AEJOITPOU3BOJACTBY B UBBUPATEJIBHOU KOMUCCHUU
KEMEPOBCKOM OBJIACTH

1. O0une MoJ10:KeHUus

1.1. UHCcTpyKIMs 1O HOenompou3BOJCTBY B M30uparenbHOW KOMHCCHU
KemepoBckoii obnactu (nanee - MHCTpyKUHMs) yCTaHABIMBAET MOPSIIOK pabOThI €

JIOKyMEHTaMH, OCHOBHBIE TIpaBUJia MX TOATOTOBKM © OQOPMIICHHUS B



N3buparenpHoit komuccun KemepoBckoit oOmactu (mamee - wu30MparenbHas
KOMHUCCHS).

1.2. MucTpykums pa3paboTaHa Ha OCHOBaHMH (eepaibHbIX 3aKOHOB OT 12
utoHs 2002 roga Ne 67-@3 «OO0 OCHOBHBIX TapaHTHSX H30UpaTENIbHBIX MPAB U
npaBa Ha ydyactue B pedepenayme rpaxnan Poccuiickoit deneparuu», ot 22
okTsA0pst 2004 roma Ne 125-d3 «O6 apxuBHOM jene B Poccuiickoit deneparuny,
ot 2 Mas 2006 roma Ne 59-®3 «O mopsigke pacCMOTpeHUsI OOpalleHui rpaxiaaH
Poccuiickon @enepanun», ¢ yuetom nocranosieHus IlpasurenscrBa Poccuiickon
®enepatu ot 3 HOsO0pst 1994 roma Ne 1233 «OO0 yrBepxkaenuu [lomoxkenus o
Nops/Ike  oOpallleHussT €O CIyXeOHOM  HMHpopMauued  OrpaHUYEHHOIrO
pacmpocTpaHeHuss B (eaepa’bHBIX OpraHax HCIOJHUTEIHHOW BJIACTH W
YIOJITHOMOUYEHHOM OpraHe YIMpaBJICHUS HCIOJb30BAaHUEM aTOMHOM 3Heprumn» (B
penakuuu nocranosyieHus IIpaBurenscrBa Poccuiickoit deaepanun ot 20 uroiis
2012 roma Ne 740), IlpaBun nenonpou3BOJCTBa B (elnepaibHBIX OpraHax
WCIIOJHUTEILHOM BJIACTH, YTBEPKJCHHBIX TMOCTaHOBIeHUEeM IIpaBuTenbcTBa
Poccuiickoit ®@enepanuu ot 15 urons 2009 roma Ne 477, ¢ y4eToM HM3MEHEHUH,
BHECEHHBIX ITocTaHoBIeHHEeM [IpaButensctBa Poccuiickonn ®denepanyu ot 7
ceHtssOpss 2011 roma Ne 751, MeToaudeckux peKOMEHIAIMM 10 pa3padoTKe
WHCTPYKIIUI TIO0 JIEJIONPOU3BOJCTBY B (eaepalibHBIX OpraHax HCIOJHUTEIbHON
BJIACTH, YTBEPKICHHBIX NpHUKa3oM PenepanbHOro apXMBHOIO areHTCcTBa OT 23
nekabps 2009 roma Ne 76, MOCTaHOBJICHUN M MHBIX HOpMATWBHBIX akToB [[UK
Poccun, mzbuparenbHOM komuccuu, PermameHTa u30upaTeIbHONM KOMHUCCHH, C
ucnonszoBanueM ['OCTa P 6.30-2003 «YHudumupoBaHHbIE  CHUCTEMBI
JOKYMEHTAIUU. YuudunmpoBannas cucrema OpraHU3alMOHHO-
pacropsiiuTeIbHON JOKyMeHTaluu. TpeboBaHus kK OGOPMIICHUIO JOKYMEHTOBY,
I'OCTa P 7.0.8-2013 «Hamuonaneubiii cranmapt Poccuiickoit ®eneparuu.
Cucrema ctanaapToB mo wHGOpMaIHK, OMOTUOTEUHOMY U M3JATEIBCKOMY JICIy.
Jlenonpor3BOACTBO U apXUBHOE AeJ0. TepPMUHBI U OTIPEICIICHUS.

1.3. IMonoxenuss UHCTpyKIIMU pacripOCTPAHSIOTCS HA OpTraHU3aINI0 PaOOTHI ¢

JAOKYMCHTAMH HC3aBUCHMO OT BHAA HOCHUTCIIAA, B TOM YHCJIC C JBJICKTPOHHBLIMU
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JOKYMEHTAMU, BKJIIOYasl MOJATOTOBKY, PETHCTPALAIO, MPOXO0XKACHUE, XPAHECHUE U
WCIIOJB30BaHUE JOKYMEHTOB, OCYIIECTBIISIEMBIE CPEACTBAMH IPOIPAMMHOIO
mwnemust  «JIEJIO»  moxacucteMbl  jgokymeHTooOopoTta  'ocymapcTBEeHHOMU
aBTOMAaTU3UPOBaHHOU cuctembl Poccuiickoit denepanun «Bridops» (nanee - [IN
JEJIO).

PaboTa ¢ JoOKyMeHTaMH M0 OpraHU3aluU 3aKYIIOK OCYIIECTBIISETCS C YUETOM
®denepanbHOro 3akoHa oT 5 anpens 2013 roga Ne 44-D3 «O KOHTPAKTHOU cUCTEME
B c(epe 3aKymnmok TOBapoB, pabOT, yCiIyr Ijisi oOecreueHus: rocyAapCTBEHHBIX U
MYHULIMTNIATBHBIX HYX1», [lonoxenus o KoHTpakTHO# cimyxOe u30upaTenbHOM
KOMHUCCHUH, YTBEPKICHHOIO pACHOpPsLKEHHEM —Ipencenarens u30upaTenbHOU
KoMuccuu. OCOOEHHOCTH OpraHU3alud JTOKyMEHTOOOOpOTa, OTHOCSALIETOCs K
OpraHu3alliy 3aKyTOK, MTPaBUiia MOJATOTOBKHU U 0(hOPMIICHUS TaKUX IOKYMEHTOB, a
TaK)Ke TMOPSAJOK paboOThl C HUMHU MOTYT JIOMOJHUTEIBHO YCTAHABIMBATHCS
COOTBETCTBYIOIUMHU HOpMaTuBHbIMU akTamu [[UK Poccum u wuzbuparensHoit
KOMUCCHH.

1.4. IlpaBuia nmoAroToBku, 0GOPMIICHUS JOKYMEHTOB M MOPSIOK padOThI C
HUMH, TpeaycMoTpeHHble  MHCTpykuue#d,  o0si3aTenbHbI Uil YJICHOB
n30MpaTeIbHOM KOMHUCCHH, TOCYJAPCTBEHHBIX MPAKIAHCKUX CITYXAIUX arrapara
n30UpaTeNbHOW KOMHCCHM (flajiee - TpakIaHCKUE CIyXKallhe) U TpakIaH,
3aMENIAIOIINX JIOJDKHOCTH, HE SIBISIOIIMECS JOJHKHOCTSAMU TOCYAApCTBEHHOM
TPOKIAHCKON CIY>KObI, a TakKe TpaxJaH, MPUBIEKAEMBIX IO TPAKIAHCKO-
MPaBOBBIM JIOTOBOPaM.

1.5. Benenue nenonmpou3BOJCTBA M30UPATEIHbHONM KOMHUCCHUU OCYIIECTBIISET
IpXIAHCKUM CITyXKaIlIWi arnmapaTta u30upaTeIbHON KOMUCCUHA B COOTBETCTBHH CO
CBOHM JOJKHOCTHBIM PETIIAMEHTOM.

1.6. I'paxxnane, MOCTYNHBIIME HA TOCYIAPCTBEHHYIO TPAXKIAHCKYIO CIIYkKOY B
anmapatr u30upaTeNIbHOW KOMHCCHH, MO0 Ha JOHKHOCTH, HE SBISIOIIHECS
JIOJDKHOCTSIMU  TOCYJIApCTBEHHOM TPaKJIAHCKOM CHyKObI, a TakXke TpakIaHe,
MpUBJICKAEMble TI0 TPAKIAHCKO-TIPABOBBIM  JIOTOBOpaM,  JIOJDKHBI  OBITh

O3HAKOMJICHBI I10J IIOAIINMCH C TEKCTOM HHCTPYKLII/II/I T'paXaAaHCKHUM CJIyKallluM
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anmapata  u30uMpaTeIbHOW  KOMHMCCHUM,  OTBETCTBEHHBIM 32  BEJCHHE
JETIONPONU3BOJCTBA.

1.7. B cnydyae yxoma B OTIYCK, Bble3]a B KOMaHIUPOBKY, O00Jie3HH,
YBOJIBHEHUSI ~ HCIIOJIHUTENS  JOKYMEHTOB  Hpeiacenareiab  (3aMeCTHTENb
npeacenareisi, CeKperapb)  M30UpaTeNibHOW  KOMUCCHMM  JaeT  yKa3aHue
IPAXKIAHCKOMY CIIyXalleMy, OTBETCTBEHHOMY 3a BEIECHHUE IEJIONPOU3BOACTBA B
n3bupaTenpbHOM  KoMmccum — (gajiee - OTBETCTBEHHBIM 32 BENICHUE
JIEJIONPOU3BOCTBA),  NEpellaTb  HEHUCIOJHEHHBIE  JIOKYMEHTBl  JPYroMy
UCNOJHUTEN0. [IpM  yBOJIBHEHMM  TpaXJaHCKWAW  CAyKallud  NOepenaet
HaxXOJSIIMECS y HEro Jejla U JOKYMEHTBI IO AKTy OTBETCTBEHHOMY 3a BEICHUE
JEJIOIPOU3BOCTBA.

1.8. IIpu pabore ¢ TOKyMEHTaMH, 3apETUCTPUPOBAHHBIMU B YCTAHOBIEHHOM
MOpSJIKE, B TOM YHCIE TpU pabdoTe C JOKYMEHTAMH, MPEACTABICHHBIMU IS
COTJIACOBAHMS, HE Pa3pelIacTCss BHOCUTh B HHUX IONPAaBKU U J€JaTh IMOMETKH,
KpOMe NpeyCMOTpeHHBIX MHCTpyKInEn.

1.9. Jlenonmpou3BoJCTBO B H30MpPATEIHbHOM KOMHCCHU OCYIIECTBIISIETCS C
ucnoib3oBanueM 111 JIEJIO.

Hoctyn k I HAEJIO ocymecTBiaseTcs B COOTBETCTBUU C PeriamMeHTOM
WCITIOJIb30BaHUsI WH(OPMAITMOHHBIX PECYPCOB KOMITJIEKCA CPEICTB aBTOMATHU3AIUN
u3oOuparenbHoii komuccun (manee - KCA HKCP®) mno pacnopsikeHUro
npejacenaress n30upaTeibHOW KOMUCCHH.

1.10. 1T JEJIO mpenocTaBisieT BO3MOXKHOCTb padOTaTh C AJIEKTPOHHBIMU
oOpa3zaMH JOKYMEHTOB M JJICKTPOHHBIMHM JIOKYMEHTAaMH, OCYIIECTBISATH B 0aze
JAHHBIX ABTOMATH3WPOBAHHBIA TMOUCK JOKYMEHTOB MO Pa3JIMYHBIM KPUTEPHUSIM,
OpraHU30BBIBATh KOHTPOJIb HMCIOJHEHUS TOKYMEHTOB W TMOPYYEHHH, a Takxke
MOJIy4aTh CTATHCTUYECKHE OTYETHl MO JIOKYMEHTOOOOPOTY B H30MpPATEIbHOMN
KOMUCCHH.

1.11. JMoxymentsl, conepxkamiuecs B [T JIEJIO, Moryt ObITh TOAMMCAHBI

BHGKTpOHHOﬁ INOAINIMCHIO AJOJDKHOCTHOI'O JINIIA.



OtHomieHnst B OOJACTH WMCHOJIB30BAHUSI DJIGKTPOHHBIX — IMOIMUCEH B
NEeATEIbHOCTH  HM30MpAaTeIbHOM  KOMHCCHHM, BONPOCHI  B3aUMOACHCTBUSL  C
VYnocroBepsitoruM  1ieHTpoM  LleHTpasibHOM ~ M30MpaTebHOM  KOMHCCHU
Poccuiickoit denepaunu perynupyrorcsa denepaibHbIMUA 3akoHamMu OT 10 sHBaps
2003 roma Ne 20-@3 «O TI'ocymapCTBEHHOW aBTOMAaTU3UPOBAHHOW CHUCTEME
Poccuiickoit ®@enepannn «Bbeidope», ot 6 ampenst 2011 roma Ne 63-d3 «O06
ANEKTPOHHOM moanucu», oT 27 utons 2006 roga Ne 149-03 «O6 uHpopmanuy,
WH(POPMAITMOHHBIX TEXHOJOTHUSIX M O 3amure uHpopMammu», ot 27 urons 2006
rona Ne 152-®3 «O nepcoHanbHBIX JaHHBIX», HHBIMU (peiepabHbIMH 3aKOHAMU,
JPYTMMU HOPMATUBHBIMU MPABOBBIMU aKTaMH, a TaKK€ HOPMATHUBHBIMU aKTaMU
MUK Poccun u u3buparenbHOil KOMUCCHUU.

1.12. OcHoBHOUM enuuuuen xpanenuss uHpopmauuu B 11 JIEJIO saBnsercs
pErucTpaloOHHAs KapTOUYKa JOKYMEHTA.

1.13. Pa6ora B IIM JIEJIO ocHOBBIBacTCS Ha MPUHIMIE OJHOKPATHOM
perucTpanuu JOKyMEHTa.

1.14. CornacoBanue MHCTpyKIIMM UM U3MEHEHUW B HEE C YIOJIHOMOYECHHBIM
OpraHOM HCIOJIHUTENbHOM BiacTh KemepoBckoil 00sacTu B 001acTH apXMBHOTO
Jiesia IPOBOSITCS B COOTBETCTBUU C 3aKOHOIaTeIbecTBOM KeMepoBckoii o01acTy.

1.15. B UHCTpyKIIMY UCTIONB3YIOTCS CIAEAYIOIINE TEPMHUHBI U ONIPEACIICHUS:

0JIaHK TOKyMEHTA - JIMCT OyMaru Wiy 3JEKTPOHHBIN 11a0J0H C PEKBU3UTAMU,
UJACHTUDUITUPYIOIIMMH aBTOpa 0UIIMATLHOTO TOKYMEHTA;

BHYTPEHHUH JOKYMEHT - JOKYMEHT, IMOATOTOBJIECHHbIA B W30HUpaTEIbHOU
KOMUCCHH, HE BBIXOSAIINI 32 €€ Ipeebl;

BXOJAIIMNA JOKYMEHT - JOKYMEHT, TOCTYNHUBIIMMA B H30HpPATEIHHYIO
KOMUCCHIO;

JI€JI0 - JOKYMEHT WJIM COBOKYITHOCTH JOKYMEHTOB, OTHOCSAIIMXCS K OJHOMY
BOIPOCY WM YYACTKY JIEATEIHOCTH M TIOMEIIIEHHBIX B OTACIBHYIO 00JI0KKY;

JIEJIOMPOU3BOACTBO - JICSITENIBHOCTh, OOECIEUUBAIONIAs JTOKYMEHTHPOBAHUE,

I[OK}’MGHT0060pOT, OIICPATUBHOC XPAHCHUC U UCITIOJIb30BAHUC JIOKYMCHTOB,
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nokiagHas (ciyxeOHas) 3amucKa - BHYTPEHHHMH JOKYMEHT, aJpECOBAHHBIN
BBILIECTOSAIEMY JOJDKHOCTHOMY JIMIY OT HMYKECTOSILErO0 JOJKHOCTHOTO JIMLA U
coJepKaluil 0OCTOSITEIbPHOE HM3JI0KEHUE KAaKOro-JIMOO BOMpOCAa C BBIBOAAMHM U
IIPEUIOKEHUSIMU COCTABUTEIS;

JOKYMEHT - 3a(MKCHUpOBaHHas Ha HOCUTENIE MHPOpMAIMs C PEKBU3UTAMH,
MO3BOJIIOILMMU €€ UIEHTU(PUIINPOBATH;

JOKYMEHTUPOBAHHUE - 3alUCh HHPOPMAIIMK HAa HOCHUTEJIE MO YCTaHOBJICHHBIM
IIpaBuiam;

JOKYMEHTOOOOPOT - JBH)KEHHE JIOKYMEHTOB B M30MpATEIbHOM KOMHCCHH C
MOMEHTA MX CO3JaHUS WU MOJYYEHHUs 10 3aBEPIICHUS WUCIIOJHEHHUS], IOMEIICHUS
B JI€JI0 WIH OTIIPABKU;

OyOauKaT JOKyMEHTA - MIOBTOPHBIN AK3EMIUISP MOJJIMHHUKA JOKYMEHTA;

3aBEpEHHAss KONMS JOKYMEHTa - KOIHS JOKYMEHTa, Ha KOTOpOHM B
COOTBETCTBUM C  YCTAHOBJICHHBIM  IOPSAJKOM  IIPOCTABJIEHBI  PEKBU3HUTHI,
00€eCIeynBaoIINe €€ PUINIECKYIO 3HAUUMOCTb;

UCXOASIIMN JTIOKYMEHT - JIOKyMEHT, OTIpaBJISIEMbI M3 H30MpaTesbHOM
KOMMCCHU;

KOHTpPOJIb ~ WCIOJHEHUS  JOKYMEHTOB -  COBOKYIIHOCTb  JIEHCTBUH,
00ecreunBaOIIUX CBOEBPEMEHHOE NCIIOJTHEHUE IOKYMEHTOB;

KONMS JOKYMEHTA - JK3EMIUIAP JOKYMEHTA, MOJHOCTBE) BOCHPOW3BOASAIINN
uHGOPMaLMIO MOTMHHHUKA TOKYMEHTA;

HOMEHKJIATypa Il - CHUCTEMAaTU3UPOBAHHBIM IEPEYEHb 3arojIOBKOB JIEII,
CO37aBa€MbIX B U30MpPATEIbHON KOMUCCUH, C YKa3aHUEM CPOKOB MX XPAHEHHS;

HOPMAaTUBHBIE JIOKYMEHTBI - COBOKYIIHOCTb HHCTPYKTMBHBIX MaT€pHUaJIOB,
PACCUMTAaHHBIX Ha IOCTOSHHOE WJIM MHOTOKPATHOE AECHUCTBHE M COAEPIKAIINUX
KaKue-I1u00 HOPMbI, TIpaBUiia, MPEANUCAHNUS;

HOCHUTEh (JOKYMEHTHUPOBAHHOM) HH(OpPMAIMK - MaTepHAIbHBIM OOBEKT,
NpeIHa3HAYCHHBIA JJIs1 3aKpEIUIeHUs, XpaHeHUs (M BOCIPOU3BEACHHS) PEUEBOMH,

3BYKOBOW WJIM M300pa3uTENbHONM HH(POpMAITUK;
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opUIMANBHBIA  JOKYMEHT - JOKYMEHT, CO3JaHHBIi OpraHu3anuei,
JOJDKHOCTHBIM  JIMLIOM WJIM TPaXITAaHHUHOM, OQOPMIIEHHBIA B YCTaHOBJICHHOM
MOPSIAKE;

oopmiieHHE JOKYMEHTa - NPOCTAaBJICHHWE Ha JOKYMEHTE HEOOXOIUMBIX
PEKBU3UTOB;

NUCbMEHHOE OOpalleHle - HalpaBJICHHbIE B TOCYJAapCTBEHHBIA OpraH, opraH
MECTHOTO CaMOYIIPABJICHUs WM JOJKHOCTHOMY JIMIy B TNHCBMEHHOH Qopme
NpeJIoKeHHE, 3asBJICHUE WM Kao0a;

NUCHhMO - 0000IIIEHHOE Ha3BaHWE PA3JIMYHBIX MO COACPNKAHHUIO JOKYMEHTOB,
CIIy’KallluX CPEJACTBOM OOIICHHS MEX/y OPraHU3alUsIMHU, FPAKIAHAMU;

NOJJIMHHUK JTOKYMEHTA - IIEPBBIN WM €IMHCTBEHHBIN 3K3EMILISAP TOKYMEHTA;

MOPYYEHUE - JIOKYMEHT, NPEANHCHIBAIOIIMIA BBIMOIHEHUE TEX WM HHBIX
3aJIaHUU;

peructpanuoHHas kaptouka gokymeHta (PK) - perucrpannonHo-yueTHas
dbopma, B TOM YHUCII€ B 3JEKTPOHHOM BHUJE, UCIOJIb3yeMasl JUIsl 3alCH CBEJIECHUH O
JOKYMEHTE B LIEJIAX y4eTa, IOMCKA W KOHTPOJS, CO3/aBacMasi IpU PErHCTpaluu
nokyMeHTa ¢ ucnosb3zoBanueM [ JIEJIO;

perucrpanys JOKYMEHTa - IIPUCBOEHUE JIOKYMEHTY PETHCTPAalOHHOIO
HOMEpa 1 BHECEHUE CBEJCHUI O IOKYMEHTE B PETUCTPALIMOHHO-YUETHYIO (OpMY;

PEKBU3UT JOKYMEHTA - 3JIEMEHT OPOPMIIEHUS JOKYMEHTA;

CUCTEMAa 3JIEKTPOHHOTO JOKYMEHTOOO0OpOTa - MH(pOpPMAallMOHHAS CHUCTEMA,
obOecrnieunBaroiasi coOop MTOKYMEHTOB (BKJIIOUEHUE TOKYMEHTOB B CHUCTEMY), UX
00paboTKy, yrpaBieHUE JOKYMEHTAMH U JIOCTYII K HUM;

CKaHUPOBAHUE JOKYMEHTA - MOJyuYeHHUE 3JIEKTPOHHOTO 00pa3a TOKyMEHTa;

CPOK HCIIOJHEHHUS JIOKYMEHTa - CpOK, YCTaHOBJICHHBbIH HOPMAaTHBHBIM
IPaBOBBIM aKTOM, OpraHU3aLHOHHO-PACIOPSAAUTEIBHBIM JOKYMEHTOM,
YKa3aHUSAMH 10 UCTIIOJHEHUIO TOKYMEHTA WIH IOPYYEHUEM;

yKa3aHUs M0 UCTIOJHEHUIO IOKYMEHTA - PEKBU3UT, COCTOALIMN U3 HAJIUCH Ha
JOKYMEHTE WJIM Ha OTAEIbHOM JIMNCTE€ YCTAHOBJIEHHON (OpMBI, CleTaHHON

JOJIDKHOCTHBIM JIMIIOM,
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dbopmupoBaHue fiena - TPYNIMUPOBAHUE MCIIOJTHEHHBIX JOKYMEHTOB B JIEI0 B
COOTBETCTBHHM C HOMEHKJIATYpOW JeT W CHCTeMaTH3alvs JIOKYMEHTOB BHYTPH
nena;

DKCIIEPTH3a TICHHOCTH MOKYMEHTOB - M3y4Y€HHE JOKYMEHTOB Ha OCHOBAHHH
KPUTEPUEB UX IEHHOCTH IS OTIPEJICIICHUSI CPOKOB XpaHEHUS IOKYMEHTOB;

AJIGKTPOHHASI ~ TOANUCh - HWHPOpMAIMs B  DJIEKTPOHHOW  ¢opme,
MPUCOCINHEHHASA K JJICKTPOHHOMY JOKYMEHTY WJIM WHBIM 00pa3oM CBsI3aHHAS C
HUM ¥ TIO3BOJISIONIAS WACHTHU(DHIIMPOBATH JUIO, IMOMANUCABIICE DJIEKTPOHHBIH
JIOKYMEHT;

AIIEKTPOHHBIN JOKYMEHT - TOKYMEHT, HH(OpMAIUs KOTOPOTO MPECTaBIcHA B
AJIEKTPOHHOU (opMme;

AIEKTPOHHBIN JTIOKYMEHTOOOOPOT - JOKYMEHTOOOOPOT C HCIOJIb30BaHUEM
aBTOMATU3UPOBAHHON HMHQPOPMAIIMOHHOM CHUCTEMBI (CHCTEMBI 3JIEKTPOHHOTO
JOKYMEHTO000pOTa);

ANIEKTPOHHBIH 00pa3 JAOKYMEHTa - DJJIGKTpPOHHAs KOMUSA JOKYMEHTA,
M3TOTOBJICHHOTO Ha OYMa)KHOM HOCHTEIIE;

AJNIEKTPOHHBIN Ia0J0H OJaHKa JOKYMEHTA - CM. TEPMUH «OJaHK JJOKYMEHTAa.

2. Ilpuem, perucrpanusi ¥ NPOXoKIeHUE MOCTYNAKIINX JOKYMEHTOB

2.1. JlokyMeHTBl B W30HMpaTeIbHYI0 KOMHCCHIO JOCTaBIISIIOTCS 4epe3
OTIeJIeHUE CBA3M (MOYTOBOM, TenerpadHoON CBs3bI0), OpraHamu (QeaepaabHOU
dbenbaberepckor CBS3W, CHEHUATBHOM CBSI3bI0, HAPOYHBIM WM MEpeIaroTCs
npecenaTento (3aMeCTUTENIO MpeceaaTelis, CeKpeTaplo, YieHam) H30upaTeIbHON
KOMMCCHUH BO BpeMsl JINUHOTO MpHUeMa.

JIOKyMEHTBI MOTYT TIOCTYINAaTh B HM30MPATEIHHYI0 KOMHUCCHIO TIO KaHajlaM
cBs13U ['ocynapCTBEHHONM aBTOMAaTU3UPOBaHHOU cucteMbl Poccuiickoint denepannu
«Bp10ope  cpenctBamu  anektpoHHod moutekl [IM JAEJIO, mno cucreme

AJIEKTPOHHOTO JIOKyMeHT0o000poTa KemepoBckoit obmacTu, Ha oUIMATIbHBIN CalT
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u30UpaTeabHOW KOMHCCHM, aJpEeC JJIEKTPOHHOW MOYTHl B HH(DOPMAIIMOHHO-
TEJIEeKOMMYHUKAMOHHON ceTh HTepHEeT U Mo (haKCUMHIIBHOM CBSI3U.

2.2. Ilpuem, mnepBuyHass o00pabOTKa U perucTpanus MOCTYMAOIINX
JOKYMEHTOB ITPOM3BOJUTCS OTBETCTBEHHBIM 3a BEJICHHUE JCIONPOU3BOACTBA C
ucnionbzoBanueM [IM  JIEJIO exenHeBHO B dachkl pabOThl M30MpATEIHHOM
KOMHUCCHUU, KPOME BBIXOAHBIX U HEPAOOUUX MPA3THUUYHBIX THEH.

[lopsnok moJlydeHUsT W PETrUCTpalduM JOKYMEHTOB IIOCIE OKOHYAHMS
pabouero [HsA, B BBIXOJHbIE W Hepabouue Npa3gHUYHbIC THU, B TEPHOJ
NOATOTOBKM W TPOBEIEHUSA  M30UpATeNbHbIX  KaMIIAHWK  ONpenensieTcs
npejacenareaeM u30upaTeNbHOW KOMHUCCHH, B CIIy4ae OTCYTCTBHUS MpEACENaTeNs -
3aMEeCTUTENIEM Ipesiceaaress 0o cekpeTapeM n30upaTreabHOM KOMUCCUU.

2.3. IloctynuBmme AOKYMEHTHI MOAPA3ACIIOTCS HAa PETUCTPUPYEMBIE U HE
nomnexariue peructpanuu B [T1 JJEJIO (mpunoxxenne Ne 1).

2.4. Tlpu BCKpBITUM KOHBEPTOB, JOCTABJICHHBIX OpraHamu (QeaepaibHO
(denpaberepckol CBSI3M WM TOYTOBOM CBSI3bI0, MPOBEPSAETCS MPaBUIBLHOCTD
aZpecoBaHus, KOMIUIEKTHOCTb M  LEJIOCTHOCTh  JIOKYMEHTOB,  HaJIu4ue
IIPUJIOKEHUM, CBEPAETCA COOTBETCTBME HMX HOMEPOB YYETHBIM HOMEpaM,
yKa3aHHBIM Ha KOHBepTax. HempaBmiibHO agpecoBaHHbIC U OMHUOOYHO BIOKCHHBIC
JOKYMEHTBI HE PErUCTPUPYIOTCSA, IIEPEChUIAIOTCS 10 HA3HAYCHUIO WIIU
BO3BPALAIOTCS OTIPABUTEIIO.

2.5. Ecnu ipu BCKPBITUN KOHBEPTAa OOHAPYKEHO OTCYTCTBUE JOKYMEHTOB WJIH
UX OTACNBbHBIX JINCTOB, NPWIOKEHHUM, NOBPEKACHUE JTOKYMEHTOB WJIHU
HECOOTBETCTBME HOMEPOB JOKYMEHTOB HOMEpPAM, YKa3aHHbIM Ha KOHBEPTE,
OTBETCTBEHHBIM 3a BEJCHUE JICJIONPOU3BOICTBA COCTABIISIETCA aKT YCTAHOBJICHHOU
dbopmMbl B ABYX HSK3eMiuisipax (mpuioxkeHue Ne 2). OguH 53K3eMIUISIp akTa
MOCBIJIAETCS] OTIPABUTEIIO, APYTOM MPUOOIITAETCS K MPUHATHIM JOKYMEHTAM.

Ha o6opoTHO# cTOpOHE MOCHIEIHEro JMCTa MOBPEXKICHHOTO TOKyMEHTa B
IIPAaBOM HWKHEM YIJIy JIEJIAETCS OTMETKA «JIOKyMEHT MOJIy4eH B MOBPEKIECHHOM

BHUACH.
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2.6. KonBepThl OT MOCTYNHUBIIUX JOKYMEHTOB HE YHMUTOXAIOTCS B Cllydyae
€CJIM TOJIbKO MO0 HUM MOXHO YCTAHOBHUTH aJpec OTIPABUTEINS, JAaTy OTIPABKU U
MOJYYEHHSI JOKYMEHTOB, €CIIM OHHM COJEpKAT JTOKYMEHThI, KOTOPHIE MOCTYIWJIN
n3-3a npeaenoB teppuropun Poccuiickorn denepanuu, U3 CyJa0B, CIEICTBEHHBIX
OpraHoB JHMOO JIOTOBOPBI, TMPETEH3UH, HCKOBBIC 3asBJICHUSA, JIOKYMEHTHI,
CBSI3aHHBIE C OCYIIECTBICHUEM 3aKyIOK TOBapoOB, pabOT, YCIYT AJid 0OecrieueHUs
rOCyJ1apCTBEHHBIX HYX]I.

2.7. KoHBepThl y4aCTHUKOB 3aKyMOK TOBAapoOB, padOT, YCIYyr, MOCTYIHUBIINE
MOYTOBOU CBSI3bI0, IPUHUMAIOTCSI OTBETCTBEHHBIM 32 BEJICHUE JECIOMPOU3BOICTRA,
HE BCKPBIBAIOTCSA, YYHUTBHIBAIOTCA MO MAaKETHOMY JKYypHaly U MepelaroTcs
OTBETCTBEHHOMY 32 OCYILIECTBJIEHUE 3aKYIIOK MO/l TOAIHUCH.

KonBepThl ¢ 3asiBKaMH YYaCTHUKOB 3aKYyNOK TOBapoB, padoOT, YCIHYT,
MOCTYNUBIIAE HAPOYHBIM, IPUHHUMAIOTCS OTBETCTBEHHBIM 3a OCYILIECTBJICHUE
3aKyIOK, HE BCKPBIBAIOTCS M YUUTHIBAIOTCS B JKYPHAJIE B COOTBETCTBUM CO CTaThEU
51 ®depepanbHoro 3akona ot 5 ampens 2013 roma Ne 44-03 «O koHTpaKTHOM
cucteMe B cdepe 3aKylmokK TOBapoB, paboT, yciayr s oOecredeHus
rOCyJIapCTBEHHBIX U MYHHUITUTIATLHBIX HYXK].

2.8. Ilpu perucrpamuu mnocrynuBiiero aokymeHta B PK oOs3arensHo
BBOJISITCS CIIEAYIOIIUE PEKBU3UTHI: BUJl JOKYMEHTA, €r0 UCXOASAIIMI HOMEp U JaTa,
JTaHHBIE O KOppecnoHJeHTe (aapecaHTe) (pamMuiausi, UMs, OTYECTBO (PU3HUECKOIO
JUIA WKW Ha3BaHME OPraHU3AlMM, MECTOHAXOXKICHHE OTIPABUTENSA), a TaKKe
KpaTKoe cojepKaHue TOKYMEHTa, KOJIMYECTBO JINCTOB OCHOBHOTO JOKYMEHTa W
JIMCTOB MPHUJIOKEHUS, KOJTUYECTBO IK3EMILISIPOB.

PeructpaniioHHbIi MITaMI C YKa3aHUEM BXOJIAIIETO HOMEpPA, AAaThl, BPEMEHU
perucTpanuy MpPOCTaBIAETCS, KaK MPaBWIO, B MPABOM HIDKHEM YIJy JIHMIEBOU
CTOPOHBI TEPBOT0 JIMCTAa 3apETrUCTPUPOBAHHOTO JOKyMeHTa. Ha mnpunoxxeHuu
MPOCTABIISACTCS BXOSIINN HOMEP TOKYMEHTa, K KOTOPOMY OHO OTHOCHTCS.

Ha xomuu nokymeHTa BXOASIIUMN HOMEP MPOCTABIISIETCS B MPAaBOM HUKHEM

YTIIy JIMLIEBOM CTOPOHBI IIEPBOTO JIUCTA.


consultantplus://offline/ref=871E25E6DFD794CD4D9BEAEB058043FEA3B4C7E6EAB021FC63D01677AE56D76B4097F3FB5D0F5D42LBC6I
consultantplus://offline/ref=871E25E6DFD794CD4D9BEAEB058043FEA3B4C7E6EAB021FC63D01677AE56D76B4097F3FB5D0F5D42LBC6I
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[Ipu peructpauuu [OOKYMEHTA, SBJISIIOIIETOCS OTBETOM Ha HCXOMISIINI
JIOKYMEHT WJIM MPUCIAHHOTO B JIOMOJIHEHUE K paHee HAMPaBICHHOMY JOKYMEHTY,
B PK nenaercs cooTBeTCTBYIOIIAs CChUIKA (CBSI3KA).

K moBTOpHOMY JOKYMEHTY TpHKIaAbIBacTcs HWHMOpMAIUMsi O paHee
MOCTYNUBIINX JTOKYMEHTaX M Pe3yjbTaTax UX HCIOJHEHUS B BUJIE pacriedyaTaHHON
PK, xoTopas nepeaaercs OTBETCTBEHHOMY 33 UCIIOJIHEHUE JOKYMEHTA.

[Tocne perucrpanuu HOKYMEHTa Ha OyMa)XHOM HOCHTEJIE OH MOXET OBITh
OTCKaHUpOBaH, a 3areM K PK MoxeT ObITh MpHUCOEIUHEH 3JIEKTPOHHBIM 00pa3
JOKyMEHTa ¥ IPWIOKEeHHS K Hemy B popmate .pdf (3a nckIIroueHrEeM TOKYMEHTOB,
noctynuBmux u3 [{IUK Poccuu, moanucaHHbIX 3JIEKTPOHHOM MOJIMUCHIO).

[Ipu peructpanuu BXOASIIUX JOKYMEHTOB, HMEIOIIUX COPOIIIOPOBAHHbBIC
MPUJIOKEHUS, CKAHUPYETCS TOJIBKO COMPOBOUTEIBLHOE MHUCHMO.

Ilepen ckanupoBaHMEM JOKyYMEHTa Ha HEM  pacledyaTbIBaeTCA C
ucnonb3oBanueM [1N JIEJIO peructpanioHHbIN mTaMIl U (WIH) IITPUX-KOJI.

[Ipu nocrymienun B u3buparenbHyro komuccuro nuceMa u3 LUK Poccun,
MOANMCAHHOTO 3JIEKTPOHHOW MOJIMKCHIO, HA JTUIEBOKM CTOPOHE MOCJIEAHETO JINCTA
JOKYMEHTa MOXET OBITh NPOCTABJICH INTAMIl BHU3YyalW3alldd SJICKTPOHHOU
MOAIHUCH.

2.9. Tlpu HeoOXOAUMOCTH JIOKYMEHTBI, TOCTYNHBIINE CPEACTBAMHU
anektpoHHor mnoutsl [IM JIEJIO m noanucaHHble 3JIEKTPOHHOW MOIIHUCHIO,
pacreyaTblBalOTCA OTBETCTBEHHBIM 32 BEJICHHE JI€JIONPOU3BO/ICTBA.

2.10. 3apeructpupoBaHHbIE JOKYMEHTHI JTOKJIaAbIBAIOTCS OTBETCTBEHHBIM 3a
BEJICHUE JIEJOMPOU3BOJACTBA TMpeAceaaTeNiio  (3aMECTUTENI0  MpecenaTens,
CEKpeTapro) n30HupaTeIbHON KOMUCCHH.

2.11. Ilocne nokiana TOKYMEHTHI C YKAa3aHUSIMU 10 UCTHOJHEHUIO JTOKYMEHTA
npeacenaress (3aMeCTUTENs PeCeaaTeNis, CeKpeTaps) n30upaTeTbHOM KOMUCCUT
BO3BpalIAlOTCSl OTBETCTBEHHOMY 3a BEJCHHUE JEJIONMPOU3BOJCTBA JJIsI BHECEHUS
yKa3aHUM TI0 UCHOJIHEHUIo JokyMeHToB B PK, a 3arem mnepematrorcs um

VCIIOJIHUTENSIM MO/ MOANUCH B pacriedaranHon PK.
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[TogmMHHUK MOKyMEHTa MO0 TepenaeTcss MCTOMHUTENI0, JU00 OcTaeTcs y
OTBETCTBEHHOTO 3a BEJECHHUE [ICJIONMPOU3BOACTBA J1I0 OKOHYAHUSI MCIIOJHECHUS
JOKyMEHTa. B 3TOM cilyyae MCIIOTHUTEIIO MEPEIaeTCs KON T0KYMEHTA.

2.12. JIOKyMEHTBI, aJpecOBaHHbIC wWiIeHaM U30UpaTEebHOW KOMHCCHH,
PETUCTPUPYIOTCSA,  JIOKJIAIBIBAIOTCA WM HUCIOJHSIOTCS B YCTAHOBIICHHOM
NucTpykuuen nopsake.

2.13. HcnosiHEHHBIE JIOKYMEHTBI CIIUCBIBAIOTCA B JIEJO MCIOJHUTEIEM
(npencenareneM, 3aMeCTUTENIEM TIpeliCeNaTeNs, CEeKpeTapeM) H30upaTeIbHOM
KOMHUCCHM W TEPENAIOTCSI OTBETCTBEHHOMY 3a BEJICHHE JECIONPOU3BOJCTBA A
MOMEIIEHUSI B JIEJO B COOTBETCTBUM C HOMEHKJIATypoH nenl u30uparenbHOU

KOMUCCHH.

3. OcHOoBHBIE TPeOOBAHMS K MOATOTOBKE U 0OPMJICHHIO JOKYMEHTOB

3.1. JloxymeHTBI, co3qaBaeMble B M30MPATEIBbHON KOMHUCCHH, O(OPMIIIIOTCS
Ha OJIaHKaX, Ha CTaHJApTHHIX JHcTax Oymaru popmata A4 (210 x 297 mm) unu AS
(148 x 210 mMM) mubO0 B BHUAE BJIEKTPOHHBIX JTOKYMEHTOB M JIOJDKHBI HMETh
YCTaHOBJIEHHBIN COCTaB PEKBU3UTOB.

3.2. JlokymeHTbl O(GOpPMIIIOTCS Ha MPOJOJBHBIX JMOO YIVIOBBIX OJIaHKaX
YCTaHOBJICHHON (DOPMBI, HM3TOTOBIIEHHBIX THMOTPA(PCKUM WM KOMITBIOTEPHBIM
criocoboM (rpuioxkerue Ne 3).

B n30uparenbHOil KOMUCCUU YCTAHOBIIEHBI CIIEAYIOIINE BUAbI OJIAHKOB:

OJIaHK MPOTOKOJIA 3acelaHusl U30UpaTeIbHON KOMUCCHUU;

OJIaHK BBIMKCKHU U3 MPOTOKOJIA 3aceaHusl n30UpaTeIbHOU KOMUCCHH,

0JIaHK MOCTaHOBJIEHUs (pelleHrs) n30UpaTeNbHOW KOMHUCCHH;

OJIaHK pacTopsHKEHUS TpeiceaTeNs H30UpaTebHON KOMUCCUY;

OJIlaHK mpesceaTeNs u30NpPaTeTLHON KOMUCCHUH;

OJIaHK 3aMeCTUTENIS MpeJiceaTelNss n30upaTeIbHON KOMUCCHH;

OJIaHK ceKpeTapsi U30MPaTeTLHON KOMUCCHUY;
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oOmuii OjaHK W30UpaTeNbHOW KOMHCCHM (I TOJATOTOBKH JIFOOOTO BHIA
JIOKYMEHTa, KpOMe MIChMa, HallprUMep, CIIPABKH);

0JIaHK MUChMa U30MpaTeIbHON KOMUCCHUHU.

3.3. Ilpu moaroToBKe MOKYMEHTOB C IPUMEHEHUEM CHCTEM 3JIEKTPOHHOTO
JIOKyMEHTOO00pOTa UCTIOB3YIOTCS SJIEKTPOHHBIE IA0JIOHBI OJIaHKOB JJOKYMEHTOB.

3.4. JlokymMeHTbl O(OpPMIISIOTCS B COOTBETCTBUU C TpebOoBaHUSIMU K
JIOKYMEHTaM, M3TOTOBIIIEMBIM C MIOMOIIBIO MEYATAIOIIUX YCTPOUCTB, U K (ailinam
TEKCTOBBIX JIOKYMEHTOB (Tipuiioskerue No 4).

3.5. Ilpu moaroroBke M O(GOPMIICHHUH JTOKYMEHTOB JOJDKHBI COOJIFOATHCS
npaBuia 0pOpMIIEHUS] PEKBU3UTOB, U3JI0KEHHBIE HHKE.

CocTaB peKBU3UTOB JOKYMEHTa OIPENEISACTCS €ro BHJIOM U Ha3HAYEHUEM.
PexBu3uTamMu 10KyMEHTOB, CO3/1aBa€MbIX B M30MPATEIbHON KOMUCCHUH, SBIISIOTCS:

3.5.1. Dmbnema n3bupaTeIbHOM KOMUCCHH

Ha Onankax noxkymeHTOB momemaercs 3mOnema M30upaTenbHO KoMUCCUU
KemepoBckoii 001acTu B OpsIKE, ONpeeIeHHOM HacTosen MHCTpyKIuen.

OMbema n30upaTebHOM KOMUCCUU UCHOJIB3YETCSl TAaKKE B COOTBETCTBHUHM C
NIOCTAaHOBJICHUEM u30upaTenbHOW Komuccuun «OO0 »smOneme HM36uparenbHOR
komuccuu KemepoBckoit o6mactu.

N3o00pakeHne aM0O1eMbl TOMEINIAETCSl Ha BEPXHEM T0JIe OJIaHKa U IIEHTPYETCs

OTHOCUTCIIBbHO HAMMCHOBAHU H36Hp&T€J’IBHOﬁ KOMUCCHH, HAIIPUMCED:

DmOnema

N30uparensHas komuccusa KemepoBckoil o6nactu

OmOnema

N3buparenpHas KOMUCCHUS

Kemeposckoii obnactu
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OMbnemMa He MOXKET OBITh MOMEIeHa Ha OJJaHKe ¢ BOCIIPOM3BEICHUEM TepOa
KemepoBckoii 00acTy.

KoHTposib 3a npaBUIIbHBIM HMCMOJIB30BAHUEM OJAHKOB M MX COOTBETCTBHUEM
YCTAaHOBJICHHBIM  00pa3liaM OCYIIECTBISCTCS OTBETCTBEHHBIM 32 BEJICHUC
JIeJI0NPOU3BOICTBA.

YHUYTOXKEHUE HCIOPUYCHHBIX OJaHKOB OCYIIECTBISIETCA C COCTABJICHHEM
aKTa.

3.5.2. HaumeHoBaHue N30UpaTEIbHOM KOMUCCUH

HanmenoBanne wu30uparenbHOM KOMHUCCHUM YKa3blBaeTCsi Ha OJaHKax B
COOTBETCTBUM ¢ PernmamMmeHToOM n30upareibHON KOMUCCHUHU.

3.5.3. HaumMeHOBaHuUE JOJKHOCTH

HanmenoBaHnue qOJKHOCTHU JIMIIA, TTOANUCABIIETO TOKYMEHT, YKa3bIBACTCS Ha
OJIaHKaX MUCEM JTOJKHOCTHBIX JIMII:

OJlaHK mpeJceaaTeNst U30MpaTeTbHON KOMUCCHUY;

OJIaHK 3aMeCTUTENIA MpeJiceaTelNss n30upaTeIbHON KOMUCCHH;

OJIaHK cekpeTapsi U30MPaTeTbHON KOMUCCHUH.

HaumeHnoBaHne  JOJDKHOCTM ~ yKa3bIBae€TCsl  IOJ]  HAMMEHOBAHHEM
n30UpaTeIbHOM KOMHCCHH.

3.5.4. CnpaBouHbie JaHHBIE 00 N30MpaTeIbHON KOMUCCUU

CnpaBouHble JaHHbIE 00 M30MpaATENbHOW KOMUCCUU YKa3bIBAIOTCS B OJaHKax

MIHACEM:
np. CoBerckuid, 1. 58, r. KemepoBo, 650064, tenedon (384-2) 58-52-89, dakc
(384-2) 58-54-62, email: iksrf42@rambler.ru, aapec caira:

www.kemerovo.izbirkom.ru

3.5.5. HaumeHoBaHue BU1a JOKYMEHTA

HanMenoBanve  BHMJa  M31aBa€MOro  JOKyMEHTa  (IIOCTAHOBJICHHME,
pacnopspKeHre, BBIMCKAa W3 MPOTOKOJIA 3acelaHus W T.JI.) BKIIOYaeTcs B OJaHK
COOTBETCTBYIOILIETO BUIa TOKYMEHTOB.

B nuceMax HauMEHOBaHME BHJA M Pa3sHOBUAHOCTH JOKYMEHTa HeE

YKa3bIBaeTCsl.


mailto:iksrf42@rambler.ru
http://www.kemerovo.izbirkom.ru/
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3.5.6. lata noxymeHTa

JlaTol TOKyMEHTa SBJIAETCS JaTa €ro NHOANMCAaHWsA, yTBepKIeHus. [laTton
IIPOTOKOJIA SIBJISIETCS ]aTa 3aCE/IaHus, a aKTa - AaTa COOBITHSL.

JlaToit JOKyMeHTa, MU3aHHOTO COBMECTHO ABYMs M OoJiee OpraHH3alUsIMHU,
SBJISIETCS 1aTa 0oJjiee MO3JHEN MOANNCH.

Jlaty nokyMeHTa opopMIISIIOT apaOCKUMU LU(paMu B MOCIEI0BATEIBHOCTH:
JIeHb Mecdla, mecsl, roa. [lenp mecsna u mecsn opOpMIISIOTCS ABYMs HapaMmu
apabckux 1nu@p, pa3faeeHHbBIMU TOYKOHM, TOJ - YEThIpbMs apaOCKUMHU LU(PpaMy,

Harpumep:

17.01.2015

JlommyckaeTcst ciioBecHO-IUGPOBOH criocod oopMiIeHUsI 1aThl, HAIPUMED:

17 suBaps 2015 T.
17 ssuBapst 2015 rona

3.5.7. PeructpauuoOHHbII HOMEP JOKYMEHTA

JInst BXOASIIMX M UCXOIAIIUX JOKYMEHTOB - MHAEKC JieJla 10 HOMEHKIIAType
1, 4Yepe3 KOCYI0 YepPTYy, MOPSIAKOBBIN HOMEP JOKYMEHTA.

PeructpauroHHBIN HOMEP OOKYMEHTA, U3IAHHOTO COBMECTHO, COCTOUT H3
pa3dENEHHBIX KOCOM 4YEepTOM PETrUCTPAlMOHHBIX HOMEPOB, MPUCBOCHHBIX
OpraHu3alysIMy aBTOPAMH JIOKYMEHTA U PACIIOJI0KEHHBIX B MOCIEA0BATEIBHOCTH,
COOTBETCTBYIOIIEH OOO3HAYEHUI0O HAUMEHOBAHWUW OpPTraHHU3aIllMi B 3aroJIOBOYHOM
4acTH JIOKYMEHTA.

3.5.8. Ccblika Ha UCXOAIIUNA PETUCTPALIMOHHBIN HOMEDP U 1aTy JOKYMEHTa

CcbuUika Ha MCXOIAIIUM PETUCTPALlMOHHBIA HOMEp W JaTy JIOKYMEHTa
BKJIIOYAETCSI B COCTaB PEKBU3UTOB OylaHka mucbMa. CchUIKa MPOCTABISETCS
WCIIOJTHUTEIIEM MIPU MOATOTOBKE MUChMa-OTBETA.

3.5.9. Mecto coctaBnenus (u3anus) JOKyMEeHTa
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MecTto coctaBienus (M37aHMs) JOKYMEHTa yKa3bIBA€TCs Ha 00IIeM OJlaHKE U
OlaHKe KOHKPETHOTO BHAAa JOKyMeHTa. B OjaHkKax MHUCEM CBEIEHUS O MECTe
CO3/1aHusl JOKYMEHTa cojJepykarcsi B pekBuzure «CnpaBoyHbIE MJaHHBIE 00
n30MpaTeTbHOU KOMUCCHI.

MecTto coctaBiieHus (M30aHMs) TOKYMEHTA YKa3bIBA€TCsl C yUETOM MPUHSATOTO
aJIMUHUCTPATUBHO-TEPPUTOPUAIIBHOTO IEICHUS.

[Ipu mpOJOTBFHOM PACTIONOXKEHUH PEKBU3UTOB OJIaHKa MECTO COCTaBICHHS
WIM W3J1aHHs JTOKYMEHTa YKa3bIBAa€TCi B CEPEIMHE CTPOKH MEXIYy JaTOu U
pPErHCTPAlMOHHBIM HOMEPOM JOKYMEHTa, a IpUd YIJIOBOM PaCIOJIOXKEHUU
PEKBU3UTOB - MOJ JaTOM M PErHCTPAMOHHBIM HOMEPOM JOKYMEHTa, OT Kpasd
JIEBOT'O I1OJIA.

3.5.10. I'pu¢ orpannyeHus gocryna K JOKyMEHTY

OTmeTka O  KOH(QUIOSHIMAIBHOCTM Ha  JOKYMEHTaX, COJEp KalluX
uHpOpMaIMIO, OTHOCUMYIO K CIIy)KeOHOW TaiiHe, umeeT Bui «/[ns ciyxeOHOTro
nosnb3oBanus» (JCII) m mpocraBisiercs B BEPXHEM NPABOM YIUIy JIMIEBOMN
CTOPOHBI IIEPBOTO JINCTA JOKYMEHTA OT IPAHUIIBI BEPXHETO HOJIS.

3.5.11. Anpecar

PexBu3uT «Anpecary pacnoiaracTcsi B IpaBOM BEPXHEM YTIIy.

JIOKyMEHTBI aJpECYOTCSI B OPTaHM3alUHU, UX CTPYKTYPHBIE MOAPA3ACICHHUS,
JNOJDKHOCTHBIM  JIMIIAM ~ WJIM  TpakJaHaM TIpd OTBET€ Ha HUX O0OpalleHus.
HanMeHOBaHME OpraHM3aluy W CTPYKTYPHOTO IOAPA3/E/ICHUs YKa3bIBaIOTCS B

HMCHUTCIIBHOM IIaCKC, HAITPHUMCP:

[IpaButenbcTBO Poccuiickont denepannuun

IIpaBoBOE€ yrpaBieHue

Ecnu  goxkymeHT agpecyeTcss JOJDKHOCTHOMY — JIMIly, HauMEHOBaHHUE

OpraHu3any yKa3bIBACTCA B UMCHHUTCIIbHOM IMAZICKC, a JOJKHOCTD U (1)aMI/IJII/I$I -B

narenbHoM. [Ipy 3TOM MHULIMAIBI YKa3bIBAIOTCS Tiepes] haMuinei, Hanpumep:
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IIpaBuTENBHCTBO
PocrtoBckoii o0mactu

3aBenyroleMy OTIeI0M

H.I1. BanoBy

Ecan AOKYMCHT aJpCCyCTCA PYKOBOIUTCIKO OpraHu3alv MWK €TI0
3aMCCTUTCIIIO, HAMMCHOBAHUC OpraHU3alvH JO0JKHO BXOJAWTb B HAMMCHOBAHHUC

JIOJDKHOCTH aJipecara, HalpuMmep:

3amMecTuTelo AupekTopa Beepoccuiickoro
Hay4YHO-HCCJIEI0BATEIBCKOTO HHCTUTYTA

JOKYMCHTOBCIACHUA U apXUBHOI'O ACJIad

ILII. CMupHOBY

Ecnu pgokymeHT aapecyeTcss OpraHv3alli, CHadalla YKa3bIBaeTCsl €€

HAMMEHOBAHHUE, 3aTEM MOYTOBBIN aJpecC, HAIIPUMED:

[lenTpanbHas n3duparenbHass KOMUCCHUS

Poccniickon @enepanun

b. Uepkacckuii niep., 1. 9, Mocksa, 109012

JlomyckaeTcsi UEHTPUPOBATh KAXIYH0 CTPOKY pEKBHU3UTa «AJpecar» II0
OTHOIIICHHUIO K CAMOM JIJTMHHOW CTPOKE.

JlomyckaeTcsi  MCHOJL30BaTh  O(PUIMATBLHO  MPUHATBIE  COKpAIEHHBIE
HANMEHOBAHUSI  OPraHOB  TOCYJApPCTBEHHOM  BJIACTH, OpPraHOB  MECTHOTO

CaMOYIIPaBJICHUS, OPraHU3aLAM.
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ITouToBBIN aapec yKa3bIBACTCS B IOCIEAOBATEIBHOCTH, YCTAHOBICHHOU
[IpaBunamMu OKa3aHHUs YCIYr TOYTOBOM CBSI3M, YTBEPKIACHHBIMU MPUKA30M
MuHucTEpCTBA CBSI3U M MAacCOBBIX KOMMYyHHKali Poccuiickoit denepanuu ot 31
utonist 2014 roma Ne 234 «O6 yrBepxaeHuu IIpaBuil okazaHusi yciayr mOYTOBOM
CBSA3M».

Ha pgokxymenTtax, aapecoBaHHbIX (penepaibHbIM TOCYJapCTBEHHBIM OpraHam,
opraHamM TOCYyIapCTBEHHOW BiacTH CyObekToB Poccuiickoit Deneparum,
n30upaTebHbIM KOMHUCCUSIM CyObekTOB Poccuiickoit ®enepanuu, aapec He
YKa3bIBaeTCsl.

Ecmu 1okyMeHT OTnpaBisieTCsi B HECKOJIBKO OJHOPOJIHBIX TOCYJapCTBEHHBIX

OpraHoOB UJIN opraﬂmaunﬁ, HX CJIICAYCT YKa3blBaTb 0606H1€HHO, HaIIpUMCP:

[IpencenarensiM TEpPUTOPUATBHBIX
n30UpaTeIbHBIX KOMUCCUN

JIOKyMEHT He JTIOJKEH cojiepxkaTh Oojee yeTbipex aapecaroB. CioBo «Komws»
nepeI BTOPBIM, TPETHUM, YETBEPTHIM aJpecaToM HE YKa3bIBaIOT.

[Ipu HampaBieHuu JOKyMEeHTa OoJiee YeM B UYETHIPE ajpeca COCTaBISIETCS
CIIUCOK pACCBUIKM YCTaHOBJICHHOW ¢Gopmbl (mpusiokeHue Ne 5), KOTOpPBIiA
MOJIMMCBHIBACTCA TIpelceaaTesieM (3aMEeCTHTENeM TpeAceNaTeNs, CeKpeTapeM)
n30UpaTeTbHOM KOMUCCHH.

[Ipu agpecoBaHwM AOKyMEeHTa (PM3MYECKOMY JIMIy BHAUaje YKa3bIBAIOTCS

(I)aMI/IJ'II/IH N MHUIHUAJIBI I10J1Y4aTCIA, 3aTCM MMOYTOBBIHN aJpcC, HAIIPUMCP:

®omuueny I[1.1.

yin. Beepnas, nom 15, kB. 10, Mockaa,

115156

3.5.12. I'pud yTtBepx’ACHUS JOKYMEHTA


consultantplus://offline/ref=871E25E6DFD794CD4D9BEAEB058043FEA0B3C4E5EBB521FC63D01677AE56D76B4097F3FB5D0F5B41LBC2I
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JIOKyMEHT  yTBEP)KIAETCA  JIOJDKHOCTHBIM  JIMIIOM  WJIH  CHEUAIbHO
U3/1aBAEMbIM JOKYMEHTOM.

[Ipu yTBepKIE€HMH INOKYMEHTa IOJLKHOCTHBIM JIMLOM TpU( YTBEPKIACHUS
noJkeH cocTosTh U3 ciioBa Y TBEPXK/IATO (0e3 kaBblueK) MPONUCHBIMU OyKBaMu
U Ha CIeAyIoUEHl CTpOKE - HaMMEHOBAaHUE JOJKHOCTH, MOJIUCH, MHUIUAIBI U

dbamumnus auia, yTBEpAUBIIETO JOKYMEHT, U aTa YTBEPKICHUsI, HAIPUMED:

YTBEPX/IAKO
[Ipencenarens N36upaTenpHOi
komuccuu KemepoBckoit o61actu

JN4YHas1 I10AIIMCh HMHHUIIHUAJIbI, ¢)aMI/IJ'II/I$I

JlaTa

IIpu yTBEpXKIOECHUM NOKYMEHTA ITOCTAHOBJIIEHUEM, IIPOTOKOJIOM, PELICHUEM,
pacriopsikeHueM Tpud  yTBEepxKIeHus coctouT u3 cioBa Y TBEPXJ/IEH
(VTBEPXIEHA, VYTBEPXIEHbI wmu VYTBEPXJEHO) (6e3 kaBbIuek)
NpPONUCHBIMU ~ OyKBaMM, HAWMEHOBAHHUSA  YTBEPXKAAIOIIETO JOKYMEHTa B

TBOPUTCIIBHOM IIaACKE, €TI0 JaTbl 1 HOMCpaA, HAIIpUMCP:

YTBEPXIEH
nocTtaHoBieHneM M30uparenbHoON
komuccuu KemepoBckoit o6iactu
oT 25 Hoa0ps 2016 r. Ne 130/144-4

I'pud yTBepkImeHus pacmojararoT B MPaBOM BEpPXHEM YTy JOKyMeHTa. B
rpude yTBEpKICHUS JOIMYCKACTCS IEHTPUPOBATH AJIEMEHTBI OTHOCHUTEIHHO CaMOM
JUTMHHOU CTPOKH.

3.5.13. Yka3zaHus 1o UCMOJIHEHUIO JOKYMEHTA (PE30TIOLIHS)

VYkazaHus 10 HWCIOJHCHHIO JOKYMEHTa MOTYT OBITh HalMCaHbl OT PYKH
npeacenareyaeM (3aMecTHTENIeM TpeaceaaTeNs, CEKpeTapeM) HN30upaTebHON

KOMHUCCHH Ha IOJJIMHHHUKEC IOKYMCHTA Ha CBO60)1HOM OT TCKCTa MCCTC, HJIHU
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odopmieHsl Ha oTAeabHOM jmcte hopmara A6 (105 x 147 mMM) ycTaHOBIIEHHOM
dopmbl (mpunoxenne No 6), TPUIOKEHHOM K JOKYMEHTY. YKa3aHUS IIO
UCIIOJTHEHUIO JOKYMEHTa BKJIIOYAIOT (PAMMIMU M HMHULMANIbI (JIMOO JTOJKHOCTH)
UCTIOJTHUTEINEH, IPU HEOOXOIMMOCTH - COACpKaHUE TOPYUYCHHSI, CPOK UCIIOTHEHUS
(ycTaHaBnMBaeMbIl JTOJDKHOCTHBIM JIMIIOM, JABIIMM YKa3aHUE IO HUCIIOJHEHHUIO

JIOKyMEHTA), MOAMUCH PYKOBOJIUTEINS U IaTy, HAIlpUMED:

PomanoBy B.B.
Kusazery A.H.

[Iponry moaAroTOBUTH MPOEKT MUChbMA
K 22.03.2011

JInu"ag moamnuce
JlaTa

VYKka3aHus 10 UCHOJHEHUIO TOKYMEHTa, O(POpPMIIEHHBIE HA OTAEIBHOM JIUCTE,
IPUKPEIUBIIOTCA K JOKYMEHTY, K KOTOPOMY OHHU OTHOCSTCS, U BMECTE€ C HHM
MOJIIMBAIOTCS B JEIIO.

VYKa3aHMsl 1O WCIOJHEHUIO JOKyYMEHTa MOTYT OBbITb OQOpPMIIEHBI C
ncnoas3oBanuem 111 JIEJIO.

3.5.14. 3aromoBOK K TEKCTY JOKYMEHTA

3aroJIoBOK K TEKCTY JOKYMEHTA JOJDKEH KPaTKO M TOYHO PACKPBIBATH €0
coJiep>KaHUe U OBITh COIVIACOBAH C HAMMEHOBAaHMEM BHJA JTOKYMEHTA. 3arojoBOK
MO>KET OTBEYATh Ha BOIPOCHI:

«o 4yeM (0 xom)?», Hampumep: pacrnopsikeHue «O co3maHuu DKCHEPTHON
KOMHUCCUNY;

«aero  (koro)?», HampuMmep: JIOMKHOCTHOM  periaMeHT  BEAYILETro
cnennanmcra B.B. CMupHoBa

AKT 00 YHUUYTOXXEHHH TOKYMEHTOB C UCTEKIITUMHU CPOKAMHU XPaHEHUS

3aroJyIoBOK COCTaBIISIETCS JTULOM, TOTOBSIIHUM IPOEKT JOKYMEHTA.

JlokymeHTbl, oQopMieHHble Ha OnaHkax ¢opmara A5, yka3zaHus 10

HNCIIOJIHCHUIO NOKYMCHTA, TCIICTPAMMBI HC 03aIJIaBJIMBAKOTCH.
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3aroioBOK, COCTOSAIIMN U3 JIBYX W 0OoJjiee CTPOK, NEYaTaeTcss 4epe3 OAMH
MEXCTPOYHBI WMHTEpBaj, TOYKAa B KOHIE 3arojOBKa HE CTABUTCH. 3arojIOBOK
pacronaraeTcs Ha NEpPBOM JIUCTE HaJ TEKCTOM JOKYMEHTa IO LEHTPY, a MpHU
oopmileHHuU MHChMA - OT TPAHUIIBI JIEBOTO MOJIA.

[Tucbma, cocTosiiue U3 OJHOTO ab3ala, cojepkallero He 0oyiee S CTpoK, He
03arJ1aBJIMBAIOTCA.

3.5.15. OTmeTKa 0 KOHTpOJIe

OTMeTKa O KOHTpPOJIE MPOCTABIIAECTCS HA JOKYMEHTax, IOCTAaBJICHHBIX Ha
KOHTPOJIb, C UCHOJb30BaHuEM MmTamna «KOHTpodp» (MM HMHBIM CIOCOOOM) Ha
BEPXHEM II0JIE JOKYMEHTa ClpaBa, JHUOO Ha OJlaHKE yKa3aHHs MO HCHOJIHEHHIO
JIOKyMEHTA.

3.5.16. Tekct noxkymeHTa

TexcTbl  JTOKYMEHTOB, CO3/1aBacMbIX B  U30UpaTeNbHOW  KOMHUCCHH,
opopMIIAIIOTCST Ha PYCCKOM SI3bIKE€ KaK TOCYJapCTBEHHOM si3blke Poccuiickoit
®deneparnuu. OdunpanbHas nepenucka nzdupareabHoi komuccuu ¢ [IUK Poccun,
n30UpaTebHBIMU KOMUCCHUSIMHM, OpTraHaMU TOCYJapCTBEHHOW BJIACTH CYOBEKTOB
Poccuniickont ®enepanuu, OpraHaMyd MECTHOTO CaMOYIIPABICHUS BEAETCA Ha
PYCCKOM $I3bIKE KaK FOCYyIapCTBEHHOM s3bIke Poccuiickon denepanun.

Texcr mOKyMeHTa MOKET OBITh OOPMIIEH B BHUJI€ CBA3HOTO TEKCTA, TAOJIUIIBI
WJIU COCAMHEHUS 3TUX CTPYKTYP.

Texcr  ngOoKyMmMeHTa  JIOJDKEH  W3JIaraThCsd  KpaTko U SCHO,  OBITh
apryMEHTUPOBAHHBIM, OOECIe4YrBaTh TOYHOE U OJHO3HAYHOE BOCHPHSITHE
cojJieprKallieiicsi B HeM UH(pOpMaIuu.

TekcT TOKyMEHTa JOJDKEH, KaK MPaBUJIO, COCTOATh U3 ABYX 4YacTte. B nepBoii
YaCTH YKa3bIBAIOTCS MPUYUHBI, OCHOBAHUS, LIEJIM COCTaBIEHUS JIOKYMEHTa, BO
BTOPOU - PEIIEHUs, BEIBOJIBI, IPOCHOBI, IPEIIOKECHUS, PEKOMEH/IAIIUH.

TekcT MOKyMEHTa MOMKET COAEpXKaTh TOJbKO 3aKIIOUYUTENIbHYI0 YacTh
(HanpuMep, pacmlopsHKEHUE - PacCHOPSIUTEIbHYI0 4acThb 0€3 KOHCTaTHPYIOLIEH,

MUCHMO, 3asBJICHHUE - TPOCHOY 0€3 TOSICHEHMS).
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B Ttekcre noxkyMeHTa, MOJATOTOBJIEHHOTO HAa OCHOBAaHUU 3aKOHOAATEIbHBIX,
MHBIX HOPMATHUBHBIX MPaBOBBIX aKTOB, M3JJaHHBIX OpraHaMu BiacTu Poccuiickoit
®denepanuu, UHBIMH (ellepaibHBIMU TOCYAAPCTBEHHBIMH OpraHaMy, OpraHamu
rocynapctBeHHoi Biactu Kemeposckoit obnactu, [IUK Poccuu, nzbuparenbHoi
KOMHUCCHEH, yKa3bIBaCTCsI HANMEHOBAaHUE BUJA TIOKYMEHTA, HAMMEHOBAHUE OpraHa,
W3JIaBIIETO0 JIOKYMEHT, JaTa NpPUHITHS WIM YTBEPXKICHUS JOKYMEHTa, €ro
pPErUCTPAllMOHHBI HOMEp, a TaKKe 3arojloBOK JIOKYMEHTA, 3aKJIIOYEHHBIA B
KaBBIUKH.

TexcTel  AOKYMEHTOB  OOnbIIOTO 00BEMa, HAIpUMEpP, WHCTPYKIIHA,
METOJUYECKUX PEKOMEHAAIMN, MOTYT JEIUTbCS Ha paslelibl, MNOoApa3Jeibl U

MYHKTHI, KOTOPbIE HYMEPYIOTCS apaOCKUMHU IIUPpaMu, HaIlpuUMeED:

1. Paznen
1.1. TToapaznen
[.1.1. ITynkr

A03a1pl BHYTpH ITYHKTOB HE HYMEPYIOTCS.

B nucemax ucmonb3yroT ciaeayromnme GopMbl U3II0KCHHUS

or 1-ro guma  MHOXecTBeHHoro  umcia  («I[Ipocum  HampaBuUTh
uHpopmarmio...», «Hampasmsiem Ha 3aKIIFOUCHHE TTPOCKT...» U JIp.);

OT 3-ro JIMIa eIMHCTBEHHOrO YKcia («u30upaTeibHass KOMUCCHS HE CUMTACT
BO3MOXHBIM...»,  «u30WpaTeNbHAs  KOMHCCHUS  TpeIjaraer  paccMOTPETh
BO3MOIKHOCTb...»);

Ha OJIaHKax JIOJDKHOCTHBIX JIMI[ - OT 1-TO JHIla €IMHCTBEHHOTO 4YHCla
(«ITpomry Bac nmpeacTaBuTh gaHHBIC 0...», «CUUTaI0 BOBMOXHBIM MPUHATH YIaCTHE
B...»).

I'padppr 1 cTpoku TaOMWIBI JOHKHBI HMETh 3arojOBKH, BBIPa)KEHHBIC
CYIIECTBUTEILHBIM B HWMEHUTEIBRHOM manexe. llom3aronoBku rpad M CTPOK

JOJIXKHBI OBITH COTJIACOBAHBLI C 3aroJIOBKaMHU. HpOI[OJ'DKeHI/Ie Ta6J'II/II_[BI Ha HOBOM
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JIMCTE BCET/Ia HAYMHAETCS C 3aroJIOBKOB €€ CTOIOLOB (MM HOMEPOB rpad B ciryyae
ecny rpadbl TaOIUIIBI HA TIEPBOM JIUCTE TPOHYMEPOBAHBI).

3.5.17. OTmeTKa O MPUIOKEHUU

OTMeTka 0 HaIW4YMK NPUIIOKEHHUI pacrnojaraercsi OT I'PaHULbI JEBOTO MO
1ocJIe TEKCTa Mepest MOAMNUCHIO.

Eciu 1OKyMEHT MMeeT NpPUJIOKEHUS, Ha3BaHHBIE B TEKCTE, OTMETKa 00 HuX

HAIM4YUH 0(hOpMIISIETCS MO cleayromen hopme:

[Ipunoxenue: Ha 15 1. B 3 3K3.

Ecan AOKYMCHT HMCCT IIPUJIOKCHHUA, HC HAa3BAHHBIC B TCKCTC, HX
HAaNMMCHOBaHUA HCO6XOI[I/IMO NNEpCUNCIIUTL IIOCJIC TCEKCTAa MAOKYMCHTA IICPCA
IMOAIINCHIO C YKA3aHUCM KOJIMYCCTBA JIMCTOB B KAXKIOM IIPUIIOKCHHUH U KOJINYCCTBA

9K3CMILIAPOB, IIPU HAJIMINH HCCKOJIbKHX HpI/IJ]O)KGHI/Iﬁ HUX HYMCPYIOT, HAIIPUMCP:

[Tpunoxenue: 1. IlomoxxkeHue 06 3kcnepTHONW KOMHUCCHU Ha 15 1. B 1 3K3.

2. Ilpumepnas HoOMeHKIaTypa aen Ha 14 1. B 1 ok3.

Ecnu npunoxxenusi cOpoIIIOpOBaHbl, TO KOJIUYECTBO JTUCTOB HE YKA3bIBAETCH.
Ecnu npuitoxxeHne HanpasisieTCsl HE BO BCE YKa3aHHBIE B JIOKYMEHTE ajpeca,

TO OTMETKA O HAJMYHUH MPUJIOKEHUS 0hOpMIIIETCS 10 cienyromen hopme:

[Tpunoxxenue: Ha 20 1. B 3 3K3. TOJIBKO B IIEPBBINA ajpec.

Ecnm x AoKymeHTy mnpwiaraercss IOpyrod JOKYMEHT, TakKe HWMEIONIUN

MNPUIOKCHUC, TO OTMCTKA O HAJIWYHH ITPHUIIOKCHUA O(I)OPMJIHGTCSI CJICaAyromum

obOpazom:

[Tpunoxenue: mnuceMo WM3OmparensHOil kKommccun KemepoBckoit o00macT OT

15.11.2015 Ne 01-17/450 u npunoxeHue K HeMy, Bcero Ha 15 .
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B nmocTraHOBIEHUSX M PACHOPSDKEHHUSIX CBEICHHUS O HAJIMYHUKA MPUIOKEHUH
yKa3bIBatoTCs B TekcTe. Hanmpumep:

«Pa3paboTtarh M mNpeACTaBUTh NPOEKT IUIaHA MO (opme, yKa3aHHOH B
npriioxeHuu Ne 1.

Ecin B J0OKyMeHTe, K KOTOpPOMY OTHOCHUTCS IPUIOKEHHE, OHO HE
YTBEPKAAETCA, & IPOCTO COAEPHKUTCS CChUIKA HA HETO, TO B IPABOM BEPXHEM YTy
YKa3bIBa€TCs, K KAakKOMy IIOCTAHOBJIICHHIO (PacHOpPSUKEHHIO) MPUIIOKEHUE

OTHOCHUTC:, HAIIPUMCP:

[Ipunoxenue
K nocTtaHoBjeHut0 M30uparensHoi
komuccuu KemepoBckoit o6inactu
ot 11 ssBaps 2015 r. Ne 101/577-5

[Ipunoxenue
K pacnopsbKkeHuro npeaceaaTens M3ouparenbHoit
komuccuu KemepoBckoil o0nactu
ot 15 mapra 2015 1. Ne 27-p

[Ipy HaMMYUU HECKOJIbKUX TMPWIOKEHUNH OHU HYMEpPYIOTCA, Hampumep,
npuioxenue Ne 1, npunoxxenue Ne 2 u tak nainee.

3.5.18. Ilognuck

B cocTaB noamnucu BXoAAT: HAUMEHOBAHHUE JTOJDKHOCTH JIUIIA, TTOITUCABIIETO
JTOKYMEHT, €T0 JIMYHAs TOJMUCh, KOTOpas O(QOpMIISETCS CHHUMU WU YCPHBIMHU
YepHWIaMH, pacim@poBka noanucy (MHUIUAIBI, haMUTus).

Ecnu noxkymeHnt odopmisiercs Ha OjaHke H30MpaTeIbHOM KOMHCCHH, TO
PEKBU3UT BKJIIOYACT HAMMEHOBAaHWE JIOJDKHOCTH JIMIA, TOJITHCHIBAOIICTO
JIOKYyMEHT, €ro JIMYHYI TOJANKCh, PaciMpoBKy TMOANUCHA (MHUIUATIBI U

dbaMuuio), Hapumep:

Hpeace):[aTenb JIM49Hasi IoAIMNCh, MHUITUAJIbI, (I)aMI/IJ'H/Iﬂ



29

Ecnu  10JKHOCTHOE JMIIO, HOJANKUCH KOTOPOIO 3aroTOBJIEHA HA MPOEKTE
JIOKyMEHTA, OTCYTCTBYET, TO JOKYMEHT MOANUCHIBAET €r0 3aMECTUTEIb U HHOE
JMILO0, UCHOJHSIoUEe ero o0s3aHHOCTH. [Ipu 3TOM 00s3aTENbHO yKa3bIBAIOTCS
dakTUyeckas MOKHOCTh JIMIA, MOMAIMUCABIIETO JOKYMEHT, €ro HHHIMAIbBl |
¢amunus. He nomyckaercs MOANUCHIBATH JAOKYMEHTBI C IPEAJIOTOM «3a» WM
IPOCTaBJICHUEM KOCOU YEPThI N1€pel HAMMEHOBAHUEM JOJKHOCTH.

Ecnu nokyment odopmisercs Ha OnaHke npejcenaTens W30MpaTesbHON
KOMHUCCHM, 3aMECTUTENs MNpeacenareist HU30upaTeapbHOW KOMHCCHM, CEKpeTaps
n30UpaTeIbHOM KOMUCCHH, TO TOJKHOCTh HE YKa3bIBACTCA.

Ecnu noxkymeHT oopmiisieTcss He Ha OJIaHKe, TO PEKBU3HUT COJAEPKUT MOJTHOE
HAaUMEHOBAaHHWE JOJDKHOCTH JIMIA, MOJNMCABIIErO JOKYMEHT, €ro JMYHYIO

NOJIMHKCH, paCIIM(PPOBKY MOANUCH (MHUIMANBI U (hamuiuio). Hampumep:

3amecTuTeNb NMpeceaaTens
N36uparenbHOil KOMUCCUU

KGMGpOBCKOﬁ oOnacTH JINM4YHas I1o0AIIMCh MHHUIIMAJIbI, (1)aMI/IJII/IH

HpI/I nmoanrvuCaHuM JOKYMCHTAa HCCKOJIbBKMMHU OOJDKHOCTHBIMU JIMIOAMHU HX
ImoAaInunucu pacnojiararoTcsa OdHa o I[pyFOﬁ B IIOCJICA0BATCIIbHOCTH,

COOTBETCTBYIOIIEH 3aHUMAEMOW JI0JKHOCTH, HAITPUMED:

Hpencez[aTenb JIMYHas IOAIINCH HMHUIIMAJIbI, Q)aMHHI/Iﬂ

['naBHBIN OyxTanTtep  JUYHAS MOJAMUCH WHULIAATBI, (pamMuius

HpI/I MOoANMCAHNHU AOKYMCHTA HECCKOJIbKMMH JIUIAaMH, 3aHUMArOIIMMHU PaBHBIC

JOJIKHOCTH, UX MMOAIIMCHU pacCIIiojiaratoT Ha OJHOM YPOBHC. HaHpI/IMepZ
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HauaneHuK OT/ENIa — TJIaBHBIN OyXTranTep HavanbHuk

ynpaieHus: HPpopMaImoHHOTO IIeHTpa

JIMYHas IIOAINCh NHUITHAIIBI, CbaMI/IJ'II/Iﬂ JIMYHasA OO Ch NHUIHUAIIBI, (paMI/IJ'II/IH

B nokymeHTte, MOATrOTOBIEHHOM KOMMCCHUEH, MOJAIMUCU PAaCIiOararTcs OJHa
nox apyroi. [lepBeIM yKa3bIBaeTCs mMpeaceaTeNlb KOMUCCHH, a (paMUJINK YJICHOB

KOMHCCHH PACIIOJIararoTCAa B aﬂ(i)aBI/ITHOM IMOpAOKE. HaHpHMep:

HpCI[CCI[aTCJIL KOMHUCCHUH JIN4YHasi 1o JITMCh HMHHUIIHUAJIbI, (1)aMI/IJ'II/I$I
YJieHbIl KOMHUCCHUH JIN4YHasid I10AIINCH HMHHNIHWAJIbI, (baMI/IHI/IH
JIU4YHas I1OAITNCH HMHHUIIUAJIbI, (baMI/IJ'II/ISI

Ecnn 1OKyMEHT cOCTaBiieH Kak Ipujaraemass K OCHOBHOMY JOKYMEHTY
CIpaBKa WK MH(pOpMaus, TO OH 0(pOpMIISIETCS B COOTBETCTBUU € MYHKTOM 3.5.17
WMHCTpyKIMM, a BMECTO NOANMCH IIOJ TEKCTOM JOKYMEHTa, KakK IPaBuUIIO,
YKa3bIBa€TCsl Ha3BaHUE COOTBETCTBYIOIIErO OT/ENA ammapara u30upaTenbHOU
KOMHUCCHH, B KOTOPOM MOATOTOBJIEHA CIIpaBKa WU UHPOpMAIHSL.

3.5.19. I'pud cormacoBanus

CornacoBanue NpoekTa JOKyMEHTa C IPYTUMU roCyJapCTBEHHBIMU OpraHaMu
BJACTM M OpraHu3alusM{, MHTEPECHl KOTOPBIX B HEM 3aTParuBaroTCH,
opopmiisiercst rpudoMm coriacoBaHusi. I[IpoekT OKyMEeHTa MOXET ObITh
corjacoBaH HEMOCPEICTBEHHO JOJIKHOCTHBIM JULOM, MIPOTOKOJIOM
KOJUIETMAJIbHOTO OpraHa WU CIIy>KEOHBIM ITUChMOM.

I'pud cornacoBanus coctout u3 cioa COI'JTACOBAHO (6e3 kaBbIYeK)
OPONUCHBIMU ~ OyKBaMHu, HaMMEHOBAaHUS JOJDKHOCTH JIMLA, C KOTOPBIM
COTJIaCOBBIBAETCS JOKYMEHT (BKJIIOYAas HAMMEHOBAaHUE OpraHU3alliu), €ro JIMYHOM
NOJANMKUCH, paciM(PPOBKU MOJANUCHA (MHULMAIBI, (PaMUJTUS) U JIaThl COTJIACOBaHUS,
HaIpumep:

COI'JTACOBAHO

3amecTuTelb npeaceaaTens
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N306uparenbHO KOMUCCUT
KemepoBckoii obmacTu
JIMYHAs TIOITUCH MHUITHAIIBI, (DaMUITHSI

JlaTa

Ecau cormacoBanue OCYHMCCTBIIACTCA IIPOTOKOJIOM, IMHCBMOM WM APYTUM

JOKYMEHTOM, TO OHO 0(hOpMIISIETCS CIISAYIONIIM 00pa3oM:

COI''TACOBAHO

IIPOTOKOJI 3aCEAAHUS aTTECTALMOHHON
KoMmuccun M30upaTenbHO KOMHCCHH

KemepoBckoil obnactu
ot 15 ¢geBpans 2015 . Ne 16

WnIn:

COI'JTACOBAHO
nucbMo PocapxuBa
ot 25 mapta 2015 1. Ne 4-15/46

I'pu¢ cornmacoBanusi pacnonaraercst noj pexkBuzutoMm «lloamuce» B eBOM
HWKHEM 110JIE JOKYMEHTA.

3.5.20. Buza

BuyTpennee cornmacoBaHue mpoekTa AOKyMeHTa odopmisieTcss Buzoil. Buza
BKJIIOYAET TMOANKMCH BHU3UPYIOIIET0, pPacIMPpOBKY NOANHCH (MHULUAIBI,
bamMunusi) W gary, Opu HEOOXOAMMOCTH MOXKET OBbITh yKa3aHa JOJIKHOCTb

BU3UPYIOLIET0, HAIPUMED:

HavanpHUK OT/HENA — TIIaBHBIN OyXranTep

JJM4YHas OoAIIUCH WHUIIUAJIBI, q)aMI/IJ'II/ISI

Jara
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[Ipy Hanuuum 3aMe4aHuii K JOKYMEHTY BH3a OGOpPMIISETCS CIEAYIOLINM

oOpazom:

3amevaHus NpUIararoTcs

HavanbHuK 0T/HENa — rI1aBHBIN OyXxraiarep

JIM49Has noAInuch HWHHUIINAJIBI, (baMI/IJ'II/IH

Jlata

3aMeuaHusl M3JAraloTCsl Ha  OTACJIBHOM JINCTE, MOJNUCHIBAIOTCS U
MpUJIaratoTcs K JOKYMEHTY.

JlonyckaeTcsi HOJIMCTHOE BUBMPOBAHUE JOKYMEHTOB U MPUIIOKEHUN K HUM.

Ecnu nmonnmvHHMK JAOKYMEHTa OCTaeTcsi B M30MpaTeIbHOM KOMHUCCHH, BU3bI
MPOCTABIIAIOTCS B HIDKHEM YacTh OOOPOTHOW CTOPOHBI TOCJIETHEro JIMCTa
MOJIMHHUKA IOKYMEHTA.

Ha noxymeHnTe, NOJJIMHHUK KOTOPOTO MOJICKUT OTIIPABKE U3 U30UpaTEIbHON
KOMMCCHUH, BU3bI IPOCTABIISIOTCA B HUYKHEW YaCTU JUUEBON CTOPOHBI MOCIETHETO
JIMCTA KOMHUU OTHPABIISIEMOTO IOKYMEHTA.

[Topsimok ¥ CpOKM BU3UPOBAHHS MPOEKTOB IMOCTAHOBJICHUI H30MpaTEeIbHON
KOMHCCHUU U paclopsbDKEHUM mpejicenaresis n30upaTeibHOW KOMUCCUU YCTAHOBJICH
B COOTBETCTBYIOUIUX pazenax MHCTpyKIuH.

CornacoBaHue MpoekTa J0KyMeHTa MoxeT ocyuiectisTees B [TN JIEJIO.

3.5.21. Ileuats

[Teyatp 3aBepsieT MNOMJIMHHOCTh TMOJNUCH JIOJDKHOCTHOTO JIMIIA Ha
JOKYMEHTaX, yAOCTOBEPSIOIIMX  MOPEeAyCMOTPEHHbIE MPAaBOBBIMH  aKTaMU
MOJTHOMOYHS JIOJDKHOCTHBIX JIMI WKW  (UKCUPYIOITUX (DaKThl, CBSI3aHHBIC C
(bMHAHCOBBIMU CPEACTBAMU, & TAKKE HA MHBIX JIOKYMEHTaX, IPEIyCMaTPUBAOIINX

3aBEPEHUE TTONIMHHOW MOIIUCH.



33

[TewaTs cTaBUTCS Ha CBOOOJHOM OT TEKCTAa MECTE, HE 3aXBaThIBas JTUYHOU
MOANUCH JOJDKHOCTHOTO Juna. [leyaTs MOXeT 3axBaThiBaTh 4YaCTh HAUMEHOBAHUS
JOJDKHOCTH JIMIIA, TIOJIMKUCABIIETO IOKYMEHT.

B nmoxymeHTax, MOATOTOBJICHHBIX HAa OCHOBE YHH(PHUIIUPOBAHHBIX (HOPM,
neyaTh CTaBUTCS B MecTe, 0003HaueHHOM O0TMeTKOM «MID» min uHbIM 00pazoMm.

3.5.22. OTmeTKa 0 3aBEpEHUN KOTUHU

JInst 3aBepeHUs] COOTBETCTBUSI KOMUHU JOKYMEHTa NOJJIUHHUKY HUXKE
pexkBusuta «llonmuchk» mpocTaBiseTcs OTMETKa O 3aBEPEHUU KOMUU -
3aBepuTeiabHas Haanuch «BepHo» wumm «Komus BepHa», MOMKHOCTH JIUIIA,
3aBEPUBILETO KOIMHIO, €r0 JIMYHAas MOANUCH, paciM(poBKa MOAMUCH M JaTa

3aBEpEHUs, HAIPUMED:

Bepno (Konus BepHa)

CCKpPLCTAphb I/I36I/IpaT€JIBHOﬁ KOMHUCCHUH

JIN49Hasi IOAIINCH HMHHUIHAJIbI, (1)aMI/IJII/IH

Jlata

Jlomyckaercs 3aBepsATh TOKYMEHTBI OTMETKOM «BepHo» nimm «Konwms BepHa»
IIPOCTABJICHUEM ILITaMIIA C YKa3aHUEM JOJDKHOCTH JIMLA, 3aBEPUBLIETO KOIUIO, €T0
JUYHOU MOAMKCH, paCIIM(POBKU MOANKUCH U JAThl 3aBEPEHUSI.

[Ipy HEOOXOOMMOCTH TPH 3aBEPEHUM KOMHH JIOKYMEHTa MOXKET ObITh
IPOCTaBJICHO BpeMsl 3aBepeHus (HampuMmep, Mpu 3aBEpEeHUH KO MPOTOKOJIOB 00
UTOrax roJIOCOBaHMS, O pe3yJibTaTax BHIOOPOB).

IIpu nepecpuike KONMUU TOKYMEHTa B JPYrMe OpraHu3alii Wik Bblade €€ Ha
PYKM 3aBEpUTEIIbHAS HAJIUCh yIOCTOBEPSETCS NEYaThIO.

JIMCTBI MHOTOCTPAHUYHBIX KOMUA HYMEPYIOTCS, OTMETKA O 3aBEPEHUU KOIUU

AOMOJJHACTCA YKA3aHUCM KOJIMYCCTBA JIMCTOB KOIIMU «Bcero B konumn JIUCTOB».
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Jonyckaercs 3aBepsaTb OTMETKOM «BepHo» mmm «Komus BepHa» KaKIbIM JIACT
MHOTOCTPaHUYHON KOIUU JOKYMEHTA.

3.5.23. OrmeTka 00 UCTIOJTHUTENE

OTtmeTka 00 WHCIIONHUTENE BKIIOYAET B ce0s HHULIMAIB U (QaMIIUIO
UCIIOJIHUTENSL JOKYMEHTAa U HOMEP €ro CIyKeOHOro TeiaeoHa ¢ KOJOM pPEruoHa.
OTMeTKy 00 MCIOJIHUTEIIE PacoaraloT Ha JIMLEBON WM, IPU OTCYTCTBUU MECTa,
Ha OOOPOTHOI CTOPOHE IMOCJEIHEro JUCTA JIOKYMEHTa B JIEBOM HIKHEM YTIy

pasmepom tipudra 10 myHKTOB, HanpuMep:

A.Il. Cunopos
(2432) 20-94-25

3.5.24. OTmeTka 00 UCTIOTHEHUU JOKYMEHTA U HAIIPaBJICHUU €T0 B JIEJI0

OtMmeTka 00 MCHOSHEHUU JIOKYMEHTAa U HANpPaBJICHUH €r0 B JIEJO BKIIOYAET
CICAYIONINE JaHHBbIC: KpaTKUE CBEACHUS 00 WCIOJHEHUU JAOKyMmMeHTa (mpu
OTCYTCTBUU JIOKYMEHTA, CBHUJIECTEIHCTBYIOIIEIO OO0 HCIIOIHEHHUH), J1aTy U HOMEP
UMEIOIIErocsi JOKyMEeHTa o0 HWCIOJHEeHWH, cioBa «B pgemo», HoMep nena, B
KOTOpOM  OyJeT XpaHUThCA JOKYMEHT, JaTa, TMOJNUCh  HMCHOJHUTENSA
(mpencenarens, 3aMecTHTENsS  MpeAcenarelis, Ccekperaps) u30upaTeaIbHOM
KOMUCCHUHU.

3.5.25. Unentudukarop 3MeKTPOHHOM KOIMUH JTOKYMEHTA (KOJIOHTHUTYI)

WNnentudukatop (ums (aiiyia Ha MAaIIMHOYUTAEMOM HOCHUTENE) SJIEKTPOHHOM
KOMHUK JTIOKYMEHTa (KOJOHTHUTYJ) MOXKET MPOCTABJIATHCS B JIEBOM YTy HUKHETO

MOJISI K&KJIOM CTPAaHMIIBI JOKYMEHTA pa3MepoM IipudTa 8 myHKTOB, HAIPUMED:

PC110309K/

4. Opranusanus padorTsl ¢ OTIPABJIsIEMbIMU
(McxoasiMMHU) TIOKYMEHTAMH
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4.1. PabGota ¢ oTnpaBisieMbIMH (MUCXOIAIIMMA) U3 U30MPATETLHON KOMUCCUU
JIOKYMEHTaMU BKJIIOUAET UX PETUCTPAIMIO, IPOBEPKY MPaBUIBHOCTU O(DOpMIICHNS,
B TOM YHUCJIE HAJIMYUE TMOJHOTO ajpeca M €ro TOYHOCTb, HAIMYKE MOJJIUHHOU
NOANUCH (IJIs1 SJIEKTPOHHOTO JOKYMEHTA - MPOBEPKA MOJJIMHHOCTU SJEKTPOHHOU
NOJANKUCH), BU3 KOOPJAWHATOPA, UCIOJHUTENS M COUCIOJIHUTENEH, JPYTrux
HEOOXOIMMBIX 3JIEMEHTOB 0(OPMIICHUS, YKA3aHHBIX MPUIIOKEHHUM, U OTTIPABKY.

OTBETCTBEHHOCTh 3a MPAaBWIBHOCTh YKa3aHUsi B MNHCbME (B TOM 4YHUCIE
CONMPOBOJAMUTENILHOM)  WJIM  CIUCKE  PACChUIKM  PEKBU3UTOB  IOJydaTelis
KOPPECTIOHJCHITNH, & B HEOOXOJUMBIX CIIy4asX €ro Mo4YToBOro (TenerpadHoro)
aJpeca HeCeT UCIIOJIHUTENb JOKYMEHTA.

4.2. OtnpaBka JOKYMEHTOB U3 M30MpaTEIbHOM KOMHCCHHM OCYIIECTBIISETCS
opranamu ¢enepaibHOl (eNbIberepcKon CBs3H, CIEUATIBHON CBS3BIO, TOYTOBOMH,
tenerpadHoi cBs3plo, To KaHaimam cBsizu ['AC  «BwiOopsl» cpeacTBaMu
anexktponHoi moutkl [IW JIEJIO, 1o cucreme 3JeKTpPOHHOTO JOKYMEHTOOOOpOTa
KemepoBckoit oOnactu, KaHaimaMm (DaKCUMWIBHOW CBSA3M, HWH()OpPMAMOHHO-
TEJICKOMMYHUKAIIMOHHOM ceTr VIHTepHEeT Wik HApOYHBIM.

Pemienne o cnocoOe J0CTaBKM JIOKYMEHTa, a TakKke O HEOOXOAUMOCTH
JOCBUTKUA aJipecary MOJJIMHHUKA TOKyMEHTa Ha OyMa)KHOM HOCUTEJIE B CIydyae
OTOpPABKH JIOKYMEHTa cpeacTBamMu diekTpoHHo mnoutel 1IN JIEJIO, mo
(akCUMWJIBHOM CBSI3M WM UH(OPMAIMOHHO-TEIEKOMMYHUKAITMOHHON  CeTH
«/lHTepHeT» TPUHUMAET WCIOJIHUTENIb IO COTJACOBAaHUIO C PYKOBOJUTEIEM
n30MpaTeNbHOM KOMUCCUHM  (PYKOBOJIUTEIEM CTPYKTYPHOIO MOJApa3/IeIeHUs
amnrmapara u30upaTeIbHOM KOMUCCHH ), OTBEUAIOIIUM 3a UCIIOJIHEHUE JOKYMEHTA.

4.3. Ilpu odopmieHnr OTHPABISIEMBIX (MCXOISANINX) MHUCEM M TEJIerpamm
UCIIOJHUTENb  yKa3blBA€T TOJHBIM TMOYTOBBIM (BKJIIOYAash WHIEKC) aJpec
OpraHu3alyy Ju00 TpakKIaHuHA.

4.4. Vcxopsmme MUChMa, B TOM YHCJIE OTBETHl HA BXOJAIINE TOKYMEHTHI,
o(OpMIJICHHBIE B COOTBETCTBUM C TpeOOBaHUsIMU MHCTpyKIMU, HAPaBISIOTCS 3a
MOAUCHIO npeaceaaTens (3amecTuTeNst npeaceaaTens, cekperaps)

n30MpaTeNbHOM KOMUCCUM Ha OJIaHKaX YCTaHOBJIECHHOU (OPMBI.
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4.5. llognucanHple mnHCbMAa W TEJIErpaMMbl BMECT€ C  KONUSIMH,
3aBU3UPOBAHHBIMU HCITOJIHUTENEM, NEPENANOTCA Il PETUCTPALMM U OTIPABKU B
OTKPBITOM BUJE OTBETCTBEHHOMY 3a BEJICHHE JICJIONPOU3BO/ICTBA.

JIOKYMEHTBI, CoJepKalire BOMpOoCchl (PMHAHCOBOTO XapaKTepa, JOKHBI OBITH
3aBU3UPOBAHBI IJIaBHBIM OyXTaaTepoM M30UpaTeIbHOM KOMUCCHH.

Ecnu ornpaBnsiemblii  (MCXOIAIIUN) JTOKYMEHT SIBJIIETCS OTBETOM HA
BXOJSIINNA JOKYMEHT, WCIOJHUTEIb JUOO OTBETCTBEHHBI 3a BEICHHE
JIEJIOMPOU3BOCTBA MPHUOOIIAET MOJJIMHHUK BXOASIIETO JOKYMEHTa K KOIUHU
OTHPABISAEMOI0 TOKYMEHTA, OCTAIOLIEHCS B JIEIIE.

4.6. C ncnonpzoBanueM 11 JIEJIO nokymeHTaM IPUCBAMBAETCA MCXOASIINI
PETUCTPALMOHHBI HOMEP, KOTOPBIA COCTOUT M3 MHJEKCA Jeia 110 HOMEHKIAType
JIe]l 1 IOPSIAKOBOTO HOMEPA IOKYMEHTA, pa3ICICHHBIX KOCOU uepToil. Mcxoasimmuii
PETUCTPALMOHHBIM HOMEP YKa3bIBACTCS TAKXKE HA KOIUU JIOKYMEHTA, OCTAIOLIEHUCS
B JIEJI€.

[Ipu peructpamuu ucxoxasumero nokymeHta B PK oOs3arenbHo BBOASTCA
CIIEIYIOIlE PEKBU3UTHL: JaHHblE 00 azapecate (daMuius, HuMs, OTYECTBO
(U3MYECKOro JiMla Wik Ha3BaHWE OPTraHU3ALMH, MECTOHAXOKIEHUE MOydaTens),
a TAaKXKe KpaTKoe COAEepKaHUE JOKYMEHTa, KOJIMYECTBO JIMCTOB OCHOBHOIO
JOKYMEHTA M JIMCTOB NPUJIOXKEHHUS, KOJWYECTBO SK3EMIUIIPOB, HCIIOJIHUTEIb
JOKYMEHTA, €T0 COMCIIOJIHUTEINHN, & TAKKE KEM OH IOJIHCAH.

IIpu peructpamuu ucxonsgmero gaokymeHta B PK HeoOxomumo caemaTh
CBSA3KY C BXOJSUIUM JOKYMEHTOM (€CJIH TaKOBOM UMEETCH ).

4.7. OtnpaBka ucxonsumx AokyMeHToB B [IK Poccum nmo xananam cBs3u
['AC «Boi6opei» cpeactBamu snektponHoi moutsl [T JIEJIO ocymiecTBisieTcs
OTBETCTBEHHBIM 32 BEJACHUE JEIONPOU3BOICTBA.

[lopynuaHBIE JOKYMEHTBHI IO BOmpocaM (OPMUPOBAHUS H3OUPATEITHHBIX
KOMHUCCUNM U OCYIIECTBIICHUS WX (PMHAHCUPOBAHUS, HATPAXKIACHUS U TOOIIPECHUS
YJIEHOB W pPaOOTHUKOB ammapaTtoB HW30UpaATENbHBIX KOMHUCCUM, CBEIEHUS O

YUCJIICHHOCTU M30Uparesyiel, y4aCTHUKOB pedepeHaymMa B 00s3aTeIbHOM MOPSIKE
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Hanpasisitores B LIUK Poccun opranamu denepanbhoil denbaberepckoil csizu
WJIM TIOYTOBOU CBSA3BIO.

WNuple nokymeHThl MoryT ObITh oTnpaBieHsl B [[MK Poccum opranamum
dbenepabHON  (PETBIBETEPCKOM CBS3M WJIM TIOYTOBOM CBSA3BIO IO YKa3aHUIO
npeacenarenas  (3aMecTUTENs  MpeAcenarensi, CeKpeTraps)  HU30upaTesbHON
KOMHCCHHU.

4.8. Jlnsa mnepemauu HMCXOAAIIEro JOKymeHTa Mo kaHainam cBsizu ['AC
«Bw10opb» cpenctBamu  dnekTpoHHOW mouthl [IM JIEJIO wunu 35eKTpoHHOM
NOYTOW MH(POPMAIIMOHHO-TEICKOMMYHUKAIIMOHHON ceTH VMHTEepHET HCIOIHUTENb
IIPEACTABISIET OTBETCTBEHHOMY 3a BEACHHUE JAEJONPOU3BOJACTBA OTHPABISEMBIN
JOKYMEHT, O()OpPMJIEHHBIN B COOTBETCTBUM C TpeOoBaHUSAMU WHCTpyKUMH, U €TO0
AIEKTPOHHYIO BEPCHUIO.

[Tocne peructpamuu noxkymenta k PK B I JAEJIO npuxperuisiercs daiin

dbopmara .doc (.exl) (mpu HeoOxoaumocTHu - .pdf). JJoKyMEeHTBI ¥ NMPUIOKCHUS B

dopmare MS Word® u MS Excel® 3aBEPAIOTCS AJIEKTPOHHON MOAMMUCHIO JIHIIA,

MOJMKCABIIETO TaHHbIE JOKYMEHTBHI.

4.9. TIlo xanamaM (aKCUMMIBHOM CBSI3U  JOKYMEHTBHl IE€pPEAAIOTCS
OTBETCTBEHHBIM 32 BEJICHUE JEIIONPONU3BOICTBA MOCIE UX PETMCTPALIUN.

4.10. Ilpu ormpaBke TenerpamMmbl Oojee 4YeM B 4YeThIpe ajpeca
OTBETCTBEHHOMY 32  BEJCHHME JEJIONPOM3BOJACTBA  IPEIAOCTABIISIETCS €€
OQOpMJICHHBIM MOJUIMHHUK, KOMUS W JBa SK3EMIUISIpa MOJAMUCAHHOTO CIMCKa
PACCBUIKH C YKa3aHUEM IOJIHBIX ITOYTOBBIX (BKJIKOYasl NOYTOBBIN UHIEKC) aIPECOB.

4.11. Ilpu ormpaBke mHcbMa OoJjiee 4YeM B YETHIPE ajpeca HCIOTHHUTEINb
COCTABJISIET CIHMCOK PACCHUIKM YCTaHOBIEHHOW (opmbl (mpuinoxenue Ne 5),
KOTOPBI  MOANMCHIBAETCS  NpeacenarTeneM  (3aMecTUTENeM  IpeacenarTess,
CeKpeTapeM) H30upaTeIbHON KOMHCCHUU W HUcnojHuTeneM. [IMchMo W crnmcok
PAcChUIKM TIEPEaloTCsl OTBETCTBEHHOMY 3a BEJEHHUE JEJIONPOU3BOACTBA JJIS
peructpauuu. Ilocime perucrpauum NUCbMa OTBETCTBEHHBI 3a BEJICHUE

ACJIOIPOU3BOACTBA TUPAKHUPYCET €TI0 U OTIPABIIACT.
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Ecniu mnucemo HampaBnsiercss He Oojee 4YeM B 4YEThIpe aapeca, TO
MTOANMCHIBAETCS KAXKIBIN DK3EMILIAP.

Ecnu onHOMY M TOMy e afgpecary HalpaBIsIOTCS OJHOBPEMEHHO HECKOJIBKO
JOKYMEHTOB, TO OHU MOT'YT KOMILJIEKTOBAaTbCA B OJJMH KOHBEPT, HA KOTOPOM IOCJIE
azpeca MoJydaressl NMPOCTAaBISAIOTCI UCXOIALIME PETHCTPALMOHHBIE HOMEpPA BCEX
BJIO’KEHHBIX IOKYMEHTOB.

4.12. OtmpaBka AOKYMEHTOB IPOU3BOAMTCS OTBETCTBEHHBIM 3a BEJICHHE
JIEJIONPOU3BOICTBA €KEAHEBHO B 4achl pabOThl N30MPAaTEIbHON KOMUCCHH, KPOME
BBIXO/JIHBIX U HEPAOOUMX MPA3THUYHBIX JHEH.

[lopsimok OTHpaBKM HCXOASIIMX JTOKYMEHTOB IIOCJIE€ OKOHYAaHMS padboyero
IHS, B BBIXOJHBbIE W Hepabouue Mpa3IHUYHbIE THH, B NEPUOJ MOATOTOBKH M
NpPOBENCHUS  MU30MpATENbHBIX  KaMIAHUM  ONpeAeNsercss  NpeAceaaresieM
n30upaTeabHOM KOMHUCCHM, B Cllydae OTCYTCTBHS IpeEiCeNaTeNs - 3aMeCTUTENIEM
npejceaarens, cCeKperapeM n3oupaTeabHON KOMUCCHU.

4.13. JIOKyMEHTBI C OTMETKOHW O CPOYHOCTH JOCTaBKM «Becbma CpOYHO» U
«Cpo4HO» O(POPMIISIIOTCS HE3aMEIJIUTENIbHO, OTIPABISAIOTCA IO KaHajgaMm CBSI3U
['AC «Bsi0ops» cpeactBamu 3iekTpoHHOM noutsl [ JIEJIO wnu nepenatotcs B
OTIeN (esbIBErepPCKON CBSA3H AJISl TOCTABKU B MEPBYIO OYEPEb B COOTBETCTBHUHU C
rpadukomM MapuIpyToB (enbaberepen.

4.14. JloxymeHThl 0€3 OTMETOK O(QOPMIIAIOTCS MO Mepe MOCTYIUICHHS
OTBETCTBEHHBIM 3a BEICHUE JIEJIONPOM3BOACTBA W OTIPABILIIOTCS [0 KaHAJIam
ce3u ['AC «Bwibope» cpenctBamu 3mekTpoHHOM moutsl [IM JAEJIO wnwm
nepefalnTcss B OTAEN JOCTaBKA (EIbAbErepcKkod CBSI3M, TI/€ OTIpaBKa
OCYILECTBIISIETCS B COOTBETCTBMM C TpaduMKOM BBINOJHEHUS (eababEerepCcKux
MapuIpyTOB B ONITUMAJIbHBIE CPOKH.

4.15. JIOKyMEHTBI, HalpaBisieMble TpaXJaHUHY IO YKa3aHHOMY UM
IIOYTOBOMY ajpecy (aapecy 3JEKTPOHHOM MOYTHI), OTIPABISAIOTCS YePe3 MOYTOBOE
OTHEJICHHE CBSI3M MPOCTBIMA IIOYTOBBIMU OTIIPABJICHUSMH WJIIM 3aKa3HBIMHU

MHCBMaMH 1100 IMoCpcacCTBOM BHGKTpOHHOﬁ IIOYTHI.
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4.16. OrnpaBnsemble  (MCXOASIIME) JOKYMEHTHI, O(OpPMIICHHBIE C
HapylieHueM TpeboBanuil WHCTpykuuMHM, K OTOpaBKE HE MNPUHUMAIOTCS U
BO3BPAILIAIOTCS] UCIIOJIHUTENAM Ha J10paboTky. KoppecnoHieHus HecayeOHOoro
XapakTepa, B TOM YUCTIE JIUYHAsT KOPPECTOHAEHIIUS, K OTIPaBKe HE MPUHUMAETCS.

4.17. Konuu ucxondiux JAOKYMEHTOB, COJIEp>Kalllie BHU3bI, MOMEIIAIOTCS B

JCJI0 B COOTBCTCTBHUU C HOMGHKH&TYPOﬁ ACII H36HpaT€HBHOﬁ KOMUCCHH.

5. Ocob0enHocTH padOTHI € JJIEKTPOHHBIMHU JOKYMEHTAMHU

5.1. DNeKTpoHHBIE AOKYMEHTHI SBISIOTCS OQUIMAIBHBIMU JIOKYMEHTaMHU.
DNIeKTPOHHBIC JTOKYMEHTBI CO3JIal0TCs, 00padaThIBAIOTCS M XPAHATCS B CHCTEME
IT1 IEJIO.

5.2. DNeKTpOHHBIN JOKYMEHT JAOJDKEH OBITh O(POpMIICH IO OOITUM ITpaBHIIaM
JICJIONIPOM3BOJICTBA U MMETh PEKBU3UTHI, YCTAHOBJIEHHBIC JJIsI AHAJIOTHYHOIO
JIOKyMEHTa Ha OyMa)XHOM HOCHTETIE.

5.3. B u3buparenpbHOi KOMUCCHH MOTYT CO3/1aBaThCS U UCTIOJIb30BAThCS:

ANIEKTPOHHBIE JIOKYMEHTBI, CO3/laBaéMble B JJIEKTPOHHOM ¢opme 06e3
MPEeABAPUTEIBLHOIO IOKYMEHTUPOBAHUS Ha OyMa)KHOM HOCHUTEIIE;

AJIEKTPOHHBIE KOMHUHU JIOKYMEHTOB, TOJIYYCHHBIE B PE3yJIbTaTe CKAaHUPOBAHUS
NOoKyMeHTOB U xpansmuecs B [1I1 JIEJIO.

5.4. Jlns TOATBEpXKICHUSA TMOJJIMHHOCTU TIpU TMepeaadye 3JISKTPOHHBIX
JIOKYMEHTOB B JpYyrH€ TOCYJAapCTBEHHBIC OpraHbl JOKYMEHTBI 3aBEpSIOTCS
AJIEKTPOHHON TMOJIMUCHIO JOHKHOCTHOTO JIMIIAa HW30UpPATEIbHOM KOMMCCHH,
MOJIMHUCABIIIETO TOKYMEHT, B COOTBETCTBUU ¢ DeaepaibHbIM 3aKOHOM OT 6 ampeis
2011 roga Ne 63-®3 «O0 >7€KTPOHHOM MOTTUCH.

5.5. Ilpm o00paboTke, pacCMOTPEHHUH, COTJACOBAHHMH M IIOJIHUCAHHUH
mekTpoHHbIX nokyMeHTOB B [IM JIEJIO BO BHYTpeHHEM IOKYMEHTOOOOpPOTE
MOT'YT HCHOJIb30BAaThCS CIOCOOBI TMOATBEPKIACHUS JEUCTBUU C AJICKTPOHHBIMU

AOKYMCHTAMM, IIpU KOTOPBIX OJCKTPOHHAs TIOANMCH HC  HCIOJb3YCTCA.
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Wnentuduxanust 1OHKHOCTHOTO JIMIA MPOU3BOAUTCS MO €r0 Y4EeTHOM 3amucH B
[N AEJIO.

5.6. CocraBieHue, opOpMIIEHHE M COIVIACOBAHUE IPOEKTOB 3JIEKTPOHHBIX
JOKYMEHTOB ~ OCYILECTBIISIETCS MO OOMM NpaBWjIaM  JIEJIONPOU3BOJICTBA,
YCTAaHOBJIEHHBIM B OTHOLIEHUU AQHAJIOTMYHBIX JOKYMEHTOB Ha OyMa)XHOM
HOCHTEJIE.

5.7. CocrtaB »IEKTPOHHBIX JIOKYMEHTOB, oOpamaromuxcs B cucreme 111
JEJIO, ycraHaBnMBaeTcs NEpEeYHEM JOKYMEHTOB, CO3JaHUE, XpAHCHUE U
UCIIOJIb30BAaHUE KOTOPBIX MOXKET OCYIIECTBIATHCS HCKIIOYUTENBHO B (opMme
AJIEKTPOHHBIX JIOKYMEHTOB, pa3pabaThiBa€MOM Ha OCHOBE pEKOMEHAaIui
denepaibHOTO apXUBHOTO areHTcTBa (Aanee - Pocapxus).

5.8. [lepeuenb NOKyMEHTOB, CO3/IaHUE, XPAaHEHUE U UCTIOIB30BAHUE KOTOPHIX
MOJKET OCYUIECTBIIATbCA HCKIIIOUUTENBHO B (POPME 3JIEKTPOHHBIX JTOKYMEHTOB,
yrBepxkaaerca nocrasosinenrem LK Poccun o cormmacosanuto ¢ Pocapxusom.

5.9. DneKkTpOoHHBIE JOKYMEHTHI, HAIPABISEMbIE B OPTraHbl I'OCYIapCTBEHHON
BJaCTU W OpraHbl MECTHOIO CaMOYIIPABIECHUS, 3aBEPSIOTCS  YCHICHHOMN
KBTH(PUIUPOBAHHON MOAMKUCHIO JOJKHOCTHOTO JIMIA, OAMMUCABIIET0 JOKYMEHT.

5.10. IlpueM wu oTHopaBKa D3JEKTPOHHBIX JOKYMEHTOB OCYILECTBIISIOTCS
OTBETCTBEHHBIM 3a BEJEHUE JICJIONPOU3BOICTBA.

5.11. Ilpm 1OMy4YeHHH DJIEKTPOHHBIX  JOKYMEHTOB, IOANMCAHHBIX
JIEKTPOHHOM TMOJIMCBIO, OTBETCTBEHHBIM 33 BEIECHHE JEJIONPOU3BOJACTBA
OCYILIECTBIISIET MTPOBEPKY ACHCTBUTEIBHOCTH 3JIEKTPOHHOM MOIUCH.

5.12. Tlpu BxIOYEHUM OJJIEKTPOHHBIX JokymeHtoB B [IM  JIEJIO
bopmupyrorcs PErUCTPAalMOHHO-YYETHBIE JTAHHBIE 0 JOKYMEHTE,
00ecCreynBaoIINe YIPABICHUE JTOKYMEHTOM, B TOM YHCIE €ro MOUCK, TOCTYI K
JNOKYMEHTY, KOHTPOJIb, XpPAaHEHHUE U UCIIOJIb30BaHueE (mpritoxkeHue Ne 7).

5.13. Ilpu nepemaye MNOCTYNMBLIIMX 3JIEKTPOHHBIX JIOKYMEHTOB Ha
paccMoTpeHue — mpeaceaarens  (3aMecTUTeNs — MpejAcenarens, — CeKpeTaps)
u30upaTeabHOM  KOMHCCHM,  HAmlpaBiICHUM  JJIEKTPOHHBIX  JOKYMEHTOB

HUCIIOJTHUTCIIAM, OTIIPABKE JJICKTPOHHLIX JOKYMCHTOB M XPAaHCHHH J3JICKTPOHHBLIX
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JIOKYMEHTOB BMECTE C 3JIEKTPOHHBIMHU JOKYMEHTAMHM NEPENaroTCs (HaupaBIISIEOTCS,
XPAHSTCS) UX PETUCTPALMOHHBIE JAHHBIE.

5.14. JlokyMeHTbI, coO3[laBaeMbleé B H30HpATEIbHON KOMHUCCHUM U (WJIN)
NOCTYNUBIINE B M30UpATENbHYI0O KOMHCCHIO Ha OyMaXHOM HOCHUTEJE, MOTYT
Bkimouarbes B [IW JIEJIO nocie ckaHupoBaHUst U CO3JjaHUS AIIEKTPOHHBIX 00pa30B
JIOKyMEHTOB. BkitoueHue »5ieKTpoHHOTO oOpa3za nokymenta B [IM  JIEJIO
BO3MO>KHO I10CJIE€ €r0 CPaBHEHUS C IMOJJIMHHUKOM JJOKYMEHTA.

5.15. Eaununeit ydera SJ€KTPOHHOIO JTOKYMEHTA SABJISETCS SJIEKTPOHHBIN
JIOKYMEHT, 3apeructpupoBannbiii B cucteme [T JIEJIO.

DJIEKTPOHHBIE JOKYMEHTBHI, HUMEIOIIME MPUIIOKEHUSA, PETUCTPUPYIOTCS H
YUYUTBIBAIOTCS KaK OJIMH JOKYMEHT.

5.16. DNeKTpOHHBIE TOKYMEHThI (POPMHUPYIOTCS B Ji€Jda B COOTBETCTBUH C
HOMEHKJIATypOil J1e1 u30MpaTesIbHOM KOMHMCCUUM W UHAECKCUPYIOTCS B HOpPSIKE,
YCTaHOBJICHHOM B OTHOILIEHUU JEJI, COCTABJICHHBIX U3 JOKYMEHTOB Ha OYMa>KHOM
HOCUTETIE.

IIpu cocraBieHMH HOMEHKJIATYPbl A€l yKa3bIBaeTCs, YTO JEJIO0 BEIECTCA B
ANIEKTPOHHOM BHUJE, 4YTO OTMEYaeTcss B 3arojoBKe Jeina uWid B rpade
«IIpumeuanue», Hanpumep:

[ToctanoBnenust llenTpanbHON u3OuUpaTenbHONW Komuccuu Poccuiickoi
®enepanuu. Konnn. D1€KTPOHHBIE JOKYMEHTHI.

5.17. DnekTpoHHBIE JOKYMEHTBI IIOCIIE UX UCIIOIHEHUS MOJUIEKAT XPAHEHUIO
B YCTAaHOBJIEHHOM IIOPSJKE B TEYEHUE CPOKOB, NPEAYCMOTPEHHBIX IS
aHAJIOTMYHBIX JIOKYMEHTOB Ha OyMa)KHOM HOCHTETIE.

5.18. MecTo XpaHEHHs OHJIEKTPOHHBIX JOKYMEHTOB JO0 HUX IIepeladd Ha
apXMBHOE XpaHEHHE, BUJ HOCHUTEJIEH, Ha KOTOPBIX OHHM XpaHATCA, (opMaThl UX
IIOCTOSSHHOI'O W JTOJITOBPEMEHHOTO  XPAHEHUS ONPEACISIOTCS C  Y4EeTOM
UCIIOJIb3YEMbIX B M30MpATEIbHOW KOMHCCUU MPOTPAMMHO-TEXHHUUECKUX CPE/CTB,
HOPMAaTUBHBIX M METOJWYECKUX JOKYMEHTOB PocapxuBa, TrocyIapCTBEHHBIX

opraHoB KeMmepoBckoit 0071acTH, YITIOJTHOMOYEHHBIX B 00JIACTH apXUBHOTO JIea.
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5.19. Dkcneptr3a HEHHOCTH AJEKTPOHHBIX JOKYMEHTOB OCYLIECTBISIETCS B
o0IIeM TOpsAKe, YCTAaHOBJICHHOM B OTHOLICHHH JOKYMEHTOB Ha OyMaKHOM
HOCHTEJIE.

5.20. Ilocne ucreyenus Cpoka, yCTAHOBJIEHHOTO UL XPaHEHUsS IEKTPOHHBIX
nen  (3NEKTPOHHBIX JOKYMEHTOB), IPOBEICHHUS HKCIEPTU3bl HUX LEHHOCTU U
COIJIaCcOBaHMs C OKCIEPTHOM KOMMCCHEM II0 ONPENEICHUI0 HAay4dHOM,
MPaKTUYECKON U UCTOPUYECKON IEHHOCTU JOKYMEHTOB M30uparenbHOl KOMUCCUN
KemepoBckoit obnactu (manee - OK), oHM moanexar YHUUTOKEHHIO C
COCTaBJICHHEM aKTa yCTaHOBIECHHOU (hopMbl (mpuitoxkenue Ne 18).

5.21. JIoKyMeHTBI, MOJIEKAINE UIMTEIbHOMY XPaHEHUIO, NEPEAAIOTCS Ha
apXUBHOE XpaHEHHE IO ONHUCAM C OQOPMIICHMEM aKTa IpueMa-lepeaadn

QJICKTPOHHBIX JOKYMCHTOB Ha apXHBHOC XpPaHCHHC.

6. Oco0enHocTH padOTHI ¢ OOPALIEHUAMH I'PAKIAH.
Opranuzanus JUYHOTO IpUeMa

6.1. OcobeHHOCTH pabOoThI C OOpAILIEHUSIMU

6.1.1. Opranuzamusi paboThl ¢ OOpalICHUSMU TPa)xKJAaH OCYIICCTBIISICTCS B
COOTBETCTBHUHM C pazfesioM 2 MHCTpyKUUU ¢ y4eTOM OCOOEHHOCTEH, YKa3aHHbBIX B
JTAHHOM pa3Jelie.

6.1.2. IluceMeHHble oOpamieHuss rpaxnan (maiee -  oOpalieHus),
MOCTYINHUBIINE B U30MPATENbHYIO KOMUCCHIO, PETUCTPUPYIOTCS OTBETCTBEHHBIM 32
BEJICHUE JIeJ0Npon3BOACTBA ¢ ucnoibzoBanuem [ JIEJIO oTaensHO OT Ipyrux
BHJIOB JOKYMEHTOB HE MTO3/IHEE TPEX AHEN C MOMEHTA MTOCTYIICHUS.

OOpaieHus, kacarolyecs HapylleHUH HW30UpaTelnbHBIX MpaB TpaxkaaH B
NepUo MOATOTOBKH U MPOBEACHUS BHIOOPOB U pehepeHIlyMOB, PETUCTPUPYIOTCS B
JI€Hb TIOCTYIIJICHUS B U30UpaTEIbHYI0 KOMUCCHIO.

6.1.3. Ilpu BCKpBITMM KOHBEPTOB NPOBEPSETCA HAJIUYUE BCEX BIIOKCHUM.
KonBepT 00s13aTeIbHO COXpaHseTCs.

OOGpamienusi, cojepkamue B aAPECHOM YacTH TMOMETKY «JIM4HOY,

paccMaTpHUBAIOTCS B OOIIEM MOPSAKE B COOTBETCTBUU ¢ MHCTpyKITHEH.
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[Ipu perucrpanuy NOBTOPHBIX OOpAIEHUH MM IPUCBAWBAETCS OYEPETHOMN
peructpaunoHHblii Homep, B PK nenaerca otmerka «IloBTOpHO» M mpHOOIIAtOTCS
pPErUCTpallMOHHBIE KAPTOYKU 10 TMEPBUYHBIM OOpaIllEeHUsAM, TOJI00paHHbBIE C
ncnoas3oBanuem 11N JIEJIO.

Ecin oOpamienue mnocTynmusio OT KOJUIGKTHBA —3asiBUTENEW, TO TIpu
peructpauuu B PK craButcs ormeTka «KOIIEeKTUBHOEY.

6.1.4. PerucTpaniMoHHBIM IITaMI, COCTOSIIMKA W3 MOPSJKOBOTO HOMEpa
oOpalieHusi W J1aThl PErHCTpalid, CTABUTCS, KaK MpaBUJIO, Ha TIEPBOM JIHCTE
oOparlieHus: Ha CBOOOTHOM OT TEKCTa MECTe.

6.1.5. Ilocme peructpauuu oOpamieHus Ha OyMa)XHOM HOCHTENE OHO
ckaHupyertcs, a 3ateM Kk PK mpucoenunsieTcst 31eKTpoHHBIH 00pa3 JTOKyMEHTa U
npwiokeHud Kk Hemy B (opmare .pdf. 3arem oOpamieHus JOKJIaAbIBAIOTCS
npeacenarento  (3aMecTUTENI0  TpelcenaTens, CeKpeTapro) Hu30upaTerbHON
KOMUCCHH.

6.1.6. O0OpaieHus ¢ yKa3aHUSIMU IO UCIIOJHEHUIO TOKYMEHTa IpeicenaTens
(3amecTHTENS MpeAcenaTens, CeKpeTapsi) U30UpaTesIbHOM KOMUCCUU MepeaaroTCs
OTBETCTBEHHOMY 3a BEJICHHE JEJOMPOU3BOJICTBA JJIsi BHECEHHUS YKa3aHUU IO
VCITOJIHEHHIO TOKyMEHTOB B PK, a 3areM nepenaroTcst HCIOIHUTEIO N0 MOAIUCH
B pacnieyatanHou PK.

6.1.7. OOpaiienusi, aapecoBaHHbIE 4YICHaAM HW30UpPATEIHLHON KOMUCCHH,
PETHCTPUPYIOTCS B YCTAaHOBJIEHHOM HOPSAJKE, AOKIJIAJBIBAIOTCS IPEACENATEIIO
(3aMecTuTeNIO TIpeceaaTeNs, CeKpeTapro) n30UpaTeIbHOM KOMUCCHHU, TTOCIIE YeTro
NEepPEeIAIOTC OTBETCTBEHHOMY 3a BEJIEHUE JIEJIONPOM3BOJCTBA Jii BHECEHUS
YKa3aHUW [0 HCHOJHEHUIO JOKyMeHTOB B PK, a 3arem - ucCnonmHuTteno mox
MOAMNUCH B pacneyatanHoi PK.

OOpamieHust paccMaTpUBAIOTCSI B COOTBETCTBUM C  YKa3aHUSIMH IO
UCIIOJTHEHUIO JTOKYMEHTa Mpejcenaress n30upaTebHOM KOMUCCHH (3aMeCTUTeNs
npejacenaress, CeKperaps) n30upaTebHOH KOMUCCUU B MOPSAKE, YCTAHOBIECHHOM

3aKOHOJATeNLCTBOM Poccuiickon denepanuu.



44

6.1.8. O6pamenue, coaeprxkaiee BOMPOCH, PEIIEHNE KOTOPhIX HE OTHOCHUTCS
K KOMIIETEHIIMM H30MPATEIbHON KOMHUCCUM, JIOKJIAJbIBACTCA IPEACENATEIIO
(3aMecTUTeNI0 TpelcenaTess, CeKpeTapro) M30UpaTeaIbHOM KOMHCCHH U IO €ro
NOPYYEHUI0 B TEUYEHUE CEMH KAJICHJApHBIX JHEH CO JHS pPEerucTpanuu
HaIpaBJsieTCsi C  CONMPOBOJUTENbHBIM MUCBMOM 332 €ro  TOJIHUCHIO B
COOTBETCTBYIOIIUNA TOCYAApCTBEHHBIA OpraH, OpraH MECTHOTO CcaMOyIpaBJiCHUS
WIM COOTBETCTBYIOIIEMY JOJDKHOCTHOMY JHI[y, K KOMIIETEHUHH KOTOPBIX
OTHOCHUTCSl PEIlIEHHE MOCTABJIEHHBIX B OOpAallleHHH BOIPOCOB, C YBEIOMIICHUEM
3asBUTENS O IMepeaapecalud oOpamieHusa. B conmpoBOIMTENPHOM MHChME
OrOBapMBAETCs TOPSAJOK HAlpaBJICHHUs OTBETa aBTOpPYy OOpallleHusd, a MpHu
HEOOXOJMMOCTH - U B U30UPaTEIbHYI0 KOMHUCCHIO.

Ecnu  pemieHne mNOCTaBIEHHBIX B OOpAalllEHWH BOMPOCOB OTHOCHUTCS K
KOMIIETEHIIMH HECKOJBKHX TIOCYJapCTBEHHBIX OpPraHOB, OPraHOB MECTHOIO
CaMOYMPaBJIEHUS WA COOTBETCTBYIOUINX JOJIKHOCTHBIX JIMII, KOIUSL OOpalieHus B
TEYEHUE CEMU KaJCHJApPHBIX JHEW CO [JHSA PpErucTpaldd HanpaBiseTcs B
COOTBETCTBYIOIIAE OPraHbl WJIK COOTBETCTBYIOIIMM JIODKHOCTHBIM JIMLIAM.

6.1.9. 3anpemiaercss HampaBisATh OOpallleHME Ha PacCMOTPEHUE B
rOCyAapCTBEHHBI OpPraH, OpraH MECTHOT'O CAMOYIPABJICHUS WU JOJKHOCTHOMY
JUIly, pelieHue win JedctBue (0e3deiicTBHE) KOTOPBIX O0XKamyercs, 3a
MCKJIFOYEHNEM CIIy4aeB, YKAa3aHHBIX B IyHKTE 6 crarbu 75 DenepanbHOro 3aKOHA
«O0 OCHOBHBIX TapaHTUSIX HW30MpaTeIbHBIX TMpaB W TMpaBa Ha ydacTUe B
pedepennyme rpaxaan Poccuiickoit deneparium.

6.1.10. Ecnim B COOTBETCTBMM C 3alpeTOM, YyKa3aHHbIM B NyHKTEe 6.1.9
WMHCTpyKLIMK, HEBO3MOXKHO HAaNpaBUTh OOpalleHHWe Ha pPAacCMOTPEHUE B
COOTBETCTBYIOIIUNA TOCYAApCTBEHHBI OpraH, OpraH MECTHOIO CaMOYIpPABICHUS
WIM COOTBETCTBYIOLIEMY JOJDKHOCTHOMY JIMILY, B KOMIIETEHLIUIO KOTOPBIX BXOIUT
pellieHne MOCTaBJIEHHBIX B OOpaIlleHHH BOIIPOCOB, oOpallleHHue BO3BpaIlaeTcs
3asIBUTENIO C Pa3bsCHEHUEM €ro mpaBa 00’KaJloBaTh COOTBETCTBYIOILEE PEILICHUE

WM erictpre (0e3/1efiCTBHE) B YCTAHOBICHHOM TOPSIIKE B CY/IE.
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6.1.11. OOpameHusi, TMOCTYNUBIIHE B HU30MPATEIbHYI0O KOMHUCCHIO,
paccMaTpuBalOTCs B CPOKH, ycTaHOBJICHHbIE MyHKTaMu 11.5 u 11.6 UncTpykuuu.

B nepuox moaroroBku M MpOBENEHUS BBIOOPOB U pedepeHyMOB CPOKU
UCTIOJTHEHHS OOpAIEHUI YCTaHABIMBAIOTCS B COOTBETCTBUH C 3aKOHOATEILCTBOM
Poccuiickoit @eneparuu o BeIOOpax u pedepeHaymax.

Ecin Heo0XoauMo NMpOJUINTh CPOK PaCCMOTPEHUSI OOpallleHus, HCIIOJTHUTEIb
HE TMO3/IHEE YeM 3a TpH JHS [0 HUCTEYEHUS CpOKa MOJArOTOBKH OTBETA
IpEJCTaBISIET HA UMsI aBTOpA YKa3aHUS 10 HCIOJHEHUIO JOKYMEHTa JOKJIAJHYIO
3alUCKYy € OOBACHEHHEM, [0 KaKOW NPHUYMHE HEBO3MOXKHO J1aThb OTBET B
YCTAHOBJICHHBIA CpPOK. MAaKCHUMaJIbHOE TPOJJIEHUE CPOKAa PACCMOTPEHHUS
oOparteHus cocraiseT 30 KaleHAapHBIX JHEH.

3asgBUTEIIO0 HANPABIISIETCS YBEIOMJIEHHE O MPOJJIEHUU CPOKA PacCMOTPEHUS
ero ooparicHusl.

OOpartieHusi, Ha KOTOpPbIE JAlOTCS MPOMEKYTOYHBIE OTBETHI, C KOHTPOJIS HE
CHUMAIOTCH.

6.1.12. B caywae mocTyrsieHuss B W30MpaTeIbHYI0 KOMHCCHIO B
YCTAaHOBJICHHOM MOPSJKE 3alpoca TOCYyJapCTBEHHOIO OpraHa, opraHa MECTHOTO
CaMOYNpaBJI€HUS] WM JOJDKHOCTHOIO JIMLA, paccMaTpUBaIOLIUX oOpalleHue,
JOKYMEHTbl W MaTepuaibl, HEOOXOIHWMBbIE [UIsl PaccCMOTpeHUs oOpalleHus,
IIPEACTABIIIOTCSA B TEUCHUE 15 KaJleHIapHBIX THEH.

6.1.13. OTtBer Ha oOparieHre, B KOTOPOM HE yKa3zaHbl (haMUIIUsl 3asBUTEIS
WM €r0 TIOYTOBBIN (AJIEKTPOHHBIN) agpec, M0 KOTOPOMY JAOJKEH ObITh HaIllpaBieH
OTBET, He Jnaercd. Takoe oOpallleHue CIHUCHIBAETCA B JENO0 TMpelceaaTesieM
(3amecTHTENEM MpeEcenaTeNs, ceKpeTapeM) u3oupaTenbHON Komuccuu. B cioyyae
€CJIM B OOpallleHUH COAEPIATCSA CBEJECHUSA O MOJArOTABIMBAEMOM, COBEPIIAEMOM
WIM COBEPIIEHHOM IMPECTYIUIEHUH, a TAKXE O JUUE, €r0 MOATOTABIMBAIOLIEM,
COBEpIIAIOIIEM WM COBEPIIMBIIEM, OOpallleHHEe M0 YyKa3aHUIO0 TMpeicenaTes
(3amecTuTeNs TpeaceaaTeNsi, cekperapsi) u30upaTeabHOM KOMHUCCHHU TIOJJICKUT

HaIIpaBJICHUIO B IIPABOOXPAHUTCIIBHBIC OPI'aHbI.
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Ecnu Texcr obOpamenus He moagaeTcsl MPOYTEHUIO, OTBET HA OOpalleHue He
JAETCs, ¥ OHO HE TMOJUICKUT HAIIPABJICHUIO HA PACCMOTPEHUE B TOCYIaPCTBCHHBIN
OpraH, oOpraH MECTHOTO CaMOYIpPAaBICHUS WU JOHDKHOCTHOMY JIMIy B
COOTBETCTBHUH C MX KOMIIETCHIIUEH, O YeM B TCUECHUE CEMH KaJICHIAPHBIX JTHEH CO
THS ~ PETUCTpaluyd  OOpalieHWss COOOIIAeTCs  3asBUTENI0, HAIMPaBUBIIEMY
oOpareHue (eciau ero (haMuIus U MOYTOBBIA apec MOIIAI0TCS MPOYTEHHIO).

Ecnu B oOpamiennn yka3zaH agpec 3JICKTPOHHOM MOUYTHI, TO OTBET TPAXIaHUHY
MOJKET OBITh HAIpaBJICH IO JJIEKTPOHHON TOYTE, B BUJE JJIEKTPOHHOTO oOpasza
nokymeHTa B ¢opmare .pdf.

6.1.14. OOpamieHusi, B KOTOPbIX COJAEpPXKATCS  HEIEH3YpPHbIE JIMOO
OCKOpOUTENbHBIC BBIPAKEHUS, Yrpo3bl IKU3HHU, 3JI0POBBI0 M HMYIIECTBY
JOJKHOCTHOTO JIMIIA, @ TaKKe YIEHOB €ro CEeMbH, OCTaloTcs 0e3 oTBeTa Io
CYIIECTBY TIOCTaBJICHHBIX B HEM BONPOCOB, a 3asABUTEISIM COOOMIAETCS O
HEJIOIMYCTUMOCTH 3J10YIOTPEOICHHS TTPABOM.

6.1.15. OOpaiiienrie, B KOTOPOM OOXKallyeTcsi CyJeOHOe pelieHre, B TCUCHHE
CEMHU KaJICHJApHBIX JHEW CO JHS PErucTpaluud BO3BPAIACTCS 3asBUTEINIO,
HaIlpaBUBIIEMY OOpaleHne, ¢ pPa3bsICHEHUEM MOpSAAKa O0XKAJIOBAHHS JAHHOTO
Cy1eOHOTO peIICHHUS.

6.1.16. Ecniu B oOpallieHuu COAEPKUTCS BOMPOC, HA KOTOPHIN 3asiBUTEIIO
HEOJHOKPATHO (Z1Ba paza u 0oJiee) JaBAIUCh MHUChMEHHBIE OTBETHI MO CYILECTBY B
CBS3M C paHee HaNpaBJICHHBIMU OOpaIIeHUsIMU, WM MPU ITOM B OOpalieHUu He
MIPUBOSTCS HOBBIC JOBOJBI M OOCTOSATEILCTBA, TO TMEPEMUCKA IO JAHHOMY
BOITIPOCY C 3asBHUTEIIEM ITPEKPaIIacTCs, O YeM €My HaIlpaBIIIeTCs YBEAOMIICHHUE.

[Ipu »tom B PK oOpamenus nenaercss 3amuch (OTMETKa) O TOM, 4YTO
Mepenucka ¢ YKa3aHHBIM 3asBUTEIEM TI0 JaHHOMY BOIIPOCY CUYHUTACTCS
3aBEPUICHHOM.

Ecnu ot 3asBuTens, ¢ KOTOpbIM mepenucka Oblia MpeKpaieHa, MoCTymaeT
ouepeHOe OOpaIleHHe M0 TOMY JK€ BOIPOCY, TO MHCHMEHHBIH OTBET Ha HETO

MOXKET HC JaBaTbCi, a CaMO 06pameHHe HAIIpaBJIACTCA B ACIIO.
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6.1.17. OOpaiienusi, TOCTyNUBIINE HAa O(ULMATBHBIA CAaUT M30MpaTeTbHON
KOMHCCHH, aapec AIEKTPOHHON MOYTHI B UH(GOPMAIIMOHHO-
TEJICKOMMYHUKAIIMOHHON ceTu WHTepHEeT, perucTpupyrorcs B YCTaHOBJICHHOM
nopsnke. OTBeThl Ha Takue OOpalIeHUs HaIpaBISIOTCS 1O MOYTOBBIM HIIU
AJIEKTPOHHBIM a/ipecaM, YKa3aHHBIM B OOpaIlleHUsIX.

dopMma mpenocTaBiieHUus HWH(pOpMaAIMU OMpeesieTcss aBToOpoM 3ampoca. B
cllyuae €ciiu TMpenocTaBieHne uHpopManuu B 3amnpammBaeMond  Qopme
HEBO3MOXKHO, OHA TIpelocCTaBisieTcss B TOM (opme, KOTOpas UMeEETcs B
u30UpaTeIbHON KOMUCCHH.

B cinywae ecnu 3anpammBaeMas uHboOpMalys ONMyOJMKOBaHA B CPEACTBAX
MacCcoBOMI uHbopMauu 1100 pa3MelleHa B UH(pOPMaLIMOHHO-
TEJIEKOMMYHUKALIMOHHON ceTu VHTepHeT, n3dupareibHasi KOMUCCUS B OTBETE Ha
3alpoC MOXKET OrPaHUYUTHCA YKa3aHUEM Ha3BaHMs, JaThl BbIXOJA W HOMeEpa
CpelcTBa MAaccoBOM HMH(pOpMaluu, B KOTOPOM ONMyOJIMKOBaHa 3arpalirBaemast
uH(popMaIsi co CChUIKOM (aapec CTpaHUIlbl) HA MH(POpMAIIUIO, Pa3MEIICHHYIO B
UH(POPMaILMOHHO-TEIEKOMMYHHUKAIIMOHHOM cetn IHTepHeT.

6.2. Opranu3zanus JAYHOTO IIpUemMa.

6.2.1. JInunblil TpreM BeneTcs npejceaareneM (3aMecTUTeNIeM MpeceaaTes,
CEeKpeTapeM, YjeHamMH) U30UpaTesIbHOM KOMHCCHU IO MPEIBAPUTENILHOM 3amucH
1o rpaduKy, yTBep:KIaeMomy npezaceaareneM n30upaTeabHOM KOMUCCHH.

[lo mopydeHuro mpencenarens (3aMecTUTENsl MpeacenaTelis, CeKperaps)
n30MpaTeNbHOM KOMUCCUM K OPTaHM3alMU JIMYHOTO IIpHEMa MOTYT MPUBIEKATHCS
IpaXKJAaHCKHUE CIyXallhe amnmnapata u30upaTelbHOM KOMHCCHUHM, a TakXke JIMLa,
IIPUBJIEKAEMBIE 110 IPAKIAHCKO-IIPAaBOBBIM JI0IOBOPaM.

6.2.2. 3anuch Ha TOpPHEM MOXET OCYHIECTBIATHCA MO TenedoHy U IO
NMCbMEHHOMY 3asIBJICHHIO, IOJJAHHOMY B YCTaHOBJIEHHOM MOPSIKE.

[To nHambonee CIOXHBIM BOMpOCAaM, MOJIEKAIIUM PACCMOTPEHHUIO B XOE
JUYHOTO TIpHeMa, MOTYT MpPEeABAPUTENIbHO TNPUHUMATHCS TOSICHEHUS, Kak B

IMNCbMCHHOM, TaK 1 B 3JICKTPOHHOM BHIC.
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Nudopmanusa o mopsake mpueMa pas3MeliaeTcs Ha cailte u30uparenbHON
KOMHUCCHH B HH(POPMALMOHHO-TEJIEKOMMYHHUKAIIMOHHON ceTu THTEepHET.

6.2.3. 1lpu 7uYHOM T[pUE€ME 3asBUTENIb NPEABSIBISACT  JTOKYMEHT,
YAOCTOBEPSIIONINI €r0 JINYHOCTb.

Benenne nu4yHOro mnpueMa MOXKET COMPOBOXKIATHCS ayauo- U (WJIM)
BHJICO3AIIMCHIO, O YEM 3asIBUTENb YBEAOMIISIETCS IO HAa4YasIa pruema.

6.2.4. B xone mpuema odopmiiseTcs KapTodka JIMYHOTO MpUEMa 3asBUTEIIEH
(mpunoxenue Ne 8), KOTopasi MOAJICKUT PETUCTPALMH B MOPSIIKE, YCTAHOBIEHHOM
n. 6.1.2 u n. 6.1.3 MHCTpyKIIMK, U BEOETCA XKypHAJI ydeTa JIMYHOIO IMpueMa
IpaXKJaH, B KOTOPbIA BHOCATCS JaTa MpUEMa, HOMEP KapTOUYKHU JIMYHOTO YyYerTa,
JaHHbIE O 3asBUTENE, KpaTKOE COJIep)KaHue OOpalleHus, pe3yJabTaT €ro
PacCMOTPEHUS, a TaKKe JOJDKHOCTD U (PaMIIIUS JTMLA, BEAYILIETO IPUEM.

Eciu wu3noxeHHele B YCTHOM oOpamieHUH (akTbl He  TpeOyroT
JIOTIOJIHUTEIBHON MPOBEPKH, OTBET HA OOpAIllEHUE C COIJIacUsl 3asBUTENSI MOKET
OBITh JTaH YCTHO B XOJI€ JINYHOTO MpHEMA, O YEM JEJIaeTcs 3allUCh B XKypHaje
yueTa (KapTOuKe JIMYHOTO IpUeMa).

[lo mpocbOe 3asBUTENs, U3JOKEHHOM B XOJ€ JIMYHOTO NpHEMa, OTBET Ha
oOpallleHue eMy MOXKET ObITh HampapiieH (10 yKa3aHHOMY 3asiBUTEJIEM aJpecy) B
MUCbMEHHON (opMe C COOJIOJIEHUEM CPOKOB, YCTAHOBJIEHHBIX WHCTpyKITHEH.
Ecnu u3nokeHHble B YCTHOM OOpalleHuH (PakTbl TPEOYIOT JOMOJHHUTEIbHON
IPOBEPKH, 3asBUTENb B XOJ€ MpuemMa MHPOPMHUPYETCS O TOM, YTO MUCHbMEHHBIN
OTBET Ha oOpalleHre Oy1eT eMy HalpaBlIeH B YCTAHOBJICHHOM IMOPSIJIKE.

[lo mpocbbe 3asBUTENS, MPUILEAINIETO HA JUYHBIA MpPUEM, €My BbIJIAeTCA
KOIMS KapTOYKHU JIUYHOTO ITPUEMA.

Ecin B ycTHOM oOpalieHu COAEp:Karcs BOIPOCHI, PEIIEHHWE KOTOPBIX HE
BXOJUT B KOMIIETEHIMIO HM30MpaTeIbHOM KOMHMCCHUM, 3asBUTEIIO J1aeTCs
pa3bsICHEHHE O TOM, KyJla M B KAKOM TOPSAKE eMy CleyeT 0OpaTUThCS.

B xone nuuHOTO mpuemMa 3asgBUTENI0 MOXKET ObITh OTKa3aHO B JalIbHEWIIEM
paccMOTpeHHUH OOpallleHusi, e€Ca €My paHee ObLI JaH OTBET IO CYLIECTBY

IMOCTABJICHHBIX B HEM BOIIPOCOB.
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B ciyyae rpy6oro, arpecCUBHOTO MOBEJCHUS 3asBUTENS IPUEM MOXKET OBITH
npekpaiied. [Ipy He0OXOAMMOCTH MOXKET OBITh BBI3BaH COTPYJIHUK OXPAHbI WJIH
PaBOOXPAHUTENbHBIX  OpraHoB. MHdopmamuss o0 TMOBEIEHUU  3asIBUTEIS
OTpPa)KaeTcs B KypHAJIC yUeTa.

6.2.5. [lepenannbie Ha TpUeMe 3asgBUTEISIMU OOpAICHUS] PETUCTPUPYIOTCS C
ucnons3oBanueM 11 JIEJIO u paccmMaTpuBarOTCS B YCTAHOBIIEHHOM MOPSJIKE.

6.3. Pabota ¢ 0OpameHussMi U OpraHu3anus JMYHOTO MpUeMa rpakJaH MOTYT
pEeriIaMeHTUPOBAThCS  OTJEIBHBIM  JOKYMEHTOM M30upaTenbHOH  KOMHCCHH

KemepoBckoii 00s1actv (MHCTPYKLMEH, TOJI0KEHUEM, TTOPAIKOM U T.1.).

7. Oco0eHHOCTH PadOTHI ¢ JOKYMEHTAMHU, CONEPKAITUMHA
CJIY:KeOHYI0 MH(OPMALUIO OTPAHUYEHHOI0 PACIIPOCTPAHEHU (B TOM
yucJie cBeieHnst 00 n30uparesisix, ydacTHUKax pedepenayma,
0o0pamaIMMUCH B paMKaxX (yHKIIMOHUPoBaHuA ['ocynapcTBeHHOI
CUCTeMbI peructpanum (y4era) usduparesiei, y4aCTHHKOB
pedepenayma B Poccuiickoii @exepannn)

7.1. OcoOGeHHOCTH paboOThl C JOKYMEHTaMH, COJIEpKAIIUMH CIY>KEOHYIO
UH(OPMAITUIO OTPAHUICHHOTO PACIIPOCTPAHCHHUS.

7.1.1. K cuyxebHoii wuHpOpMAlUU OTPAHUYEHHOTO PACHPOCTPAHCHUS
OTHOCUTCSI HECEKpeTHas WH(pOpMallus, HE3aBUCHMO OT BHJA €€ HOCUTEJS,
OTPaHUYCHHMSI HAa PaACHpOCTpaHEHHUE KOTOPOW JTUKTYIOTCS €€  CIY)KeOHOM
HEO0OXOTUMOCTBIO.

7.1.2. HeoOxoauMoCTh TpoCTaBieHUs TMOMETKH «Jlig  cmyxxkeOHOro
nonb3oBaHus» (manee — «JICID») Ha mOKyMeHTaX M HW3JaHUSX, COJACPKAIIUX
CIIy’)KeOHYI0 HH(OpPMAIMI0O OTPAaHUYECHHOTO PACHPOCTPAHEHUS, OIPEACIICTCS
npejceaaTeneM (3aMecTUTeNeM TMpefcenaresisa, CeKperapeMm) u30upaTebHON
KOMHUCCHH, TTOATMMCHIBAIOIINM HJIA YTBEPIKIAIOIIUM JIOKYMEHT.

JIOMKHOCTHBIC JIMIla, TMPUHSBIINE pelieHue 00 OTHECEHUHM CIIyKeOHOU
uH(OPMAITUHU K pa3psay OTPaHUYSCHHOTO PACIPOCTPAHEHUS, HECYT MEPCOHATBHYIO

OTBETCTBEHHOCTH 32 000CHOBAHHOCTH IIPpHUHATOTO PCIICHUA.
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7.1.3. Ilomerka «ACID» u HOMEp 3K3eMIUISIpa MPOCTABIAOTCS B IMPABOM
BEPXHEM YTIIy MEPBOM CTpaHHUIIbI JOKYMEHTa (B ciiydyae HEOOXOIUMOCTHU - U €ro
MPOEKTa), collepKaliero  ciaykeOHyro  uH(OpMaIui0  OTPaHUYEHHOTO
pacnpocTpaHeHHs, Ha 00JIOKKE U TUTYJIHLHOM JINCTE U3/IaHUA, a TAKKE HA MEPBOH
CTpPaHULIE COMTPOBOAUTENBHOTO MUChbMa K TAKUM JJOKYMEHTAaM.

7.1.4. Pabota ¢ NOKyMEHTaMM, COJAEPXKAIIMMH CIYKeOHYI0 HH(MOpMAIIUIO
OTPAHUYECHHOTO PACIpPOCTPAHEHUs, B TOM YHUCJE UX MPHUEM, YUET (peructparius),
OCYILECTBIISIETCS B MOPSAKE, YCTAHOBIEHHOM [JI1 HECEKPETHBIX JHOKYMEHTOB, C
y4€TOM OCOOEHHOCTEH, W3JIOKEHHBIX B HacTodmeM pasgene. Ilpu srom k
pPErUCTpallMOHHOMY HOMEPY JOKYMEHTa ao0aBiseTcs: momerka «JCIDy».

7.1.5. Hlokymentsl ¢ mometkoir «JICII» peructpupyrorcsi (YUUTHIBAIOTCSA)
BMECTE C IpPYTMMU HeCEKpeTHbhIMU JokymMeHTamu. B PK nokymeHnTa npousBoauTcs
3anuch «JICII».

7.1.6. CkanupoBaHHe, KOINHUPOBaHUE (TUPAKUPOBAHHME) JOKYMEHTOB C
nometkon «JICII», a Ttaxxke pasmemenne unx B [IM JIEJIO npousBoautcs
UCIIOJTHUTENIEM JIOKYMEHTa C MHUCBMEHHOTO pa3pelieHUs] MpeacenaTens
(3amecTuTeNs MpeacenaTens, cekperapsi) M30UpaTeIbHOM KOMUCCHH, TPH STOM
OCYILECTBIISIETCS YUET Ka)KJI0r0 SK3EMIUISIpa YKa3aHHBIX JOKYMEHTOB.

7.1.7. Noxkymentsl ¢ momeTkoi «/ICII» mepenatorcs wieHam u30UpaTeTbHON
KOMHCCUU U TPAXKIJAHCKUM CIIYXKalllUM armapara u30upaTebHON KOMUCCHM IO
MOAIUCh.

7.1.8. Jokymentsl ¢ nomeTtkon «JICID» HampaBisroTca B Apyrue OpraHbl U
opraHuzanud opraHamu (QeaepasibHOM  (eNbabErepCcKo  CBSI3M, CIYKOOMH
CHEIUATbHON CBSI3M JIMOO HAPOYHBIM. 3ampelnaercs MepeaaBaTh JTOKYMEHTHI C
nomeTkord «JICID» mo He3amMIIEeHHBIM KaHajlaM KOMIIbIOTEPHO-MOJAEMHOU H
(haKCUMUIBHON CBSI3H.

Joxymentsl ¢ moMetkoil «JICII» pacchuialoTCs HECKOJBKUM ajapecaram
COrJJaCHO CIIMCKY PpAcChUIKA, B KOTOPOM HAampOTUB KaXJIOTO ajapecara
MPOCTABIISICTCSI HOMEP AK3EMILIAPA OTIPABIAEMOTO JOKyMeHTa. CIHCOK PaCcChUIKU

MNOANMCBIBACTCA UCIIOJITHUTCIIEM U CCKPETApEM H36Hp&TCJ’IBHOﬁ KOMUCCHH.
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7.1.9. Ucnonnennple ToKyMeHTHI ¢ moMeTkoil «ICID» ¢popmupyrorcs B gena B
COOTBETCTBHM C HOMEHKJIATYPOil z1eJ1. JJIOKyMEHThI TpyHIUPYIOTCS B Jejia BMECTE C
JPYTUMH HECEKPETHBIMHU JOKYMEHTAMH 10 OJJTHOMY U TOMY K€ Borpocy. B mpaBom
BEPXHEM YIJIy OOJIOKKH JieJla, B KOTOPO€ IOMEHIEHbl TaKUE€ JOKYMEHTHI,
npocTasisieTcst nomeTka «JCID».

7.1.10. Hoxymentbl ¢ mnomerkod «JICII» XpaHATCS B 3aKpbIBAIOIIUXCS
mkadgax.

7.1.11. YHuuTOXEHUE Aed, NJOKYMEHTOB M H3JaHuil ¢ momeTkoil «J[CID»,
YTPAaTUBIIMX CBOE MPAKTUYECKOE 3HAYEHHE W HE HMMEIOIIMX HCTOPUYECKON u
HAay4YHOM LEHHOCTH, MPOU3BOJUTCS MO aKTy YCTAHOBJIEHHOW (POPMBI C yKa3aHUEM
HOMEpOB HK3eMIUIsIpoB (mpuioxkenue Ne 18). B yuerHsix ¢opmax pgenaercs
OTMETKa 00 YHUUYTOKEHUH CO CCHUIKOM Ha COOTBETCTBYIOIIUI aKT.

7.1.12. Pemienne o cHarun nomeTku «JCID» ¢ AgokymeHTa HpUHHUMAET
JOJDKHOCTHOE JIMIIO, ITOANKCABLIEE WM YTBEPANUBILEE JOKYMEHT.

Custue nometku «JICID» c mnpuciaHHOro B H30UPATEIbHYI0 KOMHUCCHIO
JOKYMEHTa MOKET ObITh IPOU3BEICHO TOJIBKO MO COTJIACOBAHUIO C OPTaHU3ALUEH,
HaIlpaBUBIIEH TOKYMEHT.

Cusatue nometrku «JICII» ¢ moKyMeHTa IMPOU3BOAMTCS OTBETCTBEHHBIM 3a
BEJICHUE  JEJIONPOM3BOACTBA HAa  OCHOBAHMM  NUCBMEHHOIO  yKa3aHHs
JOJKHOCTHOTO JIMLA, PUHSBILIEro Takoe pemenue. [Ipu casatnn nometku «ICID»
Ha JIOKYMEHTAaX, JeJlaX WIH U3JIaHusX, a Takxke B PK nenarorcs cooTBeTcTByronme
OTMETKH.

O cuatun nometrku «/ICII» yBemomusIroTCa BCE aJapecarbl, KOTOPBIM
JIOKYMEHT HaMpaBJIsICA, TMO0 OpraHu3allys, ero HarpaBUBIIIasl.

7.1.13. B cityuae ytpathl A€, JOKYMEHTOB WK U3AaHui ¢ moMeTkoun «JICII»
00 pasriamnieHus: cojeprKamieiicss B HUX WH(poOpMaIui Ha3HAYaeTCs Cay>KeOHas
IIPOBEpPKA, O pe3yibTaTaXx KOTOPOU JOKJIAAbIBAETCS MPEACENATENIO (3aMECTUTEIIO

npejceaaTeNs, CEKpeTapro) n30upaTeabHON KOMUCCHHU.
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O06 yrpare nen, 7OKyMeHTOB W m3naHuii ¢ mometkon «J[CII» coctaBmsercs
aKT, Ha OCHOBAHUM KOTOPOTO JIEJIAIOTCS COOTBETCTBYIOIIME OTMETKH B YUETHBIX
dbopmax.

7.2. Pabota ¢ IOKyMEHTaMH, COJCpXAIMMH CBEIEHUS 00 H30MpaTelsx,
y4acTHHKaX pedepeHayMa, oOpallaliuMHucs B paMKax (QyHKIIMOHMPOBAHUSA
['ocynapcTBeHHOM cHCTeMBbl peructpanuu (ydera) wuzOuparesneil, y4acTHHKOB
pedbepenayma B Poccuiickoit deneparum.

7.2.1. K gokymeHTam, cOJepKallluM CBeJCHHs 00 M30UpaTessX, ydacCTHUKAX
pedepenayma, oOpallaroIUMUCS B paMKax GYHKIIMOHUPOBAHUS
['ocynapcTBeHHOM cHCTeMBbI peructpanuu (ydera) wusz0Ouparesned, Y4aCTHUKOB
pedepenayma B Poccuiickoit denepaniuu, OTHOCITCS TOKYMEHTHI, OCTYHAIOIIUE B
M30UPATEIIbHYI0 KOMHUCCHIO OT IJIaB MECTHBIX aIMUHHUCTPAIIUN MYHUIIUATbHBIX
paiiOHOB, TOPOACKHX OKPYrOB, BHYTPUTOPOJCKHX TEPPUTOPUI TOPOJIOB
dbenepabHOTO 3HAYEHUS, a B CIydasx, MPeayCMOTPEHHBIX 3akoHOM KemepoBckoit
obmactu - ropoma  (QerepasbHOTO  3HAYEHUs, - OT PYKOBOJUTENEH
TEPPUTOPUAIBHBIX OPraHOB MCIOJHUTENBHOM BJIACTU TopoAa (eaeparbHOTO
3Ha4YeHUs (Jajee - rjiaBa MECTHOM aJMUHHMCTpPAIMHU), OPTAHOB PETUCTPALMOHHOTO
ydeTa HaceJIeHUs, HampaBliieMble M30MPATEIbHON KOMHUCCHUEH TjlaBaM MECTHBIX
aIMUHUCTpPAIIMM, OpraHaM pErucTPAallMOHHOTO Yy4YeTa, a TakXe JIOKYMEHTHI,
nepechuIaeMble MEXIy KOMILJIEKCAMU CPEJICTB aBTOMATHU3AIlMN TEPPUTOPUATHHBIX
uzbupatenpHbix komuccuit (mainee - KCA TUK), KCA UKCP® u KCA UK
Poccun B pamkax peanuzanmu 1eined M 3amad ['oCyJlapCTBEHHOM CHUCTEMBI
peructpanuu (ydera) usbuparesnei, ydyacTHUKOB pedepenayma B Poccuiickoit
denepanum.

JIokyMeHTBI MOTYT O(OpPMIISITBCS KaKk Ha OyMaXHBIX, TaK W Ha
MaITUHOYNTAEMBIX HOCUTEISX.

7.2.2. Pabota ¢ mOKyMEeHTaMH, COJEp)KAIIUMH CBEACHHS 00 M30MpaTelsx,
ydacTHUKax pedepeHayMa, JOJDKHA OCYIIECTBIATHCS €  Y4€TOM  HOPM
®epnepanbHoro 3akoHa oT 27 urons 2006 roga Ne 152-®3 «O mepcoHanbHBIX

JNaHHBIX», [lonoxeHuss 00 0COOEHHOCTSIX OOpabOTKM MNEPCOHATBHBIX JAHHBIX,


consultantplus://offline/ref=0BD81649D5105374905BC9B6410494726BDC26796F3B3FB53334DC017CMFC4I
consultantplus://offline/ref=0BD81649D5105374905BC9B64104947262DB2E7C633962BF3B6DD0037BFB18AA43569D7FE193B1M0C4I

53

OCYIIECTBIISIEMON 0€3 HMCIOJIB30BAHMS CPEACTB aBTOMATH3AIMH, YTBEPKIECHHOTO
nocta"oBiieaneM [IpaButensctBa Poccuiickoit denepanuu ot 15 centsops 2008
roga Ne 687, Ilonoxenus o l'ocymapcTBeHHOUM cucTeme peructpanuu (ydera)
n3bupareneit, ydacTHHKOB pedepenayma B Poccmiickoit ~ deneparuw,
yrBepkeHHoro mnocraHoBiaeHuemM I[[UK Poccum ot 6 nHosiOps 1997 roma Ne
134/973-11 (B penakiuu nocranosienuii LIUK Poccun ot 29 ampens 2003 roga Ne
5/37-4, ot 29 nexabpss 2005 roma Ne 16/1084-4), PernmameHra MCHOIB30BAHUS
MOJICUCTEMBI «Peructp u30upareneu, YYaCTHUKOB pedepenaymMar»
['ocynapcTtBeHHOM aBTOMaTtU3WpoBaHHOW cuctembl Poccuiickonn ®enepanuu
«Bp100pBI», yTBep)kaeHHOro noctaHoBienneMm [[UK Poccum ot 26 mapra 2014
roga Ne 223/1437-6, Ilonoxxenust 00 obecrnieueHun 6€30MacHOCTH MHGOPMAIHN B
['ocynapcTtBeHHOM aBTOMAaTU3MpOBaHHOM cucteMe Poccuiickonn ®denepanuu
«Bp100pE», yTBepxkaeHHOoro mocraHoBieHnemM [IMK Poccum ot 23 wurons 2003
roga Ne 19/137-4 (B penakuuu noctanosiienus LIK Poccun ot 28 derpans 2007
roga Ne 200/1254-4).

7.2.3. JIOKyMEHTBI, coJiepKalllie CBEICHUS 00 H30MpaTensix, yJacTHUKax
pedepeniyMa 10KHBI 00padbaThIBaThCA B peKUME KOH(PUACHIIMATLHOCTH.

7.2.4. Peructpanuio u XpaHEHHE JTOKYMEHTOB, COJIEp)KAIlUX CBEICHUS 00
n30upaTeNsiX, yYacTHHKax pedepeHaymMa, MOCTYMAIMUX OT TJaB MECTHBIX
aMUHUCTpAIINI, OPraHOB PETUCTPAIIMOHHOTO y4eTa HACEJICHUS U HANpaBIsIEMbIX
UM, OCYIIECTBIISIOT TPaXKIaHCKUE CITyXAaIllhe anmnapara u30upaTreIbHON KOMUCCHUH,
BBINIOJIHAIONIME PYHKIIMU cucTeMHbIX anmuHucTpatopoB KCA THUK.

7.2.5. Cnucoxk nWI, YMOJHOMOYEHHBIX TIOJIy4aTh OT TJIaB MECTHBIX
aAMUHHUCTPALINI, OPraHOB PETUCTPALIMOHHOTO YUY€Ta HACEJICHHs U MEPeIaBaTh UM
JIOKYMEHTBI, COJZIepKalllie CBEICHUsI 00 M30upaTensx, yuacTHUKax pedepeHayma,
YTBEP)KJIA€TCS  TOCTAHOBJIEHHWEM  (pEIICHHEeM) H30UpaTeTbHON  KOMHUCCHH,
OTIPEICISIIONTM  TOPSZ0OK  (PYHKITMOHUpPOBaHUS ['OCyaapCTBEHHOW  CHUCTEMBI
peructpauuu (ydera) mzOupareneil, y4acTHUKOB pedepeHymMa Ha TeppUTOpUHU

KemepoBckoii o6actu.
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7.2.6. IlonyyuB OT riaBbl MECTHOM aJMUHUCTpALMM WM OT OpraHa
PErHCTPAlMOHHOIO  y4yeTa HaceJeHUuss JOKYMEHT Ha OyMaXHOM  JIM0O
MalIMHOYUTAEMOM  HOCHUTENE, COJEp)Kalui CcBeJeHUsT 00 u30uparesnsx,
ydacTHHKaX pedepenmyma, cuctemubiii anmuaUCcTpatop KCA TUK mpocTasiseT B
IPaBOM BEpPXHEM YIUIy MEpBOM CTpaHHUIIbI (IIpaBOM BEpXHEH 4YacTh) OKyMEHTa
noMeTKy «J1CIT».

ITomerka «JICID» mpocraBiseTcss Takke Ha MEPBOM  CTpaHUIE
COMPOBOJMUTENILHOTO TMHChbMa K JIOKYMEHTaM, COJAEpKalluM CBelIeHUus 00
n30upaTensix, yuacTHUKaxX pedepeHayma.

7.2.7. Bce JOKYMEHTHI, COJepKaIliue CBECHUsI 00 N30upaTensix, y4acCTHUKAX
pedepenymMa, U CONMPOBOAMUTENbHBIE MUChbMAa K HUM NPH HUX MOJYYEHUH JIMOO
oTnpaBke peructpupyrorcsa cucteMHbiM agMuHuctparopoM KCA NKCP® u KCA
TUK B otnensbHOM XypHaje 1o ¢opMe, YCTaHOBIEHHON COOTBETCTBYIOIIUM
HOPMATUBHBIM aKTOM M30MpaTeNbHON KoMuccuH. [Ipu 3TOM K peructpallmioHHOMY
MHJEKCY JOKYMEeHTa fo0asisieTcst nometka «/JCID».

7.2.8. ConpoBOJIUTENIbHBIE THChbMAa K MAIIMHOYUTAEMBIM HOCHUTESM,
COJIEp KalllMM U3MEHEHUSI TEPPUTOPHUATILHBIX (pparMeHToB Perucrpa uzbduparenei,
YYaCTHUKOB pedepeHayma, a, Npu HEoOXOJUMOCTH U JAPYTHe CBEICHHUS 00
n30upaTensiXx, Yy4dacTHHKaX  pedepeHiymMa, PpPEerucTpUpPYIOTCS  CHCTEMHBIM
anmMuauctparopomM KCA THK, a conpoBoauTenbHbIE MUChbMA K MATUHOYUTAEMBIM
HOCHUTEIISIM, COJEpIKAIlUM HM3MEHEHUsSI PErrHoHalbHbIX (parmeHToB Perucrtpa
n3buparene, y4aCTHUKOB pedepeHayma, - OTBETCTBEHHBIM 3a BEJCHUE
JIeJIONPOU3BOCTBA B M30UpaTeabHON KoMuccuu. [Ipu 3ToM Ha CONPOBOAUTENBHOM
MKMChbME U MAIIMHOYUTAEMOM HOCHUTEIIE IpocTaBiisieTcst nomeTka «[CID».

MamuHoYnuTaeMble HOCUTENH, COJAECPXKAIIUEe H3MEHEHHS PErMOHAIBHBIX,
TeppUTOPHANBHBIX  ¢dparMeHToB  Peructpa  umsOupateneit,  y4aCTHHKOB
pedepeHayMa, COMPOBOAUTEIBHBIE TMHChbMAa K  HHM  JIOCTABISAIOTCS B
M30UPATEIIbHYI0 KOMHCCHIO TMOCPEICTBOM 3allUIIEHHBIX CEePTU(UIIMPOBAHHBIMU

cpeacTBaMu KpHHTOFp&(I)PI‘—IGCKOfI 3alUTBl TCIICKOMMYHHUKAIIMOHHBIX KaHAJIOB
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['AC «BsbiOopel», opranamu (QenepaqpHOM  (Qenbaberepckoil cBsizu 00
HapOYHBIM.

7.2.9. JlokymeHTBI, coaepxKaliue CBeACHHUS 00 H30MpaTensX, y4aCTHUKAX
pedepenaymMa, Ha OyMaKHBIX JHMOO MAIIMHOYMTAEMbIX HOCHUTENSX XpaHSITCS B
ceiipax WIM B HAAEKHO 3allMpPacMbIX M OIEYaThIBAEMbIX IKadax (sIIUKax,
XPaHWIHIIAX).

[lo mcreueHum cpoka xpaHeHUs U paccMoTpeHuss Ha OK u3buparenbHOU
KOMHUCCHM YKa3aHHbIE JOKYMEHTBhl YHUUTOXKAIOTCS MO akTy (mpuiioxkeHue Ne 18).
AKT 00 YHUYTOKEHHUU COCTAaBISIETCA B JABYX SK3EMIUISIpaX, OAUH U3 KOTOPBIX
xpanutcsa y cucteMHoro agmMuauctparopa KCA MKCP®, a Bropoit momemaercs B
JIEJI0 B COOTBETCTBUM C HOMEHKJIATYpOil J1e1 n30upaTesibHOM KOMUCCHU.

7.2.10. JIOKyMEHTBI, COAEpKalllMe CBEIEHUs 00 HM30MpaTensix, y4aCTHUKaxX
pedepenayma, nepenarorcs paboOTHUKAM U30MPATEIbHBIX KOMUCCUH MO/ MOAMKCH.

[lepenaya 1OKyMEHTOB, COIEPKALLUX CBEACHUS 00 N30MpaTENIX, yYaCTHUKAX
pedepenaymMa, OT OJHOrO pabOTHUKA APYrOMY OCYIUECTBISIETCS C pa3pelIeHus
npenceaaresns N30MpaTeIbHON KOMUCCUN WM JIUIA, €r0 3aMELIAI0IIEro.

JIOKyMEHTBI, coJepkaliue CBeJeHUs 00 u30uparensx, Y4daCTHHKax
pedepeHaymMa, TUPAKUPYIOTCS C€ THCbMEHHOTO pa3pellieHusl IpejacenaTenis
n30upaTeabHOW KOMHUCCHUHM WJIM JIMLA, €r0 3aMElIAIONIero. YYeT THPakUpyeMbIX
JIOKYMEHTOB OCYUIECTBIISIETCS MO3K3eMIusipHo. Ha oOopore mocnenHero nucra
KKJOTO 3K3EMIUIIPA MCIOJHUTENb JIOJDKEH YKa3aTh KOJWYECTBO OTHEYATAHHBIX
AK3EMIUISIPOB, CBOIO (DAMMIIMIO U 1aTy THPAXKUPOBAHUS JOKYMEHTOB.

7.2.11. O ¢axrax yTpaTrbl [IOKYMEHTOB, COJEpXKallUuX CBEACHUS 00
n30upaTensix, ydyacTHUKax pedepeHayMma, Jud0 pas3rialieHus: coaepiKalieics B
HUX MH(POpMALIMM CTAaBUTCS B M3BECTHOCTh NpelacenaTenb H30UpaTebHON
KOMHCCHHM WM JuUo, ero 3aMmemawomee. [lpenceparens wimm  auno, €ro
3aMeniaroniee, Ha3HauaeT KOMHCCHIO JJI PAacCIe0BaHUsl OOCTOSATENbCTB yTPaThl
WIK pasrjameHus. Pe3ynbTarbl TpPOBEPKH JOKJIAABIBAIOTCS MpPEncenaTeNto

n30UpaTeTbHOM KOMUCCHH W JIUITY, €T0 3aMEIIaroIIeMy.
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8. IToaroroska, opopmiieHue, BBINYCK, Y4eT JOKYMEHTOB,
paccMaTpuBaeMbIX Ha 3aceJaHUsIX N30UpaTeIbHON KOMHCCHHU

8.1. ®opmupoBaHHME NPOEKTAa IMOBECTKH MAHS 3acelaHusi H30UpaTEeIbHOU
KOMUCCHHU.

8.1.1. Tlpoexkt mOBECTKM JHS 3acelaHusi U3OUPATETHLHONM KOMHCCHH
dbopMupyeTcsi cekperapeM U30UpaTeIbHOW KOMHCCUU B CPOKH, YCTAHOBJICHHBIC
PernamenTom wu30upaTelbHOM KOMHCCHHM, HAa OCHOBaHUU IUJIAaHOB paboOThl U
MTOCTAHOBJICHUH (pelIeHnil) N30UpaTeIbHON KOMUCCHH, TIOPYUYEHUN TIpeIce1aTemns
n30UpaTebHOW KOMHUCCUH, OCTYMUBIIUX JOKYMEHTOB U, TOCJIE COIJIACOBAHUS C
npejceaarenaeM, MOANUCHIBAETCS CEKpeTapeM U30UpaTeIbHOM KOMUCCHUU.

8.1.2. Unenbl u30MpaTEebHOM KOMHUCCUHM BIIPaB€ MPEIJIOKUTh BHECTH B
OPOEKT IMOBECTKU JHs 3acelaHus W30upaTelbHOM KOMHUCCHUU BOMPOCHI, HE
NPEAyCMOTPEHHBIE IJIaHAMU pabOThl W TMOCTAHOBJIECHUSMHU  (PEILICHUSIMU)
n30MpaTeNbHOW KOMUCCHH, MPU YCIOBUM HAJIWYUS MOATOTOBJIEHHBIX IO 3TOMY
BOIIPOCY JTOKYMEHTOB.

JlaHHble BONPOCHI BKIIOYAKOTCS B IPOEKT TOBECTKH JHS 3acelaHusd
n30upaTeabHOM KOMUCCHM NPU MHUCHbMEHHOM OOpallleHUuU 4jieHa U30UpaTesIbHOM
KOMHCCHH, TI0 MHULMATHBE KOTOPOI'O0 BOIPOC BBIHOCHTCS HA 3acCElaHue, Ha UM
npeacenarenas M30MpATEbHOM KOMHCCHHM, B KOTOPOM YKa3bIBaeTCs Ha3BaHHE
BOIIPOCA, NOKJIAAUHUK W J1aTa MEPeJayd COTJIACOBAHHOTO MPOEKTA IMOCTAHOBJICHUS
(peleHus) ¥ MaTepUaoOB K HEMY CEKpeTapro N30MpaTesibHOM KOMUCCHUHU.

8.1.3. CormacoBaHHbli ¢ mpeaceaaTesieM HN30UPATeIbHOH KOMHUCCHH |
NOJMMCAaHHBIA CEKpeTapeM H30MpaTEeNIbHOM KOMUCCHUU TMPOEKT MOBECTKHU IHS
3aceaHusd U30MpPaTETbHON KOMUCCUU TUPAXUPYETCS OTBETCTBEHHBIM 3a BEACHHE
JIEJIONPOU3BOACTBA (32 TOATrOTOBKY 3acelaHus) JUIsl PacChUIKM  4JeHaM
n30MpaTeIbHOM KOMUCCHH.

[IpoekT moBecTKH IHS 3acelaHus W30UpaTeIbHOM KOMHCCHUHM MOKET OBITh
pasMeIieH Ha caiite W30upaTeabHOM KOMHCCMHM B HMH(POPMAIMOHHO-

TEJIEKOMMYHUKALIMOHHOU ceTh HTEpHET.
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8.1.4. Unenam n30upaTeNbHON KOMHCCHM C MPABOM PEIIAIOIIET0 Tojoca U
YJieHaM HU30MpaTeIbHON KOMHCCHM C MPABOM COBELIATENLHOTO T0JI0Ca, MPOEKT
MNOBECTKU JHS 3acelaHusi U30MpaTesIbHOM KOMHCCHMHM MOKET OBITh pa30ciaH Ha
yKa3aHHbIE UMH OJJIGKTPOHHBIC T[IOYTOBBIE SIIMKK B  HMH(POPMAIIMOHHO-
TEJIEeKOMMYHUKaMOHHOM ceTH «HTepHeT».

8.2. IloarotoBka MJOKYMEHTOB IO BOIIPOCaM, BKJIIOUEHHBIM B IIPOEKT
MOBECTKH JIHS 3aceJaHus U30UPaTEIbHON KOMUCCHHU.

8.2.1. JIOKyMeHThl IO BOIpPOCaM, BKJIIOUYEHHBIM B IPOEKT IOBECTKU JIHSA
3acejaHusl M30MpATENIbHON KOMHCCHHM, TOTOBSITCS UIECHAMH H30HpaTEIbHON
KOMHUCCHH, 32 KOTOPBIMH 3aKpEeIJICHbl COOTBETCTBYIOIIME  HAIpPaBIICHUS
NEeSTEIbHOCTH, C IPUBJICYEHUEM, B CITyyae HEOOXOAUMOCTH, paOOTHUKOB armnapara
n30upaTeIbHON KOMUCCHH U JPYTHUX CICIIHATUCTOB.

8.2.2. IlpeacraBisgeMble K PacCMOTPEHMIO JOKYMEHTBI JOJKHBI BKIJIIOUATh
O3arjaBJICHHbIN MPOEKT MOCTAHOBJICHUS (pEIIeHUs1) U30UPATEIIbHON KOMHUCCUU C
NPUOOIIEHHBIMHA K HEMY TOUTMHHUKAMH TOKYMEHTOB, MOCTYKUBIINX OCHOBAHUEM
JUIsL PAcCMOTPEHHUsl BOINpPOCAa Ha 3aceJaHUuM H30UpaTeIbHOM KOMHUCCHH, JHOO
NPOEKT MHUCHbMa, MOAJIEKAINIErO COTJIACOBAHMIO HAa 3aceJaHuH H30MpaTeIbHON
KOMHUCCHUHM, TpH  HEOOXOOUMOCTH -  MOSCHUTENBHYIO  3alUCKy IO
paccMaTpuBaeMoMy BOTIPOCY.

8.2.3. IIpoexThl JOKYMEHTOB (BKJIIOYasl MPUJIOKEHHUS ), PEACTABISIEMbIE IS
pacCMOTpEeHHsT Ha  3acelaHud  M30MpaTeNbHOM  KOMMCCHUH, BU3UPYIOTCA
UCTIOTHUTENIEM, HadaJbHUKAMW  CTPYKTYpHBIX  MOJApa3lelieHud  ammapara
n30upaTeaTbHOW KOMHUCCHHM, OTBETCTBEHHBIMH 32 TIOJTOTOBKY JOKYMEHTa,
KOHCYJIbTAaHTOM-IOPHCTOM HM30MpaTENbHON KOMHUCCHUM U YJICHOM H30HpaTelbHON
KOMUCCHH, OTBETCTBEHHBIM 32 €T0 TOJTOTOBKY.

[IpoekTbl AOKYMEHTOB (BKJIIOYas MPHJIOKEHHUS), COJEpPKaIIMe BOIPOCH
(dbuHaHCUpPOBaHUS  BHIOOPOB, OOCECHEYECHHS JICSITEIBHOCTH  M30MpaTENIbHBIX
KOMHUCCHH, OJKCIUTyaTalldM ¥ Pa3BUTUS CPEACTB aBTOMATH3AIMH, OOYUYCHHUS

OpraHU3aTOpPOB BBIOOPOB H  YYaCTHUKOB HM30MPATENHLHOTO  MpoIlecca, B
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00s3aTeIbHOM TIOPSIAKE BHU3UPYIOTCS TJIABHBIM OyXTalTepoM H30UpaTeNIbHOM
KOMUCCHUH.

Busel npocTaBisitoTcs B KOHIE TEKCTa IPOEKTa IOCTaHOBJIEHUS MO0 Ha
00OpOTHOM CTOpOHE TMIOCJIEAHETO JHUCTa TMPOEKTa JOKyMEeHTa (BKIIIOYAS
MPUIOKEHUS ) IO YCTaHOBJIEHHOHM (hopme (mpuioxkenue Ne 9).

8.2.4. IIpoeKThl TOKYMEHTOB [JIi BU3UPOBAHMS JOJDKHBI MPEICTABIATHCS B
CPOKH, YCTAaHOBJICHHBIE MpeceaaTesieM n30upaTeabHOH KOMUCCHH.

8.2.5. MHcnonHurtenr oOecrieyMBaeT KOMILIEKTHOCTb BCEX JIOKYMEHTOB,
00O3HAUYEHHBIX KaK B TMPOEKTE IOCTaHOBJICHUA (pelieHus) H30upaTeNbHON
KOMHUCCHH, TaK U B IPUIIOKEHUSAX K HEMY.

8.2.6. Ilocnme o3HakOMJEHMs, a B HEOOXOAUMBIX CIy4asiX - BHECEHHUS
3aMEYaHUd M MPEJJIOKEHUN, CEeKpeTapb M30UpaTeNbHOM KOMHUCCHUU NPUHUMAET
pElIEHUE O BBIHECEHWHU NPEICTABICHHBIX IPOEKTOB JOKYMEHTOB Ha 3acEelaHMe
n30upaTeabHOM KOMMCCHUHM, MPOCTaBisieT Ha HuX yka3zanue «Ha 3acenanue»,
CTaBUT JIMYHYIO MOANKHCh M JaTy M TMEpeJacT BeCh KOMIUIEKT JOKYMEHTOB
OTBETCTBEHHOMY 3a BEJCHHE JIEJIONPOU3BOJICTBA (32 MOATOTOBKY 3acCeHaHUs) IS
TUPAKUPOBAHUS.

[Ipy HEOOXOIMMOCTH TPOEKThl JOKYMEHTOB MOIYT OBITh BO3BpalllCHBI
CeKpeTapeM M30MpaTeIbHON KOMUCCUH UCIIOJIHUTEINIO JUIsl IOPaOOTKH.

8.2.7. OTBETCTBEHHbIM 3a BEIECHHUE JEJIONPOU3BOACTBA (32 MOATOTOBKY
3acellaHrsl) KOMIUIEKTYET NanKu ¢ JOKyYMEHTaMH, NOJIEkKAIMMH PacCMOTPEHMIO,
B COOTBETCTBUU C MPOEKTOM MOBECTKH JIHA 3aCeIaHMs U30UpATEeIbHON KOMUCCUU U
pazlaeT MX 4jJeHaM M30upaTelibHOM KOMHUCCUUM B CpOK, YCTaHOBJICHHBIN
PernmamenTom n3bupareIbHON KOMUCCHUH.

Ecnu unen m30upaTenbHOW KOMUCCUM HaXOIUTCS B OTIYCKE, KOMaHIUPOBKE
WIM OTCYTCTBYET MO OO0JI€3HH, peIHa3HauYeHHAas JIJIsl HEro Mamnka ¢ JOKyMEHTaMu
OCTaETCs JI0 €ro BO3BPAIICHHUS y OTBETCTBEHHOI'O 3a BEACHHUE AEIIONPOU3BOICTBA
(3a MOATOTOBKY 3ace/laHusl).

Unenam wu30MpaTeNbHOM KOMHCCHMU C IIPaBOM COBEILATEIBHOIO TroJjioca

MaTcpuajibl MOT'YT NEPCAaBaTbLCA Ha YKa3aHHBIC HWIMH 3JICKTPOHHBLIC ITOYTOBLIC
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AWK B WHGOPMAIIMOHHO-TEICKOMMYHHUKAITMOHHOW cetu WHTepHer um (wim)
nepes; HavyalioM 3ace/laHusl, a JIMiaM, MPpUIIalleHHbIM Ha 3acefaHue, MaTepuaibl
10 BOIIPOCY, HA KOTOPBIA OHU MPUTIIAILIEHBI, IEPEIAt0TCs MIPU PETUCTPAIUU TIEpPE
HayajoM 3ace/laHusl.

8.2.8. IIpoeKkThl JOKYMEHTOB MOIYT TOTOBUTHCS M COTJIACOBBIBATHCSA C
ucnosb3zoBanuem [T JIEJIO.

8.2.9. Ilepen Hauajom 3aceJaHWsi OTBETCTBEHHBIA 32  BEACHHUE
JIEIONPOU3BOCTBA (3a MOATOTOBKY 3aceaHusl) PETUCTPUPYET MPUTIIAIICHHBIX Ha
3aceaHue JIMIl, CIIUCOK KOTOPBIX MPEICTABIACTCS MPEICENATEI0 U CEKPETapio
n30MpaTeIbHOM KOMHCCHH.

8.2.10. Ha 3aceganuu n3bupaTeabHON KOMUCCUM BEIETCS MPOTOKOJ M MOXKET
IIPOU3BOIUTHCS ayIMO3aNNCh (BHI€03AIHCH).

8.3. BhIMyck JOKYMEHTOB, PAaCCMOTPEHHBIX Ha 3acellaHuUd H30UpPATEITHLHOU
KOMHCCHHU.

8.3.1. JIokyMeHTBI, paCCMOTPEHHbIC HA 3aC€IaHUU N30UPATEIIBHOU KOMUCCHH,
JOJDKHBI  OBITh, TP HEOOXOJWMOCTH, J0pabOTaHbl, a 3aTeM IMOJIMKCAHBI,
3apEeTUCTPUPOBAHBI U PA30CIIaHBI.

8.3.2. Cpok m0paboOTKH TOKYMEHTOB HE JIOJDKEH MPEBBINIATh TPeX paboumx
JHEW TMOoclie JHS 3acelaHuss M30upaTeIbHONM KOMMCCHH, €CIIM HHOM CPOK He
onpenenen denepaibHbIM 3ak0oHOM M (uiau) 3akoHoM KemepoBckoil o0iacTw,
PernmamenTom n3bupaTeIbHOM KOMUCCUH HIIM HE OTOBOPEH Ha 3aCeIaHHH.

8.3.3. Ilpm popaboTke [OKYMEHTa WCIOJHUTEIb BHOCUT B TEKCT
COTJIACOBAHHBIE B XOJI€ 3acelaHusi M30UpaTeIbHOM KOMHUCCHM HW3MEHEHHs. B
cillydae TPHUHATUS W30MPATETbHON KOMHUCCHEW pEIIeHus O HEOOXOIUMOCTH
KOHTPOJISI 32 MCIOJIHEHUEM IOCTAHOBJIEHUS (PEIIEHUsI) €ro TEKCT JOTOJIHIETCS
MyHKTOM, B KOTOPOM Ha3HA4aloTCs JHIA, OTBETCTBEHHBIE 3a WCIIOJIHEHUE, U
OMPENIEIIAETCS CPOK UCIIOTHEHUS.

8.3.4. JlokyMeHT, TOJICKAIMMNN TMOANUCAHUIO0 (BKJIOYAs TPHUIIOKEHHUS),
BU3UPYETCS UCIOJIHUTENEM, HayaJlbHUKAMU CTPYKTYPHBIX MOAPA3JAEICHUN

arrapara I/136HpaT€JIBHOI>'I KOMHUCCHUH, OTBCTCTBCHHLIMH 3a €TI0 IIOATOTOBKY H
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JO0pabOTKy, KOHCYJIbTAHTOM-IOPUCTOM HW30MpPATEIbHONM KOMHUCCHM M YJIEHOM
n30upaTeabHON KOMUCCUH, OTBETCTBEHHBIM 3@ €r0 MOJTOTOBKY.

JIOKyMEeHTBI (BKITIOUAs IPUIOKEHUS), coJieprKalue BOIIPOCHI
dbuHaHCUpPOBaHUS  BBHIOOPOB, OOECHEUYCHHUS JACSITCIBHOCTH  U30MPaATEIBHBIX
KOMHUCCUM, OJKCIUTyaTallud W Ppa3BUTUSL CPEJCTB aBTOMATH3allUM, OOyYEHHS
OpraHM3aToOpoB BBIOOPOB M  YYaCTHUKOB M30UpATENIbHOrO Ipoilecca, B
00s13aTeTbHOM TIOPSAKE BHU3UPYIOTCS TJIABHBIM OyXTalTepoM H30UpaTeNbHOM
KOMUCCHHU.

[Ipn HEoOXOAMMOCTH, B Cllydae BHECEHHs B JIOKYMEHT COIVIACOBAHHBIX Ha
3acelaHnd M30MpaTesIbHOM KOMHCCHUM W3MEHEHWH, OH BU3HUPYETCS y 4YJICHOB
n30UpaTeabHOM KOMHCCHHM, BHECIIMX B XOJ€ 3aceJaHusi COOTBETCTBYIOIIWE
NPEIIIOKEHHUS.

Busbl npocTaBisitoTcss Ha 000POTHON CTOPOHE MOCIEIHETO JIMCTA JOKYMEHTa
(BKJTIOUAs IPUIIOKEHUS) TIO YCTaHOBJIEHHOU (hopme (mpusiokenue Ne 9).

8.3.5. MHcnomHurtenp ciaeguT 3a  KOMIUIEKTHOCTBKO —IPUJIAraéMbIX K
IOCTAHOBJICHUIO  (PELIEHUI0) U30UpaTEeIbHOM  KOMHUCCHUM  JIOKYMEHTOB U
pacrnoJyiaraéT MX B TOM NOCIIEIOBAaTEIbHOCTH, B KOTOPOW OHHU YIOMHUHAIOTCS B
TEKCTe, a TaKXe MPOCTABJIAET BHU3Yy Ha OOOPOTHOW CTOPOHE KaXKJIOro JHCTa
MOCTAHOBJICHUS (PELEHUS) U IPUIIOKEHUHN K HEMY.

8.3.6. Ecnm Bompockl, conaep)kKamuecss B TOCTAHOBICHUH (PEIICHUM)
n30UpaTeIbHOM KOMHMCCHM, KacaloTCsl JEATEIbHOCTH OIHOW WM HECKOJbKHUX
CTOPOHHMX OpraHu3aluil, K JOKYMEHTy Mpujaraercsi JUCT COrJacoBaHUs, B
KOTOPOM YKAa3bIBAa€TCSi HAMMEHOBAHWE OpPTaHU3AlMH, IOHKHOCTb, MHHUIMAJIBI U
damMuIMsg JTOJDKHOCTHOTO JIMIIA, C KOTOPBIM 3TOT JOKYMEHT COIJIacOBaH, |
CTaBUTCS €ro JUYHAS MOIHUCh.

CornacoBaHne MOKET O(QOPMIIATHCA Ha MOCJIEIHEM JIMCTE MOCTAHOBJICHUS
(pemrenns ) M30UpaTEILHON KOMHUCCHH.

8.3.7. K odopmieHHOMY I TOIIMUCAHUS IIOCTAHOBJICHHIO (PEIICHHUIO)

H36Hp3TCJ'II;HOfI KOMHCCHHN HCIIOJIHUTCIIb IIPUJIAract CIIMCOK JOJIKHOCTHBIX JIMIT
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(opranuszanuii), KOTOPBIM  HAIIPaBJIETCS  ITOCTAHOBJICHHE (pewenue)
n30bupaTenpbHOU Komuccu (rpuioxenue Ne 10).

B cnmcok BkIHOYArOTCs TOJBKHOCTHBIE JIMIA (OpraHu3alim), KOTopble OyayT
3aJICHCTBOBAHBl B pEANHM3aIllMy TPUHATOTO JOKYMEHTAa WA JIOJDKHBI OBIThH
MPOUH(POPMHUPOBAHBI O €T0 COJECPKAHUH U KOTOPBIM 3TOT IOKYMEHT JIOJKEH OBbITh
pasociaH.

CHucok pacChUIKM TOMANUCHIBACTCS HCIOJIHUTENIEM U yTBEPXKAAeTCA
npejacenareyaeM (3aMecTUTENIeM TpelceaaTeNsi, CeKpeTapeM) u30upaTeIbHOU
KOMUCCHH.

8.3.8. Ilpouenypa n1opabOTKH U COTJIACOBAHUS JIOKYMEHTOB, PACCMOTPEHHBIX
Ha 3aceJaHuU M30MPATETHLHONM KOMHCCHH, MOXXET MPOBOJUTHCA B DJIEKTPOHHOM
BHUJIE ¢ ucnoyb3oBanueM 111 JIEJIO.

8.3.9. OdopMIIeHHBII1 KOMIUIEKT JOKYMEHTOB (TIOCTaHOBJICHUE (pelIeHUe)
n30UpaTebHOM KOMHMCCHHM, O0O03HAYEHHBIE B €r0 TEKCTE MPUIIOKEHHSI, CIIHCOK
pPacChUIKM)  HWCIOJHUTENb  TEpelaeT  OTBETCTBEHHOMY  3a  BEJACHHE
JIETIONPOU3BOICTBA (32 MOJTOTOBKY 3acefaHusi) JUisi TMPOBEPKH MPABUIHLHOCTH
oopmiieHHsT TOKYMEHTOB W TMOCIEAYIOMIEr0 WX MPEICTaBICHUS Ha TMOJIHUCH
npesceaaTeNo U CEKpeTapio N301paTeIbHON KOMUCCHH.

8.3.10. [TocTraHoBneHue (pemeHue) n30upaTebHON KOMHCCHUU
MOJIMTMCBIBACTCA MIpeiceaaTeNieM U CeKpeTapeM n30nupaTeaTbHOM KOMUCCHH.

Ecim na 3acemanum wu30MpaTenbHOM KOMHCCHHM  IpEJCeAaTelIbCTBOBAI
3aMEeCTUTENb MpeACceaTeNs H30NPATEIbHON KOMUCCHH, CEKpeTaph N30MpaTeIbHON
KOMUCCHH WJIH OJUH U3 WICHOB M30MpaTeTbHON KOMUCCHH C MIPABOM PEIIAIOIIETO
rojoca, a TaKXe eCJIu TOJHOMOYMS CeKpeTapsi HW30UpaTeNbHOW KOMHUCCUHU
OCYIIECTBIISUT OJJUH U3 YICHOB M30MpaTeNbHOM KOMHCCHU C MPABOM PEIIAIOIIETO
rojioca, TO MOJIMUCH B MPOTOKOJIE, HA TTOCTAHOBJICHUH (pEIIeHUN) OPOPMIITIOTCS
CJIETYIONTUM 00pa3oM:

«3amecTuTens TpencenaTens W30UpaTenbHOM KOMHCCHW» - B Ciydae

BPEMEHHOTO OTCYTCTBHUS MpeJceaaTelis n30upaTeaIbHO KOMUCCHH;
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«Hcnonusromuii 003aHHOCTH TIpeceaaTeNs n30upareabHO KOMUCCHI - B
cllyuae BpPEMEHHOTO OTCYTCTBHUSI 3aMECTHUTENS IMpeacenaTenss H30MpaTelbHOM
KOMUCCUM TIpM HAJIMYUU TIOCTAHOBJIEHUS (pacmopsiKeHus)) H30UpaTenbHOM
KOMHUCCHH O BO3JIOKCHHH Ha CEKpeTaps M30MpaTelbHON KOMUCCHUH JHOO OJHOTO
U3 YJICHOB U30MpaTeIbHOM KOMUCCUU C MIPABOM PEMIAIONIET0 royioca MOJTHOMOYUN
npejacenaress n30upaTeibHOW KOMUCCHH,

«Ucnonusromuii 005S3aHHOCTH CEKpeTapss H30MpaTeNbHONM KOMHUCCHUU» - B
cillydae HaJW4Msl paclopsDKEHUs Mpeacenaresis N30upaTelibHOW KOMHCCHHM WM
UCITOJIHSIONIET0  OOS3aHHOCTH Npejacenareiss H30MpaTebHOM KOMHUCCHUU O
BO3JIO)KEHHMM HAa OJHOIO M3 WIEHOB M30MpaTeIbHOM KOMHMCCHM C MpPaBOM
PEIIAIOIIEro rojioca NOJHOMOYMM CceKpeTapsi U30UpaTesbHOM KOMUCCHH JTHOO0 TpU
HaJIMYUH OCTAHOBJIEHU (pELIeHUs) H30MPaTETbHON KOMUCCHH O BO3JIOKEHHH Ha
OJTHOTO W3 WIEHOB H30MpaTENbHOM KOMHUCCHM C IMPAaBOM pEIIAIOIIEro rojoca
MOJIHOMOYHI ceKpeTapsi U30UpaTeIbHON KOMUCCHUU.

8.3.11. Ilocnme moanucanuss JOKYMEHTBI PETUCTPUPYIOTCS OTBETCTBEHHBIM 32
BEJICHUE JEJIONPOU3BOJCTBA (32 MOJATOTOBKY 3acelaHus) ¢ ucrnosib3oBanuem I[N
JAEJIO. Ha nokyMeHTax M CHMCKAaxX PAacChUIKM MPOCTABISAETCA PETHCTPALMOHHBIN
HOMED.

8.3.12. IloctanoBnenus (pemieHus) n30upaTeIbHON KOMUCCUU HYMEPYIOTCS B
XPOHOJIOTHYECKOW  MOCIENOBATENbHOCTH B Npelesax CpokKa MOJHOMOYUMN
n30UpaTeTbHOM KOMUCCHH.

Homep noctaHoBieHusi (peiieHusi) M30UpATEIbHOM KOMHUCCHUU COCTOUT W3
HOMEpA MPOTOKOJIA 3aCEIaHUs U MOPSAKOBOTO HOMEPA MOCTaHOBJIEHUS (pELIeHNs),
pa3lieJICeHHBIX KOCOM YepTo U OTACNEHHOW OT Hux jaepucoMm mUPHI,
o0o3Hayarome TMOPSIKOBBIM HOMEP cocTaBa H30UpPATEIbHOM  KOMHUCCUHU
(Harmpumep: 1/8-6).

8.3.13. VkazaHHble BBIIE PEKBU3UTHl IOCTAHOBICHHS  (PEILICHUS)

n3buparenbHO KoMuccuu BHocaTcs B PK, k kotopoil mpukperuisercs ¢aiin

nokymenta B Qopmare MSWord® (mim Tabmun  momyckarorcs  opMatsr

® o
MS Excel™) u, npn Heo6X0mMMOCTH, FNEKTPOHHBI 06pa3 JOKyMeHTa B (hopMarte
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.pdf, a Takxe nemaercs CBsA3Ka C JTOKyMEHTAMHM, MOCTYKUBIIMMHA OCHOBAHUEM JIJIsI
paccMOTpEeHUs BONpOCa Ha 3aceJaHuH M30MpaTeNbHOM KOMHUCCUU (IIPH HAJIUYUU
ux PK B [11 JEJIO).

8.3.14. PazpemieHre Ha TUPAXKUPOBAHUE JOKYMEHTOB B HEOOXOJIUMOM
KOJMYECTBE JlaeT Tpejacenareib (3aMecTUTeNb MpeacenaTess, CeKpeTaphb)
n30upaTebHOW KOMUCCUU. JIOKYMEHTBl THUPAKUPYIOTCS OTBETCTBEHHBIM 3a
BEJICHHE JCJIONMPOU3BOJACTBA (32 IMOATOTOBKY 3acelaHus) B COOTBETCTBUHU CO
CIIUCKOM pACChUIKM, Ha KaXJOW KOMUM JOKyMEHTa IMPOCTABISIETCS IeYaTh,
yIOCTOBEpSIONIAs MOAMKUCH TpeceaTeNsi n30upaTeaIbHOW KOMUCCUU B CEKpeTaps
n30uparesbHON KoMuccuu (0e3 BOCITPOU3BEACHUS MTOAMUCEN).

8.3.15. Kommsi mocTtaHoBiieHUs (pelieHusi) u30upaTeIbHOW KOMHCCHH
HAIpaBIIIETCSl 3asABUTENIO B CIy4yae, €ClIM ero oOpaiieHue B H30HUpaTEeIbHYIO
KOMHUCCHIO TOCITYXHJIO OCHOBAaHHUEM JIJII PacCMOTPEHHsSI BOIpOca Ha 3acedaHHH
n30MpaTeIbHOU KOMHUCCHH.

8.4. OdopmieHue MpoToKoIIa 3acejaHus U30UpaTeIbHON KOMUCCHUHU.

8.4.1. IlpoTtokon 3acegaHusi HU30MpPATETBLHOM KOMHUCCHM OQOpMIISIETCS Ha
OylaHke ycTtaHOBJIEHHOM ¢Gopmbl (mpunoxkeHue Ne 3) B CpOK, YCTaHOBJICHHBIN
PernmamenTom n3bupareIbHON KOMUCCHUH.

8.4.2. IlpoTokon 3acenanus U30MPATETLHON KOMUCCUU MOXKET OGOPMIIATHCS
B MMOJTHOM WJIM KpaTKou opme.

8.4.3. TekcT mpoTokoJyia 3acenaHus HU30UpPATETHLHONM KOMHCCHUH COCTOUT W3
JBYX 4aCTEH: BBOAHOW U OCHOBHOM.

8.4.4. B BBOJHOM YacTHW MPOTOKOJA 3acelaHusi U30UpaTEebHOW KOMHUCCHUU
yKa3bIBAlOTCSA (pamMmivs ¥ WHUIMAIBl MpeAceaarens U30upaTreIbHOM KOMHUCCHUU
(mpencenaTeNbCTBYIOIET0), @  Takke  MNPUCYTCTBYIOUIUX  3aMECTHUTEINS
npejacenaresns n30UpaTeTbHON KOMUCCUH, CeKpeTapss N30upaTeIbHOW KOMUCCUU |
YJICHOB HM30MPATENbHON KOMHCCHH, B TOM YHCIE C TMPaBOM COBEHIATEIHHOTO
rojoca, pabOTHHUKOB armapara n30upaTeabHOW KOMUCCUU U JIUII, TPUTIIAIICHHBIX

Ha 3aCCOaaHuc.
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HomyckaeTcsi  oopMIeHHE MPUCYTCTBYIOIIUX OTAEIbHBIM CIUCKOM C
yKa3aHWEM HWHUIUAIOB, damMuwimii u JomkHOocTed. CHHCOK mpuiaraercs K
MIPOTOKOJIY 3aCEIaHUSI.

8.4.5. IloBecTka OHS BKJIIOYAETCS B BBOJHYIO YacTh MPOTOKOJA 3acCEIaHMS
n30upatenbHO KomMuccuu. OHA COCTOUT M3 MEPEUYMCIICHUS BOMPOCOB, KOTOPHIE
oOCyXX/IaloTCs Ha 3acellaHud H30MpATEebHOM KOMMCCHHM, U  3aKperuisieT
NOCJIEIOBATEIBHOCTh X 00CYKICHHS U (haMILTUH TOKJIATUYNKOB (BBICTYIAIOIINX ).

Kaxxnprii Bompoc TOBECTKM MAHS 3acelaHusl W30UpaTeabHOM KOMHCCUU
HyMepyeTcs apaOckoil uu@poii, ero HauMeHOBaHHE (OPMYIUPYIOT C TMpPEaora
«O» mmm «O0». [lo KaxaAOMy IYHKTY YKa3blBaeTcsi MAOKJIATUMK H (dopma
MIPE/ICTaBIICHUS BOTIpoca (JIOKIad, OTYET, COOOIIEHUE, HH(POpMALIUS).

8.4.6. OcHOBHas 4acTh MPOTOKOJIA 3aceTaHMs N30UPATEITHPHOU KOMUCCHH (KaK
MOJIHOM, TaK U KPATKOW (hOPMBI) COJIEPKUT CTOJIBKO Pa3/eioB, CKOJBKO MYHKTOB
BKJIFOYEHO B MMOBECTKY AHSA. B COOTBETCTBUU C HEW pa3/ielibl HyMEPYIOTCA.

Kaxnei  pasgen  cocTouT W3 TpeX  4acTeu: «CJIYITAJIN:»,
«BBICTYITWIN:», «[IOCTAHOBUJIN:» («PEINJIN:»), KOTOpbIE mMeyaTaroTcs
OT TPaHULIbI JIEBOTO MOJISl MPOMUCHBIMU OyKBaMHU.

B uwactm «CJIVIIAJIM:» KpaTko wu3JIaraercss TEKCT BBICTYIUICHUS
nokIaaurKa. MHUImans u GaMuivs ToKIaguuKa neyaTaroTesl ¢ KpaCHON CTPOKH B
MMEHUTEIFHOM TMajexe. 3amuch JIOKJIaJa H3Jaraerca OT TpPeThero Juua
€MHCTBEHHOTO YHCIIa U OTIEISAETCS OT (paMminu Tupe.

Ecnu Ttekcr noknana mpuiaraercs K MpPOTOKOJY 3acefaHusl M30upaTenbHOU
KOMHUCCHH, TO UCTIOJB3YETCS CChlIKa « TEKCT TOKIaaa npuaraeTcs».

B uwactu «BBICTYIIMJIM:» mnepeyucnstorcss BBICTYNAIOUME U aBTOPbI
BONIPOCOB. MHMUIMAanb! 1 (paMUiusl BBICTYIAIOIIETO NEYaTatoTCsl ¢ KPACHOM CTPOKHU
B HMEHUTEIbHOM majexe. KpaTkas 3amuch BBICTYIUIEHUS 10 CYIIECTBY
paccMaTpUBaEMOI0 BOMPOCA U3JIAraeTcsi OT TPETHEro JIUIA €AUHCTBEHHOTO YUCIa.

Eciu  TekcT BBICTYyIUIGHMS TpWjaraeTcss K MNPOTOKONY  3acelaHus
n30MpaTeIbHOW KOMHCCHHM, TO WCIONB3YeTCs CChUlKa «TEeKCT BBICTYIUICHUS

MpHIIaracTcs».
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B uyactu «IIOCTAHOBWJIIN:» («PEIIINJIN:») oTpaxaerca NPUHATOE
pernieHue mo 00CykaaeMOMy BOIIPOCY M Pe3YIbTaThl TOJIOCOBAHUS.

Conepxanue 0co0Oro MHEHHs, BBICKA3aHHOTO BO BpeMsl OOCYXKIICHHUS,
3aIUCHIBACTCSI B TEKCTE MPOTOKOJA 3acelaHusi W30UpaTEIhbHOW KOMHUCCHUU WITH
opopMisieTcss Ha OTAEIBHOM JIUCTE M IMOMENIAeTCsl IMOCJE€ COOTBETCTBYIOIIETO
MTOCTAaHOBJICHUS (PEILICHHMS).

8.4.7. Ilporokon 3acenaHus U30UpPATEIbHOW KOMHUCCHUM TOJAMUCHIBACTCA
npejacenareaeM  M30upaTelibHOM  KOMUCCHMU  (TIpeliceaTelbCTBOBABIIMM — Ha
3aCeaHnd) W  CEKpeTapeM  H30WpareabHOM  KOMUCCHU (WM WICHOM
n30upaTeTbHOU KOMHUCCHH, HCITOJTHSIBITTIM 00s3aHHOCTH cexpeTaps
n30UpaTeIbHOU KOMUCCHH).

8.4.8. Ilocie moanucanus MPOTOKOJIbI 3aceqaHui U30upaTeIbHON KOMUCCHUU
PETUCTPUPYIOTCS.

[Ipotokonbsl  3acemaHuii  W30UpaTENbHOW KOMHCCHH  HYMEpPYIOTCS B
XPOHOJIOTHYECKOW  TIOCIECOBATEIPHOCTA B TIpenesiaXx CpoKa TOJHOMOYWN
n30UpaTeIbHOM KOMUCCHH.

8.4.9. IlpoTokonbl 3acemaHuil M30UpaTEIbHON KOMHMCCHH, MPUOOIIEHHBIE K
HUM TIOCTaHOBIIEHUs (pellleHus) U30UpaTeNIbHOW KOMHUCCUU BMECTE€ C
MaTepualaMH, T[OCTY>KUBIIUMH OCHOBAHMEM [JIi WX TMPUHATUSA, OCOOBIMHU
MHEHUSIMM ~ YJICHOB HM30MpATEeIbHOM KOMHCCHM, XpaHATCA Y  ceKperaps
n30upaTeNbHOW KOMHUCCHU, a 3aTeM, O(QOPMIIGHHBIE B COOTBETCTBUU C

TpeboBaHusIMU MHCTPYKILIMH, TIEPEJAIOTCS B APXUB.

9. OdopmiieHne pacniopsizkeHUI npeaceaaTe st
H30MpAaTeJIbHON KOMHCCUM

9.1. OdopmieHue pacropsiKeHU Tpeaceaaress n30UpaTeIbHOM KOMUCCUHU
10 OCHOBHOM JI€SITEJILHOCTH.

9.1.1. Pacnopspkenue npezacenarenis n30upaTeabHOM KOMUCCUH TI0 OCHOBHOM
JIEATEIIBHOCTH (J1ajiee - pacrnopsbkeHune) ogopmiisieTcsi Ha OJlaHKe YCTaHOBJICHHOU

dbopmbl (mpusoxxkenne Ne 3).
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9.1.2. TlpoekTbl pacmopspKeHUN TpeaceaaTesss U30upaTeIbHOW KOMHCCHHU
TOTOBSITCS aIlllapaToM M30UpaTebHOW KOMHCCUHU 1O MOPYYEHHIO MpeIceaaTelis
(3aMecTuTeNs MpejcenaTenis, CeKpeTaps, WIeHOB) N30UpaTeIbHOW KOMUCCHH JIH0O
0 WHHIMATHBE CTPYKTYPHOTO TIOAPA3ACIICHUS armapata HW30upaTeIbHON
KOMUCCHH.

9.1.3. PacniopspkeHne UMeEeT clieyIole peKBU3UTHI: dMOIeMa KemepoBckoit
o0JacTH; HAMMEHOBAaHUE TOCYIapCTBEHHOro opraHa KemepoBckolr obmacTu
(«M36upatenpHass komuccusi KemepoBckod — o0ysacTu»); BHA  JOKYMEHTa
(pacnopsbkeHue); JaTa, perucTpalliOHHBI HOMEP; MECTO COCTABJICHUS; 3ar0JIOBOK
K TEKCTY; TEKCT; OAMUCH JOJLKHOCTHOIO JIMIla, U3JIaBIIETO PACTIOPSIKEHUE.

9.1.4. 3aronoBoK K TEKCTy AOJDKEH KpPaTKO M TOYHO OTPa»aTb OCHOBHOE
COAEPKAHUE TEKCTa PACHOPsKEHUA. TOUKa B KOHIIE 3arojOBKa HE CTaBHUTCH.
3aroyioBOK Ie4YaTaeTcsi MOJYKMPHBIM MIPpUOTOM UYepe3 OAMH MEKCTPOUHBIN
WHTEpBaJL. 3ar0JIOBOK BBIPABHUBAETCS 10 IEHTPY TOKYMEHTA.

9.1.5. Tekcr pacnopsKeHUsT COCTOUT, KaK IPAaBWIIO, U3 KOHCTATUPYIOLIEN U
pacrnopsAuTEIbHON YacTel, U MOXKET UMETh 3ar0JIOBOK.

TekcT pacnopsKeHUs OTHAEISIETCS OT 3arojioBka 2 - 3 MEXKCTPOUYHBIMU
HWHTEpBAJIaMH.

B koHcTatupyromieil yacTu M3JaratoTcsl LW M 3aJladyd MPEeAIUChIBAEMbIX
nevictBuil. Eciim oCHOBaHMEM K W3JaHUIO PACTIOPSKEHUSI SIBJISIETCS HOPMAaTUBHBIN
IPABOBOM aKT WJIA PACIOPAAUTEIBHBIA JOKYMEHT, TO B KOHCTaTUPYIOLIEH YaCTH
YKa3bIBAIOTCS €r0 Ha3BaHUE, 1aTa, HOMEP, 3ar0JI0BOK.

B pacnopsautenbHOl 4yacTh cojep)KaTcs MEpPeUYUCICHUE MPEeINuChIBaeMbIX
JICUCTBUI, CPOKH M HCIIOJHUTENN. PacriopsiguTenbHas 4acTh MOXKET JECIUTHCSA Ha
MYHKTBI ¥ TIOJAITYHKTBI, KOTOPbIE HYMEPYIOTCS apaOCKUMU U pamMu ¢ TOUKOU U HE
HMMEIOT 3ar0JI0BKOB.

9.1.6. Ecnu pacnopspkeHHE€ HM3MEHSET, OTMEHSET WM JOMOJIHSAET paHee
W3IaHHOE PACIOPSIKEHUE WM €ro OTAC/IbHBIE IMYHKThI, TO OJWH W3 ITYHKTOB
paclopsAUTEILHON YacTU TEKCTa JOJKEH COAEP)KATh CChUIKY HAa OTMEHSEMbIN

JOKYMEHT (IMyHKT JOKYMEHTa) C yKa3aHUEM €ro AaTbl U HoMmepa. TeKcT myHKTa



67

JOJKeH HauMHAThes cioBamMu «llpu3HaTh yTpaTUBIIMM cuiy...» Ju00 «CuuTarh
YTPAaTHUBILIHUM CHITY...».

9.1.7. B nmocnenHeM MyHKTE paclopsiAUTENILHON YacTu, MpyU HE0OXOIUMOCTH,
yKa3bIBaeTCs JODKHOCTHOE JIMII0O, Ha KOTOPOE BO3Jaraercsi KOHTPOJIb 3a
VCIIOJTHEHUEM PACTIOPSKECHHUS.

9.1.8. Tlpu Hamuuuu NPUIOKEHUN K pPACHOPSHDKEHUIO B TEKCTE HA HUX
00s13aTeTBHO JIEJIaeTCs CChUIKA.

9.1.9. PacnopsokeHMe W TNPWIOKEHUS K  HEMY  BUBUPYIOTCSH
HEIMOCPEJCTBEHHBIM  HCIIOJHUTEIIEM, HAaYaJIbHUKAaMU  COOTBETCTBYIOIIUX
CTPYKTYPHBIX  TOJpa3[ejeHuil  anmapara  HW30MpaTeabHOM  KOMHCCHH,
KOHCYJIbTAHTOM-IOPUCTOM HM30MPATENbHONM KOMHCCHH, PYKOBOJHUTEJIEM arrmapara
n30MpaTeIbHOM KOMHCCHH.

Eciu B pacnopskeHUM COJEp’KaTcsi BONPOCHl (PMHAHCUPOBAHMSI BHIOOPOB,
o0ecrnieuyeHus AesITeIbHOCTA N30MPaTeIbHON KOMUCCUH, SKCILTyaTalluu U pa3BUTHS
CPEIICTB aBTOMAaTU3allUH, OOYYEHHS OpPraHU3aTOpPOB BBIOOPOB M YYACTHHUKOB
n30UpaTeabHOro Mpolecca, TO PacHOpsDKEHHE BHU3UPYETCS Yy TJIABHOTO
Oyxranrepa.

Busel npocTaBisitoTcsi Ha 000pPOTHON CTOPOHE MOCJEIHErO JIMCTa JOKYMEHTa
(pacriopspKeHusl, IPUIIOKEHUS K HEMY) MO yCTaHOBIJIGHHOW ¢opme (MIPUIOKEHUE
No 9).

K pacniopsixeHno npukiIaabIBa€TCs CIUCOK PACCHUIKU, aHAJOTUYHBIN CIIUCKY
PacChUIKH OCTAHOBJICHUS (peuieHus) n3duparenbHoi komuccuu (rpunoxenue No
10), noANMMCaHHBIA  UCHOJIHUTEIEM W  YTBEPXKACHHBIM  MpeaceaaTesiemM
(3amecTHTENEM MpECenaTeNsl, CEKpeTapeM) H301paTeIbHON KOMUCCHH.

9.1.10. B cmy4ae BpeMEHHOTO OTCYTCTBHS MpeacenaTesis H30upaTeabHOU
KOMUCCHH  pacloOpsDKEHUS]  MOANMCBHIBAIOTCS  3aMECTUTEIEM  IpeAcenaTens
n30UpaTebHOM KOMHCCHU B COOTBETCTBMHM C PermameHnToM wu30OupaTenbHOU
KOMUCCHUHU.

9.1.11. PacnopskeHHsi pETUCTPUPYIOTCS OTBETCTBEHHBIM 33 BEJICHHUE

nenornpousBoAcTBa ¢ ucnoibzoBanuem I JAEJIO u dopmupytorca B aena B
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COOTBETCTBHUM C HOMEHKJIATYpOH Jen H30MpaTeNIbHOM KOMHCCHUU BMECTE C

JIOKYMEHTAMU, MOCIY>KMBIIUMU OCHOBAHUEM JUIsl M3AaHusa pacnopsokeHus. K PK
o ®
npucoenuHsaoTcs (aiin pacrnopskenus B popmare MS Word™  (nns TaGmu

. ® .
noryckarores paiisl popmara MS EXCel™, snexTponnsIii 06pa3 pacopskeHus B

dbopmare .pdf (mpu HEOOXOAMMOCTH) W JIENAIOTCA CCBUIKM Ha JOKYMEHTBHI,
MOCTYKUBIINE OCHOBAHUEM JIJIS U3AHUS PACIIOPSKEHHUS.

9.1.12. PacnopsbkeHHsIM TNPHUCBAaMBAIOTCS PETUCTPALMOHHBIE HOMEpa B
npenenax KajJeHAapHOIo rojia, Mpy 3TOM K MOPSIKOBOMY HOMeEpy udepe3 aeduc
MPOCTABIIAECTCS OYKBEHHBIA UHIEKC «P».

9.1.13. PacnopsoxeHuss BMecTe € MNPUOOIIEHHBIMU K HUM JIOKYMEHTaMH,
NOCTY>KUBIIUMHU OCHOBaHHEM JUIsl MX U3JaHUs, QOPMHUPYIOTCS B Jejia COIJIACHO
HOMEHKJIaType el HW30MpaTeIbHON KOMHCCHHM, XPaHATCA y OTBETCTBEHHOTO 3a
BEJICHUE JEJIONPOU3BOJACTBA, a 3aTeM, O(POPMIICHHbIE B COOTBETCTBHM C
TpeOoBaHUsIMU MHCTpYKIMH, IEPEAIOTCS B APXUB.

9.2. OdopmieHue pacropsiKeHU Tpeaceaaress n30UpaTeIbHOM KOMUCCUHU
10 KaJpOBBIM BOIIPOCAM.

9.2.1. Pacnopsxenus npeacenaTens n30upaTebHOW KOMUCCUU 110 KaJAPOBBIM
BONpocaM (fajiee - paclopsDKEHHs) H3IAI0TCS MO KOHKPETHBIM BOIIPOCAM,
CBSI3AHHBIM C JESTENIbHOCTHIO YJICHOB HM30MpaTeNbHOM KOMHCCUU, NPUEMOM Ha
IpaXIAHCKYIO0 cly:kOy B ammapar W30UpaTeNbHOW KOMMCCHH, MNPOXOXKIACHUEM
IPaXIaHCKOM CIIy>)KObl M YBOJIBHEHHEM C TPaKJaHCKOM Ciy>kObl B ammapare
n30MpaTeIbHOM KOMHCCHH.

9.2.2. PacnopsxeHus npencenaTens n30upaTenbHOM KOMUCCUU IO KaJpOBbIM
BompocaM  OQOPMIISIFOTCS. ~ AHAJOTHYHO  pACHOpSDKEHMSIM  Tpelceaarens
M30UPATEIILHOM KOMUCCHUU 110 OCHOBHOM JI€ATEIILHOCTH.

9.2.3. PacnopspkeHusiMu O0(OPMIISIFOTCS HA4allo WCIIOJIHEHHsI 00sI3aHHOCTEMN
0 3aMEUIEHUI0 TOCYAApPCTBEHHOW JOJDKHOCTH M MpEKpalleHUEe MOJTHOMOYUN
YJICHOB M30MpATEIbHON KOMUCCUH, pabOTaIOMX B M30UpATEIbHOM KOMUCCUU Ha
NOCTOSTHHOW (IITAaTHOM) OCHOBE, MPHEM Ha TPaKIAHCKYIO CIIyXOy, 3aKIIOYCHHUE

CIIy’K€OHOTO KOHTPAKTA, UCUUCIICHUE CTaXKa IPAKIAHCKON CIIYkObl Ipa’KJaHCKUM
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CIIyKalllUM arrnapaTa u30MpaTeIbHONM KOMHCCHH, TTPUCBOCHUE KIACCHBIX UHWHOB
IPAKJIAHCKON CITy>KOBbI, YCTAHOBJICHHE HOBBIX YCIIOBUW OIUIAThl TPyAd, MEPEBOJ
(Ha3HAayeHUE) Ha HUHYI0 JODKHOCTh TPaXIaHCKOM CiyKObl, HCIOIHEHHUE
00s13aHHOCTEeW HayaJllbHUKa OTAena (yHpaBleHUs), U3MEHEHHE (aMUINH, UMEHH,
OTYECTBA, YCTAHOBJICHUE HEMOJHOTO paboyero JHs, BBHIUIATHI €IUHOBPEMEHHOTO
MOOIIPEHHS] B CBSI3M C YBOJIBHEHHEM W BBIXOJOM Ha IIEHCHUIO 32 BBICIYTY JIET,
BBIIIATHl €IMHOBPEMEHHOIO MOOLIPEHHS B CBSI3U C HOOWIEEM, MPEMHPOBAHUE,
MPEIOCTABIICHUE €XKETOHBIX, YUEOHBIX, JOMOTHUTEIbHBIX OTIIYCKOB, OTIYCKa IO
OEpeMEHHOCTH U pojAaM, OTIyCKa 1O YXoay 3a peOeHKoM, OTIycka 0e3
COXpaHEHUs JACHEKHOIO COAECPKAHUs, BbIXOJ M3 OTIYCKA IO YXOAy 3a PEOCHKOM,
HAJIOXKEHHE B3bICKaHUS, KOMaHIUPOBAHUE, MPEKPAIEHUE CIIY>)KEOHOTO0 KOHTPAKTa,
OCBOOOXKJIEHHE OT JIOJDKHOCTHM TPaXXJaHCKOW CIIy)KObl M YBOJBHEHHE C
IPaXKIAHCKOM CITYkKOBI.

Pacnopsbkenue  sABISIETCSI OCHOBAHMEM  JUIsl  HAYUCICHUS  JICHEKHOTO
BOZHATPAXJECHUSI WIA COJEP)KAaHUS, OCYIIECTBICHHS BBIIUIAT, JOIUIAT WJIU
YAEpKAHUM.

9.2.4. TIpoexThl pacnopsKEHUM TOTOBSATCS B OTJIIENIE KAaJIpOB HA OCHOBAHUU
MOPYYSHHUH MpeJcenaresis n30upaTeIbHON KOMUCCHH, IMYHBIX 3asSBJICHUHN YJICHOB
n30UpaTeNbHOW KOMHUCCHUM M TPAKITAHCKUX  CIY)XKAIUX, MPeACTaBICHUIM
HAaYaJIbHUKOB CTPYKTYPHBIX MOJPA3JCICHHUN arnapaTa u30upareabHOd KOMUCCHUH,
CIIy’KEOHBIX 3aMMCOK, UHBIX JOKYMEHTOB.

9.2.5. B pacnopspkeHUMM O NMpUEME Ha TPAKIAHCKYIO CIYKOY yKa3bIBarOTCS
dbamuius, UMs, OTYECTBO MPUHUMAEMOTO TpaxkJaHWHA, HAUMEHOBAHHUE
3aMenaeMoM  JIOJDKHOCTM UM CTPYKTYpPHOrO — TMOAPA3JECIEHUs  amnmapara
n30MpaTeNbHOW KOMHCCHM, JaTa Haudaja HCIOJHEHUs OOSI3aHHOCTEH, YCIOBHS
omiatel TpyJda (B TOM 4YHCIE pa3Mep JIOKHOCTHOTO OKJIaJa TIPakIaHCKOTO
CIIy’Kallero, HajaOaBKW W JPYrue BBIIUIATHI), CPOK JCUCTBHUS 3aKIHOYAEMOTO
CIIy’K€OHOTO KOHTpPAaKTa, YCTAHOBJEHHBI CpPOK MCHOBITAHUA TPaXIaHCKOTO

CIIy’Kalmero B HCMX TIIPOBCPKHU COOTBCTCTBHUA C€TO 3aMemaeM0ﬁ JOJDKHOCTH
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TPAKIAHCKOW CIY>KOBI, €CIIM 3TO MPEAyCMOTPEHO, OCHOBAaHHUE BBITYCKa
pacriopsikeHus (MopydeHUe, 3asaBiIeHUE, TPEACTABICHUE).

9.2.6. B pacnopspkeHHsIX O MNPOMJICHUH CpOKa TPaXIAHCKOM CIYKObl U
3aKJIIOUCHUHN CPOYHOTO CITY>)KEOHOT0 KOHTPAaKTa, HA3HAYCHUU HAa UHYIO JTOJIKHOCTh
IPKIAHCKOM CIYXOBbl, YBOJIBHEHHH C TPaXIaHCKOW CIIy>KObI, OTIYCKE M TO
JPYTUM  KaJpOBBIM  BOMNpPOCAM  yKa3bIBalOTCA  (aMuiIus, UMs, OTYECTBO
FPAKIAHCKOIO  CIOYy’Kallero,  HAaMMEHOBAaHWE  3aMeIlaeMOd  JOJDKHOCTHU
IPOKIAHCKOM  CIyX’Obl W  CTPYKTYPHOTO TOJpPA3ICICHUS U30HpATETHHOM
KOMHCCHUH, COJIEpKAHUE PACHOPSAUTEIIBHOTO peuieHus (IpoaJIuTh  CPOK
rpaXJIaHCKOW CIYKObl, YBOJHUTh C TPAXKIAHCKON CIYKObI, MPEAOCTABUTH
€XXETOHBIN OTJIaYMBAEMBIN OTITYCK U APYTOE€), €CIIN TpeOyeTcs, JaeTcs CChlIKa Ha
3aKOHOAATEIbHBIN aKT, HA OCHOBAHUHM KOTOPOTO MPUHUMAETCS PaCIOpSIUTEILHOE
peleHne,  yCTaHABJIMBAIOTCA  CPOKM  (KaJeHJapHble  JaThl)  JEUCTBUS
pacCloOpSIIUTENTILHOTO pellleHUus (JCHCTBUS CPOYHOTO CIIYKEOHOTO KOHTpAaKTa,
MpEeAOCTaBICHU OTNYCKa, KOMaHAMPOBKH, JaTra YBOJbHEHHUS U Jpyroe). B
pacnopsbKeHMM, KakK IPaBHIIO, YKa3bIBAETCS OCHOBAaHHE €ro oQopMIICHUS
(npencramieHue, 3asBiIeHUE, rpadUK OTMYCKOB, IJIaH KOMaHIUPOBOK, CIIyKeOHas
3aIliCKa).

9.2.7. PacnopsiK€HUsIM TPUCBAMBAIOTCS MOPSAKOBBIE PETUCTPALMOHHBIE
HOMEpA B MpeJenax KaJleHJapHoro roja:

pacHoOpSKEHUSIM O MpHEME, MEPEBOJIEC, YBOJBbHEHUHU, MOOLIPEHUU MOMHUMO
HOMEpa MPUCBANBACTCS UHACKC «JIC»;

pacHopsiKEHUSIM O KOMaHIUPOBAHUM MPUCBAUBACTCSI MHJIEKC <JIKY;

PaCHOpPSDKEHUSIM O TUCHMIUIMHAPHBIX  B3BICKAHUAX, YUYEOHBIX, JIPYTUX
OTIYCKax MPUCBAUBACTCS UHICKC «K».

9.2.7. Komuu pacmopsikeHUH MO KaJpOBBIM BOIIPOCAaM B 0053aTEIEHOM
MOPSIJIKE TIEPEAI0TCS TIIaBHOMY OyXTranTepy u30upaTebHON KOMUCCHUU.

9.2.8. PacrnopsbkeHusi 1O KaJpoBbIM BormpocaMm (GOPMUPYIOTCS B Jeia
COTJIaCHO HOMEHKJIAType JAell W30MpaTeibHOW KOMHUCCHHM B COOTBETCTBHH CO

CpOKaMH XpaHCHMUA.
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10. OdopmiieHHe NPOTOKOJIOB 3aceJaAHUIN PA00UMX, IKCIIEPTHHIX
rPyIIl, KOHCYJbTATUBHBIX OPraHOB U30UPATEJIbHOH KOMUCCHH

10.1. Ilporokomnbl 3acegaHuid (majgee - MPOTOKOJ) pabOYMX, SKCIIEPTHBIX
Ipyni, KOHCYJbTaTUBHBIX OPraHOB M30MpaTelIbHOW KOMUccHU (fanee - pabouas
rpynna) opopMIISIFOTCS 0 YCTaHOBJIEHHOM Qopme (mputoxkenue Ne 11).

[IpoTokon cocTaBigeTcss HA OCHOBAHHUM 3aIMCEN, TPOU3BEICHHBIX BO BPEMS
3acellaHus, TMPEICTaBICHHBIX TE3MCOB JIOKJIAJOB M BBICTYIJICHUH, CIPaBOK,
MIPOEKTOB PELICHUN U IPYTHUX MATEPHUAIIOB.

[IpoTOKOIBI MOTYT M3/IaBaThCS B MOJIHOM WIJIM KpaTKoi (popme, mpu KOTOpou
OITyCKaeTCsl X0J1 OOCYKJIEHHs BOIIPOCa U (PUKCUPYETCS TOJBKO MPUHATOE MO HEMY
peuieHue.

10.2. TekcT MOJHOrO MPOTOKOJA COCTOWT M3 JABYX 4YacTEW: BBOJHOM H
OCHOBHOM.

B BBOgHOW dYacTH TPOTOKONA YKa3bIBAlOTCS (aMHIMA ¥ WHUIUAIBI
IpeaceNaTeabCTBYIOMEro (pyKoBOAUTENS paboueld Tpynmbl) W CeKperaps
3aCEIaHusl.

C mHoBoM cTpoku mocie cioBa «lIpucyrcTBOBanM:» NEPEUUCISAIOTCS
WHULMAIBI U (paMuIMU 4WICHOB pabodell TpyIIibl, MPUTJIAICHHBIX Ha 3aceJIaHue
YJICHOB M30MpaTeIbHOM KOMHCCHH, HE SBISIFOIIMXCS 4YjeHaAMU pabodeil rpymibl,
WHBIX TpUTJalleHHbIX. [lpu  mepeuyuciaeHud MNpUrianieHHbIX 00s3aTeIbHO
YKa3bIBa€TCsI HAMMEHOBAHWE HX JOJKHOCTEH. MHOrOCTpOUYHbIE HAaUMEHOBAaHUS
JIOJKHOCTEW MEYaTarTCs Yepe3 OJUH MEKCTPOUHBIN UHTEPBAJ.

JHomyckaercst odopmieHHEe NPUCYTCTBYIOUIMX OTAEIbHBIM CIHUCKOM C
yKa3aHUEM WHUIUAJIOB, GaMunuii u JoipkHocTer. CHUCOK mpuiaraercs K
MPOTOKOJY U SIBIIIETCA €r0 HEOTHEMIIEMOU YaCThIO.

10.3. IToBecTka qHA BKJIOYAETCS B BBOAHYIO YacTh MPOTOKOJa. OHA COCTOUT
U3 TIEPEUMCIICHUS BOIIPOCOB, KOTOPBhIE 0OCYKIAIOTCS Ha 3aCeAaHUM, U 3aKPETLIsSeT

MOCJIEIOBATEIBHOCTh UX O0CYKACHHS U PaMUINK TOKJIJYUKOB (BBICTYNAIOIINX ).
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Kaxxapiii BOompoc MOBECTKH JAHS 3acelaHus HyMepyeTcs apaOCcKoil mudpoi,
ero HamMeHoBaHue QopmynupyroT ¢ npemiora «O» unmu «O6». Ilo kaxmomy
NYHKTY YKa3bIBaeTCAd JOKIAA4YUK M ¢dopMa MpeAcTaBiIeHUs Bompoca (oK,
OT4eT, CO00IIeHUE, HH(OpMALIUS).

10.4. OcHoBHas 4acTh MNPOTOKOJA IedaraeTcs 4vepe3 1,5 MeKCTpOUHBIX
WHTEpBaJIA.

OcHOBHas 4acTh MPOTOKOJIA COJAEPKHUT CTOIBKO PA3AEIIOB, CKOJIbKO ITyHKTOB
BKJIFOYEHO B MMOBECTKY AHA. B COOTBETCTBUY € HEW pa3/ieiibl HyMEPYIOTCA.

Kaxnprii  pazmen  coctour w3 Tpex  yactedl:  «CJIYIIAJIM:»,
«BBICTYIINJIN:», «PEIINJIM:», KOTOpBIE MEYATAIOTCS OT TPAHULIBI JIEBOTO MOJIA
MPOMUCHBIMU OYKBaMHU.

B wactm «CJIVILHAJIM:» Kparko wu3JIaraercss TEKCT  BBICTYIUICHUS
nokIaaurKa. MHumans u GamMumivs T0KIaguuKa neyaTaroTesl ¢ KpaCHOM CTPOKH B
MMEHUTEIBbHOM MaJeXe. 3aluch JIOKJIaJa U3JIaraercss OT TPEThEro Juia
€IUHCTBEHHOTO YKCJa U OTIeNAeTCs OT paMuiiuu aeducom.

Ecnu tekcr poknaga mpunaraeTcs K IMPOTOKOIY, TO HMCIOJIB3YETCS CChUIKA
«TekcT noknaaa npuiiaraeTcs.

B uwactu «BBICTYIIMJIM:» mnepeyucnstorcss BBICTYNAIOIMIME W aBTOPHI
BOMPOCOB. MHMIMAaNb! 1 (haMuiusi BRICTYTAIONIETO TIEYaTatOTCsl ¢ KPACHOM CTPOKHU
B UMEHUTENbHOM manexe. KpaTkasg 3amuch BBICTYIUIGHHS 1O CYIIECTBY
paccMaTpHBaEMOTO BOIMPOCA MOXET ObITh H3JIOKEHA OT TPEThEro JuIia
€IMHCTBEHHOT'O YHCJIA.

Ecnu TekcT BBICTYMIIEHHSI MpWIAraeTcsi K MOPOTOKONY, TO HCHOJb3YyeTcs
cchliKa «TeKCT BBICTYILICHUS TIPUIIAraeTCs.

B uwactu «PEILINJIN:» oTpaxkaeTcs MPUHITOE PEIICHUE MO 00CYKIaeMOMY
BOIIPOCY. TEKCT MOCTAaHOBIIAIOIICH YACTH M€YATAETCS MOJHOCTBIO. Eciu penieHue
0 OJHOMY BOIPOCY MOBECTKHU JHS 3aCEIaHMsi COCTOMT M3 HECKOJIbKUX ITYHKTOB,
TO MYHKThl HyMEpYIOTCA apaObCKumu ludpamu, paszneieHHbIMH Toukamu: 1.1. -
MEPBbIM MYHKT PEIICHUsI M0 MEPBOMY BOIPOCY MOBECTKU AHS 3acedaHus, 1.2. -

BTOPOM MyHKT PEIICHUsI 10 IEPBOMY BOIIPOCY MOBECTKH JIHS 3aCEIAHUS U T.1.
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TekcTbl MyHKTOB PELIEHUs U3JIararTcsl C MCIOJIb30BAHUEM HEOIPENEIICHHON
(dbopMBI ri1arosna: BO3JI0KHUTh, IOPYUYUTh, OPTaHU30BATh U T.JI.

Ecim  omuH W3 TyHKTOB  COAEPXKHUT  pelieHue 00  yTBEPXKICHUU
OOCY>KIaBIIErocsi Ha 3aceJaHUHd JOKYMEHTa, JTOT JOKYMEHT CTaHOBHUTCS
NPWIOKEHUEM K MPOTOKOJIY W Ha HeM O(OopMIIsIeTCsl CChUIKa Ha HOMEp U JlaTy
nporokona. Ilpunoxkenne odopmisiercss Ha oTAenbHOM Jucte. [lpu Hanmuuuu
HECKOJIbKHX MPUIOKEHUN OHU HYMEPYIOTCS.

Conepxanue 0co0Oro MHEHHs, BBICKA3aHHOTO BO BpeMs OOCYXJEHHS,
3aMKCBIBAETCS B TEKCTE MIPOTOKOJIA ITOCIE COOTBETCTBYIOLIETO PEIICHHUS.

10.5. TekcT kpaTKOro NpoOTOKOJIa TAKKE COCTOUT U3 ABYX 4HacTel. B BBOIHOM
YacTU  YKa3blBalOTCS MHULMAIBL U (paMuius  MOpeJcelaTelbCTBYIOLIErO
(pyxoBoauTest paboydeit TpymIibl), CeKpeTapsi, IPUCYTCTBYIOIIUX JIUII.

CnoBo «lIpucyrcTBoBamu:» IeyaTaeTcsi OT TPAHMIBI JIEBOIO IOJIA, MOCIE
CJIOBa CTaBUTCA JBoeToune. Hrmrke meyaTaroTcs HAMMEHOBAHUS JOJDKHOCTEU
IPUCYTCTBOBABIINX, a CIIpaBa OT HAUMEHOBAHUS JOJLKHOCTEH - MX WHULMAIBI U
bamunuu.

B 0CHOBHOI1 YacTu MPOTOKOJIA YKA3bIBAE€TCS HOMEP BOIIPOCA B COOTBETCTBUU
C MIOBECTKOM JIHS, COAEpKaHUE BOIIPOCA U IPUHSATHIE PELICHMUS.

HanmMenoBanue Bompoca HyMepyeTcsi pUMCKON IMGPOM M HAYUHAETCS C
npemsiora «O» («O0»), meuyaraercs UEHTPOBaHO pazMepoMm wmpudra Ne 14 u
MOTYEPKUBACTCS OJTHOM YePTOI HUXKE TOCIEHEN CTPOKH Ha PACCTOSTHUM HE OoJiee
oHOTO MHTEepBana. [loa yepToi ykas3bIBatOTCs (PaMUIIUU JIMILI, BHICTYMBIINX MPU
00CYXJIeHUH JAaHHOTrO Bompoca. GaMUIMKU NeYaTaroTcs Yepe3 OJJUH MEKCTPOUHbBIN
WHTEpBAaJI.

3areM yKa3bIBaeTCA MPUHATOE [0 BOMPOCY PEIICHHE, B CIy4ae roJIOCOBAHUS -
pE3yNbTAThl TOJOCOBAHUS.

10.6. ITpoTokon moAnMCHIBA€TCA MPENCENATENBCTBYIOIIMM (PYKOBOJINUTEIEM

paboueil TpynIibl) U CEKpeTapeM 3aceaHusl.
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[Tongnucu OTAENSAIOT OT TEKCTa TpeMsi MEXCTPOUHBIMU HHTEPBaJaMHU.
HanmeHoBaHMe JOJDKHOCTU T€YATAETCA OT TPAHUIBI JIEBOTO TOJISI, MOCIEHHSIS
OykBa B (haMWJIMK OTPAHUYMBAETCS MTPABLIM MOJIEM.

10.7. IIpOTOKOJIBI HYMEPYIOTCA B XPOHOJOTMYECKON MOCIEN0BATEIIBHOCTH B
npejesiax KaJeHIapHOro rojaa jJubo B mpeneiax cpoka JesTeIbHOCTH pabouei
TPYIIIBI.

10.8. IIpoTOKONBI COBMECTHBIX 3aCEIaHU HECKOJBKHUX pado4Yux TIpymm
obopmisitoTest Ha JmcTax Oymaru Qopmara A4 ¢ coOOMIOJICHHMEM PEKBU3UTOB
npotokona. B pekBusure «lIpeacemarenbCcTByIOMuUin» yKa3bIBAtOTCA (GamMuius U
WHULMAQIBL Jinia (MHANMaIbl W (pamMuiuu Jdi), MpeaceaaTeIbCTBOBABIIETO
(mpencenaTtenbcTBOBABIIMX) Ha  3acedanuu. B pexBusure  «Ilogmuck»
HAaMMEHOBAHUA JTOJDKHOCTEH pacionaraloTcs Ha OJHOM YPOBHE.

10.9. Pemenus, mnpuHsThle pabouel  Tpynmol 1Mo  Bompocawm,
paccMaTpMBaeMbIM Ha 3acelaHWM, MOTryT ObITh OGOPMIIEHBI PEIICHHEM
ycTaHOBJIeHHOW (Gopmbl  (mipusiokenne No 12). Pemenus mnoANMUCHIBaIOTCS
MpeceaTeIbCTBYIONUM (PYKOBOAUTENEM paldodeil Tpymnmbl) M CEeKpeTapem
3acelaHusl.

10.10. Pemenus MOTYT HYMEpPOBAaTbHCS B XPOHOJIOTUYECKON
MOCJIEIOBATEILHOCTH B TMpeJenax KaJleHJapHOro roja, Ju0o Cpoka ACSTEIbHOCTH
paboueil rpymmbl Tu00 B MpeAenax OJHOrO 3acelaHusl B MOPSIKE PACCMOTPEHUS
BOIIPOCOB.

10.11. TIpoTokomasl 3aceqaHuii U penieHrus padodeil rpymnmnbl BKIOYAKOTCS B
HOMEHKJIATypy JeJ1 u30upaTeabHON KOMUCCHUHU.

[locne moamucaHusi MPOTOKOJIBI 3aceJaHUl M peEHIeHUs padouux TPy
PETUCTPUPYIOTCS KaK BHYTPEHHUE JOKYMEHTHI.

10.12. Ecnu B mpOTOKOJIE €CTh MOPYYEHUE CO CPOKOM HUCIIOIHEHHUS, TO OHO
CTaBUTCSI HA KOHTPOJIb B COOTBETCTBHHM C pazaeiom 11 MHcTpykium.

10.13. B cmydae paccMOTpeHMs BOMpoca Ha 3acedaHuu U30uUpaTesbHOU

KOMHUCCUU TIOJJIMHHBIE AK3EMIUBIPHI TIPOTOKOJIOB U PEIICHHU paldodeld TpyIIbI
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MPUOOIIAIOTCS K IOKYMEHTaM 3aceflaHus, a B Jiea pabodeil Tpymbl TOMEIIarTCs

KOIINMH YKAa3aHHBIX JOKYMCHTOB.

11. KoHTpOJIb MCTIOJIHEHHUS TOKYMEHTOB M MOPYyYeHUMH

11.1. KoHTposto UCTIOTHEHUS TTOJIEXKAT:

IIOPYYEHHUSI, COAECPKAINECS B ITOCTAHOBICHUAX U Apyrux nokymenrax LUK
Poccuu;

MOPYYECHHUSI, COJIEpKAIINECS B MOCTAHOBICHUSIX (PEIICHUsAX) U30UpaTeabHON
KOMUCCHUU;

HOpYYEHUSs], COJIEPKALIUECS B PACIIOPSHKEHUSAX Tpecenaress n30upareabHon
KOMUCCHUU;

NUCBMEHHBIE IIOPYYEHUs MpeicenaTess, 3aMeCTUTENs Ipefceaarels,
ceKpeTapsi u30upareIbHON KOMUCCHH;

BXOJSIINAE JOKYMEHTBI, B TOM YHUCJIE€ MUCbMEHHbIE OOpaIleHUs] TpakIaH,
yKa3aHHble B [lepedne noanexammux KOHTPOIKO JTOKYMEHTOB C YKa3aHUEM CPOKOB
ucnoiaHeHus (mpuiioxenue Ne 13), B COOTBETCTBUU € YKa3aHUSIMU 110 UCTIOJHEHUIO
JOKyMEHTa npeacenaTens (3amecTuTes npejacenarens, cekpeTapsl)
N30MpaTeIbHOM KOMUCCHH,

UCXOJIAIIME JOKYMEHTBI, TPEOYIOUIUE OTBETA;

HOpYy4YEeHUs], CoAepKalluecs B MPOTOKOJIAX 3acelaHuil U pelIeHUuIX pabouux,
AKCIIEPTHBIX TPYIIN, KOHCYJIbTATUBHBIX OPraHOB, OOpa30BaHHBIX H30UpPATEIbHON
KOMMCCHEI;

IIJIAHBI MEPOTIPUATHMN.

11.2. KoHTposb HCHOJHEHUS IOKYMEHTOB, YyKa3aHHbIX B myHkTe 11.1
NHcTpyknuy (32 MCKIFOYEHHEM MCXOASAIIMX JOKYMEHTOB), IO CYILIECTBY
3aTPOHYTBIX B HHUX BONPOCOB OCYIIECTBIIIET TNpeIcenaTeNb (3aMECTUTEIh
npejceaaTens, CeKpeTapb) H30MpaTeIbHONM KOMUCCHH.

11.3. KoHTponb HMCHOJHEHHS HCXOAAMIMX JOKYMEHTOB, B TOM YHCIE 3a

CBOCBPCMCHHOCTLIO ITOJTYUCHHA OTBCTOB Ha 3aIlPOCHI I/136I/IpaTCJILHOI>'I KOMUCCHHU,
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OCYILECTBISIOT 4J€Hbl M30UpaTeIbHOW KOMHCCHM, pa0OTHHKHM —ammapara
n30upaTeIbHON KOMUCCHH, OTBETCTBEHHBIE 3@ TOJTOTOBKY JAHHBIX JIOKYMEHTOB.

11.4. Cpokn HCHOJHEHUS TOPYYEHUMN, COJEPHKAIIUXCSA B MOCTAHOBICHUSIX
(pemieHusix)  U30MPATENTBHOM  KOMHUCCHUH,  PACHOPSDKEHUSAX — MHpelceaTes
n30MpaTebHOM KOMUCCHH, MUCbMEHHBIX MOPYUYCHUN Tpeacenarens (3aMecTuTens
npejacenaress, Ccekperaps) H30MpaTebHOM KOMUCCHU OIPEACNAIOTCS ATUMHU
JIOKyMEHTaMHU.

11.5. JIoKyMEHT NOJICKUT UCTIOJIHEHHUIO B TeueHue 30 KajeHIapHbIX JHEU CO
JIHSL €r0 PEruCTpAlMM, 32 HCKIIOYEHHEM CIy4YaeB, NPEIyCMOTPEHHBIX MYHKTOM
11.6 HacTosIIero pas3aena.

Ecnu nocnennuit eHb MCMIONIHEHUS] IPUXOAUTCS HA Hepabouuil AeHb, TO OH
MOJJICKUT UCTIOJHEHUIO B MPEAIIECTBYIONINI eMy pabouyuil 1eHb.

JlokymeHntsl ¢ mnoMerkamu «He3zamemnmurensHo», «Becbma Ccpo4yHO»,
«CpOYHO» UCIOJHAIOTCA B TPEXIHEBHBI CPOK, JOKYMEHTBI C IOMETKOMN
«OrnepaTuBHOY - B JIECATUTHEBHBIN CPOK.

CpoK HCHOJIHEHUSI UCUUCIAETCS B KaJCHAAPHBIX JHAX C JIaThl MOAMUCAHUS
NOPYYEHUS JIUOO PETUCTPALIMH TOKYMEHTA.

Ecnu nmocnenHuil JeHb HMCIOIHEHUS JTOKYMEHTA, COJAEPKAIIEro MOMETKY O
CPOYHOCTH HCTIOJHEHUS, NMPHUXOAUTCS Ha HepaOouHil NeHb, TO OH TOJJICKHUT
VCITOJIHEHHIO B IPEAILIECTBYIOIUN eMy paOouHii IEHb.

11.6. Cpoku HMCTHOSHEHUS BXOMSIIMX JOKYMEHTOB M OOpaIlleHUH TpakaaH
YCTaHABJIMBAIOTCS  MCXOAS M3  CPOKOB, INpeajiaraéMblX  OpraHu3alue,
HaIpaBUBLIEH JOKYMEHT, WJIA CPOKOB, YKa3aHHBIX B NpuiiokeHun Ne 13.

OOpaiieHnss 1Mo BompocaM BBIOOPOB U peepeHIyMOB, MOCTYNUBIINE B
nepuoJl HM30MpPATETbHON KaMMIaHWHM, HUCHOJHAIOTCS B CPOKH, YCTAHOBJICHHBIE
denepanbHbIM 3aKOHOM «O0 OCHOBHBIX TapaHTHUSX U30MpATEIHHBIX MPaB U MpaBa
Ha yuyactue B pedepenayme rpaxkaan Poccuiickoit denepanumy.

11.7. OTBETCTBEHHOCTD 3a CBOEBPEMEHHOE U NOJIHOE BHeceHne B PK cpokoB

HNCIIOJIHCHUA NOKYMCHTOB U I/IH(I)OpMaLII/II/I 0 COCTOAHHU HUCIIOJIHCHHA TOKYMCHTOB,
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KOHTPOJIb CPOKOB MCIIOJIHEHUSI JOKYMEHTOB BO3JararoTCsi Ha OTBETCTBEHHOIO 3a
BEJICHUE JEJIONPOU3BOICTBA.

11.8. B mnaHax MepONpUATHI, YTBEPKACHHBIX IOCTAaHOBJIEHUSAMHU
(pemieHusIMA) HU30MpPATEIBHON KOMHUCCHUHU, PACHOPSDIKEHUAMH — IIpecenaTess
n30UpaTeIbHOM KOMHUCCHUU, KOHTPOIIO MOJJICKAT CPOKH HUCIIOTHEHUS OTACIbHBIX
ero myHKToB. CBEAEHUS O XOJI€ U COCTOSIHUU UX UCIIOIHEHU 3aHocsATcs B PK.

11.9. Ilpu HeoOXOAMMOCTH MPOMJEHUS CPOKAa MCIHOJHEHUS JTOKyMEHTa
OTBETCTBEHHBIN 3a UCIIOJHEHHUE HE MO3JHEE YEM 3a TPH JIHS 0 UCTEUEHHS CPOKa
UCIIOJHEHUSI JIOKYMEHTa TMPEJCTaBISIET HAa UMS mOpenacenarens (3amecTutens
npeacenarens, CeKperaps) M30UpaTesIbHOM KOMHUCCHUHU JIOKJIAJHYIO 3aIlUCKy C
MOTHUBUPOBAHHOM NMPOCKOOH O €ro MPOAJICHUU.

PeructpaunonHsii HOMEp M JaTta JOKJIAJHOM 3alUCKUA C YKA3aHUSMH IO
UCIIOJIHEHUIO JIOKYMEHTa TpejceaaTens (3aMecTUTeNs IpeceaaTens, cekperaps)
n30UpaTebHOW KOMHCCHM O COIVIACOBAaHUU TMPOMJICHUS CPOKA HCIIOJHEHHUS
JIOKYMEHTA HE3aMeITIMTENIbHO BHOCATCS B PK.

11.10. IokyMEHT CUMTAETCs UCIOJHEHHBIM U CHUMAETCSl C KOHTPOJIS MOCIIE
pelieHrs BCEX IOCTaBJIEHHBIX B HEM BOIPOCOB, COOOIIEHUS PE3YyIhTAaTOB
paccMOTpPEHHUsI BCeM 3auMHTEpecoBaHHBIM juiiaM U BBoja B IIM JIEJIO otuera,
coliepkaiiero MH(OpMaIuio O JOKyMEHTaX, SBISIOMIMXCS OCHOBAaHUEM IS
CHSATHUSI IOKYMEHTA C KOHTPOJISI.

11.11. OcHOBaHUSIMU ISl CHAITUS TOKYMEHTA C KOHTPOJIS SIBJISIEOTCSA

JOKJIaJiHas 3alicKa O CHATUU JOKYMEHTa (WM OTACJBHBIX €ro IMYHKTOB) C
KOHTPOJISI WU 00 MCIOJHEHUW JOKYMEHTa Ha UMsl mpejaceaaress (3amMecTUTeNs
npejacenaressi, Ccekperaps) H30MUpaTebHOM KOMUCCHM, [ABIIEro IOpYy4YeHUE,
MOATOTOBJICHHAs] OTBETCTBEHHBIM 32 HCIIOJHEHHE, C OTMETKON JOJKHOCTHOTO
JUla, JABIIETO MOPYYEHUE, O MPUHATUH UCIOJIHEHUS (B CBSI3M C YEM yKa3aHHBIM
JULIOM MPOCTaBIsIIOTCS 0OTMETKH «Cornacen», «Paccmotpeny, «[Ipunsato»);

NOoCTaHOBJIeHHE (pelieHue) u30upaTeTbHON KOMHUCCHH, PacClOpsHKEHHE
npeacenarenass  M30UpaTeNbHOM  KOMHUCCHUU TIO  PE3yJIbTaTaM  HCIIOTHEHUS

JOKYMEHTA;
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OTBET Ha BXOJAIIUNA JTOKYMEHT;

OTBETHl OT OpraHM3alMii, B KOTOpPbIE JOKYMEHT OBbUI HampaBlieH MIJis
PacCMOTPEHHUSI 110 CYIIECTBY MOCTABICHHBIX B HEM BOIIPOCOB U OTBETA 3asSBUTEIIIO;

HampaBlieHUE OOpallleHUs] B JPYrHe OpTaHU3allUuU Uil PAcCMOTPEHHUS IO
CYILIECTBY TMOCTAaBJICHHBIX B HEM BOIPOCOB U MOCIEAYIOMIETO MH(MOPMUPOBAHUS
aBTOpa O pe3yJbTaTax pacCMOTPEHHUS.

11.12. JIOKyMEHT HE CUUTAETCS UCIIOJIHEHHBIM M OCTAa€TCA Ha KOHTPOJIE:

€CIM OH HampaBisieTcss B JApPyrHe€ OpraHbl WIA OpraHu3aluud s
pPaccMOTPEHHUs C IIeNbI0 MOJIY4YeHHs] U30UpaTeabHOW KoMHccued uH(popMaluy,
HEOOXOAMMOW [JIsl PACCMOTPEHHUSI MO CYHIECTBY IOCTABJICHHBIX B JOKYMEHTE
BONpPOCOB. B ciryyae He0oOXoauMoCTH U30MpartenbHast KOMUCCHS HHQOPMUPYET 00
3TOM aBTOpa JOKYMEHTA;

€CIIM OH HampaBlsIeTCs B Jpyrue OpraHbl WIM OPraHu3aluu s
paccMOTPEHHUS O CYIIECTBY MTOCTABICHHBIX B HEM BOIPOCOB U OTBETA 3aBUTEIIO
C MOCHenymuM UHPOPMHUPOBAHUEM H30MPATEIbHOW KOMHUCCHUU O pPEe3yJbTaTax
WCIIOJTHEHNS,

€CIM Ha HEM HE CTOMT OTMETKa JOJDKHOCTHOIO JIMLA H30MpaTebHON
KOMHCCHUH, JABIIETO MOPYYEHUE, O MPUHSATUU UCTIOTHEHUS.

11.13. OTBEeTCTBEHHBIN 32 BEACHUE JIETONPOU3BOJICTBA €KEHEIETBHO TOTOBUT
MH(OPMAIUIO O COCTOSIHUM MCIOJHEHUS MOCTABIEHHBIX HA KOHTPOJIb BXOJSALIUX U
BHYTPEHHHX JOKYMEHTOB c wucrnonb3oBanueM I[IM JIEJIO u mnpexacraBusier ee
npejceaaTento  (3aMECTUTENI0  Mpelcenarelis, CeKpeTrapr) u30uparesbHOU
KOMUCCHUHU.

12. PaboTa ¢ BHYTPEHHUMHM TOKYMEHTAMH

12.1. B uzbupatenpbHoil KomMHccHH paboTa C BHYTPEHHUMH JTOKyMEHTaMHU
Benercs no PK.

OTBEeTCTBEHHBINM 3a BelIeHHE Jenonpous3BojcTBa (ukcupyetr B PK mporecc
IPOXOXKJEHNUA M HCIOJHEHUS JOKyMEHTOB: BHocuUT B PK ykazanus 1o

HNCIIOJIJHCHUIO OOKYMCHTA, IIPOBCPACT HAJIWMYNC HWMCIOIUXCA AOOKYMCHTOB IIO
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JJAHHOMY BOIIPOCY W, MPU HAJIMYMU TAKUX JOKYMEHTOB, BHOcUT B PK cBenmenus o
HUX; MIOCJIE€ MOJYYEHUsI UCIOJHEHHOro AOKyMeHTa BHOCUT B PK Homep npena (1o
HOMEHKJIaType [ieJl), B KOTOpPO€ IIOMEIIEH JOKYMEHT, U KOJMYECTBO JIMCTOB
JIOKYMEHTA.

12.2. IloaroroBieHHbIE B U30MPATEIbHON KOMUCCHUN BHYTPEHHHE JOKYMEHTHI
0 BONpOCaM  CIy’)KEOHOM  JeATEIbHOCTH, aJIpECOBaHHBIE  MPENCEaATENIO
(3aMecTuTeNI0  MpeAcenarens,  CEKpeTrapr)  u30upaTeabHOM  KOMHCCHUH,
PETUCTPUPYIOTCS. B COOTBETCTBMM C HOMEHKJIATYpoil Jesn u30upaTesbHOU
komuccun ¢ wucnois3oBanuem [IM JIEJIO, mpu 3TOM, €ciauM B JOKYMEHTE
COJIEpKaTCsl YKa3aHUs Ha CBA3b C APYTMMHU JOKYMEHTAMH, TO BBOJSITCS JTaHHBIC B
pazaen «Cszku» PK.

12.3. Tlocme nokiama JOKYMEHTHI ¢ YKAa3aHUSIMU 110 UCTHOJHEHUIO JOKYMEHTA
npeacenaress (3aMecTUTENs MpeceaaTeNis, CeKpeTaps) n30upaTeIbHOM KOMUCCUU
BO3BpAlalOTCSl OTBETCTBEHHOMY 3a BEJCHHUE JEJIONPOU3BOACTBA JJIsI BHECEHUS
YKa3aHH 10 UCTIOJHEHHIO JOKymMeHTa B PK.

12.4. TIpoekTbl AOKYMEHTOB MOTYT TOTOBHTbCS U COIJIACOBBIBATHCS B

AJIEKTPOHHOM BHE ¢ ucnosibzoBanuem 111 JIEJIO.

13. U3roroB/ieHME U MCIIOJIB30BAHME MeYaTed U MMTAMIIOB

13.1. Jlns ymocTtoBepeHUs MOIAIMHHOCTH JOKYMEHTOB HJIHM COOTBETCTBUS
KOIHUM JOKYMEHTOB MX MOJIJTMHHUKAM, B U30UPATEIIbHOM KOMUCCHH UCTIOIb3YIOTCS
neyatu ¢ uzoOpaxeHueMm ['ocymapctBeHHoro repba Poccuiickoit ®depeparuu
(manee - repOOBBIE TIEUATH) U APYTHE MEUATH.

Jlns mpocTaBiieHUST OTMETOK O TIOJYYEHUH, PETUCTPALMM, PaCChUIKE,
MOCTAHOBKE HA KOHTPOJb JIOKYMEHTOB, JAPYTHX OTMETOK IPUMEHSIOTCS
COOTBETCTBYIOIIHUE IITAMIIBI.

13.2. M3roTtoBneHue mnevaTred MW IITAMIOB OCYIIECTBIISIETCS MO YKa3aHUIO
npeacenarens  (3aMeCTUTENsl  TIpeAcenarenisi, CEeKpeTaps) H30upaTebHON

KOMUCCHHU.
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tamobel ¢ (akCUMHIBHBIM BOCHPOU3BEICHUEM TMOANUCU TpEAcenaTeNs,
3aMECTHUTEII MPEeICENaTeNsl, CEKpeTaps N30MpaTeIbHON KOMUCCUU U3TOTOBIISIOTCS
10 UX NOPYYEHHUIO.

13.3. Ottrck repOOBOM MeYaTH MPOCTABISICTCS HA MOYETHBIX I'pPaMOTax H
OJmarogapHoOCTSIX  M30MpaATENIbHOM  KOMUCCHM, (DUHAHCOBBIX  JIOKYMEHTAX,
rapaHTHIHBIX HCbMaX, JOTOBOpaX, FOCYAAPCTBEHHBIX KOHTPAKTAX, CBEJCHUIX 00
o011l YUCIEHHOCTH U30upaTesield, yYacCTHUKOB pedepeHayma o COCTOSHUIO Ha 1
sHBapss M | HIOIA KaXAOro Troja W B JIPYIMX IPEIyCMOTPEHHBIX
3aKOHOJATEIbCTBOM CIIydasiX.

13.4. Ha paccblnmaeMblX KOMUSAX MOCTAaHOBJICHUMN (pelieHuil) u3dupaTeabHOil
KOMUCCHH, pacOpsDKEHUM npezcenarens n30MpaTelbHON KOMUCCHH, TAKEeTax Mpu
OTIpPaBKE JOKYMEHTOB, MHpU OG(OPMIIEHHMH JOKYMEHTOB Ha MPHUEM TOBApHO-
MaTepHaJIbHBIX LIECHHOCTEH Ha CKJIaJ, Ha BHOC M BBIHOC TOBapHO-MATEPUAJIBHBIX
LEHHOCTEH Ha HaKJIAJHBIX MPOCTABIIAETCS MeuyaTh ¢ Haanuchio «M30uparenbHas
komuccusi KemepoBckoit o61actuy.

13.5. Ilrammbr ¢ (akCUMHIBHBIM  BOCIIPOM3BEACHHEM  MOJIHUCEH
npexacenarens (3aMecTUTENs MPEACEAaTeNs, CEKpeTaps) n30UpaTeIbHOU KOMUCCUT
MOTYT OBITh MCHOJb30BaHbl JJIsi TPOCTABICHUS Ha JyOnMKaTaXx M KOIMHUAX
NOJNMCAHHBIX B YCTAHOBJIEHHOM HOPSAKE JTOKYMEHTOB.

13.6. Ileyatn w wTamMnel MOAJIEKAT yYETYy B OTHAEIBHOM JKypHaje ydeTa
reyaTeil ¥ IITaMIIOB OTBETCTBEHHBIM 3a BEACHHUE Jenonpou3BojcTBa. [leuatn u
HITaMIObl BBIJAIOTCS MOJ MOJNUCh B XKypHaje ydera nedyated u mramnoB. Ha
KypHaine mpoctaBisercss noMerka «/ICII», ero JmMCTBI HyMeEpyrTCH,
IIPOILMBAIOTCS U OIEYATHIBAIOTCS.

13.7. Tleuatn 1 mTamIbl JOMKHBI XPAHUTHCA B HAIEKHO 3aKPBIBAEMBIX U
oTeyaThIBa€MbIX B Hepabouee BpeMs cer(pax nim MeTaTHYECKUX IKadax.

13.8. KoHTposib MOpaBUIBHOCTA XpAHEHUS W HCMOJb30BAaHUS MedaTedl u
HITAMIOB OCYILIECTBIISIET TPaXKIAAHCKUN CIyXKallMi anmnapara u30upaTenbHOU

KOMHUCCHHU, Ha3HAYCHHBIN mnpeaccaarciicm I/I36I/IpaT€J'II)HOI71 KOMHCCHHU.
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13.9. O6 yrepe meyaTH WM IITaMIIa HE3aMEIJIUTEIHHO CTaBUTCA B
U3BECTHOCTh  MpeAceAaTelib  (3aMECTUTENb  NpeAaceAaTelii,  CEeKpeTaph)
n30UpaTeIbHOM KOMUCCHH.

13.10. T'paxkxganckuil crmyXamuii amnmapata wu30UpaTeNbHOM KOMHUCCHUH,
OCYUIIECTBIISIONUN KOHTPOJIb MPABUILHOCTH XPAaHEHUS! U MUCIIOJIb30BAHUS TIeyaTen
U IITAMIIOB, COCTABJISIET aKT O BBIJCICHUM K YHUYTOXKEHHUIO MPUILEIIINX B
HETOJHOCTH TeUaTei U ITaMIIOB.

YHUYTOXKEHUE MPOU3BOJUTCA TIOCIIEC YTBEPXKIACHHUS aKTa IMpeiceaaresieM
n30upaTeabHOW KOMHUCCHH. MeTalmnyeckiue TMeyaTH YHUYTOXKAIOTCS IyTEM
MIOJTHOTO CITUJIMBAHUS TEKCTA WIJIM ONMWJIMBAHUS BYMS IEPEKPECTHBIMU JTMHUSIMHU,
Kay4yKOBBIC I1€YATH U IITAMITBI Pa3pe3at0TCsl Ha MEJIKME YaCTH UM COKUTAIOTCS.

B xypHase yuera neyaTei U IITaMIIOB JEJIAE€TCSl OTMETKA 00 YHHUTOXKECHHH.

13.11. TpaxkmaHckuM CIyKallldM anmnapara u30UpaTebHOW KOMHUCCHH,
OCYIIECTBIISIONIUM KOHTPOJIb MPAaBUILHOCTH XPAaHEHUS U UCTIONB30BAHUS TIeHaTen
U IITAMIIOB, €XETOJHO TPOW3BOAUTCA CBEpKa IeyaTel W INTaMIIOB, O YeM

IIPOCTABJIACTCA OTMCTKA B JKYPHAJIC YUCTa reyarei v MITaMIIoB.

14. ®opmupoBaHue AeJ1 M Nepeaada ux B ApXuB

14.1. CocTaBieHue 1 yTBEPKACHUE HOMEHKJIATYPHI JEII.

Homenknatrypa pen mnpemHasHaueHa st (OPMUPOBAHUS HMCIOTHEHHBIX
JIOKyMEHTOB B JeJla, CUCTeMaTH3alMyd M y4yeTa JieJl, ONpeleJeHUss CPOKOB HX
XpaHEHUs] M SIBISETCS OCHOBOM HJisi COCTaBJEHHUS OMMCEH el MOCTOSHHOIO W
BpeMeHHOTO (cBbImie 10 JieT) XpaHeHus, a TakKe JJIs ydera Jel BpeMEeHHOro (10
10 neT BKIIOYUTENBHO) XpPAHEHHUS.

B HoMmeHkmaTypy Jden BKJIIOYAIOTCA 3arojOBKH JI€N, OTPa)Xarollhe BCe
JIOKyMEHTUPYEMbIE Y4acTKH pPaOOThl M30MpaTEIbHOW KOMHUCCHUM, B TOM YHCIIC

JIMYHBIC JCJIa, CITPABOYHBIC U YUCTHBIC KAPTOTCKU U APYTUC YUCTHBIC (bOpMBI.
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3aroyioBOK Jiena JOJDKEH YETKO OTpakaTb OCHOBHOE COJIEPKAHUE U COCTaB
nokyMeHTOB. He momyckaercss ymoTpebiieHHE HEKOPPEKTHBIX (OPMYIUPOBOK,
BBOJIHBIX CJIOB U CIIO’KHBIX O0OpPOTOB.

IIpn cocTaBmeHMH HOMEHKIATypbl J€JI CIEAyeT pPYKOBOACTBOBATHCS
Permamentom  u3OupartenbHO  komuccuu, [lomoxkenuem o0  ammapare
n30UpaTebHOM KOMMCCHH, IITATHBIM pAaclUCaHUEM H30MpPATEIbHON KOMHUCCHUH,
[lepeuyHeM TUIMOBBIX YMPABICHUYECKUX APXUBHBIX JTIOKYMEHTOB, OOpa3yIOIIMXCS B
MpOIECCE OEATENPHOCTH TOCYIAPCTBEHHBIX OPraHOB, OPraHOB MECTHOTO
CaMOYNPaBJIECHUs U OPTaHU3aLNN, C YKa3aHUEM CPOKOB XPAaHEHHUsI, YTBEPKIACHHBIM
npukazoM MunucrepcerBa KyinbTypsl Poccniickon denepanmu ot 25 asrycra 2010
roga Ne 558 (manee - Ilepeuenb), mopsakamMu XpaHEHUs U TMEpefadyd B apXUBbI
JIOKYMEHTOB, CBSI3aHHBIX C IOJATOTOBKOM W  TPOBEICHUEM  BBHIOOPOB,
yrBepxkeHHbiMu [IUK Poccun u u3buparensHOil kKoMuccHel, HOMEHKIATypaMu
Jie U30MpaTebHON KOMUCCUU 32 MPEANIECTBYIOIINE TOJIbI.

Homenknatypa gen  u30upaTeabHOM  KOMHUCCHMM  HAa  MPEACTOSIIUN
KaJICHJAAPHBIA T'0Jl COCTABIIETCS OTBETCTBEHHBIM 3a BEIACHUE JEIONPOU3BOJICTBA
nipu oMot [N JIEJIO B mocienHneM KBapTajie TEKYIIETO rofa, COrIaCOBBIBAETCA
C CeKpeTapeM u30UpaTeNIbHOW KOMHCCHUM, pPAacCMaTpUBAECTCS Ha 3acelaHHH
OKCHepTHOW  KOMHUCCUM  M30MpATETbHOM  KOMHUCCHU  TIO  OIPEACNICHUIO
HUCTOPUYECKON, HAYYHOU U MPAKTUUYECKON 3HAYMMOCTH JOKYMEHTOB (nanee - JK),
yTBEpKJIaeTCs MpejcenareneM n30upaTeibHOH KOMUCCUU U BBOJIUTCS B JCHCTBUE
c 1 ssuBaps cnemyrouiero roga (npuiioxenue No 14).

Homenkiatypa nen m3OupaTenbHOM KOMUCCUU HE PEXe OJTHOTO pa3a B IATh
JIET COIVIACOBBIBAETCS C JKCIIEPTHO-IIPOBEPOYHOM KOMHUCCHUEH I'OCYAapCTBEHHOI'O
apxuBa Kemeposckoii o6nactu (nanee - I11K).

B ciiyyae BO3HHKHOBEHUs B T€UCHHE I'OJa HOBBIX JI€JI, OHU JIOMOJHUTEIBHO
BHOCSITCSI B YTBEPXKICHHYK) HOMEHKIIATYPY JEJN M0 YKA3aHUIO MpeAcenaTelis
n30UpaTeNbHOW KOMHUCCHUU 10 COIVIACOBAHMIO C TOCYIAapCTBEHHBIM apXUBOM

KemepoBckoii o6actu.
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[Io oOkOHUaHMM KAJIEHAAPHOTO TOJA OTBETCTBEHHBIM 3a  BEICHUE
JIEJONPOU3BOCTBA B KOHIIE HOMEHKJIATYPhI JI€JI COCTABIIAET UTOTOBYIO 3allUCh O
KOJIMYECTBE 3aBEJEHHBIX Jell (TOMOB, YacTel), OTIENbHO TIOCTOSHHOTO U
BPEMEHHOI'O XpPAHEHHS.

Cpok XpaHeHHs] JOKYMEHTOB YKa3bIBa€TCsl B HOMEHKJIATYpE JI€N CO CCHUIKOM
Ha ctathlo Ilepeuns. Cpok XpaHEHHs JOKYMEHTOB, HE YKa3aHHbIX B JaHHOM
[lepeune, ycranaBnuBaercsa IK no cormacoBanuio ¢ DIIK.

Hcuncnenne CPOKOB XpaHEHUs JNOKYMEHTOB, 3aKOHYEHHBIX
JIEJIONPOU3BOACTBOM B TEKYILIEM I'O/ly, HAUMHAETCS ¢ 1 STHBaps CIEeAYIOLIEro roja.

14.2.  OdopmiieHne AOKYMEHTOB, 3aKOHUYEHHBIX JEJIOMPOU3BOACTBOM,
(dbopMupoBaHue Aeil.

3aKOHYEHHbIE  JIEJOMPOU3BOJICTBOM  JIOKYMEHTHI  OQOpMIISIIOTCS B
COOTBETCTBUM ¢ TpeOoBaHUSMU VHCTpyKUMM, CIOHCBIBAIOTCS B JIEJIO
npejaceaareneM (3aMecTHTENeM Ipelceaaresis, CeKpeTapeM) HU30upaTeabHON
KOMHUCCHH, TU00, IO UX YKA3aHUIO, UCTIOJTHUTENIEM, U CIAI0TCSI OTBETCTBEHHOMY 32
BEJICHUE JICJIONPOU3BOJICTBA HE MO3AHee yeM uepe3 10 maHel mocie MCIOoNHEeHMs
nOKyMeHTa. I[Ipym 3TOM B HMKHEH YacTH JIMLIEBOM CTOPOHBI IIEPBOIO JIMCTA
JIOKYMEHTa Ha CBOOOJIHOM OT TEKCTa MECTE CTABUTCSI OTMETKA O €ro MCIOJIHEHUH,
paciinpoBbIBa€TCA MOJANUCH HCIOJIHUTENS, YKa3blBaeTCsl HOMEp Jena 1o
HOMEHKJIaType U Aata cnucaHus. [Ipy HEOOXOIUMOCTH OTMETKA 00 HCIOIHEHHUH
MOXET OBITh cJielaHa Ha OOOPOTHOM CTOpPOHE MepBoro Jmcta Aokymenta. B PK
BHOCUTCS OTMETKa O CIMCAaHUU JOKYMEHTa B JIeJI0 C yKa3aHUEM HOMepa Jena
COTJIACHO HOMEHKJIAType Aell.

HeucnonneHHsle U HeMpaBUIbHO O(QOPMIICHHBIE TOKYMEHTHI BO3BPAIIAOTCS
UCIIOJTHUTEIIO JIJIs1 JOpaOOTKH (100hOpMIICHUS).

HcnonHenHble JOKYMEHTHI (POPMUPYIOTCS B JieJa OTBETCTBEHHBIM 3a BEICHHE
JIEJIONPOU3BOICTBA B COOTBETCTBUU C YTBEPKICHHOW HOMEHKIIATYpOU €Il

Hlena ¢dopMupyrorcst ¢ COOMIOJIGHHEM  MPHUHIMIIOB — CHUCTEMaTH3alluu

JTOKYMEHTOB M UX pachpenesieHuss (TpyNIUPOBKHA) HaA Jejia MOCTOSHHOTO,
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BpeMeHHOro (cBeiie 10 ner) xpaHeHusi, U Ha jnena BpeMeHHoro (mo 10 n;er
BKJIIOYUTEIIHO) XpAHEHUSI.

Jleno cuuTaeTca 3aBEJCHHBIM C MOMEHTAa BKJIOYEHHUSI B HEro IIEPBOrO
WCIOJIHEHHOTO IOKYMEHTA.

3aKOHYEHHBIE JEJIOMPOU3BOACTBOM IJIEKTPOHHBIC JTOKYMEHTBI (DOPMUPYIOTCS
B DJICKTPOHHBIE Jiena (Manku, TUPEKTOPUH) B COOTBETCTBUU ¢ HOMEHKJIATYpOH JeJ.

[Ipu dopmupoBaHnM Jema MPOBEPSIETCS TPABWIHBHOCTH  OTHECEHUS
JOKYMEHTOB B JIaHHO€ JIeJIO, Kad4ecTBO O(OopMIIeHHs U KOMIUICKTHOCTb
JIOKYMEHTOB, HaJW4YUE MOJANUCEN, BU3, PETUCTPALIMOHHBIX HOMEPOB, CIPABOK HIIH
OTMETOK 00 MCIIOJIHEHUH, CTUCAHUU B JICJIO U JPYTHUX.

He nmomyckaercs momenieHue B J1€JI0 JOKYMEHTOB, COAEPKAHUE KOTOPBIX HE
COOTBETCTBYET 3aroJIOBKY JI€a.

ITpu popMupoBaHum €11 COOTIOIAOTCS CACAYIOIINE TPEOOBAHUS:

JIOKYMEHTBI TOCTOSSHHOTO M BPEMEHHOTO XpaHEHHs (HOPMHUPYIOTCS B Jeja
pa3aenbHO;

B JIeJO BKJIIOYAIOTCS TOJBKO HCIIOJHEHHBIC, IPAaBWIBHO OGOPMIICHHBIC
JIOKYMEHTBI B COOTBETCTBUH C 3ar0JIOBKaMH JI€JI B HOMEHKJIATYPE;

BCE JIOKYMEHTBI, OTHOCSIIIECS K PEIICHUIO OJTHOTO BOIpoca, hOPMHUPYIOTCS B
OomHO Jeno. B cimywae eciam moabopka JIOKYMEHTOB 110 OJHOMY BOMPOCY
HacuuThiBaeT 0ojee 100 JTHCTOB, OHA MOXKET OBITH BBIJCIIEHA B CAMOCTOSITEIILHOE
JIeJI0;

JOKYMEHTBHI, MTOJJIEKAIINE BO3BPATY, B €TI0 HE MOMENIAIOTCS,

B JICJI0O MOMEMIAETCS TOJBKO OJWH JK3EMIUISAP JOKYMEHTA, YEPHOBUKH U
BapUAHTHI IPOEKTOB JOKYMEHTOB B JICJI0 HE MOAIIMBAIOTCS (32 UCKIIIOUYEHHUEM TEX,
Ha KOTOPBIX MMEIOTCSA BH3bI, YKa3aHUs IO MCIOJHEHUIO JOKYMEHTOB U JAPYTrHUe
OTMETKH, JOMOJIHSIONINE MEPBbIN dK3EMILISP);

B JIEJIO BKJIFOYAKOTCA, KaK MPaBUIIO, JOKYMEHTHI OJTHOTO KaJ€HIAPHOrO roja
(MCKJTFOUEHHUE COCTABJISIOT JIMUHBIC U TIEPEXOISIINE JIeTIa);

KaXJI0€ Jel0 He JOJDKHO mpeBblmarh 250 muctoB, mpu OoJbIieM oO0beme

JIOKYMEHTOB B Jiejie ((OpMUPYETCSE HECKOJIBKO TOMOB (4acTei).
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[Ipu BrIrOYEeHHH B Aeno (haKcorpaMMBbl JI€TaeTCs €€ KCEePOKOIus, KOTopas
nonmuBaeTcss B geno. [logmuHHUK — dakcorpaMMbl  YHHUYTOXKAETCS  C
IPOCTaBJICHUEM OTMETKH 00 YHUUTOKEHUU HA KCEPOKOITUU.

B cnyyae HE0OXOIMMOCTH TOKYMEHTHI 110 OJTHOMY U TOMY K€ BOIIPOCY, HO C
pa3IMYHBIM CPOKOM XpAHEHUs MOTYT HaxXOOUThCA B OJHOM Jie€jie 0 KOHIA
TEKyLIEr0 ToJa WM JO 3aBEpIICHHs] HCIOJHEHUS JOKYMEHTa, a 3aTeM
nepeopMHUPOBBIBAIOTCS B Jiea MOCTOSTHHOTO M BPEMEHHOTO XPAHEHUS.

B neno BkirOYaroTcs BCE JOKYMEHTBI IO KOHKPETHOMY BOIIPOCY BMECTE C
IIPUJIOKEHUSAMH, YKA3aHHBIMH B TEKCTE JOKYMEHTA; IIPU OTCYTCTBUH MPHUIIOKEHUM,
YKa3aHHBIX B TEKCTE JOKYMEHTA, HCIOIHUTENb O0s3aH CJAeNaTh 3aluch Ha
JOKYMEHTE 00 MX MECTOHAXOXKIACHUH.

JIOKyMEHTBI BHYTPM J€Ja paclojararoTcs B XPOHOJOTMYECKOW WM
BOIIPOCHO-JIOTHYECKOH MTOCIEA0BATEIBHOCTH UIIM UX COYECTAHUMU.

HopMmatuBHBIE H  OpraHHU3allMOHHO-PACIOPSAAUTEIBHBIE  JTOKYMEHTBI C
OTHOCSIIMMHUCA K HUM TPWIOKEHUAMH TPYNIHUPYIOTCA B Jena II0 BHUAAM
JIOKYMEHTOB U XpPOHOJIOTUU.

ITpoToxoibl 3acenanuii N30MpaTeIbHON KOMUCCHM PACIIONATalOTCsA B €€ 10
XPOHOJIOTMM B MOpPSAJIKE BO3pAacTaHus HOMEPOB. JIOKYMEHTBI K 3aCEIaHMIO
n30upaTeIbHON KOMUCCUH MIOMEIIA0TCS MOCJIE COOTBETCTBYIOIIETO MPOTOKOJIA.

[Tonoxenus, MHCTPYKIIWH, YTBEPKIECHHBIE pacnopsauTEIbHBIMA
JOKYMEHTAaMHU, SIBJSIIOTCS IPWIOKEHUSAMU K HHUM U TPYIIMUPYIOTCS BMECTE C
YKa3aHHBIMH JIOKYMEHTaMHU.

[InaHoBas M OoTUETHAsT TOKYMEHTAIUsl HE3aBUCHUMO OT JAThl €€ COCTABJIECHUS
BKJIFOYAETCs B JEJIO TOTO rojia, K KOTOPOMY OHa OTHOCHUTCH.

B nene «Ilepenucka» ucxoasuiuii (OTBETHBIN) JOKYMEHT MOMELIAETCS TOCIIe
BXoAsamero. Bce  AOKyMEHTBI 10 OJHOMY BONpPOCY, IIOCTYIIMBIIME U
pPacCMOTPEHHBIE B TEYEHUE KaJEHAAPHOTO rojd, TPyHIUPYIOTCS BMECTE B OJIWH
pa3aen NmepenucKu, CUCTEMATU3UPYIOTCS MO XPOHOJIOTHMH, MPU ITOM JOKYMEHT-

OTBCT IMOMCHIACTCA 3a JOKYMCHTOM-3aIIpOCOM.
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[Ipu BO300HOBIICHNH TEPEMTUCKH TIO0 BOIIPOCY, HAYABIIEMYCSI B TIPEABIAYIIEM
rojy, JOKyMEHTBI BKJIIOYAIOTCS B JEJIO TEKYIIEro roja M YKa3bIBAETCS HHIEKC
TOTO JieJa MO HOMEHKJAType el MpeAbIaylIero roja, B KOTOPOM HaXOJIATCS
MPEALIECTBYIOLINE JOKYMEHTHI I10 3TOMY BOIPOCY.

OOpaiiieHus rpaxiaaH U JOKYMEHTHI [0 UX PacCMOTPEHUIO0 (GOPMUPYIOTCS B
otnenbHbie fena. Kaxmoe oOpailieHne M Bce JTOKYMEHTHI MO €ro PacCMOTPEHHUIO
COCTaBJISIIOT B JIEJIE CAMOCTOSITENIbHYIO TPYIIy U pacrojiaraiorcs B ai(aBUTHOM
NOPSIJIKE 1O NepBhIM OykBaMm GaMUuii aBTOPOB 0OpaIeHUH.

Ecnu B nene uMeroTcst oOpalieHusi HECKOJIBKUX OpPraHu3alui, MOCTYIUBILINE
B pa3HbI€ CPOKM M HCIOJHEHHBIE OJIHUM pPEIICHHEM, TO OHHU TPYNIHUPYIOTCS
CHayajga MO KOPPECIOHJIECHTCKOMY MpPH3HAKY, a BHYTPU 3TOH TpyHIbl - MO
XPOHOJIOTHYECKOMY.

Ecim x nuchmMaM WM K KakUM-THOO HWHBIM JOKYMEHTaM MPUJIOKEHBI
nokyMeHTbl ¢ nomeTkod «JICID», To Bce HOKYMEHTBI MO 3TOMY BOIPOCY
dbopmupyrotes B aeio ¢ mometrkoit «[CIT».

B nenax, Haxoadmmuxcs B JIEIONPOU3BOJCTBE, JHOKYMEHTBHI TEKYIIETO Ioja
pacnoJiaratoTcs IO XPOHOJIOTMM CHHU3Y BBEpX MO Mepe mnocTymieHus. [lpu
MOATOTOBKE K Claye B apXWB Jejia ¢ JOKYMEHTaMH MOCTOSHHOTO M BPEMEHHOTO
(cBpimie 10 7eT) xpaHeHHs TEpePOPMHUPOBBIBAIOTCS B OOpAaTHOM TOPSJIKE:
JIOKYMEHT, MOCTYIUBIINN B KaJE€HAAPHOM TOJly MOCIEAHUM, JOJDKEH ObITh BHU3Y
JieJia, a IEPBBII JOKYMEHT KAJIEHIAPHOIO ro/ia - BBEPXY, IEPBBIM.

14.3. Texymiee xpaneHue Aen.

Jlena ¢ MOMeHTa UX 3aBEJCHUS U JI0 Nepeayu B apXUB WM YHUYTOXKEHUS B
CBSI3U C UCTEYEHUEM CPOKOB XPaHEHHUs HAXOJATCS y OTBETCTBEHHOTO 3a BEICHUE
JeJI0NPOU3BOCTBA.

[Ipotokonbsl  3acemaHuii, TOCTAHOBJICHUS (pemieHus) U3OUpaTeIbHOU
KOMHCCHUH, CIHUCKU TMPUIJIAIICHHBIX, MpUJIaraéMble K MPOTOKONY IOJJIUHHbIE
AK3EMILUISIPbl TTOCTAHOBJICHUN (PEIIeHU) C COOTBETCTBYIOIIUMH MPUIOKECHUSIMH,
MPOTOKOJIbHBIE TMOPYYEHUS, JOKYMEHTBHI, TMOCIY>KUBIIME OCHOBAaHUEM IS

paccMOTpeHMsI  BOIpoca  Ha  3acelaHuM  KM30MpaTeabHOM  KOMHCCHH,
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pacmmdpoBaHHas ayu03anKiCh 3aceaHusl (Mpy €e HAM4KMH), CIUCKUA PACCBUIKU
NOCTAHOBJICHUW J0 Mepelayd B apXHWB HAXOIATCS y CEKperaps H30MpaTesbHON
KOMHUCCHH.

3a COXPAaHHOCTb JOKYMEHTOB M J€Jl OTBETCTBEHHOCTb HECYT CEKpeTapb
n30UpaTeabHO KOMUCCUM U OTBETCTBEHHBIN 3a BEACHUE JEJIONPON3BOACTBA.

Jlena JOJDKHBI HaxoAWTbCA B paboyel KOMHATe€ WM B CHELHUAIBHO
OTBEJICHHOM I 3TOM IIeNTM MOMEIICHUH U XPAHUTHCS B 3alTUPAIOIIMXCS MIKadax,
IIPENOXPAHSIIONIMX JOKYMEHTHI OT IIBLIN U BO3JECHCTBUS COJIHEUHOTO CBETA.

B wmemax oOecrieyeHuss ONEPATHUBHOTO MOMCKA JIOKYMEHTOB  Jena
pacronararorcss B COOTBETCTBHM C HOMEHKJIATypOW €N, KONUA KOTOpPOU
MOMEIAETCs] HA BHYTPEHHEN CTOPOHE ABEPLIbI MIKada.

Ha Topnax o0s0xexk Aea yKa3blBalOTCsl MHAEKCHI A€l II0 HOMEHKJIAType Al

Hena, Haxomdmuecs Ha TEKYyILIEM XpaHEHUH, nomiexar ydery. llepen
nepefayen JOKYMEHTOB B apXWUB IIPOBOJMTCS IPOBEPKA HAJIWYUA U COCTOSHUSA
JOKYMEHTOB M JieJl B LENAX YCTAHOBJIEHUA (PAKTUYECKOTO Halu4us JAell U
COOTBETCTBHS UX KOJIMYECTBY, YACIALLEMYCS 110 HOMEHKJIIATYPE JIEIL.

[IpoBepka HanmM4Mst M COCTOSHUS JOKYMEHTOB W [JI€J IPOBOAUTCS IIPU
IIEpEMEILICHUU  JIeJI, BO3BpaTe Jejl, CMEHE OTBETCTBEHHOIO 3a BEICHUE
JEeJI0NPOU3BOICTBA.

IIpoBepka mPOBOAMTCS IIyTEM CBEPKHM CTAaT€l HOMEHKJIATypbl Jel C
OTNKCaHUEM JIe] Ha 00JIOKKe, a (PU3NUEeCKOe COCTOSTHUE I OIpeNesseTcs MyTeM
UX BHU3yaJIbHOrO MpocMoTpa. Bce oOHapyxkeHHble HEeIOCTaTKU (PUKCUPYIOTCS B
aKTe MPOBEPKU HAJIMYUS U COCTOSTHUS JIEIT.

B ciyuae yTpaThl JOKyMEHTOB M JI€J IPOBOAMUTCA CIy>KeOHasi mpoBepKa, Mo
pe3yapTaraM KOTOpPOM JIMIIO, BUHOBHOE B YTpaTe, HECET OTBETCTBEHHOCTHh B
YCTaHOBJICHHOM IIOPSIJIKE.

Ecnn  ormenpHble JOKYMEHTBHI, YK€ BKJIIOYEHHBIE B JI€J10, BPEMEHHO
TpeOyroTCsl AJig pabOThl, OHU MOTYT OBITh BBIJAHBI W3 J€Jla OTBETCTBEHHBIM 3a
BEJICHUE JEJIONPOU3BOJICTBA, & HA MX MECTO BKJIAJBIBACTCS JIMCT-3aMECTUTEIb C

YKa3aHHUEM, KOIrJla, KOMY U Ha Kakou CpOK BbIJaH JOKYMCHT.
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14.4. DxcriepTr3a HEHHOCTH TOKYMEHTOB.

DKcnepTh3a HEHHOCTH JOKYMEHTOB MPOBOAMTCS JJI1 YCTAaHOBJIEHHUS HAyYHOMH,
UCTOPUYECKON M MPAKTHUUYECKOW 3HAYMMOCTH JIOKYMEHTOB, OOpa30BaBIIUXCS B
Ipolecce IESATeNIbHOCTH W30MpaTeIbHOW KOMHCCHM, C IENbl0 O0TOOpa MX s
JAJbHEUIIIETO XPAaHEHUS U YHUYTOKEHHS.

DKCIEpTU3Ee LHEHHOCTH JOKYMEHTOB MOMJIEKAT BCE JOKYMEHTHI, HE3aBUCHUMO
OT BHJIOB HOCUTEJIEH U CITOCOOOB 3aIHKCH.

DKcrepTr3a LEHHOCTHM JOKYMEHTOB MPOBOAUTCA TIPU  COCTaBICHUHU
HOMEHKJIATyphl /€N, B mpolecce (HOpMUPOBAHMS J€J, MPU TMOATOTOBKE Jed K
nepesaye B apXuB.

JUIsT paccMOTpEHHUsI TIPOEKTOB HOPMAaTHUBHO-METOJWYECKUX JOKYMEHTOB IIO
BOIIPOCAM JIEJIONPOU3BOJICTBA U APXUBHOIO JEJa, ONMUCEH el MOCTOSHHOIO H
BpeMeHHOro (cBbime 10 JieT) XpaHEHHs, aKTOB Ha YHUYTOXKEHUE Jell U
JOKYMEHTOB, HE€ HMMEIOIIMX HAyYHOM LEHHOCTH M IIPAKTUYECKOIO 3HAYEHUS,
pacropsiKeHUeM MpeJicearesis u3ouparTeabHo komuccuu co3aaercs JK.

B ee QyHKkuMM BXOAWUT TakKe pPacCMOTPEHUE U 00OpEeHHE HOMEHKJIATYpPhl
Jie] n30upaTenbHON KOMUCCHUHU.

B coctaB DK BKItOUarOTCs 4WieHbl M30UPATEIbHON KOMHUCCHH, TPAXKIAHCKUE
CIIy’Kalllie armapara U30MpaTesIbHOM KOMHUCCHH, IO COIJIACOBaHHIO, PAOOTHHUKH
rocyaapcTBeHHoro apxuBa KemepoBckoii 00s1acTu.

OKcnepTh3a LEHHOCTH JOKYMEHTOB OCYILIECTBIISIETCS OTBETCTBEHHBIM 32
BEJICHUE JIEJIONPOU3BOACTBA B COOTBETCTBUU C TPEOOBAHUSAMHU 3aKOHOIATENbCTBA U
IIOCTAHOBJICHUSIMHU UK Poccun, [IOCTAHOBJICHUSMHU (peueHusIMHu)
n30upaTeIbHON KOMUCCUH 110 COTJIACOBAHUIO U MOl METOJUYECKHUM PYKOBOJICTBOM
rocyaapcTBeHHoro apxuBa KemepoBckoii 00s1acTu.

[Tpu npoBeaeHNN SKCTIEPTU3BI LICHHOCTH IOKYMEHTOB OCYILIECTBISIETCSI OTOOP
JIeJT TOCTOSTHHOTO M BpeMEHHOro (cBeimie 10 JeT) XpaHeHus, MOIJIeKAIINX
apXMBHOMY XpaHEHUIO; OTOOP JIeJl C BpeMEHHBbIMU cpokamMu xpaHeHus (10 10 mger
BKJIFOUUTENBHO), TOUICKAIIMX XPaHEHUI0O B U30MpaTeIbHOM KOMMCCHUU [0

HCTCUCHHUA CPOKOB HMX XpPaHCHUA; BBIACJICHUC K YHHYTOXCHHUIO [OCJI 34



89

IpeAbIAYIIUE TOJIbl, CPOKH XpaHEHUS! KOTOPBIX UCTEKIH. [Ipu 3T0M 0THOBpEMEHHO
IPOBEPAIOTCA KA4eCTBO M IOJIHOTA HOMEHKJIATypbl J€l, MPaBHIBHOCTh
OIIPEJIEIICHNS] CPOKOB XPAHEHHUS JIE]1.

DKcnepTh3a IEHHOCTH JOKYMEHTOB OCYILECTBIIACTCS ITyTEM MOJHUCTHOTO
npocmotpa nen. He nomyckaercas oTOOp AOKYMEHTOB U XpaHEHMsI WIH K
YHUYTOXXEHHUIO TOJIBKO HA OCHOBAHUU 3ar0JIOBKOB JIE]I.

OOnapyxeHHbie B nenax ¢ OoTMeTkon «IIIK» JOKyMEHTBI TOCTOSHHOTO
XpPaHEHHsI BBIICIAIOTCA W INPUCOCIMUHAIOTCA K OJHOPOJHBIM J€lIaM  HWIIU
bopMUPYIOTCS B CAMOCTOSITENBHBIE JIeTa.

OcranbHble aemna ¢ oTMeTKOM «OIIK» BKIIOYAIOTCA B aKT HA YHHUUYTOKEHUE.
ITpu 3ToM oTmeTKa «IIIK» B akTe HE yKa3bIBaeTcs.

JIOKyMEeHTBI, YTpaTHBIIME MPAKTUYECKOE 3HAYEHHWE U HE UMEIOIIne
VCTOPUYECKON WJIM HAYYHOM LEHHOCTH, IO MCTEYEHUH YCTaHOBJICHHBIX CPOKOB
XPaHEHHUs OJJIEKAT YHUUTOKEHUIO.

AKTBI O BBIICJICHUN K YHUUYTOKEHHIO JIeJ U JJOKYMEHTOB PAacCMaTpUBAIOTCS
Ha 3acemaHusx OK OJHOBpEMEHHO € ONUCAMM J€l. YHHUUYTOXKECHHE el U
JIOKYMEHTOB JI0 YTBEPKIAEHUS aKTOB 3alpeIaeTCs.

BolgeneHHble K YHUUYTOXKEHHIO JI€Jla U JOKYMEHTBI YHUYTOXAKOTCS IyTEM
U3MEJbYEHHUS, TepepaboTKU WIN APYTUMH YCTAaHOBJIEHHBIMHU CIIOCOOaMU.

[lo pesynbraTam SKCHEPTU3bl LEHHOCTH JOKYMEHTOB OTBETCTBEHHBIM 32
BEJICHUE JICJIONPOU3BOJICTBA COCTABJISIFOTCS ONHCH JEJI TOCTOSHHOIO H
BpemeHHoro (cBbime 10 ner) xpanenus (mpuiokenus Ne 15, 16) u mo nuaHoMy
coctaBy (mpuinoxenue Ne 17), a Takke aKThl O BbIIECJIEHUN K YHUUYTOKEHHUIO JIET,
HE TNOoMJIeKamuX XpaHeHuto (mpwioxkenne Ne 18). DT 1OKyMEHTBI
paccmatpuBaroTcs Ha K.

Onucy nen noCcTOSTHHOTO XpaHEHUs MOJIEKAT YTBEPKICHUIO, a OIUCH JEJ 110
an4HOMY cocTaBy - coriacoBaHuto JIIK. Ilocne paccmorpennsa JIIK ommcu aen
YTBEPKJIAIOTCS MpeiceaTeeM H30MpaTeTbHON KOMUCCU.

IIpy yHUYTOXKEHHWH JOKYMEHTOB CO CPOKOM XpaHeHHs «Jlo MUHOBaHUS

Ha,Z[O6HOCTI/I>), «l rom», «3 roaa» OTBCTCTBCHHBLIM 3a BCACHHC ACIOIMPOMU3BOACTBA
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COCTaBJISIETCS] AKT, KOTOPBIN MOAMMCHIBACTCS HE MEHEE YeM JBYMsI TPaKIAHCKUMHU
CITy>KalllUMU armapaTa u30upaTebHON KOMUCCUU U YTBEPIKIAeTCs TIpeceiaTeIeM
n30upaTenbHON KoMuccun 0e3 paccMoTpenust Ha DK.

Cpoxk xpanenust «Jlo MUHOBaHUS HAIOOHOCTH» HE MOKET OBITH MEHEE OTHOTO
roja.

DNEeKTPOHHBIE JieNla C UCTEKIIMMHU CPOKaMU XPaHEHUs TIOJIJICKAT BBIJCICHHUIO
K YHAYTOXXEHUIO Ha OOLIMX OCHOBaHUSX, TOCJAE YEero MPOU3BOJUTCS HX
bu3nuecKkoe YHUYTOXKEHUE WM YHHUTOKEHHEM MPOTPAMMHO-TEXHUYECKUMU
CPEACTBAaMU C COOTBETCTBYIOLIEH OTMETKOM B AKT€ O BBIJICJICHUU JJIEKTPOHHBIX
JIOKYMEHTOB K YHHUTOXCHHIO.

YUepHOBUKM U  PYKOIKCH TOJTOTABIUBAEMBIX  JIOKYMEHTOB,  KOIHH
WHOOPMAITMOHHBIX W JAPYTHX MaTEPHAIOB, HE IMOJICKAIINX BKIIOYCHHUIO B
HOMEHKJIATypy JeJ, T0 MUHOBaHUHU B HUX HAJ0OHOCTH MOTYT YHHUTOXXAThCs 0€3
COCTABJICHUS AKTa.

BbpomrtopoBka nen MpoOW3BOAUTCA TOJBKO TOCIE MPOBEACHUS SKCIEPTHU3BI
LEHHOCTHU JTIOKYMEHTOB.

14.5. Odbopmnenue aen.

Hena, mnomyexamnue Tmepenadye Ha XpaHEHWE B apXWB, JOJDKHBI ObITh
0(opMIIEHBI COOTBETCTBYIOLINM 00pPa30M.

Odopmienue aena BKIIOYaeT B ce0s MPOBEPKY CUCTEMATU3AIUU IOKYMEHTORB
BHYTpH Ji€Ja, HyMEpaIlMio JIMCTOB, COCTaBJIeHHE (B HEOOXOJUMBIX CIydasx)
BHYTPEHHEH ONUCH JOKYMEHTOB [eNa, JIMCTa-3aBepuTeNs naena, OoQpopMIeHHE
PEKBU3UTOB 00JIOKKHU, MOAIIUBKY (MEPEIICTCHHUE) JIeTa.

B 3aBUCMMOCTH OT CpPOKOB XpaHEHHS IMPOBOJUTCSA TOJHOE WU YACTUYHOE
o opMIICHHE JIEII.

Nlena BpemenHoro (mo 10 5er BKIIOYUTEIBHO) XpAaHEHUS MOJJIEHKAT
qacTUYHOMY odopmiieHn0. [lpu 3TOM JOKYMEHTBI JTOMYCKAeTCS XPAaHUTh B
Nankax-CKOPOCIIMBATENAX, MATKUX 0010kKaxX. Odopmisitorcs 00JI0)KKa U JIUCT-

3aBCPUTCIIb ACJIA.
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Jlena MOCTOSIHHOrO M BpeMeHHOro (cBbimie 10 jeT) XpaHeHWs MNOJIexar
nosHoMmy odopmienuto. [lonHoe opopmieHue nena mpeaycMaTpuBaeT MPOBEPKY
CUCTEMATU3AlMM JIOKYMEHTOB BHYTPH Jiella, MPaBUIBHOCTH HX OGOPMIICHUS
(Hanmu4Kre HeOOXOJUMBIX MOIMKUCEH, BU3, OTMETOK O PETUCTPALIUU U MCIIOJHEHUH,
MPUIOKEHUH ), HyMEPaIUIO JUCTOB, COCTABJICHHE BHYTPEHHEW OMUCH JOKYMEHTOB
nena (ans 0co00 LEHHBIX eI, JUYHBIX JIed, a Takxke Jiel, cOPMUPOBAHHBIM T10
Pa3HOBUIHOCTSIM JOKYMEHTOB, 3arOJIOBKH KOTOPBIX HE PACKPBIBAIOT KOHKPETHOE
collepKaHue JIOKYMEHTa), COCTaBJICHUE JIMCTa-3aBepUTeNa Jena, oQopMIeHUE
PEKBU3UTOB O0JIOKKH, MTOAIUBKY (TIEpeIIETEHUE) IeTa.

O6noxka gena odopmisieTcss Mo ycTaHOBICHHOW (opme (mpuiioxeHue No
19). CBenieHust Ha OOJIOXKKY TEPEHOCITCS U3 HOMEHKIIATYPHI 1€ ¢ YTOUYHCHUSIMH,
OTpakarImUMHU (HaKTUIECKUI COCTAaB TOMEIIEHHBIX B JI€JI0 JOKYMEHTOB.

Obnoxxkka gena oQOpMISETCS YEPHbIMH CBETOCTOMKMMHU YEpHUIIAMH,
pa3zbopunBo, 0e€3 cokpamieHuil. [lomyckaercs odopmiieHHe OOJIOKKH Jena ¢
MCTIOJIb30BaHNEM KOMIIBIOTEPHOIN TEXHUKHU.

Ha o0noxke pena yKa3bpIBalOTCS CIEAYIOIIME PEKBU3UTHI: HAa3BaHUE
M30UPATEIIbHOM KOMHUCCHUM, JI€JIONPOU3BOJICTBEHHBIN HOMEp (MHAEKC) Jena,
3arojIOBOK Jefa, jJara Jena (Toma, 4acTH), KOJUYECTBO JIMCTOB B JEJie, CPOK
XpaHEeHHUs JieJia, apXUBHBIN MHUQP Jena.

PexBU3UTHI, IpOCTaBiIsieMble Ha OOJIOKKE Jiena, O(pOpMIISIOTCS CIAEAYIOIIUM
obpazom:

Ha3BaHME M30MpATENPHON KOMHCCHM YKa3bIBa€TCS B COOTBETCTBUH C
Pernamentom  m30uparenbHOi — Komuccuu. [lpuw  W3MEeHEHMHM  Ha3BaHUsA
n30UpaTeIbHOW KOMHUCCHUM B TEUEHHUE MEPHUOAa, OXBAaTbIBAEMOTO JOKYMEHTaMHU
7iena, Ha 00JI0KKE K CTapoMy Ha3BaHHUIO MPHUIHCHIBAETCS HOBOE;

JeJIONPON3BOACTBEHHBI HOMEp (MHAEKC) JeNia - MpocTaBisieTcss HuppoBoe
o0o3HaueHUE (MHIEKC) Jeia 10 HOMEHKJIAType Jed M YKa3blBaeTcs HOMEp ToMa
(vactn);

3arojIoBOK (HaMMEHOBaHHUE) Jefla MEePEHOCUTCS W3 HOMEHKIATyphl Aen (B

H€O6XOJII/IMBIX ClIy4dasaXx B 3aroJIOBOK BHOCATCA YTO‘IHGHI/ISI);
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7aTa qiena - Ha 0OJIOJKKeE Jieyla YKa3bIBalOTCS JABE NIaThl, KOTOPHIE HA3bIBAIOTCS
KpallHUMU JaTaMd U COOTBETCTBYIOT TOJYy 3aBEJCHUS W OKOHYaHMS Jiefa.
HavanpHast gata - 3TO JaTa caMOrO paHHETO, a KOHEYHAas Jara - Jara caMoro
MO3/IHETO JOKyMeHTa B jenie. [Ipu 5TOM y4MTBIBAIOTCS AaThl BXOJAIIUX U
UCXOJAIUX JOKYMEHTOB (B cClydyae HMX OTCYTCTBUSL - JaThl PErucTpaluu
JIOKYMEHTOB), U HE YUYUTHIBAIOTCS JAaThl CIUCAHUS JOKYMEHTOB B JI€JIO, YKa3aHUU
M0 UCIIOJIHEHUIO TOKYMEHTOB, OTMETOK HUCIOJHUTENA (32 UCKIIIOUCHUEM CITy4aeB,
KOI'/Ia Ha JOKyMEHTaX He UMEETCs IPYTuX JIaT, KpOME MEePEUNCICHHBIX ).

[Ipn HamucaHuu KpaiHUX OaT HA OOJOXKKAaX e MOCTOSHHOTO XpaHEHUS
YUCJIO W TOJI MPOCTABISAIOTCA apaOCKUMU U(paMu, a Ha3BaHUE Mecsia MUIIETCS
npornuchio 0e3 cokpamieHus. Ha o00nokkax Jen BpPEMEHHOTO XPaHEHHS
YKa3bIBAa€TCsI TOJIBKO TOJ.

Ha oOnoxkax Jen, COCTOANMX W3 HECKOJbKHMX TOMOB (4acTeil),
MIPOCTABJIAIOTCS KpaHUE AaThl KAKIOTO TOMa (YacTH).

KonnyecTBO mpoHYMEpPOBaHHBIX B JEJE€ JUCTOB NPOCTABISIETCS C JIMCTa-
3aBepuUTENs Aea.

Cpox XpaHeHUusl EPEHOCUTCS Ha OOJIOKKY Jesna U3 HOMEHKIaTypel aen. Ha
JieJ1aX MOCTOSHHOrO XpaneHus nuiercs: «IlocTosHHO».

ApxuBHBIN UG Jena COCTOUT U3 HoMmepa ¢GoHIa, HOMEpa OMUCH, HOMEpa
JieJia MO0 ONUCH W TPOCTaBIsIeTCS B TOCYAapCTBEHHOM apxuBe KemepoBckoi
o0nacTu.

Ha Topue penma yka3plBarOTCS 3arojIoOBOK JI€Jla, HWHIEKC Jela IO
HOMEHKJIAType, JaTa Jena U CPOK XPaHECHHUS.

B nensx obGecniedeHus: COXpaHHOCTH U 3aKPEIICHUS TTOPAJIKA PACTIOJIOKEHUS
JIOKYMEHTOB, BKJIFOUEHHBIX B JI€JIO, BCE JIUCThI, KPOME UUCTHIX, JINCTA-3aBEPUTEIIS
Jiea ¥ JINCTOB BHYTPEHHEHW OMHUCH, HYMEPYIOTCS B PA3BEPHYTOM BHJIE apabCKUMU
nudpamMu BaJioBOM Hymepammer. Yucthie nucThl W3 nena u3bMaroTcs (0e3
MOBPEXJCHUS IEJOCTHOCTH JieJla) W YHUYTOXAroTcs. JIMCTBI HyMepyroTcs

IMPOCTBIM KapaHJAlIOM CBCPXY BHU3 B BO3PACTAIOIICM IMOPAAKES HOMCPOB, HAYNHAA
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c nepBoro. [{udpel mpocTaBistoTCS B MpaBOM BepXHEM yriy jucta. Hymepamms
LBETHBIMU KapaHJallaMH, YEPHUIAMHA U HyMEpaTOpaMHy HE JOIyCKAETCS.

JIOKyMeHTBl ¢ COOCTBEHHOW HyMepalMel JUCTOB, B TOM YHUCIE IEYaTHBIC
U3JIaHUs, HYMEpPYIOTCS B OOIIEM TOpSAKE WM COXPaHSAIOT COOCTBEHHYIO
HYMEpaIMIo, €CJId OHa COOTBETCTBYET MOPSIKOBOMY PACIIOJIONKEHUIO JMCTOB B
nene.

Cnoxennplii nuct Oonpimoro ¢opmara (A2, A3) pa3BopaumBaercs U
HyMepyeTcsi B NpaBOM 4YacTu BepxHero mojs jucta. [lpu 3Tom nmct mo0oro
dopmaTta, MOAIIMTHIA 3a OAMH Kpail, HyMepyeTcs KaK OJWH JIUCT, a JIUCT,
CJIOKEHHBIM U MOJAIIUTHIA 32 CepeANHY, MOIJIEKUT MEPEIINBKE U HYMEPYETCs Kak
OJIVH JIUCT.

Ecnu B Aene ecTh KOHBEPT € BIOXKEHUSIMH, TO CHa4YaJla HyMEpPYeTCsl KOHBEPT,
a 3aTe€M OYEpEIHBIM HOMEPOM - KAKJIO€ BIOKEHUE.

dotorpaduu u JApyrue WIUTIOCTPATUBHBIE MaTepUaibl HYMEPYIOTCS Ha
00OpPOTHOI CTOPOHE B JIEBOM BEPXHEM YTIIy.

JIuCT ¢ HarIyXo HaKJIeeHHBIMH JOKyMEHTaMu (BbIpe3kamu, pororpadusmu u
Jp.) HyMepyeTcs KaK OJHUH JUCT. Ecu K JTOKYMEHTY MOJKJIEEHbl OJHUM Kpaem
JIpyrue JOKYMEHTHl (BCTaBKM TEKCTa, IEPEBOABI M T.I.), TO KaXKIAbI JIMCT
HYMEPYETCS OTAEIIBHO.

JIMCT ¢ yKa3aHUsIMU 0 UCTIOJIHEHHUIO JOKYMEHTa HyMEpYyeTCsl KaK OTAEJIbHbIN
JIUCT.

[IpunoxeHue K neiy, COCTABISIIOUIEE OTAEIbHBIA TOM, HyMEPYETCs OTAENbHO.

[Ipy HanmuuuM OTHENBHBIX OIIMOOK B HYMEpAallMM JHCTOB B Jeiax Mpu
NOATOTOBKE MX K CJladye B apXMB JOIMYCKAETCS II0 COIVIACOBAHHMIO C HUM
ynoTpeOJieHne JIUTEPHBIX (C OYKBEHHBIMU JIOTIOJIHEHUSIMH ) HOMEPOB JIUCTOB.

B nenax mocTOsSSHHOro XpaHEHus Ul y4eTa U NOHMCKa JOKYMEHTOB B Haydajie
JieJ1a MOKET OMENIaThCA BHYTPEHHS onuch (npuiiosxkeHue Ne 20).

JIucTel BHYTPEHHEN ONMCH HYMEPYIOTCSI OTAEIBHO.

Kaxxnoe neno 3akaHuMBaeTcs JTUCTOM-3aBEPUTENIEM YCTAHOBIECHHOW (HOpMBI

(npunosxxenue Ne 21).
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B nucre-3aBepurene nena uudpamu U MPOMUCHIO YKa3blBaeTCsl (PaKTUUECKOE
KOJIMYECTBO JIMCTOB B JAHHOM Jefie, (U3NYECKOE COCTOSHHUE JOKYMEHTOB
(momapku, Hepa30OpUMBBIA TEKCT, MOPBaHHbBIE JIUCTHI U T.J.), a TAK)KE HAJIWYHE
JUTEPHBIX W MPONYIIEHHBIX HOMEPOB JIUCTOB, KOJWYECTBO JMCTOB BHYTPEHHEU
ONMCU U HAJIWYME Cpeau JOKYMEHTOB Ta3eT, KHHI, OpOIIIop, uepTexkeH,
¢ororpa¢uii, pUCYyHKOB M T.J., CTaBUTCS Jara U MOJIUCH TI'PaKIAHCKOTO
CITy’Kallero, c(hpOpMHUPOBABIIETO JEJI0, U YKA3bIBACTCS €r0 JAOKHOCTD, HHUIHAIIBI
u ¢ammiua. Ecin KOIMYecTBO JHUCTOB B JI€JI€ U3MEHSETCS, 3aBEpUTENIbHAsS
HAJIIUCh COCTABIISIETCS] BHOBB.

[Ipy moaroToBke Aen K MOAIIMBKE (MEPEIUIETY) MPOBEPSETCS MPABUIBHOCTh
ux (opmupoBaHus, o0GOpMIICHUS, METAUINYECKUE CKPEIUIEHUS U3 JOKYMEHTOB
YAAIAIOTCSL.

JIOKYMEHTBI TOJIIMBAIOTCS TaKUM 00pa3oM, 4TOObI MOXHO ObUIO CBOOOJHO
IIPOYUTATh TEKCT KaXIOro JOKYMEHTa, BHU3bl M YKa3aHUS II0 MCIHOJIHEHHIO
JIOKYMEHTA.

14.6. Ilepenaya gen B apxuB

[lepenayda e NOCTOSSHHOTO XPAHEHUS B apXHUB OCYLIECTBISETCS MOCAMHUYHO
no yreepxkaeHHbIM OIIK rocynapcTBEHHOro apxXwBa OINUCAM JEN IOCTOSHHOTO
XpaHEHMUS.

[IpueM AOKYMEHTOB Ha MOCTOSIHHOE XpaHEHHE O()OpMIISIETCSI aKTOM MpUeMa-
nepegayu J0KyMeHTOB (Tpuioxenne Ne 22).

IIpu mepemade nen Ha BceX 3K3EMIUIApaX OMHUCH JEN MPOTHB KaXJ0To
BKJIFOYEHHOTO B Hee Jena B rpade «llpuMeuanue» cTaBUTCS OTMETKA O HAJIMYUU
nena. B koHIlE KaXa0ro SK3eMIUIsipa ONHMCH JeN yKa3bIBaloTcs LHUdpaMu U
IPOMUCHI0 KOJIMYECTBO (DaKTHUUECKH MNPUHATHIX (MIEpEAaHHbIX) B apXUB Jell,
MHUIMAIIBI 1 (aMUIUU JIUL], OCYILECTBIISIONINX TpHUeM-TIepeaayy e, CTaBsITCs UX
NOJINKCH U J1aTa.

[Ipu npueme naen B apxuBe MPOBEPSIETCS MPABUIBLHOCTh MX O(OPMIICHHS.

Hena, odopmiileHHBIE C HapyIIEHHEM IpaBWi, YCTaHOBJIEHHbIX WHCTpyKUMEH,
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BO3BpAIAIOTCS B U30UpaTENbHYI0 KOMHCCHIO C YKa3aHHEM HEJOCTaTKOB IS MX
YCTPaHEHHS.

N30uparenpHas KOMUCCUS MMEET IPUOPUTETHOE MPAaBO HA MCIOJIb30BaHHE
JIOKYMEHTOB, MEPEAAHHBIX €0 Ha TOCYIAPCTBEHHOE XPAHEHUE, B TOM YHUCJE Ha MX

NepBYIO MyOIUKAIIHIO.

15. OTBEeTCTBEHHOCTH

15.1. Ynensl n30upaTenbHO KOMHCCHH, TPAXIAAHCKUE CIIyXKalllhe arrapara
n30MpaTeNbHOM KOMUCCUH, TPaXIaHe, 3aMEIAIOIINE T0JKHOCTH, HE SBIISIIOLIUECS
JOJDKHOCTSIMU  TOCYJAapPCTBEHHOM TPaKIAHCKOW CIY>KOBI, a TakkKe TpaxJaHe,
MPUBJIEKAEMbIE [0 TPaKIAHCKO-TIPABOBBIM JIOTOBOPAM, HECYT NEPCOHATLHYIO
OTBETCTBEHHOCTh 3a coOofeHue TpeboBaHuil WMHCTpyKIUHU, COXPaHHOCTH
HaXOJSIINXCS Y HUX JOKYMEHTOB.

15.2. OTBETCTBEHHOCTh 32  OpPraHU3alMI0  JCJIONPOU3BOJACTBA B
n30UpaTebHOW KOMHUCCHH, BHEJIPEHHE aBTOMATU3UPOBAHHBIX (KOMITHIOTEPHBIX)
TEXHOJIOTUHA MOJATOTOBKH M 00paOOTKH JOKYMEHTOB, O00OECIIEUEHHE COXPAHHOCTHU
JIOKYMEHTOB W Tepefady MX B apXuB, KOHTPOJIb 3a COOJIOJIEHHEM TpeOOBaHUM

HHcTpyKIuu HECeT ceKpeTapb U30MpaTeIbHON KOMUCCHUH.

COI'JTACOBAHO
[Tporokon DIIK apxuBHOrO
ynpasnieHuss KemepoBckoit o0nacTu
« » 2016 roga Ne
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[Tpunoxenue Ne 1

K HHCTPYKLUHU

IO JIEJIONPOU3BOJICTBY

B M30upaTenbHOil KOMUCCHHT
Kemeposckoii o6nactu

ITEPEYEHD
JOKYMEHTOB, HE ITOJIEXXKAIINX PETUCTPALIUU B 111 IEJIO

1. CooOmienust 0 3aceAaHMsIX, COBEIIAHUSIX U TTOBECTKaX JHSL.

2. Y4eOHble MPOrpaMMBbl, IJIaHbI (YUUTBHIBAIOTCS B OT/IEIIE KAAPOB).

3. PeknamHble WU3BEIIECHMS, IJIAKATHl (YYUTBHIBAIOTCA B CTPYKTYPHBIX
NoJpa3fefieHUsIX ~ ammapara W30UpaTenbHOW KOMHUCCHH 10  HampaBlICHHUSIM
JIESITETLHOCTH ).

4. TIlo3npaBUTENBHBIE INCbMA U TEJIETPAMMBI.

5. [IpurnacurenbHble OMIIETHI, IPUTJIAILICHUS HA PA3JIMYHbIE MEPOIIPUSITHS, HE
CoJIepKalllie HaJJIeKAIUX PEKBU3UTOB ITHCHMA.

6. byxranrepckue 10KyMEHTHI (YUUTHIBAIOTCS B OyXTaiaTepun).

7. IleyaTHble U30AHUS.

8. CTeHorpaMMbI 3ace/laHUi OpraHOB I'OCYIapCTBEHHOM BiaacTu KeMepoBckoit
o0Jy1acTu.

9. KoHBepThI C 3asiBKaMU YYaCTHUKOB 3aKYIOK TOBAapOB, pabOT, YCIyT.
10. JInunast KOppEeCOHACHIIUS.
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[Tpunoxenue Ne 2

K HHCTPYKLUHU

IO JIEJIONPOU3BOJICTBY

B M30upaTenbHOil KOMUCCHHT
Kemeposckoii o6nactu

AKT
Mg, HIKETIO A CABIINECS
,
COCTAaBWJIM aKT O TOM, YTO « » 20 r. Opu
BCKPBITUM IIAKETa
B HEM HE OKa3aJIoCh

HaCTOHHlI/Iﬁ aKT COCTABJICH B AIBYX JK3CMILJIApax.

IHommucnu:
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[Tpunoxenue Ne 3

K HHCTPYKLUHU

IO JIEJIONPOU3BOJICTBY

B M30upaTenbHOil KOMUCCHHT
Kemeposckoii o6nactu

®OPMbI BJIAHKOB,
MCHOJIb3YEMBIX B U3BUPATEJIbBHOI KOMUCCHUH

MN3BUPATEJIbBHAA KOMUCCHUA
KEMEPOBCKOM OBJIACTHU

NPOTOKOJ 3ACEJAHUA

r. KemepoBo

< omneena E""Oe,
= ,
'§$ G b %

U3BUPATEJIBHAS KOMUCCHUSI KEMEPOBCKOM OBJIACTH

NPOTOKOJ 3ACEJAHUA

r. KemepoBo

MN3BUPATEJIBHAA KOMUCCHUA
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KEMEPOBCKOWM OBJIACTH

BBINMNCKA U3 ITPOTOKOJIA 3ACEJAHUA

r. KemepoBo

U3BUPATEJIBHAS KOMUCCHUSI KEMEPOBCKOM OBJIACTH

BBINMNCKA U3 ITPOTOKOJIA 3ACEJAHUA

MN3BUPATEJIBHAA KOMUCCHUA
KEMEPOBCKOM OBJIACTHU

IMOCTAHOBJEHME

r. KemepoBo

U3BUPATEJIBHAS KOMUCCHUSI KEMEPOBCKOM OBJIACTH

IMOCTAHOBJEHME
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r. KemepoBo

U3BUPATEJIBHASI KOMUCCHUS
KEMEPOBCKOM OBJIACTHU

PACITIOPAXEHMNE

r. KemepoBo
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W3BUPATEJBHASI KOMUCCHUS KEMEPOBCKOM OBJACTHU

PACHOPAXEHMUE

r. KemepoBo
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N3BUPATEJBHASI KOMUCCHUS KEMEPOBCKOM OBJACTHU

NPEACEAATEJD

np. Coserckuii, 1. 58, r. Kemeposo, 650064, tenedon (384-2) 58-52-89, daxc (384-2) 58-54-62,
email: iksrfA2@rambler.ru, ampec caiita: www.kemerovo.izbirkom.ru

Ne
Ha Ne oT
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W3EUPATEJBHASI KOMUCCHUS KEMEPOBCKOM OBJIACTH

SAMECTUTEJDb NMPEACEIAATEJ A

np. Coserckwii, 1. 58, r. Kemeposo, 650064, Tenedon (384-2) 58-52-89, dakc (384-2) 58-54-62,
email: iksrfA2@rambler.ru, ampec caiita: www.kemerovo.izbirkom.ru

Ne
Ha Ne oT
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U3BUPATEJIBHAS KOMUCCHUSI KEMEPOBCKOM OBJIACTH

m“n_ccna Eg,,&o
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o
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CEKPETAPD

np. Coserckuii, 1. 58, r. Kemeposo, 650064, tenedon (384-2) 58-52-89, daxc (384-2) 58-54-62,
email: iksrfA2@rambler.ru, ampec caiira: www.kemerovo.izbirkom.ru

Ne
Ha Ne oT

U3BUPATEJBHAS KOMUCCHS
KEMEPOBCKOM OBJIACTH

r. KemepoBo
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U3BUPATEJBHASI KOMUCCUS
KEMEPOBCKOM OBJIACTHU

np. Coserckuii, 1. 58, r. Kemeposo, 650064, Tenedon (384-2) 58-52-89, daxc (384-2) 58-54-62
Email: iksrf42@rambler.ru, angpec caiira: www.kemerovo.izbirkom.ru

Ha Ne oT

U3BUPATEJIBHAS KOMUCCHUS
KEMEPOBCKOMU OBJIACTU

mp. Coserckuit, a. 58, r. Kemeposo, 650064
tenedon (384-2) 58-52-89, daxc (384-2) 58-54-62
e-mail: iksrf42@rambler.ru

azpec caiira: www.kemerovo.izbirkom.ru

Ne
Ha No oT »;

[Tpunoxxenue Ne 4

K MHCTPYKIIUU

1O JIEJIONPOU3BOJCTBY

B N30uparenbHOil KOMUCCUU
Kemeposckoii obnactu

TPEBOBAHUA
K JOKYMEHTAM, U3I'OTOBJIIEMbBIM C IIOMOILBIO ITEYATAIOIINX
YCTPOUCTB, U K PANJIAM TEKCTOBBIX JOKYMEHTOB
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1. Tekctbl mokymeHTOB Ha OnaHkax ¢opmata A4 meuartatorcs depes 1,5
MEXCTPOYHBIX HMHTEpBasia, Ha OnmaHkax ¢dopmata AS - yepe3 1 MEXCTPOUHBIHA
UHTEPBAL

TekcTbl JOKYMEHTOB, IOJATOTaBIMBAEMBIX K THIOTPapCKOMY H3AAHUIO,
neyaTaroTcs Yyepes ABa MEeKCTPOUHBIX HHTEpBaa.

2. Ha3Banue BHJa TOKYMEHTA [€4aTaeTCsl IPOIMUCHBIMHU OyKBaMH.

3. Ecnu 3aronoBok k TekcTy npeBbiaeT 150 3HaKkoB (5 CTPOK), AOMyCKaeTcs
IpojJieBaTh €ro 10 TpaHHIbl MPaBOro Moyis. Todka B KOHIIE 3arojoBKa HE
CTaBHUTCS.

4. PacumdpoBka noanucu B pekBusute «lloamuce» medataeTcs Ha ypOBHE
MOCTIEAHEW CTPOKM HAMMEHOBAHUS JOJDKHOCTH C HCIOJIb30BAHMEM KOMOWHAIMH
knasui Shift - Ctrl - [IpoGen mexay naMIMaNaMu 1 GpaMuiren.

5. Cosznanue, QopmaTUpoBaHME U BBIBOJ Ha Ie4aTh JOKYMEHTOB
IPOU3BOATCS Ha KOMIIBIOTEpPAX C MCHOJIb30BAaHUEM TEKCTOBOrO mpoueccopa MS
Word. BHeapeHue 3neKTpoHHBIX TaOJaull, CO3AaHHBIX B TaOJMYHBIX IpoLEeccopax,
B nokymMeHTl MS Word He momyckaercs. JlomyckaeTcsi, mpu HEOOXOJUMOCTH,
co3/iaHue, opMaTUPOBAHUE U BBIBOJ HA NI€YaTh TAOJIUI] IOCPEICTBOM TAOIMUYHOTO
npoieccopa MS Excel.

6. Ilpu ¢opMaTupoBaHuM JOKYMEHTOB 0O0f3aTE€IBbHO  MCIIOJb3YETCs

BKJIFOUCHHAs KHOIIKa , YTOOBI BHJICTb HAa 9KpPaHC BCC CJ'Iy)Ke6HBIC CHUMBOJIBI.
7. HpI/I q)OpMaTI/IpOBaHI/II/I TCKCTAa TOKYMCHTOB HCIIOJIB3YCTCS CTUIIb, KOTOpBIﬁ
HMCCT CJICAYIOIIHC ITIapaMCTPhI:

- Ilpudt TimesNewRomanCyr

- Pazmep 14 myHkTOB

- Orctyn cleBa 0 cm
cripaBa 0 cm

- HuTepBan nepen 0 myHKTOB
rocie 0 mMyHKTOB

-  MexcTpouHbIi MTOJIyTOPHBIN

UHTEPBAI
- IlepBas cTpoka orcTyn Ha 1,25 cm
- BripaBHUBaHUE 10 IIIMPHHE

8. Ilpu QopmartupoBaHun TabIUIl HEOOXOAMMO COONIOAATH CIEAYIOLIUE
TpeOOBaHMUS:

Tabmuia BCerJa [OJDKHA HMMETh Ha3BaHHWE, KOTOPOE BBIPABHUBAETCSA TIO
IPaBOMY IOJIO TOKYMEHTA,

TabJIMIIa BRIPABHUBACTCS TI0 IIEHTPY JIUCTA;
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3aroJIOBKU CTOJIOLIOB U CTPOK BBIPABHUBAIOTCS IO LICHTPY SYCHKH;

JaHHBIE B STYCHKaX TaOIUIIBI BEIPABHUBAIOTCS CBEPXY IO JIEBOMY Kpalo;

POJOKEHNE TaOJUIIBI HA HOBOM JIMCTE BCET/Ia HAUMHACTCS C 3ar0JIOBKOB €€
CTOJIOLIOB (MJIM HOMEPOB rpad B cirydae, eciau rpadnl TaOIUIBI HA TEPBOM JINCTE
IPOHYMEPOBaHbI);

CTPOKU TaOJUIIBI TIEPEHOCATCS HAa HOBBIA JIMCT JOKYMEHTa WCKIIOYHTEIHHO
IETUKOM;

IIMpUHA W BbBICOTA TAONWIBI HE JOJDKHBI MPEBBIIATH pPa3MEpPbl TMOJEH
JTIOKYMEHTA.

9. Pazmepsl oneun JOKyMEHTa JOJKHBI UMETh CIIETYIOIINE TapaMETPhI:

- BEpXHee 2,0 cMm
- HIWDKHEE 2,0 cm
- JIeBOE 3,0cm
- TpaBoe 1,5 cm

Ot Kpas 10 KOJOHTUTYJIA:
- BEPXHETO 1,25 cm

- HIDKHETO 1,25 cMm

10. Ilpu moATOTOBKE JOKYMEHTOB MCIOIL3YIOT CIACAYIOIINE PEKBU3UTHI:
- sMOnema M3buparensHoit komuccuu KemepoBckoit o6actu;
- HAMMEHOBAaHKE U30MPATETHLHON KOMUCCHUH;

- HAMMEHOBAHUE JIOJIKHOCTHOTO JIUIA;

- CTIPaBOYHBIC CBEJICHUS 00 OpraHU3allnu;

- HAMMEHOBAHME BUJIA JOKYMEHTA;

- 1aTa IOKYMEHTAa;

- PETUCTPALMOHHBIA HOMEP JOKYMEHTA;

- CChIJIKA Ha UCXOJIAIIUN PErUCTPAllMOHHBIA HOMEP U AaTy IOKYMEHTA;
- MECTO COCTaBJICHUs (M31aHUS) TOKYMEHTA;

- aJpecar;

- rpu yTBEpKIEHUS TIOKYMEHTA;

- 3ar'0JIOBOK K TE€KCTY IOKYMEHTA;

- YKa3aHHS 110 UCTIOJIHEHUIO IOKYMEHTA,;

- OTMETKa O KOHTPOJIE;

- TEKCT JOKYMEHTA;

- OTMETKA O HAJIMYHMU HPHUIIOKEHUS;

- TIOJINIUCH;

- rpud coriacoBaHUs TOKYMEHTA;

- BU33;

- 1I€YaTh;
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- OTMETKA 00 MCIIOJIHUTEIIE;

- OTMETKA 00 MCIIOJTHCHUH JOKYMEHTA U HAIlPaBJICHUH €T0 B JCIIO;

- HICHTU(HUKATOP AIEKTPOHHOH KOIUU JOKYMCHTA.

11. PexBu3uthl (KpoMe TEKCTa JOKYMEHTAa M ajJpecaTa), COCTOSIIUE W3
HECKOJBKHX CTPOK, ITIEYaTaIOT CO CICIYIOITUMU ITapaMETPaMH:

- Ilpudr TimesNewRomanCyr

- Pasmep 14 myHKTOB

- Otctyn cieBa 0cm
cripaBa 0cMm

- HuTepBan nepen 0 myHKTOB
nociie 0 myHKTOB

- MexXCTpOUHbIi UHTEpBAI OJVHAPHBIN

- OrcTyn nepBoy CTPOKHU HET

- BeIpaBHHBaHUE 110 LICHTPY

12. PekBU3UT «AzpecaTy NeyaTaroT CO CIEAYIOMNMHA apaMeTPpaMu:

- Ilpudt TimesNewRomanCyr

- Pasmep 14 myHkTOB

- Orctyn cJeBa 7 cMm
cripaBa 0cm

- MHHurepBan nepen 0 mMyHKTOB
rocie 0 mMyHKTOB

-  MexCTpOoUuHbIii HHTEPBAI OJMHAPHBIN

- OtcTyn nepBoi CTpOKHU HET

- BrlpaBHuBaHue 10 LIEHTPY

Eciu cocraBHbie wacTu pekBH3UMTOB «Anpecar», «[pud yTBepKaeHUs
nokymeHTtay, «I'pud cormacoBaHus JOKymMeHTa», «OTMeTKa O HaJIMYUU
MPWIOKEHUS» HE yYMEIIAITCS HAa OJAHOW CTPOKE, TO Pa3pbiB CTPOKU B HYKHOM
MECTe TMPOU3BOJUTCA C TMOMOINBI cuMBOJia «Pa3ppiB cTpokm» (KOMOMHAIUS
knaBuil Shift - Enter), Hanpumep:
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COI''TACOBAHO

PykoBonurens denepanbHOro
apXMBHOTO areHTCTBA

A.H. Aptuszos

13. IIpu odopmieHMM NOKYMEHTOB Ha ABYX M Oojiee CTpaHHIIAX BTOpas H
MOCTEAYIONIME CTPaHUIIBl JODKHBI OBITh TMpoHyMmMepoBaHbl. Homepa crpanun
MPOCTABIIAIOT MOCEPE/IMHE BEPXHETO MOJIS JTUCTA apaObCKuMU lUPpamMu 6€3 BCIKUX
3HAKOB MPETMHAHUS.

Ecnu 1okyMeHT UMEET NIPUIIOKEHHE, TO OHO MEYATAETCS C HOBOM CTPAHULIBI.

14. JIns BBISIBIICHUSI U UCIPABJICHUS] BO3MOXKHBIX OIIMOOK B MPABONMUCAHUU B
chopMHUpPOBaHHBIX (haiiyiax PEKOMEHIYETCS OCYIIECTBISATh MPOBEPKY TIOKYMEHTOB,
UCITIOJIb3YsI CUCTEMBI IIPOBEPKYU IIPABOIMCAHMS.

15. Kaxnpli AOKyMEHT CO BCEMH NIPWIOKECHHMSIMU K HEMY IOMENIAIOT B
OTIEIbHBIN (ailn (ecaum NpHIOKEHHS CO3AaHbl OAHUM mpoueccopoM). BHyTpu
¢aiina cam TOKYMEHT U Ka)KJ0€ MPUJIOKEHNUE TOMENIAOT B OTAEIbHBIE PA3EIIbI.

16. Bce pekBU3HTBI JOKYMEHTa OTHAEISIIOT APYr OT APYyra OJHOM ITyCTOU
cTpokoii, obpasyemoii cumBonom a63ara (Y- kmaBmma Enter). B Tekcre He
JOJDKHO BCTpeuaThes Oosiee JByX CUMBOJIOB a03alia moapsi.

17. He nomyckaercsi mucath cioBa C pa3psiAKOW, BCTABISAA MPOOETbI MEXKITY
OykBamu B ciioBax. He jomyckaercst ucnosiab3oBaHue NpoOesoB sl oOpa3oBaHUs
a03alHOro OTCTyMa (KpacHOM CTPOKH) WJIM MYCThIX CTPOK. B Tekcre HE MOIKHO
BCTpeUaThCsl NMoJpsi 0ojiee OHOTO CHUMBOJIA Ipobena. Pa3nenenne WHUIMANOB U
¢damunnu, cuMmBoia Ne u yucna, mopsiAKOBOIo HOMEpa CTaTbhH, YaCTH, MMyHKTA WJIH
MOJAMYHKTa MPaBOBOr0 aKTa, YKClia MEcsla M Ha3BaHWsS Mecslla, 4Kclia roja u
CIIOBA «TOMA», JIIOOBIX YHMCIOBBIX 3HAYEHUW W €IWHUL U3MEPEHUs JeNaeTcs C
UCIIOJIb30BaHUEM HepasjenuMoro mpobderna (coueranwe kiasumn Shift - Ctrl -

[TpoGen).
18. He nomyckaercst BKJIFOYATh B TEKCT JOKYMEHTA Pa3ACIUTENbHBIE JIMHUM,
COCTABJICHHbBIE U3 LIETIOYEK CUMBOJIOB (*, =, -, - 1 11p.).

19. He pnomyckaercs HUCHONB30BaHHME B PYCCKHUX CIOBaX CXOAHBIX IIO
HauepTaHUIo JaTuHCKUX OykB (A, a, B, C,c,E,e, H, K, M, O, 0, P, p, 1, X, X, y).

20. He pomyckaeTcsh HCIOJNB30BaHUE CcUMBONA TaOymasuuu (—) s
oOpa3oBaHMsl a03allHOTO OTCTyna (KpacHOW CTPOKHM) WM IYCTBIX CTpOK.
A03anHbIi OTCTYN ycTaHaBIMBalOT B MeHI0 Dopmar/Al3all wid ¢ MOMOULIBIO
BEPXHETO JIBMKKA Ha TOPU30HTAILHOM JIMHEHNKE.

21. He pnomyckaercs WCIONB30BAaHUE CHUMBOJIA «-» s 00O3HAUCHUS
nepeHoca. BmecTo Hero criemyer HCIOJNb30BaTh CHMBOJ MSTKOTO TepeHoca
(xomOunarms knaBuil Ctrl — «-»).

22. Jlns HamwWcaHUs PUMCKHX LU(P TOMKHBI HCIIONB30BAThCS 3arjiaBHBIC
oykBbl natuHckoro andasuta (I, V, X, C, D, L, M). Ucnonb3oBanue mjis 3Toi
IEJIM PYCCKUX OYKB M apaOCKuX 1udp HE JOMyCKaeTCsl.



107

23. Bmecto OykBbl «E» momkHa ynorpeOnsathes OykBa «E» (kpome HMeH
COOCTBEHHBIX MPU HATMYUH TTOATBEPKIAIOIINX TOKYMEHTOB).

24. PexBusuthl «HammeHOBaHWe BHIAa JOKYMEHTa» JIOJDKHBI — OBITH
BBIPOBHEHBI TIO IEHTPY. He mormyckaeTcsi MCIOJIb30BaHWE CHMBOJA ad3ara s
IpEpPBIBaHUSI CTPOKA B TMPOU3BOJIBLHOM MECTE, JIA ITOTO CIEAYeT MPUMCHSTH
CHMBOJI pa3pbiBa cTpoku (koMOMHanus kiapum Shift - Enter).
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IIpunoxenue Ne 5

K HHCTPYKLUHU

IO JIEJIONPOU3BOJICTBY

B M30upaTenbHOil KOMUCCHHT
Kemeposckoii o6nactu

Crmcok PaCCBUIKHU UCXOOAIIMUX JOKYMCHTOB

/11

HanmenoBaHue oprana (opraHuzaiuu)

[TomHBIN OYTOBBIN aapec

[Ipencenarens (3aMecTUTENH TIPEICENATENS, CEKPETAph) U30UpaTEIbHON

KOMHCCHUH
Hcnomaurenp

«

»

20

T.




«
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[Tpunoxenue Ne 6

K HHCTPYKLUHU

IO JIEJIONPOU3BOJICTBY

B M30upaTenbHOil KOMUCCHHT
Kemeposckoii o6nactu

CDopMa yKaSaHI/Iﬁ 110 UCITIOJIHCHHUIO JOKYMCHTA

I[MPEACEJATEJIb (BAMECTUTEJIb
INPEJCEJATEJIA, CEKPETAPD)
N3BUPATEJILHOM KOMUCCHUH

HMHHUIIUAJIbI, (baMI/IJII/IH

» TI.
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IIpunoxenue Ne7

K HHCTPYKLUHU

IO JIEJIONPOU3BOJICTBY

B M30upaTenbHOil KOMUCCHHT
Kemeposckoii o6nactu

HHIEPEYEHbD
OBA3ATEJIbHBIX CBEAEHMHM O JOKYMEHTAX, NUCITIOJIb3YEMbIX
B IIEJIAAX YUYETA U ITONCKA JOKYMEHTOB B 111 IEJIO

. ABTOD.
. Anpecar.
. JIOmKHOCTD, (DaMIIIAS U MHULIUAITBI JIATIA, TIOIIMACABIIIETO TOKYMEHT.
. HammeHoBaHue BUJa JOKyMEHTA.
. laTta nokymeHra.
. PeructpanrionHslii HOMEp JOKYMEHTA.
. JlaTa mocTyTuieHUs1 JOKYMEHTA.
. PeructpanrionHblii HOMEp BXOIAIIETO IOKYMEHTA.
. CBeieHNsT O CBSI3aHHBIX JIOKYMEHTaxX (HaMMEHOBAHHME BHJA JIOKYMEHTA,
JlaTa, perUCTPAIIMOHHBIN HOMEp, TUII CBS3KH).
10. 3arosioBoK Kk TEKCTY (KpaTKoe CO/IepKaHUe TOKYMEHTA).
11. Mapekc nena mo HOMEHKIIAType Jedl.
12. CeneHnus o nepeagpecanuy JOKYMEHTA.
13. KonnuecTBO JIMCTOB OCHOBHOT'O IOKYMEHTA.
14. OT™MeTka 0 NMPUIOKEHUHU (KOJWYECTBO MPHIJIOKEHUM, 00IIee KOJIMUYECTBO
JIMCTOB MPUIIOKEHH).
15. Yka3zanus 1o MCIOJHEHUIO JOKYMEHTa (MCIOJHUTENb, MMOPYYCHHUE, JaTa
WCIIOJTHEHUS ).
16. OT™MeTKa 0 KOHTpOJIE.
17. I'pud orpannyeHus 1ocTymna.
18. IIpoBepka 3JI€KTPOHHOM MOJIIUCH.
19. Ilogpaznenenue - OTBETCTBEHHBIN UCIIOJTHUTENb JOKYMEHTA.
20. ®aitnbl HIEKTPOHHOTO JOKYMEHTa (KOJU4YeCcTBO (pailyioB, numeHa (haision).

O 01N DN = WP
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[Tpunoxenue Ne 8

K HHCTPYKLUHU

IO JIEJIONPOU3BOJICTBY

B M30upaTenbHOil KOMUCCHHT
Kemeposckoii o6nactu

KAPTOUYKA JIMYHOI'O IPUEMA 3ASABUTEJIEN

N3BUPATEJIBHAA KOMUCCHUA
KEMEPOBCKOM OBJIACTHU

JATA JIMHHOI'O TIPUEMA «  » 20 roma
3ASBUTEJIb, ITPULLIEAIINI HA JIMYHBII ITPUEM:

bamumnus:

M

0TUYeCTBO (TIPU HATTUYHH ):

COIIMaJIBHOC ITOJIOKCHUC

ITIOYTOBBIN aIpEC ISl OTBETA:

(ymuua, 1oM, Kopmyc, kBaptupa, cyorekt Poccuiickoit deneparium,
HACEJICHHBIN MyHKT, UHJEKC)

KPATKOE COAEPXAHUME YCTHOI'O ObPAIIEHNA:

YJIEH U3BUPATEJIBHOM KOMUCCHUU, OCYILECTBJISIOLINNA JTNYHBIN
[TPUEM:

bamumus:
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UM

OTYCCTBO

PEIIEHUE, ITPUHATOE 110 YCTHOMY OBPAILIEHUIO:

(comepkaHue YCTHOTO OTBETA MO CYLIECTBY TOCTaBIEHHBIX B YCTHOM
oOpallleHuu BOMIPOCOB, JAHHOTO C COTJIACHs 3asBUTEINSI, €CITH
U3JI0’KEHHBIE (DAKTHI M OOCTOSATEIBCTBA SABIISAIOTCS OUEBHIHBIMU

U He TPeOYIOT JAOMOIHUTEIBHON MPOBEPKH )

(COIIGp}KaHI/Ie YCTHOTI'O OTBCTA, JAHHOT'O 3aABHUTCIIIO,
C HaIIpaBJICHUCM ITMCbMCHHOI'O OTBeTa)




113

[Tpunoxenue Ne 9

K HHCTPYKLUHU

IO JIEJIONPOU3BOJICTBY

B M30upaTenbHOil KOMUCCHHT
Kemeposckoii o6nactu

JIucT cornacoBaHus

JIOJ>KHOCTB

damunus,

Jlarta Iloamuce
WHUIAAJIBI

Ucnionmanrenun
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[Tpunoxenue Ne 10

K UHCTPYKIUU

110 ACJIOIIPONU3BOACTBY

B M30upaTenbHOil KOMUCCHHT

Kemeposckoii o6nactu

YTBEPXIAIO
IIpencenarens
(3aMecTuTENb NpeceaaTeNsl, CEKpeTaph)
N3buparensHoil komuccuu KemepoBckoit 00acTu
UHUIHAIIBL, (haMUITIs

MOJITNCH
« »

CIIMCOK

JOJKHOCTHBIX JIUIL (OpraHU3allnii), KOTOPBIM HAIPaBJISIETCS TOCTAHOBJICHUE
N3buparensHoit komuccun KemepoBckoit obmactu

OT « » 20 roma Ne

(YKa3aTh 3aroJIoBOK)

Ne Koi-Bo
HanmenoBaHue oprana (opranuzaiuu) [Ipumeuanue
n/m 9K3.
Hcnonaurens

« » 20 roma
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[Tpunoxenue Ne 11

K HHCTPYKLUHU

IO JIEJIONPOU3BOJICTBY

B M30upaTenbHOil KOMUCCHHT
Kemeposckoii o6nactu

U3BUPATEJBHASI KOMUCCHUS KEMEPOBCKOM OBJACTHU

PABOYAS I'PYIIIIA

(Ha3BaHUe)
MPOTOKOJI

No

I.

[IpencenarenscTBYyOMMNA (PYKOBOAUTEND pabOYel rpymibl)
Cexkpetapb
[IpucyrcTBOBaNM:

[TIOBECTKA JIHA:
1.
2.

1. CJIVILIAJIA:
BBICTYITNJIN:
PEINJIN:

2. CJIVIIIAJIA:

BBICTYITNJIN:
PEINJIN:

[IpencenarensCcTBYONMHN (PYKOBOAUTENH pab0odeii TPYIIIIbI)

Cekperapb
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[Tpunoxenue Ne 12

K HHCTPYKLUHU

IO JIEJIONPOU3BOJICTBY

B M30upaTenbHOil KOMUCCHHT
Kemeposckoii o6nactu

U3BUPATEJBHASI KOMUCCHUS KEMEPOBCKOM OBJACTHU

PABOYAS I'PYIIIIA

(Ha3BaHUeE)

PEIIEHUE

No
r. KemepoBo

[IpencenarenscTBYONMHN (PYKOBOAUTENH pab0oyeii TPYIIIIbI)

Cexkperapb
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[Tpunoxenue Ne 13

K HHCTPYKLUHU

IO JIEJIONPOU3BOJICTBY

B M30upaTenbHOil KOMUCCHHT
Kemeposckoii o6nactu

ITEPEYEHD
[TOVJIEXKAIINX KOHTPOJIIO JOKYMEHTOB C YKA3AHMEM CPOKOB
NCITOJIHEHU A

1. ®egepanbHble KOHCTUTYLMOHHBIE 3aKOHBI, (eAepalibHble 3aKOHBI
Poccniickon @enepanuu - COTJIaCHO YKa3aHHOMY B HUX CPOKY.

2. Vkassl lIpesnnenra Poccuiickon denepannu - COrjJacHO YKa3aHHOMY B
HUX CPOKY.

3. Pacnopsixenust Ilpesunenta Poccuiickoii @enepauuud - COTJIACHO
YKa3aHHOMY B HHX CPOKY.

4. ITocranoBnenus, pacnopsbkenus [IpaBurensctBa Poccuiickoit @enepanuu -
COIVIACHO YKa3aHHOMY B HHUX CPOKY.

5. 3akonsl KemepoBckoit 06:1aCTH - COTJIACHO YKa3aHHOMY B HUX CPOKY.

6. IlocTaHOBIEHMS, pELICHUS 3aKOHOJATEIbHOro opraHa KemepoBckoii
00JIaCTH - COTJIACHO YKa3aHHOMY B HUX CPOKY.

7. IlocTanoBneHus opraHa rocygapcTBeHHon Biactu KemepoBckoil o6sactu -
COTJIACHO YKa3aHHOMY B HHUX CPOKY.

8. PacnopsbkeHus TIaBbl OpraHa IOCyJapCTBEHHOM Biactu KemepoBckoit
00JIaCTH - COTJIACHO YKa3aHHOMY B HUX CPOKY.

9. Ilapnamentckue 3anpockl CoBera ®enepanuu DenepanbHoro Codpanus
Poccuiickoit ®enepanuu, ['ocynmapctBennoit Jlymbr denepanbroro CoOpaHus
Poccuiickoit denepannu - He MO3HEE YeM yepe3 15 KajneHgapHbIX ITHEW co JHS
MOJYYEHHs]  MAPJAMEHTCKOrO  3ampoca WIM B HWHOW  yCTAaHOBJIEHHBIN
cooTBeTcTBYIOMIIEH manatoi denepanbHoro Cobpanusi Poccuiickoit deneparumn
CPOK.

10. 3ampocet uneHoB Comera PDenepanuu DenepansHoro CoOpaHus
Poccuiickon @enepaunu, nenyratoB locymapcrBenHon J[lymbl DenepanbHOTO
CoOpanus Poccuiickoit denepanuu - He mo3aHee yeMm uepe3 30 KajaeHIapHBIX
JTHEU CO JIHS €r0 MOJyYEHUs WM B MHOM COTJIACOBAHHBIM C MHUIIUATOPOM 3ampoca
CPOK.

11. OOpamenuss uneHoB Cosera @Pexnepauuu DenepanbHoro CoOpaHus
Poccuiickon @enepaunu, aenyraroB l['ocymapcrBenHou J[lymbel dDenepanbHOro
CoOpanus Poccuiickoit ®enepauuu 1O  BOMpPOCaM, CBSA3aHHBIM C  HUX
NeATEeIbHOCThIO, - Oe3oTiaraTelibHO (2 Tpu  HEOOXOIUMOCTH  IOJYy4YEHUS
JIOTIOJIHUTENBHBIX MAaTEpUAIOB - HE To3Hee yeM depe3 30 KaneHAapHbIX AHEN CO
JTHS TIOJTYYICHHS OOpaIeHus ).

12. OGpartenusi AeMyTaTOB 3aKOHO/IATEIHLHOTO (TIPEICTABUTEILHOTO) OpraHa
Brnactu KemepoBckoil 00jacTH - B CpPOK, YCTAaHOBJICHHBIH 3aKOHOAATEIIbCTBOM
KemepoBckoii o6mactu.
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13. Ilucema u3 Apmunuctpauuu Ilpesmaenta Poccuiickoit denepanum,
IIpaButennbctBa Poccuiickoit ®@enepaunu, Koncrurymmmonnoro Cyaa Poccuiickoit
Oenepannu, BepxoBHoro Cyna Poccuiickoii @enepanuu, ['eHepanbHOU
npokypatypbl Poccutickoit denepanuu, anmuauctpanu KemepoBckoit o6macTu -
B COOTBETCTBUM C YKa3aHUSAMH MO HCIOJHEHHUIO JOKYMEHTa MpeaceaaTens
(3aMectuTeNs mpeaceaareis, cekperaps) u30upaTeabHOW KOMUCCHUU, €CIM B HUX
HE yKa3aH CpPOK - HE N03/IHee yeM uepe3 30 KaJleHIapHbIX THEM.

14. TIpotect npokypopa - He o3Hee ueM depe3 10 KajeHaapHbIX JHel JTu0o
B CpPOKH, YCTAaHOBJICHHBIE IIYHKTOM 2 cTartbu 23 @PenepanbHOro 3akoHa ot 17
sauBaps 1992 roga Ne 2202-1 «O npokypatype Poccuiickoii @eaepannm.

15. IlpencraBienue mnpokypopa - B TEUEHHE MeECSALNA CO JHA BHECCHMS
IIPEICTABIICHHUS.

16. TpeboBanue mpokypopa - He mo3aHee 4eM depe3 10 KaneHmapHbIX THEH
7100 B CPOKH, YCTAHOBJIIEHHBIE MYHKTOM 3 cTaThu 9.1 denepanbHOro 3akona ot 17
aaBaps 1992 roga Ne 2202-1 «O npokypatype Poccuiickoit @enepannmy.

17. OOpamenusi TpaxkjaaH MO BOIpocaM BBIOOPOB U pedepeHIyMOB, IO
BOIIPOCAaM OT3bIBa BBICIIETO JOHKHOCTHOTO Juiia Kemeposckoit obnactu - m10 30
KaJICHJApPHBIX JTHEHW, a MOCTYIHUBIIKWE B IMEPUOJ HU30MpATETHbHOM KaMIlaHUU - B
cootBeTcTBUM ¢ DenepaibHbiM  3aKOHOM «OO0  OCHOBHBIX  TapaHTHUAX
n30upaTeNbHBIX TIPaB M IpaBa Ha ydactue B pedepenayme rpaxaan Poccuiickoit
denepanum».

18. Ilepecbinka oOparieHuUd TpakaaH, COJAEPXKAIIUX BOMPOCHI, PEIICHUE
KOTOPBIX HE OTHOCUTCA K KOMIIETCHIIMM  U30UpATEeIbHOM  KOMHUCCHH,
OCYUIECTBIISIETCS] B TEUEHUE CEMH KaJEHJIAPHBIX JHEH.

19. OO6pamenuss cpeacTB MaccoBod uwHOpManuu 1O  BOIpocam
NpefoCcTaBleHusT MHPOpMalUU - CeMb KalleHIapHbIX AHel. Eciu Tpebyemble
CBEJICHUSI HE MOTYT OBITH MpPEACTaBICHBI B YKa3aHHBINM CPOK, TO JOIYCKaeTCs
OTCpOYKa B TMPEJOCTABJICHHUM 3alpaiivBaeMoil WHOOpMAIMU C BpPYYCHHEM B
TPEXTHEBHBIA CPOK CO JHS TMOJy4YeHHUs MUCHBMEHHOTO 3arpoca HH(opMmanuu
yBEJIOMJICHHSI 00 OTCpOYKE MPEICTABUTENI0 PEAAKIIMU, B KOTOPOM YKa3bIBAIOTCS
MpUYMHA OTCPOYKH, JlaTa, K KOTOpPOMl OyJeT mpeacTaBlieHa 3ampalirBaeMas
uHdopmaIusi, MOJDKHOCTHOE JIMIIO, YCTAHOBUBILIEE OTCPOYKY, JaTa MPUHITHS
pernieHust 00 OTCpOUKe.

20. 3anpoc rocyaapCTBEHHOrO OpraHa, OpraHa MECTHOTO CaMOYyNpaBJICHUS
WIM JIOJDKHOCTHOTO JIMIA, PAacCMAaTPUBAIOIIET0 oOOpalleHue, JOKYMEHTbl U
MaTepuaibl, HeOOXOIUMbIE ISl pacCMOTPEHUsI OOpalleHus, TPEIOCTaBISAIOTCS B
TeueHue 15 nHeH, 3a HCKIIOYEHHEeM JIOKYMEHTOB U MaTepuajoB, B KOTOPBIX
coJiep>KaTcsl CBEJIEHHUsI, COCTABJISIONINE TOCYJaPCTBEHHYIO UM MHYIO OXPaHAEMYIO
dbenepasbHBIM 3aKOHOM TailHy, W JJIi KOTOPBIX YCTAHOBJIEH OCOOBIM MOPSIIOK
MPEIOCTABIICHUS.
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N36upaTenbHas KOMUCCHS
KemepoBckoii obmactu

HOMEHKJIATYPA JEJI

No
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K HHCTPYKLUHU

IO JIEJIONPOU3BOJICTBY

B M30upaTenbHOil KOMUCCHHT
Kemeposckoii o6nactu

YTBEPXJIAIO

[Ipencenarens

N36upartenbHOl KOMUCCUU

KemepoBckoii obnactu

(MecTo cocTaBJICHUS) [Toanuck PacmudpoBka nognucu
Ha roj JlaTa
Kon-Bo nen| Cpok xpaHeHus nena
Nupexkc | 3aronoBok nena . PO Xp 1
(TOMOB, (Toma, yacTu) [Ipumeuanue
nena (ToMa, yacTH) . .
yactei) |u Ne ctaTeil mo nepeyHto
1 2 3 4 5
HasBanue pazgena
HanmMmenoBaHue JOKHOCTH COCTABUTEIS IHoanuce Pactmmdposka
MOANUCH
HOMEHKJIaTypbl
Jlata
COI'JTACOBAHO COI'JTACOBAHO
[IpoTokon DK [IpoToKOa 3KCIIEPTHO-TTPOBEPOUHOM
KOMMCCHHU FOCYJIapCTBEHHOTO apX1Ba
KemepoBckoii obactu
OT No oT No
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HtoroBas 3amuch 0 KaTeropusix U KOJUYECTBE JIe]l, 3aBEACHHBIX B rouy
B M36upatenpHolt kKoMuccuu KemepoBckoii o6macTu
B Tom uncie
ITo cpokam xpaHeHus Bcero TR C OTMETKOIA
P «OIK»
1 2 3 4
[ToctostHHOTO
Bpemennoro (coime 10 ser)
Bpemennoro (a0 10 net
BKJIFOUHTEIIHHO)
HUTOI'O:
HanmeHoBaHME HOKHOCTH COCTABUTEINS [Toanuce Pacmudposka

IIoAIINCH
HOMCHKIJIATYPhBI
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[Tpunoxenue Ne 15

K HHCTPYKLUHU

IO JIEJIONPOU3BOJICTBY

B M30upaTenbHOil KOMUCCHHT
Kemeposckoii o6nactu

N30upatenbHas KOMUCCUs YTBEPXIAIO
KemepoBckoii obsactu
DOOH/I Ne [Ipencenarens
OITNCDH Ne N30uparenbHOil KOMUCCUU
JIeJ1 IOCTOSTHHOTO XPAaHEHUS KemepoBckoii obiactu
3a roJ [Moamucr PacmmdpoBka moamucu
Jlarta
No Nunexc Kpaiinue | Kon-Bo
3aroJIoBOK Jiena [Ipumeuanue
/o nena aThl | JINCTOB
1 2 3 4 5 6

B TAHHBIN paszen OIMCH BHECEHO

(mudpamMu ¥ IPOIUCHIO)
¢ No o Ne , B TOM YHCJIC:

JIUTCPHBIC HOMCDpaA:

IIPOIYLIEHHBIE HOMeEpa!

HaunMenoBanue DOKHOCTHA COCTaBUTENS [Tonnuce Pactmmdposka
MOJITHUCH
OTUCH

Jlarta

COI'JTACOBAHO COI'JTACOBAHO
[TpoToxon DK [IpoTokon 3KCIEPTHO-TTPOBEPOYHOM
KOMKCCHUU TOCYJJAPCTBEHHOTO apXHUBa
KemepoBckoii o6actu
oT Ne oT Ne




N36upatenbHas KOMUCCHUS
KemepoBckoii o6nactu

dOH]T Ne

OIINCH Ne
nen BpeMeHHoro (cBbiie 10 j1eT) XxpaneHust
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ITpunoxxenue Ne 16

K HHCTPYKIUHU

O JIEJIONPOU3BOJICTBY
B M30upaTenbHOil KOMUCCHHT
KemepoBckoit obnactu

YTBEPXIAIO

[Ipencenarens
N36upareabHO KOMUCCUT
Kemeposckoit o6nactu

3a roj [Moanuce Pacmmdposka noamnucu
Jata
. Cpoxk
Ne | Uunexe Kpaithue | Kou-Bo P [TIpumeyanu
3aroJIoBOK Jieiia XpaHEeH!
n/m nena JIaThI JIUCTOB i e
1 2 3 4 5 6 7
B JAHHBIN paszen OIUCHU BHECEHO
(mudpamMu ¥ MPOITUCHIO)

¢ No o Ne , B TOM YHCJIE:
JIUTEPHBIE HOMEpa:
MPOMYIICHHBIC HOMEpa:

HanmeHnoBanue JOJDKHOCTHU COCTaBHUTCIIA

OIINCH

JlaTta

COI'JTACOBAHO
[TpoToxon DK

oT

Ne

IToamuce

PacumdpoBka noanucu
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[Tpunoxenue Ne 17

K HHCTPYKLUHU

IO JIEJIONPOU3BOJICTBY

B M30upaTenbHOil KOMUCCHHT
Kemeposckoii o6nactu

N30upatenbHas KOMUCCUs YTBEPXJIAIO
KemepoBckoii obmactu
DOOH/I Ne [Ipencenarens
OITNCDH Ne N30uparenpHO KOMUCCUU
JIEJI TI0 IMYHOMY COCTaBY Kemeposckoit obnactu
3a roJ [Monmuck PacmmdpoBka nognucu
Jata
. Cpok
No | Mnupmexc Kpaiinne | Kon-Bo
3arojioBOK Jena xpanend | [I[pumeyanue
n/n nena JIaThI JIUCTOB .
1 2 3 4 5 6 7

B JAHHBIN paszen OIMCH BHECEHO

(tmudpamu ¥ MPOIUCHIO)

¢ No 1o Ne , B TOM YHCIJIE:
JIUTEPHBIE HOMeEpa:
IIPOIYLIEHHBIE HOMeEpa:
HaunMeHnoBaHue JOJKHOCTH COCTABUTEIA [Tonnuce Pacmmdposka
OTUCH MOJIITICHU
JlaTta

COI'JTACOBAHO COI'JTACOBAHO

[TpoToxon DK [IpOTOKOJI 3KCIIEPTHO-ITPOBEPOYHON KOMUCCHU

I'ocynapcTBeHHOTO apXuBa
KemepoBckoii obnactu
OT No OT No




N36mupatenbHas KOMUCCHS
KemepoBckoii obiactu

AKT

Ne
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[Tpunoxenue Ne 18

K HHCTPYKLUHU

IO JIEJIONPOU3BOJICTBY

B M30upaTenbHOil KOMUCCHHT
Kemeposckoii o6nactu

VTBEPXJIAIO

[Ipencenarens

N36upareabHO KOMUCCUT

(MecTO cocTaBieHUS)

Jlata

KemepoBckoit obmacTu

Iloamuce

O BBIACJICHNN K YHUUYTOXCHHUIO NOKYMCHTOB,

HC IIOAJICKAIIUX XPAaHCHHIO

PacmudpoBka noanucu

Ha ocHoBanuu IlepeuHss TUMOBBIX yIPaBICHUYCCKUX ApXWUBHBIX JOKYMEHTOB,
00pa3yIoImKUXCsl B MPoLEecce ACATENbHOCTH TOCYAapCTBEHHBIX OPraHOB, OPTaHOB
MECTHOTO CaMOYIIPABJICHUS W OpPTaHW3AIMKA, ¢ yKa3aHUEM CPOKOB XpaHCHUS W
HOMEHKIaTyphl Aen M30uparensHoit komuccuu KeMepoBckoit o0iactu 0TOOpaHbl
K YHUYTOKCHHIO KakK HE HWMCIOIINE HAYYHO-UCTOPUYECKON IICHHOCTH U
YTPATHUBIIIHE MPAKTHUECKOE 3HAUCHHUE IOKYMEHTBI.

3aroJIoBoK
Nnunekc nena mo Cpoku

nena uiv .
Ne OVIIOBO Kpaiiuu | Homenknarype |Kois-Bo| xpanenus mu | IIpume
n/m Py € JaThl | WJIK HOMEp Jena | €. Xp. | HoMepa cTaTel | YaHue

3aroJIOBOK

10 OTIMCH I10 TIEPEYHIO
JTOKYMEHTOB
1 2 3 4 5 6 7

Hroro: eI. Xp. 3a
roJibl

(tudpamMu ¥ IPOITHUCHIO)
Onucu nen  MOCTOSSHHOTO  XpaHEHWs  3a r'OJIbI

YTBEPKIEHBI, 110
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JUYHOMY COCTaBy COTJIACOBAHBI Cc OIIK

(HaMMEHOBaHHUE APXUBHOTO YUPEIKICHHS )
(IPOTOKOJI OT «___ » r. No )

(HauMeHOBaHUE JOJDKHOCTH JIMIA, IPOBOJMBIIEIO 3KCIEPTU3Y ILIEHHOCTH
JIOKYMEHTOB)

(moamnuce) (wHUTMATBI, (haMUITHS)

JlaTta

COT'JIACOBAHO IIpotoxon 9K M30upaTenbHOM KOMUCCHH
Kemeposckoii o6aactu

oT No

JIOKyMEHTBI B KOJIMYECTBE JIeI,
TOMOB

BECOM KT CIaHBI B

(HaMEHOBaHUE OpPraHU3alN)
Ha TIepepabOoTKy MO MPUEMOCIATOYHON HAKIIATHOM OT No
(mara)

HaumenoBaHue TOMKHOCTH

IPaXKIAHCKOTO CITY>KaIlleTO, CAABIIETO

JIOKYMEHTBI

[ara [Toanuce Pacumdposka nognucu
N3MeHeHus B yYETHBIEC IOKYMEHTBI BHECEHBI

HanmMenoBanue 101KHOCTH

IPaXXJaHCKOTO CIIYXKAILlETO, CIaBIIErO

JIOKYMEHTBI

Hara ITonmuce PacmudpoBka moanucu
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[Tpunoxenue Ne 19

K HHCTPYKLUHU

IO JIEJIONPOU3BOJICTBY

B M30upaTenbHOil KOMUCCHHT
Kemeposckoii o6nactu

|
d. Ne |
Om. Ne |
. No | |

IF'OCYJAPCTBEHHBINA APXVB

KEMEPOBCKOM OBJIACTH
N3BUPATEJ/IBHAA KOMUCCHSI
KEMEPOBCKOHU OBJIACTH
JIEJIO Ne Tom Ne
(3aroJI0BOK jerna)
(kpaitHue nathl)
Ha JIUCT
XpaHHUTb
I
®. Ne |
Om.  No |
. Ne |
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[Tpunoxenue Ne 20

K MHCTPYKLUHU

IO JEJIONPOU3BOICTBY

B M36upaTenpHOll KOMUCCUU
KemepoBckoii obnactu

BHYTPEHHA OITUChH
JIOKYMEHTOB ziesia No

ara
Ne NHunexc A Homepa | IIpumeuan
JOKYMEHT | 3arojoBOK JOKYMEHTA
/T | TOKyMEHTa a JINCTOB JIeia ne
1 2 3 4 5 6

Uroro:
JIOKYMEHTOB
(mudpamMu U IPOMUCHIO)
KomnmuecTBo JIACTOB BHYTPEHHEU OIUCHU
(g pamMu ¥ MPOTUCHIO)
HanmMeHoBaHue qODKHOCTH JIUIIA, [Tognuce PacmmdpoBka noanucu

COCTaBUBIIIETO BHYTPEHHIOIO OMUCh
JIOKYMEHTOB JieJia

Jlarta
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[Tpunoxenune Ne 21

K MHCTPYKLUHU

IO JEJIONPOU3BOICTBY

B M36upaTenpHOll KOMUCCUU
KemepoBckoii obnactu

JIMCT-3ABEPUTEJIb JIEJIA Ne

B neno mommmTo W TpOHYMEPOBAHO
JUCTOB(a),

(mdpamMu ¥ MPOTTUCHIO)

B TOM 4HUCIJIC.

JIUTEPHBIE HOMEpa JIMCTOB
MPONYIICHHbBIE HOMEpa JIMCTOB
+ JIUCTOB BHYTPEHHEM OIUCH

Oco6eHHoCcTH (PU3UYECKOTO COCTOSIHUS U
Howmepa nucros
dbopmupoBaHus ea
1 2
HaunmMenoBanue JOJKHOCTH [Toanuce PacmmmdpoBka noanucu

Jlara




YTBEPXIAIO
[Ipencenarens
N36uparensHO KOMUCCUU
KemepoBckoii obmactu

[Toanuck
Pacmmdposka noamnucu
Jara ITeyats

AKT Ne
npueMa-repeiaud apXuBHBIX
JIOKYMEHTOB Ha XpaHCHHE
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K UHCTPYKIUHU

IO JEJIONPOU3BOICTBY
B M36upaTenpHOll KOMUCCUU
KemepoBckoii obnactu

YTBEPXIAIO
(HauMeHOBaHUE JOJKHOCTH

PYKOBOJUTES
OpraHU3alUU-TIPUEMIIINKA)

IToamce
Pactmdposka noamnucu
Hara  Ileuath

(ocHOBaHHME TIepeaadn)

(Ha3BaHue nepenaBaeMoro (poxma)

caan,

(HaMMEHOBaHUE OPraHU3alNN-CAATYNKA)

IIPUHSLI

(HaMMEHOBaHUE OPraHU3alNN-CAATYNKA)
JIOKYMEHTBI Ha3BaHHOTO (hOHA ¥ HAYYHO-CIIPABOYHOTO armapara K HUM:

Ne n/m HaszBanue, Homep onucu KomnuectBo | KommuectBo |I[Ipumeuanne
JK3EMILIIPO el. Xp.
B OIICH
1 2 3 4 5

Htoro npunsTO

el1. Xp.

ITepenauy npoussenu
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Homxnocts Iloamuce PacmmdpoBka  omkHocts Iloamuce PacmmdpoBka
NOANUCH MOANUCH

Hara Jarta

®onny npucBoeH No
N3MeHeHus B yUeTHBIE IOKYMEHThI BHECEHbI

JlomKHOCTD [Tognuce Pacumdposka
NOATIUCH
JlaTa




