WCHOJIHUTEJIbHBIA KOMUTET TATAPCTAH PECITYBJIUKACBI

JAUIIEBCKOI'O _ 3 JIAEII MS"JHI/II_[I/IHAJII)
MYHUIIUITAJIBHOI'O PAMOHA b PAUOHBI
PECIIYBJIMKA TATAPCTAH N BAILIKAPMA KOMMTETBI
| > < |
YepHBIIIEBCKOTO yiI., 1.23, r.Jlaumeso " Uepubmues ypamsi, 23 Hue fopt Jlaem .
422610 422610
Tem: 8-(84378) -2-52-28 Ten: 8-(84378) -2-52-28
dakc: 8-(84378) -2-54-34 daxc: 8-(84378) -2-54-34
e-mail: Ispolkom.Laishevo@tatar.ru e-mail: Ispolkom.Laishevo @tatar.ru
01 mapra 2018 No 540
INOCTAHOBJIEHUE
KAPAP

00 yrBep:xaennu MHCTpYKIMH 110 AeJI0ONPOU3BOACTBY B M clIOJIHUTEIbHOM
komuTeTe JlanmeBcKkoro MyHMUMIIAJIBLHOIO paiioHa Pecny0iimku Taraperan

B cootrBercTBUM ¢ nmocraHoBieHueM [IpaBurenscTBa Poccuiickon denepanuu
or 15 wmions 2009r. N 477 "OO yTBEepXKICHUU TMPaBUI JEJIONPOU3BOACTBA B
dbenepalbHbIX opraHax WCIIOJTHUTEIbHON BJIacTH", Mertoanueckumu
PEKOMEHJAUMsAMH MO  pa3padOTKe MHCTPYKUMA 1O  JI€JIONMPOU3BOJACTBY B
dbenepanbHbIX OpraHax HWCIOJHUTEIBHOW BJIACTH, YTBEPKIACHHBIMU MPUKA30M
denepanbHOT0 apXuBHOTO areHTcTBa OT 23 aekadbps 2009 r. N 76, TOCTom P 6.30-
2003 "YHuuuupoBaHHbIE CHCTEMbI TOKYMEHTAlMW. YHHU(QHUIMPOBAHHAS CHCTEMa
OpraHU3alMOHHO-PACTIOPSIIUTEIILHON JTOKyMeHTanuu. TpeboBaHus K OQOPMIICHUIO
JOKYMEHTOB", BBEJACHHbIM B JICCTBHE ITOCTAHOBJIECHHEM [ OCYyIapCTBEHHOIO
komuTeTa Poccuiickoit @enepauun Mo cTaHAAPTU3ALMK U METPOJIOTUU OT 3 mapTta
2003r. N65-ct, a Ttaxke c¢ Ilonoxennem 00 HMcrnoJHUTEIHPHOM KOMUTETE
JlanmeBcKoro MyHUIMINIAIBLHOTO paiioHa Pecriybnuku TarapctaH, moCcTaHOBIIAIO:

1. VrBepautre HWHCTpyKUMIO MO AENONPOU3BOACTBY B McmomHuTENbHOM
koMmutere JlammeBckoro MyHULMNATbHOTO pailioHa PecnyOmuku TaTtapcran

(ITpunoxeHwue).
2. OmyOnMKoBaTh HACTOSIEE IMOCTAHOBJICHHE HA OQUIMATIHLHOM TOpTaje
MPaBOBOM uHdopmau PecryGiuku TaTtapcTaH B nH(OPMAITMOHHO-

TEJIEKOMMYHUKAIMOHHOW cetn MHTepHeT mo BeO-ampecy: http://pravo.tatarstan.ru u
Ha opUITHATHFHOM caifTe JIanieBcKkoro MyHHUIMITAIBHOTO pailoHa B HH(GOPMAIIMOHHO-
TEICKOMMYHUKAIIMOHHOM ceT MHTepHeT o BeO-aapecy: http://laishevo.tatarstan.ru.

3. KoHTponb 3a HCIOJHEHHWEM HACTOSIIET0 MOCTAHOBJICHUS BO3JIOKUTH Ha
YIPaBIISIOLIETO neaMu HcnomHUTENbHOTO KOMUTETa JlanmeBckoro
MyHHUIIMnansHOro paitona B.H. BopoObesa.

PyxoBoaurein M.B. ®ajees
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[TpunosxeHne K MOCTaHOBJICHHIO
VcnoaHuTenbHOTO KOMUTETA
JlanmeBcKOro MyHHITUITATBHOTO
paifona Pecniy6nuku Tarapcran
ot 01.03.2018 Ne 540

NucTpykuus no aejsonpousBoacTBy B UcnosnurepbHOM kKomMuTeTe JlanmeBckoro
MYHMUIHMNAJIBHOTO paiiona Pecnyoaiukn Tarapcran

1. O0uue mos10:xxeHUs

1.1. MucTpyKIus 1o jaenonpou3BoACTBY (manee — MHcTpykuwms) B McnonHuTensHOM
komuteTe JlammieBckoro MyHHIMIANLHOTO paiiona Pecnybnmkum Tarapcran (mamee —
HcnomauTenbHbI KoMuTeT JlaWmeBcKkoro MyHHIIMIAILHOTO paiioHa PecmyOmuku Tarapcran)
pa3paboTaHa B IENIAX YCTAaHOBJICHUS €IUHBIX TPeOOBaHUHN K MOATOTOBKE, 00pabOTKE, XPaHEHUIO
¥ HCIIOJIB30BAHUIO 00Pa3yIOIIUXCs B esATeNbHOCTH VcomHUTeNpHOTO KoMuUTETa JlanmeBckoro
MyHHULIMNIaTbHOTO  paiiona Pecnybmuku TartapctaH JOKYMEHTOB, COBEPIIEHCTBOBAHUS
JIEJIONPOU3BO/ICTBA U MOBBILIEHUS €0 3()PEKTUBHOCTH.

1.2. WucTtpykuus pa3paboTaHa B COOTBETCTBHM C 3aKOHOJATEIbHBIMH W HHBIMHU
HOPMAaTHUBHBIMH TpaBOBbIMH, akTamu Poccuiickoit denepauuu u PecnyOnuku Tarapctan B
chepe wuH(pOpMAIMKM, AOKYMEHTAIlMM W apXUBHOTO Jeja, B TOM YHCIE ITIOCTAHOBICHUEM
[TpaButensctBa Poccuiickoit @enepanuu ot 15 utons 2009 r. N 477 "O6 yrBepKaeHUH IPaBUII
JIEJIONPOU3BOJCTBA B (pelepalIbHbIX OpraHax HCIHOJHUTENbHOM Biactu", Mertoauueckumu
PEKOMEHALUAMHU 110 pa3padOTKe MHCTPYKLMH 110 JEJIONPOU3BOJCTBY B (eAepalbHbIX OpraHax
WCIIOJTHUTENIbHOM BJIACTH, YTBEPXKACHHBIMH TIpukazoMm denepanbHOro apXMBHOTO areHTCTBA OT
23 nmexadpst 2009 r. N 76, 'OCTowm P 6.30-2003 "YuuduimpoBaHHbIE CUCTEMBI TOKYMEHTALIUU.
YHupHUIMpOBaHHAas CUCTEMa OPraHU3aLMOHHO-PACTIOPIUTEIBHON JOKyMeHTaluu. TpeboBaHus
K o(opMIIEeHHIO JOKYMEHTOB", BBEJIEHHBIM B JEWCTBUE IOCTaHOBIEHHEM [ OCyZapCTBEHHOTrO
komuteTa Poccuiickoit denepanuu 1Mo cTanaapTu3anuu u merpojoruu ot 3 mapra 2003 r. N 65-
CT, a TaKxke ¢ nojoxeHuem o0 McnomHutenbHOM KomuTeTe JlamieBcKOro MyHUIIMIAIBHOIO
pationa Pecriy6nuku TarapcraH.

1.3. Tlonmoxxkenust WHCTpyKUIHMM pacHpOCTPAHSIOTCS Ha OpraHu3aluio padoThl ¢
JOKyMEHTaMHU HE3aBUCUMO OT BHJAa HOCHUTENS, B TOM UHCIE MPHUEM, MOATOTOBKY, 00paboTKy,
perucrpanmio, o(GopMIeHHE, KOHTPOJIb WCIHOJIHEHHUS, YYeT, XpaHEHHWE U UCIOJIb30BaHUE
JIOKYMEHTOB, OCYILECTBJIIEMBIX C IOMOULIbI0 HWH(GOPMAMOHHBIX TEXHOJOTUN (3JIEKTPOHHBIX
JIOKYMEHTOB).

CucTeMsl 3J1€KTPOHHOTO JOKYMEHTO000pOTa (CUCTEMbI aBTOMAaTU3UPOBAHHON 00pabOTKH
JIOKYMEHTOB), IpHUMeHseMble B lcrnonHureabHOM KomuTeTe JIauieBCKOro MYHUIUIAIBHOIO
paifona Pecniy6nuku Tarapcras, 10KHBI 0OecrieunBaTh BhINMOIHEHHE TpeOoBaHui MHCTpyKmH.

1.4. Tlonoxenuss WHCTpYKIMM HE pacHpOCTPAHSIIOTCS HAa OpraHM3aluio0 paboThl ¢
JIOKYMEHTaMHU, COAEepKAIIUMU CBEJCHHS, COCTABIIAIONINE TOCYJapCTBEHHYIO TailHYy.

OcobenHoctu  pabOTBI € JOKYMEHTaMH, COJAEpXKAIUMH  KOH(PHIECHIHATIbHYIO
uHpopmanuio (cayxkeOHYI0 W UHYIO TaiiHy, MEpCOHAJbHBIC JIAaHHBIC), PEryIUPYIOTCS
JEHCTBYIONIMM 3aKOHOIATEIHCTBOM M CIEIUAILHBIMI HOPMAaTUBHBIMH aKTaMU (MHCTPYKIMSIMH,
MOJIOKEHUSIMHU, TIPABUIIAMHU ).

TpeboBanust  WuHcTpykmmum  k  pabore ¢ OyxraaTepckod — JIOKyMEHTaluen
paclpoCTpaHSAIOTCA JHIIb B YacTH OOIIMX NPUHIUIOB pabOThl C JOKYMEHTaMH, a TakKke
MOJMOTOBKU JJOKYMEHTOB K Tiepe/jaue Ha apXUBHOE XpaHEHUE.

PaGota ¢ oOpameHus MU TpakJIaH OCYIIECTBISIETCSS B COOTBETCTBUM C
®enepanbabiM 3akoHOM 0T 02.05.2006 N 59-®3 "O mopsake paccMOTpeHUs: 0OpalieHui
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rpaxaan Poccuiickoit ®enepannn" u 3akonoM Pecny6nuku Tarapcran ot 12.05.2003

Nel16-3PT «O6 obpamenusix rpaxaan B Pecmy6iauke Tatapctany.

1.5. Opranuzanuio AeIONpPOU3BOACTBA HA OCHOBE €IWHON MOJUTUKH, UCIOJIb30BAHUS
COBPEMEHHBIX HWH(OPMALMOHHBIX TEXHOJIOTHH B paboTe ¢ JOKYMEHTaMH, METOAWYECKOe
PYKOBOJICTBO U KOHTPOJIb 32 COOJIIOJJICHHEM YCTAaHOBICHHOTO TOPsIIKAa pabOThI C IOKyMEHTaMHU B
HcnomauTennbHOM KomuTeTe JIaWmeBCKOro MyHHIMITANLHOTO paiiona Pecrybnuku TaTtapcran
ocyuiectBisier PykoBoautens lMcnomHuTenbHOro komuteTa JIammeBCKOro MyHULHIIAIBHOIO
paifona PecnyOnuku Tarapcran. HemocpencTBeHHOe BeoeHUE —JI€JIONPOU3BOJACTBA B
HcnonauTennbHOM KOMHUTETE JIaWIeBCKOTO MYHUIIMIIAILHOTO pailoHa PecnyOnuku Tarapcran
OCYIIECTBIISIETCS  OPraHU3alMOHHO - OoOumWMM  oTAenoM VcnomHUTEeNnpHOro  KOMHTETa
JlanmeBcKOro MyHUIMITAIBHOTO paiiona PecriyOnuku TatapcTan.

OTBETCTBEHHOCTh 3a OPraHU3allMI0 U BEJIEHUE  JEJONPOM3BOACTBA, COOJIIO/IEHUE
YCTAHOBJICHHBIX MPABWJI U MOPSIKa pabOThl ¢ JOKYMEHTaMHU B CTPYKTYPHBIX IMOJIPa3/CICHUSIX
HcnomuauTenbHoro komurera JlanmeBckoro MyHuIumnaipbHoro paiioHa Pecry6numku Tarapcran
BO3JIAraeTcsl Ha UX PyKOBOJUTEIIEH.

PykoBomuTeNnb CTPYKTYpHOTO TMOApA3JENeHUs OO0eCleYrBaeT Y4YeT U MPOXOKICHHE
JIOKYMEHTOB B YCTAHOBJICHHBIE CPOKH, UHPOPMHUPYET PYKOBOACTBO MCIIONMHUTEILHOTO KOMUTETA
JlanmeBckoro MyHHIIMINAIBHOTO paiioHa PecmyOnuku TaTtapctaH 0 COCTOSHUU MX MCIOJIHEHMS,
OCYILECTBIISICT O3HAKOMJICHHE PAOOTHHKOB C HOPMATUBHBIMUA U METOAMYECKUMH JTOKYMEHTAMHU
110 JI€JIONPOU3BOJICTBY.

1.6. JlomxHOCTHBIE 005I3aHHOCTH PAOOTHUKOB, OTBEUAIOIIMX 32 OPraHU3ALMIO PabOTHI C
JOKyMeHTaMu B McnonHuTenbHOM KOMHTETE JIaWIIEeBCKOro MYHHUIIMOAIBHOIO pailoHa
Pecniy6nuku TarapcTtan, ycTaHaBIUBAIOTCS JOKHOCTHBIMU MHCTPYKITUSIMHU.

1.7. TlpaBuna u mopsAOK pabOTHl ¢ JAOKYMEHTaMH, IpeaycMoTpeHHble WHCTpykiuei,
o0s3aTenbHbl  JUIs  BceX  cnenuanuctoB  McmonnutensHoro  komuteta  JlawmieBckoro
MyHHULIUTIaTbHOTO paifona Pecny6muku Tarapcran.

PaGotnuku WcnomHutensHoro komuteTa JIaWIeBCKOTO MYHHUIUMAIBHOTO paioHa
PecniyOnuku TartapcTan HecyT JUCHMIUIMHAPHYIO U MHYIO YCTAHOBJIEHHYIO 3aKOHO/IATEIbCTBOM
Poccuiickoit ®enepanun u PecnyOnuku TarapcraH OTBETCTBEHHOCTh 3a HECOOINIO/IEHUE
TpeboBaHuil HCTpyKIIMH, 32 COXPAHHOCTh HAXOMALIUXCS Y HUX CIYKEOHBIX IOKYMEHTOB U JEJl.
O06 yTpare TOKYMEHTOB U JeJl HEMEMJIEHHO JOoKIajbpiBaeTcs PykoBoaurento VcnonHUTENbHOTO
KomuTeTa JlanmeBckoro MyHuunansHoro paifona Pecyonuku TarapcraH.

1.8. Ilpm yxome cneumanmucra HMcnoanurensHoro komurera JlammeBckoro
MYHUIIUNAIbHOTO paiioHa PecryOnmku TarapctaH B OTIYCK, BBIOBITUM €TO B JJIUTEIbHYIO
KOMaHIUPOBKY, B ClIyyae BPEMEHHOW HETPYJOCHOCOOHOCTH, UMEIOIINECS Y HETO JOKYMEHTHI U
Jena, 1o  ykazaHuro  PykoBommrens — McnosHurenpHOro - komurera  JlammeBckoro
MYHHUIUIIATBLHOTO paiiona PecyOonuku TaTapctan mepenaroTcs Ipyromy paOOTHHKY.

[Ipu yBonbHEHUHU (B ciyyae MpeKpalleHHs CIy>KeOHOro KOHTpaKTa) WM MepeBoje MO
cinyx0e paboTHHKA Mepeaaya JOKyMEHTOB U JeJ OCYILIECTBISETCS MO aKTy.

1.9. Copepxanne cimy>KeOHBIX JOKYMEHTOB HE MOJJICKUT pasrallleHuio, Iepeaayda
CIIy’)K€OHBIX JIOKYMEHTOB, X KOIHUi, IPOEKTOB CTOPOHHUM OpPraHMU3alUsAM JOMYCKAeTCs TOJIBKO
¢ paspemeHuss PykxoBonutens McnonaHutenpHOoro xomurera JlaumeBcKOro MyHHIIMIAIBHOTO
paiiona Pecniy6nuku TarapcraH.

1.10. MeToanyeckoe ¥ MPAaKTUYECKOE PYKOBOJCTBO MO BOMPOCAM JOKYMEHTAIIMOHHOIO
o0OecrieyeHHs  YyNpaBi€HHUs OCYIIECTBISETCS MYHUIUNAIBHBIM apXWBOM B Ipenenax,
YCTaHOBJIEHHBIX JACHCTBYIOIIUM 3aKOHOJATEIBCTBOM.

1.11. MHcTpyknusi yTBepXkKAAaeTcs pacnopsbkeHneM VICIOJHUTENBHOrOo KOMHUTETA
JlanmeBckoro MyHMIMNAIBHOTO paiiona Pecnyonuku Tatapcran nocne cornacoanus ¢ 1IMK
['maBHOrO apxuBHOTO yrnpasienus npu Kabunere MunuctpoB PecriyOnuku Tarapcran.



2. OcHOBHBIE TOHATHA

B MHCTpYKIIMU UCTIONB3YIOTCS CIEAYIONIUE MOHIATHS U OIPEeIICHUS:

AOKYMEHTHpOBaHMe - ¢ukcanus HHQOpPMAIMKM HAa MaTepUATBHBIX HOCHTEISX B
YCTAHOBJICHHOM IIOPS/IKE;

AeJONPOU3BOACTBO - JIGATEIILHOCTh, oOOecmeunBaromas co3fgaHue OQUIMATIbHBIX
JOKYMEHTOB M OpraHu3anuio pabotel ¢ HUMU B McnomxHutenbHoM komurtere JlauineBCKOro
MYHUITUIIAILHOTO paiiona Pecyonuku TatapcraH;

AOKYMEHT - o(hUlIMaIbHBIA JOKYMEHT, CO3/IaHHBII rOCYAapCTBEHHBIM OPraHOM, OPraHOM
MECTHOI'O CAaMOYIpPABICHUS, IOPUAMYECKUM WU (PU3MYECKUM JHLOM, O(OPMIICHHBIH B
YCTAHOBJICHHOM TOPSJIKE M BKJIIOYEHHBIH B JOKYMEHTOOOOPOT MCIOTHUTEIHHOIO KOMHUTETA
JlanmeBcKOro MyHUIMITAIBHOTO paiiona Pecrry6nuku Tatapcran;

JJeKTPOHHBIH OKYMEHT - JOKYMEHT, B KOTOPOM HH(OpMamus MpeicTaBiIeHa B
AIIEKTPOHHO-TIUPPOBOH Popme;

3JIeKTPOHHAS TMOANMCH - UHPOpMaLKsI B AJIEKTPOHHOU (hopme, KoTopas MpUCOeIMHEHA
K JIpyroi umHboOpManuu B AJIEKTPOHHOU (opme (moamuceiBaeMoil MHGOpPMAIUU) WU HHBIM
o0pa3oM cBs3aHa ¢ Takoi uHoOpManuell U KOTOpask MCHONB3YeTCs JUIsl OMpeeNieHus JIUIa,
MOJIMMCHIBAIOIIETO H(OPMAILINIO;

3J1eKTPOHHBIH 00pa3 JOKYMEHTA - JIEKTPOHHAsI KOHUs JOKYMEHTA, H3TOTOBJICHHOTO Ha
OyMa)KHOM HOCHTEIIE;

CKaHHPOBaHHeE JIOKYMEHTA - ITOJyYeHHE HJIEKTPOHHOTO 00pa3a JOKYMEHTa;

JJEeKTPOHHBIA  JIOKYMEHTO00OPOT -  JOKYMEHTOOOOPOT C  NpHUMEHEHHEM
UH(GOPMALIMOHHON CHCTEMBI;

CHCTeMA JJIEKTPOHHOIO [OKYMEHT000opoTa - HHPOpPMAIMOHHAs  CHCTEMa,
oOecrnieunBaromias cOop AOKYMEHTOB (BKJIIOYEHHE IOKYMEHTOB B CHCTEMY), HX 00pabOTKy,
yrpaBieHUE TOKYMEHTaMU U AOCTYII K HUM;

aBTOP JOKYMEHTA - (PU3NYECKOEe MU IOPUANYECKOE JIUIO0, CO3IaBIlee JOKYMEHT;

BHU/I JOKYMEHTA - TIPUHAUICKHOCTh TOKYMEHTA K OTPEICICHHON IpyIie JOKYMEHTOB I10
NpU3HAKaM COJICpKAaHUs U [IEJIEBOT0 Ha3HAYCHHS,

odopmiIeHHEe TOKYMEHTA - MIPOCTABICHHE HEOOXOAMMBIX PEKBU3UTOB, YCTAHOBJICHHBIX
NpaBUJIaMU JOKYMEHTHPOBAHHS,

PEKBH3UT AOKYMEHTA - 00s13aTeIbHbIN 371eMEHT 0(OpPMIICHUS IOKYMEHTA;

0JIaHK JOKYMEHTa - Ha0Op PEeKBU3UTOB, MJIECHTU(DUIUPYIOMUX aBTOpa OQHUIMATIBLHOIO
NUCbMEHHOTO JIOKYMEHTA,;

NOJJIMHHUK JOKYMEHTA - IEPBbIN MM €IMHCTBEHHBIN IK3EMIUIAP TOKYMEHTA;

KONMUM JOKYMEHTa - JOKYMEHT, TIOJHOCTHIO BOCHPOHM3BOIAIINN HH(DOPMAIUIO
MO/UTMHHUKA IOKyMEHTA U €T0 BHEIIHNE TIPU3HAKHU, HE MMEIOIINI FOPUANIECKON CHIIBI;

3aBepeHHasi KOMUs - KOTHs JIOKyMEHTa, Ha KOTOPOH B COOTBETCTBHHU C YCTAHOBJICHHBIM
MIOPSIKOM TIPOCTAaBIISIFOT HEOOXOAMMBIE PEKBH3HTHI, TPUIAIOIINE €1 FOPHIUIECKYIO CHITY;

o0OpaleHye rpakIaHNHA - HAPaBJIEHHOE B FOCYJapCTBEHHBIN OpraH, OpraH MECTHOTO
CaMOYTIpaBJICHUs] HMJIM JOJDKHOCTHOMY JIMIly IHCBbMEHHbIE TpENOkKEeHHUe, 3asBICHHE WIIH
*ano0a, a Takke YCTHOE oOpallleHHe TpakJaHHMHA B FOCYIapCTBEHHBI OpraH, OpraH MECTHOTO
caMmOoyITIpaBJICHHUS;

IOpHIHYeCcKasi CHJIA JTOKYMEHTA - CBOWCTBO O(PHIMAIBHOTO JOKYMEHTa, COO0IIaecMoe
€My JICWCTBYIOIIMM 3aKOHOJATEIbCTBOM, KOMIIETEHIIMEN M3JABIICIO €ro OpraHa H
YCTaHOBJICHHBIM IMTOPSIKOM 0(POPMIICHHUS;

yHuuuupoBanHasi (opMa JOKYMEHTAa - COBOKYIMHOCTh PEKBHU3UTOB W THIOBBIX
(parMeHTOB TEKCTa JOKYMEHTa, YCTAaHOBJICHHBIX B COOTBETCTBHMHU C pEIIacMBIMH B JAaHHOH
cdepe IeATENBHOCTH 33Ja4yaMHM M PACIOJIOKECHHBIX B ONpPEICICHHOM IOpPSJIKEe Ha HOCHUTENE



nHpopmanuu;

madaoH OjaHka (YHUGUIHPOBAHHOH (OPMBI JAOKYMeHTAa) - OJIaHK JOKyMEHTa
(yHuduuupoBanHas GopmMa T0KyMeHTa), IPEACTABICHHBIN B 3JIEKTPOHHOH (Qopme;

AOKYMEHTO0000pOT - IBM)KECHUE JOKYMEHTOB C MOMEHTA UX CO3/IaHUS WM MOIYYEHHUS JI0
3aBEpPLICHUS UCIIOJIHEHUS, TOMEILLEHUS B 1710 U (WJIN) OTIPABKY;

o0beM JOKYMEHT0000pOoTa -  KOJMYECTBO  JIOKYMEHTOB, IIOCTYINHBIIMX B
HcnonuutenbHoM koMuTeTe JIanieBCckoro MyHUIMnanbHoro paitona Pecybnuku Tarapcran u
CO3JJaHHBIX UM 3a OIPEAEIICHHBIN EPUOT;

perucTpanus JOKYMEHTAa - IPHCBOCHHE JOKYMEHTY PEruCTPallMOHHOIO HOMepa M
3aKUCh B YCTAHOBJIEHHOM IOPSAJIKE CBEACHUN O TOKYMEHTE;

HOMEHKJIATYpa JeJ - CHCTEMaTU3UpPOBAHHBI NIEpEeYeHb HAUMEHOBAHUU Jel,
dopmupyempix B McmonHuTensHOM KomHTeTe JIaWIeBCKOro MYHUIIMIAIBHOTO paiioHa
Pecriyonuku TaTapcTaH ¢ ykazaHHEeM CPOKOB UX XPaHCHHS,

JKCIePTH3a HEHHOCTH IOKYMEHTOB - U3yUEHUE JOKYMEHTOB Ha OCHOBAaHUU KPUTEPHEB
UX I[IEHHOCTH B II€JIAX OIpEe/IeJICHHs] CPOKOB XpaHEHUS JOKYMEHTOB U OTOOpA UX AJIsl BKIIIOUEHUS
B coctaB ApxuBHoro (¢onaa Pecnyonuku Tarapcran kak coctaBHOW yacTu ApXuBHOro (hoHAa
Poccuiickoit denepaiuu;

AeJI0 - COBOKYIHOCTb JOKYMEHTOB WJIM OTIEJIbHBIA TOKYMEHT, OTHOCSILIUECS K OAHOMY
BOIPOCY WJM  Y4acTKy JedrenbHoctd VcnonHurenbHoro komutera JlammeBckoro
MYHUIIUIATBHOTO paiiona PecrryOnuku TaTapcran;

¢opmMupoBanue fena - TPYNNUPOBKA HCIOJHEHHBIX JOKYMEHTOB M JI€lIO B
COOTBETCTBUU C HOMEHKJIATYpOH JAedl.

3. Cozpanue 1okymMeHTOB B Mcno/iHUTE IbHOM KOMHTeTe JlanieBcKkoro
MYHUIUNIAJIBHOrO paiiona Pecny0uauku Tatapceran

3.1. Bi1aHkHu 10KyMEHTOB

3.1.1. JloxymeHTtsl, co3naBaeMble B VcnomnutensHom komurtere JlauieBcKOro
MYHHUIIMTNIAJbHOTO paiioHa Pecnybnuku Tatapcran odopmiisioTcst Ha OjaHKaxX, Ha CTaHJAPTHBIX
muctax Oymaru Qopmara A4 (210x297 mm), AS (148x210 mMM) unau B BUAE 3JIEKTPOHHBIX
JIOKYMEHTOB U HMMEIOT YCTAaHOBJIEHHBIM cOCTaB 00sA3aTEeNbHBIX PEKBU3UTOB M MOPSAJOK HX
pacroI0XKeHUS.

Kaxnplif muct nokymeHnTa, oopMIICHHBINH Kak Ha OJlaHKe, Tak U 0e3 Hero, J0JKeH UMETh
OJIS:

20 MM - JIeBOE;

10 mM™ - paBoe;

20 MM - BepxHee;

20 MM - HUXKHEE.

[Ipy moArotoBke AOKYMEHTa Ha HECKOJBKUX JIMCTAaX BCE JINCThI UMEIOT OJUHAKOBBIE
pa3Mepsl MOJIEH.

Bbymara, nmpumMeHnsiemast Ipy U3rOTOBJIEHUH OJIAHKOB, JOJKHA OBITH O€10ro 1BeTa WM, B
UCKJTIOUUTENBHBIX Cly4yasiX, €1a00 OKpalleHa B CBETJble TOHA. biaHKW [Uis JTOKyMEHTOB
MOCTOSIHHOTO XpaHEHUS CJIEAyeT U3TOTOBIATh Ha OyMare BBICIIMX COPTOB.

PexBu3nTh Ha OGJ1aHKE MEYaTalOTCA B OJIHY KPAacKy, IPEUMYIIECTBEHHO YEPHYIO.

bnanku noxymentoB HMcnonHuTenbHOro KOMHUTETa JIauIIeBCKOro MYHHIIMIAIBHOTO
pationa Pecnybnmuku Tartapctan pa3pa0aThIBalOTCSI HAa OCHOBE TIPOJOJBHOTO BapHWaHTa
PacroI0KeHUs! PEKBU3UTOB - TOCEPEANHE JIUCTA BJIOJIb BEPXHETO MOJIS.



brnanku NOKyMEHTOB M3TOTaBIMBAIOTCS MPEUMYIIECTBEHHO THUIOTPapCKUM CIIOCOOOM
WIM TIPU TIOMOIIM CPEACTB BBIYUCIUTEIHHONW TEXHUKH. VcTonb3oBaHue KCEPOKOMH repOoBbIX
OJIAaHKOB I CO3/IaHUS IOKYMEHTOB HE JIOITyCKAETCsl.

Ha rep0OoBbIXx OmaHkax TUMOTpapCKUM CHOCOOOM WIIH HYMEpPaTOPOM IPOCTABIISIOTCS
HOPSIKOBBIE HOMEpPA B JIEBOM HMYKHEM YTy 0OOPOTHOW CTOPOHBI OJIaHKa.

IIpy 1OArOTOBKE JJIEKTPOHHBIX JOKYMEHTOB B  VICIOJIHUTENBHOM  KOMHTETE
JlanmeBckoro MyHunumnaibHoro paiona PecryOnuku TartapcTaH MCHONB3YIOTCS 3JIEKTPOHHBIE
11a0JI0HbI OJJAHKOB JOKYMEHTOB. BubI, THINBI, a Takke PEKBU3UTHI 3JIEKTPOHHBIX MIAOJIOHOB
0JIAaHKOB UJCHTHUYHBI OJIaHKaM JOKYMEHTOB, YKa3aHHBIM B 11.11. 3.1.2., 3.2.3.

3.1.2. B MUcnonuutenbHoM KoMmuTeTe JIaMIIEBCKOTO MYHHUIIMIIAIBLHOTO paioHa
Pecny6nuku Tarapcran ycTaHaBIMBAIOTCS CIIEAYIOUINE BUIBI OJAHKOB:

- OJIaHK ITOCTAHOBJICHUS;

- OJIaHK pacHopsHKEHUS;

- OJTaHK TPOTOKOJIA;

- OJIaHK IIHCHMA;

- OnmaHK CTPYKTYpHOTO TMojpa3fielieHus (KOOPAMHAIIMOHHOTO WU COBEIIATEIIbHOTO
opraHa);

- 00Mii OJIaHK.

OOmuit OGnaHK MCHONB3YeTCA JUIsl U3FOTOBJIEHMS JIIOOBIX BHJIOB JOKYMEHTOB, KpOMeE
UCchMa.

CoctaB BHIOB U 00pa3lbl OJAHKOB M 3JEKTPOHHBIE HIA0JOHBI OJAHKOB JIOKYMEHTOB
YTBEPKAAIOTCS pacropsbkeHneM pykoBoautens McenonHurenbHoro komurera JlauiieBckoro
MYyHHULIUTIATBHOTO paiiona Pecnyonuku Tarapcran.

IIpu odopmieHnn pacnopsbKeHMd MO  KajapaMm, JHYHOMY COCTaBy (O Mpueme,
YBOJILHEHUH, IE€pPeBOJI¢ Ha JAPYryl0 paboTy, O TMPEAOCTaBICHUU OTIIYCKAa, HaIpaBJICHUU
paboTHMKAa B KOMAaHIUPOBKY) MPUMEHSIOTCS YHU(MUUIHUPOBAHHBIE (OPMBI, YTBEPKICHHBIC
noctaHoBieHreM ['ockomcrara Poccum ot 05.01.2004 Ne 1.

[Ipn HEOOXOAMMOCTH MOTYT UCIIOJIB30BAThCsI OJTAHKHU IPYTUX BUJIOB IOKYMEHTOB.

BBenenue B oOpamienne 1Mo Mepe HEOOXOAMMOCTH HOBBIX OJIAHKOB JOKYMEHTOB
OCYIIECTBIISIETCS MO pPa3pelieHuto (MOpPYYeHHI0) pyKoBOAMUTENsE VICIOMHUTENBHOIO KOMHUTETA
JlanmeBckoro MyHMIIMNaNbHOTO paiioHa PecriyOnuku TarapcTas.

be3 ncnonp3oBanus 6y1aHKa Ha CTAaHAAPTHBIX JIMCTax Oymaru ¢popmara A4 opopmisrores
JOKYMEHTBI, CO3/laBaeMbleé OT HMEHM JBYX WIM Ooiee oOpraHu3aluid, M JOKYMEHTHI,
OpeHa3HauYeHHbIE I WCIOJb30BaHUA B CTPYKTYPHBIX HOJpa3JeNieHUsX (JOKJIaaHbIe,
ciyxeOHble, 00BICHUTENbHBIE 3AITUCKH, OTYETHI U T.11.).

OO6pa3ibl 0JaHKOB NPUBEIEHBI B MpHIIoKeHUIX Ne 1-5.

3.1.3. B nensax obecriedeHust NOpsKa UCIOJIb30BaHUS repOOBbIX OJaHKOB JOKYMEHTOB B
HcnonauTtenbHOM KOMHUTETE JIaWIIeBCKOTO MYHUIIMIIAIBLHOTO pailoHa PecnyOnukm Tarapcran
BEJIETCSI UX y4eT. YUeT OJIaHKOB BEJIeTCS pa3J/ielbHO MO BHUIaM OJIaHKOB.

Pacnopskenuem  PykoBomutens — McnomnutensHom — komutere  JlammieBckoro
MYHUIIUNATbHOTO paifoHa Pecnybnmuku Tatapcran ompezensieTcs paOOTHHK, OTBEYAIOIIUH 3a
BejIeHUE yueTa OJaHKOB, U YTBEP)KIAIOTCA:

- (opma xypHana ydera Bbliayu OJaHKOB;

- TOpSAJOK BblAauu OJaHKOB paboTHuKaM lcmnonHutensHOro komuteTa JlanimieBckoro
MyHHULIMNIaJIbHOTO paiioHa PecnyOnumku TartapctaH, BO3BpaTa M YHHUUTOXEHHS HCIOPYEHHBIX
0JIaHKOB.

Jlyig BenieHus ydera Bbliauu OJIaHKOB, U3TOTOBJIEHHBIX TUIOTPA(PCKUM CIOCOOOM OJIaHKH
JOKYMEHTOB HYMEPYIOTCS TUIOTPadCKUM CIIOCOOOM WM HYMEpaTOpoOM B OpPraHU3allOHHO-
obmeM otaene VcnoiaHuTenbHOTO KoMmMHTeTa paifoHa. IlopsiikoBbIi HOMEp MpOCTaBiIseTCs B



HIDKHEH 9acTH 00OPOTHOM CTOPOHBI OJIaHKA.

bnanku BblgaroTcs pabOTHHKAM MOJ POCHMCH B JKypHaje ydeTa Bbliadd OJaHKOB
(mpunoxenue Ne 6). bnaHkM NOKYMEHTOB MCIIOJIB3YIOTCSI CTPOTO 10 Ha3HAUEHUIO, Nepeaada
0JIaHKOB JJPyTUM OpraHU3alUsaM U JIMLAM HE JJOITYCKaeTCsl.

bnaHku MOMKHBI XpPaHWUTHCS B HAJEKHO 3amupaeMblX Mmkadax. braHku TOKYMEHTOB
JIOJKHBI HCIIOJIB30BAThCA CTPOrO IO HA3HAUEHUIO U 0€3 COOTBETCTBYIOLIEIO pa3pellieHus He
MOTYT IepelaBaThCsl APYTUM OPraHU3aLMsIM U JIMLaM.

OTBETCTBEHHOCTh 3a OOECIEYEHHUE COXPAaHHOCTH OJAaHKOB M IPAaBUIBHOCTb HX
UCIIOJIb30BaHUS HECYT paOOTHUKH, BEYIIHE JAEJIONPOU3BOACTBO, U PYKOBOJIUTEIN CTPYKTYPHBIX
Mopa3/ieICHUM.

HcnopueHHble ¥ HEBOCTpeOOBaHHbIE  OJaHKM  BO3BpALalOTCd  PaOOTHHKY,
OCYLIECTBIISIIONIMM ~ y4eT OnaHkoB. Vcmosip3oBaHHbIE OJaHKH 3aKpBIBAIOTCS HOMEPOM
MOJMOTOBJIEHHOTO JOKYMEHTa WJIM HOMEpPOM IIpHKa3a (IPOTOKOJA) ¢ OTMETKOW B JKypHalle.
YHUYTOKEHHE TepOOBBIX OJAHKOB OCYIIECTBISCTCS 1O akKTy C OTMETKOW B Tpade
«[Ipumeuanue» xypHaia.

[TpoBepka Hanmuuusi, KUCHOJB30BAHUS M XpaHEHUs OJIAHKOB INPOU3BOAMUTCA HE pexe
OJIHOTO pa3a B IoJi KOMUCCHEH, Ha3HauYaeMOl pacnopsbkeHUeM pyKOBOAUTeNs VICOMHUTENBHOTO
komurera JlaumeBckoro MyHununaiabHoro paiiona PecnyOmuku Tartapcran. O mpoBeneHHBIX
IIPOBEPKAX JENAI0TCsl OTMETKH B JKypHaJle y4eTa Bbllaul OJIaHKOB I0OCIIe mocienHel 3anucu. B
ciiydae OOHapyXEHHs HApYIICHUHA MPH ydeTe, XpaHSHUH M MCIIOJIb30BaHUU TepOOBBIX OJIAaHKOB
KOMHCCHS TIPOBOJIUT CITY)KeOHOE paccieoBaHne, Pe3yIbTaThl KOTOPOTo OQOPMIISIFOTCS aKTOM U
JOBOJATCS 10 cBeleHus pykoBoautenss VcnonnurenpHoro komutera JlammeBckoro
MYyHHULIUTIATBHOTO paiiona Pecnyonuku Tarapcran.

3.2. PekBU3NTHI JOKYMEHTOB

3.2.1. JlokyMmeHThl, co3laBaemble B McnomHutenbHoM komuTere JlammieBckoro
MYHUIIUNAIbHOrO paiioHa PecnyOnuku TaTtapcraH OKHBI HMMETh CTAOMJIBHBIA COCTaB
PEKBU3HUTOB, WX pacnojoxeHnne u odopmierne ¢ yuetom [OCT P 6.30-2003
«YHUPUIMPOBAHHBIE CUCTEMBI TIOKyMEHTAUU. YHHU(PUIMPOBAHHAS CHCTEMa OPTaHU3alMOHHO-
pacropsaIuTenbHON ToKyMeHTanuu. TpeboBaHus K 0pOPMIICHHIO JOKYMEHTOBY.

3.2.2. B HcnonnutenbHoM KoMmMuTeTe JlaWmeBCKOro MyHHUIMNAJIBbHOIO paiioHa
Pecniybnuku TarapcTan ycTaHOBIIEH CIeyIOIIUI cOCTaB PEKBU3UTOB JOKYMEHTOB:

a) 'ep0 MmyHuIMnanpHOro paitoHa;

6) HaumeHoBanue McnonHuTtensHoro komureTa JIaumeBckoro MyHUIMIAIBHOTO pailoHa
Pecniy6nuku Tarapcral (Ha pycCKOM U TaTapcKOM SI3bIKax);

B) IOJKHOCTH JIMIIA — aBTOpa TOKYMEHTA;

T') CIIpaBOYHbIe TaHHBIE 00 VcromHuTeIpHOM KoMHTETe JIanTIIeBCKOTO MYHUITUTAIBHOTO
paiiona PecnyOnuku Tarapcran;

1) BUJ TOKYMEHTA;

€) MECTO COCTaBIICHU (M3AaHUs1) TOKYMEHTA;

) Jara JTOKyMEHTa;

3) PEruCTPALMOHHBIA HOMEP JOKYMEHTa;

1) CCBhIJIKA HAa UCXOJSALINIA HOMEp U ATy JOKYMEHTa aJIpecaHTa;

K) ajgpecar;

J1) HANMEHOBAHKE JIN0O aHHOTAINS TOKYMEHTA,

M) TEKCT JOKYMEHTA;

H) OTMETKa 0 HAIWYHH TPUITI0KECHUH;

0) rpud coriIacoBaHUS;

1) BU3a;



p) MOANKCH JOJKHOCTHOTO JIUIIA,;

¢) rpud yTBEPKICHHUS;

T) OTTUCK ME€YATH;

y) OTMETKAa O 3aBEPEHUH KOTIUH;

¢) oTMeTKa 00 UCTIOTHUTETIE;

X) YKa3aHUs 110 UCIIOJIHEHHUIO JOKYMEHTA;

1) OTMETKa O KOHTPOJIE IOKYMEHTa;

4) OTMETKa 00 UCIIOJIHEHUHU JOKYMEHTA,

1) OTMETKA O KOH(PHUICHIIMAIIBHOCTH;

1I[) OTMETKA O OCTYIUIEHUH JOKYMEHTA.

CocraB peKBU3UTOB KOHKPETHOT'O JIOKYMEHTA OMPEIEISETCS €ro BUIOM U HAa3HAUYCHUEM.

Kpome nepedriciieHHBIX PEKBU3UTOB MPH MOATOTOBKE JTOKYMEHTOB H B Ipoliecce paboTsl
C JOKyMEHTaMHU MOT'YT UCIIOJIb30BAThCS APYTHE PEKBU3UTHI, HAIPUMEP, OTMETKA O MOCTYILJICHUU
JIOKyMeHTa B VcnonHuTenbHOM KomuTeTe JlanieBckoro MyHuIMnanbHOro paiiona PecriyOnuku
Tartapcran, ormetku "Cpouno", "Onepatusno", "[logiexur Bo3Bpary" u zip.

3.2.3. YcranapnuBaeTcs CIEAYIONUN COCTaB PEKBU3UTOB AJI KaXKIOro BUIa OJaHKOB:

1J1s 0J1aHKa (pacnopsizKeHusl, NOCTAHOBJIEHUs1, TPOTOKO0JIA):
- 'ep6 MmyHuIIUNIANBHOTO paiioHa;
- HamMmeHoBaHHWe M CHOJHUTENBHOTO KOMHUTETa JIaMIIEBCKOTO MYHMUMNAIBHOTO pailoHa
Pecny6nuku Tarapcran;
- BUJI IOKYMEHTA;
- MECTO COCTaBJICHUS (M3aHUs1) JOKYMEHTA,
- OTMETKM [UIsl TIPOCTABJICHMS JaTbl M PETUCTPALMOHHOTO HOMEpa IOCTAHOBJIEHUS,
pacloOpsKEHHUS;

IJIF 0JIAaHKA MUChLMAa:
- 'ep6 MmyHuIMNaNbHOrO paiioHa;
- HauMmeHoBaHue McnonaHuTenbHOro komMutTera JlaumeBCKOro MYHUIMNIAIBHOIO paioHa
Pecniybnuku Tatapcran;
- CIIpaBOYHbIE JaHHbIe 00 VMcnomHutensHoM KoMHUTETe JIaueBCKOro MyHUITUTIAIFHOTO paiioHa
Pecnny6nuku Tatapcran (mouToBbIM anpec, Homepa Tenedona, TenedoHa-pakca, aapec
AJICKTPOHHOM TTOYTHI U IP. CBEJCHU);
- OTMETKH J1JIs1 TPOCTABJICHUSI 1aThl U PETUCTPALIMIOHHOTO HOMEPA;
- OTMETKH JIJIs1 CChUIKM Ha HOMEP U ATy UCXOJAIIEro JOKYMEHTA aIpeCaHTa.

AJs1 0J1aHKa NHCbMa CTPYKTYPHOIO moApasiesieHusi (KOOPAMHAIMOHHOIO WJIH
COBeNIaTeIbHOI0 OPraHa):
- 'ep6 myHununanbHoro paiiona,
- HamMmeHoBaHWe HcnosHUTENBHOTO KOMHUTETa JIaMIIEBCKOTO MYHUUIHMNAIBHOTO pailoHa
PecnyOnuku Tarapcran;
- HAMMEHOBAHWE CTPYKTYPHOTO TMOApa3AeiieHus (KOOPAMHAIMOHHOTO WJIM COBEMIATEIHLHOTO
Oprasa);

- COpPaBOYHBIE JAaHHBIE O CTPYKTYPHOM TMOAPA3ACICHUH (KOOPAUHALMOHHOM WU
COBeIIaTeNIbHOM oprane) VcrnonHuTensHOro KoMuTeTa JlanimeBckoro MyHHIIMIIAIBLHOTO paiioHa
Pecniyonuku Tarapcran (modToBBI anpec, Homepa TtenedoHa, TenedoHa-dakca, agpec
AIIEKTPOHHOM TTOYTHI U IP. CBEJCHUA);

- OTMETKH JIJIsl TPOCTABJICHUSI 1aThl M PETUCTPAIIMIOHHOTO HOMEPa;
- OTMETKH JIJIsl CCBUIKM Ha HOMEP U JIaTy UCXOIAIIET0 JOKYMEHTA aIpeCaHTa.
JJIs1 001ero 0J1aHka:
- 'ep6 MmyHununanbHOro paiiona,
- HamMmeHoBaHue HcnosHUTENBHOTO KOMHUTETa JIaMIIEBCKOTO MYHULMNAIBHOTO paiioHa



PecniyOmuku Tatapcras;
- MECTO COCTaBJICHHS (M3aHUs) JOKYMEHTA,
- OTMETKH JJIs1 TPOCTABJICHUSI 1aThl M PETUCTPAITMIOHHOTO HOMEpA.

3.2.4. Ilpu 1oOAroTOBKE JOKYMEHTOB YCTAHABJIMBAETCSA CIEAYIOLUN IMOPSI0K
oopmIIeHUS PEKBU3UTOB JTOKYMEHTOB:

3.2.4.1. 'ep0 MyHUIIUTIATILHOTO paiioHa

N3o00paxenune repba MyHHMIIMIIAJBLHOTO pailoHa MOMeHIaeTcss Ha OJlaHKaX JIOKYMEHTOB
HcnonuuTenbHoro komutera JlanmeBckoro MyHuunanbHoro paiiona Peciyonuku Tarapctan B
COOTBETCTBUU C YCTaBOM MYHHUIMIAIBHOTO o00Opa3zoBaHusi «JlanmeBCKUil MYyHUIIUTATbHBIN
paiion» Peciyonuku TatapcTaH.

N306pakenne repda MyHUIMIIAIBHOTO pailoHa MOMENIAETCS Ha BEpXHEM Ioje OjaHKa
JIOKyMEHTa IIOCEPEAMHE 30HbI, 3aHiATOM pekBu3uToM '"HammeHoBanue HcnonHUTEIBHOTO
KomMuTeTa JIaWmeBCKOro MyHHIIMIAILHOTO paiioHa Pecrybnmuku Tarapcran (Ha pycckoMm u
TaTapCKOM $sI3bIKax)".

3.24.2. HaumenoBanmue HcnoJHUTEIBbHOTO0 KOMHUTETA JlanmeBckoro
MYHUIUNIAJIbHOT0 paiiona Pecny0siuku TaTapceran.

HaumenoBanune McnomHurenbHOro komurera JIaWiieBCKOrO MYHHMIIMIAIBHOIO paiioHa
PecniyOnuku TarapcraH, SBISIONIETOCs aBTOPOM JIOKYMEHTa, (IIOJIHOE M COKpAIIEHHOE) Ha
OJlaHKe JOJDKHO OBITh MCIOJIHEHO Ha TIOCYAapCTBEHHBIX s3blkax PecnyOmuku TaTtapcran
(pyccKOM M TaTapcKOM) U COOTBETCTBOBATH €r0 HAMMEHOBAHUIO, YKa3aHHOMY B IOJIOXEHUHU 00
UcnonautenbHoM komutere JlanieBckoro MyHHUIMNaibHOro paitona Pecryonuku Tarapcrawn.
HaumenoBanue M CnoOMHUTENBHOTO KOMHTETa JIaWIIEBCKOrO MYHUUHNAIBHOTO pailoHa
Pecniy6nuku TarapcTan Ha JBYX Si3bIKaX YKa3bIBAE€TCSA HA OJJHOM YPOBHE: HA PYCCKOM - CJeBa, Ha
TaTapckoM — cmpaBa. [lpu yrmoBoM BapuaHTe pacHoONIOKEHUS PEKBU3UTOB Ha OlaHKe
HauMeHoBaHHe VcnonHuTenpbHOro KomMuTera JlauIeBCKOro MYHULHMIIAJIBHOIO —pailoHa
PecnyOnuku TarapcTan Ha pyCCKOM SI3bIKE TIeUaTaeTCs CBEpXY, HIKE - HA TATAPCKOM.

HaumeHnoBanue yka3pIBaeTCsi MPONUCHBIMM OyKBaMM B HMEHMTEIBHOM TaJIeXe,
HanpuMep:

HUCHOJHUTEJbHBIN KOMUTET JAEII MYHULIUTIAJIb PAMOHBI
JJAULITEBCKOI'O BAIIKAPMA KOMUTETHBI
MYHHUIIUIIAJIBHOI'O PAMOHA



HammenoBaHue CTpPYKTYpHOIO IOAPA3JENICHUA, SBIIOMETOCS aBTOPOM JIOKYMEHTA,
pacmornaraercsi ~ HW)KE€  HauMeHoBaHMA  McmosmHumrenbHoro — komutera  JlammeBckoro
MYHUIUNAIBHOTO paiiona PecriyOnuku Tatapcran, Hanpumep:

VCIOJHUATEJIbHBIA KOMUTET
JAMIIEBCKOIO MYHUIIMIIAJIBHOI'O PANOHA

OTAEJ APXUTEKTYPbBI U I'PAJJOCTPOUTEJIBCTBA

3.2.4.4. CunpaBouHble jgaHHble 00 McnojaHuTelbHOM KoOMHUTeTe JlanmeBcKoro
MYHHUIMIAIbHOTOo paiiona Pecny6siukn TaTapceran.

CnpaBounsie nanHbie 00 VcnonHuTenbHOM KoMHTETe JIaumeBCKOro MyHHIIMIAIBHOTO
paiiona Pecriyonuku TaTapcTaH yKa3bIBalOTCS B OJaHKAX MUCEM M BKIIOYAIOT B CE0sI: TOYTOBBIN
aapec, HoMep TenedoHa, gakca, opHUIIMATBHBINA aapec MEKTPOHHOU MOYTHI, HHTEPHET-apec U
Ipyrue  cBeAeHuss 1o  ycMmoTpeHuro  HcnomHutenbHoro — komurera  JlauiieBcKOro
MYyHHIIUTIATbHOTO paiiona Pecny6nuku Tarapcran.

[TouToBBIli anpec yka3pIBaeTCsi B COOTBETCTBUU C [IpaBunamu oka3zaHus yciyr HOYTOBOM
CBSI3U, YTBEpXKJACHHbIMH mocTaHoBieHueM IIpaBurenbctBa Poccuiickoir ®enepauun ot 15
anpenst 2005 r. N 221, u cnenyromiell nocie10BaTeIbHOCTH: yJIULA U HOMEp JoMa, Ha3BaHUE
ropoJia WM HACEICHHOIO ITyHKTa U paioHa, aajiee - 001acTh, PeCIyOJIMKH, CTPaHbl U MIOYTOBBIMA
uHJeKC. Bce manHbIe yKa3bIBAIOTCS B MUMEHUTEILHOM TajeKe, HanmpuMep: yia.YepHbIleBCKOro,
a. 23, r. Jlanmeso, Pecnyoauka TaTrapcran, 422610.

CnpaBoyHbI€ TaHHBIE PACIOJIAratOTCs 0] HAMMEHOBAHHEM VICIIOHUTENBHOTO KOMUTETA
JlanmeBckoro MyHHIIMIANBHOTO paiiona PecriyOnuku TatapcTaH.

3.2.4.5. Bux 1okymeHTa

O6o3nauenne Buga  jgokymenta (IIOCTAHOBJIEHUE, PACIIOPAXEHUE,
I[TPOTOKOJI, AKT), co3naBaemoro B WcnonnutenbHOM  Komutere JlaWmieBCKOTO
MyHULIMNIaJbHOTO paiioHa PecnyOmuku Tarapctan, JOMKHO COOTBETCTBOBAaTh BHUJAM
JOKYMEHTOB, MpPeIyCMOTpeHHbIM OO0IepoccuiickuM — Kinaccu(uKaTopoM — yrpaBiIeHUYECKON
nokymentauu  (OKVY]l), xomnerenuun HMcnonHurtenbHoro komurera JlaumeBckoro
MyHUIIUNAIbHOrO pailoHa PecnyOmuku Tarapcran, colepXaHHIO —JOKYMEHTHPYEMOIO
YIPaBJIEHYECKOTO JEHCTBUS U OBITH OINpPENeNIeHO MoJIoKeHHeM 00 VICOTHUTETbHOM KOMUTETE
JlanmeBckoro MyHUIMNagbHOrO paifona Pecniyonuku TatapcTas.

O0o3HaueHue BUAa U37aBaeMOro JOKYMEHTa BKIJIIOYAeTCs B OJIAaHK COOTBETCTBYIOLIETO
BHJIa JIOKYMEHTOB (OJJaHK TIOCTAHOBJICHMsI, OJIaHK pacCHOpsDKEHUs, OJIAaHK MPOTOKOJIA) WIIU
YKa3bIBAETCS] COCTABUTENIEM IIPH MOATOTOBKE TIOKYMEHTA Ha O0IIeM OJIaHKe.

O603HaueHne BU1a U pa3HOBUIHOCTU JOKYMEHTA HE YKa3bIBAETCs B MHCbMaX.

CoBMecTHBIE  pacHOpAIUTENbHBIE  JOKYMEHTbl  VICIIOJIHUTENBHOIO  KOMHTETa
JlanmeBckoro  MyHMUIUNaIbHOro  pailona  PecmyOmukm — Tarapctan  u Jpyroro
OpraHa/opraHu3ali, UMerIue OAMHAKOBbIE MO (opMe JTOKYMEHTHI (IIPOTOKOJIBI, PEIIECHUs),
0(OPMIISIOTCS ¢ COOTBETCTBYIOLIMM HAa3BaHUEM.

3.2.4.6. MecTo cocTaBjieHus (M31aHUSA) JOKYMEHTA

Mecto cocraBinenusi (M3AaHUs) JIOKYMEHTa YyKa3bIBaeTCsi B OJIaHKaX JTIOKYMEHTOB
HcnonauTenpHOro KomuteTa JIanmmeBcKOro MyHUIMITAILHOTO paiioHa Pecryonuku TaTtapcras,
3a UCKIIIOYEHHEM OJaHKOB MHCEM.

Mecto coctaBieHus (M3JaHWS) YKa3bIBAIOT C yYE€TOM MPHUHSATOTO aIMUHUCTPATHBHO-
TEPPUTOPUATHHOTO JCIICHUS, PEKBU3UT BKIIOYAET TOJIHKO OOMICTIPUHSATHIC COKPAIIICHUSI.



3.2.4.7. lata noKyMeHTa

Jlata JOKyMEHTa — 3TO PEKBHM3UT JOKYMEHTA, COACP)KAIIMH yKazaHHOE Ha JOKYMEHTE
BpeMs €ro CO3JaHUs W/WIM TOANUCAHMS, YTBEPKICHUSA, NPUHATHS, COTJIACOBAHMA,
ONyOJIMKOBAHMUS.

JlaToii noKyMeHTa SIBISETCS JaTa €ro MOoJIMUCaHus (IIOCTAHOBJICHHUS, PACIOPSIKECHUS,
MUCbMa, JOKJIAJHBbIe, CIIy)KeOHbIE 3alHUCKH, aKTbl W Jp.), YTBEpXKACHUS (MHCTPYKIUS,
MOJIOKEHUE, MpaBWJa, pErjiaMeHT, IJIaH, OT4YeT M Jp.), COObITUS, 3aUKCHPOBAHHOTO B
JIOKyMEHTE (TIPOTOKOJI).

Jlata J1OKyMeHTa MpPOCTaBISETCS JOHKHOCTHBIM JIMLIOM, MOJAINUCHIBAIOIIMM WM
YTBEP)KIAIOIINM JIOKYMEHT, CIICIIHAIMCTOM OpraHU3alMOHHO-0011ero oTAena VICIOTHUTEIbHOTO
KOMUTETa palioHa INpPU PETUCTPALMU JOKYMEHTAa, WM HENOCPEACTBEHHO COCTAaBUTEIEM IpU
MOATOTOBKE JOKYMEHTa (JIOKJIaqHasi, ciy>keOHasi 3amucka, 3asBiieHue u ap.). [Ipu moaroroske
IIPOEKTa JOKYMEHTA [1eyaTaeTcs TOJIbKO 0003HaYeHHE MecsLa U roja.

Bce cnyxeOHble OTMETKM Ha JIOKYyMEHTE, CBS3aHHBIE C €ro MPOXOXKACHUEM U
UCIIOJTHEHUEM, JTOJKHBI JaTUPOBATHCS U MOIMUCHIBATHCA.

Haroit JIOKYMEHTA, U3]1aBaEMOr0 COBMECTHO JBYMsI WIH Oonee
OpraHaMH/OpraHu3alusIMH, IBIsSETCs aTa O6osee Mo3JHeH MOAMHCH.

Hary nokymeHta OGOPMIISIIOT apaOCKUMH IU(PpaMu B MOCIEIOBATEIBHOCTH: JCHb
Mecsiia, Mecsn, rof. JleHp mecsma u Mecsal oQopMIISIOT ABYMs mapamu apaOckmx mudp,
pa3faeneHHBIMHA TOYKON; TOM - YeTHIPbMS apaOCKuMu 1udpaMu 63 TOUKH, €CIIH J1aTa CTOUT HE B
KOHIIE TIPEUIOKEHHS, U 0€3 CII0Ba «T0/1a» WIIM €r0 COKpaIleHus — «T.», Hanpumep: 14.03.2012.

JlomyckaeTcsi crnoBecHO-IM(ppoBoi crocod odopmieHus natel, Hanpumep: 14 mapra
2012 r. Jlata odopmisercs Oe3 kaBbluek. B o00o3HaueHHHM [HSA Mecsla 00s3aTENbHO
MPOCTABIISITh HOJb, €CJIM OH COACPKUT OAHY UGy, Hanpumep: 05 uions.

CrnoBecHO-1IpPOBOIl criocod opopMIIeHHS AATHI MIPUMEHSETCS OOBIYHO B JOKYMEHTAaX,
CoJIepKalMX CBEIeHUS (PMHAHCOBOT'O XapakTepa.

B TekcTe KOHKPETHOrO JOKYMEHTa MCIIONIb3YETCsl OJIMH U3 YKa3aHHBIX CIIOCOOOB.

3.2.4.8. PeructpaniuoHHbIi HOMep 10KYMeEHTAa

Perucrtpanmonnslii HoMep JOKyMeHTa - 3To Iu(ppoBoe WIN OyKBEHHO-IIU(PPOBOE
0003HaueHNe, MPUCBAUBAEMOE JJOKYMEHTY IIPH €r0 PErCTPaLUu.

PeructpanimoHHbII HOMEpP [OKYMEHTAa IPOCTABIISIETCS B COOTBETCTBUM C CHUCTEMOM
peructpanuu, npuHaTol B McnonHurenbHoM koMuTeTe JIaneBckoro MyHMIMIAIBHOTO paifoHa
Pecniybnuku TarapcraH.

PerucrpanmonHslii HOMEp TOKYMEHTa COCTOHUT M3 €r0 HMOPSAJKOBOrO HOMEpa, KOTOPBII
MO’KHO JOIOJIHATh MHJIEKCOM JieJia 10 HOMEHKJIAType Jiel, HHPpopMalieil 00 NCIOTHUTENSX U O
JMIe, MOJIKCABIIEM JOKYMEHT, nHdopmarnueil o Buae nokymenta. Hampumep: 125/01-13 (rme
125 — nopsAKOBBIN HOMEP TOKYMEHTa B cucteMe peructpanuu, 01-13 — wHIeKe nema, B KoTopoe
JTOKyMeHT OyneT copMupoBaH, 1Mo HOMEHKIAaType aen) wiu A-15 (rme A — 3armaBHas OykBa
bamunun 3asgBuTens, 15 — MOPSIKOBBIA HOMEP JOKYMEHTA B CUCTEME PETUCTPALIMH).

B HcnomnurenbHoM KomuTeTe JIaMIeBCKOro MyHHIMIAIBHOTO paiioHa PecnyOmuku
TarapcraH perucTpalMOHHBIA HOMEP MO TPyIaM JOKYMEHTOB BKJIIOYaeT B ceOsi:

JUIS BXOJIAIIUX JOKYMEHTOB — MOPSAKOBBIN HOMEp;

JUIs oOpallleHui rpa)xaaH — 3arjaBHas OykBa (amuiuu 3aBuTeNs, nepuc, NOPSIKOBBIHA
HoMep (Hampumep: A-10);

JUIS UCXOJSAUIMX JOKYMEHTOB — IOPSAIKOBBIM HOMEp, ApoOb, OYKBEHHBIH HHACKC (
Hanpumep: 245/ucx);

JUIsL OTBETOB Ha OOpallleHus TpaKJaH — MOPSAAKOBBIM HOMep, Aeduc, OyKBEeHHBIN HHIEKC



( manpumep: 245-OI1T);

JUIS PacTOPsDKEHHHN IO KaJIPOBBIM BOIPOCAM — IOPSAIKOBBIA HOMED;

JUISL pacIiOpsKEHUH 110 IMYHOMY COCTaBY — IOPSIAKOBBII HOMED;

JUISL IIPOTOKOJIOB — IIOPSIKOBBINA HOMED.

Perucrpanmonnslii HOMEP INPUCBAMBACTCA JOKYMEHTY IIOCIE€ €ro  IOAIMCAHMS
(yTBEpKIaCHUS).

IlopsankoBele HOMepa B Ipelenax KaXkIoro BHJa JIOKyMEHTA IPHUCBAWBAIOTCS C Hadalla
KaJICHIApHOTO roJia.

3.2.4.9. Ccbliika HA MCXOASALIMI HOMEP U AaTy A0KYMEHTAa aJipecaHTa

Ccplika Ha HCXOASIIUN PETMCTPAllMOHHBIA HOMEp W JaTy JOKYMEHTa aJpecaHta
BKJIIOYAETCS B COCTAaB PEKBU3UTOB OJIaHKA MMUCHMA.

CchliKa Ha pPerucTpalMOHHBIM HOMEp U JaTy JTOKYMEHTa MPOCTaBISAETCS UCIIOIHUTEIEM
IpU TOATOTOBKE MHChMa-0TBeTa. J|aHHBII PEKBH3HUT IOJHOCTBIO MEpereyaThiBaeTCs U3 OJlaHKa
NOCTYIMBIIETO NMUCbMa, HAa KOTOPBIA TOTOBUTCS OTBET. /laHHBIA PEKBH3HUT Ha OJIaHKE MHChMa
pacnonaraercs HYbke pekBusuTa "Jlata nokymenTa" u obo3navaercs B Bune: Ha N om

3.2.4.10. Anpecar

JIOKyMEHTBl ~ aJpecyloT B OpraHbl BJIaCTU (TOCYAApCTBEHHbIE U  MECTHOIO
CaMOYHpaBJIeHI/IFI), opranu3anuvsaM, UX OOJDKHOCTHBIM JIMIIAM U CTPYKTYPHBIM NOAPA3ACICHUAM,
rpakaaHaM.

[lpu azmpecoBaHuM JOKYMEHTa B OpraHbl BJIACTH, OPTaHU3AIMI0 WM CTPYKTYpHOE
noapaszaenenue (0e3 yKa3zaHHS JODKHOCTHOTO JIMIA) HMX HAWMEHOBAHUS THIIYTCS B
UMEHUTEIBHOM TaJIeKe, HalpUMeD:

HcnoanureJbHLIA KOMUTET
JlanmeBCcKOro MyHUIMIIAJIBHOIO paiioHa
Pecny6smku TaTtapcran

WIn
MuHHCTEpPCTBO 3eMeIbHbIX U
MMYIIeCTBEHHBIX OTHOLICHU I

Pecny0iukn TaTrapcran

YnpasieHue 3eMeJbHBIMHU pecypcaMu
B pexBuszure "Agpecar" pgomyckaeTcst HCIONB30BaTh OQUIMAIBHO MPUHSATHIE
COKpAIlCHHBbIE HAMMEHOBAaHUS OPraHOB TIOCYAAPCTBEHHOM BIACTH, OPraHOB MECTHOTO

CaMOYIpaBJIEHUS M OPraHU3aLUN, HAPUMED:

I'AY3 «Jlanmesckas LIPb»



Ecnu nokymeHT azmpecyercsi B HECKOJIBKO OJJHOPOJIHBIX OpraHU3aliid WM B HECKOJIBKO
CTPYKTYPHBIX TOJPA3JCICHU OJIHOM OpraHW3alllH, TO WX CJIEAYyeT yKa3biBaTh OOOOIICHHO,
HaIllpUMeED:

HcnoanurenbHble KOMHTEThI
CceJIbCKUX MoceJeHn it
JlanmeBCKOro MyHMUIMNIAJBLHOIO paiioHa
Pecny6siuxkn Tarapcran

B sTOM ciyyae coctaBisieTcsi CIUCOK PAaCChUIKH.

Ecnu 1oKyMeHT cofep)kXuT He Oojiee YeThIpex afpecaroB, IeYaTaeTcsi COOTBETCTBYIOIIEE
KOJINYECTBO AK3EMIUIAPOB (TIOAJIMHHUKOB) AOKYMEHTa (KaXIbli AK3eMIUIAp OpopMisieTcs Ha
OTJeNIbHOM OJIaHKE) W OJMH SK3eMIULIp (He Ha OyaHKe), ocratomuiics B TaTrimaBapxuse, CIOBO
"Konus" nepen BTOpbIM, TPETHUM U YETBEPTHIM aIPECATOM HE YKA3bIBAIOT, HAIIPUMED:

JAupexropy
I'BY «JIanmeBcKoe JJeCHHYEeCTBO»
N.0. ®amuiausa

Jupexropy I'BY «Jlauuuiec»
N.0. ®amuius

IIpu agpecoBaHnM TOKYMEHTa PYKOBOJIUTEIO OPraHU3aMi HAUMEHOBAaHNE OpraHU3aluu
BXOJMUT B COCTaB HAMMEHOBAHUA JOJDKHOCTH ajapecara, IIpU 3TOM HAaMMEHOBAHME JIOJKHOCTHU
YKa3bIBa€TCs B JATCIILHOM IaJ(EXKe, HAIIPUMED:

PykoBoaurento

HNcnonHUTEIBHOI0O KOMHTET
JlauieBcKOro MyHHIIMINIAJIBHOIO paiioHa
Pecny0smku Tarapcran

N.0. ®amuiaus

IIpn anpecoBaHMM JOKyMEHTa JOJDKHOCTHOMY JIMIIy WHHULMANBl CTaBATCS MEpEX
bamunueit, npu axpecoBaHUK YaCTHOMY JIMILY - TIOCie (haMIIIUH.

[ToutoBBIi aapec B cocTaBe pekBuU3UTa "Anpecar" yka3pIBaeTCs B IMOCIEA0BATEIIBHOCTH,
ycraHoBiIeHHON IlpaBuinamMu oOka3aHUS yCIOyr TIOYTOBOM CBSI3M (YTB. ITOCTAaHOBJIEHHEM
[IpaButensctBa Poccuiickoit ®deaepanmu ot 15.04.2005 N 221 "O6 yrtBepxkaenun I[Ipaswn
OKa3aHHUs yCIyT OYTOBOM CBSA3H").

VYcTaHOBIIEH CHENYIOIIMNA TOPSIOK HalMCaHUS IIOYTOBOIO aJgpeca Ha KOHBEpPTax H
JPYTUX MOYTOBBIX OTHPABICHUAX:

- HaUMEHOBaHME aJipecara (HAMMEHOBAaHHE OPraHMU3alluHU - IOPUANYECKOro JIMIA UiIu GpaMuins,
UM, OTYECTBO IPAXKTAHUHA);

- Ha3BaHMeE YJIUILIbI, HOMEP JJOMa, HOMEp KBapTHUPHI,

- Ha3BaHME HACEJIEHHOTO MyHKTa (TOpOJ, MOCENOK U T.I1.);

- Ha3BaHHe 00J1aCTH, Kpasi, aBTOHOMHOM 00J1acTH (OKpyTa), peciyOIuKu;

- cTpaHa (A1 MEXTYHAPOIHBIX OTIPABJICHHI);

- IOYTOBBIA HHJIEKC.

MY «YupasiieHue KyJbTypbD



HcnonHuTebHOT0O KOMUTETA
JlanmeBCcKOro MyHUIMIIAJIbHOIO paiioHa
Pecny0sinku Tarapcran
JlebeneBoii yJa., 1. 2,
r. Jlanmeso
422610
WIH

Oopazuosuy O.II.

yi. CagoBas, 1. 5, kB. 12,
r. Jlunku, Tyabckas 00.1.,
301264

B takom ke nmopsiike muIieTcs aapec OTIPaBUTENsI HA KOHBEPTE.

[TouroBhIii aapec HE YyKa3blBaeTCd B JOKYMEHTaX, HAMpaBlIIEMbIX B OpraHbl
rOCyIapCTBEHHOW  BJACTH, OpraHbl  MECTHOTO  CaMOYINpaBICHHS U  IMOCTOSHHBIM
KOPPECHOH/IEHTaM.

PexBusut "Anpecar" pacronaraercs B MpaBoOM BepXHEM yriy JokymeHTta. Ha Omanke c
YIJIOBBIM BapUaHTOM  PACIONOXKEHHUS PEKBU3UTOB  PEKBU3UT pACIOJAaraercs Ha YpOBHE
HauMeHoBaHus VcnonmuurensHOoro kKoMurera JIaMIIEeBCKOro MYHHUIIMIIAIBLHOTO — paiioHa
Pecny6muku Tarapcran B GiaHke.

Crpoku pexkBusuta "Anpecar" HEHTPYIOTCS OTHOCUTEIBHO CaMOM JJIMHHOW CTPOKH WU
BBIPABHUBAIOTCS 110 JIEBOMY KpaIo.

3.2.4.11. HaumeHoBaHue (AHHOTAIUA) JOKYMEHTA

HaumenoBanune AOKyMeHTa - KpaTKo€ COJIep:KaHue (3aroJIoBOK K TEKCTY) TOKYMEHTa
COCTaBIJIIETCSI KO BCEM JIOKYMEHTaM, 3a MWCKIIOYEHHEM JOKYMEHTOB, HMEIOIINX TEKCT
HeOoJbIIoT0 00BeMa (710 4-5 CTPOK).

3aroJoBOK K TEKCTY IOKYMEHTA JIOJDKEH OBITh KPaTKUM, TOYHO TepeIaBaTh COJIEPIKaHHE
JOKYMEHTa. 3arojlOBOK K TEKCTYy COTJIACOBBIBAETCS C HAaWMEHOBAaHHMEM BHAA JOKYMEHTa
(mocTaHoOBNIEHUE, MTPUKA3, TUCbMO). 3aroJIOBOK JOJKEH HaunHaeTcs npeioroM «O» miu «O0»
¥ OTBEYaTh Ha BOMPOCHL: 0 4eM (0 KoM)?; uero (Koro)?; Harpumep:

00 yrBepxknenun Ilonoxxkenust 0 3amuTe NEPCOHAIBHBIX JAHHBIX
MYHMUIMNAJIbHBIX CJIYKalMX U padoTHukoB UcnoHuTeIbHOTO KoMuTeTa Jlanmesckoro
MYHMIMNAJIbHOTO paiiona Pecnyosmku Taraperan.

O0 oxa3aHuHu yCJIyr 110 YNOPSAI0YECHHIO JOKYMEHTOB

3aroJIoBOK COCTaBJISETCS UCIIOJIHUTEIIEM, TOTOBAIINM NIPOEKT TOKYMEHTA.

3aroJ0BOK K TEKCTY 0(hopMIIsieTCsl O] peKBU3UTAaMH OJaHKa. 3aroJ0BOK K TEKCTY MOXKET
3aHuMath 4-5 crtpok 1o 28-30 3HaKOB B CTpoke. B mpoekTax HOPMAaTHBHBIX IPaBOBBIX AKTOB
3arojIoBOK K TEKCTy o(QopMisieTcss N0 IIUPUHE CTPAHMUIBI HaJ TEKCTOM IIEHTPOBAHHBIM
CIOCOOOM.

K tekcty nokymeHTOoB, ohopMIIeHHBIX Ha O1aHKax ¢opmaTta AS, 3arojloBOK J0MYyCKaeTcs
HE YKa3bIBaTh.

3.2.4.12. TekcT JOKYMEHTA



B cootBerctBum ¢ 3akonoMm PecnyOmukum Tatapcran ot 8 wmrons 1992 r. Ne 1560-XII «O
roCyJapCTBEHHBIX si3blkax PecnyOnuku Tatapctan u npyrux s3eikax B Pecrybnmuke TaTapcrany
B McnomuautensHOM KoMuTeTe JlanieBckoro MyHUIMIIAIBHOTO paiioHa PecriyOnuku Tarapcran
JOKYMEHTBI MOTYT COCTaBISITHCS Ha TOCYAApCTBEHHBIX s3bIkax PecmyOmuku Tatapcran:
pycckoM W TartapckoM. OOmienpuHsTas MpPaKTUKa B JEIONPOU3BOACTBE CIONMHUTENBHOTO
komuteTa JlammeBckoro MyHuuMnaneHoro paiiona PecnyOnuku Tarapcran cocraBiieHue
JIOKYMEHTOB Ha PYCCKOM fA3bIK€. TEKCT JOKYMEHTa M3J1araercs Ha PYCCKOM JIMTEPATypHOM
A3bIKE C YYeTOM OCOOEHHOCTEW O(HUIMATBLHO-IEIOBOTO CTUJIS, BHJA JIOKYMEHTa M €ro
Ha3HAa4YeHHUs B yIpaBleHYeckol nesaTenbHOcTH. CopepxaHHe HOKYMEHTa JOJDKHO OBbITh
U3JI0KEHO KPATKO, JIOTUYHO, TOYHO U SICHO.

TexcTbl TOKyMEHTOB OOPMIISIOT B BUAE aHKETHI, TAOJIHIIbI, CBA3HOTO TEKCTA WM B BUJE
COEIMHEHUS 3TUX CTPYKTYP.

IIpu cocTaBiieHnN TEKCTa B BUJI€ AHKEThl HAUMEHOBAHMsSI IIPU3HAKOB XapaKTEPU3yeMOI0
00BEKTa JTOJKHBI OBITh BBIPAKEHBI UMEHEM CYIIECTBUTECIBHBIM B MMEHUTEIHLHOM MAJEKe WIN
CJIOBOCOYETAaHUEM C TJIAaroJIOM BTOPOTO JIMLA MHOKECTBEHHOIO 4YHUCJIA HACTOSIIEro WU
npomeamero BpemeHu (''umeere', "Biaageere" wiam "Obuin", "Haxoamiaucs'" U T.1.).
XapakTepUCTUKH, BBIPAKEHHBIE CIOBECHO, JIOJDKHBI OBITH COTJIACOBAHBI C HAMMEHOBaHUSMU
MIPU3HAKOB.

I'pappl m cTpOKM TAOIWIBI JOJDKHBI HMMETh 3aroJIOBKH, BBIPAKXCHHBIE HMEHEM
CYIIECTBUTEIILHBIM B HWMEHHUTEIbHOM manexe. Iloa3aronoBku rpad M CTPOK JOIDKHBI OBITH
COTJIACOBAHHBI ¢ 3aroyioBkamu. Ecnu Tabnuiyy neyaTtaror 6osee 4eM Ha OJHOW CTpaHHIE, rpadbl
TAaONMUIBI JOJDKHBI OBITH MPOHYMEPOBAaHBI W HA CIEAYIONMX CTPAaHUIAX JOJDKHBI OBITH
Hare4aTaHbl TOJILKO HOMEpa 3TUX rpad.

CBs3HBIA TEKCT, Kak MpaBUJIO, COCTOMT M3 JBYX yacTed. B mepBoi 4acTu yka3bIBarOT
MPUYMHBI, OCHOBAHHUS, LIEJIM COCTABJICHUS JOKYMEHTa, BO BTOPO (3aKJIIOUUTEIHHOMN) - pEeLICHHUS,
BBIBOJIBI, MPOCHOBI, TMPEIIOKEHHs, PEKOMEHAAMU. TeKCT MOXET COJAepKaTh OJHY
3aKJIIOYUTENbHYI0 — 4acTh  (HampuMmep, TMpHKasbl -  paclopsIuTeNbHYHO  4YacTb  0e3
KOHCTaTUPYIOIICH; MUChMa, 3asBJICHHS - POCKOY 0€3 MOsSICHEHMUS).

TekcTbl JOKYMEHTOB HM3J1araroT OT:

1-ro nuia eAMHCTBEHHOI' O YKca:
- B IIACBbMax: MPOIIY NPEeJCTABHUTL OTYET 00 MCHOJHEHMH CMeEThI J0XOA0B M PACXO0J0B...;
CYHUTAI0 HEOOXOAUMBIM...; IPOLIY BBIACIHUTh...;

3-T0 JuIa eJMHCTBEHHOIO YnCa:
- B IOCTaHOBJEHUsAX (peuieHusx): CoBeT mocraHoBJsieT...; Komucens pemmaa...;

- B nucbMax: McmoJiHUTeIbHOr0 KoMMTeTa JlanieBCcKOro MyHMUMIAJIbHOIO paiioHa
PecnyOsmkn  Tarapcran  cuMTaer  BO3MOKHBIM...; M CHOJHUTeNbHBIH  KOMHUTET
JlanmeBCcKOro MyHUIMNAJAbHOTO paiiona Pecny0oiimku Tarapcran He Bo3paskaer...;

1-To nuIa MHOXKECTBEHHOIO YHCIIA:
- B [IPOTOKOJIAX: CJAYIIAJIM...; BBICTYIIH/IH...; PeIIWJIH (IIOCTAHOBMJIN);
- B MCHbMAax: MPOCHM MNPEACTABUTH OTYeT 00 MCIOJHEHHHM CMeThl J0X0A0B U PACXOI0B...;
NnpeacTaBJisieM Ha pacCMOTPeHHeE M YTBep:KIeHHe...; IPOCUM HANIPABHUT....

B coBMECTHBIX TOKyMEHTax TEKCT M3JIaratoT OT IMEPBOTO JIMLA MHOKECTBEHHOT'O YUCIIA:
MIPUKA3bIBAEM..., PEIIHIIN. ..

B noxymeHTax, ycTaHaBIMBAIONIMX IpaBa M O0S3aHHOCTH VCHOJHUTENHHOTO KOMHUTETA
JlanmeBckoro MyHununaiabHoro paiioHa PecnyOmuku Tarapcran, ero CTpPYKTYpHBIX
nojapasjaesneHuid (ToJI0KeHNE, WHCTPYKIUA), a TaKKe COACPIKaIIUX OIMHCAaHUE, OICHKY (PaKkToOB
WIM BBIBOJBI (AKT, CIpaBKa), HCIOJB3YIOT (GOpMYy H3JI0KEHHS TEKCTa OT TPEThEro Jnia
€MHCTBEHHOI'O MJIM MHOXKECTBEHHOI'O UHMCIIA: OT/AeJ OCYIIecTBJsAeT (yHKIHUH...; B COCTaB



00beIUHEeHHUS BXOIAT...; KOMHCCHSI YCTAHOBHJIA...

B TexcTax HOpMAaTHBHBIX IIPABOBBIX AKTOB HUCIOJIB3YIOTCS IJ1aroisl B (popMe HacTOSILEro
BPEMEHM, MPUAAIOIINE TEKCTY NPEANUCBHIBAIOIIMKM XapakTep, Hanpumep: «HopmaTtuBHbIe
npeanucanusi oGopmMJsIIOTC B BHJAe NYHKTOB, KOTOpble HYMePYHOTCS apadCKuMHU
nudpamMmu ¢ TOYKOH M 3aro10BKOB He umer0T'"; '""Bu3a Brio4aer B ce0si HAaMMEHOBaHUE
JAOJIKHOCTH PYKOBOJUTEIS] MUHHUCTEPCTBA (BeAOMCTBA) MJIM €ro 3aMeCTHTe/s] U JHYHYIO
NOANUCH BUSHPYIOLIEr0, paciunGpoBKYy HOANKCH U AATY»

B Tekcre nOKyMeHTa, IOATOTOBIEHHOIO HAa OCHOBAaHMU 3aKOHOJATENIBHBIX, WHBIX
HOPMAaTUBHBIX INPABOBBIX AKTOB, M3JAHHBIX OPraHAMU T'OCYJApCTBEHHOM BJIACTM U MECTHOIO
CaMOYIPAaBJICHUS, JOKYMEHTOB, PaHee M3JaHHBIX McrnonHuTEenpHBIM KOMUTETOM JlanmeBCcKOro
MYHHULIMIIAJBbHOTO paiioHa PecnyOnuku Tarapctan - aBTOpOM JOKYMEHTA, YKa3bIBAaeTCs
HAaUMEHOBAHME BUJA JOKYMEHTA, HAMMEHOBAHNUE OpPraHa, W3/1aBLIEro JTOKYMEHT, 1aTa MPUHATHS
WIM YTBEPXKJEHUS TOKYMEHTa, €r0 pEeruCTPalMOHHBII HOMEpP, a TAK)KE 3aroJIOBOK JOKYMEHTA,
3aKJIFOUYEHHBIN B KaBbIUKY, HanpuMmep: «B coorBercTBUM ¢ Yka3zom Ilpesunenta PecnyOiaunku
Tarapcran or or 5 mas 2012 r. N VII-296 "O npoBegeHMH TaTapcKOro HapoOJIHOIO
npasaauka «Cabanryin»; «B coorBercTBuu ¢ Ilooxennem 00 apxuse McnoJHUTEJIBbHOM
KoMuTeTe JlaMmeBCKOro MYHMUMIAJBLHOro  paiioHa PecnyOumkm  Tarapcran,
YTBEpKAEeHHBIM PYKOBOJHUTEJIEM HcnonnureabHOM komurere  JlammeBckoro
MYHHUMIAJIbHOTo paiiona Pecny6sukn TaTrapceran ot 19 snBapst 2009 r.».

Ecian TekcT comepKUT HECKOJIBKO IOPY4YEHHMH, PEIICHHM, BBIBOJOB M [1p., B TEKCTE
BBIJIETISIIOTCS Pa3/1€iibl, OIpa3Aeiibl, IYHKTbI, TOJIYHKTHI.

B TekcT moKyMeHTa MOTYT BKJIFOUATHCS (parMeHThl, OhOPMIICHHBIE B BUJIE TaOJIUIIBI WK
AHKETHI.

CrpaHuIbl TEKCTa HyMEPYIOTCS apaOCKUMU LU(paMy OCEPEMHE BEPXHETO MOJIS.

[Ipy mMOAroToBKE NOKYMEHTOB PEKOMEHIYETCS HNPUMEHSTh TeKCTOBBIH pemakrop Word for
Windows Bepcuu ot 6.0 u BbIiIe ¢ ucnoias3oBanueM mpudToB Times New Roman pasmepom Ne
12 (ny1s opopmienus TabauyHbIX MaTepuanon), 13, 14 yepe3 1— 2 unTepBana.

3.2.4.13. OT™MeTKA 0 HATUYUH TPUIIOKEHUS

OTMmeTKa 0 HaJTMYUU MPUIOKEHUS MCIIONb3YeTCsl TPU O(hOPMIIEHUU COMPOBOIUTENbHBIX
NUCEM M MPWIOKEHUH K NpHUKa3aM, pacHopsDKEHUsM, IUIaHaM, Iporpammam, OTYeTaM,
JIOTOBOpaM, MOJIOKEHUSIM, ITpaBUiIaM, HHCTPYKIUSAM U IPYTHUM JIOKYMEHTaM.

B compoBoauTeNnbHBIX MUChbMaxX OTMETKAa O MPHUIIOKEHUH o(opmIisieTcss MOJ TEeKCTOM
IMChbMa OT TPaHMIIBI JIEBOTO NoJIsl. Ecaun npumokeHne Ha3BaHO B TEKCTE MMUCbMA, TO B OTMETKE O
IIPWIOKEHUH YKA3bIBAETCS KOJIMYECTBO JIMCTOB U KOJIMYECTBO IK3EMIUISPOB IPUIIOKEHUS:

IIpuioxenue: Ha 3 1. B 1 3Kk3.
HpI/I HaJIN4YNK HECKOJIBKHX HpI/IJ'IO)KeHI/Iﬁ B OTMCTKEC O IPHIIOKCHHUU OHH HYMCPYIOTCH,
YKa3bIBalOTCA HAWMCHOBAHHUA KaXXJIO0ro IPUIOKCHUA, KOJUYCCTBO JIMCTOB W KOJHWYECTBO

9K3CMILIAPOB:

IIpunioxenue: 1. 3akyII04eHNe HA TPOEKT... HAa 3 J1. B 2 3K3.
2. Cnpaska o gopadorke... Ha 2 J1. B 1 3Kk3.

Ecnu npunoxxenns cOpoIopoBaHbl, TO KOJIMYECTBO JIUCTOB HE YKA3bIBACTCS.
Ecim x [1OKymMeHTy mnpuiararoT ApYrod JOKYMEHT, TaKKe€ HMMEIOIIUN IPUIIOKEHUE,

OTMETKY O HAJTUINH TPUIIOKEHHS OPOPMIISIOT CIAEAYIOMUM 00pa3oM:

IIpunioxenue: nucemMo PenepaibHOro apxuBHoro areHrcrsa or 05.06.2012 Ne 02-6/172 n



NMPUJI0KEHUE K HeMy, Bcero Ha 5 J1. B 1 3k3.

Ecnu npuioskeHue HanpaByIsiiOT HE BO BCE YKa3aHHBIC B IOKYMEHTE aJipeca, TO OTMETKY O
€ro HAIM4YuH 0(hOPMIISIOT CIETYIOIUM 00pa3oMm:

I[Ipunoxenue: Ha 3 j1. B 1 3K3. TOJBKO B NIePBbIii ajpec.

Ecnu npunoxeHussMH K  CONPOBOJIUTEIBHOMY IHUCHBMY  SIBJISIFOTCS  JJOKYMEHTHI,
colepkaniie MH(popMaKio KOHPHUISHUUAIBHOTO XapakTepa, Hampumep, CIyKeOHyio TaiHy,
OTMETKA O MPUJIOKEHUHN 0(QOPMIISIETCS CIEAYIOUUM 00pa3oM:

IIpunioxenue: CnpaBka 0 HeIJIATEKeCNOCOOHBIX NPeINPUATUSX, IS CJIYyKeOHOro
NoJb30BaHus, per. N 26-acm, Ha 2 j1. B 1 3K3.

Ha npunoxeHusx CHpaBOYHOIO XapakTepa K IIOCTAHOBJICHUSM, PpaCIOPSKCHUSIM,
IOpaBUIaM, HMHCTPYKLUSAM, IIOJIO)KEHHUSM, IUIaHaM, IIporpamMmam, JOroBopaM U JApyruMm
JIOKYMEHTaM OTMETKa O MPHJIOKEHUH MPOCTABISETCS Ha MEPBOM JIUCTE MPUIIOKEHUS B IPABOM
BepxHeM yray. Ecinm npunoxenuil Heckonbko, To oHu HymepytoTcs (IIpunoxenune N 1,
[Tpunoxxenue N 2). Eciu npunoxeHue oqHo, TO OHO HE HyMepyeMcsl. B oTMeTke 0 mpuiiokeHuu
YKa3bIBaeTCsl HAMMEHOBAaHUE BUa OCHOBHOI'O JJOKYMEHTa, €ro JaTa i HOMEp:

IIpuioxenne N 1

K MOCTAHOBJICHHIO PykoBonurens
HcnoaHnTe1bHOT0 KOMHUTeETA
JlanmeBcKOro MyHHIMIAJIBLHOIO paiioHa
Pecny0siukn Tarapcran

ot 13.01.2017 N 2

Ecniu npunoxxeHueM K JOKYMEHTy (HampuMmep, K TIOCTAHOBIIEHUIO) SIBIISIETCA
yTBEpAKAaeMbIi JOKYMEHT (II0JI0’KEHUE, PErJIaMeHT, IPaBUila, MHCTPYKIUS U Jp.), TO B BEPXHEM
IIPaBOM YTJIy MPOCTABISETCS OTMETKA O MPUJIOKEHUU, HIKE - TpU( YTBEP)KICHUS TOKYMEHTA,
Harpumep:

IIpnioxenne N 2

YTBEPXJIEHO
NMOCTAHOBJICHHEM N cnoJHUTEJILHOTr0
KOMHUTETA Jlanmesckoro

MYHHLIUNIAJIBHOIO paiioHa PecnyOuankn
Tarapcran
or 13.01.2017 N 1

Honyckaetrcst BolpakeHue "[IPUJIOKEHUME N" neuatats mpomnucHbIMEH OykBamu, a
TAaK)K€ [EHTPUPOBAaTh d3TO  BBIPAKEHWE, HAUMEHOBaHME JOKYMEHTa, €ro Jary H
PErMCTPAalMOHHBIN HOMEP OTHOCHTEIIBHO CaMOW ITTMHHOM CTPOKH, HAallpuUMeED:

MNPUJIIOKEHHUE N 3

K MOCTAaHOBJeHHI0 MCIOJTHUTEIHLHOT0
koMmurera Jlanmesckoro
MYHHMIHMIIAJIBHOrO paiioHa Pecny6ankn



Tarapcran
ot 05.06.2016 N 251

3.2.4.14. T'pud cornacoBaHus

I'pud cormacoBanus — OTO PEKBH3UT JIOKYMEHTa, BBIPKAIOUIMA COIJIacue
opraHa/opraHu3anyy, HE SBISIOIIETOCS aBTOPOM JOKYMEHTa, C €ro CojAep)KaHueM (BHEIIHee
COTJIACOBAHUE).

CoryacoBaHue TMpOEKTa JOKYMEHTa C JPYTMMH TOCyJapCTBEHHBIMH OpPTraHaMHu BIIACTH,
OpraHaMH MECTHOTO CaMOYNpABJICHHS M OpPraHU3alMsAMH, HWHTEPECHl KOTOPBIX B HEM
3arparuBaroTcs, odopmisiercss rpudom corimacoBaHus. IIpoeKT ITOKyMEeHTa MOXET OBITh
COTJIACOBAH HEMOCPECTBEHHO OJKHOCTHBIM JIUIIOM HJIM IPOTOKOJIOM KOJUIETHAIBHOTO OpraHa,
ciy>)keOHbIM TUchbMOM. ['pud cormacoBanus nokymeHTa coctouT u3 ciosa COI'JIACOBAHO,
JOJDKHOCTHU JIMIIA, ¢ KOTOPBIM COTJIACOBaH JOKYMEHT (BKJIIOYash HAaMMEHOBAHWE OPTaHM3allNM),
JMYHOM MOJANKCH, PACIIU(PPOBKH MOINHMCH (MHULIHAAIOB, (paMIINK) U JaThl COTJIACOBAHUS WU
BUJIa IOKYMEHTa, €ro AaThl 1 HoMepa, Hanpumep:

COTI'VIACOBAHO

HavyanbHuK IOPUANYECKOTO OTaeIa
HcnonHuTe IbHOTO KOMUTETA
JlanmeBckoro MyHMIMNAJIbHOIO paioHa
Pecny0smku Tarapcran

IMopnucey HN.0. Damniansa
Jlara

COTI'VIACOBAHO

IIpoToKO0JI IKCIIEPTHON KOMUCCHU
Otaena odpa3oBanusi

HcnonHuTe  bHOTO KOMHUTETA
JlanmeBckoro MyHMUMNAJIbHOTO paioHa
Pecny0iuku Tarapcran

Ne 1 ot 15.01.2017

COT'JIACOBAHO

IHucemo MuHHcTEpPCTBA KYJIBTYPbI
Pecny0smku Tarapcran

ot 26.09.2016 Ne 01-18/115

I'pud cornacoBanust odpopmiserca mnoj pexBuzutoMm "lloanmuce" Onmke K HIKHEMY
MIOJIF0 JOKYMEHTA.

Ecnu conepkanue TOKyMeHTa 3aTparMBaeT MHTEPEChl HECKOJIIBKUX OpraHu3alui, rpudbl
COIVIACOBAaHUsl MOTYT pacnojlaratbCsd Ha OTAEIBHOM JIMCTE corjacoBaHus. Ha ocHoBHOM
JIOKYMEHTE B MecTe, MPEeIyCMOTPEHHOM JJIsl pacloyIOKeHUsI TPU(OB COINIaCOBAaHUS, J€NIaeTCs
otMeTKa "JIMCT cornacoBaHus npuiaraercs'.

CornacoBaHue JOKYMEHTa OCYILECTBIISETCS C:

- BBIIIECTOSIIIIMMU OpraHaMHM B CIy4asiX, IPelyCMOTPEHHbBIX 3aKOHOAATEIbCTBOM;

- OpraHaMM MECTHOTO CaMOYIpPaBJIEeHUS MYHHUIUNAIbHOTO paiioHa (TOPOACKOr0 OKpyTa),
MHTEPEChl KOTOPBIX 3aTparuBaeT CoJAepKaHue T0KyMEHTa;

- OpraHamH BJIACTH, OCYILECTBISIOLIMMH IOCYAapCTBEHHBIN KOHTPOJIb (HaA30p) B ONPEIEIICHHOM



00Js1acTH (IKOJIOTHIECKOM, MTOKAPHOU U T.I1.);
- IOJIBEZIOMCTBEHHBIMU OPTaHU3AIHSIMH;
- [Ipu HCOGXOI[I/IMOCTI/I -C OGH_ICCTBGHHBIMI/I opraHusanusaMu.

3.2.4.15. Bu3a

Bu3a — »3TO pEKBU3UT JOKYMEHTA, BBIPAKAIONIUN COTJIACHE WM HECOTJIacue
JIOJKHOCTHOTO JIMIIA ¢ COJIep)KaHueM JOKYMEHTa (BHYTPEHHEE COrIaCOBaHUE).

CornacoBaHHe MPOCKTa JOKYMEHTA C JIOJPKHOCTHBIMHM JIMIIAMU M CIICIIHATUCTAMH OT/CIIa
o(opmIIsIeTCS BU30H.

Buza Briaroyaer B ceOs JUYHYIO TIOJNHUCH, paciii@poBKY MOANUCH (MHHUIHAIIBI,
damuwmus) u gary. llpu HEOOXOIUMOCTH YKa3bIBAaeTCS HAMMEHOBAaHWE JOJDKHOCTH JIWIIA,
BU3HPYIOIIETO JOKYMEHT, HAIIPUMED:

HavanbHMK I0pUINYECKOro OT/ae1a
HcnonmuutenbHoro komurera JIaWmieBCKOro MYHUIMINATBHOTO paiioHa PecmyOnuku
TarapcraH.
Iloanucek N.0. Pamnansa
Jlara

Ha npoexrtax AOKyMEHTOB (3aKOHOJATEIbHBIX, HOPMATUBHBIX IPABOBBIX AKTOB) BH3bI
IPOCTABJISIIOTCS Ha OOOpPOTHOM CTOPOHE IIOCIIEAHEr0 JINCTAa IEPBOrO AK3EMIUIApa IPOEKTa
JIOKYMEHTA.

Ha noxymeHTax (IIOCTaHOBJIEHHUS, PACIIOPSKEHUS U 1. ), MOAJIMHHUKN KOTOPBIX TOMELIAI0TCS
B jaena VcnonHurtenbHOro komutera JlamiieBCKOro MyHMLMDAIbHOrO paioHa PecmyOmuku
TarapcraH, BU3bl MPOCTABISAIOTCS Ha OOOPOTHOH CTOpPOHE IOCIEAHEro JHUCTa JOoKyMeHTa. B
CJIy’)K€OHBIX NMHUChbMaX BU3bI IPOCTABIISIOTCS HAa KOMUU JJOKYMEHTA, IIOMEIIaeMOi B J1eJI0, WM Ha
00OpOTHOM CTOPOHE MOCIEIHEro JUCTa MOJIMHHHUKA, €CIIU MMUChMO NEepechUIaeTCs ajpecary 1o
(bakcUMUIIBHON CBA3M 0€3 JOCBUIKH MOAJIMHHUKA IO MOYTE.

Ha BHyTpeHHUX HMH()OPMALMOHHO-CIIPABOYHBIX JAOKYMEHTaX (JOKJIAIHBIX, CIYKEOHBIX,
AQHAINTUYECKUX 3alMcKaX, CHOpaBKaX W Jp.) BU3bl MPOCTABISAIOTCS Ha JIMLEBOH CTOPOHE
MOCJIEAHETO JIUCTAa JOKYMEHTA O]l OJMHUCHIO0, OJIMKE K HUYKHEMY TOJIIO.

JlomyckaeTcs OJIMCTHOE BUSUPOBAHKUE TOKYMEHTA U €TI0 IIPUIIOKEHUH.

[Tpu Hanuuuu 3aMedyaHui, 0COOBIX MHEHHH, JONMOJHEHHUH K MPOEKTY JAOKYMEHTa BHU3a
JIOTIOJIHAETCS COOTBETCTBYIOLIUM YKa3aHUEM, HAIIPUMED:

HNmerorcs 3ameuanust (CoriiaceH ¢ y4eToM 3aMedaHuii u ap.)
Havanbuuk ropuaudeckoro oraeaa MHcenoanurenabHOro komurera Jlammesckoro
MYHHIUIIAJIBHOIO paiiona Pecny0uauku Tarapcran.

HHoanucek N.0. Gamuausa
Jara

3aMC‘{aHI/I${, MHCHUSA O IPOCKTC HOKYMCHTA O(I)OpMJ'ISIIOTC}I Ha OTACIBHOM JIMCTC H
NepeAAr0TCSA UCITOJTHUTEIIIO.

3.2.4.16. IToanmuck J0JKHOCTHOIO JIMLA

[loanuch — 3TO PEKBU3HUT JOKYMEHTA, MPEACTABIAIOMINNA COO0H COOCTBEHHOPYUHYIO
POCIHCH MTOTHOMOYHOTO JOKHOCTHOTO JIHTIA.

B cocras MMoANUCHU BXOOAT: HAMMCHOBAHHUC NOJLDKHOCTH JIMIlAd, MOATIMCABIICTO JOKYMCHT,



JTUYHAs TOAMUCH U ee pacirdpoBka (MHUIIMAIB 1 hamunus). Hampumep:

PykoBoaurenb UcnoTHUTEIBHOTO KOMUTETA
JlanueBCcKOro MyHMUMIIAJIbHOI0 paiioHa
Pecnyoauku TaTtapcran Moanucek N.0. ®amuaus

He nomyckaercs moanmuchiBaTh JAOKYMEHTHI ¢ mpemyiorom "3a" WM OpoCTaBICHUEM
KOCOH 4epThl Mepe]] HAUMEHOBAHUEM JIOJDKHOCTH. ECiin TOKHOCTHOE JTUIT0, TTOAIHUCH KOTOPOTO
obopmiieHa Ha TIPOEKTE JTOKYMEHTa, OTCYTCTBYET, JIOKYMEHT IIOJIMUCHIBACT 3aMECTUTEIhb
PYKOBOJIMTENSA, WUMEIOIHUK TPaBO TOMAMHUCHIBATH JOKYMEHTHI 32 PYKOBOIMUTENS, WU HHOE
JIOJDKHOCTHOE JIMLIO, UMEIOIee MPaBo MOJIMUCH U COOTBETCTBUU C MPUKA30M O pacipeiesieHuu
00s3aHHOCTEH, TpH JTOM YKa3biBaeTcs (aKTUYecKas JOJKHOCTh JIMIA, MOAMKUCABIIETO
JOKYMEHT, U ero (gamuius. VcnpaBieHuss B MOATOTOBICHHBIA JOKYMEHT MOTYT OBITh BHECEHBI
OT PYKH JIMIIOM, ITOITUCHIBAIOIIUAM JOKYMEHT.

[Ipn moamucaHuuM JOKYMEHTa JIMIIOM, B COOTBETCTBUM C MPHUKA30M HCIIOIHSIOMIUM
00513aHHOCTH BPEMEHHO OTCYTCTBYIOIIETO PYKOBOAMUTENS (OTMYCK, OOJ€3Hb, KOMaHIUPOBKA),
MOAMUCH OPOPMIIIETCS CIEAYIOIUM 00pa3oMm:

N.o0. HayaJIbHUKA 0TIEJIA KYJIbTYPbI

HNcnoHUTEIbHOT0 KOMUTETA

JlanieBCKOro MyHMIMIIAJIBLHOIO paiioHa

Pecnyosimkn TaTrapcran MOANMCH N.0. ®amunius

nin:

Hcnoansionmii 0093aHHOCTH HAYAJILHUKA O0THEJIA

KYJbTYpbl UCIIOTHUTEIBHOTO KOMUTETA

JlanieBCKOro MyHMIMIIAJIBHOTO paiioHa

Pecnyosimku TaTtapcran MOAINKCH N.0. ®amunius

[Tpu odopmiennn AoKyMeHTa Ha OJaHKE MTOJKHOCTHOTO JHIA JOJKHOCTH 9TOTO JIUIA B
MOJAMKCH HE YKa3bIBAIOT.

[Ipy noamucanuu IOKyMEHTa HECKOJIbKMMH JIOJDKHOCTHBIMHU JIMIIAMM HMX MOAMUCH
pacnoyiaraloT OAHY IO JApPYrod B IOCIEI0BATEIbHOCTH, COOTBETCTBYIOLIEH HEpapXuu
JIOJ>KHOCTEH, HAallpUMeEp:

PykoBoaurtensb UcnoTHUTEILHOTO0 KOMUTETA
JlanmeBCcKOro MyHMIMIIAJIBHOIO pailoHa
Pecny0simkn TaTrapcran Hoamucsh N.0. Pamuaus

I'maBHblii Oyxraarep McnoHUTEIBHOTO
KoMuTeTa JlanmeBcKoro MyHHIIUIIATLHOIO

paiiona Pecnyosiuku Tatapcran Hoanmucn N.0. ®amnius

HpI/I nmoANMrMCaHuM AJOKYMCHTa HCECKOJBKHUMH JIMaMW, PABHBIMH II0 OOJDKHOCTH, HO
MNpEaACTABIAOIINMHA PAa3HBIC OPraHu3anry, IMOAIHUCH pacCiiojiararoT Ha OJTHOM YPOBHE, HAIIpUMEDP:

PykoBoaurenn PykoBoaurenn



HcnoaHuTEeILHOI0 KOMUTETA HcnoaHuTEILHOI0 KOMUTETA

JlanmeBCcKOro MyHMIMIAJIbHOTO paiioHa JlanmeBCcKOro MyHUIMIIAJIbHOIO paiioHa
Pecny0smku Tarapcran Pecny0smku Tarapcran
Hoanmuceh N.0. damuaus Hoxmucn N.0. ®amunaus

[Ipu moamnucanuu COBMECTHOTO JAOKYMEHTa MEpBBIM JHUCT odopmiisieTcss He Ha OyiaHKe.
[Ipu »o>TOoM JaHHBIE O HAMMEHOBAHWU OPraHOB/OpPTraHM3alMid, MOANUCABIINX IMHCHMO,
BKJIIOUYAIOTCS B HAUMEHOBAHUE JOHKHOCTH B pekBu3ute «lloamucey.

B 1okyMeHTax, COCTaBIEHHBIX KOMHCCHEW, YKa3bIBAIOT HE JOJDKHOCTH JIHII,
MOJMUCKHIBAIOIINX JOKYMEHT, a WX OO0S3aHHOCTH B COCTaBE KOMHUCCHH B COOTBETCTBUU C
pacnpezeneHueM (IpeacenaTelib, CEKpeTapsb, wieHsl). Hampumep:

IIpexacenarenb KOMUCCHU NOAINUCH N.0. Pamuniansa
YaeHbl KOMHCCHH NOANUCH N.0. Pamuniansa
NoANNChH N.0. damuniansa

Ilognmucy 4iI€EHOB KOMHUCCHHM B JTOM CIIy4ae pacllojararoTcsi HE B COOTBETCTBUU C
3aHMMaeMOH JTOJHKHOCTBIO, a B aJI()aBUTHOM IMOPSAKE HAYATbHBIX OYKB (haMuimid.

PaciummdpoBka noanucu B pexkBusute [loanuck pacnosaraercs Ha ypoBHE IOCIEIHEH
CTPOKHM HAMMEHOBAHUS JIOJDKHOCTH 0e3 mpo0esioB Mex 1y nHuIManamMu u ¢pamummei. [locnennss
OykBa B pacmm(poBKe MOIMUCH OTPAHUIHBAETCS TIPABBIM TIOJIEM.

Jis  yIOCTOBEPEHMS  DJIEKTPOHHBIX  JOKYMEHTOB B Cly4asX, YCTaHOBJICHHBIX
3aKOHOJATEIbHBIMA M MHBIMU HOPMATHBHBIMHU IIPaBOBbIMU akTamu Poccuiickoii ®denepanuu,
UCIOJIb3YeTCsl AJIEKTPOHHAs MOIHUCh, CEPTU(PUKAT KOTOPOH COJEPKUT HEOOXOIUMbIE CBEACHUS
O IPaBOMOYUSAX €ro BIAJAENbLA. DJIEKTPOHHAS MOANKMCH PaBHO3HAYHA IMOJIHUCH JOKHOCTHOIO
JMIIa Ha TOKYMEHTE Ha OyMaKHOM HOCHTEJE.

3.2.4.17. I'pud yTBepAxkIeHUs:

I'pud yTBepkaeHUS — STO PEKBU3UT JIOKYMEHTAa, MNPUAAIOIIMA HOPMATUBHBIA WIIU
IIPaBOBOM XapaKTep €ro COJAEPKaHHUI0. YTBEPXKJICHHE JOKYMEHTA SIBJIAETCS OCOOBIM CIIOCOOOM
BBEJICHUS JTOKYMEHTA B JICHCTBUE.

VYTBepkIaeMblii JOKYMEHT [OJDKEH OBbITh TIOJTHOCTbIO O(OpPMIIEH, COIJIaCOBaH U
3aBU3UPOBAH BCEMHU 3aMHTEPECOBAHHBIMU JIUL[AMH.

JIOKyMEHTBI yTBEpKJAt0TCsl pykoBoauTeseM McenonanrensHoro komurera Jlanmesckoro
MyHULIMNIaJdbHOTO paiioHa PecnyOnmku Tarapcran (ero 3amectuteneM), ['naBoit paiiona wim
ME)KBEIOMCTBEHHBIMU OpraHaMH.

YTBepkaeHne TOKyMEHTa MPOU3BOAUTCS ABYMs criocobamu: rpudoM yTBEpKACHUS WIH
W3/IaHHEM COOTBETCTBYIOLIETO PACHOPSAUTENBHOIO JOKYMEHTA, KOTJa BBEJACHUE JIOKYMEHTa
TpeOyeT NOMOJHUTENbHBIX AeUCTBHM M mpeanucanuil. Oba crocoba yTBEpk AEHUS TOKYMEHTa
HUMEIOT OJJMHAKOBYIO FOPUAUYECKYIO CUILY.

JIOKYMEHTBI, MOJIEKAINE YTBEPKACHUIO (TIONOXKEHUS, OTYeTHl, OAJlaHCHl, IITATHBIE
pacnMcaHus, akTbl, MpaBUia, HMHCTPYKLIHH, OTIEIbHBIE PA3HOBUIHOCTH IPOTOKOJIOB U
HEKOTOpBIE APYyTue), MPUOOPETAIOT IOPUINUECKYIO CHITY TOJIBKO MOCIE UX YTBEPKICHHUS.

I'pud yrBepxknenus, cocrosimuii u3 cinoa Y TBEPXK/IAO, HaumeHoBaHMS AOTKHOCTH
JUIa, YTBEPKIAIOIIEr0 JOKYMEHT, €ero MOJIUCH, MHUIIMAJIOB, (aMUJIMU U JaThl YTBEPXKACHUS,
IIPOCTABIISIETCS] B BEPXHEM IIPABOM YTIy IOKYMEHTA, HallpuMep:

YTBEPXKJIAIO



PykoBoaurens UCOTHUTEIBHOIO KOMUTETA
JlanmeBCcKOro MyHHIMIIAJILHOIO PAHOHA
Pecny0smku Tarapcran

Hoxmucn N.0. damuans
Jara

[Ipyn yTBEepKIE€HUHU JTOKYMEHTAa HECKOJbKHUMHU JODKHOCTHBIMHU JIMIAMHU HX IOANHCH
pacrnoJiararoTcst Ha OJJHOM YpPOBHE.

[Ipn yTBep>KIEHUH JOKYMEHTAa I[IOCTAHOBJIEHHWEM, pEIICHUEM, MPOTOKOJIOM TIpud
yrBepkaenus cocroutr u3 cinoBa Y TBEPXJIEHO (YTBEPXIEH, VYTBEPXIEHA,
YTBEPXJIEHBI), cornacoBaHHOro B pojJie M YHUCJIE C BUAOM YTBEPKIa€MOIo JOKYMEHTa,
HAaNMEHOBAHMS BHJIA JIOKYMEHTA B TBOPUTEIILHOM NAJEXKE, Er0 IaThl U HOMEPA, HAIIPUMED:

YTBEPXKXJIEHO

Hocranosiiennem PykoBoauresis
HcnoHuTEIbHOTO KOMUTETA
JlanmeBckoro MyHMUMNaJaIbHOIO paioHa
Pecny0smku Tarapcran
ot 22.07.2013 N 30

U
YTBEPKJAEH

IIpuka3om riaBHoro Bpauya
I'AY3 «Jlanmesckas LIPb»
ot 22.07.2013 N 30

JlonmyckaeTcst B peKBU3UTE "Tpud yTBEpkaeHUs" IEHTPUPOBATh 3JI€MEHTHl OTHOCUTENHEHO
CaMOM JJIMHHOM CTPOKHU PEKBU3UTA.

CnoBa "YTBEPXJAIO, VTBEPXIEH, VTBEPX/EHA, VTBEPXIEHO,
YTBEPX/IEHBI" numryres nponrcHbIMU OyKBaMu, 0€3 KaBbIUEK M IBOETOUHSI.

3.2.4.18. OTTHCK IEYaTH

[TeuaTs sBAsIETCS CMOCOOOM TMOATBEPKACHUS TMOJIMHHOCTH TOAMKUCH JOJDKHOCTHOTO
auna Ha JokymeHTe. [ledaTrh cTaBUTCSI Ha JOKyMEHTaX B Ciydasx, MPeTyCMOTPEHHBIX
3aKOHO/IATENbHBIMU UM UHBIMA HOPMATUBHBIMU IIPABOBBIMH AKTaMHU.

[leuats cTaBHTCS HAa CBOOOJHOM OT TEKCTa MECTE, HE 3aXBaThIBas JIMYHOM IOJIKMCH
JIOJDKHOCTHOro auna. IleyaTb MO’KeT 3axXBaThbIBaTh 4YacTh HAMMEHOBAHMSA JOJDKHOCTH JIMIIA,
MOJAMKCABIIETO JOKYMEHT.

B nokxymeHTax, moAroTOBICHHBIX Ha OCHOBE YHU(MUIIUPOBAHHBIX (OPM, IeYaTh CTABUTCS
B MecTe, 0003HaueHHOM oTMeTKOH "MIT" ninu mHaBIM 06pazom.

OTTHCK eYaTu JOJKEH OBITh XOPOIIO YUTAEMbIM, CHHETO WA (DHOJIETOBOTO IIBETA.

3.2.4.19. OTMeTKa 0 3aBEpPEHUM KOIHUH
JUisi CBUIETENILCTBOBAHUSI BEPHOCTH KOMHMM (BBIMMCKUM W3 JOKYMEHTA) IOAJIMHHUKY



JIOKYMEHTA Ha TIOCJICTHEM JIMCTe KOMHWHU (BBIMUCKHA W3 JIOKYMEHTa) Ha CBOOOJHOM MECTE TOJ
TEKCTOM O(GOPMIIAETCS PEKBU3UT "OTMETKA O 3aBEPEHUU KOMUU'", BKIIIOYAIONIMI YKa3aHUE O
MeCTe HaXOXACHUs MOJJIMHHUKA JOKYMEHTa, cI0BO "BepHo", HaMMeHOBaHUE OKHOCTH JIMILIA,
3aBEPUBIIETO KOIHUIO; JIMYHYIO TOJIMUCH, paciiu(pOBKY MOIIUCH, AaTy 3aBEpEHUs; rnevyarh (pu
MPEICTABICHUH KOTUU WIN BBIUCKU U3 JJOKYMEHTA B IPYTYIO OPraHU3aIuIo), HallpuMep:

IMoaIMHHMK TOKYMEHTA HAXOAUTCS B Jiesie
HcnonHuTe IbHOTO KoOMHTeTa JlaMmeBCKOro MYHMUMNAJIBLHOrO paiiona PecnyOauku

Tarapcran N 3a I.

Bepno

Benymmii cnenquaguct Hoxnucen N.0. damuans
Hara Meyatsb

JIMCTBI MHOTOCTPAaHHWYHBIX KOIUM (BBIIMCOK M3 JOKYMEHTAa) HYMEpYIOTCS, OTMETKa O
3aBEPEHUU KOINHHU JIOMOJIHAETCS YKa3aHUEM KOJIMYECTBAa JIMCTOB KONUM (BBINHUCKUA U3
nokymenTa): "Beero B xkomum __ J.". Jlomyckaercsa 3aBepsATh OTMETKO# "BepHO" KaxkIbiid
JUCT MHOIOCTPAaHUYHOM KONUM JIOKyMEHTa. MHOrocTpaHUuYHble KOMHMU 0053aTeNbHO
IPOILMBAOTCS U 3aBEPSIFOTCS [1€YATHIO.

3.2.4.20. OT™MeTKAa 00 HCITOJTHUTETIE

OtmeTKa 00 UCTIOTHUTENE TOKYMEHTA MPOCTABIISICTCS B JIEBOM HUKHEM YTy JIMIIEBON
WA 000OPOTHOM CTOPOHBI TIOCTICTHETO JIMCTA JOKYMEHTA.

OTMeTKa BKIIOYACT HMHHUIMAIBL, (AMUJIMIO MCIOJIHHMTEIS W HOMeEp ero TeiedoHa,
HaIpuMep:

N.B. /Ipo3nosckasn
56-10-78

OtMmeTka 00 MCTIOTHUTEIE MOXKET JOTMOJHITHCSA YKa3aHUEM JOJDKHOCTU UCTIOTHUTENS U
CTPYKTYPHOTO TIOJIpa3/ieJIeHusI, HallpuMep:

Benymuii cnenuaJucT apxuBHOI0 0Taes1a
N.B. Ipo3poBckas
56-10-78

B nokymenTtax, umeromux rpud KOH(UICHIMAIBHOCTH, OTMETKa OO0 HCIIOIHUTENE
IPOCTABISETCA HA 000POTE MOCIEIHEr0 JIMCTA KaXI0r0 dK3EMILIIpa JOKYMEHTa U BKIIIOYAET B
cebsl: yKa3aHHMe KOJIMYECTBA OTIEYATaHHBIX 3K3EMIUISIPOB, (GaMIIIUIO UCIIOJHUTENS, (HaMUIHIO
paboTHMKA U3rOTOBUBIIETO JOKYMEHT, U J1aTy Me4aTaHus JOKYMEHTA.

3.2.4.21. Yka3aHus 110 HCIIOJTHEHHIO JOKYMEHTA

VKazaHusi 1O HCIOJHEHUIO JOKYMEHTa (pe30JIoLus) - HaAMUCh Ha JIOKYMEHTE,
C/lelaHHas JOJDKHOCTHBIM JIMIIOM W cojeplkamias HpuHATroe pemieHue. OHa 3akperuiser
pacniopsbkeHne  (ykazaHue) pykoBoautens McnomnurensHoro komutera  JlammeBckoro
MYyHHUIIMNIAJIbHOTO paiioHa PecmyOnuku TatapcTaH 1O HCIOJHEHUIO JTOKYMEHTA, ONpeiesserT
pabOTHUKOB, OTBETCTBEHHBIX 3a HCIIOJIHEHHE JOKYMEHTa, XapaKTep M CPOKU HCIIOIHEHHUS.
[TopyueHnue MOIKHO cCoOJEp)KaTh KOHKPETHbIE YyKa3aHUs MO MCIOJIHEHHUIO JOKYMEHTa WU
bopMynupoBaTh 1ENb PAaCCMOTPEHUsI TOKyMeHTa. He pexomeHyeTcsi BBIHOCUTH PE30JIOLUN
tuna: "[Ipomry paccmorpets”, "B Oyxranrepuro", "Ilpomry neperoBoputs” u T.11.



VKkazaHusi 1O HCHOJHEHUI0 O(OPMIISIOTCS HEMOCPEICTBEHHO Ha JOKYMEHTE B
3arojIOBOYHOM YacTH Ha CBOOOJHOM OT PEKBU3UTOB MECTE WJIM Ha OJIaHKe YyKazaHHUs IO
UCIIOJHEHUIO JIOKYMEHTA. YKa3aHWE IO MCIOJHEHUIO JOKyMEHTa B 3JEKTPOHHOM BHJE
odopmisieTrcs  3amOJIHEHHUEM IIOJII COOTBETCTBYIOLICH 3JIEKTPOHHOW (OPMBI, C yKa3zaHHEM
PETUCTPALIMOHHOTO HOMEPA U 1aThl IOKYMEHTa, K KOTOPOMY yKa3aHUE OTHOCHUTCA.

YkazaHus M0 MCIOJHEHHIO BKIIIOYAeT: (haMUIINU, HHUIMAIIBI UCTIOIHUTENEH, ColepKaHue
nopyueHusi (Mpd HEOOXOAMMOCTH), CpPOK HCIIOJIHEHHUS, TMOAMNCh PYKOBOAWTENS U JaTy,
HaIpuMep:

HBanosy JI.M., IlerpoBy P.A.

IIpomy nmoAroToBUTHL HH(pOpMALKIO K
10.04.2010

IMoanuck Jara

Ecnu ykazaHue 1o UCIOJIHEHUIO TOKYMEHTa 0(pOpMIISIETCS Ha OT/IEIbHOM JIHCTe opmaTa
A4, A5, A6 (cooTBeTCTBYIOIIEM OJIaHKE), TO MPOCTABIIACTCS PETUCTPALIMOHHBIM HOMEp U Jara
JIOKYMEHTa, K KOTOPOMY OTHOCHUTCS YKa3aHUe.

B caywasx, koraa MOpy4YEeHUE JAeTCs HECKOJbKUM JIMIAaM, OTBETCTBEHHBIM
WCIIOJTHUTEIIEM SIBJISIETCS JIUIIO, YKA3aHHOE B MIOPYUYEHUU TIEPBBIM.

Ha pokymentax, He TpeOyrOIIMX MOPYYEHUN MO HCIOJIHEHHIO M HMMEIOIIUX THUIIOBbHIE
CPOKM HCIIOJIHEHHUS, B PE30JIIOIMM YKa3bIBAIOTCSI MCIOJIHUTENb, MOANUCH aBTOpa PE3OJIIOLHUH,
naTta.

3.2.4.22. OTMeTKa 0 KOHTPOJIe JOKYMEHTAa
OTMeTKy O KOHTpOJIE MPOCTaBISIIOT HA JTOKYMEHTAX, MOCTABJICHHBIX Ha KOHTPOJb, C
nomouipto mramna "KoHTposs" Ha BEpXHEM MOJIE TOKyMEHTa CIIpaBa.

3.2.4.23. OT™MeTKAa 00 MCTIOJTHEHUH JOKYMEHTA

OtMmeTka 00 WCIOTHEHUH JTOKYMEHTA M HANpaBJIEHUM €ro B JIENI0 COCTOUT u3 ciioB "B
neno', ykazaHusl MHJIEKca Jiesia, B KOTOPOe MOMEIaeTcsl JOKYMEHT, MOAMUCH UCTIONHUTENS HIIN
PYKOBOIMTENS CTPYKTYPHOTO MOApPAa3IeICHUS U JaThI.

OTtmeTka 00 UCHOTHEHHUH MOXET JOMOJHAThCS HHQOpMaluen 00 0co0eHHOCTAX
WCIIOJTHEHUS IOKYMEHTa, HalpuMep:

Pa3bsicHeHo no Tesiepony (Homep TesiedoHa,
damuins, THUIUAJIBI A00HEHTA U NIPH
HEe00X0AMMOCTH H0JIKHOCTD).
ITucbMeHHOro0 OTBETA HE TpedyeTcs.
B neno N 02-34.
JInyHasa noanuch
01.03.2013

nin:
HN3pano pacnopsizkenue ot 21.01.2013 N 7

"O Ha3HAaYeHUHU MATEPHAIbHO
OTBETCTBEHHBIX JHLL..."



B xeso N 03- 156.
JInynas noanuch
23.01.2013

OrMmeTKa 00 HMCIOIHCHUU JOKYMCHTA M HaIpaBJICHHUH €TO0 B [ACJIO MNOAIHMCBIBACTCA U
JaTUPYETCA HUCIOJHHUTECICEM JOKYMCHTA MM PYKOBOJUTCIIEM CTPYKTYPHOI'O IIOAPA3ACIICHHUA, B
KOTOPOM HCIIOJHCH JOKYMCHT.

3.2.4.24. OTMeTKA 0 NOCTYIVIEHHMH TOKYMEHTA

OTMeTka O TMOCTYIUIGHMHM JOKyMeHTa B VcnomnurtenbHbii komuter JlaumeBckoro
MYHUIIUNAIbHOTO pailoHa PecmyOnuku Tarapcrtan mnpocTtaBiseTcss B BHIE IITamma U
pacroJiaraeTcs B IpaBOM HUKHEM YIUIy IIEPBOTO JIMCTA JOKYMEHTA.

OTMeTKa O MOCTYIUICHUH JIOKYMEHTA COACP>KUT OYEePeTHON MOPSIKOBBIM HOMEp U AaTy
MOCTYIICHUSI JOKYMEHTa (IIPY HEOOXOAUMOCTH - Yachl 1 MUHYTBI), HaI[pUMeEp,

MY «YnpaBiieHHe KYJIbTYpbD)
HCIOJHUTEIbHOI0 KOMHUTETA
JlanmeBckoro  MyHMIHNAJIBHOIO
paiiona Pecmyosimkn TaTtapcran
BX.Ne 256

or 17 mas 2013 r. (13 4. 05 muH.)

3.2.4.25. OTMeTKa 0 KOH(PUAEHUUAIBHOCTH

OTMeTKa 0 KOHPUIEHIIMAIBHOCTH — 3TO PEKBU3HUT JOKYMEHTA, CBUAETEIbCTBYIOIUI 00
0co00M xapakTepe UH(pOpMalMK, OTPaHUYMBAIOIIUI KPYT M0JIb30BaTeNel JOKYMEHTA.

OTmeTka O KOH(PUACHIMAIBHOCTU TPOCTABIAETCS HA JOKYMEHTaxX, COJEpKallux
MH(pOpMaLlMIO, OTHOCHUMYIO K CIYXEeOHOH TaliHe WIM HWHOMY BHAY KOH(HIECHUUATbHON
uHpopmaruu. OTMETKa 0 KOH(UIESHIIMATFHOCTH Ha JTIOKYMEHTax, CoAepKalux uHdopmalmio,
OTHOCHMYIO K CIIy’)KeOHOH TaiiHe, umeeT Bua "Jlns ciiy>keOHOTO MoJb30BaHUA" (COKpAILEHHO -
JCIT).

OTMmeTKa MPOCTaBIAETCSl B BEPXHEM IIPAaBOM YIUIy MEPBOTO JIMCTA JOKYMEHTAa M MOKET
JIOTIOJTHATBCS yKa3zaHHEeM HoMepa sKk3eMIutsipa fokymeHnTta (IIpunoxenue Ne7).

3.3. OdopmiieHue OTIeNbHBIX BUI0OB IOKYMEHTOB

3.3.1. CocTaB 10KYMEHTOB

B nesrenpHocTn McnonHuTenpbHOro Komurera JIaumeBCKOro MyHMIMIIAIBHOIO palioHa
Pecny6nukn ~ Tartapctan  cozmaercs — KOMIUIEKC — OpraHM3allMOHHO-PACHIOPSIUTENBHBIX
JOKYMEHTOB: TIOJIOXKEHMsI, TNpaBUa, HWHCTPYKLUHU, PETIAMEHTBHI, IPOTOKOJBI 3acelaHuil
KOMHCCUH (COBEUIaTeNbHbIX, KOOPJMHALMOHHBIX, SKCIEPTHBIX U JIPYTUX OpPraHoB), COOpaHUil,
aKThl, aHATUTUYECKHUE CIIPaBKH, NOKJIAJHbIE U CIy)KeOHbIE 3alMCKH, JOTOBOPHI (KOHTPAKTHI,
COTJIAIIICHUS ), IeTIoBast (CiryeOHas) mepenucKa u Jap.

KomnernansHo o6cyx1aeMble BOIIPOCHI M MPUHUMAEMble 110 HUM pelIeHUs] PUKCUPYIOTCS
B IIPOTOKOJIaX COBEIIATEIbHBIX OPTaHOB, MHBIX 3aceJaHUil U COBEIIaHUM.

Bsaumnsie o6s13aTenbeTBa MIcnoaHUTENEHOTO KOMUTETA JIauIeBCKOro MyHHUIIMIIAIbHOTO
paiiona PecnyOonuku TarapctaH ¢ ero KOHTpareHTaMu M UX PEryJIupoBaHHe O(GOpMISIOTCS B
BU/JIE I0TOBOPOB, COTJIALIEHUH, KOHTPAKTOB, IPOTOKOJIOB U JIp. JOKYMEHTOB.



B 3aBucuMoOCTH OT KOHKpPETHBIX OCHOBHBIX 3alad M (QYHKIWA yIOpaBJICHHS B
nedarenbHoCTH  McnosmHuTenbHOrO  KomuTeTa  JlaumeBCKOro  MyHMIMIIAJIBHOTO — pailoHa
Pecriybnuku Tatapctan co3maroTcst Apyrue BUABI JOKYMEHTOB: TUIAHBI, IPOTHO3EI, IPOTPAMMBI,
OTYETHI U JIp.

B ycraHOBIIEHHBIX 3aKOHOJATEIHCTBOM  cliydasix VICHOJHUTENBHOrO KOMHUTETA
JlanmeBcKOro MYHHIMIIANBHOTO paiioHa PecrnyOnmku TartapcraH MOTYT H3/1aBaThCsl AKTHI
COBMECTHO C JIpyTMMHU OPTaHU3aIMsSIMH IO BOMpPOCAM, MPEICTABISIONIMM B3aUMHBIN UHTEpEC U
BXOJISIIIIMM B KOMIIETEHITMIO 00eux CTOpoH. Takue akThl opopMIISIOTCS M MYOJUKYIOTCS Kak
€JIMHBIN IOKYMEHT (TIPOTOKOJI, TTOJIOKEHUE U Ap.).

3.3.2. IIpoeKThbI NOCTAHOBJICHUH M PacCIOPsSIKeHU I
HMcnonHuTEIbHOT0 KOMUTETA MYHHIIUIIAJILHOTO 00pa3oBaHus

3.3.2.1. TlogroToBka U OQOPMIICHHE MPOCKTOB aKTOB (MIOCTAHOBICHUN U PaCTIOPSKCHMUIA)
UcnonaurenbHoro komurera JlaniieBckoro MyHununaibHoro paitona Pecnyonuku Tarapcran
MPOBOJIUTCA B COOTBETCTBUU C IMOPSAKOM, YCTaHaBIMBAaeMbIM lICIOJHHUTENBHOIO KOMHUTETA
JlanmeBckoro MyHHIIMIANbHOTO paitona Pecriy0nuku TarapcTas.

3.3.2.2. [IpoeKT moCTaHOBJICHHS MeYaTaeTcs Ha CTaHAapTHOM JjucTe Oymaru gopmara A4
uipudrom pazmepom N 14. [IpoekT akTa UMeEeT CleIyIolIne PeKBU3HUTHI (TpriokeHune Ne §).

HaumeHnoBanue Buia aKTa - NOCTAaHOBJIEHHUE WM PaCOPSHKEHHUE.

Jlatra akta OTAeNseTcCs OT HAMMEHOBAaHUS BUJAA aKTa, KaK IMPaBUIIO, MEKCTPOUYHBIM
UHTEpBAJIOM 24 1T, 0POpPMIIIETCS CIOBECHO-LIU(PPOBBIM CIOCOOOM, IEYATAETCs LIEHTPOBAHHBIM
CIocoO0M, MPOCTABIIAETCS IPU MOANNCAHUY aKTa.

Homep meuataercst cpasy mocie gaThl apaOCKuMu nudpaMu U COCTOMT U3 3HaKa N u
MOPSIIKOBOTO HOMEPA, MPUCBAUBAEMOI0 JOKYMEHTY MOCJIE €ro noAnucanus, Hanpumep, N 143.

Mecto uznanus otaensercs ot pekBu3uToB "Jlata" u "Homep" MeXCTpOUHBIM HHTEPBATIOM
24 T 1 0opMIISETCS LIEGHTPOBAHHBIM CIIOCOOOM.

3aroJIoBOK IedaTaeTcs Ha paccTosHMM He MeHee 10 cM OT BepxXHEro Kpas JucTa ¢
NPONMUCHOW OYKBBI, Yepe3 OAMH MEXKCTPOUHbI HMHTEpPBAl M BBIACIAETCS MOTYKUPHBIM
npudToM. 3arojoBOK, Kak MPaBUJIO, OTBEYAET Ha BOMNPOC: O ueM (0 KOM) M3/aH JIOKYMEHT.
Touka B KOHIIE 3ar0JI0BKa HE CTaBUTCSI.

TexkcT oTnensiercst OT 3arojoBKa MEXCTPOUHBIM HMHTEpBalioM 24 - 36 NT U mevyaTaercs ¢
MHTEpBAJIOM 18 mT.

TekcT mevaraercss OT JIEBOW I'PaHMULIBI TEKCTOBOTO TOJS U BBIPABHUBACTCS IO JIEBOM U
IpaBoil rpaHuaM TekctoBoro nois. [lepsas crpoka ab3ara HaUMHAETCs Ha paccTosHUU 1,25 cm
OT JIEBOW I'PAaHULIBI MTOJIA.

Texkct MoXeT mMoApa3iensaThbCs HAa KOHCTAaTHPYIOIIYI0 dacTh (mpeamOyny) u
MOCTaHOBJISIFOITYIO YaCTh (B PACIOPSHKEHUSIX - PACTIOPSATUTENBHYIO).

[IpeamOyna B mpoeKkTax IOCTAaHOBJICHHM 3aBepiiaercs cioBaMu «VcronHUTETbHBIN
komuteT JlanmeBckoro MyHununanbHOro paiiona PecnyOmuku Tarapcran» moctaHoBiseT',
HOCJIEeTHEE CIOBO MeYaTaeTCs MOMYKUPHBIM MIPUPTOM Bpa3psaKy.

[IpeamOyna MOXXET OTCYTCTBOBaTb, €CIIM TNPEANUCHIBAEMbIE JEHCTBUS HE HYKAAIOTCS B
pa3bsICHEHUH.

[TocranoBmstomas (pacnopsiAMTENbHAS ) YacTh IPOEKTOB MOCTAHOBICHUHN (pacopsbKEHHI),
KaK MPaBUJIO0, OJIpa3AesieTCsl Ha MyHKTHL.

[TyHKTBI HyMepyIOTCS apaOCKUMU LU paMH ¢ TOUYKOH U 3aT0JIOBKOB HE UMEIOT.

[Ipy HamuuuyM TPUIOKEHUH K TIOCTAHOBJIEHUIO (PACMOPSIKEHUIO) B TEKCTE Ha HHX
0053aTeNBHO JIIAETCs CChUIKA.

[Tognuce oraensercss OT TEKCTa MEXKCTPOYHBIM MHTEPBAIOM 36 NT M COCTOMT M3 CIOB
«PykoBoauTens» (medararoTcs OT JIEBOW TIPaHUIBI TEKCTOBOI'O IIOJS), MHUIMATIa MUMEHU U



dbamunuu PykoBoautens McnmomHuTeIbHOTO KOMUTETA JIanIIeBCKOTO MYHHUITUTIATBHOTO paiioHa
PecniyOmuku TaTapcran (meyaTaroTcs y IpaBOi rpaHUIbl TEKCTOBOTO TIOJIs).

Ecnu B TekcTe MpoekTa NMOCTaHOBIEHUS (pacHOpsDKEHMsI) YIIOMUHAIOTCS paHee NMPUHSATHIE
aKTBhl, TO JEJAETCS CChIIKA HAa COOTBETCTBYIOIIMN O(QUIMATIBHBIN HCTOYHUK MX OMYOJUKOBaHMS,
Hanpumep: (Cobpanue 3akoHonatenscTBa Poccuniickoit @eneparuu, 2005, N 3, cT. 6).

Ecnn moaroraBinmBaeMoe IMOCTaHOBJICHHUE (pacmopsiKEHUE) BIEYET 3a COOOM BHECEHHE
VM3MEHEHUHN WM JIONOJIHEHU B APYTUE aKThl, 3TU U3MEHEHUS WJIM JIONOJIHEHUS BKIIIOYAKOTCS B
MPOEKT MOATrOTaBIMBAEMOI0 IOCTAHOBICHUS (PacCMOpsHKEHUs) WIM MPEICTABIAIOTCS B BHJIE
CaMOCTOSTEJIBHOIO aKTa OJJHOBPEMEHHO C HHUM.

[Ipoekt mocraHoBieHUs (PACIOPSHKEHUS) 110 OpraHU3allUU UCIIOJIHEHUS 3aKOHO1aTeIbHbBIX
WJIM HOPMATHUBHBIX MPaBOBBIX akTOB Poccuiickoii @enepanuu u Pecrrybnuku TaTapcTan qomkeH
COJIEPKaTh CCHUIKY Ha COOTBETCTBYIOIINN aKT.

B mpoekTax NOCTaHOBJIECHUH YHNOTPEONAIOTCS TOJHBIE OQUIMAIbHBIE HAWMEHOBAHUS
OpPraHOB W OpraHM3aluii, B TPOEKTaX PpAaCHOPsDKEHUH - WX COKpalleHHbIE O(HIHaIbHbIC
HaVMEHOBAHMSI.

3.3.2.3. JIoKyMEeHTbI, KOTOpbIE MpPEAJIaraeTcsi yTBEPAUTH MOATOTABIMBAEMBIM IPOECKTOM
MOCTaHOBJICHUS (PACHOPSHKEHUS), B 00s13aTEIIbHOM MOPSIKE MPHIIAraroTcsl K JaHHOMY IPOEKTY
aKkTa.

[IpuioxxeHussMH  SIBISIOTCS TPOrpaMMbl IOJIOKEHUS, PErJIAMEHTBI, IEPEYHH, CIHUCKH,
rpaduKy, TUTaHBL, TaOMUIBI, OOpa3mbl JOKYMEHTOB U Ap. IlpuioxeHus BH3HPYIOTCA
pykoBoautenem HMcnosHUTENBHOTO KoMUTeTa JIAaMIIEBCKOTO MYHUUMIIAIIBHOTO paloHa
Pecny6nuku TarapcraH, BHECIIETO POEKT.

[IpunokeHus K MpoeKTaM IMOCTAHOBJICHHM (PacHoOpsHKEHMIA) MeyaTaroTcsl Ha OTIENbHBIX
auctax Oymaru. PazMeps! nomnei, mpu@Thl 1 MEXKCTPOUHbIE HHTEPBAJIbI NPU MEYaTaHUH TEKCTa
UICHTUYHBl  pa3MepaM, MpUMEHsSeMbIM Tpu OGOPMICHHH TEKCTOB  IOCTAHOBJICHUMN
(pacriopsKeHH ).

Ecnmu B TekcTe mpoekTa MOCTAaHOBIEHHS (PACHOPSDKEHUS) NaeTcs CChLIKa '"COIJIacHO
INPWIOKEHHUIO", TO Ha MEPBOM CTPAHMIIE MPUIJIOKEHUS B IPABOM BEPXHEM YTy MUIIETCS CIOBO
[MTPUJIOXXEHUE, Huxe yepe3 MEKCTpOUHbBIN HHTEpBaI 18 NT AaeTcs CChlIKAa HAa IOCTaHOBIIEHUE
WM pacnopspkenre McnomHutensHOro komurteTra JlammieBckoro MyHMIIMIIAIBHOTO paiioHa
Pecniy6nuku Tartapctan. Bce cocTaBHBIE 4acTH PEKBHU3UTA IEHTPYIOTCS OTHOCUTEIBHO JIEBOM
CTOpPOHBI M TMeyaTaroTcsd 4epe3 | MeXKCTpOuHbl HHTEepBal. [IpyM HalIWyuM HECKONBKUX
IIPUJIOKEHUHN, OHU HYMEPYIOTCHA.

Hamnpumep:

[MPUJIOKEHHUE N 1

K IIOCTaHOBJICHUIO
HcnonHuTenbHOro KOMUTETA
JlaneBcKOro MyHHIIMITAILHOTO
paiiona Pecrryonuku Tarapcran
oT N

[IpunokeHns 3aKkaHYMBAIOTCS YEPTOM, pAaCIOJIOKEHHOW IO LEHTPY TEKCTa Ha
pPacCcTOSTHUYU IPUMEPHO 3 MEXCTPOYHBIX NHTEPBAJIOB. [[I11HA YepThl cocTaBisgeT 2-3 CM.

[Ipn Hanmuuu B TEKCTe MPOEKTa MOCTAHOBJIEHHS (paclopsbKeHus) (OpMYIUPOBKH
"VTBepauTs" (MpuiaraemMoe IMoJIoKeHHe, COCTaB KOMHCCHHM, NepeueHb MEPOIPHUATHI U Ap.) Ha
caMOM TPWJIO)KCHHH B TMPaBOM BepxHeM yriy pacrnonaraercs cioBo Y TBEPXJIEHO wnu
YTBEPXJIEH co cchuikoii Ha HOpMaTUBHBIN aKT, €r0 AaTy, HOMEp.

Hanpumep:



YTBEPX/JIEHO
MIOCTAHOBJICHHEM
HcnonHuTenbHOro KOMUTETA
JlaneBCcKOro MyHULUIIAIILHOT O

paiiona Pecriy6nuku Tarapcran
oT N

Cnosa YTBEPXJIEHO u YTBEPXX/IEH B npujioKeHUSIX COTJIACyOTCS B POJIEC U YHCIIE
C BHIOM yTBEpKAaeMoro jaokymeHta: mnosioxkenne - YTBEPXJIEHO, mnporpamma -
YTBEPXIEHA, meponpusarus - YTBEPX/IEHBI.

3aroyIoBOK K TEKCTY IPUJIOKEHUS [Ie4aTaeTcsl HEHTPOBAaHHBIM criocoooM. HaumeHnoBanue
BUJA [JOKYMEHTa - MpUJIOXKEHUs (IEpBOE CJIOBO 3arojoBKa IPWJIOKEHHUS) BBIIEIAETCS
INPONHUCHBIMU OYKBaMH, TOJXYKUPHBIM IIPHPTOM U MOXKET ObITh HaredataHo B paspaaky (I1 O JI
OKXKEHUE,NTEPEUEHDB, CII U C O K u ap.). MexcTpouHblil ”HTEpBaJI MEX]1y NIEPBOI
CTPOKO¥ 3arojoBKa U MOCIEAYIOIUMHI CTPOKAMHU MOXET ObITh YBEIMYEH Ha 6 MT.

3aroJioBOK MPUJIOKEHHSI OTHENSIeTCsl OT JAaTbl M HOMEpa akTa JONOJHUTEIbHBIM
uHTepBaioM 70 NT, UHTEpBajIaMH OT TEKCTa MPUJIOKEHUS - TOMOJIHUTEIbHBIM MHTEpBAIOM 24
TT.

[Ipn HanMuuu B TEKCTE MPUIIOKEHUS HECKOJIBKUX PA3/I€JIOB MX 3arojOBKH I€4aTaroTcs
LEHTPOBAaHHBIM CIIOCOOOM (OTHOCUTEJIBHO TpaHUI] TeKcTa). Touka B KOHIIE 3arojioBKa He
cTaBuTCs. JlommycKkaeTcst BBIIENATH 3aT0JIOBKU Pa3/IeNIOB MOIYKUPHBIM HIPU(TOM.

Tekct npuoxeHust MOXKeT ObITh 0OhopMIiIeH B Buie Tabauubl. ['padbl 1 cTpoKK TaOIUIIBI
JOJI’KHBI UMETh 3ar0JIOBKHU, BHIPAKEHHBIE HMEHEM CYIIECTBUTEIBHBIM B HMEHUTEIHHOM MaJIeKe.
[TonzaronoBku rpad U CTPOK rpaMMaTHYECKH TOJKHBI OBITH COTJIACOBAHBI C 3ar0JIOBKAMHU.

Ecnu Tabnuny nedararot 6ojee 4eM Ha OJHOM CTpaHHUIIE, 3aT0JIOBOYHAS YaCTh TAOIUIIBI
(HanMeHoBaHUE rpad) MOBTOPSAETCS Ha KaXKI0W CTpaHHUIIE.

JIMCTBI NPUIIOKEHUS HYMEPYIOTCSI CAMOCTOSITENIBHO HAUMHAS CO BTOPOTO JIUCTA.

[Ipu HanMuMKM B TEKCTE MPHUIIOKEHUM CCBUIKM HAa CHOCKY OHa O(OpMIISETCS 3BE3/I0UKOM
M uugpoi co ckoOkoil. TekcT CHOCKM reyataercs yepe3 | MeXCTpOUHbIH MHTEpBal B KOHLE
KaKIOW CTpaHMIIbl MJIM IOCJIe NMPUIOKEHUs B 1eoM moJ yeptoil. [locine cuMBoia CHOCKH ee
TEKCT MeYaTaeTcs C MPONUCHON OYKBbI. B KOHIIE TekCcTa CHOCKM CTaBUTCS TOUKA.

Ha ozxHoil cTpaHule He 10JKHO MPOCTaBIATHCS O0Jiee TPeX CHOCOK.

3.3.2.4. IIpoekTbl ~ MOCTaHOBIIEHUU (pacmiopsikeHHiA) IIPEACTABIIAIOTCA c
COINPOBOJUTENIBHBIM ITMCBMOM, B KOTOPOM YKa3bIBacTCs OCHOBAaHUE BHECEHUS INPOEKTA akTa, a
TaK)K€ COJEPIKATCSl CBEACHMSI O COJEP)KaHMU U COIJIACOBAHMM IIPOEKTAa aKTa MU OTCYTCTBUHU
cornmacoBaHusi (¢ ykazaHueM npuuuH). ConpoBOIUTENbHOE MHCHMO  IOJIIMHCHIBAETCS
pykoBoauteneM McnonHuTenpHOro KomMurera JIaMIIeBCKOro MYHHUIHMIIAJBHOTO —pailoHa
PecnyOnuku TaTapcTaH WK JUIIOM, HCIIOJHSIONIUM €ro 00s3aHHOCTH. [IpoeKT akTa Bu3upyercs
JIUIIOM, BHOCSIIUM IIPOEKT, U COIJIACOBBIBAECTCA B MOPSAKE, YCTAaHOBJIEHHOM PerimameHTOM
HcnonaurensHoro komurera JlanmeBckoro MyHuuunaisHoro paiiona Pecyonuku TatapcTas.

3.3.2.5. Busbl npocCTaBisAIOTCS Ha OOOPOTHOH CTOPOHE IOCHEIHEro JIMCTa IMEPBOro
9K3eMIUIApa (NOUIMHHUKA) MPOEKTa MOCTAaHOBIEHUS (pacHopsuKeHus) B HIDKHEH ero yactu. Ha
IPWIOKEHUAX K MPOEKTaM IIOCTAaHOBIEHUH (pacnopsKEHWI) BU3bl NPOCTABISAIOTCSA TAKXKE Ha
000pOTHOM CTOPOHE MOCIEAHETO JIUCTA IPUIIOKEHHUS.

3.3.3. Pacnopsizkenue
3.3.3.1. PacnopsoxeHus, ABISIOMIMECS WHIWBUAYAIbHBIMU TMPABOBBIMH  aKTaMH,
0hOpMIIAIOT pEIIECHUs TMEePCOHAIBHOTO XapakTepa (pacropspKeHHS MO KaJApOBBIM BOIPOCAM),
pEIIeHUs 10 OTIePAaTUBHBIM, OPTaHU3ANMOHHBIM U IPYTUM BOIpocaMm padoThl MCOTHUTENTEHOTO



KoMuTeTa JlanmeBcKoro MyHHIIMNaNIbHOTO paiioHa PecrmyOnmku TarapcraH, paccunTaHHBIE HA
pa30BOE BBINIOJIHEHHUE.

B HcnonnurenbHOM KomuTeTe JIaMIIEBCKOrO MYHHIMIIATBHOTO paiioHa PecmyOmuku
Tarapcran 0(OpMIIAIOTCS PACHOPSDKEHUS CISIYIOIINUX BUIOB:

- 110 OCHOBHOM (TIPO(UITBHOI) 1EATEITHHOCTH;

- 10 JINYHOMY COCTaBy (IIpUEM, INEPEMEILIEHUE, COBMEUICHHUE, NEPEBOJ], YBOJIbHEHUE;
aTTecTallis, IOBBbIIICHHE KBaJIM(UKALMM, IPUCBOCHHE 3BaHUN (YMHOB); MOOIIPEHHUS,
HarpakKJAeHus, IPeMUPOBAHKE; OTIYCK MO YXOIy 3a PeOEHKOM; AJIUTEIbHbIE KOMAHIUPOBKU U
ap.);

- IO JMYHOMY COCTaBYy (JUCLMIUIMHAPHBIE B3bICKAHMSA, €XKETOJHbIe OIIaulBacMble
OTITyCKa, OTITYCKa B CBSI3U C 00y4YEeHHUEM, ACKYpPCTBA, KPATKOCPOUHBIE KOMAHIUPOBKN);

- 110 a/IMUHUCTPATUBHO-X031CTBEHHBIM BOIIPOCAM.

3.3.3.2. IIpoekTbl pacHopsDKEHHH TOTOBAT WU BHOCAT PYKOBOAMTEIN CTPYKTYPHBIX
NOJpa3/elICHusT Ha OCHOBAaHUM MOPYYEHHH pyKoBoAMTENs VICIOIHUTEIBHOIO KOMMTETA
JlanmeBckoro MyHununaigbHoro paiona Pecny6muku TarapcraH, ero 3amecTurens, au00 B
MHHUIIMATUBHOM IOPSIKE.

IIpoekThl pacHopspKEHUH 10 KaJpoBbIM BONpPOCaM TOTOBUT OTIEN KaJpOBOIO
o0ecrneyeHns 1 MyHUIMIIAIbHOM c1yO0bl HA OCHOBAHUHU COOTBETCTBYIOIIMX MPEACTaBICHUI.

ObecrieueHre KauyeCTBEHHOH MOATOTOBKH IPOEKTOB pPAaCHOPsDKEHUH 10 OCHOBHOM
nesitenibHOCTH  McnonmHuTenbHOro  komurera JlammieBckoro  MyHHMIMIANBHOIO — paiioHa
Pecny6nuku Tarapctan U MX COTJIaCOBaHUE C 3aMHTEPECOBAHHBIMH CTOPOHAMH BO3JIaraeTcs Ha
pPYKOBOJUTENIEH CTPYKTYPHBIX IMOApA3JENCHUN (CleHUuanucTa-uCuoJHUTENS), KOTOPbIE TOTOBST
U BHOCSIT ITPOEKT.

3.3.3.3. IIpoekT pacnopsikeHus IeyaTaeTcsi Ha OJaHKe PacHOpsDKEHUS YCTaHOBJIEHHOM
dopmbr popmata A4 Ge3 oboporta (mpuiioxkenue Ne 9). Bropele u mocnenyromue CTpaHHUIIbI
IeyaTaloTcs Ha YUCTBIX JIMCTaX M HyMmepyroTcs. Homepa cTpaHull mpocTaBIIsIOTCS MOCPEANHE
BEPXHETO MOJIA JIUCTA.

Jlatoit pacnopsikeHMsl siBIsieTcsl naTa ero noanucanus. Jlara odopmisercs nu@poBbIM
WIN  CIIOBECHO-IIM(POBBIM CIMOCOOOM; HOMEp pACHOpsSIKEHUs COCTOMT U3 3Haka “Ne” wu
MOPSAIKOBOTO HOMEDA.

3aroyioBOK K TEKCTYy pacHopshKEHMs JOJDKEH KpPaTKo M TOYHO OTPaXKaTh COJAEpKaHHE
TEKCTa PCIOpsKEHMs. 3aroyioBok HauumHaeTrcs c¢ mpemiora "O" ("O6") u dopmupyercs npu
IIOMOLIM  OTIJIAarOJIBHBIX  CYHIECTBUTENBHBIX  (Hampumep: "O  BBegenun...", "OO0
yTBep:kaeHun...", "O co3xaHMM...) WIM CYIIECTBUTENBHBIX, YKa3bIBAIOIIUX Ha MpeaMeT
(mampumep, "O6 urorax...", "O mepax..."). Touka B KOHIIE 3aroJIOBKa HE CTABUTCS. 3aroJOBOK
Ne4aTaeTcs NOIyKUPHBIM pupTOM uepe3 1 (oauH) MexxcTpouHbli nHTepBai. Hanpumep:

O ka3Ha4elCcKOM MCIIOJTHEHHH OraKeTa JlanmeBcKkoro
MYHMIMNAJIbHOrO paiiona Pecny6aukn TaTtapcran

3aroJoBOK K JOKyYMEHTaM, O()OpPMJIEHHBIM Ha OJIaHKaX € MPOJOJIEHBIM PACHOJIOKEHUEM
PEKBU3UTOB, BEIPABHUBAETCS 11O LIEHTPY.

Texct otnensercs OT 3arojoBka 2-3 MEXCTPOUYHBIMM HMHTEpBAJIaMM, I€4aTaeTCA
mpudTom N 14 yepe3 1,5 unTepBana ot J€BOM IpaHUIIbI TEKCTOBOTO TOJI U BBIPABHUBAETCS 11O
JIEBOM U MpaBoi rpaHuiiaM TeKkcToBoro nous. [lepBas cTtpoka ab3ara HaUMHAETCS] HA PACCTOSHUU
1,25 cM OT 1eBOM TpaHUIIBI TEKCTOBOTO TOJIS.

TekcT pacnopsbkeHus: MOKET COCTOATh M3 2 yacTel: KOHCTaTtupyroueil (mpeamOysbl) u
pactopsAuTEIbHOM.

B koHcraTupylomeil yacTu KpaTKO M3JIararoTcsi Lenu W 3aj1add, (pakTsl U coObITHS,
MOCITY’KUBIIME OCHOBAaHUEM JJIs M3JlaHUA pacnopspkeHus. OHa MOYKET HauMHAThCS ClIoBaMu "B



uensax", "Bo ucmomHenwe" u ap. Ecnm pacnopsbkeHue u3AaeTcs Ha OCHOBAHMHU JAPYIroro
JOKYMEHTa, TO B KOHCTATHPYIOIIEH YacTH YyKa3blBACTCS HAWMEHOBAHHME JTOr0O JIOKYMEHTA,
HAaUMEHOBAHMUE OpraHa, W3/aBILIEro JOKYMEHT, /1aTa, PETUCTPALMOHHBIA HOMEP U 3aroJIoBOK K
TeKCTy. [ pacropsKeHni IO OCHOBHOM JIEITETFHOCTH KOHCTATUPYIOIIAs YacTh 00s13aTeNbHA.

WHorna B KOHCTaTUPYIOLIEH YacTH JaeTcsl KpaTKasl XapaKTepUCTUKa PaccMaTpUBAEMOI0
BOMpOCa C 00s3aTENbHBIM YyKa3aHWEM HEIOCTAaTKOB M ymylueHui. Koncratupyromyro dacth
MOYKHO OITyCTUTb, €CIIM PACHIOPSAAUTENbHAS YaCTh PACIIOPSKEHUS HE HY)KJaeTCs B 000CHOBAHUU.

[IpeamOyna B mpoekTax pacnopsyKeHHs 3aBEpLIAeTCs CIOBOM PaclopsikKaroCch, KOTOPOE
[IeYaTaeTCsl Bpa3psiiIKy CTPOYHBIMU OYKBaMH U B IIPOAOJKEHHE CTPOKH. 3aTeM, ¢ ab3ala HOBOM
CTPOKH I1€49aTaeTCsl TEKCT PACIOPAIUTEIIbHON YaCcTH.

PacniopsurenbHas 4acTb pacHopsDKEHHMs HAuMHAETCs, Kak IpaBWIO, CO CJIOB
"mpemarato”, "o0s3piBar0”, "mpomry", KOTOpbIE MEYATAIOTCS CTPOYHBIMU OYKBaMH. 3aTeM C
HOBOH CTpOKH C a03a1a ciaeayeT TeKCT paclopsAUTEIbHOM YacTH.

DOpMyYIUPOBKH PACTIOPSIIUTEIFHON YacTH PaCTIOPSKEHUS TOJKHBI OBITh KOHKPETHBIMH,
YETKMMH, HE JONYCKAIOIMMM Pa3IM4YHbIX TOJIKOBAaHWM, JIMHIBUCTUYECKH INPABUIBHBIMU, HE
IIPOTUBOPEYUTh  pAHEE  M3JAHHBIM  HOPMATUBHBIM M  PAacHOPSAMTEIbHBIM  aKTaM
HcnonuurensHoro komurera JlanmeBckoro MyHuuunaisHoro paiiona Pecyonuku TatapcTas.

PacniopsinuTtenbHas 4acTh paclopsKeHUs JOJDKHA COJAEp)KaTh MOpY4YeHHs (3aJaHus)
YKa3aHUEM UCHOJHUTENS (MCIOIHUTENEH) U CPOKOB UCIIOJTHEHUS.

B kauecTBe ncnonHUTENEN YKA3bIBAIOTCS CTPYKTYPHBIE OAPA3/AEICHHUS WIN KOHKPETHBIE
JOJKHOCTHBIE uia. CpoK UCIIONIHEHUSI YCTaHABIMBAETCS B OT/IEIbHOCTH JJIs KAXKJ0TO 3aJaHMUSL.
He nomyckaercs ¢opmynupoBka 3agaHuii 0€3 yCTAHOBICHHS COOTBETCTBYIOIIETO CpOKa
VCIIOJIHEHHUS.

Ecin  pacnopsautenbHas 4acTb  PACHOPSDKEHUS 10 OCHOBHOM  JESATEIBHOCTH
IIpeIIoJIaracT pa3jInyHble 110 XapaKkTepy ACUCTBUS U HECKOJIBKUX MCIIOJHUTENIEH, OHA JIEIUTHCA
Ha IYHKThl M MOAIMYHKTBI, KOTOpble HyMepyroTcs apabckumu nugppamu. [oamyHKTB MMEIOT
HOMEpa, YMCJIa KOTOPBIX COCTOST M3 IOPSIKOBOIO HOMEpa IyHKTa M IOPSIKOBOIO HOMEpa
MIOANYHKTAa BHYTPHY NyHKTA. KaKbIil MYHKT MedaTaercs ¢ KpaCHOM CTPOKH.

JleficTBHSI OJHOPOHOTO XapaKTepa MOTYT ObITh IEPEUUCIIEHBI B OJJHOM ITyHKTE.

[IpennuceiBaemoe jelicTBue (MOpy4YeHHE, 3aJaHHe) BbIpaXkaeTcs IJIarojoM B
HeonpeneneHHot Qopme - "paspaborare", "moarotoButh", "obecmeuuTh', "opraHuW30BaThH'",
"3auncnute", "BO310kUTH", "IpenocTaBuTh ", "yTBEpANTS" U T.A. Hanpumep:

pacnopsaikKamwch:
1. VYrBepaute um BBecTH B AeiictBHe HWHCTPYKHIMIO 1O [eJIONPOM3BOACTBY B
HcnoanureJbHOM KoMuTeTe JIaneBcKoro MyHHIMIIAJIBHOI0 pailoHa.

B Ttom cirydac, €CJIIM 3aJlaHueC HIIN JICHCTBIE npeamnojgara€t KOHKPETHOT'O HCIIOJTHUTEIIA,
COOTBeTCTByIOHH/Iﬁ IMYHKT AOKYMCHTa MOOJDKCH HAYWHATHBCA C YKa3daHUsd JOJKHOCTH, q)aMI/I.]'II/II/I
HUCIIOJIHUTCIIA B HATCIIbHOM MAaACKE, 3aTCM IPCAINKUCBIBACMOC JeicTBHe. YKa3zaHUe CpoOKa
HCIIOJHEHUS JAaeTCs OTACIbHOM CTpOKOf/'I )41 O(I)OpMJIHeTCH I_II/I(prBBIM CII0COOOM. HaanMep:

pacnopsaxalch:

1. HayaJabHMKY OpPraHu3auMoOHHO-00mero oraena VCnoJHUTENbHOI0 KOMHUTETA
JlammeBckoro MyHunMnajgbHoro paiona PecnyOommuku Tarapcran H.O.®amunus
pa3padoTraTh HHCTPYKIHUIO 110 1eJT0NPOU3BOACTBY.

Cpox npenocrasiaenus 28.03.2017.

2. Otaenam McnosiHUTEILHOTO KOMHUTETa JIaueBCKOro MyHMIMIIAJIBLHOIO paiioHa
Pecny0Osmku TatapcTan HOpMaTHBHO-MeTOAMYeCKHE JOKYMEHTHI.



[Tocnenquuii MYHKT pacnopsiAUTEILHOM YacTH MOXET COJAEp)KaThb CBEICHHS O
CTPYKTYPHOM MOAPA3ACIICHUHN WIH JOJKHOCTHOM JIMIIE, HA KOTOPOE BO3Jaraercs KOHTPOJb 3a
UCIIOJIHEHHEM MpuKaza (pacnopsixenus). Hampumep:

3. KoHTpouib 32 HCHOJIHEHHMEM PpAaCHOPSIKEHUsI BO3JIOKUTH HA YNPaBJsSIIOLIEro
neaamu  HcnosHuTebHOrO KoMHUTeTa JlaMIeBCKOro MYHMUIMIAJBHOIO  paiioHa
Pecny0siuku Tarapcran U.OQ.@amuinus

WIIN
3. KoHTpoJIb 32 HCIIOJIHEHHEM PCIOPSIZKEHHsI OCTABJISIIO 32 CO0OH.

Ecnu pacnopsbxkeHue U3MEHSIET, OTMEHSIET WM JOIOJIHAET PaHee M3JaHHbIA JTOKYMEHT
WIM KAaKHE-TO €ro IOJO0XKEHHs, TO OJUH U3 IYHKTOB PAacIOPSAUTEIbHON YaCTH TEKCT JIOJIKEH
COJepXKaTh CChUIKY Ha OTMEHSEMBbIH JOKYMEHT (IYHKT JIOKyMEHTa) C yKa3aHMEM €ro JaThl,
HOMEpa U 3aroyioBka. TeKCT IMyHKTa JOJDKEH HauMHaTbes cioBamu "lIpu3HaTh yrpaTHBIIMM
cuiy...".

B pacnopspkenue He cieayeT BKIO4Yarh NYHKT ''PacmopsizkeHume [0BecTH /10
cBeeHus...". JIOJDKHOCTHBIE JIMLIA, JI0 CBEIEHUS KOTOPBIX JOBOIMUTCS pacHopsbKEHUE,
NEPEYUCIIAIOTCS B yKa3aTelle PacChUIKH, KOTOPbI HCIOJIHUTENb TOTOBUT BMECTE C IPOEKTOM
paciopsiKeHHUs.

3.3.3.4. [IpoeKThl pacriopsKEHUN U MPUIIOKEHUSI K HUM BU3UPYIOTCS B MlcoaHUTEIbHOM
komurere JlammeBckoro MyHUIMNaiabHOro pailoHa PecnyOmuku Tartapcran B cienyromeit
II0CJIEI0BATEIbHOCTH:

- HCIIOJIHUTEb;

- PYKOBOJMTEIb CTPYKTYPHOTO MOAPA3/AEIEHMS], BHOCALIETO POEKT;

- PYKOBOJHWTENM CTPYKTYPHBIX MOJpa3elieHui (CHelHaTuCTbl), KOTOPbIM B IPOEKTE
JTAIOTCS IOPYUYECHHUS;

- PYKOBOJUTEIb OpraHU3aIlIMOHHO-00111ero oT/ena McrnolHuTenbHOr0 KOMUTETA paiioHa;

- PYKOBOJUTEIb IOPUANUECKON CITYKOBI;

- 3aMmecTuTenb  pykoBoautens — McnomHurensHoro — komutera  JlammeBckoro
MYHUIIMNATbHOTO paifoHa PecnyOnauku Taraperan, KYpUPYIOILIMM  COOTBETCTBYIOLIEE
HarpaBJIeHUE JIEITETbHOCTH, B COOTBETCTBUH C pacHpeesieHueM 00s13aHHOCTEM.

Bu3bl BKIIIOYAOT JOKHOCTH, JIMYHBIE MOAMUCH, PACIIM(POBKY MOJMUCEH BUHPYIOLIUX
U aty. Busbl npocTaBisitoTcs Ha 000pOTE MOCIEIHEro JIMCTa NMpUKa3a (pacopsKeHHs) WM Ha
OTJIEIIbHOM JINCTE COTJIACOBAaHUS (BU3UPOBAHUSA).

BozpaxkeHust o mpoekTy pacrnopsKeHHs, BOSHUKAIOLIUE TPY COTJIacCOBaHUU, U3JIaraioTcs
B CIIPaBKe, KOTOPas pUJIaraeTcs K MpOoeKTy.

Ecim B mpomecce corjacoBaHMs B IPOEKT DPACIOPSDKEHUS BHOCSITCS W3MEHEHHUS
OPUHIUIHMAIBHOTO  XapakTepa, TO OH TOJUICKHUT MepeoPOpPMICHHIO U  TOBTOPHOMY
COIIACOBAHHUIO.

[IpunoxkeHnss K pacHOpPsDKEHUIO  BUBHPYIOTCS  PYKOBOAMTENEM  CTPYKTYPHOIO
nojpaszzeneHuss (CHelHuaJTucToM), TMOArOTOBHUBIIErO0 MpoeKT. I[Ipu HaaMuMu HECKOJIbKUX
MPUIOKEHUH, PUITOKEHHUSI HYMEPYIOTCSI.

3.3.3.5. PacnopsbkeHHsI TOIAIMCBIBAET  PYKOBOAMUTENH VICIOMHUTENBPHOTO KOMHUTETA
JlanmeBckoro MyHuuunaibHoro paiiona PecnyOnuku TarapcraH, a B ero OTCYTCTBUE - JIUIIO,
€ro 3aMellaoLIee.

[lonnuch cOCTOMT W3 HAMMEHOBAaHUSA JAOJDKHOCTH JIMIA, MOJIMCABILIErO JOKYMEHT,



JUYHOM MOJIMUCH U paciiu@POBKY NMOANUCH (MHULIMAIBI, hamuiust). HanMeHoBaHME MOKHOCTH
MeYaTaeTcsl OT JIEBOM T'PaHUIIbl TEKCTOBOTO MOJI, MHUIMAIBEI U (GaMUIHS - OT MPaBOM I'PaHUIIBI
TEKCTOBOTO MOJIS.

BHeceHne n3aMeHeHHi B MOAMKUCAHHOE PACIIOPSKEHHE, a TAK)KE B COINIACOBAHHBINA MPOEKT
JIOKYMEHTA HE JI0IYyCKaeTCsl.

3.3.3.6. [IpoeKkThl pacnopsKEHUI MPEACTABISIOTCS HA MOAMUCH MPU HEOOXOAUMOCTH CO
CIPaBKOM, colepikalleil KpaTkoe H3J0XKeHHe U 00OCHOBAHHE CYTH BOMPOCA U MpPEIaracMbIX
pellleHui, a TakKe CBEJIEHUS O TOM, Ha OCHOBAHHWU YEro MOJrOTOBJIEH MHPOEKT M C KeM
COTJIaCOBaH.

3.3.3.7. PacniopspkeHHST ~ PETUCTPUPYIOTCSI B OPraHHU3aIMOHHO-O0IIEM  OTJese
HcnonHuTenbHOr0 KOMUTETA palioHa MO MOPSJIKY HOMEPOB B Ipelefiax KaJleHJapHOro Toja;
paclopsDKEHHUsT 10 OCHOBHOM — JCSATENBHOCTH, MO JIMYHOMY COCTaBy, KaJpOBBIM H
AJIMHUHHCTPATHBHO-XO3SIICTBEHHBIM BOIIPOCAM PETUCTPUPYIOTCS OTACIBHO.

3.3.3.8. Kommm pacrnopspkeHuid Ha OyMaKHOM HOCHUTEJIE 3aBEpSIOT TIEYaThI0 H
HANPAaBISIOT aJipecaTaM B COOTBETCTBHM C YKa3aTeJeM PACCHUIKH, KOTOPBIM COCTaBIsETCS U
MOJAMUCKHIBaeTCA ucnonHuteneM. [loAMMHHUK mnepenaeTcs B OPraHU3allMOHHO-OOUIMI OTAeln
HcnomHUTENBHOTO KOMUTETA paiioHa AJIsl OIIINBKY B AEIO.

3.3.4. Ilos10:xeHue, NpaBUIA, HHCTPYKIHUS

3.3.4.1. IlonoxxeHue NpPUHUMAETCS B TOM CJIy4yae, €CJIM B HEM YCTAaHaBIUBAIOTCS
CHCTEMHO CBSI3aHHBIE MEXIy COOOH MpaBWJia IO BOIPOCAM, OTHECEHHBIM K KOMIICTEHIHH
WcnonautenbHoro komuteta Jlanmesckoro MyHununaibHoro paitona Peciyonuku TarapcraHn.

[IpaBuia - HOpMAaTHBHBIA IPAaBOBOM AaKT, COAEpXKAIIMN CUCTEMHO CBSI3aHHBIE MEXKIY
co0Ol HOpMBI, TpeOOBaHUS K OCYIIECTBJIECHUIO KaKOH-IMOO JesTenbHOCTH. B  mpaBuiax
YCTaHaBJIMBAIOTCS HOPMBI U TpeOOBaHUs, 00s13aTeNIbHbIE JJIs1 BBIITOJHEHHUS.

B uHCTpykuMu u3naraercs HOPSIOK OCYLIECTBICHHSI KaKOW-TMOO IESTeNbHOCTH WU
NOpSAJOK IPUMEHEHHs TIOJO0XKEHUM 3aKOHOJATENbHBIX M HWHBIX HOPMAaTHUBHBIX aKTOB.
WucTpykius AelcTByeT, Kak IpaBWIO, B TE€YEHHWE NPOAOHKUTEIHLHOTO BPEMEHHM B KauecTBe
MOCTOSIHHOTO PYKOBOJICTBA B MPAKTUYECKOM padoTe.

[Tonoxenus (mpaBwiia, MHCTPYKLMHU) MPUMEHSIOTCA KaK CaMOCTOSITENIbHBIE MPaBOBBIE
aKTbhl, KOTOpBIE YTBEp)KIAlOTCsA pykoBoautesneM lcnomHutensHoro komutera JlanieBCKOro
MyHUIIUNaIbHOTO paiioHa PecriyOnuku Tarapcran. YTBepxkaenue opopmisiercs B popme rpuda
YTBEP)KICHHUST WM IyT€M HU3JaHMs PaCHOpPSIUTENBHOIO JOKYMEHTa 00 HUX YTBEp)KICHHH.
Pemenne o nopsiake NpUHATHS TOJOKEHWH, NMPaBUI M MHCTPYKIMM HAXOIWUTCS B BEIECHUU
HcnonauTensHoro komurera JlanmeBckoro MyHuunansHoro paiona Pecniyonuku TarapceraH.

3.3.4.2. TlpoekT mnosokeHus (IpaBWiia, WHCTPYKIIMH) IedyaTaeTcs Ha oOmieM OnaHke
UcnonautensHoro komurera JlanieBckoro MyHHIIMNanbHOro paiiona PecrnyOomuku Tarapcran
dbopmara A4.

3aroyioBOK K TEKCTY MOJIOKeHUs (MpaBUjl, UHCTPYKLIMK) OTBeYaeT Ha Bompoc “O uem?”;
3arojIOBOK K HMHCTPYKILUH, COJiepKalleil TOHKHOCTHBIE TPeOOBaHUS M TOPSIOK MPOBEICHUS
paboT (10KHOCTHAsE MHCTPYKILUS ), OTBeyaeT Ha Bonpoc “Koro?”.

3aroJoBOK JIOJDKEH pAacKpbITh COAEp)KaHUE TMOJOXKEHHs (TpaBHJ, pPErJIaMeHTa,
UHCTpyK1MN). Hanpumep:

IHos10:xeHue 00 oT/AEIC OPraHU3ANMOHHO-METOANYECKON padoThl
HcnonnureabHoro komurera JlanmeBckoro MyHUIMNAJIbHOTO pailoHa

Pecny0iuku TaTrapcran

HNHcTpykuus no aenonpon3BoacTBy B @HHAHCOBO-010/1KeTHOI nanarte Jlanmesckoro



MYHMUIHMNAJIBbHOTO paiiona Pecnyoaiuku Tarapcran

JL0JIKHOCTHAS HHCTPYKIMSA cnenuagncra | kareropun
ITanaTbl HMYLIECTBEHHBIX M 3¢MeJIbHBIX OTHOLICHUH
JlanmeBckoro MyHnuunaabHoro paiiona Pecnmyosiuku TaTraperan

TexkcT monoxkenus (MpaBujl, WHCTPYKLIUHU) COCTOMT W3 TJaB (pa3felioB), MYHKTOB U
noanynkToB. Kaxxnas riasa (pasaen) A0KHA UMETh COOTBETCTBYIOLINIT HOMEP U 3arojI0OBOK.
CtpyKTypa TeKcTa MOJ0KEHUs COCTOUT, HAlPUMEp, U3 CIEAYIOLIUX I1aB (Pa3aeioB):

l. O01IMe mMoJ10KeHus
1. 3amaumn

1. DyHKIUN

IV. IIpasa

V. OTBeTCTBEHHOCTH
VI. B3aumooTHoOIIEeHHS

CtpyKTypa JOIKHOCTHOM MHCTPYKIIUU BKIIIOUAET TJ1aBbl (pa3/iesbl), HalpuMep:
l. O01Me MoI0KeHHu s

1. J017KHOCTHBIE 00513AaHHOCTH

I1l. IIpasa

V. OTBETCTBEHHOCTDH

V. B3anmoorHomeHus

KoncraTupyromeil yacTbio monoxeHus (mpaBuil, MHCTPYKLUH) CIIY>KUT paznen "OOmue
HOJIOXKEHHA", B KOTOPOM YKa3blBAalOTCS OCHOBaHMs pa3pabOTKH, OCHOBHOE Ha3HaueHHE
HOPMAaTUBHOIO akTa M cdepa €ro pacHpoCTpaHEHHUs, OTBETCTBEHHOCTb 3a HapylIeHHe
YCTAHOBJICHHBIX NIPABMIJI U TEXHOJIOTHH.

I'maBbl (pa3nenbl) HyMepyrTCs pUMCKUMH Iudpamu. Hymepanuss DyHKTOB U
MOJITYHKTOB TPOM3BOANUTCS apabckumu mudpamu. [IyHKTBI HyMEpyrOTCS B TpezesiaX TJIaBbl
(paznena), MOAMYHKTHI B Ipejienax MyHkTa. Homep myHKTa JOJKEH COCTOSITh U3 HOMEpA TJIaBbl
(pa3aena) u HOMepa MyHKTA, pa3JelieHHbIX TOUKOH (Hanpumep, 1.2.). Homep noanyHkra q0mkeH
COCTOATh M3 HOMepa IIaBbl (pasjena), HOMepa MyHKTa U HOMepa IMOJAINYHKTA, pa3/eleHHbIX
TOUYKOM (Hampumep, 2.3.1).

Tekct u3naraercst OT TPETHEro JIMIA €IWHCTBEHHOTO HJIM MHOXECTBEHHOIo yucia. B
TEKCT€ HCIOJB3YIOTCS  CJIOBa:“AoikeH”, ‘cienyer”’, “Heo0xonumo”,  “‘3ampemraercs’, “He
JOTTyCKaeTcs .

3.3.5. IIporoxkoa

3.3.5.1. IIpoTokon - ITOKYMEHT MH(OPMAIIMOHHOTO XapakTepa, MpeJAHa3HAYeHHBIH s
(buKcanMu Xoaa pacCMOTPEHUST BONIPOCOB U MPUHATHS PEIICHUN Ha 3aCeJaHUAX U COBELIAHMAX
KOJUIETHaJIbHBIX, COBELIATENbHBIX, SKCIIEPTHBIX U JIp. OPTraHOB.

3.3.5.2. TIpOTOKOJ COCTABJISIETCS HA OCHOBAaHWUMU 3allMCEd, NMPOU3BEIAEHHBIX BO BpPEMs
3acefaHus (COBElIaHMsI), IMPEACTABICHHBIX TE3UCOB JIOKIAJA0B M BBICTYIJICHUH, CIPaBOK,
MIPOEKTOB PELICHUH U JPYTUX MaTepraioB.

[TpoTOKOIIBI MOTYT M3AaBATHCS B MOJTHOW WM KPaTKOW (popMme, Mpr KOTOPOM OITyCKAeTCst
X0J1 00CYXXIeHHS BOTIpoca M (pUKCUPYETCs TOIBKO MPUHSATOE MO0 HEMY PEIICHHE.



3.3.5.3. IlpoTtokoyibl TmeuyaTalrOTCsi Ha OJIaHKE TMPOTOKOJA, oOmEeM OJaHKe WIu
CTaHJapTHOM JucTe Oymaru hopmaTta A4 U UMEIOT CIIEYIONTNE PEKBU3UTHI (puitoskenust Ne 10-
11):

HanuMeHOBaHUE VICIOJHUTENBPHOrO KOMHTETa JIaMIIEBCKOr0O MYHULMNAIBHOIO paiioHa
Pecny6nuku TarapceraH - yka3bslBaeTcs MOJHOE O(PUIIMAIBHOE U COKPAIICHHOE (B CKOOKaX);

Buj nokymerta - [IPOTOKOJI (ecnmu mporokon odopmiisercs Ha oOmmeM OlaHKe WIIH
crangaptHoM jucte 6ymaru, cioBo I P O T O K O JI nevaraercs mponucHbBIMH OyKBaMu
Bpa3psAKy, HOMyKupHbIM pupToM N 17 1 BEIpaBHUBAETCS MO LIEHTPY);

BUJ 3aceqaHus (COBEUIaHMs) - OTAENSETCS OT MPEeAbIAYIIer0 PEeKBU3UTA JBYMS
MEXCTPOUYHBIMH HHTEpBaJaMH, IEYaTaeTcsl MONYXUPHBIM IIpudTomM dYepe3 1 uHTEepBal U
BBIPABHUBAETCS 110 LICHTPY;

MECTO IPOBEIEHUS 3acelaHus (CoBellaHMs) - yKasbplBaeTcsa (IpU HEOOXOAUMMOCTH), Y
KOro WIM B KakOM MECTe€  MPOBOJUTCS 3acelaHue (COBEIIAHME), MeyaTaeTcsi uepe3 2
MEKCTPOUYHBIX MHTEpBAJIA MOCTIe PeKBU3HUTA "BUJ 3aceJaHus (COBEUIaHMA)", OT/IENAETCS OT HEro
JMHENKOW 1 BBIPaBHUBAETCS IO LIEHTPY;

JaTa ¥ HOMEp NpPOTOKOJda - Jarta (JaToil MpOTOKOoJa SBJSETCS Jara 3aceqaHus)
odopmIIsIeTcs CIOBECHO-IIM(PPOBBIM CIIOCOOOM U MeyaTaeTcs 4epe3 2 MEXCTPOUHBIX WHTEpBalia
HUKE MIPEIbIAYILEro peKBU3UTa; HOMEp MPOTOKOoNIa 0003HavaeTcs: apabckumu nudpamu, MOKET
BKJIIOYATh OYKBEHHBIC HHJICKCHI.

3.3.5.4. TekcT NOJHOrO MPOTOKOJIA COCTOUT U3 JIBYX YacTel: BBOJHON U OCHOBHOW. B
BBOJIHOW YaCTH YKa3bIBAIOTCS WHUIMAIBI, (paMIUIMU TIpeacenarels (mpeaceaaTebCTBYOIIETo),
CeKpeTapsi, MPUCYTCTBOBABIIUX Ha 3aCEJaHUU U, IPH HEOOXOIUMOCTH, JIUI, MPUTIIAIICHHBIX Ha
3acenanue (cosemanue). Eciu KOMWYecTBO MPUCYTCTBYIONIMX TMpEBbIMIaeT 15 denoBek, B
BBOJHOW YacTH MPOTOKOJA JIETAE€TCs CChUIKA Ma CHHCOK, SBISIOIIUNACA HEOThEMJIEMON YacThiO
MPOTOKOJIA, HATIPUMED:

IIpucyrcrBoBaiu: 25 ye10BeK (CIUCOK NMPHJIATAETCS).

Ecnu B 3aceganuu (CoBeIIaHWM) MPUHUMAIOT y4acTHE MPEACTABUTEIN Pa3HBbIX OPraHOB
BJIACTH W OpraHU3alUii, YKa3bIBa€TCA MECTO pPA0OTBI M JOJDKHOCTh KaKJOro JIMIIA.
MHorocTpouHble HaMMEHOBaHUS JOJDKHOCTEH NPUCYTCTBYIOUIMX I€YaTarOTCsl 4Yepe3 OJIMH
MEXXCTPOUHBIA HHTEPBAJL.

BBogHas 4acTh NpPOTOKONA 3aKaHYMBAECTCS TOBECTKOM JHS, COJEpJKalled IepeuyeHb
paccMaTpUBaEMBIX BOIIPOCOB, IIEPEUYMCIEHHBIX B TOPSAKE HX 3HAYMMOCTH C YKa3aHHUEM
JOKJIaqyuKa IO KaXIAOMYy paccMaTpuBacMOMYy BoONpocy. Bompocbl moBecTkum — JHSA
dopmynupytorcs ¢ npemiorom "O" ("OO0"), mewararoTcs OT TpaHUIBl JEBOrO IMOJA U
HyMepyroTcs apadbckumu nudpamu. Hanpumep:

IloBecTKka AHA:

1. O paccMOTpeHMM IIaHA OCHOBHBIX MeponpuaTuii MY «YnpasiaeHusi KyJbTypbI»
HCIOJIHMTEJIBbHOI0 KOMHUTeTa JlaMImeBCKOro MYHHLIMNAJBHOrO paiiona PecmyOiaukn
Tarapcran Ha 2015 roa.

Jlokyan 3aMecTUTEIS HAYAJIbHUKA N.0.®amnaus

OcHOBHasgs 4YacTh MPOTOKOJA COCTOUT U3 Pa3/lelioB, COOTBETCTBYIONMIUX ITYHKTaM
MOBECTKH JHA. TeKCT KaXkJI0To pazjiena CTPOUTCS IO CXEMeE:

CJOYIIAJIN:



BBICTYIINJIA:
INOCTAHOBMJIA: (PEIIINUJIN).

OcHoOBHas 4yacTh IPOTOKOJIA MeyaTaercs yepes3 1,5 MexCTpOUHbIX UHTEpBAa.

OcHoOBHOE cojiepKaHUe JOKJIAI0B U BBICTYIUICHUM BKJIIOUAETCA B TEKCT MPOTOKOJIA WITU
MpUJIaraeTcs K HeMy B BUJIE OTACJIbHBIX MAaT€PUAJIOB; B MOCJIEIHEM CIIy4ae B TEKCTE MPOTOKOJIA
Jenaercs orMeTka "TeKCT BhICTYIICHUS Tpuiaraercs'.

[locranoBnenue (pemieHHe) B TEKCT MPOTOKOJIA BHOCHTCS TMOJHOCTBIO B  TOM
dbopMynupoBKe, KOTOpas Oblja MPUHSTA HAa 3aCEIaHHUH; IPU HEOOXOAUMOCTH IPUBOJSATCS UTOTU
royiocoBanus: "3a - ..., IPOTHB - ..., BO3JEPIKAIOCH - ...".

Copepxanre 0co00ro MHEHHUS, BBICKa3aHHOTO BO BpeMs OOCYXKICHHS, 3allMChIBACTCS B
TEKCTE MPOTOKOJIA MOCJIE COOTBETCTBYIOLIETO MOCTAHOBICHUS (pEIICHNs).

3.3.5.5. Tekct KpaTKOro MPOTOKOJIA TAKKE COCTOUT M3 ABYX dacTeil. B BBOmHON wacTu
YKa3bIBAIOTCS WHUIMANBI ¥ (QaMuiivs npeacenarens (mpeacenaTelbCTBYIONIET0), ceKpeTaps, a
TaK)Ke MHUIHAIBI U (PaMUJIMK IPUCYTCTBOBABIIUX JIULI.

Crnoso "IIpucyrcTBoBanu" nevaraercsi OT TPAHUIIBI JIEBOTO MOJIS, TOAYEPKUBACTCS, MOCIIE
CJIOBa CTaBUTCS JBOoeTouHe. Huxke medyararoTcs HAMMEHOBAHHS TOMKHOCTEH MPUCYTCTBYIOIIHX,
CIpaBa OT HaWMEHOBaHUS JOJDKHOCTEH - uX wuHUIManel U ¢damuwinn. HaumeHoBaHus
JIOJDKHOCTEN MOTYT YKa3bIBaThC 0000IIEHHO, HAIPUMED:

IIpucyTcTBOBAJIN:
3amecTHTE/Ib PYKOBOAUTEIS
HcnoaHureapHOro komutera JlanmeBckoro

MYHUIIUNIAJIBbHOTO paiiona PT N.0. ®Pamuniansa
Ha4vaJbHHKH 0TA€J10B HCIIOJIKOMA N.0. ®amnansa
N.0. ®Pamniansa

Crnincok otaensieTcs 0T OCHOBHOM 4acTH MPOTOKOJIA CIJIOLUIHONW YepTOi.

B ocHOBHOI 4YacTH mNpPOTOKOIA YyKa3blBaeTCs HOMEpP BONpPOCa B COOTBETCTBUU C
MOBECTKOM JTHS, COAepKaHHE BOIIPOCA U MPUHSATHIE PELLICHUS.

HaumeHnoBanue Bompoca Hymepyercsi puMcKoil ugpoil 1 HaunHaeTcs ¢ npeajora "O"
("O0"), mevataercs LEHTpoBaHO pa3mepoM HipudpTa N 15 U momuepkuBaeTcss OJHOM 4epTOM
HIDKE TIOCIE€THEH CTPOKM Ha pacCTOSHUM He Oojee ojaHoro wuHTepBana. llox weproit
yKa3bIBalOTCS (DaMUIIMN JIOJPKHOCTHBIX JIML, BBICTYIMUBIINX IPU 00CYXIE€HUU JAHHOTO BOIIPOCA.
@ammwinn nedararorcs 4epe3 | MeEKCTpOYHBIA MHTEpBaj. 3aTeM YKa3bIBaeTCsl NPUHATOE II0
BOIIPOCY PELICHHUE.

3.3.5.6. Ilporokon mnoamuceiBaeTcsi mpezcenareneM (MpeacenaTenbCTBYIONMM) Ha
3ace/laHuM U CEKpEeTapeM.

[loanuck otnensiercs OT TeKcTa 3  MEXKCTPOUHBIMM HHTEpBAJIaMU M BKJIIOYAET
HAaUMEHOBAHME JOJDKHOCTH JIMLA, Hpeacenarens (MpeacenaTesbCTBOBABIIETO Ha 3acelaHuu
(coBemanum), €ro JMYHYIO NOJAMHUCh, PACIIU(POBKY MOANUCH (MHUIMAIBI U (haMuius).

HaumeHoBaHMe TOJKHOCTH I€4yaTaeTcs OT JIEBOM I'PaHHUIBI TEKCTOBOIO Ioiisi uepes |
MEXCTPOUHBIM MHTEpBAal W LEHTPUPYETCA OTHOCHUTENBHO CaMOM JUIMHHOM  CTpPOKH.
PacumdpoBka mnoamMcu pacronaraeTcsi Ha YpOBHE TOCIEAHEM CTPOKHM HAaUMEHOBAHUS
JOJKHOCTH € MpoOenoM Mexay mHuimanaMu u ¢amuinnein. [locneanss Oyksa B pacmudpoBke
OTPaHUYMBAETCS IIPABBIM IOJIEM.

3.3.5.7. IIpoTokonamM IPHCBAaUBAIOTCS MOPSAKOBBIE HOMEpa B IIpeAesiax KaJlEeHJapHOTO
rojia OTAEIbHO MO KaXXJI0M TPYIIe MPOTOKOJIOB: MPOTOKOJIbI 3aCeJaHUl KOMUCCUH, SKCIIEPTHBIX
COBETOB U Jp. opraHoB. IIpOTOKOJIBI COBMECTHBIX 3aceJaHUil MMEIOT COCTaBHbIE HOMEpA,



BKJIIOYAIOIIME MOPSAIKOBbIE HOMEPA MPOTOKOJIOB OPraHOB/OpraHU3aIiil, IPUHUMABLINX y4acTue
B 3aCEIaHHH.

3.3.5.8. Homepa perienui, NpuHATHIX Ha 3aceIaHMsIX (COBEILIAHUSIX), COCTOST U3 HOMEpa
IPOTOKOJIa, HOMEpa pacCMaTpUBAEMOI0 BOIPOCAa B TIOBECTKE ITHS W TOPSIKOBOTO HOMEpa
pelIeHus B mpezenax Bompoca.

K HoMepam TpOTOKOJIIOB W pEIICHUH MOTYT MpPHOABISATHCS YHUCIOBBIE KOJIBI B
COOTBETCTBUU C IMOUCKOBOM cucTeMoi, mpuHsATON B VcnonHuTtenbHoM KomuTere JlaunieBckoro
MYHHUIUIIAILHOTO paiiona Pecrybiuku Tatapcran (Hanpumep: 01-17).

Bo3MoxHO u31aHue peieHus, Kak caMOCTOSITEIbHOTO JOKYMEHTA.

3.3.5.9. Konuu mNpOTOKOJOB TPH HEOOXOJMMOCTH PACCHUIAIOTCS 3aWHTEPECOBAHHBIM
OpTaHM3aIsIM U JOJKHOCTHBIM JIMI[aM B COOTBETCTBHHM C yKa3aTeJeM PACCBUIKH; yKa3aTellb
COCTaBISIET W TMOJMKMCHIBAET OTBETCTBEHHBIM HCIIOIHUTENh CTPYKTYPHOTO TOJpa3elieHus,
TOTOBHMBILIETO  pacCMOTpeHHe Bompoca. Kommum  NpPOTOKOJOB — 3aBEpPSAIOTCS  MEYATHIO
OpraHu3alMoOHHO-00111ero oTAena McnoJTHUTEIbHOTO KOMUTETa paiioHa.

[IpunsATHIE pelieHus] TOBOIATCS 10 HCIOIHUTENEH B BUJE BBIIUCOK M3 MPOTOKOJIOB,
KOTOpble  OQOPMIIIOTCSI HA  COOTBETCTBYIOLIEM OJaHKE U 3aBEpSIOTCS  MEeYaThio
OpraHU3aIMOHHO-0011ero oTena McrnoiHuTeIbHOrO KOMUTETA paiioHa.

3.3.6. Cry:keOHas1 nmepenucka

CnyxeOHast  mepemucka —  paslUYHble  BHABl  O(PHUIMAIBHBIX  JOKYMEHTOB
MH(POPMALIMOHHO-CIIPABOYHOTO XapaKTepa, HCIOIb3YeMbIX Jisi oOMmeHa  wuH(opMamuei B
JnedarenbHoCTH  McnosHuTeNnbHOTO  KOoMHUTeTa  JIaMmeBCKOro  MyHMUMIIAJIIBHOTO — pailoHa
Pecniy6nuku Tarapcras.

Buner nenoBoil nepenucku U UX Ha3BaHUsS — JENIOBOE (CIykeOHOe) MUChbMO, TellerpaMma,
dakcorpamma (dakc), tenedoHorpaMMa, IICKTPOHHOE MHUCHMO (JIEKTPOHHOE COOOIICHHE) —
CIIOXKHWIIUCh B 3aBUCUMOCTH OT CIOCOOOB mepefaud JAeJIoBOM HHGpOpMAIMHU: IO KaHalaM
MIOYTOBOMW CBSA3HM MJIU MIOCPEICTBOM DJIEKTPOCBS3H.

JlenoBoe (cinyke0HOE) MUCHMO — JIOKYMEHT MH(POPMAIMOHHO-CIIPABOYHOTO XapaKTepa,
HaIpaBJIIEMbIl OpPraHOM BJAcTH, OpraHu3alued, JOHKHOCTHBIM JIMIIOM ajpecary (oprany
BJIACTH, OpPraHU3aI[UH UJIH JIUIY) IO TIOYTOBOM CBSI3U.

Tenedponorpamma - JOKyMEHT MH(QOPMAIIMOHHOTO XapakTepa, IepelaBaeMblil U
HOJIy4aeMblid 1o Tese()OHHOM CBA3H.

Tenerpamma - JOKYMEHT HH(OPMAIIMOHHO-CIIPAaBOYHOI'O XapaKTepa, HaIpaBiIseMblil
ajzipecatry (oprasy BiacTd, OpraHM3aluy WM JIMILY) 110 TenerpadHoii ceTu o0I1ero nojab30BaHuUs.

@akcorpamma (akc) - moiaydaemas Ha OYMaKHOM HOCHUTENE KOMHUS JOKYMEHTa
(MMCbMEHHOTO, TpagUuecKoro, U300pa3sUTENLHOIO0), NEPEJaHHOro MO KaHajdaM (hakCUMMIbHON
CBSI3H.

DONEeKTPOHHOE NHCHMO (DJIEKTPOHHOE COOOIIEHNE) — JOKYMEHT HWH(OPMaliOHHO-
CIIPAaBOYHOI'O0 XapakTepa, MEpeJaBacMblii M TOJYy4YaeMbld MO SJIEKTPOHHOM IMOYTEe, €IMHOU
MEKBEJIOMCTBEHHOH CHUCTEME AIIEKTPOHHOTO JIOKYMEHTO000pOTa.

3.3.6.1. Cury:keOHbIe MHCBMA

3.3.6.1.1. CnyxeOubie mnucbMa VcnomHuTenbHOTO  KomuTeTa  JIaWieBCKOTO
MYyHUIIMTIaJbHOTO paifona Pecny6muku Tatapcran roroBsiTcs:

KaKk JOKJIaabsl O BbIMoNHeHUH mnopydeHudd [Ipesunenta Pecnybonmuku Tarapcran u
[TpaButenscTBa Pecniybnuku Tarapcran, opraHoB MECTHOTO CaMOYIIPaBJICHHUSI MyHUIIUTIATbHOTO
paroHa;

Kak ucnonHenue nopydyeHuil Ilpesmpenra PecryOnmku Tatapcran u [IpaButenbcrBa
Pecny6nuku TatapcTan, opraHoB MECTHOTO CaMOYIPAaBJICHUS MYHUIMIAIBLHOTO paiioHa MO



oOpallleHusIM TpaxkJaH IO BOMNpPOcCaM, OTHOCAIIMMCS K KOMIIETeHIMH VcrnonHuTenpHoro
koMuTeTa JlaumeBckoro MyHuIunmaabHoro paitona Pecnyonuku Tarapcran;

KaK OTBEThl Ha 3alpoCchl OpPraHOB TOCYJAapCTBEHHOW BJIAcTH, OPraHOB MECTHOIO
CaMOYIPABJICHUS, PA3JIMYHBIX OPraHU3aLui, IPEANPUATUN U YACTHBIX JIULI;

KaK COIIPOBOJUTEIIbHBIE TUCHMA;

KaK MHULIMATUBHbIE IUCHhMA.

[lo comepxaHui0 W  Ha3HAYEHUIO TMHCbMAa MOTYT  OBITh ~ MHCTPYKTHBHBIE,
COIMPOBOJIUTENbHBIE, TapaHTUIHbBIE, UHPOPMAIIMOHHBIE, MUCbMAa-3alpPOChl, MUChMa-U3BEUICHMUS,
MUChbMa-OTBEThI, MUChMA-TIPUTIIALICHUS U JPyTHE.

3.3.6.1.2. CnyxeOHble TMChMa T€YATAOTCA Ha OJaHKax MuUchbMa VICIIOJHHUTEIBHOTO
komuTeTa JlammeBckoro MyHHIHIANBHOTO paiiona PecnyOmuku Tarapcran. CiyxeOHbIC
IIMCbMA, IOJANKCHIBAEMBIE PYKOBOIUTENAMHM JBYX M 0Oojee oOpraHoB (opraHusaruii),
oopMIIAIOTCS HA cTaHAApPTHOM JHcTe Oymaru ¢popmara A4, mpu STOM HAMMEHOBAHUS OPTaHOB
(opranu3zanuii) - aBTOPOB JOKyMEHTa YKa3biBaloTcsi B pekBusute "lloanuch AOIKHOCTHOTO
nmna";

[Ipu odopmieHNN cyKEOHBIX MUCEM UCTIONB3YIOTCS PEKBU3UTHI (TIpruiokenue Ne 12):

- aJpecar;

- 1aTa IOKyMEHTa;

- pEerucTpallMOHHBIM HOMEP T0KYMEHTA,

- HAMMEHOBAaHUE JIOKyMEHTAa (3arojJ0BOK K TEKCTY);

- CChUJIKA HA UCXOASILUN HOMEP U JaTy JOKYMEHTA aJ[pECAaHTa;

- TEKCT JOKYMEHTAa;

- OTMETKa O HAJIMYUH MPUITOKECHHIA;

- BU3BL;

- IOANHKCH JOJKHOCTHOTO JIHIIA;

- OTMETKa 00 UCTIOHUTETIE.

3aroJ0BOK K TEKCTY CIy>K€OHOT0 MHCbMa COCTAaBIISETCS B BUJIE CIIOBECHOM KOHCTPYKIMH
¢ npemioroM «O» («O0») U OTIIAroJIbHBIM CYIIECTBUTENbHBIM, OTBEYAIOIIMM Ha Bompoc «O
yem?». Hanpumep: «O0 ucnomnenuu...», «O BblgeneHuu...» U T.4. Ha Omanke nucbMma
3aroJIOBOK pacrosaraercsi Huxke pekBuszuTa «CcChlIKa Ha PErucTpalioOHHBI HOMEp U JaTy
JIOKYMEHTa», HauMHasl OT CIIelUaIbHON OTPaHUYUTENIbHON OTMETKHU.

3.3.6.1.3. [IncbMO COCTOMT U3 CIAEAYIOIIMX OCHOBHBIX 4aCTEH:

- oOparieHue

- BCTYIUIEHUE

- OCHOBHOE COJIEpKaHUE

- 3aKJII0YEHHE

TexcT nucbMa n0KeH OBITh JAaKOHWYHBIM, IOCJIENOBATENbHBIM, YOEIUTENbHbIM U
KOPPEKTHBIM.

IIpn oOpamenuun K aJpecary y4UUTBIBa€TCA €ro ciyxeOHoe MoJoXkeHue, cdepa
JEATENBHOCTH U T.JI.

Haubonee yacto ynorpebisemMbiMu popmamMu 00pallieHust BISIOTCS, HalpuMep:

YBaxaemblii Cepreii IlerpoBuu!
I'ocmoaun Turos!

Cepreii IlerpoBuu!
YBaskaemslii rocnogud Turos!
YBaskaemslii r-H Tutosn!
YBaxaemasn rocno:ka Ilerposckas!
YBaskaemble rocmojga!l



[Ipu oOpameHnn K BBICIIUM JOJDKHOCTHBIM JIMIIaM OPTraHOB BJIACTH, JEIyTaTam,
npe3uaeHTaM (TpeacenarensiM) OOMIeCTB, KOMMaHWM, (UPM, a TakkKe K JyXOBHBIM IIHIAM
pa3IMYHBIX BEPOUCIIOBEIAHUN MPUHATO OOpAIICHHUE C YKa3aHUEM JIOJKHOCTH 0e3 (haMIIIHH.

Bo Bcrymuienun gopmynupyercst Tema nuchbMa, OOBSICHSIONIAsS MTPUYHUHBI €70 HATTMCAHMSL.
Bcerynnenne MOXeT conepkarh:

- CCBUIKY Ha  JIOKyMEHT (OpraHM3allMOHHO-TIPABOBOM,  pacCHOpPSAUTEIIbHBIN,

HOPMAaTHBHBIHN, TOTOBOPHOU, WH(MOOPMAITMOHHBIA WIIM CIPABOYHO-aHAIUTUYECKHN) U
(W) ero OTHEeNbHBIC IYHKTHI, IMOCIYXHUBIIUE HOPHUINYCCKUM OCHOBAaHHUEM WIIH
IIOBOJIOM JJISl ITUCHhMa;

- KOHcCTaranuio (akta, COOBITHS, CIIOKHUBIICHCS CUTYAIUH.

OcHOBHOE cO/iep)KaHHE THChMa COCTABJISIOT OMUCAHUE COOBITUS WIIM CHUTYAllMH, WX
aHAIM3 W TPUBOJUMEIC JOKa3aTelbcTBa. DakThl W COOBITUS JIOJKHBI TPEACTABISATHCS
O0OBEKTHBHO, BCE CTOPOHBI H3JIaraéMOT0 BOIMPOCA JOJKHBI OCBEIIATBCS C JIOCTATOYHOMN
MIOJIHOTOM, KPaTKO | SICHO.

CrnyxebHble MUChMa W3JIAraloTcsl OT MEPBOTO JHIila MHOXKecTBeHHOro uncia («I[Ipocum
NpeIoCcTaBUTh...», «HanpaBiasem wundopmaumio...», u 1ap.), oT TPEThero Jinia
CIMHCTBEHHOTO uYKcia («YmpaBjieHHe Npeajaraer paccMOTPeTb...»), Ha TODKHOCTHBIX
OylaHkax - OT mepBoro Jimia equHcTBeHHoro yucna («Ilpomy Bac npeacraBuTh 1aHHBbIE 0...»,
«CYnTaI0 BO3MOKHBIM NPUHATH YYACTHE B...»).

TexkcT cimyxeOHOro muchbMa, Kak MpaBUJIO, JOJDKEH KacaTbCs OJHOTO BOIpOca WIIU
HECKOJIBKMX BOIIPOCOB, €CJIM OHHM B3aMMOCBS3aHbl U OYIyT paccMaTpUBAThCA B OJIHOM
CTPYKTYpPHOM TOApa3/IeICHUH aapecara.

3axiroueHue npeacTaBisieT co00i BHIBOBI B BUJE MPEJIOKEHUI, MHEHHM, TpeOOBaHUIA,
npock0, OTKA30B, HAIIOMHHAHWNA. 3aK/IOUEHHWE HAYMHAETCA CJIOBaMHU «IPOCHUM» (IIHMCHMO-
npock0a WM 3ampoc), «BbICHLIAEM), «HANMPABJIAEM», «IpeAcTaBasieM» (COMPOBOAUTEIHLHOE
MUCHMO), «c0001maem» (MH(GOPMAIIMOHHOE MTHUCHMO).

3akirounTeNbHAs YacTh MUChMa 3akaHuMBaeTcsl Gopmynon BexxsmBoctu. Hampumep: C
YBa:KEHHEM ...

3axnrounTtenbHas (opMysa BEXKIUBOCTH OTIENSETCS OT Ha3BaHMs JOHKHOCTH 3aIlsTOM.
Hanpunwmep:

C yBa:keHuem,
HavaabHuk JUYHAas TOJAIUCH pacum$ppoBKa NOANKUCH

OtuketHble ¢pas3sl «YBaxaeMblil...!» n «C yBakeHUEM,» E€YaTAIOTCSI UCIOIHUTEIEM
IIPU MOATOTOBKE MPOEKTa MHUChMA.

TexkcT nucbma cienyer pa3OuTh Ha ad3allbl, KAKIbIH U3 KOTOPBIX JOKEH COJEp’KaTh
3aKOHUYEHHYIO MBICJIb I HAUMHATHCS C KPACHOM CTPOKHU.

[Ipu odopmieHun mnUcbMa Ha JBYX M Ooyiee CTpaHMLIAX BTOpas U IOCIEAYIOIINE
CTpaHMIIBI HYMEPYIOTCS TI0 CepeIMHE BEPXHETO MOJIs TUCTa apaOCKUMU U paMu.

CrayxeOHble MHCbMa B YCTAHOBJICHHOM IOPSAJIKE MPOXOAAT MPOLELYpPY BU3UPOBAHUS
3aMHTEPECOBAHHBIMU JIOJDKHOCTHBIMHM JMllaMu McmonHuTtenbHOro komurtera JlanieBckoro
MyHHULIMTIaJbHOTO paifona Pecniy6nuku Tarapcran.

CnyxeOHble TNHCbMa TMOJIUCHIBAIOTCS pYKOBoAMTENEM VICIONHUTENBHOIO KOMHTETA
JlanmeBckoro MyHMIMMadbHOro pailoHa PecnyOnuku Tarapcran, ero 3aMecTuUTeleM WIH
PYKOBOJUTENEM CaMOCTOSATEIBHOTO CTPYKTYPHOTO IOJpPA3JeIEHUs] B COOTBETCTBUM C
pacripesielieHueM OO0SI3aHHOCTEH MEXKIy PpYKOBOAWUTENSMHU, YCTAHOBICHHBIMH IPHKA30M



HcnonauTenpHOr0 KOMUTETa JlanmeBckoro MyHHIIMNanbHOro paiona Pecriyonuku Tarapcran

JlaToil muchbMa SIBIISIETCS AaTa €ro MOAMUCAHMS.

BHocuth Kakue-nmub0O HCIpaBlIeHHS WIM J00aBICHHA B TMOANHMCAHHBIE IMHChMa HE
paszperaercsl.

3.3.6.1.4. Tlucbmo, cocrosiiee U3 OAHOM 4YacTHU — 3TO Hpockdba 0e3 MOsICHEHMS,
HanoMHHaHUE 6e3 mpeamMOyIbl, cooOmIeHne 6e3 000CHOBAHMS.

OTBeTHBIEC MUCHMA JIOJKHBI COAEPKATh CChUIKY Ha JaTy U HOMEP BXOJSIIETO TOKYMEHTA.
OTOT PEeKBU3UT BOCIPOM3BOJIUTCS Ha OJaHKE W BKIIOYACT B ce0s MUCXOASAIIMNA HOMEp U Aary
JIOKYMEHTA, Ha KOTOPBIH JaeTcsi OTBET.

TekcThl OTBETHBIX MHUCEM JIOJKHBI TOYHO COOTBETCTBOBATh JIAaHHBIM MOPYUEHUSM,
INOCTYNMBIIMM  3allpocaM, YyKa3aHUSIM [0 HCIOJHEHHIO JOKYMEHTOB PYKOBOAMTENS
HcnonnuTenbHOro komurera JlanmeBckoro MyHUIUNaabHOro paiiona Peciyonnku TataperaH.

B nucemax-oTBeTaX Ha HMHUIMATUBHOE IMCbMO (3alpoC) HU3Jaraercsi pelieHue II0
MIOCTaBJIEHHOMY BOIIPOCY: MPHHATUE WIIM OTKA3 OT HPEASIOKEHHsI, MPOchObl. OTBET M31araeTcs B
KOHKPETHOW U 4eTKol (hopme: Bce U MPOChOBI MOTYT OBITH YAOBIETBOPEHBI, B KaKoil Mepe, B
Kakue cpoku. Eciau mucbMo coaep UT 0TKa3, TO OH J0JDKEH ObITh apryMEHTHPOBAH:

K coxanennio, Bama npocb0a He MOeT ObITH YAOBJIETBOPEHA MO CJEAYHOLIMM
NMPUYUHAM ...

ConpoBoauTeIbHBIE TUChMA COCTABJISIOTCSA K JJOKYMEHTaM, HE MMEIOLIUM aJipecyrolei
4acTH. B CONpOBOIMTENBHBIX IHMCbMAaxX YKa3bIBA€TCAd HAMMEHOBAHUE CONPOBOXKAAEMOIO
JOKYMEHTa, COJEpP)KaTCsi IOSICHEHHsS OTHOCUTENIBHO XapakTepa WCIOJHEHHS WU 1Lelu
HaIpPaBJICHUS NIPUIAraeMoro J10KyMEHTa.

[Tucsmo-noATBEpKICHUE YHOTpEOIseTcsl JUIsl COOOLIEHMs, YTO MOCIAHHBIE JTOKYMEHTHI
(nmuceMo, TeerpaMMa, HHCTPYKIIKS) OCTalOTCs B CHJIE, a TAKXKe JJIsl OATBEP KICHHSI MTOTy4YeHUs
JIOKYMEHTOB MJIU JUISI TOJITBEPKAECHUS TeJIe(pOHHOIO pa3roBopa.

["apanTHiiHOE MUCHEMO COCTABIISIETCA C LEIbIO MOATBEPKICHUS ONPEIEIIEHHBIX 00eIaH i
WJIM YCIIOBUH M aIpECYIOTCS YUPEKIACHUIO WK OTAeIbHOMY Jniy. Hanpumep:

IIpocum mnepeuncauThL [eHeKHbIEe CpeACTBA 3a MOYTOBbIe YCayru... Omiaary
rapaHTupyeM.

[TucbmMo-HaNIOMUHAHUE IO COJEpKaHHIO NpHOIMKaercs K Tenerpamme. OObIUHO OHO
COCTOMT M3 OJHOrO npemioxenus. Hanmpumep:

Hanomunaem, 4To 1o mjaaHy COBMeCTHBIX padoT Bbl 70/15KHBI NMPeICTABUTHL OTYET
He nmo3aHee 02.11.2015.

[lucekma (uHaHCOBOrO XapakTepa, a TakKe MHUChbMa, COJepKallue O005S3aTeNbCTBa,
3aBepAIOTCs Iedvarbio McnoaHurensHOro komurera JIaMmEBCKOTO MYHULMIAIBHOIO pailoHa
Peciyonuku Tartapctan, a B THChbMaX, COJEpXKamKUX HHPOPMAIUIO OTPAHUYECHHOTO
pacmpocTpaHeHUs, MPOCTABISETCS peKBU3UT «OTMETKA 0 KOH(DUIESHITNATEHOCTH.

3.3.6.1.5. Cpoku NOATOTOBKHM OTBETHBIX IHMCEM YCTAHABJIMBAIOTCS HOPMATHUBHBIMHU
MPaBOBbIMM  aKTaMH,  YKAa3aHUSMHU 1O  HCHOJHEHUIO  JIOKYMEHTOB  PYKOBOJHUTEIS
UcnonauTenpHoro komurera JlanmeBckoro MyHHIMNAIBHOTO paiioHa PecmyOnmku Tartapcran
Ha OCHOBAHMM HUMEIOIIUXCA CPOKOB HCIOJHEHUS IOPYYEHHH, 3alpoCOB WJIM IO PEIICHUIO
pykoBoaurtens McnosHUTENpHOro KoMmuTeTa JIaMImEeBCKOTO  MYHUIMOAIBHOIO  palioHa
Pecny6nuku Tarapcran



Cpoku  TOATOTOBKM  WHUIMATUBHBIX  IHCEM  ONPEACNAIOTCS  PYKOBOJIUTEISIMU
CTPYKTYPHBIX IOJIpa3aesieHuH.

[Topyuyenue (3ampoc) MOJJICKUT UCHOJHEHHUIO B YCTAHOBJIEHHBIM B HeM cpok. Eciam B
KaueCTBE CpOKa MHCIIOJIHEHUS YCTAHOBJIEH IEPUOJ BpPEMEHHM, HadajloM €ro CUMTaeTcs Jara
MOAMKUCAHUS TOPYUYEHHUS (3ampoca).

[Topyuenue (3ampoc) cojiepskallee ykazaHue '"CpOuHO", MOIJIEKHUT HCIOJHEHUIO B 3-
JIHEBHBIN CpOK. Yka3zanue "omepaTuBHO" mnpenycmarpuBaeT 10-IHEBHBIA CPOK HCIOJHEHUS
nopydeHwus (3armpoca).

Ecnu cpok ucnonHeHus B mopyueHuu (3arpoce) He yKa3aH, OHO MOJJICKUT UCIIOJIHEHUIO
B TeueHue 30 gHEH co IHSA perucrpanuu nopydeHus (3ampoca). Ecnum mocnennuii 1eHb cpoka
UCTIOJIHEHUS TOPYYCHHUS NPUXOAMUTCS Ha HEpaOOUYMil JEeHb, OHO TMOJICKUT HCIOJHEHUIO B
NPEIIECTBYIONIHNNA eMy pabOUHid eHb.

3.3.6.2. Tererpamma

IlonroroBka  TenerpaMm  OCyHIECTBIIA€TCSA B coOoTBeTcTBUM ¢ [IpaBunamum
IPEOCTaBIIEHUS YCIyr TenerpadHoil cBs3u, yTBepKACHHBIMU 1TocTaHoBIeHHEeM [IpaBuTenbcTBa
Poccuiickoit ®enepanmu 10.04 2005 N 222.

Bunel TenerpaMm: BHyTpEHHHE TeJIETpaMMbl U MEKyHAPOIHBIE TEIETPAMMBI.

BHyTpeHHue TenerpamMmbl O IPUOPUTETHOCTH OOPAOOTKM pa3[eleHbl HAa KaTErOpUHU:
«BHE Kareropum», «BHeouepenHas», «lIpesmment Poccuiickonn @epepauun», «BbICIIAS
IIPABUTEILCTBEHHASN», «IIPABUTEIbCTBEHHAS», «CPOUHAS, «OOBIKHOBEHHAS.

TenerpamMmel, nMerole 0COOEHHOCTH 10 HA3HAUEHUIO, CIIOCO0Y 1I0CTaBKHU, Pa3AesaoOTCs
Ha CIIEAYIOUIME BMJIBL: «C YBEJIOMJICHHMEM O BPYYEHUHU Teierpadom», «C YBEAOMIIEHHEM O
BPYUYEHUHU TeJerpaomM «CpouHOE», «C JTOCTaBKOM B CPOK, YKa3aHHBIH OTIIPaBUTEIEM», «HA
xynoxectBeHHOM Omanke (JIFOKC)», «Ha XyHZoKECTBEHHOM MY3bIKQJIBHOM  OJIaHKE»,
«CXEMHas».

Tenerpamma nevaraercs Ha Oymare ¢opmara A4 wim Ha oOmeM OnaHke M MMEET
CIIEIYIOIINE PEKBU3HTHI:

- OTMETKA O KaTerOpHUH TEJIETPaMMBbI;

- OTMETKa O BUJE (BUJaX) TEIETrPAMMBbI;

- ajipec, M0 KOTOPOMY JIOJKHA OBITh JOCTaBJIEHA Tejerpamma, ¢ yKa3aHHeM HauMEHOBAHMUS
azpecara (agpecaros);

- TEKCT;

- PETUCTPALIMOHHBIA HOMEP;

- 1aTa JOKYMEHTa;

- MOJIUCH JOJDKHOCTHOTO JIMLA.

JIONOJTHUTENBHBIMU PEKBU3UTAMM CUATAFOTCS:

- HAMUMEHOBAaHUE OpraHU3allny;

- CIIpaBOYHBIC JJAHHBIE 00 OpraHe, U3/aBIeM JOKYMEHT (ITOYTOBBIN apec);

- BU3a;

- OTTHCK TI€YaTH.

Bce pexBusuthl mewaratorcss mpugprtom Times New Roman, pasmep mpudra 14.
OCHOBHBIE PEKBU3HUTHI B TEJIETPaMMe [1€4aTat0TCsl MPOIMCHBIMHU OyKBaMHU.

Kareropus u Buz TeserpaMmsl yKa3pIBarOTCS MEpe] pEKBU3UTOM «ApecaTy.

B cocrtaB agpecara BXOIUT MOJHBINA W YCIOBHBIN TeserpadHbIi aipec 1 HAMMEHOBaHHE
opraHuszanuu. Ajpec TelerpaMMmbl JIOJDKEH COJEp)KaTh BCE CBEIEHUS, HEOOXOIUMBbIE st
olecrnievueHus ee J0CTaBKU ajjpecaTy 0e3 po3bICKa U HaBeJeHHUs CIpaBokK. B agpec MoxkeT ObITh
BKJIIOUEH HOMep TenedoHa ajgpecarta.

B Tenerpammax B pekBHU3UTE «Anpecar» Mepes HOMEpaMHU JI0MOB, CTPOEHUI, KBapTUD



YKa3bIBAIOTCS COOTBETCTBYIOIINE CIOBA MOJHOCTHIO WIIM COKPAILIEHHO: «I0M» - «JI», «CTPOCHUE
- «CTp», «KBapTUpa» - «kBy». CloBa: «kpai», «00JIacTby, «palloH», «CEeN0oy», «IEPEBHS» MOKHO
NUCaTh MOJHOCTBIO MM COKPAIIEHHO - «KP. », OO », «PH. », «C. », «1ep. ». B Tex cmyuasx,
KOI'Zla 3TO HE MPUBEIET K HETOYHOCTH aJipeca, AOIyCKAETCsl HE YKa3bIBaTh 3TH CJIOBA.

Hanpumep: MOCKBA 102
yi. KOPOJIEHKO, n. 12
KOPITOPALIA
"FOHUKC"

VYcnoBHbIM azpec: CAHKT-IIETEPEVYPT 15
"BOCXO/"
KYJIMKOBY

Ecnu Tenerpamma HampasiisieTcsi B OpraHu3alyio, pacIioyioKEHHYIO B TOPOe 00JacTHOTO
WIM KPacBOrO 3HAYCHMS WM HACEJICHHOM IIYHKTE, TO B aJpece HEOOXOIMMO YKa3bIBaTh
HaMMEHOBaHNE COOTBETCTBYIOLIETO paiioHa, 00JacTy i Kpas. HammeHoBaHMe OpraHu3aiiy 1
yAHMIBl TeYaTaeTcs B MMEHUTEIBHOM NaJeKe, a HAaMMEHOBaHHWE Kpas, o0yiacTd, palioHa - B
POAUTENHLHOM, HAIPUMED:

c. KABAHKA
HOBOCHBUPCKOI OBJIACTU
BATAHCKOI'O PAMIOHA

yi. [IETPOBCKAA, 1. 81

['JIABE KPECTBSIHCKOI'O
XO3SMCTBA
C.M. BACWIBEBY

Tenerpamma MoxeT OBITH aJpecoBaHa B HECKOJIBKO aJpecoB (MHOTOaIpecHas
TeJIerpaMma).

HpI/I Imoaayde MHOFOﬁ)IpCCHOfI TCJICTpaMMbl C OJHHUM M TEM KC€ TCKCTOM OTHPAaBUTCIIb
JOJKEH TPEJCTaBUTh CTOJBKO HK3EMIUISIPOB TEJEerpamM, CKOJBKO aJIpecoB B TelerpaMmme
yKa3zaHo. B anpecHol yacTu KaXKJ0W TelerpaMMbl YKa3bIBa€TCs TOJIBKO TOT MYyHKT, Ky/Ja cleAyeT
€e I0OCTaBUTb.

JlomyckaeTcsi mpueM TeJerpaMMbl ¢ OJJHUM M TeM K€ TEKCTOM IO CIHCKY aJ[pecoB, HO HE
6osee 20. Cnmcok aapecoB JOHKEH OBITh TPEACTaBICH B OPraHU3aIMOHHO-OOIIUN OTIEN
VcioTHATENEHOTO KOMHUTETa paOHA BMECTE C TEJIErPaMMON.

[JIABAM MYHULITAJIBHBIX
PAMOHOB
PECITYBJIMKU TATAPCTAH

IIpn HampaBiieHUMM TenerpamMmbl JOJDKHOCTHOMY WJIM YacTHOMY JIMLY JOJKHOCTb H
damunust (MMsl, OT4eCTBO M (aMUIMS WIM MHULIMATIBL U (HaMuiInsl) ModyyaTesns ImeyaTaroTcsl B
JaTeIbHOM TMAaJeXe U OTHENAI0TCS OT TeJerpagHoro ajapeca JABYMS MEXKCTPOYHBIMU
MHTEpBaJlaMH, HallpuMep:

KA3AHb 111
KPEMJIEBCKAA, n. 2



HAYAJIBHUKY I''TABHOI'O
APXNBHOI'O YIIPABJIEHUA
ITPU KABMUHETE MUHUCTPOB
PECITYBJIMKU TATAPCTAH

N.X. AIOITIOBOM

[Ipu oTnpaBke TenerpaMMsl 3a FPaHUIly HEOOXOAUMO YKa3bIBaTh CTPaHY, HAIPUMED:

YKPANHA
KHMEB- 18

TexcT oT anpecara OTAEHAIOTCS ABYMS MEKCTPOUHBIMU UHTEPBAJIAMHU.

[lonaBaemas Tenerpamma J0JDKHA OBITh HareyaTaHa KpaTKo, YETKO W Pa3dOpuuBO, HE
UMETh MOAYMCTOK U HcTpaBieHH. TeKCT TererpaMMbl meyaTaercs MPOMUCHBIMU OYKBaMH Ha
OJIHO cTOpoHE NncTa. AG3allbl, IEPEHOCHI U COKPAIICHHS CJIOB B TEKCTE HE JI0MYCKAIOTCS.

Tenerpadubiii ctunp TpeOyer BbIOOpAa KOPOTKHX, TOYHBIX CJOB, HCIOJIb30BAHUS
cokpameHnii. KonmmdaecTBo riaroibHbIX (GOpPM JTODKHO OBITh MUHUMAIBHBIM, TI0 BO3MOXHOCTH
HE YMOTPEOJSIOTCS TpHIIaraTeibHble, COI03bI, MPEIJIOrH, MECTOMMEHUS, 3HAKH MpPEINUHAHUSA,
€CJIM OHU HE UMEIOT CMBICIIOBOI'O 3HAYEHUS U X OTCYTCTBUE HE UCKAXKAET COJIEPIKaHUS.

Tenerpamma He oykHa cogepxars Oosiee 300 cioB.

TekcT TenerpaMmMbl MOKET HAUMHATHCS C OOpAIIECHUS.

TexcT 0TBETHOI TeserpaMMBbl ClIeyeT HaYMHATh C yKa3aHUs HOMEpPa U JIaThl IOKYMEHTA,
Ha KOTOPBIN JaeTcs oTBeT, HanpuMmep: 1/264 ot 25 mapra 2010.

Hudps! B TenerpaMme MOTYT ObITh HallMCaHbI JTM00 3HAKaMU 1UGP, T1OO0 MOTHOCTHIO.

JlaTbl B TenerpaMme yKa3bIBarOTCS apaOCKUMU IUPpaMu.

3HaKM MPETNHHAHUS «TOUYKA», «3aIsTasy, «KaBbIUKU», «CKOOKa» MOTYT OBITh HAIMCAHBI
MOJIHBIMU CJIOBaMHU JIMOO COKPAIIEHHO («TUYK», «3IT», «KBU», «CKO»), TMOO COOTBETCTBYIOIIUMHU
CUMBOJIbHBIMH 3HaKaMu. «BompocuTenbHBI 3HAK», «THpe (MHUHYC)», «IUIIOC» MOTYT OBITh
HanucaHbl JIMOO MOJHBIMU CIOBAaMH, JINOO COOTBETCTBYIOIIMMU CUMBOJIbHBIMH 3HaKaMH. 3HaKU
«HOMEPY, «IBOETOUYUE», «BOCKIHMIIATEIHHBIA 3HAK» MOTYT OBITh HAMHMCAHBI MOJHBIMHU CIOBAMU
WIH COKpPAIIEHHO («HP», «IBTY», «BCKI»). Jpyrue 3HaKd MOTYT OBITh HAaMUCaHbl TOJBKO
MOJIHBIMH CcIIOBaMH. Bce 3HaKku, HamMCcaHHBIE TMOJTHBIM WM COKPAIICHHBIM CIOCOOOM, JOJKHBI
OBITh HAMHMCAHBI C MHTEPBAJIOM MPEIISCTBYIOIIMMHI U TOCIEAYIOIMIMMH CIOBaMU U Ludpamu.
TekcT TenerpaMMbl 3aKaHYMBAETCSI TOUKOM - TUK.

Hexopsmuii perucTpallMOHHBIA HOMEP ITeYaTaeTcsl IOCiIe TEKCTA.

[Toanuce oTnensercs OT TEKCTa ABYMsI MEXXCTPOYHBIMH HHTEPBAJIAMU.

OCHOBHBIE PEKBH3UTHI TEJIETPAMMBI OTIESIOTCS OT JIOMOJHUTEIBHBIX PEKBU3UTOB
CILIOLIHOM YEPTOU.

JlononHuTEeNbHBIE PEKBU3UTHI HE BXOASAT B COCTAB OIUIAYMBAEMBIX CJIOB TEJIETPaMMBI.
HaumenoBanwue u aapec ormpasutens (IIpaBurensctBo Pecrybnuku Tarapctan), moanuce u ee
pacuinpoBKa MPOCTABISIIOTCS B HIDKHEH YacTH TeNerpaMMbl TOJI YepTOM M TedaTaroTcs
CTPOYHBIMHU OYKBaMH OT JIEBOTO TOJISL.

MexnyHaposiHas TelerpaMMa COCTaBIISIETCS Ha JII0OOM SI3bIKE, pa3pelIeHHOM CTpaHOM
Ha3HAYCHMsI, JATHHCKUMHU OYKBaMHU.

damunus, UM W aAPECHbIE JaHHBIC OTHPABUTENS (IOTOJHUTEIBHBIE PEKBU3HTHI),
yYKa3aHHbIE TOCJE COAEpX aHHUsS TellerpaMMbl, MOTYT ObITh HamMCaHbl OYKBaMH PYCCKOTO HIIU
JATUHCKOTO andaBura.



Temerpamma cocraBigeTcs B OJHOM DJK3EMIUIIPE, BHU3HUPYETCS PYKOBOIMTEIEM
CTPYKTYPHOT'O IOJpa3/IeIeHus, B KOTOPOM OHa ObLIa COCTABJIEHA, 3aMECTUTENIEM PYKOBOIUTEIS
HcnonauTenbHOro KomMurera JIanmeBckoro MyHUIMIIAIBHOTO paifoHa PecryOnuku Tatapcran,
KypUPYIOIIUM JaHHOE HAIpaBJICHHE NCATEIBHOCTH, U MEPEaeTCss B OPraHU3alMOHHO-OOIH
oraen  McnonHuTenpHOrO  KOMMTETa  palloHa I IOAIMCAHMS  PYKOBOJIUTEIEM
HcnonuuTenbHOro komurera JlanieBckoro MyHUIMNaabHOro paiiona Peciyonnku TataperaH.

Tenerpamma, noanucaHHas AOJKHOCTHBIM JIMLIOM, JI0JIKHA OBITh 3aBepeHa 11€4aThIO.

IlonnucanHas TenerpaMMa pPEruMCTpUpPYeTCss B OpPraHU3allMOHHO-OOLIEM — OTJele
M cnomHUTENBHOTO KOMUTETA palioHa. PerncrpanoHHblli HOMED TelerpaMmbl U J1aTa CTaBATCS
II0CJIE TEKCTA.

[To3paBUTENBHBIE TEIErPAMMBI HE PETUCTPUPYIOTCSL.

3.3.6.3. Tesreponorpamma

Ilepenaua wuHpoOpMaLMK € MOMOIIBIO Telne(GOHOrPaMM OCYIIECTBISETCS YCTHO TII0
KaHajgaMm TenepoHHON cBs3u. TenedoHOrpaMmbl UCHOIB3YIOTCS JUISI OMEPATHBHOTO PELICHUS
CIIy>keOHBIX BOIIPOCOB B T€X CIydyasiX, Korua cooOlleHue, nepeaaBaeMoe mno tenedony, Tpedyer
JTOKYMEHTAJIBHOTO O(hopMIIeHHUS.

B rtenedoHorpamme MOMKHBI YKa3blBaThCA Ha3BaHHE BHJA JIOKYMEHTa, JlaTa, HOMED,
HaNMEHOBAHMWE OpraHW3allMM, HaWMMEHOBAaHHE IOJDKHOCTH, MHHIMANBI M (QaMuius aapecaTta,
TEKCT, JOJDKHOCTh, MHUIUAIBI U (paMuiins JIuia, MOAMUCABIIETO TelaeQOHOrpaMMy; JTOJKHOCTS,
WHUIHMAIE] U (haMUIHsl TIepeIaBIIero ¥ MPUHUMAOIIETo TeeoHorpaMmy, HoMepa Tene(oHOB,
0 KOTOPBIM TepeAaeTcss M NpUHUMAeTcs uHGopMalys, BpeMs IpHeMa U Iepesadn
tenedonorpammsl (mpusoxenue Ne 13).

Tekcr tenedoHOrpaMMmbl He AOKEH mnpeBbimarh 50 ciioB. TekcT Tene@oHOrpaMMBI
JOJKEH OBITh JTAKOHUYHBIM, 0€3 TPYIHONPOU3HOCHUMBIX CIIOB, YETKUM, C aKIIEHTOM Ha (haKThI,
JIaThl, BpeMsi, MECTO IIPOBEACHHUSI, Ha BOMPOCHI, MOJIeKAIIKE OOCYKACHHUIO U T.1.

TenedoHorpammbl 3amMChIBalOTCS B JKypHall, MOTYT IleyaraTbcs Ha JHCTax Oymaru
dbopmara A4 win crienMaIbHBIX OJTaHKaX.

TenepoHorpaMMbl COCTaBISIOTCS B OJJHOM IK3EMILISIPE, OJMUCHIBAIOTCS PYKOBOAUTEIEM
UcnonaurensHoro komurera JlanmeBckoro MmyHununaipHoro paitona Pecriyonuku TarapcraH.

Ecnu tenedonorpamMma mnepenaercss HECKOJIBKUM ajpecaTaM, K HEW Mpuiaraercss ux
CIHCOK C HOMepaMH Tese(hOHOB.

CrenyeT mpoBepATh MPAaBUIIBHOCTD 3aIMCH TeIEPOHOTPAMMBI €€ MTOBTOPHBIM YTEHHUEM B
KOHIIE Mepeayu.

Tenedponorpammsl, agpecoBaHHblE PYKOBOAMTENIO  VICHOTHUTENBHOTO  KOMHUTETA
JlanmeBckoro MyHUIIMNANIBbHOTO paiioHa Pecnyonuku Tarapctan, 3amMeCTHTENIO PYKOBOAUTEN S
HcnonnutensHoro xomuteTa JlanmeBckoro MyHunumnaibHoro paiiona Pecnyonuku Tarapcraw,
PYKOBOAMTENIO CTPYKTYPHOTO MOAPA3JCICHUs, IPUHUMAIOTCS W 3alHChIBalOTCA (I1€4araroTcs)
CHEIHAIINCTOM OpraHu3alMOHHO-001Iero otraena VcnomHUTENbHOTO KOMUTETa paiioHa U
HE3aMEUINTEIbHO JOKJIAABIBAIOTCS IOCJIE MX NMPHUEMA, 3aTEM PErMCTPUPYIOTCA U NEPENAOTCS
JUIsL UCIIOJIHEHHS B COOTBETCTBMM C YKAa3aHHUEM PYKOBOIUTENS VICIONHUTENBHOIO KOMMTETA
JlanmeBckoro MyHUIIMNAIbHOTO pailona Pecriyonuku Tarapcran.

3.3.6.4. dakcorpamma
JIoKyMeHTBI, TOJy4YyeHHble Ha oduuuagbHble TenedoHHbIE HOMepa (paxcer)
HcnonauTenpHOro komMmurera JlanmeBckoro MyHHIIMNAIBHOTO paiiona Pecryonuku Tarapcran
Mo KaHaiaM (PaKCUMMIJIBHON CBSI3HM, PETHCTPUPYIOTCS B YCTAHOBJIEHHOM IMopsijike. J[okyMeHT,
IpeIHa3HauYeHHBIN A7 Tiepeaayun Mo KaHaiaMm (PakCUMIIIBHOM CBSI3U, IOJKEH COOTBETCTBOBATH
TpeOOBaHUAM K 0()OPMIICHUIO TOKYMEHTA.



CpenctBa (hakCUMUIBLHON CBSI3M TMpEIHA3HAYAIOTCS I ONEPATHBHOM mepenadyud |
npueMa TeKCTOB JOKYMEHTOB M CIy)KeOHBIX MarepuanoB. IIpum mepermade m mpueme TEKCTOB
CIIy’)K€OHBIX JOKYMEHTOB MO KaHajlaM (DaKCUMMIIbHOM CBSI3M HEOOXOIMMO PYKOBOJCTBOBATHCS
CJICAYIOIIMMHU TPEOOBAHUSIMH:

- o0beM mepemaaBaeMoro JOKyMeHTa (TEKCTa, CXeMbl, Trpaduyeckoro u300pakeHus),
BBINIOJIHEHHOTO Ha Oymare ¢opmara A4, He JOJDKEH MPEBHIIIATE S JTUCTOB;

- TekcT (cxema, rpaduueckoe H300paKeHUE) BBHINOJHAECTCS Ha Oenold Oymare YeTKuM
KOHTPACTHBIM IIPU(TOM YEPHOTO I[BETA M KOHTPACTHBIM HM300pa)KCHHWEM Ha OJHOW CTOpPOHE
JIACTA;

- OTBETCTBEHHOCTbH 32 COJCPIKaHUE MeperaBacMoi MHPOPMAILIMU BO3JIAraeTCsl Ha UCTIOTHHUTEIS,
MOJITOTOBUBIIETO IOKYMEHT K IepeIaye, U PYKOBOAUTENSI COOTBETCTBYIOIIETO MOAPA3/ICIICHNUS,

- 3ampeniaercs nepeaaBaTh TEKCT JOKYMEHTOB ¢ TOMETKOH ““JlJist ciry>keOHOTro Mob30BaHus

- TIOJUIMHHUKH JIOKYMEHTOB TIOCJE Tepeadyd BO3BPAIIAIOTCS HCIOJHUTENSIM C OTMETKOH O
BPEMCHH OTIPABKH.

3.3.6.5. DekTpoHHOE coo01IeHNE (3TEKTPOHHOE MUCHMO)

OnekTpoHHble  coobOmeHuss B McmomnurenpbHoM — komutere  JlawmieBckoro
MYHHULIUNIATBHOTO paiioHa PecmyOnuku TarapcTan mocTynarT Mo eIuHONW MEKBEJOMCTBEHHOM
CUCTEMeE 3JIEKTPOHHOT0 J0KyMeHTooOopoTa (nanee — EMCD/]), Ha oduninanbHbIid 3IeKTPOHHBIN
aapec HMcnomHuTenbHOro KomuTeTa JlaWmeBCKOro MYHHMIMIAIBHOTO paiioHa PecmyOmuku
Tarapcran B cetu MHTEpHET, 1OCTYIl K KOTOPOMY MMEET CHEHMIMCT OPraHU3alMOHHO-00IIeTo
otaena McrnomHuTenbHOr0o KOMUTETA paiioHa.

DNEKTPOHHOE COOOILEHNUE COCTOUT M3 CONPOBOAMUTEIHLHOW M COJAEPIKATEIbHOU YacTel.
ConpoBoauTtenbHas 4yacTh MpeAHa3HAUYCHA A aapecanuu coobmenus. CoaepxarenbHas 4acTh
MpeJICTaBIsIeT CO0ON TEKCT COOOIIEeHHs 100 TEKCT COOOIIECHUS ¢ MPUCOSIMHEHHBIMU (aiiiamu,
COJIEpKAIMMH 3JIEKTPOHHYIO KOMHIO (JIEKTPOHHBIM 00pa3) JOKYMEHTa WM JJIEKTPOHHBIN
JIOKYMEHT U UX PEKBU3HTHI.

DJEeKTPOHHOE COOOILIEHHE COCTOMT M3 ajpeca AJIEKTPOHHOW TIOYTHI, 3arojioBKa,
coJlepKallero CiyxeOHyro HH(pOpManMio, TEKCTa, MOJIUCH, PErUCTPAlMOHHOTO HOMepa
JIOKYMEHTA M J1aThl JOKYMEHTA.

ONEeKTPOHHOE MHUCBMO HMMEET CTAaTyC JOKYMEHTa, €CIId OHO 3aBEPEHO 3JIEKTPOHHOM
MOJIMHUCHIO.

3.3.7. 3anucka (I0KJIaAHAS, CIyKeOHAsA, NOSICHUTEIbHAs, 00bACHUTEIbHAS)

3.3.7.1. JloknmamHas  3amuMcka —  JOKYMEHT,  aJpEeCOBAHHBIH  pPYKOBOJCTBY
HcnonuuTenbHOro Komutera JlanmeBckoro MyHUIIMIAIBHOTO paiioHa PecmyOonuku Tarapcras,
M3JIararomnii KakoW-IM00 BONPOC C BHIBOJAAMU M TPEAIOKEHHUSIMH COCTaBHTeNs. JlokmamgHas
3allMCKa HAMpPAaBISETCs OT HIKECTOSIIETO JODKHOCTHOTO JIMIA BBIIIECTOSIIEMY JTOJKHOCTHOMY
vy  (Hampumep, OT pPa0OTHUKA K PYKOBOJIUTENIO CTPYKTYPHOTO TOJpPAa3[eeHusi, OT
PYKOBOJUTENS CTPYKTYPHOTO TO/Ipa3ielieHHs K PyKOBOIUTENIO OPraHU3aIUH, U T.JI.).

JoxmagHoii 3anuckoil HMH()OPMHUPYIOT PYKOBOACTBO VICHMOTHUTENHHOTO KOMHTETa
JlanmmeBckoro MyHUIIMNANBHOTO paiioHa PecmyOnuku Tarapcran o0 umeromuxcs ¢akrax,
COOBITHSIX, CIIOKMBIIEHCS CUTyallud, TPEOYIOIMUX TMPHUHATHS PEIIeHUs, O BBINOJIHEHUN
pacmopsDKeHU WJIM O 3aBEpPIICHUHM Kakux-mubo pabor. JlokiagHble 3amucKd  MOTYT
COCTABIIATHCS TI0 BOTIPOCAM OCHOBHOM JIETETFHOCTH, MO TMYHOMY COCTaBY (IIepeBoI pabOTHUKA
Ha JIPYT'yIo paboTy, HAJOKEHUE TUCIUIUIMHAPHOTO B3BICKAHUS H T.X.), IO aJMHHHCTPATHBHO-
XO3SIICTBEHHBIM BOIIPOCaM U T.]I.

CTpyKTypa TOKJIQIHOHN 3aIMCKH MOYKET COCTOSITh U3 CIIEAYIOIINX CMBICTIOBBIX Pa3/IeNoB:

| pazmen (KOHCTaTUpYIONIWK) — W3JI0KEHUE TMPUYHH, (akTOB WIM COOBITHIA,



HOCTY>KMBIIUX OBOAOM JUIsl HAIIMCAHUS 3TOTO JOKYMEHTa;

Il paznen (aHAMM3UPYIONINIT) — aHAIW3 CIIOKUBIICHCS] CUTYaIlUH, BBIBOJIbI U TIPUBEACHUE
BO3MOXHBIX BApUAHTOB pEUICHUS MpoOJemMbl, NpocbObl. JIaHHBIA pa3gen  SABISIETCS
PEKOMEHIaTENbHBIM: OH MOXET MPUCYTCTBOBAaTh WJIM OTCYTCTBOBaTh B 3TOM JIOKyMEHTE (B
3aBUCUMOCTH OT Ka)KJ0i KOHKPETHON CUTYalNH);

Il pa3men — omucaHue KOHKPETHBIX BBIBOAOB, MHEHHH, MPOCHO WM MPEUIOKEHUIN O
KOHKPETHBIX JEUCTBUSAX, KOTOpbIE, 10 MHEHHIO aBTOpa 3alMCKH, HEOOXOIUMO IMpPEaNPUHATH
(pe3roMUp YOI pa3aen).

TexkcT noKIagHOM 3allMCKU M3JaraeTcs OT MEepBOro JUIa eIMHCTBEHHOro uucia. Tekcrt
JIOKJIAIHOW 3alKMCKU cieayeT HayuHath cioBamu: ''Ilo Bamemy mnopy4yeHui0o MHOIO
nposeaexHa...", "Bo ucnosnenue npukasa...", "B coorBercrBuu ¢ miaHom..." u T.1. B koHue
TEKCTa JOKJIAJHOM 3alUCKH YETKO YKa3aTh BHOCHMOE MpEIOKeHHE (MpockOy W T.1.) WIH
clenaTh BbIBOJIbl. 3aKaHYMBATh TEKCT LienecooOpa3Ho cioBamu: «CyuTalo.. (He00X0AMMBbIM,
nejiecoodpasHbeIM  T.1.)», «Ilpennarao...», «Ilpomy... (BbAeJIUTH, HAIIPABUTD T.J1.)».

JlokJaiHbI€ 3alMCKHU COCTABIIAIOTCS B OJTHOM 3K3EMILISIPE Ha CTaHJapTOM JIUCTe Oymaru
dopmara A4 (210 x 297 MM), HO C yKa3aHMEM BCE€X HEOOXOAUMBIX PEKBU3UTOB. K Takum
PEKBU3UTAM OTHOCSTCS!

- HAUMEHOBaHME CTPYKTYPHOTO MO/Ipa3/ieeHnsl — aBTOpa 3alUCKHU;

- HAaMMEHOBaHME BHJIa JOKYMEHTA;

- laTa IOKyMEHTa;

- PEeTUCTPAalMOHHBIA HOMEpP JIOKyMeHTa (IIpH HEOOXOAMMOCTH, €CIH B CTPYKTYpHOM
HOJIpa3/IeIICHUH BEICTCS yIeT BHYTPSHHUX HH(POPMAIIMOHHO-CIIPABOYHBIX TOKYMEHTOB);

- azjpecatr — JODKHOCTHOE JIML0, K KOTOPOMY 00pallaoTes;

- HAUMEHOBaHME (aHHOTALUs) K TOKYMEHTY;

- TEKCT IOKyMEHTa;

- OTMETKa O HAJIMYUU IPUIIOKEHUS (€CIIM OHO €CTh);

- IOANMCH COCTABUTEIIS.

Jlo mpencraBieHHs] COOTBETCTBYIOLIEMY JTOJKHOCTHOMY JIMILY JOKJIaJHBIE 3allUCKU MPU
HE0OXOIUMOCTH BU3UPYIOTCS 3aMHTEPECOBAHHBIMU JI0JKHOCTHBIMH JIMILIAMHU.

3.3.7.2. CnyxeOHasg 3amucka — 3alWcKa O BBINOJHEHUH KakKoi-mubo paboTHl,
HanpasiisieMasi JOKHOCTHBIM JIMIIOM APYTOMY JOKHOCTHOMY JIUILY.

OTO BHYTPEHHSISI NEPENNCKA MEXKIY CTPYKTYPHBIMH NOIPA3ICICHUSMH, MEXIY
PYKOBOJIUTENSAMH WM pabOTHMKaMHM OJHOTO YPOBHS IO BONpPOCAM, BXOJAIIMM B UX
KOMIIETEHIIMIO.

CnyxeOHble 3alMCKM COCTAaBJIAIOTCA [0 BOIpPOCaM MaTepHaIbHO-TEXHUYECKOTO,
X03SUCTBEHHOT0, NH()OPMALIMOHHOT0, OpraHU3aMOHHOT0 o0ecnieueHus u Jip. Tekct cimyxeOHon
3alMCKU COCTOUT U3 0OOCHOBAHMS (M3JI0KEHUSI IPUYMH COCTABIIEHUS), MPENIOKEeHUN, MpochO n
T.II.

CnyxebHasl 3amMcKa COCTaBIISIETCS Ha YUCTOM JcTe Oymaru. JIOmKHBI IPUCYTCTBOBATh
CIIEYIOINE PEKBU3HTHIL:

- HAMMEHOBAHHUE CTPYKTYPHOIO MTOIPA3AEIIEHUs — aBTOPA 3aIIUCKHU;

- HAMMEHOBAaHHE BU/1a JJOKYMEHTA;

- laTa IOKyMEHTa;

- PErucTpalMOHHBI HOMEp IOKyMeHTa (Ipu HEOOXOAMMOCTH, €CIIU B CTPYKTYPHOM
HOJIpa3/ieJIiCHUH BEIETCS yIeT BHYTPSHHUX HH(POPMAIIMOHHO-CIIPABOYHBIX TOKYMEHTOB);

- aJpecar — JOJKHOCTHOE JIMII0, K KOTOPOMY OOpalatoTcs;

- HaMMEHOBaHMe (aHHOTAINS) K JOKYMEHTY;

- TEKCT JJOKYMEHTAa;

- IOATNCb.



Jlo mpencTaBieHHs] COOTBETCTBYIOIIEMY JOKHOCTHOMY JIHILY CITYKEeOHbIE 3alUCKU MpU
HEO0OXOIUMOCTH BU3HPYIOTCS 3aMHTEPECOBAHHBIMU JIOJKHOCTHBIMH JIUIIAMHU.

3.3.7.3. TosicautenbHas (00BSICHUTENBHAS) 3aMHCKa — 3TO JOKYMEHT, COCTaBIISIEMBIi
JUIS. TIOSICHEHHS OT/ENBHBIX IOJO0XKEHUH OCHOBHOTO JOKYMEHTa (IUIaHa, OT4YeTa U T.II.), JUOO
JOKYMEHT, OOBACHSIONIMNA MPUYMHBI KaKOTO-THO0 COOBITHS, MPOUCIIECTBHS, (haKTa, MOCTYIKA
WIA TIOBEICHUS OTICIBHBIX pPAOOTHUKOB (HAampUMep, NPH BO3HHUKHOBEHUH HEIITATHBIX
CUTyallui, HaApYyIICHUAX TPYAOBOM M MPOU3BOACTBEHHON AMCHUUIUIMHBI, JAUCHUIITMHAPHBIX
HapyIIECHUSX ).

[losicHutenpHast 3amucKa, COMPOBOXAAIOIIAs OCHOBHOM JOKYMEHT, OodopMisieTcs Ha
obmiem Onanke McnonHUTENnbHOrO KOMHUTETa JIaumIIeBCKOro MYHHUIMIIAILHOIO —paiioHa
Pecriyonuku Tatapctan Ha nuctax ¢popMara A4 U IMEET CIEIYIOIINE PEKBU3UTHI:

- HauMeHOBaHue VCIOJHUTENBHOTO KOMUTETA JIaWIIEBCKOr0 MYHUUMIIAJIIBHOTO paiioHa
Pecny6nuku Taraperan;

- BUJ] IOKYMEHTA;

- HaMMEHOBaHHe (aHHOTALKsA) TOKYMEHTA;

- 1aTa IOKyMEHTa;

- PETUCTPALMOHHBIN HOMEp JOKYMEHTa (IIpH HEOOXOAUMOCTH);

- azpecat (Mpu HEOOXOAUMOCTH);

- TEKCT IOKyMEHTa;

- OTMETKa O HAJIMYUU PUIIOKEHHUS (€CIIH OHO €CTh);

- TIOJIMTUC.

OObsicHUTENbHAS 3alMCKa B TPYIOBBIX OTHOUICHUSAX SBISIETCS  0O0SI3aTEIHHBIM
JOKYMEHTOM, COMPOBOXKJIAIOLIUM JOKYMEHTHPOBAaHUE IHCHUIUIMHAPHBIX B3bICKaHUIl. B Takoii
OOBSCHUTENIBHON 3amucKke pabOTHUK OOBSICHSAET MPUUYMHBI HAPYIIEHUS TPYJOBOW TUCIUTUIMHBI
COBEpIICHHsI MTPOCTYIIKA, HEBBIMOIHEHHS JOHKHOCTHBIX 00s13aHHOCTEH U T. 1. OOBsCHUTENbHAS
3aMucKa CIY>KUT OCHOBAaHUEM JIJISl OLIEHKH paboToaTeNIeM TSKECTH COBEPILIEHHOTO MPOCTYIKA U
0OCTOSATENLCTB, MPU KOTOPHIX OH ObLI COBEpIIeH. TeKCT Takoil 0OBSICHUTENbHON 3alMCKH, KaK
MPAaBUJIO, COCTOUT U3 JIBYX Pa3JIEJOB:

- TIEPBBII pa3Aes COACPKUT QaKTHI, MOCTYKHUBIIIKE TIOBOJIOM K €€ HaITMCAHUIO;

- BTOPOH pa3fen — NPUYHHBL, OOBSCHSIONINE CIOXHBIIYIOCS CHTYallUIO, COBEPIICHUS
MPOCTYIIKA, HEBBITOJIHEHHS JOJDKHOCTHBIX 00SI3aHHOCTEH | T. II.

OOpsicHUTENIbHAS 3alMCKa MUIIETCS Ha Jucte Oymarun A4, yaiie BCero OT PyKH M B
cBOOOIHOM (hopMe.

OObsicHUTEIbHAS 3aIIUCKA COAEPIKUT T€ K€ PEKBU3UTHI, UTO U MOSCHUTEIbHAS 3aINCKa,
3a HMCKJIIOYCHMEM pEKBHU3UTOB: HaMMeHOBaHHe VcrosHuTenpHOro koMuTeTa JlammeBckoro
MyHULIMNIaJbHOTO paiioHa PecnyOmuku TaTtapctaH M HauMeHOBaHME JHMOO aHHOTALUs
JOKYMEHTa; B PEKBH3HTE TOJIMHCH MOXET OBITh YKa3aHO CTPYKTYPHOE IOJpa3fieiieHHue, TIe
pabotaeT coctaBuTedh 3amUCKU. OOBSICHUTENBHAS 3alMCKa MOAMUCHIBAETCS COCTABUTENEM U B
OOJIBITMHCTBE CITy4aeB HE UMEET MOPSIIKOBOTO HOMEPA.

Jlo mpencTtaBieHHs COOTBETCTBYIOIIEMY JIOJDKHOCTHOMY JIMIY  MOSICHUTENIbHBIE
(0OBsCHUTENBHBIE) 3alUCKH TNPH  HEOOXOAMMOCTH  BU3UPYIOTCS  3aWHTEPECOBAHHBIMHU
JOJDKHOCTHBIMU JIMLIAMH.

4. Opranuszauus 10kymMmeHToo0opora B UcnosHute sbHOM KomMuTeTe JlanmeBckoro
MYHHMIHMNAJIbHOrO paiiona Pecny6aukn TaTtapcran

4.1. IlpyHUUNIBI OPraHU3anuM J0KYMEHT0000poTa
4.1.1. [IBmxenue J0KyMeHTOB B McnomHuTenbHOM KoMmuTeTe JlaWmeBckoro
MYHUIIUNATBHOTO paiioHa PecryOnuku TatapcTan ¢ MOMEHTa MX CO3JaHMS WM MOJTYyYSHUS 10



3aBEpILLICHMSI UCIIOTHEHUS WM OTIPAaBKU 00pa3yeT JOKYMEHTOOOOPOT.

[TprHIMIIaMK OpraHU3aK JOKYMEHTOOO0POTa SABIISIOTCS:

LEHTpaIn3alus olepanuil o npuemMy u OTIpaBKe JOKYMEHTOB;

pacnpezeneHue JOKYMEHTOB Ha JOKYMEHTOIIOTOKH, MMEIOLIUE OJMHAKOBBI MapuIpyT
(MapmpyTH3alus 10KyMEHTOB);

OpraHu3anys IpeaBapUTEIbHOIO PACCMOTPEHUS ITOCTYNAKIIUX TOKYMEHTOB;

UCKJIIOUEHHE BO3BPATHBIX [JBM)KEHUH JOKYMEHTa, HE OOYCJIOBJIEHHBIX JI€JI0BOM
HEOOXOIMMOCTEIO;

OJIHOKPAaTHOCTb PErCTpaly JOKYMEHTOB;

ycTpaHeHHe HeOOOCHOBAHHBIX COIVIACOBAHUI NMPOEKTOB IOKYMEHTOB;

periiaMeHTanus onepanuii mo 0o6padboTke, pACCMOTPEHUIO U COTIIACOBAHHIO TOKYMEHTOB.

B noxymeHT0000pOTE BBIACHSAIOTCS CIEAYIOUINE AOKYMEHTOIOTOKH: a) MOCTYIAroIas
JNOKyMeHTaus (BXxoasmas); 0) oTmpasisieMas JOKyMEHTauus (MCXOIAIIasi); B) BHYTPEHHSS
JIOKyMEHTALUSI.

B cocraBe Bxonadmend M UCXOIAIIEH NOKYMEHTAllUM MOTYT BBIIEJATBHCS CIELYIOIINE
IPYIIIBL:

- JOKyMeHThl, mnocrynuBiiue u3 ['ocymapcrBenHoro CoBera PecnyOauku Tarapceran,
Anmunuctpauuu Ilpesunenta Pecnyonuku Tatapcran, Kabunera MunuctpoB PecryOnuku
Tarapcran, Belicluux  cynoB  (Koncrurynumonnoro,  BepxoBHoro,  ApOuTpakHOro),
HanumonaneHoro 0anka Pecriy0nuku TarapcTad u Apyrux noJoOHBIX OpraHu3altii;

- JOKYMEHThl W3 JpYI'MX OpIraHOB TOCYJapCTBEHHOM BJIACTHM, OPraHoB MECTHOT'O
camoynpasinienus: Pecny6nuku Tarapcras;

- JIOKyMEHTBl TEPPUTOPUAIBHBIX OpPraHOB (elepajbHbIX OPraHOB HCHOJHHUTEIbHOM BIACTH B
Pecny6nuke Tarapcran;

- oOpaleHus rpaxkJaH;

- 3anpockl aenyratoB l'ocymapctBennoir {ymsl u Coera ®enepaunu, ['ocygapcTBEHHOTO
Cogera Pecnyonuku TarapcTan u opraHOB MECTHOTO CaMOYIPABJICHHUS;

- TOKYMEHTBI U3 FrOCYJAapCTBEHHBIX U HETOCYAapCTBEHHBIX OpraHU3allHii;

- JIOKYMEHTBhl W3 IMpPaBUTEJIbCTBEHHBIX M HENPABUTEIbCTBEHHBIX OpraHM3alUi 3apyOeKHBIX
CTpaH U JApYyTUe rPyIIbl JOKYMEHTOB.

4.1.2. Tlopsaok NHpOXOXAECHHUS IOKYMEHTOB W OIEpalMy, NPOU3BOAMMBIE C HHUMH,
pPETrIaMEHTUPYIOTCSI MHCTPYKLIMEH IO AENONpOu3BOACTBY, Permamenrom lcnonHutenbHOTO
KomuTeTa JlaumeBckoro MyHUIMNaIbHOro paiioHa Pecny6muku TaTapcTaH, MOMOKEHUSIMH O
CTPYKTYPHBIX  MOJpPA3JeNE€HUSIX U  JOJDKHOCTHBIMH  perJlaMeHTaMu  (MHCTPYKIHSIMM)
CIEUAJINCTOB.

4.2. loctaBKka 10KyMEHTOB

4.2.1. [ocraBka 10KymMeHTOB B MchnonHuTenbHBI  KOMHTET JlaumeBcKOro
MYHUITUTIATLHOTO paiiona PecnyOnmmku Tarapctan ocCymiecTBisieTCs CpEACTBAMU ITOYTOBOM,
benbIBerepcKoil 1 AIEKTPUUIECKON CBsI3H, B ToM uncie mo EMC3/I, u HapoYHBIMHU.

C nomomplo MNOYTOBOM M (enpaberepckoil  CBSA3W  JOCTaBIsETCS IMHUChbMEHHAs
KOPPECIIOHJICHIIUSL B BHUAE IPOCTBIX M PETUCTPUPYEMBIX MHUCEM, IIOYTOBBIX KapTOYEK,
OaHzIeposeil U MENKUX MaKeTOB, a TAK)KE NEYaTHBIX U3TaHUM.

Ilo kaHamaMm DSJIEKTPUYECKOM CBSI3M NOCTYHAKOT: TEJIErPaMMBl, bakcorpammsl,
TeneQOHOTpaMMBbl, 3JIEKTPOHHBIE COOOIIEHUS, B TOM UHCJE JJIEKTPOHHBIE COOOIIEHHS IO
EMCO/I.

4.3. [Ipuem, nepBuyHasi 00padoTKa NOCTYNAKIIUX JOKYMEHTOB
[lpuem u mepBuYHas 0OpabOTKa TOKYMEHTOB OCYIIECTBISIETCS B OpraHU3alMOHHO-



obmeM oTene VICoTHUTEIbHOTO KOMUTETa paioHa.

KoHBepThl ¢ TOKYMEHTaMH BCKPBIBAIOTCS (32 MCKIIOYEHHUEM KOHBEPTOB C IOMETKOM
«CexpeTtHo», «/lns ciyxeGHOro nosib3oBanus», «Konpuaenuuansno», «Kommepueckas TaitHa»
«JInuHo»), ipoBepsieTCs MPaBUIBHOCTD JOCTaBKHU, LIEJIOCTHOCTh YIIAKOBKH JOKYMEHTOB.

KonBeptsl ¢ oTmMeTkamu 00 orpanumdeHuu nocryna («CekpeTHo», «lis ciry:keOHOTo
[IOJIb30BaHU, «KondpuneHnmamsHoO», «Kommepueckas TaliHa») [epelarTCs
YIIOJTHOMOYEHHOMY JOJKHOCTHOMY JIULLY.

Konseptsl ¢ momerkoit "JInyno" nepegaroTcss HEMOCPEACTBEHHO TOMY JIMILY, CBEJCHUS O
KOTOPOM YKa3aHbI Hd KOHBEPTE.

Omub0YHO JOCTABICHHBIE JIOKYMEHTBl MEPEChUIAIOTCA M0 MPUHAJIEKHOCTH HIIH
BO3BPALLAIOTCS OTIPABUTEIIO.

ITpu oOHapyXeHMM MOBPEXKIECHUM, OTCYTCTBUS JOKYMEHTOB WJIM IPUIIOKEHUH K HUM
COCTABIIICTCSI aKT B TPEX SK3EMIUIIpax (OAWH aKT OCTAeTCs B OPraHU3alMOHHO-OOIIEM OTAEese
HcnomHUTENbHOTO KOMMUTETA paiioHa, BTOPOH INpuoOuiaeTcsd K IOCTYNHMBIIEMY JIOKYMEHTY,
TPETUH HaIlpaBIsAETCSA OTIIPABUTENIO JOKYMEHTA).

KoHBepTsl M Apyras ynakoBKa yHMUYTOKAIOTCS, KPOME CIy4aeB, KOTJa TOJBKO 10 HUM
MOXKHO YCTaHOBUTb ajpec, (GaMWIUI0 OTHpPAaBUTENs WM JaTy OTIPAaBKU U TOITY4EHUS
JIOKYMEHTA.

KoHBepThI, B KOTOPBIX MOCTYIWIN MUChMa, 3asgBICHHS, U )KaJ00BI TPaKJaH, K MEePerncKe
MPUJIAraroTCst 00I3aTeIbHO.

Kpome Toro, KOHBEpTHI COXPAHSIIOTCS U MPUIIATAIOTCS K 3asBJICHUSAM, XKano0am, OTBETaM
Ha KaJoObl W JPYTMM JIOKYMEHTaM, CBSI3aHHBIM C PacCMOTpPEHHEM Jell B cyJax oOiei
IOPUCIUKIUH U apOUTPAXKHBIX CyJaX, a TAKXKE K PELICHUAM, ONPEAEICHUAM U IOCTAaHOBJIECHUSAM
CYyJIOB.

W3Biie4eHHbIE U3 KOHBEPTOB JOKYMEHTHI MOAJIEKAT COPTUPOBKE HA PETUCTPUPYEMBIE U
HEPETUCTPUPYEMBIE.

K nokymeHTam, He MOJUIEKALIUM PETUCTPAIMM, OTHOCATCS JTOKYMEHTHI, HE TpeOyrolue
WCIIOJIHEHUS U HE cozeprKalue HH(pOpMalKy, UCIONIb3yeMOH B CIIPAaBOYHBIX LIEJISX, HAIPUMED:
IpUIJIaCUTEIbHbIE, MO3/IpaBUTENIbHbIE IHUCbMa, TEJIerpaMMbl, OWJIETHI, IUIAHBI, MPOTPAMMBI
CEMHUHApOB, KOH(QEPEHUUH, CHUMIO3UYMOB M JIp. MOAOOHBIX MEpONPUSATUH, TOKYMEHTHI IO
OyXrajaTepckoMy y4yeTy, MaTepHajbHO-TEXHUYECKOMY OOECIEeUEHHI0, MJIaHOBbIE, (PMHAHCOBBIC
JOKYMEHTBI, TIOCTymalpmue ©0e3 CONpOBOJUTEIBHOIO MHUCbMA, pEKJIAMHbIE JOKYMEHTHI,
KOMMEpUYECKHEe TPEeAJIOKEHNs, TeyaTHble W3JaHus, YHU(UIUpOBaHHbIE (OpMBI U OJaHKH
JIOKYMEHTOB U JIP.

JIOKyMeHTBI, TOCTYNUBIIME B pabodee BpeMs, MPOXOJAT MEPBUUHYIO 00pabOTKy H
NepealoTCsl Ha PEruCcTpaliio B J€Hb OCTYIUIEHUS, IIPU NOCTYIUIEHUU B Hepabouee Bpemsl — Ha
CIeNYIONUi pabounii 1EHb;

JloKkymMeHTBI, TOCTYNHUBIIKE ¢ OTMETKaMH «CpouHO», «OnepaTuBHO» U JIp., MEPENAIOTCA
Ha PETUCTPALMIO HE3aMEUINTEIBHO.

[loctynuBime TtenerpaMmsl NMPUHUMAKOTCS IOJ PACIUCKY C IPOCTaBICHMEM [aThl U
BPEMEHU IIpUEMa, 3aTeM IepEeAarTCs Ha PACCMOTPEHUE PYKOBOJICTBY U UCIIOJIHEHHUE.

Texct moctynuBiIel TesneOHOrpaMMbl 3aIIMCHIBACTCS MOyYaTeiaeM, PErUCTPUPYETCs B
JKypHaJle ¥ OIIEPaTUBHO MIEPEAACTCS PYKOBOJUTENI0, KOTOPOMY OHA aJpeCOBaHA.

4.4. llpenBapuresibHOE PACCMOTPEHHE TOKYMEHTOB
JlokymeHTBI, aapecoBaHHbIE PYKOBOACTBY McmomHuTenbHOro komurera JlaumeBckoro
MyHHULIMTIaJbHOTO paifoHa PecnyOnuku Tarapcran, a Takke 0e3 ykazaHUS KOHKPETHOIO JIMLA
WM CTPYKTYPHOI'O NOJAPA3JEICHUs IPENBAPUTEIBHO PAacCMaTPUBAIOTCS B OPraHU3alMOHHO-
oOmieM otaene McnodHUTEIHLHOIO KOMUTETA PaioHa.



[IpenBapuTebHOE PACCMOTPCHUE IOKYMEHTOB MPOBOIMTCS C IEIbIO BBIACICHUS W3
BCErO0 MacCHBa MOCTYIHUBILICH KOPPECHOHACHIIMU TOKYMEHTOB, TPEOYIOIIUX 005A3aTeIbHOTO
pPacCMOTPEHUSI PYKOBOJACTBOM VICHOTHUTENBHOrO KOMHUTETA JIaWIIEBCKOrO MYHHIMIIAIIBHOTO
paiiona Pecniy6muku TarapcraH.

JIOKyMeHTBI, TOCTYNHMBIIME IO  BOMpOcaMm, HE TPeOYIOIIUM  pPacCMOTPEHHS
PYKOBOACTBOM, HAIIPABJIAIOTCSA HCIIOCPCACTBCHHO B CTPYKTYPHBIC TOAPA3ACICHNA HAa OCHOBAHUU
YCTAHOBJICHHOTO pacipeieeHus 00s3aHHOCTEH.

OcHOBaHWEM JUUIsl TPUHSTHS PEIICHUS B XOJE MPEABAPUTEIBHOIO PACCMOTPEHHSI
SBJISIETCSL  COZICP)KAHME JOKYMEHTa, a He aJIpecoBaHHe [OKYMEHTa COOTBETCTBYIOIEMY
JIOJDKHOCTHOMY JIHILY.

be3 mpenBapuTeNbHOrO PACCMOTPEHHS TEPEHAIOTCS IO HAa3HAYCHHIO JTIOKYMEHTHI,
aJIpeCOBAHHbBIC HEITOCPEICTBCHHO CTPYKTYPHBIM MOPA3ICICHHUSM.

PesynpTatom mpeaBapuUTeIbLHOTO PACCMOTPEHUS JIOJDKHO OBITH HampaBlieHUE JOKYMEHTA
pykoBoauTento  McnonaHuTenbHOro Komurera JIaWIIeBCKOro MYHHUIMIAIBHOIO — paioHa
PecniyOnuku TaTapcraH WM €ro 3aMECTHTENIIM B COOTBETCTBUH C YCTAHOBJCHHBIM B
HcnomHuTenbHOM KOoMUTeTe JIauIIeBCKOr0 MYHHIMIAILHOTO paiiona PecryOomuku Tartapcran
pacopesielieHueM  00A3aHHOCTEH MEXay pykKoBoguTeneM VCIOJHUTENIBHOTO KOMHTETA
JIan1IeBCKOro MyHHUIMIAILHOTO paiioHa Pecny0Osuku TaTapcraH, ero 3aMeCTUTENSIMA M MHBIMA
AOJDKHOCTHBIMU JIMIAMU JJIS1 BBIHCCCHUSA YKAa3aHUA 110 UCITOJIHCHHUIO JOKYMCHTA.

4.5. Perucrpaums nocTynammux J0KyMeHTOB

Peructpanus A1OKyMEHTOB - 3allUCh YYETHBIX JAHHBIX O JIOKYMEHTE B YCTaHOBJIEHHOM
PETrUCTPALIMOHHO-KOHTPOIbHONH ¢dopMe (KypHane, KapTouke, Oa3e OaHHBIX, SJIEKTPOHHOU
kapTouke) (nanee — PK®), dukcupyromas $hakt ero co3ganusi, OTIPaBICHUS WU TOCTYIIICHUS.

B HcnonnurensHoM komwurtere JlammieBcKoro MyHUIIMIANBHOTO paifoHa PecmyOnuku
TartapcTan perucTpanus BeIeTCS LEHTPATU30BaHO B OPraHU3AIMOHHO-OOIIEM OT/ele
M cnomHUTENBHOTO KOMUTETA PalioHa.

B HcnonnurensHoMm komwurtere JlammieBckoro MyHUIUIANbHOrO pailoHa PecrnyOnuku
TaTtapcTaH MOXKET MPUMEHSATHCS JKypHaIbHast INOO AIEKTPOHHASI CUCTEMA PErUCTPaLlUU.

Peructpanum mnoanexar Bce JOKYMEHTbI, TpeOyoliue Yydera, MWCIOIHEHUs U
MCIIOJIb30BAaHUsl B CIPABOYHBIX LIENAX (TIOCTAHOBJIEHUS, PACIIOPSIKEHUS, MPOTOKOJIBI, MUCHhMA,
Tesie(hOHOrpaMMBbl), a TaKXKe OTYETHBIE, KaJpoBble, (DMHAHCOBBIE U JIPYTHE JOKYMEHTBI, KpOMe
JIOKYMEHTOB, OIIPEJIETICHHBIX IIEPEYHEM JOKYMEHTOB, HE TIOUIEKAINX PETUCTPALIUN.

PeructpupyroTcst JOKYMEHTBI, IOCTYNAIOIIUE U3 IPYTUX OpraHU3aluil U oT PU3HUECKUX
JMI, a TaKKe Cco3JaBaeMble - BHYTPEHHHE M OTIpaBiseMble (TIOPSIOK pEerucTpaniu
CO3/1aBaeMbIX JOKyMEHTOB ycTaHoBiieH I.I. 4.8, 4.10. Hacrosiuelt MHcTpykium). JlokyMeHTbI
PEruCTPUPYIOTCS HE3aBUCUMO OT croco0a UX JOCTAaBKH, Iepeiayl UM CO3/1aHusl.

[Toctynatonyie JOKYMEHTBI PETHCTPUPYIOTCS TOJIBKO IOCIE HMX MPEIBAPUTEIHLHOTO
paccMOTpeHHs.

Peructpanus 10KyMEHTOB ITPOU3BOJIUTCS B NPEAEIAX BBIACIECHHBIX TOKYMEHTOIIOTOKOB,
IpyNIl B 3aBHCHMOCTH OT HAa3BaHUS BUAA JOKYMEHTa, aBTopa U conepxkanus (cM. m. 4.1.1.).
OTaenbHO pEruCTPUPYIOTCS JOKYMEHTBI:

- NOCTYNMBIINE M3 BBICIIMX OpPraHoB rocynapcrseHHoi Biactu (I'ocymapcrBenHoro Coseta
Pecniy6muku Tatapcran, Anmnapara Ipesunenta Pecyonmku Tarapctan, Kabunera MununcTpos
PecniyOmnukn);

- MOCTYINHUBIINE U3 OPraHoOB TOCYNAapPCTBEHHOW HCIOJHUTENIBHON BiacTu (MUHUCTEPCTB U
BEJIOMCTB);

- IOCTYIUBIINE U3 OPraHOB MECTHOT'O CaMOYTIPaBIICHUS;

- IPOTOKOJIBI M PELIECHUS KOJUIETMAJIbHBIX OPIaHOB;



- pacnopsKEeHUs 10 OCHOBHOM J1€ATENIbHOCTH;

- pacnopsKEeHUs M0 BOIPOCaM MyHHMIIUIIAIBHOM CITy»KOBI M KaJIpOB;

- CIIy>)keOHast eperucKa;

- 0OpaleHus rpaXxkiaH;

- IOCTYIUBIINE OT 3apYOEIKHBIX KOPPECTIOHICHTOB;

- IPUHUMAEMbIe 10 KaHanaM (PaKCUMHIIIBHOW CBSI3U M 3JIEKTPOHHOW MOYTHI.

[TocTynuBnive JOKYMEHTBl PETUCTPUPYIOTCA OAMH pa3 B JIeHb IIOCTYIUIEHHUS, Ha
ciaenyomuid pabouuii JeHb (B ciaydae TOCTYIUICHHS JIOKYMEHTa B Hepabouee BpeMms).
JlokyMeHTBI ¢ moMeTKol «CpouHO», «OnepaTuBHO» U T.I. PETUCTPUPYIOTCS HE3aMEUIUTENBHO.

Ha nokymeHTe B HM)KHEM IIPaBOM YIJIy €ro IEpBOrO JIUCTA MPOCTABIAETCS OTMETKA O
NOCTYIUIEHUU C YyKa3aHUEM JaThl MOCTYIJIEHUS M BXOJALIETO PETUCTPALIMOHHOTO HOMeEpa
JnokymeHTa (cMm. 1. 3.2.4.24.).

Jnst noctmkeHnss MHGOOPMAIIMOHHONW COBMECTUMOCTH PETUCTPAIIMOHHBIX JAHHBIX U
CO3JaHMs YCIOBMM Iepexoja K aBTOMATU3UPOBAHHOW PpErMCTpallid YCTaHABIIMBAETCS
CJIeAYIOIIMNA 00513aTeNIbHBIA COCTaB PEKBU3UTOB PETUCTPALMH:

- HAUMEHOBaHME OpraHu3aliK (azpecaTta UK aJpecaHTa), aBTop (KOPPECIOHICHT);
- BUJ] IOKYMEHTA;

- laTa ¥ perucTpaliOHHbII HOMEp JT0KYMEHTAa;

- IaTa ¥ PETUCTPALIOHHBIN (BXOISAIINN) HOMEP MOCTYIUICHUS JOKYMEHTA;

- CChUJIKA HA UCXOSILUN HOMEP U JaTy JOKYMEHTa;

- HAMMEHOBaHMe JTU00 aHHOTALUS JOKYMEHTA;

- HHJIEKC JIeN1a;

- CBE/ICHUS O Iepeasipecallu JOKyMEHTa;

- KOJINYECTBO JIUCTOB OCHOBHOT'O JOKYMEHTA;

- KOJINYECTBO MPHIIOKEHHIA;

- o0111e€ KOJIMYECTBO JIMCTOB MPHIIOKEHHI;

- yKa3aHMsl 110 UCIOJHEHUIO JOKYMEHTa (CoJiepKaHue NOPYUYEeHHUs], CPOK UCIIOTHEHHUS);
- IOJDKHOCTD, (PaMUJIHS ¥ HHUITUAITBI UCTIOTHUATEIIS;

- OTMETKa 00 MCIIOJIHEHUH JOKYMEHTA U HaIllpaBJICHUHU €ro B 0,

- OTMETKa 0 KOH(QUAEHIINATbHOCTH.

CocTaB 00s3aTeNbHBIX PETUCTPALIMOHHBIX PEKBU3UTOB B 3aBHCHMOCTH OT XapakTepa
JOKYMEHTOB M 33/1ad HCHOJb30BaHUsA HH(OpMAIMM MOXET ObIThb JONOJHEH JApYrMMHU
PEKBU3UTAMHU:

- pacmucKa UCIIOJHUTENS O MOTYYEeHUH TOKYMEHTA;

- IPOMEKYTOUHBIE CPOKHU MCIIOTHEHHUS;

- IEPEHOC CPOKOB UCTIOTHEHMUS;

- OTMETKH O TIPOXOKICHUH JIOKYMEHTA,

- CPOK XpaHEeHHUsI TOKYMEHTa;

- BUJI Iepejaun JJOKYMEeHTa (TI04ToH, akcoM U T.J1.) U Jp.

IIpu peructpanuu JAOKYMEHTOB HCHOJB3YIOTCS CIIEAYIOIIME CIPAaBOYHBbIE MaTepHajbl:
nepevyeHb JOKYMEHTOB, HE TIOJUIeKAIMX PETUCTPAlUH, IIepeueHb, CTPYKTYPHBIX M0/Ipa3AeIeHul
C UX YCIOBHBIMH OO0O3HAYEHUSMH, MpPHUKA3 O paACHpeleNeHUH OO0S3aHHOCTEH MEXIy
PYKOBOJUTEIIEM U €T0 3aMECTUTESIMHI, HOMEHKJIaTypa JIe.

B nensix perucrpanuu u yuera JokyMeHTOB B VcronHuTenbHOM KoMuTeTe JlaumeBckoro
MyHULIUNIaJbHOTO paiioHa PecnyOnuku Tartapcran pa3spabarbiBaioTcs — KilacCU(PHUKATOPHI
(cripaBOYHUKH):

- CTPYKTYPHBIX IOJIpa3/IEICHUN;
- BUJIOB JIOKYMEHTOB;
- IOJDKHOCTHBIX JIHII;



- KOPPECIIOH/IEHTOB;
- MPEIMETHO-TEMATHIECKUH (BOTIPOCOB ACSATEIHBHOCTH);
- pe3omtonnii (yKa3aHu# 10 UCTIOTHEHUIO);
- UCIIOJHUTEIICH;
- pEe3y/IbTAaTOB UCIIOJIHEHUS JOKYMEHTOB U JIp.
4.6. PaccmoTpeHune 10KyMEHTOB PYKOBOICTBOM
U I0Be/leHHe JOKYMEHTOB /10 HCIIOJIHUTe el

JIOKyMEHTBI IepeiatoTcsl Ha pacCMOTPEHUE PYKOBOAUTEN0 VICIOTHUTEIbHOTO KOMUTETA
JlanmeBckoro MyHUIIMINaIbHOTO paiioHa Pecnybnuku TaTapcTaH Win ero 3aMEeCTUTENIO TOJIBKO
MOCJIe PEruCTpaIiy.

[locne paccMOoTpeHHs JOKYMEHTHl C YKa3aHHEM [0 HCIOJHEHUIO JOKYMEHTa
(pe3omonueii) pyKoBOJICTBA HANPABISAIOTCS MCHOIHUTEISIM B COOTBETCTBHU C YKAa3aHUAMH I10
UCTIOJIHEHUIO IOKyMEHTA.

[ToMMHHUK JOKYMEHTa, KOTOPBIH MCIONHSAETCS HECKOIBKHUMU HCHOJHHUTEISIMH,
HAIPABIISETCS PYKOBOJAUTEIIO CTPYKTYPHOTO MOAPA3IEICHUS - OTBETCTBEHHOMY UCIOIHUTEIIO,
COUCIIOJIHUTENSIM TIEePEAAIOTCS KOMUU JIOKYMEHTa (M3TrOTOBJICHHE KOMUN JIOKYMEHTOB st
pPacChUIKM  WCHOJNHUTENAM  sBIsieTcd  (PYHKIMEH  OpraHu3allMOHHO-OOIIMM  OTAENIOM
HcnomHUTENBHOTO KOMUTETA PaiioHa).

4.7. PaGoTa ncnoJHuTe 1€l ¢ JOKyMEHTaMH

PykoBogurenu  CTpyKTypHBIX  moapasaeneHuid  VICIOIHUTENBHOTO  KOMUTETA
JlanmeBckoro MyHMLIMNaiabHOro paiioHa PecnyOnuku TatapcTan oOecrieyuBarOT OnepaTUBHOE
paccMOTpEHHE JOKYMEHTOB, IOBEACHHUE UX JI0 UCIIOJIHUTEEH B ACHb IIOCTYIIJICHNSI, KOHTPOJIb 3a
KaueCTBEHHBIM MCIIOJHEHUEM JOKYMEHTOB 10 CYILECTBY BOIIPOCA.

IIpu paccMOTpeHUM NOKYMEHTOB PYKOBOAWTENb NOIPA3AEICHUS BBIACIAET JTOKYMEHTHI,
Tpebyrole CpouHOro nucnoiaHeHus. CpouHble JOKYMEHThI IEPEAatoTCss HEMEUIEHHO.

VcnonHenne JOKyMEHTa IpeaycMaTpuBaeT: cOop M 00paboTKy HeoOXxoanMoin
uH(poOpMallMK, TOJArOTOBKY IPOEKTa JOKYMEHTa, €ro oQoOpMIJIEHHE, COIJacOBaHUE,
IpeJICTaBICHUE Ha MoJNucaHue (yTBEpXKACHHE) pyKoBoauTenaeM VCHoJHUTENbHOrO KOMHUTETa
JlanmeBckoro MyHMIMNanbHOrOo pailoHa PecnyOmuku TarapcraH WM pyKOBOJIUTENSIMU
CTPYKTYPHBIX IOJIpa3/iesieHuH, MOATrOTOBKY K IEPECHUIKE aJipecary.

OTBETCTBEHHOCTh 3a COCTaBJIEHHE M O(OPMIIEHHE JOKYMEHTa B COOTBETCTBUHM C
YCTaHOBJIEHHBIMU B lcnonHurenbHOM KoMuTeTe JlanmeBCKOro MYyHMIMIIAJIBHOTO paiioHa
PecnnyObnmukn Tarapctan mnpaBuiaMH, a TaKKe COIJIaCOBaHUE TMPOEKTa JIOKyMEHTa ¢
3aMHTEPECOBAHHBIMU OpraHaMM BJIACTM W OpraHM3alMsMU (BHEIIHEE COIJIacOBaHME) U
JOJKHOCTHBIMU JHIiaMu VcroyiHuTenbHOrO0 KoMuTeTa JlanieBckoro MyHUIMIAIBHOTO paiioHa
PecniyOnuku  Tarapcran (BHYTpeHHEE COIJVIaCOBAaHME) BO3JIAraeTcsi Ha CTPYKTYpPHOE
noJipa3/iesieHue — OTBETCTBEHHOI'O UCTIOJIHUTENS JOKYMEHTA.

OTBEeTCTBEHHBI HCIOJHUTENIb HECET MEePCOHAJIbHYI0 OTBETCTBEHHOCTh 3a MOJIHOTY U
JIOCTOBEPHOCTh HMH(OPMAIMK, HCIOIB30BAaHHOM INpPH TOJATOTOBKE JOKYMEHTa, HapylIeHHE
CPOKOB HCIIOJIHEHHUS.

Bce ocranbHble UCHONHUTENM, Ha3BaHHBIE B PE30JIIOLMHU, JUOO HEOOXOAMMOCTH B
KOTOpBIX BO3HMKJIA 10 XOJy HCIIOJIHEHMs JTOKYMEHTA, OTBETCTBEHHBI 3a CBOEBPEMEHHOCTb U
kKauecTBO WH(opMmanuu (IMIPOSKTOB JOKYMEHTOB, CIIPAaBOK, CBEICHHI), TMPEACTaBICHHBIX
OTBETCTBEHHOMY HCIIOJHUTEIIO.

HcnonHuTens He JOJKEH pasriamaTh colep KaHnue MOCTYNUBIINX K HEMY JJOKYMEHTOB U
MOJATOTOBJICHHBIX  TMPOEKTOB  JOKYMEHTOB,  IOJYyYE€HHBIX UM  IpH  HCIOJIHEHUU
poecCHOHANBHBIX 00513aHHOCTEN, C HUMU MOTYT OBITh O3HAKOMJIEHBI TOJIHKO JIMIIA, UMEIOIUE
OTHOLIEHHE K UX MCIIOJHEHUIO.



[TpoekTbl AOKYMEHTOB TOTOBSTCS Ha OJaHKaX YCTAHOBJIIEHHOH (OPMBI; AJis OTHPaBKU
JIOKYMEHTOB, HE MIMEIOLIUX AIPECHOM YaCTH, TOTOBATCS CONPOBOINUTEIbHBIE MHNChMA.

Jlo mpezncraBieHus Ha MOANMUCH HCIIOJHUTENHh MPOBEPSICT MPABUIBLHOCTH O(OPMIICHUS
JOKYMEHTOB, TMPABUIBHOCTh AJPECOBAHUS, HAIMYUE HEOOXOJMMBIX BH3, MPWIOKCHHUU, IPH
HEOOXOJUMOCTH - CIPABOK, IOSCHUTEIbHBIX 3alMCOK, pa3bsCHAIOUIMX COJEp)KaHUE
IOJTOTOBJIEHHBIX JJOKYMEHTOB, JIUCTA (yKa3aTells) PaCChUIKH;

[IpoekTbl OKYMEHTOB BHU3UPYIOTCS HCIOJIHHUTENIEM (PYKOBOAMUTENEM MOApa3aeICHUS
WIM €ro 3aMecTUTe]eM), IpU HeoOXOAUMOCTH pabOTHUKaMH JPYTHX CTPYKTYpPHBIX
MO/Apa3/Ie/ICHU; BU3bl MPOCTABISAIOTCS HA JIMLEBOM CTOPOHE IOCJIEIHEro JINCTa JOKYMEHTa B
HUKHEH ero 4acTu, Ha BTOPOM IK3eMILIsipe (KOMUM) TOKYMEHTA WM Ha JINCTE COTJIACOBAHMUSI.

JIOKYMEHT IIpe/ICTaBIsIeTCsl Ha OJIUCh BMECTE C MaTepHallaMi, HA OCHOBAHUU KOTOPBIX
OH F'OTOBUJICSL.

Hcnonnutens omnpeaenseT HEOOXOAUMOE KOJIMYECTBO JK3EMIUIIPOB  JOKYMEHTA,
nepeJaeT JOKYMEHT Ha TupaxupoBaHue. Ha nokymeHT, pacchliaemblii Oojiee 4yeEM B UEThIpe
aZipeca, UCIIOJIHUTENIb TOTOBUT YKa3aTellb HA PACCHUIKY.

4.8. Perucrpanusi oTnpaBjsieMbIX JOKYMEHTOB

JlokymMeHTBI, TOANKMCaHHbIE PYKOBOJACTBOM McnonHuTenbHOro komurera JlaumeBckoro
MYyHULIMTNIAJbHOTO pailona PecnyOnuku Tarapcran, nepegaroTcsi HCIOIHUTENEM Ha PErHCTPaLUIo
B OpPraHM3alMOHHO-O0IMK oTaen VCnoJHUTENbHOrO KOMHTETa paiioHa (JOKYMEHTHI,
MOJINUCAaHHBIE PYKOBOAMUTENSIMU CTPYKTYPHBIX MOJpa3AeieHUull, MOTYT pPErucTpupoBaThCs B
CTPYKTYPHBIX NOJIpa3eNICHUsAX U OTIPABIATHCS CTPYKTYPHBIMU MOJIPA3/ICIICHUSMU).

[Ipu peructpamuu TPOBEPSAIOTCS NPABMIBHOCTH O(OpMIICHHS pekBu3uTa "Anpecar",
HAIM4YUe TMOJINCeH, MPUIOKEHUHN, YKa3aHHBIX B TEKCTE JTOKYMEHTa, OTMETKH 00 HMCIIOJHUTEIE,
KOMILUIEKTHOCTh M COOTBETCTBHE KOJIMYECTBA HK3EMIUISIPOB JOKYMEHTA YKa3aTeN0 PACCHUIKU.
HenpasunbHo oopmiieHHbIE JOKYMEHTBI BO3BPAIIAIOTCS UCTIOHUTEINIO.

Perucrpamus ucXopsmux JOKYMEHTOB OCYIIECTBISIETCA B JI€Hb WX IOJIIMCAHUS
(yTBEpKIeHUS ) WU Ha CIeNYIOIMA pabounii 1eHb.

CBenieHUsl O PETUCTPUPYEMBIX JOKYMEHTaX BHOCSTCS B *ypHalsbl (0a3bl) perucTpauuu
OTIPABJISIEMBIX JIOKYMEHTOB, UCIOJb3yeMble JJI y4eTa, MOUCKA, XPaHEHUS U HUCIOJIb30BaHUS
JOKYMEHTOB.

PerucrpanmoHHbIl HOMEp M JaTa PpErUCTpAalUU IMPOCTABIIAIOTCS Ha IOUIMHHUKE
JIOKYMEHTa B PEeKBU3UTaX OJIaHKA U Ha BTOPOM (BU30BOM) SK3EMILIAPE JOKYMEHTA, OCTAIOIIEMCs
B JICIIE.

Perucrpanmus wncxogdmmx [JOKYMEHTOB BEIETCS B COOTBETCTBUM C BBIIEISEMBIMU
JIOKYMEHTOIIOTOKaMHU.

Bropbie (BU30BbIE) SK3EMIUIIPHl JOKYMEHTOB C TNPUIOKEHUSIMU B COOTBETCTBUU C
HOMEHKJIATypOi Jiesl MOJIMIMBAIOTCS B AeN0 (BXOISAIMIMNA JOKYMEHT MEepeaeTcsl Ha XpaHeHHE B
JIeJI0 BMECTE C JOKYMEHTOM-OTBETOM) KOIHSI MCXOMSIIEro JOKYMEHTa 3aBepsieTCsl OTMETKOU
"BepHo" (MOXET IPOCTABIATHCS ¢ TOMOIIBIO IITAMIIa) U POCITUCHIO paOOTHHUKA, OTBETCTBEHHOTO
3a OTNpPaBKy HCXOIAUIEN KoppecnoHAeHIMH. [IoNIMHHMKM JOKYMEHTOB, OTIPABICHHBIX IO
EMCO/Jl, a Takxke BXOJdIIME JOKYMEHTH (IIOpYy4YeHMs, THCbMa) MOJIIMBAIOTCA B
COOTBETCTBYIOLIEE JEII0.

4.9. OTnpaBKa 10KyMEHTOB
OTnpaBKky HMCXOASIIUX JOKYMEHTOB IPOM3BOJAUT OPraHU3AIMOHHO-OOIIMN  OTAEN
HcnomHuTenbHOTO KOMUTETA paliOHa.
JIoKyMeHTBI TUIs OTIPaBKH nepeaTcs MOJIHOCTBIO 0(QOpPMIIEHHBIMH,
3aperucCTpUPOBaHHBIMM, C YKAa3aHHUEM IOYTOBOTO ajpeca (JOKYMEHTHI, IIpeIHa3HAuYEHHBIE I



OTHpaBKU MO (HaKCUMUIBHOM CBSI3HM, MEpeNaloTcs C YyKa3zaHHeM HoMmepa TenedoHa-dakca
ajzipecaTta), 3JIGKTPOHHOT'O a/ipeca Ui C YKa3aHHEeM Ha PacChUIKY.

OpranuzannoHHO-00mWit  oTaen VICMONHUTENPHOTO KOMHUTETa paiioHa MPOBEpseT
NPaBUIBHOCTH O()OPMIICHUS UCXOISAUINX JOKYMEHTOB, IIPOU3BOJAUT COPTUPOBKY JTOKYMEHTOB I10
cnoco0y otmpasieHus (IpocTas, 3akasHas, MexXAyHapoaHas U aAp.). HenpaBuibHO
oopmiIeHHbIE JOKYMEHTHI W KOPPECHOHICHIMS HECTY)KeOHOro XapakTepa K OTIpaBKE HE
MPUHUMAIOTCS] U BO3BPAIIAIOTCS B MOAPA3ICICHHUE.

OTtnpasiisieMble TOKYMEHTBI [TepelatoTCs MOYTOBOM, (PesIbIbErepcKoil, 3MEKTPUUECKON U
Kypbepckoil cBsi3pto. C TIOMOIIBIO CPEACTB AJIEKTPOCBSI3M  OCYIIECTBISIETCS —Iepeaaya
TenerpaMM, (TeJeTailmorpamm, TEJIEKCOB), Qakcorpamm, TenedoHOrpaMM, SIEKTPOHHBIX
COOOIIECHUH, TIepeIaBAEMBIX 110 CUCTEME MEKBEIOMCTBEHHOTO (BEIOMCTBEHHOT'0) 3JIEKTPOHHOTO
JOKYMEHTO000pOTa.

Pemenne o cnoco0e OCTaBKM JIOKyMEHTa JpyruM ajapecaTaMm, a TaKke o
HEO0OXOJMMOCTH JIOCBIIKU aJipecary MOJIMHHUKA JOKYMEHTa Ha OyMa)KHOM HOCHUTEIIE B ClIy4yae
OTNPaBKH JOKyMEHTa MO (HaKCUMHIBHOM CBSI3M WM DJIEKTPOHHOM TMOYTE€ MPUHUMAET
ucnonHuTenb. Jlochbuika OyMaKHBIX OpPUTHMHAIOB JOKYMEHTOB, MpEJaHHBIX IO KaHallaM
SIIEKTPOHHOMN CBSA3H, OCYIIECTBIIIETCS B YCTAHOBICHHOM TMOPSIKE.

JIOKyMEeHTBI MOAJIeKaT OTIPABKE B JIEHb UX PETUCTPALlMU WIM Ha CIEAYIOIUN pabouuit
JIeHb; CPOYHAasl KOPPECHOHIEHIUS OTIIPABIISIETCS B IEPBYIO OUYEPENb.

Wcnonuurensb, nonydarmuid MOAJIMHHUK JTIOKYMEHTA JUIsl Mepeladd HEeMoCpEICTBEHHO
aJpecary, pacluChIBAE€TCs B IMOJYYEHUN HA €ro KOMHWM, ocTarouencs B aene, a B PK® nenaercs
OTMETKa 00 OTIpaBKe JOKYMEHTa HAPOUHBIM.

Otnpapnsiemasi O MOYTE€ KOPPECHOHJEHIUS MPOXOAMT YIAKOBKY, aapecoBaHue (Ipu
HalpaBlieHUU JOKyMeHTa Oosiee yeM B 4 aJpeca - B COOTBETCTBUU C yKaszaTeJeM PaCCBHUIKHU,
KOTOPBI COCTaBIISIETCS HUCIIOIHUTENEM JOKYMEHTA), POCTABIEHUE CTOUMOCTH MOUYTOBBIX YCIYT
U Tiepeiauy Ha OTIPaBKY B MECTHOE OT/IEJICHUE CBS3H.

JIOKYMEHTBI, HalpaBJIIEMbIE MOYTOBOM CBS3bI0 B OAMH aJpeEC, BKJIAJIBIBAIOTCS B OAWH
KOHBEPT.

Ha 3aka3Hyl0 KOppecHmOHJEHINIO, JOKYMEHThl ¢ moMmeTkoll "Jlns cioyxkebHoro
MOJIb30BAaHUA"  COCTaBISIETCS pEecTp, KOTOpbIM 3aTeM BO3BpallaeTcss K PpabdOTHUKY,
OTBETCTBEHHOMY 3a J€JIONPOU3BOJICTBO, C PACHIUCKON paOOTHUKOB IMOYTOBOTO OTJIEIEHUS CBSI3H,
Kypbepa WK UHOTO JIMIA, 00€CIeYMBAIOIIEro OTIPAaBKY TIOKYMEHTOB.

OOpaGoTka JOKYMEHTOB JJsi  OTHPaBKU IIOYTOBOM  CBA3BIO  OCYILECTBIISETCS
BOPIraHU3aLMOHHO-001IeM oTnene VICIoMHUTENbHOrO KOMHMTETa paifloHa B COOTBETCTBUU C
[IpaBunamu  oOka3aHusl  yCIyr TIOYTOBOM  CBSI3M, YTBEP)KJIECHHBIMU  IIOCTAHOBJIECHUEM
[TpaButensctBa Poccuiickoit ®enepaunu ot 15 ampens 2005 r. N 221, 10KyMEHTOB,
IpeHa3HaYeHHBIX /IS OTIPaBKHU TesierpadHoi CBsA3bI0, B cOOTBETCTBUU ¢ [IpaBunamu oka3zanus
yoiryr TenerpadHoOil CBs3M, YTBEPXKIEHHBIMHU TocTaHoBieHHeM IlpaBurtenscTtBa Poccuiickoii
®enepanun ot 15 anpens 2005 r. N 222.

4.10. PerucTrpanusi 1 Npoxo:kaeHNe BHYTPEHHUX JOKYMEHTOB

[IpoxoxeHre BHYTPEHHUX JIOKYMEHTOB Ha J3Tamax WX HOJATOTOBKU M O(OpMIICHUS
JIOJIKHO COOTBETCTBOBATH MPOXO0XKICHUIO OTIPABISAEMBIX JOKYMEHTOB, a Ha JTale UCIOIHEHUS -
MOCTYMNAOMINX JOKYMEHTOB.

[IpoekThl pacnopsIUTENbHBIX JOKYMEHTOB IIOCIE€ IOArOTOBKM M COTJIACOBaHUSA C
3aMHTCPCCOBAHHBIMU noapasaciICHUuAMUAU n JOJIKHOCTHBIMHA JIMnamMu nepeaaroTcCA B
OpraHU3alMOHHO-00IKK oTnen VMcrnonHuTenbHOr0 KOMHUTETa paioHa, TZie OCYIIECTBISETCS
KOHTPOJIb 32 BX 0()OPMIICHUEM.

OdopMneHHbIE JOKYMEHTHI MEPENAIOTCs Ha TOJIUCh PYKOBOJACTBY B COOTBETCTBUU C



MPaBOM TOJNUCH JOKYMEHTOB M paclpejeseHueM 00sS3aHHOCTEH; a 3aTeM BO3BpAILAIOTCS B
OpraHU3aIMOHHO-00mKKi oTaen VCmomHUTeIbHOTO KOMHTETa paiioHa [UIsi PErucTpallvH,
TUPAKUPOBAHUS U PACCHUIKU.

Konuu mnoanucansslx pykoBoautenem McnonHutenpHoro komurera Jlammeckoro
MyHUIIUNATbHOTO paiiona PecnyOmuku TaTapcTaH pacmopsauTeNbHBIX JTOKYyMEHTOB B
00s3aTEIbHOM TIOPSIIKE PacChUIAIOTCSl B CTPYKTYpPHBIE IOJpa3feiieHusi, B BEAEHUU KOTOPBIX
HaxoJATCsl pacCMaTpPUBAaEMbI€ BOIIPOCHI.

[lepenaua TOKyMEHTOB MEXIY CTPYKTYPHBIMU MOAPA3ACIICHUSIMU OCYIIECTBISETCS Yepe3
OpraHU3alMOHHO-001KH oT/en VCIoHUTEIbHOTO KOMUTETA paiioHa.

[Topsinok MOArOTOBKM, MOANKMCAHUS, PETMCTPALMUA U MPOXOKACHUS KOHKPETHBIX BUIOB
BHYTPEHHUX JIOKYMEHTOB (pacHopsKEHWIl, INPOTOKOJIOB, 3alUCOK) AaHAJOTUYEH MOPSAKY,
ycTaHoBJIeHHOMY B IL.II. 3.3.2., 3.3.4., 3.3.6., 4.5., 4.8. nactosiieit Uuctpykuuu.

4.11. OcoGenHoCTH PadOTHI C 31eKTPOHHBIMH JOKYMEHTAMH

B HcnonnurensHoM komwuteTe JlawWieBCKOro MyHHUIMIAIBLHOTO paiioHa PecmyOmuku
TaTapcTal co31ar0TCsl U UCIIOJIb3YHOTCS:

- 9JIEKTPOHHBIE IOKYMEHTBI, CO3/IaBaeMbI€ B 3JIEKTPOHHOU opme 6e3 mpeaBapuTeILHOTO
JIOKYMEHTHUPOBAaHUS Ha OyMa)KHOM HOCHUTEJIE;

- DJIEKTPOHHbIE OOpa3bl JIOKYMEHTOB, IIOJIyU€HHbIE B pE3yJbTaTe€ CKaHUPOBAHMUS
JIOKYMEHTOB UM XPaHSILUECS B CUCTEME IEKTPOHHOI'O JJOKYMEHTO000pOTa.

DJEeKTPOHHBIA  JIOKYMEHT JOJDKEH OBITh  OQOpMIIEH 1O OOIMM  IpaBHUIIaM
JIETIONPOU3BOJICTBA U UMETh PEKBU3HTHI, YCTAHOBJICHHBIE I AHAJIOTMYHOI'O JOKYMEHTa Ha
OyMa)XHOM HOCHTEJIE, 32 UCKIIFOUEHUEM OTTHCKA TIeUaTH.

JokymenTel,  co3pgaBaemble B McnonnutenbHoM — komutere  JlammeBckoro
MyHULIUNIaTbHOTO paiioHa PecnyOnuku Tarapcran u mnocrymaroomue B VICIONMHUTETbHBIN
komMuTeT JlammeBckoro MyHHIMNAIbHOTO paioHa Pecnybmuku Tatapcran Ha OymMakHOM
Hocutene, BkatoyaroTess B EMCD/I mocie ckaHupoBaHUS U Bepu(UKAIUK dJIEKTPOHHOTO 00pasa
JOKyMEHTa (TIOATBEPKIEHUSI COOTBETCTBHUS AJIEKTPOHHOTO 00pa3a JOKYMEHTa MOJJIMHHHUKY
(3aBEpEeHHON KOMHMM) CKAHUPYEMOT'O TOKYMEHTA).

JIoKyMeHTBI B DSJEKTPOHHOM BHJI, IMOCTymaroume B VICIONMHUTENbHBIH KOMHUTET
JlanmeBckoro MyHununaiabHoro paiioHa PecnyOnmuku Tarapctan, nOpoxXoAsST —IpHEM,
pETrUCTpalnIo, IPEABAPUTEILHOE PACCMOTPEHNE, PACCMOTPEHHE PYKOBOACTBOM U JOCTABIISIFOTCS
WCTIOJTHUTEIISAM.

[Ipuem, peructpanus, HpeIBAPUTEIBLHOE PACCMOTPEHHE M OTHIPABKA SJIEKTPOHHBIX
JIOKYMEHTOB OCYIIECTBIISIETCS] OPTaHU3AIMOHHO-00IIMM OT/IeIoM VICTIOTHUTENFHOTO KOMHUTETA
paiioHa.

[Ipu mnpueMe dIEKTPOHHBIX JOKYMEHTOB, 3aBEPEHHBIX JJICKTPOHHOW MOJIHUCHIO,
OCYIIECTBIISETCS MTPOBEPKA MOAJIMHHOCTH JIEKTPOHHOM MOJIITHCH.

DJIEKTPOHHBIE JJOKYMEHTHI, MOCTYMAIOIIUE U MOATOTOBIEHHBIE ISl OTIPABKU 110 CUCTEME
MEXBEJJIOMCTBEHHOTO  3JIEKTPOHHOTO  JTOKYMEHTOOOOpOTa, PETUCTPUPYIOTCS B  MOpPSAKE,
YCTaHOBJIIEHHOM HacTosiield MHcTpyKiue no 1e10npon3BO/ICTBRY.

Ilepen peructpanueld JOKyMEHTa AOJDKHA OBITH MPOBENEHA MPOBEpPKa MPABHIBHOCTH
aZpecaly BXOJAIIUX JOKYMEHTOB, MPAaBUIBHOCTU JOCTABKA U KOMIUIEKTHOCTH JIOKYMEHTOB.
[Ipu oOHapyXeHUW OTCYTCTBUS JIOKYMEHTOB WJIM TPHJIOKEHUN OCYIIECTBISETCS BO3BpAaT B
EMCO]I u HanipaBisieTCsl OTHPABUTEIIO JOKYMEHTA.

DONeKTpOHHBbIE JOKYMEHTHI, MOJAJIeXKallue PErucTpaluM, pacledyaThlBalOTCsS  Ha
OyMa)KHBI HOCUTEIb, PETUCTPUPYIOTCS B YCTAHOBIEHHOM mopsiake. OcCTalbHBIE COOOIICHHS B
AIIEKTPOHHOM BUJE MEPENAIOTCS B CTPYKTYPHbIE MOJpPa3/IeieHUs 110 3JIEKTPOHHBIM ajpecaM (Ha
MHOM 3JIEKTPOHHOM HOCHTEIIE).
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JIoKkymMeHTBl TOCIIE PAacCMOTPEHHMS PYKOBOJICTBOM VICHONHUTENBHOrO KOMMTETA
JlanmeBckoro MyHMIMNaIbHOTO paiioHa PecmyOnuku TarapcTaH, OAMMUCAHUS U YTBEPIKICHHS
YKa3aHUW 1O WCIOJHECHUIO, HAJIOKEHUs TMPU HEOOXOIUMOCTH KOHTPOJBHOTO 3aJlaHus
nocpeacteoM EMCOJ] nepenatorcss Ha MCIOJIHEHME B COOTBETCTBYIOIIME CTPYKTYPHbIE
noapasaeneHus  McnosnHurensHOro komurera JIaMIIEBCKOIO MYHHULIMIIAIBHOIO — paloOHa
Pecriybnuku TaTapcTaH 1Mo IpUHAUICKHOCTH TSI PACCMOTPEHUS U UCTIOJTHCHHSL.

[Ipu nepenayde NOCTYNUBIIMX 3JIEKTPOHHBIX IOKYMEHTOB Ha paCCMOTPEHUE PYKOBOJICTBY
HcnonauTenpHOro komuteTa JIanimeBcKOro MyHUIIMITAILHOTO paiioHa Pecryonuku TaTtapcras,
HaIIPaBJICHUU 3JIEKTPOHHBIX JOKYMEHTOB B CTPYKTYPHBIE IOJpPa3JEICHUs U OTBETCTBEHHBIM
WCIIOJIHUTEIIAM, OTIPABKE AJIEKTPOHHBIX JOKYMEHTOB M XPAHEHHM JIJIEKTPOHHBIX JOKYMEHTOB
BMECTE C 3JIEKTPOHHBIMU JJOKYMEHTAMU MEPEAAOTCS (XPAHATCS) UX PETUCTPALMOHHBIC JJAHHBIE.

IIpu nepenaude 3J€KTPOHHBIX JOKYMEHTOB B APYrM€ rOCYJAapCTBEHHBIE OPraHbl, OPTaHbI
MECTHOI'O CAMOYIIPABJICHUS U OPraHU3alMM JOKYMEHTBI 3aBEPAIOTCS DJIEKTPOHHOU IOANKCHIO
pykoBoaurenss  McnoJHUTENBHOrO  KOMHUTETa JIAWIIEBCKOTO  MYHUMLMNAIBHOTO  pailoHa
PecnyOnuku TatapcTaH WM €ro 3aMecTuTeNs B cooTBeTcTBUU ¢ DepepanbHbIM 3akoHOM "O0
3JIEKTPOHHOM MOJMKUCH".

[Ipu o00paboTke, pacCMOTPEHHH, COTJACOBAHMHM M TMOAMHCAHUU AJIEKTPOHHBIX
nokymenToB B EMCOJI BO BHyTpeHHEM JOKYMEHT000OopoTe VICIOTHUTETFHOTO KOMHTETa
JlanmeBckoro MyHHMLIMIANbHOrO paioHa PecnyOnuku TartapcTtaH MOryT HCHOJIB30BaThCs
CrOCOOBI  MOATBEPKACHHUS JIEUCTBHUM C JJICKTPOHHBIMU JOKYMEHTaMH, TIPU KOTOPBIX
AJIEKTPOHHAS MOJIIUCH HE UCIIOJIB3YETCS.

[Tocne ormpaBku snexkTpoHHOro nokymenta nmo EMCDOJ] pocbuika aapecaTty KONUHU
JIOKyMEHTa Ha OyMa)KHOM HOCHUTEJNE He TpeOyeTcs.

Bce monw3oBarenu EMCDJl momkHbI coOmonaTh TpeOoBanus Pernmamenta Kabwnera
MunuctpoB PecnyOmuku Tarapctan u Hacrosimed WHCTpyKIMHM 10 JI€TONPOU3BOJCTBY
HcnomuuTenbHOro komutera JlanmeBckoro MyHUIIMNAIbHOTO paiioHa PecmyOnuku Tarapcran,
eXeJIHEeBHO, a IMEHHO: TIEPBBIN pa3 — B Hauase pabouero AHs (He mo3aHee 0,5 4. mocne Havana),
B TeUEeHHE pabodYero JHsA C MUHTEPBAJIOM He Oosee 2 4., MOCIEIHUN — B KOHIIE pabodvero JHs
(menee ueM 3a 0,5 4. mepeq KOHIIOM paboYero JHs) OCYHIECTBIATH IPOCMOTP MOCTYIMUBIINX Ha
UCIIOJTHEHUE HOBBIX, 0COOEHHO CPOUHBIX JIOKYMEHTOB.

Enununeit ydera SIEKTPOHHOTO JOKYMEHTA SBIIAETCS DSJIEKTPOHHBIM  JOKYMEHT,
3apeructpupoBaHHblii B EMCOJI. DOleKTpOHHBIM JOKYMEHT, HWMEIOIUN IPUIOKECHHUS,
PETUCTPUPYIOTCS KaK OJIUH TOKYMEHT.

DNEeKTPOHHBIE JOKYMEHTBI (JOPMUPYIOTCS B Jelia B COOTBETCTBUU C HOMEHKIIATYPOU J1es
U HHJIEKCUPYIOTCS B TIOpPAJIKE, YCTAaHOBIEHHOM B OTHOILIEHWM JeJl, COCTaBJIEHHBIX U3
JIOKYMEHTOB Ha OyMa)KHOM HOCHUTEJIE.

Cpoku XpaHEHHsI DJICKTPOHHBIX JOKYMEHTOB COOTBETCTBYIOT CpOKaM XpaHEHUs
JIOKYMEHTOB, YCTAHOBJICHHBIX 3aKOHOJATEIPHBIMAU W WHBIMH HOPMATHBHBIMH IPAaBOBBIMHU
aktamu Poccuiickoii ®enepanuiv, TUIOBBIMU WM BEJOMCTBEHHBIMU MEPEUYHSIMH IS
AQHAJIOTMYHBIX JOKYMEHTOB Ha OYMa)KHOM HOCHTEJIE.

Mecto XpaHeHHs 3JIEKTPOHHBIX JOKYMEHTOB JI0 UX NEpelayd B apXUB, BUJ HOCUTENEH,
Ha KOTOPBIX OHU XpaHATCSA, a TaKke (QopMaThl UX TMOCTOSHHOTO W JITUTEIBHOTO CPOKOB
XpaHEHUsl OMPEAENSAIOTCS ¢ y4yeToM (DYHKIMOHUPYIOMMX B VICMOMHUTENBHOM KOMHTETE
JlanmeBckoro MyHuLMMNaiabHOro paiioHa PecnyOnuku TartapcTaH HNporpaMMHO-TEXHUYECKUX
CpPEACTB, a TakKe B COOTBETCTBUH C HOPMATUBHBIMHU M METOJMYECKHMH JIOKYMEHTAMHU
®denepanbHOro apXMBHOTO areHTCTBA.

DKcnepTusa IeHHOCTH AJEKTPOHHBIX JOKYMEHTOB OCYILIECTBIISIETCS B OOIIEM HOpPSIKE,
YCTaHOBJIEHHOM B OTHOIIEHHM JOKYMEHTOB Ha OymakHOM HocuTene. [Tocne ucreuenust cpoka,
YCTaHOBJICHHOTO JJII XpaHEHUs 3JCKTPOHHBIX el (3JIEKTPOHHBIX JOKYMEHTOB), HA OCHOBAaHUHU



aKTa O BBIICICHUU HX K YHUYTOXKCHHIO, YTBEPXKIAeMOro pykoBoauTeneM VCIOIHUTENBHOrO
komuTeTra JlammeBckoro MyHUIMMATIbHOTO paiioHa PecnyOmuku Tarapcran, ykazaHHBIC
AIIEKTPOHHBIE JieNa (3JEKTPOHHBIE JOKYMEHTBI) MOJICKAT YHUUTOKEHHIO.

[TocTynuBmie U3 CTPYKTYPHBIX IIOApA3IEICHUN B apXWUB VCIOJHUTENBHOIO KOMHUTETA
JlanmeBcKOro MyHHMIMIAIBHOTO paiioHa PecnyOmuku TaTtapcraH 3J€KTPOHHBIE JTOKYMEHTHI,
cocraBisitonie  ApxuBHbBIA ¢GoHn PecryOnukm Tarapcran mepenaroTcss Ha XpaHEHHE B
COOTBETCTBYIOLIMI MYHUIUNAJIbHBIN apXUB 110 ONMUCAM ¢ O(hOPMIIEHHEM aKTa IpuemMa-Tneperayu
JJIEKTPOHHBIX JTOKYMEHTOB.

4.12. Yder n aHaJIU3 00bEMOB JJOKYMEHT0000pOTa

VY4er 00b€MOB JOKYMEHTOOOOPOTA BEJETCS B LIEISAX COBEPILIEHCTBOBAHUS OpPraHU3alUU
paboThl C JOKYMEHTAaMH M pacdeTa ONTUMAIbHOW YHCIEHHOCTH pPaOOTHHKOB, 3aHATHIX B
JIEJI0NIPOU3BO/ICTBE.

AHanu3 00BEeMOB JTOKyMEHTOOOOpOTa, CTPYKTYpPhl JOKYMEHTOIIOTOKOB M COJEPYKAHHS
IOCTYNAOIIMX U CO3AABAEMBIX JOKYMEHTOB BEIETCS B LEJIAX PALMOHAIBHOIO PACIpENEICHUS
JIOKYMEHTOIIOTOKOB, TOBBIIICHUS UCIOIHUTEIbCKON JUCIUIUIMHBI, KauecTBa U 3PPEeKTUBHOCTH
IIPUHUMAEMBIX PELLIECHUM.

JlaHHBIE O KOJIMYECTBE JOKYMEHTOB 00OOIIAIOTCS, aHATU3UPYIOTCS B OpraHU3aLMOHHO-
oOumiem otaene lcnoaHuTenbHOro KoMMTETa palloHa U IPEJICTaBISIOTCS PYKOBOJCTBY
HcnonnutenbHoro komutera Jlaumesckoro MyHunumnanbHoro paiiona Pecniyonuku Tatapctan B
YCTaHOBJIEHHOM IOPAJKE B BHJAE CIPaBOK (CBOAOK, OTYETOB) CTATUCTHUYECKOIO U
AHAIUTUYECKOTO XapaKTepa.

ITon 06beMOM JOKYMEHTOOOOPOTA TOHUMAETCS KOJIMYECTBO JOKYMEHTOB, IMOCTYIHBIINX
B McnonuuTensHplii komureT JlanmeBckoro MyHununansHoro paiiona Pecyonuku Tarapcran u
JOKYMEHTOB, CO3JAaHHBIX HENOCpeACTBeHHO B McnomnutensHoM komutere JlawmeBckoro
MyHUIUNaIbHOro paifoHa PecyObnmuku Tarapcran 3a onpeesneHHbI epuo]] BpeMeHH (Mecsll,
roj).

VY4yer xonnyecTBa JOKYMEHTOB MPOBOAMTCS MO PETHMCTPALlMOHHBIM JaHHBIM B MeCTax
perucTpamuu J0KyMEHTOB.

Bxopsmue, wucxonsdue W BHYTPEHHUE JOKYMEHTHI IOACUUTBHIBAIOTCS OTAEIBHO.
ONEKTPOHHBIE TOKYMEHTHI MOACUNTHIBAIOTCS HA OOLIUX OCHOBAHUSIX IO MECTY PETUCTPALIUH.

VYyer o6bemMa JOKyMEHTO000pOTa 11eJIeCO00Pa3HO MPOBOIUTH MO TPYMIAM JTOKYMEHTOB:
pacropsuTeNIbHbIe, CTATUCTHYECKUE, (PMHAHCOBBIE, IOTOBOPHBIE, IIEpenicKa, MUChMa IpakJaH
u JIp.

3a enuHUIly ydeTa KOJIMYECTBAa JOKYMEHTOB IIPUHHUMAETCS DJK3EMIUIIP JOKYMEHTa
(MOJIMHHUK WJIM KOIUS, €CIM 3TO €AMHCTBEHHBIN AK3eMIUIAp AOKyMeHTa). Enunureit yuera
AIIEKTPOHHOI'O JJOKYMEHTA SIBJISIETCS 3JIEKTPOHHBIN JTOKYMEHT, 3aperMCTPUPOBAaHHBIN B CHCTEME
AIIEKTPOHHOTO JIOKYMEHTO000poTa HcnonuurtensHoro KOMUTETa JlaneBckoro
MyHHULIMNIAJbHOTO paiioHa PecnyOmuku Tartapctan. DJIEKTPOHHBIM JOKYMEHT, HMMEIOIINN
IIPWJIOKEHUS, PETUCTPUPYETCA KaK OAMH JOKyMeHT. llpu yuyere oTmpaBisieMbIX JOKYMEHTOB
CONPOBOJIUTENILHOE IUCBMO M IpWJIAaraéMbleé K HEMY JOKYMEHTHl INPUHUMAIOTCS 3a OJMH
JIOKYMEHT.

OK3eMIULIpbl JOKYMEHTA, MIOJIy4aeMbIE€ B PE3YJIbTaTe KOMUPOBAHUS WM THPAXUPOBAHUS
JOKyMEHTa, B 00beMe JOKYMEHTOOOOpOTa HE YYMUTHIBAIOTCSA. YUYeT KOMUPYEMBIX U
TUPAKUPYEMBIX JOKYMEHTOB MOKET BECTHCh OTAENbHO MO XypHajllaM ydeTa THpPaXUpOBaHUS
JIOKYMEHTOB JIJISI OTPEACIICHHs 3arpy3KH TEXHHUYECKUX CpelcTB (Oymarod, Kpackoh W T.II.),
pacueTra NoTpeOHOCTH B HOBOM 000PYZOBaHUU, HOPMUPOBAHHUS TPYAA IIEPCOHANA.

5. Pabora ¢ oOpamennsimMu rpa:kaad B McnosiHuTe 1bHOM KoMuTeTe JlanmeBcKkoro



MYHMUIMNAJIBHOTO paiiona Pecnnyoaiukn Tarapcran

5.1. TluceMeHHoe oOparieHue, B TOM 4YHCIE€ B (opMe DJIEKTPOHHOTO JTOKYMEHTAa,
rpakIaHWHA JOJDKHO COZAepXkaTb HauMeHoBaHHMe lcnomHurenbHOro komutera JlawmeBckoro
MYHUIIUNATbHOTO paiioHa PecnyOonmukum Tarapcran, mmbo QamMuianioo, HMsS, OTYECTBO
COOTBETCTBYIOLIETO JIOJDKHOCTHOTO JIMIA, JTUOO JOJDKHOCTH COOTBETCTBYIOLIETO JIUIIA, & TAKXKe
cBoU (haMHIINIO, UM, OTYECTBO (IOCIETHEE - TPU HAJTUYWH), aJAPEC FMEKTPOHHOU MOYTHI, €CIIU
OTBET, YBEJOMIIEHHME O Iepeajpecaluu oOpalleHus JOoJKeH ObIThb HampasieH B (opme
JJIEKTPOHHOIO JOKYMEHTA, M IOYTOBBIM aJpEC, €CIIM OTBET, YBEJOMIICHUE O Iepeagpecaluu
JIOJDKEH OBbITh HalpaBJIeH B MHUCBMEHHOH (QopMme, CyTh MPEASIOKEHHUS], 3asBICHUS UM JKaJloOBbI,
JUYHYIO TIOJIUCH U J1aTy.

5.2. IlucemMeHHOe OOpalieHue MOJICKUT 0053aTEIBHON PErUCTpAllii B TEYCHHE TPEX
JHEW ¢ MOMEHTA IOCTYIUICHUS B CIIELUAIIBHO YCTaHOBIEHHbIX PKO.

5.3. IluceMenHOe oOpaleHue, couepskaiiee BOMpPOCH], PEUICHHE KOTOPBIX HE BXOJHUT B
KoMIleTeHIM  McnomHurenpHoro  komurera JIauIIeBCKOro  MYHMIMIIQIBHOIO — paiioHA
PecnyObnmuku TatapcraH, HampaBiseTcss B TEUCHME CEMH JHEW cO JHS pEerucTpalud B
COOTBETCTBYIOIIMH TOCYJApCTBEHHBIM OpraH, OpraH MECTHOIO CaMOYIPAaBICHUS WU
COOTBETCTBYIOIIEMY JIOJDKHOCTHOMY JIMIlYy, B KOMIIETEHLIHIO KOTOPBIX BXOAMT pEIICHUE
IIOCTaBJIEHHBIX B OOpallleHMH BONPOCOB, C YBEAOMIIEHMEM TIpaxkJaHUHA, HalpaBUBILEro
oOparmieHue, o nepeajpecanuy o0panieHus, 3a UCKIIFOUYCHHEM CITy4ast, KOTJa TeKCT MTUChbMEHHOTO
oOpallieHus1 He MOJIAETCS IPOUTEHHUIO.

B cnywae, ecnu pelieHHe IMOCTaBICHHBIX B IHMCBbMEHHOM OOpall€HWH BOIPOCOB
OTHOCUTCSI K KOMIIETEHIMU HECKOJIbKHUX TIOCYAApCTBEHHBIX OPIraHOB, OPraHOB MECTHOI'O
caMOyIIpaBJIeHUs] WIN JODKHOCTHBIX JIML, KOMMs OOpalleHus B TEYEHHE CeMH AHEH co JHA
PETUCTPALIMK HAIIPABIIAECTCS B COOTBETCTBYIOIINE I'OCYJaPCTBEHHBIE OPTraHbl, OpraHbl MECTHOIO
CaMOYIIPABJICHUS WIH COOTBETCTBYIOIIUM JOJKHOCTHBIM JIMULAM.

VcnonuurenbHplii KomMuTeT JlaumeBCKOro MyHMIMIIANBHOTO paiioHa PecrmyOmuku
TarapcraH mnpu HampaBJIeHMM MNUCbMEHHOIO OOpalleHuss Ha pacCMOTPEHHE B JIpYyroi
rOCy/IapCTBEHHBI OpraH, OpraH MECTHOI'O CAMOYNPABICHUS WM MHOMY JOKHOCTHOMY JIMILY
MOKET B Cily4yae HEOOXOAMMOCTH 3allpallliBaTh B YKa3aHHBIX OpraHax MU y JOJKHOCTHOTO
JUIa TOKYMEHTBI U MaTEePUAJIbl O pe3yJIbTaTaX pacCMOTPEHMS MMCbMEHHOTO O0paIeHUSI.

3anperiaercs HalpaBiIsATh )kajJo0y Ha pacCMOTPEHHUE B IOCYAApCTBEHHBIH OpraH, OpraH
MECTHOT'O CaMOYIPABICHUS WU JAOJDKHOCTHOMY JIUILY, pPELIeHHe WiM JeicTBue (Oe3/neicTBre)
KOTOpbIX oOanyercs. JKamoOa Bo3Bpamlaercss TpaXJaHWHY C pa3bsCHEHHMEM €ro Ipasa
00KaJIoBaTh COOTBETCTBYIOIIME pELIeHHe WM JeiicTBue (Oe3/1eiCTBHE) B YCTaHOBJIEHHOM
HOPSIZIKE B CY/I.

5.4. Oo0pamenue, mnocrynuBimiee B VcnmomHUTensHBIN KOMUTET JlauimeBckoro
MyHULIMTNIaJbHOTO paiioHa PecnyOnuku Tarapctan, mouiexuT o0s3aTeabHOMY, OOBEKTUBHOMY,
BCECTOPOHHEMY U CBOEBPEMEHHOMY paccMOTpeHUIO0. [IncbMeHHBIN OTBET Jaercs MO CYIIEeCTBY
MOCTaBJIEHHBIX B OOPAIlIEHUH BOIIPOCOB.

ITucemennoe oOpameHue, noctynusiiee B McnomHuTenbHbIH koMuTeT JlanieBckoro
MYHUIIUNATbHOTO paiioHa PecrnyOnmuku TarapctaH B COOTBETCTBHM € €ro KOMIETEHLHUEH,
paccmaTpuBaercs B TeueHue 30 aHel co IHS perucTpaluy MMCbMEHHOTO 00paleHms.

B ucknounTenpHBIX Cilydasx pyKoBOAUTENb VcnoaHuTenpHOro komurera Jlanmesckoro
MyHHULIMTNIaJbHOTO pailoHa PecnyOnuku Tarapctan 1nubO yrnoJIHOMOUYEHHOE Ha TO JIUIO BIIpaBe
MIPOJITUTH CPOK pacCMOTpeHUs1 oOpareHus: He Oosee yem Ha 30 gHEH, yBEIOMHUB O MPOAJICHUN
CPOKa €ro pacCMOTpPEHUs TpaXk1aHWHa, HAPAaBUBIIETO O0palleHHeE.

WcnonuurtenbHblii  komuTeT JlaWmeBCKOro MyHUIMNAIbHOrO paiioHa PecrnyOmuku
TatapcTan mo HampaBJIE€HHOMY B YCTaHOBJIEHHOM IOPSJIKE 3alpoCy rOCyIapCTBEHHOIO OpraHa,
OpraHa MECTHOTO CaMOYIPABICHHS WM JOJDKHOCTHOTO JIMIA, PAaCCMAaTPHUBAIOIIUX oOpalleHue,



00si3aHBl B TeyeHHE 15 OHEH NpemoCTaBiIATh JOKYMEHTbI M MaTepuaibl, HEOOXOAUMBIE IS
paccMOTpeHHs OOpallleHus,, 3a HUCKIIOUYEHHEM [OKYMEHTOB W MAaTepUaloB, B KOTOPBIX
COJIEp)KaTCsl  CBENIEHUS, COCTABIISIOIIME TOCYJAapCTBEHHYI0 WM HMHYK  OXPaHSAEMYIO
¢denepaabHBIM 3aKOHOM TaifHY, U JJIS1 KOTOPBIX YCTAHOBJIEH 0COOBINM MOPSAAOK MPEIOCTABICHHS.

OTBer Ha oOpallleHHE MOJNKMCHIBACTCS PYKOBOAUTENIEM VICIOTHUTEIHHOTO KOMHTETA
JlanmeBcKOro MyHUIIMIATBHOTO paiiona Pecnyonuku Tarapctan 100 ymoJTHOMOUYEHHBIM HA TO
JIULIOM.

OtBer Ha oOpamenue, noctynuBuiee B McnomHuTenbHbll komuteT JlaumeBckoro
MyHUIMNAIbHOrO paioHa Pecnybmuku TaTtapctan B (QopMe 3JIEKTPOHHOIO JIOKYMEHTA,
Harfpasisercs B popMe 3JIEKTPOHHOIO JOKYMEHTA IO apecy 3JIEKTPOHHOM MOYTHI, yKa3aHHOMY
B 0OpAIlleHNH, UM B TUCBMEHHOM (hOpMeE T10 TIOUYTOBOMY a/Ipecy, YKa3aHHOMY B OOpaIleHHH.

5.5. B cinydae, eciu B MHCbMEHHOM OOpallleHMM HE YyKa3aHbl (paMHIIUS TpakJaHHMHA,
HanpaBUBIIEr0 OOpalleHHe, WM TOYTOBBIA ajpec, MO0 KOTOPOMY JOJDKEH OBITh HaIlpaBJeH
OTBET, OTBET Ha oOpalieHue He aaercs. Eciau B ykazaHHOM OOpalieHuH COJIepKaTcs CBEACHHS O
IIOArOTAaBIMBAEMOM, COBEPIIAEMOM WM COBEPLICHHOM IIPOTUBOIIPABHOM JESHUHU, a TAKKE O
JMIe, €ro MOJrOTAaBIUBAIOIIEM, COBEPIIAIOIIEM MM COBEPILIMBILEM, OOpaIleHUEe HOJIEKHT
HaIPABJICHUIO B FOCYIapCTBEHHBIN OPraH B COOTBETCTBUU C €TI0 KOMIIETEHIUEH.

O0parenue, B KOTOpoM 00XaltyeTcsi cyie0HOe pelleHue, B TeUeHHEe CeMH THEH co JHs
perucTpany BO3BpalllaeTCsl Tpa)<AaHHWHY, HaIpaBUBIIEMY oOOpallleHue, C pPa3bsICHEHHEM
nopsiika 00KaOBaHUs JAHHOTO CyJeOHOTO PEIICHHS.

WcnonuurtenbHblii komuteT JlanmeBCKOro MyHULMNAIbHOrO paiioHa PecnyOnuku
TartapcTaH mpu MOJIyYEHHUU MUCBMEHHOIO OOpalleHMs, B KOTOPOM COJIEP)KATCs HELEH3YpHbIE
1100 OCKOPOMTENbHbIE BBIPAXKEHUS, YIPO3bl KU3HU, 370pPOBbI0 M MMYILECTBY JOJKHOCTHOTO
JMIa, a TAaKXKe WIEHOB €ro CeMbHU, BIpPaBE OCTaBUTh oOpalleHue Oe3 OTBeTa MO CYILECTBY
IIOCTaBJIEHHBIX B HEM BOIPOCOB U COOOIIUTh I'paXJaHUHY, HAIpaBUBIIEMY oOpalleHHue, O
HEJIOMYCTUMOCTH 3JI0yTIOTPEOICHHS ITPABOM.

B cnydae, ecnu TEKCT MUCBMEHHOTO OOpallleHUs HE MOJAAETCsl NMPOYTEHUIO, OTBET Ha
oOpallleHue He JAaeTCs U OHO HE MOAJICKUT HANPABICHUIO Ha PACCMOTPEHHE B TOCY1apCTBEHHBIN
OpraH, OpraH MECTHOTO CaMOYIpaBJIEHUS WM JOKHOCTHOMY JIMIY B COOTBETCTBUU C HX
KOMIIETEHIIMEeH, O YeM B TEUEHUE CEeMHU JHEeH CO JHS PEerucTpaluu oOpalieHHs cooOIaeTcs
rpaKAaHWHY, HallpaBUBLIEMY OOpalleHue, eciu ero (paMuwius U MOYTOBBIM aJIpec MOANAI0TCS
IIPOYTEHHUIO.

B cnydae, ecnu B NMHCBMEHHOM OOpAIleHUWH TpaKAaHWHA COJAEPIKUTCS BOIPOC, Ha
KOTOpBIM €My HEOJHOKPAaTHO JaBaJlMCh INUCbMEHHBIE OTBETHI IO CYILECTBY B CBSI3U C paHee
HarpaB/IsieMbIMU OOpAIIEHUs MU, U IIPH 3TOM B OOPAIIEHUH HE MPUBOJATCS HOBBIE JOBOJIBI WIIN
00CTOSITENBCTBA, PYKOBOAUTEND VCrOMHUTENBHOrO KOMHUTETa JIaueBCKOro MyHUIIMIIAIBHOTO
pationa Pecriyonuku Tatapcran 1160 yImoJHOMOUYEHHOE Ha TO JIUIO BIIPaBE MPHUHSATH PEIICHUE O
0€30CHOBATEILHOCTH OYEPETHOTO OOpallleHUs] U MPEKPalleHUU MEePEeNnUCKH C TPaKIaHUHOM I10
JaHHOMY BOIIPOCY TIPU YCIIOBUHM, UYTO YKa3aHHOE oOpallleHue M paHee HarpasisieMble
oOpalieHus HamnpaBUIUCh B VcoOMHUTENbHBIH KOMUTET JlaummeBCKOro MyHHUIMIAIBHOTO
paiiona PecniyOnuku Tarapcran. O JaHHOM pelIeHUH YBEIOMIISIETCS TPakIaHUH, HAaIlPaBUBILIHUIA
oOpaineHue.

B cnyuae, ecnu OTBET MO CYLIECTBY ITOCTABICHHOTO B OOpallleHUH BONPOCAa HE MOXKET
ObITh JaH 0e3 pasryalleHus CBEIEHHH, COCTaBISIOIIUX TOCYIapCTBEHHYIO WJIM HHYIO
oxpaHsemMylo (¢enepadbHbIM 3aKOHOM TaliHy, TpakJaHUHY, HalpaBuBlIeMy oOpalleHue,
c000I111aeTCsl 0 HEBO3MOXHOCTHU J]aTh OTBET MO CYIIECTBY IOCTABJIEHHOI'O B HEM BOIIPOCA B CBSI3U
C HEJIOMYCTUMOCTBIO pa3IIIallieHUs] YKa3aHHBIX CBEJICHUM.

5.6. Bce moctynuBmine oOpaiieHusi TpaJaH CTaBSITCI Ha KOHTpoib. KoOHTponb HX
paccMOTpPEeHHs  OCYILECTBIIACTCS  OpPraHU3allMOHHO-O0IIMM  OTAeNoM  VICHOJHHUTEIBHOTO



KOMUTETa paiioHa.

[TuceMenHbIe OOpalleHusi rpakJaH, Ha KOTOpbIE NAIOTCA MPOMEXKYTOUHBIE OTBETHI, C
KOHTpOJIA He cHUMaroTcs. KoHTponb 3aBepiaercs mociie pa3pelieHUs] MOCTaBICHHBIX B HUX
BOITPOCOB U COOOIIEHUS TPAKIAHUHY O MIPUHSATHIX PEIICHUSX.

5.7. J1enonpou3BOJCTBO MO MUCHBMEHHBIM OOPALICHUSAM TPAXKAAaH BEIETCS OTIACIBHO OT
00111ero 1e10MpON3BO/ICTBA.

5.8. JlanHbple mo oOpamieHHusIM TpakIaH PEryispHO OOOOLIAIOTCS W JOKJIAbIBAIOTCS
pykoBoauTento  MCnoaHUTENbHOr0o KoMUTEeTa JIaMmeBCKOro MYHUIMNAIBHOIO —pailoHa
PecnyOsuku TaTtapcras.

5.9. JluuHbll mpHeM TpaXKIaH OCYLIECTBISAETCA B YCTAHOBJIICHHbIE JHU M 4Yachl
pykoBoautesieM VCIOJHUTENBHOTO KOMUTETa JIaWIIEeBCKOrO MYHHUIMIIAIBHOIO pailoHa
Pecniybnuku TaTapcTaH ¥ yIOJTHOMOYEHHBIMH HA TO JIUIIAMHU.

CopepxaHue YCTHOTO OOpaIeHUs] 3aHOCUTCS B KapPTOUKY JIMYHOTO MPpUEMa T'PaKIaHIHA.
B cnyuae, ecnu H3IOKEHHBIE B YCTHOM oOpamieHud (akThl W OOCTOSTENLCTBA SBISIOTCS
OUEBUJHBIMU U HE TPEOYIOT JOMOIHUTEIBHON MPOBEPKH, OTBET Ha oOpalleHue C COriacus
rpaXIaHMHA MOXET OBITh JaH YCTHO B XOJ€ JUYHOTO IpHeMa, O 4YeM JeNlaeTcsl 3amuch B
KapTOYKe JIMYHOIO MpUEMa IpakJaHuHA. B oCTanbHBIX Cily4asx 1aeTcs MUCbMEHHBII OTBET I10
CYIIECTBY MOCTABIEHHBIX B 00paIlleHuU BOIPOCOB.

[TucemenHoe oOparieHue, MPUHATOE B XOJE JUYHOTO PUEMA, TTOJICKUT PETHUCTPALIUHA 1
PacCMOTPEHHIO B MOPSAKE, YCTAHOBICHHOM ISl TUCHbMEHHBIX 00OpaIlleHUH.

6. KonTpoJib ucnosiHenus 10kyMmeHToB B UcnonnuresbHOM KomuTteTe Jlanmesckoro
MYHHUIUNIAJIBbHOrO paiiona Pecny0umku Tatapceran

6.1. Opranu3anus KOHTPOJISI MCIIOJIHEHHSI JOKYMEHTOB

KoHTponb UCHONHEHHMS MAOKYMEHTOB M IIOPYYEHUH - COBOKYIHOCTb [J€HCTBH,
o0ecreynBaroIuX CBOCBPEMEHHOE HCIIOJHEHHE JOKYMEHTOB, CO3JaHHBIX B VICHOIHHUTENbHOM
komuteTe JlanmeBckoro MyHuIMNanpHOro paiiona PecnyOnuku TarapcraH, MOCTYNMBIIMX U3
BBILIECTOAIINX OPraHU3ALMM, OT UHBIX OPTraHU3aAlUN U IPAKIaH.

[lenpto KOHTpONS sIBISETCA OOECIeYEeHUE CBOEBPEMEHHOIO M KayeCTBEHHOTO
MCIIOJTHEHUS TOPYYEHUH, 3aUKCUPOBAHHBIX B JOKYMEHTAX.

KoHTponb wHcloMHEHHS JOKYMEHTOB BKJIIOYaeT B ceOs: IMOCTAaHOBKY JIOKyMEHTa Ha
KOHTpOJIb,  IPOBEPKY  CBOCBPEMEHHOIO  JOBEACHHMSA  JOKYMEHTAa 10  UCIIOJIHUTEI,
MIPEABAPUTEIIEHYI0 IIPOBEPKY M PEryJIUpPOBAHME XOJa MCIIOJHEHHUs, CHATHE C KOHTpPOJI,
HalpaBJIeHUE HCIOJIHEHHOTO JIOKyMEHTa B JIeNo, yd4eT, 00oOlieHHe M aHalu3 XoJa u
Pe3yJIbTaTOB UCHOJIHEHHS TOKYMEHTOB, THGOPMUPOBAHNE PYKOBOAUTENEH O XOJ€ MCIIOIHEHUS
JIOKYMEHTOB Y UCIIOJIHUTEIbCKON JUCIUIIINHE.

KonTtposro moamexar Bce 3aperucTpupoBaHHbIE TOKYMEHTHI, TPEOYIOIINE UCTIOTHEHHUS.

B HcnonnurensHoMm komwurtere JlamiieBckoro MyHUIUIANbHOTO paiioHa PecrnyOnuku
Tarapcran ycTaHaBIMBaeTCA IEPEUYEHb JOKYMEHTOB, IMOMJIEkKAWMUX KOHTpouro. Ilo ykazanuto
PYKOBOJICTBA HAa KOHTPOJIb MOTYT OBbITh ITOCTABJIEHBI JOKYMEHTBI, HE BKIIIOUCHHBIE B IEPEUYCHbD.

KoHTponb ncnosHeHus: JOKYMEHTOB MOXKET OCYIIECTBIIATHCS B OTHOLIEHUH JJOKYMEHTOB!

- noctynuBmmx ot Ilpesunenra PecnyOnmxu Tatapcran, u3 'ocynapcrBenHoro CoBera
Pecniy6muku Tatapcran, Anmnapata I[pesunenta Pecmyommku Tatapcran, Kabunera MununcTpos
PecnyGnuku Tarapcran;

- MOCTYNUBLIMX U3 (peliepa’dbHBIX M PEeCHyOIMKAaHCKUX OPraHOB MCIIOJHUTEIBHOW BJIACTH,
CyJeOHBIX OPraHOB, OPraHOB MPOKYPATYpPhl, CPEICTB MAaCCOBON MHPOPMAIIMH U JPYTUX;

- pemienuit CoBera JlanieBCKOro MyHUIIUITAILHOTO PaiioOHa;

- IIOCTaHOBJICHUM, paCHOpPsKEHMM, NopydeHuM I[7aBbl JlammeBCKOro MyHULMIIAIIBHOIO



paiioHa u MIcoTHUTEIbHOT0 KOMUTETA JIanIIeBCKOr0 MyHUIIMIAIBHOTO PalioHa;

- 3aIpOCOB JCIYyTaTOB;

- a TaKkKe oOpameHuil TpaxaaH (MMCbMEHHBIC 3asBICHUSA, TNPEIJIOKEHUS, KaloObl H
AIIEKTPOHHBIE COOOIIECHUS).

ITomuiexxar NOCTaHOBKE Ha KOHTPOJIb JIOKYMEHTBI, 10 KOTOPBIM YKa3aHUEM PYKOBOJIUTEIS
UcnonaurenbHoro komurera JlaniieBckoro MyHununaibHoro paitona Pecnyonuku Tarapcran
WIM €r0 3aMECTUTEINS] YCTAHOBJICH KOHKPETHBIM CPOK HCIIOJIHEHUS.

Ha noxymeHTax, IIOCTAaBJIEHHBIX Ha KOHTPOJIb, YKAa3bIBAETCA OTMETKA O IIOCTAHOBKE Ha
KOHTpPOJIb (cM. 1. 3.2.4.22.).

KOHTpONIb HUCHOIHEHMST NOKYMEHTOB, IOCTyHaromuxX B VICIIOJIHUTENBHBIA KOMHUTET
JlanmeBckoro MyHHIUMNAIBHOTO paiiona PecnyOmuku Tarapcran, Benercs B PK®. Ha Bce
JIOKYMEHTBI, II0JUIeKAIAE KOHTPOJIKO, 3alOJHAETCS KOHTpOJIbHAs Kaproudka. llosyueHHbie
JAHHbIE O XOJ€ HCIOJHEHUS JOKYMEHTOB BHOcsATca B rpady "KonTponmpHble oTMETKH"
kapToukd. Kaprouku Ha  KOHTpOJIMpYEMblE JOKYMEHTbl (KOHTpOJbHas  KapTOTEKa)
CUCTEMaTU3UPYIOTCS 10 CPOKAM HUCIOJHEHMs JOKYMEHTOB (T0J, KBapTaj, MECII), a 3aTeM - 10
UCTIOJIHUTEJISAM, TPYIIaM JOKYMEHTOB (IIPUKa3bl, peIIeHHs KOJUIETUU U Jp.).

KoHTposb 3a CBOEBPEMEHHBIM MCIIOJIHEHHEM JOKYMEHTOB, IIOCTABIEHHBIX HA KOHTPOJIb,
B CTPYKTYPHBIX IOJPA3ACICHUAX OCYIIECTBISAIOT PYKOBOAUTEIN CTPYKTYPHBIX ITOAPa3JECIICHUH,
a B MHcnonHurenbHoM KomuTeTe JlaWmeBCKOro MyHUIMINAIbHOIO pailoHa PecnyOnuku
TartapcTan B 1€JIOM — OpraHu3allMOHHO-00UIMI oTnen McnoaHUTEeNbHOro KOoMHTETa pailoHa.
OOmuii  KOHTPOJIb 33 CBOEBPEMEHHOCTBbIO  MCIIOJIHEHMSI JOKYMEHTOB OOECleunBaeT
pykoBoAuTENb  VICIIONHUTENBHOrO KOMUTETa JIaWmeBCKOro MyHHUIHMIIAIBHOIO — pandoHa
Pecniy6nuku Tarapcras.

IIpoBepka XoJa MCIIOJHEHHUsS /10 HCTEYEHUS CPOKOB MCIIOJHEHMs (IIpeJBapUTENIbHBIN
KOHTPOJIb) OCYILECTBJIAETCS HAa BCEX OSTalax MCIOJHEHHUsS B CIEIYIOLIEM MOpsAIKe: 3aaHus
MOCIEAYIOIUX JIET - HE PEXE OJHOIO pa3a B rOJ; 3aJaHUs MOCIECAYIOIIUX MECALEB TEKYLIETO
rojia - He pexxe OJHOIro pa3a B MECHLl; 3a/laHus TEKYILIEro MecsAlla - KaKJple JECATh AHEH U 3a
MATh JHEH JO UCTEYEHUS CpOKa.

B cnyyae HEBO3MOXHOCTM HUCIHOJHUTH JOKYMEHT B CPOK HCIOJIHUTENb 3a 3 JHA J0
UCTEUEHUsl CpOKa 00513aH 00paTUThCA C MOTUBUPOBAHHOM MHCbMEHHOM MPOCKOOH O MPOJIIEHUH
CpOKa K PYKOBOJACTBY. PelleHne o HpOIJIEHHMH CpOKAa HCIOJHEHUS JIOKYMEHTAa IPUHUMAET
PYKOBOIMTEID, BBIHECIINH PE3OIIIOLHMIO.

Hcnonuurens  o0s3aH  NpoMH(OPMHUPOBATH  OPraHM3ALMOHHO-OOLIMHM  oTHeln
M crnonHUTEeIbHOTO KOMUTETA paifoHa 00 U3MEHEHNHU CPOKa MCIIOHEHHs JOKyMeHTa. V3MeHeHue
JOKYMEHTUPYETCSl - IPOCTAaBIISIETCS HOBBIM CPOK, JaTa M3MEHEHUs W noanuck. M3meHeHus
BHOCSTCA B cCOOTBeTCTBYIOIME PK®, B TOM 4Unciie KOHTPOJIbHYIO KAPTOUKY.

CpoKH HCTIONHEHUS CPOUYHBIX U ONIEPAaTUBHBIX OPYUEHHM HE IPOJIEBAIOTCS.

JIOKYMEHT cuMTaeTcsi MCIOJHEHHBIM M CHUMAETCS C KOHTPOJS mocie (aKTUYECKOTro
BBITMIOJTHEHUS MTOPYYEHUH IO CYIIECTBY, JOKYMEHTHPOBAHHOIO MOATBEPKACHUS UCIOTHEHUS U
COOOIIEHUS PE3YNIbTATOB 3aMHTEPECOBAHHBIM OpPraHU3aIMAM U JTUIAM.

IIpocTaHOBUTH MCHIOJIHEHHE [IOKYMEHTa, a TaKX€ OTMEHUTb €ro MOKET TOJIBKO
OpraHM3anusi - aBTOpP JOKYMEHTa, II0 BHYTPEHHUM JOKYMEHTaM — pPYKOBOJUTEIb
HcnonaurensHoro komurera JlanmeBckoro MyHununaisHoro paiona Pecyonuku Tatapcras.

CHaATHE AOKYMEHTa C KOHTPOJIA OCYILIECTBISIET PYKOBOAUTENb VCHOIHUTEIBHOTO
komuTeTa JlanmeBckoro MyHUIMNanIbHOro pailona Pecniyonuku Tarapcran. CHATHE TOKyMEHTa
C KOHTPOJI 0pOpMIISIETCSI OTMETKOM 00 MCTIONHEHNHU JOKYMEHTA U HallpaBJIEHUHU €r0 B JIeJI0 (CM.
n. 3.2.4.23))

OpranuzalnoHHO-001Mi 0oTAen VICONMHUTETPHOTO KOMHTETa paioHa, YYHUTHIBAeT U
0000maeT HE pexe OJHOTO pa3a B MECAIl JaHHBIE O XOJ€ HCIOJIHEHUS TOKYMEHTOB U



MOpPYYEHUH, COOOIIAeT UTOTHM pyKoBoauTento McmomHurenbHoro komurera JlauimieBckoro
MYHHITUTIATLHOTO paiiona PecryOonmku TaTapcraH.

6.2. Cpoku ucnoJiHeHusi JOKYMEHTOB
CpoKu HUCIIOJIHEHUS JOKYMEHTOB MCUMCISAIOTCSA B KaJ€HAAPHBIX THAX: MOCTYNUBILUX - C
JIaThl UX MIOCTYIUIEHUS, BHYTPEHHUX - C 1aThl NOANNUCAHUS (YTBEPKACHUS).
CpoKH HCIIONHEHUS JOKYMEHTOB ONPEIENIAIOTCS PYKOBOLUTENIEM OpPraHM3alMu HCXOIS
U3 CpOKa, YCTaHOBJIEHHOIO OpraHU3alueil, HanpaBUBIIEH JOKyMEHT, WIH CpPOKOB,
YCTaHOBJICHHBIX 3aKOHOJATENbCTBOM. JIOKYMEHTBI IIOJUIEKAT HCIOJHEHUIO B CIELYIOIIHE
CPOKH:
- ¢ KOHKPETHOM JJaTOM MCIIOJIHEHUs, COEpKAILECHCs B TEKCTE JOKYMEHTA - B YKa3aHHBIN CPOK;
- 0e3 yKazaHHsd KOHKPETHOM [aThl MCIIOJIHEHHS, MMEIOIIHME B TEKCTE MOMETKY '"cpouHo" -
UCIIOJIHAIOTCA B 3-THEBHBIN CPOK;
- IMeroLIMe TOMETKY "onepaTuBHO" - B 10-1HEBHBII CPOK;
- OCTaJIbHBIE - B CPOK HE OoJiee Mecs1a;
- 110 OOpaLIeHUAM I'pax/iaH, MOCTYIHMBIINM B OpPraHU3alKI0 U TPeOYIOLUUM JOIOIHUTEIBHOTO
W3YYEHHUsS U IPOBEPKH, - 1O OJHOTO MECSIA CO IHSA UX PErHCTPaLH.
Ecnu nocneanuit 1eHb CpoOKa MCIOJIHEHHs TOKYMEHTa MPUXOAUTCS Ha HepaOouuil eHb,
TO JOKYMEHT IOJJEXKHUT HCIOJIHEHUIO HE I[O03[Hee paboyero [Hs, MPEALIECTBYIOIIErO
HepaboueMy JHIO.
Jlata  ucrolHEHUsT ~ JOKYMEHTa  yKa3blBaeTcsl B YKa3aHUM  PYKOBOJUTEIS
HcnomauTenbHOr0 KoMmuTeTa JlawmeBckoro MyHUIIMNIANBHOTO paiiona PecmyOmwmku Tarapcran
10 UCTIOJIHEHUIO IOKyMEHTa (PE30JIIOLHUN).

7. JokyMeHTaabHbIH (oHA UcnoHUTEIBHOTO KOMUTeTa JIaneBCKOro MyHHIIMIIAJIBLHOT 0
paiiona Pecmy0simkm TaTtapcran

JIOKyMEHTaJIbHBIH (POHJ - COBOKYITHOCTb JIOKYMEHTOB, CO3JaHHBIX B VMCHONHUTEIBHOM
KoMuTeTe JlanneBckoro MyHUIIMNaabHOro paiiona Pecniyonuku TarapcTan ¥ MOJy4eHHBIX UM B
pe3yapTaTe B3aUMOJIEWUCTBUS C JAPYI'MMH OpraHaMH  yYIPABJICHMS, OpraHU3alMsIMU U
IrpaKJaHaAMU.

@dopMHUpOBaHUE TOKYMEHTAJIbHOrO (OHJA OCYLIECTBISIETCS OPraHU3allMOHHO-O0IINM
oraenoM VCHOJHUTENBHOIO KOMHUTETa paliOHa IIyTEM COCTABICHHMS HOMEHKIATYphl [ell,
dopmupoBaHus U opopMIIeHHUS /€1, 00ecledeHnss UX COXPAHHOCTH, yueTa U INepejauu Jesl B
apxuB McromHurenbHoro komutera JlammeBCKOro MyHMLMIAIbHOrO paioHa PecmyOmuku
Tarapcran.

7.1. HomenxkJiatypa e

Homenxknarypa nen - cucreMaTH3UpPOBAHHBIN IepedeHb 3arojoBKOB (HAMMEHOBAaHUM)
Jien, 3aBOJMMBIX B McnomHUTeNnbHOM KoMUTeTe JIaumeBcKOro MYyHMIIMIIAIBLHOTO paioHa
Pecny6nuku TaTapcTaH, ¢ yKazaHHEM CPOKOB UX XpaHEHUs, O(pOPMIICHHBIH B YCTAaHOBJICHHOM
HOpSJIKE.

Homenknarypa nen mpenHasHaueHa Ui TPYHNIIUPOBKU HCIIOJIHEHHBIX JOKYMEHTOB B
JieJ1a, CUCTEMATU3all1 U y4YeTa JIeNl, ONPEAEIIEHNs] CPOKOB UX XPAHEHNUS U SIBJISIETCS] OCHOBOM AJIs
COCTaBJICHUS OMHUCEN J1e] MOCTOSHHOTO U BpeMeHHoro (cBeiie 10 jeT) XpaHeHus, a Takxke JUIs
ydera fieq1 BpeMeHHOTO (10 10 JeT BKITIIOUNTETHHO) XpaHEHUSI.

IIpu cocraBieHMHM HOMEHKJIATYphl €N cleayeT pykoBoacTBoBaThcs [lonoxenuem 00
HcnonnutensHoM komuteTe JlanmeBckoro MyHuuumnaibHoro paiiona Pecny6muku TaTtapcraH,
MOJIOKEHUSAMHU O CTPYKTYPHBIX MOAPA3/IEICHUSIX, IITATHBIM pPaclMCaHUEM, JIAaHAMU U OTYETaMU
o pabote, TpeOoBaHusMH [IpaBun oOpraHu3anuM XpaHEHHUs, KOMIUIEKTOBaHMA, y4yeTa u



WCIIOJIB30BaHUs JTOKYMEeHTOB ApxuBHoro ¢onaa Poccuiickoit denepanuu U Apyrux apXuBHBIX
JOKYMEHTOB B OpraHax TOCYJapCTBEHHOH BJIACTH, OpraHax MECTHOTO CaMOYIPAaBIECHUS U
OpraHu3alusaxX, yTBepKACHHBIX IIPpUKa3oM MuHuUCTEpCcTBa KynbTyphl Poccuiickon @enepanuu ot
31 mapra 2015 r. Ne 526; IlepeuHemM THUIIOBBIX YIIPaBIEHUECKUX APXUBHBIX JTOKYMEHTOB,
oOpa3yromuxcsi B JACITEIBHOCTH  TOCYJApCTBEHHBIX  OpPraHoB, OpPraHOB  MECTHOI'O
CaMOYIPABJICHUS U OpPraHM3allUi, ¢ yKa3aHUEM CPOKOB XPaHEHUS, YTBEP)KIEHHBIM MPUKA30M
MunuctepctBa KyinbTypbsl Poccuiickoit ®enepaunu ot 25.08.2010, IlepeuyneM THUIOBBIX
apXUBHBIX JIOKYMEHTOB, 0O0pa3ylolUXcsi B HAyYHO-TEXHMUYECKOW M IPOMU3BOJCTBEHHOM
JEATEIIBHOCTH OpraHM3allvii, C YyKa3aHUEM CpPOKOB XPAaHEHUS, YTBEPXKACHHBIM IPHUKA30M
MuHucTEepCTBa KYJIBTYPbl U MaCCOBBIX KOMMYyHUKanuii Poccuiickoit @eneparuu ot 31.07.2007
N 1182, oTpacieBbIMU MEPEUHSAMHU TUIOBBIX JTOKYMEHTOB, IPUMEPHBIMU HOMEHKJIATypaMu el
opraHu3anui, a TakKe HOMEHKJIaTypamu naein McenonHuTenbHOro komurera JlauieBCKOro
MYHUIIUNATBHOTO paiioHa PecrnyOnuku Tarapcran Ha mpeamiecTByomue roabl. M3ywaroTcs
JOKYMEHTBI, oOpasyrommecss B JaeaTelbHOCTH VcnonHuTenbHOro komutera JlammeBckoro
MYHUIMNAIBHOTO paiiona PecriyOiuku TaTapcTaH, MX BUBL, COCTaB U COJIEpIKaHUE.

B HcnonnurenbHoM komutTeTe JlaumeBCKOro MyHHLIMIIANBHOrO paiioHa PecmyOuuku
TartapcTan COCTaBIIAIOTCSI HOMEHKJIATYpbl J€l1 CTPYKTYPHBIX MOAPA3IEICHUM U CBOJIHAs
HOMEHKJIaTypa Jell.

Homenknatypa nea  CTPYKTYpHOTO IOJApA3JIENEHUs] COCTaBISETCS  pPabOTHUKOM,
OTBETCTBEHHBIM  3a  BEJCHHE  JCJONPOM3BOACTBA  CTPYKTYpHOIO  IOJAPA3JEIICHUs,
COIIacoBbIBaeTCsl ¢ apxuBoMm McrosnHurenbHOro komutera JIawieBCKOro MYHUIIUMIAIBHOIO
pationa  PecnyOnuku ~ TarapctaH,  NHOJNOUCBHIBA€TCS  PYKOBOJUTENIEM  CTPYKTYPHOI'O
HOJpPA3/eIeHus] U MpPeJCTaBIsSeTCd B OPraHM3alMOHHO-00UMI oTaen McnonHuTensHOro
KOMUTETA pailoHa JJIs COCTABIIEHUS CBOJHOM HOMEHKJIATYPBI ACI

CBosHas HOMEHKJATypa Jed COCTaBISeTCS CIELUATUCTOM OpraHU3alMOHHO-00IIEero
ornena VCHOJHUTENBHOTO KOMHTETa pailoHa HAa OCHOBE HOMEHKJIATYp JEJI CTPYKTYPHBIX
MoApa3IeJICHUM.

MeToaudeckyro MOMOIIb IPU COCTABIEHUM HOMEHKJIATYphl /€T OKa3blBalOT apXHUB U
skcniepTHasg  komuccust (manee - OK) HcnomnutenbHoro komurtera JlamimieBckoro
MyHULIMTIaJbHOTO pailona Pecny6nuku Tarapcras.

CBoaHast HOMEHKJIATypa Jiesl pa3pabaTsiBaeTcsl He pexxe | pa3a B 5 yeT, moJnuchIBaeTcs
pykoBoguteneM  McmonHuTenpHOro - KoMuTeTa — pailoHa,  coryacoBeiBaeTcs ¢ OK
HcnonauTensHoro komurera JlanmmeBckoro MyHUIMNanbHOro pailona Pecnyonuku Tatapcran,
a 3aTeM C DKCHEPTHO-NPOBEPOYHON U METOJUYECKON KOMHUCCHEN ['oCyaapcTBEHHOro KOMHUTETa
Pecniy6bnmuku Tarapcran no apxuHomy aeny (IIMK TarrnaBapxuBa).

CBojHas HOMEHKJIaTypa Jiel MedyaTaeTcsl B YeThlpex 3k3eMIunsipax. [lepBelil sKk3eMIuIsp
HOMEHKJIATypbl /i€  SBISETCS JOKYMEHTOM TIIOCTOSHHOIO CpOKa XpaHEeHMs, BTOPOM
UCIIONIB3YETCSI B OpPraHM3al[MOHHO-00IIeM oTxaene VICcnmoaHUTEeNpHOro KOMHTETa paiioHa B
KayecTBe pabouero, TPEeTUH HAXOOUTCS B KayecTBE YYETHOrO JIOKYMEHTa B apXuBe
HcnonauTensHoro komurera JlanimeBckoro MyHHUIMIIAIBHOTO paifona PecryOnuku Tatapcran,
a YEeTBEPTBHIM MEepelacTcss B COOTBETCTBYIOIIMKM MYHUIMINAIBHBIA apXWB A XpaHEHHUS B
HaOmroarenbHOM Jene McnonHuTtensHoro komurera JlanmeBcKkoro MyHHIMIAIBHOTO paiioHa
Pecny6nuku Tatapcran. Paboumii 5SK3eMIUISIp HOMEHKJIATyphl €1 MOXKET BECTHCh B
AIIEKTPOHHOM BUJIE.

ITocne cormacoBanuss ¢ OIIMK TarrnaBapxuBa CBOJHas HOMEHKJIATypa Jeil
yTBepxkaaerca pykoBoguteneM lcnomHutensHoro komuteTa JlanmeBcKoro MyHUIUIATBHOTO
paiiona PecnyOnuku Tarapctan He mo3qHee KOHIIA TEKYIIETO TOJa U BBOJAUTCS B JeicTBHE C |
SHBapsI CIEAYIOIIETO TOa.

ITocne yTBEpXkAECHMUS CBOJHOM HOMEHKJIATYphl €1 CTPYKTYpHBIE IOAPAa3IEICHUS



MOJTyYalOT BHIMUCKU U3 COOTBETCTBYIOIIUX €€ Pa3AesioB JJIs UCIOIb30BaHUS B paboTe.

CBozmHasE HOMEHKJIATypa Jel B KOHLE KaXJOro rojla yTOYHSETCs, YTBEPXKIAeTcs u
BBOJUTCSA B JieiicTBHE ¢ 01 stHBaps ciielyroniero KajieH1apHoro roja.

JlocpouHO€E yCOBEPIIEHCTBOBAHUE M ITOBTOPHOE COIVIACOBAHUE CBOJHOM HOMEHKIATYPBI
nen (o ucrtedeHwss S JeT mocie mnpeasiaymiero coriacoBanusi) ¢ OIIMK TatrimaBapxua
IPOU3BOIUTCS TOJBKO B CIIydae KOPEHHBIX U3MEHEHUN (QYHKIUN U CTPYKTYPBI OpraHU3aIHH.

CBozHasE HOMEHKJATypa Jel HEe MOMIEKHUT JOCPOYHOMY YCOBEPLIEHCTBOBAHHMIO U
MOBTOPHOMY COIJIACOBAaHHUIO C apXMBHBIMU OpraHaMU B CiIy4ae YTBEPKICHHS (eaepalbHbIMU
OopraHaMy HCHOJHUTENbHOM Biactu Poccuiickoil @enepanny HOBBIX peNAKLMl TUIIOBBIX
MepevHel ToKyMeHTOB (nainee - [lepedensn).

B ciywae yrBepikaeHus HOBOM pepakuuu llepeuHss THUIIOBBIX JOKYMEHTOB, KOTOPBIH
OpUMEHSUICS Tpu  pa3pabOTKe HOMEHKJIATYpbl Jell, OpraHU3allMOHHO-OOIIMK OTAENT B
00s3aTeIbHOM TOPSAKE IPOBOAUT CBEPKY CPOKOB XPaHEHUS, IPEYCMOTPEHHBIX YTBEPKICHHON
CBOJIHO HOMEHKJIaTypOoHl [eJl, CO CpOKaMH XpaHEHHs OTUX K€ BHUIOB JOKYMEHTOB,
YCTaHOBJIEHHBIX HOBOM penakiueil [lepeuns. Ilpu BbIsIBICHUM pa3iauuuii B CPOKax XpaHEHUs
OJIHMX U T€X K€ BUJIOB JOKYMEHTOB, CPOKM XpPAaHEHUs J€] YCTAaHABIMBAIOTCS B COOTBETCTBUH C
HOBOM penakuuent [lepedns.

BHOBb co31aHHOE CTPYKTYpHOE IO/Apa3IeeHUe B MECAYHBIN CPOK pa3paldaThIBaeT CBOIO
HOMEHKJIATYpy JIeJ1 U MIPEICTABISET €€ B OpraHM3allMOHHO-00IIHI OTE.

HaumenoBanusiMu pa3fenoB CBOJAHOM HOMEHKJIATYpbl J€N SIBJSIOTCS HAaWMEHOBaHUS
CTPYKTYpPHBIX TOApA3JIECICHUNM, pACIOJOKEHHbIE B HOMEHKIAType B COOTBETCTBUM C
YTBEPKACHHOM  CTPYKTypod (WITaTHbIM  pacnucanueMm) lcnomHutenpHOro - KoMuTeTa
JlanmieBckoro  MyHHIMNansHOro paiiona PecnyOmuku  Tarapcran. IlepBwiif  pasnen
HOMEHKJIaTypbl BKJIFOYAET 3aroJIOBKU €N, COAEpPKALIME OpPraHu3aldOHHO-PACHIOPSIUTEIbHYIO
JOKyMEHTaluo0. BceM CTpyKTYpHBIM MOJApAa3/IeeHUsIM TPUCBAUBAIOTCS JIBY3HAUHbIE MHJIEKCHI,
ob6o3Havaemble apabckumu nudpamu. Hanmpumep: 01, 02,... 10 u T.1.

Homenknatypa gen CTPYKTYpHOTO MOJpa3feieHuss M CBOJHAs HOMEHKIATypa Jelnl
reyaTaeTcs o yCTaHOBJICHHBIM GopMam (tipuitoxkenus Ne 14-15).

I'padbl HOMEHKIATYpBl 1€l CTPYKTYPHOI'O IOAPA3JENCHUs 3aIlOJHSIOTCS CIEIYIOIINM
obpazoM:

B rpade 1 HOMEHKIATyphI JeNl MPOCTABISAIOTCA MHIEKCH KaKJOro Jiea, BKIOYEHHOrO B
HOMEHKJaTypy. WMHIEKc Jena COCTOMT W3 YCTaHOBJIEHHOIO IU(PPOBOro 0003HAYEHHUs
CTPYKTYpHOTO TOApa3ieneHusi (B COOTBETCTBHUM C TMPUHATOM HHJIEKCAIMEH CTPYKTYpPHBIX
NOJpa3/ieNIeHuil) U TMOPSAIKOBOIO HOMEpa 3arojioBka Jeja IO HOMEHKIAType B Ipejenax
CTPYKTypHOTO moApasnenenus. Muaekcel aen obo3Havatotes apabckumu mudpamu. Hampumep:
12-05, rae 12 - o603HaueHUE CTPYKTYPHOTO oapasaeneHus, 05 - mopsaKoBeIii HOMep 3aroJIOBKa
Jies1a 0 HOMEHKJIaType.

B HoOMeHKkiaType [1en pEeKOMEHIYeTCs COXpPaHATh OJMHAKOBBbIE MHJIEKCHI JUIS
OJIHOPOAHBIX JIe] B Ipelenax pasHbIX CTPYKTYPHBIX MOApA3JENCHUN; JUIs MEepexosux el
MHJEKC COXPaHSAETCS.

B rpady 2 HoMeHKIaTyphI 1€ BKIIOYAOTCSI 3aT0JIOBKH JIe)T (TOMOB, YacTeil).

3aroJ0BOK Jena J0JKEH 4eTKO, B 0000IIeHHOMH (opMe oTpakaTh OCHOBHOE COJEpKaHHE
Y COCTaB JOKYMEHTOB Jiea.

He nomyckaercst ynorpeOiieHHME B 3arojoBKe JieJa HEKOHKPETHBIX (OpMYIHPOBOK
(«pa3Hble MaTepHabl», «00Ilas MepenucKa», «BXOIAIIAsy, «UCXOASMas» U T.I.), a TaKxKe
BBO/IHBIX CJIOB U CJIOKHBIX 00OPOTOB.

3aroloBOK  Jlea  COCTOMT W3  DJIEMEHTOB, pAaclojlaraeéMblX B CIEIyHOIIen
MOCJIeI0BATEIbHOCTH:

- Ha3BaHUE BHUJA Jena (Mepenucka, XypHal W T.J.) WIM Pa3HOBUIHOCTH JIOKYMEHTOB



(TIPOTOKOJIBI, IPUKA3HI U T.1I.);

- HasBaHue lcnonHurenpbHOro Komurera JIauMImIeBCKOro MyHHUIMIAIBHOIO PpaioHA
Pecny6nuku Tartapctan McnonHuTensHOro KoMuTera JlanmmeBCKOro MyHHUIMIIATBHOTO paiioHA
Pecny6nuku Tarapcran WM CTpYKTYpHOTO TOApa3aesieHus! (aBTOP JOKYMEHTA);

- Ha3BaHME OPTaHM3ALMHU, KOTOPOH OyIyT aapecoBaHbl WM OT KOTOPOH OyAyT MOITY4EHBI
JIOKYMEHTHI (aJpecaT Wik KOPPECIOHIEHT JOKYMEHTA);

- KpaTKo€e COJepKaHUe JOKYMEHTOB JI€]Ia;

- Ha3BaHUE MECTHOCTHU (TEPPUTOPHH), C KOTOPOH CBSI3aHO COJIEpKAHUE IOKYMEHTOB JIefIa;

- 1ata (mepuoa), K KOTOpoi OTHOCSTCS JOKYMEHTHI J1€T1a;

- YKa3aHHE Ha KONMMHOCTb JTOKYMEHTOB J€JIa.

Ecnu neno, BKiroyaeMoe B HOMEHKJIATYpPY €, COCTOMT M3 OJUHAKOBBIX BHJIOB WU
Pa3HOBUJIHOCTEH JTOKYMEHTOB, B 3arojIOBKE TaKOro JEJa YKa3blBACTCS HAMMEHOBAaHUE BUJIOB
JIOKYMEHTOB, HaIlIpUMep:

«IIpukazst MKY  «Otapen  oOpazoBanusi M cHOJHUTENBHOIO  KOMHTETA
AJIeKCeeBCKOr0 MYHUIUMNAJABHOIO paiioHa PecnyOimkm Tarapcran» 1nmo OCHOBHOM
HAeATEeJLHOCTH.

B 3aronoBkax JMYHBIX (IEPCOHANBHBIX) M Jpyrux (CyaeOHBIX, CII€ICTBEHHBIX,
apOMTpaXHBIX)  J€JI, COJAEp)KAIIMX  JOKYMEHTBbI,  CBSI3aHHBIE  I10CJIEOBATEILHOCTHIO
JIEJIONPOU3BOJICTBA 110 OJAHOMY KOHKPETHOMY BOIIPOCY, B KaueCcTBE BUJA J€jla yHoTpeodsercs
TEPMUH «JIETION.

B 3arosoBkax aein, copepKalux AOKYMEHTHI 110 OJHOMY BOIIPOCY, HO HE CBSI3aHHBIX
[IOCJIEZIOBATEIbHOCTRIO  MCIIOJHEHMS, B KauecTBE BMJA Jela yNoTpeOisieTcs TEepMUH
«JJOKYMEHTBI», a Jajee B CKOOKax YKa3bIBAalOTCSI OCHOBHbBIE PAa3HOBHJIHOCTH JOKYMEHTOB,
KOTOPbIE OJDKHBI OBITh CTPYNIIMPOBAHBI B jieje (IUIaHbl, CIIUCKHU, TOKJIAbl U T.J.), HAalpUMep:

«/lokymeHTBl  (I1aHBI, CHHUCKH, [JOKJAAbl, XapPAKTEPUCTHKH 3JKCIIOHATOB)
HUcnosHuTeIbHOT0 KoMuTeTa JlaMmeBCKOro MYHHIMNAJIBHOIO paiioHa PecnyOuankn
TaTapcTaH 0 NpoOBeIeHNH TEMATHYECKHX BBICTABOK.

TepmuH «JloKyMEHTBD» IPUMEHSETCS TAK)KE B 3ar0JIOBKAX JIEJI, COAEPIKAIINX TOKYMEHTBI
— IPUIIOKEHMSI K KAKOMY-TH00 TOKyMEHTY, HalpuMep:

«lokymenTbl (aoKIaabl, WHGOPMALUM, CBedeHHMs, CIPAaBKH) K MPOTOKOJIAM
3aceganuii  McnoJiHUTEJBHOr0 KoMHTeTa JIaMIIEeBCKOI0 MYHMUIMIAJBHOIO paioHa
Pecny0nukn Tarapcran».

B 3aronoBkax nein, coepKallux MEepenucKy, yKa3blBaeTcs, C KEM U 10 KaKOMY BOIIPOCY
OHa BECTCS.

B 3aronoBkax nen, coaep)KalUMX IEPENUCKY € OJHOPOIHBIMHM KOPPECIOHJEHTaMH,
MOCJIEIHUE HE YKa3bIBAIOTCS, a yKa3bIBaeTCs UX O0Ilee BUIOBOE Ha3BaHUE, HAIIPUMED:

«Ilepenncka McnoHUTEIBLHOIO0 KOMHUTETA JIanIeBCKOr0 MYHHIMIIAJIBHOIO pailoHa
Pecny0iuku TaTaperaH ¢ yupeskaeHHSIMU KYJIbTYPbI 110 BONIPOCaM (PMHAHCHPOBAHUS».

B 3aronoBkax Jen, COAEpKAIMX MEPENUCKY C Pa3HOPOAHBIMH KOPPECIIOHJAECHTaMHU,
MIOCJIETHUAE HE NIEPEUUCIIAIOTCS, HAIIPUMED:

«Ilepenncka McnoJHUTEIBLHOIO0 KOMHTETA JIanIeBCKOr0 MyHHIMIIAJIBHOIO pailoHa
PecnyOsmmkun Tarapcran 00 opraHus3anMym CeMHHAPOB M COBEIIAHHWH 1O BONPOCaM
JOKYMEHTHPOBAHUS YIIPABJICHYECKOH NeATeJbHOCTH.

[Ipu o6o3HaueHHMH B 3aroJioBKax Jeil aJIMUHUCTPATUBHO-TEPPUTOPHAIBHBIX E€IMHHUIIL
YUHUTBIBAECTCS CIEAYIOIIEE: €CIM COJEpKaHUE JieJa KacaeTcs HECKOJIbKMX OJHOPOJHBIX
aIMUHUCTPAaTUBHO-TEPPUTOPUAIIBHBIX €IMHMI], B 3aroJIOBKE Jela HE YKa3bIBAKOTCA HX
KOHKpETHbIE Ha3BaHUs, a YKa3bIBaeTCsl UX 001ee BUOBOE Ha3BaHUE, HAIIPUMeED:

«Ilepenucka UcnosiHUTEIbHOT0 KOMUTETA JIauIIeBCKOT0 MyYHHMIIUNIAJIBLHOIO PaiioHa
PecnyOsmmkn Tarapcran ¢ rulaBaMM CeJIbCKMX IOCeJIeHMIl O CONMAJBHOH 3ammre



HaCeJICHUSD).

Ecnu conepxkanue nena kacaercs OQHON aMUHUCTPATHBHO-TEPPUTOPUATIBHON €AMHULIBI
(HaceJIeHHOTO MyHKTA), €€ (ero) Ha3BaHHUE YKA3bIBAETCS B 3ar0JIOBKE JI€1a, HalpUMep:

«Ilepenncka UcnoJHUTEIBLHOT0 KOMHUTeTA JIaneBCKOro MyHHIIUNAJIBHOIO paiioHa
Pecnyoiuku TaTapceran ¢ puananom N 5 (r. JlanmeBo) o padoTe ¢ NOCTABIIUKAMMD).

B 3arosioBkax aen, cogeprKaliyx IUIAHOBYIO MJIM OTYETHYIO JOKYMEHTALUIO, YKa3bIBaeTCs
nepuo (KBapTai, roj), Ha (3a) KOTOPBI COCTAaBIJICHBI IIAHBI OTYETHI, HAIIPUMED:

«T'onoBoii oryer MCHOHUTENIBHOIO0 KoMHTeTa JIaMmeBCKOro MYyHHIIMNIAJIBHOIO
paiiona Pecnny0siuku TaTtapcran o padore 3a 2016 roa».

Ecnu ngeno Gyner cocTosTh U3 HECKOJIBKUX TOMOB MJIM YacTeW, TO COCTaBISETCS OOIIUM
3aroJIOBOK JieJia, a 3aTeM IPH HEOOXOJMMOCTH COCTABIISIFOTCS 3ar0JIOBKH KaXJI0T0 ToMa (4acTH),
YTOYHSIOLINE COAEPKAHKE 3aroJIoBKa Jea.

B 3aronoBok nena, coaepiKallero 3J€KTPOHHBIE JOKYMEHTBI, BKIIIOUAETCS YKa3aHHE
«INEeKTPOHHBIEC JJOKYMEHTBI», HAIIPUMEp:

«llepenucka MHMcnoaHUTEIBHOI0 KoOMHTeTa JIAaMIIEBCKOI0 MYHUUMIAJIBHOIO
paiiona PecnyOsiiuku TartapcraH ¢ riiaBaMu ceIbCKHX MOCEJIECHHH 10 OPraHM3alMOHHBIM
BOIIPOCAM. DJIEKTPOHHBbIE JOKYMEHTBD).

[lopsimok  pacmoyoKeHHsl 3aroJIOBKOB  JIe  BHYTPU  pa3lelioB M IOJPa3/esoB
HOMEHKJIATYPBI J1€]1 OIPENIEISAETCS CTENEHbI0 BAXKHOCTH IOKYMEHTOB, COCTaBJISIIOIIMNX J€1a, U UX
B3aMMOCBA3bI0. B Hawasie pacnonararoTcs 3aroJioBKM JieJ, COAEpXkalllUX OpraHU3allMOHHO-
pPacopsSAUTENbHYIO IOKYMEHTALMIO, 3aTEM IUIAHOBYIO U OTUYETHYIO.

B KkoHue HOMEHKIaTyphl Jell YKa3blBalOTCS Jiena, CoJepKalue HHOOPMALUIO
CIPAaBOYHOIO XapakTepa (CIpaBKH, MEPENucKa, )KypHaJbl PETUCTPALIUN).

B HOMeHKaTypy Jen He BKIIIOUYAKTCS NEPUOJUUECKUE U3/IaHHUS.

3aro0BKHU JieJl MOTYT YTOUHSITHCS B Ipoliecce popmMupoBaHus U 0HOPMIICHHUS J1e.

['pada 3 HOMEHKIATYPHI /1€ 3aIOTHAETCS 0 OKOHYaHUH KaJIEHJApHOTO rojia.

B rpade 4 yka3pIBaroTcsi CpOK XpaHEHHs Jella, HoMepa cTateid mo I[lepeuHto THMOBBIX
YVIPABJICHUECKUX APXUBHBIX JOKYMEHTOB, OOpa3yIOLIUXCS B JEATEILHOCTH TOCYIAapCTBEHHBIX
OpraHoOB, OPraHOB MECTHOI'O CaMOYIPABJIEHUSI U OpPTaHU3allUN, C YKa3aHHMEM CPOKOB XpaHEHUS,
YTBEPXKACHHOMY MpHKazoM MunucrepctBa KynbTypbl Poccuiickoit ®@enepauuu ot 25.08.2010,
[lepedyHro THUMOBBIX AapPXUBHBIX JOKYMEHTOB, OOpa3yIOIIMXCS B HAYYHO-TEXHUYECKOU W
MPOU3BOJCTBEHHON  JESATENIBHOCTH  OpraHu3alfii, C YyKa3aHUEM CpPOKOB  XpaHEHUs,
YTBEPKJIEHHOMY MpUKa3oM MHHHUCTEPCTBA KyIbTYpbl U MaCCOBBIX KOMMYHUKalMi Poccuiickoi
®enepanun ot 31.07.2007 N 1182, orpacieBbIMM NEPEUYHSAMH THUIIOBBIX JIOKYMEHTOB,
MPUMEPHBIMM HOMEHKJIATYPaMH JIeJl OpraHu3aluil.

B ciyuae oTcyTCTBUS KaKHX-THOO BUIOB JOKYMEHTOB B MpUMEHseMbIX [lepeuHsx cpoku
XpaHEHUs] OTACNbHBIX KAaTeropuil JOKYMEHTOB MOTYT YCTaHaBIMBATHCS NPHKa3amMu JHOO
pemienusimu - DK HcnomHutenbHOrOo KoMHTeTa JIAWMIIEBCKOTO MYHUIHMNAIBHOTO palioHa
Pecniy6mmuku Tatapcran, cornmacoBanabsiMu ¢ DIIMK TarrnaBapxuBa. B Takom ciaydae B rpade N
4 yKa3pIBaIOTCS CPOK XpaHeHWsl Jena Oe3 yka3aHUs CTaThU, a B MPHUMEUAaHUU CTPOKHU
YKa3bIBalOTCS PEKBU3UTHI COOTBETCTBYIOIIETO JIOKYMEHTA.

B rpade S5 ‘'"IIpumeuanue" yka3bIBalOTCS Ha3BaHUS IepedyHedl JTOKYMEHTOB,
WCIIOJIb30BAHHBIX TIPU OMNPEAEIEHUH CPOKOB XPAHEHHsS [, MPOCTABISIIOTCA OTMETKU O
3aBeJleHuU JieJd (B TOM 4HCIe B D3JEKTPOHHOM BHJIE), O MEPEeXOAsIIuX Jenax (Hampumep,
nepexoysmiee ¢ 2010 r.), 0 BeIIETEHUH AN K YHUYTOKEHHIO, O JIMIAX, OTBETCTBEHHBIX 3a
dbopmupoBaHUE JIET U JIp.

Ecmu B Teuenne roma B McmomHuTenpHOM KomuTeTe JlanmImeBCKOro MyHHUITUIIATBHOTO
paifona PecnyOnuku TaTapcraH BO3HUKAIOT HOBBIE JOKYMEHTHPOBAaHHBIE YYacTKU padOThI,
HEMPEAYCMOTPEHHBIE JIeJla, OHU JOMOJHUTEIBHO BHOCSATCS B HOMEHKIATypy aei. i BHOBB



3aBOJIMMBIX JIEJT B KOKJIOM pa3zielic HOMEHKIIATYPhI JeJI OCTaBJISIOTCS pe3epBHBIC HOMEpa.
[To oxkoHYaHWM TroAa B KOHIIE HOMEHKIATYpPHl JEJ JelacTCs HWTOTOBas 3aluch O
KOJINYECTBE 3aBEJICHHBIX JC] (TOMOB).

7.2. ®opmupoBaHue e

[Tpu dopmupoBaHUU JIeN B CTPYKTYPHBIX MOApa3eneHusIX McromHuTeTbHOr0 KOMUTETa
JlanmeBckoro MyHHIMNANbHOrO paiioHa PecnmyOmuku Tatapctan Heo0XoauMo coOI0IaTh
CJIEYIOIINE IPABUIIA!

- TIOMEeUIaTh B JI€J0 HMCIIOJIHEHHBIE JOKYMEHTBI, COOTBETCTBYIOILNE 10 CBOEMY COIECPKAHUIO
3aroJIOBKY JieJ1a [0 HOMEHKJIaType;

- IOMEIIATh BMECTE BCE JIOKYMEHTBI, OTHOCSIIUECS K Pa3peLICHUIO OJHOrO BOIPOCa;

- IOMEIIATh IIPUJIOKEHUS BMECTE C OCHOBHBIMU JIOKYMEHTAMY;

- TpyNIMpPOBaTh B JEJIO JOKYMEHTbl OJHOIO KaJICHJAPHOTO TI0Ja, 3a MCKIIOUYECHHUEM
NepEXOIAIUX Iel;

- pa3feNIbHO TPYIIINPOBATH B J€J1a JOKYMEHTBI TIOCTOSSHHOTO U BPEMEHHBIX CPOKOB XpaHECHMS,

- BKJIFOYATBh B JI€JI0 110 OJHOMY 3K3EMILIAPY KaXJI0ro JOKYMEHTa;

- IOMENIATH B Jiena (hakCcorpaMMBl, TeJerpaMMbl, Tele()OHOrpaMMbl Ha OOIIUX OCHOBAHUSX;

- IOMEUIaTh B J€JI0 JOKYMEHT, IPABUIbHO M MOJHOCTBIO O(POPMIICHHBIH (JOKYMEHT JOJKEH
UMETh J1aTy, NOJIUCH U JIp. PEKBU3UTHI);

- HE IOMeuaTh B JEJI0 JAOKYMEHTHI, MOJJIEXKallWe BO3BpaTy, JMIIHHME OSK3EMIUIAPBI H
YEPHOBUKH (32 UCKITFOYCHHEM 0CO00 IEHHBIX );

- 10 00BEMY J1eJI0 HE AOJDKHO MpeBhImaTh 250 JTUCTOB, IPH TONIIMHE He Oosee 4 ¢M (TomuHa
Jiel1 co cpokamu xpaHeHus 10 10 net He noyxHa npesbimaTh 10 cm). Ilpu npeBbiieHny JaHHOTO
o0beMa 3aBoauTcs BTOpod ToM. Ilpu Hanuuuu B Jiesie HECKOJIBKMX TOMOB (4acTeil) MHIEKC U
3aroJIOBOK JieJia IPOCTABIISIFOTCS Ha KaKI0M TOMe ¢ go0aBienueM oobo3nadenui: "T. 1", "T. 2" u
T.J.

JIOKyMEHTBI BHYTPH Ji€JIa PacIoylaraloTCsl CBEPXY BHHU3 B XPOHOJIOTMUYECKOM, BOIIPOCHO-
JIOTUYECKOM ITOCJIEI0BATEIbHOCTH WIN UX COYETAaHUU.

PacniopsaurensHble JOKYMEHTBI TPYNIUPYIOTCS B Ji€la MO BHUJAM M XPOHOJOTHH C
OTHOCSIIIUMUCS K HUM MTPHIIOKEHUSIMH.

B oraenbHble nena Mo XpOHOJIOTHH, B 3aBUCUMOCTH OT BU/IA IOKYMEHTOB, (POPMUPYIOTCS
KOMNHMM NPUHATHIX (eaepalbHbIX 3aKOHOB, akToB IIpesunenta Poccuiickoit denepannu, akToB
ITpaButenscTBa Poccuiickoii ®Penepanii M BBIIMCKA K3 COOTBETCTBYIOIIMX IPOTOKOJIOB
3acenanuil IIpasurensctBa Poccuiickoii denepanuu unu ero Ilpesmauyma, KONMM HPUHATBIX
3akoHOB PecnyOnmuku Tarapcran, aktoB Ilpesunenta PecnyOmuku TartapctaH, axToB
[TpaButenscTtBa PecnyOnuku TaTtapcTaH M BBIIMCKM W3 COOTBETCTBYIOUIMX IPOTOKOJIOB
3acenanuil [lpaBurenscrBa Pecnyonuku TaTapcras.

Bce n0KkyMeHTBI OTYETHOrO W HMH(OPMAIIMOHHOTO XapakTepa MO HUCIOJIHEHHIO aKTa
[Ipesunenta Poccuiickoii @epepanuu  win  [IpaButensctBa Poccuiickoit  ®denepanuu,
[Ipesunenra PecnyOnuku Tatapcran wim Kabunera MunuctpoB PecnyOmuku Tarapcran
HaXOJAIIErocs Ha KOHTPOJIE, OJIIMBAIOTCS B 3aBEIEHHOE Ha 3TOT akT /ei0. Eciu Ha akT neno
HE 3aBOAWIOCH, TO OTYETHBIEC JTOKYMEHTHI ITOAIINUBAIOTCA B J€JI0 MEPENUCKU IIOCTOSHHOTO CPOKa
XPaHEHUs 32 TEKYIIUH IO,

Ecnmn nMeercst JOKyMEHT O CHATHM C KOHTPOJISI HECKOJIBKUX aKTOB, MOJUIMTBIX B Pa3HbIE
Jena, TO CleAyeT TMOJIIUTh HeoOXOJUMOE KOJIMYECTBO KOMUH H3TOro JOKyMEHTa B
COOTBETCTBYIOIIME Ji€JIa C yKa3aHMEM HOMepa Jena, B KOTOPOM MOAIIUT HOJJIUHHUK 3TOrO
JIOKYMEHTA.

JIOKYMEHTBI KOJUIErHi TpyNIUPYIOTCS B J[Ba Jieja: a) MPOTOKOJIbl M PEIIEHUs KOJIJIETUH;
0) JOKYMEHTHI K 3aCEaHUsIM KOJUIETHH.



[IpoTokoibl B J1eje pacrnosaraiTcs B XpOHOJIOTHYECKOM MOPSAIKE [0 HOMEPAM.

JIOKYMEHTBI K 3ace/laHusIM TPYNIHUPYIOTCS B OTAENIBHOE /1710, TaK )K€, KaK U MPUI0KESHUS
K IIPOTOKOJIAM, €CJIM OHHU COZIepKat bosiee 25 cTpaHul.

JIOKyMEHTBI K TPOTOKOJIaM, €CIM OHH CIpYIIUPOBaHBI B OTIENbHBIC JIelna,
CHCTEMATH3UPYIOTCS BHYTPH JIeJIa TI0 HOMEPaM IMPOTOKOJIOB.

[Tonoxenus, ycTaBbl, HHCTPYKIMH, YTBEPKACHHBIC PACTIOPSIUTEILHBIMU TOKYMEHTAMH,
SBIIIOTCS MPWIOKEHUSIMH K HUM U TPYIIUPYIOTCS BMECTE C YKa3aHHBIMU JOKYMEHTaMHU;

[Ipuka3pl MO OCHOBHOH JEATEIbHOCTH TPYNIUPYIOTCS OTAEIBHO OT MPUKA30B IO
JUYHOMY COCTaBY.

[Ipu dopMupoBaHUU MPHUKA30B 0 JIUYHOMY COCTaBY (OPMHUPYIOTCS B OTIEIbHBIC Jelia
IpUKa3bl MO JIMYHOMY COCTaBy IO pAa3JIMYHBIM BONPOCAaM, B COOTBETCTBHH CO CPOKAMHU
xpaHeHus. Hampumep, npuKassl O TIpUeMe, [EePEeMEUICHUH, YBOJbHEHUH pPaOOTHHKOB
(dbopMHpYIOTCSl OTAETHHO OT MPUKA30B IO APYTHM BOIPOcaM (KOMaHAWPOBKAM H T.1.).

VYTBepKIEHHbIC IUIaHBI, OTYETHI, CMETbI, JIMMUTHI, THUTYJIbHBIE CIUCKH U Jpyrue
JOKYMEHTBI TPYIIUPYIOTCS OTJEIBHO OT UX MIPOEKTOB.

JIOKYMEHTBI B JIMUHBIX JieJlaX pacrojaratoTcs 1o Mepe uX MOCTYIUICHUS.

OObpamienust (IpeIIOKEHHs], 3asBICHUS U 3Kajlo0bl) TpakJaH IO BOMpocaM pPadOThI
HcnonuuTenbHOro komutera JlanmeBckoro MyHUIIMNAIBHOTO paiioHa PecmyOnuku Tarapcran,
€ro TMOJpa3/IeleHuii, WIM TIOABEIOMCTBEHHBIX OpTaHU3aIMi, W BCE JIOKYMEHTHI IO UX
PacCMOTPEHHIO U HCIIOJHEHHUIO TPYMIUPYIOTCS OTIEIBHO OT 3asiBICHUHA TPaKIaH MO JIMYHBIM
BOIIPOCAM.

[lepenucka rTpymmupyercs, Kak TWpaBWIO, 3a NEpUOJ KaJeHIApHOTO ToJa u
CUCTEMATHU3UPYETCS B XPOHOJIOTUYECKOM MMOCIEeI0BATENILHOCTH: JOKYMEHT-0TBET [TOMEIIAeTCs 3a
JOKyMEHTOM-3ampocoM. [Ipy BO30OHOBIEHUM TEPENUCKUA IO OMPEIEIEHHOMY BOIIPOCY,
HAYaBILIEHCS B MPEIbIIYIIEM IOy, JOKYMEHTHI BKJIIOYAIOTCS B JI€JI0 TEKYIIEro roja ¢
yKa3aHHeM MHJEKca Jiea MpeAbIAYIIero rojia.

3aKOHYEHHBIE JIEJONPOM3BOJICTBOM 3JIEKTPOHHBIE JOKYMEHTHl (OPMHPYIOTCS B Jelna
(manku, AMPEKTOPHH) B COOTBETCTBUM C HOMEHKJIATYpOil Jnien VICTIONHUTENFHOTO KOMHUTETa
JlanmeBckoro MyHUIIMNIaIbHOrO parioHa PecriyOnuku TaTapcTaH, OTAENBHO OT JOKYMEHTOB Ha
OyMa)KHBIX HOCUTEJISIX, Ha )KECTKOM JIMCKE CIEIIMaIbHO BIIEIIEHHOTO KOMITBIOTEPA.

7.3. OnepaTuBHOe (TeKyllee) XpaHEHHE JOKYMEHTOB

Jlena co AHA WX 3aBeleHUs 10 Iepefadd B apXuB VICHOJHHUTENBHOrO KOMHTETa
JlanmeBckoro MyHHUIMNANbHOTO paiioHa PecnyOonmuku TarapcraH WM Ha YHUYTOXEHHE
XPpaHATCS [0 MECTY UX (POPMHUPOBAHUSI.

Jlena cuuTaroTCs 3aBEJCHHBIMU C MOMEHTA BKJIIOYEHUS B HUX IEPBOIO MCIIOJIHEHHOIO
nokymenTa. Ilocie ucrnonHeHust TOKyMEHTOB M OKOHYaHUS PabOThl ¢ HUMU OHM TOMEIAI0TCS
(moxmmBaroTCA) s obecreueHusT PU3NIECKON COXPAHHOCTH B TBEPAbIE OOJOXKKU MM MAIKU-
PETUCTPATOPBI.

B kaxoM CTpyKTypHOM NOJApA3/IEIECHUN BBIIEISAIOTCS COTPYAHUKH, OTBETCTBEHHBIE 3a
COXPaHHOCTh JOKYMEHTOB M (OpPMHPOBAaHHME WX B Jejia (Kak MpaBWJIO, 3TO COTPYIHUKH,
OTBETCTBEHHBbIE 3a JEJONPOU3BOACTBO). PykoBoguTenn moapaszfeNeHuid M yKa3aHHbIE
COTPYAHUKH 00ECIeYMBAIOT COXPAHHOCTh JOKYMEHTOB U JIEJ.

Jnst oOecrieyeHnst COXPaHHOCTH U y4yeTa JOKyMEHTOB U JeJl, JOCTyIa K HUM IPOBOAUTCS
KOMILJIEKC paboT:

- CO3/I1aHUE ONTUMAIbHBIX TEXHUUECKUX ((PU3UUECKUX) YCIOBUIN XpaHEHUs JOKYMEHTOB U JIET;
- pa3MelIeHHE €T,
- IPOBEPKA HAJIMYMS U COCTOSIHUS JTOKYMEHTOB U JIENT;



- coOuro/IeHHe NMOpsAKa BbIIa4YH Jell.

Jlena pasmemaroT B pabounMx KOMHATaxX WM CIEUUAIBHO OTBEICHHBIX AJS TOW IeNn
MOMEIICHUAX B 3amuparomniiecs mkagppl, ceidbl U T.1., YTOOBI 00ECTIEUUTh X COXPAHHOCTH U
3aIUTY OT BO3JACUCTBUSA IIBUIA U COJIHEYHOT'O CBETA.

Hena B mkadax mus ux ydera U OBICTPOrO IOMCKA PAcIOararoTCsi BEPTUKAJIBHO,
KOpEIIKaMH{ HapyKy M B COOTBETCTBHM C HOMEHKIATypoil nen. Ha kopemikax oOnoxkex nen
YKa3bIBAlOTCA MHACKCHI IO HOMEHKJIarype naei. HoMmeHkiaTypa nen Wid BBIIHCKA W3 HeEe
IIOMEIIAeTCsl Ha BHYTPEHHEH cTopoHe 1mKada.

ITpu nmoucke kakoro-1ubo JOKyMEHTa BHayaje CleAyeT HalTH HYKHBIH 3arojloBOK Jiena,
a 3aTeM I10 UHAEKCY JeJla - COOTBETCTBYIOUIYIO MAIIKY Ha ITOJIKE.

Hena  noxymeHraipHOoro (Qonma  McnonnutensHoro  komutera  JlanmieBckoro
MYHUIIUNATbHOTO paiiona PecnyOnmku Tartapcran, Haxoasdmpecs Ha TEKYIIEM XpaHEHHH
nojJiexkar ydery. Ilepuonuyecku, kak mpaBuio, nepes nepenadeil B apxus  VICIIOTHUTENBHOTO
KomuTera JlanmeBckoro MyHUIUMNANbHOTO pailoHa PecmyOnmku TaTtapctan, HpoOBOIUTCA
IPOBEpKAa HAJIWYMA U COCTOSIHMSI JJOKYMEHTOB M JEJ B LENAX YCTaHOBJIEHHUS (DaKTHYECKOro
HaJIM4Us A€l U COOTBETCTBUS UX KOJIUYECTBY, UACIISIIEMYCS 10 HOMEHKIIAType Jell.

IIpoBepka HanMuUs U COCTOSTHUSA JOKYMEHTOB U JI€J IPOBOJUTCS IIPU NIEPEMEILIEHUH JIET,
P BO3Bpare e, IPU CMEHE PYKOBOIUTENS CTPYKTYPHOIO IIOAPAa3JENICHUs, HadaJlbHUKA
OpraHM3al[MOHHO-00ILEro OTAeNa, IpPU peopraHu3aluud W JUKBUAAUUU VICIOJHUTENBHOTO
KoMmHTeTa JIaWImeBCKOro MyHHIHMIAIBHOTO paifoHa PecrnyOnmku Tarapcran wim  ero
CTPYKTYPHOTO NOAPA3ACICHUS.

[IpoBepka HaIMUUs IPOBOJUTCS IIyTEM CBEPKU CTATEW HOMEHKJIATYPHI 1€ ¢ ONMCAHUEM
Jen Ha oONoXKe, a (U3MUECKOe COCTOSHUE JIeJl OIpeNeNnsercss IyTeM HX BU3YallbHOIO
npocMoTpa. Bce oOHapykeHHBbIE HENOCTaTKM (PUKCHPYIOTCS B aKT€ IPOBEPKH HAIMYUSA U
COCTOSIHUA €I

B cnydae yrpaThl JOKYMEHTOB M Jiell MPOBOJMUTCS CIIy:K€OHOE paccieloBaHue, I10
pe3ynbpTaTaM KOTOpOTO, JIMLIO, BAHOBHOE B yTpaTe, HECET OTBETCTBEHHOCTH B YCTAHOBJIICHHOM
MOPsIZIKE.

Belmaua nmen apyruMm nmoapasfenieHusM IPOU3BOAMTCS C pa3pelieHus PYKOBOJIUTEIS
OpraHu3allMOHHO-00IIero otTAena. Belmaua nen coTpyqHMKaM IOApasAeieHud A paboThl
OCYIIECTBIIIETCS IOA pacnucKky. Ha BbImaHHOE JA€m0  3aBOAMTCA  KapTa-3aMECTUTENb,
roMellaemMasl Ha MeCTO BBIJAHHOTO Jena. B Hell ykasbIBaeTcs CTPYKTYpPHOE IOAPA3ZACIICHUE,
WHJEKC JeNla, Jara ero BblJa4d, KOMY J€Jl0 BBIJAHO, Jara €ro BO3BPALLEHHs,
npeaycMaTpuBaroTCs rpadbl Ui PaCHUCOK B MOJIYYSHUHU U ITpUEME JIea.

Jena  BBIJAIOTCS BO  BPEMEHHOE  IIOJIb30BAHUE  COTPYAHUKAM  CTPYKTYPHBIX
NOJpa3/IeNIEHUIl Ha CPOK He 0oJiee OJHOTrO MecsLa U MOCIIE €ro UCTEYEHUs MOJIekKaT BO3BPaTy.

NHBIM opraHaM M OpraHu3anysM Jejla BBIJAIOTCS HAa OCHOBAaHUM HX IMCBMEHHBIX
3allpoCOB €  paspemieHust pykosogurens McnomnutensHoro komurera JlammeBckoro
MyHHULIMNIaJTbHOTO paiioHa PecnyOnumkm TatapctaH WM €ro 3aMecTUTENs, KypUPYIOILEro
BOIIPOCHI JEJIONIPOU3BOACTBA, 10 aKTaM.

Ecan ornenbHblE TOKYMEHTBI, YK€ BKIIOUYECHHBIE B JI€JI0, HAXOIAIIEeCs Ha TEKYIIEM
XpaHEHUH B CTPYKTYPHOM MOJpPA3JIeNI€HUH, BPEMEHHO TPEOYIOTCSI COTPYIHUKY, OHH MOTYT OBITh
BBIJIaHBl M3 Jlefla OTBETCTBEHHBIM 3a (OPMHpPOBAHME U XpaHEHHE Jel, a Ha HX MecCTO
BKJIQ/IBIBACTCS JINCT-3aMECTUTENb, C YKa3aHHEM - KOIJa, KOMYy M Ha KakOW CpOK BBIJIaH
JOKYMEHT.

N3bsTHe JOKYMEHTOB U3 J€1 MOCTOSHHOIO XPaHEHUs JOIYCKAETCS B MCKIIFOUMTENIBHBIX
Coy4yasix M IIPOM3BOAUTCS C PA3PEIICHHs pyKOBOAWUTEN VICIIOTHUTENBHOTO KOMMTETA
JlanieBckOoro MyHUIMNAIbHOrO paioHa PecnyOmukm TarapcraH ¢ OCTaBICHMEM B JEle
3aBEPEHHOM KOIMU JOKYMEHTA U aKTa O IPUYMHAX BbIIAYM I10UIMHHUKA.



8. IloaroroBka J0KYMEHTOB M J1e] K nepeaade B apxuB CnoJTHUTEILHOT0O KOMUTETA
JlanmeBckoro MyHnuunaabHoro paiona Pecmyoiuku TaTraperan

Jnst xpaneHust JOKyMeHTOB ApxuBHoro ¢onaa PecryOnuku Tarapctan m JOKYMEHTOB
nosiroBpeMeHHOro (cBeimie 10 jeT) cpoka XpaHEHHUs, MMEIOIIMX IMPAKTUYECKOE 3HAYeHHE, a
TaKXe JIOKyMEHTOB II0 JMYHOMY COCTaBY, UX y4eTa, UCIOJIb30BaHUS, OTOOPA M MOATOTOBKU K
nepefgadye  Ha  [OCTOSIHHOE — xpaHeHue  McmonHutenbHOoro  komurera  JlaumieBckoro
MyHHULIMTNIaTbHOTO paifona Pecny6muku Tarapcran oOpasyer apXus.

[ToaroToBka JOKYMEHTOB M JI€] K II€peade Ha apXUBHOE XPAHEHUE M HA YHUYTOXKEHUE
IIpEeayCMaTpPUBAET:

IKCIEPTU3Y UEHHOCTU JOKYMEHTOB;

odopMIICHHE JEIT;

COCTaBJICHUE OIUCEH J1e]1 110 pe3ynbTaTaM IKCIEPTU3BI UX LIEHHOCTH;

COCTaBJICHUE AKTOB HAa YHUYTOXEHHE JOKYMEHTOB M JI€JI C MCTEKIIUMHU CpOKaMHU
XpaHEeHHUs.

8.1. DkcnepTU3a HEHHOCTH IOKYMEHTOB

OKkcnepTu3za LEHHOCTH JOKyMeHTOB B lcmonnutensHoM komurere JlanmeBCKOro
MyHULIMNIaJbHOTO paiioHa PecnyOnuku Tarapcran Ha cTaauu AEIONPOU3BOJICTBA IPOBOJIUTCS:
IPU COCTaBJIE€HUU HOMEHKJIATypbl Jied; B Ipoliecce (QOpMHUpOBaHUS J€I U IPOBEpKE
IIPaBUJIBHOCTH OTHECEHUs AOKYMEHTOB K JelaM; IpH IOATOTOBKE €N K Iepelaye B apXuB
HcnonautenbHoro komuteTa JlanmeBckoro MyHuIMnaibHoro paiona Pecriyonuku TarapcraH.

OKcnepTu3a [EHHOCTH TOKYMEHTOB IPOBOJUTCS HAa OCHOBE KOMILJIEKCHOIO ITPUMEHEHHUS
KPUTEPHEB POUCXOKAECHUS JOKYMEHTOB ((YHKIMOHAIBHO-IEJIEBOr0 Ha3HAUCHHsI OpraHU3aliuu
C YY4ETOM €€ pOJIM WJIM THIIOBOIO XapaKTepa, BPEMEHH M MeCTa CO3/1aHus JOKYMEHTa W T.IL.),
CoJepKaHUs JOKYMEHTOB (3HaUMMOCTH HWH(POpPMALMU, B TOM 4YHCIE €€ YHUKaIbHOCTH,
TUNIUYHOCTH WJIM TIOBTOPSIEMOCTH, BHJA JOKYMEHTa, €ro IOMJMUHHOCTH), BHEUIHUX
0COOEHHOCTEHN JOKYMEHTOB ((hOpMbI (PUKCUPOBAHUS U TEPEAUYH COJICPKAHUS, YIOCTOBEPEHUS U
odopMIIeHHUST TOKYMEHTA).

Jinsg  opraHu3zanMM M NPOBEACHUS  DKCIEPTU3bl LEHHOCTM  JOKYMEHTOB B
UcnonautenbHoM KoMuTeTe JlaWIeBCKOTO MYHUIIMIAIBLHOTO pailona PecnyOnuku Tarapcran
co3/1aeTcs MOCTOSIHHO JieiicTBytomas skcnepTHas komuccus (9K).

@ynkiun u npaBa OK, a Takxke opraHusanus ee pabOThl ONpPEeNseTcs MOJOKEHHUEM,
KOTOpO€  yTBepxKaaercs pykosomgurenem  McmomnurensHoro komurera  JlawimeBCKOro
MyHUIMnagbHoro paiiona Pecny6nuku Tatapcran. ITonmoxenune 06 DK no ero yrBepxaeHus
noiexuT cornacoBanuto ¢ DIIMK TarrmaBapxusa.

OKkcnepTu3a IIEHHOCTHM  JIOKYMEHTOB  IIOCTOSIHHOTO W BPEMEHHOIO  XpaHEHHUS
OCYILIECTBIISIETCA €KErOJTHO COTPYAHMKAMH COOTBETCTBYIOIIMX CTPYKTYPHBIX MNOJpa3/IeICHUN
HcnonautenpHOro komurera JlanmeBcKOro MyHHIIMNAIBHOTO paiiona Pecryonuku Tarapcran
coBMecTHO ¢ DK 1o HenocpeaCTBEHHBIM METOJIUUYECKUM PYKOBOJCTBOM JIMIA, OTBETCTBEHHOIO
3a apXUB.

IIpu mnpoBeneHMM SKCIEPTU3bl IEHHOCTH JIOKYMEHTOB OCYIIECTBISIETCS OTOOp
JIOKYMEHTOB IOCTOSIHHOTO W JIOJITOBpeMeHHoro (cBbimie 10 5eT) XpaHeHus Uil mepeaay B
apxuB HcrnomHutenbHoro komutera JlaWieBCKOro MyHULMIAIbLHOTO paifoHa PecryOiuku
Tarapctan; oTOOpP JOKYMEHTOB C BpPEMEHHBIMH CPOKAMU XpaHEHUs M ¢ moMmeTkod ““Jlo
MUHOBaHHMSI HAJOOHOCTW’, TMOAJEXKAllUX JalbHEHIIeMy XpaHEHHI0 B  CTPYKTYpPHBIX
MO/IPA3/ICNICHNSX; BBIICIICHHE K YHMUYTOXXEHHUIO JENI 332 NPEeAbIAYIIUEe TOAbl, CPOKH XpaHEHUS
KOTOPBIX UCTEKJIH.

OT0Op IOKYMEHTOB Uil IIOCTOSIHHOTO XpaHEHUs MPOBOAUTCS Ha OCHOBAaHUH



®denepanpHOro 3akoHa «O0 apxuBHOM Jiesie B Poccuiickoit @eneparum» ot 22 oktsops 2004 No
125-®3, [lIpaBun opraHu3anud XpaHCHHs, KOMIUICKTOBAHMS, yde€Ta M HCIOJIb30BAHMS
JTOKYMEeHTOB ApxuBHOro ¢onna Poccuiickoit dexepannu M Apyrux apXUBHBIX JOKYMEHTOB B
OopraHax ToOCyJapCTBEHHOM BJIACTH, OpraHaXx MECTHOI'O CaMOYIIPaBJIEHHS M OpraHU3alusiX,
YTBEPXKACHHBIX NpUKa3oM MuHucteperBa KynbTypsl Poccuiickoit ®denepanuu ot 31 mapra 2015
r. Ne 526, IlepeyHss THMOBBIX YIPaBICHYECKHX APXMBHBIX JOKYMEHTOB, OOpa3yIOLIMXCS B
IIPOLIECCE NIEATENBHOCTH TOCYNApPCTBEHHBIX OPraHOB, OPraHOB MECTHOIO CaMOYIPAaBIEHUS U
OpraHM3alnuii, ¢ yKa3aHHMEM CPOKOB XpaHEHHs, YTBEPXKACHHOIO INpUKa3oM MuHucTtepcTBa
KyabTyphl Poccuiickoii ®enepanmu ot 25 aBrycra 2010 r. Ne 558, IlepeuHss HJOKYMEHTOB,
oOpasyronuxcst B AedarenbHocTH denepanbHOr0 apxXMBHOIO areHTCTBA U I0JBEJOMCTBEHHBIX
€My OpraHM3aiuil, ¢ yKa3aHHUEM CPOKOB XpPAHEHMs, YTBEPXKAECHHOIO NpukazoM PDeneparbHOTO
apxuBHoro areHtcTtBa oT 30 sHBapsa 2013 r. Ne 12, HOpMAaTHBHO-METOJUYECKUX JTOKYMEHTOB
®enepalibHOTO apXUBHOIO areHTcTBa U TarriaBapxuBa, HOMEHKIATYphI Jien VcroiHUTEnbHOTrO
komuTeTa JlanmeBckoro MyHMLMIAIbHOrO paiioHa PecnyOmuku TaTtapctaH M HacTosLed
WMHCTpyKIMHU IIyTe€M IOJUCTHOIO IPOCMOTpa €.

B nenax mMOCTOSIHHOrO XpaHEHUs MOMJIEXKAT U3BATUIO JyOJIETHBIE HK3EMIUIAPHI
JIOKYMEHTOB, YEPHOBUKHU, HEO(OPMIIEHHbIE KOIUH JOKYMEHTOB M HE OTHOCSIIUECS K BOIPOCY
JOKYMEHTBl C BPEMEHHBIMH CpOKaMH XpaHeHMs. OKOHYATENIbHOE PEUICHHE IO pPe3ysbTaTaM
AKCIEPTU3BI LIEHHOCTH JA0KyMeHTOB npuHuMaeT DK McnomHnuTensHoro komutera JlanmeBckoro
MYHUIIUTIATBHOTO paiiona PecryOimku TaTapcras.

ITo pe3ynpTaTam 3KCHEPTU3bI LIEHHOCTH JOKYMEHTOB Jena McnoaHuTensHoro komureTa
JlanmeBcKOro MyHHUIMIAIBHOTO paiioHa PecryOmmku Tartapcran momsiexat oOpMIICHHUIO, Ha
Jiefia  MOCTOSTHHOTO, JOJArOBpeMeHHOro (cBeimie 10 jer) XpaHeHUs M MO JMYHOMY COCTaBy
COCTaBJISIIOTCS OIUCH €N, Ha JIeJla BPEMEHHOIO XPaHEHUs, CPOK XPAHEHMsS] KOTOPBIX HCTEK, —
AKThI O BBIJICTICHUH JI€JI K YHUUTOXKEHUIO.

8.2. Ogopmienue e

8.2.1. O6noxka (TUTYJIBHBIA JIUCT) Jiesia MOCTOSIHHOTO, BpeMeHHoro (cBeime 10 er)
XPaHEHUs U 10 JMYHOMY COCTaBy 0(OpMIISIETCs 0 yCTaHOBJIEHHOH dopMe (mpuioxenue Ne 16).
Hannmucu wa oOnokkax jen (TOMOB), CJENYET BBINMOJHATH YEpHUIIAMHU, pa3doopumBO, Oe€3
cokpamiennii. Ecnu Ha 0O0JOXKKY HaKJIEWBACTCS THUTYJIBHBIM  JIUCT, W3TOTOBJICHHBIN
TUTIOTpaCKUM  CIOCOOOM, TO HAAMKHCH Ha HEM MOXHO T[eyaTaTb. [HUTYJIBHBIA JIHCT
PEKOMEHIyeTCsl HAaKJIeUBaTh C HAKJIAIKON KJies Ha BCIO MOBEPXHOCTH JIUCTA C TEM, YTOOBI MOJ
HUM HE 00pa30BHIBATIOCH MTYCTOT.

Ha oO0Onoxke pnenma yka3bIBarOTCS PEKBU3UTHI: HaMMEHOBaHHE VICTIOMHUTETHHOTO
KOMHUTETA JlanmeBckoro MYHULUTIAIBHOTO paiioHa Pecry6omuku Tartapcran
(bonmoobpaszoBatenss) W CTPYKTYPHOTO TMOJpa3JeieHUs, IeJIONPONU3BOJCTBEHHBI HOMEp
(WHAEKC) Jena, 3aroJIOBOK Jefa; jaaTta jaena (Toma, 4acTH); KOJWYECTBO JINCTOB B JIEJNE; CPOK
XpaHEeHUs Jejia U HOMEP CTAaThH MO0 TIEPEUHIO0; apXUBHBIA MUdp Aena.

PexBu3uThl, mpocTaBisieMble Ha OOJOXKKE (TUTYIBHOM JHCTE) Jena, O(GopMIIsIoTCs
CJIEAYIOIIUM 00pa3oM:

- HauMeHoBaHue VcnonHutenbHOro komutera JlaMmeBCKOro MYHMIIMIAIBHOTO pailoHa
Pecniybnuku Tarapctan - yka3bIBaeTcsl MOJHOCTBIO, B IMEHHUTEIHHOM MaJieke, C yKa3aHUeM
opHUIIMaTBEHO TPUHITOTO COKPAIIEHHOT0 HAMMEHOBAHUSI, KOTOPOE YKa3bIBAETCSl B CKOOKaX Tociie
MOJIHOTO HAaMMEHOBaHUWsA. B ciydasx, Korja B TE€UEHHE Troja, 3a KOTOPHIH TOTOBSITCS Jeia,
UcnonauTenpHpld KOMUTET JIaMIIEBCKOTO MYHHITMTIATBHOTO paiioHa Pecmybmuku Tarapcran
Ob1  TIepeMMeHOBaH (mpeoOpa3oBaH) W OTO HE BBI3BAJO BO3HUKHOBEHWS HOBOTO
b oHI000pa30BaTENSI, O] CTAPHIM €TI0 HANMEHOBAHHUEM MHIIETCS] 1 HOBO€ HAWMEHOBAHNE,

- HAMMEHOBaHUE CTPYKTYPHOTO MOJIpa3/IeJICHus - 3alUChIBAECTCS €r0 Ha3BaHUE B COOTBETCTBUU



C YTBEPKIECHHOU CTPYKTYPOIi;

- JEIIONMPOU3BOACTBEHHBIN HOMEp (MHACKC) Jena - MpocTaBisgeTcs udpoBoe 0003HAUCHHE
(MHIEKC) Aena o HOMEHKJIAType JIeNT; €CIIH JIeNI0 COCTOUT U3 HECKOJIBKUX TOMOB, TO Ha 00J0XKKE
IIEPBOI0 TOMA YKa3bIBAE€TCS KOJIMYECTBO TOMOB 3TOTO JI€NA, a Ha MOCIEAYIOIIUX TOMaX - HOMEP
OUYEpEeIHOTO TOMA, Ha MTOCIEAHEM TOME IOCIIE €r0 HoMepa J00aBIISIEeTCs CII0BO "MoCIe HIi";

- 3aroJI0BOK (HaMMEHOBAHME) Jieja - IEPEHOCUTCS U3 HOMEHKIJIATYphl /€], COTJIACOBAaHHOM C
OIIMK TI'naBHoro apxuBHoOro ympasieHus: npu Kabunere MunuctpoB Pecnyonuku Tarapcran
(B HEOOXOIMMBIX CITydasix B 3aroJIOBOK BHOCSATCS YTOUHEHHUS: HOMEpa MMPUKA30B, MPOTOKOJIOB U
Ip.). 3aroJIoBOK Jeja JOJKEeH ObITh KPaTKUM U B TO K€ BpeMs IMOJHO PAaCKpbIBaTh COAEpIKaHUE
HNOAUINTBHIX B J€JI0 JIOKYMEHTOB. B 3aronoBke yKa3blBalOTCA BUIbl UMEIOUIMXCA B Jele
JIOKYMEHTOB, X aBTOp M MO KaKOMy OHH Bompocy. Ecnu HanMeHoBaHUWE Jeia HEe pacKpbIBaeT
coJlep)KaHuE NOALIMTBHIX B HeM JoKyMeHTOB ("Pasnas mepenucka", "llepenucka mo oOumum
BoIpocam" U T.II.), COCTaBJISIETCSI HOBOE HAUMEHOBAHUE, OTPAXKAIOLIEE COAECPKAHUE MOAIINTHIX B
Jene JOKYMEHTOB, U 000XkKa aena mepeodopmisiercs. Ecnu geny Henb3s JaTh OAHO oOIiee
KpaTKOe HaMMEHOBAaHUE, TO 3ar0JOBOK COCTABISETCS MyTeM O00OOIIEHUS CXOAHBIX TOKYMEHTOB
WM TIePEUUCIICHNUs HanboJjee BaKHBIX;

- aTa Jiena - yKa3bIBaroTCs ro/i(bl) 3aBe/ICHUs] U OKOHYAHHUSI JIeNa B ICJIONPOU3BOICTBE.

Jlatoit nmen, coiepXalux pacloOpPSIUTENbHYI0 JOKYMEHTAIMIoO, a TakkKe Uil Jied,
COCTOAIINX M3 HECKOJIBKUX TOMOB (4acTeil), SBISIOTCA KpailHWEe JaThl JTOKYMEHTOB Jeja, T.e.
JaThl (4MCI0, MECSAL, T'OJ[) perucTpanuu (COCTaBJIEHUS) CaMOr0 PaHHEro M CaMoro IO3/HEro
JIOKYMEHTOB, BKIIFOUEHHBIX B J1e10. [Ipu 3TOM, ymnciio (AByMs mudpamu) U roj 0003HAYAIOTCS
apabckumu nuppaMu, Ha3BaHUE MecAlla MUIIETCs ciaoBaMu. Eciii B €710 BKITIOYEHBI JOKYMEHTHI
(MpUIIOXKEHHs | T.I1.), JAaThl KOTOPBIX BBIXOAT 3a KpailHHe IaThl JeNa, TO MO JaTaMu Jena, C
HOBOM CTpPOUKHM JenaeTrcs o0 3ToM 3amuck: "B nene umerorcss MOKyMeHTHI 3a...rof (b1)". [aTs
Jiela MOTYT HE YKa3bIBaThCS Ha OOJIOXKKE JIed, COJAEp KalluX, HAalpUMEp, TOJOBbIE IUIaHBI U
OTYETHI, TAK KaK OHU OTPAXKAIOTCS B 3arOJIOBKAX JIE.

Jns nen, copMUpOBaHHBIX M3 JTOKYMEHTOB 110 HOMHUHAJIBHOMY MpPHU3HAKY, TO €CTh IO
BUJAaM JIOKYMEHTOB (TIpMKa3bl, PacIoOpsKEHUs, aKThl U T.II.), IaTOW Hayasa JieNa sIBISIeTCS JaTa
MOJIMCAHUST WIIM YTBEPXKJCHUS CaMOTO pAHHETO IOKYMEHTa, a JaToil OKOHYaHHs - JaTa
noAnucanus (yTBEp>KIASHHs) CaMOro MO3/IHEro JOKyMEHTa.

JlaToii nema, conepiKaiiero MpoOTOKOJIbI 3aCeIaHMi, SBIAETCS JaTa YTBEpXKACHUs (eciu
OHHU YTBEPKAAI0TCs) UM COCTABJICHUS IEPBOTO U MOCIETHET0 MPOTOKOIA.

Kpaitnumu natamu ITUYHOTO JAefia SIBISIFOTCS JIaThl MOANUCAHUS MPUKA30B O MpPUEME U
YBOJIBHEHUU JIMIIA, HA KOTOPOE OHO 3aBeleHO. B ciydae cMmepTu sinia, Ha KOTOpPOE 3aBE/IEHO
JIeN10, KOHEYHO! AaToi sBiseTcs JaTta JOKYMEHTA, U3BEIAIOIIEero O €ro KOHUMHE, WK 3aIlUCh 00
3TOM COTPYJIHUKA KaJIPOBOM CIIY>KOBI.

Jia gen, copepXaliyx IMEpPenucKy, AAaToll Hayana jena sBiseTcs JaTa MOCTYIUICHUS
NIEPBOTO BXOJSAIIETO WM JaTa MEPBOTO HCXOJIIEro JOKYMEHTa, a JIaTOM OKOHYaHWs - JaTa
CaMoro IMO3HEr0 BXOJSIIET0 WM MCXOMAIIETO JOKYMEHTa HE3aBUCHUMO OT MECTa HaXOXKJIECHUs
UX B JIeTIe.

KonnyectBO mpoHYMEpOBaHHBIX B Jiefie JIMCTOB MPOCTABISETCA C JIMCTa-3aBEpUTENs
Jena.

PexBusut "Cpok XpaHEHHUs Jiela U HOMEpP CTAaThU MEepeyHs" MEepeHOCUTCS Ha OOJIOKKY
Jiella U3 COOTBETCTBYIOIIEH HOMEHKJIATypbl JIeJ IOCJIE€ CBEPKU €ro CO CPOKOM XpaHEeHHs,
yKa3aHHBIM B IMEPEYHE THUIOBBIX JOKYMEHTOB WJIM B TIEpEUHE TOKYMEHTOB, OOpa3yIOIIUXCS B
nesTenbHOCTH — VcrmomHuTenpHOrO  KomuTeTa JIaWIIeBCKOro  MYHHUITMIAIBHOTO — paiioHa
PecnyOnuku TarapcraH, ¢ ykazaHHEM CpPOKOB XpaHEHHUs (IIpU BBEIEHUHM B JEWCTBHE HOBBIX
NepevHell TOKyMEHTOB CO CPOKaMH XpaHEHHs CTapble 3alllCH 3a4epKUBAIOTCS, & CBEpXY HIIH
psIOM TMUOIYTCS HOBBIE JaHHBIE). Ha nemax MOCTOSIHHOTO XpaHeHHs mnuiiercs: "XpaHUTb



IIOCTOSTHHO".

ApxuBHbI mudp aena (CocTouT U3 HoMepa (poHIa, HOMepa ONMUCH U HOMepa Jiefia Io
OINHKCH) Ha OOJIOKKAX JeJ MOCTOSHHOIO XpaHEeHUsl MPOCTaBIsieTCs B apxuBe VICMOIHUTENBHOTO
KoMuTeTa JlaumieBckoro MyHUITMIAILHOTO paiiona Pecrybnuku TaTapcTaH 4epHUIAMH TOJIBKO
1ocjie BKJIKOYEHHs ATHX JI€J B IOJOBBIE pa3/ieibl CBOJIHBIX onuced, yrBepxkaeHHbIX OIIMK
['maBHOrO apxuBHOro ympasieHus npu KaOunere MunuctpoB Pecnyonuku Tarapcran, (10
9TOI0 OH IPOCTABJISAETCS KapaHJalloM).

Ha oOnoxkax e IOCTOSHHOTO XpaHEHHMs IpEeAyCMaTpUBAaETCsl MeECTO  JUis
HalMEHOBAHMUsA MYHUIUIAJIBHOIO apxXuBa, B KOTOpBIH OyayT mepenaBaTbCsi Jeia, KOJIOB
MYHUIUIAIBHOIO apXuBa W opraHa/opranmsauuu no OOmiepoccuiickoMy KinaccupukaTopy
npeanpustiii u opranmzamuid  (OKIIO) u OOmepoccuiickoMy Kiaccu(pUKaTOpy OpPraHOB
rocynapcTBeHHOU BiaacTu U ynpasieHus (OKOI'Y).

[To oxoHYaHMU TOAA B HAJIUCH HA OOJIOKKAX JIEN MOCTOSIHHOTO U BPEMEHHOTO (CBBIIIE
10 5er) XpaHEHHsS BHOCSTCS YTOYHEHHs: NMPH HECOOTBETCTBUU 3aroJioBKa Jel Ha OOJOXKKe
COJIEP’KaHUIO MOALIMUTBIX JIOKYMEHTOB B 3ar0JIOBOK Ji€jIa BHOCSATCS. U3MEHEHUS U IOIIOJHEHMS.

HaumenoBanus ¢ongooOpasoBatesis M HOApa3JeNeHus, ToJ M HOMEp JejJa MOTyT
HPOCTABIATHCS HA 00JI0KKE IITAMIIOM.

[IpaBunbHOCTH O(OpMIIEHUS OOJOXKKHM Jiela YIOCTOBEpSAETCS IMOJIMMCHIO  JIUIIA,
OTBETCTBEHHOT'O 32 BEJCHUE JICJIONIPOU3BOICTBA.

8.2.2. B menax obecrneueHUs COXPAHHOCTUM U 3aKPEIUICHUS MOPSAKA PaclOiIOXKEHUS
JIOKYMEHTOB, BKJIIOYEHHBIX B JI€JI0, BCE €r0 JIUCThl, KPOME YHUCTBIX, JIMCTAa 3aBEpUTEN U
BHYTPCHHEH ONWCH, HYMEPYIOTCS B pPa3BepHYTOM BHAE apaObCKuMu mHQpamu, BaJIOBOU
HyMepauueil. Yuctble JUMCTBI U3 jena u3bIMaroTcs (0e3 MOBpEXAEHUs LENOCTHOCTU JieNa) U
YHMUTOXKAIOTCA. JIUCTBI HyMEpPYIOTCS NMPOCTHIM KapaHJallOM CBEPXY BHHU3 B BO3pacTarolleM
HOpsiIKe HOMEPOB, HAYMHAas ¢ nepBoro. Lludpel npocraBisfoTcs B IpaBOM BEPXHEM YIIIy JIUCTA,
HE 3a7eBasi TEKCTa JOKYMEHTOB. JINCTBI BHYTPEHHE!N ONHUCU HYMEPYIOTCS OTAEIBHO.

JIcThl fen, COCTOSIIUX W3 HECKOJIBKMX TOMOB MJIM 4acTed, HyMEPYIOTCS IO KaKIOMY
TOMY WJIM YacTH OTAENbHO, HauuHas ¢ 1-ro. [IpuiiokeHus K Jieny, NOCTYNUBIIUE B IEpPEIUIETE,
0(QOPMIISIFOTCS] KaK CAMOCTOSITENIbHBIE TOMA M TaK)K€ HYMEPYIOTCS OTAEIBHO.

JIoKyMeHTBl ¢ COOCTBEHHON HyMmepalueil JUCTOB, B TOM 4HCIE Ie4YaTHbIE H3AaHUS
HYMEpYIOTCSI B OOIIEM NOPSAIKE WM COXPAHSIIOT COOCTBEHHYIO HYMEpAallMi0, €ClId OHa
COOTBETCTBYET MOPSAIKOBOMY PACIIOJNIOKEHHIO JINCTOB B JIETIE.

dotorpaduu, 4epTekH, AUArpaMMbl U JAPYrHe WUIIOCTPATHUBHBIE U ClEHUPUUECKUE
JIOKYMEHTBI, MPEACTaBISAIOIINE CaMOCTOSTEIbHBIN JHCT B JieNe, HyMepyloTcs Ha O0OOpOTHOM
CTOpPOHE B JIEBOM BEPXHEM YTIIy.

Cnoxennplii suct Oosbmioro ¢opmara (dopmara A3, A2) pa3BopauuBaercs U
HyMepyeTcs B NIpaBoM yacTH BepxHero mnoss Jjucra. [Ipu stom mamcr moboro ¢opmara,
MOAIINTHIA 332 OJIMH Kpal, HyMEpYyeTCsl KaK OJWH JIHUCT; a JIMCT, CIIOKEHHBIM M MOAMINTHIA 3a
CepeuHy, OJUIEKUT NEePEelINBKE U HyMepyeTcsl KaK OJMH JIUCT.

JIvcT ¢ Harmyxo HakJIeeHHBIMU JTOKyMeHTaMH ((oTtorpadusiMu, BEIpe3KaMu, BBINMUCKAMU
U JIp.) HyMepyeTcs, KaK OJMH JIUCT; B HWXKHEW 4acTH WJIM Ha 00OpOTE TAKOIO JIMCTA JIENaeTcs
ONKCh HAKJIIEEHHBIX HAa HErO IOKYMEHTOB. BOo BHYTpeHHEN ONUCH U B 3aBEPUTEIBLHON HAJIUCH B
KOHIIE Jejla O TAaKuX JIMCTax Jenaercs orosopka. Hampumep: "Ha nmcre 6 HakineeHo 5
dotorpaduii corimacHo onucu Ha 060poTe nucTa'.

KapTel u cxembl, CkiieeHHbIE U3 HECKOJIBKUX JINCTOB, HYMEpYIOTCS Kak oAuH jucT. Ha
TaKHX JIMCTaX Ha 000pOTe MM CBOOOJHOM OT TEKCTa MECTE YKa3bIBAETCsI KOJUYECTBO JIUCTOB B
ckiielike. Bo BHYTpeHHEH ONKMCH W B 3aBEPUTENIBHOM HAAMMCH B KOHIIE JieJa O TaKHUX JIMCTAX
nenaercs oropopka. Hanpumep: "JIuct 7 - kapra-ckieiika u3 10 nmuctos".

Eciu k 1OKyMeHTy (JIMCTY) MOJKJIEEHBl OJAHMM KpaeM JApYyrue AOKYMEHThI (BCTaBKH



TEKCTa, MePEBObI, BBIPE3KH, CIPABKH M Ap.), TO KaXKIbIH TOKYMEHT HYMEpPYETCs OTIENBHO,
OYEPEIHBIM NTOPSIKOBBIM HOMEPOM.

[lonmmTeie B €10 KOHBEPTHI C BIOXKEHUSIMU HYMEDPYIOTCS: BHauaje KOHBEPT, a 3aTeM
OUYepeHBIM HOMEpPOM KaXKIOoe BIOKEHHE B KoHBepTe. Hambonee 1meHHBIE B UCTOPUYECKOM U
XYI0KECTBEHHOM OTHOILICHUM JOKYMEHTHI (UepTeXH, pyKomucH, rpadpuka U T.J.) HE
MOJLINBAIOTCS, a BKJIAIbIBAIOTCS] B KOHBEPTHI.

Ecnu B HyMmepauuu JIMCTOB JIOMYILEHO MHOIO OUIMOOK, BCE J€JI0 HyMEPYEeTCs 3aHOBO.
ITpu 3TOM CcTapble HOMEpa 3a4epKUBAOTCS OJTHOM HAKJIOHHOM 4E€PTOM, U PSIIOM CTaBUTCS HOBBIN
HOMeEp JIMCTa. B KOHIlE Jena cOCTaBisAeTCsl HOBAsl 3aBEpUTENbHAsl HAAIUCh, IIPU 3TOM CTapas
3aBEpUTEINIbHAS HAAIIUCh 3a4E€PKUBACTCS, HO COXPAHSETCA B JEJIC; BHOCATCSA TAKXKE UCIPABICHUS
BO BHYTPEHHIOIO ONKCH UM OIIUCh COCTABIISIETCS 3aHOBO.

[Ipn Hamuuuy OTHENBHBIX OMIMOOK B HyMEpalMH JUCTOB B J€JIaX MPU MOArOTOBKE MX K
c/1adye B apXMB, JOMYCKAETCS MO COTNIACOBAHUIO C HUM YIOTpeOIeHHE TUTEPHBIX (C OYKBEHHBIMU
JIOTIOJIHEHUSIMU ) HOMEPOB JIMCTOB.

8.2.3. Ilocne 3aBeplieHUs HyMEpPALUU JIMCTOB COCTAaBISETCS 3aBEpUTENbHAsI HAAIMCh,
KOTOpasi pacroJiaraercs B KOHLE Jeja. 3aBEepUTEIbHAas HAIIUCh COCTaBIISETCS B JE€Je Ha
OTJEJILHOM JHcTe-3aBeputenie aena (mpuioxenue Ne 17). B Hell nudppamMum U Oponuckio
yKa3bIBAETCSl KOJIMYECTBO JIUCTOB B JAHHOM Jiejle, OTMEYarTCsl OCOOEHHOCTH OTAEIbHBIX
JIOKYMEHTOB (d4epTexu, Gororpaduu, pUCYHKH H JIp.) U (HU3HUECKOTO COCTOSHHUS TOKYMEHTOB
(momapku, Hepa30OPUYMBHIN TEKCT, IIOPBAHHBIC JIUCTHI U 1IP. ).

3aBepuTeIbHAS HAIKCH MMOANMCHIBACTCS €€ COCTABUTENIEM C yKa3aHHEM paciiu(ppoBKU
HOJIUCH, JOJDKHOCTU M JaThl cocTaBieHHs. KoauuecTBO JUCTOB B Jefie MPOCTABIAETCA Ha
00JI0KKE J1eJ1a B COOTBETCTBUHU C 3aBEPUTENLHON HAIIHUCHIO.

8.2.4. JIna ydyera NOKYMEHTOB ONPEICIICHHBIX KaTErOPUil IOCTOSHHOIO U BPEMEHHOIO
(cBpime 10 ser) XpaHeHUs, y4eT KOTOPBIX BBI3bIBaeTCS CHEHM(PUKON TaHHON JOKyMEHTaluu
(ocob0 1eHHblE, JUYHBIE [ela, Jela € JOKYMEHTaMH OrPaHMYE€HHOro JOoCTyma U Jp.),
COCTaBJIIETCS] BHYTPEHHSISI OIIMCh JJOKYMEHTOB Jiesa (npuiioskenue Ne 18).

BHyTpeHHSAs onuch JOKYMEHTOB Jiella COCTaBIIsSIeTCs Takke Ha oObeMHbIE Jelna
MIOCTOSIHHOTO M BpeMeHHoro (cBbimie 10 5eT) XpaHeHHs, €ciu OHU CGHOPMHUPOBAHBI IO
Pa3HOBUIHOCTSM JOKYMEHTOB, 3arOJIOBKM KOTOPBIX HE PACKPBHIBAIOT KOHKPETHOE COJEpKaHHE
JIOKYMEHTOB, C IIeJIbl0 y4yeTa W Oosiee OBICTPOTO HAxXOXKIEHHS JOKYMEHTOB B jene. Bo
BHYTPEHHIOIO OIUCh MOMUMO JIOKYMEHTOB, MOJALIMTHIX B J€JI0, JOJKHBI OBITh BHECEHBI U BCE
IIPWJIOKEHUS, OTHOCSIIHAECS K HEMY.

JIucThl BHYTpEHHEN ONMCH MOJIIMBAIOTCS B Hadaie Jena. Ecnu neno nepenieTeHo uim
noamuTo 0e3 OJlaHKa BHYTPEHHEH OMUCH JTOKYMEHTOB, TO COCTaBJEHHAs IO YCTaHOBJICHHOMN
(dbopmMe OmuCh MOJKIECUBACTCS 3a BEPXHUI Kpail K BHYTPEHHEH CTOPOHE JIMIIEBOW 0OJIOKKH Jiena.

BHyTpeHHsE OnuCh JOKYMEHTOB JieJa COCTaBJsIeTCsl Ha OTAEJIbHOM JIUCTE IO
YCTaHOBJIEHHON (hopMe, KOTOpas COAEPKHUT CBEIEHUS O IMOPSIKOBBIX HOMEpPAx JIOKYMEHTOB
Jena, UX WHAEKcaX, Jarax, 3arojloBKax M HOMepax JHCTOB Jefla, Ha KOTOPBIX PAacIoyokKeH
KaKIbI JOKyMeHT. K BHyTpeHHEH onucu JOKYMEHTOB JIEJIa COCTABIIAETCS UTOrOBas 3aIlluCh, B
KOTOpOH yKa3bIBaeTCsl HMU(PpaMU U MPOMHCHIO KOJUYECTBO BKIIIOUEHHBIX B HEE JIOKYMEHTOB,
IIPWIOKEHUH K A€y U KOJIMYECTBO JUCTOB BHYTPEHHEHN OIUCH.

IIpn n3mMeHeHnn coctaBa JOKYMEHTOB JieNa (U3bSTHH, BKIIOYEHUH JOKYMEHTOB, 3aMEHBI
UX KONUSMH U JIp.) 3TU U3MEHEHHs OTpakatoTcsl BO BHyTpeHHel onucH B rpade "l[Ipumevanue”
CO CChUIKaMH Ha COOTBETCTBYIOIIME aKThl U IPU HEOOXOAMMOCTH COCTABIISIETCS HOBAask HTOTOBast
3aIUCh.

BHyTpeHHAS oOmuch [TOKYMEHTOB Jiela TMOJIUCBHIBAETCS COCTaBUTENEM C YKa3aHHEM
paciin(poBKU MOJIMUCH, JTOJDKHOCTH W JAaThl COCTaBJICHMSI ONUCU M TMPU HEOOXOJUMOCTHU
CKpEIUIAETCS NIEYAThIO.



8.2.5. JlokyMeHTHI B Jellax IOCTOSHHOTO, JoJToBpeMeHHoro (cBeime 10 jer) u mo
JMYHOMY COCTaBY MOJALIMBAIOTCSA HA YETHIPE NMPOKOJIA IPOYHBIMU HUTKAMU B TBEPAYIO OOI0XKKY
U3 KapTOHA, WM MEPEeIUIETAIOTCS C YYE€TOM BO3MOXHOCTH CBOOOJHOTO UYTEHHSI TEKCTa BCEX
JIOKYMEHTOB, J1aT, BU3 U PE30JIIOIUI HAa HUX. TeKCT He JODKEH NOAXOAUTh K JMHUM MOAIIMBKU
(meperera) 6imke 2 ¢M, a JIMCTHI HE JTOJDKHBI BBICTYNATh 3a Kpast 0010kKu. B cimyyasx, korna
TEKCT Ha JOKYMEHTE PAacIOJOXKEH OJM3KO K Kpar JUCTa, K TaKOMY JIUCTY IOJAKJICUBACTCS
I0JI0CKa OyMary, 3a KOTOPYIO JOKYMEHT MOAIMBaeTcs (MepersieTaercs) B Aeo.

Pe3ontonnn pykoBOACTBa, BU3bI, COCTABICHHBIE HA OTIENBHBIX JIMCTAX, Pa3MEIIAOTCA
nepes JOKYMEHTOM, K KOTOPOMY OHU OTHOCATCSI M B TAKOM HOpPSIKE MTOAIIMBAIOTCS B JIEI10.

IIpu noaroroBke nen K NOAIMIMBKE (MEperviery) MpoBepsieTcs NPaBUIbHOCTh UX
dbopMupoBanus, ohOpMIICHHS, METAJUTHUECKHUE CKperuieHus! (OyIaBKH, CKPETKH) 3 JOKYMEHTOB
YAAJSIOTCA.

B nenax mOCTOSHHOIO XpaHEHUs MOMJIEKAT HU3BITUIO AYOJETHBIE SK3EMIUIAPHI
JIOKYMEHTOB, Y€PHOBUKH, HEO(OPMIIEHHBIE KOMUH JOKYMEHTOB M HE OTHOCSIIHECS K BOIPOCY
JIOKYMEHTBI C BpEMEHHBIMU CPOKAMU XPaHEHUS.

Jlena TOCTOSIHHOTO XpaHEHHUs, COCTOSIIIME M3 JIOKYMEHTOB 0C000il HaydHO-
UCTOPUYECKOM, XY/0’)KECTBEHHOM M MHOW LIEHHOCTH MM He()OPMATHBIX JOKYMEHTOB (KapThl,
CXEMBI, IJIaHbl, YEPTEIKHU, (POTOCHUMKH U JAPYrue AOKYMEHThI OoJsibLIOro gopmara), B LEIsIX UX
COXPaHHOCTH M yI00CTBa IOJIb30BaHUS HE MOJIIMBAIOTCS B JI€Na, a XPAHATCS CIOXKCHHBIMU B
3aKpBITBIX TBEPABIX IMANKax ¢ TpeMs KJallaHaMU U C 3aBsi3KaMM, WJIM B KapTOHHBIX (yTispax
(kopoOkax) B KauecTBe NpuiokeHu k genam. Ha kaxayro manky (KOpoOKy) cocTaBisieTcs
BHYTPEHHSIS1 ONMCh HaXOAIIMXCS B HEM IOKYMEHTOB.

Ecnu B neno B xozxe ero popMupoBaHUs ObUIM MOIIIUTHI JOKYMEHTHI C Pa3IU4YHBIMU
CpPOKaMH XpaHEHHs, TO JeJI0 paciiuBaeTcsd U (HOPMUPYIOTCS HOBBIE Ji€a, UCXOAS U3 CPOKOB
XpaHeHUs JOKYMEHTOB. [Ip1 3TOM JOKYMEHTHI ¢ HCTEKIIMMU CPOKAMH XPaHEHHsI YHUUTOXKAIOTCS
10 aKTaM B YCTaHOBJIEHHOM MOPSIJIKE.

Hena BpemeHHoro (o 10 ner) xXpaHeHHs HOJUIeXKaT YaCTUYHOMY O(OPMIIEHHIO:
JIOTIYCKaeTCsl JieJla XpaHUTh B IaNKaxX-CKOPOCIHIMBATENSAX, MATKUX OOJIO0XKKaX, HE IPOBOAMTH
nepecucTeMaTH3alulo JOKYMEHTOB B JieJie, JIMCTHl Jejla He HyMepoBaTh, 3aBEpUTEIIbHBIC
HAJMKUCHU HE COCTaBIATh. PEKBU3UTHI OOJ0XKKHU Jiefla 3allOJIHAIOTCS 10 YIPOIIEHHON cxeme (0e3
MPOCTaBJICHUsI apXUBHOT'O MK (pa, KOJINYECTBA JTUCTOB B JIEIIE).

8.2.6. O0OXKH /1€ C JOKYMEHTaMM, UCIIOJTHEHHBIMU Ha CTaHJAPTHBIX JMCTaX, JOJDKHBI
uMeTh pasmepbl 229 x 324 mM. OONOXKH Jel ¢ JOKyMEHTaMH, HW3TOTOBJICHHBIMH Ha
HECTaHJApPTHBIX JINCTaX, MOTYT UMETh Pa3MEPBI, COOTBETCTBYIOLIME Pa3MeEPaM MOAMIHNTBIX B HUX
JICTOB.

OO0KKM J1en ¢ JOKYMEHTaMM, UMEIOLIMMH JUINTelIbHbIe (25 U Oonee JeT) CpoKU
XPaHEHUs, JOJHKHBI OBITh U3TOTOBJIEHBI U3 TBEPJAOTO KapToHa. [ 00I0keK /e, claBaeMbIX Ha
MOCTOSTHHOE XpaHEHUE, MPUMEHSIETCs] OECKUCIOTHBIM KapTOH.

Jlig mpenoxpaHeHus JTOKYMEHTOB OT MEXaHMUYECKOH MOop4YM Ha MEPBOM M MOCJEIHEM
JUCTAaX Jiela, TOMa Iepe] NPOIIMBKOM HAKJIEHBAKOTCS IIOJIOCKM TOHKOIO KapToHa, 4Yepe3
KOTOpBIE U IIPOITyCKAETCs LIHYP.

IIpu odopmiieHUN Aed TPUMEHATh KAHIENAPCKUN (CHIMKATHBIN) Kied, My4HOU H
KpaxMaJbHbIA KJIEUCTEPHI HE CIEAYET.

8.2.7. loxymenTsl McnoJIHUTETBHOTO KOMUTETA JIaWIIEBCKOr0O MyHHUIIMIIAIBHOTO pailoHa
PecnyOnuku TaTapcTaH SBISIOTCS MYHHUIIMIAIBHON COOCTBEHHOCTBIO, U TIOCIE IMPOBEIEHUS
HKCIEPTU3Bl UX IIEHHOCTH B MOPAJKE, YCTaHOBIEHHOM DeepalbHbIM apXUBHBIM areHTCTBOM,
noJJIexxaT 00s3aTeNbHOM Mepeaaye Ha MOCTOSIHHOE XpaHEHHWE B MYHMIMIIAJIBHBIM apXWB, Kak
gacTh ApxuBHoro ¢onaa Poccuiickoit deneparumn.



8.3. Onucu nea

Onuce aen - apXMBHBIM CHPaBOYHUK, COJEPKAIIMA CUCTEMATU3WPOBAHHBIA IMEPEUCHb
€IMHUI] XpAaHEHUs apXUBHOro (OHIA, KOJUIEKUMH W MpeaHa3HAuYCHHBIM A UX ydera u
packpeiTusi conxepkanus. OtaenpHas ONHMCh TPEACTaBiIseT Cco0OM TepedeHb Jen ¢
CaMOCTOSITENIbHON BajIOBOW (MOPSIAKOBOM) 3aKOHYEHHOW HyMmepauuend. OCHOBOHM cocTaBieHUs
OINMCEN eI SBIISAETCS] HOMEHKJIATypa JIe.

OnucH cocTaBIISIFOTCS OTACIBHO HA 3aBEpIICHHbIE JIeTa:

- IOCTOSIHHOTO XPaHEeHHS,;
- nena BpeMeHHoro (cBbie 10 neT) XxpaHeHus;
- JIeJia 1o IMYHOMY COCTaBYy.

Ha nena Bpemennoro (10 10 jieT) XxpaHeHHs ONUCHU HE COCTABIISIOTCA.

Onucu Ha Aena COCTaBIIAIOTCS B KaKJOM CTPYKTYPHOM MOJPA3AEICHUU €XKETOAHO 0]
METOJMYECKUM  PYKOBOACTBOM  apxuBa  McnomHutenbHoro  komurera JlammeBckoro
MyHUIUNaIbHOrO paiiona Pecny6muku Tatapcran. Ilo 3TUM ommcsM JOKYMEHTBI CHIAIOTCS B
apxuB HcrnonHutenbHOro komutera JlawimieBCcKoro MyHMIIMIAIBHOTO paiioHa PecnyOnuku
TarapcraH.

Omnucu e, MOArOTOBJICHHBIE CTPYKTYPHBIMH MOJpa3AelieHUsIMU, CIY)KaT OCHOBOM st
MOJATOTOBKU CBOAHOM omucH nien McnonHuTenbHOro komuTera JIanieBckoro MyHUIIUIATbHOTO
pariona PecnyOmuku Tartapcran, KOTOPYHO TOTOBUT apXxuB VCHOTHUTENIBHOTO KOMHUTETA
JlaneBckoro MyHUIIMNAIbHOTO paiioHa PecnyOnuku TarapcTan v mo KOTOpOM OH cAaeT aena
Ha MOCTOSIHHOE XPAaHEHHE B COOTBETCTBYIOIINI MyHULIMITAJIbHBIM apXUB.

Onucu 1en CTPYKTYPHBIX MNOJpa3fesieHuN COCTaBISIOTCA 10 YCTaHOBJIEHHOW ¢opMme
(mpunoxenue Ne 19) u mpencraBisitorcss B apxuB McnonHuTenbHOro Kkomurera JlanieBckoro
MyHHULIMNIaTbHOTO paiiona PecnyOnmku TartapcTaH He mo3aHee 4eM 4epe3 TpU Toja, IMocie
3aBepIICHHUS JIeNT B IEIOMPOU3BOICTBE.

B onucsax nmen ykaspiBaeTcsi OJTHOE JAeHCTBUTENbHOE (0€3 COKpalleHU) HAMMEHOBAHHE
CTPYKTYPHOT'O NOJpa3IelIeHUs], KOTOPOE BEJIO JeNa M 3aKOHUYWIO HX AEIONpPOU3BOACTBOM. B
CIIy4asiX, KOr/la CTpYKTYpHOE MOJpa3/iefieHue B T€UEeHHE NEPHUOa, 32 KOTOPbII BHOCSTCS Jela B
OIKCh, OBUIO MEPEUMEHOBAHO (ITPe0OPa30BaHO), MO MPEKHUM HAUMEHOBAHHEM IUIIETCS €ro
HOBO€ HAaUMEHOBAHUE.

OnucarenpHasi cTaThsl OMNUCH JEJ CTPYKTYPHOIO TMOJpPA3AEICHUS HUMEET CIEIYyIoIne
DIIEMEHTBI:

- IOPSAKOBBIM HOMEp Jiena (ToMa, 4acTH) MO OIHCH;
- UHJIEKC Jiena (TOMa, YacTH);

- 3ar0JIOBOK Jiefia (ToMa, YacTH);

- nata aena (Toma, 4acTu);

- KOJIMYECTBO JIMCTOB B JIeNe (TOME, 4acTH);

- CPOK XpaHEHHUsI JIea;

- IpUMEYaHue.

I'pada «Cpok XpaHEHHUs» B ONMUCAX JI€]1 TOCTOSHHOTO XpaHEHUsI He 0(POPMIISETCS.

Ilepen BHeceHMEM 3arojIOBKOB JIeJI B ONMCU HpPOBEpsieTcs KauyecTBO (OPMHUPOBAHUS U
oopmieHHs el COOTBETCTBUE 3arojioBKa Jejla COJACPXKAHHUIO JIOKYMEHTOB B JIEliE;
NPaBUIBHOCTh O(GOPMIICHHS M TPYNIUPOBKH JOKYMEHTOB, BKJIIOUEHHBIX B J€JI0; KadyecTBO
MOJNUIMBKYA WIN TepervieTa Jesna; NpaBuiIbHOCTh HyMEpaluu JIMCTOB Jiea; Haluuue B Jene, B
HEOOXOIUMBIX CIy4yasX, BHYTPEHHEM omucu Jela MU €€ MPaBWIbHOCTh; IPaBUIBHOCTh
odopmiteHUs O0JIOKKH JIeTIa; HaJTM4Ke W MPaBIIIBHOCTh 3aBEPUTEIHLHON HAAMKUCH ea. B ciaydae
oOHapyXeHHs] HapyUIeHUI YyCTaHOBJIEHHBIX MpaBWJl (GOPMUPOBAHUSA M OGOPMIEHMS €]l OHU
YCTPaHSIOTCA.

B cnysae oOHapyXeHUss OTCYTCTBUSI J€J, YHCIALIMXCA IO HOMEHKIAType [el,



CTPYKTYPHBIMH TOJpa3ACICHUSIMHU MPUHUMAIOTCS MEpbl 0 UX po3bicKy. OOHapyKeHHbIE felna
BKJIIOYAIOTCS B OIHCh.

[Ipu cocTaBieHUU OMKCH JEI COOTIOAAOTCS CIEAYIONUE TPEOOBAHNUS:

- 3aroJIOBKH JIeJl BHOCSITCSA B OMHUCh B COOTBETCTBHM C MPHUHATON CXEMOM CHCTeMaTH3alluid Ha
OCHOBE HOMEHKJIATYpPhI JI€;

- KaXXJ10€ JIeJI0 BHOCUTCS B OIKChH O] CAMOCTOSITEIbHBIM MOPSIKOBBIM HOMEPOM (€CIIH 110
COCTOMT U3 HECKOJbKUX TOMOB (4acTei), TO KaXIblii TOM (4acTb), B TOM 4YHCIIE
chopMUpPOBaHHOE B OTHAEIbHBIA TOM TMPUIOKEHHE K Jelly, BHOCATCA B ONUCh IIOJ
CaMOCTOSITENIbHBIM HOMEPOM);

- IOPSJIOK HyMEepallu JIeJ B OIUCH - BaJOBbIN;

- MOPSAOK MPUCBOCHUSI HOMEPOB OIMUCSIM CTPYKTYPHBIX MOJIpa3/eieHUIl YCTaHABIMBACTCS 110
COTJIACOBAHUIO C ApXUBOM;

- Tpadpl ONMUCH 3AMOJHSIOTCS B TOYHOM COOTBETCTBUU C TEMHU CBEICHHUSMHU, KOTOPHIC
BBIHECCHBI Ha 00JIOKKY JIeTa;

- MHOTOTOMHBIE JIeJIa B OTKCh BHOCSTCS 1O MOPSIKY HOMEPOB TOMOB. [Ipu BHECEHUU B OMKCH
MOCJICTHET0 TOMAa IToCiIe HoMepa ToMa Jo0asisieTcs cinoBo "[locnenuuii”.

B onucu Mexny HaMMEHOBaHUSIMU (3aroJIOBKaMM) JIeNl OCTaBJISIETCSl HHTEPBall HE MEHee
1 cm.

I'pacda ommcu "Tlpumedanus" UCHoOIb3yeTCs ISl OTMETOK O TIPHEME Jell, 0COOCHHOCTSIX
UX (U3NIECKOTO COCTOSHHUSA, O Iepeaade Jeid JAPYTUM CTPYKTYPHBIM IOAPAa3JICICHHUSIM CO
CCBUIKOM HAa COOTBETCTBYIOIMI aKT, O HAIMYMUU KON U T.II.

B koHue omucu Bciien 3a MOCIHEAHEH ONUCATENbHOM CTAaThEll 3amlOJIHSAETCS HUTOroBas
3aMuch, B KOTOPOW YKas3biBaeTcs (UMdpamMu U MPOMHUCHIO) KOJIUYECTBO JAEN, YHCISAUIMXCA IO
OTKCH, TIEPBBIA W TMOCIEAHUI HOMEpa JeNl MO OIKCH, a TaKXKE OrOBAPUBAIOTCS OCOOCHHOCTH
HyMEpaIuu Jie] B ONUCH (JTUTEPHBIE U MPOMYIIEHHBIE HOMEPA).

Onuce Jen CTPYKTYpHOTO MOJApa3/esieHus MOIIUCHIBAETCS COCTaBUTENIEM C yKa3aHUEM
€ro JOJKHOCTH, COTJIACOBBIBAETCS C HAYaIbHUKOM OPTaHU3AIMOHHO-00IIEro oTAena u
YTBEPXKJIA€TCS PYKOBOJIUTEIEM CTPYKTYpPHOTO TojapasnaeneHus. [Ipu Hamuduu B CTPYKTYpHOM
noapazaenenun DK, onuck e 10 ee yTBEpKIEeHUS T0JKHA ObITh corytacoBana ¢ DK.

Omuchk fAen  CTPYKTYPHOTO TOJpa3feieHUs OpPTraHu3allud COCTABJISIETCS B JIBYX
AK3EMIUISIpax, OJAMH M3 KOTOPBIX TEpenaeTcs BMECTe C JellaMH B apXuB VICMOTHUTEIBHOTO
komuTeTa JlanmeBckoro MyHHIIMNansHOTO paiiona Pecny6muku Tarapcran, a BTopoil ocTaercs
B KayeCTBE KOHTPOJIBHOTO HK3EMIUISIpa B CTPYKTYpPHOM mnojapazfeneHuu. [lpm Hamuuuum B
CTPYKTYpHOM nofpaszaeneHn DK, onuck Aes coCTaBiIgeTcs B TPEX IK3EMILIIpPAx, TaK KaK OJUH
AK3EMIUISp onucu nepegaercs B DK a5 paccCMOTpeHHs M COTJIACOBAHMSL.

8.4. AKT 0 BbIie/IeHMN K YHHYTOKEHUIO

Pe3ynbrarhl oTOOpa JOKYMEHTOB K YHMUYTOXKEHUIO, CPOKH XPaHEHUSI KOTOPBIX UCTEKIIH,
32 COOTBETCTBYIOUIMI Mepuoa BpeMEHU OQOPMIISIOTCS aKTOM O BBIACNEHUU JOKYMEHTOB K
YHUYTOXEHUIO (mpunoxxkenue Ne 20).

Jlena BKJIIOYArOTCS B aKT, €CIM YCTAHOBJIEHHBIN JUISI HUX CPOK XpaHEHMsI UCTEK K 1
SHBaps rojja, B KOTOPOM COCTaBJIEH aKT (Hampumep, 3akoHueHHble B 2010 rony nena ¢ 5-neTHuUM
CPOKOM XpaHEHHs MOTYT OBbITh BKIIIOUEHBI B aKT, COCTaBJICHHbIN He paHee | suBaps 2016 1.).

AKT O BBIJICJICHUH K YHUYTOXKEHHIO JOKYMEHTOB, HE MOMJEXKAUIUX XPAHEHHIO, KaK
IpaBWJIO, cOCTaBisgercs Ha Jena Bcero lcnomnutenbHoro komurtera JlauiieBckoro
MYHHUITMTIATBLHOTO paiioHa PecrnyOnmuku Tarapctan (mpu 3TOM Jenma KaXIoro CTPYKTYPHOTO
MOJIpa3/iesIeHUsl COCTABISIOT CaMOCTOSITENIbHYIO IPYIITY 3arojIOBKOB, @ 3ar0JIOBKH OJJHOPOJIHBIX
Jiesl, OTOOpaHHBIX K YHUYTOKEHHIO, MOTYT ObITh BHECEHBI B aKT MOJ OOLIMM 3aroJOBKOM C
YKa3aHHWEM KOJIMUYECTBA JI€J1, OTHECEHHBIX K JAHHOW IpyIIIIE).



OT60p NOKYMEHTOB K YHMUYTOKEHHUIO U COCTABIIEHHWE aKTa O BbIIEJICHUH JTOKYMEHTOB K
YHUUTOXXEHUIO IPOU3BOAUTCS TIOCIIE COCTABIEHUS CBOJHBIX OMUCEN J1€] MOCTOSHHOTO XPaHEHUs
3a 3TOT K€ IMepuoj. YKa3aHHbIE OMNUCH U aKThl paccMaTpuBaroTcs Ha 3acegaHun OK
UcnonuutenbHoro komurera JlaniieBckoro MyHununaibHoro paiiona Pecnyonuku Tarapcran
OJIHOBPEMEHHO.

CornacoBannbie DK HcnomuurenbHoro komuteTa JlaumeBCKOro MyHHUIHMIIAIBHOTO
paifona PecnyOnuku TarapcTan akThl yTBEpXKAAIOTCS PYKOBOAUTENleM VICIONHUTEIHHOTO
komuTeTa JlaWimeBCKOro MyHUIMNAIBHOTO paiioHa PecmyOnuku TaTtapcTtaH TONbKO mocie
yrBepxkaenus DIIMK TatriaBapxuBa onuceil el MOCTOSHHOTO XpAaHEHUS.

[locne yTBepkKAECHUS aKTOB O BBIACICHUM JOKYMEHTOB K YHUYTOKEHHUIO Jelia
nepesalTcs Ha mepepaboTky (YyTWIHM3AIUIo) MO MPUEMO-CAATOYHON HAKJIAJHOH, B KOTOPOU
yKa3bIBAIOTCS J1aTa Mepeiadn, KOJIMYECTBO CAABAEMBIX /I U BeC OyMa)XHOW MaKyJiaTypsl (Iocie
YHMUTOKEHUS JIENl B aKTE MPOCTABJIAETCS JaTa CIauM JIOKYMEHTOB, UX BEC M HOMEP HAKIJIAJHOU C
yKa3aHHEM JOJDKHOCTH, (paMuiauM, MOAMUCH JIMIA, OTBETCTBEHHOrO 3a Mepeaady el Ha
YHHUTOXKEHUE).

8.5. Ilepenaua nea B apxuB UcnoJHUTEJIbHOr0 KOMHUTETa JIanIeBCKOr0 MyHHMIMIIAJIBLHOT O
paiiona Pecmy0simku TaTtapcran

B apxuB HWcnonHurtenbHOro KomuTeTa JlammeBCKOro MYHHUMIIAIIBHOTO pailoHa
Pecriyonmuku Tarapcran mepemaroTcsi Jieina C HCIOJHCHHBIMH JOKYMEHTaMH IOCTOSIHHOTO,
noaroppemMeHHoro (ceimie 10 Jsiet) XpaHeHMsT M 1O JIMYHOMY cocTaBy. Mx mnepenaua
MIPOU3BOUTCS TOJIBKO IO YTBEPIKIECHHBIM OIKCSIM JIEII.

Jlena ¢ UCTIOHEHHBIMU TIOKYMEHTaMHU MTOCTOSIHHOTO | ToJTroBpeMeHHoro (cBbiie 10 ser)
XpaHEeHUs MEepelatoTCs B apXUB HE paHee YeM uepe3 IOl U He MOo3JHee YyeM uepe3 3 roja mocie
rojia, B KOTOPOM JIOKYMEHTBHI ObLIH ITOMEILIEHBI B JIEJIO Ha XpaHEHUE.

Jlena BpemenHoro (mo 10 JeT BKIIOYHTENBHO) XPAaHEHHUs Iepelade B apXuB, Kak
npaBujo, He mnoasiexkaT. OHM XpaHATCS B CTPYKTYPHBIX IMOJPA3IACICHHUSIX U IO HUCTEUEHUU
CPOKOB XpaHEHHUS MOJICKAT YHUUTOKEHUIO B YCTAHOBJICHHOM TOPSIIKE.

B nepuoa moaroToBKH fien CTPYKTYPHBIM TOJIpa3/iefIeHueM K Tepeaade B apXHB JIUIIOM,
OTBETCTBEHHBIM 3a BEJICHUE apXWBa, TMPEABAPUTEIHHO TMPOBEPSETCS MPABHWIBHOCTh WX
dbopmupoBanusi, 0GOPMIIEHUS U COOTBETCTBHE KOJWYECTBA JI€JI, BKJIIOUCHHBIX B OIHUCH,
KOJIMYECTBY JI€J, 3aBEACHHBIX B COOTBETCTBHMM C HOMEHKJIATypod nen lMcnonHurenbHOro
komuTeTa JlanmeBckoro MyHuUIIMNagbHOTO paiioHa PecmyOnuku TaTtapcran. Bce BhIsiBIeHHBIE
pU TPOBEpPKE HENOCTaTKH B (OPMUPOBAHUU U O(GOpMIIEHWHU e PabOTHHKH CTPYKTYPHOTO
nojipa3zieneHus: 00s3aHbl YCTPAHUTb.

[lepenaua penm B apXuB OCYILIECTBISIETCS 1O TpaduKy, COCTABIEHHOMY JIUIIOM,
OTBETCTBEHHBIM 32 apXUB, COTIACOBAHHOMY C PYKOBOJUTEISIMU CTPYKTYPHBIX MOJpa3IeieHUul U
YTBEP)KJICHHOMY PYKOBOAUTENEeM VCITOMHUTEIBHOTO KOMUTETa JIanIeBCKOTO MYHUIIUITAIBHOTO
paiiona PecriyOnmuku TarapcraH.

Hena m omucu Ha caaBaeMble JOKYMEHTBI JIOCTaBISIIOTCS B apXWB COTPYAHHKAMHU
CTPYKTYPHBIX mojapa3feneHuii. OTBETCTBEHHOCTh 3a COXPaHHOCTb JIOKYMEHTOB IIpHU
TPAaHCIOPTUPOBKE M CJady UX B apXWB HECET CTPYKTYpHOE MOJpa3/ieleHue, Mepeaaroniee
JIOKYMEHTBHI.

[IpueM kaxz10TrO 1ema MPOU3BOAUTCS JIUIIOM, OTBETCTBEHHBIM 3a apXHWB, B MPUCYTCTBUHU
nauna, nepeaawomero aena. [Ipum 3Tom Ha 000MX SK3EMIUIIpaX OMUCH MPOTHB KaXAOroO Jena,
BKJIFOYCHHOTO B HEE, JeJIaeTCI OTMETKA O HAJTMYUU Jiefia. B KOoHIE KaXa0ro SK3eMILIsipa OMUcH
YKa3bIBAIOTCA MHU(PPaMH U TPOMUCHI0 KOJIMYECTBO (PAKTUUECKH MPUHSTHIX e, JaTa Ipuema-
nepesavn Jel, a TakKe MOANKCH JIMIIA, OTBETCTBEHHOTO 32 apXUB U JIUIA, Iepe/IaBLIero Aea.

BwmecTe ¢ nenamu B apXuB niepeaeTcs U HayYHO-CIIPABOYHBIN armapaTt K HUM.



B cnyuae MKBHOAMM  WIM  PEOPraHMU3AlMM  CTPYKTYPHOTO  TOAPA3JEICHUS
HcnonantensHoro komurera JlanimeBckoro MyHHIMNanbHOro paiiona Pecrybnmukm Tarapcras,
JINIIO, OTBETCTBEHHOE 3a BEACHHUE JIEIOIPOU3BOACTBA JAaHHOIO CTPYKTYPHOIO MOApa3ACiIeHus, B
NEepUoJ] IPOBEACHUS JIMKBUIAIIMOHHBIX MEPONPUATHI (HOPMHUPYET BCE MMEIOIINECS JTOKYMEHTHI
B Je7na, opopMIIsieT Jenia U MepefaeT UX B apXHB, HE3aBUCHUMO OT CPOKOB xpaHeHus. [lepemxaua
JIeJ1 OCYLIECTBIISIETCS 110 ONUCSAM €]l U HOMEHKJIaType Aedl.

9. U3roroBJjieHUe, y4eT, HCIOJIb30BAHUE U XPAHEHHE NeYaTeid, ITaMII0B
B UcnosiHuTeIbHOr0 KOMUTETA JIaneBCcKOro MyHUIIUNIAJBLHOTO paiioHa Pecny0Jmku
Tarapcran

9.1. U3roToBiieHHe NeYaTeil M IITAMIIOB

[Tewats - ycTpOHCTBO, CoepIKaIee KITHIIE NIeYaTH JJIs1 HAHECCHHsI OTTHCKOB Ha OyMmary.

[tamm - ycTpoHCTBO MPSAMOYTOIbHON (DOPMBI ISl TPOCTABJICHUSI OTMETOK CIIPAaBOYHOTO
XapaxkTepa O MOJIy4YeHUH, PErUCTPaLiH, IPOXO0KICHUH, UICIIOJHEHUH JJOKYMEHTOB U JIp.

HcnonuutenbHplii  komuteT JlaWIeBCKOro MyHHUIMNAIBHOTO paiioHa PecryOmuku
TartapcTan mpuMeHsieT medaTh ¢ BocmpousBereHueMm [epba JlauimeBCKOro MyHUIIMIAIBLHOTO
paifona (mamee - repOoBas mneyatb). Kpome repOoBoil meudaTu, UCHOJB3YIOTCS M€4aTH
CTPYKTYPHBIX TOAPA3ACICHUN, IS OTACIBbHBIX KaTeropuil JOKYyMEHTOB («OOmuii oTaen»),
METAJINYECKUE BBDKUMHBIE TIEYaTH ISl ONleYaThIBAHUS TOMEIIEHUM, a TAK)KE IITAMIIBI.

[ledatn W MmTAaMOBl HM3TOTABIMBAIOTCS TOJBKO MOJUTPA(QUUSCKUMU W IITEMIICIHHO-
TPaBEPHBIMU TPEANPUITHSIMHU, KOTOPHIE HMEIOT BBIJIAHHBIE B YCTAHOBJICHHOM TOPSIKE
JUIEH3UU Ha OSTOT BHJ JACITEIbHOCTH U CepTU(UKAT, YIOCTOBEPSIOMIMI BO3MOXKHOCTH
M3TOTOBJICHHS YKa3aHHOT'O BUJIa TPOAYKLIUH.

[leyaTn M3roTaBIMBAIOTCA B CTPOrO OIPAHMYEHHOM KOJIMYECTBE U HCKIIIOUHUTEIIBHO B
CITYK€OHBIX EISIX.

Pemenne o0 HEOOXOAMMOCTH H3TOTOBJICHHUS TeYaTel M WX KOJIMYECTBE MPHUHUMAET
pykoBoauTens McnomHuTenbHOro Komutera JIaMmeBCKOro  MYHHIIMIAIBHOTO — paloHa
Pecniy6nuku TarapcTtan 1o 3asBKe CTPYKTYPHOTO MOAPA3ACIICHHs] — HHUIIHATOpa W3TOTOBJICHHUS,
COTJIACOBAaHHOM C PYKOBOJUTEIEM OPraHU3alMOHHO-00IIEero oTaena VICrmoMHUTEeNbHOrOo
KOMUTETA paroHa.

3asBKU CTPYKTYPHBIX MOJPA3/IeIECHUN Ha U3TOTOBIICHUE NI€YATeH, a TAK)KE IITaMIIOB, UX
ACKHU3bl HAMPABISIOTCSA B aIMUHUCTPATUBHO-XO3SUCTBEHHYIO CITYK0Y, KOTOpasi pa3MelaeT 3aka3
Ha NPEeANPUITUH - U3TOTOBUTEIE MeYaTen.

B cnydae cimyxeOHON HEOOXOAMMOCTH MO PEIICHHI0 pyKOBoauTeNs VCMONMHUTEIHHOTO
koMmuTeTa JlammieBckoro MyHHIUTNIATBLHOTO paiioHa PecryOnmuku Tarapctan — momyckaercs
M3TOTOBJICHUE JOMOJHUTEIIBHBIX SK3EMIUISIPOB NIEYaTEN.

9.2. Y4er, Bbl1a4a, XpaHEeHHE M UCIIO0Jb30BAHME NeYaTell U TAMIIOB

M3roToBrieHHbIE TIEYaTH U IITAMIIBI TOJIEKAT 005S3aTEIbHOMY YUETy B )KypHaje yuyera u
BbIJJaUM Te€4YaTeil M IUTaMIIOB, KOTOPBI BEAETCS CHEIHAIMCTOM OPraHHU3alMOHHO-00IIEeTo
otnena (mpunosxxenue Ne 21).

B xypHasie B 00513aTeIbHOM TMOPSIJIKE CTABATCS OTTUCKU (00pa3iibl) meyarel (ITaMIos),
a TaKKe 3alHChIBAIOTCS MO KaXJAOW medaTu (IUTamiy) cleAyIolue JaHHble: HOMEep U JaTa
COMPOBOJUTENIBHOIO IMHChMa, B COOTBETCTBUU C KOTOPHIM OHa (OH) OBLIM H3TOTOBJIIEHBI;
HAaUMEHOBAaHME TedaTu (IITaMIia); JaTa BbIAAud; KOMY BbIJlaHAa C yKa3aHWEM HAaMMEHOBaHUS
CTPYKTYpHOTO MOJpa3JesieHus, TOJKHOCTH, (paMUIMU W HWHULMAJIOB; MOJIUCH IMOJYYUBIIETO
(oTBeTcTBeHHOro 3a XpaHeHue). Ilpu Bo3Bpare (M3BATHHM) MEyYaTH WM IITaMIla B JKypHaje
CTaBUTCS AaTa cJauM M NOJIUCh OTBETCTBEHHOI'O 3a BEACHUE KypHala. B ciyyae yHUUTOXKEHUS



(cicanust) reyaTy (IITamma) B )KypHaJIe IO KaKI0MYy oOpasIly CTaBUTCS JlaTa M HOMEp aKkTa Ha
YHUUTOXEHUE.

JIucThl KypHana JOJKHBI OBITh MPOHYMEPOBAHBI, MPOIIUTHI, CKPEIUICHBI MEYAThI0 H
MOANKCBIO JOJKHOCTHOIO JIMLIA B YCTAaHOBJIICHHOM ITOPSIKE.

OTBETCTBEHHOCTh 32 XpaHEHME U HCIIOJIb30BAHME IIeyaTedl M  IITaMIIOB B
HcnomauTennbHOM KomuTeTe JIaWmeBCKOro MyHHUIMITANLHOTO paiiona Pecrybnmuku TaTtapcran
BO3JIaraeTCcsl Ha JOJDKHOCTHBIX JIMI] U PYKOBOJIWTENEH CTPYKTYpHBIX mHojpasneneHuil. IIpaso
WCIIOJIb30BAaHUs II€4aTel W IITaMIIOB B CTPYKTYPHBIX IOAPA3ACJICHUAX NPEIOCTaBISAETCS
JTOJKHOCTHBIM JIMIIaM Ha OCHOBaHWUU (YHKIMOHAJIBHBIX OO0S3aHHOCTEH, YTBEPIKIECHHBIX
JIOJIKHOCTHBIM PErVIAMEHTOM WJIU JOJKHOCTHOM MHCTPYKIIUEH.

[lepenaua medareil W MWTAaMIIOB MOCTOPOHHUM JIMIIAM M BBIHOC WX M3 IMOMELICHUH,
3aHMMAeMbIX VICTIONMHMUTENBHBIM KOMUTETOM JIammieBCcKOro MyHMIMIIAJIBHOIO  paloHa
Pecny6nuku Tarapcran, He qomycKaercs.

[Ipy yBONBHEHUW COTPYOHHKA, CHEIHMAINCTAa OPraHU3alMOHHO-O0IIEro OTAena,
OTBETCTBEHHOI'O 32 y4eT Me4YaTed U ITaMIIOB, JOHKEH CBOEBPEMEHHO U3BATh UCIOIb3YEMbIE UM
MeYaTy U MITAMIIbl U TIepeaTh X BHOBb HA3HAYEHHOMY COTPYIHHKY, C 00s13aTEIbHON OTMETKOMN
B JKypHaJie yyeTa U BblJ1aud [e4aTel U IITaMIIOB.

[IpoBepka HanMuus, NOpsAJKAa XpaHEHWsS IeYaTeid M IITAMIIOB IPOBOJAUTCS HE peke
OIHOro pasa B roa. IIpoBeneHune NpoBEpKHM BO3JIAraeTcsi Ha CHELUAINCTA OPraHU3alUOHHO-
o011ero oT/Aena, OTBETCTBEHHOIO 3a YU€T Ile4aTell U IITaMIIOB .

B ciydae yrparel mewaru, TuioMOMpa WIM HITaMIia COTPYIHHK, OTBETCTBEHHBIH 3a MX
IPOCTaBJICHHE, HE3aMEUIUTEIBHO CTABUT B U3BECTHOCTH CIIEIIHATUCTA OPTaHN3alMOHHO-00IIEeTOo
OTJIeJI, OTBETCTBEHHOI'O 3a y4yeT MevyaTeil ¥ ITamIoB, KOTOPBIH MHOOPMUPYET PYKOBOAMUTENS
HcnonuuTenbHoro komurera JlanieBckoro MyHUIUNaabHoro paiiona Pecyonuku TataperaH.

[lo xaxgomy dakTy yTpaThl I[e4yaTeii W INTaMIIOB TPOBOJUTCSA  CIIy)KeOHOE
paccieioBaHle, MaTepualibl KOTOPOro CIIy)KaT OCHOBAaHUEM [UIsl NMPUBJICYEHHS BHUHOBHBIX K
OTBETCTBEHHOCTH. PaccrienoBanne mo KaxaoMy (akTy yTpaThl MPOBOAMTCS B 00S3aTEIbHOM
NOpsAKE C TpuBiedeHHEeM paboTHUKOB cnomHutensHoro komwurera JlauieBCKOro
MyHHUIIMTNIaJbHOTO paiioHa PecriyOnuku Tarapcran. YTpaueHHble I€4aT U MITaMIIbl CHUMAIOTCS
C yuera IO aKTy.

XpaHeHue nevaTreld U IITaMIIOB MPOU3BOAUTCS B MECTaX, UCKIIIOYAIOUIUX JOCTYN K HUM
MOCTOPOHHUX JIUII, B HAJIS)KHO 3aTUpaeMbIX IKkadax-cendax.

I'epOoBble TeyaTH CTaBATCS Ha JOKYMEHTaX, TPEOYIOIIMX 0CcO0Oro yIOCTOBEPEHHUS HMX
NOATMHHOCTH (TpriiokeHue Ne 22).

I'epOoBoii meyaThio 3aBepsIOTCA MOJIMUCH pyKOBoauTeNs McCmonHUTENnbHOro KOMHUTETa
JlanmeBckoro MyHUIMNIaNpHOrO paiioHa PecryOnuku TaTtapctaH, ero 3amMecTUTENs], TJIaBHOTO
Oyxrairepa, a TakKe APYTUX JOJDKHOCTHBIX JIMI, KOTOPBIM JOBEPEHHOCTHIO WM IPHUKA30M
HcnonautenpHOro komurera JlanmeBcKOro MyHHIIMIAIBHOTO paiioHa Pecryonuku Tarapcran
IIPEA0CTABIEHBI COOTBETCTBYIOIINE TOJTHOMOYUSI.

[leyaTu ¥ WITaMIIBI, TPUILIEIIINE B HETOAHOCTD B CIIy4ae UX M3HOCA WIIM MOBPEXKACHUS, a
TakKe TeperMEHOBaHHUS (peopraHu3anuu) VcnomHUTENbHOTO KomHTeTa JlawimieBcKoro
MyHHUIIUNIaTbHOTO paifoHa PecnyOmuku TarapcraH, ero CTPYKTYPHBIX MOApA3EICHUN,
MOJJIEKAT BO3BpATy IO MECTY BBIJAYM W YHHUYTOXKAIOTCSA II0 aKTy KOMHCCHEH B COCTaBe HE
MEeHee TpeX YeJOBEeK C COOTBETCTBYIOIIEH momeTkod B KypHaie. CocTaB KOMHCCUU
YTBEPKIAETCS PyKOBOAMTENIEM VICIONHUTENBHOrO KoMUTeTa JIaWIeBCKOro MYHHIIMIAIBHOIO
paiiona PecriyOnmuku TarapcraH.

COT'JTACOBAHO



[TpoTokon SIIMK

['1aBHOTO apXMBHOTO yIPABICHHS
npu Kabunere Munuctpos
Pecny6nuku Tarapcran

oT Ne

[Ipunoxxenune Ne 1
k1.n. 3.1.1., 3.1.2.

®opma 001ero 0JJaHKa MUCbMA U MPOA0JIbHOI0 BAPHAHTA PACIOJI0KEHUS] PEKBU3UTOB



WCHOJIHUTEJIbHBIIA KOMUTET TATAPCTAH PECIIYBJIUKACBHI

JAUIIEBCKOIO JAEII MYHUIIUITAJIb
MYHUIUIIAJIBHOI'O PAUOHA PAUOHBbI
PECIIYBJIUKA TATAPCTAH BAILIKAPMA KOMMUTETBI
UepHblieBCKOro yi., 1.23, r.Jlaumeso UepnsbimieB ypambl, 23 Hue iopT Jlaem
422610 . 422610

Tem: 8-(84378) -2-52-28 dakc: 8-(84378) -2-54-34
e-mail: Ispolkom.Laishevo@tatar.ru

Ne

Ha Ne

ITpunoxxenue Ne 2
k. 3.1.1.,, 3.1.2.
®opma 0J1aHKA MOCTAHOBJICHU S



WCHOJIHUTEJIbHBIIA KOMUTET TATAPCTAH PECIIYBJIUKACBHI

JAUIIEBCKOIO JAEII MYHUIIUITAJIb
MYHUIUIIAJIBHOI'O PAUOHA PAUOHBbI
PECIIYBJIUKA TATAPCTAH BAILIKAPMA KOMMUTETBI
UYepublieBcKoro yi., 1.23, r.Jlaumeso UepnsbimieB ypambl, 23 Hue iopT Jlaem
422610 . 422610

Tem: 8-(84378) -2-52-28 dakc: 8-(84378) -2-54-34
e-mail: Ispolkom.Laishevo@tatar.ru

INHOCTAHOBJIEHHUE

KAPAP

ITpunoxxenue Ne 3
k1. 3.1.2.

®opMma 0JIaHKa pacnoOpsKeHUs!



WCHOJIHUTEJIbHBIIA KOMUTET TATAPCTAH PECITYBJIUKACBI

JAUIIEBCKOIO JAEII MYHUIIUITAJIb
MYHUIUIIAJIBHOI'O PAUOHA PAUOHBbI
PECIIYBJIUKA TATAPCTAH BAILIKAPMA KOMMUTETBI
UepHblieBCKOro yi., 1.23, r.Jlaumeso UepnsbimieB ypambl, 23 Hue iopT Jlaem
422610 . 422610

Tem: 8-(84378) -2-52-28 dakc: 8-(84378) -2-54-34
e-mail: Ispolkom.Laishevo@tatar.ru

PACITIOPA’KEHUE

BOEPBIK

[Tpunoxenue Ne 4
k1. 3.1.2.
®opma 0JIaHKa NPOTOKOJIA



WCHOJIHUTEJIbHBIIA KOMUTET TATAPCTAH PECIIYBJIUKACBHI

JAUIIEBCKOIO JAEII MYHUIIUITAJIb
MYHUIUIIAJIBHOI'O PAUOHA PAUOHBbI
PECIIYBJIUKA TATAPCTAH BAIIKAPMA KOMMUTETBI
UepHblieBCKOro yi., 1.23, r.Jlaumeso UepnsbimieB ypambl, 23 Hue iopT Jlaem
422610 . 422610

Tem: 8-(84378) -2-52-28 dakc: 8-(84378) -2-54-34
e-mail: Ispolkom.Laishevo@tatar.ru

ITPOTOKOJI

BEPKETMO

ITpunosxxenue Ne 5
k1. 3.1.2.

®opma 0JJaHKA MUCHbMA JOJKHOCTHOIO JIUIA



WCHOJIHUTEJIbHBIIA KOMUTET TATAPCTAH PECIIYBJIUKACBHI

JAUIIEBCKOIO JAEII MYHUIIUITAJIb
MYHHULIUITAJIBHOI'O PAUOHA PAUOHBI
PECIIYBJIUKA TATAPCTAH BAILIKAPMA KOMMUTETBI
OTAEJ APXUTEKTYPbI U
I'PAJOCTPOUTEJIBCTBA
UepHsliiieBckoro yi., 1.23, r.Jlaumeso YepHblwes ypamsl, 23 Hue fopr Jlaem
422610 ur. 422610

Tem: 8-(84378) -2-52-28 dakc: 8-(84378) -2-54-34
e-mail: Ispolkom.Laishevo@tatar.ru

Ne

Ha Ne

ITpunoxxenune Ne 6
k1. 3.1.3.

OO0pa3sen s;kypHaJia yyeTa ¥ BbIIa4M 0JIAHKOB

HanmenoBanue | Konmnuect | Homep | HaumenoBanue | Ilocnmes B | [Ipumeuanue

BHUJIA BO DK3. repOOBOT | IOJIPA3/ICIICHNs | TIOJyYeHUU U | (OTMETKa

00




repOOBOTO BBIJAHHBI | O OJaHKa | , JTOJDKHOCTH, nara YHUYTOXKE-HUN
OJraHka X d.1N.0. U T.J.)
OJaHKOB noJrydaresst
1 2 3 4 5 6

[Tpunoxenue Ne 7
k 1.3.2.4.25

®opma 0aaHKa nucbMa « /s ciry:ke0HOro MoJIb30BAHUD)




WCHOJIHUTEJIbHBIIA KOMUTET TATAPCTAH PECIIYBJIUKACBHI

JAUIIEBCKOIO JAEII MYHUIIUITAJIb
MYHUIUIIAJIBHOI'O PAUOHA PAUOHBbI
PECIIYBJIUKA TATAPCTAH BAILIKAPMA KOMMUTETBI
UepublieBCKoOro yi., 1.23, r.Jlaumeso UepnsbimieB ypambl, 23 Hue iopT Jlaem
422610 . 422610

Tem: 8-(84378) -2-52-28 dakc: 8-(84378) -2-54-34
e-mail: Ispolkom.Laishevo@tatar.ru

No JUist ciry>k€0HOT0 MOJIb30BaHUS

Ha Ne

ITpunoxxenue Ne 8
k1. 3.3.2.2.

Oo0pa3zen opopmiieHHsI POEKTA MOCTAHOBJIEHUS



TATAPCTAH PECITYBJMKACHI
JAEIII MYHUIIUIIAJIb
PAMOHBI
BAIIKAPMA KOMUWTETHI

WCHOJIHUTEJIbHBIIA KOMUTET
JJAMITEBCKOI'O
MYHUIIATIAJIBHOI'O PAVIOHA
PECIIYBJIMKA TATAPCTAH

e dd
YepubleBckoro yi., .23, r.Jlaumeso v UepHblmes ypamsl, 23 Hue iopT Jlaem
422610 . 422610
Tem: 8-(84378) -2-52-28 dakc: 8-(84378) -2-54-34
e-mail: Ispolkom.Laishevo@tatar.ru

INHOCTAHOBJIEHHUE
KAPAP

00 yrBep:xnennu TunoBoil HHCTPYKIUM 10 AeJIONPOU3BOIACTBY B
OpraHax MeCTHOro camoynpasJjieHus JIaneBCcKOro MyHUIIUNIAJIBHOIO paiioHa
Pecny0niuku Tarapcran

B coorBerctBuMm ¢ mnocrtaHoBieHueM IIpaButenbctBa  Poccuiickoit
benepaun ot ... Ne ... «OO0 yrBepxaenuu IlpaBun AenONpou3BOJCTBA B
dbenepaibHbIX OpraHax UCIOIHUTEIBLHON BiacTu» VCHOMHUTENbHBIM KOMUTET ...
MyHUIUTIATIBLHOTO paiioHa PecnyOmuku TarapcTaH Mo ¢ T a H 0 B JI 11 10:

l. YtBepauth TUNOBYHO WHCTPYKUHIO MO JEJIONPOU3BOACTBY B OpraHax
MECTHOTO CaMOYIIPABJICHHUS ... MyHHUIIUNAIbHOTO paiiona PecriyOnuku TarapcraHn.

2. OpraHaM MECTHOTO CaMOYIIPABJICHHS ... MYHUUUIIAJIBHOTO panloHa
PecnyOnuku  Tarapcran pa3paOoTaTh HUHAUBUIYAIbHBIE HHCTPYKIIMU IO
JEJONPOU3BOJICTBY.

3. KoHTposb Hajg MCIOJIHEHWEM HACTOSIILIETO MOCTAHOBJIEHUS BO3JIOKHUTH Ha
YIPaBJISIOIIETO nenamu HcnonHuTensHOro KOMUTETA JlaumeBckoro
MyHHIUTAIBHOTO palioHa Pecniyomuku Tatapcran W.O.damunus.

PykoBoaurens N.0. Gamunns

[Tpunoxenue Ne 9
k1. 3.3.3.3.

O0pasen opopMiIeHHS TPOEKTA PACHOPSAKEHUS



WCHOJIHUTEJIbHBIIA KOMUTET
JJAMITEBCKOI'O
MYHUIIATIAJIBHOI'O PAVIOHA
PECIIYBJIMKA TATAPCTAH

TATAPCTAH PECITYBJMKACHI
JAEIII MYHUIIUIIAJIb
PAMOHBI
BAIIKAPMA KOMUWTETHI

e dd
YepubleBckoro yi., .23, r.Jlaumeso v UepHblmes ypamsl, 23 Hue iopT Jlaem
422610 . 422610
Tem: 8-(84378) -2-52-28 dakc: 8-(84378) -2-54-34
e-mail: Ispolkom.Laishevo@tatar.ru

PACITIOPA’KEHUE

BOEPBIK

O pa3pa0oTKe HHCTPYKIUM 110 1eJI0NIPOU3BOJACTBY

B coorBerctBuM ¢ mnocraHoBieHueMm lIpaBurensctBa  Poccuiickon
benepauun ot ... Ne ... «OO6 yrBepxaenuu IlpaBun AenONpou3BOJACTBA B
dbenepaibHbIX OpraHax UCIOIHUTEILHON BiacTu» VCHOMHUTENbHBIM KOMUTET ...
MyHHUIMIIAIbHOrO paiioHa PecnyOnuku TarapcTaH pacmop sl a 10 C b:

. HauanbHuKy OpraHu3alMOHHO-00IIEro oTAena VICHOJHUTETBHOTO
komutTera JlawmeBckoro MyHHIMMOAIbHOTO paiiona Pecnyomuku Tatapcran
N.O.®amunus pazpaboTaTh HHCTPYKIIHMIO IO JETOMPOU3BOCTRY.

Cpoxk nipenoctasienus 28.03.2017.

2. Otgenam HMcnonHuTenbHOTO KOMUTETA JIaMIIEBCKOTO MYHHMIIUTIATBHOTO
paiiona PecniyOnuku TaTtapcTaH HOpMaTUBHO-METOJIUYECKUE JOKYMEHTHI.

3. KOHTpOJb 3a UCIIOJTHEHUEM PACTIOPSKEHUST BO3JIOKUTH HA YIIPABJISIIOIIETO
nenamu  McnonHutenbHOro komureTa JIAaMIIEBCKOTO MYHMIIMIIAIIBHOTO pailoHa
Pecriyonmuku Tatapcran U.O.Damumnus

PykoBogurenb N.0. damunus

[Tpunoxenue Ne 10
k. 3.3.5.3.

Oopa3zen opopmiieHHs MOJHOTO MPOTOKOJIA



WCHOJIHUTEJIbHBIIA KOMUTET
JJAMITEBCKOI'O
MYHUIIATIAJIBHOI'O PAVIOHA
PECIIYBJIMKA TATAPCTAH

TATAPCTAH PECITYBJMKACHI
JAEIII MYHUIIUIIAJIb
PAMOHBI
BAIIKAPMA KOMUWTETHI

e dd
YepubleBckoro yi., .23, r.Jlaumeso v UepHblmes ypamsl, 23 Hue iopT Jlaem
422610 . 422610
Tem: 8-(84378) -2-52-28 dakc: 8-(84378) -2-54-34
e-mail: Ispolkom.Laishevo@tatar.ru

ITPOTOKOJI
BEPKETMO

3aceAaHunA NOCTOAHHO-AENCTBYIOLWEN IKCNEePTHOU KOMUCCUU
[Ipencenarens — N.O.@amunus

Cexkpetapp — N1.0.@amuinus
[IpucyrcTBOBanu: 15 yenoBek (CUCOK MPUIIATAeTCs)

[TIOBECTKA JIHA:
1. O paccmorpeHuu omnucu Jen MnocTossHHoro xpanenus 3a 2000-2005 rr.
OpraHa/opraHu3alui.
Jloknan nuia, OTBETCTBEHHOTO 3a apXHuB oprana/opranusanuu, 1.0. Gamunus

2. O paccMOTpEHUH HOMEHKJIATYphI JIe] oprana/opranusamnuu Ha 2016 rox.
[oknapn pykosoautens cay»bbl 1OY opraHa/opraHmnsaumm U.0. damunmnsa
1. COYLWANMN:
N.0.Pamunua — TeKcT goknaga npunaraetcs (AMbo nuweTca cogeprkaHme foKnaaa)
BbICTYNUNN:
N.0.®amnnua — (KpaTKas 3annCb BbICTYNNAEHUA)
N.0.®amnnua — (KpaTKas 3anncCb BbICTYNAEHUA)

PELLWNIN:
1.1. Cornacosartb ...
1.2. ..
2. CIYWANW:
BbICTYNWUIN:
PELLNIN:
MNpeacepatens Moanuce PacwundpoBka nognucu
CekpeTapb MNognuco PacwundpoBka nognucu
[Tpunoxenne Ne 11
k m.3.3.5.3.

Oobpa3zen opopmiieHHsI KPATKOI0 NMPOTOKOJIA



WCHOJIHUTEJIbHBIIA KOMUTET
JJAMITEBCKOI'O
MYHUIIATIAJIBHOI'O PAVIOHA
PECIIYBJIMKA TATAPCTAH

TATAPCTAH PECITYBJMKACHI
JAEIII MYHUIIUIIAJIb
PAMOHBI
BAIIKAPMA KOMUWTETHI

-
UepHblieBCKOro yi., 1.23, r.Jlaumeso ~ Vv Uepssimues ypamsl, 23 Hue iopt Jlaem
422610 . 422610
Tem: 8-(84378) -2-52-28 dakc: 8-(84378) -2-54-34
e-mail: Ispolkom.Laishevo@tatar.ru

ITPOTOKOJI
BEPKETMO

3acegaHuA nOCTOﬂHHO-AEﬁCTByI’OLI.I,Eﬁ 3KCI1&pTHOVI KOomMmuccumun

[Ipencenarens — M.O.@amunus
Cexkperapp — N1.O0.@amuins

IlpucyrcTBOBAIH:
HavanbHuKM OTIENI0B opraHa/opraHu3alnuu n.o.
damunns

n.O.
damunns

l. O paccMOTpEeHMH ONKCH JIeJT TOCTOSIHHOTO XpaHeHus 3a 2000-2005 rr.
opraHa/opraHu3aluu

(DPamunus, Gamunus, GamMuus)
1.1.CornacoBars...

1.2.....

I1. O paccmoTpeHrr HOMEHKIIATYPHI Jie] oprana/opranusanuu Ha 2016 ro.

(DPamunus, Gamunus, GamMuus)
2.1.CornacoBars...

2.2.....
IIpencenarens [loamuce PacmudpoBka momnucu
CekpeTtapb [Toanuce PacmmmdpoBka mnoanucu

[Tpunoxenne Ne 12
k1. 3.3.6.1.2.

Oopa3zen opopmiieHHs €1y:KeOHOT0 MUCbMA



WCHOJIHUTEJIbHBIIA KOMUTET TATAPCTAH PECIIYBJIUKACBHI

JAHIIEBCKOI'O y JAEII MYHUIIUTIAJIb
MYHHUIUIIAJIBHOI'O PAMOHA R PAVIOHBI
PECHYBJIMKA TATAPCTAH A BAILIKAPMA KOMUTETbHI
| > o< |
UepHblieBCKOro yi., 1.23, r.Jlaumeso b ~ UepnsbimieB ypambl, 23 Hue iopT Jlaem
422610 ur. 422610

Tem: 8-(84378) -2-52-28 dakc: 8-(84378) -2-54-34
e-mail: Ispolkom.Laishevo@tatar.ru

Ne

Ha Ne

HavanbHuky
MY «¥YnpaBieHue apXUTeKTypbl

JlaniieBCKOro MyHHUIIMIIAIBHOTO
pation PecriyOonmku TatapcTan

A.T'. 3apumnoBy

O mpoBeicHUH aHATIN3a COCTOSHUS
30aHUS

VBaxaemsbiii Azat ["'aiumoBuy!

B cootBeTcTBHM ¢ cornamieHuemM 0 B3aumojedcTBUM OT 13 okts6ps 2010 roma
MPOCUM  OpPTaHW30BaTh paboOTy 110 TMPOBEACHUIO aHalM3a COCTOSHUS 3IaHUH
MOJIBEIOMCTBEHHBIX YUPEKIACHHUIO 110 TIPHIIaraeMoMy Tpaduky.

[Ipunoxxenue: Ha 2 1. B 1 3K3.

C yBaxeHuew,
PykoBoautenp N.0. damunus

N.0.Penorosa
223 36 89

ITpunoxxenue Ne 13
K 1. 3.3.6.3.

Oopa3zen opopmieHus TenedoHOrPaAMMBbI

TEJJE®OHOI'PAMMA



23.03.2015 Ne 14

[TanaTa UMyIIECTBEHHBIX U 3€MEJIbHBIX
OTHOLLIEHUH MYyCIHOMOBCKOIO
MYHULUIIAJIEHOTO palioHa

Pecny6nuku Tarapctan

PykoBoauTento

N.0. Gammnus

24.03.2015 B 10.00 4yacoB B WcnonHutenbHom KomwuTteTe JlanweBCKOro

MYHWUMNANbHOIO paioHa Pecnybauku TaTapcTaH COCTOMUTCA COBELLaHME Mo BOMpPOCam
bUHAHCUPOBAHMUS.

PykoBoguTenb McnoNHUTENbHOIO KomuTeTa
MyCNtOMOBCKOrO MyHULMNA/bHOIO paoHa

Pecnyb6auku TaTapcTaH n.0.damunua
[Tepenain: [IpuHsin

HanmMmenoBanue T01KHOCTH HanmMmeHnoBaHue JOKHOCTU
N.0. Gamunus N.0. Gamunus

Ten. Ten.

Bpewms nepenaun Bpewms npuema

[Tpunoxenne Ne 14
K1 7.1.

®opMa HOMEHKJIATYPbI /1eJ] CTPYKTYPHOIO NOApa3aeeHUs OPraHu3auuu
®opmar A4 (210 x 297 mm)




HanmeHoBaHWe opraHn3auuun

HanmeHoBaHUEe CTPYKTYPHOro noapasaeneHunA

HOMEHK/TATYPA OEN

Ne

(mecTo cocTtaBneHums)

Ha roa
Cpoxk xpaHeHust
Koanuyectn P P
aeja
Nupexc 3aroJsioBoK jaeJsia (Toma, 0 e
(TomMa,yacTu) u IIpumeuanue
aeaa 4acTH) (TomMoOB, N
. Ne crareii o
yacrem)
nepevyHIo
1 2 3 4 5
Ha3Banue pa3nena
HaunmeHnoBaHue IT0JDKHOCTH
PYKOBOJIUTEIISI CTPYKTYPHOTO
MOAPa3ICIICHUS Iloamuce Pacmmdposka noanucu
Jlara
COIMACOBAHO*

MpoTokon 3K CTpyKTypHOro
noapasgeneHna opraHmnsaumm
oT Ne

** [Ipu Hanmuuu DK CTpyKTypHOTO MOIpa3AeIeHHUS.
[Tponomxenue npunoxenus Ne 14

UTorosasa 3anuce o KaTeropumAax n Koanvecrtee gen, 3aBeeHHbIX B rogy s

CTPYKTYPHOM MOApPa3aeNeHunm

ITo cpokam xpaHeHus Bcero B Tom uncie:




[Tepexonsmux C OTMETKOU
«OIIK»
1 2 3 4

IlocTossuHOrO

Bpemennoro (cBoime 10 meT)

Bpemennoro (0 10 et
BKJIIOYUTEIIBHO)

NTOI'O:

HanMeHnoBanne n0KHOCTH
COTPYJIHUKA, OTBETCTBEHHOTO 32
JIEJIOTIPOU3BOJICTBO [Moamuce

Jara

HTorosnie cBeaCHUS IICPCAaHbl B apXUB

HaumenoBanue J0IKHOCTH,
MepeIaBIIeTO CBEICHUS IToamuck

Jara

Pacmmmdposka noanucu

Pacmmmdpoka noamnucu

ITpunoxenue Ne 15

ki 7.1.

®opMa UTOIOBOM 3aNIMCH K HOMEHKJIaType AeJl CTPYKTYPHOIO NoApa3aeeHus

HanmeHoBaHUe OpraHn3aunm




YTBEPHKAOAKO

HOMEHKNATYPA OEN HanmeHoBaHWe JONXKHOCTH
pyKkosoauTensa
opraHusauum
Ne Moanuco Pacwundposka
noanucu
(mecTo cocTtaBneHums) HaTa
Ha roa
Cpok xpaHeHust
KoauuecTB P P
aeiaa
Nupexc 3aroJsioBoK jaeJsia (Toma, 0 e
(TomMa,yacTu) u IIpumeuanue
aeaa 4acTH) (TomMoOB, N
. Ne crareii o
yacrem)
nepevyHIo
1 3 4 5

Ha3Banue pa3nena

HanmeHnoBaHue 1OHKHOCTH

PYKOBOJUTEIISI CTPYKTYPHOTO

HO/Ipa3IeIICHUSI

Busa nnuga,

OTBETCTBEHHOrIO 3a apxus

COI'TTACOBAHO
IIpoTtokon DK opranuzanuu

oT

Ne

NTorosaa 3anmcb O KaTeropuax U KoanyecTse Aen, 3aBeeHHbIX B

®opmMa HOMEHKJIATYPHI J1eJ1 OPraHu3aluu

IHonnuce

COIJTACOBAHO

Pacumdposka noanucu

[Tpotokon DIIK apxuBHOrO yupexaeHus

oT

ITponomxenne npunoxenus Ne 15

®opmar A4 (210 x 297 mm)

roay

IIo cpokam xpaHeHuUs

B ToM umncJe:

Bcero

[Tepexonsmmx

¢ orMmeTkor «IITK»

1

2 3

4

IlocTossHHoOrO




Bpemennoro (cBoime 10 meT)

Bpemennoro (10 10 net
BKJTIOYUTEIIBHO)

UTOI'O

HaumeHoBaHMe JOKHOCTH
pykoBoauTens ciayxos JIOY [Tonnuce

Jara

HToroBsie cBeacHUS IICPCAaHbl B apXUB

HaumeHnoBanue 101KHOCTH,
MEPENABIIETO CBEACHUS [Tognuce

Jlara

Pacuiudposka noamnucu

Pacummdposka noanucu

[Tpunoxenue Ne 16
k1. 8.2.1.

®opmMa UTOrOBOM 3aIIUCH K HOMEHKJIATYpe /1eJ1 OPraHu3auuu

®opmart A4 (210 x 297 mm)

KOJI

KOJI

MYHHUIUIIAJIBHOTO dpXuBa

Opra”u3aluu




dD. Ne

Omn. Ne

(HanmeHnoBaHMe MyHUIIMIIAIBHOTO apXUBA) . Ne

(HammeHoBaHMe opraHM3aLUKU U CTPYKTYPHOTO NnoapasaeneHus)

DOENO Ne TOM Ne

(3aronoBok gena)

(KpanHue patbl)

Ha nncrtax
XpaHUTb

d. Ne
Omn. Ne
JI. No

[Tpunoxenue Ne 17
K 1. 8.2.3.

dopma 00/10:KKH 1eJ1a MOCTOSIHHOTO U BpeMeHHOro (cBbiie 10 jieT) xpanenust

Nucr-3aBeputennb gena Ne

B pnene nogwnto M NPOHYmMepoBaHO NNCT

(o8)

(umdpamm 1 nponuchbio)

B TOM YUCNe: nTnTEPHbIE NNCTbI

NponyLweHHble Homepa

+ JINCTOB BHYTPEHHEWN ONUCK




Oco0ennocTn GU3NIECKOro COCTOSTHUS U
NeNe simcroB

¢popmupoBanus nena

1 2

HaumenoBanue T0JKHOCTH
JINIIa, COCTABUBIIIETO
3aBEPUTEIBHYIO HAAINUCH ITonmce Pacmmdposka noanucu

Jara

[Tpunoxenue Ne 18

K1 8.2.4.
dopma JiHCTa-3aBePUTEJIS J1eJIa
®opmar A4 (210 x 297 mm)
BHYTPEHHAA OMUCb
AOKymeHTOB aena Ne
No Nunexc Jlara 3aroJIoBOK Jieja Homepa [Ipumeuanune
JOKYMEHTa | JOKYMEHTA JINCTOB Jiejia
1 2 3 4 5 6




Ntoro [OKYMEHTOB
(undpamm n nponucsio)

Konunyectso nncros BHyTpeHHeﬁ onmcu

(umdpamm n nponucsio)

HaunmeHoBaHME TOJKHOCTH
JM1a, COCTABUBILIETO
BHYTPEHHIOIO OITUCh [Tonnuce Pacummdposka noanucu

Jlara

ITpunoxenue Ne 19
K II. 8.3.

dopMa BHYTPEHHe ONIMCH IOKYMEHTOB /eJia
®opmart A4 (210 x 297 mm)

(HauMeHOBaHNE OPraHU3AIINH )

(HaMMEHOBAaHHE CTPYKTYPHOTO MOAPA3/IEICHUS OpraHU3alun)

YTBEPXIAIO
HaunmeHnoBaHue TOTKHOCTH PYKOBOAUTENS
CTPYKTYPHOTO IOJIpa3AeIeHUS

[Tonnuce Pacumdposka
MOJITUCH




[ara

OITUCDH Ne
No Nupekc 3aroJioBoK Kpaiinue Koun-Bo Cpok [Ipumeuanue
n/m | nena (Toma, | gena (Toma, JIaThl Iefla | JINCTOB B | XPaHEHHS
YJacTH) YacTH) (ToMma, nene nena
4acTH) (Tome, (ToMma,
YacTH) YacTH)
1 2 3 4 5 6* 7
HazBanwue paznena
B  nmamnyro  omHMch ~ BHECEHO oen ¢
No
(mudpaMu ¥ IPOTIUCHIO)
o Ne , B TOM YHCIIE:

JUTEPHBIC HOMEpa!

IIPpOIYHICHHBIC HOMCpPA:

HanmeHnoBaHue 1OmKHOCTH

COCTAaBHUTCIIA OIIMCH

Jlara

COT'JTACOBAHO

Iloanuce

HammMmeHnoBanme JOJDKHOCTHU PYKOBOJUTECIIA

Pacmmmdpoka noamnucu

COT'JTACOBAHO**

[Iporokon OK cTpykTypHOro

Cmyx6b1 JIOY opranuzanuu MOJIpa3AeICHUs

Iloanuce N.0. damunus oT N

Jara

ITponomxenue npunoxenust Ne 19
ITepenan
nen
nrudpamMu ¥ MPOMUCHIO)

u PETUCTPALIMOHHO-KOHTPOJILHBIX KAPTOTEK K TOKYMEHTaM * * *,

(mrdpamMu 1 TPOIUCHIO)




HaumeHnoBaHue TOKHOCTH
COTPYAHHUKA CTPYKTYPHOTO

[IOAPA3ACIICHUs OpraHu3aluu [Tonnuce Pacumdposka noanucu
Jara
[Tpunsin nenu

(uudpaMu U IPOTHUCHIO)

(mdpaMu ¥ IPOMHUCHIO)

PETUCTPATNOHHO-KOHTPOJBHBIX KAPTOTCK K JTOKYMCHTAM.

HanmMeHnoBaHue 1omKHOCTH

Juna, OTBETCTBCHHOI'O 3a apXHB

OpraHu3anuu

Jlara

Iloanuce

Pacmmmdpoka noamnucu

[Tpunoxenue Ne 20
K 1. 8.4.

®opma onucH JeJ1 NOCTOSTHHOT0, BpeMeHHOro (cBbime 10 j1eT) xpaneHus u
10 THYHOMY COCTABY CTPYKTYPHOIO IOAPA3/ieJeHUs!

®opmart A4 (210 x 297 mm)

* I'padha 6 onmyckaeTcsi B ONUCAX A€l OCTOSSHHOTO XpaHEeHHUs!.

**[1pu Hannmuuu DK cTpyKTypHOro nojipa3ieneHus.

*#* [lepenaroTcst BMECTE C JIeIaMU KaHIEJIAPUH.

HaumenoBanue OpraHnu3anuu

AKT

Ne

(MecTo cocTaBlIeHHUs)

YTBEPXIAIO
HaumeHnoBaHue NOKHOCTH
PYKOBOJMTEINSI OpraHU3aIuu
[Toanuce Pacinmdposka
MOANUCH

Jara



O BBIACJICHUU K YHUYTOXKCHUIO TOKYMCHTOB,

HC IIOJIC)KAIINX XPAHCHUIO

Ha ocuoBannn

(HaSBaHI/Ie W BBIXOJHBIC JAHHBIC MICPCHYHA TOKYMCHTOB C YKA3aHUCM CPOKOB HUX

XpaHEHUs)

OTOOpaHbl K YHUYTOXEHUIO KaK He UMelowme Hay4YHO-UCTOPUYECKOM LIEHHOCTU W

yTpaTusLwme npaKkTU4yecKoe 3HayeHue DOKYMEHTbI doHaa
Ne
(nazBanue GpoHaA)
Ne | 3aronomok Hara | Homepa | IHAEKC Aeaa | Konu- | Cpoxn | Ilpume-
O | jgenamm | AGIA MR | gpyceii no YecTBO | XpaHe-Hus | TaHHE
3arosiopok | AaThI €1 Type nim Ne HOMepa
nes AeJia o crareii mo
OIMCH NnepevyHIo
1 2 3 4 5 6 7 8
Uroro e 3a TOJIBI

Onucu gen NoCTOAHHOIoO XpPaHeHUA 3a
cocTaBy cornacosaHbl ¢ MK

(mpoTokoi oT

(mudpaMu ¥ IPOTHCHIO)

rofbl yTBEPKAEHDI, @ MO TNYHOMY

Ne

(HaMMEHOBaHKE APXUBHOTO YUPEXKICHHUS)

HauMeHoBanue qOJKHOCTH

JU1A, TTPOBOAMBIIETO YKCIIEPTURY

INEHHOCTHU NOKYMCHTOB

[ara

COI'NTACOBAHO
IIporokon DK opranusanun

oT

Ne

Ilonnuce

Pacummdposka noanucu




[Tponomxkenune npunoxerus Ne 20

I[OKYMGHTBI B KOJIMYCCTBC JACI,

(mdpaMu ¥ IPOTTUCHIO)

BCCOM KI' CIaHbI B

(HaMEHOBAaHME OPraHU3ALINN)

Ha nepepaboTKy MO MPUEMO-CIATOYHON HAKIIATHOM OT Ne

HanmeHnoBaHue 1OHKHOCTH
pabOTHHKA OpraHU3AINH,
CIIaBLIETO JOKYMEHTHI Iloamuce Pacuudposka noamnucu

Jlara

HN3menenns B YUYCTHBIC JOKYMCHTBI BHCCCHEIL.

HaumeHoBaHue JOJDKHOCTH JIMIaA,

OTBETCTBEHHOT'O 3a apXuB,
BHECILIETO HW3MEHEHUS B Y4YETHBIE [Tonmuck Pacmudposka noanucu
JIOKYMEHTBI

Jlara

[Tpunoxenne Ne 21



K1 9.2.

®opma aKTa 0 BbIIeJICHUH K YHUUYTOKEHUIO JOKYMEHTOB,
He MOJJIeKAIMX XPAHEHHI0
®opmar A4 (210 x 297 mm)

ZKypHaJi yuyera v BbIIa4M Neyareil U ITAMIIOB

N | Haumeno | Ottuck | Homep Jara Komy PesynbTar [ara Hara u
n/n BaHUe neyaTH, | W Jara | BbLAAYM | BBIJAHA C bl BO3BpaTa | HOMEp aKTa
neyaTd, | LiTaMma | COINpOB yKa3aHUEM | MPOBEPKHU neyaTy, 00
mrramma OJIUTEN HalMEHOB | HaJIUYUs: HIramia, YHUYTOXKEH
BHOTO aHus €CTb/HET, HOJIHChH UMY 11evaru,
UChMa CTPYKTYpPH nara OTBETCTBEH mramma
(moroso oro IIPOBEPKU HOTO 3a
pa), B noApasaen BEJICHUE
COOTBE eHus, KypHaia
TCTBUH JOJKHOCT
c u, ®1O,
KOTOPbI HOJIHMCH
M ObUTH MOJTyYUBIIT
U3roTO ero
BJICHBI (oTBETCTB
€HHOI'0 3a
XpaHEHue)
1 2 3 4 5 6 7 8 9
[Tpunoxenue Ne 22

K1 9.2.




Oo0pa3sen s)kypHaJia yuyeTa d BbIIa4H NevyaTed U TAMIOB

[IpumepHbIil NepevyeHb TOKYMEHTOB, HA KOTOPble CTABUTCH repOoBasi nevyaThb

AKTBI (TpueMa-niepeiaym, BHIITOJHEHHBIX Pa0bo0T U MPEJOCTABICHHBIX YCIYT, CIIUCAHUS,
AKCTIEPTU3BI, UHBEHTAPU3ALMH U T.]1.)

ApXHUBHBIE CIPABKH

ApXUBHBbIE BHINTUCKHA

ApXHUBHBbIE KOTUH

/loBepeHHOCTH

/loroBopbI U corJianieHust

KomanaupoBouHbIe y10cTOBEepeHUs!

OO0pa3ubl OTTUCKOB NeYaTel U MOAMUCH PAOOTHUKOB

OT4eThl U peecTPhI MO TOCYAAPCTBEHHOM CJIyK0e

IIpencraBiaennss U xoaaraicrBa (O HarpaKICHUM TOCYNApPCTBEHHBIMHM HAarpaaaMu,
MOYETHBIMH T'PAMOTAaMH, TMOOIIPEHUU OJIaroJapCTBEHHBIMU MHChbMaMH, O MPUCBOCHUU
MOYETHBIX 3BaHMIN)

IIucbMa rapanTuiinbie (Ha BBITIOJHEHUE padoOT, yCIyT, OIJIATY U T.J1.)

IToJsi0:kenust 00 opraHu3aluy, CTPYKTYPHBIX MOApPa3IeICHUSIX

IloyeTHBIE TPAMOTHI

PeecTpbl (4eKOB, OFOKETHBIX MTOPYUYEHUH, TIPEACTaBIsIEMbIC B 0aHK)

CmeThl (pacxoJI0B Ha COJICPIKAHKE arapara YIpaBieHuUs, Ha KAIbKYJISAIUIO U T.]I.)
YaocroBepeHusi, NPonycKa, TPyJA0Bble KHUKKH

duHaHCOBBbIE JOKYMEHTHI H 0TYEThI (IPE/ICTABIISIEMbIE B COOTBETCTBYIOLIUE OPTaHbl U
GOoHBI, TI0 KACCOBBIM M KPEAUTHBIM OIEpaIlUsIM, pacueTHbIE YeKU, MIPUXOIHBIE OpJepa,
IUIaTEKHbIE MOPYUYEHHUS], CIIPABKU O 3apIuiaTe u T.1.)

XapakTepucTHKH TOCYIapCTBEHHBIX/MYHUITUTIATBHBIX CIYKalUX (PaOOTHUKOB)
IITaTHbIe paciMCaHUA



