AJIMUHUCTPALLUS
T'OPOJIA POCTOBA-HA-JTOHY

PACIIOPAKEHUE
26.08.2020 Ne 200

0]4] YTBEPKIACHUU NucTpykiuun
MO JCJIONPOU3BOJACTBY B AJIMHUHUCTpAIUU
ropoaa Pocrosa-na-Jlony

B coorBerctBun ¢ ®enepanpHbiM 3akoHOM OT 06.10.2003 Ne 131-®3
«O0 00lmKMX MPUHLMIIAX OpraHU3allid MECTHOTO caMoylpasiieHus B Poccuiickoi
®denepauuny», npukazoMm Pocapxusa ot 22.05.2019 Ne 71 «O06 yrBepxaenuu [IpaBui
JNEJONPON3BOACTBA B TOCYJApCTBEHHBIX  OpraHax, OpraHax  MECTHOI'O
CaMOYIIpaBJIEHUs», Y cTaBoM ropojaa PoctoBa-na-/lony:

1. VrBepauts MHCTpYKIMIO TTO ACIONMPOU3BOACTBY B AIMUHUCTPAIIUU TOPOIa
PocToBa-Ha-/{0HY COTJIACHO MPUIIOKEHUIO K PACTIOPSIKEHHUIO.

2. Ilpu3HaTh yTpaTUBIIUMHU CUITY:

2.1. Pacnopsxkenne Anmunuctpanuu ropoga PocroBa-Ha-Jlony ot 30.06.2015
Ne 175 «O06 ytBepxknenun MHCTpYKIMU MO JETONPOU3BOJICTBY B AJIMUHUCTPAIMH
ropoga PocroBa-Ha-J[oHy ¥ TpPU3HAHUU YTPATUBIIMM CHJIy PACIOPSKEHUS
Anmunuctpaiuu ropoaa Pocrosa-na-Jlony ot 29.10.2014 Ne 444 «O0 yTBepKICHUH
NHCcTpyKIuu 1o AJIONPOU3BOJICTBY B AAMUHUCTpalu ropoaa PoctoBa-Ha-J[oHy».

2.2. Pacnopsixenne Aamunauctpanuu ropoga Poctosa-na-Jlony ot 07.09.2018
No 226 «O BHecenunm wu3MmeHeHuit B pacnopsitkenre oT 30.06.2015 Ne 175
«O06 ytBepxkaeHun MHCTpyKIIMU 1O JEIONPOU3BOACTBY B AJMUHHUCTPALIMU TOPOJIa
PocroBa-Ha-J/loHy ¥ NpU3HAHUU YTPATUBIIMM CUJTy PACTIOPSHKEHUS AJIMUHUCTPALIUU
ropona PoctoBa-na-/lony ot 29.10.2014 Ne 444 «O06 ytBepxkaenun MHCTpyKumu
O JICJIONPOU3BOICTBY B AIMUHKCTpalu ropoaa PoctoBa-Ha-JloHy».

2.3. Pacniopsixkenne AnmunuCcTpanuu ropoja PoctoBa-na-/lony ot 18.06.2019
No 144 «O BHeceHMM W3MEHEHUW B pACHOPSIKEHUE AJIMUHUCTpPAlUM Topoja
PoctoBa-na-/lony ot 30.06.2015 Ne 175 «O06 yrBepxaeann WHCTpyKIIMH
Mo JEJONPOU3BOACTBY B AJIMHUHUCTpauuu ropojaa PoctoBa-Ha-/[oHy ¥ mpuU3HAHUU
YTPaTUBIIUM CUJIy pacrnopsbkeHuss AnmuHuctpauuu ropoaa PocroBa-na-Jlony
or 29.10.2014 Ne 444 «OO6 ytBepxkaeHun WHCTpyKIMU MO JAETONPOU3BOICTBY
B AnMmuHucTpanuu ropojaa Pocrosa-na-/lony» (pea. ot 07.09.2018).

2.4. Pacniopsikenrue AnMuHHCTparuu ropojaa Pocrosa-na-Jlony ot 20.09.2019
No 247 «O BHeCeHMM HM3MEHEHUN B pPaCHOpPSIKEHUE AJMUHUCTpAlMd Tropoja
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PocroBa-na-/lony ot 30.06.2015 No 175 «O06 yrBepxkaeHun WHCTpyKIUH
0 JEJONPOU3BOACTBY B AIMHUHUCTpauuu ropoaa PocrtoBa-Ha-/[oHy ¥ npuU3HAHUU
YTPAaTUBIIUM CHJIy pacrnopsbkeHus AnMmuHuctpauuu ropoaa PocroBa-Ha-JloHy
or 29.10.2014 Ne 444 «O6 ytBepxkaeHun WHCTpYKUMH TO JAEIONPOU3BOJICTBY
B AamunucTpaiuu ropoaa Pocrosa-na-J{ouy» (pen. ot 18.06.2019).

2.5. Pacniopsikenne AnMuHHCTparuu ropojaa Pocrosa-Ha-Jlony ot 28.12.2019
Ne 412 «O BHeceHMH W3MEHEHHH B paclopsbDKeHHE AJIMUHUCTpAlMU Tropojaa
PoctoBa-na-/lony ot 30.06.2015 Ne 175 «O6 ytBepxkaenun WHcTpykuuu
no  JEJNONPOM3BOACTBY B  AamMuHUCTpanuu  ropoaa  PocrtoBa-Ha-ZloHy
M TOpPU3HAHUM YTPATUBIIMM CHJIy pPacHoOpsOKeHHs AJMHHHCTpAlMA —Topoja
PoctoBa-na-/lony ot 29.10.2014 No 444 «O6 ytBepxkaeHun HWHCTpyKuuu
II0 JIEJIONPOU3BOACTBY B AMUHKCTpanuu ropoaa Pocrosa-Ha-/loHy».

3. OtpacneBbiM  (PyHKIMOHANBHBIM) U  TEPPUTOPUATBHBIM  OpraHam
Anmunuctpanuu ropoja PocroBa-Ha-/loHy pa3paboraTh M yTBEpAUTh MHCTPYKIIMU
IO JI€JIONPOU3BOJICTBY.

4. KoHTposb 3a BBINOJHEHUEM pPACIOPSDKEHUS BO3JIOKUTH HA 3aMECTUTENS
riiaBsl AAMUHUCTpanuu ropona PocrtoBa-Ha-/[oHYy 1O OpraHu3alMOHHO-IIPaBOBBIM
1 KaapoBbIM BorrpocaMm Hourkoro A.T'.

N.o. rmaBel AIMUHHCTpaLAN

ropoaa Pocrosa-na-Jlony 1O0.B. OBunHHUKOB

Pacnopsixenne BHOCUT
yIpaBiIeHHE JOKYMEHTAITHOHHOTO 00ECTIeYeHHUS
AnmmvunucTpanuu ropoaa Pocrosa-na-Jlony



[Tpunoxenue
K pacropsbKeHUI0 A IMUHUCTPAIUU
ropona Pocrosa-Ha-/{ony
ot 26.08.2020 Ne 200

NMHCTPYKIIUA
10 JETOMPOU3BOACTBY B AIMUHHUCTpauu ropoaa Pocrosa-na-/{ony

1. O0ure monoxeHus

1.1. Hacrosimas WHCTpyKIMs 1O JEIONPOU3BOACTBY B AJIMHHHUCTpPALUU
ropona PocroBa-nHa-Jlony (manee — WHCTpykuus) ycTaHaBIMBaeT €IUHBIC
TpeboBaHMs K paboTe ¢ JOKyMEHTaMu B AJIMUHHCTpaluu ropoja PocroBa-na-/lony,
e¢  (DYHKIIMOHANBHBIX  TOJpa3JEiICHUSAX,  OTpacieBbIX  (PYHKIMOHAIBHBIX)
Y TEPPUTOPUATIBHBIX Opranax AAMUHUCTpauu ropoga Pocrosa-Ha-/lony.

Otpacnesble (pyHKIMOHAJIBHBIE) 151 TEPPUTOPHUAIBHBIE OpraHsl,
MYHUIMNIATBHBIE YUpExKIACHUS pa3padarbiBaloT MHCTPYKIMH 1O AEIONPOU3BOACTBY,
HE MMpOTUBOpeYaIme Hactossmen MHcTpykum.

1.2. TpebGoBanus HACTOSIIEN NucTpykuuun pacpoCTPAHSAIOTCA
Ha OpPraHu3anuio padoThl C JOKYMEHTAMH HE3aBUCUMO OT BHJA HOCHUTENS, B TOM
YHUCJIE C AIEKTPOHHBIMU JOKYMEHTAMU B MEKBEIOMCTBEHHON CUCTEME 3JIEKTPOHHOTO
JIOKyMEHTOO0OpOTa H  JENONpou3BoJcTBA  «Jlemo», BKJIOYass MOATOTOBKY,
pEerucTpaIuio, IpoxoxaeHue, 00padoTKy, XpaHEHUE U HCTOJIb30BAHUE JOKYMEHTOB
C MTOMOUIBIO UHOOPMAITMOHHBIX TEXHOJIOTUH. KommneroTepHbie
(aBTOMATU3UPOBAHHBIE) TEXHOJOTUM OOpabOTKM HH(POpPMALUU, COAEpKaIehHcs
B JIOKYMEHTax, JIOJDKHBI OTBeYaTh TpeOoBaHUSM HacTosmend WMHcTpykumm.
Buenpenue wu compoBoXJIeHHE UH(POPMAIMOHHBIX TEXHOJOTMA B  pabore
C  DJEKTPOHHBIMH  JOKYMEHTAMH  TMPOU3BOASTCA  BO  B3aUMOJCHCTBUU
C MHUHHCTEPCTBOM HH(DPOPMALMOHHBIX TEXHOJOTHA M CBA3M PocToBCkOM oOiactu
W yopaBieHHeM HMH(OPMALMOHHBIX  TEXHOJIOTUH  AJIMUHUCTpaldd  ropoja
PoctoBa-Ha-/{ony.

1.3. TpeGoBanusi,  ycTaHoOBJIE€HHble  MHCTpykumeili K  MOATrOTOBKE,
0(QOpPMIIEHUIO, MPOXOKICHUIO U KOHTPOJIIO UCTIOTHEHUS TOKYMEHTOB, PUMEHSIOTCS
pu paboTe ¢ TOKYMEHTaMU C TOMETKOMN «JIJis Ciry’k€OHOTO TIOJIb30BaHUS) C YIETOM
OCOOEHHOCTEH, YCTAaHOBJIEHHBIX TIOCTAHOBJIICHUEM AJMUHUCTpAIlMK  TOpoja
PoctoBa-na-/lony ot 25.08.2015 Ne 2 ncmt «O6 ytBepknenuu [lonoxenus o mopsake
oOpamieHusi co cIykeOHOW wuHpOpMaNMe OTPaHUYEHHOTO PACIPOCTPAHEHUS
B AnmuHuctpauun ropoma  PocrtoBa-Ha-Jlony wu  Ilepeunss  cBeneHuit
KOH(DHMICHIIMATLHOTO XapakTepa B AJIMUHHUCTpanuu ropoaa PocrtoBa-Ha-/{oHy
Y NPU3HAHUM YTPATUBIIMM CHJIy IOCTaHOBJIEHUs M»apa ropoxa Pocroa-na-/{oHy»,
MOCTaHOBJIEHHEM AMUHKCTpanuu ropoaa Pocrosa-na-/{ony ot 04.04.2006 Ne 3 acn
«O0 ytBepxknenun [lonoxenuss «O mopsiake oOpamieHUs ¢ KOHPUACHIMATbHOU
undopmarmenn» u  Ilepeunss  cBemeHMit  KOH(MUIEHUMATBLHOTO  XapakTepa
B AnMmunucTpauuu ropoja PocroBa-Ha-J{oHy U ee opraHax ynpaBieHUsD.

[Tonoxenuss MHCTpyKUMH HE PacHpOCTpaHSIOTCS Ha OpPraHU3aluio padoTh
C JOKYMEHTAMH, COACPKAIINMH CBEICHUS, COCTABIISIIOLINE TOCYIAPCTBEHHYIO TallHY.
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PaGota ¢ cekpeTHbIMH  JOKYMEHTaMH perjiameHtupyercs  MHcTpykuueit
o oOecneyeHnuo pexkuMa cekpetHoctu B Poccuiickoit denepariii U MpOBOIUTCS
B MTIOMENICHUSX, 000PYI0BAHHBIX COOTBETCTBYIOLIUM 00pa30OM.

1.4. Tpe6oBanus HWHCTpyKIMH K padoTre ¢ OyXTraaTepcKod u JIpyrou
CHeIUaIbHON TOKYMEHTAlUEW paclpOCTPAHSIOTCS JUIIb B YACTU OOIIMX MPUHIIUIIOB
paboThI ¢ IOKYMEHTaMH, a TaK»e MOATOTOBKU K mepeadye JOKYMEHTOB Ha apXUBHOE
XpaHEHHE.

1.5. Opranuzanus, BEJEHUE M COBEPIICHCTBOBAHHME JEJIONPOU3BOACTBA
Ha OCHOBE €IMHOW TIOJUTUKHM W [PUHLWIOB, NPUMEHEHHE COBPEMEHHBIX
UHPOPMAIIMOHHBIX ~TEXHOJOTHMM B paboTe C JOKyMEHTaMH, METOJUYECKOe
PYKOBOJICTBO M KOHTPOJb 3a COOJIOAEHHUEM YCTAHOBJIEHHOIO MOpsSAKa padOThI
C IOKyMEHTaMH B AJIMUHUCTpaluu ropoga PocroBa-ua-/lony u ee QyHKIIMOHATBHBIX
MOJIPA3/IETEHUSAX OCYLIECTBISIOTCS YIPABIECHUEM TIOKYMEHTAMOHHOrO 00€eCTeyeHus
AnMunuctpanuu  ropoaa  PocroBa-na-[lony.  3agaum,  QyHKIuu, mpaBa
17} OTBETCTBEHHOCTh YIPABJICHHUS JOKYMEHTallMOHHOTO oOecrnievyeHus
pernamentupytorcs IlomoxkeHueM 00 ynpaBlieHUH, AOKHOCTHBIE OOS3aHHOCTH
pabOTHUKOB yNpaBICHUS JOKYMEHTAIIMOHHOTO oOOecrneueHuss U paOOTHUKOB,
OTBEUAIOLIMX 3a OpraHu3aluio paboThl € JOKYMEHTaMu B (DYHKIIMOHAJIBbHBIX
nojapasneneHusix AnMmuHHMcTpaunu ropoaa PocroBa-Ha-J[oHy, ycCTaHaBIMBAKOTCS
JOJKHOCTHBIMH PErJIAaMEHTAMHM (JOJKHOCTHBIMH HHCTPYKIUSMH ).

Opranuzamusi paboThl € 3anpocaMH IOPUAUYECKUX U (U3UYECKUX JIUII
B T'OCYJAapCTBEHHBI OpraH, OpraH MECTHOTO CAMOYIPABJICHHS O MPEAOCTABICHUU
uH(poOpMaMu O JEATENbHOCTH STOTO OpraHa OCYIIECTBISIETCS B COOTBETCTBHH
¢ @enepanbHbiM 3akoHOM 0T 09.02.2009 Ne 8-®3 «OO0 obecnedyeHHH OCTYIaA
K uH(pOpMAIMU O JEATEIbHOCTH TOCYAapCTBEHHBIX OPraHOB M OPraHOB MECTHOIO
CaMOYIIPaBJICHUS».

Opranuzanuss ~ paboThl € 3ampocaMud  TpakJaH M OpraHu3auui
O MpPEAOCTABICHUH T'OCYJApPCTBEHHBIX, MYHHMIMNAIbHBIX YCIYl OCYIIECTBISAETCS
B cooTrBercTBUM ¢ @expepanbHbiM  3akoHOM oT 27.07.2010 Ne 210-®3
«O0 opraHuzaluy Mpe1oCTaBIeHUs FOCY1apCTBEHHBIX U MYHUIMIIAIBHBIX YCIYI».

Opranuzanus 1 nopsiiok paboThl ¢ 0OpaleHUsIMUA TPaXk/iaH, 00beTNHEHUAMHU
rpaxaaH, B TOM 4YHCJIE IOPUIMYECKUX JHIl (Jajee — oOpalleHus) ONnpeAessioTcs
@enepanbHpiM  3ak0HOM 0T 02.05.2006 Ne 59-03 «O mnopsigke paccMOTpPEHHUs
oOpamenuit  rpaxnaaH Poccuiickoit ~ ®depeparnuu», O0OJACTHBIMU  3aKOHAMH
Y MPABOBBIMU aKTaMH AJIMHUHHUCTpanuu ropoja PocrtoBa-Ha-JloHy. MeToanueckoe
PYKOBOJCTBO M KOHTPOJb 32 COOJIOJEHUEM YCTAHOBJIEHHOTO MOpSIKa pPadoThI
C 00OpallleHUsIMU OCYILIECTBIIIOTCS YIIPABIECHUEM JOKYMEHTAIIMOHHOTO 00ecTeueHus
AnmvmunucTpanuu ropoga Pocrosa-na-/{ony.

1.6. OTBeTCTBEHHOCTh 3a OO0ECMEUCHHE BHEAPEHUS U IKCIUTyaTaluio
TE€XHOJIOTHYECKOU UHQPACTPYKTYPHI AIIEKTPOHHOIO JIOKYMEHTO000poTa
AnvuHuctpanuu  ropona  PocroBa-Ha-JloHy — Bo3maraercs  Ha  yIpaBJICHHE
UHPOPMAIIMOHHBIX ~ TEXHOJOTUH  AJMHUHHCTpanuu ropoaa PocroBa-na-/lony.
WMHCTpYKIIMM W METOAMYECKHME PEKOMEHJALMU [0 BOIPOCAM COBEPLIEHCTBOBAHMS
ANIEKTPOHHOTO  JOKYMEHTOOOOpOTa 00S3aTeNbHBl Ui HWCIOJHEHHS BO  BCEX
(YHKIIMOHATIBHBIX NOJpa3/ICTIEHUsX, OTpaciEeBbIX (pyHKIMOHANBHBIX)



U TEPPUTOPUANIBHBIX oOpraHax AnmuHuctpauuu ropojga PocroBa-na-/loHy
Y MTOJABEIOMCTBEHHBIX YUPEKACHUAX AIMUHHUCTpau ropoaa Pocrosa-Ha-/lony.

1.7. OTBETCTBEHHOCTh 3a OpPraHU3alMI0 U COCTOSHUE JACJIONPOU3BOJICTBA,
COOJII0/ICHUE YCTAaHOBJICHHBIX HacToslled MHCcTpykimen mpaBuia U nopsaka padoThl
C JOKYMEHTaMU B TNPUEMHON IaBbl AnMuHUCTpauuu ropoaa Pocrosa-Ha-JloHy,
B NPHUEMHOM  TMEPBOrO  3aMECTUTENS  I[JaBbl  AJMHHHUCTpAllMd  ropoja
PocroBa-na-/lony, 3amectuteneil riaBel AgMUHUCTpaluu ropojga Pocrosa-na-Jlony
BO3JIAraeTCs Ha IIOMOITHUKOB, B OTPACIIEBBIX (pyHKIIMOHATHHBIX )
Y TEPPUTOPHAIBHBIX OpraHax AamuHucTpauuu ropoga PocroBa-na-JloHy — Ha uXx
pyKoBoauTENEH, a B (PYHKIHMOHAJIBHBIX MOJpa3JeiICHUSX AJIMHUHHUCTPALUU TOpoja
PoctoBa-Ha-/loHy — Ha paOOTHHMKOB, Ha3HAYEHHBIX OTBETCTBEHHBIMH 32 BEJCHHE
JETIONPONU3BOJCTBA.

1.8. B mensix cOXpaHHOCTH ¥ CBOEBPEMEHHOTO MCIOIHEHUS TOKYMEHTOB MPH
OCBOOOXAEHUN paOOTHUKA OT JOJHKHOCTH, HAX0XKJIEHUH €r0 B OTITyCKE, B TOM YHCIIE
yu4eOHOM, a TaKkXe B CIIy4ae €ro BPEMEHHOIO OTCYTCTBHUS 110 MHBIM yBa)KMTEIbHBIM
OpPUYMHAM BCE€ HaXOJAIIMECS Yy HEro Ha HCIHOJHEHHM CIy)KEOHbIE JOKYMEHTHI
[0 YKa3aHHUIO COOTBETCTBYIOIIETO PYKOBOJIUTEINS MIEPENAIOTCSA JPYTrOMYy paOOTHUKY.

1.9. He nonyckaercs paboTa ¢ MOJJIMHHBIMU SK3EMIUIIpaMU JOKYMEHTOB BHE
clly>)keOHBIX momemieHuid. C colepkaHueM IPOEKTOB JIOKYMEHTOB, JOKYMEHTOB
Y PE30JIOLUNA K HUM MOTYT ObITh O3HAKOMJIEHBI TOJBKO JHIA, UMEIOIINE OTHOILICHHUE
K MX CO3JIaHHI0, O(QOPMIIEHUIO, MCIIOJHEHHUIO, KOHTPOJI M XpaHeHuto. CBeleHus,
collepKallliecs B CIY)KEOHBIX JOKYMEHTAaX, MOTYT MCIHOJIb30BaThCS TOJIBKO
B CIYXEOHBIX IIeJIIX M B COOTBETCTBUU C IOJHOMOYHUSIMHU JIMIA, PabOTaIOIIEro
C JOKYMEHTaMH.

1.10. ConepkaHue CiyKeOHBIX TOKYMEHTOB HE TOJUICKHUT pasTialleHuIo.
B3aumopeiicTBue co cpencrBaMu MaccoBOM WH(poOpMaluu, nepegaya CTOPOHHUM
OpraHu3alMsIM Kakol-1100 MHPOpMaIMK WK JOKYMEHTOB U UX KOIMUHN ONpeelIeHO
Permamentom pabotel AnMuHucTpaiuu ropojaa PocroBa-na-JloHy, yTBEpKICHHBIM
MIPAaBOBBIM aKTOM AJIMUHHCTpauu ropoaa PoctoBa-Ha-/lony.

1.11. Bemonnenue TtpeOoBanuii WHCTpyKIMU 0053aTeNbHO IS BCEX
pabOTHUKOB (YHKIIMOHAJIBHBIX TMOAPa3ACACHHUMA, OTpacieBbiX ((QyHKIMOHAIBHBIX)
U TEPPUTOPUAIIBHBIX OpPraHoB AJIMHUHHUCTpanuu ropoaa PocrtoBa-na-Ilony. Ilpu
MOJATOTOBKE JTOKYMEHTOB AAMUHUCTpanuu ropoja PocroBa-Ha-JloHy paOOTHUKH
Anvmunuctpanuu ropona PocrtoBa-Ha-/[oHy HeECyT OUCHMIUIMHAPDHYK) W HHYIO
YCTAaHOBJIEHHYKO 3aKOHOIATENbCTBOM Poccuiickori @Denepanmu OTBETCTBEHHOCTH
3a HapylIeHUE CPOKOB XpaHEeHUs JOKYMEHTOB, yTpary, nopuy
Y HECAaHKIIMOHUPOBAHHOE YHUUYTOKEHUE CITYKEOHBIX JJOKYMEHTOB.

1.12. Tlpu yrtpaTe cnyKeOHbIX JOKYMEHTOB COTPYAHHK, OTBETCTBEHHBIH
3a  JeJONPOM3BOACTBO B  (PYHKIMOHAJIBHOM  MOJAPA3JICICHUU, OTPaACICBOM
(pyHKUMOHANBHOM) W TEPPUTOPHAILHOM  OpraHe, HH(DOPMHUPYET  CBOETO
PYKOBOAMTENS, KOTOPBIH OpraHu3yeT MpPOBEACHHE CIYyKEOHOM  MpPOBEPKH.
Pesynbrartel  cny:keOHOW  TPOBEPKH  MPEACTABIAIOTCS  3aMECTHTENIO  TJIaBbI
Anvunuctpanuun  ropoga PocroBa-Ha-J[oHy 1O OpraHM3alMOHHO-IIPABOBBIM
Y KaapoBBIM BOOpocaM [Uisi NPUHATHS Mep. DYyHKIIMOHAIBHBIM MOJpa3JeiIeHUEM,
oTpaciieBbIM ((PyHKIIMOHAIBHBIM) U TEPPUTOPHUAIBHBIM OPraHOM MHPEIIPUHUMAIOTCS
MEpBbI 10 3aMEILICHUI0 YTPAYEHHOTO JOKYMEHTA €r0 3aBEPEHHON KONUEH.



2. OCHOBHBIE MIOHATUS

B nactosmeld MHCTpyKIIMM HMCHOJB3YIOTCS CIEAYIOIINE OCHOBHBIE NOHSTHS:
aBTOpP JTOKyMEHTa — GU3NYECKOE UIIH FOPUIUUECKOE JIUIIO, CO3/aBIIEE TOKYMEHT;

aapecaT (WM moiydarenb) — (PU3MYECKOE JIMIO, JOJKHOCTHOE JIMIO WU
OpraHu3alysi, KOTOPbIM aJpPECOBAHO MMOYTOBOE OTMpPABICHHE (IIUCHMO, TellerpaMMa
¥ TOMY TIOIO0HOE);

OJlaHK JOKYMEHTa — JIUCT OyMaru WM 3JEKTPOHHBIN I1a0JI0OH C PEKBU3UTAMH,
UACHTU(DULIMPYIOIIMMHU aBTOpa O(PUIINATBFHOTO JOKYMEHTA,;

BHUJl JIOKYMEHTa — MPUHAMJICKHOCTh JOKYMEHTA K OINpPENENICHHON TIpyImIie
JOKYMEHTOB MO MPU3HAKAM COJIEPKaHUS U LIEJIEBOTO HA3HAYEHUS;

BXOJISIIIIAE JOKYMEHTBHI — JOKYMEHTBI, OCTYNUBIINE OT MHBIX OpPraHHU3aLUH,
OpPraHOB HCIIOJHUTEIBHOM TOCYJAapCTBEHHOM Biactu PocTtoBckod obnactu,
o0NajlalolMX CTaTyCOM OPUAMYECKOrO JIMLA, a TaKKe BXOASIAs BHYTPEHHSA
KOPPECTIIOHICHIINS;

JOKYMEHTUpPOBaHUE — (UKcalus UHPOpPMAIMK HA MaTepUAIbHBIX HOCUTEISIX
B YCTAaHOBJICHHOM ITOPSIJIKE;

JEJIONPON3BOACTBO — JEATEIBHOCTh, OOECIEUMBaIOIIas JTIOKyMEHTHUPOBAHHUE,
JIOKYMEHTOO0O0pOT, OTIEpaTUBHOE XpPAaHEHUE U UCII0JIb30BAHNE JOKYMEHTOB;

JOKYMEHT — O(HUIMAIbHBIA JIOKYMEHT, CO3JaHHBIM TIOCYJapCTBEHHBIM
OpraHoM, OpraHOM MECTHOI'O CaMOYIpaBJICHUS, FOPUINYECKUM WIH (PUIUUECKUM
JUIOM,  O(QOpPMJIEHHBIA B  YCTAHOBJIEHHOM  TMOPSAKE W BKJIIOYEHHBIN
B JOKyMEHTOO0OpOT AnMHHKUCTpauuu ropoaa PocroBa-na-Jlony;

JI€J0 — OTAENbHBIN JOKYMEHT WM COBOKYIHOCTb JTOKYMEHTOB, OTHOCSAIIUXCS
K OJHOMY BOMNpPOCY WIM YYacTKy J€ATEeIbHOCTH AJIMUHHUCTPAUUMU Tropojaa
PocTtoBa-Ha-/{0oHy, MOMEIIEHHBIX B OTAEIBHYIO O0JI0XKKY;

JOKYMEHTOOOOPOT — JBMXKEHHE JOKYMEHTOB C MOMEHTa HUX CO3JaHus
WM TIOJTyY€HUS J0 3aBEPUICHHSI UCIIOJIHEHUSI, TOMELIEHMs B 110 U (UJIN) OTHPABKH;

3aBEpEHHAsl KONUs JOKYMEHTa — TOYHO BOCIPOM3BENECHHBINA TEKCT JTOKYMEHTA
C OTMETKOM OpraHa, yHOJHOMOYEHHOI'O IPOM3BOJIWUTH JECWCTBUS 10 3aBEPEHUIO
KOITH;

uHdopmarusi — cBeleHus (COOOIIeHUs, JTaHHBIC), HE3aBUCUMO OT (POPMBI
WX MPEJCTABICHUS;

UCXOJSIIME JOKYMEHTbl — JOKYMEHTBHI, CO3JaBaeMble B AJIMUHUCTpALUU
ropona PocroBa-Ha-JloHy W OTIpaBisieMble 3a €ro Npeaesibl, a TakKe HUCXOsIas
BHYTPEHHSISI KOPPECTIOHACHITHS;

KOMUS TOKYMEHTa — JOKYMEHT, IMOJHOCTBhIO BOCIPOU3BOASIINNA UH(POPMALIUIO
NOJJIMHHUKA JIOKYMEHTa M €ro BHEIIHWE MPU3HAKW, HE MMEIONIMI HOPUIANYECKON
CUJIBL;

HOMEHKJIaTypa Je€Jl — CHCTEeMAaTHU3WPOBAHHBIA I€PEYEHb 3aroJIOBKOB JIEl,
dbopMupyeMbIX B OpraHe HCIOJHUTEIBHON BIIACTH, C YyKa3aHUEM CpPOKOB HX
XPaHEHMUS;

HOCUTENh HH(OpPMAIMM — MaTepUalbHBI OOBEKT, MpeIHa3HAuYCHHBIN
JUISL  3aKpEIUIEHUs, XPaHEHWs] M BOCIPOM3BEICHUS pPEYEBOM, 3BYKOBOM WIH
n300pazuTeabHON HHGOpPMAIUY;



opopMiieHUE [IOKYMEHTa — IMPOCTABJICHHE Ha JOKYMEHTE HEO0OXOJAMMBIX
PEKBU3UTOB;

NOJJIMHHUK TOKYMEHTA — IEPBbIA WA €IUHCTBEHHBIN SK3EMILISIP TOKYMEHTA;

NOANMUCAHNE JIOKYMEHTAa — BBIPA)KECHUE OTBETCTBEHHOCTH 3a COJIECpP’KAHHE
JIOKyMEHTa  IOCPEICTBaM  3aBEpPeHUs] €ro  COOCTBEHHOPYYHOW  MOJIHUCHIO
JIOJDKHOCTHOTO WJTK (DU3UYECKOTO JINIIA;

MOANUCh —  PEKBU3UT, COJEpKAIIUA  COOCTBEHHOPYYHYIO  MOJIMHCH
JOJDKHOCTHOTO WK (DU3UIECKOTO JINIIA;

PETHCTPAlIMOHHBI HOMEp JOKyMEHTa — IU(pOBOE WM OYyKBEHHO-IIU(POBOE
0003HaueHNe, MPUCBANBAEMOE JOKYMEHTY TIPH €T0 PETUCTPAIIHH;

peructpanus JIOKyMEHTa — IIPUCBOCHHE JOKYMEHTY PErHCTPAIlMOHHOTO
HOMEPA, BHECCHHE CBEICHHUM O JOKYMEHTE B PETUCTPAIMOHHO-YUETHYIO (hOpPMY;

PEKBU3UT JOKYMEHTa — OJJIEMEHT JIOKYMEHTa, HEOOXOIUMBIA IJii €ro
oopMIICHUS U OpraHU3alUK PabOTHI C HUM;

PK — perucrpaunoHHas kapta JOKYMEHTa, 3apETHCTPHUPOBAHHOTO B CHUCTEME
«Jlemow;

PKII/] — peructpainonHasi KapTa OpoeKTa JOKYMEHTA, 3apETUCTPUPOBAHHOTO
B cucteme «Jlemnoy;

pe30JIIOIUsl  — PEKBU3UT, COCTOSAIIMM W3 HAAINHUCH HA  JIOKYMEHTE
WM Ha CHElUaIbHOM OJIaHKE JJIsi MOPYYEHHUMU, CAEIaHHOW MOKHOCTHBIM JIUIIOM
U coJiepKalleil MPUHATOEC UM penieHrue (MOXKET BKIIIOYATh (DAMUIUU U WUHUIUAIIBI
VCTIOJIHUTENIEN MOPYUYEHHUS], COAEPKAHUE TTOPYUECHUS, CPOK €0 UCIIOTHEHUS, OMUCH
aBTOpa PE30JIIOLUM U J1aTy OAUCAHUS);

CKaHUPOBAHUE JJOKYMEHTA — MOJIYyYEHHE DJIEKTPOHHOU KOTTUHU JOKYMEHTA,

Gdaiiyi ANEKTPOHHOTO JOKYMEHTa — COYE€TaHWE BU3YAIbHBIX OTOOpaXKEHUIA
0JlaHKa, TEKCTa W JIPYTUX PEKBU3UTOB (UCKIIIOYasi PErUCTPAIlMOHHBIN HOMEp, AaTy
pPErUCTpaIlMU U TIOJANKCH) SJIEKTPOHHOTO TIOKYMEHTA U €r0 IPUIIOKCHHI;

(daiia dJIEKTPOHHOW KOMUU JIOKYMEHTa — CKAaHHUPOBAHHAS KOIHUS JOKYMEHTa
Ha OyMa)KHOM HOCHTETIE;

ANIEKTPOHHBIN JOKYMEHT—IOKyMEHTUPOBaHHAs MHGOpMAIIHs, PeCTaBICHHAs
B DJIEKTPOHHOU (opMe, TO €CTh B BHUJE, NPUTOAHOM JJii BOCHPHUITHS YEIOBEKOM
C UCIOJIb30BaHUEM 3JICKTPOHHO-BBIUMCIUTEIbHBIX MAIWH, a TAKXKE sl Iepeadu 1o

MH(OPMAIMOHHO-TEJIEKOMMYHUKAIIMOHHBIM CETSAM WJIn 00paboTKH
B MH(POPMAIIMOHHBIX CUCTEMAX;
AJIEKTPOHHBIA JIOKYMEHT B cucTeMe «Jlemo» — CoOBOKymHOCTh dhaiina

AIIEKTPOHHOTO JJOKYMEHTa (MJIM KOMUU DJIEKTPOHHOTO JOKYMEHTA) U €T0 PEKBU3UTOB,
XpaHsmascs B 0a3e JaHHBIX CHCTEMBI «/[eno» B TeyeHHe yCTaHOBJIEHHOTO CpOKa
XpaHeHUS;

ANIEKTPOHHBIM MA0JIOH ONaHka — OJaHK JOKYMEHTa, NpeICTaBICHHbBIN
B DJIGKTPOHHOM (hopMe U MCTIONIb3YEMBbI ISl CO3/IaHUS SJIEKTPOHHBIX JOKYMEHTOB;

ANIEKTPOHHAS TOMNMUCh — WHGOpMAIMS B DJICKTPOHHOU (Qopme, KoTopas
IpUCOEINHEHA K Apyroil mHpoOpMauuu B 3JIEKTPOHHON (opme (MOANUCHIBAEMON
nH(opMaIuu) WiM WHBIM 00pa3oM CBs3aHa C TakoW WHOpMamuer, u KoTopas
UCIIONIB3YETCs IS OTpeIeIeHHsI JTUIa, MOAMKUCHIBAIOIIETO HH(POPMAIIHIO;

ANEKTPOHHAs MOANUCH AOJDKHOCTHOro auna (mamee — OII) — ycunenHas
KBTM(PUIIUPOBAHHAS 3JIEKTPOHHAS MIOINUCH;



AKCHEPTU3a IEHHOCTU JOKYMEHTOB — M3y4YE€HHE JIOKYMEHTOB Ha OCHOBAaHHH
KPUTEPUEB WX IIEHHOCTU B IEJISAX OINpEACTIEeHUs] CPOKOB XpaHEHUS JTOKYMEHTOB
1 0TOOpa UX /IS BKIIIOUEHUS B cocTaB ApxuBHOTO (poHa Poccuiickoit deneparuu.

3. CocTaB ympaBiieHUYeCKUX JTOKYMEHTOB
AnmvmunHucTpaiuu ropoja PocroBa-Ha-/lony

3.1. lesTenbHOCTD AIMUHUCTpanUn ropozaa PocroBa-na-/lony
o0ecrieunBaeTCs CHCTEMOM B3aMMOCBS3aHHOW YIPABJICHYECKON JOKYMEHTAIIUH.
Ee cocraB onpenernsercs komnereHunen AqMuaucTpanuu ropoga Pocrosa-na-Jlony,
NOPSJIKOM ~ pa3pelieHus] BOMNPOCOB (€IMHOHAYAJIBHBIA WJIM  KOJUIETUAJIbHBIN),
00BEMOM M XapaKTepOM B3aUMOACUCTBHS C HHBIMH OpraHaMH TOCYJapCTBEHHOMN
BJIACTH, opraHamu MECTHOTO caMOyIIpaBJIeHUs, rocyAapCTBEHHbIMU
Y HETOCYJAapCTBEHHBIMU OPraHU3alMsIMU, TPaXKIAHAMM.

@yHKIMU ynpasieHus B AjgmuHucTpanuu ropoaa PocroBa-Ha-JloHy
peanu3yroTcs € IOMOUIBI0 OPraHU3allMOHHO—PACIOPSAUTENBHON JOKYMEHTALUH,
KOTOpasi BKJIIOYAeT B ceOsl MPaBOBbIE aKThl, paCOPSIUTEIbHbBIE, OPraHU3allMOHHBIE
Y UTHPOPMAIIMOHHO—CIIPABOYHBIE JOKYMEHTHI.

3.2. PacnopsauTenbHble TOKYMEHTHI.

PacniopsauTenbHblii TOKYMEHT — BHJI JIOKYMEHTa, B KOTOPOM (DUKCHUPYIOTCS
pEelIeHUs]  aIMUHUCTPATUBHBIX M  OPraHU3ALMOHHBIX  BOIPOCOB,  BOIPOCOB
VIOPABJICHMS, B3aUMOJCUCTBHUS, OOECHEYEHUS M PETYIUPOBAHUS JEATEIbHOCTH
AnmvunucTpanuu ropoga Pocrosa-na-/{oHy, HE yTBEPKI€HHBIE IPABOBBIMU aKTaMHU.

K pacnopanurenbHbM JOKYMEHTaM OTHOCSATCS: PEIICHHS COBEIATEIbHBIX,
KOHCYJIbTATUBHBIX U KOOPJAWHAIMOHHBIX OPraHOB; MOPYYEHHUS JTOJKHOCTHBIX JIUIL
U ApyToe.

3.3. Opranu3anMoHHbIE JOKYMEHTHI.

Oprann3anuoHHbIE JOKYMEHTBI — 3TO MHCTPYKTHUBHBIE, METOJANYECKUE, WHBIE
JOKYMEHTBI, HE YTBEPKICHHBIE IPABOBBIMU aKTaMH.

K opranu3anioHHBIM JOKYMEHTAaM OTHOCSITCS: IOJIOKEHHUS O MOAPA3ACIICHUsX,
BXOJSIINX B CTPYKTYpy AnmuHucTpanuu ropoaa PocrtoBa-Ha-/[oHy; npasuia;
MHCTPYKIMH (METOANYECKHE PEKOMEHAAINH ); TIJIAHBI.

3.4. lnpopMallMOHHO-CIIPABOYHBIE IOKYMEHTHI.

NudopmanimoHHO-CIIpaBOYHbIE TOKYMEHTHI — JOKYMEHTBI, KOHCTATHUPYIOUIUE
GbakTbl, SBIAOIIMECS OCHOBAaHMEM JUIsl MPUHATHS pEUIEHUH W U3JaHus
pacnopsiIUTENbHbBIX JOKYMEHTOB.

K uHpOpMalMOHHO-CIIPAaBOYHBIM  JIOKYMEHTaM OTHOCSTCS: MPOTOKOJIBI;

3aIMCKU (aHanUTHYECKHUE, JIOKJIaJHBIE, CITy>KeOHbIE, 00BSCHUTENLHEIC,
MOSICHUTETHHBIC); aKThI; 3asIBJICHHS, TeJICTPaMMBI; TeaehOHOTPAMMBIL;
bakcummibHble  coobmieHus  (paxcorpamMmel); CTEHOTpaMMbl  (BBIIHCKH

U3 CTEHOTPaMM ); JieoBast (Ciry>keOHas ) TepernucKa; OTYETHI.

4. JloxkymeHTanust AqMuHucTpanuu ropoga Pocrosa-Ha-/lony.
OO1ue npaBua 0GOpMIICHHS YITPABICHYECKON TOKyMEHTAlUU

4.1. JoxyMeHTarusi AnMuUHUCTpaIuy ropoaa Pocrosa-na-/{ony.



JlokyMeHTanuss AaMuHHCTpanuu ropona PocroBa-Ha-/loHy — 3TO cucrema
B3aMMOCBSI3aHHOM yNpPaBJIEHYECKOW JIOKyMEeHTauuu. Ee cocTtaB omnpenensercs
ObmepoccuiickuMm  kiaccudukaTopom ympasieHueckol gokymentaruu (OKYI)
OK 011-93, PernamentoMm paboTel AjamuHucTpauuu ropoja PocroBa-Ha-J/loHy,
a TaKkKe TMOJIOKEHUSIMH  (YHKUHUOHAIBHBIX  MOJApA3/ENCHUM,  OTpPaCIEBbIX
(pyHKUMOHANBHBIX) M TEPPUTOPUAIBHBIX OPraHOB AJIMMUHHCTpAllMM TOpojia
PocroBa-na-/lony.

JIOKYyMEHTBl HW3rOTAaBIMBAIOTCI Ha OyMaXHOM Hocuteiae uU B (opme
AIIEKTPOHHBIX JOKYMEHTOB C COOJIOACHHEM YCTAHOBJICHHBIX MPaBUI OQOPMIICHUS
JIOKYMEHTOB.

4.2. O6mme npaBuiia oPopMIICHUS JOKYMEHTOB.

4.2.1. Ilpy MmOAroTOBKE OPraHU3aLMOHHO-PACIIOPSIUTENBHBIX JTOKYMEHTOB
UCIIOJIB3YETCsl TapHUTypa Wpu(Ta, BXOAAIIas B CTAaHAAPTHBIA NaKeT O(HCHOIrO
IpOrpaMMHOr0 oOecreueHus: 4epHoro IBera. Pazmep mpudra npu odopmieHUn
Tekcta AokymMeHTa — Ne 14 nr. Ilpu cocraBieHunn TaOaUI] U CXEM JOMYyCKAaeTcs
UCIT0JIb30BaHue MPU(PTOB MeHbIIUX pazmepoB — Ne 10-12 mT.

BripaBHuBaHMe ab3alia o LIMPUHE, C OTCTYIIOM IEepBOM cTpoku 1,25 cM.

3arojloBKM pas3fesioB U MOJpa3esioB IeYaTaroTcs € ad3alHbIM OTCTYIIOM
WIM LICHTPUPYIOTCS 10 MIUPUHE TEKCTA.

TexkcT mOKyMeHTa Iredaraercs 4epe3 OAuH Wik 1,5 MeXCTpOYHOTrO MHTEpBana
Y BBIPABHUBAETCS IO IIUPHHE JHcTa (MO TPaHMUILIAM JIEBOTO W IMPABOro IMOJIEH).
WNuTepBan mexay OykBamH B clloBax — OObIYHBIN. HTEpBanI MEXIy CI0BaMU — OJIMH
npoOen. Ecau N1oKyMeHT TOTOBUTCS JJIsSl U3IaHUS C YMEHbIIEHUEM MaclTada, TeKCT
neyaTaeTcsl uepe3 JBa HHTepBaJa.

MHOroCcTpoUHble pPEKBU3UTHI [E€YATAIOTCS 4Yepe3 OJUH MEXKCTPOUHBIN
MHTEPBAJ, UX COCTABHBIE YACTH MOTYT Pa3JIeNsAThCA JOMOIHUTEIbHBIM HHTEPBAJIOM.

CTpOoKM pEKBU3HMTOB BBIPABHUBAIOTCS I10 JIEBOW T'PAHULIE 30HBI PACTIOJIOKEHHUS
PEKBHU3UTA WM II0 LEHTPY OTHOCUTEIBHO CAMOM JUIMHHOW CTPOKHU. [[nmHa cTpoku
PEKBHU3UTA IIPH YTJIOBOM PACTIONIOKEHUM PEKBU3UTOB — HE Oosiee 7,5 cM.

TpeboBanust kK 0pOpPMIIEHUIO JOKYMEHTOB, NPEACTABISEMbIX Ha JOKJIaJ TJIaBe
Anmunuctpauuu — ropona  PocrtoBa-Ha-Jlony, comepxkarca B Periamenre
AnmMunucTpanuu ropoja Pocroa-na-Jlony.

42.2. Ilpu odopmiaeHun JTOKYMEHTOB Ha OJaHKE YCTaHaBJIMBAIOTCS
CJIeIyIOLIME pa3Mephl MOJIe HE MEHee:

neBoe — 20 Mm;

npasoe — 10 MmM;

BepxHee — 20 MuM;

HIkHEE — 20 MM.

JlokymMeHTbl AUTenbHbIX (CBbIe 10 J€T) CPOKOB XpaHEHHS JIOJKHBI UMETh
aeBoe noJje He meHee 30 mm.

4.2.3. Jlns BbIJENCHHs] 3ar0JIOBKOB TPABOBBIX AKTOB, MPUJIOKEHUUW K HUM,
a TaKXKe OTHAEIbHBIX (PaAarMEeHTOB TEKCTa (3aroJIOBKOB pa3feNoB, IOAPA3JIENoB,
OTIEJbHBIX CJIIOB M JIPYyro€) He JOIyCKaeTCs HCIO0JIb30BaTh HHBIE HadyepTaHUs
(KypcHuB, MOJYEPKUBAHUE), KPOME MOTYKUPHOTO.

424, Tlpu co3maHuu JOKyMEHTAa Ha JBYX H 0Oojee CTpaHWIax BTOpas
Y MTOCHEAYIOIINE CTPAHULIBI HyMEPYIOTCSL.



Howmepa ctpanuil npocTaBisitorcs apadCckuMu 1udpamMu 6€3 clioBa «CTPAHULIA»)
U 3HAKOB NpenuHaHus. Hymepauus crpaHul] B JOKYMEHTE JOKHA OBITh €IMHOU
u ckBo3HOU. Ilpu odopmiieHHM JOKyMEHTa, 3aHMMAIOIIETO HECKOJIBKO JIHCTOB,
Ha OJ1aHKe 0(popMITSIETCS TOJBKO MEPBBIH JTUCT.

4.25. Tabmunel u rpaduKd MOTYT pacrojararbCsi Ha JHUCTEe Oymaru
C MCTOJIb30BaHUEM aJIbOOMHOM OpUEHTAIIMU CTPAHHUIIBI.

4.26. Ilpm TDOArOTOBKE MHOTOCTPAHWYHBIX JOKYMEHTOB (TpaBuia,
MOJIOKEHUSI, MHCTPYKIIMH, DPETJIaMEHThI, IUIaHbI, MPOTPAMMBI, OTYETHI U JIPYToOe)
MO3KET OPOPMIIATHCSA TUTYIIBHBIN JIHCT.

4.2.7. PeKBU3HUTHI «HOANMKCHY» W/WIKA «TpUd COTIACOBAHUS» JTOJDKHBI
MOMEIIAThCSl HAa OAHOW CTpaHHIIE C TEKCTOM JOKyMeHTa. He momyckaercst mepeHoc
ATHX PEKBU3UTOB HA OTACIBHBIN JUCT (MCKIIOUEHHUEM SBIICTCS JIUCT COTIIACOBAHUA).
Ha TutynpHOM JHIcTe TOKYMEHTa HOMEP CTPAHUIIBI HE YKA3bIBAETCS, HO YUYUTHIBACTCSA
npu 001Iel HyMepaluy CTPaHHULI.

4.2.8. JIOKyMeHTBI, KaK dJIEKTPOHHbIC, TaAK U HAa OYMa)KHOM HOCHUTEJE, MOTYT
CO3/1aBaTbCid C MHCIIOJIB30BAHMEM IPOTPAMMHOIO OOECIEYEHHs] — TEKCTOBBIX,
TaOJIMYHBIX PEIaKTOPOB, CUCTEM 3JIEKTPOHHOTO JOKYMEHTO000pOTa,
00eCreunBaOIIUX CO3JaHUe, MPOCMOTP M PEAAKTUPOBAHUE JOKYMEHTOB. Moryt
UCIIOJIb30BaThCSl AJIEKTPOHHBIE KONHMHM JIOKYMEHTOB, IIOJIydaeMble B pe3yibTaTe
OLM(PPOBKM (HampUMep, CKAHUPOBAHUS) TOKYMEHTOB Ha OYMa)KHOM HOCHTEIIE.
OJNeKTpoHHas KOMHUS JOKyMEHTa JOJDKHAa OBITh 4YHTaeMOW, HE COAep)KaTh
MEPEeBEPHYTHIX HM300paKEHUH CTpaHMIl, HE HaApyIIaTh HyMepanuio crpanuil. [{ms
AJIIEKTPOHHBIX KOMUU JOKYMEHTOB PEKOMEHAyeTCs ucnoiib3oBaTh (opmatr PDF;
PDF/A-1.

4.3. TpeboBaHuUs K COCTaBY U O(POPMIIEHUIO PEKBU3UTOB TOKYMEHTA.

4.3.1. Ilpu noaroroBke M O(OPMIEHHH JOKYMEHTOB B AJIMHHHCTpALUU
ropoga PocrtoBa-Ha-JloHy, ee (yHKUIMOHANBHBIX NOJPa3ACICHUNX, OTPACIEBbIX
(pyHKIIMOHANBHBIX) W  TEPPUTOPUATBHBIX OpraHax MOTYT  HCIOJIb30BaThCS
CIIEYIOINE PEKBU3UTHI:

I'ep6 ropona PocroBa-na-/lony;

HaMEHOBAaHHE OpraHa MECTHOTO CaMOYIIPaBJICHUs — aBTOpa IOKyMEHTa;

HAaUMEHOBAaHME OTPacieBOTr0 ((HYHKIMOHAIBHOTO), TEPPUTOPUATILHOTO OpraHa

AnmunucTtpanuu ropoga PocroBa-Ha-/[oHy — aBTOpa TIOKYMEHTA;

HaMMEHOBaHWE JOJKHOCTH JIUIA — aBTOpa TOKYMEHTA,

CIpaBOYHBIE JaHHBIE 00 OpraHe MECTHOTO CaMOYIPaBIICHUS,

HaMMEHOBaHUE BUJA IOKyMEHTA;

JaTa JOKYMEHTa;

PETUCTPAIIMOHHBIA HOMEP JOKYMEHTA,

CCBIJIKA Ha PErHCTPAIMOHHBIA HOMEP U Ty MOCTYIHBIIETO JOKYMEHTA,

MECTO COCTABJICHUS WM U3JIaHUS TOKYMEHTA,

rpud orpaHUYCHUS OCTYIA K IOKYMEHTY;

aapecar;

rpu¢ yTBepkKACHUS JOKYMEHTA;

3arojIOBOK K TEKCTY;

TEKCT JOKYMEHTA,

OTMETKa O MPHUJIOKEHUH;
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rpud coriacoBaHus TOKYMEHTA;

BU34;

NOANKUCH JOJKHOCTHOTO JINIIA;

OTMETKa 00 AJIEKTPOHHOM MOJIIUCH;

neyarh,

OTMETKa 00 MCIIOJIHUTETIE;

OTMETKA O 3aBEPEHUU KOIHUHU;

OTMETKA O MOCTYIUIEHUH JOKYMEHTA,

pE30IIOLNS;

OTMETKA O KOHTPOJIE;

OTMETKA O HaIlPaBJIEHUU JOKYMEHTA B JIEJIO.

CocTraB peKBU3UTOB MOXKET OBITh Pa3JIMYHBIM B 3aBUCHMOCTH OT COAEPKaHHUS
U BUJa AOKyMeHTa. Kaxnplil BUJ JOKYMEHTA JOJKEH UMETh ONpPENIETIEHHBIN COCTaB
PEKBU3HUTOB U MOPSIOK UX PACIIOIOKEHUS.

4.3.2. YcraHaBiuBaeTCs YIVIOBOM BapUaHT pAaCIOJIOXKEHUS PEKBU3UTOB
Ha OJlaHKe.

4.3.3. T'ep6 ropona PocroBa-na-J[oHy moMemiaroT Ha OJIaHKaX JTOKYMEHTOB
B COOTBETCTBUM C YcTaBoM ropoaa PocroBa-Ha-JloHy u nonoxxeHnem «O cuMBOJax
r. PocroBa-na-JloHy», yTBEp)KJI€HHBIM perieHneM PocTtoBckoii-Ha-J/loHy ropoackou
Hymbl ot 03.12.1996 Ne 267, mo cepeauHe BEpXHETo Mojisg OJlaHKa, Ha PacCTOSIHUU
10 MM OT BEpXHETO Kpas JUCTa.

4.3.4. HaumeHOBaHHE OpraHa — aBTOopa JOKYMEHTa JOJKHO COOTBETCTBOBATH
HAaMMEHOBAHHUIO, YKa3aHHOMY B IOJIOKEHHUU 00 3TOM Oprase.

4.3.5. ABTOpOM JOKyYMEHTa MOXET OBIThb  JOKHOCTHOE  JIUIIO,
npeacrasisoniee  Anmunuctpaunio ropoga PocroBa-na-Jlony. HaummeHnoBanue
JTOJDKHOCTH — JIMIa — aBTOpa JIOKYMEHTa YKa3blBAETCSI B  COOTBETCTBHUHU
C HAMMEHOBAHHUEM, NPUBEICHHBIM B PACIOPSAUTENBHOM JOKYMEHTE O Ha3HAYEHUU
Ha JOJKHOCTb.

4.3.6. CrpaBouHble JaHHBIE 00 AnMuHHCTpanuu ropona PoctoBa-Ha-/loHy
yKa3bIBAIOTCA B OJIaHKE MHCEM M BKJIOYAIOT: MOYTOBBIA ajpec, HOMep TenedoHa,
dakca, agpeca dJIEKTPOHHOM MOYTHI U OUITMATILHOTO caiTa.

ITouTOBBI apec B COPaBOYHBIX IaHHBIX YKA3bIBAETCS B MOCIEAOBATEIIBHOCTH,
ycTaHOBJIEHHOUW IlpaBunaMu oxka3zaHus yYCIyr IIOYTOBOM CBS3U, YTBEPKIACHHBIN
npukasoM MuHHUCTEpCTBA CBSI3M U MAacCCOBBIX KOMMyHuUKauui Poccuiickon
®enepauuu ot 31.07.2014 Ne 234 «O6 ytBepxkaenuun IlpaBun okazaHusi yciayr
MOYTOBOM CBSI3W», & UMEHHO: Ha3BaHHE YJIMIIbI, HOMEP J10Ma, Ha3BaHUE HACEJIEHHOTO
MYHKTA, TOYTOBBII UHIEKC.

4.3.7. HaumeHnoBaHnue BHJIa JOKyMEHTa (Hampumep: MpuKa3, MPOTOKOJ, aKT)
yKa3bIBaeTCs Ha BCEX TOKYMEHTaX, 3a HCKIIOYEHUEM JEJIOBBIX (CITyKEOHBIX) MUCEM.

Bun nokymeHTa pacrosnaraercs IOJ PEKBU3UTaMH aBTOpa JIOKYMEHTA.
HaumeHoBanue BuJa JOKyMEHTa IeyaTaeTcs IMPONUCHBIMM OyKBaMH, a TaKkxke
JOIYCKAeTCsl MUCaTh CIIMTHO WK Bpaspsaky (Hampumep: IIPUKA3, A K T).

4.3.8. JlaToil AOKyMEHTa SIBISIETCS JaTa €ro MoJnucaHusi (IIPaBOBbIE AKTHI
AnmvuHucTtpanuu ropojga PocrtoBa-Ha-/loHy, nucbMma, JOKJIaJHBIE 3aHMCKH, aKThI
U JIpyroe), yTBEPKIEHUA (MHCTPYKLMS, IOJOKEHWE, IpaBWia, IUIAH, OTYET,
JIOJDKHOCTHOM PETJIaMEHT), COOBITHSA, 3a(UKCUPOBAHHOTO B JOKYMEHTE (IIPOTOKOJI).

11



PekomennyeTrcsi TOKyMeHTaM, M3JaHHBIM ABYMsS WU OoJiee OopraHaMud MECTHOTO
caMOyIIpaBJieHUsl, MPUCBaNBaTh OJHY (€ANHYI0) AaTy. B ciydae mpocTaBieHus JaThl
KOKJO0M M3 CTOPOH, MOJIMUCABIIMX JIOKYMEHT, NaTON JTOKyMEHTa SBJISETCS Jara
MOCJIETHETO MOAMUCAHUSI.

JlaTa nOKyMEHTa 3alKChIBAECTCS B MOCIEAOBATEIILHOCTHU: JACHb MECSIa, MECHII,
roJl OJTHAM U3 JIBYX CIIOCOOOB:

apabckumu nmdpamu, pazaeneHHbIME Toukoi: 05.06.2018 (6e3 mobaBieHus
«T.» WY UHBIX OYKBEHHBIX 0003HAUYECHHI );

CIIOBECHO-TTU(POBBIM criocoboMm: 23 uronst 2018 T.

Jlata nOKyMEHTa NpPOCTaBISIETCA JOJHKHOCTHBIM JIMIIOM, MOIHCHIBAIOIINM
(YTBEp)KIAIOUIMM) JOKYMEHT, UM PaOOTHUKOM, OTBETCTBEHHBIM 3a PErHCTPAIHIO
u odopmieHne AOKyMEHTa, TMpPH YCIOBUM, YTO pErucTpanus JIOKyMEHTa
M, COOTBETCTBEHHO, [aTHUPOBAaHUE OCYMIECTBISIOTCS B JCHb IOAMHUCAHUS
(yTBepxKACHUS) TOKYMEHTA WK Ha CIEAYIOMUA pabouuil IeHb, €CJIM JOKYMEHT ObLI
NOJMUCAaH B KOHIE pabouero paHsA. Jlata mpocTaBisieTCs HEMOCPEICTBEHHO
COCTaBUTEJIEM TMpU TMOATOTOBKE JOKYMEHTa (JOKJIajaHas, CchykeOHas 3amucka,
3asBJICHHE).

[Ipu odopmieHun PYKOMUCHBIX JTOKYMEHTOB JaTa, Kak IMPaBUIIO, CTaBUTCS
PAAOM C HOJIUCHIO WIN MOJT MOJIHUCHIO.

MecTo mpocTaBieHus JaThl HA TOKYMEHTE 3aBUCUT OT UCIOJIB3yeMOro OaHKa
U BHUAa JOKyMeHTa. JlaTa MOMET MpOCTaBIATHCA HAa CHEUUAIbHO OTBEICHHOM
Ui Hee MecTe. Hampumep, Ha Gi1aHke nuchMa:

17.03.2018 Ne 21/07-10

B akrax, mpoTokonax, cmpaBKax MECTO JaThl OMpENesseTcsl pPa3MEeTKOU
3aroJIOBOYHON YacTH NTOKyMeHTa. [Ipu yrioBoM pacmonoXeHHH AaTa MpOCTaBISIETCS
oT JieBoro noJisi. Hanmpumep:

Anmunuctpanus ropoga PocroBa-Ha-/{ony
AKT

02.03.2020 No 15
r. PocroB-na-Jlony

Bce cnyxeOHble OTMETKH Ha JOKYMEHTE, CBSI3aHHBIE C €ro MPOXOXKACHUEM
U HUCIIOJIHEHUEM, JIODKHBI OBITh JaTtupoBaHbl. CrlemayeTr coOnogaTh eauHooOpasue
HaIMCaHUA JaT B OJTHOM KOHKPETHOM JOKYMEHTE.

4.3.9. PeructpaudOHHBI = HOMEp  JIOKyMEHTa — LUPPOBOM U
OykBeHHO-LIM(PpOBOM  uJaeHTU(PUKATOp  JTOKyMeHTa. CoCTOMT U3  HMHJAEKca
no Kiaccupukatopy U ero mnopsakoBoro Homepa. B cucreme «Jleno»
PErUCTPALlMOHHBI  HOMEp MPUCBAMBAETCS JOKYMEHTY aBTOMATHYECKH MIpH
BBIMIOJTHEHUH TPOLEAYpPbl PETUCTpPAallMd B COOTBETCTBUU C 3aJaHHBIM I1A0JIOHOM
HOMEHKJIATYPBI.

Ha nokxymentax, odopMmieHHBIX Ha OJaHKE, pPETrUCTPALMOHHBIN HOMEp
IPOCTABIIAETCS B COOTBETCTBUH C PACIIOJI0KEHHEM 3TOI'O PEKBU3UTA.

PeructpainoHHbI HOMEpP MPUCBAMBAETCS JOKYMEHTY IOCJE €ro MOAMUCAHUS
(yTBEpKIACHHUS).
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4.3.10. Ccbuika Ha PpETrUCTPAIMOHHBIA HOMEp M J1aTy IOCTYIHMBIIETO
JNOKYMEHTa, COCTOSAIas W3 PETUCTPAMOHHOIO HOMEpPa M JaTbl BXOJMAILErO
NOKyMEHTa, Ha KOTOpBIM JaeTcsi OTBET, IPOCTABISETCS B BHUJAE OTMETKH
«Ha Ne ... or ..» B Onanke nuceMa. He pekoMeHayeTcsi BKIIIOUaTh €€ B TEKCT
nokyMeHTa. B cucteme «/leno» B peructpaunonHoi kapre (nanee — PK) nokymenTa
JIOJDKHA OBITh yKa3aHa CBs3Ka C JOKYMEHTOM, Ha KOTOPBI JAaeTCsl OTBET.

4.3.11. T'pud orpanmveHus AOCTyma K JTOKYMEHTY MPOCTABIAETCS B MPABOM
BEPXHEM YTJIy NEPBOTO JIMCTA JOKYMEHTA (ITPOEKTa JOKYMEHTA, COIPOBOJUTEIBHOIO
NUChbMa K JOKYMEHTY) OT TpaHMIbl BEPXHErOo MOJs MPU HATUYUU B JIOKYMEHTE
uHbopMallMy, JOCTYI K  KOTOpOM  OrpaHHYMBAeTCS B  COOTBETCTBHUU
¢ 3aKoHOIaTenbCTBOM Poccniickon @enepanun.

I'pu¢d orpannyeHuss noctyna K JOOKyMEHTY (momeTrka «/lms cmyxebHOoro
M0JIb30BAHU») MPOCTABISIETCA B MIPABOM BEPXHEM YTy MEPBOrO JIKCTA JOKYMEHTA
U JIOTNOJHAETCS HOMEpPOM OK3EMIUIIpA JOKYMEHTa M JPYTMMH CBEICHUSMU
B COOTBETCTBUM C 3aKOHOJATeiabCcTBOM Poccuiickoit denepanuun, KoTOpbIe
pacnoyiararoTcsi HWXKE  OIPAaHUYMTEIBHOM IIOMETKM Ha OJMH  OJHWHAPHBIN
MEXCTPOYHBIM WMHTEpPBajl W BBIPABHUBAIOTCS II0 OTHOLICHHMIO K HEW IO LIEHTPY.
JlokyMeHTBl ¢ TpupoM orpaHuueHus jgoctyna (mometrka «lus ciyxeOHOro
NI0JIb30BaHuUs») B cucteme «Jleno» He perucrpupyrorcs. Hanpumep:

Jnst cny»ke0HOro moJib30BaHUs
Ok3. Ne 1

4.3.12. Appecatr — pEKBHU3HT, HCIIOJB3YEeMbI Mpu OQGOPMIICHUU EIOBBIX
(cy>)keOHbIX) TIMCEM, BHYTPEHHUX HMH(POPMALMOHHO-CIPABOYHBIX JOKYMEHTOB
(IOKJIAHBIX, CITYKEOHBIX 3aMKUCOK, 3asIBJICHUI U IPYTOe).

Anpecat B OJ1aHKE 3a0JIHSAETCA Ha YPOBHE CJI0BA «AJIMUHUCTPALIUS.

PexBu3uT «amgpecar» npocTaBisieTCs B BEPXHEW ITPABOM 4acTH MEPBOTO JINCTA
JIOKYMEHTa (Ha OJIaHKe ¢ YIJIOBBIM pAaCIOIOKEHHEM pPEeKBU3UTOB). llpu Hanmuuuu
rpu¢a orpaHMYEHUs JOCTYIA K JOKYMEHTY «aJpecaTy pa3MeIlaeTcs Mol HUM.

CTpokn pekBU3WTa I[I€YATAIOTCS Yepe3 OJAuH UuHTepBald. JlmHAa CTpoku
PEKBU3MUTa HE MpEeBbIIACT 7,5 CM M OrpaHUYMBAETCS IpaBbiM noyieM. CTpOKH
PEKBU3UTA «aJpecar» BBIPABHUBAIOTCS [0 JIEBOMY Kpald WJIA 1O LEHTPY
OTHOCUTEJIBHO CaMOM JIMHHOM CTPOKH B TpaHHIaX, OTBEACHHBIX JI PEKBHU3UTA
«azpecar».

[Ipu ampecoBaHuM JOKYMEHTA B MCIIOJHUTEIBHBIE OPTaHbl TOCYJIapCTBEHHOMN
BiIacTu PocToBCKOM 00NacTH, WHBIE TOCYJAapCTBEHHBIE OpraHbl, OpraH MECTHOIO
caMOYIIpaBJiEeHUsI WU opraHu3anuio (0e3 yKa3aHusi JOJDKHOCTHOTO —JIMIIA)
yKa3bIBaeTCsl MOJIHOE MJIM COKpallleHHOEe HAMMEHOBAaHUE COOTBETCTBYIOIIETO OpraHa
BJIACTH (OpraHu3allii) B MMEHUTEIHLHOM Tajiexxe. B cocTaB peKkBU3MTA «aJapecar
MOXXET BXOJIUTh MOYTOBBIA anpec. Hampumep (3mece u  jmanee  HOpuMeEpsI
HAaMMEHOBaHHUs OpraHn3aluil, UX CIIPaBOYHBIE JAHHBIE SBIISIFOTCS YCIOBHBIMM):

Komwuter 1o yrnpasiieHu1o
aApXHUBHBIM JIEJIOM
PocToBckoit o0nacTu
WIH
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Bceepoccuiickuii HayqHO-
MCCIIEIOBATEIILCKU HHCTUTYT
METPOJIOTUYECKOU CITY>KOBI
Ozepnas yi., 1. 46, Mockaa,
117393

[Ipu aagpecoBaHMH JOKyMEHTa PYKOBOIUTENIO (3aMECTUTEII0 PYKOBOJUTES)
UCTIIOJTHUTENIHOTO OpraHa TOCyJapCTBEHHOW BiIacTH PocToBckoil o6mactu, MHOTO
roCyJapCTBEHHOI0 oOpraHa (OpraHu3alii) YyKa3blBalOTCA B JaTEIbHOM MaJexKe
HAaUMEHOBAaHHUE  JOJDKHOCTH  PYKOBOAMTENA  (3aMECTHTENsl  PYKOBOJHUTENSA),
BKJIFOYAIOIIEE HAMMEHOBAHUE HCIOJHUTEIBHOIO OpPraHa roCyJapCTBEHHOM BIIACTU
PocToBcko#i 0061acT, HHOTO TOCYIAPCTBEHHOTO OpraHa (OpraHu3amnuu), U Gamuims,
WHULMAJBI JOJDKHOCTHOTO Jnua. Hanpumep:

JupexTopy aenapraMeHTa
NOTPEOUTEIBCKOTO PhIHKA
PocToBckoii o0nactu
®amuinus 1.0.

[Ipu angpecoBaHMM JOKYMEHTAa B MOAPA3/E/I€HUE HCIOIHUTEIBHOIO OpraHa
rocyJapCTBEHHOM BilacTh POCTOBCKO# 00s1acTH, MHOTO TOCYJAapCTBEHHOTO OpraHa
(opranu3anuu) B PEKBU3UTE «aApecar» YKa3blBAETCS B HMMEHUTEIBHOM MaJekKe
HANMMEHOBAHUE HCHOJHUTEIBHOIO OpraHa TrOCyAapCTBEHHOW BIIACTM PoCTOBCKOM
00J1aCTH, UHOTO TOCYJAPCTBEHHOI'O OpraHa (OpraHu3alii), HUKe — HaMMEHOBAaHUE
noapasaenenud. Hampumep:

MUHUCTEPCTBO KYIbTYpPbI
PocToBckoii o0nactu
VYmpasnenue GprUHAHCOB
WIH
MuHucTepcTBO 00pa30BaHus U HAYKU
Pocculickon ®enepanuu
VYmpasnenue GpuHAHCOB

Bo Bcex Buaax HamucaHus pekBU3uTa GaMwivsad W HHUIMAIBI ajapecaTa
o(OPMIISIFOTCSI HIDKE TPEABIAYIIEr0 TEeKCTa Ha OJWH OJWHAPHBIA MEXCTPOUYHBIN
uHTepBal. UHUIMANBI CTaBATCA Mocie haMuiInm.

Ecnu nuceMo anmpecyercs Jnily, UMEIIIEMY BOMHCKOE 3BAaHUE, YUEHOE 3BAHUE
WJIM YUYEHYIO CTEIEHb, TO B PEKBU3UTE «aApecaTy MOXKHO yKa3aTb COOTBETCTBYIOILIEE
3BAHUE WJIM YYCHYK) CTENE€Hb, KOTOpPHIE NPHUBOISITCA B COKPAIIECHHOM BHUJIE
HETMOCPeICTBEHHO Tiepen pammmeir. Hanmpumep:

Pexropy ®I'BY BO «PoctoBckuii
rOCy/IapCTBEHHBI YHUBEPCUTET
MyTeH COOOIIECHUS
JOKTOPY TEXHUYECKUX HAYK, Mpodeccopy
@amuinus 1.0.
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Bo BHYTpeHHHMX JOKYMEHTaX, aJpeCyeMbIX PYKOBOJIUTEIIO (DYHKIIMOHAIEHOTO
nojapaseieHuss  AaMuHucTpanuu  ropoaa PocroBa-Ha-JloHy, HaMMEHOBaHHE
OpraHu3alliy He yKa3biBaeTcs. Hanmpumep:

HavanpHUKY yIripaBiacHUs
JIOKYMEHTAITMOHHOTO 00SCIICYCHUS
dammmsa U.0.

[Ipn anpecoBaHuM MNHCbMa PYKOBOAMTENIO MOAPA3AEICHUS YKa3bIBAIOTCS
B HMMCHHUTEJIIBHOM  TMaJeXe  HAUMEHOBAaHWE  HCIIOJIHUTEIBHOIO  OpraHa
rocyaapcTBeHHoM BiacTu PocroBckoit obmactu, Poccuiickoit depepanuu, WHOTO
rOCyJapCTBEHHOr0 oOpraHa (OpraHu3alMH), HIKE B JaTEIbHOM NaAeKe —
HAaMMEHOBAaHHUE  JOJDKHOCTHM  PYKOBOJMUTENS,  BKJIIOYAIOIIEE  HAaMMEHOBAHUE
nojpaszzeneHus, pamminsa 1 uHUIManel. Hanpumep:

MuHUCTEPCTBO OOOPOHBI
Poccutickon ®eneparuu
HavanbHuky yrpaBieHus
1o paboTe ¢ 0OpaIlEHUSIMU TPAKIAH
®amunusa 1.0.

Ilepen  Qamwmnueld  AOMKHOCTHOIO  JIMIA  JOIMYCKAETCS  YHOTPEONISATh
COKpallleHHE «r-Hy» (TOCIOJMHY), €CIU aJpecaT MY>KUMHA, WIN «T-Xe» (FOCHoxke),
€CJIM aJipecat keHiuHa. Hanpumep:

r-ny Jlykamosy N.H.
r-xe Jlemunosou I1.I1.

[Ipu pacceuike JOKyMEHTa TpyIIle OpraHu3aldii OJHOrO THIA WU
B (YHKIHUOHAIBHBIC TOJpa3/eieHUs] OHOW OpraHW3alud aapecar YKa3bIBaeTCs
00606menHo. Hampumep:
['maBam agMuHUCTpaLAi
paitoHoB roposa PocroBa-Ha-/[ony

WIH
PykoBoauTensiM oTpacieBbix
(pyHKIMOHANIBHBIX) OPTAHOB
AJIMUHHCTpaLUu ropoaa
PocroBa-na-/lony

[Ipu paccelike MOKyMEHTa HE BCEM OpTaHHM3aIUsSIM WM ()YHKIIMOHATBHBIM
MOJApa3eNeHUsIM TOJ] PEKBU3UTOM  «ajpecaT» B CKOOKax  yKa3bIBaeTCS:
«(mo criucky)». Hanpumep:

PykoBoaUTENSIM OTpACIEBBIX
(byHKIIMOHAIBHBIX ) U TEPPUTOPUATBHBIX
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OpraHoB AJIMUHHUCTpPALUH rOpoJia
PocroBa-na-/lony
(o crucky)

CHnHMcoK pacChUIKM COCTaBIISIETCSl HUCIIOJIHUTENIEM, COACPKUT (PaMuUIHIo,
WHULMAJBI TOJTydaTesel, uX JOJHKHOCTH, MPU HEOOXOUMOCTH — aJipeca MorydaTelis
Y IOMENIAETCS B JIETIO CO BTOPBIM 3K3EMILUIIPOM TIOKYMEHTA.

Ecnu nucebMo HampaBisieTcss, KpOME€ OCHOBHOIO ajpecarTa, JJisl CBEICHUS €l
HECKOJIbKMM HCIOJIHUTEIIBHBIM OpraHaM TOCYJApCTBEHHOM BIacTh PoCTOBCKOM
00JaCTH, WHBIM TOCYAAPCTBEHHBIM OpraHaMm (OpraHU3alMsIM) WIH JOJKHOCTHBIM
auIaM, oOIIee KOJIMYeCTBO aApecaToB HE JOJKHO OBITh 0Oojiee YeThIpEX,
32 UCKJIFOUEHUEM  JIOKYMEHTOB, TOJATOTOBJEHHBIX C  y4e€TOM TpeOOBaHUI
MPOLIECCYATBHOTO 3aKoHoJarenbcTBa Poccuiickon @enepannu. OCHOBHOM ajpecar
YKa3bIBa€TCsl MEPBBIM, CIOBO «KOIHUS» MEPE] BTOPBIM — YETBEPTHIM aJpecaTaMu
He nevaraercs. [lpu 3TOM Kakabld SK3EeMIUISIp JOKYMEHTa (eCli HallpaBlsieTcs
Ha OyMa)KHOM HOCHUTEJE) JOJKEH OBITh MOJANKMCAH, a HauMEHOBAaHHE ajpecara,
KOTOPOMY HAaNpPAaBISAETCA KOHKPETHBIN SK3EMILISIP, TOTYEPKHYTO.

[Ipu HampaBieHUU JOKyMeHTa OoJjiee ueM B 4YEThIpE ajJpeca COCTaBIISIETCS
CIIUCOK PACCBUIKH, HA KAXKIOM JIOKYMEHTE YKa3bIBA€TCs OJIMH aIpecar WM ajpecaT
odopmitsieTcss 0000IIEHHO.

[TouToBBIN anpec B peKBU3UTE «aapecar oPopMIISIETCS HUXKE MPEIbIAYIIETO
TEKCTa Ha OJUH OJMHAPHBIA MEKCTPOUYHBIA MHTEPBAIL. DJIEMEHTBI IIOYTOBOTO aJpeca
YKa3bIBalOTCA B COOTBETCTBHM C IIpaBuinamMu oOka3zaHus yCIyr TOYTOBOW CBSI3H
B CIEyIoUel MocaeA0BaTeIbHOCTH: HaUMEHOBAaHUE ajipecara (IJisl IOpUIUIECKOro
JMIA — TOJHOE UM COKPAIllEeHHOE HAMMEHOBAHKE (IIPU HAJIMYWK), AJI TPAKJIaHUHA —
bammwinss W UHUIMANBI); HA3BAaHWUE YJMIBI, HOMEpP JIoMa, Homep oduca WU
KBapTHUPHI, Ha3BaHHE HACEJIIEHHOTO MyHKTa (TOpoja, MOCeNKa); Ha3BaHUE pPailoHa;
Ha3BaHUE pecnyOJuKU, Kpas, 00JacTH, aBTOHOMHOTO OKpyra (00yiacTu); Ha3BaHUE
CTpaHbl (J11 MEXIYHAPOIHBIX TIOYTOBBIX OTIPABIICHUH ); TOUYTOBBIN UHJIEKC.

[Ipu anpecanuu AOKyMeHTa (U3HUECKOMY JIMIY YKa3bIBAlOT (DaMHIIUIO
Y MHUILIMAJIbI, 3aT€M TIOYTOBBIN aapec. Hampumep:

IOxanoBy B.H.

Teatpanbnas yi., 1. 10, kB. 15,
r. Taranpor,
Pocrosckas 061., 347900

[TouToBBIN aapec HE yKa3bIBAETCSA B JOKYMEHTAX, HANpPABISIEMBIX B BBICIINE
opranbl BiacTH, ¢eaepalbHble OpraHbl HWCIOJHHUTEIBHON BIIACTH, BBICIIUM
JOJDKHOCTHBIM JIHIIaM CyOBbekTOB Poccwuiickoit denepanuu, B HCHOJHUTEIHHBIC
OpraHbl TOCYIAapCTBEHHOW Biacth PoCTOBCKOM 00macTH, MOABEIOMCTBEHHBIC
OpraHu3alliy, MOCTOSHHBIM KOPPECIOHJEHTaM (32 HCKJIIOYEHUEM HaIpaBICHUS
NMCEM YKa3aHHBIM aJpecaTaM B KOHBEPTaX C MMPO3PAYHBIMU OKHAMHU).

[Ipu oTnpaBke mUChbMa MO AJNEKTPOHHOW MOUTe WM (PAKCUMHIBHON CBS3H
(6e3 MOCBUIKM MO TMOYTE) TMOYTOBBIA agpec TakkKe HE  YKa3bIBaeTcH.
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[Ipy HEOOXOAMMOCTH MOXET OBITh yKa3aH »dJCKTPOHHBIA aapec (HOMeEp
tenedona/dakca) Ha OIMH OJIMHAPHBIA MEKCTPOUYHBIN MHTEpBaI. Hanpumep:

AJIMUHHCTpas
BopommuiioBckoro paitona

r. PoctoBa-Ha-/lony

admingel@rostov-gorod.ru

[loutoBBII agpec Ha KOHBEPTE OQPOPMISETCS TaKXKe B COOTBETCTBUU
¢ [IpaBunamu Oka3zaHus yCIyr NOYTOBOW CBS3U. AApEC MOydaTess pacloliaracres
B IIPABOM HWKHEM YaCTH, a aApeC OTHPABUTENSA — B JIEBOM BEPXHEU YACTU ITIOYTOBOTO
KOHBEpTa (IIOYTOBOTO MAKETa):

Anpec oTpaBuTens

AJMUHHUCTpaAIUs MyHULIMIIATBHOTO 00pa30BaHMsI
MuiutepoBCKOro panoHa
Jlenuna yi., 6, r. Museposo, 346130

Anpeca Ha OYTOBBIX OTIIPABJICHUSAX, IEPECHUIAEMBIX B IIPEAEIIAX TEPPUTOPUU
Poccuiickoii @enepanun, oQOpMISIOTCS Ha pycCKOM s3bike. Ha modToBbIX
OTIPABJICHUSAX HE JIOJKHO OBITh HE OTHOCAILIMXCS K aJJpeCy 3HAKOB.

Ha MexxnyHapoAHBIX TOYTOBBIX OTHPABJICHUIX apec OPOPMIISIETCS COTIACHO
nyHKTy 8.2.8 MHCTpyKIMH.

43.13. TIpud yrBepkaeHUS JAOKYMEHTa — OCOOBI CHoco0 BBEACHHS
JOKYMEHTA B IEUCTBUE, CAHKIIUOHUPYIOIINK PACIIPOCTPAHEHHUE €TO HA ONPEAECICHHBIN
KpYT OpraHu3alui, JOJKHOCTHBIX JIML, TpakaaH. JJOKyMEHThI yTBEPXKIal0TCA TIaBOM
AnvuHucTpanuu ropoaa PocroBa-Ha-JIoHy, TI€pBBIM  3aMECTHUTEJIEM  TIJIABBI
AnmunucTpanuu ropoaa PocroBa-Ha-/IoHy, 3aMeCTUTENSIMHA TJIaBbl AJIMUHUCTPALUU
ropoga PoctoBa-Ha-/{0Hy ¥ HHBIMU JOJDKHOCTHBIMM JIMLAMU A IMUHUCTPALMU TOpoJa
PocroBa-na-/lony.

['pud yTBepKAeHUS NPOCTABISAETCS HA JOKYMEHTE B CIIydae €ro YTBEpPKICHUS
JOJDKHOCTHBIM ~ JIMLIOM,  PACMOPSAAUTENIbHBIM  JOKYMEHTOM  (TIIOCTaHOBJICHHUEM,
paclopsHKEHUEM ) WIIH PELIEHUEM KOJUIETHAJIbHOTO OpraHa.

['pud yTBepkaeHUs pa3MeliaeTcs B MPaBOM BEPXHEM YIUIy TNEPBOrO JIUCTa
nokyMmeHTa. Ecii TOKyMeHT Oo(OpMIIEH C TUTYJbHBIM JIMCTOM, TpU( yTBEPKICHUS
oopmisiercs Ha TUTYJIbHOM JcTe. CTPOKM PEKBU3UTA BHIPABHUBAIOTCS MO JIEBOMY
Kparo WIHM LHEHTPYIOTCS OTHOCUTENILHO CAMOM JJTMHHOU CTpokH (He Ooiiee 7,5 cMm).

[Ipu yTBepkI€eHMN JOKYMEHTa COOCTBEHHOPYYHOM MOJIMHUCHIO JOJKHOCTHOTO
quna  rpud  yTBEpXKIAEHUS JOKyMeHTa coctouT wu3 cioBa Y TBEPXJIAIO
(mponvicHbIMU ~ OykBamH, 0€3 KaBbIYEK), HAWMEHOBAaHHUS JIOJDKHOCTH  JIUIIA,
YTBEPXKJIAIOUIETO JOKYMEHT, €ro TMOANWCH, WHHUIMAJIOB, (aMuianu ©  JaTel
yTBepxkaeHus. Hampumep:

YTBEPX/IAIO
[TepBblil 3aMeCTUTEND
IJ1IaBbl AJIMAUHHCTpALH
ropoaa Pocrosa-Ha-/{ony
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Iloamuce N.0O. damumnus
Jlata

[Ipu yTBepkACHUM JOKYMEHTA pPACIOPSIAUTEIbHBIM JTIOKYMEHTOM TpHU]
yrBepxkaeHus: coctrouT u3 cinosa Y TBEPXJIEH (YTBEPXJIEHA, YTBEPX/IEHbBI
wm YTBEPXJIEHO), cornacoBaHHOTO ¢ HaMMEHOBAaHHMEM BHUJA YTBEPKIAIOIIETO
JIOKyMEHTa B TBOPUTEIILHOM TaJeXKe, €ro 1aThl 1 HoMepa. Hanpumep:

Permament YTBEPXJEH
[IpaBuna YTBEPXJIEHBI
Hucrpykuus YTBEPXJIEHA

[Tpu yTBEp>KIECHUU TOKYMEHTA KOJUICTHAIBHBIM OPTaHOM, PEIICHHUS KOTOPOTO
buKCUpYIOTCSI B NPOTOKOJE, B Tpude YTBEpPKICHUS YKa3bIBAIOTCS HAUMEHOBAHHE
OpraHa, peuieHHeM KOTOPOTO YTBEPXKIEH JOKYMEHT, Jara W HOMEp IPOTOKOJIA
(B ckoOKkax). Hammpumep:

(ITonoxenue) YTBEPXJIEHO
[IpencenareneM KOJIETHAIBHOTO OpraHa
AnmvunMcTpanuu ropoaa Pocrosa-Ha-Jlony

(mpotoko:a ot 18.03.2019 Ne 7)

[Ipyn HanMMuUMU HECKOJIBKUX TPU(POB YTBEPKIACHUS UX PACIOaraloT Ha OJHOM
ypoBHe. ['pud yTBepkKACHUS MOXKET BXOJUTh B COCTaB OTMETKH O MPUIOKEHUU
K IPABOBOMY aKTYy.

4.3.14. Bun poxymenta (ITPUKA3, TIPOTOKOJI, AKT), cocraBieHHOTro
WM u3aHHOro AjamuHucTparnueit ropoaa PoctoBa-Ha-/[oHy, €€ OTpaciieBbIMU
(pyHKIIMOHANBHBIMA) U TEPPUTOPUATBHBIMH  OpraHaMH, perjaMeHTUPYETCs
MOJIOXKEHHEM O COOTBETCTBYIOIIEM OpraHe M JOJDKEH COOTBETCTBOBATh BHUIAM
JIOKYMEHTOB, TIPEAYCMOTPEHHBIM HAIMOHAIIBHBIM CTaHAApTOM Poccuiickon denepannu
I'OCT P 7.0.97-2016 «Cucrema crangapToB 1o wuHMOpMaIuy, OUOIMOTCYHOMY
U u3AarenbckoMy  aeny.  OpraHu3alMOHHO-PACHOpSAWTENbHAS — JOKYMEHTAIUS.
TpeboBanusi K OQOpPMIICHHIO JOKYMEHTOB». HaumeHoBaHME BHAAa M34aBAEMOIrO
JOKYMEHTA YKa3bIBae€TCsi Ha OJIaHKE COOTBETCTBYIOLIETO BHJA JOKYMEHTOB WM
YKa3bIBA€TCSI COCTABUTEIIEM MPU MOJATOTOBKE JJOKYMEHTOB.

B nuceMe HannMeHOBaHME BUJA JOKYMEHTA HE YKa3bIBAOT.

4.3.15. 3aroioBoK K TEKCTy — KpaTKO€ COJAEp)KaHUE JTOKYMEHTa MOKET
COCTABJISITBCS KO BCEM JIOKYMEHTaM, 3a HCKJIIOYEHUEM TeJerpamMM, HW3BEICHUH,
JTOKyMEHTOB, OGOpMIIEHHbIX Ha Onanke ¢dopmata AS, a Takke TOKYMEHTOB,
UMEIOITUX TEKCT HEOOIBIIIOro 00beMa (JI0 5 CTPOK).

3aroloBOK K TEKCTy Iiedaraercs 0e3 KaBblU€K M IEPEHOCOB IO CIIOTaM,
HE TMOMYEPKHUBACTCS. 3arojlOBOK K TEKCTy, COCTOSIIIMNA W3 ABYX U 0oJiee CTpOK,
[IEYaTaeTCsl 4epe3 OAWHAPHBIM MEXCTPOUHbIM HHTEepBan. He pexoMeHnnmyercs
3aKaHYMBATh CTPOKY B 3ar0JIOBKE MPEAJIOIOM MM COH030M. TOUKa B KOHIIE 3ar0JIOBKA
K TEKCTY HE CTABUTCS.
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3aroJI0BOK JIOJKEH ObITh KPATKUM, TOYHO II€PEIaBaTh CONEPKAHNE JOKYMEHTA
U COIJIACOBBIBAaTbCSI C HAMMEHOBaHMEM BuAa JAoKymMeHTa. Odopmisercs mnox
pekBU3UTaMM OJlaHKa cjeBa, OT I'PaHUIBl JIEBOrO MoJis. JlJIMHA CTPOKM 3arojioBKa
K TEKCTy JIOJDKHA COCTaBJIATH He Oojyee 7,5 ¢cM. BO3MOXXHO BBIJIEIEHHUE 3aroJIOBKA
HNOJNY’)KUPHBIM ~ IpUPTOM. B  pacnopspkeHHsX, IOCTAHOBJIECHMSX, PEIICHUsX,
U3/1aBaeMbIX I71aBOM AnMuUHUCTpanuu ropoja PocroBa-Ha-J/{0HYy, 3arojloBOK K TEKCTY
MOXET O(OpPMIIATECA HaJA TEKCTOM TIOCepeauHe paboyero TMmois JOKyMEHTa
Y LEHTPUPYETCSA OTHOCUTEIBLHO CaMOM JUIMHHOW CTPOKHU.

Ecnu 3aronoBoK K TEKCTYy OTBEYAET HAa BOIPOC «O 4Ye€M?», OH HAYMHAETCS
c mpemiora «o» («o6»). Ecnu 3arooBoK K TEKCTy OTBEYAET Ha BOIMPOC «UETO?»,
OH  COCTaBJIIeT OJHO  LEJIOE C  HAauMEHOBAHMEM  BHJA  JIOKyMEHTA.

Hanpumep:

pacniopspkeHue (0 ueM?) 0 CO3/IlaHuU aTTeCTAIlMOHHOM KOMHUCCHH,
UCbMO (0 4eM?) O BBIJICJICHUU CPEJICTB;

akT (4ero?) nmpuemMa-repeaadu Jaem;

IPOTOKOJ (4ero?) 3acejaHust SKCIIEPTHON KOMUCCHUH.

B cucreme «Jlemo» 3aroioBoK K TEKCTy (KpaTKoe COAEpKaHHE ITOKYMEHTA)
COCTaBIISICTCS I BCEX JOKYMEHTOB M BHOCHUTCSI B TIOJI€ PETUCTPALMOHHO-YYETHOU
(hOpMBI pEruCcTPUPYEMOTro JOKYMEHTA.

4.3.16. TekcT  MAOKyMEHTa  COCTaBIseTCS  HAa  PYCCKOM  SI3BIKE
— TOCYAapCTBEHHOM s3blke Poccuiickoit ®egepanuu, ¢ y4eTOM OCOOEHHOCTEM
opuIManbHO-IENOBOTO  CTHJIA, BHIAa  JOKYMEHTa W  €ro  Ha3HadYeHUs
B YNPaBJICHUYECKOW AESITENbHOCTU. TEeKCT MOKyMEHTa AOJDKEH OBITh aKTyallbHBIM,
KpaTKUM, JIOTUYHBIM, COJEPKaTh TMOJHYI0, JIOCTOBEPHYIO (IPOBEPEHHYIO)
uH(pOpMaIMIO, OAHO3HAYHbIE POPMYIUPOBKU. ECIM JOKYMEHT rOTOBUTCS B OTBET Ha
UCHMO, 3aMpoc, 00beM MHGOPMAILIMU U ACMEKThI COJIEP)KAaHUS B OTBETHOM MHCHbME
JOJKHBI COOTBETCTBOBATH 3a1pPOCY.

Wupopmanusa mno 3ampocaM MOATOTABIMBACTCS U IOJIMUCHIBACTCA TEM
JOJKHOCTHBIM JIMIIOM, KOTOPOMY ObLIT HAaIlpaBJIEH 3aIpoc.

TekcT mOKyMeHTa, MOMHUMO CBSI3HOTO TEKCTa, MOXKET COJIEp)KaTh TaOIHIIBI,
CTHCKH, TpaduuecKkne n300paKeHUs UM COUYETAHHSI ITUX CTPYKTYDP.

B Tekcte gokyMeHTa, MOATOTOBICHHOTO Ha OCHOBAHHWM 3aKOHOJATEIHHBIX,
WHBIX TIPaBOBBIX aKTOB, W3JaHHBIX OpPraHaMy BIACTH, aBTOPOM JOKYMEHTa
YKa3bIBAIOTCS HAaMMEHOBAHME BHJA JIOKyMEHTA, HAMMEHOBAaHWE OpTaHa, M3IaBIIETO
JIOKYMEHT, JlaTa TPUHSATHS W YTBEPXKIEHHUS JOKYMEHTa, €r0 pPerucTpaIidiOHHBIN
HOMEp, a TaK)Ke 3aroJI0OBOK JOKYMEHTA, 3aKIFOUYEHHBIN B KaBBIYKH, HATIPUMED:

«B coorBercTBUM ¢ O0acTHRIM 3aKO0HOM PoctoBckoi oOactu ot 28.12.2005
Ne 436-3C «O MectHOM camoytipaBiieHuu B PocToBCKO# 00macTuy.

TekcThl TOKYMEHTOB U3J1araroTCs:
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oT 1-ro nuua €IUHCTBEHHOI'O YHuCia — B MOCTAHOBJICHUSX, PACHOPSKEHUSX,
NpHUKa3ax, U3JIaHHbIX €IMHOJIMYHO («IIPOIIY PaCCMOTPETh BOMPOC 00 YCTAHOBIIEHUU
JBTOTHBIX Tapu(pOBY», «IIPeaiaralo...»);

OoT 3-TO JMIla €IWHCTBEHHOr0 uucia («yIpaBJieHHE JTOKYMEHTaIlMOHHOTO
oOecrieueHuss ~ AamuHucTpanuu  ropojga  PocrtoBa-na-/loHy  He — cuMTaer
BO3MOYHBIM. ..»);

B COBMECTHBIX JIOKYMEHTaX TEKCT M3JararT OT |-ro JiMia MHOXECTBEHHOIO
yucina («CIyanmy, «Perim);

B MPOTOKOJIAX 3aCE€JaHUd — OT TPEThEro JUUA MHOXXECTBEHHOIO YHCIIa
(«CIIYITAJIN», « BBICTYITUIN», «ITOCTAHOBWJIN» niu «PEITNII);

B JICNIOBBIX MHUChMax, O(QOPMJICHHBIX Ha OJaHKe AJIMHHHCTpAIMH TOpoja
PocroBa-na-/lony, — oT 1-ro JMIla MHOXECTBEHHOTO 4YHCIA (KIIPOCUMY,
«HAMpaBIIEM», «IpeajaraémM») WId OT 3-T0 JIMa €JIWHCTBEHHOrO0 YHCIIa
(«Agmunuctpanust ropona PocroBa-Ha-JloHy He BO3paxkaeT ...», «JI€NapTaMEHT
CUHUTAET BO3MOXKHBIM ...»);

B JIOKJIAQTHBIX M CIYXKEOHBIX 3alUCKax, 3asBICHUSX — OT 1-ro muna
€IMHCTBEHHOTO YUCIIa (IIPOILY ...», KCYUTAI0 HEOOXOAUMBIM ...»);

B JIOKYMEHTaX, YCTAaHaBIIUBAIONIMX MpaBa M OOA3aHHOCTH AJIMUHUCTpAIIU
ropona PoctoBa-Ha-/IoHy, oTpacieBbiX ((PpYHKIMOHAIBHBIX), TEPPUTOPHUAIBHBIX
OopraHoB AJMUHHCTpaiuu ropoja PocrtoBa-Ha-/[oHy (ION0KE€HHE, WHCTPYKIIHSA),
a TaKXe COJep)KallluX OIHMCAHHE, OLUEHKY (AaKTOB MM BBIBOABI (aKT, CIpaBKa)
UCIIONIb3yeTCsl (opMa UBIOXKEHHS TEeKCTa OT 3-ro JiMia €AWHCTBEHHOIO WIH
MHO>KECTBEHHOTO 4ucia («OTHEN OCYHIECTBISIET (YHKIMH...», «B COCTaB
O0OBEAMHEHUS BXOJAT. . .», KKOMUCCHUSl YCTAHOBUIIA. . .»).

B Tekcre moKymMeHTa HE PEKOMEHYETCsl OTPhIBaTh M MEPEHOCUTHh Ha JAPYTYIO
CTPOKY:

WHUIMATIbl UMEHU U 0TYECTBA OT (haMUJINH;

JaTy OT HAMMEHOBAHUS MECAIIA;

3HaK «Ne» oT ero nuppoBOro 3HaYeHMUs;

mudpsl, 0003HAYANOIIME KOJIMYECTBO, OT CIOB «IPOLEHT», «METP»,
«KUJIOMETP», KTOHHA» U TaK Jajee;

KOJI TOpoJia U Iudpsl TeaehOHHOTO HOMEpA;

pa3ppiBaTh HAMMEHOBaHUS (YHKIIMOHAJIBHBIX EIUHHI] U TOJOBKY TaOJHUIIBI
OT OCHOBHOT'O TEKCTa;

3aKaHYMBATh CTPAHUILY 3ar0JIOBKOM (TOCIIE HErO JIOJKHO OBITh HE MEHEE JIBYX
CTPOK TEKCTa);

HAaYMHATh CTPOKY CO 3HAKa «THPE».

TexcT [OKyMEHTa MOXKET COAepKaTh pasjeiibl, MOJApa3Jeibl, IYHKTHI,
NOJIMYyHKTBI, HyMepyemble apabckumu 1udppamu. CTpyKTypa  JOKYMEHTa
00yCJIOBJIEHA €r0 BUJIOM.

B Texct mokymeHTa MOTyT BKIIIOUaThbesl (hparMeHThl, O(DOPMIICHHBIE B BHUIE
Tabnuiel (pasaen 6 MHCTpyKIKN) UK aHKETHI.

Ecnmu TpeOyeTrcss MHOTOKpaTHO yMOMSHYTh B TEKCT€ TOT WJIM HHOW Opra,
yUpeXJIEeHUE WU OO0BEKT (Kpyr OOBEKTOB) WJIM HEOJHOKPATHO YHOTPEOUTH
TO WJIA UHOE NOHSTHE, CIEAYET B MEPBbII pa3 AaBaTh MTOJHOE HAMMEHOBAHUE, a 3aTEM
B CKOOKax MpPUBECTU COKPAICHHBIM BapHaHT: «(J1ajnee — ...)», KOTOpbIi janee Oyner
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ymoTpeOnsaThCS B TEKCTe. Ecnu cokpaiieHue HauMEHOBAaHHMS OOBEKTa CIENIaHO IO
dbopme: «(manmee TakkKe — ...)», TO B IOCIEAYIOIIEM TEKCTE YIOTPEOJISIETCS Kak
COKpAIIICHHOE, TaK ¥ MOJIHOC HAUMEHOBAHHUE.

Eciu B Tekcre gokyMeHTa TpeOyeTcss ykazaHue (aMuIuil, WHHIIHAIBI
odopMIISIIOTCS TIoCIIe (paMUITUH.

JlaTbl W KalleHAapHbIE CPOKH B TEKCTaX JOKYMEHTOB pPEKOMEHIYeTCs
o OpMIISTH CIOBECHO-TTU(POBBIM criocoooM. Hampumep:

B (eBpane 2018 r.;

B riepBoM nostyroguu (I momyroaun) 2017 r.;
B riepBoM kBapraiue 2017 r.;

¢ 1999 no 2001 roxsr;

B 2015 —2017 romax.

Ecnu HavyalbHOE TMOPSIAKOBOE YHCIWTENBHOE B HA3BAaHWUU IPA3IHUKOB
U 3HAMEHATeNbHBIX JaT HamucaHo LU(Qpoi, TO ¢ HPONUCHOM OYKBBI MUIIETCS
clenyromee 3a HUM Ci0BO. [lopsakoBOE€ YHCIUTENBHOE IPU 3TOM HE HMEET
HapaueHus: 8 Mapra, 1| Mas.

[lopsinkoBO€ YHUCIUTENBHOE MHMILETCS CJIOBaMH U CO CTPOYHOM OYKBBI
B CJIOBOCOYETAHUM THIIA: BTOPOE MOTYTOAME.

[TopsiakoBBIE YMCIMTENbHBIE, 0003HAYaeMble apaOCKUMU LU(ppaMu, MUILYTCS
¢ HapameHnueM. Hanpumep:

8-i1 psam; 90-e roapr; B 20-x uncnax anpens. Ho: mo 20 mas 2017 ., ¢ 1 saBaps
2018 r.

[lopsinkoBble uncAUTENbHBIE, 0003HAYaeMble PUMCKUMHU LUPpaMH, MULIYTCS
6e3 napamenus: naBanu 11 rpymnmesl, [ kBapTai.

Nmsi  cymiecTBUTENbHOE IMOCHIE JPOOHOrO YHUCIHUTEIBHOIO COIJIacyercs
C 1poOHOI €ro 4acThl0 M CTABUTCS B POAUTENILHOM MaJieke €AMHCTBEHHOTO YHCa:
36,7 nporieHTa; 28,5 meTpa.

Cno>xHblE MMEHA CYIIECTBUTENbHBIE W IPUIIAraTelbHbIe, UMEIOIIHE B CBOEM
COCTaB€ YMCIUTENIbHBIC, MUIIYTCS CleAyromuM obpazoM: 150-neTtue, 3-IHEBHBIH,
JIBYXHEICTIbHBIN.

3Haku HOMepa, maparpada, MpoIEeHTOB, IPaayca CTaBATCS TOJbKO Mpu nudpax,
K KOTOPbIM OHU OTHOCSITCSI U B 3arojioBkax rpad tabmuuneix gopMm. Hemomyctrmo
UCII0JIb30BaTh B TEKCTE 3HAKW HOMepa, nmpoleHToB 0e3 nudp. [Ipu Hanucanuu mudp
CIIOBAMM 3HAaKM HOMepa, maparpada, HpOLEHTOB, rpaayca MNUIIYTCS OYKBaMHU.
Hanpumep: 50 %, HO OSAThAECAT MPOLIEHTOB.

3naku  «Ney, «%» TIpH HECKOJBKUX 4YHClIax (ecid OHU 0003HAYaroT
COOTBETCTBYIOIIME MOHATHS BO MHOKECTBEHHOM YHCJIE€) HE YJBAaUBAIOTCSA U CTaBATCSA
TOJIBKO OJIUH pa3, 10 win mnocie psaa mudp: 30 —40 %, Ne 5 — 7.

B Ha3BaHMAX MNpa3gHUKOB M 3HAMEHATENBHBIX JAaT C MPOMUCHOM OYKBBI
NUIIyTCS TepBoe cloBo W uMeHa coOctBeHHbIe (lenr Koncrurymum Poccuiickoit
@enepanuu, Bocemoe mapra, Hoseii ron, lewp meramrypra, JleHb poccuickon
neuyatn). Uckmrouenue: /lenp [ToGenpr.
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B TekcTax mpaBOBBIX aKTOB HMCIOJIb3YIOTCS TJIarojibl B (JOpME HACTOSIIETO
BPEMEHH, NPHUIAKOIIME TEKCTY MPEINHUCHIBAIOIINN XapaKTep, HalpUMEp:

«Bu3za Bkiouaer B ce0s HaUMEHOBAHHE JIOJDKHOCTH PYKOBOJUTENS WM €ro
3aMECTHUTENIS U MOANMKUCH BUBHPYIOUIETO, paciinpoBKY MOAMKUCH U JATY».

«HopMmatuBHble mnpeanucanus OQOPMISIOTCS B BHUJE IYHKTOB, KOTOpHIE
HYMEPYIOTCS apaOCKUMH UPPAMH C TOUKOM U 3aT0JIOBKOB HE UMEIOT.

[Ipy cocTraBieHHMM TEKCTa B BHUJAEC AaHKEThl HAUMEHOBAaHUS IPU3HAKOB
XapaKTEPU3yeMOro O00BEKTa JOJKHBI OBITh BBIPAXKE€HbI UMEHEM CYLIECTBUTEIbHBIM
B HMEHHUTEIBHOM TAJEKE WM CIOBOCOYETAHMEM C TIJIAroJioM 2-TO JHIa
MHO>KECTBEHHOT'O 4YHMCJIa HACTOSILEr0 WJIM NPOLIEAIIEr0 BPEMEHU («UMEETEN,
«BIIAJIEETE», «OBUIM», «HAXOIWIHCHY). XapaKTEPUCTUKH, BBIPAKEHHBIE CJIOBECHO,
JOJKHBI COTJIACOBBIBATHCS C HANMEHOBAHUSIMU MPU3HAKOB.

TekcT, Kak MpaBUiIO, COCTOUT U3 ABYX 4YacTel. B mepBoM 4acTh yka3bIBarOTCA
IPUYMHBI,  OCHOBAHWSA, LM  COCTaBJI€HHWA  JOKYMEHTa, BO  BTOPOH
(3aKITIOYUTENBHON) — PEIIEHNUs, BBIBO/IbI, IPOCKOBI, MPEIOKEHNS, PEKOMEHJAIIH.

TekcT MOXKET cofepKaTh OJHY 3aKIFOYUTENBHYIO 4acTh (HAapUMEp, YKa3bl —
paciopsAUTENbHYIO 4YacTh 0€3 KOHCTAaTUPYIOUIEeH; MHUCbMa, 3asdBIICHUS — MPOCHOY
0€e3 MOsICHEeHUs; CIPABKH, JOKJIAHbIE 3alIUCKHU — OLIEHKY ()aKTOB, BBIBOJbI).

B TekcTe HOKyMEHTa, MOATOTOBJIEHHOIO Ha OCHOBAaHUM JOKYMEHTOB JIPYTHX
OpraHu3alliii WM paHee W3JaHHBIX JOKYMEHTOB, YKa3bIBalOTCA HMX PEKBU3UTHI:
HAaMMEHOBaHUE JOKYMEHTA; HAMMEHOBAHHE OpPraHu3alii — aBTopa JOKYMEHTA; JaTa
JIOKYMEHTA; PETUCTPAILIMOHHBIA HOMEP TOKYMEHTA; 3ar0JIOBOK K TEKCTY.

4.3.17. OTmMeTKa 0 HaJUYHMH TIPUIOKEHUN COJEPIKHUT CBEICHUS O TOKYMEHTE
(IoKyMeHTax), NpWJaraéMblX K OCHOBHOMY JIOKYMEHTY (B COIPOBOJUTEIBHBIX
NUChMax, TMPETeH3UsAX, akKrax, CHOpaBKax M JAPYrHX JIOKyMEHTax) WId
CBUJETENBCTBYET O TOM, YTO JOKYMEHT SBISETCA MNPUIOKEHUEM K OCHOBHOMY
JIOKYMEHTY (HOPMaTUBHOMY, PAaCIOPSIUTEILHOMY UITH HHOMY).

CnoBo «lIlpunoxeHue» mnMIIETCS C 3aryiaBHOM OYKBBI, yHoTpedisieTcs
B €IMHCTBEHHOM YHCJIE, IT0CJIE HETO CTABUTCS IBOETOYHE M YKA3bIBAETCS KOJIUYECTBO
JIMCTOB U 3K3EMILISPOB.

B compoBoauTenbHbIX NHCbMax U JPYTrUX HHQPOPMAIMOHHO-CIPABOYHBIX
JNOKYMEHTaX OTMETKa O MPUJIOKEHHH OTHAENSAETCd OT TEKCTa JIOKYMEHTa OJHHM
OJIMHAPHBIM MEXCTPOYHBIM HWHTEPBAJIOM M I[€YaTaeTCs OT JIEBOM T'paHUIIbI
TEKCTOBOTO IOJIsl C HOBOT'O ad3alia CiaeAyIuM 00pa3oMm:

Ecnu npunoxenue Ha3BaHO B TEKCTE:

[Ipunoxxenue: Ha 3 1. B 1 3K3.

Ecnu npunioxeHue He Ha3BaHO B TEKCTe (YKa3blBalOT €ro HaMMEHOBaHUE,
KOJIMYECTBO JIMCTOB M DK3EMIUISIPOB) WM €CIU MPUJIOKEHUH  HECKOJIBKO
(nX HyMepyroT apabCckumu IudpaMu ¢ TOUYKOU, MPU ITOM BTOpas M TMOCIEIYIONTHE
CTPOKH OTMETKH BBIPABHUBAIOTCSI OTHOCUTEJIBHO Haualia MepBOro MpeIyIoKeHus):

[Mpunoxenus: 1. CmopaBka O TOATOTOBKE IIKOJ K ydyeOHOMY TOXIy
Ha 8 J1. B 2 3K3.
2. Cnucok mKoia Ha 3 J1. B 2 9K3.
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Ecnu npunoxxenne (mpuiioxkeHus) cOpormropoBaHo(bl), TO KOJIMYECTBO JIUCTOB
HE YKa3bIBACTCS:

[Ipunoxenue: oTdet o npoBeaeHnn Popyma B 2 9K3.

Ecnu  nokymeHT, ABASIOMIMICS  NPUIOKEHUEM, UMEET  IPUIOKECHUS
C CaMOCTOSITEIIbHON HyMepauuen CTPAHMII:

[IpunoxkeHue: 1OTOBOP BO3ME3THOTO OKa3aHMs yciayr oT 5 mas 2018 r. Ne 18
Y NIPUJIOKEHUS K HEMY, BCETO Ha 7 JI.

Ecnu noxkyMeHT HanpaBIseTCs HECKOJIBKUM aJipecaTaM, a MPUIOKEHUE TOJIBKO
IIEPBOMY aJIpeECary:
[Ipuiiokenue: Ha 3 J1. B 5 9K3. TOJBKO B MEPBBIN ajipec.

Ecan INPUIOKCHUAMHX K IIHCbMY SABJIIIOTCA JOKYMCHTBI, COACPIKAIINC
I/IH(bOpMaI_[HIO KOH(l)I/IIIeHI_II/IaJ'IBHOI‘O XapakKTepa:

[Ipunoxenue: CrnpaBka O HEIUIATEKECIOCOOHBIX MPEANPUITHIX Ha 2 L
B 1 3K3., per. Ne 26-1cn, AJist ClyK€OHOTO MOIb30BaHUSI.

Ecnmu mnpusnoxeHneMm SBISIOTCA TOKYMEHTHI, 3alHdCaHHBIE Ha (HU3HUECKU
000COOJICHHBIM DJICKTPOHHBIM HOCUTENIb (KOMMAKT-AUCK, usb-(ien-HaKomuTeNb
U Ipyroe):

[Tpunoxenue: DVD-R B 1 3k3.

[Ipu sTOoM Ha BKiIajbIIe (KOHBEPTE), B KOTOPBIM IMOMEMNIACTCS HOCUTEIb,
YKa3bIBAIOTCS HAMMEHOBAHHUS JOKYMEHTOB, 3allMCaHHbIX Ha HOCHUTENb, HMEHA
¢aiinoB, 00bEM TOKYMEHTOB B JIUCTaX.

Ecnu HEoOXonuMMO HampaBUTh AJCKTPOHHYIO KOTMHUIO Ha apec AJIEKTPOHHOMN
MIOYTHI TIOJTy4YaTessi, YKa3aHHBIA UM B CITPABOYHBIX JIAaHHBIX HA OJaHKE:

[Ipunoxenue: Ha 35 1. B 1 DK3. W DJJIEKTpOHHAsA KONHUS Ha aJpec
dpchsro2@donpac.ru

Ecau ¢ OJHHM COIIPOBOAUTCIBHBIM IIHCbMOM IICPCCHLIACTCA 0oJIBIIIOE
KOJIMYCCTBO HpHHO)KeHHﬁ, MOJKET OBITH COCTaBJI€Ha OIIMCH HpI/IHO)KeHI/If/‘I
C NICPCUYHUCIICHHUCM HAaUMEHOBAHMI BCEX I[OKYMGHTOB-HpI/IJIO)KCHI/Iﬁ C YKa3aHHCM
KOJIMYCCTBA JIUCTOB M JK3CMIIIAPOB KAXXKAOI'O M3 HUX, 4 B OTMCTKC O IIPHUIIOKCHHUHU
JaCTCsA CCBhIJIKA Ha OITHMCh HpHJ’IO)KGHHfII

[Ipunoxenue: onuck NpUiIoKeHU Ha 2 1. B 1 3K3.

Eciu x JOKyMeHTy mnpuiaratoT Jpyrol JIOKYMEHT, TakKe HMEIOIIHid
MPUIOKEHUE, OTMETKA O HAJTMYUU NMPUIOKEHUS 0QOPMIIIETCS CAEAYIOIHUM 00pa3oMm:
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[IpunoxxeHue: 3aKIIOUEHUE ITOCTOSSHHOM KOMHMCCHUU M0 3/IPaBOOXPAHEHUIO
oT 25.04.2001 Ne 15 m mpuiokeHus K HEMY, Bcero Ha 21 .
B 2 DK3.

Eciun npunokeHuemM K JOKYMEHTY (Hampumep, K TMpHUKazy) SBISIETCS
yTBEpKJIaeMblii  JTOKYMEHT (TIOJIO)KEHHWE, TMpaBujia, WHCTPYKUUS U JApyrue
JIOKYMEHTBI), B BEPXHEM IIPABOM YTy MPOCTABISICTCS OTMETKA O MPHIOKEHUH,
HUXKE — TP} YTBEPKIACHUS JOKYMEHTA.

Hanpumep:

[Ipunoxenue
YTBEPXJIEHO
IIpuka3zom Pocapxua
ot 12.08.2011 Ne 123

4.3.18. T'pud cormacoBaHus JTOKYMEHTOB TPOCTABISETCS Ha JOKYMCHTaX,
COTJIACOBAHHBIX OPraHaMM BJIACTU, OPTaHU3aLMIMU, JOJKHOCTHBIMU JIMLIAMM.

I'pud cormacoBaHusi B 3aBUCUMOCTH OT BUJA JOKyMEHTa W OCOOEHHOCTEH
ero 0o(hopMIIEHUSI MOXKET MPOCTABIATHCS:

HA TIEPBOM JIUCTE JOKyMeHTa (ecid JIOKYMEHT WMEET THUTYJIbHBIM
JIUCT, — HAa TUTYJILHOM JIMCTE) B JICBOM BEPXHEM YTIy Ha YPOBHE Tpuda yTBEPKICHUS
(Mpu  OJTHOBPEMEHHOM COIJIACOBAHMM W YTBEPXKICHUU JIOKYMEHTa) WM TIOJ
HAaMMEHOBAaHUEM JJOKyMEHTA OJIMKE K HUKHEMY IOJIIO;

Ha MOCJIETHEM JIUCTE TOKYMEHTA MO/ TEKCTOM, HUKE PEKBU3UTA «IIOAIUCHY;

Ha JINCTE COIJIACOBAaHUSA, SIBJIAIOIIEMCS HEOTHEMJIEMOM YacThiO JOKYMEHTa
(ecnu comeprkaHue TOKYMEHTa 3aTparuBaeT MHTEPECHl HECKOJIBKUX UCIIOJHUTEIbHBIX
OpraHOB TOCYJAPCTBEHHOW BIJIACTH, HHBIX TOCYJAPCTBEHHBIX OpPraHOB M (WJIH)
OpraHu3alui).

I'pud cornacoBanust cocrout u3 ciaoa COI'JIACOBAHO (6e3 kaBbIueK),
JOJDKHOCTH JIMIA, C KOTOPBIM COTJIAaCOBAaH JOKYMEHT (BKJIOYas HAMMEHOBAHHE!
Anvunuctpaius ropoga PocroBa-na-J[oHy), ero moamucu, MHUIMAIOB, (haMUIIUH,
JaThl coraacoBanus. Hanpumep:

COI'JTACOBAHO
[lepBbIil 3aMeCTUTEND
rJ1aBbl AJIMUHUCTPAIlUU
ropoaa Pocrosa-Ha-/lony

Iloamnuce N.0. Gamunus

23.06.2018

CnoBo COI'JTACOBAHO meuartaercs mnponucHbiIMU OykBamu. [pud
COIJIaCOBaHMS BBIPABHMBAETCS MO JIEBOMY Kpar WIM IO LIEHTPY TEKCTa PEKBU3UTA
OTHOCHUTEJIBHO CAMOM JUIMHHOW CTPOKH, KOTOpast HE NOJKHA IIPEBBIIATE 7,5 CM.

Ecnu cornacoBanue OCYIIECTBISIETCS KOJUIETHAIbHBIM OpraHoMm, B rpude
COTJIACOBAHUS YKAa3bIBAIOTCS CBENCHHUS 00 OpraHe, COrJIacoBaBIIEM JOKYMEHT, JaTe
¥ HOMEpE MPOTOKOJIa, B KOTOPOM 3a(PUKCHUPOBAHO PEIICHUE O COTIACOBAHUH.
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Hampumep:

COI'JTACOBAHO

KOJIJIETUEU YIIpaBJICHUS
31paBOOXPaHEHUS

ropoaa PocroBa-Ha-/lony
(IpOTOKOJI OT Ne )

Ecnu cormacoBanue oCyImecTBiIsieTcsl MMChbMOM, yYKa3bIBA€TCs BUJ JOKYMEHTA,
o(umanbHOE MOJHOE WIN COKPALIEHHOE HAaMMEHOBAHHE HCIOJHUTEIBHOIO OpraHa
roCyJapCTBEHHOM BJIAaCTH, MHOTO T'OCYAapCTBEHHOI0 OpraHa (OpraHu3alui) — aBTopa
JIOKYMEHTa, J1aTa 1 HoMep nucbMa. Hampumep:

COI'TACOBAHO
nrucbMoM PocapxuBa
oT Ne

Eciu B nokymeHte naBa rpuda coriacoBaHusi, TO OHHM paclojiararTcs
Ha OJTHOM YpOBHE, IpU OOJIBIIIEM KOJUYECTBE UX Pa3MELIAIOT ABYMs BEPTUKAJIbHBIMU
psgamu. Ha nokyMeHTe MOKeT OBITh pacroyioKeHO He Oonee deTbipex Ipudos
coriacoBaHus. bombiiee yncino rpudoB coriacoBaHus oQOPMIISIETCS Ha OTAECIbHOM
JIUCTE COTJIACOBAHMS, PUIIATAEMOM K JIOKYMEHTY.

Eciu  rpudsl  cornmacoBanuss o(OpMIIIOTCS Ha  OTAEIBHOM  JIUCTE
COrjacoBaHMs, Ha JIOKYMEHTE€ B TOM MECTE, TJle JOJKHBI MPOCTABISATHCA TpUPbI
COrJIacOBaHMs, MPOCTABISETCA OTMETKA: «JIMCT corlacoBaHus MpuiaraeTcs.

4.3.19. [Tloamuchp sBAsiETCS  OOSI3aTENBHBIM ~ PEKBH3UTOM  JIOKYMEHTA.
JIOKyMEHTBI ~ MOANMCHIBAIOTCA  JOJUKHOCTHBIMU  JIMIIAMH B COOTBETCTBHHU
C PEIOCTaBICHHBIMA UM ITOJTHOMOYMSIMHU.

PekBHM3UT  «IOANMCH»  BKIIOYAET: HAMMEHOBAaHUE JOJDKHOCTH  JIMLA,
HOJIMUCHIBAIOIIETO JOKYMEHT, €ro COOCTBEHHOPYUYHYIO MOJIHUCH, PacHIM(PpPOBKY
NOANMKUCH (MHULIAAIIBI, (PaMIITHIO).

PexkBu3ut «moanuchk» odopmisgercs Mo LEHTPY TEKCTOBOTO IMOJIA Ha TpHU
OJIMHAPHBIX MEXKCTPOUHBIX HMHTEpBAJIa HIKE TEKCTAa JOKYMEHTa WM OTMETKHU
O MPUJIOKEHUHU (TTPU HAJTMYHMKM Takod oTMeTkH). PacimmdpoBka noamnucu nevyataercs
Ha YPOBHE IMOCJIEIHEW CTPOKHM HAMMEHOBAaHUS JOJKHOCTH Yy TPaBOMl T'PaHUIIBI
TEKCTOBOIO MoJis. Mex 1y MHUIIMaIaMH U (pamMuiiieit ctaBuTCs mpooel.

Nuunmanel B pacmim@poBKe MOAMKUCH pacrojaraioTcs mnepea  GdaMuuei.
Camast ImuHHas CTpOKa B HAMMEHOBAHUU JOJKHOCTH HE JOJIKHA MPEBBIIATE 7,5 cM.

B HauMeHOBaHHME JOJDKHOCTH  MOJIMCBHIBAIOLIECTO JMIA  BKJIIOYAETCS
HaMMEHOBaHHE opranu3anuu. Hanpumep:

HauanpHuk otnena
IO JIeJ1aM MOJIOAEKH
AJIMUHUCTpaIMU ropoja
PocroBa-na-/lony [Tonnuce N.0. ®amunus
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He nomyckaercss oTphIBaTh MOJNUCH OT TEKCTAa JOKYMEHTA, MEPEHOCHUTH
ee Ha cleayromuid auct. BMecte ¢ MOAMMCHIO HAa CIASAYIONIUH JUCT JOKYMEHTa
JIOJDKHO OBITh IEPEHECEHO HEe MEHEE JIByX CTPOK TEKCTa.

[Ipy moamucaHuu JOKYMEHTa HECKOJbKUMH JIOJKHOCTHBIMHU  JIUIIAMH
WX TIOJANUCH pacrojiaraloTcs OJHa 0] JAPYrod B  IOCJIEAOBATEIbLHOCTH,
COOTBETCTBYIOIIIECH 3aHMMaeMbIM JTOJDKHOCTSIM. Hampumep:

IlepBblii 3aMeECTUTEID
IJ1aBbl AJIMUHHUCTPALUU
ropoaa Pocrosa-na-Jlony [Tonnuce N.0O. ®amunus

3aMeCTHUTEIb TJIaBbl AIMUHUCTPALIUN
ropoaa Pocrosa-na-/lony [MToanuck N.0. ®amunus

HpI/I IMOAIMUCAHNHN AOOKYMCHTA HCCKOJBKHMH JIMIIAMH PABHBIX ,Z[OJDKHOCTGﬁ
HX IIOAIINCH pacCIiojJararoTCs Ha OJHOM YPOBHC. HaHpHMep:

Hagansuuk Hauansauk
VYnpaBnenus 00pa3oBaHUs YnpaneHus 31paBOOXPAHEHUS
roponaa Pocrosa-na-/{ony roponaa Pocrosa-na-Jlony
[Tonmuce N.0. Gamunus IToamuce N.0. Gamunus

[Ipy moamucaHuM COBMECTHOTO JIOKYMEHTa TEpPBBbIM JHUCT odopMiseTcs
HE Ha OJaHKe.

B nokyMeHTax, COCTaBIIEHHBIX KOMHCCUEM, YKA3bIBAKOTCS HE JOJDKHOCTH JIULL,
MOMUCHIBAIOIINX JOKYMEHT, a UX 00sS3aHHOCTU B COCTaBE KOMUCCHUU B COOTBETCTBUU
¢ pacrtpenenenueM. Hampumep:

[Ipencenarens KoMUCCUU JInuHas noanucey N.0. ®amunus
Cekpetapb KOMUCCHUH JIndnas noanucey N.0O. Gamunus
YeHbl KOMHUCCUU: JInunas moamnuch N.0. Gamunus

JInunast moamnuch N.0O. Gamumnus

[Ipy mnoanmucaHuM JOKYMEHTa JOJDKHOCTHBIM  JIMIIOM, MCIOJHSIOIIUM
00s13aHHOCTH PYKOBOJIUTEIISA, MOJAMUCH OPOPMIISIETCSI ¢ YKa3aHUEM JOJDKHOCTHU JIMIIA
B COOTBETCTBHUU C MpHUKa3oM (pacriopsbkeHueM). [Ipu 3ToM He JomycKaeTcsl CTaBUTh
MPEJIoT «3a», HAAMUCh OT PYKHU «3aMm.» WJIM KOCYIO 4epTy Nepe]l HaMMEHOBAHUEM
noJpKHOCTU. Hanpumep:

N.o. nupekropa Jlenmapramenra
TpancnopTa ropoaa PocroBa-na-J/{ony [Toanuck N.0O. Gamunus

Win
Ucnonastonuii 00I3aHHOCTH
aupekropa JlemaprameHnra
TpaHcnopra ropoaa PocroBa-na-/{ony [Toanuce N.0. Gamunus
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43.20. Ormerka 00 onektponHoi mnoamucu (DII)  ucmonb3yercs
st Buzyanuzanmu Ol monmyyaTenem JOKyMEHTa Mpu OOMEHE H3JIEKTPOHHBIMU
JIOKyMEHTaMHU, TOJIMMCAHHBIMU YCUJIEHHOH KBannuirpoBannoi Ol1.

B cootrBercTBUM € 3akoHOmarenbcTBOM Poccuiickoin denepanuyn OTMETKa
00 DJIEKTPOHHON moANUCH (OPMHUPYETCS W BU3YAIU3UPYETCS MPOTPAMMHBIMU
cpenctBamu. OTMeTKa 00 3JEKTPOHHOM MoAMMCH BKiIodaer ¢pazy «llomnmuHHuk
AJEKTPOHHOTO JOKYMEHTA, IMOJMNMCAHHOTO 3JIEKTPOHHOW TMOJMUCHIO, XPAHUTCA
B CHCTEME DJJEKTPOHHOTO JOKyMEHTOOOOpoTa U JeNIonpou3BojcTBa Jleno
AnMunuctparuu  ropoga  PoctoBa-Ha-JloHy», HoMmep cepTuduKaTa  KIHO4a
AJIEKTPOHHON TMOANUCH, (pamMuiInio, UMsi, OTYECTBO BJaJAENblla CEpPTH(PHUKATA, CPOK
neicTBus cepTuduKara Kiroda 3JIeKTpoHHOM noanucu. Hanmpumep:

ITouHEHIK 271eK TPOHHOTO JOKYMEHTA, NOANHCAHHOTIO
3/ICKTPOHHOM NOANUCHI0, XPAHHTCA B CHCTEME 3 ISKIPOHHOIO
TOKYMEHT0000poTa H JenonponspoacTsa lemo

.'\,’I.\H'HHICT])E\I""I ropoaa PocTona -Hﬂ-:]OH)'

Ccepruduxar 019EDCC47B45TEF980E921 10EB266GAGDCS0

Bnajenelg HHonos Anekceii llerposuu

JICHCTBHTENICH ¢ 29.07.2019 no 29.07.2020

Mecto pa3menieHuss OTMETKM 00  DJIGKTPOHHOM  TOAMHMCH  JOJIKHO
COOTBETCTBOBATh MECTY Pa3MEIIeHHUS COOCTBEHHOPYYHOM IMOINMCH B aHAJIOTHYHOM
JOKYMEHTE Ha OyMa)KHOM HOCHTEJIC. DJIEMEHThI OTMETKHA 00 3JIEKTPOHHOU TMOIAIUCH
JOJDKHBI  OBITh BHUAUMBIMH W YHTAaCMBIMH, TIPH OTOOPaXCHUH JIOKYMEHTA
B HATYypaJIbHOM pa3Mepe HE JAOJKHBI MEPEKPHIBATH AJIEMEHTHI TEKCTA JOKYMEHTA.

4.3.21. Ileuarp 3aBepsieT TMOJJIMHHOCTh IOJAMUCH JOJDKHOCTHOTO JIMIIA
Ha JOKYMEHTE, YJIOCTOBEPSIOIIMX IpaBa JHIl, (GUKCUPYIOIUX (HAKThI, CB3aHHBIC
¢ (PMHAHCOBBIMH CPEJICTBAMH, a TaK)KE HAa MHBIX JOKYMEHTaX, IPeAyCMaTPUBAIOIINX
3aBEPEHUE TOAIMCHU T€YaThi0 B COOTBETCTBUU C 3aKOHOAATEILCTBOM Poccuiickoun
denepaunm.

IleyaTts crTaBuUTCI HA CBOOOJHOM OT TEKCTa MECTE€, HE 3axXBaTbIBas
COOCTBEHHOPYYHOW TOAMMUCH JIMIA TOJIMCABIIETO JOKYMEHT, WIM B MECTE,
o6o3HaueHHOM «MID» («MecTo meuatn»).

4.3.22. OTmeTka 00 MCIIOJIHUTEINE BKJIIOYaeT B ce0s (pamMuiinio, uMsi, OTYECTBO
(TpY HAJTMYHH ) UCTIOJTHUTEIA U HOMeED ero TenedoHa (¢ komom). Hampumep:

CumonoB Bukrop AjexceeBnd

+7 (863) 262-41-46

OtMmeTka 00 MCTIOJTHUTENE MOKET JTOMOJHATHCS HAUMEHOBAHUEM JIOJKHOCTH,
(G YHKITMOHATBHOTO noApa3eaeHus, OTPacIIeBOTO (byHKIIMOHATBHOTO)
U TEpPUTOPUAIBHOTO OpraHa W  DJJEKTPOHHBIM  aJAPECOM  HUCITOJHUTENS.
Hononuautenbabie oTMeTKU («cm.:» unm «Ten.:», «Tenedgon:») He cTaBaTCs.
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OtmeTka 00 ucnosHuTenae O(QOPMISETCS Ha JIMIIEBOM CTOPOHE MOCIEIHErO
JIMCTA JOKYMEHTA OT T'PaHUIIbI JIEBOTO MOJIsi 6e3 ad3aiHoro orcTyna (Mpu OTCYTCTBUM
MecTa — Ha 00OpOTHOM CTOpOHE JIMCTa BHU3Y CiieBa) U nedaraercs mpudrtom Ne 11
nr. Hanmpumep:

CumoHoB Bukrop AnekceeBud, BeIylIHi CIICHIUAINCT CEKTOPa MO paboTe ¢ 0OpaleHusIMH rpaxkIaH
+7 (863) 262-41-46, V.A.Simonov@ donland.ru

OtmeTka 00 HCHONHUTENE MOXKET OPOPMIATHCS KaK HIDKHUN KOJOHTHUTYI
U TieyaTaThCs mpupTOoM MeHbIero pazmepa (Ne 11 mr).

B nokyMmeHTax, HMMEIOIIMX OTMETKY O KOH(QUICHIMAIBHOCTH, OTMETKa
00 UCTOJIHUTENIE MPOCTABIIAETCA HA 000POTE MOCIEAHETO JIMCTA KaXKI0T0 SK3EeMIUIIpa
JOKyMEHTa M BKJIIOYAeT YKa3aHHWE KOJMYECTBA OTIEYATAHHBIX JSK3EMILISPOB,
baMWIMI0 M UHULIMAIBl  HCIOJHUTENS, (aMWIMIO M HWHUIMAIBl pabOTHHKA,
U3rOTOBUBIIETO JOKYMEHT, JlaTy IIe4aTaHus JIOKyMEHTa, HOMep TejedoHa
ucnosiHATens. Hanpumep:

OT1. — 2 9K3.

Ok3. Ne 1 — B anpec.

Oxk3. Ne 2 — B fieno.

HUcn. u otn. @epopos C.A.
12.06.2018

+7 (863) 268-93-26

4.3.23. OtmeTka O 3aBepeHUM KONMUM OQOpMIISIETCS MM TOATBEPXKIACHUS
COOTBETCTBHS KOTIMHU (BBIMMMCKH U3 TOKyMEHTA) TIOJUTMHHUKY JOKYMEHTA.

OTMmeTKa 0 3aBepeHHUH KOIWHU MPOCTABIIACTCS HA CBOOOJHOM OT TEKCTa MECTE,
HIDKE PEKBU3UTA «IOMIMHUCHY, WM MPU OTCYTCTBUU CBOOOJHOTO MECTa Ha JHUICBOU
CTOpOHE JOKyMEHTa — Ha 000poTe OOKyMEHTa W BKJIIOYaeT cjoBo «BepHoy,
HAaUMEHOBAaHUE JTOJDKHOCTH JIUIIA, 3aBEPHUBIIETO KOMHIO; €r0 MOAMNCH; PaCIIH(PPOBKY
NOJMUCH (MHUIUAIBI, (PaMUJINIO); ATy 3aBEPEHUS] KOMUHU (BBIUCKU U3 JOKYMEHTA).
Hanpumep:

Bepno.
Cnenmanuct sKCrepT oTaena [Toanuck N.0O. ®amunus
25.03.2019

Ecnm xommst [oOkyMeHTa BBIAAETCA JJISI  TNPENCTABICHUS B JAPYroM
rOCyJapCTBEHHBIN OpraH, OpraHU3alni0, OTMETKA O 3aBEPEHUU KOIHUHU JOTOJIHIETCS
3allUChI0 O MECTE XPAHEHUs JOKYMEHTa, C KOTOpPOro OblIa H3rOTOBJIEHA KOMMS,
M 3aBEpSIETCS MEYaThl0. 3alUCh O MECTOHAXOKICHUM MOJJIMHHUKA IMPOCTABIIAECTCS
TOJIBKO Ha IOCJIEHEM JIMCTEe AJOKyMeHTa. Hanpumep:

[TommuHHWK  JOKyMEHTa  HAXOAUTCI B AJMHUHHUCTpAldd  ropoja
PocroBa-na-/lony B nene Ne 30.09-02 3a 2018 rog.

Bce auCTBI  MHOTOCTpaHMYHBIX  KOMUH  JOJDKHBI  OBITh  MPOLIUTHI
WIN CKPETIEHbl MHBIM 00pa3oM, MPOHYMEPOBAHbI M HA MECTE CKPEIUICHUS 3aBEPEHBI
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MOANMUCHIO YIOJHOMOYEHHOTO JMI@ W COOTBETCTBYIOIIEH neuatbio. IIpu sTOM
B OTMETKE O 3aBEPEHUU KOIMUH YKA3bIBAECTCS KOJUYECTBO JUCTOB KOIHH.

JlomyckaeTrcst 3aBepsiTh OTMETKOW «BEepHO» KaXKIbld JIUCT MHOTOCTPAHUYHOU
KOIIMH JTOKYMEHTA.

Konuu nmpaBoBbIX aKTOB 3aBEPSIOTCS KPYIJIOW IEYATHIO CEKTOPa HOPMAaTUBHBIX
JIOKYMEHTOB  YIPABJICHHUS JOKYMEHTAIMOHHOrOo oOecreueHus AJIMUHUCTPALUU
ropona Pocrosa-na-/{ony. IIpu HEOOXOAMMOCTH — IITAMIIOM «KOIHUS BEPHAY.

Anvuauctpanusa ropoga PocroBa-Ha-/loHy BBLHAET KONHMM TOJBKO TEX
JIOKYMEHTOB, KOTOpBIE CO3/1at0TCs B AamuHucTpannu ropona Pocrosa-na-Jlony.

Ilepemaya xommi  JOKYMEHTAa  IIPEACTABUTENSIM  CPEICTB  MAaCCOBOM
uHGOPMAIIMU OCYILIECTBISETCS YIIOJIHOMOYEHHBIMU Ha 3TO TOJDKHOCTHBIMH JIUIIAMH.

[Ipu odopmiieHuu KOMUU C JOKYMEHTOB, KacalolUuXcs MpaB U HMHTEPECOB
rpak1aH, Ha JTOKYMEHTE, C KOTOPOIrO CHSATA KONWsA, AEHAl0T OTMETKY O TOM, KOMY
U KOrjJa KONUS BbIJaHA, & HA CaMOW KOMHH — OTMETKY, YTO MOJJUHHHUK XPAHUTCS
B Aamunuctpanuu ropojga PocroBa-nHa-Jlony wim  ero  (yHKIMOHAJIHLHOM
nojpaseneHuu. J{ns 3aBepeHus KOMUU JOKYMEHTA, MU3TOTOBJICHHONW Ha OyMa)KHOM
HOCHTEJIE, MOKET UCII0JIb30BATHCS ILITAMII.

Konuu »neKTpOHHBIX JOKYMEHTOB, HAIMpaBIAEMbIX 10 WH(GOPMAIIMOHHO-
TEJIEKOMMYHUKAIIMOHHON ceTu, 3aBepsaroTca Il pykoBoauTtenss AJIMHHUCTpaLUU
ropoaa PocroBa-Ha-JloHy, oTpacieBblX (()yHKIMOHAJIBHBIX) U TEPPUTOPHATBHBIX
opranoB  AnmuHuctpanuu  ropojga  PocroBa-na-lony wmm  JII  wHOrO
YIOJIHOMOYEHHOTO WM JIMIA W BBICBUIAKOTCA IOJY4YaTeNl0 C COIMPOBOAUTEIBHBIM
NUCbMOM B (pOopMe 3JIEKTPOHHOTO AOKyMeHTa. Komuu 31IeKTpOHHBIX JOKYMEHTOB
Ha  ¢u3nMdyecku  0OOCOOJICHHBIX  HOCHUTENSX  BBICBUIAIOTCS  TOJy4aTesto
C CONPOBOJUTENHbHBIM MHUCHBMOM Ha OyMa)XHOM Hocutene. B compoBoauTenbHOM
IIACbME K KOMNMHU DJIJIEKTPOHHOIO JOKYMEHTA YKAa3bIBAIOTCSA: HANMEHOBAHHE
WHOOPMAITMOHHONW CHUCTEMBbI, B KOTOPOM XpaHATCA JTOKYMEHTHI; HAaUMEHOBAHUS
JIOKyMEHTOB, KOMHHM KOTOPBIX HANpPaBJSIIOTCA TMOJydaTesto; Ha3BaHus (aisioB
JIOKyMEHTOB ¢ yka3zanueMm (opmaTtoB (aitioB u o0bema kKaxaoro daiia B OailTax;
JlaTa U3rOTOBJICHUS U 3aBEPEHUS KOIIHH.

[Ipu »ToM Ha ¢uznueckn 000COOIEHHOM HOCHUTENIE HECMBIBAEMbIM MapKEpOM
ykaszbiBaercs: «lIpunoxenue k nucbmy ot (gata) Ne ...».

Komust 351eKTpOHHOr0 MNOKYMEHTa, MNpPEACTABIEHHAs B BHAE JOKYMEHTa
Ha OyMa)XHOM HOCHUTEJe, 3aBepsAeTCs B TNOPAJKE, YCTAHOBJICHHOM HACTOSILIKUM
MYHKTOM JIJIsl 3aBEPEHUs KOMUN JOKYMEHTOB Ha OyMa)XHOM HOCHUTEJNE, C YKa3aHUEM,
B Kakoil MH(GOPMALIMOHHON CUCTEME XPAHUTCA PJIEKTPOHHBINA JOKYMEHT.

4.3.24. OTMeTKa O TOCTYIUICHUH JIOKYMEHTa CIY>XUT JJIsi TOJTBEPKICHUS
dakTa MOCTyIJIEHUS JOKyMEHTa B AJIMUHHCTpanuio Topoaa Pocroa-Ha-/lony
Y BKJIIOYAET J1aTy MOCTYIUIEHUS U BXOJAIIWN PETMCTPALMOHHBIA HOMEpP JTOKYMEHTA.
[Ipy HEoOXOIMMOCTH OTMETKA O MOCTYIUIEHUH MOXET JOTMOJHSITHCS YKa3aHHEM
BPEMEHU TOCTYIJICHUS JOKyMEHTa B dYacaXx W MHHYTaX M Croco0a J0CTaBKU
JOKYMEHTA.

OTMeTKka O MOCTYIUIEHHH JOKYMEHTAa IPOCTaBIIETCS HA IMEPBOM JIMCTE
JIOKYMEHTa B HI’KHEM CBOOOJHOM OT TEKCTa MOJIE C UCIOJIb30BAHUEM LITAMIIA.
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4.3.25. Pezomoumsi COAEPKUT YKa3aHUS 1O HCIOJHEHUIO JIOKYMEHTA.
Pesomrorust  odopmisiercss Ha CBOOOJHOM MecTe pabodero TMmoisi JTOKyMEHTa,
Ha OJaHKe Pe30JIIOIUH WIIM BHOCHTCS HEMIOCPEACTBEHHO B cHCTEMY «Jlemoy.

Pe3omrorust BiItouaeT (haMuiInio, WHHUIMAIBI HCIIOJHUATENS (MCIIOTHHUTENCH);
MopydYeHue 1Mo JAOKYMEHTY (KOHKPETHOE 3aJaHHe IO WCIIOJHEHHUIO JOKYMEHTa WU
(GOpMYIHMPOBKY IIEIM PACCMOTPEHHsS JOKYMEHTA); TPU HEOOXOIUMOCTH — CpPOK
WCITOJTHEHHSI (B TOM YHCIIE OTMETKY «CPOYHOY» WIJIM «BECbMa CPOUYHOY», «KOHTPOIbY);
MOJITUCH JINLA, BEIHECIIETO PE30IOIHIO; AaTy pe3oitonuu. Hampumep:

Kammauny H.B.
[Ipoury moaroToBUTH NPOEKT
norosopa k 01.12.2019
[Monnuce
05.10.2019

Cpok HCIOJTHEHUSI TMOPYYECHHUS MOXKET HE YKa3bIBaThCsS, €CIM OH Ha3BaH
B TEKCTE MOCTYMUBIIErO JOKYMEHTa, U PYKOBOJUTEIh HE CUUTACT HEOOXOIAUMBIM
U3MEHUTh €r0 B CTOPOHY COKpALIEHUsS WIN SABJISIETCA TUIIOBBIM JIJII JAHHOTO BHAA
JOKYMEHTA.

[Ipy yKa3aHUM HECKOJBKUX UCHOIHUTENEH (¢daMminsd OTBETCTBEHHOTO
UCIIOJIHUTENSL YKa3bIBAETCS MEpPBOM JMOO MOAYEpPKUBAETCS, MO0 0003HA4aeTcs
CIOBOM «OTB.» («OTBETCTBEHHBII»). B cucreme «Jlemo» OTBETCTBEHHBIN
WCIIOJTHUTEb OTMEUYAETCS 3HAKOM «!» KpacHOro IIBETa.

Pezontonust mpukpernisiercss K JOKYMEHTY M BMECTE C HUM MOJIIMBACTCS
B Jie10. Pe3omtonusi, opopmiieHHas B cucteMe «Jlemo» ais ToKyMeHTa Ha OyMaKHOM
HOCHUTEJIE, CO CPOKOM XpaHEHHsI BpeMeHHbIM (Oosiee 10 JeT) uiau MOCTOSTHHBIM, TIPU
HaIlpaBJICHUU JOKYMEHTa B JIEJIO PACIleuaThIBAECTCS W MOMEIIAETCS B JIEJI0 BMECTE
C JOKYMEHTOM.

JIJist pe30oonu MOXKET OBITh MPEAYyCMOTPEH CHEIUaIbHbIA OnaHK (opmata
AS nim A6.

4.3.26. OTmMeTka O KOHTpOJIE CBHUJCTEIBCTBYET O IOCTAHOBKE JOKYMEHTa
Ha KOHTpoJib. OTMeTrka o0 KoHTpojie B cucreme «Jlleno» B PK nokymenta
ob6o3HavaeTcst OykBoit «Ky.

4.3.27. OTMeTka O HampaBJICHUU JOKYMEHTa B JEJ0 OIpeieiseT MeCTO
XpaHEHUs JOKYMEHTa TIOCJI€ 3aBeplleHus padoThl ¢ HUM M BKIIOYAET CJIOBa:
«B neno», MHAEKC Jieya 1Mo HOMEHKJIAType e, B KOTOpPO€ MOMEIAeTcs JOKYMEHT
Ha XpaHEHHWE, C YyKa3aHUEM To0j]ia, JOHKHOCTH JUIa, O(OPMHUBIIETO OTMETKY,
noAnucy, aarel. OTMeTKa 00 HCIOJHEHWH MOXET JOMOJHATHCS HHGOpMaIuen
00 0COOEHHOCTSIX UCTIOJHEHUS JOKYMEHTA.

DJIEKTPOHHBIE JOKYMEHTHI MOJJIKAT CIHCAHUIO B JEI0 B cucrteme «Jleno»
COTJIACHO YTBEPKAECHHON HOMEHKIIATYpE AEI.
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5. OcobenHoctr paboThI C 3AEKTPOHHBIMU
JIOKyMEHTaMu, IPUEM U Tiepeada ciay>ke0Hoi
uHdopMaIuu no opUIHUATBEHBIM KaHajlaM 3JIEKTPOHHOM MOYTHI

5.1. DnexTpoHHBIE NTOKYMEHTBI CO3JAlOTCsl, 00pabaThIBAIOTCA M XpaHATCA
B cucreMe «Jlemoy.

DONEeKTPOHHBIE  JOKYMEHTBHI  SIBIISIIOTCA  OQHUIIMAIBHBIMA  JJOKYMEHTaMHU
Anmunuctpanun ropoaa PoctoBa-Ha-JloHy. DIEeKTPOHHBIN TOKYMEHT JOJIKEH OBITH
oopmiieH B COOTBETCTBHHM ¢ HacTosmied WHCTpykiueli U UMEeTh PEeKBU3UTHI,
YCTaHOBJICHHBIE JJI1 aHAJIOTUYHOTO JIOKYMEHTA Ha OyMa>KHOM HOCHUTEIIE.

HokymeHnToobopoTr B AaMmuHUCTpauuu  ropoaa  PoctoBa-Ha-/lony,
ee oTpacieBblX ((DYHKIMOHAIBHBIX) U TEPPUTOPHUATBHBIX OpPraHax OCYIIECTBISETCS
B DJIEKTPOHHOM BHJE B cUCTEME «/Jlesmoy.

[lepenaya MOKYMEHTOB IO HMHBIM KaHajaM CBSI3UW U (MIM) Ha OyMaXHOM
HOCUTEJIE HE JOIyCKaeTcs, 3a MCKIIOYEHHEM CllydaeB, Korja (eaepanbHbIMU WIH
O0JaCTHBIMM 3aKOHaMU JUOO MPUHUMAEMBIMH B COOTBETCTBUM C HUMH
HOPMAaTUBHBIMU IIPABOBBIMU AKTaMH YCTAHOBJIEHO TpeOOBaHME O HEOOXOIUMOCTHU
COCTaBJICHUSI IOKyMEHTA UCKIIOYUTEILHO Ha OYMaXXHOM HOCHUTEJIE.

OOMeH 3JNEeKTPOHHBIMU JOKYMEHTaMH, OTHIPABISEMbIMH IO CHCTEME

MEKBEJIOMCTBEHHOI'O  AJIEKTPOHHOTO  JIOKyMeHTooOopota (maiee — MDBJ0),
OCYILECTBJISIETCSI B  COOTBETCTBUM C HOPMATUBHBIMU TPABOBBIMU  aKTaMH
[IpaBurenbcTBa Poccniickoit denepanuu, a TaKXke METOANYECKUMU

pekoMeHAauusIMu MHHHUCTEPCTBA CBA3M M MACCOBBIX KOMMYHHKauui Poccuiickon
Deneparuu u DenepanbHO Ciry)O0bl oxpanbl Poccutickoit denepaiuu.

5.1.1. Jlna mnoATBEpXKACHUS MOMJIUHHOCTH BJIEKTPOHHBIX JIOKYMEHTOB,
HaIIPaBJISIEMBIX B IPYTHE OPraHbl BIACTH U OpraHU3alvd, B AJMUHHUCTPALIMU FOpOaa
PocroBa-Ha-/IoHy wucCHoOnIb3yercss JIEKTPOHHAs MOANMCH JOJDKHOCTHOIO JIMIA,
ITOIMCABILIETO JOKYMEHT.

5.2. IoKkyMeHTBHI, MOCTyNarIIre B AIMUHUCTpAIUIo ropoaa PoctoBa-Ha-/{ony
Ha OyMaXHOM HOCHTEJIe, BKJIIOYAIOTCS B cUCTeMy «Jlemo» mocie CKaHWpOBaHUs
Y CO3JaHMSl JJIEKTPOHHBIX KOIUM JOKYMEHTOB. BKIIFOUEHHE BJIEKTPOHHOM KOIUU
JIOKYMEHTa B cUCTeMY «/[er10» BO3MOXKHO Mociie ero Bepudukauu (MoATBEpKIACHUS
COOTBETCTBUS 3JIEKTPOHHONW KOMUHU JOKYMEHTAa €ro MOAJMHHUKY). IIpu BKIIIOUeHHH
JIOKyMEHTa B cucTeMy «/lerno» gopmupyercst peructpaiiuoHHasi Kapra, HocpeiacTBOM
KOTOpOHM oOecrieunBaeTcsl MOUCK, JTOCTYI K JIOKYMEHTY, €ro KOHTPOJb, XpaHEHUE U
MCIIOJIb30BaHUE.

5.3. OOMeH  DJEeKTPOHHBIMU  JIOKYMEHTaMU C  OpraHu3alusIMH,
HE ABJISFOIIMMUCS y4aCTHUKaMU MEKBEJOMCTBEHHOTO 3JIEKTPOHHOTO
JOKyMEHTO000pOTa, M TpakJIaHAMH MOXET OCYILIECTBISATHCA C MCIOJIb30BAHHEM
AJIEKTPOHHOM MOYTHI. DJIEKTPOHHAS 1MOYTA — OJIMH U3 CIIOCOOOB JOCTAaBKH, OTIIPaBKU
uHboOpMalu U OOMEHa €10 MEX]y IMO0JIb30BATEIsIMU KaK BHYTpU AJIMHUHHCTpAIUH
ropoga PocroBa-na-JloHy, Tak M MEXAy OpraHM3auvsAMH, HMEIOUIUMU
COOTBETCTBYIOIME TEXHUYECKHUE CPELICTBA.

OTtnpaBisieMblil TOCPEICTBOM 3JIEKTPOHHOM IMOYTHI 3JIEKTPOHHBIN JOKYMEHT
(37eKTpoHHAass KONUS JOKYMEHTa) JAODKEH HMEThb PEKBU3UTHI, YCTAHOBJICHHBIE
JUISL aHAJIOTMYHOTO IOKYMEHTA Ha OyMa)KHOM HOCHUTEJIE.
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Pazpemenne Ha mnepemady JOKyYMEHTa 1O DJJIEKTPOHHOM IIOYTE JAeT
PYKOBOAMTENb  (DYHKIIMOHAIBHOTO  TOJApa3leieHuss AJMUHUCTpaIlMd  Tropoja
PocroBa-na-/lony.

OTBETCTBEHHOCTh 3a COJAEpXKaHUE TepenaBaeMoil MH(OpMaAIUU BO3Jaraercs
Ha MCIOJHUTENS, MOArOTOBUBLIEIO JOKYMEHT K Iiepefadye, U PYKOBOJMTEIS
(GyHKUIMOHAIBHOTO ToJIpa3eneHuss AAMuHucTpauu ropoga Pocrosa-na-/lony.

3anperniaeTcss nepeAaBaTth MO AJIEKTPOHHOM MOYTE CBEACHUS, COJACpIKAIINEC
rOCyJIapCTBEHHYIO TallHY, JOKYMEHTBI ¢ TOMETKOU « /7151 C1y>keOHOro MOJIb30BaAHUS.

OJIEKTPOHHBIE COOOIIEHUS, TMOCTYNUBIIME B AJMHUHHUCTPAIUIO TOpoja
PocroBa-nHa-/lony, agpecoBaHHble TJIaBe AnMuHucTpanuu ropoga PocroBa-na-Jlony,
€ero 3aMecTuTeNsiM (B TOM 4YHCIE IEPBOMY) U MMEIOIINE COOTBETCTBYIOIIHE
PEKBU3UTHI MUChMA, PETUCTPUPYIOTCS B cUcTeMe «Jlesoy.

HanbHeimass pabota ¢ 3JEKTPOHHBIM  COOOILIEHHEM  OpPraHU3yeTCs
B COOTBETCTBUU C MPaBUIIaMH PAOOTHI C BXOSIIUMH TOKYMEHTAMH.

5.4. Okcrulyatanusi  JJEKTPOHHOM  TOYTHl  AJMUHUCTpAIlMM  Topoja
PocroBa-Ha-/IoHy  perinaMeHTHpyeTCS  MPAaBOBbIM  AKTOM  ITOCTAHOBJIEHUEM
AJIMUHHCTpaUu ropoja PoctoBa-Ha-Jlony OT 01.11.2017 Ne 1069
«O0  yTBepKJCHMHM  perjiaMeHTa  DJKCIUTyaTallud  DJEKTPOHHOM  MOYTHI
B AnMuHucTpauuu ropoja Pocrosa-na-J{oHy».

5.5. Kaxxs1oMy aOOHEHTY 3JIEKTPOHHOM MOYTHI BBIACISAETCS WHIUBUIYATbHBIN
MOYTOBBIM  SIIIUK, 4Yepe3 KOTOPBIM OCYIIECTBISIETCI OOMEH SJIEKTPOHHBIMU
COOOIICHUSIMU.

5.6. Engunumeii ydera SJIEKTPOHHOTO JOKYMEHTAa SIBISICTCS JTOKYMEHT,
3apErUCTPUPOBAHHBIN B cucTeMe «Jleno». DJNEeKTpOHHBIM HOKYMEHT, WMEIOLIUN
MPUJIOKEHUS, PETUCTPUPYETCS U YUUTHIBACTCS KaK OJIUH JOKYMEHT.

5.7. DnexTpoHHbIE JOKYMEHTHl (POPMUPYIOTCS B Jela B COOTBETCTBHHU
C HOMEHKJIATYpOU JIe]l U UHJAECKCUPYIOTCS B MOPSAJIKE, YCTAHOBIEHHOM B OTHOLIEHUH
JIeJ, COCTaBJICHHBIX U3 JOKYMEHTOB Ha OyMa)KHOM HOCHUTETIE.

5.8. DneKTpoHHBIE TOKYMEHTHI TIOC]Ie MX HCIOIHEHHS MOMAJIekAT XPaHECHUIO
B cucreme «Jlemo» B COOTBETCTBUM CO  CPOKaMH  YCTaHOBJICHHBIMH
3aKOHOJATeILCTBOM Poccuiickon denepanuu.

6. IloaroroBka u opopMieHHE MPABOBBIX AKTOB

6.1. ITopsimok TOATOTOBKM, W3JaHUS W PpabOThl C TMPABOBBIMU aKTaMU
AnvmuHuctpanuu ropoja PocroBa-Ha-JloHy (najiee — TMpaBOBOW AaKT) OMNpeleNieH
MOCTAaHOBJIEHHUEM AJIMHUHHUCTpaiuu ropojaa PoctoBa-Ha-/lony ot 19.02.2016 Ne 150
«O0 yTBepKJACHUU TMOPsJIKa MOATOTOBKH MPABOBBIX aKTOB AJIMUHHCTpPAIIMU TOpoja
PocroBa-Ha-/{oHy».

[Tpu oopmeHNN IPABOBBIX AKTOB UCITOJIB3YIOTCS CIIEAYIONINE PEKBU3UTHI:

I'ep6 ropona PocroBa-na-Jlony;

HanMMEHOBaHUE — AMUHHUCTpauus ropoaa PocroBa-Ha-/{ony;

BHJI IOKYMEHTA (MIOCTAHOBJIEHUE WJIU PACTIOPSIKEHUE);

JaTa JIOKyMEHTa;

PETUCTPAIMOHHBIA HOMEP JOKYMEHTA;
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HAaUMEHOBaHUE JOKYMEHTa;

TEKCT JTOKYMEHTA;

JOJIKHOCTD JIMIIA, TIOJIIMMCABIIIETO TOKYMEHT;

MOJIMUCH TOJKHOCTHOTO JIMIIA;

OoTMeTKa 00 ucronHuTene  (JODKHOCTHOE  JHIO,  (QYHKIIMOHAJIBHOE
nojipasziesieHue, orpacieBol ((PyHKIIMOHAIBHBINA) WM TEPPUTOPUATIBHBIN Opra
AnmMuHucTpanuu ropojia PoctoBa-Ha-J{oHy, BHECIIH TPOEKT).

[Ipu ycranoBke rpuda orpaHHUEHUs TOCTyNa K JOKYMEHTY OH MPOCTaBIISETCS
B [IPAaBOM BEPXHEM YTJIy MEPBOTO JINCTA JOKYMEHTA Ha TPAHULIE BEPXHErO MO NpU
HAJIMYUH B JOKYMEHTE MH(OPMAIUHU, TOCTYI K KOTOPOl OTpaHUYEH B COOTBETCTBUU
C 3aKOHOJATENLCTBOM Poccutrickon denepanuu.

[lonroToBka M COIJIacOBaHME MHMCEM-PAa3pelIeHU Ha BBIMYCK, MPOJJICHHE
U CHSATHE C BU3UPOBAHUS MPABOBBIX M HOPMATUBHO-TIPABOBBIX aKTOB AJIMUHHCTpPALIUU
ropoga PocroBa-Ha-/[oHy OCYHIECTBISETCS COINIACHO TNPWIAraéMOM HMHCTPYKLUHU
(mpunoxenue Ne 27) TOJIBKO B AJIEKTPOHHOM BHJIE TIOCPEICTBOM CUCTEMBI «Jlemoy.

6.2. TpeboBanus K 0POPMIICHUIO MPOSKTOB MPABOBBIX AKTOB.

6.2.1. [IpoekTsl IpaBOBBIX AaKTOB  JIOJDKHBI ~ OTBEYAaTh  CIEAYIOLIUM
TpeOOBaHMAM: OBITh TIIATEIBHO OTPEAAKTUPOBAHHBIMH, HMETh KpATKOE, SICHOE
U YETKOE W3JI0KEHHE CYTH BOIIPOCA, MCKIIOYAKOIIEE BO3MOYKHOCTH JBOSIKOIO €ro
TOJIKOBaHUsI, C YETKO C(OPMYJIMPOBAHHBIMU U 0OOCHOBAHHBIMU LIEJISIMU U 337ja4aMUu;

COACPKaTh  KOHKPETHBIE  TPEAJIONKEHUS,  OOECIEYeHHbIE  HEOOXOIUMOMN
MaTepuallbHO-TEXHUYECKON  0a3oi,  (UHAHCHPOBAaHMEM M HCKIIIOYAIOIIME
HEOOXOJMMOCTh BBIIYCKAa TOKYMEHTOB B JIOTIOJIHEHHWE WJIM W3MEHEHHE OCHOBHOTO;
coZiepkaTh yKa3aHHsi KOHKPETHBIM UCIIOTHUTENSIM, pealbHbIE CPOKH UCTIOIHEHNS;

coliepKaTh IYHKT O BO3JIOXKEHUU KOHTPOJISI 32 BBIOJHEHHEM JTOKYMEHTA.
VcKIIFOUeHHsI COCTaBIIIFOT IPABOBBIE AKThI MO KaJApPOBBIM BOIIPOCAM, KOTOpPBIE
He TpeOyIoT 00IIEero KOHTPOJIA.

6.2.2. lokyMeHTHl (MpOTpamMMbl, TOJOXKCHHs, MOPAAKW, TIJIaHbl U T.1.),
KOTOpbIE Mpeajaraercs yTBEpAUTb MOATOTABIMBAEMBIM IPOEKTOM IPAaBOBOTO akTa,
NPUJIAraroTcs K JAHHOMY IIPOEKTY.

6.2.3. [Ipu MOArOTOBKE MTPOEKTOB MPABOBBIX AKTOB HCIOJB3YyeTCS IMIPUPT
C HayepTaHueM — OOBIYHBIN, pa3mepoM 14 NOT., MPU COCTaBICHUU TAOJIUIl U CXEM
JOMYCKaeTCsl UCMOJIb30BaHUE WIPUPTOB MeHbIIUX pazMepoB — 10-12 nT.; onuHapHBII
MEKCTPOUHBIM MHTEpBAN;, BhIpaBHUBAaHUE ab3ala — 10 HIMPUHE C OTCTYIIOM IEPBOM
cTpoku 1,25 cMm, MHTEpBajd MEXIy CIOBaMU — OJWH MpoOen. TekcT TOKyMeHTa
BbIPAaBHMUBAETCA M0 IIMpPUHE JKcTa (IO TpaHHUIlAM JIEBOIO W IMPABOBOIO TMOJEH
JIOKYMEHTA).

Kaxnprii muct moxkymenTta, oopMIICHHBIM Ha OnaHke win 0e3 Hero, JOJIKEH
MUMETB IOJISI CIEAYIOIINX [TapaMeTpOB:

JUTSI KHUKHOM CTpaHUIBI:

BepxHee — 20 Mm;

neBoe — 30 Mm;

npasoe — 10 Mm;

HmkHee — 20 MM;

JUTSL aTbOOMHOM CTPaHUIIBI:

BepxHee — 30 MMm;
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sneBoe — 20 MM;

npaBoe — 20 mMM;

HxKHEe — 10 M.

[IpaBoBbie akThl oQopMisitOTCS Ha OJaHKaX YCTAaHOBJIEHHOIO 00pasia
(mpumnosxennst NeNe 1, 2 x Hactosimeit MHCTpyKInn).

6.2.4. ]Jlata mpaBOBOro akTa OTIEJSETCS OT HAUMEHOBAHUS BHUA aKTa OJHUM
MEKCTPOYHBIM WHTEPBAJIOM, pacriojaraercs 1o JIEBOMY Kparo
Y IPOCTABIISIECTCA MOCIIE MOANUCAHUS aKTa [IPU €r0 PErUCTPALIH.

Howmep pacnonaraercs Ha OJHON CTPOKE C JaTOM MO MPAaBOMY KparO0 U COCTOUT
n3 3Haka «No» M TMOPSAOKOBOrO HOMEpPA, IPUCBAMBAEMOr0 MPABOBOMY aKTY
MIPU PETUCTPALINH.

6.2.5. B memsx ymydmieHuss BHYTPEHHETO IIOCTPOCHHS W CHUCTEMaTH3aIliH
MIPABOBOM aKT JIETUTCS HA CIEIYIOUIUE CTPYKTYPHBIC €AMHHIIBL:

6.2.5.1. 3aronoBok B KpaTkoi (opMe OTpakaeT coJep:KaHre MPaBOBOTO aKTa
Y OCHOBHOU IIPEIMET NMPABOBOI'0 PETYIHPOBAHHUS.

3aroyioBOK mMeyaTaeTcsi ¢ MPOIMUCHON OyKBBI, Yyepe3 1 MEeKCTpOUYHBIM WHTEpBAJ,
0e3 KaBbIYEK, HAayMHasi OT JIEBOI'O IOJISI CTpaHWUbl. Todka B KOHIIE 3arojoBKa
HE CTaBUTCA.

3aroJIoBOK MOKET 3aHuMMaTh 10 6-8 crpok. He nomyckaercss mepeHoc CIIoB,
JUTMHA CTPOKHU, KaK MPABUJIO, HE IOJDKHA MPEBBIIATH 25-30 neYaTHbIX 3HAKOB.

3arojioBOK, Kak MpaBuio, HauumHaeTcs ¢ mnpemsiora «O» («O06») u oTBedaeT
Ha Borpoc «O uem?», Hanpumep:

O6 yTBEpXKIEHUM MYHULIUNATHHOU

IPOrPaMMBI «Pa3Butne cepbl
KWIAITHO-KOMMYHAJILHOTO XO3SCTBA
U 0J1aroyCTpONCTBO ropoja

PocroBa-Ha-/lony»

6.2.5.2. TekcroBasi 4acTh MPOEKTA OTAEISETCS OT 3arojoBKa 1-2 MEKCTPOUHBIMU
MHTEpPBAJIaMH.

TexcroBasg 4acTh MoApa3AeNsIeTCs HA KOHCTATHUPYIOIIYIO YacTh — MpeaMOyIy
U TIOCTAaHOBJISIIONIYIO (B TOCTAHOBJICHHH, PACIOPSDKCHHH — PACHOPSIUTEIBHYIO)
YacThb.

[IpeamOyna B mocTtaHOBICHUAX AJMUHHUCTpaluu Topona PocroBa-Ha-JloHy
3aBepiaercst cioBoM «ITOCTAHOBJIA KO :», cioBo mnedaraercss Mo LEHTPY
CTPOKH  TOJYXHPHBIM  IMIPUPTOM MNPONUCHBIMU OYKBaMHM C  HMHTEPBAJIOM
«pa3pexeHHbI» Ha 3 NIT. B pacnopsbkeHusx npeamOysia 3aBepIiaeTcs IBOCTOUYHUEM.

B koHCTatHpyloleli YacTH KpaTKO H3JIaralTcs IeNd W 3anadd, (akThl
U COOBITHS, TMOCITY)XUBIIHME OCHOBaHUEM IS M3JaHUS JOKyMeHTa. OHa MOXeET
HAUYUHATHCSI CIOBAMU «B COOTBETCTBHUM», «BO HCIIOJHEHUE», «B LEIAX» U T.1. Ecin
JTOKYMEHT M37a€TCsl HA OCHOBAaHUM KaKOTO-TMOO JOKYMEHTa, TO B KOHCTaTUPYIOIICH
YaCTH YKa3bIBAIOTCS: HAMMEHOBAHUE BUJA JOKYMEHTA B COOTBETCTBYIOIIEM MaJEikKe,
€ro Jara, HOMEp M 3aroyioBok. Jlamee ykasbpiBaroTcs (DaKTUUECKHME OCHOBAHUSA,
KOTOpPBIE HAYMHAIOTCS CJIOBAMU «IPUHHAMAas BO BHHUMAaHWE», «HA OCHOBAHUWN,
«YUYUTBIBAS.

[TocTanoBnsitomiast  (pacnopsiauTenbHasi) 4YacTh MPABOBOTO aKTa MOMKET
JEMUTHCS HA CTPYKTYPHBIC €UHUIIBI: ITYHKTHI, TOAITYHKTHI, a03aIhl.
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[IyHKTBI B TeKCcTe HyMepyroTcs apabckumu mudppamu. IIyHKTBI MOTyT
MO/IPa3IeNAThCA HAa MOJNYHKTHI (HOMEp MyHKTa, TOYKA, HOMEP MOITYHKTA), KOTOPhIE
HyMepyloTcs apaOckumu IudpaMu dYepe3 TOUKy WU apabckumu nudpamu
CO CKOOKOM (CKBO3Hasi HyMepallus B MpeJieax KakI0To MyHKTA).

Hywmepanus nyHkToB — ckBo3Has. [lociie HOMepa MyHKTa CTaBUTCA TOYKA,
TEKCT IIOCJI€ TOYKM HAYMHAETCA C MPOMUCHOM OYKBbI. TEKCT MyHKTa JAO0JDKEH
3aBEPIIATHCA TOYKOM.

B mpaBoBOM akTe MOJDKEH HCIIONB30BATHCA CIWHBIN TOIXO0J K HyMeparuu
MOIITYHKTOB.

Texcr moamyHKTa, MPOHYMEPOBAHHOTO apaOCKUMH IUdpamMu 4Yepe3 TOUKY,
HAYMHAETCS C MPONUCHON OYKBBI U 3aBEPILAETCA TOUKOM.

Texcr moamyHKTa, MPOHYMEPOBAHHOTO apabCKkuMu IudpaMu cO CKOOKOM,
HAYMHAETCS CO CTPOYHOW OYKBBI M 3aBEpPIIAETCS TOYKOW C 3amsATOM (ITOCIEIHEro
MOJITYHKTa — TOYKOI), HAIIPUMED:

1. B cBs3u ¢ mpazgnoBanueM 200-1eTus co nHa poxaenus Jlepmontosa M.1O.
MIPOBECTHU CIIEYIONIE MEPOTIPUATHs: (a03all MepBbIA MyHKTA 1)

1.1. Opranu3oBars ... . (moanyHkKT 1.1 myHkTa 1)

1.2. HampaButb ... . (moanyHkT 1.2 myHkTa 1)

WIH
1. IlpencraButh B JlemapTaMeHT HWMYIIECTBEHHO-3€MEIbHBIX OTHOIICHHI
ropojna Pocrosa-na-/{ony: (ab3al1 nnepBbliii myHKTa 1)
1) xommto YcraBa ... ; (MOAMYHKT 1 myHKTa 1)
2) KOIUIO TEXHHUYECKOTO MACcopTa ... . (HOAMYHKT 2 myHKTa 1).

[IyHKTBI W TOAMYHKTHI MOTYT TOAPA3NEIATHCS Ha ad3ambl.  AO3albl
He 0003HAYaI0TCSI HOMEPaMU WM UHBIMU 3HAKAMHU.

Ecnu Tekcr, mpenmecTByronuii ad3aily, 3aBepiiaeTcss TOYKOM, TeKCT ab3ara
HAYMHAETCS C MPOMUCHOM OYKBBI U 3aBEPIIACTCS TOUKOM.

Eciu Ttekcr, mpeamecTByromuid ab3ally, 3aBeplIaeTCs IBOETOYMEM, TEKCT
ab3alia Ha4YMHAETCS CO CTPOYHOM OYKBBI W 3aBEpIIACTCS TOYKOH C 3arsiTon
(mocneanero ab3ara — TOYKOM).

AG3amr He MOHKEH pa3lesaThCsd Ha HIDKECTOSIINE CTPYKTYPHBIE €IUHUIIBI
(B ero cocTtaB HE MOTYT BXOAUTH MOJITYHKTHI UJIM a03allbl).

6.2.5.3. [Ipu HEOTHOKPATHBIX CCHUIKAX HAa OJWH U TOT K€ 3aKOHOJIaTEJIbHBIN
WJIU TIPABOBOM aKT IMPU MEPBOM €r0 YIIOMUHAHHUH YKa3bIBAIOTCS €r0 BUJ, 1aTa, HOMEP
U MOJHOE HauMeHoBaHue. [Ipu MOBTOPHOM yNOMUHAHUU JTOMYCKAETCSl UCTIOIb30BaTh
COKpaIlleHHOE HauMEHOBAHUE.

[Ipumensiercs cnenyromas Gopma:

noyiHoe HamMeHoBaHwe — Dexepanbhbiii 3akoH oT 11.07.2001 No 95-@3
«O noauTHYeCKUX napTusix» (nanee — eaepanbubiit 3akoH oT 11.07.2001 Ne 95-D3).

Jlanee Mo TEKCTy JOKYMEHTa HCIIOJIb3YETCS COKPAIlEHHOE HAMMEHOBAaHUE —
®enepanbHblil 3akoH 0T 11.07.2001 Ne 95-D3.

PexBu3uThl (henepaibHbIX, O0JIACTHBIX U MYHHUIIMNAIBHBIX MPABOBBIX AKTOB
B OJIHOM JIOKyMEHTE O(OPMIISIFOTCS] €IMHOOOPA3HO.

6.2.5.4. B nmpoektax TMpaBOBBIX AaKTOB YINOTPEOJSIOTCA — O(UIMATbHBIC
HAaMMEHOBaHMUsI OpPraHOB W opraHu3auuil. Ilpu mnepBoM YMOMUHAHWUU 1O TEKCTY
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UCTIONB3YEeTCsl  TOJHOE  HAaMMEHOBaHWE, B TOCIEAYIONINX — JIOMYCKaeTCs
COKpareHHoe oo abOpeBuarypa.

CoxpallieHre 3aKJII09aeTcsi B CKOOKH, UCTIONIB3YETCS CIIOBO «aliee» M 3HAK «-»
(Tupe).

CoxpaliieHre B CKOOKaX yKa3bIBAETCS B MIMCHHTEILHOM TajeKe, HallpuMep:

I'maBnoe ymnpaBnenue @PenepanbHON CIyKObl HCHOJHEHHUS HaKa3aHU
o PoctoBckoii oomactu (qaee — I'Y @CHUH Poccun mo PocToBckoii o6macTn).

Jlarmee Mo TEKCTy MOKYMEHTa HCHOJb3YEeTCS COKpAlIeHHOE HauMEHOBaHHE —
'V ®CHH Poccuu o PocToBckoii obmacTu.

WNnu, nannpumep:

[IporpaMMHBIE MEPOIPHSATHS, YTBEPKIACHHbIC MYHHIIMIIAJLHONW MPOTpaMMON
(manee — mporpamma).

[Ipu ymorpebieHMM B TEKCTe JOKyMEHTa (aMUIMA JUI] WHHIIHAJIBI
YKa3bIBAIOTCS TTOCIIE (haMUITHH.

6.2.5.5. [lognuceiBaeT NpaBOBOM aKT TiaBa AJIMHUHHCTpAllMd Tropoja
PocroBa-Ha-/{oHY, B €r0 OTCYTCTBHUE — JIMLIO, €0 3aMELIAroNIee.

[Toxarmuchk oTaeNsAeTCS OT TEKCTa TPEeMsl MEKCTPOYHBIMH MHTepBajdamu. CiioBa
«['maBa AqmuHuCTparuu ropoaa PoctoBa-Ha-JloHy» TiedaTaroTcs B IBE CTPOKHU Yepes
1 MeXCTpOUYHBIA WHTEPBAJI 10 JIBa CJIOBA Ha CTPOKE OT JIEBOM TPaHUIIBI TEKCTOBOTO
noJiss. MHuImael U GaMuIns MeYaTaroTcs OT NMPaBOM TPAHMIIBI TEKCTOBOTO ITOJIA,
HanpuMep:

['maBa AamMuHHCTpannu
ropoaa Pocrosa-na-/lony JInunas noanucey Nunmumansl, paMumis

He nomyckaercs mepeHOC TOMANMWCH TJaBbl AJMHUHUCTpAIMA TOpoa
PoctoBa-Ha-/lony (B ero OTCyTCTBHE — JMI[a, €ro 3aMELIAIOLIEro) Ha JIMCT
0€3 TEKCTOBOTO COMPOBOXKICHHUS.

B KoHIle MpaBOBOro akTa IMOCHIE CTPOKU (CTPOK) C yKazaHHEM JOJKHOCTH
U GamMwiIMM JMIa, [OANUCHIBAIOUIETO IPABOBOM aKT, [OJDKHO YKa3bIBaThCA
HAaUMEHOBAHHUE OTpacieBOro ((PyHKIMOHAIBHOTO), TEPPUTOPUATIHLHOTO OpraHa
AJMUHHUCTpAMM Topoja — MHHUIMATOpa MPOEKTa MPAaBOBOrO akTa. JlaHHBIA TEKCT
pacrosjaraeTcsi B HIDKHEM JIEBOM YINIy CTpaHuUIbl 6e3 ab3amHoro orcryma. Pasmep
mpudta — 10 T, MEKCTPOUHBIN UHTEPBAT — OJMHAPHBIN, HATIPUMED:

TloctaHoBNEHHE BHOCUT
JlemapraMeHT coluaibHOU
3aIUTHI HACEICHUS TOpoJia
PocroBa-Ha-Jlony

6.2.5.6. IIporpamMmbl, IOJIOKEHHUSI, TTOPSIAKH, PETIIAMEHTHI, IIEPSUYHH, TAOJIHIIBL,
oOpasiibl JOKYMEHTOB U TIpouee, MOAJIekKAINe YTBEPKACHHUIO, SBIISIOTCS COCTaBHOM
YaCThIO TIPABOBOTO aKTa, 00JaNal0T TOW K€ FOPUIUIECKON CHUIION M 0hOPMIISIOTCS,
KaK MpaBuiio, B opMe MPUIIOKEHUM K MpaBoBoMy akTy. CremyeT u3beratb HAIMIUS
MPUJIOAKEHUMN K MPUJIOKEHUIO IPABOBOT'0 aKTa.

Kaxnoe mnpunoxeHne K MNOpaBOBOMY aKTy MOAMNUCHIBAET HAYaJbHUK
VOpPABJICHUS  JOKYMEHTAllMOHHOro  oOecreueHus  AJMUHUCTpalMd  ropoja
PocroBa-na-/lony.
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B moamucu [OMKHO yKa3bIBaThbCs IOJIHOE HAMMEHOBAaHUE JOJIKHOCTH,
WHULMAIBI U pamMuius.

[Toanuck oTaensieTcss OT TeKcTa Ha Tpu (He Oosee) MEeKCTPOUHBIX MHTEpBaa,
HaIpumep:

HadvanbHuk ynpaBiieHus

JTIOKYMEHTAITMOHHOTO 00ecTieueHUs

AnmunucTtpauuu ropoaa PocroBa-Ha-/lony  JInuHas nmoanuce Wuannmanel,
bamums

Ecnu B TeKCTe MpaBOBOIO akTa UMEIOTCS MPUIIOKEHHUS, TO JEJIAETCS CChUIKA
B IIOCTAHOBJIONIEH (PACIOPSAUTENBHOM) 4YacTH MPAaBOBOIO aKTA: «COIJIACHO
MPUWIOKEHUIO K MOCTAaHOBJICHUIO» WJIM JOIYCKAETCs, B 3aBUCHUMOCTH OT KOHTEKCTA,
«(mmpunoxenue Ne 1)».

Bce cocraBHple 4YacTM pEKBU3WTA TIe4YaTArOTCS Yepe3 | MEKCTpOUYHBIN
WHTEpBaJ, pACIOJAraroTcsi € OTCTYIOM OT JIEBOM TIPaHUIBI TEKCTOBOIO IOJIA
(11 cM — mpu KHIDKHBIX MapaMeTpax cTpaHulbl, 19 cM — mnpu aabOOMHBIX)
Y BBIPABHHUBAIOTCA MO LEHTPY. lIpyM HanMuMM HECKOIBKHUX MPUIOKEHUN OHU
HYMEpYIOTCsl apaOCKUMU LIU(PpaMu ¢ UCTIOIb30BaHUEM 3HaKa «Noy, HarpumMep:

[Tpunoxxenue Ne 1
K ITOCTAHOBJICHUIO AJIMUHUCTpaLUU
ropoaa Pocrosa-na-Jlony
OT Ne

EnvHCTBEHHOE MPUJIOKEHHE K PABOBOMY aKTy HE HyMEpYeTcs.

[IpoekT mpaBoOBOro akTa M MPUIOKEHUS K HEMY MMEIOT OOIIYI0 HYyMepalHio
CTpaHHMIL, HauuHas ¢ nepBoil. HoMepa crpaHull pacrnonararoTcsi B MPaBOM HUKHEM
yray nokymenta. Pasmep mpudta mmudp — 14 or.

[Ipunoxenue JOMKHO UMETh HauMeHOBaHHe. HanmeHoBaHue, conepikalieecs
B MPUJIOKEHUH, TOJKHO COOTBETCTBOBATh HAMMEHOBAHUIO MIPUIIOKEHUS], YKA3aHHOTO
B MTOCTAHOBJISIFOLIEH (pacnopsIAUTENbHOM ) YaCTH IPABOBOTO aKTa.

HanMeHOBaHME TPWIOKEHUS pacloiaraercs Mo LeHTpy cTpoku. IIpm 3Tom
IEpBOE CIOBO HAMMEHOBAHUS MOMEIIAETCs] B IEPBOM CTPOKE 3arjiaBHbIMU OyKBamu,
ocTajbHasi 4aCTh — CTPOYHBIMU OYKBaMH BO BTOPOI U MOCIEAyOMuUX cTpokax. Touka
B KOHIIE HANMEHOBAHMSI IPUJIOKEHUSI HE CTABUTCS, HAIIPUMED:

[TOJIOXXEHUE
0 MYHULIUITAJILHOM 3€MEJIbHOM KOHTPOJIE
Ha Tepputropuu ropoaa Pocrosa-na-/{ony

Kaxxnioe npunoxkenue Kk NpoekTy opopMIISIeTCsl C HOBOM CTPaHUIIBI.

[TapameTpsl mosieit, dhopmar mpudrTa U abd3aneB NPUIOKEHUNW HICHTUYHBI
pasMepaM, MPUMEHSEMbIM TNpHU TE€YaTaHUM TEKCTa IMPOEKTa MPaBOBOrO aKTa.
B tabnuiax u cxemax JI0MyCcKaeTcsl UCMOJIb30BaHUE MIpU(Ta MEHBIIETO pa3Mepa.

[lpunoxkeHus MOCTPAaHWYHO BU3UPYIOTCS PYKOBOJMTENEM  (DYHKIIMOHATBHOIO
NOApA3JEeHNs, OTpaciaeBoro ((pyHKIMOHAIBHOIO) WM TEPPUTOPUATIBHOIO —OpraHa
AnmvunncTpaiu ropona PoctoBa-Ha-J[oHy, BHecCIIEro MpoeKT, Ha OOpaTHOM CTOpOHE
KOKIOrO0 JIMCTA B HIJKHEM JIEBOM YINIy C YKa3aHMEM 3aHUMAcMOW JOJDKHOCTH,
(bamMuIMy, THUIIMAJIOB KIMEHU U OTYECTBA, a TAKXKe JaThl BU3UPOBAHUS, HAIIPUMED:
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Hupexrop [enapramenta JKKX
Y SHepreTuku ropoaa Pocrosa-Ha-Jlony JInuHasg noanuck N.. HBaHOB...
01.09.2020

CTpyKTYypHBIMHU €IMHUIIAMHA TEKCTOBBIX MPHJIOKECHUH (TIOJI0KESHHH, TTOPSIKOB,
TIEPEYHEH U T.J.) SABIIAIOTCS: pa3zel, MyHKT, TOAMYHKT, a03ail.

Paznen momkeHn nMeTh HOMEp M Ha3BaHHWE. Pasnensl HyMepyroTcsl apaOCKuMu
nudpaMu, HyMepals — CKBO3Has. MexIy HOMEpPOM M Ha3BaHHEM pa3jieia CTaBUTCS
TOYKa, Ha3BaHHE TeYaTacTCs ¢ MPONKMCHONW OyKkBbl. Ha3zBaHMe pa3iena JOJDKHO OBITh
KpaTKuM. B KOHIIE Ha3BaHHMs pa3zjena Todka He cTaBUTCS. CIOBO «pasien
B HAHMCHOBAHHHM pa3Jiejia He YKa3bIBACTCs, HAIIPUMED:

1. O6uue monoxxenus (pazaen 1)
2. JI0JDKHOCTHBIC JTUIIA, TTPOBOJISAIIME TIPOBEPKY (pazaen 2)
3. [Topsimok mpoBeeHUs IPOBEPKH (pasaen 3)

Ecnu npunoxeHne coCTOUT U3 OJHOIO pa3Jiesa, OH He HyMepyeTcsa U Ha3BaHUE
€My HE ITPUCBANBACTCA.

[Togpaznensl, MyHKTHl M MOJANYHKTHl HYMEPYIOTCA apaOCckumu mudpamu
uiu  apabckumu 1udpamMu ¢ A00aBOYHBIM HOMEpPOM 4Yepe3 TOYKY (CKBO3HAas
HyMepalusl 0 BCEMY TEKCTY MPUIIOKEHHS ), HApUMEp:

1.2 (HoMep pazzena, Touka, HOMEp MyHKTa B pa3jiele).

TexkcT MyHKTa HAYMHAETCS C TPOMUCHON OYKBBI M 3aBEpIIACTCS TOYKOM,
HaIpuMep:
1. OGmue nmonoxxenus (pazgen 1)
1. Hacrosee nojgoxeHue ... . (IyHKT 1)
2. B HacTosIeM NOJI0KECHHH ... . (TYHKT 2)

2. Tlopsaok ... (pa3men 2)
3. JlesSaTenbHOCTS ... . (IYHKT 3)

1. O6mue nonoxxenus (pazgen 1)
1.1. Hacrosimiee noyiioxeHue ... . (myHKT 1.1)
1.2. B HacrosieM NoJoXKeH:H ... . (MyHKT 1.2)

2. Iopsinok ... (pazmein 2)
2.1. JlearenbHOCTH ... . (MyHKT 2.1)

[ToamyHKTBI B MYHKTax NPWIOKCHUN HYMEpYIOTCS apabckumu I1udpamu
CO CKOOKOUM mim apaOckumu 1udpaMu yepe3 TOUYKy (HOMep paszena, TO4YKa, HOMEp
MyHKTa B pas3fiene, TOYKa, HOMEp MOAMYHKTA B MIYHKTE).

TexcT moamyHKTa, MPOHYMEPOBAHHOTO apaOCKUMU ImdpaMu cO CKOOKOM,
HAYMHACTCS CO CTPOYHOM OYKBBI M 3aBEPIIACTCS TOYKOW C 3amsAToi (ITOCIEIHEro
MOJIITYHKTA — TOYKOM).

TexcT moAMyHKTa, MPOHYMEPOBAHHOTO apaOCKUMH IH(PpaMyd Yepe3 TOuKY,
HAYMHACTCS C MPOMMCHON OYKBBI M 3aBEPILIACTCS TOYKOM, HAITPUMED:

500041

1. Komuccus ocyiiecTBiseT: (a03all nepBblii NyHKTA 1)
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1) paccmoTrpenue ...; (HOANYHKT 1 myHKTa 1)
2) ompenenacHue ... . (MOAMYHKT 2 MyHKTa 1)

WIH
1.1. B coctaB paboueii rpynibl BKJIFO9aroTes: (ab3all nepBblid myHkTa 1.1)
1.1.1. PaGoTHUKY ... . (moanmyHKT 1.1.1 mynkra 1.1)
1.1.2. TlpencraButend ... . (moanyHKT 1.1.2 myHkra 1.1)
1.2. Unensl paboueil rpynmsl Bpase: (ab3ail nepBblii myHKTa 1.2)
1.2.1. PaccmatpuBarts ... . (moanyHKT 1.2.1 nyHkra 1.2)

6.2.5.7. TekcT TPWIOKEHHS MOXET ObITh O(OpMJIEH B BHJEC TaOJUIIBI
U TpauIeCKuX 0OBEKTOB.

Tabnuibl 0hOpMITAIOTCS € UCTIONB30BaHKMEM HipudTa pazmepom 14 ot (pazmep
10-12 T nomyckaeTcs B ciiydae, eciau KonudecTBo rpad B Tabmuie 6omibmie 10 mmbo
KOJIMYECTBO 3HAKOB B Iu(ppax Ooee 8).

B tabnuiiax He TOMyCKaeTCsl HATUIUE «CKPBITHIX» (HOPMYIL.

Ecnu Tabmuua pa3smemiaercs Oosnee 4eM Ha OJHOM CTpaHULE, TO Tpadsl
TAOIUIIBI TOJKHBI OBITH IPOHYMEPOBAHBI ¥ Ha CIEAYIONINX CTPAHMIIAX, B 3aT0JIOBKaX
MeYaTalTCsa TOJIBKO HOMEpa 3TUX rpad.

3Hak «%» He CTaBUTCI B TEKCTE, a MHIIETCS CIO0BOM. VckiroueHue
COCTaBJISIIOT (POPMYJIBI.

[udpsl B rpade pazMeniarorcss B OJHY CTPOKY, HECMOTPS Ha KOJIHUYECTBO
3HAKOB.

B tabGnumax He 10KHO OBITh MyCTHIX Tpad), HyJeH.

[Tpu OTCYTCTBUM TEKCTa UM LU(PP B HUX CTABUTCS MO LIEHTPY 3HAK TUPE «—».

[Ipu noBTOpe Tekcra mian Hudp B rpade TabNMIBl HE JOMYCKAeTCs CTaBUTh
3HaK «—//—». HeoO0X01uMO OBTOPUTH TEKCT WU [UDPHI.

Texct B Tabnumax BBIpAaBHUBAETCS MO JIEBOMY Kparo, MCKIo4as u(pOBBIC
MOKa3aTellu.

OdopmiieHne 3arojioBka TaOIUIILI U 3ar0JIOBKa rpad.

Hampumep: TemaTrueckuii 3aroioBOK

I[TEPEYEHD
MYHUIIMIIAJILHOTO UMYILECTBA, MIEpeaBacMoro B 6€3B03ME3/IHOE MOJIb30BaHUE

3aroJioBKu rpad

Ne | HammeHoBanue HanmenoBanune Anpec IInmomanse
/1 YUPEXKACHUS MMYILECTBA MECTO-
HaX0KICHUS
HMMYIIIECTBA
1 2 3 4 5
bokoBuk [Iporpadka

B koHIIE 3arojioBka TOYKa HE CTaBUTCH. COKpaH_IGHI/IG CJIOB B 3aroJjioBKax rpa(b
HC AOITYCKACTCA.
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3arosoBku rpad cienyer mnMmcatb B €IMHCTBEHHOM uucie. Hanpuwmep:
«HAaUMEHOBAHUE YUPEXKICHUSD», «EIUHHULIA U3MEPEHHSD), «CPOK PEaTT3aLiy, «aIPECH.

B rosoBke Tabmuipl B KOHIE NMPEAJIOKEHUS, JAXKE €CIM OHO HE 3aKOHUYEHO
(«B TOM YHUCIIE»), 3HAKHU NPEITUHAHMSI HE CTaBSATCS.

B oaHOsIpycHO# royioBKe TaOJIUIIBI BCE 3ar0JI0BKH Tpad MUIIYTCS C MPOMHCHON
OYKBBI, HaI[pUMED:

Ne HaumenoBanue Cpoxk 2019 ron, B ToM uucie
n/n | oOopynoBaHus BBIITOJIHE- BCETO nepsoe nonyroaue 2020 roga
HUs paboT
1 2 3 4 5

B 1ByX- 1 MHOTOSIpYCHOM T'OJIOBKE TaOJHUIIbI 3aT0JIOBKHA BEPXHETO sipyca rpadsl
IUIIYTCS C MPONMCHON OYKBBI, a 3arojIOBKH BTOPOTO, TPETHEr0 U MOCIEAYIOIIMX
SAPYyCOB rpadbl MUIIYTCA CO CTPOYHOU OYKBBI, €CIIM OHU IPAMMATUYECKU TOAYHNHEHBI
3aroJIOBKy BEpXHETO sipyca rpadbl, HaIpUMED:

Ne | HanmenoBanue O6bem cpencts (MITH pyOeit) Ucnonnu-
I/TI | MEPOTPHUITHS 2018 B TOM 2019 roa, |B TOM 4mCIe TEJb
TOJ, YJHCIIe BCETrO OO KeT-
BCETO OIOKET- HBIX
HBIX CPEACTB
CPEJICTB
L1 2 3 4 | 5 | 6 [ 7 |

3aroyioBKM BTOPOTO, TPETHET0 U TOCIHEAYIOMUX SIPYCOB Tpadbl MUIIYTCS
C MPOMUCHOM OYKBBI, €CJIM OHM TPAMMATHUYECKH HE MOAYUHEHBI CTOSIIEMY HaJl HUMU
3aroJIoBKy rpadsl, HaIpuMep:

Ne HanmenoBanue Hcnonxurens
n/n o0opyaoBaHus U CPOK BBITIOJTHEHUS padOT
Pa3paboTka TexHU4EeCKOil Brinonnenue padot
JOKyMEHTaLUU
1 | 2 | 3 | 4

Odopmiienre 00KOBUKA TaOIUITHI U AJIEMEHTOB rpad

B OokoBuke TaONMIBI TEKCT KaXKIOM TMO3MIMHA JOJDKEH HAYMHATHCS
C MPOMUCHOM OYKBBI. 3HAKW MIPETIMHAHUS CTaBATCS TOJIBKO BHYTPHU MTPEITIOKECHHMSL.

B 6okxoBuke nocie ciioB «ltoro», «Bcero» nmBoeroune He cTaBUTCA.

[{udpoBble BEIWUMHBI NpPH TEPESUYUCICHUU (€CIM eCTh JPOOHBIC YHCIIA)
pazaensaoTea Toukoi ¢ 3ansrou (1,2; 5,1; 6,3).

B nporpadke TekcT cienyeT mucarb CO CTPOYHOM OYKBBI, 32 MCKIIOUCHUEM
MMEH COOCTBCHHBIX.

B rpade «Enunuiia usmepeHus» HauMEHOBAHHME €IWHUII U3MEPEHUS CIIeIyeT
MMCaTh B POJIUTEIILHOM I1a/I€K€ MHOKECTBEHHOT'O YHCIIa, B CKOOKax, HAIpUMep:
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No HammMmeHoBaHue KonuuectBo
n/m MYHUILIMNATBHOTO UMYIIIECTBA (mTyK)
1 2 3
1. |KoMIuiekT MEIHUIIMHCKOM MeOEIIH, BCETO 4
B TOM YHCJIE C KYIIETKOM 2
2. |KoMIIIeKT MEeIUIIMHCKUX HHCTPYMEHTOB 12
Hroro 16

OdopmiteHre CHOCOK ¥ IPUMEYAHHUS

B Ttabnmie ccbuika Ha CHOCKY MOXET OBbITh O0O3Hau€Ha 3BE3OYKON WIIH
uudpoi. CHOCKM MOTYT OBITh JaHbl Kak Ha KaXJOW CTpaHUIIE, TJI€ €CTh CCHUIKU
Ha CHOCKY, TaK U B KOHIIe TaOuuibl. [locne 3Haka CHOCKM TEKCT CHOCKM HAaYMHAETCS
C MPONUCHOI OyKBBI. B KOHIIE TEKCTa CHOCKM CTaBUTCS TOUKA.

[IpuMeuanne naeTcs B KOHIE NPWIOKEHUs. Ecii ecTh CHOCKH, TO TPUMEYAHNE
naercd nepen cHockamu. Hanpumep:

Ne HaumenoBaHnue mocraBisieMOn TEXHUKU 2019 ron 2020 rox
/1
1 2 3 4
1. |CueroyOOpOYHBIE MaIIMHBI, BCETO 60 65*
U3 HUX:
MaJjasi CHeroyoopouHasi MallliHa 42 35
OoJpIIasi CHEroyoopoyHasi MalivHa 18 30
[Ipumeuanue.

1. O6beM MOCTaBOK TEXHUKHU MOXKET ObITh YTOUHEH 3aKa3YHKOM.
2. CpoK MOCTaBKHM TEXHUKH MOYKET OBITh YTOUHEH 3aKa3UHUKOM.

* Brirovasi 3aKyIJICHHbIE paHee.
OdopmiieHre >1eMEHTOB TaOJIUIIBI

[Ipu Hamuuum Tpadsl «mepuom» WM «CpPoK» Tabmuia odopmisercs
B XpOHOJIOTHYECKON TIOCTIET0BATETHHOCTH.

[Ton «cpokom» pEeKOMEHIyeTCs YKa3blBaTh KOHKPETHYIO HaTy, HampHuMep:
01.09.2020.

[Ipu ynotpebneHWH Tmepuoga BpPEMEHU TMPOAODKUTEIHHOCTHIO B TIOTHBIN
KaJICHJAPHBIN O/ CJIOBO «TOJ» MHUILIETCS MOJHOCThIO, HanpuMmep: B 2019 rony.

[TpunoskeHus K MPaBOBBIM aKTaM MOTYT UMETh TpaduIecKre OObEKTHI.

Haunnaercs mpuiiokeHne ¢ HAMMEHOBAHUSI PUCYHKA MITH CXEMBI.

B nenrpe crpanuubl pacmnonaraercs rpaduueckuii oobekt (1 crpanuma —
1 rpaduueckuit 0OBEKT), KOTOPBI BCTABISAETCS:

1) B stueiiky Tabnumbl ((hopMaT rpaHuUI] TAOIUIBI — KHETY);

2) B TeKcT (popMar puCyHKA: MOJIOKEHHUE «BOKPYT PAMKIY, «I10 LIEHTPY» ).
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['padprueckunii OOBEKT JTOJKEH UMETh BO3MOXKHOCTh M3MEHEHHsI pPa3MEpPOB
PUCYHKA U HE BBIXOJUTH 32 YCTAHOBIICHHBIE TOJIS.

B cnyuyae pasmenieHusi B MPOEKTE MPABOBOIO aKTa rpapuyeckoro oObeKTa
(pucyHKa, TUIaHa, CXE€Mbl) UCXOJHBIN rpaduyeckuid ¢aiia JOJIKEH COOTBETCTBOBATH
CIEIYIOUMM TapaMeTrpaM: pazMep uzoOpaxkeHuss He Oomee 15 x 20 com.
[Ipy  HECOOTBETCTBMM  JAHHBIM  MapaMeTpaM  HU300paKeHHEe  HEeO0OXOAUMO
OTKOPPEKTUPOBATH B TIOOOM JPYyroM rpadudeckoM peiakTope.

Takue mnpuIoXKeHUS Takke OQPOPMIAIOTCS 3a TMOANMKMCHIO HavyaJlbHHUKA
VOPABJICHHUS  JOKYMEHTAallMOHHOro  oOecrnedyeHus  AJMHUHHCTpAalMUd  ropoja
PocroBa-Ha-/{ony.

6.2.6. [IpaBuia BHeceHUsI U3BMEHEHUH B TIPABOBbIC AKTHI.

6.2.6.1. M3mMeHeHns OCYIIECTBIAIOTCS B CIAEAYIOMUX (opmax: 3aMeHa CIIOB,
nu@dp; UCKIIOYEHHE CJIOB, UU(Dp, NPEAoKEeHH (HE SABISIIOUIMXCS CTPYKTYpPHOU
€IMHULEH MPaBOBOrO aKTa); HOBasl pelaKlusl CTPYKTYPHOW €IMHUIIBI, JOMOJIHEHUE
CTPYKTYpHOM €IMHUIBI CIOBaMH, LU(pamMu, NOPEIOKEHUIMH;, [PU3HAHNE
yTpaTUBLIMM CUTy a03alla, IOANYHKTA, IIYHKTa, pa3jiena, CTPOKU; IPUOCTAHOBJICHUE
WIM TPOAJICHUE ICHCTBHS NPABOBOIO AaKTa, €ro (PYyHKIMOHAIBHBIX €IWHUI; BHE
3aBHCUMOCTH OT ()OpMbI BHOCUMBIX U3MEHEHHUH B MPAaBOBOI aKkT, €r0 HAUMEHOBAHUE
BCET/a COJAEPIKUT TOJIBKO CIIOBO «M3MEHEHUS» B COOTBETCTBYIOIIEM UHUCIIE.

6.2.6.2. BHecenne wu3MEHEHMH JOJDKHO M3JIaraThbCs IMOCIEI0BATENIHHO,
B XPOHOJIOTHYECKOM MOPSIKE.

6.2.6.3. N3meHeHus Bcerga BHOCSTCS TOJBKO B OCHOBHOW IPAaBOBOM akKT;
BHECEHUE WM3MEHEHUM B OCHOBHOW IIPaBOBOM AaKT IYTEM BHECEHUsS W3MEHEHUU
B M3MEHSIOIIME €r0 MPABOBbIE aKThl HE IOMYCKAETC.

6.2.6.4. BHeceHne B HOPMATHUBHBII  MPaBOBOM  aKT  MOJIOKEHUH
HEHOPMATHUBHOT'O XapakTepa He I0IyCKaeTCs.

6.2.6.5. BHecenne u3MeHeHuit B 00001eHHON dopme (B TOM 4HCIe 3aMeHa
CJIOB C MCIIOJIb30BaHUEM (DOPMYITMPOBKHU «I10 TEKCTY») HE AOIYCKAETCS.

6.2.6.6. Ecau nmpuHUMaeMbIii TOKyMEHT OTMEHSET paHee U3JaHHbIM JOKYMEHT
WIM KaKWe-TO €ro TOJIOKEHHs, TO OAMH W3 IYHKTOB IOCTAHOBISIOIIEH
(pacriopsiAMTENIbHOM) YacTH TEKCTa JOJHKEH COAEpPX aTh CChUIKY Ha OTMEHSEMbIN
JOKYMEHT (IIYHKT JOKYMEHTa) C YKa3aHHEM €ro JaThl, HOMepa U 3arojoBka. Tekcr
MYHKTa JOJKEH HAUMHATHCS clioBaMU «lIpu3HaTh yTpaTUBILIUM CUITY...».

6.2.6.7. Tlpu BHECeHUM M3MEHEHUM CHauaja yKa3bIBaeTCs, Kakas CTPYKTypHas
CAMHMIIA TOMJEKUT HU3MEHEHHUIO, 3aTeM — XapakTep W3MEHEHU; BHECEHHUE
U3MEHEHUH cieayeT ohopmiiATh, HAUMHAS ¢ HAMMEHbBIIEH CTPYKTYPHOH €IUHUIIBI
(Hanpumep, ab3all BTOPOM MOJIMYHKTa «a» MYHKTa 2 M3JOXKUTh B CIEAYIOIIEH
penaKuuu:).

6.2.6.8. IIpu BHeceHuum wu3MeHEHHWH B (opMe OMOJHEHUS CTPYKTYPHOM
€IVHMIIBI, YKa3bIBAIOTCS CJIOBA, IIOCIE KOTOPBIX JTO JOMNOJHEHUE JIOJHKHO
HaxXOJUThCs (Hampumep, NyHKT | pasnena 2 mocie CIOB «...» JIOMOJHUTH CIOBAMHU
«...»); B Clly4ae, €clii B CTPYKTYPHYIO €IMHHUILy HEOOXOJMMO BHECTH JOIOJHEHHUE
B KOHIIE JaHHOU CTPYKTYpPHOM €IMHHIIBI, IPUMEHSETCS caeayrouas GopMyIupoBKa,
HaIllpUMEP: «IIYHKT 7 pazzena 3 JONOJHUTH CIOBAMHU «...»; IYHKT 5 JIONOJIHUTH
ab3a1eM CJIEeIYIOLEro COACPKAHUS: «. ...
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6.2.6.9. BHecenne W3MEHEHHMH B PEKBU3UTHI IPABOBOrO akTa (BUJ, OpraH
NPUHATHUS, 1aTa U HOMEP) HE JOIMYCKAeTCsl, 3a UCKIIOYEHUEM €r0 HAaMMEHOBAHMUS.

6.2.6.10. IIpu HEOOXOAMMOCTH MEXIy HMEIOMMUMHUCS ab3araMyd BKJIIOUYHTH
HOBBIM a03al] naeTrcs HOBas peNaKius TOW CTPYKTYpHOM €AMHMIIBI, K KOTOPOU
OTHOCUTCS ab3all, Takke AoImyckaercss (HOpPMYIUPOBKA, HAMPUMEP: «IOMOJHUTH
HOBBIM a03alleM CEIbMBIM CIICIYIOIIETO COJIEPKAHUS.

6.2.6.11. Ilpu mpusHaHuu ab3ara yTpaTUBIIMM CHIIY MEPECUET MOCIETYIOMNX
a03a1eB HE POU3BOJNUTCS, YTPATUBIINNA CHTy a03all ydyacTByeT B mojcyeTe ad3alen
TIPY TIOCTIEAYIONIEM BHECEHUU N3MECHEHHM B IAHHYIO CTPYKTYPHYIO €IUHUILY.

6.2.6.12. BHecenne wu3MeHEHUH B TaOMUILy OCYIIECTBISAECTCS IOCTPOYHO,
BHECEHUE HM3MEHEHUI B rpadpl TaONWIBI U WHBIMH CIIOCOOAMHU HE JIOMYCKAeTCH.
B nensx ymoGcTBa mosjp30BaHUS TaOJIUICH M BHECEHHS B HEE M3MEHEHUN CTPOKHU
HEOOXOMMO HYMEpOBaTh, IOCPEICTBOM BHECEHHA B TaOmuuy rpadsl nepBoi
c HauMmeHoBaHueM «Ne m/m». M3Mmenenuwe B TaOnuily, NpH HAIWMYUA HyMepaluu
CTPOK, OCYILIECTBIISIETCS ¢ (POPMYITHPOBKOI, HAIIpUMeEp:

Ctpoky | U30XKUTH B pEIaKIIUN:

| «1. | mp. Kuposckuii | 867,2 | 950,2 | 1817,4»

HpI/I OTCYTCTBHUHU HyMCpaluunu CTPOK, HN3MCHCHMUAA OCYHICCTBIIAIOTCA
B CICAYIOIICM ITOPAOKE:

Ctpoky:

| «Bcero | mp. KupoBcknii | 867,2 | 950,2 | 1817,4» |
H3JI0OKWUTH B pCAAKINN

| «Bcero | mp. KupoBcknii | 865,2 | 952,2 | 1817,4» |

6.2.6.13. B cinyyaec HEOOXOAUMOCTH TPHJIOKEHUE K OCHOBHOMY IIPaBOBOMY
aKTy M3JI0)KUTh B HOBOM PEIAKIINH, TEKCT HOBOW PEeNaKIIMU MPUIOKEHUS BKIIIOUASTCS
B TEKCT M3MEHSIOIIETO0 MPAaBOBOTO aKTa, HO HE SBISIETCS MPHIOKEHHEM K HEMY;
pu 60JIbIIIOM 00beMe HOBOM PEaKIIUU MPUIIOKEHUS IOMyCKaeTCs ero oopmIieHHne
B BHJI€ MPUIOKEHUS K U3MEHSIOLIEMY MPABOBOMY aKTy MO (GopmyJe: MpHIIOKEHNE
U3JIO)KUTh B PEJAKLMU COIJIACHO NPUJIOKEHUIO K HACTOSILEMY IOCTaHOBJIECHUIO
(pacnopsiKeHHI0); B ciyyae HEOOXOIUMOCTH UCKIIIOUUTH MPUIIOKEHHUE U3 OCHOBHOTO
IPaBOBOrO akTa HEOOXOJUMO TMPHU3HATh YTPATHBIIUM CUJIY MYHKT (MHYIO
CTPYKTYPHYIO €IMHUILY), KOTOPBHIM YTBEPKAAETCS JAHHOE MPUIIOKEHHE.

6.2.6.14. B cnyyae, ecid mNpud BHECEHHMM WM3MEHEHHWWA B TMPABOBOM akT
TpeOyeTrcs TmepepaboTka TPAaBOBOTO akKTa IO CYIIECTBY, YTO HE TO3BOJISIET
OTPAaHUYUTHCS HOBOW peNakiMed ero OTICNbHBIX (YHKIIMOHATIBHBIX CIUHMII,
3aTparMBarOTCs MOYTH BCE €r0 CTPYKTYPHBIE €IWHHUIBI M COXPAHSETCS 3HAUYCHHE
TOJILKO OTACNIBHBIX (PYHKIIMOHATBHBIX EIUHHI], TPUYEM YaCTHYHO, BHECCHHE
U3MCHEHUH  OCYIIECTBISETCS IMyTEM TPUHATHS HOBOTO MPABOBOTO  aKTa
C OJHOBPEMEHHBIM MPU3HAHUEM YTPATUBIIMM CHUJIY paHee JAeCTBOBABIIEIO
OCHOBHOTO TMpPaBOBOIO aKTa M TMPABOBBIX AaKTOB, KOTOPHIMU BHOCHIIUCH
B HETO U3MEHEHUSI.

6.2.7. OtrMeHa, NpyU3HAHKUE YTPATUBIIMM CHIY IPABOBOTO aKTa.
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6.2.7.1. OTmMeHe TOMJICKUT HEHOPMATUBHBIA TPABOBOM aKT, IOJOKEHUS
KOTOpPOrO  HE  HWCIOJHEHbl  NpH  HACTYIUIGHMM  IPaBOBBIX  OCHOBAaHUMU
WIM OOCTOSATENLCTB, HE TO3BOJISIIONIMX €ro peaju3oBaTh, IYHKT, KOTOPBIM
oopMmisieTcss pelieHre 00 OTMEHE IMPaBOBOTO aKTa JOJDKEH ObITh 0(hopMIleH
CJIeIyIOIUM 00pa3zoM:

«1. TlocranoBnenue AMUHHCTpauu ropojia PocroBa-na-Jlony
oT . . No «...» OTMECHUTHY.

Ecnum omHMM TpaBOBBIM aKTOM OTMEHSETCS HECKOJIBKO TPABOBBIX aKTOB,
MOJKET OBITh HCIIOIb30BaHa CeaAyIomias GopMyIupOBKa:

«1. OTMEHUTD:

1.1. TlocraHoBieHue AJIMUHHCTpauuu ropoja PocroBa-na-/lony
oT . . No €

1.2. TlocTaHoBICHHE AJIMUHHCTpauuu ropoja PocroBa-na-/lony
or . . Ne €M

1.3. IlocranoBnenue AJIMUHUCTpauuu ropozaa PocroBa-na-Jlony
or . . Ne €

6.2.7.2. YTpaTuBImIUM CWJIy TpPU3HAETCA HOPMATUBHBIM TPaBOBOM  akKT,
HEHOPMATHBHBIN IPaBOBOM aKT (B CJIydae, €CJIA €ro MOJIOKEHHS UCIIOJHEHBI B LIEJIOM
WM B YaCTH).

6.2.7.3. Ilpy mnpu3HAHUM YTPATHBIIMM CHIIy, OTMEHE IIPAaBOBOTO aKTa,
HAaMMEHOBAaHHWE KOTOPOro OBUIO M3MEHEHO, YKa3bIBA€TCAd €ro IepBOHAYAIbHOE
HAaMMEHOBAaHUE; NPABOBOM aKT, W3MEHUBIIMN HAMMEHOBAaHUE IEPBOrO MPaBOBOIO
aKTa, TaKKe MOJUISKUT TPU3HAHUIO YTPATUBIIUM CHIIy, OTMEHE; NpHU3HAHUE
YTPAaTUBILIHUM CUJIY, OTMEHA MPABOBOI'0 aKTa OJHOBPEMEHHO MPU3HAET YTPATUBIIUMHU
CUIIy, OTMEHSET BCE MPWIOKEHUS K YKa3aHHOMY IPaBOBOMY aKTy, TO €CTb
JOTIOJTHUTENBHO YKa3bIBaTh HA MPU3HAHUE YTPATUBILIMMHU CHUITY, OTMEHY MPUIIOKEHHMA
He Tpedyercs; OJHOBPEMEHHO C NPU3HAHMEM YTPAaTUBLIUM CHIIy, OTMEHOMU
IIPaBOBOI'0 aKTa MPHU3HAIOTCS YTPATUBIIMMM CUJIY BCE IPABOBBIE aKThl, BHOCHUBIIIHE
B HEro u3MeHeHus (IM00 HX OTHEJbHBIC TIOJIOKEHUS, Kacalouluecs JaHHOTO
IIPABOBOT'O aKTa); NEPBbIM YKa3bIBAETCS OCHOBHOW MPaBOBOM aKT, 3aTEM IPaBOBbHIC
aKTbl, BHOCAIIME W3MEHEHMS, B XPOHOJOTMYECKOM MOPSAIAKE, HAYMHAs C CaMOro
paHHEro.

6.2.8. Ilopsanok BCTyIUIEHUS IPABOBOTO aKTa B CUILY.

6.2.8.1. HeHopmaTuBHBII TPaBOBOM aKT (MOCTAHOBJIEHHUE, PACHOPSKEHUE)
BCTYMAET B CHJIy C MOMEHTa MOANUCAHUS (B 3TOM ClIyyae B IIPOEKTE HE YKa3bIBACTCS
MOMEHT BCTYIUJIEHUS B CHIIY) JIMOO C JaThl, yKa3aHHOW B MPAaBOBOM aKTe, HAIpUMeEp:
«Pacnopspkenue Berymnaet B criry ¢ 01.01.2020».

6.2.8.2. HopmaTuBHBIII NpaBOBOM akT BCTyHaeT B CHIy C MOMEHTa
OQUIIMANTBHOTO OIMYOJIMKOBAHUSA, O YEM BHOCHUTCS MYHKT B MOCTAHOBIISIONIEH YacTu
npoekTa nocraHoBieHus: «lloctaHoBieHre BCTymaeT B CHILy CO AHS O(UIIMATBHOTO
OIyOJIMKOBaHUSI B TOpPOACKON Tazere «PoCTOB oduIManbHBINY, B Clydae, €ciu
MIOCTAaHOBJICHHE BCTYIAET B CUJIY C JAThl, ONPEAECICHHON JaHHBIM ITOCTAHOBJICHHUEM,
ucnons3zyercst  ¢popmynupoBka: «llocTaHoBneHHE MOMIEKUT  OMyOJTUKOBAHUIO
B ropojackoi razere «PoctoB oduumansHbii» W BerynmaeT B cuimy ¢ 01.01.2020»,
Opu O5TOM Jara OMyOJMKOBaHMS JIOJDKHA OBITh paHee JaThl BCTYIUICHUS
IIOCTAHOBJICHUS B CUITY.
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6.2.9. CornacoBaHue NPOEKTOB  MPABOBBIX  AKTOB  OCYILECTBISAETCS
B cucteme «Jleno» B PKII/] ¢ o6s3arenbHbIM puMmeHnennem OI1.

[ToapobnHas MHCTPYKIMS 1O paboTe B cucteme «Jleno» ¢ mpoekTaMu mpaBOBBIX
aKTOB YTBEPXKIECHA pACHOpsLKEHUEM AIMHUHUCTpanuu ropoga PocroBa-na-/{oHy
ot 16.02.2017 Ne 40.

6.2.10. [lo wuToram coriacoBaHusi MPOEKTa TMPABOBOTO aKTa WHUIIMATOP
MMPOEKTAa  NPAaBOBOTO  aKTa  IPOBEPSIET BCE BU3BI HA  JIOCTOBEPHOCTH
U Ha aerctBuTeNbHOCTH D11 1 3anonHseT daitn «JIuct cormacoBaHus».

3anoJIHEHUE JIMCTAa COTJIACOBAHMS JIOJDKHO TMOJMHOCTBIO COOTBETCTBOBATH
oOpasity, mpeCTaBIeHHOMY B MPpUiIoKeHn: Ne 3 K HacTOSAIIeH HHCTPYKITUH.

OTBeTCTBEHHOCTh 3a OGOpMIICHHE JIHCTa COTJIACOBAHUSA  BO3JIaracTcs
HAa WCIIOJTHUTEIIA.

[IpoBepka BH3 M 3allOJIHEHHE JIMCTA COTVIACOBAHUSI OCYILECTBISECTCA MOCIE
MOJy4YeHUsT Kaxaou Bu3bl. He [1omyckaercs yaajneHue JOJDKHOCTHBIX — JIMI
U3 OCHOBHOTO CIMCKA BU3UPYIOIIKX B (paitnie «JIuct cormacoBanusy.

Hatsl Bu3upoBanus B (paitiie «JIuct cornmacoanusi» u B PKIIJ] mpaBoBoro akra
JIOJKHBI COBITA/1ATh.

B ciiyyae He0OX0IMMOCTH BHECEHUS BU3 HEJIOCTAIONIUX B JIMCTE COTJIACOBAHUS
JOJDKHOCTHBIX JIUII, BHOCUTCSI HEOOXOAMMOE KOJTUYECTBO JTOTIOTHUTEIBHBIX CTPOK.

6.2.11. TekcThl MOCTAHOBJICHUN W PACTOPSIKEHUH AIMHUHUCTpAIMU TOPOJa
PocroBa-Ha-/lony mnedaratroTcsi Ha OJaHKaX YCTAHOBJIEHHOTO 0Opaslia B CEKTOpE
HOPMATUBHBIX JOKYMEHTOB YIpPaBJICHUS JOKYMEHTAIIMOHHOTO  OOECIICUCHUS
Anmunuctpanuu ropojga PoctoBa-Ha-/loHy (mamee — CEKTOp HOPMATHMBHBIX
JIOKYMEHTOB).

TexkcThl pacnopspKeHUM, KacarolIUXCsi  KaJpOBBIX  BOIMPOCOB  (MpHUEM,
YBOJIbHEHUE, TEPEBOJ, OTIYCK, KOMAHAWPOBAHUE COTPYAHUKOB, BO3JI0KEHUE
00s13aHHOCTEH), TeyaTaloTcd Ha OJaHKaX yCTAaHOBJIIGHHOTO 0Opasia ynpaBlieHHEM
[0 BOMPOCAaM MYHHUIIMMNAIBHOW CIyXObl W KaapoB AJIMUHHCTpPAllMU TOpOJa
PocroBa-na-/lony.

Texctel mocTaHOBIEHMM W pacnopsbkeHuid ¢ rpudamm  «CekpeTHO»
u «/lns ciyxeOHOro mMojab30BaHUS TIEYATAIOTCS Ha OJIaHKaX YCTaHOBJICHHOTO
oOpaslia oOTAEIOM 1O MOOWIM3AIMOHHON paboTe AJIMHUHHUCTpAIMU TOpoJa
PocroBa-na-/lony.

7. brnaHKu TOKYMEHTOB

7.1. B Aamunuctpauun ropoaa PocroBa-Ha-/loHYy C€O31alOTCS JTIOKYMEHTBI
C HWCIOJb30BaHUWEM OJIAHKOB Ha OyMa)XHOM HOCHUTEJNIE U DJICKTPOHHBIE JTOKYMEHTHI
B cucTteme «Jlemoy.

7.2. B Anmunuctpanuu ropoaa PoctoBa-Ha-/loHy wucnosb3yercsa OJlaHK
MMCeM, HampaBiIsieMbIX B 110001 aapec Poccutickoit deneparuu.

7.3. Ha Onanke AnMuHUCTpanuu ropoja PocroBa-Ha-JIoHy NpUMEHSIOTCS
PEKBU3UTHI B COOTBETCTBUM C MOANYHKTOM 4.3.1 HacTosme MHCTpyKuum.
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7.4 JloxymenTsl AamuHucTpauuu ropoga PocroBa-na-/lony odopmisroTcs
Ha OJaHKaxX, M3roTaBJIMBaeMbIXx Ha Oenoil Oymare Qopmara A4 (210x297 mm),
A5 (105x148 mm).

7.5. B nmemsix oOecriedeHus: JESATENBHOCTH  AJMUHUCTpAIMK  ropoja
PocToBa-Ha-/loHy UCTIONB3YIOTCA ChEAYIONINE OJaHKU:

OlaHK  TOCTaHOBJECHHUS  AaMuHUcTpaluu  ropojga  PocroBa-Ha-JloHy
(mpunoxenue Ne 1);

OJlaHK  pacmopsbkeHuss ~ AaMuHUCTpaluu  ropona  PocroBa-Ha-Jlony
(mpuoxxkenue Ne 2);

Osiank AaMuHUCTpanuu ropoaa PoctoBa-Ha-JloHy ¢ pyCCKMMU U aHTJIUHCKUMU
pekBusuTamu (npuinoxenue Ne 4) 111 MHOCTPAaHHOW NEPENUCKU;

OnmaHk AnMuHHCTpanuu ropoaa Pocrosa-na-Jlony (mpuoxxerue Ne 5).

7.6. Bce gnokymentel B AjmuHucTpanuu ropoaa PocrtoBa-Ha-Jlony
U €€ OTpacleBbIX, & TAKKE MOJBEJIOMCTBEHHBIX YUPEKACHUSIX MOJTOTABIUBAIOTCS
Ha OJaHKe COIVIACHO aBTOMAaTUYECKH (POPMHUPYIOLIEMYCS MIAOJIOHY JAOKYMEHTa
B cucteme «Jlemoy.

[Ipu noaroroBke M O(OPMIIEHHMH TOKYMEHTOB B AJMHUHUCTpALMK Tropoia
PocroBa-na-/lony B anpec GYHKIMOHAIBHBIX MOAPA3IACICHUN, OTpPaCIEBBIX
(pyHKUMOHANBHBIX) M TEPPUTOPUATBHBIX OpPraHOB, a TAKXE B HCIOJHUTEIbHBIC
OpraHbl TOCYJapCTBEHHON BiacTh PocToBckoil o00sacTv, OpraHbl MECTHOTO
camoynpasiieHus: PocToBckoil  o0nactu, HHBIE TOCYJApCTBEHHBIE  OpPraHbl,
B OpraHum3anuu u GU3HYECKUM JIMIaM HUCIOJIb3YeTCs] YCTAaHOBJIEHHBIM OJIaHK
AnmvmunucTpanuu ropoja Pocrosa-na-/lony.

Buytpennue nokymeHthl, odopmisiemMbie He Ha OnaHke (CiryxkeOHbIE,
JOKJIaJTHbIE, aHAJTUTUYECKUE 3AMUCKH, CIIPABKH, AKThI U APYTUE), JOJKHBI COACPKATh
COOTBETCTBYIOIIME BUAY JOKyMEHTa pekBH3UTHL. lluceMa B aapec pykoBoaMTeNEH
[IpaButenscTBa PocToBCcKOM 001aCTH 0OPMIIAIOTCS B COOTBETCTBUM C MPAaBOBBIMU
aktamu [IpaBurensctBa PocToBckoi obsacTu.

/.7. bnaHku JIOKYMEHTOB, TMpHUMEHsAEeMble B AJMHUHUCTpAllMd Topoja
PocrtoBa-Ha-/IoHy, JOJKHBI HMCIOJB30BATHCS CTPOrO MO HAa3HAYEHUI0O U 0e3
COOTBETCTBYIOILIETO PAa3pelIeHUs] HE MOTYT MepelaBaThCcsl APYTHMM OpraHu3alusm
U JIUIIAM.

7.8. OOpa3upl 0JaHKOB pa3padaThIBAIOTCS YIpPaBICHUEM JTOKYMEHTAMOHHOTO
obecrieueHuss AIMHUHHUCTpaluu Topoaa PoctoBa-Ha-JloHY, COTJIacOBBIBAIOTCS
N0 MPUHAAJIEKHOCTH C MPUEMHOM I1aBbl AJMUHUCTpaluu ropoaa PoctoBa-Ha-Jlony
U TMPUEMHBIMU €ro 3aMecTuTesedl (B TOM 4YHCJE€ MEpPBOTrO 3aMECTUTENs TJIaBbl
AnmunucTtpaiuu  ropoga  PoctoBa-Ha-Jlony). B AjMuHMcTpanmm  ropoja
PoctoBa-Ha-/loHy ucnonb3yroTcs OJaHKM YCTaHOBJIEHHOTO 00pasia, KOTOpbIe
YTBEPKAEHBI HacTosen NHcTpykuuen.

7.9. BBenenue B oOpaiieHue, 1Mo Mepe HEOOXOAMMOCTH, HOBBIX OJIAaHKOB
JOKYMEHTOB OCYIIECTBIISIETCS MO Pa3pelICHUI0 (MIOPYYEHHUIO) 3aMECTHUTEINS TJIaBbl
Anvunuctpanuun  ropoxa  PocroBa-Ha-J[oHy 1O OpraHM3alMOHHO-IIPABOBBIM
Y KaJpOBBIM BOIIPOCAM.

7.10. MsroTtoBneHne 1 UCHOIB30BaHUE OJAHKOB C M300pakeHrneM repba ropoaa
PocroBa-Ha-/IoHy oOCymecTBisieTCs B COOTBETCTBUM €  YCTaBOM TIopoja
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PocroBa-nHa-/lony wu  pemenuem  PocroBckoi-Ha-JlonHy  ropoackout — J{yMmsbl
or 03.12.1996 Ne267 «O6 yrBepxaeHuun Ilomoxenus «O  cuMBoOJax
r. PoctoBa-Ha-/{oHy».

8. OcobeHHOCTH MOATOTOBKU U OPOPMIICHUS
OT/EJIbHBIX BUJIOB IOKYMEHTOB

8.1. Ilpotokou.

8.1.1. IIpoTokosn — AOKYMEHT, B KOTOPOM (PHUKCHUPYETCS XOJl OOCYKIIECHUS
BOIIPOCOB M TPUHSTHS PEIICHUM Ha COOpaHUSAX, COBEIIAHMSX, KOH(EPEHIIMSIX
Y 3aCENaHUAX KOJUIETHAIBHBIX OPTaHOB.

[IpoToxon cocTtaBiusfeTcsi Ha  OCHOBAHMM  3allMCEH, IPOU3BEIAEHHBIX
BO BpeMs 3acenaHus (COBEILAHMs), MPEACTABICHHBIX TE3UCOB  JIOKJIAOB
Y BBICTYIUIEHUM, CIPAaBOK, IPOEKTOB PELIEHUN, MEpEeYHEN MOpydYeHH. MaTtepuansl
K OOCYXIECHHUIO MPEJCTaBISAIOTCS riaaBe AAMUHUCTpauuu ropoaa PocroBa-Ha-J{ony
(YHKIIMOHATBHBIMU ~ TOJAPA3ACICHUSIMUA,  OTpacieBbIMU  ((HYHKIIMOHATHHBIMHU)
U TEPPUTOPHUAIBHBIMU opraHamu AJIMUHUCTpaUuu ropozaa
PocroBa-Ha-/lony He mno3nHee, ueM 3a 3 pabouuMx [JHSA [0 JaThl NPOBEACHHUSA
COBEIIaHus. Marepuanbl NOANKMCHIBAIOTCS PYKOBOAMTEISIMH — MOJPAa3JECICHUH,
OTBETCTBEHHBIMM 32 IIOATOTOBKY, ¥ KYPUPYIOIIMMH 3aMECTUTEISIMU IJIABBI
AnmvuHncTpanuu ropoga Pocroa-Ha-JloHy. BeneHue npotokosa OCyIIECTBIISIETCS
COTPYAHUKOM IOJIpa3/IeJIeHNs], OTBETCTBEHHOT'O 3a IIPOBEICHUE MEPOIIPUATH.

[Iporokon odopmisieTcs B TeueHUE Tpex padouux IHEH IMocie MpOBENEHUs
3ace/laHus, €CJIM CPOKU €ro MOArOTOBKUA HE OTOBOPEHBI 0CO00.

[ToaroroBka u coriacoBaHue MPOEKTOB MPOTOKOJOB MOPYYEHUH MO UTOTAM
COBEILIAHUM M BBIE3HBIX BCTpeU TJIaBbl AIMHUHHUCTpanuu ropona PocroBa-Ha-/{oHy
OCYIIECTBIISIETCS] COTJIACHO TPUIIAraeéMOi KpaTKod MHCTPYKIH (TpritokeHne Ne 28)
TOJBKO B DJIEKTPOHHOM BHUJE MOCPEICTBOM CUCTEMBI «/J[es10%.

8.1.2. llomuHHUKA  AOKYMEHTOB IO  BOINpOCaM,  pPacCMOTPEHHBIM
Ha 3acCelJaHu{, HANpABISIOTCS Ui MNOAIIMBKA B JEJIO B MOJAPA3JCICHUE,
OTBETCTBEHHOE 3a IIOATOTOBKY MaTEPHaOB.

Ha IIPOTOKOJIE, coZieprKalleM UH(pOpMaIUIO OTPaHUYEHHOTO
pacnpocTpaHEeHHsl, IPOCTABISETCS MOMETKa « /7151 ciry>keOHOro MoJIb30BaHUs».

8.1.3. Tekct mpoTOKONa, KaKk MPaBUJIO, COCTOUT W3 JBYX YacTEl: BBOJHOM
1 OCHOBHOM.

Bo BBOsIHOI 9acT 0OPMIISFOTCS CIEIYIONTNE PEKBU3UTHI:

npeAceaaTeNnb WIN NPeIceIaTeNIbCTBYIOIINN;

CEKpeTaphb;

IPUCYTCTBOBAJIM — CIHCOK MPUCYTCTBYIOUIMX WJIM OTCHUIKA K MPUJIAracMoMy
CIUCKY IPUCYTCTBYIOIIHUX;

NOBECTKA JHS;

NEpEYEHb pacCMaTPUBAEMbIX BOINPOCOB, IIEPEUMCICHHBIA B  IOPSAIKE
UX 3HAYMMOCTH, C YKa3aHHUEM JOKJIaJYuKa M0 KaKIOMY PaCCMaTpUBAEMOMY ITYHKTY
noBecTKH THS. Borpockl moBecTku aAHA GopMynupyroTcs ¢ npemiorom «O» («O0»),
MeYaTalTCsa OT TPAHULIBI JIEBOTO MOJISI K HyMEPYIOTCS apaOCKUMU I paMH.
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OcHOBHasi 4YacThb MPOTOKOJIa COCTOUT U3 Pa3JIeJOB, COOTBETCTBYIOIIUX
MYHKTaM MOBECTKH JIHA. TEKCT KaXKJI0ro pa3jiesna CTPOUTCS MO CXEME:

CJIIYIIAJIN — BBICTYIIUJIN — ITOCTAHOBWJIA (PELLIAJIN).

OcHOBHOE cojiepKaHue JOKJIA/I0OB U BBICTYIUJICHUHM, KaK MPaBUJIO, BKIIOYAETCS
B TEKCT MPOTOKOJIA WM MPUJIATaeTcs K HEMY, B MOCJIEAHEM ClIydae B TEKCTE JeslaeTcs
cHocka «Tekcr BhICTyIUIeHMs Tpuuiaraetcs». llocraHoBieHue (perieHune) B TEKCTe
MPOTOKOJA TIEYaTaeTCs TIOJIHOCTBIO, TIPU HEOOXOAWMMOCTH TPHUBOISITCS HTOTH
TOJIOCOBAHUSL: «3a — ..., MPOTHUB — ..., BO3ACPKAIUCH — ...».

Jlommyckaetcst ¢opMa COCTaBIE€HHUS MPOTOKOJA, MPU KOTOPOH (DUKCHUPYIOTCS
TOJIBKO TMPUHATHIE TIOCTAHOBIIEHUS (PEIICHHUS ) TTI0 COOTBETCTBYIOIIAM BOITPOCAM.

8.1.4. TlpoTokomaM  TIPUCBAWMBAIOTCS  TOPSAKOBBIE HOMEpa B TIpenenax
KaJICHIQpPHOTO TOJa OTIEABHO TI0 KAXJAOW TPYIIE MPOTOKOJIOB: MPOTOKOJIBI
TEXHUYECKUX, HAYYHBIX W DKCIEPTHBIX COBETOB W Jp. [IpOTOKOJBI COBMECTHBIX
3acelaHdii MMEIOT COCTaBHBIE HOMEpA, BKIIOYAIOIIME TOPSIKOBBIE HOMEpa
MIPOTOKOJIOB OPTaHU3AIINMA, TPUHUMABIIIUX YYaCTHE B 3aCEaHUU.

K HOMepaMm nmpOoTOKOJIOB U PEIICHUI MOTYT NMPUOABISATHCS OYKBEHHbBIE KOBI.

8.1.5. Konuu pemienuii (BBIMUCKH W3 MPOTOKOJOB) MPU HEOOXOAUMOCTH
pacchlIalOTCs, B TOM YHUCIIE M0 cucTteMe «/lemnoy», 3anHTepecOBaHHBIM OpraHU3aIlUsIM
U JIOJDKHOCTHBIM JIMIIaM B COOTBETCTBHU C YKaszaTeJleM pacChUIKH. YKazareib
COCTaBIsIET W  TIOJINWCHIBACT OTBETCTBEHHBIH  HWCIOJHHUTENIh, TOTOBHBIIHMA
paccMOTpeHHe BOIpoca.

8.1.6. IlpoTokoaBpl TIEYATArOTCA Ha CTAaHAAPTHOM JHCTe Oymaru dopmata
A4, IMEIOT CHEAYIOIINE PEKBU3UTHL:

HauMeHoBaHue nokyMeHTa — cioBo «IIPOTOKOJI» neyaTaercst mponucHbIMU
OyKBaMU TOJTY>KHPHBIM IIPU(PTOM U BEIPABHUBAETCS I10 IIEHTPY TEKCTOBOTO TTOJIS;

3aroJIOBOK K TEKCTY OTACNISCTCS OT TMPEObIAYIIET0 PEKBU3UTA JIBYMS
MEXCTPOYHBIMH HHTEpPBAJIaMU, T1€YATAETCS Yepe3 OJIMH MHTEPBAJ M BHIPABHUBACTCS
0 IIEHTPY TEKCTOBOTO TMOJIS;

JaTa ¥ HOMEp MPOTOKOJa TMeYaTaloTCs 4Yepe3 JBa MEKCTPOUYHBIX HHTEpBala
HUKE Tpenpiayero pekBusuta. Jlata odopmisiercss mudpoBbIM WU CIOBECHO-
IU(PPOBBIM CIIOCOOOM;

MECTO TPOBEJCHMS 3aCElIaHus, COBEIIAHUS YyKa3bIBaeTcsa Npu OPOpMIIECHUU
MIPOTOKOJIOB COBEIIAHUSI B TOM CIy4ae, €ClIi OHO TMPOXOJMIIO HE B YCTAaHOBICHHOM
MECTe; IIeYaTaeTCs dYepe3 JIBa MEKCTPOYHBIX HWHTEpBaNa TOCIE MPEABITYIIETO
PEKBHU3HTA IO IICHTPY TEKCTOBOTO TIOJIA.

B nmoBecTtke JHS KaxIbId BOMpoC HyMmepyeTcss apabckodt  mudpoit
W ero HauMeHOBaHME HaumHaeTcsi ¢ mpemiora «O» («O6y»). Jlanee ykas3bIBaroTCS
JOJDKHOCTBD, (paMUITHS M HHUITHAITBI JTOKIJIaTINKA.

OcHoBHasl 4acTh NPOTOKOJA TiedaTaercss 4epe3 1,5 MEKCTPOYHBIX WHTEpBAJIA.
3aTeM  yKa3pIBaeTCS  NPHUHITOE 1O  OOCY)KJAaeMOMY  BOIIPOCY  pEIICHUE
(mocranoBneHue). PemeHns mo HECKOJIBKUM BOMPOCAM MOAPA3ACISIOTCS Ha MyHKTHI
W TIOAMYHKTHI, HyMmepyemble apaOckumu 1udpamu. [locTaHoBmsIONas dYacTh
pEelIeHN!, KaK M pacloOpPSAUTEIbHbIE JTOKYMEHTHI, JOJDKHA OBITh KOHKPETHOM
U CONepKaTh OTBETHI Ha CIEAYIOIIME BOIMPOCHL: KOMY, YTO CHIENaTh U K KaKOMY

CPOKY.
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IIOHOCTBIO TOATOTOBJICHHBIM IPOTOKOJ IMOANMCBIBACTCS IIPEACENaTEIeM
U CeKpeTapeM (IOJKHOCTHBIM JIMLIOM, BeAyluM Ipotokous). Iloanuce ornensercs
OT TEKCTa TpeMs MEKCTPOUHBIMU HWHTEpBajaMUd W BKJIKOYAcT HAUMEHOBAaHHE
JOJDKHOCTH JIMIIA, TIPE/ICEAaTeIbCTBOBABIIETO HA TIPOTOKOJIE 3aCeAaHUuM (KOMHCCHUH),
€ro JMYHYH TMOJNKHCh, pacliuPpoBKy MOANHCH (MHHUIUAIBI W daMHUIus).
[Ton moamnucero mpeacenaTesis pacnojaraercsi MOJAIMUCh CEKpeTaps (AOIKHOCTHOIO
JWIa, BEAYIIETo mpoTokon) (mpunoxenne Ne 6). Bo3amoxHO moamnucanue npoTokoa
npeceaaTeNeM C UCII0JIb30BaHUEM Tpu(a yTBEPKIACHHUS.

IIpoTokon, HampaBiaseMbld Ha NOANMCH IJaBe AJMUHHCTPAlMM TOpOAa
PocTtoBa-Ha-/{oHy, MOJIEKUT BU3UPOBAHUIO HAYAJIBHUKOM IPABOBOIO YNPABIICHUSA
AnmvunHucTpanuu ropoja Pocrosa-na-/lony.

8.1.7. IIpoTtokonsl 3acemanuii (COBEIIaHWI) MOTYT HW3AaBaThcs 1O (opme
(mpunoxenue Ne 7).

CnoBo «lIIpucyrcrBoBayi» I€4aTaeTcsi OT TPAHULBI JIEBOTO TMOJIS KUPHBIM
mpudroM, TmoOcCiIe cioBa CTaBUTCS JBoeTouue. Jlanmee mnewararoTcs (aMuiInu
u uHunmansl. Hampumep:

HpucyrcreoBanm: Ilerpos ILIIL., Cugopo A.H., UBanoB b.A.

3areM yKa3bIBalOTCSl IPUHATHIE 110 UTOraM 3ace/laHusl (COBELIaHMs) PEILICHUSI.

KoHTposib 32 HCHOJHEHWEM MOPYYEHHH BO3JIAara€TCsi Ha OTBETCTBEHHBIX
VICTIOJTHUTEIIEH.

8.1.8. B caywae TOArOTOBKM MPOTOKONA  3acelaHus  (COBELIAHWS)
o7, TPEACENATENbCTBOM TIJIaBbl AQMHUHHMCTpanuu ropoxa Pocroa-na-/loHy
KOHTPOJIb 32 UCIHOJIHEHHEM pelleHUil (Mopy4yeHuil) MpOTOKOJa BO3Jaraercs
Ha 3aMECTUTEIIEH IIaBbl AIMUHUCTpALMU ropojia Poctosa-na-Jlony.

8.2. CmyxxeOHble THChMA.

8.2.1. CnyxebHbIe mcbMa O(hOPMIIAIOTCS Ha CTAaHIAPTHOM OyMa)KHOM OJIaHKE
u/unu B (opMe SJIEKTPOHHBIX JOKYMEHTOB U HMEIOT CIEAYIOLIUE PEKBU3UTHI:
azpecar, TEKCT, MOJAINUCh, OTMETKAa 00 HCIOJIHUTENE, B HEOOXOAUMBIX CIIydasX —
OTMETKA O MPUJIOKEHNUH U 3ar0JIOBOK K TEKCTY.

Cpoku  TNOATOTOBKM  OTBETHBIX  ITMCEM  YCTaHABIMBAIOTCA  PE30JIFOLUEN
PYKOBOJIMTENSI HA OCHOBAaHWH UMEIOLINXCSI CPOKOB HCIIOTHEHUS TOPYUYEHUI, 3aIIPOCOB
WIA TI0 PELIEHUIO0 aBTOpa PE30JIIOLMU, a MO jKajo0aM M oOpallleHUsIM TpaKJIaH —
JENUCTBYIOLIUM 3aKOHOIATEIBCTBOM.

TekcTel ~ OTBETHBIX ~ NHCEM  JIOJDKHBI ~ COOTBETCTBOBAaTh  3aJlaHUSAM,
3a()MKCUPOBAHHBIM B PE30TIOIMU PYKOBOIUTES.

8.2.2. CayxxeOHble MUCbMa, KaK MPaBUIIO, MIEPEIAIOTCS B BUJIE DJIEKTPOHHOTO
JIOKyMEHTa C HCIOJb30BaHUEM CcHUCTeMbl «/leno» wim meyaTtaroTcss Ha OJaHKe
AnmvmunucTpanuu ropoga Pocrosa-na-/{ony.

8.2.3. [Ilpoektr cayxebOHoro mnmuceMa B cucreme «Jleno» cosmaercs
UCIIOJIHUTEJIEM B 3JIEKTPOHHOM BHUJE, MOATOTOBIEHHOM Ha OCHOBE 3JEKTPOHHOIO
mra0JoHa.

IToaroToBIIEHHBIM AIEKTPOHHBIM JTOKYMEHT HANPABISETCS HA COTJIACOBAHME.
CornacoBaHHBII MPOEKT JAOKYMEHTa B COOTBETCTBHH C BBHIOPAHHBIM HCIIOJHHUTEIEM
BUJIOM JOCTaBKM JIOKyMEHTa ajJpecary MOAMHUCHIBACTCS JIMOO BJICKTPOHHOU
MOJIUCKIO, TUOO COOCTBEHHOPYYHOM MOJMUCHI0 COOTBETCTBYIOIIETO MOIMUCAHTA.

8.2.4. ITpoeKThl TOKYMEHTOB COTJIACOBBIBAKOTCS:
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HETNOCPEICTBEHHBIM MCIOJIHUTENEM W PYKOBOIMUTENEM IMOJApA3JC/ICHUus -
VCIIOJTHUTEIIS;

COUCIIOJIHUTENSIMU (IIPU UX HAJIUYUN);

PYKOBOJUTENSIMU U JODKHOCTHBIMHU JULIAMU (YHKIIMOHAJIBbHBIX
noJipa3fesieHui, OTpaciaeBblX ((PYHKIMOHAIBHBIX) M TEPPUTOPUAIBHBIX OpPraHOB
Anmunuctpanuu ropojga PoctoBa-Ha-JloHy, HampaBieHHs [€ATEIbHOCTH W/WIH
(byHKIIMOHATbHBIE OOS3aHHOCTH KOTOPBIX 3aTParMBalOTCA B IMPOEKTE JOKYMEHTa
W/WIA KOTOPBIE YKa3aHbl B IPOEKTE JOKYMEHTA B KAUECTBE UCIIOJIHUTENEH (B CiIydae
BPEMEHHOI'O OTCYTCTBHUSI PYKOBOAMTENS IOAPA3ACICHUS IPOEKT JOKYMEHTa
BU3UPYET JIMLIO, BPEMEHHO MCIOJHAIOIIEE €ro 00S3aHHOCTH );

CoriacoBaHue TMpPOEKTOB JOKYMEHTOB OCYILECTBIIICTCS JTOJKHOCTHBIMH
JIULaMU AJIMUHUCTpauuu ropojaa PocroBa-na-/lony, OTpPacCiEeBbIX
(pyHKUMOHANBHBIX) M TEPPUTOPHAIBHBIX OPraHOB AJIMUHUCTpAlUMU TOpoja
PocroBa-Ha-/IoHy, a TakKe ITOABEAOMCTBEHHBIX YUPEKICHUN AJIMUHUCTPALMH
ropoga PocroBa-na-JloHy B TedeHHe 2-X paOouux JIHEH, 32 HCKIIOYEHHUEM IHUCEM-
paspemieHu riaBbl AJIMHHHCTpauuu ropoja PocroBa-Ha-/I[oHy Ha IOATOTOBKY
IIPaBOBBIX  AKTOB ~ AJIMUHHCTpauuu  ropoga  PocrtoBa-Ha-JloHy,  KOTOpBIE
COIJIaCOBBIBAKOTCS B COOTBETCTBHM C IIOCTAHOBJIEHUEM AJIMHHHUCTpPALMU TOpOJA
PoctoBa-na-/lony ot 19.02.2016 Ne 150 «O6 yTBepkaeHUU MOPSAKA MOATOTOBKU
IIPABOBBIX aKTOB AAMUHHCTpanuu ropoaa PocroBa-Ha-ZloHy».

8.2.5. Ecnu opranuzanuu, COrjiacymroline MPOeKT AOKYMEHTa, He SBISIOTCS
YYaCTHHKaMU CHCTEMbI «Jleno», TO BHEIIHEE COrjJacoBaHUE IPOEKTa JOKyMEHTa
OCYUIECTBJISIETCS. MMOCPEJICTBOM  HAIpaBJIEHUS IMPOEKTAa C COMPOBOAUTEIbHBIM
MMCbMOM, B KOTOPOM YKa3bIBAETCSI CPOK COTJIACOBAHUSI.

8.2.6. CornacoBaHue JOKYMEHTOB, CO3JaHHME, XpAaHECHHE M HCIOJb30BaHUE
KOTOPBIX OCYILECTBIISECTCS MOCPEACTBOM CUCTEMBI «/leno», mMpoBOAMUTCS B CHCTEME
«/J1eno» B 3JIIEKTPOHHOM BHUJIE.

[Ipu cormacoBaHMM MPOEKTOB JOKYMEHTOB, CO3JaHHBIX Ha OyMa)XHOM
HOCHTEJIE, BU3bI IPOCTABIISIFOTCS. HEMOCPEICTBEHHO HA NIPOEKTE JOKYMEHTA.

CormnacoBaHnue TpOeKTa JIOKYMEHTa JICJIOBBIX  (CIY)KEOHBIX) MHCEM
OpraHu3yeTCs HEINOCPEICTBEHHBIM UCIIOJIHUTEIIEM U PYKOBOJIUTEIIEM
NOJIpa3/IeJICHUS — UCIIOJTHUTEIS.

8.2.7. CnyxeOHble mnHCbMa Ha OyMaXHOM HoOcUTelle OQOPMIISIIOTCS
U YIOCTOBEpAIOTCS COOCTBEHHOPYYHOM TMOAMHUCHIO, €CIM OHHU  aJ[pECOBaHbI
B OpPraHM3aluy, HE SBJIAIONIMECS YYaCTHUKAMU MEKBEIOMCTBEHHOIO 3JIEKTPOHHOTO
JIOKyMEHTO000pOTa.

CnyxxeOHble MHUCbMa, CO3JaHHBIE M MOJNUCAHHbIE Ha OYMa)KHOM HOCHUTEJNE,
NPUHUMAIOTCS Ha PErucTpaluio B cucTeMe «Jleno» mpu HaauuuM 3aroJHEHHOU
PErUCTPaLIMOHHOMN KapThl, MPUKPEIJIEHHOTO(bIX) (paityia(oB) JOKYMEHTa U yKa3aHHBIX
B TEKCTE MTPUIIOKEHUM.

[IpoeKkT SJEKTPOHHOrO CIIYy’)KEOHOTO TMHCbMa CO3JAeTCS KaK MPOEKT
UCXOJSIIEr0 JIOKYMEHTa WM IPOEKT BHYTPEHHErO JTOKYMEHTA, B 3aBUCUMOCTH
OT NPUHAJIEKHOCTH a/ipecara JOKYMEHTA.

HeorbemiemMoli 4YacThiO AJIEKTPOHHOTO CIYXEOHOTO TMHChMa  SBISETCA
perucTpalMoHHasl KapTa, B KOTOPYK) HMCIHOJIHUTEIW IYTEM 3alloJIHEHUs €€ MOJIeh
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BHOCST CBEACHUS O JOKYMEHTE: BUJ JOKYMEHTA, KPaTKOE COAEPKaHHE NOKYMEHTA,
CBEJICHUS O NPUJIOKEHHUHU K IOKYMEHTY, CIIMCOK a/IpeCcaToB.

B none peructpannonHoi kaptsl «Kpatkoe cosepkanuey He00X0AUMO KPaTKo
Y TOYHO PacKpbIBaTh OCHOBHYIO CMBICIIOBYIO HAIpy3Ky JTOKYMEHTA.

Ecin moaroroBneHHoe B cucreMe «Jleno» cimykeOHOe NHChMO SIBIISETCA
OTBETOM Ha IIOCTYNMBUIMM Yepe3 CHUCTeMYy «/lern0» DIEeKTPOHHBIA JOKYMEHT,
TO 3JEKTPOHHOE CIYy)eOHOE MUCHMO-OTBET MPH CO3JAaHHHM €T0 MPOEKTa B CHUCTEME
«/1emo» CBA3BIBAETCS C PETMCTPALMOHHOM KapTOU ITHChbMa-3ampoca.

[Ipy HanMMUMKM HECKOJBKUX HCIIOJHUTEIEH I0 JOKYMEHTY OTBETCTBEHHBIN
UCTIOJTHUTENIb HECET OTBETCTBEHHOCTh 3a MOJHOTY M JOCTOBEPHOCTh MH(OpMAIIHH,
UCIIOJIb30BaHHOM MPU MOJATOTOBKE JOKYMEHTA, 32 Ka4eCTBO O(POPMIICHHUS TIOKyMEHTa
Y CPOKH MCIIOJHEHUS JOKYMEHTA.

Bce ocranbHble HMCIOTHUTENH (COMCIOJHUTEIN) HECYT OTBETCTBEHHOCTH
32 IIOJIHOTY W JOCTOBEPHOCTH IIPEJCTABICHUS OTBETCTBEHHOMY HCIIOJHUTEIIO
MaTepuaoB (MPOEKTOB JOKYMEHTOB, CIPaBOK, CBEICHUNW M JAPYTUX JOKYMEHTOB),
B YCTaHOBJICHHBIE CPOKH COIVIACHO NOPYYEHUIO PYKOBOIUTENS.

HcnonxuTenb 00s3aH KOHTPOJIUPOBATH B cUCTEME «Jle0» X0 yTBepkKACHHUS,
COIJIaCOBaHUS, MOANKUCAHUS U PETUCTPALIUU POEKTA CITy>KEOHOTO MUChMa.

JUi pacCchlIKM JOKYMEHTa Ha OyMa)KHOM HOCHUTENE HCIOJIHUTEIb YTOUHSET
MIOYTOBBIE a/Ipeca, ONMPEAEISIET HEOOX0UMOE KOJIMYECTBO IK3EMIUIAPOB JOKYMEHTA,
TOTOBUT CIIUCOK PACCBUIKH C TOYTOBBIMU aJPECAMH.

OTnpaBKa MOATOTOBJICHHBIX UCIIOTHUTENIEM CIYXEOHBIX MUCEM Ha OyMa)KHOM
HOCHUTEJIE  NPOU3BOJAMUTCA  KaHUENSpUEeW  yNnpaBlieHUsd  JOKYMEHTAIMOHHOIO
oOecrieueHuss  AamuHuctpanmu  ropoaa  PocroBa-Ha-JloHy mnpu  HaIU4YUAU
HEOOXOJAMMOro KOJMYECTBA KONUH M CIHCKAa PAcChUIKM (IpU HEOOXOIMMOCTH),
MOATOTOBJICHHBIX HUCTIOJTHUTENEM.

JlaToi mucbMa SIBJISIETCS 1aTa €ro pEeruCTpaluy B cucteMe «/lemoy.

8.2.8. Texct mmcbMa wH3JIaraerca OT 3-TO JIMIA €IUHCTBEHHOIO 4YHCIIA,
Harpumep: «AaMuHuctpanus [Iposerapckoro paiioHa CUUTAET...».

TekcT mucpMa, Kak MpaBuilo, COCTOMT M3 JBYX 4acTed. B mepBou wactu
U3JIaraloTcs IMpPUYMHA, OCHOBAaHME WM OOOCHOBAHME COCTABJICHMS IHCHMA,
IIPUBOJSTCS CCBUIKM HA JOKYMEHTBI, SIBJISIOIINECS OCHOBAHHEM MOJATOTOBKH MHCHMA.
Bo BTOpoOil yacT, HauUKMHaOIIEHCs ¢ a0d3ala, MOMEIAITCS BbIBObI, MTPEIJIOKEHHUS,
POCHOBI, pelIeHUs U T. 1.

8.2.9. B cayxeOHBIX MUChbMax HCIHOJB3yeTCs ¢paza ITUKETHOIO XapakTepa
«YBaxkaeMbli. .. !» — B HaUaje NuchbMa, HaJ TEKCTOM.

8.2.10. IlpaBo moamucu  ycTaHaBiuMBaeTcss B  Persamente  paboOThbI
AnmuHuctpanuu  ropoaa PoctroBa-Ha-/loHy, yTBEpKIEHHOM paclopsHKEHHEM
Anmvmunuctpanuu ropona PocroBa-Ha-/{ony ot 22.12.2015 Ne 385 u B moJIOKEHUAX
0 (YHKIMOHAJIBHBIX MOApa3JeieHusIX AIMUHUCTpauuu ropoaa PoctoBa-na-Zlony.
B yka3zaHHBIX TOKyMEHTax JOJKEH OBbITh MPEAYCMOTPEH MOPSAIOK MOAMUCAHUS MpU
OTCYTCTBUHU PYKOBOJAIINX JOKHOCTHBIX JIULI.

8.2.11. CnyxxebHble mUChMa MPOXOAST MPOLEAYPY COTJIACOBAHMSI B CHCTEME
«/eno» ¢ npumenenunem OI1.

B cnyyae mnoanucaHdus MUCbMA 3aMECTUTENIAMM IJ1aBbl AJIMUHUCTpPALUU
ropoga PocroBa-Ha-J/loHy K BH3€ MCIONHUTENS 100ABIISETCS BHU3a PYKOBOJIUTEIS
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(GyHKUHMOHATIBHOTO MoApa3jaesieHus AAMUHUCTpauuu ropojaa PoctoBa-Ha-/loHy win
ee oTpacieBbiX (PYHKUIMOHAIBHBIX) U TEPPUTOPUATBHBIX OPraHOB AJIMHHHUCTpPALUU
ropoga PocroBa-Ha-/loHy. B ciyyae noanucanus nucbma riaBod AJMUHHUCTpPALUU
ropona PocroBa-Ha-JloHy K BhIlIETIEPEUHCICHHBIM BH3aM JJOOABIISETCS BU3a NIEPBOTO
3aMECTUTEN TJIaBbl AIMUHHUCTpauu ropoja PocroBa-Ha-/[oHy Miau KypHpYIOILIETro
3aMECTHUTENS I1aBbl AJIMUHHUCTpaK ropoaa PoctoBa-Ha-JloHy.

[Tucema (prHAHCOBOTO XapakTepa, a TakKe MUChMa, CoJepKale (PrHAHCOBbIE
00s3aTe€NbCTBA, BU3HUPYIOTCS 3aMECTUTENIEM TIJaBbl AJIMHHHCTPAlMA Tropoja —
HavyaJbHUKOM MyHUIIMITAIBHOTO Ka3HadyencTsa ropoaa PocroBa-na-/{ony.

8.2.12. OcobGenHoct OQOpPMIICHHUS CIIy>)KEOHBIX THCEM, HampaBIsIeMbIX
3a pyoex (mproxenue Ne 4).

B mepenvcke ¢ MHOCTpaHHBIMH ajJpecaTaMd (B TOM YHCIE C MOCOJIbCTBAMU
U TPEeACTaBUTEIbCTBAMU MHOCTPAHHBIX TOCYJAapCcTB) OQOPMIICHUE CITYKEOHBIX
Y JIMYHBIX [TUCEM UMEET OAMHAKOBBIN XapakKTep.

CnyxeOHOe HUCBMO COCTOMT M3 CIEIYIOIIMX YacTed: PEKBU3UTHI OJaHKa
OpraHu3alMyd, HAMMEHOBAaHUE M aJpec MoJyyaTeds M[UCbMA, BCTYINHTEIbHOE
oOpallleHue, OCHOBHOM TEKCT, YyKa3aHHE€ Ha MPWIOKEHUE, €CIM OHO HMEeTCH,
BBO/JIHAS U 3aKJIIOYUTENIbHAST (hOpMa BEKIIUBOCTH.

TexcT nucbma HaunHaeTca ¢ oOpaiieHus. Eciu OHO agpecoBaHO MHHUCTPY,
TO B 3aBUCHMOCTH OT KOHKPETHOT'O CIIy4ass U MECTHON NMPAaKTHKU CIEIYET MHUCATh:
«YBaxkaeMblid rocriolud Munuctpy», «Bamie [IpeBocxoauTenscTBO.

[Tocne oOpaiieHusi UAET TEKCT, B OOJBIIMHCTBE CIIy4aeB HaYMHAIOIIMICS
cnoBamu: «CBHUIETENLCTBYIO BaM CBOE yBaKEHHE...).

[IucbMO 3aKaHYMBAETCS KOMIUIMMEHTOM, TO €CTh BBIPAXKEHHEM YBaKECHUS.
MoryT wucnonb3oBarhCsa clhenywnme KommauMmeHTol: [Ipesumenty, Ilocny wunm
Munuctpy wuHoctpanHbix aen: «[Ipomry Bac, rocnmogun Ilpe3upent (rocnoavx
[Tocon, rocioaus MUHUCTp), IPUHATH YBEPEHUSI B MOEM BECbMa (CaMOM) BBICOKOM
yBakeHUn»; «l eHeparbHOMY aupekTopy I'epmaHckoro ¢oHma MexayHapOAHOIO
pasBuTusl rocnoauHy XanHuy bronepy: «lIpomy Bac, rocnogun Xaitnu bronep,
MPUHSATH YBEPEHUSI B MOEM BBICOKOM (WJIH TITyOOKOM) YBaKEHUU (MIJTH TIOYTEHUM )».

Ecnu nuiercst 0OTBETHOE MUCHhMO, TO KOMIZIUMEHT (hOPMYJIUPYETCS B MOPSIKE
B3aMMHOCTH. Hampumep, eciy B MOJy4€HHOM IMHCbME OOpPAIAIOTCS C YBEPEHUSIMU
«B BEChbMa BBICOKOM YBaXXEHUW», TO M OTBEYaTh PEKOMEHIYETCS aHaJIOTMYHBIM
KOMILJTUMEHTOM.

[lucbmMa MOTYT 3aKaHYMBATHCS IPYTMMU BHJIAMH KOMIUIUMEHTOB, & UMEHHO:
«C uckpeHHUM yBaxkeHuem», «C TIIyOOKuM yBaxkeHuem», «lVckpenne Bamm,
«C yBaxxeHnuem». B OTBeTHOM mnHChbME B TOPSAIKE B3aMUMHOCTH I1€JIecO00pa3HO
yHOTPEOUTH TaKOH 7K€ KOMIUIUMEHT.

[Tox TekcTOM muChbMa CIEAYIOT: JUYHAS MOAMKUCH JIMIA, OT UMEHU KOTOPOTO
MOCBUTAETCS MUCHMO, €r0 JOKHOCTh, UMS U (haMUITHSL.

Ecnu B Tekcre mnucbMma Jaercsl CChbUIKA Ha MpUIIaraeMble JOKYMEHTBI
(mporpamMma, MEpONPUATHS U T.1.), TO B KOHIE TEKCTA YKa3bIBAECTCS NMPUIIOKEHUE.

B cooTBercTBMM ¢ TPHUHATHIMH B OOJBIIMHCTBE 3apyOEKHBIX CTpaH
CTaHJapTaMH aJpec 3apyOeKHOTO KOPPECIOHACHTA pacrojaraercsi, Kak MpaBHIIO,
B JIEBOM HWXXHEM YIJy I[EpPBOM CTPAHMIIBI, HE3aBUCUMO OT KOJIMYECTBA CTPaHULL
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nucbMa. AJpec BKIIOYAET UM, (paMuiInio, MOJIHOE HaMMEHOBaHUE O(PUILINATIBHOM
JOJDKHOCTH JIMLA, KOTOPOMY HAIIPABJISAETCs MUCbMO, HA3BaHUE T'OPOAA U CTPAHBI.
Ha xoHBepTe yka3bIBaeTCs aipec, Halle4aTaHHbIA Ha TUChME.
IIpu nepenucke ¢ UCTIOIB30BaHUEM OJIaHKOB O(hOPMIICHHE ITHUCEM OCYIIECTBIISETCS
CJIEYIOIUM 00pa3oM:
azipec 3apyOeKHOTO KOPPECIIOHACHTA PACIIOJIaraeTcsl B IPAaBOM BEPXHEM YIUIY
IIEPBOM CTPAHWLBI NUCHbMA; JUIMHA MAaKCHUMaJIbHOM CTPOKM PEKBHM3HUTA HE JOJDKHA
npeBbImath 9 - 10 ¢M 1 OrpaHUYHUBAETCS IPABBIM MOJIEM.
Hanpumep:
I'ocnoguny
IIpencenaremnto IIpaBienus
dbonma
r. BammmHrron

B psge cnydaeB, B 3aBUCHUMOCTH OT MECTHOW IIPAKTMKM KW HAa OCHOBE
B3aMMHOCTH, Tiepe] paMuuel Jauma, KOTOpOMY MOChIIAeTCs MUChMO, YKa3bIBACTCS
€ro TUTYIL.

Hanpuwmep:

Ero IIpeBocxoauTenbCTBY
TOCIIOVHY

Upes3BblyalilHOMY U
[Tomaomounomy Ilociy
OdunmanpHoe HA3BaHUE
CTpaHbI

r. MockBa

PekBu3nT «Anpecar» T0JDKEH BKITIOYATh B CE0s CIICIYIOIINE COCTABHBIC YaCTH:
cioBa «locmoguny» («[ocmoxey») wmm  Tutyn (wmanpumep: «Ero (Ee)
[TpeBoCXOIUTENBCTBY»), UMsI U (GaMWIHs aapecaTa, HAMMCHOBAHHE OpTaHHU3AIIVH,
(bupMBI, TOJDKHOCTD ajpecaTta, Ha3BaHUE ropoJia U CTPAHBI.

Turyn wim wMa W gamwids B aapecaTe MUIIYTCS dYepe3 JBa WHTEpBaa
OT JOJDKHOCTH. [[pyrue cocTaBHbIC YaCTH TIEYATAFOTCS OJIMHAPHBIM HHTEPBAJIOM.

Obparienne 1 iepBas CTpoKa TeKCTa MUChMa HAYMHAIOTCS C KPACHOM CTPOKH.

YacTtHple TUCHhMa TOJYO(PHUIIMATBHOTO XapakTepa ITOChUIAIOTCS 3HAKOMBIM
oUITMANTBHBIM JIUIIAM B CIydasx, CBS3aHHBIX C OKa3aHHEM KaKOro-JIu00 JTUYHOTO
onokeHus (OJlaroMapHOCTh 3a TPUIVIALIEHHE, Tpockba O COAeHCTBUH), JTUOO
0  BOMpOCaM, SBJSIOINIMMCS  HPEIMETOM  O(HMIMAIBLHOW  ICPENUCKA  HIIN
MIEPETOBOPOB, C IENbI0 MOJYEPKHYTHh 3aUHTEPECOBAHHOCTh aBTOpa B JAHHOM Jelie
WUTH JIJISL YCKOPEHUS PEIICHUST KaKOTO-JIM0O0 BOMPOCA MTYTEM HCIOJIb30BAHUS BIIASHUS
JWIa, KOTOPOMY HAmNpaBIIsIeTCs MHCHbMO. Ilepernmrcka MOMXKET OCYIMIECTBISITHCS
W 10 JAPYyrdM BOIpPOCaM, IIOCTAHOBKA KOTOPBIX B OQHUIIMAIBHOM TOPSIKE
HEe)KeJIaTeJIbHA TI0 TEM WJIM WHBIM ITPUYUHAM.

YacTtHble THChMa TOMYO(QUIIMATBHOTO XapakKTepa IUIIYTCAd Ha OOBIYHOM
mo4ToBOM Oymare (B moJI-TucTa), WHOTHAA Ha Onanke. OOOpPOTHAs CTOpPOHA JIKCTA
HE UCTIOB3yETCH.
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OOGparieHue B TAKOM ITUCbME OOBIYHO OBIBAET CJICIYIOIINM:

YBaxaewmblii rocnogud Munuctp!

YBaxkaeMblil rocnioivH upekrop!

YBaxaemslii rocnoguH Cenarop!

3aKIIOYUTENbHBIA  KOMIUIUMEHT B TMHCbME OO0fA3aTEIeH M OH 3aBUCHUT
OT CIIy’KEOHOT0 WM OOIIECTBEHHOTO IMOJIOXKEHUs aipecara 1 XapakTepa OTHOLIECHUHN
aBTOPA C aJJPECATOM.

Heo0xoaumo BbIOpaTh MOAXOASIIMI JJII KOHKPETHOrO Ciy4ash BHUJ MHChbMA,
UCXOJS ITPH 3TOM U3 COACPIKAHUS.

JIOKyMeHTBI TpeOyIOT K ce0e HaJIeKallero BHUMaHUs U IPEINoIaraloT OTBET
CO CTOPOHBI TOI'0, KOMY OHH HaIlPaBJICHBI.

OdopmieHne TOKYMEHTOB, HAlIPABISIEMbIX MO JUHUSIM (PaKCUMIIBHOMN CBSI3H,
IPOU3BOJMTCS HA YUCTOM JUCTe Oymarn Oe3 HCIOJIb30BaHMs OyiaHka. Tekcr
1e4aTaeTcs MPONUCHBIMU OYKBaMH Ha PYCCKOM SI3bIKE JINOO SI3bIKE aJpecara.

3aroJIoBOK K TEKCTY HE COCTABIISIETCA.

[Ipu oTBeTe Ha [AOKYMEHT, HOCTYNMBIIUNA OT 3apyOeXHOro mnapTHepa,
1es1eco00pa3Ho B TEKCTE CleNaTh CChUIKY Ha ATOT IOKyMeHT, HanpuMmep: «Ha Bame
IIUCBMO OT ... YACIIA».

[Ipu perucrtpauuu JOKYMEHTa, OTHPABISEMOro 3a pyoOex, JeHCTBYyeT
OOLIENPUHSATHIA MOPSIIOK PAOOTHI C KOPPECTOHICHIIMEH.

OOHOBPEMEHHO € JOKYMEHTOM HMCHOJHUTENb TOTOBUT KOHBEPT Uil OTIPABKH
JTAHHOTO JIOKYMEHTA C YKa3aHWEM JIaHHbIX aJIpecaTa U aJipeca OTIPABUTEIIS.

[Ipu 3TOM agpec MoOXeT ObITh HANMCaH KAaK Ha AaHTJMHCKOM S3bIKE, Tak
U Ha SI3bIKE CTpaHbI-aJpecara.

HaszBanue ctpanbl MoxkeT ObITh mosiHbIM (Coemunennbie IlITatel AMepuUKn)
win kpatkum (CHJA), HO 00s3aTeNbHO JOJKHO OBITH O(QUIMATIBLHO MPUHSTHIM
(menb3st BMecto «DenepatuBHas PecnyOnuka [epmanus»y wim «®DPI» mnucatb
«I"epManus»).

8.3. Tenerpamma.

8.3.1. Temerpamma — TEKCTOBOE COOOIIIEHUE, TTPEIHA3HAYCHHOE JJI TIepeaadn
cpencTBamMu TenerpadHoi cBs3u. TenerpaMma COCTaBISI€TCS MPH HEOOXOJUMOCTH
CpOYHOM nepeaaun nHPpopMaIuu.

Tenerpammbl  TOJpa3fEisAlOTCS Ha  CIEAYIOIIME KATErOpUHU: CPOYHBIE,;
OOBIKHOBEHHBIE.

8.3.2. TenerpamMMbl Ha OTIPaBKY MPUHUMAIOTCS PAOOTHUKAMH KaHLEISIPUU
VOPABJICHUS ~ JOKYMEHTAIlMOHHOro  oOecrieuyeHus  AJMUHUCTpAlMM  Topoja
PocTtoBa-Ha-/loHy 3a01aroBpeMeHHO, MPABMIBHO O(POPMIIEHHBIMH, MOINUCAHHBIMH,
C OTMETKOW 00 UuX KaTeropuu, C aJapecoM, TEKCTOM M TMOJNUCHIO TJIaBbl
Anmvunuctpanuu ropoaa Pocrosa-na-JloHy u 3amecturenei riiaBpl A IMUHUCTPALUU
ropona PocroBa-Ha-JloHy ¢ yka3aHueM Homepa (MHAEKCA) OTIEIEHUS CBS3H,
obcmyuBatroniero agpecara (npuioxenue Ne 8).

Anpec TenerpamMmbl JOJKEH COJEPKaTh BCE aJIpeCHbIE JaHHbIE, HEOOXOAUMbIE
JUIsl oOecreueHns €€ JOCTaBKU ajapecaTy 0e3 po3bICKa M HABEAEHUS CIPABOK.
B azgpece TenerpamMMbl HauMMEHOBAaHUE HACEJIEHHOIO IYHKTa YKa3bIBaeTCA
B UMEHHUTEIHLHOM IMaJie)ke, a HauMEHOBaHHE PECHyOJIMKH, Kpas, 00yacTu, OKpyra
U palioHa, Ha TEPPUTOPUU KOTOPOTO HAXOJMTCS HACEJICHHBIM NMYHKT, YKAa3bIBAECTCS
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B poauTenbHOM  majgexe.  HaummeHoBaHMe — OpraHu3aluM  yKa3blBaeTcs
B MMEHUTEIBHOM mHanexe, (aMuius, HMs, OTYECTBO M JOJDKHOCTh ajpecara
YKa3bIBAIOTCS B JaTEILHOM IMaJIEXKeE.

TexkcT TenerpaMMbl JOIKEH OBITH CXaTbIM, 0€3 IEpeHoca CIOB, COH30B
U MPEJIOToB (€CIU MPU 3TOM HE UCKAKAETCS €ro COAEp KaHKE). 3HAKU IPETUHAHUS
CJIEIyeT UCaTh TOJIBKO CJIOBAMHU, IIOJHOCTHIO.

8.3.3. Dx3eMIuIsip TelerpaMMbl MeYaTaeTcss B OJTHOM DK3EMIUISIPE U OCTAeTCs
B JIEJI€.

[Ipu HampaBiIeHUU TEIETPAMM C OJTHUM U TEM K€ TEKCTOM 0OJiee UeM B YEThIpe
aJpeca WCIHOJHUTENIb COCTABISIET CIHCOK aJapecaToB (B JBYX 3K3eMIUISpax)
C YKa3aHUEM IMOYTOBBIX WK TellerpadHbIX afapeco (mpuioxenue Ne 9).

[Ipu paccbuike TenerpamMm B JecsaTh U Oojee aApecoB, MpHIAraercs
uHpopMalus 00 aapecaTax Ha IEKTPOHHOM HOCHUTEIE.

[Ipu paccbuike TeaerpamMm ¢ OJHUM U TEM ke TEKCTOM BCEM 0€3 MCKIIIOUEHUs
rjaBaM aJMHUHHCTpaluil pailoHOB ropona PocTtoBa-Ha-J[oHy ykazareiab pacChUIKH
(ciucok aapecaroB) He Tpebyerca. B sTom ciywyae npumeHnsiercs «cxema 63»
(mpumoxkerue Ne 10).

8.4. Tenedonorpamma.

Tenedonorpamma — 0000IIEHHOE Ha3BaHHME PA3IUYHBIX [0 COACPKAHUIO
JIOKYMEHTOB, BBIIETISIEMBIX B CBSI3M C OCOOBIM CIIOCOOOM Tiepefadyd TEKCTa
(mepenaeTcs MOCPEICTBOM TeNE(POHHOM CBSI3U U 3AMKMCHIBAECTCS MMOTYYaTEIEM).

TenedoHOorpaMMBbI PEKOMEHIYETCS HCIIOIB30BATH JJISl ONIEPATUBHOTO PEIICHUS
BOIIPOCOB B CiIyyasx, KOTJa cOOOIIeHus, nepeiaBaeMbie 1o TenedoHy, He TpeOyroT
JOKyMeHTanbHOTO odopmieHus. TenepoHorpamMmamMu TepeqalOTCs HECIOKHBIC
TEKCTHI (MIPUTJIAMICHUS] Ha COBEIIAHMS, 3aCeJaHus U TaK Jaiee).

TenedoHOrpaMMBI COCTaBISIIOTCA B OJHOM JK3EMIUIIPE U TMOMANUCHIBAIOTCS
PYKOBOAMTENEM HJIM OTBETCTBEHHBIM UCIIOJIHUTEIIEM.

Ecnu tenedonorpaMma nepenaercs HECKOJIbKUM aJipecaraM, TO K HEeil JOJDKEeH
IPUJIAraThbCs CIUCOK aJIpecaToB ¢ YKa3aHUEM HOMEPOB TEIE(POHOB.

JlaToii TenedoHOTpaMMBbI SIBJISIETCS J1aTa €€ NepeIadn.

Cnenyer mpoBepsATh MPaBWIBHOCTh 3alHUCHU Telle(OHOTPAMMBI TOBTOPHBIM
YTEHHEM €€ B KOHIIE Mepeaayn.

Peructpupyercss u odopmisiercst TenepoHorpaMma B TOM (PYHKIIMOHAIBHOM
nojpa3fesieHud AQMUHHCTpanuu ropoga PoctoBa-Ha-JloHy, rae mpuHsATa, W/WIA
PYKOBOJIUTEJIEM KOTOPOTO OHa moanucana (npuioxenne Ne 11).

8.5. dakcumminbHOE coobrieHue (pakcorpaMma) — mosrydaeMasi Ha OyMaKHOM
HOCUTEJIE KOMHUsl JOKYyMeHTa (NMMChbMEHHOIr0, TpauyecKoro, M300pa3UTEIHHOTO),
nepeaHHOTO M0 KaHalaM ()aKCUMUIIBHOU CBS3H.

dakcUMUIBbHAS CBSI3b MOXKET HCIIOJNB30BAThCS MJIsi OTMEpPATHUBHOW Tepeaadn
TEKCTOB JJOKYMEHTOB, HalpaBJIsiEMbIX B MHbIE OpraHu3anuu u opransl. [locpeacTom
(bakcUMUIIBHOW  CBA3M  TEpefaroTcsl  CIy)KeOHble  MHUCbMa,  MPUIJIAIICHUS
¥ UTHPOPMAIIMOHHBIE COOOIICHHUS.

OTBETCTBEHHOCTh 32 COJEpXaHHe IepenaBaeMoil MH(pOpMalMKu BO3Jaraercs
Ha WCIIOJIHUTENS, MOJATOTOBUBIIET0 JOKYMEHT K TMepeJaye U PyKOBOJIUTEIS
(GYHKIIMOHATBLHOTO MOApa3eieHus AQMUHUCTpanuu ropoaa Poctosa-na-Jlony.
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Pa3penienue Ha nepenavyy JTOKyMEHTa JaeT PYKOBOJIUTENb (DYHKIIMOHAIBHOTO
nojapasneneHuss AnMuHuctpanuu ropona PocroBa-na-Jlony. Ilpuem u nepenava
JIOKYMEHTOB OCYIIECTBIIAETCS TOJBKO C BEJOMAa JIMIA, OTBETCTBEHHOIO 3a ammapar
bakcummibHOU cBsizu. KOHTpOJIb 3a MCMOJIB30BAaHUEM alllapaToB, YCTAHOBIECHHBIX
B MO/IPA3/ICNICHUSAX, OCYIIECTBIISIETCS X PYKOBOJIUTEIISIMHU.

8.5.1. ®daxkcorpaMMa TOIJCKHUT TMEPBUYHOU 0OpabOTKE U PETUCTPALNH
B CJIy4yae HAJIMYUS B HEW CICAYIOIINX PEKBU3UTOB:

AJnipecant;

MTOYTOBBIN M DJIEKTPOHHBIN aJIpec aipecaHTa;

PETHCTPAllMOHHBIN HOMEp U J1aTa;

TEKCT;

JOJDKHOCTH M (paMuIIHsI JTATIA, TIOAMTUCABIIETO TOKYMEHT;

MTO/IITHChH.

8.5.2. Ilpu wucnonb30BaHUU JAHHOTO BHJIa CBS3UM HEOOXOJUMO COONIOAATH
CIeAyIoIIe TPEOOBAHNS:

00beM mepeaBaeMoro JJOKyMeHTa (TEKCT, cxeMa, rpaduueckoe n300pakeHue),
BBITIOJIHEHHOTO Ha Oymare dopmarta A4 4YepHBIM I[BETOM, HE JOJIKEH MPEBBINIATH
ISITH JIUCTOB;

3amnpemaercss IepeaBarh JOKYMEHTBI, COJIEpXAIIHe CEKPETHbIE CBEICHUS
U WHYI0 HHPOPMAIMIO OTPAHWYCHHOTO JOCTyNa, a TaKKe TEKCTHl JOKYMEHTOB
¢ rpuom «J[7s1 cmy)keOHOTO MOTB30BaHUS» U PYKOITHCHBIE MaTEPHAITHI;

JOKYMEHTBI HAa HWHOCTPAHHBIX SI3bIKaX, HANpPABISIEMbIE TIOCPEIACTBOM
(haKCUMUIBHOW CBSI3M, OTIPABIISIOTCS B WHBIC OPTraHbl U OPTaHU3AIMH MTPU HATUYUU
MepPeBO/Ia, 3aBEPEHHOTO JIUIIOM, IMOMMCABITAM JOKYMEHT Ha WHOCTPAHHOM S3BIKE,
a ’HOCTPAHHOMY ajpecary IepeaaroTcs 0e3 IepeBoa;

OTBETCTBEHHOCTh 3a CojJepkaHue WH(OpMAIUU B JOKYMEHTE, HAIPaBISICMOM
MOCPEICTBOM (DAKCUMUIILHOM CBS3H, BO3JIaraeTcs Ha UCTIOTHUTEIS, ITOJTOTOBUBIIIETO
JIOKYMEHT, ¥ Ha JTOJDKHOCTHOE JIUIT0, €TO MOITUCaBIIIEE.

8.6. Ilonmoxkenusi,  mpaBwiia,  WHCTPYKIIMH,  PErJaMEHTBI,  TOPSJIKH,
KJIaCCU(PUKATOPHI.

JlokanbHbII HOPMATUBHBIN AKT — JOKYMEHT, COJAEPIKALIMN HOPMBI TPYIOBOTO
mpaBa, KOTOPBIE MPUHUMAIOTCS pabOTojaTeieM B Mpejeiax €ro KOMITeTEHIIUU
B COOTBETCTBMM C 3aKOHAaMH W WHBIMA HOPMATHBHBIMH TIPABOBBIMH aKTaMH,
KOJUICKTUBHBIM JIOTOBOPOM, COTJIAIICHUSMH (JaJiee — JIOKAJTbHBIC aKThI).

[TomosxeHus1, TpaBwjia, WHCTPYKIMH, PETJIAMEHTHI, MOPSIKH, KJIACCH(PHKATOPHI
W Jpyrde BHIBI JIOKYMEHTOB MOTYT OBITh: IIOCTOSHHO JcHcTByrommMu (6e3
OTpaHUYCHUS CPOKA UX MPUMECHCHUS ),

BPEMCHHBIMH (JCHCTBYIOIIMMHA B TEUCHHE YKa3aHHOTO B HHUX CpOKa WU
JI0 HACTYIIJICHUS OIIPEACIICHHOTO COOBITHS).

8.6.1. B monoxeHHMu yCTaHABIMBAIOTCS CHUCTEMHO CBSI3aHHBIE MEXAy cOOOM
NpaBUia,  PETYIUPYIONIMEe  TMPABOOTHOMIEHWS MO  BOMPOCaM,  OTHECEHHBIM
K KOMIIETCHIIMU TJIaBbl AQMUHHCTpanuu ropoaa PocrtoBa-na-Jlony, AaMuHHCTparun
ropona Pocrosa-na-/lony.

B mpaBumax ycraHaBIMBaIOTCS HOPMBI W TpeOOBaHMS, OOsS3aTENbHBIC IS
BBITIOJTHCHUSI.
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B uHCTpyKIMM M3Naraercsi mopsiIoK OCYILIECTBICHUSI KaKOM-TMOO NeSTeIbHOCTH
WIA TOPSAJIOK TPUMEHEHUS TMOJIOKEHUH 3aKOHOJATEIbHBIX M HHBIX HOPMATHBHBIX
MIPABOBBIX AKTOB.

B pernamenTe m3naraercsi COBOKYMHOCTh MPaBWJI, YCTAHABIUBAIOIIMX MOPSIIOK
paboThl MyHHMIIMIIATBHOTO OpraHa, YUPEeKICHHsI, OpraHu3aliu, HarpuMmep, PerimamMeHt
paboTsl AnMuHucTpaiuu ropoga PocroBa-na-Jlony.

[opsimox MOATOTOBKH U OPOPMIICHHUS MPOEKTA JIOKAJIBHOTO aKTa COOTBETCTBYET
00111eMy MOPAIKY TOJATOTOBKH IMPOEKTOB MPABOBBIX AKTOB.

[TonoxxeHus, mpaBuia, UHCTPYKIUU U PETJIAMEHTHI MOTYT MPUMEHSTHCS Kak
CaMOCTOSITENIbHBIE ~ JOKYMEHTBI, KOTOpbI€  MOJIMHUCHIBAIOTCS  PYKOBOJIUTEIEM,
yTBEpXKAaThcs B popme rpuda yTBEpKICHUS HIN PACIOPAIUTEIbHBIM T0KYMEHTOM.

8.6.2. 3arojoBOK K TEKCTy MOJIOKEHHS (MHCTPYKIIMH) OTBEYAET HAa BOMPOC
«o uyeM?» (Ilonoxxenne 00 SKCHEPTHON KOMHCCHUH ...). 3aroJIOBOK K JIO>KHOCTHOM
WHCTPYKIIMU (pErjiaMeHTy) OTBEYaeT Ha Bompoc «4ei? (ubd?)» (IOJKHOCTHOU
perjaMeHT TJIaBHOTO CIEUUAINCTa ...). 3aroJIOBOK K TEKCTy MpaBuil (MOpsaKa)
oTBeuaeT Ha Bompoc «uero?» (IlpaBmia BHyTpeHHero pacmnopsaka ..., [lopsmox
BbI/IaYM 33/1aHUS HA OCYILIECTBICHUE MEPONIPUATHS IO KOHTPOJIIO 32 COCTOSIHUEM ...).

TekcT nonoxeHus, MpaBWI, HWHCTPYKLUHUU H3JIAraercs OT TPEThEro Juua
€IMHCTBEHHOT0 WJIM MHOXECTBEHHOTO 4YHclia. B TekcTe HCNonb3yroTcsl clioBa
«IOIKEHY, «CIEAYET», KHEOOXOINMOY, «3aMPEUIacTCs, «HE JOMYCKACTCsI.

Koncratupyromeid d9acTbi0 JIOKaJbHOTO aKTa CIOYXUT paszaen «O6mme
MOJIOKEHUSD», B KOTOPOM YKa3bIBalOTCS OCHOBAHHUA pa3pabOTKH JTOKYMEHTA,
OCHOBHO€ Ha3HaueHue W cdepa ero pacmpocTpaHeHus. B coctaBe TekcTa Takxke
BBIICTISIIOTCSL pa3fielibl, PacKpBIBAIOIINE OCHOBHOE COJEp)KaHUE JIOKAJbHOTO aKTa,
3aKIJIFOUNTEIBHBIE TIOTOXKECHHS.

OCHOBHOI TEKCT JIOKAJIbHOTO aKTa MOXET JAENUTbCS Ha pa3fenbl (IJIaBbl),
MYHKTHI U TOAMYHKTHI. Paznensl (TJ1aBbl) UMEIOT Ha3BaHUs, HYMEPYIOTCS apaOCKUMU
nuppamu. Hymeparusi myHKTOB ¥ MOJITYHKTOB MPOU3BOAUTCS apaOCKUMU HHU(PpaMu
pa3/ieIeHHbBIMH TOUYKaMH.

8.6.3. JlokanbHble aKThl MOTYT HMETh HpuioxkeHus. Ha mnpuioxeHusx
K JIOKQJIbHBIM aKTaM 0(OPMIISIETCS] PEKBU3UT «OTMETKA O MPUIIOKEHUI.

8.6.4. JlokanbHble aKThl BCTYMAlOT B CHJY CO JHS M3AaHHs (IIOAMNHUCAHUSA)
MPAaBOBOTO aKTa, KOTOPHIM OHU YTBEPXKIAIOTCS, MM B HHOW CpPOK, yKa3aHHBIN
B NIPaBOBOM aKTe, WJIM CO JHS YTBEP)KIEHHUS TOJOKEHUs (TpaBWUJl, MHCTPYKIINH,
periaMeHTa) MOAMUCHI0 PYKOBOAUTENS WIIM HHOTO YIIOJTHOMOYEHHOTO UM JIUIIA.

8.7. Ilnan.

[Inan — MOKyMEHT, YCTaHABIMBAIOIINUN MTePEUYeHb HAMEYAeMbIX K BBITOJHEHUIO
paboT UM MEPOIPHUATHIA, UX TIOCIEIOBATEIIEHOCT, 00BEM, a TaKKe OIMPeACIISIONTHIA
KOHKPETHBIX UCIIOJTHUTEIIEH.

CocTaBisIOIIMMU TyHKTaMHU I1J1aHa SIBJSIFOTCS:

HaWMEHOBaHHUE (Co/epKaHue) padOThl WIH MEPOTIPHUSITHS;

HCIIOJTHUTEIIb;

CPOK MCIOJTHEHUS;

OTMETKa 00 HMCIIOJTHCHHH.

[Inanbl pa®oOT WM MEPONPUSATUI MOAMUCHIBAIOTCS JODKHOCTHBIMU JIMIIAMH,
OTBETCTBEHHBIMM 33 MX BBIIIOJIHEHHE, C YKa3aHHeM JaTbl noanucanus. llmanbr

S7



MOJJIEKAT YTBEPKICHUIO TIIaBoM AnMuHUCTpauuu ropoja PocroBa-na-JloHy wminm
3aMECTUTEIIEM I1aBbl AIMUHHUCTpauu ropoaa PoctoBa-Ha-/lony.

AnvmuHucTpanus ropoga PocrtoBa-Ha-JIoHy B CBOEMl  JIESTENBHOCTH
PYKOBOJICTBYETCS YTBEPXKACHHBIMH IUJIaHAMU pPabOThl AJMHHHUCTpAllUM Topoja
PoctoBa-Ha-/lony Ha Hegemo, Mecsl, KBapTal U ToJd (B COOTBETCTBHUH
¢ Pernamentom paboTel Aamunuctpanuu ropoaa PoctoBa-Ha-/{oHy, yTBepKIECHHBIM
pacnopsbkeHreM AnMuHHACTpanuu ropoja PoctoBa-Ha-Jlony ot 22.12.2015 Ne 385).

8.8. Axr.

AKT — JOKYMEHT, COCTAaBJCHHBIA Tpynmod Jul (KOMUCCHUEH) IS
NOATBEPKIEHUS YCTAHOBJIEHHBIX UM (pAaKTOB (IpHeMa-nepeau, MHBEHTApU3aLUH,
COUCaHusl W Jpyroe). AKT COCTaBisIeTCd KOJUIETHAIbHO (HE MeHee JBYyX
coCTaBUTeNEH) U OOBEKTUBHO (UKCHUPYET CYLIECTBYIOIIHWE WM CYIIECTBOBABIINE
COOBITHUSI, PAKTHI MU COCTOSTHUS.

8.8.1. Ilpu cocTaBineHUM aKTa UCIIOJIb3YOTCS PEKBU3UTHL:

HaMEHOBAaHME MYHMIIUIIAIBLHOTO 00pa3zoBaHus «ropoj PoctoBa-Ha-/{oHy»;

aBTOp JIOKyMEHTA (eClIid He0OXOAUMO);

HAaUMEHOBAaHUE BHJIa JOKYMEHTA,

JiaTa JJ0OKyMEHTa;

PErMCTPAalOHHBIN HOMEP JOKYMEHTA;

MECTO COCTaBJICHUS (M3/IaHUsI) TOKYMEHTA,;

rpud yTBepxKACHUS (€cIM HEOOXOIUMO);

3aroJIOBOK K TEKCTY;

MOJIIHKCh.

JlaTol akTa SBIAETCS JaTa COCTAaBJIEHHWs aKTa W IOANMCAHUS  €r0
COCTABUTEIISIMH.

Eciu ¢opmoii akTa mnpenycCMOTPEHO €ro YTBEpPKIACHUE PYKOBOJIUTEIEM
WIM WHBIM YIOJIHOMOYEHHBIM JIOJDKHOCTHBIM JIMIIOM, JATOW akTa sIBJIAETCS Jara
€ro yTBEPKICHUS.

3aroloBOK K TEKCTy akTa (QOpMYyJIUPYETCs C MOMOIIBI0 OTIJIAroJbHBIX
CYLIECTBUTENbHBIX U OTBEYAET Ha BOIPOCHI «O 4eM?» (aKT TEXHUYECKOM KOMHCCUU
0 mpueMe padorT ...) UK «4ero?» (akT npueMa-rnepeaayu MaTepruaIbHbIX IIEHHOCTEN ).
3aroloBOK K TEKCTy IeyaTaeTcs OOBIYHBIM IIPUQPTOM, pAaCIONaraeTcsi HUXKE
PEKBU3UTA «MECTO COCTaBJICHUS (M3/1aHUSA) IOKYMEHTa» CjieBa, OT T'PAaHHUIIbI JIEBOTO
MOJISL.

8.8.2. Tekcr akTa COCTOMT U3 JIBYX 4YacTed — BBOJAHOM M OCHOBHOM
(koHCTaTHPYIONICH).

BBonHas dYacTh akTa COJAEPKUT HAMMEHOBAaHUE  PACHOPAIUTEIBHOTO
JIOKyMEHTa, Ha OCHOBaHMM KOTOPOTO AaKTUPYIOTCA (akT, CcOObITME WM JIeHCTBUE
(B COOTBETCTBYIOIIIEM NAJEXKE), €r0 HOMEP U JaTy.

JlaTa ¥ MECTO COCTaBJIEHUs, MPOCTABIISIEMBbIE B PEKBU3UTAX AKTA, JIOJIKHBI
COOTBETCTBOBATH JaT€ U MECTY aKTUPYEMOTO COOBITHSI.

3aro0BOK aKTa HauMHaeTcs ¢ mpemiora «O» u GopMyIupyeTcsi ¢ TOMOIIBIO
OTIJIaroJIbHOTO CYHIECTBUTEIBHOI0, HanpuMep: «O npueme-nepenaye MaTepUaIbHbIX
LIEHHOCTEW».

Ecnu akt cocTaBieH KOMHUCCHEH, TO MEPBBIM YKA3bIBAETCS IpeAcenaTelb
KoMuccun. GaMUINK YJICHOB KOMUCCUU PAcToiaratoTcs B aja()aBUTHOM MOPSIJIKE.
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CrnoBa «OcHOBaHMEY, «IIpencenarenby, «Ynenbl KOMHUCCUNY,
«IIpucyTCTBOBAIM MUIITYTCS C MPOTUCHON OYKBBHI.

B OCHOBHOHM (KOHCTaTHUPYIOIICH) YaCTH aKTa H3JIAraloTCs eI U 3a]adu
aKTUPOBAHUS, CYIIECTBO W  XapakTep MPOBEACHHOM KoMmuccuen paboThl,
yCTaHOBJICHHbIE (DaKThl W COOBITHS, a TaKXe BBIBOJAL U 3amedanus. OCHOBHas
(KOHCTATHUPYIOIIasl) 4acTh 3aKaHYMBACTCS CBEJCHHUSIMHU O KOJMYECTBE IK3EMILIIPOB
aKTa ¥ MECTE UX HaXOXKJICHU.

[Tpu HEOOXOAUMOCTH aKT MOXKET COJIEPkKaTh BHIBOJLI U PEKOMEHIAIUU. TEeKCT
aKTa M3J1araeTcsi OT TPEThEro JIMIA €AMHCTBEHHOTO WM MHOXKECTBEHHOTO YHCIIa
(«KOMHUCCHS YCTAaHOBHIIA ...», KIIPOBEPKA MOKAa3aia ...»).

KonnuecTBo 3K3eMIUISIpOB akTa OMPEAENSeTCS YHCIOM 3aHHTEPECOBAHHBIX
B HEM CTOPOH WIM HOPMAaTUBHBIMH JOKYMEHTaMH, PETIaMEHTHUPYIOIUMU
COCTaBJICHHE aKTa.

OK3eMIUIApPHl aKTa TMOJMUCHIBAIOTCS BCEMH YJECHAMU KOMHUCCHUU (€CIH aKT
COCTABJISIETCSI KOMHUCCHEW) WM COCTaBUTEISIMH W TPU  HEOOXOJAMMOCTH
MPUCYTCTBYIOIIUMH JIUIIAMHU.

[Ipu moamucaHuM akTa mpeaceaTesieM U WICHAMH KOMUCCUUM HAaMMEHOBAHUS
UX JIOJDKHOCTEHN HE YKa3bIBAIOTCS.

Ecnu xro-nmubo u3 coctaBuTeNed WM MPUCYTCTBOBABIIMX JIUI] HE COTJIACEH
C aKTOM, OH TMOJIMHUCKHIBAET €T0 C yKa3aHWeM Ha Hajauuue ocoboro mueHHs. Ocoboe
MHEHHUE M3JIaraeTcsi Ha OT/ICTbHOM JINCTE, MONICHIBACTCS U MPUIIATAETCS K aKTYy.

[Tpu HEOOXOTUMOCTH, aKThI TIOJIICKAT YTBEPIKICHHIO.

8.9. okimagHasi, 0ObSICHUTEIbHAS U CTYKEOHAS 3aICKH.

JloknagHast — 3amMcka —  JOKYMEHT,  aJIpECOBAHHBIM  PYKOBOIUTEIO
U COoJepXKallui M3JI0KEHHWE BOIpoOca, TPEOYIOIIEro pelieHus, C BBIBOJAMH
U TIPEIJIOKCHUSIMU COCTABHUTEIIA.

CnyxeOHas 3amWcKka — JOKYMEHT, HCIOJb3yeMblid JUIsi ONEPATHUBHOTO
nHOOPMAITMOHHOTO O0OMeHa MEXIy (YHKIMOHAIBHBIMU  TOAPA3ACICHUIMHU
WCIIOJIHUTENIbHBIX OpPraHOB TOCYJAapCTBEHHOM BIACTH WU  PYKOBOJIUTEISIMH,
HE HAXOJSAIIUMUCS B MIPSIMOM MO TYUHEHUH.

OOBsicCHUTENNBHAS 3alMCKa COCTABJSCTCS I OOBsiCHeHMs (haKTOB, JCHCTBHIA
WM TIOCTYIKOB JIOJDKHOCTHOTO JIMIIA 10 TpeOoBaHUI0 pykoBoauTensa. Kak mpasuro,
OOBSCHUTENbHASL 3aMHUCKa OPOPMIISIETCS PYKOIMKCHBIM CHOCOOOM Ha CTaHAApTHOM
mucte Oymaru ¢popmara A4.

JlokiagHast 3amucKa COCTaBISIETCS TPU  HEOOXOJMMOCTH  YBEIOMIICHUS
PYKOBOJMTEIIS WM BBIIIECTOSIIETO OpraHa O KaKuX-TH0O (pakTax WM COOBITHSIX
U MOXET COZepKaTh MPEAJIOKEHUSI COCTABUTEIS TI0 U3JIaraéMOMY BOTIPOCY.

B 3aBucuMoCTH OT coaepKaHWsS W Ha3HAUCHUS JOKJIATHBIC U CITy)KCOHBIE
3aMMCKU JIEIATCS Ha HWH(POPMAIMOHHBIE W OTYETHBIE, a TaKXe MOTYT HUMETh
WHUIIMATUBHBIN XapaKTep.

Texcr mokmamHON, CIY>KEOHOM 3aMHUCKU MOXXET COCTOSITh M3 JBYX 4YacTei.
B mepBoif wacTtu, Kak MpPaBWIO, WU3NAraloTcs (aKThl WU COOBITHS, MOCTYKUBIIIHE
MOBOJIOM K HAMHMCAHWIO JOKJIAHON 3alMCKU, BO BTOPOH — BBIBOJBI M TIPEIJIOKCHUS
O KOHKPETHBIX JCUCTBHUSX, KOTOPbIE, MO MHEHHIO COCTaBUTENS, HEOOXOIUMO
MPEINPUHATh PYKOBOAUTENIO WJIM BBIIIECTOSIIIIEMY OPTaHy B CBSI3U C M3JIOKCHHBIMU
dhaxTamu.
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3anucku, cocTaBiisieMble paOOTHUKAMU C OOBSICHEHHEM MPUYMH MOBEIACHUS,
MPOCTYNKOB, CHUTyaluid (OOBSICHUTEIbHBIE 3alUCKH), MOTYT OBITh O(OPMIICHBI
PYKOIIUCHBIM CIIOCOOOM Ha CTaHAApTHOM JicTe Oymaru gpopmara A4.

8.10. 3asgBieHne — JOKYMEHT, aJpEeCOBaHHbIA JOJLKHOCTHOMY  JIHILY
U COJEpKalllui ONpEAeNICHHYI0 MPOCh0y WM MpeasioxkeHue. TekcT rodoro
3asiBJICHUS] HAUMHAETCS C CYIIECTBa Bompoca, oopaiienus («IIpoury paccMOTpeTb. .. »,
«IIpomry mepeBecTH...»). Popma 3asBiacHUS cBOOOAHAs. 3asBiieHHE OQPOPMIIIETCS
Ha CTaHJIapTHOM Jiucte Oymaru popmata A4 pyKONMCHBIM HIIA TICYATHBIM CIIOCOOOM
CTaHAapTHBIM MPU(TOM. 3asiBICHHE MOIITUCHIBAETCS COOCTBEHHOPYYHO.

8.11. Crenorpamma (3ByKO3aIuCh).

CreHorpamMma — JIOCJIOBHAS 3alMCh YCTHOW PedH BO BPEMS JOKIIAJIOB U IPYTUX
BBICTYIUICHU Ha KOH(EPEHIUSAX, COBEIIAHMUSIX, COOpaHMUSIX WU 3aCeIaHMSIX
KOJUICTHAJBHBIX ~ OPTaHOB, OCYIIECTBICHHAs  METOJOM  CTEeHorpadum  wiH
ayJIMO3aIKCH.

8.11.1. Crenorpamma (ayauo3anucb) KOH(MEpPEHIUH, COBEIIAHUs, COOpaHUs
WIM 3acellaHusl KOJUIETHAJIBHOTO OpraHa BeAeTcss B TOM clydae, Korja
Ha 00CYXICHHE BHIHOCSTCS BaXKHBIE U CIIOKHBIE BOIPOCHI, KOTOPHIE MOTYT BBI3bIBATH
npeHusi. OKOHYATEIbHBIM TEKCT CTEHOrPAaMMBI COCTABJISIETCSI Ha OCHOBAaHUU
MPOU3BEJCHHBIX Ha KOH(EPEHIIMH, COBEIIaHUH, COOpaHMU WIM 3acelaHuu
KOJUICTHAJIBLHOTO  OpraHa  CTCHOTpaUYeCKuX WM 3BYKOBBIX  3allnced
Y TIPEJICTABIICHHBIX MAaTepPUaJIOB (IOKIAA0B, CIIPABOK, TPOCKTOB PEIICHUH | T.I1.).

8.11.2. Tekct CTEHOTPaMMBbI JIOJKEH COCTOATH u3 pa3nienos,
COOTBETCTBYIOIIUX ITYHKTaM TIOBECTKH JHS, pa3Aeibl HYMEPYIOTCS apaOCKUMHU
muppamu. Manmumanel v GamMunms OKIAIUUKa TICYATAIOTCS B HMEHUTEIHLHOM
najexe.

8.11.3. Jlara, mpocTaBlIecHHas Ha CTCHOTPaMMe, T0JKHA COOTBETCTBOBATH JTHIO
MIPOBENICHUSI COBEIIAHMs, COOpaHUs UK 3aCeJaHus KOJUIETHAILHOTO OpraHa.

8.11.4. 3Byko3anuch MEpONPUATUNA B AJIMUHUCTpaUuu ropojaa
PoctoBa-na-/lony oGecneunBaer MKY «l'opojckoe X035SHCTBEHHOE YIIpaBJICHHE
ropoaa Pocrosa-na-/[oHy».

HeobxoaumMocTh 3BYKO3alHMCH  COBEIIAHUS OMPENENSeT OTBETCTBEHHBIM
3a OpPraHU3alMI0 COBEIIAHUs IO COINIacOBaHWIO ¢ HadambHUKOM MKY «l'opoackoe
XO3SIMICTBEHHOE yIIpasieHue ropoaa Pocrosa-Ha-/{oHy».

8.12. Oruer.

OT4eTr — MOKYMEHT, COJEp)KalllMid CBEICHHUS O TIOJATOTOBKE, IPOBEIACHHH
Y UTOTaX BBIMTOJTHEHUS TIJIAaHOB, 3aCEAaHNI, KOMaHANPOBOK U APYTHX MEPOTIPUSITHA.

Texker oTdeTa MOXKET COCTOSATH W3 Pa3feoB, TOJAPA3JeioB, ITYHKTOB
Y TIOJIIMTYHKTOB, KOTOPBIE HYMEPYIOTCS apaOCKUMHU u(pammu.

OT4eT MODKeH WMETh MOAMNKMCH I BH3bI COCTABHUTENICH C YKa3aHHUEM JaThI
BU3UPOBAHMSI.

8.13. Marepuanbl K BBICTYIUICHHIO TJaBbl ~AJMUHUCTpAIlMU  Tropoja
Pocrosa-na-/lony.

Texct BbICTyIUIEHHSI TJaBbl AJIMUHHCTpanuu Topoma PocroBa-Ha-JloHy
opopmisiercs mpudtom 16 nT, OOBIYHBIM HadYepTaHHUEM (HEKUPHBIM),
C MEXCTPOYHBIM MHTEpBaJIoM «To4HO 20», Ha Oymare opmara AS.
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TekcT BbICTYIIIEHNST MOKET OBITh O()OPMIIEH B BUJIE TE€3UCOB, NH(OPMALIMOHHON
CHPaBKH, IPUBETCTBEHHOI'O U BCTYNUTEIBHOIO CJIOBA.

Tesucesl BeICTyIUIEHMSI TJaBbl AJAMHMHUCTpauuu Tropoia PoctoBa-Ha-JloHy
JIOJIKHBI COJIEPKATh!

BCTYIUTEIbHYIO YacTh (BaXHOCTb M aKTyaJbHOCTb TEMBI, 1I€JIM BBICTYIUICHHUS,
3aJ]a4M COBEIAHNUA);

OCHOBHYIO 4YacTh (aHamu3 cymecTBa mpoOieM; oreHka 3()(eKTUBHOCTH
NPUHATBIX paHee YMPABJICHYECKUX PEIICHUN U MEpONpHUITHHA MO UX pearu3aluu;
BBISIBJICHHBIE HENOCTaTKM W HMX NPUYUHBL, TPEJIOKCHHS, HAIpaBICHHBIC
Ha yIy4dlIeHUE TOJIOKEHHUsS JIe1 B COOTBETCTBYIOUICH cdepe; MpOrHo3 pe3yibTrara
WX peaIn3allii );

3aKJIIOUUTENbHYIO YacTh (BBIBOJBI, MIPOTHO3 O TOM, KAaKyIO IMOJIb3y MPHHECET
nmpeyiaraeMoe  pelieHue; TepBOOYEpPEAHbIE  3a/Jadd, KOTOpble HEOOXOIUMO
BBITIOJIHUTD ).

WupopmaninoHHble  COpaBKUW  JUIs  MOATOTOBKM  BBICTYIUIEHHUS — TJIaBbI
Anmunuctpanuu ropoaa PoctoBa-Ha-J[oHy JOJIKHBI COEPKATH:

TOYHOE HAMMEHOBAHME TEMBbI COBEIIAHHUS, €T0 1IeJIU U 331a4u;

(haKTOJIOTMUECKYTO (cripaBoYHYtO, CTaTUCTUYECKYIO, rpadu4ecKyro)
nHGOPMAIIHIO 10 CYIIECTBY BOIIPOCA, HAMEYEHHOTO K PACCMOTPEHUIO;
CpPaBHUTEIBHBIA  aHAJW3 10  KaXJAOMY  BOMPOCY,  HAMCUYCHHOMY

K pacCMOTPEHHUIO;

nepeyeHb MPOoOJIEMHBIX BOIPOCOB, HETATUBHBIEC PUMEDPHI;

CYIIECTBYIOIIUE BApUAHTHI PEIICHUS MPOOJIEMHBIX BOMPOCOB, MO3UTHUBHBIC
TIPUMEPHL;

npejiaraéMble BapuaHThI PEIICHUS TPOOJIEMHBIX BOITPOCOB.

TekcT MNPUBETCTBEHHOTO CJIOBA JUIsl TOJTOTOBKU BBICTYIUUICHUSI TJ1aBbl
AnmunucTtpanum ropoaa PocroBa-Ha-/{oHy J0KEH COIEPKATh:

BCTYIUTENbHYIO YacTh (MPUBETCTBUE YYACTHUKAM MEPOMPUSTHS, €ro MOJHOE
Ha3BaHHE, AKTYaIbHOCTB);

OCHOBHYIO YacTh (MCTOPHIO BOIpOca, (PaKTOJIOTHYECKYI0 HH(POPMAIUIO
M0 TEME MEPONPHUSITHS, MPOOJIIEMHbIE U (WJI) TTIO3UTUBHBIE TIPUMEPHI);

3aKTIOYUTENBHYI0 YacTh (0OpaleHne K y9acTHHKAM MEpPOMPUATHS, YKa3aHUe
3HAYMMOCTH MEPOTIPUATHS JIJIsl €r0 YYACTHUKOB, TTOKETaHUS).

TekcT BCTYNUTENBHOTO CJIOBAa JJIi TMOJATOTOBKM BBICTYIJICHUS  TJIaBbI
Anmunuctpauuu ropoga PocroBa-Ha-/[oHy q0KEH cOaepKaTh:

BaKHOCTH M aKTyaJIbHOCTh TEMBI,

KPaTKYIO XapaKTEPUCTUKY MPoOieM (JOCTUKEHUN );

KpaTKui mepedyeHb 3a/1a4, KOTOpbIe OYIyT MOCTaBJICHBI;

oOpallleHHe K Yy4YacTHUKAM COBEIIAHUS O HEOOXOJAMMOCTH peah3aluu
MEPBOOYEPEIHBIX 3a/1a4.

9. Ilpumenenue, N3roTOBIICHUE
Y XPAHCHUE I1€YATEN U IITAMIIOB U KJIIOUEH JIEKTPOHHBIX MOIMHUCEN

9.1. INopsnok mpuMEHEHHs TeyaTeil U MTaMIIOB.
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9.1.1. Ha ngokymeHTax, TpeOyrOUMX 0COOOT0 yAOCTOBEPEHUS MOJJIMHHOCTH,
CTaBUTCS NI€YaTh.

9.1.2. IIpumenenue repOOBBIX MeUaTEH.

B Anvmunauctpamuum ropona PoctoBa-Ha-J[oHy NPUMEHSIIOTCS CHEAYIOIINE
repOOBBIC MEYATH:

«I'maBa  Apmunuctpaumu  ropojga  PocrtoBa-Ha-/loHy» —  cTaBUTCSH
Ha JIOKYMEHTaX, MOJANHMCAHHBIX TJIABOM AIMHUHHCTpauuu ropoaa PocrtoBa-na-/lony,
XpaHUTCA y HayaJlbHUKA OTAena 10 OOECIEeYEHUI0 JESITENbHOCTU  TJaBbl
AnmMmuHucTpanuu ropoja Pocrosa-na-Jlony;

«AnmuHHCcTpanus ropoga PocrtoBa-Ha-/loHy» — craBuTCS Ha OaHKOBCKHX
JNOKYMEHTAaX, JOrOBOpAax, COTJIAIICHHUSIX M JPYrUX JOKYMEHTAX, ITOANMCAHHBIX
IIEPBBIM  3aMECTHUTENIEM TJaBbl AnmuHucTpauuu ropoga Pocrosa-na-/lony,
3aMECTUTENIIMU  IJ1aBbl  AJIMHUHUCTpauuu roponxa PocroBa-Ha-/loHy, XpaHUTCA
y HayaJbHUKA YINPaBICHUS JOKYMEHTAIIMOHHOTO oOOecreyeHus: AJIMUHUCTpaIuu
ropoaa Pocrosa-na-/[ony;

repOOBBIE I1€YaTH CTaBSTCS:

«I'maBa AnpMunaHCTparuu ropoja Pocroa-na-/{ony» (pazmep 30 MM) — Ha Bcex
JIOKYMEHTAaX, MOAIUCHIBAEMBIX I1aBOM AIMUHHCTpauu ropoaa PoctoBa-Ha-/[ony;

«AnmunaucTpanus ropojga PocroBa-na-Jlony» (pasmep 30 mMMm) — Ha KOMUsX
JIOTOBOPOB, COTJAIIEHUM, JOBEPEHHOCTEW M HMHBIX AKTOB AJIMHUHHCTPALIMU TOPOJa
PocroBa-na-/lony, COZEPIKAIINX OPUTMHAIBHYIO 11eYaTh, B LETAX
CBUJIETEIBCTBOBAHUS BEPHOCTU KOIUN JTOKYMEHTOB JUIsl IPEJICTABIICHUS B Cy/1I€OHBIE,
(benepasibHbIE U rOCY1apCTBEHHBIE OPTaHbl.

OTTuCcK meyatu TNpOCTABISIETCS HA JOKYMEHTAaX B COOTBETCTBUM C TMOAITYHKTOM
4.3.20 nactosmert MHCTpYyKITHN.

9.1.3. [IpumeHenne HErepOOBHIX MEYATEH.

HerepOoBbie neuatu AaMunuctpaiuu ropoja PocroBa-na-Jlony craBsitcs:

«yIpaBlIEHUE JOKYMEHTAlMOHHOTO obecreyeHus: AJMHHHUCTpAlMU Topoja
PocroBa-Ha-/IoHy» — Ha KOMaHIUWPOBOYHBIX YIOCTOBEPEHUSAX, HA MOMAMMCIX
3aMecTUTeNel TiaBbl AIMHUHUCTpaluu ropojaa PocroBa-Ha-/loHy U pykoBoguTeEnei
KYpUPYEMBIMU UMH NOJIPA3/IEICHUSIMU,;

«CEKTOp HOPMATHUBHBIX JOKYMEHTOB yHOPAaBJICHUA JOKYMEHTAllMOHHOTO
oOecrieueHuss AamuHucTpanuu ropoja PocroBa-Ha-/loHy» — Ha pacnopsHKeHUsX
Y ITIOCTAaHOBJICHUX AnMuHucTpaunu ropoja Pocrosa-na-/lony;

«KaHLEJSIPUS YIIPaBJICHUS NOKYMEHTALIMOHHOTO oOecrieueHus
Anmunuctpauun ropoaa PocroBa-Ha-J[oHy» Ha — peecTpax Mo OTIPABKE 3aKa3HOU
MOYTOBOM KOPPECTIOHACHIINH;

«Cnenuacts AnmuHucTpauuu ropoja PocroBa-Ha-/{oHy», «lis makeToB» —
Ha JIOKYMEHTBI, OTIpaBISiEMble OTIAEJIOM MO MOOMJIM3aUMOHHOW  paboTe
AnmvmuHucTpanuu ropoja Pocrosa-na-/lony;

«OTaen BHEHMIHUX CBSI3€M M MEXMYHUUUIAIBHOTO  COTPYAHUYECTBA
AnvuHuctpanuun  ropona  PocroBa-Ha-loHy. s MPUITIALICHUN»  —
Ha MPUIIAICHUSX;

«YmpaBieHue 1O BOOpOCaM  MYHHUIMIAIBHOM  CIYyKObl H  KaapoB
AnvuHucTtpanuu ropojga PocrtoBa-Ha-/[oHy» Ha JOKyMEHTax MO KaJpOBBIM
BOIIPOCAM, TPYJIOBbIX KHM>KKAaX, KOMUAX JUIIJIOMOB, CIIPABOK, AaHKET U T.J.
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9.1.4. Illtamnbl ¢ (aKCUMUIBHBIM BOCIPOM3BEJACHUEM IIOJIMUCH TJIABBI
AnvmuHucTpanuu  ropojga  PoctoBa-Ha-JloHy, TmepBOro 3amMecTUTENs  TJIaBbl
AnMuHuCTpaluu ropojaa PoctoBa-Ha-/[oHy paspeniaercs UCIONb30BaTh HA KOIHUSX,
MOANMCAHHBIX JOKYMEHTOB, MTO3/IPaBUTEIBHBIX aJIpecax, OTKPBITKAX U TeJIerpaMmax.

Hcnonb3oBanue mramMnoB ¢ (aKCUMUIBHBIM BOCIPOM3BEICHUEM IOJITUCEH
pu 0OPMIICHUH TTONIMHHUKOB BCEX JIOKYMEHTOB 3amperaeTcs.

9.1.5. Jlnsa mpocTaBiIeHHs] OTMETOK O TTOJIYYCHHUH, PETUCTPAINH, TTPOXO0KICHUN
Y UCTIOJTHEHUH JTOKYMEHTOB, JPYTUX OTMETOK CIPABOYHOIO XapaKTepa MPUMEHSIOTCS
COOTBETCTBYIOIIHUE IITAMIIBI.

9.2. H3roromjicHUE IEYATECH U IITAMIIOB.

9.2.1. M3roroBicHHE NIEYaTed W INTAMIIOB, HCOOXOIHMMBIX IS OOCCIICUCHUS
JNeATENIbHOCTH  AnMuUHMCTpanuu  ropojga  PocrtoBa-Ha-JloHy, mpoW3BOAUTCS
II0 PAa3pElICHUI0 3aMECTUTEN TJIaBbl AIMHHUCTpanuu ropoaa Pocrosa-na-/loHy
10 OPraHMU3alMOHHO-TIPABOBBIM U KaJPOBBIM BOIIPOCAM.

9.2.2. OOpa3npl meyaTeld M INTAaMIIOB COTJIACOBBIBAIOTCSA C YIIPaBICHHUEM
JIOKyMEHTAIMOHHOT0 oOecrnieueHusi AAMUHUCTpaiuu ropoaa PocroBa-na-Jlony.

9.2.3. [lucbMa-3assBKM 00  WBTOTOBJICGHUM  TleYaTe WM  IITaMIIOB
C PE30dIOLMEN 3aMecTUTeNs TriaaBbl AJIMHHUCTpauuu ropoja PocroBa-Ha-lloHy
[0 OPraHU3ALMOHHO-TIPABOBBIM U KaJPOBBIM BOIIPOCAM HANPABISIOTCSA B YIPABIICHUE
JIOKYMEHTallMOHHOTO ~ obecrieueHus AnMuHHUCTpauu  ropoaa Poctoa-Ha-/loHy
JUTSI KCTIOJTHEHHUS 3aKa3a.

0.2.4. V3roToBieHHBIC TI€YaTH W INTAaMIB, B TOM 4HCJE, (aKCUMUIIE,
VUUTBHIBAIOTCS B YMNPABICHUU JTOKYMEHTAI[MOHHOTO OOecreueHus AJMUHUCTpaIuu
ropoga PocroBa-Ha-JloHy B cremuansHOM OKypHaie (npuwioxkenune No 12)
K Hacroswmed MHCTpyKIMM IO JeTONpOM3BOACTBY B AJIMUHHCTPALMM TOpoAa
PocroBa-na-/lony.

M3rotoBieHHble  TeYaTM W IITaMIIbl  BBIAAIOTCA  YNpPaBJICHUEM
JIOKyMEHTAITMOHHOTO obecreueHuss AIMUHUCTpaIuu ropoja PocroBa-nHa-JloHy moj
pocnich pabOTHUKAM (PYHKIIMOHAIBHBIX TMOJPA3ACICHU AJTMUHUCTPAIMU TOPOJa
PocroBa-Ha-/{oHy, OTBEYalOLIUM 32 UX UCIOJI30BAHUE U COXPAHHOCTb.

9.2.5. IlItammel c (haKCUMUITLHBIM BOCITPOM3BEICHUEM MOJITHNCH
M3rOTaBIMBAIOTCS I TJIaBbl AAMUHHCTpanuu ropoaa PocroBa-na-/loHy 1 nepBoro
3aMEeCTUTENs IJ1aBbl AJIMUHHUCTpalu ropoaa PoctoBa-na-JloHy.

9.2.6. B (yHKIMOHATBHBIX MOJAPA3ACICHUSX  AJIMUHHCTPAIIMK  TOpoja
PocTtoBa-Ha-/{oHy neyaTu U IITaMIIbl XpaHATCA B HECTOPAEMbIX HIKadax win cerdax.

OTBETCTBEHHOCTh W KOHTPOJIb 3a COOJIIOJICHUEM TMOpsJIKa HCIOIb30BaAHUS
W XpaHEGHHs TeYarel U ITaMroB B  (YHKIMOHAJIBHBIX MOApPA3IEICHUIX
AnmMunHucTpaiuu ropoja PocroBa-Ha-/{oHy Bo3nararoTcsi Ha UX pyKOBOJUTENICH.

PykoBomutenb, KOTOpoMy OBbUIM BBbIIAHBI TI€YaTh WM IOTaMI, MpHU
OCBOOOKJIEHUH OT JOJHKHOCTH 00sI3aH CIaTh UX B YMPAaBICHUE JOKYMEHTAI[MOHHOTO
obecrieueHus AqMuHucTpauu ropoja Pocroa-na-/lony.

9.2.7. Tlpumenmue B HETOMHOCTh W AHHYJIMPOBAHHBIC TMEUYATH W IITAMIIBI
BO3BPAIIAIOTCS B YMpaBIEHHWE JOKYMEHTAIIMOHHOTO OOecTedeHruss AIMUHUCTPAINH
ropona PocroBa-Ha-/IoHy ¥ yHHUYTOXAKOTCS 1O akTy. B KypHane yuera
MPOCTABIISFOTCSL COOTBETCTBYIOIINE OTMETKH.
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JUJIsl YHUUYTOXKEHHSI TPUILEIUINX B HErOJHOCTh M aHHYJMPOBAHHBIX IeyaTei
U IITaMNIoOB B AAMUHUCTpaluu ropoaa PoctoBa-Ha-JloHy co3aeTcsi KOMUCCHS.

9.2.8. O6 yrepe mewaTtu, mramna, GakCUMHIE HE3aMEUIMTEIbHO CTaBUTCS
B M3BECTHOCTH VYIPABJICHHE JIOKYMEHTAIIMOHHOTO oOecrneueHuss AJIMUHUCTPAIUU
ropona PocrtoBa-Ha-/loHy, KOTOpoe, B CBOIO ouepeab, HHpopmupyer o0 3ToM
3aMeCTHUTeNIA IIaBbl AIMUHUCTpaMu ropojia PocroBa-Ha-J{oHy 1Mo opraHu3aioHHO-
MIPABOBBIM M KaJPOBEIM BOTIPOCAM.

9.2.9. Ilpu mnepenave H>IEKTPOHHBIX JTOKYMEHTOB Ha DSJIEKTPOHHBIM ajapec
OpYrol oOpraHu3alMM, a TaKxke s O0OMEHa »3JEKTPOHHBIMH JOKYMEHTAMHU
no cucreme «Jlemo» B AnMmuHucTpauuu  ropojga  PocroBa-na-Jlony
U (QYHKIIMOHAIBHBIX  TOAPA3NCICHUSIX,  OTpacieBbiX  ((PYHKIIMOHAITHHBIX)
U TEPPUTOPHAIBHBIX OpPraHOB MOXET WcHoib3oBaThcss Il Ha OCHOBaHHH
®denepanpHoro 3akoHa oT 06.04.2011 Ne 63-D3 «O0 31eKTPOHHON TTOATHCH.

9.2.10. DneKTpOHHBIN TOKYMEHT, moAnucanHbiid D11, mpu3HaeTcs: paBHO3HAYHBIM
JIOKYMEHTY Ha OyMa)KHOM HOCHUTENIE, MOANUCAHHOMY COOCTBEHHOPYYHOM MOJIMHUCHIO,
U UMEET OJIMHAKOBYI0 C HUM IOPUIMYECKYIO CHJIy IpH COOJIOJICHUH YCJIOBHA,
OTpeJIeICHHBIX MPaBOBbIMU akTamMu Poccuiickoit denepaiuu u PocTtoBckoit o01acT.

9.2.11. Kimtou DI siBnsiercs KOHPUACHIIMAIBHOW HHPOPMALIUEH U 3aUIIACTCS
B COOTBETCTBUM C 3aKoHojaaTeabCcTBOM Poccuiickoit ®denepanuu. Brnagenen Ol
CaMOCTOATENILHO 0053aH CIEIUTh 32 CPOKOM OKOHYaHus cBoel DII.

10. Opraauzanus J0KyMeHTO000pOTa
Y UCTIOJTHCHUS TOKYMEHTOB

10.1. OGmwme mpaBwmiIa OpraHU3aIul TOKyMEHTO000pOTa.

10.1.1. JImkeHne HOKyMEHTOB B AAMHHHCTparuu ropoja PocroBa-Ha-/{ony
C MOMEHTa HUX CO3[aHUs WIHA MOJYyYEHHs A0 3aBEPUICHUS HCIIOJIHEHMS, OTIIPABKU
WIM cJayd B apxuB oOpa3yeT JOKYMEHTOOOOpOT, KOTOpBIM COCTOMT M3 Tpex
OCHOBHBIX JIOKYMEHTONOTOKOB: BXOJSIIKE (IOCTYNAIOLIUE) JOKYMEHTBI; UCXOASILNE
(oTnpaBnisieMble)  JOKYMEHTBI; BHYTPEHHUE JIOKyMEHTHl  (pa3palaThiBaeMble
B (DYHKIMOHAIBHBIX MOApa3AeieHUsIX AJIMUHUCTpauuu ropojga PocroBa-nHa-Jlony
Y HE HaNpaBJISIEMbIE 3a €0 MPEIEbI).

10.1.2. Tlopsgok MpPOXOXKACHHUS JTOKYMEHTOB Ha OyMaXKHbIX HOCHUTENISIX
U DJJEKTPOHHBIX  JIOKYMEHTOB M  ONEpalud, MNpPOU3BOAUMBIE C  HHUMH
B AamuHuctpauuu ropoaa PoctoBa-Ha-/{oHy, perinamMeHTHpPYIOTCS HaCTOSIIeH
Wuctpyknueit u PernamentoM padboTel AnMunHucTpanuu ropoaa Pocrosa-na-Jlony.

10.1.3. JIokymMmeHTOOOOPOT OCYIIECTBISETCS C HCIOJIb30BAHUEM CHCTEMBI
«/deno». Bce peiicTBus, MPOU3BOAUMBIE C JOKYMEHTOM (pErucTpalusi, BHECEHUE
PE30JIoLUA, BUBHMPOBAHUE, MOJANUCH, IOCTAHOBKA U CHSTUE C KOHTPOJIA, Mepeaaya,
O3HaKOMJIEHUE, CIIUCaHHE JOKyMEHTa B JIeJI0, Mepeaaya B apXuB), B 0053aTEIbHOM
nopsiike GUKCUPYIOTCS B PETUCTPAIMOHHON KapTouke cucteMbl «Jlemoy. IIpu sTom
k PK B oOs3atensHOM mopsiake NODKEH OBITh MPUKPEIUICH (aiiyl 3IeKTPOHHOTO
JOKYMEHTA!

JUTS AIEKTPOHHBIX TIOKyMeHTOB: Portable Document Format (PDF; PDF/A-1);

JUIA 3JIEKTPOHHBIX KOMMHA JOKyMeHTa Ha OymakHoM Hocutene: Portable

Document Format (PDF; PDF/A-1).
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JIOKyMeHTBI, UMEWIIME BpeMeHHble cpoku  xpaHeHus  (mo 10 jer
BKJIFOUHUTEINIHO), MOTYT CO3JaBaThCs, XPAHUTHCS U UCIOJIb30BATHCSA UCKIIIOUUTENHHO
B (hopMe 3IIEKTPOHHBIX JOKYMEHTOB.

10.2. IIpuewm, perucrtpaliys, OTIIpaBKa JOKYMEHTOB.

10.2.1. JloctaBka TOKYMEHTOB B AJIMUHHCTpainuio ropoaa PoctoBa-Ha-/{oHy
OCYUIECTBIISIETCS CPEICTBAMHU TOUYTOBOM, (PebABErepCKONl M CHEIUaTbHOU CBS3H,
MOCPEJICTBOM PA3JIMYHBIX BUAOB DJICKTPOHHOU CBsI3U ((hakcHMIIbHAS, Tenerpadnas,
9JICKTPOHHAS T0YTA, a TAK)KE HAPOUHBIMHU, KyphePaMH, TPaXkKTaHaAMH ).

[TocpenctBoM  TOYTOBOHM,  (PEeNbIBETEPCKOM W CHCIUAIBHOW  CBS3HU
JOCTABJISIETCSl CITY)KeOHAasi KOPPECTIOHICHITUS B BUJE MPOCTHIX M 3aKa3HBIX THCEM,
OaHAeposiel U MaKeTOB, NEYaTHBIX M3aHni. CrieluanucThl KaHIEISIPUN yIIPaBICHUS
JOKyMEHTAITMOHHOTO o0ecnedeHuss AamMuHUCTpanuu Topoja PocroBa-Ha-JloHy
MPUHUMAIOT JOKYMEHTBI MO/ MOJIIKCH.

[Ipu npremMe KOPpECHOHICHIIMU OT HAPOUYHBIX U KYPHEPOB B PA3HOCHOW KHUTE
(peectpe) OTIpaBUTENS WJIM Ha BTOPOM 3K3EMIUIApPE (KOMHH) TOKYMEHTA CTaBUTCSA
mTaMn AJMUHUCTpanuu ropoja PocroBa-Ha-/loHy € yka3aHHeM [aTbl Npuema
JIOKyMEHTa, P He0OXOAUMOCTH — MOJMUCH PAOOTHUKA, IPUHSBILETO TOKYMEHT.

JIOKyMeHTBI, TOCTYyNHUBIIME Ha OyMa)XHOM Hocutelne wWid B (opme
ANEKTPOHHOTO  JAOKymMeHTa u3 Anmunuctpauuu IIpesupenta Poccuiickoit
Oenepanuun, IlpaBurensctBa Poccuiickonn ®enepaunn, namar denepanbHOroO
CoOpanust Poccuiickoii @enepanuu, ot uineHoB Cosera denepanuu U AEMyTaTOB
I'ocynapctBennoit Jlympr ®enepansHoro CobOpanusi Poccuiickoit ®Denepaiiuu,
3akoHogaTeapHOr0 coOpanus PoctoBckoit oOnactu, I[IpaButenscTtBa PocToBCKOM
obnactu u PocrtoBckoii-Ha-/loHy ropoackoi Jlymbl, €ciy OHM HE aJpecOBaHbI
KOHKPETHOMY JIMIy, B TOT € JEHb PErucTpUpyroTcs B cuctemMe «Jlemno»
B KaHIEISPUU YIPABICHUS JTOKYMEHTAIlMOHHOTO obecrnedueHuss AJIMUHUCTpaIuu
ropoga  PocroBa-na-JloHy W HampaBislOTCA  UISI  PAaCCMOTPEHMUS  IJIaBE
AnvmuHuctpanuu ropoga PocrtoBa-Ha-/[oHy, a B €ro OTCYTCTBUE — IIE€PBOMY
3aMECTUTENIO TIaBbl AJIMUHUCTpauuu ropoja PocroBa-Ha-J[oHy, 3a HCKIIOUEHHEM
KOPPECTIOHICHITUH, UMEIOIIEH OTHOIIIEHUE K OOpaIeHUSIM TPaK/IaH.

[lepBuunass o0OpaboTKa JOKYMEHTOB 3aBEpIIacTCs WX pacrupeeiecHueM
Ha perucTpupyembie U Hepeructpupyemole. K mokyMeHTam, He NOMJIEKAIIUM
perucTpanuu, OTHOCSITCS ~ JIOKYMEHTBHI, HEe  TpeOyrouue UCTIOTHEHUS
U HE cojieprkaiiie nHGOpMaIuK, KOTOpasi MOXKET ObITh UCTOJIb30BaHA B CIIPABOYHBIX
LETISX.

10.2.2.  JlokyMeHTBHI,  TOCTyHaromme Ha  OYMaXHBIX  HOCHUTEIIX,
PETUCTPUPYIOTCA B cuUcTeMe «Jleno», CKaHMPYIOTCS W HAaIpaBJISIIOTCS MO CUCTEME
«/lemo» Ha pacCMOTpEeHHE aapecary.

10.2.3. Ilpu peructpauuu BXOJSAIIMX JOKYMEHTOB OJIMHAKOBOTO COJEPKaHUS,
HO HaIlPaBJICHHBIX HECKOJIbKUM aJipecaram, KakJloMy U3 JIOKYMEHTOB ITPUCBANBACTCS
cBoil Homep. Ha OymaxxHOM HOCHTENE TMPOCTABISIETCS INTAMI C BXOJSAIIAM
MOPSIAKOBBIM HOMEPOM.

10.2.4. K peructpauuu u aanpHeied o0paboTke B KaHUEISIPUN yIPaBICHUS
JTOKyMEHTAITMOHHOTO o0ecniedeHus: AamuHucTpanuu Ttopona PocroBa-Ha-JloHy
MPUHUMAIOTCS TIOKYMEHTBI, aJpecoBaHHbIE AJIMUHUCTpauu ropoza
PoctoBa-Ha-/lony, rnaBe ApmuHuctpauuu ropoja PocrtoBa-na-llony, nepBomy
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3aMECTHUTEINII0 TJ1aBbl AJIMHUHHUCTpanuu Tropoja PocrtoBa-Ha-/{oHy, 3amecTUTENsIM
riaBbl AAMHHHCTpauuud ropoja PocroBa-Ha-JloHy, AOKYMEHTBHI, HalpaBl€HHBIE
B aapec AjamuHHCTpanuu Topoja PocroBa-Ha-J/loHy mo Bompocam cyaeOHOro
MIPOU3BOJICTBA, JOKYMEHTBI, MIOCTYNHUBIINE B apec IaBbl AJMUHHUCTpAIMU TOpoja
PocrtoBa-Ha-/IoHy MO »JEKTpOHHON TouTe W (HaKCUMUIBHOW CBSI3U, JOKYMEHTHI
«ms1 cimy»&eOGHOTOo MOJIB30BaAHUS.

10.2.5. JIokymeHTHI, NOCTYIMBILNE B AJMUHHCTpaLUIO ropoja
PoctoBa-Ha-/loHy, KaHUemspusi yNpaBlIeHUS TOKYMEHTAIIMOHHOTO OOeCIeUeHUs
AnvmuHuctpanuu — ropoaa  PocroBa-Ha-/loHy — copTupyer 1o agpecaram,
PYKOBOJICTBYSICh PACHPEACIICHUEM OOSI3aHHOCTEH MEXy 3aMECTUTENSIMH TJIaBbl
AnmMmunHucTpanuu ropojaa PocroBa-Ha-JloHy u onpenensieT JOKYMEHTBI, MOJIIeKAITUE
perucTpaiuu.

Bce mnocrynuBmue Ha OymMa)KHOM HOCUTENE JOKYMEHTBI, KOHBEPTHI
(Ganmeponu) momaNeKaT —TEPBUYHOM  00pabOTKe, BKIIOYAIONIICH: MPOBEPKY
MPAaBWIBHOCTH aJpPECOBAaHUA U JIOCTABKM JIOKYMEHTOB; MPOBEPKY LEIOCTHOCTH
yMaKoOBKHU (KOHBEPTOB, MAKETOB); BCKPHITHE YIAKOBKH (32 UCKIIOUYEHHUEM KOHBEPTOB,
MAKETOB C MOMETKOM «JIMYHO»); MPOBEPKY IEIOCTHOCTH BXOJSIIMX JOKYMEHTOB,
BKJIIOYAsl TPWIOKEHHS, a TakkKe MpaBUIbHOCTh oQopMieHUs  (Hanuuue
PErUCTPAllMOHHBIX HOMEPOB, TMOJIUCH, T[eYaTu, MPHIOKEHUN), NPOCTaBICHUE
OTMETKH O MOCTYIUICHUU JOKYMEHTA.

HenpaBunbHo odopmiIeHHBIE JOKYMEHTBI BO3BpAILAIOTCA HCIOJHUTEINIO.
OmmOOYHO  JOCTaBJIICHHAs  KOPPECHOHJCHIMS  MEPEChUIaeTCsl  OTIPABUTEIIO
WM 1o HasHadyeHuto. [Ipu 3ToM Ha KOHBepTe B rpade «HOMEp» MPOCTABIACTCS
OykBeHHBIM HUHIEKC «0O3» — «OmMOOYHO 3aciaHHas». Bxopasnue IO0KYMEHTHI
Ha OyMaxHOM HocuTelae 0€3 pEerucTpallioOHHOr0 HOMeEpa, JaThl, MOJIKCH,
0e3 TMPHUJIOKEHUHM, €CIM Ha MX HAJIMYME YKa3aHO B JIOKYMEHTE, C TEXHHYECKUMHU
MOBPEXKICHUAMU, HE PETUCTPUPYIOTCS M BO3BPAIIAIOTCS HCTIOJIHUTEITIO.

[TouToBbIE  OTHpaBiEeHUS, UWMEIOIIUME CTpPaHHbIA 3amax WA  LBET,
MPEANOJIOKUTEIbHO HMEIOIIME BJIOKEHHS, HE XapakTepHble [JIs1 IOYTOBBIX
OTHpABJIEHUN, HE BCKpbIBalOTCA. O MOJy4EHUH MOJO3PUTEIIBHOTO TOYTOBOIO
OTHPABJICHUS [JIOKJIAJbIBAECTCS PYKOBOAUTENIO YIPABICHHUS JOKYMEHTAIIMOHHOTO
obecrieueHus AqmuHucTpanuu ropoja Pocroa-na-Jlony.

[Ipy mnoctymiaeHuu BXOMSIIETO JOKYMEHTa B TOBPEXKJICHHOW YITaKOBKE,
MOBPEXKJIECHUU JOKYMEHTAa WJIM €ro MPWIOKEHHM, MPU OTCYTCTBUM B KOHBEPTE
(makeTe) TOKyMEHTa, €ro YaCTU WJIU MPUJIOKEHUN K HEMY, a TaKXKe MPU OTCYTCTBUU
MOANMUCHA Ha BXOJISIIEM JOKYMEHTE COCTABJISIETCS aKT B TPeX SK3eMIULIpax Ha
OyMa)XHOM  HOCHTENIe, TIOAMUCHIBAEMBIM TpeMs paOOTHUKAMHU  KaHIICJISIPUU
yIpaBJieHUsl TOKYMEHTAIlMOHHOTO o0ecreueHuss AIMUHHUCTpaliuu ropojaa PocTtoBa-
Ha-Jlony.

OnuH 3K3eMIUISIp aKTa OCTAaeTCs y IMOJdydaresiss KOPPECHOHICHIMU, BTOPOIl
MPUOOIIAETCS K MOCTYMHUBIIIEMY MaTepUaly, a TPETHH HAIMpPaBJISETCS OTIPABUTEIIO
JIOKYMEHTA.

KonBepThl, Kak MpaBuiio, YHUUYTOXKAKOTCI, KPOME CIIy4aeB, KOrja TOJILKO IO
HUM MOHO YCTaHOBUTH aJpEC OTHPABUTENS WM JAaThl OTIPABKU M MOITYUYCHHS
JIOKYMEHTOB.
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KouBepthl (nmaketsl) ¢ rpudom «JIMUHO» HE BCKPBIBAIOTCS M MEpeAaroTcs
B OTAEN MO OOECHEYEHUIO JEeATEIbHOCTH TJaBbl AJMUHUCTpAlMd Topoja
PocroBa-Ha-/lony. OcranpHble  JOKYMEHTBl IE€pENAIOTCI Ha  PETUCTPALUIO
U MpeBapUTENIbHOE paccMOTpeHue. Eciu npu BCKPBITUM KOHBEpTa OOHApYKUBaETCA
orMeTka «JIM4HO» HA caMOM JOKYMEHTE, TaKOW JOKYMEHT PErUCTPUpPYETCS
B paboueM NopsJIKe.

10.2.6. [JoKyMEeHTHI, MOCTYIHUBIIUE HEMOCPEACTBEHHO B (PYHKIIMOHAIHHbBIE
nojpasiesieHus, oTpacieBbie ((PYHKIIMOHAIBHBIC) W TEPPUTOPHAIBHBIC OpPTaHBI
Anvunuctpanuu  ropoga PocroBa-Ha-JloHy, aJpecOBaHHbIE PYKOBOAMUTENSAM
(GYHKIIMOHANBHBIX —TOApa3feneHuid AnMuHucTpauud ropoaa PoctoBa-na-Jlony,
JNOJDKHOCTHBIM JiMIIaM AnmuHuctpauuu ropoaa Pocroa-na-/loHy, kaHuenspuen
VOPABJICHHUS  JOKYMEHTAallMOHHOro  oOecrnedyeHus  AJIMHUHHCTpalMUd  ropoja
PocToBa-Ha-/IoHy HE pErucTpUpYyIOTCS U TMEpeAaroTcs 10 Ha3HAYCHUIO IS
JJbHEUIIIEH CaMOCTOATEIbHON PETUCTPALUU B cUcTEME «/leoy.

10.2.7. DnexkTpoHHBIE TOKYMEHTBI, NOCTYNUBILIUE oT JIpPYTUX
rOCYAapCTBEHHBIX OPraHOB WJIA OPraHU3alUi IO 3JIEKTPOHHOM MTOYTE MPUHUMAIOTCS
KaHLEIspUed yOpaBieHUs JOKYMEHTAllMOHHOTO oOecnedeHus AJMHUHUCTpALUU
ropoaa PocroBa-Ha-JloHy 1 BKIIIOUatoTCs B pabOTy KaK BXOASIINE JOKYMEHTHI.

10.2.8. Perucrtpauusi mocTyNUBIINX TOKYMEHTOB MPOU3BOJIUTCS IMyTEM BBOJA
uH(popmanuu 0 HUX B cucreMy «Jlemo». PerucrpauvoHHBII HOMEpP OYEpEeIHOMY
JOKYMEHTY MPUCBAUBAETCS CUCTEMOUN «Jleno» aBTOMAaTHYECKM B COOTBETCTBHUU
C BEIOpAaHHOW HOMEHKJIATYPOM.

Ha Bcex 3aperucTprpoBaHHBIX JOKYMEHTAX, B MPABOM HI>KHEM YTy JHUIEBON
CTOPOHBI TMEPBOIO JIMCTA JOKYMEHTa MPOCTABIAETCS OTMETKa (pEerucTpaluuOHHBINA
mTaMI) C YyKa3aHWEM JaThbl, BXOJSIIET0 PpPErucTpalMoHHOro Homepa. Ilramm
HE J0JDKEH HAHOCUTBCS HAa TEKCTOBYIO YaCTh JOKYMEHTA.

Perucrpamuss ~ BXOASIMX ~ JIOKYMEHTOB  OCYLIECTBIISIETCS B JI€Hb
UX MOCTYIJICHUS WIK HA cleAyrouil padounii neHb. Ha qokyMeHTax, MOCTYUBIINX
no 15:00 yacoB TeKymero JHs, MPOCTABISETCS PErUCTPALMOHHBI HOMEP
C YKa3aHMEeM JaThl IMOCTYIUIEHUs, Ha mnoctynuBmux mnociae 15:00 yacoB —
PETUCTPAIMOHHBIN HOMED C IaTOH CIEAYIONIEro padovero JHs.

Joxymentsl ¢ mnometkamu «Cpouno», «Becbma cpouHo», «BpyduTh
HEMEJJICHHO» U TeJIErPAMMbl PETUCTPUPYIOTCS HE3AMEITUTENBHO.

10.2.9. JoxymeHTHI (1I0YTa) HA pacCMOTpEHHE I1aBe AJIMUHUCTPALMHA TOpOaa
PoctoBa-Ha-/loHy mnepenaroTcsi MPUEMHBIMUA 3aMECTUTEINICH TJIaBbl AJIMUHUCTPAIIUU
ropona PoctoBa-Ha-/loHy, a Takxke ee (YHKIMOHAIBHBIMU TOJPA3ACICHUIMH,
OTpAaCIIEBBIMHU (pyHKIIMOHATBHBIMU ) 17§ TEPPUTOPUAIILHBIMU OpraHamu
AnmMunuctpanuu ropoga PoctoBa-Ha-JIoOHy M WMHBIMU OpraHu3alUsiMd B OTIEIN
no 00ECNeYeHHUI0 ACATENbHOCTU IUIaBbl AIMUHUCTpanuu ropojga PoctoBa-Ha-JloHy
B CIICAYIOILLEM PEKUME:

MOHEJIEIbHUK — YeTBepr Ha OymMakHOM HocuTene 10 15:30, B 3ieKTpoHHOM
Buae no 17:00;

nsATHUIA Ha OymMakHoM HocuTene 10 14:30, B anexTponHom Buze A0 16:00.

HokymenTtsl ¢ mnomeTkod «CpouHo», «Becbma CpoyHO» B aJpec TJIaBbl
AnMuHucTpanuu ropoja PoctoBa-Ha-J/IoHy perucTpupyroTcs IOCHE YKa3aHHOrO
BPEMEHU  KaHIEJsApUed  ympaBleHUs  JOKYMEHTAIMOHHOTO  oOecreuyeHus
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Anmunuctpanuu ropojaa PocroBa-Ha-JloHy mnociie npeaBapuTeIbHOIO COrIACOBAHMS
C HAYaJIbHUKOM OTJieJla MO OOECHEYEHUIO NEATebHOCTH TJIaBbl AJIMUHUCTPALIUU
ropoaa PocroBa-na-/{ony.

10.2.10. Ilpm perucTpamuu BXOJAIIETO JOKYMEHTa B cucTeMe «J/lemo»
B PK nokyMeHTa BHOCATCS CIEAYIOIINE CBEACHMUS:

PErMCTPAllMOHHBIM  HOMEp  (BXOJSIIMI) MOCTYIUIEHHS  (TMPOCTaBIISIETCS
aBTOMATHYECKH);

JaTa TOCTYIUICHHS TOKYMEHTa (TIPOCTaBIISICTCS aBTOMAaTUIECKH);

KOPPECIOHJIEHT (OpraHu3aliysi — aBTop JOKYMEHTA);

PETHCTPAIMOHHBIN HOMEP TOCTYITHUBIIIETO TOKYMEHTA,;

JaTa TOCTYIUBIIETO JOKYMEHTA,

(haMuTIs ¥ MTHUIUAIIBI JIUIIA, TOATNUCABIIETO JOKYMEHT;

coctaB (KOJMYECTBO JIMCTOB OCHOBHOTO JOKYMEHTa M  KOJUYECTBO
MPUIOKEHUH, 00I1Iee KOJIMYECTBO JIUCTOB MPHIIOKEHU);

daiin nokyMeHTa (JIEKTpOHHAsI KOIUS IOKYMEHTA);

BU/ JIOCTaBKU;

ajzpecar;

coJiepKaHue (3aroJOBOK K TEKCTY).

Ecnu Bxoasmumii JOKyMEHT MOCTYIUII B OyMaXkHOU (opme, TO JJI MOITyICHUS
AJIEKTPOHHON KOTHMH JIOKYMEHTa OH JOJDKEH OBITh OTCKaHUpOBaH. JIOKYMEHT
CKaHHPYETCsl TIOCJIC TMPHUCBOCHUS €My PETHUCTPAIlMOHHOTO HoMepa, 3areM k PK
MPUKPEIUBICTCS DJIEKTPOHHAS KOMUSA JOKYMEHTa ¢ TPWIOKEHUsAMH (TP WX
HaJIU4un).

He ckaHmpyroTcs W HE MNPUKPEIUIAIOTCS K PErUCTPAIMOHHBIM —KapTam
CIIEYIOIINE JOKYMEHTHI:

CoZiepiKallie TepCOoHaJbHbIe JaHHbIE O pabOTHUKAaX OPraHOB MECTHOTO
CaMOYIIPaBJICHUS, TOCYJAPCTBEHHBIX OPraHOB, W JPYTUX TpaxJaaH, B TOM YHCIIC
KaJIpOBBIE JOKYMEHTHI U HarpaIHbIE MaTEPHAIIbI;

NPWIOKEHUS K COMPOBOAUTEIBHBIM THUCHbMaM, COJEpKaIlllie CBEICHUS
0 JI0X0J1aX, pacxojax, 00 UMYIIECTBE U 0053aTeIbCTBAX UMYIIIECTBEHHOTO XapaKTepa
rOCYAapCTBEHHBIX CIYXKallUX, JIMI, 3aMEHIaoNUX TOCYAapCTBEHHbBIC TOJKHOCTH,
MYHHUITUTIATBHBIC TOJKHOCTH W UHBIX JIUIL;

npwiiaracMble K MHChbMaM HOTAapUaJIbHO 3aBEPCHHBIC, a TaKXKE CIIUTHIC
JIOKYMEHTBI, 3aBEPCHHBIC ITOITUCHIO0 JTOJDKHOCTHOTO JIMIAa M TIeYaThl0 OpraHU3aIluiH,
B TOM YHCJIE CyJeOHbIE pelIeHus (B TIOCIEAHEM CIIydae CKaHUPYETCS TOJIBKO TiepBast
CTpaHHuIla TOKYMEHTA);

JOKYMEHTBI, UMCIOIIME B CBOEM COCTaBE OOBEMHBIC CIIUTHIC MPHIIOKCHUS
(OpomuTtophl, KHUTH, Ta3€Thl, )KYPHAJIBI U TaK Jlajiee) 00beMoM cBbIIe 50 JTUCTOB;

JTOKYMEHTBI, 0pOpMJICHHBIC Ha JTUCTaX GopMaTa, mpeBsImaromero A4;

HECHIUThIC (HECOPOIIIOPOBAHHBIC) JOKYMEHTHI WM TIPUJIOKCHUS K HUIM OYEHBb
0O0JIBIIIOr0 00BEMA;

JOKYMEHTBI, O(pOpMIICHHbIE Ha OyMare HecTaHAApTHOW ToiuHbI (MeHee 30
r/M2 unu 6onee 200 r/m2). B cucreme «/leno» He peructpupyercs nHbopmanus
OTPaHUYECHHOTO JIOCTYIA U WH(OpMAITUs, COCTABIISIIONIAS TOCY/TAPCTBEHHYIO TalHY.
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[Ipu peructpauyi JTOKyMEHTa, SBJSIOLIETOCS OTBETOM Ha HCXOASIIMMA
JOKYMEHT WJIU TMPUCIAHHBIM B JOMOJHEHHE K paHee HaIpaBiICHHOMY JIOKYMEHTY,
B PK nokymMmeHTa nenaercsi COOTBETCTBYIOIIAS CChUIKA (CBSI3KA).

[Ipu monydyeHWH TOBTOPHBIX JAOKYMEHTOB IO OJHOMY M TOMY K€ BOIPOCY
3anonHsoTcess HOBble PK gokymeHTa co cChUIKOM (CBSI3KOM) Ha BXOMASIIMA HOMEP
U JaTy IPEAbIAYIIEro JOKYMEHTA.

10.2.11. Bxoxmsmuii JOKYMEHT HE3aBHCUMO OT TOTO B Kakod ¢opme
OH mocTyni (OyMakHON HIIM 3JIEKTPOHHOM) MOANICKUT PETUCTPALIUU TOJIBKO B TOM
cllydae, €Clid €ro KaueCTBO MO3BOJISIET OJHO3HAYHO U 0€30IHO0YHO MTPOYUTATh TEKCT
JOKYMEHTA U MOHATH €0 COJAEPIKAHHE.

Ha kauecTBO JOKyMEHTa BIHSIOT Cleytomue (pakTophbl:

KOHTPACTHOCTH (COOTHOITICHUE SIPKOCTH TEKCTa/(hoHA TOKYMEHTA);

YETKOCTh TEKCTA;

nepexTsl N300pakeHus («HAoJI3aHue» CTPOK; TEMHbIE WM CBETJbIEC ISITHA
1 TOMY T10JI00HO€);

«o0pe3aHue» TEKCTa M0 OJHOMY MJIM HECKOJIBKUM KpasiM.

Ecnim Ha perucrpanuio NOCTYNUI JOKYMEHT HEYJAOBJIETBOPUTEIBHOTO
KayecTBa, TO PaOOTHUK, PETUCTPUPYIOMIMHA JOKYMEHTHI (Jajiee — pPETUCTPaTop),
MMEET MPaBO OTKA3aTh B PETMCTPALMM JAHHOIO JOKYMEHTA C YKa3aHUEM IMPUUYUHBI
OTKa3a.

Ecnm noxymeHT conepkut nometku «Becbma cpouno», «Cpouno», «BpydnTs
HEMEJUICHHO» WJIM M3 TEKCTa JOKYMEHTa CIEIYeT, YTO OH COJEPKHUT CpPOYHOE
MOPYYEHHUE WJIU COOOIIeHue, TpeOyIolllee HEMEUICHHONW Mepefayl, TO PErucTpaTop
JOJDKEH 3aperucTpUpOBaTh JOKYMEHT, HEB3HMpas Ha €ro HEyJOBJIETBOPUTEIHHOE
KaueCTBO, M C/IENIaTh COOTBETCTBYIOILIEE HAIIPABIICHUE.

IIpu cxaHupoBaHUM OYMa)KHOTO JAOKYMEHTA YAOBJIETBOPUTEIBHOIO KauecTBa
pPEerucTpaTrop AOHKEH JOOUTHCS MOTYYEHMs 3JIEKTPOHHOW KONMUHM 3TOTO JOKyMEHTa
TaK)K€ yJ0BJIETBOPUTEIIBHOIO Ka4eCTBa.

[Ipu ckanupoBaHUM OyMa)kKHOTO JOKYMEHTa HEOOXOAMMO PYKOBOJICTBOBATHCS
CJIEIYIOLMMU ITpaBUIIaAMMU:

CKaHMPOBATh CTPAHMIIBI JOKYMEHTA B IIPABHIIBHOW MTOCJIEI0BATEIBHOCTH;

HE CKAaHMPOBAThH MTOBTOPSIOIIMECS CTPAHULIBI;

HE CKaHUPOBATh NMyCThI€ (UUCTHIE) CTPAHULIBI;

HE CKaHUPOBaTh OOOPOTHYIO CTOPOHY IIOCJIEJHEr0 JUCTa JOKYMEHTa,
B HIKHEHN yacTu kotopoi ykazansl @.1.0O. u tenedoH ucnosHuTenss JOKyMEHTa,

Ipu HEOOXOJUMOCTH HM3MEHHUTh OPHUEHTAIUI0 (TOBEPHYTh) CTPAHUIIBI CKaH-
KOIUU JOKYMEHTa JIJIsl y100CTBa YTEHUS.

JIOKyMeHTbI, HampaBlieHHble 10 cuctemMe «Jlemo» ¢ HapylieHuem
YCTQHOBJIEHHOTO TMOpSAKA 3alOJIHEHUS PEKBU3UTOB PETMCTPAMOHHOM KapTOUYKU
JOKYMEHTa, B TOM 4YHCIE HE wuMelone ¢ailia 3JIeKTPOHHOTO JIOKyMEHTa
(3JIEKTpPOHHOM KOMHMM JOKyMeHTa) mnoanucanHoro Ol He paccMaTpuBaroTCs
0O YCTpPAaHEHHUsS HApyLIEHWH COIJIACHO IPAaBOBOMY akTy AJIMHUHHMCTpAaLMM Tropoja
PocroBa-na-/lony.

10.2.12. Tlocne peructpalv JOKYMEHTOB, MOCTYNUBIIMX Ha OyMa)KHOM
HOCHTEJIE, OHU HANpPAaBIIAOTCS MO CUCTEME «/Jle10» B 3J€KTpOHHbIE KAOMHETHI IIaBbl
AnmMuHucTpanuu ropoja PocroBa-Ha-/loHy, nprueMHON NMEPBOTO 3aMECTUTENS TJIaBbl
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AnmvuHucTpanuu ropoga PocroBa-Ha-/[oHy, 3aMmecTuTenel Ii1aBsl AJMUHUCTPALUU
ropoaa Pocrosa-na-/{ony.

Pacchuika JTOKyMEHTOB € pE30NIOIMEN O0ECHeunBaeTcss ¢ HCIOJIb30BAHUEM
cucteMbl «/leno» paboTHMKaMM OTAeNa MO OOECIEUEHUIO ICSATENbHOCTH TJIaBbl
AnmMuHHCcTpanuu ropoja PocroBa-Ha-/[0Hy, IpUEeMHON NIEPBOTO 3aMECTUTENS TJIaBbI
AnmvuHucTpanuun ropoxa PocroBa-Ha-JlOHY, NpPHEMHBIMH 3aMECTUTENEH TJIABbI
AnmMuHucTpanuu ropoja PoctoBa-Ha-/[oHy, NpHEMHBIX PYKOBOAMTENEH, BHECIIUX
ATy PE30JIIOLHUIO.

10.2.13. 3apeructpupoBaHHbIE JOKYMEHTBI, KOPPECHOHACHIUSA C OTMETKOM
«JIn4HO», a TaKkKe HEPETHCTPUPYEMBIE JOKYMEHTBHI IEPENAIOTCSA 110 HAa3HAYEHUIO
B JI€Hb PETUCTpallMM, CpPOYHAs  KOPPECIIOHJACHLMS W  TEIerpamMmbl  —
HE3aMEJIUTEIBHO.

B cmywae HeoOXOAMMOCTH JOKYMEHTBI Ha OyMa)XHOM  HOCHTEIE,
3apETrUCTPUPOBAHHBIE B CUCTEME « /1oy, IepenatoTes 110 Ha3HAYEHUIO 01 ITOAIINCH.

B nmemsix KOHTpoOJs MOCTyHMawIUX TpeOOBaHUI OT MPaBOOXPAaHUTEIbHBIX
opraHoB, a Takxe YmnpapieHus @DeneparbHoi AHTUMOHOMONBHON CiyX)ObI
Poccniickon @enepanuu U MOCIEAYIOIEN KOOPAUHALUNA IEATEIIBHOCTU OTPACIIEBBIX
(byHKIMOHANBHBIX) W TEPPUTOPHAIBHBIX, OpPraHOB AJIMUHUCTPALMK TOpOja
PocroBa-Ha-/loHy, npu perucrpauuu B cucTeMe «Jleno» BXOAAIIUX TOKYMEHTOB,
IIOCTYNUBIINX B aJpec TJIaBpl AIMHHUCTpanuu ropoaa Pocrosa-na-/[oHy, nmepBoro
3amectuTenss IaBbl AamuHHcTpanmu ropoxa PocroBa-Ha-JloHy, 3amecTurenein
rnaBbel AgMuHHCTpanuu ropona PocroBa-Ha-JlOHy, B PErMCTPalMOHHOM KapTOYKE
(manee — PK) BTOpBIM ajgpecaToM BBIOMpAETCS HAYAJIbHHK MPABOBOTO YINPAaBIICHUS
Anmvunuctpanuu ropoga Pocrosa-na-/lony.

Bxoasmas cyneOHas KOppPECHOHJEHLMS, aJpecoBaHHAs B AJIMUHUCTPALMIO
roposia PoctoBa-Ha-/{oHy, OJIEKUT pErucTpaliii B cucteMe «Jleno» kaHmenspuei
yIOpaBieHUs  JOKYMEHTAallMOHHOTO  oOecredeHuss  AJMHMHHUCTpallMM — Topoja
PocrtoBa-Ha-/IoHy B ajapec HayaJbHMKA IPAaBOBOIO YIPaBICHUS AJIMHHHCTPALUU
ropoaa Pocrosa-Ha-/[ony.

10.2.14. TlucbmenHble oOpamieHusi TpaxaaH, muchbma uieHOB CoBera
@®enepanu u nenytatoB ['ocynapctBenHort Jymsr ®enepanbHoro Cobpanus
Poccuiickoii @enepanuu, aemytatoB 3akoHomaTenbHoro CoOpanus PocTtoBckoit
00JaCTH, NIEMyTaTOB MPEICTABUTEIBHBIX OPTraHOB MYHHIIMNAIbHBIX OOpa30BaHMMA
PocToBckolt 0o0nacTu, nmuchbMa OPUAMYECKUX JIUI] M MHCbMa APYTUX OpraHU3aLN,
Kacaroniyecss BOMPOCOB  OOpallleHH Tpak[JaH, YYUTHIBAIOTCA KaHIEJIspUuen
VOPABJICHUS ~ JOKYMEHTAIlMOHHOro  oOecrieuyeHus  AJMUHUCTpAlMM  Topoja
PoctoBa-Ha-/lony u mnepemarorcs ISl pETUCTpallid B CEKTOp 1O paboTe
c oOpamieHUsIMM TpaXKJaH yNOPaBICHUS JIOKYMEHTAMOHHOTO oOecreyeHus
AnmunucTtpanuu ropoja Pocrosa-na-/{ony.

OOpamienust rpakJaH M OpraHu3aluid, MOCTymHaromme yepe3 oduUuaIbHBIN
HNurtepuer-nopran ropoackoi Jymel u Aamunuctpauuu ropoaa Pocropa-na-Jlony
(UutepHeT-ipuemMHasi) o cucteme «J/lemno» peructpupyrorcsi B CeKTope mo padote
C oOpamieHUsIMH TpakJaH YIOpPaBJICHUS JOKYMEHTAI[HOHHOTO  OOecreueHus
AnmvuHucTpanuu ropoja PocrtoBa-Ha-J{ony.

DONEeKTpOHHBIE JOKYMEHTHI, MOCTYNMBIIME OT OpraHu3alluid W TpaxaaH
B DJIGKTPOHHOM BHUJE Ha OQUIMAJIBHBIN MMOYTOBBIM SIIMK AJMUHUCTPALMU rOpOAaa
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PocrtoBa-Ha-/loHy, mociie uX NepBUYHON OOpaOOTKH B KaHUENSIPUMU YIPABICHUS
JIOKyMEHTAIlMOHHOTo oO0ecrieueHuss AaMUHUCTpauuu Topoja Pocroa-na-/lony,
NepealoTcsi B CEKTOp Mo pabore ¢ OOpallleHUusMH TPaKIaH YIpPaBJICHUS
JIOKyMEHTAIMOHHOT0 oOecrnieueHust AAMUHUCTpanuu ropoaa PocroBa-na-/lony yepes
KypHaJI  y4yeTa TepeJayd M OpraHu3allud  JOKYMEHTOB,  OTIIPaBJICHHBIX
AnmunucTtpanueit ropoga Poctoa-Ha-Jlony.

10.2.15. KoppecnonaeHiuss Ha WHOCTPAHHOM S3bIKE, aJpPECOBAHHAS TIJIaBe
Anmvunuctpanuu ropoga PocroBa-Ha-JloHy, mepegaeTcs Uil EpeBOJa Ha PYCCKHIA
A3bIK B OTHEN BHEIIHMX CBA3CH M MEKXMYHULIHUNAIBHOTO COTPYIHHYECTBA
Anvmunuctpanuu ropoaa PocroBa-na-Jlony. Ilocie mepeBoja TEKCT Ha PYCCKOM
A3bIKE TIepefaceTcsd B KaHIENSPHUIO YINPaBICHUS JOKYMEHTAI[MOHHOTO O0ecredeHUs
Anvunuctparuu ropoga Pocroa-na-JloHy misi opraHu3anuu JajdbHEHIeH paboTh
C JOKYMEHTAaMH B COOTBETCTBUH ¢ IHCTpyKIHE.

10.2.16. Kannensipueid ynpaBieHHs JTOKYMEHTAIIMOHHOTO oOecreueHus
AnmMuHHcTpanuu ropoja PocroBa-Ha-J/IoHY OCyIIECTBIISIETCS OTIIPAaBKa JOKYMEHTOB,
NOANMCAHHBIX TJIABOKM AJIMUHHCTpauuu ropona PocroBa-Ha-JloHy, NEpBBIM
3aMECTUTENISIM IJIaBbl AJIMHUHHCTpauuu ropojga PocrtoBa-Ha-/[oHYy, 3aMeCTUTEISIMU
TJIaBBI AJIMUHUCTpauuu ropoza PocroBa-Ha-/lony, PYKOBOIUTEISAMU
(GYHKIMOHAJIBHBIX MOApa3feneHuid AaMmunHuctpauuu ropoga Poctosa-nHa-Zlony,
a TakkKe JOKYMEHTOB MO OOpamieHusM TpaxaaH. YBEIOMIICHHE TIpakJaHaM
O PACCMOTPEHUU OOpAILEHUI, MOCTYIUBLIIMX MO AJIEKTPOHHOH MOYTE, HAPABIISIIOTCS
aapecaTy B DJJEKTPOHHOM BHJE, YBEIOMIICHHE TIpaXJaHaM O pacCMOTPEHHUH
oOpallleHuii, MOCTYNUBIIMX Ha OyMa)XHOM HOCHUTENE, HampaBlIAIOTCS aJpecaTy
MOCPEJICTBOM TIOYTOBOM CBSI3U CIELUATMCTOM CEKTOpa Mo padoTe ¢ OOpalleHUsIMU
rpakaaH yHpaBJICHUsS JOKYMEHTALIMOHHOTO oOecredeHus AJMUHUCTpAIMU Topoja
PocroBa-na-/lony.

3a OTHpaBKy OTBETOB 3asBUTENSIM Ha OOpalleHHs Tpak[IaH, MOCTYNHBILNE
B DJIEKTPOHHOM (opMe, MOCPeNCTBOM cuCTeMbl «Jleno» ¢ eauHoro ajpeca
ANEKTPOHHOM TMOYThl AJMuUHUCTpauun ropoaa PocrtoBa-Ha-/[oHy oTBe4aer
VCITOJIHUTEIIb ITUCHMA.

JIOKyMEHTBI OTIPABIISIIOTCSA MOYTOBOU, (PENIbILETePCKOM CBSA3BIO, C MOMOIIBIO
CPEACTB 2JICKTPOHHOU CBsA3U, 1Mo cucteMe MOJIO. Denbaberepckoi CBS3BIO WU
no cucrteMe MOJIO ocymiecTBiasieTcsl OTIpaBKa JOKYMEHTOB TOJIBKO ajpecaraw,
BKJIFOYEHHBIM B NepedyeHb (eepaibHbIX OPraHOB UCIIOJIHUTENbHOM BIACTH.

10.2.17. JIokyMeHTBI, pErUCTpUPYEMbIE U OTIPABIIIEMbIE aJpecaTy MO CUCTEME
«/leno», mnoanucaHHele ¢ nOpuMeHeHUeM Oll,  ABIAIOTCS  BJIEKTPOHHBIMHU
JOKYMEHTAMU U XpaHATCS B cUCTEME «/J[eJ10» B COOTBETCTBUYM C HOMEHKJIATypOU Jel.
[Ipy HeoOXOoAMMOCTH MOXXET OBITh CO37aHa KOMHS 3JIEKTPOHHOIO JOKYMEHTa
Ha OyMa)KHOM HOCHTEJIE.

[lonmucanHple mHCbMa W TEJNETPaMMbl  MEPENAIOTCS  UCIIOJIHUTENIEM
B KaHLEISIPUIO YOPABICHUS JOKYMEHTAI[MOHHOTO oOecreyeHuss AJMUHHUCTPALUU
ropona PocroBa-Ha-/lony mms ornpaBku. IIpuw 3TOM K mmMceMy M Tenerpamme
IPUIIATal0TCsl TIOJTHBINA MOYTOBBIN aJpec MoydaTeNs Win TenerpadHslii axpec, a npu
OTBETE Ha BXOJALIMN JOKYMEHT — TaKXKE €r0 HOMEp U AaTa.

Koppecnonnennns, IIOCTYIHUBILAS B KAHLIETISIPHUIO YIPAaBICHUS
JOKYMEHTALIMOHHOTO obecrieueHrss AaMuHucTpanuu ropojga PocroBa-na-Jlony s
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otnpaBku mocie 15:00 yacoB, KpoMe TenerpaMm M CpPOYHON KOPPECHOHICHIIMH,
OTIIPABIISIETCA CIEYIOLIUM JTHEM.

BHyTpeHHs1 mnepenucka, a TakKe IMChbMa, aJpPECOBaHHBIE OTPACIEBBIM
(pyHKUMOHANBHBIM) U TEPPUTOPUAIBHBIM OpraHaM AJMHMHHUCTpallMd Topoja
PoctoBa-Ha-/l0Hy, MHBIM MYHMIMIIAJIbHBIM YUPEKACHUAM, BXOASIIMM B E€IUHYIO
CUCTEMY JIOKYMEHTOO0O0POTa, OTHPABIIAIOTCS UCIOJHUTEISAMH 10 cucteMe «/lemnoy.

10.2.18. JloxymeHTBI, TMOJUICKAIME OTIPABKE, COACpXKAT CICIYIOIIHNE
PEKBHU3UTHI: PETMCTPALMOHHBIA HOMEpP, JAaTy, IOJHOE€ Ha3BaHUE OpraHU3aLUH
C ropuaudeckum aapecoM. OTmnpaBka JOKyMEHTOB (UKCHUPYETCs B cucTeMe «Jlemoy.

10.2.19. Koppecnonaenuus, oTmnpasiseMas MOYTOBOM CBSA3bI0, 0GOpMIISETCS
B COOTBETCTBMM C TpeOoBaHusiMH IIpaBun oka3aHMs yCIyr IOYTOBOW CBS3H,
YTBEPXKACHHBIX MPHUKAa30M MMHHCTEPCTBA CBSI3U M MAaCCOBBIX KOMMYHHUKAIIUN
Poccuiickoit ®eneparu ot 31.07.2014 Ne 234 «O6 yrBepxaenuu [IpaBui okazanus
YCIIyT IOYTOBOU CBS3M.

10.3. 3akoHYEHHBIE JEIONPOU3BOACTBOM JI€Na OCTalOTCA B (YHKIMOHAIBHBIX
nojpasfesieHusX AAMUHHCTpanuuu ropoja PoctoBa-Ha-J[oHy nans crpaBOUYHOM
paboThl, a 3aT€M B COOTBETCTBUU C HOMEHKJIATYpOH A€l B MOPSIJIKE, YCTAHOBIEHHOM
WHcTpyKLKeH, CIaoTCs B apXUB, MIPU 3TOM AJIEKTPOHHbBIE JJOKYMEHTHI (3JIEKTPOHHBIE
KOIIUM JIOKYMEHTOB) H3BIMAIOTCSl U3 CUCTEMBI «Jleo» U B AalbHEHIIEM XpaHATCA
C MCIOJIb30BAHUEM CUCTEMBI K APXHUBHOE JEI0».

10.4. HWudopmaimus O 3aperHCTPUPOBAHHBIX JOKYMEHTaX H  IYTAX
UX TPOXOXKJIEHUSI XPAaHUTCS B DJIEKTPOHHBIX 0a3zax cucteM «Jlemo» um «ApxuBHOE
Jeno» W J0CTynHa paboTHMKaM AJMHMHHCTpauuu Tropojga Pocroa-nHa-JloHy
B COOTBETCTBUU C 33JJaHHBIMH MPAaBaAMH JIOCTYTIA.

11. Tlpuem u nepenaya ciayxeOHOM HHPoOpMaLUU
10 0pUIMAIBHBIM KaHaJIaM 3JIEKTPOHHOM MOYTHI U (PaKCHUMUIILHON CBSA3H

11.1. DnextpoHHas mouta M (HaKCUMHUIIbHAS CBSI3b — OJIHM M3 CIIOCOOOB
JIOCTaBKH, OTHPAaBKH HH(OpMaLMK 1 0OMEHa €10 MEXTy M0JIb30BaTENsIMU KaK BHYTPH
AnmunncTpannu ropoga PocroBa-Ha-/loHy, Tak 1 MEXy OpraHU3alUsIMU, IMEIOLIUMU
COOTBETCTBYIOIINE TEXHUYECKUE CPEJICTBA.

11.2. 3anpeniaercs mepenaBarb MO AJIEKTPOHHOM MouTe U (aKCUMHIbHOU
CBSI3U CBEJCHMS, COJEpXkaIlhe TOCyAapCTBEHHYIO TalHy, JOKYMEHTBHI C TOMETKOU
«/ns1 cimy)kebHOoTro Moab30BaHUS.

11.3. Pa3zpemienue Ha mnepenadyy JOKyMEHTa IO D3JEKTPOHHOM TmouTe
U (HaKCUMUIBHOM CBSI3M Ja€T PYKOBOJAUTENh (PYHKIIMOHAJIBLHOTO TIOJPA3/ICICHUs
AnmMunucTpanmu roposa PocroBa-na-/[ony.

11.4. OTBETCTBEHHOCTh 32  COJAEp)KaHUE  TMepenaBaeMod  MHGOpMaIUH
BO3JIaracTCcsi Ha UCHOJIHWUTENS, MOJATOTOBHUBILIETO JIOKYMEHT K Iepenaue,
U PYKOBOIMUTENS (PYHKIMOHAIBHOTO TMOJApa3fesieHuss AJIMUHUCTPALUA TOpoja
Pocrosa-na-/lony.

11.5. Ilepenaya u mnpueM JOKYMEHTOB OCYLIECTBISIFOTCS TOJIBKO C BEAOMa
JMIa, OTBETCTBEHHOT'O 32 amnmnapar (pakCUMHIBHOM CBSI3U WM KOMITBIOTEP, UMEIOIINIA
BBIXOJI K DJIEKTPOHHOM MOYTE.
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Kontpornms 3a ucrnonp30BaHMEM — anmapatoB  (PAaKCUMUIBHOW  CBS3M WU
KOMITBIOTEPOB, HMMEIOIIMX BBIXOJ K DJIEKTPOHHOM MOYTE, YCTAaHOBJIEHHBIX
B (DYHKIIMOHAJIbHBIX MOPA3ACICHUSIX, OCYIIECTBISETCS UX PYKOBOAUTEIISIMH.

11.6. I[Ipu mepemaye © TNpUEME TEKCTOB  CIYKEOHBIX JIOKYMEHTOB
C HCIMOJb30BAHUEM DJJIEKTPOHHOM MOUTHl U (HaKCUMUIBHOU CBSI3U HEOOXOIUMO
PYKOBOJICTBOBATHCS CIEIYIOUIUMU TPEOOBAHUSIMMU:

o0BeM TepeaBaeMoro JOKYMEHTa (TEeKCT, cxeMa, Tpaduueckoe n300pakeHue),
BEITIOJITHEHHOTO Ha Oymare dopmarta A4 depHBIM I[BETOM, HE JOJKEH IPEBBINIATH
TISTH JINCTOB;

UCXOJIAIINN TOKYMEHT Ha MHOCTPAHHBIX SI3BIKAX OTIPABISICTCS MPU HATUYHH
MIEPEeBO/Ia, 3aBEPEHHOTO JIUI[OM, ITOITUCABITUM JOKYMEHT;

BXOJISIIIAE JTOKYMEHTHI HAa WHOCTPAHHBIX SI3BIKAX JOCTABIISIOTCS aapecary
0e3 nepeBo/ia.

11.7. Okcmutyatansi  AJEKTPOHHOM — MOYTHI  AJMUHHUCTpaIlMd  TOpojia
PoctoBa-Ha-/IoHy periiaMeHTUpyeTCsl TMOCTaHOBJIEHHWEM AJMUHUCTPAIMU TOpojia
PoctoBa-na-/lony ot 01.11.2017 Ne 1069 «O6 yTBepkAeHUM perjiaMeHTa
AKCIUTyaTaluy 3JIEKTPOHHOM MOYTHl B AIMUHUCTpaIuu ropojia PoctoBa-Ha-J{ony».

11.8. Kaxxgomy aOOHEHTY JEKTPOHHOM MOYTHI BBIIECTSAETCS UHIUBUIYATbHBIN
MIOYTOBBIH SIIUK, YePe3 KOTOPBI OCYIIECTBIISIECTCS OOMEH 3JIEKTPOHHBIMU COOOILICHUSMHU.

12. Ydyer o0bemMa JOKYMEHTOOOOpOTA

12.1. Yyer obbemMa JOKYMEHTOOOOpPOTa 3a OMpPEAENICHHBIN MEepruoa BpEMEHHU
BEIETCSI B KaHUENSPUU  yOpaBJICHUS  JIOKYMEHTAIlMOHHOTO  OOecreuyeHus
AnvmuHuctpanuu ropoaa PoctoBa-Ha-/[oHy ¢ yka3zaHueM cBefieHUN 00 OTIpaBKe
3aKa3HOW M IPOCTON KOPPECTIOHACHIIUN; TPUHITUU BXOISIIECH KOPPECTOHICHIINY.

[Ipu yuere oO0BEMa HOKYMEHTOOOOPOTa TIOJICUUTHIBACTCS KOJIMYECTBO
JOKYMEHTOB BBIJICJICHHOW TpyNnbl. YYeT KOJWYECTBA JIOKYMEHTOB IPOBOJUTCS
0 JIAaHHBIM CUCTEMBI «Jleno.

12.2. 3a egunuiy ydera oObeMa JOKYMEHTOOOOpPOTa MPUHUMAETCS
CAMHCTBEHHBIM HK3EMIULSIp JOKYMEHTa (TOUIMHHUK WM KOMHS, €CIH KOMUS —
€AUHCTBEHHBIN AK3EMIUISIP JOKYMEHTA, HAllPUMEP, BTOPOU 3K3EMIUISIP UCXOISIIETO
nuchbma) 0€3 ydeTa KOINWM, cOo3JdaBaeMbIX IIPU T€YaTaHUM U KOMHUPOBAHUU
(TupaxkupoBanuu). Konuu JOKyMEHTOB MPHU HEOOXOIUMOCTH aHaW3a YYUTHIBAKOTCS
OTJICJIBHO.

[Ipy  yuere HCXOOAIIMX  JOKYMEHTOB  COINPOBOAUTEIBLHOE  MHUCHMO
U TIpUjIaraeMble K HeMy JOKYMEHTBI IPUHUMAIOTCS 33 OJUH JOKYMEHT.

[ToctynuBire 1 co3gaHHbIE JOKYMEHTHI TTOJICUUTHIBAIOTCS OTIAEIBHO.

VYyer o0beMa JAOKYMEHTOOOOPOTa MOKET MPOBOAMUTHCS B AJIMUHUCTpALUU
ropona PocroBa-Ha-J/{oHy B 11€710M WK B €€ (PYHKITMOHATBHBIX MTOAPA3ICIICHUSX.

O0beM TOKYMEHTOB IO CPOKaM XpaHEHHUs B KOHIIE T'0Jla MOXKHO IMOJCYHUTATH
B UTOTOBOM  3amMCHM K CBOJAHOM HOMEHKIAType Jel U HOMEHKIATypax
(GYHKIIMOHATBHBIX MTOAPA3ICTICHUSX.

HroroBeie nanubie 00 00beMe TOKYMEHTOO00POTa €KEMECSIIHO CYMMUPYIOTCS
(HapacTaroIIMM UTOTOM) TT0 YCTaHOBIIeHHOU (hopMme (mpriioxerue Ne 13).
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13. Opranuzanus 10KyMeHTO000pOTa B JAEIOMPOU3BOICTBE

13.1. CocraBneHrne HOMEHKIIATYPHI JIe7I.

13.1.1. Homenknarypa Aen — CHCTEeMaTHU3UPOBAHHBIM TEpeueHb 3arojIOBKOB
JIeJl, 3aBOIMMBIX B JEJIONPOU3BOACTBE AIMUHHCTpauuu ropojaa PocrtoBa-Ha-/loHy,
C YKa3aHHUEM CPOKOB UX XPaHEHHUS.

Homenkmatypa  men  3akpemisier  kiaccudukamuio  (TPYHNIHPOBKY)
UCIIOJIHEHHBIX JIOKYMEHTOB B Jea (DJIEKTPOHHBIE Jiella), CHCTeMaTH3alluIo,
WHJIEKCALIHIO JIeJ, CPOKH UX XPAHEHUS U SIBJIIETCSI OCHOBHBIM YUETHBIM JJOKYMEHTOM.

Homenknatypa pnem sBIIIETCS OCHOBOM JUI COCTABJICHUS OIMCEH €T
MOCTOSIHHOTO, BpeMeHHOro (cBbimie 10 JeT) CpOKOB XpaHEHHS W MO JIMYHOMY
COCTaBY, aKTOB O BBIJCICHUHN K YHUYTOXKEHUIO JOKYMEHTOB C UCTEKIIMMHU CPOKaMU
XpaHEHMs], a TaKKe I ydeTa JieJd BpeMeHHbIX (10 10 JeT BKIIIOUHMTENIbHO) CPOKOB
XpaHEHHS.

Homenknatypa nen paspabaTbiBaeTcsi C yuyeToM TpeOOBaHHMII HOPMATHUBHBIX
IIpaBOBBIX akKTOB Poccuiickonn @Penepanuu, NEpeYHEHd TUIIOBBIX aAPXHMBHBIX
JOKYMEHTOB C YKa3aHMEM CpPOKOB HX XpPaHEHUs W INEPEYHEH JOKYMEHTOB,
o0Opa3yroluxcs B MpoIecce AeATEIbHOCTH (peiepanibHbIX OPraHOB TOCYAAPCTBEHHOM
BJIACTH, HWHBIX T'OCYJApCTBEHHBIX OpraHoB Poccuiickonl dPenepanuu, a TaKKe
B IIPOLIECCE JICSITEIBHOCTH IOABEAOMCTBEHHBIX KM OpraHM3aluii, € YyKa3aHUEM
CPOKOB XpaHEeHHUS (J1ajee — MepeyHn ).

B HoMeHKkaTypy [en  BKIIOYAIOTCS BCE JOKYMEHTBI, OTpa)karolue
JEeSATENIbHOCTh  (DYHKIMOHAJIBHBIX — TNOJpa3fesieHud  AJIMUHUCTpaluMd  Topoja
PocroBa-Ha-/IoHYy ¥ MOCTOSSHHO WJIM BPEMEHHO JCHCTBYIOIIMX OPraHoB (KOMHCCHUH,
COBETOB), B TOM YHCJE JOKYMEHThl OTPAaHUYEHHOIO JOCTyNa, PEruCTpalMOHHbIC
U yUYeTHBIE KypHaJbl U KaAPTOTEKH, B HEOOXOAMMBIX CIIydasix — KOMHH JTOKYMEHTOB
(ecnu KOMUS — €JMHCTBEHHBIN SK3EMIUISIP JOKYMEHTA WM €CJIM OHA HeoOXoauma JIjist
OpraHu3alyy JesTeIbHOCTH MOAPA3ACIICHNUS).

JIOKyMEeHTBI,  CO3laHHBIE B  OJEKTPOHHOW  ¢dopme,  BKIIOYAIOTCS
B HOMEHKJIATypy JeNl 10 TEeM K€ MpaBujaM, 4YTO U JOKYMEHTbl Ha OyMaKHOM
Hocutee (B rpade «IIpumeyanus» nenaercs ormetka «I1»).

Howmenxknatypa nen AnmuHucTpanuu ropona PocroBa-na-/loHy BKIrOYaeTcs
B cucreMy «/leno» B KkauecTBe CIpPAaBOYHUKA, ONPEIACISIOIErO IMOPSIOK
CUCTEMATHU3ALMKA DJIEKTPOHHBIX JTOKYMEHTOB (DJIEKTPOHHBIX KOIMUN JOKYMEHTOB),
BKJIIOYAEeMBIX B «/Jleno».

Crenuanuct, OTBETCTBEHHBIM 3a JEJIONPOM3BOJCTBO  (PYHKIIMOHAIBHOIO
nojapasjaeneHus AamMuHucTpauuu ropoaa PocrtoBa-na-lloHy», oguH pa3 B MecHIl
MPOU3BOJMUT CHHMCAaHUE JIOKYMEHTOB B cucTeMe «Jlemo» B  COOTBETCTBHM
C HOMEHKJIaTYypOH Jel.

He BKiOYarOTCs B HOMEHKJIATYpY M€ MEPUOJWYECKUE W3JIaHUs, KHHIH,
OpOITIOPHI.

13.1.2. Ilpu cocTaBIeHUH HOMEHKJIATYpPbI JEN CIEAYeT PYKOBOJCTBOBATHCS
HacTosimer WMHcTpykuuen, MoJoKeHUsMU O (YHKIMOHAIBHBIX TMOJpa3eieHUsIX
AnmMuHucTpanuu ropojga PocrtoBa-Ha-JIoHy, INITaTHBIM paclUCaHUEM, NEPEUHIMHU
JOKYMEHTOB C YKa3aHUEM CpPOKOB MX XPAaHEHHs, HOMEHKIATypaMH el
3a mpenmecTsyronme roapl. [Ipy  3TOM  H3ydarOTCd M CUCTEMATU3UPYHOTCS
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JOKYMEHTBI, co3aatomuecss B AqMuHucTpauuu ropoga PocroBa-Ha-J[oHy, X BUABL,
COCTaB U COAEpKaHUE.

13.1.3. B Anmunuctpanuu ropoga  PoctoBa-Ha-JIoHY — cOCTaBISAIOTCS
HOMCHKJIATYpbl 7Nl (DYHKIMOHANBHBIX MOApasieicHuil (nmpuwiokenue Ne 14)
M CBOJHAsA HOMEHKJIaTypa naen ApamMuHucTpaumu ropojga Pocroa-na-Zlony
(npunosxxenue Ne 15).

13.1.4. HomenknaTtypa aen (hyHKIIMOHAIBLHOTO MOJAPA3ACIICHUS COCTABIISACTCS
JULIOM, OTBETCTBEHHBIM 3a BEICHHE JIEJIONPOU3BOJCTBA,  MOJIKCHIBACTCA
pyKoBOJUTENEM (PYHKIIMOHAIBHOTO TOJIpa3AesieHUs] U MIPEICTABIIACTCS B YIIpaBICHUE
JIOKyMEHTAIMOHHOT0 oOecrnieueHusi AIMUHUCTpaiuu ropoaa Pocrosa-nHa-Jlony.

BHOBB co3laHHOE (PYHKIIMOHAJIBHOE TOJIpa3fieiieHre 0053aHO B MECSUYHbIN
CPOK pa3paboTaTb HOMEHKIATypy Jiel  (YHKUMOHAIBHOTO  MOApAa3ACIICHUs
M TPEICTaBUTh €€ B  YIPaBJICHUE  JOKYMEHTAIMOHHOTO  OOeCreuYeHus
Anmvmunuctpanuu ropoja Pocrosa-na-/{ony.

13.1.5. CBonnas HOMEHKJIaTypa e AJIMUHHUCTpaluu ropojia
PocTtoBa-Ha-/loHy (n1anee — cBo/iHasi HOMEHKJIATypa Jell) COCTaBIISIETCS yIPaBICHUEM
JIOKyMEHTAIIMOHHOTO o0ecriedeHus: AaMuHUCTpanuu ropona PocroBa-Ha-JloHy
HAa OCHOBE HOMEHKIATyp JAed (GyHKIMOHAJIBHBIX MOJpa3fesieHuii mo dopwme,
ycTaHOBJIeHHOW [IpaBunaMu XpaHeHHs, KOMIUIEKTOBAHUS, y4€Ta U HUCIOJIb30BaHUs
nokymeHToB ApxuBHoro ¢onaa Poccuiickoit ®enepaunu MW APYTUX apXUBHBIX
JIOKYMEHTOB B  OpraHax TOCyJAapCTBEHHOM  BJIACTH, OpPraHax MECTHOTO
caMoympaBieHus, opranuzamnusax (ganee — IlpaBunia xpaHeHust), YTBEPKICHHBIMU
IIPUKA30M MununcrepcTBa KYJIbTYpBI Poccuniickon Oenepanun
ot 31.03.2015 Ne 526.

CBonHas HOMEHKJIATypa A€ COCTaBISIETCS B MOCIEOHEM KBapTaJe TEKYIIErO
rojia Ha MPEACTOSAIINN KaJICHIapPHBIN IO/,

13.1.6. CBogHass ~ HOMEHKJAaTypa JIel  TOJNUCBHIBAETCS  HAYaJbHUKOM
VOpaBJICHUS  JOKYMEHTAI[MOHHOTO  oOecreueHus  AJIMUHHCTpAIlMd  Topoja
PocroBa-Ha-/IoHy, COTJIaCOBBIBAE€TCS C JKCIEPTHOW KOMHUCCHEN AJIMHUHUCTpaluu
ropona PocroBa-na-Jlony (mamee — OKCHepTHasE KOMUCCHS), COTJIaCOBBIBACTCS
C 3KCIIEPTHO-TIPOBEPOUYHON KOMHUCCUEN KOMHUTETA IO YNPABICHUIO apXUBHBIM JEJI0OM
PocToBcko#t 0051aCTH M yTBEP>KIAETCS 3aMECTUTENIEM TJ1aBbl A IMUHUCTPAIIMU TOPOIa
PocroBa-Ha-/{oHy 110 OpraHvM3allMOHHO-IIPABOBBIM U KaJAPOBBIM BOIIPOCAM.

CBonHasi HOMEHKJIATypa €N COTJIACOBBIBAETCA C HAKCHEPTHO-IPOBEPOYHOMN
KOMHCCHUEH KOMHUTETa IO YIPaBJICHUIO apXWUBHBIM JejoM PocToBckoit obiactu
HE PEXE OJTHOTO pas3a B S JIET.

B cnywae wusmeHeHus (QYHKIMA W CTPYKTYphl AJIMHHUCTpAIMU TOpojaa

PocroBa-Ha-/IoHy =~ HOMEHKnaTtypa  Jeil COCTAaBIIAETCH, COIJIaCOBBIBACTCS
Y YTBEPKIAETCs 3aHOBO.
CornacoBaHHas AKCIIEPTHO-TIPOBEPOYHOU KOMHUCCHEUN KOMUTETA

110 YIIPaBJICHUIO apXUBHBIM /1€JI0M POCTOBCKOI 00J1aCTH HOMEHKIIATYpa /1€ B KOHILIE
Ka)KJ0ro roJja YTOUHSETCs, IepeneyaTblBaeTCs], YTBEPKIACTCS 3aMECTUTEIIEM TJIaBbl
Anmunuctpaiun  ropona  PocroBa-Ha-JloHy 10 OpraHM3alMOHHO-IPAaBOBBIM
Y KaJpOBbIM BONPOCAM M BBOAMUTCS B JeWCTBHE C | sHBapsd MNPEACTOALLErO
KaJICHIApHOTO roJa.
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13.1.7. [locne yTBepXkAeHUA CBOJHAS HOMEHKJIATypa JeJI BHOCHUTCSA
B DJIGKTPOHHOM BHUJI€ B CUCTEMBI «J[e710» 1 « ApXHUBHOE JIE€TI0».

13.1.8. CBogHass HOMEHKJIAaTypa [eJ I[e4aTaeTcsi B KOJMYECTBE Tpex
AK3eMIUISIPOB. [lepBbIil yTBEP)KIEHHBIN SK3EMIUIAP HOMEHKIATYPhI JEN SBIISETCS
JIOKYMEHTOM TIOCTOSIHHOTO CpOKa XpaHEeHHsI U BKIIIOYAETCS B HOMEHKIATYpy el
yIOpaBiIeHUs  JOKYMEHTAallMOHHOTO  oOecriedeHuss ~ AJMHHHUCTpAallMM — TOpoja
PocTtoBa-Ha-/lony. BTopoil 3K3eMIUIslp UCIOIB3YyEeTCS B KadecTBe padboyero. Tperuii
nepenaerca B MKY «MyHununansHbii apxus ropoaa Pocrosa-na-JloHy».

B (GyHKIIOHATBHBIE noJipa3esieHus AJIMUHHCTpAIIH ropoja
PocroBa-na-/lony HOMEHKJIaTypa nen pacchbulaeTcs YIPaBICHUEM
JIOKYMEHTAIIMOHHOTO o0ecnedeHus AJMUHUCTpanuu Topoja PocroBa-Ha-JloHy
B BHJIE KONUN COOTBETCTBYIOIIMX pa3/ieIOB Ha OYMaXHOM HOCUTENE WM
B DJICKTPOHHOH (hopMe.

13.1.9. Ha3zBanusMu pa3qesioB HOMEHKIATYPbI A€ SBISIOTCS HAaUMEHOBAHMSI
(GYHKIMOHAJIBHBIX TOApa3AeneHuil. B cBogHOM HOMEHKIaType Jed  pasenbl
pacrnojaraioTrcs B COOTBETCTBUM C YTBEP)KIECHHOM CTPYKTYpoH AJIMUHUCTpalUU
ropoaa Pocrosa-Ha-/{oHy.

13.1.10. B cBomHyI0 HOMEHKIATypy JAeNl BKJIIOYAIOTCS 3aroJIOBKH e,
OTpaKalIlue BCE TOKYMEHTHUPYEMbIE YYacTKH paboThl AIMHHHCTpAIMH TOpoja
PocroBa-na-/lony.

13.1.11. I'padpp1 HOMEHKIIATYPHI I 3aMOTHIIOTCS CIEAYIOUTIM 00pa3oM.

B rpade 1 HOMEHKIATypwl [ei1 MPOCTABISIOTCA WHACKCH KaXKIOTO Jena,
BKJIFOUEHHOTO B HOMEHKIATypy. WHAEKC [era COCTOMT U3 YCTaHOBJICHHOTO
B AnMuHucTpaiuu  ropona  PocroBa-Ha-Jlony — uudpoBoro  0603HaueHHS
(GYHKIIMOHATBPHOTO TOJApAa3eNeHUs W TOPSAAKOBOTO HOMEpa 3arojioBKa Jerna
0 HOMEHKJIAType B Ipeaenax (yHKIMOHATBHOTO MoApasnenceHus. MHIeKkch nen
o0o3Hauatorcst apabckumu mudpamu. Hampumep: 02-05, tne 02 — oGo3HaueHwue
(GbyHKUHOHATIBHOrO monpasnaeneHusi, 05 — NOpsAIKOBBIA HOMEpP 3arojoBKa Jena
110 HOMEHKJIAaType.

B HOMeHKkiaType Jen peKOMEHAYEeTCS COXpaHSITh OJIMHAKOBBIE HHJIEKCHI
JUIS OMTHOPOAHBIX el B TMpeAeNiaX pPasHbIX (PYHKIMOHAIBHBIX TOIpa3AeiieHul,
JUTSL TIEPEXOAAIIUX JIEN MHACKC COXPaHseTCs.

13.1.12. B rpady 2 HOMEHKIATyphl JeN BKJIIOYAIOTCS 3aroJOBKH JeI
(TOMOB, HacTeil).

[Topsmok pacmoyioskeHUsl 3aroJIOBKOB 1€ BHYTPU Pa3AeiioB HOMEHKIIATYPHI
JIeNT OTIPEICIIICTCS CTETICHBIO BAYKHOCTH IOKYMEHTOB, BKIIOYCHHBIX B JIEJA.

B Hawame pasgena pacmonaraioTCs — 3aroJIOBKM  JIeN,  COJEpIKallux
yupeauTeNbHbIC, OpPTraHWU3aIMOHHO-TIPABOBBIE W PACIOPSAUTEIbHBIC TOKYMEHTHI,
3aTeM 3aroJIOBKH [, COJCpAllUX IUTAHOBbIE, OTYETHbIC, HWH()OPMAIIMOHHO-
AHAIMTUYECKHE  JOKYMEHTBHI,  JOKYMEHTBI,  OTpaXawIlue  JAeATeIbHOCTh
(YHKIIMOHATBHOTO  TOJApAa3JeieHHs,  MEPEIUCKY, B KOHIIE  pasfena-
PETUCTPALIMOHHBIC U YUETHBIE )KYPHAIIBI, KAPTOTEKU, Oa3bl JTaHHBIX.

3aroyioBKU JeJl, COCTaBJICHHBIX MO KOPPECIOHIEHTCKOMY U TeorpaduyecKkomy
npU3HaKaM, BHOCATCA B HOMEHKIATypy Jel Mo andaBUTy KOPPECIOHIACHTOB
WK reorpaduuecKkux Ha3BaHH.
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3arooBOK Jena JOJDKeH OTpaXkaTh OCHOBHOE COJCpXAHWE H COCTaB
JIOKyMEHTOB JIeTia.

He ngomyckaercs ymoTpeOneHHe B 3arojioBKe Jiejla  HEKOHKPETHBIX
(bOopMyIMPOBOK («pa3HBIE MaTepUANBI», «O0IIas MEePermucKa» U Tak Jajnee), a TakKe
BBOJIHBIX CJIOB M CJIOKHBIX OOOPOTOB.

3aroyioBOK Jiela COCTOMT M3 DJIEMEHTOB, pAaclojlaraéMbIX B CIEAYIOIICH
MOCIIeI0BATEIHLHOCTH:

Ha3BaHWE BUA Jiena (MepenucKka, >KypHal) WIH Pa3HOBUIHOCTH JTOKYMEHTOB
(IPOTOKOJIBI, MPUKA3bI);

HAaMMEHOBAaHUE OpTaHU3alNd, (PYHKIIMOHAIBHOTO MOAPAa3/IeICHUS, TIOCTOSIHHO
JCHCTBYIONIETO WM BPEMEHHOTO OpraHa, JJODKHOCTHOTO JIMIIA, CO3/ABIIETO
JTOKYMEHT(bI);

HAaUMEHOBaHWE OpraHu3allid, KOTOPOM OYyIyT aJpecoBaHbl WM OT KOTOPOM
OyIyT MOMY4YEHBI IOKYMEHTHI (apecaT Uid KOPPECIOHACHT IOKYMEHTA);

KpaTKOE CofiepaHhe TOKYMEHTOB JIeTa;

Ha3BaHUE MECTHOCTU (TEpPUTOPUHU), C KOTOPOH CBSI3AHO COJIEpPKAHUE
JIOKyMEHTOB JI€71a;

nata (mepruo), K KOTOPOH OTHOCATCS TOKYMEHTHI Jiefia (TUTaHBI M OTYETHI);

yKa3aHHe Ha KOMUIUHOCTh TOKYMEHTOB JIefa.

B 3aromoBkax gen, cojepkammx JOKYMEHTHI 1O OJHOMY BOIPOCY,
HO HE CBSI3aHHBIX IIOCJIEJIOBATEIILHOCTHIO HCIIOJIHEHUS, B KauecTBe BHUa Jelia
YIOTPEOISIETCS TS PMUH «IOKYMEHTBI», a B KOHIIE 3aT0JIOBKA B CKOOKAX YKa3bIBAIOTCS
OCHOBHBIC PA3HOBUIHOCTH JOKYMEHTOB, KOTOPBIC TOJDKHBI OBITH CTPYMNITUPOBAHBI
B Jienie (TJIaHbl, CIIMCKH, TOKJIaAb! U Tak ganee). Hampumep:

JIOKyMEHTBI O TPOBEACHUU COBEILIAHUN 1 CEMUHAPOB C OTPACIEBbIMU
(byHKIIMOHANBHBIMU) OpTraHaMu A IMUHUCTpaIuu ropoja Poctosa-Ha-/lony mno
BONPOCY (TIPOrpaMMbI, CITUCKH, JTOKJIa/IbI)

TepMUH «IOKYMEHTBI» MPUMEHSETCS TAaKKE B 3arojIOBKax JAeJ, COAEpKAIINX
JOKYMEHTBI-IPIIIOKEHUS K  KaKOMy-TMOO  JOKYMEHTY (BHUIObl JOKYMEHTOB-
NPUWIOKEHUN HE MEPEUUCISIOTCS):

«JIOKyMEHTBI K ITPOTOKOJIAM 3acenannii HaydHO-TEXHMYECKOTO COBETAY;

«IIpOTOKOJIBI MJIAHEPHBIX COBELIAHUWA Y 3aMECTHUTEINS TJIaBbl AJMUHHUCTPALIMU
ropoaa PocroBa-Ha-J[oHy 1 TOKYMEHTBI K HUM.

B 3arosoBkax pen, npegHa3HAYEHHBIX Uil TPYNIIUPOBKH OJHOTHUITHBIX
JOKYMEHTOB, 3Ta rpynna JOKyMEHTOB YKAa3bIBAE€TCS BO MHOKECTBEHHOM YHCIIE:

«IIpoTOKOJIBI 3acemaHuii KOMHMCCHUM IO NPEMUPOBAHUIO AJMUHHCTPALIMHU
ropona Pocrosa-na-JloHy».

B 3aronmoBkax nen, comepKalmx NepenucKy, yKa3blBaeTCs ¢ KEM U [0 KaKOMY
BOIIPOCY OHa BeAeTcs. Hanpumep:

«Ilepenucka ¢ o00Opa3oBaTeIbHBIMU  OpPTraHU3ALMUSIMHU O  TOBBIIICHUU
KBaJIM (KA PAaOOTHUKOBY.

B 3aromoBkax  gen,  coOep)KaIIMX — IEPENUCKy C  OJAHOPOIHBIMHU
KOPPECIIOHIEHTaMH, ITOCJIETHUE HE YKa3bIBAIOTCS, & YKA3bIBAETCS UX 00IlI€e BUIOBOE
Ha3BaHue. Hampumep:
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[Iepenucka pyKOBOAUTENS C HCTIOJIHUTEIbHBIMU OPTaHAMH I'OCYIapPCTBEHHOW BIACTH
Poccuiickon denepanuu 1o BOIpocaMm OCHOBHOM AEATEIbHOCTH

B 3aromoBkax  Jen, coAepiKamMX ~— MEPENucKy ¢ PasHOPOJHBIMH
KOpPECIOHIEHTaMH, ITOCIIEHNE He epeunciatoTes. Hampumep:
«[lepenucka 0 3aKJIFOUEHUU U UCIIOJIHEHUU I'OCYJapCTBEHHBIX KOHTPAKTOBY.

B 3arosyioBke zena yKka3blBaeTCsl KOHKPETHBIN KOPPECIIOHAEHT, €CIIU MepenncKa
BeJIETCS TOJIBKO ¢ HUM. Hampumep:

«ITepenucka ornena ¢ OOO «['opcBsizb» O MPEIOCTABICHUH YCIYT CBI3H.

[Ipn 0003HaueHMHM B 3arojoOBKax Je€d aJMUHUCTPATHBHO-TEPPUTOPUATIBLHBIX
CAUHULl YYUTBIBAETCA CIEAYIOLIEe: €CIH COACpKaHUE Jeja KacaeTcs HECKOJIbKHUX
OJHOPOJHBIX aJIMWHUCTPATUBHO-TEPPUTOPUAIBHBIX €IWHHUI], B 3arojlOBKE Jeia
HE YKa3bIBAIOTCS MX KOHKPETHBIE Ha3BaHMs, a YyKa3bIBaeTCcsl HMX OOIIee BUIOBOE
Ha3BaHue. Hanpumep:

«llepenucka ¢ yupexaeHusaMu KyiabTypsl ropoga Pocrosa-na-/lony
10 OCHOBHBIM HAIIPABIICHUAM JEATEIBHOCTHY

Ecnu conepxanne nena kacaercs: OJHOW aAMUHUCTPATUBHO-TEPPUTOPHUATBLHON
€MHUIIBI (HACEJICHHOTO MyHKTA), €€ (€ro) Ha3BaHWE YKa3bIBAe€TCA B 3aroJIOBKE Jena,
Hanpumep:

[lepenucka ynpasneHus ¢ JlemaprameHTOM 3KOHOMUKM ropoaa PocroBa-Ha-/[ony
O BBINOJIHEHUH Nopy4eHui [ naBel AnMuHuCcTpanuu ropoaa Pocrosa-na-/lony

B 3aronoBkax gen, coaepalux IJIAHOBYIO WJIM OTYETHYIO JOKYMEHTAIUIO,
yKa3bIBaeTCs Mepuoj (KBapTai, Tof), Ha (3a) KOTOPBIM COCTaBJICHBI TUIAHbBI (OTYETHI).
Hanpumep:

KBapranbHbie m1aHbl pabOThI YIIPABICHUS

3aroJioBKH JIeJ1 MOTYT YTOYHSTHCS B mporiecce GopMUPOBAHUS U 0HOPMIICHUS
Jen.

13.1.13. TIpada 3 «KomuuectBo nem» 3amojHAETCS IO OKOHYAHUU
KaJIeHAapHoro roza. [lo 1ocTukeHuu 1esoM, BKIOYAIOIMIUM JOKYMEHTHI BPEMEHHOTO
(cBpimre 10 yeT) WM MOCTOSTHHOTO CPOKOB XpaHeHus, oobema B 250 JIHMCTOB TOM
3aKPBIBACTCS] U OTKPHIBAETCS HOBBIN TOM.

OJIEKTPOHHBIE Ji€Jla Ha ToMa (4acTh) He pa3fessitorcs. Bce 3eKTpoHHBbIE
JIOKyMEHTBI, HE3aBUCUMO OT UX 00BheMa, BKIIOUAIOTCS B OJTHO DJIEKTPOHHOE JIEO.

B ciydae ecnu JOKYMEHTHI MIPEACTABICHb HA OyMa)XHOM HOCHUTENE U B (hopme
AJIEKTPOHHBIX JIOKYMEHTOB («THOpPHIHOE [e70»), JOKYMEHTHl Ha OyMakKHOM
HOCHUTENIC TOJIe)KaT ONMUGPOBKE W BKIIOYCHHUIO B J3JIEKTPOHHOE neno. B merno,
KOTOpO€ BeJEeTCs Ha OYMa)KHOM HOCHTENIE BKJIIOYAIOTCA TOJIBKO JIOKYMEHTHI,
co3/laHHbIe (ITOCTYNUBIIKE) HA OyMaXHOM HOCHUTEJIE.
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B HOMeHknaType Aen 3JeKTPOHHOE Jel0 U JIeJ0 Ha OyMa)KHOM HOCHUTENe
OTpa)karoTcs Kak JBa TOMa, UMEIOIINE OJUH 3ar0JIOBOK, MHAEKC U CPOK XPAHEHUS.

13.1.14. B rpade 4 «Cpok xXpaHEHHUS W HOMEp CTaTbU MO TEPEUHIO»
YKa3bIBAIOTCS CPOK XpaHEHWUs JieJla, HOMEpa CTaTell B COOTBETCTBUHM CO CPOKamH,
YCTaHOBJICHHBIMU 3aKOHOJATEIbCTBOM.

13.1.15. B rpade 5 «[Ipumedanney» IpoCTaBISAIOTCS OTMETKH O 3aBEICHHUH JIET
(«3aBeneno»), o mepexomsmmx naenax (Hanpumep, «llepexomsmiee ¢ 2000 romay),
O BBIJICTICHUH JIeNl K YHUUTOKECHHIO, O JIIaX, OTBETCTBEHHBIX 32 () OPMUPOBAHUE JIEI,
0 mepefade Jena B Apyrue (yHKIHOHAJIbHBIE MOJPA3JCICHHs, HCHOJHUTEIbHBIC
oprasbl rocyJapcTBeHHOU Biiactu PocToBckoi obnacTu.

Eciu geno ¢opmupyercs B cucteme «Jlemo» M BKIIOYAET 3JIEKTPOHHBIE
nokyMeHTsl (D/]), B rpade «lIpumeuanue» npoctasisercs otMetka «D». ns nen
IOCTOSIHHOTO ~ XpaHeHus, Qopmupyroumxca B cucteme «Jleno» B rpade
«I[Ipumeuanue» nenaerca ormerka: /1 U Ha OyMa)KHOM HOCHUTEJE.

13.1.16. Ecnmu B Teyenue rojga B AaMuHHCTpamuu ropoaa Pocroma-na-/lony
BO3HUKAIOT HOBBIE JOKYMEHTHPOBAHHBIE YYacTKU padOThl, HEMPEAYCMOTpPEHHBIE
Jiena, OHY JIOIIOJIHUTENIbHO BHOCSITCS. B HOMEHKJIATYPY JIEIl.

13.1.17. [lo OKOHYAaHWM KaJCHIAPHOTO TOJa B KOHIIC HOMEHKJIATYPHI eI
B KAKIOM (PYHKIMOHAIBHOM MOAPA3AEICHUN OQPOPMIISETCS WTOroBas 3allkCh,
B KOTOPYIO BHOCSTCS CBEJIEHHS O KOJIMYECTBE 3aBEJICHHBIX Jea (TOMOB, 4acTeil),
OTJEJIBHO IIOCTOSHHOI'O M BPEMEHHBIX CpPOKOB XPAHEHHs, BPEMEHHBIX CpPOKOB
xpaHeHuss ¢ otmeTkod «JIIK» m mepexomsaumux. MTorosas 3amuch IONOJIHAETCS
JAHHBIMH O KOJIMYECTBE 3JIEKTPOHHBIX JEJI COOTBETCTBYIOIIMX CPOKOB XPAHEHUS.

B wurOoroByro 3amuch CBOJHOM HOMEHKJIATYpbl JEJI CBENECHHS BHOCSTCS
HA OCHOBAaHMM JAHHBIX, TEPENAaHHBIX U3 (QPYHKIMOHAIBHBIX TMOIPA3ICICHHMA
AnmvmunucTpanuu ropoaa Pocrosa-na-/{ony.

CBenenusi, conepKalldecss B HMTOIOBOM  3allUCH  HOMEHKJIATYPBI  JIEJ
Anmunuctpauun — ropoga  PocrtoBa-Ha-/loHy, — mepemaroTcs  yIpaBiI€HUEM
JOKYMEHTAllMOHHOTO o0ecnedeHus AamMuHucTpanuu ropojga PocroBa-Ha-ZloHy
B MKY «MyHumunaneHeii apxuB ropoga PocroBa-nHa-JloHy», 0 4em
B HOMEHKJAType Jed NPOCTaBISAECTCS OTMETKA C YKa3aHUWEM JIOJLKHOCTU M TMOJIUCU
JM1A, NePeJaBIIEro CBEICHHUS.

13.2. ®opmupoBanue 1 opopmieHue e.

13.2.1. B 1memsix XpaHeHHs, T[OUCKA U HCIOJb30BAHUSA JOKYMEHTHI
Ha OyMa)XHOM HOCHUTENIE U DJIIEKTPOHHBIE JTOKYMEHThI (OpPMHUPYIOTCS B Jena
B COOTBETCTBUU C HOMEHKJIATYpO Jedl.

dopMupoBaHuEe Jei — TPYNIUPOBKA MCIOJHEHHBIX JOKYMEHTOB B Jeia
B COOTBETCTBUM C HOMEHKJIATYpPOU JIeJ U CHCTEMAaTH3alusl JOKYMEHTOB BHYTPH J€lIa.

13.2.2. Jlena dopmupyrorcs B AnmuHHCTpanuu ropoja Pocrosa-na-Jlony,
KaK IpaBWIO, B (PYHKIUMOHAJIBHBIX MOApA3AENEHUAX AJMUHUCTpALMUM Tropoja
PocroBa-Ha-/lony.

Jeno cunrtaercd 3aBEACHHBIM C MOMEHTA BKIIOYEHHS B HEro IEpPBOTO
MCITOJIHEHHOT'O JOKyMEHTA.

[locne wucnomHeHUss JOKYMEHThI Ha OyMa)XHOM HOCHUTEIE B  CPOK,
HE IpeBblIaIuid 15 pabounx aHed, nomMemarorcd (MOAIIMBAKOTCS) B TBEPIbIE
OOJIOKKHM WJIM MaNKU-PErUCTpaTophl Ajid obecriedeHus: (PU3n4ecKoil COXpPaHHOCTH.
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[Ipn >TOM HCHONHUTENEM JeJaeTcsi OTMETKa O CIHMCAHMM JIOKYMEHTa B CHUCTEME
«eno». Homep nena, B KOTOpo€ AOHKEH OBITH MOAIIUT JOKYMEHT, ONpECNseTcs
B COOTBETCTBUU C HOMEHKJIATYpOil Jiedl.

JIOKyMEHTBI TIOCTOSIHHOTO CpOKa XpaHEHHs U BpeMeHHOTro (cBbimie 10 1er)
CO3/IalOTCA M XpaHATCA B (OpMe DIIEKTPOHHBIX JOKYMEHTOB M Ha OyMakHOM
HOCHUTENIe C COOJIIOJICHUEM YCTaHOBIEHHBIX WMHCTpykuueil mnpaBun odopmiieHus
JTOKyMEHTOB. EnuHuiiell ydera 3JEKTPOHHOTO JOKYMEHTa SIBISIETCS 3JIEKTPOHHBIM
JOKYMEHT, 3aPETUCTPUPOBAHHBIN B cucTteMe «/lemo».

HcnionHeHHble  DJIEKTPOHHBIE  JOKYMEHTHl  TPYNIUPYIOTCS B Jiefa
B COOTBETCTBUU C HOMEHKJaTypol nein. [lpu cocraBieHMM HOMEHKIATYphl el
(GYHKIIMOHATIBLHOTO TOMpa3feieHuss AaMuHUCTpamuu Topoja PocrtoBa-Ha-/{oHy
YKa3bIBAE€TCSl, YTO JIEJO BEIETCA B AJEKTPOHHOM BHJAE. DJIEKTPOHHBIE JTOKYMEHTHI
II0CJIE MX MCHOJIHEHUs NOJJIEKAT XPaHEHHUIO B TEUEHHE CPOKOB, IPEIYCMOTPEHHBIX
JUTSL aHAJIOTMYHBIX TOKYMEHTOB Ha OyMa)XHOM HOCHUTEJIE.

13.2.3. KonTponp 3a mpaBUibHBIM (DOPMHPOBAHMEM €7 OCYIIECTBISETCS
JIMLIOM, OTBETCTBEHHBIM 3a JIEJIONPOU3BOJICTBO.

13.2.4. Tlpu dhopmupoBaHum Jes1 HEOOXOAMMO COOIMIOAATH CIEIYIOIIHe 00ITe
npaBuia:

B JIEJIO ITOMEIAKOTCS UCIIOJIHEHHBIE JJOKYMEHTBI, COOTBETCTBYIOIIHE I10 CBOEMY
COJICP>KaHMIO 3ar0JIOBKY JI€JIa 10 HOMEHKJIAType AT

IPWIOKEHUS TTIOMEIIAOTCS BMECTE C OCHOBHBIMU JJOKYMEHTAMU;

B JIEJO  BKIIOYAKOTCS  JOKYMEHTBl  OJHOTO  KaJIEHJApHOIO  roja,
32 UCKJIFOYEHHEM MEPEXOIAIINX JIET;

JOKYMEHTBI TOCTOSSHHOTO W BPEMEHHOTO CPOKOB XPAHEHUS IPYNIIUPYIOTCS
B JIeJ1a pa3JIeNbHO;

B JIEJIO BKJIFOYAETCS M0 OAHOMY IK3EMIUISIPY KaXJ0ro JOKYMEHTa;

(akcorpamMmbl, TeJerpaMMbl, TelIe(POHOrPAMMBbI TMOMELIAIOTCS B Jena
C IEPENUCKON;

B JIeJI0 TMOMEIIAIOTCS JOKYMEHTHl MPaBWJIBHO M TMOJHOCTBHIO O(OpPMIICHHBIE
(IOKYMEHTBI TOJ>KHBI UMETh AaTy, HOANKUCH U IPYrue He0OX0IUMbIE€ PEKBU3UTHI);

B JI€JO HE BKJIOYAKOTCS JIOKYMEHTBI, IMOJJIeXkallhe BO3BpaTy, JIMIIHUE
HK3EMIUISIPBI M YEPHOBUKH (32 UCKITIOYECHUEM 0CO0O0 1IEHHBIX );

no o0beMy [eno, BKIOYaioliee JJAOKYMEHThl Ha OyMa)KHOM HOCHUTEINE,
HE JOJDKHO TIpeBbImaTh 250 JUCTOB, IPH TOJIIHWHE HE Oosiee 4 cM (TOJIMHA ACIT
co cpokamu xpanenus 10 10 net He momkHa npessimath 10 cm). Ilpu npeBbiieHnn
JAHHOTO 00beMa 3aBOAMTCA BTOpoil ToM. [Ipu Hain4yuu B fee HECKOJbKUX TOMOB
(vacTeil) MHIEKC U 3aroJIOBOK Jelia MPOCTaBISIOTCS Ha KaXKIOM TOME C 100aBJIeHUEM
o6o3HaueHuii: «T. 1», «T. 2».

13.2.5 JlokyMeHTBl BHYTPH Jieja pacliojaratorcs B XPOHOJIOTHYECKOM,
BOIIPOCHO-JIOTMYECKOU MOCIEA0BATEIBHOCTH WIH UX COYETAHUU.

PacniopsautenbHble  TOKYMEHTHl TPYNIUPYIOTCS B Jella MO0  BUAaM
Y XPOHOJIOTUH C OTHOCAIIUMUCS K HUM MPUJIOKEHUSIMU.

[IpoTokonel B Jene pacrnojararoTcsi B XPOHOJOTMYECKOM  IOPSAKE
Y TI0 HOMEpaM.

JIOKyMEHTBI K 3aceaHusM (COBELIAHUSAM) IPYHIIUPYIOTCS B OTAEIBHOE JENO,
KaK U MPHUJIOKEHUS K IPOTOKOJIaM, €CIIM OHU CoJiepKat O6osee 25 CTpaHHUII.
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JIOKyMEeHTBI K MpPOTOKOJaM, €Cld OHM CrPYIIMPOBaHbI B OT/AEJbHBIE JI€Na,
CUCTEMATU3UPYIOTCS BHYTPH JieJia 10 MOPSAKY HOMEPOB MPOTOKOJIOB.

[TocTanoBnenust AamuHucTpauuu ropoaa PocroBa-nHa-JloHy, pacnopsikeHUs
[0 OCHOBHOW JIE€ATENBHOCTH, PACIIOPSIKEHUS MO JIMYHOMY COCTaBY TPYIIUPYIOTCA
OTJEJIBHO MO KaXXJI0MY BH]Ty PABOBBIX aKTOB.

[Tonoxenus, UHCTPYKIIUH, YTBEPK/ICHHbIE pacnopsIuTeIbHbIMU
TOKyMEHTaMH, SBJISIFOTCS TPUIOKCHUSIMH K HUM | TPYNIUPYIOTCS BMECTE
C YKa3aHHBIMHU JOKYMEHTaMH.

Pesomonn  pykoBOAWTENEH, BHU3bI, COCTaBICHHBIE HAa OTICJIbHBIX JIHMCTAX,
pa3MeniaoT nepea JOKYMEHTOM, K KOTOPOMY OHH OTHOCSTCHL.

YTBepKICHHBIC IUIAHBI, OTYETBI, CMETHI, JHMHUTBI, TUTYJIbHBIC CIIHUCKU
U ApyTHUE TOKYMEHTHI TPYNIUPYIOTCS OTACIBHO OT MPOEKTOB.

JIOKYMEHTBI B JIMYHBIX JeJIaX pacrojaraiorcs 1o Mepe uX MOCTYIUICHUS.

[lepemncka rpymnmupyercs, Kak MpPaBWiIO, 3a MNEPUOA KaJCHIApPHOTO Toja
U CUCTEMATU3HUPYETCS B XPOHOJOTMYECKOW IMOCIIE0BATENbHOCTH; JOKYMEHT-OTBET
IOMEIIAeTcsl 3a JOKYMEHTOM-3ampocoM. Ilpu BO300OHOBIEHHMHM  NEPENUCKU
10 OTNPEJICIICHHOMY BOIIPOCY, HAyaBIICHCs B TMPEAbIAyIIEM TOAY, JOKYMEHTHI
BKJIFOUYAIOTCS B JI€JIO TEKYLIETO ro/1a ¢ yKa3aHUEeM MHJIEKCca Jiesia PeIblIyIIero roja.

OJNEeKTPOHHBIE  JIOKYMEHTbI  (OPMHUPYIOTCS B DJIGKTPOHHbIE  Jela
B COOTBETCTBUUM C HOMEHKJIATYpOM JeNl OpraHu3alud B TOW HHOOPMAIMOHHOU
cCUCTEME, B KOTOPOU OHH OBbLIN CO3/1aHbl UJIU B KOTOPYIO OBbLIIN BKJIIOUYEHBI.

13.2.6. JIokyMeHTBI TOCTOSIHHOTO CpOKa XpaHEHUs TOJJIeKaT O(QOpMICHUIO
B JleJia Mo OKoH4YaHuu roja. OdopmieHue aena BKIOYAET B ce0sl KOMIUIEKC paboT
10 OTMHMCAHMIO JieJa Ha 00J0XKKe, OPOIIIOPOBKE, HyMEpaIliyi JUCTOB U COCTABICHUIO
3aBEPUTEIILHON HAIIUCH.

Homepa nucToB gena mpoCTaBISIOTCS Ha JIMCTaX KapaHAAllOM B IPaBOM
BEpPXHEM YTIIy.

OdopmieHne JTOKYMEHTOB B Jefla MPOU3BOAMTCS  OTBETCTBEHHBIMHU
3a JIEJONPOU3BOJACTBO B  (YHKIMOHAJIBHBIX MOJPA3JCICHUSIX AJIMUHUCTPAIUH
ropona PocroBa-Ha-JloHy paOOTHMKaMU NMpPU METOJMYECKON MOMOIIM YIPABICHUS
JIOKYMEHTAIlMOHHOT 0 o0ecnieueHrss AqMuHUCTpanuu ropoaa Poctosa-na-lony.

13.2.7. B 3aBUCUMOCTH OT CPOKOB XpaHEHUS MPOU3BOAUTCS IOITHOE
uiu  yactuuHoe odopmienue nen. IlomHomy odopmiieHHIO momjiexar Jena
MOCTOSIHHOTO, BpeMEHHOro (cBbilie 10 JIeT) CPOKOB XpaHEHHS U MO JUYHOMY
cocraBy. [lomHoe odopmiienune aena npeaycmaTpuBaer: 0ohopMIeHIE PEKBU3UTOB Ha
OO0JIO)KKE Jlela TMOCTOSSHHOTO M BpeMeHHoro (cBeime 10 jer) XpaHeHus
1o yctaHoBJIeHHOU (opme (mpunokenne Ne 16); Hymepauuio JIMCTOB B €I,
COCTaBJIEHUE JHUCTa-3aBeputTenss Jgena (mpunokenue Ne 17); cocraBiieHue
B HEOOXOJUMBIX CIy4asX BHYTPEHHEH OMHCH JOKYMEHTOB jena (MPHIOKEHUE
Ne 18); mommmBKy M TepeIUIeT Jiea; BHECCHHE HEOOXOMUMBIX YTOYHCHUH B
PEKBU3UTHI OOJIOKKH Jea.

13.2.8. OGnoxka Jena MOCTOSHHOTO, BpeMeHHOro (cBwimie 10 jeT) cpokoB
XpaHEeHHUs] U MO JUYHOMY cocTaBy odopmisiercss B coorBeTcTBuu ¢ (IIpaBunamu
XpaHeHus1). PexkBH3UTHI, MpOCTaBIsieMble Ha OOJIOXKKE Jena, O(QOpPMISIOTCS
cienyroumuM odpazoM: «AaMUHUCTpanus ropoga PocroBa-Ha-JloHy» — yka3biBaeTcs
MOJIHOCTBIO B UMEHUTEIBHOM  MaJiekKe; «HAUMEHOBaHHWE  (PYHKIHMOHAIBHOIO
nonpaszaeneHuss AAMUHHCTpanuu ropona PoctoBa-Ha-JloHY» — 3amuchIBaeTCs
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HAaMMEHOBaHUE (YHKIMOHAIBHOTO TOJpa3feieHus AJIMUHUCTpAlMd Topoja
PocToBa-Ha-/IoHy B COOTBETCTBHM CO CTPYKTYpOl AJMUHUCTpalMd Topoja
PocroBa-Ha-/IoHy, YTBEpPKIEHHOW NPaBOBBIM aKTOM AJIMHHHUCTpAalMd Topoja
PocrtoBa-Ha-/loHy; «uHIEKC nena» — mpocTaBisercs uudpoBoe oO03HAUEHUE Jera
0 HOMEHKJatype Aen AamuHuctpauuu ropoga PocroBa-Ha-JloHy; «3aroioBOK
JeNa»  NEPEeHOCUTCS W3  HOMEHKJIATypbl 1€l AJIMHHUCTpauuMd  ropoja
PocToBa-Ha-/[oHy, COIJIaCOBAaHHOW C DKCIEPTHOW TMPOBEPOYHOW KOMHUCCHUEHN
KOMHUTETa IO YIPABICHUIO apXUBHBIM JeloM POCTOBCKO#M o0mactu; «arta aeiay
— yKa3bIBaeTcs roji (rojipl) 3aBeCHUS M1 OKOHYAHUS Jieja B ACJIONPOU3BOJICTBE.

JlaToil nen, coAepKalllMX pPACHOPAIUTENIBHYIO JOKYMEHTAIMI0, a TaKXKe IS
JeJ, COCTOSIIIUX W3 HECKOJbKUX TOMOB (YacTei), SBISIIOTCS KpaillHUE JaThbl
JIOKYMEHTOB JieJla, TO €CTh JaThl (YUCIIO0, MECSI, TOJl) perucTpauuu (COCTABIICHHUS)
CaMOI0 PaHHETr0 W CaMOro MO3AHEr0 JOKYMEHTOB, BKJIIOUEHHBIX B zen0. Ilpu 3TOoM
YUCIO U roa oOo3HayarTcd apaOCKUMH IudpaMu, Ha3BaHUE MeCALA MHUIIETCS
CJIOBAMH.

B nensax obecriedeHusi COXpaHHOCTH U 3aKpEIUICHUS MOPSAIKA PacIoIOKEHUs
JOKYMEHTOB, BKJIIOYEHHBIX B [€J0, BCE €ro JIUCThl, KPOME JIUCTa 3aBEPUTEIA
Y BHYTPEHHEH ONUCH, HYMEPYIOTCS.

JIuCTBI Ael, COCTOSIIMX W3 HECKOJBKHX TOMOB WM 4YacTei, HyMEPYIOTCS
10 KaX/J0My TOMY (4acTH) OTIEIBHO.

@ortorpaduu, YepTekW, AUATPAMMBI U JAPYTUE  WIUTFOCTPUPOBAHHBIE
U celM(PUUECKUe JTOKYMEHTBI, MPEACTABISAIOUINE CaMOCTOSTENbHBIN JUCT B JEJe,
HYMEpYIOTCSI HA 000POTHOM CTOPOHE B JIEBOM BEPXHEM YTIIy.

[ToammTeie B A€710 KOHBEPTHI C BIOKEHUSIMH HYMEPYIOTCS: CHavajla KOHBEPT,
a 3aTe€M OYepEeIHBIM HOMEPOM KaX10€ BIIO)KEHHE B KOHBEPT.

Ilocne 3aBeplieHHMsT HyMepauuu JIUCTOB COCTABIISIETCS  3aBEpUTEIbHAs
HAJNUCh, KOTOpas pacrojaraercs B KOHIE Jena. 3aBepUTeNIbHAas HaJIUCh
COCTaBJISIETCSI B JIeJIE HA OTACIIBHOM JIMCTE-3aBepuTeNe Jena. B 3aBepuTenbHOU
HaJAMUCH IHU(paMu U MPOIMUCHI0 YKa3bIBAIOTCS KOJIMYECTBO JIMCTOB B JAHHOM JIEI€,
OCOOEHHOCTH OTIENbHBIX JOKYMEHTOB (UepTexH, Qororpaduu, puCyHKH U TOMY
mogo0Hoe).

3aBepuTeNIbHAas HAANKMCh NOJAINKCHIBAETCS €€ COCTAaBUTENIEM C YKa3aHHEM
pacuimdpoBKA TOANUCH, AOHKHOCTH M JaThl cocTaBiieHUs. KoaudyecTBO JIMCTOB
B JieJie TPOCTaBJsieTcss Ha OOJIOKKE JieJa B COOTBETCTBHUM C 3aBEPUTEIHHOU
HAJIHUCBIO.

PexBuzutr «Cpok XpaHeHUs Jena» TNEpPeHOCUTCS Ha OO0JOXKKY Jelna
U3 COOTBETCTBYIOUIEH HOMEHKIIATYpPBI JIe MOCJE CBEPKH €ro CO CPOKOM XpaHEHHS,
YKa3aHHbIM B [I€PEYHE THUIIOBBIX YIPABJICHYECKUX APXHUBHBIX JOKYMEHTOB,
o0Opa3yloluxcsi B MpoLEcce AEATENbHOCTH TOCYJAPCTBEHHBIX OPraHOB, OPraHoOB
MECTHOTO CaMOYIIPABJIEHUS U OpPTraHU3ALMM, C YKa3aHUEM CPOKOB XpPaHECHHUS.

Ha nemnax nocTOSHHOIO XpaHEHUs MUILETCS: « XPAHUTh TOCTOSTHHO.

ApxuBHbli mmdp nena (Homepa ¢doHAa, OMMCH, Jeia) Ha OOJIOXKKax Jen
MTOCTOSTHHOT'O XPAaHEHHUS MPOCTABIIACTCS YEPHUIAMH TOJIBKO MOCJIE BKIFOUECHUS 3TUX
JIeJ1 B TOJIOBBIE pa3/ieibl CBOAHBIX OINUCEH, YTBEPKIECHHBIX 3KCIEPTHO-MPOBEPOYHOM
KOMUCCHUEMN.

Ha oO0Onoxkkax €1 TMOCTOSSHHOTO XpaHEHUsi NpeaycMaTpUBaETCS MECTO
JUISI HAMMEHOBAaHUSI apXHBa, B KOTOPBIM OyIyT mepeaaBarbes JAena.
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[To oxoHYaHMM TOJa B HAJIKUCU HA OOJI0XKKAX JIeJ MOCTOSSHHOTO U BPEMEHHOTO
(cBbimie 10 neT) XxpaHeHUs: BHOCSITCSL YTOUHEHUS: IPY HECOOTBETCTBUU 3arojIOBKa e
Ha OOJIOKKE COACpPX AHUIO MOJAIIUTHIX JOKYMEHTOB B 3arojIOBOK J€jia BHOCSTCS
U3MEHEHUS U IOMOJIHEHHUS.

13.2.9. Jlns ydera JOOKYMEHTOB ONPEICIICHHBIX KAaTETOpUH MMOCTOSHHOTO
U BpeMeHHOTO (cBbilie 10 J€T) CpPOKOB XpaHEHHs, Y4e€T KOTOPBIX BBI3BIBACTCSA
cnenupUKoi TaHHOW AOKyMeHTaluu (0co00 IEHHBIE, JIMYHBIE JleJla U TakK Jajee),
COCTaBJIISIETCSI BHYTPEHHSIS OMUCH IOKYMEHTOB Jiea.

BHyTpeHHsIE oOmHMCh JTIOKYMEHTOB Jiefla COCTaBIIIeTCS TakKe Ha Jiena
MOCTOSIHHOTO U BpeMEHHOro (cBbiiie 10 J€T) CpPOKOB XpaHEHHUs, €CIM OHHU
chOpMHpPOBAaHBI TIO  Pa3HOBUIHOCTSM  JIOKYMEHTOB, 3aroJIOBKM  KOTOPBIX
HE PaCKPbIBAIOT KOHKPETHOTO COAECPKAHUS JOKYMEHTOB.

BHyTpeHHSsT onMCh COCTAaBISAETCS HAa OTAEIBHOM JIMCTE, KOTOPAsl COINEPKUT
CBEJICHHS O TIOPSAKOBBIX HOMEpax JOKYMEHTOB Jejla, WX MHACKCaX, JaTax,
3aroJoBKaxX M HOMEpax JHUCTOB JieJla, HA KOTOPBIX PACIIOIOKEH KaKIbIA IOKYMEHT.
K BHYTpEHHEl ONUCH COCTAaBISIETCSI UTOrOBas 3alUCh, B KOTOPOM YKa3bIBAKOTCA
nrdpamMu ¥ TPOMUCHI0 KOJWYECTBO BKIIIOYEHHBIX B HEE JIOKYMEHTOB U KOJIUYECTBO
JIMCTOB BHYTPEHHEH OMKCH.

BHyTpeHnHsis omnuch JOKYMEHTOB Jiefla TMOJIKCHIBAETCS COCTABUTEIEM
C YKazaHueM paciuppoBKH MOAMUCH, JOJLKHOCTH U JJaThl COCTaBIICHUS onuch. Eciu
JIEJIO YK€ TEePEIIETeHO U MOAIINTO, TO 3aBEPEHHAsI COCTABUTEIEM BHYTPEHHSS OMHUCh
JIOKYMEHTOB JI€Jia MOJKJIEUBAETCS 3a BEPXHUN Kpall K BHYTPEHHENW CTOPOHE JIMIIEBOI
OOJIOKKH JieTa.

13.2.10. JIoKyMEHTBI, COCTABIISIFOIITUE JICIIO, MOIIMBAIOTCS HAa YETHIPE MPOKOJIA
B TBEPAYIO OOJOXKY M3 KapTOHAa WM TMEPeIUIeTaloTCS C y4eTOM BO3MOXKHOTO
CBOOOJTHOTO YTEHHS TEKCTa BCEX JOKYMEHTOB. IIpu moArotoBke Mei K TMOIIIMBKE
(meperuieTy) — METaUIMYECKUWE  CKperieHuss  (OyJaBKH,  CKPENKH,  CKOOBI)
U3 JIOKYMEHTOB yIAJISIOTCA.

Hena BpemenHoro (mo 10 jeT BKIIOYUTENHLHO) CPOKA XPAHEHHS JOMYCKAETCs
XpaHUTh B CKOPOCHIMBATEINSAX, HE MPOBOJUTH MEPECUCTEMATHU3AIUIO JTOKYMEHTOB
B JIEJI€, JINCTHI JIeJla HE HyMEpOBaTh, 3aBEPUTEIIbHBIC HAJIMUCH HE COCTABIIATD.

13.3. Opranuzaiusi onepaTuBHOTO XPAHEHUS JOKYMEHTOB.

13.3.1. C MomMmeHTa 3aBeneHus u jo nepenaud B MKY «MyHuIunaabHbIN
apxuB ropojaa PoctoBa-na-JloHy» nena XpaHaTcs 1Mo MeCTy ux (OpMHUPOBAHUS.

dopMupoBaHue U xpaHeHue Aen 10 nepenadn ux B MKY «MyHununanbHbIni
apXuB ropoga  PocroBa-Ha-/loHy» OCYILIECTBIISIETCS (GyHKIHOHATBHBIM
noapasjaeneHueM AaMuHUCTpanmu Topoja PocrtoBa-na-lloHy u  YmnpaiieHuEM
JTIOKyMEHTAITMOHHOTO o0ecrieueHuss AaMuHHCTpanuu Topoja PocroBa-na-/lony,
AJIIEKTPOHHBIX JIeI-B cucTeme «Jlemoy.

13.3.2. PykoBoautenu (PyHKIUOHAJIBHBIX MOJPa3IeIeHU AJIMUHUCTpaALUU
ropona PoctoBa-Ha-/loHy W pabOOTHHUKH, OTBETCTBEHHBIC 3a JEIOMPOU3BOCTBO,
00s13aHbl 00ECTIEYMBATh COXPAHHOCTh JOKYMEHTOB U JIEJI.

13.3.3. lena, Haxosimuecss B paboYrMXx KOMHATaX M CHEIHUAIbHO OTBEICHHBIX
1. 3TOM 1€ TOMEIICHUSIX, PACIONaraloTCd B BEPTUKAIBHOM MOJOKEHUU
KOpEIIKaMy HapyXy B 3anupaeMbix mkadax, o0eclneunBalOIIMX HX MOJHYIO
COXPaHHOCTb, MPEAOXPAHSIONIMX JOKYMEHTBI OT MbUIM U BO3JEHCTBUS COJHEYHOTO
CBETA.
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B nensx nosblIeHKs ONIEpaTUBHOIO IOMCKA JOKYMEHTOB JIeJla pacIiolararoTcs
B COOTBETCTBHM C HOMEHKJIATypoHu Aen. HomeHknarypa nen Wiy BBIIMCKA U3 HeEe
MIOMEIAETCs] HA BHYTPEHHEH CTOPOHE IIKada.

Ha xopemkax oOJ0eK Jdesl YKa3bplBalOTCS HMHJEKCHl 110 HOMEHKIATYpe
Y 3arOJIOBKH JIEIL.

13.4. IlIpoBepku HaaMuuMsg M COCTOSIHMSI JOKYMEHTOB M Jel B IENAX
YCTaHOBJICHHS (PAKTUUECKOTO HATMYHUS e JOJDKHBI MPOBOJUTHCS CIEHHUATUCTaAMU
GYyHKIMOHATBHBIX TOJpa3eneHuil AaMuHUCTpanuu Topoaa Pocrosa-na-Jlony,
OTBETCTBEHHBIMU 34 JIEJIONPOU3BOJCTBO B CIIy4asx:

nepen  nepejayed  JOKYMEHTOB B YIIPABIEHUE  JOKYMEHTALMOHHOTO
obecniedueHus AaMuHHCTpauu ropoaa Pocrosa-na-J{ony;

IIPY NIEPEMEILIEHNH JIET;

pu CMEHE PYKOBOIUTENS (YyHKIHOHATBHOTO MOAPA3AETICHUS
AnmvuHHcTpanuu ropoaa PocroBa-Ha-/{ony;

OpU pEOpraHu3allid W JMKBUJAIMM (PYHKIHOHAIBHOIO IOJApa3JeICHUs
AnmvuHucTpanuu roposaa Pocrosa-Ha-/{ony;

IIpoBepka Hanuuus MPOBOAUTCSA IIyTEM CBEPKH CTAaTE€ll HOMEHKIATYPBI JIEJ
C OINKCaHUEM JIeJl Ha 00JIOKKE, a (PU3NYECKOE COCTOSIHUE JIEN OIpeNesieTCs] MyTeM
UX BH3YyaJbHOro mpocMoTpa. Bce oOHapyXeHHbIE HEIOCTaTKH  JIOJIKHBI
(UKCUPOBATHCS B AKTE IPOBEPKH HAIMYUS U COCTOSIHUSA JIEN.

13.5. B cnyuae BBIABIEHUSI OTCYTCTBUSA JEJ, YUCISIIMXCS 1O HOMEHKJIAType
nen, pykoBoauTeneM (YHKIMOHAIBHOTO MNOJpa3leieHus AIMUHUCTpalMu ropoja
PocroBa-Ha-/loHy nmpuHMMAOTCS MEPBI IO UX PO3bICKY. Ecim po3bICK A€l He AaeT
pe3yapTara, COCTAaBISAETCS CIpaBKa O NPUYMHAX HUX OTCYTCTBHS, KOTOpas
MTOATMCHIBACTCS PYKOBOJUTEIIEM (YyHKIHOHAIBHOTO NOAPA3AEIECHUS
Anvmunuctpanun ropoaa PocroBa-Ha-JloOHYy W NpencTaBisieTCs B yHPAaBJIEHUE
JIOKYMEHTAllMOHHOT 0 o0ecnieueHrss AqMuHUCcTpanuu ropoaa Poctosa-na-Jlony.

®axT yTpaThl Aena (aen) GUKcUpyeTcs B aKTe, COCTaBISIEMOM PYKOBOJIUTEIEM
(GYHKIIMOHAJIBHOTO TMoOJApa3feseHus AAMUHHCTpanuu ropojna PocroBa-Ha-/loHy
(YNOJTHOMOYEHHBIM UM JIMLIOM) U YIPABJICHHUEM JTOKYMEHTALIMOHHOTO OOecreueHus
AnmvuHucTpanuu ropoga PocroBa-Ha-JIoHy B Tpex OJK3eMIUILIpax: IO OAHOMY
IK3EMIUISIPY aKTa XPaHUTCS B YNPaBICHUHM JOKYMEHTAIIMOHHOTO OOeCHedeHus
AnmMuHucTpanuu ropoaa PoctoBa-Ha-/loHy W (QyHKUIHMOHAIBHOM TMOJpa3/eiIeHUN
Anvmunuctpauuu ropoaa PocrtoBa-Ha-/[oHy, DJK3EMIUIAp aKTa MPEICTABISETCA
B MKY «Mynununanesslii apxuB ropoga PocroBa-na-JloHy» mpu nepemade nen
(GYHKIIMOHAIBHOTO TMOJpa3fefieHus AIMUHHCTpanuu Tropoaa PocroBa-Ha-/lony
Ha apXUBHOE XpaHEHUE.

14. TTopsinok nepeaadyu TOKYMEHTOB HA XpAHEHUE B apXUB

14.1. HoxymenTsl AnMmuHHCTpauuud ropoaa PoctoBa-Ha-/loHy sBistOTCA
€€ COOCTBEHHOCTBIO M TOCJE NPOBEICHUS SKCHEPTHU3bl UX IIEHHOCTH B TMOPSIKE,
yctaHoBlIeHHOM ®DenepanbHbiM 3akoHOM OT 22.10.2004 Ne 125-®3 «O6 apxuBHOM
nene B Poccuiickori ®enepanun», MO HUCTEUCHHE S JIET BPEMEHHOTO XpaHEHUs
B AaMuHUCTpauuu ropoja PoctoBa-Ha-J[oHY JTOKYMEHTHI, OIEKAT 00A3aTENbHOM
nepenaye Ha xpaHeHne B MKY «Mynunnnansselii apxus ropoaa PocroBa-Ha-
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Hony». JlokymeHTsl AnMuHHCTpanuu ropoaa PocroBa-Ha-J[oOHy BXOAST B COCTaB
ApxusHoro ¢ponaa PocroBckoii 06sacTu.

14.2. DxcnepTH3a IEHHOCTH JIOKYMEHTOB.

B xome »skcmepTussl NOPOBOAUTCS OTOOpP JOKYMEHTOB JJisi  XpaHCHUS
Y YHUYTOXKCHUS.

14.2.1. DkcniepTU3a LEHHOCTH JOKYMEHTOB MPOBOJUTCS: MPH COCTaBICHUU
HOMEHKJIATyphl Jed, B mporecce (OpMUPOBAHHUS el M TpPH MOATOTOBKE el
s nepegaur B MKY «Mynununanessii apxus ropoga Pocrosa-na-/[ony».

14.2.2. ]Ins opraHv3aiuu U MpOBEEHUS IKCIEPTU3bI IEHHOCTH JOKYMEHTOB,
oTOOpa MX Ha MOCTOSHHOE XpaHeHue B AJMHUHHUCTpauuu ropojaa PocrtoBa-na-/[oHy
CO3JaeTCs SKCIEPTHAS] KOMUCCHSL.

DKcrnepTHasi KOMUCCHUSL CO3/1aeTci M3 4yucia Hanbosee KBaIU(DHUIIMPOBAHHBIX
pabOTHHKOB B KOJIMYECTBE HE MEHEE IMATH YEJIOBEK.

CocTaB KOMHCCHM YTBEPHKIAETCS MPABOBBIM aKTOM AJIMUHHUCTpalMU ropoja
PocroBa-na-/lony.

14.2.3. 3agaun, QyHKIIMM U TpaBa SKCHEPTHOM KOMHUCCHH AJIMUHUCTPALNH
ropoga PoctoBa-Ha-JloHY omnpenensioTcs MOJIOKEHHEM 00 AKCHEPTHOM KOMHCCHH,
KOTOpOE€ pa3palaThIBAE€TCs W YTBEPXKAACTCS MPABOBBIM aKTOM AJMUHUCTPAIUU
ropoza PocroBa-Ha-JloHy Ha OCHOBaHHWH NPUMEPHOTO ITOJIOXKEHUS, COIIACOBBIBAECTCS
C AKCIEPTHO-NIPOBEPOYHON KOMUCCUEN KOMUTETA MO YNPABIECHUIO apPXUBHBIM JIEJIOM
PocToBckoii o0nactu.

DKcnepTHasi KOMUCCHSL OCYIIECTBIISIET ClIeAyIomne QyHKIUU:

paccMaTpuBaeT CBOJHYIO HOMEHKIATypy JAell AJMHUHHUCTpAalUU Topoja
PocroBa-Ha-/lony;

paccMaTpUBaeT OINHKCH JEJI MOCTOSHHOIO XPaHEHWs, MOJJISKAIlUe INepenade
B MKY «Mynununansssiii apxus ropoga Pocrosa-na-Zlony»;

paccMaTpUBAET OMKCH JIEJ IO JUYHOMY COCTAaBY;

ONpPENENSAET CPOKUA XPAHEHMS JI€]T, KOTOPBIE HE IPEAYCMOTPEHBI B IIEPEUHE;

BBIHOCUT pEUIEHUE O TNPEICTABICHUA WX HAa YTBEPXKIECHUE HKCIEPTHOU
IIPOBEPOYHON KOMMCCHUM KOMMTETA MO YIPABJICHUIO APXWBHBIM J1€JI0OM POCTOBCKOM
o0acTH;

paccMaTpUBAET aKThl O BBIIECJICHUU K YHHUUTOXKEHHUIO APXUBHBIX JOKYMEHTOB,
HE NOJJIeKAIUX XPAaHEHUIO0, B TOM YHCIE MpeACTaBICHHbIE (YHKIHOHATbHBIMU
nopasaeeHus MU A IMUHICTpanuu ropoaa Pocrosa-ta-J{ony (mpunoxenue Ne 22).

14.2.4. DxcniepTr3a  1IEHHOCTH  JIOKYMEHTOB  JIOJDKHA — OCYIIECTBIISTHCS
M0 3aBEPIICHUH JIETONPOU3BOICTBEHHOIO I'0/1a.

14.2.5. Tlpu MIPOBEICHUU JKCIIEPTU3BI LEHHOCTHU JTOKYMEHTOB
OCYUIECTBIISIIOTCA OTOOpP JOKYMEHTOB IOCTOSIHHOTO XPAaHEHHS U 10 JIUYHOMY
COCTaBY, BBIJIEJICHUE K YHHUTOXKCHHIO apXUBHBIX JIOKYMEHTOB M J€J, CpPOKHU
XpPAaHEHUsS] KOTOPBIX HCTEKJIH, MPU ATOM OJHOBPEMEHHO IPOBEPSIOTCA KadeCTBO
Y TIOJIHOTA JICMCTBYIOIEH HOMEHKIIATYpbI Jei, cornacHo ¢ (ITpaBunamu xpanenus).

14.2.6. OT00p AOKYMEHTOB MPOBOJUTCA HAa OCHOBAHUU MEPEYHs JOKYMEHTOB
C yKa3aHHMEM CpOKOB XpaHEHHs M HOMEHKIaTtypbl jaen. He momyckaercss otOop
JIOKYMEHTOB ISl XpaHEHUS U BBIACICHUS K YHUUYTOXEHHUIO TOJIbKO HA OCHOBaHUU
3aroJ0BKOB JIEJL.

[Ipy MONKMCTHOM MPOCMOTPE AEN MOCTOSSHHOTO XPAaHEHMS MOJJIEXKAT U3BATHIO
NyONeTHbIE S3K3eMIUIIPbl  JTOKYyMEHTOB, UEPHOBHUKH, HEO(POPMIICHHBIE KOMHUU
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JOKYMEHTOB U JIOKYMEHTBI BpPEMEHHOTO Cpoka XxpaHeHus. [ena ¢ momerkoit DIIK
(3KCMEPTHO-TIPOBEPOUHAS] KOMUCCHSI) MOJBEPralOTCS TAKKE MOJIUCTHOMY MPOCMOTPY
C LUEIbI0 OMNPENECICHUs HMCTOPUYECKOM ILIEHHOCTH W BBIACIEHUS HMX H3 COCTaBa
JOKYMEHTOB, MOJJIEKAIIUX IOCTOSHHOMY CPOKY XPAHEHUIO.

14.2.7. Onucu  1en  COCTAaBISAIOTCS B (YHKIIMOHAIBHBIX TOPa3ICICHUIX
AnmvmunucTpanuu ropoja Pocropa-na-/{ony.

Onucu COCTaBIAIOTCA OTAEJIBHO Ha Jeja IOCTOSHHOIO XpAaHEHWs; Jena
BpeMEHHBIX (cBbime 10 JeT) CpokOB XpaHEHHWs; Jefla MO JIMYHOMY COCTaBy.
OTnenpHbIE ONMKUCH COCTABIIAIOTCA HA €AMHULBI XPAaHEHUS AJIEKTPOHHBIX JOKYMEHTOB
MOCTOSIHHOTO XpaHEeHUs; BpeMeHHbIX (cBbilie 10 1eT) CpOKOB XpaHEHUSs, M0 JIMYHOMY
COCTaBYy.

JIOKyMEHTBI nepearTcs (GyHKIIMOHATHHBIMH Nopa3IeICHUIMU
Anmunuctpanuu ropoja PocroBa-Ha-J[oHY 1O cIaToO4HOM onmucH Aen (MPUIIOKEHUE
Ne 23) B ympaBineHne AOKYMEHTAIIMOHHOTO OOecTeueHuss AIMUHHUCTPAIMN TOpojaa
PoctoBa-Ha-/IoHy [ MOOCHEAYIOIIETO COCTABJICHHS CBOJHOM OMNUCH  JIEI
AnmunucTtpanuu ropoja PoctoBa-Ha-Jlony u nepegaun B MKY «MyHuUIMnaabHbIN
apxuB ropoaa PocroBa-na-ZloHy».

Ha nena BpeMeHHBIX cpokoB XpaHeHus (10 10 jeT BKIIOYUTEIBHO) OMKHCH
HE COCTaBIISIIOTCS, U B ApXUB TaKUE JIeJIa HE MEePEIAt0TCSI.

[Ipu  cocraBiennn onucu el  (PYHKIMOHAIBHOTO  MOJPa3ICIICHUS
AnmMuHucTpainuu ropoja PocroBa-na-/lony cobmomatores clieyronue TpeOoBaHus:

3aroJIOBKM JI€JT BHOCSITCA B OINKCh B COOTBETCTBUU C MPUHATOM CXEMOH
CUCTEMATHU3ALINH JIeJI, 3aKPEIJICHHOW B HOMEHKJIATypE JIEJI;

Ka)X/10€ JIeJI0 BHOCUTCS B OMKCH MOJI CAMOCTOSITEILHBIM MOPSIKOBEIM HOMEPOM
(ecnu €710 COCTOMT U3 HECKOJIBKUX TOMOB HJIM YACTEH, TO KaKJIBIH TOM WA YaCTh
BHOCSITCSI B OITUCH MOJT CAMOCTOSTEIIbHBIM HOMEPOM);

MOPSIZIOK HyMEpalluu JIeJl B ONMCU — BAJIOBBIN;

rpadpl OMUCH 3AMOJHSIOTCS B TOYHOM COOTBETCTBHHM C TEMH CBEIACHHUSIMH,
KOTOpbIE BEIHECEHBI HAa OOJIOXKKY J1eTa;

MpU BHECEHUM B OMUCH NOAPSA Jesl (TOMOB, 4acTeil) C OJAMHAKOBBIMHU
3aroJOBKaMU 3arojOBKM Bc€X Jed (TOMOB, 4YacTel) IMHUIIYTCA MOJHOCTHIO;
IIPY BHECEHUU B OTIHMCh MOCIIEHETO 3aroyioBka go0asmusiercs cioBo «llocnennuiiy;

rpada omucu «lIpumeuaHus HCMOAB3YETCS IS OTMETOK O TpUeMe Jied,
00 OCOOEHHOCTSIX MX (PU3UYECKOTO COCTOSTHUS, O Tepemade Jesd  JIpyruMm
GyHKIMOHATIBHBIM TIOJpA3ACTeHUsIM AJMUHUCTpanuu Topoaa PoctoBa-Ha-/{oHy
CO CCBhUIKOHM Ha aKT, O HAJIUYUH KOITHH.

IIpy cocTaBiaeHUM OMUCH DJIICKTPOHHBIX JIeI B OINUCh BKIIKOYAIOTCS:
MOPSIAKOBBIA HOMEp BJIEKTPOHHOIO JieJia MO OMUCH; MHAEKC 3JIEKTPOHHOTO MEa;
3aroJOBOK JieNla; Jara Jena (Toma, 4YacTH); CpPOK XpaHeHus jena; o0beM
AIIEKTPOHHOTO Jiea B MO; mpuMeuaHus.

B cocraBe omucu 3€KTPOHHBIX Jien B cucteme «Jlemo» dopmupyercs peectp
AIIEKTPOHHBIX JOKYMEHTOB (KOHTEHHEPOB 3JICKTPOHHBIX JOKYMEHTOB), B KOTOPOM
YKa3bIBAIOTCS CBENECHHUSI OO0 AJIEKTPOHHBIX JIOKYMEHTaX, BKIIOUEHHBIX B KaXJI0€
AIEKTPOHHOE JEJO.

Onuck nen (yHKIMOHAJIBLHOTO TMOApa3ieNeHus AJIMHHHCTpAlMKA Tropoja
PocTtoBa-Ha-/loHy cocTaBiiseTcst B IBYX SK3eMILIsipax Ha OyMa)KHOM HOCHUTENE, OJIUH
U3 KOTOpPBIX MEpPENacTCs BMECTE€ C JieJlaMd B YIPABICHUE JOKYMEHTAIIMOHHOTO
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oOecrieueHuss AnMuHHCTpanuu ropoaa PocroBa-na-/lony, a BTOpoil ocraercs
B KAauecTBE KOHTPOJBHOTO »OJK3eMIUlsipa B (YHKIMOHAIBHOM TMOJpPa3ieICHUH
Anvmunuctpauuu —ropoga  PocrtoBa-nHa-Jlony. Omnmcu  fmen  moapasneieHui
MPE/ICTABIIAIOTCS B YIPABICHUE TIOKYMEHTAIIMOHHOTO 00ecreueHuss AJMUHUCTpAIIH
ropoaa PoctoBa-Ha-/[oHy He paHee 4yeM 4Yepe3 OAUH TOoJl, U HE MO3JAHEE, YEM 4Yepes
TpU Troja TIOCIE 3aBEpUIEHUs AN B Aejonpou3BoAcTBe. Onucu  jen
(GYyHKUHMOHATIBHBIX —TMOApPA3AeieHuid AaMuHUCTpauu ropoaa PoctoBa-Ha-/{oHy
SBJIIFOTCSL OCHOBOM ISl COCTaBJICHUSI CBOJIHBIX OMMUCEH el AIMUHHCTpPALUU TOpoJa
PocroBa-na-/lony.

CBoanas onuchk 1en AQMUHHCTpauu ropoaa PoctoBa-Ha-/[oHy MOCTOSHHOTO
XPAaHEHMsI COCTABJISETCS B YETBHIPEX SK3EMIUISpax, OMUCH eI MO JIMYHOMY COCTaBY
COCTABJISIETCS. B JIBYX 3K3EMIUIIPaxX U MPEACTABISIETCS HA COTJIACOBAHUE IKCIIEPTHO-
IIPOBEPOYHON KOMUCCHHM KOMHUTETA IO YIPABJICHHUIO APXUBHBIM J1€0M PocToBckoi
obnactu (mpuioxenus Ne 18-22).

142.8. AKT O BBIACICHMH K YHUYTOKCHUIO apXUBHBIX JOKYMEHTOB,
HE NOJJIeKAIINX XPAHEHWIO, COCTABJISIETCS, Kak IIpaBWIO, Ha BCE Jeia
Anvmunuctpanun ropojga PocroBa-Ha-J[OHYy € HMCTEKIIMMH CpPOKAMH XPAaHEHUS
(mpumoskenre Ne 22). AKT O BBIICICHUU K YHHYTOXXCHUIO apXHBHBIX JIOKYMEHTOB,
HE MOJUIekKAIIUX XPAaHEHUIO, COCTaBJsieTcs Tociae O(QOPMIICEHHS ONUCU  JIeNd
MOCTOSIHHOT'O CPOKa XPaHEHHUS.

Jlena BKIIIOYAKOTCSI B aKT O BBIACICHUM K YHHUYTOXXEHHUIO JIOKYMEHTOB,
HE NOJJIeXKAIINX XPAaHEHUIO, €CIIN MPEyCMOTPEHHBIN JUIsl HUX CPOK XPaHEHHs UCTEK
K | siHBaps roma, B KOTOPOM COCTaBJIEH akT (Harpumep, 3akoHdeHHbie B 2015 romy
nena ¢ 3-JISTHUM CPOKOM XPaHEHHsS] MOTYT OBbITh BKIJIFOUEHBI B aKT, KOTOPbIA Oyjaer
cocraBieH He panee 1 sHBaps 2019 1.). AKT O BBIICIICHUH K YHUYTOXEHHUIO
NOKYMEHTOB, HE NOMJIEXKAIIMX XPAHCHWIO, IOAMMCHIBAECTCS  HAYaJIbHUKOM
YIOPABJICHUS JTOKYMEHTALIMOHHOTO o0ecreueHuss AJIMUHUCTpanuu ropojga Pocrtosa-
Ha-J[OHy M yTBEp)KIaeTcs 3aMECTUTENEM IaBbl AJMHMHHMCTpauuu ropojga Pocrosa-
Ha-J[OHy O OpraHM3alMOHHO-TIPABOBBIM U KaJIPOBBIM BOIIPOCAM.

Ha snekTpoHHbIE JOKYMEHTHI C MCTEKIIMM CPOKOM XpaHEHHs YIpPaBICHUEM
JOKYMEHTAllMOHHOTo ~ o0ecriedeHus AaMmuHUCTpaimu ropoja PocroBa-na-/lony,
M0 HAIpPaBJIEHHBIM (DYHKIIMOHATIBHBIMU TOJPA3AEICHUSIMU AJIMUHUCTPALMK TOpOAa
PocroBa-Ha-/IoHy TmiepeyHsIM JOKYMEHTOB C HCTEKIIMMH CpPOKAMU XPAaHEHUS,
COCTaBIISIETCSl ciaTtouHas omuch nen (mpunoxkenue Ne 23) Ha ocHOBe (OpMBI akTa
O BBIJIEJICHUH K YHUUTOKEHUIO JIOKYMEHTOB, cornacHo ¢ (IIpaBuiamu XxpaHeHus).

AKT O BBIICJIGHUM K  YHUYTOXKEHHUIO  DJIEKTPOHHBIX  JIOKYMEHTOB,
HE TMOMJIekKAUIMX XPAHEHUI0O B MEXKBEJIOMCTBEHHOM CHUCTEME 3JIEKTPOHHOIO
JIOKYMEHTO000pOTa M JENONpPOM3BOACTBA «/leno», monamuceiBaeTcs HavyaabHUKOM
YIOPABJICHUS TOKYMEHTALIMOHHOTO oOecreueHus: AIMUHUCTpaluu ropojga Pocrtosa-
Ha-J[oHy W yTBepKJaeTcsl 3aMecTUTeNeM TIJaBbl AJMUHUCTpallMd Topoja
PocToBa-Ha-/IoHy 1O OpraHM3allMOHHO-TIPABOBBIM M  KaJpPOBBIM  BOIIPOCAM
(mpuosxkenue Ne 24).

DNEKTPOHHBIE JOKYMEHThI C HCTEKIIMMHU CPOKAMH XPAHEHUS YHUYTOXKAKOTCS
yIpaBIEHUEM MH(POPMAITUOHHBIX TEXHOJIOTUI AnMmuHHCTpanuu ropoaa
PoctoBa-Ha-/lony, B TeueHue 15 pabouux JHEH C MOMEHTa YTBEP)KICHHUS aKTa
O BBIACICHUM K YHUYTOKEHHUIO DJIEKTPOHHBIX JOKYMEHTOB, HE MOJJIEkKAIIUX
XPAaHEHMIO, MMPOrPaMMHO-TEXHUYECKUMHU CPEJICTBAMHM C COOTBETCTBYIOIIEH OTMETKOMN
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B aKT€ O BBIJCIICHUM K YHUYTOXKEHUIO 3JIEKTPOHHBIX JIOKYMEHTOB, HE IMOJICIKAIINX
XPaHEHUIO B MEXBEJIOMCTBEHHOM CUCTEME 3IEKTPOHHOTO TOKYMEHTO000pOTa

U JENOMPOU3BOACTBA «Jlemoy.

DNEKTPOHHBIE JOKYMEHThl CUUTAIOTCS YHUYTOKCHHBIMH, €CIIM WX HENb3s
BOCCTAaHOBHTH CPEJICTBAMU HMH(OPMAIIMOHHOM CHCTEMBl HAa HOCUTENSX HH(pOopMaImu
Y U3 PE3EPBHBIX KOUH.

142.9. Ilpu  mnepBUYHOM  TPEACTABICHUU  OMNHUCEH B KOMHUTET
N0 YIPaBJIEHUIO apXHWBHBIM JieJoM PocCTOBCKOW o00nacTh, a Takke B CBS3U
C HW3MEHEHUEM CTPYKTYpbl M HAMMEHOBAHUS (PYHKIHMOHAIBHBIX TOJpA3ACICHUN
Anvmunuctpanuu ropoja PocroBa-Ha-J[OHY COCTaBIIIOTCS HCTOpUYECKas CIIpaBKa
K apxuBHOMY (ouay AamunHHcTpanuu ropoaa PoctoBa-Ha-JloHy W mpenucioBus
K HUM.

14.2.10. Tlocme mnpoBeacHuss o0pabOTKU (YMOPSAIOYCHUSI) JOKYMEHTOB
IIOCTOSIHHOTO CpOKa XpaHEeHWs, BpeMEHHOro (cBbimie 10 1er) cpoka XpaHEHUs
U JOKYMEHTOB MO JHMYHOMY cocTaBy B cooTBeTcTBUM C (IIpaBunmamu xpaHeHUs)
C COCTaBJICHMEM OIIMCEH JeJI, HAay4YyHO-CIIPaBOYHOI'O ammnapara K OIIMCAM Jell,
B Topsake, ycraHoBieHHOM @DenepaibHbIM 3akoHOM OT 22.10.2004 Ne 125-03
«O0 apxuBHOoM gene B Poccuiickoii ®epepauun», TOKYMEHTbl AJMHUHHCTpPALUU
ropoga PocroBa-Ha-J[oHy mnocine UCTEYEHHs] OS-JIETHErO CpoKa HMX XpaHEHHUs
M HCHOJB30BaHUS B AJMUHMCTpauuu ropoja PocroBa-nHa-JloHy mnomexar
oOsi3atenbHOM Tiepenade Ha xpaHeHue B MKY «MyHulunanbHbld apXuB TOpoja
PocroBa-Ha-/{oHy».

ITogroroBka m mnepepaya nokymeHTOB B MKV «MyHuIMnaneHbl apXxuB
ropoga PocrtoBa-Ha-JloHy» OCYIIECTBIIAETCA YNPABICHUEM JOKYMEHTALIMOHHOIO
oOecrieueHust AqMuHucTpanuu ropoja Pocroa-na-/lony.

[TonroroBka  3JIEKTPOHHBIX  JOKYMEHTOB K  nepegaye B MKYVY
«MyHuIMNIaIbHBINA apxuB ropoga  PocroBa-Ha-/loHy» OCYILECTBIIIETCS
(GYHKIIMOHAIBHBIMU TMOApa3eIeHUsIMU AAMUHHCTpalu ropoga PoctoBa-Ha-/loHy
COBMECTHO C YIpPaBICHHEM JOKYMEHTAIIMOHHOTO oOecreueHuss AIMUHUCTpaLUu
ropona PocroBa-nHa-JloHy U  ympaBieHHeM HMHPOPMALMOHHBIX TEXHOJOTUMN
Anmunuctpanuu ropoaa PocroBa-Ha-JloHy, oOecrieunBaromuM (GyHKIMOHUPOBAHKE
cUCTEMBI «/Jleoy.

[Ipy MOArOTOBKE BIEKTPOHHBIX JOKYMEHTOB, OTOOpaHHBIX K TNiepenaye
B MKY «MynununaneHelii apxuB ropona PocrtoBa-Ha-JloHy» BBIIOJTHSIOTCS
CJIEIyIOLIME OCHOBHbBIE MTPOLIETYPhI pa0OTHI C JOKYMEHTAMMU:

npeo0pa3oBaHre TEKCTOBBIX AJIEKTPOHHBIX TOKYMEHTOB B (JOpMAT apXHBHOTO
xpanenuss PDF/A-1, ecnu 31eKTpOHHBIH JAOKYMEHT OBLI CO3MaH WM BKIIIOYCH
B cuctemy «/leno» B npyrom dopmare;

¢opmupoBanre B HMH(POPMALMOHHOW CHUCTEME OMHCEH 3JIEKTPOHHBIX el
JOKYMEHTOB  (DYHKUHMOHAJIBHBIX  MOApa3JeileHui  AJAMHHHUCTpalMM  Topoja
PocroBa-Ha-/lony;

dopmupoBanue B cucreMe «Jleno» KOHTEHMHEPOB AIEKTPOHHBIX JOKYMEHTOB,
BKJIIOYAIONIMX: KOHTEHET U METaJaHHble JJIEKTPOHHOTO JIOKYMEHTa, (aiibl
ANEKTPOHHBIX MOANUCEN, BU3YAIIM3UPOBAHHYIO KOMHUIO TEKCTOBOI'O 3JIEKTPOHHOIO
nokymenta B ¢popmate PDF/A-1;
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dbopmupoBaHue B cucremMe «Jlemo» SIEeKTPOHHBIX e, SBIISIOIIMXCS
COBOKYITHOCTBIO KOHTEMHEPOB JJIEKTPOHHBIX JOKYMEHTOB WJIM KOHTEUHEPOM
AIEKTPOHHOTO JOKYMEHTA,

MUTpalMsl  DJEKTPOHHBIX JOKYMEHTOB Ha (u3nyecku 000COOJICHHbIE
MaTepuaJIbHbIE HOCUTENH, €CIIU AJOKYMEHTHI nepenarorcsa B MKY «MyHununanbHbIi
apxuB ropoaa PocroBa-na-JlonHy» He mNo HHOOPMAIMOHHO-KOMMYHUKAIIMOHHBIM
KaHaJlaM;

MIPOBEPKA BOCIPOU3BOIUMOCTH JIEKTPOHHBIX JOKYMEHTOB;

MPOBEPKA  3JIEKTPOHHBIX  JIOKYMEHTOB Ha  HaJIW4YUM€  BPEIOHOCHBIX
KOMITBIOTEPHBIX IIPOrPaAMM;

(dopMupOBaHHE TPAHCIOPTHOTO KOHTEHHEpa, COAEPKAIIETO AIEKTPOHHbBIE
Jiena, BKIOYEHHBIE B OMUCH 3JEKTPOHHBIX JIE€M (OMUCH MOCTOSIHHOTO CPOKA XPAHEHHS,
BpeMeHHBIX (cBbiie 10 j1eT) CpOKOB XpaHEHUs, /e 10 JINYHOMY COCTaBy).

14.2.11. ®yHKIUOHANIBHBIE MOApPA3ACICHUs] AJIMUHUCTpAIlMM  Tropoja
PoctoBa-Ha-/lony exeronHo, B cpok a0 Ol ¢eBpans, mepenaroT B ympaBieHHE
JOKYMEHTAllMOHHOTO olecrnedeHuss AAMHHHMCTpanuu ropoaa PocroBa-Ha-/lony,
B COOTBETCTBUHM C omucsMu Jnen, mo (opme (mpunokenne Ne 20) HOKYMEHTHI
IIOCTOSIHHOTO CpOKa XpaHeHUs, BpeMeHHoro (cBeimie 10 7eT) cpoka XpaHeHuUs
U 0 JUYHOMY cocTaBy, o ¢opme (mpuioxkenue Ne 21) mojsexkaniye nepenade
Ha xpaHeHue B MKY «MynununansHeiil apxus ropoaa PocroBa-na-/loHy».

14.2.12. B mepuoa TOATOTOBKM eI K Iepedadye B apXwB pPaOOTHUKOM
MKY «MynumunansHbeli apxuB ropoja PocroBa-Ha-/[oHy» npeaBapuTeIbHO
MPOBEPSAIOTCS NPaBWIBHOCTh HUX (HOPMHUPOBAHUS, O(OPMIICHHUS U COOTBETCTBUE
KOJIMYECTBA JIeJl, BKJIIOYEHHBIX B ONHUCh, KOJMUYECTBY JI€Jl, 3aBEJICHHBIX
B COOTBETCTBUHU C HOMEHKJIATYpou aen AaMuHuctpanuu ropojaa PocroBa-na-Zlony.

Bce BbIsiBIEHHBIE MPU MPOBEPKE HETOCTATKU B (POPMUPOBAHUH U OPOPMIIEHUHU
JIeJ1 TOJIKHBI ObITH YCTpaHEHbI B TeueHue 14 pabouux aHel.

14.2.13. Tlpuem KaXKJI0TO nena MIPOU3BOIUTCS pabOTHUKOM
MKY «MynununaneHslid  apxuB ropona PocrtoBa-Ha-/[oHy» B MNpUCYTCTBUU
paOoTHHKA yHpaBlIeHUs JOKYMEHTAIMOHHOIO oOecreueHus: A IMUHUCTPAIUU Topoja
PocroBa-na-/lony. IIpu 3ToM Ha 000MX IK3EMIUISIpaxX OMUCH MPOTUB KaXKJIOTO Jea,
BKJIFOYEHHOTO B HEE, JeNIaeTcd OTMETKA O HaJu4uM Jeja. B KoHIe KaXaoro
HK3EMIUISIpA OMUCU YKa3bIBAIOTCA LHU(PPaMH U MPOIMUCHIO0 KOJIMYECTBO (PAKTUUECKU
NPUHATHIX e, AaTa MpueMa-fepeaadn Jel, a TakkKe MOANKUCH pabOTHHKA apXuBa
W JIMIIA, TIepeaBUIero Aena.

Bmecte ¢ genamu B apXuB IEPEAAOTCS PErMCTPALMOHHBIE KapTOTEKU
Ha JIOKYMEHTBbl WJIM TMPOrpaMMHbIE CpeAcTBa M 0a3bl JAHHBIX, COJEpIKallie
UHPOPMAIIMI0O O PETUCTpPAllMd M  HCIOJIHEHUU TEPEIaBaeMbIX JIOKYMEHTOB.
3aroyioBOK KaXJ0M KapTOTEKH WM 0a3bl JaHHBIX BKJIIOYAETCS B OMHUCH.

14.2.14. Jlena  BpemMeHHOro  xpaHeHus (4o 5  Jyer)  mepenade
B MKY «MynununaneHbiii apxuB ropoga PocroBa-Ha-/[oHy» He moajexar.

14.2.15. B wuckmountenbHblx ciydasx B MKY «MyHuIMnanbHbIA apXuB
ropoga PocroBa-na-/[oHy» mepenaroTcs Ha BpPEMEHHOE XPAHEHHUE JOKYMEHTBI OTIEIa
OyXraJITepCKOro ydera, OTYETHOCTM U IUIAHUPOBAHUSL PAcXollOB AJIMUHHMCTPALIUU
ropoga PoctoBa-Ha-JloHy, ympaBieHuss NO BONpPOCaM MYHHIIMIIAIBHON CITY>KOBbI
U KaJpoB AJIMUHUCTpauuu ropoga  PocroBa-Ha-/lony, YIIPaBJICHUS
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N0 KOHTPOJbHO-OPTAaHM3ALMOHHON paboTe U CBSI3IM C  OOIIECTBEHHBIMU
o0beuHeHUsIMU AIMUHUCTpaluu ropoaa PocroBa-na-Jlony.

14.2.16. B cnyuae JIWKBUAALMM WIA pPEOpraHu3aluud  (HyHKIIMOHATIHLHOTO
nozapasaenennss AaMuHUCTpanuu ropoxa PocroBa-Ha-J[OHY JHMIIO, OTBETCTBEHHOE
3a BEICHUE [IEJIONPOU3BOACTBA, B TNEPUOA MPOBEACHUSA JMKBUIAAIMOHHBIX
MEpOTpUITHA GOPMUPYET BCE MMEIOIIHECS AOKYMEHTHI B Jena, oGopmisieT aena
n nepegaer nx B MKY «MyHununainbHbli apxuB ropoja PocroBa-Ha-I[oHy»
HE3aBHCUMO OT CPOKOB XpaHeHus. llepemaua nenm ocymiecTBIISIETCA MO ONUCAM AEI
Y HOMEHKJIaType JAell.

14.2.17. Joxymentsl, xpausmmecs B MKY «MyHunumnaasHbI apXuB ropoja
PoctoBa-Ha-/IoHy», BBIJAIOTCS BO  BPEMEHHOE  IMOJIb30BAaHUWE  PaOOTHUKAM
GYHKIMOHATIBHBIX MOApPA3ACICHU AMUHUCTpanuu Topoaa PoctoBa-Ha-/[oHy
C pa3pelliCHHs] 3aMEeCTUTENs TiaBbl AJMuUHHCTpauuu Tropoaa Pocroa-Ha-/{oHy
[0 OPTAaHU3ALMOHHO - MPABOBBIM M KAJPOBBIM BOIPOCAM MOJ PACIHUCKY B XKypHAale.
B Hem yka3pBalOTCS  HAaMMEHOBaHHWE  (PYHKIIMOHAJIBHOTO  IOJPA3/ICICHHUS
Anmunuctpauun ropoga PocroBa-Ha-/loHy, HHAEKC ne€la, JAaTa €ro BbIAAYU, KOMY
JIeJI0 BBIJAHO, JlaTa €ro BO3BpAIleHUs, MPeaycMaTpUBaIOTCs Tpadbl sl pacluCcoK
B [TIOJIyYCHUH U IPUEME JENa.

Jlena BbgatroTcs Ha cpok He Oosiee 3 aneil. [locie ucTedeHus ykazaHHOTO
CpOKa JIeJI0 JOJIKHO OBITh BO3BPAILEHO HA MECTO €r0 XPAHEHHS.

14.2.18. CTopoHHMM OpraHu3alusM Jejla BBIJAIOTCS Ha  OCHOBAHUU
X THUCBMEHHBIX 3allPOCOB C pPa3pelICHUs 3aMECTUTENsS TJIaBbl AJMUHUCTpPALUH
ropona Pocrosa-Ha-/[oHy O OpraHM3aliMOHHO - MPABOBBIM U KaIPOBBIM BOIIPOCAM.

N3baTne NOKYMEHTOB M3 J€l TMOCTOSSHHOTO XPAHEHUS JOIyCKaeTCs
B HCKJIOUYUTEIBHBIX CIIy4dasiX U MPOU3BOIAUTCS C Pa3PEIICHUS] 3aMECTUTEIISI TJIaBbl
AnvmuHucTpanuu ropojga PoctoBa-Ha-JloHy 0o  OpraHuM3allMOHHO-TIPAaBOBBIM
M KaIpOBBIM BOIIPOCAM C 3aMEHOW B JIeJIe 3aBEPEHHOW KOIHMEN JOKYMEHTa
Y TIPUJIOKEHUEM aKTa O MPUYMHAX BbIJAYU NOMJIMHHUKA.

15. KonupoBanbHO-MHOXKHUTENbHBIE PAOOTHI

15.1. IlenTpanu30BaHHOE KCEPOKOMMPOBAHUE JOKYMEHTOB MPOU3BOJUTCA
B YOpPaBJICHUM JIOKYMCHTAIIMOHHOTO oOecreueHus AJIMUHUCTPAIIMA  TOPOJ
PocroBa-Ha-/lony.

KcepokonupoBaHUio U THPAKUPOBAHUIO TOJICKAT JTOKYMEHTHI M MaTepHUaIbI
TOJBKO CIY>KEOHOr0 XapakTepa, HEMOCPEJICTBEHHO CBS3aHHBIE C JCSATEIbHOCTHIO
AnmvmuHucTpanuu ropoja Pocrosa-na-J{ony.

Marepuanbl HecTy)KeOHOTO, JMYHOTO XapakTepa W HE OTHOCSIIUECS
K JIeATeIbHOCTH AJMUHUCTpanuu ropoja PocrtoBa-Ha-J[oHY KCEpOKONHMPOBAHUIO
HE TIOJITIeKAT.

N3zrorosrienue HEOONIBINX 1O 00BEMY THpaXxer TOKyMeHTOB (110 10-15 cTpanwui
KOIMI) OCYIIECTBIACTCS B (DYHKIIMOHAIBHBIX TOJIPa3ACICHUAX AIMUHUCTPAIUH
ropona PocroBa-Ha-JloHy ¢ cOONIOEHHEM TIPAaBWII, YCTAHOBJICHHBIX HACTOSIICH
NucTpykuuen.

15.2. OcHoBaHuEM /Jisi BBINOJHEHUS KONHUPOBATHHO-MHOXHUTEIBHBIX pPabOT
SBJIICTCSI 3aMOJTHEHHBIM OJIaHK 3aKa3a Ha KOMHUPOBAIBHO-MHOXXHTEIBHBIE PaOOTHI
(mpunoxenne Ne 25).
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Henonnucanusle wian HEZOO()OPMIIEHHBIE MaTepHallbl K Pa3MHOKEHUIO
HE TPUHUMAIOTCA.

Pemenne o HEOOXOOUMOCTU Pa3MHOXKEHHSI JOKYMEHTOB U OOOCHOBAaHHOCTHU
KOJIMYECTBA IPOU3BOJUMBIX C HUX KONMA IPUHUMAETCS  PYKOBOJIUTEISIMU
(GYHKIIMOHANBHBIX TOApa3feneHnid AaMuHucTpauud rtopoaa PoctoBa-na-Zlony.
[TonnmucanHpli MMM ONAaHK 3aKa3a Ha IPOM3BOJICTBO MHOXMTEIBHBIX padoT
COIJIACOBBIBAETCSI C HAYAJIbHUKOM YINPABICHUS JOKYMEHTALlMOHHOIO OOecredeHus
AnmMunucTpanuu ropoja PocrtoBa-Ha-J{onHy.

15.3. KomnupoBanue JOKYMEHTOB POU3BOIUTCS B OPSAIKE UX MOCTYIUICHHUS.

B nepBoouepenHOM TOpsAAKE KOMUPYIOTCS MaTepUalibl, MOCTYNHBILNE
oT TiaBbl AjaMmuHHCTpauuu Tropojna PoctoBa-Ha-/[oHy, 3amectuTeneil TIJaBbl
Anmunuctpauuu ropona PocroBa-Ha-JloHy, u cpounble. CpouHble JOKYMEHTBI
KOMUPYIOTCSI B OYEPETHOCTH,  OIpPEAEIsIeMON  HadyaJbHUKOM  YIpPaBJICHUS
JIOKYMEHTAIMOHHOTO obOecrieueHus AaMuUHHUCTparuu ropoja PocroBa-Ha-JloHy
[0  COIJIaCOBAaHMID C  HWCIOJHUTENIMHM, [EpEJaBIIMMHU  MaTepuaji, WIH
pYKOBOIUTENAMUA  (DYHKUIMOHAJIBHBIX NOJpa3fesieHud AJMMHUCTpallMd Topoja
PocroBa-na-/[ony.

15.4. JlokyMeHTbl HMH(POPMALMOHHOTO, CHOPABOYHOIO U METOJUYECKOIrO
XapakTepa, 3HAuUTENIbHbIE 1O 00BEMYy, MacCOBOIO THpaka Pa3MHOXKAIOTCS, Kak
IIpaBUJIO, HA 00EUX CTOPOHAX JIMCTa C YMEHBUIEHUEM TEKCTa WM B BUJAE OpOIIIOP.
KonupoBanue marepualioB Ha OJHOM CTOPOHE JIUCTA U 0€3 yMEHBUIEHUS TEKCTa
OCYILIECTBIISIETCS B CIIydasix CIIy)KeOHOM HEOOXOIMMOCTH.

15.5. TloctynuBmiue 115t KCEPOKOTMUPOBAHUS TOKYMEHTHI JOJKHBI OBITh YETKO
U pa30opuMBO HameyaTtaHbl Ha Juctax Oymaru ¢opmara He Oonee A3. Bpomrtopsl
U CKpEeIJICHHbIE MaTepuabl peIBAPUTENLHO Pa3z0opOIIIOPOBHIBAIOTCS
U PaCKPEIUISIFOTCSL.

15.6. TupaxxupoBaHue NTOKyMEHTOB C pacxogom 6Oomnee 500 nmctoB Oymaru
uin tupaxkom Oosiee 100 3K3eMIUIAPOB MPOU3BOIAUTCS C pas3pelieHrs HadalbHUKA
yIOpaBiIeHUs  JOKYMEHTAllMOHHOTO  oOecredeHuss  AJAMHHHCTpAlMM  Topoja
PocroBa-na-/lony.

HavanpHuk ynpasiieHus
JOKYMEHTAI[MOHHOT'O 00eCIICUeHHUS H |
AnmMuHucTpaiuu ropoja PoctoBa-Ha-/{ony S J.K. Jlenncenko

COI'NTACOBAHO
[IpoToxon OK
ot 30.07.2020 Ne 1
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[Tpunoxenue Ne 1
K MHCTPYKLHH I10 JEIONPOU3BOACTBY
B AnMuHHcTpanuu ropoja Pocrosa-na-/{ony

AJIMUHUCTPALUS
I'OPOIJA POCTOBA-HA-IOHY
INOCTAHOBJIEHHE
20 No
(3aro0BoK (0 yem?)
(mpeambOyna)
ITOCTAHOBIJIAHO:
(moCTaHOBISIOMIAS YACTh)

1.
2.

['maBa AaMUHHMCTpaLIUU
ropoaa Pocrosa-na-Jlony HOAMNUCH

HpOCKT ITOCTAaHOBJICHUS BHOCHUT

N.0. damunusa
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Busupyror:

HavanbHuK mpaBOBOTO yIpaBiIeHUs
Anmunuctpainuu ropoja Poctoa-na-/lony (uHUIMANB, (haMUTTHS)

3amMecTuTelb riIaBbl A IMUHUCTPALITU
ropoaa Pocrosa-na-JloHy no opraHu3amOHHO-
MPAaBOBBIM U KaJIPOBBIM BOIIPOCaM (uHULIKAAIBI, (haMUITHS)

HavanpHuk ynpaBieHus
JOKYMEHTAIIMOHHOTO 00eCTIeYeHUs
AnmMuHucTpanuu ropoja PocroBa-na-/{ony

-

J.K. JIeHuceHko
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[Tpunoxenue Ne 2
K HHCTPYKLUU IO I€JTONPOU3BOJICTBY
B AamuHucTpaiuu roposaa Pocrosa-na-/lony

AJIMUHUCTPALUS
T'OPOJIA POCTOBA-HA-JIOHY
PACIIOPSIKEHUE
.20 Ne
(3ar0moBOK (0 Tem?)
(mpeambysa)

(pacnopsiiuTesibHAs 4acTh)

['maBa AamMuHHCTpanuu
ropoaa Pocrosa-na-/lony MMOJIUCH

ITpoekT pacniopspkeHNs BHOCUT

N.0. damunus
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Busupytor:

HavanbHUK mpaBOBOTO YIpaBIEHUS
Anmunuctpanuu ropoja PoctoBa-na-/{ony (MHULIMATBL, (haMUITHS)

3amMecTUTENb I1aBbl AIMUHUCTPALIUN
ropona PocroBa-Ha-J/{oHy 10 opraHu3aioOHHO-
MIPaBOBBIM U KaJPOBBIM BOIIPOCaM (uHUIMANB, (haMUITUS)

HavanbHuK ynipaBieHus
JIOKYMEHTAIMOHHOTO 00eCTIeYeHUS — ‘
Anmunuctpanuu ropoaa PocroBa-na-/[ony

i

J1.K. JlenuceHnko
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[Tpunoxxenue Ne 3
K UHCTPYKIIMU MO I€TONPOU3BOJICTBY
B AaMuHHCTpanuu ropoja PoctoBa-Ha-/{ony

OOPMA
JIUCTA COTJIACOBAHMS MPOEKTA MOCTAHOBJICHUS (PACTIOPSIKEHMUS )
AnmMmunucTpanuu ropoja Pocrosa-na-/{ony

JUCT COI'JIACOBAHUA
K MPOEKTY MOCTAHOBJICHHS (PACIIOPSKEHMS)
Anmunuctpauuu ropoaa Pocrosa-na-/lony

Bomnpoc
BHecen
(Yka3aTh ()yHKIIHMOHAJIBHOE MOpa3ICICHHE)
ITPOEKT BU3HUPYIOT
HaumenoBanue Hara Damuans Bu3a Jara 3ameua-
JOJIZKHOCTH nepeaa- UM1 BO3Bpa- HHUs,
Y4 HA 0OT4YEeCTBO IHICHUSA C Nnpeaao-
BU3Y BU3HU- JKCHUA
poBaHusA

[TepBbIii 3aMeCTUTEND TJIABBI
AJIMUHHCTpaALUMU ropojaa
PocroBa-Ha-/lony

3aMeCcTUTENb I1aBbl
AJIMUHUCTpALMKU TOpoAa
PocroBa-na-Jlony no
KUJIMIIHO-KOMMYHAJIbHOMY
XO3UCTBY

3aMeCTUTENb T1aBbI
AJIMUHHCTpALMU TOpoaa
PocroBa-na-J/lony no
CTPOUTETBCTBY U
APXUTEKTYype

3amMecTuTeNb IrIaBbl
AJIMUHUCTpALMK TOpoaa
PocroBa-na-Jlony o
TPAHCHOPTY U JOPOKHOMY
XO3UCTBY

3aMeCcTUTEND IJIaBbI
AJIMUHUCTpALMK TOpoaa
PocroBa-na-Jlony no
9KOHOMHKE
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3amMeCTUTENb I1aBbl
AJIMUHUCTpaLUyU Topoaa
PocroBa-na-Jlony mno
COIIMAJIbHBIM BOIIPOCAM

3amecTuTeNb I1aBbl
AJIMUHHCTpALMU TOpOa
PocroBa-na-Jlony mno
OpraHU3alMOHHO-TIPABOBBIM
1 KaJpOBBIM BOIIPOCAM

3amecTUTENb IT1aBbl
AJIMUHHCTpaluy ropoaa —
Ha4yaJIbHUK
MYHULUIIAJIEHOTO
Ka3Ha4ecTBa ropojia
PocroBa-na-Jlony

[IpaBoBOE ynpaBiieHHe
AnMUHUCTpaLuyu ropoaa
PocroBa-na-Jlony

3aBenyoUIMil CEKTOPOM
HOPMAaTUBHBIX JOKYMEHTOB
yIpaBiIeHUs
JOKYMEHTAIMOHHOTO
oOecrieueHus
AJMUHHCTpAIIMU TOpoIa
PocroBa-na-/lony.
OTMeTKa O TTOJOKUTEIBHOMN
JIMHTBUCTUYECKOM
JKCIIEPTU3E

[NTPUMEYAHMUE: [IepeueHb NOKHOCTHBIX JIML, BUSUPYIOLIUX IIPOEKT, ONPEAEIISIETCS
3aMECTHUTENIEM I1aBbl AIMUHUCTpanuu ropoaa Pocrosa-na-/{ony,
OTBETCTBEHHBIM 32 ITOATOTOBKY JOKYMEHTA.

CeKTop HOPMAaTUBHBIX JOKYMEHTOB
yIpaBiIeHUS TOKYMEHTAIIMOHHOTO 00eCTIeYeHHs
Anmvunnctpanuu ropoaa Pocrosa-na-Jlony



OBPA3EL]

3aIIOJIHCHU JIMCTA COIJIaCOBaHUA IIPOCKTA ITOCTAHOBJICHUSA (paCHOp}I)KeHI/IH)

AnmvmunHucTpaiuu ropoja Pocrosa-na-/lony

K IIPOEKTY NMOCTAHOBJIEHHSI (PACTIOPSIsKEHMS)
Aamunuctpauuu ropoaa Pocroa-na-/lony

JIMCT COI'JTACOBAHUA

Bomnpoc: O co3nanum SKCEPTHON KOMUCCUU

BHeceH: oT/1€70M 1O A€s1aM MOJIOJIEXKU AaMUHUCTpau ropoga Pocrosa-na-/{ony

(yka3zaTh (hyHKIIMOHAJIBLHOE MOJIpa3/ICICHHE)

ITPOEKT BU3UPYIOT

HaumenoBanue
JOJIKHOCTH

Jlara
nepenaa-
YM Ha
BU3Y

damuaua
1109 8;
0TYECTBO

Buza

JlaTa
BO3Bpa-
IeHusl ¢

BH3H-
poBaHus

3ameua-
HMUS,
npeJio-
JKeHH s

[IepBrlii 3aMECTUTEND TJIABBI
AJIMUHUCTpALMK TOpoAa
PocroBa-na-Jlony

25.06.

©.1.0.

34aBU3HUPOBAHO

oIl

26.06.

3amecTUTeNb II1aBbI
AJMMHHUCTpAIK ropoja
PocroBa-na-/lony no
KHUITUIIHO-KOMMYHAJILHOMY
XO0351CTBY

®.1.0.

3aMeCTUTENb TIIaBbI
AIMUHUCTpAIUU TOpoaa
PocroBa-na-/lony no
CTPOUTENBCTBY U
aApPXUTEKType

27.06.

®.1.0.

3aBU3HUPOBAHO

oIl

27.06.

3amMecTuTeNb IrIaBbl
AJIMUHUCTpALMK TOpoaa
PocroBa-na-Jlony no
TPAHCHOPTY U JOPOKHOMY
XO3UCTBY

©.N.0.

3aMeCTUTENb T1aBbI
AJMUHHCTpALMU TOpoaa
PocroBa-na-J/lony no
SKOHOMUKE

©.11.0.

3amMeCTUTENb I1aBbl
AIMUHUCTpaLUU Topoaa
PocroBa-na-Jlony no
COLIMAJIbHBIM BOIIPOCaM

30.06.

©.11.0.

OTIIyCK

30.06.

3aBU3U-

pOBaHO
Ol

®.1.0.
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yIpaBiaeHUs
JOKYMEHTAIMOHHOTO
obecrneueHus
AJIMUHUCTpALIMK TOopoja
PocroBa-na-/lony.
OTMeTKa O MOJIOKUTEIBHOMN
JIMHTBUCTUYECKOM
SKCIEPTU3E

3aMeCTUTENb T1aBbI 30.06. @®.1.0. 3aBusupoBano | 30.06.
AJIMUHUCTpaLUyU Topoaa oIl
PocroBa-na-Jlony mno
OpraHU3aIMOHHO-TIPABOBBIM
Y KaJIpOBBIM BOIIPOCAM
3amMecTuTeNb IIaBbl @®.1.0.
AJZIMUHUCTpAIMH TOPOIA —
HaYaJlbHUK
MYHHUITUTATEHOTO
Ka3Ha4ecTBa ropojia
PocroBa-na-Jlony
[IpaBoBoe ympaBicHHE 28.06. @.1.0. c 29.06.
AJMUHHCTpAIMX TOpOIa 30.06. zamedanusmu | 30.06.
PocroBa-na-Jlony 3aBU3UPOBAHO

oIl
3aBenyIONINi CEKTOPOM 01.07. @.1.0. 3apu3upoBano | 01.07.
HOPMAaTUBHBIX JOKYMEHTOB oIl

I[TPUMEYAHMUE: [TepedeHb HOKHOCTHBIX JIML, BUSUPYIOIIUX MTPOEKT, ONPEAEISIETCS
3aMECTHUTENIEM I1aBbl AIMUHUCTpauu ropoaa Pocrosa-na-/{ony,

OTBCTCTBCHHBLIM 3a MMOATOTOBKY NOKYMCHTA.

CeKkTop HOPMATUBHBIX TJOKYMEHTOB
YIPaBJICHUS JOKYMEHTAIIHOHHOTO 00EeCTICUeHMSI

Anmunuctpanuu ropoaa Pocrosa-Ha-Jlony

HauvanpHuk ynpasiieHus

JOKYMCHTAIIMOHHOI'O obecrieueHus

AnmunucTtpanuu ropoga Pocrosa-na-/{ony

J.K. JleHuceHko
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[Tpunoxenue Ne 4
K HHCTPYKLHUU IO I€JTONPOU3BOJICTBY
B AamuHucTpaiuu roposaa Pocrosa-na-/lony

OBPA3EI]

OJaHKa mUchMa Ha HHOCTPAHHOM S3bIKC

N3obpaxenue ['epba

AJIMHUHUCTpAIMU ropoja

AJIMAHUCTPALIUS
T'OPOJIA POCTOBA- HA- JIOHY

yi1. bonbmas Canosas, 1. 47,

r. PocroB-Ha-Jlony, 344002,
Poccniickas @enepanus

Ten.:

dakc:

Ha Ne

HauvanbHuk ynpasiieHus
JOKYMEHTAIMOHHOTO 00eCTIeYeHUs
Anmunuctpauuu ropoaa PocroBa-na-/{ony

®opmat A4

ADMINISTRATION
Of the City of ROSTOV- ON- DON

Bolshaya Sadovaya Street 47
Rostov-on-Don, 344002, Russia

Tel.:

Fax:

J.K. JleHuceHko
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[Tpunoxenue Ne 5

K HHCTPYKLUU IO I€JTONPOU3BOJICTBY

B AnMuHucTpaiuu ropoja Pocrosa-na-J/lony

OBPA3EIL]

O6manka AamuHHCTpaiuu ropoaa Pocrosa-na-Jlony

Poccuiickas ®@enepanus
PocroBckas o0macThb

AJIMUHUCTPALIUS
ropojaa
POCTOBA-HA-JIOHY

yi1. bonemas Canosas, 1. 47,
r. PoctoB-Ha-/lony, 344002
E-mail: meria@rostov-gorod.ru
www. rostov-gorod.ru
ten. (863) 240-91-84, pakc (863) 240-83-67

Ne

Ha Ne oT

HavanbHuk ynpasieHus
JTIOKYMEHTAITMOHHOTO 00eCTIeYeHuUs
Anmunuctpauuu ropoaa PocroBa-na-/{ony

e

J.K. JleHuceHko
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[Tpunoxenue Ne 6

K HHCTPYKLUU IO IE€JTONPOU3BOJICTBY

B AnMuHucTpaiuu ropoja Pocrosa-na-J/lony

OBPA3EI]
odopMIICHUS TPOTOKOJIA 3aCEIaHUsI KOMUCCUU

I[TPOTOKOIJI
3acejaHysl KOMHCCHU II0. ..

(mara 3acemanmus)
r. PoctoB-Ha-/{ony

[Ipencenarens @amuius 1.0.
Cexperapp @amuius 1.0.
[IpucyrcrBoBanu: 30 JenoBeK (CMUCOK MpUIaraeTcs)

(ecni 10 15 denoBek, TO B IPOTOKOJIE YKA3bIBAIOTCS (PaMUITUU

C MHULIMAJIaMU B aj1()aBUTHOM TIOPSIIKE YEPE3 3aIsITyIO).

[TOBECTKA JIHA:

1. O mopsake MOATOTOBKU K KOH(DEPCHITUH.
JlokJiag HayaJbHUKA OTJIENa. ..

2. O...
Jloknaz 3aMecTUTEINSI PyKOBOAUTEIIA. . .

1. CJOIYIIAJIN:
Gamunus M.0.— TeKCT 10KIa1a MprUiaraeTcsl.

BBICTVYIIWJIN:

®amunus 1.0. — kpaTkast 3a11UCh BBICTYIUIEHUS (OT TPETHETO JIMIIA).

[TOCTAHOBWJIA (PEILJIN):
1.1. OnoOpuTs...
1.2. ..

2. CJIVIIAJIN:
BBICTYIINJIA:
[TOCTAHOBWJIA (PEILNJIN):

[IpencenarenbCcTBYOMMUI IOJIUCH N.0. ®amunus

Cexkpertapb ITOJIMUCH N.O. ®amunus

HavanpHuk ynpaBineHus
JIOKYMEHTAIMOHHOTO 00ecrieueHus

=

AnmunucTpanuu ropoja PoctoBa-na-/{ony — J.K. Jlenrcenko
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[Tpunoxenue Ne 7
K HHCTPYKLUU IO I€JTONPOU3BOJICTBY
B AamuHucTpaiuu roposaa Pocrosa-na-/lony

dopma
MPOTOKOJIA 3aceaHusl (COBEIIaHUs)
YTBEPXJIAIO
J1OJDKHOCTB
Muunuarnmi,
bamunms
MMPOTOKOJI
3acenaHus (COBEIIaHus) MO BOMIPOCY
r. PocroB-Ha-/{ony T.
Mecmo npogeoeHUst oama nposeoeHus
IpucyrcrBoBajm:
®.1.0.
Permmnu:
No OTBETCTBEHHbIN
ConeprxaHue nopy4eHust CpOK UCIOJTHEHUS
n/m 3a UCIIOJIHEHUE
1.
2.
3.
4,
KoHTpOJIb 32 HCTIOJTHEHHEM MTOPYUYEHUN BO3JIOKUTH HA
[IpoTokou Ben MOIITUCH Nuurmansl, pamumus
TeN.
HauvanbsHuk ynpasiieHus ( ,
JTOKYMEHTAITMOHHOTO 00ECTICUCHHUS - .
AnmvmunucTpanuu ropoaa Pocrosa-na-/{ony ' J.K. Jlenncenko
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[Tpunoxenne Ne 8
K MHCTPYKIIMHU TIO JAEIONPOU3BOICTBY
B AnMuHHCTpaImu ropoaa PocroBa-Ha-/loHy

OBPA3EIL]
odopmieHus Tenerpammsi (1)
Mecto
aBaHCOBOU
rneyaTtu
TEJIETPAMMA
Anpec (¢ ykazaHHeM IMOYTOBOI'O MHJIEKCA)
Komy (m105KHOCTD, MHHUITUATIBI, (PaMUTIHS)
(TEKCT TeJlerpaMMmBbl)
['maBa AaMUHHUCTpaLUU

ropoaa Pocrosa-na-/lony MOJIIUCH N.0. ®amunus

yia. boneias Canosas, 1. 47, r. PoctoB-Ha-/lony, 344002

« » 20 T

damumust, UMs, OTYECTBO UCIIOTHUTEIIS
TenehoH ucmonHUTENS

HavanpHuk ynpaBieHus .
JOKYMEHTAIIMOHHOTO O00ecrieueHus e N
AnmvunucTpanuu ropoaa Pocrosa-na-/{ony

J1.K. JlenuceHnko
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[Tpunoxenne Ne 9
K MHCTPYKIIMHU TIO JAEIONPOU3BOICTBY
B AnMuHHCTpaImu ropoaa PocroBa-Ha-/loHy

OBPA3EIL
odopmiteHus TeIerpaMMEl (2)
Mecto
ABaHCOBOU
nevyaTtu
TEJIETPAMMA
ITo ciucky
(TEKCT TeJierpamMMmbl)
['maBa AqMuHHCTpanu
ropoja PocroBa-na-J/{ony MOJIHUCH N.0. Gamunus

yia. bonemias Canosas, 1. 47, r. PoctoB-Ha-/lony, 344002

Nwms, oTuecTBo, hamuiisi HICTIOTHUTENS
Tenedpon ucnoaHUTENS

Pacuer pacchuiku K UCX. oT
Ne Komy Anpec
/11
1. | Ilpesunenty PecriyOnuku UHJIEKC
ropox
(pamunus, ums, OTYECTBO) azpec
2. | [IpaBUTETHCTBO o0nacTu | MHACKC
ropon
(pamunus, UMs1, OTYECTBO) azpec
3. | 'maBe AagmuHUCTpamu Kpasg | UHIEKC
ropon
(bamumust, ©Ms1, OTYECTBO) aapec
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Haumenosaunue
JTOJKHOCTHY VICIIOJTHUTEISA OOJIIUCH

« » 20 T

HavanpHuk ynpaBieHus
JTIOKYMEHTAIlMOHHOTO 00eCIieueHus
AnmvmunucTpanuu ropoga Pocrosa-na-/{ony

N.0. damunug

J.K. JlenuceHnko
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[Tpunoxxenue Ne 10
K MHCTPYKIIMHU TIO JAEIONPOU3BOICTBY
B AnMuHHCTparmu ropoaa PocroBa-Ha-/lony

OBPA3EIL]
oopmienus Tenerpammsl (3)
Mecto
ABAHCOBOM
neyaTH

TEJIETPAMMA
«CXEMA 63»

I'maBe agMuHHCTpaLUU
parioHa AJIMHUHUCTpanuu ropoaa

PocroBa-na-/lony

(TEKCT TeJlerpaMMmBbl)

['maBa AaMUHHUCTpalUU
ropoaa Pocrosa-na-/lony MOJIUCH N.0O. ®amunus

yia. bonemias Canosas, 1. 47, r. PoctoB-Ha-/lony, 344002

« » 20 r.

HauvanbHuk ynpasiieHus .
JIOKyMEHTAITMOHHOTO 00ECTICUCHHUS ~ —
Anmunuctpanuu ropoaa Poctosa-na-Jlony — J.K. Jlenucenko
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[Tpunoxenue Ne 11
K HHCTPYKLUU IO I€JTONPOU3BOJICTBY
B AamuHucTpaiuu roposaa Pocrosa-na-/lony

O6pazern opopmieHus: BXoad1en TeraedoHOrpaMmbl

HanmeHnoBaHue OpraHu3annunu Az[pecaT

JIOMKHOCTh, MHULIMABI ¥ (paMIIIHS JIOMKHOCTh, MHULIMABI U (paMIITHS
COTpPY/IHUKA, TIepPEIaBIIETO COTPYJIHUKA, IPUHSBIIETO
tenedoHorpammy; Ne tenedona tenedoHorpammy; Ne Tenedona

TEJE®OHOI'PAMMA

[ara NHnexc Bpewms nepenaun

Texkct

I. lomkHOCTE M haMuUIus Jinila, OT UMEHU KOTOPOTO Tiepenaercs tenedoHorpamma

« » 20 r.

Wwmsi, oT4ecTBO, haMUIIHST UCTIOTHUTEIS
TenehoH ucmonHUTENS

HauvanpHuk ynpasiieHus |
JOKYMEHTALMOHHOTO 00eCIeueHHsI ~ .
AnmunucTparuu ropoaa PocroBa-Ha-J[oHy — I.K. Jleaucenko
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O®OPMA

[Tpunoxxenue Ne 12
K MHCTPYKLIUHU TIO JIEIOMPOU3BOJCTBY
B AnMuHucTpanuu ropoaa Pocrosa-una-Jlony

JKypHaJia yyeTa BbIJJauM [1eYaTel U IITaMIIOB

y4ucTa BblLIa4U reyaTe U mTaMIoB

KYPHAII

Ne |OTTHCKHM Kowmy BbI1aHO [ara IIpumeya-
I1/T1 | TIeYaTeH | HAMMEHOBAHUE bamuus, nara u BO3BpaTa HHUE
U IITaM- |IOJIpa3c/iCHUs,| HWHUIMANBl | pacIUCKa B |M paclnucka| (OTMETKa
OB TJ€ XpaHATCS OTBETCT- MOJTyYEHUH | B IPUEMKE | 00 YHUUTO-
neyaTu u BEHHOTO JINIIA YKESHHH )
IITaMITBI
1 2 3 4 5 6 7

HavanpHuk ynpaBieHus
JOKYMEHTAIMOHHOTO 00EeCTICUeHUS
Anmunuctpauuu ropoaa PocroBa-na-/[ony

J1.K. JlenuceHnko
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O®OPMA

[Tpunoxxenue Ne 13
K MHCTPYKIIMHU TIO JAEIONPOU3BOICTBY
B AnMuHHCTpaImu ropoaa PocroBa-Ha-/loHy

ydeTa 00bemMa JOKyMEeHTO000poTa

[MPUMEPHA S ®OPMA
CBOJIKM yueTa o0beMa JOKyMEHTO000poTa

HaumenoBanue Bxopsmue Ucxonpsimme BuyTtpennue
(GYHKIIMOHATBLHOTO MOApa3IeICHUs
110 TpyImnam 10 KOPPECTIOH- 1o TpynIam
JIOKYMEHTOB JN€HTaM JOKYMEHTOB
UTOI'O
Crnennanuct 1o AeI0nPOU3BOACTBY ITOJIITUCH N.O. ®amunus

IToamucu

HavanpHuk ynpaBieHus
JOKYMEHTAIlMOHHOTO 00ecrieueHus

AnmvunucTpanuu ropoaa Pocrosa-na-/{ony

J1.K. JleHuceHnko
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O®OPMA

[Tpunoxenue Ne 14
K HHCTPYKLUU IO I€JTONPOU3BOJICTBY
B AamuHucTpaiuu roposaa Pocrosa-na-/lony

HOMEHKJIATYPHI J1e71 GyHKIIMOHATBHOTO TOIPa3IeICHIS

AJIMUHUCTpanus ropoaa
PocroBa-na-/lony

HaumenoBanue
(GYHKIIHMOHATBHOTO

TIOJIpa3ICIICHUS

HOMEHKIIATYPA JIEJI

Ha TOJI

Nunexc | 3aronoBok aena |  KonnuectBo Cpok xpaHenus nena | [Ipumeuanue
nena (ToMa, 4yacTH) nen (TOMOB, u Ne craTeu o
qacTeil) NIEPEYHIO
1 2 3 4 5
PykoBoautenb GyHKIIMOHAIBHOTO
TOJIPA3ICIICHUS MHOJMNUCH HN.0O. Gamunus
Jlara

HavanpHuk ynpaBieHus
JOKYMEHTAIlMOHHOTO 00ecrieueHus
AnmvmunucTpanuu ropoja Pocrosa-na-/{ony

J1.K. JleHuceHnko
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[Tpunoxenue Ne 15
K MHCTPYKLIUHU TIO JIEIOMPOU3BOJCTBY
B AnMuHucTpanuu ropoaa Pocrosa-una-Jlony

AJIMUHHCTpanus ropoja YTBEPXIAIO
PocroBa-Ha-/lony 3aMecTUTelb riaaBbl AIMUHUCTPAIUU
ropojsa Pocrosa-na-J/lony
CBOJHAS HOMEHKJIATYPA 10 OPraHU3alMOHHO-IIPABOBLIM
AEJ Y KaJIpOBBIM BOIIPOCAM

Ha roj
(moamuce) (nHUIMATBI, (haMUITHS)
« » 20 T.

I/IHIIGKC 3aroJjioBoK Acjia KomngecTBo CpOK XPaHCHUA OCIIa HpI/IMe‘{aHHG

nemna el u Ne cTaTtbu
10 TIEPEYHIO
1| 2 | 3 | 4 | 5

Haszpanue paznena

HavanpHuk ynpasnenus
JOKYMEHTAIlMOHHOTO 00ecrieueHus
AJIMUHHCTpaIUMU ropoja

PocroBa-na-/lony IHoamuce N.0. Gamunus
COI'NTACOBAHO COI'TACOBAHO
[Tporokon DK AnMmunuctpamuu ITporokon JIIK komurera
ropoaa Pocrosa-na-Jlony 10 YIIPABJICHUIO apXUBHBIM

nesoM PocToBckoli o0ract

OT « » No OT « » Ne
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Hrorosas 3anuce o KaTCTOPHAX U KOJIUYCCTBE ACII, 3aBCACHHBIX B rooy
B

(nanmenosanue oprana)

ITo cpokam xpaHeHUst Bceero B ToMm umncne

nepexoasmux | ¢ otMeTKo « 1Ky

1 2 3 4

[locTostHHOTO

Bpemennoro (cBoime 10 ser)

Bpemennoro (10 10 net
BKJIFOYHTEIIHHO)

Hroro

HavanbHuk yrpaBieHus
JOKYMEHTAIIMOHHOTO 00eCTICUeHUS
AJIMUHHCTpaIU ropojaa
PocroBa-na-/lony [Toanuck N.0. Gamunus

Jlata

HToroBbie cBeEHUS NIEPEIAHbI
B MKV «Mynunnnansssiii apxus ropoga Pocrosa-na-J{ony»

HavanpHuk ynpasnenus
JIOKYMEHTAIIMOHHOTO 00eCTIeueHUs
AJIMUHHCTpaUu ropoja
PocroBa-na-/lony [Toanuck N.0. Gamunus

JlaTta

HavanpHuk ynpasiieHus
JOKYMEHTAIMOHHOTO 00eCTIeYeHU s

AnmMuHucTpanuu ropoja Pocrosa-na-/[ony — JI.K. JIeHUCEHKO
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[Tpunoxxenue Ne 16
K MHCTPYKIIMHU TIO JAEIONPOU3BOICTBY
B AnMuHHCTpaImu ropoaa PocroBa-Ha-/loHy

OOPMA
0O0JIOKKH JieJia TIOCTOSTHHOTO U BpeMeHHOTO (cBbime 10 jeT) XxpaneHus

MKY , .
” 2 I
«MyHMUHIAJLHBIA APXUB
ropoaa Pocrosa-na-JIony» - B

(HauMeHOBaHUE YUPEXKICHUS U PYHKIMOHAIBHOTO MOAPA3/IEIICHNS)

1 E JI O Ne TOM No

(3aroJI0BOK J1e7a)

(ron)
Ha JIUCT
XpaHUTh JeT
Onuce Ne
Casaska Ne
HavanpHuk ynpasnenus \
JOKYMEHTALMOHHOTO 00ECTICUECHMS " —
AnmvuaucTpanuu ropoga Pocrosa-na-/lony J.K. [lenncenko
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[Tpunoxenue Ne 17
K HHCTPYKLUU IO I€JTONPOU3BOJICTBY
B AamuHucTpaiuu roposaa Pocrosa-na-/lony

OOPMA
JUCTa-3aBEpUTEIIS eI

JIMCT-3ABEPUTEJIb nena Ne

B ACJIO0 IMOAIIUTO U ITPOHYMCPOBAHO JINCTOB.
(tmudpaMu ¥ TPOITHUCHIO)
c Neo 110 No , B TOM
YUCJIC:
JIUTCPHBIC JIMCTBI ;
IMPOIIYIICHHBIC HOMCPA
+ IMCTOB BHYTPEHHEN ONMUCHU

Oco0eHHOCTH (PU3UYECKOT0 COCTOSIHUSA U Howmepa nuctoB
dbopmupoBaHusl jiena
1 2

HaumenoBanue nomxkHoCTH
JIALA, COCTABIISIOIIETO
3aBEPUTEIILHYIO HAIIIUCH MOJIUCH N.0. Gamunus

HauvanbsHuk ynpasiieHus
JOKYMEHTAllMOHHOT 0 00ecrieueHus - -
AnmvmunucTpanuu ropoaa Pocrosa-na-/{ony ' J.K. Jlenncenko
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[Tpunoxxenue Ne 18
K MHCTPYKIIMHU TIO JAEIONPOU3BOICTBY
B AnMuHHCTpaImu ropoaa PocroBa-Ha-/loHy

O®OPMA
BHYTPEHHEW OIKCHU TOKYMEHTOB AENa

BHYTPEHHA OITNCH
JOKYMEHTOB JIEJIA
No
Ne Nupnekc Jara 3aroJoBOK Howmep [Ipumeyanue
/T | JIOKyMEeHTa JIOKYMEHTA JIOKYMEHTA JIUCTOB
Jena
1 2 3 4 9) 6
UTOIo JOKYMEHTOB.
(urdpaMu 1 TPOMHUCHIO)
Koyn4ecTBO JMCTOB BHYTPEHHEN OMUCH JIACTOB.

(uMdpamMu ¥ IPONUCHIO)

HanmenoBanne 10mKHOCTH
JIMIA, COCTAaBUBIIETO
BHYTPEHHIOIO OIUCh ITOJITUCH N.0. Gamunns

Jlarta

HavanpHuk ynpaBieHus
JIOKYMEHTAIMOHHOTO 00eCIICUeHHS —
AnmunucTparuu ropoaa PocroBa-Ha-J[oHy —> JI.K. Jlenucenko
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[Tpunoxxenue Ne 19
K MHCTPYKIIMHU TIO JAEIONPOU3BOICTBY
B AnMuHHCTpaImu ropoaa PocroBa-Ha-/loHy

OOPMA
TUTYJIBHOTO JIUCTA OMKUCH JIe]l TOCTOSTHHOTO,
BpeMeHHOTO (cBbllIe 10 J1eT) XpaHeHUs U 10 JIMYHOMY COCTaBY

MyHHUIUITAIBHOE Ka3€HHOE YUPEKICHUE
«MynununanbeHblii apxus ropoja Pocrosa-na-Jlony»

(Ha3Banue GoH/IA)

®OHJT Ne
OICH Ne

(Ha3BaHUE OIHUCH)

(kpaiiHue JaThl €M)

HavanpHuk ynpaBieHus
JIOKYMEHTAIlMOHHOTO 00ecrieueHus ~ —
AnmvunucTpanuu ropoaa Pocrosa-na-/{ony e J.K. Ienucenko
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[Tpunoxxenue Ne 20
K MHCTPYKIIMHU TIO JAEIONPOU3BOICTBY
B AnMuHHCTpaImu ropoaa PocroBa-Ha-/loHy

OOPMA
OTHCH JIe] MOCTOSIHHOTO, BpeMEHHOTO (CBbIIIe 10 JeT) XpaHeHus

YTBEPXIAIO
3aMecTUTENb I1aBbl AIMUHHCTPALUN
ropoaa Pocrosa-Ha-/lony
[0 OPraHU3aMOHHO-TIPABOBBIM
Y KaJIpOBBIM BOIIPOCaM

(moamnuce) (MHMLIMATBL, (haMUITHST)
« » 20 I.
donax Ne
Ommce Ne
JIeJI TOCTOSTHHOTO XPaHECHUS
3a roja
Ne | MHpekc 3aroJIoBOK Jeia Kpaiinue nats KonnuectBo [Tpume-
/| ngena JINCTOB JaHHe
1 2 3 4 5 6
B nanHbIM paszien onucu BHECEHO aen
(undpamu U MPOIHUCHIO)
¢ No mo Ne ,
JIUTEPHBIC HOMEPA: , MPOMYIIIEHHBIE HOMEDA.: :

Onuce CoCcTaBUII

(momKHOCTD, (haMUIIHSl, UHULIMAJIbI)

3aBeyIomuii
BEJIOMCTBEHHBIM APXUBOM
(JIU110, OTBETCTBEHHOE 32 APXUB) MOAIUCH N.0O. ®amunus
JlaTa
COI'NTACOBAHO YTBEPXJIEHO
[Tporokon DK AngMuHucTpauu ITporokon JIIK komureTa
ropona Pocrosa-na-Jlony 10 YIIPABJICHUIO apXUBHBIM JEJIOM
PocToBckoit obmactu
OT « » No OT « » No

HavanpHuk ynpasieHus
JIOKYMEHTAIMOHHOTO 00ecrieueHus ~— :
AnmMuHucTpanuu ropoja Pocrosa-na-/[ony

-

JI.K. JleHuceHko
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[Tpunoxenue Ne 21
K MHCTPYKLIUHU TIO JIEIOMPOU3BOJCTBY
B AnMuHucTpanuu ropoaa Pocrosa-una-Jlony

OOPMA
OIMCH JIe]I 10 TUYHOMY COCTaBY

YTBEPX/IAIO
3amecTuTelb riaaBbl AIMUHUCTPALIUT
ropoaa PocroBa-Ha-/lony
110 OPraHu3allMOHHO-TIPABOBBIM
Y KaJIpOBBIM BOITPOCAM

(mognuce)  (MHULKANBI, PaMUIINA)

« » 20 T.
®oH Neo
Onuce No
JIeJI TI0 TMYHOMY COCTaBy
3a roj
No | Munexc | 3aronoBok nena | Kpaitnue Cpok Komnuects | Ilpumeuanue
n/m | Jnena JIaThI XpaHEeHUS O JIMCTOB
Jiena B JICJIE
1 2 3 4 5 6 7
B nanHbIM pa3ien onucu BHECEHO aen
(urdpaMu 1 NPONKCHIO)
¢ Ne o Ne ,
JUTEPHBIC HOMEpA! , IPOITYLLIEHHBIE HOMEPA:

Onuce COCTaBUII

(moKHOCTD, (haMUIIHSl, UHULIMAJIbI)
3aBeyromuii
BE€JOMCTBCHHBIM apXHUBOM

(J1M110, OTBETCTBEHHOE 32 apXUB) MOJTHKCH N.0. ®amunus

JlaTta
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COI'JTACOBAHO
[TpoTtokon DK Aamunucrpauuu
ropoaa PocroBa-Ha-/lony

OT « » No

HavanpHuk ynpaBiaeHus
JTIOKYMEHTAITMOHHOTO 00ecTieueHUs
AnmvuHucTpaiuu ropoaa Pocrosa-na-/{ony

VTBEPX/EHO
[Iporokon DIIK komuteTa
10 YIIPABJICHUIO apXUBHBIM JI€JIOM
PoctoBckoii obmactu

OT « » Ne

gt J.K. Jlenncenko
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AKT
No

O BBIJICJICHMHU K YHUYTOXXCHHIO

APXUBHBIX TOKYMCHTOB,
HC MMoAJICKaluX XpaHCHUIO

[Tpunoxxenue Ne 22
K MHCTPYKLIUHU TIO JIEIOMPOU3BOJCTBY
B AnMuHucTpanuu ropoaa Pocrosa-una-Jlony

O®OPMA AKTA
YTBEPXIAIO
PykxoBonuTens pyHKIIMOHAIBHOTO
NOAPA3AEIEHUS

(monmucek) (MHULAATBI, (haMUITHS)

« » 20 r

Ha ocnoBanun MHCTpyKIIMK 1O AEIONPOU3BOACTBY B AIMHUHHUCTPALIUU FOPOJA
PocroBa-Ha-/loHy, HOMeHKNaTyphl Jen AamuHuctpauuu ropoaa PocroBa-na-JloHy
0TOOpaHbl K YHUUTOKEHUIO KaK YTPaTUBILKE MIPAKTUUECKOE 3HAUCHHUE JJOKYMEHTBI:

No | Coneprkanue JOKyMeHTa ara u No sx3emIIsapoB [Ipumeuanne

/Tl | WJIM 3arOJIOBOK Jiefia Ne tokymeHTa | M KOJIMYECTBO JUCTOB
WJIA KpaniHHUE WJIA KOJIMYECTBO
JIaThl APXUBHOTO TOMOB
Jiena

1 2 3 4 5

1.

2.

3.
Htoro ( ) noKymeHTa (OB).

OTBETCTBEHHBIN PAOOTHUK
3a BEJACHUE JIEJIONPOU3BOICTBA
B (DYHKIIMOHAJILHOM TOJIpa3/ieJICHUN [Toxnuce N.0. ®amunus

HavanbHuk ynpasieHus

JIOKyMEHTAITMOHHOTO 00ECTICYCHUS — —
Anmvmunuctpanuu ropoja Pocrosa-na-/{ony -

J1.K. JleHnceHnko
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[Tpunoxxenue Ne 23
K MHCTPYKIIUHU TIO JAEIONPOU3BOICTBY
B AnMuHHCTpaImu ropoaa PocroBa-Ha-/loHy

OdGOPMA
CIATOYHOU OITHMCH el

CpharoyHast OIMCH JIET
3a o/

HanMeHnoBanue QyHKIITMOHAILHOTO MOApPa3IeIeHUs
(B COOTBETCTBMH C KJIacCUPUKATOPOM (DYHKIIMOHATBHBIX MOAPA3IeICHUN

3a CJJaBa€MbIid IEPUO.)

No |Nupexkc nena| 3aronoBok | Konwm- Hara Cpoxk [Ipumeuanue
/Tl | 110 HOMEH- niena 1o YECTBO | 3aBEACHUS | XPaHECHUS IO
KJIaType HOMEH- TOMOB | JieJla — J1aTa | HOMEHKJIA-
KJIaType OKOHYaHUS Type
nena

1 2 3 4 5 6 7

1.

2.

3.

€MHUI] XPAHEHUS CHAJ:

Jlena B KOJIUYECTBE

(TOMKHOCTB) (MoMKCH) (pacmudpoBka)

I[ena B KOJIMYCCTBC CANHHUL XPAHCHUA ITPUHAI:

(IOIKHOCTB) (moamuce) (pacmudpoBka)

HauvanbHuk ynpasiieHus ' )
JOKYMEHTAIMOHHOTO 00eCTIeYeHUs e —

Anmunuctpanuu ropoaa PocroBa-na-/[ony JI.K. JleHuceHko
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[Tpunoxxenue Ne 24
K MHCTPYKLIUHU TIO JIEIOMPOU3BOJCTBY
B AnMuHucTpanuu ropoaa Pocrosa-una-Jlony

O®OPMA AKTA

YTBEPXIAIO
3aMecTUTENb I1aBbl AIMUHHCTPALUN
ropona Pocrosa-na-/[ony
10 OpraHU3alMOHHO-TIPABOBBIM
U KaJpOBBIM BOIIPOCaM

(moamuce) (vHUIMATBL, (HhaMUITHS)

« » 20 T.

AKT

No
O BBIJICJICHUH K YHUUYTOKECHUIO
3JIEKTPOHHBIX IOKYMEHTOB, HE
MOJICKAITUX XPAaHECHUIO B
MEKBEJOMCTBEHHOM CUCTEME
AJIEKTPOHHOTO
JIOKYMEHTO000pOTa U
JIeJIONPOU3BOCTBA «/Jlemoy»

OcHoBanne: «llepedeHb THUTIOBBIX YHPABIECHYECKUX APXUBHBIX JTOKYMEHTOB,
oOpa3yloluxcsi B MpoLEcce AEATENbHOCTH TOCYJAPCTBEHHBIX OPraHOB, OPraHoOB
MECTHOTO CaMOYTpAaBJIECHUS M OpraHu3aluii, C YKa3aHUEM CpPOKOB XPAHECHUS,
yTBep K AcH pukazom denepanbHoro apxuBHoro areHctsa (Pocapxus) ot 20.12.2019
Ne 236 «O6 yrBepxknenun llepeuHs THUMNOBBIX YHPABICHUYECKUX apPXUBHBIX
JIOKYMEHTOB, 00pa3yIOIMUXCs B MPOLECCE ESITENIbHOCTU IOCYIaPCTBEHHBIX OPraHoB,
OpraHOB MECTHOTO CaMOYIpaBJ€HHs M OpraHu3alui, C YKa3aHHEM CpPOKOB
ux XpaHeHus». OToOpaHbl K YHUUTOKEHUIO KaK HE UMEIOIUE HAyYHO-UCTOPUIECKON

LEHHOCTH u yTpaTUBIINE MPAKTHYECKOE 3HA4YCHUE JTIOKYMEHTBI
No 3aronoBok (rpyrrma) ITepuon KonnuectBo Cpok
T/T1 | DJIEKTPOHHBIX IOKYMEHTOB | (KpailHUE MaThl) | AJIEKTPOHHBIX XpaHEeHUs
AIIEKTPOHHBIX JIOKYMEHTOB | DJIEKTPOHHBIX
JTOKYMEHTOB JTIOKYMEHTOB U

HOMEpa CTaTeu
110 IEPEYHIO
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Bcero oTo0paHo K yHUUTOXKEHUIO

JOKYMCHTOB 34 Troad.

Onucu Ha AcjIa IMOCTOAHHOTO XPaHCHUA M II0 JIMYHOMY COCTAaBy YTBCPIKICHLI
H COIJIaCOBAHbI IIPOTOKOJIOM OIIK kxomwuTeTa IO YIPABJICHUIO APXHWBHBIM JCJIOM

PocTtoBckoii 001acTH OT No

VYHuuTO)KEHNE MH(OPMALUU TPOU3BEIH:

(IOMKHOCTB) (moamucs)
Jlata

HanmmMmeHnoBaHue nuiia,
OTBETCTBEHHOI'O 32 apXUB

(OIHUCH)

COI''TACOBAHO
ITporokon DK AnMuHucTparuu
ropoaa Pocrosa-na-Jlony
OT No

HavanpHuk ynpaBieHus
JIOKYMEHTAIlMOHHOTO 00ecrieueHus
AnmvmunucTpanuu ropoga Pocrosa-na-/{ony

(wHUIMATB, (aMUTTIS)

(MHUALIMAITB, (haMILTHS)

[

1
%

> JI.K. [lenncenko
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[Tpunoxxenue Ne 25
K MHCTPYKIIMHU TIO JAEIONPOU3BOICTBY
B AnMuHHCTpaImu ropoaa PocroBa-Ha-/loHy

O®OPMA

OJlaHKa 3aKa3a Ha KONMPOBAJIbLHO-MHOXKHUTEIbHBIE PA0OTHI

COI'’TACOBAHO
HauaneHuk ynpaBieHus
JIOKYMEHTAIMOHHOTO 00eCTieYeHUs
AJIMUHHCTpaIUu
ropoza Pocrosa-na-Jlony

(mommuch)  (MHULMAIBI, PaMUITH)

« »

20 r

3AKA3 Ne
Ha KOMHMPOBAJIbHO-MHOXHUTENbHbBIE paOOTHI

[IpuemHas, noapasaeneHue

HaunMeHnoBaHnne nOKyMeHTa

KonunyecTtBO nHUCcTOB . KonnuectBo sk3eMIuisipoB
Cnoco0 pa3MHOXKEHHUS U MacITad
Pacxon 6ymaru . Cpo4HOCTH UCTIOTHEHUS

PykoBoautens noapazaeneHus

(moanuch, MHULMAIIBL, (PaMUITUS)
Jlata
Nunnumanst, pamuims u TenedoH UCTIOTTHUTES

Havanbauk ynpasieHus |
JOKYMEHTAIMOHHOTO 00eCTIeYeHUs - —
Anmunuctpauuu ropoaa PocroBa-na-/{ony

J.K. JleHuceHko
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[Tpunoxxenue Ne 26
K UHCTPYKIIUU TIO JTIONPOU3BOJICTBY
B AnMuHUCTpanmy ropoja Pocrosa-Ha-/loHy

OBPA3EI]
odopmiieHUs MUChMa Ha OJaHKe

Poccniickas @enepanus
PocroBckast obnacthb

PykoBoaurento
AﬂMH%ﬁSHEPAHHH TCPPUTOPUATIBHOI'O OpraHa
POCTOBA-HA-JJOHY (enepanbHOM CITyKOBI

I'ocynapcTBEHHOM CTaTUCTUKHU

yn. bomswas Canosas, 1. 47, 1o PocToBCKOM 00J1aCTH

r. PoctoB-Ha-/lony, 344002

E-mail: meria@rostov-gorod.ru (PoctoBcrar)
www. rostov-gorod.ru
Ten, (863) 240-91-84, dakc (863) 240-83-67 (pamuus, THULIMAIIB)
Ne
Ha Ne oT

3aroJioBoK (0 uem?)

YBaxkaeMbIil !
(M3, OTUECTBO)

(TeKCT muchMa)

[IpunoxkeHue: pacyer 3arpar Ha 2 J. B 3 3K3.

HauvansHuk ynpasieHus
JIOKYMEHTAITMOHHOTO 00ecTieueHUs
AJIMUHHCTpaluu ropoaa
PocroBa-na-/lony [Moanuce N.0O. ®amunus

IIpockypun bopuc JleonnaoBuu
+7 (863) 200-00-00

HavanpHuk ynpasnenus
JTOKYMEHTAITMOHHOTO 00ECTICUCHMS — :
AnmunucTtpanuu ropoaa Pocrosa-na-/[ony

-

J1.K. JleHuceHnko
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[Tpunoxenue Ne 27
K HHCTPYKLUU IO I€JTONPOU3BOJICTBY
B AamuHucTpaiuu roposaa Pocrosa-na-/lony

KpaTKaSI HHCTPYKIHA 110 COITIIaCOBAHUIO HI/ICCM-pa?)peHIeHI/Iﬁ Ha BBIITYCK, ITPOAJICHUC
N CHATHUC C BUBUPOBAHUA IIPABOBBIX 1 HOPMATHUBHO-IIPABOBLIX dAKTOB
AI[MI/IHI/ICTpaI_II/II/I ropoaa TOJIbKO B 3JICKTPOHHOM BHUAC
IMoCpeaACTBOM CHUCTCMBI «)_IGJIO»

1. Co3zmate PKIIJl (perucTpamoHHass KapToyka HPOEKTa JOKYMEHTA)
cOOTBeTCTBYIOMLIEH Tpynibl «[luceMa-paspemenus. . ... .. ».
2. OO0s3aTenbHbIC MO IS 3aMOTHEHUS
» UcnosiHuTe b (3aMOJHIETCS aBTOMAaTHYECKH, TIPU HEOOXOTUMOCTH MOYKHO
N00aBUTh HECKOJIBKUX UCTIIOJHUTENEH);
» Copepxanue (Harpumep: [Incpmo-pasperieHre Ha BBITYCK MOCTAHOBJICHHUS

» Anpecar — ['J1aBa AIMHUHHCTPAIMU TOpoja (3amoJHICTCS] aBTOMAaTHYECKH,
B CJIy4yae UCIOJIHEHUS 0053aHHOCTEN - TTIOMEHSITh);

» CBsI3KH (3aM0THICTCS TPU HEOOXOTUMOCTH).

3. B 6moke «Daimby aBTOMaTHICCKU JOOABIIICTCS .
daiin «OCHOBHOM gg B .70
A.B. JlorBunenko.docx». [lanubiii haitn Heab3s
MIEPECUMEHOBBIBATh U YIAJISTh.
Texct  muchMa  BHOCHUTCS B PEXKUME
penakTupoBaHus (aitna.

dait1 BRITIAANAT TaK:

Ne oT I'mase ATMEEACTpAHE Ne ot TMage AZMHHECTpaIHE
ropoaa Pocrosa-ra-Jlony roesa Pocrosa-ma-Tomy

AB. Jlorsuseszo A.B. Jlorenmenko

Yeamaenmui Anerceli Banerrnaosms! Veawaennit Anexceit Banentemosm!

BcTasbTe TEKCT MHCEME BeTapsTe TEECT MHCEMA
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JlaHHbIE OJIOKM CKpBITBI Yy UCIOJIHUTENS, TaK KaK OHHM 3aIlOJHSIOTCS
ABTOMATUYECKHA PETUCTPALMOHHBIMH JTAHHBIMU Y JAHHBIMH MOJAMUCHIBAIOLIETO JIMIA.
JlanHble OJIOKU HENb3s PEAAKTUPOBATH U YAAISTh.

B (aiine wucnmonHUTENh BHOCUT TOJBKO TEKCT NHCbMAa M PEAAKTHPYET
UCIIOJIHUTENS U TeseOoH ucnoaHuTeNs nucbMa. [locie BHeceHUsT U3MeHeHui Qaitn
HEO0OXOMMO COXPAHUTb.

Taxxe B Omoke «®Dallnbpl» NPUKPEIUIIETCA BECh HEOOXOAUMBIN st
coriacoBanusi  maker  jgokymeHTtoB  (Hampumep, nmpoekt — pacropsokeHus/
MOCTAHOBJICHUSI U TIpOYEe).

4. B Onoke «Bu3bl ¥ MOANMUCH»: aBTOMATUYECKU BBIXOJUT BU3UPYIOIIEE JIUIIO —
HavyaJbHUK IIPaBOBOTO yIpaBJICHUS AJIMUHUCTpauuu ropozaa
PocroBa-Ha-/IoHy ¥ DIOANMCHIBAIOIIEE  JMIO-3aMECTUTENDL  IJIABBI
AnvmuHuctpauuu ropojga PocrtoBa-Ha-JloHy WM TriaBa  aJAMUHHUCTPALUU
paiiona ropona PocroBa-Ha-JloHy (B 3aBUCHMMOCTHM OT BBIOPAHHOW T'PYIIIIbI
nokyMeHToB). IIpu  HeoOXomumocTu  A00aBTINTCS  JOMOJHUTEIbHbBIC
BU3HUPYIOLIME JIALIA.

» Cnauana PKIIJ] wnampaBiseTrcs Ha TOANUCh, B pE3yJbTaTeé dEro
NpUKpEIUIeHHBIN (aitn  no/bkeH mnpeoOpasoBathess w3 (opmara .doc
B ¢opmar .pdf. Ilociae mnpeoOpa3oBanus (aiina Hamparinenue PKII/
Ha MOJUCH HY)HO yOpa

» Ilocne storo PKIIJ] HampaBisiercss Ha BU3y Ha | JIGHb BCEM BU3HPYIOIIUM
JULAaM Cpas3y, KpOMe HadaJbHUKA ITPABOBOrO YIPABICHUSA AJIMHHUCTPALUU
ropoaa Pocrosa-na-/[ony.

» Caenyromum stanom PKIIJ HampaBiaseTcs Ha IMOANKMCH PYKOBOJIUTEIIIO.
(MckITIOYEHHWE: TpHUEeMHAas 3aMECTUTENsS TJIaBbl AJIMUHHUCTpAIMU TOpoja
PocroBa-Ha-/loHy 1O OpraHM3allMOHHO-TIPABOBBIM M KaJPOBBIM BOIPOCAM.
Hannoii npuemnoit PKIIJ] nampaBisieTcss Ha NOANKCH NOCIE MOJIY4YEHUS
BHU3bI PABOBOT'0 YIPaBICHHS AIMHHUACTpaIu ropojaa PoctoBa-Ha-/lony.)

» Ilocne mnonmmucanuss PKIIJ[ HanpaBiseTcs B MpaBOBOE YIIPaBJICHHE
AnvunHucTpanuu ropoaa PocroBa-Ha-/loHy Ha Bu3y Ha 5 pabouux JHEH.
(MckaroueHHe: TMHUChbMa Ha MPOJJICHHE W CHATHE C  BH3MPOBAHHUSA
HE BHU3MPYIOTCSI B TMPABOBOM YIIPABJICHUH AJMHUHUCTPALIMU TOpOJa
PocroBa-Ha-J{ony).

» Ilocie Bcex cOOpaHHBIX BH3 W MOAMHUCEH UcHoJHUTEIb HampaiaseT PKII/]
Ha pETrUCTpalMi B MpUEeMHYIO. Kypupyromero 3aMecTuTesnss TIJaBbl
Anmunuctpanuu ropoaa PocroBa-na-Jlony. (B otkpsitom PKII, B MeHto
BBITIOTHUTS: [lelicTBusi—HanpaBuTh MPOEKT HA PETUCTPALUIO).

Ecnu k1o-1100 13 BU3UPYIOUIUX JIHI] 3aBU3UPOBAT JOKYMEHT C 3aMEUaHUSIMH,

UCIIOJTHUTENI0 HEOOXOIMMO CO3/1aTh HOBYIO Bepcuio mpoekTa. (B oTkpsiTom

PKII/, B MeHt0 BbINOIHUTD: JleicTBUS—C03/1aTh HOBYIO BEPCHIO).

5. [lpueMHBIMH KypHUPYIOIIETO 3aMECTUTENS TJaBbl AJIMHUHUCTpAlMd Topoja
PocToBa-Ha-/lony HeoOxoaumo otcnexuath PKIIJI, HanpaBieHHbIE
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6. IlpuemubiM pykoBoauTeneir HeoOxoaumo otciexkuBats PKIIJI, HanmpaBneHHble

Ha PErucTparLuio.

B Groke «Peructpaiust JOKyMEHTOB) BbIOMpaeTcs 3akiaaka «I[poekTo.

[:-f} JOKYMEHThI, 3aperucTpupoBaHHble ¢ 22.09.2012. 0001102018 [2]

Y |

®ain MNpaska [elctews Pekswswtol 31 nouta [p. mctounwky] | Npoektol | Bua
SR EIEI
K Per. Ne [lata Kparkoe cogepxanue Kopp./Mognncan
> 16-02/2884 17/09/2018 CPOYHO! B cpok go 24.09.2018 MWHWCTEPCTBO HMUMULLIHO-KC
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B nannoit 3akmamke HeoOxoaumo OTKpbITh PKIIJ, mpoBepuTs Hamuuue
Y LEJOCTHOCTh BCEX BJIEKTPOHHBIX MOJIKCEN, MOCIE YEro 3apErucCTpUpOBaTh
PKIIA. (B otkpsitom PKIIJ], B MeHio BbimonHuth Pain—PeructpupoBarhb

MPOEKT).

B monydeHHON 3aperucTpUpOBaHHON KapTOYKE HEOOXOJUMO YJIaduTh BCE
IPUKpEIJICHHBbIE (pailyibl, KpOME CaMOT0 MUChMa-pa3peIIeHHUs.
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7. Ilocne perucTpanuu, JOKYMCHT HaIpPaBJIACTCA B  IIPHUCMHYIO

AZMUHHCTpanuu ropozaa

PocroBa-na-/lony. I[Ipu sTom B

npukperuienaom  pdf-caiine [ " SORISIP - or 18082020 ] ropore Pocroms. . Tony

AdBTOMATUYCCKH ,HO.H)KHI)I A B. JIOTBHHEHKO

HpOCTaBJ'DITBC}I VpaxkaeMslil Anekceii Banentimnosma!

PErUCTPAlMOHHBIE  JaHHBIE o 1312 308 3 5 108 yequsess T sporghas 1o Ty s

1THChMA u AQHHBIC oo exsonors  cart Pocronchof oaract on 25 10,2015 X, 185777
A TAaEKe B NEMAX OpT EIOTIP OCTEa E AJIMHEH H T

I[OH)KHOCTHOFO HI/IHa, FOCTOBa—Ha—,[[OII-Ilj' }"upanlj'[emen m@o:uamaom TEXHONOTHEH paapam upom
pacmopsTKeHAES ATMHEHCTpPAnHE ropoga oT 17.07.2020 Ne p/191 «0 BHeCCHHE H3MEHEHHH
B DacHopaxeHHe AIMHHH HE ropoga Pocropa-ma-Tlomy or 16.02.2017 MNa 40

HOHHHCBIBaIOIHerO HHCBMO (<O% }nogpmem Hnmpymc;:filiaﬁo paﬁ?;tma Memﬂunmi(ﬂ:gﬁ CHCTEME NIEKTPOHHOIO
JOKyMeH! D H Je7omIp 2  «Jemon  AJMHHHCTPAaUHH — TIopoJa

C HpOCTaBHeHHeM aITamMiia Poctopa-Ha-JloHy» H NOCTAHOBIEHAA ATMHHHCTPAIHH Topoga or 17.07.2020 Ne n/786
«0 BHeCeHHH HIMEHEeHHH B IOCTAHOBNEHHe AJMHHHCTpaIHH ropoga PocTosa-ma-TloHy

2 30012018 Ne 83 w06 7
31 eKTp OHHOI o I[HI/I CH g;mem * « OpTAHHIANEE MEXKBEJOMCTBEHHOTO —IEKTPOHHOTO

MOANMUCHIBAIOIIETO JIUIA.
Hus  upocmotpa pdf-cdaiina
C pErucTpalOHHBIMU
JAHHBIMHU:  OTKPBITH  (haiis
(aBTOMATUYECKU OTKPBHIBACTCS
MOCPEICTBAM Internet
Explorer), B mpaBoM BepxHEM
yIjly  TOMEHSATh  3HA4YCHUE
c «IToka3aTh UCXOMHBIN haltm»
Ha «ITokazaTp o0pa3
JIOKYMEHTa.

HavanpHuk ynpaBineHus
JIOKYMEHTAIMOHHOTO 00ecrieueHus

AnmvuHucTpaiuu ropoaa Pocrosa-na-/{ony —

HACIPAlAn T0POaa
Pocrosa-ga-JloHy mo
OpraHHEaHOHEC-IPABOBEIM H

B BacTofmes BPEMA B BEINENCPETHCIEHHEIE IPOEKTE BEOCATCA H3MCHEHHA B CBAZH
C TOMyIeHHBIMA 3aMETAHHAMH BHIHDYRONTHX I (QYHKITHOHATHHBIX MO/IpasTeleHHi
AnvurHcTpanEE Topoga PocToBa-Ha-Jlory. Ilpomy Bac MpomLTHTE CPOK BH3HPOBAHHA
mpoexToR o 17.07.2020 Ne p/191 & m/786 no 17.09.2020.

3aMeCTHTEE TaBE

~

AT Hopmupmii

KaTpOBEIM BOTIPOCAM

3aapoza Onsra Baropozma
+T (863) 240-96-07

JI.K. JleHuceHko
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[Tpunoxxenue Ne 28
K MHCTPYKIIMHU TIO JAEIONPOU3BOICTBY
B AnMuHHCTparmu ropoaa Pocroa-na-/lony

KpaTKaH HHCTPYKIHUA 110 CO3OAAHNUIO U COTJIaCOBAHUIO IIPOCKTOB IIPOTOKOJIOB
HopyquHﬁ I10 UTOI'aM COBeHlaHI/Iﬁ N BBIC3HBIX BCTPCU I''IaBbI A,ZIMI/IHI/ICTpaHI/II/I
ropoaa B 3JICKTPOHHOM BHJIC ITOCPCACTBOM CHCTCMBbI ((I[CJ'IO)).

1. Ununumatop cozgaet PKIIJ] (peructpanronHas KapTouka MpOeKTa IOKYMEHTA)
COOTBETCTBYIOWIEN rpynnbl «[IpOTOKOIBI MOPYyYEeHUN MO UTOraM COBELIAaHUU
Y BBIE3JIHBIX BCTpEY IJ1aBbl AIMHUHHUCTpanuu ropojaa PocroBa-na-Jlony».
2. O0s3arenbHbIE TOJS AJIS 3aTI0JTHCHUS
» UcnojHuTeN b (3aroTHICTCS aBTOMATHYECKH, MTPU HEOOXOAMMOCTH MOYKHO
00aBUTh HECKOJIBKUX HCTIOTHUTENEH );
» Conep:xanue (Harmpumep: [IpoTokosr coBenanus mo BOmpocy........ );
> AnpecaT — 3aBENyIOMIMA  KOHTPOJIBHBIM  CEKTOPOM  KOHTPOJBHO-
OpPraHU3allMOHHOTO OT/EJIa YIPAaBJIEHUS MO KOHTPOJIbHO-OPTraHU3aMOHHON
paboTe U CBA3IM C OOIIECTBEHHBIMH OOBEAMHEHHUSIMHU AJIMUHUCTpAIUU
ropona PocroBa-na-Jlony (3anofiHseTCS aBTOMAaTUYECKH );
» CBsI3KH (3am0JTHAETCS MPU HEOOXOIUMOCTH ).

3. B Onoke «®aiiyip» aBTOMATHYECKH T00aBIIAETCS ~ Daiine
o b 2a@e v e
(aiin «IIpoTokom». G4 Mpozadon docx

TekcT MmpOTOKOJIAa  BHOCHUTCA B PEXKUME

penaktupoBaHus (aiina.

4. B 61oke «Busbl U moanucu»: aBTOMAaTUYECKUA BBIXOJAT BU3UPYIOIIUE JUIA —
HaYaJIbHUK MIPaBOBOTO yIpaBJICHUS AJIMUHHUCTpaIUN ropoja
PocroBa-Ha-/loHy, HayadbHUK OTAENA MO 00ECIEYEHUIO JEATETbHOCTU TJIaBbl
AnvmunucTpanuu ropoaa PoctoBa-Ha-/loOHy M NOANKCHIBAIOLIEE JIULO-TJIABA
Anvmunuctpaniua  ropojga  PocroBa-na-Jlony. PaGora ¢ jmaHHBIMH
JIOJKHOCTHBIMM JIMIIAMH BBITIOJHSETCA HAa MTOCTIECIHEM JTAIle BUSUPOBAHMUS.

Caenymomue 1elicTBUS BBINOJHAKTCA TOJbKO B 3JIEKTPOHHOM Buje!

» B Busupyroomue muia go0aBisSIOTCS BCE MPEIOJiaraéMble HCIOTHUTEIN
MOPYYEHU MPOTOKOJA W TPOECKT HAMPABISAECTCS HA BU3UPOBAHUE BCEM
cpa3y Ha 1 pabounii 1eHb.

» Ecam kTo-mmb0 W3 BH3UPYIOIMMX JIMIl JacT 3aMeYaHus K TIPOEKTY,
TO MCHOJHUTEJEM CO3HACTCS HOBasi BEPCUA IMPOCKTA C BHECECHHBIMU
HCTIPaBJICHUSIMH, M OH HAIIPaBJISETCS HA BUBUPOBAHUE:

v\ MLy, JaBIIEMY 3aMEUYaHMS;

v\ MIly, 4YbHM HWHTEPECH, BO3MOXHO, 3aTPardBalOTCA B  CBS3H
C 3aMCYaHUSIMU,

v\ JMuaMm, KOTOpBIE HE YCHEIU 3aBU3HMPOBATH MPEILIAYIIYIO BEPCHUIO
MPOEKTA.
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» JlaHHble NEHCTBUS BBIMOJIHAIOTCS A0 T€X MOp, MOKa HE OYAYyT MOTY4YEHBI
BCE€ BU3bI JIOJDKHOCTHBIX JIUL, SBJIIOIINXCA UCIIOJHUTEISIMU B TOPYUEHUAX
MIPOTOKOJIA.

» Tlocne cbopa Bcex BHU3, HCIOJHUTENb HAMpaBsIeT MPOEKT MPOTOKOJA
HAa BHU3MPOBAaHUE HAYaJIbHUKY OT/AENA IO OOECHEUYEHHUIO EeATEIbHOCTH
riaBbl AqMuHUCTpalu ropoja PoctoBa-na-/Ilony Ha 1 paGouuii neHb.

Caenyrwomue neiicTBUS BBINOJHAKTCA HA Oymare M B 3JIEKTPOHHOM BHJIe

napajuiejibHo!

» Jlamee MpOEKT HampaBIseTCs HAa BHU3UPOBAHUE HAYAIBHHUKY IPABOBOIO
yhnpaBieHus AJIMUHUCTpanuu ropoga PocroBa-na-Jlony Ha 1 pabouuit
JICHb.

» Ecmu mpaBoBoe ympasneHue AnMuHUCTpanuu ropoaa Pocrosa-na-Jlony
BHOCUT 3aMEYaHMsI, TO HCIIOJHUTENb JEJIAeT HOBYK) BEPCHIO IPOEKTa
C UCITPABIICHUSIMU, KOTOPask IOBTOPHO BU3UPYETCA Y:

v\ KypHpYIOIIETO 3aMECTUTENS TJaBbl AJIMHHHCTPAlMHd  TOpojJa
PocroBa-na-/lony;

v’ JOJDKHOCTHBIX JIAII, SIBJSFOIIMXCSI MCIOJHUTEISIMH B TOPYYCHHUSX,
rzie ObLJIM BHECEHBI MPABKH MPABOBOT'O YIPABJICHUS AJMUHUCTPALIUU
ropoga PoctoBa-Ha-J[oHy (BU3UpOBAaHHE TOJILKO B 3JIECKTPOHHOM
BHJIC);

v HavaJbHHKA OTHAEeIa MO0 OOECICUYEHUIO JIEATEIBHOCTH TJIaBbI
Anvmunuctpanuu ropoaa PocroBa-Ha-J[oHy (BU3UpOBAHHME TOJIBKO
B DJICKTPOHHOM BHJIC);

v HavaJbHWKA TPAaBOBOTO YIpPaBJICHUS AJMUHHCTPAIlMA TOpOja
PocroBa-na-/[ony.

» llocne momydeHus: BceX BU3 TMPOCKT HAMPABISAETCS HA MONMUCH TJIaBe
Anmvunuctpanuu ropoga Pocrosa-na-/lony.

[Tocne moanucaHusi MPOTOKOJA, NPHEMHAs TJIaBbl AJIMHHHUCTpPALUU TOpoJa

PoctoBa-Ha-/IoHy peructpupyeT €ro © aBTOMAaTUYECKHM  HAmpaBIIAeT

B yIOpaBj€HUE IO KOHTPOJbHO-OPraHU3alMOHHOM paboTe U  CBA3SIM

Cc 0OIIeCTBEHHBIMU 00BbETMHEHUSMU AnMuHHCTpanun ropoja

PocroBa-Ha-/IoHy I IIOCTaHOBKM Ha KOHTPOJb MEPEYHs IOPYyYECHUU

YTBEPKJIEHHOT'O MTPOTOKOJIA C Pa30MBKOM MO MyHKTaM.

HauvanpHuk ynpasiieHus
JOKYMEHTAIlMOHHOTO 00ecrieueHus — :
AnmMmunuctpanuu ropoja Pocrosa-na-/{ony

% s
T

J.K. JlenuceHnko
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[Tpunoxxenue Ne 29

K UHCTPYKIMH IO JEIONPOU3BOACTBY
B AnMuHucTpaiuu ropoja Pocrosa-na-J/lony

OBPA3IIbI
OJIAaHKOB PE30JTIOIIHIA

®opmat A6

N3ob6paxenue ['epba
ropona Pocrosa-na-Jlony

['maBa AamMuHHCTpannu
roposa Pocrosa-na-Jlony

Nzob6paxenue ['epba
ropoaa Pocrosa-na-Jlony

IlepBblii 3aMeCTUTEND
IJIaBbl AIMUHUCTpaLUU
ropona Pocrosa-na-/[ony

Ne OT « » 20 r. Ne OT « » 20 r.
K BX. Ne OT « » 20 T K BX. Ne OT « » 20 T
N3o6paxenue 'epOa HavyanbHuk

roposa Pocrosa-na-Jlony

3aMeCTUTEIb
TJIaBbI A TMUHUCTpAITUN
ropoaa PocroBa-Ha-/lony
(Mo KypupyeMoMy HaINpaBIICHHUIO)

(HaumeHoBaHUE (QYHKIHUOHATBHOTO
noapasaeneHus AIMUHUCTPALINN
ropoaa Pocrosa-nHa-/{ony)

No OT « »
K BX. No OT « » 20 .

20 r.

No oT 20 T
K BX. No oT 20 1.

HauvanbsHuk ynpasiieHus
JOKYMEHTAIMOHHOTO 00eCTIeYeHUs

AnmvuHucTpaiuu ropoaa Pocrosa-na-/{ony

J.K. JleHuceHko
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[Tpunoxxenune Ne 30
K MHCTPYKIIMHU TIO JAEIONPOU3BOICTBY
B AnMuHHCTpaImu ropoaa PocroBa-Ha-/loHy

[IPUMEPHLIN [TEPEYEHD
HEPEI'MMCTPUPYEMBIX BXOAIINX JOKYMEHTOB

1. AHKeTHI (pe3loMe), HapaBIsieMbIE B LIETSX TPYI0YCTPOUCTRA.

2. byxrantepckue IOKyMeHTHI (OyxraiaTepckas OTYETHOCTb, CuUeTa, cueTa-
(bakTypbl, akThl CBEPKH B3aUMOpPACUETOB, AKThl MPUEMKHU-TIEPEauyd OCHOBHBIX
CPEIICTB, TOBAPHBIC HAKIIAJTHBIC U IPYTHE).

3.'OCTpl, TexHUYECKHE PETJIaMEHThI, PYKOBOIAIIME W JAPYTU€ TOKYMEHTHI
M0 TEXHUYECKOMY PETYJIMPOBAHUIO U CTaHAApTU3AIUH.

4. KoHkypcHasi TOKyMEHTaIIUs.

5. HayuHo-TexHu4eckasi 1 mpoeKTHas TOKYMEHTaIIUs.

6. Koppecnonaenius, aapecoBanHas paOOTHUKAM C TIOMETKOU «JIMIHOY.

7. IledyatHple u3gaHus (KHUTH, >KypHajlbl, Tra3eThl), KaTaJOT¥, TEXHUYECKas
JauTepaTypa, TeMaTUHYECKHUE U CeIMaIbHbIe COOPHUKH, TIJIAKATHI.

8. [lozmpaBuTenbHBIC MUCHhMA U TEIETPAMMBI, IPUTIACUTEIBHBIC OMIICTHI.

9. IlpetickypaHThI.

10. [IporpamMmbl KOH(pEPEHIINH, COBETITAHHIA.

11. Pexnamubie MaTepuansl (MMCbMa, TUCTOBKHU, IPOCIIEKTHI, OYKIIETHI).

12. YueOHbie Mm1aHbl, MPOTPAMMBI.

13. TIporHo3sl MOTO/IHI.

Ecnu ykazaHHblE OKYMEHTBHI TOCTYMHJIM C COMPOBOAUTEIBHBIM IHCHMOM,
MUCbMa PETUCTPUPYIOTCS B TIOPAJIKE, YCTAaHOBICHHOM MHCTpyKITHEH.

HavanpHuk ynpaBieHus |
JOKYMEHTAIMOHHOTO 00eCTIeYeHUs ~ e,
AnmMmuHucTpainuu ropoaa Pocrosa-na-/{ony — J1.K. Jleancenko
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