TOKMAKCKHUN OKPYI)KHO COBET JIEIIYTATOB

3ACEJAHHUE Ne 54 IEPBOI'O CO3BIBA

PEIIIEHUE Ne §

«21y» sBaps 2026 rona r. TokMak

06 yTBepKIeHH: HHCTPYKIHMHA MO [1eJIONIPOU3BO/ICTBY

B ToxmakckoM okpy:kHoM CoBeTe eNyTaToB

B me/six JalbHeHAIero CoBepueHCTBOBAHIA CHCTEMBI JOKyMEHTAIHOHHOTO
obecriedens yIpaBIeHIeCcKOH 1eATeIbHOCTH Toxmaxckoro okpyxsoro CoseTa
JIelyTaTOB, yCTAHOBJIEH)s SIMHOT0 MOPs/ka BeIeHMs JAeJI0IPOU3BOJICTBA B
ToxMmakckoro okpyxHoro CoseTa IeIyTaTos, Toxmaxckuit oxpyxHo# CoBeT
JeIyTaTOB

PEILJL

1. YtBepauTh IHCTPYKIIHIO 110 JENOMPOU3BOACTBY B TOKMAKCKOM
oxpyxHoM CoBeTe JEMyTaToB (TpunaraeTcs).

9. Hacrosimee Pemenue BCTyaeT B CHILY € 1 ssaBapst 2026 rona.

3. Omy6iIuKOoBaTh HACTOAIIEE PELICHHE B ceteBoM u3nanuu «3a! MHdopm»
¥ Ha O(QUIMATIEHOM caiiTe TOKMAKCKOTO MYHUIIAIIANIBHOIO OKpyTa B CETH
«AaTEpHET.

[Ipencenarens TOKM&ISC,W

§

B.B. Omapa

MyHHUIHIIATBHOTO OKPYT: FREON A.A. KanMbIKOB



TIpunoxeHve
VTBEPXJIEHO:
PemresueM TOKMaKCKOTO

OKpPYXHOT'O CoseTa [OemyTaroB

ot 21 staBaps 2026r. Ne 2

MHCTPYKIMS
o )IEJIOHPOI/BBOI[CTBY B
TOKMAKCKOM OKPYKHOM COBETE JIEITYTATOB
1. OGime MOJIOMKEHHUS

1.1. IHCTpYyKIMA 110 JETOIPOU3BOACTBY (manee - rcTpyKups) paspaboTaHa
B paspaboTaHa B COOTBETCTBUM C denepalbHBIM 32KOHOM OT 01.10.2004 Ne 125-
®3«0O0 apXx¥BHOM [IENE B Poccuiickoit @enepauum», TOCT P MCO 15489-1-2007

«CurcTeMa CTaHAapToB 110 HHPOpMaLUH, 6UGIMOTEUHOMY M M31aTebCKOMY ACIY.
VipaBieHue JOKyMEHTaMH. O61mue TpeboBanusm», HallHOHATBHEIM CTaHAapTOM
Poccuiickoit @enepalivu TOCT P 7.0.97-2016 «Cucrema cTaHIapTOB II0
wrdopMAaIyK, GHONMOTETHOMY U U3IATEIHCKOMY neny. OpranusanoHHO-
pacropsaUTeNbHAs JIOKyMEHTaIH. Tpe6oBanus K 0QOPMICHHIO TOKyMEHTOB,
TOCT P 7.0.8-2013 «Jlenonpou3BOACTBO ¥ aPXUBHOE HEJIO. TepMUHBI U
ompeieNeHusDy, IPUKA30M denepabHOTO APXUBHOI'O areHTCTBA OT 22 man 2019 1.
Noe 71 «O6 yrBepxaeHun IlpaBui JIETONPOU3BONCTEA B TIOCYJapCTBEHHBIX
opraHax, OpraHax MECTHOTO caMoyTIpaBlieHus» (maimee — IPHKa3 Ne 71),
MeTonM4ecKUMH ~ peKoMeHAauusaMu  II0 paspaboTKe ~ MHCTPYKIHH IO
JeNONPOU3BOACTBY ~ B TOCYHApCTBEHHBIX opraHax, OpraHax MeECTHOIO
CaMOYIIpaBlIeHus, YTBEPKISHHBIMU — IIPHUKAsOM MenepalbHOIO  apXHUBHOIO
arenTcTBa OT 23 nmexaGps 2020 r. Ne 199, a TaioKe periaMeHTOM paboTHI
Toxmaxckoro okpyxHoro Cosera JIemyTaToB.

1.2. HHCTpyKIUA paspaborana B  HEJAX COBEpIIIEHCTBOBAHU
IENIOIPOM3BOJICTBA U IOBBIIICHNA >(heKTHBHOCTH PAGOTHI C HOKYMEHTAMH IIyTeM
pernaMeHTaliy Ha eIXUHOH npaBoBoif M METO[AYECKOH OCHOBE MIpaBHII
[IONTOTOBKKA JOKYMEHTOB, TexHONOTHI paboThl C HWMH, OpraHusalud HX
TeKYIIero XpaHeHHUs U [OJrOTOBKY K IIepeiate B apX¥B OpraHu3aIuy.

1.3. MHCTpyKIWUs YCTAHABIMBACT EJMHbIC TIpaBHIa paboThl ¢ JIOKyMEHTaMU
1 oOpaIeHNsAMHU TPaKIaH B CoBerT nenyTaToB.

I1. lokyMeHTHPOBAaHHE yIpaBJieHYeCKOil JesiTeJbHOCTH

7.1. B COOTBETCTBHH C 3aKOHOAATEIbCTBOM Poccuiickori ®Penepaliuy,
JIOKQTBHBIMEA HOPMATHBHBIME aKTaM¥ B OpraHU3allMy M3/[AH0TCA OpraHU3alOHHO-



paCHOpﬂJ_II/ITeJIBHBIC JNOKYMECHTBI.

2.2. OpraHu3anuAOHHO-PACIOPAAUTEIBHBIC ITOKyMEHTBI, CO37[aBaeéMbie B
CoBeTe JeIyTaToB, JOIDKHBI OBITE o(hOpMIIEHB! TI0 TIpaBHIaM, YCTAHOBJICHHBIM
MHHBUIYAIGHON HHCTPYKIHEH IO JENONPOU3BOACTEY CoBerTa JielyTaToB.

BrocUTh Kakue-THOO MCIpaBICHUS HIH noGaBiIeHusi B IIOMNMCAHHBIC
(yIBEp)KICHHBIE) TOKYMEHTEI HE IOITy CKaeTCsl.

2.3. JIoKyMeHTBl OpraHu3alny o(bopMIISTOTCSL Ha ONaHKaX WM CTAaHIapTHBIX
mmcTax Gymaru hopmata A4.

2.4. JIns ©3roTOBIEHHS JOKyMEHTOB B CoBeTe JelyTaToB UCIOIb3YOTCH!

OIaHK peIIeHUA CoBera OemnyTaToB CEeJILCKOI'0 ITOCEICHU,

7 5. BraHKW JOKYMEHTOB OpraHM3alliil H3rOTaBIHBAIOTCH TUIOrpadCKuM
CcI10coGOM, CpeICTBAMI OIIePaTUBHOM roNUrpadyy WM KOMITbIOTEPHOU TEXHUKH.

2.6. JIoKyMeHTbl M3rOTaBIMBAIOTCA Ha OyMa)XHOM HOCHTEIe U B dbopme
3IIEKTPOHHBIX JOKYMEHTOB C COOIIIOIeHNEM YCTaHOBICHHBIX IIPAaBUIL ohopMIIEHHUS
IOKyMEHTOB.

2.7. JIoKyMEHTHI OpraHu3alii, o(opMIIeHHbIE KaK Ha GaHKe, TaK 1 0e3 Hero,
JOJDKHEI UMETH I10JIsI He MEHee:

30 MM - JIEBOE;
10 MM - IIpaBOE;
20 MM - BEpXHEE;
20 MM - HIDKHEE.

2.8. IIpy MOArOTOBKE TOKYMEHTOB JOIYCKAeTCA JCIIONB30BAHAE JUIEBOM 1
06OpOTHOHM CTOPOHBI JIHCTA. [Ipy IBYCTOPOHHEM CO3J@HUM NOKyMEHTOB [IIMpUHA
[[eBOTO IO HA JIMIEBON CTOPOHE JIMCTa U MPABOro MO Ha 00OpOTHOM CTOPOHE
IMCTa JOJDKHEI OBITH PaBHBL.

2.9. Ilpu co3maHUW IOKYMEHTa Ha JABYX H Gojiee CTpaHUIIAX BTOPYIO U
IOoCHeAyIOIHe CTPAHUIBl HYMEpYIOT. Homepa CTpaHMIl [POCTaBILIOTCA TIO
cepeliHe BEPXHEro IOJs NOKyMEHTa Ha paccrosHuE 10 MM OT BEpXHEro Kpaji
HCTA.

2.10. JIOKyMEHTHI TedaTaroTcs ¢ JCIIONB30BaHUEM, KaK IIPaBHUIIO, TEKCTOBOIO
s . 1
penaxtopa Word for Windows pasmepom mpudTa Ne N 12 - 14 ot Times New .

1 . v
Pasmep mpudTa (kKerip) u3MepaeTes B IMyHKTax (point); ofMH IYHKT PaBeH 1/72 moiima, HIH
0,376 MM (cokparenue: "pt").
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2.11. AG3aIHbIi OTCTY B TEKCTE TOKYMCHTA - 1,25 cm.

3aroOBKY PA3ENOB U TO/PA3/Ie/IOB [eUaTAIOTCA C a03aITHEIM OTCTYIIOM WA
[[EHTPHPYIOTCS MO MIUPUHE TEKCTA.

2.12. TexcT TOKyMEHTa Ie4aTaeTcs 4epes 1 - 1,5 MeXCTpOYHBIX HHTEPBAJA.
TekcT TOKyMEHTA BRIPABHUBACTCS 11O MUPUHE JTUCTA.

2.13. JlomyckaeTcs BBIIENATE IOy HPHBIM mpr@TOM PEKBU3HUTHI "agpecart’,
"3aTr0JIOBOK K TEKCTY' WIIH "[TOAMKCE", & TAKXKE OTNEIBHBIC (parMeHThI TEKCTA.

2.14. Jlns BBLAENEHMS 3arojloBKa MOTYT JCIIOb30BATHCS TIPOTMCHBIE OYKBBL,
IOy KAPHBI IPAPT.

IIL. IoaroroBKa K oopmieHHe OTAEIbLHBIX BH0B JOKYMEHTOB

31. O6smaTenbHble JJNEMEHTH O(QOpMIEHHs NOKYyMEHTa HA3BIBAIOTCS
pexpusuTaMy. [Ipy IIOATOTOBKE, oopMieHnH i 06paboTKe JOKyMEHTOB, 8 Taioke
TIpY U3TOTOBIIEHMH OJTaHKOB JIOKYMCHTOB MCIIONB3YIOTCS CIEIYIOIIHe PEKBI3UTRL:

«HanmeHoBaHME CoBeTa [OemnyTaToB WM JTOJDKHOCTH JIMIa CoseTa
JEIyTaToB»,

«CripaBo4HEIE TAHHEIE Cogera ey TaToBy;
«HanMenoBaHue By1a JOKyMEHTa»,

«Jlata JOKyMEHTa»,

«PerucTpanyoHHEIA HOMEP JOKYMEHTa,
«CchlIKa Ha PEerHCTpalliOHHbIA HOMEP 1 JaTy JOKyMEHTa»;
«Apnpecar»;

«3aroJioBOK K TEKCTY»;

«TekcT JOKyMEHTa;

«OTMETKa O HATHYUAY IIPUIIOKEHID?
«[Topmuce»,;

«IleuatTsy;

«OTMeTKa O IMOCTYIUICHHH JTOKYMCHTa»,




CocraB PEKBHU3UTOB JOKYMCHTA onpeneisieTcsa B 3aBUCUMOCTH OT ero BHJa u
COICPpIKaHU. Kaxnpiii BULX JOKyYMEHTa OJDKEH HMCTh onpeneneHan‘?I coCTaB
PEKBU3UTOB H TIMOPsAa0K UX PacCIIOJIOXKEHUA.

3.2. Pexsmsur «Haumenosanue Cosera nemytaToB» uiaM «HanMeHoBaHue
nomkaocTH Juia CoBeTa JeMyTaToB» pacloliaraercs Ha OnaHkax IHCeM H
IIPaBOBBIX aKTOB M YKa3BIBA€T Ha aBTOPa JOKYMEHTA.

3.3. PexBusutr «CIpaBoYHbIE JaHHBIEY» COJEPIXKHUT, IOYTOBBIM ajpec, alpec
5neKTpoHHO# mouts! Internet u Intranet, anpec WEB-cTpanuisl (mpu X HAJIAYNH),
Homepa TenedoHa, dakca.

Homepa TenedoHOB, GakcoB yKassIBAIOTCA CIIETYIOIIMM 00pa3oM:
(8-35166)-6-31-51
unu (8-35166)-6-31-51

3.4. PexBusut «HanumMmeHoBaHHEe BUOA JOKYMEHTA) BOCIIPOU3BOAUTCA Ha BCEX
BHUIAaX JOKYMEHTOB, KpOME IMHUCbMa.

3.5. PexBusur «I[aTa JOKyYMCHTa» YKa3bIBaCT Ha BpeMs IIOAITHUCaHHA,
YTBEPXKICHUA, COTIaCOBaHHA, OpUHATHA OOKYMCHTA H IIPOCTABJIAETCA IIOCIIC (B
I[CHB) €ro IIoAIMHCaHusl.

Jlata o(hOpMIISETCS CIOBECHO-IM(POBEIM MK LU(POBBIM crocoboM (T.e.
apabCKUMHU b pamy, pa3/ieNeHHBIMH TOYKAMH) B Cclieayrolei
[I0CIIE0BATEIFHOCTH: YHACIIO, MECSII, TOJ.

Hanpumep:
15 mast 2020 roga (15 mas 2020 r.),
wim 15.05.2020.

3.6. PexBm3ur «PerucTparyioHHBII HOMEpP [OKYMEHTa» COCTOMT W3
IIOPSAKOBOTO HOMEPA ITO y4eTHO-PETUCTPALAOHHON dopwme.

Ha poxymenTax, OGOPMIEHHBIX Ha CTaHAAPTHBIX JHCTaX Oymary,
PErHCTPAIlOHHBIA HOMEp IIPOCTaBISICTCS B COOTBETCTBHH C PACIONOKEHHCM
YKa3aHHOTO PEKBU3HTA.

3.7. Pexsusur «CCBHIIKA HAa PErMCTPAllMOHHBIA HOMEp U JIaTy TOKyMEHTa»
BKJIIOYAeT B cebs PErMCTPalMOHHBIA HOMEp M JaTy JOKyMeHTa, Ha KOTOPBIN
IOJKEH OBITH 1aH OTBET.

3.8. PekBU3UT «Apecary» COIEPKHUT HHPOPMAIUIO, HA OCHOBAHUH KOTOPOH
JIOKYMEHT OCTaBIIAETCS anpecary.
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JToKyMeHTHl a[pecyloTcs OpraHaMm roCyJapCTBEHHON BIIACTH, OpraHaM
MECTHOTO CAMOYIIPABJICHIs, OPraHu3aluiM, UX CTPYKTyPHBIM mozipa3aeeHIIM,
JOJDKHOCTHBIM JIMLAM, FpaXIaHaM.

39. PexkBU3WT «3arolOBOK K TEKCTYy» OTpaXkaeT KpaTKOe CONCPHKAaHHC
JOKyMeHTa. 3aroloBOK OTAENSIeTCS OT TeKCTa, Kak HpaBuio, 2-3 MEeXCTPOYHBEIMU
HHTEpBAJIaMH.

3aronoBOK  MOXeT (OpPMYJIMpOBAaTECA C  MOMOIIBIO  OTIJIArOJIHHBIX
CYIIECTBUTENBHEIX B IPEIJIONKHOM  TAIEXKE («O6  ormere...», «O0
OpraHU3aliH. . .», O COCTOSHUH. . »).

3.10. PexBu3uT «TeKCT MOKYMEHTa» OTpaxaeT OCHOBHOE CMBICIIOBOE
cofiepKaHue JOKyMEHTa.

TekcT [OOKYMeHTa JO/DKeH ObITh ~ KpaTKuM U 000CHOBaHHEIM,
0BECIIEUMBAOIIMNM TOYHOE X OJHO3HAYHOE BOCIPUATHE W3I0KEHHON B HEM
pHOOpMALIKH.

TexcTt OOKyMEHTa MOXET COCTOIATE U3 BBOL[HOfI qacCTH, conepmameﬁ
o0ocHOBaHMs, IIPUYUHBI H IeJIi COCTaBJICHUA JOKyMEHTa, H OCHOBHOfI,
Hsnararomeﬁ BBIBOJIBI, IIPEAJIOXKEHNA, peKOMeHﬂaHHI/I, HpOCB6BI U peIICHU.

CMBICIOBBIE YaCTH TEKCTA JOKYMEHTa pa3noensatoTCA a03aramu.

TekcT IOKyMEHTa MOXET GLITH M3JIOKEH B BHjE TAOIMIIBI, aHKEThl HIH
KOMOMHHPOBAHHBIM CIIOCOOOM.

3.11. PexBu3ur «OTMeTKa O HAIHYMH IPUIIOKEHH» PaCIoNaracTCs non
TEKCTOM JOKyMEHTa Ha PacCTOSHUN 1-2 MEXCTPOUYHBIX HHTEPBAJIOB.

CrnoBo ((HpI/IJ'IO}KeHI/Ie» reyaracTca C Kpacnoﬁ CTpOKHU 0e3 KaBbIYEK. Ecmu
MPUIIOKCHUC Ha3BaHO B TEKCTE, TO CTaBUTCSA [OBOETOYHC, HpOCTaBHﬂeTCﬂ
KOJIMYECTBO JIUCTOB U KOJIMIECTBO 3K3EMIIIIIPOB. Haan/IMep:

ITpunoxerue: Ha 4 1. B 1 3K3.

Ecou NOKyMEHT HMeeT IPIOXEHHE, KOTOpOe HE Ha3BaHO B TEKCTE,
IPHBOJMTCS €TI0 HAMMEHOBAHME C yKa3aHHeM KOJIMYEeCTBA JINCTOB M 3K3EMILIIPOB.
[Tpy HaMWYIMU HECKOJIBKHX NIPUIOKEHUH OHU HYMEPYIOTCA apabCcKuME IHGpaMy.
Hanpumep:

[TpunoxeHus:
1. TTucsmo DenepanbHOil HATOTOBOH ciry>x651 oT 14.10.2019

No 120034 a4 1. B 1 3K3.

2. [ucemo Y1ipaBlIeHHA DenepanbHOM HAJIOrOBOK CITy>kOBI II0
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Yensiouackol o6macty oT 18.12.2019 Ne 423-4-11 a3 n. B 1 3K3.

3.12. PexBu3uT «Iloamuchk» BKIOUaeT B ceOs HAaMMEHOBAHHE MOJDKHOCTH
JIMIA, TTONUCABIIEr0 TOKYMEHT, €ro JIMYHYIO IOANNCE, paciupoBKy MOINMUACH
(uuunmasel, Gamunus). Ecnum TOKyMEHT odopmiieH Ha OlaHKE TOJKHOCTHOIO
JIMIA, TO HAUMEHOBaHKe JODKHOCTH He YKa3bIBaeTCs.

PexpmsutT «I[loAmuchk» pacrmoiiaraercs MO TEKCTOM NOKyMEHTa WM INOA
OTMETKOH O HANWYHH IIPUIOKEHHS HA PACCTOSHUY 2-3 MEKCTPOTHBIX HHTEPBAIIOB.

PacmmudpoBKa TMOIIIKMCH pacrojaraeTcs Ha YypOBHE nocjeqHell CTPOKHU
HaMMEHOBaHMS MOJDKHOCTM Yy TIpaBOM TIPaHUIBl TEKCTOBOTO IIOJIA. Mexy
WHUITHAIAMHA 1 haMUIUed CTaBUTCS mpoben.

B IJOKYMEHTAaX, COCTaBJICHHBIX KOMHCCI/Ieﬁ, yKas3bpIBalOT HE JOJIXKHOCTH JIUII,
OONIIMCHIBAIOINX HOKYMEHT, 4 uxX O0S3aHHOCTH B COCTaBe€é KOMHCCHH B
COOTBETCTBHHU C UX pacCIIpeacICHUCM. HaanMep:

Ipencenarens KOMUCCUN JluyHas NOANUCH Wuurmansl, GaMuins
YeHbl KOMHACCHUU.: JIuHas OAMUCH Munnmaisl, GaMuIusd
JInuHas MOAIIUCH Waunnumansl, GaMuims

He JOOIIyCKacTCsA moaIucaHue JOKyMEeHTa, Ha KOTOpOM 0003HaueHa MOAIHCh
OJHOro OOJDKHOCTHOI'O JIHIA, Jpyrum JOJXKHOCTHBIM JIUIIOM C IIpeIJIOTOM «3a»,
HaIIMMACHIO OT PYKH «3am.» Wi KOCOH qepToﬁ nepen HaMeHOBAaHUEM JOJDKHOCTH
MTOOITUCBIBAIOIICTO.

3.13. Pexpusur «[ledaTb» NPOCTaBIAETCS HAa NOKYMEHTAX, TpeOyIoLIHX
0c000r0 yIOCTOBEPEHHMS MX MOIIMHHOCTH.

OTTHCK TIedaTH CJIEOyEeT MPOCTaBIATh TaKuM 06p330M, qT00BI OH OCTaBIIAI
CBO6OI[HOI;’I MOAIMUCH JOJDKHOCTHOTO JIHIla, IoAIMHUCaBIICIO JOKYMEHT.

Ha ¢duHAHCOBOM JNOKyMEHTE IedaTh IPOCTABIACTCS Ha CIIEITUAIBHO
orBenenHoM MecTe (cumBolI «MID»).

3.14. PexBmsur «OTMeTKa O TIOCTYIUIEHHH TOKYMEHTa» COICPHKHT
OdepeHON TMOPSANKOBBIA HOMEpP M JaTy TOCTYIUICHHA moKyMmeHTa (TIpU
HEeOGXOIMMOCTH — BpeMs TOcTyIUleHus). JlomycKaeTcs MpOCTaBiATe OTMETKY O
IOCTYILIEHAY JOKyMEHTa B BUJIE IITaMIIa.

IV. CoriacoBaHnue MNpOEeKTOB JOKYMEHTOB.
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Toanucanue (yTBep:KkIeHHe) NPOEKTOB T0KyMEHTOB

4.1. TIopsA/OK TOATOTOBKY, MPUHATHSL U PErMCTpaItiy IIPOEKTOB IIPABOBBIX
axtoB CoBeTa HEIyTaTOB CEbCKOI0 MOCEICHHA (manee - mpaBoBEIX akToB CoBeTa
IEIyTaToB), OIpEeIeIeH B Pernamente TokMmaxckoro oxpyxsoro Cosera
meryTaroB (nanee - PermaMeHT CoBeTa JEIyTaToB).

4.2. TIpoekTsl IIPaBOBBIX AaKTOB CoBera [eIyTaTOB MMEIOT CJIETyIOIIUC
pexsusuTsl: «HanMeHoBaHNe BALA aKTa», «JlaTa JOKyMEHTay, «PerucTpaliOHHBIHA
HOMep JIOKyMEHTa», «3aroJloBoK, «TexcroBas yacTb» U «lloamuce».

PekBU3UTEL «I[aTa JOKYMEHTa» H ((PeFI/ICTpaHHOHHBIﬁ HOMEP JOKyMEHTa»
HpOCTaBJISIIOTCH B COOTBETICTBHH C HX pacr[onoxceHHeM Ha OJaHkKax I1pu
perucTpanuu IIpaBOBOI'O aKTa.

Pexpmsur «HanmMeHoBaHMe BHia aKTa» (pelleHue, IOCTAHOBICHHC,
pacropsDKEHHE) [e9aTaeTCs mpudptom Ne 12 - 14 Times New Roman #u
pacrosiaraeTcs OT LeHTPa TOKyMEHTa.

3arooBOK IIedaTaeTcss Ha PAacCTOSHMU 9 CM OT BEPXHEro Kpai aucTa OT
JIeBOM TPaHWIBl TEKCTOBOIO OIS, OTBEYAET Ha sompoc «O xom? O dem?»,
HaumMHACTCH C MpoIHcHoi Oyksbl Touka B KOHIE 3arojloBKa HE CTaBUTCH.
3arojloBOK, COCTOSIIHAKM U3 IBYX H fonee CTIpPOK, IedaTaeTcs Hepes - 1,5
MEKCTPOUHBIN HHTEPBAI, JUIMHA CTPOKH HE I0JDKHA IPEBHILATE 8 CM.

TexcroBas dYacTh OTHENSAETCSs OT 3arojoBKa 2-3  MEXCTPOYHBIMU
MHTEpBAJIAMH U [1e4aTaeTCs 1epes 1-1,5 MEXCTpPOUYHBINA HHTEPBAIL.

[lepBas cTpoka ab3ara, MyHKTa, TIONIYHKTa NeqaTacTCA C KpacHO# CTPOKY,
paBHO# 1,25 cM.

TekcroBas  YacTh  MOXeET  IIOOPA3JENATBCS — HA npeamMOyiry U
[1OCTAHOBIAIOLIYIO (PACTIOPSIUTENBHYO) JACTb.

[IyHKTHl B PAaclOPs/UTENbHON H TOCTAHOBIISIOIIEN YacTAX HyMEpYIOTCs
apaGCKIMy E(PaMHU ¢ TOYKOH U 3ar0II0BKOB HE UMCIOT.

[IyHKTBl MOTYT pas[eNniThCs Ha MOMIIyHKTE, KOTOpBIE 0003HAYAIOTCS
apabckuMu IEdpaMyu € TOUKaMH  MIJIH CTPOYHBIMH OyKBaMU andasuTa C
3aKpHIBaOLIeiics KPYTJIOH CKOOKOM.

Bce nM3MeHEHHsS W NOIOIHEHMs, BHOCUMBIE B paree NPUHATHIC IIPOEKTEI
pemenuii CoBeTa [ENyTaToB M IPaBOBHIE AKIBI [JIaBBl CEJILCKOTO ITOCEICHH,
JIOJDKHBI COOTBETCTBOBATh CTPYKType OCHOBHOI'O npoexta pemenus CoBeTa
JEIIyTaToB ¥ [IPABOBOTO aKTa IJIaBbl CeNbCKOTO [IOCEJICHHUSL.

JlomycKaeTcs Iedarars IPOMUCHBIMA OykBaMH 4 BBIICIATH mpupTOM
[pyroif HACBHINIEHHOCTH HHMIMATBL H damuive B IpOEKTax NPABOBBIX AKTOB
CoBera JEIyTaTOB CEBCKOr0 IOCEEHHs 10 BOIPOCaM HArpaiIeHHA ITogyeTHOM
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rpamotoii CoBera IeIyTaToB U aIMUHUCTpAIME CEJNBCKOro IOCENCHUA  —
KaMeHCKOe CebCKOe TOCENeHHe YBEIbCKOro MyHUIMIATLHOTO paiioHa H
Pexpusur «I[lommuce» OTAENSIETCS OT TeKCTOBOM YacTH 2-3 MEXCTPOIHBIMU
WHTEpBAIAMU M COCTOUT U3 HAMMEHOBAHHS JO/DKHOCTHOTO JIUIA, WHUIMAIIOB U
bamMuuu.

HpOGKT IIpaBOBOI'O akta CoBera [OeIryTaToOB TIOJICKHUT COrjlacOBaHHIO B
Iopsiaxe, onpeeIeHHOM PernamesTOM CoBeta JEIryTaToB.

[lpunoxeHwWss K TIPOEKTaM TPaBOBBIX  aKTOB CoBera [IeIlyTaTOB
0(GOPMIISTIOTCS HA OTHETBHBIX IUCTaX OyMmaru.

Pasmepm HOJ'IGI;'I, mpnq)'ra U KOJIWUYECTBO MEXCTPOIHBIX HHTEpPBAJIOB IIPHA
reyaTaHuu npnnomeﬂnﬁ UIEeHTUYHBL IPpUMEHSEMBIM Ipu [meyaTaHuy IPaBOBBIX
akToB CoBeTta JeIryTaToB.

B HpI/IJIO)KeHI/UIX euaTaroTcs IIOJIOXEHU, UHCTPYKIIHH, periamMeHThl,
IIEPEUHH, CMETHI pacxoao0B, CIIMCKH, rpa(bmm, Ta6JII/IIH>I, KapThl, CXEMEI, o6pa31151
JOKYMECHTOB, OJIaHKOB U T.IL Hpnnoxce}mﬂ [MOIITUCHIBAIOTCA JIHUIIOM, BHECIIHNM
IIPOEKT IIpaBoOBOI'O aKTa, Ha O60pOTHOﬁ CTOpPOHE B JIeBOM HIDKHEM YIy Ha
pacCTossHHH 2 CM OT HIDKHETO Kpasi IIOCJIEHETr O JIHUCTa MIPHIJIOXKCHUA, HaIpuMep.

V. (Maurmanst, GaMunms)

(T9HAs TOJIIKCH)

IIpn HamU4My B TeKCTOBOM YACTH IPABOBOTO aKTa CCBUIKM «COTJIACHO
TIPATI0XKEHHION, «TIpAIAraeMelii» WM «HIpuiaraerces» Ha IepBOY CTpaHUIEe
IPWIOKEHHsT B TIPABOM BEPXHEM YIITY pacronaraeTcst CIOBO «IIpunoxenue,
HKe, depes 1-1,5 MeXCTpOUHbIH HHTEPBaT, yKa3bIBAaCTCS MPaBOBOI aKT, ero faTa
w HOMep. Bce cocTaBHBIC YaCTH yKa3aHHOTO PEKBU3UTA LIEHTPUPYIOTCS 110 caMoi
JUIMHHOM CTpOKe, NOIMyCKaeTCs BBIPABHUBAHME IIO JIeBOMY Kparo ¥ TedaTaroTcs
gepes 1-1,5 MEXCTPOUHBIA MHTEPBAIL. JlnmuHa CTPOKK He MOJDKHA TMPEBBIIIATE 8 cM
¥ OrpaHMYMBACTCS ITPABOH rpaHuiell TEKCTOBOTO IO NOKYyMEHTA. [Tpu HATHYUH
HECKONBKMX IPIIOKEHHH PEKOMEH[IyeTCs — HCIOJB30BaTh (bopMyITUPOBKY:
«YTBepauTh [10N0KEHHE. .. COTTIACHO IPHIOKECHUIIO Ne  », Hampumep:

[punoxenue Ne

K PEIICHHMIO CoseTta
ZIeITyTaToB Kamenckoro
CEeTBCKOTr0 MOCEICHN

OT«___ » 200 TeNY
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B momo)keHWSX, mporpaMmax u ApPyTHUX OMOOHBIX JTOKyMEHTaxX PasJelibl
HyMepyloTcs: apabCKuMu Lubpamu. Ilompasaensl TOXe HyMepyroTcs B Ipenenax
pasnena. Homep moppasziena JOJDKEH COCTOATE M3 IBYX YHCEN, pas3/eleHHBIX
TOYKOW, MPH STOM IIEPBOE UHCIIO 0603HauaeT HOMep pasnena. Homep IyHKTa
JOTDKEH COCTOSTH U3 TPEeX UMCell, Pas/Ie/IeHHbIX TOIKaMH, IIPK STOM IIepBOE YHCIIO
o6o3HauaeT HOMep pasiena, BTOpoe — HOMEp IIOApasjeia. ITyHKTBI TIpH
HEOBXOIIMOCTH MOTYT TOAPA3/eNAThCs Ha MOAIYHKTEI, KOTOPBIC HyMepYIOTCs B
npefenax Kaxoro MyHKTa aHAJIOTIHbIM ob6pazom. Hampumep:

Pazpen 1.
Ioapasnen 1.1.
ITymkr 1.1.1.
£ 5,8
TglaS:

Hoamyskr 2.1.3.1.
2.1:3.2.
8 L 8

[ToAIyHKTEl MOTYT 0003HA4aThCs TAKOKe CTPOTHBIMH OyKBaMHU PYCCKOTIO
andapuTa ¢ 3aKpHIBAIOIICH KpYIJIOH CKOOKO.
HampuMep: a).

V. OdopmiieHne NpOTOKOJIOB 3acelaHHil, COBELIAHHI H APYTrHX MepOonpuATH

5.1. PemleHwmsi, LpUHATHIE HA 3aCElJaHMAX, COBCIIAHIAX U Ipyrux
MEpPOTIPUATHAX, MPOBOAUMBIX CoBeTOM IelyTaroB O(QOPMILIOTCSA MPOTOKOJTIOM.
PexoMeHIyeMEI# 06pasell 0hOopMIeHHs [IPOTOKOIIA zacemanus komuccun Cosera
nemyTaros (mpuinoxenue N 1)

5.2. TIpoTokOn MMEET CJIEMyIOUIne PEKBU3UTHI: «HaumeHoBaHHEe BHOA
JOKYMEHTa», «3arojIoBOK», «JlaTa TOKyMEHTa, «[Tommucey.

HauMeHoBaHze BuIa JOKyMeHTa - clIoBo «II P O T O K O JI» nedaraercs
HA PAcCTOAHMH 4,5 CM OT TpaHHMIbl BEPXHETO OJsi TIPOIMCHBIMH OyKBaMH
BPa3psIKY, Oy KUPHBIM mpu(TOM ¥ BEIPABHUBAETCS TI0 IICHTPY -

B 3aroloBKe, Kak IIPaBUIO, yKa3bIBaeTCA HAMMCHOBAHMIC MEPOIIPUATHS.
3aro;lOBOK  OTIHENsercs OT IPEApIIylIero peKBU3UTa 2 MEXCTPOYHBIMH
MHTepBaJaMy, II€4aTacTCs CTPOIHBIMH OyKBaMH.
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JlaTa TPOTOKOJA IEYaTaeTCA CJIOBECHO-IIA(POBEIM CIIOCOOOM OT MIPaBOHU
TPaHUIBI TEKCTOBOTO IO HA PacCTOSHUM 2 MEXCTPOYHBIX WMHTEPBAJIOB OT
IpebIIyLIEr0 PEKBU3UTA, OTHENAETCS OT HEro nuHuei. Jlatoil mporokona
ABIIIETCA J1aTa 3acedaHusl.

5.3. TeKCT IPOTOKOJIA COCTOUT M3 JBYX YacTeH: BBOJHOI U OCHOBHOH. Bo
BBOMHOI YacTH  yKasbIBalOTCS  MHHNHAIBl U bamunus  IpeacenaTent
(TpeceqaTebCTBYIOIIEr0), IPUCY TCTBYIOMINX Ha 3aCCIaHNH, ITIOBECTKA JHA.

Kaxpiii IIyHKT HyMepyeTcs apaOckod nu@poil 1 0TBEYaeT Ha BOIPOC «O
xkoM? O ueM?».

OcHoBHasg 4YacTh IIPOTOKOJIa COCTOHT u3 pasnecios, COOTBETCTBYIOIIUX
ITyHKTaM IIOBECTKH JHA. TexcT KkaXxaoro pasaeiia CTpOUTCA 10 CXEMCE!

CJIVIIIAJIA-BBICTYITNJIV-PEITIIA
(IIe4aTaroTCs MPOIKMCHEIME OyKBaMU OT JIEBOW TPAHHUIIE! TEKCTOBOTO TIOTIS).

Pemenue B TEKCTOBOM 4YacTH IIPpOTOKOJIa rmeyaTraeTcs IIOJHOCTBIO, IIPH
HGO6XO,HI/IMOCTI/I IPUBOIATCS JaHHBIC 00 UTorax rojoCoOBaHHS.

S8 HpOTOKOJ'H)I 3ace)1aHm71 TIOCTOSIHHBIX KOMHUCCHUU IIOAIMHUCHIBAIOTCA
npeacenaresieM (HpCI[CGI[&TGHBCTBYIOHIHM) U CeKpeTapeM 3aceaHusd.

Pexpizut «IIOAMHCE» OTHENAETCS OT TEKCTOBOH 4acTH 3 MEXCTPOYHBIMU
pHTepBadaMu U BKiodaeT cnoso «lIpencenarensy («IIpesicenaTensCTBYIOIIANY ),
€ro JIFYHYIO HOKCh, HHHUIHAIE! U (GaMAIHIO.

Ha mporoxoie, coleparieM cIyXeOHyl0 HH(OPMAIUIO OTPaHHYEHHOTO
JOCTyIa, B MPaBOM BepXHeM YLy IepBOTO JHCTa IIPOTOKOIIA IIPOCTABIIAETCS
oTMeTKa «JJIs1 CIry’>keOHOTrO ITOJIb30BaHUAN.

ITpoToKOJ ¥ BBINKMCKA W3 HEro IeYaTaroTcs Ha OnaHKax yCTaHOBIEHHOTO
oOpasna.

5.5. Komuy HpOTOKOJIOB, BBINMMCKHA K3 HUX 3aBEPSIOTCA IIEHATHIO (mms
JIOKyMEHTOB).

Ha xonusx IpOTOKOJIOB, BBIMIMCKAX M3 HUX YKa3bIBaOTCA UHUIHUAIbI U
q)aMI/IJ'II/II/I I, KOTOPBIM OHH HaIrpaBJIAIOTCA.

[locie OTIPAaBKM KOMHil IIPOTOKONOB, BBIIMCOK M3 HHUX ajlpecaTaM
TOUTMHHAKY IIPOTOKOJIOB C OTMETKAMHE O JaTe OTIPaBKU MX KOITMH ¥ BBIIIUCOK M3
HUX MOJIITNBAIOTCS B JIETa.

VI. IoaroToBka, opopMieHHe H y4eT peleHui ToxkMakcKoro OKpyKHOI'0
CoBera 1enyTaToB.
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6.1. Pemenue CoBera [elyTaTOB I€YaTAalOTCs Ha OJIaHKE YTBEPXKACHHOTO
obpaslia ¥ IepelaloTCsi Ha IIOJANKCAaHUe Ipencenaremo CoBeTa EIyTaTOB.
PexoMeHnyeMblii  oOpaser]  OGOPMICHHS — PEIICHHS CoBeTa  JeIyTaToB
(npuioxenne N 2)

VIL Ucmno/ib30BaHHE MeyaTel U MTAMIIOB

7.1. Jlns ymOCTOBEpEeHHs MOANUHHOCTH IOKYMEHTOB HIIH COOTBETCTBHUSA
KOMHUI JOKYMEHTOB ITOJJIMHHUKAM B CoBeTe JEIyTaTOB HCIONb3yeTCs IeYaTh.
Il mpemocTaBIeHHS OTMETOK O IIOJydeHHUM, PErUCTpally, MPOXOXICHUH H
MCIOMHEHUH  JOKYMEHTOB, JpYyrMX  OTMETOK  CIIPaBOIHOTO xapakTepa
IPHMEHSIOTCS] COOTBETCTBYIOIIME MACTHIHBIC (pe3rHOBBIE) IITAMIIBL.

7.2. OTTHCK meYaTH CTaBUTCS HA JOKYMCHTAX B CTpOro OIIpeaeIeHHOM MECTE,
IpAd 3TOM OH OJDKEH TIIOKphIBaTh 4acTb HapMEHOBaHUSA MOJDKHOCTH JIMIA,
noanucasInero JOKyMEHT.

7.3. Tleyatp m I1OTaMIbl OOJDKHBI XpaHUTLECA B HaJEeXHO 3aKpbIBAEMbIX H
orne4dyarbIBacMBIX B Hepa60qee BpeMs ceﬁtbax WIH METAJUIMYCCKUX mKa(bax.

7.4. B ciydae yTepu meyaTedl U INTaMIlOB 06 3TOM He3aMeIJIUTEIBHO
CTABWTCS B W3BECTHOCTH mpefcenarens CoBeTa NemyTaToB CeNbCKOro MOCEICHIA.

75 OTrBercIBEHHOCT X KOHTPONb Haj  COOIIONEHMEM  IOpANKaA
MCIIONB30BAHMS ¥ XPAHEHHUs Iedaredl M IITAMIIOB BO3JIAraeTCs HEMOCPEACTBEHHO
Ha paGOTHHKOB, B [I0J530BAHAY KOTOPBIX HAXONUTCS [EUaTH A LITAMIIBL.

VIII. ®opmupoBanue U odopmiIeHHEe TeT

0.1. B nmeno mommuBarOTCsa BCE JOKYMEHTBI BMECTC C NPHIIOXCHUSIMH,
YKa3aHHBIMH B TEKCTE OOKYMECHTA. HpI/I X OTCYTCTBUH Ha JOKYMEHTE NEJIacTCi
3aMuch 00 X MECTOHAXOXICHUU.

9.2. JIOKyMeHTbI BHYTPH J€Jia PacIoNaratoTes 110 XpOHOIOTHH (BxomAIHE —
10 JaTe MOCTYILISHIs, HCXOAIIKe — I10 faTe OTIIPABJICHHSA).

I[IpoTOKONEI B Jeje pAacIoNaraloTcs B XPOHOJIOTMYECKOM IOpSIIKE 10
HOMEpaM.

9.3. Jlena MepemMCKd TPYIIUPYOTCS IO TeMaTHKe 3a MEPUOL ORHOIO
KaJeHIapPHOTO TOfa U CHCTEMATH3HPYIOTCS B XPOHOJOTHICCKOM IIOPSIIKE;
JIOKyMEHT — OTBET IIOMEIAeTCs 38 TOKyMEHTOM — 3alPOCOM. ITpu BO30OHOBIICHUH
TIEPEIMCKH II0 OIIPE/eIEHHOMY BOIPOCY, HauaBIelica B TpeablAyIIeM Tony,
JOKYMEHTBI BKJIIOYAIOTCS B JIEJIO TEKYIIEro rona ¢ yKasaHWeM HHJeKca Jeia
IIpeapIAyIIero roja.



13

3aroloBOK Iea JOJDKEH OTPaXkKaTh OCHOBHOE COIEpIKaHMe HaxOIAIIUXCS B
HeM JOKyMeHTOB. He momyckaercs ymoTpeOjieHHe B 3arojioBke IPHIATOYHBIX
TpeJIoXKEH M, IPUYACTHBIX M IeeNPUIaCTHEIX 000POTOB, a TAKXKe COKPAIEHHBIX
cioB. 3a ocHOBY OepeTcst GOpMynHpPOBKa, JaHHAs B HOMEHKJIATYPE JeL.

9.4. 3aroJIoBOK Jeja COCTOUT M3 3JIEMEHTOB, PACIIONOXKEHHBIX B CIIeIyIOIeH
IIOCJIEIOBATEIbHOCTH:

- Ha3BaHWe BUAa Jena (Teperucka, XypHal U T.1.) WIA PasHOBHIHOCTH
IOKyMEHTOB (TIPOTOKOJIBI, IIPUKA3bl U T.1.);

- KpaTKoe CoJiep>KaHue JOKYMEHTOB JIeNa;
- 1aTel (Iepuo[), K KOTOPBIM OTHOCSTCS JOKYMEHTBI IeNa;

- YKa3aHHUEC Ha 3alIpeT CHATHA KOITHM C JOKYMECHTOB [€JIa.

JlaTaMy JIel, COAEpPXKAIUX PACIOPSIUTENBHYIO TOKYMEHTAIMIO (IOKIafbL,
IACHMa), SIBJISFOTCS JaThl PETHCTPAIUH (COCTABIEHMA) CAMOTIO PaHHEro M CaMoro
II03HETO JOKYMEHTOB, BKIFOUEHHEIX B JIENO.

Eciu mefioM SBISIETCS KypHAI TPUKa30B, PacIOpsDKEHMH U T.1., TO JaTOH
mena 6yIyT TOUHEIE KaleHJapHbIe JaThl IEPBOM U IOCTeAHEH 3allCH B XKypHaIe.

I[aTOﬁ Jea, Ccoaepxalero IIPOTOKOJIbI 3acenaHm‘/’1, ABJLIIOTCSA  JaThL
YTBEPXKICHUA WA  COCTaBJICHHA IepBOro H©U  MOCJICOHETO IIPOTOKOJIOB,
COCTaBJIAONIUX ICIIO.

,HaTOfI JIMYHOT'O Jeja SBIAIOTCA OaThl IMOANHUCAHHWA IIPHKA30B O npuemMe Hu
YBOJBHCHHH JIAIA, HA KOTOPOE OHO 3aBCICHO.

JIOKYMEHTHI B Jielle HyMepyIOTCsl [IPU Tiepesiade Jena B apXuB. JOKyMEHTHI
HyMepyIOTCsl IIPOCTBIM KapaHjalioM apabckumu LU(pamMd B IPAaBOM BEPXHEM

yTIIy.

9.5. JlokymeHThl OoJblIoro (opmara MOJIIUBAIOTCA 33 OIUH Kpail u
HyMepyIOTCsl KaK OIWH JICT B IIPAaBOM YIJIy Pa3BepHYTOTO JIKCTA. JIOKyMEHTHI C
coOCTBEHHOH HyMepalyell, B TOM YHCIIE I€YaTHbIC H3MaHHsA, HyMEPYIOTCI B
o01eM MopsiIKe.

9.6. TloqmMTHIE B N0 KOHBEPTHI C BIOKEHHSIMH HyMepytorcs. IIpu sToM
CHayaJla HyMepyeTcsi KOHBEPT, a 3aTeM O4epeIHBIM HOMEPOM KaXX0€ BIOXKEHUE B
xoHBepre. Dotorpadun U Apyrue WIIFOCTPUPOBAHHBIE MAaTepHANIBl HyMEPYIOTCA
Ha 00paTHOM CTOPOHE B JIEBOM BEPXHEM YIILy.

9.7. Kaxxoe NeJio 3aKaHYMBAETCS 3aBEPHUTENIBHBIM JUCTOM yCTAaHOBICHHOK
dhopMBEL.

B 3aBepUTeIbHOM JIHCTE MU(PaMy i IPOIKCHIO YKA3BIBAETCS (PaKTHISCKOe
KOJIMYECTBO JIHCTOB B JaHHOM JieJle; KOMMYECTBO JIMCTOB BHYTPEHHEH onucH (eciH
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OHa €cThb), TpaduuecKue 0cOBGEHHOCTH OT/JAENBHBIX JIOKyMEHTOB (uepTexd,
doTorpaduu, pACYHKA U T.11.), CTABUTCSA JiaTa, MOJDKHOCTD 1 HOAmUCh PabOTHHUKA
(c pacmmdpoBKOi), chopMHUpOBABIIETO  EJIO. OcranpHble  PEKBUBHUTHI
3aBepUTENIBHOrO  JIUCTA 3AMONHSIOTCS ~ HAYANBHMKOM  ApXHBHOTO oTHeIna
aMUHHCTpAnuy TOKMaKCKOTO MyHUIATIAIBHOTO OKPYTa.

0.8. OGnoXKa ena IOCTOSHHOTO, BPEMEHHOIO (cBBIIIE 5 IET) CPOKOB
XpaHeHMs. ¥ IO JIMTHOMY COCTaBy o(opmigeTcs 10 yCTaHOBIICHHOU (opme. Ha
oBIOKKE Jieia YKas3bIBaeTCsl HauMEHOBAHHC CopeTa MeIyTaToB, WHIEKC [ela,
3arONOBOK nena, jaara jena (ToMa, qacTH), KOJMHYECTBO JIMCTOB B [IGIe, CPOK
XpaHeHus Jena, apXWBHBIH IUGP JAena.

JlanHBle, yKa3bIBacMbIe Ha o6noxkKe meia, OGOpMIIOTCS CIEeIyIOmIM
obpazoM:

- HauMEHOBaHHC CoseTa [JeIyTaToB yKaBBIBaeTCSI IIOJIHOCTBIO, B
UMEHUTEIBHOM ITaIeKe;

- maTa jena BKIOYAeT B ce6s ron (BI) 3aBefieHis U OKOHHUAHWA neia B
J1eTIONPOM3BOICTBE, P 3TOM qHCJIO ¥ TOJ 0003HAYAIOTCS apaOCcKUMU dpamu,
Ha3BaHKe MecsIa IMUIIETCS CIIOBOM.

CpoK XpaHeHHs [ell MepeHOCHTC Ha 00JIOXKY Aela U3 COOTBETCTBYIOLIEH
HOMEHKJIATypHl el Tocie CBEpKH €ro Co CPOKOM XpaHeHus, yKasaHHbIM B
[lepeuHe THIOBBIX YHPaBICHIECKIX apXWBHBIX JTOKYMEHTOB, 00Opa3yronmxcs B
mporiecce IS TENIbHOCTH roCy[apCTBEHHBIX ~OpraHoB, —OpraHoB MECTHOTO
caMOyIIpaBIeHus U opraHu3aluii, ¢ yKkasaHueM CpOKOB xpanenus. Hanpumep, Ha
Je/1ax TIOCTOSIHHOTO CPOKa XPaHeHNs IUIIETCA «XpaHUTh IIOCTOSHHOY.

ApxuBHBI mMQp fena (gomep GoHIA, OIHUCH, mena) Ha OOIOXKaX Iel
HOCTOSHHOTO CpOKa XpaHEeHus MpOCTaBIAETCH YepHWJIAMH TOJBKO TIOCIE
BKJTFOUEHKS ITOTO [eNla B TOJOBBIE PA3NICIIbI CBOIHBIX OIHKCEH, YTBEPIK/ICHHBIX
SIIK TocyapcTBEHHOTO KOMHUTETa IO ACaM ApXVMBOB 3aIIOPOXKCKOH obnactu (10
5TOTO OH IIPOCTABIIETCS KapaH/IaIioMm).

Ha 0610KKax el TIOCTOSHHOTO CPOKa XPaHeH!A TIpeTyCcMaTpUBaeTCs MECTO
JUT HAUMEHOBaHHsS TOCYIapCTBCHHOTO apXuBa, B KOTOPHIH OynyT mepenaBaThCs
nena CoBera JIEITyTaTOB.

X. CocTaBienue 1 opopmiaeHune omnucei ae

10.1. Ha 3aBeplIeHHBIE Jejna IOCTOAHHOIO cpoKa XpaHeHHd eXerolHo
JIAIIOM, OTBETCTBEHHBIM 32 apXUB CoBeTa JEIyTaToB, COCTABIIIOTCS OMHCH ST

10.2. OmucH [en MOCTOSHHOTO CPOKa XPaHEHHA COCTABIISAIOTCS OTAEIBHO.

Jlena BKIIOYAIOTCS B OTHCH B COOTBETCTBUH C TOPSIKOM UX PACTIONOMEHILA
s HoMenkiarype aen Cosera IEIyTaTOB. Kaxioe AeI0 BHOCHTCS B OIHCH IO
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CaMOCTOSATECIBHBIM IIOPSAOKOBBIM HOMEPOM (eCJIH ACJI0 COCTOHUT M3 HECKOJIBKUX
TOMOB HJIN T-IElCTeI\/'I, TO Ka)K,I[BIfI TOM HUJIM YaCTh UMEET CaMOCTOSTEIbHEIH HOMep).

Fpa(bm OIIMCH 3aIIOTTHAIOTCS B COOTBETCTBUHU C TEMM CBEICHHUSIMH, KOTOPEIE
BBIHECCHBI Ha 06J'IO)KKy Jclia.

HpI/I BHECCHUHU B OITKCH MOAPAA HECKOJBKHUX €I UIIU HECKOJBKHX TOMOB C
ONWHAKOBBIMHM 3ar0JIOBKaMU IUIIETCS MOJTHOCTBIO 3arojIOBOK IIEPBOTO Jeja, ToMa,
4 Ha OCTaJIbHBIX ONHOPOIHBIX IEJlaX, TOMaXxX IIOAIIMCHIBAETCS «TO JXKE», APYIrue
PCEKBHU3UTEI YKA3bIBAIOTC IIOJTHOCTBIO.

I'pada ommcu gnen «lIpuveuanuwe» WCHONB3yeTCs IS HPOCTABICHUS
OTMETOK 00 0COOEHHOCTSIX HU3NIECKOTO COCTOSIHUS €)1, HAIMUUY KOIUH U T.JI.

10.3. Omnmcu fen DHOCTOSHHOTO CpPOKa XpaHEHHWS  COCTABJIAIOTCS
COOTBETCTBEHHO B 4 5K3eMILIIpaX, KOTOpPhle IPEACTABISIIOTCS B apXUBHBIA OT/IEIN
aJIMMHHACTPALUH Y BEJIbCKOTO MyHULIUIIAIHHOTO paioHa.

XI. Oprannzanus 10cTyna K I0KYMEHTAM H HX HCII0JIb30BaAHHS

11.1. Beinaua fen, HaxoOgIMxcs Ha XpaHEHWH y OTBETCTBEHHOIO PaOOTHHKA
aIMHUHUCTpAlVK Uil O3HAKOMJIEHUS U (W) IUIS BPEMEHHOI'O MCIIOJb30BaHMS B
paboTe IPOU3BOAUTCS IT0 3aIlpocaM, MOAMKUCAHHEIM IJIaBOM OKpyra (3aMecTHTeIeM
IJIaBbI CEIIBCKOIO IIOCEJICHHUS ), 3allpallliBalOIIEero ae0 (JOKYMEHT).

11.2. Jlena, IOKyMeHTHI BBIIAIOTCS BO BpEMEHHOE IOJIb30BaHHe PabOTHHKAM
aIMUHHCTpalMu TOKMakCKOro MyHUITUIIATBHOTO OKpyTa Ha CpOK He 0oJiee 0THOTO
MecsIIa.

I'ocymapcTBeHHBIM oOpraHaM (cyAeOHBIM, IIPaBOOXPAHHTEIbHBIM, OpraHaM
rOCyIapCTBEHHOIO KOHTpOJII U Haa3opa) Jeia W OTHeIbHBIE JTOKYMEHTHI
BBIAIOTCS. HAa OCHOBAaHWM HUX IIMCBMEHHBIX 3allpOCOB C pa3pelieHus TIJIaBbI
CEJIbCKOIO MOCEJIEeHUS WIH JIWIA, UCIIOMHSIONIET0 ero 00sS3aHHOCTH, 10 aKTaM Ha
CpoK He OoJiee IIeCTH MECSIIEB.

IIpu HeoOXOOMMOCTH CpPOK HCIONB30BaHUS IOKYMEHTOB MOXET OBITh
TIPOJIJICH.

11.3. B mnuceMeHHOM 3amnpoce pabOTHUKOB aJIMUHHUCTpAaIlMd O BbIIade
JOKYMEHTOB (ZIell) BO BpPEMEHHOE II0JIb30BaHWE W3JIAraloTCs IPUYUHBI, II0
KOTOPBIM 3aIlpallliBaeTcs Heso (HOKyMEHT) H IeNlb HUCIOJIb30BaHHUsI JOKyMEHTOB,
HaxOJSAIIUXCS Ha ONIEPAaTUBHOM XPaHEHUH.

11.4. Ha BeImaHHOE €0 3aBOAMTCS KapTa-3aMeCcTUTENb, IOMeIlaeMas Ha
MECTO BBIJIAHHOTO Jiena. B Helt yka3bpIBalOTCS MHIAEKC Jlelia, JaTa ero BhIAa4H, KOMY
ZIeJI0 BBIIAHO, J1aTa ero BO3BpAIlleHUs, IIPeIyCMaTpUBaIOTCA Ipadsl A HOAIUCER
B MOJIyYEHUU U IIpUEME Jena.
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Ha mecTtO H3BATOIO HIOAJINHHUKA JOKYMECHTA HUHCIIEKTOP aIMUAHUCTpaIH
BKJIQBIBAET B ACJIO JIUCT-3aMeCTHTEIb C yKa3aHUCM, Korma, KoMy ¥ Ha KaKou CpOK
BBIJIaH JOKYMEHT H IoanucaAMu B MOJIy4CHUU H npueMe Aecia. HpI/I 3TOM B J€JIO
noMelaeTcs 3aBepeHHad KOIus JOKYMEHTA.

[Tociie pelleHus Bompoca, A PacCMOTPEHUA KOTOPOTo fiena (JMOKYMEHTHI)
J3LIMAACH IO 3alpocaM ToCyIapCTBEHHBIX OPraHoB, MOUIMHHUKA TOKyMEHTOB
JIOJDKHEBL OBITH BO3BPAIICHBI B OPTaHU3AINIO 1 TIOMEIIEHH! B JEO.

11.5. PaBGOTHWKM aIMHHHCTPAIMK OOS3aHBI obecreunBaTh COXPaHHOCTD
[IOJIy4eHHBIX BO BPEMEHHOE IIONE30BAHNC JOKYMEHTOB (fien) Ha OyMaXHOM
HOCHTeJIe ¥ WCIIONB30BaTh IOIYICHHYIO uH(OPMAIMIO B CITYXeOHBIX HELIX B
COOTBETCTBHH C TPeOOBAaHMSIMH JIOKATBHBIX HOPMATHBHBIX aKTOB. 3alpelnaeTcs

mepefiada IONTY4EHHBIX JIOKYMEHTOB WIHM HX Kormuii paboTHHUKaM JpYyrux
TIof(pa3/IeNIeHui HIN OpraHu3alui.

11.6. UspsTue (BHIeMKa) MTOKYMEHTOB MpPOM3BOIATCA Ha OCHOBaHHUH
IUMCBMEHHOTO  PaCIOPSKCHIS (IIOCTaHOBIEHUS) ~COOTBETCTBYIOIIETO opraHa
BIACTH C Pa3pELICHNs [TIaBbl OKpyTa WK JIML, MCIIOJIHSIIOIIETO ero 00s3aHHOCTH.
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ITpunoxenue N 1

O6paszern

IMIPOTOKOJINe1
3aceqaHns KOMUCCHH II0 XKIIAITHO-KOMMYHAJILHOMY XO3SHCTBY,
6Iar0yCTPOMCTBY H COLMAIBHBIM BOIIPOCAM

ot 18 anpemns 2026 T. r. Toxmakx

HpeI[CGJIaTeJ'IBCTByIOIHI/Iﬁ - ®ammug U.0.
Cexpetaps - ®ammumms 11.0.

[TpucyTCTBOBANH: 5 YENOBEK (CIIMCOK IIPHIIATaeTCsy)

T[TOBECTKA JHA:
1. O 6naroycTpoicTBe U HaBE[EHHMH CAHUTAPHOTO MOPSAKA Ha TEepPpUTOPHHU
KaMeHCKOro CeIbCKOr0 MOCEIEHH.

CJIVIIAJIN:

IpencenaTens KOMUCCUH (®.1.0.) TeKxcT A0KIa/a IpUIaracTes.
BBLICTVYITWJIM:

®amvumus U.O. - kpaTkas 3allUCh BBICTYIITICHHA.

davumus N.O. - kxpaTkas 3aIich BHICTYIUICHHA.

PENIVJIV: (TTOCTAHOBWJIM)
1. PexomernoBats COBETY JIEIyTaTOB yTBEPIHUTE IPE/UIOKEHHBEIC MEPOIIPUATHS.

IIpencenarenb
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(ITpemcenaTenbCTBYIOHN) IMopnuce Wunmuansl, @aMunus

Cexpetapb [lomnuce Wanmuansr, aMums

[Tpunoxenue N 2

Ob6pazern
TOKMAKCKHIA OKPYKHOM COBET JEIIYTATOB
3ACEJAHHME N IIEPBOI'O CO3BIBA
PEIIEHUE Ne
«__» suBaps 2026 roga r. Toxmax

O0 yTBep:KIeHHH IITATHOINO PACIHCAHHUSA

Toxmaxkckoro okpyxuoro Cosera nemyraTos Ha 2026 roxa

PyKOBOZICTBYACH Y CTABOM MyHHIHUIIATEHOTO 00pasoBanus « TOKMaKCKuH
MYHULATATEHEIA OKpYT 3amopoycKoit o6nactm» oT 26 oxtsOpst 2023 rona,
ToxMaxckuii okpyxHo# CoBeT enyTaToB

PEIIJI:

1. YtBepauTh mraTHOE pacnucanue TokMaKkcKoro okpyxHoro Cosera
nemyTaToB Ha 2026 TOJI, COTTIACHO IIPHIOXKEHHS (TpHrIaraeTes).

2. Omy6IMKOBaTh HACTOSIIEE PELICHHE B CETEBOM H3/[aHuu «3a! HNudopm»
1 Ha oQUIHAIBEHOM cafiTe TOKMaKCKOro MyHHIHIIAIBHOTO OKPYIa B CETH
«HTEepHET.

3. Hacrosimee Pemrenue Berynaer B crty ¢ 01.01.2026 roza.
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IIpencenarens Tokmakckoro
okpyxHoro CoBeTa JeIyTaToB

I'maBa Toxmakckoro
MYHHWIIMITATIEHOTO OKpyTa

B.B. Onapa

A.A. KanmpixoB



