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PETMMTOHAABHAA SHEPTETHUUECKASI KOMUCCHA OMCKOIM OBAACTU

IIPUKA3

Zj cetet el aZﬂ/fﬂ?@, Ne {770 Zg

OmMck

O6 yTBepKIeHNH HHCTPYKLHH I10 JAEJIONPOU3BOICTBY
B PernoHanpHON 3HEpreTHYeCKO KOMHCCHU
Omckoii obnmactu

B coorserctBuu ¢ uyacTeio 2 crateu 11 ®expepansHoro 3akonHa «OG6
uHQOpManH, HHOOPMAIIOHHBIX TEXHOJIOTHSX H O 3aIUTe HHPOPMAIUNY», TyHKTOM
3 IlpaBui Jen0onpousBojACTBa B (efepalbHBIX OpraHaX HCIONHUTENBHOM BIACTH,
YTBEPXKJIEHHBIX IocTaHOBlIeHHeM IlpaBurenscrBa Poccuiickoir ®eneparnuu or 15
monst 2009 roma Ne 477, mynxtom 1 MHCTpyKumM 0O JeNONpOU3BOJICTBY B
IIpaButenscrBe OMcKoM obGnacT, yTBepxaeHHOH VYkasom I'y6epmaropa OMcKoii
obmactu ot 16 mapra roga 2010 Ne 18, a Takxe B Leisx yHOpsAA04YeHHus: paboThI ¢
JNOKyMeHTaMH B PerunonanpHoW »HepreTHueckoi Komuccuun OMCKO#H 06acTi
IIPUKAa3bIBAIO:

1. VYrBepmure npunaraemyio MHCTPYKIMIO 10 J€JONPOM3BOACTBY B
Pernonansnoi sHepreTudeckoit komuccuu OMCKOH 061acTH.

2. Paboruukam PeruonanbHO# sHepreTuueckoif komuccuu OMCKO# 0671acTu
NP BEJCHUU JIEJIONPOU3BOJICTBA M IOJrOTOBKE JOKYMEHTOB DPYKOBOJCTBOBATHCS
WHcTpyKIuel, yTBepK ICHHOM JaHHBIM [IPUKA30M.

Ilpencenarens PernonanpHoi
SHEPIreTHYECKOW KOMUCCHH
Owmckoit obnactu K.B. Mapuenko




[Ipunoxxenue

K NpuKa3y PerrnonansHOM
SHEPreTUYECKOW KOMUCCUU
OMckoit obmacTu

OT 3 ¥ cerCecer 207 No /970//9

MHCTPYKILIMA
I10 JEJIONIPOU3BOJICTBY B PerrnoHansHOM SHEpreTH4eCcKoil KOMUCCHH
OmMckoii obractu

Paznen 1. OBIIUE ITOJIOKEHUSA

1.1. Hacrosimas MHCTpykuus 1O JeIONpPOM3BOACTBY B PerumoHanbHOR
sHepretuueckoit komuccuu Omckoit obnactu (nanee — POK Owmckoit obnacth)
YCTAHABIIMBAET €IWHbIE TPeOOBaHWS K CO3JMaHUIO M OpraHu3aluu paboThl C
JTOKyMEHTaMH Ha OCHOBE CITeIIU(UKHA CBOCH NesITEIbHOCTH.

1.2. MucTpykuus pa3paboTaHa Ha OCHOBE MOJIOXKEHUH [ 'ocynapcTBEHHOro
Crannapra | ) "VHubUIMpoBaHHbIE CHUCTEMBI TOKYMEHTALIUH.
YaudumpoBaHHast cucrema OpraHU3aIMOHHO-PACIIOPAUTEILHON
nokyMeHTtaiuu. TpeboBanus k opopmienuto nokymenros" - 'OCT P 6.30-2003
(or 2003-07-01), IIpaBun pgemompou3BoAcTBa B (enepanbHBIX OpraHax,
yrBepkaeHHbIX [locranoBnenuem IlpaButensctBa P ot 15.06.2009 r. Ne 477,
MeTonuyecknx peKOMeHIalui 1o pa3paboTKe UHCTPYKIUHI 10 AEIOIPOU3BOJICTBY
B (emepalbHBIX OpraHax HCIOJHUTENBPHOW BIIACTH, yTBep)KIeHHBIX IIpHkaszom
PocapxuBa ot 23.12.2009 r. Ne 76, Ykazos ['y6epnatopa Omckoii o0iacTd OT
23.08.2012 N 83, ot 06.09.2012 Ne 90, B COOTBETCTBUM C 3aKOHOAATEIHLCTBOM,
HOPMATHBHO-METOJAHYECKUMH JIOKyMEHTaMH B cdepe IeJIONpOU3BOJACTBA H
apxuBHOTrO nena, denepanpHoro 3akoHa ot 2 Mas 2006 r. Ne 59-03 «O nopsigke
paccMoTpeHust obpaieHuil rpaxxaad B POy, denepansHoro 3akoHa ot 6 ampens
2011 1. Ne 63-©@3 «OO oIEKTPOHHOW TOJIHKCHY, IlocTanoBneHus
Koncrurynuonnoro Cyma P® or 18.07.2012 Ne 19-IT «Ilo nmemy o mpoBepke
KOHCTUTYILIMOHHOM YacTH 1, ctaTeu 1, yactu 1 cratbu 2 u ctathil 3 PenepaibHOrO
3akoHa «O TopsiiKe paccMOTpeHHsi oOpaieHuWid rpaxzaaH Poccuiickoit
Qenepanuu» B CBS3U C 3amnpocoM 3akoHozarenbHoro CoOpanusi PocToBckoii
obnacT».

1.3. Opranuzanusi paboThl C JOKyMeHTaMu B JenonpousBoacTBe POK Omckoit
obiactu mpencTaBisieT coOOH COBOKYIHOCTH BHJOB pabOT, oOecreduBaromnX
COXPaHHOCTh, y4YeT, CHCTeMaTHU3allhl0 JOKYMEHTOB, (GOpPMUPOBaHHE H
odopmiieHHE N1eN1 Ha JEeJIONPOU3BOJICTBEHHON CTaJWM U UX Iepelrady B apXvB B
COOTBETCTBHHM C 3aKOHOJATEeIbCTBOM 00 apXuBHOM Jeje B Poccuiickoi
®depnepanuu.
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1.4. TTonoxxenuss IHCTPYKIIMK PacIpOCTPAHSIOTCS HA OpraHU3aluio paboThl ¢
JNOKYMEHTaMH HE3aBUCHMO OT BHJIa HOCUTENS, B TOM YHUCJIE C 3JIEKTPOHHBIMH
JOKYMEHTaMH, BKJIIOYas HMX IOATOTOBKY, OOpaOOTKy, PErucTpanuio, yd4eT H
KOHTPOJIb ~ HWCIOMHEHMs, XpaHeHHe M  MHCIIOJIB30BAaHUE  JOKYMEHTOB,
OCYILECTBIISEMBIE C MOMOIIBIO CUCTEMBI JIEKTPOHHOTO TOKYyMEHTO000poTa (nanee
— CB10) POK Owmckotii 061acTH U HHBIX HH()OPMAIIMOHHBIX TEXHOJIOTUH.

1.5. TlonoxeHnus UucTpykiuu pacmpocTpaHsioTcss Ha paboTy cC
OyXrajTrepckoil, Hay4YHO-TEXHUYECKOW M APYrod CIElHaJbHON NOKYMEHTAlMH B
YaCTH ITOATOTOBKH IOKYMEHTOB K Ilepejiaue Ha apXUBHOE XpaHEHUe

1.6. JlokyMeHnTarmonHoe obecnieuenue aesitenbHocTd POK Omckoil obnacty,
KOHTPOJIb 3a COOJIOICHWEM B €€ CTPYKTYPHBIX MOApA3ACICHUSAX €IMHON
CUCTEMBI  OpPTraHM3allUd  JIeJIOTIPOM3BOACTBA, METOAUYECKOE  PYKOBOACTBO
paboToii ¢ JOKyMeHTaMmu, oOyueHue COTPYJHUKOB OCHOBAM JEJIONPOU3BOJCTBA
BO3JIaraloTCsi Ha OTBETCTBEHHOro 1o jaenomnpousBoacTBY B POK Omckoi
o0acTH.

1.7. OTBETCTBEHHOCTh 3a OPraHU3aIHIO JIEJIONPOU3BOICTBA, COOIIOCHHE
YCTaHOBJICHHBIX TPaBUJ M TOpsiKa paboThl ¢ JOKYMEHTaMH B CTPYKTYpPHBIX
noapasaenenusx POK OwMckoit ob6nacTu Bo3naraercss Ha UX HENOCPEICTBEHHBIX
pyKoBoIHTENEH (HaYaIbHUKU OTHAENOB).

1.8. PykoBomguTenu CTpyKTYypHBIX OJpa3felleHul ONpeelstoT COTPY IHUKOB,
OTBETCTBEHHBIX 3a BeJEHHE JeNIONPOU3BOJICTBA B OTHENAX,  OCYIIECTBISIOT
BefieHre U (OpPMHpOBaHWE el B COOTBETCTBUM C  HOMEHKJIATypod  Jell,
INOArOTOBKY W  TMepeflady WX Ha apXUBHOE XpaHEHHe, a TaKxke
O3HAaKOMJIEHHE  COTPYJHHKOB C  HOPMAaTUBHBIMH WU  METOIUYECKUMHU
JIOKYMEHTaMH T10 JeJIONPON3BOJICTBY.

1.9. Corpymaukun POK Owmckoéi  obmactu HECYyT TE€PCOHAIBHYIO
OTBETCTBEHHOCTh 3a coOirofeHne TpeOoBaHui Hactosme WHcTpykuuu u
COXpPaHHOCTh HAXOMSIIUXCS Y HHUX CIyXeOHbIX NOKyMeHTOB. IIpu yBonbHEHUH
WM TIepeXoJie Ha APYTyIo paboTy pabOTHHK JOJKEH CHATh HEMOCPEICTBEHHOMY
PYKOBOJMTEJIIO BCE YUCIISILIMECS 3@ HUM JOKYMEHTBHI.

1.10. Ilepenaya JOKYMEHTOB, UX KOMHWM COTPYAHMKAM IPYTMX OpraHM3alui,
B3aMMOJIENCTBHE CO CPEJCTBAMU MacCOBOM MH(MOpMAInU, a Takke reperadya UM
KaKou-1100 CITy)eOHOM UHpOpMAIIMK  JOIyCKaeTcsi C pa3pelIcHUs
npexacenarenss POK Omckoit obnacTy.

O6 yTpaTe JOKyMEHTa COTPYIHHK 00sf3aH HEMEMJICHHO JOJIOXKHUThH
PYKOBOJIMTEIIIO CTPYKTYPHOTO IMoJpa3/ieNieHus (HadaJbHUK OTAENa) U COOOIIHUTH
OTBETCTBEHHOMY 3a Aesonpou3BoacTBo B POK Omckoii obnactu.

1.11. Osznakomnenue cotpyaaukoB POK Owmckoit obmactu ¢ Hacrosiein
HNHCTpyKIMeH OCyIIeCTBIIAETCS 110/ POCIIHCE.

1.12. VIHCTpYyKIIKS 110 IeJONPOU3BOJCTBY yTBEpKaaeTcs npezacenareneM POK
OMckoM obnacTd W BBOOUTCA B JeicTBAe Iocie cortacoBanus ¢ OIIK
MHUHHCTEPCTBA I'OCYIapCTBEHHO-IIPaBOBOro pa3Butus OMcKoil obiactu.
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Pazgen 2. OCHOBHBIE ITOHSTUS

2.1. B MHCTpYyKIIMK UCTIONIB3YIOTCS CIIEAYIOIME OCHOBHBIE IIOHSITHS
- «IeNOTMpPOHM3BOACTBO» — JEATeNbHOCTh, OOECIeYMBaIOILas CO3JaHHue
O(UIMATEHBIX JOKYMEHTOB M OpraHu3aluio paboTel ¢ HHUMU B OpraHax
WCIIOJIHUTEIbHOM BIIACTH,
- «IOKYMEHTOO00OpOT» — JBH)KEHHE JOKYMEHTOB C MOMEHTa MX CO3JaHus
UK TIONyYeHHs JO 3aBepIIeHHS HCIONHEHUS, NOMEIeHHs B JeNo M (WIK)

OTITPABKH;

- «PEKBH3WT JOKyMEHTa» — 00s3aTelbHBIA JJIEMEHT O(OpPMIICHHUSA
JIOKyMEHTa,

- IOMJIHHHUK JIOKyMEHTa» — TIePBbIA M €IWHCTBEHHBIM 3SK3eMILLIp
JOKYMEHTA;

- KOmWsS JIOKyMeHTa — JOKYMEHT, IIOJIHOCTBIO BOCHPOW3BOASIIUI

HHGOPMAITHIO TIOUIMHHAKA JOKYMEHTa W ero BHEIIHWe IPU3HAaKU, He MMEIOLIHi
FOPUANYECKOUN CHUJIBL;

- «PeTUCTpalUs JTOKyMEHTa» — IPUCBOEHUE JOKYMEHTY PETrUCTPaliOHHOIO
HOMepa U 3alliCh B YCTAHOBJIEHHOM IOPSKE CBEICHUM O JOKYMEHTE;

- «HOMEHKJIaTypa Jel» — CHUCTeMaTU3UpPOBAHHBIMA IepedyeHb HAaUMEHOBAaHUM
nel, GOpMUPYEMBIX B OpraHe HCIIOJHUTENIbHOH BIIaCTH, C YKa3aHUEM CPOKOB HX
XpaHeHMUs,;

- «cImyx0a JeNonpOn3BOJICTBAY — CTPYKTYpHOE NOApPA3/ieNeHue , Ha KOTOpOe
BO3JIOXKEHBI (DYHKIMM TI0 BEIEHUIO JEJIONPOM3BOACTBA, a TaKXkKe JuIa,
OTBETCTBEHHBIC 3a BEJEHHE JEJONPOM3BOACTBA B JPYTUX CTIPYKTYPHBIX
HOpa3IeJIeHUSX;

- «OJIEKTPOHHBIM 00pa3 MOKyMEHTa» — OJJIEKTPOHHAs KOIHUS JOKyMEHTa,
U3TOTOBJICHHOTO Ha OyMa)KHOM HOCHUTEIIE;

- «CKaHHpOBaHHE JOKYMEHTa» — I[IOJlydeHHe JIIEKTPOHHOro obpasa
JOKYMEHTA;

- «cucTeMa dJIeKTpOHHOro JoKkyMeHTtoobopoTa (COJ10)» — nndopManoHHas
cucreMa, obOecreyuBarolias cOOp JOKyMEHTOB (BKIIOYEHHE JOKYMEHTOB B
cucTeMy), UX 00paboTKy, yrpaBieHUe JOKYMEHTaMHU U JOCTYII K HUM;

- DJIEKTpPOHHAs TOJNNCh — PEKBU3UT 3JIEKTPOHHOIO  JOKYyMEHTa,
NpeIHa3HaYeHHBIN IS 3aIlUThl JAHHOTO 3JEKTPOHHOIO JOKYMEHTA OT IOJIEIIKH,
TIOJTyYeHHBIN B pe3yJibTaTe KpUNTOrpaduuecKoro npeodpa3oBaHus;

- «3JIEKTPOHHBIM JOKYMEHTO0OOPOT» — JOKYMEHTOOOOPOT ¢ NPUMEHEHUEM
MH(GOPMALIMIOHHON CUCTEMBI.

Paznen 3. IOKYMEHTAIIUS KOMUCCUHA

3.1. B cOOTBETCTBUU C EHCTBYIOIIUM 3aKOHOAATEIBCTBOM U KOMIIETEHLIMEN
POK Owmckoit obmactd  #M3HaeT B MPOLECCE JEATEIBHOCTH CIEIyIOIINe
pacnopsiguTeNbHbIE  JOKYMEHTBI:  NpPUKa3bl  IpeAcenarells  KOMHUCCHH,
pacnopsKeHUsI, TPOTOKOJIBI IPAaBIEHUS KOMUCCUH, TOJIOXKECHUS, HHCTPYKLIHH.

3.1.2. B 1mensx coOBEpIIEHCTBOBAHUS AEIONPOU3BOACTBA U 3PHEKTUBHOIO
UCIOJIB30BAaHUS  CPEACTB JJIEKTPOHHOM  BBIYHUCIUTENBbHOM TexHukd B POK
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OMCKO# 00J1aCTH YCTaHABIUBAIOTCS €AMHbBIE IpaBUia 0(QOpMIIEHHS JOKYMEHTOB U
UX PEKBH3UTOB, IIPOBOIMTCS YHUHKALUSA COCTaBa, (OPM JTOKYMEHTOB, a TaKXke
nopsiika paboThl ¢ JOKyMeHTaMu. Perucrtpanys JOKyMEHTOB BEIETCS B
SIEKTPOHHOM BHJE, HCIIOJB3YeTCsS CHCTeMa 3JIEKTPOHHOIO IOKYyMEHT000opoTa
Lotus Notes. Notes MM TIJIaBHOI'O cepBepa CHCTEMBI JOKyMEHT000OpoTa:
Proton20/REC/OmskObl.

3.1.3.B CDJIO Bxozsar muchkMa (BXOIAIIAs U UCXOASIIAsi KOPPECIOHIEHIINUSs),
IpHKa3bl, PACIOPSDKEHUsI 10 OCHOBHOHM  JEATENBHOCTH, PaCIOPSDKEHHUS,
IOCTaHOBIJIeHUs, yKa3bl [IpaButenbcTBa OMCKOW o0nacTé M 3aKOHOAATEIBHOIO
Cobpanus OmMckoii obnactu, obpamieHus rpaxaad, caiit POK Omckoil obnacty,
BHYTPEHHSSA KOPPECIIOHICHIIHS.

Pasnen 4. TPEBOBAHUS K O®OPMJIEHUIO TOKYMEHTOB
4.1. O6mue TpeboBaHHSA

4.1.1. B mokymenToo6opote POK Omckoii 061acTu BBIAEINSIOTCS
CJIeTyIOIIHe TOKYMEHTOIIOTOKHU:

- mocTynaromas (BXoasias);

- oTHpaBisieMast (UCXos11as);

- BHYTPEHHSIS;

- pactiopsiiuTeNbHas (TIPUKa3bl, pacOPSKEHHS ).

4.1.2. JloctaBKa W OTNpaBKa JOKYMEHTOB OCYILECTBIISIETCS CpeICTBaMHU
IIOYTOBOH CBSI3H, DETIbIBETePCKON U DIIEKTPOCBA3H.

4.1.3. Tlocrynampolnwe JTOKYMEHTHI IIPOXOJASAT IEpBUYHYI0 00paboTKy,
PETUCTpaIHio, IIpeBapUTEIbHOE pAacCMOTPEHHe, Iiepefady pyKOBOACTBY Ha
paccMOTpeHue, NepeIatoTCs UCIIOIHUTENAM U I10CJI€ MCIIOJHEHUS ITOMEIAI0TCS B
Jiena Il XpaHeHHs CIIy>k00# 1e710Iporu3BOACTBa.

4.1.4. Perucrpanusi JOKYMEHTOB OCYILECTBISAETCS B JE€Hb IOCTYILICHHS,
CO3/IaBaeMBIX — B JI€Hb IIOJIIHCAHUS WM yTBEpPXKIEHUs, JUO0 Ha CleXyroLIui
paboumnii neHb.

4.1.5. JIoKyMeHTB JOJDKHBI OGOpMISAThCS Ha OJaHKax M HMETh
YCTaHOBJIEHHBIM KOMILIEKC 00S3aTeNIbHBIX PEKBU3UTOB U CTAOMJIBHBIM MOPAIOK MX
pacnionoxenust (IMchbMa, NpUKasbl, pacnopsbkeHus). Ha OmaHkaX DOKyMEHTOB
HCIIOB3YIOTCS  Cledytolnne pekBH3UTH: repd cybowexra PO (rep6 Omckoii
obnactu), naumenoBanwe POK Owmckoii obmactu, OKIIO (obmepoccuiickuit
knaccuukarop — mpeampusituii ¥ opraHusauuit), OI'PH  (ocHoBHOM
rOCYapCTBEHHBIA PErHCTPALMOHHBIA HOMep) fopuaudeckoro nuna, MHH/KIIII
(upeHTH()UKAMOHHBIA HOMep HaIOTOIUIaTe bIIMKa/KO IPHYMHBI IOCTAaHOBKU Ha
y4er), crpaBounble AaHHble 0 POK Omckoil o6nacTu (IOYTOBBIA ajapec; HOMeEpa
TeeOHOB, dakcoB, aapec OJIEKTPOHHOM MOYTHI, caiira). IlouroBeld
TejnerpadHblii  agpec  yKa3bIBAIOTCSI B COOTBETCTBHUM C  TpeOOBaHMSAMHY,
U3JI0)KeHHBIMH B I104TOBBIX NpaBuiiax MUHHUCTEPCTBA CBS3H,

JIOKyMeHTBI, cO3/laBaeMble OT MMEHM JABYX M Ooyee OpraHM3alldii, a Takke
BHYTpPEHHME JOKyMEHTHI (JIOKJIaIHbIe 3aMUCKH, Telle)OHOrpaMMBl, (haKcorpaMMBEl,
3asBJIEHUS, CIIPABKU, OTYETHI U JIp.) odopmiisitorces: 6e3 O1aHKa.
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4.2. CocraB pEKBH3WTOB [IOKYMEHTa OIPEAEISEeTCS €ro BHIOM M|
Ha3HaueHHeM. JJOKYMEHT OJDKeH HMeTh CleIyIoIine 00sA3aTe/IbHbIe PEKBH3UTHI:

4.2.1. HauMmeHOBaHHE OpraHa MCIIOJHUTEIbHOM BIACTH.

PekBU3UT MNODKEH COJEpXKaTh HaWMEHOBAaHHWE OpraHa MCIIOJHUTEIbHON
BIaCTH, COOTBETCTBYIONIMHA 3akoHojarenbcTBy. IleyaTaercs NpPONHUCHBIMH
OykBaMM M pacrojiaraeTcss BBEpXy IHO IEHTpY (IIPOJOJbHOE paCIONOXEeHHEe
pexsusuroB). HaumenoBanue POK Omckoii 061acTi yKa3bIBaeTCsi B COOTBETCTBUH
¢ INomoxenuem o PDOK Omckoii o6mactu, yrBepxaeHHoro IlocraHoBieHuneM
ITpaButensctBa OMckoii obmactu ot 02.11.2011 Ne 212-m;

4.2.2. CnpaBo4Hble JaHHBIE 00 Oprafe MCIOJIHUTEIbHON BIACTH.

PeKBU3HUT CONEPKUT CBEEHUs sl HHHOPMAIIHOHHBIX KOHTAKTOB: MIOYTOBBIH
anapec, HoMepa TeledOHOB, (hakc, >IEKTPOHHBIM aJpec ¥ CaWT OpraHU3alHu.
O6s3aTeneH A ONaHKOB, pacroyiaraeTcss Hibke pekBu3uTa «HawmeHnosaHue
opraHa MCIIOJTHUTEIbHOM BIACTHY;

4.2.3. Bug joKyMeHTa.

Pacrionaraercss Hmke pekusuta «HarMeHOBaHUE OpraHa HCIIOJHHUTEILHOM
BIacTU» U medaTaercs npomucHeiMH OykBamu: ITPHMKA3, PACIIOPSDKEHUE,
AKT, Bblensercs HOJY>KAPHBIM IIPUGTOM U JOJDKHO COOTBETCTBOBATH BUIAM
nokymertoB 1mo OKVY]l (Obmepoccuiickuii KJIacCH(UKATOp yNpaBIE€HUYECKOM
JIOKyMeHTaluu). B IHchMax PeKBM3UT «HAUMEHOBaHWE BUNA JOKYMEHTa» HE
yKa3bIBaeTCs.

4.2.4. ]Jlata JOKYMEHTA.

4.2.4.1. Obsa3aTenpHBI PEKBU3HUT JIIOOOT0 JOKYMEHTA, IPOCTABIISETCS JaTa
moxnucaHus (pacHopsAuTENbHbIe JOKyMEHTBI, IHChbMa), Jara YyTBEPXKICHHS
(monokeHue, OTYET, [UIAH) WM JaTa COOBITHSA, 3aQUKCHPOBAHHOIO B TOKYMEHTE
(mpoTtokon, akT U ap.). Jlata JOKyMeHTa O(opMIISeTCs apabCKUMU nuppamMu B
TI0CJIeIOBATEBHOCTH: JIeHb Mecsla, Mecdl, ron, Hampumep: 29.04.2012. Taxxke
JIOIyCKaeTcsl CIIOBECHO-1H(POBOi crmocod ohopMiIeHHs JaThl, HalpuMep: 29
ampens 2012 rona.

42.472. Jlata TpOTOKONAa WJIM aKTa SBISETCS JaTOd  COOBITHS,
3a(UKCUPOBAHHOTO STHMH JOKyMeHTaMu. /[l yTBEepKIaeMbIX JIOKyMEHTOB
(IU1aHOB, WHCTPYKLMI) JaTOM MJOKyMEHTa SBJISETCS JaTa WX YTBEPKACHU,
npocTaBisieMass B rpude yTBepiKJIeHHs IoKymeHTa. [lis psia HOPMAaTUBHBIX
IIPABOBBIX JIOKYMEHTOB CYIIECTBYET TakKXe Jara HuX OmyOJIMKOBAaHUS M JaTa
BCTYIUICHHS IOKyMEHTA B CHILY.

4.2.4.3. JlaToii MOKyMeHTa, IOATOTOBJIEHHOIO HECKOJIBKUMH OpraHU3alusiIMHy,
SBJISETCS JaTa MOJANUCAaHUs IocheaHel opraHu3zanuei. [Ipy HamMcaHuu NaThl B
HOPMATHBHBIX IOKYMEHTaX, OINpPENENSIONUX MpaBa IpaxIaH H opraHu3anui
(moroBopa), a TaKKe COJAepXKAIUX CBeJleHHs (MHAHCOBOrO  Xapakrepa,
HCIIONIb3yeTCs  CIIOBECHO-IM(pPOBO# crocod opopmuenus natel (29 ampens 2003
roga), a B OCTAIBHBIX CHOy4asXx — Iu@poBod. Jlusi opraHU3allOHHO-
PacIOpsAIUTENBHBIX JOKYMEHTOB (IIPHMKa30B) ¥ BHYTPEHHHUX CIIPABOK, CITy’KeOHBIX
3alMCOK, 3asBJIEHUI TaTON SBISETCS JaTa IOAINKMCaHu,
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424.4. Jatapyiorcs Takke Bce cramud opopmieHus M 00paboTKH
JOKyMEHTa IO 3THM JlaTaM yCTaHaBIMBACTCS, Iie TIPOU30IIIIA 3a/IepXKKa B pabore
C JIOKYMEHTOM.

4.2.5. PerucrpallMOHHBIA HOMEP JOKYMEHTA.

PexBu3uT Ha OyMaXHOM HOCUTENE M B DJIEKTPOHHOM BHJE BBITTIANUT
cnemyromuM obpasom: P-12/POK-15 mmm BHYTP-12/POK-20, rne P — Bun
nokymenta — pacnopspkenue, BHYTP- BHyTpeHHssI KOppeCHOHIEHINS, Lid =
TeKyIIMi TOJI, 9epe3 KOCYIO YepTy / Ha3BaHHE OpraHM3alluH, U 15 — MopsiiKOBEIH
HOMep. PervcTpaliOHHBIH HOMEp BXONSAIIMX M HCXOQAIIMX JOKYMEHTOB B
3JIEKTPOHHOM BHJIE ¥ Ha GyMaXHOM HOCHTEJe BBITJISIUT aHATOTHYHBIM 00pa3oM:
BX-12/PPK-60 mmu WCX-12/PAK-135, rne BX wmmu HUCX — Bxomdmas u
HCXOISIIasi KOPPECIIOHIEHIINs, T0/l, Ha3BaHUe OPTraHU3aLUK U NOPSIKOBBIA HOMEp

4.2.6._Anpecar.

4.2.6.1. Anpecar yka3pIBaeTCs Ha JOKyMEHTaX, OTIpPABIISIEMBIX B IpYIrHe
opraum3aiu (MUCbMa), CTPYKTYPHBIE MOApAa3[eieHus] WIA YacTHOMY JIHIaM, a
TaKXKe JOKYMEHTaX, IIPEACTaBIIeMbIX PYKOBOJACTBY (3asBI€HHUS, NOKIaAHbIE H
OOBSICHUTENbHBIE 3alMCKK) pacliojiaraeTcs B IPaBoM BepxHeM yriy. Hamucanue
ajpecata TMOCPEICTBOM (IaroBOro HIH LEHTPUPOBAHHOIO PaCIOIOKEHHU,
MCKIIIOYas NIPaBOCTOPOHHEE pacIIUpeHue (TaKKe OTHOCHTCS U K pacIONOKEHHUIO
pexsu3uTa « OTMETKA O HAIMYUK NPUIOKeHuH» ). Hanpumep:

Munnctpy o6pa3zoBanus ToMckoil obnactu
B.. ITuporosy
(¢pmarosoe)

W
Munuctpy ob6paszoBanusi ToMckoii obnacTu
B.IL ITuporosy
(LIeHTPUPOBAHHOE)

MuHuctpy obpaszoBanus Tomckoil obnacTu
B.N. I[Tuporosy
(IpaBOCTOPOHHEE PACIIUPEHHUE)

4.2.6.2. Tlpu ampecanuu JOKyMEHTa B TIOCYJapCTBEHHBIA OpraH, Opras
MECTHOTO CaMOYIIPaBJIeHHs, OPTaHU3ALMIO, UX CTPYKTYPHEIE Mozpasaesenus (0e3
yKa3aHWs JOJDKHOCTHOTO JIMI[A) MX HAWMEHOBAHUS NMHIIYTCS B HMMEHUTEIHHOM
najiexxe, HalpuMep:
MunuctepcetBo roctuuu PO

Anvunuctpanus OMckoit obnactu
VYrpaBieHue IOCTHLIMH
4.2.6.3. Tlpu agpecanuu IOKyMEHTa IOJDKHOCTHOMY JIMIly HaUMEHOBAaHHE
OpraHM3al[id W TIOJpa3/ielieHHs YKa3bIBacTCs B HMMCHHUTEIBHOM Majaexe, a
JOJDKHOCTh U (haMUJIus — B JaTeJIbHOM, HallpuMep:
MUHHCTEPCTBO KYyJBTYPEI
Poccutickoii @enepanuu



JlermapTaMeHT yIpaBJieHUs JeJlaMu
['maBHOMY CIIELIHAIUCTY
A.B. Buiinesenxomy
42.6.4. Ilpu agpecanvu MAOKYMEHTa PYKOBOIWTEIIO OpraHU3allMu ee
HalIMEHOBaHUE BXOJUT B COCTAB HAMMEHOBaHUs JI0JDKHOCTH aJpecara, HalpuMep:
3aMeCTHTEIO TeHePaIbHOIO AUPEKTOpa
«KypcKBUHIIPOM»
ILT. ITerpoBy

4.2.6.5. Tlpn HamucaHuU anpecata JOKyMEHTa B HECKOJBKO OJHOPOIHBIX
OpraHM3alliii UX HA3BaHUS ClielyeT yKka3zaTh 0000menHo. Hampumep:
['1aBaM MyHHUIHITAIEHBIX 00pa30BaHUiA
OMckoii obnacTu
(1o crHCcKy)
WIIH:
I'maBe Caprarckoro MyHHIHMIIAIEHOIO
oOpa3oBaHUs
B.B. XXykoBy
42.6.6. Tlpu wHanumcanud ajapecaTa JOKyMEHTa (GHM3UYECKOMY JIHILY
yKa3hIBAlOTCS: (GaMuiiisi, WHHIMATBI, 3aTeM IOJIHBIA MOYTOBBIA aJpec; yauua,
JIOM, KBapTHpa, ropos, naaexc. Hampumep:
Paxumonoii I'.I'.
Oxtsa6pbekas yi. 8, kB.24, r. Omck, 644018.
WJIU: Kanununy [1L.H.
CapnoBas yi., 1.5, KB.6,
KopmunoBckuii paioH,
Omckas o0acts, 646900.
4.2.6.7. JlnuHa MaKCUMaJIbHON CTPOKH B aJipecaTe He OJDKHA MPEBbIIIATh 9-
10 cM ¥ orpaHMYMBAETCS [IPABOW TPAHHIEH TEKCTOBOTO IOJIs. 3HAKH MPENMHAHMUS
He craBstca. Lopoma Mocksa u Cankr-IletepOypr numrytcs 0e3 «r.» - 910 2
(enepantbHBIX TOPOJa).
4.2.6.8. B 1OKyMeHTe He IOJDKHO coIep)KaThCsi Oojiee YEThIpEX aJpecaros.
CnoBo "kommsa" mepen 00O3HaUeHHEM BTOPOrO, TPETHETO WM YETBEPTOro
ajipecaTa He yKasbiBaeTcs. IIpH HanpaBlIeHHH JOKyMeHTa Oonee 4eM B 4eThIpe
ajpeca MCIOJIHHTENEM COCTABIAETCS CIMCOK Ha pacchUiKy. Pacceurarorcs
TIOUTMHHKMKHY VJIH KOITHU ¢ 0003HaYeHHEM CJI0Ba KKOMHU» BBEpXY crpasa. Kax bl
SK3eMIUIAp JOKyMEHTa JOJDKeH OBITh OTIeyaTaH Ha OnaHKe (WM KOIHs),
MOANMCAH, a afpec, [0 KOTOPOMY HANPaBIAETCs KOHKPETHBIA OK3EMILLAP
JIOKYMEHTa, IOAYEPKHYT.
4.2.6.9. B 10KyMeHTax, HANpPaBJIsIeMbIX B BBICIIHE OpPraHbl I'OCYIapCTBEHHOM
Bractu P®, <enepaabHbIi OpraHsl HCIOJIHHUTENLHOW  BJACTH, OpraHbI
rocyjapctBeHHoi BracTH OMCKOM 00JaCTH M IIOCTOSHHBIM KOPPECIIOHJICHTaM
[IOYTOBBI ajpec He yKasblBaeTcs. B 3TUX ciydasx [IOYTOBBIA ajpec
IpOCTaBJIseTCA Ha KOHBEPTAX,



4.2.7..3aronoBoK.

PexkBu3uT «3aroioBok» (hopMHpyeTcs IMOciie COCTaBIeHUsI TEKCTa JIOKyMEHTa
3aroloBOK  SBIAETCS  OOS3aTENBHBIM  JJIEMEHTOM  JIIOOBIX  JIOKYMEHTOB,
BBINIOJIHAEMEBIX Ha Gopmare A4, HE3aBUCUMO OT BHZA, COAEPKAHUS U HA3HAUCHMS
JIOKYMEeHTA.

4.2.7.1.3aronoBok TIpaMMaTUYECKH COIJIACyeTCs € HaWMEHOBaHHEM BHA
JOKyMeHTa. B HeM KpaTKo, YeTKO U SICHO OTpa’kaeTcsi OCHOBHOE COJiep)KaHUe
JIOKyMeHTa. 3arojioBOK yaile Bcero orBedaeT Ha Bompoc "O uem?", "O kom?",
Ha4YMHAETCs ¢ Mpeyiora «oy», «ob6». Hampumep: «O Boiaenenun», «O 3aKpbITHHY,
«O6 oTKaze». 3aroJIoBOK K TEKCTy 00s3aTelieH, TOUKa I10CJIe HEro He CTaBUTCS.

3aroJI0BOK He JIOJDKEH IIPEeBBIATh 28 MevYaTHhIX 3HAKOB (2-3 CTPOK), eciH
3HAKOB OOJBIE, TO IOIyCKAaeTcs MedaTaTh JO Kpas IpaBoro Iojs, I0 BCed
IIHPUHE TEKCTA.

42.7.2. B Takux JOKyMEHTaX, KaK IIpOTOKOJIbI, HHCTPYKIIHH, aKTHI,
IpaBWja 3aroJIOBOK OTBeYaeT Ha BOIpPOC «Koro?» «d4ero?». Hampuwmep:
«JlomKHOCTHAs MHCTPYKLHUs crienuanuctay; «I[Iporoxon 3acenanus npodxomay,
IICHTPUPYETCS 110 CEPEUHE CTPOKH.

4.2.7.3. 3arojoBOK COCTAaBJISETCS MCIIOJHUTEJIEM MW pa3MellaeTcs B JIEBOM
BEpXHEM YIJIy JOKyMeHTa Iiepell TeKCToM. be3 3aroyioBka paspemnaercs
COCTAaBIATh JOKYMEHTHI, BBIIOJIHEHHbIe Ha ¢opMare AS (Telerpammsl,
dbakcorpammsl);

4.2.8. TekcT NIOKyMeHTa.

4.2.8.1.PexBU3UT H3NaraeTcss PYyCCKUM IJIUTEPATYPHBIM S3BIKOM C YYETOM
oQHIMAIBHO-IEOBOr0 CTHJS, BHJAa M €ro Ha3sHAa4YeHHs B YNPaBICHYECKOU
nesaTeabHoCTH. TeKCTOM TOKyMEHTa SIBJISIETCS. BBIPAXKEHHOE CPEJICTBAMU JIEJIOBOTO
A3bIKa  colepkaHue JedcTBUM. TekcT JOKyMeHTa JOJDKCH  COJepXkaTb
JIOCTOBEPHYIO M apryMeHTHpoBaHHyI0 HHQpopmanuio ColepkaHue TOKyMeHTa
IOJDKHO OBITH KPaTKHAM, TOYHBIM, JOTMYHBIM. CBS3aHHBIA TEKCT, KaK IPaBHUIIO,
COCTOMT M3 JBYX 4acTeil. B mepBoil 4acTh yKa3bIBarOTCS NMPUYHMHBEI, OCHOBaHMS,
IIeIH COCTAaBJIEHMS JOKYMEHTa, BO BTOPOM - pELIeHHs, BBIBOJBI, IIPOCBOBI,
IPeUIOKEeHUS, PEKOMEHIalliu.

4.2.8.2. TexcT MOXET cCoOAepKaTh TOJBKO 3aKIIOYUTEIbHYIO 4YacTh -
HalpuMep, MHChMa, 3asBJICHHUS - NPOChOy 0e3 MOsCHEHUS; CIPAaBKH, NOKJIaJHbIC
3aIIUCKH - OIIEHKY ()aKTOB, BBIBOJBI.

42.83. Tekct moKymeHTa odQopMmisieTcs B BHIE aHKETBI, TaOJMIIBL
CBSI3aHHOTO TEKCTa WM coequHeHHs 3TuX ¢(opM. TexkcT Henb3s HauyuMHATH C
yKa3aHMs JIaThl, C IOBTOPHOTO HAUMEHOBAHHs OPraHU3alMy (TaK KaK YKe eCTh B
OJaHKe), WCIOJIB30BaTh MpeIoKeHus Oosbire 12 ClIoB, aKTUBHO HCIIOJIb30BaTh
MecrouMenus ( Haiie, Baiie, HaM, BbI). [legataercss TekCcT OT 3-ro JI. MH.YHCIIA.
Hampumep:

«O06paraeMcsi ¢ MPOCkOOH. .. »;

«ITpocum», «/loBoauM 10 CBEIEHHUS ...»,;

«udopmupyem», «CTaBUM B U3BECTHOCTEY;

«B cOOTBETCTBUU C IOTOBOPEHHOCTHIO. . .»
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PekoMeH/yeTCsl HE HCIIOIb30BaTh B TEKCTE KIIOTOMY 4TO...», @ BepHO: «Tak
Kak...»; «CeMHHap COCTOUTCS...», a He «CeMHHap, KOTOPBIA COCTOUTCH. .. ».

B Texcre AOMyCTHMBI clieayone GopMbl U3I0KEHNUS:

1. Or mepBoro JjWia €IMHCTBEHHOTO 4YHCJa («IPOLIy INPENOCTaBUTE...»,
«CYUTAI0 HEOOXOIUMBIM. ..»).

2. OT 1mepBOro JMila MHOXECTBEHHOTO YHCIa («IIPOCHM IIPEIOCTaBHTH...»,
«HarpasiseM B Bam agpec...».

3. Ot Tpersero nmna exuHcTBeHHOro ymcna («POK Omckoi obnacti He
BO3PaXKaET...»).

Eciy TeKCT JOKyMEHTa COIEPKHUT CChUIKY Ha HOPMaTHBHO-IIPABOBOH aKT, TO
yKa3bIBAIOTCS €ro JlaTa, HOMep U Ha3BaHMUE.

4.2.8.4. TeKCT MOXET COZlEpKaTh (pparMeHTHI TAaOIHI] WM aHKeTHL. I'padsl 1
CTPOKM TaONMIBI [JOJDKHBI HMMETh 3arojoBKM (HMMs CYLIECTBUTENBHOE B
UMEHUTENbHOM Iajexe). Eciau Tabmuma pasMmelrneHa Oojee 4YeM Ha OJIHOM
crpanwmile, rpadbl TaOIHMIBl JOKHBI OBITH IPOHYMEPOBaHBI, U Ha CIEIYIOLIMX
CTpaHMLIAX JOJDKHBEI OBITH HamewaTaHbl TOJBKO HoMepa rpad. Homepa rpad u
CTPOK TaOIMIIEl yKa3bIBaroTCst 6e3 Touek. Eciy Tabnuisl 6onpmme u GpopmaToM u
KOJIMYECTBOM, TO cieayeT Oo(GopMisTh TaOMMLBI Kak IPHIOXKEHHE K 3TOMY
TOKYMEHTY.

4.2.8.5. Ilpy HamMCaHWM YHCEJT UCTIONB3YIOTCS CIOBECHBIM (HAIpUMeED, MATh
MeTpoB), udposoi (Hampumep, 3000, 89000) u crnoBecHO-LEPPOBOH (HATIPHMED,
50 Teicau, 20 miuH.) criocoObl. [Ipy HamuMcaHWM CIIOXKHBIX CYIIECTBUTENBHBIX U
NpWIaraTejibHbIX, UMEIOIIUX B CBOEM COCTAaBE YHMCJIUTEbHBIC, IMPHUMEHSIIOTCS
CJIOBECHBI ¥ CJIOBECHO-IM(POBOM CIocoObl (HAmpUMep, TPEeXJHEBHBIH, 18-
npouentHsi, 100-netue). CymecTBUTENbHOE TOCIE IPOOHOrO YKC/Ia CTABUTCS B
POIUTENHFHOM TAJeXKe €IUHCTBEHHOro umcna: 28,2 mpoueHTa, 58,0 KBaIpaTHbIX
MeTpa, HO 17,5 THICSYM METPOB MM 16 IPOLEHTOB.

4.2.8.6. Ilpu moarotoske JAoKyMeHTOB ucnonbsyercs mpudt Times New
Roman pasmepom 14, mosnsi: neBoe — 3 cM, mpaBoe — 1,25 cM, BepXHee U HIDKHEe —
2 CM, MEXCTPOYHBII HHTepBal ofuHapHbIi, OTCTyN ab3aleB (KpacHas CTPOKa) —
1,25 cM; pasmep mpudpra Ne 14 u Ne 12 — jqna odopmiueHus TaOIAYHBIX
MaTepHUalloB.

4.2.8.7. B Tekcre [IOKyMeHTa, IOATOTOBICHHOIO HAa OCHOBAaHHH paHee
U3aHHEIX JOKYMEHTOB, YKa3bIBalOT MX PEKBU3UTHI: HAaMMEHOBAaHHE TOKyMEHTA,
Ha¥MEHOBAaHWE OpraHu3ali - aBTopa JOKyMEHTa, Jary JOKyMeHTa,
PETUCTPAI[MOHHBIN HOMEP JOKYMEHTa, 3aroJIOBOK K TEKCTY. BHOCHTE IOTIOTHEHUS
B TEKCT JIOKyMEHTa I0CJe MOANUCAHUS HEJIOILy CTUMO.

4.2.8.8. Eciy TEKCT COAEP)KUT HECKOJIBKO PELICHHH, BBIBOAOB H T.J., TO €ro
clemyer pa3buBaTh Ha pasfensl (HyMepyloTcs pPHUMCKAMM —Lu(pamu), a
ToJpa3ielibl, ITyHKThI HyMepyIoTcs apaOcKuMHK Iuppamu u Oyksamu. Hamprmep:
I II I IY rnasel, nm.1.1,1m.1.2.3., a),6), B).

4.2.8.9. B OpraHu3alIOHHO-PaCIIOPSAIUTENBHBIX JIOKyMEHTax
(pacriopsbkeHHe, TpUKa3) M3JIOKEHHWe TEeKCTa HUAEeT OT IIEpBOro Jidia
equHcTBeHHOro umcaa ("mocranoBiso", '"mpukaspiBao'). B JmokymeHTax
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KOJIJIETHATbHO-COBEIIIATEIbHBIX OPraHOB TEKCT M3JlaraeTcsl OT TPEThEro JMIa
envHCTBeHHOro uyucia ("pemrwt").

4.2.8.10. Tlpu moaroToBke JOKyMEHTOB Ha IBYX U OoJjiee CTpaHHMLaX, HaYMHAas
CO BTOpO M mocleayromue, Hymepyrorcs. Homepa cTpaHul] NPOCTaBISIOTCS
NOCEPEANHE BEPXHETO MOJIA JIUCTA.

4.2.8.11. Ilpu cnade JOKyMEHTOB B KaHUEISIPUIO (BXOISIIME, HCXOAAINHE) HE
IOIYCKAaeTCsl CKpeIUIeHue CKoOaMHu (TOJIBKO CKPEIKH);

4.2.9. OT™MeTKa 0 HAIMYUU OPUIOKCHUMN.

4.2.9.1. B nucbMax peKBU3UT pacIoyiaraeTcsi OT IpaHULIbI JIEBOIO ITOJIA.

O06pa3iiel ohopMIIeHUN TPUITOKEHUN:

1. OTMeTKa O HaJUYMU TPWIOKEHHs, HA3BaHHOTO B TEKCTe, 0(OpMIIIeTCS
CJIETYIOIIM 00pa3oM:

IIpunoxenue: Ha 10 1. B 1 3K3.

2. Ecmi [OKyMEHT WMeeT TNpPUIIOKEHHS, HEe Ha3BaHHbIE B TEKCTE, TO
yKa3pIBaeTCsl  MX  HAaUMEHOBaHME C YKa3aHUEM KOJHUYECTBA JIHUCTOB U
9K3EMIUISIPOB B KaXKJIOM TNPHUJIOKEHHH, TedaTaeTcsi crosoukoM. Ilpu Hanuyuu
HECKOJIbKHMX TPUJIOKEHUN UX HymepyroT. Hanpumep:

[Tpunoxenue: 1. CnopaBka Ha 2 1. B 1 3k3.

2. Ilepeyens cTpyKTyp Ha 6 J1. B 2 3K3.

3. Ecnmu x MOKyMeHTy mNpwiaraercs Ipyrod IOKyMEHT, TaKKe HMEIOLIUHI
NPUWIOKEHHE, TO OTMETKAa O HAIWYMU NPWIOKEHHs AelaeTcs II0 CleAyrolen
dbopwme:

[Tpunoxenue: muceMo IIpaButensctBa Poccun ot 17.02.96 N 101 u

NPUJIOKEHUE K HEMYy, BCero Ha 7 JI.

4, Ecam mpwiioXeHHe COpOILIIOPOBAaHO, TO KOJMYECTBO JIMCTOB HE
ykasbiBaerca. Hanpumep:

[Tpunoxxenue: 6poumopa B 2 3K3.

5. Ecnu mpunokeHus HanpaBJISIFOTCS HE BO BCE yKa3aHHBIE B JOKYMEHTE
azipeca, TO OTMETKY O HaJIMYUH [IPUJIOKEHHS AEaloT B clenyromei Gopme:

[IpunoxeHnue: Ha 3 JI. B 2 3K3. B IIEPBBI aJipec.

6. Ha npwiokeHUH K paclopsAUTEeIbHOMY AOKYMEHTY B IIpaBOM BEpPXHEM
yrily T[epBoro Jucta nenaercs oTMmerka "[lpunoxenuwe" ¢ ykasaHueM
HaNMEHOBaHUS PaCTOPSAUTENFHOIO JTOKYMEHTa, €ro AAaThl U PEruCTPaliOHHOIO
Homepa. CiioBo «IIpuioxeHuey» mumiercst mponucHeIMU OykBamu. Hanpumep:

[Tpunoxxenue Ne 2

K MpUKa3y NpeacenaTests

PervonanbHON 3HEPreTHYECKON KOMUCCUU
Owmckoii obiactu

ot 15.06.2003 N 319

Eciu B TOKyMeHTe COAEpPXKHUTCS OAHO NpUIIOXKEHHE, 3HaK «No» K HeMy He
CTaBUTCA. EcCiIM JOKYMEHT COJEpPKHUT HECKOJIBKO NPWIOXKEHUH, TO OHH
Hymepyrotcsi: Ne 1, Ne 2, uT.1.;

4.2.10._I'pud cornacoBaHue.

4.2.10.1. CornacoBaHue JIOKyMEHTa C TIOCYJapCTBEHHBIMH OpraHaMH,
OpraHaMyd MECTHOIO0 CaMOYIIpaBJICHUS U OpraHU3alUsIMHU, HHTEPECHl KOTOPBIX
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3aTpardBaloTCs JOKYMEHTOM, SBJSieTCs BHEIIHMM corjacoBaHueM. BHelHee
CorjlacoBaHHEe IOKyMeHTa odopmisiercs pekBuzutoM «['pud cormacoBaHusy,
BKrogarouid B cebs cmoBo «COI'JTACOBAHO» (6e3 kaBbIueK), HAUMEHOBaHHE
IOJDKHOCTH  JIMIIA, C KOTOPHIM COIJIAaCOBBIBaeTCS  JOKYMEHT (BKIIOYas
HaMMEHOBaHWEe opraHu3aluu. Ero JUYHYIO MOAMUCH, paciIU(PpOBKY HOAMUCH (
WHHUIHAATBI, (aMUJHI0) M ATy corjacoBaHus. [ 'pud coriacoBaHusi AOKyMEHTa
oopmisieTcss GiauKe K HUXXHEMY IOJIIO JOKYMEHTA ClIeyIOIIUM 00pa3zoMm:

COI'JTACOBAHO

['y6epnarop OMckoii obnactu

JluaHast MOMUCH pacimdpoBKa MOIITHCH

JlaTa

4.2.10.2. Ecnu conepkaHue JOKYMEHTa 3aTparuBaeT MHTEPECHl HECKOJIBKUX
OopraHu3anuid, Tpu(bl COrNIaCOBaHMs MOTYT pacHojiaraTbCsi Ha OTJEJIbHOM JIUCTE
coriacoBaHus. Bu3bl B JHcTe coryiacoBaHHs BKJIIOYAIOT B ce0S JOKHOCTB
BU3UPYIOIIETO JOKYMEHT, JJUYHYIO ITOJITUCH, paciiu(pOBKY MOAMKUCH (MHULIUAIBI,
bamunms) W gaty. llpy Hamuyuu 3aMedaHuid K TPOEKTYy HOOKYMEHTY OHHU
U3J1araroTcs Ha OTIEIBHOM JINCTE U MPUJIAraloTcs K JOKYMEHTY, HallpuMep:

3aMedaHus NpuiIararTcs

YpaBisromui AenaMu

[IpaButensctBa OMckoii obnact  JInvHas moAmKCH C.A. Kpeniyk

Jata

Ha moxymenTe nemaercst ormetka "JIMCT coriacoBaHusl puiaraeTcs'.

4.2.10.3. Ecnu corimacoBaHHe ~— OCYIIECTBIISIETCS ~ JTOKYMEHTOM (IIHCHMO,
IIPOTOKOJI, peIleHHue U Ap.), Tpu( coriacoBaHUs OPOpMISETCS IO CIeAyIOLIeH
dbopme:

COI''TACOBAHO

[IpoTokosnom 3acenanHus

KoMuccun mo npupo10noas30BaHUI0

ot 30.10.2012 N 10

4.2.11. Bu3ssl coryiacoBaHusl TIOKYMEHTa

42.11.1. BuHytpeHHee corjlacoBaHue (O3HaKOMJIEHHE) JOKyMEHTOB
OCYIIECTBIISIETCS B 3JIEKTPOHHOM BHJE MOCPENCTBOM Iporpammsl lotus Notes u
MPUKpEIUIsieTcsl Ha 0yMa)KHOM HOCHUTENE K OCHOBHOMY JOKYMEHTY.

4.2.11.2. 3ameuanus, ocoOble MHEHUSI U JOMNOJIHEHHs K IPOEKTY JOKYyMEHTa
H3JIaraloTCsl Ha OTACIIBHOM JIUCTE, O YeM INPU BU3UPOBAHUU CTABUTCS OTMETKA:
"3ameuyaHus npuiararoTca'. 3ameuyaHHs 005S3aTeNbHO  JOKIAJbIBAIOTCS JIUILY,
IOJIIIKCHIBAIONIEMY JOKyMeHT. Eciii B XO[e BHU3MpPOBaHHs IPOEKTa NOKYMEHTa
BHOCSTCS CyILIECTBEHHbIE N3MEHEHUs, TO OH ITOJJIEXKUT IOBTOPHOMY BU3MPOBAHMIO
JOJXKHOCTHBIMU JTULAMHU.

4.2.12. I'pud yTBepx)aeHus.

4.2.12.1. JIOKyMeHT yTBepKaaeTcs JByMs crocob0amy, HMEIUMMU
OJIMHAKOBYIO IOPHUIUYECKYIO CHIy: JOKYMEHTOM — PacIOpsDKEHUEM, IIPUKa30M,
IIPOTOKOJIOM, WJM  JO/DKHOCTHBIM  JHUIOM. Ha IoKkymeHTax, IoUIeKalux
YTBEPXKACHUIO, TPU( YTBEPKIEHHSI MPOCTaBISIeTCS B IMPaBOM BEPXHEM YTy
IIEPBOTro JINCTA JOKYMEHTA.
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4.2.12.2. Tpud yrBepxaeHus 0hopMIIeTCs CleIyIoIKUM 00pa3oMm:

YTBEPXIAIO
IIpencenarens PernoHaibHOM
sHepreTudeckoit komuccur OMcKoit obnactu
JTMYHAs OJIUCH pacuuppoBka
(MHUIAATBI, (aMUITHS)
JaTta
4.2.12.3.Ecnu JOKYMEHT yTBEPXKAAETCS PacCIOPSIUTEILHBIM IOKYMEHTOM, TO
rpud yrBepxkaeHus Bkmodaer B cebs cioBo YTBEPXJIEHO, na3sanue
pacTopsAUTENIFHOTO JOKyMEHTa B TBOPHUTEIBHOM IIaJieXKe, €ro JaTty H HOMep.
Hanpumep:

YTBEPXJIEHO

[Ipuka3zom npeacenarens

PerunoHanpHOM 3HEPreTUYECKO KOMUCCUHU
OmMckoit obnactu

00 00 0000 N 00

4.2.12.4. Cnosa YTBEPXXJIEHO u YTBEPXJIEH numyrtcs nponucHBIMH
OykBamMu 0Oe3 KaBBIYEK M COIVIaCYIOTCS B POJE M YHCJIe C IEPBBIM CIOBOM
HauMeHoBaHusi npunoxkenus: monoxenne — YTBEPXXJ/IEHO, nporpamma —
VTBEPXJIEHA, mepornpustus — YTBEPXK/IEHDBI. [lanee, B 3aBUCUMOCTH OT
BHJa YTBEP)KJEHHS, YKa3bIBAETCS IOJDKHOCTB, ITOIINCH, paclMppOBKa IOAIKMCH
(vHUIMATBL ¥ (paMUIIUs) U AaTa.

Ilpu yTBEp)XKIEHUH IOKYMEHTa HECKOJIBKHMM JOJDKHOCTHBIMH JIMI[AMH HX
TIOJIITHCH PacIiojlaratoTcs Ha OJHOM YPOBHE.

4.2.13. 'pud orpanudeHus 10CTyIA K JOKYMEHTY.

B BepxHeM MpaBOM Yy JOKYMEHTa Ha IIepBOM CTpaHHUIE MOXET OBITh
NpocTaBleH TI'pud OrpaHAYEeHHs] HOCTyHa K HHPOpMAIUM (CEKPETHO», «IJIi
CITy’KeOHOro MOJIB30BaHUS», «KOH(QUAEHIMANbHO» U 1Ip.) I'pud mpocraBisercs B
COOTBETCTBUH C JIEMCTBYIOIIUM 3aKOHOAATEIBCTBOM M pacliojaraercs y BEpXHEH
TpaBoil I'PaHHIBI TEKCTOBOIO IOJsS Ha IIEPBOM JIUCTE JOKYMEHTa 0e3 KaBBIYeK.
Ecnu HeoOXoquMO yKa3aTh HOMeEp 3K3eMIUIIpa, OH IpocTaBisercs Huwke I'puda
yepe3 MOJITOpa HHTepBaJla U LIEHTPUPYETCs 10 OTHOILIEHHUIO K HEMY .

4.2.14. Pe3omronus

4.2.14.1. Pe3omronus - 3TO HAJAMMKCh Ha JOKYMEHTE, clieJIaHHas JOJDKHOCTHBIM
JIMIIOM, H CofiepKarasi mpuHAToe peuieHue. CTaBUTCs PE30JIFOLHS O] aipecaToM
HJIM B IPyroM CBOOOJHOM MecTe. Pe30onus COCTOUT U3 CIEAYIOIINX 3JIEMEHTOB!
(aMHIUH UCTIONHUTENS, COAePKAHUS TIOPYYEHH s, CPOKA MCIIOTHEHHs], IOAIIUCH U
matel. B ciaydasx, Korja MOpyYeHHE JaeTcs ABYM HIIM HECKOJBKUAM JIHIaM,
PaBHBIM IO JIOJDKHOCTH, OCHOBHBIM HCIIOJIHUTENIEM SIBIISICTCS JIULIO, YKa3aHHOE B
HIOPYYESHHUH [IEPBBIM.

42.14.2. Tlo cBoeMy XapakTepy pe3OJIIOLIMH MOTYT OBITH JABYX BHJIOB.
Pesomronuy, cojepikalye pelleHHe BOIpoca WM YKa3aHHe Ha MOPSANOK
IIOJrOTOBKH BOIIpoca. Bo BTOpOM cilydae TEKCT PE3OJIIOLMHU JTOJDKEH COAepKaTh
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TPH YaCTH: KOMY Iopydaercs - GaMUIus U UHUIHAIIBI UCIIOIHUTEINS], KOHKPETHOE
MOpy4YeHHEe, CPOK MCIOJHEHHUS, TUYHAS IOANUCH PyKOBOIUTENS U AaTa.
Hanpumep:
N.W. ViBaHOBY
[Ipoury moAroTOBUTH IPOEKT paCIOPSIKEHHS K
10.04.2003
JInunag nonmuces. 02.04.2003
4.2.14.3. Pe3omonusi  SABISETCS OCHOBAaHUEM IIOCTAaHOBKM [IOKYMEHTa Ha
koHTposib. CooTBeTcTBYOMmas 3anuchk 3aHocutcss B COJ10. Kontpomo nomexar
BCE 3apETHCTPUPOBAHHEIE JOKYMEHTHI, TpeOyIoIre UCIIOTHEHUSI.
4.2.15. Hymepanus cTpaHuil.

Homepa cTpaHHIl MpPOCTaBISIOTCA B BEpXHEW YacTU JIMCTa, B ILIEHTPE
apabckumu 1 pamu (6e3 yepToUyek U KaBblUeK), HaUWHas CO BTOporo jucra. Ilpu
COCTaBIIEHMH TaOMHMIBl - Tpadbl W CTPOKH JOJDKHBI HMETh 3aroJIOBKH,
BBIp2)KCHHBIE  MMEHEM  CYyIIeCTBUTEIBHBIM B  HMEHHUTEIBHOM  IIaJIeXKe.
[Tox3aronoBku rpad H CTPOK JOJDKHBI OBITH COTJIacOBaHbI C 3arojoBkamu. Eciu
Tabauna medaraeTcs Oojiee YeM Ha OJHOW CTpaHuIle, rpadbl TaONUIBI JOIKHBI
OBITH MPOHYMEPOBAHBI, HyMepalys IEPEHECEeHa Ha OCTAJIbHBIE CTPAHUIIBL.

4.2.16. [lonnuck 1OKyMEHTa

42.16.1. B cocraB moanucu BXOAAT: HaWMMEHOBaHHE JOJKHOCTH JIMIIA,
IOJIKCABIIEr0 JOKYMEHT, JH4YHAs MOANNCh, pacimm@poBKka (MHUIHUAIEL,
dammus). [loanuck Ha JOKyMEHTE CTaBUTCS PyKOBOJIUTEIEM OpraHMU3allMHU, B €T0
OTCYTCTBHE — 3amecTuTeneM. [Ipu 3ToM ykasbiBaeTcs (aKTHYeCKas JOJLKHOCTH
JHIa, IOANMCABIIEro nokyMeHTa. He pomyckaercs HoanucaHue IOKYMEHTa C
IPEJIOTOM «32)» WJIM MPOCTABIEHUEM KOCOH YEPTHI.

4.2.16.2. Ilpm mnoanvcaHuM [OOKyYMEHTa HECKOJIBKHMHU JODKHOCTHBIMH
JHUI[AMH UX TIOJIMHUCH PaclojiaraloT OAHY IIOJ APYrod B IIOCJIENOBATENIbHOCTH,
COOTBETCTBYIOLIEH 3aHUMAEeMOM JOIDKHOCTH, HalIpUMeEp:

[Ipencenarens JUYHAas MOAIUCH pacmmppoBKa

['maBHBIN OyXranTep JM4YHAs IOAIKCH pacumdpoBka

[Ipy moamMcaHWM JOKYMEHTa HECKOJIBKUMH JIMI[@MH, pPaBHBIMHA II0
JOJDKHOCTH, UX TIOJIITACH PacIojiaraloT Ha OJJHOM YPOBHE, HAalIpUMep:

['eHepasibHBIN TUPEKTOD Iupektop OAO «CubxproTexXHHUKa
OAO «OmckinHa»

[Toanuce B.b. Jlypus  moamnuch A K. I'pe3un
aTa 22.05.2012

4.2.16.3. B J10KyMeHTax, COCTaBICHHbIX KOMHCCHEH, YKa3bpIBalOTCd HE
JOJDKHOCTH JIMII, a WX OOS3aHHOCTH B COCTaB€ KOMHUCCHUH B COOTBETCTBHHU C
pacrpe/ieieHieM, HallpUMep:

IIpencenarens KOMUCCUM — JTUYHAas ITOAIUCH H.B. Kynukos
YeHbl KOMUCCHUH: JINYHAas IOIIHCh K.M. AprembeBa
JINYHAS IOJIIHUCH C.I1. MarBeesB

JIMYHAas MOAIINCH B.A. ®unarosB
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4.2.17. OTTHCK nIeYaTu

4.2.17.1. OTTHCK meYaTH 3aBEPACT IOMJMHHOCTH IMOAMHUCH AOJKHOCTHOIO
JMIIa Ha JIOKyMeHTaX, YJOCTOBEpSIOMIMX IpaBa JOJDKHOCTHOIO  JIMIA,
BBITEKAIOIIUX W3 HOPMATHBHBIX M TPaBOBBIX akTOB. llepeueHb [1OKYMEHTOB,
3aBepsAEMBIX IeYaThio MpuBeeH B npuioxeHnd Ne 18. Ha rapaHTuiHbIX HCbMax
U CIpaBKax IedyaTh 00si3aTesibHA, a TaKke B MHCbMaX, COACPKAIIMX CBEICHH
(UHAHCOBOTO XapakTepa.

4.2.17.2. OTTHCK TIeYaTH IMPOCTABISETCS TaK, YTOOBI OH 3aXBaThIBaJl 4YacTb
HAaUMEHOBAHUS IOJDKHOCTH JIMIA, IOJIMUCABIIEro0 JOKYMEHT. B JOKyMeHTax,
IIOJIrOTOBJIEHHBIX HA OCHOBE YHH(PHIIMPOBAHHBIX (OPM, Ie4aTh CTaBUTCS B MECTE,
o003HaueHHOM oTMeTKoi «MID» unu uabM 0Opazom.

4.2.17.3. Tlopsmox Tmonb30BaHUS TIepOOBOM W  JOpPYyrMMHU Ie4aTsMH
ompejiesieTcsl pelleHneM pyKoBoiacTBa. Ilewatm Xxpansitcs B celidax wunm
MeTajtidecknx Imkadax. OTBETCTBEHHOCTh 3a XpaHEHHE M HCIOJIb30BaHHUE
nevaTeil HECYT PYKOBOJMTENHM MOJpa3/ielieHHid, B BEJJEHUH KOTOPBIX HaXOASTCS
TIeYaTH.

4.2.18. OT™MeTKa 0 3aBepEeHUH KOIUHU

3aBepeHHe KONMHH JOKyMEHTa IPOW3BOOUTCS JUII  yJIOCTOBEPEHHUS
COOTBETCTBUA €€ MOMIUHHUKY. [Ipyu 3aBepeHUU COOTBETCTBHUS KONMHH JOKYMEHTa
NO/UIMHHUKY Hibke pekBusuta "llogmuce" mpocTaBiseTrcs 3aBepUTENbHAS
Haamuch: "BepHO"; MOMKHOCTH JiMIa, 3aBEPUBLIErO KOIMUIO; JUYHAS IOJIIKCH,
pacmmdpoBka noanmucu (MHALIKAAIBI, GaMUIIUs); JaTa 3aBepeHUs, HallpuMep:

Bepno

HauanpHUK OT/IeNa KaApoB JTUYHAS ITOIITUCH pacumdpoBKa

Jlata

4.2.19. Or™eTka 00 UCIIOIHUTEIIE

4.2.19.1. OtmeTtka 00 ucnonHUTENE BKIIIOYaeT B cels (aMIInI0, WHULUAIIBI
UCTIOTHATENIS JTIOKyMEeHTa W HoMep ero TeiedoHa. OTMeTKy 00 HCIIONHHTENE
pacrojiaraloT B JIEBOM HI)KHEM YIIIy JOKYMEHTa, HallpuMep:

A.A. Iletpos

22-32-02

4.2.19.2. OT™MeTKa 00 HCIIOIHUTEIIE MOXKET TAK)KE JOIOJHATHCA €0 HMEHEM U
OTYECTBOM, YyKa3aHHEM JOJDKHOCTH HCIIOJIHUTENS, CTPYKTYPHOTO MoApa3aeieH s,
Tene(OHHBIM KOJIOM ropo/ia.

4.2.20. OTr™MeTKa 00 UCTIOTHEHUHU JOKYMEHTA.

PekBU3UT COCTOMT W3 CCBUIKM Ha JaTy H HOMEp JOKyMEHTa,
CBHJIETEIBCTBYIOLIETO OO0 €ro WCIOJIHEHUH, WM, IPU OTCYTCTBHHU TaKOBOTO,
COIEPXUT KpaTKue CBeJleHUs 00 HMCIONHEHHUH, clIoB «B neno», uHaeKkca aena Io
HOMEHKJIaType Jel, B KOTOpoM OyaeT XpaHuThcs HoKyMeHT. OtrMmeTka 00
WICTIOJTHEHUH JIOKYMEHTA U HaIIPaBJIEHUH €r0 B JIEJI0 MOIICHIBACTCS U AaTHPYETCS

JOJIKHBIM JITMIIOM, OAaBIIHUM HopyquI/Ie. COOTBGTCTByIOHIaSI 3aIlIUCh 3aHOCHUTCA B
CDJIO.
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Pasgean 5. OCOBEHHOCTHU O®OPMJUIEHUS OTAEJIBHBIX
BUJI10B JOKYMEHTOB

5.1. bnanku POK Owmckoit o6mactd (MUCBMO, pacropsikeHue, IpHUKas)
pa3paboTaHbl Ha OCHOBE IPOJOJBHOTO BapHaHTa PACIOJIOXKEHHS DPEKBHU3UTOB
(peKBU3UTHI  pacloyiaraloTcs  MOCepeNuHe  JUCTa  BIOJbL  BEPXHETO
nojs )(nprtoskenne Ne 1, No 2, Ne 3).

5.1.1. IIpu moAroToBKe ¥ 0OPMIICHHH CITy)K€OHBIX TOKYMEHTOB HEOOX0IUMO
coOromaTh mMpaBmiia, OOECleYMBalolde HOPUANYECKYI0 CHIIy JIOKYMEHTOB,
OllEpaTHBHOE W KauyeCTBEHHOE WX HCIOJHEHHEe, BO3MOXHOCTh 00paboTKH
JIOKYMEHTOB C TIIOMOIIBIO CpPEJCTB BBIYUCIUTENBHOW TEXHHUKH, Ka4deCTBO
JIOKYMEHTOB KaK UCTOYHUKOB HH(OpMAIUH.

5.1.2. JIoOKyMEHT HMEEeT IOPUAWYECKYIO CWIy IIpU HaJlW4WH PEKBU3HUTOB,
00s3aTeNbHBIX N1 JAaHHOTO BHAQ JOKyMEHTa: HAaMMEHOBAaHWE OpraHW3aluu -
aBTOpa, Ha3BaHUE BUJA JOKYMEHTa, 3ar0JIOBOK K TEKCTY, 1aTa, PEerUCTPalAOHHBIN
HOMEp, aapecaT, TEKCT, BH3bl, MOJNWCH, II€4aTh, HWCIOJHUTENb U JApPYyTHe
ciyxkeOHble OTMETKM Ha JIOKyMEHTe, CBSi3aHHBIE C €ro IIPOXOXKICHHEM H
HCIIOJTHEHUEM; BU3bl JIOJKHBI TATUPOBATHCS U MOANKUCHIBATHCS.

5.1.3. JIoKyMeHTBI, HW3JaHHbIE COBMECTHO IByMs MM Oojiee OpraHamu
(beepaibHOM UCITOTHUTELHON BIIACTH, JOJDKHEI UMETh OJIHY (€UHYI0) AaTy.

5.1.4. JIokyMeHTBI, KaK IIpaBUJIO, HOJDKHBI OPOPMIIATHCS Ha OJaHKax U UMETh
YCTaHOBJICHHBIN KOMILJIEKC 0053aTeNIbHBIX PEKBU3UTOB U CTAOMIBHBIN NOPSA0K MX
pacrionio)xeHus. PacrionoxeHue peKBH3UTOB Ha OjaHKaX OpraHW3al[MOHHO-
pPacIOpPSAUTENBHBIX ~ JIOKYMEHTOB  JIODKHO COOTBETCTBOBaTh  TpeOOBaHUSAM
Hacrosmer MucTpykuumu.

5.2. llpuka3el (pacmopspkenusi) mnpexacenarens POK Owckoit obnactu
SBIISIOTCS. ~ HOPMAaTHMBHO- IIPaBOBBIMH aKTaMM (Jajee akThl) IIeYaTaroTcs Ha
OJlaHKaX MMEIOT CJIeIyIOlMe PEeKBU3UTHI: HAUMEHOBaHHE OpraHa, HAMMEHOBAaHUE
BUJa JOKyYMEHTa, JaTa, HOMEp M MeCTO MpHUHATHUS JOKyMeHTa, 3arojioBOK,
IOANUCH JIUL, O(QUIHMAIBHO YIOJHOMOYEHHBIX MOJIUCHIBATH COOTBETCTBYIOIIHE
aKTbl, OTTUCK I1eYaTy (Ha KOMUSIX PelIeHui ).

5.2.1. Tekct npukaza (pacnopsKeHHs) TOKyMEHTa JOJDKEH OBITh MpeeibHO
KpaTKiM, CyTh JOKYMEHTa JOJDKHA OBITh M3JI0XKEHa YeTKO M HCKII0YaTh
BO3MOXXHOCTB JBOSIKOI'O TOJKOBaHMs. Kak mpaBmiio, COCTOUT U3 KOHCTATHPYIOIIEH
(mpeaMOynbl) M TOCTaHOBIsIOMmENH wyacTed. B mpukaszax W pacropsHKEHHSX
00s3aTeNIBHO  COIVIACOBAaHUE  IOPUAMYECKOM U OyXraiTepckod  CIIyXOBlI.
Obecneuenrie Ka4eCTBEHHOM ITOATOTOBKU IPOEKTOB MPUKA30B (PacropsuKEHH) 1
UX COIJacOBaHHWE C 3aWHTEPECOBAaHHBIMM CTOPOHAMHM  BO3JIaracTcsi Ha
PYKOBOJIHMTENEH MOAPA3ICIEHH, KOTOPBIE TOTOBIT U BHOCST IIPOEKT.

5.2.2. B npeambyine yka3bIBalOTCS (aKkTHYeCKHe OOCTOSTENLCTBA M MOTHBEL,
IIOCTY>XKHBIIME OCHOBAaHUEM ISl IIOJrOTOBKM IIPOEKTa aKTa, a TAaKXKe COJepIKaTCs
CCBUIKM Ha 3aKOHBI WA HHBIE aKThl, B COOTBETCTBUHM C KOTOPHIMH OH
IIpUHUMAETCS.

5.2.3. B KOHCTatupymlllyl0 4YacTh He BKIIOYAIOTCA  IIOJIOKEHUS
HOpMaTWBHOro xapaktepa. IIpeambyna B mpoekTax HpuKa3zoB (pacHoOpsHKEHUI)
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3aBepIIaeTcs, KaK IpaBHJO, CJIOBOM 'TpHKa3piBaio". 3aroji0oBOK I1€4aTaeTcs
MONTY’)KUPHBIM IIpU(TOM yepe3 | MeKCTPOYHBIM HHTEpBall, BBIPABHUBAETCS IIO
HeHTpY (U1 GJIAHKOB C MPOAOJIEHBIM PaclojoXeHueM peKBU3HTOB). IIpeamOyna
MOXET OTCYTCTBOBaTh, €CIIH MPUHUMaeMOe pellieHne He TpedyeT pa3bsicHeHHH. B
3TOM CiIy4ae TEeKCT IMpoeKTa MpruKa3a HauuHaeTcs co cyioB: "[IpukaseiBaron.

5.2.4. TloctaHoBnsomasi 4acThb JOKYMEHTOB MOXET IOApa3lelsaThcs Ha
IyHKTHI, TIOMIYHKTBL. [IpHKa3bl MO0 JTUYHOMY COCTaBY O(GOPMISIOTCS Ha OIaHKax
yHuuIEpoBaHHBIX (QopMm. [IyHKTBI [NOMKHBI MpeLyCMaTpUBaTh KOHKPETHBIE
NIOpYYEHHUSI, MEXaHU3MBbI peaju3allid YCTaHaBJIMBAEMBIX [IaHHBIM aKTOM HOPM
U TIOpYyYEHUW, CPOKM HUX MCIOJHEHHUs, IOpy4YeHHss O  KOHTpoJie  3a
UCIIOJTHEHUEM.

B npukazax He ciemyer BKIOYaTh MyHKT «lIpuka3 noBecTy 10 CBEAEHUS. .. ».
Bussl mpocraBisioTcs Ha 00OpOTe MOCTEAHEro JUCTa IpHKa3a WM Ha JIUCTe
coryiacoBaHus (BU3UPOBAHHUS).

5.2.5. B mnpunoxeHussx K HOPMAaTHUBHOMY IIPaBOBOMY akKTy IIOMEILAOTCS
TUTaHBI MEPOTPUATHMA, CITMCKH, MPOTpamMMbl, IrpadUKH, CXeMbl U T.I., €CId OHH
HEOOXOIUMBI JIJIs HaJjIe)Kalllero IpUMEHEeHHUs aKkTa.

5.2.6. Ecniu B TeKCTe aKTa HalMCaHO: «yTBEpIOUTh INpuiaraemoe llonoxenue
WIM HWHOW JOKYMEHT HOPMaTHBHOIO XapakTepa», TO B MPHUI0KEHHUSIX
HOPMATHBHOTO XapaKTepa IIepeJ ero 3arojoBKOM IoMeInaeTcss rpud
YTBEPKIAEHUS.

5.2.7. HauMmeHOBaHHS YIOMHHAaE€MBIX B aKT€ OpPraHoOB, OpraHU3ALMii,
OPeNpUATU TPUBOJATCS B TOJHOM  COOTBETCTBUH C  UX OQHUIIHAIBHBIM
Ha3BaHUEM, IPEAyCMOTPEHHBIM B yCTaBax, IIOJOXEHUSIX, pelIeHUusX 00 uX
CO3JJaHHH, IEPEUMEHOBaHUH U T.II.

5.2.8. BHecenne wH3MEHEHHUH WJIM JIONOJHEHHI, H3MEHSIONIUNX CMBICI
JNOKYMEHTa, B COIJIACOBaHHbIE ITPOEKThl HOPMATUBHBIX ITPAaBOBBIX aKTOB HE
nomnyckaercs. HopmMaruBHble IpaBoBblEe aKThl (MIPUKa3bl, PACIIOPSDKEHUS) IOCTe
UX TIOANKCAHMS HAIPaBJISIOTCS B KaJpoBoe obecriedeHue ISl perucTpalud H
JaJbHENIIEro0 XpaHeHUsI.

5.2.9. Koy HOpMaTUBHBIX NPABOBBIX aKTOB HAMNPABIISIIOTCS B aapec JIMI]
WIM OpraHu3aluii, yKa3aHHbIX B HHUX, B Te€UeHHE 2-X JHEH C MOMEHTa

pEerucTpaLym.
5.3. PacnopsbkeHue 1o JMYHOMY COCTaBy
5.3.1. PacnopsioxeHue SBJISIETCS IIPaBOBBIM aKTOM, M3/1aBacMbIM

npencenatesnieM POK Omckoii o6nacTy, CBSI3aHHBIM C TPYIOBOH JESATEIBHOCTHIO
cotpynHukoB POK Owmckoit obnactu. [IpoexTsl pacnopsikeHHH COTIacOBBIBAIOTCS
C DPYKOBOIMTEIEM 3aUHTEPECOBAHHOIO CTPYKTYpPHOI'O IIO/Ipa3IeJICHMs,
IOPUCTAMH.

5.3.2. IIpoeKThl pacnopsHKEHUH 10 JTUYHOMY COCTaBy TOTOBSITCS KaJpOBOM
ciryxk00H.

5.4. IlpoTokon

5.4.1. IIpoTokon - NOKYMEHT, B KOTOPOM (GHUKCHPYETCS XOI OOCYXICHHS
BOIIPOCOB U IIPUHATHE PELICHUM Ha 3aceJaHUsIX, COBEIIAHUSX, KOH(PEPEHIUAX W
T.J. C yKa3aHHMEM JIMII, y4aCTBOBABIIMX B UX OOCYXJE€HUU, U MPHUHATBIE IIO
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auM pemenns (npunokerre Ne 5). [IpoToKoIbI MOTYT U3aBaThCsA B ITOJHOM HIIH
KpaTKoii hopme, TIPU KOTOPOi (PUKCUPYETCs TOJIBKO MPHUHATOE 110 HEMY PeIlleHHe.

5.4.2. TIlpotokon uMeeT CIeAylollhe  OOs3aTeNbHble  PEKBH3HTHI:
HaUMEHOBAHWE IOKYMEHTa, JaTy MPOBEICHHs 3acelaHus (COBEIIaHHsd), HOMED,
CIIMCOK IIPUCYTCTBOBABIIMX C YKa3aHUEM (aMUIINH yJaCTHUKOB M UX JOJDKHOCTEH.
B oTenpHBIX cliydasx K MPOTOKOY MPHIaraeTcs CIIMCOK YYaCTHHKOB 3aceIaHus C
yKa3aHUeM MecTa X paboThl ¥ 3aHUMaeMOU JOIDKHOCTH.

5.4.3. TekcT MPOTOKOJIA COCTOUT U3 JIByX YacTeil: BBOJIHON U OCHOBHOM.

B BBOQHOM 4YaCTH YKa3bIBAIOTCS HHUIUANBI, (aMUINH, [JOJDKHOCTH
npeceaaTeIbCTBYIONIET0, CeKpeTapsl ¥ NPUCYTCTBYIOLIUX Ha 3aCEelaHMH, a TaKXKe,
pH HeoOXOIUMOCTH, JIHII, IIPUIJIAIIEHHBIX Ha coBelnanne. MHunmans! 1 Gamunuu
IPUCYTCTBYIOIIMX M TPUTJIAIIEHHBIX YKa3bIBalOTCS B ajl()aBUTHOM IIOpSJIKE H
odopmisroTes 1Mo Beelt mmupuHe ctpoku. Cnoso «lIpucyTcTBOBaINY IeYaTaeTcs OT
IPaHMIIBI JIEBOrO MOJISA, MOJYEPKUBACTCSA, B KOHIIE CIOBA CTaBUTCSA JBOETOYHE.
Huke yka3bIBalOTCS HAWMEHOBaHHUS JOJDKHOCTEHM, CIpaB OT HaUMEHOBAaHMS
JIOJDKHOCTEH HHUIMAIL U (paMuind NpUCyTCTBYrOIUX. CIHCOK OTAENseTcs OT
OCHOBHOM 4acTH IPOTOKOJIA CILTOIIHOM YepToid. Eciu mpucytcrByromux 6onee 15
YeJIOBEK, TO B IIPOTOKOJIE YKA3bIBAaeTCS UX 00IIee KOJIMYECTBE, HAIIPUMED:

[TpucyrcTBoBanK:33 yenoBeka (CIIUCOK MPUIIAraeTcs).

5.4.4. Bsopgnasg YacTh IPOTOKOJIa 3aKaHYMBAETCS IIOBECTKOM JHH,
cozeprkalleil mepedyeHb pacCMaTpUBAEMBIX BOIIPOCOB, IIEPEYHCIEHHEIX B IOPSIKE
X 3HAYUMOCTH, C yKa3aHWEM JOKJIaquuKa MO KaX/J0My ITyHKTY IIOBECTKH IHs.
Kaxnpiii Bompoc HymepyeTtcs apaOckoil Hudpoii, meyaraeTcsi OT IPaHULBI JIEBOIO
nojs. HanmeHnoBaHue Bonpoca HaunHaeTcs ¢ npeiora «O», «O6».

5.4.5. OcHOBHasi 4acTh IMPOTOKOJIA MOAPA3AEIACTCS Ha pasleibl, KOTOPBIE
pacroyiarafoTcsi B COOTBETCTBHHM C TIOPSAKOM PAacCMOTPEHHBIX BOIIPOCOB.
3aroJI0BKH pa3iesioB, IPOHyMEPOBaHHBIE PUMCKUMH LU(pPaMH, TOAYEPKUBAIOTCS,
0]l YepPTOii B CKOOKax yKa3bIBAIOTCS (aMHUJIMK YYaCTHHUKOB OOCYXXIEHHUS, Jalee
(bOopMyJIHPYIOTCS pelleH!Us, TPUHSITHIE IO 3TUM BOIIPOCaM.

5.4.6. IIpoTOKOJ MOAMMCHIBAETCS MPEACEAATENIbCTBYIOIIMM Ha 3acelNaHuu U
cekperapeM. [laToii mporokona sBisercs nara 3acemaHus. Ocoboe MHeHUe,
BBICKa3aHHOE€  Y4YaCTHUKaMH,  3alUCBIBae€TCs B IPOTOKOJIE  IOCTE
COOTBETCTBYIOLLIET0 pelleHHus. IIpOTOKONBI PErucTpUpPYIOTCS MOPSAKOBBIMU
HOMepaMH B TMpefenax KajleHaapHoro rona. IIpoTtokonsl  odopmisioT
cTpykTypHble mnoapaszzaeneHus POK Owmckoii oOmactd, OTBETCTBEHHBbIE 3a
IIPOBEJICHUE 3aCEJaHUM.

5.4.7. B otmenbHbIX Ciiy4asx mpoTokos crpoutcs no cxeme: CJIIYIIIAJINA,
BBICTYIINJIN, IIOCTAHOBWJIA (PELINJIN).

5.5. Uuctpykums

5.5.1. HHcTpykuuss - [OOKyMEHT, B KOTOpPOM M3JIararoTcsi IpaBuia,
perynupyoounye crenvainbible cTopoHbl aestensHOcTd POK Owmckoil obnactu.
TexcT MHCTPYKIIMHM COCTOMT U3 Pa3felioB, BHYTPU KOTOPBIX NETUTCS Ha IMYHKTHI H
HOJMYHKTBI.

5.5.2. MHCTpyKuMs YTBEp)KIAeTCs HW3JaHUEM pacHopsDKeHHUs, Tpukaza o0
YTBEPXKICHUU HHCTPYKLUU WU NpOCTaBIeHHEeM Ipuda yTBEpKICHHUS.
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5.6. Tenedonorpamma (daxcorpamma)

5.6.1. Tenedororpammsl (hakcorpaMMbl) IPUMEHUMBI B IpeJieNiax JelCTBHs
MecTHOM Tene(oHHOM cBs3u. TekcT TenedoHOrpaMMBI IIepeaeTcs 1o TelepoHy
IlyTeM ee AWKTOBKH U 3aIlCH, TeKCT He JJoJKeH NpeBbiaTh 30 ciioB (8 meyaTHbIx
CTPOK), HE VYIOTPEONATh TPyTHOMPOM3HOCHMBIX CIJIOB, CIOBOCOYETAHHH |
CII0XHBIX PeYEBBIX 00OPOTOB, IepeiaBaTh TOJIBKO CPOUHyI0 HHpopMaluo. Bpemst
npremMa ¥ OTHPaBKH Telle()OHOrpaMMBbI JIOIDKHO YYUTHIBaThCs. TenedoHorpamma,
moJuIealas mepegade, IredyaTaeTcs B OJHOM DK3EMIUIIpPE M IIOAIHMCHIBAETCS
pykoBoauTeIAMA KOMHCCHH MITH €ro CTPYKTYPHBIX NOAPA3AeNeHUH, 0opopMiIeHHe
U ydeT (QUKCHUpyeTCs B OT/ACNBHOM JKypHaje Ha OyMa)KHOM HOCHUTEJE
(mpunoxenue Ne 8). _

5.6.2. MakcorpaMMbl 00BEMOM TepeiaBaeMoOro Marepuana (TeKCTa, CXEMBI,
rpaduuecKoro M300pakeHus), BHINOJHEHHOro Ha mucueil OGymare dopmara A4
(210x297) yepHBIM IIBETOM, HE JOJDKHBI IPEBBILIATH 5 JIUCTOB;

- OTBETCTBEHHOCTh 3a COJep)KaHue nepeaaBaeMoin HHbOpMaIIH
BO3jJIaraeTcs Ha MCIOJHUTENS, IOATOTOBUBIIETO Marepuan K Iepenade, H
PYKOBOIHTEJIS COOTBETCTBYIOILEIO IIOAPA3ACICHHS;

5.6.3. B tenedonorpamme (pakcorpamme), Kpome ajgpecara, JaTbl ¥ HOMEpa,
YKa3BIBAIOTCS TOJDKHOCTh M (haMUJIHS JIMIA, MOJIUCABIIEro TeiedoHorpammy, a
TaKXKe bamMuwirn U HOMepa Tele()OHOB COTPYJHHUKOB, IIEPENABIIETO U
IIPUHSIBIIETO TeneOoHOrpaMMy. [Tpu MOJTyYeHU U TesedoHOrpamMma
(akcorpamma) HeMeIUIGHHO Iiepefaercsi pPYKOBOACTBY [Uld O3HAKOMIIEHHS.
Bxopsimue u UCXOJSIIHE TesiepOHOrpaMMBI PETUCTPUPYIOTCS
JeJIOTIPOU3BOIUTENIEM B )KypHaJle B Ipejesax KaJeHAapHOro roja, UCIOIHEHHEIE
GopMHpPYIOTCS W TIOAJEXAT XpaHeHuro (mpuioxeHue Ne 9),  IOMIMHHUKHA
JIOKYMEHTOB TIOCJIe Iepenayd HHGOpMalMM BO3BPAIAIOTCS B KaHIEISAPHUIO C
OTMETKOM O J1aTe U BpeMEHH OTIIPaBKH.

5.6.4. KonTpons 3a wmcmonb3oBaHueM  (aKkCUMUIBHOM — TEXHUKH,
YCTAQHOBJIEHHONH B CTPYKTypHBIX monpazneneHuit POK Owmckoil  obnacty,
OCYIIECTBIISIETCS PYKOBOJIUTEIISIMHU 3THX MOApa3IeIeHUN

5.7. BHyTpeHHHE JOKYMEHTHI

5.7.1. BHyTpeHHHE TOKYMEHTHI: ClyKeOHble, TOKJIaHbIE 3alMCKH, CIIPaBKH,
3asMBJIEHHss M JOp. O(QOpPMIISIIOTCS Ha 4YHCTOM JmcTe Oymaru (6e3 OnaHka),
PETUCTPUPYIOTCSI B JJIGKTPOHHOM  Buze. J[OKyMeHTHI, mpecTaBlIeHHbIE
pykoBoactBy POK Owmckoil 0051acTH, perucTpuUpyrOTCs OTBETCTBEHHBIM 3a
JeJIONPOU3BOJICTBO B dJIeKTpOHHOM BHjIe (priioskerue Ne 10).

5.7.2. JloxiaaHas 3anucKa npeacTaBiseT cOO0N TOKYMEHT HH(pOpPMAaIMOHHO-
CIPaBOYHOTO Xapakrepa. AJpeCOBaHHBINM BBHIIECTOSIIEMY JIODKHOCTHOMY JIMILY H
COJIEpPIKaIMN M3JI0KEHHE KaKoro-iubo BOMpoca ¢ BHIBOAAMHU U IMPEIJIOKEHUSIMU
aBTopa okyMeHTa. ColepUT peKBU3UTHL: BUJ JOKYMEHTa, AaTta. ApecaT, TeKCT,
MOJIUCH aBTOpA.

5.8. AKT — JOKYMEHT, COCTaBJICHHBIM HECKOJbKUMH JIUIIAaMH |
NOJTBEPKIAIOIINI yCTaHOBIEHHBIN (DakT, coObITHE, NeiicTBHE. TeKCT akTa MOXeT
COCTOSATDH U3 TPEX YacTel: BBEIEHWE, KOHCTATUPYIOIIas YaCTh U BBIBOJIBI.
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5.8.1. Bo BBeneHMHM YKa3bIBa€TCsi OCHOBAHHE COCTABJICHMS aKTa W JIHUIA,
cocrapisgiome axkT. HauwmHaercsi ciioBoM «OCHOBaHHUE», IIOC/IE KOTOPOIO
yKa3pIBaeTCs HAUMEHOBAHUE PACHOPSIMTENBHOIO NOKyMEHTa B MMEHHUTEIbHOM
najexe, ero aara, HOMep, 3arojloBOK U (paMIIINKN COCTaBUTEIIEH aKTa.

5.8.2. B koHcrartupyromieil 4acTH H3JaraloTcs LeIH, 3aJadyd U CYIIHOCTb
paboThl, pe3yIbTaThl.

5.8.3. B 3aKkiIO4YUTENBHOW YAaCTH COJAEPIKATCS BHIBOJABI, PEKOMEHIALMH WIIH
koHcraraius (aktoB. Comepxkarcs peKBU3UTHI: HAUMEHOBAaHUE CTPYKTYpPHOIO
HoJipa3/ieJieHus, BUJl JIOKyMEHTa, JlaTa U MeCTO COCTaBJIEHHs, TEKCT, ITOMIIHUCH,
neyats (mpuioxerue Ne 5).

5.9. JIOBEpEHHOCTS.

5.9.1. Odopmisiercss Ha OlaHKe OpraHU3allMKA U NOATBEPXKIAET IOJTHOMOYHS
mepes, TPETPUMH JIMI]aMH Ha COBEpIIEHHE CHEJIOK, IIOIy4YeHHE TOBapHO-
MaTepHabHBIX [IEHHOCTEH WM JApPYrux JeicTBUii OoT uMeHH mpencenarens POK
Owmckoii obmacTu.

59.2. Buag pokymenta «JOBEPEHHOCTDL» neuaraercss NpONUCHBIMU
OykBaMH, BBIpaBHHUBaeTCs II0 TEKCTy M OTAensercs 2-3 MEXCTPOYHEIMU
HHTEpBAJIaMH OT TEKCTa JOBEpeHHOCTH. J[OBepeHHOCTh OGOpMIsieTCs B JBYX
sk3eMIuIIpax. OpuruHai BeIAaeTCs JIUIy, YKa3aHHOMY B IOBEPEHHOCTH B Ka4eCTBE
NpeACTaBUTeNsl, BTOPOH — XpPaHUTCS B KaHLENSPHH, I/le PErMCTPUPYIOTCS, UMes
€IMHYI0 BAJIOBYIO HyMEpallMi0 B pamKax Kaxzaoro rojaa. ComepXUT peKBU3HTHIL:
HAaUMEHOBaHHE JOJ/DKHOCTH JOBEPEHHOIO JIAIA, OpraHu3alus, B KOTOPOM
NPOM3BOJATCS IEHCTBHUS IO JOBEPEHHOCTH, BHJ JAEHCTBUS, oOpasell MOANKCU
nvna. [Tomy4yuBIiero JOBEPEeHHOCTH, 3aBepeHUe MOANUCH (IpH HEOOXOAUMOCTH),
CPOK JeHCTBUS JOBEPEHHOCTH.

5.10. Ilucema.

5.10.1. IIucpMa MOTYT rOTOBHTHCS:

- Kak OTBETHI O BBINOJHEHHUH mopydyeHuid ['ybepHatopa OMckoit obiactu U ero
3aMeCTHUTEINEH;

- KaK OTBETHI Ha 0OpaleHusl rpaXaaH;

- KaK OTBETHI Ha 3aIllpOChl OpraHU3alui;

- KaK COMPOBOUTEBHBIE MMICHMA.

5.10.2. 3aronoBok K JOKyMeHTaM, 0opOopMJIEHHBIM Ha OJaHKaX C MPOJ0JILHBIM
PacooXKeHUEM PEKBU3UTOB, BBIPABHUBAETCS 110 LIEHTPY.

TexkcT oTAenseTcs: OT 3arojoBKa 2-3 MEXCTPOYHBIM OJJUHAPHBIM HHTEPBAJIOM.
U neuaraetcs mpudTom pazmepoM Ne 14 gepesl,0 uHTepBana OT JIeBOM I'PaHHUIIBI
TEKCTOBOTI'O I10JIsI, BRBIPABHUBAETCS 110 JIEBOM U IPaBOM rpaHUIlaM TEKCTOBOT'O IIOJIS.
[lepBast cTpoka ab3ama HayMHaeTcs Ha PacCTOSHUM 1,25 CM OT JIeBOH TpaHMIIBI
TEKCTOBOT'O ITOJISL.

5.10.3. He pomyckaeTrcss WHCHONIB30BaHHE OOOPOTHOW CTOPOHBI JIUCTA
(mpunoxxenue Ne 4). He nomyckaercss mepeHoc 1-2 CTpPOK TeKCTa IIHMCbMa C
IIOANIMCHIO PYKOBOAMTENS Ha BTOpPOM yiHcT. BTopoit W mocnemyromue JHUCTHI C
TEKCTOM IIMChMa HYMEPYIOTCHI.




20

5.10.4. TIucema odopMIISIOTCS M HampaBisitoTes Ha peructpanuto B COJ0
(Bu3bl, (coryiacoBaHHWE) OCYILECTBISIOTCS B AJIEKTPOHHOM BHIE U Ha OyMaskHOM
HOCHTeJIe IPUKPETUISIOTCSA K JOKYMEHTY ).

5.10.5. Cpoku OTBETHBIX ITUCEM YCTAaHABIMBAIOTCS PE3OJIIOLUEN U JOJKHBI
COOTBETCTBOBATh MMOPYUCHUSIM, COJIEPIKAIINXCS B HUX.

OdopmiieHne u peKBH3HUTHI IHceM cM.B 1.3.1.2.6 — 3.1.2.9.

5.11. Pa6ota c obpalieH|sIMH rpa)KiaH.

5.11.1. Tlopsimox pabGoTel ¢ oOOpalleHusMH TpaxAaH YyCTaHABIHMBAETCS
(enepanbHEIM M OOJACTHBIM 3aKOHOJATENbCTBOM. PaccMoTpeHue oOpalleHui
IOPHIUYECKUX JIUI] OCYIIECTBISIETCS B 00IIEM MTOpsAKE UCIIOTHEHUS JJOKYMEHTOB B
COOTBeTCTBHH ¢ MHCTpyKIHel 1o aenonpou3BoacTBy B POK Omckoit obnactu.

5.11.2. OGpamenuss rpaxuaaH peructpupyiorcs u opopmisitoress B COJ10.
OOparieHus rpaXKaaH UMEIOT BUJIbI TOCTYIUICHHUMN:

- IIOYTOBBIM, HAPOYHEIM, dJIeKTpoHHas mouTa (caiit POK Owmckoii o6nactn),
KyphepcKas modta (oOpalleHus, MOCTYNUBIINE U3 YIIpaBlIeHHUs M0 OOpalleHus M
rpaxnan IlpaButensctBa Owmckoit ob6nactu, I, tenedon nosepus). Ilpwu
BCKPBITUH KOHBEPTOB C OOpallleHUSMHM Tpak[JaH IIPOBEpSETCS Halu4due BCEX
BJIOXKEHH, KOHBEPTHI 00S3aTENIbHO COXPAHSIIOTCS, TaK KaK IITaMIl I0YTOBOIO
OTJICJICHHS SIBJISIETCS JIOKa3aTeIbCTBOM JaThl NOJNy4YEeHHs JOKYMEHTa, a aJpec
aBTOpa OOpallleH:s YacTo ObIBAaeT HAIlMCaH JIMILIb HAa KOHBEPTE.

5.11.3. Obpaiienus rpaxaaH Mocjie perucTpalyy IepeaaroTcs IpeaceaaTellto
POK Owmckoii o06nacTd M paccMaTpUBAIOTCS B COOTBETCTBUU C PE30JIIOLUEHN
npeacenatenss POK  Owmckoit obnactu B HOpsAKe, YCTaHOBIEHHOM
3aKOHOJIaTeNIbcTBOM Poccutickoi Penepanum.

5.11.4. Ecnu nmuceMeHHOE oOpallleHHe I'pa)XJIaHWHa COJEP)KUT BOIIPOCHI, HE
otHocsammecs K kommereHmu POK Owmckoil o6mactd, TO OHO MO MOPYYEHHIO
npencenatesnss POK Owmckoili obnacté HampaBisieTcss B OpraHM3allyio, K
KOMITIETEHITUH KOTOPOH OTHOCHUTCS pellleHHe MOCTaBJIEHHBIX B MHUChME BOIPOCOB.
B conmpoBoauTeIFHOM MHCBME 00s3aTeNIbHO OrOBapUBAETCS MOPSAOK IEPECHUIKH
OTBEeTa aBTOPY IHUCHbMa, a mpHu Heobxommmoctd — U B POK Omckoii obnactu. B
clly4ae MepechbUIKH M0 Ha3HAYeHWIO WJIM BO3BpaTa oOpalleHusl 3asBUTENIO CPOK
UCTIOJTHeHUS cOoCTaBisieT He Oosee msatu aHed. Cpok moArotoBku otBera 30 mAHEH.

5.11.5. Ecnm HeoOXoguMoO yBEJIWYUTh CPOK HCIIOJIHEHUS oOOpalieHus
rpaxkJaHuHa, TO HUCIIOJHUTENh JOJDKEH HAIMpPaBHTh CIY)XEOHYIO 3aIUCKy Ha HMS
npencenatenss Komuccuu ¢ oObsicHeHHEM, MO KaKOW NMPUYHHE HEBO3MOXHO JaTh
OTBET B YCTAHOBJIEHHBIN CpOK. MakcuMaiibHOE mpojjieHue cpoka cocrasiser 30
IHel (B UCKIIOYUTENIbHOM Clydyae MOJKET IpOJIeBaThCs Ha OOJBIINM CPOK IT0
cornacoBaHuio ¢ npeacenarenem POK Omckoii o61acTh).

5.11.6. OG6parmeHusi, Ha KOTOpbIe NAIOTCS IPOMEXYTOYHBIE OTBETHI, C
KOHTPOJISI HE CHUMAIOTCS.

5.11.7. Ob6paieHnus, GeccMBICIIEHHbIE II0 COJIEPXKAHMIO, HE COIepIKallue
npockd, a Takxke oOpallleHHs, B KOTOPBIX MPUMEHSIETCS He(QopMalbHas JIEKCHKA,
MoryT ObITh cnucansl «B memo» mpencematenem POK Owmckoil obnactu.
OOpamienust rpakaaH, B KOTOPBIX HE YKa3aHbl WM Hepa30OpYMBO HANKCAHBI
(haMunus, NaHHBIE O MECTE J>KHTENbCTBE 3asBHUTENs, HET JMYHOM IIOAMNUCH
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3asiBUTENISI, MOTYT OBITh NMpPHU3HAHBI AHOHUMHBIMH M TaKXe CIHCaHbl «B memo»
npeacenareinem POK Omckoit o6actH.

5.12. IIpuem rpaxuas.

5.12.1. Ilpuem rpaxiaH 0O JUYHBIM BOMNPOCAM  OCYIIECTBISETCS
npexncenarenem POK Omckoii o6acté U ero 3aMecTUTEISIME. 3alliCh Ha IPUEM K
Ipe/cenaTelnto BeIeTCsl CeKpeTapeM MPUEeMHOM.

5.12.2. Tlpencenatens POK OMckoii o6acT OCylIecTBISIET TUYHBIA MTpUEM:
2-1 m 4-it dyerBepr Kaxmoro wmecsama ¢ 15 mo 17 wdwac., 3aMecTUTENH,
COOTBETCTBEHHO, 1-i U 3-i BTOpHUK Kax10ro Mecsina ¢ 15 no 17 gac.

Pa3zgen 6. OCOBEHHOCTHU PABOTHBI C JIEKTPOHHBIMU
JOKYMEHTAMMA

6.1. B POK OmMckoit 061acTH cO31al0TCS ¥ UCTIOIB3YIOTCS:

- DJIEKTPOHHBIE JIOKYMEHTBI, CO3/laBaeMble 0e3 IpeJBapUTEIHHOIO
JIOKyMEHTHpPOBaHUS Ha OyMa>kHOM HOCHUTEIIE;

(ab3ar; BBenieH YkazoM I'ybepuaropa Omckoii o6macte oT 06.09.2012 Ne 90).

- DJJIEKTpOHHBbIEe 00pa3bl JOKYMEHTOB, IIOJy4YeHHBbIE B pe3yJbTare
CKaHMpOBaHUs JOKYMEeHTOB U xpansmmecs B COJ10.

(ab3ar; BBesieH YkazoM I'ybepraTopa Omckoii obmactu ot 06.09.2012 Ne 90).

6.1.1. DnexTpoHHBIA JOKYMEHT IOJDKeH OBITh OGOpMIIEH IO IIpaBHIIaM
JIeJIONPOU3BOACTBA U HMETh PEKBU3UTHI, YCTAHOBJICHHBIE I aHaJOTHYHOTO
JIOKyMeHTa Ha OymaxHoM Hocutene. [lpweM © OTHpaBKa 3IEKTPOHHBIX
JOKYMEHTOB OCYILECTBIISIOTCS CIIy>K00 eIonpoOnu3BOICTRA.

6.1.2. Ilpu mepemaye 31E€KTPOHHBIX HOKYMEHTOB B JPYTHE€ OpraHbl BIacTH
JOKYMEHTEI 3aBEPSIOTCS JIEKTPOHHON MOJNKCHIO B COOTBETCTBHH C (pe/iepabHBIM
3akoHOM 0T 6 anpens 2011 r. Ne 63-03 «O06 351eKTpOHHOM MTOAITHCHY.

6.1.3. BxiroyeHue >1eKTpOHHOro obpasza nokymeHTa B cuctemy COJIO
BO3MOXKHO IIOCJIE €r0  IOATBEPXKIEHUS (MOATBEPKACHHS  COOTBETCTBHS
BIEKTPOHHOro o0pa3a JOKyMeHTa IIO[UIMHHUKY JOKyMeHTa). [loaTBepikueHue
COOTBETCTBHSI 3JIEKTPOHHOr0 0o0pa3a MOMIUHHUKY JOKYMEHTa OCYILECTBIISETCS C
IIOMOIIBIO DJIEKTPOHHOM IOANUCH pabOTHHKA CIIy>KOBI 1EJIOIPOM3BOJCTBA,
BBIIOJIHSIOIIETO JaHHYIO MPOIeAypYy.

6.1.4. Ilpm 1moONyYyeHUH OJEKTPOHHBIX JOKYMEHTOB, II0OIIMCAHHBIX
BJICKTPOHHOW IMOJIHKCEIO, CIIy:X0a eJONpOU3BOJCTBA OCYILIECTBISET IPOBEPKY
IIOJJIMHHOCTH JJIEKTPOHHOM TOJITUCH.

6.1.5. Ilpm mnepenade NOCTYNHMBIIMX OJJEKTPOHHBIX JIOKYMEHTOB Ha
pacCMOTpeHHe pPYKOBOAMTENS, HANpaBIeHUU SJICKTPOHHBIX IOKYMEHTOB B
CTPYKTYpHBIC IOApa3A€€HUs] U OTBETCTBEHHBIM HCIIOJHUTENSM, OTIPaBKE M
XpaHEHUH JEKTPOHHBIX JOKYMEHTOB Iepe/laloTcs (HaIPaBIISIOTCS, XPAHATCSA) UX
pEerucTpalliOHHbIE JaHHEIE.

6.1.6. JloxymeHTHI, co3naBaemMble Wiy nocrynusmue B POK Omckoit o6mactu
Ha OymaxxHOM Hocutele, Bkmodarorces B COJI0 mociie cKaHMpOBaHUS U CO3NaHUS
OJIEKTPOHHBIX ~ 00pa3oB  JOKYMEHTOB. BrioueHue 3yeKTpoHHOro o6pasa
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JOKYMEHTa B CHCTEMY 3JIEKTPOHHOTO JOKYMEHTOOOOpOTa BO3MOXHO IIOCIE €ro
CpaBHEHUS C MOJUIMHHUKOM JOKYMEHTA.

6.1.7. llocne oOTOpaBKM D3JIEKTPOHHOIO JOKYMEHTA, 3aBEPLUECHHOIO
AJIEKTPOHHON TMOJAMUCHIO YIOJIHOMOYEHHOTO JIOJDKHOCTHOIO JIMIA, JOCBUIKH
aJzipecaTy ero KOmud Ha OyMaXHOM HOCHUTese, KaKk IpaBUiIo, He Tpedyercs, 3a
UCKJTFOYEHWEM OTBETOB Ha  oOpalleHus TIpaxiaaH, I[OCTYNHBIIUX IIO
UHOOPMAIIMOHHO-TeIEKOMMYHHKAIIMOHHBIM ~ KaHajlaM, Ha  KOTOpble B
cootBeTcTBUM ¢ DenepanbHbIM 3aKk0oHOM 0T 2 Masi 2006 r. Ne 59-@3 «O nopsuke
paccMOTpeHus: oOparneHuid rpaxiaad B P®» 3asBuTento maercs NUCBMEHHBIN
OTBET, HaIPaBJIsAeMbIX 110 IOYTOBOMY a/Ipecy, yKa3aHHOMY B OOpaIlleHUH.

6.1.8. Enununeil yyera 5I€KTPOHHOIO JOKyMEHTa SIBJISIETCS 3JIEKTPOHHBIN
JIOKYMEHT, 3apeructpupoBanuslii B CI/10.

6.1.9. DnexkTpoHHbIE JOKYMEHTHl (OPMHUPYIOTCSI B OTHOLIEHUH Jell,
COCTaBJIEHHBIX U3 JOKYMEHTOB Ha OyMa)KHOM HOCHTEIIE.

[Ipn cocTaBieHMM HOMEHKJIATyphl Niel yKa3blBaeTcs, 4YTO JeJ0 BeJeTCsS B
aJeKTpoHHOM BuJie (mpuioxenue Ne 20 «IlepeueHb JOKYMEHTOB B 3JIEKTPOHHOM
BUJIe, oOpazyronuxcs B POK OMckoii obnactuy).

6.1.10. DnexkTpoHHBIE MOOKYMEHTHI IIOCJI€ WX HCIIOJIHEHHS IOJIeXaT
XpaHEHHUIO B YCTAaHOBJICHHOM IOpSAJKE B TEYEHHE CPOKOB, IIPEAYCMOTPEHHBIX IS
aHAJIOTHYHBIX JOKYMEHTOB Ha OyMa)KHOM HOCHUTEIIE.

6.1.11. Cpoku XpaHeHHsI JIEKTPOHHBIX JOKYMEHTOB COOTBETCTBYIOT CpPOKaM
XpaHEeHUs JOKYMEHTOB, YCTAHOBJIEHHBIM 3aKOHOJATEIbCTBOM M  HHBIMH
HOPMATHBHBIMU IIPaBOBBIMU aKTaMH, TUMOBEIMU WJIA  BEJOMCTBEHHBIMH
NIEPEYHSIMU JJIs1 aHAJIOTUYHBIX JOKYMEHTOB Ha OyMa)KHOM HOCHTEIe.

6.1.12. Mecto xpaHeHHs 3JIEKTPOHHBIX JIOKYMEHTOB JI0 UX Ilepellayd B
apxuB, BUJ HOCHUTeNeH, Ha KOTOPBIX OHHM XpaHATCHA, a Takke Qopmarhl HX
IIOCTOSIHHOIO M JUIMTEIBHOIO CpPOKOB XPaHEHUS OMNpPENeNsIoTCS € y4eTOM
(GYHKIUOHUPYIOUIMX IPOrPAaMMHO-TEXHUYECKHX CPEICTB M HOPMATHUBHBEIX H
METOJIUYECKUX JOKYMEHTOB.

6.1.13. DxcneptHu3a [EHHOCTH 3JEKTPOHHBIX JOKYMEHTOB OCYIIECTBIISIETCS B
obIeM mopsiiKe, YCTAaHOBIEHHOM B OTHOIIEHWH IOKYMEHTOB Ha OyMaXXHOM
Hocurtene. Ilocne ucTeueHus cpoka, yCTaHOBIEHHOTO JJIsl XPaHEHUS 3JIEKTPOHHBIX
nen (SIeKTPOHHBIX IOKYMEHTOB), Ha OCHOBaHHH aKTa O BEIJIEJEHHH WX K
YHUUYTOXXEHHUIO, YTBEPXKAAEMOI0 PyKOBOJIUTENEM, YKa3aHHbIC 3JICKTPOHHEIE Jelia
(31eKTpOHHBIE JOKYMEHTBI) MOJIEKAT YHUYTOKEHHUIO.

6.1.14. IlocrynmuBmvie W3 CTPYKTypHBIX TIOJpa3/ieJIeHHd B apXuB
3JIEKTPOHHEIE JOKYMEHTBI IIEPEAAIOTCS 110 ONMUCAM C O()OpMIIEHHEM aKTa IpHeMa-
nepefiady 3JIEKTPOHHBIX IOKyMEHTOB Ha apXWBHOE XpaHEHHE.

6.2. OcobeHHOCTH PabOTHI ¢ IOKYMEHTaMH, COAEPKAIMUMH CIYKEOHYIO

MH(OPMAIIMIO OTPaHMYEHHOT0 pacpocTpanenus ¢ rpudom «JICIT»

6.2.1. K ciuyxebHoli HHpOpPMaLUU OrpaHUYEHHOTO PACIPOCTPAHEHHS C
rpudom "Jlns ciykeOHOro mosb30BaHUA" OTHOCHTCSI HECEKpPETHas MH(pOpMaIs,
OrpaHHYeHMs Ha  pacIpoCTpaHEHHWE  KOTOPOH  JHMKTYIOTCS  CIyXeOHOi
HEOO0XOJUMOCTEIO.
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6.2.2. Ha nokymeHtrax (B ciy4yae HEOOXOAMMOCTH WM Ha HMX IPOEKTax),
CoJiepXKalllUX CIy>KeOHy0 UH(POpMali0 OrpaHUYEHHOTO pPacCIpOCTPaHEHUS,
npoctasisiercs rpud «Jns ciryxxebHoro mons3oBanus» (JCIT).

6.2.3. HeoGxoauMoCTh MpOCTaBlIeHHUS Ha JOKYMEHTaxX H H3IaHHAX rpuda
«/Insg ciy»xeOHOro Mnosb30BaHUs» ONpEAeNseTcs] PyKOBOAUTEISIMU CTPYKTYPHBIX
noapasieneHuii, a  Takke  pykoBoactBoMm POK  Omckoit  obnacty,
NOJMUCHIBAIOIIAMHY WK YTBEPKTAIOIIUMHU JOKYMEHT.

6.2.4. Yka3zaHHbple Ipud U HOMEp SK3EMIUSIpa MPOCTABISIFOTCS B IPABOM
BEPXHEM YIJIy [EpBOM CTpaHHULBI JOKYMEHTa, Ha OOJIO)KKE U TUTYJHHOM JIHCTE
U3JIaHUs, a TaKXKe Ha IIepBOM CTpPaHUIE COMPOBOAUTEIBHOTO MHChMa K 3THM
JNOKYMEHTAaM. :

6.2.5. Peructpanus nokyMeHToB ¢ rpudom « st cirykeOGHOro MmoIb30BaHUsD)
OCYLIECTBJISIETCS. OTHEIBHO OT HECEKPETHON JOKYMEHTAIIMH W YYHUTHIBAETCS TIO
KOJIMYECTBY JIMCTOB, a H3JaHHUS — KaXIbIA 5K3eMIUIIp B OTIENBHOCTH. [lpm
HE3HAUMUTEJIbHOM O00OBeMe TaKuX JOKYMEHTOB paspeliaercs BeCTH HX Y4eT
COBMECTHO C JPYTMMHU HECEKPETHBIMU JOKYMEHTaMH.

6.2.6. Ilepecpuika TOKyMEHTOB U U3aHui « s CTy’KeGHOro MMOJIB30BAHUA» B
Jpyrue OpraHM3alldyd IPOU3BOAUTCA 3aKa3HBIMU MM IIEHHBIMH ITIOYTOBBEIMHU
otmpasieHusMU. Ha KoHBepTe yKa3pIBalOTCS ajipeca 1 HaUMEHOBaHHUS ITOJTyJaTels
U OTIpaBHUTENsA, HOMEpa BIOXEHHBIX JIOKYMEHTOB C J00aBIEHHEM OTMETKH
«JICI».

6.2.7. Ha xoHBepTe OTHOpaBIseMbIX JOKYMEHTOB M wu3maHuii «J{ns
CIIy>)K€OHOTO IIOJB30BaHMS» 3alpelaeTcs YyKa3bplBaTh (AMUIMM, IOJDKHOCTH
PYKOBOJWTENIE M COTPYAHHKOB, a TakXe HalMEHOBaHHS CTPYKTYPHBIX
[I0/Ipa3/IeICHU M.

6.2.8. JloxymenTtsl ¢ rpudom «Jlus ciy’)keGHOro IOJIB30BaHUS» IOCIE
UCTIOJIHEHHSI TPYNIMPYIOTCS B Jiela OTAECIBHO OT JpPYyrol HECEKpETHOM
JOKYMEHTAIIMH B COOTBETCTBHH C HOMEHKJIATYPOM e,

6.2.9. JIoKyMeHTBI, UMEIOLIHe CPOK XpaHEHHUS IOCTOSHHBIM WM 75 neT mo
UCTEYEHUH Tofa HOJDKHBI BBIBOAMUTHECS Ha nedaTb. DOpMHPYIOTCS M XpaHSATCS
TaKHe JOKYMEHTBI TAKXKE KaK BCE apXUBHBIE IOKYMEHTHI

6.2.10. OTobpaHHBIE 3KCIIEPTHOW KOMHCCHEH TOKYMEHTHI ¢ rpudom «Jlis
CIy>)X€OHOTO IOJBb30BAHUS» C HCTEKIIUMH CPOKAMHU XpaHeHHUs 0(pOpMIISIOTCS Ha
YHHYTOXKEHHE  aKTOM. JIOKyMEHTBl YHUUYTOXAIOTCSA IIyTEM H3MEIBYEHHS 0
CTEINEHH, HCKIIFOYAIOILEH BO3MOXHOCTh IPOUYTEHHS TEKCTA.

Pasnen 7. IPUEM, PETUCTPALIUSI U HATIPABJIEHUE TOKYMEHTOB

7.1. IlpueM TOKYMEHTOB.

7.1.1. Bea xoppecnonpenius, nocrynawpomas B POK Owmckoli obmacti,
IIPUHUMAETCSI OTBETCTBEHHBIM 3a JEJIONPOU3BOJICTBO HJIH JIMLIOM, 3aMELIA0IIM
ero.

HocraBka nokymeHnToB B POK Owmckoil 06nacTd ocyLiecTBiseTcs, Kak
TIIPaBUJIO, CPEICTBAMHU ITOYTOBOM, (eIbABETEPCKOM, JIEKTPOHHOMU, 3JIEKTPHYECKOM
U CIIeLIMAJIBHOM CBA3SAMH.
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7.1.2. C nomomnipio nmoutoBoit cBsizu B POK Omckoit obaactu gocTaBiseTcs
MUChMEHHAass KOPPECIIOHIEHIIUs B BHIIE NMPOCTBHIX W 3aKa3HbIX ITHUCEM, a TaKxke
nevyaTHble W3JaHus. B 3JIeKTpOHHOM BHJIE IMOCTYNAlOT MHChMa OT JAPYTUX
OpraHu3allui, IpaBUTEIBCTBEHHAS I10YTa, OOpallleHUs rpaxaad u T.1. [1o kaHanam
9JIEKTPOHHON M JJIEKTPUYECKOW CBS3H IMOCTYIAIOT: TelerpamMMbl, (hakcorpammel,
TenedOoHOrpaMMBbl, 3JIEKTPOHHBIE JOKYMEHTHI, o0paiieHus rpaxaad c¢ caiita POK
Omckoilt 001acTé U MPOEKTHI BXOAAIIMX W UCXOMAUIMX JOKYMEHTOB. MIHTEpHeT-
o4Ta M MNPOEKThl BXOMAIIUX M cXomsimux JokymeHToB u3 COJIO opraHos
roCyJJapCTBEHHOH BJIACTH U APYTUX OpraHU3aIHi.

7.13. Ilpm npuemMe KOpPpPECNOHAEHUUU MPOBEPSIETCS IPaBUIBHOCTH
HaIlMCaHMUs ajpecaTa U IEJIOCTHOCTh KOHBEPTOB U ymakoBKU. KOHBEpTHI mocie
BCKDBITHSI M TIPOBEPKH COXPAHSIOTCS M XpPaHATCS BMECTE C JIOKyMEHTOM
(apOuTpaxKHBIN CyJ: KacCallMOHHbIE W amleUISIIMOHHBIE JXKajloObl, ONpeeeHus,
3asBJIICHUS], MCKH; MNPEJCTaBICHUS U3 MPOKypaTyphl). OMUOOYHO ITOCTaBJIEHHAS
KOPPECIIOHACHIINS IepechUlaeTCsl M0 MPUHAIJIKHOCTH MM BO3BpaIaeTcs
OTIIPABUTEJIIO.

7.1.4. Ilpu oOHapy>XeHUU TOBPEXKIEHUN KOHBEPTOB (YIaKOBKH), HEAOCTAYH
JIOKYMEHTOB JIM0O IPWJIOXKEHUH K HUM, HECOOTBETCTBHS HOMepa, YKa3aHHOTO Ha
KOHBEpPTE, HOMEPY BIIOXKEHHOT'O IOKyMEHTa, OTCYTCTBHUS IMOJAINUCH Ha JOKYMEHTE
WM KaKUX-TMOO HETOYHOCTEH COCTaBISIETCSl aKT B ABYX OK3eMILIAPaxX, OIMH M3
KOTOPBIX OCTaeTCsl y OTBETCTBEHHOIO 3a [eJIONpPOU3BOJCTBO,  JAPYro -
OTCBUIAETCS C TOKYMEHTaMH OTIIPaBUTEIO.

7.1.5. He BckpeIBaloTCs M I€pefalOTCs IO HA3HAYEHUIO KOHBEPTHI C
HaAnMchlo "nmuyHO". 3ampemnaeTcss TepeaaBaTh TEKCT C IMoMeTKod  «J[ns
CITy>k€0HOT0 MOJIb30BAHUI

7.2. Peructpanust 1OKyMEHTOB

7.2.1. Peructpanusi NOKyMeHTOB IpousBogutcs KaHuespueidr B COJIO.
Hoxymentsl, mnoctynuBmue B POK Owmckoit o0macT, perucTpupyrorcs Hu
YUYUTBIBAIOTCS B IEHb UX NOCTyIUIeHUs. Ha Bcex peructpupyeMbIx JOKYMEHTax Ha
JHMIIEBOM CTOpDOHE IIEpBOrO JIUCTA B IPaBOM HIDKHEM YNy CTaBUTCS
PETUCTPAlMOHHBIN IITAaMII C yKa3aHHEM BXOSIIEro HoMepa M JaThl MOCTYILIEHHS
JOKYMEHTA, PErMCTPAllMOHHBIN IITaMI TaKk)XKe JOJDKEH COJEp)KaTh HAaHMEHOBAaHHUE
OpraHH3al1H.

7.2.2. JIOKyMEHTBI, 3aperuCTpUpPOBaHHbIE B KAHIEISAPUH, HE IIOAJIEXKAT
TIOBTOPHOM  pETUCTpalliM B  CTPYKTYpHBIX IoOJpa3feieHusx. JIOKyMeHTEI
PETUCTPUPYIOTCS OAMH pa3: B JEHb IIOCTYIUICHHS, CO3J]aBaeMble — B JICHb
TOJIIMCAHKS MJIM YTBEPXKJEHHs, JTUOO0 IIpU NOCTYIUICHHH B Hepabouee BpeMs — Ha
crenyrommi neHb. Bce nmokymentsl, moctynuBimme B POK Owmckoi o6iacTy,
pacnpenieNnsioTCss Ha pErucTpUpyeMble M Hepeructpupyembie.  IlepedeHs
JOKYMEHTOB, HE IIOJJIEXKAlUX PETUCTpaLuy, IpuBeaeH B npuioxenud Ne 19. Ha
HDOKyMeHTax ¢ moMeTko «CpouHo» u «Beckma cpodHO», a Takxke TellerpaMmax,
YKa3bIBa€TCs BPEMS UX MOCTYILICHHS.

7.2.3. JIoKyMeHTBI perucTpupyrorcs u yuuteiBarorcs B COJIO myTem
CO3MaHMsl 3JIEKTPOHHBIX 00pa3oB IOKYMEHTOB, KOTOPHIE JOJDKHBI HMMETh
CIeIyIOINe PEKBU3UTHI: BXOAAIMM HOMEp J[AOKYMEHTa, Jara IOCTYILICHMS,
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aZipecaHT, ajgpecaT, HOMEp U Jara IOCTYNHBIIEro IJOKYMEHTa, IOJIKHOCTE,
UHULUANBl U (GamMuius Juia, TOIIKMCABIIero JIOKyMEHT, 3arojioBOK, TEKCT
NOKYMEHTa, BHJ JOKYMEHTa, BHJ JOCTaBKH IOKYMEHTa, JIHI0, ITOCTAaBHBIIIEE
JIOKYMEHT Ha KOHTPOJIb, COJIEp)KaHue, YKa3aHUs 110 UCITOJTHEHHUIO JOKYMEHTA.

7.2.4. B nemsix y4era W IOHWCKa AOKYMEHTOB B CHCTEMax 3JICKTPOHHOI'O
JTOKyMEHT0000pOTa HeOOXOIUM MepedeHb 00A3aTeNIbHBIX CBEAEHHH, & HMEHHO:

- anpecaHT (OTIpaBUTENH COOOIIIEHHUS );

- anpecart (IogydaTesab COOOIICHHS );

- JOJDKHOCTb, MHHUIHAIIBI, (DaMUITHSI TOATMCABIIETO JOKYMEHT;

- BUJ JIOKYMEHTAa;

- laTa 1 HOMEp MOCTYIUICHUS JOKYMEHTAa,

- BXOJISIINI HOMEpP NOKyMEHTa;

- CCBhUIKa Ha UCXOJSAIIUN HOMED U JaTy JOKyMEHTa;

- HauMEeHOBaHHE JIOKyMEHTa;

- WHIEKC Jena;

- CBEJICHUS O Ilepeajipecalliii JOKYMEHTa,;

- KOJIMYECTBO JINICTOB OCHOBHOTO JIOKYMEHTA;

- KOJIMYECTBO IIPUIIOKEHU;

- yKa3aHUs 10 HCIIOJTHEHHIO JOKYMEHTa;

- JOJDKHOCTh, MHUIMAJBI U (aMUIIUS UCTIOTHUTEIS;

- OTMETKa 0 KOH(QUAECHIUAIBHOCTH (IIPH HEOOXOAUMOCTH).

7.2.5. BrirodeHue snekTpoHHOro obpasza jgokyMeHta B COJIO BO3MOXHO
TOJIBKO IIOCJIE €ro CpPaBHEHMS C IIOAJMHHUKOM IOKYMEHTa, T.€. JJIEKTPOHHBIE
JNOKyMeHThl, peructpupyrorcs B COJIO mocne monydyeHWS OpUTHMHANa Ha
OyMa)kHOM HocuTene. JJOKyMeHTBI, KOTOpBIE SIBJISIFOTCS 3alPOCOM HIIM OTBETOM,
CBA3BIBAIOTCS MeXy coboit B COJIO.

7.2.6. Ilocne wucnomHeHUs Bce 3aperuCTPUPOBAaHHBIE  JJOKYMEHTBI
CIHCBIBAIOTCS «B JIEJIO», O 4YeM JOoJDKHA ObITh 3aHeceHa 3amuchk B CDJIO
JEJIONPOU3BOIMTEINIEM C YKa3aHUEM HOMepa Jiesla 10 HOMEHKJIAType JIel, rjie OyaeT
XpaHUTHCS TOKYMEHT.

7.3. IlopsioK IPOXOKIAEHHS TOKYMEHTOB

7.3.1 JIoKyMeHTBI B 3aBUCIMOCTH OT HX aJipecara, BaKHOCTH II0CTABIEHHBIX
B HUX BONIPOCOB IepenaroTcsi Ha paccMmorpenue IIpencemaremo POK Omckoit
00JIaCTH, 3aMECTHTENIAM MM HENOCPEICTBEHHO PYKOBOAMUTENSAM CTPYKTYPHBIX
NOJIpa3/IeJIEHH B COOTBETCTBUHU C BOIPOCAMHM, OTHECEHHBIMHM K UX KOMIIETCHIIUY.
Ilepenaya nokymMeHTOB Ha paccMoTpeHue pykoBojactBy POK Owmckoii obnactu
OCYIIECTBIISIETCS B IEHb UX NOCTyIIeHHs. CpodHast KOpPEeCIOHAEHIIUS MIEPeIaeTCs
HEMeJICHHO.

7.3.2. Pe3ympTaThl pacCMOTPEHHS [JOKYMEHTOB, HAIpaBISE€MbIX OT
pykxoBoacTBa POK Omckoii 0651acTH Ha HCIONHEHHE, OTPaXKAIOTCA B PE30JOLHAX
PYKOBOJCTBAa, B KOTOPBIX YKa3bIBalOTCS HCIIOJHUTENh WM HCIIOJHHUTENH,
Colep)KaHUE ITTOPYYEHHsl, CPOK HCIIONHEHHMS, CTaBSITCS NOAINCH U Jara, a IpH
HeOOXOMMOCTH - yKa3aHHe "KOHTPOJB" 3a MCIIOJNHEHHEM NOKyMeHTa. B ciydae
yKa3aHHsi B PpE30JIOLMH HECKOJBKMX JIMI] KOOPIAMHAIMS BCeH paboTEI
OCYILECTBIISIETCS TOJDKHOCTHBIM JIMIIOM, YKa3aHHBIM B PE3OJIFOLUM IIEpBBEIM. Bce
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TIOCNEYIOIME DPE3ONIONMKA He MODKHBI HCKaKaTh COJEP)KaHUsS MOpYydYeHHH
BBILIECTOSIIETO PyKOBOJICTBA, OHU MOTYT YTOYHATHCS U KOHKPETH3UPOBATHCS.

7.3.3. Ilpu Hamu4Yu¥ B PE3OJIOLUH HECKOJIbKHX HCIIOJIHHUTENIEH IEePBBIM
yKa3bIBAeTCS HCIONHHUTEINb, 0000aomuil HHHOpMAIIUIO.

7.3.4. Tlepenaua noxymentoB ot Ilpencemarenss POK Owmckoit obnactu
3aMECTHTEISIM, HadaJbHHKaM OTAEJIOB M CIEeHHAINCTaM B CTPYKTYPHBIC
Hofipa3fielieHusl, a TaKXe BO3BpPAT UX B KaHIIEISAPUIO IOCTIE€ PacCMOTPEHUs,
orpaxaercss B COJIO, rae nokasaH Kak NOPSIOK IIPOXOXKIECHUSA JOKYMEHTA, TaK U
CPOKH PpAacCMOTpPeHHs] KaXIbiM u3 pykoBoguTened. Cpok IPOXOXICHHS
JIOKyMEHTa W HallpaBlIeHHEe ero Ha JajbHellllee PacCMOTPEHHE PYKOBOJCTBOM
POK Owmckoii obitactu onpezensiercs B 1 AeHb.

7.3.5. PykoBomuTenu  CTPYKTYpPHBIX  IIOJApa3felICHUHd  ONEPaTUBHO
paccMaTpUBaIOT JTOKYMEHTBI, OIPEAEISIOT HCIIONHHUTENS U IEPEeJaloT HX ¢
Mopy4YeHHEeM Ha KCIOJNHEHHe Ha BTOpodM  AeHb nocTymeHus. CpouHble
JTOKYMEHTBI TIEpelaloTCs MCIOIHUTEISIM He3aMeJIMTENBHO.

7.3.6. OsHakomiieHHe (COrJiacOBaHUE) PYKOBOJUTENEH CTPYKTYPHBIX
THIo/Ipa3/ieIeHHi ¢ HOPMAaTHBHBIMH NPaBOBBIMU akTamMu mpousBogurcs B COJI0.
BymakHBIl BapHaHT O3HAKOMJICHHUS (COTJIacOBaHMs) IOAIIMBAETCS K OCHOBHOMY
IOKyMeHTY. JIOKyMeHTBI, HallpaBI€HHBIE B IIOApA3JEICHHUS Ul O3HAKOMIICHHS,
JIOJIXKHBI OBITH BO3BpAIIEHbI B KAHIEISIPHUIO.

7.3.7. Ilepenauya OOKYMEHTOB U3 OJHOI'O CTPYKTYPHOI'O IOApPA3ZE/IEHUs] B
Jpyroe TMpOM3BOAMTCS 1O ykazaHmio npencenarens POK Owmckoit obnactu
JIaBIIIero TOpydYeHHe, depe3 CIyXO0y AeTOoNpOr3BOACTBA.

7.4. PaGoTa ucnoJIHuTE/IeH ¢ JOKYMEHTaMH

7.4.1. WcmnonHeHue IOKYMEHTOB IpedycMaTpuBaeT: cOop u 00paboTKy
HeoOXoauMOoi HH(GOPMAIHH, IMOATOTOBKY MPOEKTa JOKYMEHTa, €ro 0QopMIICHHUE,
coryjiacoBaHue, NpeJCTaBIeHHe Ha TMOANHUCH (yTBEp)KAeHHe) pykoBoicTBYy POK
OmMmckolt 0051acTd WM CTPYKTYPHOTO NOJpa3fesieHus, INOATOTOBKY K OTIIpaBKE
JIOKYMEHTa aJipecarTy, a Ipu He0OXOIUMOCTH, U €ro TUpaXUpPOBaHUE.

7.4.2. Hcnonnutens, Iepe] IPeACTaBICHUEM IIPOEKTOB JOKYMEHTOB Ha
MOJIKMCh PYKOBOJCTBY CTPYKTYpHOTO TMOJpa3fiefieHus, O05S3aH IpPOBEPUTH:
COOTBETCTBHUE KOMMWI MOJJIMHHUKY, IPAaBUIBHOCTh HAalMCaHUs aJpecaTra, HaJlu4ue
BCEX JIOKYMEHTOB, IIOCIYXMBIIUX OCHOBAaHHMEM [JIsi COCTAaBJIEHHUs IOKYMEHTa,
IPUIOKEHUH K HEMY M IMPaBUIBHOCTh UX O(OPMIICHHS, HaIM4Ue HEOOXOAUMBIX
BU3, UX pacIIM(PpOBKH, aT BUMPOBAHUSA, a TAKXKE HOMEp U AaTy AOKyMEHTa, Ha
KOTOPBIN JaeTcs OTBET.

7.43. HcnonHutenb  HeCeT  MEPCOHAIBHYIO  OTBETCTBEHHOCTh  3a
JIOCTOBEPHOCTh HH(OpMalUM, HUCIOJHEHHE JOKYMEHTOB B YCTaHOBJICHHBIE
CpPOKH, a Takxke 3a 0(pOpMIIeHHE JOKYMEHTOB B COOTBETCTBUM C TpeOOBaHUSIMHU
Hacroswme MHCTpyKIuu.

7.4.4. IIpoexTbl NOKyMEHTOB, IOJATOTOBJIEHHbIE BO HCIIOJIHEHUE MOpY4YeHUU
pykoBozactBa POK OMckoli obnactu, npeAcTaBisioTCS Ha MOJNUCH HE IO3JHEE,
YeM 3a TPU JHA 0 UCTEUYEHHUS CPOKA UCIIOJHEHUSI.
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7.4.5. Jlpyrde WCIOIHUTENH, YyKa3aHHble B IIOPYYEHUH (PE30JIFOLIUHN)
SBIIAIOTCS  COUCIIOJHUTENISIMU  JTIOKyMEHTa U OCYLIECTBISIIOT HCIIOJIHEHHE
noKymeHTa (TIOpydYeHHs) [Ipy Hanmu4YM¥ OTBETCTBEHHOIO HCIIOJHHUTEJI,
yKa3aHHOTO B MOPYYEHHH MEPBHIM, COMCIIOIHHMTENH O0A3aHBl B YCTAHOBJICHHBIC
CPOKHM TIPEJICTABUTH eMy HeoOXoauMble MaTepHaibl. OTBETCTBEHHBIN HCIIOIHUTEIb
KOOPAMHUPYET pabOTy COUCIIONHHUTENEH, B TOM YHCJIE OMNpelesieT CpPOKH
TpEIOCTABIIEHHS COUCTIOTHUTENSIME HEOOXOMMBIX TOKYMEHTOB U MaTepUalloB.

7.4.6. CouCHOJHHATEIX B paBHOM Mepe HEeCyT OTBETCTBEHHOCTh 3a
CBOEBPEMEHHOE U IIOJIHOE HCIIOJHEHHe NOKyMeHTa (mopydeHus). OHM HMEIOT
IIpaBo:

- JIOKJaapIiBaTh OO0 WCIIOJHEHHWH IOpYyYEHMs] DPYKOBOAMTEIIO, IaBIIEMY
IIOpYYeHHe, TOJIBKO IO MOPYYEHHUIO OTBETCTBEHHOIO UCIIOJIHUTEIS,

- BHOCUTH OTBETCTBEHHOMY HCIIOJIHUTENIO MPeIIOXKEeHUss 00 H3MEHEHUH
CPOKOB HCIIOJIHEHHUS JOKYMEHTOB C OTBETCTBYIOLIHMM OOOCHOBAHUEM.

7.4.7. JloKkyMeHTHI, TIOJATOTOBJICHHBIE C HApYyIIIEHUeM TpeOOBaHMI HACTOALIEH
WHCTPYKIMH, BO3BPAIAIOTCS UCTIONHHUTEISIM JUIs JOPaOOTKU M UCIIPAaBIICHHUS.

7.4.8. JIoOKyMeHTEI, OTIIPaBJIeHHbIE MO JIEKTPOHHOM MoYeT WK (akcy, TaKkxKe
IIOJIUIEXKAT PETUCTPAIMH, @ OTBETCTBEHHBIM HCIOIHUTENh NPUHUMAET PEIIECHUE O
HEOOXOJUMOCTH JIOCBUIKH ajpecaTy TOJJHMHHHUKA JIOKyMEeHTa Ha OyMaXHOM
Hocutene. Ilocne ucnonnenus noxkymenra B C3JIO mpocraBisercs oTMeTKa 00
HCITOJITHEHUH JJOKYMEHTA U HaIllpaBJICHUH €ro B JIEJIO0.

Paznen 8. KOHTPOJIb UCIIOJIHEHUSA JOKYMEHTOB

8.1. KonTponb HCHOTHEHHS BKJIIOYaeT IIOCTAHOBKY JOKYMEHTOB
(mopyd4eHuit) Ha KOHTPOJIb, IPOBEPKY HX IPOXOXKIEHHs, UCIIOJIHEHHE U CHATHE
UCIIOJIHEHHBIX JIOKYMEHTOB (TOpydYeHHil) ¢ KOHTpousii. KOHTpOIIIO HCIOIHEHHUS
TIOJIJIEXKAT BCE 3apETUCTPUPOBAaHHbIE KaHLIEISpUel JOKYMEHTBI, 10 KOTOPBIM JaHEI
nopy4uenus pykoBoactBoM POK Omckoii obnactu.

8.1.1. JlokymeHTHl (MOpy4eHMs) CHHMAIOTCSI C KOHTPOJA, €CIH OHH
IIOJIHOCTBIO BBITIOJIHEHBI. Bce CHSTBIE C KOHTPOJS JOKyMEHTBI JOJKHBI HMMETh
orMeTky 00 wucnonmHenud B COJ1O. JloKyMeHTBI, CoOJepXallde HECKOJBKO
IOPYYEHHH C pa3IUYHBIMH CPOKaMH MCIIOJIHEHUS, CHUMAIOTCS C KOHTPOJIA
pa3fensHo Mo KaXaA0My IOPYUYESHHIO.

8.1.2. Ecnu cpoK HCIONHEHMs IOpY4YEHHs HE YKaszaH, TO IIOpy4YeHHE
UCTIOJHSIETCS B CIEAYIOLIUE CPOKU:

1) mopy4eHus1, coepxalrecs B MPaBOBbIX aKTax, U JOKYMEHTHI, B KOTOPBIX
He ONpeJieNIeH CPOK MX UCIOTHEeHHs, - 10 15 nHeil;

2) mopy4eHus U TOKYMEHTBI, COAepIKalllue ykazanue "cpoyHo", - 10 3 aHel;

3) mopyd4eHHUs U JOKYMEHTHI, COAepKallie yka3zaHue "omepaTtuBHO", - 10 7
JHEH;

4) 3ampocsl U oOpaieHus JaenyTatoB 3akoHomareabHoro Cobpanus OMmckoi
obmactu - 1o 15 nnei;

5) TenmerpamMMmbl U TeleOHOrpaMMBI, TpeOyIOIIKe JTOTOJHUTEILHON
MIPOBEPKH, - 10 3 JHEW;
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6) obOpameHus rpaxiaaH, TpeOyrolue IONOIHUTENbHOM mpoBepkH, - 10 30
JTHEH.

8.1.3. IlopyueHue HCIONHSETCS B CPOK, YKa3aHHBIM B IOPY4YE€HUH WM B
JIOKyMEHTe, WCIOJHEHAE KOTOPOro IpelycMOTpeHo mopydeHueM. Cpoku
UCIIOJIHEHHS NIOPYYEHHH HCUUCISIOTCS B KaJEHIAPHBIX JHSX CO JHS IOJIy4eHHs
JMIIOM, OTBETCTBEHHHIM 32 HCIIOJIHEHWE IIOPYYEHHUS, COOTBETCTBYIOIIMX
JIOKYMEHTOB, €CIIi MHOE He YCTAHOBJIECHO O0JIaCTHBIM 3aKOHONATeNbCTBOM. CpOKH
MCIIONHEHUST TIOpYYeHHH, COJepXaluxcs B IIPaBOBBIX akrax ['ybOepHaropa
Owmckoit ob6nacty, IlpaButensctBa OMCKONW 0051aCTH, HMCYHCIAIOTCS CO JHA
BCTYIUIGHMS B CWIy npaBoBoro akra IybepHaropa Owmckoit —obiacTy,
ITpaBurensctBa Omckoit obnactu. Ecmu mocnenHuid JieHb CpPOKa HCIIOJHEHHMS
Opy4eHHs] TPUXONUTCS Ha Hepaboumil JeHb, TO IOPYYEHHE MIOJDKHO OBITh
WICTIONIHEHO B TIEPBHIM ClEQyroIiui 3a HUM paboumii neHb. IlopydeHus 1o
PacCMOTPEHHIO MPOTECTOB M IPEACTAaBJI€HMH TPOKypopa HCIOJHAIOTC C
COOJIIOIEHHEM CPOKOB, YCTaHOBJICHHBIX DellepalbHBIM 3aKOHOM.

8.1.4. Eciu mopydeHHe AAHO HECKOJBKHMM JIMIaM, TO OTBETCTBEHHBIM 34
UCIIOJHEHHE TIOPYYEHUS JTUIIOM SIBISETCS U0, YKa3aHHOE B IIOPYYEHUH NIEPBBIM,
ecild HMHOE He yKa3aHO B NOpy4eHuH. JIMIO, OTBETCTBEHHOE 3a HCIIOJIHEHHUE
IIOPYYEHHUS], KOOPAMHHPYEeT pabOTy HHBIX HCIOJHHUTENEH [0 HUCIOIHEHUIO
IOpy4YeHHs, B TOM YHCJIEe OINpeAenseT CPOKH TPEACTaBICHUS HHBIMU
WCTIOJIHUTENSIMH HEOOXOJUMEBIX JIOKYMEHTOB M MaTepuanoB. lIpencrasienue
UCIIOJIHUTEISIMA HEOOXOIMMBIX JOKYMEHTOB M MAaTEpPHAIOB OCYIIECTBIISCTCS
IIOCPEICTBOM EIMHOM CHCTEMBI 3JIEKTPOHHOTO IOKyMEHTO000pOTA.

8.1.5. B ciyyae ecnu JUIIOM, OTBETCTBEHHBIM 32 HCIIOJIHEHHE MOPYYeHHs,
CIELMAIbHO HE OIpeesieHbl CPOKH IPEACTaBJICHHS HHBIMH HCIIOJHUTEISIMU
HEOOXOMMEIX JIOKYMEHTOB M MaTepUalloB, TO JaHHBIE JOKYMEHTHI U MaTepHalIbI
IPEACTABIISIOTCS B CIIEIYIOIIUE CPOKH:

- JUIS MCIIOJIHEHMS IOPYYEHHUH U JOKYMEHTOB CO CPOKOM HCIIONHEHHS 10 3
IHell - He I03JHEe YeM 3a OIWH JIeHb [0 OKOHYAHHs CpPOKa MCIIOJHEHMS
MIOPYYEHUS WIIA JOKYMEHTA;

- IJIsl MCTIOJIHEHHUS TTOPYYEHH ¥ JOKYMEHTOB CO CPOKOM HCIojHeHus 10 10
IHeH - He Mo3IHee YeM 3a TPH JHS A0 OKOHYaHHUs CPOKa HCIIOJHEHHS MOPYICHMS
WA JOKYMEHTAa;

- JUIS OCTAJBHBIX TIOPYYEHHH ¥ JOKyMEHTOB - He MO3/IHEe YeM 3a IIATh JHEH
JI0 OKOHYAHHMS CpOKa MCTIOJHEHUS TOPYYECHHsI WIIA JOKYMEHTA.

Pemenuss 06 WM3MEHEHHWM CPOKOB HMCIIOJIHEHHS JOKYMEHTOB (TIOpYy4eHHM)
MOTYT OBITh TPUHATBI TOJBKO TEMH JOJDKHOCTHBIMH JIMIIAMH, KOTOpbIC
YCTaHOBHJIMA 3TU CPOKH.

8.1.6. B ciny4ae HEWCIIOJHEHHS IOKYMEHTOB (IIOpY4YEHMMH) BBIIIECTOSIINX
OpraHoB (WJIM BBIIIECTOSININX JODKHOCTHBIX JIMI)) K YCTAHOBJIEHHBIM CPOKAaM He
II03]IHEE, YEM 3a TPH JIHS J0 UX UCTEUYEHHS, B aJpec ITUX OPraHOB (IOKHOCTHBIX
JIMI]) HaAIpaBIIIOTCS MOTHUBHpPOBaHHBIE NHCbMa 3a mnoxmnuceo Ilpencenarens
PernonanpHO# 3Hepretudeckoi komuccruu OMCKoi 061acTy (B €ro OTCYTCTBHE -
TOJDKHOCTHOTO JIMIIA, WCIONHSIONIEro ero (GyHKIUH) ¢ MPOchkOOi 0 MPOATIeHUN
CPOKOB HCITOJTHEHHSI IOKyMEHTOB (TIOpY4YeHHI).
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8. 2. Yuer u aHanu3 00bemMa JOKyMEHT0000poTa

8.2.1. Jlna ob6wvema JOKyMEHTOOOOpPOTa BCE BXOIAIIME M HCXOIAIIHE
JOKYMEHTBI IIOJUJIEXKAT KOJTMYECTBEHHOMY YYETY.

[Toxcyer KOJMYECTBA JOKYMEHTOB, MONYyYEHHBIX M CO3JaHHBIX B Komuccuu
(06beM TOKYyMEHTOOOOpOTa), MPOU3BOAUTCS B KOHIIE I'0JIa HAPACTAIOUIUM UTOTOM
¢ Hayaja TeKymiero roga no xypsary C3/10.

8.2.3. 3a eMHUIlY MOJCUETA IPUHUMAETCS SK3EMIUISIp JOKyMeHTa, Oe3 yuera
xonuit. EquHMIEN mojcyeTa 3J€KTPOHHOTO JOKYMEHTa SBIISETCS SIEKTPOHHBIM
nokyMeHT, 3apeructpupoBadHbiii B COJIO. 1lpu ydere HUCXOAAIIMX TOKYMEHTOB
COIPOBOIUTENIHHOE MUCHMO U NPUIIAraeMble K HEMY JOKYMEHTBI IIPHHUMAIOTCS 32
OJIMH JOKYMEHT.

Pasnen 9. COCTABJIEHUE HOMEHKJIATYPbBI JIEJI

9.1. Homenkmnarypa nen POK Owmckoit obiracté - cHCTEMaTH3UPOBaHHBIN
TIepeyYeHb 3arojioBKOB (HauMeHOBaHUi) 1el, 3aBoquMbIx B POK Omckoii obiacty,
C YKa3aHUEM CPOKOB UX XpaHEHHUS.

9.1.2. HoMmeHknaTypa Jei COCTaBisieTcs A TPYNIMPOBKHM HCIIOJIHEHHBIX
JOKYMEHTOB B JleJla, CUCTeMaTH3alliy, y4eTa U ONpeelIeHHs CPOKOB XpaHCHHH,
OBICTpOrO MOMCKa M ObOecleyeHus: COXPaHHOCTH JIOKYMEHTOB.

9.1.3. Homenxkinarypa pnmen pa3pabaTbiBaeTcsi Ha OCHOBE COCTaBa M
Colep)KaHUs JIOKYMEHTOB, OOpasyromuxcs B mpouecce paesTensHoctd POK
Owmckoit 06sacTH.

9.1.4. Tlpu cocTaBiIeHUM HOMEHKJIATYphl AEl CIELYET PYKOBOACTBOBATHCS
IIOJIOXKEHUSIMH O CTPYKTYpHBIX noapasnenenusx POK OMckoi 001acTH, ITaTHEIM
pacnucaHueM, HOMEHKIIaTypO# J1eJT 3a IIPOIILIBIE FOJIBI,

9.1.5. Ilpu BO3HMKHOBEHHH HOBBIX JOKYMEHTHPYEMBIX YYaCTKOB HMJIH HOBBIX
JIEJI OHH JIOMOJIHUTEJIbHO BKJIFOYAIOTCS B HOMEHKJIATYPhI AEJI II0 COrJIacOBaHHUIO C
OTBETCTBEHHBIM 32 apXHUB.

9.1.6.Homenknatypa neim:

- COCTaBJISIETCS CIIY>KOOI IeIONpOM3BOJICTBA Ha OCHOBE HOMEHKIIATYp Jell
CTPYKTYPHBIX NOJIpa3/ieNICHUl;

- yrBepxkmaercs mnpexncepareneM POK Owmckoit obnactw mocie ee
cornmacoBanusi ¢ OIIK MuHHCTepCTBa TOCyAapCTBEHHO-IIPABOBOIO Pa3BUTHSA
OMckoii obmactd (OMH pa3 B 5 JieT) [0 KOHIA TEKYIIero roga U BBOAMUTCS B
JieicTBUE C 1 ssHBaps CIEAYyIOLIEero roja;

- B Clly4ae W3MEHEHHUs CTPYKTYpbI, (PyHKIUI, peopraHu3aliiii OpraHu3alum
nomnexut cornacoBannio ¢ OIIK MuHuctepcTBa rocynapcTBEHHO-IIPAaBOBOIO
pa3Butust OMcKo# obnacTu.

Eciu B TedeHHWe roja BO3HHKAIOT HOBBIE YYacTKH paboThl, Ha HHX
(GOpMUPYIOTCS COOTBETCTBYIOLME JeNla, OHU JONOJHUTENIBHO BHOCATCS B
HOMEHKJIATypy. Jliii BHOBb 3aBOJUMBIX [I€]1 B KaXXIOM pasleie HOMEHKIIATyphl
OCTaBJISIOTCSI pe3epBHbIE HOMeEpa.

9.2. ®opMUpOBaHUE e U UX XPaHEHUE

9.2.1. cnionHeHHble NOKYMEHTHI IPYNIIAPYIOTCS B Jiejla B COOTBETCTBUU C
Homenknatypoil nmen (B 3aBUCMMOCTH OT CPOKOB XpaHEHHsS JIOKyMEHTOB
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(moctosHHOrO, BpeMeHHoro (cBbime 10 mer) u Bpemennoro (mo 10 ser) u
CHUCTEMAaTH3allel JOKyMEHTOB BHYTPH Jeja.

9.2.2. HauMeHOBaHUsIMHA pa3/ieJIOB HOMEHKIIATYPbI SBIISIOTCS HAMMCHOBAHUS
cTpyKTypHbIX moapasaenennii POK Omckoi obnacTu (0Taessl).

DIEeKTPOHHBIE JOKYMEHTBl IO MX HCIIONHEHHsS TOJJIeXaT XPaHEHHIO B
YCTaHOBJIEHHOM TOPSIKE B TEYEHHE CPOKOB, MPEIYCMOTPEHHBIX JUI aHaJIOTHYHBIX
JOKYMEHTOB Ha OyMa>KHOM HOCHTEJIE.

9.2.3. Jlena GopMHpPYIOTCS B CTPYyKTYpHBIX nopapasfenenusx POK Omckoi
obmactu. B xaxaom CTPYKTYPHOM TOApa3AClIeHUH HMMEIOTCS nuIa,
OTBETCTBEHHBIE 3a HOMEHKIJIATypy [ZieJl, COXPaHHOCTb JOKYMEHTOB W
dbopMupoBaHuE UX B JI€Na,

9.3. TpeGoBaHus K 3aOTHEHHUIO (GOPMBI HOMEHKJIATYPHI JIEJI.

9.3.1. B rpade 1 mpoctaBisitoTCS MHAEKCHI KaXXJIOro Jeja, BKIOUYEHHOTO B
HOMeHKNaTypy. HHekc mena cocTOMT W3 ycraHoBieHHoro B POK Owmckoi
obacTy U 1UGpPoBOro 0603HaUEHHs CTPYKTYPHOI'O II0OIpa3/ieIeH s, TOPSIKOBOTO
HOMepa 3arojioBKka Jeja II0 HOMEHKJIAaType B IIpefenax CTPYKTYpPHOIO
NoJipa3ieIeHHUs.

9.3.2. B rpady 2 BKJIF0O4ar0TCs 3aroJIOBKH J€EI.

3arosoBOK Jelia JOJDKEH B 0000IIeHHOH ¢opMe OTpakaTh OCHOBHOE
coJiep)kKaHKe U COCTaB JJOKYMEHTOB JIelia.

He pmomyckaercs ymoTpeOJieHHEe B 3aroJIoOBKE Ji€jla  HEKOHKPETHBIX
dopmynuposok: "pasHoe", "crmpaBodHble Marepuanel", "obmas mepenmcka’, a
TaK>Ke BBOJHBIX CJIOB U CJIOXHBIX CHHTaKCHYEeCKUX 000POTOB.

3aroJI0BKH JIeJI MOTYT YTOUHATECS B Ipoliecce GOPMUPOBaHUS U OQOPMIIEHHS
Jen.

3aroJ0BOK Ji€Jla COCTOMT M3 3JIEMEHTOB, paclojiaraéMbIX B CIEXYOLIEH
MIOCJIEJOBATEIbHOCTH

Ha3BaHUE BHJA Jiesa (IIepenucKa, JOKyMeHThI K 3aceaHusIM KOJJIETUH U T.1.)
WM BUIOB JJOKYMEHTOB (TIPOTOKOJIBL, IIPUKA3bI H T.JI.);

Ha3zBanne POK OMckoit 061acTé WK CTPYKTYPHOTI'O IIOApa3AclICHNUS,

KpaTKoe COoZiep)KaHue TOKyMEHTOB Jiejia.

3aroJ0BOK MOJXET OBITh JOTOJHEH CIEAYIOLIMMM 3JIEMEHTaMH: Ha3BaHHE
OpraHu3aluK, KOTOpOi OyZyT aapecoBaHbl HIM OT KOTOPOH OyIyT MOIy4YEeHBI
JOKYMEHTHI (aJipecaT Wi KOPPECTIOHACHT JJOKyMEHTa);

Ha3BaHHE TEPPUTOPHH, C KOTOPOM CBA3aHO COACP)KaHUE JOKYMEHTOB J€Ia,

JaThl (XpOHOJIOTHYECKUE PAaMKH), K KOTOPBIM OTHOCSITCS IOKYMEHTEI JI€a,

yKa3aHHe Ha KOJMYECTBO KOMHMH JOKYMEHTOB fena (ecld B Jelie IOAIIUTEI
KOTIMH) U JIp.

9.3.3. B rpade 3 yka3piBaeTCsl KOJIMYECTBO A€ WM TOMOB; OHA 3aIlOJIHIETCS
110 OKOHYaHHWH KaJeHIapHOIo roja.

9.3.4. B rpade 4 ykaspIBaeTCsl CPOK XpaHEHHs Jejla U HoMepa CTareil 1o
IlepeuHro.

9.3.5. B rpade 5 «llpumeuanue» yKa3plBalOTCS Ha3BaHUS IIepeYHEN
JIOKYMEHTOB, HCITOJIb30BAHHBIX MPH OIpe/ieIEHHH CPOKOB XpaHEHUs JOKYMEHTOB,
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IPOCTABJIAIOTCS. OTMETKH O 3aBEJICHUM [IeJ, BBIJCICHUH Jell K YHHYTOXEHHIO,
MepexoISIIMX Aenax v JIp.

[lepexonammMy  JeamMu  SBISIOTCSL Jiella, B KOTOpble COPMUPOBAHEI
JIOKyMEHTHI C BOTIPOCAMH, He PEIICHHBIMH B TeUeHHe OHOro rofa. OHU BHOCATCS
B HOMEHKJIATypy JIEJ CIEAYIOLIETo roja ¢ TEM XKe HHIEKCOM.

[lo OKOHYaHWM KaJeHIApPHOTO TO0Ja COCTaBIAE€TCS HTOroBas 3alucCh O
KonuuecTBe (aKTUUECKH 3aBeIeHHBIX JIeN (TOMOB) COTJIACHO MPHII0KCHHUIO.

0.3.6. OTBEeTCTBEHHBI 3a JEJONPOU3BOACTBO COCTaBIIIET CBOAHYIO
HoMmeHknarypy nen POK Owmckoit 00gacTd Ha OCHOBE HOMEHKIATYPBI JIEll
CTPYKTYPHBIX Tofpa3neneHuil. CBojHash HOMEHKJIATypa JeJl B KOHLE KaXIoro
roJia yTOUHsETCs, yTBEP)KAACTCS U BBOAUTCS B IEHCTBHE C 1 sSHBapsl CIEMYIOIIETo
KajenapHoro roaa (mpuioxenue Ne 11).

9.3.7. Connas HomeHkIarypa jnen POK OMckoil 061acTu COrliacoBBIBACTCS ©
DITK MuHHCTEpPCTBA TOCYAapCTBEHHO-IIPABOBOIO Pa3BUTHs HE pexe OJHOro pasa
B IISTH JIET, €CIM He OBUIO KOPEHHBIX W3MEHEeHUH B (QYHKLHUAX U CTPYKType
Komuccun.

Paznen 10. ®OPMUPOBAHMUE JAEJ B IEJTOITPOU3BOACTBE

10.1. McrioyiHEHHBIE TOKYMEHTHI TPYNIIUPYIOTCS B Jejla B COOTBETCTBUU C
HOMEHKJIaTypOU Jell.

10.1.2. B CTpPYKTypHBIX TOApa3feleHUIX MCIIOJHEHHbIE JOKYMCHTEI
GopMHpYIOTCS B Jiella B COOTBETCTBHM C HOMEHKIJIATYPO# el COTPYIHUKaMH,
OTBETCTBEHHBIMH 32 BeJICHUE JeJIONPOU3BOJICTBA.

10.1.3. IIpu popMUpOBaHKH Jie]l HEOOXOAUMO COONIOIATh CIEMYIONIUE O0IHe
IpaBuia:

- MOAmMBATh B JENO TOJBKO MHCIIOJHEHHBIE W MPaBHIBHO OGOPMIIEHHEIE
JIOKYMEHTHI B COOTBETCTBUH C 3aroJIOBKaMH JI€JI [10 HOMEHKJIaType;

- MOAIINBATH JOKYMEHTBI B hi () () 1o OTHOMY BOIIpOCY B
XPOHOJIOTMYECKOM IIOCIIeI0BATEIbBHOCTH BMECTE C MIPHUIIOKECHHUSIMUY;

- IPHAJIOXKEHUS OOJBIIOro 00beMa MOTYT COCTaBJIATh OTAEIbHBIC TOMA JIeTa;

- IpPYNIIMPOBaTh B [JeJI0 JOKYMEHTBl OIHOIO KalleHJapHoro roja, 3a
UCKIIFOYEHHEM TTEPEXOIAINNX, & TAKXKE JIMYHBIX JIEJ1 COTPYIHHUKOB,

- TPYIIHPOBaTh pPa3JebHO Jiela C IOCTOSHHBIM M BPEMEHHBIM CPOKaMH
XpaHeHHUS;

- IOJIIMBATh B /110 He Gojee 250 TUCTOB NpH TOJNIIUHE Aena He Oosee 4 cM,
npy OOJIBIIIEM KOJIMYECTBE JIMCTOB JEJI0 Pa3/eisaTh Ha TOMA,

- 3ampelaeTcs MOAIINBATE JIMIITHHE SK3eMIUIPBl U YEPHOBUKH.

10.2. OcoO6eHHOCTH IPYNIIUPOBKYU OTAEIBHBEIX BUJIOB JOKYMEHTOB.

10.2.1.PacniopsiguTenbHble  TOKYMEHTBI POK Owmcko#i obnactu %4
BBIIIIECTOSIIIAX OPraHOB I'PYIIIIUPYIOTCS B JeJia 110 BUaM U HOMEpaM.

10.2.2. PacniopsbkeHre MO JIMYHOMY COCTaBy IPYNIUPYIOTCS OTAEIBHO OT
IPUKa30B 10 OCHOBHOH J[E€ATEeNBbHOCTH, IPHKa3bl O KOMaHIMPOBKAX, OTIyCKax
IOJIIIMBAIOTCS B OTJENIbHBIE JeTa.
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10.2.3. ToxymenTsl Ipasiernst POK OMckoi 001acTu rpymIIUpyloTcs B JBa
iena: TPOTOKOJIBI M JOKYMEHTBI K 3aCeJaHMSM (3aIHCKH, CIIPaBKH, 3aKIII0UEHUS
U T.IL.).

10.2.4. TIpoTOKONBI € TPHIOKEHHSAMH K HHM pacIojiaratoTcs B JI€JI€ IO
HOMEpPaM B XPOHOJIOTHYECKOM ITOPSIIKE.

10.2.5. TlonoxeHusi, WHCTPYKLMH, YTBEPKICHHBIC paCTIOPAAUTEIbHBIMH
JTOKYMEHTaMH, SBISIOTCS NPWIOKEHUSIMH K HUM | IPYNIHUPYIOTCA BMECTE C
YKa3aHHBIMH JOKyMEHTaMH. YTBEpPKJIEHHbE B KadeCTBE CaMOCTOATENBHOTO
JIOKYyMEHTA TPYIIHUPYIOTCS B CAMOCTOSATENbHBIE /Iela 110 XPOHOJIOTHH.

10.2.6. Tlpu BO30OHOBIEHMH IIEPENMCKH II0 OINpPEIEJICHHOMY BOIPOCY,
HauaBIlIelics B MPeAbIAYIIeM roJy, JOKyMEHThl BKIHOYAlOTCS B AEJIO0 TEKYILIETO
roga ¢ yKa3aHMEM ~HMHAEKca Jena  Ipomenumero  roma.  JIokymeHT,
3apEeruCTPUPOBAHHbIA B KOHIE IO, HO MCIIOJHEHHBI B  HOBOM  TIO.y,
IIO/IIIMBAETCS B JIeJIO IMTPEABIAYIIErO roja.

10.2.7. Topsiok BemeHUs JUYHBIX fen cotpyaHukoB POK Omckoii obnactu
onpeeNnseTcs OTAENbHBIM MprKa3oM npejcenarens POK Omckoii obiacTy.

10.2.8. JIumeBble cyeTa Ha BbAady 3apabOTHOM miaTsl coTpyaHukam POK
OmMmckoli 00acTH HYMepYIOTCSl B CaMOCTOSITENIBHEBIE Jiejla B MpeJenax rojxa H
pacronararoTcs 1o aja(aBuTy GaMUIHi.

10.2.9. Ilepemucka mo oOpalleHHAM TIpaXX[AaH TPYNIUPYeTCs 3a MEepHOX
KaJIeHapHOI O roaa U CHUCTEMaTH3UPYETCs B XPOHOJIOTHYECKOM
[OCJIeIOBATEILHOCTH: JOKYMEHT-OTBET IOMEILIAeTCs 3a JOKYMEHTOM-3alpOCOM.
[Ipy BO30GHOBIIEHHH MEPENHCKH IO ONpEENeHHOMY BOINPOCY, HayaBIUCHCS B
IpeIbIAYIIeM IOy, JOKyMEHTHI BKIIOYAIOTCS B [€]I0 TEKYIIETro rojia ¢ yKa3aH’ueM
HHJEKCca JieNla MpeabIayIIero Jena.

10.2.10. Ipu odopmiieHnr 06I0XKKH [eNia yKa3bIBalOTCA: HauMeHoBaHie POK
OMCcKkoi 00J1aCTH, CTPYKTYPHOIO IOApPAa3JeiIeHHs, MHIEKC W 3arojioBOK Jena B
COOTBETCTBMM C HOMEHKJIATypOM, JaThl Hayaja ¥ OKOHYAHMS Jiela WM rojJ ero
3aBeJIeHUs, CPOK XpaHeHus. Ha koperike OOI0XKH yKa3bIBaeTCs HHJEKC Jena U
r'OJl ero 3aBeJICHUS.

10.2.11. DnexTpoHHBIE JOKyMeHTHl (GOpMHpYIOTCS B gena  (Iamkw,
JMPEKTOPHH) B COOTBETCTBUU C HOMEHKJIATYPOH Je]l OpraHu3aliu, OTAENBHO OT
JIOKyMEHTOB Ha OyMaXHBIX HOCUTEIAX, Ha JKECTKOM JHCKe CIEeIHalbHO
BEIJIEJIEHHOTO KOMITBIOTEPA.

10.2.12. JIokyMeHTHI B CTPYKTYPHBIX IOAPa3AEICHUIX NOJIKHBI XPAaHUTHCS B
3amUparonmxcs mkagax, Ha MOJKax B BEPTUKAILHOM IIOJIOXKEHUH, KOpEIIKaMu
HapyXy. B 1ensx IOBBIIEHUS ONEPaTUBHOCTH IIOMCKa JOKYMEHTOB Jiena
pacroyiaraloTcsi B COOTBETCTBHM C HOMEHKJIATYPOM JieJ, BBIIMCKA W3 KOTOPOi
IpUKpeIIseTcs K aBeplie mKada.

10.2.14. TIpoBepka Hanu4Msi JOKYMEHTOB IIPOBOJUTCS IIyTEM CBEPKHU CTaTEH
HOMEHKJIATYpHI JIeJI C OIHCAaHUeM JieNl Ha 00JIoXKe, a (PU3NIECKOe COCTOSTHHE el
OmnpeleNseTcss IIyTeM WX BH3yallbHOTO IIpocMoTpa. Bce oOHapyxeHHbIE
HEJIOCTaTKH (PUKCHUPYIOTCS B aKT€ MIPOBEPKU HAIMYHUS U COCTOSIHHS JIEL.
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Pa3gen 11. SKCIIEPTU3A HEHHOCTHU JOKYMEHTOB

11.1. DkcrepTu3a IEHHOCTH JOKYMEHTOB - OIpEelieHHe HMX IEHHOCTH C
IeJIbI0 0TOOpa Ha roCyJIapCTBEHHOE XpaHEHHE H yCTAHOBJIEHHS] CPOKOB XpaHECHHA.

11.2. DkcrepTu3y LEHHOCTH JOKYMEHTOB OCYIIECTBISIOT IOCTOSHHO
neiictByromas skcneprtHas komuccus (OK) POK Owmckoit obmacty, Kotopas
HaszHadaeTcs npezacenarenemM POK Omckoi 06acTH.

11.3. DKcrepTH3a IEHHOCTH JOKYMEHTOB HPOBOAUTCS NpH (HOPMHUPOBAHHUH
€Nl ¥ TIPOBEPKe MPaBUIBHOCTH OTHECEHHMsI JOKYMEHTOB K JiejiaM, TIPH MOJrOTOBKE
JIeJT K IMTOCIIeAYIOIEMY XPaHEHHMIO.

DKcnepTH3a IIEHHOCTH JOKYMEHTOB OCYIIECTBISIETCS IO OKOHYaHWH
KaJICHIapHOTO rojia IyTeM IIOJUCTHOTO IPOCMOTPa Jie] Ha OCHOBAaHWHU IepedHei
JIOKYMEHTOB C YKa3aHHEM CPOKOB XpaHEHHUS © HOMEHKIIATypPbI eI

11.4.TTo pe3ynbraTaM 3KCIEPTHU3bl LEHHOCTH JOKYMEHTOB COCTABIISAIOTCA
OMWMCH JeN TIOCTOSHHOro, BpemeHHoro (cBbime 10 JeT) XpaHeHHs ¥ IO
JIAYHOMY COCTaBy, a TaKkXXe aKTbl O BBIICJICHHU HOKYMEHTOB C UCTEKUIUMH
CpOKaMH XpaHEHHs K YHHYTOXXEHHIO.

AKT TOIIUCHIBAETCS JO/DKHOCTHBIM JIMIOM, IIPOBOJMBIIHMM OKCIIEPTH3Y
IEHHOCTH JIOKYMEHTOB, yTBepxmuaetcsi pykoBoacTBoM POK Omckoit obnact.

11.5. YHHUYTOXKEHHE TOKyMEHTOB MpPOM3BOAUTCS mHocie yreepxaeHus OIIK
MHUHHCTEPCTBA TOCYAAPCTBEHHO-IPaBOBOro pa3BUTHA OMCKOH 00acTd OMUCH
nein noctosiaHoro xpanenus POK OMckoii 06;1acTé 332 COOTBETCTBYIOLIUI EPUO.

Pasnen 12. IOATOTOBKA JOKYMEHTOB K IIEPEJIAYE B APXUB

12.1. Odbopmaenue sen

12.1.1. Jlena, mojuiexaiiye nepeiaue Ha XpaHEHHE B apXWB, OQOPMIISIOTCS
o 3aBeplleHHH ropa. IIoTHOMY OGOPMIIEHMIO IOJJIEXAT [ejia IOCTOSHHOTIO,
BpemeHHOTO (cBbIle 10 1eT) XpaHeHHs | 110 IMYHOMY COCTaBYy.

12.1.3. TlomHoe odopmieHre IpenycMaTpuBaeT: IOMAUIMBKY IOKYMEHTOB
Jena, HyMEpAIMIO JIUCTOB, O(opMiIeHHe OOJIOKKH JINCTA-3aBEPUTENIT B KOHILIE
nena. B HEOOXOMUMBIX CIIydasx COCTaBIeTCs M IOJIIMBAETCS B Hayale Jena
BHYTPEHHSISI OITUCH JOKYMEHTOB (Tpriioxenue Ne 14).

12.1.4. PexBU3UTHI, NpOCTaBIseMble Ha OOJOXKe Jena, O(QOPMIAIOTCH
cieayromum oopaszoM (mpuinoxxerue Ne 13):

- HaVMEHOBaHHE OpraHMW3allMd IIOJHOCTBIO B HMEHHTEIBHOM TIaJiexe C
yKazaHWeM O(HIHAIbHO IPUHATOTO COKPAIlEHHOrO0 HaWMEHOBaHHs, KOTOpOe
yKa3bIBaeTCs B CKOOKax Iociie IOJIHOro HauMeHoBanus. B cirydae, eciiu B TeueHune
KaJeHJAapHOr0 Tojia, 3a KOTOpHId TOTOBATCS Jena, OpraHu3anus He Obuia
nieperMeHoBaHa (MpeoOpa3oBaHa) M 3TO HE BhHI3BAJIO BO3HHUKHOBEHHS HOBOTO
GongooOpa3oBaTens, IOA CTapblM €ro HAaWMEHOBAaHMEM IIHINETCS W HOBOE
HauMEHOBaHUE;

- MWHAEKC Jela mpocTraBisercss LUGPOBBIM 0003Ha4YeHUWEM Jeja 10
HOMEHKJIaType JieJI, Ha OOJIOXKKe Jeja IEepBOro TOMa YKa3bIBae€TCs KOJHYECTBO
TOMOB 3TOro jeja (€Ciid COCTOHT M3 HECKOJBKHMX TOMOB), @ Ha IOCJIEIYIOLIHX
TOMax — HOMEpP OYepeJHOro ToMa, Ha IIOCJIeJHEM TOME IIOCJIE€ €ro HoMmepa
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nobaBisieTcss CJIOBO «IocienHuit». Jlatamu nena SABIAIOTCA KpaWHHME JaThl
peructpany (cocTaBieHHs) IOKyMEHTOB Jeja, YHUCIIO, MeECAL, IO0J CaMmMoro
paHHETO M CaMoOro IO3JHEro JOKyMEHTa, BKIIOYEHHOro B Jeno. B nemax c
MOPYYEHHUSIMU BBIIIECTOSIIIAX OPraHOB JaTaMH [eJla SBJIAIOTCS JaThl CaMHUX
nopydeHuit. JlataMu JIMYHOTO Jena SBJISAIOTCS OaThl MOJIMCAHHWA IIPHKA30B O
Ha3HAUYEHUU W YBOJBHEHUHU COTPYJHUKA, CPOK XpaHEHWs 10 HOMEHKIAType Jell;
KOJINYECTBO JIICTOB, KOTOPOE BHOCHUTCS C 3aBEPUTEIIBHOM HAIUCHIO B JIETIE;

- 3arOJIOBOK Jiela TIePEeHOCUTCS U3 HOMEHKJIATYphl JeJ, COIIaCOBaHHBIA C
DOI1K. 3aroioBoK JOKEH OBITh KpaTKHUM, HO B TO )K€ BpeMs IIOJIHO PACKphIBATh
coIepKaHHe MOAIIUTHIX B JEJI0 TOKYMEHTOB;

- JaTodl Jmema cUMTaeTCs JaTa 3aBelCHHMs M OKOHYAaHMsA Jeja B
IIeJTOTPOU3BOJICTBE, 1aTOH Jieyia 1o BUAaM JOKyMEHTOB (IIpUKa3bl, paclopsKeHuUs,
aKThl ¥ T.Il.) JAaTOW Hayaya Jena sSBISETCS JaTa MOJAIUCAHUS WM YTBEPKICHHS
caMoOro paHHEro JOKyMEeHTa, a JaToid OKOHYaHUsi — Jara IOJIUCaAHMS
(yTBepXIeHHs])) camMoro TIIO3JHEro JoKyMeHTa. JlaToi Jen, coaep Kaiux
pacIopsIUTEBHYIO JTOKyMEHTAIUI0, a TakXe JAel, COCTOSIIMX U3 HECKOJIBKHX
TOMOB (4acTeil), SIBISIFOTCS KpaliHHue IaThl JOKYMEHTOB Jieja (camMoro paHHero u
CaMoro IO3JHEro JOKYMEHTOB, BKJIIOUYEHHBIX B J€10. UHCIO M TOoj MMIIYTCS
apaOCKuMH UPpaMH, Ha3BaHHE MeCsLa IMUILIETCs CIIOBaMU.

Kpaitnumuy nataMu JTUYHOTO JieNa SBJISIFOTCS JaThl MOANMCAHUS IIPUKa30B O
npueMe M yBOJBHEHHH JIUIa, Ha KOTOPOE OHO 3aBefeHO. s nel, colepxammx
NepenucKy, JaTod Hayana SBISeTCs JaTa IOCTYIUIEHHs IIEPBOrO BXOJISIIETO
IOKyMEHTa, a JaTOl OKOHYaHHUS — JlaTa CaMOro MO3JHEr0 BXOAIIET0 JOKYMEHTA.

JIOKYMEHTBI TPOIIMBAIOTCS Ha YeThIpe IPOKOJa B TBEPJbIE OOI0XKKH C
y4E€TOM BO3MOXXHOCTU CBOOOJHOIO YTEHHs TEKCTa, JaT, BU3 U PE30JIIOLMH K
HuM. [Ipu 3TOM Bce MeTajuindeckue CKperky, CKOObl yIalIstoTCs;

- PEKBU3HT «CPOK XpaHEHHs IOKyYMEHTa U HOMEp CTAaTbU IO IIEPEYHIO»
IIepEeHOCUTCST Ha OOJOXKKY Jela M3 HOMEHKIATypbl C YKa3aHHEM CpPOKOB
xpaHeHus. Ha J1enax NOCTOSHHOTO CpoKa XpaHeHus MHIeTcs: «XpaHUTh
TIOCTOSIHHO.

12.1.5. B mensax oOecnedeHuss COXPaHHOCTH M 3aKpeIUIEHUs NOpsiaKa
pacIoioKeHHs] TOKyMEHTOB BCE€ JIUCThI, KpoMe OJIaHKOB BHYTPEHHEH ONHCH U
3aBEPHUTEJIFHOM HAJANUCH, HyMEPYIOTCS apaOCKMMU HU(paMu B MPaBOM BEpXHEM
yIJIy TOpOCTBIM TIpadMyecKuM KapaHJalloM, He 3aJeBas TeKCTa JOKYMEHTa.
VYnorpebnenre dYepHHJ WIM LBETHBIX KapaHAalled i HyMepalud JIHUCTOB
3aIperaeTcs.

@otorpaduu, yepTexH, JUarpaMMsl U Jpyrue WILIFOCTPAaTHBHBIE MaTepUaIIbI
HyMepyloTcs Ha 000pOTHOM CTOpOHE B JIEBOM BepxHEM YIily. JIMCThI BHyTpeHHEH
OITUCH JOKYMEHTOB HyMEPYIOTCS OT/IEIbHO PUMCKIUMHU LU (paMHU.

12.1.6. JIucThl Aen, COCTOSIIMX U3 HECKOJIBKUX TOMOB (dacTeil), HyMepyroTCs
0 Ka)XXIOMY TOMY OTAesbHO. CII0XKEeHHBIH JIUCT pa3BOpaurBaeTCcss U HyMepyeTcs B
npaBoM BepxHeM yriy. Ilpu 3tom nuct moboro ¢opmara, MOAIIMTBHIA 3a OJUH
Kpail, HyMepyeTcs KakK OJAMH JHUCT. /[ ydera KoIM4ecTBa JIMCTOB B Jeje
COCTaBIISIETCS 3aBepUTENIbHAS HaMUCh (mpuiioxenue Ne 12).
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[Tpy HATUYHH OTIETBHBIX OMIMOOK B HyMepalliH JIUCTOB B JeJle JOIIyCKaeTCs
ynotpebJieHHe JINTEPHBIX HOMEPOB JrcToB. Hampumep: 1, 1a, 16.

12.1.7. Onmce gen —  apxXuBHBIA  CIPAaBOYHMK,  COLEpXKAIIUA
CHCTEMATH3MPOBAHHBIA IE€peYeHb CIWHWII XpaHCHHS apXuUBHOro (oH7a,
KOJUIEKIIMKM M TIpeJIHA3HAYeHHBIM [UIi MX ydeTa M PaCKpPBITUA COAEpXKAHHS.
OtnenpHass OMKMChH MpEJNCTaBIsieT CcO0OW NepedeHb el C CaMOCTOSATEIbHOU
BaJIOBOH (TIOPSIIKOBOI ) 3aKOHYEHHOW HyMepalei.

OnucH COCTaBJIAIOTCS OTAEIBHO Ha Jiejia MMOCTOSHHOTO, BPEMEHHOI'O (CBBILLIE
10 net) cpoka XpaHEHHUs U T10 JIMYHOMY COCTaBYy.

12.1.8. Ilpu cocTaBieHHH CBOJHOW OMUCH JeNl COONIOAAIOTCS ClELYyOLIUe
TpeOOBaHHUS:

- 3aroJIOBKHM JI€J BHOCSTCS B OIUCh B COOTBETCTBUM C IIPUHATON CXEMOM
CHUCTeMaTH3allMi Ha OCHOBE HOMEHKJIaTyphl J€;

- KaXKJ0€ JeJI0 BHOCUTCS B ONHUCh IIOJI CaMOCTOSITEJIBHBIM IOPSIKOBBIM
HoMepoM. Ecii elio COCTOUT U3 HECKOJIBKUX TOMOB, TO KaXKIbI TOM BHOCHUTCS B
OITHCH ITOJ] CAMOCTOSTEILHBIM HOMEPOM;

- Tpadbl ONMKUCH 3aIONIHAIOTCS B TOYHOM COOTBETCTBHHM C TEMHU CBEICHHSIMH,
KOTOpPBIE BEIHECEHBI Ha 00JIOXKKY Jena;

- NpU BKIIOYEHHH B ONKCh MOAPSA Jel C OJMHAKOBBIMU 3aroJIOBKaMH
IIUIIETCS MTOJTHOCTHIO 3arojIOBOK MEPBOro Jiesia, BCE OCTAIbHbBIE OJHOPOAHEIE JIea
0003HAYaIOTCS CIIOBOM «TO JK€», IIPU 3TOM JPYTHe CBEIEHHUs O Jejlax BHOCATCS B
OIMCH IMOJHOCTHIO (Ha KaXXJOM HOBOM JIUCTE OIMCH 3ar0JIOBOK BOCIIPOM3BOIHUTCS
MTOJTHOCTBIO);

- rpada OMHCH «IIPUMEYaHHE)» HCIONb3YeTCs I OTMETOK O IIpHEME Jell,
0COOEHHOCTSX UX (PU3UIECKOTO COCTOSHUS U T.1.

12.1.9. CBomHas OIMKCH JIeJ IOCTOSIHHOIO CpOKa XpaHEHUs COCTaBIAIOTCA II0
yCTaHOBJICHHOM (opMe B JIByX 3K3eMIUIIpax, OJUH M3 KOTOPBIX IIepellaeTcs B
Kaszennoe yupexnenne Owmckoit obOmactu «Mcropuueckuin apxuB Omckon
obmactu» (nprtoxxenue Ne 16).

CBoJtHasI OITUCH eI 110 JJUYHOMY COCTaBy COCTAaBIISIETCS B TPEX SK3EMILLIpax,
OIVH M3 KOTOphHIX mepenaercs B KasenHoe yupexaeHue Owmckoil oOnactu
«Hcropuueckuit apxuB OMcKoit obnacti» (nmpunoxerue Ne 15).

HOI[pEB,I[CJI 1. YHUYTOXEHHUE JOKYMEHTOB C UCTEKIIWM I'OAOM XpaHEHUs U
BBIJICJIICHHUH €] K YHHUYTOXKCHHUIO

12.1.10. OT6op DTOKyMEHTOB 32 COOTBETCTBYIOLIUHI IIEPHOJ K YHUUYTOXKEHHUIO
M COCTaBJIeHWE aKTa O BBIICJICHWM HUX K YHUYTOXEHHIO IpousBoautcs B POK
Omckoli obOyacTd moOcCiie COCTaBIEHHWS CBOAHBIX OIKCEH Jell IIOCTOSHHOIO
XpaHeHHs U 110 JIMYHOMY COCTaBY 3a 3TOT K€ IEpUOA. YKa3aHHBIE OIUCU M aKT
paccMaTpuBaroTCs Ha 3aceJaHuu dKcriepTHoi komuccun POK Omckoii obnacTu.



36

12.1.11. Jlena BKIIIOYAIOTCSI B aKT, €CJIM YCTAHOBJICHHBIA M1 HUX CPOK
XpaHEHHs MCTeK | sHBapsi roia, B KOTOPOM COCTaBJe€H akT (HalpuMmep,
3aKOHYEHHBIE Jejonpou3BogactBoM B 2006 romy nemna ¢ 3-JIETHUM CPOKOM
XpaHeHUs] MOTYT ObITh BKItO4YeHbI B akT. CocTaBieHHbIH He panee 1 suBaps 2010
roja).

12.1.12. CornacoBannsle  sKkcrmeptHoil komuccurn POK Owmckoii obiactu
aKThl yTBEPXJIAIOTCsA Toibko mociae yTBepxiaeHus OIIK  Munucrepcrsa
roCyIapCTBEHHO-TIPABOBOT0 pa3BUTH OMCKOH 001aCTH ONKMCEN €] IIOCTOSHHOTO
XpaHEeHUSI.

12.1.13. TTocne yTBepxIeHUS aKTa JAesa NepefaroTcs Ha YHHYTOXEHHe U B
HOMEHKJIATypE  IIPOCTABIIAETCS OTMETKa « YHHUYTOXKEeHO. CM. akT oT ... Ne ...» ¢
yKa3aHHeM JIOJDKHOCTH, (paMMIIuM, MOANKMCH JIMLA, OTBETCTBEHHOTO 3a Iepenady
JieJl Ha YHUYTOXEHUE, U 1aThL.

13. UCIIOJIb3OBAHUE APXUBHBIX JTOKYMEHTOB B
OPTAHMU3ALIMA

13.1. JIoKyMeHTBI, HaXOSAIIMeCs Ha XpaHEHHH B apXUBE, IPEIOCTaBIISIOTCS
COTpYIHMKaM IJjis paboThl B IIOMEIIEHUN apXKBa MM BO BpeMeHHOe (He Gonee 1
Mecsila) MOJIb30BaHKE 10/l PAaCIMCKY B XKypHalle.

13.2. Jlena BBIHAIOTCS BO BPEMEHHOE I10JIb30BAHME COTPYIHHUKAM OT/IEJIOB Ha
CpOK He 0oJiee OJHOTO Mecsla U TI0CJIE €ro HCTEUEHHS MOJIeXkAaT BO3Bpary.

13.3. CoTpyIHUKH HECyT OTBETCTBEHHOCTH 3a COXPaHHOCThH IOJIy4YE€HHBIX
apXMBHBIX MaTepHaioB. VI3pIMaTh JOKYMEHTHI M3 apXMBHBIX J€J, AeNaTh Ha HHUX
IIOMETKH, II0T9€pKHUBATh, 3aTU0aTh JIUCTHI KATETOPUIECKH 3aMPEIIACTCS.

Banpernaercss BeIHOCUTH nena u3 3xaHus POK Owmckoit obnactu. Xpanenue
JIe]l Y UCTIOJTHUTENEeH HeJJ0IyCTUMO

13.4. B cinydae yTparhl JOKyMEHTOB M JeJ IIPOBOJIUTCSA CIIyxeOHOe
paccieoBaHye, II0 pe3ysbTaTaM KOTOPOro JIMIIO, BHHOBHOE B yTpare, HeceT
OTBETCTBEHHOCTH B yCTAHOBJIEHHOM ITOPSIKE.

14. OIEPATUBHOE XPAHEHHUE JOKYMEHTOB B APXHUBE POK

14.1. 3aBeneHHbIE fesa IIOCTOSHHOTO XpaHeHWs XpaHsrcs B apxuee POK
OmMmckoit obmacTu (MX Iepefada MPOU3BOIAMTCS TOJNBKO IO OMUCAM A€l B 3-X
SK3eMILISApax), a mo ucredeHuu 10 seT, B cooTBETCTBUU ¢ DenepaibHBIM 3aKOHOM
oT 22 okta6ps 2004 roma Ne 125-®3 «O06 apxuBHOM gene B Poccuiickoit
®denepanum» nepeaaroTcs Ha xpaneHue B KaseHHoe yupesxaenne OMckoi obnactu
«Hctoprueckuit apxuB OMcKoi 001acTu».

JIOKYMEHTHI 10 IMYHOMY COCTaBy B TedeHHUe 75 JieT XxpaHsarcs B apxuse POK
Owmckoit 06s1acTH.

14.2. Tlepemaya nokymentoB B KaseHHoe yupexxaenne Omckod obnactu

«Hcropudeckuit apxuB OMCKOH 001aCTH» IPOU3BOJUTCS 110 aKTY.
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15. IEYATH 1 ITAMIIBI OPTAHU3AIIUHN

15.1. Ileyat HU3roTaBIMBAaIOTCS B CTPOr0 OIPAHHYEHHOM KOJIHMYECTBE U
UCKJIIOYHTEIHHO B CIYXEOHBIX IelsiX. Pemenre o He0OX0AUMOCTH H3TOTOBJICHHUSA
reuaTeil M, IITAMIIOB M HUX KOJMYECTBO MpuHMMaeT npexacenarens POK Omckoi
obacTu.

[leyaTpto 3aBepsIOTCS TOANKCH TIpejcefaTeNs, ero 3aMecTUTelEH,
ri1.0yXranrepa WIH JOJDKHOCTHBIX JIHI, KOTOPBIM JOBEPEHHOCTHIO IPENOCTABIIEHEI
COOTBETCTBYIOIIUE ITOJTHOMOYHS.

15.2. B pabore POK Omckoit 001acT UMEIOTCS I1e€4aTH U IITaMIIbI:

- repboBas nevats (3aBepsieT MOANUCH PYKOBOAUTEIIS );

- 2 Kpyrible BBDKMMHBIE TledaTH (0fHa — Yy ceKpeTaps MpUeMHOH (OTMeTKa
KOMaHIMPOBOYHEIX YIOCTOBEpeHMH, BTOpass — y cekperapst [IpaBnenus POK
Omckoit 067acTH (BBIITUCKA U TPOTOKOJIBI);

- 2 mramma  (BXOmsdImas M HCXOASIIAs JOKyMEHTalMs) B CiIyx0e
NIeJIONPOU3BO/ICTBA;

- mramn OI'PH — y HavajgpHHMKa CIIy)XObl SKcIuTyaTauuu 3faHus POK
Owmckoit obnacT.

[lepenava meyaTeid W INTAMIIOB IIOCTOPOHHMM JIMIAM M BBIHOC HX W3
IOMEIIEHMH 3amperaeTcs (KpoMe UCKIIIOUUTEBHBIX CIIydaeB, KOria HeoOX0oauMo
IpOCTaBJIEHHE II€YaTH W IITaMlla OpraHW3allid B JPYroM MecTe (HampHMep.
[MpaButenbcTBO OMCKOW 00nacTH, YIpaBleHHE IO 3allUTe IOCYAapCTBEHHOM
TalHBI).

[leyaTu ¥ IITaMITBI, PUIIEAIINE B HETOJHOCTD, IIOIEKAT YHUYTOXKEHHMIO.
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[Tpunoxenne Ne 1

Obpazen

odopMIIeHHs TpHUKa3a

PETMOHAABHAAA DHEPTETUUECKAA KOMUHCCHUA OMCKOWU
OBAACTU

IMPUKAS3
18 mapta 2013 rona Ne 24/10

OMck

OO0 ycTaHOBIEHUHU pa3MeEPOB ILJIATHI 3a IPOBEICHHE
rOCyIapCTBEHHOTO TEXHUYECKOI'0 OCMOTpa TPAHCIIOPTHBIX CPENCTB
C HCIIOJIb30BaHHUEM CPEJICTB TEXHUYECKOTO JUArHOCTUPOBaHUS

PykoBoactBysick  moctaHoBieHueM  IIpaBurtensctBa  Poccuiickoi
Denepanmun ot 31 wmrons 1998 roma Ne 880 «O mopsake IpoBeneHMs
rOCyJIapCTBEHHOTO  TEXHHYECKOr0  OCMOTpa  TPAHCIOPTHBIX  CPEACTB,
3apeTUCTPUPOBAHHBIX B [ 0Cy1apCTBEHHON MHCHEKIMU OE€30IacHOCTH JOPOKHOTO
IBUXKEeHUsT MuHucTepcTBa BHYTpeHHUX Jnen  Pocculiickorn @enepauum», B
cootBeTcTBUU € Ilomoxenuem o PermoHanpHON 3HEPreTUYECKOU
xomuccur OMCKoO# o0nacTd, yTBep)KIeHHBIM YKazoMm ['yOepHatopa Omckoit
obmactu ot 28 mas 2003 roxa Ne 95, npukassiBaro:

1. YcranoButh U BBecTH B nelicTtue ¢ 1 ampens 2008 roga pa3Mepsl IUIaThI
3a IIPOBCACHHEC Ir'OCYyJapCTBEHHOTO TEXHHUYICECKOTO OCMOTpPa TPaHCIIOPTHBIX CPCACTB
C MCITOJIb30BaHUEM CPEJICTB TEXHHYECKOTO TUAarHOCTUPOBaHUs (IIPUIIOKEHHE).

2. IlpusHath yTpatuBmmM cuiy ¢ 1 anpesnst 2008 roga npukas POK Omckoi
obactr ot 20 mexabps 2006 roxa Ne 178/49 «O06 ycTaHOBIEHUH pa3MepOB IIIATHI
3a MpOBeJIeHNE IOCYJapCTBEHHOI0 TEXHUYECKOI0 OCMOTpa TPAHCIIOPTHBIX CPEZICTB
C MCTIOJIb30BaHHEM CPEJICTB TEXHUYECKOTO JUArHOCTUPOBAHUSY.

[Ipencenarens PernonansHon
SHEPreTU4EeCKON KOMHUCCUHU K.B. Mapyenko
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[Tpunoxenue Ne 2

O06pazer; opopMIIeHHS PACIIOPSIKEHUS

B\
i

PETMOHAJIBHAS SHEPTETUYECKASI KOMUCCUsI
OMCKOHU OBJACTH

PACHOPIAXEHMNE
Ne

OMCcKk

O BHeceHMHM W3MEHEHHH B pacropspkeHre PernonanbHon
sHepreTuyeckoit komuccun OMcKoil obnactu
ot 23 mas 2013 roga Ne P-13/POK-51

I[Tpunoxenuss Ne 2 u No 7 x pacnopskeHuIo PerroHanbHON 9HEpreTH4ecKoM
xomuccuu Owmckoit obnactu or 23 mas 2013 roma Ne P-13/POK-51 «O6
YTBEpXKICHAN TMOJIMTUKH HHGPOPMAIIMOHHONW 0€301acHOCTH HMH(OPMAIHOHHBIX
CHCTEM IIEPCOHAIBHBIX JaHHBIX PernoHanbHONM JHEPreTHYECKOH KOMHCCHH
OMcKoii 001acTh» U3NIOXKHUTH coracHo mprtokeHusM Ne 1 u Ne 2 x Hacrosiemy
pacrtopsKEHUIO.

[Ipencenarens K.B. Mapuenko




40

IIpunoxenue Ne 3
O0paszern O6s1aHKa MUCHEMa

]
%Ay |
& I
PETMOHAJIBHAS 3HEP§ETI/I‘IECKAH KOMUCCUS
OMCKOMU OBJIACTH

KpacHbiii yTb yiL., 1. 89, 4 ota, r. Omck, Poceusi, 644043. Ten./dakce. (3812) 23-80-65/21-31-83,
info@rec.omskportal.ru, http://rec.omskportal.ru,
OKIIO 51631363, OI'PH 1025500751418, MHH/KIIIT 5503051635/550301001

Ne CX-13/POK-

Ha Ne

OoT
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[Mpunoxenue Ne 4

O6pazen opopmiieHUs] TUCbMA

PETMOHAJIBHASI DHEPTETUUYECKASI KOMUCCUS
OMCKOM OBJIACTH

KpacHslii myTb yi., . 89, 4 srax, r. Omck, Poccns, 644043. Ten./daxc. (3812) 23-80-65/ 21-31-83,
info@rec.omskportal.ru, http://rec.omskportal.ru
OKTIO 51631363, OTPH 1025500751418, MHH/KIIIT 5503051635/550301001

Ne UCX-13/POK- MUHHUCTEPCTBO SKOHOMHUKHU
Ha Ne oT OMckoit o6nacTu
A.B. IlerpoBy

l, 1 unTEpBaI
O mpenocTaBleHUH HHPOPMALUH
l 3 uHTEpBaia

VBaxaemslil Anekcanap BacuibeBuu!
| 2 unrepBana

B cBs134 ¢ IPOU3BOICTBEHHON HEOOXOIUMOCTBIO ITPOCHM IIPEAOCTaBUTh
pacyeThl TOITMBHO-3KOHOMUYeCKHX Ganancos Kpyrunckoro m.p. Ha 2013 rox.
l 2 uHTEpBaJIa
IIpunoxxenue: Ha 2 1. B 1 9K3.

l 2-3 uHTEpBAIA

[Ipencenarens KOMUCCUU K.B. Mapuenko

Wsauona JI.T'.
25-12-67



42

[Tpunoxenue Ne 5
Oopazen opopmileHUs aKTa

PeruonanpHas SHEPreTuveCKasn

xoMuccuss OMCKo#t obacTH VYTBEPXJIAIO
AKT [Mpencenatens POK
No OMckoii o6actu
r. Omck K.B. Mapuenko
« » 200 T.

O BBIJIEIEHAN K YHUUYTOKEHUIO
JIOKYMEHTOB, HE MOJJIEXKALIUX XPAHEHHIO

Ha ocuoBanuu

(Ha3BaHWE U BBIXOIHBIC TAHHBIE MEPEUHs JOKYMECHTOB C YKa3aHHEM CPOKOB X XPAHCHNS)
OTO6paHI>I K YHUYTOXXECHUIO KaK HE HMCIOIIHEC Hay‘{HO-I/ICTopH‘{eCKOﬁ LNEHHOCTH U

YTpaTUBIIHE MTPAKTUYECKOC 3HAYCHHUC JOKYMEHTBI (1)OH)Ia No

(HaHMeHOBaHHe (honna)

Ne 3aroyioBoK Kpaiinue Howmepa Hunekc nena | Kon-Bo Cpoxku [Mpumeuanve
n/n Jena unu Mepsl ormcei 1o el.Xp. XpaHeHHUs u
TPYIIOBOM HOMEHKJIaType HOMepa
3aroJIoBOK win Ne ferna cratei o
JTOKYMEHTOB 10 OITHCH MePEeYHIO
1 2 3 4 5 6 7 8
Hroro en.xp. 3a roJbl

(urdpamMu ¥ IPOIHCHIO)

Omnucu ie1 TOCTOSTHHOTO XpaHEHUs 3a rOJIbI YTBEPIKICHBI, [10 TUYHOMY
cocraBy cornacoBansl ¢ DIIK MuHHCTEPCTBA IOCY IapCTBEHHO-IIPAaBOBOTO
pasBuTHs OMCKO# 061acTd (IIPOTOKOJ OT Ne ).

HanmeHnoBaHHe JOJKHOCTH JIMLIA,

[TpoBOAMBILErO SKCIEPTUIY

IIEHHOCTH JJOKYMEHTOB Ilonnuce PacmmudpoBka
MIOITHCH

Jlara
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COI'JTACOBAHO
[Tpotokon OK opranusanuu

Or Ne
HOKyMeHTBI B KOJIMYECTBEC en.xp.,
(uupamu ¥ IPOIUCHIO)
BECOM KI' CIaHbI B
(HaHMeHOBaHI/Ie OpFaHHBaHI/II/I)
Ha nepepa60TKy 1o aneMo-czxaTquoﬁ HaKJIaJIHOM OT No

HaumeHoBaHMe JOKHOCTU pabOTHHKA,
CIABIIIETO TOKYMEHTBI [Tonnuce PacmmbpoBka noanucu
Jara

H3MeHeHUs B Y4€THBIC NOKYMEHTbI BHECCCHBI.

HanMeHoBaHUE TODKHOCTH pabOTHHKA
ApxuBa, BHECIIIETO U3MEHEHMS B yUETHBIE
JIOKyMEHTBI IMoamuce  PacmmgppoBKa MOANKUCH

Hara
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[Tpunoxenue Ne 6

O6pa3serr ohpopMIIeHHs KPaTKOTO IIPOTOKOJIA

PernoHanbHas 3HepreTudeckas komuccusi OMCKo# 001acTu

[MPOTOKOJI

COBCIIaHUs Y Ha4YaJIbHUKA TEXHUYIECKOTO OTAC]Ia

« » No

r. OMcK
IIpucyTcTBOBAIH:
HaumeHoBaHHe JOJXKHOCTH N.O.Oamunus
HauMmeHoBaHue NOJKHOCTH N.O.©ammnusa
HaumeHoBaHUe JOJXKHOCTH
N.O.Oamunusa

(Maunpans! 4 paMuiIid B al(aBUTHOM
TIOPSI/IKE)

[TOBECTKA JTHSI:

I. YcTaHOBKAa HOPMAaTHBHOIO TOTPEOICHHUS TEILIOBOW 3HEPTUH B OMCKOM paiioHe.
Tloxnan 3amecturess Pykosomurens B.M. Ilerposa.
I1. YcranoBka Tapuda Ha BOJOCHA0KEHHE 110 BOJOBOILY Owmck-PozoBka.

I. 1. IlpuHSTH K CBEAECHHIO. ..
2. HayanpHUKY TEXHUYECKOI'O OT/EeNa ...

II. 1. PexoMeHj0BaTh HA4aJIbHUKY OTJ€JIa TPAHCIIOPTA ...
2. PexomMeH0BaTh OT/IeNIaM U YIIPABIECHHUSM ...

[pencenarenbCTBYOLIMH PacrmmdpoBka
MIOJIIUCH
CexkpeTraphb PacmmdpoBka

IMOAIIMCH
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[Tpunoxenue Ne 7

O6pas3er; ohopMIIeHUS TTOJHOTO MPOTOKOJIA
PerunonanpHas 3HepreTuueckas komuccuss OMckoi 001acT

I[TPOTOKOJI
3aceIaHus IPON3BOACTBEHHON KOMHCCHU

« » No

r. OmMck

INpencenarenscrBytomuii — M.O. @amuus
Cekperaps — M1.0. @amuiius
[pucyrcrBoBany: 30 yenoBeK (CIUCOK IpHIaraercs)

TTOBECTKA JTHSI:

1. VcTaHOBKA HOPMATUBHOTO MOTPeOIeHHs TeII0BOM sHeprun B OMCKOM paiioHe.

Toxnan 3amectutens PykoBoaurens B.U. Ilerposa.
2. VcraHoBKa Tapuda Ha BogocHabxkeHue 1o Bofosoxy OMck-Po3oBka.

1. CJIYIIAJIN:
N.O. ®amums — TEKCT J0KIa[a IpuaaracTes.
BBICTYILINUA:
N.0. ®amunus — KpaTKasi 3alliCh BEICTYILICHHUS.
N.0O. ®amunus — KpaTKas 3alliCh BBICTYIUIEHHS.
I[TOCTAHOBWJINA:
1.1.
1.2,
1.3.
2. CJIYILIAJIA:
N.0O. ®amunusg — TEKCT J0KIIa[a MpuiaraeTcs.
BBICTVYIUINHA:
N.0O. ®amunus — KkpaTkas 3allUCh BBICTYIUICHHS.
N.O. damunus — KpaTKas 3auch BEICTYIUICHHS.
[TOCTAHOBWJIN:
1.1.
1.2,

[IpencenarenbCTBYOIIMM PacmudpoBka noanucu
Cexkperapb PacmudpoBka noanucu
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[Tpmnoxenue Ne 8

O6pazew opopMIIeHHs TenePOHOTPAMMBI

[paButenbcTBO OMCKOM 0bacTu POK Omckoit obnactu
K.B. MapueHko
23-80-65

TEJE®OHOI'PAMMA

21.10.2013 Ne 01-12/34

9*yac.

r. OMck

22.10.2013 B 10.00 yac. COCTOMUTCS COBEILIAHUE I10 BOIIPOCY yCTAHOBIICHUS
Tapu(OB HA TEXHOJIOTUYECKOE NIPHCOETHNHEHHE.

Heo6xoauMble MaTepraibl K COBELIAHHUIO IPEACTABUTE VISl O3HAKOMJICHHS
E.M. BnoBuny ceroass.

IToxamucain: I 3amectutens [Ipencenarens [IpaBurenscTsa E.M.Bnosun

[epenana: Koteik — 24-22-12
IMpunsina:  KprokxoBa 23-80-65
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Ipunoxxenue Ne 9

O6paszer ohopMICHUS PaKCOrpaMMBbI

PerunonanpHas SHEPreTU4YEeCKass KOMHCCHs

Owmckoii obactu OAO «OMCcKTpaHCCTpO»
A.B. IletpoBy
24-80-67
OPAKCOI'PAMMA
21.08.2013 Ne
10*°uac.
r. OMck

22.08.2013 B 10.00 uac. cocToUTCs COBEILIaHHUE 10 BOMPOCY yCTAaHOBJICHUS
tTapuOB Ha epeaady IEKTPUIECKOM IHEPTUH.

[Topgmucan: mpexacenareisb K.B. Mapuenko

[lepenana: HMBaHOBa 23-80-65
IMpunsna:  Kprokosa 24-80-67
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ITpunoxenue Ne 10

O6paser opopMIIeHHs CITyKeOHOH 3aIMCKH

PernonanpsHas 3HepreTu4ecKasi KOMUCCHS ITpencenaremnto POK
Omckoit obnactu K.B. MapueHko
CJIY)KEBHAS 3ATIMCKA

19.04.2013 Ne

r. OMck

O KOMaHJUPOBKE

B CBA3M C IPOM3BOJCTBEHHOW HEOOXOIMMOCTHIO  (KOMaHIMPOBKa

npencenarens POK Owmckoii obnactu B rr. Kypran, ExarepunOypr ¢ 25.04.2013

mo 29.04.2013), mpoIly IpemoCTaBUTh B MOJb30BaHUE aBTOMOOMIL A911AA —

Bouara (Bogurens - A.B. CUMOHOB).

3aMecTuTeNb NpeaceaaTesist 1800310315 (9) A.IL Iletpos
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IMpunoxenue Ne 11

O6pasel; ohopMIIeHUs] CBOAHON HOMEHKIIATYPBI €]

PernoHaibHas SHepreTHYecKas
xomuccusi OMckoit 001acT

YTBEPXJIATO
CBOJHAJ Ipencenarens POK
HOMEHKIJIATYPA JIEJI Owmckoii obractu
00.00.0000 Ne K.B. Mapuenko
r. Omck JlaTa
Ha roj
Wunekc nemna 3aroJ0BOK Kon-Bo nen Cpok xpaHeHus [Ipumeuanue
nen(ToMma, (TomMOB, yacTen) Jena
yacTei) )TOMa, YacTu) U
Ne crareit o
TIEPEYHIO
1 2 3 4 5
HasBanue paszaena
HaumeHoBaHuEe TOKHOCTHU
pykoBoautens ciayx0s1 JIOY PacmmdpoBka
opraHa HUCIOJHUTEIBHOM BIIaCTH ITogmuce MOJAMUCH
Hara
Busa nuia, OoTBETCTBEHHOIO 3a apXUB
COI''TACOBAHO COI'’TACOBAHO
[Tpotoxon DK POK [Tporoxon IIIK MunucrepcTBa
Omckoii ob6actu rocyIapCTBEHHO-IIPaBOBOI'O Pa3BUTHS

Omckoi obJtacTu

OT No OT

Ne




50

ITpunoxxenue Ne 12
O6pas3er; opopMIIeHHUS JTHCTA-3aBepUTEIIA

JIMCT-3ABEPUTEJIb AEJIA Ne

B 1ese mpommTo U MpoHyMepOBaHO

(uudpaMu U TIPOIHCHIO)

JIUCTOB

B TOM YHCJIC:

JIMTCPHBIC HOMEpPaA JINCTOB

IIpOMYyIICHHBIE HOMEPA JINCTOB

+ JTUCTOB BHYTpPEHHEN OIIUCH

OcobeHHOCTH (PU3NUECKOTO COCTOSTHUN Homepa nmctoB
1 GopMUpOBaHUS A€
1 2

(HAMMEHOBAHHE JOJDKHOCTH) (paciudpoBKka MoamHCcH)

(mara)
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[Tpunoxenune Ne 13

O6pasen opopMiIeHHS 0OI0KKH Jiefla Ha XpaHEHHE B apXHB

O.N

On. N

1. N

PernoHnajibHas 3Hepreruyeckasi komuccusi OMckoi 06acTu

(HauMeHOBaHHE CTPYKTYPHOTO HOIpa3/IeICHHU)

JAEJIO Ne TOM Ne

(3arooBok zena)

(Kpaiinue nater)

Ha JINCTax

O.N

XpaHUTh

Omn. N

AN
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[Mpunoxenue Ne 14

O6pasel 0hOpMIICHUs BHYTPEHHEH ONUCH

BHYTPEHHA OITMChb

JTokyMeHTOB fena Ne

Ne HNnpnexc Hata 3aroioBoOK Homepa | IIpumedanwue
n/m JOKYMEHTa | JOKyMeHTa | JIOKyMeHTa JIICTOB
nena
1 2 3 - 5 6
Hroro JIOKyMEHTOB.

(urpamu U IpOIHCHIO)

KonuuecTBO 1TUCTOB BHYTpeHHeﬁ OIIKMCH

(uuq)pamn Y TIPOTTUCHIO)

HaumeHoBaHMe NOKHOCTH JINIIA,
COCTaBMBIIIETO BHYTPEHHIOIO OIKCH

JIOKyMEHTOB JIeJIa IHonnuce PacmmdpoBka noanucu

JlaTa
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[Mpunoxenue Ne 15

O6paser; 0pOpMIICHHS CBOJHOM OMKMCH eI 10 IMYHOMY COCTaBy

PeruoHasibHasi SHepreTU4ecKas
xomuccus OMCKoO# o0acTu

®onp Ne YTBEPX/IAIO
Ipencenarens POK
CBOJIHAA OITMCD Ne K.B. MapuyeHko
JIeJT TIO TMNYHOMY COCTaBYy JHara
3a rof
Ne Nnnexc BaronoBok | Kpaitaue | Kommgectso | [Ipumedanue
1/ nena nena JaThl Iea | JIMCTOB B
(ToMma, (Toma, nene
YacTH) JacTH) (ToMme,
YacTH)
1 2 3 . 5 6
B nmaHHBINM pa3ien onucu BHECEHO el. Xp.,
C No o Ne , B TOM YHCJIE:
JlutepHbie HOMepa:
[TpomyiieHHBIE HOMEDA:
HanmMeHoBaHUEe TOJDKHOCTH
COCTaBUTEIS OIUCH [Moanuce PacmudpoBka noanucu
HaumeHoBaHKe NOKHOCTH
paboTHUKA apXHBa opraHa
HCIIOJTHUTEJIBHOM BIIACTH [Tognuce Pacumdposka moanucu
COI''TACOBAHO COI'JTACOBAHO:
[Tporoxon DK POK [Tporokon DITK MI'TIP
Owmckoii obnacTH oT Ne

OoT No
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Ipunoxenue Ne 16

O6pazen opopMIIeHHS CBOJHON OMKUCH JieJ IOCTOSHHOIO XpaHeHHUS

PernonansHas SHEPreTudecKas

xomuccuss OMCKON 001aCTH

@onp Ne VTBEPXIAIO
[Ipencenatens POK
CBOJJHAA OITUCD Ne K.B. Mapyenko
JIeJ TIOCTOSTHHOTO XpaHEeHUsI Hata
3a roz
No Nupexc BaronoBok | Kpaiiawe | Komuuectso | [Ipumedanue
/1 nena nena JaThl Jena JIUCTOB B
(Toma, (Toma, nene
4acTH) YacTH) (Tome,
YACTH)
1 2 3 - 5 6
B manHBIM pa3nen onucu BHECEHO en. xXp.,
C Ne o Ne , B TOM YHCIIe:
JlutepHble HOMepa:
[IponyiieHHBIE HOMEDA.
HanMeHoBaHUE JOIKHOCTH
COCTaBUTENISI ONIUCH [Toamuce Pacmmdposka noanucu
HanMeHOBaHUE TOJKHOCTH
paboTHHKa apXuBa OpraHa
UCIIOJIHUTEIBHOM BIIACTH [Toqnuck PacmudpoBka noanucu

COI'’TACOBAHO
[Tporoxon OK POK
Omckoit obnacTu
oT No

YTBEPXIEHO
[Tpotoxon JIIK MITIP
oT Ne
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[Mpunoxxenne Ne 17

[TEPEUYEHDb
JOKYMEHTOB, MOAJIEKAIIUX YTBEPKISHUIO

AxThl (IIPOBEPOK ¥ pEBH3UH, NpuemMa O00OpYyIHOBaHHS; SKCICPTU3DL
repeaauu e, JUKBUIAMH OPTaHU3aLKH, U T.11.).

HucTpykuuu (TpaBuia) - JOIDKHOCTHBIE, MO EIONPOU3BOJICTBY, TEXHUKE
0e30IaCHOCTH, BHYTPEHHETO TPYAOBOI0 pacropsiaKa.

OTtuernl (0O NPOU3BOJCTBEHHOH [EATEIBHOCTH, KOMaHJIMPOBKAaXx,
Hay4HO-HUCCIIeI0BaTENbCKUX paboTax  T.11.).

Iepeunn  (HOMKHOCTEH DPabOTHUKOB C HEHOPMHPOBAHHBIM pPabOYMM
IHEeM; INpeINpUsATAN, Ha KOTOpble PpacIpOCTPAHSIOTCS OTACIBHBIC JIBIOTHI;
THIIOBBIX JJOKYMEHTOB, 00pa3yIOIHXCs B IEATEIbHOCTH MUHUCTEPCTB, BEAOMCTB 1
JIp. OpTaHU3AIlMH C yKa3aHHeM CPOKOB XPaHEHHS U T.KL.).

ILnansl (IPOU3BOACTBEHHBIE; pabOTHI KOJUIETHH, coBeTa, [IpaBienus  T.11.).

Ionoxenusi (00 yupexeHUH, OPraHU3alMH, CTPYKTYPHOM
T0Jpa3/ieleHu , IPEMUPOBAHUH H T.]L.).

IIporpammsl (IpoBeNCHUS paboT ¥ MEepONPUATHH, KOMaHIHUPOBKHU H T.J.)
CTpyKTypa U LITATHAS YHCJIECHHOCThH
IlITaTHbIEe pacCIHCAHUS U H3MEHEHHS K HUM.

YecraBbl OpraHu3alyi.



RO N PPN =

10.
11.

12,
13,

14.
15.
16.
17.
18.
19,
20.
21,
22
23,
24.
25:
26.
27
28.
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[Tpunoxenue Ne 18

MNEPEYEHD

JIOKyMEHTOB, Ha KOTOpBIE CTaBUTCS repOoBasi nevaTh

AKTHI (IIpHeMa BBINOJIHEHHBIX paboT, OIUCAHMUS, SKCIIEPTH3HI)
ApxuBHas ClIpaBKa
ApxuBHasi KO
BromkeTHBIE TIOPYYEHUs
bankoBckue nopy4eHus
BBINUCKY U3 IIPUKA30B ISl COOECOB
["apanTHiiHBIE THCHEMA
JloBepeHHOCTH (TIPABOBBIE; MOJyYCHHE TOBAPHO-MATEPHAIBHBIX LIEHHOCTEH)
JloroBopsI (0 MaTepUuaIbHOM OTBETCTBEHHOCTH, O MOCTaBKaXx,
HOAPA/aX, 0 HAyYHO-TEXHUIECKOM COTPYIHHYECTBE, apeH/IC
TIOMELIeHnH, O IPOU3BOCTBE PaboT U T.1.)
3asBKkH (Ha 060pyI0BaHKe, Ha H300pPETEeHHE U T.]1.)
3aKTIOYeHNUS], OT3BIBBI Ha JUCCEPTAIMU U aBTOpedepaTsl, HallpaBjIseMbIe B
BBICIIIYIO aTTECTAlMOHHYIO KOMHCCHIO
HcromHUTENbHBIE JTUCTEI
OG6pa3Lbl OTTHUCKA NIeYaTd U IOoANUcel pabOTHUKOB, HMEIOIINX IIPaBO
coBeplIeHus ((UHAHCOBO-XO3SIMCTBEHHBIX OIE€paIui
[TnaTexxHsle Mopy4eHus (CBOaHbIe B 0aHK, ['0cOaHK)
ITnarexxHble TpeOOBaHUS
ITonoxxeHue 00 opraHu3aIu
IIpencTaBiieHUH Ha XOaTaliCTBa O HarpaXXICHHUH, [IPEMUH
PacueTtHble yeku
PeecTpsl (4€KOB, OIODKETHBIX IIOPYYCHHI, IIpe/icTaBnseMble B I 0cOaHK)
CwMmeThl pacxoa0B
Cornamenust (TpyI0BBIE H JIp.)
Cupasku (110 3apaOOTHOH I11aTe)
TpynoBble KHUXKHA
VYcTaBsl opranuzayi
Y nocroBepeHust paOOTHUKOB
VY nocroBepenus (KOMaHIHPOBOYHEIE)
YekoBble KHUKKH
[IITaTHBIE pacIUCaHUs
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[Tpunosxxenue Ne 19

IIEPEYEHD
JIOKYMEHTOB, HE NOJIeKAIINX PeruCTpalnu

1. IpurnacuresbHble OUIETHI, TTO3APABUTEIIBHBIC IIUCHMA U TEJICTPAMMBIL.

2. M3BenieHus o NIpOBEACHUN KoH(pepeHIUH, 3aceNanu, COBEILL[aHUMH,
IPOrpaMMBI HX IIPOBEIECHHUS U MaTepUalbl K HUM, Ipayc-JIUCTHI, AHHOTAIMH.

3. IlnaHbl MEPOTIPUSATHH, IPOBOJMMbIX OPraHaMH 3aKOHOIaTEIBHON U

HUCIIOMHUTENbHOM BiacT OMCKO# 06s1acTH.

4. Amanutudeckye 0030pbl U MHBIE MaTe€pPHalIbl, IPEACTaBIACMBbIC UL
CBEJICHUS.

5. ITeuaTHble 3gaHus (Ta3eThl, )KypHaIbl, OPOIIIOPHI, PEKIaAMHBIE MATEPHAIIEL,
OroJIIeTEHN ).

6. CTaTUCTHYECKHE OTYETHI, COOPHUKH ¥ 0030DHI.

7. JIoKyMeHTHI €3 MOJIIIKCH.
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ITEPEYEHDL
JOKYMEHTOB B 3JIEKTPOHHOM BH €, 00pa3yIOIUXCs B AE€ITEIBHOCTH
POK Owmckoii obitactu

ITpunoxenue Ne 20

No Bun nokymenra Cpok xpaHeHUsI [Ipumeyanue
1 2 3 4
1. IlpoekTbl JOKYMEHTOB
1 | 3akonbsl OMcKoif o6nacTu, Jlo MUHOBaHMS OtHocsmmecs K
YKa3bl, PacOpsHKEHHUS HaZoOHOCTH ”eﬁf,iﬁiﬁﬁf,f," -
['y6epnaropa Omckoii obnacty, Cr.l OrobpanHbie s
ITIOCTaAHOBJICHUS, PaCIIOPSI?KEHUS MOCTOSIHHOI'O XpaHEHHs
[IpaButenscTBa OMCKOM BRROACER B
obyacTv 1 3aKOHOAATEIHLHOTO AN R
vIl COOTBETCTBYIOLIEH
cobpanust OMckoit obacTu CTEMNEHbIO 3aBePeHHS
2. IlnaHoBbIe, OTYETHDBIE
AOKYMEHTbI, HHpopMaus
KOTOPBIX MOJABepraercs
000011IeHH 10
2 | HamoroBsle nexiapanuu 5 net JIIK OrobpaHHbie s
(pac4eTsl) IO BCEM BHIaM Cr.392 IO S DR SR s
BBIBOJATCA Ha
HaJIOrOB OyMa)XHOM HOCHUTeJIE C
COOTBETCTBYIOLIEH
CTEINCHBIO 3aBEPECHUA
3 | Jexnapauuu ¥ pacueTsl 5 net (1)
aBaHCOBBIX IUIATEXEU 10 Cr.395
CTpaxOBBIM B3HOCAM Ha
00s13aTeIbHOE TIEHCHOHHOE
CTpaxOBaHUE
3. JlokymMeHThI ( CIpaBKH,
pacyeTbl, 0TYEThI, JOKJIAHbIe
U cJy:KeOHbIe 3aIIHCKH) MO
onepaTHBHBIM BONIPOCAM
4 | lIokyMeHTHI (JOKJIaJHbIe U 5 net OIIK OtobpanHbie 1
cITyxeOHBIEe 3aIIMCKHU) 10 Cr. 88 R
< BBIBOJATCA Ha
OCHOBHOM J€ATEIbHOCTH GyMaKHOM HOCHTETE
COOTBETCTBYIOLICH
CTCIICHbIO 3aBEPEHUS
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1 2 3 -

5 | Ilpukassl, pacnopsKeHus 5 mer
npencenarens Komuccuu 1no Cr. 19
HH(M)OpMaMOHHON
6e3onacHocTH. Konuu.

6 | OOpaieHusi B BUPTYyaJIbHYIO 5 et DIIK OtobpanHbie st
npueMHyIo Ha caiite POK Cr.183 i ;‘;‘;;?r:f PR
Omckoit obnactu 6yMaXkHOM HOCHTEJIE C

COOTBETCTBYIOLICH
CTCINICHbIO 3aBCPCHUA
7 [lepenrcka c opranaMu 5 net OIIK OroGpanHbie 11
roCy/lapCTBEHHOM BIACTH Cr. 32 HOCTEEZ};Z;(;:;?;GH"”
OMckoii 061acTi U OpraHaMu 6yMaXHOM HOCHTEIE C
MECTHOI'O CaMOYIIpaBJICHUSA COOTBETCTBYIOLIEH
OMCKOﬁ 06JIaCTPI CTEIICHBIO 3aBEPCHUS
S. JIokyMeHThI 1O
perucTpaumu, yuety H
KOHTPOJII0

8 | XKypHan perucrpauuu 5 mer
NOCTYNAOIINX JOKYMEHTOB Cr.258

9 | Xypnan peructpanuu 5 ner
OTIPaBJIsIEMBIX TOKYMEHTOB Crt.258

10 | XKypHaiu peructpanuu 5 nmer
BHYTPEHHUX IOKYMEHTOB Cr.258

(moxmamHbIe, CIy>KeOHbIe) 110
OCHOBHOMU JesITeJIbHOCTH

['aBHEIN CHIEIUATUCT-AEIONPOU3BOIUTED

A.M. KoznoBckas




