AIMUHUCTPALMS
MOCEJIEHUS KHEBCKHM B TOPOJE MOCKBE

PACIIOPA’KEHHUE
01 06.11.2013 Ne 211-p

O PersiamenTe aAMHUHUCTPAIUHA
nocejneHus Kuesckuii B ropoge Mockse

B nemsax COBCPUHICHCTBOBAHUA obecneyeHus ACATCIIbBHOCTH aIMUHHUCTPAIHNH ITOCCICHHA
KuneBckuii ¥ OBBIIEHUS YPOBH:A HCITOJIHUTEIbCKOMN JUCHUITIIMHBI:

1. VrBepaute Pernmament aamuHuctpanuu mnoceiaeHus KueBckuit B ropoge Mockse
(nanee-PersiiaMeHT aAMMHUCTpALIMK) COTJIACHO MPUIIOKEHHUIO.

2. 3aMecTUTENs M IJIaBbl aJAMUHUCTpalMu nocesneHus KueBckuii, pyKOBOAUTENAM
OTJIEJIOB  aJIMUHUCTPALMH, PYKOBOAUTEISIM MYHULMIAIbHBIX OIOJKETHBIX  YUPEKICHHH,
MOJBEIOMCTBEHHBIX ~ aJIMUHUCTpAllUd TOCEJIEHUs, o0ecrnednTh HCHOoJIHEeHue PeriamenTa
aJMUHHUCTPALMH B IEATEIbHOCTH KypUPYEMBIX HalpaBiIeHUI.

3. IlpenympenuTb MyHMLIMNAIBHBIX CIYXalluX, COTPYAHUKOB aJIMUHHCTpALlUUd O
NEePCOHAIILHON OTBETCTBEHHOCTH 3a HecoOlrofieHHe TpeOdoBaHMN PernmameHTa agMHHHMCTpaIuH,
YTBEPKACHHOIO HACTOSALIUM PACHIOPSIKEHUEM.

4. Pa3mectuTh Ha oO(QUUIUATBFHOM caiiTe aJMUHHUCTpauuu mnoceneHus KueBckuii B
MH(}OpPMaLlMOHHO-TEIEKOMM YHUKAIIMOHHOM ceTn «IHTepHET»

5. KoHTponp 32 UCHOJIHEHHMEM HACTOSAIIETO PACHOPSHKEHUS BO3JIOKHUTH HA 3aMECTHTEIN
r1aBel anMuHucTpanuu nocenenust Kuesckuit H.B. CmupHoBY.

I'maBa agMuHMCTpauuu
nocenennss Kuesckui H.M. Bonkos



[Tpunoxenue

K pacropspKeHUI0 aIMUHUACTPAUU
nocenenusi Kuesckuii B ropojae Mockse
ot 06.11.2013 Ne 211-p

PET'JIAMEHT
aaMUHUCTpauuu nocesnenuss Kuesckuii B ropoge Mockse

1. OOuIue MoJI0KEHNUA

1.1. Hacrosimuii Pernament pa3zpaboran Ha ocHoBe Koncrutymuu Poccuiickoit @enepanuu,
bromxernoro koaekca Poccuiickonn @enepanun, Hamorosoro koaekca Poccuiickoit denepanmu,
@enepanpHoro 3akoHa "OO0 0OOIMX NPUHIUIIAX OPraHU3alMd MECTHOTO CaMOYIMpaBJICHUS B
Poccuiickoit ®enepamuu, 3akona ropoma Mockel oT 28 wuronms 2011 roma N 36 "OO6
OCOOCHHOCTSIX OpTraHM3allMd MECTHOTO CaMOYIPAaBICHUS MYHHIMITAIBHBIX 00pa30BaHUM,
BKJIFOYEHHBIX B COCTAaB BHYTPUIOPOJCKON TEPPUTOPHUH ropoaa MOCKBBI B pe3yJbTaTe U3MEHEHUS
rpaHul ropoga MOCKBbI, U O BHECEHUM M3MEHEHUH B cTartbio 1 3akoHa roposa MockBel OoT 6
HOs10pst 2002 roma N 56 "OO opraHu3anuu MECTHOTO caMOYIpaBiieHHs B ropoae Mockse",
VYcraBa noceneuus Kuepckuid.

1.2. Lenpro pa3paboTKu HAcTOAMIEro PeriaMeHTa SBJISETCS ONpEAeSICHHE MOJTHOMOYHNM,
npaB U OOS3aHHOCTEH aJAMHUHUCTpAIMH ToceleHnss KueBCKUil MO OCYIIECTBICHUIO MECTHOTO
caMOymIpaBlieHUsI Ha TeppuTopuu mnocenenuss KueBckuil ucxoas H3 UX 0OCOOEHHOCTEH,
HMCTOPUUYECKH CIIOKHUBIITUXCS TPATUIIUNA U UHTEPECOB HACEIICHUS.

1.3. Anmunucrpanus mnocenenus KueBckuil (manee - AJAMHHHCTpAIys) OCYIIECTBISET
JeATEeILHOCTh HA TEPPUTOPHUH TTOceneHus: KueBCKuii B rpaHUIaX MOCETICHUSI.

1.4. HeyperynupoBaHHbIE HACTOSIIMM PeraamMeHTOM MOJHOMOYHS, MpaBa U O00s3aHHOCTH
aIMUHUCTPALUHA PETYIUPYIOTCS 3aKOHOAATENBCTBOM Poccuiickon denepannu, ropoga MockBbI U
HOPMAaTHUBHO-TIPABOBBIMU aKTAMH OPraHOB MECTHOTO CaMOYIPaBJIEHUsS MOCEJICHUS, TPUHATHIMU B
npeaenax CBOMX MOJTHOMOYHM.

15. Hacrosmmit perjiiaMeHT yCTaHaBJIUBAET MOPSIIOK OpraHU3aIMOHHOTIO,
JIOKYMEHTAIMOHHOTO, MH(POPMAIIMOHHOTO 00ECTIEYCHHS IEATeTbHOCTH AIMUHUCTPAILIUN, a TAKKE
pEryiaupyer €€ B3aMMOOTHOIIEHUS C YUPEXKICHUSIMHU U UX PYKOBOJIUTEIISIMH.

1.6. AgMmuHHCTpaIus SBISICTCS HCHOJHUTEIBHO-PACTIOPSIUTESIEHBIM OpPraHOM MECTHOTO
CaMOYTIPaBJICHUs, HAJEJIEHHBIM YCTaBOM IOCEJIEHUs MOJHOMOYHUSAMH MO PEHIEHUI0 BOIPOCOB
MECTHOTO 3HAYEeHHS W TOJHOMOYHUSMH I OCYIIECTBJICHHUS] OTIEIBHBIX TOCYIapCTBEHHBIX
MOJTHOMOYHH, MepelaHHbIX OpraHaM MECTHOTO caMOyIpaBlieHUs (eaepaabHbIMU 3aKOHAMH H
3aKOHaMHU ropoaa MOCKBBI.

1.7. AnmuHMCTpanus B CBOEH JieATeNIbHOCTH pyKoBojcTBYeTcst Konctutynueit Poccuiickoit
Oenepannn, (QenepanbHBIMH 3aKOHAMH W WHBIMH  HOPMATUBHBIMH TPABOBBIMH  aKTaMH
Poccuiickoit ®enepanuu, YcraBom ropoga MOCKBBI, 3aKOHAMHM M HHBIMM HOPMAaTHUBHBIMHU
MPaBOBBIMU aKTaMu ropoaa MockBel, YcTaBoM noceneHuss KueBckuil, MHBIMH HOPMaTHUBHBIMHU
MPaBOBBIMU aKTaMu roceneHus: Kuesckuii.

1.8. AamuHECTparms 00JiaaeT mpaBaMu FPHIAISCKOTO JTUIIA.

1.9. ApmunHCTpanus OCYUIECTBJISIET  UCIOJHHUTEIBHYIO U PacHoOpsIUTEIbHYIO
JeATeTLHOCTh, HANpPABJICHHYI0O Ha WCcHojHeHune pemennii CoBera JEMyTaTOB TOCEIEHUS
KueBckuii, mocTaHOBIEHUHN, pACIOPSKEHUN TJaBbl aAMUHUCTpaluu noceneHuss KueBckuii u
aKTOB OPTaHOB TOCYJIapCTBEHHOM BIACTH, MPUHATHIX B MPeEJeIax UX KOMIETEHIHH.

1.10. [IesTeNbHOCTBIO ATMUHUCTPALMU PYKOBOJIUT TJlaBa aJMHUHUCTPAIMHM HA TPUHIUIE
€IMHOJINYMS, HA3HAYEHHBIN Ha JIOJDKHOCTD TJIaBbl aMUHHUCTpanni COBETOM JICTTYyTAaTOB U3 YKCTa
KaH/IMJIaTOB, NIPEICTABICHHBIX KOHKYPCHOW KOMHUCCHEN 1O pe3ybTaTaM KOHKYypca (Janee — riasa
aIMUHHUCTpPAIUN ).

1.11. Crpykrypa ApamunucTpanuu yreepxknaaerci CoOBETOM JEMyTaTOB IOCEIEHHUS II0
MIPEJCTABIICHUIO IJ1aBbl aIMUHUCTPAIIMH.
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1.12. lllTaTHOE pacnucaHne YTBEPKIACTCS TIaBON aIMHHUCTPAIIHH.

1.13. B mensx KOOpAWHAIMK OTICIBbHBIX HAMPABICHHUHA JEATCILHOCTH aJIMUHUCTPAIUU B
COOTBETCTBUM C €€ CTPYKTYpOll MpelycMaTpuBalOTCA [JIOJDKHOCTH 3aMECTUTENeH TJIaBbl
aJIMUHHUCTPAIUU.

1.14. 3amectutenu riaBbl aJIMUHUCTPALIMUA HAAEISIOTCS COOCTBEHHOM KOMIIETEHIMEH B
COOTBETCTBUU C PacCIpelleIeHUEM 00s3aHHOCTEH MEXIY HUMH, YTBEP)KIAEMbIM PacHOpsKEHUEM
IJIaBbl QIMUHUCTPALIUU.

1.15. ®duHaHcupoBaHUE pPAcXOJ0B aJMUHHUCTPALMU, CBS3aHHBIX C €€ JAESITEIbHOCTHIO,
OCYIIIECTBIISIETCS 32 CUET CPEJCTB MECTHOTO OIO/IKETA.

1.16. TIlonmoxenuss 00 oTHeNaxX  aJAMHHHUCTPAIMH, JODKHOCTHBIE — HWHCTPYKIIMH
MYHUILIMNIATIBHBIX CIYKalUX MU JPYTUX paOOTHUKOB aJMUHHUCTPALMU YTBEP)KIAIOTCS TJIaBOM
aJMHHMCTPALMU 10 IPEJCTABICHUIO 3aMECTUTENEN I1aBbl aIMUHUCTPALIMU 110 COOTBETCTBYIOLIUM
HAIPaBICHUSIM.

1.17. PaGoTHUKHM aAMUHUCTpPAIMHU, OCYIIECTBISIONINE CBOIO ACSITEIBHOCTh Ha MOCTOSHHOM
OCHOBE Ha JOJDKHOCTSIX MYHHIIMITAIBHOM CIYXOBI MO OOECIEeUeHUIO0 MCHOIHEHHUS MOJTHOMOYMN
OpPraHoOB M JOJDKHOCTHBIX JIMII MECTHOTO CaMOYIpPaBJICHUS SBISIOTCS MYHUIUITAIbHBIMU
CITyKaIllUMHU.

Ha MyHunumaneHbIX Ciy)Kalqux paclpocTpaHseTrcs JeucTBue TpynoBOro Koaekca
Poccuiickoit ®enepanuu ¢ OCOOCHHOCTSIMH, TPEAYCMOTPEHHBIMU 3akoHaMu Poccuiickoit
®enepan 1 roposia MOCKBBI 0 MYHUIIMIIATIBHOM CITyKO€.

Jlis TEXHUYECKOro oOecreyeHusl NeATeIbHOCTH OPraHOB MECTHOTO CaMOYIMpaBJICHHS B
LITATHOE PACIHCAHUE AIMUHHUCTPALMM MOTYT BKJIIOYATbCSl JOJKHOCTH, HE OTHOCSILUECS K
JOJIKHOCTSIM MYHULIUTIATBHON CITYKOBI.

1.18. MyHunmnagpHble CIIy)Kallie HECYyT OTBETCTBEHHOCTh 32 HEHUCIOJHEHHE WU
HEHA/JIe)KAIlee MCIIOJIHEHNUE JOKHOCTHBIX OO0S3aHHOCTEH B COOTBETCTBUU C JICHCTBYIOIIKUM
3aKOHOJATEILCTBOM O MYHUIIMIIAIBHOM CITyK0€.

2. IInanupoBanme pabOTHI AAMUHUCTPAIIUN

2.1. IlmanupoBanue pabOThl AMUHUCTPAIIMN OCYIIECTBIISIETCS HAa OCHOBE IMEPCIEKTHUBHBIX
(rOIOBBIX) U TEKYIIUX (€KEMECAYHBIX) TIJIaHOB.

[lepciekTBHOE  TUIAHUPOBAHHWE  OCYUIECTBIIAETCS  IMyTeM  MPHUHITHUS  IUIAHOB,
MPEAYCMaTPUBAIOIIMX MEPOIPUATHS MO0 pealn3aldd KOMIUIEKCHBIX MpPOrpaMM COLHMAIBHO-
HSKOHOMUYECKOTO Ppa3BUTHUS IIOCEJIEHUS Ha ONPEJEJICEHHbIE IMEPHOJbl, a TAKXKE BKIIOYAIOLIUX
MPUOPUTETHBIE HAMpPABICHUS NEATEIHHOCTH aJMUHUCTPALMU TO HCIOIHEHHIO (henepambHOro
3aKOHOJATENbCTBA, 3aKOHO/IATENbCTBA TOPOoAa MOCKBBI, I€JIEBBIX MPOTrpamMM MOCEIEHUS] U MHBIX
aKTOB, 00ECTIEYMBAIOIIUX COLUATBHO-3KOHOMUYECKOE Pa3BUTHE MOCEIEHUSI.

Texyiee nIaHUPOBAHUE OCYIIECTBISETCS MyTEM HNPUHSITUS TEKYHUIMX (MECSUYHBIX) IJIAHOB
paboThl A AMHUHHUCTPAITNH, TUTAHOB 3aCEJaHUi U KaJeHIapHBIX MJIAHOB OCHOBHBIX MEPOTPHUSTHI.

2.2. Ilnan paGoThI aIMUHUCTPALIUN COJIEPIKHUT:

- HAMUMEHOBAaHUE MEPOTIPUSATHUS;
- IaTy W BpeMsl TIPOBEICHHUS;

- OTBETCTBEHHBIX JIMII;

- MECTO MPOBEICHUSI.

2.3. Tlnan paGoTHl AJAMHHHUCTPAIMH TMOMJICKHUT YTBEP)KICHHUIO TJIABOM aJMHHHUCTPAINH B
TE€YEHHE 7 THEW C MOMEHTA €ro MpeJACTaBICHHUS.

2.4. O6uwmii KOHTPOIIb 32 (GOPMHUPOBAHUEM U BBHIIIOJHEHHUEM IJIAHOB PabOThI aIMUHUCTPALIUU
BO3JIaraeTcsl Ha 3aMEeCTUTENeH I1aBbl aIMUHUCTPALIIH.

OnepaTUBHBIN KOHTPOJIb OCYHIECTBISETCS PYKOBOJAUTENSMH OTJEIO0B a/IMUHUCTPALIUH.

3. IlogroroBka ® mMpOBEAEHWE 3acElaHUil, OMEPaTHUBHBIX M pabdOYMX COBEIIAHUN B
aJIMUHUCTpAIUH.

3.1. ExenenenpHo mo moHexenbHukaM B 8.30 riaBa aJMMHHCTpPAllMM TPOBOIUT padouune
COBEIIaHUsl C Y4YacTHEM BCEX COTPYJHUKOB aJMUHHUCTPALMM, 33 HUCKIIOYEHHE TEXHUYECKOTO
nepcoHania.



3.2. Ha pabGoumx COBEHIaHUSAX PACCMATPUBAIOTCS TEKYIIHE W TPOOJEMHBIE BOMPOCHI
JKU3HEOOECIIeUeHHsI ~ TMOCENICHUs,  OTHOCAIIWECS K  BONpPOCaM  MECTHOTO  3HA4YeHUS,
OpraHU3aI[IOHHBIE BOIIPOCHI IEATEIHHOCTH aJIMUHUCTPALIUU IO UCIIOJIHEHUIO CBOUX MOJIHOMOYHIA,
BOTIPOCHI IO OCYIIECTBICHUIO KOHTPOJIS 32 BBIITOJIHEHUEM PaCIOPSIUTEILHBIX JOKYMEHTOB Mapa
Mockebel u [IpaButenbcTBa MOCKBBI, pacnopsoKeHHH TPeQeKTyphl, MPHUKA30B U MOPYYCHUU
npedekTa, pacoOpsHKCHHU U TOPYUSHUH TTIaBbl aIMUHUCTPAIUH.

Ha pabouux coBemaHusx MOTYT MPUCYTCTBOBATh PYKOBOIUTENU (MM MX 3aMECTHUTEIN)
MOJIBEIOMCTBCHHBIX ~ OIOJDKETHBIX ~ YUPEKJACHHM, PYKOBOAUTENW (WM WX 3aMECTUTEIN)
HOPEIPUATHI U yUPEKICHUI, PACIOI0KEHHBIX Ha TEPPUTOPUU TTOCETCHHUS.

3.3 OpraHu3aliOHHYIO TOJATOTOBKY, TPUTIIANICHHE PYKOBOJUTENCH YUPSKICHUN -
YY4aCTHUKOB palouero coBemlaHusi (B 3aBUCUMOCTH OT pPAacCMaTPUBAEMBIX BOIIPOCOB)
OCYIIECTBIISICT OTAEN IO OPTaHW3AIMOHHBIM U OOIIMM BOIPOCAM aJIMUHUCTPAIMUA TOCEICHUS
Kuesckuii.

3.4. Ha pabouux coBeNIaHUSX BeACTCS MPOTOKOJ. OpraHu3amus BeJACHHS ITPOTOKOJIA, €TO
nocneayrinee ohopMIeHUE BO3JIaraeTcs Ha OT/IEN 110 OPTaHU3allMOHHBIM U OOIIMM BOIIPOCAM.

3.5. OmepatuBHbIC CcOBEHIaHWS Yy TJaBbl AJMHUHUCTPAIMUA IPOBOJATCS IO Mepe
HEO0OXOOMMOCTH.

3.6. CocraB y4YacCTHHKOB OIICPATHBHOTO  COBCIIAHUS  OMNpPEHCISICTCS — TJIABOH
aAMUHHUCTPAIMKM U3 YMCIA JIUL, PUCYTCTBHUE KOTOPHIX HEOOXOIMMO Ui PelIeHHs] KOHKPETHBIX
OTIEPATHUBHBIX BOIIPOCOB.

3.7. Bompocbl Ha ONEPATUBHBIX COBEHIAHMSX PACCMATPHUBAIOTCS B COOTBETCTBUHU C
MTOBECTKOM JTHA.

3.8. IloBecTka JIHS ONEpaTHUBHOTO COBellaHus (GOPMHUPYETCS OTACIOM WJIH CIEHUATHCTOM
AJIMUHHUCTPAINH, KypUPYIOITUM BOIIPOCHI, BLIHOCUMBIC Ha PACCMOTPECHHE C YISTOM IMPEITIOKESHUN
3aMeCTUTENIed TJIaBbl aJMUHUCTPALIMU TIIOCENICHUS, PYKOBOAMUTEICH YUPEKICHHIH IOCeIeHHUs,
Pa3ITUYHBIX CITY’KO, B KOMIIETCHIIHIO KOTOPBIX BXOJIST paccMaTpuBaeMbie BOIIpockl. [loBecTka mHs
YTBEpXKAAeTCS TJIaBOM aJIMUHHUCTPAIIHH.

3.9. OpraHu3anMoHHYIO MOATOTOBKY, IMOATOTOBKY HH(OPMAIIMOHHBIX, CTATUCTHYECKUX U
IPYTHX MaTepHalioB MO TOMY WIJIM MHOMY BOMPOCY MOBECTKH IHS OMEPATUBHOTO COBEIIAHUS,
oOecrieueHre SIBKA YIaCTHUKOB M BEJCHHE TIPOTOKOJIOB OIEPATHBHOTO COBEIIAHMSI OCYIIECTBIISET
OTJIeNl WM CIEUUATNCT aAMUHHCTPAIMU TOCENCHUS, KypUPYIOIIUH BOMPOCH], BBHIHOCHMBIE Ha
paccMoTpeHHe.

3.10. [lo pe3ynpTaTaM ONEPAaTUBHOTO COBEHIAHHMS  OTAEJIOM WM CIEHHATHCTOM
opopMIIsIeTCST  TIPOTOKOJI, KOTOPBIA YTBEPXkKTACTCA TJIaBOW aJIMUHUCTPAMUA WU  JIWIIOM,
O(UIMATEHO €T0 3aMEeIA0IIUM.

3.11. TlIporokonbl coBemaHui (3acemaHuii) OQPOPMILIFOTCS CICIYIOIIMM 00pa3oM:
OCHOBHAsl 4acTh MPOTOKOJA JIETUTCS Ha pa3felibl B COOTBETCTBUHM C IMYHKTAMU TMOBECTKH IHS,
KaK]IbIN pa3jiell MPOTOKOJIa CTPOUTCS MO (OpMe: CIYIIATHN - BRICTYITHIN — PEITUIHN (TIOPYUYEHO).

B mocnenHeM myHKTE yKa3blBaeTcs MAODKHOCTHOE IIMIIO, HA KOTOPOE BO3JIAraeTcs

KOHTPOJIb HCITOJIHEHUS TIOPYUYEHUH, 3a)UKCHPOBAHHBIX B ITPOTOKOJIE.
B mpoTokonax yka3pIBaroTCS: HOMEP MPOTOKOJA, JaTa MPOBEACHUS COBEIIAHUS WM 3acelIaHusd,
OTMEUAeTCsl, KTO TIPUCYTCTBOBAJ, 3alMCHIBAIOTCS PACCMOTPEHHBIC BOIPOCH W (haMUJIHH
BBICTYNUBIINX MO HUM. [lo KakIomy BOINpOCY KpaTKO 3alMCHIBACTCS KOHCTATUPYIOIIas 4acThb
(cocrositHue 00CYXJTaeMOro BOMPOCAa) U TOJHOCTHIO TIOPYYEHHs] C YyKa3aHHEM  OThena
aIMUHHUCTPAINH, OPraHU3alliH, JOKHOCTHOTO JIMIIA, KOTOPBIM JIaeTCsl MOpyUYeHHUe, a TaKKe ero
CPOKOB HCIIOJTHECHHUSI.

3.12. TlognMMHHUKKA TMPOTOKOJOB OMNEPATUBHBIX COBEIIAHWA TEPeNaloTCs B OTIEN IO
OpPTaHHU3AIMOHHBIM M OOIUM BOIPOCAM W XPAHATCSA B QJIMHHHCTPAIMH B TCUCHHUH ITATH JIET WK
JIO0 CZIa4¥ UX B apXHUB B COOTBETCTBUU C HOMEHKIIATYPOU JIell.

3.13. KoHTponb 3a HCIOJHEHHWEM TMOPYYEHUW TJIaBbl AJIMHHHUCTpPAIMH, JaHHBIX Ha
OTEPATUBHBIX COBEIIAHUSX OCYIIECTBISACTCS 3aMECTUTENSIMUA TJaBbl AJAMHHHUCTPAIH U
PYKOBOAMTEISIMU OTJEJIOB MO MPUHAIJICKHOCTH BOIIPOCOB.



3.14. Cpoku HCIOTHEHHUS MPOTOKOJBHBIX MOPYYEHUU OIMPENENSIIOTCA, KaK MpPaBWIO, B
IIPOTOKOJIE M UCUUCIIAIOTCA C AATHI IPOBE/ICHUS COBEIAHNUS.

3.15. B ciyyae OoTCyTCTBHSI Ha COBEIIAHMM HCIOJIHHUTENS, KOTOPOMY JIAaHO MOpY4YEHHE,
KypaTopbl MPOTOKOJIOB 00S3aHbI JOBECTH JI0 €r0 CBEJCHHS MTOPYUYCHHE.

3.16. Pemenue o mpojieHUH CpoKa MCHOIHEHHs MPOTOKOJIA WM OTAEIbHBIX MOPYYEHHI
10 TIPOTOKOJYy MPUHUMAET TJlaBa aMUHUCTPAIIMK HA OCHOBE apryMEHTHPOBAHHOTO 0OOCHOBAHUS
3aMEeCTHUTEIA IJIaBbl aIMUHUCTPALIMU, OTBETCTBEHHOTO 32 HCIIOJIHEHHUE JAaHHOTO OPYUYEHUSI.

4. Opranuzanys COBELIAHUHM, IPOBOAUMBIX 3aMECTUTEISIMM TIJIaBbl aJMHUHUCTPALUU
MOCEeJICHUS, 3acelaHnii KOMUCCHIA, COBETOB, IITa00B, pabo4MX IPYMII U T.1.

4.1. 3acemaHusi KOMHCCHH, COBETOB, ITa0OB W pabodux Tpymmn HOPOBOIATCS B
COOTBETCTBUU C MEPHUOJUYHOCTHIO, MPEIYCMOTPEHHOM MOJIOKEHHEM O KOMHCCHH, COBETE, IITadbe
U pabouell TpyIie Wik PerIaMeHTOM UX PaOOTEHI.

He nonyckaercs mpoBeneHue 3aceaHuil KOMHCCHI, COBETOB, IITA00OB, TPYII U APYTUX
(GopMUPOBAaHUN, TOJOKEHUS O KOTOPBIX U COCTaBbl KOTOPBIX HE  YTBEP’KICHBI
COOTBETCTBYIOIIMMHU PACIOPATUTEIBHBIMI JJOKYMEHTAMHU TJIaBbl AJIMUHUCTPALMA WM JIWIA,
O(QUIMAIBHO €T0 3aMEeILAIOLIETO.

Nudopmanus o miaHUpyeMbIX COBEHIAHMSIX, 3aCEHaHMsIX, CeMUHapax (HE3aBUCUMO OT
NEPUOAUYHOCTH UX INPOBEACHMS) BKIIOYAETCS B IUIAH MEPONPUSITUN aJMMHUCTpPALMU Ha
npencrosmuid Mecsn. [IpeaioxkeHus B MIaH MPEACTABIAIOTCS B OTAEN MO OPraHU3allMOHHBIM U
o0LIMM  BOIIpOCAaM  PYKOBOJUTENIIMU  OTIEJIOB  aJIMUHUCTpaluu (110  COTJIACOBAHUIO €
3aMECTUTENIIMHU TJIaBbl a[IMUHUCTPALIMKA COOTBETCTBEHHO) HE MO3/IHEE, YeM 3a 5 pabouux JHEH J10
Hayaja Mecsla.

4.2. 3acemaHusi KOMHUCCHI, COBETOB, INTa0OB, paboyux TPy, Ha KOTOPBIX
paccMaTpUBalOTCSl BOIIPOCHI C ydacTueM (pu3nueckux (IOpUIMYECKUX) JIAL, IMPOBOMAATCS B 3alle
3aceaHuil aIMUHUCTPALIUH.

4.3. TIpoTokonupoBaHWE 3aceJaHWil KOMHCCHH, COBETOB, ITA0OB, PabOUYMX TPYII H
Ipyrux GopMUpPOBAHHI OCYIIECTBIISAETCS CEKPETApsIMU COOTBETCTBYIOIUX (POPMUPOBAHUIA.

4.4. TlpoTokoybl COBELIAHUN U 3aceJaHUil yTBEPKAAIOTCS 3aMECTUTENIEM TIJIaBbl
aJMUHMCTpALUH, TPOBOJUBIINM JaHHOE COBEILAHUE.

[IpoTokonbl 3acegaHUil KOMHUCCHUW, COBETOB, INTAa0OB, pabouux Tpynn ©  T.J.
YTBEP)KJAOTCs, MOJIMUCHIBAIOTCS B COOTBETCTBUH C IOJIOKEHHUEM O KOMHUCCHH, COBETE, IITabe U
paboueii TpyIITie UK PETIaMeHTOM UX PaOOTHI.

4.5. KoHTposb 32 BBINOJHEHHEM MOPYYEHHUI 1O MPOTOKOJAM COBELIAHMH U 3acellaHHi,
YKa3aHHbIX B MyHKTe 4 HacTosmero PeriiameHra, OCyIIECTBISETCS PYKOBOIHUTENIEM OTAeNa
aJIMUHUCTpAIMK IO MPUHAUIEKHOCTH JH00 PYKOBOJUTEIEM KOMHCCUH, COBETA, 1ITaba, pabodei
TPYIIIIBL.

4.6. TloJyIMHHUKK TPOTOKOJIOB COBEUIAHHUN, MPOBOJUMBIX 3aMECTUTENIIMU  TJIaBbI
aJIMUHHMCTPAIMK TOCEICHUS, XPAHITCA B COOTBETCTBYIOILIEM MOJIpa3Ae/ieHUH aJMUHUCTPAllUN B
TE€YEHHE IIATH JIET WIN J0 CAAYU X B ApXUB B COOTBETCTBUHU C HOMEHKJIATYPOH AEIl.

[TonnmuHHUKK TPOTOKOJIOB 3acelaHuil KOMHUCCHI, COBETOB, MTA00OB, pabouyux rpynm U
JIpYrux OOLIECTBEHHBIX (OpPMHUpOBaHWI XpaHATCS y mpeacenarens (MiIH — CceKpeTaps)
COOTBETCTBYIOIIETO OOLIECTBEHHOIO (OPMUPOBAHUSA B COOTBETCTBHUH C TIOJIOKEHUEM WIIU
periiaMeHTOM HX paboThI (WM A0 CJaYM UX B apXUB B COOTBETCTBHU C HOMEHKIIATYPOM JIe).

5. TlogroroBka OpraHU3allMOHHBIX MEPONPUATHNH UM MaTepuajoB K BCTpedaM IJIaBbl,
npedekra Tpourkoro 1 HOBOMOCKOBCKOTO aIMUHHCTPATUBHBIX OKPYrOB Topoaa MOCKBBI €
HaceJIEHUEM.

5.1. ObGecrnieyeHrne KOOpAMHAIMM JIEHCTBUN B aIMUHHCTpalnuu nocenenuss Kueckuil 1o
MOJrOTOBKE OpPraHU3allMOHHBIX MEPOTIPUSATHI U MaTepHaJIOB K BCTpedaM TJIaBbl aIMUHUCTpALIUH,
npedekra Tpourkoro 1 HOBOMOCKOBCKOTO aIMUHHCTPATUBHBIX OKPYrOB Topoaa MOCKBBI €
HAcellecHWEeM  BO3JlaraeTcsd Ha  3aMeCTUTeNss  TJaBbl  aJIMUHUCTPALUH,  KYPHUPYIOIIETO
OpraHu3aIMOHHBIE BOIIPOCHI U HAYAJbHUKA OT/IEJa 0 OPraHU3allMOHHBIM U OOIIUM BOIIPOCAM.



5.2. OTBETCTBEHHOCTb 32 CBOEBPEMEHHOCTb M KauyeCTBO MOATOTOBKM MAaTEpUANIOB IS
NPOBEICHUSI BCTPEY C HACENCHHEM, a TakXke 3a 0o0ecreueHHe BBIMOJHEHHS MPOTOKOJIBHBIX
NOPYYEHUN BO3JIaraeTcs Ha 3aMECTUTENEH IJIaBbl AIMUHUCTPAlMU II0 3aKPEIUICHHBIM
HalIpaBJICHUSAM JEATEIbHOCTH.

5.3.0TBETCTBEHHOCTh 32 CBOEBPEMEHHOCTb U KaueCTBO MPEJICTABICHUS] COOTBETCTBYIOLIECH
uHpopManuu ( 0 MOATOTOBKE B BCTpEUe, MO pe3ysibTaTaM MpPOBEIEHUS BCTPEUH) B YTpaBJICHUE
[0 B3aUMOJICHCTBHIO C TIOCOpPraHaMH, OpraHaMM MECTHOIO caMoOyIlpaBieHusi, palore cC
HaceleHueM, oOmecTBeHHbIMUH — oObenuHenwsiMu, CMMUW  npedexrypsr  Tpounkoro wu
HoOBOMOCKOBCKOIrO aJMUHUCTPAaTUBHBIX OKPYroB ropoja MOCKBBI BO3Jaraercsi Ha 3aMECTHTENSA
IVIaBbl JMUHUCTPALUU, KYypUPYIOILEr0 OPraHU3alMOHHBIE BOIPOCHI M HAa4YaJbHUKA OTHENa II0
OpraHU3alMOHHBIM M OOLIMM BOIIPOCAM.

6. HopmaruBHble mnpaBOBbIE, OpPraHU3ALUOHHO-PACIOPSIUTEIBHBIE JOKYMEHTBI
aIMUHHUCTpALUU

6.1. Buasl HOpMaTHBHBIX IPABOBBIX, OPraHU3ALMOHHO-PACHIOPSAUTEIbHBIX JTOKYMEHTOB
aIMUHHUCTpALUN:
- IOCTAHOBJICHUSI aIMUHUCTpaLuu noceneHust Kuesckuil (1angee — mocTaHOBIICHUS);
- pacnopsbkeHHs aJAMHUHUCTpanuu noceneHuss KueBckuil (manee — pacHnopsDKEHHs) MO O0IUM
BOIIPOCaM;
- pacnopsDKEHUsl agMHUHUCTpauuu noceiaeHus KueBckuil (manee — pacnopsbKeHus) Mo JUYHOMY
COCTaBy

6.2. [Tops10K TOATOTOBKY MPOEKTOB TIOCTAHOBJICHUH B PACTIOPSKCHUH.

6.2.1. 'maBa aIMUHUCTpALIMU [TOCENICHUS B MIpeJieiaxX CBOMX MOJIHOMOYHi, YCTAHOBICHHBIX
denepanbHBIM  3aKOHOM, ONPEACISIONIMM  OOIIWE TPUHIMIBI  OpraHu3allid  MECTHOTO
camMoymnpaBlieHUsl, YcCTaBOM ToceneHus, pemeHusiMu CoBeTa [eNyTaTOB MOCENEHUs, U3aeT
NIOCTAHOBJICHUS 110 BONPOCAM MECTHOTO 3HAYCHHWs, a TAKKE DPACHOPSHKEHHUS IO BOIPOCaM
OpraHu3ai padoThl AIMUHUCTPAIUH.

6.2.2. H3maBaemble TIOCTAaHOBIICHUS W PACIOPSHKCHHUS OQOPMIISIFOTCS Ha OJlaHKax
YCTaHOBJIEHHOT'O 00pa3lia ¥ MOAMUCHIBAIOTCA TJIaBOW aJIMUHUCTPAIIMH UITH JTUIIOM, UCTIOHSIOIUM
ero o0s3aHHOCTH.

6.2.3. TIpoeKkThl TOCTAaHOBJCHHI BHOCSATCS 3aMECTHTENSIMU TJIaBbl aJMUHHUCTpPAIINH,
PYKOBOJIUTENSIMU OTJENIOB aJIMUHUCTPAIIMHU, a TAKKe TpakIaHAMH B TOPSIKE MPAaBOTBOPUYECKOM
WHUIUATUBBI, IPEyCMOTPEHHON Y CTaBOM MOCEIECHHUS.

6.2.4. TIpoekTbl pacHOpPsHKCHHA BHOCSITCS 3aMECTHTENSIMUA TJIaBbl aJIMHHUCTPAIIHH,
PYKOBOAUTENSIMU OTJEIOB aAMHUHHUCTPAITIH.

6.2.5. PacniopspkeHus M3AOTCA IBYX BHUJIOB: PACIOPSHKEHUS MO OOLIMM BOMpOCaM H
pacmopsHKEHUS M0 TUYHOMY COCTaBY

6.2.6. McnonaHuUTENs, KOTOPOMY IMOpPYYEHA MOJTOTOBKA MPOEKTa JOKYMEHTA, MPOBOJIUT
aHaliu3, PEJaKTOPCKYI0 JOpabOTKy TEKCTa, COIJIACOBAHUE CO CIEHUAIMCTOM IO TPABOBBIM
BOIIPOCAM, 3aMECTHUTEJIEM TJIaBbl IMHHUCTPAIIH IO COOTBETCTBYIOIIEMY HAIPaBJICHUIO.

6.2.7. TIpoekTbl TMOCTaHOBIEHUH, pPACIOPSHKEHUHM, HWCIOMHEHHE KOTOPBIX CBSI3aHO C
pPacxoJJ0BaHUEM CPEICTB OIOKETa MOCEICHNs, MOJIeKAT COTIIACOBAHHUIO C 3aMECTHUTEIIEM TIIaBbl
AIMUHHUCTPAIMK 10 BOMpPOcaM OyXTaliTepCKOro y4yeTa, SKOHOMHKH W (DMHAHCOB, B Cllydae €ro
OTCYTCTBUS — C PYKOBOJIUTENIEM (PMHAHCOBO - YKOHOMHYECKOTO OTJIEINA.

6.2.8. JIo/oKHOCTHOE JTUI0, HA COTJIACOBAHUE KOTOPOTO OBLI MepefaH MPOEKT JTOKYMEHTa,
00s13aH0 B TeueHue 3 pabouux JHEH coraacoBaTh €ro MyTeM BU3HPOBAHUS JIMOO BEPHYTh IPOEKT B
OTJIeN, €ro MOATOTOBUBIIMK (MM CHEIHUAIUCTYy aJAMHHHCTPAIMH, €r0 MOATOTOBUBIIETO), C
U3JI0KEHNEM CBOMX BO3PaXCHUH TI0 JAHHOMY ITPOEKTY.

6.2.9. BusupoBanue JOKyMEHTa OCYIIECTBISCTCS B BEpPXHEH 4acTH OOpAaTHON CTOPOHBI
MOCJIEHETO JINCTa MPOeKTa AoKyMeHTa. [IepBbIM BU3HMPYET CHEIHATUCT TI0 IIPaBOBBIM BOIIPOCAM,
BTOPBIM - 3aMECTHUTEIIb TJIaBbI aIMUHUCTPALIUU TI0O COOTBETCTBYIOIIEMY HAMPABICHHUIO.

6.2.10. TloctaHOBNEHUS M PACHOPSDKEHUSI BCTYHAIOT B CHIIY CO JHSA WX TMOAMHCAHUS M
pETUCTpaIy, €CIIM MHOE HE MPETYCMOTPEHO B TEKCTE JOKYMEHTA.



6.2.11. Peructpanus TOINMMWCAHHBIX ITOCTAHOBJICHHH W PACIOPSHKCHHH 10 0O0ImuM
BOIIPOCaM  OCYIIECTBISIETCS B JKypHaJ€ PETUCTPALMU IIOCTAHOBICHUM, pacnopsyKeHHM
COOTBETCTBEHHO, B OTJI€JIE II0 OPraHU3ALMOHHBIM M OOLIM BOIIPOCAM.

Perucrpanuss noanucaHHBIX pacHOpPSDKEHMM 10 JIMYHOMY COCTaBy OCYLIECTBIIETCS
CHEeLMAINCTOM aJMUHUCTpAllUM, OTBETCTBEHHBIM 3a KaJpoBoe oO0ecleyeHue B IKypHale
pPErUCTpALMU PACTIOPSHKEHUI 110 IMYHOMY COCTaBY.

JlaToii perucTpanuy JOKyMEHTa ABJISETCS JjaTa ero MOoANUCaHUs IJ1aBOM aJMUHUCTPALIUH.

6.2.12. BHeceHre u3MEHEHUH B TIOIMUCAHHBIC JOKYMEHTHI HE JIOMYCKAETCSI.

6.2.13. Ony0nMKOBaHWE HOPMATUBHBIX IPABOBBIX, OPTAaHU3AIMOHHO-PACIIOPSIUTEIBHBIX
JOKYMEHTOB B  CpEACTBaX MaccoBoW HMH(MOpMAIMM  OCYLIECTBISETCS  OTIACIOM  TI0
OpraHU3alMOHHBIM U OOLIMM BOIIPOCAM.

6.2.14. TlepBblii JHCT MPOEKTa IOCTAHOBICHUS M PACIOPKEHHUS OQOpPMIIIETCS Ha
HOMEPHOM OJIaHKE YCTaHOBJIEHHOTO 00pa3la B COOTBETCTBUU C BUJIOM BBIITYCKa€MOI'0 JOKYMEHTA.

6.2.15. 3arosoBok K TEKCTY JOJKEH ObITh KPaTKUM M COOTBETCTBOBATH COJAEPIKAHUIO
JIOKYMEHTA.

3aroyioBoOK Ha4YMHAETCs c npeaiora «O» WU «O6» (o 4eMm
MTOCTaHOBJICHHE/PACTIOPSKEHUE).

3aroyioBOK  JIOKyMEHTa O BHECEHMM H3MEHEHUH U JIONOJHEHW B paHee W3/aHHBIN
JOKYMEHT oopmisieTcs cieayomuM o0pa3oM: «O BHECEHUH M3MEHEHUH U JONOJHEHUH B (BUL
JIOKYMEHTA, J1aTa, perucTPallMOHHbII HOMED, HA3BAHUE)».

B cnyuae BHeceHHs M3MEHEHUI U JONMOJHEHUH B NPUIIOKEHHE K JOKYMEHTY, UMEolIee
COOCTBEHHOE HAMMEHOBAHME, 3arojioBOK odopmiisiercs cieayrommM obpazom: «O BHeCEHHH
U3MEHEHUH M (WJIM) JOMOJIHEHUH B...», Hanpumep: «O BHECEHMM M3MEHEHHMH U JIOTOJIHEHHH B
[Tono)xeHne aAMMHUCTPALIMK [TOCEJICHUS, YTBEP)KIEHHOE [TOCTAHOBIEHUEM OT......».

3aroJI0BOK IMeYaTaeTcsi Ha 7- OM CaHTHMeTpe (C y4eToM BepXHero moisisi 1 cMm) mepBoro
JUCTa OKyMeHTa uepe3 | uHTepBan. [[nuHa 3aronoBka He Oonee 2/3 nmuHbl cTpokH. Paszmep
mpudTa 3arojaoBka 14.

Howmepa cTpaHuil mpocTaBiIsitOTCS B CEpeMHE BEPXHETo Mo (Kak MPH BEPTUKAIBHOM, TaK
U IIPU TOPU3OHTAIBHOM PACIHOJIOXKEHUH TEKCTa) Ha BCEX MOCIENYIOUMX CTPAHMLAX OKYMEHTa,
KpOM€ IIEPBOM.

6.2.16. TekcT HOKyMeHTa JOJDKEH OBITh MPEAETbHO KPaTKUM, CYTh JOKYMEHTa JIO0JDKHA
OBITh U3JI0’KEHA YETKO U UCKIII0YaTh BO3MOKHOCTh MHOKECTBEHHOT'O TOJIKOBAHHU .

B Ttekcrax JOKYMEHTOB BO3MOXXHO IPHUMEHEHHE TOJBKO OOLICTIPUHSTHIX MU
O(QUIMAIbHO YCTAHOBJIEHHBIX COKpamleHuid. [Ipum umcnonp3oBaHuMM COKpaleHHuH HEoOX0IuMO
coOuro1aTh €IMHOOOpa3ne B Mpeieax OAHOTO TOKYMEHTA.

[Ipy moAroTroBke MOKYMEHTOB HCHONb3yeTcs TekcToBbli pemaktop Word for Windows
Bepcuu 6.0 u BhIlIe ¢ ucnoib3oBanueM mpudra Times New Roman Cyr pasmepom N 12, 14
yepe3 oJIuH-/1Ba uHTepBana. [Ipu opopmienun Tabnun nomnyckaercs mpudt 12 0t (oAWHAPHBINA —
MOJIYTOPHBI MEXIyCTPOUYHBIM WHTEpBaJl, BbIpaBHMBaHUE ab3ala MO UIMPUHE, C OTCTYIIOM
nepBoii cTpoku 1,27 cm). dns odopmiieHHs 3arojOBKOB JONMYCKAETCS MCIONB30BaHUE IMIPUPTa
pasmepoM 14 — 16 0T B 3aBHCHMOCTH OT pa3MEpOB OCHOBHOT'O TEKCTa. B JIOKyMeHTaX KaBBIYKH
0hOPMITAIOTCS CIETYIONTAM 00pa3oM: «...».

JUisi M3TOTOBJIEHUS OPraHU3alMOHHO-PACTIOPSIUTENBHBIX JOKYMEHTOB YCTaHABIMBAIOTCS
dbopmar 61ankoB A4 (210 x 297), ¢ pazmepamu ToJei HE MEHee:

neBoe - 20 MM;

npasoe - 10 mm;

BepxHee - 20 MM;

HIKHee - 20 Mm.

TexcT mocTaHOBICHMS U PACIIOPSHKEHUS NOJDKEH, KaK MIPaBUIIO, COCTOSATh U3 JBYX YacTeu:
MOTHUBHUPOBOYHOM U PACIIOPSAIUTEIIBHOMN.



B MOTMBMpPOBOYHOM 4YacTM KpAaTKO M3JIAralOTCs LEAM W 3aJa4d  PEANUCHIBAEMBIX
neicTBui, (paKkThl UM COOBITHUS, TOCTYKHUBIINE IPUUNHON U3AAHUS JOKYMEHTA.

MoTHuBHpPOBOYHAS 4aCTh IPOEKTA ITOCTAHOBJICHHUS WM PACIOPSLKEHUS MOXKET COIEPKaTh
OLIEHKY JIeJI II0 pacCMaTpUBaeMOMY BOIPOCY.

MoTuBHpPOBOYHAS 4YacTh IIOCTAHOBJICHUN M pPaCHOPsDKCHMM HadyuHaeTcs cioBamu: «B
uessx...», «B cBa3u...», «B coorBeTcTBUM...», «BO HCHOJIIHEHUE...», «PacCMOTpPEB...» U T. 1.

Ecnn ocHOBaHMEM K M3JaHMIO JOKYMEHTAa aJIMHHUCTPALMU SBIISETCA PaCIOPSAUTEIbHBIN
JOKYMEHT BBILIECTOSLINX OPIaHOB, JOJKHOCTHBIX JIMI] OPraHOB MCIOJHUTEIBHOM BIaCTH ropoja
MoCKBBl WM paHee HU3JAHHBIA  JOKYMEHT aJMHUHUCTPALAHA, TO B MOTHMBHUPOBOYHOH YacTH
YKa3bIBAa€TCs €r0 BUJ, 1aTa, HOMEpP, Ha3BaHUE.

B MOTHMBUPOBOYHOHM 4YacTH JOKYMEHTa O BHECEHUM W3MEHEHUW U JOIOJIHEHUH B paHee
W3JIaHHBIA JOKYMEHT YKa3bIBa€TCsl €ro BMJ, JlaTa U HOMEp, IPU 3TOM Ha3BaHHE JOKYMEHTa HE
YKa3bIBaETCsl.

MoTuUBHpPOBOUYHAS YaCTh AOHKHA OBITH U3JI0’KEHA KPATKO.

MoTHUBHpPOBOYHAS YaCThb MOXET OTCYTCTBOBATb, €CIU IPEANMCHIBAEMBIC JECHCTBUS HE
HY)KJAI0TCS B pa3bsICHEHUU.

MoTHUBUpPOBOUYHAS YacThb  IIOCTAHOBJICHUH  3aKaHUMBAETCS CIOBOM IIOCTAHOBIISIO
(pa3mMeniaercs 1o LEHTPY HOBOW CTPOKHU, Bce OYKBBI IMPONMCHBIE, Yepe3 UHTepBal, mpudrt 14) u
JBOCTOYHEM.

PacniopsiiuTenbHas 4acTh yKa3blBaeT, KOMY Kakue JIEHCTBUS MPEANMCHIBAETCS BBIIOJHUTH
U B KaKH€ CPOKH.

PacniopsimuTenbHas 4yacTh yKa3aHHBIX JOKYMEHTOB MOXET COCTOSITh M3 IyHKTOB. [l
JeTaau3alluyd NPEANUChIBAEMBIX JEHCTBUM TEKCT MOXKET JAEIMThCA Ha IMOANYHKTHI U ab3allbl,
a03a1r MOXKET BKIIIOYATh B ce0s1 1euchI.

Homepa nmyHkTOB 0003HadaroTcsi apaOCKuMM LMppamMu MO MOPSAAKY, HOMEp MOAIYHKTA
COCTOMT U3 HOMEpa MYHKTA U MOPSAIKOBOr0 HOMEpa MOJAINYHKTa Yepe3 TOUKY, ab3all nevyaraeTcs ¢
KpPacHOM CTPOKM € MPOMMCHOM OYKBBI, IpYrMX OOO3HAYCHMH He MMeeT, Aeduc meyaTaercss Ha
HOBOM CTPOKE U HauyuHaeTcs ¢ rpaduyeckoro 3Haka "nepuc" (- ) u CTpo4HOI OYKBBHI.

OdopmIATe MYHKTHI B IpeJeiax JOKyMEHTa, MOANYHKTHI B IpelieNax OJHOrO IyHKTa,
neducel B mpelenax OAHOro ad3ala cienyer, ecild UX KOJIMYECTBO HE MeHee JBYyX. B koHIie
KaXJI0r0 IMyHKTa, MOJNYHKTa, a03alla CTaBUTCS TOYKa, B KOHIE Jeduca - TOYKa C 3amsITOH, B
KOHIIE TOCJeIHEro Aeduca - TOUKa.

[TyHKTBI TOCTAHOBIIEHMM M pPACHOPSIKEHUH TPYNIUPYIOTCS IO HX 3HAUYUMOCTH (OT
HauOosee CYIIECTBEHHBIX BONPOCOB K Ooyiee BTOPOCTENEHHBIM) WM B IOCJIEI0BATEIbHOCTH
pa3BUTHUS TEMBI JOKYMEHTA.

PacniopsimuTtenbHas 4acTh paclopsDKEHMs] HM3JIaraeTcss B IOBENUTENbHOM (opme u
HAaYMHAETCA C yKa3aHUs [PEANNChIBAEMOrO  JNEHCTBHUS, BBIPA)KEHHOIO  TIJIAroJOM B
HeomnpeaeneHHo! Gopme, HanpuMep: 0053aTh, MOPYUHUTh, YKa3aTh, YTBEPAUTD U T.J.

Tekct pacnopsikeHUs1 U3IaraeTcsi Mociae0BaTelbHO, KOPOTKUMHU (pazaMu, 0e3 CIOKHBIX
MPUIATOYHBIX TPEJIOKEHUI 1 000POTOB.

Henonyctumo ynotpebiieHHe ycTapeBIIMX U MHOTO3HAUHBIX CJIOB, IIMPOKOE NMPUMEHEHHE
MIPUMEYAHUHN U CCBUIOK.

ITpu oopmieHnn TOKyMEHTa Ha JTOJKHOCTHOM OJIaHKE JTOJHDKHOCTD 3TOTO JIMLA B TOAMHUCH
MOJKET HE YKa3bIBaThCA.

6.2.17. Eciin K NOCTaHOBJIIEHHWIO WM PACHOPSDKEHHUIO HUMEIOTCS MPUIIOKEHUS, TO ITO
yKa3bIBaeTCs B TEKCTe AOKyMeHTa. [IpuinoxeHune K JOKYMEHTY SIBIS€TCS HEOTHEMIIEMOM 4acThIO
JIOKYMEHTA.

[IpunoxkeHussMM K HOPMATHUBHBIM IPaBOBBIM, OPTaHU3ALMOHHO-PACTIOPSAUTEIBHBIM
JIOKYMEHTaM MOT'YT OBbITh IOJIOKEHHS, perjaMeHThl, KOHLENINH, NePEeYHH, TaOIUIbl, 00pa3ibl
JIOKYMEHTOB, CXEMBI U T.II.

[Tpy HaIMYMKM HECKOJIBKMX NMPHJIOKEHUH MX HyMepyroT. 3Hak Homepa (N) mepen MmopsIKOBBIMU
HOMEpaMU NPUJIOKEHUI HE CTaBUTCSL.



Kaxmoe mpunoxenne o0s3aTeIbHO MMEET Ha3BaHUE, KOTOPOE MOJHKHO COOTBETCTBOBATH
Ha3BaHUIO, IPUBEICHHOMY B TEKCTE JIOKYMEHTA.

Texkcr mpunokeHuss MOXKeT ObITh oopMiieH B BUJe Tabauibl. I'padbl u CTPOKK TaOJIUIIBI
JIOJDKHBI UMETh 3aroJIOBKH, BBIPaKCHHBIE HMEHEM CYIIECTBUTEIBHBIM B UMEHHUTEIBHOM IaJICKE.
Ecnmu tabnmuia 3aHumaer OoJiee OJHOWM CTpaHMIIBI, IIanka TaOJIHIBI JOJDKHA UMETh CTPOKY C
U(pPOBBIM 0003HAUEHUEM KaXI0i Tpadpl, 3Ta CTpOKa JOJDKHA MOBTOPATHCS Jajiee BBEPXY
KaXJI0¥ CTPaHUIIBL.

Hywmepanust cTpaHull NPHIOXKEHHsS] MPOU3BOAMTCS OTIACIBHO OT HYMEpAalHUU CTpPaHUIL
TEKCTA IMOCTAHOBIICHHSI WJIH PACTIOPSKCHHUS.

Kaxnoe nmpunoxeHre MMeEeT CaMOCTOSTEIbHYIO HyMEpaLUIO CTPAHHII, HAYMHAIOIIYIOCS CO
BTOpOU cTpaHulbl. HoMepa cTpaHUIl IPOCTaBIISIOTCS B CEPEIUHE BEPXHETO TOJIS JIUCTA (KaK MpH
BEPTUKAIBHOM, TAaK U IIPH TOPHU3OHTAIIEHOM PACHOJIOKEHUN TEKCTA).

6.2.18. IlpwioxeHue K IOCTAHOBJICHHUIO, PACHOPSHKEHUIO O(GOPMIISETCS CIEMYIOMUM
0o0pa3oM: Ha MEPBOM €ro JHCTE B IIpaBoM BepxHeM yray numyT "[lpunoxenue N" ¢ ykazaHnuem
HAMMEHOBAHHUS PACIIOPSIUTEIBLHOTO JOKYMEHTA, €ro JaThl M PErUCTPAlMOHHOTO HOMepa (3/1eCh U
Janee TpUMepbl HAWUMEHOBAaHUS OpraHW3alldii, WX CIpPAaBOYHBIC MAHHBIE M Jp. SBISIOTCS
YCIIOBHBIMH ), HAIIPUMED:

[Tpunoxxenue 2

K paclopsLKEHUIO aJIMUHUACTPALIMT
moceneHus Kuesckuit

ot 05.06.2004 N 31

Ecnn npunoxxenure 0HO, MOPSAKOBBII HOMEp HE YKa3bIBA€TCA.
Hanpuwmep:
IIpunoxenue
K pacropspKeHHUIO aIMUHUCTpAIUU
nocencuus Kuepckuii
ot 05.06.2004 N 31

Honyckaercs Belpaxkenue "IIPUJIOKEHUE N" neuatars nponucHbIMU OyKBaMu, a TakKxke
LIEHTPUPOBATh 3TO BBIPAKEHUE, HAMMEHOBAHNE IOKYMEHTA, €ro J1aTy U PETUCTPALMOHHBINA HOMED
OTHOCHTEJIBHO CaMOW JJIMHHOM CTPOKH, HaIlpuMep:

TTPUJIOKXEHUE 2
K PacHopsKEHUIO aIMUHHUCTPALIUU
nocenenust Kuesckumt

ot 05.06.2004 N 51

6.2.19. BHeceHMe W3MEHEHM, JONOJHEHWH B paHee NPUHATHIE IOCTAHOBJICHUS U
pacmnopsDKeHUs, a TaK)Ke UX OTMEHA, IPUOCTAHOBIIEHUE NEHCTBUS WJIM NMPU3HAHUE YTPATUBIIMMHU
CHIIy  BO3MOXXHBI IYTEM MW3JAaHMSI COOTBETCTBYIOIIMX IIOCTAHOBJIEHUN WM PaCHOpSKEHHUN
aJMUHHCTpPAIIIH.

6.2.20. MI3MeHeHHs BHOCSTCS TOJBKO B MEPBOHAYAIBHBIA pPaCHOPSAUTEIBHBIA TOKYMEHT.
BHeceHne N3MEHEHHI B pacliopsiANTENbHBINA JOKYMEHT O BHECEHHHM U3MEHEHHUN HE JJOIYCKAETCsl.
BHeceHneM n3MeHEHUN B paclopsAUTENbHBINA JOKYMEHT CUMTA TG

— JIONOJHEHHE TMPaBOBOTO JOKYMEHTa CTPYKTYpPHBIMH 3JE€MEHTaMHu (IyHKTaMu,
a63anamu, neducamu), IpUI0KEHUIMHU, CIOBaMU, Udpamy;

- 3aMeHa CIIOB, I dp;

- M3JI0)KEHHE B HOBOM peJaKIMu 3arojoBKa, MOTHUBUPOBOYHOM YacTU, CTPYKTYpPHOIO
sneMeHTa (yHKTa, ab3ara, neduca), mprIoKEeHuUs,

— HCKIIIOUYEHHE U3 TEKCTa PACIOPSAIUTEIBHOIO JOKYMEHTA CJIOB, IU)p.



6.2.21. I1pu BHECEHUU B YTBEPKACHHBIM TOKYMEHT 3HAUYUTEIHLHOTO KOJUYECTBA U3MCHEHHI
WIN JTOTIOJIHEHHUH clieayeT ohOpMIIATh JOKYMEHT B HOBOM PEJaKIK C OJJHOBPEMEHHONH OTMEHOM
WM IPU3HAHUEM YTPATUBIIUM CHITY IEHCTBYIOIIETO JOKYMEHTA.

6.2.22 HopmaTuBHBIII TpPaBOBOM, OPTaHU3ALUOHHO-PACTIOPSIUTEIBHBIA TOKYMEHT
U37aeTcsd B HOBOM peNakUHUH C OJHOBPEMEHHBIM IMpPU3HAHHMEM, YTPATUBIIMM CHIIYy paHee
JeHCTBOBABILIETO TOKYMEHTA B CIIy4asiX €Ciu:

- HeoOXOOUMMO BHECTH H3MEHEHHUs, TpelOyome nepepaboTku JOKyMEHTa II0
CYIIECTBY U HE TO3BOJISIONINE OTPAHUYUTHCS HOBOM pellaKIueil ero OTAeIbHBIX CTPYKTYPHBIX
3JIEMEHTOB;

- HEOOXOJMMO BHECTH B JOKYMEHT HM3MEHEHHMs, 3aTparuBalollde IOYTH BCE €ro
CTPYKTYPHBIE JIEMEHTBHI;

— COXpPAHSIOT 3HAYEHHUE TOJBKO OTACIbHBIE CTPYKTYPHBIE 3JIEMEHTHI JIOKYMEHTA,
NpUYEM YaCTUYHO;

- HEOOXOIMMO BHECTH WM3MEHEHHUS B JOKYMEHT, NMPH3HAHHBIH YTPATHBIINM CHIY B
HEOTJEJIUMOMN YaCTH.

[Ipu BHeceHMM W3MEHEHHWH B JOKYMEHT, B KOTOPBIH YyXe ObUIM BHECEHBI W3MEHEHUS
paHee, B IIEPBOM IYHKTE O BHECEHHH M3MEHEHHUM JaeTcs B CKOOKax cchlika: "(B pelakiMu - BH]
JIOKYMEHTA, J1aTa, HOMEP)", PU 3TOM YKa3bIBAIOTCS BCE JIOKYMEHTHI 110 BHECEHUIO M3MEHEHUN U
OIMOJTHEHUH.

6.2.23. Tekct mokymeHTa C 3aroJioBKOM «(O BHECCHHMHM W3MCHCHUH W JIOTIOJHCHHWHA B
pacrnopsbkeHue (IIOCTaHOBIEHHE) ...» JOJDKEH CoJep)KaTh MyHKT: «BHecTH wu3MeHeHUus B
pacniopsbkeHre (IMIOCTAaHOBJIICHHUE)...» € O00sA3aTeIBHBIM YKa3aHWEM JaThl, HOMEpa W Ha3BaHUS
JOKYMEHTA, B KOTOPBI BHOCSTCS H3MEHEHUSI.

6.2.24. Tlpm BHeceHMHM W3MEHEHMH OJHMM JOKYMEHTOM B HECKOJIBKO JIOKYMEHTOB,
U3MEHsEMBbIE JOKYMEHTBI PACIOIaraloTcs B XPOHOJIOTHYECKOM MOPSIKE.

6.2.25. BHeceHne M3MEHEHWH B TEKCT JOKYMEHTa W TMPWIOKCHHA K HEMY O(QOpMIISICTCS
CJIEAYIOIIUM 00pa3oM:

— 3aMeHa OJHOTO MJIU HECKOJBKHUX CIIOB:
ITpumep:

B nynkme 1 pacnopsiocenus cnosa «8 cpox oo 30.05.2009» 3amenums cirosamu «8 cpok 00
31.12.2009».

B abzaye emopom nynkma I npunodcenusi K pacnopsfceHuro  (HOCmano8ieHuio) ci080 «3aKOHa»
3aMeHUmb C108amu «hedepaibHbiX 3aKOHOBY.

— 3aMeEHa OJHOI'0 WJIM HECKOJBKHMX CJIOB II0 BCEMY TEKCTY JTOKYMEHTA M IPWIOKEHUS K
HEMY WJIHA B HECKOJIBKUX MECTAX:
IIpumepsr:

B mexcme pacnopsicenusn (nocmanosnenus) cnosa "2013-2014 2. samenumo crosamu "2013-
2016 22.”.

B mekxcme pacnopsiscenus (nocmanoeneHus) u NpuiodceHuu K Hemy ciaosa "6r00dxcemHule
yupexcoenus”" 3ameHumv  crogamu  "MyHuyunaivhvie  000JCemHble  YupercoeHus 8
COOMBEMCMBYIOUUX NAOEHCAX.

B mexcme npunooiwcenusi k pacnopsocenuro (nocmanosénenuio) cinogo "omeemcmeenHocmy"”
3amenumsv cnogom "obszamenvcmea " 6 coomeemcmeyOuUx nA0eHCax.
- JIONOJTHEHHWE TeKCTa OJIHUM WJIM HECKOJIBbKUMU CIIOBaAMH:
ITpumepst:
a) Buecmu usmenenue 6 pacnopsscenue Aomunucmpayuu nocenreHusi om...Ne..., 0ononnus
nyukm 2 cnosamu «8o Il keapmane 2013 2.»
0) Ab3ay uemseepmoili pazoena 2 NPULONCEHUS K PACHOPAICEHUIO NOCAe CN08A «MOBAPOE»
O0ONOHUMb CIOBOM «, 2PY308).



- JOTIOJTHEHHE TEKCTa HOBBIM MYHKTOM (a03arem, aeducom):
IIpumepsr:
a) lononnums nocmanosienue nynkmom 8 6 ciedyioujeli peoaKyuu:
«8.  «Pykosooumensam npeonpusmuii 6cex Gopm cOOCMBEHHOCMU HPUHAMb Mepbl NO
obecneueHuro yUCmomol U NOPAOKA HA NPULE2AIOWUX 8 00bEKMam meppumopusxy.
0) I[Iynxm 2.3.2 npunodiceHusi K pacnopsiiceHur0 OONOIHUmMb adsayem 8 ciedyrouell peoakyuu.
«Obecneuums  u m.o.»
8) Ilynkm 1.1.3 nocmanognenus 0onoiHums 0eucom yemeepmoim 6 ciedyioujell peoaKyuu:
«- CMpOUmMenbLCMeo mpomyapay.
[Tpu NOMONHEHWH TPABOBOTO JTOKYMEHTA HOBBIMU MYHKTaMHU HEOOXOJMMO JaBaTh yKa3aHWE Ha
M3MEHEHHE HyMepally MOCJIeAYIOIUX MYHKTOB:
ITpumep:
Ilynkmut 5, 6, 7 pacnopsoicenusi cuumams COOMEemcmeeHHo nyHkmamu 6, 7, 8.
[Ip oTMeHe, MPU3HAHWU YTPATHBIIUM CHJIY IyHKTa HYMEpAmus TMOCICIYIOIIUX IyHKTOB HE
MEHSIeTCSl.
- W3MEHEHHME peJaKiuM MyHkTa (ab3ama, neduca):
[Tpumepsr:
a) legpuc emopoii nynkma 5 pacnopsidiceHust u3noACUms 6 ciedyrouell peoaKyuu.
«- Paspewums ...u m.o.»
0) Ab3ay 3 nynkma 6 npunodxcenus 2 K pacnopsdiceHuIo u3nodcums 8 ciedyioujell peoaKyui:
«Obecneuums  u m.o.»
-  UCKJIIOYCHHE U3 TEKCTa CJIOB:
[Tpumepsr:
B nynxkme 2.3 ucknouums cnosa "¢hopmuposanue d6azvl oanuvix".
B nynkme 4.2.5 npunooicenus 4 Kk pacnopsgiceHuro UCKIOuums c1o8a "u opeanog MecmHoz20
camoynpasnenus”.
~ HW3MEHEHHUE peAaKIH MPUIOKEHUsI, 0OPMIICHHOTO B BUIE TAOJIHUIIBI.
Ecm mpuinokeHue K PacropsiTUTENIbHOMY JIOKYMEHTY O(OpPMIICHO B BHJC TaOJNMIIBI, BHECCHHE
W3MEHEHHHA B HEr0 OCYIIECTBISETCS B MPWIOKEHHH K BBITyCKaeMOMY JOKyMEHTy. B Tekcre
pacopsTUTELHOTO JIOKYMEHTA O BHECSHUH H3MCHEHUH JTaeTCs YKa3aHue:
ITpumep:
Buecmu usmenenus 6 nocmawnosinenue aomunucmpayuu nocenenus om 24.08.2012 N 05 "O
CO30aHUU 0OWECMBEHHOL KOMUCCUU NO HCUTUWHBIM onpocam” (8 pedakyuu nocmarHosieHus
aomunucmpayuu nocenenusi om 04.02.2013 N 17), oononnus pazoen 2 npunoxcenus 1
HOCMAHOBNIEHUI0 NYHKMOM 4 8 pedaxkyuu co2lacHo NPULONCEHUI0 K HACMOoseMy NOCMAHO08IeHUTO.
- W3MEHEHUE PEAAKIIUU BCETO MPUITOKCHHISI:
ITpumep:
Buecmu uzmenenus 6 pacnopsascenue aoMuHUCmMpayuu noceneHus om ... N ..., uznoorcus
npunodcenue I K pacnopsadfceHuro 8 peoaKyuu Co2NACHO NPULONCEHUIO K HACMOAWeM)y
PACNOPANCEHUIO.
- JIONOJTHEHHE TEeKCTa JOKYMEHTA MPUIIOKEHUSIMHU HOBOTO COACPKAHMUS:
ITpumep:
Hononnume pacnopsdicenue aomunucmpayuu noceireHus om...Ne..., npunoscenusmu 4 u 5 6
Dpeoaxyuu, coenacHo npunodxceHuam 1 u 2 k Hacmosiuyemy pacnopsHCeHuro.

6.2.26. HaumeHoBaHue OpraHOB HCIIOJIHUTENBHON BIacTU Topoga MOCKBBI, OpraHU3anuit
MUNIYTCS B CTPOTOM COOTBETCTBHHM C HX VUYPSAUTEIBHBIMHA JOKYMEHTaMH. 3alperiacTcs
CaMOBOJIbHO U3MEHSTh HANMEHOBAHHUSI U YIIOTPEOISATh UX B TEKCTE.

OdunmanpHple HAMMEHOBAHUS OPraHOB HCIIOJHHUTEIBHOW BJacTH Topoaa MOCKBHI,
MUIIYTCS ¢ MPOMHCHONW OykBbI. IIpM TOBTOPHOM HCIONB30BAaHHH B TEKCTE€ MPOEKTa TOJBKO
OpraHU3aIlMOHHO-TIPaBOBOM (OpMBI opraHa (OpraHu3aIlMu) yIoTpeOssseTcss cTpouyHas OykBa,
HaIpUMep: ynpaplieHue (P MepBOHAYAILHOM YIIOMHHAHUU B TEKCTE: YTPaBIECHUE COIMATBLHOM
3aIIUTHI HACEJICHHUS ).



Ha3BaHus opraHoB M OpraHu3aldid BO MHOKECTBEHHOM 4YHCJE, HCIOJIb3yEMbBIE HE B
Ka4ecTBE MMEHU COOCTBEHHOTO, IHIIYTCS CO CTPOYHON OYKBBI, HAIIpUMEp: YIPABICHHS, OPTaHbI
MECTHOT'O CaMOYIIPABJIEHUsI TOPOJCKUX OKPYTOB, IIOCEJIECHUN.

CoxkpallleHHble HAUMEHOBAaHMS OPTaHOB M OPTaHU3ALUN TPUMEHSIOTCS TOJIBKO B CIIy4ae X
MIPUBE/ICHUS B MOJOXKEHUX, T.€. 0QUIUAIBHO yYTBEPXKACHHbIE, HapuMep: [ 1aBHOE ymnpaBieHHe
®denepanbHON perucTpamoHHON ciryk0bl 1o MockBe.

HaumeHnoBanue opraHu3aiimoOHHO-TIPaBOBOM (pOPMBI OpraHU3aI|K MALIETCS:

- C MPOIUCHON OYKBBI, €CIIM OHO SIBJISETCS YacCThIO O(QUIMAIHLHOIO HAMMEHOBAHUS WU
HAUMHAETCS CO CJIOBa «rOCYIapCTBEHHBIN», Hampumep: [ocymapcTBeHHOEe OIOKETHOE
yupexaeHue ropoga MOCKBbI KalTUTAIbHOT'O PEMOHTA U 0JIaroycTpoiicTBa.

— CO CTPOYHOM OYKBBI, €CJIH OHO COCTOUT U3 POJIOBOTO HAMMEHOBAHUS U HAMMEHOBaHMUS,
CTAaBIIETO HWMEHEM COOCTBEHHBIM U 3aKJIIOYCHHOTO B KaBBIYKH, HAIPUMEP: OTKPBITOE
aKLHOHEpHOE 00111ecTBO «XOMAUHIOBas KoMmnaHus «I 1aBMOCCTpOii».

Ecin B Tekcre NOKyMEHTa JAeTcsi MOPYYEHHE KOHKPETHOMY JOJDKHOCTHOMY JIMIY, TO
BHayalle YKa3bIBa€TCs €ro JOJDKHOCTb, 3aTeM (GaMWIMS U MHUIIHUAJBI, HAPUMEP: 3aMECTUTEIb
rnasel agMuHKucTpannu MBanos 1.1.

CornacoBanue 10KyMeHTa 0OPMIISIOT BU30M, BKJIIOYAIOIIEH B ce0s JOIKHOCTD U MOAMKCH
BU3HPYIOIIETO JTOKYMEHT, paciin(poBKY MOINUCH (MHUIHAIBI, (AMIIINIO) U AaTy TOAIMHCAHUS.
Hampumep:

Hauanvnux npasosoeco omoena Jluunas noonuce A.C. Opnos
Hama

6.2.27. B npoekTax JOKYMEHTOB aIMUHUCTPAIlUU UCIOIB3YEeTCS KaK OyKBEHHO-IHU(PPOBOE,
Tak ¥ 1udpoBoe HanucaHnue Aat, Hanpumep: 1 suBaps 2013 roxa nau 01.01.2013. Hanucanue nat
B MpeJiesiax OJHOTO JOKYMEHTa JOJDKHO OBITh €IWHOOOpa3HbIM, T.€., OyKBEHHO-IIU(GPOBOE, TUOO
g poBoe.

6.2.28. KoHTposib 3a BBINOJHEHHWEM IIOCTAHOBJIEHUN U PacHOpsDKEHUN aJIMUHUCTPALUU
BO3JIAraeTCcsl Ha 3aMECTHUTENEH TIaBbl aJMUHHUCTPAIMU TI0 COOTBETCTBYIOIIEMY HAIMpPaBICHUIO.
['maBa agAMHHUCTpAIMK BIIPaBE OCTABUTH 3a COOOW KOHTPOJb 3a BBHIMOJHEHHEM 0CO00 BaXKHBIX
JIOKYMEHTOB.

B nocrnenHeM myHKTE pacmopsaIuTeNIbHON YacTH YKa3bIBAIOT KOHKPETHBIX JIHMII, HA KOTOPHIX
BO3JIaraeTcsi KOHTPOJIIb 32 UCMIOHEHUEM PaCHOPSAUTENFHOTO ToKyMeHTa. Hanpumep:

- Kommponv 3a ucnonnenuem nocmaHOGNEHUs BO30HCUMb HA 3aMecmumens 2laebl
aomuHucmpayuu nocenenus Kuescxuii Meanosa U.H.
N
- Konmponbs 3a ucnonnenuem pacnopsdiCcenust 603710A4CUmy Ha 21A8Y AOMUHUCMPAYUU NOCENEHUS
Kuesckut Heanosa H.H.

IIpu BHECEHNH B yTBEPKACHHBIN JOKYMEHT U3MEHEHMH MM OMOJIHEHUH KOHTPOJb 3a €T
BBIMIOJTHCHUEM  BO3JIAraeTcsi Ha JOJDKHOCTHOE JIMIO, OCYHIECTBIAIONIEE KOHTPOJIb  3a
BBIIIOJIHEHUEM YTBEPXKACHHOIO paHee JOKYMEHTA.

Ipy BO3710’k€HNM KOHTPOJIS 32 BBITIOTHEHUEM JOKYMEHTA Ha ABYX U 00JI€e TOKHOCTHBIX JIUIL
(GYHKIMM KOOpAMHATOpA JOKYMEHTA BO3JIAraroTcs Ha JIODKHOCTHOE JIMIO, YKAa3aHHOE B JIOKYMEHTE
IIEPBBIM.

KoHTponb 3a BbINOMHEHHWEM MOpYYeHHH, 3a()MKCUPOBAHHBIX B JOKYMEHTE M BO3JIO)KEHHBIX Ha
pyKoBoaMTECH OpraHu3aiii  (MyHHUIMINATBHBIX  OFO/DKETHBIX — YUPeXKICHHWIA), BO3JIaraercs Ha
3aMECTUTENS IJIaBbl AIMUHUCTPALUH, OCYILECTBIIAIOIIETO KOHTPOJb 3a BBINOJHEHUEM JIOKYMEHTAa B
LETIOM.

6.2.29. Odopmrnenue pekBuznuta «PazociaHo»



Ha nocnenneil ctpaHuile OCHOBHOTO TEKCTa PACHOPSIKEHUs WM MOCTAHOBJIEHUS HMXKE
pekBu3NUTa MoANUCU [ 1aBpl aIMMHUCTPALIMKM YKa3bIBAE€TCS CIIMCOK PACCBHUIKH, B KOTOPOM JAeTCs
MIOJIHBIM NIEPEYEHB JIUL U OPTraHU3ALMI C YKa3aHUEM KOJIUYECTBA SK3EMIUISIPOB.

PexkBu3uT «pasocinaHo» IedaTraeTcs B JaTEIbHOM MaJexe, Hanpumep: VYnpaenenue
coyuanvrotu 3awumsl Hacenenus TuHAQO, Heanosy U. M.

B cmmcox pacchUIKM JUISL BCEX PACHOPSOKCHHM M TIOCTAHOBJICHUW O00sI3aTEIIBHO
BKJIFOYAETCS IPOKypaTypa TpOULIKOTO aJIMHUHUCTPATUBHOIO OKpyra ropoga MoCKBBI.

B cnydae pacchUlKM JOKYMEHTa B HEIMOABEAOMCTBEHHBIC aJMUHHMCTPALIUU OpTraHU3aIUU
YKa3bIBalOTCA aJpeca JaHHbIX OPraHU3alHui ¢ TOYTOBBIM HHIEKCOM.

OTBETCTBEHHOCTH 32 MPABWIBHOCTD U MOJHOTY CIHCKA PACCHUIKUA HECET UCIIOITHUTEb.

Paccpuika mewataercss mpudrom 12.

6.3. KoHTponb COOTBETCTBUS MPOEKTAa IMOCTAHOBJICHUS, PACIOPSDKEHUS IO OCHOBHOM
NEeSATENIbHOCTH aMUHUCTpAllUu TpeOOBaHUSM HacTosulero Periamenta ocyiiecTBiIsSeT OTIEN MO
OpTaHU3AIMOHHBIM H 00IUM BompocaM. JIaHHBIN KOHTPOJIb BKITFOUALT:

- TPOBEpPKY MPAaBHJIBHOCTH HCIOJIb30BaHUS OJlaHKa, TPABUIBLHOCTH  OGOPMIICHUS
(CTpyKTypa TEKCTa, COOTHOIIEHHE MOTUBHUPOBOYHOM M PaACHOPAIUTEIHHOM dYacTel, HAIU4ue B
TEKCTE CCBhUIOK HAa JJOKYMEHTHI C TOYHBIM YKa3aHUEM HX JaTbl, HOMEpa W Ha3BaHMs, HAJIMUUE
CCBUJIOK Ha MPUJIOKEHUS K JOKYMEHTY, MPaBUIBHOCTh OPOPMIICHUS MTOANUCH, HAIMYNE CIHCKA
PAaCCBLUIKH);

- MPOBEPKY KOMIUIEKTHOCTH MPEICTABICHHBIX IOKYMEHTOB;

-~ HaJlM4yue COIJIaCOBAHMS,

- yKa3aHue cBeJieHUH 00 ncnosHutene (HaumeHoBanue oraena, ®UO crnenuanucra).

- Hanuuue xpatkoro Ha3BaHHs (aiisia AIEKTPOHHON KO HA MAaTHUTHOM HOCHTEIIE;

- HWpeHTHYHOCTH TEKCTA JOKYMEHTa Ha OyMa)KHOM M MarHUTHOM HOCHUTEJISIX.

KoHTposnb 3a COOTBETCTBUEM NPOEKTOB paCHOPSHKEHUI [0 JIMYHOMY COCTaBYy
TpeboBaHusIM PeriaMeHTa agMUHUCTpAIlMU OCYIIECTBIISICT CIEIUAIUCT, OTBETCTBEHHBIM 3a
KaJIpoBO€ oOecreueHue OTelNa o OpraHN3aMOHHBIM 1 O0IIIUM BOTIPOCAM.

Crennanmuct mo KaJapoBOMY JEJIONPOU3BOJCTBY OT/€da MO OPraHU3alIOHHBIM U O0IUM
BOIIPOCAM, COOTBETCTBEHHO, CTABUT JaTy MpHUeMa JOKYMEHTa M MOANHUCh B HUKHEH 4YacTH Ha
000pOTHOW CTOPOHE MOCIEAHETO JIMCTA TEKCTA JOKYMEHTA.

[IpoekT AOKyMeHTa, MpeCTaBIEHHbIN C OTCTYINIEHMEM OT YCTaHOBJICHHBIX PernaMmeHTom
aJIMUHUCTPAIIMU TIPaBUJI, MOJJICKUT BO3BPATY UCIIOTHUTEINIO C YKa3aHUEM 3aMEUaHUi.

6.4. Tlocne coriacoBaHUs MPOEKTa JOKYMEHTA HCIOIHUTENb O()OPMIISET SJIEKTPOHHYIO
KOITUIO OKOHYATEIHLHOTO BapraHTa MPOEKTa TOKYMEHTa Ha MarHUTHOM HocuTene (¢uen-kapre).

TexcT moxkymeHTa Ha ueni-kapTe JT0JKEH ObITh MOATOTOBJICH B TEKCTOBOM PEAAKTOPE B
COOTBETCTBUU C TpeboBaHusMH 11.6.2.16. HacTosmero PeriiaMmenTa v MOJTHOCTBIO COOTBETCTBOBATH
JOKYMEHTY Ha OyMa)XKHOM HOCHTEJeE.

Ha3Banue ¢aiina Ha MarHUTHOM HOCHTENE JODKHO COJAEpX aTh KpaTkoe (2-4 cioBa)
U3IIO)KEHUE 3arojioBKa JOKYMEHTa. OJTO MOXKET OBITh Ha3BaHUE M JaTa MEPOIPHSITHS,
HAaWMEHOBAaHHWE NPEANpUATHs, aapec, (pamunus u T.0. Takoe ’Xe Ha3BaHWE WCIIOITHUTEIh
YKa3bIBaeT B HIDKHEH 4acTH HAa OOOPOTHOM CTOPOHE IMOCIIETHETO JINCTA TEKCTa JOKYMEHTA.

OTBETCTBEHHOCTh 3a HACHTUYHOCTh TEKCTOB Ha OYMa)XKHOM M MarHUTHOM HOCHTEISIX
HECET UCIIOJIHUTEb.

JlomyckaeTcsi HWCIMOJIb30BAHUE JJICKTPOHHOW TMMOYTHI AAMUHUCTpAIUU IS Tepefadu
AJIEKTPOHHOM KOMHMHM OKOHYATENbHOIO BapHaHTa MPOEKTa JOKYMEHTa B  OTIENI IO
OpTaHU3AIMOHHBIM U OOIIIUM BOIIPOCAM.

6.5. Iloammcanue HOPMATHBHBIX TPABOBBIX, OPTaHH3AIMOHHO-PACTOPSIUTEIBHBIX
JIOKYMEHTOB aJIMUHUCTPAIIIH.

[TocTaHoBIEHUS M PACTIOPSKEHUST aIMUHUCTPALIMK TOJNUCHIBACT IaBa aIMUHUCTpALUU
WIM JOKHOCTHOE JIMIO, WCIIONIHAIONIEE O0S3aHHOCTU TJIaBbl aJIMUHUCTPALMM, Ha OJaHKax
YCTaHOBJICHHOT'O Il JAHHBIX BHJIOB JOKYMEHTOB 00pasIia.



B cinydae, koraa moctaHOBJIEHHE WM PACHOPSHKEHHUE MOIUCAHO JTOJKHOCTHBIM JIUIIOM,
UCTIOJIHAIOIM OOS3aHHOCTH TJIaBbl AJMHUHUCTPAIMH, PEKBU3UT «IIOAMUCH» OQOPMIISETCS
cienyomuMm obpaszom: «McnonHsromuii  00A3aHHOCTH TJIaBbl AJMUHHUCTpAllUU» U Jajiee
YKa3bIBAIOTCA MHUIMUAIBI M (aMHIUS JODKHOCTHOTO JIMIA, MOJMHMCABIIETO IOCTaHOBJICHUE
(pacriopspKeHHeE).

He pmomyckaercst CTaBUTh HPEUIOT «3a» WIM KOCYI0 4YEpTy Iepel HauMEHOBAaHUEM
JOJIKHOCTH.

Buecenne Kakux-nuOO UWCHpaBICHWH B MOJNUCAHHBIE HOPMATHBHBIE IIPAaBOBBIE,
OpraHU3aIMOHHO-PACTIOPSAUTENbHBIE JOKYMEHTHI 3alpeIIeHO.

6.6. Perucrpamnus, popmupoBaHue Ael, co3qaHue 0a3bl JaHHBIX M PAcChUIKA JOKYMEHTOB
aJIMUHHUCTPAIIH

[TocTaHOBNIEHNS U PACTIOPSHKEHHSI 10 OCHOBHOM JEATENBHOCTH aIMUHHCTPALIMHU TIOCIIE UX
MOJAMUCAHUSI TIEPeNaloTCs B OTIEN [0 OpPraHU3alMOHHBIM M OOIIMM BOIpocaMm, TIie
PErUCTPUPYIOTCS U PACCHUIAIOTCS COIJIACHO CHUCKY PacChUIKM B T€YEHME Tpex pabouux nHel . B
city4ae HeoOXOIMMOCTH PACcChUIKa OCYIIECTBISIETCS ONEPATUBHO (B IEHb BBITYCKA JTIOKYMEHTA).

PacnopspkeHust aAIMUHUCTPAIMH TI0 TMYHOMY COCTaBY TIOCJIE MX MOIMUCAHUS TEPEIAI0OTCs
CIEIHMAIIMCTy, OTBETCTBEHHOMY 32 KaJpoBO€ OOECreueHue OT/eNa M0 OPraHu3alMOHHBIM M 00IIM
BOIIpOCaM, TIJI€ PETUCTPUPYIOTCS M PACChUIAIOTCSI COTVIACHO CHUCKY PACCBUIKM B TEUEHHUE ABYX
pabounx paHed. B cimyuae HEOOXOAMMOCTH pAaCChUJIKA OCYILECTBISETCS OINEpaTuBHO (B JI€Hb
BBIITYCKa JJOKYMEHTA).

[TocraHoBieHMs, HAa OCHOBAaHHHM KOTOPBIX OCYIIECTBISIETCS TMOATOTOBKA JIPYTHX
JIOKYMEHTOB (JOrOBOPOB HaiiMa M T.II.) C MaKETOM JIOKYMEHTOB I1€PEAAIOTCS UCIOIHUTEIIO IS
MOJATOTOBKA  YKA3aHHBIX JOKYMEHTOB U BO3BpAIlAlOTCA HCIIOJHUTENEM B OTIEN 10
OpraHU3al[MOHHBIM M OOLIMM BOIpOCaM IIOCJIE 3aKJIIOUEHUS COOTBETCTBYIOIIMX JIOTOBOPOB C
bU3NYECKUMU U FOPUTUIECKIMHE JTUIAMHU.

[TakeT TOKYMEHTOB C OpPUTHHAJIOM OOpAaIICHUs TPaKIAHWHA, SBIISIOMINECS MPUIOKEHUEM
K TIOCTAaHOBJIEHHIO O IIOCTAaHOBKE Ha Yy4eT TIpa)<J1aH HYXAAIOUIMXCA B JKWIBIX IMOMELICHUSX,
NIPEJOCTABIISIEMBIX IO JOTOBOpPAM COLMAIBHOTO HaiiMa, XPaHUTCS B yYETHOM JeJie OUepeHUKA Y
crienyanucra otjena passutus teppuropur u JXKKX, Kypupyroliero faHHOe HallpaBJeHue.

6.7. Peructparusi moCTaHOBJICHHUI U PACTIOPSHKEHUN TJIABBI QIMUHUCTPALIHH.

Perucrpanust mocTaHOBICHUN M pacIOpsKEHUIH MPOU3BOAUTCS B TEUCHHE I0Jla B MOPS/IKe
BO3pacTaHUs HOMEPOB Pa3/IeIbHO MO BUIaM JOKYMEHTOB!

- IOCTAHOBJICHUS B )KypHaJle perucTpaluy NOCTaHOBJICHUH;

- pacropsHKEHHUs TI0 OCHOBHOM JIESTEILHOCTH B KYPHAJIE PETUCTPAIMH PACTIOPSHKEHUH;

-pacropsbKeHHs. MO JMYHOMY COCTaBy B JKypHaJle PETrUCTpAllMM PaclOpsKEHUH I10
JTUYHOMY COCTaBY ¢ J0OaBJICHHEM uepes Meduc CTpOUHON OYKBBI «K», Harpumep: Ne 25-k

JlaToil yka3aHHBIX JIOKYMEHTOB SIBJISIETCS JlaTa UX PErHCTpalldd, COBMAJarollas ¢ AaTOH
TIOJIITMICAHUSI.

6.8. Komuu mnocTaHOBIEHHMH M paCIOpPSHKEHUH aJIMUHUCTPAIMM 3aBEPSIIOTCS TJIABOM
aJIMAHUCTPAIMX WA 3aMECTUTEIISIMU TJIaBbl aIMIHHUCTPALINH TTOCENICHHS TI0 (hopme:

BepHo
I'maBa agMuHUCTpanuu
noceneHns Knepcknit MHOJITUCH OUO

HO}IHI/ICB 3aBCPACTCA MEYATbI0O AAMUHUCTpPAIUH.

B cnydae HEoOXOOUMOCTHM B TOJYYEHHUH KOMHMM IOCTAHOBJICHHS WM PACIOpPSIKEHUS,
3aTparuBaroIlero mpasa, cBOOObI U 00S3aHHOCTHU 3asBUTEINS (IOPUIUYECKOTO MU (PU3UIECKOTO
JuIa), B TOM YHCIIe JUIs IPeICTaBlIeHHs] B CyZeOHbIe OpraHbl, OpraHbl MPOKYpaTyphl WIH OpraHbl
UCTIOJIHUTENIPHOW BJIACTU Tropoja MOCKBBI,  TpaXKJAaHe W OpraHM3aluu oOpamamTcs ¢
MMCbMEHHBIM 3asBJIEHUEM B aIMUHUCTpaALUIO noceneHus Kuesckuil.



3aBepeHHbIC KOMMHM JOKYMEHTOB, YCTAHABIMBAIOIUX IIPAaBa TPaKJaH U FOPHINYECKUX
JMI Ha HEABMW)KMMOE HMMYILECTBO, BBIJAIOTCS B JIBYX JK3EMIULIPAX, KOINHUU UHBIX JOKYMEHTOB
BBIIAIOTCS B OJJHOM DK3EMILILAPE.

[To 3ampocy 3asBUTENss Ha KONMH MOXET OBITh NPOCTAaBICHA OTMETKAa O TOM, 4TO
MOJJIMHHBIN JOKYMEHT HaXOIUTCS B aIMMHUACTpanuy nocenenus Knesckuii B ropone Mockse.

B cnyuyae Haxox/1eHUs TOJAJTMHHUKOB JOKYMEHTOB aJIMUHUCTPALUU B I TaBHOM apXHBHOM
ynpasieHun ropoga Mocksbl (I'maBapxuB MOCKBBI) TpakgaHe M OpraHM3alUy JOJIKHbI
00paTUThCs € 3a9BKOM Ha BblIayy KOIIMU JOKYMEHTA aJMUHUCTpaunu B I’ maBapxuB MOCKBBI.

6.9. Ilognepxanue B akTyaJbHOM COCTOSHUM NPaBOBOM 0a3bl agMuHMcTpauuu. OTMeHa,
IPU3HAHUE YTPATHUBIIUM CHJIY HOPMATHBHOI'O IIPAaBOBOI0, OPraHU3alMOHHO-PACIOPAIUTEIILHOIO
JIOKyMEHTa

B umensx noadepkaHus B AKTyaJIbHOM COCTOSHUM HOPMAaTUBHBIX  IIPaBOBBIX,
OpPraHU3alMOHHO-PACIOPSAAUTEIBHBIX AaKTOB aJMUHHUCTPAllMd OTBETCTBEHHBIC MCIIOJIHUTEIN
JIOKYMEHTOB NEPUOANYECKU, HE pexxe 1 pa3a B TroJl, OCYIIECTBISAIOT pabOTy MO BBISBICHUIO
JOKYMEHTOB, TpEOYIOIIMX BHECEHHs W3MEHEHHH, MOJJIeKalluX OTMEHE WM MPU3HAHHIO
YTPAaTUBUIMMHU CUITY.

HopMaTuBHBIE IPAaBOBBIE, OpPraHU3aLMOHHO-PACIOPSIUTENBHbBIE aKThl aIMHHHCTpALMH,
HY)KJalol1ecs B OTMEHE WM NPU3HAHUU YTPATUBIIUMHU CUJTY, IOJJIEKAT OTMEHE WU IIPU3HAHUU
YTPaTUBIIMMM CHJIy HyT€M H3JaHUS COOTBETCTBYIOILEIO JOKYMEHTa ¢ (OpMYyJIUpOBKOIL
COOTBETCTBEHHO: "OTMEHUTH" WM "IPU3HATH YTPATUBIIUM (M) CHITY".

OrmeHna, mNpu3HaHUWE YTPAaTUBIIMM CHJIy JOKYMEHTa IIPOU3BOJUTCS B IOPSAIKE,
YCTaHOBJIEHHOM HacTOSALIUM PerjsamMeHToM /i1 BHOBb IPUHUMAEMOI0 JOKYMEHTA.

YTpaTuBIIUMU CUITy IPU3HAIOTCA JOKYMEHTBI aIMUHUCTPALIUU:

—  BBINOJHEHHBIE;

- (aKTHUECKH YyTpaTHBILHUE CUILY;

- OrpPaHUYEHHOTrO CPOKa JEHCTBUS, €CIIU CPOK UX JECHCTBUS UCTEK;

- B CBSI3M C U3BMEHEHHUEM 3aKOHO/IATENbCTBA.

HopmartuBHble TpaBOBbIE, OpPraHU3AlMOHHO-PACIIOPSAUTEIbHBIE AaKThl AJMUHHCTPALUH
IIPU3HAIOTCS YTPATUBIIMMU CHJIy ¢ MOMEHTA BBIXO/1a OTMEHSIOIIErO JOKYMEHTA, €CIM B HEM He
YKa3aHO MHOE.

HopMaTuBHBIE NpaBOBbIE, OPraHU3aLMOHHO-PACIIOPSAUTENBHBIE AKThl AIMHUHHCTPALUU
MOJIJIEXKAT OTMEHE:

—  €CJIM JOKYMEHT HE BCTYIIWJI B CUILY;

- IO pElIEeHHUIO Cya;

- IO NIPOTECTY MPOKYPATYPHI.

HopmartuBHble TpaBOBbIE, OpPraHU3alMOHHO-PACTIOPSAUTEIbHBIE aKThl aJMUHHCTPALUU
OTMEHSAIOTCSI C MOMEHTA UX MPHUHATHS U HE UMEIOT NIPaBOBBIX IOCIIEICTBUH.

Ecnn B 1OKyMEeHTE MMEIOTCSI MyHKThI, KOTOPHIMU NPH3HABAIUCH YTPATUBLIMMU CHITy paHee
W3/IaHHBIE HOPMATUBHBIE IIPABOBBIE, OPraHU3ALIMOHHO-PACHOPSAAUTENBHBIE aKThl, TO IpPHU
HEO0OXOUMOCTH TPU3HATH YTPATUBIIMM CUJIY JAAHHBIA JOKYMEHT, OH MPHU3HAETCS YTPAaTUBLINM
CUJIY TIOJTHOCTBIO HE3aBUCHUMO OT HAJIMYKS B HEM TaKHX ITyHKTOB.

Eciu nomnexarunii pu3HAHUIO YTPATHBIIMM CHITY ITYHKT, HOANMYHKT WM a03al] COIAEPKHUT
yKa3aHUE Ha TNPUIOKEHHE, KOTOPOE COOTBETCTBEHHO JOJDKHO YTPAaTUTh CUILy, TO NPHU3HAETCA
YTPATUBILUM CHIIy TOJBKO 3TOT MYHKT, 3TOT MOAMYHKT WM 3TOT a03all, a MPUIOKEHNE OTAENbHO He
YKa3bIBACTCsI, XOTSI OHO TOXKE Oy/IET CUMTATHCS YTPATUBIIUM CHITY.

Ecnu B myHkTe, moanmyHKkTe WM ab3ale JOKyMEHTa Hapsily C YTBEp)KICHHEM IPUIIOKEHUS
coziepKaTcsl yKa3aHUs, KacarolIrecs IPyruX BOIIPOCOB, COXPAHSIOLINX CBOE 3HAYEHUE, a IPUIIOKEHNE
MOJIEKUT MPU3HAHUIO YTPATUBIIMM CHIY HOJHOCTBIO, TO MIPU3HAETCS YTPATUBLIMM CHIIY 3TOT IYHKT,
STOT MOJITYHKT WJIM 3TOT a03all TOJIBKO B YaCTH, OTHOCSIIEHCS K MPHIIOKEHHIO.

OrMmeHa WM NpU3HAHKME YTPAaTUBIIMMM CHJIy IYHKTOB, HOJIYHKTOB, a03aleB (CTPYKTYPHBIX
AJIEMEHTOB) OTMEHSIET WM IPEKPALIAET ACHCTBUE CTPYKTYPHOI'O JIEMEHTA IOKyMEHTa COOTBETCTBEHHO,
CO371a€T HOBYIO PEAKIIMIO PACHIOPSAIUTENBHOIO TOKYMEHTA U HE SIBIISIETCS BHECEHUEM W3MCHECHUM.



7. Tlopsinok paboThI ¢ JOTOBOPaMH, KOHTPAKTAMH U COTJIAILICHUSIMU

7.1. Tlopsaaok TOATOTOBKH, O(QOPMIICHHS, TMOANUCAHUSA, YTBEP)KICHHS, BBIIOJHEHUS WU
MpEKpalieHusl JEUCTBUS JIOTOBOPOB M COIVIALICHUM, 3aKJIIOYAaeMbIX aJMHHUCTpALMEN ¢
Cy6'beKTaMI/I JOTrOBOPHBIX OTHOILIEHUN B npeaciax OJIHOMOYUI AIMUHUCTPpALMU, OHNPCACITACTCA
neicTByomuM  (eepalibHbIM  3aKOHOAATEIBCTBOM, 3aKOHOJATENIbCTBOM Topoja MOCKBHI,
VYcraBoMm nocenenust KueBckui.

7.2.J1oroBOpHI U COTJIALICHHMS], 3aK/II0YaeMble aJMUHHUCTPAIMEH, TOJIUCHIBAIOTCS TJIaBOI
AIMUHHUCTpAIUU WX JIAIOM, UCITOJTHAOIIUM 00s13aHHOCTH IJ1aBbI AIMUHHUCTpPALUA ITOCCIICHHA.

7.3. JloroBopbl (KOHTPaKThl) U COTJIAIICHUS aJIMUHUCTPALUU TOJIKHBI COOTBETCTBOBATH
00s13aTeJIbHBIM IJid CTOPOH IpaBuJiaM, YCTAHOBJICHHBIM (beﬂepaHBHBIMI/I 3aKOHaMH, 3aKOHaMH
ropoga MOCKBBI, UHBIMM HOPMAaTUBHBIMU NPABOBBIMH AKTAMH, JEHCTBYIOIIMMU B MOMEHT HX
3aKJIF0YEHUs, Y CTaBy noceneHus KueBckum.

7.4. IlognuceiBaeMble JOTOBOPHI (KOHTPAKTHI) U COTJIALICHUS IOJKHBI COIEPHKATh:

— HaUMEHOBAHHUE;
— npeaMOyiy (BBOJHYIO 4aCTh), B KOTOPOM MOT'YT yKa3bIBaThCsl OCHOBHBIE 1I€JIH;
— JarTry, MECTO MoAInrucCaHusd, HAMMCHOBAHUC CTOPOH;

— IMPEAMET MPABOBOr0 PEryJIMPOBAHMUS,

— PacKpbITHE UCIIOJIb3YEMBIX TEPMUHOB U ITOHATUH;

— IpaBa U 00513aHHOCTH CTOPOH;

— OTBETCTBEHHOCTH CTOPOH;

— CI0cOObI U NOPSIOK o0ecrieyeHust 00513aTeNbCTB CTOPOH;

— OCHOBaHUA MPCKpaICHUA U IPUOCTAHOBJICHUSA UX Z[ef/'ICTBI/ISI;

— TOPSAAOK pa3pelleHus CIOPOB;

— CPOK U YyCJIOBHA BCTYIIJICHUA B CUITY,

— CPOK JEeUCTBUS;

— CPOK HCHOJHEHHUS 00s13aTEeIbCTB MO JOrOBOpaM (KOHTPAKTOB);

— CBEJIEHUs O PETUCTPALUU U MECTE XPAaHEHUs TEKCTa JOKYMEHTA,;

— HaAWMCHOBAHHC IOOJIKHOCTH, (1)aMI/IJ'II/II/I, HMCHH, OTYECTBA YIIOJIHOMOYCHHOTIO JIKIIA,
MMOAIIUCBIBAOIICTO JOTOBOP (KOHTpaKT) HJIN COTJIaIICHUC,

— TOAINKCH CTOPOH.

[Toanucu mpexacraBuTene CTOPOH MO JIBYXCTOPOHHUM JOTOBOPOM  (KOHTPAKTOM) MIIU
COTJIALICHUEM PACIIOIAratoTCs APYr MPOTUB IpYyra WIM OJHA IOJ APYTOU.

[Toanuck KaXka0W U3 CTOPOH HAa BCEX AK3EMIUIIpax JOroBopa (KOHTPAKTa) U COIJIALICHUS
YAOCTOBEPSIETCA IEYaThIO.

[Ipu moaroroBke TekcTa JO0roBopa (KOHTPAKTa) WM COTJIAIIEHUS CTOPOHBI HE JOJKHBI
BKJIIOUATh TIOJIOXKEHUS, KOoTopble conepkarci B Koncrurynum Poccuiickoit ®enepanum,
benepanbHbIX 3aKOHAX U BCIEACTBHE 3TOTO SIBISIOTCS 0053aT€IbHBIMU K MX UCIOJTHEHUIO.

[IpunoxkeHus K JOroBopaM (KOHTpaKTam) U COTJIALICHUSIM COCTaBJIAIOT HX
HEOTHEMIIEMYIO YacTh W O00JIaIal0OT OJIMHAKOBOW IOPUIMYECKON CHJIOM C OCHOBHBIM TEKCTOM
JIOKYMEHTA.

7.5. Bce BHOBB 3aKJIFOYaeMbIC JIOTOBOPHI, KOHTPAKTHI W COTJIAINCHUS aTMUHHUCTPAIIUU
MOJJIeKaT 00sS3aTeNbHON perucTpanuu. Peructpaius OCYIIECTBISETCS B OTAeNe YKOHOMUKH,
(MHAHCOB U OyXTaJITEPCKOTO ydeTa aIMUHUCTpAINH roceneHus KueBckuii.

Peructparusi noroBopa, KOHTpakTa WJIH COTJIAIICHUS OCYIIECTBISECTCS MPU HATAYUHU
MOJ/UTMHHBIX SK3EMIUISIPOB COOTBETCTBYIOIIETO JIOTOBOPA, KOHTPAKTA UM COTJIAIIICHUSI.



Perucrpanus 10roBopoB, KOHTPAaKTOB M COTJIAILIEHUH OCYIIECTBIIAETCS B TEUYEHHE rojia B
HOpsi/IKE BO3pacTaHMsI HOMEPOB.

7.6. Ilocnenyromuii KOHTPOJIb 3@ BBINOJIHEHUEM JIOIOBOpa (KOHTPAKTA) WM COIJIALICHUS
OCYILECTBIISIIOT COOTBETCTBYIOLIME OT/IENbI aIMHHUCTPALIMU B paMKaX UX KOMIIETCHIIHUH.

7.7. TloMMHHUKK yKa3aHHBIX JIOTOBOPOB (KOHTPAaKTOB) W COIVIAIIEHUH SBIAIOTCA
JOKYMEHTaMH TIOCTOSSHHOTO XpaHeHus M (OpPMHUPYIOTCS B OTIENBbHOE IelI0, HOMEP KOTOPOro
COOTBETCTBYET MHJIEKCY, YKa3aHHOMY B HOMEHKJIAType Aeil.

[Tocie  BBIIOMHEHHWS ~ CTOPOHAMM  JIOTOBOPHBIX  OOS3aTENBCTB,  COCTAaBJICHUS
COOTBETCTBYIOLLETO aKTa OHU XPAHATCS B OTAEJIE S3KOHOMUKH, (PMHAHCOB M OyXTaJITepCKOro yuera
aJIMUHUCTpaImu noceneHust KueBckuii B TedeHne 5 JeT Wik MOTYT ObITh MepejaHbl Ha XpaHEHHE
B apXMB aJMHUHUCTPALIUH.

O3HakOMJIEHME C J0roBOpaMHM (KOHTpakTaMu) U COIJIAIIEHUSMU IPOU3BOJUTCS B
COOTBETCTBUM C ACHCTBYIOLIUM 3aKOHOIaTEILCTBOM.

8. Opranu3zanus paboThl CO CITyKEOHBIMU JOKYMEHTAMH U OOPAIICHUSMU TPAXKIaH

8.1. [Ipuem, nepBuuHas 06pabOTKa, JTOCTaBKa U OTIPaBKa JOKYMEHTOB

8.1.1.06ecrieueHne paboOTHl MO PACCMOTPEHHIO TOKYMEHTOB M OOpalIleHWH TpakIaH,
HOCTYNAIONIMX B aJMHHUCTPALMIO, OCYILECTBJIAET OTAENT I0 OPraHU3aLUOHHBIM U OOLIUM
BOIIPOCAM.

8.1.2.IpueM ciyx)eOHBIX [OKYMEHTOB U OOpallleHud TpaxIaH B aJIMUHUCTpPALUU
OCYIIECTBIISICTCS CIETYIOIIUMH CIIOCOOAMMU:

- B CHCTEMeE 3JIEKTPOHHOro JokyMeHToobopoTta [IpaBurensctBa Mockssl (3/10);

- 4epe3 IMOYTOBOE OT/ICIICHUE CBSI3H,

- C HUCHOJb30BaHUEM MHTEpHEeT-NpHUEeMHON Ha O(UIMATIBLHOM CalTe MOCEICHHUS;

- C HCIONb30BaHUEM (DaKCUMMIBHOM CBA3M (KpoMme oOpallleHud TpaxiaH crarba 4
®denepanbHOro 3akoHa PO Ne 59-D3);

~ C HUCTOJB30BaHUEM TelNe(POHHOH CBSI3H;

— HapOYHBIMH, KypbepaMu;

- B BUJE TenedoHOrpaMM;

- B XOJIe INYHOTO MpHeMa IpakaaH JOJDKHOCTHBIMU JIUIIAMU aJIMUHUCTPALHH.

[Tpu ormpaBke Ciy’)keOHON KOPPECTIOHACHIIMH C HCIOIB30BAaHHEM aBTOMATH3UPOBAHHBIX
CHCTEM aJipecaTy HaIpaBIIeTCsl OTCKAaHUPOBAHHAS AJIEKTPOHHAsI KOS MOJUIEKAIEro OTIpaBKe
JOKYMEHTa, a OPUTHHAJ JIOKYMEHTa OCTAeTCsl B MECTE €r0 PEerHCTPALINH.

8.1.3.Peructpauuss ¥ NPOXOXKAECHUE JTOKYMEHTOB, MOCTYNUBIIMX B aJMUHUCTPAIMIO U
OTIIPABIISIEMBIX U3 QIMUHHCTPALAN JIIOOBIM W3 TEPEYHCIICHHBIX CIOCOOOB, PETIAMEHTHPYETCS
HACTOSIIUM PerinaMeHTOM U OT/IeNbHBIMU OCTAaHOBJICHUSAMHU M PaCTIOPSKECHUSIMHU.

[Tpuem u oTpaBKa CITy>KEOHBIX JOKYMEHTOB M OOpaIleHUi rpa/1aH B aJIMUHUCTPAIHA
OCYILECTBIISICTCS I[EHTPATU30BAaHHO OTJEJIIOM IO OpraHM3allMOHHBIM M OOIIMM BOIIpOCaM, 3a
UCKITFOUEHNEM (aKCUMHIBHON, TeNe()OHHOW CBSI3M, OOpalIeHUH TpaXKaaH W IOPUIHYECKUX JIUI,
NOCTYNUBIIUX B IHTEpHET-IPHEMHYIO Ha O(UIIHAIEHOM CaiiTe MOoceneHHs.

JIoOKyMeHThI, TepefaHHble (IIOJy4€HHbIE) C MCIOJNb30BaHHEM (DaKCUMMIBHOM CBS3H,
ANIEKTPOHHOM ToYTHl W VIHTEepHET — mpueMHONl Ha OQUIMAIBLHOM caiiTe moceneHus 0e3
UCTIOIB30BaHUSI B YCTAHOBJIIEHHOM TIOPSIIKE TEXHOJOTHH JJICKTPOHHOW MOJINUCH, HE HMEIOT
IOPUJINYECKOM CHIIBI, TO3TOMY YKa3aHHBIE CIIOCOOBI HE MOT'YT OBITh UCIIOJIb30BaHBI JUIS Tepelaun
JOKYMEHTOB, TPEOYIOIINX yIOCTOBEPEHHS MOTHHHOCTH JIOKyMEHTA.

JlonmyckaeTcst npuMeHeHne (pakCUMUIIBHOM CBS3M ISl IpUeMa U OTIPABKH JJOKYMEHTOB, HE
TPeOYIONINX IIEHTPATU30BAHHON PETUCTPAIIHH.

[Tpuem u peructpanust (pakCUMUIBHBIX COOOLICHHUH, MOCTYMAOUMX Ha O(QUIUATBHBIN
bakc aTMUHHCTPALMHU, OCYIIECTBISCT CIEIUAINCT OT/Ae]a MO OPraHW3alMOHHBIM M OOIIUM
BOIIPOCAM.

JlonmyckaeTcsi NpUMEHEHHE CHEelHMaIuCcTaMi aJIMUHHMCTpAluU (aKCUMHIBHOW CBA3M H
AJIEKTPOHHOM MOYTHI Ul MPHEMa U OTIPABKU JOKYMEHTOB, HE TPEOYIOIIMX IEHTPATU30BaHHOU
perucTpanuy Judo ¢ MOCIEAYIOUIeH UX perucTpalueil B oTaesne Mo OpraHu3alioOHHbIM U O0IIUM



BOIIPOCAM.

8.1.4.1leHTpa30BaHHbII IIPUEM COOOILEHUH, MOCTYNUBUIMX B MHTEpHET-IpueMHy0 Ha
ouIManbHOM CalTe IMOCENEHUs OCYILECTBISAET CIEUUAIUCT OT/AENa MO OPraHU3aLMOHHBIM U
00LIMM BOIIPOCAM.

Pabora ¢ TeneoHHBIMU OOpallleHUSIMH I'paXJaH U IOPUIUYECKUX JIMIl OCYLIECTBISAETCA
3aMECTHTEIISIMU TJIaBbl aIMUHUCTPAIIMH TIOCEJICHUS M CIICIMATNCTaMH aIMUHUCTPALIUH.

[lpuem u otmpaBka TeneOHOTpAaMM OCYILECTBIIAETCS CHELMAIMCTOM OTJeNa 110
OpraHu3alMOHHBIM W 00mmM BompocaM. OTnpaBKy Tene(oHOrpaMM, MOAMUCAHHBIX TJIaBOM
aJIMUHUCTpAIMM WIN 3aMECTUTESIMU TJIaBbl aJIMUHUCTPALUU IOCEJIEHHs], MOT'YT OCYIIECTBIISThH
CHEHATHUCTHI 3JIMAHUCTPAIIMHA B COOTBETCTBUH C KOMIIETCHIIUEH.

8.1.5.1puem, mnepBuuHas 00pabOTKa, JOCTAaBKa KOPPECHOHJCHIIMM OCYIIECTBIISCTCS
OTJIEJIOM IO OPTaHU3ALMOHHBIM U OOIIUM BOIIPOCAM.

[Ipn npueme TOKYMEHTOB OT HAapOUYHBIX B Pa3HOCHOW KHUI€ OTIpaBUTENs U (WIM) Ha
KOTHMH TOKYMEHTa CTaBUTCS INTaMIT aJMHHHUCTPAIUH, J1aTa U MOAINUCH CICHUAINCTA OTAEa 110
OpraHU3alMOHHBIM U OOLIMM BOIPOCAM.

[Ipu npueme oOpaiieHHl OT TpakJaH MPU HAIMYUMK KONHU OOpalleHus Ha HeH, 1o
npocb0e rpaxJaHUHA, CTAaBUTCS IUTAMI AAMMHUCTPALlMM C YKa3aHUEM JaThl IMOCTYIUICHUS
oOpailieHus: B aAIMMHUCTPALIHIO.

[Ipu npueme KOppECHOHIEHLIUHU [TPOBEPSIETCS MIPABUIBHOCT aAPECOBAHUS U LIETOCTHOCTD
YITaKOBOK.

8.1.6.Bce koHBepTHI, MOCTYNHBILUE B aIMUHUCTPALIUIO C JOKYyMEHTAMHU, BCKPHIBAOTCH.

CnyxeOHble JOKYMEHTBHI W OOpallleHusi TpakJaH, JIMYHO IIepe/laBaeéMble B OTIEN IIO
OpraHU3alMOHHBIM M OOLIMM BOIPOCAM IMPUHUMAIOTCS TOJIBKO IPU BCKPBITHIX KOHBEPTAaX.

IIpy BCKpBITMM KOHBEPTOB CO CIIYEOHOH KOpPPECIIOHAECHLMEN NpPOBEPSETCS HaIUYHUE
JIOKYMEHTOB, yKa3aHHbIX B HUX MPWJIOKEHHUH, a TakKe HaJU4ue YAOCTOBEPSIOIIUX PEKBU3UTOB
(moamucu, mevyaT u 1p.).

B caydae oOHapyxeHuss HemOCTayd JMOO OTCYTCTBHSI HEOOXOTUMBIX PEKBU3UTOB
CITy’)KeOHBIE TJOKYMEHTHI BO3BPAIAIOTCS OTIPABUTEIIO C YKa3aHUEM MTPUYMH BO3BpaTa.

8.1.7.0mm004HO JOCTaBIEHHAs KOPPECIOHJCHIIUS BO3BpAIIAETCS OTIPABUTEIIO C
MOSICHEHHEM IPUYHHBI BO3BpaTa He MO3Hee TpeX padoymx JHEH C MOMEHTA IOTydeHHUS.

8.1.8.Ha Bcex mokyMeHTax U OOpallleHUsX TpakAaH, MOCTYHNHMBIIMX B OTAEN IO
OpraHU3aIMOHHBIM U COITMAILHBIM BorpocaM 10 16.00 4. Tekymiero aHs, IpOCTaBISAETCS ITAMII C
yKa3aHHEM JaThl TEKYLETo JHS (JaThl MOCTYIICHHS).

Ha xoppecnionaennuu, moctynumei B otaen mocie 16.00 4., mpocraBiseTcs mramin ¢
yKa3zaHHeM JaThl CIeTyIONEero paboyero JHs.

JIOKyMEHTBI, TpeOYyIOIHEe CPOYHOTO PACCMOTPEHUS, PETUCTPUPYIOTCS C YKa3aHHUEM JaThl
TEKYILIEro JHs, JOCTaBKa UX OCYILIECTBISETCA HE3aMeUTUTENbHO.

8.1.9.K moxymeHTaM, TpEOYIOINM CPOYHOTO PACCMOTPEHHUSI, OTHOCSTCS:

- JIOKyMEHTBI, UIMEIOIIIe MMOMETKY cpouHocTu: «CpouHoy, «BecbMa cpouno», «Bpyuutsb
HeMeUIeHHOY, «OrepatnBHOY, «He3amemmTenbHo»;

- TeJerpaMMbl M YBEJOMJICHHMS TPaKAaH M OpraHu3aluid O MPOBEACHUU MUTHHIOB,
JIEMOHCTPALMH, IIECTBUI U MTUKETUPOBAHUN U T.II.

- oOparienust 00 aBapuifHbIX cuTyanusx B chepe XKKX.

- o0OpamieHust O TOTOBSAMIMXCS (COBEPIIEHHBIX) TEPPOPUCTHUECKUX aKTaX, HHBIX
JIeMCTBUSX, HAIPABJIEHHBIX POTUB OOILECTBEHHOM O€3011aCHOCTH;

- oOpaienust 00 yrpo3ax »XKM3HHU U 310pOBbIO TPaKIaH.

8.1.10.Ha mepBoit crpanume mokymeHtoB (1m.8.1.9.) CHEUAJINCTOM OTHENa 10
OpraHW3allMOHHBIM M OOMIMM BOTMpocaM (B OTHOIICHWH 3asBICHUH O IMPOBEICHWW MHTHHTOB,
JNEeMOHCTpalMid, IIeCTBUH W TNUKETUPOBAHMH) MPOCTABISETCA IITAaMII C  YKa3aHUEM
PETUCTPALIMOHHOIO HOMEpa, JaThl TEKYIIEro AHA (IJHS MOCTYIUIEHHS) U BPEMEHH PETUCTPALMH.
[TonydyeHHble TOKYMEHTBHI HE3aMEIJIUTEIbHO HANpaBISIOTCA TJaBe aJMUHHCTpAllid, B €ro
OTCYTCTBHUE - 3aMECTHUTENSIM TJaBbl aJAMUHUCTpaluM. B ciydae OTCYTCTBHSA B agMHHMCTPALUU



[JIaBbl QIMUHUCTPALIMU U €T0 3aMECTHUTENEH, OHU HHPOPMUPYIOTCS 1O TeIePOHHOI CBS3U.

BreimonmHenne mopydeHHid 1O JOKYMEHTaM, TpPEOYIOIIUM CpPOYHOTO pPacCMOTPEHHUS,
OCYIIECTBIISIETCS. B CPOKH, YCTAHOBJCHHbIE  HACTOAIIUMM PermamMeHTOM WM TOpyYEHUEM
npedekra.

8.2. Perucrpanusi TOKyMEHTOB

8.2.1.Peructpanuu mojsie)kar BCE JOKYMEHTBHI, TPEOYIONINE ydeTa M HCIIOJb30BAHUS B
CIOPaBOYHBIX LEsIX (KaKk co3JaBaeMble B aJMHUHUCTpAllMM, TaK W TOCTYyMalollue B
AIMUHHICTPAIUIO U3 APYTUX OPTaHU3alUNd U OT TPaKIaH).

OO0s13aTeNIbHON  pEeruCcTpaliiy  MOJUIekaT BCE JIOKYMEHTBHI, TpeOyrouue oTBera (Kak
BXOJISIINE, TAK U HMCXOJAIINE), a TaKKe BCe 0€3 MCKIIOYCHUS JOKYMEHTHI, IMOCTYMAIOIUE U3
BBIIIECTOSIIIIUX OPraHU3aLUM.

8.2.2.Peructpauus  oOpamieHuidl TpaXkaaH W OPUAMYECKUX JIML, TOCTYNHBIIUX B
aJMUHHUCTPAINIO, OCYIIECTBIISETCS B OTJENE IO OPraHU3allMOHHBIM M OOIIUM BOIpocaM B
TEYCHHE TPEX KaJCHIAPHBIX JTHEH C MOMEHTA MOCTYIICHUS B aIMUHUACTPALIHIO.

Peructpamusi n1okymMeHTOB  (CIyeOHON KOPPECHOHJEHIIMU W OOpalleHHil Tpak/iaH)
OCYIIECTBIISICTCS B Q/IMUHUCTPAIIMH B aBTOMATH3UPOBAHHOM PEXKHME.

8.2.3.Peructpanueii  TOKyMEHTa CUMUTaeTCs MOMEHT ¢uKcauuu QakTa MOCTYIUICHUS
oOpalleHus MyTeM BHECEHHUsS HEOOXOIUMBIX CBEICHHH O JOKYMEHTE B aBTOMATHU3MPOBAHHBIN
Oank peructpaunoHHbIX AaHHbBIX EC 3J10, B 31€KTPOHHYIO MPOrpaMMy MO JI€JIONPOU3BOJICTBY
aJIMUHHUCTPAIMKM W IPOCTABJICHHUE HA JIOKYMECHTE JaThl U PErHUCTPAIMOHHOTO HOMEpA.

Bce Bxondmme NOKyMEHTBl U TEpeNucKa MO HUM IMOAJIeKAT CKAaHHUPOBAHHUIO, C MOCIEAYIOUINM
MIPUCOCIMHEHHUEM 3JIEKTPOHHOTO o0pa3a qokymeHTa (310) K perucTpallmOHHONW KapTOYKe.

8.2.4. ndopmarus 060 BceX MOCTYMHUBIIUX JOKYMEHTaX B aIMUHUCTPALUIO PUKCUPYETCS
¢ nomompio EC DJIO IlpaButenbctBa MOCKBBI OTAEIOM MO OPraHU3alMOHHBIM M OOIIUM
BOIIPOCAM.

Ucnons3oBanne EC 310 IlpaButenbctBa MOCKBBI  OCYLIECTBISIETCS B paMKax
yTBEpKACHHOTO anmnaparoM Moapa u [IpaButenscTBa MOCKBBI periaMenTa paboThl TONH CUCTEMBI.

8.2.5.00pamenusi, mocrynuBmue w3 Ammapara Mbdpa u IlpaBurensctBa MOCKBHI,
PETUCTPUPYIOTCSI M PaCCMaTPHUBAIOTCS B TIOPsAKE, ycTaHOBIEHHOM Pernamentom [IpaBurenscrBa
MOCKBBI.

8.2.6.Peructpaniii B TEpBOOYEPETHOM TMOPSIKE C YKa3aHUEM JaThl TEKYIIEro JHS
MOJIICKAT CITYKEOHBIE JTOKYMEHTBI U oOpalleHus rpakiaaH, ykaanaele B 1.1 8.1.9. HacTosmero
Pernamenra.

8.2.7.He mojutexxar perucTpanuu cleayromne T0KyMEHTHI:

— CTaTHCTUYECKUE CBEJICHMUS;
— Oyxranrepckue JOKYMEHTHI;

— uH(pOpPMAIIMOHHBIE MaTepUaIbl, IPUCIAHHBIC 1JIs1 CBEJICHHS,
— TepUOAMYECKHE U3aHUS;

— TO3JpaBUTENILHBIC TIMCbMA U TEJIETPaMMBI;

— rpaduKu, HApSAAbI, 3a9BKH, Pa3HAPSIAKHY;

— yd4eOHbI€ IJIaHbl, IPOrPaMMBI;

— Ppa3’IMYHOIO POJA OTYETHI,

— PpEeKJIaMHBbI€ MTPOCIEKTHI, OYKIIEThI, OPOIIIOPHI.
8.2.8.0tnen mo OpraHuU3alMOHHBIM M OOIIMM BONpOCaM U JApPYrHe COTPYTHHKH
aJIMUHHCTPAIMN HECYT OTBETCTBEHHOCTh 32 COXPAHHOCTh JIOKYMEHTOB, a TaK)XXe 3a ONEpaTUBHOE
npejcTaBiIeHne HeoOX0IMMON HH(OPMAITUK KPYTY JIMII, UMEIOIIUX IPAaBO Ha €€ MOJyYeHHE.
8.3.PaccmoTpenune TOKyMEHTOB
8.3.1.PaccmoTpeHne JOKYMEHTOB C MOMETKaMH «BEChbMa CpPOYHO», «CPOUYHO», «BPYUUTH
HEMEJUIEHHO», «OIEpaTUBHO» MPOU3BOJUTCSA HE IMO3JHEE TPeX 4YacOB C MOMEHTA MOCTYIUICHUS
JIOKYMEHTa U3 OTJeJIa 10 OPraHU3allMOHHBIM U OOIIKMM BOIIPOCAM.



8.3.2.JIOKyMEHTBI, 3apeTUCTPUPOBAHHBIE B OTACIEC IO OPTaHU3AIMOHHBIM M OOIIUM
BOIIPOCAM, HAMpaBIISIOTCS TJIaBe AJAMUHUCTpPAIMHM sl O(GOopMIIeHHS pPE30JIONUH, a 3aTeM
NepesaroTCcsl COTPYIHUKAM aIMUHHUCTPAINH, YKA3aHHBIM B PE30JTIOIUH.
8.3.3.B coctaB pe3omonuy BXOAST CIEAYIONINE JIEMEHTHI:

— HCHOJHUTENb ((paMUIMs U UHULKAIBI JOKHOCTHOIO JIMIA WK JIUL, KOTOPBIM J1aeTCsl
[IOPYUYEHHUE);
— coJepKaHHe NOPYUYEHHUS;

— CpOK HCIIOJIHEHHUs NopydeHus. Eciu B pe3oonny win JOKyMEHTE CPOK UCIIOJIHEHUS
HE YyKa3aH, MOpYYCHHME IIOJUIeKHUT MCIOJHEHHIO B TedyeHHe 30 KaleHAApHbIX AHEH C JaThbl
perucTpaluy B aAMUHUCTPALMK. B MCKIIOYMTENBHBIX CiIydasX, a TaKKe B Clydyae HalpaBICHUS
3ampoca, mpelycCMOTpEeHHOro YacThio 2 ctaThu_10 denepanbHoro 3akona Ne 59-D3 ot 02.05.2006
«O mopsake paccMoTpeHus —oOpameHuit rpaxkman Poccuiickoit  ®enepanumn», [naBa
aJIMUHUCTpAIMM IOCEJICHUs, JUOO €ro 3aMecTUTeNlb BIIpaBe IMPOJIUTh CPOK PACCMOTPEHHS
oOpaiieHuss He Oosnee ueM Ha 30 nHEH, yBEAOMHUB O NPOMJIEHUH CpPOKa €ro paccCMOTPEHUS
rpakJlaHMHA, HAIIPaBUBILEro OOpalleHue.

[Ipy Hamuuuum B  PE3OJIOLMU HECKOJIbKUX MCIIOJIHMUTENEH, TO OTBETCTBEHHBIM
UCIIOJIHUTEJIEM CUUTAETCS JIMIO, YKa3aHHOE B PE30JIIOLIUN TIEPBBIM.

Wcnonnutenb, Ha pacCMOTpPEHHE K KOTOpPOMY HAlpaBieH B YCTaHOBJICHHOM HOpPSIKE
3aIlpoC rOCYJapCTBEHHOI'O OpraHa, OpraHa MECTHOI'O CaMOYIPABICHUS WIN JTOJKHOCTHOTO JIMILIA,
o0si3aH B TeueHWe |5 mHEH NPEAOCTaBUTH JOKYMEHTHl M MaTepuajbl, HEOOXOAMMBIC IS
paccMOTpeHUs 00palleHHs], 32 HCKIOYEHUEM JIOKYMEHTOB U MaTepHajIoB, B KOTOPBIX COAEPIKATCS
CBEJICHMSI, COCTAaBJISIOLIUE TOCYJAPCTBEHHYIO WJIM HHYIO OXpaHsAeMylo (pelepajbHbIM 3aKOHOM
TaiHy, U AJI1 KOTOPBIX YCTAHOBJIEH OCOOBIN NOPSI0K MPEAOCTABICHHUSL.

8.3.4.Bce OKyMEHTHl C pE3OJMIOLUUSAMHU TJIABbl AaIMHUHHCTPALUU  HAIPABISIIOTCA
CHELHAINUCTY MO JIJONPOU3BOJCTBY OTJeNa MO OPraHM3alMOHHBIM W OOIIMM BONpoOcaM s
¢ukcanun nHpopmanuu, conaepxkamieiics B pesomtouusx B EC 3/10 IIpasurensctBa MoCkBEI, a
3aTeM NepelatoTCsl COTPYIHUKAM aJMUHUCTPALUH, YKA3aHHBIM B PE30JIIOLUH.

8.3.5. Cneumanmuct TO JEJNONPOU3BOJCTBY OTJENAa IO OPraHU3alMOHHBIM H  OOIIMM
BONpoOcaM o0ecreynBaeT HUCIOJHUTENEH HEOOXOJUMBIM KOJHMUYECTBOM KOMHMHA JIOKYMEHTOB C
PpE30IIOLHENM.

8.4. Ilepeanpecarusi JOKyMEHTOB

8.4.1.1luckmMeHHbIe OOpamieHust TpaxaaH ¥ IOPUIUYECKUX JIUI, TIOCTYIHBIIHE B
aIMUHMCTPALNIO, COJEPKAlIMe BOIPOCH], PEUIEHHE KOTOPBIX HE BXOAUT B KOMIIETEHIIUIO
aJIMUHUCTpAIMK, HalpaBlIIOTCA B TeyeHHE 7 KaJECHIApHBIX IHEH CO JHA pEerucTpanuu
oOpallleHuss B COOTBETCTBYIOLIUI OpraH WM JODKHOCTHOMY JIMIYy, B KOMIETEHIIMIO KOTOPBIX
BXOJIMT PELICHUE MOCTAaBICHHBIX B 0OpalieHu BonpocoB. [Ipu 3ToM 3asBUTENh YBEIOMIISETCS O
HaIpaBJIEHUU €ro oOpallleHus1 Ha MCIOJHEHHE B COOTBETCTBYIOIIUN OpPraH WJIH JOJKHOCTHOMY
JMILLY, ecii (haMUITUS 3asBUTENS M €r0 MOYTOBBIN aJipec MOIaI0TCs POUYTEHUIO.

8.4.2.B cimydae, Korma pemieHHE MOCTaBJICHHBIX B OOpAIIEHWH BOIMPOCOB OTHOCHTCS K
KOMIIETEHIIMM HECKOJIBKMX I'OCYJapCTBEHHBIX OpPraHOB, OPraHOB MECTHOI'O CaMOYIPABIIEHUS WIN
JOJIKHOCTHBIX JIMI, KOMUSI OOpallleH!s] B TeueHue 7 JAHEW CO AHS PerucTpalliy HampaBiseTcsl B
COOTBETCTBYIOIIUE TOCYIapCTBEHHBIE OpraHbl, OpPraHbl MECTHOIO CaMOYIPABJIEHUS WIIU
COOTBETCTBYIOIIUM JOKHOCTHBIM JIUIIAM.

B ciydyae HeoOXomuMocTH — TjaBa aJMHMHUCTPAIMM MOXKET 3allPOCHTh B YKa3aHHBIX
OpraHax WJIM Y JIOJDKHOCTHBIX JIMI[ JOKYMEHTbl W MaTepHalbl O pe3ylbTaTax pPacCMOTPEHHUS
MUCbMEHHOTO O0paIeHHUSI.

8.5.0TnpaBka JOKYMEHTOB U OTBETOB

8.5.1.0TnpaBka KOPPECHOHACHIUN IIEHTPAIM30BAHHO OCYIIECTBISIETCA OTIEIOM II0
OpraHU3allMOHHBIM U OOIIKMM BONPOCaM, B TOM YHCJIE U C UCIIOJIb30BAHUEM aBTOMATU3UPOBAHHBIX
cucrem EC D]J10 IIpaButensctBa MOCKBBI.

8.5.2. OrnmpaBka OTBETOB Ha OOpalleHUs TPaKIaH U HOPUAAYECKHX JUI, a TaK e
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UCXOJALIEH KOPPECHOHJCHIIMN B OPraHMU3allMM OCYIIECTBISIETCS 4epe3 IMOYTOBOE OTICIICHHE
CBSI3U.
8.5.3.1lpu oTnpaBke KOPPECIOHAEHIMH CIELUATUCTOM OTAEea M0 OpraHU3alMOHHBIM U
OOIIMM BOTIPOCAM MPOBEPSIETCS HATNYHE:
azapeca;
UCXOJIALIETO HOMEPA;
- (aMMIMM UCIIOJIHUTEINA C YKa3aHUEM HoMepa ero TeseoHa;
—  YKa3aHHBIX B TEKCTE MMPHIOKECHHIA;
— TOAMHKCHU HA JOKYMEHTE;
8.5.4.1lpn oTmpaBke KOPPECHOHACHUIUHM 3aKa3HBIM, TPOCTHIM CIOCO0AaMH B KypHaje
OTIIPABKH KOPPECMOHAECHIIMH o(opMisieTcs 3aich 00 OTIPaBKE C yKa3aHUEM PeruCTPallMOHHBIX
HOMEPOB JIOKYMEHTOB.
8.5.5.Crenmasiuct oThesa 1o OpPraHM3aLMOHHBIM M OOLIMM BOIIpOCAaM UMEET IIPaBO B
cilydae HENpPaBUIHHO O0(OPMIIEHHOTO JOKYMEHTA BEPHYTh JTOKYMEHT MCIOJHHUTENIO C YKa3aHUEM
OLIMOKH.
8.5.6.JlomyckaeTcs Bpljaya JOKYMEHTOB Ha PYKH aBTOPY WIIM aJipecary.
8.6.Ilopsiiok paboThI € OTAEIBHBIMU OOpALICHUSIMU TPaKJaH
Pabora ¢ oOpamieHussMu TpakaaH B aIMUHUCTPAIMH OCYIIECTBISIETCS B COOTBETCTBUH C
®enepanbHbiM 3akoHOM OT 02.05.06 N 59-@3 "O mnopsiake paccMOTpeHus OOpalleHuid rpakiaaH
Poccuiickoit  ®enepauun", Permamentom IlpaBurensctBa MOCKBBI, AJIMUHUCTPATHBHBIM
pErIaMeHTOM 110 PACCMOTPEHUI0 O0pallleHuil rpaX/iaH B aIMUHKUCTpaLuu noceneHust Kuesckui.
8.6.1.0cobeHHOCTH pPabOTHl ¢ OOpaIICHUSIMH TPaKIaH, MOCTYNMUBIIMMH B WHTepHET-
NpUEMHYIO o(pULIHaNbHOrO caiiTa AAMUHUCTPALMU [TOCETIeHHUs (J1anee- 3IeKTPOHHOE 00paleHue)
Pabora ¢ oOpameHusiMu TpaXkaaH, MOCTYNMUBIINMH B VIHTEpHET-IPHEMHYIO O(QHIIMATBHOTO caiTa
AnmuHuctpanuu noceneHuss KueBckuil (manee- 3JIeKTpoHHOE OOpallleHHe) OCYILIECTBISETCS B
COOTBETCTBUHM C AJIMUHUCTPATHBHBIM PETIAMEHTOM IO PAaCCMOTPEHHUIO OOpalleHui Tpa<iaaH B
a/IMUHUCTpPAIHH.
8.6.2.0cobeHHOCTH PabOTHI C OOpaNIeHUSIMU Y TIOJTHOMOYEHHOTO TI0 TIpaBaM 4YeOBEeKa B
ropoae Mockse
Pabora ¢ oOpamieHussiMu YIOJIHOMOYEHHOTO TO MpaBaM ueloBeka B ropoae Mockse
(tasiee — YTIOJHOMOYEHHBINH) OCYILECTBIISETCS B COOTBETCTBUU ¢ 3aKOHOM ropojaa MOCKBBI OT
15.04.2009 r. Ne 6 «OO6 VYmnonHOMOYEHHOM IO IpaBaM 4YeloBeKa B ropoie Mockse» H
AJIMUHHCTPAaTUBHBIM PETJIaMEHTOM IO PACCMOTPEHHUIO 00pallleHni TpakaH B aIMUHUCTPALIIH.
JIOJDKHOCTHBIE JIMIIA AJMHUHUCTPAIMM OOS3aHBI B JIBYXHEAETHHBIH CpPOK OECIIaTHO
IpPEJOCTAaBIIATh CBEIEHUS, MaTepuanbl M JOKYMEHThl IO 3ampocaM YTOJIHOMOYEHHOTO,
HEOOXOIMMBIE JIJISl OCYIIECTBIICHHUS €0 MOJIHOMOYHH.
3aKII0YeHNs, PEKOMEH ALK U ApYyrre oOpalieHust Y TOJTHOMOUYEHHOTO B aIMUHUCTPALHIO
JOJDKHBI  OBITH paccMOTpeHBl B JIBYXHEAETBHBIH CpPOK C yBEIOMIIEHHEM 00 3TOM
YHoIHOMOYEHHOTO B MUCbMEHHOH (hopMme. B ciyuae ecnu pekoMeHAauu Y OJTHOMOYEHHOTO HE
BBITTOJIHEHBI, B OTBETE JIOJDKHO COJIEPKATHCS 000CHOBAHUE MIPUYNH HX HEBHITIOJTHEHUSI.
YNOJIHOMOYEHHBI HMMEeT TMpaBO MNPUHUMATh HEMOCPEICTBEHHOE YydacTHE B
pPaccMOTPEHHH M OOCYKICHHH TOCTaBJICHHBIX MM BOMPOcoB. O BpeMEHH M MECTE MPOBEICHUS
3acefaHuss YIOJTHOMOUYEHHBIN JOKEH ObITh U3BEIIEH HE MO3/Hee, YeM 3a TPU KaJICHIAPHBIX THS
JI0 TaThl PACCMOTPEHHUS BOTIPOCA.
8.6.3.0co0eHHOCTH paboTHI C OOpAIEHUMH TPakJaH B CPEACTBAa MACCOBOM MH(OpMaIiu
(CMN)
Pabora c¢ oOpamenusmu rpaxaan B CMMU ocymiecTBisercss B COOTBETCTBUH C
AJIMHHUCTPATHUBHBIM PETIIAMEHTOM TI0 PACCMOTPEHHUI0 00paIeHNH TPaKIaH B aIMHUHUCTPAITHIH.
8.6.4.0co0eHHOCTH paccMOTpeHHs] OOpallleHuil TpakJaH, MOCTYNHMBIIUX B XOJ€ BCTpeY
IJIaBbl QIMUHUCTPALMH [TOCEIEHUS C HacelIEHUEM



PaboTa ¢ oOpamieHusMu rpaxaaH, NOCTYIIMBUIMMU B XOZ€ BCTpPeY IJIaBbl aIMUHUCTPALIUU
MIOCEJICHUS C HAaCeJIEHUEM OCYIIECTBIISIETCS B COOTBETCTBUH C AJIMHUHUCTPATHBHBIM PETJIAMEHTOM
10 PACCMOTPEHUIO OOPAIICHNH TPaXKAaH B aIMUHUCTPALIHH.

8.6.5.0cob6eHHOCTH pabOThl C MOBTOPHBIMHU OOpAIICHUSIMU T'PaXKIaH U OpraHU3alui

[TOBTOpHBIMU CYHMTAIOTCS JOKYMEHTBI, TOCTYNUBIINE B AJAMUHUCTPAIMIO MO OJHOMY H
TOMY K€ BOIIPOCY U3 OJTHOM OpraHM3alui UK OT OAHOTO M TOT'O e YaCTHOTrO JIHMLA (TPYIIIbI JIULY)
B T€UCHHUE r0J[a, CYUTAs OT JaThl NEPBUYHON PETUCTPAIMH JOKYMEHTa B aIMHUHHUCTPALIUH, U €CIIN
CO BpPEMEHHU IOJAauyd IMEpPBOro OOpalleHUs HCTEK, YCTAHOBJIEHHBIH 3aKOHOIATENbCTBOM CPOK
paccMOTpeHHs, a TaKXkKe, eClIM MepBOHAYAIBHOE PELICHNE BOIPOCa, CojiepKalieecs B 00palleHuy,
HE Y/I0BJIETBOPUIIO 3asIBUTEIS I OPraHU3aLHUIo.

B ciydae, eciu B MUCBbMEHHOM OOpaIlleHUH TPaXKIaHuHA COAEPIKUTCS BOIIPOC, Ha KOTOPBIH
€My HEOJHOKpaTHO [aBaJlUChb NMCbMEHHBIE OTBETHI II0 CYIIECTBY B CBSI3U C paHee
HanpaBIieMbIMUA OOpALICHUSIMU, U TIPU 3TOM B OOpAIIeHUH HE NMPUBOJAATCS HOBBIE TOBOABI WU
oOcTosATeNIbCTBA, [71aBa agMHMHUCTpalUK, JUOO €ro 3aMecTUTENb, BIpPaBE MPUHATh PELIEHHE O
0€30CHOBATEIILHOCTH OYEPEJHOTO OOpaIleHUs] M MPEKPAIICHUH TEPENHUCKA C TPKIAHUHOM 10
JAHHOMY BOIIPOCY IIPH YCJIOBUH, YTO yKa3aHHOE OOpalleHHe U paHee HalpaBiisieMble 0OpaleHHs
HANpaBJBUIUICh B OJIMH U TOT K€ TOCYJapCTBEHHBIN OpraH, OpraH MECTHOT'O CaMOYIPABJICHUS HITH
OJTHOMY M TOMY >K€ JOJDKHOCTHOMY Jjuiy. O JaHHOM pEIIEHUH YBEIOMIISIETCS TIpaXkJaHUH,
HaIpaBUBIIKK oOpalleHue.

B cnydae, ecnu oTBET IO CyIIECTBY IOCTABICHHOTO B OOpallleHMM BOIPOCAa HE MOXKET OBbITh
naH 0e3 pasrialieHus CBEACHUH, COCTABISIOMIMX TOCYAApPCTBEHHYIO WM HHYIO OXpaHIEMYIO
denepanbHBIM 3aKOHOM TaliHy, TpaX/JaHUHY, HaIllpaBUBLIEMY oOOpalleHue, cooduaercs o
HEBO3MOXXHOCTH JaTh OTBET II0 CYIIECTBY IIOCTaBJIEHHOTO B HEM BOMpOCa B CBS3H C
HEJIOIMYCTUMOCTBIO Pa3riallleHHus yKa3aHHbIX CBEACHUH.

B cnydae, ecnmu mpuYMHBL, O KOTOPBIM OTBET MO CYHIECTBY IOCTABJICHHBIX B OOpalieHHH
BOIPOCOB HE MOT OBbITh JlaH, B IOCJEAYIOIEM ObUIM YCTpaHEHbl, IPAXKAAHUH BIpPaBE BHOBb
HaNpaBUTh OOpaIlleHHe B COOTBETCTBYIOIIMN TOCYNapCTBEHHBIH OpraH, OpraH MECTHOTO
CaMOYTIpaBJIEHUs UM COOTBETCTBYIOILEMY JOPKHOCTHOMY JIHILY.

CaiyxeOHble TOKYMEHTBI, 00paleHns TPaKIaH OT OAHON U TOH e OpraHu3aIliH, OJHOTO
U TOTO K€ JIMIA MO OJHOMY M TOMY >K€ BOIIPOCY, HalpaBJCHHbIE pa3IMYHBIM ajpecaram, He
CUHTAIOTCS TOBTOPHBIMH, a SIBIISTIOTCS TOBTOPHBIMH YK3EMIUISIPAMH.

PaccmoTpenue copepkaHus MOBTOPHOTO JOKYMEHTA OCYLIECTBISETCS C YUETOM HMPUHATHIX
Mep 10 paHee MOCTYIMUBIINM OOpAIEHHUSIM TOTO YK€ KOPPECTIOHICHTA U 110 CYIIECTBY JaHHBIX eMY
OTBETOB U Pa3bsICHECHUH.

[Tpu HampaBiIeHUH MOBTOPHBIX OOpAlIeHWH TpakJaH M IOPUIMYECKUX JIHUII, COAEPKaIINX
CCBUIKM Ha paHee IMOCTYNHBIIME JOKYMEHTBbl WJINM TOpPYYEHHUs, Ha pPACCMOTPEHHE TJIaBe
aJIMAHUCTPAIINH, CIIEIMAIMCTOM OT/eTa 10 OPraHW3allMOHHBIM U OOIIIUM BOIIpOCaM MOJ0UpaeTcs
U TPHUKJIAABIBACTCSA IEpeNnucKa, COjAepikallas HCTOPUI0 PAaCCMOTPEHHs ITaHHOTO BONpoOca B
aJIMUHUCTpAIIMHU (apXMBHAS TOKYMEHTAIIUS, XPAHSIIAsCS B JAHHOM OT/IEe).

8.6.6.0cobenHOCTH pabOTHI ¢ (haKCUMIIIBHBIMU OOpaIeHUsIMHU

JloKyMeHTBI, nepeiaHHble (MOIY4YeHHbIE) C MCMOJIb30BaHUEM (DaKCUMMIBHOU CBsi3U 0e3
UCTOJIb30BaHUSI B YCTAHOBJIEHHOM IOPSJAKE TEXHOJOTHUHM 3JEKTPOHHOM MOJINUCH, HE HMEIOT
IOPHINIECKOM CHITBI, TOITOMY YKa3aHHBIE CITOCOOBI HE MOTYT OBITh UCIIOJIB30BAHBI JUTS TIEpeIavn
JIOKYMEHTOB, TPEOYIOINX yI0CTOBEPEHHS MTOJUTMHHOCTHU JIOKyMEHTA.

JlonmyckaeTcst mpuMeHeHne (pakCUMUITBHOM CBSI3H ISl IpUeMa B OTIIPaBKU JIOKyMEHTOB, He
TpeOYIOLINX [IEHTPATU30BAHHOM PETUCTPAIIHH.

JlonmyckaeTcsi TPUMEHEHUE COTPYIHUKAMH aIMUHHCTPAIUU (aKCUMHIBHOW CBSI3U H
AIIEKTPOHHON MOYTHI Ul NMPHEMa U OTIPABKU JOKYMEHTOB, HE TPEOYIOIIMX IEHTPaTU30BaHHOM
perucrpanuu, 100 C MOCIEAYIONIeH HX PETUCTPAIEl B OTAEIE TI0 OPraHU3aIMOHHBIM M O0IINM
BOIIPOCAM B COOTBETCTBUHM C YTBEPKICHHON HOMEHKIIATYPOH JAEIL.

9.0TBETCTBEHHOCTh 32 CBOEBPEMEHHOE MHCIIOJHEHHME CIY)KEOHBIX JIOKyMEHTOB U
oOpalieHnii TpakaaH U IOPUAMYECKUX JIMI] BO3JIAraeTcs Ha HCIIOTHUTEIIS.
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KoHTpoibHO-aHAIUTHYECKYIO NIeATENbHOCTh B aAMHHHUCTPAIMM OCYLIECTBIISIET OTAET IO
OpraHU3aIMOHHBIM U OOILIMM BOIIPOCAM.

10. Opranu3zarus npruemMa rpaxaan

[Ipuem rpaxnaH TIJaBOM aJMUHUCTpALMUd WU 3aMECTUTENSIMU TJaBbl aJAMHHHMCTPALUU
OCYIIIECTBIISIETCS. B COOTBETCTBUU C AJIMUHHUCTPATUBHBIM PETJIAMEHTOM IO PACCMOTPEHHIO
oOpallieHu# Tpak/iaH B aIMUHUCTPALIHUH.

11. Cpoxu paccmorpenus ooOpamenuii wieHoB Coera ®enepauuu, AenyTaToB
I'ocynapctBennoit ymbl Poccuiickoii denepanu, MockoBckoil ropojackoi [ymel 1 genyTaToB
MYHUIIUTIATBHOTO 00pa30BaHUS

11.1.06pamenne unena Cosera Denepamnuu, npemyrata [ocymapcTBeHHOW Jlymbl
®enepansaoro Cobpanus Poccuiickoii Denepaiuu Mo BOmpocam, CBI3aHHBIM C €T0 JCMyTaTCKOM
NEeSITENIbHOCTBIO, pACCMATPUBAIOTCS 0€30TJIaraTeNbHO.

B cnyyae HEOOXOOMMOCTH TPOBEACHHS B CBSI3U C OOpamieHHEeM TOMOJHUTEIHHON
MPOBEPKHU WU JIOTIOJHUTEIBLHOTO U3YyUeHHUs Kakux-1ubo BompocoB uieH Cosera degepanuu uim
nenyrat ['ocymapcrtBenHoit Jymbr  ®@enepanbHoro CobOpanusi  Poccuiickoit  deneparuun
uH(popMUpyeTcss 00 3TOM B TE€UCHHE MMATH KaJeHIAPHBIX THEH CO JHS MOJyuyeHUs oOpaieHus.
OxoHuarenbHbIA OTBET Ipenacranisercs wieny Cosera denepanuu, nenyrary l'ocygapcTBeHHOM
Hymbr @enepansHoro Cobpanus Poccuiickoit @enepannu He no3anee 30 KaneHIApHBIX THEH co
JTHS TIOJTyYEHUsT 0OpaIeHusl.

11.2.06pamienuss MockoBckoil ropojackoi JlyMbl, AemyTaTCKOMl KomHccuu, paboueit
rpynnbl Wik Gpakiuy, KOHKPETHOTO JEMyTaTa pacCMaTPUBAIOTCS B MECSYHBIA CPOK C MOMEHTa
MOCTYIICHUsI OOpallleHUs] B aAMUHHUCTPAIINIO, a B CIIy4yae YKa3aHUs B OOpallleHHH HA HapyIICHHE
3aKOHOJATENbCTBA HE3aMEIJIUTENbHO IPUHUMAIOT MEPHI ISl YCTPAHEHUS HApYIIEHMUS.

11.3.06pamienue aemyraTa MyHUIIMIAILHOTO OOpa30BaHUS PAacCMATPUBAETCS B TEUCHUE
15 xameHmapHBIX JHEH C MOMEHTa MOCTYIUICHHUS OOpalleHus B aJIMUHHCTPALMIO, €CIH OHO He
TpeOyeT TOTMOIHUTEIBHOTO U3YUEHHs U IPOBEPKH.

B cnyuae He06X0AMMOCTH MPOBEACHUS B CBSI3U C 0OpallleHHeM JienyTaTa JOIOJTHUTEIbHOM
IPOBEPKU WJIHM JIOTOJHUTENBHOTO U3Y4YEHHUs! KaKUX-THOO BOMPOCOB JenyTaT MHPOpMUpPYETCS 00
9TOM B Te4eHHe 15 KaneHJapHbIX JHEH co AHS monydeHus oOpamieHus. OKOHYATENbHbIN OTBET
MpEACTABISIETCS AenyTary He no3aHee 30 KalleHJapHBIX JHEW cO AHS MONTY4YEHUs MUChbMEHHOTO
oOpareHusl.

11.4.JTenyTaTr MMeeT MpaBO MPUHUMATh HEMOCPEJICTBEHHOE Y4YacTHE B PACCMOTPEHHH
MOCTaBJIEHHBIX UM B OOpaIleHHH BOIIPOCOB.

12. Odopmnenue ciyxeOHbIX JOKYMEHTOB

12.1.06mue TpeboBanust K 0(OPMIICHHIO TOKYMEHTOB. BilaHK1 JTOKYMEHTOB

12.1.1. HopmaTuBHbBIE NPABOBHIE, OPraHU3ALUOHHO - PACHOPAIUTEIbHbIE JOKYMEHTHI B
aJMUHHMCTpAIMKU 0QOPMIISIOTCS Ha OJIaHKaxX yTBEP KIEHHOTO 00pasiia.

[TpaBuna odopmileHHsT TPOEKTOB TOCTAHOBICHUH W PACHOPSHKCHHN aJIMHHHUCTPAIUH
U3JI0KEHHI B I1. 6. HacTosmiero Permamenra.

12.1.2.B apMuHHCTpallii TPUMEHSIOTCS CIEAYIOIIMe BHABI OJAHKOB HOPMATHBHBIX
MIPABOBBIX U OPraHU3ALMOHHO-PACTIOPSAIUTENbHBIX JOKYMEHTOB:

- C HauMeHOBaHUEM «AamuHucTpanusi nocenenuss Kueckuii B ropome Mockse.
ITocTanoBneHuey;

- C HauMeHOBaHUEM «AamuHucTpanusi nocenenuss Kueckuii B ropome Mockse.
Pacniopsokenue;

12.1.3.B anMuHUCTpauy NPUMEHSIOTCS CIEAYIOUINE BU/bI OJAHKOB MTUCEM:

-c HaumeHoBaHueM «I naBa mocenenust Kueckuii B ropoge MockBe» (mucbemo, dhopmar
A-4, mpudT YepHBIiA, C TPOJOTBHBIM PACIIOIIOKEHUEM PEKBU3UTOB);

- C HAUMEHOBaHUEM «ATMUHHCTpanus nmocenaeHuss Kuesckuii B ropoge Mockse» (MuchbMo,
dopmar A-4, mpudT YEpHBIH, C MPOJOTBHBIM PACIIOIOKEHHEM PEKBU3UTOB).

bnanku mig mucem ¢ ykazaHueM JOJKHOCTH «lJ1aBa agMUHUCTpALUU» MPUMEHSIOTCS
TOJIBKO JJIs1 HAallpaBJIE€HUsI JJOKYMEHTOB 32 MOJNKCHIO TJIABBI.



brnanku gang nuceM ¢ HaMMEHOBAHUEM «AJIMUHHUCTpALUsS» TNPUMEHSIOTCA s
HANpaBJIeHUs JOKYMEHTOB 3a TMOANUCBHIO JIMLA, HCIOJHSIOMIET0 OO0S3aHHOCTH  TJIaBbI
aJMUHHUCTPAINH, U 3aMECTUTEIIEH TJIaBbl aIMUHUCTPAIIH.

XpaHeHue M y4yeT OJIaHKOB TIOCTAHOBJICHHUH M PACHOPSIKCHUH aTIMHUHHCTPALUU
OCYIIECTBIISICTCS OTJEJIOM IO OPTaHU3AIMOHHBIM U OOIIUM BOIPOCAM.

XpaHeHue OJAHKOB MUCEM OCYLIECTBISETCS B OTAEJE M0 OPraHU3alMOHHBIM U OOIIUM
BOIIPOCAM.

[Ipu odopmieHun IOKyMEHTa Ha JOJDKHOCTHOM OJIaHKE JOJKHOCTh 3TOTO JIMIA B
MOJIKCHU HE YKa3bIBaIOT.

12.1.4. JlonyckaeTcsi ~ UCHOJB30BaHWME  OJIAHKOB ~ HOPMATHUBHBIX  IPaBOBBIX,
OpPraHU3aIMOHHO-PACTIOPSAUTENBHBIX JOKYMEHTOB aJMUHUCTpPALlMU, M3TOTOBIECHHBIX TOJIBKO
TUNOrpad)CKUM CrIocoO0M Ha Oymare COOTBETCTBYIOLIETO (hopMmaTa.

12.1.5. Opranu3anus u3roToBjieHus 0JaHKOB HOPMATUBHBIX IIPABOBBIX, OPraHU3aI[MOHHO-
paclopsSAUTENbHBIX ~ JOKYMEHTOB  AAMHHHCTPAlMd  OCYIIECTBISAETCS  OTAEIOM IO
OpPraHU3aIMOHHBIM U OOIIIUM BOIIPOCAM.

[lepeyeHp M  KOHTPOJIBHBIE OK3EMIUIAPbl OJAHKOB IMOCTAHOBJIIEHUH U  pPaCHOPSKEHUN
QMUHHUCTPAIIH XPAHATCSA Y PYKOBOJIUTEIIS OT/Ieja [0 OPTaHU3allMOHHBIM U OOIIIM BOIIPOCAM.

12.2. PekBH3HTHI CTY)KEOHBIX TOKYMEHTOB

12.2.1. OO0s3aTenbHBIMU  PEKBU3UTAMH, OO0ECICUUBAIOUIMMH  OPUIUYECKYIO  CHITY
JIOKYMEHTOB, SIBJISIIOTCA: HAMMEHOBAHME OpraHM3alMU (JOJDKHOCTHOIO JHIla) — aBTopa
JOKYMEHTa, Ha3BaHHE BHJIA JIOKYMEHTa (KpOMe MHCEM), 3aroJIOBOK K TEKCTY, JaTa U HHAEKC
JOKYMEHTA, TEKCT, MIOAIUCH, I1€YaTh.

12.2.2. B mpouecce MOATOTOBKM U OGOpPMIICHHS IJOKYMEHTOB COCTaB 0053aTeIbHBIX
PEKBU3UTOB MOXXET OBITH JOMOJHEH IPYTUMH PEKBU3UTAMH, €CIIM TOro TpeOyeT Ha3HauYeHUe
JIOKYMEHTa, ero 00paboTka.

12.2.3. 3aroioBoK K TEKCTY YyKa3bIBaeTCs K KaXAOMY IOKyMeHTy ¢dopmata A-4.
3aroJ0BOK JI0JKEH OBITh KPaTKUM, TOUHO OTPaXKaTh CO/IEPIKaHUE TOKYMEHTa U (OPMYJINPOBATHCS
B BHJIE OTBETA HA BOMIPOC «O YeM?».

12.2.4. JlaToif JOKyMEHTa B 3aBUCUMOCTH OT €TI0 BUa U Ha3HAYCHUS SBIISCTCA:

- JlaTa TOJNHMCAaHUS M PETHCTPAlUyU - JUII HOPMAaTHBHBIX MPABOBBIX, OPTaHU3AIMOHHO -

pacropsaUTENbHBIX U CITYKEOHBIX JOKYMEHTOB;

- JlaTta cocTaBJeHUs (IPUHSITHUS PEIICHUs) - JJISI MPOTOKOJIOB 3aCE/IaHUi U COBEIIaHUH.

12.2.5. aaeKkc JOKYMEHTa — 3TO NOPSAAKOBBIM HOMEp IS IIOCTAHOBJICHNH, PACIIOPSDKEHUI,
IPOTOKOJIOB; YISl MUCEM — ATO BXOSAIINMN UM UCXOJAIIMI HOMEp C YKa3aHHEM MHJIEKca Jiesa 1o
HOMeHKJatype nein. [IpocTtaBnsiercs B crielManbHO OOO3HAUYEHHOM MecTe OJaHKa JOKYMEHTa - Ha
YPOBHE U 1OCTI€ PEKBH3UTA "1aTa IOKyMeHTa'".

Ccplika Ha perMcTpalMOHHBIM HOMEp M JaTy MOCTYNUBLIETO JOKYMEHTa B 00s13aTeIbHOM
MOpsAJIKE yKa3bIBaeTcs Ha MUCbMaX-0TBETAaXx.

12.2.6. Anpecat yka3bIBaeTcsi Ha OTIPABIAEMBIX JOKyMeHTaX. JJOKyMEHTHI aipecyroTcs B
OpraHu3aIiy, UX CTPYKTYPHBIEC TIOPA3ICICHUs, U KOHKPETHOMY TOJDKHOCTHOMY JIHILY.

JIOKyMEeHT He JOJDKEeH cojepxkarb Oosee deTblpex ajpecaroB. CIIOBO «KOMUs» MEpen
BTOPBIM, TPETHHM, YETBEPTHIM aJpecaToM He cTaBUTCA. [Ipu HampaBieHUHN TOKyMeHTa Oojee, 4eM
B YETHIPE ajjpeca, COCTABISAETCS CIIUCOK PACCHUIKU U HA KaXJI0M JOKYMEHTE yKa3bIBA€TCs TOJIBKO
OJIMH ajipecar.

B cocraB pekBu3uTa «aapecar» JOJDKEH BXOAUTH MOYTOBBIA ajpec, MPH 3TOM JOJDKEH
coOiroaaThes CaeyIONIN MOPsII0K HaMCaHUsl aapeca ajpecaTa:

- HaMMEHOBaHWE ajpecara (HaMMEHOBAHWE OPraHM3ALMU WIA IPH aJpPECOBAHUU
JOKyMeHTa (GU3UYECKOMY JIMILY — (haMUIIusl, UMsI, OTUECTBO);

- Ha3BaHME YJIMIIbI, HOMEp JIOMa, HOMEp KBAPTHUPHI;

- Ha3BaHHME 00JaCTH, Kpas, aBTOHOMHOTO Okpyra (o0jacTtu), pecmyOnuKku; cTpana (s
MEKyHAPOJIHBIX TTOYTOBBIX OTIIPABIICHUI);

— TIOYTOBBIN MHIECKC.



[Ipu anpecoBaHny JOKYMEHTa YaCTHOMY JIMIlY TIEPBOM CTPOKOM yKa3bIBaeTcs haMuiIvs U
MHULIMAJIBI YaCTHOTO JIMIa — aBTOpa JOKYMEHTAa, BTOPOM CTPOKOW — yiHIla, HOMEp JoMa, HOMEp
KOpIyca, HOMEp KBAPTUPBL, TOPOJI, UHIEKC.

[Ipu agpecoBaHWM JOKyMEHTa (PU3WYSCKOMY JIMIy HWHUIMAIBI YKa3bIBAIOT TIOCHE
damunuu. Hanmpumep:

O6pasznosy O.I1.

yn. CagoBas, 1. 5, kB. 12,
r. JInnku, Kupeesckuii p-H,
Tynbsckas 00:1., 301264

IIpu agpecoBaHuMM [JOKYMEHTa JOJDKHOCTHOMY JIMILy WHMIMAIBl YKa3bIBalOT IEpeEs
damunueir. HanMmeHoBaHue OpraHu3allMd M €€ CTPYKTYPHOTO MOJpPA3/CICHUs] YKa3bIBalOT B
UMEHUTENBbHOM nazexe. Hampumep (31ech U jajee npuMepbl HAMMEHOBAaHUS OpraHM3allui, UX
CIIPABOYHBIE JAHHBIE U Jp. SABJISAIOTCS YCIOBHBIMU):

Musnroct Poccun
JlenaprameHT HHGOPMATH3AIUN
Y HAYYHO-TEXHUYECKOTO 00CCIICUCHUS

JIOJDKHOCTh  JIMIA, KOTOPOMY aJpecoBaH JOKYMEHT, YKa3blBalOT B JIaTEJIbHOM MaJexe,
Harpumep:
I'enepanbHOMY THpEKTOPY
OAOQ "CesepHble peruoHb1"
B.A. Jlarynuny

WA
AQO "DneKTpoLeHTPOMOHTaX"
['maBHOMY OyxTantepy
B.M. KoueroBy

Ecam noxkyMeHT OTHpaBisiOT B HECKOJIBKO OAHOPOJHBIX OpraHu3aliii UM B HECKOJIBKO
CTPYKTYPHBIX TOJPA3ACICHUN OJHOM OpraHu3allid, TO HX CJEAYyeT YyKa3blBaTh OOOOIIEHHO,
Harpumep:

AJIMUHUCTpALIMKU PATOHOB
MocKOBCKO# 0011acTH

JlomyckaeTcsi HEHTPUPOBATh KaXKIYIO0 CTPOKY peKBU3UTa "ApecaT"” 10 OTHOMIEHUIO K cCaMOu
JIJIMHHOU cTpoke. Hampumep:
['maBHOMY penakTopy
WM3narennckoro qoma
"Memunamgom"
H.B. Cemuno#

[Ipu agpecoBaHuM MUcChbMa B OPraHU3AIMIO YKa3bIBAIOT €€ HAUMEHOBAHHE, 3aTEM MOYTOBBIH
ajipec, Harpumep:
I'ocynapcTBeHHOE yUpeKIeHHE
Bceepocculickuii Hay4HO-UCCIIEI0BATEIbCKUI
WHCTUTYT JIOKYMEHTOBEJICHHUS U apXHBHOTO JIeNa
[Tpodcorosnas yi., 1. 82, Mocksa, 117393

Anpec He TIPOCTaBIIETCS Ha JIOKYMEHTAaX, HANpaBIsIEMbIX B BbBICIIME OpraHbl
rOCYJapCTBEHHON BJIACTH, OpraHbl TOPOJCKOW aAMUHUCTPALMH, TEPPUTOPHAIBHBIE OpraHbl



UCIIOJIHUTENILHON BJIACTH rOpoJa.

12.2.7. TekcT JOKyMEHTa CTPOUTCS B 3aBUCUMOCTH OT BUa (Pa3HOBUIHOCTH) JOKYMEHTA.

TekcT nOKyMeHTa JOJDKEH, Kak MpaBHIIO, COCTOATh U3 JBYX OCHOBHBIX yacTeil. B nepBoii
YaCTH M3J1araeTcsi MPUYMHA COCTABICHMS JOKYMEHTA, NAIOTCS CCBUIKM Ha OCHOBOIIOJIATAOLIME
JOKYMEHTBI U COJEPKUTCS MHPOpPMALUsS [0 CYHIECTBY PacCMaTpUBAEMOI0 BOIIPOCA, BO BTOPOH
YaCTH -BbIBOIbI, IPEJITIOKECHHUS, PEIICHUS WU IIPOCHOBI.

TexkcT MOKYMEHTOB JOIYyCKaeTcsl MOApa3JeNsaTh Ha pa3fleiibl, MOApa3/enbl, IMYHKThl U
HOJIYHKTBI, KOTOpPbIE JOJKHBI OBITH IPOHYMEPOBAaHBI apaOCKUMHU ITUppPaMu.

TekcT JoKyMeHTa I0JIKEH U3JIaraTbCsl YeTKO, OCIeA0BaTeNbHO, KPATKO.

[Ipu HampaBieHUH JOKYMEHTa B aJpeC KOHKPETHOT'O JIOJKHOCTHOIO JIMLA JOIYCKAaeTCs
HAuYMHaTh TEKCT C NEPCOHAIBHOI0 OOpaIIeHUs K ajipecaTy ¢ UCIOJIb30BaHUEM CIIOB "yBakaeMblid"
M "yBaxkaemas'", Hanpumep:

Yeaowcaemviii Hean Heanosuu!
[Ipu agpecoBaHNM JOKYMEHTOB B MHBIE OpPTraHU3alMU JOMYyCKAaeTCs Takke oOpalleHue C
MCIIOJIb30BAaHUEM CJIOB "TOCTIONIMH", HAIPUMED:

Veaorcaemwiui 20cnooun Hseanos!

wiu F'ocnooun Heanos!

B koHue Tekcra mepen MOANKMCHIO BO3MOXKHO mpocraBiieHue cioB "C yBakeHHeM"
(mUIIyTCs ¢ TPONMUCHOW OYKBBI, BBIPABHHBAIOTCS IO JICBOMY Kparo, 3amsTasi IOCJIe HHUX HE
CTaBUTCH).

OnHOBpEMEHHOE MHCIOJNb30BaHHE CJIOB  "yBaxkaeMmbli" U "¢ yBaxkeHHeM" He
PEKOMEHIYeTCS.

[Ipu odopmiieHnn AOKYMEHTa Ha ABYX M 0Oojiee CTpaHHUIAX BTOpas U IOCJIENYIOIIne
JOJKHBI OBITH MPOHYMEpOBaHbl. Homepa cTpaHUI] TOMKHBI OBITH MPOCTABIEHBI MO CEPEIUHE
BEPXHETO MOoJIs JincTa apabckumu 1udpamu 6e3 cinoBa "crpanuna’ (CTp.) U 3HAKOB MPEMTUHAHUS.

Ecnu noxymMeHT uMmeeT MpUIIOKEHHUs, YIOMHUHAaeMble B TEKCTE, TO OTMETKa O HAIUYUU
MPUIOKEHUsT 0popMIIsieTcs o cieayrouieil popme:

IIpunoxxenue: Ha 1B _ JK3.

OTMeTKa O HAIMYMM OPUIOKEHUS K CIYy)KEOHOMY NHCbMY O(QOPMIISETCS CIETyIOLM
obpazoM:
[Ipunoxxenue: Ha 5 1. B 2 9K3.

Ecin nuceMO HMMEET IPUIIOKEHHE, HE Ha3BAHHOE B TEKCTE, TO YKa3blBalOT €ro
HaVMEHOBAHHE, YHUCIIO JIUCTOB U YUCJIO 3K3EMIUIIPOB, IIPH HAIMYMHU HECKOJIBKUX MPHUIIOKEHUHN UX
HYMEPYIOT, HallpUMep:

[Tpunoxenus: 1. Ilonoxxenue 06 YnpaBlieHUH PErMOHAIBHOIO KpeIuTOBaHMUS HA 5 1. B 1
9K3.

2. IlpaBuma mnoaArotroBku u OQOPMIICHHUS JIOKYMEHTOB YIpaBlIEHUS
PETMOHAJIBHOTO KPEIUTOBAHMS HA 7 JI. B 2 DK3.

Ecnu npunoskeHus cOpoIopoBaHbl, TO YUCIO JTUCTOB HE YKa3bIBAIOT. B aTOM ciyuae
YKa3bIBAETCS TOJIBKO KOJUYECTBO IK3EMIUISIPOB OJTHUM U3 JIBYX CHOCOOOB, B 3aBUCUMOCTH OT
TOTO, UMEETCS CChIIIKA Ha MPUIIOKEHHUE B TEKCTE UM HET:

[Ipunoxenue: B 3 7K3.

N

[Ipunoxenune: TexHuueckoe 3amaHne Ha pa3paboTKy TUMOBON HWHCTPYKIMU  TI0O
JOKYMEHTAIMOHHOMY 00€CIIeUeHHIO YIIPaBICHUs OpraHu3alui B 2 3K3.



Ecnu x nokyMeHTy mpuiaraioT Ipyroi JOKyMEHT, TaKKe MMEIOLIUI MPUIIOKEHNE, OTMETKY
0 HAIMYHMH TPUII0KEHUS OQOPMIISIIOT CIIETYIOLUIIM 00pa3oM:

[Tpunoxenue: [Tucemo Pocapxusa ot 05.06.2004 N 02-6/172 u npuioxeHue K HeMy, BCEro
Ha 3 1.

Ecnn npuiioxenue HampapisioT HE BO BCE yKa3aHHBIE B JJOKYMEHTE apeca, TO OTMETKY O
ero HaJIM4uu 0(hOPMIISIOT CIETYIOIUM 00pa3oMm:
[Ipunosxxenue: Ha 3 J1. B 5 3K3. TOJIBKO B IIEPBBIH ajpec.

Ecam noxymMeHT uMeeT NpUIOKEHHs, HE Ha3BaHHbIE B TEKCTE, TO YKa3bIBalOT €ro
HAaUMEHOBAHUE, YUCIIO JUCTOB U YUCIIO HK3EMILIIPOB; IPU HAJIUYUHN HECKOJIBKHUX MPHIOKEHUN UX
HYMEPYIOT, HallpUMep:

[Tpunoxenue: 1.I1Tonoxenue o6 YnpaBieHUU PerHOHATBHOTO KPEAUTOBaHMS Ha S J1. B 1 9K3.
2IlpaBmma  moaArotoBkM W OQOpMIICHUS  JOKYMEHTOB  YIIPaBJICHHS
PErHOHANIBHOTO KpeuToBaHust Ha 7 1. B 2 ak3.

OTMmeTKa 0 HaTM4YKUU IPUWIOKEHHUS [1e4aTaeTCs OT TPaHULIbl JIEBOTO OISl JOKYMEHTA, Yepe3
OJIHY CTPOKY IOCJIE TEKCTa JIOKYMEHTA.

[Tonnuch sBnseTcs 00sA3aTENbHBIM PEKBU3UTOM JTOKYMEHTa. B cOCTaB MOIIMUCH BXOJAT:
HAaUMEHOBAHME JIOJKHOCTH JIMLA, [TOANKUCABLIET0 JOKYMEHT (IIPU HUCIIOJIb30BAHUHU JIOJIKHOCTHOTO
O/laHKa HaMMEHOBaHHE JIOJDKHOCTH YKa3blBaTh HE 00s3aTelbHO), JIMYHAs MOANUCh U ee
pacmudppoBKa (MHUIUAIBI U (aMUIIHS).

IIpy noamucaHum JIOKYMEHTAa HECKOJBKMMM JOJDKHOCTHBIMHM JIMIIAMU HMX IOJIMCH
pacmojiaraloT OAHY HaJa JpYroll B IIOCIEN0BAaTENbHOCTH,  COOTBETCTBYIOUIEH 3aHMMaeMOMn
JOJIKHOCTH.

[Ipn nmoanmucaHuM JTOKyMEHTAa HECKOJIbKMMHU JIMIIAMHM PABHBIX JIOJDKHOCTEH UX MOJIIUCH
pacrosararoT Ha OJHOM ypOBHE.

Hcnonp3oBanne (hakCUMUIBHOTO BOCIPOU3BENEHUS MOANKUCH C TIOMOINBIO AaHAJIOrOB
COOCTBEHHOPYYHOM TMOAMMUCH JIONyCKaeTcs MpHU MNOANMCAHUM JOKYMEHTOB CIIPaBOYHO-
MH(OPMALIMOHHOTO XapakTepa: MpUITIAlIeHUH, CIpaBoOK, Hu3BelleHuH u np. W3rortosineHue
(aKCUMHMIBHOTO BOCHPOM3BEACHUS IMOAMUCH MPOU3BOIUTCA OTAEIOM [0 OPraHU3ALUOHHBIM H
00LIMM BOIIpOCaM.

HaumeHoBaHMe JODKHOCTM — I€4yaTaeTcs OT TPaHULBI JIEBOTO TOJNS JTOKYMEHTa,
pacmu@poBKa MOJIUCH - Ha YPOBHE MOCJEIHEN CTPOKM HAUMEHOBAHUS JIOJDKHOCTU Oe3 mpoberna
MEXy UHULIMAIaMu U (pamuineit.

12.3. IlpumeHeHne nieyaTen

Ha noxyMmeHTax aIMUHHCTpALUH, TPEOYIOUX YAOCTOBEPEHUS, CTABUTCS M1€YaTh.

[leyatp ynocToBepsieT MOJIMHHOCTH MOAMMCH JOKHOCTHOIO JIMIA Ha JOKYMEHTE JH00
COOTBETCTBUE KOIMH MOAIUHHUKY JOKYMEHTA.

12.3.1.B agMUHHCTpAIIUU HCIIOIB3YIOTCS CIEAYIOMIast Ievarh:

- 'epboBast meuats «AamMuHHUCTpanus noceneHust Kuesckuii B ropoge Mockse»
12.3.2.'epOoBoii TmeuyaThiO 3aBEpSETCS TMOINUCH TJIABBI AJAMUHUCTpAIlMU WU JIWIIA,
UCTIOJTHSAIONIETO 00S3aHHOCTH TJIaBbl aIMUHUCTPALIUN TIOCENICHUS:

- Ha J0roBopax, KOHTpaKTaX, COIJIAIICHHSAX, JOBEPEHHOCTSAX HAa IMpaBO MPEICTABIATH
MHTEPECHl aIMUHUCTPALIMH, YCTaBaX MYHUIMIAIbHBIX YHUTAPHBIX MPEANPUATHH U yUPEXKIECHUH,
HaXOJAIIUXCS B BEACHUM aJMUHUCTPALMM, M KOHTPAKTaX C PYKOBOAUTENSAMHU JaHHBIX
IPEANPUATHN U YUPEKICHUN;

— Ha [OCTaHOBJICHUSX U PACIIOPSKEHUSX aIMUHUCTPALIUN;

- Ha TPYJIOBBIX KHMXKKaX paOOTHHUKOB aIMUHUCTpALIMH, CIpaBKax KaJpoOBOIO XapakTepa,
Ha KOIUSAX JOKYMEHTOB, COCTaBIISIONIUX JIMYHBIC JeTa» paOOTHUKOB aJMUHUCTPAIUH;

— Ha NPEeACTaBICHUAX M XOJATaWCTBAaX O HAarpaXJACHUU HArpaJaMy U 3BaHHUSAMM ropona
MockBbl, rpamMoTax U 0JaroJapCcTBEHHBIX MUCbMAX aIMUHHUCTPALIUY;



— Ha OaHKOBCKHUX CYeTaX, MOKyMeHTaxX (HMHAHCOBOTO XapakTepa, OyXTaJTepcKod u
CTaTUCTHYECKOW OTYETHOCTH, CTPYKTYPaxX M MITATHBIX PACIIMCAHMIX aJIMUHUCTPAIIHH, ;
— HOMCHKJIATYPC ACIT aAMHUHUCTPAIIUNU U T.I.
Fep6013a51 neéyatb XpaHUTCA B OTACIC II0 OPraHU3allMOHHBIM U O6H_[I/IM BOIIpocaM
aJIMUHUCTpAIMU TToceneHus: KueBckuii.

12.4. OTmeTtka 00 UCTIONIHEHUH CITY>KEOHOTO TOKYMEHTa

OTtmerka 00 WCIIONHEHUHM [TOKYMEHTa W HAalpaBJICHUH €ro B JENO JOJDKHA BKIIIOYATh
CIICYIOIME JaHHbIe: KpaTKue CBeACHUs 00 WCHONHEHHH (€CIM OTCYTCTBYEeT JOKYMEHT,
CBUJICTEJILCTBYIONMI 00 HCIIONHEHHHU), CIOBO «B meno», nata cnucaHus «B JIEN0», MOAINUCH
TJIaBBl MJIH JIMLIA, UCTIOJHSIONIETO 00S3aHHOCTH IJIaBbl aIMHHUCTPALINH, BU3Y UCIIOJTHUTEIIS.

12.5. Odopmiienue 10BEpEeHHOCTH

JIoBEepeHHOCTh — IOKYMEHT, YIOCTOBEPSIONINHI Tepejady MOJIHOMOYNH aAMUHUCTPALH Ha
IpEe/CTaBICHNE NHTEPECOB MU COBEPUICHNUE KaKUX-TTHOO0 IEHCTBUN KOHKPETHOMY JOJDKHOCTHOMY
JMILY WK COTPYAHUKY aIMUHHCTPALHH.

Cpok felCTBHSL JOBEPEHHOCTH HE MOXKET IMPEBBINATh Tpex JeT. J(OBepeHHOCTH

otopmisiercs Ha 61aHke mrckMa [ 1aBbl aIMUHUCTPALUK WK AJIMUHUCTPALINH.

O0s13aTeNIbHBIE PEKBU3UTHI JOBEPEHHOCTH:

— 3aronoBok (« JOBEPEHHOCTDby);

- pCFHCTpaHHOHHLIfI HOMCp U JaTa BbIJa4u,

— (damuus, UMsi, OTYECTBO U JOJDKHOCTH YIIOTHOMOYEHHOTO AOIKHOCTHOTO JIUIIA;
— TepevrcleHUe MPeAOCTaBISEMbIX IIOTHOMOYNT;

— CPpOK JAEWCTBUS JOBEPEHHOCTH;

— moanuch ['NaBel agMUHUCTpANMU (B €ro OTCYTCTBHE — H.0. TJIaBbl aJIMHHUCTpAIUN
[OCEJIEHN);

— repboBas neyaTb AJMUHUCTPALIH.

12.6. Odopmiienne HCXOASIINX JOKYMEHTOB

Hcxonsame MOKyMeHTHl (B TOM YHCIE€ M HMHULMATHBHBIE) MOANMUCHIBAIOTCS [11aBoii
AJIMAHUCTPAIMHA WA 3aMECTUTEISIMU TJIaBbl aJIMUHUCTPAIMU TIOCEIIEHUS B COOTBETCTBHH C HMX
KOMIIETEHIIMEH, a TaKXkKe JUIaMH, OQUIIHATIBHO UX 3aMeLaoIMU.

Perucrpanus HCXoaMImMX JOKYMEHTOB OCYIIECTBISIETCS HAa OyMa)XKHOM HOCHTETIE.

Hcxomsime 10KyMEeHTbI O(OPMIIIOTCS B COOTBETCTBUM C TPEOOBAHMSAMM, HM3JIOKEHHBIMH B
paznene 12 Hacrosiiero PernamenTa.

Hcxopsuye JOKyMeHThl 0(OPMIISIOTCS Ha OJlaHKaX yTBEPKACHHOTo oOpasiia.

[IpaBo moanucu Ha OJaHKax TIIaBbl aIMUHUCTPAINU MOceNeHns KueBCKuii MMeeT TOIBKO
['maBa anMUHHCTpalMu, NpPaBO TMOANMUCH Ha ONaHKax AJMHHHUCTPAllMM HMMEIOT:  JIUIIO,
UCTIONHAOMEe OO0S3aHHOCTH TJaBbl AJAMHHUCTPAIIMM TIOCENICHUS W 3aMECTHTENH TJIaBbI
aJIMUHUCTpAIMK ToceNieHus. B mocneaHeM ciiyyae B peKBU3UTE «IIOJITUCH» YKa3bIBA€TCS TOUHOE
Ha3BaHHWE JIOJDKHOCTH, HANPHUMEp, «HCIIONHSIONIMA OOS3aHHOCTH TJIABBI aIMHHUCTPAIIUN» U
Jlanee MHUIUAIbl U paMUIHs JIMLA, TOAMKUCABIIErO JOKYMEHT.

Hcnonp30BaHne B TAKUX CITYYasx MPEAJIOTa «3a» WM KOCOW YepTHI Mepe]] HANMEHOBaHUEM
JOJDKHOCTH 3aIPEIIeHO.

B HWKHEW "acTH cleBa TOCIEIHETo JIHCTa JOKYMEHTA (T/Ie CTOUT PEKBH3HT «IIOMAIHCH))
yKa3bIBAIOTCS (haMHITUS M MHUIMAJIBI UCTIOJIHUTENS U €r0 TeJIe(oH.

Hcxopsampe mOKyMeHTH! (B TOM YHCII€ WHUIIMATHBHBIC) MPUHUMAIOTCS K OTIPaBKE: B
cllyyae HamnpaBJIeHUs JOKYMEHTa B OJUH aJpec — B JBYX DK3EMIUIApax, B ciydyae HarpaBlICHUS
HECKOJIBKUM aJjpecaTaM — B TAKOM KOJIMYECTBE IK3EMILIIPOB, KOTOPOE COOTBETCTBYET KOJIMIECTBY
a/IpecaToB Ha JIOKYMEHTE ILIIOC OJMH.



DK3eMIUIAp UCXOMSIIETO TOKYMEHTA, OCTAIOUIUICS B JIeJIe OTAEINA 10 OPraHU3alMOHHBIM U
O0IIMM BOTIPOCaM, TaKXKe JIOJKEH OBITh 3aBU3MPOBaH | 1aBOM aIMHUHHUCTPALIMHU HITH 3aMECTUTENIEM
[J1aBbl aIMUHUCTPALIUN.

Hcxonsamue TOKyMEHTHI IEpeatoTcs A OTIPABKU CHELMAIUCTY IO JEJIONPOU3BOJICTBY
OTJieNa M0 OPraHU3alMOHHBIM U OOIIMM BOIPOCaM C yKa3aHHEM aJipeca OTIpaBlIeHUs (BKIOYas
WHJICKC) B COOTBETCTBUU ¢ TpeboBanusMu Periamenta [IpaBurenscrBa MOCKBEI.

[Tocne ucnosiHeHHsI AOKYMEHTA UCXOJALUIMM HOMEPOM OTBETA MO IAHHOMY HCIIOJTHEHHOMY
JIOKYMEHTY SBJIIETCS €r0 BXOJAIINI HOMED, JAHHBIN IPU NEPBUYHON PETUCTPALIUU.

NHUIMATUBHBIM JOKYMEHTaM IPHUCBAMBAETCS CAMOCTOSTEIbHBIN HCXOASIIUA HOMEpP B
COOTBETCTBUU C HOMEHKJIATYpOU JIE]L.

13. ®opmupoBanue 1el, UX XpaHeHue, cripaBoyHasi padoTa B OT/AeIaX aJMUHUCTPAIIUN

13.1. ®opmupoBanmue [el, UX XpaHEHHE, CIpaBOYHAs paboTa MO JOKyMEHTaM (Kak
BXOJIALINM, TaK M UCXOSIINM) OCYLIECTBISIETCS B OT/ElaX aJMUHUCTPALUUA B COOTBETCTBHU C
YTBEPKICHHOW HOMEHKJIATypOH JEl.

13.2. Homenknarypa naen agMUHHCTPAIMU COCTaBISIETCS PYKOBOAMTENEM OT/AeNa IO
OpraHU3aIMOHHBIM M OOIIIM BOIIPOCAM.

Homenkinatypa nen aiMUHUCTpAaLMK yTBepxKAaeTcs 1 1aBoil aAMUHUCTpaLUH.

dopmupoBaHue el B OTHENAaX aJIMUHUCTPALlUU OCYLIECTBIISIETCS CHELUAINCTaMU
OTJIEJIOB, YTO OTPAXKAETCS B COOTBETCTBYIOLIUX JIOJPKHOCTHBIX MHCTPYKIUSX.

13.3. Ilpu dopmupoBanuH el HEOOXOJUMO MPHUACPKUBATHCS CICIYIOIIMX OOIIUX
MpaBuIL:

— TpyNmnupoBaTh B Jela pa3fesibHO JIOKYMEHTbHI IOCTOSIHHOIO M BPEMEHHOI'O CpPOKOB
XpaHEHUs;

— TIOMeulaTh B JEJI0 TOJIBKO HCIOJNIHEHHBIC, MPaBUILHO O(GOPMIICHHBIE TOKYMEHTHI B
COOTBETCTBHUU C 3ar0JIOBKAMHU JI€J 10 HOMEHKJIATYPE;

— CHCTEMaTH3MpOBaThb JOKYMEHTbl BHYTpU Je€jla B IIOCIIE€JOBATEIbHOCTU pPELICHUS
BOIPOCOB 10 XPOHOJIOTHHU, NPU 3TOM JIOKYMEHT-OTBET JOJDKEH pacioiararbes mocjae JOKyMEHTa-
3anpoca;

— TpynmupoBaTb B Jela JOKYMEHThl OJIHOTO JI€JONPOU3BOJICTBEHHOIO Troja, 3a
UCKJIIOYEHHEM MEePEXOASIINX JIET;

— TOJUIMBATh B JIea JOKYMEHTHI B €IUHCTBEHHOM JK3EMILIAPE;

— BKJIOYaTh TOJOBbIE IUIAHBI, OTYETHl B MaTE€pUaIbl TOTO T0Aa, K KOTOPOMY OHH
OTHOCSITCSI, HE3aBUCUMO OT BPEMEHH MX COCTaBJICHUS U JaThl HOCTYIICHUS;

— KOJINYECTBO JIMCTOB B JEJI€ HE JOJDKHO MpeBbimarh 250;

— 1pu GOPMUPOBAHUM JIeJIa HEOOXOAUMO COCTaBUTh BHYTPEHHIOIO OIUCh HA JOKYMEHTHI,
IIPOHYMEPOBATh CTPAHMIIBI, CHATH CKPEIKH.

13.4. Bce odopmieHHble Aena XxpaHsTcs B mkadax win Ha cremaxax. Odopmisercs
NepevyeHb XpaHAMIMXCS JeJ, Ha KOpelkax oOJIOKeK Jen (MAmoK) YKas3bIBalTCS IH(pPOBBIE
0003HaYeHHsl. XpaHEHHE el B CTOJIaX He JI0MyCKaeTcs.

13.5. Belgaya cnpaBoOK MO HaxoJAIMIMMCS B paOoTe M HEUCIIONHEHHBIM  OOpalieHusIM
rpaXaaH M OpraHu3alMil OCYIIECTBISIETCS IO 3amlpocy 3asBUTeNel CHELHUATNCTOM TIO
JIeNTOTIPOU3BOICTBY OTJIENa MO OpPraHM3alMOHHBIM M o0umMM BompocaM. [Ipu 3ToM 3asgBUTENIO
MOTYT OBITH COOOIIEHBI:

— JlaTa PEerUCTpaluy U BXOASILNN HOMEP TOKYMEHTA,

— OTBETCTBEHHBIN UCIIOJIIHUTEND;

— YCTaHOBJIEHHBIN CPOK PaCCMOTPEHMSI.

ConepxaHue pe30IONUI PYKOBOAUTENEN aJMUHUCTpAlUM, MaTE€pUaJOB BHYTPEHHEU
CIIy’KeOHOI Mepenucky 3asBUTENsAM He coo0aercs.

13.6. Briraua cipaBoK 10 JOKYMEHTaM, XPaHSIIUMCS B JIeJaX OTAEIOB aIMUHUCTPALIUH, a
TaK)K€ BBIHOC JTIOKYMEHTOB W3 3/1aHUs AJIMHHHMCTPALUHA TMPOU3BOJMUTCS TOJBKO C pa3pelIeHUs
I'maBbl agMuHUCTpauuu. PyKOBOOUTENN OTHAENOB HECYT IEPCOHAIbHYIO OTBETCTBEHHOCTH 3a



COXPaHHOCTh IOKYMEHTOB.

13.7. 3akoHYEeHHBIEC AETONPOU3BOACTBOM Jejia MOCTOSHHOTO M BpeMeHHOro (cBbimie 10
JIeT) XpaHeHWs] B TEUEHUE COTJACOBAHHOIO B YCTAHOBJIEHHOM IOpSJIKE CPOKa OCTAalOTCS B
OTJIeNax aJMUHUCTPALMU ISl CIPABOYHON padOThI, a 3aTeM B COOTBETCTBHM C HOMEHKJIATYpPOM
JIeJ1 ¥ Ha OCHOBaHHUH OIUCEH CIAl0TCS B apXUB aAMHUHHUCTPAIIIH.

Jlena BpeMEHHOTr0 XpaHEHUs CO CpoKaMu XpaHeHus 10 10 sieT (BKIIIOUUTENbHO) XPaHATCA B
OTJIeNax aIMUHUCTPAlUU. YKa3aHHbIC JieJla M0 UCTEYCHUH CPOKOB XPAaHEHHUS B COOTBETCTBUU C
HOMEHKJIATYpOH JIeJ1 MOJIIeKaT YHUUYTOKEHUIO Ha OCHOBAaHUU aKTa O BBIJCICHUU JOKYMEHTOB U
JIeJ1 K YHUUTOXKEHHUIO.

[ToaroroBka nen i mepenavyd B apXWB aJAMUHUCTPALMHU MPOU3BOJIUTCA COTPYAHUKAMHU
OTJICJIOB aIMUHUCTPALUU MIPU METOAMYECKON MOMOIIM U IO KOHTPOJIEM PYKOBOAMTENS OTHAEea
M0 OPraHU3aIMOHHBIM U OOIIIMM BOIIPOCaM, OTBEYAOIIETO 32 APXUB aIMUHUCTPAIUH.

14. OGecneuenue noctyna K MHPOPMAIMU O IEATEIBHOCTH aIMUHUCTPALUU TOCETICHUS
Kuesckunii

14.1. Tlopsgok uHPOPMHUPOBAHUS TpaxJaH W OpPraHU3aIMil OCYIIECTBISIETCS B
coorBercTBUM ¢ DenepanbabiM 3ak0oHOM 0T 09.02.2009 Ne 8-D3 «OO6 obecrieueHUH OCTyNa K
uHpOpMallMd O  JEATENbHOCTH  TOCYJAapCTBEHHBIX OpPraHOB W  OPraHOB  MECTHOTO
CaMOYTIPaBIICHUSI».

14.2. Uudopmaniusi 0 JEATEILHOCTH aJIMHHHCTpaluu TmoceneHus KueBckuit (manee
«Uupopmanmsin)— 310 wuHbopMamus (B TOM 4YHCIE JOKYMEHTHPOBAaHHAs), CO3JaHHAs
JOJKHOCTHBIMHU JIMLIAMU aIMUHUCTPALIUU B MpeAeNaX CBOMX MOJHOMOYHUMN, TUOO MOCTYMUBIIAS B
aAMUHHCTpauio w3 BHEe. K mHpOpManuu O NEATEIHbHOCTH aJIMUHUCTPALMUA OTHOCSTCS TaKKe
3aKOHBI M HHbIE HOPMATHUBHBIEC PABOBBIC AKTHI.

[Tonmp3oBarens wHpOpManuell - TpaxgaHuH (pu3mueckoe IHUIO), OpraHU3aIHA
(ropuauyeckoe JUI0), OOLIECTBEHHOE OOBEIUHEHHE, OCYLIECTBIISIIONINE MOUCK HH(POPMAIUH O
NEeATeTbHOCTH  agMuHucTpanuu.  [lomp3oBarensiMu  uwHOpMaImend  SBISIIOTCA  TakkKe
TOCYJapCTBEHHBIE OpraHbl, OpPraHbl MECTHOI'O CAMOYIPaBJIEHHUS, OCYILIECTBISIOIMINE IOUCK
YKa3aHHOHN MH(OpMaIHH.

3anpoc - obparieHue mnonb3oBarens nHpopMalueil B yCTHON WM MUCbMEHHOW ¢opme, B
TOM YHUCJI€ B BHJIE JIEKTPOHHOTO JIOKYMEHTA, B aMUHUCTpPAIUIO JTUOO K JIOHKHOCTHOMY JIMILY
aIMUHHUCTpPAIlMM O TPEJCTaBICHUH WHPOPMAIUU O JEATENbHOCTH opraHa MECTHOIO
CaMOYTIpaBIICHUS.

[Tonb3oBarens uH(pOpMaIKe UMeEEeT MpaBo 0OpalaThCs B aAMHUHHUCTPAIMIO C 3alPOCOM
KaK HETOCPEICTBEHHO, TaK U Yepe3 CBOETO MPEACTABUTEINS, TTOTHOMOYHUS KOTOPOTO 0OPMIISIIOTCS
B MIOPSIIKE, YCTAHOBJIEHHOM 3aKOHOJATeNbCTBOM Poccuiickoit denepannu.

3anpoc, COCTaBJICHHBI B TTUCBMEHHOU (hopMe, MOJICKUT PETUCTPAIlMU B TECUCHHE TPEX
THEH cOo JIHS €ro MOCTYIUIGHHsS B aJMHUHHUCTpAIMIO. 3ampoc B YCTHOH (opMe HE MOIJIEKUT
PETHCTpallK, COTPYAHUKAMH aIMUHHUCTPAIUN TPEAOCTABIACTCS 3ampamnBaemMasl HHGopMamus B
MOMEHT oOparlieHus. B ciydae, ecnu mpecTaBiIeHHe 3apalinBaeMoil HHPOpMAaIi HEBO3MOKHO
B MOMEHT OOpaIieHusl moab30Baresss HHhOpMaIMe, TO eMy pPeKOMEHIYETCS COCTaBUTh 3arpocC B
MUChMEHHOU (hopMme.

3anpoc MOIJICKUT PACCMOTPEHHUIO B TPUIAIATHIAHEBHBINM CPOK CO JIHS €0 PETHUCTpallui,
€CIIM MHOE HE NPEAYCMOTPEHO 3aKOHOJATenbCTBOM Poccuiickon ®enepanuu. B cinydae, eciu
MIPEICTABJICHHE 3aIpalInBaeMoi HHGOPMAIIMH HEBO3MOXKHO B YKa3aHHBINA CPOK, B TeUEHUE 7 THEH
CO JTHSI PETUCTPALIMHU 3ampoca MoIb30BaTeNb nHpopMaluen yBeaoMisieTcss 00 OTCpOYKe OTBETa Ha
3aMpoc € yKa3aHWEM €€ NPHYMHBI W CpPOKa TMPEJCTaBICHUS 3ampammBaeMoi HHGOpMAIUH,
KOTOPbIA HE MOJKET NPEBBIIATh MATHAAUATH JHEH CBEPX YCTAHOBJIEHHOTO HACTOSIIUM
®denepanbHBIM 3aKOHOM CPOKa ISl OTBETA Ha 3ampoc.

Ecnu 3anpoc He OTHOCUTCS K I€ATEIbHOCTH aJIMUHUCTPALIMU, TO B TEYEHHE 7 THEH CO JHS
pEerucTpalMyi 3alpoca OH HANpaBIsSEeTCS B TOCYAApCTBEHHBIM OpraH WM OpraH MECTHOTO
CaMOYTIPaBJICHUs, K TOJHOMOYHUSAM KOTOPBIX OTHECEHO MpEACTaBICHUE 3alpaliuBaeMoil
uHpopmanuu. O mepeagpecaluy 3ampoca B 3TOT K€ CPOK COOOIIAeTCs] HApaBUBIIEMY 3arpoc



MoJIb30BaTe 0 MHpOpManue. B cirydae, ecim rocyaapCTBEHHBIM OpraH WM OpPraH MECTHOTO
CaMOyIIpaBJICHUs] HE pacrojaraeT CBEACHUSAMH O HAJIMYUHM 3ampamuBaeMoil uHdopManuu B
JIPYrOM rOCyAIapCTBEHHOM OpraHe, OpraHe MECTHOTO CaMOYIIPaBJICHHUs, 00 3TOM Tak)Ke B TEUECHHUE
ceMH JHEW CO JHS pEerucTpallH 3ampoca CooOINaeTcs IMOJb30BATeN0 HH(POpMAaLUH,
HaIPaBUBILEMY 3arpocC.

OdunmanbHbIi caiiT AIMUHUCTpanuu noceneHus KueBckuii (nanee - opuIraabHbIA CaiT)
- caliT B MH(OPMALIMOHHO-TEIEKOMMYHUKAIMOHHON ceTu MHTepHeT (nmanee - ceth MHTepHer),
coJiepsKanuii HHPOpPMAIHIO O ACSITEILHOCTH aMUHUCTPAINH 1ocesieHnss KueBckuit.

14.3.OCHOBHBIMU MPUHIIUIIAMHA O0ECIIEYCHHS JOCTYyNa K HH(pOpMAIIUU SBIISIOTCS:

-~ OTKPBITOCTh W JIOCTYIHOCTb  MH(OpPMALMH, 33  HCKIIOYCHHEM  CIY4aes,
npexycMoTpeHHbIx denepanpabiM 3ak0oHOM 0T 09.02.09 Ne 8-03 «O06 obecrnedyeHnn A0CTyIaA K
uHpOpMALlUM O  JIEATENBHOCTH  TOCYAAapCTBEHHBIX OpPraHoB M OPraHOB  MECTHOTO
CaMOYIpaBIICHUS»;

- JI0OCTOBEPHOCTb UH(OPMALIMH U CBOEBPEMEHHOCTb €€ IIPEICTaBICHHUS;

- cBo0OOAa TMOWCKA, MOJYYECHUS, NEpeJayd U pacupocTpaHeHus WHPOpMaIUU JF0ObIM
3aKOHHBIM CIIOCOOO0M;

- coOnrofieHHe MpaB TpakKJaH Ha HEMPUKOCHOBEHHOCTh YACTHOM >KM3HH, JTUYHYIO U
CEMEHHYIO TaliHy, 3alIUTy MX YE€CTH W JEJIOBOM peIyTaluy, IIpaBa OPraHU3alui Ha 3alUTy UX
JIENIOBOI pemnyTaluu Mpu MPEACTaBICHUU HHPOpPMALMK O JEATEIBHOCTH TOCYAapCTBEHHBIX
OpraHOB U OPraHOB MECTHOI'O CaMOYIIPABJICHUS.

14.4. loctyn x uHpOpMaMKM OTPpaHUYMBACTCS B CIyYasX, €CIM yKa3aHHas MHbopMaus
OTHeceHa B ycTaHOBJICHHOM DenepanbabiM 3akoHOM OT 09.02.09 Ne 8-D3 mopsiike K CBEICHUSM,
COCTaBIISIOLIUM T'OCYJAPCTBEHHYIO HIIM HHYIO OXPaHsSEMYIO 3aKOHOM TaifHy.

14.5. Joctyn k HHGOPMALIUK OCYIIECTBISETCS CICAYIOIIMMU CIIOCO0aMH:

oOHapooBaHue (0MyOIuKOBaHKE) MHPOPMAIIMH B CPEJICTBAX MAcCOBOM MH(OpMaIHH;

- pa3MmerieHue nHpopmanuu B cetu HTepHeT;

- pa3MelieHue MHPOPMALMU B 37aHUU AAMUHUCTPAIMM, B UHBIX OTBEAEHHBIX AJIS ITHUX
Hesnel MecTax, a Takke 4epe3 OMOJIMOTEeUHbIE U apXUBHBIE (DOH/IBI;

- MPUCYTCTBUE TpaxJaH (PHU3MUECKUX JIUI]), B TOM YHUCIIE MPEJCTaBUTENICH OpraHu3aIuii
(ropuau4ecKux Jul), OOIIECTBEHHBIX OOBEIWHEHUH, TOCYJapCTBEHHBIX OpPraHOB M OPraHOB
MECTHOI'O CAaMOYIIPABJICHNUS, HA COBEIIAHUAX, IPOBOJUMBIX B aIMUHHUCTPALIVH;

- Ipe/icTaBIeHNe HH(POPMALIUHU 0 3apoCcy NoJb30BaTeNel nH(popMaLnu;

- ApYTUMH crioco0amMH, MPeIyCMOTPEHHBIMU 3aKOHaMHU M (MJIM) UHBIMH HOPMaTHBHBIMU
IIPABOBBIMU aKTaMH.

OCHOBHBIMU TpeOOBaHUSIMU IIPU 00ECTIEYEHUH AOCTYNA K HH(OPMAIMU ABISIOTCS:

- JIOCTOBEPHOCTh IPEJCTaBIIEMON HH(POpMAIUH;

- co0Jro/IeHue CPOKOB U MOPSAJIKA MpeICTaBIeHUs MH(DOpMaIH;

- U3bATHE U3 MpeACTaBlsieMOl MH(OPMAaLUU CBEIECHUN, OTHOCAIIUXCS K MHGOpMauu
OTPaHUUYEHHOIO JI0CTYIIA;

- CO3JaHHME OPTraHMU3AIMOHHO-TEXHUYECKUX M JPYTUX YCIOBUH, HEOOXOAMMBIX JUIS
peanu3alMM TMpaBa Ha JOCTYH K HMH(QOpPMaluU, a TakkKe CO3JaHHE TOCYJapCTBEHHBIX MU
MYHUILIUNIAJIBHBIX HHPOPMAILIMOHHBIX CUCTEM IS 00CTYKUBaHUS MOJIb30BaTenel nHdopmanuei;

- y4eT pacxoJOB, CBS3aHHBIX C oOO0ecleyeHueM JocTyna K UHPOpMaLUU NpU
IUTAHUPOBAHUM O0O/KETHOTO (PMHAHCHPOBAHMUSI.

14.6. Undopmanus He Mpe1oCcTaBisieTcs B Cllyyae, ecllu:

- cojep)KaHHe 3arpoca He MO3BOJISET YCTAaHOBUTD 3alpalinBaeMyro HH(OpMalnio;

- B 3ampoce He yKa3aH MOYTOBBIN ajipec, ajpec IEKTPOHHON MOUThHl MM HOMEp (akca
JUIsL HaIlpaBJIEHUsl OTBETa Ha 3ampoc Ju00 Homep TenedoHa, IO KOTOPOMY MOXHO CBSI3aTbCs C
HalpaBUBIIUM 3aIPOC MOJIb30BaTeIeM HH(pOpMaIKeH;



- 3ampamuBaemas HH(OpMaIHs He OTHOCUTCS K TOJTHOMOYUSAM aIMUHHUCTPALIUHY;

- 3ampammBaemas HHGOpMaIHst OTHOCUTCS K MH(POPMAIIUN OTPAaHUYSHHOTO JOCTYTIA;

- 3anpamiuBaemas HH(opMalus paHee IpeAcTaBisuIach 110JIb30BaTeN0 HH(POpMaLuei;

- B 3alpoce CTaBUTCS BOIPOC O MPABOBOW OLEHKE aKTOB, IPUHATHIX aIMUHUCTpALIUEH,
IIPOBEJCHUM aHAJIN3a AEATEIbHOCTU AJMUHUCTPALUMU WIM IPOBEICHUH WHOM aHAIUTHYECKOU
paboThl, HEMOCPEICTBEHHO HE CBSI3aHHOW C 3alMTON IIpaB HAIPABUBILETO 3aIPOC I10JIb30BATENSA
nHpopMmanuei;

- TPEeAOCTaBICHHE 3ampalinBacMoil MH(OPMAIMM OTHOCUTCS K KOMIETEHIUH APYTHX
OpraHoB.

14.7. Wndopmanmst MOXKET TPEACTaBIATECI B ycTHOW (opmMe u B Buae
JOKYMEHTHPOBAaHHON MH(OpMaIMK, B TOM YHCIIE B BUJIE 3JIEKTPOHHOI'O TIOKYMEHTA.

B cnywae, ecnu ¢opma mnpeacraBieHuss MHPOpPMALMKM HE YCTAHOBICHA, OHA MOXET
OIpeNeNAThCS 3alpocoM NoJb3oBarenst uHpopmauueil. Ilpu HEBO3MOKHOCTH IPEACTABICHUS
yKa3zaHHOW mH(}opManuu B 3ampammBaeMoil hopme HHGOpMAIHS MPEICTABISETCS B TOM BHJE, B
KaKOM OHA UMEETCS B aIMUHHUCTPALIUH.

Wudopmanus B ycTHOW (hopMe MPEACTaBISCTCS MOIB30BATENISIM HHPOPMALIUE BO BpeMs
npuema. YkazaHHas MHQOpMalMs MpeACTaBIseTcs TakXke Mo TeleoHaM  COTPYIHUKOB
aJMUHHCTPALIIH.

WNudopmanus MoKeT ObITh NepesiaHa [0 CEeTSIM CBS3HM 0OLIEro MoJb30BaHMUs.

14.8. Undopmanus BripaBe ObITH HE MPEICTABICHHON B CIIydae, €CJIi OHa OIyOJMKOBaHa B
CpeACcTBax MaccoBOi MH(OpMaIK WK pa3MelleHa B cetu MHTepHerT.

14.9. Jlo;oKHOCTHBIE JIMIIA TOCYJAapCTBEHHBIX OpPTraHOB W OPraHOB  MECTHOTO
CaMOYIPABJIEHUS, TOCYJAapCTBEHHbIE M MYHMIMIAJIBHBIE CIIy’Kallle, BUHOBHBIE B HApPYLIECHUU
npaBa Ha JOCTYH K HH(pOpPMamuu O JeSTETBbHOCTH TOCYIapCTBEHHBIX OpPraHOB M OPraHOB
MECTHOI'O CaMOYIIPABJICHHs, HECYT AUCLMIUIMHAPHYIO, aJIMHUHUCTPATUBHYIO, TPaXKIAaHCKYI0 U
YTOJIOBHYIO OTBETCTBEHHOCTb B COOTBETCTBUU C 3aKOHOJATENBCTBOM Poccuiickon denepanuu.



