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(0]4) YTBEp:KIeHUH PerinamenTa
aAMMHUCTPaALNHU BHYTPHUIOPOJICKOI0
MYHHIMNAJIBHOIO  o0pa3oBaHMs  —
MYHMIMIAJIbHOrO okpyra Tsepckoii B
ropoae Mockse

B mensix coBepiieHCTBOBaHMSI OpraHU3alMM padOThl MO OOECIEUEHUIO JEATENbHOCTH
aIMUHHCTPAllMU BHYTPUTOPOACKOTO MYHHUIMNAIBHOIO OO0pa30BaHUs — MYHHUIMIAILHOTO
okpyra Tsepckoii B ropoae MocCkBE, B COOTBETCTBUM C YCTaBOM BHYTPHUI'OPOICKOIO
MYHHULUTAIBHOTO 00pa30BaHUs — MyHUIIUIIAILHOTO OKpyra TBepckoii B ropoae Mockse:

1. YTBepauts PermamMeHT agMUHUCTpAalMM BHYTPUIOPOACKOTO MYHMIMIAIBHOIO
0o0pa30BaHusl — MyHHMLIMIIATBHOIO OKpyra TBepckoil B ropoje MockBe (IpuiioKeHue).

2. IOMKHOCTHBIM ~ JMIIAM W MYHULMIAJIbHBIM  CIYXallUM  aJMHHHCTpPALUU
BHYTPUIOPOJCKOTr0 MYHHULHMIIAIBHOTO 00pa30BaHMs — MYHHMIMIAIBHOTO OKpyra TBepckoil B
ropoge MockBe pYKOBOACTBOBAaTbCSl TpPEeOOBAHUSAMH, YCTAHOBJIEHHBIMU PerimameHTom
aJIMUHUCTPAllMM BHYTPUTOPOJICKOIO MYHHULMIAIBHOTO OOpa30BaHUS — MYHULIMIAIBHOTO
okpyra TBepckoil B ropone Mockse.

3. Onmy0snnKoBaTh HACTOAILIEE pPACHOpPSIKEHHE B CETEBOM M31aHuu  «MOCKOBCKHM
MYHHULMIAIBHBIIA BECTHUK.

I'maBa axMuMHHMCTPALMU MYHHIMIIAJIBHOTO
okpyra Tsepckoii B ropoae Mockse M.IO. Kupuienko



[Ipunoxxenne

K  paclnopsbKeHUI0  aJMUHHCTpPALUU
BHYTPHUIOPOJACKOT0  MYHHUIMIAIBHOTO
o0pa3oBaHusi —  MYHHUUUNAIBHOTO
okpyra TBepckoii B ropone Mockse OT
30 uroadg 2026 roma Ne 010-2026-PA

Pernamenr
aIMUHUCTPAIlU¥ BHYTPUIOPOACKOr0 MyYHHIUIAJIbHOI0 00pa30BaHus —
MYHHUIMIIAJBLHOTO OKpyra TBepckou B ropoae Mockse

1. O0ouIne moJioKeHus

1.1. Hacrosmuii ~ PermameHT — ompenensat — NOpPANOK — OpraHU3allMOHHOIO,
JNOKYMEHTAIIMOHHOTO, HMH()OPMALMOHHOTO OOecredeHus MACSTeIbHOCTH aIMHUHHCTPAIUU
BHYTPUTOPOACKOI0 MYHUIIMIAIBHOTO 00pa3oBaHMs — MYHHUIMIAIBLHOIO OKpyra TBepckod B
ropoae Mockge (ajiee-aIMUHUCTPALIHS).

OTBETCTBEHHOCTh 32 OPraHHM3AIMOHHOE, JOKYMEHTAIIMOHHOE W HH()OpPMALMOHHOE
oOecrieyeHne JAESTENbHOCTH AJMUHUCTPALMKA BO3JIAraeTcsi Ha OTAEN MO OpraHu3aluu |
oOecnieuenuto aesrenbHocTH CoBeTa JIenyTaToB, OOUIUM, KaJpOBBIM, IOPHINYECKHM BOIIPOCaM
U OpraHu3allMOHHO-UH(OPMAIMOHHON paboTe aIMUHHUCTpalUM (Aajee — OpraHU3alMOHHBIN
oT/eN).

1.2. TpeboBanusi Hacrosimero PerimameHTa pacnpOCTpaHSIOTCS Ha BCE JOKYMEHTBI
aJIIMUHUCTPAllMM U 00s3aTeNbHBl JJI1 BCEX MYHHUIMIIAJIBHBIX CIYXAIlUX aIMUHHCTpaIUU
(anee — MyHMIMIAJIBHBIX CITYXKaIIHX).

1.3. HecobmtoneHne MYHHUIIMNAIBHBIMU — CIYyKAIIUMU TpeOOBaHMM  HACTOSAIIETO
PermameHnra BiedeT MX AUCLHMIUIMHADHYIO M HHYK0 OTBETCTBEHHOCTb, YCTAHOBJICHHYIO
3aKOoHOATeNbCTBOM Poccuiickon denepanum.

1.4. Hacrosiiumii PernmaMeHT yTBep:KIaeTcsi pacHoOpsSKEHUEM IJIaBbl aIMUHUCTPALUH.
V3MeHeHHsT M JOINOJIHEHUs B HAcTOAIMN PernmamMeHT BHOCATCA pACIOPSHDKEHHEM  TUIABBI
aZIMMHHUCTpaLUH.

1.5. OcHOBHbIE NOHATHUS, IPUMEHSIEMbIE B PETJIAMEHTE.

Cay:xeOHble JOKYMEHTbI - 0000II€HHOE HAaUMEHOBaHHE O(QUIMAIbHBIX JTOKYMEHTOB,
HCIIOJIb3YEMBIX B TEKYIEH JEATEIBHOCTH TOJKHOCTHBIX JIUL, COTPYAHUKOB aJIMUHUACTPALUU:
NMCbMO, 3asiBJIEHHE, JOKJIAIHAs 3al1CKa U T.I1.

Cpok ucnoiHeHHsl JOKYMEHTA - CPOK MCIIOJHEHUS], YCTAHOBJICHHbBIN TPABOBBIM aKTOM
WJIM PE3OJIIOLIUAEH.

Pe3omronusi 10KyMeHTA - PEKBU3UT, COCTOSIIMA W3 HAJIIUCU HAa JIOKYMEHTE WIH
CHenMaIbHOM OJIaHKe, coAep Kaleil MPUHATOE JODKHOCTHBIM JIMIIOM (MJTH YIIOJTHOMOYEHHBIM
UM JIMIIOM) pEeLICHHUE.

J1eJ10 - COBOKYIIHOCTh JTOKYMEHTOB, OTHOCSALIMXCS K OJHOMY BOIIPOCY WJIM YYacTKy
NESATENbHOCTH, IOMEUIEHHBIX B OTJEIbHYIO 00JIOKKY.

HUcnonnuresib IOKYMeHTa - COTPYAHUK aJIMUHUCTpALlMM, B KpPYIr CIIyXKEOHBIX
00s13aHHOCTEH KOTOPOTO BXOJUT IOArOTOBKA IPOEKTa JIOKyMEHTa I10 OIpPEJeIEHHOMY
BOIIPOCY.

Hcnonnuresib MOpy4YeHHs - JOHDKHOCTHOE JIMIIO WM COTPYJHUK aJIMHUHUCTpALUH,
KOTOPOMY MOPYYEHO OCYLIECTBUThH UCTIOJHEHUE PEUICHUH I1aBbl aIMUHUCTPALIUH.



KoHTpoJIb MCIOJIHEHHUA - COBOKYIHOCTb JIEHCTBUM, 00ECIEUMBAIOIIMX HCIIOIHEHHE
JIOKYMEHTA.

2. Opranuszanusi padoThbl AIMUHUCTPALMH

2.1. IInannpoBanme padoThl AAMUHUCTPALUMN

2.1.1. Paboty agMHUHHUCTpalMud OpraHU3yeT TrjaBa aAMUHHUCTpauuu. B ciayuae
BPEMEHHOT'0 OTCYTCTBUS (KOMaHIMPOBKA, OTIYCK, OOJIE3Hb U T.I1.) TJIaBbl aIMUHUCTPALIUU €TO
IIOJIHOMOYMSL MCHOJHSAET MYHULMNAIbHBIN CIy’Kalluil, YIOJIHOMOYEHHBIH PpaclopsKEeHUEM
aIMMHHCTpauuu. B ciydae HEBO3MOXKHOCTH M3JAaHMS YKa3aHHOI'O PAaCHOpPSKEHHUS BPEMEHHO
VCHOJIHAIOIINN ITOJIHOMOYHS TIJIaBbl aJMUHUCTpauuu onpenensercs pemenuem Cosera
JIeyTaTOB MyHULIMIIAIILHOTO OKpyra TBepckoil B ropoge Mockse (nanee — CoBeT 1enyTaToB).

2.1.2. AnmuHHCTpanusi CTPOUT CBOKO pabdOTy Ha OCHOBE IIAHOB pabOThl Ha KBapTal,
OPHEHTUPOBAHHBIX Ha pean3alMi0 MOJHOMOYHMI aJMUHUCTPAIMU [0 PELIEHUIO BOIPOCOB
MECTHOTO 3HAUYE€HUS, YCTAaHOBJIEHHBIX YCTaBOM BHYTPUIOPOJICKOIO MYHMIMIIAJIBHOTO
o0pa3oBaHUs — MYHUIUDAIBHOrO OKpyra TBepckoit B ropoge MockBe (mamee —
MOJIHOMOYMH aAMUHUCTPALIMU), TIO peaju3alud OTAENbHBIX FOCYJapCTBEHHBIX MOJHOMOYUN
ropoja MOCKBbBI, ME€pelaHHbIX OpraHaM MECTHOIO CaMOYNpaBJIEHUS BHYTPUTOPOICKOTO
MYHHULIUOAIBHOTO 00pa30BaHUA — MYHHUIMIAIBLHOIO OKpyra TBepckoid B ropoge Mockse
3aKOHaMM ropojaa MOCKBBI (Janee — OTAENIbHBIE MOJIHOMOYMS ropoaa MOCKBBI), a Takke
pelieHre  Jpyrux BONPOCOB, HEOOXOAMMBIX JUIsl  OCYIIECTBJICHHUS MCIOIHHUTEIbHO-
pacnopsIUTENIbHON 1eATENbHOCTH aIMUHUCTpaluy. [ImaH paboThl BKIIIOYAET TAK)KE NEPEUEHb
OpraHU3alMOHHBIX U IPYTUX MEPONPUATUIN, IPOBOAUMBIX aIMUHUCTPALUEM.

2.1.3. IloarotoBka miaHa paOOThl OCYILIECTBISIETCS B COOTBETCTBUU C IOPYyUYEHUEM
raaBbl  agMUHHCTpanMu. OTBETCTBEHHOCTb 3a (OPMUPOBAHHE M pealM3alMi0 IUIaHa
BO3JIaraeTcs Ha OpraHU3alMOHHBINA OTIEN.

2.1.4. Ilnan paGoThI COAEPKUT CIEAYIOITUE PA3EIBL:

- pa3paboTKa MPOEKTOB MYHHUUMIAIbHBIX HOPMATUBHBIX W HMHBIX IPABOBBIX AKTOB
Cosera nenyTaToB JUIs BHECEHUS Ha paccMoTpeHne CoBera JAemyTaToB;

- TOJArOTOBKA MPOEKTOB MYHHUIMIAIbHBIX HOPMAaTHUBHBIX M HHBIX IPAaBOBBIX AKTOB
aJIMMHHCTpALIH;

- aHaJIUTHYECKas paboTa;

- OPraHU3alMOHHBIE MEPOIIPUSATHS;

- paboTa 1Mo peanu3aluy paHee BBIMYIIEHHBIX MyHHUIIMIIATbHBIX HOPMATUBHBIX M WHBIX
IIPABOBBIX aKTOB aJIMMHHMCTPALUH.

B nyHKTHI naHa paboThl BKIIOYAIOTCS CPOKHM peanu3alud U (GaMuiins, UMsl, OTYECTBO
OTBETCTBEHHBIX 3 MIOJIrOTOBKY BOIPOCA JIULI.

2.1.5. TlpennoxeHus B IuIaH pabOThl HAMPABISIOTCA CTPYKTYPHBIMH MOAPA3IEICHUSIMU
aMMHHMCTpAlMy B OpPraHM3alMOHHBIA OTIEN aJMUHUCTPALMM HE IO3JHEE, YeM 3a AECSTh
KaJICHAAPHBIX JHEH [0 Hauyaja IUIAHUPYEMOrO IEPHUOAd, C YKAa3aHUEM CTPYKTYPHBIX
NoJIpa3JIeIeHUi, OTBETCTBEHHBIX 3a MOJTOTOBKY, U CPOKa peaJnu3aliu.

[IpennoxkeHuss CTPYKTYpHBIX MOJpa3felieHuid B IUlaH paboThl 1O BOIpOcam,
OTHOCSLIMMCSl K BEACHMIO APYIMX IOAPA3JEICHHUM, COIVIACOBBIBAIOTCA C PYKOBOIUTEISIMU
CTPYKTYPHBIX IOAPA3ACICHUH, K BEJICHNIO KOTOPBIX OTHOCATCS MpeiaraeMble K 00CyKICHHIO
BOIIPOCHI.

2.1.6. OpraHu3alMOHHBIM  OTAEN  aJAMHHHCTpAIMH  00O0OIMAaeT  MOCTYIHUBIINE
OPEUIOKEHNSI ~ CTPYKTYPHBIX — MOJApa3AeNeHH, TOTOBUT TPOEKTHl IJJaHa  paboThl,
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pacnopsiKeHus aJAMHHHCTpAllMM O €ro YTBEpXKJAEHMM U TPEACTaBIIeT UX TJaBe
aJIMMHHUCTpALIH.

IIpn OTCyTCTBMM COIJIacCOBaHMSl OKOHYATEJIBHOE PELIEHUE O BKIIOYEHHWH BOIpPOCa B
IUIaH PabOThl MPUHUMAET TJ1aBa aIMUHHUCTPALIUH.

[IpoekTbl miaHa pabOTBl M PACHOPSIKEHUS AJAMUHUCTPAIMM O €ro YTBEPKIECHUU
BHOCHUTCSl Ha TOJINMUCH TJIaBe aJMUHHUCTpAllMKM HE IO3[HEee, YeM 3a CeMb JIHEeH /0 Hauaja
IUIAHUPYEMOTO IIEPUO/IA.

2.1.7. Ecnu 3amyiaHUpOBaHHBIA BOMPOC IMpensaraeTcsl UCKIIOYUTh M3 TUIaHa paboThI,
OTBETCTBEHHBIN 3a MOATOTOBKY BOIIPOCA HE IIO3]IHEE, YEM 3a YETBIpHAALATh JHEH, 1O AATHI
paccMOTpeHus (OKOHYAHUS €ro BBIIOJHEHHs) BOIpoca oOpaliaercs K IjiaBe aAMUHUCTPALUU B
NUCHbMEHHOH (popMe ¢ 000CHOBAHHEM TaKOTO UCKITIOYCHHUS.

2.1.8. KoHTponb 3a BBINOJIHEHHWEM IUIaHa pabOThl BO3Jaraercs Ha OpraHMW3allMOHHBIN
OTJIEN.

2.2. IToAroTOBKA M NMPOBeEICHHE COBEIIAHNH B aAMUHUCTPALIUHN

2.2.1. OnepaTtuBHbIE COBEIIAHUS Y TJIaBbl aIMUHUCTPALIMH

OnepaTuBHbIE COBEIIAHUA C COTPYAHUKAMU aJAMUHHUCTPALMU MPOBOISTCS TIJIaBOM
aaiMUHHCTparuu 1o mnoHenenbHukam B 10.00. B cimywae HeoOxomumocTu riaBa
aJIMMHHMCTpALUH (UJIU JIMLIO €0 3aMEelIatollee) MOTYT HA3HAUUTh COBELIAHUE B IPYTrO€ BPEMSI.

Co3bIB ONEepaTUBHBIX COBELIAHUHN Yy TJaBbl aJIMMUHHUCTPAIMM OCYIIECTBIISAETCS TJ1aBOM
aIMMHHUCTPALUHU WIN JIMIIOM, UCTIOJHSIOIIUM €TI0 OJHOMOYUS.

Ha onepaTuBHBIX COBEIIAHUAX y IJIaBbl aAMUHUCTPALMHA PACCMaTPUBAIOTCS BOIIPOCHI,
TpeOyroIre ONepaTUBHOTO PEHICHHS, a TAK)KE 3aCIyIINBaeTCsl WH(GOPMAIHs O BBITOJTHEHUU
NIOPYYEHUH JAHHBIX HA MPEABIAYIINX ONEPATUBHBIX COBEIIAHMSX, OTYET O IPOJECIAHHON
pa0oTe B TeUeHUE HEJIENU U IJIaHaX Ha MPEICTOSILYI0 HEJEIIO.

Benenue npoTokosa ONEpaTMBHOIO COBEIIAHMS W KOHTPOJIb 3a €ro HMCIHOJHEHUEM
OCYUIECTBIISIET [VIABHBIN CHEUAINCT OPraHN3allMOHHOTO OT/AENA.

2.2.2. OnepaTuBHbIE COBEIIAHUS B CTPYKTYPHBIX MOAPA3IEIICHUIX

OmnepaTHBHBIE COBEIAHUS MPOBOAATCA MO Mepe Heobdxoaumoctu. [IpoBoaut
COBEIIAHUE PYKOBOAUTEIh CTPYKTYPHOTO MOJpA3AesieHUus WIW JUIO0, HCIOIHSIIOUIEE €ro
0053aHHOCTH.

Ha onepaTtuBHOM COBEIaHUM, TPH HEOOXOAMMOCTH, BEJETCS MTPOTOKOI.

2.2.3. CoBemanust TIJaBbl aJAMHMHHCTPAllMU C TpPaXJaHAMM U OpraHU3alUsIMU
HPOBOJATCS 110 Mepe HEOOXOJUMOCTH AJIsl PEIIEHUs] BOIPOCOB, HAXOASIINXCS B KOMIETEHIIUU
aZMMHHUCTpaLUH.

Co3bIB TaKuX COBELIAHUH OCYIIECTBISAETCS IJIABOM aJIMUHUCTPALUU.

[lonroroBka coOBEAaHUH W  OpraHu3alUsl MX [POBEAECHUS  OCYILIECTBISIOTCS
OpraHU3alMOHHBIM OTAEJIOM

Ha coBemanusix MOryT HpHUCYTCTBOBAaTh IJlaBa MYHHLMIIAIBHOTO OKPYra, IEIyTaThl
CoBera nemyTaToB MYHHUIMIAIBHOIO OKpyra, MpPEICTaBUTEIM OPraHoB HCIOJIHUTEIbHON
BJIacTU ropona Mockssl, aenytarsl MockoBckoi ropoackon Jlymsl. Ha coBemanusx Moryr
IPUCYTCTBOBATh MO COIIACOBAHUIO C IJIABOM aJIMUHUCTPALIMM JPYTHE JULA U IIPEICTaBUTEIN
CPEICTB MacCOBOW MH(POPMAIIHH.

[Ipn mnpoBeaeHHM COBEUIAHUS COCTABJSETCS CHUCOK MpuriameHHbix. Crucok
cocraBisieTcs B al()aBUTHOM MOPSAJKE, IPU 3TOM (aMuiIus, UMs, OTYECTBO M 3aHUMaeMas
JOJKHOCTh IPUIJIAIIEHHOTO MUIIYTCS MOJTHOCTBIO B MMEHUTEIBHOM MAAEKE C YKa3aHUEM
OpraHu3alyy U HOMepa paboyero TeiedoHa.

CocraBneHue CHUCKa W ONOBELIEHWE JIAL, NPUIVIAIIEHHBIX Ha COBEIIAHUE,
OCYULIECTBIISIETCS] OPraHNU3aLlMOHHBIM OTIEIIOM.



OTBeTCTBEHHBIE 32 OJAMOTOBKY COBELIaHMS HE MO3/HEE, YEM 3a OJUH pabounii 1eHb 10
€ro NnpoBeAeHHs 00€CIEeUMBAIOT MPUIJIAIIEHUE YYAaCTHHKOB, a TAaK)KE OIOBELIEHUE UX IPHU
OTMEHE COBEIIAHUS WM €ro MepeHoce He MEHee YeM 3a OAUH padouuil 1eHb.

Benenue nporokosia CoBeIIaHUs, PErHCTPALMIO, PACCHUIKY M XpAaHEHUE TMOJUTMHHUKOB
CIIyKEOHBIX JTOKYMEHTOB II0 BONpOCAM, CBSI3aHHBIM C XOJIOM peaju3alud IPOTOKOJIOB
COBEIIIAaHUN, CBOEBPEMEHHBIN MOJ00p YKa3aHHBIX JOKYMEHTOB K COBEIIAHUSM U KOHTPOJIb 32
€ro UCIIOJHEHNEM OCYIIECTBIISIET OpraHU3allMOHHBINA OTIEI.

2.3. Komuccun u paboume rpyninbl aIMUHUCTPALUA

2.3.1. B nensx pemieHus BOIPOCOB, OTHECEHHBIX K MOJHOMOYUSAM aJMHHHMCTPALUHU, B
aJIMUHUCTpPALM MOTYT (OPMHUPOBATHCSI KOMUCCUU (IIOCTOSIHHBIE, BPEMEHHBIE) M pabouue
rpynmel (nanee — Komuccus, pabodas rpymma). Kommuccuss m paGodas rpynma SBISIOTCS
pabounMu opraHaM¥ aIMUHUCTPAIIHH.

2.3.2. Komuccusi oOpa3yercs paclopsbKeHHEM aJIMUHHCTpallMM M JeHCTByeT B
COOTBETCTBUH C MOJIOKEHUEM O KOMUCCHHU, YTBEP)KIACHHBIM PACIOPSKEHUEM aIMUHUCTPALIUH.

CocTtaB KOMHCCHM, €€ MpEeJCeAaTelb M CEKpeTapb OMNPENENSIOTCS pPacHopsHKEHHEM
aJIMAHUCTPAIIH.

2.3.3. Pabouas rpymnma co3maercs pactopspKEHUEM aJIMHHHCTPAIUU IS MOATOTOBKHU
NPOEKTOB MYHUIIUIAIFHBIX HOPMATUBHBIX U UHBIX MPABOBBIX aKTOB, a TAKXKE JIJIsl IOJTOTOBKH
WHBIX BOITPOCOB, OTHOCSIIUXCS K TIOJTHOMOYHSIM aIMUHHUCTPAIIHH.

CocraB pabouell TIpynmbel, €€ PpPYKOBOIUTEIb U CEKpeTapb ONpPEIeIsIoTCs
pacropsoKeHUEeM aIMUHHUCTPALINN.

2.3.4. Komuccun u pabouune rpyInsl yIpa3aHIIOTCs paCIOPsHKEHUEM aIMUHUCTPAIIHH.

2.4. OdopmiieHHE MPOTOKOJIOB COBEIIAHNN B AIMUHUCTPALMH

[TpoToKOa - OpraHU3alMOHHO-PACHIOPAAUTEIbHBIN JOKYMEHT, (DUKCUPYIOIUN X0
00CYXXIeHHS BONPOCOB W TIPUHSTHS PEIICHWH HA 3aCE€HaHUAX M COBEIIAHUSIX, MPOBOIUMBIX
JOJDKHOCTHBIMH JIULIAMH, PYKOBOJIUTEISIMU CTPYKTYPHBIX TOJPa3/IeICHUN aJMIUHUCTPALNN U
pabounMu opraHaMu aJMUHUCTpaIK (KOMUCCHUSMHU, COBETAMH U T.JI.).

B mpoTokose coBemanus yKa3bIBalOTCsl KOHKPETHBIE UCTIOHUTENN MTOPYUYEHUN U CPOKH
WX BBHITIOJHEHUS, OIpPEIEICHHBIC TJABOW aIMHUHHCTpanuu. [Ipm OTCYTCTBHM KOHKPETHBIX
yKa3aHU# TJI1aBbl aJIMUHUCTPAIMH IO CPOKY HCIIOJHEHUS MOPYYCHHI B MPOEKTE MPOTOKOJIA
npeuiaraloTcsi Cpokd HMX  BbimoigHeHHs. [locime  yTBepkIeHUsT TNPOTOKONA  IJIaBOM
aJIMAHUCTPAIIH CPOK UCIIOTHEHHS TOPYUEHUS CUUTACTCS 003aTeIbHBIM.

Pemenus, 3adukcupoBaHHblE B NPOTOKOJIAX, MPHUHATHIE B IMpeenax I[OJHOMOYMM
JOJDKHOCTHBIX ~ JIMLl  aJMUHUCTPALUM, SBISIOTCS  OO0SI3aTENbHBIMU  JJIi  MCIIOJIHEHUS
JOJDKHOCTHBIMH JIMIIAMH U COTPYAHUKAMH aMHHUACTPALIUH.

B oTmenpHBIX choydasx MO PEHMICHHWIO TIaBbl aJMUHHCTPAINU PEIICHUS, MPUHATHIC B
XOJI€ COBEILaHUs], MOT'YT ObITh O()OPMIIEHBI B BUJIE TOPYUEHUS TJIaBbl AMMHUCTPALIUY.

Benenue npoTokosioB COBEIIaHUM, perucTpalnio, pacChbUIKy M XpaHEHUE MOIIMHHUKOB
CIIyKEOHBIX JTOKYMEHTOB II0 BONpOCAM, CBSI3aHHBIM C XOJIOM peaju3alud IPOTOKOJIOB
COBEIIIAHUN, CBOEBPEMEHHbBIN MOJ00p YKa3aHHBIX JOKYMEHTOB K COBEIIAHUSM U KOHTPOJIb 32
ero UCIOJHEHUEM OCYIIECTBIISIET OpraHU3allMOHHBIN OTIeI.

Bhimucky U3 IpOTOKONAa ¢ KOHKPETHBIMU HMOPYUYEHHSIMH M CPOKAMH HMX HCIHOJIHEHHUS
HAIPABJISIFOTCS UCTIOJTHUTEIISAM Ha CJIeIYIOUIUI IeHb MOCJIE €ro MOANUCAHUS U PETUCTPALIUH.

ITpoTokonBI HOJTUCBIBAIOTCS COOTBETCTBYIOIINM JOJ>KHOCTHBIM JULIOM
aJIMUHUCTPAIH, MPOBOAMBIIUM (IIPEICEAATEIbCTBYIONIMM) COBEIIAHUE, U JOKHOCTHBIM
JIUIIOM, BEYILIUM ITPOTOKOJL.
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[TpoTokoabl coBemaHuii OQOPMIIIOTCS CIAEAYIONIMM O0pa3oM: OCHOBHAs 4YacTb
IIPOTOKOJIA ACJIUTCS HA pa3zieibl B COOTBETCTBUM C ITyHKTAMH MOBECTKH JHS, KayKIbIM pa3ael
IPOTOKOJIA CTPOUTCS IO (pOpMeE: CIYLIATH - BEICTYIIHIIN - PELLIMIIH.

B mocienHeM NyHKTE yKas3bIBaeTCs JOJDKHOCTHOE JIMLO, Ha KOTOPOE BO3JIAraeTcs
KOHTPOJIb UCIIOJIHEHUS TOPYUYEHUH, 3a()UKCUPOBAHHBIX B TPOTOKOJIE.

B mnporokonax yKa3pIBalOTCSA: HOMEp IIPOTOKOJA, JaTa W MECTO IPOBEACHUS
COBEIIIAHUS, OTMEYAETCs, KTO MPUCYTCTBOBAJ; 3alMCHIBAIOTCS PACCMOTPEHHBIE BOIIPOCHI U
¢damuiuy, BBICTYNMBIIMX MO HUM. XOJ OOCYXICHHS HE 3alKChIBACTCSA, HO OTHAEIBHO IO
KaX/I0My BOIIPOCY KpPaTKO 3aIMCBIBAETCS] KOHCTATUPYIOLIasl 4acTh (COCTOSIHUE 00CYXAaeMOro
BOIPOCA) M TOJIHOCTBIO MOPYYEHUS C YKa3aHHEM JOJDKHOCTHOIO JIMIA, KOTOPOMY JAeTcs
IIOPYYEHUE, a TAK)KE €ro CPOKOB UCIIOJIHEHHUS.

3. MyHHuunajJbHble MPAaBOBbIE AKTHI A/IMHUHUCTPALIMH

3.1. IlpaBoBbIMM aKTamMH aJMUHUCTpAIlMHA SIBJISIOTCS  HW3/1aBaeMble  TJIABOM
aAMUHUCTpAIlMA  WJIM  JIMIOM, HCIOJHSIOIMIMM  €ro  IOJHOMOYHMS, ITOCTaHOBJICHUS
aJIMAHHCTPAIMU IO BOMPOCAM MECTHOTO 3HAYEHUS © BONpPOCaM, CBS3aHHBIM C
OCYIICCTBJIICHHEM TEpPEAAHHBIX TOJHOMOYHH, a TAaKXKe PACIOPSIKCHUS aTIMUHUCTPAIMH I10
BOIIPOCAM OpraHM3alud pabOThl aAMUHUCTPAIUU (J1ajiee — MOCTAHOBIICHHE aIMUHHUCTPAIIUH,
pacropsiKeHUe aIMAHUCTPAINH, MyHUITUTIAIbHBIE TIPABOBHIE aKThI).

3.2. Tlopsaok MOATOTOBKH, OQOPMIIEHHMS M XpaHEHHs] MYHULMIAJIbHBIX IPABOBBIX
aKTOB.

3.2.1. O0mme 1oI0KEHNA

3.2.1.1. ITocTanoBnenus: agmMuHECTpauu opopmirsirores Ha Omankax «llocraHoBieHue

aJIMAHUCTPAIIMM BHYTPUTOPOJICKOTO MYHHIIMIIAIBHOTO OOpa30BaHUS — MYHHUIIMTIAIBHOTO
okpyra TBepckoil B ropoae MocCKBe», pacropsiKeHHs aIMHHHCTpanuu — «PacmopsbkeHue
aJIMHHHCTPAIIUU BHYTPHUTOPOACKOTO MYHHUIIUIAIBHOTO OOpa30BaHUS — MYHHIIUITAILHOTO
okpyra TBepckoii B ropome MockBe» (mamee — Omanku akToB). Ha OnaHkax axToB

pa3MeniaetTcsi repd BHYTPUTOPOJCKOTO MYHHUIIMIAIBHOTO 00pa3oBaHUs — MYHUIIUIAIBHOTO
okpyra TBepckoii B ropoae MockBe (manee — rep0 MyHUIUIAIBLHOTO OKpyra). OmucaHue
omankoB  «IlocraHoBlIeHME  AIMUHUCTPALIMM  BHYTPUTOPOACKOTO  MYHHUIIMIAIBHOTO
0o0pa3oBaHusl — MYHHIIMIIATBLHOTO OKpyra TBepckoil B ropoje MockBe» u «Pacmnopspkenue

aJIMUHUCTPAIIMM BHYTPHUTOPOJICKOTO MYHHIIMIAIBHOTO OOpa30BaHUS — MYHHUIMIAIBHOTO
okpyra TBepckoil B ropoae Mockee» npuBeneHsl B [lpunoxkeHun 2 K HacToAlEMY
Pernamenry.

[Ipy MOArOTOBKE NPOEKTOB MYHUIMMNAJIBHBIX IPABOBBIX AaKTOB OJAaHKM AaKTOB He
npumMensitorcsi. [Ipoekt mpaBoBoro akra odopmisiercs Ha unctoMm Jmcte ¢dopmata A4 c
yKa3aHHEM Ha HEM BHJIa MPABOBOI'0 aKTa, C MOMETKOM B IpaBoM BepxHeM yriry «[TPOEKT».

3.2.1.2. BHeceHue NpPOEKTOB MYHHLHMIAIbHBIX IPAaBOBBIX AKTOB HA PacCMOTPEHHUE
IJIaBbl aJIMUHUCTPALIMM WIM JIMLA, WCIOIHAIOLIETO €ro IOJHOMOYMS, OCYIIECTBISAETCS
PYKOBOAUTEISIMU  CTPYKTYPHBIX TOJPA3JCICHHM B COOTBETCTBUU C PaCHpPEACIICHHEM
00s3aHHOCTEN, MYHULUINAIbHBIMU CITYKalllUMHU, MOJAYMHEHHBIMH HENOCPEACTBEHHO TIJjaBe
aZMMHHUCTpaLUH.

[Ipy BHeceHMM T@pOEKTa MYHHMIMIAIBHOIO IPAaBOBOTO aKTa PYKOBOAMUTEISIMU
CTPYKTYPHBIX TOJpa3feneHuii (QYHKUUS HCIOIHUTENs BO3JIAraeTcsl Ha CTPYKTYpHBIE
noapaszienaeHus (WM COTPYJHHMKOB), HAXOMALIMXCS B MX NOJYMHEHUU, U B KOMIETCHLUU
KOTOPBIX HaXOJUTCSI BHOCUMBIN BOMPOC.
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3.2.1.3. TloaroroBka NpOEKTOB MYHHIMMAIBHBIX IPABOBBIX AKTOB OCYLIECTBISETCA
MYHULUANIAIBHBIMA CITy’KAIlIUMH, BBICTYIIAIOIIMMU B KAUECTBE UCIIOJTHUTEIICH:

- 10 IOPYYEHHUIO TJIaBbl aIMUHUCTPALINH;

- 110 ITIOPYYEHHUIO PYKOBOJIUTENSA CTPYKTYPHOIO IOAPAa3AEICHUs aIMUHUCTPALINY;

- B COOTBETCTBHH C IJIAHOM PaOOTHI.

3.2.1.4. Cpoku TOArOTOBKM MPOEKTOB MYHULHNAIBHBIX IPABOBBIX  aKTOB
YCTaHABJIMBAIOTCA COOTBETCTBEHHO IJIaBOM aJIMMHMCTPALMH WJIU JIMLOM, UCIOJHSIOIIUM €ro
IIOJIHOMOYHSL.

3.2.1.5. Wcnonuutens (Ha JMCTE COIJIACOBAHUS MYHHUIIMIIAJIBLHOTO MPABOBOTO aKTa
pexBusuT « MCITOJIHUTEJIby):
- TOTOBUT NPOEKT MYHHIMIAIBHOTO MPAaBOBOTO aKTa C Y4YETOM TpPeOOBAHHWN HACTOAIIETO
paszena;
- o0ecrnieunBaeT COOTBETCTBUE MPOEKTa MYHHUIIMIIAJIHLHOTO MPABOBOTO aKTa TpeOOBaHUSIM
3akoHogarenbeTBa  Poccmiickoii  ®Denpepanuu,  3aKkoHOAATENbCTBA  ropojaa  MOCKBBHI,
MYHHIUIIAIGHBIX HOPMATHMBHBIX W WHBIX IMPABOBBIX AKTOB, B TOM YHCJE PETYyIUPYIOIINAX
BOITPOCHI ITPOTUBOACHCTBUS KOPPYIILIUH;
- HaIIpaBJIIET IPOEKT MYHULUITAIIBHOTO IIPABOBOTO aKTa HA COTJIAaCOBAHUE;
- obecredyrBaeT pa3MEUICHHE MPOEKTa MYHHUIMIIAJLHOTO HOPMATHBHOTO MPAaBOBOTO aKTa
aAMUHUCTpALMU, TOJJIEXKAIIEr0 HE3aBUCUMOM AHTUKOPPYILIMOHHOM DJKCIEPTU3€, Ha
O(pUIIMAIIBHOM CaliTe BHYTPUTOPOACKOTO MYHHUIIMIAIBHOTO 00pa30BaHUS — MYHUIIUIIAIBHOTO
okpyra TBepckoii B ropome MockBe B HHPOPMAIMOHHO-TEICKOMMYHUKAIIMOHHOW CETH
«MuTepHeT» (Hanmee — opuIMaTbHBIA CAalT) B IEHb HAIIPABJICHUS ITPOCKTA HA COTIIACOBAHMUE;
- OCYULIECTBJISIET COTJIACOBaHHUE MPOEKTa MYHHUIIMIAIBHOIO MPABOBOTO aKTa W J0padaThIBaeT
IIPOEKT MO pe3yJIbTaTaM COIJIACOBAHUS;
- OCYILECTBJISIET CIPABOYHYIO M KOHCYJBTATUBHYIO Pa0OTy MO0 M3JaHHOMY MYHHUIMIAIbHOMY
IIPaBOBOMY aKTy.

3.2.1.6. IIpoekT MyHUIMIAIBHOIO NPAaBOBOIO aKTa O BHECEHWU W3MEHEHMI B paHee
U3JIaHHBI MYHUIIMITATLHBIA TPABOBOM aKT WJIA O €ro OTMEHe (MPU3HAHUU YTPATUBIIUM CUITY)
MOJIFOTABIIMBAETCA MYHULMIAIbHBIMU CITY>KalllUMH, KOTOpbIE MOJITOTOBWIM (MPEACTABUIIN)
MYHUIIANAIBbHBIA MPABOBOM aKT, MOJJICKAIINN HW3MEHEHUIO WM OTMEHEe (MPU3HAHHUIO
yTpaTUBIIUM cuily). B ciyyae OTCYTCTBUSI yKa3aHHBIX MYHHUIMIAIBHBIX CIIyXKal[uX
MYHULANIAJIBHBIA PABOBOM aKT ITOArOTABJIMBACTCSA IO ITOPYYEHUIO IIABBI aIMUHHUCTPALIUU
WM JIMLA, UCTIOJHSOIIETO €r0 MOJTHOMOYMS, MHBIMA MYHULIUTTAJIBHBIMU CITY>KAIllUMH.

3.2.1.7. TloaroToBKy MpOEKTa MYHMIIMIAIBHOTO MPAaBOBOrO aKTa, NPUHUMAEMOIrO0 BO
UCTIOJTHEHUE PeIIeHUs Cy/IeOHOTO OpraHa, Ha OCHOBAaHUH aKTa MPOKYPOPCKOTO pearnpoBaHus,
OCYUIECTBIJISIFOT ~ UCHOJHUTENIM TMPU  MOATOTOBKE  OTMEHSIEMOro  (OIPOTECTOBAHHOIO)
MYHULHUIAJIBHOTO MPAaBOBOrO akTa. B ciydae OTCyTCTBUS yKa3aHHBIX JIMIL MYHMIIMIAIbHBIN
[PABOBOM AKT MOATOTABJIMBACTCS WHBIMA MYHULMNAJIBHBIMHU CIYXAIUMHU [0 TOPYYEHHIO
IJIaBbl AIMUHUCTPALIMHU WIH JINLA, UCTIOIHSIOMIETO €T0 MOJTHOMOYHSL.

3.2.1.8. OTBETCTBEHHOCTh 3a KayeCTBO COCTaBJIEHUS U OQOPMIIEHUS MPOEKTOB
MYHHUILUIIAJIBHBIX IIPABOBBIX AaKTOB, 3a TOYHOCTb HMX COJEPkKAHHUS M NPABUIBHOCTh
COTJIACOBAHMsI BO3JIaraeTcsi Ha UCIIOJIHUTEIICH.

3.2.1.9. Ilpu BHEeCEHUN B MYHUIMNAIbHBIN MPABOBOM aKT 3HAYMUTEIHHOTO KOJWYECTBA
U3MEHEHUI, a TakkKe TMpU HEOJHOKPATHOM UX BHECEHUHU, cleayeT OhOopMIIsTh
MYHULANIAJIBHBIA [IPAaBOBOM AaKT B HOBOM PENAKLUUUA C OJHOBPEMEHHBIM IPU3HAHUEM
YTPaTUBLIMMU CHJIy JAEWCTBYIOLIEIO0 MYHHLIMIAIBHOIO IIPABOBOIO aKTa, a TaKXe TeX
MYHULUNAIBHBIX IPABOBBIX aKTOB, KOTOPHIMU BHOCUJIUCH B HETO U3MEHEHUSI.



3.2.2. OdopmiieHre NPOEKTa MYHUIMIIAJIbHOI0 IPABOBOI0 AKTa

3.2.2.1. 3aronoBOK IpaBOBOTO AKTA.

3aroJ0OBOK MPaBOBOTO aKTa JOJKEH ObITh KPATKUM U COOTBETCTBOBAThH COJAEPIKAHUIO
JOKyMEHTa. 3aroyioBOK HauwHaercs ¢ mpemiora «O» wmm «O6» (0 4eM MyHUIUNATbHBINA
MIPABOBOM aKT).

3aroyioBOK OTAEISAETCS OT MPEIbIAYIIEro PeKBU3UTA MEKCTPOUHBIM UHTEPBAJIOM 24 T,
TOYKA B KOHIIE 3ar0JIOBKA HE CTaBUTCS.

3.2.2.2. TekcT MyHUIIMNIAJIIBHOTO IIPABOBOTO AKTA.

TekcT nomKkeH ObITh KPAaTKUM, CyTh MYHHUIMIAIBHOTO IPABOBOTO aKTa JIOJIKHA OBITH
U3JI0’KEHA YETKO U MCKJII0YaTh BO3MOKHOCTb IBOSIKOTO TOJIKOBAHUSI.

B Tekcte MyHMIUMDANBHOIO IIPAaBOBOIO AaKTa BO3MOXHO NPUMEHEHHE TOJBKO
OOMIETPUHSTHIX WA OPHUIHATHFHO YCTAaHOBIEHHBIX COKPAIICHHH.

Hammcanne HanMEeHOBaHWI OpraHU3aIlii, YUpeKISHUU, MPEANPHUATANA TOJDKHO OBITh
0oHUIIHATIEHBIM.

[Tpu ucnosib30BaHUM COKpAILIEHUH HEOOXOAMMO COOMI0AaTh €AMHO00pas3e B Mpeaenax
OJIHOTO MYHMIIMIIAJILHOTO MPABOBOI0 aKTa.

TekcT nevaraercs ¢ OTCTYIIOM OT 3arojoBKa B 1 cTpoOKy.

Crpoka cocTouT u3 66 nevyaTHbIX 3HAKOB MPU BEPTUKAIBHOM PACIOJIOKEHUU TEKCTA U
104 3HaKOB IIpU TOPU30HTAIBHOM PACTIOJI0KEHUU TEKCTA.

A03a1; HaUMHAETCSl ¢ KPACHOM CTPOKHU, BEJIMYMHA OTCTyIla KOTOPOW He MeHee - 1 cM.
Tekcr nedaraercs ¢ 1,0 MEXCTpPOUHBIM HMHTEpBAJIOM, paspemaercs npumeHenuu 1,5 m 2,0
MHTEpBAJIA.

Bce a0zaipl gOKyMEHTa BBIPAaBHUBAOTCS TaK, YTOOBI CTPOKM HMENIU OJMHAKOBYIO
HIMPHUHY, 33 UCKJIFOUEHHEM MIEPBOM U MOCIIeHEN CTpoK ab3aria.

3.2.2.3. CtpyKTypa TeKCTa MyHUIMIAIBHOTO IPABOBOIO aKTA.

TekcT nMoCTaHOBIEHUS aIMMHUCTPALIUU COJEP/KUT, KaK MPABUIIO0, KOHCTaTUPYIOLLYIO U
IIOCTAHOBJISIOIY0 YacTH, TEKCT pacCHOpsKEHUs AaIMHHHUCTPAlMM — MOTHUBUPOBOYHYIO M
pacnopsauTeNbHy0. Eciu coaep:kaHue paclopspKeHHsT aJMUHUCTPALlMA HE HYXKAAeTcs B
MOSICHEHUSIX, TO MOTUBUPOBOYHAS YaCTh OTCYTCTBYET.

Ccbuika Ha 3aKOHOJATENIbHbIE U HOPMATUBHBIE MPABOBHIE AKThHI, B CBS3H C KOTOPHIMHU
M3J1a€TCSl MyHHMIIMIIAJIBHBIN IPABOBOM aKT, pacnoJiaraeTcsl B 3aBUCUMOCTH OT UX 3HAUUMOCTH.

KoHcTaTupyromass 4acTb MOCTAHOBJIEHMSI AJIMHUHHUCTpAIlMM 3aKAaHUMBAETCA CIOBAMU
aJIMUHUCTpALsl MyHUIMNAIbHOrO OoKpyra TBepckoil B ropone MocCkBe NOCTaHOBISIET» U
JIBOETOYUEM.

MoTHUBUpPOBOYHAS 4YacTb PACHOPSKEHUS AJMUHUCTpPAMM HE HUMEET CIELUaIbHBIX
3aBepLIAIOLIUX CJIOB.

Koncrarupyromast (MOTUBUPOBOYHASI) 4acTh, KaK IMPaBUJIO, HAUMHAeTCs cioBamu «B
nemsx...», «B cBasu...», «/nsa peanuzanuum ... », «B coorBercTBHM ...» W T.J. 3aTEM B
MOBEJIUTEIBHOU (hOpME yKa3bIBAETCS, KOMY KaKue JIEHCTBUS MPEINUCHIBACTCS BBIIIOJHUTD U B
KaKHE CPOKHU.

[TocranoBnstomas (pacnopsaUTENbHAS) YacThb MOYKET COCTOATh W3 IYHKTOB. Jlis
JIeTaTN3aIH TPEINICHIBAEMBIX JCUCTBUIN MyHKTHl MOTYT ACTUTHCS HAa MOIYHKTHI U a03allbl,
ab3aly MoxeT BKIO4aTh B ceds neducbl. Homepa nyHKTOB 0003HaudaroTCs apabCKuMu
nudpaMu 1o NOpSAAKY, HOMEP MOANYHKTa COCTOMT U3 HOMEpa IYHKTa U MOPSIKOBOTO HOMEpa
NOJMYHKTa Yepe3 TOUKY, a03al] IevaTaeTcs ¢ KPacHOW CTPOKH C MPOMUCHOW OYKBBI, TPYTHX
0003HaUeHUI HE UMeeT, Aerc mevaTaeTcs ¢ KpaCHOM CTPOKH M HAYMHAETCS C rpadudecKoro
3HaKa «jaeduc» (-) U CTPOUYHOIN OYKBHI.
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OdopMIIATh IyHKTHI B TIPeAeiax JTOKyMEHTa, MOAMYHKTHI B TIpe/iejiaX OJHOTO IMyHKTa,
neduckl B Ipenenax oAHOro ad3ana cieayeT, €Clid UX KOJIMYECTBO HE MeHee JByX. B KoHIle
KaXXJI0T0 MyHKTa, MOJIMYHKTa, ab3ara cTaBUTCsS TOYKa, B KOHIIE Jneduca - Touka ¢ 3amsaroi, B
KOHIIE TIocTeAHero neduca - Touka.

[IyHKTBI MYyHUIIMTQJIBHBIX TMPABOBBIX AKTOB TPYNIUPYIOTCSA MO WX 3HAYUMOCTHU (OT
Han0oJyiee CYIIECTBEHHBIX BOIPOCOB K BTOPOCTEMEHHBIM) WM B IOCJIEIOBATEIHHOCTH
Pa3BUTHUSL TEMbl MyHUIIUMIIAILHOTO IPABOBOTO AKTA.

[Topydenust (3aganusi) JAIOTCSA C YKa3aHUEM JIOJDKHOCTH M (haMUJIMH MYHHUIIUATIATBHBIX
CITyXallHX.

B Tekcrte monyXKUpHBIM MIPUGTOM MOTYT BBIACTATHCS:

- TOJIHOE HAWMEHOBAHHWE JOJDKHOCTH, (aMHJIUU W WHHIHAIBI MYHHUIIUTATHHBIX
CITY>KallliX, KOTOPBIM JAal0TCS MOPYUCHHUS;

- CPOKH MCTIOJTHEHUS;

- u@pbl O TEKCTY (CYMMBI BBIIEISEMBIX CPEICTB, IJIOMIAAh 3€MEIBHOTO Y4YacTKa U
T.J.);

- (amunus, WHUIMATBI JOJDKHOCTHOTO JIMIIA, Ha KOTOPOE BO3JIOKEH KOHTPOJb 3a
BBITIOJIHEHUEM ITPAaBOBOI'O aKTa;

- MOJIHO€ HAUMEHOBAHWE JIOJDKHOCTH, WHUIMANBI U (aMuIusl JOHKHOCTHOTO JIWIIA,
MOIKCHIBAIOIIETO MYHUITUIIAJIbHBIN PABOBOM AKT.

3.2.2.4. TlpunoxxeHusi K MyHULIMTIATLHOMY [IPABOBOMY aKTYy.

3.2.2.4.1. llpunoxeHuss K MyHULUIIAJIbHOMY IPaBOBOMY aKTy SIBIISIFOTCS €ro
HEOTBHEMIIEMOM YaACTHIO.

[TpunoxkeHUsIMM K MYHUIUIATbHBIM TPABOBBIM aKTaM MOTYT OBITh IOJOXKEHUS,
periaMeHThl, IEPEeYHH, TA0IHUIIbI, 00pa3Ibl TOKYMEHTOB, CXEMbI U T.II.

[Ipn HaNMMuUMKM HECKOJBKUX MPUIOKEHHM HUX HyMmepyroT. 3Hak Homepa (Ne) mepen
MOPSIIKOBBIMU HOMEpaMU MPUIIOKEHUM HE CTaBUTCHL.

HymMmepanus ctpanuil OpHIOKEHUN MPOU3BOAUTCS OTIAEIBHO OT HyMEpaluu CTpPaHUIL
TEKCTa MyHUIIUIIAJILHOTO TPAaBOBOIO aKTa.

Kaxxnoe npunoxxeHrne MMeeT CaMOCTOSITEIbHYI0 HyMEpaIlMi0 CTPaHuUIl, HAYMHAIOIIYIOCS
CO BTOpOU cTpaHullbl. Homepa cTpaHull MpOCTaBISIOTCS B CEPEANHE HUMKHETO OIS JINCTA (Kak
MIPU BEPTUKAJIIBHOM, TaK U MPU TOPU3OHTAIIBHOM PACIIONI0KEHUH TEKCTA).

Ha3BaHue npuioxeHusi JOIKHO COOTBETCTBOBATh HA3BaHUIO, IPUBEICHHOMY B TEKCTE
MYHHIIMIAIBHOTO TPABOBOTO aKTa.

B BepxHeM mpaBoM yrily MepBOW CTpaHUIILI MPHIIOKEHHs yKa3biBaeTcs: «lIpuioxkenue
(MOpSAOKOBBIM HOMEP TPU HAJIUYUM HECKOJbKUX MPWIOKEHUNM) K PacrnopsHKEHUIO
(TTOCTAaHOBJICHHUIO) AJMUHUCTPAIIMA BHYTPUTOPOJCKOTO MYHHIIMIAILHOTO 00pa3oBaHUS —
MYHHIIMTIAILHOTO okpyra TBepckoit B ropoje Mockse ot Ne ».

Texer mpuiiokeHUss MOXKET ObITh OodopmiieH B Buie TaOnuibl. ['padbl U CTpOKH
TaONMUIBI  JIOJDKHBl HMETh 3arojIOBKH, BBIPQXKEHHBIE WMEHEM CYIIECTBUTEIbHBIM B
MMEHUTEIIbHOM Tajiexe. Ecnu Tabnuia 3aHuMaer 0ojiee OJHOW CTPaHHIIBI, IIaNKa TaOIHIIbI
JOJKHA MMETh CTPOKY C HU(PPOBBIM 00O3HAYEHHEM KaxaoW Tpadbl, 3Ta CTpoKa JIOJDKHA
MOBTOPSITHCS Jajiee BBEPXY KaXJI0W CTPAHULIBI.

PyOpukanust CTPpYyKTYpHBIX D3JIEMEHTOB B TPWIOKEHMH K TPABOBOMY aKTy
NpearnovYTUTEIbHA Ta K€, YTO U B TEKCTE MPABOBOTO akTa (IyHKTHI, MOJMYHKTHI, a03allbl,
neducel). B mpunoxeHunsax OombmUX O0OBEMOB, CIOXKHBIX IO CTPYKType (KOHLIETIIUH,
MPOrpaMMBbI U T.11.), JOMYCKAETCs WHAsI HyMEpalus CTPYKTYPHBIX 3JIEMEHTOB.
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B crmyuae ecnu mpuinokenre oOpMIIEHO B BHUJIE TAaONHIBI, HyMEpalus CTPYKTYPHBIX
AJIEMEHTOB (IyHKTBI, CTPOKH) 00s3aTesbHA. B OOJBIINX, CIOKHBIX MO CTPYKTYpe TaOIMIax
IPEANOYTUTEIbHA CAMOCTOSTENIbHAS HyMEPALHS CTPYKTYPHBIX 3JIEMEHTOB Ka)0r0 pa3/ea.

3.2.2.4.2. llpunoxeHue K MYHHULIMIAIBHOMY IIPaBOBOMY akTy MOXKET HMETh
NPUIOKEHUE U SABIISETCS €r0 HEOThEMIIEMON YacThlO.

IIpy HanMUMKM HECKOJIBKMX HPWIOKEHHM HX HyMepyroT. Hymepanus crpanun
NPWIOKEHUH MPOJOIIKAETCS HyMEpalMed CTpaHUL TEKCTa MPUWIOKEHUS K MyHULUIIATbHOMY
IIPAaBOBOMY aKTy (HOMEpa CTpaHUIl IPOCTABISAIOTCS B CEPEAMHE HUKHETO IOJIS JIMCTA (KaK MpH
BEPTUKAJILHOM, TaK U IIPU TOPU30HTAIBHOM PACIIOJIOKEHUH TEKCTA)).

B BepxHEM npaBOM yIily NEPBOM CTPAaHULbI IPUIOKEHUs yKasbiBaeTcs: «lIpuinoxkenue
(MOpsAAKOBBIM HOMEpP MpU HAIMYMM HECKOJIbKUX mpuioxeHuil) k llopsaky (mosoxenwuro,
pErjJamMeHTy U T.J1.)».

HazBanue npuioxeHus O0JKHO COOTBETCTBOBATH HA3BAaHUIO NPUBEIEHHOMY B TEKCTE
IPWIOKEHHS K MyHULIUIIAJIbHOMY ITPAaBOBOMY aKTy.

3.2.2.5. O6s3arenpHble MyHKTHI MPOEKTAa MyHUIIMIIAJILHOTO IPABOBOIO aKTa.

MyHuIManbHbIe PAaBOBbIE aKThI JOJKHBI COJIEPHKATh:

- TIOJIHbIE HAMMEHOBAHMS JOJDKHOCTEH, (aMHIMU M WHUIHMAIB MYHUIUIAIBHBIX
CITyXKalllUX;

- CPOKHU HUCTIOJIHEHUS ITIOPYYECHHUI;

- yKa3aHHe O MPU3HAHUU YTPATUBIIMMU CUIY MYHULHMIAJIBHBIX IIPABOBBIX AKTOB, MO0
UX OTJENbHBIX TyHKTOB, €CJIM BHOBb M3/1aBAEMbII MyHHUIMIIAIIbHBIN TPAaBOBOM aKT MCKIIIOYAET
JICWCTBUE paHEE MPUHATHIX;

- YKa3aHHE O CHATHUU C KOHTPOJS MYHHIMIIAJBHOIO IPAaBOBOTO aKTa B CIy4yae €ro
BBINOJIHEHUS JINOO MPUHATHUSA (U3/1aHUs) HOBOTO B3aMEH paHee MPUHATOIO;

- IOPYYEHHS O KOHTPOJIE 3 BHINOJIHEHUEM JIAHHOTO MYHHIIMIIAJILHOTO MPAaBOBOI'0 aKTa.

3.2.2.6. IlopyueHust 0 KOHTPOJIE 32 BHIMOJIHEHUEM MYHULIUIIAIBHOTO MPABOBOIO aKTa.

KOHTpOsb 3a BBIIIOJHEHHEM MYHHUILMIIAJBHOIO IPAaBOBOIO aKTa BO3JIAraeTcs, MOMKET
BO3JIaraThCs HA PyKOBOJAMUTENEH CTPYKTYPHBIX MOAPA3AEIECHUMN, KOTOPBIE NPEACTABUIN POEKT
MYHUIIMIAIBHOTO IMPAaBOBOI'O aKTa HA pAacCMOTPEHUE TIJaBe aJMUHUCTPALMU WIH JIMLA,
HCIOJIHSIOIIETO €ro MOJIHOMOYHS, B COOTBETCTBUHU C paclpesielieHneM 00s13aHHOCTEH.

['maBa aAMMHHMCTpALUU UJIU JIMLO, UCIIOJIHSIOIIEE €r0 MOJTHOMOYHSI, MOKET BO3JIOKHUTh
KOHTPOJIb 32 BBIIIOJIHEHUEM Ha ceOsl.

[Ipy BHECEHMM B MYHHUIMNAIBHBIA IMPABOBOM AKT W3MEHEHHH, KOHTPOJb 3a €ro
BBIIIOJIHEHUEM BO3JIAraeTcsi Ha MYHULHUIAIBHOTO CIY’KallEro, OCYIIECTBISAIOMEr0 KOHTPOJIb
3a BBINIOJIHEHUEM YTBEPKACHHOIO PaHEE MYHULIUIIAIBLHOTO IPABOBOI'0 aKTa.

3.2.2.7. IIlyHKTBl O XO/€ BBINOJHEHHUS paHEEe MPHUHATHIX MYHULUNAIbHBIX MPABOBBIX
aKTOB.

B npoekrax MyHMIMIIAJBHBIX MIPABOBBIX aKTOB O XOJI€ BBIIIOJIHEHUS paHEe MPHUHIATBIX
MYHHUIMIAIBHBIX TPABOBBIX aKTOB, B CJlydae HEBBINOJIHEHUS COAEpXKAIIMXCA B HHX
MOPYYEHUM, YKa3bIBAIOTCSA MPUYUHBI CPbIBA 3aJJaHUH, JUIa, BUHOBHBIE B ATOM, IIPUMEHSIEMbIE
K HAM B YCTaHOBJICHHOM HOPSAJKE MEPbl JUCLHUIUIMHAPHOW U MaTepUaJIbHON OTBETCTBEHHOCTH,
a TaK)Ke HOBBIE CPOKH BBINIOJIHEHUS IOPYUYEHUH.

K mnpoektam TakMx MYHHUIMIAJIBHBIX MPABOBBIX AaKTOB IIpUJlaraercs crpaBka 3a
NOJAINHKCHIO JIMIIA, BHOCHBILETO IPOEKT MYHHLHMIIAJIBHOIO IIPABOBOIO aKTa, € YKAa3aHUEM
NPUYUH HEBBITIOJHEHUS M OOOCHOBAHHWEM HEOOXOAMMOCTH MPOJJICHHUS CPOKOB HCIIOTHEHHS
MYHHIIMIAIBHOTO IPABOBOIO aKTa.

3.2.2.8. CtpykTrypa u opopMiIeHHE JTUCTa COTIACOBAHUS.
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K kaxxaoMy mpoekTy MyHHUIMIAJIBHOIO MPAaBOBOIO aKTa (3a MCKIIOYEHUEM KaJpPOBBIX
JIOKYMEHTOB) HCIOJIHUTENb 3aIOJIHSAET JUCT COIJIACOBAaHUS, KOTOpBIM IeyaTaeTcss Ha
00OpOTHOI CTOPOHE MOCJEIHEro JUCTa MPOEKTa MyHHUIMIIAILHOIO paBoBoro akra. O0pasen
JMUCTa corjlacoBaHus npuseneH B [Ipunoxenue 3 k HacToseMy PernmameHty.

PexBU3UTHI IMCTa COTIIACOBAHMS:

- UCITOJIHUTEJIb;

- [IPOEKT COI'ACOBAH;

- Pazocnars.

Bce pexBusutbl (kpome «Pa3zocnaTh») meuyataroTcs MOPOMUCHBIMH OyKBaMU B
MMEHUTEIBHOM MaJeKe.

PexBuzut « ACIIOJIHUTEJIby:

— YKa3bIBaeTCs OJDKHOCTh, WHUIMANBI, (amMuiius ¥ HOMep TeledoHa KOHKPETHOTO
MYHHIIMTIAIBHOTO CIIYXAaIllero, MOATOTOBUBIIIETO MPOEKT MYHHUIIUIIAILHOTO MPABOBOTO aKTa.

PexBusut «IIPOEKT COI'TACOBAH»:

- YKa3blBaIOTCS JOJDKHOCTH, MHHULMAIBI U (aMUIMM PYKOBOJIUTENEH CTPYKTYPHBIX
MOAPa3ACICHUH, FOPUCKOHCYIIbTA (YKa3aHHBIMHU B TEKCTE B KAUECTBE UCTIOTHUTENEH (KOTOPHIM
JTAOTCSI IOPYYEHUS ).

Buza um narta cormacoBaHUS, TMPOCTABISETCS CHHUMU YEPHWIAMH JUISI OTJIMYUS
MOJIJTMHHUKA OT KOIIHH.

CHucok MOJKHOCTHBIX JIMII, COTJIACOBBIBAIOIIUX MPOEKT MYHUIIMMAIBLHOTO MPaBOBOTO
aKTa, ONpPEAEIAETCS B KAKJIOM KOHKPETHOM CIIy4ae OTBETCTBEHHBIM MCIIOJHUTEIIEM.

PexBuzut «Pazocnars»:

- B CIIUCOK PACChUIKM BKJIIOYAIOTCS MYHHUIIMIIAJIBHBIE CIIy)Kalllie, KOTOpbIE HAa3BaHbI B
MYHHIIUTIAIILHOM MTPABOBOM aKTE B KQU€CTBE MCIIOIHUTENEH WIH 00s13aHbl PYKOBOJICTBOBATHCS
JAHHBIM MYHMIMIAJIBHBIM [IPAaBOBBIM aKTOM B CBOEH padoTe, a TakKe KOHTPOJIUPOBATh €ro
BbINIOJIHEHUE. DaMWIINK TOJKHOCTHBIX JIMIL TIEYaTaloTcs B JaTeNIbHOM Majexe. B Tom ciyyae,
KOTJa ajpecaTy JOJDKHO OBITh OTIPAaBJICHO 0OJee OJHOr0 3K3EMIUIpa, JIENaeTcsl MOMeTKa C
yKa3aHHEeM KOJIMYECTBa IK3EMIUIIPOB. B cilydae Hanuuus MpUIIOKEHUN K MYHUIIUTIATHBHOMY
NPaBOBOMY AakTy, HampaBlsieMbIX HE BO BCe ajpeca, CieayeT chaeaaTh IOMETKYy «0e3
MPWIOKEHUSD, JIMOO yKa3aTh KaKOe U3 MPHIIOKEHHUI HarpaBisieTcs.

OTBETCTBEHHOCTH 3a PABUIBHOCTD U MTOJIHOTY CIIMCKA PACCBHIIKUA HECET UCIIOIHUTEIb.

3.2.3. Ilopsinok coriacoBaHMs NPOEKTa MYHUIIUNIAJIBHOIO MPABOBOI0 AKTA

3.2.3.1. TlpencraBieHue NpoeKkTa MyHUIUMIIATHLHOIO MPAaBOBOIO aKTa HA COTJIACOBAHHE
(KpoMme KaapoBBIX JOKYMEHTOB).

[TpoeKT MyHHUIIMTIIATBHOIO [TPABOBOr'0 AKTA MOJUIEKUT COTIACOBAHHUIO.

[IpoeKT MyHUIMIAIBHOIO IPABOBOIO AaKTa BU3HUPYETCS HCIOJIHHUTEIEM Ha JIMCTE
COTJIaCOBAHMSI, 3aTEM PACCHLIAETCS UCTIOJHUTENIEM Ha COTJIaCOBAHHUE.

CormacoBanue NpPOEKTa MYHHUIUIAIBHOTO MPAaBOBOIO aKTa OPUCKOHCYJIHTOM
aJIMMHHUCTPALMH OCYIIECTBIISETCS MOCIIE OMYyUYEHUs BCEX COTIACOBAHUM.

3.2.3.2. OTBETCTBEHHOCTh 34  CBOEBPEMEHHOCTb  MPEJCTABICHHUS  NIPOEKTa
MYHUIHUINAIBHOTO MPABOBOr'0 AKTa HA COTJIACOBAHUE BO3JIaraeTcsi Ha UCIOJHUTETIS.

OH Ke HeceT OTBETCTBEHHOCTh 3a CBOEBPEMEHHYIO pacChbUIKy IPOEKTa
MYHHUIIMIAIBHOTO  MPAaBOBOTO aKTa Ha corjacoBaHue. B memsix yckopeHusi mporecca
COTJIaCOBAHMSI MCHOJHUTENIb MOXET PacChUIaTh MPOEKT MYHHUIIMMAIBLHOTO MPaBOBOTO aKTa
napajuiesIbHO, T.€. HAPABIIATh IPOEKT OAHOBPEMEHHO HECKOJIBKUM COTJIACYIOIIHM.

[TpoeKT MyHUIIMIIAIIBHOT'O IIPABOBOIO AKTAa HAIPABIISIETCS HA COIVIACOBAHHUE BMECTE C
JIOKyMEHTOM, HAa OCHOBAaHMHM KOTOpPOTO TMOATOTOBJIICH JAaHHBIA MPOEKT (MOpydeHHe Ha
MOJITOTOBKY JIOKYMEHTA).
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3.2.3.3. Cpoxku corjacoBaHHs MPOEKTa MyHHUIIMIIAILHOTO IIPaBOBOIO aKTa.

Cpok paccMOTpeHHsI TPOEKTa MyHHUIIUITATFHOTO TPAaBOBOTO aKTa, MPEICTABICHHOTO Ha
COIJIacOBaHME, HE JOJDKEH IMPEBBIIATh TpeX pabodyux JHEH cO JHS MOCTYIUICHUsS] IMPOEeKTa K
COIJIaCyIOIEMY.

B cnyuae HempeacTaBaeHHs NCTIOHUATENIO COTJIACYIOINM WH(POPMAIUH O pe3yJIbTaTax
pPaccMOTpEHUs MTPOEKTa MYHHIIUIIAIBHOTO TIPABOBOTO aKTa B YKa3aHHBIA CPOK, MCIIOJHUTEIh
oopmisieT B MPOU3BOJIBHOM (opMe 3amuCKy Ha WMS TJIaBbl aIMUHHUCTpAIMM WM JIUIA,
UCTIOJHSIOMIETO €ro TIOJHOMOYHS, O HECOOMIOJEHHH CpOKa COTJIACOBaHMs. 3amucKa
HoAmMchIBaeTCs ucnonHureneM. Ha mucre ogopmienus nenaercsa Hagnmuchk: «CormacoBaHue
HE MOJYYCHOY.

CornacoBanue OEHCTBUTEIHHO B TEUCHHE OJHOTO MECSAIIA.

B ciyqae HE0OX0AMMOCTH TIPOJIEHHSI CPOKA COTIIACOBAHMS HCIIOTHUTENh OOpamiaercs
K COIJIacyIoUleMy ¢ Mpoch0Oil MOATBEpAMTH COTJIACOBAaHHME, T.. TPOBOAUT TOBTOPHOE
COIJIaCOBaHHUE.

[Ipy TOBTOPHOM TpPENCTAaBICHWHM HA COTJIACOBAHHE TPOCKTa MYHHUIUIAIHLHOTO
NPaBOBOTO aKTa, JOPA0OTaHHOTO MO 3aMEUYaHHsIM COTJACYIONINX, COTJIACOBAHWE HE JOJDKHO
HPEBBIIIATE OJHOTO PabOyero JH4.

3.2.3.4. OdopmiieHne coraacoBaHUs MPOEKTa MyHHUIIUIIATHHOTO IIPABOBOTO aKTa.

CornacoBaHue OCYIIECTBISCTCS MyTEM BH3WPOBAHMSA: Ha JIUCTE COTJIACOBaHUS
yKa3bIBAIOTCSl  JAOJDKHOCTb, HMHHUIMANBL, (aMUIus, TOAMHUCh JOJDKHOCTHOTO — JIHIIA,
COTJIACYIOIIETr0 MPOEKT, U AaTa COTJIACOBAHMUS.

[IpaBo  cormacoBaHWsi TMPOEKTa MYHHIMIAIHHOIO MPABOBOTO  aKTa  HMMEIOT
MYHUIMIATGHBIA CITy>Kallliii, yIMOJTHOMOYEHHBIH PAaCHOPsDKEHHEM TJIaBbl aJMHHHUCTPAIIHY,
PYKOBOJHTENN CTPYKTYPHBIX MOAPa3ACICHNN, MyHHIIUTIAIBHBIE CITyKalllie, HEMOCPEACTBEHHO
NOJYMHEHHBIC TJIaBE€ AJMHHUCTPAllMU WM JIMIA, HCIONHAIIME HX o0s3aHHOCTH. Bu3a
3aMEMIAOIIEro JINIA ISHCTBYET Ha BPEMS BO3JIOXKEHHUS 00S3aHHOCTEH PyKOBOIUTEIIS.

[Tpu HEOOXOAMMOCTH COTJIACOBAHUS MPOEKTA C OOJBIINM KOJUYECTBOM COIJIACYIOIIUX,
JIMCT COTJIACOBaHMSI MOXKET UMETh MPoJobKeHne. Ha drctom nucTe cBepXy Jienaercss HalucCh:
«[Ipomomxenne JmcTa COTJIACOBAHUS MpoeKTa MIOCTAHOBJICHHUSI
(pacniopspxenust anMuHUCTparum) «O... (3aroJ0BOK MyHUIIMTIAIIEHOTO TPABOBOTO aKTa)».

3.2.3.5. Odopmiienne pazHoriacuil K IpOeKTy MyHHIIUIIATBHOTO MPAaBOBOTO AKTa.

B cnyvae Hanmuuus OAHO3HAYHBIX, HEOONBIIMX TO O0BEMY 3aMEYaHUN MO MPOCKTY
MPaBOBOTO aKTa 3aMEYaHMs yKa3bIBAIOTCS B TEKCTE MPOEKTa (Ha JIIoOOM CBOOOIHOM MecTe), a
Ha JINCTE COTJIACOBAHUS PSAAOM C MOJMHCHIO YKA3bIBACTCS: «C 3aMEYAHUSAMHU I10 MTyHKTY...».

Ecnu 3amedanusi 3HaYMTENbHBI 1O O0BEMY WM TpeOYIOT MOSICHEHUH, 3aMedaHus
M3JIaraloTCcsl Ha OTAEITHHOM JIMCTE, a Ha JIUCTE COTIACOBAHUS PAIOM C MOAIMMCHIO YKA3bIBACTCS:
«C 3aMEYaHUSAMU. 3aMeYaHus IPUIaraoTCs».

Ecnu 3aMedyanus HOCAT NPUHIMNHMAIBHBINA XapakTep, U COTJIACYIOUIUM ¢ UCIIOJHUTENIEM
UMEIOT Pa3IMYHbIC TOYKH 3PEHHSI, 0QOPMIISIETCS JTUCT PAa3HOTIACHH, a Ha JINCTE COTJIACOBAHUS
yKa3blBaeTca: «JIMCT paszHorinacuid mnpwiaraercs». JIuct pasHoriacuii mOANMCHIBACTCA
UCTIOJHUTEJIEM Ha PACCMOTPEHHUE TJIaBe aJIMUHUCTPALIUH.

3.2.3.6. [loBTOpHOE COIIacOBaHME NPOEKTa MyHUIMIIAIIBHOIO IIPABOBOTO aKTa.

BHeceHne B TPOEKT MYyHHIMIIATHHOTO TMPABOBOTO aKTa HE3HAYHMTEIbHBIX, HE
MEHSIONINX CYyTH aKTa M3MEHEHHI, He BJICUET 32 COO0I MOBTOPHOTO BH3MPOBaHUs. B naHHOM
Cllydae WCHOJHHUTEIbh JOJDKEH COTJacoBaTh MPOEKT MYHHUIMMAIBLHOTO IPABOBOTO akKTa C
JIMIIOM, BHECIINM 3aMEUYaHuMsl, FOPUCKOHCYJIHTOM aIMHHHUCTPALINH.

[lpyn mosiBeHMM 3aMeyYaHWW, WMEIOIIUX NPUHIUIUATBLHOE 3HAYCHHE, HCIIOIHUTEND
JIOJDKEH 3aHOBO COIJIACOBATh MPOEKT CO BCEMU corjiacyromumu. OTBETCTBEHHOCTD 3a pelleHUe
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0 IeNecoO0pa3sHOCTH WM  HEMeJIeCOOOpPa3HOCTH IMOBTOPHOTO  COTJIACOBAHHUS  HECET
HUCITOJTHUTEb.

3.2.3.7 lopaboTKa MpOEKTa MyHHUIIUITAIIBHOTO IPABOBOT'0 aKTa MOCJE COrIacCOBaHUS.

JlopaboTka  MpoOEKTa  MYHHUIMIIAIBHOTO  IMPABOBOTO  aKTa  OCYIIECTBISETCS
WCIIOJIHUTEJIEM B TEYEHUE [JIBYX JHEH IIOCIE COIIaCOBAHUS BCEMH COTJIACYIOIIUMH.
OTBETCTBEHHOCTh 3a COOTBETCTBME BHECEHHBIX M3MEHEHHU B €AUHBIA DK3EMIUISIP MPOEKTa
MYHHIMIIAJIGHOTO [PAaBOBOIO akKTa II0 JONOJHEHHUSIM M 3aMEYaHUSIM  COIJIACyIOLIMX
BO3JIaraeTcs Ha UCIIOJIHUTEIS.

KoHTpoJib COOTBETCTBUS MPOEKTA MYHUIIMITAIIBHOTO MPABOBOI'0 aKTa 3aKOHOAATEIbCTBY
Poccuiickoit ®enepanuun, ropoaa MOCKBbB, MYHUUMNAJIbHBIM HOPMATUBHBIM W HHBIM
MPaBOBBIM aKTaM, TpeOOBaHUSM HACTOsIIIEro PerimamenTa Bo3jiaraeTcs Ha UCTIOJTHUTEIS.

3.2.4. FOpUCKOHCYJIBT aIMUHUCTPALIUU TIPOBEPSIET:

- COOTBETCTBHE MPEJICTABICHHOTO MPOEKTa MyHUIUTIAJILHOTO MPaBOBOTO
aKkTa 3akoHojarenbCcTBy Poccuiickon ®enepaunu, r1opoaa MOCKBbI, MYHUIHMNAIbHBIM
HOPMAaTHBHBIM M WHBIM NPaBOBbIM aKTaM, B TOM YHCJE PETyJIUPYIOMHUX BOMPOCHI
MPOTUBOJICUCTBUS KOPPYIILHUH;

- YETKOCTh M OJHO3HAYHOCTH TOJIKOBAHUS (hOPMYITHPOBOK;

- HaJgMyuMe B TEKCTE CCBUIOK Ha 3aKoHOJaTelbcTBO Poccuiickont Penepannu,
3aKOHOJIaTeJIbCTBO TopoJia MOCKBbI, MyHUIIMITAIbHBIE HOPMATHUBHBIE U MHBIE PABOBBIE AKThI C
TOYHBIM YKa3aHUEM HX JIaThl, HOMEpA U Ha3BaHUSI;

- HAJIMYWE NMPU HEOOXOAMMOCTH ITYHKTOB 00 OTMEHE WJIU U3MEHEHHUH pPaHee MPHUHSITOrO
MYHUIMIIAIGHOTO TIPABOBOTO aKTa, O(OpMIICEHHWE MOMINUCH, HAIMYHME BCEX HEOOXOIUMBIX
COTJIACOBAHMM (IMMPAaBOMOYHOCTH COTJIACOBABIIET0, CPOK JCHCTBUSI COTJIAaCOBaHUA);

FOpuckoHCyIbT aAMUHUCTpALMSI TPOBOJAUT AHTUKOPPYNIMOHHYIO AKCIIEPTUZY
MMPOEKTOB MYHHUIIMITIAJBbHBIX HOPMATHUBHBIX MTPABOBBIX AKTOB aAMUHHCTPALMA B COOTBETCTBUHU
¢ IlopssakoM mpoBEICHUST AHTUKOPPYIIMOHHON SKCIEPTU3bl MYHHUIUIIATBHBIX HOPMATHUBHBIX
MPABOBBIX AKTOB M NPOEKTOB MYHUIMIIAIBHBIX HOPMATHUBHBIX MPABOBBIX aKTOB
aIMUHUCTpPALINH.

3.2.5. 'maBHBIN cienUaIuCcT OPraHU3allMOHHOTO OTAENa MPOBEPSET:

- TPaBUWIBHOCTh HCIIOJIB30BaHMs OJIaHKA, HAJUYHE 3arojioBKa, €ro COOTBETCTBHUE
COJICP’KAHUIO TEKCTa, COOTHOILIEHHWE Pa3MEPOB KOHCTATUPYIOIIEH (MOTUBUPOBOYHOMN) H
MOCTAHOBIISIOUIEH (pacTOpAIUTENBHON) YacTeil, CTPYKTypy TEKCTa, Haln4ue 00sA3aTeIbHBIX
MYHKTOB O KOHTPOJIE, HAJW4YHU€ CCHUIOK U NPUIOKEHUW, MNPABUIBHOCTh YKa3aHUS
HAaMMEHOBAHUN MYHUIIMIAIBHBIX YUYPEKICHUHN, TOKHOCTEH ITOJDKHOCTHBIX JIWI, HAJU4yue
NPWIOKCHUA W TPABWIBHOCTh WX OQOPMIICHUS, HAJIW4YME JIMCTA COTJIACOBAHMS, CITHUCOK
PaCChUIKH;

- KOMIUIEKTHOCTh MPEACTABICHHBIX IOKYMEHTOB.

3.2.6. [IpoeKT MyHUIIUIIAILHOTO MTPABOBOTO aKTa, MPEACTABICHHBIN C OTCTYIIJIEHUEM OT
YCTAHOBJICHHBIX HACTOSIIIMM pa3/esioM TpeOOoBaHUN, B TEUEHHUE TPEX MIHEH MOMJICKUT
BO3BpAaTy C YKa3aHUEM 3aMECUAHUH.

3.2.7. llopsinok npeAcCTaBI€HUS MPOEKTAa MYHUIUIAIBHOIO IPaBOBOIO aKTa s
PacCMOTPEHUS U YTBEPKACHUS.

PelieHue 0 TOTOBHOCTH MPOEKTa MYHUILIMIAIBHOIO MPAaBOBOI'0 aKTa K MPEJICTABICHUIO
Ha MOJIMKUCH TPUHUMAET UCTIOJHUTEb.

[ToanurcanHbI WM OTKIIOHCHHBIN TJIABOM aJIMUHUCTPALIMU WIIH JIULOM, HCTIOJHSIOIIUM
€ro MOJHOMOYHSI, MyHULIUIAIbHBIN TPABOBOM aKT MOCTYMNAET B OPraHU3alMOHHBIA OTIE].

3.2.8. JlopaboTka MpoeKkTa MyHHUIUIIAILHOTO MPABOBOTO aKTa MOCJIE PACCMOTPEHHS €T0
IJIaBOM aIMUHUCTPALIMM WJIH JIMIIOM, UCTIOJHSIOUIAM €T0 MOJTHOMOYHS.
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MyHMIMIIANBHBIN TPaBOBOM aKT C 3aMEYaHUSIMU TJIaBbl aJMUHHUCTpPALMU WM JIMLA,
MCIIOJIHSAIOIIETO €r0 MOJHOMOYHS, J10padaThIBAETCSI UCIOJHUTEIEM C YYETOM BBICKA3aHHBIX
3aMEYaHUN U JIOTIOJIHEHUH B CPOK, HE MPEBBIIAIONIUI JABYX pabouyuX THEH, KpoMme Cllyyaes,
KOI'Zla TJIaBOM aJMUHHUCTPALMM WM JIMLIOM, UCIHOJHSIOIIKMM €ro IOJHOMOYHS, YCTaHOBJIEH
MHOU CPOK.

[Tocne mopaGOTKM MPOEKT MYHUIMIIAJLHOTO TMPABOBOTO akTa JOJKEH ObITh
3aBU3UPOBAH HCHOJHUTENEM. [IpOEKT MyHMIIMIAIBHOIO IPABOBOIO aKTa, IOANMCAHHBIN
[JIaBOM aJMUHHUCTPALMU WM JIMIIOM, HCIOJHSIOUIMM €ro IOJIHOMOYMS, IOcie AOpPabOTKH,
MOCTYNAET OPraHU3aLMOHHBIN OTEIL.

3.2.9. Ilognucanue MyHHUIIMIIAILHOTO TPABOBOT'O aKTa.

MyHHMIMIIaNbHbIE TPAaBOBbIE AKTHl IMOANMCHIBAET IJIaBa aJAMMHHUCTPALUU WIHM JIMILIO,
VCIIOJIHSIOILIEE €r0 MOJIHOMOYHSI.

B cnyuae, xorja MyHUIUMIAIbHBINA MPAaBOBOW aKT MOANKMCAH JULOM, HUCIOJHSIOIINM
MOJTHOMOYHSL TIJIaBbl aJMUHUCTPAILMM PEKBU3UT «IOAIHUCH» OQOPMIIIETCS CIIEAYIOLIUM
oOpazom: «lVcnonHsOMUN MOTHOMOYHS TJaBbl aJAMMHHUCTPALMM MYHHUIMIAIBHOTO OKpyra
TBepckoil B ropoge MockBe» U Aajiee yKa3bIBalOTCS €ro MHULKAIBI U (haMUIIHS.

3.3. Perucrpanus, paccblika U (pOpMHUPOBAHME eI MYHHIUNAJBHBIX NPABOBBIX
aKTOB.

3.3.1. MyHunumnanpHble NPABOBBIE aKThl IOCIE€ WX IOAINMCAHUS MEPENArOTCs B
OpraHU3allMOHHBIA OTNIEJ HAa UX PETUCTPALUI0, 0QOPMIIEHUE M PACCBUIKY COTJIACHO CIHUCKY
PacChUIKU B JBYXIHEBHBIN CPOK.

MyHHMIMIaNbHBIE TPABOBBIE aKThl MO KaJpPOBBIM BOINPOCAM MOCIE HX MHOANUCAHUSA
NepealoTcs MYHUIMIAIBHOMY CIYy’KallleMy, Ha KOTOPOrO BO3JIOKEHBI OO0S3aHHOCTH 10
BEJICHUIO KaJI[POB, KOTOPHIN 0POPMIISIET UX B ABYXJHEBHBIN CPOK.

Brecenne kakux-1100 MCTIpaBICHNN B MOANMCAHHBIE MYHULIMTIAIBHBIE IPABOBBIE AKTHI
HE JIOITyCKaeTCsl.

3.3.2. Peructpanys MyHULUIIAIbHBIX IPABOBBIX AKTOB IIPOU3BOAUTCS B TEUEHHE I0/1a B
NOpsIJIKE BO3pAaCTaHUSI HOMEPOB.

[locTraHoBNEHUSIM AJIMUHUCTPALMKU TPUCBAUBAIOTCS B TEUEHUE TO0Ja MOPSIKOBbIE
perucTpaimoHHbie HoMepa ¢ Jo0aBiieHneM uepes neduc roga u abopeuarypnl «I[1A».

PacnopskeHUsIM aJIMUHUCTpALMM TPUCBAMBAIOTCS B TEYEHHE TI0Jla IOPSAJIKOBBIE
pEerucTpaIioHHble HOMepa ¢ jao0aBieHueM uepe3 neduc roma m abbpeBuarypel «PAy, 3a
VCKIIFOUEHUEM PACTIOPSKEHHN aIMUHUCTPALIMHU IO KaJPOBBIM BOIIPOCAM.

PacnopsixkeHrsM aAMUHUCTpALMU MO KaJIpOBBIM BOIPOCAM MPHCBAUBAKOTCS B TECUCHHE
rofa TOPSIKOBBIE PErHCTPAllMOHHBIE HOMepa ¢ no0aBieHmeM dyepe3 nepuc Trofa H
ab0peBuaTypnl «KC».

JaToil yka3aHHBIX TOKYMEHTOB SIBJISIETCS J1aTa UX PErUCTPALMH, KOTOpast, KaK IPaBuilo,
JIOJDKHA COBIAJATh € AATOM NMPUHATHS (TIOAMMCAHUS).

Buecenue kakux-1m0o ucnpaBieHU B MOANNCAHHBIE MyHUIUTIAIbHBIE TPABOBBIE AKThI
3arnpenieHo.

3.3.3. Paccplika MyHMIIMIIAIBHOIO ITPAaBOBOTO AKTA.

IlognucaHHBII MYHULMIIAJIBHBIA IIPABOBOM aKT pPacChbUIAETCS B COOTBETCTBUU CO
CIIMCKOM PACCHUIKU B TPEXJAHEBHBINA CPOK CO JAHS €r0 MOITUCAHUS.

Pacchliky MyHUIIMITAIBHOTO MPABOBOT'O AKTa OCYIIECTBIISIET OPraHU3ALIMOHHBINA OT/AEII.

Ha kaxzmoMm »3K3eMIUIsipe pacchlIaeMOro MYHHUIMIAIBHOIO IIPaBOBOIO akTa IpuU
HEOOXOJIMMOCTH HAIPaBJIEHUS €r0 3aBEPEHHON KONUU MPOCTaBiIsieTCsl HaaAnuch «BepHo» nmu
«Konusi BepHa», KoTOpas 3aBepsercd Iedarblo aamMuHucTpauuu. Ilpu  pacceuike
MYHULHUINAIBHOIO MIPAaBOBOI'O aKTa B CTOPOHHUE OpraHM3allMy 3aBEpUTEIIbHASI HAIIIUCh KPOME
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cimoBa «Komusi BepHa» COAEPKUT OJDKHOCTh, WHHULUANBI, (aMHUINI0 MYHHUIIUTAIBHOTO
CITy’alllero, 3aBEPUBILETO TOKYMEHT.

Ha xomusXx MHOIOCTpaHMYHBIX JOKYMEHTOB OTMETKAa O 3aBEPEHUM KOIUHU
IIPOCTABISAETCS HA Ka)XOM JIMCTE JOKYMEHTA, IIPU 3TOM JIOJKHOCTh YKa3bIBAa€TCs TOJBKO Ha
NEPBOM JIMCTE JAOKYMEHTA, WJIM Ha MOCJIETHEM JIUCTE MPOLIUTOTO MU CKPEIJIEHHOTO HWHBIM
00pa3oM JIOKyMEHTA.

Jlnst 3aBepeHus] KOMHUM JTIOKYMEHTAa, M3rOTOBJIEHHOW Ha OyMa)XHOM HOCHTENE, MOXKET
ucnoJib3oBarbes mwramn «Komnust BepHay.

3.3.4. ®opmMupoBaHHE NI MyHULIUNIAIBHBIX IPABOBBIX AKTOB.

[TonnucanHble  MyHHMLIMIAJAbHBIE  IPaBOBbIE  aKThl  (KpOME  paclopsKEeHUM
aIMMHHUCTpPAlMU IO KaJpPOBBIM BOIpocaM) (POPMHUPYIOTCS MyHULMIAIBHBIM CITy’KalluM, Ha
KOTOpPOTO BO3JIOXKEHO JEJONPOU3BOJICTBO B JIeJla B TE€UEHHE rojla B MOPSJIKE BO3pacCTaHUs
HOMEPOB B COOTBETCTBUM C YCTAHOBJICHHBIM IOPSAJKOM PETMCTPALMU IPABOBBIX AKTOB: JEJIO
pacopsKEHUN aIMUHUACTPALMH, €10 IOCTAHOBIEHUHN aIMUHUACTPALIVH.

Jleno pacnopsbkeHUd aAMHHHCTPAlMU MO KaJIpOoBbIM BoOMpocaM (OpMUPYIOTCS Y
COTpYIHHKA, OTBEYAIOUIETO 32 KaJpOBYIO paboTy.

Jleno MyHHIIMIIaTBHOTO PABOBOTO aKTa BKIIOYAET B CeOS:

- IOJJIMHHUK MYHUIIMIIAIBHOIO ITPAaBOBOI'0 AKTA;

- IPUJIOKEHUS K MyHHUIIMIIAJIbHOMY [IPAaBOBOMY aKTY;

- IMCTHI COTJIACOBAHUH U JMCThI pa3HOIIACUH (€CIM UMEIOTCS ).

3.3.5. 3aMeHa pa30CiIaHHbIX FK3EMIUISIPOB MyHULIMIIAIBHBIX [TPAaBOBBIX aKTOB.

3aMeHa pPa30CIaHHBIX 3K3EMIUIIPOB MYHHMIMNAIbHBIX IPAaBOBBIX AaKTOB IpHU
obHapyxeHun opdorpa@uyeckux HIM TEXHUUYECKUX OIMMOOK MOXKET OBITh IPOU3BEICHA
TOJIBKO C NHACBMEHHOI'O pa3pelleHus IV1aBbl aIMUHHMCTPALMU WJIM JIMLA, WCIIOJIHAIOIIETO €ro
nosHomMouus. Ilpu HeoOXoaMMOCTH HCHpaBiieHUs (3aMEHbI) Ja)ke OJHOrO CJIOBa WMJIM 3HaKa
NPOU3BOJUTCA 3aMe€Ha TMOJHOrO JIMCTa MYHHUIIMNAIBHOIO MpaBOBOrO akKTa, HOpU 3TOM
COXpaHseTCs HyMepaluus CTPaHNUL MyHHUIMIAIBHOIO IPABOBOIO aKTa.

B osrtom cinywae wucnonHuTenbs OG(OPMISIET, 3aMEHSEMbIH JHCT MYHHUIHIIAILHOTO
MPaBOBOTO aKTa, CIEAYIONMM OOpa3oM: Ha BEPXHEM II0JIE HOBOTO (M3MEHEHHOI0) JIMCTa
nenaerca Haanuch «B3ameH pazocnaHHoro» (Mpu 3aMeHE HECKOJBKHUX JHCTOB HAJIHUCh
JIeaeTcs Ha KaXJ0W CTPaHHULE) M yKa3blBaeTCA JaTa, HOMEP M Ha3BaHWE MYHHIMIAIBHOIO
IIPABOBOTO aKTa, B KOTOPOM IPOM3BOJUTCS 3aMEHA JIMCTOB (TIpU 3aMEHE MEPBOIl CTPAHULBI —
JlaTy, HOMEp U Ha3BaHHUE yKa3bIBaTh HE 005A3aTENIBbHO).

Jleno MyHHIMIAIBHOIO IPABOBOTO akTa (MOJJIMHHMK) JIOMOJIHAETCS HOBBIM
(M3MEHEHHBIM) JTUCTOM (JIUCTAMM).

3.3.6. XpaHeHHE NOJIMHHUKOB MYHMIUIIAIbHBIX ITPABOBBIX aAKTOB.

[TonmMHHUKHA MyHHULIMIIAJIBHBIX [IPABOBBIX aKTOB XPAHATCS B OPraHU3ALMOHHOM OTAEIIE
B TEYEHHE TPEX JIET, 3aTEM [IEPENAIOTCS HA XPAHEHNUE B apXUB aIMUHUCTPALIMH.

3.4. BHeceHue M3MEHEHN B MyHULMIIAJIBHBIN MTPABOBOM aKT, OTMEHA WM IPU3HAHME
YTPaTUBILIUM CHJIy MYHHUIIMIIAJILHOTO MPABOBOI'0 aKTa.

3.4.1. I3MeHeHus BHOCATCA TOJIbKO B NEPBOHAYAIbHBIM MYHUIUIAIbHBINA MPAaBOBOU
aKkT. BHeceHne U3MEHEHUN B MYHMIUIIAIbHBIM IPaBOBOM aKT «O BHECEHHHM HM3MEHEHHI» HE
nomyckaercs. [IpaBuna odopmiieHHs MYHUIIMIAIBHBIX NMPABOBBIX AKTOB aIMUHUCTPALUU O
BHECEHUU W3MEHEHUI B MYHHLUIIAJIbHBIC INPABOBBIC AKTHl AJMUHUCTPALlUM IPUBEICHBI B
[Tpunoxenun 1 x HacTosieMy Permamenty.

3.4.2. Ilpu BHECEHMHU W3MEHEHUIM B MyHULMIAIIbHBIN [TPABOBOM AKT B IIEPBOM ITYHKTE O
BHECEHMM M3MEHEHUH JaeTcs CChUIKa: «(B peJaKlUU pacHopsDKEHUs aMUHUCTpAlUM — JaTa,
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HOMEp)», MPU ITOM YKa3bIBAIOTCS BCE MYHUIIUIAIBHBIC MPABOBBIE AKThl O BHECEHUIO
W3MEHEHUN B HOBOM PEIAKIIUU.

3.4.3. BHeceHreM U3MEHEHHI B MyHUIIMIIAJIbHbBINA IPAaBOBOM aKT CUUTAETCA:

- JIOTIOJIHEHWE MYHULUIIAIBHOIO NIPaBOBOTO aKTa CTPYKTYPHBIMH 3JIEMEHTaMU
(myHKTaMu, TOAMYHKTaMHU, ad3amamu, aepucaMu), IpUIOKEHUSIMH, CIIOBaMH, lIUPpamu;

- 3aMeHa CJIoB, Iudp;

- U3JI0’)KEHHE B HOBOM pEJaklMM 3arojioBKa, MOTUBUPOBOYHOW YaCTH, CTPYKTYPHOTO
aneMeHTa (TyHKTa, ab3ana, aeduca), IpuiIoKeHUS,

- HCKJIIOUYEHHUE U3 TeKCTa MyHUIIMIAIBHOTO TPABOBOIO aKTa CJIOB, LUPP.

3.4.4. MyHuIIMDIabHBIN TPAaBOBOM aKT M3/1A€TCS B HOBOM PEIAKLMU C OJTHOBPEMEHHBIM
MPU3HAHUEM YTPATUBIIUM CHIIy PaHEE AEHMCTBOBABIIETO MYHUUMIIAIBHOTO MPABOBOIO aKTa B
CIy4dasix, €CJu:

- HEoOXOAMMO BHECTH W3MEHEHHus, Tpelyloue mnepepadoTKu MYHHUIUIAIBLHOTO
MIPaBOBOIO aKTa M0 CYIIECTBY W HE MO3BOJSIONINE OTIPAHUYUTHCS HOBOW peaaKuuen
OT/ICJIbHBIX €T0 CTPYKTYPHBIX 3JIEMEHTOB;

- He0OXOAMMO BHECTU B MYHHUIIUMAJIbHBIA MPABOBOM aKT MU3MEHEHMsI, 3aTparuBaroIIme
MIOYTH BCE €r0 CTPYKTYPHBIE AIIEMEHTHI;

- COXPaHSIOT 3HAUYEHHE TOJIBKO OTJIEJIbHBIE CTPYKTYpPHbIE 3JIEMEHTHl MYHULIMIIAIBHOTO
MIPABOBOTO aKTa, IPUYEM YACTUYHO;

- HEOOXOAMMO BHECTH HM3MEHEHHS B MYHHIMNAJIbHBIA MpPaBOBOM aKT, MPU3HAHHBIM
YTPaTUBILIUM CUJIY B HEOT/IETUMOM YacTH.

3.4.5. YTpaTuBmuM CHIly IPU3HAETCS MyHULMIIAIbHBIA TPABOBOM AKT:

- BBIIIOJIHEHHBIH;

- (hakTHUECKU YTPATUBIIHMMA CUTTY;

- OTPAHUYECHHOTO CPOKA JICMCTBHS, ECIIU CPOK €r0 AEHUCTBUS UCTEK;

- B CBSI3M C U3BMEHEHHUEM 3aKOHO/IaTEIbCTBA.

MyHuLMnanbHpli MPaBOBOW aKT MPU3HAETCA YTPATUBIIUM CUJIY C MOMEHTa BBIXOJA
OTMEHSIOIIETO MyHUIIUMIIAJIBHOTO MTPABOBOIO AKTA, €CJIM B HEM HE YKa3aHO MHOE.

3.4.6. MyHUIIMTTAJIBHBINA TPABOBOM aKT MOKET ObITh OTMEHEH:

- IO PEIICHUIO CY/Ia;

- 110 aKTy MPOKYPOPCKOr0 pearupoBaHus;

- IO PEUIEHHUIO YIIOJHOMOUYEHHOI0 OpraHa rocyJapCcTBEHHOM BiacTu ropoja MOoCKBHI (B
YacTH, PETYJIUPYIOIIEN OCYIIECTBICHHE OpPraHaMHU MECTHOTO CAMOYIIPABJIEHUS OTIEIbHBIX
MOJIHOMOYUH TOpoJa MOCKBBI, ITepelaHHbIX UM 3aKOHAMH ropojia MOCKBBHI):

- IO PELICHUIO I1aBbl AJIMUHUACTPALIMU WUJIU JIMLA, UCTIOJHSIOIETO €r0 TOJTHOMOYHS.

34.7. Ecim B MyHHIHMNAIBHOM IIPABOBOM aKT€ HWMEIOTCS ITYHKTBI, KOTOPBIMH
MIPU3HABAINCH YTPATUBUIMMU CUITy PAHEE U3/IaHHbIE MYHUIIMNAIbHbIE IPABOBBIE aKThl, TO IPH
HEOOXOJIMMOCTH TPHU3HATh YTPATHBIIMM CUJIY JAaHHBIA MYHUIMTATbHBIA MPaBOBOM aKT OH
MIPU3HAETCS YTPATUBILIUM CHUITY TIOJIHOCTHIO HE3aBUCUMO OT HAJIMYUS B HEM TaKUX MMYyHKTOB.

Ecnn momnexamuii mpU3HAHUIO YTPATHBIIUM CHIIY IYHKT, TOAMYHKT WU a03alf
COAEPKUT yKa3aHHE Ha MPUIOKEHUE, KOTOPOE COOTBETCTBEHHO IOJDKHO YTPATUTh CUILY, TO
NPU3HAETCS YTPATHBIIMM CHJIY TOJBKO 3TOT IYHKT, 3TOT MOJIYHKT WM 3TOT ab3am, a
MIPUJIOKEHUE OTACIBHO HE YKa3bIBAETCS, XOTSI OHO TOXKE OYJAET CUUTATHCS YTPATUBIIHUM CHITY.

Ecnu B myHkTe, MOANMYyHKTE WM a03alle MyHUIIMIIAJLHOTO MPAaBOBOTO aKTa Hapsay C
YTBEPKICHUEM TPUJIOKEHUSI COJEPIKATCS YKa3aHUs, Kacawuumecs JIpyTuX BOIPOCOB,
COXPAHSAIONIMX CBOE 3HAYCHHE, a NPUIOKEHUE NOMJICKUT MPU3HAHUIO YTPATUBIIMM CHILY
MOJIHOCTBIO, TO MPU3HAETCS YTPATUBIIUM CHUJTY 3TOT MYHKT, 3TOT MOJANYHKT WJIM 3TOT ab3ail
TOJIbKO B YaCTH, OTHOCAILIEUCS K IPUIIOKEHUIO.
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3.4.8. OrMeHa WM TpU3HAHUE yTPATUBIIUMHU CHJy ITyHKTOB, MOJITYHKTOB, a03aleB
(CTPYKTYpHBIX 3JIEMEHTOB) OTMEHSET WM MPEKpaIlaeT ICUCTBHE CTPYKTYPHOIO SJIEMEHTa
MYHUIIUTNIAIBHOTO  TMPABOBOIO  aKTa  COOTBETCTBEHHO, CO3Ja€T HOBYIO  PEIAKIMIO
MYHULHUINAIBHOTO MPABOBOT'O aKTa U HE SIBJIIETCS] BHECEHHEM U3MEHEHUM.

3.5. [lognepxanue B aKTyaJIbHOM COCTOSIHMHM ITPaBOBOM 0a3bl MPABOBBIX AKTOB TJIABBI
aJIMUHUCTpAIUH.

B mensix mopmepaHusi B aKTyalbHOM COCTOSHUU TPABOBOM 0a3bl MPaBOBBIX AKTOB
aIMUHUCTpAIlMU, CTPYKTYpPHbIE MOJApA3/ACIICHHs] aMUHUCTpAIlUU, CUCTEMATUUECKH, HE PExKe
OJIHOTO pa3a B Tofl, OCYIIECTBISIOT pabOTy MO BBHISBICHHIO MPABOBBIX JIOKYMEHTOB TJIABBI
aIMUHUCTpAIIMU, TOMJICKAIIUX OTMEHE, MPU3HAHHUIO YTPATHBIIMMHU CHUIY WU TpeOyOIMMX
BHECCHUSI U3MCHCHUH.

4. OdopmiieHue ciayKeOHBIX JOKYMEHTOB aIMUHUCTPALMHU

4.1. O6mue TpedoBaHus K 0QOPMIICHUIO CITYKEOHBIX IOKYMEHTOB

4.1.1. CayxeOHble ITOKyMEHTHl aJIMUHUCTpalMM (MHChbMa, MAOKIAIHBIC 3aMUCKH,
CITy>KeOHBIE 3aIMCKH, CIPABKH, 3asBKU, 3aABJICHUS U T.J.) COCTABISIOTCS U OPOPMIISIOTCS
CTPYKTYPHBIMU TIOJIpa3/IeICHUAMH aIMUHUCTpAllUU (Jlajee — CIyKeOHbIe TOKYMEHTHI) B
COOTBETCTBUHU C HACTOSIIUM Pa3IeIOM.

4.1.2. Cnyxebuble JOKyMeHTHI opopmisitorcsi B ¢popmarte Microsoft Word Bepcun He
Hke 6.0 wim nocneayromnme, ¢ ucrnoias3opanueM mpudToB Times New Roman pazmepom 12-
14 xerneil, ogMHAPHBIM MEXCTPOUYHBIM MHTEepBasioM. [lepBas cTpoka a03alia HauyMHaeTCs Ha
pacctossHuu 1,25 cM OT JIeBOM I'paHULbl TEKCTOBOT'O MOJIS.

Pa3meps! monei kaxxaoro aucTa JOKyMeHTa, OOPMIICHHOTO KaK Ha OJIaHKe, Tak U 0e3
HETO, JIOJKHBI OBITh HE MEHEE, MM:

20 — neBoe

10 — mpaBoe

20 — BepxHee

20 — HuKHEE.

4.1.3. CnyxeOHble JHOKyMEHTHI B ¢opMe muceM OQOpPMISIOTCS Ha OJlaHKax
yTBEp)KJIEHHOr0 oOpa3na (manee — OmaHku il nuceM). llucbmMa M uHBIE Ccioy>KeOHBIE
JIOKYMEHTHI JIOJKHBI UMETh OINPEETICHHBIM COCTaB PEKBU3UTOB, PACIIONIOKEHHBIX B TMOPSJIKE,
YCTaHOBJIEHHOM HacTOsIUM PerinameHToMm.

4.1.4. B amMuHUCTpaliKi HCIONB3YIOTCS OJNAHKU JUISI MHCEM «AJIMHHHUCTpAIUS
BHYTPUTOPOJCKOTO MYHHUIHUIAIBLHOTO O0pa30BaHMsI — MYHHMIMIAIBLHOTO OKpyra TBepckoil B
ropoge Mockse». I[IpuMeHeHue ONaHKOB JOMyCKAaeTcs TIJIABOM aIMUHUCTPALMU (JIUIIOM,
UCIIOJHSIONIUM €r0 MoJHOMouusi). Onucanue OaHka «AJMUHUCTpALUS BHYTPUTOPOJCKOTO
MYHUIUIAIBHOTO 00pa30oBaHMsl — MYHHUIMNAIBHOTO OKpyra TBepckoil B ropoje Mockse»
npuBenieHo B [Ipunoxxennn 2 k Hactosmemy PernameHnry.

4.1.5. Ang odopmiieHust mopydeHui (3aaHuil) UCTIONb3yeTCs OJaHK ISl PE3OITFOLIHIA:

- C YKa3aHWeM JOJDKHOCTM IJIaBbl aJMHUHUCTpanuu — «l'7aBa aJIMHHUCTpAanvu
MYHULHANIAIBHOTO OKpyra TBepckoi B ropoae Mockge»;
- 0e3 yKazaHMsA JOJDKHOCTH TIJaBbl AJAMHHUCTPALMU — «AJMHHHUCTpALUs

MYHULANIAJILHOTO OKpyra TBepckon B ropone Mockse».

4.1.6. Ha Onankax ans muceM U PE30NIONMI pa3meniaerca repd MyHUIUIAIbHOIO
OKpyTa.

4.1.7. lns BeneHHWs] «BHYTPEHHEW» NEPENUCKU OJIAHKW MUCEM HE NPUMEHSIOTCS.
«BryTpenHnss» nepenucka opopmMIsIeTcs: Ha MPOCTHIX JUCTax Oymaru ¢popmata A4.
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4.1.8. Bo Bcex ocTanbHbIX ClIydasix IpUMEHEHHE OJIAHKOB JIJIsl TUCEM 0053aTEIbHO.

4.2. PekBU3UTHI CIYKEOHBIX JOKYMEHTOB

4.2.1.1lpu cocraBieHUM U OQGOPMIIEHUU CIYXKEOHBIX JIOKYMEHTOB JOJKHBI
coOmonarecsi TpeOOBaHMS U MpaBWwia, OOECHEUMBAIOIIUME UX IOPUIUYECKYIO CHILY,
CIOCOOCTBYIOIIME OINEPAaTUBHOMY HCIIOJIHEHHIO M TIOCIEAYIOIIEMY HCIOJIb30BaHUIO B
CIPABOYHBIX LESIX.

JlenoBoe (ciy>keOHOE) MIUChMO TOTOBUTCS HA OnaHke nuchMa. [Ipu cocTaBieHnn nucem
oQOpMIIAIOTCS PEKBU3UTHL: ajapecar, TEKCT, IOANUCh, OTMETKa 00 WCHOJHHUTENE, B
HEOOXOJIMMBIX CTy4asiX - OTMETKa O MPHUJIOKEHUH.

4.2.1.1 Ecnu muceMo SBJISIETCSl OTBETOM Ha MOCTYNHBIIMKM 3ampoc WIH MpochOy,
3aIOJIHSIETCS] PEKBU3UT «CChUIKA HA PErMCTPALMOHHBIA HOMEP U 1aTy MOCTYNUBIIETO MHUChbMay.
HaumeHoBanue Buaa JOKyMeHTa («IUCbMO») M Pa3HOBHJHOCTb MNHCbMa (HampuMmep,
«rpocbba», «uHPOPMAIMOHHOE», «COMPOBOAUTEIBHOE», «3alpoc», «HAIIOMUHAHHUE») B
JIEJIOBBIX (CTyKEeOHBIX) MHChMaX HE YKa3bIBAIOTCS.

4.2.1.2. JlenoBoe (cmykeOHOE) MUCHMO J0 MPEACTaBICHUS Ha MOIIUCH JOIKHO OBITH
COTJIACOBAHO (3aBU3UPOBAHO) CO BCEMU 3aMHTEPECOBAHHBIMHU JIUIIAMH.

4.2.1.3 JlenoBoe (cmyxeOHOE) MUCHMO TMOJIMUCHIBACTCS TJIABOW aJMHHHUCTPAIUU.
[Tonmucannoe nenoBoe (ciry>)keOHOE) MUCHMO TOJUICKUT PErucTpaliud W oTmpaBke. He
JIOIyCKaeTcs OTIpaBIsATh ajpecaTaM IHUCbMa, HE HMMEIOIIME JAaThl U PErHMCTPAlMOHHOIO
HOMepa.

4.2.1.4 Tlocne nmoanucaHusi MUCbMa U €ro PEerucTpaluy dK3eMIULIp MUChbMa C BU3aMU
3aMHTEPECOBAHHBIX JIMI TOMEILAETCS B JEJIO.

OO0s13aTeNbHBIMUA PEKBU3UTAMH JOKYMEHTOB SIBIISIFOTCS: HAaUMEHOBAaHWE OpraHHU3aIlluu
(IOJDKHOCTHOTO JIMIIA) — aBTOpa JOKYMEHTa, JlaTa M PETUCTPAIlMOHHBIN HOMEp, TEKCT,
MOJITHUCh, TIEYaTh (B CIy4asx, TpeOYIOMMX JOMOTHUTEIHFHOTO yIOCTOBEPEHNUS JOKYMEHTA).

B npouecce mnoaroroBkn U odopmiIeHUS JOKYMEHTOB COCTaB 00s3aTelbHBIX
PEKBU3UTOB MOXET OBbITh JOMOJIHEH IPYIMMU PEKBU3MTAaMH, €CIIM TOTO TpeOyeT Ha3HaueHUe
JIOKyMEHTa, ero o0paboTka.

PeKkBU3UTHI TOKYMEHTOB OTAENAIOTCS APYT OT Apyra 2-3 MeXCTPOYHBIMUA HHTEPBAIAMH.

4.2.2. HaumeHoBaHue BUJA CIY>KEOHOrO JOKYMEHTAa YKa3bIBaeTCsS Ha BCEX JOKYMEHTaX
(aKT, MPOTOKOJ, CIpaBKa, 3asBICHHE U T.A.) KPOME CIY)KEOHBIX TMHCEM U «BHYTPEHHEH»
NEPETHCKU.

4.2.3. JlaTo¥i JOKYMEHTa B 3aBUCMOCTHU OT €r0 BHJIa U HA3HAYCHHUS SIBIISICTCS:

- laTa MOJIUCAHUS U PETUCTPAIUU - ISl CITYy>KEOHBIX JJOKYMEHTOB;

- JlaTa COCTaBJieHUs (IPUHATHUS PELICHNUS ) - JJI MPOTOKOJIOB 3acCeJaHuM U COBEIIaHUM.

Jlata moKyMeHTa yKa3bIBaeTCs B CIIEIHATLHO 0003HAYEHHOM MecTe OJlaHKa TOKYMEHTA.
[Tpu «BHYTpeHHEH» Mepenucke pekBU3UT «JlaTa JOKyMeHTa» medyaTaeTcsl OT TPAHMIIBI JIEBOTO
noJist 1 Ha pacctosiHuu 30-40 MM OT BEpXHEro Kpasi JUCTa.

Haty  gokymeHnta  odopmisitor  apabckumu — 1mudpamMmu B CIeayromen
MOCJIEIOBATENIbHOCTH: JIEHb Mecsila, Mecsl, roja. JeHp mecsua u Mecsl oGopMIISIIOT IByMs
napamu apabckux 1udp, pa3AeNeHHBIMH TOYKOHW; TOJl — YeThIpbMs apabckumu 1udpamu
(unpoBoe odpopminenue natel - 01.02.2011; O6ykBeHHo-uuppoBoe opopmienue natel — (2
gespans 2011).

B mpotokonax u JOKyMeHTax, COAepXalluX CBEACHHUS (UHAHCOBOTO XapakTepa,
PEANOYTHTEIHHBIM SBISIETCS OYKBEHHO-IIU(POBOH crocob ohopMIIeHHS JaThl.

4.2.4. PeructpalluOHHBI HOMEpP TOKYMEHTa — 3TO MOPSAKOBBIM HOMEp, TOMOJHEHHBIN
MHJCKCOM Jielia o HoMeHKJaType Aei. [IpocraBnsercs B cenuanbHO 0003HAUEHHOM MECTe —
Ha YPOBHE WJIM TIOCIIE PEKBU3HTA «J1aTa JOKYMEHTay.
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Ccbulka Ha pErUCTPALMOHHBIA HOMEp M JaTy MOCTYNUBIIErO JIOKYMEHTa B
00s3aTeIbHOM TOPSIIKE YKa3bIBA€TCSd Ha JOKYMEHTax-OTBETax IOJ JaToil W HOMEpPOM
JIOKyMEHTa-0TBETA.

4.2.5. PekBU3UT «aJpecar» yKa3blBa€TCs Ha OTIPABISIEMBIX JOKyMEHTaX. [JOKymMeHTBI
aJApECyIOTCSl B OpraHU3alluM, CTPYKTYpPHBIC IMOAPA3ACICHUS, KOHKPETHOMY JOKHOCTHOMY
WM GU3UIECKOMY JIUITY.

HanvmeHnoBanue opraHa HMCIOJHMUTEIBHOW BIAaCTU Topoaa MOCKBBI, OpraHu3aluu
(CTPYKTYpHOTO MOJpa3fesieHNs1) YKa3bIBa€TCsd B HMEHUTEIbHOM MaJeXe, HAaUMEHOBaHUE
JOJDKHOCTH U (amMmius ajpecaTta - B AarenbHOM. [Ipu 3ToM mpu anpecoBaHUM TOKyMEHTa
JIOJDKHOCTHOMY JIMIly MHULIMANBI YKa3bIBalOTCS Nepes] paMuiame, Hanpumep:

Komumem no mypusmy 2opooa Mockewi
Hauanvnuxy Obwezo omoena
. U. Hsanosy

Ecniu B kaudecTBe ajapecara BBICTYNAET PYKOBOJIUTENb OpraHa (OpraHusanuu), TO
HaUMEHOBaHUE opraHa (OpraHu3alyy) BXOJUT B HaMMEHOBAHHME JOJKHOCTH ajpecara,
HanpuMep:

Pykoeooumenio /lenapmamenma
30pasooxparenus 2opooa Mockewi
H. U. Heanosy

[Ipn anpecoBaHuu AOKYMEHTa (GU3MYECKOMY JUIly WHHUIUAIbl YKa3bIBalOT IIOCIE
bamunuu.
[lepeHocuTh MHUITHANBI HA CIEAYIONIYIO CTPOKY OTIAEIBHO OT (paMHUIIMH MIIA OCTABIISAThH
Ha TPEbIIYIIeH CTPOKE 3alpeaeTcs.
[Ipyn HampaBieHWH MHCbMa HECKOJIBKUM OJHOPOJHBIM OpPTraHU3alUSIM HX CIEAyeT
yKa3bIBaTh 0000IIIEHHO, HATPUMED:
Pykosooumensam mynuyunanvHulx yupesxicoenui

[Ipu HanpaBiieHWN TOKYMEHTA HECKOJIBLKHUM aJipecaTam, HO He OoJiee YeThIpeX, OHU BCE
YKa3bIBAIOTCSI B JIOKYMEHTE OJMH TOJ JAPYTUM 0Oe3 CIOBa «KOMHUs Mepel] BTOPHIM, TPETHHM,
YEeTBEPTHIM ajipecaToM. [Ipu 3TOM KaxKablli SK3eMIUIIP JOKYMEHTa JOJKCH ObITh 0(hOpMIICH Ha
OJlaHKe W TOJANKCAH, a aJpecaT, KOTOPOMY HAINPAaBISAETCS KOHKPETHBIA AK3EMILIP,
OTMEUaeTcsl.

Ecimu nmokyMeHT HampaBisieTCsi Kak OTBET, TO MEPBBIM aJpecaToM yKa3bIBaeTCsS aBTOP
MHUIMATUBHOTO MHChMa.

[Tpu HanpaBiieHUH TOKyMEHTa 0oJiee YeM B YeThIpe aJpeca TOKyMEHT Pa3MHOKAETCS C
MOJIMMUCAHHOTO JK3eMIULsipa (IMOAJIMHHUKA) COTJIACHO CITUCKY PACCBUIKH, MPU ATOM ajpecar
yKa3bIBaeTCs 00OOIIEHHO WM Ha KaXKJIOM JOKYMEHTE YKa3bIBaIOT TOJIEKO OJTHOTO ajpecaTa. B
ATOM CJIyyae ajipecaTam HampaBJstOTCA KOMUU JOKYMEHTOB.

B coctaB pexBusnuTa «aapecaty MOJKEH BXOJUTH MOYTOBBINA aapec, MPU STOM CIEIyeT
COOJTIOIaTh CIICTYIOIIHIA MTOPSIOK HAITUCAHUS:

- HaMMCHOBaHWE ajpecaTa — HAUMEHOBAaHWUE OpraHW3auu (P  AJPECOBAHHHM
busznueckomy nuity — haMuiIus, UMsi, OTYECTBO);

- Ha3BaHUE YJUIIbI, HOMEp JO0Ma, HOMEp KBapTUPBHL;

- Ha3BaHME HACEJICHHOTO MyHKTa (TOPO/I, TOCENOK | T.I1.);

- Ha3BaHHE CyOBbeKTa eaepanu;

- cTpaHa (JUIsl MeKTyHAPOIHBIX MIOYTOBBIX OTIPABIICHUN);

- NOYTOBEIN UHIEKC.
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Hanpumep:

I nasapxue 2opoda Mockevl
ya. Ipogpcorosnas, 0.80,
Mocksa, 117393

WIn:

Heanosy U. U.
ya. Ocennss, 0.10, ks. 3,
2. Pasans, Pazauckas o6a., 390000

AJzlpec HE TMpPOCTaBIsECTCS HAa MHUCbMaX, HAIpPaBIsEMbIX JOHKHOCTHBIM JIMIAM
rocyJapcTBeHHOM Biactu Poccuiickon ®denepannu, a TakkKe B OPraHbl UCIOJHUTEIbHOU
BJIACTH ropoaa MOCKBBI UM JOJKHOCTHBIM JiniaM I[IpaBurensctBa MocCkBbI, MOCKOBCKOM
ropojickoii Jlymsl, npedeKkTypbl, OpraHOB MECTHOT'O CaMOYIIPABJICHUS U YIIPaB.

B koHIE CTpOK aapeca 3HaKM MPENUHAHUS HE CTaBATCS, B CEPEIMHE CTPOK 3HAKU
coxpaHAwOTCA. Jlomyckaercs LEHTPUPOBATH KAXKIAYI0 CTPOYKY PEKBU3HUTA «agpecary» IIo
OTHOUIEHHUIO K CaMOM JUIMHHOW CTPOKE.

PexBusut «anpecar» nedaraercss Ha pacctosHuu 110-120 mm ot neBoro kpas Jimcra
Oymarn u Ha 10-20 MM HUXE pa3ENUTEIBLHON MOJIOCHI MEXIy PEKBH3UTAMHU OJIaHKa s
nuceM IMpU WX NPOAOIBHOM PpACHOJOXKEHHM; Ha OJaHKax i THCEM C  YIJIOBBIM
pacIonoKeHNEeM peKBU3UTOB — Ha 20-40 MM OT BEpXHETr0 Kpasi JUCTA.

Jlonyckaercs BblAesieHne (GaMUIUU U MHUIHMAIOB PEKBU3UTA «aApecaTy MOIYKUPHBIM
MIPpUPTOM.

4.2.6. Tekct cay»’eOHOT0 TOKyMEHTa MOXKET COAEPHKATh 3ar0JI0BOK, KOTOPBIN OTpaskaeT
COJIep’KaHHe TOKYMEHTA B BUJE OTBETA HA BOIIPOC «O YEM?».

3aroJoBOK I€YaTaeTCs OT T[paHULBl JIEBOTO TOJA, IOJ PEKBU3UTAMHU <«Jara H
PETMCTPALIMOHHBIA HOMEDP JOKYMEHTa» WM «CCBUJIKA HAa PETUCTPALlMOHHBIN HOMEp W JaTy
MOCTYIUBLIETr0 JTOKYMEHTa» (Ha IOKyMeHTax-oTBeTax). [[inuHa 3arosoBka B OAHON CTPOKE HE
nojpkHa npesblmiaTh 80 MM. J[omyckaeTcsl BBIIEIEHHUE 3arojloBKa K TEKCTY IOJIYKUPHBIM
mpudTom.

4.2.7. TekcT nucbMa CTPOUTCS B 3aBUCUMOCTH OT BUJIA (Pa3HOBUIHOCTH) JOKYMEHTA.

TekcT nucpbMa IOKEH, KaK IIPaBWIO, COCTOSATh U3 JIByX OCHOBHBIX 4acTel. B mepBoii
4aCTU H3JIaraercs IpUYMHA, JAIOTCSd CCBUIKM Ha OCHOBOIIOJArarolue JIOKYMEHTHI, H
COJIEPKUTCS MHPOPMAILIKA 10 CYIIECTBY PacCMaTPHUBAEMOI0 BONPOCA, BO BTOPOIl — BBIBOBI,
MPEJIOKEHUs, PEIICHUS] WIH MTPOCHOBI.

TekcT nucbMa JOOMYCKAETCS MOJAPA3NEsATh Ha pa3fenbl, NOApa3/ieiibl, IyHKThl U
MOJITYHKTHI, KOTOPBIE JOJKHBI OBITH IPOHYMEPOBAHBI apaOCKUMU I (PpaMu.

TekcT mucbMa JOJDKEH M3JaraTbCsl Y€TKO, MOCIIEI0BATEIbHO, KPATKO U HE JOIYCKaTh
JIBYCMBICIIEHHOTO TOJIKOBAHUSI.

IIpn HampaBieHMHM IHMCbMa B aJpeCc KOHKPETHOIO JOJDKHOCTHOIO JIMIA CIIENyeT
HAaYMHATh TEKCT C MEPCOHAIBHOrO OOpamieHuss K ajapecaTy € UCIHOJb30BAHUEM CJIOB
«YBAXKAEMBIID» WU «yBaKaemasi», Hanpumep:

Veaorcaemwiii Hean Heanosuu!

B koHLe TekcTa mepes MOANKMCHIO BO3MOXKHO NpocTaBieHHE clIoB «C yBaKEeHHEM»
(muiryTcst ¢ 3arjlaBHOM OYKBbI, BBIPAaBHHUBAIOTCS MO JIEBOMY Kparo, 3amsTas Mocjie HUX He
CTaBUTCA), NOJDKHOCTHOE JIMIO, IMOANMKCHIBAIOIIEE TOKYMEHT, MMEET IpPaBO CBOEH PYyKOM
Hanucath ¢ppazy «C yBaKeHHEM.
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[TpoexT oTBeTa 3a MOANMUCHIO TJIABHI AJMHHHCTPALNN COCTABISECTCS HA WMS MEPBOTO
JIMIIa OPTaHU3ALNH, TIPEATIPUATHS, YIPEIKICHHUS.

[Tpu odopmiennn nucbMa Ha JBYX MU OoJjiee CTpaHUIAX BTOpas M TMOCIEIYyIOIINE
JIOJDKHBI ObITh MpoHyMepoBaHbl. Homepa cTpanuil TOMKHBI OBITH MPOCTABICHBI B HUKHEM
nojie JucTa copaBa apaOckumu uudppamu 0e3 cioBa «CTpaHULA» («CTp.») U 3HAKOB
TpeTTMHAHMSL.

4.2.8. OTMeTKa O HAJIMYUU TPWIOKEHHUS, YIOMSIHYTOTO B TEKCTe, O0(OpMIISIETCS MO
crnenytomieit popme:

Hpuﬂoafceﬂue: Ha Jb. 6 IK3.

Ecnu ecth mpuiiokeHusi, HE Ha3BaHHbIE B TEKCTE, TO MX HAMMEHOBAHMS HEOOXOIUMO
MEPEYUCIIUTh C YKa3aHUEM KOJMYECTBA JIMCTOB B KaXJOM MPWIOKEHUU M YHCIA HX
AK3EMILISPOB, a  TaKkKe  YKa3aHMEM  aJIpecoB, B KOTOpbIE  MPHUJIOXKEHHE
HATPABIISIETCS, HAnpumep:

Ipunoorcenus:

1. Konus pacnopsocenus aomunucmpayuu om 00.00.0000 Ne 000 «uazeanue» u
npusodcenue K Hemy, ce2o Ha 2 . 8 1 9x3.

2. Konus pacnopsicenus aomunucmpayuu om 00.00.0000 Ne 000 «nazeanuey, ece2o na
21 6 192k3Hna l n. 6 2 93K3. 6 nepawiii aopec.

Ecnu npunoxkenus cOpOIIOpoBaHbl, TO KOJTHYECTBO JIMCTOB HE YKA3bIBAIOT.

OTMeTKa O HaTMYUK TPUIOKEHHS [1eYaTaeTCsl OT TPaHMIIbI JIEBOTO MOJIS TMChbMa, Yepes3
1 cTpouKky mocie TeKcTa MUChMa.

4.2.9. [lognuce siBisieTcst  00sA3aTENIbHBIM ~ PEKBU3UTOM  CITy>)KEOHOTro JOKyMeHTa. B
COCTaB IMOJIUCHU BXOJAT: HAUMEHOBAHHUE JIOJKHOCTH JIMIIA, OJIUCABIIErO TOKYMEHT, JINYHAs
MOAMKCH U €€ pacimu@poBKa (MHUIIUAIBI, paMUTIUs).

[Tpu ucnonmp3oBaHMM OJaHKa HA TMEPBOM (THUTYJIHHOM) JIUCTE TOJIHOE HAWNMEHOBAHHE
JOJDKHOCTH YKa3blBaTh HE TpeOyeTcs, mpu OQOpMIIEHMH JOKyMEHTa Ha JBYX W Oojee
CTpaHUIlaX yKa3bIBAETCs MOJHOE HAMMEHOBAHHUE JJOHKHOCTH.

[Ipu moanucanuu ciy>k€OHOTO TOKyMEHTa HECKOJbKUMHU JOKHOCTHBIMH JIUIIAMH UX
MOJIUCH paCTojaraloT OJIHY HaJ JAPYrod B IOCIEIOBATEIHHOCTH, COOTBETCTBYIOIICH
3aHUMAEMOM JOJKHOCTH.

[Tpu moanucanuu ciry>ke0HOTO TOKyMEHTa HECKOJIBKMMHU JIUIIAMH PaBHBIX JOJKHOCTEH
UX TOJITUCH PaCIoIaraloT Ha OJTHOM YPOBHE.

B ciyxeOHBIX JOKyMEHTaxX, COCTABICHHBIX KOMHUCCHEW, YKa3blBalOT HE JOJKHOCTHU
JIULL, MTOAMUCHIBAIOIIUX TOKYMEHTBI, & UX 00S13aHHOCTH B COCTaBE€ KOMUCCHU B COOTBETCTBUU C
pacrmipeneneHneM (peaceaaTenb KOMUCCHH, CEKPETaph KOMHUCCHH, WIEH KOMUCCHH).

Ecnmu nuro, mpaBOMOYHOE TMOANHUCATH CIY>KEOHBIH JIOKYMEHT, OTCYTCTBYET, TO
JOKYMEHT MOXET IMOJIMUCHIBATH JIMIIO, UCIIOJIHAIOUIEr0 €ro MoJHOMO4Msl (00S3aHHOCTH), WU
ero 3amecturenb. [Ipm 3TOM JOKYMEHT IeperneyaTbiBaeTCsl, yKas3bIBaeTcs (aKTHuecKas
JOJDKHOCTP JIAIIA, TOJMUCABIIETO JOKYMEHT, M €0 MHUIUAIBI U (DaMUIIHS: «HMCIIOTHSIONTIHA
TIOJTHOMOYHS . ..» WIH «3aMECTHTENb ...)».

He nonmyckaercst moAmuchIBaTh JOKYMEHTHI € MPEIOrOM «3a» U NMPOCTaBICHUEM KOCOU
4epThl Iepe] HAMMEHOBAHUEM JIOJKHOCTH.

HamMmeHoBaHWE MODKHOCTH TiedaTaeTcss OT TPaHMIBI JIGBOTO TOJNS JOKYMEHTA,
pacmpoBKa MOAMUCH — HA YPOBHE MOCJIEHEN CTPOKN HAMMEHOBAHUS TOJIKHOCTH.

4.2.10. OtmMeTka 00 WCHONHUTENE BKIIOYACT HHULUANBI, (PAMHUINIO HUCTIOIHUTEIS
CITy)eOHOTO JOKYMEHTa U HOMEp €r0 CIIy)KeOHOTo TenedoHa.
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OTmeTKy 00 HCHOJHHUTENE pACMoiaraloT Ha JIMIEBOW CTOPOHE IOCJIEIHEro JHUCTa
CITY>k€0HOT0 IOKYMEHTa (KpoMme 3asiBIICHUM B CyJIbl) B JIEBOM HIDKHEM YTIIy, MOJ MHULIMATIAMU
U pamuimen ctaBuTCsS HoMep TenedoHa UCIONHUTENS 0e3 yKa3aHus cloBa «TenedoH» HUiu
«rem». Odopmisiercss ¢ Ucnoib30BaHueM mpudra pazmMepom Ha 2 — 4 Kerjis MEHbIIE, YeM
TEKCT JJOKYMEHTA, Hanpumep:

Hen. Usanos U .
(495) 111-11-11

4.2.11. Buza corymacoBaHusi NPOCTaBIAETCA HA NPOEKTAaX CIyXKEOHBIX JOKYMEHTOB,
TpeOyIolUX MPEeABAPUTEIBLHOTO  PACCMOTPEHHUS  3aMHTEPECOBAHHBIMU  CTPYKTYPHBIMU
NOJIpa3/IeICHUSIMU, TOJPKHOCTHBIMU JIMIIaMU (BHYTPEHHEE COTJIaCOBAHMUE).

®opMoOi BHYTPEHHETO COTJIaCOBAHUS SIBJIIETCS] BU3UPOBAHUE CIIYKEOHBIX JOKYMEHTOB.
Busa BkIItOUaeT JIMUHYIO MOJMKUCH BUBUPYIOIIETO, €€ pacinpoBKYy U JaTy BUSUPOBAHUS, NIPU
HEOOXOJIMMOCTH MOXHO YKa3bIBaTh JOJKHOCTH BU3UPYIOIIETO.

[lpyn Hanmuuuu 3amMeyaHuil MO CIIyKEOHOMY IOKYMEHTY COTJacOBaHHE O(POPMIISIOT
CIEAYIOINM 00pa3oM: «3aMeUaHus MPUIAraloTCsy WIH «C 3aMEYaHUsIMU MO MYHKTY...» (TpH
BHECCHHUH 3aMEUaHMI B TEKCT JJOKYMEHTA), IOJMHKChH, €€ paciiudpoBka, aara.

Busbel cormacoBaHusi JIOJDKHBI  TIPOCTABISTHCS Ha  IMOJUIMHHUKAX — CITY>KEOHBIX
JIOKYMEHTOB, 32 UCKJIIOUEHHUEM OTIIPABJISIEMbIX JIOKYMEHTOB, KOTOPbIE BUSUPYIOTCS HA KOMUSAX.

4.2.12. IlpumeneHue neyaTei.

4.2.12.1. Ha cimyeOHBIX TOKYMEHTaX, TPEOYIOIMUX 0COO0T0 YIOCTOBEPEHHS, CTAaBUTCS
nevyarb. Iledatp ymocToBepsieT TOIJIMHHOCTh TOJIMUCH JIOJDKHOCTHOTO JHIa Jubo
COOTBETCTBUE KOMUU MOITUHHUKY.

4.2.12.2. H3roroBieHHE Ile4aT€ll M IITAMIIOB, HEOOXOIMMBIX I OOeCIeUYEeHHUs
JESTENbHOCTH aIMUHUCTPALIMH, TPOU3BOJUTCS B COOTBETCTBUU C PACIOPSIKECHHEM TJIaBbl
aJIMUHUCTpAIUH.

[lewatn W 1ITaMOBl BBIJAIOTCS JIA  HWCIOJB30BAaHUS TJIaB€ aJMUHHCTPALINH,
MYHULUNAIBHBIM CIY>KalllUM, OTBETCTBEHHBIM 3a MX HCIIOJIb30BAHME M XpaHEHHE. YUeT
nevyareid W IITaMIIOB BEAET OTAeN OyXraiaTepcKkoro yuera, OTYETHOCTH, OFOJKETHO-
(UMHAHCOBOTO  IJIAHUPOBAHHUSA,  TEXHHUYECKOTO M XO3AWCTBEHHOTO  OOecIeuYeHus
aAMUHUCTPAlM MYHUIUIIAILHOTO OKpyra TBepckoi B ropoae Mockae.

4.2.12.3 Tlpu ucnonp30BaHUM B pabOTe MEYaTH U IITAMIIBI XPAHATCS B 3aMPAIOIINXCS
mkagax (celiax) y OTBETCTBEHHBIX 32 XpaHEHUE U MCIIOIH30BAHUE TIEYaTEH U IITAMIIOB.

4.2.12.4 Ilepenaya nevyaTeil U MITAMIOB MOCTOPOHHUM JIMIIAM HE JOMycKaeTcs. BeiHOC
neyareil W IITaMIIOB 3a Tpeleibl YUPekKJACHHUS BO3MOXKEH B HCKIIOYUTENBHBIX CIIy4asX IO
PEIICHUIO TJ1aBbl aIMUHUCTPAIUH.

4.2.12.5 Ilpumenmmne B HErOAHOCTb M YTPATUBLIME 3HAYCHHUE I1€YATH W IITAMIIBI
MOJIJIEKAT YHUUTOXKEHHIO. [ledaT yHHUTOXKAIOTCS 10 aKTy.

4.2.12.6 11 OCyIIECTBICHUS OTJCIBHBIX MOJHOMOYHMH aAMUHUCTpAIMU (pa3MeIleHHE
uH(pOpMaLMK B €IMHON MH(OPMALIMOHHON cHCcTEME B cpepe 3aKyINOK B LEISIX OCYIECTBICHUS
3aKyMOK TOBapoB, paboOT, ycayr uisi oO€CTeUeHHs] MYHUIMMAIbHBIX HYXI, 3aKIIOUYCHHE
JIOTOBOPOB  (KOHTPAKTOB), OOMEH  DJIGKTPOHHBIMH  ()MHAHCOBBIMH  JOKYMEHTAMH,
CO371aBa€MBIMH B TIPOIECCE IEATEIBHOCTH OTAeNa OyXraaTepcKoro ydera W OTYETHOCTH)
HCIIONB3YIOTCS YCUJICHHBIE KBATU(UIIUPOBAHHBIE AJICKTPOHHBIE MO IITHCH.

CocTtaB MYHMIIMITAJIBHBIX CIIYyXallIUX - BJAJENbIIEB YCUICHHBIX KBaJTU(PUIIUPOBAHHBIX
AIIEKTPOHHBIX MOAMKUCEN ONpeeseT TllaBa aIMUHUCTPAIUH.

4.2.12.7 B orgene OyXraaTepckoro ydera M OTYETHOCTH BEACTCS Yy4YeT KIIoYei
KBTU(DHUIIMPOBAHHBIX AJIEKTPOHHBIX MOJUCEH.
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4.2.12.8 TepOoBoil meyaTbl0 AJMUHUCTPALUM  3aBEpAETCA MOANHUCH  IJIaBBI
aAMUHUCTpaluu (WM JIMIA, €r0 3aMEIIaloIIero) Ha JOKYMEHTaX, TpeOyrommx o0co0oro
YIOCTOBEPEHHUS: XOAATalCTBA, XapaKTEPUCTUKU, CIPaBKU O CTaxke pabOThl, TPYJOBBIE
KHIKKM, IITaTHOE pacHUCaHWe aJMMHUCTPAlMd M M3MEHEHUS K HeMy, (UHAHCOBbIC
JIOKYMEHTBHI, IOBEPEHHOCTH, TIOJIOKEHUS, MyHHUIUNAIbHbIE KOHTPAKTHI, JIOTOBOPHI U T.[I.

['epboBast meyath XpaHUTCA y TJIaBbl aAMUHUCTPALUU JUOO JHIA, UCTIONHSIONIETO €ro
IIOJIHOMOYHSI.

4.3. 3aBepeHune KOmuii CiIy)kKeOHBIX TOKYyMEHTOB

Konus city>xeGHOro T0OKyMeHTa 3aBepsieTCsl MyHUIUIAIBHBIM CITY’KaIlluM, Ha KOTOPOTO
BO3JIO’KEHO JI€JIONPOU3BOACTBO.

OTMeTKa 0 3aBEpEeHUH KOMUH MPOCTABIISETCS HA CBOOOJIHOM OT TEKCTa MECTE WIIH, PU
OTCYTCTBHU CBOOOJHOTO MECTa Ha JIMIIEBOW CTOPOHE AOKyMEHTa, Ha 000pOTe AOKyMEHTa U
cocrasisiercs o opme:

Bepno (Komnus BepHa)

JOJIKHOCTD JMYHAS MOANHCH pacmu@poBKa MOAIUCH

JlaTa 3aBEpeHUs] KOUU

Ha xomusx MHOrOCTpaHMYHBIX JOKYMEHTOB OTMETKAa O 3aBEPEHUM KOIUHU
IIPOCTABJISAETCS HA Ka)KOM JIMCTE JOKYMEHTA, IIPU 3TOM JIOJKHOCTh YKa3bIBA€TCS TOJBKO Ha
NEPBOM JIMCTE JAOKYMEHTA, WM Ha MOCJIETHEM JIUCTE MPOLIUTOTO MU CKPEIJIEHHOTO HWHBIM
00pa3oM JOKyMEHTA.

Jlnst 3aBepeHUs] KOMHM JTOKYMEHTAa, M3TOTOBJIEHHOW Ha OyMa)XHOM HOCHTENE, MOXKET
ucnoJiib3oBarbes mwramn «Komust BepHay.

Komnust 1oOKyMeHTa BBIAAETCS ¢ pa3pellieHns IIaBbl aAMUHUCTPALIUN.

4.4. Ormerka 00 HCIIOJHEHHM CIIy’)KEOHOIO JIOKYMEHTa M HaIpaBJIEHUH €ro B JIEJI0
JOJDKHA BKIIOYATH CIIEAYIOIIME JaHHBIe: KpaTKhue CBEAeHHs 00 WCHodHeHWH (eciu
OTCYTCTBYET JIOKYMEHT, CBUJETENIbCTBYIOIIMNA 00 HCHOJHEHUH), cioBa «B neno», npara,
NOJAINNCH HWCHOJIHUTENSI WM PYKOBOAMTENS CTPYKTYPHOIO NOJAPA3JEleHUs, B KOTOPOM
VCIIOJIHEH JTOKYMEHT.

4.5. IIpu HEoOXOAMMOCTH HOTApUATBHOTO 3aBEPEHUs, KaK CIY>KEOHBIX JOKYMEHTOB,
Tak ¥ JPYruX JOKYMEHTOB, MOJIOTOBKY JIOKYMEHTOB K TaKOMY 3aBEPEHHUIO OCYIIECTBISET
OPraHU3alMOHHBINA OTAEN.

4.6. OpopmiteHne 10BEPEHHOCTH

4.6.1. JloBEepeHHOCTb - JOKYMEHT, YAOCTOBEPSIOUIUI Iepenady MOIHOMOYMM IJIaBblI
aIMMHHMCTpALUU WM JIMLA, HCIIOJIHSIOUIETO €ro MOJHOMOYNS, MyHULIUIIAJbHOMY CIIy KallleMy
Ha IMPEACTABIIEHUE HHTEPECOB TJIaBbl AJMUHUCTPALMU WM JIMLA, HCHOJHSAIOILIErO €ro
MOJITHOMOYHSI, UJIU COBEPILICHUE KAKUX-TTUOO JIEHCTBUM.

Cpok JOeicTBusl JOBEPEHHOCTH OIPEAEIAETCS IJIaBOW aJIMHUHUCTPALMM WIHA JIMLOM,
VCHOJIHAIOIIMM €ro nojHoMmouus. Eciu cpok B JOBEPEHHOCTH HE YKa3aH, TO OHA COXPAaHSET
CUJIy B TEYEHHE I'0JIa CO JTHS €€ BbIJAUH.

4.6.2. JloBepeHHOCTh OdopMIsieTcss Ha OJlaHKe «AJIMUHUCTPALMS BHYTPUTOPOJICKOIO
MYHHULMOAIBHOTO 00pa30BaHus — MyHUIIUIIAILHOTO OKpyra TBepckoii B ropoae Mocksey.

OO0s3aTenbHbIE PEKBU3UTHI IOBEPEHHOCTH:

- pEerucTpalMOHHbI HOMEp U JlaTa BblIayu;

- 3aroJIOBOK «J{OBEpEHHOCTBY;

- TOJDKHOCTD, (haMUIIHs, UMsI, OTUYECTBO (TIOJTHOCTHIO) MYHHUIIMIIAIBHOTO CITY>KaIIero;

- IEpEYEHb MEPEAABAEMBIX TTOJTHOMOYUI;

- CPOK JIEUCTBHSI IOBEPEHHOCTH;

- IOANKCH IV1aBbl AAMUHUCTPALIAN WM JIMLA, UCIIOIHAIOUIETO €70 IOJTHOMOYHMS;
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- repOoBas neyarsb.

JlonomHUTENbHBIE PEKBU3UTHI (17151 BEICHUS TPAXKIAHCKUX, aIMUHUCTPATUBHBIX JIEJ):

- IACIOPTHBIE JIAHHBIE YIIOJIHOMOYEHHOTO JIUIIA;

- oOpaserr MOAMICH YIOJIHOMOYEHHOTO JIUIIA.

Peructpanmmio ¥ BblAa4y JOBEPEHHOCTEM, a TaKXK€ Y4YeT MOJHOMOYHMM IO
JIOBEPEHHOCTSIM BEJIET OPraHU3alMOHHbBIA OT/IE].

S. Opranusanus npueMa rpaxiaaH U nNpeacTaBuTe el OpraHu3anuu

5.1. Ilpuem rpaxaaH | NOpPeACTABUTENEH OpPraHU3alui OCYIIECTBIACTCS TIJIaBOM
aIMUHUCTpAlMU B IpeJenax IMOJHOMOYMW IO PEMIEHUI0 BOIPOCOB MECTHOTO 3HAYECHUS U
OTACIBHBIX  TOCYAAPCTBEHHBIX  IIOJHOMOYMH,  IE€PEAAHHBIX  OpraHaM  MECTHOIO
camoympasieHus (heaepaTbHBIMU 3aKOHAMHU U 3aKOHAMHU TOpoaa MOCKBBI.

B 3anucu Ha AMYHBIN pUeM MOKET OBITh OTKA3aHO MO CJIEAYIOLIUM OCHOBAHUSIM:

- BOIIPOC HE OTHOCHUTCS K KOMIIETCHIIMM aMHHUCTpaLuu (OOpalleHus, CBSI3aHHBIE C
UMYILIECTBEHHBIMU  PA3HOIJIACHSIMH, BHYTPUCEMEHHBIMU KOH(IMKTaMH, Kajio0aMu Ha
neictBust (Oe3meiicTBHE) OpraHOB BHYTPEHHUX [I€J, MPOKYpaTypbl M CYAOB, IO JPYyTrUM
BOIIPOCAM);

- B ClIy4ae, €CJIM paHee Ha JIMYHOM IPUEME JABAIUCh PA3bACHEHUS IO CYILIECTBY
MOCTABJICHHBIX BOIIPOCOB, @ HOBBIX JOBOJOB WJIM OOCTOATEILCTB, BIMSIONIMX HA paHee
IIPUHSATOE PELICHNUE, HE BO3HUKIIO.

['paxxmane BmpaBe oOpam@aTbCsi JUYHO WM Yepe3 CBOMX MPEICTaBHUTENCH,
YIIOJIJHOMOYEHHBIX B YCTaHOBJICHHOM 3aKOHOM IOPSIJIKE.

[Ipy nuyHOM mpUEME TpaXIAHUH HPEABIBISAET TOKYMEHT, YJIOCTOBEPSIOLIUNA €ro
JUYHOCTb, NPEACTABUTEIb OPraHM3aldUd - JOKYMEHT, yAOCTOBEPSIOIIMI €ro JHMYHOCTh, U
JIOKYMEHT, TOATBEPKIAFOIINHI TIOJTHOMOYHS.

B cnyuae ecnu B oOpallieHnn rpakJaHHa COAEPKATCS BOIPOCHI, PEIIEHUE KOTOPHIX HE
BXOJMT B KOMIICTCHIIUIO aIMUHUCTPALMH, IPAXKIAHUHY JACTCSA PA3bACHEHHE, KyJla U B KAKOM
HOPSAKE eMY CIIeAyeT OOpaTUThCA.

Ha yctHoe oOpaiieHue rpakaaHuHa, BbICKa3aHHOE Ha JIMYHOM IpUEME, OTBET C €ro
corjacusi MOXeT ObITh IaH YCTHO, O YEM JIETIAeTCs 3alUCh B KAPTOUKE MpUEMA.

Kaxxzoe nopydenue AOHKHOCTHOTO JIULA, IPOBOAUBIIETO JIMYHBIN IIPUEM, CTABUTCS Ha
KOHTPOJIb MYHHULMIAJIBHBIM  CIIy’KallMUM  aIMHUHHUCTPAllMM, Ha KOTOPOIO BO3JIOKEHO
JIEJIOTPOU3BOJICTBO.

[Topyuenue, naHHOE TOJDKHOCTHBIM JIMIIOM IO OOpAllleHHI0 TpakJaHWHA HA JTHUYHOM
npueMe, JO0JDKHO HCHOJIHUThCS B TedeHue 30 KalneHAapHbIX OHEH CO JHA MOANUCAHUS
(perucrpauumn) NOpy4YeHus, €Clii NOPYyYEHUEM HE YCTAHOBJIEH UHOU CPOK.

[IpoasieHre CpOKOB MCIOJHEHUS MOPYUEHU BO3MOXKHO TOJIBKO JOJIKHOCTHBIM JIULIOM,
YCTaHOBUBILHM CPOK UCIIOJIHEHHUS.

[TopyueHne cHUMAETCs C KOHTPOJIA:

- €CJIM BOIIPOC PEIIEH MTOJIOKUTEIBHO;

- ecid JaH OOOCHOBAHHBIM OTKa3 B BBIIOJHEHUH TPeOOBaHUA TpaKIaHUHA U
JOJDKHOCTHOE JIMIO, JABIIETO MOPYYEHHE PACCMOTPETHh OOpalleHHe, COTIACHO C JIOBOJAMHU
VICTIOJTHUTEISL.

[IpueM npoBOAUTCS B yCTAaHOBJICHHBIE YaChl IIPHEMa.

6. Opranusanus padoTbl ¢ KOppecnOHAeHIUEeH

6.1. Ilpuem, nepeuuHasi 060padoTKa, JOCTABKA U OTIPABKA KOPPeCNOHAEHIIUH
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6.1.1. IlpueM wm oTnpaBka KOPPECHOHAEHUHMH B AJMUHHUCTPALMU OCYILIECTBISETCS
CIEAYIOIIMMH CIIOCOOAMH:

- yepe3 MOYTOBOE OT/IEIICHMUE;

- HAQPOYHBIMH, KypbEepaMHU;

- IUYHO;

- C UCIOJIb30BAHUEM 3JIEKTPOHHOM MOYTHI;

- 4Yepe3 BJEKTPOHHYIO INPUEMHYK0 OPraHoB MECTHOTO CaMOYIIPaBJIEHUS B TOpPOJE
Mockse.

6.1.2. Tlpuem u oTnpaBKa KOPPECHOHJEHIUU B aJMHHHUCTPAIMU MPOU3BOJUTCS
HEHTPATM30BaHHO, 32 UCKIIOYEHHEM TeJIe(OHHOU CBA3M U 3JIEKTPOHHOMN MOYTHI.

Koppecnonaenius, nepeaanHas (ojiydeHHas ) ¢ UCTIOIb30BAaHUEM 3IEKTPOHHOM MOYTHI
0€3 UCIO0JIb30BAHMS B YCTAHOBIEHHOM MOPSAKE TEXHOJIOTUU IEKTPOHHOU MOJIUCH, HE UMEET
IOPUAMYECKON CHUJIBI, TOATOMY YKa3aHHBIA CIIOCOO HE MOXET ObITh HCIIOJIB30BaHBI IS
nepeadn KOppecrloHIeHIUuH, TpeOyolel YJ0CTOBEepEeHUs MOIJIMHHOCTH IOKYMEHTA.

6.1.3. Tlopsimok perucTpanuym M MNPOXOKACHUS KOPPECHOHACHUWH, MOCTYNUBIIEH B
aJIMMHHUCTPALMIO ¥ OTHPABIIIEMON U3 aJMUHUCTPALIMU JTIOOBIM U3 TIEPEUUCICHHBIX CIIOCOOOB,
yCTaHaBIIMBAETCs HACTOSIIUM PernameHnTom.

6.1.4. LlenTpanu3oBaHHBI NpuEM, MEPBUYHYIO OOpabOTKY, JOCTaBKY M OTHPABKY
KOPPECIOHICHIIMU OCYIIECTBISET OPraHU3aIllMOHHBIN OTElI.

Jlomyckaercs TpUMEHEHHE OJJIGKTPOHHOW TOYTHI Ui TpHUeMa U OTIpPaBKU
KOPPECIIOH/ICHIINH.

6.1.5. Ilpu mpuemMe OT HAPOUHBIX KOPPECIOHACHIMH B IPEIOCTABIEHHOM PEECTpE,
CTaBUTCS JaTa W MOJIUCh MYHHIIMIIAIILHOTO CIIyXalllero, MPUHSBIIEr0 JOKYMEHT, JU00 Ha
KOIMUU JIOKyMEHTa — IITaMIl C yKa3aHueMm Bxojsmero Homepa u gatel (IIpunoxenue 4 x
HactosimeMy Pernamenty). Komms qokyMeHTa U3roTaBIuBaeTCsi COOCTBEHHOPYYHO.

6.1.6. CayxxeOHble JOKYMEHTHI W OOpallleHUs] TpaxKJaaH, NMepeAaBacMble JTUYHO WU
HapOYHO, IPUHUMAIOTCS TOJBKO MPU BCKPBITHIX KOHBEPTAX.

6.1.7. KoppecnionaeHius, MOCTyNHBIIAs Ha 3JIEKTPOHHYIO TIOUYTY B HEpabouee BpeMs, B
BBIXOJHbIE U MPa3JHUYHbIE JHH, MIEPEJacTCsl B OpraHM3allMOHHBINA OT/AEN )i €€ 00paboTKu He
no3aHee 09 wyac. 30 wMuH. cnegyomero padboyero AHS M TMOMJIEKUT PErucTpaluyd B
NIEPBOOYEPETHOM IOPSIJIKE.

6.1.8. Bce moctynuBIIne JOKYMEHTHI IOJIEKAT MEPBUYHON 00paboTKe, BKIIOYAIOIIECH:
NPOBEPKY MPaBUIBHOCTA JIOCTaBKU JIOKYMEHTOB; MIPOBEPKY LIEJIOCTHOCTH YIMAaKOBKHU
(KOHBEPTOB, IMAKETOB); BCKPBHITHE YIMAKOBKM (32 HCKIIOYEHHEM KOHBEPTOB, MAKETOB C
noMeTKoi «JInuno» u rpudamu orpaHNYEHUS JOCTYIA K JOKYMEHTY); IPOBEPKY LEITOCTHOCTH
BXOJAIIUX JOKYMEHTOB, BKJIIOYas MPUJIOKEHHUS; MPOCTABICHUE OTMETKH O IOCTYIJIEHUU
JTIOKYMEHTA.

[Toctynaromue TOKyMEHTHI TOCE PErUCTPaLuU MPeoOPa30BbIBAIOTCS B ANEKTPOHHYIO
dbopmy (co3aHue dIEKTPOHHOTO 00pas3a JOKYMEHTA).

OmmOO4YHO AOCTaBIEHHBbIE JOKYMEHTbl IEPEChUIAIOTCS MO HA3HAYEHUIO WJIU
BO3BpALAlOTCS OTIPABUTENIO. JOKyMEHTBI, MOCTYNMBIIME B IOBPEKIECHHOW YyIaKOBKE,
IIPOBEPSIOTCS HA ILIEJIOCTHOCTh, B TOM YHWCJIE Ha HAJIWYUE MEXAHUYECKUX IOBPEKICHUM.
[TouroBbie OTMpaBiIEHUS, HECTAHAAPTHBIE IO BECy, pa3Mmepy, (hopme, UMEIoIIre HEPOBHOCTH
no OokaMm, 3aKJIeeHHbIE JIMMIKOW JIGHTOM, MMEIOUIMEe CTPAaHHBIM  3amax, UBET,
IPEAIOJIOKHUTEIIBHO UMEIOIUE BIIOKEHUS, HE XapaKTEPHbIE IJIs [TOYTOBBIX OTHPABIICHUM, HE
BCKpbIBatOTCA. O MOJIy4eHHH MOJO3PUTEIBHOTO MOYTOBOIO OTHPABIIECHUS JOKJIAJIbIBAETCS
rJlaBe aIMUHUCTPALIUH.
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6.1.9. Bce KOHBEPTBI C KOPPECHOHAECHUMEH, MOCTYNHUBIIECH B aJIMUHHUCTPALMIO,
BCKPBIBAETCS, 32 UCKIIOUYEHUEM COJIEPIKALIUX IMOMETKY <«JIMYHO», a TAKKE KOPPECTIOHIECHIINN
Ha MHOCTPaHHOM S3BbIKE, KOTOpPBIE NEPENAIOTCA IJIaBE€ aIMMHHMCTpPALMU B HEpacleyaTaHHOM
BU/IE.

[Ipn BCKpBITUM KOHBEPTOB C KOPPECMOHACHLMENH MPOBEPSETCS HaJu4Khe JOKYMEHTOB,
YKa3aHHBIX B HUX MPWJIOKEHHH, a TakKe HAJMYHUE YJIOCTOBEPSIOIINX PEKBU3UTOB (ITOAMMCH,
neyaTy u ap.).

B cmywyae oOHapyXeHHsT HEIOCTayd JMOO OTCYTCTBUS HEOOXOAMMBIX PEKBU3UTOB,
KOPPECIIOHICHIIMS BO3BpAILACTCS OTIPABUTENI0 C YKAa3aHWEM IpUYMH BO3Bpara MU HE
MO/JIEIKUT PETUCTPALIHH.

AHOHUMHBIE TOKYMEHTBI PACCMOTPEHUIO HE MOAJIEHKAT.

6.1.10. Ha Bcell koppecnoHaeHIMHY, NOCTynuBIIENH 10 16 dac. 45 MUH. TEeKylero JHs,
MPOCTABJISIETCS IITAMII C YKa3aHUEM JaThl TEKYIIETO THS (AaThl MOCTYIICHUS).

Ha xoppecnonaennuu, noctynusiien nocie 16 yac. 45 MuH., IpocTaBisIeTCs IITaMII €
yKa3aHHEM JIaThl CIEAYIOLIEro pabo4ero JHs.

6.1.11. ToxymeHThI ¢ nomeTkamu «Bpyunts HememieHHO» uinu «CpodHO», IPUHSTHIE
OT HApOYHBIX, a TaKXKe KOPPECHOHJCHIMs, TpeOyromas CpOYHOTO pPaccMOTpPEHUs,
PETUCTPUPYETCSI B NMEPBOOUYECPEAHOM MOPSIKE, JOCTaBKa IJIaBe aAMUHHUCTPAIMUA B OyMakHOM
WM 3JIEKTPOHHOM BHUJIE OCYILIECTBISETCS HE3aMETUTENBHO.

6.1.12 KoHBepThl, MakeThl WIM YMAaKOBKAa COXPAHSAIOTCS U MPUIIAralOTCA K BXOISIIUM
JIOKYMEHTaM B CIy4asx:

- €CJIM TOJIBKO 110 HUM MOKHO YCTAaHOBUTH OTIIPABUTEIIS UJIU 1aTy OTIIPABJICHMUS;

- €CJIA BXOJSAUIUN JOKYMEHT MOCTYNHII MO3KE€ YKa3aHHOIO B TEKCTE JOKYMEHTa CpOKa
VICTIOJTHEHUS WJIU 1aThl MEPOTIPUSITHS;

- IpU OOJIBILIOM PACXOKAECHUU MEX]TY 1aTaMU MOJIMUCAHUS U TIOJyY€HHUs JJOKYMEHTOB.

[Tocne 3aBepuieHUst pabOTHI C TOKYMEHTOM KOHBEPT BMECTE C IOKYMEHTOM

IIOMEIAETCS HA XPAaHEHUE B JIETIO.

6.1.13. IlepBuunas 00paOoTKa »3JIEKTPOHHBIX JOKYMEHTOB, IOJYYEHHBIX IO
MH(OPMALIMOHHO-TEJIEKOMMYHUKAIMOHHBIM ~ KaHajaM  CBSI3W  (DJIEKTpOHHAsl  [OYTa,
AJIEKTPOHHAsI TpUEMHas) OT JPYrHMX OpraHu3aluid M Tpak[aH, JIOJDKHA COOTBETCTBOBATh
TEXHOJIOTUU PabOTHI ¢ BXOSAIIMMU JTOKYyMEHTAMHU.

6.1.14 K nokymeHTaM, HE NOJIEXKAIIMM PErUCTPALMU, OTHOCATCS JOKYMEHTBI, HE
TpeOyrolue UCHOJHEHUS U HE cojepkaiue WHGOPMAalUU, UCIOJIb3YyeMOM B CIPaBOYHBIX
uensx. [lepeyeHb HEperucTpUPyEMbIX TOKYMEHTOB:

AHKeTHI (pe3toMe), HallpaBJIsieMbIe B LIENSAX TPYA0YCTPONCTBA.

Bbyxrantepckue 7oKyMeHTHI (OyXranTepckas OTYETHOCTD, CUeTa, cueTa-(haKkTyphl,

aKThl CBEPKH B3aUMOPACUETOB, AKThl IPUEMKH-TIEPEIaYl OCHOBHBIX CPEJCTB, TOBAPHBIE
HaKJIaJIHbIE).

Koppecnionaenuusi, agpecoBaHHas MyHUIMNAIbHBIM cCiyXamuMm, aemyratam Cosera
JIENyTaToB, IJaBe MyHUIIUIIAIILHOTO OKPYTa ¢ MOMETKOM «JInuHO».

[lewatHble M3gaHus (KHUTH, XKYpPHAJIbI, Fa3€Thl), KaTaJOru, TEXHUYECKAs JIUTEpaTypa,
TEMaTHYECKUE U CTIeIaTbHbIe COOPHUKH, TTaKaThI.

[To3apaBuTenbHble MUCHMA U TEJIETPAMMBI, 0J1aroapcTBEHHbIE MUChMA U TeJIErPaMMBbl,
MPUTJIacUTENIbHbIE OUIIETHI.

IIpericKkypaHTBI.

[TpurnacurenbHble OUIETHI, TPUTTALLIEHUS.

[IporpamMmmbl KOH(EpEHITNI, COBEIIIAHM.

Pekniamuble Matepuansl (MUCbMa, TUCTOBKH, MPOCHEKTHI, OYKIIETHI).
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VYy4eOHble MIaHbl, IPOTrPAMMBI.

®opmbl 1 0JIaHKH, B TOM 4Hciie GOPMbI CTATUCTUYECKON U MHOM OTYETHOCTH.

Ecin Hepeructpupyemsle JOKYMEHThl HNOCTYNWIM C COINPOBOIMUTENBHBIM IHCHMOM,
[IMCbMA TaKXe HE PErMCTPUPYIOTCS U HE PACCMATPUBAIOTCS.

6.2. Perucrpanusi KOppecnoHACHIMHU

6.2.1. Peructpauuu NOJJICKUT BCA KOPPECIOHACHIMH, TpelOylomas yuyera H
MCII0JIb30BAHMS B CIIPABOYHBIX LIETIAX.

6.2.2. Peructparusi oOpalieHuid TpaKJIaH OCYIIECTBISETCS B TCUCHHUE TPEX JHEH C
MOMEHTa MOCTYIJICHUS! OOpallleHus.

6.2.3. CBeneHuss O TIOCTYIIUBIIEM JOKYMEHTE BHOCATCS B IKypHal BXOJSIIUX
JIOKYMEHTOB, a IIOCTYNMBIIEMY JOKYMEHTY IPUCBAaUBAETCA PETUCTPALMOHHBIM HOMEpP B
COOTBETCTBUHU JaHHOM MHCTpyKIHEH.

6.2.4. Tlocne peructpanuu JOKYMEHTHI MEPEAAOTCS B SJEKTPOHHOM (CKaHUPOBAHHOM)
BUJE M0 DJEKTPOHHOW TMOYTe MM IO TpeOOBaHWI0O Ha OyMakKHOM HOCHUTENE TIJjaBe
aJIMMHHUCTpALUH.

MoOMEHTOM perucTpaluyd KOPPECHOHJIEHIUU CUYUTAETCS MOMEHT (Qukcanuu Qaxra
NOCTYIUIEHHSI ~ KOPPECHOHAEHIMM  IyTEM  MPOCTABIEHHS  HAa  KOPPECHOHJAECHLUHU
PETUCTPAIIMOHHOTO HOMEpPAa M 3aHECEHHsS HEOOXOMUMBIX CBEJIEHHH O KOPPECIOHACHLUU B
aBTOMATU3UPOBAHHBI OaHK pPEruCTPalMOHHBIX JAHHBIX JIMOO B JKypHaj perucTpanuu
BXOJISIIEH KOPPECTIOHICHLIUH.

6.2.5. Ilpuem (mepenada) tenedoHOrpaMM, aApECOBAHHBIX TJaBE aJIMUHUCTPAIINH, HE
IPOU3BOJIUTCSL.

6.2.6. JIoKkyMeHTBI, TOCTYNHMBIIME TIJaBe aJMUHHUCTPAlMM B XOJAE€ IpUeMa
MpeACTaBUTENIEH OpraHu3aluid W TpaxJaH, IOMJIEKAT PErucTpalud MYHULUNAIbHBIM
CIIyXallluM, Ha KOTOPOTO BO3JIO)KEHO JIEJIONPOU3BOACTBO 1O HAIPABJICHUS HCIOJHUTEISM B
COOTBETCTBUH C pacrpesiesieHneM 00s3aHHOCTEN.

6.2.7. B cnydae perucrpauuy B aJAMHMHHMCTpAalUU JOKYMEHTa IIO BOIIPOCY, paHeEe
paccMaTprUBaeMOMY, JUJIsl IOJATOTOBKH IPOEKTA PE30IOLNN U IPUHITHS PELIEHUS O MPOLEType
WCIIOJIHEHUS MOBTOPHBIX JIOKyMEHTOB B COOTBETCTBYIOLIME CTPYKTYpHbIE
NoJIpa3/IeIeHNsl AIMUHUCTPAIMK (JOJDKHOCTHBIM — JIMIIAM)  BMECT€  C  JOKYMEHTaMu
HanpasisieTcs nHGOpMAIs B BUJIE CIIPABKU, COJeprKaIascs B 6a3e JaHHBIX aJMHUHUCTPALINH.

[ToBTOpHBIMM CUMTAIOTCSA JOKYMEHTHI, IOCTYNHBIINE B IMUHUCTPALIUIO 110 OJTHOMY U
TOMY K€ BOIIPOCY W3 OJHOM OpraHu3alMy WIK OT OJHOTO M TOTO YK€ YAaCTHOTrO JuIla (Irpymibl
JIMI]) B TEYEHUE T0/1a, CYUTAs OT AAThl IEPBUYHON PErUCTPallUU JOKYMEHTA B aIMUHHUCTPAIUH,
Y, €CJIM CO BPEMEHHU MOJa4yM NEPBOro 0OpaIEeHUs] UCTEK YCTAHOBIEHHBIM 3aKOHOAATEIBLCTBOM
CPOK paccMOTpEHHS, a TaKK€ €C/Id NEpPBOHAYAIbHOE PELIEHUE BOIPOCA, COJEpKalleecs B
oOpalieHnu, He YJIOBIETBOPUIIO OPTaHU3AIUIO UJTH 3asSBUTEIIS.

6.2.8. MyHMIIMIIAJIBHBIE CITy KalllMe, YYaCTBYIOLME B IIPOLIECCE CO3/IaHUs, PETUCTPALIU
U XpaHEHUs KOPPECHOHJEHIMH, HECYT OTBETCTBEHHOCTh 3a COXPAHHOCTb, KaK CaMOM
KOPPECIIOHICHIIUY, TaK W HH(OpMAIMU O Hell B 0a3ax JAaHHBIX, a TaKXe 3a ONepaTUBHOE
IpeCTaBlIeHue HEOOX0IUMON HH(POPMAIMH KPYTY JIUI, UMEIOIIMX IPAaBO Ha €€ MOJIy4YeHuE.

6.2.9. [Ilepenaua KOppPECHOHACHUMU IO JJIEKTPOHHOM TOUTE€ MPOU3ZBOJUTCS
MYHUIMIAIBHBIM CIIyKallliM, Ha KOTOPOT'O BO3JIOXKEHO JEJIONPOU3BOJICTBO.

6.3. PaccmoTpenue KoppecnoHIeHIIUN

6.3.1. PaccmoTpeHne KOppECHOHACHLUMHM B aJMUHUCTPALMU MIPEATNIOIAracT nepeiavyy
KOPPECIIOH/ICHIIUU TJIaBE€ aIMUHUCTPALMU WU JIMILY, UCIOJIHAIOIIEMY €r0 MOJTHOMOYMS, IS
MIPUHSATHS PELICHUS 110 €€ UCIIOJIHEHUIO.

6.3.2. Pe3ynbTaThl pacCCMOTPEHUSI KOPPECTIOHICHIIMN OTPAXKAIOTCS B PE30TIOLIUSX.
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KoppecnonaeHuus MOXET MMETh HECKOJIBKO PEe30TIOUUN (OJHOrO WM HECKOJIbKHUX
JOJDKHOCTHBIX JIMI[) COOTBETCTBEHHO AJTamaMm paccMoTpenus. llpu sTom mociepyromue
PE30JIIOLMU HE JOJDKHBI JyOJIMpOBaTh MEPBYIO M IMPOTUBOPEUYUTh €H, B HHUX JIOJDKEH
KOHKPETHU3UPOBATHCSA TOPSIOK HCIOJHEHHSI KOPPECIOHACHLUHU, CPOK €€ HCIOJHEHUs (C
Y4eTOM KOHEYHOIO0 CpOKa WCIIOJIHEHHUS YCTAHOBJIIEHHOTO TME€pBOM  pe3oJiroluen) u
HCIIOJIHUTENb.

Jlonyckaercs BO3MOKHOCTb ITOBTOPHOTO PACCMOTPEHMSI KOPPECIOHACHLUMU TpHU
U3MEHEHHH OOCTOSITENBCTB JAeNia. B 3ToM ciiydae KOppeCHOHACHIMS BHOBB JOKJIAJBIBACTCS
IJIaBE€ aMUHUCTPALAN WUJIH JIUIY, UCIOJIHAIOIIEMY €T0 IOJTHOMOYMS, JOJDKHOCTHOMY JIULY, U
yYKa3aHHbIC JIMIA HMEIOT IIPpaBO JaTb HOBOE IOPYYEHUE C YYETOM H3MEHMBILMXCS
00CTOSTENBCTB U ONPEEIUTD IPYTUX UCIIOJHUTENEH.

6.3.3 B COOTBETCTBHH C PE30JIOUMEN JOKYMEHTHI INEPENAIOTCS B COOTBETCTBYIOILINE
CTPYKTYpHBIE IOJpa3JeleHHs] aIMUHUCTPALMM WIA KOHKPETHOMY HCIIOJIHUTENIO WU
MIOMEILAIOTCS B JIEJI0 B COOTBETCTBUM C HOMEHKJIATYPOU JEII.

6.3.4. IlomMHHUKKA BXOIAIIMX JOKYMEHTOB XpAHATCA Yy JEIONPOU3BOIAUTEIS
OTBETCTBEHHOI'O 32  PETUCTPALMI0  BXOJSAMIEM M HUCXOHALIEH  KOPPECHOHACHIIUU.
OTBETCTBEHHOMY HCIIOJIHUTENIO B COOTBETCTBHH C PE3OJIOLHUEH MepenatoTcsi OyMakHbIe WU
AJIEKTPOHHBIE KOIUU.

6.4. ITonroroBka u ogopmiieHUE Pe30JTHOUUI

6.4.1. Pesomomuss odopmisiercs Ha OyaHke ycTaHOBIEHHOro oOpasna. bnank
PE30JIOIUHU CKPEIUIIeTCs ¢ KoppecnonaeHuueil. Pesomronus Moxer ObITh oopmiieHa U Ha
CaMOi KOPPECTIOHAECHIINH.

6.4.2. B cocTaB pe30oironuu BXOIAT CIELYIOIINE 3JIEMEHTBHI:

- ucnonHuTenb  (haMmiMs M MHMLOMAIB  MYHHMIMIAIBHOIO  CIyXKallero
(MyHUIIUTIATBHBIX CITYKAIlIUX ), KOTOPOMY JaeTCsl IOPYyUYECHUE);

- coiepKaHue MOpyyeHus (UM HECKOJIbKUX MOPYUYEHHH);

- CPOK HUCHOJHEHHs MOpydyeHHUs (B Cily4ae HaJIWYMsI HECKOJIbKMX MOpYYEHMH Jis
Ka)KJ10TO UCIIOJTHUTEIISI CBOM).

JlononHuTensHO (3HaK +) MOTYT ObITh YKa3aHbI bamunuu U
MHUIUAIBl MyHUIIUIAIBHBIX CIYKallluX, KOTOPbIM JaHHAas KOPPECIOHACHIIMS HampaBliseTcs
JUI “HGOPMAIMH WM YYaCTHUs B PEIISHUH BOIpoca (MpH HEOOXOIUMOCTH).

Psnom ¢ Gpamunueil MyHHIIMIIATBHOTO CITY’KaIIero, Ha KOTOPOE BO3JIaraeTcsi KOHTPOJIb
3a XOJIOM MCIIOJTHEHMS KOPPECTIOHICHIINY, JieaacTcs moMeTka — « KoHTposby.

[Ipy HaMM4YMKM B PE30JIOLMHA HECKOJIBKHUX MCIOJHUTENEH YKa3bIBAETCS OTBETCTBEHHBIM
UCTIOJTHHUTENb («OTB.»), THOO UM CUUTAETCS JIUIO, YKa3aHHOE B PE30TIOIIH MTEPBBIM.

[Ipy HanmuuuKu B PE30TIOLUU HECKOJIBKUX OTBETCTBEHHBIX MCIOJHUTENIECH KaKIbIH U3
HUX JTOKJIa/IbIBAET O BBIIIOJHEHUHU NIOPYYEHHUS IVIaBE€ aJIMUHUCTPALIMM CAMOCTOSTENIBHO.

Ecin cpok HMCHOJHEHUS B PE30JIOLMU HE YyKa3aH, 3TO O3HA4yaeT, YTO HCIOJIHEHHUE
IIPEAYCMOTPEHO B T€YEHUE 28 THEH CO JIHS PErUCTpalvy KOPPECIOHICHIINH.

6.5. OgopmireHne ucxoasIeil KOPPECHOHICHINH

6.5.1. Mcxopsiasi KOppecroHASeHIMs (B TOM YHMCJIE U WHHUIIMATUBHASI) TOAMUCHIBACTCS
IJIaBOM aJIMUHHUCTPALUU (JIMLIOM, UCIIOJIHSIOIIMM €T0 ITOJTHOMOYHS).

6.5.2. Ucxopasmas koppecrnoHaeHIs opopMisieTcs Ha OJIaHKax MUCEeM B COOTBETCTBUU
¢ TpeOOBaHUAMMU, U3JI0’KEHHBIMU B HAacTosIILeM Pernamenre.

6.5.3. Ilpu npenacraBieHUM TJaBe AJAMUHUCTpALMU (JIUILY, HWCIOJHSIOIIEMY €ro
MIOJIHOMOYMSI) IOATOTOBJIEHHOTO OTBETAa JIOJDKHO MPUKIAJBIBATBCS COOTBETCTBYIOLIEE
BXOJIAIIEE TUCHMO.
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6.5.4. Dk3eMIUIslp UCXOJAIIEH KOPPECTOHJEHUIUM (KOMHUs), OCTAIOIIMICI B
JieJie aIMUHUCTPALIMU JTOJIKEH ObITh 3aBU3UPOBAH MCIIOJHUTEIEM.

Hcxopsias KoppeCcIoHISHIM MepeiaeTcst JUIsl OTIPABKU MOJHOCTHIO O(POPMIIEHHOM.

6.5.5 Perucrpanusi UCXOAAIINX TOKYMEHTOB OCYILECTBISETCS B JIEHb MOJIIMCAHUS WIN
Ha CIeAyronui pabouuid NIeHb, €ClM JIOKYMEHThl ObUIM TMOJINUCAaHBbl B Hepabodee BpeMs.
JIOKyMeHTBI, MOoJJIeXkKalliue OTHpaBKe, JOJDKHBI 00pabaThiBaThbCsl U OTHPABIATHCA B J€Hb MX
perucTpaIyy Wi Ha CIeAYIOIHid pabo4uil 1eHb.

6.5.6 Ilepen peructpauueil UCXOIAIIUX JTOKYMEHTOB AEJIONPOU3BOIUTEND MPOBEPSIET
NPaBWIBHOCTE OQOpPMJICHUS JOKYMEHTOB (B TOM UHCJIEe HaJIW4YUEe TOJMUCEH, BU3,
NPAaBWIBHOCTh HANMCAHHUS aJpPEecoB), a TaKXKe YKa3aHHBIX B HCXOJAIIMX JOKYMEHTax
NPUJIOKEHUH, COOTBETCTBHE KOJMYECTBA 3K3EMILISIPOB KOJMYECTBY aJIPECATOB M0 yKa3aTENII0
PaCCBLUIKH.

6.5.7 B 3aBUCHUMOCTH OT COAEpPKAaHHSI U CPOYHOCTU JOKYMEHTHI, JIOCTaBIIAIOTCS
azpecaTaM CpEICTBAMU IIOYTOBOM CBSI3M, HApOYHO, a TaKKe IEpPEeNaroTCcs IO KaHajaMm
AIIEKTPOHHOM CBsI3M (TenedoH, JIEKTPOHHAS T0UTa).

6.5.8. HenpaBuibHO OQOpMIICHHBIE JTOKYMEHTBI U KOPPECIOHICHIIMA HECTy>KeOHOTO
XapakTepa K OTIPABKE HE IPUHUMAIOTCS U BO3BPAIAIOTCS UCIIOJIHUTEIIO.

6.6. ®opmupoBaHue e, HX XpaHEHHE, OPraHu3auus CPaBOYHOM padoThI

6.6.1 d®opMupoBaHue Jel, UX XpaHEHHE, CIpaBOUYHAs pabOTa MO KOPPECIOHJICHIINH,
LHEHTPAJIU30BaHHO  3apETUCTPUPOBAHHOW B aJMUHUCTpaluu (KaKk  BXOAsIIEH, Tak U
UCXOJAIIEH) OCYIIECTBISETCS MYHHUIMNAIBHBIM CIyXallUM, HA KOTOPOrO  BO3JIOKEHO
JIEJI0NPOU3BOJICTBO.

6.6.2. MyHULIMIAJIBHBIE CITY>KAIIUE aIMUHUCTPALIMU OTBEYAIOT 3a:

- COXPaHHOCTh MOCTyMHAIOUIEH K HUM KOPPECTOHACHIIMK U MH(POpMAIMU O Heil B Oaze
JTAHHBIX;

- COOJIIOJIEHNE CPOKOB XpaHEHMs (B COOTBETCTBUM C YTBEP)KJIEHHON HOMEHKJIATYpOil
zen);

- CBOECBPEMEHHYIO IMOJATOTOBKY U Tiepefady [JeJl B apXUB aAMHHUCTPALUU (B
COOTBETCTBUU C YTBEPKACHHON HOMEHKIATYpOU Je).

6.6.3. 3aKkOHYEHHBIC NEJIONPOU3BOACTBOM JI€Jla B TEUYEHHE ABYX JIET WIM JAPYroro,
COIJJaCOBAHHOI'O B YCTAHOBJIEHHOM IIOPSIIKE CpPOKa, OCTalOTCI B CTPYKTYPHBIX
NOJPa3AICICHUAX aIMUHUCTPAIMH [UTSI CIIPAaBOYHOW paldOThl, a 3aTeéM B COOTBETCTBUHU C
HOMEHKJIATYPOM JIeJl CAAIOTCS B ApXUB.

Odopmienue aen A nepeiadyd B apxXuB MPOU3BOIUTCS OPraHU3alMOHHBIM OTIETIOM.

6.6.4. Jlena 3a MCTEKIMA TOA JODKHBI OBITH O(OPMIICHBI M 3aKpBITHI 10 1 Mapra
Tekyuiero rojga. OmMCH COCTABIJISIFOTCS OTAEJIBHO Ha Jejla MOCTOSHHOTO XpaHEHHus; Jela
BpeMeHHoro xpaHeHus (cseime 10 net). Ha nena Bpemennoro xpanenus (1o 10 jet) onucu He
COCTaBIISIIOTCSL.

6.7. OcodeHHOCTH PadOTHI ¢ O0pAILIECHUSIMHU I'PAKIAH

Opranuzanus padboThl ¢ 0OpallleHUsIMH TPaKJaH B aIMUHUCTPALIMK OCYILECTBISETCS B
cootBercTBUU ¢ DenepanbHbiM 3akoHOM OT 02 mas 2006 r. Ne 59-03 «O mnopsiake
paccMmoTpeHus oOpaieHuii rpaxaad Poccuiickoit @eneparumy u HacTosIuUM PerimameHToM.

7. PaboTa ¢ MyHUIIUNIAJIbHBIMHM IPABOBLIMHU AKTAMHU, COAEPKAIMMHU CIYKEeOHYI0
HH(OPMAIUIO OTPAHUYEHHOI0 PACTIPOCTPAHEHUS
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7.1. PaboTa ¢ MyHHIMIIQTHHBIMH TPABOBBIMH aKTaMH, COJEPKAIIUMHU CIYKEOHYIO
MH(OPMALIMIO OTPAHUYEHHOTO PACIIPOCTPAHEHUS, ONPEIEISIETCS HOPMATUBHBIMU PABOBBIMU
aktamu Poccuiickont @enepanuu 1 HacTosIUM PernameHTom.

7.2. OrTHeceHME MYHHLHUIIAJIBHOIO IIPAaBOBOIO aKTa K KaTeropuu JOKYMEHTOB,
coJlepKallluX HMHQOPMALUIO OTPaHMYEHHOI'O PACIPOCTPAHEHUS, MPOU3BOJUTCS TOIBKO IO
OCHOBAHUSIM, MPEIYCMOTPEHHBIM 3aKOHOJATENbCTBOM Poccuiickoit @eaepanuu.

OcHoBaHMEM 11 OTHECEHMs MYHHULUMIIAIBHOTO IPAaBOBOTO aKTa K KaTEropuu
JIOKYMEHTOB, COJIEpKAIIUX HH(HOPMAIIUIO OTPAHUICHHOTO PACIPOCTPAHEHHUS, SBIISCTCS:

- 3aIUTa HH(POPMALIUH, COCTABIISIONIEH CITyKEOHYIO TaliHY;

- 321U Ta HH(POPMALIUH, COCTABIISIONIEH KOMMEPUYECKYIO TaliHY;

- 3amuTa HHGOPMAIIMH, COCTABIIIONICH MPO(EeCCHOHATBHYIO TalHY;

- 3a11MTa HHGOPMALIMH, COCTABIISAIOIIEH JIMUYHYIO WM CEMEUHYIO TallHy IPaK/JIaH;

- 3amuTa MH(OPMALMU, COCTABIIAIOLICH MHbIE BHJbI TallH, B CIyyasX, €CJIM Takas
00513aHHOCTb MIPeTyCMOTpeHa (eiepabHbIMU 3aKOHAMM;

- 3aIlIMTa NEPCOHANBHBIX TaHHBIX IpaxkaaH ((pU3NUecKuX JuL);

- 3aIlIUTa NEPCOHANTBHBIX TAHHBIX MYHUIIUNAIBHBIX CITYKalUX;

- 3aIlMTa HUHBIX BHUJOB KOH(PHIECHIMAIBHBIX CBEICHUH B CIydasx, €CIU Takas
00513aHHOCTb MIPeyCMOTpeHa (eepaabHbIMU 3aKOHAMH.

7.3. IlepeueHbp BOIIPOCOB, KOTOPBIE HE MOTYT COJEPXKaTbCi B MYHHUIUIIAIBHOM
IIPABOBOM aKT€, OTHECEHHOM K KaTerOpUU OTPaHUYECHHOTO PACIIPOCTPAHEHUS:

- IpaBa, cBO0OIbI U 00S3aHHOCTH YENIOBEKa U IPaXk/IaHNHa,;

- IOJIHOMOYHS aIMUHUCTPALINH;

- IeATENBHOCTD aIMUHUCTPALINN;

- CIOJIb30BaHKE OIOPKETHBIX CPEJICTB;

- UHBIE BONPOCHI, HEJIOMYCTUMOCTh OTPAHUYEHMs JOCTyla K KOTOPHIM YCTaHOBJIEHA
3aKOHOATeNbCTBOM Poccuiickon denepanumu.

7.4. HenomycTMMO OTHECEHME MYHMIMIIAJBHOTO IIPAaBOBOIO aKTa K KaTeropuu
JIOKYMEHTOB, COJepKaIIuX HH(OPMAIIUIO OTPAaHUYCHHOTO PACIPOCTPAHEHHUS, B CITyUasX:

- co/iepKaHMsl B HEM BOIPOCOB B COOTBETCTBUH C NEPEUYHEM, OINpPENEIECHHBIM MTyHKTOM
7.3 HacTosmniero Perimamenra;

- BHECEHUsI U3MEHEHUM, OTMEHBI WIIM NIPU3HAHUS YTPATUBIIUM CHIIy MYHULIUIAIBLHOTO
IIPABOBOTO aKTa, HE OTHECEHHOT'O K KATETOpHUH OTPaHUYEHHOIO PACIIPOCTPAHEHUSI.

7.5. Hoctyn k wuHboOpManmuu O JEATEIBHOCTU aJMHUHHMCTPALUM OTPAHUYMBAETCA B
cllydasX, €CIM YyKa3aHHas uHGopMalus OTHeCeHa K HH(OpMaluU, COCTABISAIOLICH
rOCyJIapCTBEHHYIO WJIH CIYKEOHYIO TaliHy.

7.6. Pemenne 00 OTHECEHMM MYHHUIMNAJIBHOIO IPABOBOTO aKTa K KaTeropuu
JIOKYMEHTOB, COJIEp)KalUX ClIyXkeOHyr0 HH(POpMAIMI0 OrPaHUYEHHOTO PACIPOCTPaHEHUs,
INPUHUMAETCS, KaK MPaBUJIO, HA CTaJUMU CO3/IaHUS NPOEKTa MyHHIMIIAJIILHOTO IPABOBOTO aKTa
IIPH BKJIFOUEHUHU B HETO CBEJICHUH KOH(HIEHIMAIBLHOTO XapakTepa u 0popMIIsSeTCsl TOMETKON
B IIPaBOM BEpXHEM YIUIy IMyTeM @pocTaBieHUs Iutamna (oTMeTkH) «Jns ciyxeOHOro
MI0JIB30BAHMSI.

Pemenne 00 oTHeCEHMHM MYHUIIMIIAIHLHOTO MPABOBOTO aKTa K KaTErOpUU JOKYMEHTOB,
NOJIEKAIIUX OTrpaHUYEHUIO pacnpocTpaHeHUs (octyma), MPUHUMAETCS
IJIAaBOM aAMMHHMCTPALMU WIN JIMIIOM, MCIOJHSIOIUM €T0 IOJTHOMOYMS, Ha CTaJuu CO3JIaHHUS
IPOEKTa MYHHUIMIIAJILHOTO NIPABOBOI'0 aKTa IPH BKJIIOUEHUHU B HErO NEPCOHANBHBIX JaHHBIX U
CBEJICHMM, YKa3aHHBIX B IIyHKTE 7.7 Hacrosmero Pernamenra.

7.7. CBeneHus, coaepKallMecs B MYHHLMIAIbHBIX IIPABOBBIX aKTax IO KaJpOBBIM
BOIIPOCaM, MOJUIEKAIIUX OTPAHUYECHHIO IOCTYIIA:
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- O Ha3HAUYeHWM, TIEPEeBOJEC Ha JOJDKHOCTh W OCBOOOXKIECHHUH OT JIOJDKHOCTH
MYHUIUTTATBHBIX CTYKaIHX;

- 0 IPUMEHEHUH U CHSITHM AUCIHUIUIMHAPHBIX B3BICKAHUM, O MPOBEICHUU CITYyKeOHOM
MPOBEPKH B OTHOIIIEHUU MYHHIIMITAILHBIX CITYKAIIUX;

- 00 yTBEpXKIEHUU INTATHOTO PpACIHUCAHUS, O BHECEHUU H3MCHCHUN B INTATHOC
pacnrcanue ¢ nH(GOpPMAIUE 0 YUCICHHOCTH, TOHKHOCTHBIX OKJIaAax U (POHAE OIuIaThl Tpyaa
MYHUIUTAIBHBIX CITYKaIIHX;

- 0 IPUCBOEHUU KJIACCHBIX YNHOB MYHHIIUTIAILHBIM CITYKaIllUM;

- O MPEIOCTaBICHUH OTIYCKOB MYHHUIIMIAIBHBIM CIIyXalllUM, 32 UCKIIOYCHHEM TJIaBbl
aIMUHHUCTPAIMU WU JIUIA, UCIOJHSIONIIET0 €ro MOJHOMOYHMS, (B TOM YHCIE MO YXOIy 3a
peOEHKOM M BBIXOJy M3 OTIIyCKa IO YXOJIy 3a peOCHKOM JI0 JOCTHKEHHSI UM BO3pacTa TPex
net, 6e3 COXpaHEHUs JCHEKHOTO COJIep)KaHus, yd4eOHOTo OTIycKa); 00 yTBepKIeHUH TpaduKa
OTITYCKOB;

- 00 wu3MeHeHWW (GaMUINM, HMMEHHM, OTYECTBA MYHUIIUMIANBHBIX CIYXalUX, 3a
UCKJTFOYEHUEM TJIaBbl Q/IMUHUCTPAIIUH HITH JIUI[A, UCTIOTHSIOMIETO €ro TTOJTHOMOYHSI.

7.8. I'maBa aAMUHHUCTpAMKA WM JIMIO, UCIIOJIHAIOUIEE €ro MOJHOMOYHWS, NPUHSBIIUN
pemieHne 00 OTHECEHMM CIy)KeOHOH uHpopManuu, 3ahUKCUPOBAHHOW B MYHHUIIUNAIBHOM
MPABOBOM aKTe, K KaTErOpHUH OrPAaHUYEHHOTO PAaCIpPOCTPaHEHHS, HECET IEePCOHATLHYIO
OTBETCTBEHHOCTH 32 00OCHOBAHHOCTH MPUHSITOTO PEIICHHUS.

7.9. JoxymeHTHpoBaHHass UHGOPMALIUS ¢ TOMETKON «Jljis cy>KeOHOTO MOIb30BAHUS
0e3 pPe30JIONHK TJaBbl AIMUHUCTPAIIMN WA JIMIA, WCHOJHSIOIIET0 €ro IOJHOMOYHS, He
MOJ/IJICIKUT pasrialleHuIo (pacpoCTPaHEHHUIO).

7.10. Cusarue nomeTku «Jnsi ciykeOHOTro MOJIb30BaHMS) MPOU3BOJIUTCS B CBS3U C
yTpatoil  KoHpuAeHIManbHOCTH  WHpopmanuu. [lomMeTrka  moramaercs  MOJIUCHIO
TJIaBbl AIMUHUCTPAIIMH WIIH JIUIIA, UCTIOHSIOMIETO €T0 MOJTHOMOYHSL.

8. UcnoJiHeHne U KOHTPOJIb MCIIOJTHEHNSI MYHUITUTIAJIbHBIX NPABOBBIX AKTOB,
CJIyKeOHBIX JOKYMEHTOB, IPOTOKO0JIOB COBEIIAHMI, a TAKKEe Pe30JII0I Uil

8.1. OOmme nonoKeHus

8.1.1. B anMuHuCTpanmu nojuiexkaT UCIIOJIHEHUIO BCe MOPYUYEeHUs, 3aQUKCHUPOBaHHbBIE B
MYHHIUTAIBHBIX TPAaBOBBIX aKTaX, CIY>KEOHBIX JOKYMEHTaX, IMPOTOKOJAaX COBEIIAHWM, a
TaKKe Pe30JIIOIHUsX.

8.1.2. Ucnonnenue mpeamnoyaraeT pa3pabOTKy Mep, HalpaBJICHHBIX Ha HMCIOJHECHHE
MOPYYEHUH.

OTBETCTBEHHOCTh 32 Kaue€CTBEHHOE M CBOEBPEMEHHOE HCIIOJTHEHUE MOPYYECHHH, Kak
COJIEpIKAIIMXCSl B HUX, TaK M JAHHBIX [0 WX HCIOJHEHHIO, BO3JIArae€TCs Ha PyKOBOAMUTEIEH
CTPYKTYPHBIX MOJApA3ACICHUN, MYHUIIUIIATBHBIX CIYXKAIllMX B COOTBETCTBUHM C MOPYUYEHHUEM,
yKa3aHHBIM B PE30JIFOLINH.

8.2. UcnosiHeHHMe MYHMUIMNAJbHBIX NMPABOBbIX AKTOB, CJIY:KE€OHBIX HOKYMEHTOB,
IPOTOKOJIOB COBELAHUM, Pe30JIIOL Ui

8.2.1. Cpok UCTIOJTHEHUS.

8.2.1.1. Cpok uHCHIOTHEHUS, OMNpEAeNsIeTCs KaJleHJapHOW JaTol WM HCTEUYECHUEM
Mepuo/ia BpeMEHH, KOTOPHIN UCYUCIISIETCS TOJIAMH, MECSIIIaMU WU JTHSIMHU.

['omoBbIe U MeCSTYHBIE MEPUOAbl BPEMEHU UCUHUCIAIOTCS KaJ€HJIAPHBIMHU JTHSIMU; CPOK
WCTIOJTHEHUS, YCTAHOBIICHHBIN B JHSIX, HCUUCIseTcss pabounmu qHsSMU. CpOK UCTHOTHEHUS,
YCTaHOBJIEHHBIM KaJIEHAAPHOM JATOM, UCTEKAET B IEHb, YCTAHOBJICHHBIN B PE30JIIOLUH.

CpoK HCTOJIHEHUS, UCHUCIISIEMBIN MecsiieM, uctekaet yepe3 30 KajleHIapHbIX THEH, HE
cuuTas HepabouMX Mpa3aHUYHBIX JHEW, 3a HUCKIIOYEHHEM CPOKOB  HCIIOJHEHHS,
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YCTAaHOBJICHHBIX 3aKOHOJATEIbCTBOM. B ciydae yCTaHOBJIEHMS 3aKOHOIATENBCTBOM CpOKa
paccMOTpPEHHUS] «B TEUYEHHE MECSIay», «B MECSYHBIM CPOK» CpPOK HCIIOJHEHHS HCTEKaeT B
COOTBETCTBYIOLIEE YHCIIO CIEIYIOLIEr0 MECSLA, a €CIM B CIEAYIOIIEM MECALe TaKOro 4ucia
HET, TO CPOK HCITOJIHEHUS UCTEKAET B OCIEIHUI I€Hb 3TOT0 MECSLA.

CpoK HCHONHEHHUs, MCUUCISIEMbIM HEAENel, HCTEKaeT 4Yepe3 S5 AHEH, He CcuuTas
HepaOouMX MpPa3AHUYHBIX U BBIXOJHBIX JTHEH.

CpoK HMCIOJIHEHUS, UCUUCIIAEMbI JHSAMHU, UCTEKAET B MOCIEJAHUNA JI€Hb HCIIOJHEHMS
NOPYYEHHUs], HE CUUTAasl HepabOUYMX MPa3JHUYHBIX U BBIXOAHBIX THEH.

Ecnu nocnenHuil 1eHb cpoka NpUXOAUTCS Ha HepaOouuil AeHb, THEM OKOHYAHUS CPOKA
CUMTAETCs CeyIOIUN 32 HUM pabounii 1€Hb.

8.2.1.2. Cpok HCIOJIHEHUS MOPYUYEHUS], COAEPKALIETOCs B MyHUIIUTIIAJIBHOM ITPaBOBOM
aKTe, yKa3bIBaeTCsl B TEKCTE MYHULIUIIAIBLHOTO MPABOBOT'O aKTa.

CpoOK BBINIOJIHEHUSI MyHUIIMIIAIIBHOTO IIPABOBOT'0 aKTa B LIEJIOM ONPEIEISIETCS 110 CPOKY
VCIIOJIHEHUSI TIOPYYEHUs, SIBISIFOLIETOCS IOCIEIHUM B YHCIE MEPONPUATHN, U NOPYYECHHH,
MPETyCMOTPEHHBIX MYHUIIMITAJIbHBIM IPABOBBIM aKTOM.

B Tex cmydasx, Korjga B MyHUUUIIAIbLHOM IPaBOBOM AaKT€ HE OMNpENETeHbl CPOKU
VCIIOJIHEHUS NTOPYYEHHM, TO CPOK MCIIOJHEHUS MYHULMIAIBHOIO IIPAaBOBOr0 aKTa B LIEJIOM —
TPU Mecsla CO JHS MOANMCAHMUS MYHULMIAIBHOI'O IIPaBOBOTO aKTa WM BCTYIUIEHUS €r0 B
CUIy.

[Iponnenne cpoka HWCHOJHEHUS OTIENBHOIO IOPYYEHHs, COJEp)KaIerocs B
MYHHUIMIAIIBHOM NPAaBOBOM aKTE€, MOXKET OCYILIECTBISATHCS B paMKaX CpOKa IO IMOCIEIHEMY
INYHKTY MYHULUIIAIBHOIO IPAaBOBOTO AaKTa JODKHOCTHBIM JIMLOM, OCYIIECTBISIOIIUM
KOHTPOJIb 32 €r0 BBIIIOJHEHHEM B L€JIOM, Ha OCHOBAaHUM JIOKYMEHTa, O0OOCHOBBIBAIOLIETO
IIPUYMHBI HEBBINOJIHEHUS MOPYYEHMsI, MEPHI IO MX YCTPAHEHHMIO U IPENJIOKEHUS O HOBOM
CPOKE HUCIIOJIHEHHUS TIOPYUYEHHUSI.

B cinywae ecnm MyHMIMOAQIbHBIM TPABOBOM AKT HE BBINOJIHEH B IEJIOM B
YCTaHOBJIEHHBIM CpPOK, TO JOJDKHOCTHOE JIMIIO, HAa KOTOPOE BO3JIO)KEH KOHTPOJb 3a €ro
BBIIIOJJHEHUEM,  HAIpaBiseT IJIABE aJIMMHMCTPALMU WIA JIMIy, MHCIOJHSIOUIEMY  €ro
MOJIHOMOYHS, 3alUCKY C YKa3aHMEM INPUYMH HEBBINOJIHEHHUS] MYHULUIIAIBLHOTO MPAaBOBOTO
aKTa, Mep, IPUHSTHIX 110 UX YCTPAHEHUIO, U TPEJIOKEHUEM O HOBOM CPOKE €0 BBIMOJIHEHHUS.

Pemenne o npoMieHMM CpOKa MCHOJHEHUS MYHUUMIAIBHOIO IIPaBOBOIO aKTa
NPUHUMAETCS I1aBOM aIMUHUCTPALMH UJTU JIULIOM, UCTIOJIHSIOLIUM €r0 TIOJTHOMOYHS.

M3MeHeHne CpoKa BBINOJHEHUS MYHHLHMIIAJIBHOIO IPaBOBOIO aKTa ITPOU3BOJIUTCS
MyTeM NPUHATHUS (M3aHUs) MyHULIUIIATBHOTO IPABOBOTO AKTA.

MyHununaneHel NPaBOBOM aKT CHHUMAETCS C KOHTPOJII Ha OCHOBAHMM CIIPABKU
(oTuera), comepxameid WHQOPMANKIO O BHINOIHEHWH BCEX MOPYUYCHHH MYHHIIMTAIBHOTO
IIPABOBOTO AaKTa, 3a MOAMMCBHIO JOLKHOCTHOIO JIMLA, HA KOTOPOE BO3JIOKEH KOHTPOJb 32
BBIIIOJJHEHUEM MYHMIIMIIAJILHOTO IIPABOBOIO AKTA.

CHATHE ¢ KOHTPOJISI MYHULIMIIAJIBHOTO MPABOBOTO aKTa OCYLIECTBIISIETCS M0 YKa3aHUIO
rJIaBbl aIMMHUCTPALMHU WK JIUIIA, UCTIOJIHAIOIIETO €T0 MOJTHOMOYHS.

OcHOBaHMEM 7151 CHATHSL MYHHULIMIIAJILHOTO IPABOBOT0 aKTa C KOHTPOJIS SBJISIETCA:

- €r0 BBIIIOJIHEHHUE;

- mnpuHATHE (BBEJIEHHWE B JIEWCTBHE) HOBOTO MYHHIIMIAIBLHOTO IPaBOBOrO akKTa,
OTMEHSIOLIET0 JIEHCTBHE IIPEKHEro (B CBA3M C H3MEHEHHMEM OOBEKTUBHBIX YCJIOBHH,
NPUHIATHEM IIPABOBBIX aKTOB U T.JI.).

8.2.1.3. Cpok HCIONHEHHS MPOTOKOJIBHOIO MOPYUYEHHUS ONpPEAENIeTCsd B IMPOTOKOJE U
MCYMCIIAETCS C AAThl IPOBEIECHUS COBEILAHNU.
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Pemrenne 0 mpomyieHMM CpOKa HUCIOJHEHMS IIPOTOKOJIA HAa OCHOBE MPEIJIOKECHMUS,
OTBETCTBEHHOT'O 34 KOHTPOJIb IPOTOKOJIA B LIEJIOM, IPUHUMAETCS TJIABOW aJMUHUACTPALIUN WIIN
JIMLOM, UCIIOJIHSFOLIUM €r0 II0JTHOMOYHS.

Pemrenne o CHATUM NPOTOKOJA COBELIAHUSA C KOHTPOJIS B CBA3U C €r0 BBIIOJHEHUEM,
IIPOBEACHUEM TOBTOPHOIO COBEIIAHUS, MPUHATHEM MYHULHIAIBHOIO IIPAaBOBOIO aKTa
(MCuepnbIBAIOIIETO TMOPYYEHUS, COJEp)KAlIerocss B IMPOTOKOJIE) MO MPEUIOKEHHIO,
OTBETCTBEHHOI'O 3a KOHTPOJIb MCIOJIHEHMS IPOTOKOJAa B LEJIOM, IPUHUMAETCA
IJIABOM aIMUHUCTPALU WU JIMLIOM, UCIIOJIHSOIIMM €T0 ITOJITHOMOYHUSL.

Pewrenne o cHATUM C KOHTPOJS OTAEIBHOTO IMOPYYEHHMsS], YKa3aHHOTO B IPOTOKOJIE, U
MPOJJIEHUN CpPOKA €ro HCIOJHEHUs MPUHUMAETCS IJIABOM aJMUHUCTPALUU WINA JIULIOM,
UCHOJIHSAIOIIMM €ro O00SI3aHHOCTH, IO TNPEJIOKEHUIO, OTBETCTBEHHOTO 3a KOHTPOJb
VICIIOJTHEHUS ITPOTOKOJIA.

HcnionHeHne mpoTOKOJIbHBIX MOPYUYEHUH, COJIepKAIIMXCSI B TPOTOKOJIAX ONEpPaTUBHBIX
COBELIAHUN B CTPYKTYPHBIX IOAPA3IEICHUAX OCYLIECTBISAECTCS B COOTBETCTBUM C HACTOALIUM
IIyHKTOM COOTBETCTBEHHO.

8.2.1.4. McnosnHeHne nopydeHHs: O MPUBEICHUM MYHUILMIAIBHOTO MPAaBOBOr0 aKTa B
COOTBETCTBUE C (peiepaibHBIMU 3aKOHAMU M WHBIMM HOPMATHUBHBIMU NPAaBOBBIMU aKTaMHU
Poccuiickoir @enepanuu, 3aKOHAMU Y MHBIMM HOPMATHMBHBIMM IIPABOBBIMU aKTaMH TOpOJa
MockBbl, YCTaBOM MyHULMIAIBHOIO OKpyra, HOPMaTUBHBIMU U NPaBOBbIMU akTamu CoBera
JICITyTaTOB OCYLIECTBIIIETCS B TEUCHHE TPEX MECSLEB CO AHS BCTYIUIEHUS UX B CHILY, €CIH
MHOE HE TMPEeIyCMOTPEHO COOTBETCTBYIOUIMM (elepalbHBIMA 3aKOHAMU W HMHBIMH
HOPMAaTUBHBIMU IIpaBOBBIMU akTamu Poccuiickonn @enepanuu, 3aKOHAMM W HWHBIMH
HOPMaTUBHBIMU IPAaBOBBIMM aKTaMH Topoja MOCKBBI WM MYHUUHUIAIbHBIMU IPAaBOBBIMU
aKTaMH.

8.2.1.5. UcnonHenne mopydeHui, 3a)UKCUPOBAHHBIX B PE3OJIONUAX W CHA0KCHHBIX
CIIEHUAIIbHBIMU ITOMETKaMH, OCYILECTBIISECTCS B CIIEIYIOIIEM ITOPSAIKE:

- IOPYYEHHUs C TIOMETKOH «He3ameonumenbHo» UCTIOIHIIOTCS B T€YEHUE OTHOTO JTHS CO
JHA TIOAIMCAaHUS U PETrUCTpaluy  PE30JIOLHMM, IIPU  OTOM  MOXHO  YKa3bIBaTh:
«HezamennmurensHo, B TeueHuu 1 (2, 3, 4...) 4dacy;

- IIOpYYEHUsl C MOMETKOM «BEChbMa CPOYHO» HCIIOIHSIOTCS HE MO3JHEE JIBYX JIHEU CO
JUHS IOAIIMCAHNS U PErUCTPALIUU PE3OJIIOLINN;

- MOpPYYEHMUS C IOMETKOM «CPOYHO» MCIOJHAIOTCA HE IO3JHEE TpeX AHEH CO IHs
MOANMCAHUS U PETUCTPALIMY PE30JIIOINY;

- IOPYYEHHS C IOMETKON «ONEPATUBHO» UCIOJIHSAIOTCS HE MO3/IHEE IECATH THEU CO THA
IIOAMCAHUS U PETUCTPALIMY PE30JIIOLNH.

IIoMeTKM CpOYHOCTH HMMEIKOT IPAaBO MPOCTABIATH IIABA aJAMUHUCTpPAUUW WIM JIMLO,
HCIIOJIHSIOIEE €r0 MOJTHOMOYHS.

IIpn mpocTaHOBKE MOMETOK CPOYHOCTH BBILICYKA3aHHBIMU JIMLAMU MYHUIIUIIAIbHBIN
CIIyXalllUid, HA KOTOPOTO BO3JI0KEHO JEJONPOU3BOACTBO, 0053aH HE3aMEJIUTENBHO JTIOBECTH
JI0 CBEJICHUS UCIIOJIHUTENEeH HHPOPMALMIO O CPOUHOM MOPYUYEHUU.

Ecnm B yCTaHOBJIGHHBIM CPOK  MCIIOJIHEHME JIOKYMEHTa HEBO3MOXHO, TO
OTBETCTBEHHBIM MWCIIOJHUTEIEM B TEUEHHE TPEX YacOB C MOMEHTA IIOJIYYEHUS CPOYHOIO
MOPYYEHUs TOTOBUTCS CIPABKA HA MMsI IVIABBbl AMUHUCTPALMN WJIU JIMLA, UCTIOJHSOIIETO €ro
MOJIHOMOYHSI, C 000OCHOBAHHEM HEOOXOAUMOCTH MPOAJICHHUS CPOKA.

Pemrenne 0 CHATUM C KOHTPOJISI HOPYYEHUHN ITPOU3BOAUTCS IJ1aBOM aIMUHUCTPALMY WIH
JIMLIOM, UCIIOJIHAIOIIUM €0 ITOJTHOMOYHS.

OcHOBaHMEM MJIs1 CHATHS C KOHTPOJISL MOXKET CIIYXKUTh:

- CIIPaBKa MCIIOJIHUTENS O PE3yJIbTaTax BbIIOJHEHHS IOPYUEHUS;
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- KOmMsl TMOANMCAHHOTO M  3apErHCTPUPOBAHHOTO OTBETAa  KOPPECIOHJACHTY,
HaIpaBJICHHAs C COMPOBOAUTEIBHBIM TOKYMEHTOM.

8.2.1.6. Ilopsaok HCIOJHEHUS MYHHUIMIAIbHBIX MPABOBBIX aKTOB, CIIy)KEOHBIX
JIOKYMEHTOB, IPOTOKOJIOB COBEIAHNMN, PE3OJIIOLIUM.

HcnonHeHne ocyliecTBISE€TCS B COOTBETCTBUU C MOPYYEHUSIMHU, COJAEPKAUIUMUCS B
YKa3aHHbIX IOKyMEHTaX.

Eciu B pe30stonuu B Ka4€CTBE MCIIOJIHUTENS YKa3aHbl HECKOJIBKO JIUI] U HE OIPEAEIIEH
OTBETCTBEHHBIN HCIIOIHUTENb, OTBETCTBEHHBIM 3a MOJATOTOBKY O0OOIIEHHOW WH(pOpMAIUH
SBIISI€TCS JIUILIO0, YKa3aHHOE B PE30JIIOLIUU TIEPBBIM (Jajiee - OTBETCTBEHHBIN UCIIOJIHUTEND).

JInno, yka3zaHHOE B PE3OJIIOLMH OTAECIBHO OT OCHOBHBIX MCIIOJHHUTENIEH CO 3HAKOM T,
OpPUHUMAET ydacThe B paboTe Haja JOKYMEHTOM IIpH HEOOXOAMMOCTH IO PELICHHIO
OTBETCTBEHHOT'O UCTIOJTHHUTEISI MJIH 110 COOCTBEHHOW MHUIATHBE.

CoucnonHuTenu He MO3JHEE, YeM 3a IATh JHEW 1O MCTEYEHHs CpPOKa HCIIOIHEHMS
00s13aHbl MPEJCTaBUTh OTBETCTBEHHOMY HCIIOJHUTENIO CIpPaBKU s 000OIIEHUs W
COCTaBJIEHUS OTYETa JINOO COOOIA0T CBOE MHEHHE IO MCIOJIHSIEMOMY BOIIPOCY B JAPYroi
dbopme, ycTpauBarolieil OTBETCTBEHHOI'O UCIIOJIHUTES.

Ecnmu undopmanus, coxaepkamascs B MPEICTaBICHHOW HCIOJIHHUTEIEM CIIpaBKe, HE
COOTBETCTBYET yCTAQHOBJIEHHBIM TpeOOBaHMUSAM, CIpaBKa MOXET ObITh BO3BpalleHa
MCIIOJIHUTEINIO 17151 JOPaOOTKH.

OTBETCTBEHHOMY HCIIOJIHUTENIO JAETCA MIPaBO CO3bIBA COMCIIOIHUTEIIEH.

CoucnonHuTeNn B PaBHOM CTENEHM HECYT OTBETCTBEHHOCTh 3a KAauyE€CTBEHHYIO H
CBOEBPEMEHHYIO MOATOTOBKY BOIIPOCA.

OTBETCTBEHHBI HCHOJHUTENL 0000IIAET MOJYyUYEHHYI0 MH()OPMALIUIO U MPEJCTaBIISET
JOJDKHOCTHOMY JIMIly, JaBIIEMy IIOpy4YeHHMe, JOKYMEHT (CHpaBKy, HH(OpMaluo) 1o
WCIIOJIHEHUIO PE30JIOLUMU C YKa3aHUEM MHEHHUS COMCHOJHUTENIed MO0 MNpuiaraeT KONUU
cIpaBoK (MH(OpMAIHil) COUCTIOTHUTENEH.

CoucrnonHuTeNn B PaBHOM CTENEHM HECYT OTBETCTBEHHOCTHh 3a KAauye€CTBEHHYIO H
CBOEBPEMEHHYIO ITOATOTOBKY BOIIPOCA.

8.3. KoHTpO/b HMCHOJHEHHUS] MYHMUHMIAJBHBIX IPAaBOBBLIX AKTOB, CJIY:KEOHBIX
JOKYMEHTOB, IPOTOKO0JIOB COBEIIAHU, Pe30JII0I Uil

8.3.1. B LEeNsX obecrieueHus BBICOKOM s¢dexTuBHOCTH
YIPaBJICHUS aJMUHUCTPALIMEN HA OCHOBE CUCTEMATHUYECKOW NPOBEPKHU XOJa HCIOIHEHUS U
IIPUHATHS CBOEBPEMEHHBIX MEDP 10 UX BBIIIOJIHEHHIO B ONPEJCIICHHBIE CPOKH YCTaHABIMBACTCS
KOHTPOJIb HCIHOJHEHHS MYHUIUNAIbHBIX HPAaBOBBIX aKTOB, CIYy)KEOHBIX JOKYMEHTOB,
IIPOTOKOJIOB COBELIAHUHN, PE3OTIOLIHAMN.

8.3.2. KOHTpOdb UCHOIHEHHUS MYHHUIMITAIBHBIX TPABOBBIX aKTOB, CIIY)KEOHBIX
JIOKYMEHTOB, HPOTOKOJOB COBEIIAHUM, a TaKxke pe3oyouuil (najgee — MCIOJIHEHUE
JIOKYMEHTOB) BKJIIOYaeT B ce0s KOHTPOJb 3a KaueCTBEHHbIM (IOJHOTA W TOYHOCTH) U
CBOEBPEMEHHBIM (CPOKH HCITOJIHEHHUS ) UCTIOTHEHUEM JIOKYMEHTOB.

8.3.3. B xoMmeTeHUHIO JiMila, OTBETCTBEHHOIO 3a KOHTPOJb HUCHOJHEHUS JTOKYMEHTA
WIH SBJISIOIIETOCS] OTBETCTBEHHBIM MCIIOJIHUTENIEM JOKYMEHTA, BXOIUT:

- OpraHM3aIys BHITIOJIHEHUS TOPYUYEHHH, 3a()UKCUPOBAHHBIX B JOKYMEHTE;

- KOOpAWHALUS ACSTETbHOCTH UCIIOIHUTEICH U COUCIIOTHUTENEH;

- KOPpPEKTHpPOBKa CpOKa HCIIOJIHEHHsS JOKyYMEHTa B paMKaX KOHEYHOIO CpoOKa
VCIIOJIHEHUS JOKYMEHTA B LIEJIOM;

- TpUHATHE Mep i Oe3yCIOBHOTO BBITIOJHEHHUS COACPKAIUXCA B JOKYMEHTE
MMOPYYECHUU;
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- MOATOTOBKAa M NPEJACTaBIEHUE JIMIly, MOANUCABIIEMY JOKYMEHT WJIU JlaBLIEMY
NOpYy4Y€HHE, 0TYETA (CIIPABKU O BHIMOJIHEHUH TOKYMEHTA B LIEJIOM).

B cimydae ecnu nopydeHHe HE BBIIOJIHEHO, JIMIO, HA KOTOPOE BO3JI0KEH KOHTPOJb 3a
BBIIIOJJHEHUEM JOKYMEHTa B IIEJIOM, YCTAHABIIMBAET KOHEUYHBIM CPOK BBIIIOJIHEHHS JTaHHOTO
MOPYYEHHUsST B paMKaxX CpOKa IO TOCIAEAHEMY MYHKTY JOKyMEHTa, O 4eM HH}opMHupyeT
rJIaBy aJIMHUHHCTPALUU.

8.3.4. KoHTponb HCIOMHEHHS MYHHMIMIAIbHBIX TPABOBBIX AaKTOB JIOJDKEH OBITh
BO3JIO’KEH, KaK IPaBUJIO, HA OJTHO JIULIO.

KouTposnp ucnonHeHus nopydeHuid, 3a)MKCHPOBAHHBIX B MPOTOKOJIAX, MOXKET ObITh
MOPYYEH HECKOJIbKUM JIMIaM B COOTBETCTBUU C pacipeieIeHuEM 00sS3aHHOCTEN.

Kontpone ucnonHenus mnopydeHud, 3aUKCUPOBAHHBIX B PE3OIIONHIX, MOKET OBITH
MOPYYEH OJIHOMY WJIM HECKOJIBKUM JIMIIAM B COOTBETCTBUH C paclpeleIeHUEM 00s3aHHOCTEH.

B Tom ciydae, ecnu KOHTPOJIb BO3JIOXKEH (110 PE3OJIIOLMSIM - UCIIOJIHEHHUE MTOPYYEHO) Ha
HECKOJIBKUX JIMI, TO o0oO0miaer marepuaid (FOTOBUT HUTOTOBYIO CIIPaBKy) B II€JIOM IIO
WCIIOJIHEHUI0O MYHHMIMIAJIBHOTO MPAaBOBOTO aKTa, PE3OJIOLUMH TO JHMIO, KOTOpPOE B
MYHHIMIAILHOM IPAaBOBOM aKT€, PE30JIOLNN 3HAYUTCS IEPBBIM, €CJIM HET APYTUX YKa3aHUMU.

KoHTpoias 3a  HCIOJIHEHMEM  NOPYYEHHH  TJlaBa aAMUHUCTPALMU WU JIULIO,
UCTIOJHSIIOIIEE €0 MOJHOMOYHS, BIIPaBE OCTaBUTh 3a COOOil.

8.4. [lopsinok ocymecTBICHUSA KOHTPOJIS

8.4.1. KoHTponb UCHONHEHUS MYHULHNAIBHBIX IPAaBOBBIX AKTOB W IOPYYECHHMU
(pe3omnronuiil) B aAMMHHUCTPALMU OCYIIECTBISAETCS B PYYHOM pEXKHUME C HCIOJIB30BAHUEM
JKYPHAJIOB PETUCTPALIMH, B PEKUME aBTOMAaTU3UPOBAHHOW 00pabOTKU JTOKYMEHTOB, B PEKHUME
AIIEKTPOHHOTO JI€JIONPOU3BOICTBA.

8.4.2. llenTpann30BaHHOMY KOHTPOJIIO IO CPOKaM U KAYECTBY MCIIOIHEHUS IMOJJIeXaT
BCE€ JOKYMEHTBI, IOCTaBJIEHHbIE HA KOHTPOJIb.

8.4.3. JIoKyMeHThI, MNOJJIeXKaIlUe KOHTPOJI, HANPABIKAIOTCA B CTPYKTYPHBIE
NOJIpa3IeIeHNs] AIMUHUACTPALMH B IEHb X PErUCTPALUN WIH MTOAMCAHMS PE30TIOLUH.

8.4.4. KoHTpOJb OCYHIECTBISIETCA KaK ONEpPaTUBHBIMU METOAAMH (UCIIOJIb30BaHHE
CPEIICTB CBSI3M, OpraHM3alisl MPOBEPOK M COBEIIAHUA M T.A.), TaK U TPaTULIUOHHBIMU
(moxyyeHnue UHPOpPMAILMU OT UCIIOJIHUTENS B BUE OTBETOB, CIIPABOK, OTYETOB U T.11.).

MyHMIMIANBHBIA  CITy’>KalllMi, Ha KOTOPOTO BO3JIOXKEHO JEJIONPOU3BOJICTBO, (IpU
HEOOXOJIMMOCTH) HAllOMHMHAET MCIIOJIHUTENSAM O CPOKax HCIIOJIHEHUs MOpPYYEHUM, KOTOpbIE
MCTEKAIOT B MPEACTOSIINN EPUOI.

Jlomyckaercs 3ampamuBaTh HHQOPMAIMIO O XOJI€ HCIOJHEHUS JOKYMEHTa WU
NOPYYEHHUS 1O UCTEUEHHUS] KOHEUHOT'O CPOKA B MOPSIAKE YIPEXKIAIOIIETO KOHTPOJIS.

8.4.5. VconauTenn 00s13aHBI MPEACTaBUTh WH(GOPMAIMIO O BBHIMIOTHEHUN MOPYYEHUN
HE MO3/IHEE, YEM 32 JIBA JTHA 10 OKOHYAHMS KOHTPOJIBHOI'O CPOKA.

8.5. Ha ocHoBaHuM aHanu3a TUCHBMEHHOW WHGOPMAIMK, TPEICTABIAEMON
VCIIOJIHUTENSIMU, TJIaBE€ aJMUHUCTPALIMY UM JIUIYy, HCIOJHSIIONIEMY €ro IOJHOMOYHS,
JOKJIa/bIBaeTCsl HMH(OpMAnUs O XOJA€ BBINOJHEHUS MYHUIUIAIbHBIX [PABOBBIX AaKTOB,
CITy>KeOHBIX IOKyMEHTOB, IPOTOKOJIOB COBEILAHUI, @ TAKKE PE3OITIOLHIA.

9. /loroBopbI U coryiamieHust
9.1. O0mue TpedoBaHUS
[ToaroroBka, opopmiieHHe, MOANMCAHNS, YTBEPKICHUS, BBIIOJHCHUS M TIPEKPAIECHUS
JIEUCTBUS TOTOBOPOB, COTJIAIICHUN, KOHTPAKTOB, U T.J. (JlajJee — JOrOBOPOB), 3aKIHOUYAEMbIX
IJIaBOM aJMMHHUCTpPAIlMM WM JIMIIOM, HCIOJHSIOUMM €ro IOJHOMOYMs, € CyOBeKToM
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OCYILECTBIIIETCS. B COOTBETCTBMM C 3aKOHOJATENbCTBOM Poccuiickon @Penepanuu u
HACTOSIILIUM Pa3AeIIOM.

TekcT mnpoekra O0OroBopa, MNOANKMCHIBAEMOrO TJIABOW aJMUHUCTPALMU WU JIMIIOM,
UCIIOJHSIOMIUM €ro IMOJHOMOYHSA, NOATrOTaBIMBAECTCS MYHHUIMNAIbHBIM CIYXalllUM B
COOTBETCTBUHU C JAHHBIM €MY MOPYUYEHHUEM (J1aiee — UCTIOTHUTEID).

Bo3MOXHO NpuUHATHE HCIOIHUTENEM 3a OCHOBY WM B 1eJIoM (P OTCYTCTBUU
3aMEYaHUN M TIPENJIOKEHHI) TEKCTa JOrOBOpPa, MPEIIOKEHHOro CyOBEKTOM (CyObeKTaMu)
JIOTOBOPHBIX OTHOILIEHHUM C aAMUHUCTPALIUCH.

9.2. OcHOBHbIE TPeOOBaHNS K 0(POPMJIEHHUIO 10TOBOPOB

9.2.1. [loroBopbl AOKHBI COOTBETCTBOBATH O0S3aTENbHBIM MJII CTOPOH IpaBUiIaM,
YCTaHOBJIEHHBIM 3aKOHOAATENbCTBOM Poccuiickorn Penepannu, 3aKOHOJATEIBCTBOM TOpOJia
MOCKBBL.

9.2.2. IloanuceiBaeMble JOTOBOPHI TOJKHBI CONEPIKATH:

- HAMEHOBAHUE;

- mpeamOy1y (BBOJAHYIO YaCTh), B KOTOPOW MOTYT YKa3bIBaTbCsl OCHOBHBIE LIEJH;

- 1aTy, MECTO MOAMNUCAHMsI, HAUMEHOBAaHUE CTOPOH;

- PeIMET MPABOBOI'0 PErYJIUPOBAHUS;

- PacKpbITHE UCIIOIb3YEMbIX TEPMUHOB U MOHSTHIA;

- IpaBa U 00S3aHHOCTU CTOPOH;

- OTBETCTBEHHOCTb CTOPOH;

- CII0COOBI U MOPSAZIOK 0OeciedeHus: 0053aTeIbCTB CTOPOH;

- OCHOBaHMSI IPEKPAIICHUS U TPUOCTAHOBJICHUS UX JICUCTBUS;

- IOPSAIOK pa3peuIeHus CIIOPOB;

- CPOK U yCJIOBHS BCTYIUIEHUS B CHITY, CPOK JIE€UCTBUS;

- CBEJICHUS O PETUCTPAIMU U MECTE XpPaHEHUs JOKyMeHTa (TIp1 HEOOXOIUMOCTH);

- PEKBU3UTHI CTOPOH, HAMMEHOBAHME AODKHOCTH, (DaMHIIMM, UMEHM, OTYECTBA JIUI,
MOANMUCHIBAIOLINX JOTOBOD;

- MECTO JJIs1 IOJIUCH JIULL CTOPOH, MECTO JIJIs1 IPOCTAHOBKHU II€YaTH CTOPOH.

JloroBopsl 0opMIISIOTCS, KaK MPaBUIIO, B KOJIUYECTBE 3K3EMIUISIPOB MO0 YUCITY CTOPOH
noroBopa. Ilocine mnoamucaHus KaxAbld 3K3EeMIUISIp JOrOBOpa HMMEET OJMHAKOBYIO
IOPUAMYECKYIO CUITY, O UEM B TEKCT JOTOBOPA BKJIFOUAETCSI COOTBETCTBYIOLIEE MOJIOKEHUE.

Bce ucrnpaBnenust 1 JOMOJIHEHUS] B TEKCTE MOJMUCHIBAIOTCS CTOPOHAMM M 3aBEPSIFOTCS
MeyaTsIMU CTOPOH.

[Toanucu cTOpOH MO ABYXCTOPOHHUM JIOTOBOPOM PacIoJIararTcs Apyr NPOTHUB ApPYyra,
IpY MHOTIOCTOPOHHEM — oAHa mnox Jnpyroil. [loamuces mnpeacraBuTeNs aAMUHUCTPALMU Ha
000MX 3K3eMIUIIpax J0rOBOPa yIOCTOBEPSETCS TePOOBOI MEYATHIO.

[Tpu odopmieHUN TOTOBOpa CTOPOHBI HE JOJDKHBI BKJIHOYATH IMOJIOKEHHS, KOTOPHIE
conepxxkarcas B Koncturyuuu Poccuiickoii ®@eneparuu, denepalbHbIX 3aKOHAX, 3aKOHAX
roposia MockBsl (AJ11 AOTOBOPOB € CyOBEKTaMH, PACIOJIOKEHHBIMU U 3apErUCTPUPOBAHHBIMU
B ropoiae MockBe), W BCJIEACTBUE ITOTO SBISIOTCS OO0SA3aTEIBHBIMH K HCIOJHEHHUIO.
[IpunoxkeHuss K [AOroBOpaM U COIJIAILIEHUSM COCTAaBJISIIOT UX HEOThEMIIEMYIO 4YacTh H
0071a/1af0T OJJMHAKOBOM FOPUINYECKOM CHIION ¢ OCHOBHBIM TEKCTOM JIOKYMEHTA.

9.3. [IlpaBoBass »JKcnmepru3a, MNOANMUCAHUHE, PErucTpanus, KOHTPOJb 3a
BBIINIOJIHEHHEM J10T0BOPAa, 0()OpMJICHHE AKTOB BBINOJIHEHHBIX PA0OT 10 10r0BOpaM

9.3.1. IIpaBoBas 3KkcniepTH3a.

[IpaBoBas 3kcniepTHU3a NPOBOAUTCSA B CIEAYIOLIEM HOPSIKE:

- IPOEKT JOrOBOpa, IPEABAPUTEIBHO COTJIACOBAHHBIN UCIIOJHUTEIEM CO CTOPOHAMM IO
JIOTOBOPY, € JIOJDKHOCTHBIMU  JMIAMH  (CTPYKTYPHBIMU MOJAPA3JIECICHUSIMH)  TIO
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NPUHAJIEKHOCTH TPEJAMETa JIOrOBOpa, MPEJCTaBISAETCS IOPUCKOHCYIIBTY aIMUHUCTPALUH.
Bmecte ¢ mpoekToM A0roBopa MNpEACTAaBISIIOTCS BCE NPUIIOKEHHUSA, YKa3aHHbIE B TEKCTE
JIOTOBOpA, a TAaK)Ke JOKYMEHTBI, HA KOTOpPBIE B IIPOEKTE JIEJAETCSI COOTBETCTBYIOIIAS CChIIKA
(3a uCKIIOYEHHEM (elepalbHbIX 3aKOHOB, 3aKOHOB ropojia MOCKBBI, MHBIX HOPMAaTHBHBIX
npaBoBbIX akToB Poccuiickoit @Pexnepauuum u ropona MOCKBBI, OMyOJIMKOBaHHBIX B
YCTaHOBJIEHHOM TOPSIJIKE);

- B CPOK, HE Oonee Tpex pabounx THEH,
IOPUCKOHCYJIBT aIMUHUCTPALIMU TOATOTABIIMBAET 3aKIOYEHHUE 110 MPEACTABIEHHOMY MPOEKTY
JIOTOBOpA U HAMPAaBIISET €r0 UCIOTHUTEIIO.

3aKiIro4YeHre OPUCKOHCYJIbTa aIMUHUCTpAIMU OopOpMIIsIeTCsl 3a €ro MOJIUCBI0 U
COJIEP>)KUT MOTUBUPOBAHHOE PE3IOME U 3aMEUYaHUs 110 JOTOBOPY.

[Ipn oTpHULIATETLHOM 3aKIOYEHHH MPOEKT JI0TOBOPA HAIPABIISIETCS] UCIIOJHUTEIIO Ha
nopabotky. Ilocne mopabGoTKM MpoeKTa JOTOBOpa HCIOIHHUTENEM, TOKYMEHT IedaTaercs B
YUCTOBOM BHJIE B HEOOXOJIUMOM KOJIMYECTBE SK3EMIUIIPOB U, NMPU OTCYTCTBUU 3aMEYaHUM,
COTJIaCOBBIBAETCS C FOPUCKOHCYJIBTOM aIMUHUCTPALIMK U BO3BPAILAETCS UCTIOTHUTEIIO.

[Ipu oTcyTcTBHUM 3aMeyaHHMil K MPOEKTY JAO0roBOpa, JUOO0 HaJu4Msl HE3HAUUTEIbHBIX
3aMEYaHUH, TPOEKT MOXKET OBITh COIVIACOBAH OPUCKOHCYJIBTOM aJIMUHUCTpAIH 0e3
3akmoyeHus.  CoriacoBaHue IOPHCKOHCYJIBTOM — aJIMUHHUCTpAlMK  O(QOpMIIsieTCsl BU30H
IOPUCKOHCYJIbTA aJIMUHUCTPALIUH.

Bcest HeoOxonumas nHGopMalus, Kacarouascsi SKCIepTU3bl U BUBUPOBAHUS TOTOBOPOB,
JOJDKHA TIPENICTABIATECA 10  3alpoCy IOPUCKOHCYJIbTa aAMUHHUCTPAIMUA B 00s3aTEIIEHOM
HOpSJIKE.

9.3.2. Ilognucanue 10roBopa.

HcnonuuTenb, MOATOTABIMBAIOIIMKN JOTOBOpP, OOECHEYMBAET MOANMMCAHUE JOrOBOpa
pykoBojuTeneM (yIOTHOMOYEHHBIM MPEJICTABUTENEM) IOPUAMYECKOro JHla (FOpUINYECKUX
JMI] TPU MHOTOCTOPOHHEM JIOTOBOPE), BBICTYNAIOUIETO CTOPOHOHM (CTOpOHaMH) AOroBopa
C aJIMMHMCTpaLUen.

JloroBop, TONANMUCAHHBIN CYOBEKTOM (CyOBEKTaMH) JIOTOBOPHBIX OTHOIICHUU C
aIMUHHCTpAlMel, HUCIOJHUTEIb C TNPUIATaeMbIM  KOMIUIEKTOM  COINPOBOJUTEIbHBIX
JIOKyMEHTOB CJIa€T Ha MOJIMWCh IJIaBe aJMUHUCTpAIMM WIA JUIy, HCIOJHSIOINIEMY €ro
MIOJIHOMOYHSI.

[TonnmucanHblii  7OTOBOp 3aBepsieTcss TepOOBOl  Me4aTblo, TOCIE YEero emy
NPUCBAaUBACTCS PETUCTPALMOHHBIM HOMep. PerucrpalimoHHbIE HOMEp MpPOCTaBIsETCS Ha
KOKJOM TMOJIMHHOM J3K3EeMIUIIpe AoroBopa. Perucrtpanusi 10roBOpOB OCYIIECTBISETCS B
TE€YEHHE ToAa B IMOPSAKE Bo3pacTaHus HOMepoB. Homep moroBopa coaep:KUT MOPSAKOBBIN
HOMED C 1o0aBneHueM uepes aeduc roga u adbopesuarypsl «MK», nanpumep:

01-2023-MK

[TonMMHHUKKM JIOTOBOPOB XpaHATCS B OTAeNe OyXrajJTepCKOro y4yeTa, OTYETHOCTH,
OIO’KETHO-(PMHAHCOBOI'O TJIAHWPOBAHMS, TEXHUYECKOTO M XO3IMCTBEHHOI'O OOECHEe4YEeHUs U
ABIIAIOTCS IOKYMEHTaMH MOCTOSIHHOTO XPAHEHHUS.

BTopoil MmOQIMHHBIN 3K3eMIUIAp A0roBopa (BTOpPOW W MOCIEAYIOUIME TMOJJIUHHBIE
AK3EMIUIAPBl PU MHOTOCTOPOHHEM JIOIOBOPE) HCIIOJHMTENL MNEPENAET YHOJHOMOYEHHOMY
MPE/ICTABUTENIO CTOPOHBI (KaXJA0MY M3 MPEJICTABUTENIEH CTOPOH) 10 JAHHOMY JI0TOBODY.

[TonMMHHUKKM [OrOBOPOB (KOHTPAKTOB, COTJIAIIEHUI) C MAaKeTOM HEOoOXOIMMBIX
JIOKYMEHTOB XPaHSATCS IOCJIE BBIIOJIHEHUS paldOT MO JIOTOBOPY (KOHTPAKTY, COIJIALIEHHUIO) B
COOTBETCTBHM C HOMEHKIIATYpOU e, (hOPMHUPYIOTCS B CAMOCTOSITENIbHBIC JIeNia U CAAIOTCS B
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apXuB aJIMUHUCTpalMH. [[eno noroBopa BKJIKOYAET B c€Osl NMEPBBIA MOJIMHHBINA IK3EMILIAP
JIOTOBOpA U MPUJIOKEHUS K TOTOBOPY (TIOIJIMHHUKH).

9.3.3. KoHTpo:b 32 BBIIIOTHEHUEM JOTOBOPA.

KOHTpOJ1b 32 BBIIIOJIHEHHEM JOTOBOPA OCYIIECTBIISIIOT COOTBETCTBYIOLIUE CTPYKTYPHbIE
nojipas/iesieHust (MCIOJIHUTENH) B paMKax UX KOMIIETEHIUH.

9.3.4. BoinosiHeHUE JOTOBOPA.

9.3.4.1. BommonHenue poroBopa 0GOPMIISIETCS COOTBETCTBYIOIIMM AaKTOM CIIa4H-
NPUEMKHU (J1ajiee — aKT).

9.34.2. B cpoku, YCTaHOBJEHHBIC JIOTOBOPOM, CTPYKTYpHOE MOJpa3/eiICHUE
(MCTIONMHUTENB), OCYLIECTBIIAIONIEE KOHTPOJIb 32 BBIIIOJIHEHWEM JIOTOBOpA, 3alpalluBaeT y
cyObekTa (CyOBbeKTOB) IOTOBOPHBIX OTHOIICHUH aKT.

9.3.43. B cpokH, YCTaHOBJIEHHBIC JOTOBOPOM, HCIOJHUTEIb IMPEACTABISET aKT
IOPUCKOHCYJIBTY M B OTJIIE] OyXrajaTepCcKoro ydera, OTYETHOCTH, OrJKeTHO-(PMHAHCOBOTO
TUTAHUPOBAHUS, TEXHUUYECKOTO U XO3SHUCTBEHHOTO oOOecreueHus aJMUHUCTpauuu (manee —
«oTaen OyxrajaTepun») B IBYX IK3EMILIspax.

[IpencraBneHHBbI aKkT, B 4aCTU €r0 COOTBETCTBUS YCIOBHUSM JI0rOBOpa, MPOBEPSAETC U
BU3UPYETCS PYKOBOJUTEIEM CTPYKTYpPHOT'O NO/Apa3AeIICHUS (MCTIOTHUTETIEM),
OCYUIECTBIISIFOIIIET0 KOHTPOJIb 3a BBIIIOJIHEHUEM JI0TOBOPA.

B cnyuyae BBISBICHHBIX HECOOTBETCTBUI akT BO3BpAIlAe€TCSd HWCIOJHUTEIO Ha
TOpaboTKY.

Ormutata o JOroBOpYy OCYIIECTBIISETCS MOCIE MOIMUCAHUS COOTBETCTBYIOLIETO aKTa, B
CPOKH, YCTAHOBJIEHHBIE JOTOBOPOM.

9.3.4.4. 3aBU3UMPOBAHHBIM aKT NPEACTABIISIETCA PYKOBOIAUTEIEM CTPYKTYPHOTO
nojipa3/ieieHust (UCIIOJIHUTEIIEM ), OCYIIIECTBIISIONUM KOHTPOJIb 32 BBITIOJIHEHHUEM JIOTOBOpA Ha
MOJIHUCH IJIaBE€ aIMUHUCTPALMH WUJIH JIULY, UCTIONHSIOIIEMY €r0 TOJIHOMOYHS.

[ToanucaHHbI akT 3aBepsieTcs TepOOBOI NEYATHIO.

9.3.4.5. llognucaHHBIM TJIABOM aIMHHUCTPALIMM WU JIMLIOM, HCIOJHSIOIIUM €ro
MOJIHOMOYHSL aKT (PK3EMIUISp aAMUHHUCTpAIlMU) TEpenaercs B OThene OyxranTepud Ui
JanbHeero GopMHUpOBaHUS B CAMOCTOSATEIBHOE JEJIO.

BTopoii sk3eMIuIsip MOAMUCAHHOTO aKTa BO3BPAIIAETCS BTOPOM CTOPOHE JOTOBOPA.

9.3.4.6. B ciy4ae BbIsIBICHUS HAPYLICHUI yCIOBHIA JOroBOpa (HECOOIIOIE€HNE CPOKOB,
HEBBITIOJIHEHUE 0053aTENbCTB, MHOE CYIIECTBEHHOE HApyIIEHUE JOTOBOPA, KOTOPOE HE MOMKET
ObITh YCTPAaHEHO B CPOKHM JCHCTBUS JIOTOBOpPA), COOTBETCTBYIOIIUM CTPYKTYpPHBIM
nojipasfieliecHueM (MCIOJHUTENEM), OCYIIECTBIISIOIIUM KOHTPOJIb 32 BBIMOJIHEHUEM JIOTOBOPA,
NOJrOTABIIMBAETCA MPOEKT MPETEH3UH M C TOJHBIM KOMIUIEKTOM CONPOBOAUTEIBHBIX
JIOKYMEHTOB IepeaaeTcsl IOPUCKOHCYJIbTY aJIMUHUCTPALMK JJIs JajdbHEeHIIeld MpeTeH3nOHHON
paboThI 110 10rOBODY.

10. ®opmupoBaHue e, X XpaHEHHUe

10.1. ®opmupoBaHue Aell, UX XpaHEHHUE, ClpaBOYHas paboTa Mo JOKyMeHTaMm (Kak
BXOJSIIIMM, TaK U UCXOJSIIMM) OCYIIECTBISIETCS KaK B OPraHU3allMOHHOM OTJAEJNe, TaKk U B
CTPYKTYPHBIX TOJPA3JEICHUSIX aJIMUHUCTPAIMKM, B 3aBUCUMOCTH OT TOTO, KyJa ObLUIN
nepe/iaHbl JaHHbIe TOKYMEHTBI B COOTBETCTBUHU C YTBEPKACHHOW HOMEHKIATYPOH JIell.

10.2. 3akoHUYEHHBIE JEJIONPOM3BOJACTBOM  JieJla OCTAlOTCSI B  CTPYKTYpPHBIX
NOJPa3ACICHUAX aJMUHUCTPAIMN JUIsl CIIPABOYHOW pPabOThI, a 3aTeM B COOTBETCTBUHU C
HOMEHKJIATypOM A€l CAAIOTCS B apXUB aIMUHUCTPALIUU.
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10.3. ApxuBOM aAMUHHCTpPAlMA OCYLIECTBIISIETCA COXPAHHOCTh JOKYMEHTOB,
cripaBo4Hasi pa0oTa MO TEPEeAaHHBIM JTOKyMEHTaM, Bbladya JOKYMEHTOB BO BpPEMEHHOE
M0JIb30BAaHHUE COTPYIHUKAM CTPYKTYPHBIX MOAPA3ACICHUIN aIMUHUCTPALINH.

10.4 Jlena, Haxonsmuecs B paboynMx KOMHATaX, pacroyiaralorcs B IIkadax
BEPTUKAJIBHO KOpPEIIKaMU Hapyxy. Ha kopemikax 00JI0eK AeNl YKa3bIBaIOTCS MHJEKCHI IO
HOMEHKJIaType Jei. [lena co nHs uxX 3aBeieHus 10 Nepeaadyu B apXuB WK J0 BBIJAEICHUS UX K
YHUYTOXXCHHIO TI0 UCTEYCHHUH CPOKA XPAaHEHUsS XPaHATCS Mo MecTy ux GopmupoBanus. Jleno
CUUTAETCS 3aBEJICHHBIM C MOMEHTA BKJIIOUECHHS B HETO MEPBOTO JOKYMEHTA.

N3bsiTHE TOKYMEHTOB U3 JI€] TOCTOSIHHOTO XPAaHEHUs IOITyCKAETCSI B UCKIIOUYNTEIbHBIX
Clay4yasX M MPOU3BOJAUTCA C Pa3pelICHUs TIJIaBbl aJMUHUCTPALMA C OCTaBJICHUEM B JIElie
3aBEPEHHON KOMUU JOKYMEHTA U aKTa O MPUYMHAX BbIJIaYU MOIJIMHHUKA.

Ha mecTo u3paToro noyIntHHMKa JOKYMEHTA BKJIAJIBIBAETCS B JEJIO JIUCT- 3aMECTUTENh
C yKa3aHueM, Korja, KOMy M Ha KaKOi CPOK BbLAaH JOKYMEHT U NOANUCSIMHU B MOJYYEHUH U
npueme aena. [Ipu 3Tom B €10 noMeniaeTcs: 3aBepeHHast Komus J0KyMEHTa.

10.5 Bergaua nen WM OTAEJIBHBIX JOKYMEHTOB BO BPEMEHHOE ITOJIb30BaHUE
COTPYAHUKAM CTPYKTYPHBIX NOAPA3ACICHUN aAMUHUCTPALMH, MPOU3BOJIUTCS C Pa3pelICHUS
IJIaBbl aJMUHUCTPALMU WU COTPYJHHUKA, OTBEYAIOLIErO0 32 XPAHEHHWE M y4eT KOHKPETHOIO
Jiera Wik JOKyMEHTA.

10.6 TocynapcTBeHHBIM oOpraHam (cyneOHBIM, TPABOOXPAHUTENbHBIM, OpraHaM
rOCy/JIapCTBEHHOTO KOHTPOJII W HaA30pa), Jieda U OTIelbHbIe JAOKYMEHTHI BBIJAIOTCS Ha
OCHOBaHUHU WX MHUCHMEHHBIX 3alPOCOB C pa3pellieHusi IiiaBbl aAMUHUCTPALMU 1O aKTaM Ha
Cpok He Oosee miecth MecsieB. [Ipu HEOOXOAMMOCTH CPOK HMCIOJIB30BAHHS JOKYMEHTOB
MOJKET OBITh MTPO/IJICH.

Bpimaua komnuii JOKYMEHTOB HHBIM JIMLIAM MPOU3BOAUTCS C Pa3pelICHUs TIJIABBI
aAMUHUCTPALH 110 MUCbMEHHOMY 3ampocy.
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[Ipunoxenne 1

K Pernamenty aIMUHHACTPALAA
BHYTPUTOPOJCKOTO MYHMIIUIIAIBHOTO
o0pa3oBaHus —  MYHHIHIIAIBHOTO

okpyra TBepckol B ropoae Mockse

IIpaBuia
o(opMJIeHHS] MYHUIIUTNIAJIBHBIX IPABOBBIX AKTOB AIMHHHUCTPALMN MYHUIMIIAJIBHOTO
okpyra Teepckoii B ropoge MockBe 0 BHeCEHMHM U3MEHEHUI B MYHUIIUIIAJIbHbIE
NMPaBOBbIe AKTHI

1. O0ue monoxeHust

1.1. 3mMeHeHusa BHOCSTCS TOJIBKO B NEPBOHAYAIbHBIM MYHHUIIMIAIbHBIA MPAaBOBOM aKT
aJIMMHHCTpAllMd MYHHMIMIAIBbHOTO OKpyra TBepckoil B ropojge MockBe (fajnee — mpaBOBOU
akT). BHeceHue n3aMeHeHul B MPaBOBOM aKT O BHECEHUU U3MEHEHUMN HE JOIMYyCKaeTCsl.

1.2. BHeceHueM M3MEHEHHUN B MPABOBOM aKT CUUTAETCS:

- JIOTIOJTHEHHWE CTPYKTYPHBIMH JJIEeMEHTaMu (IMyHKTamu, ab3anamu, naeducamn),
NPUIOKEHUSIMH, CJIOBaMH, LIu(ppamu;

- 3aMeHa CJIoB, HU)D;

- U3JI0)KCHUE B HOBOM PEIAKLMM 3aroJIOBKa, KOHCTATUPYIOLIEW WJIM MOTUBHPOBOYHOU
Y4acTH, CTPYKTYPHOTO 3JieMeHTa (ITyHKTa, ab3ara, neduca), MpUIoKeHIS;

- HCKIIIOUEHHUE U3 TEKCTa MPaBOBOrO aKTa CIOB, IUPP.

1.3. B 3aronoBke npaBoBoro akra «O BHECEHUU U3MEHEHUH B ...» YKa3bIBAIOTCS TOJBKO
JlaTa 1 HOMEp IIPaBOBOIO aKTa, B KOTOPBIM BHOCATCSI U3MEHEHUs!, HA3BaHHUE PABOBOI'0 aKTa HE
YKa3bIBAETCA.

1.4. Tekcr npaBoBOro akra ¢ 3arojJOBKOM «(O BHECEHUM HU3MEHEHHH B ...» JOJDKEH
coliep>KaTh MyHKT « BHECTH U3MEHEHUS B ...» ¢ 00s13aTeNbHBIM YKa3aHUEM BUA, 1aThl, HOMEpa
Y Ha3BaHUS MPABOBOT'0 aKTa, B KOTOPBIA BHOCSTCS U3MEHEHUS.

1.5. Ilpu BHeceHMM HEOAHOKPATHBIX M3MEHEHMI B MPABOBOM aKT B IEPBOM IIYHKTE O
BHECEHUU HM3MEHEHHWH JaeTcs B CKOOKax CChUIKa «(B peNakiud - BHUJ JIOKYMEHTa, Jara,
HOMED)».

1.6. [Ipu BHECEHUU U3MEHEHU HEIOITYCTUMO:

- YKa3blBaTb HOBBIE CPOKHU BBINOJHEHUS MOPYYEHUH, €CIU 3T CPOKU HCTEKIU Ha
MOMEHT BBIX0/1a IPABOBOI'O aKTa O BHECEHUHW U3MEHEHUH;

- 1JaBaTh CChUIKM HA JIOKYMEHTBI, BBIYILEHHBIE I103KE JaThl N3/1aHUs IEPBOHAYAIBLHOTO
IIPaBOBOI'O AKTA.

1.7. Kaxmoe wu3MeHeHHE JODKHO OBbITh OQOPMIIEHO OTIEIbHBIM  ITYHKTOM
(MOIMYHKTOM).

1.8. Heobxomumo coOmto/1aTh JIOTUKY HM3JI0KEHHS: U3MEHEHHUs BHOCSTCS CHadajla B
TEKCT MPABOBOTO aKTa M0 MOPSAKY MYHKTOB, 3aT€M B IPHUIIOKEHUE.

[Ipy BHECEHMM W3MEHEHUU OJHHMM IPABOBBIM AKTOM B HECKOJIBKO IMPABOBBIX AKTOB
M3MEHsIEMbIE IIPABOBbBIE aKThl PACIIOJIATAIOTCSl B XPOHOJIOTHYECKOM MOPSIAKE.

1.9. IIpu ccpuiKe B MPOEKTE MPABOBOIO AKTA HA CTPYKTYPHBIN 3JIEMEHT ITPAaBOBOIO AKTA,
B KOTOPBI BHOCATCSI U3MEHEHHUSI, YKA3bIBAETCA KOHKPETHBIA CTPYKTYPHBIN 3JIEMEHT, HaUYMHas
C HAaMEHBIIIETO.

[Ipu 3TOM MyHKTHI U MOJIMYHKTHl 0003HAYAIOTCS CIIOBOM «ITYHKT» M COOTBETCTBYIOLICH

1udpoit.
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A63a1p1 1 neducs 0603Havar0TCA ciaoBaMu. [lepBbIM cunTaeTcst TOT ab3all, ¢ KOTOPOTro
HAYMHACTCS MyHKT WX MOMYHKT.

1.10. K mpoexTy mpaBOBOrO aKkTa JOJDKHBI OBITH MPHIJIOKEHBI KOMUU BCEX MPABOBBIX
aKTOB, B KOTOpPbIE BHOCSTCS U3MEHEHUS, U B HHUX JOJDKHBI OBITh OTMEUEHBI BCE CIIy4ad
W3MEHEHUS TEeKCTa.

2. BHeceHMe N3MEHEHHUI B TEKCT MPABOBOI0 aKTA
U NIPUJIOKEHUH K HeMY

2.1. JlomonaHeHHWE TEKCTa IMPABOBOIO aKTa OJHUM WJIM HECKOJBKHUMM CIIOBaMH (CO
3HAKOM IPENUHAHUS, IOCTAHOBKY KOTOPOTO BJIEYET 3a OO0 BHOCHMOE JI0IIOJIHEHUE):

MOTHBHPOBOUYHYIO YaCTh PACHOPSIKEHUS MOCIIE CJIOB «...» JIONOJHUTD CIOBAMH «...)».

[Tyskr 2.4 pacnopsiKeHHs JOMOJHUTH CIOBAMH «...».

A6G3any  BocbMOM  paszzmena 1 mpwiokeHUsT K [IOCTAHOBIIGHUIO — TOCHe
CJIOBA «...» JIONOJHUTH CIIOBAMH «...».

2.2. JlononHeHrEe TeKCTa HOBBIM ITYHKTOM (a03areM, aeducom):

[Tyskr 3.4 nocTaHOBJIEHHS JOMOJHUTH 1e(hUCOM YETBEPTHIM B CIICAYIOLICH peIaKIMuU:

€ o

[Tynkt 6.10.3 npunoxkeHus K MOCTAHOBJIICHHMIO JOMOJHUTH ad3aleM B Cleayrolei
pelaKLuu:

€

JIOTIOJTHUTE IMOCTaHOBIIEHNE ITYHKTOM /7 B CIEAYIOIIEH pEIaKIUu:

«T. ...

[Ipu nomosHEHUM TEKCTa MYHMIMIIAJIBHOIO IPABOBOTO AaKTa HOBBIMHU ITyHKTaMH
HE0OXO0/IMMO /1aBaTh yKa3aHUE Ha U3MEHEHHE HyMEPALMH MTOCJIETYOIINX TyHKTOB:

[Tynkr 10 mocraHOBIIEHHS CUATATH MYHKTOM 1 1.

[Ipu nomnonHeHMHM TeKcTa HOBBIMM ab3amaMu (aeducamu) JaBaTh YyKa3aHuUE Ha
M3MEHEHHE HyMEpalluy MOCIIeayoNMX ab3anes (1edrcoB) HE HYKHO.

[Ipn oTMeHe, NpPU3HAHWK YTPATUBIIMM CUJy IYHKTa HyMepamus MOCIIEIyOIHNX
MYHKTOB HE MEHSETCSI.

2.3. 3aMeHa OHOI'0 WU HECKOJIBLKUX CJIOB:

B 3arosioBke mocTaHOBIIEHHUS CIOBA «...» 3aMEHUTDH CIOBAMH «...».

B nynkre 5.1. pacnopspkeHust ciioBa «...» 3aMEHUTh CIIOBAMH «...).

B a03aume mnarom nyHkta 3 pasgena 1 OpuwIokKeHHS K pacHOPSDKEHUIO
CJIOBO «...» 3AMEHHUTb CJIOBOM «...».

2.4. 3aMeHa OJIHOTO WM HECKOJIBKUX CJOB II0 BCEMY TEKCTYy IIPaBOBOIO aKTa M
NPUIIOKEHHSI K HEMY UJIM B HECKOJIBKMX MECTax:

B TekcTe MOCTaHOBIIEHUS CIIOBA «...» 3AMEHUTH CIIOBAMH «...)».

B TekcTe pacnopspkeHHs U MPUIIOKEHUH K HEMY CJIOBA «...» 3AMEHHUTh CIIOBAMU «...» B
COOTBETCTBYIOLIUX IMaJiexkax.

B Tekcre mnpuiokeHUs K IIOCTAHOBJICHUIO CJIOBA «...» 3aMEHHUTh CJOBAaMU «...» B
COOTBETCTBYIOLIMUX IaJeXkKax.

2.5. 3menenue pegakuuu myHkTa (ab3ana, aeduca):

Jeduc Tpetuil myHKTa 4 pacrnopsyKeHUs U3JI0KUTh B CIEAYIOLIEH pelakinu:

€ e

A03a1l BTOpoi IyHKTa 5.8 MPUIOKEHUS K MOCTAHOBIEHUIO M3JIOKHUTH B CIEAYIOLIEH
pelaKLuu:

Core D
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ITynkt 10 pacniopsiKeHUs U3TI0KUTh B CIEAYIOMIEH PEIaKIIAN:

«10. ... ».

2.6. Ilpy nOMOJHEHMHM TEKCTa MYHULMIAIBHOTO MPABOBOrO aKTa CIOBAaMU, HOBBIMHU
CTPYKTYPHBIMHU dJIeMeHTaMH (TIyHKTamu, ab3anamu, aeducamu), 3aMeHE CIIOB, U3JI0KEHUU B
HOBOM PEAAKIUU KOHCTATUPYIOIICH WJIM MOTHBHPOBOYHOW YAaCTH, CTPYKTYPHBIX DJIEMEHTOB
bopMyIHPOBKA «Jajee Mo TEKCTY» He yHoTpeOIseTcs.

2.7. cknrovyeHue U3 TEKCTa PaBOBOI'0 aKTa CJIOB:

B nyHkTe 5.4 UCKIIOYUTH CII0BA «...».

B nyHkTe 5.4.2 npunoxxeHus 4 K TOCTAHOBJIICHUIO UCKIIFOYUTH CJIOBA «...)».

2.8. JlonoaHeHre MpaBOBOr0 aKTa MPUIOKEHUSAMHU HOBOI'O COJIEPKAHUSA:

JIoNOMHUTh TIOCTAaHOBJICHUE AJMUHUCTPALIMM MYHUIUIIAIBLHOTO OKpyra TBepckoil B
roposie Mockse ot 12 uronst 2025 r. Ne 115 «...» npunoxeHussMu 4 U 5 B peIaklMKU COTJIaCHO
MPUWIOKEHUSM | U 2 K HaCTOSALIEMY TOCTAHOBJIEHUIO.

2.9. 3meHeHne pegakiuy BCEro MPUI0KEHHUS:

BHecTn wu3MeHeHHs] B TOCTAHOBJICHHE AIMUHUCTPALlUM MYHHUIUIIAIBLHOTO OKpyra
Tepckoii B ropoae Mockse ot 29 suBaps 2025 r. Ne 260 «...», U3JI0KUB NpUIIOKEHHE | K
MIOCTAaHOBJICHUIO B PEJAKIIUU COTJIACHO MPUIJIOKEHUIO K HACTOSIIEMY OCTAaHOBJICHHUIO.

2.8. Ecnu mpunokeHue K MpaBOBOMY akTy O(OpMIICHO B BUJE TaOJMIIbI, BHECEHUE
W3MEHEHUW B HEr0 OCYIIECTBISACTCS B MPUIIOKEHUH K BBIITYCKa€MOMY IPaBOBOMY akTy. B
TEKCTE MPABOBOI'0 aKTa O BHECEHUHN U3MEHEHUH TAeTCs YKa3aHUeE:

Buectn wu3MeHeHHs] B IOCTAaHOBJICHUE aMUHHUCTPALIMM MYHULHUIAIBHOTO OKpyTa
TBepckoit B ropoge MockBe ot 29 suBaps 2025 1. Ne 260 «...», AomnonHuB pasznen 2
NPWIOKEHUS | K TOCTAaHOBJIEHUIO MYHKTOM 15 B pelakuuu COIMVIACHO NPWIOKEHUIO K
HACTOSIIEMY TTOCTAHOBJICHUIO.

[Tpunoxenne opopmIIsIeTCs CIEAYIONUM 00pazoM:

[Ipunoxenune

K ITIOCTAHOBJICHUIO aAMUHHUCTpALUU
BHYTPUTOPOCKOTO MYHHUIUIATBHOTO
o0pa3oBaHusi — MYHUIMIAIBHOIO OKpyTa
TBepckon B ropone Mockse ot

20 r.Ne

2. [lepedyenb MeponpuATUA, OPraHU3yEMbIX aIMUHUCTPALMEN MYHULIUIIAJLHOTO OKpYyTa
TBepckoii B ropose Mockse B 2025 rony

Ne HanmMeHoBaHue mepornpusaTus Jara npoBeneHus @®.1.0. 0TBETCTBEHHOIO 3a
n/n MOJATOTOBKY MEPONPUSITHUS
1 2 3 4
15 | B 31m0poBoM Tene - 310pOBBIN 20 HOs10ps B.B. lIBanoBa
AyX
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[Ipunoxenue 2

K Pernamenty aIMUHHACTPALAA
BHYTPUTOPOJCKOTO MYHMIIUIIAIBHOTO
o0pa3oBaHus —  MYHHIHIIAIBHOTO

okpyra TBepckol B ropoae Mockse

Onucanne 0J1aHKOB AAMUHUCTPALIUH

1. Onucanme OJIaHKA NHCbMA AAMUHHCTPAUIUM MYHHIUNAJIBLHOIO OKpYyra
Teepckoii B ropoae Mockse

birank nucbma aIMHUHUCTPALMM MYHHUIIMIIAILHOTO OKpyra TBepckoi B ropojae Mockse
(mamee — OnaHK) TpeacCTaBiIsSeT coOoi nucT Oenoit 6ymarn ¢dopmarom 210 x 297 mMm (A4)
IJIOTHOCTBIO He MeHee 80 r/m’,

[leyatHOE TONE MOKYMEHTa HMMEET CIEAYIOIME IpaHunbl: cieBa — 20 MM, CBEpXy
u cHu3y — 20 mm, cripaBa — 10 Mm.

B BepxHeit yacTu nosisa 6y1aHKa Ha pacCTOSHUU He 6ojiee 20 MM OT BEpXHETO Kpasi JINCTa
IO WEHTPY pacrnojiaraercs rep0d BHYTPUTOPOJCKOTO MYHHUIMIAIBLHOTO 00pa3oBaHUS —
MYHHUIIMIAILHOTO OKpyra TBepckodl B ropojge MockBe (nanee — rep0d MyHHUIMIAIBHOIO
OKpyTa).

Hwxe repba MyHUIIMIIATIBHOTO OKpPYTa Ha PacCTOSIHUM 12 MT. MO HEHTPY pacloiaracTcs
TEKCT, BBIMOMHEHHbI OykBamu mpudra Times New Roman, pasmep kernst 14 nrt., nomy>KUpHBIM
HauepTaHUEM:

AJIMHUHUCTPALUS
BHYTPUI'OPOJICKOI'O MYHUILIMITAJIBHOI'O OBPA3OBAHUS —
MYHUIIUITIAJIBHOT O OKPYT'A TBEPCKOH
B I'OPOJE MOCKBE

Hwxe Ha paccrosiHuum He Oonee 18 MM B J1€BOMl yacTu Me4yaTHOro MmoJisi OJaHKa Ha
pacctosuut 20 MM OT  JIEBOrO  Kpass  [OMeUlaeTcs  TeKCT,  HaOupaeMmblid
mpupTom Times New Roman nosyxupHoro Haueptanus, pasmep kersst 10 mT., comeprkaruii
aJlpeCHO-CIIPAaBOYHBIE JIAHHBIE, a/IPEC AIEKTPOHHOM INOYTHI OPraHOB MECTHOIO CAMOYIpaBJICHHUS
BHYTPUTOPOJICKOI0 MyHHUIMIIAIBHOTO 00pa30BaHUsl — MyHHLIMTIATIBLHOTO OKpyra TBepckoil B ropoje
Mockse:

127051, I'. Mockaa, yi. IBeTHoii OymnbBap, oM 21, cTp. 9
Tenedon: +7(499) 2%1 1-56-95, +7 (499) 21531—68—94, E-mail: info@mo-tverskoy.ru

Huxe Ha paccTostHuu He Oosiee 18 MM B J1eBOIl 4acTH MoJis JOKYMEHTAa Ha pacCTOSTHUU
20 MM OT J€BOTO Kpas IOMEIIAIOTCS PEKBU3UTHI, OTAEISIEMbIE OT OCTAJIBHOIO TEKCTa
pa3rpaHUYUTENIBHON JIMHUEN 110 IIMPUHE MEYaTHOrO MOJIs, TONILKUHON He Oonee 1,5 nOT.:

- JIaTa ¥ PETUCTPALIMOHHBIN HOMEp (ABe muHelku mo 40 MM Kaxk/as, MEXIy KOTOPBIMU
pacnionoxeH 3Hak «No». Tonmuna nuHeek — 0,75 nt.);

- CChUIKa Ha PErucTpallMOHHBII HOMEp U JaTy AOKyMeHTa (cioBa «Ha Noy, nuHeika
nmuHor 30 MM, ¢lTOBO «0T», MuHEelka qmmuHor 40 MM. Tommuaa muaeek — 0,75 mT.).

I[BeT TeKCcTa U TMHEEK — YEPHBIN.
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2. Onucanue 0JIJAaHKA MOCTAHOBJICHUS] A/IMMHUCTPAUMU MYHUIUNIAJIBHOIO OKpyra
Teepckoii B ropoae Mockse

bnank mocraHOBIEHHs aJMUHUCTpAIMM MyHHUIIMIIAIbHOTO OKpyra TBepckoi B ropoje
MockBe (nmanee — OnaHk) mpencTaBisieT coOoit muct Oenoit Oymaru dopmarom 210 x 297
MM (A4) mioTHOCTBIO He MeHee 80 r/m’.

[leyatHOE TONE NOKYMEHTa HMMEET CIEAyHOIME IpaHulbl: ciieBa — 20 MM, CBeEpXy
u cHuzy — 20 MM, cipaBa — 10 M.

B BepxHeit yacTu noss 6i1aHKa Ha pacCTOSHUU He 6osee 20 MM OT BEpXHETO Kpasi JINCTa
10 LIEHTPY pacroaraercs repd MyHUIIMIIATbHOIO OKpYTa.

Hwke repba MyHMUIMIAIBHOTO OKpyra Ha pacCTOSsHMM 12 m0OT. 1m0 UEHTpY
pacrionaraercsi TeKCT, BBIIOIHEHHBIN OykBamu mpudra Times New Roman, pasmep kerns 14 mr.,
TIOTY>KUPHBIM Ha9ePTaHUEM:

AJIMHUHUCTPALUS
BHYTPUI'OPOJICKOI'O MYHUILIMITAJIBHOI'O OBPA3BOBAHUS —
MYHUIIUITIAJIBHOT O OKPYT'A TBEPCKOH
B I'OPOJE MOCKBE

HOCTAHOBJIEHUE

C0BO «ITOCTAHOBJIEHME» OTHECEHO Ha 18MT. HIKE OT OCTAIBHOIO TEKCTA, pa3Mep Keriis 16
IT.

[To neBoMy Kparo me4aTHOro ToJjisi OJIaHKa PacIioNiararoTcsl JIBE JIMHEWKH, UMHON 40 MM
Kakaasi 1 TOJMMHOM 0,75 MT., MeXITy KOTOPhIMU MOMENIEH 3HAK «Noy,

L{BeT TekcTa M TMHEEK — YEPHBIM.

3. Onucanue 0JIaHKA PaCcHOPSKEHUs] AAMUHUCTPAIIMH MYHHIUNAIBHOIO OKpPYra
TBepckou B ropoae Mockse

brank pacnopspkeHHs aIMUHUCTPAIMK MyHUIIMIIANEHOTO OKpyra TBepckoil B ropoje
Mockse (manee — OnaHK) mpeAcTaBIsieT coOoi mucT Oemoit Oymarum ¢opmarom 210 x 297
MM (A4) mioTHOCTBIO He MeHee 80 r/m”.

[leyatHoe moONe MOKYMEHTa HMMEET CIeIyIoIMe TpaHullbl: cieBa — 20 MM, CBepxy
u cHu3y — 20 MM, cipaBa — 10 M.

B BepxHeii yactu noss 6y1aHKa Ha paccTOAHUU He Oosiee 20 MM OT BEpPXHETo Kpas JUcTa
0 LIEHTPY pacroiaraeTcs repd MyHHIIMIIATHBHOTO OKpYTa.

Hioke repba MyHHIIMNIAIEHOTO OKpYyTa Ha PacCTOSHUM 12 TIT. IO HEHTPY pacnoaraeTcs
TEKCT, BBIMOMHEHHbI OykBamu mpudra Times New Roman, pasmep kersist 14 nr., nomy>KUpHbIM
Ha4YepTaHUEM:

AJIMHUHUCTPALIUS
BHYTPUTI'OPOJCKOI'O MYHUILIMITAJIBHOTI'O OBPA3OBAHUS —
MYHUIIUITAJIBHOT O OKPYT'A TBEPCKOH
B I'OPOJIE MOCKBE

PACIIOPA’KEHHUE
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C1oBO «pacnops>keHHe» OTHECEHO Ha 18MT. Huke OT OCTaJIbHOIO TEKCTA, pa3Mep Keriist 16
IT.

[To neBoMy Kpato MeyaTHOro MoJisi OJlaHKa PacHoyiararoTcsi ABE JMHEWKH, JIMHON 40 MM
Kaxiasi 1 TomuuHou 0,75 OT., MeXAy KOTOPhIMU MOMEIIEH 3HAK «Noy.

[[BeT TEKCTa ¥ TMHEEK — YEPHBIN.
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[Ipunoxenue 3

K Pernamenty aAMUHHUCTpALUU
BHYTPUTOPOJCKOIO MYHULIANIAJIBHOTO
00pa30oBaHus] — MYHHLUIAIGHOTO OKpYyTa
TBepckoii B ropoae Mockse

Oo0pa3sen JucTa COrIACOBAHUSA
MPOEKTa MYHUIIMTIAJTbHOTO MIPABOBOI0 AKTAa A/IMUHUCTPALNHT

NCHOJIHUTEJIb INPOEKT COI'JTACOBAH:

JomxHocTh, uHUIMANbI, (pamunus | KOpuckoHCyIbT
Nunnmanel, haMuys

(monmuck, nara)

(monmuck, 1ara)

PykoBonurenbs  CTpYKTypHOrO  MOJpa3lelieHus, B
KOMIIETEHIIUU KOTOPOT0 HAXOUTCSI BHOCUMBIN BOIIPOC
JIOKHOCTD, MHUITHAITBI, (haMIuTHs

(moamnucek, nara)

Pazocnars: WNuunmans, haMunms [TomeTkn
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[Ipunoxxenune 4

K Pernamenty aAMUHHUCTpALUU
BHYTPUTOPOJCKOIO MYHULIANIAJIBHOTO
00pa30oBaHus] — MYHHLUIAIGHOTO OKpYyTa
TBepckoii B ropoae Mockse

OO0pasen perucTpalMOHHOIO IITAMIIA

AJIMUHUCTPAIS MO TBEPCKOM
yi. LBeTHoit OynbBap, aA.21, ctp.9, Mocksa, 127051

BX. Neo JaTta

OOKYMEHT MOAMNUCAH 35IEKTPOHHOM
noarnnucbio

Ceptucpukar: 121823E3ACB22B215FAFDCED6G7C9890B

Brageney: AODMUHUCTPALINA BHYTPUIOPOOCKOIO
MYHUUWMANBHOIO
OBPA3OBAHUNA-MYHULIUMATIBHOIO OKPYTA
TBEPCKOW B rOPOLIE MOCKBE
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	Уважаемый Иван Иванович!

