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PECITYBJIMKA JATECTAH
AAMUHHUCTPALIUS MYHULHUIIAJABHOI'O OEPA}OBAHHH
«CEJIO AIIRJIBTA» YHHYKYJIBCKOFO’ PA_PIOH
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IHIOCTAHOBJEHMUE

oT«_19 » _11_ 2024 r. Ne_ 25
06 yrBepsnenun nopsiaka yHeTa MyHHUHNAIbHBIX IPABOBLIX AKTOB
MYHHIHNAJbLHOT0 00Pa30BAHHA «CeI0 AIKHIBTAY

B cooTBercTBUM co crartesMu 7, 35, 43 DenepanbHOro  3akona
OT 6 okT6ps 2003 roma Ne 131-03 «OG oOIMX TNpHHUMMAX oOpraHM3aIy
MECTHOTO caMoymnpaBieHus B Poccuiickoii Denepauny, Anmunuctpanus MO
«CeNI0 ALLHMITBTA» MOCTAHOBJISIET:

1. YTBepaute npunaraemsiit [Topsnox yuera MYHHUIHUIIAIBHBIX IIPABOBBIX
4KTOB MYHUIMIIATBHOTO 00pa3oBaHus «ceo AIHETay,

2. YeraHoBuTB, YTO [Topsinok, TIPEYCMOTPEHHBIH MyHKTOM | HacTosmiero
[ocranosnenns, npuvensercs i MYHHIUTIATIBHBIM ~ MIPABOBBIM  aKTaM
MYHHLHTIATBHOrO 00pa3zoBaHus «celio ALUMJIBTAY», IPHHATEIM TIOCIE BCTYIICHHS
B CUITy ykasanHoro [Topsiaka.

3. OmyGnukoBaTh HacTosILee IOCTAHOBJIEHHE B CETEBOM M3manuu «l oyoc
rop»  YHUYKyIbCKOro pajiona u Pa3MECTUTb Ha OQUUHAILHOM cajiTe
A,IIMHHHCTpaIIHH MO «ceno Amunbray,

4.ITocTanosenue BCTYIIa€T B CHJIYy €O [OHS ero obuIMaTEHOTO

OTyOJIMKOBaH U,
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YTBEPX]IEH
TMOCTaHOBIIEHHEM A IMHHUCTpaLIHK

MO «ceno Ammmnsray

oT 19.11.2024r. Ne 25

Iopsinox
YH€TAa MYHHUHNAJIBHBIX NPABOBBLIX AKTOB
MYHHIIHTIATEHOTO 06pPa30BaHUs «Celo AMHILTay

I'nasa 1. O6mme [TOJIOXKEHUS

1. Hacrosmuii IMopsinox onpenensier TpeOOBaHMS K OpraHu3aluu ydera
OPTaHAMH MECTHOIO CaMOyIPaBNeHH S, JOMKHOCTHEIMME JUIAMH MYHUITUIIATEHOIO
00pasoBaHusa  «ceno  AmmmisTay (maee — MyHununNampEHOE obpasoBanue)
MYHHUUMTAJIBHBIX [PaBOBBIX AaKTOB MYHHIMIIaNbHOTO 06pa3oBadus (nmamee —

2. Vder nocraHoBeHHH u PAaCNOPSDKEHMH  IV1aBBl  MyHHIMNAIBHOTO
oOpasoBanus (nanee — I 71aBa), MOCTAHOBNEHHUIT U PAaCIOPsKEHUH AZIMHHUCTpaIUK
MYHHLHIIATLHOTO  00pa30BaHUA «Ceno AmmmmsTay (nanee — AZIMMHHCTpaIHS)
OCYHMICCTBIISIETCS.  PYKOBOIUTETeM anmnapata  AaMuHHCTpamun MO «cero
AlUibTay (naee-0TBeTCTBeHHOe AOCJDKHOCTHOE JIULIO).

3. TmaBa cBoum [TPABOBBIM  aKTOM  OMPENENACT AOMKHOCTHBIX Jui,
OTBETCTBEHHBIX 3a OCYILECTBIICHUE YH€Ta MYHHIMIAIBHBIX IPABOBBIX AKTOB B
COOTBETCTBUH C MYHKTOM 2 Hactosmero ITopsiaka (mamee — orTBeTcTBeHHEIE
AODKHOCTHBIE JTHLA).

4. Vaer myHnmunanssoro [TPAaBOBOTO aKTa BKIIIOYaeT B cebsx:

1) perucrparmio MPHHSATOTO  (M3/1aHHOTO) MYHHUIHIAIBHOTO IIPaBOBOIO
aKTa;

2) cbop u xpamenme CBENeHHH 00 odunmansHOM oIy 6IHKOBaHUM
(oGnapozxoaannn) MYHHIHIIATBHOTO IPaBOBOTO aKTa;

3) XpaHeHue cBemenuii o BHECCHHM W3MEHEHHH B MyHHUMMAIBHBII
MpaBOBOMH aKT;

4) XpaHeHWe cBeneHu 06 OTMEHE MYHMLHNAILHOTO [PaBOBOIO aKra,
NPH3HAHUM ~ €r0  yTpaTHBIUMM CHIly, T[PHU3HAHWHU ero HEIeHCTBYIOLIHM,
IIPHOCTAHOBIIEHHM U BO30OHOBIECHHH ero NeicTBus;

5) XpaHeHHe TeKkcTOB MYHWLUTIATBHBIX NPaBOBBIX AKTORB (Ha GymaxkHOM
HOCHTeNE U B opMe 371eKTPOHHOTO 00pasa nokymeHTa).



YATCHHBIX MyHHIHIATBHBIX MPABOBEIX AKTaX, 3aUKCHpOBaHHbIE Ha GyMaKHOM
HOCHTENIC 1 B (h)OPME 3TEKTPOHHOIO OKYMEHTA, JOIKHE! GbITh HIICHTHIHBIMIL

6. VdYeT MyHHIMIANbHBIX TPABOBBIX aKTOB Ha OyMa)xHOM HocHTene
OCYWICCTBISIETCA  IyTeM BEACHHA KypHala To (opme, MpeaycMOTPEHHOI
npunoxennem 1 k Hacrosmemy Ilopsaky (mamee — KypHall ydyeTa Ha OymMakHOM
HOCHTEJIE), U KAPTOYeK ydeTa MyHHIMIIATBHBIX IIPaBOBBIX aKTOB 10 (opme,
[pe1yCMOTPEHHOH TIpUIIOKeHHEM 2 K HacTosiemy [Topsaky.

Ha xaxcasrit MmyHununanbHsiii [IpaBOBOH aKT CO3/AETCS OT/E/bHAS KAapPTOUKa
y4era.

Y4eT MyHHUMIANBHEIX TIPaBOBBIX aKTOB B (hopMme 3NIEKTPOHHOIO0 JOKYMEHTa
OCYIIECTBIACTCA IIyTEM BEICHHMA KKypHala 1o (opme, MpeayCMOTPEHHOM
npunoxxerreM 3 K HactosimeMy [lopsaky (nanee — 3JIEKTPOHHBIN XypHAIl y4eTa).

7. JKypHansl W KapTOYKH, MpeLyCMOTPEeHHEIE YHKTOM 6 HacTosIIero
[lopsiika, cospmatotes u BemyTest B AZIMMHUCTPAllMM W MCHOJIB3YIOTCS IS
OCYILECTBICHUS y4e€Ta MYHHIHMIAJIbHBIX IPABOBLIX AKTOB B COOTBETCTBHHU C
nyHKTOM 2 HacToswero [Topska.

8. JKypHan ydyera Ha GymaKHOM HOCHTENle H3rOTABIMBAECTCS Ha JHCTax
dopmara A4, npommBaercs, CKperuisieTcs  MONIIMCHIO OTBETCTBEHHOTO
AOJDKHOCTHOTO M@ ¥  [€YaThlO COOTBETCTBYIOLIETO OpraHa MeCTHOrO
CaMOyNpaB/IeHUS. MYHHUIIUIIAIBHOTO 00Pa30BaHHUSL.

Kaprouka yd4era MyHHUIHMTAnTBHOTrO IPaBOBOTO aKTa M3TOTABIMBACTCS
Ha nHcTax popmata AS (C BO3MOXKHOCTBIO 3alONHEHHS CBEIeHHH Ha o6opoTHoit
CTOpOHE).

ONeKTPOHHBIH JKypHaJl yueTa Beiercs B (opme anexTpoHHOrO JOKYMeHTa
B Gopmare Microsoft Excel (* xls, * .xIsx) umm Open Document (*.ods).

9. XKypnansl, npeaycMoTpeHHbIE MyHKTOM 6 Hactosero [lopska, Moryt
ObITE O(OPMIIEHBI B BHJIE HECKOIBKHX KHUT (3MEKTPOHHBIX JOKYMEHTOB), KaXas
(KaapIit) W3 KOTOPBIX COLEPKHUT XPOHOJIOIMYECKOe MNPOAOIKEHHE 3aIucei
B MIPE/bIAYILIEH KHHUTE (]eKTPOHHOM JIOKYMEHTe).

Kuurn  (snextponnble moKyMeHTHI) mocnenoBaTensHO HYMEpPYIOTCS B
XPOHOJIOTHYECKOM MOPsiIKeE.

10. Mckmouenne u3 xypHasos, NpeTyCMOTPEHHBIX ITYHKTOM 6 HACTOSALIETO
Ilopsiska, ¥ Xaprouek yderTa MYHHIMMTATBHbIX [IPaBOBBIX AKTOB KaKHX-JIHOO
CBEACHMH, BHECEHHE B paHee BKIIOYEHHbIE CBEICHHS KAKUX-TH60 H3MEHeHmit
HE J0ITyCKaeTcs.

B cnyuae HeobxoaumocTH wHcmpasneHus paHee JOMYyIIEHHBIX OIIMGOK,
OMHCOK, ONEYaTOK, PANOM C paHge BHECEHHBIMH CBENCHMSMH BHOCHTCS CIOBO
«HCTIPABJIEHHE» U BepHbIE CBEICHMS.

I'maBa 3. AxmuHuCTpaTHBHEIE MIPOIIEAYPhI 110 OCYILECTBIEHUIO
y4eTa MyHUIMITAIEHBIX IIPABOBBIX aKTOB

11. PerucTpanus npussToro (M3nanHoro) MYHHUIMIIAJIBHOTO NIPaBOBOTO aKTa
OCYLIECTBIIACTCA OTBETCTBEHHBIM JIOJKHOCTHEIM JIMIIOM HE TO3JHee OKOHYAHMS
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pabouero xms, crmemyromero 3a AHEM TIDUHATHS (M3[aHUS) MYHHUHNAILHOLO
[IPABOBOTO aKTa. :

OtBeTcTBEeHHOE HOMKHOCTHOE JTHLO NPHHUMAET TIOJHOCTBIO O(OPMJIEHHBII
IK3EMIUTAP MYHMIMIATBHOTO TIPAaBOBOTO aKTa, CONCPIKAILMI MOIHBIE PEKBU3WTEI
aKTa B TIEYAaTHOW (OpMe, UCKTIOYAIONHiL PYKOIIMCHBIE 3JIEMEHTEI U NTPHCBaMBAET
PETUCTPALIHOHHEINA HOMEp MYHUIIMIIATEHOMY IPaBOBOMY aKTy.

OtBeTcTBeHHOE fOMKHOCTHOE MO BHOCHT 3allHCH O MYHULHIATHHOM
TIPABOBOM aKTe B XKypHal ydYeTa Ha OymaxHoM HocuTene u B 3IIEKTPOHHBIH
KYPHAIl yueTa, a Takxe opopmiser KAPTOHKY yHqeTa MyHHIMNATBHOTO MPAaBOBOrO
aKTa.

Homep kaprouxkn yuera MYHHULHUTIANTBHOrO [PABOBOIO aKTa COCTOMT M3
HOMEpa KHUIM JKypHana yueTa Ha GyMa)HOM HOCHTene H MOPSIKOBOTO HOMepa
3allMCH O MyHHIIMNAJIEHOM IIPABOBOM aKTe B YKa3aHHOM XypHaJe.

B xypHan ydera Ha GymaxHoM Hocutee H B 3JICKTPOHHBIH JKypHaJl ydera,
4 TaKKe B KapTOYKy y4eTa MYHHIMOATBHOIO MTPAaBOBOIO aKTa BHOCATCH
CACOYIOLINE CBEACHHS O MYHULMMIATHLHOM PABOBOM aKTe: BHJ, JaTa NPWHSTHS
(M371aHK), pErUCTPAIMOHHEII HOMED, HHIHBU/IYAIM3HPOBAHHEIH 3aI0/I0BOK.

12. Csenenuss 06 OQHUMATEHOM  OImy6IHKOBAHUM (obnaponoBanum)
MYHUIIMITATEHOIO  MPABOBOIO aKTA BHOCSTCH OTBETCTBEHHBIM IOJ/KHOCTHBIM
JHIOM B KapTOYKy ydYeTa MyHHUUNAIbHOIO IIPAaBOBOIO aKTa, a TaKke
B OJICKTPOHHBIN >KYpHal y4eTa He mo3gHee TpeX pabouux gmel co sHs
oduLHaATBHOrO OnyOJIHKOBaHUs (oBHaponoBanwus) MYHHIHIANBHOTO TIPaBOBOTO
axTa. B ciyuae, ecnn MynuummasHeri NIpaBOBOH aKT opuUIHANEHO ommy6HMKOBaH
(o6Haponosan) Gonee uem B OTHOM HCTOYHHMKE OQHIMANBHOrO oIy 0IMKOBaHUS
U (WIM) OGHAPONOBAH HECKOIBKHM CNOCOOAaMM,  yKa3bIBAIOTCS  CBEeHHS
0 KaikJloM TakoM 0(GHUUATEHOM 0Ty 6IMKOBAH KK (obnaponosanuu).

13. Ceenenns o BHecenun m3MeHemwuii B MYHHUMNAJIBHBIA [IPAaBOBOM akT
BHOCATCS OTBETCTBEHHBIM JIO/KHOCTHEIM JHMIOM B KapTO4YKy y4eTa paHee
YATEHHOr0 MYHMIUNIATBHOIO MPaBOBOTO aKTa, a TaK)Xe B JIEKTPOHHbINA KypHa
Y4€Ta He NOo37Hee TpeX pabouux IHei co AHS [OCTYIUIEHUS! K HEMY dK3eMILIsIpa
MYHHIMIATEHOTO IIPABOBOIO aKTa, BHOCAIIEro H3MCHEHHUS B paHee YYTeHHBIH
MYHHWITHTIANbHBIN IIPaBOBOI aKT.

B xaprouky yuwera panee YITEHHOTO MyHHLMNATBHOIO IPaBOBOTO aKTa,
4 TaKXe B OEKTPOHHBIA JKypHAI yyeTa BHOCSTCS CIIeNyIOIMe CBEaeHMUs
0 MYHHLHMNATbHOM MpPAaBOBOM aKTe, BHOCSILEM H3MCHEHMA B PaHee YYTEHHBIH
MYHULUIIANIBHBIA ~ NpaBOBOM  akT: BHJL,  Jara  [pHHATUS (u3nanms),
PErUCTPallMOHHEIH HOMEp.

B ciyuae, ecnu Mysummnansasm IPABOBBIM aKTOM, BHOCHIIMM H3MEHEHHUS
B PaHE€ YITeHHBIN MyHULHIATBHbLH TIPaBOBOH aKT, MpeaycMaTpHBaeTCs BHecenye
WSMCHCHWH B MHIMBH/yalM3HPOBAHHbII 3ar0IOBOK  paHee  yuYTeHHOro
MYHWIHIIANBHOTO TIPaBOBOTO aKTa, B. KapTO4WKy y4eTa paHee yuyTeHHOro
MYHHIMIANBHOIO NPAaBOBOTO aKTd, a Takke B SJIEKTPOHHBIN  XypHan
JAOTIO/IHATENBHO ~ BHOCATCS  CBENEHHS ©O HOBOM HMHIUBH/Y AJTH3UPOBAaHHOM
3drOJIOBKE MyHHITUIIAIBHOTO IPABOBOTO aKTA,
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14. CBenenns 06 oTMEHe MyHHIMIATBHEOTO [IPABOBOIO aKTa, IPU3HAHUH €ro
YTPAaTHBIIMM CHIly, TIPHOCTAHOBIEHUH ¥ BO30GHOBIEHHH €ro NeHCTRHS BHOCSITCS
OTBETCTBEHHBIM JO/DKHOCTHBIM ITHIIOM B KapTo4Ky yyeTa paHee YYTEHHOro
MYHHINITAbHOIO TPAaBOBOTO aKTa, a TakXke B 3JIEKTPOHHBIA JKypHal ydyera
HE mnosgnee Tpex paboymx nHel co jus TIOCTYIUICHUS K HeMy 3K3eMIUIspa
MYHHUIIMIIATIBHOTO MPABOBOrO akTa 06 OTMeHe MYHHLHMIATHOrO IIPaBOBOI'O aKTa,
MPU3HAHNH €I'0 yTPaTUBIINM CHJLY, IPHOCTAHOBIEHHH H BO30GHOB/ICHHH JeicTBUsI
PaHEC yYTCHHOrO MyHUIUMIAIBHOTO IIPaBOBOTO aKTa.

B kaprouky yuera panee YYTEHHOTO MYHHIMIIAIbHOIO TIPABOBOTO aKTa,
4 TaloKe B OJIEKTPOHHBIM JKypHal ydYeTa BHOCHTCS CIedyIOIIUe CBeNeHUS
0 MYHHWIMNAIBHOM TNpaBOBOM aKTe, IpelycMaTpHBAIOIIeM OTMEHY paHee
YHTCHHOTO MYHHUIHUITAJIFHOTO MPABOBOTO aKTa, MPH3HAHKE €ro YTPaTHBIIMM CHIY,
[IPHOCTAHOBJIEHHE ¥ BO30OHOBJIEHHE  [elCTBHS paHee  yYTEHHOro
MyHHIIMTIQJIBHOTO ~ [IpaBOBOTO  aKTa: BHJ, JjaTa NPUHATHA  (U3maHus),
PETHCTPaLIHOHHBIH HOMEP.

15. Ceenennst o npusHanuu CYAOM MYHHUMNAIBHOIO MPaBOBOTO AaKTa
HE/ICHCTBYIOIMM BHOCSTCS OTBETCTBEHHBIM AOJDKHOCTHBIM JIHIIOM B KapTOYKy
ydeTa MyHHUMIIAIBHOTO NIPaBOBOTO aKTa, A TAKXKE B 3JIEKTPOHHBIH XypHal yuera
HE [O3NHEe Tpex pabounx mHeHl CO IHA MOCTYIIEHHS K HEeMYy 3K3eMIuispa
BCTYIMBIICrO B 3aKOHHYIO CHJIy CyJAe0HOrO pelleHHs o NIPU3HAHUU
HEe/IeHCTBYIOLIMM MYHULMIIATBHOTO PaBOBOIO aKTa.

B KapTouky ydera MyHHUHMMAmBbHOrO [IpaBOBOTO  aKTa, a TaKke
B DJIEKTPOHHBIH JKYpHal y4yeTa BHOCSTCS CACIYIOIINE CBENICHHS O PELICHUH CYa O
[IPH3HAHWH HENCHCTBYIOIINM MYHHUITUIIAILHOTO PABOBOT0 aKTa: HAaHMEHOBAaHHE
Cyna, HOMep nena (eciM ykasaH B pelleHHHM CyZa), /jata BBIHECEHHS pelleHHs
CYZ10M.

B ciysae, ecnin myHunmnansbli MPaBOBOH aKT MpPHU3HAH HEIEHCTBYIOLLUM
HOTHOCTBIO, NONOJIHUTENIBHO YKa3bIBAIOTCS CJIOBA «IIPU3HAH HENEHCTBYIOIIUM),
4 CCM MYHWUWTIATbHBIA 1IPaBOBOM aKT HpH3HaH HEJICHCTBYIOIIUM B YacTH,
AOTIOITHUTE/IEHO YKa3bIBAIOTCS CII0BA KIIPU3HAH YACTUYHO HEIEHCTBYIOLLIAMY.

B cnygae, ecnmm B nocmenyromem BCTYIUBILICE B CHIy pELICHHE Cyja
O TPH3HAHMM CYAOM MYHMUHMIAIBHOTO [PABOBOTO aKTa HEeIeHCTBYIOLIUM
OTMEHEHO HJIM M3MEHEHO BBILIECTOSIIUAM CYAOM, CBEICHHS O pEIIEeHUH
BRIMIECTOAIEIO Cyna (HAMMEHOBAHME CY/a, JATA BHIHECCHHMS PelIeHus CyaoM)
BHOCATCS ~ OTBETCTBEHHBIM  JOJ/UKHOCTHBIM  JTHIIOM B KapTo4yKy yd4era
MYHUIHITATBHOTO TIPABOBOTO aKTa, 4 Takke B SJICKTPOHHBIA JKypHan ydeTa
HE I0371Hee TpeX pabouyux pgHel co aus NOCTYINICHUA K HEMY 3K3eMIuIapa
PEUICHHS BBIIIECTOSIIErO Cyaa, MPH 3TOM AONOIHHTENEHO YKa3bIBaIOTCS CJIOBA
«OTMEHEHO» MM «H3MEHEHOY,

16. Xpanenue nommunusx SK3EMILTAPOB MYHUIMIIAIBHBIX [PABOBEIX aKTOB
Ha OyMa)KHOM HOCHTele OCYIIECTB/ISETCS B COOTBETCTBUM C 3aKOHOIATEIHCTBOM
00 apXHBHOM Jene, a Takxke TNpaBUIaMH ACNONPOU3BONICTBA, YCTAHOBJIEHHBIMU
B AnMunaucTpatmu MO «cerno AHnstay.



OtBercrBennoe JIMIO,  OCyLIeCTBIsIs NeHCTBHs, [IPETyCMOTpPEHHEIE
MyHKTOM 11 HacTosmero Ilopsaxa, B Te xe CPOKH OCYIIIECTBISIET M3roTOBIEH e
IBETHOI'O 3JIeKTPOHHOrO obpasa MyHMIMIATBHOrO TIpaBoBOro akrta B opmare
Portable Document Format (*.pdf) nytem CKaHHPOBAaHMS MTOATHHHOIO 3K3eMIIspa
MYHHLIUTIATIBHOTO  [PaBOBOro akta Ha OyMa)xHOM HocuTene, IMony4ennsrit
VICKTPOHHBIH 06pa3 pokymenTa OTBETCTBEHHOE OKHOCTHOE JMIO XpaHUT
Ha MallliHOYHTaeMOM HocHTee, CHENHATBHO peAHA3HAYEHHOM IS 370 LeJTH.
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