IIpunoxenue

YTBEPXJIEHA

Pemennem TeppuropranbsHon
n3ouparenbHo komuccuu Ne 31
ot 05.08.2026 Ne 19-6

MHCTPYKIUA 110 AEJOIIPOU3ZBOACTBY
B TEPPUTOPUAJIBHON U3BUPATEJIBHON KOMUCCHHU Ne 31

1. O0muMe MoJI0KeHus

I.1. UHCTpPYKIIMST ~ mO  JEJIONpPOU3BOACTBY B TepputopuanbHOl
n3buparenbHor komuccuu Ne 31 (nanee — MHCTpyKuMsl) yCTaHABIMBAET MOPSIIOK
paboThl C JOKYMEHTaMH, OCHOBHbIE IMpaBHJa UX MOATOTOBKA U OQPOPMIIECHUS
B TeppuropuansHoil n3duparensHoil komuccuu Ne 31 (nanee — TeppuTopuaibHas
KOMHUCCHS).

TeppuropransHas KOMHCCHSI BIIPaBe YTBEPK1aTh THUIIOBBIE
W/WIA  TIPUMEPHBIE HMHCTPYKUUH IO JEJIONPOM3BOACTBY JUISI  YyYaCTKOBBIX
n30MpaTeNbHBIX KOMUCCUH.

1.2. Unctpykuust pa3paboTaHa Ha OCHOBaHMM (peepalibHBIX 3aKOHOB
ot 12 utons 2002 roga Ne 67-®3 «O06 0OCHOBHBIX FapaHTUSIX U30MPATEIbHBIX MPAB
W TpaBa Ha yudactue B pedepenayme rpaxaaH Poccuiickoit ®Denepauun»
(nanee — denepanpHplii 3aKOH 00 OCHOBHBIX TapaHTHSIX W30UpATEIbHBIX IPaB),
or 22 okta6ps 2004 roma Ne 125-®3 «O6 apxuBHoM nene B Poccuiickoit
denepanuny, 3akoHoB CaHkT-IleTepOypra, MOCTaHOBICHHUN 1 HHBIX HOPMATHUBHBIX
aktoB llentpanpHoit wu30uparensHOl Komuccuu Poccuiickoit  deneparun
(manee — UMK Poccun), Cankr-IlerepOyprckoil u30upaTenbHOW KOMHUCCHH,
perjlaMeHTa TEppUTOPHUAIIbHON KOMHUCCHH, C NCIIOIb30BaHUEM NIPHKa30B PocapxuBa
or 22 mas 2019 roma Ne 71 «O6 yrtBepxnaenuu IIpaBun aenonpou3BOACTBa
B TOCYJAapCTBEHHBIX  OpraHax, OpraHax MECTHOTO  CaMOYMpPAaBIICHUSD,
ot 25 nexabps 2020 romga Ne 199 «O6 yTBepkaeHnn MeToau4eckux peKoMeHaIui
1o pa3zpaboTke WHCTPYKIUHN o JIEJI0NPOU3BOJICTBY

B TOCYyAapCTBCHHBIX opraHax, opraHax MCCTHOTI'O CaMOYIIPaBJICHUS,
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ot 31 urons 2023 roga Ne 77 «O6 yrBepxkaenuu [IpaBun opranuzanuu XxpaHeHus,
KOMILJIEKTOBAHUSI, y4€Ta U HCIOJb30BaHUA JOKYMEHTOB ApxXuBHOro (oHaa
Poccniickonn denepanynyu U IpyTUX APXUBHBIX JTOKYMEHTOB B T'OCYIAapCTBEHHBIX
opraHax, OpraHax  MECTHOTO  CaMOYINpAaBJIEHUS UM  OpPraHU3ALMIXY,
I'OCT P 7.0.97-2025 «HanuonansHbiii  ctangapt Poccuiickoit  depepanuu.
Cucrema crtaHmapToB 10 uH(POpMAINUK, OWOIMOTEYHOMY W H3IATEIHCKOMY
neny.  OpranM3allMOHHO-paclopsiMTeNbHass  JOKyMmMeHTanusi.  TpeOoBaHus
K odopmiieHuro nokymeHToB», ['OCT P 7.0.8-2025 «HamuonanbHblii cTaHAapT
Poccuiickoii denepanun. Cucrema cTaHaapToB 10 WH(GOpMaLMU, OMOTHOTEYHOMY
U W3JaTeNbCKOMY Jeily. JIenonmpou3BOACTBO M AapXUBHOE Je10. TepMHHBI
U ONIPEIECICHUS.

PabGora ¢ pokymeHTaMu, colepKaluMH HH(POPMAIUI0 OTrPaHUYEHHOTO
pacnpoCTpaHEHUsl, OCYUIECTBIISIETCSI B  COOTBETCTBUM C  IIOCTAaHOBJICHUEM
[IpaButensctBa Poccuiickoit ®eneparuun ot 03 Hos0ps 1994 roma Ne 1233
«O06 yrtBepxaeHun [lonoxeHuss o moOpsAaKe OOpalleHUs CO  CIIyXKeOHOM
uH(popManue OrpaHMYEHHOTO PACIPOCTPAHEHHS B (eaepaibHbIX OpraHax
VCITOJIHUTENIbHOM BJIACTH, YIIOJJHOMOYEHHOM OPraHe yIpaBJiIeHUs UCIOJIb30BaHUEM
ATOMHOW YHEPTUU U YIIOJITHOMOYEHHOM OpraHe M0 KOCMUYECKOMN JESTENbHOCTHY, 32
MCKIIFOUEHHEM JOKYMEHTOB, COJIEpKAIlUX CBEJACHHS 00 M30MpaTesiX, yYacTHUKAX
pedepenayma, oOpalarmuxcsi B paMKax (GyHKIIMOHUPOBaHMs ['ocymapcTBeHHON
CUCTEMbl peructpauuu (ydera) uszOupareneil, y4yaCTHUKOB pedepeHaymMa B
Poccuiickon ®@enepanumu.

1.3. [Tonoxenust UHCTpyKLIMK pacpOCTPaHAIOTCS HAa OpraHU3aluio padoThl
C TOKYMEHTaMH HE3aBUCHUMO OT BHJIa HOCHUTEII, B TOM YHCII€ C 3JIEKTPOHHBIMU
JIOKyMEHTaMH, BKIJIOYasl TOJTOTOBKY, PEruCTpaldio, MPOXOXKIEHUE, XpaHEHUE
Y UCIIOJIb30BaHUE JJOKYMEHTOB.

[Tonoxenuss MHCTpyKIMKM HE paclpoOCTPaHSAIOTCS HA OpPraHU3alui0 pabOThI
C JOKYMEHTaMH, COAEP)KAIMMMHU CBEIEHUS, COCTaBIIOIIHME TOCYAApCTBEHHYIO

TalHY.
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TpeboBanus WHCTpykiuu Kk pabote ¢ (QUHAHCOBOW, B TOM YHCIE
OyXraJlTepcKOll JOKYMEHTAIlMeW paclpOCTPaHSIOTCS Ha JaHHBIE JIOKYMEHTBI
B YacTH OOIIMX MPUHIUIOB PaOOTHl C HUMHU, a TAKKE OPraHU3alUU TEKYILIETO
XpaHEHMs] JTOKYMEHTOB M MOJArOTOBKH WX K I€pelaye Ha apXUBHOE XpaHEHUE,
C y4yeToM OCOOCHHOCTEH  OIOJUKETHOrO  3aKOHOJATENbCTBA,  HACTOSIICH
WNuctpykuuu, nHbix HopMatuBHBIX akToB LUK Poccum, Cankr-lletepOyprekoi
n30MpaTebHOM KOMUCCUH, TEPPUTOPUATBHON KOMUCCHHU.

PaboTa ¢ gJoKyMeHTamMHu MO OpraHU3alliy 3aKylOK TOBAapOB, padOT U yCIIyT
ocymecTBisieTcs ¢ ydetom @DenepanbHOro 3akoHa oT S5 ampens 2013 rona
No 44-d3 «O koHTpakTHOM cucTeMe B c(epe 3aKymnok TOBapoB, pabOT, yCiayr
JUIsl o0ecreyeHus rocyJapCTBEHHBIX M MYHUIMNAIBHBIX HYX11». OcoOeHHOCTH
OpraHu3aly T0KyMEHTO000pOTa, OTHOCSILEr0cs K OpraHu3aliy 3aKyoK TOBapoB,
paboT u yciyr, npaBuiia MOJTOTOBKH U O(OPMIICHUS TaKUX JIOKYMEHTOB, a TAKKe
NopsiIoK  pabOTBl  C  HHUMH  MOTYT  JONOJHUTEIBHO  YCTaHABIMBATHCA
COOTBETCTBYIOIIUMHU HOPMaTUBHBIMH aKTamMu MUK Poccun,
Cankrt-IletepOyprckoit n30upaTenbHOM KOMHUCCUU, TEPPUTOPUATILHON KOMMCCHH,
IpUKa3amMu NpeaceaaTesst TepPUTOPUATbHON KOMUCCHH.

1.4. IlpaBuia moATOTOBKK W OQOPMIICHUSI IOKYMEHTOB M TOPSJIOK paOOThI
C HHUMH, TpenycMoTpeHHble WHCTpykuuen, o0s3aTeNbHbl I YJICHOB
TEPPUTOPUAIBHOM KOMHUCCUU U TOCYIJAPCTBEHHBIX TPAXKIAHCKUX CITYKAIIUX
amnrapara TEppPUTOPUATIbLHOM KOMHCCHUU (Z1ajiee — rpa)KJaHCKUE CITyKallue) U UL,
3aMEIIAIOIMIMNX JOJDKHOCTH, HE SIBISIOIIMECS JOHKHOCTAMHM TOCYIapCTBEHHON
IPaKIAHCKON CIIyKObI, a TaKXKe JIHI], TPUBJIECKAEMbBIX 0 TPaXIAHCKO-TIPABOBBIM
JIOTOBOPAM.

1.5. Benenue JENONPOU3BOACTBA TEPPUTOPHUATBHOM KOMMCCUU
OCYILECTBIISIET MPE/ICENATeNIb TEPPUTOPUATBHOM KOMHUCCUU WM Tpa)XAaHCKUI
CIyXalllil anmapara TEPPUTOPHAIBHOM KOMHUCCHM, Ha KOTOPOIO BO3JIOKEHA
GyHKIUS BEOEHUS JEIONPOU3BOACTBA B COOTBETCTBUU C JOJKHOCTHBIM
pernamMeHToM (majee — paOOTHUK — amnmapara, OTBETCTBEHHBIM 3a  BEJICHUE

JIEJIOTIPOU3BOICTBA).
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1.6. PaboTHUKM  ammapaTa,  NOCTYIHMBIIME HAa  T'OCYJAapCTBEHHYIO
rpaxxaaHckyto ciyx0y Cankt-IlerepOypra B annapart TeppuTOprUaIbHON KOMUCCHH,
amb0 Ha JOHKHOCTH, HE SBISIONMIAECS JTOJDKHOCTSIMH TOCYAapCTBEHHOU
rpakJIaHCKOW CIYKOBI, a TaKXKe Tpak/laHe, MPHUBIICKAEMbIC IO TPaxKJaHCKO-
MPaBOBBIM JOTOBOpPaM, JIOJDKHBI OBITh O3HAKOMJIEHBI TOJI MOJMUCH C TEKCTOM
NHcTpykiiuu ~ paOOTHUKOM — amnmapaTta,  OTBETCTBEHHBIM 32  BEJACHUE
JIETIONPOU3BOJICTBA.

1.7.B cnywyae yxola B OTIYCK, Bbie3Jla B KOMaHIUPOBKY, OOJIE3HH,
YBOJIbHEHUSI ~ HCHOJIHUTENSA  JOKYMEHTOB  HEUCHOJIHEHHBIE  JIOKYMEHTBI
10 TIOPYYECHUIO MpeAcENaTelss TEPPUTOPUAIBHON KOMUCCHU TIEPEAAIOTCS IPYTroMy
HCTIOJIHUTEIO.

1.8. 1enonpous3BOACTBO B TEPPUTOPUATBHOM KOMHUCCHH OCYILECTBIISIETCS
CpeICTBAaMH  TOJICUCTEMBl JIOKYMEHTOOOOpOTa M  yMpaBiieHUs IU(POBBIM
KOHTEHTOM ['0CynapCTBEHHOM aBTOMAaTH3MPOBAaHHOM cuCTeMbl Poccuiickon
deneparuun «Beibope» (manee — [1J]), a Takke C HCIOIB30BAaHUEM JPYTHUX
pPErUCTPallMOHHO-YUETHBIX (opM  (KapTOYHOM WM JKypHAJIbHOM CHCTEMBbI
perucTpanuu J0KyMEHTOB).

Pabota B I1J] MOXET OCYIIECTBISATHCA KaK B 3aKPBHITOM KOHTYpE, JOCTYM
K KOTOpPOMY 4YJIeHaM TEPPUTOPUATIBLHON KOMHUCCHU M paOOTHHMKAM armmapara
TEPPUTOPUAIIBHON KOMHUCCUU TMPENOCTABIIETCA B COOTBETCTBUM C IIPUKA30M
IpeJicenaTeNsl TEPPUTOPUAIBLHOM KOMUCCUHU, TAK U B OTKPBITOM KOHTYpE, TOCTYII
K KOTOpPOMY MPEIOCTABISECTCS B COOTBETCTBUM C pacnopsbkeHuem llpencenarens
MUK Poccun, nopmaruBHbiMH akTamMu Caskt-lIleTepOyprckoit m3OupaTenbHON
komuccuu 1o cornacopanuto ¢ I{HAK Poccun.

B 3akpeiTOM KOHTYpe MpeaycMoTpeHa o0paOOoTKa MEepPCOHATBHBIX JaHHBIX
1 MHOM KOH(pHUACHIINATbHON HHPOpMAITUH.

JlokyMeHnThl, conepxainiuecs B 1], MoryT ObITh MOAMKMCAHBI JIEKTPOHHON
MOAIUCHIO JOJDKHOCTHOTO JIMLIA.

PaGora c JOKyMeHTaMH TEPPUTOPUATIBLHON KOMHUCCHM OCHOBBIBACTCS

Ha MPUHIUTIE OJHOKPATHOW PETUCTPAllMU IOKYMEHTA.



1.9. UHCTpyKIIMsT ¥ M3MEHEHHMST B HEE YTBEPKAAIOTCA PELIECHUEM
TEPPUTOPUANIBHON KoMmMuccuu mocie cornacoBanuss ¢ Cankr-IletepOyprekoit
n30UpaTeIbHON KOMUCCHEH.

1.10. B MHCTpYKIIMHU UCTIONB3YIOTCS CIEAYIOIINE TEPMHAHBI U ONIPEACIICHUS:

OJIaHK JJOKYMEHTA; 3JIEKTPOHHBIH 11a0JI0H OJ1aHKa TOKYMEHTa — JIUCT Oymaru
WIM DJIEKTPOHHBIA IMAOJOH € PEKBU3UTAMH, UIACHTHQHUIMPYIOIMIMMUA aBTOpPa
o(pUIMaTBEHOTO TOKYMEHTA, PacIlOIOKEHHBIMH B OIIPEICTICHHOM HOPSAKE;

BHYTPEHHHUI JOKYMEHT — JOKYMEHT, MOATOTOBJIEHHBIA B TEPPUTOPUAIBHOM
KOMHUCCHH, HE BBIXOAIINI 3a €€ Npeebl;

BXOIAIIMKA JOKYMEHT — JOKYMEHT, IOCTYNHBIIMA B TEPPUTOPHUAIBHYIO
KOMUCCHIO;

(2JIEKTpOHHOE)  J1e7I0 — PU3MYECKH  000COOJIGHHAass WM JIOTHUYECKH
olpesesieHHasl eIUHUIA KJIacCU(UKALUU U CUCTEMATU3alUU B JIOKYyMEHTAJIbHOM
boHAe TeppPUTOPUATBHON KOMHCCHH, BKIHOYAIOWIAs JOKYMEHT WM COBOKYITHOCTb
JOKYMEHTOB, OTHOCAIIMXCS K OJHOMY BONPOCY WM YYaCTKy JAESITEIbHOCTH,
MMEIOIINX OJIMHAKOBBIA CPOK XPAHEHUS;

JEJIOMPOU3BOACTBO — COBOKYITHOCTh MPOLECCOB PabOThl C JOKYMEHTAMH,
BKJItOYasi JIOKYMEHTHpPOBaHHE, JOKYMEHTOOOOPOT, ONEpaTUBHOE XpaHEHHUE
Y UCIOJIb30BaHUE JTOKYMEHTOB B JIEATEIbHOCTH TEPPUTOPUATBHON KOMHUCCHH;

JOKYMEHT — 3a)UKCUpOBaHHasi Ha HocuTesne MHPOpMalus ¢ peKBU3UTAMU
W/WIM METaJaHHBIMU, TO3BOJISIFOIIMMHU €€ UICHTU(DUIIUPOBATS;

JOKYMEHTaIbHbIA  (OHJ — COBOKYITHOCTh JOKYMEHTOB, 00pa3yroUIMXcs
B JICSITENIbHOCTH N30MPATEIbHON KOMUCCHH;

JOKYMEHTUPOBAHHUE — CTAAMS KU3HEHHOTO LIMKJIAa JOKYMEHTa, Ha KOTOPOM
OCYUIECTBJISIETCS 3aluCh HH(DOpPMAMU C PEKBU3UTAMH W/MIM METaJlaHHBIMU
Ha HOCHUTEJIE M0 YCTAaHOBJICHHBIM IIPaBUJIaM B YCTAHOBJIEHHOH (popme;

JOKYMEHTOOOOPOT — ABUKEHUE IOKYMEHTOB B TEPPUTOPUATILHON KOMHUCCHH
C MOMEHTa HMX CO3JaHMs WM T[OJY4YEHUS [0 3aBEPLICHHUS WCIHOJIHEHHUS

HJIA OTIIPAaBKH,
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nyOnuKaT MOKYMEHTa — MOBTOPHBIA D3K3EMIUIAP MOJJMHHUAKA JOKYMEHTA,
CO3[IaBAEMBIII C LIEJIBIO 3aMEHbI TOJJIMHHUKA;

KA3HCHHBIM I[UKJI JOKYMEHTA — COBOKYIIHOCTh CTaguid CYLIECTBOBAHUS
JIOKyMEHTa (JOKyYMEHTHUPOBAHHOW HHQOpMAIMKU), HAUYUHAs C ero (ee) co3maaHus
JI0 YHUUTOXEHUS;

3aBEpEHHAs KOMNUSA — KONUA JOKYMEHTa, Ha KOTOPOM B COOTBETCTBUU
C YCTaHOBJICHHBIM TOPSAJKOM IPOCTaBJIEHbI PEKBU3UTHI, OOECIEUUBAIOLINE
€€ IOpUINYECKYIO CUITY;

HCXOJAIINN JOKYMEHT — JOKYMEHT, OTHPABIIEMbIA W3 TEPPUTOPUATBHOU
KOMUCCHH;

KOHTPOJIb WCTIOJIHECHUSA JIOKYMEHTOB — COBOKYITHOCTb JNEUCTBUM,
00eCIeynBaOIINX CBOEBPEMEHHOE UCTIONHEHNE JOKYMEHTOB;

KOIIHS JIOKYMEHTA — JIOKYMEHT, IIOJIHOCTBIO BOCIPOU3BOISIIIUN
MH(pOpMAIINIO MOJIMHHUKA U BCE €r0 BHEIIHUE MPU3HAKU WJIM UX YaCTh;

HOMEHKJIATypa  JIeJl — JOKYMEHT, COAEpXkAIlUK CUCTEMAaTU3UPOBAHHBIN
MIEPEUYCHb 3aroJIOBKOB J€J, CO3[1aBa€MbIX B TEPPUTOPUAIBHOM KOMMCCHUH,
C YKa3aHUEM CPOKOB MX XpaHEeHHUs, 0()OPMJICHHBIN B YCTAHOBIICHHOM MOPS/JIKE;

HOPMAaTUBHbBIE JIOKYMEHTBI — COBOKYTHOCTh WHCTPYKTHUBHBIX MaT€pUAJIOB,
PaCCUMTAHHBIX Ha MOCTOSIHHOE UJIM MHOTOKPATHOE AEHCTBUE U COJICPKAIINX KaKHE-
100 HOPMBI, IPABUIIA, TIPEATHCAHMUS;

HOCHUTENb (JOKYMEHTHPOBAHHON) HH(POPMAIIMKA — MAaTEPUAIbHBIA OOBEKT,
UCIIOJIB3YEMBIN [T (PUKCALIMY ¥ XpaHEHUS! JOKYMEHTUPOBAHHOU UH(POpMAIIUK;

oOparenue B popMe JIEKTPOHHOTO JOKYMEHTA — OOpaIleHue, MOCTYMHUBIIIEE
B (popMe 3JIEKTPOHHOI'O JTOKYMEHTA C UCIOJIb30BaHUEM CTPAHUIIbI O(QUIINATHEHOTO
caira Cankr-IlerepOyprekoit M30UpaTeIbHOU KOMUCCHU
B HMH(POPMAIMOHHO-TEIEKOMMYHUKAITMOHHOW cetu «HTepHeT» (manee - ceThb
WuTepHeT), npeHa3HaueHHOMN JIJIsl HalpaBiieHus OOpalleH’il B TeppUTOpUaIbHbIE
KOMUCCHH;

OTMETKa 00 3JIEKTPOHHOW MOIMUCH — PEKBU3HUT JIEKTPOHHOTO JOKYMEHTA,

MOJITBEPKIAIOIIMNA €T0 MOAIUCAHUE FJIEKTPOHHOM TOIIUCHIO;
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OopUIMANBHBIA TOKYMEHT — IOKyMEHT, KOTOpBII CO3/1aeTcs, 3aBepsercs,
BBIZIACTCSI B YCTAHOBJICHHOM 3aKOHOM HWJIM WHBIM HOPMATHBHBIM aKTOM ITOPSIJIKE
OpraHOM TOCYAapCTBEHHOW BJIACTH, MHBIM T'OCYJAPCTBEHHBIM OPraHOM, OPraHOM
MECTHOTO CaMOYIPABJICHUS WM MHOM  YIIOJHOMOYEHHOM OpraHu3aluew,
YIOJIHOMOYEHHBIM JTOJDKHOCTHBIM JIMLIOM U YAOCTOBEPSET IOPUANYECKN 3HAUUMbIE
(bakThI;

oopmIIeHHE JTIOKyMEHTa — IPOCTABJICHUE HA JIOKyMEHTE HEOOXOIUMBIX
PEKBU3HTOB;

oOpaiieHue B MUCHbMEHHOW (hopMe — HampaBiICHHbIE B TOCYIAapPCTBEHHBIN
OpraH, OpraH MECTHOIO CaMOYIpPABJICHHUS WIM  JOJDKHOCTHOMY  JIUILY
B ITUCbMEHHOM (hOopMe MPEITIOKEHUE, 3asIBICHUE WU Kano0a;

NUChMO — 0000IIEHHOE HAa3BAHUE PA3IMYHBIX 10 COACPKAHUIO JOKYMEHTOB,
CIIy’KalllUX CPEICTBOM OOIICHUS MEXAY OPraHU3alMsIMU, TPaX1aHaMU;

MO/JIMHHUK ~ JTOKYMEHTA — IIEPBbIA  WJIM ~ €AWUHCTBEHHBIM  3K3EMILISIP
JIOKyMEHTA;

MOPYYEHUE — TOKYMEHT, MNPEANUCHIBAIOIINN BBIIIOJIHEHHE TE€X WJIH HHBIX
3aJIaHUM;

pEruCTpallMOHHO-y4YeTHass KapTouka gokymeHTa (nmanee —PYK)— dopwma,
UCIIONIb3yeMasi ISl 3aliCH CBEICHM O JOKYMEHTE B LENsIX ydeTa, IOHCKa
Y KOHTPOJIS, CO3AaBaeMasi Py pErUCTpALMK JOKYMEHTa ¢ ucnojib3oBanuem 11/1;

pEerucTpallMOHHO-yueTHast (opMa — CcUCTeMa PErucTpaluy, HCIOJIb3yeMas
B TEPPUTOPHAIBHOW KOMHCCHM mpu perucrpauuu gokymeHtoB (IIJ[, xapTouku
WJIW JKypHa);

perucrpauus JOKYMEHTa — 3allUChb  YYETHBIX JAaHHbIX (METaJaHHBIX)
O JOKYMEHTE IO YCTaHOBJICHHOW (opme, ¢ukcupyromas ¢GakT ero Co3aaHwus,
OTIPABJICHUSI WM TOJYYEHUS, U IMPUCBOCHHUE €MY PErMCTPallMOHHOTO HOMEpa
U JaThl;

PEKBU3UT JOKYMEHTA — CTPYKTypHasT 4acTb M JJIEMEHT O(OpPMIICHUS
JOKYMEHTA, CIyXalluil g HUASHTUPUKAUUKA JIOKYMEHTa W COAepKalencs

B JJOKyMEHTE UH(POPMALIHH;
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CHUCTEMa JJIEKTPOHHOTO JOKYMEHTO0OOpOTa — MH(OpPMALMOHHAs CHUCTEMA,
oOecreunBaroiasi >KU3HEHHBIM UK JOKYMEHTOB J0O MX Mepexoja Ha CTaJluio
ApPXUBHOTO XPAHEHUS WIH YHUUTOXKEHUS;

CKaHUPOBAHUE JOKYMEHTA — MOJIyUYeHHUE IIEKTPOHHOTO 00pa3a TOKYMEHTa;

CiIy>keOHasi 3amnKcKa — BHYyTPEHHUN JOKYMEHT, aJIpeCOBAaHHBIM OJHOMY
JOJKHOCTHOMY JIUIYy TEPPUTOPHATEHOM KOMUCCHH APYTUM JTOJKHOCTHBIM JTUIIOM
TEPPUTOPUAIBHOM KOMHUCCHMM M COZAEpKaluil  0OCTOSITEIbHOE  M3JI0KEHUE
KaKoro-J100 BOMPOCa C BBIBOJIAMU U MTPEATIOKEHUSIMU COCTABUTEIIS;

CPOK HCHOJHEHHsS JOKYMEHTa — CPOK, YCTAHOBJICHHBIH HOPMATHBHBIM
IPaBOBBIM aKTOM, OPTaHU3alMOHHO-PACTIOPAIUTEIBHBIM JOKYMEHTOM, YKa3aHUSAMU
10 UCIIOJIHEHUIO JOKYMEHTA WU TIOpyUYeHHUEM;

YKa3aHHUs M0 MCIIOJHEHUIO TOKYMEHTa — PEKBU3UT, COCTOALIMN U3 HAANUCU
Ha JOKYMEHTE WIM Ha OTIEJIIbHOM JIHMCTE YCTaHOBJIEHHOW (OPMBI, CIEIaHHOM
JOJKHOCTHBIM JIMIIOM;

yuyeT  JOKYMEHTOB — (ukcauus  (akta  IOJyuyeHUS  JOKYMEHTOB
0e3 MpocTaBlIeHUsI HA HUX PETUCTPAIIMOHHBIX [ITAMIIOB;

dbopmupoBaHue  (JEKTPOHHOTO)  JieJia — TPYIINHUPOBAHUE  JTOKYMEHTOB
B (3JIEKTPOHHOE) JIEJI0 M UX CUCTEMaTU3aLus;

AKCIEPTU3a LIEHHOCTU JOKYMEHTOB — JESTENbHOCTh [0 YCTAHOBJICHHUIO
CPOKOB XpaHEHHUs JOKYMEHTOB, OTOOpa HX s apXUBHOTO XpaHEHMs
WIM YHUYTOXXEHUS, BBISIBICHUIO OCO0O IICHHBIX M YHHUKaJIbHBIX JOKYMEHTOB
HAa OCHOBAaHMM TpPeOOBAaHWH HOPMATHUBHBIX TIPABOBBIX AaKTOB U KpPUTEPHEB
HKCIEPTU3bI HIEHHOCTH TI0KYMEHTOB;

ANIEKTPOHHAS MOAMKUCH — UHPOpMalLUg B AIEKTPOHHOU (opme, TpeOOBAHMS
KOTOpPOW YCTAQHOBJIGHBI HOPMAaTHUBHO, TpEJHA3HAUYCHHAs JJs TOAMHMCAHUS,
COTJIaCOBaHUS (BU3UPOBAHNS) U YTBEPKAEHUS SJIEKTPOHHBIX JOKYMEHTOB;

AIIEKTPOHHBIN JOKYMEHT — TOKyMEHTHPOBaHHAS uHbopMaIus,
IpeJICTaBICHHAs B AJIEKTPOHHOU (hopme;

AJIEKTPOHHBIN JIOKYMEHTOOOOPOT — JOKYMEHTOOOOPOT € HCIOJIH30BAHUEM

aBTOMATU3UPOBAHHON HMHQPOPMALMOHHON CHUCTEMBI (CHCTEMBI 3JIEKTPOHHOTO



JIOKyMEHTO000pOTA);

AJIEKTPOHHBIM ~ 00pa3  JOKYMEHTa — 3JIEKTPOHHAsi KOMMsS  JTOKYMEHTa,
W3rOTOBJICHHASI HA OyMaXHOM HOCHUTEJIE;

ANEKTPOHHBIA  MAOJOH OJIaHKa JOKYMEHTa —CM. TEpPMHUH  «OJIaHK

JOKYMCHTaA».

2. HpI/IeM, perucrpanus 1 MPoxXoKJIACHUE NMOCTYNAKIINX JOKYMCHTOB

2.1. JokyMEeHTBl B TEPPUTOPUATIBHYIO KOMHCCHIO JOCTABIIFOTCA 4Yepe3
OTHeNIeHHne CBsI3U (MOYTOM, TenerpadHOl CBS3bIO), OpraHamu (QenepaibHOMI
(denbIberepckoil CBsA3M, CHELMAIBbHOW CBS3bI0, HAPOUHBIM WIH MEpEAAOTCs
Ha JIMYHOM IPHEME IPak/IaH.

JIOKyMEHTBI MOTYT MOCTYIIaTh B TEPPUTOPHAIBHYI0 KOMHUCCHUIO CPEICTBAMU
[T, dakcumMmIbHONW CBSI3bIO, OJIGKTPOHHOM TouTOM B cetu VHTepHer
(mpenHa3HauY€HAa MCKIIOYUTENBHO MJis1 CIY>)KEOHOM KOPPECHOHIEHIMHU), Yepes3
pazmen «OnekTpoHHas (Gopma oOpameHus» Ha  OQUIMATBHOM  caiTe
Cankrt-IlerepOyprckoit  u3OuparenbHoi  komuccu B cetu  MHTepHer,
IpeIHa3HAYEHHBIN JUIsl HAPABIICHUS 0OpAIlEHU B TEPPUTOPUAIBHYIO KOMHUCCHIO.

2.2. llpuem, mnepBuyHasi oOpabOTKa W PETUCTpAIMS TMOCTYHAIONIUX
JIOKYMEHTOB TPOU3BOMASATCS TIpelcenaTeseM (CeKpeTapeM) TeppUTOPHaTbHON
KOMUCCUM WM  pabOTHUKOM  ammapaTra, OTBETCTBEHHBIM 32  BEJICHUE
JIEIOTIPOU3BOICTBA ¢ Hcnoib3oBanueM [1]], m1ubo KypHalbHON perucTparuoHHO-
y4eTHOU Gopmbl (Tipusoxkenue Ne 1) exxeHEBHO B 4achl pabOThl TEPPUTOPUATHHOM
KOMHUCCHUU, KPOME BBIXOJHBIX U HEPAOOUMX MPA3THUIHBIX THEH.

[Topsimok TOJMydeHHs] W PErHCTpalMy JOKYMEHTOB IOCJIE€ OKOHYaHUS
paboyero AHs, B BBIXOJHbIE U HEpaOoUKe Mpa3IHUYHbIE JHU, B IEPUOJI TOJATOTOBKU
U TIPOBEACHUS U30MpATENbHBIX KaMIAHWK yCTaHABIMBACTCSA TMpejceaaTesieM
TEPPUTOPUATIBHON KOMUCCHUU JIMOO OMPENEseTCsl PelICeHUEM TEepPPUTOPHATIBHON
KOMUCCHH.

2.3. IlocTynuBIIMe JOKYMEHTHl MOAPA3ACIAIOTCS Ha PETrUCTPUpPYEMbIE

N HE IMoaICKalue perucrpangnuu. HepequB AOKYMCHTOB, HC IMOAJICIKAIINUX
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perucTpanuu, OonpeaeseH B NpuiaoxeHuu Ne 2.

2.4.1lpu BCKpBITUM KOHBEPTOB, JIOCTABJIEHHBIX OpraHaMH (QenepabHOM
denbpaberepckoil  CBA3M, CHEIHUAIBHON CBA3BIO, IO TMOYTE€ WJIA HAPOYHBIM
IIPOBEPSAIOTCSA MPABWIBHOCTh AAPECOBAHUS, KOMIUIEKTHOCTh M LEJIOCTHOCTH
JOKYMEHTOB, HAJIWYUE IPWIOKEHUH, CBEPSETCS COOTBETCTBUE HX HOMEPOB
YYETHBIM HOMEpPAM, YKAa3aHHBIM Ha KOHBEpTax. HempaBuibHO aapecoBaHHbBIE
U OIIMOOYHO BJIOKEHHBIE JOKYMEHTbl HE PETUCTPUPYIOTCS, IEPECHIIAIOTCS
10 HA3HAYCHUIO WUJIM BO3BPALIAKOTCS OTIPABUTEIIIO.

2.5. Ecnu npu BCKPBITHM KOHBEpTa OOHApY>KEHO OTCYTCTBHE JOKYMEHTOB
WIM KX OTHEIBHBIX JIMCTOB, IIPUIOKEHUH, IIOBPEXKIEHUE JIOKYMEHTOB
WM HECOOTBETCTBHE HOMEPOB JOKYMEHTOB HOMEpPAM, YKa3aHHBIM Ha KOHBEPTE,
npenaceaareneM (CeKperapeM) TEeppUTOPHAIBHON KOMHCCHM WM PaOOTHUKOM
amnrapara, OTBETCTBEHHBIM 3a BEICHHUE JEJIONPOU3BOJCTBA COCTABIACTCA AKT
YCTAaHOBJIEHHOM  (opMbl B  JBYX OK3eMmIusipax  (mpusnoxkenne — Ne 3).
OaMH HK3eMIUISIp akTa IOChUIAETCS OTHPAaBUTENI0, JPYrod mpuoOLiaeTcs
K MPUHATBIM JOKYMEHTAM.

Ha o00opoTHO! CTOpOHE MOCIEAHEro JMCTa IMOBPEKICHHOIO JIOKYMEHTA
B [IPABOM HWJKHEM YTIIy JEJIAeTCA OTMETKA «/JOKYMEHT IOJIy4eH B IOBPEKICHHOM
BUJIEY.

2.6. KoHBEpTHI OT NOCTYIMBIINX JOKYMEHTOB HE YHUYTOXAIOTCA B Cllydae,
€CJIM TOJIBKO 10 HUM MOKHO YCTAaHOBMTH aJpeC OTIPABUTENS, ATy OTIPABKU
Y TIOJIyYEHHUsI TOKYMEHTOB, €CJIM OHH COAEPKAT TOKYMEHTBI, KOTOPBIE MOCTYITHIIN
n3-3a TpenenoB teppuropun Poccuiickon denepannu, U3 CyJI0B, CIEICTBEHHBIX
OpraHoB, JINOO JJOTOBOPHI, TPETEH3NU, UCKOBBIE 3asBJICHUS, TOKYMEHTHI, CBSI3aHHBIC
C pa3MeLIEHUEM 3aKa30B Ha TOCTaBKHU TOBAPOB, BBHITIOJIHEHHE padOT, OKa3aHHUE YCIyT
JUISl TOCYAPCTBEHHBIX HYXKI.

2.7. ITakeTsl ¢ mOMETKOM «JIMUHO» MEpeNarOTCs afpecaTraM B 3aKpbITOM BHJIE
1O/, TIOJAIIHCh.

2.8.Ilpn peructpamuu NOCTYNMUBIIETO JOKYMEHTa B PETUCTPALMOHHO-

y4eTHOM (opMe o00s3aTeTbHO BBOJSATCS CIEAYIOUIME PEKBU3UTHI: HCXOIALIUAN
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HOMED JOKYMEHTA | JIaTa, TaHHbIE O KOppeCToHAeHTe (aapecanTe) (haMuius, ums,
OTYECTBO (MPU HAIUYUHU) (PU3UYECKOTO JIMIA UM HAMMEHOBAaHUE OPTraHU3alIuu),
KpaTKOE€ COJEpKaHUE JOKYMEHTa, a TakKe KOJIMYECTBO JIMCTOB OCHOBHOI'O
JIOKYMEHTA U JINCTOB MPUIIOKECHUS, KOJTUYECTBO IK3EMIUISIPOB, BUJI N0CTaBKU. [Ipu
perucTpauuu BXOJIAILETO JNIOKYMEHTa JleJ1aeTcs CBsI3Ka
C UCXOJISIIIIUM JTOKYMEHTOM, Ha KOTOPBIM J1aeTCsl OTBET (€CJIM TaKOBOW UMEETCS).

[Ipn ocymectBieHnn peructpauuu cpeacrsamu [1/] Ha mumeBort cTopoHe
NEpPBOT0 JIUCTAa 3apErUCTPUPOBAHHOTO JOKYMEHTa Ha OyMa)KHOM HOCHTEIIE,
KaK MPaBWIO, B MPABOM HMXKHEM YTIIy MPOCTABISIOTCS PETUCTPALIMOHHBIA HOMED
Y J1aTa, a TAaK)Ke ITPUX-KOJ C YKA3aHUEM HAMMEHOBAHUS OpPTaHU3alUH.

Ecnn mpocTtaBineHne perucTpalMOHHOIO HOMEpPA 3aTPyAHSET IMPOYTEHHUE
TEKCTa JIOKYMEHTa, B TAaKOM Cllydya€ BXOJSLIMA HOMEP IPOCTABIISETCA
B CBOOOJHOM OT TEKCTa YIJIy Ha JIMIIEBOM CTOPOHE MEPBOTO JIMCTA JIOKYMEHTA,
a IITPUX-KOJI MPOCTABISAETCS MPU HAUTMYUU TEXHUYECKOW BO3MOKHOCTH.

[Ipu ocCymiecTBI€HMH PETUCTPALMU B JIPYTOW PETrUCTPALMOHHO-YUYETHOU
dbopMe perucTpalMOHHBIM IITaMIl € YyKa3aHHEM BXOMSIIEr0 HOMEpa, JaThbl
PETUCTpALIMN TIPOCTABJSAETCS, KaK IMPAaBUIO, B NMPABOM HIKHEM YIJIy JHULEBON
CTOPOHBI TIEPBOTO JIUCTA 3aPETUCTPUPOBAHHOTO JOKyMeHTa. [Ipu HeoOxomuMocTu
YKa3bIBAC€TCSl BPEMSI PEruCTpaluu (4achbl U MUHYTHI), a TaKXe BXOJMSIIMN HOMEP
JIOKYMEHTA Ha IIPUII0KEHUH.

Ha xonmu noxymeHTa BXOISIIMHA HOMEP MPOCTABIISIETCS B IIPABOM HUKHEM
yIIIy JTULEBOW CTOPOHBI IIEPBOTO JIUCTA.

Hymepauuss nocTtynuBmIMX JOKYMEHTOB OCYLIECTBIISICTCS B IIpeleliax
KJIEHIAPHOIO rofa.

K mnoBTOpHBIM JOKyMEHTaM TMpUKIaAbIBACTCAd HUHPOpMAIUsi O paHee
MOCTYINHBIINX JOKYMEHTaX M pPe3yJibTaTaxX MX HUCIIOJHEHUS, KOTOpas IMepenacTcs
OTBETCTBEHHOMY 3a HUCIIOJHEHHE.

[Ipu peructpanmu qoKymeHTa Ha OymakaoM HocuTene B [1/] on MokeT ObITh
OTCKaHMpOBaH, a 3areM K PYK MoxeT ObITh NMpUCOEAMHEH 3JIEKTPOHHBIN 00pa3

JIOKYMEHTa U MPUJIOKEHUs K HeMy B (popmare pdf.
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ITocie peructpaumu cpeacrBamu [IJ[ DOCTynMBIIErO 3JIEKTPOHHOTO
JOKYMEHTa, B TOM YHCJI€ U3 BBILIECTOALIEN M MHON M30MpaTeNIbHOM KOMHUCCHH,
OH MOJKET OBITh pacrevyaraH mpu He0OXOIUMOCTH.

2.9. 3aperucTpupoBaHHbIE JOKYMEHTBl PacCMaTpPHUBAIOTCA MpECeaaTeIeM
TEPPUTOPUAIBHONM  KOMHCCHH,  3aT€éM  IIOCJIE  IIEPEHECEHMs  yKa3aHus
M0 HUCHOJHEHHUIO OKYMEHTa B PErHCTPaIlMOHHO-YYETHYI0 (opMy TMepenaroTcs
VICIIOJIHATEIISIM.

IIpu peructpanuu nokymeHtoB B IIJ[ paccMoTpeHme mpencenareieM
TEPPUTOPUAIBHON KOMHUCCUU JIOKYMEHTOB M HAaNpaBJICHHE HUX HUCHOJHUTEISAM
B 3JIEKTPOHHOM BHJE MOXET OCYIIECTBIAThCs cpenctBamu [1J] 6e3 odopmiienus
KOITMK HAa OYMa)KHOM HOCHTEIIE.

2.10. McnionHeHHbIE JOKYMEHTBI CHHUCBIBAIOTCS B JEJ0 MpeaceaTesIeM
TEPPUTOPUAIBHOM KOMHMCCHMM M TIOMEIIAIOTCS B JE€I0 B  COOTBETCTBHHU

C HOMEHKJIATYPOU JIe]T TEPPUTOPHUAIBHON KOMUCCHH.

3. OcHOBHbBIE TPeOOBAHUSA K MOATOTOBKE U 0)OPMJICHHIO IOKYMEHTOB

3.1. JIOKymMeHTBI,  CO3[aBacéMble B  TEPPUTOPHUAIIBHOW  KOMHCCHH,
opopmisitoTcst Ha OllaHKaxX, Ha CTaHAAPTHBIX Juctax Oymaru ¢dopmarta A4
(210 x 297 mm) wm AS (148 x 210 mM) 1100 B BUJE DJIEKTPOHHBIX JTOKYMEHTOB
U JIOJKHBI UIMETh YCTAaHOBJICHHBINA COCTaB PEKBU3UTOB.

3.2. JlokyMeHTBl O(OPMIISIOTCS Ha MPOIOJIBHBIX JHUOO YTJOBBIX OJIaHKax
YCTAaHOBJICHHONW (DOPMBI, HM3TOTOBJICHHBIX THUITOTPA(PCKUM WU KOMITBIOTEPHBIM
criocoboM (ripuitokeHue Ne 4).

B TepputopuanbHON KOMUCCUHA MOTYT OBITh YCTAHOBJICHBI CICTYIOIINE BUIBI
0JIaHKOB:

0JIaHK TPOTOKOJIA 3aCeIaHUs TEPPUTOPUATLHON KOMUCCHUH;

OJIaHK pelIeHUsT TEPPUTOPHATBHON KOMUCCHH;

OJIaHK TpUKa3a MpeacenaTess TEPPUTOPUATILHON KOMUCCUU;

0JIaHK MUChMa TEPPUTOPUATIEHON KOMUCCHUHU.
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3.3.Ilpu moarotoBke JIOKyMEHTOB ¢ mnpumeHeHueM IIJ[ wmcnonb3yrorcs
AJIEKTPOHHBIE  IIA0JOHBI  OJAHKOB  JOKYMEHTOB, KOTOpbI€  PAaBHO3HAUHBI
Y UJICHTUYHBI [0 COCTaBY PEKBU3UTOB, MOPSAKY UX PACIIOIOKEHUS U TApHUTYpPaM
mpu@Ta 61aHKaM JOKYMEHTOB Ha OyMa)KHOM HOCHUTEJIE.

3.4. JlokyMeHTbl OQOpMIISIIOTCS B  COOTBETCTBMM C TpeboBaHUsSIMU
K JOKyMEHTaM, U3rOTOBJIIEMBIM C MIOMOIIBIO MEYATAIOIMIUX YCTPOHCTB, U K (aiiiam
TEKCTOBBIX JIOKYMEHTOB (mpuiiokenue Ne 5).

3.5. Ilpu noaroroBke W OPOpMIIEHHH JOKYMEHTOB JOJDKHBI COONIOAATHCS
npaBuiia 0POPMIICHUS PEKBU3UTOB, N3JI0KEHHBIE HIXKE.

3.5.1. Ha Onankax nokymeHToB mnomemaercs rep0 Cankr-IletepOypra.
[Topsinok U3rOTOBJICHHS], HCIIOJIb30BaHUS U XpaHEHHUs 0JIaHKOB
c BocrpousBeneHueM repoa Cankr-IlerepOypra yctanaBnubaetcs 3akoHOM CaHKT-
[TerepOypra ot 23 ampens 2003 roma Ne 165-23 «O neraqbHOM OINKMCAaHUU
opumanbHbIX cuMBOJIOB CaHKT-IleTepOypra u nopsake ux UCIOIb30BAHU.

KoHTponb 3a npaBUIBHBIM HCIIOJIB30BAaHUEM OJAHKOB M MUX COOTBETCTBUEM
YCTAaHOBJICHHBIM 00pa3liaM OCYIIECTBISIETCSl MpEACeAaTeNIeM TEePPUTOPHATBHON
KOMHUCCHUM U pabOOTHHMKOM  ammapaTta, OTBETCTBEHHbIM 32  BEJCHUE
JEONPOU3BOCTBA.

3.5.2. HaumeHoBaHue n30UpaTeIbHOM KOMUCCHH.

HaumenoBanne wu30MpaTebHOM KOMHUCCHHM YyKa3blBaeTcsl Ha OJlaHKax
B COOTBETCTBUU C pemeHneM CankT-IleTepOyprekoii n3dbupareaIbHO KOMUCCHH.

3.5.3. CnpaBouHble JaHHbIE 00 N30MpaTEeIbHON KOMUCCHHU.

CnpaBo4yHbIE JaHHBIE O TEPPUTOPUAIBHOW KOMHMCCHUHM YKa3bIBarOTCS
B 0J1aHKaxX MHUCEM, HaIIpUMep:

yn. [laptuzana ['epmana, 1. 3,
Canxkr-IletepOypr, 198329
Tem. (812) 241-43-55, ®axkc (812) 241-43-55
http://tik6.spbik.spb.ru
OKTIO 15172623; OI'PH 1037819015960;
MHH/KIIIT 7807053839/780701001

3.5.4. HaumeHOBaHuE BU/Ia IOKYMEHTA.
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HaumenoBanue Bua TOKyMEHTA yKa3bIBA€TCS HA BCEX OJaHKaX M3/1aBa€MbIX
JOKYMEHTOB (IIPOTOKOJI, PELIEHUE U T.J.), 38 UCKIIFOUEHUEM TTHCEM.

3.5.5. [lata noKyMeHTa.

JlaTol TOKyMEHTa SIBJIETCS Jara €ro NOANMCAHWs, yTBepKaeHus. [laron
IPOTOKOJIA SIBJISIETCS J]aTa 3ace/laHus, a aKTa — /1aTa COOBITHUS.

JIOKyMEHTBI, W3/IaHHbIE ABYMS WM 0OJee OpraHu3alusIMH, JTOJKHBI UMETh
OJIHY (€IMHYI0) 1aTy, COOTBETCTBYIOILYIO JaTE MOAMUCAHUS JOKYMEHTA [TOCIETHUM
JOJDKHOCTHBIM JIUIIOM.

Jlaty qokyMeHTa opopMIISIIOT apaOCKUMU 1uppamMu B OCIEA0BATEIBHOCTH:
JeHb Mecdla, Mecsl, rol. [leHp mecsna u mecsi opOopMIISIFOTCS IByMsl IapaMu
apaOckux tudp, pa3geNeHHbIMU TOYKOM, TOJ — YeThIpbMs apabckumu 1udpamu,
HaIpuMep:

17.01.2025
Jlommyckaetcst ciioBecHO-IUGPOBOH criocod oopMIIeHUsI 1aThl, HAIPUMED:

09 saBaps 2025 r.

3.5.6. PeructpaunoOHHbIN HOMEP JOKYMEHTA.

JUist BXOIAIIMX W HUCXOIAIIUMX JOKYMEHTOB, OOpallleHUN — MHACKC Jera
110 HOMEHKJIATYPE U, 4€PE3 KOCYIO YEPTY, MOPSAAKOBBIA HOMED IOKYMEHTA.

PeructpaunoHHbll HOMEP MTOKYMEHTA, HW3JAHHOIO COBMECTHO, COCTOMUT
W3 Ppa3JICICHHbIX KOCOW 4YEpPTOM PErucTPalliOHHBIX HOMEPOB, MNPUCBOCHHBIX
OpraHu3alysMU — aBTOPAMU JIOKYMEHTA u PAacCoOJIOKEHHBIX
B  TOCJEAOBATEIIbHOCTH, COOTBETCTBYIOIIEH OOO3HAYEHUI0 HAMMEHOBaHUI
OpraHu3alyi B 3aroJJOBOYHOM YaCTH TOKYMEHTA.

3.5.7.Ccbllka Ha pETUCTPALMOHHBI HOMEpP M JaTy IMOCTYIHUBIIETO
JIOKYMEHTA.

Ccpulka Ha pPErucCTpPalMOHHBIM HOMEpP M AaTy MOCTYNMBILIETO JOKYMEHTa
BKJIFOYAETCSI B COCTaB PEKBU3WUTOB Oyianka muchMa. CChUIKa MPOCTABISETCS
WCTIOJIHUTEJIEM MPU MOATOTOBKE MUChMa-0OTBETA.

3.5.8. MecTto coctaBieHus (U3AaHUsA) JOKYMEHTA.
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Mecto cocraBieHus (W3mMaHMs) JOKYMEHTa yKa3blBaeTCsli Ha OJlaHKe
KOHKPETHOTO BHJa JIOKyMeHTa. B OiiaHkax mucem CBENIEHHS O MECTE CO3IaHMs
JTOKYMEHTa cozepKaTcs B PEKBHU3UTE «CrpaBo4YHbIE JTAaHHBIC
00 n30upaTeTbHOU KOMHUCCHI.

[Ipu npoAOIBLHOM PaACIOJIOKEHUH PEKBU3UTOB OJIaHKAa MECTO COCTaBIICHUS
WM W3JaHUS JOKYMEHTa YKa3bIBAe€TCA B CEpPEAMHE CTPOKA MEXKIy JaToi
U PErUCTPAllMOHHBIM HOMEpPOM JOKYMEHTa, a NpHU YIJIOBOM PAaCIOJIO0KEHUU
PEKBU3UTOB — MOJI JaTOW M PETUCTPALMOHHBIM HOMEpPOM JIOKYMEHTa, OT Kpas
JIEBOTO TOJIS.

3.5.9. I'pud (momerka) 06 orpaHUYEHUH AOCTyIA K JOKYMEHTY.

[IpocTaBisieTcst Ha JOKYMEHTaX, COACpKaNuX HH(HOPMAITUIO OTPAHUICHHOTO
pacrpocTpaHeHus, Kacalollylocs JeATeTbHOCTH OpraHU3allhii, OTpaHUYCHUs Ha
pacmpocTpaHeHrue KOTOPOM IUKTYIOTCSI CIIyKEOHOUW HE0OXOJMMOCTBIO, a TaKKe
MIOCTYIIUBINIAS B TEPPUTOPHATHHYI0 KOMUCCHIO HECEKpeTHast MHGOpMAIIHs, JOCTYIl
K KOTOpOH OrpaHu4eH B COOTBETCTBUU
¢ ¢eepanbHBIMU 3aKOHAMM.

[TomeTka Ha JOKyMEHTaX, COJAEpKAIMUX HWH(OpPMAIUI0 OTrPaHUICHHOTO
pacnpocTpaHeHusi, umeeT Bu « /s ciyxebHoro nonp3zoBanus» (manee - JJCII).

[TomeTka mpoCTaBIIAETCS B BEpXHEM MPABOM YTITY JIMIIEBOU CTOPOHBI IIEPBOTO
JIUCTA TIOKYMEHTA OT TPaHUIIbl BEPXHETO TOJIS.

3.5.10. Anpecar.

PexBu3uT «Apecar» pacnoyiaraercs Crpaa Mmoj peKBU3UTaMU OJIaHKa.

JIOKyMEHTBI aipecylOTCsS B OpraHU3alluM, UX CTPYKTYPHBIC MOApPa3ACIICHNUS,
JOJDKHOCTHBIM JIMIIAM WM TpaXkKJaHaM Tpd OTBETe Ha WX OOpalieHusl.
HanMeHOBaHMSI oOpraHU3allMM M CTPYKTYPHOTO TMOAPA3ACICHUS YKa3bIBAIOTCS
B IMCHUTEILHOM TaJICKE, HATTPUMED:

Anmunuctpanus LlenTpanbHOTO paiona
Cankr-IletepOypra
IOpunuueckuii ornen
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Ecin AOKYMCHT aJpCCyCTCiad JOJDKHOCTHOMY JIMIY, HAMMCHOBAHUC
opranm3anu YKa3bIBACTCA B MMCHHTCIBHOM IIAJICKC, 4 HOJDKHOCTH U (I)&MI/IJ'II/I}I

— B 1aTCJIBHOM. HpI/I 9TOM HMHHUIHAJIbI YKA3bIBAIOTCS ITOCIIC (1)aMI/IJII/II/I, HarpuMmcep:

Anmunuctpanus LienTpanbsHOoro paitona
Cankr-IleTepOypra
HauanbHuky oO1ero otaena

NBanosy H.II.

Ecin JOKYMCHT aJIpeCyCTCA PYKOBOIHUTCIIIO OopraHu3anunuun
Wi C€ro 3aMCCTHUTCIIIO, HAMMCHOBAHUC OpraHu3alniu JOJLDKHO  BXOOAHWTHb
B HAUMCHOBAHHUC JOJDKHOCTH aApCCaTta, HAIIpUMCP:

3aMecTuTelo aupekTopa Beepoccuiickoro
Hay4YHO-HCCJIEI0BATEIILCKOTO HHCTUTYTA
JOKYMEHTOBEICHUS U apXUBHOTIO JI€a

Cwmupnosy ILIL

Ecin JOKYMCHT  aJpCCyCTCA  OpraHu3allvu, CHa4daJla  YKa3bIBACTC:A

¢C HAMMCHOBAHUC, 3aTCM IMOYTOBBIM aJIpcC, HAIIPUMCP:

[lenTpanbHas n3duparenbHass KOMUCCHS
Poccutickon ®enepanuu

b. Uepkacckuii nep., 1. 9, Mocksa, 109012

JlomyckaeTrcsi ILEHTPUPOBATh KAXKIYIO CTPOKY PEKBU3HTA «Anpecar»
10 OTHOIIECHHIO K CAMOW JNIMHHOM CTPOKE.

JlommyckaeTcsi  MCIHONb30BaTh  OPUIIMAIBHO TMPUHSTHIE  COKpAIEHHBIC
HAaNMEHOBAHUSI OPraHOB T'OCYJapCTBEHHOM BJIACTHM, MECTHOIO CaMOYIIPABJIECHUS,
OpTraHU3AIUN.

[TouToBBI anpec yKa3bIBae€TCsl B TMOCIEAOBATEIBHOCTH, YCTAHOBJICHHOU
[IpaBunamu OKa3zaHUsI YCIYr TIOYTOBOM CBSI3M, YTBEPXKIACHHBIMM IPUKA30M

MunucrepctBa UM(POBOTO pa3BUTHSI, CBSI3M M MACCOBBIX KOMMYHHUKAIUI
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Poccuiickoit @enepaunn ot 17 anpens 2023 roga Ne 382 «O0 yTBepkKIeHHH
[TpaBui1 oka3zaHusl ycayr HOYTOBOM CBS3MY.
Ecau 10KyMeHT OTIpaBisieTCss B HECKOJIbKO OJHOPOJIHBIX I'OCY/1apCTBEHHBIX

OpraHOB WJIM OPTaHU3ALMI, UX CIEIYET YKa3blBaTh 0000IIEHHO, HAIPUMED:

HpeI[CCI[aTCJ'ISIM Y4aCTKOBBIX KOMHMCCHUH

JIOKyMEeHT He [OJDKeH coJiepkaTh 0oJiee  YeThIpeX  aJpecaTroB.
CI10BO «KOTHUs» MEPEA BTOPBIM, TPETHUM, YETBEPTHIM aJIPECATOM HE YKA3bIBACTCA.

[Ipu HampaBieHUU JOKyMEHTa 0Oojiee 4eM B YETHhIPE aJipeca COCTaBJISICTCS
CIIUCOK PACCBUIKM YCTAHOBJICHHOW Qopmbl (mpuiokeHue Ne 6), KOTOpPBIH
MOJIHUCHIBACTCS MPEACEIATENIEM TEPPUTOPUATIBHON KOMUCCHH.

[Ipu anpecoBanuu JOKyMeHTa (PU3UYECKOMY JIMIy BHA4ajle yKa3bIBAIOTCS
dbaMuIisa ¥ MTHULHAJIBI TIOJTy4YaTeIsl, 3aTeM IOYTOBBIN ajipec, HalpuMep:

®omuueny I1.1.
MockoBckuii nip., 1oM 15, kB. 10,

Cankr-IletepOypr,
190005

[Ipu oTmpaBke MUcbMa MO AJIEKTPOHHON MOYTE WM MO (PaKCUMUIBHOM CBSI3U
(0e3 moChUIKM MO MOYTE) MOUYTOBBIN ajpec He ykasbiBaercs. [Ipu HeoOXxoauMocTH
MOXET OBITh YyKa3aH aJpec DdJEeKTPOHHOM mouThl (HoMmep Tenedona/dakca),
HaIpumep:

MWUHHCTEPCTBO FOCTUIIUU
Poccniickont @enepanun
mail@minjust.ru
3.5.11. I'pud yTBEepkaeHUS JOKYMEHTA.
JIOKyMEHT  YTBEpXAAE€TCS JOHKHOCTHBIM  JIMIIOM WM CHEUUAIbHO
U3/1aBAEMbIM JOKYMEHTOM.
[Ipu yTBepKI€HUU TOKYMEHTa JOJKHOCTHBIM JIULIOM TpU( YTBEPKICHUS
noikeH coctoATh u3 cinoa Y TBEPKJIAO Ge3 kaBbiuek v MpOMUCHBIMU OyKBaMu

u Ha CHC}IYIOH_Ieﬁ CTPOKC — HAMMCHOBAHHUC JOJDKHOCTH, IIOAITNCH,
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(mpu odopmieHM Ha OyMaXHOM HOCHUTENE), HHHUIMAIB U (QamMuiIds JIHIa,
YTBEPAUBILIETO TOKYMEHT, J]aTa yTBEPKICHHUS.
['pud yTBepKaeHHs pacroyiaraioT B MPaBOM BEPXHEM YTy MEPBOTO JIUCTA
nokymeHta. B rpude yTBepkIeHHS MOMycKaeTcss LEHTPUPOBATH JIIEMEHTHI

OTHOCHUTEJIBHO CaMOM I[JIHHHOﬁ CTPOKH, HAITPUMCED:

YTBEPXJAIO
npeaceaaresb TeppuTopruaibHOU
n30upaTenpbHON KoMuccuu Ne 6

IIoAITNCH HWHHUIIUAJIbI, (I)aMI/IJ'H/IH
Jara

[Ipu yTBEp)KIEHUHU NOKYMEHTA MOCTAHOBJIECHUEM, MPOTOKOJIOM, PEIICHUEM,
pacriopsikeHreM Tpud  yTBepxkaeHust coctouT u3 cioBa Y TBEPXJ/IEH
(VTBEPXIEHA, VYTBEPXJIEHbI wmu VYTBEPXJIEHO) 6e3 kaBbIuek
W T[PONUCHBIMM OyKBaMHM, HAWMEHOBAHUSA YTBEPXKIAIONIETO JIOKYMEHTa

B TBOPHUTCIBHOM ITaJICIKC, CI'O IAaThl U HOMCPA, HAIIPHUMCDP:

YTBEPXIEH
pemennemM TeppuropuanbHOi
n3buparesnbHo komuccun Ne 6
oT 24 suBaps 2025 r. Ne 130-7

3.5.12. Yka3zaHus o UCIIOJHEHHUIO JOKYMEHTA (PE30IIOIus).

VYka3aHusi MO HCHOJHEHUIO JOKYMEHTa MOTYT ObITh HAalMCaHbl OT PYKH
npeacenareyaeM TEePpPUTOPUATbHOM KOMHUCCHM HAa MOMJIMHHHUKE JIOKYMEHTa
Ha CBOOOJHOM OT TEKCTa MECTE WIM OPOpPMIICHBI Ha OTAEIBbHOM JucTe opmara
A6 (105 x 147 MM), IpUIOKEHHOM K JOKYMEHTY. YKa3aHUsl MO HCIOJHEHUIO
JIOKyMEHTA BKJIIOUAIOT bamunuu u WHULIAAIIBI UCITOJIHUTEIEH,
opu HEOOXOAMMOCTH — COJIEpP)KaHUE TMOPYUYECHUS, CPOK HCIIOJHEHUS, MOJIMUCH
(npu odopmileHHH HA OYMa)KHOM HOCHTEJIE) PYKOBOJIUTENS U 1aTy, HAIIPUMeED:

Cuzosy A.1O.
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['puropeey B.C.

[Ipomry paccMOTpETh U JaTh OTBET
k 14.02.2025

MOJIHKCH
JaTta

VYKkazaHus 1O HUCIOJHEHHUIO JTIOKYMEHTa TaKXe MOTYT ObITb OQOpPMIIEHBI
c wucnoyibzoBanuem IIJ[ ¢ nOpuMeHEHHWEM »SIEKTPOHHBIX IA0JIOHOB OJAHKOB
JTOKYMEHTOB.

3.5.13. 3aroyioBOK K TEKCTY IOKyMEHTa (HAaMMEHOBAaHUE JOKYMEHTA).

3arojoBOK K TEKCTY JOKYMEHTa JOJDKEH KPaTKO M TOYHO PaCKpHIBATH
€ro cojiep>kaHue W OBITh COIJIaCOBaH C HAaWMMEHOBAHMEM BHJIA JIOKYMEHTA.
3aroJ0BOK MOKET OTBEYATh Ha BOIPOCHI:

«0 yeM (0 KoM)?», HarpuMep:

Pacnopsikenune — O co3gaHuu DKCIEPTHOW KOMUCCHH;

«4ero (kKoro)?», HanpuMmep:

JIOJDKHOCTHOM PETJIAMEHT BEAYLIErO CHEUAINCTA;

AKT 00 YHUYTOXKCHHUH JOKYMCHTOB C HCTCKIIMMH CPOKAMHU XPAHCHUA.

3aroyIoBOK COCTAaBJISICTCS JTUIIOM, TOTOBSIIIIAM MPOCKT JOKYMEHTA.

3aroyioBOK, COCTOSIIMI W3 JABYX M 0oJjiee CTPOK, MEYaTaeTCs 4yepe3 OJuH
MEXCTPOYHBIM HHTEpBaj, TOYKA B KOHIIE 3arojiOBKa HE CTAaBUTCS. 3arojIoBOK
pacmoyiaraeTcsi Ha TIEPBOM JIMCTE HaJ TEKCTOM JOKYMEHTa TI0 IIEHTpY,
a mpu 0OPMIICHUU TTHCbMa — OT TPAHUIIBI JIEBOTO TOJIA.

3.5.14. TekcT noOKyMeHTa.

Texcr nmokymeHTa OGOPMIISIIOT B BHAC CBS3HOTO TEKCTa, TaOIHUIIBI
WM COCTUHEHUS dTUX CTPYKTYP.

Texcr JgOoKyMeHTa JIODKEH  M3/IaraTbCs KpaTko H  sCHO, OBITh
apryMEHTUPOBAHHBIM, OOECIeYrBaTh TOYHOEC U OJHO3HAYHOE BOCIPHITHE
coJiepKaIieicst B HeM HHGOPMAIIHH.

Texcr moxkymeHTa JOJDKEH, KaK TPaBWIIO, COCTOSITh M3 JIBYX YacTEH.

B HepBOﬁ YaCTU YKa3bIBAKOTCA IPUYUHBI, OCHOBAHHA, LICIIM COCTABJICHUA
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JOKYMEHTa, BO  BTOPOW — pEIICHUs, BBIBOABI, MPOCHOBI,  MPEIIOKECHHUS,
PEKOMEHIAIUN.

TekcT nOKyMEHTa MOXET COAEpXKAaTh TOJIBKO 3aKIIOYUTEIBHYIO 4YacThb
(HanpuMep, pacHopsHKEHUE — PACHOPAIUTENBHYI0 4YacThb 0€3 KOHCTaTHPYIOLIEH,
MHCHhMO, 3asBJICHUE — MPOCHOY 0€3 MOSCHEHMS).

B Tekcre nokymeHTa, MOATOTOBIEHHOIO HA OCHOBAaHWH 3aKOHOAATENBbHBIX,
WHBIX HOPMATHUBHBIX NPAaBOBBIX AaKTOB, M3JAaHHBIX OpPraHamMu TOCYAapCTBEHHOMN
Bnactu u ynpasieHus, [{UK Poccuu, Cankr-IlerepOyprckoit m3zbuparenbHON
KOMHMCCUEH, paHEEe M3JaHHBIX TEPPUTOPUAIBHOM KOMMCCHUEHN, YKA3BIBAIOTCS
HAaMMEHOBAHHUE BHJA JOKYMEHTA, HAUMEHOBAHME OpraHa, WU3JaBILIETO JOKYMEHT,
JlaTa TPUHATHS WU YTBEPKICHHUS JTOKYMEHTA, €r0 PEruCTPalOHHBIA HOMED,
a TaKXe 3aroJIOBOK JOKYMEHTA, 3aKJIFOYECHHBIM B KaBBIYKU.

[Ipu ynotpe6ieHun B TeKCTe (pamMUIIMiA JIUI] HHUITMAIBI YKa3bIBAIOTCS TTOCIIE
bamunuu.

TexcThl OKyMEHTOB OO0JbLIOrO OOBEMA MOTYT JENIUTHCS Ha pasJiensbl,
NO/IPa3/IeIibl U MyHKTHI, KOTOPhIE HYMEPYIOTCS apaOCKuMu 1 pamu, HalpuMep:

1. Pa3snen
1.1. Iloppaznen
[.1.1. ITynkr

A03a11pl BHYTPU ITyHKTOB HE HyMEPYIOTCSL.

B nuceMax ucnonb3yror cienyroupe GopMbl U3I0KEHUS:

or l-ro mauma MHOXectBeHHoro uymcina («[Ipocum  HampaBuUTh
uHpopMaruio...», «Harmpasisiem Ha 3aKiIIOU€HUE TPOEKT...» U Jp.);

OT 3-ro JuUa E€JUHCTBEHHOIO 4Yucia («TeppUTOpHAlbHAs KOMHUCCHS
HE CYMTAeT BO3MOXKHBIM...», «TE€PPUTOpPHATbHAs KOMHUCCHUS Mpejjaraer
paccMOTPETb BO3MOKHOCTB...»).

I'padpr 1 cTpokM TAOMUIBI JOJKHBI MMETh 3arojOBKH, BbIPA)KEHHbBIE
CYLIECTBUTEIbHBIM B HMEHUTENbHOM majexe. [lom3aromoBku rpad M CTpOK

JOJIXKHBI OBITH COTJIACOBAHBI C 3ar0JIOBKaMH.
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Ecnu Tabmuity medararoT Oojiee 4em Ha OJIHOW CTpaHMIIE Ha CIICTYIONTUX
CTpaHUI[aX MOTYT OBITh Hale€4yaTaHbl 3arojOBKHU Ipad WM MX HOMEpa (B ciyuyae,
ecny rpadbl TaOIUIIBI HAa TIEPBOM JIUCTE TPOHYMEPOBAHBI).

3.5.15. OT™eTKa 0 HAIMYKY TPUIIOKEHUH.

OTmeTKa 0 HAJIMYUU IPUIIOKEHUI pacroiaraeTcsi OT TpaHUIlbl JIEBOTO MO
MocJie TEKCTa Mepe/i MOAMUCHIO.

CH0BO «IIPUIIOKEHUE) MEYaTaeTCsl B €UHCTBEHHOM WJIM MHOXECTBEHHOM
YHCJIe B COOTBETCTBUM C KOJIMUYECTBOM MPUIIOKEHHH.

Ecnu noxkyMeHT uMeeT NpUIIOKEHHE, Ha3BaHHOE B TEKCTE, OTMETKa

0 ero HaJm4uu opopmIIsIeTCs IO cleAyrolIen Gopme:

[Ipunoxxenue: Ha 15 1. B 3 7K3.

Ecin AJOKYMCHT HMMCCT IIPHJIOKCHHUC, HC HA3BAHHOC B TCKCTC, HJIN CCIIHU
HpI/IJ'IO)KCHI/Iﬁ HECKOJIbKO, UX HAWMMCHOBaHHA HCO6XOI[I/IMO NEPEUNCIINTL I10CJIC
TCKCTAa AOKYMCHTaA IICPCIH IIOAIMUCHIO C YKA3aHUCM KOJHYCCTBA JIMCTOB B KAXXKIOM
IMPHIIOKCHUH N KOJIMYCCTBA OK3CMINIAPOB, ITPHU HAJTUINH HCCKOJIBKUX HpI/IJ'IO)KeHI/Iﬁ

UX HyMEPYIOT, HAIpUMED:

[Tpunoxenus: 1. Ilonoxenue o0 DxcnepTHON KoMuccuu Ha 15 1. B 1 9K3.

2. IlpumepHast HOMeHKIaTypa fen Ha 14 1. B 1 k3.

Ecim  mpunokeHuss ~ cOpomItopoBaHbl, TO  KOJMWYECTBO  JIMCTOB
HE YKa3bIBacTCH.
Ecnu npunokeHne HanpaBiIsieTCs HE BO BCE YKA3aHHBIE B IOKYMEHTE aJipeca,

TO OTMETKA O HAJMYHUH MPUJIOKEHUS 0hOpMIIIETCS 10 cienyromen hopme:

[Tpunoxenue: Ha 20 1. B 3 5K3. TOJIBKO B IIEPBBIN aapec.

Ecim Kk nokyMeHTy mnpwiaraercs Ipyroul JIOKYMEHT, TaKK€ HWMEIIIUN
MPUJIOKEHUE, TO OTMETKA O HAJIUYUU MPUIIOKEHUS O(POopMIIIeTCS CIeAYIONUM

obOpazom:
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[Ipunoxenue: mnucbmo Cankt-IlerepOyprckoit  M30MpaTeNnbHON KOMHUCCHH
or 15.11.2024 Ne 01-18/450 u mpunoxeHue K HEMY, BCETO
Ha 15 L.

Ecnu npuiioxeHueMm sBiseTcs 000COOJIEHHBIN AJIEKTPOHHBIA HOCHUTENb
(KOMITaKT-TUCK, usb-QIieni-HaKomuTeb U Jp.), TO OTMETKA O HATUYUU MPUI0KECHHS

oopMIIsieTCs CIAEAYIOUM 00pa3oM:

[Tpunoxenune: CD B 1 k3.

IIpy »TOoM Ha Hocutrene (BKiIaabiie (KOHBEPTE)), YKa3bIBAHOTCS
HAaWMEHOBAHUS IOKyMEHTOB, 3aITMCAHHBIX Ha HOCUTEIb, UJIM UMEHa (HaliJIoB.
B pemenusx u mpukazax CBEIACHUS O HAJIMYUH MPUIOKCHUHA YKA3bIBAIOTCS

B TCKCTC, HAIIPHUMCDP:

«Pa3paboTath M TpenCTaBUTh MPOEKT IUIaHa 1o (opme, YKa3aHHOU
B IIprtoxkeHuu Ne 1»
1705

«...JIeTIaeTCA 3aIKCh B )KypHaJl yCTaHOBJIECHHOHN (hopMbl (puitoxkeHue Ne 2).»

Ecim B gOKymMeHTe, K  KOTOpOMY  OTHOCHUTCS  IIPHIIOXKEHUE,
OHO HE YTBEPKIAETCS, @ IIPOCTO COAEPIKUTCS CCBIIIKA HA HErO, TO Ha IIEPBOM JIMCTE
MPUIOKEHUS B IPABOM BEPXHEM YTy YKa3bIBAETCs, K KAKOMY PELIEHUIO (IIPUKA3y)
IIPUJIOKEHUE OTHOCUTCS, 4 CTPOKM MOTYT LEHTPOBATHCS OTHOCUTEIBHO CaMOU
JUIMHHOM CTPOKH, HAIIpUMEp:

IIpunoxenue
K MPUKa3y MpeaceaaTens
TeppuropuanbHoOi U30UpPATEIIHHOM
komuccuu Ne 6
ot 14 maprta 2025 1. Ne 27-pn
[Ipy HaTUYMU HECKOJIBKUX MPHUIOKEHUN OHU HYMEPYIOTCS, HalpuMmep,

npuioxenue Ne 1, mpunoxxenue Ne 2 1 Tak naiee.

3.5.16. Iloanucse.

B cocrtaB noanucu BXoIAT: HAUMEHOBAHUE JIOKHOCTH JIUIIA, IO CABIIETO
JIOKyMEHT, €r0 COOCTBEHHOPYYHAs MOMAMKCH, KOTOpass OPOpMIISIETCS CHHUMH WA

YepHBIMU YEPHUIIAMU, paciin(PpoBKa MOANUCH (MHULMAIBI, (paMUITHS).
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Ecnmu pokymenT odopmisiercss Ha OllaHKE TEPPUTOPUAIBHON KOMMCCHUH,
TO PEKBU3UT BKJIKOYACT HAUMEHOBAaHHUE JIOJDKHOCTHU JIMIA, IOAINKUCBHIBAIOLIETO
JIOKYMEHT, €r0 COOCTBEHHOPYUYHYIO MOAMUCH, PACIIU(PPOBKY MOAMUCH (MHUIIUAIIBI

1 (haMuIInIO), HaIpUMep:

[Ipencenarens MOAITHCH WHULHABI, (haMUITHS

Eciu [OKHOCTHOE JUIO, MOANMCh KOTOPOTO 3aroTOBJIEHA HA IPOEKTE
JOKYMEHTa, OTCYTCTBYET, TO IOKYMEHT IOJANUCHIBAET €T0 3aMECTUTEb WM MHOE
JMIO, UCHOJHSIoUIEE ero o0s3aHHOCTH. [Ipu 3TOM 00s3aTENBHO yKa3bIBAIOTCS
(dakThueckass AOKHOCTb JIMLA, MOANMCABIIET0 JOKYMEHT, W €ro (GaMuius.
He  pomyckaercss — moAnMCBHIBaTBH  JOKYMEHTBI €  HPEMJIOTOM  «3a»
WJIM MPOCTABJIECHUEM KOCOU YepThl NEpe/] HAUMEHOBAHUEM JIOJKHOCTH.

Ecnu nokyMeHT odopmiisercss He Ha OlaHKe, TO PEKBU3UT COACPKUT IMOTHOE
HAaMMEHOBaHUE JOJKHOCTH Jvna, IO CABIIIETO JOKYMEHT,
€ro COOCTBEHHOPYYHYIO TMOANHUCh, pACIIM(PPOBKY MOANKHCH  (MHULIHAJIBI

U (haMUITUIO0), HATIPUMED:

IIpencenarens
TeppuTtopuanbHON U30UPATEITHLHON KOMUCCHHI
Ne 6 MOAMNUCh WHUIMANBI, (DaMUITHS

[Ipy noanucaHuuM JOKYMEHTA HECKOJBKUMHU JIOJKHOCTHBIMU JIMLIAMU
WX TMOAIKACH PACHOJAraroTcs OJIHAa 0] JAPYrod B MOCIEIOBATEIILHOCTH,

COOTBETCTBYIOLIEH 3aHUMAEMOU TOJKHOCTH, HAIIPUMED:

HpeI[CCI[aTeJIB IIoAITNCH HMHHUIIHWAJIbI, (I)aMI/IJ'II/Iﬂ

I'maBHEBIN OyXxTanre HOJMNNCH WHULAANbI, (haMUINAs
2

HpI/I MOANMCAHNH JOKYMCHTA HCCKOJIbKUMMU JIMIaMHU, 3aHUMAatOIIIUMU PABHBIC
JOJIDKHOCTH, nux IIoAIImcu pacmojiararot Ha OIHOM YPOBHC,

Hanpumep:



24

HauvansHuk nmpaBoBoro oTaemna Hauanpuuk
OpPraHu3allMOHHO-METOANYECKOTO
oTxelna
NOJANUCH WHULIUAIBI, (pamMuius MOJANKUCH WHULUAIBI, HaMUIIHs

B AOKYMCHTC, ITIOATOTOBJICHHOM KOMHCCHCﬁ, MMOAIINCHU PACIIOJIararoTCsa OJiHa
1o g ,ZIPYFOP'I. HepBBIM YKa3bIBACTCA IIPCACCHATCIIb KOMUCCHUHU, A q)aMI/IJII/II/I YJICHOB

KOMHCCHH PACIIOJIAraroTCA B aﬂ(l)aBI/ITHOM IMOPAAKE, HAIIPUMCP:

HpCI[CCI[aTCJIL KOMHUCCHUHU IIOJIINCH HWHHUIIUAJIbI, q)aMI/IJII/IH
YJ1eHbl KOMHUCCHUH IIOJIINCH HMHHUIIHUAJIBI, (baMI/IJII/IH
IIOAIINCH HWHHUIIUAJIIbI, d)aMI/IJ'II/IH
IIOJIIMCH HMHHUIIHUAJIBI, (baMI/IJII/IH

Ecnmn [OKyMEHT cocTaBieH Kak mpuiaraeMasi K OCHOBHOMY JOKYMEHTY
cnpaBka uiu  uHbopmaius, TO OH O0QGOpMIAeTCS B  COOTBETCTBHUHU
¢ myHKTOM 3.5.15, a BMECTO MOANMUCH MOJ TEKCTOM JOKYMEHTA, KaK IPaBWIIO,
yKa3bIBaeTcs (haMujIusi, UMs, OTYECTBO UCTIOTHUTES.

3.5.17. OTmeTKa 00 JE€KTPOHHOMN TTOAMHCH.

[IpocraBnsieTcss Ha BU3yaJIU3UPOBAHHOM 3JIEKTPOHHOM JOKYMEHTE B MECTE
PacIoJIOKEHUS] COOCTBEHHOPYYHOW TMOJIUCH JTOJDKHOCTHOTO JIMIA B JIOKYMEHTE

Ha OyMaXHOM HOCHUTEJIE, HallpuMep:

Hpeﬂceﬂa”[eﬂb AOKYMEHT NOAMNUCAH
o npPoCTOM NnoaANUCHLIO
TepputopuanbHoi
n30MpaTeNbHOM KOMUCCHH N2 6 | XYBQCT/PIZL7BQ+0+6LTHNQPOMVDVUYS= N.B. Upununa

[feicreutener:bes cpoka aencreuns
Bnapeneu:UpvHuHa UHra ButanbesHa

DJIEMEHTbI OTMETKH 00 3JICKTPOHHOHN IOAIHUCH JOJDKHBI OBITh BHIMMBIMHU
Y YUTAaCMBIMH ITPU OTOOPKECHUH JOKYMEHTA B HATYpPaJIbHOM pa3Mepe.

DJIeMEHTBI OTMETKH 00 3JICKTPOHHOM MOJIMKMCH HE JOJDKHBI IIEPEKPHIBATHCS
WJIM HAKJIQABIBAThCS IPYT HA ApyTa.

DneMEeHTbl OTMETKH 00 3JEKTPOHHOM MOINUCU HE JIOJKHBI MEePEKpPhIBATH
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AIIEMEHTHl TEKCTa JOKyMEHTa U Jpyrue OTMETKM 00 53JIEeKTPOHHOM MOIMUCH
(Tpu HATMYHH).

B cinywae, ecnau 3JIEKTpOHHAs MOIINUCH COJEPKHUT METKY JOBEPEHHOIO
BPEMEHHU, OTMETKAa 00 3JIEKTPOHHON MNOJANKCH JIOJKHA 0053aTeNIbHO BKJIHOYATh
uH(OPMAIUIO O JIaTe U BPEMEHH MOIIUCAHUS JOKYMEHTA 3JIEKTPOHHON MOANKCHIO.
BuenrHui Bua METKU JOBEPEHHOIO BPEMEHHN U BHEIIHUM BUJT IIPOCTOM 3JIEKTPOHHOU
MNOJANMKUCH YCTAHABJIMBACTCS JIOKAJHHBIMM HOPMATUBHBIMM aKTaMH WM IO
COTJIAIIEHUIO CTOPOH JIOKYMEHTOO0O0pOTA.

3.5.18. I'pud cormacoBaHwus.

I'pud cornmacoBanusi coctoutr u3 cimoBa COIJTACOBAHO 6e3 kaBbluek
¥ TIPOTMCHBIMHU OyKBaMU, HAMMEHOBAHUS JOJKHOCTH JIUIA, KOTOPBIM COTJIAaCOBAaH
JOKyMEHT (BKJIIOYasi HAaWMEHOBAHHME OpraHU3alliH), €ro COOCTBEHHOPYYHOMU
noanucu (pu oQopMiIeHUH Ha OyMa)XHOM HOCHTEINE), pacludpOBKUA MOJIMUCH

(vHULIMATBI, (PaMUJTKS ) U IaThI COTJIACOBAHMS, HAITPUMED:

COI'NJTACOBAHO
Cexperapp TepputopralibHOM
n3ouparenbHOM Komuccuu Ne 6
MOJMUCHh WHULUAIBI, (pamMutus
nara

Ecnu  cormacoBaHue OCYHIECTBISIETCST MPOTOKOJIOM WIIA  MHUCHBMOM,
TO COTJIACOBAHHUE O(POPMIISIETCS CIASAYIOLUIMM 00pa3oM:

COI''TACOBAHO
MPOTOKOJIOM 3aceJaHus
aTTeCTAIlMOHHOM KOMHCCHUH
TepputopuaibHON U30UPATETHHOM
komuccuu Ne 6

ot 14 ¢espamns 2025 . Ne 16
WITH

COI'JTACOBAHO
nuceMoM PocapxuBa
ot 05 mapta 2025 r. Ne 4-15/46

I'pud cornmacoBaHusi OKyMEHTa B 3aBUCMMOCTHM OT BHJAA JOKYMEHTa
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¥ 0COOEHHOCTEH ero 0(POPMIICHHS MOKET MTPOCTABIISTHCS:

Ha TIEPBOM JIMCTE JOKYMEHTa B JICBOM BEPXHEM YIJIy Ha ypoBHe Tpuda
YTBEPKJCHUS WIIH 110]] HAMMEHOBAHUEM JIOKYMEHTA OJIMKE K HUKHEMY IOJIIO;

Ha MOCJEIHEM JTUCTE JOKYMEHTA MOJl TEKCTOM;

Ha JIMCTE COTJIACOBAHMSI, SIBJISIONIEMCS] HEOThEMJIEMOM YacThIO IOKYMEHTA.

3.5.19. Buza.

BuayTpennee coriacoBaHue npoeKkTa JOKyMeHTa 0(hopMIISIeTCs] BU3OM.

CornacoBaHue MIPOEKTa JOKYMEHTa MOKET OCYIIECTBIAThCS cpeacTBamu [1/].
[Ipu cornacoBaHuM MPOEKTa JOKYMEHTA Ha OyMa)XHOM HOCUTEJIC BH3a BKJIIOYAET
MOAIKUCH BU3UPYIOLIET0, paciiu@poBKY MOANUCH (MHUIIUAIBI, (paMuus) U Jary,

IpU HEOOXOUMOCTH MOXKET OBITh YKa3aHa JOJKHOCTh BU3UPYIOIIET0, HAIIPUMED:

Cexperapp TepputopruaibHOM
n3buparenbHoO komuccuu Ne 6

IMOAITNCH HMHHUIIHWAJIbI, (1)aMI/IJII/IH
Jara

[Ipn HamMuuM 3aMeyaHuid K JOKYMEHTY BHU3a OQOpMIIIETCA CIEAYIOIIUM
obpazom:

3ameuaHus MpUIIararTCs

Cexperapp TepputopraibHON
n3ouparenbHo komuccuu Ne 6

IMoAITNCH HWHUIIKAJIbI, (baMI/IJ'H/ISI

Jara

3amMeuaHus  U3JIaralTcsi Ha  OTACIBHOM  JIUCTE, MOJANMCHIBAIOTCS
Y TIPWIATAOTCS K JOKYMEHTY.

I[OHYCK&GTCH IMOJIMCTHOC BU3UPOBAHHUEC NOKYMCHTOB 1 HpI/IJ'IO)KeHI/Iﬁ K HUM.
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Ecny nomMHHUK TOKYMEHTa OCTAETCS B TEPPUTOPUAIIBHON KOMUCCHU, BU3bI
IPOCTABJISIIOTCS B HW)KHEW YacTM OOOPOTHOM CTOPOHBI TIOCJIETHErO JIMCTa
IOVIMHHUKA IOKYMEHTA.

JIns MOKyMEHTa, MOJJIMHHHUK KOTOPOTO OTIPABISIOT U3 TEPPUTOPUATIBHOU
KOMHCCHH, BU3bI IIPOCTABISIOTCS B HWYKHEH YAaCTH JIMLEBOM CTOPOHBI ITOCIEIHETO
JIMCTa KONMH OTHPABIISIEMOIO TOKYMEHTA.

3.5.20. ITeuars.

Ileyatp  3aBepseT NOJJIMHHOCTh  IMOJIMCH  JOJDKHOCTHOTO  JIMLA
Ha JIOKYMEHTaX, YJOCTOBEPSIOIMX IPEIyCMOTPEHHBIE IIPABOBBIMU aKTaMU
NOJIHOMOYMS JOJDKHOCTHBIX JIML] WM (PUKCUPYIOUIMX (aKThl, CBS3aHHBIC
¢ ()MHAHCOBBIMU CPEACTBAMHU, A TAK)KE HA MHBIX IOKYMEHTaX, IPe1yCMaTPUBAIOIINX
3aBepeHUe MOJIMHHOMN NOAINCH.

[leyatp craBuTCS Ha CBOOOJHOM OT TEKCTa MECTE, HE 3aXBaThbIBas
COOCTBEHHOPYYHON MOJANKCH JOJKHOCTHOTO Jjuua. lleyats MoOeT 3axBaThIBaTh
4acTh HAMMEHOBAHUS JOJDKHOCTH JIMIA, IOAIMCABIIErO JOKYMEHT.

B nokymeHTax, MOATOTOBJIEHHBIX Ha OCHOBE YHU(MUUMPOBAHHBIX (OpM,
neyaTh CTaBUTCS B MecTe, 0003HaY€HHOM O0TMETKOM « MID» min nHbIM 00pazom.

3.5.21. OTmeTKa 0 3aBepEHHUH KOIUHU.

JIns 3aBepeHHMs COOTBETCTBUS KONHMHM JOKYMEHTA IOJIMHHUKY HUXKE
pexkBusuta «lloamuce» mpocTaBiIAeTCs OTMETKA O 3aBEPEHUU  KOIUU —
3aBepuUTEIbHAs HaANUCh «BepHO», MOMKHOCTH JIMLA, 3aBEPHUBILETO KOIIMIO,
€ro COOCTBEHHOpYYHas MTOIIUCH, pacmrppoBKa MOANIUCH

Y J1aTa 3aBEPEHMUS, HATPUMED:
Bepno
[Ipencenarens TeppUTOPpHATEHON KOMUCCUA
MOJIMUCh WHUIHATBI, (DaMUITHS

JgaTta
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Jlonmyckaercst 3aBepsTh JOKYMEHThI OTMETKOW «BepHo» mnpocTaBieHuEM
mrTamMna ¢ yKa3aHWeM  JIOJDKHOCTM — JIMI[A,  3aBEPHUBIIETO  KOMMIO,
ero cOOCTBEHHOPYYHOU MOIUCH, PacIu(pOBKY MOIMUCH U TaThl 3aBEPCHUS.

B ciyyasx, mpeanyCMOTpEeHHBIX 3aKOHOIATENBCTBOM Poccuiickont Denepauu
0 BbIOOpax U pedepeHaymMax, MpU 3aBEPEHUU KOIMUU JOKYMEHTa TaKxkKe
IIPOCTABIIAETCS BPEMSI 3aBEPEHUSL.

[Ipu mepecblike KONMUU JOKYMEHTa B JPYrHe OpraHU3allid WU Bbljade
€€ Ha pyKHU 3aBepUTENIbHAS HAJIIUCh yA0CTOBEPSETCS COOTBETCTBYIOIIEH MMEYaThIO.

JIucThl MHOTOCTPAHUYHBIX KON HYMEPYIOTCSI, OTMETKA O 3aBEPEHUU KOMUU
JOTIOJIHSIETCS yKa3aHUEM KOJIMYECTBA JIMCTOB KOIIHH «Bcero
B KONMM _ JIUCTOB». Ha KOMUAX MHOTOCTPAHUYHBIX JOKYMEHTOB OTMETKa
O 3aBEpEHUHU KOMNHHM TMPOCTABISICTCS HA  KaXIOM JHUCTE JIOKYMEHTa
WIM Ha TOCIHEIHEM JIMCTE TMPOIIMTOIO0 WM CKPEIJIEHHOTO HWHBIM 00pa3oM
JIOKYMEHTA.

3.5.22. OTmeTKa 00 UCTIOTHUTEIIE.

OTMeTKa 00 HUCTIOTHUTEINE BKIIOYAET B ce0s (paMHIINIO, UMSI U OTYECTBO (TIpH
HaJM4YUW) UCIOJIHUTENIS JOKYMEHTa M HOMEp €ro ciyxxebHoro TtenedoHa
C KOJIOM pervoHa (B cilydyae HampaBlICHUsS JOKYMEHTa B ajpec M30upaTesbHbIX
KOMHCCUH MOXET yKa3blBaTbcsi HOMep ciyxkeOHoro Ttenedona ATCB).
OTMeTKy 00 MCIIOJIHUTENIE PACIoNIaratoT Ha JUIEBOM WM, IPU OTCYTCTBUU MECTA,
Ha OOOPOTHOI CTOPOHE TMOCJEIHEro JHUCTa JIOKYMEHTa B JICBOM HIDKHEM YTy

mpudTom 10 MyHKTOB, HaITpUMeED:

3y6apes Brnagumup Wnbpuu
(812) 356-85-31

3.5.23. OTmeTKa 00 UCTIOTHEHUH JTOKYMEHTA.

OTtmeTka 00 WCIOJHEHUH JOKYMEHTa M HAIpPaBJICHHH €ro B JCIO
MOTYT BKIIIOUAeT CJICIYIONIME JaHHBIC: KpPaTKUE CBEACHUS OO0 HWCIIOJIHEHUU
JTOKyMeHTa (IIPH OTCYTCTBHHM JOKYMEHTA, CBHJICTCIIBCTBYIOMIETO 00 UCIIOJHCHHH),

JlaTy ¥ HOMEP MMEIOIIErocsl JOKyMeHTa 00 MCIOJIHEHUH, ciioBa «B neno», Homep
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7iena, B KOTOpoM OyIeT XpaHUThCS TOKYMEHT, 1aTy, MOAMUCH (IpH 0(OpMIICHUH Ha
OyMa)XHOM HOCHTEJNE) Ipeceaaresss TEppUTOPHATIbHON KOMUCCHUU.
3.5.24. Unentudukatop 3M€KTPOHHON KOMUU JOKYMEHTA (KOJOHTUTYII).
WNnentuduxatop (uMsa (aiina Ha MAITMTHOYNTAEMOM HOCUTEJIE) DIIEKTPOHHOMN
KOIIUM JTOKyMEHTa (KOJIOHTUTYJI) MOXET MPOCTABIATHCS B JIEBOM YINIy HUKHETO
MOJISL KaXKA0W CTPaHUIBl JOKYMEHTa MPUGPTOM § MMyHKTOB, HAIPUMED:

K0305298

3.5.25 Mtpux-koxa (QR-ko) JOKyMeHTA.
[Ipy wucnonap30BaHUM IITPUX-KOAQ, €r0 CIEAyeT pa3MellaTh B IIPaBOM
HIDKHEM yIily TepBoro Jjucrta. Ecnm mecrta HEZOCTaTOYHO, JIOMYCKaeTcs

pa3MelIeHre B MPaBOM BEPXHEM YTIIy WM Ha APYTroM CBOOOIHOM MECTE.

4. Opranmn3anusi padoThl ¢ HCXOAAIIMMU (OTIIPABJISIEMbIMH)
TOKYMEHTAMU

4.1. Pabota ¢ oTmpaBiasieMbIMH (MCXOIAIIUMMHU) W3 TEPPUTOPUATIBLHOM
KOMHCCUU JOKYMEHTAMH BKJIOYAE€T HUX PETUCTPALHIO, HNPOBEPKY IMPABUIBHOCTH
oopMiIeHHUS, B TOM YHUCJI€ HAJIMYUE MOJHOTO aJpeca U €ro TOYHOCTb, HAJU4He
MOJIMHHON Toanucu (IUisi 3JIEKTPOHHOTO JTOKYMEHTa — MPOBEpPKa TMOTMHHOCTH
AJIEKTPOHHON TOAMMCH), JPYTMX HEOOXOJUMBIX JJIEMEHTOB OGOpMIIEHUS,
yKa3aHHBIX IPUIOKEHUH, U OTIIPABKY.

4.2. Ucxonsmme MOKYMEHTHI TedaTalTcss Ha OJaHKax YCTaHOBJICHHOM
bopmbl, O(QOPMISIIOTCS B  COOTBETCTBHMM € TNOJOXKEHUsIMU  MHCTpyKumu
u peructpupytorcs B [1J] umu apyrux peructTpaiimoHHO-YYeTHBIX (hopMax.

4.3. OrnpaBka JOKYMEHTOB u3 TEPPUTOPUAITBHON KOMHUCCHUH
OCYUIECTBISIETCS OpraHamu (eaepaibHON (PenbIberepCKo WM CHeUraIbHOU
CBS3M, TIOUTOBOM, TelerpadHOM CBs3bl0, cpenactBamu IIJI, 1o kaHamam
(aKCUMUIBHOU CBSI3U, JIEKTPOHHOM MOYTOM B ceTh MIHTEpHET niu HapOYHBIM.

4.4. I1pu opopMIICHHH OTIPABIISEMBIX (UCXOASAIIUX ) MUCEM, B TOM YUCIIE PU
IOJTOTOBKE MPOEKTOB mnuceM cpeactBamu IIJ[, m TemerpaMm HCIOJIHUTEINb
yKa3blBa€T TMOJHBIA TOYTOBBIM (BKJIIOYash MHAEKC) aApec OpraHu3alnuu

HJIK I'paXKJ1aHrHaA.
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4.5. Otnpasnsiemple  (MCXOASAIIME)  JTOKYMEHTBI ~ MOTYT  T'OTOBHTHCH,
COTJIaCOBBIBATHCS M MONUCKIBATHCS cpeacTBamu [1]1.

Hcxonsmme muchMa HAMpaBISAIOTCA 32  TOJMUCHIO  TpelceAaTens
TEPPUTOPUATBHON KOMHCCHUHU, B €r0 OTCYTCTBHE —3a IMOANUCHIO 3aMECTUTEIsS
npejacenareiass WM WHOTO 4jeHa TEPPUTOPUATIBHON KOMHCCHUHU, UCIOJIHSIOIIETO
OOS3aHHOCTH  TpejAcenaTeNs, Ha  COOTBETCTBYIOIIEM  OJlaHKe  MHUChMa
(Mpy MOATOTOBKE MCXOISIIMX JOKYMEHTOB cpeacTBamu [1J[ — cooTBeTCTBYIOMIMX
AIEKTPOHHBIX 11a0J0HAX OJJAHKOB JOKYMEHTOB).

4.6. C ucnonb3oBanuem [1J] win apyrux peructTparMoHHO-YYETHBIX (HOpM
JIOKyMEHTaM IPUCBAWBACTCS UCXOJSAIIMN HOMEDP, KOTOPBIM COCTOUT W3 HMHJAEKCA
Jiena Mo HOMEHKJIAType el M MOPSAIKOBOTO HOMEpa TOKYMEHTa, pa3JeleHHBIX
Kocou 4yeprtoil. Mcxomdmmim HOMEpP YKa3bIBA€TCS TAKKE HA KONUU JIOKYMEHTA,
ocraroleiics B aene. Hymepauuss HCXOIAUIMX JOKYMEHTOB OCYIIECTBIISETCS
B IIpe/ieiax KaJeHAapHOro roja.

[Ipu perucrpanuu HUCXOIAIIETO JOKyMEHTa B PETrUCTPALMOHHO-YUYETHOM
dbopme 00s13aTeNIBbHO YKa3bIBAIOTCS CIEAYIONIUE PEKBU3UTHI: JaHHBIE 00 ajpecarte
(pamumms, ums, oTuecTBO (IPH HATUYKMK) (PU3UYECKOTO JIMILA WM HAUMEHOBAHHUE
OpraHu3alliy, KpaTKOe COJEpX)aHUE JOKyMEHTA, HCIIOJHUTENb JIOKYMEHTa,
€ro COMCIIOJIHUTENH, KEM OH TOJIHCAaH, a TaKKe KOJIMYECTBO JINCTOB OCHOBHOTO

AJOKYMCHTA U JIMCTOB IIPUJIOKCHHUA, KOJITNYCCTBO SK3CMILIAPOB, BU OTIIPABKH.

[Ipu  perucrtpaumu  HCXOIAIIETO  JOKYMEHTa  JICJIAETCA  CBSI3Ka
C BXOJISIIMM JOKYMEHTOM Ha KOTOPBIH JTaeTCsl OTBET (€CIU TAKOBOM MMEETCH).

4.7. OTnpaBka MCXOIAIIMX AOKYMEHTOB cpeactBamu I/ ocymectBusercs
JIUIIOM, UMEIOIITUM J0CcTym K padote ¢ [1/1.

WNHble nOKyMEHTBI MOTyT OBITh OTIIPaBICHB OpraHamu (emepaabHOM
dbenbaperepcKor WM CeruagibHON CBSI3U UJIU TIOYTOM M0 YKa3aHUIO TIpeIceaaTelsl

TEPPUTOPUAIIBHON KOMUCCHH.
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4.8. Jlna nepenaun ucxonsamero qokyMenta [1J] wim anekTpoHHOW MOYTOM
B cetd HHTepHET OTHpaBisieMbld JOKYMEHT O(OpMIISIETCS B COOTBETCTBHUHU
¢ TpeboBaHusIMH MHCTpYKIUH.

B cnydae peructpanuu nokymenta B [1/] Texct noxkymenta B popmare docx
Win xISX WM SJEKTPOHHBIM 00pa3 nokymeHTa B dopmare pdf (mpu Hamuuuu
CKaHHUPYIOUIEr0 YCTPOMCTBA) MPUCOEAHUHSETCS K PErUCTPALMOHHON KapTOUKe
Y OCYIIECTBIISIETCA €r0 OTIPABKA.

I[Ipu mnoaroroBke MAOKyMEHTOB cpeactBamu IIJ[ ¢ wucnonbs3oBaHueM
AIIEKTPOHHOM MOJIMKCHU II0CIE TOANMUCAHUA JOKYMEHTBI MOTYT aBTOMAaTHYECKHU
peructpupoBatbcsi U HampabisaThess B LMK Poccun, @I npu LUK Poccun,
PHOUT npu LUK Poccun, Cankr-IleTrepOyprckyro n3OupaTenbHyl0 KOMHUCCHIO,
uHble  K30upaTenbHble KoMuccuu —CcyOBekToB  Poccuiickoit  deneparuu,
TEPPUTOPHUAIBHBIE KOMUCCHH.

4.9. ITpu otnpaBke TenerpaMMbl 0OJiee 4eM B YEThIpe ajpeca 0opMIIIeTCs
NOJUIMHHUK, KONMS W [JBa DJK3EMIUIIpa IOANMCAHHOIO CIMCKAa PAaCCHUIKU
C YKa3aHMEM TIIOJIHBIX IOYTOBBIX (BKJIOYas TIOYTOBBIA MHJIEKC) aJIPECOB.
Ha Tenerpad nepenaroTcs NOIJUHHUK C OJHUM 3K3EMIUIAPOM CIIHCKA PACCHUIKU
Y KOIIMS TeJIErPaMMBbl, KOTOpasi C OTMETKOM O Iepeiaye TeJerpaMMbl BO3BPALAETCS
B TEPPUTOPUATIBHYIO KOMHCCHUI0O M BMECTE CO BTOPBIM JSK3EMIUISIPOM CIIMCKA
PAaCCBUIKH MOIINBAETCS B AEIIO.

4.10. Ilpu otmpaBke muichMa OoJjiee 4eM B YETHIPE ajpeca COCTABIISECTCS
CIIMCOK pAaCChUIKM YCTaHOBJEHHOW (opmbl (mpuinoxenue Ne 6), KOTOpPbIH
IIOAIMCBHIBAETCS MPEACEAATENIEM, B €70 OTCYTCTBUE — 3aMECTUTEIIEM TIpECeNaTeNs
WIM WHBIM YJIEHOM TEPPUTOPHUATBHOW KOMHMCCHH, HCIOIHSIOUUM OOSI3aHHOCTH
npeacenaTens TEeppUTOpUanbHOM Komuccuu. Ilocne peructpaumm IUCBMO
TUPAXKUPYETCS B HEOOXOAMMOM KOJMYECTBE U oTmpanisercs. [Ipu moaroroske,
COTJIACOBAHUM W MOJNHUCAHUM NHceM cpenactBamu I1J] cmcok pacchUIKM TakxKe
rotoBurcs cpeacrsamu [1/1.

Ecnu nucbMo uinmu TenerpaMMa HampasisieTcsl He 00Jiee 4eM B YeThIpE ajpeca,

TO IMOAITIUCHIBACTCA Kﬂ)K,Z[BIﬁ OK3CMILIAP.



32

4.11. OTnpaBKka JAOKYMEHTOB MPOHW3BOAUTCS €XKEIHEBHO B Yachl PabOTHI
TEPPUTOPUATBHON KOMUCCHH, KPOME BBIXOJHBIX U HEPAOOUMX MPA3THUYHBIX THEH.

OTnpaBka HCXOIIMIMX JTOKYMEHTOB TIOCJE€ OKOHYaHUS paboyero [HS,
B BBIXOJHbIE M Hepabouue Mpa3qHUYHBIE JHU, B TMEPHUOJ] MOJATOTOBKHU
U TpOBEACHUS U30MpATEIbHBIX KaMIAHUW OCYIIECTBISETCS M0 YKa3aHUIO
npeacenarenas TEPPUTOPUATBHOM KOMHUCCUU JIMOO B COOTBETCTBHM C PELICHUEM
TEPPUTOPUAIIBHON KOMUCCHH.

4.12. JIoKkyMEHTBI C OTMETKOM O CPOYHOCTH IOCTaBKH «BecpMa cpodHO»
U «CpoyHO» OPOPMIISIFOTCSI HE3aMEeUIUTEIHHO, MOTYT OTIPABIATHCS CPEICTBAMU
[1/1, mo xaHanaM (paKCUMHUIBHOM CBSI3U, JIEKTPOHHOW MOYTON B cetu MHTEpHer,
HapOYHBIM W/WJIM MEePEeIaBaThCs B OTIEN (eNbAbErepcKOil WK CIIELUATIBHON CBA3U
JUIsL JIOCTaBKM B TMEPBYIO OYEpe/lb B COOTBETCTBMM C TpadMKOM MapuIpyTOB
benpaberepeil.

4.13. JlokyMeHTbl 0€3 OTMETOK O(QOpPMISIOTCS IO MEpe MOCTYIUICHUS
U MOTYT OTIpaBJsAThCsA cpeactBamu [1Jl w/mim nepenaBaThCs B OTHAEN JOCTABKU
(denpaberepckod WM CHEHUAIbHOW CBSI3M, IA€ OTIPABKA OCYIIECTBIISIETCS
B COOTBETCTBUU C I'PAPUKOM BBITIOJHEHUS MAPIIPYTOB B ONTUMAaJIbHBIE CPOKH.

4.14. JlIokyMEHTbI, HampaBisieMble TpaxJaHaM [0 TOYTOBOMY aJpecy,
yKa3aHHOMY UMH B OOpalllEeHUH, OTIIPABISIOTCS YEPE3 MOYTOBOE OTNIEJICHUE CBS3U
MPOCTHIMU MTOYTOBBIMH OTIIPABIICHUSIMU WJIU 3aKa3HBIMU MTUCbMaMHU.

4.15. JlokyMeHThI, TiepenaBacMble MO0 KaHalaM (aKCUMIUIBHOW CBSI3H,
PETUCTPUPYIOTCS B IOPAJIKE, YCTAHOBICHHOM JJISl HCXOASAIIMX JOKYMEHTOB.

4.16. Vcxonsmue TOKYMEHTHI, O(pOpMIICHHBIE C HapyllleHueM TpeOOBaHMIA
NHCTpyKIMu, K OTIpPaBKE HE MPUHUMAIOTCS M BO3BPAILAIOTCS HMCHOJHUTEISM
Ha 10paboTKy. KoppecnoHAeHIMS HECTY)KEOHOT0 XapaKkTepa, B TOM YHCIIe TUYHAs
KOPPECMOHAEHIIUS, K OTIPABKE HE MPUHUMAETCS.

4.17. Konun uUCXOQIUIMX JTOKYMEHTOB, O(QOpPMJIEHHBIX Ha OyMa)XHOM
HOCHUTEJIC, TOMEIIAITCS B JEJIO0 B COOTBETCTBUM C HOMEHKJIATYpOH el

TEPPUTOPUAIIBHOM KOMUCCHUHU.
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5. Oco0enHOCTH PadOTHI € JJIEKTPOHHBIMHU JOKYMEHTAMU
(ocymecTBiieHue padoThl ¢ fokymeHTamu B I1/1)

5.1. DneKTpOHHbIE JAOKYMEHTHI SIBISIOTCS OQPUIHUAIBHBIMU JOKYMEHTaMHU.
DJeKTpOHHBIE JOKYMEHTHI CO3Aat0TCsl, 00pabarbiBatoTcs u xpanstces B [1/].

5.2. DNEeKTPOHHBIN TOKYMEHT JOJIKEH ObITh OPOPMIIEH MO OOIIMM MTpaBUIaM
JEJIONPOU3BOCTBA U UMETh PEKBU3UTHI, YCTaHOBJICHHbBIC
JUTSl aHAJIOTMYHOTO JJOKYMEHTa Ha OyMa)KHOM HOCHUTEE.

5.3.B TeppuTOpHaNbHON  KOMHCCHUU  HUCIOJB3YIOTCA  BJIEKTPOHHBIE
JOKYMEHTBI, a TaKXe »DJICKTPOHHbIE 0O0pa3bl JOKYMEHTOB, IIOJIYYCHHbIC
B Pe3yJIbTaTe CKAHUPOBAHUS JOKYMEHTOB Ha OYMa)KHOM HOCHUTEJIE U XpaHsIIHecs B
I

5.4. lns TDOATBEpKACHUS TMOJJIMHHOCTUA TMpU TMEpenade dSIECKTPOHHBIX
JIOKyMEHTOB B JIpyTHM€ TOCYJIapPCTBEHHBIC OpraHbl, OpPraHbl MyOJIMYHON BIACTHU
dbenepanpuoit Tepputopun «CUpPUYyC», OpraHbl MECTHOIO CaMOYIPABJICHUS,
OpraHu3alvsIM U TPaKIaHaM JOKYMEHTHI 3aBEPSIOTCS 3JEKTPOHHOM MOIIHUCHIO
JIOJDKHOCTHOTO JIUIA TEPPUTOPUATILHOM KOMHCCHM, MOAMUCABIIETO JIOKYMEHT,
B coorBeTcTBUM ¢ DenepanbHbiM 3akoHOM OoT 06 ampenst 2011 roma Ne 63-D3
«O0 >7IEeKTPOHHOU TTOITHACH.

5.5.1lpu 00paboTke, pacCMOTPEHUU, COIVIACOBAHUU U TOANUCAHUU
AJIEKTPOHHBIX JOKYMEHTOB B [IJ[ BO BHYTpeHHEM JOKyMEHTOOOOPOTE MOTYT
UCIIOJIb30BAThCSA  CIMOCOOBI  MOATBEPXKICHUS  JEHUCTBUNM € DJIEKTPOHHBIMHU
JOKYMEHTaMH, TpPH KOTOPBIX OJEKTPOHHAs TMOJNKUCh HE HCIOJIb3YETCH.
Nnentudukaius ITOJDKHOCTHOTO JIUIA MPOU3BOIUTCS IO €r0 yYEeTHOW 3aIlucu
B IIJl 1mmbGo MOXET HCIOIb30BAThCS MPOCTasi dBJIEKTPOHHAS  MOJIUCH.
Takke mpocras SJIEKTPOHHAS MOJMUCH MOKET MCIOJIb30BATHCS MPU HAMPABICHUU
anekTpoHHbIX JokyMeHTOB B [IMK Poccuu, @I npu LUK Poccun, PLIOUT
npu [IUK Poccun, Cankt-IlerepOyprckyto u30upaTeabHy0  KOMHCCHIO,
n3OupaTenbpHbie KoMuccuu cyobekToB Poccuiickoit denepammu, TeppUTOpPHATIbHBIE

KOMUCCHH.
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5.6. CocraBienue, opOpMIICHHE U COTJIACOBAaHHE IMPOEKTOB AJIEKTPOHHBIX
JIOKYMEHTOB ~ OCYIIECTBJISIETCSI 1O OOLMM TpaBWjaM JIeJIONPOU3BOJICTBA,
YCTaHOBJICHHBIM B OTHOILLEHUY aHAJIOTUYHBIX IOKYMEHTOB Ha OyMa)KHOM HOCHTEJIE.
5.7.llepeyeHp NTOKYMEHTOB, CO3[aBa€MBbIX, XPAaHHUMBIX M HCIOJIb3YEMBIX
UCKIIIOUUTENTFHO B (OpMe  DJIEKTPOHHBIX  JIOKYMEHTOB,  OIpelemsercs
HOMEHKJIATYPOU JIETT.

5.8.1lpueM u oOTIpaBKa OJJEKTPOHHBIX JIOKYMEHTOB OCYILIECTBISIOTCS
JOJDKHOCTHBIM  JIMIIOM, HMMEIOIIMM JocTyll K pabore c IIJI, Takke MOXeT
OCYUIECTBJISATHCA aBTOMAaTUYECKass OTHPABKA JOKYMEHTOB, MOANUCAHHBIX MPOCTOM
anekTpoHHOM  moamuchto  cpeactBamu  [IJI B MUK  Poccumn, OIU
npu I[MUK Poccun, PIHHOUT npu UK Poccuu, Cankr-IlerepOyprekyto
n30UpaTeIbHyl0 KOMHUCCHIO, U30UpaTelibHble KOMUCCUU CyOBeKTOB Poccuiickoit
denepanuu, TEPPUTOPUATIBEHBIE KOMUCCHUU.

5.9.1lpu mnonydyeHun OINEKTPOHHBIX AoKymeHToB u3 LMK Poccun,
O mpu UK Poccuun, PLHOUT npu LUK Poccum, Cankrt-IleTepOyprckoit
n30MpaTeNbHOM KOMHUCCUHU, H30MpATENbHBIX KOMHUCCUN CcyOBeKTOB Poccuiickoit
denepani, TEPPUTOPUATBHBIX  KOMHUCCHM, TMOAMUCAHHBIX  SJIEKTPOHHOMU
NOJINHKCHIO, OCYIIECTBIISIETCS MPOBEPKA ACHUCTBUTEIBHOCTH AJIEKTPOHHOM MOJIIUCH
cpenctBamu [1]1.

5.10. [Ipu BKJIIOYEHHH OJJIEKTPOHHBIX MOKyMeHTOB B IIJ[ dopmupytorcs
pPErucTpallMOHHO-YUYETHbIE JaHHbIE O JIOKyMEHTE, 00eCleunBarolue yrpaBieHue
JIOKyMEHTOM, B TOM YHUCJIE €TO0 MOUCK, JOCTYI K JOKYMEHTY, KOHTPOJIb, XpPAHEHHUE U
UCIOJIb30BaHue (puiioskerue No 7).

5.11.1Ipu  nmepemaye  NOCTYNMUBIIMX  AJIEKTPOHHBIX  JIOKYMEHTOB
Ha PAcCMOTPEHHUE, HAIMpPaBICHUH DJJIEKTPOHHBIX JOKYMEHTOB HCIOJHUTENSAM,
OTHPABKE U XPAHEHUU JJIEKTPOHHBIX JOKYMEHTOB BMECTE C HHMHU NEPEAa0OTCs
(HampaBJIAIOTCS, XPAHATCA) UX PETUCTPALIMOHHBIE IAHHBIE.

5.12. Enuauneil ydera 3J€KTPOHHOTO JIOKYMEHTA SIBIISIETCSI AJIEKTPOHHBIN

JNIOKYMEHT, 3aperucTpupoBanHbii B 11/1.
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DJIEKTPOHHBIE JOKYMEHTBI, HUMEIOIINE TMPUIIOKEHUS, PETUCTPUPYIOTCS
Y YUYUTBIBAIOTCS KaK OJIMH IOKYMEHT.

5.13. DnexTpoHHBIE JOKYMEHTHI (OPMUPYIOTCA B JieJa B COOTBETCTBHUH
C HOMEHKJIATypO#l JeJl TEpPUTOPUATIBHON KOMUCCHUU U UHIEKCUPYIOTCS B MOPSAKE,
YCTaHOBJICHHOM B OTHOILEHUU JEJI, COCTABJICHHBIX U3 JIOKYMEHTOB Ha OyMa>KHOM
HOCHTEJIE.

IIpn cocTaBlieHMM HOMEHKJIATYPbl J€J YKa3bIBAa€TCA, YTO JEJI0 BEHETCS
B DJIEKTPOHHOW (opMe, 4YTO OTMEYaeTcss B 3aroJioBKe Jena Wik B rpade
«ITpumeuanuey», Hanpumep:

[ToctanoBnenuss llentpanpHOl u30MpaTenbHOM Komuccuu Poccuiickoi
Oenepanuu. Konnn. DneKTPOHHBIE JOKYMEHTHI.

5.14. DnexkTpoHHbBIE JOKYMEHTHI MOCIIE€ X UCIIOJIHEHUS MOJIEKAT XPAHEHUIO
B YCTaHOBJIEHHOM TIOpAJIKE B  TEUEHHE CPOKOB, MPEAYCMOTPEHHBIX
JUTSL aHAJIOTMYHBIX TOKYMEHTOB Ha OyMa)KHOM HOCHUTEJIE.

5.15. MecTto XpaHEHUs JJIEKTPOHHBIX JOKYMEHTOB N0 WX Iepeaadu
Ha apXMBHOE XpaHEHUE, BHJI HOCUTEJEH, HA KOTOPBIX OHHM XpaHATCA, (POopMaThl
UX TIOCTOSHHOIO M JIOJTOBPEMEHHOIO XPAHEHHUS ONPEIEISAIOTCS C Y4YETOM
UCIIOJIb3YEMbIX B TEPPUTOPUAIBHON KOMHUCCUU MPOTPAMMHO-TEXHUYECKUX CPEJICTB,
HOPMATUBHBIX aKTOB W METOAMYECKUX JOKYMEHTOB PocapxuBa, ApXUBHOIO
komuTeTa Cankr-IletepOypra.

5.16. DkcnepTU3a LEHHOCTU BJIEKTPOHHBIX JOKYMEHTOB OCYIIECTBISIETCS
B 00IlEM MOpSAKE, YCTAHOBJIEHHOM B OTHOILIEHWU JOKYMEHTOB Ha OyMa)KHOM
HOCHTEJIE.

5.17. Ilocne ncreueHns cpoka, yCTAaHOBIEHHOTO JUIsl XPAHEHHUS! DJIEKTPOHHBIX
nen  (PIEKTPOHHBIX  JOKYMEHTOB), OHU  MOJJIeXaT  YHUYTOXKCHUIO
C COCTaBJICHUEM aKTa YCTaHOBJIEHHOU (popMbl (mpuioxkenue Ne 16).

5.18. DJIeKTpOHHBIE JOKYMEHTHI, MOJJICKAIINE JIUTEIIbHOMY XPaHECHUIO,
MepPeIaroTCsl HAa apXMBHOE XPAHEHHE IO OMHUCSIM C OPOpPMIICHHEM aKTa MpueMa-

nepeaadun 3JICKTPOHHBIX TOKYMCHTOB Ha apXHMBHOC XpaHCHHUC.
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6. Oco0ennocTH padoThI ¢ 00paIeHUAMH TPAKAAH.
Opranuzanus JUYHOTO NMPHeMa rPakaaH

6.1. Opranuzamust paboThl ¢ OOpalIeHUsSIMH TPaKJIAH OCYIIECTBISAECTCS
B COOTBETCTBUU C pazzaesioM 2 MHCTpyKmuu ¢ yd4eToM 0COOCHHOCTEH, YKa3aHHBIX
B JJAHHOM paszJielie.

6.2. O0patieHust B TEpPUTOPUATBHYIO KOMUCCHUIO MOTYT OBITh HAMPABJIEHBI B
NUCbMEHHOH (hopMe, a Takke B opMe ANEKTPOHHOTO JOKYMEHTA.

6.3. O0Opamienne B (opmMe BJIEKTPOHHOrO JOKYMEHTa HalpaBisercs
C HCIOJb30BaHHWEM CTpaHMIbl oduuuanbHoro cairta Cankt-lIleTepOyprekoi
n30upaTeIbHOM KOMUCCUU B ceTU VIHTepHeT, npeiHa3HaueHHOM /ISl HaIllpaBICHUS
oOpallleHuii B TEPPUTOPUAIBHYI0 KOMHUCCHUIO (J1ajiee — JIeKTpoHHas (dopma
oOpaleHui).

HampaBnenue  oOpamenuii B ¢GopMe  DJIEKTPOHHOTO  JIOKYMEHTa
B TEPPUTOPHUAIIBHYIO KOMUCCHIO OCYIIECTBIISIETCS MOCTIE MPOXOKACHUS 3asBUTEIIEM
uAeHTUUKAIINY U ayTeHTUPUKAIIMH TTOCPECTBOM (hesiepanbHOM rocy 1apCTBEHHOM
uHpopmarmonHot  cuctembl  «EguHas  cucrema  uaeHTHUKAUM U
ayTeHTU(UKaLMKM B UHPpacTpykType, oOecrneunBaromieii uHGOPMaIMOHHO-
TEXHOJIOTUYECKOE B3aUMO/IeHCTBHE MH(OPMAIIMOHHBIX CUCTEM, UCTIOIb3YEMBbIX JIJIS
MPEOCTaBICHUS TOCYJAAPCTBEHHBIX M MYHUIUMIAIBHBIX YCIYT B AJICKTPOHHOMN
dbopme.

OnexktpoHHas ¢opma oOpaleHud JOHKHA MpeaycMaTpUBaTh 3alOJIHEHUE
ajpeca JJEKTPOHHOM IMOYTHI, HAa KOTOPBIM JOJDKEH OBITh HAIpaBJIeH OTBET
Ha o0pallieHue, CIeIuaibHOro MOJIS JUIsl BBOJIa TEKCTa OOpaIleHUsl, COIePKAIIETO
€ro CyTh, BO3MOXHOCTb NMPUJIOKEHUS TOKYMEHTOB U MaTE€PUAJIOB B 3JIEKTPOHHOM
dbopme, MOATBEPKIAIOIINX JOBOJBI OOpAILEHNUs, & TAKKE MOXKET MPEyCMaTpUBaTh
BO3MOXXHOCTh ~ YKa3aHHsI JIOMOJHHUTENbHBIX CBEJICHUM, YTOUHSIOIIUX CYTh
oOparieHus.

6.4. Conepxamiriecss B HalpaBJICHHBIX B (pOpMe SJIECKTPOHHOTO JTOKYMEHTa
oOpalleHHsIX CBEIEHUs, a TaKXke IMpuiaraeMble Marepuanbl (MpU HAIUYUK)

BBOJsATCA B [1]] 160 B Ipyrue perucTpaimoHHo-y4eTHbie popmbl. BBoa cBeneHui,
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COJZIEPKAIINUXCS B HATTPABJICHHBIX B ()OPME AIEKTPOHHOTO JOKYMEHTA OOpaIeHUsX,
npujaraéMpIX  MarTepuaJioB M HMX  PETUCTpAlUS  OCYIIECTBIISIFOTCS
HE TO3[HEe TpeX pabouyux JHEW CO JTHS HampaBlIEeHUS OOpaIleHHUs, a B MEPUOJ
MPOBENCHUSI  COOTBETCTBYIOIMX  M30MPATENbHBIX  KaMMaHWK,  KaMIaHWi
pedepeHaIyMa 1O BONpOcaM TMOATOTOBKM W TPOBEACHUS OJTHX BBIOOPOB,
pebepenayma 1o  oOpamieHWsSM,  HalpaBJIE€HHBIM 7O  YCTAHOBJICHUS
TEPPUTOPUATBHON KOMHCCHEW HWTOTOB TOJIOCOBAHWS, OIMPEACTCHHUS Pe3yJIhTaTOB
BBIOOPOB, pedepeHIyMa — B JIeHb HalpaBJICHHUS OOpaimieHusi JTu00 He TO3]IHee
CJIEYIOIIEro paboyero JHS B COOTBETCTBUH C IpapuKoM pabOThl TEPPUTOPUATHHOMN
KOMHCCHUH, C YYE€TOM CPOKOB PACCMOTPEHHUS COOTBETCTBYIOIIMX OOpaIleHuH,
YCTaHOBJICHHBIX 3aKOHOJATEILCTBOM O BBIOOpax m pedepeHaymax. Perucrparus
oOpalieHHii, HanpaBJICHHBIX B TEPPUTOpPUATIbHBIE KOMHUCCHU B  (dopme
AJIIEKTPOHHOTO JOKYMEHTa, MOKET OCYIIECTBIATHCS C HCHoib3oBanueM [1]]
au00 C WCMOJAB30BAHMEM JPYTUX PETHCTPAIMOHHO-YUYeTHBIX ¢opM. Ilocie
OCYIIECTBJICHUS YKAa3aHHBIX JCUCTBUN OOpallleHWe CUMUTAETCS MOCTYIUBIINM
B TEPPUTOPHATBHYIO KOMHUCCHIO.

OOpamenrss B MACBMEHHOW (hopMe, MOCTYNUBIINE B TEPPUTOPHAIBHYIO
KOMHUCCUIO, PETUCTPHUPYIOTCS TpeacenaTesieM (CeKpeTapeM) TeppUTOPHAIbHON
KOMHUCCHUM WM  pPabOTHUKOM  ammapaTra, OTBETCTBEHHBIM 3a  BEICHHUC
JIEIONIPOU3BOICTBA ¢ ucmnosib3oBaHueM I[IJ] mmubo ¢ wucmoiab30BaHHEM APYTrUX
pPErUCTPAllMOHHO-YYETHBIX (OpM HE TO37HEE Tpex pabouux MHEW o JHA
MOCTYIJICHUST OOpaIlIeHus, a B TIEpPUOA TPOBEICHUS COOTBETCTBYIOIIUX
n30UpaTeNbHBIX ~ KaMIAaHWW, KaMIlaHud pedepeHaymMa 10  YCTaHOBJICHHS
TEPPUTOPHAITBHOH KOMHCCHEH WTOTOB TOJIOCOBAHUS, OMPEICICHHS pPE3yJIbTaTOB
BBIOOPOB, pedepeHaymMa —B J€Hb IMOCTYIUICHHS OOpaimieHusi JTub0 He TMO31Hee
CJIEIYIONEro pabodero MHS B COOTBETCTBHHM C TpaduKoM pabOThl KOMHUCCHH,
C YYETOM CPOKOB PAaCCMOTPEHHUSI COOTBETCTBYIOIINX OOpPAIICHUH, YCTAHOBIICHHBIX

3aKOHOJIATEIHLCTBOM O BBIOOpax u pedepeHymax.
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OOpaieHus, MNOCTYNHMBIIME B TEPPUTOPHAIBHYIO KOMHCCHUIO, MOTYT
PETUCTPUPOBATHCS B YCTAHOBJICHHBIC BBIIIE CPOKH OTAEIBHO OT JIPYTMX BHJIOB
JIOKYMEHTOB.

6.5. B cayudae peructparuu oOpamienus B I1/[, HOTKHOCTHBIM JIHILIOM,
UMeEIoIUM JocTyn K padote ¢ [1/], 3amonHstoTcss He0OOXO0IUMBbIE MOJISt BO BKJIAIKE
«O6pamenue» [1J] B 3aBucuMocTH OT MMeIelcs nHGOpPMALUU B OOpalieHUH
HE TO3qHee Tpex pabouumx JHEW €O JAHS perucrpanuu  oOpalieHHs
B TEPPUTOPUATBHOM KOMHUCCMHM MU B TEYEHHE OJHOrO pabouero AHS CO JHS
NOCTYIJIEHUs1 00palieHus IO BOIIPOCcaM MPOBOJAMMBIX U30MpPaTEIbHBIX KAMITAHUH.

6.6. [Ipy BCKpBITMM KOHBEPTOB, COJAEpKAIIMX OOpaIllEHUs] B MHUCbMEHHOU
dbopme, mpoBepsieTcs Hamuuue Bcex BioxkeHuid. KonBepT o0s3aTenbHO
COXpaHSETCH.

OO0parieHus B IMCbMEHHOM (popMe, CoJIeprKalie B aApECHON 4aCcTU IIOMETKY
«JImuyno»,  paccmatpuBaroTca B OOlIEM  MOpSAKE B COOTBETCTBHUH
¢ MHCTpYyKLIMEN.

[Ipu  peructpanum  MHOBTOPHBIX  OOpamIeHUd UM  IPUCBAUBACTCA
OUEpPEHOW PETUCTPALMOHHBIA HOMEpP, B PErUCTPAallMOHHO-YYETHOH (opme
nemaercsi ormetka «lloBropHo», a mpum ucnons3oBanuu I/l ocymecrsusercs
ces3piBaHue ¢ PYK mno mnepBuuHbIM oOpamieHusM, Npu HEOOXOJIUMOCTH
obpopmiIcHHST Ha OyMa)XHOM HOCHUTEJIE K OOpalliecHUI0 IPUKIAIBIBAIOTCS
nonoopannbie PYK no nepBuyHBIM 00patiieHusm.

Ecnu oOparnienue nocTynusao oT KOJIJIEKTUBA TpaXaaH, TO MPU PErUCTPALIMH
B PETUCTPALMOHHO-yYeTHOU (hopme cTaBUTCS OTMETKA «KOJIJIEKTUBHOEY.

6.7. IIpu ocymiecTBieHuu peructpaunu cpeacrsamu L1/ Ha muueBoit ctopone
NEPBOT0 JIMCTa 3aPErMCTPUPOBAHHOIO JOKYMEHTa Ha OyMa)KHOM HOCHUTENE, Kak
MPABUJIO, B IPABOM HUKHEM YIUIy IIPOCTABIISIETCA PETMCTPALIMOHHBIN HOMEp U J1aTa,
a TaK)Ke IITPUX-KOJ C YKa3aHUEM HAaNMEHOBAHUS OpTraHU3aLUU.

Ecnn mpocrtaBieHne perucTpalMOHHOIO HOMEpPA 3aTpyAHSET IMPOYTEHHUE
TEKCTa JOKYMEHTa, B TaKOM ClIy4ae BXOISAIIMH HOMEP NPOCTABISAETCSA

B CBO6OJIHOM OT TCKCTa yIJy Ha JIMLICBOM CTOPOHC IICPBOro JIHMCTa JOKYMCHTA,
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a WTPUX-KOJI MPOCTABISAETCS MPU HATMYUKN TEXHUYECKON BO3MOKHOCTH.

[Ipr ocymiecTBIEHHH PETUCTPALMU B APYroMl PErucTpalliOHHO-YYETHOU
dbopMe perucTpalMOHHBIN ITaMII, COCTOSIIIIUNHN U3 OPSIAKOBOIO HOMEpPa 0OpaIeHHs
Y JaThl PETUCTPALMH, CTABUTCS, KAK MPaBUJIO, HA MEPBOM JIUCTE OOpaIlEHUs B
MIPaBOM HIDKHEM YIUIy WJIM Ha CBOOOJIHOM OT TEKCTa MECTe.

Hymepanusi mocTynuBIIMX OOpamIeHUWd OCYIIECTBISIETCA B Ipenenax
KQJIEHIApHOTO rofa.

6.8. 3aperucTpupoBaHHble OOpalleHUs] pacCMaTPUBAIOTCS B COOTBETCTBUU
C IOPSAJIKOM, OIIPEAEICHHBIM pa3iesioM 2 MHCTpyKIuu.

6.9. OOpareHusi, aJpecOBaHHbIE WICHAM TEPPUTOPUATHLHON KOMHUCCHUH,
PETHCTPUPYIOTCS, AOKIAJBIBAIOTCS M NEPENAIOTCS B COOTBETCTBUU C MOPSAIKOM,
YCTaHOBJICHHBIM HCTpyKLIKEH.

OOpaiieHnss  paccMaTpUBAIOTCSI B COOTBETCTBMM € YKa3aHUSIMU
[0 UCIHOJIHEHHUIO JOKYMEHTa TNpelacenareiss TEepPUTOPHUATIBHOM  KOMMCCHH
B MIOPSJIKE, YCTAHOBJIIEHHOM 3aKOHOJIaTeNbcTBOM Poccutickoit denepanui.

6.10. OOpaienus, coaepskalire BOMPOCHI, PEIICHUE KOTOPhIX HE OTHOCUTCS
K KOMIIETEHIIMM TEPPUTOPUATBHOM KOMHCCHH, IOKJIAJBIBAIOTCS MNPEICEHATENIO
TEPPUTOPUAIIBHON KOMHUCCHHM M IO €r0 YKa3aHWIO0 IO HUCIOJIHEHUIO JTOKYMEHTa
B CpPOKH, YCTaHOBJICHHBIE 3aKOHOJATEILCTBOM O BbIOOpax u pedepeHaymax,
HalpaBJISIIOTC € CONPOBOJUTENIbHBIM  MHUCBbMOM 32  €r0  MOJIHUCHIO
B COOTBETCTBYIOUIMH OpraH WIH COOTBETCTBYIOLIEMY JOJDKHOCTHOMY JIWILY,
K KOMIETEHIIUU KOTOPBIX OTHOCUTCS PEIICHUE IOCTABICHHBIX B OOpalleHun
BOIIPOCOB, C  yBEJAOMJIGHMEM  TpaxJaH,  HampaBUBIIUX  oOparieHus,
0 Tmepeaapecanuu oOpanieHuid. B compoBOAUTENILHOM MHUCHhME OrOBAapPUBACTCS
MOPSIIOK HAIlpaBJIEHUSI OTBETA aBTOPY OOpaIlleHHUS.

Ecnum  pemenwe mocTaBieHHBIX B OOpalleHHMH BOIPOCOB OTHOCHUTCS
K KOMIICTCHIIMM HECKOJIbKUX TOCYJIapCTBEHHBIX OPraHOB, OPraHOB MECTHOIO
CaMOYTIPABJICHUSI WJIM COOTBETCTBYIOIIMX JIOJDKHOCTHBIX JIMII, KOTIUSI OOpaIieHus

HanpaBJIACTCA B COOTBCTCTBYIOIIKUEC OpTraHbl MJIM COOTBCTCTBYIOIIUM JOJKHOCTHBIM
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JUllaM B CPOKHM, YCTaHOBJIEHHBbIE  3aKOHOJATENIbCTBOM O  BBIOOpax
U pedepeHaymax.

6.11. anpemiaercss ~ HampaBisATh  OOpallleHUE  HA  PACcCMOTPEHHUE
B FOCYJapCTBEHHBIN OpPraH, OpraH MECTHOTO CaMOYIPABIIEHUS WU JOJKHOCTHOMY
JUIly, pelieHue uiad  JeucTBue  (0e3deicTBHE) KOTOPBIX  OOXKalyeTcs,
32 UCKIIFOUEHUEM CITy4YaeB, YKa3aHHbIX B IYHKTE 6 cTatbu 75 DenepanbHOro 3aKoHa
00 OCHOBHBIX TapaHTHUSIX U30MPATENbHBIX MPaB.

6.12. Ecin B COOTBETCTBUHM C 3alpeTOM, yKa3aHHbIM B mojpazzaene 6.11
WHCTpyKIIMK, HEBO3MOXKHO  HANpaBUTh  OOpalleHHe Ha  PacCMOTpPEHUE
B F'OCY/IApCTBEHHBIN OpraH, OpraH MECTHOI'O CaMOYTIPABJICHUS WU JOJKHOCTHOMY
JIUILy, B KOMIIETCHIIMIO KOTOPBIX BXOJUT PEIICHUE MOCTABJICHHBIX B OOpalieHUU
BOIIPOCOB, OOpaIleHre BO3BpallaeTCsl TPaXJIaHUHY C Pa3bsiCHEHWEM €ro IpaBa
00aJIoBaTh COOTBETCTBYIOIIECE PELICHUE WM ICUCTBUE B YCTAHOBJIEHHOM HOPSAKE
B Cy/.

6.13. OOpaiienusi, TOCTYIUBIIME B  TEPPUTOPUATBHYI0  KOMHCCHIO,
paccMaTpHUBAIOTCSI B CPOKH, YCTAHOBJIEHHBIE 3aKOHOJATENIBCTBOM O BbIOOpax
u pedepeHnymax, ¢ ydeToM OCOOCHHOCTEH, yKa3aHHbIX B mopapazaenax 10.5
u 10.6 Muctpykumm.

Ecnu HeoO6xoauMo poasIuTh CPOK PACCMOTPEHUS OOpaIeHusl, UCTIOTHUTEIb
HE II03[lHEE YeM 3a OAWH JECHb JO MCTEUYEHHs CpOKa MOATOTOBKM OTBETa
MPEACTABIIACT MpeceaaTeNiio 00bICHEHNE, 10 KaKOW MPUYUHE HEBO3MOXKHO JaTh
OTBET B YCTAHOBJIEHHBI CpOK. MakcuManabHOE MNPOAJICHHE CPOKA HCIIOJHEHHS
oOpamieHusi HE JIOJDKHO TIPEBBINIATh yCTAHOBJIICHHBIX 3aKOHOM  CpPOKOB
paccMOTpeHUs O0paIieHusl.

3asBUTENIO HAMPABIIAECTCA YBEAOMIICHUE O MPOIJIEHUU CPOKA paCCMOTPEHUS
€ro oOpaIicHusI.

OOpaieHus, Ha KOTOpPbIE AAOTCA MPOMEKYTOUHBIE OTBETHI, C KOHTPOJIS
HE CHUMAIOTCSL.

6.14.B ciaydyae NOCTyIUIEHHS B TEPPUTOPUAIBHYIO  KOMHUCCHIO

B YCTAHOBJICHHOM IOPAAKE 3aIIpoca roCyaapCTBEHHOr0 opraHa, opraHa MECTHOI'O
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CaMOYNpaBJIEHUS] WM JOJHDKHOCTHOTO JIMIA, paccMaTpUBAIOLIUX OOpalleHue,
JIOKYMEHTbl W Marepuaybl, HEOOXOJMMBbIC I PacCMOTpPEHHUs OOpalieHus,
IIPEACTABISIIOTCA B CPOK, YKA3aHHBIM B 3alpOCE WJIM MHOW CPOK, YCTAHOBJICHHBIN
NEHCTBYIOIINM 3aKOHOIaTEIHCTBOM.

6.15. B oOpamiennu 10mKHBI ObITh YKa3aHbl (haMMIIHS, UMs, OTYECTBO (TIpH
HAJTMYHAN) 3asIBUTENS (JJ1s 3asIBUTEINICH, HE SBISIOMUXCS (HU3UYCCKUMU JIHIIAMH, —
HauMeHOBaHue). B oOpaiieHnn B NMHUCbMEHHOW (opMe JO0JKeH OBbITh yKa3aH
MOYTOBBIN aJipec, M0 KOTOPOMY JOJIKEH OBITh HamlpaBJIEH OTBET Ha OOpalleHue,
TaKKe€ JO/DKHBI  CONEP)KAThCS JUYHAS TOANNCH 3asABUTENS WIA JIWIIA,
YIOJIHOMOYEHHOTO JIEWCTBOBATh OT €r0 MMEHH, M JaTa MOAMUCAHUS OOpalleHus.
B oOpamernn B dopMe 3IEKTPOHHOTO JOKYMEHTa JOJDKEH OBITh YKa3aH ajpec
AJIIEKTPOHHOM  TOYTHI, MO KOTOPOMY JOJKEH OBITh HAmpaBlIeH OTBET
Ha oOpalieHue.

Ecnu B oOpamenun He ykazaHbl (amMuiust 3asBUTENsT (sl 3asiBUTEIS,
HE SABJIAIONIETOCS (PU3NYECKUM JIUIIOM, — HAMMEHOBAHUE) UITU aJIpeC, 0 KOTOPOMY
JIOJDKEH OBITh HaIpaBlIEH OTBET Ha OOpallleHWe, OTBET Ha Takoe oOpalleHue
He Jjaerca. Takoe oOpallleHHEe CHUCBIBAa€TCS B JIEJIO  IpeJAcenaTeseM
TEPPUTOPUAIIBHON KOMUCCHH.

Eciu B oOpamenun copepkarcs CBEACHHS O TOATOTaBIMBAEMOM,
COBEpIIAEMOM HJIA  COBEPIIEHHOM TMPECTyIUICHHH, a Takxke O JIHIIE,
€ro TOJrOTABJIMBAIONIEM, COBEPIIAIONIEM WM COBEPIIUBIIEM, OOpaIrieHue
TIO/IJIC)KUT HATPABJICHUIO B TIPABOOXPAHUTEIILHBIC OPTaHBbl.

Ecnum Texcr oOpaieHus HE TOJACTCS MPOUYTEHUIO WA HE TO3BOJISET
ONpPENEeNTUTh CyTh oOOpalleHus, OTBET Ha Takoe oOpalieHue He JaeTcs,
0 YeM B TCUEHHE CEMH KaJICHIAPHBIX JHEH IMOcie AHS MOCTYIUICHUS OOpalieHUs
YBEIOMJISIETCSI 3asBUTENIb B Clydae, €CIM B OOpAIleHUH TMOIMAIOTCS MPOUYTECHUIO
dbaMunus 3asBUTENS (IS 3asBUTEINSA, HE SBJSIOMErocs (U3UYECKUM JTUIIOM, —
HAaMMEHOBAaHHUE) M aJ[peC, IO KOTOPOMY JOJDKEH OBITh HANpaBJI€H OTBET

Ha oOpallleHue.
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He saBnsercs  oOpamieHueM  TEKCT, COACpIXKAIUi  TMO3IpaBJICHHUE,
c000JIE3HOBAHUE UITU OLIEHKY JICSITEIbHOCTU U HE COOTBETCTBYIOIINI TPEOOBAHMSIM,
npeabsaBisieMbiM DeiepaibHBIM 3aKOHOM 00 OCHOBHBIX TapaHTHUSIX N30MpaTEIbHBIX
mpaB, U TpeOOBaHUSAM K 3ampocy WHGOpMAIH, MpeabsiBiseMbiM DeaepanbHbIM
3akoHOM OT 9 deBpasis 2009 roga Ne 8-O3 «O6 obecneyeHun jgoctyna K
uH(OpPMAITUU O JEATEIHPHOCTH TOCYMAPCTBEHHBIX OPTaHOB W OPTaHOB MECTHOTO
CaMOYTIPaBIICHUS».

6.16. OOpaiiennsi, B  KOTOPBIX  COJAEp>KaTcs  HEUEH3ypHbIE  JMOO
OCKOPOUTENbHBIC BBIPAKEHUS, YIpO3bl JKU3HHU, 3J0POBBI0 M HUMYIIECTBY
JIOJDKHOCTHOTO JIMIIa WM HWHBIX JIMI[, OCTalOTCs 0e3 OTBeTa MO CYIIECTBY
MTOCTABJICHHBIX B HUX BOITPOCOB, a 3asIBUTEISIM coobmraercs
O HEJIOMYCTUMOCTH 3JI0YTIOTPEOICHUS TTPABOM.

6.17. OOpaienne, B KOTOPOM OOXKaIIyeTcs CyJAeOHOE PEIICHHE, B TCUCHHUE
CEMU KaJCHIApHBIX JHEW CO JHSA PErucTpalyyd BO3BpAIlACTCS TPa)KIaHUHY,
HaIpaBUBILIEMY OOpallleHue, C Pa3bsICHEHUEM TMOpsAKa O0XaJIOBAHUS JAHHOTO
Cy1eOHOTO pEeIlICHHUS.

6.18. Eciiu B 00pallieHuu COJIEPKUTCS BOMPOC, HA KOTOPBIA 3asIBUTEIIO
HEOJHOKPATHO JABAJIUCh MUCbMEHHBIE OTBETHI O CYLIECTBY B CBSI3HM C paHEe
HaIpaBJICHHBIMU OOpAIICHUSIMU, U TIPU ITOM B OOpAILEHUHN HE TTPUBOISATCS HOBBIC
JIOBOJIBI U OOCTOSITENILCTBA, TO TMEPENMUCKa MO JAHHOMY BOMPOCY C 3asBUTEIIEM
MOKET OBITh MPEKpallieHa ¢ YBEJIOMIIEHUEM 00 STOM 3asBUTEIIS.

Ecnu ot 3asBuTeNs, ¢ KOTOPHIM MEpenucka OblIa MpeKpalleHa, moCcTynaeT
ouepeaHoe 00palleHue Mo TOMY K€ BOTPOCY, TO MUChbMEHHBIN OTBET Ha HETO MOXKET
HE JaBaThCs, a caMO OOpallleHre HaIpaBJiIsIeTCs B JEIO.

6.19. OOpailieHusi, HamnpaBJIIC€HHbIE B  TEPPUTOPUATBHYIO  KOMMCCHIO
C HCIOJIb30BAaHUEM DJICKTPOHHOW (OpMBI  OOpaleHul, PpPEeTUCTPUPYIOTCS
U paccMaTpUBAIOTCS B YCTaHOBJIEHHOM mopsjake. OTBEThl Ha TaKue OOpaleHUs
HaIpaBJISAIOTCA B (popMe dIEKTPOHHBIX JOKYMEHTOB, TIOJMUCAHHBIX AJIEKTPOHHOMN
MOANUCHI0, MO0 B (PopMe SJIEKTPOHHBIX 00pa3oB JOKyMEHTOB B (opmare pdf

no  ajapecaM  DJJIGKTPOHHOM  MOYTHl,  yKa3aHHbIM B  OOpalleHuHu.
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OOpamieHusi TpaxJaH, MOCTYNUBIIME HA aJpec HJIEKTPOHHOU MOYTHI
TEPPUTOPUAIIBHOM  KOMHUCCHUH, HE  PETUCTPUPYIOTCS B  COOTBETCTBUHU
c ®enepanbHbIM 3aKOHOM OT 28 nekadps 2024 roma Ne 547-03 «O BHeceHuun
u3MeHeHuil B @DenepanbHblii 3akoH «O MOpsAOKe paccCMOTPEHHs] OOpalleHHUn
rpaxaad Poccuiickoit Penepanumny.

OOpaieHns rpaxaaH, NOCTYNUBIIME B TEPPUTOPHAIBHYIO KOMHUCCHIO
n3 [IUK Poccun, peructpupytorcs ¢ ucnoib3zoBanueM I1J[ oTaenbHO OT Apyrux
BHUJIOB IOKYMEHTOB.

6.20. B ciaywae ecnu 3ampammBaeMas uHGOpManus —OMyOJIMKOBaHA
B CpeAcTBaX MaccoBoil uH(popmauuu nub0 pasmemieHa B ceTd HWHTepHer,
TEPPUTOPHUAIbHASL KOMUCCHS B OTBETE HA 3aIPOC MOXKET OIPAHUYUTHCS YKA3aHUEM
Ha3BaHHUs, JaThl BBIXOJAa U HOMEpPA CPE/ICTBa MacCOBOW MH(OpPMALNUU, B KOTOPOM
onyOJIMKOBaHa 3ampaiirBaemas MHGOpMalUs CO CChUIKOM (aapec CTpaHUIbI)
Ha uH(pOpMaIHIO, pa3MENIEHHYIO0 B ceTu MHTepHeT.

6.21. Ilpu perucrtpauuu oOpamenus B IIJ[ mo wuroram paccMOTpeHHUs
oOpalieHusi JTOJKHOCTHBIMHM JIMIAMH, OTBETCTBEHHBIMH 3a BBOJ M 0OpabOTKY
uHpopmanuu B [1]], Bo Bkiagke «O6pamenuey» /1 3anonusercs none «IIpunsarsie
MEpBbI», a TaKKE€ BHOCATCS CBEJIEHHUS O pe3yJibTaTaX pacCMOTPEHHs oOpalleHus
B Onoke «Bompocel» B TeueHue Tpex paboyux JHEH €O JHS PacCMOTPEHHS
oOpalieHusi 1 B T€UEHHWE OJHOTO pabouero aHs s oOpalieHuil Mo BOIpocam
IPOBOIMMBIX M30MpaTEeIbHBIX KaMIaHUI.

6.22. JInuHBIA TIpUEM TpaXxkJaaH MO BOIPOCAM, BXOISIIMM B KOMIIETEHLIHIO
TEPPUTOPUAIBHOM  KOMHUCCHH, SIBISIOLIEHCS  TOCYAApCTBEHHBIM  OpPraHOM,
OCYILIECTBIISIETCS npeacenaTenemM TEPPUTOPHATBHOM KOMUCCHH,
0 TpeIBapUTENIBHON 3amucu Mo rpaduKy, YTBEPKICHHOMY IIpejcenareaemM
TEPPUTOPUAIIBHON KOMHUCCHUH U peructpupyercs B JKypHaie ydera npuemMa rpax;iad
(npunoxxenue Ne 8.1).

Nudpopmanus 0 MOPSIZIKE npuema rpaKJaaH pa3mMeraercs

Ha MHPOPMAITMOHHOM CTEHJIE TEPPUTOPHUATIEHON KOMHUCCHHU.
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[To npuObITHM HA JUYHBIN TpPUEM TPaKIAHUH TPEABSIBISET JTOKYMEHT,
YAOCTOBEPSIIOLINN €r0 JIUYHOCTD.

Benenne nuyHOro mnpueMa TrpaxIaH MOXKET CONPOBOXKIATHCA AyIUO-
Y BUJIC03AIMCHIO, O YEM IPaKIaHE YBEIOMIISIOTCS O Havaia MpueMa.

6.23. KpaTkoe coaepkaHue YCTHOrO oOpalieHus, JO0JDKHOCTh U (haMuiIus
JMIA, OCYIIECTBISIIOUIErO IPHUEM, PEUIEHUE, MPUHATOE MO0 YCTHOMY OOpalIEeHUIO
3aHOCUTCS B KapTOUKY JINYHOTO MpUeMa rpaxkaanuna (mpuioxenue Ne 8.2).

B xojie nuyHOTO0 Nnpuema 3asBUTENIEM TaKKe MOXKET ObITh IMOAaHO OOpaIlieHue
B TNHUCBbMEHHOW  QopmMe, Ha KOTOpoe JaeTrca MHCbMEHHBI  OTBET
B CPOKH, YCTAHOBJICHHBIE JIJIsl PACCMOTPEHHS COOTBETCTBYIOIIMX OOpaIlleHUH.

Ecnmn o0cToaTenbecTBa, N3I0)KEHHBIE B YCTHOM OOpalieHUuH B XO/€ JTUYHOIO
npueMa, TpeOyroT MPOBEPKH, Ha Takoe OOpalleHHe AaeTcsd MUCbMEHHBIH OTBET
B CPOKH, YCTAHOBJICHHBIE JIJIsl PACCMOTPEHHS COOTBETCTBYIOIIMX OOpaIlleHUH.

B xozme nu4HOrO npuema 3asBUTENI0 MOXKET ObITh OTKA3aHO B JaJbHEHUIIEM
paccMOTpeHMH oOOpallleHusl, €CId €My paHee ObUT J1aH OTBET IO CYLIECTBY
MOCTAaBJIEHHBIX B 00OpaIeHUH BOPOCOB.

B ciyuae rpy0oro, arpecCUBHOTO MOBEACHUS 3asBUTEISI TPUEM MOKET ObITh
npekpamieH. [Ipy HeoOXoauMocTH MOXKET OBITh BbI3BAH COTPYJHUK OXPAHBI
WIM TPAaBOOXPAHUTENbHBIX OpraHoB. HMHdopmamms o mnoBeneHHH 3asiBUTENS
OTpa)XKaeTcs B KypHaJE ydyera.

6.24. [lepenanHpie Ha JUYHOM TpuUeMe oOpaIlieHus B MUCbMEHHOU (opme
PETHCTPUPYIOTCS M PACCMATPUBAIOTCS B YCTAHOBJIEHHOM JJIsi COOTBETCTBYIOIIMX

oOpaleHui mopsaKe.

7. OcobeHHOCTH PadOTHI C JOKYMEHTAMHU, COAEPKAIIUMH CJIY:KeOHYI0
HH(OPMALHMIO OTPAHNYEHHOTO PACIIPOCTPAHEHUS
(c momeTkoi «J151 CIIyKeOHOTO MOJIb30BAHUD))

7.1. OcobeHHOCTH PabOThl C JOKYMEHTaMH, COJAEPXAIIUMH CIYy>KEOHYIO

nH(OPMAITUIO OTPAHUYECHHOTO PACTIPOCTPAHCHUS.
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7.1.1.K  cayxebHoit uH(bOpMalUuMu OTPAHUYECHHOTO PACIPOCTPAHEHHS
OTHOCUTCSI HECEKpeTHas HH(pOpMallus, HE3aBUCMMO OT BHJA €€ HOCUTEJS,
OTPaHUYEHHUS] Ha PACHpPOCTPAHEHHWE KOTOPOM JUKTYIOTCS €€ CiyKeOHOM
HEOOXOIMMOCTHIO.

7.1.2. HeobxogumocTh  mpocTaBiieHUs TOMeTKH  «[ns  cmykeOHOTO
nosib3oBanus» (manee — «JICII») Ha JOOKymMeHTaXx W H3JaHUAX, COJEPIKAIIMX
CIIyeOHYI0 HH(OpPMAIMI0O OTrPAaHUYECHHOTO PACHpPOCTPAHEHUs, OIpPEACNIIeTCs
npeacenaTeaeM TEPPUTOPHUATBHOM KOMHCCHH, MOANMCHIBAIOIIUM
WIM YTBEPKAAIOIIUM JOKYMEHT.

JIOJDKHOCTHBIE JIMLA, MPUHSBLIME pEIIeHHE 00 OTHECEHUU CIlyKeOHOM
uH(pOpMaIUK K pa3psay OrpaHUYEHHOTO PacIpOCTPAHEHUs, HECYT MEPCOHATBHYIO
OTBETCTBEHHOCTb 32 000CHOBAHHOCTh IPUHSATOTO PELICHMUS.

7.1.3. ITometka «JICII» m HOMeEp SK3eMIUIsipa MPOCTABISIOTCS B MPABOM
BEpXHEM YIUIy NIE€PBOM CTpaHULbl JOKyMEHTa (B ciy4yae HEOOXOJUMOCTH —
U €ro IpPOEKTa), COJAEpKAIIero CilIyX eOHyI0 HHPOpPMAIHI0 OTrPaHUYEHHOTO
pacnpocTpaHeHus, Ha 00JIOKKE U TUTYJbHOM JIUCTE U3/IaHUA, @ TAKXKE Ha MEePBON
CTPAaHHIIE COMPOBOJAMTEILHOIO MHCbMA K TakKUM JOKyMeHTaM. IIpu moaroroBke
nokymenta cpencrBamu I1J] momerka «JICID» mpocTaBisieTcssi Ha 3JIEKTPOHHOM
ma6yioHe OJaHKa JOKYMEHTA.

7.1.4. Pabota ¢ JOKyMEHTaMH, COJEPXAIIUMH CIYXKEOHYI0 HH(POPMAIIUIO
OTrPaHUYEHHOI'0 PACHpOCTPAHEHUS, B TOM YHUCIE UX MpHUEM, yueT (peructpauus),
OCYUIECTBJISIETCS B TOPSAJKE, YCTAaHOBJIECHHOM JJII HECEKPETHBIX JTOKYMEHTOB,
C y4yeToM OCOOCHHOCTEH, H3JI0KEHHbIX B HacrosimeMm paszaene. [lpu stom
K PErMCTpallMOHHOMY HOMEpPY JOKyMeHTa noOasisercs nomeTka «JJCII».

7.1.5. Hokymentsl ¢ nometkou «JICID» peructpupyrorcsi (YUUTHIBAIOTCA)
BMECTE€ C JIPYTMMHU HECEKPETHbIMU JOKYMEHTaMH. B perucrpanmoHHO-y4eTHOU
dbopme ipousBoauTes 3anuch «JCIDy».

7.1.6. CkanupoBaHue, KONUPOBAaHUE  (TUPAXKUPOBAHUE) JOKYMEHTOB
c nometkoi «/[CII», a Takke pa3MenieHre ux Mpu ocyuiecTBieHn padboTsl B 11]]

MPOU3BOAMUTCS TIpefcenaresaeM (CeKperapeM) TEppUTOPUATIbHON KOMHUCCHH JIHOO
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pabOTHMKOM  amnmapara, OTBETCTBEHHBIM 3a BEIEHUE JIEJONPOM3BOJICTBA
C HUX MHCBMEHHOIO PAa3pEelICHHs, NMPU STOM OCYIIECTBISIETCS Y4YET Ka)JO0ro
DK3EMIUIIPA YKA3aHHBIX JOKYMEHTOB.

7.1.7. Joxymentsl ¢ mometkoi «JICID» Ha OymMa)KHOM HOCHUTENE TePEAAI0TCS
noj noanuck. [Ipu HanpaBieHnu 10KyMeHTOB ¢ momeTkoi «JICID» cpencrBamu 111
B PYK MPOCTABJISETCS COOTBETCTBYIOIIUI YPOBEHbD IocTyna
K JIOKYMEHTY.

7.1.8. JokymenTel ¢ nometkoil «/ICII» HampaBisitoTCS B ApYrue OpraHbl
U OpraHM3ali opraHamu (enepanbHOM (eNbIbErepcKo CBsI3U, CIIyXKOOH
CHeIUaIbHON CBsI3M JIMOO HApOouHBbIM. [Ipn HampaBiIeHUN JOKYMEHTOB C TOMETKOMN
«ICII» cpenctBamu II1J] B IIUK Poccuu, @M npu LUK Poccumn, PLHOUT
npu [IUK Poccumn, Cankr-IletepOyprckyto u30uparelibHyl0  KOMHCCHIO,
n30upaTenbHble KoMUuccuu cyobekToB Poccuiickoit denepaiu, TeppUTOpUAIbHBIE
komuccun B PYK mpocraBisercss COOTBETCTBYIOIIMK YPOBEHBb JOCTyHa K
JOKYMEHTY. 3ampelaercsl InepenaBaTbh OOKyMEHThl ¢ nomerkond «JICID» mo
HE3aIMIIEHHBIM KaHajlaM KOMIBIOTEPHO-MOJIEMHON U (DaKCUMUIIBHOW CBSI3H.

JlokymeHnTsl ¢ momerkod «JICII» pacchuiaroTcsi HECKOJIBKUM ajpecaTam
COIVIACHO CIIUCKY PAacChbUIKM, B KOTOPOM HANpPOTHB KaXIOro ajapecara
IIPOCTABIISIETCSI HOMEP DK3EMILUIAPA OTIPABIAEMOTO JOKyMeHTa. CIIMCOK PaCChUIKU
MOAIUCHIBACTCS MIPEACEATENEM TEPPUTOPUAIIBHON KOMUCCHH.

7.1.9. Ucnionnennbie nokyMeHThl ¢ mnometkond «JICII» dopmupyrorcs
B Ji€la, B TOM YMCJE DJEKTPOHHBIE, B COOTBETCTBHM C HOMEHKJIATYypOH JEll.
JIOKyMEHTBl TpyNmupyrTCcs B Jeja BMECTE€ C JPYIMMH HECEKPETHBIMHU
JOKyMEHTaMU MO OJHOMYy M TOoMy ke Bompocy. [lpu ¢opmupoBanuu pgena
Ha OyMa)XHOM HOCHUTEJE B IMPABOM BEPXHEM YINIy OOJIOKKHM Jena, B KOTOPOe
MOMEIIEHBI TAKHE JOKYMEHTHI, ITpocTaBistercs noMmerka «JCID».

7.1.10. lokymenTsl ¢ nometkoi «JICII» Ha OymMa)kHOM HOCHUTEJIE XPaHATCS B
3aKPBIBAIOIINXCS MTKa(ax.

7.1.11. YHu4uTOXEHUE O, NOKYMEHTOB M u3AaHui ¢ noMeTkon «J[CID»,

YTpaTUBIINX CBOC IMPAKTHUYCCKOC 3HAUCHHME HW HCE HMCIOIIUX HCTOpH‘{€CKOﬁ
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U HAyYHOM IIEHHOCTH, TMPOU3BOAMUTCA IO AaKTy YCTAHOBJIIEHHON (OpPMBI
C YKa3aHHEeM HOMEPOB 3K3eMIUTApOB (mpuioxkenue Ne 16).

7.1.12. Pemiennie o cHatum noMetku «JCII» ¢ goxkymeHTa HnpuHUMAaeT
JOJKHOCTHOE JIMIIO0, MTOANKCABIIEE TN YTBEPIUBILEE JOKYMEHT.

Cusatue nometku «/ICII» ¢ mpHCIaHHOTO B TEPPUTOPUAIBHYIO KOMHUCCHIO
JOKYMEHTA MOXET OBbITh IPOU3BEAECHO TOJBKO MO COIIACOBAHUIO C OPraHHU3aLUEH,
HaIlpaBUBLIEH JOKYMEHT.

Cusatue mnometrkun «JICID» ¢ AOKyMeHTa MNpPOU3BOAMUTCS NPEACEAATEIEM
(cexpeTapeM) TEPPUTOPUATBHOW KOMHCCHH JHOO pabOTHHKOM ammapara,
OTBETCTBEHHBIM 3a BEJICHHE JEJIONPOU3BOACTBA HA OCHOBAaHUM ITHCHbMEHHOIO
yKa3aHus JOJKHOCTHOTO JIUIA, TPUHIBLIETO Takoe peuieHue. [Ipu CHATUY TOMETKH
«ACIT» Ha JOKYMEHTaX, nenax I W3IAHUSX, a TaKxke
B PETUCTPALMOHHO-YYETHON (hOpMeE JEeNat0TCs COOTBETCTBYIOIINE OTMETKH.

O cuatun nometrkn «JICII» yBemoMmisIroTCS BCE aapecaThl, KOTOPBIM
JIOKYMEHT HampaBJIsUICs, JTMO0 opraHu3alys, €ro HalpaBUBIIIas.

7.1.13. B cityuae yTpaTsl 1€, JOKYMEHTOB UK u3aaHuii ¢ moMeTkon «JICII»
an00 pas3rianieHusl coAeprKauleiicss B HUX MH(OpMaluMy Ha3HAvyaeTcsl Ciay)keOHas
IpoBEpKa, O  pe3yabTaTax  KOTOPOW  JOKJIAABIBAETCS  MPEICEHATENIO
TEPPUTOPUATBHON KOMUCCHH.

OG0 yTpare nmen, JOKyMeHTOB M m3faHuii ¢ moMmetkon «JICII» cocraBiseTcs
aKT, HA OCHOBAaHHWU KOTOPOIO JENAKOTCS COOTBETCTBYIOIIME OTMETKHA B YYETHBIX

dbopmax.

8. lloaroroBka, opopmiieHue, BHINYCK, Y4eT JOKYMEHTOB,
paccMaTpuBaeMbIX HA 3aceJaHUsIX TEPPUTOPHUATIBHONH KOMHUCCUH
8.1. ®opmupoBaHuEe MPOEKTa MOBECTKH IHS 3aceNaHusi TePPUTOpUATBHON
KOMUCCHH.
8.1.1. [IpoekT mMOBECTKH [HS 3ac€JaHus TEPPUTOPHAIBHON KOMHUCCHH
dbopmupyeTcsi 3a0JaroBpeMEHHO Ha OCHOBAaHWU IIJIAHOB PabOThl U PEIICHUI

TEPPUTOPUAIIBHOM KOMHUCCUU (Jajiee — pellieHuid), MOpy4YEeHUuM mpeaceaaresns
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TEPPUTOPUAITBHOU KOMUCCUHN, TOCTYNUBILINX JTOKYMEHTOB U, II0CJIE€ COTJIACOBAHMS C
npeAceqaTeIeM TEPPUTOPUAIBHOW KOMHMCCUU  IOANMUCHIBAETCS  CEKpETapeM
TEPPUTOPUAITBHON KOMUCCHH.

Taxke MPOEKT MOBECTKU HS 3aCEJaHUs TEPPUTOPUATBHON KOMUCCHHA MOXKET
dbopMHpoBaTECS U COIIACOBBIBAaThbCS cpenacTtBamu [IJ[ U mocne corimacoBaHus
npeAcesaTe’eM TEePPUTOPUAIIBHOW KOMHMCCHH  COIVIACOBBIBACTCS  CEKpPETapeM
TEPPUTOPHUAIIBHON KOMUCCHH JIJIsI BBIHECEHUS HA 3acCEaHue.

8.1.2. UsieHbl TEPPUTOPUATILHOM KOMHCCHHM BIPaBe MPEIJIOKUTh BHECTH
B IOBECTKY [JHS 3acelaHHsl BOMNPOCHI, HE MPEAYCMOTPEHHBIE IJIAaHAMU PaOOTHI
U PCUICHUSMHM  TEPPUTOPUAIBHOM  KOMHUCCHM, IIPU  YCJIOBUM  HaIU4usA
ITOATOTOBJIEHHBIX 10 3TOMY BOIIPOCY TOKYMEHTOB.

JIaHHBIE BOIIPOCHI BKJIIOYAIOTCS B IIPOCKT IOBECTKU [JHA 3acelaHus
TEPPUTOPUANBHON  KOMHUCCUM  NpU  NHCbMEHHOM  OOpalleHHMM  YieHa
TEPPUTOPUAIBHON KOMMCCHUHM, II0 HWHULIMATHBE KOTOPOTO BONPOC BBIHOCUTCS
Ha 3acellaHue, Ha UMA IIpeAcenaresss TEPPUTOPUATIBHON KOMHUCCHHM, B KOTOPOM
YKa3bIBaIOTCS HAWMMEHOBAaHHWE BOIPOCA, AOKIAAYMK M JaTra IEpeladd IMpPOEKTa
pELICHUSI B COOTBETCTBMM C IIYHKTOM 8.2 M MaTE€pUAIOB K HEMY CEKPETapIO
TEPPUTOPHUAITBHOU KOMUCCHHU.

8.1.3. CormacoBaHHblii C TpPEACEAATENEM TEPPUTOPUAIBHON KOMHCCUHU
Y TIO/IMMCAHHBIN (COTTIacOBaHHBIN cpeacTBamu [1]]) cekperapem TeppUTOpUATBLHON
KOMHMCCUM IIPOEKT IIOBECTKM [JHA 3aCENaHus TEPPUTOPHAIBHON KOMHUCCUU
TAPAKUAPYETCS JUIs1 PACCHUIKH WICHAM TEPPUTOPUATIBHON KOMHUCCHUMU.

IIpoexT nmoBecTKM AHA 3acelaHKs TEPPUTOPUATIBHON KOMUCCHU Pa3MeELaeTCs
Ha opuIMaIbLHOM caire TEPPUTOPHUATBHOU KOMUCCHUU
B MH}opManmoHHO-TENEKOMMYHUKAILIMOHHON ceTH VIHTepHET B  CpOKW,
yCTaHOBJICHHbIE PeriiaMeHToM TeppuTOprUaIbHOW KOMUCCHH, a TAKKE MOXKET OBbITh
pa30cCiiad 4jeHaM TEPPUTOPUAIIBHOW KOMUCCHM HAa YKa3aHHBIE UMM JJIEKTPOHHBIC
IIOYTOBBIE azpeca.

8.2. IlogrotoBka MOKYMEHTOB MO BOMNpPOCAaM, BKJIOUYEHHBIM B MPOEKT

ITIOBECTKH AHA 3aCCOAaHUs TeppHTopHaanoﬁ KOMUCCHHU.
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8.2.1. JIokyMeHTHl TIO BOIIPOCaM, BKJIIOUYEHHBIM B MPOEKT MOBECTKHU JHSA
3acellaHds TEPPUTOPUAIBHOM KOMHUCCHUH, TOTOBSTCA pabO4YUMH TpyIIaMu
TEPPUTOPUATHHOM KOMHCCHH, npejaceaaTeaeM (cexperapem),
au00 MO WX TOPYYEHUI0 HWHBIMH WICHAMH TEPPUTOPUAIBHON KOMHCCHH,
3a KOTOPBIMU 3aKpeIUIeHbl COOTBETCTBYIOIIME HANpPABJICHUS JESATEIBHOCTH,
C TpHUBJICYCHHEM, B clyyae HEOOXOAMMOCTH, pPaOOTHHKOB ammapara
TEPPUTOPUATBHON KOMUCCUU U JIPYTUX CHEIUAIUCTOB (JOKYMEHTHI IO BOIIPOCAM,
BKJIIOYEHHBIM B IMPOEKT MOBECTKH JHS 3acellaHus TePPUTOPUATIBLHON KOMHUCCHUH,
MOTYT FTOTOBUTKCS M COTJIACOBBIBAaThCA cpencTBamu [1]1).

8.2.2. [IpencraBnsieMble K pacCMOTPEHHUIO JTOKYMEHTBHI JOJKHBI BKJIHOYAThH
O3arjaBJICHHBI TPOEKT pEeUICHUS C MPUOOIIEHHBIMH K HEMY MOIMHHUKAMH
JOKYMEHTOB (B TOM 4HCII€ pacleyaTaHHBIMH  KONHMSMH  JIOKYMEHTOB,
NOCTYNUBIIMX/MIOATOTOBICHHBIX B DJIEKTPOHHOM  BHJE),  MHOCITY>KUBLIMX
OCHOBaHMEM I PAacCCMOTPEHHUS BONpOCa HA 3acelaHuu TePPUTOPUATHHOMN
KOMHUCCHH, JIMOO MPOEKT MHUCHhMA, MOJJIEKAIIEr0 COIJIaCOBAHUIO HA 3acellaHuu
TEPPUTOPUANTBHON KOMHCCHU, TPU HEOOXOAMMOCTH — MOSICHUTEIHHYIO 3aITUCKY
110 pacCMaTpUBaEMOMY BOTIPOCY.

8.2.3. IIpoekThl TOKYyMEHTOB (BKJIIOYAs TIPHIIOKEHUS ), IPEICTABIAEMbIC JITIS
paccCMOTpeHHs Ha 3aceJaHWH TEPPUTOPHAIBLHOM KOMHUCCHH, BHU3UPYIOTCA
UCIIOJTHUTENIEM U  4ICHOM TEPPUTOPUATIBHOW KOMMCCHH, OTBETCTBEHHBIM
3a MOATOTOBKY IOKYMEHTa, Kak Ha OyMa)>KHOM HOCHUTEJIE, TaK U B JJIEKTPOHHOM BH/JIE
cpenctBamu [1]1.

[IpoekTbl JTOKyMEHTOB (BKJIOYas MPHIOKEHHS), COJAEpKallhe BOMPOCHI
(¢buHaHCcHUpoBaHus BEIOOPOB (pedepeHnyMoB), prHAHCOBOTO 0OecTeueHUs TeKy el
JESTEIIbHOCTH TEPPUTOPUATTEHOM KOMUCCHHU, B 00s13aTEIbHOM MOPSIKE BU3UPYIOTCS
IJIaBHBIM OyXTraJITeépOM TEPPUTOPHATBHON KOMHCCHHU.

Busel mpocTaBisSOTCS B KOHIIE TEKCTa TMPOEKTa pemieHus Jubo
Ha OOOPOTHOW CTOPOHE TIOCJIETHEr0 JIMCTAa TMPOEKTa JAOKYMEHTa (BKJIHOYas

NPWIOKEHUSI) TO YCTaHOBIEHHON ¢dopme (mpusnoxkenue Ne 9). Kaxnaplid suct



50
IIPUJIOKEHUS BU3UPYETCs UCIIOJIHUTENIEM. Bu3a npocTaBisieTcs B IpaBOM HUKHEM
YTy Ha CBOOOJHOM T0JI€ CTPAHUIIBI ITOCIE TEKCTa JIMOO Ha 0OOPOTHON CTOPOHE.

IIpr mOATOTOBKE M COIIACOBAHMUM IMPOEKTOB JOKYMEHTOB cpencrBamMu I1/]
JIMCT COIJIACOBAaHHUS PACIEYaThIBAECTCA U MPUOOIIAETCA K NOMJIUHHUKY JTOKYMEHTA.
[Ipy HeoOXoAMMOCTH TOJNYYEHHMs] BHU3bl JOKHOCTHOTO JIMIIa Ha JIMCTE
COIJIaCOBaHMUSA JIOKYMEHTA, MOJATOTOBJIEHHOTO cpelicTBaMU I,
OH pacIevyaThIBACTCs, IEPEIAECTCS BMECTE C MMPOEKTOM JIOKYMEHTAa HA BU3UPOBAHHE
COOTBETCTBYIOIIEMY JIOJKHOCTHOMY JIUILY.

8.2.4. UcnonHurens 0O0€CIEUMBAET KOMIUIEKTHOCTh BCEX JIOKYMEHTOB,
0003HAaYEHHBIX KaK B IMIPOEKTE PEUICHUs, TaK U B MIPUIOKEHUAX K HEMY.

8.2.5. Ilocnie mpocMoTpa, a B HEOOXOAUMBIX CITydasiX — BHECEHUS MOIPABOK,
CEKpeTapb TEPPUTOPUATLHON KOMUCCUU Ha TOJITOTOBIEHHBIX U O(OPMIICHHBIX IS
paccMOTpEeHHsT Ha 3aCE€JaHUM IIPOEKTaX JOKYMEHTOB JI€JIa€T  OTMETKY
«Ha 3acenanue», cTaBUT MOANKCH U AaTy (MpocTaBisieT oTMeTKy «Ha 3acenanue»
cpenctBamu I1J[) u mepenaer (Hampasiser cpeiactBamu [1J]) Bechb KOMIUIEKT
JOKYMEHTOB JUIsl TUPAXHUpPOBaHMUsS pPaOOTHUKY ammapara, OTBETCTBEHHOMY
3a BEJEHUE JEJIONPONU3BOICTBA.

8.2.6. JIOKyMEHTBI K 3aCE€IaHHUI0 MOTYT HaIpaBISATHCA IO MPOCHOE UYJICHOB
TEPPUTOPUAIBHON KOMHUCCHM Ha YKAa3aHHBIE UMM DJIEKTPOHHBIE NIOYTOBBIE aJpeca
W/WIU TIepeaBaThCcs UM TIEpe] HavyalloM 3acelaHusi, a JUIaM, MPUTIAICeHHBIM
Ha 3aCeJlaHKe, MaTEPUaJIbl 10 BOIIPOCY, HA KOTOPBIM OHU ITPUTJIALICHBI, IEPEIA0TCA
nepe HayajuoM 3aCeIaHus.

[Tankyu ¢ NOKyMEHTaMH, MOMJIEKAIIMMHU PACCMOTPEHUIO B COOTBETCTBUU
C MPOEKTOM MOBECTKH JTHA 3aC€aHus TEPPUTOPUAIBHON KOMUCCUN, KOMIUIEKTYET
M pa3lacT 4WICHAM TEPPUTOPHUAIBHOW KOMHCCHM II€pEel]] HayajaoM 3acelaHus
pabOTHHK anmapaTa, OTBETCTBEHHBIN 3a BEJCHHE JEIONPOU3BOICTBA.

8.2.7. Ilepen HavasioM 3acenaHusi paOOTHUK armapara, OTBETCTBEHHBIMN
3a BeJEHUE JEJIONPOU3BOJACTBA, JIMOO CEKpeTapb TEPPUTOPUAIBLHOM KOMMCCHUH,

PETUCTPUPYIOT WIEHOB TEPPUTOPUATBHON KOMUCCUH C ITPAaBOM PELIAIOIIETO T0JI0ca,
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IPUCYTCTBYIOIIMX HA 3aCEIaHMM W NPUIVIALICHHBIX Ha 3aCEJaHue JIMIL, CIHCOK
KOTOPBIX MPEJCTABISIECTCA MPEICEaaTeNI0 TEPPUTOPUATIBHON KOMUCCHH.

8.2.8. Ha 3acemanuu TEppUTOPUAIBHOM KOMHUCCHUM BEAETCA MPOTOKOJI
U MOXET NPOU3BOJUTHCS ayJIMO3alUCh (BHAEO3alKCh). B ciayyae mpou3BoacTBa
ayJlIno- WM BUJICO3AMUCU WICHBI TEPPUTOPUATILHON KOMHCCHHM W TPUIIIANICHHBIE
YBEJIOMJISIFOTCSL 00 3TOM JI0 OOBSABJICHUS TIOBECTKU JTHS 3aCEaHUs.

8.3. Brinmyck I0KyMEHTOB, pAaCCMOTPEHHBIX Ha 3aCEAaHUM TEPPUTOPUATILHOM
KOMUCCHHU.

8.3.1. JIoKkyMeHTBI, pPACCMOTPEHHBIE HA 3aCEJaHUHU TEPPUTOPUAIBHOU
KOMHUCCHUH, B CIIydae, €CIM B X0JI€ 3aCe/JaHUsI BHOCUJINCH U3MEHEHUS, I0JKHBI ObITh
O0paboTaHbl, a 3aTEM MOANMKUCAHBI, 3aPETUCTPUPOBAHBI U PA30CIIAHBI.

8.3.2. Cpok n0opabOTKu JOKYMEHTOB HE JOJDKEH MPEBBIMIATh TPEX pabouux
JTHEH 1mociie AHs 3aceJaHusl, €CJIM UHOM CPOK HE onpezielieH (eiepanbHbIM 3aKOHOM
u/nmn 3akoHoM CankTt-IletepOypra, periiaMeHTOM TEpPPUTOPUATIEHON KOMHUCCUU
WJIM HE OTOBOPEH Ha 3aCEJaHuMU.

8.3.3.IIpu nopaboTke AOKYMEHTa HWCMOJHUTEIb BHOCUT B  TEKCT
COrjacoBaHHbIE B XOJ€ 3acelaHus M3MEHEeHHs. B cioydae mnpuHATHA
TEPPUTOPUAIIBHOM  KOMHCCHEH  pEIICHHUS O  HEOOXOJAMMOCTH  KOHTPOJIS
32 BBIIIOJIHEHUEM pELIEHUsI €ro TEKCT JOMOJHAETCS IyHKTOM, B KOTOPOM
Ha3HAYaroTCs JINIA, OTBETCTBEHHBIE 3a UCIIOJTHEHUE.

8.3.4. JlIokyMeHT, MOJJIeKAIMNA TMOAMUCAHNIO (BKJIIOYAsl TPUIOKEHUS),
NOATOTOBJICHHBIH Ha OyMa)XHOM HOCUTEJNE, BU3BHPYETCS HUCIOJHUTEIEM,
OTBETCTBEHHBIM 32 €0 NOJATOTOBKY.

JIOKyMEHTBI (BKITIOUAs MPUIOKEHUS), coAepIKallne BOIIPOCHI
(¢uHaHCHpOBaHUsI BHIOOPOB, (PMHAHCOBOIO OOECHEUEHMs TEKYIIEH NeATeIbHOCTH
TEPPUTOPUAIIBHON KOMHCCHH, B 00S3aT€TLHOM TMOPSIIKE BU3UPYIOTCS TJIABHBIM
OyXrajnTepoM TepPUTOPUATBHOU KOMHUCCHH.

JIOKyMeHT,  NOJUIeXalllMii ~ MOANHCAHUI0  (BKJIOYAsl  MPUIIOKEHUSA),
corjlacoBaHHbli cpenctBamu [1J w mpuHATHIA 0e3 M3MEHEHUW Ha 3aceaHuu

KOMMCCHH, PaclieuaTbiBa€TCsl Ha COOTBETCTBYIOIIEM OJIaHKE, K HEMY MPUOOIIAeTCs
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JUCT COIJAacOBaHMs, 3aT€M JOKYMEHT MPEICTaBISAECTCA HA IMOAINUCH CEKPETapro
Y IIPEJICENATENI0 TEPPUTOPUAIIBHON KOMUCCHUU.

JlopaboTKka M COTJacoBaHHE JOKYMEHTOB, PaCCMOTPEHHBIX HA 3aceqaHUH
KOMMCCHUH, MOXKET OCYIECTBIAThCA cpencrBamu [1/].

Bu3sbl npocTaBistoTCA aHAJTOTUYHO MOPAJKY, YKa3aHHOMY B a03alle TpeTheM
nyHkra 8.2.3.

IIpy mOAroTOBKE M COTJIaCOBAaHUM MPOEKTOB JOKYMEHTOB cpeacrBamu 11J1
JMCT COTJIaCOBAHMUS MPUOOIIAETCS K MOJAIMHHUKY JOKYMEHTA.

8.3.5. PaboTHHK ammapara, OTBETCTBEHHBIA 3a BEJICHUE JEIIONPOU3BOJICTBA
CIIEIUT 3a KOMIUIEKTHOCTBIO IPWIAraeMbIX K PEIICHUI0 JOKYMEHTOB
U pacrojaraer Mx B TOW IOCIEI0BAaTEIbHOCTH, B KOTOPOW OHHM YIOMHUHAIOTCS
B TEKCTE.

8.3.6. Eciin  BONpOCHL, cCoOJEpKallMecss B PELIICHUH TEPPUTOPHUAIBHON
KOMHUCCHUH, KacaloTCid JI€ATEIbHOCTH OJHOM WM HECKOJIbKHX CTOPOHHHUX
OpraHu3alyid, K JOKYMEHTY MpPUJIAraercsl JHCT COIJIacOBaHWs, B KOTOPOM
YKa3bIBalOTCS HAMMEHOBAaHUE OpPraHU3allH, AOHKHOCTb, MHUIMAIBI U (haMUIIUS
JOJDKHOCTHOTO JIMIIA, C KOTOPBIM 3TOT JOKYMEHT COIJIACOBAH, M CTaBUTCA
ero coOCTBEHHOPYYHas MOIHUCH.

CormnacoBanue MOXeT OG(OPMIISITBCS HA TMOCJHEIHEM JIUCTE pEeUIeHUs
TEPPUTOPUAIIBHON KOMHUCCHH.

8.3.7. K opopmieHHOMY perieHrI0 TePPUTOPUATILHON KOMUCCUU PAOOTHHK
anmnapara, OTBETCTBEHHBIM 3a BEJIEHUE JEJONPOU3BOACTBA, TOTOBUT OTYET
O pacchUIKE II0 COOTBETCTBYIOUIMM aJpecaraM M pa3MEIIEHWH pELIEeHUN
TEPPUTOPUAIBHOM KOMHUCCHMM Ha o¢uuuaibHOM caite (mpuioxkenue Ne 10).
Cnucok JOJKHOCTHBIX JIMI[ (OpraHu3anuii), KOTOPbIM HampaBiIeTCs pelIeHUe
TEPPUTOPHAITHPHOM KOMHUCCHH, MOXKET OBITh ITOATOTOBIICH cpeacTBamu I1/1.

B cnmcok BKIIIOYAIOTCS JMIIa, KOTOpPhIe OyAYT 3a/1€iCTBOBaHbI B peanu3aliu
OPUHATOTO  JOKyMEHTa WM JOJDKHBI  OBITb  MPOMH(OPMHUPOBAHBI

0 €TI0 COACPIKAaHNN U KOTOPBIM 3TOT JOKYMCHT JOJI2KCH OBITH pasociial.
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CHucok pacchbUIKM JTOKyMEHTOB MOJANKCHIBACTCS PaOOTHHMKOM ammnapara,
OTBETCTBEHHBIM 3a BEJICHHE JEJIONPOU3BOJACTBA M YTBEPKIAAETCA MpeaceaaTeIeM
TEPPUTOPUAITBHON KOMUCCHH.

8.3.8. OdopmIiIeHHBIN KOMILJIEKT JTOKYMEHTOB (pemeHne, 0003HauYCHHBIE
B €0 TEKCTE MPUJIOKEHHUS, CTUCOK PACCHUIKK ) paOOTHHK armapara, OTBETCTBEHHBIN
3a BEJICHUE JIEJIONPOU3BOJICTBA, IEPENAECT HA TOAMUCH ITPEACENATENIO U CEKPETAPIO
TEPPUTOPUAIIBHON KOMUCCHH.

8.3.9. PemieHne = moANMCHIBaE€TCS ~ MOPEACENATENIEM M CEKPETapeM
TEPPUTOPUAIIBHON KOMUCCHH.

Ecmn Ha 3acemanuu TeppUTOPUAIBHOW KOMHUCCHM IIPEJICENATENBCTBOBAI
3aMECTUTENb  MPEACENaTess  TEPPUTOPUAIBHOM  KOMHCCHH,  CEKpETaph
TEPPUTOPUAIIBHON KOMUCCHM WM OJUH U3 WICHOB TEPPUTOPUAIBHOM KOMHUCCUH
C IPaBOM pEUIAIOLIEr0 Trojoca, a TaKXke €clad IIOJIHOMOYHUSA CeKpeTraps
TEPPUTOPUAIBHON KOMHCCUM OCYIIECTBISUI OJWH W3 WIECHOB TEPPUTOPHUAIBHOU
KOMMCCHUU C IIPAaBOM DPEIIAIOLIEro rojioca, TO MOAINKMCH B IIPOTOKOJIE, HA PEIICHUN
0(OPMIISIFOTCSI CJIETYIOIIUM 00pa3oMm:

«3aMeCTUTENb TMpeAcenaTenss TEPPUTOPUATBHOM KOMHCCHUM» —B  CIIydae
BPEMEHHOI'0 OTCYTCTBUS MPEACEAATENS TEPPUTOPUATIBHON KOMUCCHUY;

«HcnonHsrommii 003aHHOCTH TIPEACEaTeNs TEPPUTOPUATIBHON KOMHUCCHUN —
npu Hanmuuuu pemieHus Cankrt-IlerepOyprckoit u30MpaTenbHON  KOMHUCCUU
O BO3JI0O)KEHHM HA OJHOTO M3 YJIEHOB TEPPUTOPUAIBHOM KOMHUCCHHU C IPaBOM
PEMIAKOIIETO TOJ0Ca MOJIHOMOYUH ITpEACcCEnATENs TEPPUTOPUAIBHON KOMUCCHH;

«IIpencenarenbCTBYOIUM Ha 3aCENAHUN TEPPUTOPUATBHOM KOMUCCUND —
B Clly4ya€ BpPEMEHHOIO OTCYTCTBHS NPEACENATENs, 3aAMECTUTENS IpPEICeNaTels
TEPPUTOPUAIBHOM KOMHUCCHHM, OTCcyTcTBUS pemieHus Cankr-IletepOyprekoit
n30UpaTeIbHOM  KOMHCCHHM O  BO3JIOKEHHUM  TOJIHOMOYHMI — mpenceaarens
TEPPUTOPUAIBHON KOMHMCCUU HA OJHOTO W3 YIEHOB TEPPUTOPHATBHON KOMHCCHH
C NpPaBOM pELIAKOLIET0 TO0JIOCA U MPU HAIMYUU PELIEHUS TEPPUTOPHUATBHOU

M30UpaTeIbHOM KOMUCCUH;
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«Mcnonusromuii 00513aHHOCTU CEKpeTapsi TEPPUTOPUATBHON KOMHUCCHUN) —
B Cllydyae HaJIW4Ms penieHus TeppUTopuasbHOM KOMHUCCHM O BO3JIOKEHUU
MOJIHOMOYMI CEeKpeTapsi TEppPUTOPUATIBHON KOMHCCHUM Ha OJIHOIO M3 YJIEHOB
TEPPUTOPUAIIBHON KOMHUCCHH C ITPABOM PEIIAOILIErO Ir0JIoCca.

«Cekperapp  3acelaHusi  TEPPUTOPUAIIBHOM  KOMHUCCHUHW» —B  ClIydae
BPEMEHHOTO OTCYTCTBHUS CEKpeTaps M30MpaTeIbHOW KOMHCCHUU M TPH HAIUYUHU
pELIECHUS TEPPUTOPUATBHON KOMHUCCHUHU.

8.3.10. [locne mnoxamucanuss pemIEHUs PETUCTPUPYIOTCA B JKypHaje
pEerucTpauuy peuieHui, B KOTOPOM IIPEAYCMATPUBAIOTCS: MOPSIAKOBBIM HOMEp, J1aTa
IOPUHATUS ~ PEUICHUs, PETUCTPAUMOHHBIA  HOMEp, COACPKAHUE  PEUICHUS
Y HOMEp JeJ1a XPaHEHMUS.

8.3.11. Pemiennsi HymMepyroTcs B XPOHOJOTHYECKON TOCIIEI0BATEIHHOCTH
B npeneax CpOKa ITOJITHOMOYHN I TEPPUTOPHUATBHON KOMUCCHH.
Homep pemeHuss TeppUTOPUAIBHOW KOMHMCCHUM COCTOMT W3 HOMEpa IPOTOKOJA
3ace/laHus U MOPSIAKOBOr0 HOMepa Bompoca, (Hanpumep: 1-5).

8.3.12. Yka3aHHbIE BBIIIE PEKBU3UTHI BHOCATCS B PETUCTPALMOHHO-YUYETHYIO
dbopmy. B ciyuae ucnonszoBanus I1J] k PYK npukperuisieTcs TeKCT TOKyMEHTa
B popmate docx (muist Tabsuil gomyckarorcest daiibl opmata xIsx) u 37eKTPOHHBIN
obpa3 gokymeHnTa B (hopmare pdf (mpu HEOOXOIUMOCTH), a TAKXKE JIeJIaeTCs CBI3Ka
C JIOKYMEHTaMH, NOCIY>XUBUIMMH OCHOBAaHHEM JUIsl PAaCCMOTPEHMs BOIIpOca
Ha 3aCeJlaHu1 TEPPUTOPHAIBHON KOMHUCCHUHU.

8.3.13. Pazpemienrie Ha THpaXUPOBAHHE JOKYMEHTOB B HEOOXOIUMOM
KOJIMYECTBE JAeT TMpelceaaTeiab TEPPUTOPUATBHON KOMHUCCUU. JlOKYMEHTHI
TUPOXHUPYIOTCS ~ paOOTHUKOM  ammapaTa, OTBETCTBEHHBIM 33  BEJIICHUE
JEJIONPOU3BOACTBA, HA KaXJIOM KONMM JOKYMEHTa IPOCTAaBISETCS II€YaTh,
YAOCTOBEpSIIOIIAsl  MOJANMUCH  TpelacenaTenss  TEePPUTOPUAIBHOW  KOMHUCCUU
U CeKpeTapsi TEPPUTOPUATLHON KOMUCCUH (0€3 BOCTIPOU3BEIACHHUSI TOAMMUCEN).

8.3.14. Konnsi pemieHns TEPPUTOPUAIIBHOW KOMHCCUM  HamlpaBiseTCA

3asIBUTENI0 B Clly4yae, €Clii €ero OoOpalieHue B TEPPUTOPUATBHYI0 KOMMCCHIO



55
NOCIIY)KWJIO OCHOBAaHMEM JUII  pPAacCMOTPEHHS  BOIpoca Ha  3acelaHuH
TEPPUTOPUATBHON KOMHUCCHH.

8.4. OdopmieHre IPOTOKOIIA 3aCeTaHUS TEPPUTOPHUATLHON KOMUCCHH.

8.4.1. [Iporokon 3acemaHus TEPPUTOPHATBLHOM KOMHCCHH oO(opmiseTcs
Ha Oy1aHKe ycTaHOBJIEHHOU GopMbl (puitoskeHue Ne 4) B CpoK, He TPEBBILIAIOIINAN
Tpex padbouux JHeH nocie aHs 3aceaanus. [[porokon 3acenanus TeppuUTOpUaIbLHON
KOMHUCCUU MOJKET OBITh odopmIieH CpelICTBAMHU I
C MCTOJIb30BaHMEM COOTBETCTBYIOIIETO 11a0JI0HA OJIaHKa JTOKYMEHTA.

8.4.2. [Ipotokon 3acenaHusi MOXET O(OPMIISITHCS B TMOJTHOW WM KPaTKOU
dbopme.

8.4.3. TekcT mpOTOKOJA 3acelaHusl TEPPUTOPUAIBHON KOMHUCCHUU COCTOUT
W3 JIBYX 4aCTE€W — BBOJHOW U OCHOBHOM.

8.4.4. B BBOAHOIM 4YacTH NMPOTOKOJIA YKA3bIBAIOTCS MHUIMAIBI U (PaMUIUsL
npeacenarenas — TEPPUTOPUATIBHOM ~ KOMHCCHM  (IIPEAceNaTeabCTBYIOLIETO),
a TakKe NPUCYTCTBYIOIIUX: 3aMECTUTENs TMpeAceaareiss TepPUTOpUaILHOM
KOMHUCCHH, CEKpeTapsl TEPPUTOPUATIBLHON KOMHUCCHUHU M YJIEHOB TEPPUTOPUATIBLHOM
KOMUCCHH, JIUI], PUTJIAIIEHHBIX HA 3acelaHne, B aja()aBUTHOM IOPSIJIKE.

Homyckaercss odopmiieHHe MPUCYTCTBYIOIIUX  OTAEIbHBIM  CIIUCKOM
C yKa3aHMeM UWHHIMaAIOB, (amwinii u gomxHocTed. CHUCOK TpuiaraeTcs
K IIPOTOKOJTY 3aceaHusl.

8.4.5. IloBecTka nHS BKJIIOYAETCS B BBOJAHYKD 4YacTh MPOTOKOJA.
OHa COCTOUT U3 MEPEUNCIIEHUsI BOIIPOCOB, KOTOPbIE 00CYXK/1atl0TCsl HAa 3acedaHuH,
U 3aKpeIigeT IMOCIeN0BATEILHOCTh MX OOCYXXIEHUsS W (DaMHIMU JOKJIATYHUKOB
(BBICTYMAIOIIIHUX ).

Kaxxnp1ii Bompoc MoBECTKU JHS 3acelaHusl HymepyeTcs: apadbckoil mudpoid,
ero HauMeHoBaHue GopMyTUPYIOT ¢ ipeatora «Oy» umu «O6». [1o kaxaoMy MyHKTY
YKa3bIBaE€TCs JAOKIJIATUHK.

8.4.6. OcHOBHasl 4acTh MPOTOKOJA COAEPKUT CTOIBKO PA3EIOB, CKOJBKO
MYHKTOB BKJIFOYEHO B MOBECTKY JHS. B COOTBETCTBUU C HEW pa3zienbl HyMepYyOTCS.

Kax et paznen cocrout u3 tpex yacreit: «CJIYITAJIN, « BBICTYITUIIN»,
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«PELINJIN», KOTOpBIE IEYaTArOTCA OT TIPAHULBI JIEBOIO IOJSA NPONKMCHBIMHU
OyKBamu.

B vactu « CJIVIIIAJIN» kpaTKo u3araeTcsi TEKCT BBICTYIUIEHUS JOKIa4uKa.
Wuummanel u  QaMuiaus  JOKJIaJyuKa TIe4aTaloTcs ¢ KPacHOM  CTPOKHU
B HMMEHUTEIBHOM IaJeXe. 3aluch JOKJIaJa H3JIaraeTcs OT TPEThero Juua
€IMHCTBEHHOTO YMCJIA U OTAENSIeTCS OT (PaMHIIUU THpE.

Ecnu TekcT noknana mpwiaraercss K IMpOTOKOJY, TO HMCIIOJIb3YETCS CChLIKA
«TekcT nokana npuaaracTcs».

B wyactu «BbICTYIIMJIM» mnepeducnstorcs BBICTYMAIONIME W aBTOPHI
BONPOCOB. MHUIMANBI ¥ (haMUiIMsl BBICTYNAIOLIETO MEeYaTaloTCs C KPaCHOW CTPOKH
B HMCEHUTEIBHOM Tajexe. KpaTkasg 3anmuch BBICTYIUIEHHS II0 CYLIECTBY
paccMaTpuBaeMoro Borpoca (M0 pelIeHHUI0 NMPeACceIaTeNbCTBYIOIIET0) U3JIaraeTcs
OT TPETHETO JIULA EJUHCTBEHHOTO YUCJIA.

Ecny TexkcT BBICTYIUICHHSI NPUIIAraeTcs K IMPOTOKOIY, TO HMCHOJIB3YETCS
ccbuIKa «TeKeT BBICTYIUIEHUS IPUIIAraeTCs.

B yactu «PEIINJIN» oTpaxkaeTcs MPUHATOE PEIICHUE MO 00CYKIaeMOMY
BOIIPOCY U PE3YJIbTAThl TOJIOCOBAHUS.

B npotokone 3acenaHus oTpa)xkaeTcsi HaIUYUE OCOOOTO MHEHHUS y 4JIeHa
TEPPUTOPUATBHON KOMUCCUU, O(POPMIIEHHOE B TUCbMEHHON (popMe 0c000€ MHEHHUE
IIOMEIIAETCs M0CIIe PEIECHNUs, B CBA3U C KOTOPBIM 3TO MHEHHUE U3JI0KEHO.

8.4.7. IlpoTokon 3aceaHus MOAMUCHIBACTCS npeacenaTenemM
WM TPEACENATENBCTBOBABIIMM HA 3aCEJaHUU WU CEKpPETapeM TEPPUTOPHUAIBHOU
KOMUCCHH (WJIN 4JIEHOM TEPPUTOPHAIIBHON KOMUCCUU, UCTIOJIHSABIIUM 00513aHHOCTH
ceKpeTapsi TepPUTOPUATBHON KOMUCCHH).

8.4.8. [locne moanucanust MPOTOKOIBI PETUCTPUPYIOTCS C MCIOJIB30BAaHUEM
peructpanoHHo-y4etHo  (opmbl.  [IpoTokonsl  3acemaHuii  HyMEpYyrOTCS
B XPOHOJIOTUYECKOW TMOCHEAOBATEIBHOCTH B Ipeleiax CpoKa IOJHOMOYUHN
TEPPUTOPUAIIBHON KOMHUCCHH.

8.4.9. [IpoTokobI 3acefaHU TEPPUTOPUATLHON KOMUCCHUH, TTPUOOIIICHHBIE K

HUM  PCHICHUIA BMECCTC C MaTcpralaMu, IMMOCITYKUBIINMHA OCHOBAaHHUECM
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JUIS. UX TPUHSITUS, OCOOBIMA MHEHHUSIMU YJIEHOB TEPPUTOPUATILHOM KOMHCCUU
XpaHsaTcs y mpejacenarens (cekperapsi Wi pabOTHUKA armapaTta, OTBETCTBEHHOTO
32 BEJCHHE JICJNONPOM3BOJICTBA) TEPPUTOPUAIBHOM KOMHCCHHM, a 3aTeM,
oopmiileHHBIE B COOTBETCTBUM C TpeOOBaHUAMU WHCTPYKIMH, TepenarTcs
B ApXUB.
9. OdopmiieHre NPUKA30B MpeAceaATeIs
TEPPUTOPHUAIHLHOH KOMUCCHH

9.1. Ilpuka3 mnpencenarenss TEPPUTOPUATBHOW KOMHUCCHHM IO OCHOBHOM
JeSTENILHOCTH (anee — npukas) opopmiisercs Ha OIaHKe YCTaHOBJICHHON (POPMBI
(npunoxxenue Ne 4).

9.1.1 IIpoexkTbl TpPUKA30B TOTOBATCA IO MOPYYCHUIO TpelcenaTess
TEPPUTOPUATBHON KOMUCCHH.

[Tprka3bl MOTYT FOTOBUTBCS U COTIACOBBIBaThCA Takxke cpeactBamu [1/1. [Tpu
MOJATOTOBKE MpUKa30B cpenctBamu [1/] ucnonb3yercs cOOTBETCTBYIOMIMM MA0IOH
OJlaHKa JIOKYMEHTA.

9.1.2. Texcr mpukaza COCTOMT, Kak IPaBWIO, U3 KOHCTATUPYIOLIEH
Y PacCropsIAUTENBHON YaCTEN U JOJDKEH UMETh 3arOJ0BOK.

9.1.3.B koHCcTatupymouied YacTd H3JaralTcia eIl U 33Ja4M
MPEINKUCHIBAEMBIX NE€UCTBUI. ECIM OCHOBaHHMEM K W3/IAHUIO TPUKa3a SIBJISIETCS
HOPMATUBHBIM  MPAaBOBOW  aKT  WIM  PACHOPSAUTENIBHBIA  JIOKYMEHT,
TO B KOHCTaTHUPYIOILIEH YaCTH YKa3bIBAIOTCS €r0 Ha3BaHUE, 1aTa, HOMED, 3ar0JI0BOK.

9.14.B  pacnopsAmudTeNbHOW  4acTH  COHEpXKATCA  NEPEUHMCICHHUE
MPEANNUCHIBAEMBIX  JECUCTBUM, CpPOKM MW ucnoiaHuTenu. IlyHKTBI Tmpukasa
HYMEPYIOTCS apaOCKUMU LIUPPAMU C TOYKON U HE UMEIOT 3ar0JIOBKOB.

9.1.5. Ecin npuka3 u3MEHSIET, OTMEHSIET WU AOTOJHSET PAaHEEe U3IaHHBIN
MPUKAa3 WU €ro OTAEIbHbIE TyHKTHI, TO 3TO OTOBAPUBAETCA B TEKCTE MPHUKA3a.

9.1.6.B MOCJIEAHEM IIyHKTE pacropsauTEIbHON YacTHu,
Ipu HEOOXOAUMOCTH, YKa3bIBAECTCS JOJKHOCTHOE JIMIO, HA KOTOPOE BO3J1araeTcs
KOHTPOJIb 32 UCIIOJIHEHUEM ITPUKA3a.

9.1.7. Ilpn HAJIMYUU IIPUJIOKEHU N K IIpUKa3y B TEKCTE
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Ha HUX 0053aTeJIbHO JeJIaeTCs CChLIKA.

9.1.8. IlpoexT mnpukaza MW NOPWIOKEHUS K HEMY  BU3HPYIOTCS
HETMOCPEICTBEHHBIM HCTIOTHUTEIIEM.

Ecniu B mnpukaze conepkarcs BOMPOCH (PUHAHCUPOBAHHS BBIOOPOB,
o0ecrieueHusl JIeATENbHOCTH TEPPUTOPUAIBHON KOMHUCCHUH, TO OH BU3UPYETCS
y TJIABHOTO OyXTayirepa.

[Tpuxaspl, moaroroBieHHble cpeacTBamu I/, BHU3MPYIOTCS aHaJIOTHYHO
pUKa3aM, OJArOTOBJIEHHBIM Ha OyMa)XHOM HOCUTEJE.

Bussl mpocTaBiastoTess Ha 000pOTHOM CTOPOHE MOCIIEAHETO JTUCTa JOKYMEHTa
(mpukasa, MPUIOKEHUS K HEMY) o YCTaHOBJICHHOM dopme
(npunoxenue Ne 9).

[Ipu moATroTOBKE U COTJIACOBAaHUM NMPOEKTOB MpUKa30B cpeactBamu [1/] nuct
COIJIACOBAaHUSl pacleyvaThIBacTCsl Ha OOOPOTHOM CTOPOHE TIOCIEAHEro JIMCTa
JOKyMeHTa (IpHKa3a, MPHIOKEeHU K HeMy ). [Ipyn HeoOX0IMMOCTH TOTyYeHUS BU3BI
JNOJDKHOCTHOTO JIMIIAa Ha JIUCTE COTJIaCOBAaHUS IpHUKa3a, IOATOTOBIEHHOTO
cpenctBamu I1/], mokymeHT nepenaetrcst Ha OyMa)KHOM HOCHUTENIE Ha BU3HPOBAHUE
COOTBETCTBYIOIIEMY JTOJDKHOCTHOMY JIMILY.

9.1.9. Ilocne noanucaHusi MPHUKa3bl PETUCTPUPYIOTCA C HUCIOJIB30BAHUEM
pEerucTpalMoOHHO-y4YeTHOW (opMbI U (QOPMHUPYIOTCS B Jela B COOTBETCTBHUU
C HOMEHKJIATypoW Jesl TeppPUTOPHATIbHOM KOMHUCCHU BMECTE C JOKYMEHTaMH,
HOCITY>KUBIIUMHU OCHOBaHUEM [Tl U3/1aHUs MTPUKa3a.

B ciywyae ucnonszoBanus qs perucrpaunu I1J1 x PYK npucoenunsrorcs
TeKCT mpukaza B ¢opmare docx wmmm xIsx (mms tabmury momyckaroTcs (hanibl
dopmara  xIsx), anekTpoHHbIM  00pa3 mpukaza B ¢opmare  pdf
(mpu HEOOXOAUMOCTH) U JAENAlOTCA CCHUIKM Ha JOKYMEHTBHI, MOCITY>KHBIIHUE
OCHOBAHUEM JIJISl U3JaHUsI IPUKa3a.

9.1.10. IIpuka3am npuCBaMBaIOTCS PErUCTPALMOHHBIE HOMEpPA B MpPEAeIax
KaJICHIapHOTO T0/1a, TPH ATOM K MOPSIKOBOMY HOMEPY depes Aeduc mpocTaBiisercs
OYKBEHHBIN UHACKC «OJI».

9.2. OpopmiieHne TmpUKA30B TMpeacenaTenass W30UpaTebHOW KOMHCCUU



59
110 KaJpOBBIM BOIIPOCAM.

9.2.1. Ilpukassl npeacenaTeniss TEPPUTOPUATBHON KOMHUCCUM MO KaJIpOBBIM
BOIIPOCaM U3JAI0TCS () KOHKPETHBIM BOIIPOCAM, CBA3aHHBIM
C  JEATEIbHOCTHIO  YJIEHOB  TEPPUTOPUAIBHOW  KOMHUCCHUH,  IPUEMOM
Ha TOCYJApCTBEHHYIO TIpaxaaHckyto ciyx0y Cankr-IlerepObypra B anmapar
TEPPUTOPUAIBHOM  KOMHUCCUH,  TNPOXOXKACHUEM  TPAXKIAHCKOW  CIIyXObI
Y YBOJIBHEHMEM C TPaK1aHCKOM CIIy>KOBbI B armapare TeppUTOpUaIbHON KOMUCCHUH.

9.2.2. Ilpukassl npeacenaTeliss TEPPUTOPUATBHON KOMHUCCUM MO KaJIpOBBIM
BOIpocaM O(OPMIISIFOTCS aHAJIOTUYHO IIPHUKa3aM IpeJceaTelIs TepPUTOPUAIbHON
KOMHCCHM TI0O  OCHOBHOM  JesrenpHOCTH.  IIpmkasam  mpucBamBaroTcs
pPETUCTPALIMOHHBIE HOMEpPAa B IpeleNax KaleHAApHOro TrojAa, IpH  3ITOM
K IOPAIKOBOMY HOMEpY uepe3 J1erc IpocTaBisieTcs OYKBEHHBIH HHACKC «K».

9.3. Konuu npuKa3oB 3aBEpAIOTCS I1€YaThIO TEPPUTOPUATIBHON KOMUCCHUM.

9.4. Ilpuka3pl BMecT€ C MPUOOIIEHHBIMM K HUM JIOKYMEHTaMH,
NOCTYKUBIIMMHU OCHOBAaHHMEM ISl UX W3JaHus (B TOM UHMCIE pacleyaTaHHbIMU
KOIMUAMH JOKYMEHTOB, MOCTYIHMBILUX/IIOATOTOBIEHHBIX B 3JIEKTPOHHOM BHJIE),
(opMupYyIOTCA B JieTa COTJIaCHO HOMEHKJIAType N1 TEPPUTOPUAIbHON KOMHCCHH,
XpaHATCA y mpenceaaresns wid padOTHHKA ammapaTa, OTBETCTBEHHOTO 3a BEJCHUE
JEJIONPOU3BOJACTBA B TEPPUTOPHAIBHOM KOMHUCCUHM, a 3aTeM, O(OpMIICHHBIE

B COOTBETCTBUU C TpeOoBaHUsAMU MHCTPYKIIMU, IEPEIAIOTCS B apXUB.

10. KoHTpOJIb HCIIOJIHEHHS JOKYMEHTOB U MOPYYeHHUil

10.1. KoHTpoJItO UCTIOTHEHUS MOJJIEXKAT:

MOPYUYCHHUSI, COJIepXKalUecss B TOCTAHOBJIEHUSX U JPYTUX JOKYMEHTax
UK Poccuu, Cankt-lIlerepOyprckoit n30UpateibHOM KOMHMCCUU, B PEIICHUSIX
TEPPUTOPUAIIBHON KOMUCCHH;

MOpYyYEHHUsI, COJIepkKaIIuecs B NpHUKa3ax MpejaceaaTesss TePpUTOpUaTIbHON
KOMHCCUHU;

NMUCbMEHHBIE TMOpYYeHUs TpeacenaTess (3aMecTUTeNsl MpecenaTens,

CEKpeTaps) TEPPUTOPUATHLHON KOMUCCHH;
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BXOJIALIME JOKYMEHTHI, B TOM YHCII€ NMHUCbMEHHbIE OOpaIleHHs Tpa)aaH,
yKka3aHHbI€ B llepeuHe nojexanmux KOHTPOJ JOKYMEHTOB C YKa3aHUEM CPOKOB
ucnonaHeHus (npuioxeHrue Ne 11), B COOTBETCTBUU € YKa3aHUSIMU MO UCTIOJIHEHUIO
JOKyMEHTA MpeIceaaTelss TepPUTOPUATBHON KOMHUCCHY;

UCXOJISIUE JOKYMEHTHI, TPEOYIOIINE OTBETA;

MOPYYEHUS, COAEp)KaIMecs B MPOTOKOJIAX 3acedaHuil TeppUTOPUATIBLHOM
KOMHCCHU;

IJIaHBI MEPOTIPUSITHI.

10.2. KoHTpoNb MCHONHEHUs AOKYMEHTOB, yKa3aHHbIX B noapaszene 10.1
WHCTpyKuuu (32 MCKIIOUYEHHUEM HCXOASIIUX JOKYMEHTOB), IO CYIIECTBY
3aTPOHYTBIX B HHUX BOIPOCOB OCYILIECTBIIIET TNpejacenareiab (CEKpeTaphp)
TEPPUTOPUAIIBHON KOMHCCHH.

10.3. KoHTposib HCHOJHEHUS MCXOJAIIMX JIOKYMEHTOB, B TOM 4YHUCIE
32 CBOEBPEMEHHOCTBIO IIOJYYEHHS OTBETOB Ha 3alpoChl TEPPUTOPUATBHOU
KOMHUCCHH, OCYLIECTBIIIET paOOTHHUK ammapara, OTBETCTBEHHBIH 3a IMOATOTOBKY
JAHHBIX JOKYMEHTOB.

10.4. Cpokn HCHOJIHEHUS IOPYYEHHM, COAEPKAIIMXCS B PELIEHUAX
TEPPUTOPUAIBHOM  KOMHMCCUHM, TpHKa3ax MNpeacefaTessi TeppUTOPHAIBHON
KOMHUCCHUH, TUCBMEHHBIX MOPYYEHUH mpeacenaTens (3aMecTUTeNs MpeiceaaTens,
ceKpeTapsi) TEpPUTOPUATBHON KOMHCCHH ONPEAEIISIFOTCS ITUMHU JTOKYMEHTAMH.

10.5. JIokyMeHT TIOJUICKUT HCIOJHEHUIO HE TM03JHeEe, 4YeM uepes
30 xaJleHIapHBIX OHEW CO JHA €ro IOCTYIUIEHWS, 32 WCKIIOYEHHUEM CIy4dacs,
MpEeAyCMOTPEHHBIX MTyHKTOM 10.6 HacTosIIero pa3aena.

Ecnu nmocnennuii 1eHb MCMIONHEHMS TOKYMEHTa MPUXOAUTCS Ha Hepabouuid
JI€Hb, TO OH MOJJIEKUT UCTIOTHEHUIO B MPEAIIECTBYIOIINNA eMy paOouHil 1€Hb.

JlokymeHTsl ¢ noMeTrkamu «BecbMma cpodHO», «CpOYHO» HCIOIHSIOTCS
B TPEXJIHEBHBIN CPOK, TOKYMEHTHI C TOMETKON «OnepaTuBHO» — B JI€CATHIHEBHBIN

CPOK.
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CpOK UCIONTHEHUS UCUYUCISETCA B KaJeHAapHbIX AHsIX. s mopyuyeHuii —
OT JaThl TMOJIMUCAHUS TOPYYEHUS, IJISI BXOIAIIMX JOKYMEHTOB, B TOM YHCIIE
oOpaIeHuii, — OT JaThl PETUCTPAIIUN JOKYMEHTA.

Ecnu mocnennuii AeHb WCHOJHEHUS JOKYMEHTA, COJEPXKAIIEro MOMETKY
O CPOYHOCTH HCIIOJIHEHHS, MPUXOJUTCS HAa HEpaOOUUd JI€Hb, TO OH MOJJICKHUT
WCITOJTHCHHIO B CJICTYIONTUH 32 HUM pabO4uii ICHb.

10.6. Cpokx  WCIOJHEHUS]  BXOIAIIMX  JIOKYMEHTOB M OOpalieHuit
YCTaHaBJIMBAKOTCS UCXO/IS U3 CPOKOB, MPEITIAra€MbIX OPraHU3alMEel, HallpaBUBIIEH
JIOKYMEHT, WJIA CPOKOB, YKa3aHHBIX B MpuiioxeHun No 11.

OOpaiieHnss 0  HapylIeHMM  3aKOHA, TOCTYNUBIIME B  TEPHUOJ
COOTBETCTBYIOIIEH  M30MpaTeNbHOW  KaMIIaHWHM, KaMIIaHUM  pedepeHayma,
UCIIOJIHSIOTCS B CPOKH, YCTAHOBJICHHBIE 3aKOHOJATEIbCTBOM O BBIOOpAx
u pedepeHayme.

10.7. OTBETCTBEHHOCTh 32 CBOEBPEMEHHOE UM  IIOJJHOE BHECCHHE
B  PETUCTPAIIMOHHO-YYETHYIO (OpMy CpPOKOB  HCIIOJIHEHHUS  JIOKYMEHTOB
U UHQOpMAIIMU O COCTOSIHUM HCIIOJHEHUS JIOKYMEHTOB, KOHTPOJIb CPOKOB
VCIIOJIHEHHS IOKYMEHTOB BO3JIararOTCs Ha CEKpeTapsl WM padOTHHKA amnmnapara,
OTBETCTBEHHOTO 3a BEJECHUE JIETONPOU3BOJICTBRA.

10.8.B IJIaHaxX MEpOIPUSATHH, YTBEPKIECHHBIX pelIEHUAMHI
TEPPUTOPUAIBHOM KOMHUCCHM, TpHKa3aMU TMpeACceNaTesis TEepPUTOPHATBHOM
KOMHCCHUH, KOHTPOJIIO TTOAJIEKAT CPOKH UCTIOJIHEHUSI OTAEJIBHBIX €r0 ITYHKTOB.

10.9. ITpu HEOOXOAUMOCTH MPOIJICHUS CPOKAa WCIOJHEHUSI JIOKYyMEHTa
OTBETCTBEHHBII 32 UCIOJHEHHE HE MO3JHEE YEM 3a TPH JIHS 10 UCTEUEHHsS CpOKa
WCIIOJTHEHUS JTOKYMEHTa MPEJCTaBIIICT HAa UM TpeAceaaTesisi TepPUTOpUAIbHON
KOMHCCHUU CITy>KEOHYIO 3alTUCKY ¢ MOTUBHPOBAHHOW MPOCHOOHN O €ro mpojjieHuH,
KOTOpasi MOXKET OBITh MOJITOTOBJICHA M coTjlacoBaHa cpeactBamu I1/].

10.10. JJokyMEHT CUATAETCS UCIIOJIHEHHBIM MU CHUMAETCS ¢ KOHTPOJIA MOCIE
pEIIeHUs] BCEX TIOCTaBJIEHHBIX B HEM BOIPOCOB, COOOIIEHUS PE3yJIbTATOB
PacCMOTPEHHUSI BCEM 3aMHTEPECOBAHHBIM JIMLIAM.

10.11. OcHOoBaHUSIMU ISl CHATHSI TOKYMEHTA C KOHTPOJIS SIBJIIFOTCS:
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CiIyeOHasi 3alKMCcKa O CHATHUHU JOKYMEHTa (MM OTHAEJbHBIX €ro IyHKTOB)
C KOHTpPOJS UM 00 WCHOJHEHWH JOKyMEHTa Ha UMs MpelceaaTes
TEPPUTOPUAIIBHOM KOMHUCCUM, IOATOTOBICHHAS! OTBETCTBEHHBIM 32 UCIIOJIHEHHE
c ormetrkoit («Cormacen», «Paccmotpen», «llpunaro») mpeacenarTens
TEPPUTOPUATIBHOM KOMHUCCHUU O TMPUHATUM HUCIOJHEHHUS, KOTOpas MOXKET OBITh
IIOATOTOBJIEHA U coryiacoBana cpeactsamu 11/1;

pelieHrue  TEePPUTOPUAIBHOM  KOMHUCCHUM,  TpHUKa3  Mpejacenarens
TEPPUTOPUATBHON KOMUCCUH T10 PE3yJIbTaTaM HUCIIOJTHEHHS IOKYMEHTA;

OTBET Ha BXOJSAUIUI TOKYMEHT;

OTBETHl OT OpraHM3alMii, B KOTOpbIe JOKYMEHT ObUI HalpaBjeH
JUISL PacCMOTPEHUSI IO CYIIECTBY IOCTaBJIECHHBIX B HEM BOIIPOCOB U OTBETa
3asIBUTEIIO;

HamnpaBjieHUE oOpalieHuss B Jpyrue OpraHu3alud JJIsl pPacCMOTPEHUS
10 CYILIECTBY MOCTABJICHHBIX B HEM BOIIPOCOB M MOCIIEAYIOIIEr0 NH()OPMUPOBAHHUS
aBTOPA O pe3yJIbTaTax pacCMOTPEHUS.

10.12. JIoKyMEHT HE CUMTAETCS UCTIOJHEHHBIM U OCTAETCSI HA KOHTPOJIE:

€CIM OH HampaBisieTcss B JpyrHe OpraHbl WIA  OpraHu3auuu
JUISL PAacCMOTPEHHUs C LEJNbI0 [OJYYEHUS TEPPUTOPUATIBHOM KOMHUCCHEH
uH(popMauu, HEOOXOIMMOM i PACCMOTPEHHUS IO CYIIECTBY MOCTaBICHHBIX
B JIOKYMEHTE BOIIPOCOB. B ciyuae HEOOXOAMMOCTH TeppUTOpUAIbHAsT KOMHCCUS
uHdopmupyer 00 3TOM aBTOpa JOKYMEHTA,

€CIM OH HampaBJsieTcss B JApyrHe OpraHbl WIM  OpraHU3alHH
JUISL PAaCCMOTPEHUSI IO CYIIECTBY IOCTABJIECHHBIX B HEM BOIIPOCOB M OTBETA
3asIBUTENI0 C MOCIEAYIOIIMM HHMOPMUPOBAHUEM TEPPUTOPHAIBHON KOMUCCHU
O pe3yibTaTax UCIOJTHEHHUS.

11. U3roroBiieHME U MCIIOJIB30BAHNE MeYaTe U ITAMIIOB

11.1. lnss ynmocToBepeHUs MNOJIMHHOCTH JOKYMEHTOB WJIM COOTBETCTBUS
KONMHUK JOKYMEHTOB TOJUIMHHUKAM, TIPOCTABJICHUS OTMETOK O TOJy4YCHUH,

perucTpanyu JOKYMEHTOB B TEPPUTOPUATBHON KOMHCCUHU MCIIOJIB3YIOTCS NE€YaTh
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c m3ob0paxenueM ['ocymapctBenHoro repba Poccuiickoii ®enepannm (manee —
repOOBBIC M€YaTH) U IPYTUE MEYATH U IITAMIIHI.

11.2. U3roToBneHnE MeYaTel W IITAMIIOB OCYUIECTBIISICTCS IO YKa3aHUIO
npeacenarenas TEPPUTOPUATBHOM KOMHUCCHUU JIMOO B COOTBETCTBHM C PEUIEHUEM
BBIIIECTOAIIEH N30UPATEIHbHOU KOMUCCHH.

Htamobel ¢ (akCUMUIBHBIM BOCHPOU3BEICHUEM TMOJIMUCH TpeceaaTeds,
3aMECTUTENI  MpPENCEeNarelis,  CEKperaps  TEPPUTOPUAIBHON  KOMHCCUU
U3TOTOBJIAIOTCS. TIO HUX TIOPYYEHHI0O M MOTYT OBITh  HCIOJIb30BaHbI
JUIS TIPOCTABJICHHsI Ha AyOJNMKAaTax U KOMHUSAX MOJMUCAHHBIX B YCTAaHOBICHHOM
NOPSJIKE TOKYMEHTOB.

11.3.T'epOoBasgs medarb TEPPUTOPUATBHON KOMHUCCHUHM MPOCTABISAETCS
Ha  (UHAHCOBBIX  JIOKYMEHTaX, TapaHTUWHBIX  MHUCbMaX,  JOTOBOPAX,
rOCyJapCTBEHHBIX KOHTPAKTaX JIOBEPEHHOCTSX, U B JAPYTMX IPELyCMOTPEHHBIX
3aKOHOAATENBCTBOM CIIy4YasiX.

11.4. Ha paccpuiaeMbIX KONUSIX PELICHUM TEPPUTOPUAIIBHOW KOMHCCHH,
IIPUKA30B MpeceaaTeNss TepPUTOPUATILHON KOMUCCUH, HA TTAKETax IpPH OTIIPaBKe
JOKYMEHTOB, IIpH OPOPMJIEHUU JOKYMEHTOB Ha MPUEM TOBAPHO-MATEPHATBHBIX
LHEHHOCTEH MpocTaBisieTcss TepOoBas WM UWHAs IMedyaTb TEePPUTOPUATIBLHON
KOMHUCCHH.

11.5. ITeyatn ¥ mTaMnbl MOAJIEKAT YUETy B OTICIBHOM KypHAlle ydeTa
nevyaren U HITaMIIOB PabOTHUKOM amnmnapara, OTBETCTBEHHBIM
3a enonpou3BoAcTBO. [leyaTu W mTaMIbl BBIAAIOTCS MOJ MOANKUCH B KypHaje
ydyera neyated u wmramnoB. Ha »xypnHane mnpocrtaBisiercs otMmeTtka «/CII»,
€ro JIMCTbl HyMEPYIOTCS, MIPOIIUBAIOTCS U ONEYATHIBAIOTCS.

11.6. ITleyatn ¥ mTaMnbl JOJDKHBI XPAHUTHCS B HANEKHO 3aKPBIBAEMBIX
U OTleYaThIBAEMbIX B HEpabouee BpeMs ceripax miim MeTaTHIeCcKuX mKadax.

11.7. KonTposib 3a MpaBUIBHOCTHIO XPAHEHUS W MCIIOJIB30BAHUS TE€UaTEH
¥ IITaMIOB OCYIIECTBISICT PAa0OTHUK ammapara TepPUTOPUATIBLHON KOMHCCHH,

OTBETCTBEHHBIN 3a ACIOIIPONU3BOACTBO.
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CBepka HaiMuusl Me4aTed W IITAMIIOB OCYUIECTBIIECTCS MpeAceaaTeiemM
TEPPUTOPUAITHLHON KOMUCCHH OJIMH Pa3 B TOI.

11.8. [Ipumeamme B HErOAHOCTh II€YATH W IITAMIIBI YHHYTOXKAKOTCH,
O YeM COCTaBJISIETCS aKT, a B JKypHajJe ydeTa IeyaTeid M IITaMIIOB CTaBUTCS
COOTBETCTBYIOIIAsA OTMETKA.

YHUUTOXKEHHUE NPOU3BOJAUTCSA MOCIE YTBEP)KICHHUS aKkTa IMpeiceaaTeIeM
TEPPUTOPUAIBHON KOMHUCCHHU. MeTauIMuecKhe IeYaTH YHUYTOXXAIOTCS IyTEM
MIOJTHOTO CHWJIMBAHUS TEKCTA WJIM OMUJIMBAHUS JBYMS MEPEKPECTHBIMU JIMHUSIMH,
Kay4yKOBBI€ I€YATH U IITAMIIBI Pa3pe3at0Tcsl Ha MEJIKUE YaCTH WM CHOKUTAIOTCA.

11.9.06 yrepe mneyaTd WM IITaMra He3aMEIMTEIBHO CTaBHUTCS
B U3BECTHOCTH MPEJICEAATENb TEPPUTOPUATHHON KOMUCCHUH.

12. ®opmupoBaHue AeJi M epeaada ux B apXuB

12.1. CocraBnenue u yTBEpKACHUE HOMEHKIATYPhI JEl.

Homenknarypa nen mnpenHasHaueHa s (OPMHUPOBAHUS HCHOJHEHHBIX
JIOKyMEHTOB B Jena (3JeKTPOHHBIE Jelia), CUCTEMaTU3alluk W yd4eTa Jell,
OIIPEENICHNUS] CPOKOB UX XPAaHEHUS W SIBIICTCS OCHOBOM IS COCTABIICHUS OMMCEN
Jel IOCTOSSHHOIO M JOJITOBpeMEHHBIX (cBblie 10 J7eT) CpoKOB XpaHEHWH,
B TOM 4YHUCJE IO JIMYHOMY COCTaBy, aKTOB O BBIJEJICHUM K YHUYTOKEHUIO
JOKYMEHTOB C MCTEKIIMMH CpPOKaMU XpaHEHWs, a Takxke Uil ydera Jell
B JIEJIONPOU3BOJICTBE.

B HOMeHKnaTypy JAesll MOTYT BKJIIOYAThbCSl 3aroJIOBKH €I, OTPaKarollue
JEATEIbHOCTh TEPPUTOPHUATIBHOM KOMHUCCHUM, B TOM 4YHUCIE JIMYHBIE JIENa,
CIIPABOYHBIE U YUETHBIE KAPTOTEKU U JPYTUE YUETHBIE POPMBI.

He Bxitowarorcs B HOMEHKJIATYpy J€J NEPUOAUYECKHE W3AaHUs, KHUTH,
OpOITIOPHI.

3aroJ0BOK JieJia IOJKEeH YETKO U B 000011IeHHON (hopMe OTpakaTh OCHOBHOE
colepkaHMe M cocTaB JOoKymMeHToB. He nomyckaercs ynorpeOseHue
HEKOPPEKTHBIX (DOPMYJIUPOBOK, BBOAHBIX CJIOB U CIOKHBIX 00OPOTOB.

[Ipn cocraBlieHMM HOMEHKIATYphl Jell CIEAyeT PYKOBOACTBOBATHCS

perilaMCHTOM TeppHTOpHaHBHOﬁ KOMHUCCHHU, HepequM THUITOBBIX YIIPABJICHYCCKHX
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ApXUBHBIX  JIOKYMEHTOB, O0Opa3ylIIuxcsi B  Tpolecce  JeATeIbHOCTU
rOCYJapCTBEHHBIX OPTraHOB, OPIraHOB MECTHOI'O CaMOYIIPABJICHUS U OPTaHU3ALINM,
C YKa3aHMEM CpPOKOB XpaHEHHs, YTBEpPKIECHHbIM mpukazom DenepanbHOro
apXHUBHOTO arentctBa o 20 nexaops 2019 rona  Ne 236
(nanee — Ilepeuens), IlpaBunamu opraHu3zalMM XpaHEHHs, KOMILIEKTOBAHMS,
ydeTa 1 UCI0JIb30BaHUsl TOKYyMEHTOB ApXxuBHOTO (hoHaa Poccuiickoit denepannu
U IPYTUX APXUBHBIX JJOKYMEHTOB B TOCYZAapCTBEHHBIX OpraHax, OpraHax MECTHOIO
CaMOYIPABJIICHUS W OpraHU3alMAX, YTBEPKICHHBIX IpHUKa3oM DenepasbHOro
apxuBHOro are’rcrsa oT 31 wmronma 2023 roma Ne 77, mopsaxkamu XpaHeHUs U
nepegayd B apXWBBl  JJOKYMEHTOB,  CBSI3aHHBIX € IOATOTOBKOM
u IIPOBEACHUEM BBIOOPOB, YTBEPKIACHHBIMU UK Poccun
u Cankr-IlerepOyprckoil n30upaTenbHOW KOMHUCCHM, HOMEHKJIATypaMu el
TEPPUTOPHUAIIBHON KOMHUCCHUU 3a MPEAIIECTBYIOIIME TOBI.

[Ipy moAroTOBKE HOMEHKJIATYPHI JI€ HEOOXOAMMO YUYHUTHIBATh XapaKTep
BbIOOPOB, IPOBOJIUMBIX B IIPEJCTOSILIEM TOAY.

Homenknatypa pen TeppUTOPHUAIIBHOM KOMHUCCUM Ha MPEACTOSIIUN
KAJIGHOApHBIA TOJl COCTaBIsieTCs pa0OTHHKOM —amnmapara, OTBETCTBEHHBIM
32 BEJCHUE [EJONPOU3BOJACTBA, B IIOCIEAHEM KBapTaje TEKyILIero TIoja,
COTJIACOBBIBAETCS C CEKPETAPEM TEPPUTOPHUATBHON KOMUCCHH, PACCMATPHUBAETCS Ha
3acelaHny DKCIEPTHONW KOMUCCUU TEPPUTOPUATIEHON KOMHUCCHH, COTJIACOBBIBAETCS
c cekperapem Cankrt-IlerepOyprckoit nu3dupaTeIbHON KOMUCCHUM, YTBEPKIACTCS
npeacenaTenemM TEPPUTOPUAIIBHON KOMHUCCUHU
¥ BBOJUTCS B JiciicTBUE ¢ | ssHBapsi cleayromiero roja (npuiaoxenue Ne 12).

Homenkiatypa nenm He pexe OOHOroO pa3a B ISATh JIET YTBEPKAACTCA
AKCTIEPTHO-MPOBEPOYHOM METOIUYECKON KOMHCCUEH (manee — OIIMK)
Cankr-IlerepOyprckoro rocyapCTBEHHOTO Ka3€HHOTO YUPEKACHUS
«lentpanpubiii  rocynapctBeHHbii  apxuB  Cankrt-llerepOypra»  (nmanee —
LII"'A CIIO).

B ciiyyae BO3HMKHOBEHUSI B T€UEHHUE I'0/la HOBBIX €N OHU JOMOJIHUTEIBHO

BHOCATCs B YTBECPKICHHYIO HOMCHKIIATYPY ACJI B YCTAHOBJICHHOM BBIIIEC ITOPSAAKE.
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[To oxoHYaHWW KaJEHAAPHOTO TOJa PabOTHUK ammapara, OTBETCTBEHHBIN
3a BEJCHUE [EJIONPOU3BOJICTBA, B KOHLE HOMEHKJIATYphl JAEHI COCTaBISET
UTOTOBYIO 3alMCh O KOJMYECTBE 3aBEICHHBIX Jed (TOMOB, YacTei), OTACIBHO
MOCTOSSHHOTO M BPEMEHHBIX CPOKOB XpaHEHUsT Ha OyMaXKHOM HOCHUTEIE
U O KOJIMYECTBE 3aBEACHHBIX JIJIEKTPOHHBIX JI€JI MOCTOSHHOTO U BPEMEHHBIX
CPOKOB XpaHEHHUS, a TAK)KE 3aMOIHIET Tpady 3 HOMEHKIIATYPHI.

Cpok XxpaHeHHsI JOKYMEHTOB YKa3bIBAa€TCS B HOMEHKJIAType JIEN CO CChUIKOM
Ha cTaTthio llepedHss uiaM MHOM HOPMATUBHBIM MPABOBOW aKT, YCTAHABIWBAKOIIMMN
CPOK XpaHeHusi JoKkyMeHTa. CpoK XpaHEHUs TOKYMEHTOB, HE YKa3aHHBIX B JAHHOM
[lepeune, ycranaBnuBaercs 1o coryacoBaHuto ¢ Cankr-IletepOyprekoi
uzouparenbHoit komuccuent u SIIMK LIT'A CII6.

Ucuncnenue CPOKOB XpaHEeHUs JIOKYMEHTOB, 3aKOHYEHHBIX
JIEJIONPOU3BOACTBOM B TEKYIIEM I'OJly, HAUMHAETCS C 1 SIHBaps CIEAYIOUIErO roja.

TepputopuanbHas KOMUCCHS TakKe BIpaBe pa3padaThiBaTh THUIIOBBHIC
W/WITU IPUMEPHBIC HOMEHKIIATYPBI JIEJ1 JJI1 Y4aCTKOBBIX N30MPaTEeIbHBIX KOMUCCHUH.

12.2. OdbopmieHue JIOKYMEHTOB, 3aKOHUYEHHBIX JEJIOMPOU3BOACTBOM,
dbopMUpOBaHUE U TEKYIIIEE XPAHECHHE JI€]l B TEPPUTOPHUATBHON KOMUCCHH.

3aKOHYEHHBIE JEJIOITPOU3BOACTBOM JOKYMEHTHI oopMIISIOTCS
B COOTBETCTBUM C TpeOOBaHUAMHU WMHCTPYKIMU, CHUCHIBAIOTCS MpeceaaTeneM
TEPPUTOPHUAIIBHOM KOMHUCCHUHM B J€J10. [[pr 3TOM B HM>KHEMW 4aCTH JIMIIEBOM CTOPOHBI
MEPBOTO JIUCTA JJOKYMEHTa Ha CBOOOIHOM OT TEKCTa MECTE CTABUTCSI OTMETKA O €T0
WCMOJIHEHUH, JEeNaeTcsl Haanuch «B 1eno», MOXKET yKa3blBaTbCsi HOMEp Jefa o
HOMEHKJIaType ®  jgara  cnucanus. [Ipy  HEOOXOOUMOCTHM  OTMETKa
00 HCMOJHEHUH MOXKET OBbITh ClieJlaHa Ha OOOPOTHOM CTOPOHE MEPBOrO JHCTa
JTOKyMeHTa. B peructpaniuoHHyro QopMy BHOCHUTCS OTMETKAa O CIHMCaHHUU
JIOKYMEHTA B JE€J0 C YKa3aHHEM HOMEpPA JIeJIa COTJIACHO HOMEHKIATYPe Ae.

Ucnonnenubie  DOKyMEHTHI  (OpPMHUPYIOTCS  pabOOTHMKOM  ammapara,
OTBETCTBEHHBIM 33 BEJICHUE JEJIONPOU3BOJICTBA, B JI€la B COOTBETCTBUHU

C YTBEPK/I€HHON HOMEHKJIATypOH el
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Jleno cuuTaeTcs 3aBEACHHBIM C MOMEHTAa BKIIOUYEHHS B HEro IEPBOrO
VCIIOJIHEHHOT'O JIOKYMEHTA.

3aKOHYEHHBIE JIETOMPOU3BOCTBOM JIEKTPOHHBIE JOKYMEHTBI (POPMUPYIOTCS
paOOTHMKOM  ammapaTa, OTBETCTBEHHBIM 32 BEJCHHE JICJIOMPOM3BOICTBA
B DJIEKTPOHHBIE JieNia (Tarku, AMPEKTOPUH) B COOTBETCTBUM C HOMEHKJIATYpOU Aell.

[Ipu ¢dopmupoBanuu gena MpoBEpsSETCS MNPABUIBHOCTh OTHECEHUS
JOKYMEHTOB B JIaHHOE JI€J10, Ka4€CTBO 0(OPMIIEHHS U KOMIUIEKTHOCTh JOKYMEHTOB,
HaJIM4ne HOJIIACEH, BU3, PETUCTPALMOHHBIX HOMEPOB, CIIPaBOK
WIA OTMETOK 00 WCHOJHEHWM, CHHCAHWW B JEN0 W Jpyrux. HempaBuiibHO
oopmiieHHBIE JOKYMEHTBI JOJDKHBI OBbITh J00(OPMIIEHBI, a 3aTEM MOMEUICHbI
B JIEJIO.

He nomyckaercs moMelieHHe B JI€JI0 AOKYMEHTOB, COJEP:KAHHE KOTOPBIX
HE COOTBETCTBYET 3aroJIOBKY JIena.

[Ipu popmMupoBaHUM J1€7 COONIOAAIOTCS CIEAYIONINE TPEOOBAHUS:

JOKYMEHTBI MOCTOSSHHOTO M BPEMEHHOTO0 XpaHEHUs (POpMHpYIOTCS B JAela
pa3aeibHo;

B JIEJI0 BKJIIOYAIOTCS TOJBKO HCIIOJHEHHBIE, MPABUIBHO O(POPMIICHHBIE
JOKYMEHTBI B COOTBETCTBUH C 3ar0JIOBKaMH JIeJl B HOMEHKJIATYPE;

BCE€ JIOKYMEHTBI, OTHOCSILKECS K PELIEHUIO0 OJTHOTO BOIpoca, (GOpMUPYIOTCS
B OJIHO JIEJIO;

JOKYMEHTBI, TOJJIEXKAINE BO3BPATy, B €10 HE TOMEIIAOTCS;

B JIEJI0 TIOMEIIAETCS TOJIbKO OAMH 3K3EMIUIAP JIOKYMEHTa, YE€PHOBUKH
Y BAPUAHTBHI IPOEKTOB JJOKYMEHTOB B JIEJIO HE MOAIIMBAIOTCS (32 UCKIIOYEHUEM TEX,
Ha KOTOPBIX MMEIOTCSl BM3bl, YKa3aHHUS MO HMCIOJHEHUIO JOKYMEHTOB U Jpyrue
OTMETKH, JIOMOJIHSIONINE NEePBbINA FK3EMIUISP);

B JIEJIO BKJIIOYAKOTCS, KaK MMPaBUJIO, JOKYMEHTBI OJJHOTO KaJEHIapHOIo rojia
(MCKJIFOUEHHUE COCTABJISIOT JINYHBIE U MIEPEXOAIINE JEI1a);

00BbeM (hopMHpYEMBIX €T TIOCTOSHHOTO XPaHEHUs U TI0 JINYHOMY COCTaBY He
noJkeH npeBblimaTh 250 muctoB (3—4 cM TOJMIIMHBI KOPEIlKa Jena), TOJIIUHA el

BPEMEHHBIX CPOKOB XpaHEHUs He A0bkHa peBbimath 10 cM. [Ipu Oonbiiem o0beme
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JOKYMEHTOB B Jene  (GopMUpyeTCsl  HECKOJIBKO  TOMOB  (4dacTeil).
[Ipn Hanmuuuu B €€ HECKOJbKUX TOMOB (YacTeil) MHIEKC M 3arojoBOK jela
MIPOCTABIIIOTCS HA KAKIOM TOME ¢ o0aBineHreM odo3HadeHuit «Tom 1», «Tom 2»
U T.J.

OJIEKTPOHHBIE JIOKYMEHTBI Ha TOMa M 4YacThU HE Pa3aeistoTCs.
Bce 5meKTpOHHBIE JOKYMEHTBHI, OTHOCAIIMECS K OJHOMY HOMEHKJIATYpHOMY
WHJIEKCY, HE3aBUCUMO OT UX 00beMa, BKIIFOUAIOTCS B OJIHO AJIEKTPOHHOE JIETIO.

B cnydae HEoOXOOUMOCTH TOKYMEHTBHI MO OAHOMY M TOMY K€ BOIPOCY,
HO C pAa3aM4YHbIM CPOKOM XPaHEHUS MOIYT HAXOIOUTBCA B OJHOM JEJIE
J10 KOHI[A TEKYIIEro roja WIM 10 3aBEpLUCHUs HCIIOJHEHUs JOKYMEHTA, a 3aTeM
nepepopMUPOBBIBAIOTCS B Ji€7Ia HOCTOSTHHOTO U BPEMEHHBIX CPOKOB XPaHEHHS.

B neno BkiIroyaroTcs Bce JOKYMEHTHI 110 KOHKPETHOMY BOIIPOCY BMECTE
C MPWJIOKEHUSIMHU, YKa3aHHBIMU B TEKCTE IOKYMEHTA, [IPU OTCYTCTBUU IPUIIOKEHUM,
yYKa3aHHBIX B TEKCTE JOKYMEHTA, UCIIOJHUTENb 00s13aH OPTraHU30BaTh UX PO3BICK U B
ciy4ae ux oOHapy KeHUs c(opMHUpPOBAThH B 1eJ0 BMECTE
C JOKYMEHTOM, K KOTOPOMY OHM IpWJIAraroTcsi. ECiam po3bICK TOKYMEHTOB €l
ITOCTOSIHHOTO WJIM JOJITOBPEMEHHBIX CPOKOB XPAaHEHHMs, B TOM YHUCJE IO JUYHOMY
COCTaBy, HE JaJl  IIOJIOXKUTEIBHBIX  PE3yJbTaTOB,  COCTaBJAETCS  AKT
0 HEOOHAPY)KEHUH JOKYMEHTOB, ITyTH PO3bICKA KOTOPBIX HCUEPIIaHBbI.

JIOKyMEeHTbl ~ BHYTPM  Ji€Jla  PacCIOjararorcsi B XPOHOJOTHYECKOU
WJIM BOIIPOCHO-JIOTUYECKOM ITOCIIEI0BATEIBLHOCTH NI UX COYETAHUU.

HopmatuBHplE W OpraHM3allMOHHO-PACHOPSAUTENBHBIE  JTOKYMEHTBI
C OTHOCAIIMMUCS K HHUM NPWIOKEHUAMU TPYNNUPYIOTCA B Jejla [0 BUAAM
JOKYMEHTOB M 10 XPOHOJIOTHH.

[IpoTOKOIIBI 3acenaHnil TEPPUTOPUAIIBHOM KOMHUCCUH PACIIONAraroTCs B ACIe
II0 XPOHOJIOTMM B IOPSAKE BO3pACTaHUS HOMEPOB. J[OKYMEHTBI K 3aCEIaHUIO
TEPPUTOPUATIEHON KOMUCCHH IMOMEIIAKOTCS MTOCJIE COOTBETCTBYIOLIETO ITPOTOKOJIA B
MOPSAKE PACCMOTPEHNS BOIIPOCOB HA 3aCEaHUH.

[Tonoxenus, WHCTPYKLINH, YTBEPKICHHBIC pacnopsiAuTeIbHbIMU

AOKYMCHTAMM, ABJIAIOTCA TMIPHIIOKCHHUAMU K HHM MW TIPYHNIIUPYIOTCA BMECTEC
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C YKa3aHHBIMHU JJOKYMEHTaMH.

[InanoBast 1 OTYETHAsA JOKYMEHTAIIMsI HE3aBUCHUMO OT JIaThl €€ COCTABIICHUS
BKJIFOYAETCS B IEJIO TOrO roJia, K KOTOPOMY OHA OTHOCHTCS.

IIpu nHeoOxomumoctu B gene «llepenucka» wucXonsimuii (OTBETHBINM)
JOKYMEHT TOMeINIaeTcsi mnociie BXojsuiero. I[lpu BO300HOBICHHM NEPENUCKU
10 BOIPOCY, HAYABIICHCS B MPEIbIAYIIEM IOy, TOKYMEHThI BKIIOUAIOTCA B JIEJIO
TEKYIEro roja W YKa3blBAaeTCS MHJIEKC TOTO JieJla [0 HOMEHKIAType el
OpEeAbIAYIIEro roja, B KOTOPOM HAaXOASTCS MPEANIECTBYIOIIUE JTOKYMEHTHI
10 3TOMY BONPOCY.

OOpaiiieHus rpaxkjaaH U JOKYMEHTBI MO0 MX PACCMOTPEHUIO (GOPMUPYIOTCS
B OT/AC/HbHBIC Jena. OOpamieHusi, JOKyMEHTHI MO0 WX PACCMOTPEHUIO COCTaBJISIIOT
B JIEJI€ CAaMOCTOSITEJbHBIE TPYIIBI M TOMENIAIOTCS B JI€Ia B COOTBETCTBUU
C HOMEHKJIATYPOl 1eJ1 TEPPUTOPUAIIBHON KOMUCCHH.

[Ipu popmMupoBaHuM Aena U3 HECKOJIbKUX TOMOB (4acTel), KpomMe OOIero
3aroJoBKa nena npu HEO0OXO0IUMOCTH COCTaBIISIFOTCS 3aroJI0BKH
Ka)XJI0ro ToMa (4acTu), yTOUHSIIOIIUE COAEpKaHNuEe TOMOB (YacTeil) nena.

B nenax, naxonasimmxcsi B JEJIONPOU3BOJCTBE, JOKYMEHTBI TEKYIIETO rojia
pacroyiaratoTcsi MO XPOHOJOTMM CHU3Y BBEpPX IO MeEpe MOCTYIUICHHUS.
[Ipy moAroTOBKE K CclIadye B apXuB Jejla C JOKYMEHTaMU MOCTOSIHHOTO
U JOJTOBpeMEHHbIX (cBbIme 10 7eT) cpokoB XpaHeHHs MepedOpMUPOBBIBAIOTCS
B OOpaTHOM TOPSIKE: JOKYMEHT, MOCTYNHBIINKA B KaJC€HIAPHOM TOJIy MOCIEIHUM,
JIOJDKEH OBITh BHM3Y JIe7la, a MEPBbIM JIOKYMEHT KaJICHIapHOTO Tojla — BBEPXY,
MIEPBBIM.

Jlena ¢ MOMEHTa MX 3aBEJICHUS W JI0 MEpelaud B apXUB WU YHUUYTOKCHUS
B CBSI3U C MCTEUCHHEM CPOKOB XpaHEHUsS HAXOJATCS y Mpejacenarens (cexperaps
Wi pabOTHHUKA ammapara, OTBETCTBEHHOTO 3a BEICHHUE JIETONMPOU3BOJICTBA)
TEPPUTOPUATIBHON KOMUCCHH.

DONEeKTpOHHBIE  JIOKYMEHTHI  (OPMHPYIOTCS B JJIGKTPOHHBIE  Jela
B COOTBETCTBMM C HOMEHKJIATypod mei. B HoMeHknaType Jen yKas3bIBaerTcs,

YTO JIeJI0 BEAETCS B DJEKTPOHHOU (dopme. DIEKTPOHHbIE JOKYMEHTHI MOCIE
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UX HCIOJHEHMS WM OTIPABKHA NOMJIEKAT XpaHeHuio B I/l B TeyeHue CpoOKOB,
IPEIyCMOTPEHHBIX JJI1 AHAJIOTMYHBIX JIOKYMEHTOB Ha OyMa)KHOM HOCHTEIE.
B ciydae ecim Jnena mOpencTaBlieHbl Ha OyMa)kKHOM HOcUTENne W B (opme
AIIEKTPOHHBIX JJOKYMEHTOB («TUOPUIHOE ACTI0») U HE UMEIOT 3JIEKTPOHHOTO 00pa3a
B coorBercrByromer  PYK, To oOHM  nmommexar — CKaHUPOBAHMIO
C MOCJIEIYIOIUM MPUCOEANHEHUEM 3JIEKTPOHHOIO 00pa3a B COOTBETCTBYIOLIYIO
PVK.

B HOMeHKnaType Aen 3JeKTPOHHOE JEN0 U JeN0 Ha OyMa)KHOM HOCHUTENE
OTPAXKAIOTCA Kak JBa TOMAa, HMMEIOIIME OJWH 3aroJIOBOK M CpPOK XpaHEHWS.
K unaexcy 3iekTpoHHOTo Jena npuOaBiseTcs IuTepa «O.

[IpoTokonsl 3acenaHuii, PEIICHUS TEPPUTOPUAIBHOW KOMHCCHUH, CIHCKHU
IIPUIJIALLIEHHBIX, [IpUIaracMbple K IPOTOKOJY ITOJIMHHBIE JK3EMILIAPHI PEIICHUN
C COOTBETCTBYIOLIUMU IPUIIOKEHUAMU, IPOTOKOJBHBIC NOPYYEHUs, JOKYMEHTHI,
IIOCIYKMBIIME OCHOBAHMEM JUII PpPACCMOTPEHMS BONpPOCAa HAa 3aceldaHuu
TEPPUTOPUATILHOM  KOMHCCUM, paclIMpoBaHHAs  ayauo3alUCh  3acelaHus
(npu ee HAIM4YMK), A0 MEPEAAYM B apXHUB HAXOIATCA y mpeaceaarens (pabOTHHKA
anmapara, OTBETCTBEHHOIO 3a BEJIEHHUE JIEJONPOU3BOJCTBA) TEPPUTOPHUAIBHON
KOMMCCHHU.

3a COXpAaHHOCTh JOKYMEHTOB U JI€JI OTBETCTBEHHOCTh HECET IpEACENATEND
TEPPUTOPUATIBHON KOMUCCHH.

Jlena MOKHBI HaxXOOUThCcsl B paboueld KOMHATe WIM B CHEHAJIbHO
OTBEJCHHOM I 3TOM L€ MOMEIIEHUN U XPAaHUTHCS B 3alUparoluxcs mkadax,
IIPEAOXPAHAIOIINX JOKYMEHTHI OT IBUIM U BO3ECUCTBUS COJTHEYHOTO CBETA.

B wmenmsx obOecnedeHWss ONEpPaTUBHOIO TIOMCKA JIOKYMEHTOB Jela
pacronararorcs B COOTBETCTBUM C HOMEHKJIATYpOM €], KONUS KOTOPOU
IpU HEOOXOIMMOCTH, TIOMEIIAETCS HAa BHYTPEHHEH CTOpOHE ABEpIb MKada.

Ha xopemikax o0n0keK Jieya yKa3bIBalOTCd MHACKCHI e T0 HOMEHKIIAType
Jenl.

Jlena, Haxopnsmuecs Ha TEKYyIIEM XpaHEHHH, MNojuexar yuery. llepen

nepefayel  JOKYMEHTOB B apXWB  NPOBOJWTCS  NPOBEPKA  HaJW4us
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Y COCTOSIHUS TOKYMEHTOB U JIEJI B IIEJISIX YCTAHOBJIEHUS (PaKTUUECKOTO HATMYUS 17T
¥ COOTBETCTBHSI HX KOJIMYECTBY, YHCISAIIEMYCS TI0O HOMEHKIJIAType Aedl.

[IpoBepka HaIW4YUS ¥ COCTOSHUS JIOKYMEHTOB ¥ JIed TPOBOJUTCS
Ipu TEpEeMENICHUH eI, BO3BpaTe JeJ, CMEHE MpeAcenaTeNss TeppUTOPHATbHON
KOMUCCHH, TIepe]T Iepeavueii B apXuB.

[IpoBepka MPOBOAWTCS IyTEM CBEPKH CTAaTed HOMEHKJIATYPHI Je
C ONMCAHUEM JIeT Ha O0JI0XKKE, a PU3NIECKOE COCTOSTHUE TSN ONPELSISIETCS My TeM
UX BHU3YaIBHOTO MPOCMOTpa. Bce 0OHAapyKeHHBIE HEIOCTATKH (PUKCHUPYIOTCS
B aKT€ MPOBEPKU HATMYHS U COCTOSIHUS JICIT.

B cnmydae yTparthl JOKYMEHTOB U Jiell TPOBOJUTCS  CIIy>KeOHOE
pacciefoBaHue, MO pe3yjbTaTaM KOTOpPOTO JHMII0, BUHOBHOE B yTpare, HECET
OTBETCTBEHHOCTh B yCTAaHOBJIEHHOM  mopsinke.  [lpuHumaroTcs  Mepsl
0 3aMEIICHUI0 YTPAYEHHOTO JOKYMEHTA 3aBEPEHHOM KOMmuel (110 BO3MOKHOCTH).

Ecnm otnmenpHBIE MOKYMEHTBI, YK€ BKJIIOYCHHBIC B JEJI0, BPEMEHHO
TpeOyroTcs Ay paOOThl, OHM MOTYT OBITh BBIJIAHBI W3 J€Jla, & HA HX MECTO
BKJIQJILIBACTCS JIUCT-3aMECTUTEIb C YKa3aHUEM, KOT/Ia, KOMY U Ha KaKOW CPOK BBIJIaH
JIOKYMEHT.

12.3. DkcnepTr3a HEHHOCTU JOKYMEHTOB.

DKcnepTr3a IEHHOCTH TOKYMEHTOB MTPOBOIUTCS ISl YCTAHOBJICHUST HAYYHOM,
HUCTOPUYECKOW M TMPAKTHUYECKOW 3HAYMMOCTH JIOKYMEHTOB, OOpa30BaBIIUXCS B
nporecce JeSITENHbHOCTH TEPPUTOPUATIEHOM KOMUCCHUH,
C IICJIBIO 0TOOpA UX IS JATBHEHIIIETO XpaHEHUS U YHUUYTOXKCHHMS.

OkcnepTu3a IEHHOCTH JIOKYMEHTOB TIPOBOJUTCS TP  COCTaBIICHUU
HOMEHKJIATyphl JeJ, B TMpoiecce (OPMUPOBAHUS €], NPH TOATOTOBKE el
K TIepefade B apXuB, MPHU BBUICICHUH K YHHUYTOXKCHHIO €I, SJEKTPOHHBIX
JIOKyMEHTOB, HE MOJIC)KANTUX XPAHEHUIO.

JIIst  paccMOTpEHHsI TPOCKTOB HOPMATHBHO-METOAMYECKUX JTOKYMEHTOB
M0 BOMNpPOCaM JIEJIONPOM3BOJICTBA M apXMBHOTO JI€JIa, OMUCEH JeNl MOCTOSHHOTO
U TIONTOBpPEMEHHBIX (CBBIIIE 10 JIET) CPOKOB XpaHEHUS, AKTOB 00 YHUUTOKESHUH JIETT

N OTOKYMCHTOB, HC HMCIOIIUX HaquOﬁ HEHHOCTH M IIPAKTHYCCKOI'O 3HAYCHUA,
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MPUKA30M TMpeaceaarTenass TEPPUTOPUATIBHOM KOMHMCCHM CO3JAETCA JKCHEPTHAs
komuccus (nanee — JK).

B ee dbyHKIMM BXOIUT pacCMOTPEHUE W COTJIACOBAHWE HOMEHKIIATYPHI JEI
TEPPUTOPUATIEHON KOMHUCCHHU.

B cocrta DK Moryr BKIHOYAaTbCS UWICHBI TEPPUTOPUAIBHOW KOMHUCCHH,
IrpakIaHCKHE CIIy’Kalue amnrapara TEPPUTOPUATIBHOU KOMUCCHH,
1o corjiacoBanvio pabotHuku anmapara Caskt-lIletepOyprckoit mzbuparenbHON
KOMHCCHHU.

[Ipu npoBeleHUM BKCHEPTHU3bl ILIEHHOCTH JOKYMEHTOB OCYLIECTBISIECTCS
0TOOp JIeNl MOCTOSTHHOTO U JIOJTOBPEMEHHBIX (CBbImIe 10 JIeT) CPOKOB XpaHEHHS,
B TOM YHCJIE€ IO JINYHOMY COCTaBY, OTOOp JIeJl C BPEMEHHBIMU CPOKAMU XPaHEHUS,
MOJJIEKAIINX XPAHEHUIO, BBIICICHUE K YHUYTOXEHUIO JI€JI, CPOKHM XPaHEHUs
KOTOpBIX UCTEKJIH. [Ipy 3TOM OJHOBPEMEHHO IPOBEPSAIOTCS KAYyeCTBO U IOJHOTA
HOMEHKJIATYpPBI JIeJI, TPABUJIBHOCTh OIPEICICHUS CPOKOB XPAHEHHUS M,
JIOKYMEHTOB.

DKcnepTu3a LEHHOCTH JOKYMEHTOB OCYIIECTBIISIETCS IYTEM MOJUCTHOIO
npocmotpa nen. He npomyckaercs oTOOp JTOKYMEHTOB I XPAHEHHS
WJIA K YHUYTOXKEHHIO TOJIBKO HA OCHOBAHUU 3ar0JIOBKOB €.

OT6op  DSNEKTPOHHBIX  JOKYMEHTOB  JUIsi  TepeJayd B apXuB
MOXXET OCYIIECTBJISITHCS B aBTOMAaTH3HUPOBAHHOM pEXHME IMyTeM O0TOopa
nokyMeHToB B I/ mo npusnakam «Haekc aena», « Cpok XpaHEHUD.

JIOKYMEHTBI, YTpPATUBIIME TMPAKTHYECKOEC 3HAYEHHE M HE HMEIOIINE
VMCTOPUYECKOW WJIM HAayYHOM LEHHOCTH, MO HWCTECYEHUHU YCTAHOBJIIEHHBIX CPOKOB
XPaHEHUS MOJIJIEKAT YHUUTOKEHHUIO IO aKTYy.

AKTBI O BBIACJIEHUH K YHUUYTOKEHUIO €T U TOKYMEHTOB PaCCMAaTPUBAKOTCS
Ha 3acenanusix OK OJHOBPEMEHHO C ONUCAMHM JE€d. YHUUYTOXKEHUE el
Y JOKYMEHTOB JI0 YTBEPKACHHUS aKTOB 3alPenIacTCs.

I[To pe3ynbTaTaM SKCIEepTU3bI IIEHHOCTH IOKYMEHTOB PaOOTHUKOM ariapara,
OTBETCTBEHHBIM 3a BEJICHHE JIEJIONPOU3BOJICTBA €KETOTHO COCTABIISIIOTCS CBOJHBIE

OIINCH ACJI IIOCTOAHHOTO u AOJITOBPEMCHHBIX
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(cBpimie 10 7€T) CpPOKOB XpaHEHHs M IO JUYHOMY COCTaBy (IPHIIOKEHUS
NoNo 13,14,15), a Takke akThl O BBIACICHUM K YHHUTOXXCHHIO JOKYMEHTOB,
HE TOJIeKAINX XpaHeHHIO (mpuitoxkeHue Ne 16).

Onucu el MOCTOSHHOTO M JOJTOBpeMEHHbIX (cBbimie 10 JeT) CpokoB
XpaHEHMs, a TakKe akKThl O BBIJCICHUM K YHUUYTOXKEHHUIO JIOKYMEHTOB,
HE MOJUIeKAINX XpaHEHHUI0, paccMaTpuBatoTcs Ha DK.

Onucu  fen, JOKYMEHTOB TIIOCTOSIHHOTO CpOKa XpaHEHUSI M aKThl
O BBIJIEJICHUU K YHUYTOXEHUIO IOKYMEHTOB, HE MOJJICKAIUX XPAHEHUIO, TOIJIeKAT
yTBepKIeHUIO LleHTpanbHOil 3KCcnepTHO-IpoBepouHOr komuccnu (manee — LIDIK)
ApXUBHOTO KOMHTETA Cankr-IleTepOypra, a OMUCH nen
no JuuyHoMy coctaBy — yTBepxkaeHuo DIIMK II'A CII6. Tlocne yTtBepxkacHuUs
[IDTIK ApxuBHoro komuteTa Cankt-IleTepOypra onucu Jien 1 akThl O BbIICIICHUN
K YHHUYTOXEHHUIO JOKYMEHTOB, HE TMOIJIEKAIIUX XPAHEHUIO, YTBEPKIAOTCS
npejaceaaTe’IeM TEPPUTOPUATIBHON KOMUCCHH.

UepHOBUKM W  PYKOIHCH TOJArOTABIMBAEMBIX JOKYMEHTOB, KOIUU
MH(QOPMALIMOHHBIX W JPYTMX MaTepUalioB, HE MOJJICKAIIUX BKIIOYCHUIO
B HOMEHKJIATypy J€JI, 10 MUHOBAaHMM B HUX HaJOOHOCTH MOTYT YHHUTOXKAThCS
0e3 cocTaBlIeHUS aKTa.

[leperner (moammBKa) A€ TPOU3BOIUTCA TOJIBKO TIOCIE MPOBEIACHUS
AKCIEPTU3BI LICHHOCTH IOKYMEHTOB.

12.4. Oopmnenue aenn.

Jlena, momyiexaiyde Tmepeaadye Ha XpaHEHHE B apXWB, JOJDKHBI ObITh
o opMIIEHBI COOTBETCTBYIOIIUM 00pa3oM.

Odopmienue aena BKIIOYaET B ce0s IPOBEPKY CUCTEMATHU3AIUU IOKYMEHTOB
BHYTpH JieJla, HyMEpaluio JIMCTOB, COCTABJICHUE BHYTPEHHEH OMUCH JIOKYMEHTOB
nena (nmpunoxenue Ne 17), nucra-zaBeputens paena (mpuioxkenne Ne 18),
oopMIIEHHE PEKBU3UTOB 00JI0KKH, TOAMIUBKY (TIEpEIIeT) aea.

B 3aBHCHMOCTH OT CpPOKOB XpaHEHHS MPOBOJIUTCS MOJTHOE WM YACTHYHOE
odopmIIeHUE JIEII.

Jlena MOCTOSIHHOTO U JOJATOBpEMEHHBIX (cBbilie 10 J€eT) CpOKOB XpaHEHUs
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nojyyiekar nonHomy odopmienuto. [lonmnoe odopmienue aena npexycmaTpruBaeT
IPOBEPKY  CHCTEMaTH3allMd  JOKYMEHTOB BHYTPU Ji€la, TPaBUIbHOCTH
ux oopmiieHus (HaIM4Yre HEOOXOAUMBIX MOAMKUCEH, BU3, OTMETOK O PErUCTpaIiH
U HCIIOJIHEHUH, TMPWIOKEHUN), HyMEpaIuio JIMCTOB, COCTaBJICHHE BHYTpPEHHEH
ONMKMCH JOKYMEHTOB Jiefia (Uisi 0co00 IEHHBIX JIeJ, JUYHBIX JeN, a Takxke Je,
C(OPMUPOBAHHBIX IO PAa3HOBUIHOCTSAM JOKYMEHTOB, 3arojIOBKA KOTOPBIX
HE paCKpBIBAIOT KOHKPETHOE COJEepkKaHUE JOKYMEHTAa), COCTaBIICHHE JIUCTa-
3aBepUTENs Jena, 0(pOpMIICHUE PEKBU3UTOB O0JIOKKH, MOAMIUBKY (IIEpPEIIeT) Jea.

Hemna BpeMeHHBIX (10 10 JIeT BKIIOYMTENBHO) CPOKOB XPAHEHHUS MOJJIEKAT
YaCTUYHOMY O(OPMIIEHHIO: [JOMYCKAETCs HE NPOBOAUTH CUCTEMATH3ALUIO
JIOKYMEHTOB B JeJie, JHCTBl Jela He HyMepOoBaTh, 3aBEPUTEIIbHBIC HAAMHCU
HE COCTaBJISATh.

O6oxKa nena odopmisieTcs o YCTaHOBJIEHHOU dbopme
(mpuinoxenue Ne 19). Ilpu stom o0003HaYeHUE ApXWMBHOrO MM(pa, HAHOCUMOE
B NPaBOM BEpPXHEM yIiy, nepeBopauuBaeTcs Ha 180 rpagycoB MO OTHOIICHUIO
K O0OO3HAYeHWIO B JICBOM HW)XXHEM YTy eAWHMIBI XxpaHeHusa. CBeneHUs
Ha 00JIOKKY MEPEHOCATCA U3 HOMEHKJIATYPBI JIeJ C YTOYHEHUSIMH, OTPaKaAIOIIUMHU
(dakTHYeCKUil COCTaB IOMELIEHHBIX B JIEJ0 JOKYMEHTOB.

O6noxka nena oQoOpMIISIETCd YEPHBIMH CBETOCTOMKMMHU YEpHHIIAMH,
pazbopurBo, 6€3 COKpaIICHUM.

Ha o06noxke nena yka3bIBalOTCS CIEAYIOLUIUME PEKBU3UTHI: HAUMEHOBAaHUE
TEPPUTOPUATBHON KOMHUCCHH, IEIOMPON3BOACTBEHHBI HOMEp (MHIEKC) Jena,
3arojIOBOK Jefia, jJara jJena (Toma, 4acTH), KOJUYECTBO JIMCTOB B JI€NE, CPOK
XpaHeHus Jela, apXuBHBIN mHdp aena.

PexBU3UTHI, MpOCTaBIsieMble Ha 00JIOKKE Aesa, OPOPMIISIOTCS CIAEAYIOIINM
obpazom:

HaMEHOBAaHWE TEPPUTOPUATLHOW KOMHCCHH YKAa3bIBaeTCS B COOTBETCTBHUH
C pPErJIaMeHTOM TEePPUTOPHAIbHON Komuccuu. [Ipu M3MEHEHHH HauMEHOBaHUS
TEPPUTOPUATBHON KOMHCCUU B TEUEHHUE TMEPHOA, OXBATHIBAEMOTO TOKYMEHTaMHU

niena, Ha 00JI0KKE K CTapOMY HAaMMEHOBAHUIO MPUITHUCHIBAETCS HOBOE;



75

JIEIONIPOU3BOACTBEHHBIN HOMEP (MHIEKC) JieJia — MPOCTAaBIsETCS ITU(pOBOE
o0o3HaueHue (MHAEKC) Jieja M0 HOMEHKJAType el M yKa3bIBaeTCs HOMEp ToMa
(gactn);

3arojioBOK (HaMMEHOBaHHE) Jella TEPEHOCHTCA W3 HOMEHKIATYpPHI el
(B HEOOXOJIUMBIX CITydasiX B 3ar0JI0BOK BHOCSITCSI YTOUHEHHS);

JaTa fienia — Ha O0JIOKKE JIea yKa3bIBAIOTCS IBE JaThl, KOTOPbIE HA3bIBAIOTCS
KpalHUMU JaTaMd M COOTBETCTBYIOT TOJly 3aBEJCHUS M OKOHYaHUA Jela.
HavanbHast gata —3TO Jara camMoro paHHEro, a KOHEYHas JaTa — JlaTa CcaMoro
MO3JHETO JOKYMEHTa B jenie. [Ipu 3TOM y4YHMTHIBAIOTCS JaThl BXOJISIIIHAX
U UCXOISIIMX JOKYMEHTOB (B Ciydae HUX OTCYTCTBHUS — JIaThl PErucTpalvu
JIOKYMEHTOB) U HE YUUTBIBAIOTCS AaThl CIIUCAHUS TOKYMEHTOB B JIEINIO, YKa3aHUH 110
UCIIOJIHEHUIO JIOKYMEHTOB, OTMETOK MCIOJHUTENS (32 UCKIIOUYEHUEM CIIy4acs,
KOI'JIa Ha JIOKYMEHTax HE UMEETCs JPYTuX JaT, KpoMe MepeyrciIeHHbIX). JaTamu
JIeIT, COACPKAIIUX MPOTOKOJIBI 3aCEAaHHM, SIBISIFOTCS JATHl IIEPBOTO U MOCIETHEr0
MPOTOKOJIOB, BOLIEAIINUX B ACIIO.

[Ipn Hamucanum KpaHUX AaT Ha OOJIOKKAX el MOCTOSHHOTO XpaHEHHS
YHUCJIO W TOJl TIPOCTABIIIOTCS apabCKkuMu nudpaMu, a Ha3BaHUE MECSIIA MMHIICTCS
nponuchio 6e3 cokpaimienus. Ha oOnokkax 1eid BpPEeMEHHBIX CPOKOB XPAaHECHHSI
YKa3bIBAETCS TOJBKO TO/I.

Ha oOnoxkax fen, cOCTOSAIMMX W3 HECKOJbKUX TOMOB (4acTeil),
MPOCTABJIAIOTCS KpalHUE AaThl KAKIOTO TOMa (YacTH).

KomuyecTBO  mpoOHYMEpOBAaHHBIX B JIeJie  JIUCTOB  IPOCTABIIACTCS
C JIUCTa-3aBEPUTEIIA Jea.

Cpok XxpaHEeHHs TEPEHOCUTCS Ha OOJOXKKY Jella M3 HOMEHKJIATYyphl Jedl.
Ha nemax moctossHHOTO XpaHeHus numeTcs: «[locTossHHOY.

ApxuBHBIN mudp aeIa COCTOUT U3 HoMepa (oHIa, HOMepa ONUCH, HOMEpa
Jiea Mo OIMCH U TIPOCTABIISIETCS MTOCIE YTBEPKICHHS M COTJIACOBAHUS OMUCEH Ael
MOCTOSTHHOTO U JIOJITOBpeMEHHBIX (CBbilIe 10 JIeT) CpOKOB XpaHEHUS.

Ha xopemke gema yka3bIBAIOTCS 3arojlOBOK JieJa, HWHICGKC Jena

10 HOMCHKIJIATYPEC, AaTa Acjia U CPOK XpaHCHHUSI.
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B nensx oGecriedeHust COXpaHHOCTH U 3aKPETUICHUS TOPSAKA PACTIONOKECHHUS
JIOKYMEHTOB, BKJIIOUEHHBIX B JI€JIO, BCE JINCTHI, KPOME YUCTHIX, JINCTA-3aBEPUTEIIS
nena " JIUCTOB BHYTpPEHHEU OTIHUCH, HYMEPYIOTCS
B pPa3BEpHYTOM BHJIe apaOCKuMu nrdpaMu BaloBOM HyMmeparueid. UncThie JTUCTHI
U3 Jena u3bIMaloTcs (0€3 MOBPEKIEHHUS IEJOCTHOCTH JIeja) U YHUUYTOXKAIOTCS.
JIucThl HyMepyIOTCSl TPOCTHIM KapaH 1allloM CBEPXY BHU3 B BO3PACTAIOIIEM MOPSIAKE
HOMEPOB HauuHas ¢ nepBoro. Lludpsl mpocTaBigOTCS B MPaBOM BEPXHEM YTy
mucta. Hymepanusi 1[BeTHBIMU KapaHJalllaMy, YEpHUJIAMU U HyMepaTopaMH He
JIOITY CKaeTCsl.

JIokyMeHTBI ¢ COOCTBEHHOM HyMepaluei JIMCTOB, B TOM YHCIIEC NeYaTHBIC
U3IaHUsl, HYMEPYIOTCS B OOIEM TMOpSAJIKE WM COXPAHSIOT COOCTBEHHYIO
HyMEpalul, €CIH OHa COOTBETCTBYET IMOPSAKOBOMY PACIIOJIOKEHHUIO JIMCTOB
B JIEJIC.

Cnoxennbli  juct Oosbiioro dopmata (A2, A3) pa3BopauuBaercs
U HyMepyeTcs B MPaBOWM 4YacTU BepxHero mouis jmcra. [Ipu 3ToM Juct iaro6oro
dbopmara, TOAMIMUTHIA 3a OJWH Kpai, HyMepyeTcs Kak OJWH JIMCT, a JIHUCT,
CJIOKCHHBIM M TOAIIMTBIA 3a CEpEeIUHYy, MOJJICKUT IMEPELIMBKE U HyMEpyeTcs
KaK OJMWH JIUCT.

Ecnu B nene ecTh KOHBEPT C BIOKEHUSIMU, TO CHaYajia HyMEpyeTcsl KOHBEPT,
a 3aTeM OYEpPEIHBIM HOMEPOM KaXKJI0€ BIIOKECHUE.

dotorpaduu U Apyrue WUTIOCTPATHBHBIE MaTepHalbl HYMEPYIOTCS
Ha 000POTHOI CTOPOHE B JIEBOM BEPXHEM YTIIy.

JIuCT ¢ Harmyxo HaKJIEEHHBIMU IOKYMEHTaMU (BbIpe3kamu, (pororpadusimm)
HyMEpYeTCsl KaK OJUH JIUCT. ECIM K TOKYMEHTY MOJKJIEEHbI OJHUM KpaeM Apyrue
JIOKYMEHTBI (BCTaBKH TEKCTa, MEPEBO/IbI), TO KAXKAbIA JTUCT HyMEPYETCS OTACIBHO.

[IpunoxxeHue K Je€ay, COCTaBISIONIEE OTACIbHBI TOM, HyMEpyeTcs
OTJIEIBHO.

[Ipy HamUUuUU OTACNBHBIX OMIMOOK B HyMepaluu JIMCTOB B Jielax
IpU TMOJATOTOBKE MX K CJlade B apXuB JIOMYCKA€TCS IO COTrJIaCOBAHUIO

C HUM yNOTpeOIeHHe TUTEPHBIX (C OYKBEHHBIMU JIOMOJHEHUSIMU) HOMEPOB JIUCTOB.
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B nenax MOCTOSIHHOrO CpOKa XpaHEHUS M OTHEIbHBIX KAaTEropHsiX e
[0 JINYHOMY COCTaBy (JIMYHBIX JellaX, a TaKXkKe JejaX, BKIIYaIUX B ce0s
TPYJIOBBIE JTOTOBOPBI, JIOTOBOPBI T'PAKJAHCKO-IIPABOBOTO XapakTepa M aKThl
BBIIIOJIHEHHBIX pa0OT K HUM) JUI y4€Ta U MOKMCKa JOKYMEHTOB B HayaJje JAejia MOKET
NOMEIATHCSl BHYTPEHHSISI ONUCH (Tpuiioxkenue Ne 17).

JIucThl BHYTpEHHEN ONIMCH HYMEPYIOTCS OTIEIIBHO.

Kaxnoe neno 3akaHUMBaeTCs JMCTOM-3aBEPUTEIIEM YCTaHOBIEHHOW (OPMBI
(mpunoxenue Ne 18).

B nucte-3aBepurene nena nrdpamMu u mponuchio yKa3plBaeTcs (pakTuueckoe
KOJIMYECTBO JINCTOB B JAHHOM JIEJI€, @ TAK)KE HAIMYUE JTUTEPHBIX U IPOITYILICHHBIX
HOMEPOB JIUCTOB, KOJMYECTBO JIMCTOB BHYTPEHHEH ONHCH W HAJIM4YUE CPEAH
JOKYMEHTOB Ta3eT, KHUT, Opoliop, depTexen, ¢ororpaduii, pucyHKOB U T.1.,
CTaBSITCS JaTa ¥ MOANUCH paOOTHUKA, CPOPMHUPOBABLIETO J€JI0, U YKA3bIBAIOTCS €T0
JOJKHOCTh, MHULMANBI U (paMuinsl. Eciyu KonM4yecTBO JTUCTOB B JI€TI€ U3MEHSETCH,
3aBEpUTEIIbHAS HAIIUCh COCTABJISETCS BHOBb.

[Ipu moAroToBKe /el K MOAMIMBKE (MEPEIIETY) NPOBEPSAETCS NPABUIBHOCTD
ux (opMupoBaHusi, opopMieHuss. MeTainyecknue U IUIACTUKOBBIE CKPEIUICHUS,
a TAKXKE TEPMOIIEPEIUIETHI U3 JOKYMEHTOB YIAJISIFOTCS.

JIOKyMEHTBI IOJIIIMBAIOTCS TAKUM 00pa3oM, YTOObI MOKHO ObLIO CBOOOAHO
IIPOYUTATh TEKCT KaXIOro JOKYMEHTa, BHU3bl M YyKa3aHUS II0 MCIOJIHEHHIO
JIOKyMEHTA.

12.5. Ilepenaya nen B apXus.

[Tepenauda gen moctosHHOorO cpoka xpaHeHust B LI['’A CII6 ocymecTBisercs
noeauHU4HO 1o yTBep)kaeHHbIM LIDITK ApxuBnoro komutera Cankt-IlerepOypra
OIKCSIM JIeJ1 TOCTOSIHHOT'O XPAHEHHS.

[IpueM JOKYMEHTOB Ha TIOCTOSSHHOE XpaHEHHEe OQOpMISIETCSI aKTOM
npuema-fnepenayn 10KyMeHToB (mpuiioxkenne Ne 20).

IIpn mepenave Aen Ha BCEX JK3EMIUIIPAX ONUCH JI€J MPOTHB Ka)JI0ro
BKJIFOYEHHOTO B Hee Jiena B rpade «IIpuMeuanue» cTaBUTCS OTMETKA O HATUYHUU

nena. B KOHIE KakAoro HK3eMIUIApa OIMCH el YKa3bplBaloTCs LU(ppaMu
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U TPONHUCHI0 KOJIMYECTBO (PAKTHUUECKH MPHUHATHIX (II€PEIaHHBIX) B apXuB e,
MHUIMAIBI 1 (aMUWIMK JIML, OCYIIECTBISIOIIUX NpUEM-NIepesady Jel, CTaBATCA
MX TIOAIMCH U JaTa.

[Ipu mpueme gen B apXwBe MpOBEpsieTCS MPABUIBHOCTh UX O(OpMIICHUS.
Hena, odopmileHHBIE C HapyLIEHMEM IIpaBWJ, YCTaHOBJIEHHbIX WHCTpyKUMEH,
BO3BPAlalOTCSl B TEPPUTOPUAIBHYIO KOMMCCHUIO C YKa3aHUEM HEIOCTATKOB
JUISL UX YCTPAHEHMS.

TeppuropransHas KOMHCCHSI uMeeT IIPUOPUTETHOE IPaBo
Ha UCITOJIb30BAHUE TOKYMEHTOB, IEPENAHHBIX €10 HAa TOCYJaPCTBEHHOE XPAaHEHHUE, B
TOM YHCJIE Ha UX NEPBYIO MyOJINKALIUIO.

12.6. VicnoniHEHHBIE 2JIEKTPOHHBIE JOKYMEHTHI CUCTEMATU3UPYIOTCA B J€a B
COOTBETCTBMM €  HOMEHKIATYpOM 1€l  TEPPUTOPUAIBHOW  KOMMCCHH.
[Ipu cocraBiieHMH HOMEHKJIATYPHI €]l B 3aroJIOBOK Jieja BKIIFOUAETCS yKa3aHHUE
«ONEKTPOHHBIE JOKYMEHTBD».

Cpokn XpaHEHMs DJEKTPOHHBIX JOKYMEHTOB COOTBETCTBYIOT CpPOKaM
XpaHEHUs aHAJIOTUYHBIX TOKYMEHTOB Ha OyMa)KHOM HOCHUTEIIE.

OKCIepTr3a [EHHOCTH  JJIEKTPOHHBIX  JIOKYMEHTOB  OCYLIECTBIIAECTCS
B 00IIeM MOpsAKEe, YCTAHOBJICHHOM JUIsl JOKYMEHTOB Ha OyMa)KHOM HOCHTEIE.
[locne wucTedeHuss CpOKa, YCTAHOBJIEHHOTO ISl XPAHEHHs DJIEKTPOHHBIX JIEJI
(97IEKTPOHHBIX  JIOKYMEHTOB), = Ha  OCHOBaHMM aKTa O  BbLICJICHUH
UX K YHUYTOKECHUIO, YTBEPKICHHOIO ITpeACcCeaTeIeM TEPPUTOPUATIbHON KOMUCCHUH,
yKa3aHHbIC  DJIGKTPOHHBIC  Jiejia  (DJIEKTPOHHBIE  JIOKYMEHTBI)  MOJJIeKAT
YHUUTOKEHUIO.

DJIEKTPOHHBIE JOKYMEHTBI ITOCTOSIHHOTO CpOKa XpAaHEHUs IEpPEeHaroTCs
Ha apXMBHOE XpaHEHWE MO OMUCAM C O(OpPMIICHHEM akKTa MpUeMa-lepeaadu

SJICKTPOHHBIX JJOKYMCHTOB.

13. OTBEeTCTBEHHOCTH

13.1. UneHsl TEppUTOPUAIBHON KOMUCCUUM M TPAXKIAHCKHUE CITyXKaIHUE

anmnapara TEppUTOPUATIBHOM KOMHUCCHUHU, TPaKIaHE, 3aMEIalolINe IO0KHOCTH,
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HE SIBJISIONIUECS NODKHOCTSAMH TOCYAapCTBEHHOM TPaXXIAaHCKOM CITY>KOBI, a TaKXKe
rpaxjaaHe, MpPHUBJICKAEMbIE [0 TPAXKIAHCKO-NIPABOBBIM JOTOBOpaM, HECYT
MEPCOHAIILHYI0 OTBETCTBEHHOCTh 3a coOmomenne TpeboBanmii WHCTpyKIny,
COXPaHHOCTh HAXO/ISIIMUXCS Y HUX JOKYMEHTOB.

13.2. OTBETCTBEHHOCTh 3a OpTraHU3aLUIO0 JETOTIPOU3BOACTBA
B TePPUTOPHATHHON KOMHUCCHH, BHEJIPCHHE aBTOMATU3UPOBAHHBIX
(KOMITBIOTEPHBIX)  TEXHOJIOTHH  TMOJATOTOBKM W OOpabOTKH  JIOKYMEHTOB,
oOecrieyeHne COXPAaHHOCTH JOKYMEHTOB M Iepefadyy HUX B apXuB, KOHTPOJb
3a cobmoienreM TpedoBannii THCTpyKIuK HeceT mpenceaTeh TEPPUTOPHATHHON

KOMUCCHH.



[Tpunoxenue Ne 1
K HHCTPYKUUU

TI0 JISTIOTIPOM3BOJICTBY B TEPPUTOPHUATEHOMN
n3ouparenbHo komuccun Ne 31

(I)opMa PErUCTPANMOHHOIO KYPHAJAa BXOAAINUX JOKYMECHTOB

OtMeTKa 00
HCIIOJIHEHU U
. | Kpatkoe
Perucrpamu Hcxonsamui (mara
o cojepka- IImanoBas
Hata OHHBIN Koppec- HOMED Crnioco6 WCIIOJTHCHUS
HHUE Pesomonmsa | UcnomHUTEH mara
MOJIyYEHUs HOMEp MOHAEHT U JaTta NOJIyYEHUS U /uim
(xos-BO HUCIOJIHEHHUS
JIOKYMEHTA JIOKyMEHTa PEKBU3HUTHI
JUCTOB)
HUCXOJIAIIETO
JOKYMEHTA)
®DopMa PerucTPaAlMOHHOI0 )KYPHAJIA UCXOAALIUX JOKYMEHTOB
Kpatkoe conepxanue
ara PerucrpanuoHHbBIN OKyMEHTa ®UO noxamucaHTa
A pan Anpecat JIOKY A HUcnomaurenn Bug otnipaBku
pPETHCTpalliK | HOMEP JOKYMEHTa (pEeKBU3UTHI BXOASIIETO JIOKYMEHTa

IIOKYMCHTE[), KOJI-BO JIUCTOB




[Tpunoxxenue Ne 2
K UHCTPYKITUU
10 JIeTTOTIPOU3BOJICTBY B TEPPUTOPHATBHON
n3ouparenbHo komuccun Ne 31

HEPEYEHDb
JOKYMEHTOB, He MOJJIeKAIMX PerucTpaluu

1. Coob1ienus o 3ace/laHusIX, COBEIIAHUIX U MTOBECTKAX JHSI.

2. Y4eOHble MPOTrpaMMBbl, IJIAHBI.

3. PeknamHbIe U3BEIICHMUS, IaKaThI.

4. ITo3apaBUTENbHBIC TUCHMA U TEIETPAMMBI.

5. [lpurnacurenbHble OWIETHI, MPUTJIALICHUS HA Pa3IUYHbIE MEPOIPUSATHS,
HE CoJIep Kalllfe HAUJIeKAINX PEKBU3UTOB ITHChMA.

6. Byxrantepckrue TOKyMEHTBI.

7. IleuyaTHBIC N30aHUA.

8. OneparuBHass uHMOpMaIMs, TOCTyHaromas [0 KaHajaM CBS3U
['ocynapcTtBeHHOM aBTOMaTH3WpoOBaHHOW cuctembl Poccuiickonn ®denepanuu
«BBIOOpEI».

9. O0Gparenus rpaxkaaH, MOCTYNUBIINE HA aIPeC dJIECKTPOHHON MOYTHI.



[Tpunoxenue Ne 3
K WHCTPYKIIAN
TI0 JICJIONIPOU3BOJICTBY B TEPPUTOPHATBHOMN
n30upatenpbHON Komuccnu Ne 31

AKT

MBI, HUKEO AU CABIIINECS

COCTAaBUJIM aKT O TOM, 4YTO « » 20 r. Ipu
BCKPBITUM I1AKETa
OOHapy KeHbI CIEAYIOINE HEAOCTATKU:

HaCTOHHII/Iﬁ dKT COCTABJICH B IBYX JK3CMILIISIpaAx.

[Toanucek, pacumppoBKa NOANHUCH:




[Tpunoxenue Ne 4
K UHCTPYKITUU
10 JIeTTOTIPOU3BOJICTBY B TEPPUTOPHATBHON
n3ouparenbHo komuccun Ne 31

(I)Oprl 6JIaHKOB, HCIIOJIB3YEMBIX B TeppHTOpHaﬂbHOﬁ KOMHCCHH



«

»

TEPPUTOPUAJIBHASA U3BUPATEJIBHAA KOMUCCHUA Ne

IIPOTOKOJ 3ACEAAHUNUA

20  ron No

Cankr-IletepOypr



«

TEPPUTOPUAJIBHASA U3BUPATEJIBHAA KOMUCCHUA Ne

PEINIEHHUE

» 20 rong No

Cankr-IletepOypr



«
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TEPPUTOPUAJILHASI U3BUPATEJIBHASI KOMUCCHS No
NPEJCEJAATEJD

INPUKA3

» 20 ron Ne

Cankr-IletepOypr
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TEPPUTOPUAJIBHAS
N3BUPATEJIBHAA KOMUCCUS Ne
CAHKT-IIETEPBYPI'
ya. [laptuzana I'epmana, 1. 3,
Cankr-IlerepOypr, 198329
Ten. (812) 241-43-55, ®akc (812) 241-43-55
tik6.spbik.spb.ru
OKIIO 15172623; OT'PH 1037819015960;
WHH/KIIIT 7807053839/780701001

Ne

Ha Ne oT




ITpunoxxenue Ne 5
K WHCTPYKIIAN
TI0 JICJIONIPOU3BOJICTBY B TEPPUTOPHATBHOMN
n30upatenpbHON Komuccnu Ne 31

TpebGoBaHuA K JOKYMEHTaM, H3rOTOBJIIEMbIM C IOMOIIb IO
Nne4YaTalux yYCTPOICTB, U K (pailjiaM TEKCTOBBIX JOKYMEHTOB

1. TekcTbl JOKYMEHTOB Ha OnaHkax ¢opmara A4 medaraloTcs uepes
1,5 MEeXKCTpOYHBIX HMHTEpBaJia, JOMyCKaeTCAd IedaTh MTOKYMEHTOB Ha OJaHKax
dbopmara A4 yepe3 1 MeKCTpOUHBIM MHTEpBaJ, Ha OiaHkax ¢opmara A5 — yepes
1 MEXCTPOUYHBIN UHTEPBAIL.

TekcThl JTOKYMEHTOB, MOATOTaBIMBAEMBIX K TUNOrpad)CKOMYy H3/IaHUIO,
MEYaTAIOTCS YEPE3 2 MEKCTPOUHBIX UHTEPBAJIA.

2. HauMmeHoBaHue BHUIa IOKYMEHTA NI€YaTAETCS MPOMUCHBIMU OYKBAMH.

3. Ecnu 3arosioBok K TeKCTy npeBbimmaeT 150 3HakoB (5 CTPOK), TOITycKaeTcs
MpoaJieBaTh €ro 10 TpaHUlbl MpaBoro mnoys. Touka B KOHIE 3arojioBKa
HE CTaBUTCH.

4. PacuiudpoBka moanucu B pekBusure «llommuce» — medaraercs
Ha YpOBHE IMOCIEAHEH CTPOKM HAMMEHOBAHUS JOJDKHOCTH C HCIOJIb30BaHUEM
koMmOuHaruu kiasum Shift — Ctrl — [IpobGen Mexy nHunraniamu u haMuinei.

5. Co3nanue, QopMaTUpOBaHWE W BBIBOJ, Ha T[e€YaTh JIOKYMEHTOB
MPOU3BOJIUTCSI HAa KOMIIBIOTEpAX C UCIOJIb30BaHUEM TEKCTOBOTO peIaKTopa,
noaaepxkuBatoriero ¢hopmat docx. BHenpeHne 37eKTpOHHBIX TaOJINII, CO3TaHHBIX B
TaOJIMUHBIX PEJAKTOpax, B JOKyMeHThl (opmata docx He momyckaercs.
Jonyckaetcsi, nmpu HEOOXOJIMMOCTH, CO3/1aHHe, (popMaTHUpOBaHUE M BBHIBOJ HAa
nevyaTh TabJIUIl TOCPEICTBOM PEIaKTOPa AIEKTPOHHBIX TAOJIHII, MOACPKUBAIOIINX
dbopmar xlsx.

6.[lpu  dopmaTupoBaHHM  JOKYMEHTOB  PEKOMEHIyeTcsl  paboTraTh
C BKJIFOUEHHOM KHOMKOH 9, 4TOOBI BUJIETh HA DKpPaHE BCE CITY>KEOHBIE CUMBOJIBI.

7.1lpu dopmMaTUpPOBAaHUU TEKCTOB JIOKYMEHTOB HCIIOJB3YETCS CTUJIb,
KOTOPBIN UMEET CIEAYIONIUE TapaMETPhI:

o mpudT PT Astra Serif
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o pasMep 14 myHKTOB
o OTCTYII cieBa 0cm
cIipaBa 0cMm
o WHTEpBAJI nepen 0 myHKTOB
rocie 0 myHKTOB
o MEKCTPOYHBIN UHTEPBA IOy TOPHBIN
o nepBasi CTpoka oTcTyn Ha 1,25 cMm
o BBIPDABHUBAHUE 10 IIUPUHE.

8. Ilpu QopmaTupoBaHUM TaOIUI] HEOOXOIUMO COOJIOAATH CIEIYIOIINE
TpeOOBaHMUS:

TabnuWIa BCeraa JOJDKHA WMETh Ha3BaHHWE, KOTOPOE BBIPABHUBACTCS
O IIEHTPY JTOKYMEHTA;

Ta0JIMIIa BBIPABHUBAETCS 1O IEHTPY JIUCTA;

3aroJIOBKHU CTOJIOIIOB Ml CTPOK BEIPABHUBAIOTCS 110 IICHTPY SIYCHKH;

JTAaHHBIC B sTYCHMKaAX TaOJIUIIBI BHIPABHUBAIOTCSI CBEPXY 10 JIEBOMY Kparlo;

MIPOJIOJDKEHNE TAOJIUITBI HA HOBOM JIMCTE MOYKET HAUMHATKCS C 3aT0JIOBKOB €€
rpad (umu HOMeEpoB Tpad B ciydae, ecau rpadbl TabIUIBI HA TEPBOM JIHCTE
MIPOHYMEPOBaHbI);

CTPOKH TaOJHUIILI MIEPEHOCATCS HA HOBBIM JIUCT JOKYMEHTA MCKIIOYUTEIBHO
HETKOM;

IIUPUHA W BBICOTA TaONWIBI HE JO/DKHBI TPEBBINIATH Pa3Mepbl IOJCH
JIOKyMEHTA.

9. Pazmepsl noneil JOKyMEHTa JOJKHBI UMETh CIIEAYIOIINE MapaMeTpPhbl:

o BEpXHEE 2,0 cm
° HUKHEE 2,0cm
° JIEBOE 3,0cm
o IpaBoe 1,5 cm.

Ot kpas A0 KOJOHTHUTYJIA:
° BEPXHETO 1,25 cm

° HWKHETO 1,25 cm.
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10. ITpu moAroTOBKE TOKYMEHTOB UCIOJIb3YIOT CJIEYIOUIUE PEKBUZHUTHI:
® HaWMEHOBAHUE OPTaHU3ALINY;

e HaWMEHOBAHHUE BHUJA JOKYMEHTA;
® CChUIKA HAa UCXOMSIINN PETUCTPALIMOHHBIN HOMEP U JaTy JOKYMEHTa;

® MECTO COCTaBJIECHMS (M3aHUs) TOKYMEHTA;

e rpud (momeTka) 06 OrpaHMYECHUH JAOCTYIA K JOKYMEHTY; (IIPH HAJTHYWN)
e ajpecar;

e rpud yTBEpKICHUS TOKYMEHTA,

® 3aroJIOBOK K TEKCTY JOKYMEHTA;

® TEKCT JOKYMEHTA;

® OTMETKA O HAJUYHMH MPUIIOKEHUS;

® [OJIIUCH;

® OTMETKa 00 3JIEKTPOHHOM MOANNCH;

e rpud coriacoBaHus JOKYMEHTA;

e OTMETKa 00 UCIOJIHUTEIIE;

® WJICHTU(PUKATOP SJIEKTPOHHOU KOMUU JOKYMEHTA (MPU HATUYHH).

11. PexkBu3utsl (KpoMe€ TEKCTa JIOKYMEHTa U ajpecaTra), COCTOSIINE

N3 HCCKOJIbBKUX CTPOK, I€YaTar0T CO CIACAYIOINMU ITapaMCTpaMu:

o mpudT PT Astra Serif

o pasmep 14 myHkTOB

o OTCTYII cieBa 0cm
cripaBa 0cMm

o WHTEPBAJI nepen 0 myHKTOB
rnocsue 0 myHKTOB

. MEKCTPOUYHBIN UHTEPBAI OJMHAPHBIN

° OTCTYII IIEPBOU CTPOKH HET
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o BBIPABHUBAHUE 10 LIEHTPY.

12. PekBu3uT «Aqpecar» MevararoT co CIASAYIOMUMU TapaMeTpamMu:

o mpudT PT Astra Serif

o pa3Mep 14 myHkTOB

o OTCTyIl cieBa 7 cM
cripaBa 0cMm

o UHTEpBa nepen 0 myHKTOB
1ocie 0 myHKTOB

o MEKCTPOYHBIN HHTEPBAJ OJIMHAPHBIN

o OTCTYII IIEPBOU CTPOKH HET

o BBIPABHUBAHNE 10 LIEHTPY.

Ecnm cocraBHble 4acTHM pPEKBU3UTOB «Anpecat», «I'pud yTBepKaeHUs
nokyMmeHTa», «I'pud cormacoBaHust JOKyMeHTa», «OTMeTKa O HaJU4uu
IPWIOKEHU» HE YMEIIAKOTCS HAa OJJHOM CTPOKE, TO Pa3pblB CTPOKHU B HY’KHOM MECTE
MIPOU3BOAMTCS C TOMOILBIO CUMBOJIA «Pa3peiB cTpokm» (koMOnHanus kinaBu Shift

— Enter), Hanpumep:

COI'JTACOBAHO

PykoBonurens @enepanibHOTO
ApXUBHOT'O areHTCTBA

A.H. AptuzoB

[Ipu wucmonb30BaHUM B TEPPUTOPHAIBHON KOMHUCCHUU HACHTH(PUKATOPA
DJIEKTPOHHON KOMWU JOKyMeHTa (KOJOHTHUTYJA) OH IIeYaTaeTCs B JIEBOM YIIIy
HUKHETO TTOJISI KQKIOH CTPAaHMIIB JOKYMEHTA MIPUGTOM 8 TyHKTOB.

13. Ilpu odopmieHNM HTOKYMEHTOB Ha JBYX M 0oJjiee CTpaHUIaX BTOpas
U TIOCIICTYIONIME CTPAaHUIIBI JO/DKHBI OBITh MPOHYMepoBaHbl. Homepa cTpanwml
MIPOCTABJIAIOT MTOCEPEIMHE BEPXHETO TOJIS TUCTa apaOCKuMu IudpamMu 0e3 3HaKOB
npenuHaHUs.

Ecmu JAOKYMCHT UMCCT IMPUJIOKCHUC, TO OHO II€YATACTCA C HOBOM CTpaHHIIbIL.
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14. Jlnia BBISIBJICHUS U KCIPABIEHUS BO3MOXKHBIX OLIMOOK B MPABOINMCAHUU
B cPOpMHUpPOBaHHBIX (paillax PEKOMEHIYEeTCS  OCYIIECTBISATH  MPOBEPKY
JTIOKYMEHTOB, HCIIOJIb3YsI CUCTEMBI ITPOBEPKHU MPABOIIHCAHUSI.

15. Kaxaplif TOKYMEHT CO BCEMH MNPUIOKEHUSIMH K HEMYy I[OMEIIAIOT
B OTJENbHBIN (haii (ecnu MpUIOKEHUS CO3[aHbl OJHUM IpolieccopoM). BuyTpu
daitna caMm JOKyMEHT U KaXKJ0€ MPHUIIOKEHNE TOMEIIAIOT B OTJENIbHBIC pa3/Iebl.

16. Bce pexkBU3UTHI JIOKYMEHTa OTHESIOT JAPYr OT Apyra OAHOW ITyCTOM
CTpOKOH, oOpa3yemoil cumBoioMm abO3auna (Y — knaBuma Enter). B Tekcre
HE J0JHKHO BCTpeyaThesi OoJiee ABYX CUMBOJIOB a03aria moapsij.

17. He nomyckaeTcsi mucaTh CJIOBa C pa3psAKOM, BCTABIAS MPOOEIbl MEXKITY
OykBamu B ciioBax. He jomyckaercst HCHOIb30BaHUE MPOOETOB 711 00pa30BaHMS
a03alHOro OTCTyMNa (KpacHOM CTPOKH) WJIM MYCTHIX CTPOK. B Tekcre HE MOIKHO
BCTpeUaThCsl MOAPsAA OoJjiee OJHOTO CHMBOJA Tpodena. PasneneHue nHUIIMATIOB
U Gamunnu, cuMBoia Ne u yncia, mopsIKOBOTO HOMEpPA CTaThH, 9YaCTH, ITyHKTA WU
HOJIITYHKTa IPaBOBOrO aKTa, YUCJIA Mecsla U Ha3BaHUs Mecsla, 4ucia rojaa
U CJOBa «TrOJ», JIIOOBIX YHUCIOBBIX 3HAUEHWH W €IUHUI] U3MEPEHHs eNaeTcs
C HCIOJBb30BaHUEM Hepa3pbIBHOrO mpobena (coueranue kiaBui Shift — Ctrl —
[TpoGen).

18. He nomyckaercs BKIHOYATh B TEKCT TOKYMEHTA Pa3ACIUTENbHBIE TUHUU,
COCTaBJICHHBIC U3 IIETIOYEK CUMBOJIOB (*, =, -, — 1 apyrue).

19. He pomyckaeTcs HCHOJNB30BAaHHE B PYCCKHX CIIOBaX CXOJHBIX
10 HaYepTaHuio JaTuHcKux OykB (A, a, B, C,c,E,e, HL K, M, O, 0, P, p, 1, X, X, y).

20. He pmomyckaercs UCHOJIb30BAaHUE CHMBOJIAa TaOymsiiuu (—) JUid
oOpa3oBaHus a03alHOTO OTCTYyIA (KPaCHOM CTPOKM) WITM MMYCThIX CTPOK. AO3aIHBIi
OTCTYI yCTaHABIUBAIOT B MeHIO PopMaT/Ab3a1] WK ¢ TOMOIIbIO BEPXHETO JBUKKA
Ha T'OPU30HTAILHOMU JIMHEHKE.

21. He pomyckaeTcsi HWCHOJIB30BaHHWE CHUMBOJA «-» Ui OOO3HAYCHUS
nepeHoca. BmecTo Hero criemyer HCIOJIb30BaTh CHUMBOJ MSTKOTO IepeHoca

(xomOunarms knaBu Ctrl — «-»).
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22. JIns HamMcaHUsA PUMCKUX HUEGP MOJDKHBI WCIOJIB30BAThCS 3aryiaBHbBIE
oykBbl natuHckoro andasura (I, V, X, C, D, L, M). Ucnoas3oBanue 1 3TOU LeIU
pycckux OyKB B apaOCKuX UG HE TOMyCKaeTCs.

23. BMecTo OYKBBI «&» JOJKHA YMHOTpeOnsaThes OykBa «e» (KpomMe HMMEH
COOCTBEHHBIX MPU HAJTUIHH ITOATBEPIKIAIOIINX JOKYMEHTOB).

24. PekBU3HUTHI «3arojIoBOK K TEKCTY» JOJIKHBI ObITh BRIPOBHEHEI TI0 IIEHTPY
Y Ka)K]IBI U3 HUX JIOJDKEH MPEACTABIIATh COOOM OJIMH a03all, TO €CTh BHYTPH TEKCTa
KOKIOTO pPEKBH3UTa HE JOKHO OBITh cuUMBOia ab3ama. He pomyckaercs
UCTIONIb30BaHUE CUMBOJIA ab3aria sl IPephIBaHUs CTPOKH B MTPOU3BOJILHOM MECTE,
JUTSL 9TOTO CJIEIyEeT UCTIOIB30BaTh CUMBOJI pa3pbiBa CTPOKHU (KOMOWHAIIMS KIIABHIII

Shift — Enter).



ITpunoxenue Ne 6
K WHCTPYKIIAN
TI0 JICJIONIPOU3BOJICTBY B TEPPUTOPHATBHOMN
n30upatenpbHON Komuccnu Ne 31

Cnucok paccblIKH MCXOISIIIIUX TOKYMEHTOB

Ne HaunMeHoBanue oprana

IToJiHbBI MOYTOBBIN aapec
n/n (opranuszanumn)

[Ipencenarens TeppuropuanibHOU

u30uparenbHo komuceuu No

(moamuce) (pacmudpoBKa MOAMUCH)

Hcnomaurens

(moamuce) (pacmudpoBKa MOAMUCH)

« » 20 1.




ITpunoxenue Ne 7
K WHCTPYKIIAN
TI0 JICJIONIPOU3BOJICTBY B TEPPUTOPHATBHOMN
n30upatenpbHON Komuccnu Ne 31

IlepeyeHnb 00s13aTEJIbHBIX CBEACHUI 0 TIOKYMEHTAaX, HCMOJIb3yeMbIX B LEJISIX
ydera M IOMcKa A0KymenTos B ITJ1!
. ABTOD.
. Anpecar.
. JIomKHOCTD, (pamMIIIAS U MHUIIMAITBI JIATIA, TIOAIMUCABIIETO TOKYMEHT.

. HaumenoBanue I'PYIIIIBI U BUO4d JOKYMCHTA.

1
2
3
4
5. Jlata nokyMeHTa.
6. PeructpanonHblii HOMEpP JTOKYMEHTA.
7. Jlata moCTynMUBIIEr0 JOKYMEHTA.
8. PerncrpanOHHBI HOMEP MTOCTYIUBIIETO TOKYMEHTA.

9. CBeneHust 0 CBSI3aHHBIX JIOKYMEHTax (HaMMEHOBaHHE BHUJAA JIOKYMEHTA,
JlaTa, perucTpallMOHHBIA HOMEp, TUIT CBA3KH).

10. 3aroy0BoK K TEKCTY (KpaTKOE COACpKAHUE JOKYMEHTA).

11. Uaaekc aena mo HOMEHKJIAType Jedl.

12. CBenenus o nepeagpecany JOKyMEHTA.

13. KosnnuecTBO JINCTOB OCHOBHOT'O IOKYMEHTA.

14. OT™MeTKa 0 IPUIIOKEHUH (KOJTMYECTBO MPUIIOKEHUM, 00ITIee KOJTUIECTBO
JIMCTOB MPUIIOKEHH ).

15. Yka3aHus o MCIOJIHEHUIO TOKYMEHTa (IIOpy4YEeHHE, UCIIOJIHUTENb, 1aTa
WCIIOJTHEHUS).

16. OT™MeTKa 0 KOHTpOJIE.

17. I'pud (momeTka) 00 OrpaHUYCHUH JIOCTYTIA.

18. ITpoBepka 371eKTpOHHOM MOoANUCH (TIPU HATTUYUH).

19. ITonpasnenenue — OTBETCTBEHHBIN UCIIOJIHUTENb JOKYMEHTA.

20. daitpl 2JIEKTPOHHOTO TOKYMEHTa (KOJM4uecTBO (aitioB, MMeHa (haision).

! Ucnone3yeTest COKpalenue, IpUBEAEHHOE B yHKTe 1.8 HacTosmmel MHCTpyKIwy.



[Tpunoxenue Ne 8.1

K MHCTPYKLMHU

IO IEJIONPOU3BOJICTBY B
TEPPUTOPHATBHON N30UpaATEITHHON

KYPHAJI

komuccuu Ne 31

yuyeTa JUYHOT0 MpHeMa rpaxiaaH
B TeppuropuajbHoii M130MpaTeabHOH KOMUCCHH Ne

OTmeTKa D.1.0.
IMouToBbII Kparkoe 0 pe3yJbTaTrax U MOANNCH
Ne | Jara ®.1.0. P pesy A
ajapec coJep:KaHue npuemMa JIMna,
n/n | npuemMa | 3asiBUTeJIA
3asiBUTEJISI | oOOpalleHus (npuHsaTOE NMPOBOIUBIIET0
pelieHue) npuem
1 2 3 4 5 6 7
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[Tpunoxenue Ne 8.2
K UHCTPYKIUU
10 JEJIONPOU3BOACTBY B
TEPPUTOPHATBHON N30UpaATEITHHON
komuccuu Ne 31

KAPTOYKA JIMYHOI'O IIPUEMA I'PAKIIAH
B TEPPUTOPUAJIBHON N3BUPATEJIBHOU KOMUCCHUHU Ne

Jara obparienus
Jara npuema

« » 20 I. Ne
damuus, UMs, OTYECTBO 3asIBUTEIA JlomKHOCTHOE JIUII0, BEAYIIEee TPHEM
MecTo XKUTeNbCTBa, TeNeHOoH Pesynbrarel paccMoTpeHust

KaTeropI/m 3as1BUTCIIA

Coneprxanue oOpaiieHus

A,
BBIPAKAIO (pamunus, UMs1, OTYECTBO 3aBUTEIIS)

COIJIaCM€ Ha MpPEJOCTaBICHUE MHE YCTHONO OTBETa B XOJE JUYHOIO IpHEMA IO CYILECTBY
MIOCTaBJIEHHBIX B YCTHOM 0OparieHnu Bonpocos. [IncbMeHHOro oTBeTa HEe TpedyeTcs.

(mara) (monmuck 3asBUTETIS) (pacuudpoBka moamMcH)

A,
BbIpaxxaro

(damunust, UMsi, OTIECTBO 3ASBUTEIIS)

corJiache Ha BHJ1€0-U (WIH) ayAMOIPOTOKOIMPOBAHHE JIMYHOIO PUEMA.

(mata) (TOaNUCH 3asBUTEIS) (pacmmdpoBKa MOAMKUCH)
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ITpunoxenue Ne 9
K WHCTPYKIIAN
TI0 JICJIONIPOU3BOJICTBY B TEPPUTOPHATBHOMN
n30upatenpbHON Komuccnu Ne 31

JIucer coryiacoBanus

JomKHOCTD

damunus,

Hara Tonmmcen WHHULAAJIBI

HUcnomuurenu




99

ITpunoxenune Ne 10
K UHCTPYKIUU
10 JIeTTOTIPOU3BOJICTBY B TEPPUTOPHATBHON
n3ouparenbHoit komuccun Ne 31

YTBEPX/IAIO

IIpencenarens TeppuTopHAIBHON
n30upaTebHON KoMUccHu Ne

(moamucek) (mHUIIMATBI, (HaMIITHS)

« » 20 T.

OT14eT 0 pacchlIKe 0 COOTBETCTBYIOUIUM aIpecaTaM U pa3MelleHun
pemiennii TeppuropuajbHOil H30MpaTEJIbHON KOMHCCHH Ne
Ha 0pUIHAJIBHOM caiiTe

3acenanne Ne OT « » roga
No Ne perrenust AgnpecaT pacChbUIKH, aapec pa3MEICHUS Jarta
n/m THUK pa3MeleHus
PacChUIKH
1
2
3
HUcnonaureis

(moamuck) (pactumdpoBKa MOAMHUCH)
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[Tpunoxxenune Ne 11
K WHCTPYKIIAN
TI0 JICJIONIPOU3BOJICTBY B TEPPUTOPHATBHOMN
n3oupatenpbHON Komuccnu Ne 31

HEPEYEHD

nmoAJICKaAaUX KOHTPOJJIK JOKYMEHTOB € YKa3aHUEM CPOKOB HCITOJIHCHUS

1. ®enepanbHble KOHCTUTYIIMOHHBIE 3aKOHBI, (elepajabHble 3aKOHBI
Poccniickon @enepanuu — COTIIACHO YKa3aHHOMY B HUX CPOKY.

2. Yka3el lIpesnpenta Poccuiickoit denepanuym — COMIACHO YKa3aHHOMY
B HHUX CPOKY.

3. Pacniopsikenusa  Ilpesmpenta  Poccuiickoit ~ @enepauuu — COTJIACHO
YKa3aHHOMY B HHX CPOKY.

4. IlocranoBnenus, pacriopskenns [IpasurenscrBa Poceniickon denepanmn —
COTJIACHO YKAa3aHHOMY B HHUX CPOKY.

5. 3akonsl Cankt-IlerepOypra — coriaacHO ykazaHHOMY B HUX CPOKY.

6. [TocraHnoBieHus, peleHus 3aKOHOJATEIBLHOTO CoOpanust
Cankr-IleTepOypra — coryiacHO yKa3aHHOMY B HUX CPOKY.

7. IlocTaHOBIIEHUS, PACHOPSIKEHUSI OpraHa TIOCYJapCTBEHHOW BJIACTU
Cankrt-IletepOypra — corjiacHO yka3aHHOMY B HUX CPOKY.

8. [TocTaHOBIICHUS, pACTIOPSKEHUSI PYKOBOJIUTEIISI OpraHa roCy1apCTBEHHOU
Biactu Cankt-IleTrepOypra — corjiacHO yka3aHHOMY B HUX CPOKY.

9. [Mapnamentckue 3ampocbl CoBera Denepannu Deaepansuoro Cobpanus
Poccuiickoit deneparnuu, I'ocymapctBennoit [dymber denepanbhoro CoOpanus
Poccuiickoit @enepanuu —HE TMO3QHEE YeM uepe3 15 KaneHIapHbIX [HEW
CO JHA TIOJIYyYEHUS NapIaMEHTCKOTO 3amnpoca WM B HWHOW YCTAHOBJIEHHBIN
cooTBeTcTBYMOIIECH nanaroil denepansHoro Cobpanusi Poccuiickoit denepanmu
CPOK.

10. 3anpocsl CEHAaTOpOB Poccuiickoit denepanuu, JEMyTaToOB

[l'ocynapctBennort Jlymbr ®enepanbroro CoOpanusi Poccmiickoit ®deneparym —
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He no3/iHee yeM yepe3 30 KalleHIapHbIX JHEW CO JHS €ro MOJIyYEHUs WU B MHOMN
COIJIaCOBaHHBIM C MHULIMATOPOM 3alpoca CpoK.

11. O6pamienuss  cenatopoB  Poccuiickoit ~ deneparuu,  JAemyTaToOB
I'ocynapctBennoit Jlymer ®DenepanpHoro CobOpanusi Poccuiickoit depeparuu
0  BONpOCaM, CBSA3AHHBIM C WX  JEATEIbHOCTBIO, — HE3AMEIUTEIBHO
(mpu HEOOXOAUMOCTH TOIYUSHHUS JJOTIOTHUTEIBHBIX MaTEPHATIOB — HE MO3/THEE YeM
yepe3 30 KaeHJapHbIX THEW CO JAHS MOJy4YEHUs 0OpalleHus).

12. O6pamenus JIETyTaTOB 3aK0HOIATEIHLHOTO Cobpanust
Cankr-IletepOypra — B cpok, ycranoBieHHbIi CankT-IleTepOypra.

13. [lucekma u3 Apmunuctpauun IIpesunenta Poccuiickoit d@epepanuu,
[IpaButennscTBa Poccuiickoit ®enepannn, Konctutynuonnoro Cyaa Poccuiickoi
Oenepannu, BepxoBHoro Cynma Poccuiickori @enepauuu, [ 'eHepanpHOU
npokypatypbl Poccuiickoit ®enepauuu, IIpaButensctBa Cankt-lleTepOypra —
B COOTBETCTBMM C YyKa3aHUSIMU IO HCIOJHEHHIO JOKYMEHTa Ipejcenaress
TEPPUTOPUAIIBHOM  KOMHCCHUH, €CIM B  HHX HE  yKa3aH  CpOK —
He Mo3/Hee yeM uepe3 30 KaJleHIapHbIX JHEH.

14. IIpoTtect mpokypopa — He no3aHee yeM yepe3 10 kaneHIapHbIX THEH.

15. IlpeacraBnenue npoKypopa — B TEYEHUE MECSIA CO JHS MOCTYIICHUS.

16. OOpaieHus, CBI3aHHbIE C peain3aluel U 3alUTON N30UpaTEIbHBIX MPaB
W mpaBa Ha yyactue B pedepenayme rpaxaanH Poccuiickoiri dDepeparuu,
MOCTYNUBIINE B TEPPUTOPUAIBHYI0O KOMHUCCHUIO B XOAE COOTBETCTBYIOIIEH
n30upaTebHOM  KaMIaHWM, KaMIlaHud  pedepeHayMa, —B  COOTBETCTBUU
¢ MeepanbHLIM 3aKOHOM 00 OCHOBHBIX FapaHTHAX U30MPaTEIbHBIX IIPaB!.

17. Ilepecbiika oOpallleHUl TpaxkaaH, COAEPKAIIMX BOIMPOCHI, PEIICHUE
KOTOPBIX HE OTHOCUTCA K KOMIIETCHIIMM TEPPUTOPUATLHON KOMMCCHH,
OCYUIECTBJISIETCS] B TEUEHHE CEMH KaJeHIAPHBIX JHEH.

OOparenue, CBI3aHHOE C COOTBETCTBYIOIIEH HM30MpaTENbHON KaMIlaHUEH,
KaMmmaHueln pedepeHayMa, TMOCTYNHBIIEE B TEPPUTOPUATHHYIO KOMHCCHIO
JI0 YCTAHOBJICHUSI €10 UTOTOB TOJIOCOBAHUS, OINPEACIICHUS Pe3yJbTaTOB BHIOOPOB,

pedepenayma U coAepXallee BOMPOCHI, PEIIEHHE KOTOPhIX HE BXOJMT

! Ucnone3yeTest COKpalenue, NpUBEAEHHOE B yHKTe 1.2 HacTosmmel UHCTpyKIwy.
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B KOMIICTCHIINIO KOMHUCCHM, B TEUEHWE MATH JHEW IMOCJE JHA IMOCTYTUICHUS
HalpaBJsieTCs] B KOMHCCHIO, HMHOW OpraH Wid JODKHOCTHOMY  JIMILY,
B KOMIIETEHIIMIO KOTOPBIX BXOAUT €ro pPacCMOTpPEHHE, a MOCTYNHBIIEE B WHOM
NepuoJl MO0 HE CBSI3aHHOE C COOTBETCTBYIOIIEW H30MpATENIbHOM KaMIaHUEH,
KaMmnaHuel pedepeHayma — B TeUEHUE CEMU JHEH mocie AHS MOCTYIUICHHUS.

OO0parienus, He CBSI3aHHBIC C pean3alyeil U 3alIUTON N30UpaTebHbIX MPaB
U TpaBa Ha ydactue B pedepenayme TpaxaaH Poccuiickoir deneparuu,
NOCTYIHBIIAE B TEPPUTOPUATIBHYI0 KOMHUCCHIO B MEPUOJ COOTBETCTBYIOLIEH
n30upaTebHOM KaMMaHUHM, KamMIaHuu pedepeHayma, a TakKe MOCTYIMUBIINE
BHE TepHojJa M30MpaTEeNbHON KaMIaHWHW, KaMIaHuW pedepeHaymMa WU IMOcie
YCTaHOBJICHUSI TEPPUTOPUAIBHON KOMHCCHEN UTOTOB TOJIOCOBAHUS, ONpPEICICHUS
pe3yJbTaToB BBIOOPOB, pedepeHayma, —B TedeHue 30 pgHed mocne JHA
WX TOCTYIICHHUS.

18. OOparmienus  cpeACTB  MaccoBoM  uHMOpManmuu MO  BOIpocam
npenocTaBiieHuss UH(OpMAIuu —B  TEUEHHE CEeMU  KaJICHJApHBIX  JIHEW.
Ecnu tpebyemble cBeZeHUS HE MOTYT OBITh MPEIOCTaBICHBI B yKa3aHHBIM CPOK,
TO JIOMYCKAeTCs OTCPOYKa B TMPEIOCTaBICHUM 3arpaiimBacMoil HHpOpManuu
C BPYUYECHHEM MPEACTABUTEIIIO PEIAKIIMUA B TPEXTHEBHBIM CPOK CO JHS MOTYUYCHUS
MMCBMEHHOIO 3arpoca WH(OpMaluu yBEJOMIIEHHS 00 OTCpOUYKE, B KOTOPOM
YKa3bIBalOTCA NPHUYMHBI OTCPOYKH, Jara, K KOTOpod OyaeTr mpenocTaBiieHa
3ampariuBaeMasi ”HpopMalus, J0IKHOCTHOE JIMIIO, YCTAHOBUBIIIEE OTCPOUKY, J1aTa
MPUHSATHUS PEIICHUsI 00 OTCPOUKE.

19. 3anpoc rocynapcTBEHHOIO0 OpraHa, OpraHa MECTHOI'O CaMOYIIPaBIICHHS
WIM JOJDKHOCTHOIO JIMIIA, paccMaTpHUBAIOLIEro oOpalleHHe TIpakKJaHuHa, —
JOKYMEHTbl W Marepuaibl, HEOOXOJIMMBbIE I PacCMOTpPEHHUs OOpalieHus,
MPEIOCTABISIIOTCA B TE€YEHHWE |5 NHEN WM MHOM CPOK, YKAa3aHHBIM B 3alpoce
(0 BO3MOKHOCTH), 32 HMCKJIIOYECHHUEM JTOKYMEHTOB M MAaTE€pPHAIOB, B KOTOPBIX
COJIEpKaTCsl CBEJICHUS], COCTABIISIOLINE TOCYIAPCTBEHHYIO WJIM UHYIO OXPaHSAEMYIO
dbeneparbHBIM 3aKOHOM TailHy, W JJIi KOTOPBIX YCTAHOBIIGH OCOOBIN MOPSIIOK

IPe0CTaBIICHUSI.
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[Tpunoxxenune Neo 12
K WHCTPYKIIAN
TI0 JICJIONIPOU3BOJICTBY B TEPPUTOPHATBHOMN
n3oupatenpbHON Komuccnu Ne 31

TeppuropranbHas YTBEPXIAIO
n3OuparenpHas kKomuccus Ne
HOMEHKIJIATYPA JEJI IIpencenarens
TepputopuanbHOM
Ne n30upaTenbHO kKomuccuu No
(mata)
(moamuck) (pacmudpoBka MmoamUCcH)

Ha o (I[aTa)
n Komaaectso Cpoxk xpaHeHus

HACKC 3arosnoBox siena TOMOB POX*p [Ipumeuanus

nena . u Ne crareii 1o nepevHro

(uacreii)
1 2 3 4 5
Haspanwue paznena
(HaMMEeHOBaHUE JTOJKHOCTH COCTABUTENS (moamnuce) (pacmm@poBKa MOANKUCH)
HOMEHKJIATypBhl)
(mara)
COT'JTACOBAHO COT'JIACOBAHO
[IpoTokon DKcnepTHOW KOMUCCHH Cekperapp Cankr-IlerepOyprekoit
TeppuropuanbHOl U306UpaTeabHON KoMuccuu Ne n30UpaTeTbHON KOMUCCUU

OoT

No

(mogmuce)  (pacmudpoBKa MOJIMUCH)
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[Iponomxenue npunoxeHust Ne 12

Hrorosas 3amuch o KaTCTOPHAX U KOJIUMUICCTBE ACJI, 3aBCACHHBIX

B roay B TepputopualibHO# n30upaTenbHOi Komuccun Ne
B ToM uncne
ITo cpokam xpaHeHus Bcero T — C OTMETKOM
PEXOIIAI «OIIK»
1 2 3 4

Ha 6ymaxkxnoMm Hocutese

(mpu HaMUUUU TUOPUIHBIX Jei, ToM(a) Ha OyMaKHOM HOCHTENIEC YUYUTHIBAIOTCS B pasJieie
tabmuubl «Ha OymaxkHOM HocuTene», ToM(a) Ha 3JEKTPOHHOM HOCHTEJIE YYHMTHIBAIOTCS B
pazziesne Tabauibl « JIEKTPOHHBIX)):

ITocTosiHHOTO

JoarospemenHoro (csaiue 10 sier)

Bpemennoro (10 10 sieT BKIIOYUTENBHO)

DNEeKTPOHHBIX

(mpu HANMWYUK TUOPUIHBIX JIeN, ToM(2) Ha OyMa)KHOM HOCHUTEIE YUYUTHIBAIOTCS

B paznene Tabmuibl «Ha OymakHOM HOcUTENEeY, TOM(a) Ha SJIEKTPOHHOM HOCHUTEIE
YUUTBHIBAIOTCS B pa3jiesie Ta0uIbl « DIEKTPOHHBIXY):

ITocTossHHOTO

JoarospemenHoro (csaiue 10 sier)

Bpemennoro (10 10 et BKIIOYUTENBHO)

HUTOI'O:

(HaMMEeHOBaHUE JOJKHOCTH COCTABUTEIIS (monmucek) (pacuudpoBka moanucy)
HOMEHKJIATypBhl)

(mara)
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[Tpunoxxenue Ne 13
K WHCTPYKIIAN
TI0 JICJIONIPOU3BOJICTBY B TEPPUTOPHATBHOMN
n3oupatenpbHON Komuccnu Ne 31

TepputopuanbHas YTBEPXIAIO
n3buparenpHas Komuccus Ne
DOOH/J] Ne [Ipencenarens
OIIUChH Ne TeppuropuanbHON
n30upaTeIbHOM KOMUCCHU Ne
Jiell, JOKYMEHTOB IOCTOSIHHOT'O XpaHEHUs —
3a roJt
(moamuck) (pacmudpoBKa MOAIUCH)
(mara)
No Hunexc 3aroJyiIoBoK o
Kpaiinue nats KonuuectBo nuctoB | Ilpumeuanus
/1 nena zena
1 2 3 4 5 6
HaszBanue pasnena
B nanub1i pa3nen onucyu BHECEHO el

(mdpamMu ¥ TIPOIHCHIO)

¢ No o Ne , B TOM YHCJIE:
JTUTEpPHBIC HOMEpA: 5
MPOMYIIEHHbIE HOMEpa:

HaI/IMeHOBaHI/IC JOJPKHOCTU COCTAaBHUTECIIA IIOAITNUCH pacmmprBKa IIOAITNCHU
OITMCH

HanmeHoBanne J0IKHOCTH MO IITNCH pacmidpoBKa MOIMUCH

OTBCTCTBCHHOI'O 3a apXWB

(nata)

COTI'JTACOBAHO
IIpoTokOoa DKCEPTHON KOMUCCHH
TepputopuansHoil H30UpaTENHHOMI

komucenu Ne

oT Ne

YTBEPX/IEHA
[IpoTokoa LleHTpanbHON SKCIIEPTHO -
MIPOBEPOYHON KOMUCCUU
ApPXHMBHOTIO KOMUTETA
Cankr-IlerepOypra

oT Ne




TeppuropuaibHas

n3OuparenpHas komucceust No
®OHJ Ne
OIIUCH Ne

nell, JTOKyMEHTOB

(cBeimre 10 neT) cpoka XpaHeHUs
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ITpunoxenune Ne 14
K UHCTPYKIUU
10 JIeTTOTIPOU3BOJICTBY B TEPPUTOPHATBHON
n3ouparenbHoit komuccun Ne 31

YTBEPXJAIO

[Ipencenarens
TepputopuanbHOit

BpPEMEHHBIX n3bupareabHol Komuccuu Ne

(moamuce) (pacmmgpoBKa MOAIKCH)

3a roj
(mara)
No Nunexc 3arosoBoOK Kpaiinue Cpok KonunuecTtBo
[Tpumeuanus
n/n nena nerna JIaThl XpaHECHUS JIUCTOB
1 2 3 4 5 6 7
HaszBanue paznena

B nannblii pa3znen onucu BHECEHO aen

¢ Ne

(mudpamMu 1 TPOIUCHIO)
mo Ne , B TOM

YHUCIIC:

JIMTCPHBIC HOMEpA:

MIPOMYILEHHbIE HOMEpa:

(HaMMEHOBaHUE TOJKHOCTU COCTABUTES (moamuce) (pacmmdpoBKa MOAMHUCH)

OTIHCH)

(HauMeHOBaHHE JJOKHOCTH
OTBETCTBEHHOTO 32 apXUB)

(mara)

COI''TACOBAHO

ITpoTokos DKCIepTHOW KOMUCCUHT

(moamuce) (pacmmdpoBKa MOAMHUCH)

YTBEPX/IEHA
[IpoTokom LleHTpanbHON SKCIEPTHO -

TepputopuaiibHOI U30UpaTENbHOMN MIPOBEPOYHON KOMUCCUU
koMuccuu Ne

OoT

No

ApxuHoro komutera Cankt-IlerepOypra

oT Ne



TeppuropuaibHas
n3bupatenpHas komuccus Ne
®OHJA Ne
OIIUCH Ne

ACJI, JOKYMCHTOB 11O JIMYHOMY COCTaBy
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ITpunoxenune Neo 15
K UHCTPYKIUU
110 JIeTTOTIPOU3BOJICTBY B TEPPUTOPHATBHON
n3ouparenbHo komuccun Ne 31

YTBEPXJAIO

[Ipencenarens
TepputopuanbHOit
n3buparteabHoN Komuccuu Ne

|m____rod (moamnuce) (pacuudpoBKa MOAMHCH)
(mara)
Ne Nunexc Kpaiinue Cpok Koin-Bo
3aroyoBOK zena [Ipumeuanus
n/n nena JIaThl XpaHEeHUs JUCTOB
1 2 3 4 5 6 7

HaszBanue paznena

| | |

B nanHBII pa3nen onucu BHECEHO Jen
(tmudpaMu ¥ TPOITHUCHIO)

c Ne mo Ne , B TOM

qHCle:

JUTEPHBIE HOMEpa! )

MPOIyIIIEHHbIE HOMEepa:

(HamMeHOBaHUE JOJIKHOCTH (monmucek) (pacuudpoBka moanucu)

OTBETCTBEHHOTO 32 apXHB)

(HaMEHOBaHUE TOJKHOCTU COCTABUTENS (moamuce) (pactmmdpoBKa MOAMHUCH)

OTIHCH)

(mara)

COTI'JTACOBAHO
IIpoToKOa DKCEPTHON KOMUCCHH
TepputopuaibHON H30UpaTENBLHOM

komucenu Ne

oT Ne

COI'NTACOBAHO
ITpoTOKOI PKCIIEPTHO-NPOBEPOUHOMN
METOJINYECKON KOMUCCUU
LleHTpampbHOrO rOCyAapCTBEHHOTO apXUBa
Cankr-IlerepOypra

oT Ne
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ITpunoxxenue Ne 16
K UHCTPYKIUU
110 JIeTTOTIPOU3BOJICTBY B TEPPUTOPHATBHON
n3ouparenbHo komuccun Ne 31

TepputopuanbHas YTBEPXIAIO
n3buparenbHas komucceus No [Ipencenareins
AKT TepputopuasibHOM
Ne n30uparenbHol komuccuu Ne

(MecTo cocTaBeHUs)
O BbIIEIEHUH K YHHYTOKEHUIO (moamucek) (pacmdpoBka moanucy)
(apXHMBHBIX) JOKYMEHTOB,
He MO/AJIeKAIUX XPAHEHHU IO

(mara)

Ha ocHoBanum IlepeuHs THIIOBBIX  YIPaABJICHYECKUX apPXUBHBIX JOKYMCHTOB,
00pa3yIoUIMxcsi B TMpOLECCEe MACATEIbHOCTH TOCYJapCTBEHHBIX OPraHOB, OPraHOB MECTHOTO
CaMOYIIpaBJICHUSI M OpraHU3allii, C YKa3aHUEM CPOKOB XPAaHEHUS M HOMEHKIATYpPbl [l
TepputopualibHON N30MpaTeNbHON KOMUCCHU N 0TOOpaHbl K YHUYTOXKEHHUIO KaK HE HMEIOIINe
HayLIHO-I/ICTOpI/I‘-IeCKOf/i HECHHOCTH M YTPATUBIIHEC NPAKTHYCCKOC 3HAYCHNEC JOKYMCHTBI:

No No oniucu
(mpu
BBIJICTICHUH K
3aroioBok I No en. xp.
YHUUTOKEHHUIO Cpoku
nena 10 OTTUCH
JIOKYMEHTOB Kon-Bo XpaHeHus
No WIH Tosl (nHIEKC [Tpume-
. A MIPU TIOJITOTOBKE el. Xp. 1 HOMEpA
/Tl | TPYIIIOBOM 1o o JaHWS
JIeN K Tiepenaye (mem) craren
3aroJI0BOK HOMEHKJIa-
B apXuB IO MePEUHIO
JIOKYMEHTOB Type zien)
OpraHu3aIni,
rpada He
3aMoIHSIEeTCs])
1 2 3 4 5 6 7 8
Hroro el. xp. (e, SJIEKTPOHHBIX JeI) 3a TOJIbI
(undpamu 1 MPONUCHIO)
Omnucu JeT TOCTOSITHHOTO XPaHCHHS 32 TOJIBI YTBEPKIeHbI ¢ LleHTpalTbHO SKCIIepTHO

-IPOBEPOYHOMN KOMUCCHENR ApXUBHOTO KOMUTETA Cankr-IlerepOypra (mpoTokon
oT« » 20 r. Ne ).

(HaMMEeHOBaHUE JTOJKHOCTH JIMIIA, (moanuce) (pacmudpoBKa MOAMUCH)
OTBETCTBEHHOT'O 32 apXUB

(mara)
COT'JTACOBAHO YTBEPXIEH
IIpoTokOoa DKCEPTHON KOMUCCHH leHTpanbHOI 3KCIEPTHO-ITPOBEPOYHOU
TeppuropuanbHoit KOMHUcCCUU ApXUBHOTO KOMUTETA
n30uparenbHoi kKomuccuu Ne Cankr-IlerepOypra

oT Ne oT No
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[Tponomxkenue npunoxenust Ne 16

JIOKyMEHTBI B KOJIMUECTBE ead. Xp. (e, 3IeKTPOHHBIX JIeN):
- Ha OyMa)XKHOM HOCHUTEJIE BECOM KT CITaHbI B

(HaMMEHOBaHUE OPraHU3aLNN)

- Ha 3JICKTPOHHOM HOCHUTCJIC CAaAHbI HA YHUYTOKCHHUC

(crIoco0 YHUUTOKEHUS)

(HamMeHOBaHHWE JOJKHOCTH JINIIA, (moamucek) (pacmudpoBka moanucy)
CABILEr0 JOKYMEHTBI)

(mara)

HN3meHeHus B YUYCTHBIC TOKYMCHTBI BHCCCHDI

(HaMeHOBaHUE JIOJHDKHOCTH JIMIIA, BHECILIETO (moamucek) (pactmmdpoBKa MOAMKUCH)
W3MEHEHHUS B yUYETHBIE JOKYMEHTHI)

(mara)
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[Tpunoxxenune Neo 17
K WHCTPYKIIAN
TI0 JICJIONIPOU3BOJICTBY B TEPPUTOPHATBHOMN
n3oupatenpbHON Komuccnu Ne 31

BHYTPEHHSA OITMCH JOKYMEHTOB JIEJIA

BHyTpeHHsIs1 ONUCH JOKYMEHTOB /iesia Ne

Peructpanmonubii Howmepa
No part Jlara 3arojioBoK p
HOMEpP JIUCTOB [Ipumeuanus
n/m AOKYMCHTa JAOKYMCHTa
AOKYMCHTa aeia
1 2 3 4 5 6
Hroro: JIOKYMEHTOB
(mudpamMu ¥ IPOTUCHIO)
KonnyecTBo IUCTOB BHYTPEHHEN ONUCH JUI.
(urdpamMu 1 MPOMUCHIO)
(HaUMEHOBaHUE JTOKHOCTH (moamuchk) (pacmm$poBKa IMOIIHCH)

JINIIa, COCTaBUBIIIETO
BHYTPEHHIOIO OIKCH
JIOKYMEHTOB JieJa)

(nata)
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[Tpunoxxenue Ne 18
K WHCTPYKIIAN
TI0 JICJIONIPOU3BOJICTBY B TEPPUTOPHATBHOMN
n3oupatenpbHON Komuccnu Ne 31

JIMCT-3ABEPUTEJIb AEJIA

Jluct - 3aBeputenb aena No

B nene noammTo 1 MpoOHyMEpPOBaHO aucT(oB),

(tmudpaMu ¥ IPOITHUCHIO)

¢ No mo Ne , B TOM YHCJIE:

JIUTCPHBIC HOMCpa JINCTOB

MIPOIYIIIEHHBIE HOMEpa JIUCTOB

+ JIMCTOB BHYTPEHHEN ONMUCH

Ocob6eHHocTr (hHU3MIECKOr0 COCTOSHUS Howmepa
U popMUpOBaHUs Aeia JMCTOB
1 2
(HauMeHOBaHUE (moamnucek) (pacuupoBKa MOAIICH)
JTIOJKHOCTH)

(mata)
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[Tpunoxxenune Ne 19

K UHCTPYKLIUU
IO JICJIONPOU3BOJICTBY B TEPPUTOPHUATIEHON

n3oupatenpbHON Komuccnu Ne 31

w T
o[ "Iy
WD
Cankr-IlerepOyprckoe rocyiapcrBeHHOe Ka3eHHOE yUpe:KIeHue
«enTpanabHblii rocynapcreeHnblii apxus Cankr-IlerepOypra»
TEPPUTOPUAJIBHASA UBBUPATEJIbHAS
KOMHUCCHUSA Ne
JAEJIO Ne Tom Ne
(3aroJIoOBOK jena)
(kpaitHue nathl)
Ha JIACTax
XpaHHUTh

D Ne
On. Mo
. Ne
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ITpunoxenune Ne 20
K UHCTPYKIUU
10 JIeTTOTIPOU3BOJICTBY B TEPPUTOPHATBHON
n3ouparenbHoit komuccun Ne 31

YTBEPXIAIO YTBEPXJAIO
[Ipencenarens HupekTop
n30upaTeabHON KOMUCCUU Cankr-IlerepOyprckoro rocy1apcTBEHHOTO

Ka3eHHOro yupexaeHus LlenTpaibHoro
rocyaapcrBeHHoro apxusa Cankr-IlerepOypra

[Tonnuce Pacmm¢poBka noanucu [Toanuce Pacmm¢poBka
HOJIMCH
—_— [evats
Tlata IIeuaTs Tlata
AKT
Ne

IIpyueMa-1nepe1adyu apXuBHbIX
JOKYMEHTOB Ha XpaHEHHUE

(oCHOBaHHME MepeIaum )

(Ha3BaHMe nepegaBaeMoro GpoHa)

caal,
(HauMEeHOBaHHUE OpraHU3aLUY, [IePearoIei TOKYMEHTHI)
IIPUHSIL.
(HauMEeHOBaHME OpraHU3allUH, IPUHUMAIOIIEH TOKYMEHTHI)
IIpuHMMaeT Ha rocyAapCTBEHHOE XpaHEHUE JOKYMEHTHI 3a Y CIIPAaBOYHBIN anmapar
K HUM: (roasl)
Ne n/n HasBanune, Homep KonnuecTBo 3Kx3eMILIsIpoB KomnuectBo | IIpumeuanus
OIUCH OIIUCH JECJI, JOKYMEHTOB el. Xp.
1 2 3 4 5
Hrtoro npunaro eI.Xp.
(IM(ppamMu ¥ IPOINCHIO)
Ilepenauy npownsBenu IIpuem npoussenu
JoiKHOCTB [Tonmuce  PacmmdpoBka  JIOMKHOCTD [Tognuce PacmmidpoBka
MIOATHUCH MOATIUCH
JlaTa JlaTa
®onny npucBoeH Ne
N3meHeHus B y4eTHbIE JOKYMEHTBI BHECEHBI
HanmeHnoBanue J0KHOCTH [Moanuce Pacmdposka moanucu

OTBCTCTBCHHOI'O 3a apXUB

Harta
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