YTBEPXIEHA

pemennemM TeppuropuanbHOn
30UpaTEIbHON KOMUCCHUH
ot 03 uromns 2020 roma Ne 3-8

UHCTPYKLMS 1O JEJTONPOU3BOJICTBY
B TEPPUTOPUAJIBHON U3BUPATEJBHON KOMUCCHUHU Ne38

1. O0mue mos10KeHus

1.1. Uuctpykuus o JEJIONPOU3BOACTBY B TepputopranbHOU
n3oupatenbHoi komuccuu Ne38 (manee — MHCTpyKIusl) yCTaHABIMBAET MOPSIOK
paboThl C JTOKYMEHTaMHU, OCHOBHBIE IpaBWia MX MOATOTOBKA M OQOPMIICHUS B
TeppuropuanbHoit n3zduparenpHoii komuccuu Ne38 (manee — TeppuropuanbHas
KOMUCCHSA).

[Topsinok paboOTBl € BJIEKTPOHHBIMU JIOKYMEHTAaMH, JOKYMEHTaMHU IO
BEJICHUIO  KaJIpoBOrO0  JIEJIONPOM3BOJACTBA  OINPEHEISETCS  OTAEIbHBIMHU
UHCTPYKLHSIMU.

WucTpykiust  pa3pabotana Ha ocHoBaHuM DenepanbHbIX  3aKOHOB
«O0 OCHOBHBIX TapaHTUSIX HW30MpaTeIbHBIX IMpaB W TMpaBa Ha ydacTUe B
pedbepennyme rpaxnaan Poccuiickoit denpepanmu», «O0 apXuBHOM Jeie B
Poccuiickoit ®enepauun», «O TOpAIKE PpaCCMOTPEHHs] OOpallEHUN TpakaaH
Pocculickon Denepanum», 3aKOHOB Cankr-IletepOypra, [IpaBun
JeJONpPOU3BOACTBA B  (erepanbHBIX OpraHax HCIOJHUTENbHOW  BIIACTH,
YTBEPXKJICHHBIX TNocTaHoOBJIeHHEM [IpaButenscrBa Poccuiickoit ®denepanuu
ot 15 urons 2009 roma Ne 477, ¢ ydyeroM MeTOIMYECKUX PEKOMEHAALMHN IO
pa3pabOTKe WHCTPYKUMH 10 JEeJIONPOU3BOACTBY B (eAepalibHbIX OpraHax
WCIIOJTHUTENILHOM BIJIACTH, YTBEPKICHHBIX MpukazoM dDenepanbHOro apXWBHOTO
areHTcTBa oT 23 nexabps 2009 roga Ne 76, mOCTaHOBIEHUM M MHBIX HOPMATUBHBIX
aktoB [IUK Poccun, Cankr-IlerepOyprckoit u30uparensHON  KOMHUCCHH,
pernamenta TeppuropuanbHOM  KoMuccHHM, ¢  ucnoib3oBaHueM ['OCTa
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omnpenenenusi», [OCTa P 7.0.97-2016 «CUBUM. YuuduuupoBaHHbIE CHUCTEMbI
JOoKyMeHTauu. OpraHu3alioOHHO-PaCIIOPAIUTENIbHAS JOKYMEHTALIH.

PabGota ¢ pokymeHTamu, colepKalluMu HWHGOPMAIMIO OTPAHUYEHHOTO
pacupoCTpaHEHUsl, OCYIIECTBISIETCSI B COOTBETCTBUM €  IIOCTAHOBJIEHHUEM
[IpaButensctBa Poccuiickoit ®denepanum ot 3 HosOps 1994 roma Ne 1233
«O06 yrBepxaeHun [lomoxeHuss o TOpsiAKe OOpameHus: Cco  CIyKeOHOM
uHbOpMallMell OrpaHMYEHHOTO pAcCHpOCTpaHEHUsT B (QenepalbHbIX OpraHax
WCIIOJTHUTEIIbHOM BJIACTH, YIIOJJTHOMOYEHHOM OpPraHe YIIPABIICHHS UCIIOIb30BaHUEM
ATOMHOW YHEPTUU U YIIOJHOMOYEHHOM OpraHe Mo KOCMUYECKOHN JESITENIbHOCTI, 32
UCKIIIOUEHHUEM JOKYMEHTOB, COJIEpKAIlUX CBEJACHHS 00 M30MpaTesiX, ydaCTHUKAX
pedepenayma, obpalammuxcs B paMmkax GyHKIUOHUPOBaHUs ['ocymapcTBeHHOM
CUCTEMBI peructpauuu (ydera) wuszOupareield, Y4YaCTHUKOB pedepeHayma B
Poccutickon ®@enepanuu.

1.2. [IpaBuna odopMiaeHUs] IAOKYMEHTOB U TMOPAIOK paboOThl C HHUMH,
NpEeayCMOTpEeHHbIE HacTosAmed WHCTpykuueit, o0s3aTenbHbl IS WICHOB
TeppuTopralbHOW KOMHUCCHM W TOCYJAPCTBEHHBIX TPAXKIAHCKUX CIYKAIIUX
ammapara TeppuTopruatbHON KOMHCCUH (Jlajiee — TPaKIAHCKHE CITYKAIIUE), 8 TAKKE
JIU1, TPUBJIEKAEMBIX 10 TPAXKIAHCKO-TTPABOBBIM JIOTOBOPAM.

1.3. PaGoTHUKH, TOCTYNHBIIINE HA TOCYAAPCTBEHHYIO TPAKIAHCKYIO CITYKOY
B anmapaT TeppuTopuaibHOM KOMUCCHH, JOJIXKHBI ObITh 03HAKOMJIEHBI IO TTOATTUCH
C TeKCTOM Hacrosien Mucrpykiuu.

1.4. Benenue JETTONTPOU3BOCTBA TeppuropuasibHON KOMUCCHH
OCYIIECTBISIET MpeAcenaresib TeppuTOpUaIbHOM KOMHUCCUM WM T'Pa)XIaHCKUN
CIy)Kalluy amrmapara TeppuTopraibHOW KOMHCCHM B COOTBETCTBUU CO CBOUM
JOJKHOCTHBIM PETJIAMEHTOM.

1.5.B cmydae yxoma B OTHYCK, BbI€3Ja B KOMAaHJIHUPOBKY, OOJIE3HH,
YBOJIBHEHHUSI ~ MCHOJHUTENS] JOKYMEHTOB MpeacedaTesib eppuTopralbHON
KOMUCCHUM JIaeT YyKa3aHWe IepelaTb HEUCHOJHEHHbIE JIOKYMEHTHI ApYyroMy

HUCITIOJTHUTCIIIO.
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1.6. lenonpou3BoactBo B TeppuropruaabHOW KOMHCCHUU OCYILIECTBISIETCS C
VCIIOJIB30BAaHUEM IMPOIPAMMHOIO M3Jenus «Jlesio» MOICHCTEMBl aBTOMATH3aLUU
aIMUHUCTPATUBHOW  JE€ATEIBHOCTHM 1'OCYyapCTBEHHOM aBTOMAaTU3MPOBAHHOM
cucteMsl Poccuiickoit deneparun «BbIOOpBD), BXOASANIEH B COCTAB CIEUUATIBHOTO
nporpammHoro odecnedenus (manee — [ JIEJIO).

Hoctyn x I JEJIO ocymiecTBisieTcsi B COOTBETCTBUM C PeriameHTOM
UCIIONb30BaHUSl  MH(OPMAIIMOHHBIX  PECYpCOB  KOMILJIEKCA aBTOMAaTH3alluU
TepputopraibHON n3ouparensHoil komuccuu (nanee — KCA TUK) nmo mpukasy
npexacenarens TeppuTopranbHOl KOMUCCUMU.

Pabora ¢ pokymentamu TeppuTOpHalbHON KOMHUCCHUM OCHOBBIBAETCS Ha
IIPUHIUIE OJHOKPATHOW PErMCTpalvy JOKYMEHTA.

1.7. 111 AEJIO mpenocTaBisieT BO3MOXXHOCTb padOTaTh C AJIEKTPOHHBIMU
oOpa3namMu JTOKYMEHTOB U 3JEKTPOHHBIMU JOKYMEHTaMH, OCYLIECTBIATh B 0a3e
JAHHBIX aBTOMATU3UPOBAHHBIA TMOMCK JOKYMEHTOB IO Pa3jIUYHBIM KPUTEPHSIM,
OpraHU30BbIBaTh KOHTPOJIb HCIIOJHEHUS JOKYMEHTOB M IOPYYEHMH, a TaKXKe
NOJIy4yaTh CTATUCTHUYECKHE OTYETHl MO JTOKYyMEHTO000poTy B TeppuropuasbHON
KOMUCCHUHU.

1.8. UucTpyKius yTBepkaaercs peneHuem TeppuropuaibHON KOMUCCHU.

1.9. B UHCTpyKIIMK UCTIONB3YIOTCS CIEAYIOIINE TTOHSTHS:

OJlaHK JOKyMEHTa — Ha0Op pEKBU3HMTOB, HJCHTU(DUIMPYIOUIUX aBTOpa
o(pULIMaTBFHOTO MUCBMEHHOTO TOKYMEHTA;

BHYTPEHHHMU TOKYMEHT — JOKYMEHT, TOATOTOBIIEHHBIN B TeppuTOpranbHON
KOMHCCHH, HE BBIXOAIINM 32 €€ IPeebl;

BXOJISIIMA JIOKYMEHT — HOKYMEHT, MOCTYNMBIIUM B TeppUTOPHAIBHYIO
KOMUCCHIO;

JIEJI0 — COBOKYITHOCTh JJOKYMEHTOB WJIM OTIEIbHBIA JOKYMEHT, OTHOCSIIIHECS
K OJHOMY BOINPOCY WJIM YYacTKy JESTEeIbHOCTH, MOMEIIECHHbIE B OTIEIbHYIO
00JIOXKKY;

JEJIONPOM3BOACTBO  —  JIEATENBHOCTh,  OOECIeuuBarolas  Co3/aHue

0(1)I/II_II/Ia.HBHBIX JOKYMCHTOB M OpPraHu3alunro pa6OTI:>I C HUMU,
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NOKJagHas  3amMcKa —  BHYTPEHHUMM  JOKYMEHT,  aJpPECOBAaHHBIN
BBILIECTOSIEMY JTOKHOCTHOMY JIMIY OT HUKECTOSAIIETO ITOJHKHOCTHOTO JIMIA U
coJiepKaliuii 00CTOSATENBHOE H3JI0KEHHE KaKOoro-Tubo BONpPOCa C BBIBOJAMHU U
IIPEUIOKEHUSIMUA COCTABUTEIS;

JOKYMEHT — O(UIUaIbHBIA JIOKYMEHT, CO3JIaHHBIH TOCYJapCTBEHHBIM
OpraHoM, OpraHOM MECTHOI'O CaMOYIpaBJECHUS, IOPUINYECKUM WU (PU3NYECKUM
aumoM, OQGOPMIICHHBI B  YCTAaHOBJICHHOM TOpPSIIKE M BKIIOYCHHBIH B
TOKyMeHT0000poT TeppuTopuanbHO KOMUCCHH,

JOKYMEHTUpPOBaHUE — (puKcanus nH(GOpMaly Ha MaTepHAIbHBIX HOCHUTEISIX
B YCTAHOBJICHHOM IOPSJIKE;

JOKYMEHTOOOOPOT — JABM)KEHUE TOKYMEHTOB C MOMEHTA MX CO3JIaHUsl WIIU
ITOJTYYEHHUSI 10 3aBEPLIEHUS UCTIOJHEHHS WM OTIIPABIICHUS,

nyOauKaT JOKyMEHTa — MOBTOPHBIM 3K3EeMIUIAp MOJJIMHHUKA JIOKYMEHTAa,
MMEIOIINHN IOPUINYECKYIO CHITY;

3aBEpPEHHAsl KONHS — KONMA JOKYMEHTAa, Ha KOTOPOHM B COOTBETCTBUU C
YCTaHOBJIEHHBIM MOPSAKOM IPOCTABJISIIOT HEOOXOAUMBbIE PEKBU3UTHI, IPUAAIOIINE
el FOPUIUYECKYIO CUITY;

UCXOIAIINN JOKYMEHT — JIOKYMEHT, OTHPABIIEMbId U3 TeppUTOPHAIBHON
KOMMCCHU;

KOHTPOJb  MCIIOJIHEHUS  JOKYMEHTOB —  COBOKYNHOCTb  JIEWCTBHHU,
00ecreunBaoIIUX CBOEBPEMEHHOE UCTIOTHEHUE JOKYMEHTOB;

KOIHUS TOKYMEHTa — TOKYMEHT, TOJIHOCTBIO BOCIIPOU3BOIAIIUN HHPOPMALIUIO
IIOJUIMHHUKA U €70 BHEIIHUE IIPU3HAKU, HE UMEIOLUI IOPUIUYECKON CUIIBL;

HOMEHKJIaTypa JIeJl — CUCTEMAaTU3UPOBAHHBIN IIE€pEYEHb HAUMEHOBAHUM JIEll,
3aBOAMMBIX B TeppuTOpHanbHON KOMHUCCHHM, C YKa3aHHUEM CPOKOB MX XPaHEHMS,
0(pOpMIIEHHBIH B YCTAHOBJICHHOM HOPSIKE;

HOPMaTUBHBIE JOKYMEHTBl — COBOKYITHOCTb MHCTPYKTHBHBIX MAaTEpHUAIOB,
PaCcCUNTAHHBIX HA TIOCTOSTHHOE WJIM MHOTOKPAaTHOE JENCTBUE U COJICPKALIUX KaKHe-

100 HOPMBI, IPABUIIA, TIPEANUCAHMUS;
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oopmiieHHE JOKYMEHTa — MPOCTaBICHHE HEOOXOIUMBIX PEKBU3HTOB,
YCTaHOBJICHHBIX IIPaBUJIAMH IOKYMEHTUPOBAHNS;

NUCbMEHHOE O0pallleHHue TpaxAaHNHAa — HAMPaBIEHHOE B TOCYapCTBEHHBIM
opraH, OpraH MECTHOIO CaMOYIPABJIEHUS WU JOJDKHOCTHOMY JIMIy MHUCbMEHHOE
NpeIOKEHHE, 3asBJICHUE WM 5Kao0a;

MMCBbMO — 0000IIEHHOE Ha3BAHHUE PA3JIMYHBIX 110 COAEPKAHUIO JOKYMEHTOB,
CIIy’KallluX CPEJACTBOM OOIICHMS MEX1Yy OpraHU3alUsIMU, TPAKIAHAMU;

NOJJIMHHUK JOKYMEHTa — TME€pPBbIA WM €IUHCTBEHHBIA JK3EMILISAP
JIOKYMEHTA;

NOPYYEHUE — JOKYMEHT, MPEANUCHIBAIONINI BBINOJIHEHUE TEX WIIA HWHBIX
3aJIaHUU;

perucTpalrMoHHasl kKapTouka nokymeHta (nanee — PK) — perucrtpaimonHo-
ydeTHasi opMa, B TOM UHKCJIE B JIEKTPOHHOM BHUJE, UCIOJIb3yeMas JUIsl 3alucu
CBEJICHUN O JOKYMEHTE B LIENSAX y4yeTa, MOMCKA M KOHTPOJS, CO3JaBaeMasl IpH
peructpauuu J1o0KyMeHTa ¢ ucnolibzoBanuem 111 JIEJIO;

peructpauus JOKYMEHTa — IPUCBOCHHUE JIOKYMEHTY PEruCTPAllMOHHOIO
HOMEpPA U BHECEHHUE CBEACHUI O JOKYMEHTE B PETUCTPAILIMOHHO-YUYETHYIO (popMy;

peructpanvonHas ¢opmMa — CHCTeMa pEerucTpaluu, HCHoJb3yeMasl B
TeppuTopraibHONW KOMUCCUU MIPU PETUCTPAIIUU JOKYMEHTOB (3KypHa);

PEKBU3UT JIOKYMEHTA — 00s13aTeIbHBIN 2JIeMEHT oopMIIeHHS OPUITUATEHOTO
JIOKYMEHTA;

CUCTEMA 3JIEKTPOHHOI'O JOKYMEHTOOOOpOTa — MH(pOpPMAalMOHHAsI CHCTEMA,
oOecrieunBaroIiasi cOOp JTOKYMEHTOB (BKIIOUEHHE TOKYMEHTOB B CHUCTEMY), HX
00paboTKy, yrpaBiieHne JOKYMEHTaMH U JIOCTYII K HHM;

CKaHMpPOBaHUE JOKYMEHTa — MOJIyYeHHUE SJIEKTPOHHOr0 00pa3a JOKYMEHTa;

CPOK HCHOJHEHHS JOKYMEHTa — CpOK, YCTAHOBJICHHBbI HOPMATHUBHBIM
MPaBOBBIM aKTOM, OPraHU3aIIMOHHO-PACTIOPSAUTEIILHBIM JIOKYMEHTOM, YKa3aHUSIMU

10 UCITOJIHCHUIO JOKYMCHTA WUJIU ITIOPYUYCHUCM;



YKa3aHUS M0 UCIOJHEHUIO TOKYMEHTA — PEKBU3UT, COCTOSIINMA U3 HAAMNMHUCU
Ha JIOKyMEHTE WJIM Ha OTJEIBbHOM JIMCTE YCTAaHOBJICHHOW (OPMBI, CIEITaHHON
JOJKHOCTHBIM JTULIOM;

y4eT JOKyMEHTOB — (Qukcamus Qaxta TMOJy4eHHUs JOKYMEHTOB 0e3
NPOCTaBICHHUS HA HUX PETUCTPAIIMOHHBIX IITAMIIOB;

(dopMupoBaHue Aena — rpyninupoBaHre UCTIOJTHEHHBIX TOKYMEHTOB B JIEJO B
COOTBETCTBUH C HOMEHKJIATYpOM Je]l M CUCTEMaTH3aIus TOKYMEHTOB BHYTpH JIeTa;

AKCHEPTHU3a IEHHOCTU TIOKYMEHTOB — M3Y4YE€HHE JTIOKyMEHTOB Ha OCHOBAaHUU
KPUTEPUEB UX IEHHOCTU B LIEJSAX OIMpPEACTICHHs] CPOKOB XpaHEHUS JOKYMEHTOB H
oT0opa UX JJi JaJIbHEHIIEr0 XpaHEeH!s WIM YHUUTOXKEHHUS;

AJIEKTPOHHBIN JOKYMEHT — JOKYMEHT, B KOTOPOM HH(OpMalys NpeACcTaBlieHa
B 3JICKTPOHHO-IU(PpOBOIt Popme;

AJIEKTPOHHBIA 00pa3 JOKYMEHTa — OJJIEKTPOHHAas KOMHUSA JOKYMEHTa,

HU3TOTOBJICHHAA Ha 6}’Ma)KHOM HOCHUTCIIC.

2. Ilpuem, perucTpanusi ¥ NPOX0KAeHUE MOCTYNAIINX JOKYMEHTOB

2.1. lokymeHnTsl B TeppUTOpPHATIbEHYIO KOMHCCHIO JOCTABIISIIOTCS Yepe3
oTHeJIeHHe CBsi3u (MmouToMl, Tenerpadom), Qeababerepckoil Wiau CreruaibHON
CBSI3bI0, HAPOYHBIM WIH MEPEIAI0TCsA Ha JIMYHOM MPUEME TpaXkaaH MPeICeIaTel o
TeppuropraibHON KOMUCCHH.

JIOKyMEHTBI MOTYT MOCTYIATh B TeppUTOPUATBHYI0 KOMUCCHIO TIO KaHajaM
cBs3U ['oCynapCTBEHHOM aBTOMAaTU3MPOBAaHHOM cucTeMbl Poccuiickon denepanuu
«Bp10ops» cpenctBamu 3nekTpoHHOW moutsl [IW JIEJIO, uepe3 oduuuanbHyro
AIIEKTPOHHYIO TOYTY, IO (PAKCUMUIILHOM CBSI3H.

2.2. Tlpuem, mepBu4HaAs O00paOOTKa ¥ PErUCTpalds MMOCTYMAIOITUX
JIOKYMEHTOB IIPOU3BOAATCA TpefcenareneM TeppuTopuaibHOM KOMHUCCHU WM
OTBETCTBEHHBIM 3a BejieHue nenornpounsBojctBa ¢ [T JIEJIO exxenHeBHO B 4achl
pabotel  TeppuTopuaqibHOW KOMHMCCHUH, KpPOME BBIXOJHBIX M HEpabO4MX

MPA3JIHUYHBIX JTHEM.
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B mepron moAaroToBku W MpoBeNEHUs M30MPATENbHBIX KaMIaHUM MOPSIOK
MOJIYYCHUS] W PErHCTpallid JTOKYMEHTOB IIOCJIE€ OKOHYaHUs paboyero [HA, B
BBIXOJIHBIE W Hepabouue Mpa3JAHUYHBIC [HU, YCTaHABIUBAETCS Ipelce/aTeieM
TepputopruaibHON KOMUCCHH.

OOpailieHrs, Kacaroluecs HapylIeHHM W30upaTeNbHBbIX MpaB TPaKIaH B
NepUo/ MOATOTOBKH U MPOBEACHUS BHIOOPOB U pedepEeHIyMOB, PETUCTPUPYIOTCS B
JIeHb MOCTYIUIeHHA B TeppuTopraibHyt0 KOMUCCHIO WM Ha CIEAYIOUINI pabounii
JICHb.

Perncrpanys TOKyMEHTOB OCYLIECTBISETCS B COOTBETCTBHM CO CPOKAMH U
HOPSAKOM, YCTaHOBJICHHBIX B COOTBETCTBUU C 3aKOHOAATEIBCTBOM O BBIOOpax U
pedepenaymax A pacCMOTPEHUs: 0OpalleHuH.

2.3. [locTynuBime TOKyMEHTHI TOAPA3ACTSIOTCA HA PETUCTPUPYEMbIE H HE
noyiexarue peructpaiuu B [TW JIEJIO (mpunosxkenune Ne 1),

2.4.1Ipn BCKpBITHM KOHBEPTOB, TOCTYMAIOMINX (ENbIBETePCKON WM
CHEUAIbHOW CBA3BIO, 0 IOYTE, MPOBEPSETCS IMPABUIBHOCTh aJPECOBAHMS,
KOMIIJIEKTHOCTb M IIEJIOCTHOCTh JOKYMEHTOB, HAJIWUYWE IPUIIOKEHUN, CBEPSETCS
COOTBETCTBHE HX HOMEpPOB YYETHBIM HOMEpaM, YKa3aHHbIM Ha KOHBEPTAaX.
HenpaBuibHO ajpecoBaHHble M OMMOOYHO BJIOXKEHHBbIE JOKYMEHTHl HeE
PETUCTPUPYIOTCS, MEPECBUIAIOTCA IO  HA3HAYCHUI0 WM  BO3BPAILAIOTCS
OTHPABUTEIIO.

2.5. Ecnu mipu BCKPHITUM KOHBEPTA OOHAPYKEHO OTCYTCTBHUE JTIOKYMEHTOB
WIM HUX OTHENbHBIX JIUCTOB, NPUIIOKEHHUM, MOBPEXKIECHUE JOKYMEHTOB WM
HECOOTBETCTBUE HOMEpPOB JIOKYMEHTOB HOMEpaM, YyKa3aHHbIM Ha KOHBEpTE,
npexacenareiaeM TeppuUTOpPHATBHON KOMHUCCHM WJIM OTBETCTBEHHBIM 3a BEICHUE
JIEJIOMPOU3BOCTBA COCTABIISIETCS AKT YCTAHOBJIEHHON (POPMBI B ABYX IK3EMILISIPAX
(mpunoxenue Ne 2). OnuH 3K3EMIUISIp aKTa MOChLIACTCS OTHPABUTENO, JPYTOi
MPUOOIIAETCS K IPUHATHIM IOKYMEHTaM.

Ha 060poTHOI CTOpOHE MOCJIEIHEro JMCTa MOBPEXKICHHOIO JOKyMEHTa B
IIPaBOM HWXKHEM YTIIy AEJIaeTcs OTMETKAa «J{OKyMEHT MOJy4YeH B MOBPEXKIECHHOM

BUEY.
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2.6. KonBepThl OT MOCTYNUBIIMX JOKYMEHTOB HE YHHYTOXKAIOTCS B CIy4ae,
€CJIM TOJIBKO 10 HUM MOXHO YCTAHOBHUTH aJpEC OTIPABUTENS, JATy OTIPABKU U
IIOJIYYECHUS TOKYMEHTOB, €CJIM OHU COJEPKAT JOKYMEHTBI, KOTOPBIE IIOCTYIIWIN U3~
3a mpenenoB teppuropur Poccuiickont Denepanuu, U3 CyAOB, CIEICTBEHHBIX
OpraHoB, 1100 JOTrOBOPBI, IPETEH3UH, HICKOBBIE 3asIBICHUS, TOKYMEHTBbI, CBI3aHHbIE
C pa3MELIEHUEM 3aKa30B Ha IOCTABKHA TOBAPOB, BBIIIOJIHEHHUE padOT, OKa3aHUE YCIIyT
JUTSl TOCYTapCTBEHHBIX HYXI.

2.7. IlakeTbl ¢ TOMETKON «JIMYHO» YUUTHIBAIOTCS IO MMAKETHOMY JKypHAJIy U
NEPEeNA0TCS aJpecaTtaM B 3aKPhITOM BHJIE IO/ TOAMHCH.

2.8. [Ipn peructpauuu mnoctynusiiero aokymeHta B PK  o0s3atenbho
BBOJSITCS CIEAYIOIINE PEKBU3UTHI: BUJI JOKYMEHTA, €T0 UCXOIAIIMIA HOMED U J1aTa,
JJaHHbIE O KOoppecnoHaeHTe (anpecante) (dhaMuius, UMs, OTYECTBO (PU3HUUECKOTO
JUlla WIA Ha3BaHUWE OpPraHU3alld, MECTOHAXOXKJIEHHE OTIPABUTEINA), a TAKXKe
KpaTKoe coAepKaHue TOKYMEHTa, KOJIMYECTBO JINCTOB OCHOBHOTO JOKYMEHTa W
JIMCTOB MPUJIOKEHHUSI, KOJIMYECTBO 3K3EMILIIPOB.

PerucrpaiiioHHBIN IITAMII C YKa3aHUEM BXOJSIIETO HOMEPA, 1aThl, BPEMEHU
(mpu HEOOXOAMMOCTH) PETUCTPALMU NPOCTABIAETCS, KaK MpaBWUiIO, B MPaBOM
BEPXHEM YTJy JINLIEBOM CTOPOHBI IIEPBOIO JINCTA 3aPETUCTPUPOBAHHOIO IOKYMEHTA.
[Ipn HEOOXOOMMOCTH YKa3bIBAa€TCA BpEeMsl perucrpaiuu (dackl U1 MuUHyThI). Ha
NPWIOKEHUU TPOCTABISAETCA BXOASAMIMA HOMEpP JOKYMEHTAa, K KOTOPOMY OHO
OTHOCHUTCH.

Ha xommm pokymenTta Bxomsdmmii Homep, nara, ®.M.O., nogmuce u
JOJDKHOCTB JIMIA IPUHSABIIETO TOKYMEHT, IIPOCTABIISIETCS B IPABOM BEPXHEM YTy
JMIEBON CTOPOHBI IEPBOTO JIUCTA.

Hywmepanuss nocTynuBIIMX JOKYMEHTOB OCYIIECTBISIETCA B Ipeaenax
KaJIEHJAPHOIO ro/1a.

IIpn peructpaunu poxymenta B [IM JIEJIO, saBnsromerocs oTBeTOM Ha
UCXOJSAIIUN TOKYMEHT WJIM MPUCITAHHOTO B JIOMOJIHEHHE K paHee HalpaBICHHOMY

nokyMeHty, B PK nenaercs cooTBeTCTByOIIAsA CChIIKA (CBS3KA).
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K mnoBTOpHBIM JOKyMEHTaM MpUKIAAbIBAETCS HHPOpMAIMs O paHee
MOCTYNUBIINX JOKYMEHTaX M PE3yJbTaTaX UX HCIOJHEHHUsS, KOTOpas NepenacTcs
OTBETCTBEHHOMY 32 €r0 HCIOJIHEHHE.

[Tocne permcrTpanuu JOKyMEHTa Ha OyMa)KHOM HOCHTENIE OH MOXKET OBITh
oTckaHupoBad, a 3aTem K PK B [I1 JIEJIO moskeT ObITh MPUCOEANHEH 3EKTPOHHBIN
o0pa3 TOKyMEeHTa 1 PHIIOKEHUs K Hemy B (popmare .pdf,

2.9. 3aperucTpupoBaHHbIC JTOKYMEHTHI PacCMaTPHUBAIOTCS TpejcenareieM
TepputopralibHOW KOMHMCCUH, 3aT€M IIOCIE€ TMEPEHECEHUs] YKa3aHWus 10
ucrnosHeHnto 1okymenta B PK (B ciiyuae peructpaumu noxkymenta B 111 JIEJIO)
NIEPENAOTCS UCHIOJHUTENSAM MO/ MTOAHKCH.

2.10. VicnonHeHHble JOKYMEHTBHI CIMCHIBAIOTCA B JENO IpEeJcenaTeieM
TepputopralbHOM KOMHCCHHM W IIOMEHIAIOTCA B JEI0 B COOTBETCTBUU C

HOMEHKJIATYpOU Jies1 TeppuTopruaibHON KOMUCCHH.

3. OcHoBHBIE TpCﬁOBaHI/Iﬂ K IIOATOTOBKE U O(I)OPMJIGHHIO AOKYMEHTOB

3.1. JlokyMeHTbl odopMIsitoTcsi Ha OJaHKaX YCTaHOBJICHHOW (OpMBI,
U3rOTOBJICHHBIX KOMIIBIOTEPHBIM CIIoco00M (Tipuiioskerune Ne 3).

B TeppuropuaibHON KOMUCCUU MOTYT ObITh YCTAHOBJICHBI CIEAYIOIINE BUIbI
0JIaHKOB:

0JIaHK TPOTOKOJIa 3acefaHusi TeppuTopuasbHON KOMHUCCUU (MPUIIOKEHHE
Ne 3.1);

OnaHk perrenus TepputopuanbHoii Komuccuu (puaoxenne Ne 3.2);

OnmaHk mpuKasa npeaceaarens TeppuTopuanbHON KoMuccuu (puitoskenne No
3.3);

onank nmrucbMa TepputopuanbHol Komuccuu (rmpuioxenue Ne 3.4).

3.2. Ha Onankax paokyMmeHTtoB mnomeniaercs repd Cankr-IlerepOypra
B coorBercTBUM ¢ 3akoHOM Cankr-IletepOypra «O JneTaJbHOM OMNHCAHUU

ouimanbHbIX cuMBOJIOB CaHkT-IleTepOypra u nopsiike ux UCIOIb30BAHUS.
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3.3. Koutponr 3a mpaBUIBHBIM HCIOJIb30BAHMEM OJIAHKOB U UX
COOTBETCTBHEM YCTAHOBJIEHHBIM 00pasliaM OCYILECTBISAETCS IpeaceaareseM Uiu
OTBETCTBEHHBIM 3a BEJICHUE JIETIONPOU3BOJICTBA.

3.4. loxymMeHTbl OQOpPMIISIFOTCS B COOTBETCTBUU C TpeOOBaHUSIMHU K
JOKYMEHTaM, M3TOTOBJISIEMBIM C IMOMOILBIO MEYATAIOMX YCTPONCTB U K (ailinam
TEKCTOBBIX JJOKYMEHTOB (npuiioxenue Ne 4)

3.5. IIpu noaroToBke u 0OpMICHUH TOKYMEHTOB WieHbI TeppuTOpraIbHON
KOMHUCCHM U TPaXKJIaHCKUE CIIy>)Kallue ammapara TeppUTOpHaibHOM KOMHUCCHUH, a
TaK)K€ JIMLA, IPUBJIEKAEMBbIE IO TIPakJIaHCKO-IIPABOBBIM JIOrOBOPaM, JOJKHBI
co0II01aTh MpaBuia OPOPMIICHUS PEKBU3UTOB JOKYMEHTOB, U3JI0’KEHHBIE HUXKE.

3.5.1. Jlata nokymeHnTa.

JlaTol TOKyMEHTa SIBJSIETCS Jara €ro NOANMCAHWs, yTBEp:KAcHuA. [laTton
IPOTOKOJIA SIBJISIETCS J]aTa 3ace/laHus, a aKTa — J1aTa COOBITHUS.

JlaToil TOKyMEHTa, U3JaHHOTO COBMECTHO JBYMS U 00Jiee OpraHu3alUsIMU,
SBJIIETCS 1aTa OoJjiee MOo3JHEH MOANNCH.

Jaty nokyMeHTa opopMIIIOT apaOCKUMU uppamMu B OCIEA0BATEIBHOCTH:
JIeHb Mecsua, mecsl, rof. [JeHp Mecdna u mecsan opopMIIOTCS IBYMs MapaMu
apa0Ockux 1udp, pa3aeIeHHBIMA TOYKOHW, TOJl — YETHIPhbMS apaOCKuMu Iudpamu,
HaIpumep:

17.01.2011
Jlomyckaercsi clioBeCHO-IIM(POBOI crtocod opopmMIIeHHS 1aThl, HAIPUMED:

17 suBaps 2011 1.

3.5.2. PerncTpaunoHHbIii HOMepP TOKYMEHTA.

JInsg BXOmSAIIMX M HCXOASAIIMX JOKYMEHTOB — 3TO HHIAEKC Jena Mo
HOMEHKJIAType U, 4YePe3 KOCYIO YEPTY, NOPSAKOBBIA HOMEDP JOKYMEHTA.

PerucrpauroHHBI1 HOMEpP NOKYMEHTA, U3JAHHOTO COBMECTHO, COCTOUT H3
pa3lENIeHHBIX KOCOM YepTOM PETHCTPALMOHHBIX HOMEPOB, IPHUCBOECHHBIX

opraHu3anusamMunu — aBTOpaMH JAOKYMCHTA u PaCIIOJIOKCHHBIX B
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MOCJIEA0BATEIBHOCTH, COOTBETCTBYIOLIEH 0003HAUEHNWIO  HAWMEHOBAaHUU

OpI‘aHI/ISaIlHﬁ B 3ar0JIOBOYHOM YaCTH HJOKYMCHTA.

3.5.3. CcbliIKka HA HCXOASIIIUI HOMEP M 1aTy T0OKYMEHTA.

Ccpulka HA MCXOAIIMK PETrUCTPAIMOHHBIA HOMEpP M JaTy JIOKYMEHTa
BKJIIOYAETCSI B COCTaB PEKBU3UTOB OyiaHka mucbMa. CchlUlKa Ha HMCXOIAITUN
PETHCTPAIMOHHBIA HOMEp M JaTy JOKYMEHTa MPOCTABIISICTCS WCIIOJHHUTEIEM MPU

IIOATOTOBKE ITMCbMAa-0OTBECTA.

3.5.4. Anpecar.

PexBu3uT «AmpecaTy pacmoiaracTcsi B IpaBOM BEPXHEM YTITY.

JIOKyMEHTBI aJpecyIOTCs B OpPTaHHU3allMM, UX CTPYKTYpPHBIC TTOAPA3CICHU,
JOJDKHOCTHBIM ~ JIMIIaM  WJIM TpaXkJaaHaM TIpd  OTBETE Ha UX OOpallcHus.
HanMeHOoBaHME OpraHM3allid W CTPYKTYPHOTO IOAPA3ICIICHUS YKa3bIBAIOTCS B

HMCHHUTCIIbHOM IIaJICKC, HAIIPHUMCP:

[IpaBuTenscTBO CTaBpOMOJIBCKOTO Kpast
[IpaBoBOE€ yrpaBiieHHE

Ecmn  nmokymeHT anpecyercs JOJDKHOCTHOMY JIMIY, HAMMEHOBAHUE
OpraHu3alliy YKa3bIBa€TCsl B UMEHUTEILHOM MaJIeKe, a JOJKHOCTh M (paMUJIHS — B
narenbHoM. [Ipu 3TOM MHUIMANIBI YKA3bIBAIOTCS TOCHE (haMUJIUU, HAIPUMED:

IIpaButensCTBO

Mypwmanckoit o0iacTu
3aBeAyIOUIEMY OTIEIIOM

AunexkcanapoBy A.B.

Ecniu  nmoxkymeHT azapecyeTcss pPYyKOBOAMTENIO OpraHM3allid WIH  €ro
3aMECTUTENI0, HAMMEHOBAHUE OpraHU3allyd JOJDKHO BXOJUTh B HAaMMEHOBAHUE

JIOJKHOCTH aJipecarta, Halpumep:
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3amecturento aupexTopa Beepoccuiickoro
HAy4YHO-UCCIIEI0BATEIBCKOTO HHCTUTYTA
JIOKYMEHTOBEICHUS U ApXUBHOTO JIeJia

3umuny B.C.

Ecmu nokymeHT ajapecyercs OpraHMs3aldd, CHadajla YyKas3blBaeTcs ee
HAaNMEHOBAHHUE, 3aTEM ITOYTOBBIN a/IpEC, HAITPUMED:

[lenTpanbHas u3dupareabHasi KOMUCCHS
Poccuiickon denepanunu
b. Uepkacckuii niep., A. 9, Mocksa, 109012

JlommyckaeTcsi IEHTpUPOBATh KAXKIYIO CTPOKY pPEKBH3UTa «Ajapecar» IO
OTHOUIEHHIO K CAMOW INTMHHOM CTPOKE.

JlomyckaeTrcsi MCHONb30BaTh  O(DHUIMAIBHO TMPUHATHIE  COKpAILECHHBIE
HAaMMEHOBAaHUS OPraHOB TOCYAapCTBEHHOW BIIACTH, MECTHOTO CaMOYIIpaBJICHUS,
OpraHu3aIuu.

[TouToBBIl ajgpec yKa3bplBaeTCs B IOCIEAOBATEIBHOCTH, YCTAaHOBJIEHHOMN
[IpaBunamMu oOKa3aHus YCIAyr TOYTOBOM CBSI3U, YTBEPKIACHHBIMU IPUKA30M
Munkomcsizu Poccnn ot 31 mromnst 2014 roma Ne 234 «OO0 yTBepKICHHH TPABHIT
OKa3aHus yCIYyT MOYTOBOM CBS3M».

Ecnu 1OKyMeHT OTIpaBisieTcs B HECKOJIbKO OJHOPOJIHBIX T'OCY/1apCTBEHHBIX

OpraHOB WJIM OPTaHU3AIINM, UX CJIEIYET YKa3blBaTh 0000IIEHHO, HATTPUMED:

[Ipencenarensm y4acTKOBBIX KOMHUCCUI

JIOKYMEHT He JOJKEH COAEpKaTh 0oJiee YeThIpex aapecaToB. CI0BO «KOMHSD)
nepej BTOPbIM, TPEThUM, YETBEPTHIM aIpeCaTOM HE YKa3bIBAETCH.

[Ipu HampaBieHun AOKyMeHTa Oojiee 4eM B YeThIpe ajpeca COCTaBISETCS
CIIMCOK PAaCCBUIKH YCTaHOBJICHHOW Qopmbl (npuioxenue Ne5), KoTopbIid

MOAIUCBIBACTCS MIpeacenaTeneM TeppuTopuaibHON KOMUCCHH.
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[Ipu ampecoBannu JOKyMeHTa (PU3MUECKOMY JHUI[y BHAuyajie YKa3bIBAIOTCS

q)aMI/IJ'II/IH N MHUIAJIBI I10JIYYaTCIIsA, 3aTCM MMOYTOBBIMN aaApcC, HAIIPUMCEP:

AreeBoii A.1.
yi. KocMonaBToB, 1. 42, r. [lonbicaeBo,
Kemepogckas o0mactb, 652560

3.5.5. I'pud yrBepxkaeHus1 JOKYMEHTA.

JIOKyMEHT  yTBEp)KJIaeTcsi JOJDKHOCTHBIM — JIMIIOM WM  CHEIUAIbHO
M37aBa€MbIM JIOKYMEHTOM.

[Ipu yTBEepXJIeHHH JOKYMEHTa JOJKHOCTHBIM JIMIIOM Tpu(d yTBEpKIACHUS
JOJKEeH cocTosTh U3 cioBa Y TBEPK/IATO 6e3 kaBbIueK U 3ariaBHBIMUA OyKBaMu U
Ha CIeaylneld CTpOKEe — HAaMMEHOBAHME JOJDKHOCTH, MOAINWCH, WHUIMAIBI U

Cl)aMI/IJII/ISI Jimna, yITBECpAUBIICTIO JOKYMCHT, AaTa YTBCPXKIACHUA, HAIIPUMCEP:

YTBEPXIAIO
IIpencenarens TeppuropuanbHoOn
nu30uparenbHOi Komucenu No

JIUYHasd 1nmoAInuncCh HWHUIINAJIBI, q)aMI/IJ'II/IH

JlaTta

[Tpu yTBEep>KIeHUU TOKYMEHTA PEIICHUEM, TIPOTOKOJIOM, TPpU( YTBEPKICHUS
cocrour u3 cinoBa YTBEPX/IEH (YTBEPXJIEHA, YTBEPXIEHBI wumm
YTBEPXJIEHO) 06e3 kaBbluek U 3arjlaBHbIMH OyKBamMH, HauMEHOBAHUS
YTBEP)KIAIONIETO JOKYMEHTa B TBOPHUTEIBLHOM IAfeXe, €ro JaThl M HOMeEpa,
HaIpumep:

YTBEPX/IEH
pemieHueM TeppuTopranbHOU

u30uparenbHo Komuccuu Ne
ot 15 despans 2011 r. Ne 28- 5
I'pud yTBepkaeHUs pacronarailoT B IPaBOM BEPXHEM YINIy JOKYMEHTa.

B rpude yTBepkaeHHs AOMYCKAaeTCAd LIEHTPUPOBATH AJIEMEHTbl OTHOCHUTEIBHO

CaMOM JIJIMHHOW CTPOKH.
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3.5.6. Yka3zaHus 10 HCIIOJTHEHHIO IOKYMeHTAa (Pe30J101usl).

VYka3aHMsl MO HCHOJHEHUIO JOKYMEHTa MOTYT OBbITh HAalMCaHbl OT PYKU
npenaceaareneM TeppUTOpHAIIbHOM KOMHUCCHMM Ha NOJJIMHHHUKE JOKYMEHTa Ha
cBOOOJHOM OT TEKCTa MecTe WU O(OpMIICHBI Ha OTAEIbHOM JucTe popmara A 6
(105x147), npunoxeHHOM K JTOKYMEHTY. YKa3aHHs I10 UCIIOJIHEHHUIO JIOKYMEHTa
BKJIIOYAIOT (aMUIMM WM WHUIUANBl HCIOJIHUTENCH, MpH HEOOXOIWMOCTH —
COJIEp)KaHUE TOPYYEHHS, CPOK HCIOJIHEHHs, MOAMHUCH PYKOBOIUTENS W Jary,
HanpuMep:

Cuzoy A.10.
I'puropsey B.C.

[Tpomry paccMOTpeTh U 1aTh OTBET
k 15.02.2011

JInu"ag moamnuce
JlaTa
3.5.7. 3aroy10BOK K TEKCTY JOKYMEHTA (HAaUMeHOBaHUeE IOKYMEHTA).
3aI’OJIOBOI( K TCKCTY HJOKYMCHTA HOJDKCH KPAaTKO M TOYHO PACKPBIBATL €TI0
coz[epxcaHI/Ie 51 6BITB CcorjgaCoBaH ¢ HAUMCHOBAHUEM BH A I[OKYMCHTa. 33FOJ'IOBOK

MOKET OTBEYATh Ha BOTIPOCHI:
«0 4eM (0 KoM)?», HarpuMep:

IIpukas
O co3pnanuu DKCepTHOM KOMUCCUU

«uero (koro)?», Hampumep:

JIOIKHOCTHOM perjaMeHT
BEYILErO CIEeHUaINCTa

3aroJI0BOK COCTaBIISICTCS JTUI[OM, TOTOBSIIIUM TPOSKT JOKYMEHTA.

3aroyioBOK, COCTOSIIMN W3 IBYX M 0oJiee CTPOK, IMedYaTaeTcs 4epe3 OJHH
MEXCTPOYHBI WHTEpBajJ, TOYKAa B KOHIIC 3arojiOBKa HE CTAaBUTCS. 3arojIOBOK
pacrnoyiaraeTcsi Ha TEPBOM JIMCTE HaJ TEKCTOM JOKYMEHTa IO IEHTPY, a MpHu
o OpMJICHUHU TTUChMa — OT TPAHUIIBI JICBOTO TTOJIS.

3.5.8. Teker nokymeHra.
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Texct moxymeHTa O(QOPMIIAIOT B BUIE CBSI3HOTO TEKCTa, TAOIMIIBI WU
COEIMHEHHUS ITUX CTPYKTYD.

TexkcT JOKyMeHTa JOJDKEH M3JaraTteCsi KpaTko UM SICHO, OBITh
apryMEHTHPOBAHHBIM, OO0ECeUYnBaTh TOYHOE M OJHO3HAUYHOE BOCIIPHUSITHE
coJeprkalieiicst B HeM UH(pOopMaluu.

TekcT noKyMeHTa JOJDKEH, KaK PaBUIiIo, COCTOATH U3 IBYX YacTel. B mepeon
YaCTH YKa3bIBAIOTCS IMPUYUHBI, OCHOBAHUS, LIEJIM COCTABIEHUS JIOKYMEHTa, BO
BTOPOI — pellIeHUs], BBIBO/BI, IPOCHOBI, IPEATIOKEHUS, PEKOMEHAALNH.

TexkcT MOKyMEHTa MOXKET COJEPKaTh TOJBKO 3aKIIOUHUTEIBHYIO 4YacTh
(Hampumep, MpHUKa3 — PACMIOPATUTENbHYIO YacTh 0€3 KOHCTAaTUPYIOLIEH, MHChMO,
3asBJICHUE — ITPOCKOY 0€3 MOSICHEHHUS ).

B Tekcte nokymeHTa, MOATOTOBIEHHOIO HAa OCHOBAaHUMU 3aKOHOJATENbHBIX,
VHBIX HOPMAaTUBHBIX ITPABOBBIX aKTOB, H3AAHHBIX OpraHaMy BJIACTH U YIIPaBJICHUS,
UK Poccun, Cankr-IlerepOyprckoil u30MpaTenbHOl KOMHUCCUEH, paHee
W3JIaHHBIX TEeppUTOPHAIBHOM KOMMCCHEH, YKa3bIBAETCSI HAaMMEHOBAHHE BHJA
JOKyMEHTa, HAUMEHOBAaHHWE OpraHa, M3JaBIIEro JOKYMEHT, AaTa NPUHATUS WIN
YTBEPXKJICHUSI JTOKYMEHTA, €r0 PETrUCTPAllMOHHBIA HOMEp, a TaKXe 3arojloBOK
JOKYMEHTA, 3aKJIFOUECHHBIN B KABBIUKH.

TekcTbl JOKYMEHTOB OOJIBIIOTO O0bEMa MOTYT JEIUThCA Ha pasJliesbl,

NO/Ipa3/Iebl U MyHKTHI, KOTOPbIE HYMEPYIOTCS apaOCKUMU U pamu, HalpuMep:

1. Pazgen
1.1. Ilonpaznen
1.1.1. ITynkt

AG3a11bl BHYTpH IMYHKTOB HE HYMEPYIOTCS.

B nucemax ucnons3yroT ciaeayromue (GopMbl U3I0KEHUS:

or l-ro muma wMHOXecTBeHHoro uymucia («[Ipocum  HampaBUTH
uHpopmarmio...», «Hampasisiem Ha 3aKIIIOUEHUE TTPOCKT...» U JIp.);

or 3-ro iuua eauHcTBeHHOro uucna («TeppuTopuanbHas KOMHCCHS He
CUMTAET BO3MOXKHBIM...», «TeppuTopraibHas KOMUCCUS MPEATIAraeT pacCMOTPETh

BO3MOXKHOCTb...»).
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I'padbbl ¥ CTpokM TaOMUIBI AOJKHBI HMMETh 3arojOBKH, BBIPAKCHHBIC
CYLIECTBUTEJIBHBIM B HMEHUTENIBbHOM majexe. Ilon3aronoBku rpad U cTpok
JOJDKHBI OBITh COTJIaCOBaHbI C 3arosioBkamu. Eciin Tabnunyy nedararot 6ojee uem
HAa OJHOW cTpaHuie, rpadbl TaOMUIBI JOKHBI OBITH MPOHYMEPOBAaHBI M Ha

CICAYIOIIHX CTpaHHUIIaX OOJIKHBI OBITH HalleYaTaHbI TOJIHKO HOMCpPaA 3TUX rpa<1).

3.5.9. OT™MeTKa 0 HAJIMYMH MPUITOKEHHIA.

OTMmeTKa 0 HAIMYWU MPUIIOKEHUHA PACIIOaraeTcsi OT TPAHUIIBI JICBOTO OIS
MOCJIe TEKCTa Mepe/1 MOIMHUCHIO.

Ecnu nokymMeHT uMeeT MpuiioKeHUs, Ha3BaHHbIE B TEKCTE, OTMETKA 00 UX

Hanuuuu odopmIIsieTcs 1o ciaeayoniei hopme:

[Tpunoxxenue: Ha 15 1. B 3 3K3.

Ecan JOKYMCHT HMMCECT IPUITOKCHNA, HC HA3BAHHBIC B TCKCTC, HX
HanMMCHOBAaHU H€06XOI[I/IMO MNCPCUHHUCIINTE IIOCJIC TCKCTA MOOKYMCHTA IICPCH
MMOANMCHIO C YKAa3aHUEM KOJIUYCCTBA JIMCTOB B KAKIAOM IMPHUIIOKCHHUHU U KOJINYCCTBA

9K3CMILIAPOB, IIPU HAJIMINH HCCKOJIbKHX HpI/IJ]O)KGHI/Iﬁ HUX HYMCPYIOT, HAIIpUMCD:

IIpunoxenue: 1. Tlonoxenue o0 PKCIepTHON KoMUccruu Ha 15 1. B 1 9K3.
2. Ilpumepnas HoMeHKIaTypa nen Ha 14 1. B 1 9K3.
Ecnu npunoxenus cOponmtopoBaHbl, TO KOJUYECTBO JUCTOB HE YKA3bIBACTCS.
Ecmu IMPUIOKCHUC HAIIPABJIACTCA HC BO BCC YKA3dHHBIC B JIOKYMCHTC aJipccCa,

TO OTMETKA O HAJIMYUU NMPUJIOKEHUsT oopmIIsieTcs 1o cheayroniei Gpopme:

[Tpunoxenue: Ha 20 1. B 3 9K3. TOJIBKO B IMEPBHIN ajapec.

Ecmn Kk nokyMeHTy mnpuiaraercs Ipyrov JIOKYMEHT, TAaKXKE HMEIOIIUN

NPWIOKEHUE, TO OTMETKA O HAJIMYUU MPUIOKEHUS O(OPMIIAETCS CIIEIYIOIIIM

obOpazom:

[Tpunoxenue: muckMo  [leTpomaBinoBck-KamMyarckoli  rOpoACKOM — TEppPUTOPUATIBHOU
komuccuu ot 15.11.2010 Ne 01-21/450 u npuinoxeHue K HEMY, BCEro Ha
12 .

B PCHICHUAX M IIPHUKAa3aX CBCACHUA O HAJIMIHNH HpI/IJ'IO)KeHI/If/'I YKa3bIBaOTCA B

tekcre. Hanpumep:
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«Pa3zpabotatb W  TpEACTaBUTh MPOEKT IlaHa 1o  ¢opMme,  yKa3aHHOM
B IIprJ10’keHNUN Ne 1.

Ecmn B gokymeHTe, K KOTOPOMY OTHOCUTCS IIPUIIOKEHUE, OHO
HE YTBEPKIAETCsl, @ IPOCTO COAEPKUTCS CChLJIKA HA HETO, TO B IPABOM BEPXHEM
yIJy YKa3bIBaeTCs, K KaKOMYy pELIEHUI0 (MpHUKa3zy) MPUIOKEHUE OTHOCUTCH,
HaIpuMep:

[Ipunoxenue
K pemieHu0 TeppUTOpHaIbHOU
n30uparenbHoi Komuccuu No
ot 11 suBaps 2011 r. Ne 11-5

[Ipunoxenue
K IIpUKa3y npejacenarens TeppuTopuanbHOM
n3buparenbHoll komuccuu Ne
ot 15 maprta 2010 1. Ne 27

[Ipy HaMMYMM HECKOJBKUX MPUIOKEHUN OHU HYMEPYIOTCS, Halpumep,

npuioxxenue Ne 1, mpunoxxenue Ne 2 1 Tak naiee.

3.5.10. Hoanuch A0KHOCTHOTO JINLIA.

B cocTaB noanucu BXoAST: HAUMEHOBaHHUE JIOJKHOCTH JIMIIA, TIOIMHUCABIIETO
JIOKYMEHT, €T0 JMYHAs TOJIUCh, KOTopas OoQOpMIISETCS CUHUMH WIIA YEPHBIMU
YepHWIaMH, pacim@poBka noanucy (MHUIUAIBI, haMUus).

Ecnu noxkyment odopmisiercst Ha 6manke TepputopuaibHOM KOMUCCUU, TO
PEKBU3UT BKJIIOYACT HAMMEHOBAaHUE JOJDKHOCTH JIMIA, ITOITUCHIBAIOIIETO
JIOKYMEHT, €0 JJMYHYIO MOJIMUCh, PACIIU(POBKY MOINUCH (MHULIUAIBI ¥ (PaMUITHIO),

Harpumep:

[Ipencenarens JINYHAA TTOAIMUCH WHULIAAIBI, paMuIus

Ecmu AOJDKHOCTHOC JIMIOO, IOAIIMCH KOTOPOI'o 3aroTOBJICHA Ha IIPOCKTE
JAOKYMCHTA, OTCYTCTBYCT, TO NJOKYMCHT IOAIMMNCBHIBACT €TI0 3aMCCTUTCIIb UJIM UHOC
JIUIIO0, HCIIOJHAOHICE €TI0 00s3aHHOCTH. HpI/I 9TOM 0053aTEIBHO YKa3bIBAIOTCA

(I)aKTI/I‘—IeCKaH AOJUKHOCTD JIMIIA, IMOANMUCABIICTO AOKYMCHT, H €TI0 (bﬂMHJ'IH?I. He
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AOIYCKACTCA IMOAIMMCBIBATL AOKYMCHTBI C IPCIJIOITOM «3a» HIIM IIPOCTABJICHUCM
KOCOH YCPThI ICPCT HANMCHOBAHUCM NOJIDKHOCTH.

Ecan AOKYMCHT OQ)OPMHHQTCH HC Ha 6J'IaHK€, TO PCKBU3UT COACPIKUT ITOJIHOC
HaMMCHOBAHHC JOJDKHOCTH JIMIIA, ITOAITMCABIICTO JOKYMCHT, €TI0 JIMYHYIO IIOAIINCH,

pacidpoBKy noanucyu (MHUIIKMAIB 1 hamuinio). Hampumep:

3amMecTHTeNb MpecenaTeNs
TeppuTtopualibHON H30HpATEILHOMN
Komuccuu No JIMYHAs TTO/UCH VUHUIIHAATBI, (haMuIns

HpI/I nmoanrMCaHun AOKYMCHTA HCCKOJIbBKMMHU JOJDKHOCTHBIMH JIMIAMHU HX
noaImncu pacrojiararoTcsa OJdHa nona prFOﬁ B IIoCJaCA0BaTCIbHOCTH,

COOTBGTCTBYIOIHeﬁ 3aHHMaeMOu JOJDKHOCTH, HAIIPUMCP:

[Ipencenarens JINYHAA ITOAIUCH WHULAAIIBI, PamMuus

I'naBHBIN 6yxranTep JIM4Has nmoAnuch HWHHUIIUAJBI, (baMI/IJ'II/IH

B noxymeHTe, mOArOTOBIEHHOM KOMHUCCHEH, TOAMUCH PacloiaraloTcsl OHa
nox apyroi. IlepBeIM yKa3bIBaeTcs Mpejicenaresib KOMUCCUH, a (aMUIIMUA YJICHOB

KOMHCCHUU pacroiararotcs B aipaBuTHOM nopsjike. Hampumep:

[Ipencenarens koMuccuu JINYHAA TTOAIMUCH WHUIHAIIBI, (aMUTUs

Y1eHBl KOMUCCUH JIM4YHas 1nmoJnncChb HWHHUIIUAJIBbI, (1)3MI/IJ'[I/I$[
JIM4YHas IoAnucCh HWHHUIINAJIBI, (I)aMI/IJ'II/IH

Ecnu nokymeHT cocTaBieH Kak Ipujiaraemas K OCHOBHOMY JOKYMEHTY
CIpaBKa WU MHGOPMAIIHSI, TO OH MOMUCHIBACTCS COCTABUBIIINM €T0 JIMIIOM.

3.5.11. I'pud corsiacoBaHus.

I'pud cormacoBanus cocroutr u3 cioBa COIJIACOBAHO 0e3 KaBbIYEK
W 3arjJjaBHBIMH OyKBaMM, HaWUMEHOBAHHS JOJDKHOCTA JIUIA, C KOTOPBIM
COTJIACOBBIBACTCS IOKYMEHT (BKJIIOUasi HAMMEHOBAHUE OpraHU3alliu), €ro JIUYHON
MOJMKUCH, pacu@POBKHA MOANUCH (MHUIMAIBI, (haMUJTUs) U JTaThl COTIIACOBAHUS,

Hanpumep:

COI'JTACOBAHO
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3aMecTHUTENb IVIaBbl aAMUHUCTPALIIH
Kpacnocennckoro paitona Cankr-IlerepOypra

JUYHAS TTOANUCH WHHUIHAIBI, (DaMUITHS
Hara

Ecnu cornacoBanue OCYIIECTBIISIETCS TPOTOKOJIOM, TUCBMOM HWJIM JPYTUM

AJOKYMCHTOM, TO COI'JIaCOBAHUC O(i)OpMJ'ISICTCSI CJICOyOUM O6p&30M:

COTI'JIACOBAHO
MPOTOKOJ 3aceTaHus
aTTECTAIlMOHHON KOMUCCHH
TeppuropuanbHON U30MpPATEILHON KOMUCCUHT

No
ot 05 deBpamnst 2011 r. Ne 16
WITH:
COI'JTACOBAHO

nucbMo Pocapxua
ot 05 mapra 2011 r. Ne 4-15/46

I'pud cornmacoBanusi pacrnonaraercs noj pekBuzutoM «lloamuce» B 1€BOM
HWDKHEM I10JIE JOKYMEHTA.

3.5.12. Buza.

BHyTpeHHee coriacoBaHue TMpOEKTa JOKyMEHTa O(OpMIISIETCS BH30M.
Buza BxiIrouaeT MoANHUCh BU3HMPYIOIIETO, PAaCIIM(PPOBKY MOAMUCH (MHULMAIIBL,
dbamMunusi) W gary, Opu HEOOXOAMMOCTH MOXKET OBbITh yKa3aHa JOJIKHOCTb
BHU3UPYIOLLEr0, HaIlpUMED:

[Ipeacenarens TeppuropuanbHOl U3OUPATETEHON KOMUCCUU
JMYHas NOANKUCH WHUIUANbI, pamMuIus
Hara

[Tpu HaMuMyM 3aMedaHuii K TOKYMEHTY BU3a 0(hOPMIIIETCS CIEIYIOIINM 00pa3oM:

3ameuaHus IPUJIararTCs
[Ipencenarens TeppuropuanbHO H30MPATETLHON KOMUCCUT

JIMYHAsI TIO/IMKUCH WHUIUANBI, pamMuus
Hara
3ameuanus H3JIararoTcsa Ha OTAEJIIBHOM JIUCTE, OJIIIUCBIBAIOTCA

" IpUIararoTcCsa K 10KyMCHTY.

Jlomyckaercst TOJIMCTHOE BUSUPOBAHUE JOKYMEHTOB U MPUIIOKEHUN K HUAM.
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Ecnu noanmmHHKMK JOKyMEHTa OCTaeTcs B TeppuTOpranbHON KOMUCCUH, BU3bI
IPOCTABJISIIOTCS B HW)KHEW 4YacTM OOOPOTHOM CTOPOHBI TIOCJIETHEro JIMCTa
IIOJJIMHHUKA IOKYMEHTA.

JIns MOKyMEHTAa, MOJJIMHHHUK KOTOPOTO OTIPABISIOT M3 TEPPUTOPUATIBHOU
KOMHCCHH, BU3bI IIPOCTABISIOTCS B HWJKHEW YAaCTH JIMUEBON CTOPOHBI IOCIEAHETO

JIMCTA KOIIMHK OTHPABIIACMOI0O JOKYMCHTA.

3.5.13. OTTHCK MeuaTH.

[TeyaTr 3aBepseT TNOMIMHHOCTh TMOANMKHCH JOJDKHOCTHOTO JIMIIA HA
JOKYMEHTaX,  yJOCTOBEPSIONIUX  MPEIyCMOTPEHHbIE IPaBOBHIMU  aKTaMU
MOJTHOMOYHUS JIOJDKHOCTHBIX JIMIT WM (UKCHpPYIOMUX (DAKThI, CBSI3aHHBIC C
(WHAHCOBBIMU CPEACTBAMH, a TAK)KE€ Ha MHBIX IOKYMEHTaX, MPeyCcMaTPUBAIONTIX
3aBepEeHUE MOTMHHOM TOIIHCH.

Ileyats cTaBUTCS Ha CBOOOJHOM OT TEKCTa MECTE, HE 3aXBaThIBas JIMYHOM
MOAINCHU TOJDKHOCTHOrO juia. IledaTs MOXKET 3aXBaThIBaTh YaCTh HAUMEHOBAHHUS
JOJDKHOCTH JIMIIA, TTOITMCABIIETO JOKYMEHT.

B nmoxymeHTax, MOATOTOBIICHHBIX Ha OCHOBE YHH(DHUIIMPOBAHHBIX (HOPM,

reyaTh CTaBUTCS B MeCTe, 0003HaUYeHHOM OTMeTKOU «MID» iy nHBIM 00pa3oMm.

3.5.14. OTMeTKa 0 3aBepeHUH KONMH.

JIist  3aBepeHHs] COOTBETCTBUSI KOMHHM JOKYMEHTa TMOJJIMHHUKY HUXKE
pexBu3nuta «llogmuce» TpOCTaBIAETCS OTMETKA O 3aBEPCHUUM KONUU —
3aBepuTeNbHas Haanuch «BepHo» wunmum «Kommsi BepHa», TOJDKHOCTH JIMIIA,
3aBEPUBIIETO KOIUIO, €r0 JIMYHas TMOAMHUCH, pacimM@ppoBKa MOAMUCH W JaTa

3aBEpEHUs, HAPUMED:

Bepuo

IIpencenarens TeppuropuanbHOU
n30upaTeIpHO KOoMHUCCHU Ne

JIM4YHas 1IoAIUuCh WHHUIIHUAJIBI, CbaMI/IJ'II/ISI
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Hara

[Ipu HeoOXoaUMOCTH TpPU 3aBEPEHUH KOMUU JIOKYMEHTa MOXKET OBITh
IIPOCTaBJIEHO BpEMS 3aBepEHUs (HapuMep, NpU 3aBEPEHUU KOIUI MIPOTOKOJIOB 00
UTOTaX TOJIOCOBAHMS).

Ecnu komust JOKyMEHTa M3rOTABIMBAECTCS HA HECKOJBKHUX JIUCTAX, TO
3aBEpSETCS KaKJbIM JIMCT JTOKyMEHTa JMOO JOKYMEHT MpOIIMBAETCS U HAa MECTE
NPOILIMBKM CTAaBUTHCS 3aBepUTENbHAs Haanuch «BepHo» nmm «Komus BepHa»,
JOJKHOCTh JIMIA, 3aBEPHUBIIETO KOIHKIO, €r0 JIMYHAas MOJIIHNCh, paciudpoBka
IIOJIKCH U 1aTa 3aBEPEHUS.

[Ipu nepecbuiKe KOMUHU TOKYMEHTA B IPYTU€ OpraHU3aliK UK BbIIaye €€ Ha
PYKM 3aBEpUTENIbHAs HAJIUCh YJIOCTOBEpsETCs MNedarbio «TeppuropuaibHast
u3buparenbHas komuccuss Ne  »  ymbO0 OpM  HaJIMYMM  [IE€YAThIO

«TepputopuanbHas nuzduparenbHas komuccus Ne . 151 IOKyMEHTOB»
3.5.15. OTmMeTKa 00 HUCHIOJHUTEIIE.

OTrMeTka 00 UCHOJHUTENE BKIOYAaeT B ce€0d HMHULMAIBI U (PaMUIIUIO
UCIIOJTHUTENSI JOKYMEHTa U HOMEp €ro CiIyKeOHOro TejaeoHa ¢ KOJOM pPEruoHa.
OTMeTKy 00 MCIOJIHUTEIIE paclojaraloT Ha JIMLEBON WM, P OTCYTCTBUU MECTa,
Ha OOOpPOTHOH CTOPOHE IMOCIEOHETO JUCTA JOKYMEHTa B JIEBOM HMKHEM YIIy

pazmepom mmpudrta 10 myHKTOB, HATTpUMED:

3y6apes B.JL.
(499) 356-85-31

3.5.16. OT™MeTKAa 00 HCIIOJIHEHUM IOKYMEHTA.

OrMmeTrka 00 WCHOJHCHHWH JOKyMEHTa W HaNpaBJICHUH €ro B JIENIO
BKJIFOYACT CJICAYIONINE NAaHHBIC: KpPAaTKUE CBEICHHsSI 00 WCIOJHEHWU JTOKyMEHTa
(mpu OTCYTCTBUU JTOKYMEHTA, CBHJIETEIHCTBYIONMIETO OO0 WCIOJHEHWH), JaTy |
HOMEP UMEIOIIET0Cs TOKyMEHTa 00 HCIIOJTHEHUH, cioBa «B aemo», Homep aena, B
KOTOpOM  OyJeT XpaHUThCA JOKYMEHT, JaTy, TMOANKHCH IIpeacemaTess

TeppuropuaibHOM KOMUCCHH.
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4. Opranu3anusi padéoThl ¢ UCXOAAIIMMHU (OTHPABJIsIEMbIMHU) JOKYMEHTAMU

4.1. Ucxonsiue MOKYMEHTHl TedaTaioTcsi Ha OJaHKax YCTaHOBJIECHHOM
¢dbopMBbI 1 OPOPMIISIOTCSI B COOTBETCTBUU C MOJOKEHUSIMU HacTosAel MHCTpyKIuu.

4.2. OtnpaBka JIOKYMEHTOB u3 TepputopuanbHoi KOMMCCHUU
OCYIIECTBISETCS (ETbABETEPCKON WM  CHCIUATBHOW CBS3bI0, TOYTOM, IIO
tenerpady, kananam cBsizu ['AC «Bwidopsi», [ JIEJIO, kananam dhakCUMIITBHON
CBA3U, ceTh IHTEpHET WM HApOYHBIM.

4.3. Ilpu oopMIeHUH TUCEM U TEIETPAMM UCTIOTHUTEIb YKa3bIBAET MOTHBIN
MOYTOBBIN (BKJIIOUYAsl MHIEKC) aJpec OpraHu3alii Win rpaKJaHuHa.

4.4, Vicxondiue mnHCbMa HANpaBJSIIOTCS 32 MOJMUCBHIO Ipelncenarens
TepputoprallbHOM KOMHUCCHHM, B €r0 OTCYTCTBHE — 3a IOANMUCHIO 3aMECTUTEIS
npeacenarenas WIA MHOTO 4jeHa TeppUTopuanbHOM KOMHUCCHH, HCIHOJIHSOIIETO
00s13aHHOCTH TpEeJCeaaTeNsl, Ha OJIaHKE MUChbMa.

4.5. Ilonnucanuble mucbMa U TenerpamMmbl peructpupyrores B [T JJEJIO
WJIM JKypHAJIe.

Ecnu ornipaBiisieMblil JOKYMEHT SIBJISIETCA OTBETOM HA BXOJSALIUN JOKYMEHT,
HEOOXOAUMO MPUOOIIUTh MOJJMHHUK BXOJAILIET0 JOKYMEHTAa K KONUHU
OTIIPABIIIEMOI0 JOKYMEHTA, OCTAOLLEHCS B JIENIE.

4.6. JlokyMeHTaM MPUCBAUBACTCS MCXOMASIIUN HOMEpP, KOTOPBIA COCTOUT W3
MHJEKCa Jejla 10 HOMEHKJIAType Jel W MOPSIKOBOIO HOMEpa JIOKYMEHTa,
pa3iesieHHbIX KOcoW yepToul. Mcxomdmmii HOMep yKa3bIBAE€TCS TAaK)KE Ha KOIWHU
JOKyMEHTa, oOcrawpmeidcs B jene. Hymepanusa HCXomsImux JTOKYMEHTOB
OCYLIECTBJISIETCS B IIPE/EIIax KaJeHAapHOT O Toa.

[Ipu peructpanuu HCXOASIIET0 JOKYMEHTAa B PETUCTPALMOHHOM (dopme
00s13aTeIbHO  yKa3bIBAIOTCS CIIEAYIOIIME PEKBU3UTHI: JlaHHBle 00 ajapecate
(bamuusi, uMs, OTYeCTBO (PU3UYECKOTO JHMIA WJIM Ha3BaHWE OpraHu3alluy,
MECTOHaXOXJACHUE TOJIydaTensi), a TaKKe KpaTKoe COJAEepXKaHuE JTOKYMEHTa,

KOJIMICCTBO JIMCTOB OCHOBHOI'O JOKYMCHTA W JIMCTOB IPUIIOKCHHUA, KOJIUICCTBO
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AK3EMIUISIPOB, UCIOJHUTENb JOKYMEHTA, €r0 COMCIOJHUTENH, a TakKe KeM OH
MOJIMKCAH.

4.7. JlJokyMeHTBI 110 BorpocaMm GopMHUpoBaHus TeppUTopraibHOM KOMUCCUH
U OCYIIECTBIICHHUS €€ (PUHAHCUPOBAHMS, HAIPAXKIACHUS M MOOLIPEHHUS YJIEHOB U
paboTHHUKOB ammapara TeppUTOpHaIbHOW KOMHCCHM, B 00S3aT€ILHOM MOPSIKE
HaIIPaBJISIOTCS HAPOUHBIM.

Wuble 1OKyMEHTBI MOTYT OBbITh OTIpaBieHsl 1o cpeactsam [IW JIEJIO wnu
MOYTOM MO yKa3aHuIo npejacenarens TeppuropuaibHON KOMUCCHHU.

4.8.1lo xanamam (akCUMHIBHON CBSI3U  JOKYMEHTBHl  IEpenaroTcs
OTBETCTBEHHBIM 32 BEJICHUE JCIIONPONU3BOICTBA MOCIE UX PETMCTPALIUN.

4.9. Ilpu otmpaBke TeaerpaMMmbl 0oJiee 4eM B YeThIpe ajpeca 0hopMIIIeTCs
NO/JJIMHHUK, KONUS W JBa HK3EMIUISIpa MOJIMUCAHHOTO CIHCKA PACCBUIKH C
yKa3aHHEM MOJIHbIX OYTOBBIX (BKJIIOYAs MOYTOBBIA HHJIEKC) aipecoB. Ha Tenerpad
NEepeaoTCs MOMIMHHUK C OJHUM SK3EMIUIIPOM CIUCKAa PACCBUIKM U KOMHS
TeJErpaMMBbl, KOTOpas ¢ OTMETKOM O Iepefade TelerpaMMbl BO3BpallacTcs B
TeppuTOpHAIBHYI0O KOMHCCHIO M BMECTE CO BTOPBIM 3K3EMIUIIPOM CIIMCKA
PACCBUIKH MOIIMBAETCS B AEIIO.

4.10. Ilpu ortmpaBke muchMa OoJjiee YeM B YETHIPE ajJpeca COCTABIISICTCS
CIIMCOK pAaCChUIKM YCTaHOBIEHHON QopMmbl (mpuinoxenue NeD), KOTOpbIH
MOJNKCHIBAETCS MPEICENaTENEM, B €r0 OTCYTCTBUE — 3aMECTUTENIEM MpEACEeaaTeNs
WIM UHBIM 4jeHOM TeppUTOpHaTbHOM KOMHUCCHM, WCHOJIHSIOMIMM OOS3aHHOCTH
npeacenarenss TepputopuanbHoil komuccuu. llocie perucrpanuym MUCEMO
TUPAKUPYETCS B HEOOXOAMMOM KOJIMUYECTBE M OTIPABIISETCS.

Ecnu nucbMo uinm TenerpaMMa HarpasJisieTcst He 0oJiee 4eM B UeThIpe ajpeca,
TO MOJMUCHIBAETCS KAXKbII K3EMILIAP.

4.11. OtnpaBka AOKYMEHTOB MPOW3BOJUTCS €XKEIHEBHO B Yachl PabOTHI
TeppuropraibHON KOMUCCUU, KPOME BBIXOJHBIX U HEPAOOUUX MPa3AHUYHBIX JTHEH.

[Topsimok OTNpaBKU MCXOIAIIMX JOKYMEHTOB IOCJI€ OKOHYaHUsl paboyero

JIHS, B BBIXOJHBIC M HepaOouuWe Ipa3IHUYHBIC JTHH, B IIEPUOJ ITOATOTOBKH H
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NpOBEJCHUST M30MpATENbHBIX KAMIIAHUW  YCTAHABIMBAETCS MpeacenaTesieM
TeppuropualibHOM KOMUCCHHU.

4.12. JIokyMEHTbI C OTMETKON O CPOYHOCTH J0CTaBKU «Becbma cpouHo» H
«CpouHo» OGOpMISIOTCS HE3aMEUINTEIbHO, OTIPABISIIOTCS 1O  KaHallaM
dakcummnbHOU cBsi3u, [IW JIEJIO unu HapOYHBIM.

4.13. JIoKyMeHTBI, HalpaBisieMble TpaXJAaHaM [0 JOMAIIHEMY aJipecy,
OTIPABISIIOTCSL 4YEpe3 MOYTOBOE OTAEJIEHUE CBS3M, KAaK MPaBHIO, 3aKa3HBIMH
MMCbMaMH.

4.14. JlokyMeHThI, TepenaBaeMble MO KaHaidaMm (aKCUMUIIBHOW CBsI3H,
PETUCTPUPYIOTCS B MTOPSIIKE, YCTAHOBIEHHOM JUIS UCXOSAIIUX TOKYMEHTOB.

4.15. Vicxopsmiue TOKyMEHTHI, OpOpMIICHHBIE C HapylIeHWEeM TpeOOBaHMIA
WMHCcTpyKIuy, K OTIPABKE HE NMPUHUMAIOTCS M BO3BPAILIAIOTCS MCIOJHHUTENAM Ha
nopabotky. KoppecnonaeHusi Hecly>)KeOHOro XapakTepa, B TOM 4YHCIIE JUYHAs
KOPPECTIOHJEHIUS, K OTIPABKE HE TPUHUMAETCS.

4.16. Konuu ucxosmmx JOKyMEHTOB ITOMEIIAIOTCS B JIEJI0 B COOTBETCTBUU

C HOMEHKJIATYpou Jen TeppuTopruarbHON KOMUCCHUH.

5. Ocob0enHoCcTH PadOTHI ¢ OOPALIEHUAME I'PAXKIAH

5.1. Opranuzamusi paboThl ¢ OOpaIllEeHUsSIMU TPaKIAH OCYIIECTBISETCS
B COOTBETCTBUU C pa3ziesioM 2 Hactosmed MHCTPYKIIMU C y4eTOM O0COOEHHOCTEH,
YKa3aHHBIX B JAaHHOM pasJelie.

5.2. [TucemenHbIe oOpalieHus rpakaaH (aanee — oOpalieHusl ), MOCTYHUBIINE
B TepputopuanbHyr0 KOMHMCCHIO, PETMCTPUPYIOTCS C  HCIHOJIb30BAaHUEM
PErUCTPALMOHHBIX (POPM OTAEIBHO OT APYTUX BUIOB JOKYMEHTOB HE MO3IHEE TPEX
nHEeH ¢ MoMeHTa nocTtymieHus. OOpamieHusi, Kacarolyecss HapylleHUun
n30upaTeIbHbIX npas rpaKaaH B NEPUOJT NOJATOTOBKHU
Y TIPOBEJIEHUS BBIOOPOB U pepepeHIyMOB, PETUCTPUPYIOTCS B IEHb MOCTYIUICHHUS B
TeppuTopralibHYI0 KOMUCCHIO WK Ha CIAEAYIONTUN pabounii 1eHb.

5.3. I[Ipu BCKpBITMM KOHBEPTOB IPOBEPSETCS HAJIMYME BCEX BIIOKEHUM.

KonBepT 00513aT€THHO COXPAHIETCS.
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OOpamenus, comepkammue B QAPECHOM YacTh TIOMETKY «JIuaHO»,
paccMaTpuBalOTCs B 00IIEM MOPSIKE B COOTBETCTBUU ¢ MHCTpyKIIUEH.

[Ipu peructpauuu nNoBTOpHBIX  OOpalieHudt UM TPUCBAUBACTCS
OYEPETHOM PETUCTPALMOHHBIA HOMEpP, B PETHUCTPALMOHHON QopMe aenmaeTcs
ormeTKka «[IoBTOpHOY.

Ecnu O6patenne mocTynuiao OT KOJUIEKTHBA TPaKaH, TO MPU PETUCTPALIUU
B pETHCTpaIMOHHON popMme cTaBUTCS 0TMETKA «KOIEeKTHBHOEY.

5.4. PerucTpalluOHHBIM IITaMIl, COCTOSIIIMA M3 MOPSAKOBOTO HOMEpa
oOpallieHus W JaThl PErHCTpallM, CTaBUTCSA, KaK IMPaBWJIO, HAa TEPBOM JIHCTE
OOpaitieHus B MPaBOM BEPXHEM YIUIy WJIM Ha CBOOOJHOM OT TEKCTa MECTE.

Hymepamuss moctynuBmux OOpallleHHii OCYIIECTBIsIETCS B TIpenesax
KJIEHIAPHOTO rofa.

5.5. 3apeructpupoBannbie OOpallleHUsT paccMaTpUBAIOTCS MpeJceaTeIeM
TepputoprallbHOM KOMHMCCHH, 3aT€M IIOCIE TEPEHECEHUs] YKAa3aHWs 10
WCITOJIHEHUIO JJOKYMEHTa B PErUCTPAIMOHHBIE (DOPMBI TTEPEAIOTCA UCTIOTHUTESIM
10/, TIOJAITHCh.

5.6. OOpamienusi, agpecoBaHHbIC UJEHaM |eppUTOPHAIBHON KOMHUCCHH,
PETUCTPUPYIOTCA B YCTAHOBIICHHOM TOPSAKE, IOKJIAABIBAIOTCA IPEICENATEIIO
TepputoprallbHOW KOMMCCHUHM, 3aT€M IIOCIE€ TIEPEHECEHHs] YKa3aHWs IO
VCITOJIHEHHUIO JOKYMEHTa B PErUCTPALIMOHHBIE (DOPMBI MEPEAAIOTCA UCTIOTHUTENSIM
10/, TIOAIIHCh.

OOpaieHnss paccMaTpuBalOTCS B COOTBETCTBHM C  YKa3aHUSMHU 110
WCIIOJTHEHUIO JOKYMEHTA npejncenaresis TepputopuaibHOl KOMUCCUU B TIOPSIIIKE,
YCTaHOBJIEHHOM 3aKOHOJAaTesIbcTBOM Poccuiickoit denepaunu.

5.7. OOpaiienus, coaepskaliie BOIpoCkl, peleHre KOTOPhIX HE OTHOCUTCS K
KOMIETEHIUH TeppUTOpUAIbHOW KOMHCCHUH, JIOKJIAJIBIBAIOTCA MpEACEAaTENtO
TepputoprallbHOM KOMHCCUHM U IO €r0 YKa3aHWIO MO HCIOJHEHUIO JOKYMEHTA B
TEUEHHE CEMHU KAJICHAAPHBIX JHEH CO JHS PETHCTPALMU HAIpPaBIIOTCA C
COIIPOBOJUTEIIBHBIM IMMCHMOM 32 €r0 MOJANMUCHI0 B COOTBETCTBYIOLIMM OpPraH WA

COOTBCTCTBYIOIEMY MJOJDKHOCTHOMY JIMIY, K KOMIICTCHIHUHW KOTOPBIX OTHOCHUTCA
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pelieHre mnoctaBieHHbIX B OOpalleHuu BOIMPOCOB, C YBEIOMIICHHEM TIPaXK]IaH,
HarnpaBuBux OOpatienus, o nepeaapecaruu OOpaiienuii. B conpoBoauTeasHOM
MMCbME OrOBApUBAETCS MOPSIOK HaNpaBieHUs: oTBeTa aBTopy OOparieHus.

Ecnu pemenne mnocraBiieHHbIX B OOpalieHUs X BONPOCOB OTHOCHUTCS K
KOMIIETEHIIMA HECKOJIBKUX TOCYJApPCTBEHHBIX OPraHOB WJIM JOJKHOCTHBIX JIHI,
korust OOpalnieHuss B T€YEHUE CEMM KaJIGHIApHBIX JHEH CO JHS pEerucTparuu
HaIpaBJISIETCS] B COOTBETCTBYIOIIKE OPTaHbl UM COOTBETCTBYIOIIUM JOJKHOCTHBIM
JIULAM.

5.8. 3ampermaeTcsi  HampaBIATh O6pamienue Ha  pacCMOTPEHHUE
B F'OCY/IApCTBEHHBIN OpraH, OPraH MECTHOT'O CAMOYIIPABIICHUS WU JOJKHOCTHOMY
JUIly, pelieHue win JedctBue (0e3deiicTBME) KOTOPBIX —O0Xamyercs, 3a
VCKJIFOYEHNEM CIIy4acB, YKa3aHHBIX B ITyHKTE 6 cTratbu 75 PenepanbHOro 3aKOHa
«O0 OCHOBHBIX TapaHTHUSIX HW30MpaTEIbHBIX IMpaB W IMpaBa Ha YydyacTUe B
pedepennyme rpaxaan Poccuiickoit deneparum.

5.9. Ecniu B COOTBETCTBUHM C 3allpeToM, YKa3aHHbIM B Tojpasuene 5.8
WucTpykiuu, HEBO3MOXXHO HampaBuTh OOpaliieHue Ha pacCMOTpEHHE B
rOCyJapCTBEHHBI OpraH, OpraH MECTHOI'O CaMOYIpPaBJIEHUS WU JOJKHOCTHOMY
JUITY, B KOMIETEHIIMIO KOTOPBIX BXOJUT PEIICHHE MOCTAaBICHHBIX B OOpalieHuun
BOnpocoB, OOpamieHrue BO3BpallAeTCs I'PaKJAaHUHY C Pa3bsICHEHHEM €ro Ipasa
00anoBaTh COOTBETCTBYIOIIEE PEIICHHUE U JEHCTBUE B YCTAHOBICHHOM MOPSJIKE
B CyJI€.

5.10. OOpamenusi, MOCTyNUBIIME B  TeppPUTOPHAIBHYIO KOMHCCHIO,
paccMaTpUBaIOTCS B CPOKH, YCTAHOBJIEHHBIE Mopa3aenamu 8.5 u 8.6 MHCTpyKIuu.

B mnepuon moAroToBKM W TpOBENEHUS BBHIOOPOB U pedepeHIyMOB CpPOKU
paccMOTpEHUS OOpaimieHuit  ycTaHaBIMBAIOTCS B COOTBETCTBHUM  C
3aKO0HOJAaTeILCTBOM Poccuiickoit deneparuu o BeIOOpax u pedepeHymax.

Ecnu HeoOxoaumo npoiiuTh Cpok paccmotpenust OOpaliieHust, UCTIOTHUTETh
HE TI037HEE YeM 3a TPU JHS 10 UICTEUEHHs CPOKA MOATOTOBKM OTBETA MPEICTABISAET
Ha uMs mpeacenarenss TeppuTOpUATbHON KOMHCCUU JOKJIAIHYIO 3alHCKy C

06’b$ICHeHI/ICM, 10 KaKkou IMPUYIUHEC HCBO3MOXKHO JaTb OTBCT B YCTaHOBHeHHBIﬁ CpOK.
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MakcumanbHOE TpoaiieHne cpoka paccMmoTrpenus OOpamienusi coctaBisier 30
KaJICHJAPHBIX JTHEH.

3asBUTENIO HAMPABIIAECTCS YBEJAOMIICHHUE O MPOJICHUH CPOKA PACCMOTPEHUS
ero OOpareHus.

OOpaiiieHurs, Ha KOTOPBIE TAIOTCS IPOMEXKYTOUHBIE OTBETHI, C KOHTPOJISL HE
CHUMAIOTCH.

5.11. B cnydae mocrtymieHuss B TeppuUTOpUAIbHYIO KOMHUCCHUIO B
YCTAaHOBJICHHOM MOPSJKE 3allpoca TOCYAapCTBEHHOIO OpraHa, opraHa MECTHOTO
CaMOYIIpaBJIEHUSI WM JODKHOCTHOIO JMIa, paccMmarpuBarommx OOparieHue,
JIOKYMEHTBl W MaTepualbl, HeoOXxoaumble Mg paccMorpeHus OOpaieHus,
MIPE/ICTABIIAIOTCS B T€UCHUE 15 KaneHAapHbIX THEH.

5.12. OtBet Ha OOparenne, B KOTOPOM He YKa3aHbl (haMUJIUs TPaKTaHWHA U
€ro MOYTOBBINA aIpec WK aipec dIEKTPOHHOU MOUTHI, IO KOTOPOMY JOJIKEH OBITH
HalpaBJ€H OTBET, He jnaercs. Takoe OOpalieHHe CHOUCBIBAE€TCA B JEJ0
npenacenareiaem TeppuropuanbHoil komuccuu. B cimydae ecnmu B OOparnieHuu
coJiep>KaTcsl CBEJICHUS O TOJIFOTABIMBAEMOM, COBEPIIAEMOM WIIM COBEPIICHHOM
MNPOTUBONPABHOM JICSIHUM, a TakXke O JMIE, €ro IOoJAroTaBIuBaIOIIEM,
COBEPIIAIONIEM WJIM COBEPIIMBIIEM, OOpallleHue TOJJICKUT HAMPABICHUIO B
rOCyAapCTBEHHBIA OpraH B COOTBETCTBUU C €T0 KOMITETEHITHCH.

Ecnu Tekct OOpaiiienus He moA1aeTcsl IpoUTeHH0, OTBET Ha OOpalieHue He
JTAETCS U OHO HE TOJJICKUT HANPABJICHUIO HA PACCMOTPEHHUE B TOCYAApCTBEHHBIN
OpraH, OpraH MECTHOTO CaMOYIIPaBJICHHS WIH JOJDKHOCTHOMY JIMILy B
COOTBETCTBHUH C UX KOMIIETCHIIUEH, O YEM B TEUEHUE CEMH KaJICHJIAPHBIX JTHEH CO
nHst  peructpammu  OOpaiieHuss CcOOOIIaeTcsl TpakJIaHWHY, HaIlPaBUBIIEMY
O6pamienue (eciu ero pamMuans ¥ MOYTOBBIN aipec MOAIAI0TCS IPOUYTECHHUIO).

5.13. OOpamienusi, B  KOTOPBIX  COJEp)KATCA  HEIEH3YpHbIE  JHOO
OCKOpOUTENbHBIC BBIPAKCHUS, Yrpo3bl IKU3HH, 3JI0POBBI0 M  HMYIICCTBY
JOJDKHOCTHOTO JIMIA, a TaKXe YJIEHOB €ro CEMbH, OCTaloTcs 0e3 OTBeTa Mo
CYIIECTBY TIOCTaBJICHHBIX B HEM BOIPOCOB, a 3asBHUTEISAM COOOIIAETCS

0 HEAOIMYCTUMOCTH 3J'IOYHOTpe6J'ICHI/IH IIpaBOM.



28

5.14. OGpamienne, B KOTOpOM OOXalnyeTcs CyneOHOe pelieHue, B TeUeHHe
CEMHU KaJleHIApHbIX JIHEW CO JHS PErucTpalldd BO3BPAILACTCA TPAKIAHUHY,
HaIlpaBUBILIEMY OOpallleHue, C pPa3zbsCHEHHWEM TMOopsAaKa O00XKajloBaHUS JTAHHOTO
CyZIeOHOTO peIIeHUS.

5.15. Ecnu B OOpaiieHun CoAep UTCS BOIPOC, HA KOTOPBIM TpaxaaHUHY
HEOJHOKPATHO (1Ba pa3a U 0oJiee) TaBaJIMCh MUCbMEHHBIE OTBETHI MO CYIIECTBY B
CBSA3M C paHee HampaBieHHbIMH OOpaimieHusMu, U npu 3ToM B OOpameHuu He
MPUBOJISITCS] HOBBIE IOBOJBI M OOCTOSITENIBCTBA, TO MEPEMUCKA MO JAHHOMY BOIIPOCY
C IpaXkJIaHMHOM IIPEKPALIAETCS, O YEM €MY HaIIPaBJISETCS YBEAOMIICHHUE.

5.16. JInynblii mpUeM TpaKJaH BeAeTcs mpenacenareieM TeppuTopruanbHON
KOMUCCHH.

Nudopmanms o mnopsake mOpuemMa  TpaxJaH  pa3Meniaercss  Ha
MH(POPMAILIMOHHOM CTEHJIE U opUIMaTIbHOM caiiTe TeppuropruanbHOH KOMHCCUU B
MH(OPMAIMOHHO-TEIEKOMMYHUKALIMOHHOM ceTn MHTepHeT.

[Ipy nMYHOM IIpUEME IPAKIaHNH NPEIBABISET JOKYMEHT, YAOCTOBEPSIOIIMIMA
€ro JIMYHOCTb.

Benenne nu4yHOro mnpueMa TpakJaH MOMKET CONPOBOXKIATHCSA ayJInuo- U
BHJICO3aIIACHIO, O YEM IPaXKIaHE YBEIOMIIIFOTCS O Havaia pueMa.

5.17. Bo Bpemsi mpuema TpaxJaH BeIeTCd >KypHal ydeTa, B KOTOPBIU
BHOCSITCA JJaHHBIE O TPaXKJIaHUHE, KPATKOE CO/IepKaHue oOpalleHus], pe3yabTaT ero
paccMOTpPEHHUs, a TAKXKE JOJKHOCTh M (PaMUIINS JIULA, TPOBOJISILIETO IPUEM.

Ecnu  wusnoxennole B yctHoM  OOpameHuu  ¢GakThl He TpeOYyrOT
JIOTIOJIHUTEIBHON IPOBEPKH, 0TBET Ha OOpalieHre ¢ coracus rpaXxaaHiHa MOKET
OBITh J1JaH YCTHO B X0J1€ JINYHOTO IIPUEMA, O YeM JIETIAeTCsl 3alUCh B )KypHaJe yuerTa.
B ocTanbHBIX cilydasx JaeTcs MUCbMEHHBIA OTBET MO CYIIECTBY MOCTABJICHHBIX B
OO0paiiieHuy BOIIPOCOB.

B xoze nuyHOro npuema rpakJlaHuHy MOKET ObITh OTKa3aHO B JaJIbHEHIIeM
paccMOTpeHUH oOOpalleHus, €Ciu €My paHee ObLI JaH OTBET MO CYIIECTBY

nocTaBiIeHHBIX B OOpaliieHuu BOIPOCOB.
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B cmywae rpyboro, arpecCHBHOTO TOBEIACHUS TPaKIaHWHA TPUEM MOXKET
ObITh TIpekpatieH. [Ipyn HeoOX0UMOCTH MOXKET OBITh BBI3BAH COTPYIHUK OXPaHBI.
Wudopmaliis o MOBEACHUN TpaXKTaHWHA OTPAXKACTCA B KypHAJIE yUueTa.

5.18. [lepenanusie Ha mpuemMe OOpamieHUss  PETrUCTPUPYIOTCA €
UCTIONIb30BAaHUEM PETHCTPAIMOHHBIX (OPM M pPacCMaTPHUBAIOTCS B TOPSIKE,

YCTAHOBJICHHOM HACTOAIIUM Pa3aciIOM.

6. Oco0enHOCTH PadOTHI C JOKYMEHTAMHU, COAEPKALNIUMH CJIYKEOHYI0
HHGpOPMALNIO OTPAHUYEHHOT0 PACIIPOCTPAHeHHs (B TOM 4MCJIe CBeJeHusl 00
n30UparTesfX, yY4aCTHHKAX pedepeHayma, 00pamanuuMucs B paMKax
¢pynkunonupoBanns ['ocyapcTBeHHOM CHCTEMbI PerucTpanuu (y4uera)

usduparesiel, y4yacTHUKOB pedepenayma B Poccuiickoii @enepanun)

6.1. OcobeHHOCTH PAOOTHI C JOKYMEHTaMH, COJCPXKAIIUMH CITYXCOHYIO
uH(OPMAIUIO OTPAHUYECHHOTO PACIIPOCTPAHEHUS.

6.1.1. K cuyxeOHOl wuHbOpPMAIIMK OTPAHUYEHHOTO PaACHPOCTPAHEHUS
OTHOCHUTCS HECEeKpeTHas WH(GoOpMalus, HE3aBUCMMO OT BHJA €€ HOCHUTEIS,
OTpaHUYCHHUSI Ha pacmpocTpaHeHue KOTOpOH yCTaHaBJIMBAIOTCS
3aKoHOJaTenbCcTBOM Poccuiickoii @enepauuu, pemieHUsIMUA (MIOCTaHOBJICHUSIMU)
BBITIICCTOSAIINX H30MUPATEITLHBIX KOMHCCHHA.

6.1.2. HeoOxoguMoCTh  TIpocTaBiCHUS TOMETKH  «Jlmsa  ciaykeOHOro
nonb3oBaHus» (ganee — «JICID») Ha mOKyMeHTaX M HW3JaHUSX, COJACPKAIIUX
CIIyKeOHYI0 HH(OpPMAIMI0O OTPAHWYECHHOTO PACIPOCTPAHEHUS, OMPEAEIICTCS
npeacenareieM  TeppuTopuasbHOM ~ KOMHCCHH,  MOJIUCHIBAIOIIAM  WJIH
YTBEPKIAIOIIUM JTOKYMEHT.

JIOMKHOCTHBIC JIHIlA, TPUHSBIINE pEIICeHHEe 00 OTHECEHUU CIIyKeOHOU
nHpopMaIu K pa3psaay OrpaHMUYEHHOTO PAaCPOCTPaHEHUsI, HECYT MEPCOHAIBHYIO
OTBETCTBEHHOCTH 32 000OCHOBAHHOCTbH IMPUHSIITOTO PEIICHUS.

6.1.3. [lometka «JICIl» m HOMEp SK3eMIUIsipa MPOCTABISIOTCS B MPaBOM

BEPXHEM YTIy NEPBOM CTpaHMIIBI TOKYMEHTa (B Ciiydae HEOOXOAMMOCTH — U €0
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MPOEKTA), colmepkamero  ciuykeOHyro — uH(OpMaIuioo  OTPaHUYEHHOTO
pacrpocTpaHeHusi, Ha 00J0XKKE U TUTYJIbHOM JIUCTE W3/IaHMs, a TaK)Ke Ha MEpBOM
CTpaHMIIE COMTPOBOJUTEIHHOTO MUChMA K TAKMUM JIOKYMEHTaM.

6.1.4. PaboTta ¢ mOKyMEHTaMH, COJAEPKAIIMMH CIIYKEOHYI0 HH(POPMAIIHIO
OTPaHUYEHHOI'0 PACTIPOCTPAHECHMSI, B TOM UYHUCIE UX MPUEM, YUeT (perucrparus),
OCYULIECTBJISIETCS. B IMOPSAKE, YCTAHOBIECHHOM JUIsI HECEKPETHBIX JAOKYMEHTOB, C
Y4E€TOM OCOOEHHOCTEH, W3JIOKEHHBIX B HactodmeM pasgene. llpu stom K
PErUCTPallMOHHOMY HOMEPY JOKyMeHTa go0aBisiercs nomeTka «JICIDy».

6.1.5. loxymentsl ¢ mometkoit «JICID» peructpupyrorcs (y4uTHIBAIOTCS)
BMECTE C JIPYTMMHU HECEKPETHBIMU JOKYMEHTaMU. B perucrpalioHHON KapTOYKe
JTOKyMEeHTa npou3BoauTcs 3anuch «J[CID».

6.1.6. CkanupoBaHue, KOMHUPOBAHHE (THPAXUPOBAHUE) JOKYMEHTOB C
nomMetkoil «JICII», mpoW3BOAWUTCS HMCHOJHUTENEM IJOKYMEHTa C MNUCbMEHHOTO
paspemieHust  npeacenarenss  TeppuTopuanbHOM — KOMHUCCUH, TPA  ATOM
OCYILECTBIISIETCS YUET KaXKI0T0 SK3EMILISIPA YKa3aHHBIX JOKYMEHTOB.

6.1.7. Hokymentst ¢  nomerkort  «JICID»  mepenmaroTcss  4dieHam
TeppuropraibHOH  KOMUCCMM M TPaXIAHCKUM  CIYXallMM  ammapara
TeppuropraibHOM KOMUCCHH MO/ MOJAIUCH.

6.1.8. loxymentsl ¢ mometkoit «J{CII» HampaBisitoTCs B IpyrHe OpraHbl U
opraHuzanuu opraHamu (eaepanbHOM  (eIbIbETepCKOM  CBSI3U,  CIIYXKOOi
CHEIUMATBHON CBSI3M JIMOO HApOYHBIM. 3ampelnaercs MepeaaBaTtbh TOKYMEHTHI C
nomeTkord «JICID» mo He3amMIIEeHHBIM KaHajlaM KOMIIbIOTEPHO-MOJAEMHOU H
(haKCUMUIBHOMN CBSI3H.

Joxymentsl ¢ momerkoi «JICID» paccbuiatoTcsi HECKOJBKUM ajpecaTaM
COrJacHO CIIMCKY pAacChUIKA, B KOTOPOM HANpOTHUB KaXIOro ajpecara
MPOCTABIISICTCSI HOMEP AK3EMILIAPA OTIPABIAEMOTO JOKyMeHTa. CIHCOK PacChUIKU
MOJNKCHIBACTCS UCTIOTHUTENEM U TpescenareneM TeppuTtopuanbHOl KOMUCCHUHU.

6.1.9. Mcnonnennsie 1okymMeHTHI ¢ moMeTkon «J[CII» dhopmupyrores B nena
B COOTBETCTBUU C HOMEHKJIATYpoOii Jie7l. B mpaBoM BepxHeM yriry 0OJI0KKH Jena, B

KOTOpPOE MOMEILIEHBI TaKue JOKYMEHTHI, TpocTaBiisieTcs nomerka «JCID».
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6.1.10. Hokymentsl ¢ mometrkoir «J{CII» XpaHATCS B 3aKpbIBAIOLIUXCS
nikadax.

6.1.11. YHuuTOXeHue aen, TOKYMEHTOB U u3AaHui ¢ moMetkoin «J[CIIy,
YTPATUBIIUX CBOE MPAKTUYECKOE 3HAUYCHHE M HE HUMEIOIIMX HCTOPUYECKOU U
HAyYHOM LEHHOCTH, MPOU3BOIUTCS MO aKTy YCTAaHOBJICHHOW (DOPMBI C yKa3aHHEM
HOMEPOB K3eMIUIIpoB (Tprtoxenue Ne 13). B yueTHbIX popMax nenaeTcss OoTMETKA
00 YHUYTOXXEHHUH CO CCHUIKOM HA COOTBETCTBYIOIIUH aKT.

6.1.12. Pemennie o cHsatuum nometku «JCII» ¢ noxkymeHTa NpuHUMAaET
JOJKHOCTHOE JIUIIO, TTOAMKCABIIIECE UM YTBEPAUBILIEE IOKYMEHT.

Custue nometku «JICID» ¢ mpucnannoro B TeppuTopuaibHyr0 KOMUCCHIO
JIOKyMEHTa MOXKET OBITh IPOU3BEACHO TOJBKO IO COTJIACOBAHUIO C OpraHU3AIUEH,
HaIlpaBUBILIEH TOKYMEHT.

Custue nometku «JCII» ¢ mokyMeHTa MpPOW3BOIAUTCS OTBETCTBEHHBIM 3a
BEJICHUE JICJIONPOU3BO/ICTBA HA OCHOBAHUHU MUCHbMEHHOI'0 YKAa3aHUs T0KHOCTHOTO
Juna, npuHsBIIero takoe pemenue. [pu castun nometku «JICI» Ha qOKyMeHTaxX
U JIeNlaX, a TakKe B PETUCTPAIMOHHONW KApPTOUKE JNENAI0TCS COOTBETCTBYIOIIHE
OTMETKH.

O cuarun mnometku «JICII» yBegomisitoTCs Bce ajpecarbl, KOTOPHIM
JIOKYMEHT HampaBJIsijIcs, MO0 OpraHu3alius, €ro HalpaBUBIIas.

6.1.13. B ciryqae yrpatsl e, TOKyMEHTOB WiIu u3aaHuil ¢ momeTkoi «J1CIT»
100 pasriamieHus cojeprKaiieiicss B HUX WH(pOpMaIyd Ha3HAYaeTCs CIy>KeOHas
npoBepkKa, O  pe3yibTaTax  KOTOPOW  JIOKJAAbIBACTCS  MPEICEaaTeNro
TeppuropuaibHOM KOMUCCHH.

O6 yrtpare men u gokymeHTOB ¢ moMetkoi «JICID» cocraBisercs akT, Ha
OCHOBAHUU KOTOPOTO JEJIAI0TCsI COOTBETCTBYIOIINE OTMETKU B YYETHBIX (hopmax.

6.2. Pabora ¢ moxkymeHTaMu, COAEpKAIlMMU CBEICHUS 00 u30uparessx,
ydJacTHUKax pedepeHayma, oOpaljalomuMucsis B paMKax (yHKIIMOHHUPOBAHUS
['ocynapcTBeHHOM cHCTeMBbI peructpanuu (ydera) wusz0Ouparesned, y4aCTHUKOB

pedepenayma B Poccuiickoit deneparuu.
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6.2.1. K nokymeHTam, coaepsKaliuM CBeACHUs 00 N30MpaTesix, yyacTHUKAX
pedepenayma, oOpamiaronuMucs B pamkax QyHKImonupoBanus ['ocyaapcTBeHHON
CUCTEMBI peructpanuu (ydera) wusz0upareield, Y4aCTHUKOB pedepeHiyma B
Poccutickon Odenepanuu, OTHOCSATCS JIOKYMEHTHI, IOCTYNAKOLINE
B TeppuTOpuanbHyl0 KOMHCCHIO OT MUCIOJHUTEIBHBIX OPraHOB rOCYAapCTBEHHON
Biaactu Cankt-llerepOypra, TeppUTOpHATBHBIX OpPraHoB (eaepaabHBIX OPTraHOB
VCITOJIHUTENbHON BiacTu, LleHTpanbHON HM30MpaTenbHOl KoMuccun Poccuiickoit
Odeneparuu, OI'KY «DenepanpHbiii nieHTp nHGOpMaTU3auu npu LlenTpanbHoit
uzbuparenbHoli komuccuu Poccuiickoit ®enepanun», Cankt-IleTepOyprekoii
n30UpaTeabHOM  KOMMCCHHU, H30UpaTeIbHBIX KOMHUCCHUH  BHYTPUTOPOJCKUX
MYHULIMIIATIbHBIX 00pa3oBanuil Cankt-IlerepOypra, CHCTEMHBIX aIMUHUCTPATOPOB
KOMIUIEKCOB CPEACTB aBTOMAaTH3alMU | OCyZapCTBEHHOW aBTOMATHU3WPOBAHHOU
cuctembl Poccuiickoit @enepanuu «Boioopb» (anee — ICTOYHUKH HHPOPMALIUHN),
HarpaBisieMble U30MpaTebHOM KOMHCCHEH MCTOYHHMKAM HH(OpMalUHU, a TAKXKEe
JOKYMEHTBI, IIEPEChUIAEMBIE MEXAY KOMIUIEKCAMHU CpPEICTB aBTOMAaTU3aLUU
TEppUTOpPHUANBbHBIX H30UpaTenbHbIXx Komuccuil B Cankr-IlerepOypre (nanee — KCA
TUK), Cankrt-IleTepOyprckoii uzduparensaoi komuccuei (nanee — KCA UKCP®)
u llentpansHoii m3buparenbHOM Komuccuen Poccuiickont depeparuu (nanee —
KCA IIUK Poccum) B pamkax peanuzaiuu Lejied W 3aaad ['ocygapcTBEHHOU
CUCTEMBI peructpauuu (ydera) wuszOupareield, Y4YaCTHUKOB pedepeHayma B
Poccutickon ®@enepanuu.

JIokyMeHTbl MOTYT OQOpPMISATBCA Kak Ha OYMaXXHbIX, TaKk M Ha
MalIMHOYNTAEMbIX HOCUTENSX.

6.2.2. Pabora ¢ mOKyMeHTamu, COACP)KAIIMMHU CBEACHUS 00 HM30MpaTessx,
y4acTHHKaX pedepeHayMa, JODKHA OCYHIECTBISATBCA C  YYETOM  HOpPM
®denepanpHoro 3akoHa ot 27 wutonsa 2006 roma Ne 152-03 «O mepcoHaIbHBIX
NaHHBIX», [lonoxeHuss 00 0cCOOEHHOCTSIX OO0paOOTKM MEPCOHANBHBIX JaHHBIX,
OCYUIECTBJISIEMOI 0€3 MCIOJIb30BAHUS CPEICTB aBTOMATU3ALMM, YTBEPKIECHHOTO
IIOCTAHOBJIEHUEM IIpaBurenbcTBa Pocculickon denepanyun

ot 15 centsiO6ps 2008 roma Ne 687, Ilonoxkenuss o I'ocyaapcTBEHHOW cHUCTEME
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peructpanuu (ydera) m3Ouparteneil, yd4acTHHKOB pedepenmyma B Poccuiickoi
denepauuu, YTBEPKIECHHOTO IIOCTAHOBJIECHUEM 1K Poccun
ot 6 HOsOps 1997 roga Ne 134/973-11, PermamMenTa HCIIOJIB30BaHUS TOACHCTEMBI
«Peructp  um3bupateneit, ywyacTHUKOB pedepenayma»  [ocymapcTBEHHOM
aBTOMaTU3WpOBaHHOW  cuctembl  Poccuiickoit  ®denepannn  «BbIOOpHY,
yTBepkieHHOro mnocraHoBiaenueM IIMK Poccunm ot 26 wmapra 2014 rona
Ne 223/1437-6, Tlonoxenuss o0 oOecneueHun Oe3omacHOCTH WHGOpPMAIMHA B
['ocynapcTtBeHHONM aBTOMATU3UpPOBAHHOW cucreMe Poccuiickont ®denepauuun
«Bw160ope», yTBepknenHoro mnocraHoBineHueM [IWUK Poccum ot 23 utons 2003
roga 19/137-4.

6.2.3. JIOKyMeHTBI, coAep Kallue CBEICHUS 00 M30HMpaTensK, y4aCTHHKAX
pedepeniyMa 10KHBI 00padbaThIBaThCA B peKUME KOH(PHUACHIIMATLHOCTH.

6.2.4. Peructpanuio U XpaHeHHE JIOKYMEHTOB, COAEp KalluX CBEIEHUS 00
n30uparensx, ydyacTHHKax pedepeHayma, TMOCTYMAIOMUX OT HMCTOYHUKOB
uH(OpMAIUU U HAMpPaBISEMBIX MM, OCYIIECTBISIOT TPAKIAHCKHE CIIy)Kalllue
anmnapara TeppuTOpHaIbHON KOMUCCHH.

6.2.5. Cimcok  yvIl, yHOOJHOMOYEHHBIX TIOJy4aTb OT HCTOYHHKOB
uHdpopMalMuu U TepenaBaTh UM JOKYMEHTBI, COJEpKalllue CBEACHUS 00
n30Uparesix, ydacTHUKaX peepeHayma, YTBEpKIaeTcsl MPUKa3oM MpescenaTens

TeppuropraibHON KOMUCCHH.

6.2.6. [lomyunB oT ucTOoyHMKA MHMDOPMAIIMKA TOKYMEHT Ha OyMa)XHOM JTHOO
MalIMHOYUTAEMOM HOCUTENIE, COIEPKAIIMIA CBEIEHUS 00 N30UpaTesX, yHaCTHUKAX
pedepenyma, COTpyAHUK arnaparta TepputopuaibHON KOMUCCUM, OTBEYAIOIINM 32
JIeJIONIPOU3BOJICTBO, MpOCcTaBisgeT NoMeTKY «JICII»:

Ha OyMa)XHOM HOCHUTEJI€ - B IPaBOM BEPXHEM YIJIy MEPBOM CTpPaHUIIBI

JIOKYMEHTA,;
Ha MAIIMHOYATAEMOM HOCHUTEIIE - B TIPaBOM BEPXHEM  4YacTH

MAallTMHOYHUTACMOI'O HOCUTCIIA I/IH(I)OpMaI_II/II/I.
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[Tometka «JICII» mpocraBisieTcss TakXe Ha MEPBOM  CTPAHMIIE
COMPOBOJMUTENILHOTO TMHUChbMAa K JIOKYMEHTaM, COJAEpKalluM CBeJIeHUs 00
n30upaTesix, yuacTHUKax pedepeHayma.

6.2.7. Bce mOKyMEeHTBI, cofiepsKalie CBeIcHUs 00 n30uparensix, ydacTHUKaX
pedepenayma, U CONMPOBOAUTENbHBIE MUChbMA K HUM MpPH HX MOJYYEHHH JMOO
OTHPABKE PETUCTPUPYIOTCS COTPYIAHUKOM anmnapaTta TeppuTopraibHOM KOMHUCCHH,
OTBEUAIOLIMM 3a JIJOMPOU3BOJACTBO B OTAEIBHOM JKypHale Mo ¢opme,
YCTAaHOBJICHHOM  COOTBETCTBYIOIIMM  MPABOBbIM  aKTOM  [eppUTOpHATbHOU
Komuccuu. [Ipu 3TOM K pErucTpallMOHHOMY HMHACKCY JOKyMEHTa J00aBliIeTCs
nomeTka «{CID».

6.2.8. CompoBojiuTeIbHBIE MHUChbMA K MANIMHOYHUTAEMBIM HOCHUTEIISIM,
COJICp>KalllMM HM3MEHEHUsI PEruoHaIbHbIX (¢parmMeHTOB Perucrtpa wuzbuparenei,
YYaCTHUKOB pedepeHayMa perucTpUpYyIOTCS OTBETCTBEHHBIM 32 BEJICHUE
JEJIONPOU3BOACTBA B TeppuropuanbHol  komuccuu. Ilpm  sTOoM  Ha
CONPOBOJIUTEIIBHOM MUCBME M MAIIMHOYMTAEMOM HOCHUTENIE MPOCTABISIETCS
nomeTka «CID».

MaiiHounTaeMble HOCUTENH, COJACpKAIME WM3MEHEHUS PErMOHAIBHBIX
dbparmMeHToB Peructpa nu30uparenei, YYaCTHUKOB pedepenayma,
COMPOBOJIUTEIIbHBIC MUChMA K HUM JIOCTABJISIIOTCSA B TeppUTOpHaIBHYI0 KOMUCCUIO
MOCPEJICTBOM 3aIUIIIEHHBIX cepTuUIMPOBAHHBIMU CpeacTBaMU
KpUnTorpaduuecKoi 3anuThl TEICKOMMYHUKAITMOHHBIX KaHalloB ['AC «Bwibops»,
opranamu ¢eaepaibHol (enbIberepcKkoi CBsI3U MO0 HAPOUHBIM.

6.2.9. JlIokyMeHTBI, coAepiKallue CBeleHUs 00 u30Mparessik, y4aCTHHUKaX
pedepernyma, Ha OyMaXKHBIX JHMOO MAITMHOYMTAEMBIX HOCHTEISX XPaHATCS B
ceiibax WM B HAJEKHO 3aMHMPAEMbIX M OINEYaThIBaeMbIX IIKadax (SuIuKax,
XpaHUIUIIAX ).

ITo ucTteueHnu cpoka XpaHEHUs] U PACCMOTPEHUS Ha DKCIEPTHOU KOMHUCCUU
TepputopralbHOW KOMHCCHUH YyKa3aHHBIE JIOKYMEHThI YHUYTOXXKAIOTCS IO aKTy

(mpumosxkerue Ne 13).
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6.2.10. JlokyMeHTbI, conepKalue CBEACHUS 00 M30MpaTesX, y4yaCTHHKAX
pedepeHyma, NEpeNaloTcs COTpyAHUMKaM TeppUTOpHAaTbHOM KOMHUCCHHM O]
HOJIITUCH.

[lepenaya MOKYMEHTOB, COJEpKaluX CBEAEHUS 00 wu3buparensx,
ydacTHUKax pedepeHayma, OT OJHOro pabOTHUKA APYroMy OCYIIECTBIISIETCS C
paspemieHusi Tmpeaceaarens TeppUTOpUaTbHOW KOMUCCHU WM JIMIA, €ro
3aMeIaloLIero.

JIOKYMEHTBI, COJep’Kallie CBeAeHUs 00 u30upaTensax, ydacTHUKAX
pedepeHaymMa, THPAKHUPYIOTCS C TMHCBMEHHOTO pa3pelieHusl MpejaceaaTenis
TeppuTopHaibHON KOMHCCHUN WM JIULA, M0 3aMEILAOLIEro. YUeT TUPAKUPYEMBIX
JOKYMEHTOB OCYILECTBISIETCS MO3K3eMIusipHo. Ha oOopoTe mocnennero smcra
KaXXIO0T0 IK3EMIUISIpa UCTIOTHUTENb JO0DKEH YKa3aTh KOJMYECTBO OTIEYaTAaHHBIX
HK3EMILISIPOB, CBOIO (PaMUIIMIO U ATy TUPAKUPOBAHUS JOKYMEHTOB.

6.2.11. O d¢akrax yTpaThl JOKYMEHTOB, COJAEpKAIIMX CBEACHUS 00
n30uparessax, ydacTHUKax pedepeHnyma, 1100 pasrialieHus coaepKamieiics B HUX
MH(GOpPMaIIMU CTAaBUTCS B U3BECTHOCTH NpeceaaTelb TeppuTopraabHON KOMUCCUT
WIM JMLo, ero 3aMematoniee. Ilpencemarens wiam Jmno, €ro 3aMemiarollee,
Ha3Ha4yaeT KOMMCCHUIO JJIi paccieloBaHUsl OOCTOSITENbCTB  yTpaThl WU
pasrnamenus.  Pe3ynprathl  MpPOBEpKH  JOKJIAJBIBAIOTCS  IMpEAcCeaaTellto
TeppuTopralbHOM KOMUCCUH WU JIUILY, €T0 3aMELIAOLIEMY.

/. IloaroroBka, ogopmiieHue, BBIYCK, Y4eT JOKYMEHTOB, pACCMATPHBAaEeMbIX

Ha 3aceqaHusaX TeppuTopuaJIbHOH KOMUCCHH

7.1. ®opMupoBaHue NMPOEeKTAa NOBECTKH THSA 3aceqaHusA
TeppuropuajbHOil KOMHCCHH.

7.1.1. TIpoekT mNOBEeCTKH MAHS 3aceqaHus TeppUTOpUATIBHOW KOMHCCUHU
dbopmupyetcs npencenareneM (cekperapeM) TepputopuaibHON KOMUCCUH B CPOKH,
YCTAHOBJICHHBIC pErJaMEeHTOM TeppuTOpualbHOM KOMMCCHH, Ha OCHOBAaHUU
IaHOB paboThl W pemieHudl TeppUTOpHaIbHOW KOMHUCCHH, TMOPYYCHHUI

npeacenarens TeppuropuaibHON KOMUCCHH, TOCTYIMBIINX JOKYMEHTOB H, IOCIIE
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COTJIACOBAHMSA C IpeacenareneM TeppuTopuanibHOM KOMHMCCHH, NOAIUCHIBACTCS
cekperapeM TeppuropuanbHOl KOMUCCHUHU.

7.1.2. Ynenst TepputopuanbHOW KOMHCCHHM BIIPaBE MPEIJIOKUTH BHECTH B
IIPOEKT ITOBECTKU JHS 3aCEIaHUs BOIPOCHI, B TOM YHUCIIE, HE IMPEAYCMOTPEHHbIE
mwiaHaMu paboOThl W peleHus MU TeppUTOpuanbHOM KOMHUCCHHM, TPU YCIOBHUH
HaJIM4us MOArOTOBIICHHBIX 11O 3TOMY BOIIPOCY TOKYMEHTOB.

JlaHHBIE BONIPOCHI BKIIIOYAKOTCS B IIPOEKT TMOBECTKU [JHSA 3aceaHus
TeppuropualibHOW KOMHCCHM TIPpU TMHCBMEHHOM oOpaimieHud (B TOM YHCIEC
HAMpaBJICHHOTO IO CPEACTBAM JJICKTPOHHOW IIOYTHI) WieHA TeppUTOpUATBHON
KOMMCCHUM I10 MHHUIMATUBE KOTOPOI'O BOIPOC BBIHOCHUTCS Ha 3acelaHue, Ha UM
npeacenarens TeppuTopualbHOM KOMHCCUH, B KOTOPOM YKa3bIBACTCS HAa3BaHUE
BOIIPOCA, AOKJIAAYMK M JaTa Iepeladd IMOATOTOBJIEHHOIO IPOEKTA PELICHHS B
COOTBETCTBUM C IYHKTOM 7.2 WHCTpyKUMH W MarepuaioB K HEMY CEKpETapro
TeppuropraibHON KOMUCCHH.

7.1.3. CornacoBanHblii ¢ mpeacenarenaeM TeppUTOPHATIBHOM KOMHUCCHHM U
IIOANIMCAaHHBIA CeKpeTrapeM TeppuTopuaibHONM KOMHUCCHUM IIPOEKT IMOBECTKH JHS
3acenanusl TeppUTOPHAIBHON KOMHUCCHM THUPAKHUPYETCA Ul PACCBUIKM YIEHAM
TeppuropuaibHOM KOMUCCHH.

[TpoekT moBecTKH JIHA 3aceaHus U30MpaTeIbHON KOMUCCUM Pa3MEIaeTCs Ha
opumanbHOM  caiitTe  M30MpaTeNbHOM  KOMUCCHMM B MH(POPMALMOHHO-
TEJICKOMMYHUKAIIMOHHOUN ceTu MHTepHeT.

7.2. lloaroToBKa AOKYMEHTOB IO BOINPOCAM, BKJIIOYEHHbIM B NPOEKT
NOBECTKHM JHA 3acefaHuss TeppuTOpHAIbLHOM KOMHUCCHH.

7.2.1. JIOKyMEHTBI 10 BOINpPOCAM, BKJIIOYEHHBIM B TPOEKT MOBECTKU JHS
3acenanusl TeppUTOpUATIBHOW KOMHMCCUH, TOTOBITCS WIeHaMu TeppuUTOopraibHON
KOMHMCCUHM, 34 KOTOPBIMM 3aKpEIUIEHbl COOTBETCTBYIOIHME  HANPABJICHUS
NEeSATEIbHOCTH, C IPUBJICYCHUEM, B CIyyae HE0OOX0AUMOCTH, paOOTHUKOB armapara
TepputopraibHONM KOMUCCHUU U APYTUX CHELAAIUCTOB.

7.2.2. TlpeacraBnsieMble K PaCCMOTPEHHUIO JTOKYMEHTBI JTOJKHBI BKIIOYATh

03arjaBJICHHbIN IMPOCKT PCUICHUA C HpI/I06H_[eHHBIMI/I K HEMY MNOJJIMHHUKaAMH
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JIOKyMEHTOB, TIOCTY)KHBIIMX OCHOBAaHHMEM [IJII PACCMOTPEHHUS BOMpoca Ha
3aceaHuud TeppUTOpUaIbHOW KOMHUCCHUH, JIMOO MPOEKT MUChMA, MOJICKAIIETO
COrJJacoBaHWI0  HA  3acefJaHuu  TeppuTopuaibHOM  KOMHCCHHM,  IpHU
HEOOXOMMOCTH — MOSICHUTENBHYIO 3aITUCKY 110 PACCMaTPUBAEMOMY BOIIPOCY.

7.2.3. TIpoekThl JOKYMEHTOB (BKJIFOYAs MPUII0KEHUS ), IPECTABIISIEMBIC IS
paccMOTpEHHsT Ha 3aceJaHnu [eppUTOpHAIIBHOW KOMHCCHUM, BH3HUPYIOTCS
WCIIOJTHUTENIEM, W WICHOM TeppUTOPHAIBPHOW KOMHCCHH, OTBETCTBEHHBIMH 3a
MOJTOTOBKY TOKYMEHTA.

[IpoeKkThl JOKYMEHTOB (BKJIOYasi HPHIOKEHHS), COAEpKAIIUE BOMPOCHI
(dbuHaHCUpOBaHUSI BBIOOPOB, OOECHEUYEHHS JESITENbHOCTH TeppUuTopUabHON
KOMHUCCHUH, OOYYEHUSI OpraHW3aTOpPOB BHIOOPOB M YYaCTHUKOB H30MpATEIHLHOTO
mporiecca, B 00S3aTebHOM TIOPSAKE BHU3UPYIOTCS TJIABHBIM — OyXTalTepoM
TeppuropualibHOM KOMUCCHH.

Bussl mpocTaBisroTCs B KOHIIE TEKCTA MPOEKTa PemIeHus TMO0 Ha 000pOTHOM
CTOPOHE TIOCIIETHErO JIUCTA MPOEKTa JOKyMEHTa (BKJIOYas MPHJIOKEHUS) IO
ycraHoBlieHHOH Qopme (mpmitoskenue Ne 6). Kaxnaplid JIMCT  MPHIOKCHHS
BU3UPYETCS WCTIOJHUTENEM. Bm3a MpocTaBisieTcss B NMPAaBOM HWKHEM YTy Ha
CBOOOJTHOM I10JI€ CTPAHUIIBI TTOCJIE TEKCTA MO0 HAa 0OOPOTHOM CTOpPOHE.

7.2.4. TIpoeKTsl TOKYMEHTOB JJIi BU3MPOBAHUS JODKHBI MPEICTABIATHCS B
CPOKH, YCTAaHOBJIEHHBIE PETJIAMEHTOM TeppUTOPHATIbHON KOMHUCCHHN.

7.2.5. UcnonauTens obecrnieunBaeT KOMIUIEKTHOCTh BCEX JOKYMCHTOB,
0003HaYEHHBIX KaK B MMPOCKTE PEIICHHUS, TaK U B MMPUIOKEHUAX K HEMY.

7.2.6. Tlocne mpocMOTpa, a B HEOOXOUMBIX CIIy4asiX — BHECEHUS MOIPABOK,
cekpeTapb TeppUTOpHaIbHON KOMUCCHHU HA MOATOTOBICHHBIX ¥ O()OPMIICHHBIX IS
paccMOTpEeHHs Ha 3aceJaHWM MPOEKTax JOKyMEHTOB JenaeT oTMeTky «Ha
3ace/laHney», CTAaBUT TOJIIIUCh U JaTy M TepelaeT BECh KOMIUIEKT JIOKYMEHTOB
OTBETCTBEHHOMY 3a BEJICHHE JEJONPOU3BOJICTBA (32 MOJATOTOBKY 3acCeHaHMS) IS
TUPAKUPOBAHHUS.

7.2.7. IIpoextsl pemenuit Komuccnn u apyrue HEOOXOIUMBIE MaTEpHAIIbI

npeaocTaBisioTes wieHaMm Komuccuu He mo3jHee, yeM 3a JBa padouux JHS [0
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3acenganusi Komuccuu, a B HCKIIOUUTENBHBIX CIIy4asix — HE Mo3/IHee 4eM 3a 1 yac jo
Hayaza 3acenanus Komuccun.

7.2.8. OTBEeTCTBEHHBIN 3a BEJCHUE JICJIIONPOM3BOJICTBA  (ITOJATOTOBKY
3aceaHusl) KOMIUICKTYET ManKy ¢ JOKYMEHTaMHU, MO JICKAIIMMU PACCMOTPEHUIO, B
COOTBETCTBHHM C MPOEKTOM MOBECTKU AHS 3acelaHus TeppuTopralbHONM KOMUCCUU
M pa3lacT MX WieHaM [eppUTOPHAIBHOM KOMHMCCHHM, B CpPOK, YCTAaHOBJICHHBIN
pernaMeHToM TeppUuTopruaIbHON KOMUCCHH.

Ecmu wunen TeppuropuanbHOM KOMHCCHUM HAxXOIWUTCS B OTIYCKE,
KOMaHJAUPOBKE WJIM OTCYTCTBYET MO 0OJI€3HU, MpeJHa3HAUEHHAs JJIsl HEro Mamnka
JOKYMEHTaMHU OCTaeTCsl J0 €ro BO3BpallCHUs Y OTBETCTBEHHOIO 3a BEICHUE
JIEIONPOU3BOICTBA (32 TOATOTOBKY 3aceAaHusl).

Unenam TepputopranbHONM KOMUCCUHU C IPAaBOM COBEIIATEIIBHOIO IOJIOCA U
JU1aM, IPUTJIAIIEHHBIM Ha 3aC€JJaHNEe, COOTBETCTBYIOIINE MAaTepUalibl MEPEIAIOTCS
nepe HayaJuoM 3aCeIaHus.

7.29.Tlepen  HayaioM  3acelaHuss  OTBETCTBEHHBIM  3a  BEJICHHUE
JIETIONPOU3BOJCTBRA (3a MOATOTOBKY 3aCE/laHMs) pETUCTPUPYET MPUTIIALICHHBIX Ha
3aCe€laHle  JMI,  CIOUCOK  KOTOPBIX  MPEICTABISIETCS  MPEICEIaTelto
TepputopualibHOM KOMUCCHU.

7.2.10. Ha 3acemanuu TeppuUTOpHATbHON KOMHCCHU BEAETCS MPOTOKON H
MOXET MPOU3BOJUTHCS ayauo3anuch (BUIEO3amuch). B ciyuae npousBojacTBa
ayJIno- Uiy (BUI€0) 3aITUCH YIeHBI TeppUTOpHAIbHON KOMUCCUU U MPUTIIAIICHHBIC

YBEJIOMJISIFOTCSL 00 3TOM JI0 OOBSBIICHUS ITOBECTKU JTHS 3aCEaHus.

7.3. Boinyck TOKYMEHTOB, PacCMOTPEHHBIX Ha 3acelaHUM
TeppuropuajbHOil KOMHCCHH.

7.3.1. JIoKyMeHTBI, pPAcCCMOTPEHHBIE Ha 3aceJaHuu |eppuTOpHUaTLHON
KOMHCCHH, B CJIy4ae, €CJIM B X0JI€ 3aCeJaHUsI BHOCHJIMCh U3MEHEHUS, JOJIKHBI ObITh
opaboTaHbl, a 3aTEM MOANKUCAHbI, 3aPETUCTPUPOBAHBI U PA30CIIAHBI.

7.3.2. Cpox mopabOTKH JOKYMEHTOB HE JOJKEH MPEBBIIIATh TPEX pabounx

JTHEH 1ociie THs 3acelaHus, €ClIM MHOM CPOK He orpeelieH (heaepalbHbIM 3aKOHOM
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u (wm) 3akoHOM cyObekta Poccuiickoit = ®Depepanun, perIaMEHTOM
TeppuropralibHON KOMUCCUU UM HE OTOBOPEH Ha 3aCE/IaHUU.

7.3.3.Ilpu nopaboTKe JOKyMEHTAa HWCIOJHUTEIb BHOCUT B TEKCT
COTJIacOBaHHBIC B XOJ€ 3acelaHWss W3MEHECHHWs. B cioydae NpUHATHS
TeppuropralbHOM KOMHCCHUEW pEHIeHUST O HEOOXOJUMOCTH KOHTpPOJIS 3a
BBITIOJITHEHUEM PEIICHUS €r0 TEKCT JOTIONHACTCS ITYHKTOM, B KOTOPOM HAa3HAYAIOTCS
JINIIA, OTBETCTBCHHBIC 32 UCIIOJHEHHE, U B CITydae HEOOXOAMMOCTH OMPEAEIIIeTCS
CPOK UCTIOJTHEHHUSI.

[Ipu HEOOXOAUMOCTH, B CiIydac BHECEHHUS B JIOKYMEHT COTJIACOBAHHBIX Ha
3acellaHud U3MEHEHUU, OH BU3UPYETCS Yy WICHOB TeppuUTOpHaIbHOM KOMHUCCHUH,
BHECIIIMX HA 3aCEAaHUH COOTBETCTBYIOIINE MTPEITIOKECHHUS.

Bussl mpocTaBisitoTess Ha 000pOTHOM CTOPOHE MOCIIEAHETO JTUCTA TOKYMEHTa
(peleHus:, MPUIIOKEHHS ) TI0 YCTaHOBJICHHOH (popme (mputoskerue Ne 6).

7.3.4. VIcTIOTHATENH CIIEIUT 3a KOMIUIEKTHOCTBIO MPUJIAraeMbIX K PEIICHHUIO
JIOKyMEHTOB M pacroJiaraeT MX B TOM TMOCIE0BATEIbHOCTH, B KOTOPOH OHHU
YIOMHHAIOTCS B TEKCTE.

7.3.5. Ectm BompoCh, cojepKamuecss B pEHICHUH | eppUTOpHATbHOU
KOMHUCCHUM, KacaloTCid JIEATEIbHOCTH OJHOW WM HECKOJbKUX CTOPOHHHUX
OpraHu3anuid, K JOKYMCHTY TMpHUJIaracTcsl JHCT COTJacoBaHHUS, B KOTOPOM
yKa3bIBaCTCS HAMMEHOBAHWE OpPTaHW3AIWH, TOJDKHOCTh, MHHUITHANBI W (HaMUITUS
JOJDKHOCTHOTO JIUIA, C KOTOPBIM ATOT JOKYMEHT COIJIACOBAaH, M CTABUTCS €r0
JUYHAS TIOJITHCh.

CornacoBanue MOXKeT OGOPMIISITBCS Ha TMOCIEIHEM JIUCTE peUICHUs
TeppuropuaibHOM KOMUCCHH.

7.3.6. K odopMmnaeHHOMY nJi TOINMUCAHUS PEIICHUIO | eppUTOPHATBHON
KOMUCCUM WCTIOJHUTENh TPHWJIaraeT OT4eT O pPa3MEUICHUW pelieHus Ha
opunarbHOM  caiite  TeppuTopuUalbHOW  KOMHMCCMHM M PacChUIKe  TIO
COOTBETCTBYIOIIUM aJipecaTaM, KOTOPBIM HAINpaBIIACTCS pEIICHUE N30HUpaTeIbHON

komuccnu (nanee — Otuet) (mpunoskenue Ne 7).
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B Ortuer BrimouUaroTCs JOMKHOCTHBIE JHUIA (OpraHU3aIlK), KOTOpble OYayT
3aJICUCTBOBAHbBl B pEaIM3alldy TPUHATOTO JIOKYMEHTAa WM JIOJDKHBI OBITh
MPOUH(POPMHUPOBAHBI O €0 COJECPKAHUHU U KOTOPBIM ATOT TIOKYMEHT JIOJKEH OBITh
pa3ociaH.

OTyerT NOANMHCHIBAETCS MCIIOIHUTEIEM M YTBEPKIAETCS MpeaceaaTeeM
TepputopruaibHON KOMUCCHH.

7.3.7. ObopMIICHHBIT KOMIUIEKT JOKYMEHTOB (pelieHue, 0003HAYCHHBIC B
€ro TekcTe mnpuiokeHus, OT4eT) UCMOJHUTENh TEpelaeT OTBETCTBEHHOMY 3a
BEJICHUE JEJONPOU3BOACTBA (32 TOArOTOBKY 3acedaHusi) M MPOBEPKHU
MPaBUILHOCTH O(OPMIICHHUS JOKYMEHTOB U MOCJEAYIOEro UX MPEJICTaBICHUS Ha
MOAIUCH IIPEJCENATENIO U CEKPETapto TeppUTOpUaAIBbHON KOMUCCHUMU.

7.3.8. Pemmenne  mOAMUCHIBAETCSA ~— TpeaceqaTeleM M CEeKpeTapeM
TeppuropualibHOM KOMUCCHH.

Ecnmn na 3acemanum TepputopmanbHOM KOMHCCHUM TIPEACENATEIHCTBOBAI
3aMeCTUTEeNb  Ipeacenarens  [eppUTOpUaIbHOM  KOMHUCCUHU,  CEKpPEeTaph
TeppuTopraibHOW KOMUCCHUH WM OJIMH U3 4JIE€HOB TeppUTOpraIbHON KOMUCCHU C
IIPAaBOM  pEIIAIOIIETO ToJI0ca, a TakKE€ €CIM IOJHOMOYHMSA  CEKperaps
TeppuropruaibHOM KOMHCCUH OCYIIECTBISUI OAWH W3 YICHOB TeppuUTOpHaIbHOU
KOMMCCHUH C TIPAaBOM PEMIAIOLIEr0 roJoca, TO MOANKUCH B IIPOTOKOJIE, HA PEIICHUN
0(OPMIISIFOTCSI CJIETYIOIINM 00pa3oMm:

«3amectutens npeaceaarens TeppuTOpUaIbHON KOMUCCHM» — B Ciydae
BPEMEHHOT'0 OTCYTCTBUS Npeaceaarens TepputopruaibHON KOMUCCHUY;

«Hcnonssrommii  00s13aHHOCTH TIpesicenaTesst TeppuTopuaibHOl KOMUCCUN —
npu Hanmuuuu perieHus Cankt-IlerepOyprckoit uU30MpaTeNbHON KOMUCCUU O
BO3JIO)KEHUH Ha OJIHOTO M3 4YJIEHOB TeppUTOpHAIbHOM KOMHUCCHUU C TPABOM
pELIAIOIIEro ToJI0ca MOJIHOMOYHM npeacenareiist TeppuropuaabHON KOMUCCHH;

«lIpencenarensCTBYOMMI HA 3aceqanuu TeppuUTOprUaIbHON KOMHCCUU» - B
Cllydya€ BPEMEHHOIO OTCYTCTBHMS MPEACENATENs, 3aMECTUTENs NpeAceaaTens
TepputopuanbHoit Komuccuu, otcyTcTBus pemenus Cankt-IletepOyprekoit

n30MpaTebHOM KOMUCCHH O BO3JIOXKEHUH HAa OJHOTO U3 WIEHOB TepputropuanbHOu
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KOMHMCCUM C IIPaBOM PELIAIOLIEr0 TOJoca IIOJHOMOYMM  IpeacenaTesns
TepputopuajibHOM KOMHUCCUHM W TIPU HAJIWYAM pEHIEHHUS TeppUTOpHaTIbHOU
n30MpaTeIbHOM KOMHUCCHH;

«Mcnonusomuii 0043aHHOCTH ceKpeTapss TeppuTopruanbHOM KOMUCCUNY —
B Clly4ae HaIU4usl pemeHus TeppuTOpHaIbHOM KOMHUCCHUM O BO3JI0KECHHUU Ha
OJHOTO W3 WICHOB TeppHUTOpHaIbHOM KOMMCCHM C IIPAaBOM PELIAIOLIETO IoJjioca
ITOJTHOMOYHNHU cekpeTaps TeppuTOpraIbHOM KOMUCCHH.

«Cekperapp 3acenaHuss TeppuTOpHaIbHOM KOMHUCCHHW» — B Clyyae
BPEMEHHOTO OTCYTCTBHUS CEKpeTaps M30MpaTeIbHOW KOMHUCCHUU M TPH HAIUYUHU
pelieHus n30upaTeabHO KOMUCCHUH.

7.3.9. Ilocne mnoxamucaHusi peLIEHUs PErUCTPUPYIOTCS MpeaceaaTeaeM
(OTBETCTBEHHBIM 3a BEACHHE AEIONPOU3BOACTBA) TeppuTOpUaIbHON KOMUCCHH C
UCIIOJIb30BaHUEM peructpanroHHol ¢opmbl. Ha nmokymentax u  Ortuere
MIPOCTABIIAETCS PETUCTPALIMOHHBIN HOMED.

7.3.10. PemeHust HyMepyrTCsl B XpOHOJIOTHYECKOM MOCIIeIOBATEIHLHOCTH B
npenenax cpoka mnoiaHomouuid TeppurtopuanpHOM kKomuccuu. Homep perieHwus
COCTOUT M3 HOMEpA MPOTOKOJIA U MOPSAKOBOTO HOMEPA PELICHUs], Pa3IeJICHHBIX
neducom, Hanpumep: 1-5.

7.3.11. Yka3zaHHbBIC BHIIIC PEKBU3UTHI BHOCATCS B PETUCTPAITMOHHYIO (OpMY.

7.3.12. Pa3perienne Ha THpPaXUPOBAHUE JOKYMEHTOB B HEOOXOIUMOM
KOJIMYECTBE JAaeT IMpeaceaarenab TeppuTopuanbHOM KOMHUCCUU. JIOKyMEHTHI
TUPAXUPYIOTCSA OTBETCTBEHHBIM 32 BEACHHUE AEIIONPOU3BOJACTBA (32 MOArOTOBKY
3acelaHrs) B COOTBETCTBMM C OT4eTOM, Ha KaXIOH KOINHWH JOKyMEHTa
IIPOCTABIIAETCS reyarsb, YAOCTOBEPSIOLIAs MOAIHCH npeacenaTens
TeppuropuaibHOM KOMHCCHMM M cekpeTaps TepputopuanbHOl komuccuu (6e3
BOCIIPOU3BECHUS MMOJIIUCEN ).

7.3.13. Konust pemenuss TeppuTropHaibHOM KOMHUCCHUU  HampaBisieTCs
rpaXJaHUHY B Cily4ae, eclid ero oOpaileHue B TeppuTopuaIbHyI0 KOMHUCCHIO
NOCIIY’)KWJIO  OCHOBAaHMEM JUII PAacCMOTPEHHMS  BOIpoca Ha  3aceldaHuH

TeppuropruaibHOM KOMUCCHH.
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7.4. OdopMiaeHne NpoToKoJa 3aceqanns TeppuropuajbHOil KOMUCCHH.

7.4.1. Tlporokon 3acenanus TepputopuaibHONH KOMUCCHHM OGOPMIISIETCS Ha
OJIaHKe B CPOK, YCTAaHOBJICHHBIN perjaMmeHToM TeppuTopuanbHO KOMUCCHH.

7.4.2. TIpoTokon 3acegaHus MOXET O(QOpPMIIATHCA B MOJHOW MU KPaTKOM
dbopme.

7.4.3. Tekct mpoTokoia 3aceanus TeppuTOpruanbHON KOMUCCUN COCTOUT U3
JIBYX 4acTe€! — BBOJHOM U OCHOBHOM.

7.4.4. B BBOJHOI YacTH MPOTOKOJIA YKa3bIBAIOTCS (haMUIIUSI W MHUIIAAJIBI
npeacenarenbCTByomero  (mpeaceaarens  TeppuUTOpUanbHOM  KOMHUCCHH,
3aMECTUTENIb  mpenacenarenss  TeppUTOPUAIBHOM  KOMHUCCUHM,  CEKpETaphb
TeppuTopralibHON KOMHCCHM) U MPUCYTCTBYIOUIMX HA 3aCEAAHHUU: 3aMECTUTEIS
npeacenarens TeppUTOpHabHOM KOMHMCCHH, cekperaps TeppuropuanbHOU
KOMHCCHH M WICHOB TeppUTOpPHAIIBHOM KOMHMCCHUHM, B TOM YHCIIE C IIPaBOM
COBEIIATEJILHOTO TOJ0Ca W JIML, NPUIJAIICHHBIX Ha 3acelaHue, B al(paBUTHOM
IIOPSIKE.

JlomyckaeTcsi OQOpMIIEHHE MNPUCYTCTBYIOUIMX OTAEIbHBIM CIHCKOM C
yKa3aHUEM HWHUIMAIOB, GamMmwinii u JgomkHocTed. Chucok mpuiaraercs K

MIPOTOKOJTY 3aCEeIaHUsl.

Hanpumep:
IIpencenarenscTBOBAI: [Tpencenarens TepputopuanbHOi M30UpaTENbHOM
komuccun No @ .N.0.
IIpucyrcrBoBanu:
3aMeCcTUTENb NPEeCceaTeNs ®.1.0.

TeppuropuaibHON N30UpaATETHHOM
komuccuu Ne_

Unensl TepputopuanbHoit uzdouparensuon  O.1.0.
komuccuu Ne_

Unens! TepputopuansHoit u3dbuparensuoit  ®©.1.0.
koMuccuu Ne_ ¢ IIpaBOM COBELIATEIIEHOTO
rojoca
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[Ipurnamenusie ®.1.0.

7.4.5. TloBecTka JHS BKIIIOYAETCS B BBOJIHYIO YaCTh MPOTOKOJIa. OHA COCTOUT
U3 TIEPEYHCIICHUSI BOIIPOCOB, KOTOPbIE 00CYKIAl0TCS Ha 3aCeJaHUM, U 3aKPEIIsieT
MOCJIEIOBATEIBHOCTD UX O0CYXICHUS U (PaMUIIUK TOKJIATYUKOB (BHICTYIAIOINX ).

Kaxxapiit Bormpoc MOBECTKM JHS 3acefaHusi HyMepyeTcsl apaOckoi 1udpoi,
€ro HanMeHoBaHue HOpPMYIUPYIOT ¢ ipemtora «Ox» umu «O6». [To kaxxIoMy TyHKTY
yKa3blBaeTCs JOKIAAUuK W (opma mpeacTaBieHuss Bompoca (JIOKIa, OTYeT,
coobrienne, nHpopmarus).

7.4.6. OcHOBHAsl 4acTh MPOTOKOJIA COJEPKUT CTOJBKO Pa3/IeNioB, CKOJbKO
MIYHKTOB BKJIFOYEHO B IOBECTKY JIHS. B COOTBETCTBHM C HEM pa3aeiabl HyMEPYIOTCS.

Kax e pasznen cocrout us tpex yacrei: «CIIYIIAJIN», « BBICTYIINJIN»,
«TepputopuanbHasi wu3zbuparenbHas komuccuss No  pemmiay, KOTOpPbIE
II€YATAIOTCSA OT TPAHUIIBI JIEBOTO MOJIA.

B yactu « CJIYIIAJIM KpaTKO U37araeTcsi TEKCT BBICTYIUICHUS JOKJIaIUMKA.
WNuunyane u paMuiius TOKJIaYHKa TIeYaTaloTCs ¢ KPACHOM CTPOKHU B POJIUTEIHHOM
najie)ke. 3anuch JOKIAAa U3JIaraeTcs OT TPETHEro JIMIA €IWHCTBEHHOIO 4YUCia U
OTIIEJSIeTCS OT (PaMMIIUK TUPE.

Ecnu Texer noknazga mpuiiaraercs K NPOTOKOIY, TO MCHOJIB3YETCSl CChUIKA
«Texer nokiaga mpuiaraeTcs.

B wactu «BBICTYIIMJIM» mnepeyucnstorcss BBICTYNAIOIME W aBTOPbI
BOIPOCOB. MHuIMaNb! U aMmins BBICTYIIAIOIIETO MEYaTaAOTCsl ¢ KPACHOW CTPOKHU
B HMEHUTEIbHOM majexe. KpaTkas 3anuch BBICTYIUIEHUS 10 CYIIECTBY
paccMaTpuBaeMoro Borpoca (10 pelIeHUI0 MPeACeAaTeNbCTBYIOIIET0) U3IaracTcs
OT TPETHETO JIUIA €AMHCTBEHHOTO YHCIIa.

Ecnu TekcT BBICTYIJIEHHUS] MPUIIAra€Tcsd K MPOTOKOIY, TO HMCIOJIb3YETCs

cchlika « TekceT BBICTYIIJICHUS ITPHIIAracTCs.
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B gactu «TeppuropuansHas uzbuparenbHas komuccus Ne  pemmmna:»
OTpaXkaeTcsi TNPHUHATOE pEHIeHHEe MO 00CYyX JAaeMOMY BOIIPOCY W PE3YJIbTAThI
rOJIOCOBaHHS.

ConepxxaHue 0coOOro MHEHHS, BBICKa3aHHOTO BO BpeMs OOCYXIEHUs,
3alUCHIBAETCSI B TEKCTE IPOTOKOJIA IOCIE COOTBETCTBYIOUIETO PEIICHUS WIIN
oopmiiieTcss Ha OTIECIBHOM JIUCTE M TMOMEIIAETCs IMOCJe COOTBETCTBYIOLIETO
pEILICHMS.

7.4.7. IIporokon 3acenanusi TeppUTOpPUATIBLHOW KOMHUCCHUU TOJIMCHIBAETCS
npeacenareneM TeppuTopuanbHOM KOMHUCCUU (WM MOPEICENaTeNIbCTBYIONIUM) U
cekperapeM TeppuropuaibHON KOMHCCHU (4jeHOM TeppUTOpHalIbHOM KOMHCCHUH,
UCHOJHSABUINM OOSI3aHHOCTH CeKpeTaps TeppuTOpuanbHOM KOMHUCCUH, WIH
cekperapeM 3acenanus TepputopuaibHONH KOMUCCHUN).

7.4.8. IlpoTokonbl  3acelaHuUil ~ HYMEpPYIOTCSI B XPOHOJIOTMYECKOU
IIOCJIEAOBATENBHOCTH B IIPEIENIax CpoKa IMOoJHOMOuMM TeppuTopHalbHOU
KOMUCCHH.

7.4.9. IIporokonsl 3acenanuii TeppuTopuanbHOi KOMUCCUH, MPUOOIIICHHbBIE
K HUM pElIeHUs BMECTE C MaTepuajamu, MOCITYXUBIIMMU OCHOBAaHHUEM I HMX
OPUHATHSA, 0COOBIMU MHEHUSIMU 4iI€HOB TeppUTopHasbHOW KOMUCCUH XPaHATCS Y
npeacenatenss TeppuTopuanibHOM KOMHCCUH, a 3areM, OQOpPMIICHHBIE B

COOTBETCTBUHM C TpeOoBaHUAMU NHCTPYKIIMY, IEPENAIOTCS B ApXUB.

8. OdopmiieHue mpuka3oB npeacenarens TeppuTopuaibHOil KOMUCCHT

8.1. Ilpuxa3z mnpencenatenss TeppuTopuanbHONM KOMHCCHMM TIO OCHOBHOM
NEATEeILHOCTH UM JMYHOMY cocTaBy (nmanee-Ilpukas) odopmisiercss Ha OnaHke
yCTaHOBJICHHOM (hopMbI (rpritoskenne Ne 3.3).

8.2. Tekct Ilpukaza cocToUT, KakK MPABUIIO, U3 KOHCTATUPYIOIIEH U
pacropAAUTEIIbHON YaCTEW U JOJKEH UMETh 3ar0JI0BOK.

8.3. B KoHcTarupymomei 4YacTh  M3NaralTcs  UeaM M 3aJa4d

MpEeANUChIBAEMBIX ACHUCTBUN. Eciu ocHOBaHueMm k u3naHuio [lpuwkaza siBisiercs
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HOPMATUBHBIM IIPABOBOM AaKT WM PACIOPSAAUTEIbHBIA JOKYMEHT, TO B
KOHCTAaTUPYIOIIEH YaCTH YKa3bIBAIOTCS €r0 Ha3BAHUE, 1aTa, HOMEP, 3ar0JIOBOK.

8.4.B pacropsauTEIbHON 4acTu coziepKarcs MIEPEYUCIICHNE
IPEANUCHIBAEMBIX JEUCTBUM, CpPOKM U ucnojgHurenu. Ilynkrer Ilpukasa
HYMEPYIOTCS apaOCKUMK IUPPaMH C TOUKON U HE UMEIOT 3ar0JI0BKOB.

8.5. Ecnu Ilpuka3 u3meHsieT, OTMEHSET WM JOIOJIHAET paHee W3IaHHBIN
[Ipuka3 wim ero oTAeNbHbIE MYHKTHI, TO 3TO OroBapuBaercs B Tekcte IIpukasa.

8.6. B mocnenneM myHKTe pacnopsIMTEIbHON 4acTu, TP HEOOXOIUMOCTH,
yKa3bIBa€TCs JOJKHOCTHOE JMLO, Ha KOTOpPOE BO3JIAraeTCst
KOHTPOJIb 32 ucroiaHenueM Ipukasa.

8.7.1lpu wHamuuum npunoxenud Kk Ilpukazy B Tekcre Ha HHUX
00s13aTENBHO JENAETCsl CChUIKA.

8.8. Ecmu B Ilpukase comepxarcsi BOMPOCH (DUHAHCHUPOBAHUSI BBHIOOPOB,
oOecrieyeHus: JeATeIbHOCTH TeppUTOPHAIIBHOM KOMHMCCHHM, OJKCIUTyaTallud |
pa3BUTHSA CPEACTB AaBTOMATH3allMM, OOyYEHHUsI OpraHU3aTOpoB BBIOOPOB U
YYaCTHUKOB U30MPaATEIBHOIO MPOIiecca, TO OH BUBHPYETCA y TJIABHOTO OyXrairepa.

Busbl mpocTaBisitoTcst HAa 000pOTHOM cTOpoHE nocneaHero aucra [Ipukasa,
NPUJIOKEHUS K HEMY TI0 yCTaHOBJICHHOM (opme (mpuioskerue Ne 6).

8.9. Ilocne monmucanus Ilpukassl PETHCTPUPYIOTCS TpeaceaaTeeM
(OTBETCTBEHHBIM 3a BEACHHE AEJIONPOU3BOACTBA) TeppuTOpUaIbHON KOMUCCHH C
WCIIOJIb30BAaHUEM PETHCTPAIIMOHHON (HopMBbI (KypHaIT) U (OPMUPYIOTCS B Jeia B
COOTBETCTBMM C HOMEHKJIATYypou Jen TeppuTOpHAIBHOM KOMHUCCHUM BMECTE C
JNOKYMEHTaMHU, MOCITYKMBILIMMH OCHOBaHHUEM JU1s u3aanus [Ipukasa.

8.10. [IpukazaM mpHCBaUBAIOTCS PETUCTPAIIMOHHBIE HOMEpPA B TIpejeiax
KJIEHIAPHOTO roja.

8.11. Komuu [Ipuka3oB 3aBepsSrOTCS TIEYAThHIO.

8.12. [Ipuka3bl BMecCTe C JOKYMEHTaMH, OCIY>KUBIIMMHU OCHOBAaHUEM JIJISl UX
U3JlaHus, XpaHATCA Yy  mpeacedarens — (OTBETCTBEHHOrO 32 BEJCHHUE
JIEIONPOU3BOJCTBA), a 3aTeM, O(POPMIICHHbIE B COOTBETCTBHUHM C HACTOSIIEH

HNHcTpyKLIMen, repeiatoTcs B apXuB.
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9. KoHTpOJIb HCIIOJIHEHHS JOKYMEHTOB U MOPYYeHu i

9.1. KoHTpOJIIO UCTIOTHEHUS MOIJICXKAaT:

NOPYYEHHUSI, COIEpKAILMECS B TOCTAHOBJIEHUAX U Apyrux nokymenrtax [{UK
Poccun, Cankrt-IletepOyprckoit u30uMpaTenbHOM KOMHUCCHHM, B  PEHICHUSAX
TeppuropuaibHOM KOMUCCHU;

- Iopy4eHus, comepxkamuecs B [Ipukasax npencenarens TeppuropuaibHOn
KOMUCCHH;

- MUCbMEHHbIE MIOPYYEHUS IIpeacenaTens TeppuTopuaibHON KOMUCCHH;

- BXOJSIIIIME JOKYMEHTHI, B TOM YHCJI€ MUChbMEHHbIC OOpallleHUs] rpaxkaaH,
yKa3zaHHble B [lepeune moaexxammx KOHTPOIKO JOKYMEHTOB C YKa3aHUEM CPOKOB
ucrnosHenust (rnpuoxenue Ne 8), B COOTBETCTBUU C YKA3aHUSIMU 10 UCIIOJIHEHUIO
JNOKyMEHTa npencenareis TeppuTopruaibHO KOMHACCHH;

- HCXOJISIINE TOKYMEHTBI, TPEOYIOIEe OTBETA;

- IOPYYEHUs, COJAEpXKAIIMECs B IMPOTOKOJAX 3acefaHuid TeppuTopruaibHON
KOMUCCHH;

- IUTaHbl MEPOIIPUSTUH.

9.2. KoHTpoNh WCTHOMHEHUS TOKYMEHTOB, YKa3aHHBIX B moxapasmene 8.1
Hactosmed WMHCTpykuuu (3a UCKIIOYEHHUEM MCXOJAIIUX JOKYMEHTOB), IO
CyLIECTBY 3aTPOHYTBIX B HHUX BOIPOCOB OCYUIECTBIIIET IpEACENATEND
TepputopraibHON KOMUCCHH.

9.3. KoHTposib WCHONMHEHHUS MCXOMASIIMUX JIOKYMEHTOB, B TOM YHCIE 3a
CBOECBPEMEHHOCTBIO MOJIYYE€HHSI OTBETOB HA 3alIPOCHl T eppUTOPUATILHON KOMUCCHH,
OCYIIECTBIISIOT PaOOTHUKH, OTBETCTBEHHBIE 32 MOATOTOBKY JTAHHBIX JIOKYMEHTOB.

9.4. Cpoku WCTHONHEHUS TOPYYCHUH, COJEPKAIIUXCS B  PEIICHUIX
TeppuropuansHoit komuccuu, llpukazax mnpencemarens TeppuropuanbHOU
KOMUCCHH, MMCbMEHHBIX MOPYYEHUN Tpeacenarens TeppuTopruaibHOW KOMUCCHU

ONpCACIIAOTCS STUMHU JOKYMCHTAaMMU.
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9.5. JIOKYMEHT HOJJIeKUT UCTIOJHEHHIO B TeueHue 30 KajJeHIapHbIX THEH COo
JTHSL €r0 PErUCTpalvu, 32 UCKIIOYEHHUEM CITy4aeB, IPEAYCMOTPEHHBIX MOAPA3IeIOM
9.6 HacrosIero pasena.

Ecnu nmocnenHuii 1€Hp MCIIONHEHMS JOKYMEHTA MPUXOJUTCS HAa HEpaOOuHid
JI€Hb, TO OH MOJIJICKUT UCTIOTHEHUIO B MPEAIIECTBYIOMNM eMy paboduil 1eHb.

JlokymeHTbl ¢ omeTkamMu «BecbMma cpouHO», «CpOYHO» HUCHOJHSIOTCS B
TPEXJAHEBHBINA CPOK, TOKYMEHTBI ¢ MOMETKON «OrnepaTuBHO» — B JIECATUIHEBHBIM
CPOK CO JIHSI YKa3aHUS 110 UCIIOJTHEHUIO.

Ecnu nmocnenHuii 1eHb WCHOJHEHUS JTOKYMEHTA, COJIEPKAIIETO MOMETKY O
CPOYHOCTH HCIIOJIHEHUS, NPUXOJIUTCS Ha HEpaObO4YMil JI€Hb, TO OH MOMJICKUT
UCIIOJTHEHUIO B CJICAYIOIIUHI 32 HUM pabO4Mil 1eHb.

9.6. Cpoku  HCTHONHEHHS BXONAIIUX JOKYMEHTOB YCTAaHOBJICHBI B
npuioxeHuun Ne 8.

OOpameHus o BompocaM BBIOOPOB U pePepeHIyMOB, MOCTYIUBLIME B
nepuoa M30MpaTeNbHON KaMIIaHWW, HUCIOJHSIOTCS B CPOKH, YCTAHOBJICHHBIE
denepaabHbIM 3aKOHOM «O0 OCHOBHBIX rapaHTHUSIX W30UpaATEIbHBIX MPaB U MpaBa
Ha ydacTue B pedepenayme rpaxaad Poccutickoit denepaniny.

9.7. OTBETCTBEHHOCTh 32 CBOEBPEMEHHOE M TIIOJHOE€ BHECEHHE B
perucTpauMonHyro ¢opmy (KypHaJ1) CpPOKOB HCHOJHEHUS JOKYMEHTOB U
uH(OpMAIMU O COCTOSIHUM MCIOJIHEHHUSI JOKYMEHTOB, KOHTPOJb CPOKOB
UCIIOJIHEHHSI JIOKYMEHTOB BO3JIaralOTCd Ha OTBETCTBEHHOI'O 3a BEJCHUE
JEJONPON3BOICTBA.

9.8. B mnanax MeponpusTUid, yTBEPKICHHBIX PEIICHUSIMU T eppUTOpHATBHON
KOMHCCHH, TIpUKa3aMH mpeacenaresns TeppuTopHanbHON KOMHCCHHM, CpPOKH
VCITOJIHEHHSI OTAENbHBIX TYHKTOB MOTYT OBITh OCTABJIEHBI HA KOHTPOJIb.

9.9.Tlpu HeoOXOAMMOCTH TPOMJICHUS CPOKAa MCIOJHEHUS JIOKYMEHTa
OTBETCTBEHHBIN 32 WCIOJHEHHUE HE MO3JHEE YEM 3a TPH JIHS 10 UCTEUEHHS CpPOKa
WCIIOJIHEHNS JTOKYMEHTA MPEICTABISET HAa UM Ipeacenarens TepputopruaibHON

KOMHUCCHH JTOKJIQJIHYIO 3aITUCKY C MOTUBUPOBAHHOM MPOCHOOI O €ro MpoIJICHUH.
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9.10. JIokyMeHT cUMTaeTCs] UCMOJHEHHBIM M CHUMAETCS C KOHTPOJIS TOCe
pelieHus BCEX TIOCTABJICHHBIX B HEM BOIIPOCOB, COOOIIECHHS PE3YJIbTaTOB
paccMOTPEHHUS BCEM 3aMHTEPECOBAHHBIM JIULIAM.

9.11. OcHOBaHUAMH AJIS CHATHUS JOKYMEHTA C KOHTPOJIS SIBIISIOTCSL:

pemienne  TepputropuanbHOM  KOMHUCCHM,  IPUKA3  MpPEACcENaTelis
TepputopralbHON KOMUCCUU IO PE3yJbTaTaM UCIIOJHEHHS TOKYMEHTA;

OTBET Ha BXOJSALINI TOKYMEHT IO CYLIECTBY;

MOJIyYeHHE OTBETa OT OpPraHMU3alui, B KOTOpPbIE JOKYMEHT ObUI HalpaBlieH
JUISL PAacCCMOTPEHUSI IO CYIIECTBY IIOCTABJIECHHBIX B HEM BOIPOCOB M OTBETA
3asIBUTENIO;

HampaBjieHUEe OOpalleHus] B JIpyrUe OpraHu3aluy AJii PacCMOTPEHHUs IO
CYILIECTBY IMOCTAaBJIEHHBIX B HEM BOIPOCOB M MOCIEAYIOIIEr0 MH(OPMUPOBAHUS
aBTOPA O pe3yJbTaTax pacCMOTPEHMUS;

BH3a IpeicenaTens Ha JokymeHTe «B neno», «CHATh ¢ KOHTPOJISD.

9.12. JIokyMEeHT HE CUMTAETCSl UCTIOJTHEHHBIM U OCTAeTCsl HA KOHTPOJIE:

€CIM OH HAaNpaBJIIETCSI B JPYrMe OpPraHbl WM OpPraHU3allMh C LENbI0
noiayuyeHus: TeppuTopualibHOM KoMuccued uHPOpMAIUK, HEOOXOAUMOUN IS
PacCMOTPEHHs IO CYIIECTBY IOCTaBJIEHHBIX B JIOKYMEHTE BONPOCOB. B ciyuae
HeoOxoaumocTu TepputopuanbHas KoOMHCCUS HHGOPMUpPYET 00 3TOM aBToOpa
JIOKYMEHTA;

€CJIM OH HalpaBisSIeTCsI B JAPYrM€ OpraHbl WIM OpPraHu3aluu s
PacCMOTPEHUS IO CYIIECTBY ITOCTABJIECHHBIX B HEM BOIIPOCOB U OTBETA 3asSBUTEIIIO C
HoCIeAyoIUM HHPopMuUpoBaHueM TeppUTopHalbHOM KOMHUCCHUU O pe3yJbTaTax
VCITOJIHEHHS],

€CJIM Ha HEM HE CTOUT OTMETKa npejaceaaresns TepputopuanbHOl KOMUCCUU

O MMIPUHATHUHU UCIIOJTHCHHA.

10. M3roroBjieHME U MCIIOJIHL30BAHME MeYaTEeH U IITAMIIOB

10.1. Inst ymocToBepeHHs] MOMJIWHHOCTH JOKYMEHTOB WJIM COOTBETCTBUS

KOITUM JOKYMCHTOB IIOAJIMHHHUKAM, IIPOCTABJIICHHUA OTMCTOK O IIOJYUYCHHUMH,
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perucTpanu  JIOKYMEHTOB B TeppUTOPHAIBHOW KOMHUCCHU HCIIOIB3YIOTCS
repOOBbIC U IPYTUE TIEYATH U IITAMIIBI.

10.2. UzroroBieHue medatreid U IITAMIIOB OCYHIECTBISETCS MO YKa3aHHIO
npeacenaress TeppuTopuanbHO KOMUCCHH.

10.3. I'epboBass mewats mnpoctaBisercs Ha [loyeTHbIX TrpamMoTax W
OmaromapHOCTsSIX, (PUHAHCOBBIX JOKYMEHTaX |eppUTOPHAIBHOW KOMHCCHH,
TapaHTHHHBIX MMHUCHhMAaX, JOTOBOpPaX, TOCYAApCTBEHHBIX KOHTPAKTaX M B JIPYTHX
MPETYCMOTPEHHBIX 3aKOHOAATEIIbCTBOM CIyUasix.

10.4. Ha paccpliaeMbIX KOMUAX pemieHui TeppuTopuanbHOH KOMHCCHH,
npuKasax mnpejacenaress TeppuTopuaibHON KOMUCCUU, HA MAaKETaX MPU OTIPABKE
JIOKYMEHTOB, TIPY O(QOPMJICHUU JOKYMEHTOB Ha IMPUEM TOBAPHO-MaTEPHUAIbHBIX
IIEHHOCTEH, Ha BHOC M BBIHOC TOBAPHO-MaTePHUAIBLHBIX IIEHHOCTEH, Ha HAKJIQHBIX
MIPOCTABIIAETCS NIeHaTh ¢ HAAMUChIO « TeppuTopuanbHas u3doupareabHas KOMUCCHUS
Ne  .» wim mpu HaMWYWK TIeYaTh ¢ HAIMUCKHIO « TeppuToprabHas n30upaTeabHast
komuccus Ne . J[iist JOKYMEHTOB»

10.5. [leyatn 1 mTamMmbl MOJJIEKAT PETUCTpAIIMU B OTIACIBHOM >KypHaje
ydeTa redyaTeit u mramMioB. [legaTu v mraMItbl BBIIAFOTCS 0T TTOANHKCH B )KypHAIIe
ydyera Iedared W mramnoB. Ha xypHane mnpocraBisiercs nomerka « /s
CIIy’)K€OHOTO  TIOJIb30BAHUA», €r0 JIUCTBI HYMEPYIOTCS, TMPOIIUBAIOTCA W
OTICYaTHIBAIOTCS.

10.6. Ileyatn u 1mTAMIIBl JOKHBI XPAaHUTHCS B HAJEKHO 3aKPhIBAEMBIX
U OTIeYaThIBAEMBIX B Hepabouee BpeMs ceripax M MEeTaNTHISCKUX IKadax.

10.7. IIpencenarens TeppuTopuaibHON KOMUCCHUU OCYIIECTBISIET KOHTPOIb
3a MPaBUIILHOCTHIO XPAHEHHS M UCTIOJIB30BAHMS TIeUaTel 1 IITaMIIOB.

10.8. IIpunrenmue B HETOTHOCTH IMEYATH M IITAMITBI YHHUTOXKAOTCS, O YeM
COCTaBJISIETCSl aKT, a B JKypHaje yuyera IeyaTeii W IITAaMIIOB CTaBHUTCS
COOTBETCTBYIOIIAst OTMETKA.

YHUYTOKEHHUE TPOU3BOIUTCS IIOCIIEC YTBEPXKACHHUS akKTa MpeaceaaTeiieM

TeppuropuaiibHOM KOMHCCUH. MeTalulMuecKre MneyaTd YHUYTOXKAKOTCA ITyTEM
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IMOJIHOTO CIIMJIMBAHHA TCKCTA WJIM OIIHWIJIMBAHUWA ABYMS IICPCKPECCTHBIMU JIMHUSAMMU,

Kay4dyKOBBIC IT€YaTH U IITAMITBI pa3pe3aroTcs Ha MEJIKUE YACTH WU COKUTAIOTCSI.
11. ®dopmupoBaHue aeJ1 U Nepeaada uX B apXuB

11.1. CocraB/ieHue U YTBepKAeHHME HOMEHKJIATYPBbI JIeJl.

Homenknatypa nen mnpenHasHaueHa Juisi (GOPMHUPOBAHUS HCIIOTHEHHBIX
JIOKYMEHTOB B Ji€Jla, CUCTEMAaTH3alMyd M y4yeTa JeJl, ONpElEIeHUsT CPOKOB HX
XpaHEHUS] M SIBISIETCS OCHOBOM JIJIi COCTABJICHMSI ONHCEW 1€ MOCTOSHHOTO M
BpeMmeHHOTO (10 jeT u 6oJee) XpaHeHUS.

B HoOMmeHKknaTypy [en BKJIIOYAIOTCA 3aroJIOBKU 1€, OTpaKarollue BCe
JIOKyMEHTUPYEMbIE Y4acTKu paboThl TepputopralibHOW KOMHUCCHUHU, B TOM YHCIIE
JIMYHBIE JIeN1a, CIIPABOYHbIE U YUETHBIC KAPTOTEKU U JPYTUE YUETHBIE (POPMBI.

3aroioBOK Jelia JIOJDKEH YETKO OTpakaTb OCHOBHOE COJAEpP’KAaHUE U COCTaB
nokymeHToB. He momyckaercs ymorpeblieHHEe HEKOPPEKTHBIX (POPMYIHPOBOK,
BBOJIHBIX CJIOB M CJIOKHBIX OOOPOTOB.

[Ipy cocTraBaeHUM HOMEHKJIATYpbl JIeNl CIEAYyET PYKOBOICTBOBATHCS
pernamentoM TepputopuaibHOl KoMuccud, [lepeuHeM TUIOBBIX yIIPaBICHYECKUX
apXMBHBIX  JOKYMEHTOB,  OOpa3ylolluMxcsi B  IpoLecce  JIeATeIbHOCTH
roCyJJapCTBEHHBIX OPraHOB, OPTrAaHOB MECTHOT'O CAMOYIIPAaBJIEHUS U OPTaHU3ALINI, C
yKa3aHUEM CPOKOB XpaHEHUsI, yTBEPKACHHBIM MPUKa30M MUHUCTEPCTBA KYIbTYpPbI
Poccuiickoit ®@enepanuu ot 25 aprycra 2010 roma Ne 558 (manee — Ilepedens),
NOpSiAKAMM  XpaHEHUs] W Tepedayd B apXUBbl JIOKYMEHTOB, CBSI3aHHBIX C
MOJATOTOBKOM U MpoBeaeHHEM BbIOOpOB, yTBepkaeHHbIMU [I1K Poccun u Cankt-
[TerepOyprckoii U30MpaTeIbHOM KOMUCCHEH, HOMEHKJIaTypaMmu nen
TeppuropranbHON KOMUCCHH 3a NPEAIIECTBYIOLINAE TOBbI.

[Ipy mOArOoTOBKE HOMEHKIIATYPHI 1€ HA MPEACTOSIIAN KaJCHAAPHBIA TOJl
HEO0OXOMMO YUYUTHIBATH XapaKTeP BHIOOPOB, TPOBOJIUMBIX B MPECTOSIIIEM TOY.

Homenkmarypa npen TeppuTOpHabHOM KOMUCCUMHA HA MPEACTOSAIIUNA
KaJICHJApHBIA TOJ COCTaBJIETCS B TMOCJIEAHEM KBapTaje TEKYyLIero roja,

COTJIACOBBIBAETCS € ceKkpeTapeM TepputopuaibHON KOMUCCHH, pACCMATPUBAETCS Ha
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3acelaHnd JKCHEPTHOM Komuccuu TeppuTopraibHON KOMHCCUU IO AKCHEPTHU3E
IEHHOCTH JOoKyMeHTOB (mamee — OK) yTBepxkmaercs mpejacenaresieM
TeppurtopuanbHOl  KOMHCCHHM, COIJIACOBBIBaeTCA C  cekperapem  CaHKT-
[lerepOyprckoil n30UpaTebHOM KOMUCCHUM U BBOJUTCA B JeMCTBUE C | siHBaps
cieaytoriero roaa (mpunokenue Ne 9).

IIpr moaroToBke HOMEHKJIATYPHI A€ Ha NPEACTOSIIMN KAJICHIAPHBIA T'OJ
HEOOXOMMO YUYHUTHIBATH XapaKTeP BHIOOPOB, TPOBOIUMBIX B IMPECTOSIIIEM TOY.

B ciiyyae BOBHMKHOBEHUS B TEUEHHUE T'OJa HOBBIX JI€JI, OHU JOIOJIHHUTEIBHO
BHOCSITCSI B YTBEP)KICHHYIO HOMEHKJIATYpy J€l II0 YKa3aHUIO Ipeacenaresns
TeppuropuanbHOM  KOMHCCHMHA  IIOCJIE  COTJIACOBAaHHS  C  CEKpeTapem
Canxkrt-IletepOyprckoit n30upaTreIbHOM KOMUCCHH.

[Io oOxOHYaHMM KaJE€HIAPHOTO TOJa B KOHIE HOMEHKJIATYpPhl el
COCTAaBJISIETCSI UTOTOBAas 3alKCh O KOJWYECTBE 3aBEJICHHBIX JeNl (TOMOB, yacTei),
OTAEJIBHO IO J€JIaM MOCTOSIHHOTO M BPEMEHHOT'O XPAHEHUS.

Cpok XxpaHeHUs! JOKYMEHTOB YKa3bIBAa€TCS B HOMEHKJIAType JIEN CO CChUIKOM
Ha ctaThlo Ilepeuns. Cpok XpaHEHHs IOKYMEHTOB, HE YKa3aHHbIX B JaHHOM
[lepeune, ycranaBmuBaercs OIIK mo cormacoBanuto c¢ Cankrt-lIletepOyprekoit
n30UpaTeTbHOM KOMUCCHEH.

Ncuncnenne CpPOKOB XpaHEHUS JIOKYMEHTOB, 3aKOHYEHHBIX
JIEJIOMPOU3BOJCTBOM B TEKYIIEM 'Oy, HAUUHAETCS C | sTHBaps CIEAYIOLIETO roja.

11.2. O¢opmiieHue TOKYMEHTOB, 3aKOHYEHHBIX [1€JIOMPOU3BOJICTBOM,
¢popmupoBaHue U TeKkyliee XpaHeHue e B TeppuTopuaibHOi KOMHUCCHH.

3aKOHYEHHBIE JEJIOITPOU3BOACTBOM JOKYMEHTHI oopMIISIOTCS
B COOTBETCTBUM C TpeOOBaHWSAMHU HacTosmed WHCTpYKIuU, CHUCBHIBAIOTCA
npeacenareneM TeppuToprualibHON KOMHUCCHH B Aeno. [Ipu 3TOM B HUKHEN 4acTu
JIUIIEBON CTOPOHBI TEPBOrO JHUCTa JIOKYMEHTa Ha CBOOOJHOM OT TEKCTa MECTe
CTAaBUTCSl OTMETKA O €r0 UCIIOJTHEHUH, paciIu(pOBLIBACTCS MOAMKUCH TIpeceaaTes
TepputopuaibHON KOMUCCHUH, YKA3bIBAETCA HOMEDP J€ia IO HOMEHKJIAType U JaTa
cnucanus. [Ipu He0OX0IMMOCTH OTMETKA 00 MCTIOTHEHUH MOKET OBITH ClleJlaHa Ha

O00OpOTHOM CTOPOHE NEPBOrO JINCTAa JOKYMEHTa. B perucrpanmonnyoo ¢opmy
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BHOCUTCS OTMETKa O CIMCAaHUM JIOKYMEHTa B JIEJI0 C yKa3aHUEM HOMepa Jena
COIJIACHO HOMEHKJIaType JEIl.

HcnonHeHHbIE JOKYMEHTHI (OPMHUPYIOTCS B J€lla B COOTBETCTBUU C
YTBEPKACHHON HOMEHKJIATypOH JEII.

Jleno cuuTaeTrcs 3aBEACHHBIM C MOMEHTa BKJIIOYEHHUS B HET0 IEPBOIO
VCIIOJIHEHHOT'O IOKYMEHTA.

[Ipu ¢dopmupoBanun gena MpoBEpsSETCS MNPABUIBHOCTh OTHECEHUS
JOKYMEHTOB B JIaHHOE JI€JI0, Ka4€CTBO 0(OPMIIEHHS M KOMIUIEKTHOCTh JOKYMEHTOB,
HaJIM4We MOJINUCEW, BU3, PETHCTPALMOHHBIX HOMEPOB, CIIPABOK WJIM OTMETOK 00
UCIOJIHEHNUH, CIUCAHUM B A€o0 U ipyrux. HempaBuiibHO 0(pOpMIIEHHBIE JOKYMEHTHI
JOJDKHBI OBITH J0O(OPMIIEHBI, @ 3aTEM IIOMEIIECHBI B JIENO.

He nonyckaercs noMeleHue B €10 TOKYMEHTOB, COACPKaHUE KOTOPBIX HE
COOTBETCTBYET 3aroJIOBKY J€na.

[Ipu popmMupoBaHUM J1€7 COONIOAAIOTCS CIEAYIOIINE TPEOOBAHMUS:

JOKYMEHTBI MOCTOSIHHOTO M BPEMEHHOTO XpaHEHUs (POpMHUpYIOTCS B jAela
pa3lenbHo;

B JIEJI0 BKJIIOYAIOTCS TOJBKO MCIOJHEHHBIE, MPAaBUIBHO O(POPMIICHHBIE
JIOKYMEHTBI B COOTBETCTBUH C 3ar0JIOBKaMHU JieJ B HOMEHKJIATYpE;

BCE€ JIOKYMEHTBI, OTHOCSILKECA K PELIEHUIO0 OJJHOTO BOIpoca, (GOpMHUPYIOTCS
B OJIHO Jeno. B ciydae ecnum moaOopka IOKYMEHTOB MO OJHOMY BOIPOCY
HacuuThiBaeT Oosice 100 aUCTOB, OHA MOXKET OBITH BBIJIEJICHA B CAMOCTOSITEIILHOE
bi (23 (O

JOKYMEHTBI, IOJIJIEKaIIe BO3BPATY, B JIEJIO HE MIOMEIIAIOTCS;

B JIEJI0 TOMEMIAETCS TOJBKO OJUH 3K3EMIUISIP JOKYMEHTa, YEPHOBHUKH U
BAapUAHThI IPOEKTOB JJOKYMEHTOB B JI€JI0 HE MOJAIIMBAIOTCS (32 UCKIIOUYEHUEM TEX,
Ha KOTOPBIX MMEIOTCA BU3bl, YKa3aHHUs MO HCIOJIHEHUIO JOKYMEHTOB M JApYyTue
OTMETKH, JAOTOJIHSIONINE TIEPBHIN dK3EMIUISIP);

B JIEJIO BKJIIOYAIOTCA, KaK MPaBUJIO, JOKYMEHTBI OJJHOTO KaJeHIapHOTO roja

(MCKIJTIOUEHHME COCTABIISIOT JIMYHBIE U TIEPEXOIAIINE Jeia);
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Ka)X70€ JeN0 He JOJDKHO mpeBblmath 250 TucToOB, mpH OoJbiieM oO0beMe
JIOKYMEHTOB B JieJie POPMUPYETCsI HECKOJIBKO TOMOB (4acTei).

[Ipu BKJIIOYEHHHU B J€JI0 (paKCOTpamMMbl JEJIAeTCsl €€ KCEPOKOMUs, KOTopas
nojmuBaeTcs B aeno. [lommmaHauk hakcorpaMMbl YHUUTOXKAETCS C IPOCTABICHUEM
OTMETKH 00 YHUUTOKEHUHU Ha KCEPOKOIIHUH.

B ciyuae HE0OXOAMMOCTH TOKYMEHTHI IO OJHOMY M TOMY K€ BOIIPOCY, HO C
pPa3IMYHBIM CPOKOM XPaHEHHWs, MOTYT HAaXOAUTHCA B OJHOM Jeie 10 KOHIA
TEKyLIEr0 ToAa WM [0 3aBEpLICHMsS HCIIOJIHEHHUS JOKyMEHTa, a 3aTeM
nepeopMUPOBBIBAIOTCS B JieJia MOCTOSHHOTO U BPEMEHHOTO XPaHEHUSI.

B neno BKIIIOYAKOTCSA BCE JOKYMEHTHI II0 KOHKPETHOMY BOIIPOCY BMECTE C
IIPUIOKEHUSMH, YKa3aHHBIMU B TEKCTE JOKYMEHTA, IIPU OTCYTCTBUM IIPUIIOKEHUH,
YKa3aHHBIX B TEKCTE JOKYMEHTa, HCIOJHUTENb OO0sA3aH CIENaTh 3aluch Ha
JOKYMEHTE 00 X MECTOHAXOKICHUU.

JIOKyMEHTbl BHYTPH J€Ja pPaCIOJAraloTcsi B XPOHOJIOTMYECKOM WU
BOIIPOCHO-JIOTUYECKON ITOCIEA0BATEIIBHOCTU WIIA UX COUETAHUM.

HopMmaruBHbIE U  OpraHM3alMOHHO-PACHOPAIUTEIBHBIE JTOKYMEHTBI C
OTHOCSIIIIUMUCS K HUM MNPWIOKEHUSAMU TPYNNUPYIOTCA B Jela 10 BUIAAM
JOKYMEHTOB U 110 XPOHOJIOTHH.

[IpoTokodel 3acenannii TeppUTOPHATBHON KOMUCCUH PACIIONIATAIOTCS B AEIIE
[0 XPOHOJIOTMM B TOPSIAKE BO3pACTaHUS HOMEPOB. J[OKYMEHTBHI K 3aCEIAHUIO
TeppuropuanbHON KOMUCCUU ITOMELIAIOTCS TIOCJIE COOTBETCTBYIOIIETO IPOTOKOJIA.

[Tonoxenus, WHCTPYKLIHH, YTBEPKICHHBIE pacropsaAuTEIbHBIMU
JOKYMEHTAaMHU, SIBJSIIOTCS IPWIOKEHUSAMU K HHUM UM TPYIIMUPYIOTCS BMECTE C
YKa3aHHBIMH JTOKYMEHTaMHU.

[InaHoBas u oT4ETHAs NTOKYMEHTALUSI HE3aBUCUMO OT JAThl €€ COCTABICHUS
BKJIFOYAETCs B JEJIO TOTO roJia, K KOTOPOMY OHa OTHOCHUTCSI.

B nene «Ilepenuckay ucxoasinii (OTBETHBINA) JOKYMEHT ITOMEIIAETCS 1MOCIIe
Bxozsero. Ilpu BO30OHOBIEHUM TMEPENUCKA 1O BOIPOCY, HayaBIIEHCS B

npeaAbIAYIIEM I'OJly, JOKYMCHTBI BKIIFOYAROTCA B JICJIO TCKYHICTO I'0Id U YKA3bIBACTCS



54

MHJIEKC TOT'O JI€JIa IO HOMEHKJIATYpe eI IPEABIAYIIETO roja, B KOTOPOM HaXOASATCS
IIPEAMIECTBYIONINE JOKYMEHTBI I10 3TOMY BOIIPOCY .

OOpamienust rpakaaH U JOKYMEHTBI [0 MX PAacCMOTPEHUIO (HOPMUPYIOTCS
B oTAenbHbIe fena. Kaxkmoe obparieHne U Bce JOKYMEHTHI TI0 €r0 pacCMOTPEHHIO
COCTaBJISIIOT B JIEJIE CAMOCTOSITENIbHYIO IPYIIy M pacrnojararrcs B an(aBUTHOM
NOPSJIKE MO0 NEepPBbIM OyKkBaMm (paMUIMi aBTOPOB 0OpaLEHU.

B nemax, HaxoOAmuUXCA B JIEIONPOU3BOJACTBE, TOKYMEHTBI TEKYILIETO roja
pacroJsiararoTcsl MO0 XPOHOJIOTMM CHH3Y BBEpX MO Mepe mnocrtymieHus. llpu
MOJTOTOBKE K CAa4€ B apXMB JI€Ja C JOKYMEHTAaMU TOCTOSIHHOTO U BpeMeHHOro (10
JeT u 6ojee) XpaHeHUs Iepe(pOpMHUPOBBIBAIOTCS B O0OpaTHOM MOPAJIKE: JOKYMEHT,
NOCTYNUBIIMM B KaJE€HJApHOM TOAY MOCJIEIHUM, JTOJDKEH OBbITh BHHU3Y J€ja, a
IIEPBBIA JOKYMEHT KaJIEHAAPHOTO TOJa — BBEPXY, IEPBBIM.

Jlena ¢ MOMEHTa UX 3aBEJICHUS U 10 Mepeadyl B apXUB WM YHHUUTOKCHUS B
CBA3W C HCTEYECHHEM CpPOKOB XPaHCHHs HAXOIATCSI y  Ipeacenaresns
(OTBETCTBEHHOTO 3a BEJIEHUE JI€JI0Npon3BoicTBa) TeppuropruanbHOil KOMUCCHU.

IIpoTokonsl 3acenanHui, pemieHus TeppUTOPUAIBHON KOMHMCCUH, CIMCKHU
IIPUTJIALICHHBIX, IPUJIATAEMBIE K IIPOTOKOITY, MOJJIMHHBIE dK3EMIULIPBI PELIEHUN C
COOTBETCTBYIOIIMMU TMPWIOKEHUAMH, MPOTOKOJIBHBIE ITOPYYEHHUs], JOKYMEHTBI,
MIOCIYKMBIIME OCHOBAHUEM JUII PACCMOTPEHMS BONpPOCAa Ha 3aceldaHuu
TeppuTopranbHOl KOMUCCHH, paciiMdpoBaHHas ayJM03alUCh 3aceaHus (Mpu ee
HQJIMYUM), CIHUCKH PACCBUIKM PEUICHUH 10 Mepeladyd B apXWB HAXOUATCA Yy
npenacenaress (OTBETCTBEHHOIO 32 BEJIEHUE IeN0Npou3BoicTBa) TepputopuaibHOn
KOMMCCHHU.

3a COXpaHHOCTh JOKYMEHTOB M JEJI OTBETCTBEHHOCTh HECET IPEACceNaTelb
TepputopranbHON KOMUCCUU W OTBETCTBEHHBIN 32 BEIEHHUE NIEIIONPOU3BOJICTBA B
TeppuropuaibHOM KOMUCCHH.

Jlena JOJKHBI HAXOAMThCS B pabodeid KOMHATE WM B CHEHUAIBHO
OTBEJICHHOM I 3TOM LIeNIM MOMEIEHUH U XPAHUTHCS B 3alUparoluxcs mkadax,

NpCaoXpaHArOInX JOKYMCHTBI OT IIbIJIN U BOS,Z[GI;'ICTBHH COJIHCYHOI'O CBCTA.
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B menmsx obOecnedeHuss ONEpaTUBHOTO TOMCKAa JOKYMEHTOB Jeia
pacroyiaratorcsi B COOTBETCTBHM C HOMEHKIATYpOH JieJ, KOIHUS KOTOPOM
TIOMEIIAeTCsl Ha BHYTPEHHEH CTOPOHE JBEPIIBI Kada.

Ha xopemkax o00g0oXKeK Jefla YKa3bIBAIOTCS HMHICKCHI AN IO
HOMCHKJIAType JCII.

Jlema, HaxomsmIuecss Ha TEKYIIEM XpaHEHWH, Mojuiekar ydety. llepen
nepeaadeii JOKYMEHTOB B apXWB IPOBOJUTCSA IMPOBEpKA HATWYUS W COCTOSIHHS
JOKYMCHTOB M JIeJI B IEIAX YCTAaHOBJICHUS (PAKTHYCCKOTO HAIWUYHMS JeT U
COOTBETCTBHS X KOJUYCCTBY, YUCIISAIIEMYCS 110 HOMEHKJIAType AL

[IpoBepka HaMM4Msi W COCTOSIHUSA JOKYMEHTOB W J€J TMPOBOAUTCS MPH
NepeMenieHn Jiell, BO3BpaTe Jell, CMEHe mpejacenarens TepputopuaibHON
KOMUCCHH.

[IpoBepka MPOBOIUTCSA IyTEM CBEPKH CTaTell HOMEHKIATyphl Jell ¢
OTMCAHKEM JIENT Ha 00JIOKKE, a GPU3UIECKOE COCTOSTHUAE JICIT ONPEACIISICTCS ITyTEM UX
BU3YaJIbHOTO MpOCcMOTpa. Bce oOHapykeHHbIe HETOCTaTKU (UKCUPYIOTCS B aKTe
MIPOBEPKHU HAIMYUS U COCTOSIHUS JIETI.

B cmydae yTpaTthl JOKYMEHTOB U JCI IPOBOJUTCA CIIyX)eOHOE
paccienoBaHude, MO pe3yibTaTaM KOTOPOTO JIMIIO, BUHOBHOE B yTpare, HeceT
OTBETCTBEHHOCTH B YCTAHOBJIEHHOM TIOPSI/IKE.

Ecnu otmenpHBIE MOKYMEHTBI, YK€ BKJIIOYCHHBIC B J€J0, BPEMEHHO
TpeOYIOTCS JJIS pabOThl, OHM MOTYT OBITh BBIJAHBI M3 JieJla, @ Ha WX MECTO
BKJIQJILIBACTCS JIUCT-3aMECTUTEIb C YKa3aHUEM, KOT/Ia, KOMY U Ha KaKOW CPOK BbIJIaH
JIOKYMEHT.

11.3. DkcnepTH3a IEHHOCTH IOKYMEHTOB.

DKcnepTr3a IEHHOCTH TOKYMEHTOB ITPOBOIUTCS JJIsl YCTAHOBJICHUST HAYYHOM,
HUCTOPUYECKOW M TMPAKTHUYECKOW 3HAYMMOCTH JIOKYMEHTOB, OOpa30BaBIIUXCS B
mporecce JIeATeIbHOCTH TeppUTOpHATbHON KOMHCCHH, C IEIbI0 0TOOpa WX IS

I[aJ'IBHCI\/’IHICFO XpaHCHHA NI YHUYTOXKCHU.
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DKcnepTu3a UEHHOCTH JIOKYMEHTOB IPOBOJUTCA TIPU  COCTAaBJICHUH
HOMEHKJIATyphl Jel, B mpouecce (GpopMUpOBaHUS Je€d, MpPU TMOATOTOBKE AeN K
nepenaye B apXuB.

JUIst pacCMOTpPEHHUsI TPOEKTOB HOPMATUBHO-METOJIUYECKUX JOKYMEHTOB IO
BOIIPOCAaM JIEJIONPOU3BOJICTBA U APXUBHOTO J€Jia, OMUCEH el MOCTOSHHOTO U
BpemeHHoro (10 ner u OoJsiee) XpaHEHHs, aKTOB Ha YHUYTOXKEHHUE Jel U
JOKYMEHTOB, HE€ HMMEIOLIIMX HAyYHOM LEHHOCTH M MPAKTHUYECKOro 3HAYCHHS,
npuKa3oM Tmpejacenarens TeppUTOpUATIbHON KOMHUCCUU CO3/1ae€TCi HKCIepTHas
komuccus (nainee — IK).

B ee ¢pyHKIIMM BXOIUT TakKe pacCMOTPEHHUE U OJO0OpPEHHE HOMEHKJIATYpPhl
nen TeppurtoprualibHOM KOMHUCCHH.

B cocraB OK BxmoyaroTcs 4ineHbl TeppUTOpHAIbHOM  KOMUCCHH,
IrPOKJAHCKHE CIIy)KallUe — anmapara [ eppUTOPUAIIBHOM  KOMHCCHH, YJICHBI
Cankr-lletepOyprckoii M30MpaTeNbHON KOMHMCCHM WM COTPYAHUKH amnmapara
Cankr-IleTepOyprckoit u30upaTebHOM KOMUCCHH (10 COTJIACOBAHMUIO).

IIpy npoBeNEeHWH OSKCHEPTU3bl LEHHOCTH JIOKYMEHTOB OCYIIECTBISETCS
oTOOp 1€ MOCTOSTHHOTO U BpemeHHoro (10 yer u Gonee) xpaHenus, otO0p 1€ C
BPEMEHHBIMU CPOKaMH XPAaHEHHUs, IMOJICKAIIUX XPAHEHUIO, BBIJCICHUE K
YHUUTOXEHUIO /1] 3a IPEAbLAYLIUE F0/Ibl, CPOKU XPaHEHUSI KOTOPBIX, UCTeKIH. [Ipu
TOM OJHOBPEMEHHO MPOBEPSIOTCS KayeCTBO M MOJHOTA HOMEHKIIATYpPbI Jell,
IIPaBUIBHOCTH OIIPEAEIICHNS CPOKOB XPaHEHHUS JE.

DKcnepTh3a LEHHOCTH JOKYMEHTOB OCYILIECTBISETCA MYTEM MOJHUCTHOTO
npocmotpa gen. He nomyckaercs oTOOp JOKYMEHTOB [UIsl XpaHEHUS WIM K
YHUUYTOXEHHUIO TOJIBKO HA OCHOBAHUU 3ar0JIOBKOB JIE]I.

JIOKyMEHTBI, yTpAaTHBIIME NPAKTUYECKOE 3HAYEHHE UM HE HMEIOIIHe
VCTOPUYECKON WJIM HAYYHOM LEHHOCTH, IO MCTEYEHUH YCTAaHOBJICHHBIX CPOKOB
XPaHEHUS MOJJIeKAT YHUUTOXKEHUIO 10 aKTy.

AKTBI O BBIJICJICHUHM K YHUUYTOXKEHHUIO JIe] U JOKYMEHTOB PacCMaTPHUBAIOTCS
Ha 3acepaHusx OK OJHOBpEMEHHO € ONUCAMM JEll. YHHUYTOXKEHHE el U

JIOKYMEHTOB JI0 YTBEPKACHHUS aKTOB 3alPeIIacTCsl.
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[To pe3ynbraram SKCOEPTU3bl LIEHHOCTH JOKYMEHTOB OTBETCTBEHHBIM 3a
BEJICHUE JICJIONPOU3BOACTBA €XKErOJTHO COCTABISIFOTCA CBOAHBIE OMNUCH JIEII
NOCTOSTHHOTO U BpeMeHHOTOo (10 set u 6onee) xpanenus (mpuinoxenus Ne 10, 11) u
o JUYHOMY cocTaBy (mpuioxeHue Ne 12), a Takke akThl O BBIJICICHUU K
YHUYTOKEHHIO JIeJT, HE MOJUIeKAIMX XpaHeHuo (prioxenne Ne 13).

Omnucu aen mocToSTHHOTO U BpeMeHHOTO (10 jteT u 6osee) XpaHeHUs, a TAKKe
aKThl O BBIJICJICHUH K YHUYTOXEHHUIO ATUX JieNl paccmarpuBairoTcs Ha OK
U YTBEPXKAAIOTCS Npeacenarenem TeppuropruanbHON KOMUCCHH.

ITpu YHUYTOKEHUH JIOKYMEHTOB co CPOKOM XpaHEeHUs
«/lo muHOBaHus HamoOHOCTH», «1 TOA», «3 TOHA», «S5 JET» COCTaBISETCS aKT
(mpunoxenue Ne 14), KOTOpBIN MOAMUCHIBACTCS HE MEHEE YeM JBYMS WICHAMH
TeppuTopraibHOM KOMUCCUUA M YTBEPXKAAETCA MpeacenaresiemM TepputopruaibHOM
KOMHCCHH.

UepHOBUKM W  PYKONHMCH TMOJATOTABIUBAEMBIX JOKYMEHTOB, KOIUU
WHOOPMAIIMOHHBIX W JPYrMX MaTepHalioB, HE MOJUISKAIIUX BKIOYCHUIO B
HOMEHKJIATYpy JieJl, T0 MUHOBaHUM B HUX HAJIOOHOCTH MOTYT YHUYTOXAThCs 0€3
COCTAaBJICHUS aKTa.

BpourtopoBka Aen Mpou3BOAMUTCS TOJIBKO TOCIE MPOBEICHUS 3KCIEPTU3BI

HECHHOCTHU JOKYMCHTOB.

11.4. Odopmiienue geJ.

Hena, mojuiexamniye Tmepeiaadye Ha XpaHEHHWE B apXWB, JOJDKHBI OBIThH
o(opmIIEHBI COOTBETCTBYIOLIUM 00pa3oM.

Odopmienue aena BKIIOYaeT B ce0s MPOBEPKY CUCTEMATHU3AIUU IOKYMEHTOB
BHYTpH JieJia, HyMEPAINIO JTUCTOB, COCTABJIICHUE BHYTPEHHEW OIMWCH JOKYMEHTOB
nema (mpwioskenne Ne 15), nmcra-3aBeputens gena (npuiiokenue Ne 16),
oopmiieHrEe peKBU3UTOB 00JI0KKH, MOAMIMBKY (TIEpeIieTeHre) ea.

B 3aBUCUMOCTH OT CPOKOB XpaHEHUS MPOBOJUTCS MOJHOE WJIM YACTUYHOE

odopmIIeHUE JIEII.
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llena BpemeHHoro (mo 10 yeT BKJIIOYMTENBHO) XpaHEHUs MOJJIekKAT
YaCTUYHOMY O(OPMIICHHMIO: JIONYyCKaeTCs JIMCThI Jiela HE HyMEpOBarth,
3aBEpUTEINIbHBIE HAJIIIUCU HE COCTaBIATh. [Ipu 3TOM MOKYMEHTBHI JOMYyCKaeTcCs
XPAaHHUTh B MAKax-CKOPOCIIUBATENAX, MIATKUX 00JIOKKAX.

Jlena MOCTOSIHHOTO XpaHEHWs MojjiexaT moJiHoMy odopmieHuto. [lomHoe
oopmiieHne Jena MpeaycMaTpUBAET MPOBEPKY CHUCTEMATH3allUUd JTOKYMEHTOB
BHYTpH JieJ1a, MPaBUIBHOCTU UX OhopMIIeHHS (HaIUYie HEOOXOUMBIX MOANUCEH,
BU3, OTMETOK O PETUCTPALMH U WUCIIOTHEHUH, MPUIIOKEHUN), HyMEpaluIo JIMCTOB,
COCTABJIICHHE BHYTPEHHEH OIKCH JOKYMEHTOB J€jla, COCTAaBJICHUE JIMCTa-
3aBepuTeId Aena, 0QOpMIIEHUE PEKBU3UTOB 00JIOKKH, MOJIIUBKY (IIEpEIIETCHHE)
nena.

Oo6noxka nena oopmisercs 1o YCTaHOBJICHHOU dopme
(mpunoxenue Ne 17). CBenieHust Ha 00JIOKKY MEPEHOCATCS U3 HOMEHKIIATYPBI JIENT C
YTOYHEHUSAMH, OTpPAXAIOMMUA (AKTHUYECKUI COCTaB IOMEIICHHBIX B JEJO0
JIOKYMEHTOB.

OO6noxKka nena HaAMUCHIBAGTCS YEPHBIMH CBETOCTOMKUMHU YEPHHUIIAMH,
pazbopunBo, 0e3 cokpaieHuil. Jlomyckaercss odopmieHue OOJIOKKH Jelia ¢
UCIIOJIb30BaHUEM KOMIIBIOTEPHOUN TEXHHKHU.

Ha o00noxke pena yka3blBalOTCSA CJEAYIOIIME PEKBU3UTHI: Ha3BaHHE
TepputopralibHOM KOMHCCHH, JEJIONPOU3BOJCTBEHHBI HOMeEp (MHAEKC) Aena,
3arojIOBOK Jefia, jJara Jena (Toma, 4acTH), KOJUYECTBO JIHCTOB B JI€NE, CPOK
XpaHEHHUs JIena.

PekBu3uTHI, IpocTaBisgieMble Ha 00J0XKKE /ea, 0QOPMIISIOTCS CIEAYIOLUM
obpazom:

Ha3BaHue TeppuUTOpUANBHON KOMHUCCHUU YKa3bIBAETCSI B COOTBETCTBHM C
periiameHToM  TeppuTopualibHOM KOMHCCHHU. Ilpy uW3MEHEHMM  Ha3BaHUS
TeppuropraibHON KOMUCCHUU B TE€UEHHE MEPUOJAA, OXBATHIBAEMOTO JOKYMEHTAMHU

niena, Ha 00JI0KKE K CTapOMYy Ha3BaHUIO MPUITMCHIBAETCS HOBOE,
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JIeJIONPON3BOACTBEHHBIN HOMEp (MHIEKC) Jieda — mpocTaBisieTcs uudposoe
o0o3HaueHue (MHAEKC) Jieja M0 HOMEHKJIAType el M YKa3bIBaeTCs HOMEpP Toma
(gactnm);

3arojioBOK (HaMMEHOBaHHE) Jella TEePEHOCHTCA W3 HOMEHKIATYpPhI el
(B HEOOXOJIUMBIX CITydasiX B 3ar0JI0BOK BHOCSITCSI YTOUHEHHS);

JaTa fiena — Ha 00JIOJKKe Jiesia YKa3bIBalOTCs JIBE AAaThl, KOTOPbIE HA3bIBAIOTCS
KpallHUMH JaTaMM M COOTBETCTBYIOT TOJy 3aBEICHUS U OKOHYAHMS Jena.
HavanbHast gata — 3TO JaTa camMoro paHHEro, a KOHEYHas Jara — Jiara caMmoro
MO3/IHETO JOKyMeHTa B jejie. [Ipy STOM yuWTHIBAIOTCS JaThl BXOIALIUX U
UCXOJSIIMX JIOKYMEHTOB (B CiIy4ae HX OTCYTCTBHSL — JaThl PETUCTpaLUU
JOKYMEHTOB), U HE YUUTBIBAIOTCS JaThl CIIMCAHUS JOKYMEHTOB B JI€JI0, YKa3aHHUM 110
UCTIOTHEHUIO JTOKYMEHTOB, OTMETOK HCIIOMHHUTENS (32 HCKIIOUYEHHEM CIy4aes,
KOTI'Jla Ha IOKyMEHTaxX He UMEETCs APYTuX JIaT, KpOME NePEeUUCICHHBIX ).

[Ipn HamwcaHnuu KpalHUX AAT Ha OOJOXKaxX JeNl MOCTOSHHOTO XpaHEHUs
YKCIIO U TOJ] MPOCTaBIIsAIOTCS apabckumu nudpamu. Ha 060kax ey BpeMeHHOTO
XpaHEHUs YKa3bIBa€TCs TOJIBKO TOJ.

Ha oO6noxkkax Jien, COCTOSIIMX W3 HECKOJbKUX TOMOB (4acteid),
IPOCTABJISIIOTCS KpaliHUE JaThl KaX/10ro ToMa (4acTu).

KonnuecTBo MpoHYMEpOBaHHBIX B JIeJie JIUCTOB IMPOCTABISIETCS C JIMCTa-
3aBEpUTENIA Jea.

Cpok XpaHEHHs NEPEHOCUTCS Ha OOJIOKKY Jesla 13 HOMEHKIaTypsl aAen. Ha
JieNax MOCTOSTHHOTO XpaHeHusl nuieTcs: «[locTosHHOY.

Ha xopenike aena yka3pIBaroTCs 3ar0JI0BOK JeJia, TOJ JeJia U TOM Jena.

B nensix o0ecnieueHns COXpaHHOCTH M 3aKPETICHUS MOPsIIKa PacoI0KEHUS
JIOKYMEHTOB, BKJIFOUEHHBIX B JIENIO, BCE JINCTHI, KPOME YHCTHIX, JINCTA-3aBEPUTEIIS
JieNia ¥ JINCTOB BHYTPEHHEW OMHCH HyMEPYIOTCS B pa3BEPHYTOM BHJE apaOCKUMU
nudpamu BasioBOM Hymepauuei. Yuctele nucThl M3 Jena u3biMaroTes (0e3
MOBPEKACHUS IIEJIOCTHOCTH JIejIa) M YHUUTOXKAIOTCA. JINCTBI HyMepyIOTCS IPOCTHIM

KapaHaamoM, CBCPXY BHH3 B BO3pPACTAOIICM IOPAAKEC HOMCPOB, HA4YWHasA C
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nepBoro. Lludper mpocraBnsioTcs B MpaBOM BepxHeM yriy nucta. Hymeparus
LBETHBIMU KapaHJalllaMy, YEPHUJIAMU U HyMEpaTOpaMu He JI0ITyCKaeTCsl.

JIOKyMEHTBI ¢ COOCTBEHHOW HyMmepalueil JIMCTOB, B TOM YHUCIE NEYaTHbIE
U3JIaHUs, HYMEpPYIOTCS B OOIIEM TOpSAKE WM COXPaHSAIOT COOCTBEHHYIO
HyMEpaluio, €Ciii OHa COOTBETCTBYET MOPSAKOBOMY pPACIOJIOKEHUIO JIUCTOB B
nee.

Cnoxennplii Jmact Oombmoro ¢opmata (A2, A3) pa3BopaumBaeTcs W
HyMepyeTcs B IpPaBOil 4acTW BepXHEro mnousig jucta. [Ipm 3ToM JucT r000ro
dopmaTta, MOAIIMTHIA 3a OAMH Kpail, HyMepyeTcs KaK OJWH JIUCT, a JIUCT,
CJIO’KEHHBIN U MOJIIUTBIN 3a CepeuHYy, MOJICKUT MEPEIINBKE U HyMepyeTcs Kak
OJIUH JIUCT.

Ecnu B fene ecTh KOHBEPT C BIOXKEHUSAMH, TO CHa4aja HyMEpyeTCsl KOHBEPT,
a 3aTeM O4YepeAHBIM HOMEPOM Ka)KJ0€ BIIOKEHUE.

dortorpadun U Apyrue WIIIOCTPATUBHBIE MaTepHAbl HYMEpPYIOTCS Ha
00OpOTHOM CTOPOHE B JIEBOM BEPXHEM YTIIIy.

JIucT ¢ Harayxo HaKJI€EHHBIMHM JOKYMEHTaMu (Bblpe3kamu, ¢potorpadusiMn)
HyMepyeTcs Kak OJUH JHCT. Eciu K TOKyMEHTY MOAKICEHbI OTHUM KpaeM JIpyTrHue
JIOKYMEHTBHI (BCTaBKH TE€KCTa, IEPEBO/bI), TO KAXK/IbIM JTUCT HyMEPYETCS OTACIBHO.

[IpunoxkeHne K Jemy, COCTaBJSIONIEe OTACIBHBIM TOM, HyMEpyeTcs
OTJENBHO.

[Ipy Hanuuuu OTAEIBHBIX OMMOOK B HyMEpaluu JUCTOB B Jelax Ipu
MOJITOTOBKE WX K clIade B apXuB JIOMYCKAeTCA  YMOTpeOJIeHHWE JHUTEPHBIX
(c OyKBEeHHBIMH JTOTIOTHEHUSIMU ) HOMEPOB JIUCTOB.

B genax mMOCTOSHHOTO XpaHEHUs I y4yeTa W IOUCKAa JOKYMEHTOB
B HayaJie Jejia MOXKET TIOMEIIAThCS BHYTPEHHss onuch (mpusioxenne Ne 13).

JIucThl BHYTpEHHEN ONMCH HYMEPYIOTCS OTAEIIBHO.

Kaxmoe memno 3akaHUMBAETCS JTMCTOM-3aBEPUTENIEM YCTAHOBIECHHOW (OPMBI
(mpunoxxerne Ne 16).

B nucte-3aBepurene nena urdpamMu ¥ Nponuchio yka3plBaeTcs (pakTuueckoe

KOJIHMYCCTBO JIUCTOB B JaHHOM JICJIC, 4 TAKKE HATMYHUC JIMTCPHLIX W IMMPONYIICHHBIX
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HOMEPOB JIUCTOB, KOJMYECTBO JIMCTOB BHYTPEHHEH ONHWCH M HAJIM4YUE CPEAU
JIOKYMEHTOB Ta3eT, KHUT, OpolIop, deprexei, gororpaduii, pucyHKOB U T.A.,
CTaBUTCSA JaTa U MOANKUCH paOOTHHUKA, CPOPMUPOBABIIETO JEJI0, U YKa3bIBAETCS €T0
JOJKHOCTh, MHUIHAIBL ¥ amuins. Eciu KoIn4ecTBO JUCTOB B JI€Nie U3MEHSETCH,
3aBEpUTEIIbHAS HANMUCH COCTABIISIETCS BHOBbD.

[Ipu moAroToBKE /A€ K MOIIMBKE (MEPEIIETY) NPOBEPAETCS NPABUIBHOCTD
ux (popmupoBaHus, 0GOpPMIICHHS, METAUIMYECKUE CKPEIUICHUS U3 JOKYMEHTOB
YAQISIIOTCS.

JIOKYMEHTBI TIOJIIIIMBAIOTCS TAKUM 00pa3oM, YTOOBI MOXKHO OBLIO CBOOOJIHO
IIPOYUTATh TEKCT KaXIOro JOKYMEHTa, BHU3bl M YKa3aHUS II0 MCIHOJIHEHHIO
JIOKyMEHTA.

11.5. Ilepenaua ey B apxus.

Ilepenada aes1 IOCTOSHHOTO XpaHEHUs B apXuB TeppuTopranbHOil KOMUCCHH
OCYULIECTBIISIETCS MOEAUHUYHO O yTBepkAeHHBIM JIIK onucsam nen mocTtossHHOro
XpaHEHHS.

[Ipuem noxkymMeHTOB Ha mocTosiHHOe XpaHeHue B Cankrt-IlerepOyprckytro
M30UPATEIIBHYI0 KOMHUCCHIO O(POpMIIIETCS aKTOM MpHeMa-Tiepeadyl JOKYMEHTOB
(mpumokerue Ne 18).

B apxuB Cankr-IletepOyprckoit n3duparenbHO KOMUCCUU B COOTBETCTBUU
C HOMEHKJIaTypou nen TeppuTopuanbHOW KOMHUCCUHA Ha TMOCTOSIHHOE XPAHEHUE
NEPENAOTCH:

JUYHOE [eJ0 Tmpeaceaarens TeppUTOpHaIbHOW KOMHCCHM B Cilydae
OKOHYaHHs CpOKa MOJHOMOYUHN WM OCBOOOXKICHHS OT JOJKHOCTHU /10 UCTEUCHHUS
CpOKa IMOJIHOMOYHI;

JUYHOE [€J0 TOCYJAapCTBEHHOIO TPa)XAaHCKOTO CHYXallero armapara
TeppuTopralbHOM KOMHMCCHUM B CIIy4ae €ro YBOJBHEHMsS C TOCYAAapCTBEHHOU
CITYKOBI;

JOKYMEHTBI MOCTOSTHHOTO U BpeMeHHoro (10 sieT u 6oiiee) CpoKoB XpaHEHUs

B cllydae peopraHuzaiuu (JIuKkBuaanuu) TepputopuaaibHON KOMUCCHUHU.
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IIpn mepemade nen Ha BCEX HIK3EMIUIIPAX ONMCH J€JI NPOTHUB KaXIOro
BKJIFOUEHHOTO B Hee niena B rpade «lIpumedyanue» cTaBUTCS OTMETKA O HAJIWYUH
nena. B KoHIlE KaXA0ro 3K3eMIUIsIpa ONMCH JeNl yKas3blBaloTcad LHUdpaMu U
IPOIMHUCHI0 KOJIMYECTBO (DaKTHUECKH MNPUHATHIX (IIEPEAaHHBIX) B apXUB Jell,
MHUIMAJIBI U (aMWINU JIUL], OCYILECTBISIONINX [IPUEM-TIEpeaayy e, CTaBsITCs UX
IIOANVCH U J1aTa.

[Ipu mpueme naen mnpoBepseTcs MNpaBWIBHOCTh HX odopmieHus. Jlena,
oopmileHHBIE C HapyLIEHHMEM IpaBWJI, YCTAaHOBJEHHbIX MHCTpyKuueH,
BO3BpalaoTcs B TeppuTOpHaIbHy0 KOMUACCHIO C YKa3aHUEM HEAOCTATKOB I UX
YCTpaHEHHs.

N30uparenpHas nOKyMeHTalUMs XpaHuTcs B TeppuropuanbHOW KOMUCCUH B
coorBeTcTBUM ¢ [lopsAOKOM XpaHEHUWs, Iepeladyd B apXUB M YHUUYTOKCHUS
JOKYMEHTAllU¥, CBS3aHHOW C MOATOTOBKOM M IIPOBEJEHUEM BBIOOPOB U
pedepeHayMoB B Cankr-IlerepOypre, YTBEPKACHHBIM pelIeHueM
Cankr-IletepOyprckoit  u3buparenbHoit komuccuu, [lopsimkoM XpaHeHus U
[epeayd B apXuBbl JTOKYMEHTOB, CBS3aHHBIX C IIOATOTOBKOM M IIPOBEACHUEM
BbIOOpOB IIpesuaenta P®, I[lopsakom XpaHeHuss W TNepenayd B apXHUBBI
JIOKYMEHTOB, CBSI3aHHBIX C IOATOTOBKOW M TPOBEIECHHUEM BBIOOPOB JAEIYTaTOB
['ocynapctBennoit [Jymbr @®C PO, yTBEpKIEHHBIMH COOTBETCTBYIOIIUMU

noctanoBieHusimu LK P®.

11.6. ITopsiok padoThI € 3JIEKTPOHHBIMH JOKYMEHTAMHU.

VcrionHeHHbIE AJIEKTPOHHBIE JIOKYMEHTBI CHUCTEMAaTHU3UPYIOTCS B J€lia B
COOTBETCTBMM C HOMEHKJIATYypou nen TeppuropuanbHOM Komuccuu. Ilpum
COCTaBJICHWH HOMEHKJATYpbl [J€J B 3arojIOBOK JeJa BKIIIOYAECTCS YKa3aHHUE
«ONEKTPOHHBIE JOKYMEHTBD».

Cpoku XpaHEHHMS DJIEKTPOHHBIX JOKYMEHTOB COOTBETCTBYIOT CpOKam
XpaHEHUs aHAJIOTUYHBIX TOKYMEHTOB Ha OyMa)KHOM HOCHUTEIIE.

DKcnepTr3a EHHOCTH IEKTPOHHBIX JOKYMEHTOB OCYIIECTBIISIETCS B O0IIEM

NOpSJKE, YCTAHOBIEHHOM [UIsl JOKYMEHTOB Ha OymaxkHoM Hocurene. llocie
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VCTEYEHUS CPOKA, YCTAHOBJIIEHHOTO TSI XPAHEHUS 3JIEKTPOHHBIX J€1 (3JIEKTPOHHBIX
JOKYMEHTOB), Ha OCHOBAaHMHM aKTa O BBIJICICHUMM UX K YHHUYTOKEHHUIO,
YTBEPXKIAECHHOIO IpeacenareneM TeppUTOpUAIBHOM KOMMCCUM, YKAa3aHHbIC
AIIEKTPOHHBIE JIeJ1a (3IEKTPOHHBIE TOKYMEHTHI) MOAJIEKAT YHUUTOKEHHIO.
DIEKTPOHHBIE JOKYMEHTHI [IOCTOSIHHOTO XPAHECHMS [IEPEAAOTCS HA apXUBHOE
XpaHEeHHuEe MO OomHucsIM ¢ OGOPMIICHHMEM aKTa MpHeMa-Tlepeaadyu 3JIEKTPOHHBIX

JIOKYMEHTOB.
12. OTBeTCTBEHHOCTDH

12.1. Unenst TeppuTOpHANbHOH KOMHCCHUM M TPOKIAHCKUE CIYyXKAIIUe
annapara TeppuTopraabHOM KOMUCCHUU HECYT IIEPCOHAIBHYIO OTBETCTBEHHOCTH 32
coOoieHre TpeboBaHui HacToseld MHCTPYKIIMK, COXPaHHOCTh HAXOASIINUXCS Y
HUX JIOKYMEHTOB.

12.2. OTBETCTBEHHOCTh ~ 3a  OpraHM3allMI0  JEJONPOM3BOJICTBA B
TeppuropraibHON KOMUCCUU, BHEPEHUE ABTOMATU3UPOBAHHBIX (KOMIIBIOTEPHBIX )
TEXHOJOTMM MOATOTOBKM M OOpaOOTKH JOKYMEHTOB, 00ECIIEUEHHE COXPaHHOCTU
JOKYMEHTOB U Tepeladyy MX B apXuB, KOHTPOJb 3a COONIOJCHUEM TpeOOBaHUMN

Hacrosmend MHCTpyKIMy HeCceT npeicenaresb 1T eppuTopruatbHO KOMUCCUH.
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[Tpunoxenune Ne 1
K TUIOBOM MHCTPYKIMU IO IE€TONPOU3BOJICTBY
B TepputopuanbHoil H30UpaTeNbHON KOMUCCUU
B Cankr-IlerepOypre

HEPEYEHDb

JAOKYMEHTOB, HC IIOJICKAIIIUX PEerucTpanuu

Coo0uieHus 0 3aCeIaHnsAX, COBEUIAHUX U MIOBECTKAX JIHS.

VY4eOHble MPOrpaMMbl, IJIAHBL.

Pexnamubie n3BENICHUS, TIAKaTHI (32 UCKIIIOUEHUEM aruTalllOHHBIX).
ITo3npaBuTEnbHBIE TUCHMA U TEJIETPAMMBI.

[IpurnacurenbHble OUIETHI.

byxranrepckue 1OKyMEHTBHI.

IleuaTHbIC M3MAaHUS.
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8. OmneparuBHas wHOpMaIms, nocrynaromas mo kanamam cBs3u ['AC

«BBI0OpEI.

[Tpunoxenne Ne 2
K TUIIOBOM MHCTPYKLUU IO JEJIONPOU3BOACTBY
B TepputopuanbHOi N30MpaTEIbHON KOMUCCUN
B Cankt-IlerepOypre

AKT

MBI, HIXKEeO AN CaBLINECS

COCTaBUJIX aKT O TOM, YTO « » 20 r. IpH
BCKPBITUH TTAKETa
B HEM HE 0Ka3aJIoCh

Hacrosimuii akT coCTaBiIeH B ABYX DK3EMIUISAPAX.



66

IHoamucu:

[Tpunoxenune Ne 3
K TUIOBOM MHCTPYKIMU IO IE€TONPOU3BOJICTBY
B TepputopuanbHoil H30UpaTeNbHON KOMUCCUU
B Cankr-IlerepOypre
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®opmbl 0JIAHKOB, HCIOJIb3YEeMBbIX B H30MpPaTeJIbHOH KOMHCCUH

[Tpunoxxenne Ne 3.1

TEPPUTOPHUAJIBHASA UBBUPATEJIBHASA KOMUCCHUSA Ne_

HPOTOKOJ 3ACEJAHUA

20 roJI Ne

Cankr-IletepOypr
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[Tpunoxenune Ne 3.2

TEPPUTOPHUAJIBHASA UBBUPATEJIBHASA KOMUCCHUSA Ne_

PEINIEHUE

20 roJI Ne

Cankr-IleTepOypr
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[Tpunoxenune Ne 3.3

TEPPUTOPUAJIBHAS U3BBUPATEJIBLHASI KOMUCCHUS No
NPEJACEJIATEJD

IIPUKA3

20 TroJI Ne

Cankr-IletepOypr
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[Tpunoxxenue Ne 3.4

TEPPUTOPUAJIbBHAS
MN3BUPATEJIBHASA KOMUCCUA Ne
CAHKT-IIETEPBYPT

yiL , 0., Cankr-IlerepOypr, 198
Temn. (812) , @akc (812)
http://www.
OKIIO ; OT'PH
WHH/KIIIT
Ne

Ha Ne oT
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[punoxenue Ne 4
K TunoBol HHCTPYKIMU IO IETONPOU3BOJICTBY
B TeppuropuajibHON N30MpaTeIbHON KOMUCCUH B
Cankr-IlerepOypre

TpeboBaHus K JOKYMEHTAM, H3r0TOBJIIEMbIM C IOMOIIb IO

MeYaTAIIUX YCTPOUCTB, U K (aljIaM TEKCTOBBIX IOKYMEHTOB

1. TexcTbl moKyMeHTOB Ha OnaHkax ¢opmara A4 medararoTcs yepes 1 -
1,5 MEKCTPOUYHBIX UHTEPBAJIA.

2. TexkcThl JOKYMEHTOB, MOJITOTABIIMBAEMBIX K TUTIOTpadCKOMY U3IaHHUIO,
MEeYaTalOTCs Yepe3 JBa MEKCTPOUHBIX HHTEpBAJa.

3. Haspanue BuJa TOKYMEHTA ITEYATACTCS IPOIMCHBIMU OYKBaMHU.

4. Ecnu 3aronoBok K TekcTy mpeBbimaer 150 3HakoB (5 CTpoOK),
JIOMyCKaeTCsl MPOJJieBaTh €ro J0 TPaHMIlBl MpaBoro mojisa. Touka B KOHIIE

3arojJOBKa HE CTaBUTCA.
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5. Pacum¢ppoBka mnonmucu B pekBusure «llogmuce» meuaTtaercs
Ha YPOBHE IMOCIIEAHEH CTPOKH HAaWMEHOBAHUS JIOJDKHOCTH C HCIOJIB30BaHUEM
xomOuHanuu kinasuin Shift — Ctrl — IIpoOen mexay nnuimanamMu u haMuIHeH.

6. Cosmanue, QopMaThpoBaHWE W BBIBOJ Ha I€4aTh JOKYMEHTOB
MIPOU3BOJATCS HA KOMITBIOTEpaX C HMCIOJB30BAaHHMEM TEKCTOBOTO TIpoIleccopa
MS Word. Bueapenue »3JCKTPOHHBIX TaOJHIl, CO3MaHHBIX B TaOJIMYHBIX
nporeccopax, B gokymeHTel MS Word nHe nomyckaercs. [lomyckaercs, mpu
HEOOXOJMMOCTH, CO3/aHue, (OpMaTHpPOBAaHWE W BHIBOJ Ha IMe4aTh TaOJIHII
nocpeacTBoM TabauaHoro nporeccopa MS Excel.

7. Ilpu ¢opMaTupoBaHUU JOKYMEHTOB O0S3aTE€IbHO HCIIOJIb3YETCs
BKJIFOUEHHAS] KHOTIKA 9TOOBI BUACTH Ha KPAHE BCE CIIY>KEOHBIE CUMBOJIBI.

8. Ilpu QopmaTupoBaHMM TEKCTa JTOKYMEHTOB HCIOJIB3YeTCS CTHIIb,

KOTOpBII;'I HMCCT CICAYIOIHNC ITIapaMCTPhI:

o Illpudr TimesNewRomanCyr

e Pasmep 14 nyHkTOB

e Orctyn cieBa 0cm
cripaBa 0cMm

e UHrepBain nepen 0 myHKTOB
nociie 0 myHKTOB

e  MeXCTpOUHBI HHTEPBA OJWHAPHBIN, TOJTYTOPHBIN
e [lepBas cTpoka orcTyn Ha 1,25 cm
e BripaBHHUBaHuE 10 [IUPUHE
9. Ilpm dbopmatupoBanuu TaOIUIl HEOOXOIUMO COONIOATH CIEIYIOIINE
TpeOOBaHMUS:
Tabnuia BCerJa JOJDKHa HMEThb Ha3BaHHE, KOTOPOE BbIPABHUBAETCS
0 MPAaBOMY MOJIIO0 TOKYMEHTA;
TabJIMIa BRIPAaBHUBAETCS TI0 LIEHTPY JIUCTA;
3aroJIOBKU CTOJIOIIOB M CTPOK BBIPABHUBAIOTCS 10 LICHTPY SUEUKHU;

JaHHBIC B sTuerKax Ta6J'II/ILH>I BBIPABHHUBAIOTCA CBCPXY 110 JICBOMY KpaAro,
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MPOJIOJDKEHUE TAOJIUIIBI HA HOBOM JIMCTE BCET/Ia HAYMHAETCS C 3ar0JIOBKOB €€
CTOJIOLIOB (MJIM HOMEPOB Tpad B cirydae, ecii rpadbl TaOJIUIBI HA TIEPBOM JICTE
IPOHYMEPOBaHbI);

CTPOKH TaOJHUIIHI MIEPEHOCSITCS HA HOBBIM JIUCT JOKYMEHTA HCKIIOYUTEIHHO
IIETUKOM;

IIUPUHA W BBICOTA TaONHMIBI HE JOJKHBI TIPEBBINIATH Pa3MeEpPbl IOJCH
JIOKyMEHTA.

10. Pazmepsl noseit 10KyMeHTa JOJIKHBI UMETh CIEAYIOIIHNE MTapaMeTPhl:

®  BEpxHeEe 2,0cm

e  HIKHEE 2,0 c™m

e JIeBOE 2,0 cm (Ha TOKYMEHTax CpOKOM XpaHeHHus cBbimre 10 ier
—3,0 cm)

e [paBo€ 1,0 cm

Ot Kkpast 10 KOJIOHTUTYJA:
®  BEpXHEro 1,25 cm

®  HIKHETO 1,25 cm

11. ITpu mOATOTOBKE TOKYMEHTOB UCIOIB3YIOT CICAYIOIINE PEKBU3UTHI:

o repb cyonekta Poccuiickoit denepanuu;

o HaMMEHOBaHUE N30UpaTEIbHOM KOMHUCCHH;

o HaVMEHOBAHHUE JJOJKHOCTHOIO JIALIA,

o CIIPaBOYHBIE CBEACHUS 00 OpraHU3allNH;

o HAaNMEHOBAHHE BUJA JOKYMEHTA;

o JaTa JOKYMEHTA,

o PEruCTPaLMOHHBIN HOMEDP JOKYMEHTA;

° CCBLIIKA HAa UCXOISIIUN PErUCTPALIMOHHBIA HOMEDP U

JaTy TOKYMEHTA;

o azpecar;
o rpud yTBEpKACHUS TOKYMEHTA;
o 3aroJIOBOK K TEKCTY JTOKYMEHTA;

L4 YKa3aHHs 110 UCIIOJTHCHUIO JOKYMCHTA,
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OTMETKA O KOHTPOIJIE;
TEKCT JOKYMCHTA,

OTMETKA O HAJIMIHMH MTPHIIOKCHHUS,
ITOJIIIHCE;

rpud corjaacoBaHHUs JOKYMEHTA;
BH3a;

[1€YaTh,

OTMETKa 00 MCIIOIHUTEIE;

UACHTU(PUKATOP DIEKTPOHHOM KOMUH TJOKYMEHTA.

12. PexBu3uThl (KpoMe TEKCTa JOKYMEHTa M ajpecara), COCTOSIINE

N3 HCCKOJIbKUX CTPOK, II€YaTaroT CO CICAYIOIINMU ITapaMCTpaMu:

Mpudt TimesNewRomanCyr
Pasmep 14 nyHkTOB
Otctyn cieBa 0cm
crpaBa 0cm
NutepBan nepen 0 myHKTOB
nocie 0 myHKTOB
MexcTpouHbIii HHTEPBAI OJIMHAPHBIN
OTtcTyn nepBoM CTPOKHU HET
BripaBHrBaHne 10 LEHTPY

. PexBuzur «Az[pecaT» neyaTraroT Co CJICAYIOIHNMU I1apaMCTPpaMu:

Mpudt TimesNewRomanCyr

Pa3mep 14 nyHkTOB

Otctyn cieBa 12 cm
crpaBa 0cm

HNnTepran nepen 0 myHKTOB
rocie 0 myHKTOB

MeXCTpOUHBIN HHTEPBAI OJVHAPHBIN

OTtcTyn nepBoM CTPOKH HET
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e BripaBHUBaHUE 0 JIEBOMY Kpal WM ILEHTPyeTCs

OTHOCHUTEJIBHO CAMOU JNIMHHOW CTPOKH.

Ecnu cocraBHble 4acTH peKBU3UTOB «Agpecaty, «I'pud yTBepKIeHUS
nokymeHTay, «I'pud cormacoBaHus gOKymMeHTa», «OTMETKa 0 HaJIWYWU
MPUJIOKEHUS» HE YMEILIAIOTCA Ha OHOUM CTPOKE, TO Pa3phbiB CTPOKH B HY’)KHOM MECTE
TIPOM3BOJIUTCSI C IIOMOIIbIO CUMBOJIA «Pa3phiB cTpoku» (koMOuHaIus kinaBui Shift

— Enter), nanpumep:

COI''TACOBAHO
[Ipencenarens koMuTeTA
UMYIIECTBEHHBIX OTHOIICHUH

Cankr-IleTepOypra

A.H. BaHnoB

14. Tlpu opopmieHnr JOKYMEHTOB Ha JBYX M 0oJiee CTpaHULAX BTOpasi U
NOCJIEYIONIME CTPAHMIIBI JOJKHBI ObITH MpOHyMepoBaHbl. HoMmepa cTpanwmil
IPOCTABJISIIOT TOCEPEIUHE BEPXHEro IMOJI JIMUCTa apaOCKuMu LHudpamu 0e3
BCSKHWX 3HAKOB MPEIMHAHHUS.

Ecan AJOKYMCHT UMCCT IIPUJIOKCHHUC, TO OHO IICYATACTCA C HOBOM CTpaHUIIEI.

15. /1151 BBISIBICHMS U UCIIPABJICHMS BO3MOKHBIX OIIIMOOK B MPAaBONKUCAHUN
B chopmupoBaHHbIX (haiilax PEKOMEHIYETCS OCYUIECTBISATH IPOBEPKY
JIOKYMEHTOB, UCIIOJIB3YSl CUCTEMBI IIPOBEPKU MPABOMUCAHUS.

16. Kaxnaplii JTOKYMEHT CO BCEMH MNPUJIOKCHHUSIMH K HEMY ITOMEIIAIOT
B OTJCJbHBIN (Pailsl (eciu MPUIIOKEHUST CO3/IaHbl OJIHUM MpoIieccopoM). BHyTpu
daiina cam TOKYMEHT U KaKJ10€ MPUJIOKEHUE TOMEIIAIOT B OT/ICTbHBIE pa3/Ieibl.

17. Bce pekBU3HUTHI JOKYMEHTA OTACSIOT APYT OT JIpyra OJHOM IMyCTOM
CTpOKOH, oOpasyemoi cumBoyioM aO3ama (Y — kmaBuma Enter). B Tekcte
HE JIOJDKHO BCTpeUaThes 60Jiee IBYX CUMBOJIOB a03aria moapsi/.

18. He nomyckaeTcst mucaTh CJIOBA C pa3psiAKOHN, BCTaBJIsIs TPOOEITbI MEXK Y

OyKBaMU B CJIOBAX, 32 UCKITFOUEHUEM CJIOBA «PEIIIIIIay» B PEIICHUSX U TPOTOKOJIAX
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3aceaHuil m30OuparenbHOW Komuccuu. He nomyckaercs MCHOJIb30BaHUE
npo0eIioB sl 00pa3oBaHus a03aIHOTO OTCTyMa (KpacHOM CTPOKH) WIIHM ITYCThIX
CTpoK. B TekcTte He JOMHKHO BCTpedaThcs MOIPsa Oojee OIHOTO CHMBOJIA
npoOena. Pasnmenenue maunumanoB u  damMuiauu, cuMBojda Ne W 4wca,
TIOPSZIKOBOTO HOMEpa CTAaThH, YaCTH, IMMyHKTA WM TOJIYHKTA MMPAaBOBOTO aKTa,
YHUCiIa MecsIla ¥ Ha3BaHMs MeCsIa, YUCia ro/la U CII0OBA «T'0J1», IFOOBIX YMUCIOBBIX
3HAYCHUN U €AMHUIl U3MEPEHHs JIEIAaeTCs C HMCIOJIb30BAaHHEM HEpa3AeTuMOro
npo6ena (coueranue kiaasuin Shift — Ctrl — ITpoGen).

19. He pomyckaercst BKJIIOYAaTh B TEKCT JOKYMEHTa pa3IeiUTEIbHBIC
JIMHUY, COCTABIICHHBIE U3 IIEMTOYEeK CUMBOJIOB (¥, =, -, — 1 1Ip.).

20. He pomyckaercss MCIOJB30BAaHME B PYCCKHUX CJIOBAaX CXOJIHBIX IIO
HavepTaHuio JJaTuHCKUX OYKB (A, &, B, C, c, E, e, H, K, M, O, 0, P, p, 1, X, X, y).

21. He nomyckaercs HCHOJIb30BaHUE CHUMBOJIa TaOymsiuu (—) i
oOpa3zoBaHus a03alHOrO OTcTyna (KpacHOM CTPOKM) WM MYCTBIX CTPOK.
AO3alHBIA OTCTYN YyCTaHaBIMBAIOT B MeHI0O Dopmat/Ab3all Win ¢ MOMOIIbIO
BEPXHETO JBUKKA HAa TOPU3OHTAIBHOM JTUHEHKE.

22. He nmomyckaeTcs HCIHOJB30BaHUE CHMBOJIA «-» I O0O3HAYCHUS
nepeHoca. BMecTo Hero ciemyeT MCMOJIb30BaTh CHMBOJ MSATKOTO TEpeHoca
(komOuHarms kiaBuir Ctrl — «-»).

23. Jlna HanmucaHwWsl pUMCKUX MUQP TOJDKHBI UCTIOJIB30BATHCS 3arjaBHBIC
oyksel natuHckoro andasuta (I, V, X, C, D, L, M). Vcnons3oBanue ajs 3Toit
[EJIM PYCCKUX OYKB U apaOCKkux mudp He JOMYCKaETCs.

24. Bmecto 6ykBbl «E» nomkHa ynorpednsaTees 6ykBa «E» (kpoMme UMeH
COOCTBEHHBIX MPU HATTUYUH TOITBEPKIAOIINX TOKYMEHTOB).

25. PexBusnutel «HanMeHOBaHWe BHIA JTOKYMEHTa» JOJDKHBI OBIThH
BBIPOBHEHBI IO IIEHTPY. He momyckaeTcs MCroyib30BaHUE CUMBOJIA ab3ama Jyis
NIPEPBIBAHUS CTPOKH B MPOMU3BOJIBHOM MECTE, JJIS OTOTO CIACAYeT NMPUMCEHSTH

CHUMBOJI pa3pbiBa CTpOKH (KkoMOuHarus kiasuin Shift — Enter).
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[Tpunoxenune Ne 5

K TUnoBoi HHCTPYKIMU 1O 1E€TONPOU3BOJICTBY
B TeppuTtopuanbHoil H30KUpaTenbHON KOMUCCUU

B Cankrt-IlerepOypre

Chnucok PACCBIJIKHA UCXOAAIINX JOKYMEHTOB

Ne
n/n

HanmenoBanue oprana
(opranuszaumu)

ITosHbIH MOYTOBBIN aapec

IIpencenarens




TepputopuanbHoil n30upaTenbHO KoMuccun Ne

Hcnomaurenp
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« » 20

CornacoBaHue NMPOEKTA:

[Tpunoxenne Ne 6
K TUIIOBOM MHCTPYKLUU IO JEJIONPOU3BOACTBY
B TepputopuasibHOI U30UpaTEIbHON KOMUCCUU
B Cankr-IlerepOypre

HWHUIIUAJIbI, (baMI/IJ'II/IH

JIOJ>KHOCTB

(mara)
JIOJDKHOCTB

(mata)
JIOKHOCTB

(mara)

(moxmch)

HWHHUIIUAJIbI, CI)&MI/IJ'II/ISI
(moamuce)

HWHHUIIUAJIbI, (1)8,MI/IJ'II/I$I
(mozm¥ch)



Hcnomuurens:

JIOJ>KHOCTB
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(mata)

(moamucek)

[Tpunoxxenue Ne 7

HMHHUIIHUAJIbI, (I)aMI/IJII/IH

K TUIIOBOM MHCTPYKLUU IO JAEJIONPOU3BOACTBY
B TepputopuajibHOI U30UpaTEIbHON KOMUCCUU
B Cankr-IlerepOypre

YTBEPXJIAIO

[Ipencenarens TeppuropuansHoii kKomuccun Ne

HWHHUIINAJIBI, (l)aMI/IJ'II/IH

(noonucyv)

« »

20 I.

KoMuccum Ne

caiite www.tik___.spbik.spb.ru,

OT4er 0 pa3memieHuu pemieHuii TeppuropuanbHoil H30UpPaTEIbHOM

B pa3nese «{OKyMeHTbD» H pacchLIKe 0 COOTBETCTBYIOIIUM aJpecaTaM

3acenanne Ne OT « » roaa
Ne Ne pemrenus AJipec pa3MmelieHus, agpecaT pacChbUIKU ara
/1 THUK pa3menieHus,
pacChUIKU
1
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Hcnonuurens:




[Tpunoxenne Ne 8
K TUIIOBOM MHCTPYKLUU IO JEJIONPOU3BOACTBY
B TeppuropuansHoii U30MpaTEIHLHON KOMUCCHH
B Cankr-IlerepOypre

HEPEYEHD

nmoaJaeKamuX KOHTPOJJIK JOKYMECHTOB €C YKa3aHUEM CPOKOB HCITOJTHCHHUS

1. ®epepanbHblE KOHCTHUTYIMOHHBIC 3aKOHBI, (eaepaibHbIe 3aKOHBI
Pocculickon ®@enepanuy — cOracHO yKa3aHHOMY B HUX CPOKY.

2. Yxkassl [Ipe3unenta Poccuiickoit @enepainuu — COTIacHO YKa3aHHOMY B
HUX CPOKY.

3. Pacnopsoxkenus Ilpesugenta Poccuiickoit denepanuii — COTJIACHO
YKa3aHHOMY B HHX CPOKY.

4. llocranoBnenus, pacnopsbkenust — I[IpaButensctBa  Poccuiickoii
denepanuu — COrJacHO YKa3aHHOMY B HUX CPOKY.

5. 3akonbl Cankt-lleTepOypra — coriiacHO yKa3aHHOMY B HUX CPOKY.

6. TlocranoBnenus 3akonomatenbHOro CoOpanus Cankrt-IlerepOypra —
COTJIACHO YKa3aHHOMY B HHUX CPOKY.

7. TlocranoBnenusi IlpaButensctBa Cankt-IlerepOypra — corjacHo
YKa3aHHOMY B HHX CPOKY.

8.  Pacmopsxenuss I'yOepnaropa Cankt-IlerepOypra —  COTJIacHO
YKa3aHHOMY B HUX CPOKY.

9. [Ilapnamentckue 3ampocel CoBera @enepanuu DeaepaabHOTO
CoOpanus Poccuiickoii ®enepanuu, ['ocynapctBenHoit Jymbr denepanbHOro
Co6panust Poccuiickoii @enepanuu — He Io3HEE YyeM uepes 15 kaneHaapHbIX JHel
CO JHS TMOJY4YEHHsS TMapJIaMEHTCKOTO 3ampoca WIM B HHOW YCTAaHOBJIEHHBIN
cooTBeTcTBYIOMIEeH manaroit denepansHoro Cobpanus Poccuiickoit denepanuu

CPOK.
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10. 3ampocer unenoB Cosera @enepaunu DenepanbHoro CoOpanHus
Poccuiickon ®enepaunu, nenyratoB [ocynmapctBenHon Jlymbr DenepanbHOro
Co6panus Poccuiickoit deaeparuu — He o3iHee yeM depe3 30 KajaeHJapHbIX JHel
CO JHS €r0 MOJTYYEeHUS WM B MHOW COTJIACOBAHHBIA C HHULIMATOPOM 3aMpoca CPOK.

11. Oo6pamenus uineHoB Coera Denepanun DenepanpHoro CobOpaHus
Poccuiickon ®@enepaunu, aenyratoB [ocymapctBeHHou Jlymber denepaibHOTO
Cobpanust Poccuiickoit @eaepanm 1o BOpocaM, CBSI3aHHBIM C UX JACSTEIHHOCTHIO,
— Oe3oTnararenbHO (2 TMpPU  HEOOXOJUMOCTH TIOJNYUYEHHMS JIOMOJHHUTEIbHBIX
MarepuasoB — He mno3gHee 4yeM uepe3 30  KaleHAApHBIX  JHEU
CO JIHSI IOJIyYEHUsI 0OpallieHus).

12. OGpatenus JEMyTaToOB 3aKOHOATEIBHOTO Cobpanus
Cankrt-IletepOypra — B CPOK, YCTAHOBJICHHBIM 3aKOHOJATEIbCTBOM
Cankr-IletepOypra.

13. TMucema u3 Anmunuctpanuu Ilpesunenta Poccuiickoit denepanum,
[IpaBurenscTBa Poccuiickon ®enepannu, Koncturtynnonnoro Cyna Poccniickon
Oenepannu, BepxoBHoro Cyna Pocculickoit ®@enepanuu, ['eHepanbHON
npokypatypsl Poccuiickoit ®enepanuu, aamunuctpauuu ['yoepunaropa CaHKT-
[lerepbypra — B COOTBETCTBMU C YKa3aHUSIMHU TI0 HCIIOJHEHHUIO JOKyMEHTa
npeacenatenss TeppuTOpUAIbHOM KOMUCCHH, €CIM B HMX HE YKa3aH CpPOK, — HE
no3aHee yeM uepe3 30 KaleHAapHbIX THEH.

14. TIpotect nmpoxkypopa — He o3Hee YeM uepe3 10 KalleHaJapHbIX THEH.

15. TIlpexacraBiaeHue mpoKypopa — He no3aHee yeM yepes 30 KajneHaapHbIX
JTHEH.

16. OOpameHuss rpakaad IO BOMpocaM BBIOOPOB U pedepeHIYMOB —
10 30 KaneHAapHbIX THEW, a TOCTYMUBILKE B IEPUOJ U30UpPATEIbHON KaMIIaHUU —
B cooTBeTcTBUU ¢ DenepaiibHbIM 3aKOHOM «O0 OCHOBHBIX TapaHTUSX
n30MpaTeNbHBIX TIPaB M IpaBa Ha ydactue B pedepenayme rpaxaan Poccuiickoit

Oenepauumny.
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17. Tlepecbuika oOpaimieHHH TpaKIaH, COAEPIKAIINX BOIMPOCHI, PEIICHUE
KOTOPBIX HE OTHOCUTCS K KOMIICTEHIIMA TeppUTOPUAIBLHOW KOMHUCCHH,
OCYIIIECTBIISIETCS B TCUCHUE CEMU KaJICHAAPHBIX JTHEH.

18. OOpamenust cpeACTB MaccoBOW uH(pOpMANMM MO  BOMpPOCaM
IPEIOCTaBlIeHUsT MHPOpPMAIUM — CeMb KaleHIapHbIX nHed. Eciam Tpebyembie
CBEJICHUS HE MOTYT OBITh NPEIOCTABICHBI B yKa3aHHBIM CPOK, TO JOITYyCKAaeTCs
OTCpOYKa B TMPEIOCTABICHHUM 3alpalirBaeMoil MH(POpPMAIMU C BpydYCHHEM B
TPEXIHEBHBIA CPOK CO JHS TOJydYeHHUs NHCBMEHHOTO 3ampoca uHbopmammu
yBEIOMJICHUSI 00 OTCPOYKE MPEACTABUTENIO PEAAKIMH, B KOTOPOM YKa3bIBAIOTCS
NpUYMHA OTCPOYKH, JlaTa, K KOTOpOH OyaeT mpeocTaBiieHa 3alpaninBacMast
uHpOpMaIus, IODKHOCTHOE JIUIO, YCTAHOBHBILIEE OTCPOYKY, Jara TMPUHITHS
penieHust 00 OTCPOUKe.

19. 3anpoc rocynapcTBEeHHOTO OpraHa, OpraHa MECTHOTO CaMOYTIPaBJICHUS
WIA JOJDKHOCTHOTO JIMIIA, PacCMAaTpPUBAIOIIETO OOpalleHne TIpakIaHHHA,
JOKYMEHTBI W MaTepuajbl, HEOOXOAMMBIC JIi PACCMOTPEHHUs oOpalieHus,
NpPEJOCTABIAIOTCS B TeueHHe 15 pJHel, 3a HCKIIOYEHHEM [OKYMEHTOB H
MaTEepHAIIOB, B KOTOPBIX COAEPIKATCS CBEICHUS, COCTABIISIONINE TOCYIaPCTBEHHYIO
WIH WHYIO OXpaHseMyro defepaabHbIM 3aKOHOM TaliHYy, U JUISI KOTOPBIX YCTaHOBJICH

0COOBII MOPSIIOK MPEOCTABICHHUSI.
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[Tpunoxenune Ne 9
K TUoBOM MHCTPYKIUU IO IEJIONPOU3BOJICTBY
B TeppuropuanbHOil H30MPaTETLHON KOMUCCUU
B CankT-IlerepOypre

YTBEPXJAIO

[Ipencenarens TeppuropuanbHOl
n30oupaTensHOl KomMuccuu Ne

MOJNNCh  pacu(pPOBKA HOAIUCH

20 T
HOMEHKJIATYPA JEJI
TeppuTopuaibHOil N30MpaTeIbHOI KOMUCCHT Ne Ha 20 rojg
THIeKe Kon-Bo Cpoxk xpaHeHus jena
;{Ia 3aronoBoxk siena nen (ToMOoB, (Toma, yacTH) [Tpumeuanue
A (Toma, JacTn) yacreil) 1 Ne crareil 1o TiepeyHio
1 2 3 4 5
Haspanwue paznena
HaunmeHnoBaHue OJKHOCTH COCTaBUTEIISI [Moanuce Pacumdposka
HOMEHKJIATyphI HOJITUCH
Jara
COT'JTACOBAHO COT'JTIACOBAHO
[Tporokon DK Cexperapp Cankt-IlerepOyprckoit

oT No H36HpaTeJ'IBHOfI KOMHUCCHHU

IToanuce pacuidpoBKa MOAMUCH
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[Tponomxenue npunoxenus Ne 9

Ntorosas 3ammuch 0 KaTeropusaix U KOJIUYECTBE JIE]1, 3aBEICHHBIX B roay B
TeppuropuaibHOl U30UpaTeabHON KOMUCCUU Ne

B ToMm uucie

ITo cpokam xpaneHus Bcero HepeXOIIIX C OTMETKOM
«IIK»
1 2 3 4
[TocrosiHHOTO

Bpemennoro (cBbimie 10 sier)

Bpemennoro (10 10 et BKIIOYUTENBHO)

UTOI'O:

HaunmeHnoBaHue OJKHOCTH COCTaBUTEIIS [Tonnuce Pactmmdposka
HOMEHKJIATypbI MOANUCH

ara




Teppurtopuansnas komuccust No

OIIUCDb Ne
JIeJ1 IIOCTOSTHHOTO XPaHEHUs
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[Tpunoxxenne Ne 10
K TUoBOM MHCTPYKIUU IO IEJIONPOU3BOJICTBY
B TeppuropuanbHOil H30MPaTETLHON KOMUCCUU
B CankT-IlerepOypre

YTBEPX/IAIO

[Ipencenarens
TepputopuanbHoil Komuccun No

3a roa IToamuce Pacmm¢poBka noamucu
Jara
Ne Nunexc Kpaithue | Kon-Bo
3aroyioBok Jciia HpI/IMe‘laHI/Ie
/o aena JaThl JINCTOB
1 2 3 4 B 6

B naHHBIN pa3gen onucu BHECEHO

¢ Ne

JIMTCPHBIC HOMEpA:

(yughpamu u nponucsio)

mo Ne , B TOM 4YUCJIC:

MIPONMYLIEHHbIE HOMEpaA!

HanmenoBanmne JOJIDKHOCTH COCTaBHUTCIIA

OMHCH
Jara
COI''TACOBAHO
[Ipotokon DK
oT Ne

[Tognuce Pacimmdposka noanucu

YTBEPXIEHO
IIporokon LleHTpabHOM YKCIIEPTHO-
IIPOBEPOYHON METOINYECKON KOMUCCUH
ApxuBHoro komuteta Cankt-IlerepOypra

oT Ne




Teppurtopuanshas komuccust No

OIIUCDb Ne
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[Tpunoxxenue Ne 11

K TUoBOM MHCTPYKIUU IO IETIONPOU3BOJICTBY
B TeppuropuanbHOil H30MpaTETLHON KOMUCCHUU

nen spemerHoro (10 et u 6oJee) XpaHeHUs

B Cankr-IlerepOypre

YTBEPXIAIO

[Ipencenarens
TeppuropuanbHoii Komuccuu Ne

3a roa [Toamuce Pacmm¢poBka noamucu
JlaTa
No Nunexc Kpaiinne | Kon-Bo Cpok
3aroJyioBOK jena [Ipumeuanue

n/n zena JIaThI JIMCTOB XpaHeHUs

1 2 3 4 3) 6 7
B naHHBIN pa3gen onucu BHECEHO

(yughpamu u nponucwio)

¢ No o Ne , B TOM YHCJIE:
JUTEpHBIE HOMEpA:
MIPONMYLIEHHbIE HOMEpaA!
HanmeHnoBaHMe TOIKHOCTH COCTaBUTENS [Tognuce PactmmmdpoBka noanucu

OITNCHU

Jara

COI'TTACOBAHO
IIporoxon DK

oT No

COTI'JTACOBAHO
Cexperapp Cankr-IlerepOyprekoit
n30HUpaTeTbHON KOMUCCUU

®.N.0.




Teppurtopuansuas komuccust No_

OIIUCDb Ne

ACII 110 JINYHOMY COCTaBy
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[Tpunoxxenue Ne 12
K TUoBoOi MHCTPYKIUU 11O IEJIONPOU3BOJICTBY
B TeppuropuanbHOil H30MPaTETLHON KOMUCCUU
B CankT-IlerepOypre

YTBEPXJIAIO

[Ipencenarens
TepputoprnanbHOil KOMHCCUU No

3a roxa [loamuce Pacmm¢poBka noamucu
[ara
No Nunexc Kpaiinne | Kon-Bo Cpok
3aroJyioBOK Jena [Ipumeuanue
/1 nena JIaThI JIUCTOB XpaHeHUs
1 2 3 4 5 6 7

B nanHBIN pa3aen onucyu BHECEHO

¢ Ne

JMTEPHBIC HOMEPA:

(yughpamu u nponucwio)

o Ne , B TOM YHCJIE:

MIPONMYLIEHHbIE HOMEpA!

HanmenoBanmne JOJIKHOCTH COCTaBHUTCIIA
OIINCHU

Jara
COT'JTACOBAHO
IIporoxon DK
oT Ne

[Tognuce PacummdpoBka noanucu

COTI'JTACOBAHO
IIporokon LleHTpabHON HKCIIEPTHO-
MPOBEPOYHON METOJUYECKON KOMHUCCUU
ApxusHoro komurtera Cankt-IlerepOypra

oT Ne
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[Tpunoxxenue Ne 13
K TUoBoi HHCTPYKIUU IO IEJIONPOU3BOJICTBY
B TeppuropuaibHOl W30UpaTEILHON KOMUCCUT
B Cankr-IlerepOypre

YTBEPXIAIO
Tepputopuanbaas koMuccust Ne
AKT
[Ipencenarens
No TepputopuanbHoii komuccuu No
(mecmo cocmasnenus) TIOJTITHCh Pacmm¢poska
HOIITHUCH
Jlata
O BbIe/ICHUN K YHUYTOKEHHIO JOKYMEHTOB,
He NOAJIeKAIMX XPAHEHUIO
Ha ocHoBanum IlepeyHs THNOBBIX  YIPABJICHYECKHX APXMBHBIX JIOKYMEHTOB,

o0Opa3yromuxcsi B Ipolecce AESITeIbHOCTH TOCYAAPCTBEHHBIX OPraHOB, OPraHOB MECTHOTO
CaMOYIPAaBJIEHUS. M OpraHM3alMii, C yKa3aHUEM CPOKOB XpPaHEHUS M HOMEHKJIATYphbl el
TepputopuanbHoii u3buparenbHo komuccuu Ne  0oTOOpaHbl K YHHYTOXKEHHUIO Kak He
MMEIOLINE HAyYHO-UCTOPUYECKON IEHHOCTHU U YTPATUBILNE IPAKTUYECKOE 3HAYEHHUE JOKYMEHTHI.

3aroJI0BOK Jiena WHpeke nena no
. . Cpoku XxpaHeHus
Ne WJIY TPYIIIOBOM Kpaiinue HOMEHKJIaType Kon-Bo . | IIpnme-
¥ HOMepa cTaTei
n/n 3aroJIOBOK JIaThl WJIM HOMED Aelia en. Xp. YaHHe
110 IIEPEYHIO
JOKYMEHTOB 110 OIIMCH
1 2 3 4 5 6 7
Hroro: el. Xp. 3a TOJIbI

(yughpamu u nponucwro)

Omnucu ACJI TOCTOSAHHOI'O XpaHCHUSA 3a

coriacoBannl ¢ DK

(MpOTOKOI OT

C»

T. No

TOJbI YTBEPKACHBI, 110 INYHOMY COCTaBY
Cankr-IlerepOyprckoit u3duparenbHO KOMUCCUN

(Haumeno8anUe OONHCHOCU TUYA, NPOBOOUBUE20 IKCHEPIMUIY YEHHOCIU OOKYMEHNO08)

Jara

(noonucv)

(unuyuanvl, pamunus)
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[Tponomkenne npunoxxkennst Ne 14

COI'JTACOBAHO COI''TACOBAHO
[Ipotokon DK Cekperapp Cankr-IlerepOyprckoit
U30MpaTEeIbHON KOMHCCUH
o1 Ne @®.1.0.
JIOKyMEHTBI B KOJINYECTBE JielT, TOMOB

BECOM KI' CAaHbI B

Ha nepepa60TKy 10 HpHCMOCHaTOqHOfI HaKJagHOM OT

HanmenoBanne J10IKHOCTH JIMILa,
CAaBHICTO0 JOKYMCHTDBI

Jara Toonuce

HN3meHeHus B YUYCTHBIC TOKYMCHTBI BHCCCHBI

HaunmeHoBanue JOIKHOCTH JINIA ,
BHECIIIETO U3MEHEHUS B YUCTHBIC
JIOKYMEHTBI

Jlara Iloonuce

(HaumeHosanUe opeanuzayul)

No

(0ama)

Pacwugposra noonucu

Pacwughposra noonucu
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[Tpunoxxenue Ne 14
K TUoBOM MHCTPYKIUU IO IEJIONPOU3BOJICTBY
B TeppuropuanbHOil H30MPaTETLHON KOMUCCUU
B CankT-IlerepOypre

TeppuropuanbHas usdbupareabHas komuccus No

YTBEPXIAIO
AKT [Ipencenarens
20 r. Ne TeppuropraibHON N30UpaTETHHON

komuccuu Ne
MECTO COCTABJICHUS

Toanuch pacmdpoBKa IOIIMTUCH
OO0 yHMUTOKEeHUH TOKYMEHTOB
€ OrPAHUYEHHBIM CPOKOM nata
XpaHeHust
(JIMH, 1 rox, 3 roxa, 5 net)
Ha ocnoBanuu Ilepeuns TUIOBBIX  YIPABIEHYECKHUX AapPXUBHBIX JOKYMEHTOB,

00pa3ylomMXcsi B IPOLECCE IESATEIbHOCTH TIOCYJapCTBEHHBIX OPraHOB, OPraHOB MECTHOIO
CaMOYIIPABJIEHUS M OpraHM3alMi, C yKa3aHUEM CPOKOB XPaHEHUS M HOMEHKJIATYphbl el
TepputopuanbHoii u3zbuparenbHoi komuccuu Ne  0TOOpaHbl K YHHUYTOXKEHHUIO Kak He
MMEIOLINE HAYYHO-UCTOPUYECKON IEHHOCTU U YTPATUBILNE PAKTUYECKOE 3HAYCHHUE JOKYMEHTBHI.

3aronoBok Jena Wupekc gena no -
Ne U rpynn(J)IBoﬁ Kpaitnue HoﬁquKiaType EOH > Cpoxn XDAHCHIA IIpume-
M. Xp- ¥ HOMepa craTeil
n/n 3aroJIOBOK JIaThl WJIM HOMEp Jiena YaHue
JIOKYMEHTOB O OIUCH (J1ucTOB) [0 IICPEHHIO
1 2 3 4 5 6 7
Utoro en.xp. (Jiucron) 3a roj
(1),
(undpamu, NPONKCHIO)
Becom KT ClIaHbl B Ha
(HanMEeHOBaHHME OPraHU3AIIH)
nepepaboTKy M0 MPHUEMO-CATOYHOM HaKIaJHOU OT Ne

(I/IJ'II/I YHUYTOXKCHBI ITYTEM U3MCIIBUCHU A (H.IpeI[I/IPOBaHI/ISI) Ha ClicuaJIn3npoOBaHHOM

000pyI0BaHUU 0€3 BO3MOKHOCTH BOCCTAaHOBJICHUS ).
Jara BpEMA
COT'JTACOBAHO COT'JTIACOBAHO
[Tporokon DK Cexpertapp Cankr-IlerepOyprckoit
n30upaTenTbHON KOMUCCUHI

®.1N.0.

oT No
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[Tpunoxxenne Ne 15
K TUoBOM MHCTPYKIUU IO IEJIONPOU3BOJICTBY
B TeppuropuanbHOil H30MPaTETLHON KOMUCCUU
B CankT-IlerepOypre

BHYTPEHHSA OIIUCH

AOKYMEHTOB JieJia Ne

No HNunexc JHara Homepa
3aroyioBOK JOKyMEHTa [Ipumeuanue
n/0 | JOKyMEHTa | JOKyMEHTa JIUCTOB JIeNIa
1 2 3 4 5 6
Hroro: JAOKYMCHTOB
(mmpaMu ¥ IPOTTUCHIO)
KonnuecTBo IMCTOB BHYTpEHHEN OITUCH
(mdpaMu 1 TPOMUCHIO)
HanmMeHnoBaHue JOJDKHOCTH JIMIa, -
IToanuce PacmmdpoBka noamnucu

COCTaBHMBUICTO BHYTPCHHIOIO OIMUCH
JOKYMCHTOB /JI€JIa

Jara
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[Tpunoxxenue Ne 16
K TUoBOM MHCTPYKIUU IO IETIONPOU3BOJICTBY
B TeppuropuanbHOil H30MpaTETLHON KOMUCCHUU
B Cankr-IlerepOypre

JIMCT-3ABEPUTEJIb JIEJIA Ne

B neno noammro 1 npoHyMepoBaHO JIUCTOB(a),
(undpamu ¥ MPONHUCHIO)

B TOM YHCJIC:

JIMTCPHBIC HOMEPA JIMCTOB

IIPOMYyHICHHBIC HOMEpPA JINCTOB

+ JINCTOB BHYTPEHHEHN OIKUCH

OcoOeHHoCTH (PU3HYECKOTO COCTOSIHUS H Howmepa
bopmupoBaHus jena JIUCTOB
1 2

HaunmenoBaunue 10IKHOCTH

IMoxamnuce Pacmm¢poBka noamucu

Hara
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[Tpunoxxenue Ne 17
K TUoBOM MHCTPYKIUU IO IEJIONPOU3BOJICTBY
B TeppuropuanbHOil H30MPaTETLHON KOMUCCUU
B CankT-IlerepOypre

TEPPUTOPHUAJIBHASN U3BUPATEJIbBHAS KOMUCCHSA Ne
CAHKT- IETEPBYPI'

JTEJIO Ne

(3a2011060K dena, mom denaq)

(kpatinue oamsi)

Ha  gmer
@ Ne
On. Ne
A Ne

XpaHUThb



YTBEP/XKJIAIO
[Ipencenarens
TeppuropuabHON
nu30upareabHol KoMuccuu No_

IIOAITHUCH pacmn(l)pOBKa IIoAIMUCHU
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[Tpunoxxenue Ne 18
K TUoBOM MHCTPYKIUU IO IEJIONPOU3BOJICTBY
B TeppuropuanbHOil H30MPaTETLHON KOMUCCUU
B CankT-IlerepOypre

YTBEPX/IAIO
[Ipencenarens
Cankr-IlerepOyprekoit
n30HUpaTeIbHON KOMUCCUU

IIOAIMHUCH paCHII/I(l)I)OBKa NOAIMUCH

Hara [Ieuats [ara [Ieuats
AKT Ne
npueMa-mnepeaain
APXUBHBIX TOKYMEHTOB HA
XpaHeHHe
(ocHosanue nepedauu)
(razsanue nepedasaemozo ponoa)
TeppuropuajabHasi usduparejbHasi KOMMCCHS Ne B JuIe
cmaia, a

JomxHocTh,  (amMmIns, HHULHAIE]

Cankr-IlerepOyprekas u3buparteabHas KOMMCCHS B Jvie

JIOIDKHOCTD, (haMUITUS], HUITHATIBI

MpHUHsIIA JOKYMEHTBI HA3BaHHOTO ()OHJIa U CIIPABOYHOT0 MaTepuana K HUM:

Ne n/mt HasBanue, Homep onucu Konnuectso KomnuectBo | Ilpumeuanue
IK3EMIUISIPOB en. Xp.
OIHUCH
1 2 3 4 5
Hrtoro npunaro eI.Xp.
Ilepenauy npoussenu:
JoiKkHOCTB [Toanuce PacummdpoBka  J1omKHOCTH [Tonmuce  PacmmdpoBka
[ara [ara
®onny nprcBoeH No
N3meHeHns B ydeTHbIE JJOKYMEHTBI BHECEHBI
JIOJKHOCTB ITognuce PacmmgpoBka

JlaTa
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[Mpunoxenne Ne 19
K TUIIOBOM MHCTPYKLUU IO JEJIONPOU3BOACTBY
B TeppuropuansHoii U30MpaTEIHLHON KOMUCCHH
B Cankrt-IlerepOypre

dopma perucTpaOHHOI0 KYPHAJIA BXOASIINX JOKYMEHTOB

Hata Peructpa | Koppecnn | Homep wu | Conepx | Pesomo | Ucnon | Cpok | Ormer | Hom

MoJiyye | IMOHHBINA | OHJIEHT | Jara aHue s HUTENIb | UCIIONT | Ka 00 | ep

HUS HOMEp JIOKYMEHT HEHUS | MCION | Jela

a HEHUU
(I)opMa PErUCTPAINMOHHOIO KYPHAJIAa UCXOAAIIUX JOKYMECHTOB

Hara Peructparnmonnsiii | Aapecar | Kpatkoe Kto Ucnonuutens | Homep aena

OTIPABIICHUS | HOMEP coJiepKaHue | MOJIucal C  Komuewu

JOKYMEHTa JOKYMEHTa | JTOKYMEHT UCXOJISIIETO
JIOKYMEHTA




