YTBEPX/IEHA

peuieHueM TeppuropualbHOU
n3buparenpbHO KoMuccuu Ne38
ot 12 aBrycra 2026 romga Ne 11-1

WHCTPYKIMS 1O JEJOIPOU3BOJICTBY
B TEPPUTOPUAJIbHON UBBUPATEJBHON KOMUCCHHU Ne 38

1. O01mme MoJI0KEeHUA

1.1. MuCcTpyKIUS o JEJTONPOU3BOACTBY B TeppuropruasibHON
n3buparenbHot komuccuu Ne38 (manee — MHCTpyKIMs) yCTaHABIMBAET IMOPSIOK
paboThl C JTOKyMEHTaMM, OCHOBHBIC MpaBHJIa MX MOJATOTOBKA M OGOPMIICHHS
B TepputopuanbHoil nzduparenbHoi komuccuu Ne38 (nmanee — TeppuTopuaibHas
KOMHUCCHS).

TepputopuanbHas KOMHUCCHS BIIPaBE YTBEPKIATh TUIIOBbBIC
W/WIU  TIpUMEpHbIE HMHCTPYKIMH TIO0 JEJONPOU3BOJACTBY [IJIsl  YYaCTKOBBIX
n30UpaTeIbHBIX KOMUCCUH.

1.2. UucTpyKIusi pa3paboTaHa Ha OCHOBaHUU (PelepalibHbIX 3aKOHOB
ot 12 urons 2002 roga Ne 67-®3 «O6 0CHOBHBIX rapaHTHsIX U30MpaTENIbHBIX MTPaB
U TpaBa Ha yuactue B pedepeHayme rpaxnan Poccuiickoit ®Denepariuimy
(manee — denepanbHbIil 3aKOH 00 OCHOBHBIX TapaHTHUSAX H30UPATENBHBIX IPaB),
or 22 oktsa0ps 2004 roma Ne 125-®3 «O6 apxuBHoM neine B Poccuiickoit
denepanuny, 3akoHoB CankT-IleTepOypra, mOCTaHOBICHHUN 1 HHBIX HOPMATUBHBIX
aktoB LlenTpanbHOM U30UpaTenbHO KoMmuccun Poccuiickoit denepanuu (1anee —
MUK Poccun), Cankrt-IlerepOyprckoit m30upaTelbHOW KOMHUCCHH, PETJIaMEHTA
TEPPUTOPUAIBHONM  KOMHUCCHUM, C  MCIIOJB30BaHUEM mpukazoB Pocapxusa
or 22 mas 2019 roma No 71 «OO6 ytBepxkaeHun IlpaBun menonpou3BOACTBA
B TOCYJapCTBEHHBIX  OpraHax, OpraHax MECTHOTO  CaMOYIIPaBIICHU,
oT 25 ngekabps 2020 roma Ne 199 «O6 yrBepxkiaeHuu MeToaUYECKUX
pekoMeHaauuid 1Mo pa3pabOoTKe  WHCTPYKUMHA 1O  JEJIONPOU3BOJCTBY

B TroCyJapCTBCHHBIX opraHax, opraHax MECTHOTI'O CaMOYIIPaBJICHUS,
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ot 31 urons 2023 roga Ne 77 «O06 yrBepxkaeHuu [IpaBui opranu3anuy XpaHeHus,

KOMIUIEKTOBAHUSA, Y4y€Ta W HCIHOJb30BaHUS JOKYMEHTOB ApXHMBHOro (oHJIa
Poccuiickonn denepanun U Apyrux apXMBHBIX JOKYMEHTOB B I'OCYJAPCTBEHHBIX
opraHax, opraHax MECTHOIO  CaMOYNpAaBICHHS W  OPraHu3alusax»,
I'OCT P 7.0.97-2025 «HauuonanbHeii  crangapt Poccuiickoit  depepanuu.
Cucrema cTaHmAapTOB 1O WHPOpMANUHA, OUOIMOTEUHOMY U HW3IATEIHCKOMY
neny.  OpraHu3allMOHHO-paclopsiAMTeNbHas — JOKyMeHTauus.  TpeOoBaHus
K odopmienuto nokymentoB», I'OCT P 7.0.8-2025 «HaumonanbHbIil cTangapt
Poccuiickoit @enepannu. Cuctema CTaHAAPTOB MO MHPOPMAIMH, OUOIHOTEUHOMY
U U3larenbCcKkoMy Jeny. Jlenonpou3BOACTBO M apXUBHOE Jeno. TepMuHbI
Y ONIPEIECICHUS.

PabGora ¢ nokymMeHTaMu, coaepKallUMU HH(OPMALMI0 OrPaHUYEHHOIO
pacnpoCTpaHEHUs, OCYILIECTBISIETCI B COOTBETCTBUM C  IIOCTAHOBJICHHEM
[TpaButensctBa Poccuiickoit ®enepanuu ot 03 HosOps 1994 roma Ne 1233
«O6 ytBepxkaeHuu IlonokeHuss o TOpsAJAKe OOpalieHusi co  Cily>KeOHOM
uHbopMallMelt OrpaHMYEHHOTO pAcCHpOCTpaHEHUsT B (enepalibHbIX OpraHax
VCITOJIHUTEJILHOM BJIACTH, YIIOJTHOMOYEHHOM OPIaHe YIPaBJIEHUS UCIIOIb30BAHUEM
aTOMHOW PHEPrUU U YNOJTHOMOYEHHOM OpraHe Mo KOCMHYECKOW AesATEeIbHOCTHY,
32 HCKIIOYEHHEM JIOKyMEHTOB, COJEpKalluX CBeAeHHs 00 u30uparensx,
y4JacTHUKaX pedepeHayma, oOpamamimxcs B paMkax (YHKIIMOHUPOBAHUS
['ocynapcTBeHHOM cuCTeMBbl perucrpaiuu (ydera) wuzdupareneid, y4acCTHUKOB
pedepenayma B Poccuiickoit deneparuu.

1.3. TTonoxxenust UHCTpyKIMK pacnpOCTPAHSIOTCS HA OPTaHU3aLUI0 PaOOTHI
C JIOKYMEHTaMHM HE3aBUCHMO OT BHJA HOCUTENS, B TOM YHUCIE C AJIEKTPOHHBIMU
JOKYMEHTaMH, BKIJIIOYasl TOJTOTOBKY, PErHCTpaluio, MPOXOXKICHUE, XpaHEHUE
Y UCIOJIb30BaHUE JJOKYMEHTOB.

[Tonoxxenus MHCTpyKIMU HE pacHpOCTPaHSAIOTCS Ha OpraHU3aIUI0 pabOThI
C JIOKYMEHTaMHM, COJIepKalllUMH CBEIEHHUS, COCTABIISIOLUIME TOCYJIapCTBEHHYIO

TalHy.
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TpeboBanus WuHCTpyknmum Kk paboTe ¢ (PUHAHCOBOW, B TOM YHUCIE

OyXraJTepcKol JOKYMEHTAlMel paclpOCTPaHSIIOTCS Ha JaHHbIE JOKYMEHTbI
B 4YacTH OOLIMX MPUHIUIOB PabOThl ¢ HUMH, a TaKKe OpPraHHU3alH TEKYIIEro
XpaHEHUs JTOKYMEHTOB M MOJrOTOBKM MX K I€pefadye Ha apXHWBHOE XpAHECHMHE,
C YY4eToM OCOOEHHOCTeM  OIOJPKETHOTO  3aKOHOJATENbCTBA,  HACTOSILEH
Wuctpykuuu, nabix HopMmatuBHbX akToB LUK Poccun, Cankr-IletepOyprekoii
n30MpaTeIbHOM KOMUCCHH, TEPPUTOPUATBHON KOMHCCHH.

Pabota ¢ mokyMeHTaMu MO OpPraHM3alllM 3aKyMOK TOBAapoOB, pabOT U yCiayr
ocyuiecTBisiercs ¢ yderom @DenepanbHoro 3akoHa oT S5 ampens 2013 rona
No 44-®3 «O xoHTpakTHOU cucTeMe B cdepe 3aKylmoK TOBapoB, padOT, yCIyT
Ui oOecrieueHus] TOCYJapCTBEHHBIX U MYHHUIMIAIBHBIX HYXI». OcoOeHHOCTH
OpraHu3alli JTOKYMEHTOOOOpOTa, OTHOCSIIETOCS K OpraHU3alld 3aKyIoK
TOBapoOB, padOT U yCIIyT, MPaBWIa MOJATOTOBKU U 0OPMIICHUS TaAKUX JOKYMEHTOB,
a TaKkXke MOpAJOoK padoThl ¢ HUMHM MOTYT JOTOJHUTEIHHO YCTaHABIUBATHCS
COOTBETCTBYIOLIUMU HOPMaTUBHBIMU aKTaMu UK Poccuwn,
Cankr-IleTepOyprckoit n30upaTelbHOW KOMUCCHU, TEPPUTOPUATTLHON KOMHUCCHUH,
IIpUKa3aMu NpeICeaaTeNsl TEPPUTOPUATILHON KOMUCCHUHU.

1.4. IIpaBuia noAroOTOBKKM M O(OPMIICHUSI TOKYMEHTOB M MOPSIOK PabOThI
C HHMH, TpeaycMOTpeHHble WHCTpykmmer, oOs3aTenpbHBl IS WICHOB
TEPPUTOPUAIBHOM KOMHUCCHUM W TOCYJAPCTBEHHBIX TPAXKIAHCKUX CIIyKALIUX
anmnapara TEpPUTOPHAIBHON KOMUCCHUU (Jlajee — PakJIaHCKUE CITy>Kalllke) U JUL,
3aMEIIAIIINX JIOJDKHOCTH, HE SBIIAIONIMECS JOJDKHOCTSIMH TOCYAapCTBEHHOU
TPAKJIAHCKON CIIy»Obl, a TAKXKe JIHI], MPUBIEKAEMBIX MO TPaXAaHCKO-IPABOBBHIM
JIOTOBOPAM.

1.5. Benenue JIEJIONPOU3BOCTBA TEPPUTOPHUATBLHOU KOMHUCCHUHU
OCYILIECTBJISIET NpPEACENaTeNb TEPPUTOPUAIBHON KOMUCCHHM WM TPaKIAHCKUN
CIy’Kalluil anmapara TEeppPUTOPUATIBHOM KOMHMCCHHM, HAa KOTOPOrO BO3JI0KEHA
GyHKUMS BeIEHUS JEJIONPOU3BOJACTBA B COOTBETCTBUM C JIOJDKHOCTHBIM
perJamMeHToM  (Jajnee — paOOTHUK —amnmapara, OTBETCTBEHHBIM 3a  BeACHHE

JIeJIONIPOU3BOJICTBA).
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1.6. PaboTHuku  ammapaTa,  NOCTYNHMBIIME HAa  TOCYJapCTBEHHYIO

rpaxgaHckyto  ciayk0y Cankr-IlerepOypra B anmapaT TeppUTOpPUATbHOU
KOMHUCCHH, TUOO Ha JOHKHOCTH, HE SIBISIFOIINECS TOJKHOCTSMU TOCYAapCTBEHHON
TPaXTAHCKOW CIIy>KObI, a TakKe TpaxkJaHe, IMPHUBJICKaeMble IO TpakIaHCKO-
IPaBOBBIM JIOTOBOPAM, JOJDKHBI OBITh O3HAKOMIJIEHBI MMOJ MOJANHUCH C TEKCTOM
WucTpykuun ~ paOOTHHKOM — ammapara,  OTBETCTBEHHBIM 32  BEJCHHE
JEJONPOU3BOJCTBA.

1.7.B cmywae yxoma B OTIYCK, BbIe3/la B KOMaHIUPOBKY, OOJIe3HH,
YBOJBHEHHSI ~ HUCIOJHUTENS  JOKYMEHTOB  HEUCHOJHEHHbIE  JIOKYMEHTHI
110 MOPYYEHUIO MpEICeaaTeNsi TEPPUTOPUATIBHON KOMUCCUU TIEPENAIOTCS IPYTOMY
VICTIOJIHUTEIIIO.

1.8. 1enonpous3BOACTBO B TEPPUTOPUATIBHOM KOMHUCCHH OCYIIECTBIISIETCS
CpelcTBaMM  MOACUCTEMBI  JOKYMEHTOOOOpOTa U  yIpaBieHUs LHU(PPOBBIM
KOHTEHTOM ['0CynapcTBEHHOM aBTOMAaTU3MPOBAHHOW cucTteMbl Poccuiickon
Oenepanuu  «Beioope»  (manee — [1J), a Takke C HMCHOJBb30BAHHEM JIPYTHX
PETUCTPALIMOHHO-YUYETHBIX (GOopM  (KapTOUYHOM WM KYpPHAJIBHOH CHCTEMBI
pErucTpaluy JOKyMEHTOB).

Pabota B I1J] MOXET OCYIIECTBIATHCA KaK B 3aKPBITOM KOHTYpE, JIOCTYII
K KOTOpOMY 4WIEHaM TEPPUTOPUAIBHON KOMHUCCHM M pabOTHUKaM ammapara
TEPPUTOPUAIBHON KOMMCCUU TPEIOCTABIAETCS B COOTBETCTBHUM C IPHUKA30M
npeacenaTens TePPpUTOPUAIBHON KOMHUCCUH, TaK U B OTKPBITOM KOHTYpPE, AOCTYII
K KOTOPOMY IIPEOCTaBIAETCS B COOTBETCTBUM C pacrnopstkeHueM Ilpencenarens
WK Poccun, HopmatuBHbIMU akTaMu CankT-IleTepOyprckoit m3OupatesbHOM
KoMuccuu 1o coriacopanuto ¢ I{HAK Poccun.

B 3akpbITOM KOHTYpe npeaycMoTpeHa o0paboTKa MEPCOHANBHBIX JTaHHbBIX
Y MHOM KOH(UIEHIIUATbHOU HH(POPMAITUH.

JlokyMeHThl, cogepxamuecs B [1/], MOryT ObITh MOAMKMCAHBI IEKTPOHHOU
MOANMUCHIO JOJKHOCTHOTO JIULA.

PabGota ¢ [OKyMeHTamMH TEpPUTOPUATIBLHOM KOMHCCHUHM OCHOBBIBAETCS

Ha MMPUHIUIIE OJHOKPATHOW PETUCTPALMH TIOKYMEHTA.
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1.9. UHCTpyKIIMST M U3MEHEHUs] B HEE YTBEPKIAIOTCA PEIICHHEM

TEPPUTOpPUANIBHON KoMHUCCHMM mocie corjacoBanuss ¢ Cankr-IletepOyprekoit
n30UpaTeIbHON KOMUCCHUEH.

1.10. B MHCTpyKIMH HCHIOIB3YIOTCS CIEAYIOIINE TEPMUHBI U ONPEAEIICHHUS:

OJlaHK JOKYMEHTa; OJJIEKTPOHHBbIM IAa0JOH OlaHKa JOKyMEHTa — JIUCT
OyMaru WIu OSJIEKTPOHHBIA MIAOJOH C PEKBU3UTAMH, HACHTU(UIUPYIOLIUMHI
aBTOpa O(PUIMATIBHOTO JOKYMEHTA, PACIIOJIOKEHHBIMU B OIIPEJICTICHHOM HOPSAKE;

BHYTPEHHHMM TOKYMEHT — JOKYMEHT, ITOATOTOBJICHHBI B TEPPUTOPHUAIBHOU
KOMHUCCHH, HE BBIXOSIIMI 32 €€ IPeIebl;

BXOJSILINI JOKYMEHT — JOKYMEHT, IIOCTYIHBIIMNA B TEPPUTOPUAIBHYIO
KOMUCCHIO;

(2JIEKTpOHHOE)  J1eJI0 — PU3MYEeCKUu  000COOJIeHHasT WM JIOTMYECKHU
olpeziesieHHasl eIMHULA KiIacCU(PUKAIUU U CUCTEMATU3alUM B JOKYMEHTaJIbHOM
doHIIe TEPPUTOPHATIEHON KOMHUCCHH, BKIIOYAIONIAsl TOKYMEHT UM COBOKYMHOCTh
JOKYMEHTOB, OTHOCSIIIUXCS K OJHOMY BONPOCY WJIM Y4YacTKy JE€ATEIbHOCTH,
UMEIOIINX OJIMHAKOBBIA CPOK XPAHEHUS;

JEJIONPON3BOACTBO — COBOKYITHOCTh MPOLECCOB pPabOThI C JTOKyMEHTAMH,
BKJIFOYasl JIOKYMEHTHPOBAaHHUE, JOKYMEHTOOOOPOT, OIEpaTUBHOE XpaHEHHE
Y UCIOJIb30BaHUE JIOKYMEHTOB B JI€ATEIbHOCTH TEPPUTOPUATBHON KOMHUCCHH;

JOKYMEHT — 3a()MKCUpOBaHHAasl Ha HocuTene MH(popMalus C PEKBU3UTAMU
W/WIM METaJaHHBIMH, ITO3BOJISIIOIIMMHU €€ UICHTU(DUIINPOBATS;

JOKYMEHTaIbHBIA  (OHJ — COBOKYITHOCTh JOKYMEHTOB, 0Opa3yIOLIXCs
B JICSITEILHOCTH N30MPATEIbHON KOMUCCHUM;

JOKYMEHTUPOBAHHUE — CTa/IMs )KU3HEHHOT'O LHKJIA JOKYMEHTa, Ha KOTOPOM
OCYIIECTBIISIETCS 3allUCh HMH(OpPMALMM C PEKBU3UTAMU W/WIM METAaJaHHBIMU
Ha HOCHUTEJIE 10 YCTAaHOBJICHHBIM IIPaBHJIaM B YCTaHOBJIEHHOH (opMe;

JOKYMEHTOOOOPOT — IBUKEHUE JJOKYMEHTOB B TEPPUTOPUATHHON KOMHCCUU
C MOMEHTa MX CO3[JaHUsl WIM TOJY4YEHUs JO 3aBEpIUCHUS HCIIOJHEHUs

WJIN OTIIPABKHU,
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AyOnuKaT JOKyMEHTA — MOBTOPHBIM SK3EeMIUISIp MOAJMHHUKA JOKYMEHTa,

CO3/1aBa€MbIi C LEJIBIO 3aMEHBI MTOJJIMHHUKA;

XKU3HEHHBIH I[MUKI JIOKYMEHTA — COBOKYITHOCTh CTaJMil CYIIECTBOBAHUS
JIOKyMEHTa (JOKYMEHTHPOBAaHHOW HWH(pOpPMAINK), HAYUHAS C €ro (ee) Co3maHus
JI0 YHUYTOKEHHUS;

3aBEpPEHHAs] KOIHS — KOMUsl JIOKYMEHTa, Ha KOTOpPOW B COOTBETCTBUU
C YCTaQHOBJICHHBIM TMOPSIAKOM IMPOCTABJICHBl PEKBU3HUTHI, OOECIEYMBAIOIINE
€€ IOPUIHYECKYIO CHITY;

HUCXOJAIINN JOKYMEHT — JOKYMEHT, OTIPABISAEMBbIA U3 TEPPUTOPHUATBHOU
KOMHCCUU;

KOHTPOJb HCIIOJTHEHUS JIOKYMEHTOB — COBOKYITHOCTb NENUCTBUM,
00ecreunBaroIMX CBOEBPEMEHHOE UCTIOJIHEHUE JOKYMEHTOB;

KOIIHS JOKYMEHTa — TOKYMEHT, MTOJTHOCTBIO BOCIIPOU3BOISIIINI
nH(OPMAITUIO TTOJIMHHUKA ¥ BCE €T0 BHEITHUE IPU3HAKH MWW UX YaCTh;

HOMEHKJIATypa 1€l — JOKYMEHT, COAEpXKallluil CUCTEMAaTU3UPOBAHHBIN
MepeyYeHb 3arojOBKOB J€J, CO3/1aBa€MbIX B TEPPUTOPUAIBHON KOMHUCCHH,
C YKa3aHHEM CPOKOB UX XpaHEHUs, OPOPMIICHHBIN B YCTAHOBICHHOM MOPSIKE;

HOPMAaTUBHBIE JIOKYMEHTBI — COBOKYITHOCTh HMHCTPYKTHBHBIX MaT€pUaJIOB,
PAaCCUMTAHHBIX HA MOCTOSHHOE WJIM MHOTOKpPaTHOE IEHUCTBUE W COJEp KaIIuX
Kakue-11u00 HOPMBI, MpaBUiia, IPEINUCaHuUs;

HOCHUTENh (JOKyMEHTUPOBAHHOW) WH(OOPMAIIMU — MaTePUATILHBIA OOBEKT,
UCITIOJIB3yEeMbIN JIsl PUKCAIIMH W XPAaHEHUS TOKYMEHTUPOBAHHON HHGOpMAIINH;

oOpamenue B (GopMe  DJIEKTPOHHOTO  JIOKYMEHTa — oOparieHue,
MOCTymnuBIIee B (OpME SICKTPOHHOTO JOKYMEHTA C MCIIOJIh30BAHUEM CTPAHUIIBI
obpunmnanibHoro  caita  Caskt-lIlerepOyprckoit  u30upaTeIbHOM  KOMHCCHUU
B HMH(QOPMALIMOHHO-TEIEKOMMYHHUKAIIMOHHOW cetu «WHTepHeT» (nanee - ceTh
WuTepHer), mpeHa3HauYeHHON /711 HaIllpaBJICHUs OOpallleHUil B TEpPUTOPHATILHBIC
KOMUCCHU;

OTMETKa 00 SJIEKTPOHHOW TMOAMKUCH — PEKBU3UT JJICKTPOHHOTO JOKYMEHTA,

MOJITBEPIKIAOIIUNA €TI0 NOAIMUCAHUE AJICKTPOHHOM MOAMHUCHIO;
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OopUIMANTBHBIA JTOKYMEHT — IOKyMEHT, KOTOPBII CO3/1aeTcs, 3aBepsiercs,

BBIZIACTCSI B YCTAHOBJICHHOM 3aKOHOM WJIM MHBIM HOPMAaTHUBHBIM aKTOM IOPSIKE
OpraHoOM TOCYJapCTBEHHOM BJIACTHU, MHBIM I'OCYJApPCTBEHHBIM OPraHOM, OPIaHOM
MECTHOTO CaMOYINpPABJICHUS WM HWHOM  YIOJHOMOYEHHOM OpraHM3aLUeH,
YIIOJIJHOMOYEHHBIM JOJDKHOCTHBIM JINLIOM U YAOCTOBEPSET IOPUANYECKU 3HAUMMbIC
(bakThI;

oopmIIeHHE JIOKyMEHTA — IPOCTABJICHUE HA JIOKYMEHTE HEOOXOIUMBIX
PEKBU3UTOB;

oOpailileHue B NMUCHbMEHHOW (hopMe — HampaBiCHHbIE B TOCYIapCTBEHHbBIN
Oprad, OpraH MECTHOI'O CAaMOYIIPaBICHUS WM  JOJDKHOCTHOMY  JIMILY
B MUCbMEHHOHU (hopMe MpeIIoKEHNE, 3asiBICHNE WIN Kajl00a;

MUCBbMO — 00O0OIIEHHOE Ha3BaHUE PA3JIUYHBIX IO COJEPIKAHUIO TOKYMEHTOB,
CIIy>KalllUX CPEICTBOM OOIICHUS MEXAY OPTaHU3aLMSIMU, [PaXIaHaAMU;

MO/UVIMHHUK  JIOKYMEHTa — IIEpBBIA  WJIM  €AWMHCTBEHHBIM  3K3EMILLIP
JIOKYMEHTA,;

MOPYYEHUE — NOKYMEHT, MPEANUCHIBAIOIINN BBIIIOJIHEHHE TE€X WJIH HHBIX
3aJjaHul;

pEerucTpalMoHHO-y4YeTHass KapTouka JokyMeHta (jnanee —PYK) — dopwma,
UCIIOJIb3yeMasl ISl 3allMCH CBEIEHHW O JOKYMEHTE B LEISIX yd4eTa, IOMCKa
Y KOHTPOJISl, CO3JaBaeMasi Ipy PErUCTPAIlMU JOKYMEHTA ¢ ucnojb3oBanuem 11/1;

pEerucTpalMoOHHO-yueTHasi (opMa — CUCTEMa PEruCTpalliy, HCIOJIb3yeMas
B TEPPUTOPHAIBHON KOMHCCUU Tpu peructpauuu gokymeHTtoB (111, xaprouku
WM SKypHa);

perucrpanrs JOKYMEHTA — 3allUChb  YYETHBIX JAaHHBIX (METaJaHHBIX)
0 JOKYMEHTE MO YCTaHOBJIEHHOW QopMme, Qukcupytomas (QakT ero co3aaHus,
OTMPABIICHUS] WJIH TMOJYYEHHUS, U TPHUCBOCHHE €My PETrMCTPAlMOHHOIO HOMepa
Y J1aThl;

PEKBU3UT JOKYMEHTAa — CTPYKTYpHass 4YacTh M OJJIEMEHT O(opMIIeHUsS
JOKYMEHTa, CIYyXalluid i1 WIACHTUQUKAIMK JOKyMEHTa M cojeprKaliencs

B JJOKyMEHTE HH(POPMAIINH;
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CHUCTEMa JJIEKTPOHHOTO JOKYMEHTOO0OOpOoTa — MH(OpPMALMOHHAs CHUCTEMA,

o0ecrieunBaromias XU3HEHHBIH UK JOKYMEHTOB J0 HMX Iepexoja Ha CTaJuio
ApPXUBHOTO XPAHEHUS WM YHUUTOXKECHUS;

CKaHHUPOBAHUE JOKYMEHTA — MOJyUeHHUE JIEKTPOHHOTO 00pa3a TOKyMEHTa;

clly>)keOHash 3aluCcKa — BHYTPEHHUH JTOKYMEHT, aJpPECOBAaHHBIA OJHOMY
JOJKHOCTHOMY JIUIYy TEPPUTOPHATIEHON KOMUCCHH APYTUM JIOJKHOCTHBIM JTUIIOM
TEPPUTOPUATBHON KOMHUCCHMM U COJEp)KallMi  OOCTOSITENbHOE H3JI0KEHUE
KaKoro-jan0o BOIpoca ¢ BIBOJAMH U MPEATIOKEHUSIMU COCTABUTES;

CPOK HCIOJHEHHUs JOKYMEHTa — CpPOK, YCTAHOBJICHHBIH HOPMATUBHBIM
IPaBOBBIM aKTOM, OPraHU3aUOHHO-PACTIOPAAUTENILHBIM JOKYMEHTOM, YKa3aHUSIMU
10 UCIIOJIHEHUIO JJOKYMEHTA WM OPYUYEHUEM;

yKa3aHUs 10 MCIIOJHEHHUIO TOKYMEHTa — PEKBU3HT, COCTOSALINNA U3 HAAMUCU
Ha JIOKyMEHTE WJIM Ha OTIECIBHOM JIUCTE€ YCTAaHOBJICHHOW (OPMBI, CleIaHHOU
JOJKHOCTHBIM JIUIIOM;

y4eT  JIOKyMEHTOB — (pukcauuss  ¢dakrta  TMOJIy4YeHUS  JIOKyMEHTOB
0e3 MpoCTaBIEHUS HA HUX PETUCTPALIMOHHBIX ITAMIIOB;

dbopMupoBaHue  (3MEKTPOHHOIO)  Jeja — FPYNIUPOBaHUE  JOKYMEHTOB
B (9JIEKTPOHHOE) JEJI0 U UX CHCTEMaTH3allUs;

HKCIIEPTH3a LIEHHOCTH JOKYMEHTOB — J€STEIIbHOCTh 110 YCTaHOBJICHHUIO
CPOKOB XpaHEHHsS JIOKYMEHTOB, OTOOpa WX Ui apXUBHOTO XpaHEHHUs
WIA YHAYTOXXEHUS, BBIIBJICHHIO OCO0O IEHHBIX U YHUKAIBHBIX JIOKyMEHTOB
HAa OCHOBAaHMU TpEOOBAHHWN HOPMATHBHBIX MPABOBBIX aKTOB U KPHUTEPUEB
AKCHEPTU3bI IEHHOCTH JJOKYMEHTOB;

AIIEKTPOHHAS MOANUCH — UH(OpMaIHsI B AJIEKTPOHHOU dopMme, TpeOOoBaHUs
KOTOPOIl yCTAaHOBJICHHl HOPMATHBHO, TpEAHA3HAYCHHAs [UIsl TOJIMHCaHUs,
COIJIaCOBaHUs (BU3UPOBAHMS) M YTBEPKICHUS SJICKTPOHHBIX JOKYMEHTOB;

AIIEKTPOHHBIN JOKYMEHT — JOKYMEHTHUPOBaHHas uH(popManus,
IpeCTaBICHHAs B DJIEKTPOHHOHN (opMe;

AIIEKTPOHHBIA JTOKYMEHTOOOOPOT — TOKyMEHTOOOOPOT C HCIOJb30BaHUEM

ABTOMATU3UPOBAHHON HWH(POPMAIIMOHHON CHCTEMBI (CHCTEMBI JJIEKTPOHHOTO



JIOKyMEHTO000pOTA);

DJIGKTPOHHBIA  00pa3  OKyMEHTa — JICKTPOHHAs  KOMHs  JTOKyMEHTA,
W3TOTOBJICHHAS HA OyMa>KHOM HOCHUTEIE;

ANIEKTPOHHBIM  MA0JOH  OJIaHKa  JOKyMEHTa — CM. TEpPMHUH  «OJIaHK

JIOKYMEHTa.

2. IIpuem, perucTpanusi ¥ NPOX0KIAeHHUE NOCTYNAIIUX JOKYMEHTOB

2.1. JIOKyMEeHTBl B TEPPUTOPHAIBHYI0 KOMHCCHIO JOCTABJISIIOTCA Yepes3
oTHeNieHue CBA3U (MOouTOM, TenerpadHoOi CBsI3bI0), opraHamu (deaepanabHON
benpaberepckol  CBsI3U, CHEIUANIbHOW CBS3BIO, HAPOYHBIM MM TEPEIA0TCs
Ha JJUYHOM IIPUEME TPak/IaH.

JIOKyMEHTBI MOTYT TIOCTYIaTh B TEPPUTOPUAIbHYIO KOMHCCHIO CPEJICTBAMU
[T, ¢akcuMWIbHONW CBSI3bIO, DJJIEKTPOHHOM TouTOM B cetu VIHTEepHeT
(mpeAHa3HauY€Ha HCKIIOYUTENBHO MJI1 CIY>KEOHOW KOPPECHOHAEHIUH), uepe3
pazaen «OnekTpoHHas (opma oOpaiieHus» Ha  OQUIHUAIBHOM  CalTe
Cankr-IletepOyprckoit  u30OupaTenpbHOW  KoMuccun B ceth  VHTepHer,
IpeIHA3HAYCHHBIN JIsl HATIPABJICHUS OOPAIICHU B TEPPUTOPUATHHYIO KOMHUCCHIO.

2.2.1lpuem, mnepBuyHas oOpabOTKa W PEruUCTpalus MOCTYyHAOLIUX
JOKYMEHTOB IPOU3BOJATCS IMpeacenaTesieM (CEeKpeTapeM) TeppUTOPHAIbHON
KOMUCCUM WM  paOOTHUKOM  ammaparta, OTBETCTBEHHBIM 32  BEJICHHUE
JIEIONIPOU3BOICTBA ¢ Hcnoiib3oBanueM [1]], mubo KypHalbHON pEerucTparuoOHHO-
ydeTtHOM  (opmbl  (mpmiokerrne Ne 1) eXemHEBHO B 4Yackl  pabOTHI
TEPPUTOPUATBHON KOMUCCHH, KPOME BBIXOAHBIX U HEPAOOUMX MPA3THUYHBIX JHEH.

[Topsimok TOJlydeHHsT W PErHCTpaly JTOKYMEHTOB IIOCJIE€ OKOHYAHHUS
pabouero 1HsA, B BBIXOAHBIE W Hepabouyue Mpa3JHUYHBIE [HU, B [EPUOA
NOATOTOBKM M TIPOBEIEHUS M30MpaTeNbHbIX KaMIaHWil yCTaHaBIMBAETCA
npejceaaTeaeM TEPPUTOPHAIBHONM KOMHCCHM JIMOO ONpEeNeNseTcs pelieHueM
TEPPUTOPUATBHON KOMUCCHH.

2.3. IlocTynuBIIKE JOKYMEHTHl MOAPA3ACIAIOTCS HAa PETUCTPUPYEMBIE

N HC IOMICKAINUC PETUCTPpaAlINU. HepequL JOKYMCHTOB, HC IIOAJICIKAIIUX



10
perucTpanuu, onpeesieH B mpuiiokeHuu Ne 2.

2.4.1lpu BCKpBITMM KOHBEPTOB, JOCTAaBJIECHHBIX OpraHamu (¢eaepaabHOu
denbIberepckoil  CBA3M, CHEMUANBbHON CBSI3pI0, MO TMOYTE WJIM HApPOYHBIM
IPOBEPSAIOTCS IPaBUIBHOCTh AJPECOBAaHUSA, KOMIUIEKTHOCTh W LEJIOCTHOCTH
JOKYMEHTOB, HAQJIW4YUE IPUIOKEHUH, CBEPSAETCA COOTBETCTBUE HX HOMEPOB
YYETHBIM HOMEpaM, YKa3aHHbIM Ha KOHBepTax. HenpaBuibHO agpecOBaHHbIE
U OLIMOOYHO BJIOKEHHBIE JOKYMEHTHI HE PErMCTPUPYIOTCS, IEPEChUIAIOTCA
110 HA3HAYEHUIO WJIM BO3BPALIAIOTCS OTIPABUTEIO.

2.5. Ecnn npu BCKPBITUM KOHBEpTa OOHAPYKEHO OTCYTCTBHE JTIOKYMEHTOB
WIM UX OTHCNBHBIX JIMCTOB, IIPUJIOKEHUW, IIOBPEXKICHHE JIOKYMEHTOB
WIN HECOOTBETCTBHE HOMEPOB JOKYMEHTOB HOMEpaM, YKa3aHHBIM Ha KOHBEPTE,
npeaceaaTeneM (CekpeTapeM) TEeppUTOPUATILHOW KOMHUCCHUM WM PaAOOTHUKOM
amnmapara, OTBETCTBEHHBIM 3a BEJIECHHME [EJIONPOU3BOJCTBA COCTABIIIETCS AKT
YCTaHOBJICHHOM  (QopMbl B  JABYX OK3eMIULsipax  (mpuiokenue — Ne 3).
OauH HK3eMIUIIp aKTa IOCBUIAETCS OTIPaBUTENO, JApPYroil mpuodiaercs
K IPUHATHIM JTOKYMEHTAM.

Ha 00opoTHO#l CTOpOHE MOCIETHEro JIMCTa TMOBPEXKIECHHOTO JOKYMEHTa
B IIPABOM HIJKHEM YIUIy JI€JaeTCsl OTMETKA «/lOKYMEHT IOJIy4YEH B IIOBPEKICHHOM
BUJIEN.

2.6. KoHBepTHI OT NOCTYNHUBIINX AOKYMEHTOB HE YHUYTOXKAIOTCS B ClIydae,
€CJIM TOJBKO MO HUM MOKHO YCTaHOBHUTH aJpeCc OTIPABHUTENSA, AATy OTIPABKU
Y TIOJIy4YE€HHS IOKYMEHTOB, €CJIM OHU COAEPKAT JOKYMEHTBI, KOTOPBIE MTOCTYIIHIIN
u3-3a TpenesoB teppuropun Poccurickoin denepannu, U3 CyI0B, CIEICTBEHHBIX
OpraHoB, JHUOO JOTOBOpBI, NPETEH3UM, HCKOBBIC 3asBJICHUSA, JOKYMEHTHI,
CBSI3aHHBIE C pa3MEIICHHEM 3aKa30B Ha IOCTaBKM TOBAPOB, BBIIIOJHEHHUE paldoT,
OKa3aHME YCIYT I TOCYJaPCTBEHHBIX HYXKI.

2.7. Ilaketsl ¢ moMeTkod «JImuHO» mepemaroTcs agpecaTaM B 3aKpPBITOM
BU/JIE TIOJT ITOATINC.

2.8. 1lpu perucTpauvyd NOCTYIHBILIETO JOKYMEHTAa B PETrUCTPALMOHHO-

y4eTHOW (opMe 0053aTeTbHO BBOJATCS CIEIYIONNE PEKBU3UTHI: HCXOMSIINAN
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HOMEpP JOKyMEHTa W JaTa, JIaHHbIE O KoppecmoHaeHTe (ampecanTe) (dhammus,

UMs, OTYeCTBO (MpU HamMyuu) (GU3HYECKOro JHIa WIM HauMEHOBAaHUE
OpraHu3alllM), KpPaTKOE COAEp)KaHHE TOKYMEHTa, a TakK€ KOJUYECTBO JIUCTOB
OCHOBHOI'O JIOKYMEHTa W JIMCTOB IPUIIOKEHUS, KOJIMYECTBO 3K3EMIUIIPOB, BHUJ
noctaBku. Ilpm  peructpanum BXOIAIIErO JOKYMEHTa JEJaeTcs  CBA3KA
C UCXOJSLIUM JOKYMEHTOM, Ha KOTOPBII 1aeTcs OTBET (€CJIM TAKOBOW UMEETCH).

IIpn ocymecTtBieHnnn peructpanuu cpencrsamu I/ Ha nuueBor CTOpoHE
NEPBOr0 JIMNCTA 3apPETUCTPUPOBAHHOTO JOKyMEHTa Ha OyMa)XHOM HOCHUTEIE,
KaK IPaBWJIO, B IPAaBOM HM)KHEM YIUIy NPOCTABIIAIOTCA PETHCTPALIMOHHBIA HOMED
Y J1aTa, a TAaK)KE IITPUX-KOJ C YKa3aHUEM HaNMEHOBAHUS OpraHU3alUu.

Ecnn mpocraBieHne perucTpanOHHOIO HOMEpa 3aTpyAHSET IPOYTEHUE
TEKCTa JOKYMEHTa, B TaKOM CiIy4dae BXOISIIMKA HOMEpP IPOCTAaBISAETCA
B CBOOOJHOM OT TEKCTa YIJIy Ha JIMIEBOM CTOPOHE MEPBOTO JHCTAa JOKYMEHTA,
a IITPUX-KOJ MTPOCTABIISAETCS PU HATMYUU TEXHUYECKONM BO3MOKHOCTH.

[Ipr ocymecTBIEHHMH PETUCTpAllMd B APYroMl PErucTpalMOHHO-YYETHOU
dbopMe PpErucTpalMOHHBIN IITaMI C YyKa3aHHEM BXOJAIIET0 HOMEpa, JaThl
perucTpauuy IpOCTABIAECTCS, KaK IPABWIIO, B IIPABOM HIKHEM YIUIy JIMLIEBOU
CTOPOHBI MEPBOTO JIUCTA 3aPETUCTPUPOBAHHOIO JOoKyMeHTa. [Ipu HeobxoaumocTu
YKa3bIBa€TCSl BPEMsI PETUCTPALMM (4achl U MUHYTBHI), a TAK)KE BXOJSIIUA HOMED
JIOKYMEHTa Ha IPUIIOKEHHH.

Ha xonuu noxyMeHTa BXOIAIIMM HOMED IPOCTABIIETCS B IIPABOM HUKHEM
yIUIy JTULEBOW CTOPOHBI IIEPBOTO JIMCTA.

Hymepanns mnocTynuBmIMX JTOKYMEHTOB OCYILIECTBIIIETCS B IIpEAesax
KQJICHIAPHOI'0 roja.

K mnoBTOpHBIM JOKyMEHTaM NpPHUKIAAbIBACTCS HHPOpMaLUsg O paHee
MOCTYNUBIINX JOKYMEHTAX M PE3yJbTaTax MX HCIIOJHEHHUs, KOTOpas NepenacTcs
OTBETCTBEHHOMY 32 HCIIOJIHEHHUE.

[Ipu peructpanuu nokymeHTa Ha OymaxkHoMm Hocutene B IIJ[ oH Moxer
ObITh OTCKaHHpOBaH, a 3aTeM K PYK MoxkeT ObIThb MpUCOEIUHEH 3JIEKTPOHHBIN

o0pa3 ToKyMeHTa U MPUIOKEeHHs K HeMy B ¢opmare pdf.
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[Tocne peructpaunu cpencreamu [IJ[ mocTynmuBImIEro 3JIEKTPOHHOTO

JIOKyMEHTA, B TOM YHCJI€ W3 BBIIIECTOSALIEH W WHOM M30MpaTelibHOW KOMMCCHH,
OH MOJKET OBITh pacrevaTan npyu HeoOXOUMOCTH.

2.9. 3apeructpupoBaHHbIE JOKYMEHTBl PacCMAaTPUBAIOTCS MpeaceaaTeIeM
TEPPUTOPUAIBHOM  KOMHUCCHUHM,  3aTe€éM  IIOoClie  TIEPEHECeHHs  yKa3aHus
M0 HWCIOJTHEHUIO JOKYMEHTa B PETHCTPAIMOHHO-YYETHYIO (opMmy mepemarorcs
VCIIOJIHUTEISIM.

IIpn perucrpauun noxkymentoB B IIJI paccmoTrpeHue mnpencenarenem
TEPPUTOPUATHHOW KOMHUCCUU JOKYMEHTOB M HANpPABJICHHE WX HCIOJHUTEISM
B DJIEKTPOHHOM BHJI€ MOXKET OCYHIECTBIAThCA cpenctBamu 1] 6e3 odopmienus
KON Ha OyMa)KHOM HOCHTEJIE.

2.10. criomHEeHHBIE JTIOKYMEHTBI CIHCBHIBAIOTCS B JI€JIO IIpeaceaaTeeM
TEPPUTOPUAIBHOM KOMHMCCHMM M TOMEIIAIOTCS B J€JIO0 B  COOTBETCTBUU

C HOMEHKJIATYypOH JEN TEPPUTOPUATBHON KOMHUCCHUHU.

3. OcHoBHBIE TPEOOBAHUA K MOATOTOBKE U 0()OPMIICHUIO TOKYMEHTOB

3.1. JJlokymeHTBI, = CcO3/JaBaeMble B  TEPPUTOPUATIBLHOW  KOMHUCCHH,
opopMIIAIOTCS Ha OJIaHKaX, Ha CTaHAAPTHBIX JiMcTax Oymarn ¢opmara A4
(210 x 297 mm) umu AS (148 x 210 Mm) G0 B BUJIE AJIEKTPOHHBIX JOKYMEHTOB
Y JIOJDKHBI IMETh YCTaHOBJICHHBIN COCTaB PEKBU3UTOB.

3.2. JlokyMeHTbI OQOpPMIISIOTCSI Ha TPOJOJIBHBIX JIMOO YTJIOBBIX OJIAHKAX
YCTAaHOBJICHHOW (DOPMBI, HM3TOTOBJICHHBIX THUIMOTPA()CKUM WM KOMITBIOTEPHBIM
criocoboMm (mpuinoxxerue Ne 4).

B TeppuTopuanbHOii KOMHCCHM MOTYT OBITh YCTAaHOBJICHBI CIEAYIOIIHE
BU/IbI OJTAHKOB:

0JIaHK MPOTOKOJIA 3aCeIaHUsI TEPPUTOPUATBLHON KOMUCCHUM;

OJIaHK pelIeHUsI TEPPUTOPHATILHON KOMUCCHUU;

OJlaHK MpuUKa3a MpejacenaTess TEpPUTOPUATIbLHON KOMUCCUY;

OJIaHK MUChMa TEPPUTOPHATILHON KOMUCCHUHU.
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3.3.Ilpy moaroToBke IOKYMEHTOB C mpuMeHeHueMm I/ wucmomb3yrorcs

AJIEKTPOHHBIE  MIA0JOHBI  OJAHKOB  JOKYMEHTOB, KOTOpbIE pPaBHO3HAYHBI
U UJEHTUYHBI TI0 COCTABY PEKBU3UTOB, MOPSAKY UX PACIIONOKEHHS U TaPHUTYpaM
mpudTa 6J1aHKaM JOKYMEHTOB Ha OyMa)KHOM HOCHTEJIE.

3.4. JlokyMeHTbl OQOpMISIOTCS B  COOTBETCTBUU ¢ TpeboBaHUAMU
K JOKYMEHTaM, U3rOTOBJIIEMBIM C IIOMOIIBIO MTEYaTAIOIINX YCTPOUCTB, U K (aitinam
TEKCTOBBIX JIOKYMEHTOB (Tpuiioxkenue Ne 5).

3.5. Ilpu nmoarotoBke u OPOPMIICHUH TOKYMEHTOB IOJDKHBI COOJIOATHCS
npaBuiia 0pOPMIICHUSI PEKBU3UTOB, U3JI0KEHHBIEC HIKE.

3.5.1. Ha Onankax nokymeHTOB mnowmeriaetcss rep0 Cankr-IlerepOypra.
[opsmox U3TOTOBJICHUS, MCIOJIb30BaHUs u XpaHeHUs OJIaHKOB
¢ BocnpousBeaeHuem repba Cankrt-IlerepOypra ycraHaBiuBaeTcsi 3aKOHOM
Canxkrt-IletepOypra ot 23 anpens 2003 roma Ne 165-23 «O neTajbHOM ONMUCAHUU
odunmansHeix cuMBoJIOB CaHkT-IleTepOypra u nmopsake ux UCIOIb30BAHUSD.

KoHTposib 3a npaBuiIbHBIM MCHOJIB30BAHUEM OJIAHKOB M MX COOTBETCTBUEM
YCTaHOBJICHHBIM 0O0pa3liaM OCYIIECTBISIETCA MpelnceaaTesieM TEeppPUTOPUATbLHON
KOMUCCMM U  pabOTHUKOM  ammapara, OTBETCTBEHHBIM 32  BEJCHHE
JEJIONPOU3BOCTBA.

3.5.2. HaumeHnoBaHnue n30MpaTeabHON KOMUCCHH.

HanMeHnoBanue wu30upaTeNbHOW KOMHUCCHMM YKa3bIBaeTCs Ha OJlaHKax
B cooTBeTCTBUH C perienneM Cankt-IlerepOyprckoit u3bupaTeibHON KOMHCCHU.

3.5.3. CnpaBouHble JaHHbBIE 00 U30MPATEIBHON KOMHCCHU.

CrpaBo4yHbl€ JaHHBIE O TEPPUTOPUAIBHOM KOMHUCCHUU YKa3bIBAIOTCS
B OJIaHKaX MHCEM, HAIPUMED:

ya. [Taptuzana ['epmana, 1. 3,
Cankrt-IletepOypr, 198329
Ten. (812) 241-43-55, ®akc (812) 241-43-55
http://tik6.spbik.spb.ru
OKIIO 15172623; OT'PH 1037819015960;
WHH/KIIIT 7807053839/780701001

3.5.4. HaumeHoBaHue BU1a TOKYMEHTA.
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HaumenoBanue BHJa AOKYMCHTA YKa3bIBACTCA Ha  BCCX OnaHKax

U3/1aBa€MbIX JJOKYMEHTOB (ITPOTOKOJ, PEUICHUE U T.[1.), 38 UCKIIOYEHUEM TTUCEM.

3.5.5. Jlata nokymeHTa.

JlaTol TOKyMEHTa SIBJISIETCS Jara €ro NOANMCAHUWs, yTBepXkacHus. [laron
MPOTOKOJIA SIBJSICTCS AaTa 3aceaHus, a aKkTa — JJaTa COOBITHS.

JIOKYMEHTBI, W3/IaHHBIE IBYMS WM 0o0Jiee OpraHU3aIUsIMH, TOJDKHBI UMETh
OIHy (€QuHYyI0) JaTy, COOTBETCTBYIOIIYIO JaTe MOAMUCAHUS JIOKYMEHTa
MOCJIEIHUM JOJDKHOCTHBIM JIMLIOM.

JaTty nokymeHTa ohopMIISIFOT apabCcKuMu upamMu B MOCIEI0BATEILHOCTH:
JIeHb Mecsua, Mmecsl, roa. [Jenp Mecana u mecdan ohOpMIIIOTCS ABYMs IapaMu

apabckux nudp, pasle’aeHHBIMU TOYKOM, ToJ — YeThIpbMs apabCKuMH LHHu(pamu,

HaIpumep:
17.01.2025
Jlomyckaetcst ciioBecHO-IIUGPOBOH crtocod opopMiieHHs 1aThl, HAPUMED:
09 suBaps 2025 r.

3.5.6. PeructpaliuOHHBIN HOMEP IOKYMEHTA.

JIist BXONAIMX W HWCXONAIIMX JOKYMEHTOB, OOpAalIeHHM — MHACKC Jema
110 HOMEHKJIATYPE U, YePE3 KOCYIO YEePTY, HOPSAKOBBII HOMEP TOKYMEHTA.

PerucrpauroHHbpIll HOMEP [OOKYMEHTA, W3JAaHHOIO COBMECTHO, COCTOMUT
M3 Ppa3JICICHHBIX KOCOW 4YepTOM pPEerucTpalMOHHBIX HOMEPOB, HPHUCBOCHHBIX
OpraHu3alMsIMU — aBTOpaMu JTIOKyMEHTa u PaCIOI0KEHHBIX
B TIOCJIEIOBATEIbHOCTH, COOTBETCTBYIOIIEH OOO3HAYEHUI0 HAWMEHOBAHUU
OpTraHu3alri B 3ar0JIOBOYHOM YaCTH JOKYMEHTA.

3.5.7.Ccblmka Ha pETUCTPALlMOHHBIA HOMEpP M JaTy IOCTYIHBIIETO
JOKYMEHTA.

CcbUika Ha PETrMCTPALlMOHHBIA HOMEpP M JaTy IMOCTYIUBILIETO JIOKYMEHTa
BKJIFOYAETCSI B COCTaB PEKBU3UTOB OyiaHka mnucbMa. CcblIKa MPOCTABISETCS
HCIIOJIHUTEJIEM MPU OATOTOBKE MUChMa-0TBETA.

3.5.8. Mecro cocraBiieHus (M31aHUs) JOKYMEHTA.

Mecto cocraBieHus (WM31aHUsI) JOKYMEHTAa YKa3blBaeTCs Ha OJIaHKe

KOHKPCTHOTO BHUJAa HOKYMCHTA. B Omankax mucem CBCACHUA O MCCTC CO3JaHUs
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JAOKYMCHTA COACPIKATCA B PCKBHU3UTC ((CHpaBO‘-IHBIe JaHHBIC

00 n30upaTeIbHON KOMUCCUY.

[Ipu mpOIOABPHOM PACTIONOKEHUH PEKBU3UTOB OJaHKA MECTO COCTABIICHUS
WIM W3JaHusl JOKYMEHTa YKa3blBa€TCd B CEPEIUMHE CTPOKH MEXIy JaTou
U PEruCTPAallMOHHBIM HOMEpPOM JOKYMEHTa, a IpH YIJIOBOM PAaCIOJIO0KEHUU
PEKBU3HUTOB — [0/ JAaTOW M PETUCTPALlMOHHBIM HOMEPOM JOKYMEHTa, OT Kpas
JIEBOTO TOJIS.

3.5.9. I'pud (momeTka) 006 OrpaHUYCHUH JOCTYyNA K IOKyMEHTY.

[IpocraBnsiercs HA  JIOKyMEHTax, CoJIeprKaIuX uH(pOpMaIUIO
OTPaHMYEHHOIO0 PACHpOCTpPaHEHUs, Kacalollylocs JeATeIbHOCTH OpraHu3alui,
OTPaHUYEHUS] HAa  PACHpPOCTPAHEHHUE  KOTOPOM  JAMKTYIOTCA  CIY>KEOHOM
HEOOXOAMMOCTbIO, @ TaKXe IMOCTYINHUBIIAsS B TEPPUTOPUATBHYIO KOMHCCHIO
HeceKpeTHas uHGoOpMalMs, OOCTYNl K KOTOPOM OrpaHHYe€H B COOTBETCTBUU
¢ enepanbHBIMU 3aKOHAMH.

[TomeTka Ha JOKyMEHTaX, cCoJepKalluX HHPOPMALUIO OTPAaHUYEHHOTO
pacnpocTpaHeHusi, umeeT Bu « /s ciyxebHoro nmonp3oBanus» (manee - JICII).

[lomeTka mpocTaBiseTcs B BEPXHEM IMPAaBOM YIJIy JHUIEBOM CTOPOHBI
MEPBOTO JINCTA JOKYMEHTA OT IPAHUIIBI BEPXHETO TOJIS.

3.5.10. Anpecar.

PexBU3UT «ApecaTy pacnoiaraeTcs Crpana 1noJi peKBU3UTaMu OJlaHKa.

JIOKYMEHTBI apECyIOTCsl B OpraHU3alii, UX CTPYKTYpPHBIE MMOAPA3ICICHHUS,
JNOJDKHOCTHBIM JIMIIAM WM TpaXJaHaM I[IpH OTBET€ Ha HX OOpalleHus.
HanMeHoBaHMsSI oOpraHu3alli W CTPYKTYPHOTO MOJpa3JeieHusl YKa3bIBalOTCA
B UMEHUTEIILHOM MaJIeXKe, HallpuMep:

Anmunuctpanus L{entpansHoro paiiona
Cankr-IleTepOypra
FOpuanueckuii oTaen

Ecin  gokymeHT aapecyeTcs JIOJDKHOCTHOMY —JIMIYy, HaWMEHOBAaHHE
OpraHW3allMi YKa3bIBAE€TCS B MMEHUTEIHHOM MaJiekKe, a JOJKHOCTh M (haMUIus

— B 1aTCJIBHOM. HpI/I 9TOM MHHUIHAJIbI YKA3bIBAOTCA IMOCJIC (baMI/IJII/II/I, HaIIpUMCP:
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A nvmunucrtpanus LlenTpansHoro panona
Cankr-IleTepOypra
Hauanpauky oOmiero otaena

HNBanosy H.II.

Ecnu JOKYMEHT aapecyercs PYKOBOJMTEIIIO OpraHu3aluu
WIM €ro 3aMEeCTUTENII0, HAaUMEHOBAaHUE OpraHU3allid JOJDKHO BXOJUTH
B HAMMEHOBAHME JIOJKHOCTH a/ipecarta, Halpumep:

3amMecTuTelo aupekTopa Beepoccuiickoro
Hay4YHO-HCCJIEI0BATEIBCKOIO HHCTUTYTA
JOKYMEHTOBEACHUS M apXUBHOTO J€Ja

Cwmupnosy 1111

Ecnu  pgokymeHT ajpecyeTcsi oOpraHuM3aldy, CHadaja YKa3bIBaeTcs

€€ HaMMEHOBAHUE, 3aTEM MOYTOBBIN aJpec, HAIpPUMED:

[enTpanbHas n3duparenbHas KOMUCCHUS
Poccniickon @enepanun

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

JlomyckaeTcsi UEHTPUPOBATh KAXKIYKD CTPOKY PpEKBU3HTa «Aapecar»
10 OTHOIIEHUIO K CAaMOW JIJIMHHOM CTPOKE.

JlomyckaeTrcsi MCMHOJb30BaTh  OQUIMAIBHO TPUHATHIE  COKpAICHHBIC
HANMEHOBAHUSI OPraHOB TOCYAApPCTBEHHOM BJIACTH, MECTHOTO CaMOYIIPABJICHHS,
OpraHHu3aIri.

[TouToBBI1 ampec yKa3bIBa€TCsl B TMOCJIEAOBATEIIBHOCTH, YCTAHOBJICHHOM
[IpaBunamMu oOKazaHUs YCIYr TIOYTOBOM CBSI3M, YTBEPKICHHBIMH MPUKA30M
MunucTepcTBa 1UEGPOBOIO Pa3BUTHS, CBSI3M W MACCOBBIX KOMMYHHMKAIIUH
Poccuiickoii @enepauun ot 17 ampens 2023 roma No 382 «OO yTBepKIeHUU
[IpaBui oka3zaHus yCiayT OYTOBOM CBSI3UY.

Ecnn 1oOKyMeHT OTIpaBisieTcsi B HECKOJIBKO OJHOPOJHBIX TOCYIapCTBEHHBIX

OpraHOB WJIM OpraHu3aluii, uX ciaeayeT yKa3blBaTb 0000UIEHHO, HAllpUMED:
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[IpencenarensiM y4aCTKOBBIX KOMUCCUN

JIOKyMEHT He [JIOJDKEH coJaepkarb Oojiee  4eThIpeX  aapecaTos.
CnoBO «KOIUs» NEpe BTOPbIM, TPETBUM, YETBEPTHIM a/IpECATOM HE YKa3bIBAa€TCH.

IIpn HampaBneHMH JOKyMEHTa Oojiee YeM B YETBIPE aJlpeca COCTABIIAETCA
CIHCOK pPAacChUIKM YCTaHOBIEHHOW ¢opMbl (mpusoxkenue Ne 6), KOTOpBIi
IIOANMCBIBAETCS MPEACEAATENIEM TEPPUTOPUAIBHON KOMUCCHH.

IIpu anpecoBaHMM JOKYMEHTa (PU3MUECKOMY JIMIly BHAdalle yKa3bIBAIOTCS
dbamMuIMs 1 MHUIMAIIBI TTOJTyYaTesi, 3aTeM IMOYTOBBIN aapec, HanpuMep:

domuueny [1.1.
MockoBckuii np., 1om 15, k8. 10,

Cankr-IletepOypr,
190005

[Ipu oTmpaBke muchMa 1Mo AESKTPOHHOM MOUYTE WM MO (PaKCUMHIIIBHON CBSI3H
(6e3 MOCHUIKM 10 TI0YTE) MOUYTOBBINA aapec He ykas3biBaeTcs. [Ipn HeoOXoammocTu
MOKET OBITh YKa3aH ajpec DJJIEKTPOHHOW mouThl (HOMep Teinedona/paxca),
HanpuMep:

MuHHCTEPCTBO IOCTULIMN
Poccuitckon Oenepanmnu
mail@minjust.ru

3.5.11. I'pud yTBepK1eHUS TOKYMEHTA.

JIOKYMEHT  YTBEp)KIAeTCsl JIOJDKHOCTHBIM  JIMIIOM WJIM  CIEUUATbHO
U3/1aBa€MbIM JOKYMEHTOM.

[Ipu yTBepkIeHUU TOKYMEHTa IOHKHOCTHBIM JUIIOM TPHU( YTBEPKIACHUS
noikeH coctoATh u3 cinoa Y TBEPKJIAIO 0Oe3 kaBbiuek U MponuCcHBIMU OyKBaMu
U Ha  CIEAyIoleld  CTPOKE — HAMMEHOBAaHWE  JOJDKHOCTH,  IOJIHUCH,
(mpu odopmiieHMM Ha OyMa)XHOM HOCUTEJE), WHUIMAIBI U (amwuiusg JuIa,

YTBCPAUBLICTO JOKYMCHT, J1aTa YTBCPKICHH.
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['pud yTBEepKIaeHHs pacroyiaraloT B MPaBOM BEPXHEM YTy MEPBOTO JIMCTA

TOoKyMeHTa. B rpude yTBepKIeHHsS OMyCKAaeTCs ILEHTPUPOBATh 3JIEMEHTHI

OTHOCHUTEJIBHO CaMOW JUIMHHOW CTPOKH, HAIIPUMED:

YTBEPXIAIO
npeaceaaresb TeppuTopuaibHON
n3buparenbHo komuccuu Ne 38

IIOAITNUCH HWHHUIIUAJIbI, (1)aMI/IJII/I$[
Jara

IIpu yTBEpKIEHUH NOKYMEHTA MTOCTAHOBJIEHUEM, MPOTOKOJIOM, PEIICHUEM,
pacriopsbkeHneM  rpud  yTBepkiaeHuss cocrour wu3 cioBa Y TBEPXJIEH
(YTBEPXIEHA, VYTBEPX/JEHblI wmu VYTBEPXJIEHO) 6e3 kaBbiuek
W TPONMUCHBIMA OyKBaMH, HAaWMMEHOBAHHS  YTBEPXKIAIOMIETO  JTIOKyMEHTa

B TBOPUTEJILHOM MaJIEXKe, €T0 1aThl 1 HOMEpa, HalpuMep:

YTBEPX/IEH
pemienneM TeppuTopuanbHOU
u3buparenbHOi kKomuccuu Ne 38
oT 24 siuBaps 2025 r. Ne 130-7

3.5.12. Yka3zaHus 10 UCIOJIHEHUIO JOKYMEHTa (PE30TOLINS).

VYka3aHusi MO HKCIOJHEHHUIO JOKYMEHTa MOTYT OBITh HAMUCaHbl OT PYKHU
npeacenareaeM TEeppPUTOPUATIbHOM KOMHUCCHHM HAa IMOJIMHHHUKE JIOKYMEHTa
Ha CBOOOJHOM OT TEKCTa MECTE WM OQOpPMIIEHBI Ha OTAEJIbHOM JiMcTe Gopmara
A6 (105 x 147 mMm), NPUIOKEHHOM K JIOKYMEHTY. YKa3aHds IO HCIIOJIHEHUIO
JIOKyMEHTA BKJIIOUAIOT bamunuu u WHULIAAIIBI UCIIOJIHUTEJIEH,
npu HEOOXOAMMOCTH — COJIEpP)KaHUE TOPYUYEHHs, CPOK HCIIOJIHEHHUs, MOAMNCH
(mpu opopmiieHnu Ha OyMa)KHOM HOCHUTEIIE) pPyKOBOJIUTENS U JaTy, HAIpUMED:

Cuzony A.1O.
['puropeeBy B.C.

[Ipoiry paccMOTPETh U JaTh OTBET
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k 14.02.2025

MOJIITHCH
naTa
VYKa3aHus 1O HUCIOJHEHHUIO JIOKYMEHTa TaKXe€ MOTYT OBITb O(QOpPMIICHBI
¢ wucnonb3oBanueMm I[IJ] ¢ mnpuMeHEHHEM »3JICKTPOHHBIX IIAa0JIOHOB OJaHKOB
JIOKYMEHTOB.
3.5.13. 3aroyioBOK K TEKCTY IOKYMEHTa (HAMMEHOBaHUE TJOKYMEHTA).
3aroyioBOK K TEKCTYy JOKYMEHTAa JIOJDKEH KPaTKo M TOYHO pPaCKphIBATh
ero coJiepkaHne W OBITh COTJIacOBaH C HAMMEHOBAHHWEM BHJA JOKYMEHTA.
3aroyI0BOK MOXKET OTBEYaTh HAa BOMIPOCHI:
«0 yeM (0 KoM)?», HarpuMep:
Pacnopsokenune — O co3ganuu DKCIEPTHONM KOMUCCHU;
«4ero (Koro)?», HanpuMmep:
JIOIKHOCTHOM pErIaMeHT BEAYILETO CIEHUAJINCTA;

AXT 00 YHUYTOKCHUN JOKYMCHTOB C HCTCKINNMH CPOKAMHU XPAHCHH.

3aroJIoBOK COCTaBJISETCS JIUIIOM, TOTOBSIIIIUM MTPOEKT JOKYMEHTA.

3aroyioBOK, COCTOSIIIMIA M3 JBYX M 0OJee CTPOK, Medyaraercs 4yepe3 OJUH
MEXCTPOUHBIM MHTEpBaJl, TOYKa B KOHIIE 3arojioBKa HE CTaBUTCS. 3aroJioBOK
pacrmonaraeTcss Ha TEpBOM JIHCT€ HaJ TEKCTOM JOKYMEHTa [0 IEHTpY,
a mpu o(hopmIIEHUHU THChMa — OT TPAHUIIBI JIEBOTO TTOJIS.

3.5.14. Tekct fOKyMeHTA.

Texct nmokymeHTa OQOpPMIAIOT B BHAE CBSI3HOTO TEKCTa, TaOJIHIIBI
WIN COEIMHEHUS ITUX CTPYKTYP.

TexkcT nOOKyMmMeHTa JOJDKEH U3JaratbCsi KpaTKO U SICHO, OBITh
apryMEHTUPOBAHHBIM, OOECHEeYMBaTh TOYHOE U OJHO3HAYHOE BOCIPHSTHE
coJiepKarieicss B HeM HHGOpMAIIHH.

TekcT moOKyMeHTa [OJDKEH, Kak TMpaBWIO, COCTOSTh M3 JBYX YacTew.
B nepBoif uacTM yKa3bIBalOTCA MPUYMHBI, OCHOBAHHUA, LEIU COCTABIICHUS
JOKYMEHTa, BO  BTOPOW — pEIICHHs, BBIBOJBI, MPOCHObI, MPEIIOKECHHUS,

PEKOMCHIAINH.
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Tekct AOKYMCHTA MOKCT COJCPIKATH TOJIBKO 3aKIOYUTCIBbHYIO 4YacCTb

(HanpuMep, pacnopsHKEHUE — PaCHOPAIUTENbHYI0 YacTh 0€3 KOHCTaTHPYIOLIEH,
MUCHMO, 3asBJIEHUE — IPOCHOY O€3 MOSICHEHN).

B TekcTe mokymeHTa, MOATOTOBIEHHOIO Ha OCHOBAHUHU 3aKOHOJATENIbHBIX,
MHBIX HOPMATHBHBIX MPABOBbIX aKTOB, HU3JAaHHBIX OPraHaMH TOCYAapCTBEHHOU
Bnactu u ympasieHusi, [{UK Poccuun, Cankt-IlerepOyprckoit mzOupaTenpbHON
KOMHUCCHUEH, paHee W3JaHHbIX TEPPUTOPUATILHON KOMHUCCHUEH, YKa3bIBAIOTCA
HAaUMEHOBAaHME BHJIa JOKYMEHTa, HAUMEHOBAHHE OpraHa, M3/AaBILErO JOKYMEHT,
JaTa TPUHATHS WM YTBEPXKICHHUS IOKYMEHTa, €ro pEerucTpallioHHBIM HOMeEp,
a TaKXe 3arojIOBOK JOKYMEHTA, 3aKJIFOUEHHBII B KaBbIYKH.

[Ipu ynotpe6ienun B TekcTe (pamMuIuil UL HHUIHAIBI YKA3bIBAIOTCS MOCIIE
bamunmm.

TekcTbl JOKYMEHTOB OOJBIIOTO O0OBbEMAa MOTYT JACJIUTHCS Ha paselibl,
HoJIpa3elibl U MyHKThI, KOTOPbIe HyMEPYIOTCs apabCKUMU LIu(ppaMu, HapuMep:

1. Pa3nen
1.1. Iloppaznen
[.1.1. ITynkT

AG3a11bl BHyTpH IYHKTOB HE HYMEPYIOTCSL.

B nucbMax ucnonb3yroT ciaeayronme GopMbl U3T0KEHUS:

or l-ro muma MHOXecTBeHHOro uyucia («IIpocuM  HampaBUTH
uHpopMaluio...», «Hampasisiem Ha 3aKII0Y€HUE TPOEKT...» U JIp.);

OT 3-ro Juua E€IUHCTBEHHOIO 4Yucia («TeppUTOpHANbHAs KOMHUCCHS
HE CUMTAeT BO3MOJXHBIM...», «TEPPUTOpHUATbHAS KOMMCCHs  Ipeajaraer
paccMOTPETh BO3MOXKHOCTD...»).

I'padsl 1 cTpoku TaAOMMLBI JOJKHBI MMETh 3arojOBKH, BBIPAXKEHHBIC
CYILLIECTBUTEJIbHBIM B HUMEHUTEIbHOM mnajaexe. lloazaronoBku rpad u cTpok
JIOJIKHBI OBITH COTJIACOBAHBI C 3ar0JI0BKaMH.

Ecnu tabmuiy nedataroT 0ojiee 4eM Ha OJIHOM CTpaHMIE HA CIEAYIOLIUX
CTpaHUIaX MOTYT OBITh HaledyaTaHbl 3aroJOBKU Ipad WM UX HOMepa (B clydae,

ecyu rpadbl TAOIHUITHI HA TIEPBOM JIUCTE TPOHYMEPOBAHBI).
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3.5.15. OT™meTKa 0 HAIMYMU TPUIIOKEHU .

OTMeTKa 0 HaJIMYUHU HpI/IJIO}KCHI/II‘/JI pacnojiara€Ttcsa OT I'paHUIbI JICBOI'O I1OJIA
IMOCJIC TCKCTA ICpCa MOAINMUCHIO.

CnoBo IIPUIIOKCHUC) IICHATACTCA B CAMHCTBCHHOM HJIM MHOXCCTBCHHOM
YHCJIE B COOTBCTCTBHH C KOJIMYCCTBOM HpI/IJ'IO}KeHI/If/'I.

Ecan JAOKYMCHT MMCCT IIPHUIIOKCHHUC, HA3BAHHOC B TCKCTC, OTMCTKA

0 €ro HAJIMYuu opopMIIsieTCs 1o clieaytouieit popme:

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

Ecin AOKYMCHT HMCCT IPUIOXKCHHUC, HC HA3BAHHOC B TCKCTC, MM CCJIH
HpI/IJ'IO)I(eHI/Iﬁ HECKOJIbKO, MX HAMMCHOBAaHHA HGO6XOI{I/IMO MNEPCUYNUCIINTL IIOCJIC
TEKCTa JOKYMCHTA IICPC IMOAINUCBIO C YKAa3aHUCM KOJIMYCCTBA JIMCTOB B KaXKJIO0M
IMPHUIIOKCHUHU 1 KOJIMYCCTBA DK3CMILIAPOB, ITPH HAJIWMYUHU HECKOJIBKHUX HpI/IJ'IO)KeHI/Iﬁ

UX HyMEPYIOT, HAaIlpUMep:

[Ipunoxenus: 1. Ilonoxxenue 06 DkcriepTHON KoMHCcCUU Ha 15 1. B 1 2K3.

2. llpumepHas HomeHKIaTypa aei Ha 14 1. B 1 2k3.

Ecniu  mpuiokenus — cOpOIIIOPOBaHbI, TO  KOJMYECTBO  JIMCTOB
HE YKa3bIBaCTCs.
Ecnu npuioxeHue HampaBisieTcsi HE BO BCE YKa3aHHBIE B JIOKYMEHTE

ajipeca, TO OTMETKA 0 HAJIMYMHU MIPUIIOKEHUST 0POpMIISIETCA 0 clieytouei popme:

[Tpunoxenue: Ha 20 11. B 3 5K3. TOJIBKO B NIEPBBIN aJIpec.

Ecim x [OOKyMEHTY mpunaraercs JOpYyrol JITOKYMEHT, TAKXKE HWMEIOIIUN
MPWIOKEHUE, TO OTMETKA O HAJUYMHM TMPUIIOKECHUS O(POpPMIISIETCS CIeMyIOIUM

obpazom:

[Ipunoxenue: mnuceMo Cankr-IletepOyprckoit  u30upaTebHONM  KOMHCCUU
or 15.11.2024 No 01-18/450 u mnpuiokeHHWE K HEMY, BCETO
Ha 15 o

Ecin IIPHUIIOKCHUEM SBJIACTCA 000CO0ICHHBIN BHGKTpOHHBIﬁ HOCHUTCEIIb
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(KOMIaKT-TUCK, usb-¢Jenr-HakomuTeab © Jp.), TO OTMETKAa O HAJIWYUU

IPUIOKEHUS OPOPMIISIETCS CIEAYIOIIUM 00pa3oM:

[Tpunoxenune: CD B 1 k3.

I[Ipy »ToM Ha Hocutrene (BKJIaubIe (KOHBEPTE)), YKa3bIBAKOTCS
HAaUMEHOBAHUS JJOKYMEHTOB, 3alIICAHHBIX HAa HOCUTENb, NI UMEHa (haijIoB.
B pemenusax u mnpukazax CBEACHHUS O HAIMYUU MPUIOKCHUN YKa3bIBAIOTCS

B TEKCTE, HallpUMED:

«Pa3paboTtath M mNpeACTaBUTh MNPOEKT IUIaHa 1Mo (opme, yKa3zaHHOU
B IIprtoxkeHuu Ne 1»
WJIH

«...JIeTIaeTCs 3alKCh B KypHaJ yCTaHOBIEHHOU (hopMbI (Tipriokenue Ne 2).»

Ecim B gokymMeHTe, K  KOTOPOMY  OTHOCUTCS  NIPHUJIIOXKEHHUE,
OHO HE YTBEPXKAAETCS, @ TPOCTO COAEPKUTCS CChUIKA Ha HETO, TO HA MEPBOM JIUCTE
MPUJIOKEHHUSI B TIPABOM BEPXHEM VINIy YKa3bIBAaCTCs, K KAaKOMYy PEIICHUIO
(mpuKazy) MPUI0KEHUE OTHOCUTCS, @ CTPOKH MOTYT IIEHTPOBATHCS OTHOCUTEIIBHO
CaMOM JUIMHHOW CTPOKH, HaIPUMED:

[Ipunoxxenue
K MpUKa3y MpeaceaaTess
TeppuTopuaibHOM H30UPATEIHLHOMN
komuccuu Ne 38
oT 14 mapta 2025 r. Ne 27-pn
[Ipy HaIMYMK HECKOJIBKHX IPHIOKCHUN OHHM HYMEPYIOTCS, HaIlpuMep,

npunoxenue Ne 1, mpunoxxenue Ne 2 u tak nanee.

3.5.16. Iloamnuce.

B cocraB moamucH  BXOIAT: HAaWMEHOBAaHHME  JOJDKHOCTH  JIMILA,
NOJAMMCABIIET0  JOKYMEHT, €ro COOCTBEHHOpY4YHas MOJANHUCh, KOTOpas
opopmisieTcs CHHMMM WJIM YEpPHBIMU YEpHWIAMH, paciiu@poBKa MOAMHUCU
(MHUIMABI, (PaMUITHS).

Ecin noxkyMeHT odopmisiercs Ha OJIaHKE TEpPUTOPUATBHON KOMUCCHH,

TO PCKBU3UT BKIHOYACT HAMMCHOBAHMC OOJDKHOCTH JIMOA, ITOAIIMCBIBAIOIICTO
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JIOKYMEHT, €r0 COOCTBEHHOPYYHYIO TTOJAINHKCH, PACIIM(PPOBKY MOANMHUCH (MHUITAATIBI

1 (haMuIINIO), HAIPUMeED:

[Ipencenarens ITOIINCH UHUIMAIIBI, (paMuus

Ecnu pgomxHOCTHOE JIHMIIO, MOANUCH KOTOPOTO 3arOoTOBJIEHA HA IPOEKTE
JIOKyMEHTA, OTCYTCTBYET, TO JOKYMEHT MOANMCHIBAET €r0 3aMECTUTENb UM HHOE
JUIO0, UCHOJHSomEe ero oOs3aHHOCTH. [lpu 3ToM 00s3aTenbHO yKa3bIBAIOTCSA
dakThueckas JOKHOCTh JIMIA, MOAMMCABIIET0 JOKYMEHT, U €ro QaMuius.
He  nmomyckaercs ~ moAamuchiBaTh — JOKYMEHTBI € MPEIJIOTOM  «3a»
WJIU TIPOCTABJIECHUEM KOCOU YepThl NIepe] HAMMEHOBAHUEM JIOJKHOCTH.

Ecnu nokyMeHT odopmiisieTcs He Ha OJIaHKE, TO PEKBU3UT COJECPKUT MOJTHOE
HaUMEHOBaHUE JOJKHOCTH auua, MO CABIIETO JIOKYMEHT,
€ero COOCTBEHHOPYYHYIO MOJIUCh, pPAcCIIUPpPOBKY MOANUCH  (MHUIMAIBI

1 (haMuUIINIO), HAIPUMeED:

IIpencenarens
TeppuTopuanbHOit N30UPATEITLHON KOMUCCUN
No 38 MOANKUCH WHUITHAIIBI, (PaMUIIHs

HpI/I MOANMMCAHNUN NOKYMCHTA HCCKOJBKMMH JOJDKHOCTHBIMHU JIMI[AMH
HX IOAIMCH pacrojararorcsa oaHa II0J ,Z[perﬁ B TIIOCJICOOBATCIBHOCTH,

COOTBETCTBYIOIIEH 3aHUMAEMOM TOJHKHOCTH, HAIIPUMED:

IIpencenarens MOJIHUCH WHUTIAAITBI, (amMuimst

['naBHbIN Oyxrantep MOJIHKCH WUHULMAJIbI, (haMuiIns

[Ipy noanucanuym JOKyMEHTAa HECKOJIBKMMH JIMIAMH, 3aHUMAIOIIHMU
paBHBIE  JIOJDKHOCTH, MX TNOAINKWCHA  pPaclojiaratoT Ha OJHOM  YPOBHE,

Hanpumep:
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HauansHuk mpaBoBoOrO OTIEIA Havanpuux
OpPTraHU3alMOHHO-METOANYECKOTO
oTxeIa
MOANKUCH WHHUITHAITBI, (haMUTTHIS MOANKUCh WHULHAAIBI, (pamMuus

B mokymeHTe, moaroToOBIEHHOM KOMUCCUEN, TOANMCH PACIIOIAratoTCs OHA
noA aApyroi. IlepBeIM yKa3bpIBaeTCs MpeceaaTesib KOMUCCHH, a (aMUJIUKA YJICHOB

KOMHCCHUH PACIoJIaraloTcs B ajipaBUTHOM MOPSIAKE, HAIPUMED:

[Ipencenarens KOMUCCUU IIOIITNUCH WHULHANBI, (haMUITHS
YjieHbI KOMUCCHUH IIOIITNUCH WHULHANBI, (haMUITHS
MMOAIIHNCH WHUIHAIBI, (DaMUIHS
IIOIITNUCH WHULHANBI, (haMUITHS

Ecnmn OKyMEHT cocTaBieH Kak mnpujaraeMasi K OCHOBHOMY JIOKYMEHTY
cripaBka wii  uHbopManus, TO OH odopmiIsieTcs B  COOTBETCTBUU
c myHKTOM 3.5.15, a BMECTO MOJNUCH MOJ TEKCTOM JOKYMEHTa, KaK IMpPaBuUIo,
yKa3bIBaeTcCs haMIIIMsl, UMs, OTYECTBO UCIIOTHUTEIS.

3.5.17. OtmeTKa 00 AJIEKTPOHHOM MOAMKCH.

[IpocraBnsieTcss Ha BU3yaJIM3UPOBAHHOM JJIEKTPOHHOM JOKYMEHTE B MECTE
pacIojioKeHus: COOCTBEHHOPYYHOM MOJMUCH JOJDKHOCTHOTO JIMIIA B JIOKYMEHTE

Ha OyMa)KHOM HOCHTEIIe, HalpUMeED:

[Ipencenarens AOKYMEHT NOAMNWUCAH
T o nPOCTOM NOANUCBHIO
CPPUTOpHATILHOU
n30upaTeaTbHON KOMUCCUH No 38 | XYBACT/PIZL7BQ+O+6LTHNQPOMVDVLYS= C.B. IlonomapeB

Hencreutened:bes cpoka AeiAcTBuna
Bnapeneu:WpuHuHa WHra ButanbesHa

DneMEeHTbl OTMETKH 00 3JEKTPOHHOM MOAMMCH JOJKHBI OBITh BUAMMBIMU
¥ YUTAEMBIMU MIPH OTOOPAKEHUH JTOKYMEHTA B HATypajIbHOM pa3Mepe.

DneMEeHThl OTMETKH 00 AJIEKTPOHHOM MOJNUCH HE JOJIKHBI MEePEeKPhIBATHCS
WJIM HAKJIABIBATBCA APYT Ha Apyra.

DJeMeHTbl OTMETKH 00 3JEKTPOHHOM MOJIUCH HE JOJDKHBI MEPEKPHIBATH

QJICMCHTBI TCKCTAa AOKYMCHTA M JAPYyIu€ OTMCTKH 00 G)J'ICKTpOHHOI‘/’I IO AIIMCH
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(Tpu HAJTMYHM).

B cnydae, ecnm 3neKTpOHHAs MOJIUCH COAEPKHUT METKY JOBEPEHHOIO
BPEMEHHU, OTMETKAa 00 JJIEKTPOHHOW MOAMHMCH JOJKHA 00s3aTeIhbHO BKIIOYATH
uHOpPMAITMIO O Jareé W BPEMEHH TMOJAMHUCAHHS JOKyMEHTa JJICKTPOHHOU
MOJNUCHI0. BHEIIHMI BUJ METKHA JOBEPEHHOTO BPEMEHU U BHEIIHUM BUJ IIPOCTOU
AJIEKTPOHHOM MOJINUCH YCTAaHABIMBAECTCS JIOKAIbHBIMU HOPMATHMBHBIMU aKTaMU
WJIM 1O COTJIAIIEHUIO CTOPOH JOKYMEHTO000pOTA.

3.5.18. I'pud cormacoBaHwusl.

I'pu¢ cornmacoanust cocroutr u3 cioBa COI'JTACOBAHO 6e3 kaBbluek
U NPONUCHBIMU OyKBaMH, HAUMEHOBAHUS JIOJKHOCTH JIMIA, KOTOPHIM COTJIaCOBaH
JOKyMEHT (BKJIFOYAasi HAWMEHOBAHHME OpTraHU3allMH), €ro COOCTBEHHOPYYHOU
noAnucy (mpu ohopMIICHUU Ha OyMaKHOM HOCHTEINE), paciiM(PPOBKHU IOAIUCH

(uHUIMANBI, (PaMUIIUS) U JIaThl COTJIACOBAHMUSI, HAIPUMED:

COI'JTACOBAHO
Cexperaps TepputopuanbHOt
n3ouparenbHo komuccun Ne 38
MOAMKUCH HHUITHAITBI, (PaMUITHS
nara

Ecin  cornmacoBaHue OCYIICCTBIACTCA  IIPOTOKOJIOM HWJIM  ITMCBMOM,

TO COIIacOBaHKE O(OPMIISIETCS CIIETYIOUIUM 00pa3oM:

COI''TACOBAHO
MIPOTOKOJIOM 3aCEaHuUs
aTTECTAllMOHHOW KOMHUCCUHU
TepputopuaibHOM U30UpaATEILHOMN

komuccuu Ne 38
ot 14 deBpaist 2025 1. Ne 16

HIIn:

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

I'pud cormacoBanuss NOKyMEHTa B 3aBUCHUMOCTH OT BHAAQ JOKyMEHTa

1 0COOCHHOCTEH ero 0(hOpMIICHUS MOYKET MPOCTABIIATHC:
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Ha MEpPBOM JIUCTE JOKYMEHTa B JIEBOM BEpXHEM YTy Ha ypoBHE Tpuda

YTBEPKJICHUSI UJTM TI0JT HAMMEHOBAHUEM JIOKYMEHTa OJIMKe K HIPKHEMY TIO0JIIO;

Ha MOCJIETHEM JIUCTE IOKYMEHTA MO/ TEKCTOM;

HAa JINCTE COIIACOBAHMS, ABJISIFOLIEMCSI HEOThEMIIEMOM YacThIO JOKYMEHTA.

3.5.19. Busa.

BHyTpeHHee coriacoBaHue MPOEKTa TOKyMEHTa 0(OPMIISIETCS] BU3OM.

CornacoBanue NpoeKTa JOKYMEHTa MOXXET OCYILIECTBISITbCA CpPEJICTBAMU
ITA. Ilpu cornacoBaHMM NpOEKTa TOKyMEHTa Ha OyMa)XHOM HOCHUTENE BHU3a
BKJIIOYAET TMOJAMUCH BHU3UPYIOLIEro, pacmiM@poBKYy MOANUCH (MHHUIIMAIIBL,
bamuiusa) U AaTy, OpU HEOOXOJAMMOCTH MOXKET OBITh yKa3aHa JOJKHOCTH

BU3UPYIOILETO, HAIPUMED:

Cexkpertaps TeppuropuanbHOt
n3buparenbHo komuccun Ne 38

IIOAIIMCh HMHHUIIWAJIbI, (l)aMI/IJ'H/IH
Jara

[Ipn HamMuuu 3aMedYaHdil K JOKYMEHTY BH3a OGOPMIISCTCS CICAYIOIINM
obpazom:

3amMedaHus ImpujiararoTcsa

Cekpertapp TeppuropralibHON
n3buparenpbHOU Komuccuu Ne 38

IMoAIINChH HMHHUIIHUAJIBI, q)aMI/IJII/ISI

Jara

3aMeuaHus  W3JaralTCi HAa  OTIACIBbHOM  JINCTE, MOANUCHIBAIOTCS
Y TIPWIATAKOTCS K JOKYMEHTY.

Jlonmyckaercst TOMMCTHOE BUSUPOBAHUE JOKYMEHTOB U IPUJIOKEHUN K HUM.
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Ecmn MNOAJIMHHUK JOKYMCHTA OCTACTCA B TeppI/ITOpI/IaJIBHOﬁ KOMHUCCHUH, BU3bI

IPOCTABIIAIOTCS B HIDKHEM YacTh OOOpPOTHOW CTOPOHBI TMOCJIEIHEro JIMCTa
MOJJIMHHUKA IOKyMEHTA.

JIns 1OKyMeHTa, MOJJIMHHUK KOTOPOTO OTHPABISAIOT U3 TEPPUTOPHUATBHOU
KOMMCCHUH, BU3bI POCTABIIAKOTCA B HIJKHEN YaCTH JIMLEBOW CTOPOHBI MOCIEIHETO
JIMCTA KOMHUU OTHPABIIIEMOIO JOKYMEHTA.

3.5.20. Ileuats.

[lewatp  3aBepseT  MOMJIMHHOCTH  IOAIKUCH  JOJDKHOCTHOTO  JIMUA
Ha JOKYMEHTax, YJIOCTOBEPSIOIIMX MPEAYCMOTPEHHBIE IIPABOBBIMU aAKTaMHU
MOJIHOMOYMST JIOJDKHOCTHBIX JIMI] WM  (UKCUPYIOIUX (aKThl, CBSI3aHHbBIC
c (GUHAHCOBBHIMHM  CpEICTBaMHM, a TaKKe Ha  HHBIX  JIOKYMCHTaX,
MpeayCMaTPUBAOIINX 3aBEPEHUE TTOJIMHHOW TTOIITUCH.

[leyaTts cTaBUTCS Ha CBOOOAHOM OT TEKCTa MeECTe, HE 3aXBaTbIBas
COOCTBEHHOPYYHOW MOJMKMCH JOJKHOCTHOrO juna. [ledath MOXET 3aXBaThIBATh
4aCTh HAUMEHOBAHUSI TOJKHOCTH JIMIA, OANKMCABILIETO TOKYMEHT.

B nmoxymeHTax, MOATOTOBJICHHBIX HAa OCHOBE YHUDHUIIMPOBAHHBIX (opMm,
nevyaTh CTAaBUTCS B MecTe, 0003HaueHHOM OTMETKOM « MID» mmm uabIM 00pazom.

3.5.21. OTmeTKa 0 3aBEPEHUM KOIHH.

JIns 3aBepeHMsT COOTBETCTBHS KOINHMM JIOKYMEHTa MOJJIMHHUKY HUXKE
pekBusuta «llogmuce» MpoCTaBIIETCS OTMETKA O 3aBEPEHUHM  KOIWHU —
3aBEpUTENbHAS HAANUCh «BepHO», MOOMKHOCTH JIMIA, 3aBEPUBIIETO KOIIUIO,
€ro COOCTBEHHOPYYHAS MOJIINCH, pacmmdpoBKa MIOJITUCHU

Y J]aTa 3aBEPEHUs, HAIPUMED:
Bepno
IIpencenarens TeppUTOPUATBHON KOMUCCUU
MOJIHUCH WHULHABI, (haMUIIHs

Jara
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JlomyckaeTcst 3aBepATh JTOKYMEHTBI OTMETKON «BepHO» mpocTaBieHHEM

mITaMrna ¢ yKa3aHueM  JIOJDKHOCTUM — JIMI@,  3aBEPUBIIETO  KOIIHUIO,
ero COOCTBEHHOPYYHO! MOJIKUCH, PACIIM(PPOBKU MOANKCH U 1aThl 3aBEPEHUSL.

B cmywasx, TpeayCMOTpPEHHBIX  3aKOHOAATENbCTBOM  Poccuiickon
®enepauu 0 BbIOOpPaxX M pedepeHayMax, MpU 3aBEPEHUU KOMHMM JOKYMEHTa
TaK)Ke MPOCTABIISIETCS BPEMS 3aBEPEHHUSL.

IIpu nepechlIke KONMM JTOKYMEHTAa B JIpyrMe€ OpraHu3alud WIH Bblaaue
ee Ha PYKH 3aBepUTEIbHAS HAMUCH YIOCTOBEPSIETCS COOTBETCTBYIONICH MMeYaThIO.

JIMCTBI MHOTOCTPAaHMYHBIX KOMHM HyMEpyIOTCsA, OTMETKa O 3aBEpPEeHHU
KOIIMM  JOMOJHSETCS  yKa3aHWEM KoJM4YecTBa JHUCTOB  komuu  «Bcero
B KOMWU ___ JUCTOB». Ha KOMUSAX MHOTOCTpAaHMYHBIX JIOKYMEHTOB OTMETKa
O 3aBEpPEHMM KOIHMU IMPOCTABISETCS HA  KaXJAOM JIMCT€ JOKYMEHTa
WIM Ha NOCIEAHEM JIUCTE MPOLIMTOrO WIM CKPEIJIEHHOTO HWHBIM 00pa3oM
JIOKYMEHTA.

3.5.22. OTmeTKa 00 UCTIOTHUTEIIE.

OtmeTka 00 HCHOJHMUTENE BKIIOYAeT B ce0s (pamMminio, UMs U OTYECTBO
(MpY HaTWUYHMK) WCIIOTHUTENS JTOKYMEHTa W HOMEpP €ro ciyxkeOHoro tenedoHa
C KOJOM pervoHa (B cilydyae HalpaBiI€HHs JOKyYMEHTa B aJpec U30MpaTesIbHbIX
KOMHUCCHII MOXET YyKa3bIBaThCsi HoMep ciyxeOHoro Ttenedpona ATCB).
OtmeTKy 00 UCIIOJIHUTENE pacloyiaratoT Ha JULEBOW WIIM, IPU OTCYTCTBUU MECTA,
Ha OOOPOTHOI CTOPOHE IMOCJIETHErO JMCTa JOKYMEHTAa B JIEBOM HIDKHEM YTy

mpugpTom 10 myHKTOB, HarIpUMep:

3y6aper Brnagumup Winbnu
(812) 356-85-31

3.5.23. OtmeTKa 00 UCIIOJIHEHUU TOKYMEHTA.

OTmeTrka 00 WCTMOTHEHWW JOKYMEHTa W HaNpaBJICHUH €ro B JIEJO0
MOTYT BKJIIOUaeT CJEAYyIoUIue JaHHbIE: KpaTKUe CBEICHUS 00 MCIOIHEHUU
JOKyMeHTa (TIPU OTCYTCTBUU JIOKYMEHTA, CBUCTEIBCTBYIOIIETO 00 MCIIOTHEHUN),

JaTy ¥ HOMEP MMEIOLIETOCs TOKyMEeHTa 00 MCIOJIHEHUH, ciaoBa «B neno», Homep
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7iena, B KOTOPOM OyJeT XpaHUThCS AOKYMEHT, JaTy, HOANUCH (Mpu 0hopMIIeHUN

Ha OyMa)>KHOM HOCHUTEIE) IpeceAaTeNs] TEPPUTOPUATILHON KOMUCCHUU.
3.5.24. neatudukatop 3IeKTPOHHOU KOTHH TOKYMEHTA (KOJIOHTHUTYII).
WNnentuduxatop (uMs aiiyia Ha MAITHHOYUTAEMOM HOCHUTEJIE) SIEKTPOHHOU
KOIIUM JTOKyMEHTa (KOJIOHTUTYJ) MOKET MPOCTABIATHCSA B JIEBOM YIUIy HHMIKHEIO
MOJIS1 KXKAOW CTPaHUIbl JOKYMEHTa MPUPTOM § MyHKTOB, HAIIPUMED:

K0305298

3.5.25 MItpux-koxa (QR-koax) fOKyMeHTa.
[Ipn wWcnonb30BaHMM INTPHUX-KOAA, €r0 CIeAyeT pa3MeniaTh B IPaBOM
HIOKHEM YUy TEepBOrOo JMCTa. Ecom Mecta HEJOCTaTO4YHO, JIOMyCKaeTCs

pa3MeIeHre B MPaBOM BEPXHEM YIITy WJIM Ha IPYTOM CBOOOTHOM MECTE.

4. Opranusanusi padoTbl ¢ HCXOAAIUMH (OTHPABJISIEMbIMH)
AOKYMEHTAMH

4.1. Pabota ¢ oTmpaBiasieMbIMH (MCXOIAIIMMU) W3 TEPPUTOPUATIBLHOM
KOMHMCCUU JOKYMEHTAMH BKIIFOYAET UX PETUCTPALMIO, MPOBEPKY NPABUIBHOCTU
oopMIIeHHS, B TOM 4YHCJIE€ HAJIMYHE IMOJIHOTO aJpeca U €ro TOYHOCTh, HATU4He
NOJJIMHHON moAnucu (IUisi 3JIEKTPOHHOTO JIOKYMEHTa — MPOBEpPKA MOJIMHHOCTU
AIIEKTPOHHOM TOAMMCH), JPYIMX HEOOXOAUMBIX 3JIEMEHTOB O(QOpPMIICHHUS,
YKa3aHHbBIX IPUJIOKEHHM, U OTIIPABKY.

4.2. Ucxopsume JOKYMEHTHI I€YaTaloTcsi Ha OJlaHKaX yCTaHOBJIEHHOMU
dopMbl, OdOpMIIAIOTCI B COOTBETCTBMM C MOJIOKEHUAMH MHCTpyKuuu
u peructpupytores B [1J] unu aApyrux perucTpaimoOHHO-y4EeTHBIX (popMax.

4.3. OrnpaBka JOKYMEHTOB u3 TEPPUTOPHATBHOU KOMMCCHUU
OCYIIECTBISIETCS opraHamu (enepanbHON (GeTbIbErepCKONd WM CHEIHaTbHON
CBA3M, IOYTOBOM, TenerpadHoi cBs3blo, cpenctBamu [/, mo kaHamam
(haKCUMUIBHON CBSI3U, JIEKTPOHHOM MOUYTOM B ceTH MIHTEpHET UK HApOYHBIM.

4.4, I1lpu odopmiieHHH OTHpPABISIEMbIX (MCXOMSIINX) MUCEM, B TOM YHCIIE
IIpU MOATOTOBKE MPOEKTOB muceMm cpeactsamu [1J[, u TenerpaMm HCIOJHUTEID
YKa3bIBa€T TMOJHBIA TIOYTOBBIM (BKIIOYash MHAEKC) aJpec OpraHu3aluu

WJIK TpaXKJaHruHa.
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4.5. Otnpasnsiemple  (MCXOASIIME)  JOKYMEHTBI  MOTYT  TOTOBHTHCH,

COTJIAaCOBBIBATHCS M MOJANHUCHIBAaThCs cpeacTBamu [1/].

Hcxonsmme mnuchMa HAmpaBisOTCS 32 MOMANUCHIO  TIpeacenaTens
TEPPUTOPUATBHON KOMHUCCHUHU, B €r0 OTCYTCTBHE —3a IMOJANUCHIO 3aMECTUTEIIs
npejacenarenas WM MHOTO YjieHAa TEPPUTOPUAIBHONM KOMHCCHUHU, HCIIOHSIOUIETO
00s3aHHOCTH  Tpejcenarens, Ha  COOTBETCTBYIOIIEM  OJlaHKe  MHChMa
(Mpy MOATOTOBKE MCXOASUIMX AOKYMEHTOB cpeacTtBamu 1] — cooTBeTCTBYIOMMX
AIIEKTPOHHBIX 1IA0JOHAX OJIAHKOB JOKYMEHTOB).

4.6. C ucnonb3oBanueM [1J] win apyrux perucrparoHHO-y4ETHBIX (HopM
JIOKyMEHTaM MPUCBAUBAETCS UCXOJSAIIUNA HOMEpP, KOTOPHI COCTOUT M3 MHJIEKCA
JieNia M0 HOMEHKJIAType TNl M MOPSAIKOBOTO HOMEpa JIOKyMEHTa, pa3J/ielIeHHbIX
KOocoM uepTor. Mcxomdimmi HOMEpP YKa3bIBa€TCA TAKXKE Ha KONHUU JIOKYMEHTA,
ocratouieiics B gnene. Hymepauus HCXOAsSMMX JOKYMEHTOB OCYIIECTBISETCS
B IIpeJieax KaJeHIapHoro roja.

[Ipu peructpanuu HUCXOIAIIETO JTOKYMEHTAa B PErUCTPALMOHHO-YUYETHOU
dbopme 00s3aTEIBHO YKa3bIBAIOTCS CICAYIOIINE PEKBU3UTHI: JTaHHBIE 00 aapecare
(pamumms, umsi, oT4eCTBO (TIPH HATUYHMH) (HU3NIECKOTO JIMIIA WM HAMMEHOBAHHE
OpraHM3alliy, KpaTKoe COACpKaHHE JIOKyMEHTa, WCIIOJHUTENb JIOKyMEHTA,
€ro COMCIIOJIHUTEIH, KEM OH TOJIMUCAH, a TaKXKe KOJIMYECTBO JINCTOB OCHOBHOTO

JAOKYMCHTA M JIMCTOB IIPUJTIOKCHUS, KOJIMYCCTBO SK3CMILIAPOB, BU OTIIPABKU.

I[Ipu  perucrpauum  HUCXOOSIIETO  JOKYMEHTa  JIEJNAETCAd  CBsI3Ka
C BXOJSIIUM JOKYMEHTOM, Ha KOTOPBIH JaeTCsl OTBET (€CIU TAKOBOM UMEETCH).

4.7. OTnpaBka UCXOIAIINX JTOKYMEHTOB cpeactBamu I1J[ ocymectBisieTcs
JIUIIOM, UMEIOIITUM JOCTyT K padote ¢ T1]1.

NHple TOKYMEHTBI MOTYT OBITH OTIIPaBJI€Hbl OpraHamu (denepaibHON
dbenpaberepckoll WM CHENUAIbHOW CBS3M WM TIOYTOM TI0  YKa3aHUIO

npejaceaaTeNs TEPPUTOPUATLHON KOMUCCHH.
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4.8. Jlna nepenaun ucxonsamero nokyMenta I1J] wim 3nekTpoHHOW MOYTOM

B cetu HHTepHET OTHpaBiIsieMblii JAOKYMEHT O(QOpMIISIETCS B COOTBETCTBUU
¢ TpeboBanuaMu MHCTpyKIUU.

B cnydae peructpanuu nokymenta B I1J] Tekct nokymenrta B popmare docx
Win xISX WM 2JIEKTPOHHBIM o0Opa3 aokymeHta B (opmare pdf (mpu Hamuuuu
CKAHHMPYIOLIEro YCTPOWCTBA) MNPUCOEAUHSETCS K PETMCTPALMOHHOW KapTOYKe
Y OCYILIECTBIISIETCA €r0 OTIPABKA.

IIpn moaroroBke mAoKyMeHTOB cpenactBamu IIJ[ ¢ ucnons3oBaHuem
JIEKTPOHHOM MOJIUCH MOCIE IMOANUCAHUS JOKYMEHTBl MOTYT aBTOMAaTHYECKU
peructpupoBatbcsi U HampabisiTees: B LIMK Poccuun, @I npu MUK Poccun,
PHOUT npu LUK Poccun, Cankrt-IletepOyprekyro n3dupaTebHyl0 KOMHUCCHIO,
WHble u30UparelbHble KOMHCCHU CyObekToB  Poccuiickoit ~ denepanuu,
TEPPUTOPUATbHBIE KOMUCCHH.

4.9. Ilpu otmpaBke TelerpaMMbl Oosiee 4eM B YeThIpe aapeca oopmisercs
NOJJINHHUK, KOMWS MW JIBa OHK3EMIUIApAa MOJANKMCAHHOIO CIUCKA PaCChUIKU
C YyKa3aHUEM TIOJIHBIX MOYTOBBIX (BKJIIOYAs TOYTOBBIM MHAEKC) aJpECOB.
Ha tenerpad mepemaroTcsi MOJIMHHUK C OJHUM SK3EMIUIIPOM CIHCKA PACCBHLIKU
M KOmMsl TeJIeTpaMMBbl, KOTOpas C OTMETKOW O Mepenade TeJlerpaMMbl
BO3BPALAETCA B TEPPUTOPHUAIBHYI0 KOMUCCHIO M BMECTE CO BTOPBIM 3K3EMILISIPOM
CIIMCKA PACChUIKU MOAIINBACTCS B AEIIO.

4.10. IIpn otmpaBke muchMa Oojee yeM B YETHIPE aJapeca COCTaBISIETCA
CHHCOK pPAacChUIKM YCTaHOBJIEHHOW ¢opMbl (mpuioxenue Ne 6), KOTOpsbIi
MOANMCHIBAETCS MPEACENATENEM, B €T0 OTCYTCTBUE — 3aMECTUTEIIEM TPEACENATENS
VI UHBIM YJIEHOM TE€PPUTOPUATIBHOM KOMHMCCHUH, UCHOJHSIOIIHUM OO0S3aHHOCTH
npeacenaTens TEeppUTOpUaNbHOM Komuccuu. Ilocne perucrtpauuu OUCBMO
TUPAXUPYETCS B HEOOXOJMMOM KOJIMYECTBE M oTmnpasisierca. [Ipu moaroroske,
COIJIACOBAHMM W NOANMCAHUU mIHUceM cpencrBaMu I/l CrMCOK pacChUIKM Takke
roToBuTCs cpencreamu [1/1.

Ecnu mucebmo unum TenerpamMma HampapisieTcsi He Oojiee 4yeM B 4EThIpe

ajJpeca, TO MOAIMUCHIBACTCS K&)KI[BIfI OK3CMILIAP.
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4.11. OTnpaBKka JAOKYMEHTOB MPOWM3BOJUTCS €XKEIHEBHO B Yachl PabOTHI

TEPPUTOPUATBHON KOMUCCHH, KPOME BBIXOJHBIX U HEPAOOUMX MPA3THUYHBIX JHEH.

OTnpaBka HCXOIIIMX JTOKYMEHTOB TIOCJ€ OKOHYaHUS paboyero mHs,
B BBIXOAHBbIE U Hepabouue TMpa3IHUYHBIE JHH, B TIEPUOJ MOATOTOBKU
U TpOBEACHUS U30MpATEIbHBIX KaMIIAHUW OCYUIECTBISIETCS M0 YKa3aHUIO
npejceaarens TePPUTOPUATBHON KOMHUCCHUU JTMOO B COOTBETCTBUU C PEIICHUEM
TEPPUTOPUAITBHON KOMUCCHH.

4.12. JIokyMEHTbI C OTMETKOHM O CPOYHOCTH JOCTaBKH «Becbma CpodHO»
U «CpoyHO» OPOPMIISIIOTCS HE3aMEIUTEIbHO, MOTYT OTHPABISATHCS CPEICTBAMU
[1/1, mo xaHamaMm (hakKCUMHUIIBHOM CBSI3U, DJIEKTPOHHOM mouToi B ceTu WHTEpHeT,
HapOYHBIM W/WJIH MIepelaBaThCs B OTAE (eNbIberepcKkoil WM CeualbHOM CBI3U
JUIsl JIOCTaBKM B TMEPBYIO OYEPEIb B COOTBETCTBUM C TpadUKOM MapIiIpyTOB
benpanerepeil.

4.13. lokyMeHTbl 0€3 OTMETOK O(QOpPMISIOTCS MO Mepe MOCTYIUICHHUS
U MOTYT OTIpaBisAThCA cpeactBamu I/l w/mnm nepegaBaTbes B OTAEN JOCTABKU
denbIberepckoil WM CHEelHaTbHOM CBSI3M, TJE€ OTIpPaBKa OCYIIECTBISAETCS
B COOTBETCTBUU C IPa(pKOM BBITIOJHEHUS MAPUIPYTOB B ONTHUMAJIBHBIE CPOKH.

4.14. JlokyMEeHTBI, HampaBisieMble TpaXJaaHaM MO0 ITOYTOBOMY aapecy,
yKa3aHHOMY UMH B OOpallleHUuH, OTIPABJISAIOTCS Yepe3 MOUYTOBOE OTJICIICHUE CBSI3U
IPOCTHIMU TOYTOBBIMH OTIIPABICHUSMHU WU 3aKa3HBIMU TUCbMaMHU.

4.15. JlokyMeHTBI, TiepenaBacMbie MO0 KaHalaM (HDaKCUMUJIBHOU CBS3H,
PETUCTPUPYIOTCS B MOPSIIKE, YCTAHOBIEHHOM JUISl UCXOJALIMX JTOKYMEHTOB.

4.16. Ucxoasmue AOKyMEHTHI, o()OpMIICHHBIE C HapyIllIeHHEM TpeOoBaHUM
WNHcTpykimy, K OTHpaBKE HE MNPUHHUMAIOTCS M BO3BPAIIAKOTCS HCIOJHUTEISAM
Ha 0paboTKy. KoppecnoHaeHI1s HecayKeOHOTO XapakTepa, B TOM YUCJIE JINYHas
KOPPECTIOHJEHIIUS, K OTIPABKE HE TPUHUMAETCH.

4.17. Komuu MUCXOAAIIUX JIOKYMEHTOB, O(OPMIIEHHBIX Ha OyMa)XXHOM
HOCHUTENIe, TOMEIIAIOTCS B JEJI0 B COOTBETCTBUM C HOMEHKIATypOd el

TEPPUTOPUAIIBHON KOMUCCHH.

5. Ocob0eHHOCTH PadOTHI € 3JIEKTPOHHBIMHU JOKYMEHTAMH
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(ocymectBiieHue padotsl ¢ fokymeHTamu B I1/1)

5.1. DNEeKTPOHHBIE TOKYMEHTHI SIBJISIOTCS O(HUIIMAIBHBIMUA JTOKYMEHTAMH.
DNEeKTpOHHBIE TOKYMEHTHI CO3/1at0TCsl, 00padaTeiBatoTcs u xpansatcs B [1]1.

5.2. DNEKTPOHHBIA JIOKYMEHT JOJDKeH ObITh O(hOpMJIEH IO OOIIHUM
npaBWjiaM  JICJIONPOM3BOJICTBA W HUMETh  PEKBU3HUTHI,  YCTAHOBJICHHbBIC
JUTSL aHAJIOTMYHOTO JOKYMEHTa Ha OyMaKHOM HOCHUTEE.

5.3.B  TeppuTOpHaIbHON  KOMHUCCHUM  MCIOJB3YIOTCS  AJIEKTPOHHBIE
JIOKYMEHTBI, a Tak)Ke DOJIEKTPOHHBbIE 00pa3bl JOKYMEHTOB, TOJyYCHHBIC
B pe3yJbTaTe CKaHUPOBAHUS JIOKYMEHTOB Ha OYMa)XHOM HOCUTEJIC U XPaHSIIUECs
B I1JI.

5.4.Jlns TOATBEPXKACHUS TMOJJIMHHOCTH TMpPU Tepeaade dISKTPOHHBIX
JIOKyMEHTOB B JIpyTHM€ TOCYJIapCTBEHHBIE OpPTraHbl, OpraHbl IMyOJINMYHON BIIACTH
dbenepanbHoit Tepputopun «CHpUYC», OpTraHbl MECTHOTO CaMOYIpPaBICHUS,
OpraHM3alusM W TpaxkJaaHaM JOKYMEHTBI 3aBEPSIIOTCS 3JIEKTPOHHOM MOJMKUCKIO
JOJDKHOCTHOTO JIMIA TEPPUTOPUATBHOM KOMHUCCHM, MOANUCABIIETO JIOKYMEHT,
B cooTBeTCTBHU ¢ DenepaibHbIM 3akoHOM OT 06 ampenst 2011 roga Ne 63-D3
«O0 2JIEKTPOHHOMN MOJMHUCH.

5.5.1Ipu 00paboTke, pacCMOTPEHHUH, COIVIACOBAaHUM W IOANHMCAHUHI
AJIEKTPOHHBIX JOKyMEHTOB B IIJ[ BO BHYTpeHHEM JIOKYMEHTOOOOPOTE MOTYT
UCIIOJIb30BAThCA  CIMOCOOBI  MOATBEPKICHUSI  JIEUCTBHM C  AJIEKTPOHHBIMU
JOKYMEHTaMH, TMpPH KOTOPBIX 3JIEKTPOHHAs MOJANHUCh HE HUCIOJIb3YyETCs.
Nnentudukanys JOHKHOCTHOTO JHUIA MPOU3BOJUTCA IO €r0 Y4YETHOM 3aIlucu
B IIJI 1mbo MOXET HCHOJb30BaThCS TPOCTAast DJICKTPOHHAS  ITOATHCH.
Takke nmpocTas dJIEKTPOHHAs MOJMUCH MOXKET MCIOJIb30BaThCS MPU HANpaBICHUU
anekTpoHHbIX JoKkymMeHTOB B [IUK Poccun, @I npu MK Poccun, PLIOUT
npu [[UK Poccun, Cankt-IletepOyprckyto u30MpaTeNbHYI0  KOMECCHIO,
n30UpaTesbHbIC KOMHUCCHUU CyOBEKTOB Pocculickon denepanum,
TEPPUTOPUAIIBHBIE KOMUCCHH.

5.6. CocraBnenue, opOpMIICHHE U COIJIACOBAHUE IMPOEKTOB 3JIEKTPOHHBIX

AOKYMCHTOB  OCYIICCTBJIACTCA  IIO 06HII/IM npaBujiaM  JCJIOIIPOU3BOJCTBA,
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YCTAHOBJICHHBIM B OTHOHICHHMM aHAJIOTUYHBLIX JOKYMCHTOB Ha 6YM2DKHOM

HOCHUTETIE.

5.7.1lepeyeHp NOKYMEHTOB, CO3[aBA€MBbIX, XPAaHHUMBIX M HCIIOJIb3YEMBIX
UCKIIIOYUTENHO B (OpMe  BIEKTPOHHBIX  JOKYMEHTOB,  ONpEIENseTcs
HOMEHKJIATYPOU AE.

5.8.1lpueMm w© oOTHpaBKa HJIEKTPOHHBIX JOKYMEHTOB OCYIIECTBIISIIOTCS
JOJDKHOCTHBIM JIMIIOM, HMMEIOIIMM JocTyn K pabore c IIJ], Takxke Moxer
OCYILECTBIIATHCA aBTOMATUYECKAsI OTIIPaBKa JTOKYMEHTOB, MOJIIMCAHHBIX IMPOCTON
anekTpoHHoOM  moamuchkto  cpeacrBamu  [IJI B UK  Poccun, OLU
npu I[IUK Poccun, PIHOUT npu UK Poccuu, Cankr-IlerepOyprekyto
U30UpaTeIbHyI0 KOMHUCCHUIO, M30HMpaTebHble KOMUCCUU CyObekTOB Poccuiickoit
denepanuu, TEPPUTOPUATIBEHBIE KOMUCCHUU.

5.9.1lpu mnonmydyeHun >AEKTpOoHHBIX JokymeHTOoB u3 I[[MK Poccun,
OIU mpu UK Poccuu, PLIOUT npu UK Poccuu, Cankrt-IlerepOyprckoit
M30UpaTeIbHOM KOMMCCUHU, M30UpaTeNbHBIX KOMHUCCHM CyOBeKkTOB Poccuiickoi
Oenepanyy, TEPPUTOPUAIBHBIX  KOMHUCCHHM, MOANUCAHHBIX  JJIEKTPOHHOU
NOJNKCHIO, OCYIIECTBIISIETCS POBEPKA ACHCTBUTEIBHOCTH 3JIEKTPOHHOM MOIIUCH
cpenctBamu 11/1.

5.10. Ilpu BKJIIOUYEHUH OHIIEKTPOHHBIX JOKyMeHTOB B IIJ] dopmupyrorcs
PEruCTPallMOHHO-YYETHBIE JaHHBIE O JIOKYMEHTE, 00ECIEeUUBAIOIINE YIIPABICHHUE
JIOKYMEHTOM, B TOM YHCJIE €r0 MOUCK, JOCTYII K JJOKYMEHTY, KOHTPOJIb, XpaHEHHE
U ucrojb3oBaHue (mpuoxenne Ne 7).

5.11.1Ipu  nepemaye  NOCTYNMBIIMX  AJIEKTPOHHBIX  JIOKYMEHTOB
Ha pacCMOTPEHHE, HAMpPaBICHUHM JJIEKTPOHHBIX JIOKYMEHTOB HCIIOJHUTEISAM,
OTHPAaBKE M XPaHEHUM SJEKTPOHHBIX JIOKYMEHTOB BMECTE€ C HHUMHM MEpeAaroTcs
(HampaBJIIOTCS, XPAHATCA) UX PETUCTPALIMOHHBIE TaHHbIE.

5.12. Enuauneil ydera 3J€KTPOHHOTO JIOKYMEHTA SIBIISIETCSl AJIEKTPOHHBIN
JIOKYMEHT, 3aperucTpupoBasHbii B 11/

DNEeKTpOHHBIE JOKYMEHTHI, HMEIOLIUE IPUIOKEHUS, PETUCTPUPYIOTCA

N YYUTBIBAIOTCA KAK OOUH JOKYMCHT.
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5.13. DnekTpoHHBIE JOKYMEHTHI (OPMHUPYIOTCS B JieJa B COOTBETCTBHUH

C HOMEHKJIaTypOH J1e]1 TEPPUTOPHUAIILHON KOMUCCHH U UHACKCUPYIOTCS B MOPSIKE,
YCTAaHOBJICHHOM B OTHOILIIEHUU JIE€J, COCTABJICHHBIX U3 JOKYMEHTOB Ha OyMaXHOM
HOCHTEIIE.

IIpyn cocTaBileHHMM HOMEHKJIATYpbl J€] YKa3bIBAa€TCsA, 4YTO JEJIO BEACTCS
B DOJICKTPOHHOM (¢opMe, 4YTO OTMEuYaeTcsi B 3arojioBke jena win B rpade
«IIpnmeuanuey», HanpuMep:

[TocranoBnenust llenTpanbHOW wu30HUpaTenbHON KoMmuccun Poccuiickoi
®enepaunu. Konnu. DneKTpOHHBIE JOKYMEHTHI.

5.14. DneKTpoHHBIE AOKYMEHTHI TMOCIE€ MX HUCIOJHEHUA TOHJICKAT
XPAaHEHUI0 B YCTAHOBJIEHHOM MOPSAAKE B TEYEHHE CPOKOB, MPETyCMOTPEHHBIX
JUISL aHAJIOTMYHBIX JOKYMEHTOB Ha OyMa)KHOM HOCHTEJIE.

5.15. MecTto XpaHEHMsI OJJIEKTPOHHBIX JOKYMEHTOB N0 HX Iepeaadu
Ha apXMBHOE XpaHEHHE, BHUJ HOCUTENIeH, HAa KOTOPBIX OHH XpaHSTCs, (pOopMaThl
UX TIOCTOSHHOI'O M JOJTOBPEMEHHOIO XPaHEHUS OIPENEISIOTCS C  y4eTOM
UCIIOJIB3YEMBIX B  TEPPUTOPUATIBHOM KOMHMCCHUM  MPOTPAMMHO-TEXHUYECKHX
CPEICTB, HOPMATHBHBIX AaKTOB M METOAMYECKUX JTOKyMEHTOB Pocapxusa,
ApxuBHoro komureta Cankt-IlerepOypra.

5.16. DkcniepT3a LEHHOCTH JIJIEKTPOHHBIX JTOKYMEHTOB OCYILIECTBISETCS
B OOILIEM TMOpSAKE, YCTAaHOBJIEHHOM B OTHOLIEHUM JIOKYMEHTOB Ha OyMa)KHOM
HOCHTEIIE.

5.17.1locne  ucreyeHuss CpOKA, YCTAHOBJIEHHOIO JJIs  XpaHEHUs
AIIEKTPOHHBIX J€N (3JIEKTPOHHBIX JIOKYMEHTOB), OHM IIOJUIEKAT YHUYTOKEHUIO
C COCTaBJICHHEM aKTa yCTaHOBJIEHHOM (opMbl (mpuiioxxkenue Ne 16).

5.18. DNEeKTpOHHBIE JOKYMEHTHI, TMOJICKAIIME JIUTCIBHOMY XPaHEHUIO,
NEPEAIOTCA HAa apXUBHOE XPaHEHHUE IO OMMCIM ¢ OQOPMIIEHHEM aKTa IpHEMa-

nepecaadu 3JICKTPOHHBIX TOKYMCHTOB Ha ApXHBHOC XpaHCHUC.
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6. Oco0ennocTH padoTHI ¢ OOpalIeHUSIMU TPAKIAAH.
Opranu3anus JUYHOT0 PHeMAa TPaKkIaH

6.1. Opranuzamust paboThl ¢ OOpaIIeHUSIMUA TPAKIAH OCYIIECTBISETCS
B COOTBETCTBUU C paznieiaoM 2 MHCTPYKIMHU C y4eTOM OCOOCHHOCTEH, yKa3aHHbIX
B JJAHHOM paszJielie.

6.2. O0parieHusi B TEpPUTOPUATLHYI0 KOMUCCHIO MOTYT OBITh HaIlpaBJICHBI
B IMMUCbMEHHOU (hopme, a Takxke B GopMe 3JIEKTPOHHOTO TOKYMEHTA.

6.3. OOpamenue B (QopMe 3JIEKTPOHHOIO JOKyMEHTa HampaBIseTcs
C WCIOJB30BAaHMEM CTpaHUIbl odwuimaibHoro caiita Cankt-lIleTepOyprekoi
n30MpaTebHOM KOMUCCUU B ceTU VIHTepHeT, npeiHa3HaueHHOM ISl HalpaBJIeHUs
oOpallleHuii B TEPPUTOPHAIBHYI0 KOMHUCCHIO (Jajiee — aJIeKTpoHHast ¢dopMma
oOpailieHuin).

Hanpasnenue  oOpamenuit B ¢opmMe  SIEKTPOHHOIO  JOKYMEHTa
B TEPPUTOPHAIBHYID KOMHUCCHUIO  OCYIIECTBIIIETCS MOCIE  MPOXOKIACHUS
3asBUTENIEM MACHTU(PUKALIMM U ayTeHTHU(PUKALMK TOCPEACTBOM (penepanbHOM
rocyJapcTBeHHOM MHGOpMAIIMOHHON cucTeMbl «EnnHas cucrema uneHTtudukanum
U ayTeHTHGUKAIMKM B HHPPACTPYKType, obOecmeumBaromieidl HWH(PpOpMaIMOHHO-
TEXHOJIOTUYECKOE B3aMMOJECHCTBUE HMH(POPMALMOHHBIX CHUCTEM, HCIOJIb3YEMBIX
JUIS TIPEAOCTABIICHUS TOCYAAPCTBEHHBIX U MyHULMIIAIBHBIX YCIYT B 3JEKTPOHHOM
dbopmey.

DOnexTpoHHas ¢opma OOpalleHH JOJKHA IMpeaycMaTpuBaTh 3aIllOJIHEHUE
azpeca SJIEKTPOHHOM MOYTHl, Ha KOTOPBIA JOJKEH OBbITh HAmpaBiI€H OTBET
Ha o0pallleHHne, CeUaibHOro MOoJs ISl BBOJA TEKCTa OOpaIleHus], COAEPKALIErO
€ro CyTh, BO3MOXHOCTb IPUJIOKEHUS TOKYMEHTOB U MaT€pUaOB B AJIEKTPOHHON
dbopme, MOATBEPKIAIOIIKX JOBO/IbI OOPAILIEHUS, & TAKKE MOXKET MPelycCMaTpUBATh
BO3MOXXHOCTh ~ yKa3aHHUsl JOMOJHUTENbHBIX CBEJIECHUW, YTOUHSIOUIMX CYTh
oOpareHus.

6.4. Conepxainiyecss B HalpaBJI€HHbIX B (OpME 3JIEKTPOHHOTO JOKYMEHTa
oOpaleHusIX CBEJICHUS, a TakKe MpuaraeMbie MaTepuayibl (IpU HAJTUYHUN)

BBoJsiTca B [IJ[ nmbo B gpyrue peructpanmoHHoO-ydeTHble (opmbl. BBon
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CBEJICHHI, COJIEP)KAIINXCA B HANpPaBIECHHBIX B (OpME 3JIEKTPOHHOTO TOKYMEHTa

oOpallleHusX, MPHUJIaraéMblX MaTEepHaloB W WX PETUCTPALUs OCYIIECTBISIOTCS
HE T03/Hee Tpex padouux AHEW cO AHS HampaBieHHs OOpalieHHUs, a B MEpUOJ
IOPOBEJCHUSI  COOTBETCTBYIOIIMX  M30MpATEeNbHBIX  KAMIIAHUM,  KaMIIaHUN
pedepeHaymMa 1O BONpOcaM TMOATOTOBKM W TPOBEACHUS OJTHX BBIOOPOB,
pepepenayma 1o  oOpallleHWsIM,  HAmpaBJIEHHBIM  JI0  YCTAaHOBJICHHUS
TEPPUTOPUATHHON KOMHCCHEW WTOTOB TOJIOCOBAHHMS, OMPEACIICHUSI PE3yJIhTaTOB
BBIOOPOB, pedepeHymMa —B JIeHb HampaBieHHs oOpalleHus Ju0o He MOo3JHEe
cienyromero pabouero JHA B COOTBETCTBUUM € TrpadukoM  pabOThI
TEPPUTOPUATHHON KOMUCCHH, C YIETOM CPOKOB PaCCMOTPEHHUSI COOTBETCTBYIOIINX
oOpallleHu#, YCTaHOBJICHHBIX 3aKOHOJATENLCTBOM O BBIOOpax M pedepeHmymax.
Peructparnus oOpaieHuii, HalpaBJICHHBIX B TEPPUTOPHAIBHBIE KOMUCCHHU B (hopMe
DIIEKTPOHHOTO JIOKYMEHTa, MOXKET OCYIIECTBISThCS C HCHoib3oBaHueM [1]]
au00 ¢ HCHOJb30BAaHUEM JPYTHX pErucTpanuoHHO-y4eTHbIX ¢opm. [locne
OCYIIECTBIICHUSI YKa3aHHBIX JACHCTBHIA OOpalleHUE CUYUTACTCA TOCTYIHBIINM
B TEPPUTOPHAITBHYIO KOMHUCCHIO.

OOpamienust B MUCbMEHHOW (hopMe, MOCTYNMBIIKME B TEPPUTOPUATIHHYIO
KOMHUCCHIO, PETHUCTPUPYIOTCS TMpejacenaTesieM (CeKpeTapeM) TeppUTOpHATbLHON
KOMUCCHUM WM  pabOOTHUKOM  ammapaTa, OTBETCTBEHHBIM 32  BEJCHHUE
JIEONPON3BOACTBA C ucmoib3oBaHueM I[IJ] nmbo ¢ wmcmonb30BaHWEM JIPYTHX
pPErUCTPallMOHHO-YUETHBIX (QOpPM HE To31Hee Tpex paboumx [HEH co [HA
NOCTYIUIEHUs OOpamieHus, a B TIepUOJ TPOBEACHUS COOTBETCTBYIOLIUX
U30UpaTeabHBIX  KaMIIAaHWW, KammaHuidi pedepeHaymMa 10  YCTaHOBIJICHUS
TEPPUTOPUATBHON KOMHCCHEW HTOTOB TOJIOCOBAHHUSA, ONPEACNCHUS pPe3ybTaToB
BBIOOPOB, pedepeHayMa — B JICHb MOCTYIUICHUS OOpallieHus JuOO0 He TMo3Hee
CIeAyIoIero pabodero JHS B COOTBETCTBUM C TIpadMKoM pabOThl KOMHCCHH,
C YYETOM CPOKOB PacCMOTPEHUSI COOTBETCTBYIOIIUX OOpaIIeHUN, YCTaHOBIEHHBIX

3aKOHOJIaTEILCTBOM O BBIOOpax U pedepeHaymax.
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OOpaieHns, MNOCTYNMBUIME B TEPPUTOPHAIBHYIO KOMHUCCHUIO, MOLYT

PErUCTPUPOBATLCS B YCTAHOBJIEHHBIE BBIIIE CPOKU OTACIBHO OT JAPYTHX BUOB
JIOKYMEHTOB.

6.5. B cimyuae peructpamuu obOpamenus B [IJ[, MOIKHOCTHBIM JTHUIIOM,
UMEIOINUM JocTyn K padote ¢ [1/], 3amonHstoTcss HeoOXoAUMbIe TOJI BO BKJIAIKE
«O6pamenue» I1J] B 3aBucuMOCTH OT MMeromIelicas nHGopManuu B OOpalieHuu
HE TO3JHEe Tpex pabouux JHEHM CcOo [JHA perucrpaudd oOpalleHus
B TEpPPUTOpPUATLHOW KOMHCCHU W B TEUEHHE OJHOrO0 paboyero ITHS CO JHA
NOCTYIUIEHUsI 00pallleHus 0 BOIIPOCaM MPOBOIUMBIX N30MpPATEIbHBIX KaMIaHH.

6.6. IIpy BCKpBITUM KOHBEPTOB, COAEpKALIUX OOpallleHHus B MUCbMEHHOU
dbopme, mpoBepseTcS HaTU4Me BcexX BiIoKeHuWHA. KoHBepT 00s3aTenbHO
COXpaHseTCH.

OOpamienuss B NHChbMEHHOW (opMe, cojaepkalue B aJPEeCHOW dYacTu
NOMETKY «JIM4HO», paccMaTpuBarOTCsl B OOLIEM IMOPSAKE B COOTBETCTBUU
¢ UHcTpyKumen.

[Ipu  peructpauuu  TOBTOPHBIX  OOpamleHW UM  NPUCBAWBAETCSA
OUepETHOM PETUCTPAIMOHHBIM HOMEpP, B PETUCTPAIIMOHHO-YYETHOW (opme
nenaercsi ormetrka «lloBTopHo», a mpu ucnonb3zoBanuu [1J] ocymectBisercs
cs3biBane ¢ PYK mno mnepBuuHbiM oOpaiieHusiM, MpH HEOOXOIUMOCTU
obopmiieHUsT Ha OyMaXHOM HOCUTENIe K OOpallleHUI0 TPUKIIAIBIBAIOTCS
noo6panusie PYK no nepBudHbIM 00paiieHUsIM.

Ecnu obpamienre nocTynuiio OT KOJUIEKTUBA TPaXkJlaH, TO MPU PETUCTPALUU
B PErHCTPALMOHHO-YUETHOU (popme cTaBUTCS OTMETKA «KOIIEKTUBHOE.

6.7. lIpu ocymecTBieHun peructpauuu cpeacrsamu IIJI Ha nwuneBoit
CTOpPOHE TIEPBOTO JHMCTa 3apErUCTPUPOBAHHOTO JOKyMEHTa Ha OyMakKHOM
HOCHUTENE, Kak TMpaBWjO, B TPAaBOM HWKHEM yIJy  MOPOCTaBIsETCA
pErMCTpPAllMOHHBIA HOMEpP MW JlaTa, a Takke IITPUX-KOA C YKa3aHHeM
HAaMMEHOBAHUS OpraHu3aliu.

Ecnu mpocrtaBineHue perucTpauMoOHHOTO HOMEpa 3aTPyAHSIET MPOYTEHHE

TEKCTa JIOKYMEHTa, B TAaKOM CJIy4ae BXOISIIAM HOMEP MPOCTABISACTCS
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B CBO60I[HOM OT TCKCTa YIJIy Ha HHHGBOﬁ CTOPOHEC IICPBOTO JIMCTAa HJOKYMCHTA,

a IITPUX-KOJ IPOCTABIISIETCS IPU HATMYUH TEXHUUYECKON BO3MOKHOCTH.

IIpr ocymecTBI€eHMM pPErUCTpalud B APYTOM PErucTpalOHHO-YYETHOU
dbopMe perucTpallMOHHBIA IITAMI, COCTOSIIMM M3 MOPAIKOBOTO HOMepa
oOpallleHust U JaThl PErucTpaluu, CTaBUTCS, KaK IPaBUIIO, HA IEPBOM JIUCTE
oOparlieHus! B IPaBOM HIKHEM Y1y WM Ha CBOOOJHOM OT TEKCTa MECTE.

Hymepanuss noctynuBmux oOpallleHHi OCYLIECTBISIETCS B IIpenesax
KaJIEHJAPHOTO ro/1a.

6.8. 3aperucTpupoBaHHbBIC OOpAIEHUs PACCMATPHUBAIOTCS B COOTBETCTBUU
C MOPSIIKOM, OTIpeAeTIEHHBIM pa3zaenoM 2 MHcTpykiuu.

6.9. OOpanieHusi, aJApecOBaHHbIE WICHAM TEPPUTOPUAIBHON KOMHCCHH,
PETUCTPUPYIOTCS, JOKIAABIBAIOTCA U NEPENAIOTCS B COOTBETCTBUU C HOPSIKOM,
yCTaHOBJIEHHBIM HCTpYKIIMEN.

OOpamieHuss  paccMaTpUBaIOTCA B COOTBETCTBUM €  YKa3aHHUSIMU
[0 MWCIOJHEHHUIO JIOKyMEHTa MpeAcenareis TEpPUTOPUAIBHOM KOMMCCHU
B IIOPSIZIKE, YCTAHOBJIICHHOM 3aKOHOATeNbcTBOM Poccuiickon denepanun.

6.10. OOparmenus, coaepskalire BOIMPOCHI, PEIICHUE KOTOPHIX HE OTHOCHTCS
K KOMIETEHIIMH TEePPUTOPUATIBLHON KOMHUCCHUH, JOKJIAJBIBAIOTCA MpPEACENaTeNto
TEPPUTOPUAIBHOM KOMHCCHM W IO €r0 YKa3aHHWIO MO0 MCIIOJHEHHIO JIOKYMEHTa
B CpPOKH, YCTaHOBJICHHBIE 3aKOHOJATEILCTBOM O BbIOOpax u pedepeHaymax,
HaIpaBJISIOTCA  C  CONPOBOAMUTENBHBIM ~ MHCBMOM 33  €r0  MOAMHUCHIO
B COOTBETCTBYIOIIMA OpraH WM COOTBETCTBYIOILIEMY JIOJDKHOCTHOMY JIMILY,
K KOMIIETEHIIMM KOTOPBIX OTHOCHUTCSl PEIICHHE IOCTABICHHBIX B OOpallleHUU
BOIPOCOB,  C  YBEJOMJIGHHEM  TpaxJaH,  HalpaBUBIIMX  OOpaIlleHus,
0 Tepeaapecanuu oOpamieHuid. B conmpoBOauTEILHOM MNHCBME OTOBApUBACTCS
NOPSIJIOK HAIlPaBJIEHUSI OTBETA aBTOPY OOpaIlleHHUS.

Ecnu pemieHne mnocTaBieHHBIX B OOpallleHUHM BOIMPOCOB OTHOCHUTCS
K KOMIIETEHIIMM HECKOJBbKHUX TOCYJAPCTBEHHBIX OPraHOB, OPraHOB MECTHOI'O
CaMOYTPAaBJIECHUSI UM COOTBETCTBYIOUIMX JIOJDKHOCTHBIX JIML, KOMHUSA OOpallieHus

HaIIpaBJIACTCA B COOTBCTCTBYIOIIHC OpraHbIl WJIN COOTBCTCTBYIOIIUM
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AOJDKHOCTHBIM JIMIIaM B CPOKH, YCTAHOBJICHHBIC 3dKOHOJATCILCTBOM O BBI60an

u pedepeHaymax.

6.11. 3anpemaercs  HampaBisITH ~ OOpalieHWe  Ha  PacCMOTPEHHUE
B FOCYJapCTBEHHBIN OpPraH, OpraH MECTHOI'O CaMOYNPABIICHUS WIIA JOJDKHOCTHOMY
JUIly, pelieHue WM - jaerctBue  (0e3deiicTBHE)  KOTOPBIX — OOXKaiyercs,
32 MCKJIOYEHUEM CIIy4aeB, yKa3aHHbBIX B NyHKTe 6 cratbu 75 DenepaibHOro
3aKOHAa 00 OCHOBHBIX FapaHTHUSX U30UPATENbHBIX MPaB.

6.12. Ecam B COOTBETCTBUHM C 3alpPEeTOM, yKa3aHHbIM B mojapazzaene 6.11
WHCTpyKUMK, HEBO3MOXXHO  HAmpaBUTh  OOpallleHHe Ha  PaccCMOTPEHHE
B FOCYJJapCTBEHHBIN OpraH, OpraH MeCTHOI'O CaMOYNPABJICHUS WIIA JJOJKHOCTHOMY
JUILY, B KOMIIETEHIIUIO KOTOPBIX BXOJUT PEUICHHE MOCTABIECHHBIX B OOpaIleHUU
BOIIPOCOB, OOpaIieHre BO3BpallaeTcsl TPakJIaHUHY C Pa3bsiCHEHUEM €ro IpaBa
00’kaJoBaTh COOTBETCTBYIOUIEE pEIICHHE WM JCHCTBUE B YCTAaHOBJICHHOM
HOPSJIKE B CY/I.

6.13. O6paiieHusi, TNOCTYNHUBIIME B TEPPUTOPUAIBHYIO  KOMHUCCHIO,
paccMaTpuBalOTCd B CPOKH, YCTAHOBJIGHHBIE 3aKOHOAATEIHLCTBOM O BBIOOpax
u pedepenaymax, ¢ yderoM OCOOEHHOCTEW, yKazaHHbIX B moxpazaenax 10.5
u 10.6 Muctpykuuu.

Ecniu  HeoOXoauMo  MpO;IMTH  CPOK  PacCMOTpeHHsl  oOpalleHus,
UCIIOJIHUTEIIb HE MO3/IHEe YeM 3a OJUH JI€Hb JI0 MCTEYEHHUS CPOKa IMOATOTOBKHU
OTBETa TMPEJCTABsIET IMpeAcenaTeNlio OOBACHEHHE, 10 KaKoH MNpUYHHE
HEBO3MOKHO [J1aTh OTBET B YCTAHOBJICHHBIM CpOK. MakcHMalbHOE NpOAJIEHHE
CpOKa MCTIOJHEHUs1 oOpalieHusl He JO0KHO MPEBBINIATh YCTAHOBJICHHBIX 3aKOHOM
CPOKOB pacCMOTpEHUS OOpalleHusl.

3asBUTENIO HAMPABIAETCS YBEAOMIICHUE O MPOJICHUH CPOKa PACCMOTPEHUS
€ro ooparieHusl.

OOparienusi, Ha KOTOpbIE HAOTCSl MPOMEXKYTOUYHBIE OTBETHI, C KOHTPOJS
HE CHUMAIOTCS.

6.14.B  cnydyae mocTymsieHMS B TEPPUTOPUAIBHYI0  KOMHCCHIO

B YCTAHOBJICHHOM IIOPAAKE 3alpoca roCyaapCTBECHHOI0O OopraHa, opraHa MECTHOTIO
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CaMOYTIPABIICHUS WM JOJDKHOCTHOTO JIMIA, PAaCCMaTpPUBAIOIINX OOpaiieHue,

JOKYMEHThl W Marepuaibl, HEO0OXOoAWMble JUIsl PAaCCMOTPEHHsSI OOpalleHus,
IIPEACTABIAIOTCA B CPOK, YKA3aHHBIA B 3aIIPOCE WIM MHOM CPOK, YCTAHOBJICHHBIN
NEHCTBYIOIUM 3aKOHOAAaTEIbCTBOM.

6.15. B oOpatnieHuu JOJDKHBI OBITh YKa3aHbl (paMuivs, UMs, OT4ECTBO (IIpH
HAJTMYHN) 3asIBUTENS (JJ1s 3asABUTENICH, HE SBISIOMUXCSA (PU3NICCKUMU JTUIAMU, —
HauMeHoBaHue). B oOpaieHnn B NHUChbMEHHOW (QopMe JO0JKeH OBbITh yKa3aH
MOYTOBBINA aJIpec, MO0 KOTOPOMY JOJKEH ObITh HaIlpaBJIeH OTBET Ha OOpalleHue,
TaKK€ JODKHBI  COJEPXKAThCS JUYHAS TOJANUCh 3asABHUTENS WIM JIHIIA,
YIOJHOMOYEHHOI'O JIEUCTBOBATh OT €ro MMEHH, U JaTa MOANUCAHUsI OOpallleHuUS.
B o6pamennn B hopme 37IEKTpOHHOTO JOKYMEHTa JOJDKEH OBITh yKa3aH aJipec
ANEKTPOHHOM TMOYTHI, IO KOTOPOMY JIOJDKEH OBITh HampaBji€H OTBET
Ha oOpalleHue.

Eciu B oOpamenun He ykazanbl (Qamwimsi 3asBUTENS (71 3asiBUTEINS,
HE SABJIIONIETOCs (PU3NYECKUM JIMIIOM, — HAMMEHOBAHKE) UITK aJIpec, 0 KOTOPOMY
JOJDKEH OBITh HANpaBJICH OTBET Ha OOpalleHue, OTBET Ha Takoe OOpalieHue
He Jgaerca. Takoe oOpalleHue CHOUCBIBA€TCA B JIEJIO0  TpejAcenaTesieM
TEPPUTOPUATBHOU KOMHUCCHH.

Ecniu B oOpamenun copepxaTcsi CBEACHHS O TOJATOTaBIMBACMOM,
COBEpPIIAEMOM WJIM COBEPIICHHOM MPECTYIUICHUH, a TaKke O JIUIE,
ero TMOATOTABIMBAIOIIEM, COBEpIIAIOIIEM WJIM COBEpIIMBIIEM, oOpalleHne
MOJIJIEKUT HAMPABICHHUIO B IPABOOXPAHUTEIbHBIE OPTaHBbI.

Ecnn Tekcr oOpailieHus HE MOJJAETCS MPOUYTEHUIO WM HE TO3BOJISIET
ONpeAeNuTh CyTh OOpalleHus, OTBET Ha Takoe oOpalleHue He Jaercs,
0 4YeM B TEUECHHME CEMHU KaJCHJIAPHBIX JHEW Mociie JTHA MOCTYIUICHUS] 0OpalleHus
yBEJIOMJISIETCSI 3asBUTEJIb B Clydae, €ClIM B OOpallleHUH TMOJAAI0TCS MPOUYTEHUIO
dbamunus 3asBUTeNs (IS 3asABUTENS, HE SBISIOMErocs (U3UYECKUM JTUIIOM, —
HAaMMEHOBAaHMUE) M aJ[pec, IO KOTOPOMY JOJDKEH ObITh HampaBieH OTBET

Ha oOpalleHue.
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He saBnsercs  oOpamieHneM  TEKCT, COJACpKalUi  IMO3JpaBicHUE,

co0OJIe3HOBaHWE WJIM OIIEHKY JIeITeIbHOCTH M HE COOTBETCTBYIOIIUMN
TpeOoBaHUAM, NpeabaBisieMbiM DenepanbHbIM 3aKOHOM 00 OCHOBHBIX T'apaHTHIX
U30UpaTeabHbIX MpaB, U TPEOOBAHUAM K 3ampocy MH(GOPMALUU, TPEIbIBIIEMbIM
denepanbHbIM 3ak0HOM OT 9 dpeBpans 2009 roga Ne 8-D3 «O6 obecneyeHun
Joctyna K uH(popManuu o JAeSTENbHOCTH TOCYyAapCTBEHHBIX OPraHOB M OPraHOB
MECTHOTO CaMOYIIPABIICHUS.

6.16. Obpamienus, B  KOTOPBIX  COJEpPXKATCS  HEUEH3ypHble  JHOO
OCKOpOWUTENbHBIE BBIPAKEHUS, YIPO3bl KU3HU, 3J0POBBI0 U HMYIIECTBY
JOJDKHOCTHOTO JIMI[a WJIM HHBIX JIMI[, OCTalOTCs O€3 OTBeTa IO CYIIECTBY
MOCTAaBJIEHHBIX B  HUX  BOIIPOCOB, a  3asgBUTEISIM coooO1aeTcs
0 HEJIONYCTUMOCTH 3JI0YTIOTPEOICHUS TPABOM.

6.17. O6paiieHue, B KOTOPOM OOXKalIyeTcsl CyJeOHOe pelIieHue, B TCUCHHUE
CEMHU KaJCHIAPHBIX JHEM €O JHSA PETUCTPAllMd BO3BpAILACTCs TpakIaHUHY,
HaIlpaBUBILIEMY OOpallleHHue, C Pa3bsiCHEHHWEM TNopsAaKa 00KajJoBaHUS JTaHHOTO
CyI€OHOTO pEeIIeHUSI.

6.18. Ecnmu B oOpalieHun COIEPKUTCS BOIMPOC, HAa KOTOPBINA 3asBUTEIIO
HEOJHOKPATHO JaBajllCh MUCbMEHHBIE OTBETHI IO CYILIECTBY B CBSI3U C paHee
HAIpPaBJICHHBIMUA OOPAIIEHUSIMH, U MIPH 3TOM B 0OpaIIeHUN HE MPUBOISTCS HOBBIC
JIOBOJIbI U OOCTOSITENBCTBA, TO IMEPENUCKa MO JAaHHOMY BONPOCY C 3asBUTENIEM
MOJKET OBITh MPEKpaIlleHa C YBEIOMJIEHUEM 00 3TOM 3asBUTEJS.

Ecnu ot 3asBuTeNs, ¢ KOTOPHIM Mepenucka Obula MpeKpalieHa, MmocTynaer
ouepeiHOe OOpalleHre MO0 TOMY K€ BOIPOCY, TO MUCHBMEHHBI OTBET Ha HETro
MOJKET HE JIaBaThCs, a cCaMO OOpallleHHe HaMpaBIsieTCs B JIEIO.

6.19. O0OpaiieHusi, HampaBjiCHHbIE B  TEPPUTOPUAIBHYID  KOMHUCCHUIO
C HCIOJB30BAaHUEM JJICKTPOHHOM  (PopMBl  OOpalieHud, PErucTpUPYrOTCS
U paccMaTpUBAIOTCS B yCTaHOBJIEHHOM mopsiake. OTBeThl Ha Takue OOpalleHus
HaIpapisaoTca B PopMe JIEKTPOHHBIX JTOKYMEHTOB, MOAMUCAHHBIX 3JIEKTPOHHOU
MOJAMKCHIO, MO0 B (OpME IIEKTPOHHBIX 00pa3oB JOKyMEHTOB B ¢opmate pdf

o agpecaM  BJIEKTPOHHOHU MIOYTHI, YKa3aHHbBIM B oOpareHuu.
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OOparmienust TpaxaaH, TIOCTYNUBIIME HA aJIpec JJIEKTPOHHOM IOYTHI

TEPPUTOPUAIIBHOM  KOMHUCCHH, HE  PETHUCTPUPYIOTCS B COOTBETCTBHUH
¢ ®enepanpabiM 3akoHOM OT 28 mexadbpst 2024 roma Ne 547-d3 «O BHeceHuu
u3MeHeHut B @enepanbHblii 3akoH «O TMOpsIKE PacCMOTpPEeHHs] OOpalieHui
rpaxaad Poccuiickoun @enepaunumny.

OOpamennss TpaxaaH, TOCTYNUBIINE B TEPPUTOPHAIBHYIO KOMHUCCHIO
n3 [IUK Poccun, peructpupyrorcsi ¢ ucnojibzoBanuem IIJ[ otnenbHO OT apyrux
BUJIOB JIOKYMEHTOB.

6.20. B cimyuyae ecnu 3ampammBaemas HHQOpMAIMs — OMyOJHMKOBaHA
B CpelacTBax MaccoBoll uH(opMmanuu 5ubO0 pasmenieHa B cetu MHTepHer,
TeppUTOpHAIbHAS KOMUCCHSI B OTBETE HA 3alPOC MOXKET OTPAaHUUYUTHCS YKa3aHUEM
Ha3BaHUs, JaThl BBIXOJIa U HOMEpa CPEACTBAa MaccOBOM MH(pOpMAaIMU, B KOTOPOM
onyOJiMKOBaHa 3ampamuBaeMas HHGOpMAIMS CO CChUIKOW (aapec CTpaHUIIhI)
Ha nHGOpPMAITNIO, pa3MEIIeHHYO B ceTu HTepHeT.

6.21. Ilpu peructpamuu oOpamienus B I mo wutoram paccMoTpeHus
oOpareHust JTOKHOCTHBIMHM JIMIIAMU, OTBETCTBEHHBIMH 3a BBOJ U 00pabOTKy
undopmaruu B [1]], Bo Bkiagke «O6pamenuey» 1] 3amonnsiercs none «l IpunsiThie
MEphI», a TaKkKe BHOCSTCS CBEJCHUSI O pe3yJibTaTaX PAacCMOTPEHHsSI oOpaIieHus
B Onoke «Bompoce» B TeueHue Tpex paboOuyux OHEH CO JHS PacCMOTPEHUS
oOpallleHls U B TEYEHUE OJIHOro pabouero JHs i oOpalleHud Mo BOIpocam
MIPOBOJIUMBIX U30UPATEITHHBIX KaMIIaHUM.

6.22. JInuHbId MpUeM rpaxiaH Mo BONpocaM, BXOMSIIUM B KOMIETEHIIMIO
TEPPUTOPUATIPHOM  KOMHUCCHUM,  SBIISIOIICHCS  TOCYJapCTBEHHBIM  OPraHOM,
OCYILIECTBIISIETCS npeaceaaTeneM TEPPUTOPUATIBHOU KOMHCCHH,
M0 TMpPEeABAPUTEIIBHONW 3amucu Mo Trpaduky, yTBEPKICHHOMY IMpejceaaTeneM
TEPPUTOPUAIBHOM KOMHCCUU M peructpupyercs B JKypHalle ydera mnpuema
rpaxaad (npusioxenue Ne 8.1).

Nudopmarus 0 MOPSIIKE npuemMa rpakJiaH pa3mMeraercs

Ha UHOOPMAITMOHHOM CTEHJIE TePPUTOPUATILHON KOMUCCHUH.
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[Io mpuObITUM Ha JUYHBI NpUEM TPaKIAHUH MPEIbIBISIET JOKYMEHT,

YAOCTOBEPSIONINNA €ro JTUYHOCTb.

Benenne mMYHOro mnpuemMa TIpaxJaH MOXKET CONPOBOXKAATHCS ayJHoO-
Y BUJIE03AITMCHIO, O YEM IPak/IaHe YBEIOMIIAIOTCS O Havyaia pueMa.

6.23. KpaTkoe coaepkaHue YCTHOrO oOpalieHus, JOJDKHOCTh U (haMuiIus
JMIa, OCYUIECTBIISIONIEIO MPHUEM, PELICHHE, MPUHITOE MO YCTHOMY OOpallieHuIo
3aHOCUTCS B KapTOUKY JINYHOTO MpUeMa rpaxkaanuna (npunoxerHue Ne 8.2).

B Xxome snuyHOro mnpuema 3asBUTEIEM TaKKe MOXKET ObITh MOJAHO
oOpallleHue B MUCBMEHHOW (opMe, Ha KOTOpPOE JaeTcs NUCHbMEHHBIH OTBET
B CPOKH, YCTaHOBJICHHBIE JIJISl PACCMOTPEHUSI COOTBETCTBYIOIIMX OOpaIeHUH.

Ecnu oOcTosiTenscTBa, U3JI0)KEHHBIE B YCTHOM OOpAIEHUH B XOJI€ JTUYHOTO
npuema, TpeOyIOT MPOBEPKH, HA TaKoe OOpalleHHe AeTCsi MUChbMEHHBIM OTBET
B CPOKH, YCTAaHOBJICHHBIE JIJISl PACCMOTPEHUSI COOTBETCTBYIOIIMX OOpaIeHuH.

B xone nuyHOrO mpueMa 3asBUTEN0 MOKET ObITh OTKa3aHO B JajbHEMIIeM
paccMOTpEeHHH OOpallleHusl, €CIM €My paHee ObUT JaH OTBET IO CYIIECTBY
MOCTaBJICHHBIX B OOPAIlEHUU BOTIPOCOB.

B ciygae rpy6oro, arpecCHBHOTO TTOBEACHUS 3asIBUTEISI IPUEM MOKET OBIThH
npekpanied. [Ipu HeoOXOIMMOCTH MOXKET OBbITh BbI3BAH COTPYJHHUK OXpaHbl
WIM TPaBOOXPAHUTENbHBIX oOpraHoB. MHpopmanus O TNOBEIECHUM 3asiBUTEIS
OTpa)XaeTcs B )KypHase yyeTa.

6.24. IlepenanHple Ha JUYHOM MpHEME OOpaIleHHUs B MUCBMEHHOHN Qopme
PETHCTPUPYIOTCS U PacCMATPUBAIOTCS B YCTAHOBIEHHOM JJII COOTBETCTBYIOLIUX

oOpallleHui mopsiJIKe.

7. Oco0eHHOCTH PadOTHI C JOKYMEHTAMH, COACPKALIMMHU CJIYKeOHYI0
HH(OPMALNIO OTPAHNYEHHOT0 PACTIPOCTPAHEHUS
(c mometkoi «/luist ciry:2ke0HOT0 MOJIb30BAHMS)

7.1. OcoOeHHOCTH pPabOThl C JIOKYMEHTaMHU, COAEPKAIIUMHU CITY>KEOHYIO

MH(}OPMAIUIO OTPAHUYEHHOTO PACTIPOCTPAHECHHUS.
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7.1.1. K cnyxebHoit uH(}OpPMAUK OrPaHUYCHHOTO PaCHpPOCTPaHEHUS

OTHOCUTCA HEceKpeTHass HWH(oOpMalMs, HE3aBUCUMO OT BHUJA €€ HOCHUTEJ,
OTpaHMYEHUS HA PACIPOCTPAHEHHE KOTOPOM JUKTYIOTCSI €€ CIy:KeOHOMU
HEOOXOMMOCTBIO.

7.1.2. HeobxogumocTh  MpocTaBieHHs] TMOMETKH  «Jius  ciykeOHoro
nosib3oBanus» (nanee — «/JICII») Ha noKymMeHTax W H3JaHUAX, COJAEPIKAIIMX
CIIy€OHYI0 HH(QOpPMALIMIO OrPAaHUYEHHOTO PACIPOCTPAHEHUS, ONPEAEISIETCS
npeacenareneM TEPPUTOPHUAIIBHOU KOMHCCHH, MOJIHACHIBAIOIIUM
WJIA YTBEPXKAAIOIINM JOKYMEHT.

JIOJKHOCTHBIE JIMIlA, MPUHSBIIKME pPEIIEHHE 00 OTHECEHUHU CIIy»KEeOHOU
uH(bOpPMaIUU K pa3psay OrpaHUYEHHOT'O pacCpOCTPAHEHHUS, HECYT MEPCOHATBHYIO
OTBETCTBEHHOCTH 32 000OCHOBAHHOCTh MPUHATOIO PEIICHHUS.

7.1.3. ITometka «JICII» 1 HOMEp SK3EMIUIApA MPOCTABJISIOTCS B IMPABOM
BEPXHEM YIUIy INIE€PBOM CTpaHULbl JOKyMEHTa (B cCily4yae HEOOXOJUMOCTH —
U €ro MpoeKTa), COAEP)KAILIEro CIyX)eOHYI0 HHPOPMALUIO OrPAHUYEHHOTO
pacnpocTpaHeHus, Ha OOJIOKKE U TUTYJIbHOM JINCTE M3/IaHUs, & TaKKE Ha MEePBOU
CTpPaHULIE CONPOBOJIUTENIBHOIO NMHUCbMA K TaKMM AOKyMeHTaM. lIpm moaroroske
nokymenTta cpeactBamu IIJI momerka «JICII» mpocTaBisieTcss Ha 3IEKTPOHHOM
mabsoHe OJaHKa TOKyMEHTA.

7.1.4. PaboTa ¢ JAOKYMEHTaMH, COJEpPKALIUMHU CIYKeOHYI0 HH(OpMaIuio
OrPaHUYEHHOI'0 PACHPOCTPAHEHMS, B TOM YHCIIE MX MpPUEM, YUeT (perucrpauus),
OCYILECTBIISIETCS B IOPAJIKE, YCTAHOBIECHHOM JUII HECEKPETHBIX JOKYMEHTOB,
C yyeToM OCOOEHHOCTEH, H3JI0KEHHbIX B HacrosmeM pazzaene. [lpu stom
K PerUCTpallMOHHOMY HOMEpPY JOKyMeHTa 1o0asisercs nometka «ICID».

7.1.5. lokymentsl ¢ noMmetkoit «JICID» peructpupyrorcs (YUHUTHIBAHOTCS)
BMECTE C JAPYTMMHM HECEKPETHBIMM JOKYMEHTaMH. B perucrpalmoHHO-y4eTHOU
dbopme npousBoautcs 3anuch «[CID».

7.1.6. CkanupoBaHue, KOINHUpPOBaHHE  (THPAXUPOBAHUE) JIOKYMEHTOB
c nmometkoi «/ICII», a Takxe pa3MmelieHue Ux Mpu ocyuiecTBieHuu padbotsl B I1/]

MIPOU3BOAMTCS TIpejcenareneM (CeKpeTapeM) TePPUTOPHAIBHON KOMHUCCHUHU JTHOO
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pa60THI/IKOM alrapara, OTBCTCTBCHHBIM  3a BCACHHUC  JICJIOIIPOU3BOACTBA

C MX IMCBMEHHOI'O pAa3PEIICHHs, IIPU 3TOM OCYIIECTBISIETCS YYET KaKI0To
DK3EMIUIAPA YKA3aHHBIX JOKYMEHTOB.

7.1.7. Jokymentsl ¢ mnomeTtkoil «JICII» Ha OymMakHOM HOCHUTeNe
nepenarorcs noa noanuch. [Ipu HampaBieHUH TOKYMEHTOB ¢ moMeTkon «JICII»
cpeacteamu 111 B PYK mpocraBisercss COOTBETCTBYIOIIMM YPOBEHBb JOCTYIIA
K JJOKYMEHTY.

7.1.8. JokymenTsl ¢ nometrkoil «JICII» HampaBisrOTCS B JpyTrHE OpPraHbI
U OpraHu3aluy opraHamu (QenepaibHOil (enbIberepckoil CBs3M, CIy>KOO0U
CHEIMAJIbHOM CBsA3M MO0 HapouHbIM. [Ipy HanpaBiieHUU JOKYMEHTOB C TOMETKON
«ICID» cpenctBamu I1J[ B IIUK Poccuu, @I npu LUK Poccun, PIIOUT
npu I[UK Poccun, Cankr-IlerepOyprckyro u30HUpaTelbHYl0  KOMHCCHIO,
n30UpaTesbHbIC KOMHUCCHUU CyOBEKTOB Poccuiickon denepaunu,
TeppuTOpHaANIbHBIE KOMHCCHUU B PYK mpocraBisieTcss COOTBETCTBYIOIMN YPOBEHb
JOCTYIA K TOKYMEHTY. 3alpeliaeTcs MepeaaBarh JOKYMEHTHI ¢ MoMeTKou «/ICII»
10 HE3AIIUIICHHBIM KaHaJlaM KOMIBIOTEPHO-MOJIEMHON U (DaKCUMUIIBHOM CBSI3H.

Hokymentsl ¢ nometrkoil «JICII» paccbuiaroTCsi HECKONBKHM ajpecaTram
COTJIaCHO CIHCKY pPAacChUIKM, B KOTOPOM HAampOTHUB KaXKJIOTO ajapecara
IPOCTABIIAETCS HOMEP SK3EMILISIpa OTIPABISAEMOro ToKyMeHTa. CMCOK pacChUIKU
IOAINKCHIBAETCS MPEACEAATENIEM TEPPUTOPUAIBHON KOMUCCHH.

7.1.9. Ucnionnennble gokymMeHThl ¢ mniometkor «JICID» dopmupytorcs
B Ji€la, B TOM YMCJIE JJEKTPOHHBIC, B COOTBETCTBHM C HOMEHKJIATYpOM JEll.
JIOKyMEHTBI TPYNNMPYIOTCS B JejJa BMECT€ C JAPYIMMH HECEKPETHBIMU
JOKYMEHTaMH 1O OZHOMY M ToMy e Bompocy. [lpu dopmupoBanum nena
Ha OyMa)XHOM HOCHUTEJIE B IPaBOM BEPXHEM YIJIy OOJIOKKHM Jena, B KOTOpOE
IIOMEIIEHBI TAKHE JOKYMEHTBI, TpocTaBisieTcs: noMmerka «/JCID».

7.1.10. Joxymentsl ¢ mometko «/ICID» Ha OymMa)kHOM HOCHUTENE XPaHATCS
B 3aKpbIBAOLIMXCA MIKagax.

7.1.11. YHUUTOKEHUE J1€7, JOKYMEHTOB M M3JMaHui ¢ nomerkor «JCII»,

yTpaTuBIIMX CBOC IPAKTHUYICCKOC 3HAYCHHC W HC HUMCHOIIHX I/ICTOpH‘leCKOﬁ
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U HAyYHOM IICHHOCTH, TWPOM3BOAUTCS IO aKTy YCTaHOBJICHHOW (OpMbI

C yKa3aHHEeM HOMEPOB 3K3eMIUIIPOB (mpriioxkeHnue Ne 16).

7.1.12. Pemenne o cHatuu nometku «JICI» ¢ nokyMeHTa npuHHMAeT
JTOJKHOCTHOE JIMIIO, TOAMMCABIIIEE WA YTBEP/IUBIIIECE TOKYMEHT.

Cusatue nometku «JICII» ¢ mpUCIaHHOTO B TEPPUTOPUAIBHYI) KOMHUCCHUIO
JOKYMEHTa MOKET ObITh MPOU3BEIECHO TOJIBKO [0 COTJIACOBAHUIO C OpraHHU3aIUeH,
HaIlpaBUBLIEH JTOKYMEHT.

Custue nometrku «JICID» ¢ goxkyMeHTa NpPOU3BOAUTCS MpeaceaaTeneM
(cexkpeTapeM) TEPPUTOPHAIBHOW KOMHCCHH JHOO pPabOTHUKOM  ammapara,
OTBETCTBEHHBIM 3a BEJICHHE JIEJIONPOU3BOJICTBA HAa OCHOBAHUU NHCHMEHHOTO
yKa3aHHsl JIOJDKHOCTHOTO JIMIIA, TPUHSBIIETO Takoe pemienue. [lpu cHAThm
nometkn  «/JCII» Ha goKyMeHTax, Jdenax WiId M3JaHHusIX, a Takke
B PETHCTPALMOHHO-YYETHOU (hOpME IeNal0TCsl COOTBETCTBYIOLIUE OTMETKHU.

O cusatun nometrku «JICID» yBegomisitoTCS BCE ajpecarbl, KOTOPHIM
JIOKYMEHT HaMpaBJISIICA, TMO0 OpraHu3aliys, €ro HarnpaBUBIIIAsl.

7.1.13. B cnydae yTparbl Jell, JTOKYMEHTOB WM H3JAaHUU C IOMETKOI
«ACIl» nubo pasriamieHusi coaepkamieiics B HUX HHGOpMAIMU Ha3HAYaeTCs
ciyeOHasi MpOBEpKa, O pe3yJibTaTax KOTOPOW JOKIAJbIBAETCS MpPE/ICEIaTENI0
TEPPUTOPUAIBHON KOMUCCHH.

OG0 yTpare nein, JOKyMeHTOB M uzfaanuii ¢ momeTkon «JICII» cocrapmsiercs
aKT, HA OCHOBAHUM KOTOPOTO JIEJIAIOTCS COOTBETCTBYIOUIME OTMETKH B YUETHBIX

dbopmax.

8. IloaroroBka, opopmiieHue, BBINYCK, Y4€T JOKYMEHTOB,
paccMaTpuBaeMbIX HA 3aCeJaHUAX TEPPUTOPUATIBHON KOMHMCCHH
8.1. ®opMupoBaHUE TPOEKTa MOBECTKU [HS 3aceJaHus TEPPUTOPUATILHOMN
KOMUCCHH.
8.1.1. ITpoekT mOBECTKH JHS 3ac€JaHHUsl TEPPUTOPUAIBHONM KOMHMCCUU
dbopmupyeTcsi 3a0IarOBpeMEHHO Ha OCHOBAHHWM IUIAHOB pPalbOThl M PpEHICHUMN

TEPPUTOPHAIIBHON KOMHUCCUU (Jajiee — pelieHuid), MOpYy4YeHUN Mpeaceaares
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TEPPUTOPUAIBHOU KOMHUCCHHM, MOCTYIIUBIIMX JTOKYMEHTOB U, IIOCJIE COTJIACOBAHUS

C IpeacenareireM TEPPUTOPUAIBHOM KOMMCCHM IIOJIHMCHIBACTCA CEKPETapeM
TEPPUTOPUAITBHON KOMUCCHH.

Taxke NIPOEKT IOBECTKH JHsS 3acelaHus TEPPUTOPUATIBHOM KOMHUCCUU
MOET (OpMHUpPOBATBCA M  COIJIacoBbIBaThbCA cpeactBamu  IIJI u  mocne
COIJIACOBAHUS MpEICENaTeNIeM TEPPUTOPUAIBHOM KOMHUCCHM COTIJIACOBBIBACTCS
CEKpeTapeM TEPPUTOPHUAIIBHON KOMUCCUU JJIs BBIHECEHHUs HA 3aCEIaHMUE.

8.1.2. UneHsl TEppPUTOPUATIBLHON KOMHUCCHHM BIIPAaBE MNPEIJIOKUTH BHECTH
B TMOBECTKY JHS 3aceJaHHusl BOMPOCHI, HE MPEAYCMOTPEHHbIE IIaHAMH PaOOTHI
U  pELICHUSMH TEPPUTOPHAIBHOM  KOMHUCCHUHM, TIPU  YCIOBUM  HAJIAYUA
IIOATOTOBJIEHHBIX 10 3TOMY BOIIPOCY JTOKYMEHTOB.

JlaHHBIE BONPOCHI BKJIIOYAKOTCA B IIPOEKT IIOBECTKH JHS 3aCENaHHUs
TEPPUTOPUAIBHON  KOMHMCCHM  TpU  IUCBMEHHOM  OOpallleHuu  4ieHa
TEPPUTOPUAIBHOM KOMMCCUM, II0 HWHULHATHBE KOTOPOI'O BOIPOC BBIHOCUTCS
Ha 3acellaHue, Ha UM IIpejacenareis TEPPUTOPUAIBHOM KOMHMCCHHM, B KOTOPOM
YKa3bIBalOTCS HAWMMEHOBAaHHWE BOIPOCA, AOKIAAYMK M Jara IEepeladyd IpOeKTa
pElIeHUs] B COOTBETCTBMU C IYHKTOM 8.2 W MaTEepHalOB K HEMY CEKpPETaplo
TEPPUTOPUAIIBHON KOMHUCCHMU.

8.1.3. CornacoBaHHbIil C TpeacenaTeNeM TEPPUTOPUATIBHON KOMHUCCUU
Y MIO/ANMCAaHHBIN (cornacoBaHHbIi cpenctBamu 11]1) cekperapeM TeppUTOpUaTbHON
KOMHMCCUU TIPOEKT IIOBECTKM JHs 3acefaHusi TEPPUTOPHAIBHON KOMHUCCUU
TUPAXKUAPYETCS U1l PACCBUIKH YWICHAM TEPPUTOPUATIBHON KOMUCCHUHU.

[Ipoekt T1OBECTKM JHS  3aCE€JaHUs]  TEPPUTOPHAIBHOM  KOMHUCCUU
pasMemaercs Ha  OQUIMAIBHOM  CaliTe  TEPPUTOPHAIBHOW  KOMHUCCUU
B HHdopManmoHHO-TENEKOMMYHUKAIIMOHHOW ceTu  MHTepHeT B  CpOKH,
yCTaHOBJICHHbIE PernmamMeHToM TeppUTOpUAIbHON KOMHCCHH, a TAaKKE MOXKET ObITh
pa30cCilaH 4jeHaM TEPPUTOPUATIBHOM KOMHUCCHUH HAa YKa3aHHbBIE UMH JIEKTPOHHBIE
IIOYTOBBIE aJIpeca.

8.2. IloaroToBKka JOKYMEHTOB II0 BONPOCAaM, BKJIIOYEHHBIM B MPOEKT

ITOBECTKU JHS 3aCEIAHUS TEPPUTOPUATIBHOM KOMUCCHUMU.
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8.2.1. JIokyMeHTBI 1O BOIIpOCAaM, BKJIFOYEHHBIM B IPOEKT IMOBECTKH IHS

3acelaHusl TEPPUTOPUATBHOW KOMHUCCHUH, TOTOBSITCA pabO4YUMH  TpyIIaMu
TEPPUTOPUATBHOU KOMHCCHH, npeacenaTenemM (cexperapem),
aub0 MO HUX TOPYYEHUIO HUHBIMH WIEHAMH TEPPUTOPUATBHOM KOMHUCCHH,
32 KOTOPBIMU 3aKpEIJIEHbl COOTBETCTBYIOIIME HAIMpaBiICHUS JEATEIbHOCTH,
C TMpHUBJICYEHUEM, B Ccllyyae HEOOXOAMMOCTH, pPaOOTHHKOB  ammapara
TEPPUTOPUATBHON KOMUCCHUU U JIPYTUX CHEIUAIUCTOB (JOKYMEHTBHI IO BOIIPOCAM,
BKJIFOYEHHBIM B IPOEKT MOBECTKH JHS 3aCEaHus TEPPUTOPUATIBHOM KOMHUCCHUH,
MOTYT TOTOBUTBCS U COTJIACOBBIBAThHCS cpencrBamu 11/1).

8.2.2. IlpencraBnsieMble K PaCCMOTPEHUIO JIOKYMEHTBI JOJKHBI BKJIKOYATH
03arjiaBjeHHbI TPOEKT pEIIeHUs C MPHUOOIICHHBIMH K HEMY TMOJJIMHHUKAMU
JOKYMEHTOB (B TOM 4YHUCJ€ pacleyaTaHHbIMU  KOMUSMH  JOKYMEHTOB,
NOCTYNUBIIUX/TIOATOTOBICHHBIX B AJIEKTPOHHOM  BHUJE),  MOCITY>KHBIIMX
OCHOBaHMEM [UJII PACCMOTPEHMsI BOIIPOCA HA 3aceaHUd TEPPUTOPHATBHOU
KOMHUCCHUH, JIMOO MPOEKT MHChbMa, MOMAJIEKAIIEro COTJACOBAHUIO Ha 3acelaHuu
TEPPUTOPUATBHON KOMMCCHUH, TNPU HEOOXOAMMOCTH — NOSICHUTEIbHYIO 3aHCKY
10 paccMaTpuBaeMOMY BOIPOCY.

8.2.3. IIpoeKThl TOKYMEHTOB (BKJIOYAs IPUIIOKEHUS), IPEACTABISIEMbIE J1JIs
pacCMOTpPEHHsI Ha 3aceJaHud TEPPUTOPUAIBHOW KOMHUCCHW, BU3BHPYIOTCS
UCIIOJIHUTENIEM M WICHOM TEPPUTOPUAIBHOM KOMHUCCUH, OTBETCTBEHHBIM
3a MOJATOTOBKY JOKYMEHTa, KaK Ha OyMa)XHOM HOCHTENE, TaK M B 3JIEKTPOHHOM
BUe cpeactBamu I1]1.

[IpoekThl JOKYMEHTOB (BKJIOYash MPHIOKEHUS), COAEpKALIUE BOMPOCHI
¢bunancupoBanusi BBIOOpPOB  (pedepeHaymoB), (HUHAHCOBOTO  OOECIICYCHUS
TEKyILIEH AESATENbHOCTH TEPPUTOPUATBHOW KOMHCCHH, B 00S3aTEIBHOM MOPSIKE
BU3UPYIOTCS IJIaBHBIM OYXTaJITEPOM TEPPUTOPUATBHON KOMHCCHH.

Busbsl mpocTaBisIOTCS B KOHIE TEKCTa TMPOEKTa pelieHus Jubo
Ha OOOpPOTHOM CTOpOHE IOCJEIHEro0 JIMCTa IMPOEKTa JOKyMeHTa (BKJIOuas

MPWIOKEHUSI) TO ycTaHoBIeHHON (opme (mpuimokerre Ne 9). Kaxiwni smct
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MMPHUIIOKCHUA BUBUPYCTCA HUCITOJIHUTCIICM. Buza IMPOCTABJLICTCA B IIPABOM HUKHCM

YTy Ha CBOOOJHOM I10JI€ CTPAHUIIBI ITOCJIE TeKCTa JIM00 Ha 00OPOTHOM CTOPOHE.

IIpr mOATOTOBKE M COTIACOBAHHUM INPOEKTOB JTOKYMEHTOB cpencrBaMu I1/]
JMCT COTJIACOBAHUS pacleyvaThIBAaeTCs U MPUOOIIAeTCsa K MOUIMHHUKY TOKyMEHTA.
[Ipy HeoOXOoAMMOCTH TOJIYYEHHS BH3bl JOJDKHOCTHOTO JIMIIAa Ha JIMCTE
COIVIaCOBAaHUsA JNIOKYMEHTA, [IOArOTOBJIEHHOI'O CpelcTBaMU I,
OH pacreyaTbhIBacTCs, IEPEAAETCS BMECTE C POEKTOM JOKYMEHTA Ha BUSUPOBAHUE
COOTBETCTBYIOLIEMY JOJKHOCTHOMY JIMILY.

8.2.4. UcnionHutenb o00ecreynBaeT KOMIUIEKTHOCTh BCEX JOKYMEHTOB,
0003HAUEHHBIX KaK B MPOEKTE PEIICHUS, TaK U B MPUJIOKEHUAX K HEMY.

8.2.5. [locne mpocMoTpa, a B HEOOXOJUMBIX CIydasiX — BHECEHHUS MOIMPABOK,
CeKpeTapb TEPPUTOPUATIEHON KOMUCCUHU Ha MOATOTOBICHHBIX U O(DOPMIICHHBIX JJIs
paccMOTpeHHs Ha 3aCE€laHMM MPOEKTaX JIOKYMEHTOB JENAET OTMETKY
«Ha 3acenanue», cTaBUT MOANKUCH U AaTy (MpocTaBiseT oTMeTKy «Ha 3acenanue»
cpeactBamu I1]]) u mepenaer (HamparmisieT cpeiactBamu I[1/]) Bech KOMILIEKT
JOKYMEHTOB ISl THUPAXUPOBAHHMS PAOOTHUKY anmapara, OTBETCTBEHHOMY
3a BEJCHUE IEJIONPONU3BOIACTBA.

8.2.6. JIOKyMeHTBI K 3acelaHHhI0 MOTYT HaIpaBIsIThCA IO MPOChOE YJICHOB
TEPPUTOPUATBHOM KOMHCCHUHM Ha YKa3aHHBIE MMHU 3JIEKTPOHHBIE MTOYTOBBIE ajpeca
W/WIU Tepe/laBaThCsl UM TEepe]i HayaloM 3acellaHus, a JIMLaM, MpUrIalieHHbIM
Ha 3aceJaHue, MaTepHalibl 10 BONPOCY, HAa KOTOPBIA OHHM MPUIJIALIEHBI,
NIEPEAOTCS NIEPE] HAYAJIIOM 3aCEaHNs.

[Tanku ¢ JOKyMEHTaMHu, NOMJICKAIIUMH PACCMOTPEHHUIO B COOTBETCTBUU
C MMPOEKTOM MOBECTKH JIHS 3aC€AaHUsl TEPPUTOPUATIBHON KOMHCCHH, KOMIUIEKTYET
M pa3lgacT 4WiIeHaM TEPPUTOPUAIBHOM KOMHCCHM IIE€pE] HayajoM 3acedaHus
pabOTHHK anmapara, OTBETCTBEHHBIN 3a BeJIEHUE JEIONPOU3BOCTBRA.

8.2.7. Ilepen HauanmoMm 3acemaHvs paOOTHHWK ammapara, OTBETCTBEHHBIN
3a BEJCHHUE JEJONPOU3BOACTBA, JUOO CEKpeTapb TEPPUTOPUATIBLHON KOMHCCHUH,

PETHCTPUPYIOT YJIEHOB TEPPUTOPHAIIBHOM KOMHCCHUM C IPAaBOM PEILIAOIIETO
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rojioca, NMpuCyTCTBYONMX Ha 3aCCAaHMN W IPUTTIAINICHHBIX Ha 34CCAAHHMC JIUII,

CIIUCOK KOTOPBIX MPEJCTABISIETCS MIPEACEaATENI0 TEPPUTOPHATBHON KOMUCCHUU.

8.2.8. Ha 3acemanum TeppuUTOpPUATBHON KOMUCCHUU BEIETCS MPOTOKOI
U MOXET NPOU3BOJUTHCS ayJIMO3alllCh (BHAEO3amuch). B ciaydae mpou3BoacTBa
ayJlIno- WIM BUJIC03AIUCH YIIEHBl TEPPUTOPUATILHON KOMHUCCHUM W TMPUIJIAIICHHBIE
YBEAOMJISIIOTCSI 00 3TOM /10 OOBSIBICHUS MOBECTKHU JHS 3aCElaHusl.

8.3. Brimmyck 10KYMEHTOB, pACCMOTPEHHBIX Ha 3aCE€JaHUU TEPPUTOPUATBHON
KOMHCCHHU.

8.3.1. JIOKyMEHTBI, pacCMOTPEHHbIE Ha 3aCENaHUH TEPPUTOPHUAIBHON
KOMHUCCHUH, B Cllydae, €Clidi B XOJE 3acelaHus BHOCUIUCh M3MEHEHHUS, JOJDKHBI
OBITh 10pabOTaHBbI, a 3aT€M MOJIMTUCAHBI, 3aPETUCTPUPOBAHBI U PA30CIAHBbI.

8.3.2. Cpok nopabOTKH JOKYMEHTOB HE JOJDKEH MPEBBINIaTh TpeX pabouux
JHEW T1ocie JHS 3acefaHus, €ClIM WHOM CpOK He ompefeneH (deaepalbHbIM
3akoHOM w/mnu 3akoHOM Cankt-IlerepOypra, periiaMeHToM TepPUTOPHATBHON
KOMHCCHUHU WJTU HE OTOBOPEH Ha 3aCE/IaHuU.

8.3.3.Ilpu nmopaboTke JOKYMEHTa WCIOJHUTENh BHOCHT B  TEKCT
COTJIaCOBAaHHBIE B XOJ€ 3acefaHusl W3MEHeHus. B cioyuae mpuHATHA
TEPPUTOPUAIBHOM  KOMHUCCHUEH  pemieHuss O  HEOOXOJUMOCTH  KOHTPOJIS
3a BBIMIOJTHEHUEM PEIICHUS €ro TEKCT JOMOJIHAETCS ITyHKTOM, B KOTOPOM
HA3HAYaIOTCs JIMIA, OTBETCTBEHHBIE 32 UCIIOJIHEHHUE.

8.3.4. JlokyMeHT, mNoJjIeXalluil MNOANUCAHUI0 (BKJIOYas MPUIIOKECHUS),
MOJATOTOBIICHHBI Ha OyMa)XHOM HOCHUTEJE, BU3BHPYETCS HUCIOJHUTEIIEM,
OTBETCTBEHHBIM 3a €ro MOATOTOBKY.

JIOKyMEHTBI (BKITIOUAs MIPUIOKEHUS), CoZepIKaIlne BOITPOCHI
dbuHaHCUpOBaHUS BLIOOPOB, (PUHAHCOBOrO OOECIICUEHHUSI TEKYIIEH AEATETbHOCTH
TEPPUTOPUATBHOM KOMHUCCHUHM, B 00S3aTE€IBLHOM MOPSIIKE BHU3UPYIOTCS TJIABHBIM
OyXTanTepoM TepPUTOPUATHHOM KOMHUCCHH.

JIOKyMeHT,  TmoaJexaluil  MNOoANMCaHWIO0  (BKIOYas  IPHIOKEHUS),
cornmacoBaHHbIM cpefacTBamu [1J] w mpuHATHII 03 W3MEHEHWN Ha 3acelaHuu

KOMHUCCHH, PACIICYATBIBACTCA HA COOTBCTCTBYIOIIICM 6J'IaHKe, K HCMY HpI/IO6IHaeTC$I
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JIMCT COIJIaCOBaHUA, 3aTEM HNOKYMCHT IIPCACTABIIICTCSA Ha IOAIHMCH CCKPCTAPIO

Y TIPEJICENATEN0 TEPPUTOPUAIIBHON KOMUCCHH.

JlopaboTka M corjlacoBaHH€ JIOKYMEHTOB, PACCMOTPEHHBIX Ha 3acelIaHUu
KOMMCCHUH, MOXKET OCYILECTBIAThCA cpeacrBamu I1/].

Bu3bl npocTaBisAloTCA aHATIOTUYHO MOPSIKY, YKa3aHHOMY B a03alle TPETbeM
nyHkra 8.2.3.

IIpy mOAroTOBKE M COTJIAaCOBAaHUM IPOEKTOB JOKYMEHTOB cpeactBamu 11/1
JMCT COTJIAaCOBAHUS MPUOOIIAETCS K MOATUHHUKY TOKYMEHTA.

8.3.5. PaboTHHK amnmapara, OTBETCTBEHHBIN 3a BEJICHHE JEIONPOU3BOICTBA
CIIEIAT 3a KOMIUIEKTHOCTBIO IIPUJIAraeMbIX K  PEHICHUI0 JOKYMEHTOB
U pacrnojaraeT UX B TOW IOCIEAOBATEIBHOCTH, B KOTOPOM OHM YHOMHMHAKOTCS
B TEKCTE.

8.3.6. Ectu BoOmpoChl, coAepkKalyecss B PEUICHUU TEPPUTOPUATIBHOU
KOMHUCCHH, KacalTCid JEATEIbHOCTH OJHOW WM HECKOJbKHX CTOPOHHHX
OpraHu3alii, K JOKYMEHTY IIPWJIAraercsi JIMCT COIJIACOBAaHUSA, B KOTOPOM
YKa3bIBalOTCA HAMMEHOBAaHUE OpPraHHU3allH, JOJDKHOCTb, MHULIMAIBI U (paMIIIns
JOJDKHOCTHOTO JIMIA, C KOTOPBIM 3TOT JOKYMEHT COIJIaCOBaH, M CTaBUTCA
ero coOCTBEHHOpYYHas MOITUCH.

CornacoBanre MOXeT O(OPMIIATBCA HAa TMOCIEAHEM JHCTE pELIEHUsS
TEPPUTOPUATLHOU KOMUCCHUH.

8.3.7. K odopmiieHHOMY pelIeHHnI0 TePPUTOPHATIBHON KOMUCCHHM PaOOTHUK
anmnapara, OTBETCTBEHHBIM 3a BEIEHHE JEJONPOU3BOJACTBA, TOTOBUT OTYET
O pacchbUIKE IO COOTBETCTBYIOUIMM ajpecaTaM U pa3MEIICHUU pEeLIeHUN
TEPPUTOPUATBHOM KOMHUCCHM Ha odunuamsHoM caite (mpuiokenune Ne 10).
Cnucok JOJKHOCTHBIX JIMIL (OpraHu3aluil), KOTOPbIM HaIpaBiIsIETCS pELIeHUE
TEPPUTOPUATBHOM KOMUCCHH, MOXKET ObITh NOATOTOBJIEH cpeacTBamu [1/1.

B cnincok BkirouaroTes auna, KOTopble OyAyT 3aeHCTBOBaHbI B peasin3aluu
OPUHATOTO  JOKyMEHTa WM  JOJDKHBL  OBITh  IPOUH(OPMHUPOBAHBI

0 €TO COACPIKAHNN U KOTOPBIM ITOT NOKYMCHT HOJIKCH OBITH pa30CiiaH.
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Crmcok PAaCCBUJIKM AOKYMCHTOB IOJAIIMCBIBACTCS pa6OTHI/IKOM alrapara,

OTBETCTBEHHBIM 3a BEACHHUE JEJIONPOM3BOJACTBA U YTBEPKAACTCS IpeAcCeaaTesieM
TEPPUTOPUAIBHON KOMUCCHH.

8.3.8. ObopmiieHHBIT KOMIUIEKT JOKYMEHTOB (pelieHue, 00O03HAYCHHBIC
B €ro TEKCTEe NPUIIOKEHUS, CIHCOK pacChUIKM) pabdOTHUK  ammapara,
OTBETCTBEHHBI 3a BEIECHHE JEJIONPOU3BOACTBA, IME€PEAACT HA MOJIIHUCH
IIPEICENATENI0 U CEKPETAPI0 TEPPUTOPUAIIBHON KOMUCCHH.

8.3.9. PemieHne  MOANMCBHIBAETCS  MpPEICENATENeM U CEKpeTapeM
TEPPUTOPUAIBHON KOMUCCHM.

Ecnu Ha 3acenaHuy TEppUTOPUANIBHOW KOMMCCUM IIPEICENATENbCTBOBAI
3aMECTUTENIb  MpeAceAaTeNis  TEPPUTOPUAIBHOM  KOMHCCHHM,  CEKpEeTaphb
TEPPUTOPUAIBHON KOMUCCHH WM OJUH U3 WICHOB TEPPUTOPUAIBHON KOMHUCCHU
C MpPaBOM PEUIAIOUIETO TO0J0Ca, a TAKXKE €CJIA IIOJHOMOYMS CeKpeTaps
TEPPUTOPUAIBHOM KOMHCCHHM OCYIIECTBIIUI OJMH M3 WICHOB TEPPUTOPHAIBHON
KOMHCCHH € IIPABOM PELIAIOIIEro rojioca, TO MOANUCH B IIPOTOKOJIE, HA PEIICHUN
0(QOPMIISIIOTCS CIIEAYIOIIUM 00Pa30M:

«3aMecTUTENb TMpeAcenarenss TEPPUTOPHAIIBHOM KOMHUCCHM» —B  Cllydae
BPEMEHHOT'O OTCYTCTBHSI NPEACEAATENS TEPPUTOPUATIBHON KOMHUCCHY,

«Hcnonssrommii 003aHHOCTH TIPEACEaTeNs TEPPUTOPHATIBHON KOMUCCUI —
npu Hanuuuu peuieHuss Caskr-IlerepOyprckoit  u30MpaTenbHOM  KOMHCCHU
O BO3JI0O’)KEHHMHM Ha OJHOrO0 M3 YJIEHOB TEPPUTOPHAIBHONW KOMHCCUU C IPAaBOM
pELIAIONIEro To10ca MMOJHOMOYMI NpeaceaaTelIs TEPPUTOPHATBHON KOMHCCHH;

«IIpencenaTensCTBYOIMMI HA 3aCE€JaHUU TEPPUTOPUAIIBHOM KOMHUCCHH» —
B CJy4ae BpPEMEHHOI'O OTCYTCTBHUSI IpEAcenaTess, 3aMECTHUTENs MpeAceaaresis
TEPPUTOPUANIBHON KOMHUCCHM, OTCyTcTBUA pemieHus Cankr-IletepOyprekoit
n30UpaTeIbHOW KOMHMCCHMM O  BO3JIO)KEHHH  TIOJIHOMOYMH  TpeacenaTelis
TEPPUTOPUAIIBHON KOMHCCUU HAa OJHOTO W3 YWICHOB TEPPUTOPUATIBHON KOMHUCCHUU
C IPaBOM pEIIAIOIIET0 I0JI0CAa W IPHU HAJIMYMKM DPEIICHHUS TEPPUTOPHAIBHOU

n30MpaTeTbHON KOMHUCCHH,
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«Mcnonusomuil 0053aHHOCTH CEKpeTapsi TePPUTOPUATHHON KOMHUCCHUN) —

B Cllyyae HaJlIW4yus penieHuss TepputopualbHOW KOMHCCHMM O BO3JI0KEHUU
MOJTHOMOYUM CEeKpeTapsi TEPPUTOPUATBLHOM KOMHCCHMM Ha OJIHOTO W3 YJICHOB
TEPPUTOPUAIBHONM KOMHUCCHH € ITPABOM PEILIAOIIETO r0JIOCa.

«Cekperapp  3acefjaHusi  TEPPUTOPUATBLHOM  KOMHCCUM» —B  cllydae
BPEMEHHOTO OTCYTCTBUS CEKpeTapsi M30MpaTeIbHOW KOMUCCHUU W TPU HAIHYWN
pelIeHust TEpPUTOPUATILHON KOMHUCCHUHU.

8.3.10. ITocne moanmucaHus peEUIEHUS PETUCTPUPYIOTCS B  JKypHAJIE
pEerucTpaluy peleHui, B KOTOPOM MPeayCMaTpUBAIOTCS: MOPSAKOBBIA HOMED,
JaTa TPUHATUS PEIICHUS, PETUCTPAIMOHHBIA HOMEp, COJIEp)KaHUE PpEIICHUs
¥ HOMeEp Jiejia XpaHEeHHUsI.

8.3.11. PemieHnsi HyMepyroTCs B XPOHOJOTHMYECKON IOCIEI0BATEILHOCTH
B npenenax CpoKa MTOJTHOMOYHN TEPPUTOPUATBHON KOMHUCCHH.
Homep pelieHust TeppuTOpuaIbHON KOMUCCHU COCTOMT M3 HOMEpa MPOTOKOJIA
3aceflaHus U MOPSAJKOBOTO HOMEpa Borpoca, (Hanpumep: 1-5).

8.3.12. Yka3aHHbIE BbIII€ PEKBU3UTHI BHOCSTCSA B PETUCTPALIMOHHO-YUYETHYIO
dbopmy. B ciyuae ucnonszoBanus I1J] k PYK npukperisieTcs TEKCT NOKyMEHTa
B (hopmare docx (st Tabmuil fomyckaroTes (aitnsl popmata x1SX) v 37EKTPOHHBIN
00pa3 nokyMeHTta B popmate pdf (mpu HEOOXOAMMOCTH), a TAKXKE JEIaeTCs CBs3Ka
C JIOKYMEHTAaMHM, ITOCIYXMBIIMMH OCHOBAHHMEM JUII PACCMOTPEHUS BOIpOca
Ha 3aCeJJaHuU TEPPUTOPHAIIBHON KOMUCCHUHU.

8.3.13. Pa3perieHue Ha THUpaKUPOBAHUE JOKYMEHTOB B HEOOXOJAMMOM
KOJIMYECTBE JAeT IMpEeAceAaTeab TEPPUTOPUATIBHON KOMHUCCUU. JIOKYMEHTHI
TUPOXUPYIOTCS ~ paOOTHUKOM  ammapaTa, OTBETCTBEHHBIM  3a  BeJICHHUE
JIEJONPOU3BOJICTBA, HAa KaXIOW KOMUHM JIOKYMEHTa THPOCTaBIsETCS Te4aTh,
YAOCTOBEpSIIOIIAs  NOANKUCH  NIpeacenaredss TEePpPUTOPUAIBHOM  KOMHUCCHU
U CEeKpeTaps TeppUTOpUaIbLHON KoMuccuu (0e3 BOCIPOU3BEACHHS MOUCEN ).

8.3.14. Konuss pemieHuss TEPPUTOPUAIILHON KOMMCCHM  HaIpaBIseTCs

3asIBUTEI0 B CIIy4ae, €CIM €ro OOpalleHHe B TEPPUTOPUATBHYIO KOMHUCCHUIO
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MMOCITY’KHJIO OCHOBAaHHUECM JJI pacCMOTPCHUA BOITpOCa Ha 3accaaHnuu

TEPPUTOPUATBHOU KOMHUCCHH.

8.4. OdopmieHne IpOTOKOIIA 3aCeTaAHNS TEPPUTOPHUATLHON KOMUCCHUH.

8.4.1. Ilpotokon 3acemaHusi TEPPUTOPHAIBHON KOMHUCCHUU OQPOpPMIISETCS
Ha OJlaHKe yCTaHOBJIEHHOU (opMmbl (mpusiokeHue Ne 4) B CpoK, HE MPEBBIIIAIOITUN
Tpex pabouumx JHEHl mocie AHS  3acenaHusa.  lIpoTokon  3acemaHus
TEPPUTOPUAIBHOM KOMHUCCHUU MOXKeT ObITh odopmiien cpeacrBamu 1]
C HCIOJIb30BAaHMUEM COOTBETCTBYIOIIETO I1a0I0oHa OJaHKa JOKYMEHTA.

8.4.2. IlpoTtokon 3acefnaHuss MOXET O(GOPMIIATHCA B MOJHOW WM KPaTKOM
dbopwme.

8.4.3. TekcT mpoTOKOJIA 3aceNaHusl TEPPUTOPUATBLHON KOMHCCUU COCTOUT
M3 JIBYX 4aCTE€W — BBOAHOW U OCHOBHOM.

8.4.4. B BBOJHOI YacTU MPOTOKOJIA YKa3bIBAIOTCS WHUIMAIBI U (aMHIIAs
npeaceAarens — TEPPUTOpUATIBHOM  KOMHCCHU  (MIpeacenaTelbCTBYIOUIETO),
a TakXkKe MPUCYTCTBYIOIIMX: 3aMECTUTENsl MpelcenaTeNsi TeppUTOPHATbHON
KOMHUCCHH, CEKpeTaps TEPPUTOPUAIBHON KOMHCCUM U YJIEHOB TEPPUTOPUATIHLHON
KOMUCCHUH, JIUI], PUTJIANICHHBIX HA 3ace/IaHne, B ali(haBUTHOM TOPSIIKE.

Jlomyckaetcsi  oopmiieHHe TPUCYTCTBYIOIIUX  OTACIBHBIM  CIIHCKOM
C yKa3aHWEM UWHUNUAIOB, Gamuinid u gompkHOocTed. CHUCOK Tpuiaraercs
K MTPOTOKOJTY 3acelaHusl.

8.4.5.IloBecTka JHSA BKJIIOYAETCS B BBOJHYKD 4YacTb IMPOTOKOJIA.
OHa cOCTOUT M3 MEPEUYUCIICHUSI BOPOCOB, KOTOPbIe 00CYKIAIOTCS Ha 3ace/laHuH,
U 3aKpeIUIsIeT MOCJIEN0BATEIbHOCTh UX OOCYXIAeHUS W (aMIINKM JOKIaJYUKOB
(BBICTYIAOILHNX ).

Kaxxnp1il Bompoc MoBeCTKM JHS 3acelaHusl Hymepyercs apaOckoi nudpoi,
ero HamMmeHoBaHue (Gopmymupyior ¢ mpeasora «O» umm «O6». Ilo kaxmomy
MYHKTY YKa3bIBa€TCS JOKIATUHK.

8.4.6. OCHOBHas 4acTh MPOTOKOJIA COAEPKHUT CTOJBKO Pa3AEIOB, CKOJBKO
IMYHKTOB BKJIFOUEHO B IMOBECTKY JHS. B COOTBETCTBUU C HEW pa3fiesibl HyMEpYIOTCS.

Kaxnpiii  paszmen  coctout w3 Tpex  yacreil:  «CIIYIIIAJIN»,
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«BBICTYIINJIN», «PEIIINJIN», koTOpBIE MEeYaTatoTCsl OT TPAHULIbI JIEBOTO MOJIsS

IPONUCHBIMU OYKBaMH.

B uwactm «CJIIYIOAJIM» KpaTKO H3/1araercsi TEKCT BbICTYIUICHHS
noxiamuuka. Maunmanel 1 GpaMuinust AOKIagurKa IMeYaTaloTcsl ¢ KpaCHOM CTPOKU
B HMMEHUTEIBHOM MaJeXe. 3amuch JOKIaJa H3JIaracTcsa OT TPEThero Juua
€IMHCTBEHHOTO YMCJIa U OTAENSIeTCS OT (paMUIIuU THpE.

Ecnu TekcT noknaza mpuwiaraercs K IPOTOKONY, TO MCIOJB3YETCs CChUIKA
«TekcT nokaga npusaraeTcs.

B uyactu «BbICTYIIMJIM» mnepedncnstorcs BBICTYMAOMIME W aBTOPHI
BONPOCOB. MHMIMAIEl 1 (paMUiIMs BBICTYIAIOLIETO MIEYaTAIOTCs ¢ KPACHON CTPOKU
B UMEHHUTEIBHOM majexe. KpaTkas 3amuch BBICTYIUIEHHS 10 CYIIECTBY
paccMaTpuBaeMoOro BoIpoca (M0 peleHUI0 MPECeNaTeNbCTBYIONIEr0) U3IaracTcs
OT TPETHEro JUIA €AUHCTBEHHOTO YHCIIA.

Ecnau TeKCT BBICTYIUIEHHSI MpUIaraerca K IPOTOKOIY, TO HCIOJIb3YETCs
cchlIKa « TeKCT BBICTYIUICHMSI IIPUIIATACTCS.

B wactun «PELINJIN» oTpaxkaeTcss MPUHATOE pEIICHUE MO 00CYyKIaeMOMY
BOIIPOCY M PE3YJIbTaThl TOJIOCOBAHUS.

B mportokone 3acemaHus OTpakaeTcs HalWMuMe OCOOOr0 MHEHHS y ujeHa
TEPPUTOPUATBHON KOMHCCHM, O(QOpPMIIEHHOE B MHUCbMEHHOM (opme ocoboe
MHEHHUE MTOMENIAETCs MOCIE PEIICHHUS, B CBSI3U C KOTOPBIM 3TO MHEHHUE U3JI0KEHO.

8.4.7. Ilporokon 3acelaHus MTOANKCBIBAECTCS npejcenaTeaemM
WIM TNPEACENaTeIbCTBOBABIIMM Ha 3aCEJaHUU M CEKPETapeM TEPPUTOPUAIBHON
KOMUCCUM  (MJIM  YIEHOM  TEPPUTOPUAIBHOW  KOMMCCHM,  MCIOJHSBIIUM
00513aHHOCTH CEeKpeTapsi TEPPUTOPUATHHON KOMUCCHH).

8.4.8. [locnme moanucanusi MPOTOKOJIbI PETUCTPUPYIOTCS C MCIOJIB30BAHUEM
perucTpanuoHHo-yueTHod  gopmbl.  [IpoTokoabl  3acemaHuii  HyMEpyrOTCS
B XPOHOJIOTMYECKOM IIOCJIEN0BATEIBHOCTH B Mpeleiax CpoKa IOJHOMOYUN
TEPPUTOPUATBHOU KOMUCCHUU.

8.4.9. [IpoTokoasl 3aceqaHuil TEPPUTOPHUATBLHON KOMUCCHH, MPHUOOIICHHBIC

K HHM PpCIICHUA BMCCTC C MaATCpuajiaMH, IIOCIYXHBIIMMH OCHOBAHHNCM
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A1 UX TIPHUHATHA, 0COOBIMH MHEHMSIMHU YJICHOB TCppHTOpHaHBHOﬁ KOMHUCCHUH

XpaHsTcs y npejacenarens (cekperapsi wid pabOTHUKA anmnapara, OTBETCTBEHHOTO
3a BEJIEHHE JEJIONPOU3BOJACTBA) TEPPUTOPUATBHOM KOMHCCHUH, a 3aTeM,
odopMIIEHHBIE B COOTBETCTBHH ¢ TpeOoBaHUsAMH WHCTPYKIMHU, MepeaaroTcs
B apXUB.
9. OdopmiieHHe NPUKA30B NpeaceaaTeN s
TEPPUTOPHUAIBHON KOMUCCUU

9.1. Ilpuka3z mpexacenarenss TEPPUTOPUATBHON KOMHUCCUM IO OCHOBHOMU
NesATeIbHOCTH (asiee — mpuka3) ohopmiiseTcs Ha OJIaHKe YCTaHOBJICHHOU (hOPMBI
(mputoxenue Ne 4).

9.1.1 ITpoexkTbl MNpPUKA30B TOTOBSATCA MO TOPYYEHUIO MpeacenaTens
TEPPUTOPUAIIBHON KOMUCCHUMU.

ITpuka3pl MOTYT TOTOBUTBCS M COTJIACOBBIBATHCA Takxke cpeactBamu [1/].
[Ipn moaroroBke mnpukazoB cpeactBamu [IJ] mcmosb3yercss COOTBETCTBYIOLIMM
ma6JioH OJ1aHKa IOKYMEHTA.

9.1.2. Tekct mnpuKaza COCTOMT, KaK MPaBHIIO, U3 KOHCTATUPYIOLIEH
Y PaCIOPAAUTEIBHON YaCTEN U JIOJKEH UMETH 3ar0JIOBOK.

9.1.3.B KoHCTaTHpylOUIEd YaCTH H3JAralTCa UEIM H  33Ja4M
MPEANKUCHIBAEMBIX JIEUCTBUM. ECiM OCHOBaHMEM K W3IAHUIO NPUKa3a SBISIETCA
HOPMATUBHBIM  IPAaBOBOM  aKT  WIM  PACHOPSAAUTENIBHBIA  JIOKYMEHT,
TO B KOHCTATUPYIOIIEW 4YacTH YKa3bIBAOTCA €ro Ha3BaHUE, JaTa, HOMED,
3aroJIOBOK.

9.14.B  pacnopAaudTeNbHOW  4YaCcTH  COJEpXKATCA  NEPEUHCICHUE
NPEANUCHIBAEMBIX  JIEUCTBUM, CPOKM MW ucnojgHurenu. I[lyHkTel mnpukasa
HYMEPYIOTCS apaOCKUMU LIUPPAMU C TOYKON U HE UMEIOT 3ar0JIOBKOB.

9.1.5. Ecin npuka3 u3MEHSIET, OTMEHSIET WM JOMOJHSET PaHee W3IaHHBIN
MIPUKAa3 WK €ro OTJEIbHbIE TyHKTHI, TO 3TO OrOBapUBAETCS B TEKCTE MPHUKa3a.

9.1.6.B MOCJIETHEM IIyHKTE pacrnopsauTeIbHON 4acTH,
Py HEOOXOAMMOCTHU, YKA3bIBAETCS JOJDKHOCTHOE JIMIIO, HA KOTOPOE BO3JIaraeTcs

KOHTPOJIb 3a UCIIOJIHCHUCM IIpHUKa3a.
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9.1.7. 11pu HaJIMYUU IIPUIIOKEHUN K IpuKazy B TEKCTE

Ha HUX 0053aTeNbHO JIeNAeTCsl CChIIKA.

9.1.8.IIpoexkT mpukaza W TNPWIOKEHUS K HEMY  BHU3HPYIOTCA
HEIMOCPEICTBEHHBIM UCITOJIHUTEIIEM.

Ecim B mnpukasze coaepkarcs BONpoOChl (MHAHCHUPOBAHUS BBIOOPOB,
oOecrieyeHus JAEATEIbHOCTH TEPPUTOPUATBHOW KOMHMCCHU, TO OH BHU3HUPYETCS
y TJIaBHOTO OyXrajirepa.

IIpukassl, nmoarorosieHHble cpeacTtBamu I/, BU3UPYIOTCA aHAIOTMYHO
pUKa3aM, MOATrOTOBIECHHBIM Ha OyMa)XHOM HOCHUTEJE.

Buszbl mpocTaBistoTcs Ha  OOOpPOTHOM CTOpPOHE TMOCIEIHEro JHUCTa
JOKyMeHTa (TpuKa3a, NPWIOKEHUS K HEMy) [0 YCTaHOBIEHHOH ¢opme
(mpuitoxenue Ne 9).

[Ipu moAroTOBKE M COTJIACOBAHUU MPOEKTOB NMpHUKa30B cpeacTBamu [1]] auct
COTJIACOBaHUsl pACIEdaThIBAeTCsl Ha OOOPOTHOM CTOPOHE TOCIEAHETO JIHCTa
JOKyMeHTa (mpukaza, mpuiokeHuss K Hemy). [Ipu HeoOXoAMMOCTU MOTy4YEHUs
BU3bI JIOJDKHOCTHOT'O JIMLA Ha JIMCTE COIJIACOBAaHUSA NPHKAa3a, MOATOTOBIEHHOTO
cpenctBamu [1J], tokymeHT nepenaeTcss Ha OyMa)XHOM HOCUTENE Ha BU3UPOBAHUE
COOTBETCTBYIOIIEMY JOJKHOCTHOMY JIMILY.

9.1.9. Ilocne moamucaHusi NpPUKa3bl PETHUCTPUPYIOTCA C HCIOIb30BAHHEM
PEruCTPallMOHHO-YYETHOM (QOopMbI M (OPMUPYIOTCS B Jejda B COOTBETCTBHUU
C HOMEHKJIATypOil /el TEPPUTOPHAIBHOM KOMHUCCHH BMECTE C JIOKYMEHTaMH,
NOCITYKUBLIIMMHU OCHOBAHHUEM JIJIS1 M3/1aHUA IIPUKa3a.

B cnydae ucnonw3oBanusa nna peructpanuu I1J1 x PYK npucoenunstorcs
TeKCT mpukaza B ¢opmare docx wmm xIsx (mms tabmury momyckaroTcs ¢ainibl
dbopmara  xIsx), odyekTpoHHBIM  oOpa3 mpukaza B dopmare  pdf
(mpu HEOOXOJUMOCTH) M JENAOTCS CCBhUIKM Ha JOKYMEHTBI, MOCITYUBIIUE
OCHOBAHMEM JIJIS1 U3/IaHU [IPUKA3a.

9.1.10. [IpukazaM TNpUCBAUBAIOTCA PETUCTPALIMOHHBIE HOMEpa B Ipejesiax
KaJeHJapHOTO Troja, MNpU OSTOM K TMOPSAKOBOMY HOMEpYy depe3 neduc

MIPOCTABIIACTCS OYKBEHHBIN MHIEKC «OJI».
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9.2. ObopmiieHre TPUKA30B TpeacenaTestss u30upaTeIbHOM KOMHUCCUU

0 KaJpOBBIM BOIIPOCAM.
9.2.1. Ilpukasel mpeacenaTesss TEPPUTOPUATIBHON KOMUCCHUHU TIO KaJpPOBBIM
BOIpOCaM U3JAI0TCS 1o KOHKPETHBIM BOIIPOCAM, CBSI3aHHBIM
C  JIeATENBHOCTBIO  YJIEHOB  TEPPUTOPUATIBLHOM  KOMHUCCHM,  MPUEMOM
Ha TOCYJIapCTBEHHYIO TpaxaaHckyio ciyx0y Cankr-lIletepOypra B ammapar
TEPPUTOPUAIBHOM ~ KOMHUCCUHU,  MPOXOXKACHUEM  TIPAKIAHCKOW  CIIyXObl
¥ YBOJILHCHHEM C TPAKIAHCKOW CITY>KOBI B amnmapare TePPUTOPHUATBHON KOMHUCCHH.
9.2.2. Ilpukassl mpeaceaaTesss TEPPUTOPUATIBHON KOMUCCHHU TIO KaJpPOBBIM
BoIpocaM 0GOPMIIAIOTCS aHAJIOTUYHO MPHUKa3aM MpeaceaaTeNs TepPUTOpHaIbHON
KOMUCCHMM 110  OCHOBHOW  JeSTeNbHOCTH.  lIpukasam  mpucBanBaroTCA
pEeruCTpallMOHHBIE HOMEpa B Mpelerax KaJeHAapHOro Troja, IpH ATOM
K MOPSIZIKOBOMY HOMEPY uepe3 Aepuc NpocTaBisieTcs OyKBEHHBIA HHIEKC «K».
9.3. Konnu npuKa3oB 3aBEPSIOTCS MEUATHI0 TEPPUTOPUATLHON KOMUCCHH.
9.4. Ilpukazpl BMecT€ C MPUOOIIEHHBIMH K HUM JIOKYMEHTaMH,
MOCTYKUBITUMHA OCHOBAaHHMEM JUIsl WX WM3AaHUS (B TOM YHCJIE pacrevdaTaHHBIMU
KOMUSIMU JTOKYMEHTOB, TMOCTYIHBIIHUX/TIOATOTOBICHHBIX B AJICKTPOHHOM BHJE),
dbopMHpyIOTCA B Jiejia COTJIACHO HOMEHKJIIAType Je TEPPUTOPHATBHON KOMHUCCHUH,
XpaHITCs y Tpecenaress Wik pabOTHHUKA amnmnapara, OTBETCTBEHHOTO 32 BEJICHUE
JIEJIONPOU3BOJICTBA B TEPPUTOPUATILHONM KOMHMCCHM, a 3areM, O(OpMIIECHHBIC

B COOTBETCTBUH ¢ TpeOoBanusiMu MHCTpyKIuy, nepearoTcst B apXus.

10. KoHTpOJIb MCIIOJIHEHHS IOKYMEHTOB U NOPYy4YeHHUil

10.1. KoHTpoJIt0 UCTIOTHEHUS MOJIJIeXKAT:

MOPYYEHHUsI, COJAEpXKAIIUECs] B IOCTAHOBJICHUSAX U JPYIUX JOKYMEHTaxX
WK Poccuu, Cankt-IlerepOyprckoit n30upaTebHOM KOMHUCCHU, B PEIICHHSIX
TEPPUTOPHUATLHOU KOMUCCHU,

MOpPYYEHHUs, COAEpXKAIIUEcs B MPHUKA3ax Mpelceaaress TePPUTOPUATbHON

KOMMCCHH;
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MUCbMEHHbIE TIOpYYEHUs TMpeacenaTens (3aMecTUTeNsl Mpelicenarens,

ceKpeTapsi) TeppUTOPUATILHON KOMUCCHY;

BXOJSIIIIME JOKYMEHTBI, B TOM YHCJE MUCbMEHHBIE OOpAILEHUS TIPAXKIaH,
yKa3aHHbI€ B llepeune nmoamexamux KOHTPOJIIO JOKYMEHTOB € YKa3aHUEM CPOKOB
ucnonHenus (npuioxkenne Ne 11), B COOTBETCTBUU € YKa3aHUSAMHU 1O UCTIOTHEHUIO
JNOKYMEHTa Mpecenarelss TEppUTOpUaIbHON KOMUCCHUH;

UCXOJISIUE JOKYMEHTHI, TPEOYIOUINE OTBETA;

IIOPYYEHHUsI, COAEpKAIIUEecs B IMPOTOKOJIAX 3aceAaHUud TEPPUTOPUAIBHOU
KOMMCCUU;

TUIAHBI MEPOTIPUSTUIA.

10.2. KoHTposIb MCHOJHEHUSI TOKYMEHTOB, yKa3aHHbIX B moapaszaene 10.1
NucTpykiuu (32 UCKIIIOYEHMEM HCXOASIIMX JOKYMEHTOB), IO CYILECTBY
3aTPOHYTHIX B HHUX BONPOCOB OCYUIECTBISIET MpeaceAaresib (CeKpeTaphb)
TEPPUTOPUAIBHON KOMUCCHH.

10.3. KoHTpoib MCHOMHEHUS HCXOIAIIMX JIOKYMEHTOB, B TOM YHCIIE
32 CBOEBPEMEHHOCTHIO IIOJYy4YEHHUS OTBETOB Ha 3aIllpOChl TEPPUTOPUAIBHOU
KOMHUCCHH, OCYILIECTBIIACT paOOTHHUK ammapaTa, OTBETCTBEHHBIH 3a IMOATOTOBKY
JAHHBIX JTOKYMEHTOB.

10.4. CpokM HCHIOTHEHUS TOPYYEHH, COAEpPNKALIMXCS B PEUICHUSAX
TEPPUTOPUAIBHON  KOMHUCCHM, TIPUKa3ax MpeaceNaTesss TeppPUTOPUAIBHON
KOMHCCHH, TMCBMEHHBIX MOPYYEHUHN NpencenarTens (3aMecTUTENs Mpeaceaaress,
cekperapsi) TEpPUTOPUATIBHON KOMUCCHH ONPEAEIISIFOTCS ITUMHU TOKYMEHTAMH.

10.5. JokyMEHT TOJJIEKUT HCIOJHEHUIO HE TO3/IHEE, YeM uepe3
30 kaneHJapHBIX AHEW CO JHSA €ro IMOCTYIUIEHMs, 32 HMCKJIIOYEHHUEM CIIy4acs,
PEAYCMOTPEHHBIX IMTyHKTOM 10.6 HacTosIIero pasaena.

Ecnu nmocneanuii eHb MCIIOMHEHUS TOKYMEHTA MPUXOJUTCS HAa HEpaOOouMid
JI€Hb, TO OH MOJJIEKUT UCIIOJIHEHUIO B MPEAIIECTBYIONINI eMy paOouuil 1eHb.

JlokymeHTbl ¢ moMmeTkamu «BecbMa cpouHo», «CpodyHO» HCHOJHSIOTCS
B TPEXJHEBHBIA CPOK, TOKYMEHTBI C MOMETKON «OnepaTuBHO» — B I€CSITUAHEBHbBIN

CPOK.
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CpoK HCHOJHEHUS UCUYUCISETCS B KajleHAApHbIX AHAX. [ mopyuyeHui —

OT JaThl NOJAINMUCAHUS TMOPYYEHHMs, A BXOASIIMX JOKYMEHTOB, B TOM YHCIE
oOpallieHui, — OT AaThl PErUCTPAIUH TOKyMEHTA.

Ecnn mocnenHnii 1eHb UCIONHEHUS JOKYMEHTA, COIEPIKALIEro IIOMETKY
O CPOYHOCTM HCIIOJIHEHUS, NMPUXOAUTCS HAa HEpabO4Mil J€Hb, TO OH IOJJIEKUT
UCIIOJTHEHUIO B CJIETYIOIUN 32 HUM pabOyuil 1€Hb.

10.6. Cpokx  UCMOJHEHHUS]  BXOJAIIUX JIOKYMEHTOB M  oOpanieHui
YCTAaHABIMBAIOTCSI  HMCXOAS M3  CPOKOB, IMpPEAJIaraéMbIX  OpraHU3aluei,
HaIlpaBUBILIEN JOKYMEHT, UJIM CPOKOB, YKa3aHHBIX B MpuiioxeHun Ne 11.

OOpamienuss 0  HapyUleHMM  3aKOHAa, IIOCTYNHMBIIME B  IEPHOJ
COOTBETCTBYIOIIEH  W30MpaTeNbHOM  KaMMaHUHM, KaMOaHuU pedepeHayma,
UCIOJIHAIOTCS B CPOKHM, YCTAaHOBJICHHBIE 3aKOHOJATEIILCTBOM O BbIOOpax
u pedepeHyme.

10.7. OTBETCTBEHHOCTh 32  CBOEBPEMEHHOE€ W  IIOJIHOE  BHECEHUE
B PErUCTPAallMOHHO-YYE€THYI0 (OpMYy CPOKOB  HCIIOJIHEHHUS  JIOKyMEHTOB
U HUHPOPMAIMK O COCTOSIHUM WCIIOJHEHUS JIOKYMEHTOB, KOHTPOJIb CPOKOB
VCIIOJIHEHHSI JIOKYMEHTOB BO3JIaraloTCs Ha CEKperapsl WIM pa0OTHHKA amnmnapara,
OTBETCTBEHHOTO 3a BEACHUE JEJIONPON3BOCTBA.

10.8.B riaHax MEpONPUATHH, YTBEP>KIICHHBIX pELICHUSIMU
TEPPUTOPUAIBHOM KOMMCCHHM, MpUKa3aMH Ipelacenaresss TEeppPUTOPUAIBHON
KOMHUCCHH, KOHTPOJIIO MOJIEKAT CPOKU UCTIOJHEHUS OTAEIBHBIX €0 ITYHKTOB.

10.9. IIpy HeoOXOaUMOCTH TPOAJICHUS CpPOKa HCIOIHEHHUS JOKYMEHTa
OTBETCTBEHHBIN 3a HCIIOJIHEHUE HE MO3/IHEE YEM 3a TPU JHS 0 UCTEUEHUS CPOKa
WCITOJIHEHHSI JIOKYMEHTA IPEACTABISET HA UM IpEACEeaaresiss TePPUTOPUATbHON
KOMHCCHH CIIy’)KEOHYIO 3alIUCKy C MOTMBHPOBAHHOHN IPOCHOOM O €ro MpoJJIEHUH,
KOTOpasi MOXeT OBbITh IOATOTOBJIEHA U corjiacoBaHa cpeactamu 111

10.10. JIOKyMEHT CUMTAETCSI HCIIOJHEHHBIM U CHUMAETCS C KOHTPOJIS MOCIE
pelIeHNss BCEX IIOCTABICHHBIX B HEM BOIPOCOB, COOOILIEHUS pPE3YJIbTATOB
PAaCCMOTPEHHUSI BCEM 3aMHTEPECOBAHHBIM JIMLIAM.

10.11. OcHOBaHUAMM ISl CHATHUS JOKYMEHTA C KOHTPOJIS SIBISIFOTCS:
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CIIy>KeOHasi 3alMcKa O CHATHUU JOKYMEHTa (WU OTAENBHBIX €r0 IMYHKTOB)

C KOHTpOJIA HAM OO0 UCHOJHEHUM JIOKyMEHTa Ha HWMs IpeacenaTesis
TEPPUTOPUAIBHOM KOMHUCCUM, TOATOTOBJIEHHAs OTBETCTBEHHBIM 3a UCIIOJHEHUE
¢ ormerkoil («Cormacen», «Paccmorpem», «llpuHATo») mnpencenaresns
TEPPUTOPUAIBHON KOMHUCCUU O HPHUHITHM HUCIOJIHEHMS, KOTOpask MOMKET OBITh
IIOATOTOBJIEHA U coryiacoBaHa cpeacreamu 11/1;

peuieHue  TEPPUTOPUAIBHOM  KOMHCCHM,  IIPHKa3  IIpeacenaress
TEPPUTOPUAIIBHONM KOMHUCCHH I10 PE3YyJIbTaTaM HUCIIOJIHEHUS TOKYMEHTA;

OTBET Ha BXOJSAUIUI TOKYMEHT;

OTBETHl OT OpraHu3aluii, B KOTOpbIE JOKYMEHT ObUI HalpaBleH
JUISL PacCMOTPEHUsSI IO CYHIECTBY IIOCTABICHHBIX B HEM BOIPOCOB WU OTBETA
3a51BUTEIIIO;

HaIpaBJICHUE OOpallleHUus] B JpYrue OpraHu3aluu I PACCMOTPEHUs
10 CYIIECTBY MOCTABJIEHHBIX B HEM BOIIPOCOB M MOCJIEAYIOUIET0 HHPOPMUPOBAHUS
aBTOpA O pe3yJIbTaTax paCCMOTPEHUS.

10.12. JIOKyMEHT HE CUMTAETCS UCIIOJIHEHHBIM U OCTAETCSI HA KOHTPOJIE:

€CIM OH HampaBJsieTcss B  JApyrM€ OpraHbl WIM  OpraHU3ALMH
IUII  PacCMOTPEHUS C LEJIbK IIOJNYy4YEHUs TEPPUTOPUAIBHON KOMHUCCHEUN
uHbOpMaIlMu, HEOOXOAMMON HJisi PacCMOTPEHHUS MO CYIIECTBY IOCTaBJICHHBIX
B JOKyMEHTE BOINpPOCOB. B cilyyae HEOOXOIUMOCTH TEppPUTOpUATIbHAS KOMUCCHUS
uHbOpMHUPYET 00 3TOM aBTOpa TIOKyMEHTA;

€CIM OH HampaBJsieTcss B JAPyrM€ OpraHbl WIM  OpraHU3aLMH
JUISL PacCMOTPEHUsI MO CYHIECTBY IIOCTABIICHHBIX B HEM BOIPOCOB U OTBETA
3asBUTENI0 C TMOCJIEIYIONMM HH()OPMUPOBAHHEM TEPPUTOPUATBHON KOMHCCHU
0 pe3yJbTaTax UCIOJTHEHUSI.

11. A3roroBjieHHE U UCITOJIH30BAHNE MEYATEH U IITAMIIOB

11.1. Inss yaocToBepeHUs MOMJIUHHOCTA JOKYMEHTOB WM COOTBETCTBHS
KONUM JIOKYMEHTOB IIOJJIMHHUKAM, IIPOCTABJIEHUS OTMETOK O IOJyYEHHUH,

perucTpanyu JOKYMEHTOB B TEPPUTOPUATILHON KOMHUCCUHU MUCIIOJB3YIOTCS MEeYaTh
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¢ m3o0paxkennem ['ocymapctBeHHoro repba Poccuiickoit deneparuum (manee —

repOOBBI€ M€YaTH) U IPYTHE MeYaTH U IITAMIIbI.

11.2. 3roToBneHre medareil U IITAMIIOB OCYILIECTBIISIETCS MO YKa3aHUIO
npejceaarens TePPUTOPUATBHON KOMHUCCHUU JTMOO B COOTBETCTBUHU C PEIICHHEM
BBIIIECTOAILECH N30UPATEIbHOW KOMUCCHH.

Hltamnbl ¢ (QakCUMUIBHBIM BOCHPOU3BEICHUEM TMOMIMUCH MpeceaaTels,
3aMECTUTENII  NpEAcenarens,  CeKperaps  TEPPUTOPUATIBHOW  KOMHUCCHH
U3TOTOBJSIIOTCS 1O HMX TMOPYYEHHIO M MOTYT OBITh  HMCHOJIb30BaHbBI
JUIS TIPOCTaBJICHMS] Ha AyOJIMKAaTax U KOMHUSAX MOJIMUCAHHBIX B YCTAaHOBJIECHHOM
NOPSAKE TOKYMEHTOB.

11.3.T'epboBass medarh TEPPUTOPUATLHON KOMHCCHH IPOCTABIIACTCS
Ha  (UHAHCOBBIX  JIOKYMEHTax, TapaHTUHWHBIX  MHCbMaX, JOTOBOpAX,
rOCY/IapCTBEHHBIX KOHTPAKTaX JOBEPEHHOCTAX, U B JIPYTHX IPETyCMOTPEHHBIX
3aKOHOJATEIBCTBOM CIIydasix.

11.4. Ha pacchutaeMbIX KONUSIX PEIICHUH TEPPUTOPUATIBLHOM KOMHCCHH,
IIPUKA30B Ipelcenaresss TEppUTOPUaIbHON KOMUCCUH, HA MAaKeTax IPU OTIPABKE
JOKYMEHTOB, TIpU O(OPMJICHHH JOKYMEHTOB Ha MPUEM TOBapHO-MaTEpUAIbHBIX
LEHHOCTE TMpocTaBisgeTcss TrepOoBas WM HHAs TMe4yaThb TEPPUTOPHATBHON
KOMMCCHH.

11.5. ITeyatn ¥ mTamMnsl MOMJIEKAT YUYETy B OTAECIBHOM KypHAJIE ydeTa
neyarei U LITAMIIOB paboTHUKOM anmnapara, OTBETCTBEHHBIM
3a Jaesonpon3BoAcTBO. [ledatw W mTaMiibl BBIAAIOTCS O] MOANKMCH B JKypHAJe
ydyeta newyated W wmramnoB. Ha »xypHane mnpocraBiaserca otMmeTka «/CII»,
€r0 JIMCThl HyMEPYIOTCS, ITPOIIMBAIOTCSA Y ONIEYaThIBAIOTCS.

11.6. ITleyatn ¥ wmTamMnbl JOJDKHBI XPAaHUTHCS B HAAEKHO 3aKpPbIBAEMBIX
U OlleYaThIBAEMbIX B Hepabouee BpeMs cer(pax Miin MeTaTMYecKux ImKadax.

11.7. KouTposib 3a NpaBUJIBHOCTBIO XPAHEHUS U UCIIOJIb30BaHUSI IeyaTen
U IITaMIOB OCYIIECTBISET PaOOTHUK amnmapara TeppPUTOPUATIBHOM KOMHCCHUH,

OTBETCTBEHHBIN 3a ACIOIIPONU3BOACTBO.
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CBepka HanmMuusl Te4yaTed W IITAMIIOB OCYILIECTBIISIETCS MpeceaaTeneM

TEPPUTOPUATBHON KOMUCCUU OAUH pa3 B TOJ.

11.8. ITpumenmrie B HErOAHOCTh IM€YATH M IITAMIBI YHUYTOXKAKOTCH,
O YE€M COCTaBJISIETCS aKT, a B JKypHaje ydyeTa IedaTed U IITaMIOB CTaBUTCS
COOTBETCTBYIOIIASI OTMETKA.

YHUUTOXKEHUE NPOU3BOJAUTCA TMOCIE YTBEPKICHHUS aKTa MpeaceaaTeaeM
TEPPUTOPUAIBHOM KOMHUCCHU. MeTalinyeckue IMeyaTH YHUYTOXKAIOTCS IyTeM
MOJIHOTO CIUJIMBaHUSI TEKCTA WM ONMUJIMBAHUS JIBYMsI IEPEKPECTHBIMU JIMHUSIMU,
Kay4YyKOBBI€ II€YATH U IITAMIIBI Pa3pe3at0TCsl Ha MEJIKUE YaCTU WU CHKUTAIOTCSL.

11.9.06 yrepe mneyaTd WIM IITaMra He3aMEJIUTEILHO CTaBUTCS
B U3BECTHOCTH MPEJICEAATENb TEPPUTOPUATHLHON KOMUCCHUH.

12. ®opmupoBaHue /1eJ1 M epeaadya ux B apXuB

12.1. CocTaBieHHe U yTBEPKICHUE HOMEHKIIATYPbI JEIL.

Homenknatypa nen mnpenHasHaueHa s (OpMUPOBAHMS HMCIHOJHEHHBIX
JIOKYMEHTOB B Jefia (9JEKTPOHHBIE JeNla), CHCTeMaTu3allid W yuyeTra Jied,
OTIPEIEIICHUS] CPOKOB UX XPAHEHUS U SABJISETCSI OCHOBOM JJII COCTABJICHUS ONUCEN
Jel TOCTOSIHHOTO M JIOJITOBpeMEHHBIX (cBbilie 10 J€T) CpOKOB XpaHEHHH,
B TOM YHCJE MO JUYHOMY COCTaBy, aKTOB O BBIIEJICHHUH K YHHUYTOKECHUIO
JIOKyMEHTOB C MCTEKIIMMU CpPOKaMU XpaHEHWs, a Takxke JUisl yuyera el
B JICJIONPOU3BO/ICTBE.

B HOMeHKnaTypy neia MOTyT BKJIIOYAThCS 3arojOBKH JeJ, OTpakarollue
JESTEIbHOCTh TEPPUTOPHATBLHOM KOMHCCHH, B TOM 4YHCIE JIMYHBIE JieTa,
CIPaBOYHBIC U YUETHBIE KAPTOTEKHU U IPYTHE YUETHBIE (POPMBI.

He BkimrouaroTcs B HOMEHKJIATYPY A€M TEPUOAMYECKHE W3JAHUS, KHUTH,
OpOIIIOPHI.

3arooBOK JieNla JIOJDKEH 4YeTKO W B 0000mmeHHOoW QopMe oTpaxarthb
OCHOBHOE COJIep’KaHHWe W COCTaB MOKyMeHTOB. He momyckaercsi ymorpebiieHne
HEKOPPEKTHBIX (POPMYIUPOBOK, BBOJIHBIX CJIOB U CJIOKHBIX 000POTOB.

[Ipn cocraBieHHMM HOMEHKJIATYpPBl el CIEeAyeT pPYyKOBOACTBOBATHCS

periaMeHToM TEPPUTOPUAIIBHOU KOMMCCHM, [Tepeunem TUIIOBBIX
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YOPABICHUECKUX apPXUBHBIX JIOKYMEHTOB, OOpa3ymomMXcsa B  Ipolecce

JNEATENBHOCTH TOCYJAapCTBEHHBIX OPraHOB, OPraHOB MECTHOIO CaMOYIIPABJICHUS
U OpraHu3alMii, ¢ yKa3aHHEM CPOKOB XPAaHEHHs, YTBEPKIACHHBIM IPUKA30M
®enepanbHoro apxuBHoro arenrcrBa oT 20 nekabps 2019 roma Ne 236
(manee — Ilepeuens), IlpaBunamMu opraHu3alMi XpaHEHUs, KOMIUJIEKTOBAHUS,
ydeTa M HCHOJb30BaHHMS JOKYMEHTOB ApxuBHOro ¢onga Poccuiickoit
denepaun M APYTMX APXUBHBIX JOKYMEHTOB B TOCYJIApCTBEHHBIX OpraHax,
OpraHax MECTHOI'O CaMOYNpPAaBJIEHUS U OPraHU3alUAX, YTBEPKICHHBIX IPUKA30M
®denepanbHOro apxuBHOTO areHTcTBa OT 31 mrons 2023 roma Ne 77, mopsiakamu
XpaHEHUs W IMepeladyd B apXUBbl JOKYMEHTOB, CBSI3aHHBIX C HOATOTOBKOU
51 [IPOBEACHUEM BBIOOPOB, YTBEPKIACHHBIMU UK Poccun
n Cankr-IlerepOyprckoil u30UpaTebHOH KOMHUCCHHM, HOMEHKJIATypaMH el
TEPPUTOPUAIIBHON KOMUCCHH 32 MPEALIECTBYOIIUE TOABI.

[Ipy moOAroTOBKE HOMEHKIATYPHI AENl HEOOXOIMMO YUYUTHIBATH XapaKTep
BBIOOPOB, MPOBOAUMBIX B IIPEICTOSIIEM TOLY.

Homenknarypa pen TeppUTOPHAIBHOM KOMHUCCUM HA MPEACTOSIIUN
KaJCHAApHBIA TOJ COCTaBseTCs pa0OTHUKOM amnmapara, OTBETCTBEHHBIM
3a BEIECHHUE [ICJIONPOM3BOJICTBA, B IIOCIEAHEM KBapTaje TEKYIIEro roja,
COIJIaCOBBIBAETCSI C CEKPETAPEM TEPPUTOPUATBHOM KOMHUCCUH, PACCMATPHUBAETCS
Ha  33aCeNaHUU  OKCIEPTHOM  KOMHUCCHM  TEPPUTOPHAIBHOM  KOMUCCHUH,
cormacoBeiBaeTcst ¢ cekperapeM  Cankrt-IlerepOyprckoit  u3bupaTenbHON
KOMHCCHH, YTBEpPXKAAETCS  IpEACEeNaTeeM TEepPUTOPUAIBHOM  KOMHUCCHU
W BBOJIMTCS B JielcTBHE C | stHBaps cieaytoiero roja (mpuioxenue Ne 12).

HoMmeHknaTypa nenm He pexe OJHOro pa3a B ISATh JIET YTBEPKIAAETCA
AKCTIEPTHO-TIPOBEPOUHOI METOANYECKON KOMHCCHUEN (manee — OIIMK)
Cankr-IletepOyprckoro rOCyJJapCTBEHHOTO Ka3€HHOTO YUPEKICHUS
«Uentpanpubiii  rocymapctBeHHblii  apxuB  Cankrt-IlerepOypra»  (manee —
LI'A CIIO).

B ciiyyae BO3HMKHOBEHUS B TEUEHHE IOJa HOBBIX 1€ OHH JIOMOJIHUTEIBHO

BHOCATCS B YTBCPIKICHHYIO HOMCHRKIIATYPY ACJI B YCTAHOBJICHHOM BbIIIC ITOPSAKE.
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[Io okOHYaHWH KaJEHAApPHOro rojila padOTHUK amnmapaTra, OTBETCTBEHHBIM

3a BEACHHUE JAEJONPOU3BOJICTBA, B KOHLE HOMEHKJIATYphl €] COCTABJISAECT
UTOTOBYIO 3allUCh O KOJMYECTBE 3aBEJAEHHBIX €] (TOMOB, 4acTel), OTIEIbHO
INOCTOSSHHOTO U BPEMEHHBIX CpPOKOB XpaHEHHs Ha OyMa)XKHOM HOCHUTEIEe
U O KOJIMYECTBE 3aBEIACHHBIX JJIEKTPOHHBIX JEN IMOCTOSIHHONO M BPEMEHHBIX
CPOKOB XpaHEHUS, a TAKXKE 3aroNHsIeT rpady 3 HOMEHKIATYPHI.

Cpok XxpaHeHUsI JOKYMEHTOB YKa3bIBa€TCA B HOMEHKJIATYPE JI€JI CO CCBUIIKOU
Ha craTblo llepeyns wim MHOM HOPMATHBHBIM ITPABOBOW aKT, YCTAHABIMBAKOLIUN
CPOK XpaHeHus JoKkymeHTa. Cpok XpaHEeHUs JOKYMEHTOB, HE YKa3aHHBIX B JJAHHOM
[lepeune, ycraHaBiauBaercss 10 coriacoBanuto ¢ Cankr-IleTepOyprekoit
uszbupatenpHoi komuccueit u IIIMK LIT'A CIIO6.

Hcuncnenne CPOKOB XpaHEHUs JOKYMEHTOB, 3aKOHYEHHBIX
JEJONPOU3BOACTBOM B TEKYLIEM IOy, HAUMHAETCS C | SHBaps CIEAYOLIEro roja.

TepputopuanbHas KOMHCCHS TakXKe BIpaBe pa3padaTbiBaTh THUIIOBBIC
U/WIUM  TpUMEpPHbIE HOMEHKJIATYphl Jed JUIsl YYacTKOBBIX HM30MpaTeIbHBIX
KOMUCCHH.

12.2. OpopmneHue JOKYMEHTOB, 3aKOHYEHHBIX JEJIOMPOU3BOICTBOM,
dbopMHpOBaHUE U TEKYLIEE XpaHEHUE JEN B TEPPUTOPUATBHON KOMHCCHH.

3aKOHYECHHBIE JEONPOU3BOACTBOM JOKYMEHTBI oopmIAIOTCS
B COOTBETCTBHM C TpeOoBaHUSMU MHCTPYKIMHU, CIUCHIBAIOTCS MpeAceaaTesieM
TEPPUTOPUAIIBHON KOMHUCCHHM B Jieyio. llpy 3TOM B HMKHENM 4YacTU JIMUEBOU
CTOPOHBI MEPBOrO JIMCTA JOKyMEHTa Ha CBOOOJHOM OT TEKCTa MECTE CTaBUTCS
OTMETKAa O €ro MCIOJIHEHUH, NIENAaeTCsd HaANUCh «B 1eno», MOXKeT yKas3bIBaThCs
HOMED JIeJia TI0 HOMEHKJIaType W jJara cnucanus. [Ipu HeoOxoammocTu OTMETKa
00 HCIOJHEHUH MOXET ObITh CJelaHa Ha OOOPOTHOM CTOPOHE TEPBOro JIMCTa
nokymMeHTa. B perucrpaumonHHyro QopMy BHOCHTCS OTMETKa O CIMCaHUU
JNOKYMEHTa B JIEJIO ¢ YKa3aHUEM HOMEPA JIeJ1a COIVIACHO HOMEHKJIIATYPE eI

HcnonHeHHble  JOKYMEHTHl  (OPMHUPYIOTCS  pabOTHUKOM  ammapara,
OTBETCTBEHHBIM 3a BEACHUE JEJIONPOU3BOACTBA, B JEJla B COOTBETCTBUU

C YTBEPKICHHOW HOMEHKJIATYypOU JIEIL.
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I[eno CUUTACTCSA 3aBCACHHBIM C MOMCHTA BKIIOYCHHA B HCTO IICPBOIO

UCIIOJIHEHHOTO JIOKYMEHTA.

3aKOHYEHHBIE JIETOMPOU3BOACTBOM JIEKTPOHHBIE JOKYMEHTHI (POPMUPYIOTCS
paOOTHUKOM  ammapaTa, OTBETCTBEHHBIM 3a BEJICHUE JICJIOMPOU3BOJCTBA
B AJIEKTPOHHBIE Jiena (Manku, JUPEKTOPUHN) B COOTBETCTBUM C HOMEHKIIATYPO J1e.

[Ipu ¢dopmupoBanun gena NpPoOBEpsAETCS MNPABUIBHOCTh OTHECEHHUS
JOKYMEHTOB B JIJaHHO€ JeJI0o, KayecTBO O(GOpPMIICHUS U KOMIUIEKTHOCTb
JOKYMEHTOB, HAQJIM4YME IMOANUCEH, BHU3, PETMCTPALMOHHBIX HOMEPOB, CIPAaBOK
WIA OTMETOK 00 HWCHOJHEHWM, CHHCAaHMM B Jeio W JApyrux. HempaBuibHO
o(pOopMJICHHBIE JTOKYMEHTHI JOJKHBI OBITh JOO(OPMIIEHBI, a 3aTEM IOMEIICHbI
B JIEJIO.

He nomyckaercs momeiieHue B JI€J0 AOKYMEHTOB, COJEpP)KaHHE KOTOPBIX
HE COOTBETCTBYET 3aroJIOBKY Jieja.

[Tpu popmupoBanuu aen coOIIOAIOTCS CIEAYIONUE TPEOOBAHUS:

JOKYMEHTBI MOCTOSIHHOTO M BPEMEHHOTO XpaHeHUs (OopMHUPYIOTCS B Jeia
pa3zenabHo;

B JIEJI0O BKJIIOYAIOTCS TOJBKO HCIOJHEHHBIC, TMPaBUIBHO O(OpMIICHHBIE
JIOKYMEHTBI B COOTBETCTBUHU C 3ar0JIOBKaMu JieJl B HOMEHKIIATyPE;

BCE JIOKyMEHTBI, OTHOCSIIIIUECS K PEIICHUIO OJJHOTO BOMpOca, POPMUPYIOTCS
B OJIHO JIEJIO;

JOKYMEHTBI, IOJIJIEXKAINE BO3BPATY, B J€JI0 HE TOMEIAOTCS;

B JIENI0O TOMEINAETCsl TOJBKO OJWH D3K3EMIULp JOKYMEHTa, YEpPHOBUKU
U BapUaHThl POEKTOB JOKYMEHTOB B JI€JI0 HE MOJIIMBAIOTCS (32 HCKIIOYEHUEM
T€X, Ha KOTOPBIX UMEIOTCS BU3bI, YKa3aHUs 110 UCTIOJHEHHUIO TOKYMEHTOB U Jpyrue
OTMETKH, JAOTOHSIONINE TePBbIA IK3EMIUISD);

B JIEJIO BKJIIOYAIOTCS, KaK MPABUIIO, JOKYMEHTBI OJTHOTO KaJEHAAPHOIO roja
(MCKIIFOUEHUE COCTABJISIOT JIMYHBIC U TIEPEXOISIINE JIeIIa);

o0beM QOopMHUPYEMBIX A€ MOCTOSHHOTO XPAHEHUS U IO JUYHOMY COCTaBY
HE JIOJDKEH mpeBblarh 250 auctoB (3—4 ¢M TOMIIMHBI KOpENIKa Jiefa), TOJIIUHA

JIeT BPEMEHHBIX CPOKOB XpaHEHUs HE NoJbKHA mpeBbimath 10 cm. Ilpu Gonbiiem
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o0beMe JOKyMEHTOB B jeine (GOpMHUPYETCS HECKOJIbKO TOMOB (4acTeil).

[Ipn Hanuuuu B Jel€ HECKOJbKUX TOMOB (YacTeil) MHIEKC M 3arojoBOK Jela
MPOCTABIISIOTCS HA KAXJI0OM TOME ¢ Jo0aBineHueM obo3HaueHuit «Tom 1», «Tom 2»
U T.J.

DONeKTpoHHbIE JOKYMEHThHI Ha TOMa M 4YacTH HE pa3lelsitoTcs.
Bce »nekTpoHHBIE JOKYMEHTBI, OTHOCSIIMECS K OJHOMY HOMEHKJIATypPHOMY
WHJIEKCY, HE3aBUCUMO OT UX 00beMa, BKIIOYAIOTCS B OAHO 3JIEKTPOHHOE JEIIO.

B cnydae HEOOXOIUMOCTH TOKYMEHTBHI MO OJHOMY U TOMY JK€ BOIIPOCY,
HO C pa3jIM4YHbIM CPOKOM XpaHEHUsT MOTrYT HaXOOUThCA B OJTHOM JeJe
JI0 KOHIIa TEKYIEro rojla Wih J0 3aBepLICHUS] MUCHOJHEHUS JTOKYMEHTa, a 3aTeM
nepepOopMUPOBBIBAIOTCS B JieJIa TIOCTOSTHHOTO ¥ BPEMEHHBIX CPOKOB XpaHEHHUS.

B neno BkiIOYaroTCs BCE JOKYMEHTHI MO KOHKPETHOMY BOMPOCY BMECTE
C TMPUIOKEHUSIMU, YKa3aHHBIMM B TEKCTE JIOKYMEHTa, IMpU OTCYTCTBUU
MIPIIOKCHHM, YKa3aHHBIX B TEKCTE JOKYMEHTA, UCTIOJHUTENh 0053aH OpPraHu30BaTh
UX PO3BICK M B cCilyyae HMX OOHapy>keHus cGOpMHpOBaTH B JIEJI0 BMECTE
C JOKYMEHTOM, K KOTOPOMY OHHU TMpuiaratorcsi. Eciam po3bICK JOKYMEHTOB €I
MOCTOSIHHOTO WJIM JIOJITOBPEMEHHBIX CPOKOB XPAHEHUS, B TOM YHUCJIE [0 JTUYHOMY
COCTaBy, HE Jal  MOJOXUTEJNbHBIX  PE3yJIbTaTOB,  COCTABIISIETCS  aKT
0 HEOOHAPYKCHHUH JIOKyMEHTOB, ITyTH PO3BICKA KOTOPBIX UCUEPITIAHBI.

JIOKyMEHTBbl ~ BHYTpU  JieJla  paclojiaralorcsi B XPOHOJOTHYECKOU
WJIM BOIIPOCHO-JIOTUYECKOM MOCIEI0BATEIIbHOCTH UITM UX COUYETAHUU.

HopMmatuBHblE Y OpraHU3allUOHHO-PACHOPSIAUTENBHBIE  JTOKYMEHTBI
C OTHOCSUIMMHUCS K HHUM MPUIIOKEHUSIMHU TPYNIUPYIOTCA B Jella 10 BHUJAM
JIOKYMEHTOB U IO XPOHOJIOTHH.

[IpoTokonsl 3acenanuii TEPPUTOPUAIIBHON KOMUCCUHU PACIIOJIATAKOTCS B JIEIIE
[0 XPOHOJIOTMU B TMOPSAKE BO3pacTaHUsi HOMEpPOB. JIOKYMEHTHI K 3acelaHuIo
TEPPUTOPUATILHON KOMHUCCUU TMOMEIIAIOTCA MOCJIE€ COOTBETCTBYIOIIETO MPOTOKOJIA
B MOPSIIKE PACCMOTPEHUSI BOIIPOCOB HA 3aCE/IaHUU.

[Tonoxenus, WHCTPYKIINH, YTBEPKICHHbBIC pacnopsAuTeIbHbIMUA

JAOKYMCHTAMM, ABJIAIOTCA IIPHIIOKCHUAMMU K HHUM HW TIPYIIIUPYIOTCA BMCECTC
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C YKa3aHHBIMU JOKYMCHTAMM.

[InanoBast 1 OTYETHAsA JOKYMEHTAIIMsI HE3aBUCHUMO OT JIaThl €€ COCTABIICHUS
BKJIFOYAETCSI B JICJIO TOTO roj/ia, K KOTOPOMY OHA OTHOCHUTCHI.

[Ipu neoOxomumoctn B gnene «llepemmckay wucxomamui (OTBETHBIN)
JOKYMEHT TMOMeNIaercss mnocie Bxojsuiero. Ilpu BO300OHOBICHUM MEPENUCKU
10 BOMPOCY, HAYaBIIEHCS B MPEABIAYIIEM IOy, JOKYMEHTHI BKIIFOUAIOTCS B JIEJI0
TEKYILIEro roja M YKa3blBAa€TCS MHJEKC TOTO JieJla [0 HOMEHKIJIAType el
MPEABIAYIIEr0 TOoAa, B KOTOPOM HAXOJATCS MPEAIICCTBYIONINE JOKYMEHTHI
110 3TOMY BOMpPOCY.

OOpailieHus rpaxJaaH U JOKYMEHTBI MO0 MX PACCMOTPEHHUIO (HOPMHUPYIOTCS
B oTnenbHbIE fena. OOpamieHns, JOKyMEHTBI TI0 UX PAaCCMOTPEHHUIO COCTABIISIIOT
B JIeJIe CaMOCTOSITeNIbHbIE TPYNNbl W TMOMEIIAIOTCS B JieJJa B COOTBETCTBUU
C HOMEHKJIaTYpOil JIe]1 TepPUTOPUATIELHON KOMUCCHUH.

[Ipu dopmupoBaHuu nena U3 HECKOJBKHX TOMOB (UYacTeil), KpoMe 00I1Iero
3aroJioBKa nena npu HEO0OX0AMMOCTH COCTAaBJISIFOTCS 3aroJ0BKHU
KaXXJ1I0ro ToMa (4acTu), yTOUHSIIOIIME COAEp:KaHue TOMOB (YacTeil) nena.

B nmenax, Haxomsmuxcsi B JEIONMPOU3BOJICTBE, JOKYMEHTHI TEKYIIETO ToAa
pacrmoyiararoTcsi MO XPOHOJOTMM CHHU3Y BBEpX 10 Mepe MOCTYIUICHUS.
[Ipy moaroroBke K caadye B apxXWB Jejla C JOKYMEHTaMH TITOCTOSTHHOTO
U JoJroBpeMeHHbIX (CBbIe 10 JeT) CpoKOB XpaHeHUs nepedOopMHUpPOBLIBAIOTCS
B 0OpaTHOM TOPSIIKE: JOKYMEHT, MOCTYNHBIIHNKA B KaJICHAAPHOM TOIY TOCIICIHAM,
JOJDKEH OBITh BHU3Y JieNla, a MEPBBIA JTOKYMEHT KaJICHIApHOTO TOoJa — BBEPXY,
NIEPBBIM.

Jlema ¢ MOMEHTa WX 3aBEICHHS M JIO TIEpeIadd B apXWB WM YHUUTOXKCHHUS
B CBSI3M C UCTEUEHUEM CPOKOB XpaHEHUs HAXOAATCS y mpeicenarens (cekperaps
Wi pabOTHHMKA amnmnapara, OTBETCTBEHHOTO 3a BEICHHUE JIEONPOU3BOJICTBA)
TEPPUTOPUATIBHON KOMHUCCHHU.

DONEeKTpOHHBIE  JIOKYMEHThI  (OPMHUPYIOTCA B  DJIEKTPOHHBIE  JIena
B COOTBETCTBMU C HOMEHKJIATypol 1ei. B HOMeHkmarype nen yka3bIBaeTcs,

4YTO JIeJI0 BEACTCS B JJIEKTPOHHOU (hopme. DIIEKTPOHHBIE JOKYMEHTHI IOCIE
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HNX HMCIIOJJHCHUA WM OTIPABKH IIOAJICIKAT XPAHCHHIO B HI[ B TCUCHHC CPOKOB,

IPETyCMOTPEHHBIX Ul AHAJIOIMUYHBIX JOKYMEHTOB Ha OyMa)XHOM HOCHUTEIE.
B cnywae ecnm gena mpenctaBieHbl Ha OyMakHOM HOcUTelne U B (opme
AIIEKTPOHHBIX JOKYMEHTOB («THOpUAHOE [€J0») U HE HMMEIOT AIIEKTPOHHOTO
oOpaza B coorBerctBytomieii PVYK, To oHM mnoanexar CKaHUPOBaHUIO
C IOCJEIYIOIUM HPUCOEIUHEHUEM IEKTPOHHOIO 00pa3a B COOTBETCTBYIOLIYIO
PVK.

B HOMeHKnaType Aen 37eKTPOHHOE JIeJ0 U JIeJ0 Ha OyMaKHOM HOCHUTEIE
OTPAXKAIOTCA KakK JBa TOMA, HMMEIOIIHME OJWUH 3arojOBOK M CPOK XpAHEHUS.
K nHaekcy 31eKTpoHHOTO Jiena MpuOaBiseTcs IuTepa «O».

IIpoTokonsl 3acenaHuil, PEIIEHUS TEPPUTOPUAIBHOW KOMHUCCHUH, CIIHCKU
IIPUTITIALICHHBIX, IIPWJIAraéMble K IPOTOKOJY IOJJIMHHBIE 3K3EMIUIAPBI PEIICHUN
C COOTBETCTBYIOIIMMH IPHIOKCHUAMH, IPOTOKOJIBHBIE MOPYYEHUS, JOKYMEHTHI,
IIOCIY’KMBIIME OCHOBAHMEM JUII PACCMOTPEHMS BONpPOCAa Ha 3acelaHuu
TEPPUTOPUATIBHOW  KOMHUCCUM, pacliMpoBaHHAs  ayJuo3aluCh 3acelaHus
(npu ee HaIM4MHK), A0 MEpPEAadYd B apXUB HAXoIATCA y npenacenarens (paboTHHKA
anmnapara, OTBETCTBEHHOIO 3a BEIEHHUE JIEJONPOU3BOJICTBA) TEPPUTOPHAIBHON
KOMUCCHH.

3a COXpaHHOCTb JOKYMEHTOB U JI€JI OTBETCTBEHHOCTh HECET MPEJCENATENb
TEPPUTOPHUAIIEHON KOMHUCCHUHU.

Jlena MODKHBI HaxOOUThCs B pabodeil KOMHATE WM B CIELUATBHO
OTBEJICHHOM I ATOM I1IeJIM MOMEUICHUH U XPaHUThCS B 3allMPArOIIMXCs IKadax,
IIPENOXPAHSIONINX JOKYMEHTBI OT MBIJIU U BO3ACHCTBUS COJIHEUHOTO CBETA.

B wmemsax oOecnedeHust ONEpaTMBHOIO IOMCKAa JOKYMEHTOB  J€ja
pacroyiararorcst B COOTBETCTBMM C HOMEHKIJIATypOM €], KONHUS KOTOpPOU
IpU HEOOXOIMMOCTH, TIOMEIAETCS HA BHYTPEHHEHN CTOPOHE ABEPIbI MKada.

Ha xopemikax o0y0eK Jie1a yKa3blBalOTCS UHAECKCHI €] 110 HOMEHKIIAType
Jen.

Jlena, Haxopmfmuecs Ha TEKyIIEM XpaHEHHMM, Mojuiexar yuery. llepen

repenadyer  JOKYMEHTOB B apXWB  MPOBOJMTCSA  MPOBEpPKA  HAIWYUS
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N COCTOSAHHA OOKYMCHTOB M JICJI B HCIAX YCTAHOBJICHHA (1)aKTI/I‘-IeCKOFO HaIn4us

JIeJ1 U COOTBETCTBUS UX KOJIMYECTBY, YHCIAILEMYCS IO HOMEHKJIAType el

[IpoBepka HaJIWYusl M COCTOSIHUS JIOKYMEHTOB M JI€Jd IPOBOJHUTCS
IpU MEpEMELIEHUHN JIe]l, BO3BpATE €], CMEHE MpEeACEeNaTelss TepPPpUTOPUATbHON
KOMHUCCHH, IIepe Iepeadycii B apXuB.

IIpoBepka mnpOBOAMTCA IIyT€M CBEPKM CTaT€d HOMEHKJIATYpPBHl JIEll
C OIHMCaHUEM el Ha 00JI0KKE, a (PU3MUECKOE COCTOSTHUE /1] ONIPEAEIIAETCS IyTeEM
UX BHU3YaJIbHOTO MpOCcMOTpa. Bce oOHapyKeHHblE HEAOCTAaTKU (PUKCUPYIOTCS
B aKT€ NMPOBEPKU HAJMYMSI U COCTOSTHUSA JEIL.

B cmywae yTpaThl JOKYMEHTOB U J€l IPOBOJUTCS  CIy)KeOHOE
paccienoBaHue, MO pe3yJibTaTaM KOTOpPOTO JIMIIO, BUHOBHOE B YTpaTe, HECET
OTBETCTBEHHOCTb B YCTAaHOBJICHHOM  mnopsake. [IpuHuMaroTrcss — Mepsl
10 3aMEILEHUI0 YTPAYEHHOI'O IOKYMEHTA 3aBEPEHHOM KONKEH (110 BOZMOXKHOCTH).

Ecnu otnenbHble JTOKYMEHTBI, YK€ BKJIIOYEHHBIE B J€J0, BPEMEHHO
TpeOyroTCcsl AJii paboOThl, OHM MOTYT OBITh BbIAAHBI W3 J€jla, @ Ha HX MECTO
BKJIQJIBIBAETCS JINCT-3aMECTUTEb C YKA3aHUEM, KOTJa, KOMYy M Ha KAaKOW CpOK
BBIIAH JJOKYMEHT.

12.3. DxcnepTu3a IEHHOCTH JJOKYMEHTOB.

DKcnepTu3a ULEHHOCTM JOKYMEHTOB MPOBOJWTCS JUIL  YCTAHOBJICHHUS
HAay4YHOM, HUCTOPUYECKOM M  IPAKTUYECKOM  3HAYUMOCTH  JIOKYMEHTOB,
00pa30BaBIIMXCS B TMPOLECCE JAEATEIbHOCTH TEPPUTOPUATBHON KOMHCCHUH,
C LIeIbI0 0TOOpa UX JUIS JATbHEHUIIEro XpaHeHHs UM YHUUTOKCHHUS.

OKcnepTu3a IEHHOCTH JIOKYMEHTOB IIPOBOJUTCA IIPU  COCTABJIICHUM
HOMEHKJIATyphl Jel, B IMpolecce (OpMUPOBAaHUS €, MPH MOATOTOBKE el
K Ilepefade B apxuB, IPHU BBIACICHUM K YHUYTOXEHHUIO €N, 3JIEKTPOHHBIX
JOKYMEHTOB, HE IOJICKALUX XPAHCHUIO.

JUIsi  paccCMOTpEHHsI TMPOEKTOB HOPMATUBHO-METOJMYECKUX JOKYMEHTOB
II0 BOIIPOCAaM JEJIONPOU3BOACTBA U APXUBHOTO [€Ja, OMMCEN HEN IMOCTOSHHOIO
U JIOJITOBpeMEHHBIX (cBbIie 10 J1IeT) CPOKOB XpaHEHHs, aKTOB 00 YHHUYTOXEHUU

ACJT U JOKYMCHTOB, HC MMCIHOIINX Hﬂy‘—IHOfI OCHHOCTH U IMPAKTHYCCKOI'O 3HAYCHUAI,
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IPUKa30M MpeAceaaresiss TEPPUTOPHAIBHON KOMHUCCHUU CO3JAeTCs SKCIEepTHas

komuccus (nanee — IK).

B ee pyHKuMM BXOAUT pacCMOTPEHHUE U COTIACOBAHME HOMEHKJIATYPHI JeI
TEPPUTOPUATIBHON KOMUCCHHU.

B cocra DK Moryr BKIOYaTbCAd 4WICHBl TEPPUTOPUAIBHOW KOMUCCHH,
IPAXKJAHCKHE CITyXKalue anmnapara TEPPUTOPUATILHOU KOMUCCHH,
M0 COrjiacoBaHUI0 paboTHukHU anmapara Caskr-lIletepOyprckoii mzOupaTenbHOU
KOMHUCCHH.

[Ipn npoBeneHHH BKCHEPTHU3bl LEHHOCTU JOKYMEHTOB OCYIIECTBIIAECTCS
oTOOp JIeN1 MOCTOSSHHOTO M JOJITOBPpEMEHHBIX (CBBIIIe 10 J€T) CPOKOB XpaHEHUS,
B TOM YHCJIE 0 JUYHOMY COCTaBy, OTOOP JI€J1 C BPEMEHHBIMH CPOKAMU XpaHEHHUS,
MOJJICKAIINX XPAHCHHIO, BBIJICICHUE K YHHUUYTOXEHUIO JEJ, CPOKH XpaHEHUs
KOTOPBIX UCTEKJIH. [Ipyu 3TOM OIHOBPEMEHHO MPOBEPSIIOTCS KAYECTBO U IOJHOTA
HOMEHKJIATypbl JI€Jl, NPaBWIBHOCTb ONPENEJIEHUS CPOKOB XpaHEHUs e,
JIOKYMEHTOB.

DKcnepTh3a LEHHOCTH JTOKYMEHTOB OCYILECTBIIAETCS ITyTEM IOJHCTHOIO
npocMotpa nen. He pmomyckaercss o0TOOp AOKYMEHTOB ISl  XpaHEHUs
WJIM K YHAUYTOKEHUIO TOJIBKO HA OCHOBAHUU 3ar0JIOBKOB JIEII.

OTOOp  DNEKTPOHHBIX  JOKYMEHTOB [l  [epelayd B apXuB
MOKET OCYIIECTBJISITbCSI B aBTOMAaTU3MPOBAHHOM pEXUME NyTeM oTOopa
nokymeHnToB B I1/1 mo npusnakam «MHaekc nenay, «Cpok XpaHEHUD.

JIOKyMEHTBI, yTpPAaTHBIIME NPAKTUYECKOE 3HAYEHHE M HE HMEIOIIHE
MCTOPUYECKONW WM HAYYHOM LIEHHOCTH, MO0 MCTEYEHWHU YCTAHOBJIEHHBIX CPOKOB
XPaHEHUS MOJIEKAT YHUUTOKEHHUIO 110 aKTy.

AKTBI O BBIJICJICHUU K YHUUYTOKEHHUIO €] U JOKYMEHTOB pacCMaTpPUBAKOTCS
Ha 3acenaHusx OK OZHOBPEMEHHO C ONUCAMH J€J. YHHUUYTOXKEHUE JIell
Y JOKYMEHTOB JI0 YTBEPKACHHS aKTOB 3aIpELIacTCs.

[Io pe3yapTaTaM SKCHEPTU3bl IEHHOCTH JOKYMEHTOB pPaOOTHUKOM
anmapara, OTBETCTBEHHBIM 33  BEICHUE JICJIONPOM3BOJACTBA  €3KETOJIHO

COCTaBJIAIOTCA CBOAHBIC OIIMCH A€ IIOCTOAHHOI'O H  JOJIrOBPCMCHHBIX
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(cBpimie 10 7€T) CpPOKOB XpaHEHHS M IO JUYHOMY COCTaBy (IIPHIIOKEHUS

NoNeo 13,14,15), a Takke akTbhl O BBUICJIEHHU K YHHUTOXCHHIO JOKYMEHTOB,
HE NOJIekKANNX XpaHeHUIO (TpuiiokeHue Ne 16).

Onucu el MOCTOSHHOTO W JAOJrOBpeMEHHbIX (cBbimie 10 JeT) cpokoB
XpaHEHMs, a TakKKe akKTbl O BBIJCICHUM K YHUYTOXKEHHUIO JOKYMEHTOB,
HE MOJUIeKAINX XPaHEHHUI0, paccmaTpuBatoTcsa Ha DK,

Onucu  fen, JIOKYMEHTOB TOCTOSSHHOTO CpOKa XpaHEHUS U aKThl
O BBIJACICHUUM K YHUUYTOXKEHUIO JOKYMEHTOB, HE MOJICKAIINX XPaHECHHUIO,
IOUIEKAT  yTBEPKACHUIO LleHTpasbHOW HKCHEPTHO-IIPOBEPOYHON KOMMCCUU
(manee — [IDI1K) ApxuBHoro komutera Cankrt-IletepOypra, a omnucu ngen
no guaHoMy coctaBy — yTBepxkaeanio DIIMK II'A CII6. Ilocne ytBepkaeHus
[DIIK ApxuBHoro komuteTa Cankt-IleTepOypra onucu Jiea U aKThl O BbIJEICHUN
K YHUYTOXKEHHUIO JIOKYMEHTOB, HE TNOJJICKAIIUX XPAaHEHUIO, YTBEPKAAIOTCS
npeaceaaTe’IeM TEPPUTOPUATIBHON KOMUCCHH.

YepHOBUKM U  PYKONHCH MOATOTABIMBAEMBIX JTIOKYMEHTOB, KOIUHU
WHOOPMAIIMOHHBIX H JAPYTUX MAaTEepPUAIOB, HE TMOJICKANINX BKIIOUYCHUIO
B HOMCHKJIATYpPY [, IO MUHOBAaHWHM B HUX HAJTOOHOCTH MOTYT YHHUYTOXKATHCS
0e3 cocTaBJICHUS aKTa.

[leperner (moamMBKA) J€J1 MPOU3BOAUTCA TOJIBKO TIOCJIE€ MPOBEACHUS
AKCIIEPTHU3bI IICHHOCTU JOKYMEHTOB.

12.4. Opopmienue ned.

Jlema, mojyiexanye Tepenade Ha XpaHEHUE B apXWB, JOJDKHBI OBIThH
0(OpMJIIEHBI COOTBETCTBYIOIIUM 00pa30oM.

Odopmrnenne fena BKIIOYaeT B ce0S TMPOBEPKY CHUCTEMaTH3AIUU
JIOKYMEHTOB BHYTPH JieJia, HyMEpaIlio JUCTOB, COCTABICHUE BHYTPEHHEW OINUCU
TOKyMeHTOB Jena (mpuiiokerue Ne 17), mucra-3aBeputens jena (MpUIIOKEHUE
Ne 18), opopmienne pekBU3UTOB 00JI0KKH, MOJIIMBKY (MIEPEIIET) Aea.

B 3aBUCUMOCTH OT CPOKOB XpaHEHHUs MPOBOJUTCS MOJHOE WU YaCTUYHOE
obopmiIeHHUE JE.

Jlena NmOCTOSIHHOTO M J0JATOBPEMEHHBIX (CBhIIIE 10 JIET) CPOKOB XpaHEHHUS
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nojyiekar nonHomy odopmiuenuto. [lonnoe odopmiienue aena npeaycmaTpuBaeT

NPOBEPKY  CHCTEMaTH3alldd  JOKYMEHTOB BHYTPH JeJa, TMPaBHILHOCTU
ux oopmiieHus (Hanuyue HEOOXOAMMBIX TOAMUCEH, BU3, OTMETOK O PETUCTPALUU
U HCIIOJIHEHUH, MPWIOKEHUN), HyMEpaluio JIUCTOB, COCTABIEHHWE BHYTPEHHEU
OMHCU JTOKyMEHTOB Jena (sl 0co00 IEHHBIX e, JUYHBIX JeJ, a Takke MIell,
c(OpPMUPOBAHHBIX 10 PA3HOBHIHOCTSM JIOKYMEHTOB, 3arojIOBKH KOTOPBIX
HE PACKpPBIBAIOT KOHKPETHOE COJEpKaHHE JOKYMEHTa), COCTABJICHHWE JIHCTa-
3aBepuTeNd Jiena, o(OpMIIECHHE PEKBU3UTOB OOJOXKKH, MOALIMBKY (TIEperuieT)
nena.

Jlena BpeMeHHBIX (70 10 MeT BKIIOUMTENHHO) CPOKOB XpaHEHHsI MOJJICKAT
YaCTUYHOMY O(OPMIICHHIO: JIOMYCKAaeTcs He MPOBOAUTh CHCTEMAaTU3ALUIO
JOKYMEHTOB B Jelie, JHCTBl Jela He HyMepOoBaTh, 3aBEPUTEIIbHBIC HAAMHCU
HE COCTaBJISTh.

O6moxka aena odopmisercs o YCTaHOBJICHHOMN dbopme
(mpuinoxenue Ne 19). Ilpu sToM 00603HaYeHHE aApXUBHOTO MIKU(pa, HAHOCUMOE
B MPaBOM BEpPXHEM YIIy, nepeBopaunBaercss Ha 180 rpamycoB MO OTHOIIECHUIO
K O0OO3HAaYeHWIO B JIEBOM HIDKHEM YINy eOUHHIBI XpaHeHus. CBeneHus
Ha 00JIOKKY MEPEHOCATCS U3 HOMEHKIIATYPHI JIe] ¢ YTOUHEHUSMH, OTPAKAFOIIUMU
(dakTHYecKuil cCOCTaB MOMEUICHHBIX B JIEJ0 JOKYMEHTOB.

O6moxkka nena odopmisieTcss YEpHBIMH CBETOCTOMKMMH — YEpHHJIAMH,
pa3bopurBoO, 6€3 COKpalleHuH.

Ha o6noxke nena yka3bIBalOTCS CIEAYIOIIME PEKBU3UTHI: HAaUMEHOBAHME
TEPPUTOPUATHHON KOMHCCHH, JEIONMPOU3BOJCTBEHHBIH HOMEp (MHIEKC) Jena,
3arojIOBOK Jefa, jJara Jena (Toma, 4acTH), KOJUYECTBO JHCTOB B JIE€NE, CPOK
XpaHeHUs Jieia, apXUBHbBIN mudp nena.

PexkBu3nThI, IpocTaBiIsieMble Ha 00J0KKE Aena, 0GOPMIISIOTCS CIICTYIOIINM
oOpazom:

HaMEHOBAaHUE TEPPUTOPHATHLHON KOMHUCCHH yKa3bIBAETCS B COOTBETCTBUU

C PEriIaMEHTOM TEPPUTOPUAIBHON KOMHUCCUU. lIpM M3MEHEHMHM HaWMMEHOBaHUSA
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TeppHTOpHaHBHOﬁ KOMHUCCHUHN B TCUCHHUC IICPHOJA, OXBATbLIBACMOI'0O HJOKYMCHTAMU

niena, Ha 00JI0KKEe K CTapOMY HaMMEHOBAHMIO TIPUITKCHIBAETCSI HOBOE;

JIETOTIPOU3BOACTBEHHBIN HOMEp (MHACKC) Jesia — MPOCTaBIsETCs IUdpOBOE
o0o3HaueHue (MHACKC) Jefia TI0 HOMEHKIIAType I W yKas3blBaeTCs HOMEP TOMa
(gactn);

3arojoBOK (HaMMEHOBAaHME) JieJla TMEPEHOCUTCS U3 HOMEHKIIATYphl el
(B HEOOXOJIMMBIX CITy4YasiX B 3ar0JI0BOK BHOCSITCSI YTOUHEHHUS);

maTa Jena—Ha OOJOXKe Jefla yKa3bIBalOTCA JIBE JIaThl, KOTOPHIC
HA3BIBAIOTCSl KPAHUMU JTaTaMU M COOTBETCTBYIOT IOy 3aBEICHUS U OKOHYAHUS
nena. HavanbHas para—»3TO JaTta camMoro paHHEro, a KOHEYHas Jara— jara
CaMoro Mo3JHEro JOKyMeHTa B jene. [Ipu 3TOM y4yuThIBaIOTCSA JAThl BXOSIINX
U HUCXOASAUIMX JOKYMEHTOB (B Clydae HUX OTCYTCTBHS — JJaThl PErucTpaluu
JIOKYMEHTOB) M HE YUYMTBIBAIOTCS JAThl CIIMCAHUSI IOKYMEHTOB B JI€NI0, YKa3aHUU
[0 UCIIOJHEHUIO JTOKYMEHTOB, OTMETOK MCIOJHUTEINS (32 UCKIIOYEHUEM CIIy4aes,
KOI'/Ia Ha JIOKYMEHTax He UMEETCs JIPYTuX JaT, KpoMe IMepedyuciieHHbIX). [latamu
JieJ1, COAEepKaIlX MPOTOKOJIbI 3aCEIaHUM, SBJISIIOTCS JAThl MIEPBOTO U MOCIEIHETO
MPOTOKOJIOB, BOILIEIIUX B JEJO.

[Ipy HamucaHuM KpalHUX JaT Ha OOJIOXKKAX JIeJ MOCTOSIHHOTO XpPaHEHMS
YHUCJIO W TOJl MIPOCTABIIAIOTCS apabckuMu 1udpamMu, a Ha3BaHWE MECSIIA TMHIIETCS
nponuchbio 0e3 cokpaimieHus. Ha 005i0kkax 1€ BPeMEHHBIX CPOKOB XpaHEHUSs
YKa3bIBA€TCSI TOJIBKO TOJ.

Ha oOnoxkax fen, COCTOSAIMMX W3 HECKOJBKUX TOMOB (4acTeit),
MIPOCTABJISIOTCS KpaltHUE JaThl KaXKJ0TO ToMa (4acTH).

KonuyecTBO  mpoHYMEpOBaHHBIX B JIeJie  JIMCTOB  IPOCTaBIIACTCS
C JINCTa-3aBEPUTEIIA Jea.

Cpox XpaHEHHsI TEPEHOCUTCS Ha OOJIOXKKY Jela U3 HOMEHKIATYPhl Jel.
Ha nenax nocrosiHHOro xpanenus numercs: «[locTostHHOY.

ApxuBHBIM mUPp Je7a COCTOUT U3 HoMepa GhoHa, HOMEPA OIKUCH, HOMEpa
JieJia 1o OMUCH U MPOCTABIISIETCS MOCIIE€ YTBEPKACHHS U COTJIACOBAHUSA OIMUCEM Je

MOCTOSTHHOTO U JTOJITOBpeMEHHBIX (cBbliIe 10 JIeT) CpOKOB XpaHEHUS.
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Ha KOpCHIKC JICJIa YKa3bIBAKOTCA  3aroJIOBOK JI€jia, HWHACKC AcJIa

110 HOMEHKJIATYpE, AaTa JIeJia U CPOK XPaHEHUS.

B  memax obecrneueHHss COXpAaHHOCTM M 3aKpEIUICHUA  TOpsAKa
pPacnoJIOKEHUS] TOKYMEHTOB, BKJIIOYEHHBIX B JI€JIO0, BCE JIUCTHI, KPOME YHCTHIX,
JUCTa-3aBEpUTENsl  J€Ja W JIMCTOB BHYTPEHHENM  ONMCH, HYMEpYIOTCA
B Pa3BEpHYTOM BHE apaOCKuMu mudpamMu BaJIOBOW Hymepamuei. UnucTpie JUCTHI
U3 Jiena u3bIMaroTcs (0e3 MOBPEXIEHUS LEJIOCTHOCTH JIeJla) U YHUYTOXKAIOTCA.
JIucTel HyMEpYIOTCS NPOCTBIM KapaHJallOM CBEPXY BHH3 B BO3pacTarOLEM
NopsJIKe HOMEPOB HaurHas ¢ nepBoro. [{udpsl mpocTaBisioTcs B IPaBOM BEpXHEM
yrity nucta. Hymepanus BETHBIMH KapaHJIalllaMH, YEPHWIAMH U HyMEPAaTOpaMH
HE JIOIyCKaeTcs.

JIOKyMEHTBI ¢ COOCTBEHHOM Hymepalued JUCTOB, B TOM YHUCIIE TEeYaTHbIC
U3JIaHUsI, HYMEPYIOTCS B OOILIEM TOpAJIKE WM COXPAHSAIOT COOCTBEHHYIO
HYMEpALMIO, €CJIM OHAa COOTBETCTBYET IMOPSIAKOBOMY pPAaCIHOJIOKEHHUIO JIHCTOB
B JIETIE.

Cnoxennplii suct Oonbimoro ¢opmata (A2, A3) pa3BopauuBaeTcs
U HyMepyeTcs B NpaBOil yacTu BepxHero mousisg jucta. [Ipu stom nuct nro6oro
dbopmara, TOALIMTHIA 3a OJUH Kpail, HyMepyeTrcd Kak OJWH JIHCT, a JIUCT,
CJIO’KEHHBII W TOJALINTBHIA 32 CEepeauHy, MOJJIEKHUT MEPEIIMBKE U HyMepyercs
KaK OJIMH JIUCT.

Eciu B J1ene ectb KOHBEPT C BIOKEHUSAMM, TO CHadajga HyMEpYeTcs
KOHBEPT, a 3aTEM OYEPEIHBIM HOMEPOM KaXKJ10€ BJIOKEHUE.

Qotorpaduu U Apyrue WIUTIOCTPATUBHBIE MaTepuaabl HYMEPYIOTCS
Ha 00OPOTHOI CTOPOHE B JIEBOM BEPXHEM YTIIy.

JIMCT ¢ HArmyXo HaKJIEEHHBIMU JIOKYMEHTaMHU (BbIpe3KaMu, poTorpadusimMn)
HyMEpYyeTcs Kak OJMH JHCT. EClii K TOKYMEHTY MOAKJIEEHBI OJTHUM KpaeM JIpyrue
JOKYMEHTBI (BCTaBKU TEKCTA, IEPEBOJIBI), TO KaXKIbI JTUCT HYMEPYETCS OTIEIBHO.

[Ipunoxenue K JAelly, COCTaBISIIONIEE OTIEIbHBIM TOM, HyMepyeTcs

OTACJIBHO.
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HpI/I HaJIn4Yuy OTACIBbHBIX OIIMOOK B HyMCpalnun JIMCTOB B JCJaxX

Opy TOATOTOBKE HUX K cJlaye B apXWB JOMYCKAaeTcs IO COIrJIacOBaHUIO
C HHUM YynoTpeOyiieHHe JUTEPHBIX (C OyKBEHHBIMH JOTOJHEHHUSIMH) HOMEPOB
JIUCTOB.

B nenax moOCTOSSHHOrO Cpoka XpaHEHUsI U OTIEIbHBIX KaTeropusix el
0 JMYHOMY COCTaBy (JIMYHBIX JeNiaX, a TakKe JeliaX, BKIIYANMX B cels
TPYJIOBbIE JIOTOBOPBI, JOTOBOPHI T'PaKIAHCKO-IIPABOBOTO XapakTepa M AaKThl
BBITIOJIHEHHBIX pa0OT K HUM) JJIS y4eTa W IMOWCKAa JOKYMEHTOB B Hadajie jela
MO>KET IMOMELIATHCS BHYTPEHHSS oUCh (mpuioxkenue Ne 17).

JIMCTBI BHYTPEHHEN OMMCU HYMEPYIOTCS OTHAEIBHO.

Kaxnoe neno 3akaHUMBaeTCs JIHCTOM-3aBEPUTENIEM yCTaHOBIEHHOU (OPMBI
(mpunoxxenue Ne 18).

B nucre-3aBepurene Aena nuu@pamMu U MPOMUCHIO YKa3bIBAETCS (DaKTHUECKOE
KOJIMYECTBO JINCTOB B IAHHOM JI€JI€, @ TaKKE€ HAJIMUUE JIMTEPHBIX U MPOIMYIIEHHBIX
HOMEPOB JIUCTOB, KOJUYECTBO JIUCTOB BHYTPEHHEH OMUCU U HAJUYHE CpPEeIu
JOKYMEHTOB Ta3eT, KHUT, OpOuIop, depTexeu, ¢oTtorpaduii, pucyHKOB U T.I.,
CTaBSITCS JjaTa U MOJIUCH paOOTHUKA, CPOPMHUPOBABLIETO €0, U yKa3bIBAIOTCS
€ro JOJDKHOCTb, HMHULMANBI U (pamuwius. Eciaum KonvuecTBO JHCTOB B Jiefie
U3MEHSETCS, 3aBEpUTEIbHAS HAAIMUCh COCTABIIAETCS] BHOBD.

[Ipu nmoaroToBKe A€l K MOAIIMBKE (TIEPEIIETY) IPOBEPAETCS MPaBUILHOCTD
ux ¢GopmupoBanus, opopmiieHHss. MeTauIMuyeCKie W TUIACTUKOBBIC CKPETUICHUS,
a TAKXKE TEPMOIIEPEIUIETHI U3 JOKYMEHTOB YIAJISIIOTCA.

JIOKyMEHTBI TTOAIIMBAIOTCS TAaKUM 00pa3oM, YTOOBI MOKHO ObLIO CBOOOJHO
MPOYUTATh TEKCT KaXJAOro JOKYMEHTAa, BU3bl U YKa3aHHS [0 HCIOJHEHUIO
JIOKyMEHTA.

12.5. Ilepenaya nen B apXuB.

[Tepenada nen moctosaHOTO cpoka xpaHeHus B [[['A CII6 ocymecTBisercs
noeaAuHUYHO 10 yTBepKaeHHbIM [[DIIK ApxuBHoro komutera Cankrt-IletepOypra

OIMMUCAM ACJI ITOCTOSHHOT'O XPaHCHUAA.



78
[IpueMm JOKYMEHTOB Ha TOCTOSHHOE XpaHEHUuE O(OpPMIISIETCS AaKTOM

npueMa-fepeiadn JoKyMeHToB (npuiioskernue Ne 20).

[Ipn mepenave nen Ha BCEX HK3EMIUISIPAX ONUCH JAEN MPOTUB KaKIOro
BKJIFOUEHHOTO B Hee nena B rpade «lIpumeuanue» craBUTCS OTMETKA O HATUYUU
nena. B KOHILE KaxJ0ro HK3eMIUIAipa OIMCH JIeJ YKa3blBaloTCs LUppamu
U TPONHUCHI0 KOJIMYECTBO (PAKTUUECKH NPUHATHIX (TMEPEAAHHBIX) B apXuB [,
MHUIMAJIbI U (aMUIMK JIML, OCYLIECTBIIOIIUX IpUEM-NIEpenady Jel, CTaBATCA
UX MOJIUCH U J1aTa.

[Ipu npueme nen B apXuBe IPOBEPSIETCS MPABUIBLHOCTh WX O(POPMIICHUS.
Hena, odopmiieHHBIE C HapyIlIeHHEM MpaBUj, YCTaHOBJICHHBIX WMHCTpyKumei,
BO3BPAILAIOTCS B TEPPUTOPUATIBHYKD KOMHCCHIO C YKAa3aHUEM HEIOCTaTKOB
JUISL UX YCTPAHEHHUS.

TeppuropnanbHas KOMHUCCHSI uMeeT IIPUOPUTETHOE IPaBo
Ha MCIOJIb30BaHUE JIOKYMEHTOB, EPEJAHHBIX €10 Ha TOCYyAapCTBEHHOE XPaHEHHUE,
B TOM YHCJIE HA UX IEPBYIO MTyOIUKALUIO.

12.6. VcnonHeHHbIE 3JEKTPOHHBIE JOKYMEHTHI CUCTEMATH3UPYIOTCS B J€iia
B COOTBETCTBUM C HOMEHKJIATypOH JEI TEPPUTOPUAIBHOM  KOMMCCHH.
IIpu cocraBiieHMM HOMEHKJIATYpPBI JEJI B 3arojOBOK J€JIa BKJIKOYACTCS YKa3aHHE
«ONEKTPOHHBIE TOKYMEHTBD.

Cpokn XpaHEHMS DJIEKTPOHHBIX JOKYMEHTOB COOTBETCTBYIOT CpPOKaM
XPAaHEHUs AHAJIOTMYHBIX TOKYMEHTOB Ha OyMa)KHOM HOCHUTEJIE.

OKcnepTu3a LEHHOCTU  3JEKTPOHHBIX  JTOKYMEHTOB  OCYIIECTBIISIETCS
B 00IIeM NOpSAKE, YCTAHOBIECHHOM JJIsi JOKYMEHTOB Ha OyMa)XHOM HOCHUTEIE.
[locne wmcTeyeHUs CpOKa, YCTAHOBJIEHHOTO Il XPAHEHUs JJIEKTPOHHBIX eIl
(O7EKTPOHHBIX  JIOKYMEHTOB), = Ha  OCHOBAaHMM aKTa O  BBIJCICHUU
UX K YHUYTOXKEHUIO, YTBEP)KICHHOIO IPEACENATENeM TEePPUTOPHAIBHON
KOMHCCHH, YKa3aHHBIE AJIEKTPOHHBIE Jiea (3JIEKTPOHHBIE JOKYMEHTBI) MOJIEKAT

YHHUUYTOKCHUIO.
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OJIEKTPOHHBIE JOKYMEHTBI TOCTOSIHHOIO CpOKAa XpaHEHHUs TMepelatoTcs

Ha apXWBHOC XpPaHCHHUEC II0 OIIUCAM C O(bOpMJICHI/ICM aKTa IpucMa-repcaadu

SJICKTPOHHBIX JOKYMCHTOB.

13. OTBEeTCTBEHHOCTH

13.1. UneHbl TeppUTOPHATBHON KOMHCCUM M TPAXKIAHCKUE CIIyXKallue
amnmapara TeppPUTOPHAIBLHOW KOMHCCHU, Tpa)KJaHe, 3aMEIIArolIfe JIOJDKHOCTH,
HE SBJIAIOIINECS JTOJDKHOCTSAMU TOCYIapCTBEHHON IPasKJaHCKOM CITy»OBbI, a Takxke
rpaxaaHe, TMpHUBJIEKaeMble [0 TPaKIAHCKO-NPABOBBIM JIOTOBOpaM, HECYT
NIEPCOHANBHYIO OTBETCTBEHHOCTh 3a coOmtofeHue TpeOoBaHuii WHCTpyKmw,
COXPAHHOCTh HAXOJAIIUXCS Y HUX JOKYMEHTOB.

13.2. OTBETCTBEHHOCTH 3a OpTaHU3aIUI0 JIEJIOTIPOU3BOICTBA
B TEPPUTOPHUATBHON KOMHUCCHUH, BHEJIpEHUE aBTOMAaTU3UPOBAHHBIX
(KOMITBIOTEPHBIX)  TEXHOJIOTUH TMOATOTOBKM U  00pabOTKH  JOKYMEHTOB,
o0OecrieueHne COXPAHHOCTU JIOKYMEHTOB M Tepellayy MX B apXuB, KOHTPOJIb
3a  coOmoneHueM — TpeOoBanuit ~ WHcTpykuum — HeceT — MpejacenaTelib

TEPPUTOPHUAITBHON KOMHUCCHH.



[Tpunoxenue Ne 1
Kk MHCTpyKIMHU 1O 1€T0NPOU3BOJICTBY

B TeppuropuanbHoil n30UpaTenbHON

rKomuccum Ne3&

dopmMa perucTpaAMOHHOI0 KYPHAJIA BXOASIIIUX IOKYMEHTOB

OtMeTKa 00
HCIIOJIHCHU U
. | Kparkoe
Peructpamnu Ucxonmsmmit (mara
o coJiepxka- II;manoBas
Hara OHHBIN Koppec- HOMED Croco6 UCIIOJIHEHUS
HHUE Pesomronua | McnomHurenb JaTa
MOTYyYEHUS HOMED IMOHIEHT U JaTa MOJTyYeHUS U /nim
(xom-BO WCTIOTHEHUS
JIOKyMEHTa JIOKyMEHTa PEKBU3UTHI
JIUCTOB)
HACXOIAIIETO
JIOKYMEHTA)
@®opMa perucTPpaAalMOHHOI0 KYPHAJIA UCXOAHAIIUX JOKYMEHTOB
Kpatkoe conepxanue
ara PerucrpannonHsIi OKYMEHTa ®UO noxnucadTa
A pan Anpecar JIOKY a1 HUcnonaurenn Bupg ornpaBku
perucTpauuu | HoMep JOKYMEHTa (PEKBHU3UTHI BXOJIAIIETO JIOKyMEHTa

JIOKYMEHTA), KOJI-BO JICTOB




[Tpunoxxenue Ne 2
K MHCTpYKIIUU 1O JEI0NPOU3BOACTBY
B TeppuropuanbHOl N30UpaTeIHLHOM
komuccuu No38

IHEPEYEHDb
AOKYMEHTOB, He MOAJIeKAINX PerucTpanuu

1. CooO1ieHuns o 3acelaHusIX, COBENIAHUIX U IOBECTKAaX JHS.

2. YueOHbIe IPOrpaMMBbl, IJIAHBI.

3. PexsiaMHbI€ U3BEIICHUS, TIIAKATHI.

4. Ilo3npaBUTENbHBIE TUCHMA U TEJIETPAMMBL.

5. [lpurnacurenbHbie OWIETHI, MPUTIIANICHUS HA PA3IMYHBIE MEPOTPHUATHUSA,
HE COJIEpIKAIIME HAJIEKAIMMNX PEKBU3UTOB MTUCHMA.

6. byxrantepckue TOKYMEHTHI.

7. IleyaTHble U31aHUS.

8. OnepatuBHas wuHGOpMalUs, TOCTyMawolas IO KaHajaM CBSI3U
['ocynapcTBeHHONW aBTOMATU3WPOBAaHHOM cucteMbl Pocculickonn denepanuu
«BBI60OPBIY.

9. OOpaiteHus TpaXkJaaH, MOCTYUBIINE HA aJIpeC AJIEKTPOHHOMN MOYTHI.



[Tpunoxenue Neo 3
K MHCTpyKLIMU 1O J€I0NPOU3BOJCTBY
B TepputopuaiibHOI n30UpaTeIbHON
komuccun Ne38

AKT

MBI, HUKETIO AU CABIINECS

COCTAaBWJIM aKT O TOM, YTO « » 20 I. IpH
BCKPBITUU NTAKETa
OOHapyXEHBI CIETYIOIINE HEJOCTATKHU:

Hacrosimuit akT coCTaBlIeH B IBYX SK3EMILISAPAX.

[Toanucek, pacudppoBKa MOAMNUCH:




[Tpunoxxenue Ne 4
K MHCTpYKIIUU 1O JEI0NPOU3BOACTBY
B TepputopuanbHoil n30UpaTenbHON
komuccuu No38

®opMbl 0JIAHKOB, HCIIOJIb3YEeMbIX B TEPPUTOPHUAIBLHOH KOMHCCHHA



«

»

TEPPUTOPUAJIBHASA NU3BUPATEJIBHAA KOMUCCHUA Ne

IIPOTOKOJ 3ACEAAHUA

20  ronm Ne

Cankr-IletepOypr



«

TEPPUTOPUAJIBHASA NU3BUPATEJIBHAA KOMUCCHUA Ne

PEINEHUE

» 20 Tonm Ne

Canxrt-IletepOypr



«
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TEPPUTOPUAJILHASI U3BUPATEJIBLHASI KOMUCCHS No
NPEJCEJAATEJD

IIPUKA3

» 20  roxm Ne

Cankrt-IlerepOypr



87

TEPPUTOPUAJIBHASA
MN3BUPATEJIBHAS KOMUCCHUA Ne
CAHKT-IIETEPBYPI'
ya. [laptuzana ['epmana, 1. 3,
Cankr-IlerepOypr, 198329
Ten. (812) 241-43-55, ®akc (812) 241-43-55
tik6.spbik.spb.ru
OKIIO 15172623; OT'PH 1037819015960;
WHH/KIIIT 7807053839/780701001

Ne

Ha Ne oT




[Tpunoxenue Ne 5
K HCTpYKIIUU 1O JET0NPOU3BOACTBY
B TeppuTopuanbHoil U30UpaTenbHON
komuccuu No38

TpeGoBaHus K JOKYyMEHTaM, H3r0TOBJIAEMBbIM C IOMOIIBIO
neYyararux yCTPOMCTB, U K (pailjiaM TEKCTOBBIX JOKYMEHTOB

1. TexkcTtel nOKyMeHTOB Ha OnaHkax (opmara A4 TmeuataroTCs dYepes
1,5 MEXCTpPOUYHBIX HWHTEpBajla, JOMYCKAaeTCs Ie4yaTh JOKYMEHTOB Ha OJlaHKax
dbopmara A4 yepe3 1 MeKCTpOUHBI MHTEpBaJl, HA OlaHkax Gopmara AS — yepe3
1 MEXCTPOYHBIN UHTEPBAJL.

TexcThl JOKYMEHTOB, MOATOTABIMBAEMBIX K THUIOTPapCKOMY H3JAHUIO,
neyaTaroTcs yepe3 2 MEeKCTPOUHbIX UHTEpBaa.

2. HaumeHnoBaHue BH1a JOKYMEHTA [1€4aTaeTCsl MPONMUCHBIMHU OyKBaMHU.

3. Ecam 3aronioBok K TekcTy npebimaeT 150 3HakoB (5 CTpokK), AOMyCKaeTCs
OpojJjieBaTh €ro J0 TpaHUIbl MpaBoro mojs. Todyka B KOHIE 3arojoBKa
HE CTaBUTCA.

4. PaciudpoBka moamucu B pekBuzute «lloammce»  medartaercs
Ha YPOBHE IOCJIEIAHEN CTPOKM HAMMEHOBAHMUS JIOJDKHOCTH C HCIIOJIb30BAaHUEM
koMOuHaruu kinasui Shift — Ctrl — [IpoGen mexay naunmanamu u haMuIuei.

5. Co3nanue, QopMaTupoBaHME W BBIBOJ Ha I[e€4aTh JIOKYMEHTOB
IPOU3BOJMTCS HA KOMIIBIOTEPAX C HCIIOJIB30BAHUEM TEKCTOBOIO PENAKTOPA,
noajaepkuBatoiiero ¢popmar docx. BHenpeHue 3J1eKTPOHHBIX TaOJUIl, CO3IaHHBIX
B TaOJNMYHBIX pENakTopax, B JOKyMeHThl (opmata docx HE HOMyCcKaercs.
JlommyckaeTcsi, mpu HEOOXOJUMOCTH, co3aaHue, (OpMaTUpPOBaHHWE M BBIBOJ Ha
neyaTh TaOJUIl MOCPECTBOM PEIAKTOPA ANEKTPOHHBIX TAOIMI], MOJASP>KUBAOIIIX
dbopmar xIsx.

6.Ilpu  QopmaTtupoBaHMM  JOKYMEHTOB  PEKOMEHIyeTcs  paboTarhb
C BKJIFOUEHHOM KHOMKOM Y, YTOOBI BUIETh HA SKPAaHE BCE CITY>KEOHBIE CUMBOJIBI.

7.1lpu ¢dopmatupoBaHMM TEKCTOB JOKYMEHTOB HCIIOJIb3YETCS CTHIIb,
KOTOPBIN UMEET CIIEYIOLIE TapaAMETPBI:

o mpudT PT Astra Serif
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o pasMmep 14 myHKTOB
o OTCTYN cieBa 0 cm
cIipaBa 0cMm
o WHTEpBAJI nepen 0 myHKTOB
mocyue 0 myHKTOB
L MEKCTPOYHBIN UHTEPBA IIOJTy TOPHBIN
o nepBasi CTpoka oTcTyn Ha 1,25 cM
o BBIPDABHUBAHUE 0 IINPHHE.

8. Ilpu ¢opmaTupoBaHuu TaOIUILl HEOOXOAUMO COOIOATH CJEAYIOUINE
TpeOOBaHMUS:

Tabiuia Bcerna JODKHa HWMETh Ha3BaHHWE, KOTOPOE BBIPABHUBAETCA
0 IEHTPY JOKYMEHTA;

Ta0JIMIIa BEIPABHUBAETCS TI0 LIEHTPY JIUCTA;

3aroJIOBKU CTOJIOLIOB U CTPOK BBIPABHUBAIOTCS IO LIEHTPY AYCHKU;

TaHHBIE B STYCHKaX TaOIUIBI BEHIPABHUBAIOTCS CBEPXY IO JIEBOMY Kpalo;

NPOAOHKEHHE TaOIUIIBI HA HOBOM JIMCTE MOXKET HAUYMHATHCS C 3ar0JIOBKOB
ee rpad (unu HOMEpOB rpad B ciydae, eciu rpadbl TaOIUIBI HA TEPBOM JIUCTE
IPOHYMEPOBaHbI);

CTPOKHU TaOJUIIbI IEPEHOCATCS Ha HOBBIM JIUCT TOKYMEHTA UCKIIOYUTEIBHO
IETUKOM;

IIMPUHA W BBICOTA TaOJMIBI HE JOJDKHBI IMPEBBIMIATH pa3Mepbl MOJen
JIOKYMEHTA.

9. Pa3zmepsl nosieil TOKyMeHTa J0HKHBI UMETh CIEAYIOIINUE apaMeTphl:

o BEpXHEE 2,0 cm
° HIDKHEE 2,0 cm
° JIEBOC 3,0 cMm
o paBoe 1,5 cm.

OT kpast A0 KOJIOHTUTYJIA:
o BEPXHETO 1,25 cm

° HIDKHETO 1,25 cm.
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10. ITpu moAroTOBKE TOKYMEHTOB MCIOJIb3YIOT CJIEIYIOINE PEKBU3UTHI:
® HaWMEHOBAaHUE OpPraHU3AIUY;

e HaUMEHOBAHHUE BHUJA JOKYMEHTA;

® CChUIKA HAa UCXOAIINN PETUCTPALMOHHBIA HOMEP U J1aTy JOKYMEHTA;
® MECTO COCTaBJICHMS (M3/IaHUsI) IOKYMEHTA,;

e rpud (momerka) 06 OrpaHUYECHUHU JOCTYTA K JOKYMEHTY; (MIPU HAJTUYHH)
e ajpecar;

e rpud yTBEpKICHUS TOKYMEHTA,

® 3aroJIOBOK K TEKCTY TOKYMEHTA;

® TEKCT JOKYMEHTa,

® OTMETKA O HAJMYMH NPUJIOKEHHUS;

® [IOJIINCH;

e OTMETKa 00 3JIEKTPOHHOH MOJIINCH;

e r1pud coriiacoBaHus JOKYMEHTA,

e OTMETKAa 00 MCIIOJHHUTEIIE;

® WICHTU(PUKATOP IECKTPOHHOU KOMMUH JOKyMEHTA (TIPY HAJTUYHH).

11. PexkBu3uthl (KpoMe TEKCTa JIOKYMEHTa M ajpecara), COCTOSIINE

N3 HCCKOJIBKUX CTPOK, IICYATAIOT CO CIICAYIOIIUMU ITapaMCTpaMU:

o mpudT PT Astra Serif

o pasMmep 14 myHKTOB

o OTCTYM cieBa 0 cm
cripaBa 0 cm

o UHTEpBAJI nepen 0 myHKTOB
nocie 0 myHKTOB

° MEKCTPOUYHBIN UHTEPBAI OJMHAPHBIN

° OTCTYI NIEPBOM CTPOKHU HET
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o BBIPABHUBAHUE 10 LIEHTPY.

12. PekBu3uT «Aapecar» NevararoT cO CIASAYIOMKUMU TapaMeTpamu:

o mpudT PT Astra Serif

o pa3Mep 14 myHKTOB

o OTCTYII cieBa 7 cM
cripaBa 0cMm

o UHTEPBAI nepen 0 myHKTOB
rnocsue 0 myHKTOB

o MEKCTPOYHBIN MHTEPBAI OJIMHAPHBIN

o OTCTYI NEPBOU CTPOKHU HET

o BBIPABHUBAHUE 110 LICHTPY.

Eciu coctaBHble 4YacTH pEKBU3UTOB «Anpecat», «I'pud yTBepKIeHuUs
OOKyMeHTa», «I'pud cormacoBaHust JOKyMeHTa», «OTMeTka O HaJIU4YUU
IPWIOKEHUS» HE YMEUIAIOTCS Ha OJHOM CTPOKE, TO Pa3pblB CTPOKH B HYKHOM
MECTEe MPOU3BOJUTCS C TOMOIIBI0 cHUMBOJA «Pa3ppiB CTpokn» (KOMOMHALUs

kiaBuin Shift — Enter), Hanpumep:

COI''TACOBAHO

PykxoBogutens @enepaabHOTO
ApXMBHOTO areHTCTBA

A.H. Aptuzon

[Ipu wuCHONB30BaHMM B TEPPUTOPUAIBHOM KOMHUCCUU WACHTH(PUKATOPA
AJIEKTPOHHON KOMUU JOKyMEHTa (KOJOHTHUTYJIA) OH MeYaTaeTcs B JIEBOM YTy
HUKHETO TIOJISI KQXKJIOW CTPAHMIIBI JOKYMEHTa MPUGTOM 8 MMyHKTOB.

13. Ilpu odopmieHun AOKYMEHTOB Ha JByX M Oojiee CTpaHUILIaX BTOpas
¥ TIOCJICIYIONTNE CTPAHMIIBI JOJDKHBI OBITH TpOHyMepoBaHbl. Homepa crpanuil
IIPOCTABIIAIOT MOCEPEIMHE BEPXHETO MOJIA JIMCTa apaOCKUMK 1udpamu 0e3 3HaAKOB
MIPENUHAHUS.

Ecin JOKYMCHT UMCCT IIPHUIIOKCHUC, TO OHO IICYATACTCA C HOBOM CTpaHHUIIbI.
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14. Jlyia BBISIBJICHUS W UCTIPABICHUS BO3MOXKHBIX OIIMOOK B MPABOMHCAHUU
B cpOpMHUpOBaHHBIX (paililaXx PpPEeKOMEHAYETCS  OCYIIECTBIATh  IPOBEPKY
JOKYMEHTOB, HCIIOJIb3YsI CUCTEMBI TPOBEPKU MIPABOIMCAHUSI.

15. Kaxxaplif JTOKYMEHT CO BCEMH MPUIIOKEHUSIMHU K HEMYy IMOMEIIAIOT
B OTJCNbHBIN (Daiii (ecnu mpUIIoKEHUsI CO3MIaHbl OJHUM MpoiieccopoM). BayTtpu
¢aitna cam JOKyMEHT U KaKJ0€ MPHIIOKEHNE TOMEIIAIOT B OTJENIbHBIE pa3/eibl.

16. Bce pexkBU3UTHI TIOKYMEHTa OTHAEISIOT JIPYr OT Apyra OJHOM IyCTOM
CTpoKO#, oOpa3yemoil cumBojoM aO3ama (Y — kmaBuma Enter). B Ttekcre
HE J0JKHO BCTpeyaThesi OoJiee ABYX CUMBOJIOB a03aia nopsi.

17. He nomyckaercs mucath CjIoBa C pa3psKOM, BCTaBIsAsA MPOOEITIbl MEXKIY
OykBamu B ciioBax. He nmomyckaercsi ucroip3oBaHue mpoOenoB aiisi 00pa3oBaHUs
ab3anHOro oTcTyna (KpacHOM CTPOKM) WM MYCTHIX CTPOK. B TekcTe He JOHKHO
BCTpeUaThCsl MOApsAN Oojiee OAHOTO CHMBOIA mpodOena. Pa3neneHue nHMIIMATIOB
U Qamuiuu, cuMBoia Ne U ymcia, MOPSAIKOBOTO HOMEpPA CTaTbM, YacTH, IMyHKTa
WIM TIOJANMYHKTA MPaBOBOTO aKTa, YUCia MecsAlla U Ha3BaHWsS Mecdlla, Yyuciia roja
U CJOBa «roJ», JIIOOBIX YHUCIIOBBIX 3HAUYEHWW M €IWHUIl U3MEpPEHUs JenaeTcs
C HCIOJIb30BaHMEM Hepa3phIiBHOTO Tpobena (coueranue kiaBum Shift — Ctrl —
[TpoGemn).

18. He nonmyckaeTcst BKIIIOYaTh B TEKCT JJOKYMEHTA pa3AeUTENbHbIC TUHUH,
COCTaBJICHHBIC U3 IIEMOYEK CUMBOJIOB (*, =, -, — U IpyTHE).

19. He pomyckaercs HCHOJIB30BAHME B PYCCKHX CJIOBaX CXOJHBIX
10 HauepTaHMIo JIATHHCKUX OYKB (A, a, B, C, c, E, e, H, K, M, O, 0, P, p, 1, X, X,
y)-

20. He pnomyckaercss WCHOJB30BAHME CUMBOJA TaOyaauuu (—) s
oOpa3oBaHusl a03alHOTO OTCTyna (KpacHOM CTPOKH) WM IYCTBIX CTPOK.
AO3aHbIi OTCTYN yCTaHaBIUBalOT B MeHIO Popmatr/Ab3al] Wik ¢ MOMOIIbIO
BEPXHETO JIBUKKA HA TOPU30HTAIILHOM JIMHEUKE.

21. He pomyckaeTcsi WCHOJIB30BaHHWE CHUMBOJA «-» Ui OOO3HAYCHUS
nepeHoca. BmecTo Hero ciemyer HCMIONb30BaTh CHMBOJ MSTKOTO TEpeHoca

(xomOuHarms knasui Ctrl — «-»).
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22. JIng HanmvcaHWs PUMCKUX HUQP TOJDKHBI MCIOJIb30BAThCSl 3arjiaBHBIC
oykBbl jatuHckoro andasuta (I, V, X, C, D, L, M). Mcnonp3oBanue ajis 3ToH
IIEJIM PYCCKUX OYKB U apaOCcKuX 1udp HE AOMyCKaeTcsl.

23. BMecTo OYKBBI «&» JOJKHA YHOTpeOsAThCs OykBa «e» (KpomMe MMEH
COOCTBEHHBIX NP HATMYUH TIOITBEPKAAONTNX TOKYMEHTOR).

24. PexkBU3UTHI «3arojioBOK K TEKCTY» JOJIKHBI OBbITH BEIPOBHEHBI IO LIEHTPY
U KaXAbld M3 HUX JOJDKEH MPEJCTaBIATh cO0O0M OoAMH ab3all, TO €CTh BHYTPHU
TEKCTa KaXXJI0TO PEKBH3UTa HE JOJDKHO OBITh cuMBoJia ab3ama. He nmomyckaercs
UCII0JIb30BAaHUE CMMBOJIA ab3alia Jisi IpephIBaHUs CTPOKU B MPOU3BOJIBLHOM MECTE,
JUTSL ATOTO CJIETYET UCTIOIB30BaTh CHMBOJ Pa3phbiBa CTPOKH (KOMOWHAIUS KIIaBHIII

Shift — Enter).



[Tpunoxenue Ne 6
K HCTpYKIIUU 1O JET0NPOU3BOACTBY
B TeppuropuanbHON N30UpaTEIHLHOM
komuccuu No38

Chnucox PACCBIIIKHA HCXOJAIIMNX JOKYMEHTOB

n/n

HaumeHoBaHue oprana

IToJiHbII MOYTOBBIN aapec
(opranusamnuun)

[Ipencenarens TeppuropuanbHon

n30upareabHON Komuccuu No

Hcnonmanrens

«

(moamucek) (pacmmdpoBKa MOAMUCH)

(Toamuch) (pacmmdpoBKa MOAMKCH)

20 r.




[Tpunoxenue Ne 7
K HCTpYKIIUU 1O JET0NPOU3BOACTBY
B TeppuropuanbHON N30UpaTEIHLHOM
komuccuu No38

Ilepedyenn 0613aTELHBIX CBEIEHHIT 0 JOKYMEHTAX, HCIO0JIb3YeMBIX B IEJISIX
y4era U MoMcKa A0KyMeHToB B I1/[!
. ABTOD.
. Anpecar.
. JIOIDKHOCTD, (haMUIIUS U MHULMAJIBL JINLA, TIOANMCABIIErO JOKYMEHT.

. HaumenoBanue rpynIibl 1 BUJa 10KyMCHTA.

1
2
3
4
5. Jlara nokymMeHTa.
6. PeructpaiinoHHbIii HOMEP TOKYMEHTA.
7. JlaTa HOCTYNUBIIETO JOKYMEHTA.
8. PerucTpanoHHbII HOMEp NOCTYIMBILErO JOKYMEHTA.

9. CBenieHust O CBSI3aHHBIX JIOKYMEHTaxX (HaMMEHOBAaHUE BUJA JOKYMEHTa,
J1aTa, perucTPAlMOHHBINA HOMEpP, TUII CBA3KH).

10. 3arosioBoOK K TEKCTY (KpaTKOE COACpKaHUE TOKYMEHTA).

11. Unaekc aena mo HOMEHKIIATYpe Jiedl.

12. CBenenus o nepeajpecalnu 10KyMEHTa.

13. KoanuecTBO JMCTOB OCHOBHOT'O JJOKYMEHTA.

14. OT™MeTKa 0 IPUIIOKEHUH (KOJMYECTBO MPHIIOKEHUM, 00111e€ KOJTUYECTBO
JIMCTOB MPUJIOKEHH).

15. Yka3aHusi o UCMOJHEHUIO TOKYMEHTa (OpyYeHHEe, UCTIOJIHUTENb, 1aTa
WCTIOJTHEHUS ).

16. OT™MeTKa 0 KOHTpOJIE.

17. I'pud (momeTka) 00 orpaHUYEHUH TOCTYTA.

18. [IpoBepka 3JIeKTPOHHOM MOAMUCH (MIPU HATUYUH).

19. Tlonpa3znenenrie — OTBETCTBEHHBIN UCIIOJHUTENDL JOKYMEHTA.

! Mcnonb3yeTcst cOKpallleHue, TPUBEIEHHOE B TyHKTe 1.8 HacTosimeil UHCTpyKImy.
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20. @aiinbpl  IEKTPOHHOTO JTIOKyMEHTa (KOJWYecTBO (ailioB, uMeHa

GbaiinoB).



ITpunoxxenue Ne 8.1

K MHCTpyKIIMK 1O 1€JI0POU3BOICTBY
B TeppuropuanbHON N30UpaTeIHLHOM
komuccuu No38

KYPHAJI

yueTa JIMIHOIo NpuemMa rpakaaH

B TeppuropuanbHoii n3dupareabHoi komuccuu Ne38

OT1meTka D.N.0.
IHouToBBbIii Kpartkoe 0 pe3yJbTaTax U NOANHUCH
Ne | Jara ®.1.0. P pesy A
ajpec coJep:KaHue npuemMa JMua,
n/m | npueMa | 3asiBHTeJIsI
3asiBUTENISI | OOpalleHus (npuHsATOE MPOBOAUBIIET0
pelieHue) npueM
1 2 3 4 5 6 7
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[Tpunoxxenue Ne 8.2
K MHCTpyKIIMK 1O 1€JI0POU3BOICTBY
B TeppuropuanbHON N30UpaTeIHLHOM
komuccuu No38

KAPTOUKA JIMUHOI'O IPUEMA I'PAKIAH
B TEPPUTOPUAJIBHON U3BUPATEJBHON KOMUCCHUHU Ne38

Jara obparienus
ara npuema

« » 20 T. Ne
Damuius, UMs1, OTYECTBO 3aIBUTENS JIOJKHOCTHOE JIMLIO, BEAYIEE IPUEM
MecTo KUTenbCTBa, TenehoH Pesynbrarsl paccMoTpeHus

Kareropus 3asBurens

Coneprxkanue o0OpaleHus

A,
BBIPKAIO (pamummst, ©Ms1, OTUECTBO 3aSTBUTEIS)

corjacue Ha MPEIOCTaBICHUE MHE YCTHOIO OTBETa B XOJ€ JIMYHOIO IIpUEMAa II0 CYLIECTBY
MIOCTAaBJICHHBIX B YCTHOM OOpalieHrH BOonpocoB. [InceMeHHOT0 0TBEeTa HE TpedyeTcs.

(mata) (monmuch 3asiBUTEIIS) (pactmdpoBKa MOAMHUCH)

A,
BBIpAXKaIo

(Damunusi, UMs, OTYECTBO 3ASIBUTEIIS)

coryiacue Ha BUAEO-U (WIH) ay IMOIPOTOKOIUPOBAHUE JINYHOIO IPUEMA.

(mara) (monmuck 3asBUTEIIS) (pacumupoBKa MOMUCH)
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[Tpunoxenue Ne 9
K MHCTpyKIIMK 1O 1€I0NPOU3BOICTBY
B TeppuropuanbHON N30UpaTEIHLHOM
komuccuu No38

JIucer coritacoBanus

damunus
JIOIKHOCTh JlaTa [Tosmce MHULIHATB]

Wcnomuurenn
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[Tpunoxxenune Ne 10
K MHCTpYKIHUH 11O AEN0NPOU3BOACTBY
B TepputropuanbHON N30UpaTEIHLHOM
komuccuu No38

YTBEPXIAIO

IIpencenarens TepputopranbHON
nu3buparenabHoi komuccuu Ne 38

(moamucek) (vHUIATBI, (haMUITHS)

« » 20 r.

OT14eT 0 pacchlIKe 0 COOTBETCTBYIOIIUM a/ipecaTaM U pa3MelleHNH
pewmiennii TeppuropuajibHOl U30MPaATEJIbHON KOMUCCHHN No
Ha 0pUIHAIBHOM caiiTe

3acenanue No » rojia
No Ne peenust AgnpecaT pacChbUIKH, aIpec pa3MEILCHUS Hara
/1 TUK pa3MelieHusl
PACCBUIKH
1
2
3
Hcnonnurens

(moamuck) (pacurudpoBKa MOAMMCH)
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[Tpunoxxenue Ne 11
K MHCTpYKUHUH 110 AEI0NPOU3BOACTBY
B TepputopuanbHON N30UpaTEIHLHOM
komuccuu No38

HEPEYEHD

MOJICKAINIMUX KOHTPOJIO JOKYMEHTOB € YKA3aHUEM CPOKOB HCIIOJITHCHUHA

1. ®enepasibHble  KOHCTUTYILMOHHBIE 3aKOHBI, (penepaibHble  3aKOHBI
Poccniickon @enepanuu — COTJIaCHO YKa3aHHOMY B HUX CPOKY.

2. Vka3nel Ilpesunenta Poccuiickoir denepanum — COrjgacHO yKa3aHHOMY
B HUX CPOKY.

3. Pacnopsikenust  IIpesmpgenta  Poccuiickori ~ ®Denepanuu — cOriacHO
YKa3aHHOMY B HUX CpPOKY.

4. ITocranoBnenusi, pactiopsbkenus [IpaBurensctBa Poccuiickort denepanum —
COIVIACHO YKa3aHHOMY B HUX CPOKY.

5. 3akonsl Cankt-Ilerepbypra — coriacHO ykazaHHOMY B HUX CPOKY.

6. IlocranoBneHwus, pelieHus 3aKOHOATEIBLHOTO Cobpanus
Cankr-IleTepOypra — coriiacHO yKa3aHHOMY B HUX CPOKY.

7. IlocTaHOBNEHUS, PACHOPSDKEHU OpraHa TIOCYJapCTBEHHOM BJIACTH
Cankr-IleTepOypra — coriiacHO yKa3aHHOMY B HUX CPOKY.

8. ITocTaHOBIIEHNUS, paCIOPSKEHUS PYKOBOJIUTENS OpraHa rocy1apCTBEHHON
Biactu Cankt-IlerepOypra — coriaacHO yka3aHHOMY B HUX CPOKY.

9. [MTapnamentckue 3ampocsl CoBera deneparuun Denepanbroro Cobpanus
Poccuiickoii ®enepaunn, ['ocynapctBenHoir ymbl ®DenepanbHoro CobOpanus
Poccuiickori @enepanuu — HE nNO3aHEE 4YeM depe3 15 KaleHmapHbBIX JTHEW
CO JOHSA TOJYyYEHMUS IMAPJAMEHTCKOIO 3arpoca WM B HMHOM YCTAaHOBJICHHBIN
cootBercTBytomIel manatot denepanbHoro CoOpanusi Poccuiickoit denepanuu
CPOK.

10. 3anmpocsl CEHATOpOB Poccuiickon ®denepauuy, JEyTaTOB

lNocynapctBennoit Jlymbr ®@epnepanbHoro CobOpanusi Poccuiickoit deneparu —
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He no3/iHee yeM depe3 30 KaJIeHAapHbIX JTHEW cO AHS €ro MOJYyYEHHUs] WA B UHOU
COTJIACOBAHHBIN C MHUIIMATOPOM 3aIpoca CPOK.

11. O6pamienuss  ceHatopoB  Poccuiickoit ~ deneparuu,  JeMyTaToOB
[NocynapctBenHoit Jlymer ®DenepanpHoro CobOpanusi Poccuiickoit ®eneparuu
0  BONPOCaM, CBSA3AHHBIM C UX  JEATEIbHOCTHIO, — HE3AMEJIUTEIBHO
(mpu HEOOXOAMMOCTH TOJYYEHHUSI JOMOTHUTEIBHBIX MaTepUaJiOB — HE TMO3HEE
yeM uepe3 30 kaneHJapHbIX JHEeH cO JIHS MOJydeHus: oOpalieHus).

12. O6pamenus JIEIyTaTOB 3aKOHOJATEIBLHOTO Cobpanust
Cankr-IleTepOypra — B cpok, ycranoBiieHHbIl CankT-IleTepOypra.

13. Ilucema u3 Angmunuctpauuu IIpesunenta Poccuiickoit dDenepanuu,
[IpaButensctBa Poccuiickorn @enepanuu, Konctutyunonnoro Cyna Poccuiickoit
Oenepanuu, BepxoBHoro Cyna Poccuiickoit ®@enepanuu, ['eHepanbHOU
npokypatypbl Poccuiickoit ®eneparuu, IlpaButensctBa Cankt-IleTepOypra —
B COOTBETCTBUM C YKa3aHUAMHU MO HCHOJHEHHIO JOKYMEHTa TMpecenarens
TEPPUTOPUATIBHOM  KOMHCCHMH, €CJIM B  HHUX HE  YyKa3aH  CpPOK —
HE Mo3aHee yem yepe3 30 KajaeHJapHbIX JHE.

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

15. IIpencraBienre NpoKypopa — B T€YEHUE MeCSIIa CO THS OCTYIUICHHUS.

16. OOpaiienus, CBsA3aHHBIE C peaiu3aldeld W 3alMTOW H30UpaTeNbHBIX
npaB U TpaBa Ha ydacTue B pedepenmyme rpaxaaH Poccuiickoit deneparum,
MOCTYNUBIIIME B TEPPUTOPUAIBHYIDO KOMHUCCHUIO B XOJ€ COOTBETCTBYIONLIEH
n30UpaTeibHOM  KaMIaHWW, KamnaHuu  pedepeHayma, —B  COOTBETCTBUU
¢ MenepanbHBIM 3aKOHOM 00 OCHOBHBIX FAPaHTHUIX U30MPATENbHbBIX IpaB!.

17. Ilepechinmka oOpamieHuil TpakaaH, COACpPKAIIUX BOIMPOCHI, PEIICHHE
KOTOPBIX HE OTHOCUTCA K KOMIIETEHIMA TEPPUTOPUAIIBHOM KOMUCCHH,
OCYIIIECTBIISIETCA B TEUCHUE CEMU KaJCHIAPHBIX JTHEH.

OOparieHue, CBI3aHHOE C COOTBETCTBYIOIIECH M30UpaTeNbHOW KaMIaHUeH,
KaMmrnaHued pedepeHayMa, TMOCTyNUBIIEE B TEPPUTOPUATBHYIO KOMHUCCHUIO
JI0 YCTAHOBJICHUS €10 UTOTOB T'OJIOCOBAHMSI, OMPEJEICHUS PE3YIbTATOB BHIOOPOB,

pebepeHaymMa U CcojAepXkKaliee BOMPOCHI, PEIICHHE KOTOPhIX HE BXOJWT

! Mcnonb3yeTcst cOKpallleHue, TPUBEIEHHOE B TyHKTe 1.2 HacTosimeil UHCTpy KMy,
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B KOMIIETCHIIMIO KOMHUCCHHM, B TEUYEHHE ITATH JHEU IIOCIE JHS MOCTYIUICHUSA
HanpaBJsIeTCI B KOMHUCCHUIO, HWHOM OpraH WIH JOJDKHOCTHOMY  JIMILY,
B KOMIIETEHLIHIO KOTOPBIX BXOJHUT €r0 pPacCMOTPEHHE, a MOCTYNUBIIEE B WHOU
nepuoj JuO0O0 HE CBA3aHHOE C COOTBETCTBYIOIIECH H30MpATEIbHOM KaMIlaHHUEH,
KaMmnaHuel pedepeHayma — B TeUEHUE CEMU JHEH Mocie AHS MOCTYTUICHHUS.

OOpaineHus, He CBSI3aHHBIE C peanu3alueil U 3aluTON N30UpaTeIIbHBIX MPaB
U TpaBa Ha yuactue B pedepeHayme rpaxnan Poccuiickoit denepaumu,
IIOCTYIIMBIIAE B TEPPUTOPUAIBHYI0 KOMHMCCHUIO B IIEPHOJ COOTBETCTBYIOLIEH
n30upaTebHOM KaMmIaHWM, KaMIaHWW pedepeHyMa, a TakkKe MOCTYIHUBILINE
BHE NEepHoJa H30MpaTeNbHON KaMIaHWW, KaMIlaHUU pedepeHayMa WM Tocie
YCTaHOBJICHHSI TEPPUTOPUAIBHON KOMHCCUEN MTOTOB TOJOCOBAHUS, ONPEICICHUS
pe3ysbTaToB  BBIOOpPOB, pedepeHnyma, —B TeueHue 30 pHed mocne [HA
WX MOCTYILUICHHUS.

18. OOpamienrss  CpecTB  MaccoBo  WMHGOpMAIMKM IO  BOIPOCAM
IpenocTaBieHuss MH(OpManuu —B  TEUEHHE CEMU  KAJICHJApPHBIX  JIHEW.
Ecnu tpeOyemMble CBeAEHUS HE MOTYT OBITh MPEAOCTABIICHBI B YKa3aHHBIN CpOK,
TO JIONMYCKAeTCs OTCpOYKa B TMPEIOCTaBICHUM 3alpalinBacMoil HHpopManuu
C BPYUYCHHEM IPEICTABUTENIO PEIAKIUU B TPEXIHEBHBIA CPOK CO JIHS ITOJTYyYECHUS
NUCBMEHHOTO 3ampoca MHGOpMalUK YBEJOMJIEHHS 00 OTCpPOYKE, B KOTOPOM
yKa3bIBAIOTCS TPUYMHBI OTCPOYKH, JaTra, K KOTOpoW OyJeT mpeaocTaBiieHa
3anpamuBaeMas MH(OpManus, TOJKHOCTHOE JIMI0, YCTAaHOBUBILIEE OTCPOUKY,
JaTa IPUHSTHS peleHus 00 OTCpPOUKe.

19. 3anpoc rocyaapCTBEHHOrO OpraHa, OpraHa MECTHOTO CaMOYMIpPaBJICHUS
WIM JOJDKHOCTHOTO JIMIIAa, paccMaTpHUBAIONIEro oOOpalleHne TpakKJaHUuHA, —
JIOKYMEHTbl W Marepuaibl, HEOOXOJUMbIE JJII PACCMOTPEHUs] OOpaIleHus,
NPEAOCTABISAIOTCS B TE€UEHHE 15 AHEH WM MHOM CPOK, YKa3aHHBI B 3ampoce
(MO0 BO3MOKHOCTH), 32 HMCKJIIOYEHUEM JOKYMEHTOB M MATEpUaJIOB, B KOTOPBIX
COZIEPKATCS CBENCHUS, COCTABIISIIOIINE TOCYAAPCTBEHHYIO UM HHYIO OXPAHIEMYIO
(denepaibHBIM 3aKOHOM TaillHy, W JJII KOTOPBIX YCTAaHOBJIEH OCOOBIM MOPSIOK

IMpcaoCTaBJICHUA.
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ITpunoxxenue Ne 12
K MHCTpYKUHUH 110 AEI0NPOU3BOACTBY
B TepputopuanbHON N30UpaTEIHLHOM
komuccuu No38

TepputopunanbHas YTBEPXIAIO
n3buparenpHas komuccus Ne38
HOMEHKIJIATYPA IEJI IIpencenarens
TeppuropuasibHOU
Ne n3ouparenbHo komuccuu Ne 38
(nata)
(moamuck) (pactmudpoBKa TMOATIHCH)
Ha romg (mata)
NHupekc Komuuecrso Cpoxk xpaHeHus
it 3aronoBok aena TOMOB POK Xp IIpuMeuaHms
aena . u Ne crareii o nepevHro
(uacTeii)
1 2 3 4 5
HaszBanue paznena
(HauMEeHOBaHUE JOJKHOCTH COCTABUTEIIS (moamuch) (pacmmdpoBKa MOAMKCH)
HOMEHKJIATYPBI)
(mara)
COI'JTACOBAHO COI'JTACOBAHO

[IpoTokoa DKCNEPTHOU KOMUCCHH

Cexkpetapp Cankt-IlerepOyprckoit
TeppurtopuansHoit U30UpaTenbHON KoMuccuu Ne

n30UpaTenbHOM KOMUCCUU

oT Ne

(moamuch) (pacmmdpoBKa MOAMKCH)




105

[Tponomxkenne npunoxeHust Ne 12
K MHCTpYyKUIMH 110 AEI0NPOU3BOACTBY

B TepputopuanbHON N30UpaTEIHLHOM
komuccuu No38

NtoroBast 3amuch 0 KaTEropUsAX M KOJUYECTBE T, 3aBECHHBIX
B rony B TepputopuansHoit n3duparenbHoi komuccuu Ne 38

B ToMm yucie

ITo cpokam xpaHeHUs Bcero T — C OTMETKOM
PEXOILAII «OIIK»
1 2 3 4

Ha 6ymakaom HOcuTese

(mpu HanmU4YUKM THUOPHUIHBIX Ned, ToM(a) HA OyMa)KHOM HOCHTENE YYHUTHIBAIOTCS B pasjelie
Tabmuiel «Ha OymakHOM HOcuTene», Tom(a) Ha AJIEKTPOHHOM HOCHUTENE YYUTBHIBAIOTCS B
paszzaesne TabauIbl « DICKTPOHHBIXY):

ITocTossHHOTO

JlonroBpemenHoro (cBaimie 10 ner)

Bpemennoro (o 10 jieT BKIIOYUTEIBHO)

DIJIEKTPOHHBIX

(npm HanMuUKM THOPUIHBIX JeJ1, TOM(2) Ha OYMa)>KHOM HOCHUTEIIE YUYUTHIBAIOTCS
B paznene Tabmunbl «Ha GymakHOM HOcHTEse», ToM(a) Ha SJICKTPOHHOM HOCHUTENIE
YUUTBIBAIOTCS B pazfielie TaOIHUIbI « DJIEKTPOHHBIX):

ITocTosiHHOTO

JlonroBpemennoro (cBoimie 10 mer)

Bpemennoro (o 10 et BKIFOYUTEIHHO)

HUTOTI'O:

(HaI/IMeHOBaHI/IC JOJIXKHOCTH COCTAaBUTECIIA

HOMEHKJIATypbl)

(mara)

(moamuck)

(pactmdpoBKa MOITUCH)



TepputopuanbHas
u3bupatenbHast komuccus Ne 38
POH/ N
OIINCH N

ACJI, JOKYMCHTOB INIOCTOSAHHOT'O XpaHCHUA
3a roa
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ITpunoxxenue Ne 13
K MHCTpYKUHUH 110 AEI0NPOU3BOACTBY
B TepputopuanbHON N30UpaTEIHLHOM
komuccuu No38

YTBEPXIAIO
[Ipencenarens

TeppuropuaibHOU
n3buparenpHo Komuccuu Ne 38

(monmuck) (pacurmdpoBKa MOIITUCH)

(mata)
Ne WNunekc 3aroyiIoBoK o
Kpaitnue nater KomnuectBo nuctoB | Ilpumeuanus
/1 nena nena
1 2 3 4 5 6
Hassanue pasnena
B nanHb1i pa3nenn onucu BHECEHO el

(mmdpamMu 1 TPOITHUCHIO)

¢ Ne mo Ne , B TOM YHCJIE:
JIMTCPHBIC HOMCpaA: 5
MPOIyIIIEHHBIE HOMEpa:

HaumeHnoBanue NOJKHOCTH COCTABUTEIIS MOINCH pacmudpoBKa mOAMUCH
OIIUCH

HammeHnoBaHue JOIDKHOCTH MTOITHCH pactudpoBKa MOAIUCH

OTBCTCTBCHHOI'O 3a apXUB

(mara)

COI'JTACOBAHO
IIpoTokos DKcepTHON KOMUCCUHI
TepputopuanbHON U30MpaTETHLHOMN

komuccun Ne 38

oT Ne

YTBEPXX/JIEHA
IIporokou LleHTpanbHOM 3KCIEPTHO -
MIPOBEPOYHON KOMHUCCUU
ApXUBHOTO KOMUTETA
Canxkr-IlerepOypra

oT Ne
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[Tpunoxxenune Neo 14

K MHCTpyKIMU 1O 1€TONPOU3BOJICTBY

B

TeppuropuaibHas

n3buparenpHas komuccus Ne 38

®OH/J Ne

OIIUCh Ne

nell, JOKYMEHTOB BPEMEHHBIX

(cBermre 10 jeT) cpoka XpaHEeHHS

TeppuropuansHOl N30KUpaTEIBHON
komuccuu No38

YTBEPXJIAIO

[Ipencenarens
TeppuropuanbHoi
n3buparensHol Komuccuu Ne 38

(moamuck) (pacmudpoBKa MOMUCH)

3a ron
(mara)
No HNunexc 3aroJioBOK Kpaitnue Cpok KomnuectBo
[Ipumevanus
/i nena nena JIaThI XpaHEeHUs JUCTOB
| 2 3 4 5 6 7
Hassanue paznena

B nanubIil pa3znen onucyu BHECEHO el

c Ne
qHUCIIE:

JUTEpHBIC HOMEpa:

o Ne

(mdpaMu ¥ TPOTIHCHIO)
, B TOM

IIPOITYLIIEHHBIE HOMEpa!

(HaMMEHOBaHUE JTOJKHOCTU COCTABUTENS
OTIHICH)

(moamuck) (pactmdpoBKa MOIITUCH)

(HauMeHOBaHME JOKHOCTH
OTBETCTBEHHOTO 32 apXUB)

(mara)

COI''TACOBAHO
[IpoTokon DkcrnepTHOW KOMUCCUH
TeppuropuansHoit H306UpaTeNIbLHOM

komuccuu Ne

oT Ne

(moamuck) (pactmdpoBKa MOITUCH)

YTBEPXX/JIEHA
IIporokou LleHTpanbHOM 3KCIEPTHO -
MPOBEPOYHON KOMHUCCUU
ApxusHoro komurtera Cankrt-IlerepOypra

oT Ne



TeppuropuaibHas

n3buparenpHas komuccus Ne 38
®OH/J Ne
OIIUCH Ne

A1, AIOKYMCHTOB 110 JINYHOMY COCTaBYy
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[Tpunoxxenue Ne 15
K MHCTpyKIIMU 110 IEIONPOU3BOICTBY
B TepputopuaibHOil H30UpaTEeNbHOMI
komuccun Ne38

YTBEPXJIAIO

[Ipencenarens
TeppuropuanbHoi
n3bupatensHol Komuccuu Ne 38

a_______TOoA (Toamuch) (pacmmdpoBKa MOAMKCH)
(mara)
No HNunexe Kpaitnue Cpok Koui-Bo
3aroJIoBOK neia [Ipumevanus
/i nena JIaThI XpaHEeHUs JUCTOB
1 2 3 4 5 6 7

Hassanue pasznena

B nanHb1i pa3znenn onucu BHECEHO aen
(mdpamMu ¥ IPOTTHCHIO)

¢ Ne mo Ne , B TOM

YHCIIe:

JUTEpPHBIC HOMEpa! )

MPONyIEHHbIE HOMepa:!

(HaMMEHOBaHUE JTOJDKHOCTH (Toamuch) (pacmmdpoBKa MOAMKCH)

OTBETCTBEHHOT'O 32 apXUB)

(HaMMEeHOBaHHUE JOJKHOCTH COCTABUTEIIS (moamuck) (pactmdpoBKa MOIITUCH)

OTIHUCH)

(mara)

COT'JTACOBAHO
IIpoTokos DKcepTHOW KOMUCCUHI
TeppuropuanbHOl H30MpATETLHON

Komuccuu Ne

oT

Ne

COI''TACOBAHO
IIpOTOKOJI HKCIIEPTHO-IIPOBEPOUHOM
METOINYECKON KOMHUCCHUU
IleHTpanpHOro rocyapCTBEHHOTO apXHUBa
Canxrt-IlerepOypra

oT Ne
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[Tpunoxxenue Ne 16
K MHCTpyKIIMU 110 IEIONPOU3BOICTBY
B TepputopuaibHOil H30UpaTEeNbHOMI
komuccun Ne38

TepputopuanbHas YTBEPXIAIO
u3bupatenbHast komuccus Ne 38 IIpencenarens
AKT TepputopranbHOit
Ne n3bupatenbHoi Komuccuu Ne 38

(MecTO cocTaBleHU)

O BbIIEJIEHHH K YHHYTOKEHUIO (moamuck) (pacmmdpoBKa MOIITUCH)
(apXHUBHBIX) JOKYMEHTOB,
He MO/JIeKAIUX XPAHEHH IO
(mara)
Ha ocnoBanum IlepeuHss THUIOBBIX YNPaBICHYECKUX APXMUBHBIX  JIOKYMEHTOB,

o0pa3yrommxcss B TMPOLECCE MEATeIbHOCTH TOCYNapCTBEHHBIX OPraHoB, OPTaHOB MECTHOTO
CaMOYIpaBJIEHUSI W OpraHM3aluii, ¢ yKa3aHHEeM CpPOKOB XpaHEHUS U HOMEHKIATyphl Jel
TeppuropuanbHOl n3dupaTenbHO Komuccuu Ne 38 0TOOpaHbl K YHHUTOXKCHHUIO KaK HE MMEIOIIIHE
Hay4YHO-UCTOPUUYECKON LIEHHOCTU U YTPATUBIINE ITPAKTUYECKOE 3HAYCHHUE JOKYMEHTHI:

Ne Ne onnen
(npu
BBIJICTICHUH K
3arojIoBoK I Ne en. xp.
YHUUYTOKEHHIO Cpoxku
nena 0 OMTUCH
JIOKYMEHTOB Kon-Bo XpaHeHus
No WIu Tombl (nHIEKC [Tpume-
. A IIPY NTOATOTOBKE en. Xp. U HOMepa
0/l | TPYNIOBOM 1o - YaHUS
JIeN K Tiepeiaye (mem) crarei
3aroJIoBOK HOMEHKJIa-
B apXUB IO MEePEYHIO
JOKYMEHTOB Type Aein)
OpraHusalui,
rpada He
3aroJTHACTCS )
1 2 3 4 5 6 7 8
Hroro el1. Xp. (e, AIeKTPOHHBIX JIeN) 3a Troabl

(mudpamMu 1 TPOITHUCHIO)
Onucu 1en TMOCTOSIHHOTO XpaHEHHUs 3a rojbl yTBepkaeHbl ¢ LleHTpanbHOM
SKCTEPTHO -TIPOBEPOYHON Kommccued ApxuBHoro komutera Caskt-lIleTrepOypra (mpoTokoma
oT«__ » 200 . Ne ).

(HaMMeHOBaHUE JOJKHOCTH JINIIA, (moamuce)

OTBCTCTBCHHOI'O 3a apXUB

(pacuugpoBKa MOAMHCH)

(mara)
COI'NTACOBAHO YTBEPXIEH
IIpoTokos DKcepTHOW KOMUCCUHI LleHTpanbHOMN 3KCIIEPTHO-IIPOBEPOYHOM
TepputopranbHOit KOMHUCCHUHU APXHUBHOT'O KOMUTETA

u3bupatenbHoi Komuccuu Ne 38 Cankr-IlerepOypra

oT Ne oT No
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[Tponomxkenue npunoxxkenust Ne 16

JIOKyMEHTBI B KOJIMUECTBE el1. Xp. (e, YIEKTPOHHBIX JEN):
- Ha OyMa)XHOM HOCHTEJIE BECOM KT CJaHBbI B

(HauMEeHOBaHUE OPTaHU3ALIHH)

- Ha 3JICKTPOHHOM HOCHTCJIC CJaHbI HA YHUYTOXCHUC

(crIoco0 YHUUTOKEHUS)

(HauMeHOBaHUE JOJDKHOCTH JINIIA, (monmuce) (pacmudpoBka moanucH)
CAABILEr0 JOKYMEHTHI)

(mara)

HN3meHeHus B YUETHBIC TOKYMCHTEI BHECCHEI

(HauMeHOBaHUE JIOJKHOCTH A, (moamucek) (pacmmdpoBKa MOAMKCH)
BHECIIIETO M3MEHEHUS B y4ETHBIE
JIOKYMEHTBI)

(nara)



111

ITpunoxxenue Ne 17
K MHCTpYKUHUH 110 AEI0NPOU3BOACTBY
B TepputopuanbHON N30UpaTEIHLHOM

rKomuccum Ne3&

BHYTPEHHSSA OITMCH JOKYMEHTOB JIEJIA

BHyTpeHHsIsA OUCH JOKYMEHTOB Jesa Ne

Perucrpanmonssiii Homepa
Ne pall [ara 3aroJjioBOK p
HOMEp JIUCTOB [Ipumeuanus
/o JIOKyMEHTAa JIOKyMEHTa
JIOKyMEHTa nena
1 2 3 4 5 6
Hroro: JIOKYMEHTOB
(tmudpaMu B IPOITHUCHIO)
Koym4ecTBo TMCTOB BHYTPEHHEN ONUCH JUIL.

(g pamMu ¥ MPOTUCHIO)

(HaMMeHOBaHUE JOJDKHOCTH (moamnucs)

JINI{A, COCTABUBIIIETO
BHYTPCHHIOIO OITHCH
JTOKYMEHTOB JIeJIa)

(nata)

(pacmmdpoBKa MOIHUCH)
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[Tpunoxxenune Ne 18

K MHCTpYKUHUH 110 AEI0NPOU3BOACTBY
B TepputopuanbHON N30UpaTEIHLHOM

rKomuccum Ne3&

JIMCT-3ABEPUTEJIb JEJIA

Jluct - 3aBeputensb aena No

B nene nogmyto u mpoHyMEpPOBaHO

nuct(oB),

(mudpaMu B IPOITHUCHIO)

¢ Ne o Ne

, B TOM 4HCJIE:

JIUTCPHBIC HOMCpPA JINCTOB

MPOMYIIIEHHbIE HOMEPA JTUCTOB

+ JINCTOB BHYTPEHHEW OMUCH

OcobeHHOoCTH (PU3UYECKOTO COCTOSHUSA Howmepa
u hopMHpOBaHUS Jiea JIMCTOB
1 2

(HauMeHOBaHUE (moamnucs)
JIOJKHOCTH)

(maTa)

(pacmmdpoBKa MOIHUCH)



113

ITpunoxxenue Ne 19

K MHCTpYKUHUH 110 AEI0NPOU3BOACTBY
B TepputopuanbHON N30UpaTEIHLHOM

rKomuccum Ne3&

W T
oy "Iy
Y

Cankr-IlerepOyprckoe rocyiapcrBeHHOe Ka3eHHOE YUpeKIeHne
«enTpanbHblii rocygapcreennblii apxu Cankr-IlerepOypra»

TEPPUTOPUAJIbHASA U3BUPATEJ/IbBHASA

KOMMUCCHUS Ne 38

JEJIO Ne

Tom Ne

(3aroJyioBOK jiena)

D Ne
Omn. e
. Neo

(kpaliHue 1aThl)

Ha

XpaHUThb

JIUCTax
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[Tpunoxxenune Ne 20
K MHCTpYKIHUH 11O AEN0NPOU3BOACTBY
B TepputropuanbHON N30UpaTEIHLHOM
komuccuu No38

YTBEPXIAKO
[Ipencenarens
n30upaTeIbHON KOMUCCUHT

YTBEPXJIAIO

HupekTop
Cankr-IleTepOyprckoro rocyapcTBEHHOTO

Ka3eHHOTo0 yupexaeHus LleHTpaabHoro
rocynapcTBeHHOro apxusa Cankr-IlerepOypra

[Hoanuce PacmmpoBka nmoxmucu [Toanuce PacmmdpoBka
MOATUCH
TleuaTtnp e — ITeuatn

Hara Hara

AKT

Ne
npreMa-fepeiadn apXUBHBIX

JIOKYMEHTOB Ha XpaHEHUe
(ocHOBaHWME MEepeIadum)
(Ha3BaHme mepeaaBaeMoro Gpona)
cian,
(HaMMEHOBaHWE OpTaHU3AINH, TIEPEIAIONIEH JOKYMEHTHI)
TIPUHSLIL

(HauMEHOBaHHUE OPraHU3ALUY, TPUHUMAIOIIEH JOKYMEHTBI)
[IpyHNMaeT Ha rocy1apCTBEHHOE XpaHEHUE TOKYMEHTHI 3a U CIIPaBOYHBIN anmapaT

K HUM: (romer)
Ne n/mt HasBanue, Homep KonmnuecTBo 3K3eMILISIpOB Komnuecto | Ilpumeuanus
OIUCH OIIUCH J€JI, JOKYMEHTOB el. Xp.
1 2 3 4 5
Hroro npunaro en.Xp.

(Du@pamMu ¥ IPOIKCHIO)

[Tepenauy npoussenu [Ipuem npoussenu

JIoKHOCTD IMommucy  PacmmdpoBka  JlomkHOCTB [Toanuce PacmmgpoBka
HOTNCH HOJITHACH

Hara Jlata
®onny nmpucBoecH Ne

HN3meHeHus B YUETHBIC TOKYMCHTEI BHECCHEI

HaunmenoBanue nomkHOCTH [Hoamuce PacimmdpoBka noamucu

OTBCTCTBCHHOI'O 3a apXWB

Jara
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