TEPPUTOPUAJIBHAS UBBUPATEJIBHASL KOMMUCCHSA Ne 18
CAHKT- IETEPBYPI'

PEIIEHHUE

25 nexadps 2018 roaa No 48-7

O TunoBoi HHCTPYKUUHM 110 eJT0NMPOU3BOJACTBY
TepputropuajibHoii u30upaTeabHO Komuccuu Ne 18

B cootBerctBun ¢ pemennem CankT-lIleTepOyprckoit m3OuparenbHOU
komuccun ot 06.12.2018 Ne 81-1 «O Tumnoson WHCTPYKLIUU 1o
JeJIONPON3BOACTBY B TEPPUTOpUATIBLHONW H30MpaTenbHOM kKomuccun B CaHKT-
[lerepOypre», TepputopuanbHas n3dupareabHas KOMUCCHS pPeluJa;

1.VTBepauth Tunosyro UHCTPYKIIUIO [0  JIEJIONPOU3BOJCTBY
TEPPUTOPUAIBHON H30MpaTeNbHOM KOMUCCUM 18 cOrjnacHO NPUIIOKEHHUIO, K
HACTOAILIEMY PELIEHUIO.

2.0ny0iMKoBaTh HACTOSIIIIEE pelIeHHe Ha cailte TeppuropuanbHOU
n3buparenbHoil komuccur Ne 18 B mH(pOpPMaAIMOHHO-TEIEKOMMYHUKAMOHHOM
cetu lHTepHeT.

3.Cuutath yTpaTuBIIEH cuiay WHCTpYKUMIO O JE€JIO0NpPOU3BOJACTBY B
TepputopuanbHoit n3dupaTenbHOl KoMuccuu Ne 18, yTBepKIECHHYIO pelIeHHEM
TepputopuanbHoi n3duparenpbHo Komuccuu Ne 18 ot 20.12.2016 1. Ne 25-5

2. KoHTponib 3a WCHOJHEHHEM pEIICHHs BO3JOXKHUTh Ha TMpeacenaTens
TepputopuansHoit uszbupartenbHoit komuccun Ne 18 AnekceeBa Bsuecnapa

EBrenneBnua.

[Ipencenarens TeppuropranbHON
n3bupatenpHO komuccuu Ne 18 B.E. Anekceen

Cexkpertaps TeppuropuanbHO
n3buparenbHoi komuccuu Ne 18 E.A. Yukanuu



[Ipunoxenue
K permieHuto Cankr-IleTepOyprekoii
n30MpaTeIbHON KOMUCCUH
ot 25 nexadps 2018 roma No 48-8

THUITOBASI THCTPYKIHUA 110 AEJOIPOU3BOACTBY
B TEPPUTOPUAJILHON U3BUPATEJIBHON KOMUCCHUU
B CAHKT-IIETEPBYPI'E

1. O0mue mos0KeHus

1.1. UacTpyKuuss  1mO  JEJONPOU3BOJACTBY B TeppuTopuanbHON
nu3bupatenpHol Komuccuu Nel8 (manee — MHCTpyKIMs) yCTaHABIMBACT MOPSIOK
paboThl C TOKyMEHTaMU, OCHOBHBIE IPaBHUJIa MX MOJATOTOBKM M O(QOPMIICHUS B
TepputopuansHoit n3bupatensuoit komuccuu Ne 18 (manee — TepputopuanbHas
KOMUCCHSA).

[Topsimok pabOTBl C 3JIEKTPOHHBIMU JOKYMEHTaMH, JIOKyMEHTaMU IIO
BEJICHUI0  KaJpOBOTO  JEJONPOM3BOACTBA  ONPEAEHSAETCS  OTACIbHBIMU
UHCTPYKUHSIMU.

WNuctpykiust  pa3pabotana Ha ocHoBaHUM DejepalbHBIX  3aKOHOB
«O0 OCHOBHBIX TapaHTHUSIX M30MpPATENbHBIX NpPaB W IpaBa Ha y4acTHE B
pedepernyme rpaxman Poccuiickoit ®enepanun», «OO0 apXUBHOM Jejie B
Poccuiickoit ®enepanun», «O mOOpsaKe pPacCMOTPEHHUs OOpaIlleHU TpaxkaaH
Poccniickon denepaumn», 3aKOHOB Cankr-IleTepOypra, [IpaBun
JEeJIONPON3BOACTBA B  (heepalbHBIX OpraHax HCIOJHUTEIBHON  BIIACTH,
YTBEPKIECHHBIX nocTtaHoBieHueM [IpasurensctBa Poccuiickoii denepauuu
oT 15 urons 2009 roma Ne 477, ¢ yueroM MeToaudyecknux peKOMEHJIALHM 10
pa3paboTKe HWHCTPYKUMH 10 JIE€JONPOU3BOJACTBY B (eaepalibHbIX OpraHax
VCIIOJTHUTEIbHOM BIJIACTH, YTBEPKICHHBIX NPHUKa30M PDenepalbHOr0 apXMBHOTO
areaTctBa oT 23 aexkabps 2009 roma Ne 76, mNOCTaHOBICHUH H  HMHBIX
HopmaTuBHbIX akToB I[{UK Poccun, Cankrt-lIletepOyprckoit uzbuparenbHOU

KOMHCCHH, perjiaMeHTa TeppuTOpuasbHOM KOMHUCCUH, C HCIOJIb30BAHUEM

I'OCTa
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P 7.0.8-2013 «CUBU/. [lenompou3BOACTBO M apXWMBHOE Aeno. TepMuHBI H
onpenenenusi», ['OCTa P 7.0.97-2016 «CUBU]l. YHuduuupoBaHHbIE CHUCTEMbI
nokyMeHTauu. OpraHu3alOHHO-PACTIOPSAUTENbHAS TOKYMEHTALIHS.

PabGota ¢ gokymeHTamu, coiepXaliuMU HHOOPMALHIO OTPAaHUYCHHOTO
pacnpoCTpaHEHUsl, OCYIIECTBISIETCS B COOTBETCTBUM C IOCTAHOBJIICHHEM
[IpaButensctBa Poccuiickoit ®denepanuu ot 3 HOoA6ps 1994 roma Ne 1233
«O6 ytBepxkaenun IlomokeHHWsT O TIOPSIAKE OOpaIIEHUs CO  CIIyKEOHOU
uH(popMaIMell OrpaHUYEHHOTO0 paclpoCTpaHeHUuss B (eaepalibHbIX OpraHax
UCIIOJIHUTENIbHON BJIACTH, YIOJIHOMOYEHHOM oprase YIPABJICHUS
UCIIOJIb30BAaHUEM AaTOMHOW SHEPrMM MW YINOJHOMOYEHHOM OpraHe Iio
KOCMHYECKON JIESITENBbHOCTUY», 3a HWCKIIOUYEHHEM JIOKYMEHTOB, COJEp KaIIUX
cBeJieHUs1 00 U30MpaTessaxX, y4acTHUKaxX pedepeHayma, o0palarmmmuxcs B paMKax
dbyHkiroHupoBanuss  ['ocymapCcTBEHHOW  cUCTeMbl — peructpanuu  (ydera)
n3buparenen, yaactHukoB pedepenayma B Poccuiickoit denepanuu.

1.2. [IpaBuna odopmiieHUsT TOKYMEHTOB M TMOPSAOK pPabOThl C HUMHU,
IpeAyCMOTPEeHHBIC HacTosmed WHCTpykume#d, o0s3aTenbHbl IS YJICHOB
TepputopralbHOW KOMHUCCUM M TOCYIJAPCTBEHHBIX TPAXKIAHCKUX CITYKaIIUX
anmapara TeppuTopHaibHOW KOMHUCCHM (J1ajee — TpaKIaHCKHE CIyXKallue), a
TaKXe JIUII, MPUBJIEKAEMBIX IO TPAXKIAHCKO-TIPABOBLIM JOTOBOPaM.

1.3. PaboTHUKM, TOCTYNWBIIHME HA TOCYIAPCTBEHHYIO TPaXTAHCKYIO
cnyx0y B ammapaT TeppuTopuaibHOM KOMHCCHH, OJDKHBI OBITh O3HAKOMIICHBI
IIOJI MOJAMKUCH C TEKCTOM HacTtosmerd MHcTpykuuu.

1.4. Benenue JIEIIOITPOU3BOJACTBA TeppuropuanbHOi KOMUCCHU
OCYIIECTBISIET Tpeaceaaresab TeppuTopruaibHOM KOMHUCCHHM WM TPaXKJAHCKUN
CIyXallluK anmnapara TeppuTopuarIbHOM KOMHUCCHUHM B COOTBETCTBUM CO CBOUM
JOJKHOCTHBIM PETJIaMEHTOM.

1.5.B cnydae yxoma B OTIYCK, BbIe3la B KOMaHAMPOBKY, OOJI€3HH,
YBOJIbHEHMSI HUCIIOJIHUTENSE JIOKYMEHTOB TMpejcenareib [eppUTopuanbHOU
KOMHUCCUU JaeT YKa3aHWE I[epe/laTh HEHUCHOJHEHHbIE JOKYMEHTHI JPYromy

HCITOJTHUTCIIIO.
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1.6. lenonpou3sBoactBo B TeppuTopuanbHON KOMUCCHH OCYILIECTBIISIETCS C
UCIIOJIb30BaHUEM IIPOTPAMMHOTO M3JAeNHs «Jleno» MmoacucTeMbl aBTOMAaTU3aluN
aIMUHHUCTPATUBHON JEATENIBHOCTH [ OCyZapCTBEHHOW aBTOMAaTU3WPOBAHHOW
cuctembl  Poccuiickoit  ®enepauuu  «BpiOopel», BXoAsmed B COCTaB
crienuagbHOro nporpaMmuoro ooecneuenus (naiee — [IA JAEJIO).

Hoctyn k I JIEJIO ocymiecTBisieTcss B COOTBETCTBUU C PermaMeHTOM
UCIIONIb30BaHUsl MH(OPMALIMOHHBIX PECYpCOB  KOMIUIEKCAa aBTOMATHU3AIMU
TepputroprasibHol n3zduparenpbHoit komuccuu (nanee — KCA THUK) nmo nmpukazy
npexacenarens TeppuTopuanbHON KOMUCCUU.

Pabora ¢ pokymeHntamu TeppUTOpHAIbHON KOMHCCHM OCHOBBIBA€TCSl Ha
IPUHIIUIIE OJHOKPATHOW PETMCTPAlliU JOKYMEHTA.

1.7. 1IN AEJIO mpenocTtaBisieT BO3MOXHOCTh pabOTaTh C 3JEKTPOHHBIMU
oOpa3namMu JOKYMEHTOB M 3JIEKTPOHHBIMH JOKYMEHTaMH, OCYIIECTBISATH B 0aze
JAHHBIX aBTOMATU3UPOBAHHBIA MOMCK JOKYMEHTOB MO Pa3IU4YHbIM KPHUTEPUSIM,
OpraHU30BbIBATh KOHTPOJIb HCIIOJHEHUS JOKYMEHTOB W TOPYYEHHH, a TaKkKe
HOJy4yaTh CTaTUCTHUUYECKHE OTYETHI MO JTOKyMEHTO000poTy B TeppuropuanbHOu
KOMHCCHH.

1.8. UncTpykius yTBepkaaeTcs peneHnemM TepputopuanbHOi KOMUCCHU.

1.9. B UHCcTpyKIIMK UCTIONB3YIOTCS CIIEAYIOIINE TTOHSITHS:

OJlaHK JOKyYMEHTa — Ha0Op PpPEKBU3UTOB, HACHTHPUIUPYIOIIHUX aBTOpa
O(UIMATEHOTO MHCbMEHHOTO IOKYMEHTA;

BHYTPEHHHM  JOKYMEHT  —  JIOKYMEHT, MOATOTOBJICHHBIN B
TeppuTopuadbHON KOMHUCCHUM, HE BBIXOISIINM 3a €€ MPEIEIIbL;

BXOJAIIMN JOKYMEHT — JOKYMEHT, MOCTYNHUBIIMK B TeppUTOpPHUAIIBHYIO
KOMUCCHIO;

J€I0 — COBOKYNHOCTh JOKYMEHTOB WM OTACJIBHBIA  JIOKYMEHT,
OTHOCAIIMECS K OJHOMY BOIPOCY WJIHM YYacTKy JAESTEeIIbHOCTH, MOMEIIECHHbBIE B
OT/ICJIBHYIO OOJIOXKKY;

JENONPOU3BOACTBO —  JIEATEIBHOCTh, OOecleyuBaronias Co3JaHHe

O(bI/II_[I/IaJIBHBIX AOKYMCHTOB M OpPraHH3aluro pa6OTBI C HUMU,
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JNOKJIaJHass  3amuMcKa —  BHYTPEHHMM  JIOKYMEHT, aJpECOBAHHBIN
BBILIECTOALIEMY JTOJDKHOCTHOMY JIMIY OT HUXKECTOSIIErO JOJDKHOCTHOIO JIMLA U
CoJepKalIiil 00CTOSTENIbHOE M3JI0KEHHE KaKOoro-Iubo BOIpoca ¢ BBIBOJAAMH U
MIPEUIOKEHUSIMA COCTABUTES;

JOKYMEHT — O(UUUaNbHBIA JOKYMEHT, CO3JaHHBIH TOCYAapCTBEHHBIM
OpraHoM, OPraHOM MECTHOT'O CaMOYMPAaBIICHUS, IOPUINUYECKUM WIH (PU3HUECKUM
auioM, OQOpMIICHHBIH B yCTAaHOBJICHHOM TMOPSAJIKE M BKIIOYEHHBIM B
JOKYMEHT0000pOoT TeppUTOpHaIbHOM KOMUCCHUU;

JOKYMEHTUpOBaHHEe — (ukcanus UHQOpMAUMKM HA MaTepUATbHBIX
HOCUTEJIAX B YCTAHOBJICHHOM IOPSIKE;

JOKYMEHTOOOOPOT — JIBUYKEHUE TOKYMEHTOB C MOMEHTa MX CO3JIaHusl WU
ITOJTYYEHHUS 10 3aBEPLIECHUS UCTIOJHEHMS WIN OTIPABIICHUS,

NyOnMKaT JOKYMEHTa — MOBTOPHBIM SK3EMIUISAP MOMJIMHHUKA JOKYMEHTA,
MMEIOIINN IOPUANYECKYIO CHITY;

3aBEpEHHass KONMSA — KONMSA JOKYMEHTa, Ha KOTOPOHM B COOTBETCTBHM C
YCTaHOBJICHHBIM  MOPSAJKOM  MPOCTAaBISIIOT  HEOOXOAMMBIE  PEKBU3HTHI,
MPUIAOIINE €U FOPUANIECKYIO CUILY;

HUCXOJAIINN JOKYMEHT — JIOKYMEHT, OTHPABISIEMbIA U3 TeppUTOoprabHON
KOMMCCHU;

KOHTPOJIb  WUCHOJIHEHUS JOKYMEHTOB — COBOKYNHOCTb JECHCTBHI,
o0ecreunBaroIIUX CBOEBPEMEHHOE NCIIOJTHEHUE IOKYMEHTOB;

KOMHS  JOKYMEHTa — JOKYMEHT, IIOJIHOCTbIO  BOCIIPOM3BOJISAILINN
uH(pOpMaLlMI0O TOUIMHHUKA U €ro BHEIIHWE TPU3HAKH, HE HMEIOLIUil
FOPUINYECKON CHIIBI,

HOMEHKJIATYypa J€JI — CUCTEMATU3UPOBAHHBIM IIEPEYCHb HAWMEHOBAHUU
Ned, 3aBOOUMBIX B TeppHUTOpHAIbHOM KOMHCCHM, C YKAa3aHMEM CPOKOB HX
XpaHeHust, 0(pOPMIICHHBIN B YCTAHOBIIEHHOM MOPSJIKE;

HOPMAaTUBHBIE JOKYMEHTBI — COBOKYIHOCTh MHCTPYKTHUBHBIX MAaTEPHAJIOB,
PACCUMTAHHBIX HA IIOCTOSIHHOE WJIM MHOTOKPATHOE AEHMCTBUE M COIEPKALIUX

KaKue-JI1moo HOPMBI, IIpaBuJjia, IPCAIIMCAHHNA,
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oopMiIeHHE MOKYMEHTa — TMPOCTABIICHHE HEOOXOIMMBIX PEKBH3UTOB,
YCTAHOBJICHHBIX NMPAaBUJIAMU JOKYMEHTUPOBAHUS,

NUCbMEHHOE  oOpallleHHWe  TpakJaHMHa  —  HalpaBJICHHOE B
rOCYJIapCTBEHHBIN OpraH, OpraH MECTHOTO CaMOYIPaBJIEHUS WU JIOJXKHOCTHOMY
JUIYy MUCbMEHHOE MPEUIOKEHUE, 3asBICHUE UITH 5Kallo0a;

NUCbMO — OOOOIIEHHOE Ha3BaHUE pA3JIMYHBIX 10  COACPKAHUIO
JIOKYMEHTOB, CIIy’)KallldX CPEICTBOM OOIIECHHS MEXIy OpraHu3alusiMH,
rpakJaHaMU;

NO/JIMHHUK JOKYMEHTA — TIEPBBIM WM €AUHCTBEHHBIM AK3EMILISIP
JNOKYMEHTA;

MOpY4YEHUE — TOKYMEHT, MPEINUCHIBAIONIINNA BBITIOJIHEHUE TE€X WM HHBIX
3aJaHuM;

perucTpanuoHHas kaprouka gokymeHnrta (naisee — PK) — perucrpanuonuo-
yuyeTHas ¢opma, B TOM YHUCIIEe B BJECKTPOHHOM BHU/JIE, UCMOJIb3yeMas Jis 3alucu
CBEJICHUI O JOKYMEHTE B LIEJIIX y4deTa, MOMCKAa M KOHTPOJIA, CO3/laBaeMas Mpu
perucrpauuu qoKyMeHTta ¢ ucnosibzoBanuem 111 JIEJIO;

perucTpainus JOKyYMEHTa — MPUCBOEHUE JOKYMEHTY PETrHCTPallMOHHOTO
HOMEpA ¥ BHECEHHE CBEICHHM O JOKYMEHTE B PETUCTPAIIMOHHO-YUETHYIO (hopMmy;

peructpanuonHas (gopma — CcHUCTeMa pPETrUcTpaluM, HCHOJIb3yeMas B
TepputopraibHON KOMUCCUU TIPU PETUCTPAIIUU JOKYMEHTOB (3KypHa);

PEKBU3UT  JOKYMEHTa —  0OsI3aTelbHBIA  dJEMEHT  O(opMIICHUS
0oUIHATBHOTO JOKYMEHTA;

CUCTEMA DJIEKTPOHHOTO JIOKYMEHTO000pOoTa — MH(GOPMAITMOHHASI CUCTEMA,
obecrieunBaromias coop JOKYMEHTOB (BKJIIOYEHUE JOKYMEHTOB B CHUCTEMY), UX
00paboTKy, ypaBieHHUE JOKYMEHTAMHU U JOCTYII K HUM;

CKaHMPOBaHUE JOKYMEHTA — MOJIyYCHHE dJIEKTPOHHOTO 00pa3a JOKYMEHTa,

CPOK HCIIOJHEHHS] JOKYMEHTa — CPOK, YCTAHOBJICHHBIA HOPMATHUBHBIM
IPaBOBBIM aKTOM, OpraHU3alMOHHO-PACTIOPSAUTEIILHBIM JIOKYMEHTOM,

YKa3aHUsAMH 110 UCITIOJTHCHUIO TOKYMCHTA HUJIN ITOPYUCHHUCM,



yKa3aHUsA [0 UCIIOTHEHUIO TIOKYyMEHTa — PEKBU3UT, COCTOSIINUN U3 HAITUCH
Ha JOKYMEHTE WM Ha OTIEIbHOM JIMCTE YCTaHOBJIEHHOW (OPMBI, CAETaHHOM
JOJKHOCTHBIM JIULIOM;

yu4eT JOKyMEHTOB — ¢ukcanus (akra MOTyuyeHUss JOKYMEHTOB 0e3
MPOCTABIICHHUS HA HUX PETUCTPAIIMOHHBIX IITAMIIOB;

dbopMupoBaHue fieia — TPYNIUPOBAHUE UCTIOJHEHHBIX TOKYMEHTOB B JIEJI0
B COOTBETCTBHM C HOMEHKJIATypOH JeN U CHCTeMaTH3allusl TOKyMEHTOB BHYTpPU
nena;

IKCIIEPTH3a IIEHHOCTH TIOKYMEHTOB — H3y4YeHHE JOKYMEHTOB Ha OCHOBAHUU
KPUTEPUEB UX IIEHHOCTH B LEJSIX OINpPENEICHHsI CPOKOB XPAaHEHUs JOKYMEHTOB U
oT0opa uX i JaJbHENUIIEr0 XpaHEHUs WIH YHUUTOXKEHUS;

DNIEKTPOHHBIA  JOKYMEHT — JOKYMEHT, B KOTOpoM uH(pOpManus
IpECTaBICHA B AIEKTPOHHO-IIUPPOBOH PopMe;

JNIEKTPOHHBI 00pa3 JOKYMEHTa — OJJIEKTPOHHAs KOMHS JOKyMEHTa,

HN3TOTOBJICHHAA HAa 6YMa)I(HOM HOCHUTCIIC.

2. Ilpuem, perucTpanusi ¥ NPOX0KAeHUE MOCTYNAKIINX JOKYMEHTOB

2.1. lokyMeHTbl B TeppuUTOpHANBHYIO KOMHCCHIO JOCTAaBIISIFOTCS uepe3
oTneneHue CBsi3u (mourtou, Tenerpadom), QenbaberepcKoil WK CHeluaTbHON
CBSI3bI0, HAPOUHBIM WJIM MEPEIAIOTCS HA JINYHOM IPUEME TPAXIaH MPENCENATEIO
TeppuropuanibHON KOMUCCHM.

JIOKyMEHTBI MOTYT moOCTynaTe B TeppuUTOpHAIbHYI0 KOMUCCHIO 10
KaHaJIaM CBS3M ['O0CyIapCTBEHHOM aBTOMAaTU3UPOBAHHOM CHUCTEMBI PoCCHICKOMN
Oenepanuu  «Bwi0ope» cpenctBamu snektponHoi moutkl [IW JIEJIO, uepes
OQUIMATIBHYIO 3JICKTPOHHYIO MOYTY, MO (DaKCUMHIIBHOM CBSI3U.

2.2. llpuem, mnepBuuHas 0OpabOTKAa M pPErUCTpalsl MOCTYyHAaKOUUX
JOKYMEHTOB MPOU3BOJATCS IpeacenareaeM TeppuTopruasbHOl KOMHCCUU WIIA

OTBETCTBEHHBIM 3a BejieHue naenonpousBoactsa ¢ [1M JIEJIO exxeaHeBHO B 4achl



pabotel TeppuropuanbHOW KOMHUCCHH, KPOME BBIXOJHBIX U Hepabouux
pa3IHUYHBIX THEH.

B nepuon moAroToBKM U MpoBeACHUS U30UPATEIbHBIX KaMIIAHUM MOPSA0K
MOJIy4YE€HUSI M PETUCTPAllMU JOKYMEHTOB IOCIIE OKOHYAaHHA paboyero IHs, B
BBIXOJIHbIC W Hepabouue Npa3gHUYHbIC JIHHU, YCTAHABIMBACTCS MpeiceaaTesieM
TeppuropuaibHON KOMHUCCHH.

OOpareHus1, Kacarolmuecs HapylIeHU W30upaTelbHbIX MpaB IPaKIaH B
NEPHO/] MMOATOTOBKH U MPOBEACHUS BHIOOPOB U pedepeHIyMOB, PETUCTPUPYIOTCS
B JICHb TOCTYIUICHUS B TEeppUTOPHAIBHYI0 KOMHUCCHIO WJIM Ha CIETYIOIIUNA
pabouuii 1eHb.

Perucrpanus 1OKyMEHTOB OCYIIECTBIISIETCS B COOTBETCTBUU CO CPOKaMU U
MOPSIKOM, YCTAaHOBJIEHHBIX B COOTBETCTBHU C 3aKOHOJIATEIILCTBOM O BHIOOpAX H
pedepeHayMax A pacCMOTPEHUs: 00pallieHuH.

2.3. [locTynuBime TOKyMEHTBI TOIPA3ACIAIOTCS Ha PETUCTPUPYEMbIC U HE
nopiexantue peructpaiuu B [T JIEJIO (mpmtosxenue Ne 1).

2.4.1lpu BCKPHITUM KOHBEPTOB, MOCTYMAONINX (ETbIBErepCKOi WM
CHEIHNAbHON CBS3BIO, MO TIOYTE, MPOBEPSETCS MTPABHIBHOCTH aJPECOBAHMS,
KOMIUIEKTHOCTh U LIEJIOCTHOCTh JOKYMEHTOB, HAJIMUME MPUIIOKEHUM, cBEpseTCs
COOTBETCTBHE HMX HOMEPOB YYETHBIM HOMEpaM, YyKa3aHHbIM Ha KOHBEpTaX.
HenpaBunbHo anpecoBaHHble H  OMHMOOYHO BJIOKEHHBIE JOKYMEHTHI HE
PETUCTPUPYIOTCS, TMEPEechUIAlOTCA [0 HAa3HAYCHWIO WM  BO3BPALIAOTCS
OTIPABUTEITIO.

2.5. Ecniu ipu BCKpBITUM KOHBEpPTa OOHAPYKEHO OTCYTCTBHE JOKYMEHTOB
WM WX OTACIbHBIX JIUCTOB, MPUIIOKCHHUM, TMOBPEKICHUE TOKYMEHTOB WA
HECOOTBETCTBHE HOMEPOB JOKYMEHTOB HOMEpaM, YKa3aHHBIM Ha KOHBEpPTE,
npencenareneM TeppUTOpHATbHOM KOMHMCCHUM WM OTBETCTBEHHBIM 3a BEACHHE
JICIIONPON3BOICTBA  COCTaBISETCSl aKT yCTaHOBJICHHOW (OpMBI B JIBYX
sk3eMIuisipax  (mpuiioskeHue Ne 2). OmumH  3K3eMIUIAp aKTa TOChLIAeTCs

OTIPABUTEIO, IPYTOM MPUOOIIAETCS K MPUHATHIM JOKYMEHTAM.
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Ha 00opoTHO# cTOpOoHE MOCIEAHEr0 JIMCTa MOBPEXKACHHOTO JOKYMEHTA B
IPAaBOM HUKHEM YTIIy JIENAeTCsl OTMETKA «/OKyMEHT MOJydeH B MOBPEKICHHOM
BUJIEY.

2.6. KoHBepTHI OT MOCTYNMUBIINX TOKYMEHTOB HE YHHUTOXKAIOTCA B ClIydae,
€CJIM TOJIBKO M0 HUM MOKHO YCTaHOBHUTH aJIpEC OTHPABUTENA, ATy OTIPABKU U
MOJIyYEHUS] JTOKYMEHTOB, €CIM OHHM COJEpPkKAaT JOKYMEHTBI, KOTOPbIE MOCTYIHIH
n3-3a npenenoB teppuropun Poccuiickon denepanuu, U3 CyJI0B, CIEICTBEHHBIX
OpraHoB, JIMOO JIOTOBOPBI, MPETEH3UHM, HCKOBBIC 3asBJICHUSA, JOKYMEHTHI,
CBA3aHHBIE C Pa3MEUICHUEM 3aKa30B Ha MOCTABKM TOBApOB, BBINOJHEHUE PadoT,
OKa3aHME YCIYT IS TOCYAapCTBEHHBIX HYXKI.

2.7. ITaketbl ¢ moMeTKON «JIMYHO» YyUUTHIBAIOTCS MO MAKETHOMY KYypHaILy
Y TIEpPEIAI0TCS aJpecaTaM B 3aKPhITOM BHJIE MO/ MOAIKCH.

2.8. [Ilpn peructpauuu noctynusiiero aokymeHta B PK oOs3arensHO
BBOJIATCA CJEAYIOIIME PEKBU3UTHL: BHJI JOKYMEHTA, €ro HCXOASAIIMI HOMEp U
JaTa, JaHHbIE O KoppecmoHaeHte (aapecante) (dhamMuius, WM, OTYECTBO
¢usznyeckoro MA@ WIM ~ Ha3BaHUE  OpraHM3ald, MECTOHAXOXJICHUE
OTMPABUTENISA), @ TAKKE KPATKOE COJEpKaHUE JOKYMEHTa, KOJIMYECTBO JIUCTOB
OCHOBHOT'O JOKYMEHTA U JINCTOB NIPWIOKEHUS, KOJIMUECTBO IK3EMIUISIPOB.

PeructpanlioHHBI MTaMI € YyKa3aHUEM BXOJSIIEr0 HOMEpa, JaThl,
BpeMeHHU (IIpH HEOOXOAMMOCTH) PErHCTpPallMd MPOCTABISAETCA, KaKk MPaBHIIO, B
IPaBOM BEPXHEM YIUIy JIMLEBOM CTOPOHBI MEPBOTO JINCTA 3apPETUCTPUPOBAHHOIO
nokymeHTa. Ilpy HeEoOXOIMMOCTH yKa3bIBa€TCs BpeMs PETUCTpaluu (Yachl U
MUHYTBI). Ha mHpuiokeHunm mOpocTaBisIeTCsl BXOIAIIUMNA HOMEDP JOKYMEHTa, K
KOTOPOMY OHO OTHOCHUTCH.

Ha xomum pokymeHTa Bxopsmuii HoMmep, nmarta, ®.M.O., moamuce u
JOJDKHOCTh JIMLA TPUHSBIIETO JTOKYMEHT, IPOCTABIISIETCSI B IIPAaBOM BEPXHEM
YIIIy JIMLIEBOW CTOPOHBI IIEPBOTO JIMCTA.

Hymepanuss mocTynMBIIMX JOKYMEHTOB OCYIIECTBIISIETCS B Ipejeliax

KaJICHAApHOTO Irojaa.
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[Ipu perucrpaunn nokymenra B I JIEJIO, sBisronierocs oTBETOM Ha
UCXOJSIIIHNI JOKYMEHT WJIM MPUCIAHHOTO B JOTIOJIHEHUE K paHEE HAIIPABICHHOMY
nokymeHTy, B PK nenaercs cooTBeTcTByIOIIas CChUIKA (CBSI3KA).

K mMOBTOpHBIM JOKyMEHTaM NpPHUKIAAbIBACTCS HHPOpMaLUsd O paHee
NOCTYNUBIINX JOKYMEHTAX M pe3yJIbTaTaX WX UCIOJHEHUS, KOTOpas NepeaacTcs
OTBETCTBEHHOMY 3a €r0 UCIIOJIHEHHE.

[Tocne perucTpanuu TOKyMEHTa Ha OyMa)KHOM HOCHUTEJIE OH MOXKET OBITh
orckanupoBad, a 3atreM k PK B IIM JIEJIO MoxeT ObITh MNPUCOEIUHEH
AJIEKTPOHHBIN 00pa3 JOKYMEHTa U MPWIOKEHUS K HeMy B (hopmate .pdf.

2.9. 3aperucTpupoBaHHbIE JTOKYMEHTBl PacCMAaTpPUBAIOTCS IpeaceaaTesieM
TeppuTtopraqbHO KOMMCCHHM, 3aT€M IIOCJIE€ IIEPEHECEHUS YKa3aHUs IO
ucnonHennto nokymenta B PK (B ciyuae peructpaunn gokymenrta B [11 JIEJIO)
[IEPEAOTCs UCIIOJIHUTENAM IO IOAIUCH.

2.10. UcmomHeHHBIE MTOKYMEHTHI CITMCHIBAIOTCS B JIEJI0 TIpeaceaaTeNieM
TeppuropranbHOM KOMHUCCHM M IIOMELIAIOTCS B JI€JI0 B COOTBETCTBUU C

HOMEHKJIATYpOU Jes TeppuTopruaibHOM KOMUCCHH.

3. OcHoBHbIE TPeOOBAHUSI K MOATOTOBKE M 0(pOPMJIEHUIO JOKYMEHTOB

3.1. JlokymeHnTbl oQopMIISIIOTCS Ha OJIaHKaX YCTAHOBJIEHHOW (OpMBI,
W3TOTOBIICHHBIX KOMITBIOTEPHBIM CIIOCOOOM (TipritoskeHue Ne 3).

B TepputopuanbHOii KOMHUCCHUM MOTYT OBITh YCTAHOBJIEHBI CIIETYIOIINE
BHU/IbI OJIAHKOB:

OaHK TPOTOKOJA 3acenaHus TeppuUTOpHaTbHON KOMUCCHU (TIPHIIOKCHHE
Ne 3.1);

OnaHk perrenus: TepputopranbHOi Komuccuu (mpuioxenne Ne 3.2);

OnmaHK mpuKaza npeacenarens TeppuropuaibHOW KOMUCCHH (ITPHUIIOKEHUE
Ne 3.3);

Onank nmuceMma TeppuropraibHOi KoMuccuu (mpuinokenne Ne 3.4).
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3.2. Ha Onankax mokymeHToB momemaercs rtepd Cankrt-IlerepOypra
B cooTBercTBUM ¢ 3akoHOM Cankrt-IlerepOypra «O neTtaqbHOM OIMCAHUU
odpumanbHbix cuMBosIoB CaHkT-IleTepOypra u nopsiAke ux UCIOIb30BAHUS.

3.3. KouTponp 3a mMpaBWIBHBIM HCIOJIB30BAaHWEM OJAHKOB H  HX
COOTBETCTBHEM YCTAaHOBJICHHBIM O0Opa3liaM OCYIIECTBIISIETCS MpeceaaTeNIeM WiIn
OTBETCTBEHHBIM 32 BEJICHUE JEIIONPON3BOICTBA.

3.4. JlokymMeHTbl O(OPMIISIFOTCS B COOTBETCTBUU C TpeboBaHUSMU K
JOKYMEHTaM, U3TOTOBJISIEMBIM C TIOMOUIBIO NIEYATAIONIUX YCTPONCTB U K (paitnam
TEKCTOBBIX JIOKYMEHTOB (Tipuiioxenue Ne 4)

3.5.1lpu  noxaroroBke ¥ OQOpPMIICHMH  JOKYMEHTOB  YJICHBI
TepputopuanbHoit  KOMHCCHMM ¥ TPaXJaHCKUE  CIy)Kalllue  amrmapara
TeppuTopranbHON KOMHCCHM, a TAKXE JHMIA, MPUBJIEKAEMbIE MO TPa)XIaHCKO-
IIPaBOBBIM JIOTOBOPaM, JIOJDKHBI COOJIOATh MpaBuia 0(QOPMIICHHUS PEKBU3UTOB
JIOKYMEHTOB, U3JI0KCHHBIC HIXKE.

3.5.1. /lata noxymeHTa.

JlaToii mOKyMeHTa sBJISETCS JaTa €ro IMOAIMCAaHusA, yTBEepKaeHud. Jlaton
MPOTOKOJIA SIBJSIETCS AaTa 3acCeAaHus, a aKkTa — JJaTa COOBITHS.

JlaToif JOKYMEHTa, U3JJaHHOTO COBMECTHO JBYMSI U OOJiee OpraHu3alusIMH,
ABJISIETCS 1aTa 0oJiee MO3HEN TOIIUCH.

Hary JTOKYMEHTA 0hOpMIISIOT apaObCKUMu uudpamu B
MOCJIEI0BAaTEIbHOCTH: JE€Hb Mecsla, Mecsl, Troia. JleHp Mecsiia U Mecsll
ohOpMIISIIOTCST IBYMsI TlapaMH apaOCKuX Iudp, pa3faeieHHbBIMU TOYKOU, TOJ —
YEeTBIPEMS apaOCKUMU I (ppaMu, HATTPUMED:

17.01.2011
JlonyckaeTcst ciioBecHO-IIU(poBOi criocod opopMIIeHHS AaThl, HAIIPUMED:

17 ssuBapst 2011 1.

3.5.2. PerucTtpaunoHHbIi HOMeEP T0KYMEHTA.
JImst BXOOAIMUX M HUCXOIAIIMX JTOKYMEHTOB — JTO HMHJIEKC Jejia 10

HOMEHKJIAType U, 4epe3 KOCYIO YEPTY, MOPSAIKOBBIA HOMEDP JOKYMEHTA.



12

PerncrpannoHHbId HOMEP TOKYMEHTA, U3IAHHOTO COBMECTHO, COCTOUT U3
pa3lENeHHBIX KOCOW YEpPTOM PpEruCTPalMOHHBIX HOMEPOB, IPHUCBOCHHBIX
OpraHu3alMsiMM ~ —  aBTOpaMM  JOKYMEHTa W PaclOJIOKECHHBIX B
[OCJIEIOBATEIbHOCTH,  COOTBETCTBYIOIEH  OOO3HAYEHMIO  HaMMEHOBaHUIl

OpFaHHSaHI/Iﬁ B 3ar0JIOBOYHOM YaCTH AJOKYMCHTA.

3.5.3. Ccbliika Ha HCXOASIIIMI HOMEP M ATy TOKYMEHTA.

Ccbulka Ha UCXOIALIMH PETUCTPALMOHHBIA HOMEpP M JaTy JOKYMEHTa
BKJIFOYAETCSI B COCTaB PEKBU3UTOB OslaHka mnuchbMa. CchUIKa Ha HCXOISIIMNA
PErUCTPAallMOHHBIN HOMED U J1aTy JOKYMEHTA MPOCTABIISIETCS UCIIOIHUTENIEM IPH

IIOATOTOBKC IITMCbMA-0OTBCTA.

3.5.4. Anpecar.

PexBu3uT «Ampecary pacnoynaractcs B IpaBOM BEPXHEM YIIy.

JIoKyMeHTBl ~ ajgpecyroTcss B OpraHu3aludd, WX  CTPYKTYpHBIE
MOJpa3ACieHUs, MOLDKHOCTHBIM JIMIIAM WM TPaKJaHaM IIPpU OTBETE HaA MX
oOpamenusi. HaumeHoBaHue opraHu3all W CTPYKTYPHOTO TOJApa3/IeiIeHUs

YKa3bIBaAlOTCA B UMCHUTCIIbHOM IIaACKE, HAIIPUMCECD:

[IpaBuTenbcTBO CTAaBPOMOJIBCKOTO Kpast
[IpaBoBoe yrpaBieHue

Ecnmn nokymMeHT azapecyercs JOKHOCTHOMY JIMIY, HAWMEHOBAaHUE
OpraHU3allii YKa3bIBAaETCsS B UMEHUTEIHLHOM MaJIeKe, a JOJDKHOCTh U (pamMuius —
B AaTeNbHOM. [Ipu 3TOM MHUIIMATBI YKA3BIBAIOTCS TTOCHE (pamMiiiu, HarpuMmep:

IIpaBuTensCTBO

MypmaHcko# obnactu
3aBenyroleMy OTAEI0M

AunexkcanapoBy A.B.



13

Ecnm  ngoKkymMeHT angpecyeTcs pPyKOBOAWTENXO OpraHu3aluyd WU €ro
3aMECTUTEII0, HAUMEHOBAHUE OPraHU3allUM JOJKHO BXOIWUTh B HAUMEHOBAHUE

HOJDKHOCTH aapecara, HAIlIpUMCEp:

3aMEeCTUTEII0 AUPEKTOPA
Bcepoccuiickoro
Hay4YHO-HCCJIEI0BATEIBCKOTO HHCTUTYTA
JOKYMEHTOBEAECHHUS U apXUBHOIO J€1a

3umunny B.C.

Ecnm nmoxymeHT anpecyeTcs OpraHd3alliM, CHadana yKa3blBaeTcs ee
HaMMEHOBAHUE, 3aTeM IIOYTOBBIN afpec, HapuMep:

[lenTpanbHas n3dupareabHasi KOMUCCHS
Poccuniickon @enepanun
b. Uepkacckuii nep., 1. 9, Mockaa,
109012

Jlomyckaercsi LEHTPUPOBATh KAXKAYI0 CTPOKY PEKBU3UTA «Apecar» Mo
OTHOUIECHHIO K CAMOW JNIMHHOM CTPOKE.

JlomyckaeTcsi UMCHOJb30BaTh OQPUIIMATBHO TMPHUHSATHIE COKpPAIICHHbBIE
HAMMEHOBAHHSI OPraHOB T'OCYJIAPCTBEHHOM BJIACTH, MECTHOTO CaMOYIIPABJICHUS,
OpraHU3aIUu.

ITouTOBBIM agpec yKas3bIBAETCA B NOCIEAOBATEIBHOCTH, YCTAHOBJICHHOU
[IpaBumamu oOkaszaHusi YCIYr TIOYTOBOW CBSI3U, YTBEPKICHHBIMU IPUKA30M
MunkomcBsizu Poccun ot 31 utonsa 2014 roga Ne 234 «O06 yTBepKICHUH TIPABUIT
OKa3aHMSs YCIYT MOYTOBOM CBSI3U.

Ecim  nOKyMeHT  OoThmpaBisieTcsi B~ HECKOJbKO  OJHOPOJHBIX
rOCYJJapCTBEHHBIX OpPraHOB WJM OpraHu3alui, HuX CJIeAyeT YyKa3bIBaTh

0000I11IeHHO, HAITPUMED:

HpCI[CC,Z[aTGJI}IM Y4aCTKOBBIX KOMUCCHH



14

JIOKyMEHT HE JOJKEH conaepxkaTh Oosiee derblpex azapecatoB. CloBO
«KOTIHS» TIepe]] BTOPBIM, TPETHUM, UETBEPTHIM a/IpECaTOM HE YKa3bIBACTCA.

[Tpu HampaBiaeHUM TOKyMEHTa 0oJjiee YeEM B YETHIPE aJpeca COCTABIIAETCA
CIHCOK pACCBUIKH YCTaHOBICHHOW (opmbl (mpmioxkeHne Ne 5), KOTOpBIH
HNOJNUCBIBaeTCA IpeaceaareneM TeppuropruaabHOW KOMUCCHH.

[Tpu ampecoBaHun MOKyMeHTa (PU3MUECKOMY JIMIly BHAYalle yKa3bIBAIOTCS

(haMuITHsT ¥ MTHUITMAIBI TIOJTY9aTelIs, 3aTeM IMOYTOBBIN apec, HalpuMep:

AreeBoii A.1.
yi. KocmonasTos, 1. 42, r. [lonbicaeBo,
Kemepogrckas obmacts, 652560

3.5.5. I'pu¢ yrBepkaeHNs TOKYMEHTA.

JIOKyMEHT yTBEp)KIaeTcsi JOJDKHOCTHBIM JIMIIOM WM  CHENHaTbHO
M37aBaeMbIM JIOKYMEHTOM.

[Ipn yTBEepXJICeHUH JOKYMEHTA JOJKHOCTHBIM JIUIIOM TpU(] yTBEpKACHUS
noJbkeH coctosaTh u3 cinoBa Y TBEPXKJIATO Ge3 kaBbiuek U 3arjiaBHBIMU OyKBaMu
U Ha CJICIYIONMICH CTPOKE — HAUMEHOBaHHUE JOJKHOCTH, TOJMKUCH, WHUITHATBI U

dbamMunus auia, yTBEpAUBIIETO JOKYMEHT, AaTa YTBEPKACHUS, HATIPUMED:

YTBEPXIAIO
IIpencenarens TeppuropuanbHon
n3buparenbHON komuccuu Ne

JIM4YHas IoAIUCh HMHHUOHUAaJbI, (baMI/I.]'II/IH

JlaTa
[Ipu  yTBepXkAEHMHM JOKyMEHTa pEIICHHWEM, TMPOTOKOJIOM, Tpud
yTBepxkaeHus cocrour w3 cioBa YTBEPXIEH (YTBEPXJIEHA,
YTBEPXIEHbBI nwnu YTBEPXIEHO) 6e3 kaBbluek M 3arjaBHbIMU OyKBamu,
HAaMMEHOBAHUS yYTBEPKAAIOIIECTO JOKYMEHTa B TBOPUTEIHLHOM MAZeKe, ero aThl
¥ HOMeEpa, Hallpumep:

YTBEPX/IEH
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pemenneMm TeppuropuanbHON
n30OuparenbHO Komuccuu No
ot 15 despans 2011 r. Ne 28- 5
I'pud yTBepkIeHUs pacHojaraloT B MPAaBOM BEPXHEM YINIy JIOKyMEHTA.

B rpude yrBepkmeHusi IOMycKaeTcsi LUEHTPUPOBATH 3JIEMEHTHI OTHOCHTEIHHO
CaMOM JUIMHHOW CTPOKH.

3.5.6. Yka3aHusl 10 HCIIOJTHEHHIO IOKYMEHTA (Pe30JI01usl).

VYka3aHus MO HMCIOJIHEHHIO JOKYMEHTa MOTYT OBITh HANMCaHbI OT PYKHU
npencenareneM TeppUTOPUAIBHOM KOMHUCCHUU Ha TOJIJUMHHUKE JOKYMEHTa Ha
CBOOOJTHOM OT TEKCTa MeCTe WK 0(hOPMIICHBI Ha OTAEIBHOM JiucTe popmarta A 6
(105x147), npusio>keHHOM K JOKYMEHTY. YKa3aHUs [0 UCIOJHEHHUIO JOKYMEHTa
BKJIIOYAIOT (aMUJIMM M HMHULIMAIBL HCIOJHUTENEH, NpU HEOOXOAUMOCTH —
coliepKaHUE MOPYUYEHHS, CPOK HMCIOJHEHHsS, MOJNUCHh PYKOBOAMUTENS M ATy,
HanpuMmep:

Cusosy A.1O.
I'puropresy B.C.

[Ipoury paccMOTpeTh U JaTh OTBET
k 15.02.2011

JIngyHasg nmoamnuch
Jara

3.5.7. 3aroJ10BOK K TEKCTY JOKyYMEHTA (HAaUMeHOBaHUE IOKYMEHTA).
3aroJIoBOK K TEKCTy JTOKYMEHTa JOJDKEH KPaTKO M TOYHO PaCKpBIBAaTh €ro
coJiep>kaHue 1 ObITh COTJIACOBAaH C HAMMEHOBAHUEM BHJA JOKYMEHTA. 3aroJioBOK

MOKCET OTBCYATh HAa BOIIPOCHI:

«0 yeM (0 KoM)?», Harpumep:

ITpukas
O co3nannn DKCepTHOM KOMUCCUU

«4ero (kKoro)?», Hampumep:

JIOJKHOCTHOM peryiaMeHT
BEIYLIETO CIELUATUCTA

3aroJIOBOK COCTaBJISICTCS JIMOOM, T'OTOBAIINUM ITPOCKT JOKYMCHTA.
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3aroyioBOK, COCTOSLINI W3 OBYX U 0OoJjiee CTPOK, MeyaTaeTrcs 4epe3 OAUH
MEXCTPOYHBIM HMHTEpBaJ, TOYKAa B KOHIIC 3arojlOBKa HE CTAaBUTCS. 3arojIOBOK
pacrnoJiaraeTcsi Ha IIEpBOM JIMCTE HAJ TEKCTOM JOKYMEHTa IO LIEHTPY, a IIpU
o opMIIEHNH TUChMa — OT TPAHUIIBI JIEBOTO TMOJIA.

3.5.8. TekeT nOKyMeHTA.

Texct mokymeHTa OGOPMISIOT B BHJE CBS3HOTO TEKCTA, TAOIMIIBI HIIU
COEIMHEHHUSI 3TUX CTPYKTYD.

TexkcT mOKyMEeHTa [JOJDKEH M3j1araTbCsi KpaTko W SICHO, OBITh
apryMEHTUPOBAaHHBIM, OOECIeYrBaTh TOYHOE U OJHO3HAYHOE BOCIPUATHE
coJieprkaieiicst B HeM HH(pOopMaluu.

TekcT JOKyMeHTa JTOJDKEH, KakK MPaBHIIO, COCTOSITh M3 JABYX 4dacTeil. B
MEpPBOl YacTU YKa3bIBAIOTCS NPUYMHBI, OCHOBAHUS, LIE€JIM COCTaBIICHUA
JOKYMEHTa, BO BTOpPOH — pEIIEHUs, BBIBOJABI, NPOCHOBI, MPENTIOKEHUS,
PEKOMEHJallUU.

TekcT HOKYMEHTa MOXKET COJEpkKaThb TOJIBKO 3aKIIOYUTENBHYIO 4YacTh
(Hanmpumep, MpUKa3 — pacCHOPSAUTEIbHYIO YacTh 0€3 KOHCTaTUPYIOUIEH, MTUCHMO,
3asBJICHHE — MTPOCKOY 0€3 MOSICHEHHUS).

B Tekcre nokymeHTa, MOATOTOBIEHHOIO HA OCHOBAHWH 3aKOHOJATEIbHBIX,
MHBIX HOPMATHBHBIX IIPaBOBBIX aKTOB, W3JaHHBIX OpPraHaMH BIACTH U
ynpasinenus, [IUK Poccuu, Cankr-IlerepOyprckoil n3dupaTenbHON KOMHUCCHEM,
paHee W3IaHHBIX TeppUTOPHUAIIBHOM KOMHUCCHEW, YKA3bIBAETCSI HANMEHOBAHHUE
BUJa JOKYMEHTa, HAMMEHOBaHUE OpraHa, U3JaBUIEr0 JOKYMEHT, /laTa MPUHATHUS
WJIN YTBEPKIAEHUS JOKYMEHTA, €r0 PETUCTPAMOHHBIA HOMED, a TAK¥KE 3aroJI0BOK
JOKYMEHTA, 3aKJIFOUEHHBII B KaBbIYKU.

TekcTbl TOKYMEHTOB OOJBIIOT0 00beMa MOTYT JACIUTHCS Ha pas3felsbl,

MO/IPa3/IeIbl U MMyHKTHI, KOTOPBIE HYMEPYIOTCS apaOCKuMu 1udpamMu, Hampumep:

1. Paznen
1.1. Ilonpaznen
1.1.1. ITyHkT

A03a1ibl BHYTPH ITYHKTOB HE HyMEpYIOTCSI.

B nmuceMax UCmonib3yroT ciaenyronme GopmMbl U3I0KEHUS:
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or l-ro nmma MHOXecTBeHHOro uyucia («lIpocum  HampaBuTB
uHpopMaluio...», «Hampasnsem Ha 3aKiIIOU€HUE POEKT...» U Ip.);

oT 3-ro juna enuHcTBeHHOro uucna («TeppuropuanbHas KOMHCCHS HE
CUMTAET BO3MOXKHBIM...», «TeppuTopranbHas KOMHCCHS MPEIaraeT pacCMOTPETh
BO3MOKHOCTb...»).

['padbbl u cTpoku TaOMUIBI OJDKHBI MMETh 3arojIOBKH, BBIPAYKEHHBIC
CYLIECTBUTEIbHBIM B HMMEHHUTEIbHOM mafexe. llom3aromoBku rpad U CTPOK
JOJKHBI OBITH COTJIACOBAHBI € 3arojioBkaMu. Eciin Tabnuily nedararot 6osee yem
Ha OJHON cTpaHule, rpadpl TaOJMLBI JOJKHBI OBITH IMPOHYMEPOBaHBl U Ha

CICAYIOIHNX CTPpaHUIaX MOJI>KHBI OBITH HalleyaTaHbI TOJLKO HOMCpPA 3THUX rpa(p

3.5.9. OT™MeTKAa 0 HAJTMYMHU MPUIOKEHHIA.

OTMeTka O HAJIWYUU TIPUIOKEHUN pacroJiaraeTcsi OT TPAHUIIBI JICBOTO
MOJISI TIOCTIE TEKCTa Mepe]i MOAMHUCKHIO.

Ecnu 1okyMeHT UMeeT NMpUiIoKeHUs, Ha3BaHHBIE B TEKCTE, OTMETKA 00 UX

Hanuuu oopmIIsieTcs 1o cieayomei hopme:

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

Ecnmu [OKyMEHT WMEEeT NpWIOKEHUSA, HE Ha3BaHHbIE B TEKCTE, HX
HAaUMEHOBAHUS HEOOXOAUMO IIEPEUYUCIUTh MOCIe TEKCTa JOKYMEHTa TIepen
MNOANMCBIO C YKa3aHHEM KOJMYECTBA JIMCTOB B KaXXAOM IIPUIOKEHUU U
KOJIMYECTBA JK3EMIUIAPOB, IMPU HAUIMYUA HECKOJbKHX NPUIIOKEHUM UX
HYMEPYIOT, HallpuMep:

[Tpunoxenue: 1. Tlonoxenue 00 FKCTIEpTHOM KOMUccHU Ha 15 1. B 1 9K3.
2. Ilpumepnas HoMeHKIaTypa jen Ha 14 1. B 1 9K3.

Econ npuioxeHus cOpOIIIOPOBaHbI, TO KOJHYECTBO JIMCTOB HE
YKa3bIBACTCSI.

Ecnyn npuiiokeHue HampasisieTCsl HE BO BCE YKA3aHHBIE B JOKYMEHTE
aapeca, TO OTMETKa O HAIWYUU TPUIOXKEHHS O(QOopMIIsIETCs MO CIeayromen

dbopwme:

[Mpunoxxenue: Ha 20 11. B 3 9K3. TOJIBKO B TIEPBBIN azipec.
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Ecnu Kk NOKyMeHTy mnpuiaraercs Ipyrol JOKYMEHT, TakKe HMEIOIIHi

IPWIOXKEHHE, TO OTMETKAa O HaJUYMUU TMPHIOKEHUS O(OPMIISETCS CIETYIOINUM

oOpazom:

[Tpunoxenue: nucbMo  IleTpomaBioBck-KamMyarckoii  TOpOACKOW — TEPPUTOPHUATBHOMN
komuccuu oT 15.11.2010 Ne 01-21/450 m mpwiiokeHHe K HEMY, BCEro Ha
12 .

B PCHICHUAX W IIPHUKA3aX CBCACHUA O HAJINYHNU HpHJIO)KE?HHfI YKa3bIBAIOTCA

B TekcTe. Hanpumep:

«Pa3pabotath M  HpeaCTaBUTH  MHPOEKT IUlaHa 1o  (opMme,  yKa3aHHOU
B Ipuriio>keHuu Ne 1.

Ecniu B JO0KymMeHTE, K KOTOPOMY OTHOCHUTCS MPUIOKEHUE, OHO
HE YTBEPXKIAETCs, a IPOCTO COACPKUTCS CChLJIKA HA HETr0, TO B IPAaBOM BEPXHEM
yIJIy YKa3bIBaeTCs, K KAaKOMY pELICHUIO (IIpUKa3y) MNPUIOKEHHE OTHOCHUTCH,
HaIpumep:

IIpunoxenue
K pemieHu0 TeppUTOpHaIbHOU
n30upaTenbHOl Komuccuu Ne
ot 11 staBaps 2011 r. Ne 11-5

[Ipunoxenne
K IIpUKa3y npejacenarens TeppuTopuanbHOM
n30uparenpbHo Komuccuu Ne
ot 15 mapta 2010 r. Ne 27

[Ipy HaIMYMK HECKOJBKUX MPUIIOKEHUHM OHU HYMEPYIOTCS, Halpumep,

npunoxenue Ne 1, mpunoxxenue Ne 2 u Tak nainee.

3.5.10. Hoanmuch T0JKHOCTHOI'O JIMIIA.

B coctaB moamucu  BXOAAT: HaMMEHOBAHME  JO/DKHOCTH — JIMILA,
MOAMKCABIIETO JTOKYMEHT, €ro JIMYHAs MOANUCH, KOTopas 0hopMIIIeTCS CUHUMHU
WU YSPHBIMHM Y€PHHUIIAMH, paciin(poBKa MOANMCH (MHUIHAIBI, (DaMUIH).

Ecmu nokymeHnt odopmisercs Ha 6nanke TeppuTopruaibHON KOMHUCCHH, TO

PCKBHU3UT BKIKOYACT HAWUMCHOBAHUC OOJDKHOCTHU JIMIA, ITOAIIMCBIBAIOIICTO
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JOKYMEHT, €ro JMYHYI0 MOAMUCH, paclu(pOBKY MOANUCH (MHHUIMAIBI U

dbammnio), HapuMep:

Hpe;[cez[aTenb JIUYHad nmoanuch HWHHUIUAJIBI, d)aMI/IJII/IH

Ecnu OJKHOCTHOE JUI0, MOIMUCh KOTOPOTO 3aroTOBJIEHA HA IMPOEKTE
JIOKYMEHTA, OTCYTCTBYET, TO JIOKYMEHT MOJIHUCHIBACT €r0 3aMECTUTENh WU UHOE
JUI0, UCHOJIHAOIIEe ero o0s3aHHOCTU. [Ipu 3TOM 00s3aTENbHO YKa3bIBAIOTCS
dakTuyeckas JOJDKHOCTH JIMIIA, TOAMUCABIIETO JOKYMEHT, U ero damwmius. He
JOTMYCKAeTCsl MOAMUCHIBATh JOKYMEHTBI C MPEAJIONOM «3a» WIM MPOCTaBIECHUEM
KOCOM 4EPTHI Nepe]l HANMEHOBAHUEM JI0JKHOCTH.

Ecnu pgokymeHT odopmisiercs He Ha OJaHKE, TO PEKBU3UT COJACPKUT
MOJIHO€ HAMMEHOBAHUE JOJKHOCTH JIMLIA, MOAMUCABIIETO JOKYMEHT, €r0 JUYHYIO

MOJIMUCH, PACIIU(PPOBKY MOAMUCH (MHUIMAIBI U (hamuiuio). Hampumep:

3amMecTuTeNb NpeiceaaTest
TepputopuabHON N30UpaATETBLHOM
Komuccun No JUYHAs TOJIMUCH WHUIHAIIBI, (aMUTUs

HpI/I MOoANMMCAHNHN OOKYMCHTA HCCKOJBbKHMMHU AOJDKHOCTHBIMHU JIMIIAMH HX
IMoAIMMCH  pacCIIoJararoTcAa OoJHa IIoJ I[perﬁ B IIoCJaCA0BAaTCIIbHOCTH,

COOTBETCTBYIOIICH 3aHMMAEeMOM JOJKHOCTHU, HAllPUMED:

[Ipencenarens JINYHAs MTOJANUCH WHUIHAIIBI, (aMUTUs

I'naBHBII Oyxranrep JIMYHAas MOANUCH MHHULIKANbI, (haMuIns

B 10KymeHTe, MOArOTOBIEHHOM KOMHCCHEW, MOIINKWCH PACHOararTcs
onHa mox Apyrou. [lepBeiM ykaswIBaeTcs mpejceaaresib KOMUCCUU, a (haMuin

YJICHOB KOMHUCCHH pacroiaratorcsi B ajipaButHoM nopsijake. Hanpumep:

[Ipencenarens koMuccuu JIMYHAS TOAIHCH WHULIAAITBI, pamMuTus

YireHBl KOMHCCHUH JIMYHas nmoanuch HWHUIIUAJIBI, q)aMI/IJ'II/ISI
JIUYHad nNoaAnucCh HWHUIIUAIBI, (I)aMI/IJ'II/ISI

Ecnm HOKyMEHT COCTaBJIEH Kak NpwiaraeMas K OCHOBHOMY JOKYMEHTY

CIIpaBKa WA I/IH(l)OpMaL[I/IH, TO OH IMOAIIMCHIBACTCA COCTaBUBIINM €I'0 JIMITOM.
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3.5.11. I'pu¢ cornacoBaHus.

I'pud cormacoBanus cocTouT U3 cioBa COIJIACOBAHO 0e3 KaBbIY€K
W 3arjaBHbIMH OyKBaMH, HAMMEHOBAHUS JIOJDKHOCTH JIMIA, C KOTOPBIM
COTJIACOBBIBACTCS JIOKyMEHT (BKJIIOYass HAMMEHOBAHHME OpTraHU3aIluH), €ro
JUYHON TIOANHUCH, paclM(PpOBKU MOANUCH (MHUIMATBLI, (aMIIMsI) W JaThl

COrJIacoOBaHUs, HAIIPUMED:

COI''TACOBAHO
3amecTuTeNb IJ1aBbl AIMUHUCTPAINH
Kpacnocennckoro paitona Cankrt-IlerepOypra

JTUYHAS TTOAMUCHh WHUIHAIBI, (DaMUITHS
Jlara

Ecau cornacoBanue OCYHMCCTBIIACTCA ITPOTOKOJIOM, IIMCBMOM HJIM APYI'UM

JIOKYMEHTOM, TO COTJIACOBaHUE OPOPMIISIETCS CIAEAYIOITUM 00pa3oM:

COI''TACOBAHO
IIPOTOKOJI 3aCEaHUs
aTTECTALMOHHON KOMHUCCUU
TeppuropuanbHON HU30MpPATETHLHON KOMUCCUU

Ne
ot 05 deBpamst 2011 r. Ne 16
WITH:
COI''TACOBAHO

nceMo PocapxuBa
ot 05 mapta 2011 1. Ne 4-15/46

['pud cormacoBanus pacrosaraercs moja pekBu3uToM «lloamuce» B eBOM
HWKHEM TI0JIe JOKYMEHTA.

3.5.12. Bu3za.

BHyTpeHHEee corjlacoBaHWE IPOCKTa JOKyMEHTa OQOpPMIIIECTCS BHU30M.
Buza BkitO4aeT moANHMCH BU3UPYIONMIETO, PACIIM(POBKY MOAMUCH (MHUIIUAIIBI,
damunus) u gaTy, TpU HEOOXOAMMOCTH MOXKET OBITh yKa3aHa OJDKHOCTh
BU3HPYIOIIETO, HAIIPUMED:

[Ipeacenarens TeppuropuaibHON U30MPATETHEHON KOMUCCUU
JUYHAs TOJAIHUCH WMHUIUANbI, pamMuIus
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JlaTa

[Ipy Hamuuuu 3amMeyaHUl K JOKYMEHTY BH3a OG(OPMIISETCS CIEIYIOIINUM

obpazom:

3aMeuaHus NpuaraTcs
[Tpencenarens TeppuropuaibHON H30UPATETEHON KOMUCCHUT

JUYHAs TIOIHUCH WHULAAIIBI, (pamMuius
[ara
3amMeuaHus n3J1araroTcAd Ha OTACIIBHOM JUCTC, IIOAIMUCBIBAKOTCA

U IIpUJIaratoTcAa K J0KyMCHTY.

I[OHYCKaeTCH IMOJIMCTHOC BU3UPOBAHNEC JOKYMCHTOB 1 HpI/IJ'IO)KeHI/Iﬁ K HHUM.

Ecnn IIOJJIMHHUK JOKYMCHTA OCTAaCTCA B TeppI/ITOpI/IaJ'IBHOﬁ KOMHUCCHH,
BH3bI IIPOCTABJIAIOTCA B HIKHEH 4acTH O60pOTHOﬁ CTOPOHBI ITOCIICAHCTO JIUCTA
IMOAJIMHHUKA JOKYMCHTA.

I[JBI AJOKYMCHTA, IIOJJIMHHHUK KOTOPOI'0 OTIIPABJIAIOT U3 TeppI/ITOpHaHBHOﬁ
KOMHUCCHUH, BU3bI IPOCTABJIAIOTCA B HIKHEHW JyacTu HHHGBOﬁ CTOPOHBI IMOCJICAHCTO

JIMCTA KOIIMU OTIIPABIIICMOI'O JOKYMCHTA.

3.5.13. OrTHCK ITeuaTH.

[leyatp 3aBepseT MOJJIMHHOCTH IIOANUCH JOJDKHOCTHOTO JIMIIA Ha
JOKYMEHTaX, YAOCTOBEPSIONMINX TPEIyCMOTPCHHBIE TIPABOBBIMH  aKTaMHU
MTOJTHOMOYHS JTOJDKHOCTHBIX JIMIT WM (UKCHPYIONTUX (DaKThI, CBSI3aHHBIE C
(MHAHCOBBIMU CpeaCTBaMH, a TaKxKe Ha HMHBIX JTIOKYMEHTaX,
IpeIyCMaTPUBAIOIINX 3aBEPEHUE TTOITMHHOM TIOIITHCH.

[leuats cTaBUTCS Ha CBOOOJHOM OT TEKCTa MECTE, HE 3aXBaThbIBasi JTUYHOU
MOAIIMCH JOJKHOCTHOTO Hia. IleuaTs MOXKET 3aXBaThIBaTh YaCTh HAUMEHOBAHHUS
JOJDKHOCTH JIMIIA, TIOIITACABIIIETO IOKYMEHT.

B nmoxymeHTax, MOATOTOBJICHHBIX HAa OCHOBE YHU(DHUIIMPOBAHHBIX (BopM,

neyaTh CTaBUTCS B MeCTe, 0003HaUeHHOM OoTMeTKoU « MID» ninu nHbIM 00pa3oMm.

3.5.14. OT™MeTKA 0 3aBepEeHNH KON HU.
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I[J'I)I 3aBCPCHUA COOTBCTCTBUSA KOIIMU JOKYMCHTA IIOAJIMHHUKY HHXKC
PCKBU3UTA ((HOI[HI/ICB» MMpOCTaBJIACTCA OTMCTKAa O 3aBCPCHHUM KOIIMK — 34
BCPHUTCIIbHAA HAIOIINCh!: «BepHo» mwm  «Konus BCPpHa», HOOJLKHOCTH JIHMIIA,
3aBCPUBLICTO KOIINIO, €TI0 JIMYHAA IIOAIHUCH, pacmmprBKa nmoanucu M Jara

3aBEpEeHUs], HAPUMeEp:

Bepno

[Ipencenarens TeppuropuanbHoii
n30upaTebHOM KoMHCcCHH Ne

JINYHAs MOAMHUCH WHULHAAIBI, pamMuus
Jlara

[Tpr HEOOXOMUMOCTH TIPH 3aBEPCHUU KOMHUHU JIOKYMEHTa MOXET OBITh
IIPOCTABJICHO BpeMs 3aBEPEHHUs (HAIpUMEp, NMPU 3aBEPEHUU KOIUH MPOTOKOJIOB
00 UTOrax rojJ0COBaHUS).

Ecnn komust JOKyMEHTa HW3rOTaBIMBAeTCS HA HECKOJBKHX JIMCTaX, TO
3aBepsIeTCSA KaXIbIH JINCT JOKYMEHTa JIMOO JOKYMEHT MPOIIMBACTCS U Ha MECTE
NPOIIMBKN CTAaBUTHCS 3aBEpHUTENbHAS Haanmuch «BepHo» wimm «Komus BepHay,
JOJDKHOCTh JIMIIA, 3aBEPUBIIETO KOIHIO, €Tr0 JIMYHAS TOJIHUCh, paciIm@poBKa
MOJIITMCH U JIaTa 3aBEPCHMS.

[Tpu mepechuIKe KOMUU JOKYMEHTa B IPYTHe OpraHW3aIli WM BBIIaYe €
Ha PYKH 3aBEpUTENIbHAS HAAMUCh YIOCTOBEpsieTcs mevarbio «TeppuropuaabHas
n3buparenbHas komuwccums Ne  »  qmbOO TpPM  HAJMYHMKA  NIEYATHIO

«TepputopuanpHas nzdupaTenbHas KoMuccus Ne . s nOKyMEHTOB»
3.5.15. OTrMeTKa 00 MCTIOJIHUTEJIE.

OtmeTka 00 HCMOJTHUTENE BKIIOYACT B Ce0S WHUNUAIB U (HAMUIIUIO
WCIIOJTHUTEIIS JOKYMEHTAa U HOMEp €ro CIy:KeOHOro TesnedoHa ¢ KOJIOM pEerHoHa.
OtMeTky 00 HCITOJIHHTENIC pAclojararoT Ha JIMIEBOM WM, TPH OTCYTCTBUH
MecTa, Ha 00OPOTHOW CTOPOHE TOCIEAHErO JUCTa JOKYMEHTa B JIEBOM HIKHEM

yray pasmepoM mpudra 10 myHKTOB, HarpuMmep:

3y6apes B.JI.
(499) 356-85-31
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3.5.16. OT™MeTKa 00 HCIIOJIHEHUM TOKYMEHTA.

OTMeTka 00 UCHOJHEHUM JOKYMEHTAa W HalpaBJICHUU €ro B JIENO
BKJIIOYAET CICAYIONIUE JaHHBIC: KpaTKUE CBEACHUS 00 MCIOIHEHUU JOKYMEHTa
(Ipu OTCYTCTBHMM JIOKYMEHTA, CBHUCTEILCTBYIOIIETO OO0 HWCIIOJIHEHHH), JATy U
HOMEp MMEIOLIErocs JOKyMEHTa 00 UCIIOIHEHUH, clioBa «B nemo», HoMmep nena, B
KOTOPOM OyJeT XpaHUThCA JOKYMEHT, JarTy, TMOJNHCh IMpeaceaaTens

TepputopralibHOM KOMHUCCHH.

4. Opranu3anus padoThbl ¢ UCXOAAIIMMHU (OTHPABJISIEMbIMHU) JOKYMEHTAMU

4.1. Ucxomsaume OKYMEHThI Ie4yaTaloTcd Ha OJlaHKaX YCTAHOBIIEHHOMN
dopMbl M OQOPMIIIIOTCS B COOTBETCTBHHM C TIOJIOXKEHUSIMU  HACTOSILEN
HNucTpykuuy.

4.2. OtmpaBKa  JIOKyMEHTOB u3 TepputoprallbHOW ~ KOMHUCCHH
OCYIIECTBISCTCA (PeIbABETEPCKON WM CIECIHUATBHON CBSI3bI0, IIOYTOM, IO
tenerpady, kanHamam cBsisu ['AC  «Beibope», I[IM JIEJIO, kanamam
(hakCUMWIBHOM CBSI3U, C€TH VIHTEepHET Uin HapOYHBIM.

4.3.1lpu odopmieHHM THUCEM U TeJerpaMM HCIIOJTHHUTENb YKa3bIBaeT
MOJIHBIM TTOYTOBBIN (BKJIIOYAsl MHAEKC) aApec OpraHU3aliK WK IpaKJaHuHA.

4.4. Ucxopsuue MNHUChbMa HAMPABISIOTCS 3a MOJMUCHIO MPECenaTels
TeppuropranbHOM KOMHUCCHUM, B €r0 OTCYTCTBHE — 3a IOANMCBHIO 3aMECTUTEIS
npeAceaaTens WIM MHOTO 4jieHa TeppUTOPUAIIBHOW KOMHUCCUH, UCIOIHSIOIIETO
00s13aHHOCTH TIpejiceaTels, Ha OJaHKe MUchMa.

4.5. IlonnucanHble nMucbMa U Tesnerpammel peructpupytorea B [T JIEJIO
WJIH KypHAJIE.

Ecnmu ornpaBnsieMplil  TOKYMEHT SIBJIIIETCS OTBETOM HA  BXOJSIIUHA
JOKYMEHT, HE00X0JMMO TPUOOIIUTH MOJTMHHUK BXOSAIIET0 JOKYMEHTA K KON
OTIPABJIAEMOI0 TOKYMEHTA, OCTAIOLLEHCS B JACIIE.

4.6. JlokymMeHTaM MPUCBAaUBAETCS UCXOASIINNA HOMEP, KOTOPBIA COCTOUT U3

HMHACKCA JCJa I10 HOMCHKIIATYpE ACI H IOPAAKOBOroO HOMEpa JOKYMCHTA,



24

pa3iesIeHHbIX KOCOW 4epTou. Mcxondmui HOMEP yKa3bIBaeTCA TAK)KE HA KOIHH
NOKYMEHTa, ocrawmouieica B gene. Hymepamus wucxomsdmux JOKYMEHTOB
OCYILIECTBIISIETCA B MpEJIeNIax KAJIEHIapHOTO To/1a.

[Ipu peructpanuu HCXOISAIIETO JOKYMEHTAa B PETUCTPALIMOHHOW (hopme
00s3aTEIbHO YKa3bIBAIOTCA CIEAYIOIIME PEKBU3UTHI: JaHHbIE 00 ajpecare
(pammnusa, uMsa, 0OT4eCTBO (DMU3MUECKOTO JHIA WJIM Ha3BaHUE OpraHMU3aIlHH,
MECTOHAXOXJACHUE IMOIydaTess), a TakXKe KpaTKoe CoJepKaHUE ITOKYMEHTa,
KOJIMYECTBO JINCTOB OCHOBHOTO JIOKYMEHTA W JINCTOB MPHUJIOKEHUS, KOJIUYECTBO
AK3EMIUIIPOB, MCIOJIHUTENb JTOKYMEHTA, €r0 COMCIOJIHHUTENH, a4 TaKKE€ KEM OH
HOJIHACAH.

4.7. lokymeHThl 1O BompocaM QopmupoBaHusi TeppuropuaibHOM
KOMHCCHH U OCYILECTBIICHUS €€ (PUHAHCUPOBAHMS, HATPAXKACHUS U MOOUIPEHUS
YJICHOB U paOOTHUKOB ammnapaTta TeppuropuaabHOW KOMUCCUH, B 0053aTEILHOM
MOPSIIKE HAPABIISIFOTCS HAPOUHBIM.

Wubie 1oKyMeHTBI MOTYT ObITH OTIpaBieHsl 1o cpenctsam [T JIEJIO unu
IIOYTOM I10 YKA3aHUIO npeacenareis TepputopruaibHOU KOMUACCHUMU.

4.8.Tlo xanamam (aKCUMHJIBHOH CBS3M JIOKYMEHTHI  TEpeIaroTCs
OTBETCTBEHHBIM 3a BEJICHUE JEIIONPONU3BOICTBA MOCIE UX PETMCTPALIUN.

4.9. Ilpm oTmpaBKe TelerpaMMBbl 0ojiee 9eM B YeThIpe aapeca 0hopMIIIeTCs
MO/JIMHHUK, KOMHS W JBa 3K3EMIUIsipa MOAIMUCAHHOIO CIHCKAa PACCBUIKU C
yKa3aHWEM IOJIHBIX IIOYTOBBIX (BKJIIOYas IOYTOBBIM HHJEKC) anpecoB. Ha
Tenerpad nepenarTcs MNOJJIMHHUK C OJHUM HK3EMIUISIPOM CIUCKA PACCBUIKH U
KOIKS TeJIErpaMMbl, KOTOpas ¢ OTMETKOM O MepeJadye TeJIerpaMMbl BO3BPAILAETCA
B TeppUTOpHaNbHYI0 KOMHCCHIO M BMECTE CO BTOPBIM 3K3EMIUIIPOM CIIMCKa
PACCBUIKH MMOJUIMBAETCS B JAENO.

4.10. IIpu otmpaBke nmucbMa OoJjiee YeM B YETHIpE ajpeca COCTABIIAETCS
CIIMCOK PACCBUIKM YCTAHOBJIEHHOM ¢opMbl (mpusioxkenue Ne 5), KOTOpBIit
NOANMUCHIBACTCS  IpEJCENareyieM, B €ro OTCYTCTBUE — 3aMECTHUTENIEM

npeaceaarciisi il MHbIM YJICHOM TGppHTOpHaHBHOﬁ KOMHUCCHUH, UCIIOTHAIOIINM
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o0s13aHHOCTH mpejncenarens TeppuropuanbHoil komuccuu. [locie perucrpanuu
MUCHMO TUPAKUPYETCS B HEOOXOJUMOM KOJIMYECTBE U OTIPABIISAETCS.

Ecnu nucbmMo unm TenerpamMma HampaBiseTcs He 0oljiee 4eM B 4YEThIpe
azpeca, TO MOANUCHIBAETCS KaX bl SK3EMILIAP.

4.11. OtnipaBKka JOKYMEHTOB TMPOW3BOJUTCSA €KEIHEBHO B Yachl paOOTHI
TepputopuanbHO KOMHUCCHH, KPOME BBIXOJHBIX W HEpabOUMX Mpa3THUYHBIX
JTHEH.

[Topsinok OTNpaBKU MCXOMAIIMX JOKYMEHTOB IMOCJIE€ OKOHYAHHUS paboyvero
IHS, B BBIXOAHBbIE W HepaOouMe Mpa3JIHUYHBIE THU, B NEPHUOJ MOJATOTOBKH H
OpOBEACHHUS U30UpaTeIbHBIX KAMIIAHUN YCTaHABIMBAETCA MpejceaTesIeM
TepputopualibHOM KOMUCCHH.

4.12. JIokyMeHTBI C OTMETKOW O CPOYHOCTH AOCTaBKH «Bechma cpouHO» U
«CpouyHo» OQOpPMISIOTCS HE3aMEUINTENbHO, OTIPABISAIOTCS [0 KaHajam
(daxkcummnbHOU cBsi3u, [TW JIEJIO nnm HapOYHBIM.

4.13. JIOKyMeHTBI, HampaBisieMble TpakaaHaM IO JOMAIIHEMY aJpecy,
OTIPABIIAIOTCS Y€pe3 IOYTOBOE OTHAEJIEHUE CBSA3M, KaK IPaBUJIO, 3aKa3HBIMU
MMCbMaMH.

4.14. JlokyMeHThI, TepelaBaeMble MO KaHajdaM (DAKCUMUIIBLHOM CBSI3H,
PETUCTPUPYIOTCS B IOPSIIKE, YCTAHOBICHHOM JIJISl UCXOSIINX JOKYMEHTOB.

4.15. Vcxopsmue TOKyMEHThI, 0(OPMJIICHHBIE C HApYILIEHUEM TPeOOBaHUM
NHCTpyKIMy, K OTIpaBKE HE MPUHUMAIOTCA U BO3BPAILIAIOTCS UCIIOIHUTEISIM Ha
nopabotky. KoppecnonaeHIMsi HeCIyKeOHOro XapakTepa, B TOM YHCIIE JIMYHas
KOPPECHOHEHIUS, K OTIIPABKE HE TPUHUMAETCS.

4.16. Komun uCXOOMIMX JIOKYMEHTOB IOMEUIAIOTCS B JEN0 B

COOTBETCTBUM C HOMEHKJIATYpPOU 1€l TeppuTopruaibHON KOMUCCHU.

5. Ocob0enHoCTH PadOTHI ¢ OOPAIIEHUAME IPAXKIAH

5.1. Opranuzanus paboThl ¢ OOpaIICHUSIMU Tpa)xJAaH OCYIIECTBISIETCS
B COOTBETCTBHH C pa3AesioM 2 Hactosumed NHCTpyKIuu ¢ y4eToM 0COOEHHOCTEM,

YKa3aHHBIX B JdaHHOM pa3JcCiic.
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5.2. IlucemenHble  oOpamieHuss TpaxaaH (mamee — — oOpaieHus),
NOCTYNUBIINE B  TeppUTOPHAIBHYID  KOMHUCCUIO, PETHCTPUPYIOTCS  C
UCIIOJIb30BAHUEM PETMCTPALlMOHHBIX (OPM  OTAENBHO OT JAPYTHMX BHJIOB
JOKYMEHTOB HE IO3JHEE TpEX JHEW ¢ MOMeHTa mnocrymuieHus. OOpaiieHus,
Kacarolyecs: HapyluIeHUH W30UpaTeIbHBIX MPaB rpak/iaH B MEPHUO] MOATOTOBKU
U TIPOBEJICHUS BHIOOPOB U peepeHayMOB, pETUCTPUPYIOTCS B JIEHb MOCTYIUICHHUS
B TeppuTopuanibHyr0 KOMUCCHIO WM Ha CJIEAYIONMINI pabouuii JeHb.

5.3. Ilpu BCKpBITUM KOHBEPTOB MPOBEPSAETCS HAIMYMUE BCEX BIIOXKCHHI.
KonBepT 00s13aT€NBHO COXpaHAETCH.

OOpamieHus, coiepxaimue B aIpecHOM 4YacTH NOMETKYy «JIuuHoy,
paccMaTpuBaroTCs B 0011EM MOPSAKE B COOTBETCTBUM ¢ HCTpyKIIMEH.

[Ipu peructpauum 1oBTOpHbIX OOpamieHuid WM  TPUCBAUBAETCS
OUYEpEeTHOM pEerucTpaloHHbI HOMEpP, B PETUCTpAllMOHHOW (opme nenaercs
otMeTKa «IIoBTOpHOY.

Ecmn  OOpamienue TOCTYNUIO OT KOJUIGKTMBA TpaXJaH, TO TIpH
PETUCTpallU B PETUCTPALIMOHHON (popMe cTaBUTCS OTMETKA «KOJIeKTUBHOEY.

5.4. PerucTpalluOHHBIA IITaMI, COCTOSAIIUM W3 TMOPSIKOBOTO HOMEpa
oOpaIrieHusi U JaThl PErHCTpPalliM, CTAaBUTCSA, KaK MPABUIIO, HA TEPBOM JIHCTE
OOpailieHrs B MPaBOM BEPXHEM YIITy WM Ha CBOOOJAHOM OT TEKCTa MECTE.

Hymepamus noctynuBmmx OOpallleHuil OCYIIECTBISIETCS B Ipejeiax
KaJIEHJapHOI'O roJ1a.

5.5. 3apeructpupoBanabie OOpaleHus pacCMaTpUBAIOTCS TMpeceaaTesieM
TeppuTtopHaqbHOM KOMHMCCHHM, 3aT€M IIOCJIE€ TIIEPEHECEHHUs YKa3aHus IO
UCIIOJHEHUIO ~ JIOKYMEHTa B  pETUCTpallMOHHBIE  (OpMBI  MepenaroTcs
UCIIOJIHUTEIISIM TTOJ1 TTOITUCH.

5.6. Obparenusi, agpecoBaHHbIC YJeHaM TeppUTOPHAIILHON KOMHCCHH,
PETUCTPUPYIOTCS B YCTAHOBIIEHHOM MOPSAKE, TOKIAABIBAIOTCS MpECcCeAaTelto
TeppuTtopuanibHON KOMHCCHM, 3aT€éM IIOCJI€ TIEPEeHECeHUsl YKa3aHus IO
UCIIOJHEHUIO ~ JJOKYMEHTa B  PErHCTpalliOHHBIE  (OpPMBI  TMEPEAaroTCA

HCITOJTHUTCIIAM IIOA IIOAIIHCH.
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OOpamieHusi paccMaTpUBAlOTCA B COOTBETCTBUM C YKa3aHUSIMU 1O
UCIIOJTHEHUIO JOKYMEHTA Mpeacenaress TepputopuaabHOH KOMUCCHU B TTOPSAKE,
YCTAaHOBJICHHOM 3aKOHOAATENLCTBOM Poccuiickon denepamnuu.

5.7. OOpatieHus1, CoAepKaIINE BOIPOCHI, PEIICHUE KOTOPHIX HE OTHOCUTCS
K KoMIleTeHIMU TeppUTOpuaibHON KOMUCCHH, JOKIAABIBAIOTCS MPEACEHATENIO
TepputopraibHOW KOMUCCUHU U IO €r0 YKa3aHUIO MO UCIOJIHEHUIO IOKYMEHTa B
TEUCHHE CEMU KaJEHJApHBIX JHEH CcO JHS PErucTpaluyd HampaBisIOTCS C
CONIPOBOJIUTENIBHBIM ITUCHbMOM 32 €r0 MOJIMNKUCHI0 B COOTBETCTBYIOIIUN OpraH WA
COOTBETCTBYIOIIEMY JOJPKHOCTHOMY JIMITY, K KOMIETEHIIMM KOTOPBIX OTHOCUTCS
penieHre nmocTtaBieHHbIX B OOpalieHu BONMPOCOB, C YBEIOMIICHHEM Tpa)KaaH,
HaIPaBUBILINX OO0paienus, 0 nepeajpecalnuu OO6parieHui. B
CONPOBOJIUTEIILBHOM TMHUChbME OrOBAPUBAECTCSA TOPSIAOK HAmNpaBJICHUS OTBETA
aBropy OOpareHus.

Ecnu pemenne mnocraBiieHHBIX B OOpallieHUsIX BOMPOCOB OTHOCUTCA K
KOMIIETEHIIMA HECKOJIbKUX TOCYJApPCTBEHHBIX OPTraHOB WJIM AOJKHOCTHBIX JIHII,
konusa OOpaleHusi B Te€YCHUE CeMM KaJeHIApHBIX JAHEH CO JHS PEerucTpanuu
HampaBJsSIETCSI B COOTBETCTBYIOIIME  OpPraHbl WM  COOTBETCTBYIOLIUM
JOJKHOCTHBIM JIULIAM.

5.8. 3ampemaercs  HampaBmaTh  OOpamieHMe  Ha  pacCMOTPEHHE
B TOCYJApCTBEHHBIM OpraH, oOpraH MECTHOTO CaMOYIpaBJICHUS WU
JOJDKHOCTHOMY JIMILY, peIIeHHe WiIn JeicTBue (0e3neicTBUe) KOTOPBIX
oOxaiyercs, 3a HCKIIOUYEHHEM CIydyaeB, YKa3aHHbIX B NYyHKTe 6 cratbu 75
®denepanbHOro 3akoHa «O0 OCHOBHBIX TapaHTHUSX M30MpATEIHHBIX TIPAB U MpaBa
Ha yudactue B pedepenayme rpaxaan Poccuiickoit denepanumy.

5.9. Eciu B COOTBETCTBUM C 3alpeToM, yKa3aHHbIM B Mojapaszaene 5.8
NHcTpykimu, HEBO3MOXXHO HampaBuTh OOpaiieHne Ha pacCMOTPEHHE B
rOCyJIapCTBEHHBIN OpraH, OpraH MECTHOTO CaMOYIPaBJIEHUS WU JIOJHKHOCTHOMY
JIUIY, B KOMIIETCHITUIO KOTOPBIX BXOJUT PEIICHHUE MOCTaBICHHBIX B O0OpalieHun

BOITPOCOB, OOpalleHne BO3BPAIIAETCS T'PAXKAAHUHY C Pa3bsICHEHUEM €ro MpaBa
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00’KaJIoBaTh COOTBETCTBYIOIIEE PEIICHUE WM JCHCTBHE B YCTAaHOBJIEHHOM
NOPSIAKE B CYJIE.

5.10. O6pamenusi, mnoOCTynHUBIIME B TeppUTOPUATIBHYIO KOMHCCHIO,
paccMaTpUBAalOTCSI B CPOKH, YCTAHOBJICHHbIe mojapazaenamu 8.5 u 8.6
Nuctpykumm.

B mepuoa moaroToBku M IpoOBenCHUS] BHIOOPOB M pedepeHIyMOB CPOKH
paccMoTpenust ~ OOpaimieHWid  yCTaHABIMBAIOTCA B COOTBETCTBUHU  C
3aKoHOJIaTeILCTBOM Poccuiickoit denepaiuu o BbIOOpax U pedepeHaymax.

Ecaiu  HeoOxomumo mOpoJjiuTh CpOK  paccmoTpenus  OOparieHus,
UCIIOJTHUTEh HE IO3/IHEE Y€M 3a TPU AHS JO HCTEUYEHUS CPOKa IMOArOTOBKHU
OTBETa IMPEACTaBIIET HA WMs Mpeacenarens TeppUTOpUaAIbHOW KOMHUCCUU
JOKJIAJIHYIO 3alKUCKy C OOBSICHEHHWEM, MO0 KaKOW MNPUYMHE HEBO3MOXHO JaTh
OTBET B YCTAHOBJICHHBIA CPOK. MaKCUMAJIbHOE MPOAJICHUE CPOKA PACCMOTPEHUS
OOpamenus coctapiuseT 30 KaneHAAPHBIX THEH.

3asBUTENIO0  HANpaBJsieTCS  yBEIOMJIEHHE O  MPOMJICHHH  CpOKa
paccMmoTtpenust ero O0parieHusl.

OOparieHusi, Ha KOTOPbIE TAIOTCS MPOMEKYTOUYHBIE OTBETHI, C KOHTPOJIS HE
CHUMAIOTCS.

5.11. B cnyuae mnocrymieHuss B TeppUTOpUAIbHYIO KOMHUCCHIO B
YCTaHOBJICHHOM TOPSIJIKE 3arpoca TOCyAapCTBEHHOrO0 OpraHa, OpraHa MECTHOIO
CaMOYTIpaBJIEHUsI WJIM JOHKHOCTHOTO JIHMIA, paccMmarpuBarommx OOpaiieHue,
JOKYMEHTBl W Marepuajbl, HeoOXxoauMmble i paccMmoTpeHus OOpareHus,
MPEJICTABIISAIOTCS B TeUeHUE 15 KalleHaapHbIX THEH.

5.12. OtBet Ha OOpaienre, B KOTOPOM HE yKa3aHbl (pamMiuius rpaxkIaHuHA
U €ro MOYTOBBIM aJpec WM aJpec ICKTPOHHOM MOYTHI, M0 KOTOPOMY JOJIKEH
OBITH HampaBlieH OTBET, He naercs. Takoe OOpaleHHe CHUCHIBACTCS B JIEJIO0
npeacenarenem TepputopuanbHo komuccuu. B cimydae ecnu B OOparieHuu
COJIEpKATCsl CBEACHUS O MOATOTABJIMBAEMOM, COBEPIIAEMOM HJIM COBEPIIIEHHOM

IMPOTHUBOIIPABHOM  ACAHWH, a TaKXC O JIMIC, Cro mnoJAroTraBJIMBAIOIICM,
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COBEPINAIIIEM WM COBEPIIMUBIIEM, OOpAIICHHWE TMOJICKUT HAIMPABICHUIO B
rocyJapCTBEHHBI OpPraH B COOTBETCTBUU C €r0 KOMIIETEHIIUEH.

Ecnmu tekct OOparieHust He mogaeTcsi NpoyYTeHuto, oTBeT Ha OOpalieHue
HE JaeTcsi, M OHO HE TOMJICKHUT HANPABICHUIO HA pPAcCMOTPEHHE B
rocyJapCTBEHHBIM OpraH, OpraH MECTHOTO CaMOYIIPaBJIEHUS WK JI0OJDKHOCTHOMY
JUITy B COOTBETCTBHH C MX KOMITETCHIIMEH, O YeM B TCUCHHE CEMU KaJIeHIapHBIX
aHel co  gHA  peructparmuu  OOpamieHus — cooOmaeTcs  TpaKIaHUHY,
HamnpaBuBieMy OOpaienue (eciu ero GamMuiIns U MOYTOBBIA apec MOATAI0TCs
MIPOYTEHUIO).

5.13. O6pamieHusi, B  KOTOPBIX COJACP)KATCS  HEIEH3ypHbIE  JTHOO
OCKOpOUTEIbHBIE BBIPAXKEHUS, YIPO3bl JKU3HHU, 3J0POBBI0O U HUMYIIECTBY
JOJDKHOCTHOTO JIWIIA, a TAaKXE WICHOB €r0 CEeMbH, OCTAIOTCS 0e3 OTBETa IO
CYIIECTBY TIIOCTaBJIEHHBIX B HEM BOIIPOCOB, a 3asBUTEISIM COOOIIaeTCs
0 HEJIOTYCTUMOCTH 3JIOYTIOTPEOICHHUS ITPaBOM.

5.14. O6pareHue, B KOTOPOM OOKaIyeTCsl CyAeOHOE PEIICHHUE, B TCUCHUE
CEMHU KaJICHJAPHBIX JHEH CO JHA PErucTpallid BO3BpAIIACTCS TPaKIaHHUHY,
HaIlpaBUBIIIEMY OOpaIlleHHWEe, C Pa3bICHCHHEM TMOpsaKa 00KaJOBAaHUS JTAHHOTO
Cy1eOHOTO PEIICHHMS.

5.15. Ecn B OOpaiieHun coaepKUTcs BOMPOC, Ha KOTOPBIM TpaxaaHUHY
HEOJHOKpATHO (7Ba pa3a u 0oJiee) JaBaCh MMUCbMEHHBIE OTBETHI MO CYIIIECTBY B
CBSI3U C paHee HampaBiieHHbIMU OOpareHusMu, U npu 3ToM B OOparieHuu He
NPUBOAATCS HOBBIC JIOBOJBI M OOCTOSATEILCTBA, TO TNEPEMHCKA IO JaHHOMY
BOTIPOCY C TPakIaHMHOM TIPEKPAIAeTCs, 0 Ye€M €My HaIpaBJIseTCsl yBEAOMIICHHUE.

5.16. JlnunbIl mpueM TpaxaaH BeIETCs npeaceaaresieM TeppuTopruaabHOM
KOMHCCHH.

Nudopmarus o0 mopsake mpueMa TpakIaH  pa3MeniaeTcss  Ha
UH(OPMAITMOHHOM CTEH/JIE U OpUIIMaNIbHOM caiiTe TeppuropraibHON KOMUCCUU B
UH(OPMAITMOHHO-TEIICKOMMYHHKAITMOHHOM ceTn MIHTepHeT.

[Ipy  nouyHOM  TpHieMe  TPAKTAHWH  TMPEIBSIBISET  JIOKYMEHT,

y,ZLOCTOBep}II-OH_II/Iﬁ €ro JUYHOCTB.
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Benenue nu4yHOrO mnpuema TpakJaH MOKET COMPOBOXKIATHCS aylHo- U
BUJIC03AIMCHIO, O YEM Tpak/laHe YBEJOMIIAIOTCS 0 Hayaya puema.

5.17. Bo BpeMmsa mpuema TpaxaaH BeAETCS >XypHall ydyeTa, B KOTOPBIH
BHOCATCS JaHHBIC O TPKIAHWHE, KPATKOE COJEpKAHUE OOpaIleHUs, Pe3yIbTaT
€ro pacCMOTPEHUS, a TaAKkKe JOHKHOCTD U (haMIIIUs U1, IPOBOISIIETO IPUEM.

Ecmm wm3noxennsie B yctHoM OOpamienuun  ¢GakTel HE TpeOYyrOT
JOTIOJTHUTEIPHOW TPOBEPKH, OTBeT Ha OOpalmieHwe ¢ coriacusl rpakIaHWHA
MOXXET OBITh JaH YCTHO B XOJI¢ JIMYHOTO MpUeMa, O YEM JIeJIaeTCsl 3alluCh B
KypHasie ydyeTta. B ocTalbHBIX Cllydasix 1aeTCsi MUCbMEHHBIN OTBET MO CYIIECTBY
nocTaBieHHBIX B OOpallieHuu BOIIPOCOB.

B xome nuuyHOro mnpHemMa TpaxJAaHUHY MOXET ObITh OTKa3aHO B
JajdbHEUIleM pacCMOTPEHUU OOpallleHMs], €Clid €My paHee ObUl JaH OTBET MO
CYILIECTBY NOCTaBJICHHBIX B OOpallieHnu BOIIPOCOB.

B cnydae rpy0oro, arpecCMBHOTO MOBEACHUS TPaKJIaHUHA MPUEM MOXKET
ObITh mpekpaiieH. [Ipuw HEOOXOAMMOCTH MOXKET OBITh BBI3BAH COTPYIHHK
oxpanbl. UH(opMmalus o moBeieHnH rpakJjaHuHa OTPAXKAETCS B KypHAJE yUyeTa.

5.18. [lepenannbie Ha mpueme OOpaimieHUs  PETHCTPUPYIOTCS  C
UCIIOJIb30BAHUEM PETUCTPAIIMOHHBIX (OPM W pPAacCMATPUBAIOTCS B TOPSAJIKE,

YCTAaHOBJICHHOM HACTOAIIUM Pa3aciiOM.

6. Oco0enHOCTH PadOTHI C JOKYMEHTAMHU, COIEPKANUMH CJIYKeOHYI0
uHGoOpPMALIMI0 OTPAHUYEHHOT0 PacnpocTpaHeHus (B TOM 4K cJie CBeJleHusl 00
U30UparTesfX, y4aCTHHKAX pedepeHayma, 00pamanouuMucs B paMKax
¢pynkuuonuposanus I'ocyrapcTrBeHHOM cUCTEMbI perucTpauuu (y4era)

usduparesieid, ysacTHukoB pedepenayma B Poccuiickoit @enepanun)

6.1. OcobenHocT pabOThl C JOKYMEHTaMH, COACPKAIIUMHU CIYyKECOHYIO
MHPOPMAITUIO OTPAHUYEHHOTO PACTIPOCTPaHEHUSI.
6.1.1. K cuyxeOHoil wuH}OpManMu OTrpaHUYEHHOTO PACIPOCTPAHECHUS

OTHOCHUTCA HCECCKPCTHAA I/IH(I)OpMaHI/I}I, HC3aBHCHMMO OT BHJa €€ HOCHTCIIA,



31

OTrpaHUYECHUS Ha pacnpocTpaHeHue KOTOpOH YCTaHABJIMBAKOTCS
3akoHoAarenbcTBOM Poccuiickoit denepanuu, pemeHUsIMI (IIOCTAaHOBIECHUSIMHU )
BBILLIECTOSIIIUX U30UpATENbHBIX KOMUCCHM.

6.1.2. Heo6Xx0aMMOCTh ~ MpOCTaBICHUST TOMETKH «Jlyig  ciayxeOHoro
nonp3oBaHus» (nanee — «JACIl») Ha noOKyMeHTaX M M3AHUAX, COJEPIKALIUX
ClIy’)keOHyI0 HMHGOPMAIIMI0O OTPAHUYECHHOTO pPACIPOCTPAHEHUS, OIpeneseTCs
npexacenareneM  TeppUTOpuanbHOM  KOMHUCCUHM,  MOJIUCHIBAIOIIUM WA
YTBEPKAAIOIINUM JOKYMEHT.

JIOJDKHOCTHBIE JIMIA, NMPUHABIIME pEHIeHWE 00 OTHECEHHH CITy:KeOHOH
uHpopMaMu K  paspsdy  OTPaHUYEHHOIO  PACIPOCTPAHEHMs,  HECYT
NEPCOHAIBHYIO0 OTBETCTBEHHOCTH 32 000CHOBAHHOCTh PUHATOTO PELICHMUS.

6.1.3. [Tometka «JICII» u HOMEp 3K3eMIUIsIpa MPOCTABISAIOTCS B IIPABOM
BEpPXHEM YIUIy NEpPBOIl CTpaHMIIbI TOKyMEHTa (B cllyyae HEOOXOAUMOCTH — U €T0
MPOEKTa),  COJEpKAIIEro  CIHyXeOHyr0  WHGOpPMALUIO  OTrPaHUYEHHOTO
pacrnpocTpaHeHHs], Ha O0JIOKKE U TUTYJIBHOM JIMCTE U3JaHMsI, a TAK)KE Ha TIepBOM
CTPAHMIIE COITPOBOJIUTEIBLHOTO MUChMA K TAKUM JIOKYMEHTAM.

6.1.4. PaboTa ¢ mOKyMEHTaMH, COJIEPKAIIMMH CITy>KEOHYI0 WH(OpPMAIIHIO
OTPAaHUYEHHOTO PACTIPOCTPAHEHMsI, B TOM YMCIIE UX MPHUEM, YUeT (perucrparus),
OCYUIECTBJISIETCS B TOPSAJKE, YCTAHOBIEHHOM JJII HECEKPETHBIX JOKYMEHTOB, C
y4eToM OCOOEHHOCTEH, H3JI0KEHHBIX B HacTosieMm paszaene. llpu stom kK
PETrUCTPallMOHHOMY HOMEpPY JOKyMeHTa 100aBisieTcst mometka «J{CII».

6.1.5. Hokymentsl ¢ nomeTkon «JICII» peructpupytorcs (y4UTHIBAIOTCS)
BMECTE C JPYTMMHU HECEKPETHBIMU JIOKYMEHTaMH. B perucTpanioHHON KapTOUyke
JTOKyMEHTa npou3BoAauTcs 3anuch «{CID».

6.1.6. CxkanupoBaHue, KONUpPOBaHUE (TUPAKUPOBAHHUE) JIOKYMEHTOB C
nomeTkol «JICII», mpou3BOAUTCS HCIIONHUTENIEM JIOKYMEHTa C IMHUCbMEHHOIO
paspeuieHuss  Tpeacenarens  TeppUTOPUAIBHOM  KOMHUCCHUH, TIIPU  OTOM

OCYIICCTBIIACTCA YUCT KaAXXIO0I'0 OK3EMILISIPpAa YKa3aHHBIX JOKYMCHTOB.
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6.1.7. Hoxymentst ¢ mometkoir  «JICIl»  mepematorcs  wieHam
TepputopuanbHOW  KOMHCCMM M TpaXJAaHCKUM  CIIy)KalluM  arrmapara
TepputopuanbHON KOMUCCUU MO TIOJTHKCH.

6.1.8. loxymentsl ¢ momeTkoit «J{CII» HampaBisioTCs B Apyrue OpraHbl U
opraHuzalMu opraHamu (denepaibHOU  (PeNbIbErepcKol  CBSA3M, CIIyX OOM
CHEUUaIbHOW CBSA3M JMOO HAPOUYHBIM. 3ampellaeTcs MepelaBaTh JTOKYMEHTHI C
noMetkoil «JICIl» mo He3allMIeHHbIM KaHajlaM KOMIIBIOTEPHO-MOJEMHON U
(akCUMIIBHOMN CBSI3U.

Jokymentsl ¢ momerkon «/ICII» pacceuialoTCsi HECKOJIBKHM aapecaram
COIVIACHO CIIUCKY PAacChUIKM, B KOTOPOM HAIpOTHUB KaXJOro ajpecara
IOPOCTABIICTCA HOMEDP SK3eMIUIIpa OTHpaBISIEMOro JokymeHTa. CrHucok
PACCBUIKHA TMOAIMCHIBAETCS MCIOJHUTENEM M MpeacenaresieM | eppuTopranbHOU
KOMMCCHHU.

6.1.9. Ucnionaennaple mokyMeHTHI ¢ momeTkon «JICID» dopmupyrorcs B
7iesia B COOTBETCTBMM C HOMEHKJIATypoi Aen. B nmpaBom BepxHeM yriy 0OJ0XKKU
JIeNa, B KOTOPOE MOMEIIEHBI TAKHE TOKYMEHTBI, TpocTaBisieTcss nomeTka «JICID».

6.1.10. JTokymenter ¢ mometkoi «JICID» XpaHATCS B 3aKpBIBAIOITUXCS
mkagax.

6.1.11. VauuroxeHue nein, TOKYMEHTOB W u3naHui ¢ moMeTkou «JICID»,
YTPaTUBLINX CBOE NPAKTUYECKOE 3HAYECHHE M HE HMEIOIINX HCTOPUYECKOU H
Hay4YHOW LIEHHOCTH, IPOU3BOJIUTCS MO aKTy YCTAaHOBJIECHHOU (POPMBI C yKa3aHHUEM
HOMEpOB 3k3eMIusipoB (mpuiokeHue Ne 13). B yuernsix Qopmax npenaercs
OTMETKa 00 YHUYTOXEHUHU CO CCHUIKOM Ha COOTBETCTBYIONIUHN aKT.

6.1.12. Pemenne o cusatun nometku «JCID» ¢ mokymeHTa mpHUHUMAET
TOJKHOCTHOE JIMLO, MOANKCABIIEE UM YTBEPAUBILIEE TOKYMEHT.

Custue nometku «J{CII» ¢ mpucnanHoro B TeppUTOPpUAIBHYIO KOMUCCHIO
JOKyMEHTa MOET ObIThb MPOU3BEACHO TOJBKO IO COIJIACOBAHUIO C
OpraHu3alyen, HalpaBUBILIEH JOKYMEHT.

Cusarue nometkn «ICID» ¢ qokymeHTa IpOU3BOAUTCS OTBETCTBEHHBIM 32

BCACHUC ACJIOIIPONU3BOACTBA Ha OCHOBAaHUH IUCBMCHHOTO YKa3aHus
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JOJPKHOCTHOTO JIMIA, NPUHSABLIEr0 Takoe pemeHue. [lpu cHATHM TOMETKH
«ICI» Ha OOKyMEeHTax W Jenax, a TakKe€ B PErucTpalMOHHON KapTOYKe
JIENAI0TCS] COOTBETCTBYIOIINE OTMETKHU.

O cuatun nometkn «JICID» yBemomusitorcs Bce anpecarbl, KOTOPBIM
JOKYMEHT HampaBJIsUICs, JTMO0 OpraHu3allys, €ro HalpaBUBIIIasl.

6.1.13. B cmydae yTparbl nen, TOKYMEHTOB WM H3IaHUNA C MOMETKOU
«ACIl» nmubo paszrnameHust coaepxaiieics B HUX HMH(OpMalMM Ha3zHAYaeTcs
cirykeOHasi MpoBepKa, O pe3yJibTaTax KOTOPOM TOKJIaAbIBACTCS MPEACENaTeIto
TepputopuanibHON KOMHUCCHH.

O6 ytpate nen u gokymeHToB ¢ nomeTkon «JICII» cocraBisieTcss akT, Ha
OCHOBaHUU KOTOPOT'O JENIal0TCA COOTBETCTBYIOIINE OTMETKH B YUETHBIX (hOpMax.

6.2. Pabota ¢ mokyMeHTaMH, COJIEp)KAIllMMH CBEACHHUS 00 H30MpaTelsx,
ydyacTHHUKaX pedepeHayma, oOpamaronmMucs B pamMKax (QYHKIIMOHMPOBAHUS
I'ocynapcTBeHHOM cucTeMbl peructpanuu (ydera) uzOupareneid, y4aCTHHKOB
pedepernyma B Poccuiickoit deaeparumu.

6.2.1. K gokymeHTaMm, cojepKalluM CBeICHHS 00 u30uparesx,
YYaCTHHKAX pedepeHayMa, oOpalarluMUCI B paMKaxX (YyHKIMOHUPOBAHMS
locynapcTBeHHOW CHCTeMBI perucTpanuu (ydera) u3OupaTenei, y4aCTHUKOB
pedepennyma B Poccuiickoit denepannn, OTHOCSATCS JOKYMEHTHI, TOCTYHAIOIINE
B TeppuropuanbHyt0 KOMHCCUIO OT UCIIOJIHUTENBHBIX OPraHOB IOCYAapCTBEHHON
Bractu CankTt-IleTepOypra, TeppuTOpUaIbHBIX OpraHOB (eaepaibHbIX OpPTraHOB
UCIIOJIHUTENBbHOM BhacTH, LlenTpanbHol n3buparenbHoil Komuccun Poccuiickoi
Oenepanuu, PI'KY «Denepanbubiii ieHTp nHGopmaTusanuu npu LlerTpanpHOi
n3buparenpHoii kKomuccun Poccuiickoit deneparuny», Caskt-IlerepOyprckoit
U30UpaTeNbHOW  KOMHUCCHHM, H30UpaTelIbHBIX KOMHUCCUH  BHYTPUTOPOJCKHUX
MYHULIMIATbHBIX oOpazoBaHMiA Cankr-IletepOypra, CHUCTEMHBIX
aJIMUHHCTPATOPOB KOMIUIEKCOB CpPEICTB aBTOMATH3alMM |'ocyaapCTBEHHOU
aBTOMATU3UPOBaHHOU cucTemMbl Poccuiickoit denepannn «BwiOopey (nanee —
WCTOYHMKY  WH(POpPMAIlMU), HAMpaBisIeMble HM30MPATETHHONM  KOMHCCHEH

HNCTOYHHNKaAM I/IH(bOpMaHI/II/I, a4 TaKiKC JOKYMCHTBI, IIC€PECChLIIACMBIC MCKIY
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KOMILIEKCAMH CPEACTB aBTOMATH3AIlMd TEPPUTOPUATBHBIX H30MPATEIIbHBIX
komuccuid B Cankr-IlerepOypre (manee — KCA THUK), Canxkr-IletepOyprckoii
uzbuparenbHo  komuccuet (mamee — KCA HWKCP®) wu LenrtpanbHoii
m3ouparenbHot komuccued Poccuiickoit ®enepauun (manee — KCA IIUK
Poccun) B pamkax peanuzanuu 1enedl u 3amad ['ocynapCTBEHHON CHUCTEMbI
peructpanuu (ydera) mzOuparernei, ydacTHUKOB pedepeHayma B Poccuiickoit
denepanum.

JlokymeHTbl MOTYT O(OpMIISITBCS Kak Ha OyMaXXHbIX, TaK M Ha
MaITHHOYUTAEMBIX HOCUTEIISAX.

6.2.2. PabGota ¢ TOKyMEHTaMH, COJIEPXKAIIUMU CBEJICHUS 00 M30HMpaTelsx,
ydyacTHHKaX pedepeHayMa, JODKHA OCYIIECTBISATHCA C  YYETOM HOPM
®enepanbHoro 3akona ot 27 utons 2006 roma Ne 152-D3 «O mepcoHanbHBIX
naHHBIX», [lonoxeHuss 00 0COOEHHOCTSIX OOpPabOTKH TMEPCOHATBHBIX JIAHHBIX,
OCYULIECTBJISIEMON 0€3 MCIOJIb30BAHUS CPEJICTB aBTOMATU3aLUU, YTBEPKIECHHOIO
IIOCTaHOBJICHUEM IIpaBurenbcTBa Poccuiickon denepanuun
ot 15 centsabps 2008 roma Ne 687, IlonoxxkeHust o I'ocymapcTBEeHHON CHCTEME
peructpanuu (ydera) uzlOuparenieid, ydacTHUKOB pedepeHayma B Poccuiickoit
®denepanum, YTBEPKIACHHOTO IIOCTaHOBJIEHUEM 1K Poccun
ot 6 Hos10pst 1997 roma Ne 134/973-11, PernamenTa MCIIONB30BaHMS TTOICHCTEMBI
«Peructp  um3bupateneil, ydacTHUKOB pedepenayma» ['ocymapcTBeHHOU
aBTOMATU3UpOBaHHON  cuctembl  Poccuiickoit  ®enepammn  «BbiGophi»,
yTBepxkAeHHOro mnocraHoBiennem [[UK Poccum ot 26 wmapra 2014 roma
Ne 223/1437-6, Tlonoxenuss 00 oOecreueHUH O€30MAaCHOCTH HWH(OpPMAIUU B
l'ocynapcTtBeHHOM aBTOMaTHU3UpoBaHHOW cucreMe Poccuiickon ®enepaunn
«Bp100pB», yTBepx)AeHHOr0 mnoctanoBieHueM LUK Poccuu ot 23 urons 2003
roga 19/137-4.

6.2.3. JIokyMeHTBI, coaepk alliiue CBeAeHUsi 00 M30upaTensaX, y4acTHHUKaX
pedepennyma 10mKHB 00pabaThIBATHCS B PEXXUME KOHPUIECHIIUATIBHOCTH.

6.2.4. Peructpauuio U XpaHeHHE TOKYMEHTOB, COJAEpKAIIUX CBEACHHS 00

nu30upaTensx, ydacTHHKax pedepeHayma, MOCTYNAKOIUX OT HCTOYHUKOB
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uH(GOPMallMM U HAMNpPaBISEMBIX MM, OCYIIECTBISIOT TPAKIAHCKUE CIyXKallue
anmaparta TepputopuaibHON KOMUCCHU.

6.2.5. Cnucok  JuL, YHOJHOMOYEHHBIX IIOJIydaTb OT HCTOYHUKOB
uHbOpMallMl H TepeJaBaTb MM JOKYMEHTBI, COJEp>Kallue CBeACHHs 00
u30upaTensx,  y4yaCTHHKax  pedepeHayma,  YTBEpXKAaeTcsi  MPUKa30M

npencenarenss TeppuropuaibHOW KOMUCCHUHU.

6.2.6. IlomyuuB ot ncTouHMKa HHGOPMAIIUU JOKYMEHT Ha OYMakHOM JIH0O
MaIIMHOYMTAEMOM HOCHTENE, COJEpKalliuil CcBeAeHWss 00 wu30upaTensx,
y4acTHHKaxX pedepeHmyma, COTPYIHUK ammapara TeppuTopuaibHON KOMHUCCHH,
OTBEYAIONIHH 32 JAEIIONPOU3BOICTBO, TPOCTABIAET MOMETKY «JICII»:

Ha OYMa)XHOM HOCHTENIC - B IMPAaBOM BEPXHEM YIUIy NEPBOM CTpaHHUIIbI

JOKYMCHTA,
Ha  MAaIlIMHOYHUTACMOM  HOCHUTCIIC - B HpaBOﬁ BerHeﬁ qaCTu

MaIlIMHOYUTAEMOT0 HOCUTEISI HH(OPMALIUH.

[Tometka «JICII» mnpocTaBisieTcs Takke Ha TMEPBOM  CTPAHUIE
COTMPOBOAMTENILHOTO TMHChbMA K JIOKYMEHTaM, COJEp)KalluM CBEeACHHUS 00
n30upartesix, yaacTHUKax pedeperayma.

6.2.7. Bce 1OKyMEHTBI, coOJepXaliue CBeJcHus 00 u3bmparensx,
y4acTHUKaX pedepeHayma, U COMPOBOAUTEIbHBIE MNHChMAa K HUM MpPU HX
MOJTYyYeHUH JMOO0  OTMIpPaBKE PETUCTPUPYIOTCS  COTPYJHMKOM  ammapara
TepputopranbHOW KOMUCCUHU, OTBEYAIOIINM 32 JEJONPOU3BOACTBO B OTIEIBHOM
KypHajie 10 (opMe, YCTAaHOBJIEHHON COOTBETCTBYIOIIMM IIPAaBOBBIM aKTOM
TeppuropnanbHoit komuccuu. [Ipy 3TOM K PpPETUCTPAMOHHOMY WHIEKCY
noKyMeHTa nooasisieTcst momeTka «JCIDy.

6.2.8. ConpoBoAUTENIbHBIE MHUChbMA K MAlIMHOYUTAEMbIM HOCHUTEIISM,
coJiepKalluM HM3MEHEHHUs PErHOoHalbHBIX (parmMeHTOB Perucrpa umsbupatenei,
YYaCTHUKOB pedepeHiyMa pErucTpUpyrOTCS OTBETCTBEHHBIM 3a BEJICHUE
NIEJIONPOU3BOACTBA B TeppurtopuasibHod  kKomuccuu. Ilpm  stom  Ha
CONPOBOJIUTEIBHOM MHUCHME€ U MAIIMHOYUTAEMOM HOCHUTEIE MPOCTABISAETCS

nomeTka «[CII».
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MammHOYNTaeMbIE HOCUTENH, COAEPKAIIME H3MEHEHUS PETMOHAIbHBIX
dbparmMeHToB Peructpa u30upartene, Y4aCTHUKOB pedepenayma,
CONPOBOAMTENIbHBIE MHChbMAa K HHUM JOCTaBIsAOTCS B TeppUTOpHATIBHYIO
KOMHCCHIO TTOCPEJICTBOM 3alIUIICHHBIX CEPTHPUIUPOBAHHBIMU CpPEJICTBAMH
Kpunrorpaguyeckod  3alIUThl  TEJICKOMMYHHMKAlMOHHBIX  KaHaioB ['AC
«Bw160pEI», Opranamu ¢eaepanbHON (enbIberepcKoil CBsI3U MO0 HAPOUHBIM.

6.2.9. JlokyMeHTBI, coaepKaliue cBeleHust 00 n30upaTensx, y4yacTHUKaX
pedepenayma, Ha OYMa)KHBIX JMOO MAIIMHOYUTAEMBIX HOCUTENSX XPaHSTCS B
cefipax WIM B HAAEKHO 3alMUpaeMbIX M OleuYaThiBaeMbIX IiKadax (SIuKax,
XpaHWINIIAX).

[To ucreuennu cpoka XpaHEHUsI U PACCMOTPEHUS HA SKCIIEPTHON KOMUCCUU
TepputopranbHO KOMUCCHUHM YKa3aHHBIE JOKYMEHTHI YHHUYTOXKAIOTCS TIO aKTy
(mpuitosxenue Ne 13).

6.2.10. IokyMeHTBI, coiepKalie CBEACHU 00 M30upaTensix, y4acTHUKaX
pedepeHayma, MepenaroTcsi COTpyAHHUKaM TeppUTOPUAIBbHON KOMHUCCUHU TOA
HOJIHCH.

[lepenaua JOKYMEHTOB, COJEpKaIlMX CBEICHUS 00 wu30upaTensx,
ydacTHUKax pedepeHayma, OT OJAHOTO pabOTHHMKA APYroMY OCYIIECTBISETCS C
paszpeuieHust mpexacenarenss TeppUTOPUAIBHOW KOMHMCCHM WM JIMLA, €ro
3aMEeIIaoIero.

JIOKyMeHTBI, colepKalllhe CBEACHUs 00 U30Mparensix, y4acTHUKAX
pedepenaymMa, THPAKUPYIOTCS C TUCBMEHHOIO pa3pellieHus NpeceaaTes
TeppuropualbHOM  KOMMCCHM WM JIMLOA, €ro  3aMEIIAroIIero.  Y4Yer
TUPAKUPYEMBIX JOKYMEHTOB OCYIIECTBIIsIeTCS ModK3eMIuiipHo. Ha oGopote
MOCJIETHETO JIMCTA KAXKIOTO DSK3EMIUIApa MCHOJHUTENb JOJDKEH YKa3aTh
KOJMYECTBO  OTMEUYAaTaHHBIX  SK3EMIUIAPOB, CBOIO  (GaMWINIO W JaTy
TUPKUPOBAHUS JOKYMEHTOB.

6.2.11. O d¢dakrax yTpaThl [IOKYMEHTOB, COJEpXalluX CBeJIeHUs 00
n3buparensx, ydacTHUKax pedepeHayma, Tu00 pasriameHus COoAepIKalieics B

HUX HH(OpMAIMU CTaBUTCA B HM3BECTHOCTh IMpelicenaTeNb [eppUTOpHaibHON
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KOMMCCUMM WM JMIO, ero 3aMewmarouiee. IIpencemarens wmm nmno, ero
3aMelaroliee, Ha3Ha4aeT KOMUCCHIO JUIsl pacciieIOBaHUsl OOCTOATEIbCTB YTPAThI
WIM pasriameHus. Pe3ynpTaTbl NPOBEPKU JOKIAABIBAIOTCA IPEACENATEIIO
TepputopranbHONM KOMUCCUH WJIU JIUILY, €70 3aMELIAIOIIEMY.

7. lloaroroBKa, oopmjieHHe, BHINYCK, Y4€T JOKYMEHTOB,

paccMaTpuBacMbIX Ha 3aC€AaHUAX TeppHTOpHaJILHOﬁ KOMHCCHH

7.1. ®opMupoBaHue npoeKTa NMOBECTKHU AHS 3acelaHusA
TeppuropuajibHOIl KOMHCCHUM.

7.1.1. IlpoexT moOBECTKH [IHS 3aceqaHusi TeppUTOpHATBHOM KOMUCCUU
dopmupyercs npezacenareneMm (cexkperapem) TeppuUTOpUAIbHON KOMHCCHUU B
CPOKHM, YCTAHOBJICHHBIE PETJIIAMEHTOM TEeppUTOPHAIIBHOW KOMMCCUH, Ha
OCHOBaHMHM IUIaHOB paboTbl u pemieHuid TeppUTOpUaIbHOW KOMHCCHH,
IIOPYYEHH mpeacenarenss [eppUTOPUAIBHOM  KOMHCCHHM, IOCTYNMBIIHMX
NOKYMEHTOB M, IIOCJIE COIJIaCOBAaHMs C IIpeAcenareneM TeppUuTopruabHOU
KOMMCCHH, IOANMUCHIBAETCA CEKpeTapeM TeppuTopruanbHON KOMUCCUH.

7.1.2. Unensl TeppuropraibHOW KOMHUCCHH BIPABE MPEAJIOKUTH BHECTH B
IIPOEKT IIOBECTKU JIHS 3acCelaHusl BOIPOCHI, B TOM YMCIIE, HE IIPEAYCMOTPEHHbIE
jaHaMu padoThl W peHieHUus MU TeppUTOpUANIbHOW KOMHUCCHUH, TPHU YCIOBUU
HaJIM4YUs MOArOTOBIIEHHBIX IO 3TOMY BOIIPOCY TOKYMEHTOB.

JlaHHBIE BOIIPOCHI BKJIIOYAIOTCA B NPOEKT IMOBECTKU JHS 3aCeHaHusd
TeppuropualibHOW KOMHCCHU TPH MUCHBMEHHOM oOpaineHuu (B TOM 4YHCIE
HAMPaBJICHHOTO 1O CPEACTBAM 3JICKTPOHHON MOYTHI) wicHa TeppuTOpHambHON
KOMMCCUU 110 MHHULIMATUBE KOTOPOrO BOIIPOC BBIHOCHUTCS HA 3aCEIaHME, HA UMS
npeacenarens TeppuTopranbHON KOMUCCUU, B KOTOPOM YKa3bIBAa€TCS HA3BaHUE
BOIIPOCA, NOKJIAMYUK M JaTa Mepeladyd NOATOTOBJIECHHOIO IPOEKTa PEIICHHS B
COOTBETCTBUM C MYHKTOM 7.2 MHCTpYKIIMM M MAaTepHAIIOB K HEMY CEKPETapIO
TepputopualibHOM KOMHUCCHH.

7.1.3. CornacoBaHHbIi C mpezacenareieM TeppUTOPUATBEHON KOMHCCUU U

NOJNUCAHHBIA ceKkpeTapeM TeppUTOpHalbHOW KOMHUCCHUU MPOEKT MOBECTKHU JTHS
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3acenanust TeppUTOpuanbHOM KOMHCCHUH THPAXKUPYETCS ISl PACCHUIKUA YWIEHAM
TepputopualibHOM KOMUCCHHU.

[TpoekT nmoBecTkH AHS 3aceaHusl U30UpaTEIbHOM KOMUCCUM Pa3MeEIaeTcs
Ha oQUIUATbHOM caiiTe u30UpaTeNbHOM KOMHUCCMM B HH(POPMAIMOHHO-
TEJIEKOMMYHHUKAIIMOHHOMN ceTh MHTEepHeT.

7.2. lloArOTOBKA JOKYMEHTOB IO BOINPOCAM, BKJIKYEHHBIM B MPOEKT
MOBECTKH IHA 3acefaHust TeppuTopHaAJIbHON KOMUCCHH.

7.2.1. JlokyMeHTBI 110 BOIPOCaM, BKJIIOUEHHBIM B INPOEKT IMOBECTKU JHS
3acenanus TeppUTOpUaIbHOM KOMHUCCUU, TOTOBATCS YWICHAMH | eppUTOpPUATIBbHON
KOMHUCCHH, 32 KOTOPBIMHM 3aKPEIUIEHBl COOTBETCTBYIOLIME  HAIPABICHUS
JESTeNIbHOCTH, C MPHUBJICYEHHEM, B Cllyyae HEOOXOAUMOCTH, pPaOOTHHUKOB
arnmapara TeppuTopruarbHON KOMUCCHH U APYTUX CIICIUAIMCTOB.

7.2.2. IlpeacraBisieMble K pacCMOTPEHHUIO JTOKYMEHTHI JOJDKHBI BKIIIOUATh
03arJIaBJICHHBI MPOEKT pEUIeHUs] C MPUOOIIEHHBIMU K HEMY MOJIMHHUKAMU
JOKYMEHTOB, TIOCIY>KMBIIMX OCHOBAaHHMEM [UJII PacCMOTPEHHMsS BOIIpOca Ha
3acenanuu TeppUTOpUATBEHOW KOMHCCHH, JTMOO MPOEKT MUChbMa, MOIJIEkKAIIETO
COTJIACOBAHUIO  HA  3aceJaHnd [ eppuUTOpUANIBHOM  KOMHCCUHM,  TpH
HEOOXOAMMOCTH — MOSICHUTEIBHYIO 3alMCKY 110 pacCMaTpUBAEMOMY BOIIPOCY.

7.2.3. IIpoexTsl AOKYMEHTOB (BKJIIOUasi MPUIIOKEHUS), TMPEICTaBIseMbIe
JUISl PacCMOTPEHHsI Ha 3acelaHuu 1eppUTOpHAIbHOM KOMHUCCHM, BH3UPYHOTCA
UCIIOJIHUTENIEM, U WICHOM TeppUTOpHaNIbHOW KOMMCCHHM, OTBETCTBEHHBIMH 32
NOATOTOBKY TOKYMEHTA.

[IpoeKkThl JOKYMEHTOB (BKJIIOYAsl TMPUIIOKEHUS), COJEpKAILIKUE BOIPOCHI
¢uHaHCHpOBaHUSI BBIOOPOB, OOECMEUEHUS EATEILHOCTH TeppUTOpHATBHON
KOMHUCCHHU, O0YUYEHUsI OpraHu3aTOpOB BHIOOPOB M YYACTHHUKOB H30MPATEIbHOIO
mpouecca, B 00s3aTENbHOM TMOPSAJIKE BU3UPYIOTCS TJABHBIM OyXrajarepom
TepputoprualibHOM KOMUCCHMU.

Busbl mpoCTaBISIOTCS B KOHIIE TEKCTa NPOEKTa pelIeHus Jubo Ha
00OpOTHOM CTOPOHE TMOCIEIHEr0 JIMCTa TMPOEKTa JOKyMEHTa (BKJIHOYas

NPUIOKEHHUA) 0 YCTaHOBJIEHHOHN ¢opme (mpuokenne Ne 6). Kaxkaplii gucT
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MPWIOKEHUSI BU3HPYETCS HUCIOJHUTENIEM. Bu3a mnpocraBisieTcss B NPaBOM
HUKHEM YIIIy Ha CBOOOJHOM I10JI€ CTPAHUIIBI MOCJE TEKCTa JIMOO Ha 00OPOTHOM
CTOpPOHE.

7.2.4. IIpoeKThI JOKYMEHTOB JJIsI BU3UPOBAHUS JOJDKHBI TIPEACTABISITHCS B
CPOKH, YCTAaHOBJIEHHBIE PETJIAMEHTOM TeppUTOpUaTBbHON KOMUCCHUMU.

7.2.5. UcnionauTens oOecreuynBaeT KOMILIEKTHOCTh BCEX JOKYMEHTOB,
0003HAYEHHBIX KaK B MPOEKTE PEIICHNUs, TaK U B MPUIIOKEHUAX K HEMY.

7.2.6. Ilocie mpocMoTpa, a B HEOOXOIUMBIX CJIydasX — BHECEHUS
MONPABOK, CEeKpeTapb TeppUTOpHATIBHOM KOMHCCHM Ha MOJATOTOBJIEHHBIX H
O(OPMIIEHHBIX JUIsl PACCMOTPEHHUSI HA 3aCEIaHUU NMPOEKTaX JTOKYMEHTOB JIEIaeT
oTMeTKy «Ha 3acegaHuey», CTaBUT MOJIUCH U 1aTy W NEPEAACT BECh KOMIUIEKT
JOKYMEHTOB OTBETCTBEHHOMY 3a BEJCHHUE JEJIONPOM3BOJICTBA (32 MOJATOTOBKY
3acenanus) JUisl THPAKUPOBAHMUSL.

7.2.7. Ilpoextsl pemennii Komuccnu u apyrue He0OXOAUMBIE MaTepUaIbl
npenocTapisitores wieHam Komuccun He mosjHee, 4eM 3a JBa pabouux JHS 10
3acenanust Komuccenn, a B MCKIIFOUUTEIBHBIX CIIy4asiX — HE MO3Hee 4eM 3a | Jac
10 Hayaa 3acenanust Komuccun.

7.2.8. OTBETCTBEHHBI 3a BEJCHHE JICJIONMPOMU3BOJCTBA (TIOATOTOBKY
3acelaHusl) KOMIUIEKTYET ManKu ¢ JOKYMEHTAMH, MMOJIeKAIUMU PACCMOTPEHUIO,
B COOTBETCTBUM C IPOEKTOM IMOBECTKH MJHS 3acedaHus TeppUTOpUaibHOU
KOMHCCUM W pa3fgaeT HUX ujeHaM TeppuTopuarbHOW KOMHCCHH, B CpOK,
YCTAHOBJICHHBIN PETJIaMEHTOM TeppUTOPUAIIBHONM KOMUCCHUMU.

Ecnmn umen TeppuTopuaibHOW KOMHCCHM HAaxOAUTCS B OTILYCKE,
KOMAaHJIMPOBKE WJIM OTCYTCTBYET MO 0O0JI€3HU, MpeTHA3ZHAUYCHHAS ISl HETO Tarnka
C JOKYMEHTaMH OCTA€TCsl 10 €ro BO3BpAIICHHS y OTBETCTBEHHOTO 3a BEJICHUE
JEJI0NPOU3BOICTBA (32 MOATOTOBKY 3aceqaHus).

Unenam TeppuropuanbHOW KOMUCCUHU C IIPABOM COBEILATEIBLHOIO I0JI0Ca U
JUUaM, TpUTJIAIIEHHBIM Ha  3acellaHhe, COOTBETCTBYIOIIME  MaTepHalibl

MepCaAaroTCAa 1Cpeaa Ha4ajioM 3aCCAaHNA.
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7.2.9.Tlepen  HauamoMm 3acefdaHuss OTBETCTBEHHBIM 3a  BEJCHHE
JIEJIONPOU3BOCTBA (32 MOATOTOBKY 3ace/laHusl) PETUCTPUPYET MPUTIIANICHHBIX HA
3acelaHue  JIMIl, CIHCOK  KOTOpPhIX  MPEACTABISECTCS  MPEACENaTelNto
TeppuTopuanbHON KOMUCCHUM.

7.2.10. Ha 3acenanumn TepputopuaibHONH KOMHCCHH BEIETCS IMPOTOKOJ U
MOKET MPOM3BOJUTHECS ayJauo3amnuch (BHUAEO3amuch). B cimyuae mpou3BoicCTBa
aynuo- wid (BHJEO) 3alHMCH WIEHbl TeppUTOPUAIBHOW KOMHUCCUU U
NpUrjanieHHble YBEIOMIIIOTCS 00 O3TOM J0 OOBSIBICHUS TOBECTKH JIHA

3acelaHusl.

7.3. Bbllyck  IOKYMEHTOB,  PacCMOTPEHHBLIX Ha  3acelaHUH
TeppuropuajbHOI KOMHCCHUM.

7.3.1. JlIokyMeHTBI, pacCMOTpPEHHBIC Ha 3acedaHuu TeppuTOopHUaIbHOU
KOMHUCCHH, B CIy4ae, €CJId B XOJI€ 3aCEIaHMsI BHOCWINCHh W3MEHEHUS, JOJDKHBI
OBITH OpaOOTAHBI, a 3aTEM MOANKUCAHbI, 3aPETUCTPUPOBAHBI U PA30CIIAHBI.

7.3.2. Cpok nopabOTKH TOKYMEHTOB HE JOJKEH MPEBBIMIATh TPEX pabounx
JIHEN mocne OHsS 3acelaHus, €clid MHOM CpOK He ormpezaeneH (enepanbHbIM
3aKOHOM M (WiM) 3aKOHOM cyObekTa Poccuiickoit @exnepanuu, periiaMeHTOM
TeppuTopuagbHON KOMUCCHUH WJIM HE OTOBOPEH HA 3aCEIAHUMU.

7.3.3. Ilpu nopaboTke JOKyMEHTa MWCIOJHUTENb BHOCHUT B TEKCT
COrJacoBaHHblE B XOJA€ 3acelaHus U3MEHEeHHs. B ciydae mnpuHsATHA
TepputopuanbHOll KOMHCCHEH pEHIeHUS O HEOOXOJUMOCTH KOHTPOJIS 3a
BBINIOJIHEHUEM DEIICHHs] €ro TEKCT JOMOJHSAETCS MYHKTOM, B KOTOPOM
HA3Ha4yaloTCs JIUIa, OTBETCTBEHHBIE 32 UCIOJIHEHHE, U B Cllydae HEOOXOAUMOCTH
ONpENENseTCs CPOK UCTIOTHEHUSI.

[Ipn HEOOXOIMMOCTH, B Clly4ae BHECEHUS! B JOKYMEHT COTJIaCOBaHHBIX Ha
3aceaHuM U3MEHEHUM, OH BU3UPYETCS y YICHOB TeppUTOpPHANbHON KOMHUCCHH,

BHECHIMX Ha 3aCCAaHNH COOTBECTCTBYIOIIUC IIPCAJIOKCHUS.
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Busbsl mpocTaBnfioTcsT Ha OOOPOTHOM CTOPOHE TMOCIEAHETO JIMCTa
JOKyMeHTa (pellleHus, NPUIIOKEHHs) N0 YCTAaHOBJICHHOU ¢opMe (MpUIIOKEHHE
Ne 6).

7.3.4. Icnonuutenb CIEAUT 32 KOMIUIEKTHOCTBIO TPHIIAraeMbIX K
PEIICHUIO JOKYMEHTOB U pacroJjiaraeT uX B TOM MOCIE0BATENbHOCTH, B KOTOPOI
OHM YIIOMHUHAIOTCS B TEKCTE.

7.3.5. Ecnmu Bompochl, coaep:kamuecss B peuieHHH | eppuropuaibHON
KOMHUCCHHU, KacaloTCs JIeATeIbHOCTH OJHOW WM HECKOJbKUX CTOPOHHHX
OpraHu3alMii, K JOKYMEHTy IMpHWJaraercs JHCT COIJacoBaHUs, B KOTOPOM
yKa3bIBaeTCsl HAMMEHOBAHUE OPraHU3allUU, JAOHKHOCTb, MHULMANBI U (amMuIns
JOJDKHOCTHOTO JIMLA, ¢ KOTOPBIM 3TOT JOKYMEHT COIVIACOBAH, U CTABUTCS €ro
JUYHAs! TOJIHUCH.

CornacoBanue MoOeT O(OPMIIATHCA HA IMOCIEAHEM JIUCTE€ pPEIIECHUs
TeppuropuanibHON KOMUCCHH.

7.3.6. K odopmnennomy naisi mojmucaHusi peuieHuto TeppuTopuanbHOM
KOMHUCCHUH MWCIOJHUTENb MPWIAraeT OT4ET O Pa3sMEUICHUU pEelIeHUus Ha
opunumanbHoM  caite TeppUTOpHAIbHOW KOMHUCCMM U PACCBUIKE IO
COOTBETCTBYIOIINM aapecaram, KOTOPBIM HaIlpaBJISIETCS pelieHue
n3buparenbHoOi komuccuu (nanee — Otuet) (mpuiokenue Ne 7).

B Otuer BKIIOYAIOTCS JOJKHOCTHBIE JIMLA (OpraHU3aliK ), KOTOpbIE Oy IyT
3aJIeHCTBOBaHbl B peal3allid TMPUHATOTO JOKYMEHTa WM JOJDKHBI OBITh
IpOUH(MOPMUPOBAHBI O €0 COJAEPKAHMM U KOTOPBIM 3TOT AOKYMEHT JOJKEH
OBITH pa30CIaH.

OT4eTr MOINMUCHIBAECTCS HCIOJHUTENEM M YTBEPKIAETCA MpeaceaaTesieM
TepputopualibHOM KOMHUCCHH.

7.3.7. ObopmieHHBIN KOMIUIEKT JOKYMEHTOB (pelieHne, 0003HaYCHHbBIC B
€ro TeKcTe MpuioxkeHus, OTueT) UCHOJHUTENb MEPEelaeT OTBETCTBEHHOMY 3a
BEJICHUE JEJONPOU3BOACTBA (32 TMOATOTOBKY 3acelaHusi) Mg MPOBEPKU
MPAaBIIIBHOCTH O(GOPMIICHHS TOKYMEHTOB M TOCJEAYIOIIET0 MX MpPEACTaBICHUS

Ha TOJIMKCH MPEACENATENI0 U CeKpeTapio TeppuTopruanbHO KOMUCCHH.
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7.3.8. Pemenne  moamuchIBaeTCS — MpeAcCemaTteieM @ M CEKpeTapeMm
TepputopualibHOM KOMUCCHHU.

Ecnu Ha 3acemannn TeppuTOpHAIbHON KOMHUCCHH MPENCENATEIbCTBOBA
3aMECTUTENb  Ipeacenarenss  TeppuTopuanbHOM  KOMHCCHH,  CEKpETaph
TepputopranbHON KOMUCCUHM WX OJIUH U3 WICHOB TeppUTOpUAIbHON KOMUCCHH
C IPaBOM pELIAIOLIETO TO0JI0Ca, a TAaKKE €CIM IOJHOMOYMSA CEeKperaps
TeppuropualibHOM KOMHUCCUM OCYIIECTBIISUT OJWUH W3 YJICHOB TeppUTOPHUAIBHON
KOMHKCCHU C MPABOM PEMIAIOIIETO T'0JIOCa, TO MOANUCH B IPOTOKOJIE, HA PEIICHUU
0(OPMIISIIOTCS CIIEIYIOIINM 00pa3oMm:

«3amecTuTenp npeacenarens TeppuTopuanbHON KOMUCCHW» — B CiIydae
BPEMEHHOI'0 OTCYTCTBUS Ipecenaress TeppuTopruabHOM KOMUCCUY;

«Hcnionmustronuii 00s13aHHOCTH npeceaaress TeppuTopruaibHOM KOMUCCUID —
npu Hanmmuuu perieHus Cankt-IlerepOyprckoit m30upaTenbHON KOMHUCCHH O
BO3JIO)KEHHM HA OJHOIO0 M3 YWICHOB TeppUTOPHUAIIBHON KOMHUCCHUH C IPABOM
PELIAOIIEro IoJIoca MOJHOMOYMH nipeacenaress TeppuropuaibHONM KOMUCCHU;

«IIpencenarensCTBYIOIINUN HA 3aceqaHUM TeppUTOPUAIIBHON KOMUCCHUUY -
B Clly4ya€ BPEMEHHOIO OTCYTCTBHS NPEACENATENs], 3aMECTUTENS MpeacenaTens
Tepputopuansuoit komuccuu, otrcyrcTBus pemienus Caskt-IlerepOyprekoit
n30UpaTenbHOM  KOMHUCCHMM O  BO3JIOOKEHMM HAa  OJHOIO U3  YICHOB
TeppuTtopualbHOM KOMHMCCHHM C TIPAaBOM PEMIAIOMIETO TrOJ0ca IMOJTHOMOYUN
npeacenarenss TeppuUTOPUAIIBHOM KOMUCCHUM W IIPU  HAJUYUUA  PEIICHUS
TepputopuanbHON U30UPATEITHHON KOMUCCHH;

«Mcnonustomuii 003aHHOCTH ceKpeTaps TeppUTOpHabHON KOMUCCUN —
B Cllyya€ HaJauuus peueHus TeppuTopuasbHOM KOMHUCCHM O BO3JIOKCHUU Ha
OJHOTO W3 4JIEHOB TeppUTOpHAIbHON KOMHUCCHHM C MPABOM PELIAOIIETO rojoca
MIOJIHOMOYHNM cexkpeTapst TeppuTopuaibHON KOMUCCHH.

«Cexperapp 3acenanusi TeppuTopuaibHOM KOMHUCCHU» — B Clly4yae
BPEMEHHOTO OTCYTCTBHUSI CEKpeTapsi M30UpaTeslbHOW KOMHUCCHUU U MPU HAIWYUU

pelieHus n30upaTeaIbHON KOMUCCHUH.
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7.3.9. [locne monamucanusi pPEMICHUS PETHCTPUPYIOTCS MpeaceaaTesieM
(OTBETCTBEHHBIM 3a BEJIEHUE JIEIONPOU3BO/ICTBA) TeppuUTOpHATBHON KOMUCCUU C
UCIIOJIb30BaHUEM peructpaimoHHo ¢opmbl. Ha pokymentax u  Ortuere
MPOCTABIIACTCS PETUCTPALIMOHHBIA HOMED.

7.3.10. Pemenus HyMepyrOTCsl B XpOHOJIOTHYECKOM MOCIEI0BATEILHOCTH
B IpeleNIax Cpoka nmojsHoMouur TeppuropuanbHOW kKoMmuccuu. Homep pemrenus
COCTOUT W3 HOMEpa MPOTOKOJa M MOPSAIKOBOIO HOMEpa PELICHHUs, pa3/IeIeHHbIX
neducom, Hanpumep: 1-5.

7.3.11. Yka3aHHbIC BBINIC PEKBU3UTHI BHOCATCS B PETUCTPAIMOHHYIO
bopmy.

7.3.12. PazpenieHue Ha THPaXUPOBAHHE JIOKYMEHTOB B HEOOXOIMMOM
KOJIMYECTBE JAET TMpejceaareiab |eppUTOPUAIBHOM KOMHUCCUU. [OKYMEHTHI
TUPAXKUPYIOTCS OTBETCTBEHHBIM 3a BEACHHE JEJIOMPOU3BOACTBA (32 MOJATOTOBKY
3acefaHus) B COOTBETCTBUM ¢ OTyeToM, Ha KaXJAOW KOMUM JOKYMEHTa
POCTaBIISACTCS neyarThb, YAOCTOBEPSIOIIAS MOANUCH npeacenaaTens
TepputopuanbHoii KOMHCCHM M ceKpeTapsi TeppuropuanbHoil komuccuu (0e3
BOCIIPOU3BEICHUS MOJIUCEH ).

7.3.13. Konust pemenusi TepputopuanbHOW KOMHUCCHUU HAMPaBIACTCS
IrpaXJaHUHY B Cllydae, €clid ero ooOpaiieHue B TeppuTOpUATIbHYI0 KOMHUCCHUIO
MOCIYXWJIO OCHOBaHHMEM I PACCMOTPEHHUsT BOMNpOca HA  3aceJaHHH
TepputopualibHON KOMHUCCHH.

7.4. Odopmaenne MPOTOKOJIA 3aceaHus TeppuropuaabHoi
KOMHMCCHH.

7.4.1. TIporokon 3acenanus TeppuTopuaibHOM KOMUCCUU 0GOPMIIIECTCS HA
0JIaHKE B CPOK, YCTAaHOBJICHHBIN perjaMeHToM TeppuTopuaibHOM KOMUCCHH.

7.4.2. IIpotokon 3acemanusi MOXKET O0OPMIIATHCS B TIOJIHOM WMITU KPATKOU
dbopwme.

7.4.3. Texct npoTokosa 3acenanusi TeppuTOpUuabHOM KOMUCCHUU COCTOUT

W3 JBYX 4aCT€W — BBOJHOW U OCHOBHOMU.
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7.4.4. B BBOIHOM YacTU MPOTOKOJA YKA3bIBAIOTCA (aMUIMA U MUHULUAAIBI
npeaceaaTeabCTByOMEro  (mpexacenareab  TeppuTOpUanbHOM — KOMHUCCHH,
3aMecTUTeNb  Ipexacenarens  TeppUTOpHaTbHOM  KOMHUCCUHM,  CEKpeTapb
TeppuTopranbHON KOMHCCHUHM) U MPUCYTCTBYIOIIMX Ha 3aCEIaHUU: 3aMECTUTEI
npenacenarens TeppuTopualibHOM KoMmMHCcHM, cekperaps TeppuropuanbHOU
KOMHUCCHM W WIEHOB TeppUTOPHAIBHOW KOMHUCCHHM, B TOM YHCIIE C IPAaBOM
COBELIATEIbHOIO IoJI0ca W JIUI, IPUIJIAIIEHHBIX Ha 3acefaHue, B an(paBUTHOM
HOpsKE.

Jlomyckaetrcsi 0QOpMIIEHHE NPUCYTCTBYIOUIUX OTAEIBHBIM CIIUCKOM C
yKa3aHWEM HWHULMANOB, (aMuiauii M aomwkHocTed. CHHCOK mpuiaraercss K

ITPOTOKOJIY 3aCCaaHNA.

Hanpumep:

IIpencenarenscTBOBA: [Tpencenarens TepputopuanbHOil H30UpaTeNnbHOM
komuccun No @ .HN.0.

[IpucyrcrBoBanu:

3aMeCcTUTENb MPEeCeaTeNs ®.1.0.

TeppuropuaibHON N30UpaATETHHOM
komuccuu Ne

Unens! TepputopuansHoit uzdbuparensuoit  ®.1.0.
komuccenu Ne

Unens! TepputopuansHoit uzdbuparensuoit  ©.1.0.
koMuccud Ne_ ¢ IpaBOM COBEIIATEIIBHOTO
rojoca

[IpurnameHnssie ®.1.0.

7.4.5. TloBecTka OHS BKJIIOYAETCS B BBOJHYKO 4YacTh MHpoTOokoja. OHa
COCTOHUT U3 MEPEUUCIICHHUsS BOMPOCOB, KOTOpPhIE OOCYKIAIOTCS Ha 3acellaHuu, U
3aKpervisieT TMOCIeN0BAaTeIbHOCTh MX OOCYXIAeHUS M (HaMWIMM JOKIATYMKOB
(BBICTYNAOILKX ).

Kaxxaplit BOIIpocC MOBECTKHU JIHS 3acelaHusl HymepyeTcs: apaOckoi uudpoi,

ero HauMeHoBaHHe (opmynupyroT ¢ mpemiora «O» umu «O6». [lo kaxmomy
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MYHKTY YKa3bIBaeTCs AOKJIATUUK M (opMmMa IpeACTaBICHHUS BOIpoca (IOKIa,
OTYET, COOOIICHUE, HHDOPMAILIHS).

7.4.6. OcHOBHasl 4acCTh MPOTOKOJIA COAEPIKUT CTOJIBKO PA3/EIOB, CKOJIBKO
IyHKTOB BKJIIOUEHO B TIOBECTKY [JHsA. B cooTBeTCTBMM ¢ HEH paszensl
HYMEPYIOTCH.

Kaxnplii  pasmen  cocrour w3 Tpex vacred:  «CIIYIIAJINY,
«BBICTVYIIMJIN», «TeppuropuanbHas wu3OuparenpHas kKomuccusas Ne
peuia», KOTopble NeYaTaroTCs OT TPaHULBI JIEBOTO ITOJIA.

B wactm «CJIYIIAJIM» KpaTko W37ara€rcs TEKCT BBICTYIUICHUS
nokyaquuka. Maummanel 1 paMuimst OKJIaqurKa IeYaTaloTcs ¢ KPaCHOM CTPOKU
B POIUTENBHOM IIaJeXe. 3aluch JOKJIAJa W3JIaraeTcsi OT TPEThEro JINNa
€AMHCTBEHHOTO YHCJIa U OTAEISAETCS OT (PAaMWIMK THUPE.

Ecnm TeKCT noKaja npuiIaraeTcsl K MpOTOKOIY, TO UCIOIb3YETCS CChUIKA
«TekcT nokiaga npuiaracTcs.

B uyactu «BBICTYIIMJIM» nepeyucnsitoTcsi BBICTYHAIOMIUE W aBTOPBI
BonpocoB. Muunmansl v ¢GamMuins BBICTYNAIOLIETO I€YaTalTCs C KpacHOM
CTPOKM B MMEHUTENTBHOM majexe. Kparkas 3anuch BBICTYIUIEHHUS MO CYIIECTBY
paccMaTtpuBaeMoro  Bompoca (MO0 pPelIeHUI0  MpeAceNaTelbCTBYIOLIETO)
M3JIaraeTcsi OT TPETHETO JHIA €IMHCTBEHHOTO YHCIa.

Ecnu TeKCT BBICTYIUIEHUS MHpUJIaraeTcsi K MPOTOKONY, TO HCIHOJIb3YeTCs
ccplIKa « TEeKCT BBICTYIUICHHSI IPUIIATAETCSI.

B uactu «TepputopuanbHas uzOupatenbHas komuccus Ne  pemmia»
OTpaXaeTcsi MPHUHITOE pelIeHHe MO OOCYKJaeMOMY BOMPOCY U PE3yJbTaThl
TOJIOCOBAHMS.

Copnepxanue 0coOOTO0 MHEHHUS, BBICKA3aHHOTO BO BpeMsi OOCYXIEHHS,
3aMHUCBIBAETCS B TEKCTE MPOTOKOJIA MOCIE COOTBETCTBYIOUIEIO PELIEHUS WIA
oopMisieTcss Ha OTIAEIBHOM JIMCTE M IMOMENIAETCS MOCIE COOTBETCTBYIOLIETO
penieHus.

7.4.7. IIpotokon 3acenanus TeppUTOpUaIbHOM KOMUCCUU MOANUCHIBAETCS

npencenarenemM TeppuTopuanbHO KOMUCCUM (WM TIPEACENaTeIbCTBYIONUM) U
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cekperapeM  TeppuropuanbHOil  KOMUCCHM  (WiIeHOM  TeppUTOpUAIBHON
KOMHCCHH, UCTIOJHSIBIINM OOsI3aHHOCTH ceKpeTaps TeppUTOpuaibHOM KOMUCCHH,
WIH ceKpeTapeM 3acenanust TeppuTopuaibHOM KOMUCCHH).

7.4.8. [IpoTokonsl  3aceqaHUil  HYMEpPYIOTCS B XPOHOJIOTHYECKOM
NOCJENOBATENBHOCTH B IpeAenax Cpoka MNOoJHOMOYME TeppuTopualibHON
KOMHCCHH.

7.4.9. TIpoTokobl 3aceqaHui TepputopranbHOU KOMHMCCHH,
OpUOOIIEHHbIE K HUM peUIeHUsT BMECTE€ C MaTepuaiamH, MOCITYKUBIIUMU
OCHOBAHHWEM JJI MX MPUHATHSA, 0OCOOBIMU MHEHUSIMU WIECHOB TeppUTOpHAIbHON
KOMHUCCHH XpaHATCA y Mpeacenaress TeppUTOpHATIBHOM KOMMCCHM, a 3aTeM,
oOpMIIEHHBIE B COOTBETCTBUHM C TpeOoBaHMAMHM WHCTpyKLuH, MepenarTcs B

apXWB.

8. OdopmiieHue mpuka3oB npeacenarenas TeppuTopuaibHoil KOMUCCHT

8.1. Ilpuka3 mnpencenarens TeppuTopuanbHOM KOMHUCCHU IO OCHOBHOU
NEATEeIbHOCT W JUYHOMY cocTaBy (manee-lIIpuka3) odopmisiercss Ha OnaHke
ycTaHOBJICHHOH Gopmbl (rpuioxerne Ne 3.3).

8.2. Tekct Ilpukaza CcOCTOMT, KakK MPaBHUIIO, U3 KOHCTATUPYIOIIEH U
pacnopsIANTEIbHON YacTEN U TOJKEH UMEThH 3ar0JI0BOK.

8.3. B KkoHcTatupyromieii 9acTHM  M3JAraroTCAd LeTd W 3aJauu
MPEANUCHIBAEMbIX AEUCTBUM. Eciim ocHOBaHMeM K m3faHuto llpukasza sBisieTcs
HOPMATUBHBIM MPAaBOBOM AaKT WM pPACHOPSAUTEIbHBIM JTOKYMEHT, TO B
KOHCTaTUPYIOIIEH YaCTH YKa3bIBAIOTCS €r0 Ha3BaHME, 1aTa, HOMEP, 3ar0J0BOK.

8.4.B  pacnopsauTenbHOM ~ YacTHM  COAEp)Karci  IepeduciieHue
IIPEANUCBIBAEMBIX JIEUCTBUM, CpOKH u wucnosHurtenu. [lynkrter Ilpukasza

HYMEpYIOTCS apaOCKUMU LUPpaMH ¢ TOUKON U HE UMEIOT 3ar0JIOBKOB.
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8.5. Ecu Ilpuka3 u3meHseT, OTMEHSET WM JOTIONHSAET paHee W3IaHHBIN
[Ipuka3 wim ero oTAeNbHbIEC TyHKTHI, TO 3TO OroBapuBaercs B Tekcte [Ipukasa.

8.6. B mocnenneM myHKTe pacropsiAUTENIbHON YacTH, MPU HEOOXOAUMOCTH,
YKa3bIBa€TCs JTOJKHOCTHOE JUILIO, Ha KOTOpO€E BO3JIaraeTcs
KOHTPOJIb 32 UcroiHeHueMm llpukasa.

8.7.1lpu wHanmuuu npunoxeHuit k Ilpukazy B TekcTe Ha HHUX
0043aTeNBHO JEAETCs CChLIKA.

8.8. Eciu B Ilpukaze coaepkarcss BOIpochkl (PMHAHCHPOBAHUSI BHIOOPOB,
oOecrieueHuss JEATeIbHOCTH TeppuTOpHaTbHON KOMHCCHM, SKCIUTyaTallud U
Pa3BUTHSL CPEACTB aBTOMATHU3AIlMU, OOYYEHHUSI OPraHU3aTOPOB BBIOOPOB W
YYaCTHUKOB HW30MpATEIbHOrO IMpollecca, TO OH BU3BHPYETCS Yy TJABHOTO
Oyxranrepa.

Bussl mpocraBisiorcs Ha 000pOTHOM CTOpOHE nociieaHero aucra [Ipukasa,
NPUJIOKECHUS K HEMY TI0 YCTaHOBIICHHOH popme (mprtoskernue Ne 6).

8.9. [locne moanucanust Ilpukassl PErUCTPUPYIOTCSA TMpeaceaaTeieM
(OTBETCTBEHHBIM 32 BEJEHUE JEIONPOU3BOACTBA) TeppUTOPUAIIBHON KOMUCCUU C
WCTIOJb30BAaHUEM PErUCTpaluoHHON (opMbl (KypHaIT) U GOPMUPYIOTCS B Jeia B
COOTBETCTBMM C HOMEHKJIATYPOM Jei TeppuTOpuasbHOW KOMHUCCHUM BMECTE C
JOKYMEHTaMu, NOCTY>KUBIIMMH OCHOBaHUEM Juist u3ganus [Ipukasa.

8.10. Ilpuka3zaM mpUCBaMBAIOTCS PETUCTPAIIMOHHBIC HOMEpPA B TIpeaenax
KaJIEHJapHOI'O roJ1a.

8.11. Konuu Ilprka3oB 3aBepsitoTCS MEYaThIO.

8.12. IIpuka3bl BMECTE ¢ JOKyMEHTaMH, IMOCTY>KUBIIUMHA OCHOBAaHUEM JIJISI
UX W3JaHMs, XpaHATCS y TIpeacenarens (OTBETCTBEHHOIO 3a BEJICHHE
JIEJNONPOU3BOCTBA), a 3areM, O(POpPMIIEHHbIE B COOTBETCTBUU C HACTOSILEH

NucTpykumen, nepenarTcs B apXuB.

9. KoHTpO/Ib HCIIOJTHEHUSI JOKYMEHTOB U MOPYYeHH i

9.1. KoHTpOJIIO UCTIOTHEHUS TOJIJIEXkKAT:
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MOPYYEHUs, COAEpPKAIIMECS B MOCTAHOBICHUSAX WU APYTUX JTOKYMEHTAX
UK Poccuu, Cankr-IlerepOyprckoit u3dupaTeIbHONM KOMHUCCHU, B PEIICHHIX
TepputopualibHOM KOMUCCHMU;

- MIOPYy4YEHUsS, cozeprKaluecs B IIpukazax npeacenaTens
TepputopralibHOM KOMHUCCHMU;

- NMCbMEHHbBIE OPYUYEHHUS TIpeacenarens TeppuTopuaibHOM KOMUCCHH;

- BXOJIAIIHUE IOKYMEHTBI, B TOM YHCJI€ MUCbMEHHbBIC OOpAIlCHHs TPaXKIaH,
ykazaHHble B llepeuHe mnoiexamuyx KOHTPOJIK JOKYMEHTOB C YKa3aHUEM
cpokoB ucrnonHeHHs (TprioxeHue Ne 8), B COOTBETCTBHM C YKa3aHUSMH TIO
VICIIOJIHEHUIO JJOKYMEHTA Ipeacenarens TeppuropuaibHOM KOMUCCHU;

- UCXOJISIIIINUE TOKYMEHTBI, TPEOYIOIe OTBETA;

- IIOpYy4YEHHH, CoJieprKaInecs B IPOTOKOJIAX  3aCEIaHUU
TepputopualibHOM KOMHUCCHMU;

- IUTaHBI MEPOIIPUSATHM.

9.2. KoHTpob MCHOJHEHUS JIOKYMEHTOB, yYKa3aHHBIX B mojpazzene 8.1
HacTosime WMHCTpykumu (3a HMCKIIOYEHUEM UCXOSAIIUX JTIOKYMEHTOB), IO
CYLIECTBY 3aTPOHYTBIX B HHX BOIPOCOB OCYIIECTBIISIET MPEICENATEID
TepputopualibHOM KOMHUCCHH.

9.3. KoHTponb HCMOTHEHUS HUCXOIANINX TOKYMEHTOB, B TOM YHCIE 3a
CBOEBPEMEHHOCTBIO TIOJYYEHUS OTBETOB Ha 3ampochl TeppUTOpHATBHOU
KOMHCCHHU, OCYIIECTBIISIIOT PAaOOTHUKH, OTBETCTBEHHBIE 32 TOJTOTOBKY JAaHHBIX
JOKYMEHTOB.

9.4. Cpoku WCTHOJHEHUS TIOPYYCHHUH, COACPKAIIUXCS B  PEIICHUSIX
TeppuropnansHoit komuccuu, IIpukazax mnpexacenarens TeppuropuaabHOU
KOMHCCHHM, IIMCbMEHHBIX NIOPYUYECHUH Mpeacenaress TeppuTopuaibHOU KOMUCCUN
ONPEAEISAIOTCS 3TUMHU IOKYMEHTAMMU.

9.5. JlokyMeHT MOJJICKUT UCTIONHEHHIO B TeueHue 30 KaJIeHIAapHBIX JHEU
CO [JHS €ro pEerucTpauuv, 3a HCKIIOYEHHEM CJIydaeB, MPEIyCMOTPEHHBIX

ojapasziesioM 9.6 HacTosIIero pasaena.
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Ecnu mocneanuii 1eHs UCIOTHEHUS TOKyMEHTa IPUXOAUTCS Ha Hepabounii
JI€Hb, TO OH MOJJICKUT UCIIOTHEHHUIO B IPEAIIECTBYIONINNA eMy paOouHii IeHb.

JokyMeHTbl ¢ momeTkamu «Becbma cpouHo», «CpOUHO» HCHOJIHSIOTCS B
TPEXJHEBHBINA CPOK, JOKYMEHTHI ¢ MOMETKONU «OmnepaTUBHO» — B AECATUIHEBHBII
CPOK CO JIHS YKa3aHUs 110 UCIIOJTHEHUIO.

Ecnu nociennui 1eHb UCMIOJHEHUSI JOKYMEHTA, COJIEPIKAIIETO MTIOMETKY O
CPOYHOCTH HCHOJIHEHUS, MPUXOJUTCA Ha HEpaOOYMd J€Hb, TO OH MOMJIEKHUT
UCIIOJIHEHUIO B CJIEIYIOUIUH 32 HUM pabo4uil IeHb.

9.6. CpoKkM WCTOJHEHHS BXOMANIMX JOKYMEHTOB YCTaHOBJEHBI B
npuinoxeHuu Ne 8.

OOparieHus Mo BOIpocaM BHIOOPOB U pedepeHAyMOB, MOCTYNHUBIIUE B
MepuoJl HU30MPATEbHON KaMIIaHWHU, HWCIOJHSIOTCA B CPOKH, YCTAaHOBJICHHbBIE
®enepanbHbiM 3aKOHOM «(O0 OCHOBHBIX TapaHTUAX W30UpaATENbHBIX MpaB U
IpaBa Ha y4yactue B pedepenayMe rpaxaan Poccuiickoit @eaepaunm.

9.7. OTBETCTBEHHOCTh 32 CBOEBPEMEHHOE U IIOJIHOE BHECEHHE B
perucTpanioHnyro ¢opmy (KypHaia) CpPOKOB WCIOJHEHUS JOKYMEHTOB H
MHpOpMaMM O COCTOSSHUM HCIOJMHEHUS JOKYMEHTOB, KOHTPOJb CpPOKOB
UCIIOJIHEHHSI JIOKYMEHTOB BO3JIaraloTCs Ha OTBETCTBEHHOIO 34 BEJICHHUE
NETONPON3BOICTBA.

98.B IJIaHax MEpONPUSTUH, YTBEPKIECHHBIX pelIeHusIMu
TeppuropuanbHOM KOMHUCCUHU, IIpUKa3aMu Ipenacenarens TeppuTopuaibHON
KOMHUCCHHU, CPOKH UCIIOJIHEHUS OT/AEJIbHBIX MMYHKTOB MOTYT OBITh MTOCTaBJIEHBI Ha
KOHTPOJIb.

9.9.Tlpu HeoOXOAMMOCTH TPOJJICHUS CpPOKA WCIOTHEHUS JOKyMEHTa
OTBETCTBEHHBIN 3a UCIIOJHEHHUE HE MO3JHEE YEM 3a TPHU JHA A0 UCTEYEHUS CPOKa
WCTIOJTHEHUSI IOKYMEHTa MpeICTaBiIsieT Ha UMs Ipeacenarens TeppuTtopranbHOl
KOMMCCHUH JOKJIAJHYIO 3alUCKY ¢ MOTHUBUPOBAHHOM NIPOCHOOM O €ro NpoaJICHUH.

9.10. TokyMEeHT CUMTAETCsl UCIOJIHEHHBIM U CHUMAETCS C KOHTPOJIS MOCIe
pelIeHHs] BCEX TOCTaBJICHHBIX B HEM BOIPOCOB, COOOLICHHS pPe3yJIbTaTOB

pPaCcCMOTPCHUSA BCEM 3aMHTCPCCOBAHHBIM JIMLIAM.
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9.11. OcHOBaHUAMH IS CHATHUS JOKYMEHTA C KOHTPOJIS SIBJISIFOTCSI:

pemienue  TepputopuanbHOM  KOMHMCCHM,  IIpUKa3  NpeAceAaTelIs
TeppuTopranbHON KOMUCCUU IO pe3yIbTaTaM UCIOJHEHUS JOKYMEHTA,;

OTBET HA BXOAAIIMI JTOKYMEHT IO CYIIECTBY;

IOJly4YE€HUE OTBETa OT OpraHMU3allMii, B KOTOPbIE JOKYMEHT OBl HallpaBJIeH
JUISL PACCMOTPEHHUS IO CYIIECTBY IOCTAaBICHHBIX B HEM BOIIPOCOB M OTBETA
3asIBUTEIIO;

HamnpaBsJieHUEe oOpallleHusl B JpYyrHe OpraHu3aluu Ui pacCMOTPEHMS 1O
CYILIECTBY IOCTaBJIEHHBIX B HEM BOIIPOCOB M MOCIEIYIOMIEr0 HHPOPMHUPOBAHUS
aBTOPA O PE3yJIbTaTaX PaCCMOTPEHUS;

BH3a MpecenaTess Ha JoKkymeHTe «B neno», «CHATb ¢ KOHTPOJIS».

9.12. JIokyMEeHT HE CUMTAETCSl UCTIOJTHEHHBIM U OCTAETCsI Ha KOHTPOJIE:

€CJIM OH HaIlpaBJII€TCAd B JAPYTHE OpPraHbl WM OPraHU3alUd C LEJbIO
nonydyeHus: TeppuropuanibHONM KOMHCCHEW HMHPOpMalUWU, HEOOXOAMMOW IS
PAacCMOTPEHHUSI 110 CYILIECTBY IOCTaBJICHHBIX B JOKYMEHTE BONPOCOB. B ciryuae
HeoOxonumoctu TepputopuanbHas KoMmuccHsi HHPOpMUpYeT 00 3TOM aBTOpa
JOKYMEHTA;

€CIM OH HampaBJIIeTCsl B JPyrMe OpraHbl WM OpraHu3alud IS
PacCMOTPEHHUSI 110 CYIIECTBY OCTABICHHBIX B HEM BOIIPOCOB M OTBETA 3aBUTEIIIO
C TmocleayroumuM  UHQOPMUpOBaHHEM  TeppUTOPUATBLHON  KOMHUCCUU O
pe3ynbTaTax UCIIOIHEHUS;

€CIM Ha HEM HE CTOUT OTMETKa Ipexncenarens TeppuTopuaibHOU

KOMHCCHHU O IIPUHATHHA UCITOJIHCHU .

10. U3roroBJIeHHE U MCII0JIb30BAHUE MEYATEH U IITAMIIOB

10.1. Ins ymocTtoBepeHUs MOJJIUHHOCTH JOKYMEHTOB HWJIM COOTBETCTBUS
KOMHUI JOKYMEHTOB TMOJJIMHHUKAM, IPOCTaBJICHUS OTMETOK O IOJIYYEHHH,
perucTpanuu JOKYMEHTOB B TeppuUTOpHAIbHONM KOMHCCHU HCIOJIB3YIOTCS

FCp6OBLIe " JPYryue rneuyatu U HTaMiIlbl.



51

10.2. WzroTtoBneHre mevyaTel W MTAMIIOB OCYIIECTBISICTCS MO YKA3aHHIO
npencenarens TepputopruanbHON KOMUCCHUU.

10.3. 'epboBass mewath mnpocTaBisiercs Ha [lodeTHBIX TpamMoTax U
0JlaromapHOCTIX, ()MHAHCOBBIX JOKyMEHTaX [eppUTOPHAIBHOW KOMHUCCHH,
rapaHTUWHBIX MHUCbMaX, JOTOBOPAX, FOCYJAPCTBEHHBIX KOHTPAKTaX U B JPYTUX
MPEyCMOTPEHHBIX 3aKOHOAATEILCTBOM CITydasix.

10.4. Ha paccbutaeMbIX KOMUSX perieHud TeppuTopHalbHON KOMHCCHUH,
npuKasax npejaceaarens TeppUTopruaibHOW KOMUCCHH, HA MTaKeTaxX MpU OTIPABKE
JTOKYMEHTOB, TIpH O(POPMJICHHUU JOKYMEHTOB Ha MPHEM TOBAPHO-MaTEPHAIBHBIX
IIEHHOCTEM, Ha BHOC U BBIHOC TOBApHO-MaTEPHAIbHBIX [IEHHOCTEH, Ha HAKJIATHBIX
OpOCTaBIAE€TCA TedaTh C Haanuchlo: «TepputopuanbHas wu30MpaTenbHas
komuccust Nel8.» wnm mpw HaIWMYWM TIE€YaTh C HAAMUCHIO: «TeppuTopranbHas
u3zoupatenbHas komuccust Nel8. Jns qokymMeHTOB»

10.5. Ileyatn m mTaMITbl TOJJICKAT PETHUCTPAMA B OTACIBHOM XypHaJe
ydyera medaredl u mramnoB. [leyaTu u mTammbl BBIAAIOTCA TOJA TOAMNKCH B
KypHaJe yuyera nedares u mramnoB. Ha sxypHaie npocTaBisieTcs noMerka « /s
CIIy’)kKeOHOTO TIOJIb30BaHUS», €r0 JIMUCTHI HYMEPYIOTCSA, TMPOIIMBAIOTCA U
OTIeYaThIBAIOTCS.

10.6. Ileyatnt ¥ TaMIBl AOHKHBI XPAaHUTHCS B HAJEKHO 3aKPHIBAEMBIX
U oleyaThIBaeMbIX B Hepabouee Bpems ceiipax mim MeTaTHIeCKUX MKagax.

10.7. llpencenarens  TeppuTopuadibHONM  KOMHUCCUU  OCYIIECTBIISET
KOHTPOJIb 32 MPaBUILHOCTHIO XPaHCHHS M UCIIOIb30BaHUS ITeYaTeH U IITAMITOB.

10.8. ITpumeamme B HETOAHOCTh MIEYATH U IITAMIIBl YHUITOXKAIOTCS, O YEM
COCTAaBJISIETCS aKT, a B JKypHaJe YyueTa Tedared W IITaMIIOB CTaBUTCSA
COOTBETCTBYIOIIAst OTMETKA.

YHUYTOXXKEHHE TMPOM3BOJIUTCS TOCIIEC YTBEPKICHHS aKTa MpejcenareiemM
TepputopualibHOM KOMHUCCUUA. MeETAIUIMUYECKUE I€YATH YHUUYTOKAIOTCA IYyTEM
TIOJIHOTO CITMJIMBAHMS TEKCTA WU OTMIMBAHUS IBYMS ITEPEKPECTHBIMU JTMHHUSIMH,

Kay49yKOBBIC I1CYATH U IITAMIIbI PA3pC3ar0TCA Ha MCJIIKMC YaCTHU WJIN CKUTAKOTCH.
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11. ®opmupoBaHme aeJ U nepeaaya ux B apxuB

11.1. CocTaBjieHHe ¥ YTBepP:KIeHHE HOMEHKJIATYPHI €.

Homenknarypa nen mnpegHazHaueHa g (OpMUPOBAHUS HMCIOJHEHHBIX
JOKYMEHTOB B JI€Jla, CHCTEMAaTH3aldyd W y4yeTa JeJl, ONPEICIICHHS CPOKOB HX
XPaHEHUsI U SBJISETCA OCHOBOM [JIi COCTABJICHUS ONMCEN €N MOCTOSHHOTO U
BpeMeHHoTO (10 et u Gosee) XpaHeHUH.

B HoOMeHKiaTypy el BKIIOYAKOTCS 3arojIOBKH JI€J, OTPaKarollhe BCE
JOKYMEHTUpPYEMbIE y4acTKu paboTel TeppuTopuaibHOM KOMHCCUU, B TOM YHUCIIE
JIMYHBIE JIeJ1a, CIIPABOYHBIC U YUETHBIC KAPTOTEKU U JPYTUe YUETHBIE ()OPMBI.

3aroJ0BOK Jena JOJKEH YETKO OTPaKaTh OCHOBHOE COJIEP’KAHHE U COCTAaB
nokymeHToB. He nmomyckaercsi ymoTpeOjeHUE HEKOPPEKTHBIX (OPMYIUPOBOK,
BBOJIHBIX CJIOB M CJIOKHBIX OOOPOTOB.

[Ipn cocraBieHMM HOMEHKIATypbl JEN CIEeAyeT PYKOBOJCTBOBATHCA
perIaMEHTOM TeppuropuanbHOU KOMHUCCHH, [Tepeunem TUIIOBBIX
yIOPABJICHUYECKUX aApPXUBHBIX JOKYMEHTOB, OOpa3yloIIMXci B  IIpolecce
NEATEIbHOCTU TOCYIAPCTBEHHBIX OPraHOB, OPTaHOB MECTHOTO CAMOYIIPABIIECHUS U
OpraHu3aliii, C YyKa3aHHEM CpPOKOB XpaHEHUs, YTBEPXKICHHBIM MPUKA30M
MunuctepctBa KynbTypsl Poccuiickoit @enepamuu ot 25 aBrycra 2010 ropa
Ne 558 (manee — IlepeueHn), mopsakamMu XpaHEHHUs W TEpeAadyd B aAPXHUBBI
JIOKYMEHTOB, CBSI3aHHBIX C TIOJATOTOBKOM W  TPOBEICHHEM  BBHIOOPOB,
yrBepxkAeHHbIMA [IUK Poccum wm  Cankr-lIleTepOyprckoit  m30upaTenbHOM
KOMHCCHUEN, HOMEHKIATypaMH el  TeppuTOpUaIbHOM  KOMHCCHM 34
MPEAIIECTBYIONINE TOBI.

[Ipr mOATOTOBKE HOMEHKJIATYPHI A€ HA MPEACTOAIINN KaJeHIAPHBIA TOJ
HEO0OXOJIMMO YUHUTHIBATh XapaKTep BHIOOPOB, MPOBOIUMBIX B IIPEACTOSIIEM TOTY.

Homenknarypa pen TeppuTopuadbHOM KOMHCCMHA Ha MPEACTOSIIUN
KaJleHJapHbIA TOJl COCTaBJISETCS B IMOCJIEIHEM KBapTaje TEeKyIero roja,
COTJIACOBBIBAETCS C CEKpeTapeM | eppUTOPHAIIBHON KOMUCCHH, PACCMATPUBAETCS

Ha 3aceJaHuu OKCIEpPTHOW KOoMHCCUU TeppuTOpHasbHOl KOMHUCCHUU IO
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AKCHEPTHU3€E LIEHHOCTH TOKYMEHTOB (nanee — JK) yrBepkaaercs npeacenaresnem
TepputropuanbHOil KOMHCCHUH, COTJIAcOBBIBaeTcsi ¢  cekperapem CaHKT-
[TerepOyprckoil n30upaTebHOM KOMUCCUU U BBOJAMUTCS B AeicTBue ¢ 1 siHBaps
cienyrorero roja (mpuioskenue Ne 9).

[Ipy moAroTOBKE HOMEHKJIATYPHI J€]l Ha MPEICTOSIIMA KaJeHIApHbIN T
HEO0OXOIMMO YUUTHIBATh XapaKkTep BEIOOPOB, MPOBOJIUMBIX B MIPEICTOSIIIEM TOAY.

B cityyae BOZBHUKHOBEHUS B TEUEHHE T'OJa HOBBIX JI€], OHH JOMOJHUTEIBHO
BHOCATCSL B YTBEPXKICHHYIO HOMEHKJIATYpY M€l IO YKa3aHWIO TMpeaceaaTelis
TeppuTtopranbHOM  KOMHCCHM  TIOCJIE  COIVIaCOBAaHHUS C  CEKpETapeM
Cankr-IleTepOyprckoit n30upaTenbHOM KOMUCCHH.

[To oOkOHYaHMM KaJIGHAApPHOTO TOAAa B KOHIIE HOMEHKJIATypbl el
COCTABJISIETCSI UTOTOBAs 3alliCh O KOJIMYECTBE 3aBEACHHBIX /el (TOMOB, 4acTeil),
OTJIEJBHO 1O JeJIaM OCTOSTHHOT'O U BPEMEHHOT'O XpaHEHHSI.

Cpok XpaHeHusi JIOKYMEHTOB YKa3bIBaeTCd B HOMEHKJIAType el CO
cchlikoil Ha ctarbto Ilepeuns. Cpok XpaHeHUs JOKYMEHTOB, HE YKa3aHHBIX B
naHHoM Ilepeune, ycranaBnuBaetcss OIIK 1o cornacoBanuto ¢ CaHKT-
[lerepOyprckoil u30MpaTeTbHON KOMUCCUEH.

Hcuucnenue CPOKOB XpaHeHUus JOKYMEHTOB, 3aKOHYEHHBIX
JEJOMPOU3BOACTBOM B TEKYLIEM TOJly, HAUMHAeTcsl ¢ | sHBaps CleayIOLEro
roja.

11.2. OdopmjieHUEe JTOKYMEHTOB, 3aKOHYEHHBIX [1€JO0NPOU3BOICTBOM,
(¢opmupoBaHue u Tekyulee XxpaHeHnue e B TeppuropnanbHOil KOMHCCHMN.

3aKOoHUYEHHbIE JeIOTPON3BOACTBOM JTOKYMEHTBI oopmIIOTCS
B COOTBETCTBUM C TpeOOBaHMAMM HacTosAwmell WHCTpyKuMM, CHUCBIBAIOTCS
npenacenareneM TeppuropruaibHONM KOMUCCHM B Aeno. [Ipu 3ToM B HH>KHEN yacTu
JIMIIEBOM CTOPOHBI MEPBOrO JIUCTA JOKYMEHTa Ha CBOOOJHOM OT TEKCTa MECTE
CTaBUTCA OTMETKAa O €ro WCHOJHEHUH, pacHIM(PpPOBBIBAECTCS MOJIIMUCH
npencenarenss TeppuTopuaibHOM KOMHMCCHM, YKa3blBaeTCsi HOMEp Jiefla TOo
HOMEHKJIAType U faata crucanus. [Ipu HeobxonuMocTn oTMeTka 00 UCTIOJTHEHUU

MOXXET OBbITh CJellaHa Ha OOOpOTHOW CTOPOHE MEepPBOro JMCTAa JIOKyMeHTa. B
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PETrUCTPalMOHHYI0 (OPMY BHOCUTCSI OTMETKA O CIIMCAHWU JOKYMEHTa B JIEJO C
yKa3aHUeM HOoMepa Jiejia COTJIACHO HOMEHKIIAType Jiedl.

WcnonHeHHble JOKYMEHTHI (OPMHUPYIOTCS B Jella B COOTBETCTBUU C
YTBEPKIACHHON HOMEHKIIATypOU JEN.

Jleno cuurtaercss 3aBEIEHHBIM C MOMEHTAa BKJIIOYEHUS B HEr0 IEPBOTO
HCIIOJIHEHHOTO JIOKYMEHTA.

[Ipu ¢dopmMupoBaHuu Jena TPOBEPSETCS NPABUIBHOCTH OTHECEHUS
JOKYMEHTOB B JIaHHOE€ [IeJI0, Ka4ecTBO O(QOpPMIICHUS U KOMIUIEKTHOCTb
JOKYMEHTOB, HAJIMYUE MOANUCEN, BU3, PETUCTPAMOHHBIX HOMEPOB, CIPABOK WM
OTMETOK 00 WCIHOJHEHUHU, CIHUCAaHUM B JeN0 U Jpyrux. HempaBuibHO
oopMJICHHBIE IOKYMEHTHI JIOJDKHBI OBITH T0O(QOPMIICHBI, a 3aTEM IOMEIICHHI B
JEJI0.

He nomyckaercs nmomemieHue B JENI0 JTOKYMEHTOB, COIAEPKAHUE KOTOPBIX
HE COOTBETCTBYET 3aroJIOBKY JIEJa.

[Tpu popmupoBanuy /171 COOTIOAAOTCS CIEAYIOIINE TPEOOBAHMUS:

JIOKYMEHTBI MIOCTOSTHHOTO W BPEMEHHOTO XpaHeHus popMUpyroTCs B Jiena
pa3zienbHo;

B JICJI0 BKIJIIOYAIOTCS TOJIBKO MCIIOJHEHHBIC, TPABWIHHO O(POpPMIICHHBIC
JOKYMEHTBI B COOTBETCTBUU C 3ar0JIOBKaMH JIeJl B HOMEHKJIATYpPE;

BCE JIOKYMEHTBI, OTHOCSIIMECS K pEHIeHUI0 OJHOr0  BOMpOCa,
dopmupyrorcs B ogHO 1eno. B cioyyae eciu nmoadopka TOKyMEHTOB MO OJHOMY
BOIIPOCY HacuuThiBaeT Oosice 100 nuCTOB, OHAa MOXKET OBITh BBHIACICHA B
CaMOCTOSITEJIBHOE JIEJIO;

JOKYMEHTBI, ITOJIEXkKAIINE BO3BPATY, B J€JI0 HE TOMEILAOTCS;

B JIEJI0 TIOMEIIAETCS] TOJbKO OJUH SK3EMIUIP JOKYMEHTa, YEPHOBUKHU U
BApUAHTHI MPOEKTOB JIOKYMEHTOB B JI€J0 HE MOJIIMBAIOTCS (32 MCKIIOYEHUEM
T€X, Ha KOTOPBIX MMEIOTCS BHU3bl, YKa3aHUS IO HCIOIHEHUIO JTOKYMEHTOB U
IpYrue OTMETKH, TOTIOJHSIOIINE MEPBhIN IK3EMILISP);

B JIEJI0O BKJIIOYAKOTCS, KaK IMPaBUJIO, JTOKYMEHTBHI OJHOTO KaJEHJAPHOTO

roga (I/ICKJIIO‘{CHI/IC COCTaBJIAIOT JIMYHBIC U MIEPEXOAAIINEC I[CJ'IB.);
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KaXXJ0€ JeJI0 He JOJDKHO IpeBblmath 250 TUCTOB, MpH O0jbIIeM 00beMe
JOKYMEHTOB B Jiejie (POPMHUPYETCsI HECKOJIBKO TOMOB (4acTei).

[Tpu BxItOYEHHM B J€710 (paKCOrpaMMBbl JENIAeTCsl €€ KCEPOKOIHUs, KOTopas
nonmmBaeTcss B geno. llogmuHHMK — ¢dakcorpaMMbl  YHHUUTOXKAETCA €
IPOCTaBJICHUEM OTMETKH 00 YHUUTOKEHUU Ha KCEPOKOIIHUH.

B ciiydae HE0OX0IMMOCTH TOKYMEHTHI TIO OJTHOMY U TOMY K€ BOIIPOCY, HO
C pa3NM4YHBIM CPOKOM XPaHEHUs, MOTYT HAXOAUTHCA B OJHOM JeJe JO KOHIA
TEKyLIero ToJa WIA J0 3aBEpUICHMS MCIOJHEHUS JOKYMEHTa, a 3aTeM
nepepopMUPOBBIBAIOTCS B JI€J1a TOCTOSSHHOTO M BPEMEHHOI'O XPaHEHUSI.

B neno BKIXOYarOTCS BCE NOKYMEHTBI [0 KOHKPETHOMY BOIIPOCY BMECTE C
OPWIOKECHHUSIMM, YKa3aHHbBIMM B  TEKCT€ JOKYMEHTa, IIpU  OTCYTCTBHH
MPWIOKEHUM, YKa3aHHBIX B TEKCTE JOKYMEHTA, WCIOJHUTEIb OOf3aH CIenaTh
3aIMCh Ha JOKYMEHTE 00 UX MECTOHAXOKICHUH.

JIOKyMEHTBI BHYTpH Jena paclojararoTcsi B XPOHOJIOTHYECKOM WIIH
BOIIPOCHO-JIOTUYECKOHU MOCIEA0BATEIIBHOCTH WIIM UX COUYECTAHUM.

HopmartuBHBIE ¥ OpraHU3alMOHHO-PACIOPANMUTENBHBIE JOKYMEHTHI C
OTHOCSIIIIUMUCS K HHM TPUWIOKEHUAMH TPYNIUPYIOTCA B Jena IO BUIAAM
JOKYMEHTOB U 110 XPOHOJIOTUH.

[IpoTtokomnel 3acenannii TeppuTOpHAIBHOW KOMHCCHH PACIIOJIAraroTCs B
JIENIE 110 XPOHOJIOTUH B TTOPSIAKE BO3paCTaHUs HOMEPOB. [JOKYMEHTBI K 3aCETaHUIO
TeppurtopranbHOM  KOMHUCCHUM  INOMELIAKOTCA  MOCJIE  COOTBETCTBYIOLIETO
IPOTOKOJIA.

[Tonoxenusi, = WHCTPYKLUMH,  YTBEPXKIEHHBIE  PaCHOPAIUTEIbHBIMU
JNOKYMEHTaMHU, SIBJIAIOTCS TMPUIOKEHUAMH K HUM U TPYNIHUPYIOTCS BMECTE C
yKa3aHHBIMH JIOKYMEHTaMHU.

[InaHoBass W oOTyeTHas JOKyMEHTAlMs HE3aBUCHMMO OT JaThl €€
COCTABJICHHUSI BKJIFOYAETCS B JIEJIO TOTO TOJa, K KOTOPOMY OHA OTHOCHUTCH.

B nene «llepenucka» ucxonasmuii (OTBETHBIM) JTOKYMEHT IOMEIIAETCs
nocie Bxozsmiero. [Ipy BO30OHOBIEHUU MEPENUCKU IO BOMPOCY, HAYaBIIEHCS B

npeapl AymeM roay, AOKYMCHTBI BKIIIOYAKOTCA B JC€JI0 TCKYIICTro roaa H“
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YKa3bIBAa€TCSl MHAEKC TOrO Jejla MO HOMEHKIATYpe AN MPEAbIAYLIEro roja, B
KOTOPOM HaXOJATCS NPEALIECTBYIOIIME JOKYMEHTBI [0 ’TOMY BOIPOCY.

OOpaiieHus rpaxiad U JTOKYMEHTBI IO UX PACCMOTPEHHUIO (HOPMUPYIOTCS
B oTJIeNbHbIE fena. Kaxknoe oOpalieHue U Bce JOKYMEHTHI [0 €r0 PacCMOTPEHUIO
COCTABJISIIOT B JIEJIE€ CAMOCTOSITENIBbHYIO TPYIIITY U paclojaratorcsi B aadaBUTHOM
MOPSAJIKE TIO MEePBBIM OyKkBaM (aMuIHii aBTOPOB OOpaIlleHU .

B nenax, Haxoasmuxcs B JIEJIONPOU3BOJACTBE, JOKYMEHTHI TEKYIIETO roja
pacrojaratorcsi Mo XpPOHOJIOTMM CHU3Y BBEpX MO Mepe nocTyruieHus. llpu
MOJrOTOBKE K CIaye€ B apXWB JieJIa C JOKYMEHTaMH MOCTOSHHOTO W BPEMEHHOIO
(10 ner m Oomee) xpaHeHUs TNepedOPMUPOBLIBAIOTCS B OOpPATHOM MOPSIIKE:
JIOKYMEHT, TOCTYIUBIINNA B KAJICHIAPHOM TOJly TIOCIEHUM, JOJIKEH ObITh BHU3Y
niena, a IEPBBIM TOKYMEHT KaJICHIapHOT'O ro/ia — BBEPXY, MEPBBIM.

Jena c MOMEHTa UX 3aBEICHUS U J0 MEePEeJayu B apXUB UM YHUUTOKEHUS
B CBA3M C HCTEYECHHUEM CPOKOB XPAHCHUA HAXOIATCA y MPEACEaaTelIst
(OTBETCTBEHHOTO 3a BeJEHUE JAEIONPOU3BOACTBA) TeppuTOpranbHONH KOMUCCHUHU.

[IpoTokosibl 3acenanuii, pemeHus TeppuTopranbHON KOMHCCHM, CIUCKHU
MIPUTJIAICHHBIX, MPUIaraeMble K POTOKOJTY, MOJIMHHBIE HK3EMILUIAPHI PEIICHUN
C COOTBETCTBYIOIIUMU MPUIIOKEHUSMH, POTOKOIbHBIE TOPYUYEHUS, TOKYMEHTHI,
MOCIYKUBIIME OCHOBAHMEM JUIi PACCMOTPEHHUS BOIPOCAa HA 3acedaHuu
TeppuropuaibHON KOMUCCHH, paciiuppoBaHHAS ayIU03aNUCh 3aceaHus (MpuU ee
HaJW4YUM), CHOUCKH PACCBHUIKM PEIICHHN 10 TepeJayd B apXWB HAXOIATCS Y
npeacenaTens (OTBETCTBEHHOTO 3a BEJICHUE JIEIOTIPOU3BOICTBA)
TepputopraabHON KOMUCCHUU.

3a COXpPaHHOCTh JJOKYMEHTOB M JIeJl OTBETCTBEHHOCTh HECET Mpe/IceaTelNb
TeppuropranbHOW KOMUCCUM U OTBETCTBEHHBIN 3a BEICHUE JEJIONPOU3BOACTBA B
TepputopualibHON KOMHUCCHH.

Jena noDKHBI HAXOOUThCS B pabodeil KOMHATe WM B CIEHHAIBHO
OTBEJICHHOM JIJIs1 TOM 11€JIU MOMEIIICHUHN U XPaHUTHCS B 3amuparomuxcs mradax,

MpCAOXPaHArOINX JOKYMCHTBI OT IIBIJIN U BOBﬂCﬁCTBHﬂ COJIHECYHOI'O CBCTA.
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B mensx oOecnedeHuss OMEpaTUBHOTO TIOMCKAa JOKYMEHTOB Jeja
pacrojaratorcss B COOTBETCTBUM C HOMEHKIATYPOMl [I€Nl, KONUS KOTOpPOH
MOMEIIIAETCs] Ha BHYTPEHHEN CTOPOHE JABEPIIbI MIKada.

Ha «kopemikax oOM0OXeK Jiela yKa3bIBAIOTCA HHJAEKCHI JIe 10
HOMEHKJIaType Jed.

Hena, Haxondiiuecss Ha TEKyLIEM XpaHEHUH, mnojuiexar yuery. llepen
nepegayeil JOKYMEHTOB B apXHWB MPOBOAMUTCS MPOBEPKA HAIMYUS U COCTOSTHUS
JOKYMEHTOB W JIeJ1 B IEJSIX YCTAHOBJEHUS (PAKTUYECKOTO HAIUYUS JeNl U
COOTBETCTBUS UX KOJIMYECTBY, UUCIISIIIEMYCS IO HOMEHKJIATYpE Je.

[IpoBepka Hamuuusg M COCTOSIHUS JOKYMEHTOB W JI€JI IPOBOJUTCS MpHU
NEepEeMEILICHUH Je, BO3BpaTe JeJ, CMEHe Ipencenarens TeppuropraibHOM
KOMHCCHH.

[IpoBepka MNPOBOAUTCS IyTEM CBEPKU CTAaT€d HOMEHKIATYpPhl JE€l1 C
OMHUCaHUEM JIe] Ha 00JI0KKe, a (PU3NUYECKOE COCTOSTHUE JCJ ONPEIeIIeTCs MyTeM
UX BU3YyaJIbHOTO MpOcMOTpa. Bce oOHapykeHHbIE HETOCTATKU (PUKCUPYIOTCS B
aKTe NPOBEPKU HAJIMYUS U COCTOSIHUS JIEII.

B cnyuwae yTpaThl JOKYMEHTOB M J€d1 TPOBOJUTCS  CIY>KEOHOE
paccieoBaHie, Mo pe3ysibTaTaM KOTOpPOTO JIMIIO, BUHOBHOE B YTpare, HECET
OTBETCTBEHHOCTh B YCTAaHOBJICHHOM MOPSIJIKE.

Ecnum otrnenbHblE JOKYMEHTBI, YXK€ BKIIOYEHHBIE B JI€7I0, BPEMEHHO
TpeOyrOTCS JyIsi paboThl, OHM MOTYT OBITh BBIJAHBI M3 JieJla, & Ha MX MECTO
BKJIQJIBIBACTCS JIUCT-3aMECTUTENIb C YKa3aHHWEM, KOI/la, KOMy M Ha KakoOh CpOK
BBbIJIaH JIOKYMEHT.

11.3. DkcnepTU3a EHHOCTH IOKYMEHTOB.

OKCrepTu3a I1IEHHOCTH JIOKYMEHTOB TMPOBOAMTCS JJisi  yCTAHOBJICHUS
HAYYHOW, HMCTOPUYECKOM M  MNPAKTUYECKOM  3HAYMMOCTH  JIOKYMEHTOB,
00pa3oBaBIINXCA B TIpolecce AEATeNbHOCTU TeppuTOpHAIBHOW KOMHUCCUH, C

1[eIBI0 0TOOpa UX JIJIS JadbHEUIIero XpaHeHUs! UM YHUYTOKECHHUS.
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OKcnepTh3a LEHHOCTH JOKYMEHTOB MPOBOAMTCS IPU COCTABJICHHUH
HOMEHKJIATyphl Jied, B mpolecce (GOpMUPOBAHUS e, IPH MOATOTOBKE AEN K
nepegaye B apXus.

JI1st paccCMOTpeHUs TPOEKTOB HOPMATHBHO-METOJUYECKUX JTOKYMEHTOB I10
BOIIPOCaM JIEJIONIPOU3BOJICTBA U APXHMBHOTO JIEJIa, OMHUCEN JI€N MOCTOSHHOTO U
BpemeHHOro (10 ner u Ooree) XpaHEHHs, aKTOB Ha YHUYTOXKEHHUE el U
JOKYMEHTOB, HE HMMEIOIIMX HAYYHOM LEHHOCTH M MPAKTHUYECKOrOo 3HAYCHHS,
NPUKA30M Mpenacenaress TeppuTOprUarbHOM KOMHUCCHHM CO3AETCS SKCIEpPTHAS
komuccus (gaizee — DK).

B ee ¢byHKIIMU BXOIUT TakKe pacCMOTPEHUE U 0JI00pEHHE HOMEHKIIATYPhI
nen TeppuroprualibHOM KOMUCCHH.

B cocra OK BkmouaroTcs 4ieHbl TeppUTOPHAIIBHOW KOMHCCHH,
rpaXIAHCKHUE CIyXallue anmnapara TeppUTOpUaIbHOM KOMHUCCHUH, YJICHBI
Cankr-lleTepOyprckoii M30MpaTeNbHON KOMHCCHM WM COTPYIHHMKHM arrapara
Cankr-IleTepOyprckoit n3dupaTebHOM KOMUCCHH (IO COTJIACOBAHMIO).

[Ipy mpoBeneHUM HKCIEPTU3bl LIEHHOCTH JOKYMEHTOB OCYIIECTBIIECTCS
0TOOp J1es1 MOCTOSTHHOTO U BpeMeHHoro (10 jeT u 6oiiee) XpaHeHus, OTOOpP Je ¢
BPEMEHHBIMM CpPOKaMHM XpPAaHEHMS, MOJUICKAIINX XPAHCHHIO, BBIJIECICHUE K
YHUUTOXKEHUIO JIeJ 32 MPEAbIAYIIUE TO/ibl, CPOKU XPAHEHHS] KOTOPBIX, UCTEKIIH.
IIpu 3>TOM OAHOBPEMEHHO NPOBEPSAIOTCS KAY€CTBO M MOJHOTA HOMEHKJIATYPbI
1€, MPAaBUIBHOCTh ONPEACIICHUSI CPOKOB XpAHEHUS JE.

DKcnepTh3a LEHHOCTH JOKYMEHTOB OCYIIECTBISIETCA MYTEM MOJUCTHOTO
npocMotpa nei. He momyckaercst oTOOp JOKYMEHTOB [UIsl XpaHEHHUS WIH K
YHUUYTOKEHUIO TOJILKO HA OCHOBAaHUU 3ar0J0BKOB JIE]I.

JIOKyMEHTBI, YTpaTHBIIME MPAKTUYECKOE 3HAUYEHHWE W HE MMEIoLue
HMCTOPUYECKOW WJIM HAyYHOW ILEHHOCTH, MO MUCTEYEHUU YCTAHOBJIIEHHBIX CPOKOB
XpaHEeHMsI MOJJIeKAT YHUUTOXKEHHUIO 110 aKTy.

AKTBI O BbIJICJIEHUN K YHUUYTOKEHHUIO JIeNl U JOKYMEHTOB PacCMaTpPUBAIOTCS
Ha 3acenaHusax OK OZHOBpPEMEHHO C ONUCSAMM JIeJ. YHHUYTOXKEHHE Il U

AOKYMCHTOB A0 YTBECPXKACHHUA aKTOB 3alIpCiIacTCs.



59

[lo pe3ynbraram 3KCHEPTU3bl LIEHHOCTH JOKYMEHTOB OTBETCTBEHHBIM 3a
BEJICHHE JEJIONPOU3BOACTBA €XKErOJJHO COCTABJISAIOTCS CBOJHBIE OMNHUCH JIEN
nocTostHHOTO M BpeMeHHoro (10 et u 6onee) xpanenus (nprtoskenns Ne 10, 11)
U N0 JUYHOMY cocTaBy (mpuiioxkeHue Ne 12), a Takke akThl O BBIICICHUM K
YHUYTOXKEHHIO JIeTI, HE MOJIIeKAIMX XpaHeHuto (nprtoxenue Ne 13).

Omnucu nen moctossHHOTOo M BpemeHHoro (10 mer m Gonee) xpaHeHus, a
TAaKX€ aKThl O BBIJCJICHUU K YHUUYTOXKEHHUIO ITUX Jed paccMarpuBarorcs Ha DK
U YTBEPKAAIOTCS MpeacenaresneM TeppuropruaibHON KOMUCCHH.

[Ipu YHUYTOKCHUU JIOKYMEHTOB co CPOKOM XpaHEeHUs
«/lo MuHOBaHus HamoOHOCTH», «1 TOM», «3 Toma», «5 JET» COCTaBISAETCS aKT
(mpusoxenne Ne 14), KOTOpBIA HOMKUCHIBACTCS HE MEHEE YeM JBYMS 4JICHAMH
TeppuropnanbHOMl ~ KOMHCCUH U YTBEpPXKIACTCS IpeaceaTesIeM
TepputropraibHON KOMUCCHH.

YepHOBUKM UM PYKONUCH TOATOTaBIMBAEMBIX JIOKYMEHTOB, KOIHUU
WHGOPMAIIMOHHBIX U JPYTUX MAaTEepUaloB, HE TMOJICKAIIMX BKIIOYCHHUIO B
HOMEHKJIATYpy JeJl, I0 MUHOBAaHUHM B HUX HAJOOHOCTU MOTYT YHUYTOXKAThCS 0€3
COCTAaBJICHUS aKTa.

BbpourtopoBka el Npou3BOAMTCS TOJIBKO MOCJE MPOBEACHUS AKCIEPTU3BI

HCHHOCTHU NOKYMCHTOB.

11.4. Odopmiienue aeJ.

Jlena, moanexauniye Imepenaye Ha XpaHEHHE B apXuB, JOJKHBI OBITh
o(opMIIEHBI COOTBETCTBYIOLIUM 00pa3oM.

OdopmiieHne nena BKIIOYAeT B ce0s MPOBEPKY CHUCTEMATU3ALMU
JOKYMEHTOB BHYTpH JIeJ1a, HyMEPALIUIO JIUCTOB, COCTABJIEHUE BHYTPEHHEHN Omucu
JTOKyMEHTOB Jena (mpujiokeHue Ne 15), nmucra-3aBeputensa Aena (MPUIOKEHUE
Ne 16), obopmiieHue peKBU3UTOB OOJI0XKKH, TTOAIIMBKY (TeperieTeHne) aena.

B 3aBHUCHMOCTH OT CPOKOB XpaHEHHUS MPOBOAUTCS MOJHOE MM YaCTUYHOE

odopMIIEHHE JICII.
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Hena BpemenHoro (1o 10 €T BKJIIOYMTENBHO) XpaHEHHS MOIJIEXKAT
YaCTUYHOMY O(OpPMIIEHHIO: JOMyCKAaeTcsl JIMCThl JieJa HE HyMepoBarTh,
3aBEpUTENIbHBIE HAAMKHCH HE COCTaBIATh. [Ipu 3TOM JOKYMEHTBI JOIYyCKaeTCs
XPaHHUTh B MAMKAX-CKOPOCIIMBATEISIX, MATKIX 00JI0KKaX.

Jlena MOCTOSIHHOTO XpaHEeHUs MOoJIekKaT nmoiaHoMmy odopmiienuro. [lomHoe
odopMieHHE Jena TpemIycMaTpPUBAET MPOBEPKY CHUCTEMATHU3AIMH JOKYMECHTOB
BHYTpPH Jella, TPaBUILHOCTH UuX odopmieHUs (HaIWM4ue HEOOXOIUMBIX
NOJANMUCEH, BU3, OTMETOK O PpErUCTpallud W WCIOJHEHUH, MPUJIOKEHUN),
HyMEpaIruio JIMCTOB, COCTaBJICHWEC BHYTPCHHEW OMHCH JOKYMEHTOB JIejia,
COCTaBJICHHE JIMCTa-3aBEpUTENS Jiena, O(OPMIICHUE PEKBU3UTOB OOJIOXKKH,
MOJIIUBKY (MIEpPEIUIETeHHE) Jea.

O6Onoxka  nmena  odopmiieTcss IO YCTAHOBJIEHHOM dopme
(mpuitoskenue Ne 17). CBefieHHs Ha O0JIOKKY MEPEHOCATCS U3 HOMEHKIIATYPBI e
C YTOYHCHHSMH, OTPKAMOIMMMH (PAKTUIECKUA COCTaB TIOMEIICHHBIX B JEJO
JIOKyMEHTOB.

OO6noxKa J1ena HaAMUCHIBACTCS YEPHBIMU CBETOCTOMKMMU YEpHUIAMH,
pazbopunBo, 0e3 cokpamieHuid. [lomyckaercss odopmiieHUE OOJIOKKH JAena C
UCIIOJIb30BAaHUEM KOMITBIOTEPHON TEXHUKHU.

Ha o0noxxke pena ykas3blBalOTCA CJAEAYIOIIME PEKBU3UTHI: Ha3BaHHE
TepputopuanbHON KOMHUCCHUHU, IEIONPOU3BOACTBEHHBIN HOMeEp (MHAEKC) Aena,
3aroJIoBOK Jena, JaTta jena (ToMma, 4acTv), KOJWYECTBO JIUCTOB B JElie, CPOK
XpaHEeHus Jiena.

PekBH3UTHI, TpocTaBiIsieMble Ha  OOJOXKKEe Jena, O(QOpMIISIOTCS
CJIeYIONUM 00pazoM:

Ha3BaHUEe TeppuUTOpHUATIELHON KOMHCCHU YKa3bIBA€TCSI B COOTBETCTBHM C
periiaMmeHTOM TeppuTOpUalibHOM KOMHCCHM. lIpr H3MeHeHWH Ha3BaHUA
TeppuTopranbHON KOMUCCHH B TEUCHHUE TIEPHOJIA, OXBATHIBAEMOTO JIOKYMEHTAMHU

7iena, Ha 00JI0%KKE K CTapOMy Ha3BaHUIO MPUIUCHIBAETCS HOBOE;
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JIETIOTIPOU3BOICTBEHHBIN HOMEp (MHACKC) Jeia — IPOCTaBIIAECTCS IUPPOBOE
o0o3HaueHue (MHIEKC) Jiea M0 HOMEHKIIAType JIeNl U yKa3bIBaeTCcs HOMEpP ToMa
(qacTn);

3aroJoBOK (HaMMEHOBAHUE) JieJla TMEPEHOCUTCS] U3 HOMEHKIIATYpPhI el
(B HEOOXOIUMBIX CITy4asiX B 3ar0JIOBOK BHOCSITCSI YTOUHEHHUS);

nata jgena — Ha OOJIOKKE Jiefla YKa3bIBalOTCS JIBE JaThl, KOTOPBIC
HA3bIBAIOTCS KPAMHUMM JaTaMH U COOTBETCTBYIOT I'OJy 3aBEICHUS U OKOHYAHUS
nena. HavanmpHass mata — 3TO JaTa camMoro paHHEro, a KOHEYHas JaTa — Jara
CaMoro MO3JHEr0 JOKYMEHTA B Jieiie. [Ipy 3TOM yUuTBIBAIOTCS 1aThl BXOASIIUX U
UCXOJSIINX JOKYMEHTOB (B CJy4yae HMX OTCYTCTBUSL — JaThl PErucTpaluu
JIOKYMEHTOB), U HE YUYUTHIBAIOTCS JaThl CIIMCAHUS JOKYMEHTOB B JI€JI0, YKa3aHUM
10 UCIIOJHEHUIO JOKYMEHTOB, OTMETOK MCIOJHUTENS (32 UCKIIIOUEHUEM CITy4aeB,
KOrJa Ha JOKYMEHTax HE UMEETCS APYTuX AT, KPOME NEPEUHUCICHHBIX).

[Ipy HamucaHuu KpalHUX AAaT Ha OOJIOXKKaX JIeJl TOCTOSIHHOTO XpaHEHUSs
YUCJIO W TOJl TPOCTaBisitoTcs apabckumu 1udpamu. Ha obOmoxkkax men
BPEMEHHOT'0O XPAHEHHUSI YKA3bIBAETCS TOJIBKO TOI.

Ha o06noxkax Jen, COCTOSIIMX U3 HECKOJbKUX TOMOB (4acTeil),
MIPOCTABIIAIOTCS KpalHUE AaThl KAKIOTO TOMA (YacTH).

Kosnn4ecTBO MpOHYMEPOBAHHBIX B JIE€JI€ JINCTOB MPOCTABISAETCS C JIMCTa-
3aBepUTENS Aena.

Cpox xpaHeHHs IEPEHOCUTCA Ha O0JIOKKY Jiejla U3 HOMEHKIIaTyphl fei. Ha
Jefiax MOCTOAHHOTO XpaHeHus nuiercs: «llocTosHHO».

Ha xopemike aena yka3bIBaroTCs 3arojIOBOK J€Ja, TOJ JIeJIa U TOM Jena.

B menmsx oOecnedeHWs COXpPAaHHOCTM W 3aKpeIUICHUS  TOpsJIKa
pacmoJIO)KEHUsI JTOKYMEHTOB, BKIIFOUEHHBIX B JI€JIO, BCE JUCTHI, KPOME YHUCTHIX,
JIACTAa-3aBEPUTEIISL  JI€JIa W JINCTOB BHYTPEHHEW ONHWCH HYMEPYIOTCA B
pa3BepHYTOM BHje apabCkumu nudpamMu BajJoBOM HyMepauuer. YUCThbIe JTUCTHI
U3 Jiesia u3bIMaroTcs (0€3 MOBPEXIEHHUS LEJIOCTHOCTU JIefla) U YHUYTOXKAKOTCH.
JIuctel HYMEPYIOTCS MPOCTBIM KapaHJIAIIOM, CBEPXY BHHU3 B BO3PACTAIOLIEM

NOpsAJIKE HOMEPOB, HauuHas ¢ nepsoro. Lludpsl mpocTaBisioTcs B IMPaBOM



62

BEpXHEM yrily Jjucta. HyMmepauus IBETHbIMM KapaHJallaMd, YEpHWIAMH H
HyMepaTopamH He JI0IyCKaeTCsl.

JIoKyMeHTBI ¢ COOCTBEHHOW HyMepaluei JUCTOB, B TOM YHCJIE MeYaTHbIE
U3JIaHUs, HYMEPYIOTCA B OOIIEeM TOpSAKE WIA COXPAHSIIOT COOCTBEHHYIO
HYMEpalliIo, €CJIi OHA COOTBETCTBYET MOPSAKOBOMY PACIIOJNIONKEHHUIO JIUCTOB B
nene.

Crnoxennsiii Juct Oousbiioro ¢opmara (A2, A3) pa3BopauuBaeTcs U
HyMepyeTCsi B MPaBOW YacTH BEpXHEro mojisi jmcrta. [Ipu 3TomM Juct mo0oro
(dopmara, MOAMIMTHIA 3a OJWUH Kpald, HyMmMepyeTcs Kak OJWH JIHCT, a JIUCT,
CJIOKEHHBIN ¥ MOJIIMUTBINA 34 CEPEINHY, IOJIEKHUT MEPEIIUBKE U HyMEPYETCS KaK
OJIVH JIUCT.

Ecnu B gene ectb KOHBEPT C BJIOXKEHUSMH, TO CHayajla HyMeEpyeTcs
KOHBEPT, a 3aTEM OYEPEIHBIM HOMEPOM KaXKJ10€ BIOKEHUE.

dortorpadpun U JOpyrue WLIIOCTPATUBHBIE MaTepHallbl HYMEpPYIOTCA Ha
000pOTHOI CTOPOHE B JIECBOM BEPXHEM YTITY.

Jlmct ¢  HamIyX0  HaKJEGEHHBIMH  JOKyMEHTamMH  (BbIpe3Kami,
dboTtorpadusiMu) HymepyeTrcss Kak OJUH JUCT. Eciaum K JOKYMEHTY MOAKJIEEHBI
OJIHMM KpaeM JIpyrue JOKyMEHTHI (BCTaBKH TEKCTA, IEPEBOJIbI), TO KaX bl JIUCT
HyMEpPYETCs OTAEIBHO.

[Ipunoxenue K ey, COCTaBISIONIEE OTIAEIbHBIM TOM, HyMepyeTcs
OTJIEIBHO.

[Ipy HanMuuMM OTAENBHBIX OMIMOOK B HYMEpalMH JIMCTOB B Jenax MpHU
MOJrOTOBKE MX K CJaye B apXuB JOMYCKAaeTcsl  YMOTpeOJieHHWEe JUTEPHBIX
(c OyKBEeHHBIMH JTOTIOTHEHUSIMHA ) HOMEPOB JIUCTOB.

B nenax mNOCTOSHHOTO XpaHEHMs] M1 ydeTa M TIOMCKa JOKYMEHTOB
B HaYaJe Jiejia MOKET MOMEIIAThCsl BHYTPEHHSIs onuch (npuiioxkenue Ne 13).

JIucTel BHYTPEHHEN ONMCH HYMEPYIOTCSI OTAEIBHO.

Kaxnoe neno 3akaHUMBAETCS JIMCTOM-3aBEPUTEIIEM YCTAHOBICHHOU (hOPMBI

(mpunoxerne Ne 16).



63

B gwmcre-3aBeputTene gena umdpaMum W TPONUCHIO  YKa3bIBACTCS
(akTHUECKOE KOJIMYECTBO JIUCTOB B JAHHOM Jelie, a TaK)Ke HAIUYUE JTUTEPHBIX U
IPOMYIIEHHBIX HOMEPOB JIUCTOB, KOJMYECTBO JIMCTOB BHYTPEHHEH OIKUCH U
HaJU4Me CPeau JOKYMEHTOB Tra3eT, KHWT, Opomrop, deptexei, (ororpadmii,
PUCYHKOB U T.J., CTABUTCS JlaTa U MOJNUCH paOOTHHUKA, C(HOPMHUPOBABIIIETO JIEIIO,
1 YKa3bIBACTCS €T0 JOJKHOCTh, HHUITHAIBI U (hammiins. Eciau KommuecTBo JUCTOB
B JI€JIC U3MEHSETCS, 3aBEPUTENIbHAS HAJIIUCh COCTABIISETCS BHOBB.

[Ipy noxaroroBke el K MOAUIMBKE (MEpervieTy) IpoBepseTcs
MPaBWIBHOCTH UX (HOPMUPOBaAHUS, 0GOPMIICHUS, METAJUTMYECKUE CKPETUICHUS U3
JOKYMEHTOB YJIAJISKOTCS.

JIOKyMEeHTBhl TOAINIUBAIOTCS TaKUM O00pa3oM, dYTOObI MOXHO OBLIO
CBOOOJHO TPOUUTATh TEKCT KaXJOTO JOKYMEHTa, BHU3bl M YKa3aHHUS MO
VICIIOJIHEHUIO JOKYMEHTA.

11.5. Ilepenaua xes1 B apxXuB.

Ilepenaua pen DOCTOSHHOTO XpaHEHUs B apxXuB eppUTOpHATIBLHOU
KOMHCCHUU OCYIIECTBIISIETCS MOEAUHUYHO MO yTBepkaeHHbIM OIIK onmcsam gen
MOCTOSIHHOTO XPaHECHU.

[Ipuem HOKyMEHTOB Ha TmocTosiHHOE XpaHeHue B Cankrt-IleTepOyprckytro
M30UpaTeNbHYI0 KOMUCCUIO 0QOPMIIAETCA aKTOM MpUeMa-Tiepeadyn JOKYMEHTOB
(mpunoxenne Ne 18).

B apxuB  Cankrt-lletepOyprckoii  u30upaTenbHOW  KOMHCCHH B
COOTBETCTBUM C HOMEHKJIATypou naen TeppuropuanbHOW KOMHUCCHUHA Ha
IIOCTOSTHHOE XPAHEHUE MTEPEatOTC:

JUYHOE JeN0 npeacenarens TeppUTOpUAIbBHOM KOMHUCCHUM B Clly4ae
OKOHYAHUS CpOKa MOJTHOMOYUN WJIK OCBOOOXKEHHUS OT JIOKHOCTH A0 UCTECUCHUS
CpOKa MOJITHOMOYH;

JUYHOE JIeJI0 TOCYJAPCTBEHHOTO TPAXKIAHCKOTO CITyKalllero armapara
TepputopuanbHOl KOMHCCHUM B CIIy4a€ €ro YBOJIBHEHUS C TOCYAapCTBEHHOU

CITyXOBlI;
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JOKYMEHThl TOCTOSIHHOTO u BpeMmeHHoro (10 ner u Oozee) cpokoB
XpaHEHHMs B Cllydae peopraHu3aiuu (JukBugaun) TepputopuanbHO KOMUCCHH.

[Ipn mepenaue Aen Ha BCEX DK3EMIUIAPAX OMUCU A€ NPOTHUB KaKIOTO
BKJIIOUEHHOTO B Hee jena B rpade «IIpumedanue» cTaBUTCS OTMETKA O HATTUYUU
nena. B KOHIIE KaXIIOro 3K3eMIUIsipa OMHCH JIeN YKa3bIBaloTCs LUPpaMu U
MPOIMUCHI0 KOJIMYECTBO (PAKTUUECKH MNPUHATHIX (MIEpEelaHHBIX) B apXHB JIell,
MHUIMAIB 1 (paMUIUU JUI], OCYIIECTBISIONUX MpUeM-Tiepeady J1ej, CTaBsSTCs
UX MOJIKCH U JaTa.

[Ipu npueme nen mpoBepseTcs NpaBUIBHOCTh HUX odopmieHus. [lena,
oQOpMIIEHHBIE C HapylIEHHEM MpaBUJl, YCTAHOBJIEHHBIX HHCTpyKuMei,
BO3BpAILAIOTCs B TeppUTOpHAIBHYI0 KOMUCCUIO C YKa3aHUEM HEJOCTAaTKOB JUIS
UX YCTpaHEHHUSI.

N30uparenpHas JOKyMEHTaLMsI XpaHUTCS B TeppUTOpHAIbHON KOMHCCHUU B
cootBeTcTBUM ¢ llopsiakoM XpaHeHus, NepeJayd B apXWB M YHUUTOXKEHUS
JOKYMEHTAllMM, CBS3aHHOW C TMOATOTOBKOM U NPOBEJCHUEM BBIOOPOB U
pedepeHIyMoB B Cankr-IlerepOypre, YTBEPKJIEHHBIM penieHueM
Canxkrt-IletepOyprckoit  u3dbupatenbHOl Komuccuu, llopsiakoM XpaHeHus U
neperadyd B apXMBbl JIOKYMEHTOB, CBSI3aHHBIX C IOATOTOBKOM M NIPOBEIECHHUEM
BbIOOpOB IIpesunenta P®, Ilopsinkom XpaHeHUs U TepeJayd B apXUBbI
JOKYMEHTOB, CBS3aHHBIX C IMOATOTOBKOM M NPOBEIECHHUEM BHIOOPOB JIEMyTAaTOB
I'ocynapctBenHoit Jymbr @C PO, yTBEepkKACHHBIMU COOTBETCTBYIOIIUMU

noctanoBieHusiMu LK P®.

11.6. Iopsaaok padoThI € JIEKTPOHHBIMH JOKYMEHTAMH.

HcnomHeHHbIe AJEKTPOHHBIE JOKYMEHTBI CHCTEMaTHU3UPYIOTCS B Jielia B
COOTBETCTBMM C HOMEHKIAaTypou pnen TeppuropuanbHor Komuccuu. Ilpu
COCTAaBJICHUM HOMEHKJIATypbl JEJN B 3arojlOBOK Je€ja BKIIIOYAETCA YyKa3aHUE
«DJIEKTPOHHBIE IOKYMEHTBD.

Cpoku XpaHEHHSI DIIEKTPOHHBIX JOKYMEHTOB COOTBETCTBYIOT CpOKam

XPaHCHUA aHAJIOTHYHbBIX JOKYMCHTOB Ha 6yMa}KHOM HOCHUTCIIC.
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DKcrepTu3a ILEHHOCTH DJIEKTPOHHBIX JOKYMEHTOB OCYILIECTBIISIETCA B
oO1eM MOpsiKe, YCTAaHOBJICHHOM JJisi JIOKYMEHTOB Ha OyMa)XHOM HOCHTEIIE.
[Tocne ucreueHus CpoKa, YCTAHOBJICHHOTO MJII XPAaHEHUs DJIEKTPOHHBIX eIl
(?JIEKTPOHHBIX JOKYMEHTOB), HAa OCHOBAaHMU aKTa O BBIJACICHUU UX K
YHUYTOKEHUIO, YTBEPKICHHOIO TpeJcenaresieM [ eppuToprualbHON KOMUCCHH,
yYKa3aHHbIE€ 3JEKTPOHHbIE Jena  (3JEKTPOHHbIE JOKYMEHTBI) MOJJIEXKaT
YHUUYTOXKEHUIO.

DNEKTPOHHBIE JOKYMEHTBI ITOCTOSIHHOTO XpaHEHUs IIEpealoTCsi Ha
apXMBHOE XpAaHEHHE IO ONUCIM ¢ OQOPMIICHHEM aKTa IpueMa-nepesayn

AJICKTPOHHBIX JIOKYMEHTOB.
12. OTBeTCTBEHHOCTDH

12.1. Unensr TeppUTOpHATBHON KOMHUCCHH U TPaXIAHCKUE CITy>Kallue
anmnapara TeppuTopuanbHONM KOMHUCCHUU HECYT NEPCOHAIBHYIO OTBETCTBEHHOCTH
3a coOmogeHue TpeOoBaHuMW  Hacrosimiedl  MHCTpyKIMHM, COXPaHHOCTb
HaXOSIIUXCS Y HUX JOKYMEHTOB.

12.2. OTBETCTBEHHOCTh 32  OpraHM3aIldi0  JCJIONPOM3BOJICTBA B
TepputopuanbHoii KOMUCCHH, BHEpEHUE aBTOMAaTHU3UPOBAHHBIX
(KOMIIBIOTEPHBIX) TEXHOJIOTWM TMOJATOTOBKM M OOpabOTKM  JOKYMEHTOB,
o0ecrieueHrne COXpPaHHOCTH JOKYMEHTOB M Tepenady X B apXuB, KOHTPOIb 3a
coOmoieHneM TpeOoBaHM HacTosiied WHCTpyKUMM HeceT mpeaceaTeb

TepputopualibHOM KOMHUCCHH.
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[Tpunoxenne Ne 1
K THUIOBOM MHCTPYKIMU IO IE€TONPOU3BOJICTBY
B TeppuropuanbHoi U30MpaTeIbLHON
komwuccuu B Cankt-IletepOypre

IHHEPEYEHDb

AOKYMEHTOB, HEC IIOVICKAIIINX PErucTpanum

CooO1ieHus 0 3aceJaHusIX, COBEIIAHUAX U TTIOBECTKAX JIHS.
YyebHble MporpamMMbl, MJIaHBI.

Pexnamubie HU3BCIICHU, I1JIaKAaThI (33 HCKIIIOYCHUEM aFI/ITaLII/IOHHBIX).
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[To3npaBuTeNnbHBIE NUCHMA U TE€JIETPAMMBI.
[IpurnacurenbHbie OUIETHI.
Byxrantepckue JOKyMEHTHI.

[leuaTHBIE M3MaHUS.

© N o g B~

OHCpaTI/IBHaJI I/IH(bOpMaHI/ISI, nocrymnaromasa 110 KaHallaM CBiA3HU

I'AC «Bs160opsD».

[Tpunoxenne Ne 2
K TUNIOBON MHCTPYKLUU IO JEJIONPOU3BOACTBY
B TepputopuanbHOi N30HpaTENbHON
komuccuu B Cankt-IlerepOypre

AKT

MBI, HI>KEO AU CABIINECS

_, COCTaBUJIN aKT O TOM, YTO « » 20 I'. IIpHU
BCKPBITHU ImaxkerTa
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HEM HC 0OKa3aJI0Chb

HaCTO}IHII/Iﬁ dKT COCTABJICH B IBYX JK3CMILJIApaAXx.

Ioamucu:

[Tpunoxenne Ne 3
K TUIOBOM MHCTPYKIIMU N0 IETONPOU3BOJICTBY
B TeppuropuanbHoii U30MpaTeIbHON
komuccuu B Cankt-IleTtepOypre
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®opMbl 0JIAHKOB, HCII0JIb3yeMbIX B H30UPATEJIbHOM KOMHUCCHH

[Ipunoxenne Ne 3.1

TEPPUTOPUAJIBHAS UBBUPATEJIBHAS KOMUCCHUSA Nel8

HPOTOKOJ 3ACEJAHUA

20 rox Ne

Cankt-IlerepOypr
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[Tpunoxenne Ne 3.2

TEPPUTOPUAJIBHASA NU3BUPATEJIBHAS KOMUCCHUSA Nel8

PEIHNIEHUE

20 rox Ne

Cankt-IlerepOypr
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[Tpunoxenne Ne 3.3

TEPPUTOPUAJTBHAS U3BUPATEJIBLHASI KOMUCCHS Nel8
NPEJACEJIATEJD

ITPUKA3

20 roJ Ne

Canxkrt-IletepOypr
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3.4

TEPPUTOPUAJIbBHAS
N3BUPATEJIBHASI KOMUCCHSA Ne 18
CAHKT-IIETEPBYPT

Y. ,0. , Cankr-IlerepOypr, 198
Ten. (812) , @akc (812)
http://www.
OKIIO ; OT'PH
MHH/KIIIT
No

Ha Ne oT

[Tpunoxenne Ne
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[Tpunoxenne Ne 4
K TunoBol HHCTPYKIMHU IO IE€TONPOU3BOJICTBY
B TeppuTtopuanbHOi N30MPATEIHHON KOMICCHH B
Cankr-IlerepOypre

TpeOoBaHus K JOKYMEHTaM, H3r0OTOBJIIEMbIM C IOMOLIHI0
NeYaTaruX YCTPOMCTB, U K (pailJIaM TEKCTOBBIX JOKYMEHTOB
1. TexcThl nokyMeHTOB Ha OnaHkax (GopmaTta A4 nedararorcs yepes 1 -
1,5 MeXCTpOUHBIX UHTEPBAJIA.
2. TexkcTbl JOKYMEHTOB, NOATOTaBIMBAEMbIX K THUHOrpadcKOMy
U3JIaHUIO, [TIEYaTAIOTCA Yepes3 ABa MEKCTPOYHBIX MHTEPBAaJa.

3. HasBanue Buaa MOKyMEHTa NE€4YaTACTCS MPONUCHBIMU OYKBaMH.
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4. Ecnm 3aronoBok K TekcTty mnpesbimaer 150 3HakoB (5 cTpok),
JIOIyCKaeTcsl MpoJyIeBaTh €ro J0 TpaHUIbl MpaBoro mois. Touyka B KOHIE
3aroJioBKa HE CTaBUTCSI.

5. PacmmudpoBka mnommucu B pekBusute «lloamuch» medaraercs
Ha YpOBHE IMOCJEJIHEH CTPOKM HAMMEHOBAHUS JOJKHOCTH C MCIOJIb30BAaHUEM
komOuHanmu kinasum Shift — Ctrl — IIpoden Mmexay nHUTIMATaMH U (aMUITHCH.

6. Cosmanue, QopMaTHpoBaHHWE W BBIBOJ Ha I€4aTh JOKYMEHTOB
IPOU3BOMSTCS Ha KOMIBIOTEpAX C MCIHOJIb30BAaHHEM TEKCTOBOTO Ipolieccopa
MS Word. BHeapeHne 3JIEKTPOHHBIX TaOJHIl, CO3JaHHBIX B TaOJUYHBIX
nporeccopax, B gokymeHTel MS Word nHe nomyckaercs. [lomyckaercs, mpu
HEOOXOAUMOCTH, CO3/laHHEe, (opMaTHUpOBaHME M BBIBOJ Ha Ie€4yaTh TaOJIHUIL
nocpeACTBOM TabiuaHoro nporeccopa MS Excel.

7. Ilpu QopmatupoBaHM JOKYMEHTOB OOS3aTEIbHO HCIOJB3YETCS
BKJIFOUEHHAs! KHOIIKA 4TOOBI BUAETh HA SKPAHE BCE CIIY>KEOHBIE CUMBOJIBI.

8. Ilpum dopmaTupoBaHUM TEKCTa JOKYMEHTOB HCIIOJIB3YETCS CTHIIb,

KOTOPBIM UMEET CIEAYIONINE apaMEeTPhI:

o Ilpudr TimesNewRomanCyr

e Pa3smep 14 myHKTOB

e Orcryn cieBa 0cm
cripaBa 0cm

e Hurepsan nepen 0 myHKTOB
rnocje 0 myHKTOB

e  MeXCTPOUHBIM UHTEPBAI OIAWHAPHBIN, MOJIYTOPHBIN
e [lepsas cTpoka orcTymn Ha 1,25 cm
e BripaBHuBaHue 1o MIUPUHE
9. Ilpu popmatupoBaHuU TabJIUL HEOOXOAMMO COONIOAATH CIETYIOUIUE
TpeOOBaHMUS:
TabnMila BcerJa JOJDKHa HMETh Ha3BaHHWE, KOTOPOE BBIPABHHMBAETCS
10 MPAaBOMY MOJIIO TOKYMEHTA;

Ta6JII/II_Ia BbBIPABHUBACTCA 110 HCHTPY JIUCTA,
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3aroJIOBKU CTOJIOIIOB M CTPOK BBIPABHUBAIOTCS TIO IEHTPY SUCHKH;

JaHHBIC B STYCHKaX TAOIUIBI BRIPABHUBAIOTCS CBEPXY IO JIEBOMY Kpalo;

IPOAOHKEHNE TaOIHIIBl HA HOBOM JIUCTE BCET/Ia HAYMHACTCS C 3ar0JIOBKOB
ee cTonbmoB (MM HOMEpOB Tpad B ciaydae, eciu rpadbl TaOIUIBI HA TTIEPBOM
JMCTE MMPOHYMEPOBAHbI);

CTPOKH TaOJUITBI TIEPEHOCATCS Ha HOBBIN JIUCT JOKYMEHTA UCKITIOUYUTEIHHO
LETHKOM;

MIMpUHA W BBICOTA TAOJMIBI HE MOJDKHBI TPEBBIIIATh Pa3MEphl IOJCH
JOKyMEHTA.

10. PaBMepBI oJieu AJOKYMCHTA JOJIZKHBI UMCTh CJICAYIOIIHC IIapaMCTPhI:

®  BEpxHeEe 2,0 cm
®  HIDKHEE 2,0 cm
® JIeBOE 2,0 cM (Ha MOKyMEHTax CpPOKOM XpaHeHus cBbime 10

net — 3,0 cMm)
e 1mpaBoe 1,0 cm
OT Kpast 10 KOJIOHTUTYJIA:
®  BEpXHEro 1,25 cMm

®  HIKHETO 1,25 cm

11. ITpu mOATOTOBKE JOKYMEHTOB HCIIOJIB3YIOT CICAYIOIINE PEKBU3UTHI:

o rep0 cyonekta Poccutickoit denepannu;

o HAaMMEHOBaHUE W30UPATEIHLHON KOMUCCHH;

o HaWMEHOBAaHUE TOJKHOCTHOTO JIMIIA;

o CIpaBOYHbIE CBEICHUS 00 OpraHU3aluy;

o HaMEHOBAHHE BUA JOKYMEHTA;

o JlaTa JOKyMEHTA;

o PEruCTPallMOHHBI HOMEP JOKYMEHTA;

° CCBUIKA HA UCXOIALLNN PETUCTPALMOHHBIN HOMED

U JaTy TOKYMEHTA;
o azpecar;

o rpu¢ yTBEpKACHUS JOKYMEHTA;
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3aroJ0BOK K TEKCTY JOKYMEHTA;
yKa3aHus 10 UCTIOTHEHUIO JOKYMEHTA,
OTMETKa O KOHTPOJIE;

TEKCT JOKYMEHTA,

OTMETKA O HAJIMYUU MIPUIIOKECHUS;
MOJINKC;

rpud coriacoBaHus TOKYMEHTA;

BU3A;

reyarhb;

OTMETKa 00 UCIIOJIHUTETIE;

UJEHTU(PUKATOP JIEKTPOHHOM KOMHUH IOKYMEHTA.

12. PexBu3uThl (KpoMe TEKCTa TOKyMEHTa M aJpecara), COCTOSIIHNE

N3 HCCKOJIbKHX CTPOK, IICYAaTAIOT CO CICAYIOIIMMH ITapaMCTpaMu:

Mpudt TimesNewRomanCyr

Pazmep 14 myHKTOB

Otctyn cleBa 0 cMm
crpaBa 0 cMm

NurepBan nepen 0 myHKTOB
nocie 0 myHKTOB

MexCcTpOoUHBI HHTEPBA OJIMHAPHBIN

Otctyn nepBoi CTPOKH HET

BrlpaBHUBaHME 10 LIEHTPY

. PexkBu3ut «Aapecar» neqararoT co CIEAYIOIHUMH TapaMeTpaMu:

Hpudt TimesNewRomanCyr

Pazmep 14 nyHKTOB

Orctyn cieBa 12 cm
cripaBa 0cm

HNurepsan nepen 0 myHKTOB
nocyue 0 myHKTOB

MexCcTpOoUHBI HHTEPBA OJIMHAPHBIN
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e  OrcTyn NepBOM CTPOKU HET
e BripaBHHuBaHUE II0 JIEBOMY Kpal WU LEHTPYETCs

OTHOCHUTEJIBHO CaMOM ,ZIHI/IHHOﬁ CTPOKH.

Ecnu cocraBHble 4acTH pPEKBU3UTOB «Anpecaty, «I'pud yTBepxkaeHUs
nokymeHTtay, «I'pud cormacoBanus JgokyMeHTa», «OTMeTKa O HAJIWYUH
IPUIOKEHUS» HE YMEHIAIOTCS Ha OJHOM CTPOKE, TO Pa3pbiB CTPOKH B HYKHOM
MECTE MPOU3BOJIUTCS C MOMOUIbI0 cHMBOJa «Pa3peiB CcTpokm» (KOMOMHAIIHS

knasum Shift — Enter), mHanpumep:

COTI'JTACOBAHO
IIpencenarens komureTa
UMYLIECTBEHHBIX OTHOILIEHUI

Cankr-IletepOypra

A.H. UBaHoB

14. TIpu odopmiieHnH JOKYMEHTOB Ha JBYX W 0OJiee CTpaHUIIAX BTOPas

U MOCJIEAYIONIME CTPaHUIIbI TOJKHBI ObITh TpOHYyMepoBaHbl. Homepa cTpanuig

MPOCTABIISIIOT TOCEPEMHE BEPXHEro MOJis JUcTa apaOCcKumu mudpamu 0Oe3
BCAKUX 3HAKOB MPENUHAHUS.

Ecnmn [OKyMEHT uMeEeT NpPUIIOKEHHE, TO OHO II€YaTaeTcs C HOBOU

CTpPaHULIBI.

15. Jlnss  BBIABIACHUS W HMCHPABICHUS BO3MOXKHBIX OIMHOOK B
MPaBOMUCAaHUU B CPOPMHUPOBAHHBIX (pailyiax PEKOMEHAYETCS OCYIIECTBIISTH
IPOBEPKY JOKYMEHTOB, UCTIOJIb3YsI CUCTEMbI TPOBEPKH MPABOTIUCAHUS.

16. Kaxaplli TOKYMEHT CO BCEMHU MPHUJIOKEHUSIMH K HEMY TOMEIIAI0T
B OTACHbHBIN (haill (ecau TPUIIOKEHHUS CO3aHbl OJHUM IPOIECCOPOM).
BuyTpu daiina cam T0KyMEHT U KaK10€ MPUIIOKEHHUE IOMEIIAIOT B OT/ACIIbHbBIE

pasnesbl.



78

17. Bce peKBU3UTHI JOKYMEHTA OTAEISAIOT APYT OT Ipyra OJHOM IyCTOM
CTpOKOH, oOpazyemoiri cumBoyioM aO3ama (Y — xmaBumia Enter). B Tekcre
HE JIOJDKHO BCTpevaThes 00Jiee IByX CUMBOJIOB a03alia Mmopsi.

18. He pomyckaercst mucaTh CJIOBA C Pa3psIIKOW, BCTaBISA MPOOEITBI
Mexay OyKBaMH B CJIOBaX, 3a MCKJIIOYEHUEM CJIOBA «PEUIMIa» B PEHICHUSX U
MPOTOKOJIAX  3acelaHuid u30upaTenbHOl KkKomuccuu. He  nmomyckaercs
WCIIOJIB30BaHUE TIPOOETOB sl 0Opa3oBaHUs ab3arfHOTO OTCTyma (KpacHOM
CTPOKH) WJIU MYCThIX CTPOK. B TekcTe He AOMKHO BCTpeyaThes moapsi Oosee
OJIHOTO cHMBOJIa npobena. Paznenenve nuauumanoB u ¢hpaMmminm, cuMmBosia Ne u
YyuCcia, TMOPSJAKOBOTO HOMEpa CTaTbM, 4YacTH, IYHKTa WIA TOJIyHKTa
IPaBOBOTO aKTa, YUCJIa Mecslla W Ha3BaHUS Mecsila, Yucia ToJa U CJoBa
«roa», IMOOBIX YHCIOBBIX 3HAYCHWW MW CIWHUI] W3MEPEHHUS JeNIaeTCs C
UCIIOJIb30BaHUEM HepaszaeauMoro npoodena (coueranue kinapum Shift — Ctrl —
[IpoGemn).

19. He pomyckaeTcst BKJIIOYaTh B TEKCT JOKYMEHTA pa3JeiUTEIIbHbBIE
JUHUH, COCTABJICHHBIC U3 IIETIOYEK CUMBOJIOB (¥, =, -, — 1 1Ip.).

20. He nmomyckaercsi MCHONB30BaHUE B PYCCKHUX CIIOBAaX CXOIHBIX IO
HauepTaHuIo JaTuHckux OykB (A, a, B, C, ¢, E, e, H, K, M, O, 0, P, p, 1, X, X,
y).

21. He nmomyckaeTcs WCIOJIB30BAaHUE CHUMBOJIA TaOymsuuw (—) s
oOpa3zoBaHusi a03alHOrO OTCTyMa (KpacHOM CTPOKH) MIM TMYCTHIX CTPOK.
AO3arHbI OTCTYI YCTaHABIUBAaIOT B MeHI0O Dopmat/A03al] Wik ¢ MOMOIIbIO
BEPXHETO JIBUKKA HA TOPU30HTATIBHOM JIMHEUKE.

22. He nmomyckaeTcsi MCIOJB30BaHHE CHUMBOJIA «-» JJIsi O00O3HAYCHUS
nepeHoca. BMecTo HEro ciemyeT HCIoIb30BaTh CHMBOJ MSTKOTO IepeHoca
(komOuHanus kiaapum Ctrl — «-»).

23. Jlns HanucaHusi pUMCKUX [UGP TOHKHBI UCIIOJIb30BATHCS 3arJIaBHbBIE
O0ykBbl TatnuHckoro andasuta (1, V, X, C, D, L, M). Ucnons3oBanue s 5TOH

[IeJTU PYCCKHUX OYKB U apaOCckux nudp He q0mycKaeTcs.
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24. BmecTo OYKBBI «E» m0mKHa ynoTpe6asThes Oyksa «Ey» (kpoMe UMeH
COOCTBEHHBIX MPHU HAJMYUH MOATBEPKIAIOIINX JOKYMEHTOB).

25. PexBm3utel «HammeHoBaHMe BHIA JOKYMEHTa» JIOJDKHBI OBITH
BBIPOBHEHHI 110 IIEHTpY. He nomyckaercs ncnosb3oBaHue CUMBOJIA ad3ara JUist
HpepbIBaHMs CTPOKH B MPOU3BOJIBHOM MECTE, JUIS 3TOTO CIEAYeT MPUMEHSThH

CHUMBOJT pa3pbIBa CTpoKH (KomOuHarus kiasumr Shift — Enter).

[Tpunoxxenue Ne 5
K TUIIOBOH MHCTPYKLUU 1O JEJIONPOU3BOACTBY
B TeppuTtopuanbHOi H30UpaTeIbHON
komuccuu B Cankt-IlerepOypre

Chnucok PACCBLIIKH HCXOAAINHUX JOKYMCHTOB

Ne HanmeHnoBaHue oprana

IHosHbIi MOYTOBBIH ajgpec
n/n (opranmuszaumu)
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[Ipencenarens

TeppurtopuanbHoit U30UpaTenTbHON KoMuccuu Ne

Uctnomaurens
« » 20 1.

[Tpunoxenne Ne 6
K THIOBOW MHCTPYKIIMU 11O JIETOIPOU3BOJICTBY
B TeppuTtopuanbHOi N30HpaTENbHON
komuccuu B Cankt-IlerepOypre

CornacoBaHue MpoOEKTa:




JIOJDKHOCTB
bamums

JIOJKHOCTB
bamums

JIOJDKHOCTB
bamums

Uctonaurenn:

J1OJDKHOCTB
bamums

(mara)

(mata)

(mata)

(mata)
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HWHUIIKAJIbI,
(nmoamucek)

HMHUIINAJIbI,
(momnce)

HWHHUIIMAJIbI,
(moamucek)

HWHHUIIUAJIbI,
(moxmuce)

[Tpunoxxenue Ne 7
K TUIIOBON MHCTPYKLMU IO JEJIONPOU3BOACTBY
B TeppuTtopuanbHOi N30HpaTENbHON
komuccuu B Cankt-IlerepOypre

VTBEPXJIAIO

[Ipencenarens TeppuropuanbHoii Komuccun Ne
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HWHHUIUAJIBI, (paMI/IJII/IH

(noonucy)

« » 20 I.

OTuer 0 pa3memienuu pemieHuii TeppuropuaabHOil H30UpPaTEJIbHOM
KoMHCCHH No
caiite www.tik__ .spbik.spb.ru,
B pa3nee «J{0KyMeHTbD» H pacchlIKe 10 COOTBETCTBYIOIIUM aJpecaTaM

3acemanue Ne OT « » roaa
Ne Ne pemmenus AJlpec pa3MelieHus, aapecaT PacChbUIKU Jlata
n/m THUK pa3menieHus,
PacChUIKU
1
2
3

Ucnomuurens:
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[Tpunoxenue Ne 8
K TUoBoOi MHCTPYKIUU IO IETIONPOU3BOJICTBY
B TeppuropuanbHOil H30MpaTETLHON KOMUCCUU
B CankT-IlerepOypre

HEPEYEHD

nmoaJaeKamuX KOHTPOJJIK JOKYMECHTOB €C YKa3aHUEM CPOKOB HCITOJTHCHHUS

1. ®epepanbHble KOHCTUTYLHOHHBIE 3aKOHBI, (helepaibHble 3aKOHBI
Pocculickon ®@enepanuy — cOracHO yKa3aHHOMY B HUX CPOKY.

2. Ykaswl [Ipe3unenta Poccuiickoit denepanuu — cOriacHO yKa3aHHOMY
B HUX CPOKY.

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

4. llocranoBnenus, pacnopsbkenuss  I[lpaBurensctBa  Poccuiickoii
denepanuy — COMIACHO YKA3aHHOMY B HUX CPOKY.

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

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

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

8.  Pacnopsikenuss ['yOepnatopa Cankr-IletepOypra — COIJIaCHO
YKa3aHHOMY B HUX CPOKY.

9. [Ilapnamentckue 3ampocel Coera @enepanuu DeaepaabHOTO
CoOpanust Poccuiickoit ®enepaunu, ['ocymapcrBennoir Jlymbl denepaibHOro
CoOpanust Poccuiickort denepanuu — He To37HEe 4eM uepe3 15 KaleHTapHBIX
JTHEW CO JHS MOJIyYEHMS NMapJaMEHTCKOTO 3aIpoca WM B MHOW YCTaHOBJICHHBIN
cooTBeTcTBYIOMIEeH manaroit denepansHoro Cobpanus Poccuiickoit denepanuu

CPOK.



84

10. 3ampocer unenoB Cosera @enepaunu Denepanpsuoro Cobpanus
Poccutickon ®enepaunu, nenyratoB [ocymapctBenHon Jlymbl DenepanbHOTO
CoOpanusa Poccuiickoit denepanu — He Mo3aHee yeM 4depe3 30 KajaeHIapHBIX
JTHEW CO JTHS €r0 MOJyYEHHUs WM B HTHOM COTJIACOBAHHBIM C MHHUIIMATOPOM 3arpoca
CPOK.

11. Oo6pamenus uineHoB CoBera Denepanuu DenepanpbHoro ColOpaHus
Poccuiickon ®enepannu, nenyratoB [ocymapctBenHon Jlymbl DenepanbHOTO
CoOpanust  Poccuiickoit  ®@enepanii 1O BOMpOcCaM, CBSI3aHHBIM € UX
NeATEIbHOCThIO, — Oe30TjiaraTeNibHO (2 MpU  HEOOXOAMMOCTH MOIMYYEHUS
JIOTIOJTHUTENIBHBIX MAaTepualoB — HE Mo3gHee dyem yepe3 30 KaJleHIapHBIX THEU
CO JTHSI TIOJTyYeHUS] OOpaICHUS).

12. OGpamieHus JenmyTaToB 3aKoHOATEIBLHOTO CobOpanus
Cankr-IletepOypra — B CpPOK, YCTAaHOBJICHHBId  3aKOHOJATEIHCTBOM
Cankr-IletepOypra.

13. Tlucema u3 Angmunuctpanun llpesunenta Poccuiickoit ®exeparum,
[IpaButennsctBa Poccuiickoit ®enepaunn, Konctutynnonnoro Cyna Poccuiickoi
Oenepaunu, BepxoBHoro Cynma Pocculickont @enepaunu, ['eHepanbHOU
npokypatypbl Poccuiickoit ®deneparnuu, agmunuctpanuu ['yoepnaropa CaHKT-
[lerepbypra — B COOTBETCTBMU C YKa3aHHSIMHU IO HCIIOJHEHHUIO JOKyMEHTA
npeacenatens TeppuTopUaibHOM KOMUCCHM, €CJIM B HMX HE YKa3aH CpPOK, — HE
no3ziHee yeM uepe3 30 KaJleH1apHbIX THEH.

14. Tlporect npokypopa — He Mmo3aHee yem uepe3 10 KaJleHTapHbIX THEH.

15. TIlpexacraBiaeHue mpoKypopa — He no3aHee uyeM yepes 30 KajieHaapHbIX
JTHEM.

16. OOpamenust TpaxaaH IO BOMpOcaM BBIOOPOB U pedepeHAyMOB —
10 30 KaJIeHIapHBIX THEH, a TOCTYIUBIINE B TIEPUOT N30UPATEILHON KaMIIaHUU —
B cooTBeTcTBUU ¢ DenepaiibHbIM 3aKOHOM «O0 OCHOBHBIX TapaHTUSX
M30UpaTeNIbHBIX MPaB M MpaBa Ha ydacTtue B pedepenayme rpaxiaan Poccuiickoi

denepanum.
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17. Tlepecbuika oOpamieHHH TpaKIaH, COAEPIKAIIMX BOIMPOCHI, PELICHUE
KOTOPBIX HE OTHOCHUTCS K KOMIICTCHIIMH TeppUTOPUATBHON KOMHCCHUH,
OCYIIIECTBIISIETCS B TCUCHUE CEMU KaJICHAAPHBIX JTHEH.

18. OOpamenust cpeACTB MaccoBOW uH(pOpMANMM MO  BOMpPOCaM
NPEIOCTaBICHUST MH(POPMAIIMK — CEMb KaJeHIapHbIX nHei. Ecimm TpeOyembie
CBEJICHUS HE MOTYT OBITh NPEIOCTABICHBI B yKa3aHHBIM CPOK, TO JOITYyCKAaeTCs
OTCpOYKa B TMPEIOCTABICHUH 3amlpaliuBacMoil WHQOPMAIMU C BpPyYECHHEM B
TPEXIHEBHBIA CPOK CO JHS TOJydYeHHUs NHCBMEHHOTO 3ampoca uHbopmammu
yBEIOMJICHHSI 00 OTCPOYKE MPEJICTABUTEIIO PEAAKIIMU, B KOTOPOM YKa3bIBAKOTCS
NpUYMHA OTCPOYKH, JlaTa, K KOTOpOH OyaeT mpeocTaBiieHa 3alpaninBacMast
uHpOpMaIus, IOHKHOCTHOE JIUIO, YCTAaHOBHBILIEE OTCPOYKY, Jara TMPUHITHS
penieHust 00 OTCPOUKe.

19. 3anpoc rocynapcTBEeHHOTO OpraHa, OpraHa MECTHOTO CaMOYTIPaBJICHUS
WIA JOJDKHOCTHOTO JIMIIA, PacCMAaTPHUBAIOIIErO OOpalleHne TIpakIaHHHA,
JOKYMEHTBI W Marepuajbl, HEOOXOJMMBIC JJIsi PACCMOTPEHHUs OOpalieHus,
NPEOCTABIAIOTC B TeueHHe 15 pJHel, 3a HCKIIOYEHHEM [OKYMEHTOB H
MaTEepHAIIOB, B KOTOPBIX COACPIKATCS CBEICHUS, COCTABIISIONINE TOCYIaPCTBEHHYIO
WIH  WHYI0 OXpaHIeMYIO (QeJepalbHBIM 3aKOHOM TalHy, M JJIs KOTOPBIX

YCTaHOBJIEH 0COOBIN TOPSAIOK MTPETOCTABICHUS.
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[Tpunoxenne Ne 9
K TUnoBoi HHCTPYKIMU O JEIONPOU3BOJICTBY
B TeppuropuansHoii U30MpaTEIHLHON KOMUCCHH
B Cankrt-IlerepOypre

YTBEPXJIAIO

IIpencenarens TeppuropuanbHOU
u30upareabHOU KoMuccuu No

MOJNUCh  paclIM(ppPOBKa HOAIUCH

20 T
HOMEHKJIATYPA JAEJI
TeppuropuaJbHOi H30UpPaTEIbLHON KOMUCCHU N2 Ha 20 rojg
Vinexc Kon-Bo Cpoxk xpaHeHus aena
;[Ia 3aronoBok siena nen (TOMOB, (Toma, yacTu) [Ipumeuanue
a (Toma, wacTu) vacreii) 1 Ne crareii 1o mepevHio
1 2 3 4 3)
Hazpanwue pazgena
HaumeHnoBaHMe OIKHOCTH COCTaBUTEIS [Toxnuce PacmmgpoBka
HOMEHKJIATypbl MOJUCHU
ara
COI'JTACOBAHO COTI'JTACOBAHO
IIporoxon DK Cexperapp Cankr-IlerepOyprekoit
or No n30upareabHON KOMUCCUHI

Ioanucs paciudpoBKa MoJmucu
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[Tponomxkenne mpunoxxernst Ne 9

Wrorosas 3anmuck 0 KaTeropusix U KOJIMYECTBE JIe]1, 3aBE/ICHHBIX B roay B
TeppuropraibHON N30UpaTETHLHON KOMUCCUU Ne

B ToMm uncne

ITo cpokam xpaHeHus Bcero HepexoAIIIX C OTMETKOM
«OIIK»
1 2 3 4
ITocTtossHHOTO

Bpemennoro (cBoimie 10 ser)

Bpemennoro (o 10 et BKIIOYUTEIBHO)

HNTOI'O:

HaumeHoBaHue NOKHOCTH COCTaBUTEIS IToanuce PacmncprBKa
HOMCHKIJIaTYypPbI IoAIInCHu

ara
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[punoxenne Ne 10
K TUnoBoi HHCTPYKIMU O JEIONPOU3BOJICTBY
B TeppuropuansHoii U30MpaTEIHLHON KOMUCCHH
B Cankrt-IlerepOypre

Tepputopuanbhas komuccust No YTBEPXK/IAIO

[Ipencenarens

OITUCDH Ne TeppuropuanbHOil kKomuccur Ne

ACJI HOCTOAHHOT'O XpaHCHUA

3a rox IMonnuce PacmmdpoBka nomnucu
[ara
No Wnnekc Kpaitnue | Koin-Bo
3aroyioBOK Jiea [Ipumeuanue
/11 Iea aThl JIACTOB
1 2 3 4 5 6

B nannbIN pazaen onvucu BHECEHO

(yughpamu u nponucwio)

¢ Ne o Ne , B TOM YHCIJIE:

JMTEPHBIC HOMEpA:

MMPOMYyHICHHBIC HOMCPA:

HanmenoBanue 10IKHOCTH COCTaBUTENS IToamuce Pacmm¢poBka noanucu
OIHUCH
JlaTa
COI''TACOBAHO YTBEPXIEHO
ITpoToxon DK IIporokou LleHTpanbHON SKCIIEPTHO-

MPOBEPOYHON METOANYECKON KOMUCCHH
Apxusaoro komuteTa Cankr-IlerepOypra

oT Ne oT Ne




TeppuropuanbHas komuccust Ne

OITUCD Ne
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[Ipunoxenne Ne 11

K THUIIOBOM MHCTPYKLUU IO JEJIONPOU3BOACTBY
B TeppuropuansHoii U30MpaTEIHLHON KOMUCCHH

nen BpemerHoro (10 set u Gosnee) XxpaHeHUs

B Cankrt-IlerepOypre

YTBEPXIAIO

[Ipencenarens
TepputopranbHoil KoMuccun No

3a roja [oxmucek Pacmndposka nmoxnucu
[ara
Ne WNunexc Kpaitnue | Kou-Bo Cpok
3aroJioBOK Jiea [Ipumeuanue

n/m nena JIaThI JINCTOB XpaHEHUs

1 2 3 4 5 6 7
B naunbIN pazaen onvucu BHECEHO

(yughpamu u nponucwio)

¢ Ne mo Ne , B TOM YHCJIE:
JIMTEPHBIE HOMEpA:
MPONYILIEHHBIE HOMEPA!
HanmeHoBaHue NOKHOCTH COCTABUTENS [Toanuck Pacimmdposka moanucu

OITMCHU

JlaTa

COI'NTACOBAHO
IIporokon OK

oT Ne

COI'NTACOBAHO
Cekperaps Cankr-IlerepOyprekoit
n30MpaTeNbHON KOMUCCUH

©.11.0.




TeppuropuanbHas komuccust Ne

OITUCD Ne

Je]1 110 JINYHOMY COCTaBYy
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[punoxenne Ne 12

K TUIIOBOM MHCTPYKLUU IO JEJIONPOU3BOACTBY
B TeppuropuansHoii U30MpaTEIHLHON KOMUCCHH
B Cankrt-IlerepOypre

YTBEPXIAIO

[Ipencenareins
TepputopuanbHoit komuccuu No

3a rox IToanuce PacmmdpoBka nojmnucu
Jara
Ne WNunexc Kpaitnue | Kou-Bo Cpok
33FOHOBOKH€H3 IIpHMeanHC

/1 Jciia AaThbl JIUCTOB XPaHCHUA

1 2 3 4 3) 6 7
B nanHsbli pa3naen onucu BHECEHO

(yughpamu u nponucsio)

¢ Ne mo Ne , B TOM YHCJIE:
JIMTCPHBIC HOMEpaA:
MMPOMYyHICHHBIC HOMCPA:
HaumenoBanue JOJDKHOCTH COCTaBUTCIIA HOI[HI/ICL PaCIJ_II/I(prBKa IIoAnucu

OITMCHU

JlaTa
COI''TACOBAHO
IIporokon K
oT Ne

oT

COI''TACOBAHO
[TIporokon LleHTpanbHOM 3KCIIEPTHO-
MIPOBEPOYHON METOUYECKONH KOMUCCUU
ApxuHoro komutera Cankt-IlerepOypra

No
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[punoxenne Ne 13
K TUIIOBOM MHCTPYKLUU IO JEJIONPOU3BOACTBY
B TeppuropuansHoii U30MpaTEIHLHON KOMUCCHH
B Cankrt-IlerepOypre

YTBEPXIAIO
TeppuropuanbHas komuccus Ne
AKT
[Ipencenarens
No TeppuropuanbHol komuccuu Ne
(mecmo cocmagnens) MOJIIHCh Pacmmdposka
TO/ITHCH

Jlata
(0) BBIACJICHUU K YHUYTOKCHHUIO JTOKYMEHTOB,
HE IOMJICKAIUX XPAHCHHUIO

Ha ocHoBanum IlepeuHss THUNOBBIX YNPABJICHYECKUX APXUBHBIX JIOKYMEHTOB,
0o0pa3ylomMxcsi B IPOLECCE IESATEIbHOCTH TIOCYJapCTBEHHBIX OPraHOB, OPraHOB MECTHOIO
CaMOYIPABJIEHUS M OpraHM3alMi, C yKa3aHUEM CPOKOB XPaHEHUS M HOMEHKJIATYphbl el
TeppuropuansHoli n30upaTenbHOW KOoMUccHH Ne  0TOOpaHBl K YHHUYTOXCHHIO Kak HE

HUMCIOIIIUC HaquO'HCTOqueCKOﬁ OCHHOCTH W  YTPATHUBHIUC [MPAKTUYCCKOC 3HAYUCHUC
JOKYMCHTEIL.

3aroJioBoK Aciia I/IHI[eKC AcJia 110
N . Cpoku XxpaHeHHUs
Ne WJIY TPYIIIOBOM Kpaiinue HOMEHKJIAType Kon-BO . | Ilpnme-
U HOMCpaA CTaTCU
/1 3aroJIOBOK JaThl HJIM HOMEp Acjia Ca. Xp. YaHHC
IO NEPEYHIO
JOKYMCHTOB II0 OIT1UCHU
1 2 3 4 5 6 7
Hrtoro: eln. Xp. 3a roabl
(yughpamu u nponucwro)
Onucu ACT TOCTOSAHHOI'O XpaHCHUA 3a ToAbl YTBEPKIACHEI, I10 JIMYHOMY COCTaBy
cornacoBanbl ¢ DK  Cankr-IlerepOyprckoit n3dupareiabHOl KOMUCCHU
(IPOTOKOJ OT « » r. Ne )
(HaumeHnosanUe OOIAHCHOCIIU TUYA, NPOBOOUBULE20 IKCNEPMUSY YEHHOCTIU OOKYMEHMO8)
(noonucv) (unuyuansl, pamunus)

Jara
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[Iponomxenue npunoxenus Ne 14

COI'JTACOBAHO COI''TACOBAHO
[TpoTokon DK Cekpetapp Cankr-IlerepOyprcekoit
n30UpaTenbHO KOMUCCUU
ot No ©.1.0.
JIOKyMEHTBI B KOJINYECTBE 7ieJ1, TOMOB

BECOM KI' CIaHbI B

Ha nepepaboTKy MO MPUEMOCAATOUYHON HAKIJIATHOW OT

HanmeHoBaHKe JOKHOCTH JINIIA,
CHABIIETO JOKYMEHTBI

JlaTa Tloonucw

N3menenus B ydeTHbIC JOKYMEHTHI BHECEHBI
HanmeHoBanue JOIKHOCTH JUIIA ,
BHECILIETO U3MEHEHHUS B YUETHBIC

JIOKYMEHTBI

JlaTa Tloonucw

(HaumeHo8anUe Opeanu3ayu)

Ne

(Oama)

Pacwughposra noonucu

Pacwugposka noonucu
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[Ipunoxenne Ne 14
K TUnoBoi HHCTPYKIMU O JEIONPOU3BOJICTBY
B TeppuropuansHoii U30MpaTEIHLHON KOMUCCHH
B Cankrt-IlerepOypre

TeppuropuanbHas usdbupareabHas komuccus No

YTBEPXJIAIO
AKT [Ipencenarens
20 r. Ne TeppuropuansHoi U30UpaTEIHLHON

koMuccuu Ne

MeCTO COCTaBJIICHUS

TIOAIHUCH pacunppoBKa MOIUCH
OO0 yHHYTOKEeHUH JOKYMEHTOB
€ OTPAHMYEHHBIM CPOKOM

XpaHeHust

( JIMH, 1 ron, 3 rona, 5 yet)

Jara

Ha ocHoBanuu Ilepeuns TUIOBBIX  YIPABJIEHYECKUX apPXUBHBIX JOKYMEHTOB,
00pa3yIolIMXCcsl B IpoLEcce IESTEIbHOCTH TOCYIAapCTBEHHBIX OPraHOB, OpPraHOB MECTHOI'O
CaMOYIPAaBJIEHUS. M OpraHM3alMii, C yKa3aHUEM CPOKOB XpaHEHUS M HOMEHKJIATyphbl el
TeppuropuanpHoli n3bupaTenbHOW Komuccun Ne — 0TOOpaHbl K YHMYTOXKEHUIO KaK He
UMEIOLINE HAYYHO-UCTOPHMYECKOM IEHHOCTM U yTpPaTHBIIME [PAKTUYECKOE 3HAuEHUE
JIOKYMEHTHI.

3aroyioBoK siena Wnpekc nena mo -
Ne Wiy rpyrm(leoﬁ Kpaitaue Hoi[/[eHKiaType EOH > Cpox XpaHeHwA ITpume-
A Xp- ¥ HoMepa crareit
n/n 3aroJIoBOK JIaThl WIIM HOMED Jiena YaHue
JIOKYMECHTOB O OITHCH (yucToB) IO NCPEHHIO
2 3 4 5 6
Utoro en.xp. (JiucroB) 3a roj
(1),
(mmdpaMu, IPOITUCHIO)
Becom KT CIIaHbl B Ha
(HanMEeHOBaHME OPraHN3AIIH)
nepepaboTKy M0 MPHUEMO-CAAaTOYHOM HAKJIaJHOW OT Ne

(I/IJ'II/I YHUYTOXKCHBI ITYTEM U3MCIIBUCHU A (I_I_IpeI[I/IPOBaHI/IH) Ha ClicuaJIn3npoOBaHHOM

000opymoBaHNN 0€3 BO3MOYKHOCTH BOCCTAaHOBJICHHSI ).
ara BpeMs
COI''TACOBAHO COI''TACOBAHO
ITporokon OK Cekperaps Cankr-IlerepOyprekoit

n30MpaTenbHO KOMUCCUU

©.11.0.

oT Ne
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K THUIIOBOM MHCTPYKLUU IO JEJIONPOU3BOACTBY
B TeppuropuansHoii U30MpaTEIHLHON KOMUCCHH

[Ipunoxenne Ne 15

B Cankrt-IlerepOypre

BHYTPEHHA OIIUCH

JOKYMEHTOB Jiesia Ne

Ne Nunexe Hara Howmepa
3aroJIoBOK JIOKyMEHTa [Ipumeuanue
I/ | AOKYMEHTa | AOKyMEHTa JIMCTOB JieJia
1 2 3 4 ) 6
Hroro: JIOKYMEHTOB

(mdpaMu 1 TPOMUCHIO)

KonunuectBo nuctoB BHyTpeHHeﬁ OIIMCHU

HaumenoBanve NODKHOCTH JINIIA,
COCTABHUBIIETO BHYTPEHHIOIO OIUCH
JIOKYMEHTOB JieJia

JlaTa

IToamuce

(mpaMu 1 IPOTHCHIO)

Pacmndposka mogmucu
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[Tpunoxxenue Ne 16
K TUoBoOi MHCTPYKIUU IO IETIONPOU3BOJICTBY
B TeppuropuanbHOil H30MpaTETLHON KOMUCCUU
B CankT-IlerepOypre

JIMCT-3ABEPUTEJIb JIEJIA Ne

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

B TOM YHCIIE:
JUTEPHBIE HOMEpa JIMCTOB
MPOIYIEHHbIE HOMEpA JINCTOB
+ JINCTOB BHYTPEHHEHN OIKCH

OcoOeHHoCTH (PU3HYECKOTO COCTOSIHUS H Howmepa

(dbopMupoBaHus fena JUCTOB
1 2

HaunmenoBaunue 10IKHOCTH

IMoamnuce

Hara

Pacmndposka mogmmcu
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[Ipunoxenne Ne 17
K THUIIOBOM MHCTPYKLUU IO JEJIONPOU3BOACTBY
B TeppuropuansHoii U30MpaTEIHLHON KOMUCCHH
B Cankrt-IlerepOypre

TEPPUTOPUAJIBHAS U3BUPATEJIBHASA KOMUCCHUS Ne
CAHKT- IIETEPBYPT

JIEJIO Ne

(3a201060K dena, mom dena)

(kpaiinue oamot)

Ha JIUCT
D. Ne
Om. Ne
A Ne

XpaHUTh



YTBEPXKJAIO
[Ipencenarens
TepputopuanbHOit
n30upaTensHON KoMuccuu Ne

MOANUCH  PacIIU(pOBKa IMOIIHCH
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[Tpunoxenne Ne 18
K TUnoBoi HHCTPYKIMU O JEIONPOU3BOJICTBY
B TeppuropuansHoii U30MpaTEIHLHON KOMUCCHH
B Cankrt-IlerepOypre

YTBEPXKJIALIO
[Ipencenareins
Cankr-IlerepOyprckoit
n30MpaTenbHO KOMUCCUU

MOZMNCH PACIIU(POBKA HOAITUCH

Hara [Teuats Hara [Teuars
AKT Ne
npueMa-nepeaaan
APXUBHBIX TOKYMEHTOB Ha
XpaHeHHe
(ocnosanue nepeoauu)
(nazsanue nepedasaemozo gponoa)
TeppuropuajabHas u3buparenbHasi KOMMCCHS Ne B une
crana, a
JlOomKHOCTD, (haMuITIsI, HHUTTAAITBI
Cankr-IlerepOyprekas u3dupareabHas KOMMCCHS B JuLe

JomxHOCTB, (haMUITHsl, HHAIHAIIBI

MpuHAIa JOKYMCHTBI HA3BAaHHOI'O q)OHI[a U CIIPABOYHOI'O MaTepuajia K HUM:

Ne n/n Hasganue, Homep onucu Komnuectso KommnuecTso [Ipumeuanune
JK3EMILISIPOB el. Xp.
OIUCH
1 2 3 4 5
Hroro npunsATO en.Xp.
[Tepenauy nmpoussenu:
JIOJIKHOCTB ITognuce Pacmmu¢poBka  JlomkHOCTD Ionmucy  Pacmmdpoka
Hara Hara
®oHay mpucBoeH Ne
W3meHenus B y4eTHbIE JOKYMEHTBI BHECEHBI
JomkHOCTh [Toanuce Pacmmdposka

Harta



dopma perucTpaOHHOI0 KYPHAJIA BXOASIINX JOKYMEHTOB
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K TUIoBOi MHCTPYKIUU IO IETIONPOU3BOJICTBY

[Tpunoxxenue Ne 19

B TeppuropuanbHOil H30MpaTETLHON KOMUCCHUU
B Cankr-IlerepOypre

Hara Peructpa | Koppecn | Homep wu | Conepx | Pesomo | Ucnmon | Cpok | Otmer | Hom

1oJlyye | IMOHHBIA | OHJEHT | Jara aHue s HUTENb | HCTIONT | Ka 00 | ep

HUS HOMeEp JIOKYMEHT HEHUs | UCMOJa | Jena

a HEHUU
(I)opMa PErUCTPAINMOHHOIO KYPHAJIAa UCXOAAIIUX JOKYMECHTOB

Hara Peructpanumonssiii | Anpecat | Kpatkoe Kto Hcnonnurens | Homep nena

OTIIPABJICHUS | HOMEP coJiep’KaHue | MOJAIMKUCAT C  Komuewu

JIOKYMEHTa JIOKYMEHTa | TOKYMEHT UCXOJSIIETO
JOKYMEHTa




