TEPPUTOPUAJIBHASA NU3BUPATEJIBHAA KOMUCCHUS Ne 18
PEIIEHUE

07 aBrycra 2026 rona No 08-14
Cankr-lleTepOypr

O TunoBoil HHCTPYKIUH IO AEJIONPOU3BOACTBY
B TepputopuaabHoii n30uparejbHOi Komuccuu Ne 18

B cootBerctBunm ¢ pemenueM Cankrt-IlerepOyprcekoit u3buparteabHOM
komuccun oT 31 wmrons 2026 roma Ne 188-10 TeppuropmanbHas u30HpaTeabHas
komuccust Ne 18 p e mx m 1 a:

1. YBepauTs Tumnosyto UHCTPYKIIUIO 110 JIEJI0NPOU3BOICTBY
B TeppuropuansHoii m3buparenbHoii kKomuccuu Ne 18, cormacHo mpHITOKEHUIO
K HACTOSIIEMY PELICHMUIO.

2 Cuutate yTpaTuBlied cwiy WHCTPpYKIHIO 1O JAETOMPOU3BOJICTBY
B TeppurtopuanbHoil n3dupaTenbHoil koMuccuu Ne 18, yTBEpKICHHYIO PEIIeHHEM
TepputopuanbHoi n3duparTenbHor Komuccuu Ne 18 o1 25.12.2018 1. Ne 48-7.

4. PasMecTuTh HaCTOfAIEE pEIIEHUWE Ha calTe TeppuTopHaIbHOU
n30upatenbHoi komuccuu Ne 18 B uHpOpMaMOHHO-TEIEKOMMYHUKAIIMOHHON CETH
«HTEepHET”.

5. KoHTpoib 3a HCHONHEHWEM HACTOSILIETO PEUICHHS BO3JIOKHUTH
Ha npeacenarens TeppuropuanbHOi n30upaTebHON KOMHUCCHUH

Ne 18 TuxomupoBy AHHy CepreeBHy

IIpencenarens TeEppUTOPUATBEHON
u3zbuparenabHor komuccuu Ne 18 A.C. TuxomupoBa

CekpeTapb TEpPPUTOPUATIBHON
u3buparenbHoi komuccuu Ne 18 K.E. CunéBa



[Tpunoxenue

K pELICHUI0 TeppuTOpruaIbHON
n3oupatenbHoi komuccuu Ne 18
ot 07 aBrycra 2026 roga Ne 08-14

TUIIOBAA HHCTPYKLUSA
MO AEJOIPON3BOJACTBY B TEPPUTOPUAJIBHOU
U3EUPATEJIBHON KOMUCCHH Ne 18

1. O0mmue moJsI0KeHUA

1.1. UucTpykuus 1o JEJONpPOU3BOJACTBY B TeppuropuansHOi
nu3zbuparenbHor komuccuu Ne 18 (manee — MHCTpyKuMs) yCTaHABIUBAET MOPSIIOK
paboThl C JTOKyMEHTaMH, OCHOBHBIE NpaBWJa MX MOATOTOBKUM M OQPOPMIICHHUSA
B TeppuropuansHOU n30MpaTebHON KOMMCCHUU Ne 18
(nanee — reppuTopraIbHasi KOMUCCHSA).

TepputopuanbHas KOMHCCHS BIIPABE YTBEPKIATh TUIIOBbIE
W/WIUM  TIpUMEPHbIE MHCTPYKUMU MO JIE€JONPOM3BOJACTBY JUISl  y4aCTKOBBIX
n30MpaTeIbHBIX KOMUCCHUH.

1.2. UucTpykuus pa3paboTaHa Ha OCHOBaHHMU (efepajbHBIX 3aKOHOB
ot 12 utons 2002 roga Ne 67-®3 «O06 OCHOBHBIX FapaHTUSIX U30MPATEIbHBIX MPAB
W TpaBa Ha ydactue B pedepenayme rpaxman Poccuiickoit deneparumn»
(nanee — @enepasibHbI 3aKOH 00 OCHOBHBIX TapaHTHsIX HM30MpaTeIbHBIX MpaB),
or 22 oxtsa6ps 2004 roma Ne 125-®d3 «O6 apxuBHOM nene B Poccwmiickoii
denepanuny, 3akoHoB CankT-IleTepOypra, MOCTaHOBICHHUN M HHBIX HOPMATHUBHBIX
aktoB lleHTpanbHOM wu30upaTenbHOM Komuccuu Poccuiickoit  denepanuu
(manmee — IUK Poccun), Cankr-IlerepOyprckoit u3OupaTenbHOW KOMHUCCHUH,
periiaMeHTa TeEppuTOpUaAIbHON KOMUCCHH, C UCTIOIb30BaHUEM NIpHKa3oB Pocapxupa
or 22 mas 2019 roma Ne 71 «OO6 yrtBepxknenuu IlpaBun gemompous3BoaACTBa
B TOCYJAapCTBEHHBIX  OpraHax, OpraHax MECTHOIO  CaMOYIPAaBIICHUS,
ot 25 nexadps 2020 roga Ne 199 «O0 yrBepxaeHrnu MeToanueckux peKoMeHaaIuim
1o pa3paboTke WHCTPYKLUI o JEIOMPOU3BOACTBY

B rocyaapCTBCHHBIX opraHax, opraHax MCCTHOTI'O CaMOYIIPpAaBJICHU,



3
ot 31 uronst 2023 roga Ne 77 «O6 yrBepxkaeHuu [IpaBun opranuzanuy XpaHeHus,

KOMITJICKTOBAHUSI, y4€Ta W WCIIOJB30BAaHUA JOKYMEHTOB ApxuBHOro (oHma
Poccuiickoit @enepaiii U Apyrux apXUBHBIX JOKYMEHTOB B TOCYAapCTBEHHBIX
opraHax, OpraHax MECTHOTO  CaMOYINpaBJIE€HUS UM  OpPraHU3ALMIXY,
['OCT P 7.0.97-2025 «HamuwonaneHbiii ctangapt Poccuiickoit ®Deneparuu.
Cucrema cTaHaapToB M0 HUHPOpMALMK, OUOIMOTEYHOMY M H3AATEIbCKOMY
neny.  OpraHu3allMOHHO-pacHoOpsAMTENbHAs  JOKyMeHTauusa. TpeOoBaHus
K odopmiienuro nokymeHtoB», ['OCT P 7.0.8-2025 «HamuonanbHblii cTaHAapT
Poccuiickoit denepanuu. Cuctema craHaapToB 1o UHGOpPMAIMU, OUOIUOTEYHOMY
U H3JaTeNbCcKOMy Jeny. Jlenonpou3BOACTBO W apXWMBHOE J€70. TepMHUHBI
U OTIPEJICTICHUSI.

Pabota ¢ pokymeHTamu, cojaepKallMMU HWH(POpPMALMIO OrpaHUYEHHOIO
pacmlpoCTpaHEHHs, OCYIIECTBISIETCS B COOTBETCTBUM C TOCTAHOBJICHHEM
[IpaButensctBa Poccuiickoit ®deneparuu ot 03 Hos6ps 1994 roma Ne 1233
«O0 ytBepxaeHuu llonoxkeHuss o TOpsAAKE OOpalICHUs CO  CIIy»KeOHOM
uHdopMaIuelt OTPaHUYEHHOTO PACTIPOCTPAHCHHS B (eaepalbHBIX OpraHax
WCIIOJIHUTENLHOM BJIACTH, YIIOJIHOMOYEHHOM OPTaHe YIPaBJICHUS HCTIOIb30BaHHEM
aTOMHOM SHEPTUU U YIIOJTHOMOYEHHOM OpraHe M0 KOCMUYECKOU e TEIIbHOCTHY, 32
UCKIIIOUCHHUEM JOKYMEHTOB, COJIepKAIINX CBEACHUS 00 M30upaTesiX, y4acTHUKAX
pedepenyma, obpamiaromuxcs B paMkax (GyHKIIMOHUPOBaHUs ['ocyaapcTBEHHOM
CUCTEMBI peructpanuu (ydera) wusz0upareneld, Y4aCTHUKOB pedepeHayma B
Pocculickon ®@enepanumu.

1.3. ITomoxxenuss MHCTPYKIINU pacpOCTPAHSIIOTCS HA OPTaHU3AINI0 PaObOTHI
C IOKYMEHTaMH HE3aBHUCHUMO OT BHJIa HOCHTEISA, B TOM YHCIIC C JIEKTPOHHBIMHU
JIOKyMEHTaMH, BKIJIIOYasl TOJTOTOBKY, PETHCTPAIAIO, MPOXOXKIACHUE, XpaHEHUE
¥ MCTIOJIh30BaHKUE JOKYMEHTOB.

[Tonoxenuss HCTpyKIMK HE pacpoCTPAHSIIOTCS HAa OPTaHU3AIUI0 PAOOTHI
C JOKYMEHTaMH, COJEP)KAIlUMHU CBEIECHUS, COCTABIIAIOIINE TOCYAapCTBEHHYIO
TaHYy.

TpeboBanus WHcTpykiun Kk pabore ¢ (UHAHCOBOW, B TOM YHCIIE

OyXTranTepcKkoll JOKYMEHTAllMel paclpOCTPaHSIOTCS Ha JaHHbIE JIOKYMEHTHI
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B YaCTU OONIMX MPUHIMIIOB pabOThl C HUMHU, a TaKXKE OpPraHU3aIMU TEKYIIETO

XpaHEHUs JTOKYMEHTOB M MOJATOTOBKM HMX K MEpe/laue Ha apXUBHOE XpaHEHUE,
C y4yeToM OCOOCHHOCTEH  OIOJKETHOTO  3aKOHOJATENbCTBA,  HACTOSIICH
WNuctpykiuu, unbix HopMmatuBHBIX akToB LIUK Poccum, Cankrt-IleTtepOyprckoit
n30upaTeabHON KOMUCCHH, TEPPUTOPUATHHON KOMHUCCHH.

PaboTa ¢ gJOKyMeHTaMHu MO OpraHU3alldy 3aKyloOK TOBAapOB, pabOT U yCIyT
ocymiecTBisieTcss ¢ ydetom @DenepanibHOTO 3akoHa OT S5 ampens 2013 rona
Ne 44-®3 «O koHTpakTHOM cucTeMe B cepe 3aKymoK TOBapoB, padOT, yCIyT
JUIsl 00ecCIieYeHusl TOCYJapCTBEHHBIX W MYHHUIIMIAIBHBIX HYX1». OcoOEHHOCTH
OpraHu3alyy J0KYMEHTO000pOTa, OTHOCSILETOCs K OpraHu3aliy 3aKyIIOK TOBApOB,
paboT u yciayr, npaBuiia MOJTOTOBKH U O(POPMIICHUS TaKUX JIOKYMEHTOB, a TAaKKe
NopsiIoK  pabOTBl  C  HHUMH  MOTYT  JOMNOJHUTEIBHO  yCTaHABIMBATHCA
COOTBETCTBYIOIIUMHU HOPMAaTUBHBIMU aKTaMHU UK Poccun,
Cankr-IletepOyprckoit n30upaTesibHOW KOMUCCUU, TEPPUTOPUATEHON KOMHCCHH,
IpUKa3amMu NpeceaaTest TepPUTOPUATbLHON KOMUCCHH.

1.4. IlpaBuna moAroTOBKH U O(QOPMIICHUS] JOKYMEHTOB U MOPSAOK PabOThI
C HUMH, TpemycMoTpeHHble WHCTpykiuen, oO0s3aTeNbHbl JJIi  YJICHOB
TEPPUTOPUATIBHOM KOMHUCCHU U TOCYIJAPCTBEHHBIX TPAXKIAHCKUX CITYKaIIUX
amnmapara TeppUTOPUATIEHON KOMUCCHUU (Jlajiee — TpakJIaHCKue CIyKalllye) U JII,
3aMEIIAIOMINX JOJDKHOCTH, HE SIBISIOIIMECS JOHKHOCTAMHM TOCYIapCTBEHHON
IPKIAHCKON CIIy>KOBbI, a TaK)Ke JIMI, MIPUBJIEKAEMbBIX IO TPaXIAHCKO-TIPABOBBIM
JIOTOBOPAM.

1.5. Benenue JIEIOTPOU3BOICTBA TEPPUTOPUATHHOM KOMHCCHUU
OCYILECTBIISIET MPEICENaTellb TEPPUTOPUAIBHOM KOMHUCCUU WU TPAKIAHCKUN
Cly)Kallluil anmapatra TEePPUTOPHAIBHOM KOMHUCCHM, Ha KOTOPOIO BO3JIOKEHA
GyHKUMS BEIEHUs JIEJIONPOM3BOJACTBA B COOTBETCTBHUM C  JOKHOCTHBIM
periaMeHToM  (nanee — paOOTHMK — amnmapara, OTBETCTBEHHBIM 3a  BENICHUE
JIeJIOTIPOM3BOICTBA).

1.6. PaGoTtHukn  ammapara,  MOCTYNHMBIIME  HAa  TOCYJApPCTBEHHYIO
rpaxaanckyto ciyx0y Cankt-IlerepOypra B anmapat TeppUTOPHATEHON KOMUCCHH,

abo Ha JOJDKHOCTH, HE ABIIAIOIHUECA JOJDKHOCTAMH FOCY,HapCTBeHHOfI
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Fp&)K,Z[&HCKOﬁ CJ'Iy}K6I>I, a4 TaKKC TIpaxaaHC, IIPHUBIICKACMBIC 110 TI'PaXIaHCKO-

MIPABOBBIM JIOTOBOpaM, JOJDKHBI OBITh O3HAKOMJICHBI MOJI MOAMHCH C TEKCTOM
Nuctpykiun ~ paOOTHUKOM — ammaparta,  OTBETCTBEHHBIM 32  BeJICHHUE
JIETIONPOU3BOJICTBA.

1.7.B cmydae yxoma B OTIYCK, BbI€3a B KOMAaHIHUPOBKY, OOJIC3HH,
YBOJIBHEHHSI ~ HUCIOJHUTENS  JOKYMEHTOB  HEUCIIOJHEHHBIE  JOKYMEHTBI
10 MMOPYYEHUIO MPEACEATENs] TEPPUTOPUATIBHON KOMUCCUH MEPEAOTCA IPYTroMy
WCIIOJTHUTEITIO.

1.8. Jlenonpou3BoACTBO B TEPPUTOPUAIBHON KOMHUCCHUH OCYILECTBIISETCS
CpPEICTBAMHM  MOJCHCTEMBI JIOKYMEHTOOOOpOTa M  YINpaBiieHUs LU(POBBIM
KOHTEHTOM ['OCyZapCTBEHHOW AaBTOMATU3UPOBAHHOW CUCTEMBbI Poccuiickoi
Oeneparuun  «Beioope»  (manee — [1J]), a Takke C HCMIOIB30BAHUEM JPYTUX
PErHCTPAlMOHHO-YUYETHBIX (OopM (KapTOYHOM WM IKYPHAJbHOM CHCTEMBI
pErucTpanuy JOKyMEHTOB).

Pabota B IIJ] MOXeT OCyHIECTBIATHCA KaK B 3aKPBITOM KOHTYpE, IOCTYI
K KOTOPOMY 4YJ€HaM TEPPUTOPUATILHON KOMHUCCHMM M PaOOTHHKAM armapara
TEPPUTOPUAIIBHONM KOMMCCHUM IIPEIOCTABISAETCS B COOTBETCTBHMM C IPHUKA30M
npejacenareas TEPPUTOPUATIBHON KOMHUCCHH, TaK U B OTKPBITOM KOHTYpE, AOCTYM
K KOTOpOMY IPENOCTABISIETCS B COOTBETCTBUM C pacnopspkeHueM IIpencenarens
UK Poccun, HopmatuBHbIMH akTamMu Caskt-lleTtepOyprckoii m3OupaTenbHON
koMmuccuu 1o coriacopanuto ¢ [{AK Poccun.

B 3akppiToM KOHTYype mpeaycMoTpeHa oOpaboTKa MEepCOHANbHBIX JTAHHBIX
Y MHOM KOH(UAEHIIMaTbHON HHpOpMAITUH.

JoxymenTsl, conepxamuecs B 1], MOTyT ObITh MOAMHMCAHBI DJIEKTPOHHOM
MOJANMKUCHIO AOHKHOCTHOTO JIMIIA.

PaGota ¢ [OKyMeHTaMu TEppPUTOPUATBHOM KOMHCCHU OCHOBBIBAETCA
Ha MPUHLINIE OJTHOKPATHOW PErUCTpallU JOKYMEHTA.

1.9. Unctpykuus W M3MEHEHHS B Hee YTBEPXKIAIOTCS pElICHUEM
TEPPUTOPUANBHON KOMHUCCHHM mocie cornacoBanus ¢ Cankr-IleTepOyprekoii
n30UpaTeIbHON KOMUCCHUEH.

1.10. B UHCTpYyKIIMU UCTIONB3YIOTCS CIEAYIOIINE TEPMUHBI U ONIPEIeTIECHUS:
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OJIaHK JJOKYMEHTA; 3JICKTPOHHBIN 111a0J10H OJlaHKa JOKYMEHTa — JIUCT OymMaru

WIM DJCKTPOHHBIA TMa0JIOH C pPEKBU3WUTAMHU, HWACHTHU(PUIUPYIOMUMH aBTOpa
o(HuIMaTEHOTO TOKYMEHTA, PaCIlOIOKEHHBIMH B ONIPEICIICHHOM TOPSJIKE,;

BHYTPEHHUI JOKYMEHT — JOKYMEHT, MOATOTOBICHHBIA B TEPPUTOPHAIBHOM
KOMHUCCHH, HE BBIXOAIINN 3a €€ TPe/Ieibl;

BXOJSIIAA JOKYMEHT — JOKYMEHT, MOCTYIUBIINA B TEPPUTOPHAIBHYIO
KOMUCCHIO;

(2JIEKTpOHHOE)  J1eJI0 — PU3MYECKH  000COOJIGHHAass WM JIOTUYECKH
OTIpeJIeNICHHas] €IMHUIIA KJIacCU(PUKAUU U CUCTEMATU3AIMKU B IOKYMEHTaJIHLHOM
dboHAEC TEPPUTOPHUATHLHON KOMHUCCHH, BKITIOYAIONIAS JOKYMEHT WJIH COBOKYITHOCTB
JIOKyMEHTOB, OTHOCAIIUXCS K OJHOMY BOMNPOCY WJIM Y4YacTKy JEsTEIbHOCTH,
UMEIOIINX OJIMHAKOBBIA CPOK XPAHEHUS;

JEJIOTPON3BOACTBO — COBOKYITHOCTh TPOIIECCOB PabOThI C JOKYMEHTaMH,
BKJIIOYAsl JIOKYMEHTHPOBAHHUE, JIOKYMEHTOOOOpPOT, OIEpaTUBHOE XpaHEHUE
Y UCIIOJIb30BaHUE JJOKYMEHTOB B JICATECILHOCTH TEPPUTOPHATHLHON KOMHUCCHH,

JOKYMEHT — 3a)UKCUpOBaHHAsl Ha HOcUTele MH(OpMaIUsi C PEKBU3UTAMHU
W/WIU METaIaHHBIMU, TTO3BOJISIONIMMU €€ UACHTU(DHUIIUPOBATH;

JOKYMEHTAIBHBI  (DOHJ — COBOKYITHOCTh JIOKYMEHTOB, OOPa3yHOIINXCS
B JICSATEIILHOCTH U30MPATEITLHON KOMUCCHUY;

JTOKYMEHTHUPOBAHHE — CTAAM KU3HCHHOTO IMKJIAa JOKYMEHTa, Ha KOTOPOM
OCYIIECTBIISICTCS 3alMUCh HH(POpPMAIMKM C PEKBU3UTAMH W/MIW METaJlaHHBIMU
Ha HOCHTEJIC TI0 YCTAaHOBJICHHBIM MPABUJIaM B YCTAHOBJICHHOH (opme;

JTOKYMEHTOOOOPOT — ABMKEHUE IOKYMEHTOB B TEPPUTOPHUATLHON KOMHCCHH
C MOMEHTa WX CO3JaHHUsI WM TIOJY4YCHHUS 10 3aBEPIICHUS WCIOJHCHUS
WM OTIIPABKH;

OyOaMKaT JTOKYMEHTa — IIOBTOPHBIM SK3EMIUIApP MOMJIMHHHUKA JIOKYMCHTA,
CO371aBaE€MbIii C IIEJIbI0 3aMEHBI MO ITMHHUKA;

KU3HCHHBIH IMKJI JOKYMEHTA — COBOKYITHOCTh CTaJWi CYIIECTBOBAHHS
JOKyMeHTa (JOKyMEHTHPOBAaHHOW HWH(pOpMAINK), HAUYWHAS C €ro (ee) Co3maHus

A0 YHUYTOXCHHUA,
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3aBCPCHHAA KOIIUA — KOIIUA AJOKYMCHTA, Ha KOTOpOﬁ B COOTBETCTBHUU

C YCTAHOBJICHHBIM MOPSAJIKOM MPOCTaBJICHBl PEKBU3UTHI, OOECIECUMBAIOILINE
€€ IOPUINYECKYIO CUILY;

UCXOMSIINI JTOKYMEHT — IOKYMEHT, OTIPABIIIEMbI U3 TEPPUTOPUATIBLHOMN
KOMUCCHH;

KOHTPOJIb WCTIOJTHEHUS JOKYMEHTOB — COBOKYITHOCTh NENUCTBUH,
00eCTneunBaIOIINX CBOEBPEMEHHOE UCTIOTHEHHUE JOKYMEHTOB,;

KOIIHS TOKYMEHTa — TOKYMEHT, MOJIHOCTBIO BOCIIPOU3BOASIINI
uH(OpMAIUIO MOJJIMHHUKA U BCE €r0 BHEUTHUE IPU3HAKK WIN UX YaCTh;

HOMEHKJIATypa JI€JI — JOKYMEHT, COJEPkAIIUM CUCTEMATU3UPOBAHHBIN
[IEpEUYCHb 3arojIOBKOB J€J, CO3[aBa€MbIX B TEPPUTOPUAIBHON KOMMCCHUH,
C YKa3aHUEM CPOKOB MX XpaHEHHUs, 0()OPMJICHHBIN B YCTAHOBIICHHOM MOPS/JIKE;

HOPMATUBHBIE JOKYMEHTBHI — COBOKYITHOCTh WHCTPYKTHMBHBIX MATEPHUAJIOB,
pacCUMTaHHBIX HA IOCTOSIHHOE UJIM MHOTOKPAaTHOE JEUCTBUE U COAEPKALINUX KaKue-
00 HOPMBI, IpaBUJIa, IPEAMUCAHNS;

HOCHUTENIb (JOKYMEHTHPOBAHHOW) HHGOpMAIMK — MaTePUATbHBIA OOBEKT,
UCITIOJIB3YyEeMbIN TSl PUKCAIIMK U XPAHEHHS IOKYMEHTUPOBAHHOW MH(pOpPMAIIUK;

oOpaiiienre B popMe JIEKTPOHHOTO IOKYMEHTa — oOpalieHue, NoCTynUBIIee
B (hopMe IIEKTPOHHOTO JOKYMEHTA C UCIOJIb30BAHUEM CTPAHHIIBI O(PHUITUATIHEHOTO
caira Cankrt-IlerepOyprekoit M30UpaTeIbHOU KOMUCCHH
B HMH(POPMAIMOHHO-TEIEKOMMYHUKAITMOHHOW cetu «WHTepHeT» (nmanee - ceThb
WuTepHeT), npeiHa3HAaueHHOMN JJIsl HampaBlieHUs OOpaIeHU B TEPPUTOPUATIEHBIC
KOMUCCHH;

OTMETKa 00 SJIEKTPOHHOW TMOAMKMCH — PEKBU3UT AJIEKTPOHHOTO JOKYMEHTA,
MOJITBEPKIAIOIIMNA €T0 MOAIUCAHUE JIEKTPOHHOM TOIIUCHIO;

obUIUAIBHBIN JOKYMEHT — JOKYMEHT, KOTOPBIA CO37aeTcs, 3aBepsieTcs,
BBIJIACTCS B YCTAHOBJICHHOM 3aKOHOM WJIM MHBIM HOPMATHBHBIM AKTOM MOPSIKE
OpPraHoOM TOCYJIAPCTBEHHOW BJIACTHU, WHBIM TOCYJAPCTBEHHBIM OPraHOM, OpPraHOM
MECTHOTO  CaMOYIIPABJICHUS WM MHOM  YIOJHOMOYEHHOW OpraHu3alueH,
YIIOJTHOMOYEHHBIM JOJXKHOCTHBIM JIMIIOM W yIOCTOBEPSET IOPUANYECKH 3HAYNMbIC

(bhaKThI;
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O(bOpMJICHI/Ie AOKYMCHTA — IIPOCTABJICHUC Ha AOOKYMCHTC HCO6XOIII/IMLIX

PEKBHU3UTOB;

oOparnieHre B NMUCbMEHHOM (hopMe — HampaBlIEHHbIE B TOCYIapCTBEHHBIN
oprad, oOpraH MECTHOTO CAMOYIpPABJICHHUS WM  JOJDKHOCTHOMY  JIUILY
B MTUCBMEHHON (DOpME TPEITIOKECHUE, 3asIBICHIE WIIH Kano0a;

MUCHBMO — 0000IIIEHHOE Ha3BaHUE PA3ITUYHBIX M0 COACPIKAHUIO JOKYMEHTOB,
CITyXKalllUX CPEACTBOM OOIICHUSI MEXK/Ty OpraHU3alUusIMU, TpaxIaHaMU,

NOJJIMHHUK  JIOKyMEHTa — MEPBbIi WM €IMHCTBEHHBIM  HK3EMIUISP
JIOKyMEHTA;

MOPYYCHUE — TOKYMEHT, MPEAMUCHIBAIOMINN BBITIOJIHCHHE TEX WM HHBIX
3aJIaHUU;

pErucTpalMOHHO-yUeTHasT KapTouka pgokymeHTa (nanee —PYK)— dopma,
UCIIOJb3yeMasl JJis 3aliCu CBEACHUW O JOKYMEHTE B IEIsIX ydeTa, IOHCKa
¥ KOHTPOJIS, CO3/[aBacMasi Py PETUCTPAIMK IOKYMEHTa ¢ ucrnoiibzoBanuem [1/1;

perucTpalMmoHHO-yueTHas (opMa — CUCTEMa PEerucTpalldu, UCMOJb3yemas
B TEPPUTOPHAIBHONW KOMHCCHM Tpu peructpanuu nokymeHtoB (111, xapTouku
WJIU KypHAa);

perucTpanus JAOKYMEHTA — 3allUCh  yYETHBIX JaHHBIX (METaJaHHBIX)
O JOKYMEHTE 1O YCTaHOBIEHHON (opme, duxcupyromas (akT ero Co3maaHus,
OTHpPABJICHUS WIM TOJY4YEHHUS, U TMPUCBOCHUE €MY PETHCTPAlMOHHOTO HOMEpa
U J1aThI;

PEKBU3UT JOKyMEHTAa — CTPYKTypHasi 4YacTh W OJJIEMEHT odopMiIeHUs
JIOKYMEHTa, CIYXKalllui ISl UASHTU(PUKAIMK JOKYMEHTa U CojepKalieics
B JOKyMeHTE MHGOpMAIIHH;

CHUCTEeMa DJICKTPOHHOTO JOKYMEHTO00OpOoTa — MH(GOPMAIMOHHAS CHUCTEMA,
oOecrieunBaroIias *U3HEHHBIM UK JOKYMEHTOB JO MX TMEpexojia Ha CTaJulio
ApPXWBHOTO XPAHCHUS W YHUYTOXKEHUS;

CKaHUPOBAHUE JJOKYMEHTA — MOJyYeHHE DJIEKTPOHHOTO 00pasa J0KYMEHTa;

CyeOHasi 3amucKa — BHYTPEHHUH JOKYMEHT, aJpPECOBAHHBIN OTHOMY
JOJDKHOCTHOMY JIMITY TEPPUTOPHUATHHON KOMUCCHUU JAPYTUM JOJIKHOCTHBIM JIMIIOM

TeppHTopHaanoﬁ KOMUCCHUHU U coz[epmanmﬁ 0OCTOSTEIILHOE M3JIOJKCHHUE



9
KaKOT0-JIN0O BOIIpOCa € BbBIBOAAMH U IMPCIAJIOKECHUAMU COCTABUTECIIA,

CPOK HCHOJHEHHsS] JOKYMEHTa — CPOK, YCTAHOBJICHHBIH HOPMATHBHBIM
NIPaBOBBIM aKTOM, OPTaHNU3aIMOHHO-PACTIOPATUTEIILHBIM JOKYMEHTOM, YKa3aHUSIMH
10 UCITOJIHEHUIO JJOKYMEHTA WJIA TIOPyUCHHUEM;

YKa3aHUA M0 UCIOJIHEHUIO TOKyMEHTa — PEKBU3UT, COCTOSAIIUN U3 HAAMHUCU
Ha JOKYMEHTE WJIM Ha OTICIBHOM JIHCTE YCTAaHOBICHHOW (OPMBI, CICITaHHOM
JOJDKHOCTHBIM JTUIIOM;

yu4eT  JOKYMEHTOB — ¢ukcanus  (akta  TOJydeHUS  JOKYMEHTOB
0€3 IPOCTaBJICHUS Ha HUX PETUCTPAIIMOHHBIX IIITAMIIOB;

(dopmHpoBaHuEe  (3JIEKTPOHHOrO) JieJla — IPYNIHUPOBAHUE  JTIOKYMEHTOB
B (2JIGKTPOHHOE) JIEJI0 U UX CUCTeMaTH3allus;

DKCIIEPTH3a IIEHHOCTH JOKYMEHTOB — JESTEIBHOCTh 10 YCTAaHOBIJICHHUIO
CPOKOB XpaHEHHS JOKYMEHTOB, OTOOpa WX /s apXUBHOTO XpaHCHHS
WIN YHUYTOXXEHUS, BBISIBJICHUIO OCO0O IIEHHBIX U YHHUKAJIbHBIX JTOKYMEHTOB
Ha OCHOBaHWU TpeOOBaHWK HOPMATHUBHBIX IIPABOBBIX aKTOB W KPHUTCPUCB
HKCIEPTU3bI HIEHHOCTH TIOKYMEHTOB;

AJIEKTPOHHAS MOAMKUCH — UHPOpPMAIIUA B AJIEKTPOHHOU (opme, TpeOOBaHMS
KOTOpPOW YCTaHOBJIEHBI HOPMATHBHO, TpeIHA3HAUYCHHAs Js TOAMHCAHUA,
corjacoBaHus (BUBMPOBAHUS) U YTBEPKIEHUS AIEKTPOHHBIX TOKYMEHTOB;

AIIEKTPOHHBIN JOKYMEHT — TOKyMEHTHUPOBAaHHASI uHbopMarIms,
MPEICTABJICHHAS B DJIEKTPOHHOM (hopMme;

AJIEKTPOHHBIA JJOKYMEHTOOOOPOT — TOKYMEHTOOOOPOT C HCIOJIB30BaHUEM
aBTOMATHU3WPOBAaHHOW HH(POPMAIIMOHHOW CHUCTEMBI (CHCTEMBI DJIEKTPOHHOTO
JIOKyMEHTO000pOTA);

DJIIGKTPOHHBIA  00pa3  MOKyMEHTa — DJICKTPOHHAs  KOMHs  JOKYMEHTa,
W3TOTOBJICHHASA HAa OyMa)KHOM HOCHTEJIC;

ANIEKTPOHHBIM  MA0MOH  OJIaHKa  JOKYMEHTa — CM. TEPMHUH  «OJIaHK

JIOKYMEHTa.

2. [Ipuem, perucTpanus 1 NPOXoKIeHUE MOCTYNAKIIUX JOKYMEHTOB

2.1. JIokyMEHTbl B TEPPUTOPUATIBHYI0 KOMHCCHIO JIOCTaBISIIOTCS 4Yepe3
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oT/eNieHHe CBsA3u (TouToi, TenerpadHON CBS3bIO), opraHamu deaepaibHON

benbpaberepckoil  CBSA3M, CHENMATbHONW CBS3bI0, HAPOUHBIM WM TMEpEAaroTCs
Ha JIMYHOM IIPUEME TPaXK/IaH.

JIOKyMEHTBI MOTYT IMOCTYIIaTh B TEPPUTOPHUAIBHYI0O KOMHCCHIO CPEICTBAMHU
[T, dakcumMunpHOM CBS3bIO, SJEKTPOHHOW TmouTo B cetu HHTepHer
(mpeaHa3HauY€Ha HWCKIIOYUTENBHO I CIYKEOHOM KOPPECHOHJICHIMH), Yepes3
pazmen  «OnekTpoHHas ¢opma oOpamieHus» Ha  OQUIIMATBLHOM  CalTe
Cankrt-IletepOyprckoit  u3OupaTenbHOM  KoMHMccuM B ceth  VHTepHer,
npeIHa3HaYeHHbIN 1715 HalpaBJIeHUs OOpalieHU B TEPPUTOPUATBHYIO KOMUCCHIO.

2.2. llpuem, mnepBuuyHasi 00pabOTKa ¥ PETUCTpalls TOCTYIAIOIINX
JOKYMEHTOB TPOMU3BOAATCS TMpejacenaTesieM (CeKpeTapeM) TeppUTOpUaIbHOU
KOMHUCCUM WM  paOOTHUKOM  ammapaTa, OTBETCTBEHHBIM 32  BEJICHUE
JIEJIONPOU3BOACTBA ¢ Hcnoib3oBanueM [1/], m1ubo KypHalbHON perucTpauiuoHHO-
y4deTHo# (popmsbl (Tprtokerne Ne 1) exxeJHEBHO B 4achl pabOThI TEPPUTOPUATEHON
KOMHUCCHUH, KPOME BBIXOAHBIX U HEPAOOUMX MPA3THUUYHBIX THEH.

[lopsimok TOJydEeHHsT M PETHCTpalMy  JOKYMEHTOB IIOCJIIE OKOHYaHUS
pabouero AHs, B BBIXOJHbIE U HEpaOOUyue Mpa3HUYHbIE JHH, B IEPUOJI TIOJTOTOBKU
U TIpOBEACHUS W30MpaTEeNbHBIX KaMIAHWM yCTaHABIMBAETCSA MpejceaaTesieM
TEPPUTOPUAIBHON KOMHMCCHUU JTUOO OMPENENseTcs PElIeHUEM TEepPUTOPUATIBLHON
KOMUCCHUHU.

2.3. [locTtynuBuie AOKyMEHTBI MOAPA3JEISIIOTCS Ha PETUCTPUPYEMBIE
U He noajexamue perucrpauuu. l[lepedeHbp TOKYMEHTOB, HE MOIJIEKAIIUX
perucTpainuu, onpeaeiaeH B npuiioxkeHun No 2.

2.4. [Ipn BCKpBITUM KOHBEPTOB, JOCTaBJICHHBIX OpraHaMu (enepanbHoi
benpaberepckol  CBSI3M, CHEUUAIbHOM CBSI3bl0, IO TOYTE WJIA HAPOYHBIM
MPOBEPSAIOTCS MPaBUIBHOCTh AJIPECOBaHUS, KOMIUIEKTHOCTh U IEIOCTHOCTh
JOKYMEHTOB, HAJIWYUE MPWIOKEHUH, CBEPSETCS COOTBETCTBUE HUX HOMEPOB
YYE€THBIM HOMEpaM, YKa3aHHbIM Ha KOHBepTax. HemnpaBuibHO agpecoBaHHbBIC
U OIIMOOYHO BIIOKEHHBIE JOKYMEHTHl HE PETUCTPUPYIOTCS, TEPECHIIAI0TC

IO HA3HAYCHUIO UJIM BO3BPAIIAOTCA OTIPABUTCIIIO.
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2.5. Ecnu nipu BCKPBITUM KOHBEPTA OOHAPYKEHO OTCYTCTBHUE JTOKYMEHTOB

WIM WX OTHEIBHBIX JINCTOB, MPUJIOXKEHUH, TMOBPEKIECHUE JTOKYMEHTOB
WM HECOOTBETCTBME HOMEPOB JIOKYMEHTOB HOMEpaM, yKa3aHHbBIM Ha KOHBEPTE,
npexacenareiaeM (CeKperapeMm) TEpPUTOPUATBHOM KOMHUCCHUU WM PabOTHUKOM
amnrapara, OTBETCTBEHHBIM 3a BEICHHE [EJIONPOU3BOJACTBA COCTABISETCA aKT
yCTaHOBIICHHOH  (opMbl B JIBYX  9K3emiuiipax  (npuwioxenue  Ne 3).
OauH SK3eMIUIAp aKTa TOCBUIACTCS OTIPaBUTENIO, JAPYrod MpHOOIIaeTCs
K IIPUHATHIM JOKYMEHTaM.

Ha 000poTHOIl CTOpOHE MOCIEIHEro JIMCTa IMOBPEXKIECHHOTO JOKYMEHTa
B IIPABOM HIKHEM YTIIy JIEIaeTCsl OTMETKA «J{OKYMEHT MOJy4YeH B MOBPEKIEHHOM
BUJIEY.

2.6. KoHBepTHI OT MOCTYNUBIINX JTOKYMEHTOB HE YHHYTOXAIOTCSA B Clydae,
€CJIM TOJIBKO MO0 HUM MOKHO YCTaHOBHUTH aJpec OTIpPaBUTENs, NATy OTIPaBKH
Y TIOJIYYEHHUS IOKYMEHTOB, €CJIM OHHU COAEPKAT IOKYMEHTBI, KOTOPBIE MOCTYITHAIIN
n3-3a npeaenoB teppuropun Poccuiickorn denepanuu, U3 CyaoB, CICICTBEHHBIX
OpraHoB, JINOO JOTOBOPHI, TPETEH3UU, UICKOBBIC 3aIBJICHHUSI, TOKYMEHTHI, CBSI3aHHBIC
C pa3MeIlIeHUuEM 3aKa30B Ha TOCTABKU TOBAPOB, BHITIOJIHEHUE PA00T, OKa3aHUE YCIIyT
JIJIS1 TOCYJJAaPCTBEHHBIX HYX]I.

2.7. TTakeTsl ¢ momMeTKOM «JIMUHOY» MepenaroTes aapecaTam B 3aKPhITOM BU/IE
MOJ1 IOATHCH.

2.8. Ilpu peructpaliu TMOCTYNUBIIETO JOKYMEHTa B PETUCTPAI[MOHHO-
yueTHOU ¢opMme 00s3aTeIbHO BBOASTCS CIEAYIOIIUE PEKBU3HUTHI: HCXOISAIINN
HOMEp JIOKYMEHTA U JaTa, TaHHbIe 0 KoppecnoHaeHTe (aapecante) (hamumnus, ums,
OTYeCTBO (MPU HAIWYUHU) (PU3UYECKOTO JIMIA WM HANMEHOBAaHWE OpPraHHU3allvu),
KpaTKOE COJEpXkKaHuE JOKYMEHTa, a TakKe KOJIMYECTBO JIMCTOB OCHOBHOI'O
JIOKYMEHTA U JIMCTOB MPHUIIOKEHUS, KOJTMYECTBO IK3EMILUIAPOB, BU JOCTaBKU. [lpu
perucTpanuu BXOJSIIETO JTOKyMEHTA JieJaeTcs CBSI3Ka
C UCXOASIINM JIOKYMEHTOM Ha KOTOPBIH 1aeTcs OTBET (€CIM TaKOBOW UMEETCH ).

IIpn ocymecTBinennn peructpaunu cpeacrsamu 11/l Ha nuueBol cTtopoHe
NEPBOr0 JIUCTA 3aPErMCTPUPOBAHHOTO JOKYMEHTa Ha OYMa)XKHOM HOCHTEIIE,

KakK ITpaBujiO, B IIPAaBOM HHKHCM YTy IPOCTABIAIOTCA pCFHCTpaHI/IOHHBIﬁ HOMCD
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M JaTa, a TAaKKC IITPUX-KOA C YKA3aHUEM HAMMCHOBAHMWA OPraHrU3aliu.

Ecmu mpocTaBiieHHME pETrHCTPAIMOHHOTO HOMEpPA 3aTPYJHSET IMPOYTCHUE
TEKCTa JOKYMEHTa, B TaKOM ClIy4a€ BXOISAIIMHA HOMEpP NPOCTABISAETCA
B CBOOOJHOM OT TEKCTa YIJIy Ha JMIIEBOM CTOPOHE NEPBOrO JIUCTA JIOKYMEHTA,
a IITPUX-KOJI MPOCTABISAETCS MTPU HAUTMYUU TEXHUYECKOW BO3MOKHOCTH.

[Ipr ocymiecTBIEHHM PETUCTPALMM B APYrol PErucTpalliOHHO-YYETHOU
dbopMe pEerucCTpalMOHHBIN INITaMII C YyKa3aHUEM BXOJAIIETO HOMEpa, ATkl
pEerucTpanvy MpPOCTaBIAECTCS, KaK IMPAaBWIO, B MPABOM HIKHEM YIIIy JIMLEBOU
CTOPOHBI TIEPBOTO JIUCTA 3aPETUCTPUPOBAHHOTO JOKyMeHTa. [Ipu HeoOxomuMocTu
YKa3bIBA€TCSl BPEMsI PErucTpaiuu (4achbl U MUHYTHI), a TaKXe BXOJSIIUN HOMEP
JIOKYMEHTA Ha IIPUIIOKEHHH.

Ha xonmu noxyMeHTa BXOISIIMHA HOMEP MPOCTABIISIETCA B MPABOM HUKHEM
YIIIy JIMIIEBOW CTOPOHBI IIEPBOTO JIUCTA.

Hymepanuss nocTynuBIIMX JOKYMEHTOB OCYIIECTBIISIETCS B IIpeleliax
KJIEHIAPHOIO rofa.

K moBTOpHBIM JOKyMEHTaM NPHUKIAABIBACTCS WHPOpMALUI O paHee
MIOCTYIMBIINX JOKYMEHTAX M pe3yJibTaTaxX MX HUCIIOJIHEHMS, KOTOpas IepenacTcs
OTBETCTBEHHOMY 32 UCITOJHCHUE.

[Ipu peructpanuu qoKkymeHTa Ha OymakHoM HocuTesne B [1]] oH MoXeT ObITh
OTCKaHMpOBaH, a 3areM K PYK MoeT ObITh NMpUCOEAMHEH 3JIEKTPOHHBIN 00pa3
JIOKyMEHTA U MPUJIOKEeHUsSI K HeMy B popmare pdf.

ITocnie peructpaunu cpeacrBamu [IJI mocTynuBIIErO 3JIEKTPOHHOTO
JIOKYMEHTa, B TOM YHCJI€ U3 BBIMIECTOSIEH U MHOW M30UpaTeIbHOW KOMHUCCUH,
OH MOXET OBITh pacredaTaH Mpu HE0OXOIMMOCTH.

2.9. 3aperucTpupoBaHHble JIOKYMEHTHl pPacCMATPUBAIOTCS IMpejceaTeIeM
TEPPUTOPUAIBHOM ~ KOMHUCCHHM,  3aT€M  IOCJIE  MEPEHECEHUs  yKa3aHUusd
M0 HWCIOJTHEHHUIO JOKYMEHTa B PETHCTPAIMOHHO-YYETHYIO (opMmy mepemarorcs
WCTIOJIHUTEIISIM.

IIpn perucrpauum noxkymentoB B IIJ[ paccmoTrpenue mnpencenarenem

TeppI/ITOpI/IaJ'IBHOI\/'I KOMHUCCHUN JOKYMCHTOB MW HAIIPABJICHUC WX HCIIOJHUTCIISM
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B DJIEKTPOHHOM BHJI€ MOXET OCYHIECTBIAThCS cpeactBamu I1J1 6e3 opopmuenus

KON Ha OyMa)KHOM HOCHTEJIE.
2.10. UcnionHeHHbIE JTOKYMEHTBHI CHUCHIBAIOTCS B JENO MpeaceaaTeieM
TEPPUTOPUATBHOM KOMHUCCHMM ¥ TOMEHIAIOTCS B /€0 B  COOTBETCTBHU

C HOMEHKJIATYPOU JI€]T TEPPUTOPHUAIIBHON KOMUCCHH.

3. OcHOBHbIE TPeOOBaHUS K NOATOTOBKE U 0()OPMJIEHUIO IOKYMEHTOB

3.1. JlIokyMeHTbI,  cO3/aBacMble B  TEPPUTOPUAIILHOM  KOMHUCCHUH,
obopmiisitoTcsl Ha OJaHKaX, Ha CTAHJAPTHBIX JucTax Oymaru Qopmara A4
(210 x 297 mm) wm AS (148 x 210 MM) 1100 B BUJE AJIEKTPOHHBIX JOKYMEHTOB
U JIOJKHBI UIMETh YCTAaHOBJICHHBINA COCTaB PEKBU3UTOB.

3.2. lokymeHTBl O(QOpPMIIIOTCA Ha MPOAOIBHBIX JIMOO YIIOBBIX OJaHKAX
YCTAaHOBJICHHOW (DOPMBI, HM3TOTOBJICHHBIX THUITOTPA(PCKUM WU KOMITBIOTEPHBIM
criocoooM (mpuitoskenue Ne 4),

B teppuTopuanbHOil KOMUCCUHM MOTYT OBITh YCTAHOBJIEHBI CIICTYIOIINE BUbI
0JIaHKOB:

0JIaHK MPOTOKOJIA 3aCEeIaHUsI TEPPUTOPUATLHON KOMUCCHUY;

OJIaHK pelieHus TePPUTOPUATHLHON KOMUCCHY;

OJlaHK MpUKa3a MpeacenaTess TEPPUTOPUATIbLHON KOMUCCHU;

0JIaHK MUChbMa TEPPUTOPUATIEHON KOMUCCHUHU.

3.3. Ilpu moarotoBke MOKyMEHTOB ¢ mpumeHeHueM [IJ[ umcmonb3yroTcs
AJIEKTPOHHBIE  TIA0JOHBI  OJAHKOB  JOKYMEHTOB, KOTOpPHIE pPaBHO3HAYHBI
Y MJICHTUYHBI TI0 COCTaBY PEKBU3UTOB, MOPSAAKY WX PACITONIONKEHUS M TApHUTYPaM
mpudTa 6J1aHKaM JOKYMEHTOB Ha OyMa)KHOM HOCHUTEIIE.

3.4. lokymeHTBl O0GOPMIISIIOTCS B COOTBETCTBUU € TpeboBaHUSIMU
K JIOKYMEHTaM, U3TOTOBJISIEMBIM C MTOMOIIBIO TIEYaTaAIOIINX YCTPOICTB, U K ¢aiiam
TEKCTOBBIX JOKYMEHTOB (mpuiioxenue Ne 5).

3.5. [Ipu moarotoBke U oQOpMIICHUM JOKYMEHTOB JOJKHBI COOIIOIATHCS
npaBuia 0opOpMIICHUS PEKBU3UTOB, H3JI0KEHHBIC HIKE.

3.5.1. Ha ©Onankax mokymeHntoB mnomemaercs rep0d Cankrt-IlerepOypra.

HOp}I,IIOK HN3TO0TOBJICHHA, HCITIOJb30BaHUA )41 XpaHCHUA OJIaHKOB
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¢ BocnpousBeneHuem repda Cankr-IlerepOypra ycranaBiuBaercs 3akoHoM CaHKT-

[lerepOypra ot 23 ampenst 2003 roga Ne 165-23 «O neranbHOM ONHCaHUU
oduimanbHbIX cuMBOJIOB CaHkT-IleTepOypra u nopsiike ux UCIOIb30BAHUS.

KoHTposib 32 npaBuiIbHBIM MCHOJIB30BAHUEM OJIAHKOB M MX COOTBETCTBUEM
YCTaHOBJICHHBIM 00pa3liaM OCYIIECTBISIETCS MpeceaaTesieM TEepPUTOPUATBLHON
KOMHUCCUM U pabOOTHUKOM  ammapara, OTBETCTBEHHbIM 32  BEJCHUE
JIEIIONPOU3BOICTBA.

3.5.2. HaumeHoBaHue n30MpaTeIbHOM KOMUCCHH.

HanmenoBanune wu30upaTebHOW KOMHUCCHUM YKa3bIBaeTCs Ha OJIaHKaX
B COOTBETCTBUU C pemieHneM CankT-IlerepOyprckoii n30MpaTeabHOl KOMUCCUHU.

3.5.3. CnpaBouHbIe JaHHbIE 00 N30MpaTeIbHON KOMUCCHUHU.

CrpaBouHbIE [IaHHBIE O TEPPUTOPHAIBHON KOMHCCHH YKa3bIBAIOTCS
B OJ1aHKax MHUCEM, HAIIpUMED:

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

3.5.4. HaumeHoBaHue BHIa IOKYMEHTA.

HanmenoBaHue Buja JOKyMEHTa YKa3bIBAETCS HAa BCEX OJIaHKaX U3J]aBaEMBbIX
JIOKYMEHTOB (IIPOTOKOJI, PEIICHHE | T.]I.), 32 HCKIIOUSHUEM TTHUCEM.

3.5.5. Jlara nokymeHTa.

JlaTton HOKyMEHTa SBIAETCS JaTa €ro MOANUCAHUS, YTBEpKacHus. JlaToun
IIPOTOKOJIA SIBJISICTCS J1aTa 3ace/laHms, a aKTa — JaTa COOBITHS.

JIOKyMeHTBI, U31aHHBIC ABYMs WK O0jiee OpraHu3alusIMU, JOJDKHBI UMETh
OJIHY (€IMHYI0) ATy, COOTBETCTBYIOIIYIO 1aT€ MOAMUCAHUS JOKYMEHTA MOCIEAHUM
JTOKHOCTHBIM JIUIIOM.

JlaTy noxkymeHTa opopMIISIOT apaOCKUMU U pamMu B TTOCIIEI0BATEIHHOCTH:
JIeHb Mecsia, Mecsll, roja. [lenp Mecsama u Mecsi ohOpPMIIIIOTCS ABYMsI MapaMu
apabckux 1udp, pasnaeIeHHbIMU TOUYKOM, IrOJ — YeThIpbMs apaOCKuMu Ludpamu,

HaIpumep:



15
17.01.2025

JlommyckaeTcsi clIoBECHO-U(POBOI cr1ocod opopMIIeHUs AaThl, HAIPUMED:
09 stuBaps 2025 r.

3.5.6. PeructpaimonHbiii HOMEp JOKyMEHTA.

JUis BXOAAIIMX M MCXOAAIIMX JIOKYMEHTOB, OOpallleHWd — UHJEKC [ena
110 HOMEHKJIATYPE H, YEPE3 KOCYIO YEPTY, MOPSAKOBBII HOMEP JOKYMEHTA.

PeructpaniuoHHbIi HOMEp JOKYMEHTA, W3/aHHOTO COBMECTHO, COCTOUT
U3 pPa3leleHHbIX KOCOW YEepTOM pErucTPallMOHHBIX HOMEPOB, IMPUCBOEHHBIX
OpraHu3alysIMU — aBTOpaMu JIOKyMEHTA u PacCIOIOKEHHBIX
B IIOCJIEJOBATEIbHOCTH, COOTBETCTBYIOIIEH O0O003HAYEHHIO HAMMEHOBAaHUUN
OpraHM3alM{ B 3ar0JIOBOYHOM YaCTH JOKYMEHTA.

3.5.7. Ccpuika Ha pErucTpalMOHHBII HOMEpP M JaTy IOCTYIUBLIETO
JIOKyMEHTA.

CcbllKka Ha pPEruCTPALMOHHBIA HOMEpP M JaTy MOCTYNUBIIErO JOKYMEHTa
BKJIFOYAETCS B COCTaB PEKBU3UTOB OyiaHka mnucbMa. Ccbulka TMPOCTaBIISAETCS
UCITOJIHUTEIIEM TP MOJArOTOBKE MHChbMa-OTBETA.

3.5.8. Mecto cocraBieHus (U3aaHUs) JOKYMEHTA.

MecTto cocrtaBieHusi (M34aHUsA) JOKyYMEHTa YKa3bplBaeTcs Ha OJlaHKe
KOHKPETHOTO BHJA JOKyMeHTa. B OilaHkax MUCEM CBEIEHHUS O MECTE CO3AaHMs
JOKyMEHTa coJiepKaTcs B PEKBU3HTE «CnpaBoyHbIe JTaHHbIE
00 n30upaTenbHOU KOMHCCHI.

[Ipu npoAOABLHOM PacHoJIOKEHUH PEKBU3UTOB OJIAaHKA MECTO COCTaBIICHUS
WIM UW3JIaHUus JOKYMEHTa YKa3blBa€TCi B CEPEIUHE CTPOKH MEXKIy JaTo
U PEruCTpallMOHHBIM HOMEpPOM JOKYMEHTa, a MpH YIJIOBOM PAaCIOJIOKEHUU
PEKBU3HUTOB — 101 JaTOW M PETUCTPALlMOHHBIM HOMEPOM JOKYMEHTa, OT Kpas
JIEBOTO TOJIS.

3.5.9. I'pud (momeTka) 06 orpaHUYEHUU AOCTYyNA K JOKYMEHTY.

[IpocraBiseTcst Ha TOKyMEHTax, COJIepKaluX HHPOPMAITUIO OTPAHUYEHHOTO
pacnpoCTpaHEHUs, KacCaroLIyloCs AESITEeIbHOCTH OpraHU3aluii, OrpaHUYeHHs] Ha
pacnpoCTpaHEHUE KOTOPOH IUKTYIOTCS CIy)K€OHOM HEO0OXOJUMOCTBIO, a TaKXKe

MOCTYIHBIIIAS. B TEPPUTOPUATBHYIO KOMHCCHUIO HECEKPETHAass MH(OpMaIus, JOCTYII
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K KOTOpOﬁ OrpaHU4CH B COOTBCTCTBHUH

¢ eaepaTbHBIMU 3aKOHAMH.

[TomeTka HaA JOKYMEHTaX, COAEpKAIUX HWHPOPMAIUIO OTPaHUYCHHOTO
pacnpocTpaneHusi, umeeT Buj « s ciyxebHoro nons3oBanus» (namee - JICII).

[TomeTka MpocTaBIIETCS B BEPXHEM IIPABOM YTy JIUIIEBOW CTOPOHEI IEPBOTO
JMCTa JOKYMEHTa OT TPaHUIIBI BEPXHETO TOJIS.

3.5.10. Anpecar.

PexkBu3uT «Aapecar» pacrmojiaraeTcs Crpaa Mol peKBU3UTaMHU OJIaHKa.

JIOKyMEHTBI aIpECYIOTCSl B OPTaHU3aIlluM, UX CTPYKTYpPHBIE TIOApa3IeIICHus,
JOJDKHOCTHBIM ~ JIMIIAaM WJIM TPaXKJIaHaM TIpd OTBETE Ha WX OOpallieHus.
HaumeHOBaHHMS OpraHM3allUd W CTPYKTYPHOTO TMOAPA3JEICHHUS YKa3bIBAIOTCS
B IMCHUTEJILHOM TAJICKe, HAPUMED:

Anmunuctpanus LlenTpanbHOTO paiona
Cankr-lleTepOypra
IOpunnueckuii ornen

Ecmn nmokymeHT anpecyercss JOJDKHOCTHOMY JIMIY, HAMMEHOBAHUE
OpraHu3alliid YKa3bIBAETCS B MMEHUTEIBHOM MaJiekKe, a JOHKHOCTh M (paMUIIHs

— B 1aTCJIBHOM. HpI/I 9TOM MHHUIHAJIbI YKAa3bIBAIOTCS ITOCIIC (baMI/IJ'H/II/I, HarpuMmcep:

Anmvmunuctpanus LieHTpanbHOro paitona
Cankr-IletepOypra
Havanpauky oOmiero otaena

NBanosy H.IL.

Ecnu JTIOKYMEHT aapecyercs PYKOBOJIUTEIIO OpraHu3aluu
WIM €ro 3aMEeCTUTENII0, HAaWMEHOBAaHUE OpraHU3allid JOJDKHO  BXOJUTH
B HAMEHOBAHME JI0JHDKHOCTH ajipecaTa, Halpumep:

3amMecTuTelio aupekTopa Beepoccuiickoro
Hay4YHO-HCCJIEI0BATEIBCKOTO HHCTUTYTA
JIOKYMEHTOBEACHUS M apXUBHOTO JIETia

Cwmupnosy [LII
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Ecan AOKYMCHT  aApeCyCTCA  OpraHu3alvu, CHa4vajla YKa3bIBacTCs

€€ HaMMEHOBAHUE, 3aTEM MTOYTOBBIN aIpec, HApUMeEp:

[lenTpanbHas n3dupareabHass KOMUCCHS
Poccuiickon denepanunu

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

JlomyckaeTcsi LIEHTpUPOBAaTh KaXAYH CTPOKY pEKBU3UTa «Anpecar»
10 OTHOILICHHIO K CAMOM JNIMHHOU CTPOKE.

JlomyckaeTcsi UCHOJb30BaTh  OQUIMAIBHO MNPUHATHIE COKpALICHHbIE
HAaMEHOBAHHs OPraHOB T'OCYJAapCTBEHHOW BJIACTH, MECTHOIO CAMOYIIPABIICHUS,
OpraHu3aIuu.

ITouTOBBIN ajapec yKas3bIBa€TCS B IOCIEAOBATEIBHOCTH, YCTAHOBJIEHHOU
[IpaBunamu oOKka3aHus YCIAYr T[OYTOBOM CBSA3M, YTBEPKICHHBIMU MPHUKA30M
MunucrepcTBa IU(PPOBOTO Pa3BUTHS, CBSI3M U MAacCOBBIX KOMMYHHUKalUi
Poccuiickoit ®@enepaunn ot 17 ampens 2023 roga No 382 «O0 yTBepKIAeHHUH
[IpaBui oka3zaHus yCiayr MOYTOBOM CBSI3U.

Ecnu 1OKyMEHT OTIIpaBisieTCsl B HECKOJIBKO OJHOPOIHBIX I'OCY1apCTBEHHBIX

OpraHoOB WJIM OPTaHU3ALMM, UX CIEYyEeT YKa3blBaTh 0000IIEHHO, HATPUMED:

IIpencenarensiM y4acTKOBBIX KOMUCCUU

JIOkyMeHT He JOJDKeH coaepkaTh Oojee  YeThlpeXx  aJpecaTos.
CoBO «xomush» nepes BTOPbIM, TPETbUM, YETBEPTHIM aJpecaToM HE YKa3bIBACTCH.

[Ipu HanpaBieHuH TOKyMEHTa 0oJjiee 4eM B YEThIpE aJpeca COCTaBIIACTCS
CIMCOK PAaCChUIKM YCTaHOBJCHHOW (opmbl (npuioxenue Ne 6), KOTOpbIi
MOJIUCHIBACTCS MIPEACEIATENIEM TEPPUTOPUATIBHON KOMUCCHH.

IIpu anpecoBaHuu gOoKyMeHTa (DU3WUYECKOMY JIMIy BHAyaje yKa3bIBaHOTCS
dbaMuTus ¥ MHUITMATIBI TTOJTYYaTelIs, 3aTeM IMMOYTOBBINA aapec, HapuMep:

®omuueny [1.1.

MockoBckuii np., 1om 15, kB. 10,
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Canxkrt-IletepOypr,
190005

[Ipu oTnpaBke MUCHMa MO AIEKTPOHHON MOYTE WM N0 (HaKCUMUIIBHON CBS3U
(6e3 MOCBUIKH IO MOYTE) MOUYTOBBIN ajpec He ykasbiBaeTcs. [Ipu HEOOXOAMMOCTH
MOXeT OBITh yKa3aH ajpec OJJICKTPOHHON mouThl (HoMep TenedoHa/Pakca),
HaIpumep:

MHUHUCTEPCTBO FOCTULIMU
Poccuniickon @enepanun
mail@minjust.ru

3.5.11. I'pucd yrBepx’aeHNUs JOKYMEHTA.

JIOKyMEHT  yTBEpXHAaeTcsi JOJUKHOCTHBIM  JIMIIOM WJIM  CHEUUAJIBHO
U3/1aBAEMBIM JOKYMEHTOM.

[Ipu yTBEpKJI€HUU TOKYMEHTa JOJKHOCTHBIM JIMLIOM TPU( YTBEPKICHUS
noipkeH coctoath u3 cinoBa Y TBEPXK/IAKO 6e3 kaBbluek v MpONMUCHBIMU OYKBaMU
U Ha  CICAYWOIIEH  CTPOKE — HAMMEHOBAaHWE  JOJDKHOCTH,  IIOJIUCH,
(npu odopmiieHMH Ha OyMa)XHOM HOCUTENE), MHHULIMAIBI W (QamMuius Juua,
YTBEPJAMBIIETO TOKYMEHT, AaTa YTBEPKICHHUS.

I'pud yTBepkaeHus: pacnoiiaraloT B IpaBOM BEPXHEM YTy MEPBOTO JIUCTA
NokyMeHTa. B rpude yTBepKIeHHs [NOMyCKaeTcs LEHTPUPOBATh SIEMEHTHI

OTHOCHUTEIIBHO CaMOM JIJIMHHOW CTPOKH, HAIlpUMeEp:

YTBEPXJIATO
npeacenarens TeppuTopruanbHON
n3bupatenpHOM kKomuccuu Ne 18

MOJAMHUCH WHUIMABI, hamMuIus
narta

[Ipu yTBEp)kIEHUU NOKYMEHTA MOCTAHOBJICHUEM, MPOTOKOJIOM, PEIICHUEM,
pacniopsbkenuem rpud  yrBepxkaeHus coctour wu3 cioBa Y TBEPXJIEH
(YTBEPXJIEHA, VYTBEPXJEHblI wmu VYTBEPXJIEHO) 6e3 kaBbiuek
U TOpONHUCHBIMU  OyKBaMHM, HAaMMEHOBAHHUS  YTBEPKIAIOLIETO  JIOKyMEHTa

B TBOPUTCIIbBHOM IIAJICIKC, €T0 1aThl © HOMCpPA, HAIIPUMEP:



19

YTBEPXJIEH
pemennem TeppuropuanbHOi
n3bupaTenpbHO Komuccuu Ne 6
ot 24 suBaps 2025 r. Ne 130-7

3.5.12. YkazaHus 1o UCTIOTHEHUIO JOKyMEHTA (PE30TIOIHS).

VYKkazaHus MO HCIOJTHEHUIO JTOKYMEHTa MOTYT OBbITh HANUCaHbl OT PYKHU
npefaceaaTeieM TEPPUTOPUAIBHON KOMHUCCHMM Ha TOAJUHHHUKE JOKYMEHTa
Ha CBOOOJHOM OT TEKCTa MECTE€ WJIH OQOpPMIIEHBI Ha OTAEIBbHOM JUcTe Popmara
A6 (105 x 147 mm), IPWIOKEHHOM K JIOKYMEHTY. YKa3aHUs IO HCIOJTHEHHUIO
JTIOKYMEHTa BKJIIOUYAIOT bamumun u MHUIHAIIBI UCTIOJTHUTEIIEH,
opu HEOOXOAMMOCTH — COJIEpP)KaHUE IOPYYEHHUs, CPOK HCIIOJHEHUS, MOJIUCH
(mpu opopmiieHnn Ha OyMa)KHOM HOCHUTEIIE) PyKOBOJIUTENS U JaTy, HAIIpUMED:

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

IIpoury paccMOTpeTh U JaTh OTBET
k 14.02.2025

MOJMHKCH
JaTta
VYKka3zaHusg 1O HMCIOJHEHHIO JIOKYMEHTa TaKXe€ MOTrYT ObITb O(QOpPMIIECHBI
c wucnons3oBanueM IIJl ¢ mpuMeHeHHEM »>JEKTPOHHBIX MIA0JOHOB OJaHKOB
JOKYMEHTOB.
3.5.13. 3aroyioBOK K TEKCTY TIOKyMEHTa (HAaMMEHOBAaHUE JOKYMEHTA).
3aroJioBOK K TEKCTYy JOKYMEHTa JOJDKEH KpAaTKO M TOYHO PacKpbIBaTh
€ro cojep>kaHue M ObITb COIVIACOBaH C HAaWUMEHOBAHMEM BHJIA JIOKYMEHTA.
3aros0BOK MOKET OTBEYATh HA BOIIPOCHI:
«0 yeM (0 KoM)?», HanpuMep:
Pacnopsikenune — O cozpannn DKCIEPTHOW KOMUCCHH;
«4ero (koro)?», HanpuMmep:
JIOMKHOCTHOW PETJIaMEHT BEAYILETO CIIEUAIIACTa;

AKT 00 YHUYTOXCHHUH JOKYMCHTOB C UCTCKINMMUA CPOKAMH XpPaHCHHUS.
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3aroJIoBOK COCTaBJISICTCS JIMOOM, I'OTOBAIIKUM IIPOCKT JOKYMCHTA.

3arojoBOK, COCTOSIIHUM W3 JBYX U 0OOJiee CTPOK, IeyaTraercss yepe3 OJUH
MEXCTPOYHBIM HHTEpBaj, TOYKAa B KOHIIE 3arojoBKa HE CTaBUTCS. 3arojioBOK
pacroyiaraeTcsi Ha TIEpBOM JIUCTE HaJl TEKCTOM JOKyMEHTa [0 LEHTPY,
a mpu 0()OPMIICHUH TTHChMa — OT TPAHUITBI JIEBOTO TTOJIA.

3.5.14. Tekct nOKyMeHTA.

Texkct pokymeHTa OGOPMIISIIOT B BHUJE CBS3HOTO TEKCTa, TaOJUIIbI
WM COETUHEHUS 3TUX CTPYKTYP.

Texcr goKkymMeHTa JODKEH  M3JaraTbCd Kparko U SCHO, ObITh
apryMEHTHUPOBAHHBIM, OOECIEeYMBaTh TOYHOE U OJIHO3HAYHOE BOCIPHUITHE
coJiepKaleics: B HeM HHGOpPMAIIHH.

TekcT JOKyMEHTa MOJKEH, Kak MpaBUJIO, COCTOSITh M3 JBYX YacTeu.
B nmepBoil uacTu yKa3bIBAlOTCS MPUYMHBI, OCHOBAHMS, IIEJIM COCTABJICHUS
JIOKyMEHTa, BO  BTOPOW — pEIlIEHUS, BBIBOJBI, MPOCHOBI,  MPEIJIOKEHHUS,
pPEKOMEHJaIuH.

TekcT OOKyMEHTa MOXET COJEpKaTh TOJBKO 3aKIIOYUTEIbHYIO YacThb
(HampuMep, pacropsiKeHUE — PaCOPAIUTENBHYI0 4YacTh 0€3 KOHCTaTHPYIOUIEH,
MHUCHhMO, 3asBJICHUE — MPOCHOY 0€3 MOSICHEHUS).

B Tekcre goKymeHTa, MOATOTOBJIEHHOIO HA OCHOBAaHWU 3aKOHOAATENbHBIX,
WHBIX HOPMATHUBHBIX MPABOBBIX aKTOB, M3JaHHBIX OpraHamMu TOCYyAapCTBEHHOMU
Bractu u ynpasienus, [{UK Poccumn, Cankr-lIletepOyprckoii m3OuparenbHON
KOMHUCCHEN, pAHEE W3JaHHBIX TEPPUTOPUAIBHOM KOMHUCCHUEHN, YKa3bIBAKOTCA
HAaUMEHOBAaHUE BHUJA JIOKYMEHTa, HAUMEHOBAaHWE OpraHa, M3JaBIIEro JOKYMEHT,
JaTa TPUHATHAS WIH YTBEPXKIEHUS JTOKYMEHTA, €r0 PErHCTPAllMOHHBIA HOMED,
a TaK)Ke 3aroJIOBOK JIOKYMEHTA, 3aKIFOUYEHHBIN B KaBBIYKH.

[Ipu ynotpe6ieHuu B TeKCTe GaMUIIUNA JIUI] UHUITUAIBI YKA3bIBAIOTCS MOCTE
bamunuu.

TekcTbl JOKYMEHTOB OOJIBIIOTO O0beMa MOTYT JEIUThCA Ha pasJiesbl,
MO/IPa3/IeIbl U MMyHKTHI, KOTOPBIE HYMEPYIOTCS apaOCKuMU 1udpamMu, HapuMep:

1. Paznen
1.1. [Togpaznen
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I.1.1. ITyHkT

A03a11pl BHYTPU ITyHKTOB HE HyMEPYIOTCSL.

B nuceMax ucnosnp3yror cienyromue Gopmbl U3I0KEHUS:

or 1l-ro smuma MHoXecTBeHHOro uucna («IIlpocum  HampaBuUTBH
uHpopMaruio...», «Harmpasisiem Ha 3aKiII0U€HUE TPOCKT...» U Ip.);

OT 3-ro JMUA EIWHCTBEHHOrO uucia («TeppUTOpHAIbHAS KOMHUCCHS
HE CYMTAeT BO3MOXHBIM...», «TE€PPUTOpPHAIbHAS KOMHUCCHS Mpejaraer
PacCMOTPETh BO3MOKHOCTb...»).

I'padbl ¥ CTpoKM TaONUIBI JOJKHBI HMMETh 3arojOBKH, BBIPAKECHHBIE
CYLLIECTBUTEIbHBIM B HUMEHUTEIbHOM mnanexke. llom3aronoBku rpad u cTpok
JOJIKHBI OBITH COIJIACOBAHbI C 3ar0JI0BKaMH.

Ecnu tabnuiy neuatatroT 0ojiee yeM Ha OJHOW CTpaHUIIE HA CIETYIOIIHUX
CTpaHUIIaX MOTYT OBITh HalleuaTaHbl 3aroJIOBKU rpad win ux Homepa (B ciydae,
ecyiv rpadbl TaOIULIBI HA IEPBOM JIMCTE IPOHYMEPOBAHBI).

3.5.15. OT™eTKa 0 HaTMYUU TPUITOKEHUH.

OTmeTKa 0 HAJIMYUM TPUIIOKEHUH pacroiaraeTcsi OT TpaHUIlbl JIEBOTO MO
IIOCJIE TEKCTA Mepe]] MOAMUCHIO.

CnoBo «IpHJIOKEHHE)» Te4aTaeTcsl B €AUHCTBEHHOM WM MHOKECTBEHHOM
YHCJIE B COOTBETCTBUU C KOJIMYECTBOM ITPUIIOKEHUH.

Ecnu JOKyMEHT HMeeT NpWIOKEHHEe, Ha3BaHHOE B TEKCTE, OTMETKa

0 €ro HaJau4uu opopMIISIETCS 10 cieayrolieit hopme:

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

Ecan JAOKYMCHT HMMCCT IPUITIOKCHHUC, HC HA3BAHHOC B TCKCTC, WM CCIIN
HpI/IJ'IO)I(eHI/Iﬁ HECKOJIbKO, X HAMMCHOBaHHA HCO6XOI[I/IMO IICPCUYUCIINTL IIO0CJIC
TEKCTa JOKYMCHTA IICPC MNOAINMUCBIO C YKAa3aHUCM KOJIMYCCTBA JIMCTOB B KaXKIOM
IMPUITOKCHHUN U KOJIMYCCTBA 3K3CMILIAPOB, IIPU HAJTUINH HCCKOJIBKHUX HpI/IJ'IO)KeHI/Iﬁ

UX HYMEpYIOT, HalpUMep:

[Tpunoxenus: 1. Ilonoxenue 06 DxcriepTHOM KOMHUCCHH Ha 15 1. B 1 2K3.
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2. Ilpumepnas HoMeHKIaTypa faei Ha 14 1. B 1 2Kk3.
Eciu  npunokeHuss  cOpoILIOpoOBaHbl, TO  KOJIMYECTBO  JIMCTOB
HE YKa3bIBACTCS.
Ecnu npunosxeHne HanpassieTCsl HE BO BCE YKa3aHHbIE B JOKYMEHTE ajpeca,

TO OTMETKA O HAJMYHUU NMPUJIOKEHUS 0hopMIIIeTCs 1o cienyromen hopme:

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

Ecnmu x pokymeHTy mnpwiaraercss Ipyrod AOKYMEHT, TakKe WMEIOLIUN
NPWIOKEHUE, TO OTMETKA O HAJIMYUU MPUIOKEHUS O(OPMIIAETCS CIETYIOLIUM

obpazom:

[Ipunoxenue: mnuceMo Cankr-lIleTepOyprckoid HM30MpaTENbHON  KOMHUCCUU
or 15.11.2024 Ne 01-18/450 u mpuiiokKeHHE K HEMY, BCETO
Ha 15 1.

Eciu npunoxenueMm sBisgerca 000COOJEHHBIA 3JIEKTPOHHBIAH HOCHUTEIND
(KOMIakT-auCK, usb-(hiaen-HakonuTenpb 1 ap.), TO OTMETKA O HATMYUU TPUITOKECHHS

oopMIISIETCS CIASAYIOIUM 00pa30M:

[Tpunoxenue: CD B 1 3k3.

I[Ipu »o>TOM Ha Hocurene (BKIaablle (KOHBEPTE)), YKa3bIBAIOTCS
HAaWMEHOBAHUS JOKYMEHTOB, 3alTMCAHHBIX Ha HOCUTEIb, UM UMEHA (haiiJioB.
B pemienusix u npukazax CBEICHHUS O HAJTUYUU MPUIIOKEHUN YKa3bIBAIOTCS

B TCKCTC, HAIIPpHUMCP:

«Pa3paboTtath M MNpeACTaBUTh MNPOEKT IUTaHa 1o (opme, YyKa3aHHOU
B npuiiokeHuun Ne 1»
170031

«...JIeJIaeTCs 3aIKCh B )KypHaJ yCTaHOBJIECHHOHN (hopMbl (mpuitoxkeHne No 2).»

Ecom B gOKymeHTe, K  KOTOPOMY  OTHOCHUTCS  TNPHIIOKEHUE,
OHO HE YTBEPKIAETCs, @ IPOCTO COAEPIKUTCS CChUIKA HA HETO, TO HA IIEPBOM JIMCTE

NPUJIOKEHHUS B IIPABOM BEPXHEM YTy YKa3bIBACTCs, K KAKOMY PEIICHHUIO (TIPUKa3Yy)
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MNPHUIIOKECHUE OTHOCHUTCA, @ CTPOKHM MOI'YT HCHTPOBATHCA OTHOCHUTCIILHO caMmon

JUIMHHOM CTPOKH, HAaIIpUMeEp:

[Tpunoxenue
K MPUKa3y MpeaceaaTesns
TepputopuanbHoi H30UpPATEIBHOM
komuccuu Ne 6
ot 14 mapra 2025 r. Ne 27-pn
[Ipy HaTMYMU HECKOJIBKUX MPUIOKEHUN OHU HYMEPYIOTCS, HalpuMep,

npunoxxerue Ne 1, mpunoxxenue Ne 2 1 Tak naiee.

3.5.16. [Toanucek.

B cocTaB noanucu BXoAST: HAUMEHOBAHHUE JOJKHOCTH JIMLA, OMMCABILIETO
JOKYMEHT, €ro COOCTBEHHOpPYUYHas MOANKCH, KOTOpast O)OpMIISETCS CUHUMHU WIN
YEpHBIMU YEPHUIIAMHU, paciIuPpoBKa NOANUCH (MHUIUAIBI, (PaMUITUS).

Eciu pokymeHT odopmisiercss Ha OJlaHKE TEpPPUTOPUAIBHON KOMMCCHUH,

TO PEKBHU3UT BKJIKOYACT HAWMEHOBAHHUE JOJDKHOCTU JIMLA, IOANUCBHIBAIOLIETO
JIOKYMEHT, €ro COOCTBEHHOPYUYHYIO MOJAINUCH, PACIIU(PPOBKY MOANUCH (MHUIUAIIBI

U (haMUITUIO0), HATTPUMED:

[Ipencenarens MIOJIITUCH WHULMABI, (haMUITHS

Ecnu 10MKHOCTHOE JMII0, MOJANUCH KOTOPOrO 3aroTOBJIEHA HA TMPOEKTE
JIOKYMEHTa, OTCYTCTBYET, TO JOKYMEHT IOJIKCHIBAET €r0 3aMECTUTEIIb WM UHOE
JUI0, WCHOJHsAoIIEe ero o0g3aHHOCTH. [Ipu 3TOM 00s3aTenbHO yKa3bIBAIOTCA
dakTryeckass JOMKHOCTh JIMIA, MOJAMKMCABIIET0 JOKYMEHT, U €ro QpamMuius.
He  nmomyckaeTcs ~ MOANUCHIBATHL  JOKYMEHTBI € MHPEIJIOTOM  «3a»
WJIU TIPOCTaBJIECHUEM KOCOM UepThl Iepe HAMMEHOBAHUEM JIOJKHOCTH.

Ecnu nokymeHT odopmiisieTcs He Ha OJ1aHKe, TO PEKBU3UT CONECPKUT MOJTHOE
HaUMEHOBAHUE JOJDKHOCTU J1IA, MOAMHUCABIIIETO JIOKYMEHT,
€ro COOCTBEHHOPYYHYIO TMOJAMHUCH, pacmiiPpoBKY TOAMHUCH (MHUIUAIIBI

U (haMUITHIO0), HATIPUMED:

IIpencenarens
TeppuTtopuanbHO U30UPATETHLHON KOMUCCUT
Ne 18 MOANUCh WHUIMABI, (DaMUITHS
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HpI/I MNoANMCAHMK AJOKYMCHTA HCCKOJBKHMH JOJDKHOCTHBIMH JIMIIAMH

HUX TIIOAIIMCHU pacrojararorcsa oJaHa I1oA I[perﬁ B IOCJICA0OBAaTCIBbHOCTH,

COOTBCTCTBYIOHICﬁ 3aHHMAaeMOH JOJDKHOCTHU, HAIIPUMCP:

[Ipencenarens MIOAITHCH WHULHABI, (DaMUITHS

['maBHbI Oyxrantep MOJIHACH WHUTIAAIBI, (pamMims

HpI/I MMOAINMNCAHNH JOKYMCHTA HCCKOJIbKUMU JIMITAMH, 3aHUMAOITUMU PABHBIC

JOJKHOCTH, 1704 TIOJTITHCH pacrosararot Ha OZTHOM YpOBHE,
Harpumep:
HadanpHHK TpaBOBOTO OTHENA Hauvanpauk
OpTaHU3aIMOHHO-METOAMYECKOTO
oTaena
MOJITNCh WHHIIAABI, (HaMuus MOJNKMCh HMHUITUAIIBI, (haMIITUS

B nmokymeHTe, mOoAroTOBJIEHHOM KOMUCCHUEN, MOANMCH PACIIOIAratoTCs OJHa
noA apyroi. IlepBeIM yka3bIBaeTCs Mpecenaresib KOMUCCUM, a PaMUIIMU YJICHOB

KOMHUCCHUH PACIOJIaratoTcs B ajipaBUTHOM MOPSAKE, HATPUMED:

Hpezlcez[aTenb KOMHUCCHUH IIOAIINCH HWHUIIKAJIbI, (baMI/IJ'II/Iﬁ
YsieHbpl KOMHCCHUH IIOAIINCH HMHHUIIUAJIbI, q)aMI/IJ'H/IH
IIOAIINCH HMHUIIKAJIbI, (baMI/IJ'II/Iﬁ
IIOAIINCH HMHHUIIUAJIbI, q)aMI/IJ'H/IH

Ecnu nokymMeHT cocTaBieH Kak mpuiaraemas K OCHOBHOMY JOKYMEHTY
cnpaBka wuiu  uHboOpMalUig, TO OH OQOpMIISIETCSI B  COOTBETCTBUU
c myHKToM 3.5.15, a BMECTO MOANUCH TOJ TEKCTOM JIOKYMEHTA, KakK IPaBUIIO,
yKa3bIBaeTCs haMuiIusi, UMs, OTYECTBO UCTIOJTHUATETIS.

3.5.17. OTmeTKka 00 AIEKTPOHHOM MOAMKCH.

[IpocTaBnsgercss Ha BU3yaTU3UPOBAHHOM 3JIEKTPOHHOM JOKYMEHTE B MECTE
PacIooKeHUs: COOCTBEHHOPYYHOH IMOJIMUCH JOJDKHOCTHOIO JIMIIA B JOKYMEHTE

Ha OyMa)XHOM HOCHUTEJIE, HAllpUMep:
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[Ipencenarens AOKYMEHT NOAMNMUCAH
T o nPOCTOM NOANMUCDHIO
CPPUTOPHATIEHON
n30upatenbHO koMmuccun No 18 | xveqct/przLzeq+o+6LTHNQPOMVDVUYS = N.B. Upununa

[eicteutenen:bes cpoka aencrems
Bnapeneu:UpuHuHa UHra ButanoesHa

DneMEeHThl OTMETKH 00 AJIEKTPOHHON TOMMUCH JTOJDKHBI OBITh BUIWMBIMU
Y YUTAEMBIMU [IPU OTOOPAKEHUU JOKYMEHTa B HATYpaJIbHOM pa3Mepe.

DONeMEeHThl OTMETKH 00 3JIEKTPOHHOM MOJNUCH HE JOJHKHBI MEPEKPHIBATHCS
WIM HaKJIAJbIBAThCS APYT HA ApYTa.

DneMeHTbl OTMETKH 00 3JEKTPOHHOW MOINMCH HE JOJKHBI NEPEKpPbhIBATh
DJIEMEHTHI TEKCTa JOKYMEHTa W Jpyrue OTMETKM 00 DJIEKTPOHHON MOIMUCH
(Mpy HATUYHHN).

B cnyuae, ecnu 3J€KTpOHHas MOANUCH COAEPKUT METKY JIOBEPEHHOTO
BPEMEHH, OTMETKa 00 JJIEKTPOHHOW MOANMUCH JOJKHA 00S3aTeIhbHO BKIIOYATH
UH(GOPMAIIUIO O JaT€ U BPEMEHU MOANUCAHUS JOKYMEHTA 3IEKTPOHHON OMHUCKHIO.
BHentnui Bua METKH JOBEPEHHOTIO BPEMEHH U BHEIIHUM BHJT IPOCTOM dJIEKTPOHHOM
MOJIIMTMCH yCTaHABIMBACTCS JIOKAIBHBIMA HOPMATHBHBIMH aKTaMH WM IO
COIJIAIIEHUIO CTOPOH JOKYMEHTO000pOoTa.

3.5.18. I'pud cormacoBanus.

I'pud cornmacoanusi coctoutr u3 cimoBa COIJTACOBAHO 6e3 kaBbluek
U TIPONUCHBIMU OyKBaMH, HAMMEHOBAHUS JOJKHOCTH JIMIA, KOTOPbIM COTJIaCOBAaH
JOKYMEHT (BKJIIOYAasi HAaWMEHOBAHHME OpraHU3allMHh), €ro COOCTBEHHOPYYHOMU
noamucu (ipu oQopMICHUM Ha OyMa)KHOM HOCHUTENE), pacuudpOBKUA TOIHCH

(vHULIMAIBI, (haMUJTHS) U IaThI COTJIACOBAHMS, HAITpUMED:

COT'JIACOBAHO
Cexperapp TeppuTopraibHOM
n3bupatenpHoO komuccun Ne 18
MOAMKUCH HHUITHAITBI, (PaMUITHS
nara

Ecan cornacoBaHue OCYHICCTBIIACTCA  IMPOTOKOJOM HJIM  IIMCBbMOM,

TO COTJIAaCOBaHME O(OPMIISIETCS CIAEAYIOUIIM 00pa3oM:
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COI'JTACOBAHO
MIPOTOKOJIOM 3aCEIaHuUs
aTTECTAallMOHHOW KOMHUCCUU
TepputopuaibHON U30UPATEITHHOM

komuccuu Ne 18
ot 14 ¢espans 2025 . Ne 16

WIIH:
COI''TACOBAHO
nuceMoM PocapxuBa
ot 05 mapta 2025 1. Ne 4-15/46

I'pud cornmacoBaHusi JTOKyMEHTa B 3aBUCMMOCTH OT BHJA JOKYMEHTa
1 0COOCHHOCTEH ero 0(hopMIIECHUS MOXKET MPOCTABIIATHCS:

Ha MEPBOM JIMCTE JIOKYMEHTa B JIEBOM BEpXHEM YINIy Ha YpoBHE Tpuda
YTBEPKICHUS WK T10]T HANMEHOBAHUEM JIOKyMEHTa OJIMKe K HIKHEMY TIOJTIO;

Ha TIOCJICTHEM JINCTE JOKYMEHTA MO TEKCTOM;

HAa JINCTE COTJIACOBAHUS, SIBIISIONIEMCS HEOTHEMIIEMOM YacThIO JIOKYMEHTA.

3.5.19. Busa.

BryTpennee coriacoBaHue npoekTa Jo0KyMeHTa 0pOopMIIsIETCSl BU3OH.

CornacoBanue NpoeKTa JJOKyMEHTa MOXKET OCYIIECTBIAThCS cpeacTBamu [1]1.
[Tpu cornacoBaHuy MpPOEKTa AOKyMEHTa Ha OyMa)kHOM HOCHTEJE BH3a BKIIOYAET
MOJMKUCH BU3UPYIOIIETO, PACHIM(PPOBKY MOAMKUCH (MHUIMAIBI, (paMUJIUs) U JaTy,

MpU HEOOXOUMOCTH MOXKET OBITh YKa3aHa JOJKHOCTh BU3UPYIOIIET0, HAIPUMED:

Cexperapp TeppuTopraibHOM
n3bupatenpbHOM Komuccuu Ne 6

IIOJIINCh HWHUIIKAJIbI, (I)aMI/IJ'H/ISI
Jara

[Ipy Hanmuuuu 3aMeyaHuid K JOKYMEHTY BHU3a O(OpMIIAETCS CIEAYIOIIUM
obpazom:

3amMedaHusl pUiIararoTcs

Cexkpertaps TepputopuanbHO
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n3buparenbHoi komuccuu Ne 18
MOATHCH WHUTIAAIBI, (pamMims

Jara

3amMedaHusi  U3NAralOTCs HAa  OTHAEIBHOM  JIUCTE,  MOJIUCHIBAIOTCS
U TIPUJIAratoTcs K JOKYMEHTY.

JlonyckaeTcsi HOJIMCTHOE BUBMPOBAHUE JOKYMEHTOB U MPUIIOKEHUN K HUM.

Ecnu nominHHUK TOKYMEHTa OCTAETCS B TEPPUTOPUATIBHON KOMUCCHH, BU3bI
MPOCTABISIOTCS B HIDKHEM YacTH OOOpPOTHOM CTOPOHBI MOCIEIHETO JIUCTa
MOJIMHHUKA IOKYMEHTA.

JIns MOKyMEeHTa, MOJJIMHHUK KOTOPOTO OTIPABISIOT W3 TEPPUTOPUATIBLHOU
KOMMCCHUH, BU3bI IPOCTABIISIOTCSA B HUXKHEW YaCTH JIMIEBOM CTOPOHBI MTOCJIECIHETO
JIMCTa KOMHUU OTHPABIISIEMOIO IOKYMEHTA.

3.5.20. IleyaTs.

[leyarpb  3aBepsieT MOJJIMHHOCTh  MOJAMKWCH  JOJDKHOCTHOTO — JIMIA
Ha JIOKYMEHTaX, YJOCTOBEPSIOUIMX MPEIyCMOTPEHHBIE MPABOBBIMU aKTaMU
MOJHOMOYHUS  JIOJDKHOCTHBIX —JIUI[ WU (UKCUPYIOIIUX (DAKTHI, CBS3aHHBIE
¢ (PMHAHCOBBIMU CPEJICTBAMU, A TAKKE HA MHBIX JIOKYMEHTAaX, IPEIyCMaTPUBAIOIINX
3aBEPEHUE MOJIMHHON MOAMHUCH.

[Teyats crTaBUTCS Ha CBOOOAHOM OT TEKCTa MECTE, HE 3aXBaThIBas
COOCTBEHHOPYYHOUN MOMAMKUCH JODKHOCTHOTO JuIa. [ledaTh MOKeT 3aXBaThIBaTh
4acTh HAUMEHOBAHUSI TIOJKHOCTH JIMIA, TTOAMKUCABIIETO JIOKYMEHT.

B nmoxymeHTax, MOATOTOBJICHHBIX Ha OCHOBE YHH(DHUIIMPOBAHHBIX (HOpM,
neyaTh CTaBUTCA B MecTe, 0003Ha4YeHHOM oTMeTKoM « MID» uinu uHbIM 00pa3oMm.

3.5.21. OTmeTKa 0 3aBepEeHUH KOITHUHU.

JInst 3aBepeHHs] COOTBETCTBUS KONHUHM JOKYMEHTA MOJIMHHUKY HUXKE
pexkBusuta «lloamuch» mpocTaBisieTcss OTMETKA O 3aBEPEHUM  KOMUU —

3aBCPUTCIIbHAA HAAIIUCh «BepHo», AOJDKHOCTh JIMla, 3aBCPUBHICTIO KOIIMIHO,
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ero COOCTBEHHOpYYHas MOJINUCH, pacmrgppoBKa HOJIUCH

Y J1aTa 3aBEPEHUsI, HAIIPUMED:
Bephno
[Ipencenarens TEpPUTOPUAITBHON KOMUCCHU
MOJIIHUCH WHUTIAAIBI, (pamMums
nara

JlommyckaeTcsi 3aBepsATh JTOKYMEHTBI OTMETKON «BepHo» mpocTaBieHneM
mITaMrna ¢ yKa3aHWeM  JOJDKHOCTM — JIMIa,  3aBEPUBIIETO  KOIHIO,
ero coOCTBEHHOPYUYHOM MOJIIUCH, PacIu(PpPOBKY MOIUCH U TaThl 3aBEPEHUS.

B ciyuasx, mpenyCMOTpEeHHBIX 3aKOHOIATENBCTBOM Poccuiickon Denepauu
0 BbIOOpax U pedepeHaymMax, TpU 3aBEPEHUU KOIMUU JOKYMEHTa TaKxkKe
MIPOCTABIIAETCS BPEMsI 3aBEPEHUSI.

[Ipu mepechblIke KONMMHM JOKYMEHTAa B JPYrHe OpraHW3allid WU BbIAade
€e Ha PyKHU 3aBEpUTENIbHAS HAJIIUCh YIOCTOBEPSIETCS COOTBETCTBYIOIICH MEYATHIO.

JIMCTBI MHOTOCTPAHUYHBIX KOITHA HYMEPYIOTCSI, OTMETKA O 3aBEPCHUM KOTTHH
JIOTIOJTHSIETCS yKa3aHueM KOJIMYECTBA JIMCTOB KOTTHH «Bcero
B KONHWU ____ JIMCTOB». Ha KOMMSX MHOTOCTPAHHYHBIX JOKYMEHTOB OTMETKa
O 3aBEpPEHHMH KOMUU TPOCTABISIETCS HAa  KaXIOM JIMCTE  JOKyMEHTa
WIM Ha TOCIETHEM JIMCTE TMPOIIMTOrO0 WM CKPEIUICHHOTO WHBIM 00pa3oM
JIOKyMEHTA.

3.5.22. OTmeTKa 00 UCTIOTHUTEIIE.

OtmMmeTka 00 UCTIOTHUTEINE BKIIOYAET B ce0s1 (haMuIIni0, UMsI U OTYECTBO (TIpH
HaJW4YUW) UCIOJIHUTEIS JOKYMEHTa M HOMEp ero ciyxeOHoro TtenedoHa
C KOJOM peruoHa (B cilydae HampaBJICHUs JOKYMEHTAa B ajapec M30MpaTeIbHBIX
KOMHUCCHII MOXET YyKas3bpIBaTbcsi HoMep ciyxeOHoro Ttenepona ATCB).
OTMeTKy 00 MCMOTHUTEIE PACcToNaraloT Ha JIMIIEBON WM, TPU OTCYTCTBUU MECTa,
Ha OOOPOTHOI CTOPOHE MOCIEIHEro JUCTa JOKYMEHTa B JIEBOM HIDKHEM YLy

mpudToM 10 MyHKTOB, HAIIPUMED:

3y6apeB Biagumup Mnpua
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(812) 356-85-31

3.5.23. OTmeTKa 00 UCIIOTHEHUU TOKYMEHTA.

OrMmeTka 00 WCHOJIHEHUU JOKYMEHTAa W HAMNpaBJICHUU €ro B JIEJIO
MOTYT BKJIIOYAET CIEAYIONINEe JaHHbIC: KpaTKUE CBEACHHUS 00 HCIOIHEHUH
JIOKyMeHTa (IIPU OTCYTCTBUM JIOKYMEHTA, CBUIECTEIIbCTBYIONIETO 00 UCIIOJHEHUN),
ATy ¥ HOMEP MMEIOIIETOCs TOKyMeHTa 00 MCIIOJTHEHHH, ciioBa «B meno», HoMmep
niena, B KOTOpOM OYJIeT XpaHUThCS JOKYMEHT, AaTy, HOANUCh (Tipu 0OpMIIEHUU Ha
OyMa)>XHOM HOCHUTEJIE) MpeJiceiaTelNss TEPPUTOPUATIBHON KOMUCCHH.

3.5.24. nentudukarop 3MeKTPOHHOM KOMMUH TOKYMEHTa (KOJIOHTHUTYII).

Nnentuduxatop (ums ¢aiina Ha MAITMHOYUTAEMOM HOCHUTEIIE) DJIEKTPOHHOM
KOIMMW JOKYMEHTa (KOJOHTHTYJ) MOXKET MPOCTABJIATHCSA B JICBOM YTy HIDKHETO
TIOJIST KKJIOW CTPAaHMIIBI JOKYMEHTA MIPUPTOM 8 TyHKTOB, HAIIPUMED:

K0305298

3.5.25 tpux-kon (QR-kox) AOKyMeHTA.
[Ipy wWCHOMB30BaHWM ITPHUX-KOJA, €r0 CIeAyeT pa3MemaTh B TPaBOM
HUOKHEM YIJIy TiepBOro Jmcra. Ecnm Mecra HEZOCTaTOYHO, JOMYyCKaeTcs

pa3MeleHre B IPaBOM BEPXHEM YIIIy WM Ha PYTOM CBOOOJTHOM MECTE.

4. Opranu3anusi padoThbl ¢ HCXOAAIMMU (OTHIPABJISIEMbIMHU)
TOKYMEHTAMU

4.1. Pabota c oTmpaBiasieMbIMH (MCXOISAIIUMHU) W3 TEPPUTOPUATHLHOM
KOMHCCUU JOKYMEHTAMH BKJIIOUAE€T UX PETUCTPALMIO, MPOBEPKY MPABUIBLHOCTH
oopMIIeHHUS, B TOM YHUCJI€ HAJIWYUE TOJHOTO aJpeca M ero TOYHOCTh, HAJU4He
MOJIMHHOW TOAMUCH (JJIsI DJIGKTPOHHOTO JOKYMEHTa — IMIPOBEPKA TMOJJIUHHOCTH
AJIEKTPOHHON TOJAMMCH), JPYTHUX HEOOXOIUMBIX JJIEMEHTOB OGOpMIICHUS,
YKa3aHHbBIX PUIOKEHHM, U OTIIPABKY.

4.2. Ucxopsume JOKYMEHTHl IeUaTarTCs Ha OJlaHKaX YCTaHOBJIEHHOMU
dbopmbl, O(QOPMISIFOTCS B COOTBETCTBHHM C TOJIOKEHHsAMU  MHCTpyKImn
u peructpupytores B [1J] unu aApyrux perucTpaiimoHHO-y4eTHBIX (hopMax.

4.3. OtnpaBka JOKYMEHTOB u3 TEPPUTOPUATBHOU KOMHCCUU

OCYIIECTBIISIETCS. OpraHamu (eaepasibHONH (PEebIBErepCKON WM  CIIEIUATBLHOM
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CBSI3U, TOYTOBOM, TenerpadHoi CBs3blo, cpenactBamu IIJI, mo kaHamam

(akCUMUIIBHON CBS3H, HIEKTPOHHON MOYTON B ceTH VIHTEpHET UM HAPOUHBIM.

4.4, ITpu opopMIICHHH OTIPABIISIEMBIX (UCXOISAIINX ) IUCEM, B TOM YHCTIE PU
MOJATOTOBKE MPOEKTOB muceM cpeactBamu [IJ[, u TemerpaMm HCIOIHUTEINb
yYKa3bIBA€T TMIOJIHBIM TMOYTOBBIM (BKJIIOYAs HWHICKC) aJpec OpraHu3aluu
WM TpakIaHHUHA.

4.5. OrnpasnsieMble  (MUCXOISIIME)  JOKYMEHTBI ~ MOTYT  TOTOBUTKCA,
COTJIaCOBBIBATHCS M MONUCKIBATLCS cpeacTBamu [1]1.

Hcxonsmme mnuchMa HampaBisIOTCA 32  IOJMUCBIO  IpelceaaTens
TEPPUTOPUAIBHOM KOMHUCCUHU, B €ro OTCYTCTBHE —3a IOJIUCHIO 3aMECTHUTENS
npejaceaarenas WIM WHOTO 4iI€HAa TEepPPUTOPUANIbHONM KOMHCCHH, UCHOJHSIOLIETO
00s3aHHOCTH  TpeJcenaTeNs, Ha  COOTBETCTBYIOIIEM  OJlaHKe  MmHUCchbMa
(pu MOATOTOBKE MCXOJANINX JTOKYMEHTOB cpefactBamu [1J] — cooTBeTCTBYIOMIMX
AJIEKTPOHHBIX 1a0JI0HAX OJJAHKOB JOKYMEHTOB).

4.6. C ucnonp3oBanueM [1/] wnm apyrux perucrparioHHO-YYE€THBIX (HOpM
JOKYMEHTaM IPHCBaUBACTCsl UCXOMAAIIUNA HOMEp, KOTOPBIH COCTOMT U3 MHJEKCa
JieNia 0 HOMEHKJIAType el M MOPSAIKOBOrO HOMEpa JTOKYMEHTa, pa3JeIeHHbIX
Kocor yeprToil. Mcxonmdmmii HOMEp yKa3bIBa€TCS TAaKXKE Ha KOMHMM JOKYMEHTA,
ocratoleiics B aene. Hymepauuss HCXOIAUIMX JOKYMEHTOB OCYILECTBIISETCS
B IIpeieliax KaJeHAapHOro roja.

[Ipu peructpan HMCXOIAILIETO JOKYMEHTa B PETUCTPALMOHHO-YYETHOU
dbopme 00s3aTENIbHO YKA3bIBAIOTCS CIACAYIONINE PEKBU3HUTHI: JaHHBIE 00 ajgpecarte
(pamunms, umsi, oT4ecTBO (IIPU HATUYKMK) (PU3UUECKOTO JIMIIA WM HAMMEHOBaHHUE
OpraHu3aliy, KpaTKoe COJAEp)KaHWe JOKYMEHTa, HCIOJHUTENb JOKYMEHTa,
€ro COMCIIOJIHUTENU, KEM OH MOJINUCAH, a TAK)KE KOJIMYECTBO JIUCTOB OCHOBHOTO

JAOKYMCHTA U JIMCTOB IIPUITOKCHUA, KOJTMYCCTBO 3K3CMILIAPOB, BUA OTIIPABKU.

[Ipu  peructpauuu  HUCXOASIIETO  JOKyMEHTa  JellaeTcsi  CBsI3Ka
C BXOJSIIUM JOKYMEHTOM Ha KOTOPBIM AA€TCs OTBET (€CIU TAKOBOW UMEETCS).
4.7. OTnpaBka UCXOASAIMIMX JOKYMEHTOB cpeactBamu II/] ocymectBisercs

JIUIIOM, UMEIOIITUM J0CTYM K padote ¢ T1]1.
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WNHble nOKyMEHTBI MOTYT OBITh OTIIpaBIEHbl OpraHamu (QeaepaabHOM

deapaperepcKoi Wi CIIEIUATBFHOM CBSI3U WIIH TTOYTOH TI0 YKA3aHHIO TPeICeaaTes
TEPPUTOPUAITBHON KOMUCCHH.

4.8. Insa nepenaun ucxojsmiero gokymenrta [1J umu snekTpoHHON mouYTON
B cet VHTepHET OTHpaBISIEeMBbId JOKYMEHT O(OPMIISETCS B COOTBETCTBUHU
¢ TpeboBanusiMU MHCTpYyKIIUU.

B cnygae perucrpanuu nokymenta B [1J] Tekct nokymenrta B ¢hopmare doCcx
Wik XISX MIIM DJIEKTPOHHBIH 00pa3 gokymenta B (opmare pdf (mpu Hamuumm
CKAHUPYIOIIETO YCTPOMCTBA) MNPHUCOEAMHSETCA K PETUCTPALMOHHOW KapTOUKe
Y OCYLIECTBJISIETCS €0 OTHPaBKa.

[Ipyu mnoaroroBke MAOKyMEHTOB cpeiactBamu IIJ[ ¢ wucnonbs3oBaHueM
AJIEKTPOHHON MOJMUCHU TOCHE TMOAMUCAHUSA JOKYMEHTBHl MOTYT aBTOMAaTHYECKHU
peructpupoBatbesi U HanpaBiaTbea B LIUK Poccun, @M nmpu LUK Poccun,
PHOUT npu LUK Poccuu, Cankr-IleTepOyprckyro n30upaTeibHyI0 KOMHCCHIO,
uHble K30uUpaTenbHble KOoMUccUM — CcyOBekToB  Poccuiickoiri  denepauuu,
TEPPUTOPHUATBHBIE KOMUCCHH.

4.9. Ilpu otmpaBke TenerpaMMmbl 0oJiee 4eM B YeThIpe ajpeca 0hopMIIIeTCs
MOJJIMHHUK, KOMUS U JIBa OHK3EMIUIApAa TMOAMMCAHHOIO CIHCKA PaCcChUIKU
C yKa3aHWeM TIOJHBIX TMOYTOBBIX (BKJIOUas TOYTOBBIM MHJIEKC) aJpPEcoB.
Ha Tenerpad nepenaroTcs MOMIMHHUK C OJHUM JK3EMIUISIPOM CIHMCKA PACChUIKU
Y KOIHUS TeJIErpaMMBbl, KOTOpas ¢ OTMETKOM O Mepeiaye TeJlerpaMMbl BO3BpaIlaeTCs
B TEPPUTOPUATBLHYIO KOMHUCCHUIO M BMECTE CO BTOPBIM 3K3EMIUISIPOM CIIHMCKa
PACCBUIKY MOJIIIUBAETCS B JIEIIO.

4.10. Ilpu ormpaBke mmchMa OoJjiee YeM B YETHIPE ajpeca COCTABIISCTCS
CIIMCOK PpAaCChUIKM YCTaHOBJIEHHOW (opmbl (mpuinoxkenue Ne 6), KOTOpbIH
MOJIUCHIBACTCS MPEACENATENIEM, B €T0 OTCYTCTBUE — 3aMECTUTEIIEM MPEACEAATEIS
WIM WHBIM YJICHOM TEPPUTOPHATHHOW KOMHMCCHH, UCIIOITHSIONIUM OOSI3aHHOCTH
npeacenarenss TEPpPUTOPUATIBHOM KoMuccuu. llocnme perucrtpauvii  MUCHMO
TUPAXUPYETCS B HEOOXOIMMOM KOJMYECTBE U OTIpaBisercs. [Ipu moarotoBke,
COTJIACOBAHUM W MOJNHUCAHUU MHCcEM cpenctBaMu 1] CriMCOK pacChUIKK Takxke

roroButcs cpeacreamu [1/1.
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Ecau nucemo ninm TCJICTpaMMa HaIllpaBJIACTCA HE OoJiee ueM B YCTBIPE ajapeca,

TO MOJIUCHIBAETCS KAXKIbII K3EMILIAP.

4.11. OtnpaBka JOKYMEHTOB IPOU3BOAUTCS €XKEIHEBHO B 4Yachl pPabOThI
TEPPUTOPUATBHON KOMUCCHH, KPOME BBIXOAHBIX U HEPAOOUUX MPa3THUYHBIX JHEM.

OTnpaBka HCXOJIMIMX JOKYMEHTOB TIIOCJI€ OKOHYaHHUS pabodero IHs,
B BBIXOAHBbIE U Hepabouue Mpa3IHUYHBIE JHHM, B [EpPUOJ MOATOTOBKU
U TpOBEACHUS W30HMpATEIbHBIX KaMIIAHUWA OCYLIECTBISIETCS IO YKa3aHUIO
npejceaarenas TeppUTOPUATbHON KOMHUCCHUU JTMOO B COOTBETCTBUU C PELICHHEM
TEPPUTOPUAIIBHON KOMHCCHH.

4.12. JIOKyMEHTBI C OTMETKOM O CpPOYHOCTH NIOCTaBKM «Becbma cpodHO»
U «CpoyHO» OPOPMIISIFOTCS HE3aMEUIUTEIbHO, MOTYT OTIIPABIATHCS CPEICTBAMU
[1/1, mo xaHanaM (paKCHUMUIIBHON CBSI3U, IEKTPOHHOM MOYTOM B cetu MHTepHer,
HapOYHBIM W/WIH MEPEIaBaThCs B OTIAET (EeNbAbErepCKOil WK CIIELIMAIBHON CBA3U
JUIsL TOCTaBKM B TEPBYIO O4Y€pelb B COOTBETCTBUM C Ipa)MKOM MaplIpyTOB
benbanerepeil.

4.13. JlokymeHTbl 0e3 OTMETOK O(QOpPMISIOTCS IO Mepe MMOCTYIUICHUS
U MOTYT OTIpaBisAThes cpeactBamu 1/l u/unu nepenaBaThest B OTAEN JTOCTaBKU
benpaberepckod WM CHEUAIbHOW CBSI3M, IA€ OTIPABKA OCYIIECTBIISIETCS
B COOTBETCTBUU C IPa(pKOM BBIIIOJHEHUS MAPUIPYTOB B ONTUMAJIbHBIE CPOKH.

4.14. JlokyMeHTbI, HampaBisieMble TpaXJaHaMm IO MOYTOBOMY aJIpecy,
yKa3aHHOMY UMH B OOpallleHuH, OTIPABISIOTCS Yepe3 MOUYTOBOE OTIEICHHUE CBS3U
IPOCTBIMU TOYTOBBIMH OTIIPABICHUSMHU WJIU 3aKa3HBIMU TMCbMaMU.

4.15. JlokyMeHThI, TepenaBaeMble 1O KaHajlaM (aKCUMWIBHOW CBSI3H,
PETHCTPUPYIOTCS B OPAJIKE, YCTAHOBICHHOM ISl HCXOASAIIMX JOKYMEHTOB.

4.16. Vicxopsuie TOKYMEHTBI, O(pOpMIIEHHBIE C HapyLIEHUEM TPeOOBAHMMA
WHcTpyKIuu, K OTNpPaBKE HE MPUHUMAIOTCS M BO3BPAILAIOTCS HCHOJHUTEISAM
Ha AopaboTKy. KoppecnonaeHus HecnykeOHOro XxapakTepa, B TOM YHUCIIE JTUYHas
KOPPECTIOHJEHIUS, K OTIPABKE HE TPUHUMAETCSI.

4.17. Komuu HUCXOAAIIUX JOKYMEHTOB, O(OPMIIEHHBIX Ha OyMaKHOM
HOCHUTENIC, TOMEIIAITCS B JEJI0 B COOTBETCTBHM C HOMEHKJIATYypOH el

TEPPUTOPUATBHON KOMHUCCHH.
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5. Ocob0enHocTH PadOTHI € JJIEKTPOHHBIMHU JOKYMEHTAMHU
(ocymecTBiieHne padorsl ¢ JokymenTamu B I1]1)

5.1. DneKkTpoHHbIE JTOKYMEHTHI SBISIIOTCS OQPHUIMATBHBIMU JOKYMEHTAMH.
DneKTpOoHHBIE JOKYMEHTBI CO3J1al0TCs, 00padaThiBatoTcs U Xpausarces B [1]1.

5.2. DNeKTPOHHBIN TOKYMEHT JOJHKEH OBITh 0(pOpMIIEH IO OOIIUM MpaBUiIaM
JEJIONPOU3BOJCTBA u UMETH PEKBU3UTHI, YCTaHOBJICHHBIE
JUISL aHAJIOTHYHOTO TIOKyMEHTa Ha OyMa)KHOM HOCHTEJIE.

5.3.B  TeppuTOopMambHONH  KOMHCCHH  WCIOJB3YIOTCS  DJIEKTPOHHBIC
JIOKYMEHTBI, a TakXKe DOJIEKTPOHHbIE 00pa3bl JOKYMEHTOB, IOJyYCHHbBIC
B pe3yJIbTaTe CKaHUPOBAHUSI IOKYMEHTOB Ha OyMa)KHOM HOCHUTEJIC U XPaHSIIIHECs B
[11.

5.4.]lnsg TOATBEPXKIEHUS TMOJIMHHOCTH TIpU Tepelaye DIIEKTPOHHBIX
JIOKYMEHTOB B JIpyTH€ TOCYJapCTBEHHBIE OpraHbl, OpraHbl MyOJMYHOU BIACTU
dbenepanbHoit  TeppuTtopun  «CHpUYC», OpraHbl MECTHOTO CaMOYIIpaBJICHHUS,
OpraHu3allvsIM U TPakKJIaHaM JOKYMEHTHI 3aBEPSIOTCS SJECKTPOHHOM MOIHUCHIO
JOJDKHOCTHOTO JIMIA TEPPUTOPUATBHOM KOMHCCHM, MOANUCABIIETO JTOKYMEHT,
B cooTBercTBUM ¢ DepepanbHbiM 3akoHOM OT 06 ampenst 2011 roma No 63-D3
«O0 2JIEKTPOHHON MOITHUCH.

5.5.1lpu 00paboTKe, pPaCCMOTPEHHH, COTJACOBAHUU U TOJIUCAHUU
AIIEKTPOHHBIX JOKyMEHTOB B IIJ[ BO BHYTpeHHEM JIOKYMEHTOOOOPOTE MOTYT
WCIIOJB30BaThCA  CIMOCOOBI  TMOATBEPXKACHUS  JEHUCTBUH C  DJIEKTPOHHBIMU
JOKYMEHTaMHU, TpPH KOTOPBIX OJEKTPOHHAs MOJNHCh HE HCHOJIb3YETCH.
Nnentudukaius AOTKHOCTHOTO JIMIIA MPOU3BOAMUTCS MO €ro yYeTHOM 3arucu
B [IIJ 1mubGo MOXKET WCIOIB30BaThCSI MPOCTasi DJIEKTPOHHAS  MOJIHUCH.
Takxe mpocTasi IEKTPOHHAS MOJMKUCh MOKET MCHOJIb30BATHCS MPH HAMPABICHUU
anekTpoHHbIX 0KymMeHTOB B IIMK Poccun, ®LUU npu I[[UK Poccuu, PLIOUT
npu [[UK Poccun, Cankr-lIletepOyprckyto w30upaTenbHYyI0  KOMHCCHIO,
u30uparenbHble KoMuccuu cyobekToB Poccuiickoit denepayu, TeppUTOpraIbHBIE

KOMUCCHH.
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5.6. CocraBnenue, oopmiIeHHE U COIJIACOBAHUE IMPOEKTOB 3JIEKTPOHHBIX

JIOKYMEHTOB ~ OCYILIECTBJISIETCS IO OOIIMM TpaBujiaM JI€JONpPOU3BOJICTBA,
YCTaHOBJICHHBIM B OTHOILIEHUY aHAJIOTUYHBIX IOKYMEHTOB Ha OyMaKHOM HOCHTEJIE.

5.7. IlepeueHb JTOKYMEHTOB, CO3JaBAaE€MbIX, XPAHUMBIX W HCIOIb3yEMBbIX
UCKITIOUUTETLHO B (OpME  DJIEKTPOHHBIX  JIOKYMEHTOB,  OIpPEIeIseTCs
HOMEHKJIaTypOu Je.

5.8.1lpuem wu oTOpaBKa OJJIEKTPOHHBIX JTOKYMEHTOB OCYIICCTBIISIOTCS
JOJDKHOCTHBIM  JIMIIOM, HMMEIOIIMM JocTyn Kk padore c IIJI, Takke MoOXer
OCYILECTBIISITECA aBTOMATUYECKasi OTIPABKA JIOKYMEHTOB, OAMKUCAHHBIX MPOCTOMN
anekTpoHHOM  moamuchkto  cpeacrBamu  [IJI B WK  Poccumn, OLHU
npu IIUK Poccun, PLHHOUT npu LUK Poccuu, Cankr-IlerepOyprckyro
M30UPATEIIbHYI0 KOMHUCCHIO, M30UpaTesibHble KOMHUCCUU CyOBEeKTOB Poccuiickoi
depnepaluu, TEPPUTOPUATIEHBIC KOMUCCHUU.

5.9.1lpu mnonyueHuu dneKTpoHHBIX gokymeHToB u3 [IMK Poccun,
O mpu UK Poccuu, PLHOUT npu LUK Poccum, Cankrt-IletepOyprckoit
n30UpaTebHOW KOMHUCCHHU, HM30MpATENbHBIX KOMHUCCUN CyOBeKkTOB Poccuiickoit
Qenepaliiv, TEPPUTOPHUAIBHBIX  KOMHCCHM,  IIOJMMUCAHHBIX  3JCKTPOHHOMN
MOAMUCHIO, OCYIIECTBIIAECTCS IPOBEPKA JCHCTBUTEIBHOCTH 3JIEKTPOHHOM MOIUCH
cpenctBamu [1/1.

5.10. [Ipn BKJIIOYEHUHW DIEKTPOHHBIX JOKyMeHTOB B I[IJl dhopmupyrorcs
pErUCTPAllMOHHO-YUYETHBIC JaHHBIE O JIOKYMEHTE, 00eCIeUrBaIONe yIpaBIeHNe
JIOKYMEHTOM, B TOM YHMCJI€ €r0 MOUCK, AJOCTYIl K JOKYMEHTY, KOHTPOJIb, XPAaHEHUE U
UCTIOJIb30BaHue (TpuiioxkeHue Ne 7).

5.11.ITpu  mepemaye  MOCTYNUBIIMX  DJIEKTPOHHBIX  JIOKYMEHTOB
Ha pacCMOTPEHUE, HANpPaBJICHUU DJCKTPOHHBIX JOKYMEHTOB HCIIOJHUTESM,
OTHPABKE U XPAHEHUU JJICKTPOHHBIX JOKYMEHTOB BMECTE€ C HUMH IEpeIaroTCs
(HampaBIISIOTCS, XPAHSITCS) UX PETUCTPALIMOHHBIC JJAHHBIE.

5.12. Enununeil yyera 3JIEKTPOHHOTO JOKYMEHTa SIBIIIETCS SJEKTPOHHBIN
JOKYMEHT, 3aperucTpupoBaHHbii B I1/].

DJIEKTPOHHBIE JOKYMEHTBI, HUMEIOIINE TMPUIIOKEHUS, PETUCTPUPYIOTCS

N YYUTBIBAIOTCA KaK OAWH JOKYMCHT.
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5.13. DnekTpoHHbIE JTOKYMEHTHI (OPMHUPYIOTCS B JieJla B COOTBETCTBUHU

C HOMEHKJIATypOH JIeJ1 TEPPUTOPUATBHON KOMHCCUU U UHACKCUPYIOTCS B OPSIJIKE,
YCTaHOBJICHHOM B OTHOILEHUU JEJI, COCTABJICHHBIX U3 JJOKYMEHTOB Ha OyMa)KHOM
HOCHUTETIE.

[Ipu cocTaBieHMM HOMEHKJATYPBI JI€J YKa3bIBa€TCSA, YTO JEJI0 BEACTCS
B DJIEKTPOHHOW (opMe, 4YTO OTMEYaeTcss B 3aroJioBKe Jena Wik B rpade
«ITpumeuanue», Hanpumep:

[TocranoBnenus llenTpanpHoil wu30UpaTenbHOM Komuccun Poccuiickoi
®epnepanuu. Konnn. D1€KTPOHHBIE JOKYMEHTHI.

5.14. DneKkTpoHHbIE JOKYMEHTHI TIOCJIE UX UCTIOTHEHUS MOJICKAT XPaHEHUIO
B YCTAHOBJIICHHOM TIOpSIIKE B  TEUYEHUE  CPOKOB, MPEAYCMOTPEHHBIX
JIJISl QaHAJIOTUYHBIX JOKYMEHTOB Ha OyMa)KHOM HOCHUTEJIE.

5.15. Mecto XpaHEHHsI DJJIEKTPOHHBIX JOKYMEHTOB JI0 HUX Iepenadu
Ha apXWBHOE XpaHEHWE, BHUJ HOCHUTENEH, Ha KOTOPBIX OHHU XpaHATCs, (HOpMaThl
WX TIOCTOSSHHOTO U JIOJTOBPEMEHHOTO XpaHCHUsI ONPEACNSIIOTCS € Y4eTOM
UCIIOJIb3YEMBIX B TEPPUTOPUAIBHON KOMHUCCUU MPOTPAMMHO-TEXHUYECKUX CPEJICTB,
HOPMATUBHBIX aKTOB W METOAMYECKUX JOKYMEHTOB PocapxuBa, ApPXUBHOIO
komuteTa Cankt-IletepOypra.

5.16. DkcrnepTu3a LEHHOCTH AJIEKTPOHHBIX JTOKYMEHTOB OCYIIECTBIISETCS
B 0O0IIEM MOpsJKE, YCTAHOBJICHHOM B OTHOIIEHHWU JTOKYMEHTOB Ha OyMa)XHOM
HOCHTEJIE.

5.17. ITocne uctedyeHus Cpoka, yCTAaHOBIIEHHOTO JIJIsl XPaHEHUS SJIEKTPOHHBIX
nen (?JIGKTPOHHBIX ~ JIOKYMEHTOB), OHM  TMOJJIeKAT  YHUYTOXKCHUIO
C COCTaBJICHHEM aKTa YCTaHOBJIEHHOU (opmbl (Tpuitoskernue Ne 16).

5.18. DneKkTpoHHbBIC JOKYMEHTHI, TOJICKAIINUE JIUTCIBHOMY XPaHECHHIO,
nepealoTCsl Ha apXUBHOE XpaHEHHE MO OMUciIM ¢ opOpMIICHHEM akTa IpuemMa-

nepeaadun 3JICKTPOHHBIX NTOKYMCHTOB Ha apXHUBHOC XpPAHCHHUC.

6. Oco0ennocTH padoThI ¢ 00palIeHUAMH TPAMKIAAH.
Opranu3zanus JUYHOI0 MPHeMa I'PaxKIaH
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6.1. Opranuzamnust paboThl ¢ OOpalleHUSIMH TPaKIaH OCYIIECTBIACTCS

B COOTBETCTBUU C pazzaesnioM 2 MHCTpyKmuu ¢ y4eToOM 0COOCHHOCTEH, YKa3aHHBIX
B JJAaHHOM pasJele.

6.2. O6paleHus B TEppUTOPUATIBHYIO KOMUCCHIO MOTYT OBbITh HAaIIPABJICHBI B
NUChMEHHOHU (hopMe, a Takke B (popMe IIEKTPOHHOTO JOKYMEHTA.

6.3. O6pamienne B (opmMe BIESKTPOHHOrO JOKYMEHTAa HallpaBisercs
C HCIOJb30BaHWEM CTpaHMIbl oduuuanbHoro cairta Cankr-lIleTepOyprekoi
n30upaTeabHON KOMHUCCUU B ceTH MIHTepHeT, IpelHa3HaueHHON JIJIsl HalpaBJICHUS
oOpallleHuil B TEPPUTOPUATBHYIO KOMHUCCHIO (Jajiee — JIeKTpoHHast (¢dopma
oOpalieHuit).

HanpaBnenue  oOpamenuii. B (QopMe  3JIEKTPOHHOTO  JOKYMEHTa
B TEPPUTOPHAIIBHYIO KOMUCCHIO OCYILECTBIISIETCS MOCTE MPOXOKACHUS 3asBUTEIEM
UACHTU(DUKALIMYI U 8y TEHTU(PUKALIMKI TOCPEACTBOM (hesiepanbHOM rocy1apCTBEHHON
uHpopMallMOHHOM  cuctembl  «EnuHas  cuctema  UJIEGHTUQUKALUU U
ayTeHTUQUKauuu B UHOpACTpyKType, obOecneunBaromed HHPOPMALMOHHO-
TEXHOJIOTMYECKOE B3aUMOICHCTBUE NH(OPMALIMOHHBIX CUCTEM, UCTIOIb3YEMbIX AJIs
IIPENOCTABIEHUSI TOCYAAPCTBEHHBIX M MYHULHIAJIBHBIX YCIYI B 3JIEKTPOHHOMU
dbopmer.

DnexTpoHHas ¢opma oOpalleHHi JOHKHA MpelycMaTpuBaTh 3alloJHEHUE
ajpeca SJEKTPOHHOW TMOYTHI, Ha KOTOPBIA JIOJDKEH OBbITh HAmpaBi€H OTBET
Ha oOpallieHue, crenruaIbHOro Mo ISl BBOJA TEKCTa OOpaleHMs], COJEpKaIIero
€ro CyTh, BO3MOXHOCTb IPUJIOKEHUS TOKYMEHTOB U MaT€pUaOB B AJIEKTPOHHOMN
dbopme, MOATBEPKIAIOIINX JOBOJBI OOpAIEHNUS, & TAKKE MOXKET MPEeyCcMaTpUBaTh
BO3MOYKHOCTb ~ YKa3aHHUS JONOJHUTENbHBIX CBEIECHUW, YTOYHSIOUIUX CYTh
oOparieHus.

6.4. Conepxainiriecss B HalpaBJICHHBIX B (OpMe 3JIEKTPOHHOIO JTIOKYMEHTa
oOpallleHUsIX CBEACHUSA, a TaKkKe TMpuiIaraéMble Marepuanbl (MpyU HaJIUYMN)
BBOJsATCA B [1]] b0 B Ipyrue peructpaioHHo-y4eTHbie popmbl. BBoa cBeneHui,
COJIEP>KAIMXCS B HAMPABJICHHBIX B (DOPME AJIEKTPOHHOTO TOKYMEHTa 0OpaIICHHUSX,
NPWIAraéMbIX  MaTEpPHAIOB M MX  PErUcCTpalus  OCYIIECTBISIOTCS

HEe Mo3AHee TpexX pabouyux AHEW CO JIHsS HaIpaBlieHHs OoOpallleHHs, a B MEPHO]
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IMPOBCACHUSA COOTBCTCTBYIOIIIHX I/I36I/IpaT€JIBHBIX KaMHaHHﬁ, KaMIIaHUM

pedepeHaymMa MO BOMpOcaM TMOATOTOBKM M TPOBENEHUS 3TUX BHIOOPOB,
pedepenayma 1o oOpalleHHsM,  HallpaBICHHbIM /10  YCTAHOBJICHHUSA
TEPPUTOPUAIBHON KOMHCCHEW HTOTOB TOJIOCOBAHMSI, OMNPEIEIICHUSI PE3YyJIbTaTOB
BBIOOPOB, pedepeHayma —B J€Hb HalpaBiCHUs OOpalmleHusi JUO0 HE TMO3JHee
CJIEYIOILEro padoyero JHs B COOTBETCTBUM C Ipa(pUKOM pabOThl TEPPUTOPUATBHON
KOMHUCCHH, C YYETOM CpPOKOB PacCMOTPEHHUS COOTBETCTBYIOIIUX OOpaIIeHUH,
YCTaHOBJIEHHBIX 3aKOHOAATEIBCTBOM O BbIOOpax M pedepenaymax. Perucrpanus
oOpallleHuli, HampaBJICHHBIX B TEPPUTOPHAJIBHBIE KOMHUCCUU B  Qopme
AJIGKTPOHHOTO JIOKYMEHTa, MOKET OCYIIECTBIATHCS C HCHoIab30BaHueM [1]]
au00 ¢ HCHOJb30BAaHUEM JPYTUX PErUCTpallMOHHO-y4eTHbIX ¢opM. [locne
OCYIIECTBICHUS YKa3aHHBIX JEUCTBUN OOpaIleHHe CUMTAETCS MOCTYIUBIINM
B TEPPUTOPHAIBHYIO KOMHUCCHIO.

OOpamienuss B NMUCbMEHHOW (opMe, MOCTYNHUBIIKE B TEPPUTOPUATIBHYIO
KOMUCCHIO, PETHCTPUPYIOTCS TMpejacenaTenieM (CeKpeTapeM) TeppUuTOpuaIbHON
KOMUCCHUM WM  pabOOTHUKOM  ammapaTa, OTBETCTBEHHBIM 32  BEJACHUE
JeJIoNpou3BoACTBa ¢ ucnosb3oBaHueM I[IJ] aubo ¢ wucnosib30BaHHEM JIPYTHX
pPETUCTPAIIMOHHO-YUETHBIX (OpPM HE TO3/[HEe Tpex pabouymx aHEH co MdHA
NOCTYIUIEHUsI OOpalieHus, a B T[EpUoJl MPOBEIEHUS COOTBETCTBYIOIIHUX
n30upaTeabHBIX KaMIIaHWW, KaMmmaHuid pedepeHaymMa [0  YCTaHOBJICHHUSA
TEPPUTOPUATBHON KOMHCCHEW HTOTOB TOJIOCOBAHHUS, ONpPEACNICHUS pPe3yJbTaTOB
BBIOOPOB, pedepeHayMa — B JIEHb TMOCTYIJICHUS oOpaiieHus b0 HE MO3THEee
clenyrouero padodero HA B COOTBETCTBHM € TpadukoM pabOThl KOMHUCCHH,
C Y4€TOM CPOKOB PAaCCMOTPEHHsI COOTBETCTBYIOUINX OOpallleHui, YCTaHOBIECHHBIX
3aKOHOJIaTEIBCTBOM O BbIOOpax U pedepeHymax.

OOparennsi, MOCTYNUBIINE B TEPPUTOPHATBHYID KOMHCCHIO, MOTYT
pPEruCTPUPOBATHCSI B YCTAHOBIICHHBIE BBIILIE CPOKH OTIEIBHO OT APYIMX BHJIOB
JTIOKYMEHTOB.

6.5. B cnyuae peructpamuu oOpamienus B I1J[, MODKHOCTHBIM JIHIIOM,
UMEIoLINM 1ocTyn K padote ¢ 1], 3amonusaroTcss HeoOXouMBbIe TIOJS BO BKIIAIKE

«O0pamenue» I1J[ B 3aBUCUMOCTH OT MMerolIeics UHPopMaluu B OoOpalieHUH
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HE TMo37Hee Tpex pabouux JHEeW CcO JHS perucTparuu  oOpaliieHus

B TEPPUTOPUATIBLHOM KOMHUCCMM M B TE€YEHUE OJHOro pabodyero IHSA €O JHSA
NOCTYIUIEHUs1 0OpallleHus: IO BOIIPOCaM MPOBOJAUMBIX N30MPATEIbHBIX KaMIIAaHU.

6.6. [Ipy BCKpBITUM KOHBEPTOB, COJAEPKAIMX OOpAIEHUS B MHUCbMEHHOU
dbopme, TpoBepseTcS HamM4Me Bcex BiokeHWd. KoHBepT 00s3aTennHO
COXPaHAETCH.

OOparenrs B THCbMEHHOH (popMe, CoZIepKaIne B aPECHON YaCTH TTOMETKY
«JImuno»,  paccmarpuBaroTcsi B OOLIEM  TOpSAKE B COOTBETCTBUM
¢ MHCTpYyKLIMEN.

[Ipu peructpanum  MHOBTOPHBIX  OOpalmIeHUH UM  IPUCBAUBACTCA
OYEPETHOW PErUCTPAlMOHHBII HOMEp, B PETUCTPALMOHHO-YYETHOU ¢opme
nenaerca orMmeTtka «lloBTopHO», a mpm wucnosb3oBanuu II/] ocymecTBisercs
ces3piBaHue ¢ PYK mno mnepBuuHbIM oOOpamieHusiM, Npu HEOOXOJIUMOCTH
opopmiieHuss Ha OyMaXHOM HoOcUTelne K OOpallleHHuI0 MPUKIIAIbIBAIOTCS
nonoopannsle PYK no nepBUYHBIM 00pallieHUsIM.

Ecnu obparnienne nocTynuso OT KOJUIEKTHBA TPaskKJaH, TO MPU PETUCTPaALluU
B PETUCTPALMOHHO-YyYeTHOU (hopMe cTaBUTCS OTMETKa «KOJIJIEKTUBHOEY.

6.7. I[Ipu ocymecTBneHnn peructpanuu cpencrsamu [1/] Ha aumeBoit cropoHe
NEPBOrO JIMCTa 3apPETUCTPUPOBAHHOIO JIOKYMEHTa Ha OyMa)KHOM HOCHUTENE, Kak
IIPABUJIO, B IPABOM HMKHEM YTIIy IIPOCTABIISIETCSA PETUCTPALIMOHHBIN HOMED U J1aTa,
a TAK)K€ IITPUX-KOJ C YKa3aHUEM HaMMEHOBAHMs OpraHU3aLUU.

Ecnn mpocraBieHne perucTpaliMOHHOIO HOMEpPA 3aTpyAHSET IMPOYTEHHUE
TEKCTa JOKYMEHTa, B TaKOM ClIy4ae BXOISAIIMH HOMEpP NPOCTABIAETCA
B CBOOOJHOM OT TEKCTa YIJIy Ha JIMIEBOM CTOpPOHE MEPBOIO JHCTAa JOKYMEHTa,
a ITPUX-KOJI MMPOCTABJISAETCS NPU HAIMYUHA TEXHUYECKON BO3MOKHOCTH.

[Ipn ocCyleCTBIEHUH PETUCTPALMU B JIPYrOW PEruCTPALMOHHO-YYETHOU
(bopMe perucTpallMOHHBIN IITaMII, COCTOSIIIIUHN U3 MOPSIAKOBOIO HOMEpPa 0OpalieHHsI
W JIaThl PETUCTPALIMM, CTABUTCS, KaK MPaBUJIO, HA MEPBOM JIUCTE OOpalleHUs B
IIPaBOM HI>KHEM YIUIy WJIM Ha CBOOOTHOM OT TEKCTa MECTE.

Hymeparuss mnocTynuBIIMX OOpalleHU OCYIIECTBISETCS B IMpeaenax

KaJICHAApHOT'O IroJa.
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6.8. 3apeructpupoBaHHble OOpalleHUs] pacCMaTPUBAIOTCA B COOTBETCTBUU

C IOPSAIKOM, OIIPEAEICHHBIM pa3iesioM 2 MHCTpyKIuu.

6.9. OOpanieHusi, aJApecoBaHHbIE WICHAM TEPPUTOPUATILHON KOMHCCHUH,
PETUCTPUPYIOTCSA, ITOKIANBIBAIOTCS U TMEPEJAOTCS B COOTBETCTBUHU C MOPSIKOM,
YCTaHOBJIEHHBIM WHCTpyKIIHEH.

OOpaiieHnuss ~ pacCMaTpUBAIOTCSI B COOTBETCTBHMM € YKa3aHUSIMU
0 UCHOJIHEHHIO JOKYMEHTa Ipeacenareis TEePPUTOPUAIBHOW KOMHCCUHU
B MOPSJIKE, YCTAHOBJIEHHOM 3aKOHOJIaTeNIbcTBOM Poccuiickoit @eaepanum.

6.10. OOpamienus, copepxalinue BOIPOCHI, pEIIEHUE KOTOPbIX HE OTHOCHUTCS
K KOMIIETEHIIMH TEPPUTOPUATBHOW KOMHCCHH, IOKJIAJBIBAIOTCS MNPEICEHATENIO
TEPPUTOPUAIBHON KOMHUCCHHM M IO €r0 YKa3aHWIO 0 HCIOJHEHUIO JOKYMEHTa
B CpPOKH, YCTAaHOBJICHHBIE 3aKOHOJATEILCTBOM O BbIOOpax u pedepeHaymax,
HaIlpaBJSIOTCA C  CONPOBOAMTENIBHBIM  MHCbMOM 332  €r0  IOJINHUCHIO
B COOTBETCTBYIOIIMA OpraH WM COOTBETCTBYIOLIEMY JOJDKHOCTHOMY JIMILY,
K KOMIIETEHIMHM KOTOPBIX OTHOCHUTCSI PEILIECHUE IOCTAaBJIEHHBIX B OOpalIeHUun
BOIIPOCOB, C  yBEJAOMJIGHMEM  TpaxJaH,  HampaBUBIIUX  oOparieHus,
0 Tepeaapecanuyd oOpamieHui. B cOmpoBOAMTENIHFHOM IHCHME OTrOBapUBACTCS
MOPSIJIOK HAIlpaBJIEHUSI OTBETA aBTOPY OOpaIlleHHUS.

Eciu pemenne nNOCTaBICHHBIX B OOpAalllEHUM BONPOCOB OTHOCHUTCS
K KOMIIETEHIIMM HECKOJbKUX TOCYIapCTBEHHBIX OPraHOB, OPraHOB MECTHOI'O
CaMOYTIPABJICHUSI WJIM COOTBETCTBYIOIIMX JIOKHOCTHBIX JIMII, KOTIUSI OOpalieHUs
HaIpaBJISIETCS] B COOTBETCTBYIOIIME OPTraHbl MJIM COOTBETCTBYIOIUM JOJKHOCTHBIM
JUIaM B CPOKH, YCTAaHOBJICHHbIE  3aKOHOJATEJIbCTBOM O  BbIOOpax
u pedepeHymax.

6.11. 3anpemiaercss ~ HampaBsATh  OOpalleHWE  HA  PACCMOTPEHHUE
B FOCYJJapCTBEHHBIN OpraH, OpraH MECTHOT'O CaMOYTNPABIICHUS WU JOJIKHOCTHOMY
JUIly, pemieHue wid - JedctBue  (Oe3meicTBHE)  KOTOPBIX — O0XKayeTcs,
34 UCKJIFOYEHHEM CITy4aeB, YKa3aHHBIX B MyHKTE 6 cTatbu 75 DenepaibHOro 3aKOHa
00 OCHOBHBIX TapaHTUAX U30MPATEIbHBIX MIPAB.

6.12. Ecam B COOTBETCTBHM C 3ampeToM, YKa3aHHBIM B moapasuaene 6.11

WHcTpyKIMu, HEBO3MOXKHO  HANpaBUTh  OOpalieHME Ha  PacCMOTPEHUE
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B FOCY,HapCTBCHHBIﬁ opraH, oprad MECTHOT'O CaMOYIIPaBJICHHA WX JOJDKHOCTHOMY

JUIY, B KOMIIETEHLIUIO KOTOPBIX BXOJUT PELICHUE MOCTABJICHHBIX B OOpalllEHUU
BOIIPOCOB, OOpaIieHre BO3BpallaeTCsl TPaXJIaHUHY C Pa3bsICHEHHWEM €ro IpaBa
00>anoBaTh COOTBETCTBYIOIIEE PEIICHHUE UM JEHCTBUE B YCTAHOBICHHOM MOPSJIKE
B Cy/.

6.13. OOpaiieHusi, TOCTYIUBIIME B  TEPPUTOPUATBHYIO  KOMHCCHIO,
paccMaTpHUBAIOTCSI B CPOKH, YCTAHOBJIEHHBIE 3aKOHOJATENIBCTBOM O BBIOOpax
u pedepeHaymMax, ¢ Y4EeTOM OCOOEHHOCTEH, yKa3aHHBIX B mojapazienax 10.5
u 10.6 UnacTtpykumu.

Ecnu HeoO6xoauMo poASIUTh CPOK PACCMOTPEHUS OOpaIeHUs, UCTIOTHUTEIb
HE II03[IHEE YeM 3a OJWH JCHb JO0 MWCTEUYEHHs CpOKa IOATOTOBKM OTBETa
NPEACTABIIAET MpeaceaaTeNio OObICHEHHE, 110 KaKO MPUYMHE HEBO3MOXKHO JaTh
OTBET B YCTAHOBJIEHHBI CpOK. MakcuManbHOE MPOIJIEHUE CPOKA HCIOJHEHUS
oOpalleHus HE JOJDKHO TPEBbIIIATh YCTAHOBJIEHHBIX 3aKOHOM  CPOKOB
paccMOTpeHUs 00paIieHusl.

3asBUTENIO HANPABIIETCS YBEAOMIICHUE O MPOMJIEHUH CPOKA PACCMOTPEHHUS
ero oOpalicHusI.

OOpaieHrs, Ha KOTOpbIE JAIOTCA MPOMEKYTOUHBIE OTBETHI, C KOHTPOJIS
HE CHUMAIOTCS.

6.14.B ciaydyae TOCTYyIUICHHS B  TEPPUTOPHAIBHYIO  KOMHCCHIO
B YCTaHOBJICHHOM IOPSJIKE 3aIpoca roCyAapCTBEHHOIO OpPraHa, opraHa MECTHOTO
CaMOYMpaBJIEHUSI WM JOJHDKHOCTHOTO JIMIIA, PAacCMaTpUBAIOIIMX oOOpalieHue,
JIOKYMEHTbl W Marepuaibl, HEOOXOJIMMBbIE JJIi PacCMOTpPEHHUs OOpalieHus,
MPEJICTABJISIOTCS B CPOK, YKA3aHHBIM B 3alIpOCE WJIM MHOM CPOK, YCTAHOBJICHHBIN
JENUCTBYIOLIUM 3aKOHOIATEIBCTBOM.

6.15. B oOpaiiennu J0JKHBI ObITh YKa3aHbl (paMuiIusi, UMs, OTYECTBO (IIpU
HAJIMYKUN) 3asIBUTENS (IJ1s1 3asABUTEINICH, HE SBISIOMUXCS (HU3UUYECKUMU JIUIIAMH, —
HaMMeHOBaHue). B oOpaieHun B NHUCbMEHHOW QopMe IOJDKEH ObITh yKa3aH
MOYTOBBINA aJipec, MO0 KOTOPOMY JIOJDKEH OBbITh HAmpaBlieH OTBET Ha oOpalleHue,
TAK)K€ JOJDKHBI  COJEpXKAThCsl JUYHAs MOANMCh 3asBUTENS WA JIMLA,

YIIOJIHOMOYCHHOT'O ,HGIZCTBOB&TL OT €ro UMCHH, U JaTa IIOAIINCAaHHA 06paH_I€HI/ISI.
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B oOpamennn B Gopme 3IEKTPOHHOTO JOKYMEHTa JOJKEH OBITh YKa3aH aJipec

JIEKTPOHHOM TOYTHI, MO KOTOPOMY JOJDKEH OBITh HAmpaBJIIeH OTBET
Ha oOpaIleHue.

Eciu B oOpamennn He yka3zaHbl (QamMuiIds 3asBUTENs (I 3asBUTEIS,
HE SBJISIONICTOCS (PU3NIECKUM JIUIIOM, — HAMMEHOBAHHUE) WJIH apec, 0 KOTOPOMY
JOJDKeH OBITh HAINpaBJICH OTBET Ha OOpalleHWe, OTBET Ha Takoe oOpalieHue
HEe Jaerca. Takoe oOpalleHWe CHOUCHIBAETCS B JEJO  MpejceaaresieM
TEPPUTOPUATHHON KOMHCCHH.

Eciu B oOpamieHun copepkarcs CBEIACHUS O IOJIMOTaBIMBAEMOM,
COBEpPIIACMOM WJIA  COBEPIICHHOM TMPECTYyIUICHHH, a Takke O JIHIIE,
€ro TMOJrOTABJIMBAIONIEM, COBEPIIAIONIEM WM COBEPIIUBIIEM, OOpaIieHue
TIO/IJIC)KUT HAIIPABJICHUIO B TIPABOOXPAHUTEIILHBIC OPTaHHbl.

Ecmu Texer oOpamieHus HE TOAAAcTCS MPOUYTEHUIO WM HE ITO3BOJIACT
ONpENENUTh CYyTh OOpallieHusi, OTBET Ha Takoe oOpalleHue He JaeTcs,
O 9YeM B TCUEHHE CEMH KaJICHIAPHBIX JHEH IMOCie AHS MOCTYIUICHUS OOpalleHUs
YBEJOMJISIETCSI 3asBUTENIb B Clydae, €CIM B OOpallleHUH IMOJIAI0TCS MPOUYTEHUIO
dbamunus 3asBUTens ()9 3asABUTEINS, HE SBISIONMIETOCs (U3HUYECKUM JIUIIOM, —
HAaMMCHOBAaHHWE) M aJIpeC, IO KOTOPOMY JOJDKEH OBITh HANpaBJICH OTBET
Ha oOparieHue.

He sBisiercss  oOpaiieHueM  TEKCT, COJepXkallui  Mo3JpaBiieHuE,
c000JIE3HOBAHUE WITH OLICHKY JIESITEIbHOCTU U HE COOTBETCTBYIOIINI TPEOOBAHMSIM,
npeabsBisieMbiM DeiepaibHBIM 3aKOHOM 00 OCHOBHBIX TapaHTHUSX M30UpaTeTbHBIX
mpaB, ¥ TpeOOBaHUSAM K 3ampocy WHGOpMaIH, NpeabsiBiseMbiM DeaepanbHbIM
3akoHOM OT 9 deBpass 2009 roqza Ne 8-®3 «O6 obecneyeHHM AOCTyma K
uHOpPMAITUU O JEATEIBHOCTH TOCYIapCTBEHHBIX OPTaHOB W OPTaHOB MECTHOTO
CaMOYIIPaBJICHUS.

6.16. OOpamennsi, B  KOTOPBIX  COJEp)KAaTCid  HEIEH3YpHbIE  JHOO
OCKOpOUTENbHBIC BBIPAKCHUS, Yrpo3bl IKU3HH, 3JI0POBBI0 M HMYIICCTBY
JOJDKHOCTHOTO JIMIA WM HWHBIX JIMIl, OCTalTCs 0e3 OTBeTa IO CYIIECTBY
MTOCTABJICHHBIX B HUX BOTIPOCOB, a  3asBUTEIIM coolrmraeTcs

0 HEAOIMYCTUMOCTH 3J10y1'IOTpC6JICHI/IH IIpaBOM.
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6.17. O0Opaiienre, B KOTOPOM OOXKaJIyeTcs CyJAeOHOE pEIlIeHHE, B TCUCHHUE

CeMH KaJleHIapHbIX JHEW CO JHS pEerucTpaiy BO3BpallaeTCs TpakIaHUHY,
HaIpaBUBILIEMY OOpallleHHue, C Pa3bsICHEHUEM MOpsAIKa O0XKaJIOBAHHS JAHHOTO
CyJ1IeOHOTO pelIeHUS.

6.18. Ecnu B oOpalleHun COACPXKHUTCS BOMPOC, HA KOTOPBIN 3asBUTEIIO
HEOJHOKPATHO JAaBAIKCh MUCHBMEHHBIE OTBETHI MO CYIIECTBY B CBSA3U C paHee
HaIpaBJICHHBIMHA OOpAIICHUSIMH, U TIPU 3TOM B OOpAIllCHUH HE MPUBOSATCS HOBBIC
JIOBOJIBI U OOCTOSITENIBCTBA, TO IMEPENUCKAa MO JAaHHOMY BOMPOCY C 3asBUTENIEM
MOJKET OBITh MPEKpaIlleHa C YBEJOMIIEHUEM 00 3TOM 3asBUTEISL.

Ecnu ot 3asBuTENs, ¢ KOTOPHIM Tepernucka ObUla MpeKpalieHa, mocTymnaeTr
ouepeHOE 0OpalleHUE IO TOMY e BOIIPOCY, TO MMUCbMEHHBIN OTBET HA HETO MOKET
HE /1aBaThCA, a CaMO OOpallleHUue HAMpaBJsIeTCs B JIENO.

6.19. OOpamienusi, HampaBlE€HHbIE B TEPPUTOPUATBHYIO  KOMHCCHIO
C HCIOJIb30BAHMEM JJIEKTPOHHOW (OpMBI  OOpalleHUH, PETUCTPUPYIOTCS
U paccMaTpUBAIOTCS B YCTaHOBIEHHOM mopsinke. OTBETHl Ha Takue OOpaIlieHus
HaIpaBJISoTCA B (opMe IEKTPOHHBIX JOKYMEHTOB, TOJMUCAHHBIX AJIEKTPOHHOMN
MOJMKCHIO, MO0 B (OpME AIEKTPOHHBIX 00pa3oB JOKYMEHTOB B dopmare pdf
Mo  aapecaM  JJEKTPOHHOW  TOYTHl,  yKa3aHHBIM B oOpalleHuu.

OOpaiieHus TpaXKaaH, TMOCTYNHBIIME Ha aApec HJICKTPOHHOW TOYTHI
TEPPUTOPUANTBHON  KOMHUCCHH, HE  PETHCTPUPYIOTCS B COOTBETCTBUU
c ®enepanibHbIM 3akOHOM OT 28 nekabps 2024 roma Ne 547-03 «O BHeceHUU
u3MeHeHnit B DenepanbHbii 3akoH «O TOpSIKE PACCMOTPEHHsI OOpaIieHUi
rpaxaan Poccuiickount Penepauumny.

OOpamenns Tpaxaad, TOCTYNUBIIME B TEPPUTOPHAIBHYIO KOMHCCHIO
n3 [IUK Poccuu, peructpupytorcst ¢ ucnoipzoBanuem I otnensHO OT apyrux
BUJIOB IOKyMEHTOB.

6.20. B cmywae ecnm 3ampammBaeMas uWHGpOpMAIMs — OIMyOJIMKOBaHA
B CpeACTBaX MaccoBoil uH(popmanuu MO0 pasmemieHa B ceTH HWHTepHer,
TEppUTOpHUATIbHAS KOMHCCHS B OTBETE Ha 3alpPOC MOKET OTPAaHUUYUTHCS YKa3aHUEM

Ha3BaHUS, JaThl BHIXOJIa U HOMEpa CPEICTBa MacCOBOM MH(POPMAIINH, B KOTOPOM
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OIMyOJIMKOBaHA 3ampaiiuBaemMasi MHGOpMalMs €O CChUIKOW (aapec CTpaHMUIIbI)

Ha HHPOPMAIIHIIO, pa3MEeIeHHYIO B ceTu HTepHeT.

6.21. Ilpu peructpamuu obOpameHuss B [IJ[ mo uroram paccMoTpeHus
oOpalieHusi JTOJDKHOCTHBIMHM JIMIIAMH, OTBETCTBEHHBIMH 3a BBOJI M 0OpabOTKY
unpopmaruu B I1]1, Bo Bkinagke «O0pamenuey [1/] 3anonusercs none «IIpunsaTsie
MEphI», @ TaKKe BHOCATCSA CBEACHHUS O PE3ysibTaTaX pacCMOTPEHHs OOpalieHus
B Osioke «Bompocb» B TedeHHe Tpex padouux JHEH CO JHS PacCMOTPEHHS
oOpalieHusi 1 B T€UEHUE OJHOTO pabouero aHs s oOpalieHuil Mo BoIpocam
IPOBOAMMBIX M30MpaTEIbHBIX KaMIAHUI.

6.22. JluyHbli TIpUeM TpaXkJAaH MO BOMPOCAM, BXOISIIMM B KOMIETCHIIUIO
TEPPUTOPUATIBHON  KOMHUCCUM,  SIBISIOLICICS  TOCYIapCTBEHHBIM  OPraHOM,
OCYIIECTBISETCS npeaceaarenemM TEPPUTOPUATBHON KOMUCCHH,
10 TpEeABApUTEIBHON 3amucu Mo TpaduKy, YTBEpPXKIECHHOMY IIpelnceaarenemM
TEPPUTOPUATBHON KOMUCCHH U peructpupyercs B XKypHaiie yuera npuema rpaxias
(mpunoxenne Ne 8.1).

Nupopmanus 0 NOpsJIKE npuema rpaxaaH pa3Meniaercs
Ha UH(QOPMAIMOHHOM CTEHJIE TEPPUTOPUATHBHON KOMUCCHH.

[Io mpuOBITUM HA JUYHBIA TpPUEM TPaKIAaHUH NPEIBSIBISIET JOKYMEHT,
YIOCTOBEPSIONIMNA €T0 JINYHOCT.

Benenue nuyHOrOo mpHeMa TpaXXAaH MOXKET COMPOBOXKIATHCS —AyAHO-
U BUJICO3AIKCHIO, O YEM TpakJlaHEe YBEIOMIISIOTCS 10 Hadyalla mpueMa.

6.23. Kpatkoe conmepkaHue YCTHOTO OOpaiieHus, JOHKHOCTh W (haMuIus
JWIIa, OCYIIECTBIISIONIETO MPHUEM, PEIlIeHHE, MPUHITOS 0 YCTHOMY OOpallieHuto
3aHOCHUTCS B KAPTOUKY JIMYHOTO TIpUeMa TpaxiannHa (mpuioxenue Ne 8.2).

B xose nuyHOTO nprema 3asBUTEIEM TaK)Ke MOXKET OBbITh IM0JIaHO OOpalleHre
B NHUCbMEHHOW  ¢opme, Ha  KOTOpPO€  JaeTcd NUCBMEHHBIH  OTBET
B CPOKH, YCTAHOBJICHHBIE JIJIsl PACCMOTPEHHS COOTBETCTBYIOIINX 0OpaIlieHuH.

Ecnu oOGcTosiTenscTBa, M3MI0KEHHBIE B YCTHOM OOpAIleHHH B XOJ€ JTMYHOTO
npueMa, TpeOyIoT MPOBEPKH, HA Takoe OOpalleHHe AAaeTcsd MUChbMEHHBIH OTBET

B CPOKH, YCTAHOBJICHHBIE JIJIsl PACCMOTPEHHS COOTBETCTBYIOIINX OOpaIlleHuH.
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B xone nuunoro ImpueMa 3asABUTCIIO MOXKET OBITH OTKa3aHO B JlaJbHEHIIIEM

pacCMOTpPEHUU OOpallleHusl, €CIU €My paHee ObUI JaH OTBET IO CYIIECTBY
TIOCTaBJICHHBIX B OOpAIICHUH BOIIPOCOB.

B cnyuae rpy6oro, arpecCUBHOTO MOBEACHUS 3asBUTEINS IPUEM MOXKET OBIThH
npekpamieH. [Ipu HEOOXOIUMOCTH MOXKET OBITh BBI3BAaH COTPYIHUK OXPaHBI
WIA TIPaBOOXPAHHUTEIBHBIX OpraHoB. MHpopMmamus o TMOBEACHUH 3asBUTEI
OTpakaeTcs B )KypHaJle y4yeTa.

6.24. Ilepenanupiec Ha JUYHOM IIpUEME OOpaIlleHUs B MUCbMEHHOU dopme
PETUCTPUPYIOTCS U PacCMATPUBAIOTCS B YCTAHOBJIEHHOM JIJISI COOTBETCTBYIOIIMX

oOpalleHui MopsiaKe.

7. OcoOeHHOCTH PadOThI ¢ JOKYMEHTAMM, COAEPKAMMUMH CJIYKeOHYI0
HHGOPMALMIO OTPAHUYEHHOTO PACTIPOCTPAHEHUS
(c momerkoi «/ly1s1 ci1y:ke0HOI0 MOJIL30BAHUS»)

7.1. Ocobennoctu pabOThl C JIOKYMEHTaMH, COJEPKAIUMU CIIYKEOHYIO
MH(pOpMAIINIO OTPAHUYEHHOTO PAaCIPOCTPAHCHUSI.

7.1.1. K cuyxebHOl wuHGOpPMAIIMK OTPAHUYCHHOTO PaCIpPOCTPAHEHUS
OTHOCHUTCS HECEeKpeTHas WHoOpMaIys, HE3aBUCUMO OT BHAA €€ HOCHUTEIS,
OTpaHUYEHHSI Ha pPaCHpOCTpaHEHUE KOTOPOM JUKTYIOTCS €€ CIy>KeOHOM
HEOOXOMMOCTBIO.

7.1.2. HeoOxoaumocTh  mpocTaBlieHUs ToMmeTku  «[ns  cmykeOHOrO
nonb3oBaHus» (nanee — «JCII») Ha JOOKyMEHTaX W W3JaHUSIX, COAEPKAIINX
CIy>KeOHYI0 HH(POPMAIMIO OTPaAaHUYEHHOT'O PACIPOCTPAHEHUS, OMPEACIISICTCS
npeaceaaTeaeM TEPPUTOPHUATBHOM KOMHCCHH, MOANUCHIBAIOIIUM
WJIU YTBEPKAAIOIIUM TJOKYMEHT.

JIOJDKHOCTHBIC JIMIIA, TPUHSBIIME PEIICHHE 00 OTHECEHHM CIIyKeOHOM
nH(OpPMAITUU K pa3psy OTPAaHUYECHHOTO PACIPOCTPAHEHUS, HECYT MEPCOHATHHYIO

OTBETCTBEHHOCTH 32 00OOCHOBAaHHOCTH IMIPUHATOI'O PCIICHM!A.
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7.1.3. Ilometka «JICIl» u HOMEp SK3eMIUIsipa MPOCTABISAIOTCS B MPaBOM

BEPXHEM YIUIy IEPBOM CTpaHULbl JOKyMEHTa (B cilydyae HEOOXOJUMOCTH —
U €ro TMpoeKTa), COACPKALIEro CIyXKeOHY0 HH(POpPMAIUI0O OTPaHUYECHHOTO
pacnpocTpaHeHus, Ha 00JI0KKE U TUTYJILHOM JINCTE U3/aHMs, a TAaKXKe Ha MEepBOM
CTPAaHHIIE COMPOBOJMUTEIBLHOIO MHChbMA K TakKUM JOKyMeHTaM. IIpu moaroroBke
nokyMeHnra cpencrBamu I1J] momerka «JICID» mpocTaBusieTcss Ha 3JIEKTPOHHOM
mrabsoHe OJ1laHKa JOKYMEHTA.

7.1.4. Pabota c AOKyMEHTaMH, COJIEp)KallUMH CIY>KeOHYI0 HHGOPMAIIUIO
OTrPaHUYEHHOI'0 PAaCHpPOCTPAHEHUS, B TOM YHUCIE MX MpHUEM, yueT (peructpauus),
OCYULIECTBJISIETCS. B TOPAJKE, YCTAHOBJIEHHOM JMJII HECEKPETHBIX JIOKYMEHTOB,
C yd4eTroM OCOOEHHOCTEM, MW3JIOKEHHbIX B HacrosmieMm paszzaene. [lpu stom
K PErMCTPallMOHHOMY HOMEpPY JOKyMeHTa no0asisiercs nomeTka «JCID».

7.1.5. Hokymentsl ¢ nometkoi «JICID» peructpupyrorcst (YUYUTHIBAIOTCA)
BMECTE C JPYIMMHU HECEKPETHBIMU JOKYMEHTaMH. B perucrpanmoHHO-y4eTHOU
dbopme pousBoautcs 3anuch «JCID».

7.1.6. CkanupoBaHue, KONMUPOBaHHE (TUPAXKUPOBAHHE) JIOKYMEHTOB
c nometkoi «J[CII», a Takke pazMelieHrue Ux Mpu OCylecTBIeHUH padboTsl B I1]]
MPOU3BOAMTCS TpencenarenaeM (CeKperapeM) TEppUTOPUATIbEHON KOMHCCHH JIHOO
paOOTHUKOM  ammapaTa, OTBETCTBEHHbIM 3a BEJIEHHE JEJIONPOU3BOJICTBA
C HUX MHCBMEHHOTO pa3pelleHusi, MNPU ITOM OCYILECTBISAECTCS Yy4YeT KaxKJI0ro
DK3EMIUISIPA YKa3aHHBIX JOKYMEHTOB.

7.1.7. Noxymentsl ¢ momeTkoi «J{CIT» Ha OymMa)kHOM HOCHUTEIIE TIePEeTar0TCs
noa noanuck. [Ipu Hanpasnennu 1okyMeHTOB ¢ nomeTkoi «JICID» cpencrBamu 111
B PYK [IPOCTAaBIIACTCS COOTBETCTBYIOILMI YPOBEHb JIOCTyIa
K IOKYMEHTY.

7.1.8. lokymentsl ¢ nometkon «JICII» HampaBisitoTcst B Jpyrue OpraHbl
W OpraHu3anu opraHamu QeaepanbHON (eTbIberepCcKor CBsI3U, CIYKO0O0M
creuaibHON CBs3M JIMOO HApOUHBIM. [Ipu HanmpaBiIeHUU JOKYMEHTOB C MTOMETKOMN
«CII» cpencrBamu I1J] B UK Poccun, @I npu LMK Poccun, PIIOUT
npu [[UK Poccun, Cankr-lIletepOyprckyto m30upaTeibHYI0  KOMHCCHIO,

u30upartenbHble KoMuccuu cyobekToB Poccuiickoit denepaiiu, TeppUTOpHAIbHBIE
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komuccun B PYK mpocraBisercss COOTBETCTBYIOIIMI YpOBEHb JOCTyINa K

JIOKYMEHTY. 3ampeiiaercsi mnepenaBaTh JIOKyMEeHTh ¢ mnomerkoi «JICID» mo
HE3aIIMIIEHHBIM KaHaJlaM KOMIIBIOTEPHO-MOJIEMHOM U (haKCUMUIIBHON CBSI3U.

Hoxymentsl ¢ mnometrko «JICID» paccbutatoTcsi HECKOJIBKUM ajpecaram
COTJIACHO CIIUCKY pAacChUIKM, B KOTOPOM HANpOTHUB KaXJIOTO ajpecara
MPOCTABIIAETCSI HOMEP SK3EMILISIpa OTIPABIAEMOro JoKyMeHTa. CUCOK pacChUIKU
MOAUCHIBAETCS MPE/ICEIATeNIEM TePPUTOPHUATHLHON KOMUCCHH.

7.1.9. Ucnionnennble nokyMeHTbl ¢ mnoMetkond «JICII» dopmupyrorcs
B Ji€la, B TOM YHCJE SJEKTPOHHbIE, B COOTBETCTBHM C HOMEHKJIATypOH eIl
JIOKyMeHTBbl TPYNIUPYIOTCS B Jejla BMECT€ C JPYTMMH HECEKPETHBIMU
JOKyMEHTaMU MO OJHOMY M TOoMy Xe Bompocy. [lpu dopmupoBanuu pena
Ha OyMa)XHOM HOCHUTEJE€ B NpPaBOM BEPXHEM YTy OOJIOKKH Jeja, B KOTOpPOe
MTOMEIIEHBI TAKME JOKYMEHTHI, ITpocTaBisieTcst nometka «J{CIDy».

7.1.10. Joxymentsl ¢ momeTkon «JICII» Ha OymMaKHOM HOCUTEJIE XPaHITCS B
3aKpbIBAIOIIMXCS IIKA(ax.

7.1.11. YHnuTOXEHUEe Ied, TOKYMEHTOB M W3daHuii ¢ moMetkoi «J[CII»,
YTPAaTUBILIMX CBOE MPAKTUYECKOE 3HAYEHHWE W HE HUMEKIIHNX HCTOPUYECKOU
M Hay4yHOW I[EHHOCTHU, WPOU3BOJUTCS IO AaKTy YCTAHOBJIICHHOW (OpMBI
C yKa3aHUEM HOMEPOB IK3eMILISIPOB (mpuioxenue Ne 16).

7.1.12. Pemenne o cHatuu momeTku «JCII» ¢ mokymeHTa mpuHUMAET
JTOJKHOCTHOE JIUIO, TTOAMNKCABILIEE UM YTBEPAUBILIEE TOKYMEHT.

Custue nometku «/ICII» ¢ mpuciIaHHOTO B TEPPUTOPUATIBHYIO KOMHUCCHIO
JIOKYMEHTa MOXET ObITh IPOU3BEICHO TOJIBKO 1O COTJIACOBAHUIO C OpTraHM3allUeH,
HalnpaBUBLIEH JOKYMEHT.

Cusatue nometrku «JCID» ¢ OoKkymeHTa TPOU3BOAUTCS NPEACEIATEIIEM
(cexkperapeM) TEppUTOPUAIBLHONM KOMHCCHMU JIMOO pPabOTHUKOM armrmapara,
OTBETCTBEHHBIM 3a BEJICHHE JIeJIONPOU3BOJICTBA HA OCHOBAHUM MNHUCHMEHHOTO
yKa3aHUsI JOJLKHOCTHOTO JIMIA, TPUHSBIIETO Takoe peeHue. [Ipu CHITHU MOMETKH
«ICII» Ha JOKYMEHTAX, Jenax 1SN0 U3AHUsX, a TaKXke

B PETUCTPALIMOHHO-YYETHOU (hOpMeE JeNatoTCsa COOTBETCTBYIOIINE OTMETKH.



47
O CHATHUHM TOMETKHU «I[CH» YBCOAOMIIAIOTCA BCC aapecaTbl, KOTOPLIM

JIOKYMEHT HAMPAaBJISIICA, THO0 OpraHU3aIlys, €ro HalpaBUBIIIAs.

7.1.13. B ciiydae yTpartsl Jiel1, TOKyMEHTOB Uik u3faanuit ¢ momeTkoi «1CID»
an00 pasrianieHus: cojeprKauieiicss B HUX MH(OpMalMy Ha3HAvyaeTcsl Ciay>KeOHas
IpoBepKa, O  pe3ydbTarax  KOTOPOW  JOKIAABIBACTCS  MPEJCENaTesro
TEPPUTOPUATBHON KOMHUCCHH.

OO0 yTtpate men, TOKYMEHTOB U u3nanuii ¢ momeTkon «J[CII» coctaBnsercs
aKT, HA OCHOBAHHUU KOTOPOTO JEIAIOTCS COOTBETCTBYIOIIME OTMETKUA B YUETHBIX

dbopmax.

8. loaroroBka, opopmiieHHE, BBIMYCK, Y4eT IOKYMEHTOB,
paccMaTpHUBaeMbIX HA 3aCeJaHUSIX TEPPUTOPHATBbHOI KOMUCCHH

8.1. ®opmupoBaHHE MPOCKTA MOBECTKU MHS 3aCENaHUS TEPPUTOPHATBHON
KOMHCCHHU.

8.1.1. [IpoekT mMOBECTKM JHS 3aceaHHsl TEPPUTOPHATBHOW KOMHUCCHUU
dbopmupyetcsi 3a0JaroBpeMEHHO Ha OCHOBAaHWM IIJIAHOB PAOOTHl W PEIICHHI
TEPPUTOPUAIBHOM KOMHMCCUHU (Z1aJiee — pElIeHUl), TMOpPYYEHUN Mpecenarens
TEPPUTOPUATBHON KOMUCCHUHU, TOCTYNUBIINX IOKYMEHTOB U, IIOCJIE COTJIACOBAHMUS C
npeaceqaTe’IeM TEPPUTOPUATIBHOW KOMMCCUU  TMOAMNUCHIBAETCS  CEKpeTapeM
TEPPUTOPUATBHON KOMUCCHH.

Tak:xe MpOEeKT MOBECTKU JHS 3aCEJaHUs TEPPUTOPHATBHON KOMUCCHUH MOKET
dbopMHpOBaTECS M COTJIACOBBIBAaTHCS cpenacTtBamu [IJ[ u mocne cormacoBaHus
npejceaaTesIeM TEePPUTOPUAIBHOW KOMHUCCHU  COTJIACOBBIBAETCS  CEKpeTapeM
TEPPUTOPUATBHON KOMUCCHUH JIJIs1 BBIHECEHUS Ha 3aceaHue.

8.1.2. UneHsl TEppUTOPUAIBHOM KOMMCCHUHU BIIpaBE€ MPEJIOKUTh BHECTH
B TMOBECTKY [IHSI 3acelaHusl BOIPOCHI, HE MPEAYCMOTPEHHbIC IJIaHAMU PabOTHI
U PEHICHUSIMH  TEPPUTOPUATBHOM  KOMHUCCHM, TPU  YCIOBUU  HaJIUYUS
MOATOTOBJICHHBIX TI0 3TOMY BOIIPOCY TOKYMEHTOB.

JlaHHbIE BOMPOCHI BKJIIOYAIOTCS B MPOEKT TMOBECTKU [HA 3acelaHus
TEPPUTOPUAIBHOM  KOMHUCCHMM  TPW  NHUCBMEHHOM  OOpallieHud  YiIeHa

TeppI/ITOpI/IaHBHOﬁ KOMHUCCHH, II0 HHHUIOHATHBEC KOTOPOro BOIIPOC BBIHOCHUTCSA
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Ha 3accJaHucC, Ha UM IPCACCAaTCIIA TCppHTOpHaHBHOﬁ KOMHCCHUH, B KOTOPOM

YKa3bIBAIOTCS HAaUMEHOBAaHWE BONPOCA, JOKJIATUMK M JaTa MepeJadd IMpOeKTa
pelieHusT B COOTBETCTBUU C IYHKTOM 8.2 M MaTepuajioB K HEMY CEKpeTapro
TEPPUTOPUATBHON KOMHUCCHH.

8.1.3. CornacoBaHHBI ¢ TpeaceAaTesieM TEPPUTOPHATLHOM KOMUCCUU
Y TIOJINTMCAaHHBIN (cortacoBaHHbIN cpeacTBamu [1/]) cekperapem TeppuTOoprUaibHON
KOMHCCHHM TPOEKT IOBECTKM JHS 3acElaHus TEPPUTOPUAIBHON KOMHCCHUU
TUPAXKUPYETCS JJISI PACCHUIKH YJIeHAM TEPPUTOPUATILHON KOMHUCCHUHU.

IIpoeKT MOBECTKY JTHA 3aCElaHNs TEPPUTOPUATIBHON KOMUCCUH Pa3MELIACTCS
Ha opuIMaIbLHOM caire TEPPUTOPHUAITBHOU KOMUCCHUU
B UHpopManmoHHO-TEIEKOMMYHHUKAIIMOHHON ceTu VIHTepHET B  CpPOKH,
YCTaHOBJICHHbIE PermaMeHToM TeppUTOPUATIEHON KOMUCCHH, a TAKKE MOXKET OBITh
pa3ociaH 4jieHaM TEPPUTOPUATBHOW KOMHCCHHU Ha YKa3aHHbIE UMH SJIEKTPOHHbBIE
IIOYTOBBIE aJIpeca.

8.2. [TogrotoBka MOKYMEHTOB IO BONpPOCaM, BKIIOYEHHBIM B TPOEKT
IOBECTKH JTHS 3aCE€IaHNsI TEPPUTOPUATIBHON KOMUCCHUU.

8.2.1. JlokyMeHTBI TO BOMPOCaM, BKJIIOYEHHBIM B TMPOEKT MOBECTKU JHS
3acellaHus TEPPUTOPUAIBHOM KOMHUCCHUH, TOTOBSATCA pabOUYMMH  TpyHIiaMu
TEPPUTOPHATIBHON KOMUCCHH, npeacenaTenem (cexperapem),
aMb0 MO WX TOPYYEHUI0 HWHBIMUA 4YI€HaMU TEPPUTOPHAIBHOM KOMHCCHH,
33 KOTOPBIMH 3aKpEIUIEHbl COOTBETCTBYIOIIME HANpPABJICHUS JESATEIBHOCTH,
C TMpUBICYECHUEM, B CIlyda€ HEOOXOAUMOCTH, pAOOTHUKOB  ammapara
TEPPUTOPUATBHON KOMUCCUU U JIPYTUX CHEIUAIUCTOB (JOKYMEHTHI IO BOIIPOCAM,
BKJIFOYEHHBIM B IPOEKT IMOBECTKH JHS 3aC€laHus TEPPUTOPUATIBHON KOMHCCHUH,
MOTYT TOTOBUTBLCS U COTJIACOBBIBAThHCSA cpeactBamu [1]1).

8.2.2. [lpeacraBnsieMble K PacCMOTPEHHUIO JOKYMEHTBI JOJKHBI BKIIIOYAThH
O3arjaBJICHHbI MPOEKT pEeLIeHUS C MNPUOOIIEHHBIMA K HEMY MOAJUHHUKAMU
JIOKYMEHTOB (B TOM 4YHCJ€ pacleyaTaHHbIMH  KOINHUAMH  JIOKYMEHTOB,
NOCTYNUBIIMX/TMIOATOTOBICHHBIX B DJIEKTPOHHOM  BHJE),  MOCITYXHUBIIHX
OCHOBAHMEM JUIsI PAcCMOTPEHHs BONpPOCAa HAa 3aCENaHUd TEPPUTOPHATBHON

KOMUCCHHU, 0o IMPOCKT IIHMCbMA, IIOJJICKAIICTO COIIaCOBAHHWIO Ha 3aCCIaHUU
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TeppI/ITOpI/IaHBHOfI KOMHCCHUH, IIpU HCO6XOIII/IMOCTI/I—HOHCHI/ITGJIBHYIO 3alIUCKY

0 pacCMaTpPUBAEMOMY BOIIPOCY.

8.2.3. IIpoeKThl JOKYMEHTOB (BKJIFOYAsl MPUIIOKEHUS ), TIPEICTABISIEMbIC JIJIs
pacCMOTpEHMsI Ha 3aceJaHuU TEPPUTOPUATBHOM KOMHMCCHHM, BU3UPYIOTCS
UCIIOJIHUTENIEM ¥ WICHOM TEPPUTOPHAIILHOH KOMHCCHUH, OTBETCTBCHHBIM
3a MOJIFOTOBKY IOKYMEHTa, Kak Ha O0yMa>KHOM HOCUTEJIE, TaK U B JIEKTPOHHOM BHU/IE
cpenctBamu [1/1.

[IpoexkThl JOKYMEHTOB (BKJIOYasi MPHIIOKEHUS), COJIEpKAlUe BOMPOCHI
¢dbuHaHcupoBaHus BEIOOPOB (pedepeHnyMoB), pruHaHCOBOTO 0OecTieueHUsI TeKyIIeH
NEATEILHOCTH TEPPUTOPUATTEHON KOMHUCCHH, B 00S3aTEIIEHOM MOPSIIKE BUSHPYIOTCS
TJIaBHBIM OyXTaJITEpOM TEPPUTOPUATLHON KOMUCCHHU.

Bu3bl mpocTaBisiOTCST B KOHIIE TEKCTa TIPOEKTa pEHIeHUs JH0O0
Ha OOOPOTHOM CTOpPOHE TMOCJEAHEro JIUCTa MPOEKTa JIOKYMEHTa (BKJIIOYas
NPUJIOKEHUS) TI0 ycTaHOBICHHON (opme (mpuioxenue Ne 9). Kaxaprit muct
MIPWIOKEHUST BUSHPYETCS UCIIOTHUTENIEM. Br3a mpocTaBiisieTcsi B IpaBOM HUKHEM
YTy Ha CBOOOHOM I0JI€ CTPAHUIIBI TTOCTIE TEKCTa MO0 Ha 0OOPOTHOM CTOPOHE.

[Ipr moAroToBKE M COIIACOBAHUMU IPOEKTOB JOKYMEHTOB cpenctBamu [1/]
JIUCT COTJIACOBAHUS PACTICUYaTHIBACTCS U MPUOOIIACTCS K TMOMIUHHUKY JTOKYMCHTA.
[Ipy HeoOXoAMMOCTH TONyYEeHHMs] BHU3bI JOHKHOCTHOTO JIMIIAa Ha JIHCTE
CcOrJIacOBaHUS JIOKYMEHTA, MHOATrOTOBJICHHOTO cpelcTBaMHU /1,
OH paclieyaThIBACTCs, MEPEIaeTCs BMECTE C IPOSKTOM JIOKYMEHTAa Ha BUSUPOBAHHE
COOTBETCTBYIOIIEMY JOKHOCTHOMY JIUITY.

8.2.4. icnonHuTenb oOecneynBaeT KOMIUIEKTHOCTh BCEX JOKYMEHTOB,
0003HaYEHHBIX KaK B MIPOCKTE PEIICHHUS, TAK U B MMPUIIOKEHUAX K HEMY.

8.2.5. [locne mpocMoTpa, a B HEOOXOIMMBIX CIIy4asiX — BHECEHHUS MOMPaBOK,
CEKpeTaph TEPPUTOPHUATHLHON KOMUCCUH Ha TIOJITOTOBJICHHBIX U O(OPMIICHHBIX IS
pacCMOTpPEHUST Ha 3aceJaHWU TMPOEKTaX JOKYMEHTOB JIEJTa€T OTMETKY
«Ha 3acemanue», cTaBUT MOANHUCH U AaTy (MpocTaBisieT 0TMEeTKy «Ha 3acemanue»
cpeactBamu 11JI) u mepenaer (Hampamnsier cpeactBamu I[1/]) Bech KOMILIEKT
JOKYMEHTOB JJIsl TUPAXHUPOBaHWUS PAOOTHUKY ammapara, OTBETCTBEHHOMY

3a BCACHHUC ACIIOIIPOU3BOJACTBA.
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8.2.6. JIokyMeHTHI K 3aceJaHUI0 MOTYT HaIpaBJsATHCS MO MPOCHOE YJICHOB

TEPPUTOPHATHPHON KOMHCCHH Ha YKa3aHHBIC UMHU SJICKTPOHHBIC MTOYTOBBIE ajpeca
W/ TIepeaBaThCsl UM TIEpe]] HayaJoM 3ace/aHus, a JIMIaM, TPUTIIAIICHHBIM
Ha 3ace/laHue, MaTepraJbl IO BOMIPOCY, Ha KOTOPBIN OHU MPUTIIAIICHBI, IEPeIaloTCs
nepe] HauajaoM 3aceaHusl.

[Tanku ¢ AOKyMEHTamH, TOJUICKAIIMMH PAaCCMOTPEHHI0O B COOTBETCTBHU
C MPOEKTOM TIOBECTKH JIHS 3aCEIaHMs TEPPUTOPHUATHHON KOMUCCHU, KOMIUIEKTYET
U pa3laeT WieHaAM TEPPUTOPHAIBLHOM KOMHCCHU TIepell HavajloM 3aceIaHus
pabOTHUK amnmapara, OTBETCTBEHHBIH 3a BeJIeHUE JCJIONPOU3BOJICTBA.

8.2.7. Ilepen HadanoMm 3acenaHusi paOOTHUK armapara, OTBETCTBEHHBIN
3a BEJCHHUE JEJIONPOU3BOACTBA, JUOO CEKpeTapb TEPPUTOPUATBLHOM KOMHCCHUH,
PETHCTPUPYIOT WICHOB TEPPUTOPHUATHLHON KOMUCCHHU C TIPABOM PEIIAIOIIETO TOJI0Ca,
MPUCYTCTBYIOIMUX HA 3aCCaHWM W TPUTJIANICHHBIX HA 3aCEIaHUe JIMI, CITUCOK
KOTOPBIX TPEJICTABISAECTCS MPEICEAATENI0 TEPPUTOPUATIBHON KOMUCCHH.

8.2.8. Ha 3acemanmm TeppuUTOPUATBHON KOMHCCUU BEAETCS IPOTOKOI
U MOXKET MPOW3BOJUTHCS ayIMO03aluCh (BHUAEO3amuch). B ciayyae mpou3BojiCTBa
ayJIno- WM BUJICO3AMUCU WIECHBI TEPPUTOPUATILHON KOMHCCHH W TPUTJIANICHHBIC
YBEJIOMJISIFOTCSL 00 3TOM JI0 OOBSBIICHUS TIOBECTKHU JTHS 3aCeaHus.

8.3. BhInyck JOKYMEHTOB, pACCMOTPEHHBIX Ha 3aCEJlaHUU TEPPUTOPHUATBHON
KOMHCCHH.

8.3.1. JlIokyMeHTBhI, pPacCMOTPEHHbIE Ha 3aCCIaHHH TEPPUTOPHATBLHOMN
KOMHUCCHH, B CIIy4ae, €CJIU B X0J1€ 3aceJaHtsI BHOCUJIMCH U3MEHEHUS, I0JKHBI OBITh
OopabOTaHbl, @ 3aTeM MOANMKUCAHBI, 3aPETUCTPUPOBAHBI M PA30CTIAHbI.

8.3.2. Cpok opabOTKHU TOKYMEHTOB HE JOJDKEH IMPEBBIMIATh TPeX pabodmx
JTHEH mocIie THS 3aceqaHus, €CJIM UHOM CPOK He omnpeerieH (enepalbHbIM 3aKOHOM
u/umn 3akoHoM CankTt-IleTepOypra, periiaMeHTOM TEPPUTOPHATEHON KOMHUCCUHU
WJIM HE OTOBOPEH Ha 3aceaHuMu.

8.3.3.Ilpu nmopaboTke JOKYMEHTAa WCIHOJHHUTEIh BHOCUT B  TEKCT
COTJIaCOBaHHBIC B XOJ€ 3acelaHWs WM3MEHEeHHWs. B cioydae mNpuHATHS

TEPPUTOPUAIIBHOW  KOMHUCCHUEH  pelieHusT O  HEOOXOAUMOCTH  KOHTPOJIS
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3a BBIIIOJHCHUEM PCHICHHA €TI0 TCKCT AOIMOJIHACTCA IMIYHKTOM, B KOTOpPOM

HA3HAYAIOTCH JINIIA, OTBETCTBEHHBIE 32 UCIIOJHCHHUE.

8.3.4. JlokyMeHT, mMoJjIexaluid MOAMUCAaHNIO (BKJIIOYasl TMPUIIOKEHUSA),
MOJATOTOBJICHHBIH Ha OyMaXXHOM HOCHUTEJNE, BU3BMPYETCS HUCIOIHUTEIIEM,
OTBETCTBEHHBIM 32 €0 MOATOTOBKY.

JIOKyMEeHTBI (BKITIOUAs MPUIOKEHUS), cojiepxariune BOIPOCHI
¢buHaHCHpOBaHUS BHIOOPOB, (PMHAHCOBOTO OOECMEUYEHHs TEKYIIeH NeATeIbHOCTH
TEPPUTOPUAIBHON KOMHUCCHHM, B 0053aTENbHOM MOPSAKE BU3UPYIOTCS TJIaBHBIM
OyXTanTepoM TepPUTOPUATHHON KOMHUCCHH.

JIOKyMEeHT,  TOAJIeKAIIMA  MOANHCAHWIO  (BKIIOYAs  TPHUIIOKCHHS),
corjacoBaHHbli cpeactBamMu [1J[ u mpuHATHIM 0e3 W3MEHEHUN Ha 3aceJaHuu
KOMHCCHH, pacredaThIBacTCsl HA COOTBETCTBYIONIEM OJIaHKE, K HEMY TTPHOOIITASTCS
JUCT COTJIAaCOBaHMS, 3aTE€M JOKYMEHT TPEICTABISICTCS HA TOJIUCH CEKpeTapio
U TIpeJICeIaTeNI0 TEPPUTOPUATIEHON KOMUCCHUH.

JlopaboTKka W COTJIacCOBaHHWE JOKYMEHTOB, PAaCCMOTPEHHBIX Ha 3acelaHUuU
KOMHUCCHH, MOXET OCYIIECTBIATHCS cpencTBamu [1]1.

Busbl mpocTaBisrOTCS aHaTOTUYHO TIOPAJIKY, YKa3aHHOMY B a03a1le TPeTbeM
nyHkra 8.2.3.

[Ipr moAroToBKE M COIIACOBAHUMU IPOEKTOB JOKYMEHTOB cpenctBamu [1/]
JIUCT COTJIACOBAHMS MPHOOIIACTCS K TOIJTMHHUKY JOKYMEHTA.

8.3.5. PabGoTHuK ammapara, OTBETCTBEHHBIN 3a BEJCHHUE JCIIONPOU3BOJICTBA
CIEMUT 32 KOMIUIGKTHOCTBIO TMpHUJIaraéMblX K  PEIICHHI0 JOKYMEHTOB
W pacrojaraetr ux B TOW ITOCJICIOBATEILHOCTH, B KOTOPOW OHH YITOMHHAIOTCS
B TEKCTE.

8.3.6. Ecniu Bompochl, coiepkamuecs B PEUICHUH TEpPUTOPUATIBLHOM
KOMHCCHH, KacaloTCsS JEATCIbHOCTH OJHOW WM HECKOJbKHX CTOPOHHHUX
OpraHu3anuii, K JOKyMEHTY TMpUjlaractcsi JHUCT COTJAacOBaHUSA, B KOTOPOM
YKa3bIBAIOTCS HAMMCEHOBAHWE OpPraHU3AINH, AOHKHOCTH, MHHUITHANBI U (haMUIUS
JOJDKHOCTHOTO JIMIA, C KOTOPBIM 3TOT JOKYMEHT COTJIACOBAH, M CTaBUTCS
€ro COOCTBEHHOPYYHas! MOIHCH.

CornacoBaHue MOXKET O(I)OpMJISITBCH Ha TIIOCIACAHCM JIMCTC PCUICHUA
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TEPPUTOPUATBHON KOMHCCHH.

8.3.7. K odopMieHHOMY pELICHUIO TePPUTOPUATHHON KOMUCCHUU PAOOTHHUK
amnrapara, OTBETCTBEHHBIM 3a BEICHHUE JEJIONPOU3BOJICTBA, TOTOBUT OTYET
O PacCchUIKE MO COOTBETCTBYIOIIMM aJpecaraM W pPa3MELICHUH PpEUICHUN
TEPPUTOPUATBHON KOMHCCHMU Ha odunmanbHoM caiite (mputoxkenue Ne 10).
Crucok JOJKHOCTHBIX JIMI (OpraHu3aluil), KOTOPbIM HAaIpaBIISIETCS PELICHUE
TEPPUTOPHUAIIBHON KOMHUCCHH, MOXKET OBITh MOJATOTOBIIEH cpencTBamu [1/1.

B cnmcok BKIIIOYaroTCs JMIa, KOTOpPhIe OYyAyT 3a/1€CTBOBaHbI B peanu3aliu
OPUHATOTO  JIOKYMEHTa WM JIOJDKHBI ~ OBITh  MPOMH(OPMHUPOBAHBI
0 €ro COAEP>KaHUU U KOTOPBIM 3TOT JOKYMEHT JIOJKEH OBITh pa30CiaH.

Crucok pacchbUIKM JIOKYMEHTOB IMOJAINUCHIBACTCS paOOTHUKOM amnmnapara,
OTBETCTBEHHBIM 3a BEJICHHE JEJIONPOU3BOACTBA M YTBEPKIAAETCA IMpeICceaaTeeM
TEPPUTOPUAITBHON KOMUCCHH.

8.3.8. OpopmieHHBIN KOMIUIEKT JOKYMEHTOB (pelieHre, 00O3HAaYeHHbIC
B €0 TEKCTE MPUJIOKEHHUSI, CIUCOK PACCHUIKM) paOOTHHK anmnapara, OTBETCTBEHHBIN
3a BEJICHHE JIEJONPOU3BO/ICTBA, IEPEAAET HA MOANUCH IIPEICENATENI0 U CEKPETAPIO
TEPPUTOPUAIIBHON KOMHUCCHH.

8.3.9. Pemenne  moammceIBaeTCA  TIpeAcemareieM = M CEKpeTapeM
TEPPUTOPUAIIBHON KOMHUCCHH.

Ecnu Ha 3acemaHuu TEeppUTOPUATIBHOW KOMHCCHHM MPEICENaTeNbCTBOBA
3aMECTUTENIb  MpEeACenaresis  TEPPUTOPUAIBHOW  KOMHMCCHM,  CEKpETapb
TEPPUTOPUAIIBHON KOMHUCCHH WM OJUH U3 WICHOB TEPPUTOPHUAIBHON KOMHUCCHU
C TpaBOM PEMIAIOLIETO TOJ0ca, a TaKXKEe €CId IOJHOMOYHUSA CEeKpeTaps
TEPPUTOPUAIIBHOM KOMHCCHHM OCYIIECTBIII OJMH W3 YIEHOB TEPPUTOPHAIBHON
KOMHCCHUH C TIPAaBOM PEMIAIOLIEr0 roJioca, TO NOANKMCH B IPOTOKOJIE, HA PEIICHUN
0(OPMIISIFOTCSI CJIETYIOIINM 00pa3oMm:

«3aMecTUTENb Tpeacenarenss TEPPUTOPHAIIBHOM KOMHCCHM» —B  Cllydae
BPEMEHHOT'O OTCYTCTBHUSI MpECEAATeNs TEPPUTOPUATBHON KOMHUCCHH;

«Mcnonssarommii 003aHHOCTH TIPEACEaTens TEPPUTOPHATIBHON KOMUCCHUN —

npu Hamuuuu pemienus Caskt-lIlerepOyprckoit  u30MpaTeNbHONM  KOMHCCUU
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O BO3JIOKCHHHM Ha OAHOI'O0 M3 YJICHOB TGppHTOpH&HBHOﬁ KOMHCCHUHN C IIpaBOM

pELIAIONIEro ro10ca MOJIHOMOYHM MpeAceaaTeliss TEPPUTOPHUATBHON KOMHUCCHH;

«IIpencenaTenbCTBYIOMMI HA 3aCE€JaHUU TEPPUTOPUAIBHONM KOMUCCHN» —
B CIydyae BPEMEHHOI'O OTCYTCTBHMS IIpeIcelNaTess, 3aMECTHUTENS IpeacenaTeis
TEPPUTOPUAIBHOM KOMHUCCHHM, OTCyTcTBUS pemeHusa Cankr-IletepOyprekoi
n30UpaTeIbHOM  KOMHMCCHM O  BO3JIOKEHUM  IIOJIHOMOYMH  IpencenaTess
TEPPUTOPUAIIBHOM KOMHUCCUU Ha OJHOTO U3 WIECHOB TEPPUTOPUATBHOU KOMHUCCUU
C IPaBOM pEIIAIOLIEr0 T0J0ca W IPU HAIWYUU PELICHUS TEPPUTOPUAIIBLHOU
n30upaTeabHON KOMUCCHH;

«Mcnonusomuii 00I3aHHOCTH CEKpeTapsi TePPUTOPUATIBHOM KOMUCCHMD) —
B Cllydae HaJIW4Yus peuieHus TeppUTOPUAIBHOW KOMHMCCHUM O BO3JI0KEHUU
MOJIHOMOYMI CEKpeTapsi TeppPUTOPUATIBHON KOMHCCHMM Ha OJHOIO M3 YJIEHOB
TEPPUTOPUATIBHON KOMHUCCHH C ITPAaBOM PEILIAIOIIEr0 IroJioca.

«Cekperapp  3acefjaHusl  TEPPUTOPHUAIBHOM  KOMHUCCHUM» —B  CIIydae
BPEMEHHOI'O OTCYTCTBUS CEKpeTapsi M30MpaTeIbHOM KOMHUCCUU WM TPU HATWYUHU
pELICHNS TEPPUTOPUATBHON KOMUCCHUHU.

8.3.10. Ilocme moamucaHusl PEIICHHWS PETUCTPUPYIOTCS B JKypHale
pErucTpanuy pelieHuil, B KOTOPOM IIPEAYCMATPUBAIOTCS: TOPSAKOBBIM HOMED, J1aTa
OPUHATUS ~ pEUIEHUs, PErHCTPAlMOHHBIA  HOMEp, COAEpKAHUE  pEelICHUs
Y HOMeEp Jiesia XpaHEeHHUsl.

8.3.11. Pemienuss HymMepyroTCsS B XPOHOJOTUYECKOW TMOCIIEI0BATEIHLHOCTU
B npeaenax CpOKa TIOJIHOMOY U TEPPUTOPUAIIBHON KOMMCCHH.
Homep pemeHuss TeppUTOpHANIBHOW KOMHCCHMM COCTOMT W3 HOMEpa IMPOTOKOJA
3ace/IaHus ¥ MOPSIKOBOrO HOMEpa Borpoca, (Hanpumep: 1-5).

8.3.12. Yka3zaHHbI€ BbILIE PEKBU3UTHI BHOCATCSI B PETUCTPAIIMOHHO-YUYETHYIO
dopmy. B ciywae ucnonszoBanus I1J] k PYK npukpemisercss TeKCT TOKyMeHTa
B opmate docx (muist Tabnmir qonmyckarotes (aiinbl popmara XISX) ¥ 37eKTpOHHBIIH
oOpa3 nmokymenta B ¢popmare pdf (mpu HEOOXOAMMOCTH), a TAKXKE JIETACTCs CBSI3Ka
C JIOKYMEHTaMH, NOCIY>XMBIIMMH OCHOBAaHHEM JUIsl PACCMOTPEHMs BOIpoOca

Ha 3aCCIaHuHn TCppHTOpHaHBHOﬁ KOMUCCHH.
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8.3.13. Pazpemienue Ha TUpaKUPOBaHHWE JIOKYMEHTOB B HEOOXOJAMMOM

KOJIMYECTBE JAeT IMPEACEeNaTeab TEPPUTOPUATIBHON KOMHUCCUU. JIOKYMEHTHI
TUPAXUPYIOTCS  paOOTHUKOM  ammapaTa, OTBETCTBEHHBIM 332  BEJICHUE
JIEJIONPOU3BOJICTBA, HAa KaXKJIOW KOMUHM JIOKYMEHTa TIPOCTaBIsIETCS IIe4aTh,
YAOCTOBEpSIOIIAs  MOANWCH  HpeacenarTenss TEePpPUTOPUAIBHOW  KOMHUCCUU
U CeKpeTaps TeppUTOpUaTILHON KoMuccHH (0€3 BOCIPOU3BEICHUS MOAIUCEH ).

8.3.14. Komusi pemieHusi TEpPPUTOPHUAIBHONM KOMHCCHHM  HAINpaBJISETCS
3asIBUTENI0 B Clly4ae, €Clii ero oOpalieHue B TEPPUTOPUATBHYIO KOMHCCHIO
HOCITYKUJIO OCHOBAaHMEM Ul PAcCMOTPEHHUs  BOIpOCAa HA  3aceJaHuu
TEPPUTOPUAITBHON KOMHUCCHH.

8.4. OdopmiieHne NpoToKOJIa 3acelaHusl TEPPUTOPHAIBHON KOMHUCCHUU.

8.4.1. IlpoTokon 3acemaHusi TEPPUTOPUAIBHON KOMHUCCHUU OQPOPMIISIETCS
Ha OJIaHKe yCTaHOBIICHHOU Gopmbl (TipritoskeHrne Ne 4) B CpoK, HE TPEBBITIAOIIHNA
Tpex pabouux JHEH nocie aHs 3acenanus. [IpoTokon 3acenanust TeppUTOPUATILHON
KOMMCCHUU MOXKET OBITh opopmieH CpeACTBaMH I
C MCTIOJIb30BaHMEM COOTBETCTBYIOIIETO Ma0IoHa OJIaHKa TOKYMEHTA.

8.4.2. [Ipotokon 3acenanus MOXET O(QOPMIISATHCS B TOJHOW WU KPaTKOU
dbopwme.

8.4.3. TekcT mpoTOKONA 3aceqaHus TEPPUTOPHATIBHON KOMHUCCHUU COCTOUT
13 ABYX 4acCTel — BBOJHOW U OCHOBHOM.

8.4.4. B BBOJHOI 4acTH MPOTOKOJA YKa3bIBAIOTCA MHUITHAIBI U (aMUTUs
npeaceAarenss — TEPPUTOPUATBHOM ~ KOMHUCCHUU  (MIPEACenaTesIbCTBYIOIIETO),
a TakkKe MPHUCYTCTBYIOIIMX: 3aMECTUTENS Tpeaceaaresss TeppPUTOPHAIBHOM
KOMHUCCUH, CEKpeTapsi TePPUTOPUATHLHON KOMHCCHUHU M YJICHOB TEPPUTOPUATHLHOM
KOMUCCHH, JIUII, TPUTJIAIEHHBIX Ha 3aceiaHne, B ai)aBUTHOM TOPSIJIKE.

JlomyckaeTcsi  oopmiieHHe TPUCYTCTBYIOIIUX  OTACIBHBIM  CIIHCKOM
C yKa3aHWeM WHUIMAJIOB, ¢amMuiauii u goipkHocTe. CHHCOK mpuiaraercs
K POTOKOJTY 3aceaHusl.

8.4.5. [loBecTka mHA BKJIIOYAETCSs B BBOJHYIO YacTh IIPOTOKOJIA.
OHa cOCTOUT M3 MEePEUYHCIIEHUS] BOPOCOB, KOTOPbIE OOCYKIAIOTCS Ha 3acelaHuH,

M 3aKpCIIACT IMOCIACAOBATCIIBHOCTD HX O6CY}KI[6HI/I}I )41 q)aMI/IJII/II/I JOKJIaJYNKOB
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(BBICTYMAIOIINX ).

Kaxxnprii Bompoc MoBeCTKH JHS 3acelaHus HyMepyeTcs: apaObCckoul 1udpoi,
€ro HauMeHoBaHue GopMyIupyIOT ¢ ipeasiora «O» unu «O6». [1o kaxa0My MyHKTY
YKa3bIBa€TCs JOKJIAIUUK.

8.4.6. OcHOBHAs 4acTh MPOTOKOJA COJEPIKUT CTOJIBKO Pa3esioB, CKOJBKO
IIYHKTOB BKJIFOYEHO B IOBECTKY JIHS. B COOTBETCTBHUM C HEHM pa3aeiabl HyMEPYIOTCS.

Kaxnapiii pazaen coctout u3 Tpex yacteit: «CJIYIIAJINy, « BBICT YT,
«PEHIWJIN», kOTOpBIE MMEYATAOTCA OT TPaHUIbBl JIEBOTO IOJSI MPOIMUCHBIMU
OyKBaMHU.

B vactu «CJIYIIAJIN» kpaTKO U3naraeTcs TEKCT BBICTYTUICHUS JOKJIATUHKA.
Nuunuanet u  QamMwins  JOKJIQTYMKa T[eYaTaloTCsd C  KPAacHOM  CTPOKH
B HMEHHUTEJIBHOM TMAJEXKe. 3alucCh JIOKJIaJa M3JIAraeTcsi OT TPEThEro Jula
€MHCTBEHHOTO YKCJIa U OTAEAETCS OT (PaMUIuu TUPE.

Ecnu Ttexer noknanga mpuiiaraercsl K NpOTOKOIY, TO MCHOJIB3YETCSl CChLIKA
«TekcT noknaaa nmpuiaraeTcs.

B wactu «BBICTYIIMJIM» mnepeyucnstoTcsi BBICTYHAIOMIUE W aBTOPbI
BOMPOCOB. MHMUIMAaNb! 1 (haMuiusi BRICTYTIAIONIETO NEYaTatOTCsl ¢ KPACHOM CTPOKHU
B HMEHUTEILHOM Tajexe. KpaTkas 3amuch BBICTYIUIGHHS TIO CYIIECTBY
paccMaTpuBaeMoro Borpoca (10 pelIeHUI0 TPeACeAaTeNbCTBYIOIIET0) U3IaracTcs
OT TPETHETO JIUIA €AUHCTBEHHOTO YHCIIa.

Ecnu TekcT BBICTYIJIEHHS] MPUIIArae€Tcsa K MPOTOKOIY, TO HMCIOJIb3YETCs
cchliKa «TeKCT BBICTYILICHUS TIPUIIAraeTCs.

B uactu «PEIINJIN» oTpaxkaeTcs MPUHATOE PEIICHUE MO 00CYKIaeMOMY
BOIIPOCY U PE3YyJIbTAThl TOJIOCOBAHUSI.

B mpotokone 3acenaHusi oTpakaeTcs Haaudue 0Co0Oro MHEHHS Yy 4JeHa
TEPPUTOPUATIHLHON KOMUCCHU, 0OPMIICHHOE B MUCbMEHHOM (popMe ocoboe MHEHHE
ITOMEIIAETCA MOCJIE PELIEHHUS], B CBSI3U C KOTOPBIM 3TO MHEHHE U3JIO)KEHO.

8.4.7. Ilpotokon 3acelaHnusg MMOJIITUCEIBAETCS npenaceaaTeneM
WA TIPEICENATEIbCTBOBABIINM Ha 3aCEJaHUM U CEKPETApeM TEPPUTOPHUAIBHOU
KOMHUCCUH (VITH YWICHOM TEePPUTOPHUATEHON KOMUCCHH, UCTIOTHSIBIITUM 00S3aHHOCTH

CeKpeTapsi TepPUTOPUATBLHON KOMUCCHHM).
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8.4.8. [locne noanucanus MPOTOKOJIBI PETUCTPUPYIOTCS C UCIIOJIb30BAHUEM

perucTpanuoHHo-y4eTHo  (opmer.  [IpoTokonbl  3acemaHuii  HyMEpYyrOTCS
B XPOHOJIOTUYECKOW TOCIEAOBATENBHOCTH B IIpeAeiax CpoKa MOJHOMOYUHN
TEPPUTOPUAITBHON KOMUCCHH.

8.4.9. [IpoToKomBI 3aceaHnii TEPPUTOPUATEHON KOMUCCHHY, TPHOOITICHHBIC K
HAM pElIEHHs BMECT€ C MaTepuallaMH, T[OCIY>KUBIIMMH OCHOBaHUEM
JUISL UX TPUHSTUS, OCOOBIMA MHEHHUSIMU YJIEHOB TEPPUTOPUATILHONW KOMHCCUU
XpaHsTcs y mpejacenarens (cekperapsi WM pabOTHUKaA anmapara, OTBETCTBEHHOTO
3a BEJICHHE JEJIONPOU3BOJICTBA) TEPPUTOPUAIBHOM KOMHUCCHHM, a 3aTeM,
oOopMIJICHHBIE B COOTBETCTBUU C TpeOoBaHUsIMU WMHCTpyKuMM, mepeaaroTcs
B ApXUB.

9. OdopmiieHHe MPUKA30B NpejaceaaTe s
TEPPUTOPUAITBHOM KOMUCCHHA

9.1. Ilpuka3z mpexacenarenass TEPPUTOPUATBHONM KOMHCCHUH T10 OCHOBHOM
JeATENIbHOCTH (fanee — nmpuka3) opopmiisieTcsi Ha OJJaHKe YCTaHOBJIEHHON (OpMbI
(mpunnoxerue Ne 4).

9.1.1 IlpoekThl TPUKA30B TOTOBATCS 10 TIOPYYCHHUIO TIpeAceaaTess
TEPPUTOPUATBHON KOMUCCHH.

[Iprka3bl MOT'YyT TOTOBUTHCS U COTJIACOBBIBATHCS Takxke cpencramu [1J1. [1pu
MOATOTOBKE MpHKa30B cpeactBamu [1/] ucnonb3yercss COOTBETCTBYIONIUN 1a0JI0H
OJlaHKa JIOKYMEHTA.

9.1.2. Tekct mTpHWKaza COCTOWT, KaK TMPaBWIO, U3 KOHCTATUPYIOIICH
Y PacCIoOpsAUTEIbHON YacTeN U T0JKEH UMETh 3ar0JI0BOK.

9.1.3.B KOHCTaTupymomIiel YacTH M3JAraroTcs ITeMM W 33Ja4u
MPEANUCHIBAEMBIX JCUCTBUU. ECIM OCHOBAHMEM K HU3JAHUIO TIPUKA3A SBISETCS
HOPMATUBHBIM  IPAaBOBOW  aKT  WIM  PACHOPSAAUTENIBHBIA  JIOKYMEHT,
TO B KOHCTAaTUPYIOIIEH YaCTH YKa3bIBAIOTCS €r0 Ha3BaHUeE, JaTa, HOMEp, 3aroj0BOK.

9.14.B  pacnopsaMTeNbHOM  YacTHM  COJEp)KaTrcsl — NEepeurcieHue
MPEINKUCHIBAEMBIX JECUCTBUM, CpPOKM W ucnoiaHuTenn. [lyHKTBI mpukasa
HYMEPYIOTCS apaOCKUMH MUPPaMH C TOYKON ¥ HE UMEIOT 3ar0JIOBKOB.

9.15. Ecimm IIpHUKa3 U3MCHACT, OTMCHACT HUJIM JOIIOJIHACT paHEC W31aHHbIN
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IMpHUKa3 UM €ro OTACIbHLIC ITYHKTBI, TO 3TO OIrOBApHUBACTCA B TCKCTEC ITPHUKa3a.

9.16.B NOCJIETHEM IyHKTE pacnopsaIUTEIbHON 4acTH,
IpU HEOOXOJMMOCTH, YKa3bIBA€TCsl JOJKHOCTHOE JIMIO, HA KOTOPOE BO3J1araeTcs
KOHTPOJIb 33 HUCIIOJHEHUEM IIPUKa3a.

9.1.7. Ilpu HaJIMYUU IIPUIIOKEHUN K IpuKazy B TEKCTE
Ha HUX 0053aTEIbHO JEJIaeTCs CChLIKA.

9.1.8. IlpoexkT mpukaza © MNPWIOKEHUS K HEMY  BU3HUPYIOTCA
HEIOCPEICTBEHHBIM UCIIOJIHUTEIIEM.

Eciu B mnpukaze conepkarcs BOIPOCH (PUHAHCUPOBaHMS BBIOOPOB,
oOecrieyeHusi JEATeIbHOCTH TEPPUTOPUATBHOM KOMHUCCHUHU, TO OH BHU3HPYETCS
y IJ1aBHOTO Oyxranrepa.

[Ipukasel, moaroroBiueHHble cpeacTtBamu I/, BU3HPYIOTCA aHAIOTMYHO
IpUKa3am, MOArOTOBICHHBIM Ha OyMa>KHOM HOCHUTEIE.

Bussl mpocTaBiastoTcss Ha 000POTHOM CTOPOHE MOCIIEAHETO JTUCTA JOKYMEHTA
(mpuka3sa, MIPUIIOKEHUS K HEMY) o YCTaHOBJICHHOU dbopme
(mpunokerue Ne 9).

[Ipu moATOTOBKE U COTIACOBAHUM MPOEKTOB NPUKa30B cpeacrBamu 111 muct
COrJIaCOBaHMUSl pacleyaThIBae€TC Ha OOOPOTHOW CTOPOHE TMOCJIEAHEro JIMCTa
JOKyYMeHTa (IIpHKa3a, MpUIoKeHUs K HeMy). [Ipu HeoOX0oIMMOCTH OJTyYEHUS BU3bI
JOJDKHOCTHOTO JIMIIA Ha JIMCT€ COrJacoBaHUsSl IpHKa3a, MOATOTOBJIEHHOIO
cpenctBamu I1/], tokymeHT nepenaercst Ha OyMa)kHOM HOCHUTEIIE Ha BUSUPOBAHUE
COOTBETCTBYIOILIEMY JAOJKHOCTHOMY JIMILLY.

9.1.9. Tlocne moamucaHusi MPUKA3bl PETHUCTPUPYIOTCS C HMCIOJb30BAHHEM
perucTpallMoOHHO-yueTHOU (opMbl M (QOPMHUPYIOTCS B JieJa B COOTBETCTBUU
C HOMEHKJIATypOl e TEeppUTOPUATBLHOM KOMHUCCHUU BMECTE€ C JOKYMEHTamH,
MOCITY>KUBIIUMHU OCHOBAHHMEM JIJISl M3/IaHU MPUKa3a.

B cnyuae ucnone3oBanus misa perucrpanuu [1J1 k PYK npucoenunstorcs
TeKcT mpukaza B ¢opmare docx mmm xIsx (mns tabmun gomyckarorcs (daiibl
dopmara  XxISX), omexkTpoHHBIH 00pa3 mpukaza B  ¢dopmare  pdf
(mpu HEOOXOJUMOCTH) U JENAIOTCA CCHUIKM Ha JOKYMEHTBHI, MOCITY>KHBIIHUE

OCHOBAHHMEM AJIA U3JaHUA IIPHUKaA3a.
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9.1.10. [Ipukazam NpUCBaUBAIOTCA PETHCTPAIIMOHHBIE HOMEpa B Mpejesiax

KaJICHIapHOTO T'0/1a, IPH ATOM K MOPSAIKOBOMY HOMEPY Uepes Aeduc mpocTaBiseTcs
OYKBEHHBIN HHIEKC «OJ1».

9.2. OdopmiieHne mpuKa3zoB MpeacenaTesis U30UpaTeNIbHOW KOMUCCUU
10 KaJIPOBBIM BOIIPOCAM.

9.2.1. Tlpukassl mpenceaaTesnss TEPPUTOPHAIBHON KOMHUCCHH IO KaIpOBBIM
BOIIpOCaM U3JAI0TCS o KOHKPETHBIM BOTIpOCaM, CBSI3aHHBIM
C  JEATeThHOCTHIO  YJICHOB  TEPPUTOPHAIBHOM  KOMHCCHU,  IMPHEMOM
Ha TOCYJAapCTBEHHYIO TIpaxaaHckyro ciyx0y Cankr-IlerepObypra B anmapar
TEPPUTOPUANTBHON  KOMHCCHUH,  TPOXOXKICHHEM  TPAXTAHCKOW  CIY>KOBI
Y YBOJIBHEHHEM C TPaKIaHCKOM CIIy>KOBI B arnmnapaTe TeppUTOprUaIbHON KOMUCCHUH.

9.2.2. Tlpukassl mpenceaatenss TEPPUTOPHAIBHON KOMHUCCHH IO KaIpOBBIM
BOMpocaM 0(OPMIISIOTCS aHAIOTUYHO MPHUKa3aM MpeaceaaTeNsi TePPUTOPUATEHON
KOMUCCUM 1O  OCHOBHOM  jedarenbHocTd.  [Ipukazam  mpucBamBaroTcs
peruCTpallMOHHBIE HOMEpa B TpeaeNnax KaleHAapHOTO TojAa, TMpH ITOM
K MOPSAIKOBOMY HOMEpY 4epe3 Jiehrc IpocTaBisieTcs OyKBEHHBIH HHACKC «K».

9.3. Konuu npurka3oB 3aBepsItOTCS EYaThIO0 TEPPUTOPHUATBHON KOMHCCHHU.

9.4. [Ipukazel BMecTe C TPHOOIIEHHBIMH K HHUM JOKYMEHTaMH,
NOCITY>KMBIIMMHU OCHOBAaHHMEM ISl UX W3JaHus (B TOM YHMCJE pacleyaTaHHbIMU
KOMUSIMU JTOKYMEHTOB, MOCTYMHUBIIHNX/TIOATOTOBICHHBIX B JJIEKTPOHHOM BHJE),
dbopMupyrOTCA B JieJa COTJIaCHO HOMEHKJIAType JIel TepPUTOpUAIbHON KOMHCCHUH,
XpaHATCS y mpenceaarens win padOTHHKA anmapaTa, OTBETCTBEHHOTO 3a BEACHUE
JICIIONPOU3BOJCTBA B TEPPUTOPHAIBHON KOMHCCHH, a 3aTeM, O(opMIIeHHBIC

B COOTBETCTBUU C TpeOoBaHUsIMU NHCTPYKIIUU, IEPEIAIOTCS B APXUB.

10. KoHTpoJIb MCIIOJTHEHHSI JOKYMEHTOB M NIOPY4eHUii

10.1. KoHTpOJIt0 UCTIOHEHUS TIOJIJIEKAT:
NOPYYEHHMs], COJIEpKalMecss B TOCTAaHOBJICHHUSIX W JAPYTHX JOKYMEHTax
MUK Poccun, Canxrt-IlerepOyprckoit m30upareabHOW KOMHCCHHU, B PEHICHHIX

TEPPUTOPUAIIBHON KOMUCCHU;
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NOPYYEHHUsI, COJEpKaIllMecs B MpHUKa3ax MpeacefaTess TeppUTOpUaIbHOM

KOMUCCHUU;

NUCBbMEHHBIE TOpYYEHUs mpeacenaTens (3aMecTuTens mnpeaceaaTenis,
CeKpeTapsi) TEPPUTOPUATBHON KOMUCCHH;

BXOJSIIIAE JOKYMEHTBI, B TOM YHUCJE€ MHUCbMEHHbIE OOpalIeHUs] Tpa)aaH,
yKa3aHHbIE B [lepeuHe nmojsexanmux KOHTPOI JOKYMEHTOB C YKa3aHUEM CPOKOB
ucnoaHeHus (npuioxenrue Ne 11), B COOTBETCTBUU € YKa3aHUSIMU MO UCTIOJIHEHUIO
JOKYMEHTA MpEeICEeNaTels TEPPUTOPUATBHON KOMUCCHU;

UCXOJSIIINE JOKYMEHTBI, TPEOYIOIUE OTBETA;

MOPYYEHHUsI, COJEPKAIMECS B MPOTOKOJAX 3aCEAaHUN TEPPUTOPHUATBHOU
KOMUCCHUU;

IJIAHBI MEPOTIPUATH.

10.2. KoHTponb MCHOTHEHHs JOKYMEHTOB, yKa3aHHbIX B mojpazaene 10.1
WHCcTpyKUMK (32 MCKIIOYEHHEM HUCXOASIIUX JOKYMEHTOB), IO CYIIECTBY
3aTPOHYTBIX B HHUX BOINPOCOB OCYILECTBIAECT TMpejacenareiab (CeKpeTapsb)
TEPPUTOPUAIIBHON KOMHUCCHH.

10.3. KoHTpONb HMCTHOTHEHUS MCXOASIIMX JOKYMEHTOB, B TOM YHCJE
32 CBOEBPEMEHHOCTBIO TMOJYYEHHS OTBETOB Ha 3alpoChl TEPPUTOPHATBHOU
KOMHUCCHH, OCYLIECTBIIIET paOOTHHUK ammapara, OTBETCTBEHHBIH 3a IMOATOTOBKY
JAHHBIX JOKYMEHTOB.

10.4. Cpok WUCHOJIHEHUS TOPYYEHUH, COJEPKAIIUXCS B  PEHICHUSIX
TEPPUTOPUAIIBHOM  KOMHCCHUHM, TpHKa3ax MpeIcenaTessi TeppUTOPHAIbHON
KOMHUCCHUH, TUCBMEHHBIX MOPYYEHUH mpeacenaTens (3aMecTUTENs Mpeiceaarens,
ceKpeTapsi) TEpPUTOPUATBHON KOMHCCHH ONPEAEIISIFOTCS ITUMHU TOKYMEHTAMH.

10.5. JIokyMEeHT TIO/JIC)KUT WCIOJHEHUIO HE TI03[HEEe, YeM uepes
30 kajeHAapHbIX JHEW CO JHS €ro MOCTYIUICHMS, 33 HCKIIOYEHHUEM CIIydaes,
IPELYCMOTPEHHBIX MyHKTOM 10.6 HacTosero pasaena.

Ecnu nmocneanuii eHb MCMIONHEHMS TOKYMEHTa MPUXOAUTCS Ha Hepabouuid

JI€Hb, TO OH TOJIJICKUT UCTIOTHEHHUIO B MIPEANICCTBYIOMNA eMy paboduil 1eHb.
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I[OKYMCHTBI ¢ noMeTrkamu «BecbMma CpPOYHO», «CpO‘IHO» HUCIIOJIHAIOTCA

B TPEXJIHEBHBIN CPOK, JOKYMEHTHI ¢ TOMETKON «OnepaTuBHO» — B I€CATUTHEBHBIN
CPOK.

CpoK HUCHOJHEHMs] MCUUCISAETCS B KaleHAAapHbIX AHAX. [ns mopydenwuit —
OT JaThl TOJNUCAHHS TOPYYEHHUs, ISl BXOIAUIMX JTOKYMEHTOB, B TOM YHCIIE
oOpallleHu, — OT AaThl pEruCTpaluy TOKYMEHTA.

Ecnu mocnenHuii 1€Hb MCHOJHEHUS JOKYMEHTAa, COJEPKALIEro MOMETKY
O CPOYHOCTH HCIOJIHEHUS, MPUXOAUTCA Ha HEpaOOuuil N1€Hb, TO OH IOMJICHKUT
UCIIOJTHEHUIO B CJICAYIOIIMHI 32 HUM paboumil 1EeHb.

10.6. Cpoku  HCIIONHEHWS BXONAIIMX JOKYMEHTOB U  OOpalieHui
YCTaHABIIMBAIOTCS UCXO/sI U3 CPOKOB, IIpeIjlaraéMbIX OpraHu3alueil, HarpaBUBIIEH
JIOKYMEHT, WJIM CPOKOB, YKa3aHHBIX B npuioxxeHun Ne 11.

OOpameHnss 0  HAapyLIEHUWM  3aKOHA, IMOCTYNHUBIIME B  MEPUOJ
COOTBETCTBYIOLIEH  M30MpaTeNbHOM  KaMIlaHUM, KaMIlaHUU pedepeHayma,
UCIIOJIHSIOTCS B CPOKH, YCTAHOBJICHHBIE 3aKOHOAATEIbCTBOM O BBIOOpAX
u pedepeHyme.

10.7. OTBETCTBEHHOCTh 32 CBOEBPEMEHHOE€ U  IIOJIHOE  BHECEHUE
B  PETUCTPALlMOHHO-YYETHYI0 (QOpMy CpPOKOB  HCIOJIHEHUS  JTOKYMEHTOB
U HUHQOpPMAIMK O COCTOSHHUM HCIOJHEHHUS JOKYMEHTOB, KOHTPOJb CpPOKOB
VCIIOJIHEHHS IOKYMEHTOB BO3JIaratoTCsi Ha CEKpeTapsl Wid padOTHHKA amnmnapara,
OTBETCTBEHHOTO 3a BEJICHUE JEJIOIPOU3BOCTBA.

10.8.B MJIaHax MEpONPUSATUH, YTBEPAKIECHHBIX pEeLIEHUSIMU
TEPPUTOPUAIIBHOM KOMHUCCHUM, TMpUKa3aMu MpeacenaTeNss TeppUTOpUaTbHON
KOMHUCCHH, KOHTPOJIIO MOJIEXKAT CPOKH MCTIOHEHHUS OTJEIbHBIX €0 MyHKTOB.

10.9. IIpy HEOOXOOUMOCTH MPOMJICHHUS CPOKa MCHOJHEHUS JTOKyMEHTa
OTBETCTBEHHBIN 3a UCMOJHEHNE HE MO3HEE YEeM 3a TPU JHS A0 MCTEUEHUS CpOKa
UCIIOJTHEHUS TOKYMEHTa TMPEACTaBIsET Ha UMs TpeJcenaress TepPUTOPUATILHON
KOMHUCCHUHU CITY>KEOHYIO 3alIMCKy C MOTUBHPOBAHHOM MPOCKOOW O €ro MmpojjieHuH,
KOTOpasi MOXKeT ObITh MOATOTOBJIEHA U corjacoBaHa cpenctamu [11.

10.10. lokyMeHT cuuTaeTcs UCIOTHEHHBIM U CHUMAETCS C KOHTPOJIS MOCIe

pCUICHUA BCCX IIOCTABJIICHHBIX B HEM BOIIPOCOB, COO6HI€HI/I$I PE3YJIbTATOB
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PACCMOTPCHUA BCEM 3aMHTCPCCOBAHHBIM JIMIAM.

10.11. OcHoBaHUAMHU ISl CHATUS JOKYMEHTA C KOHTPOJIS SIBIISIOTCS:

ciy>keOHasi 3alucKa O CHATHM JTOKyMEHTa (WM OTAEIbHBIX €r0 ITyHKTOB)
C KOHTpPOJsi WIM 00 WCIOJNHEHWH JOKYMEHTa Ha WMs Ipeicenaress
TEPPUTOPUAIIBHOM KOMHUCCUM, IOATOTOBICHHAS! OTBETCTBEHHBIM 32 UCIIOJIHEHHE
c ormerkoit («Cormacen», «Paccmotrpen», «llpunaro») mnpencenarens
TEPPUTOPUATBHON KOMHUCCHUU O MPHUHITHH HCIOJIHEHHS, KOTOpask MOXET OBITb
IOJIFOTOBJIEHA U corlacoBaHa cpeactsamu [1/1;

pelleHne  TEepPpUTOPUATIBHOM  KOMHCCUHM,  NpHUKa3  IpejacenaTesis
TEPPUTOPUATBHON KOMUCCHH T10 PE3YyJIbTaTaM HUCIIOJIHEHHS TOKYMEHTA;

OTBET Ha BXOJSIINNA JOKYMEHT;

OTBEThl OT OpraHu3aluii, B KOTOpPbIE JOKYMEHT ObUI HalpaBlICH
JUISL PacCMOTPEHUSI MO CYIIECTBY IOCTaBJIECHHBIX B HEM BOIPOCOB U OTBETa
3asBUTEIIIO;

HarpaBjeHue oOpallleHHs B Jpyrue OpraHu3aluu s PacCMOTPEHUs
10 CYIIECTBY IIOCTABJIEHHBIX B HEM BOMPOCOB U MOCIEIYIOIIEr0 UHPOPMUPOBAHUS
aBTOpa O pe3yJbTaTaX PacCCMOTPEHUS.

10.12. JlokyMeHT He CYMTAETCS UCTIOTHEHHBIM U OCTAETCSl Ha KOHTPOJIE:

€CIi OH HampapisieTcss B JpyrHe OpraHbl WM  OpraHHU3aliu
Ul PAacCMOTPEHMs] C LEIbI0 IIOJYYEHHS TEPPUTOPUAIBHOM KOMHUCCHEU
uHboOpMaIuy, HEOOXOAUMOHN Il PacCMOTPEHHUsS] MO CYLIECTBY IOCTaBJIEHHBIX
B JIOKYMEHTE BOIIPOCOB. B ciyyae HEOOXOAMMOCTH TeppUTOpUATIbHAST KOMHCCHS
uH(popMupyeT 00 3TOM aBTOpa JOKYMEHTA;

€CIi OH HampaBisieTcss B JpyrHe OpraHbl WIK  OpraHu3aluu
JUISL PacCMOTPEHUsSI MO CYIIECTBY IOCTaBJIEHHBIX B HEM BOIPOCOB U OTBETa
3asIBUTENI0 C MOCIEAYIOINUM HHPOPMUPOBAHUEM TEPPUTOPHAIIBHON KOMUCCHUU
0 pe3yJibTaTaxX UCIOJHEHUS.

11. M3roroBjieHME U MCIIOJIHL30BAHME MeYaTe U ITAMIIOB

11.1. I[JISI YAOCTOBEPCHHUA IMOAIMHHOCTH JOKYMCHTOB HJIHM COOTBCTCTBHA

KOITUM AOKYMCHTOB IIOAJIMHHHWKAM, IIPOCTAaBJICHHUA OTMCTOK O IIOJYYCHHUMU,
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perucTpanvun JOKYMCHTOB B TeppHTOpI/IaJIBHOﬁ KOMHUCCHH HCIIOJIB3YIOTCS II€YaTH

¢ m3o0paxenueM ['ocymapctBenHoro repba Poccuiickont ®enepanmu (manee —
repOOBBIC M€YATH) U IPYTHE MEeYaTH U IITAMIIbI.

11.2. U3roToBiieHHE MeyaTed W IITAMIOB OCYHIECTBISIETCS IO YKa3aHHIO
npeacenarenas TEPPUTOPUATBHOM KOMHUCCHUU JIMOO B COOTBETCTBHM C PEUIEHUEM
BBIIIECTOAIEH N30UPATEIHHOU KOMUCCHH.

Htamoel ¢ (pakCUMUIBHBIM BOCHPOU3BEICHUEM TMOMIMUCH TpeceaaTers,
3aMECTHUTeNIl  MpeAcenarelis,  CeKperaps  TeppUTOPUATBLHON  KOMHUCCUU
U3TOTOBJISIIOTCS. 1O HMX TMOPYYEHMIO U MOTYT OBbITh  HCIIOJIb30BAHbI
JUISL TIPOCTAaBJIEHUS Ha AyOJIMKaTaX M KOMUSAX MOJNUCAHHBIX B YCTAaHOBJICHHOM
HOPSJIKE TOKYMEHTOB.

11.3. T'epOoBast medaTp TEPPUTOPUATHHOH KOMHUCCHH TPOCTABIIACTCS
Ha  (UHAHCOBBIX  JIOKYMEHTax, TapaHTUMHBIX  MHCbMaX,  JOTrOBOPAX,
rOCYAapCTBEHHBIX KOHTPAKTaX JOBEPEHHOCTSX, U B JIPYIUX IMPEIyCMOTPEHHBIX
3aKOHOJATEIbCTBOM CIIydasiX.

11.4. Ha pacchuiaeMbIX KOMUSAX PEHICHUN TEePPUTOPHUATIBHOW KOMHUCCHUH,
IIPUKA30B MpeJceaaTesi TEPPUTOPUATIBHON KOMUCCUH, HA TIAKETax IPH OTIIPaBKE
JIOKYMEHTOB, NIpH OQOPMJIEHUU JOKYMEHTOB Ha MPUEM TOBAPHO-MATEPHAIBHBIX
LHEHHOCTEH MpocTaBisieTcss TepOoBas WM UWHAs IMedyaTb TEePPUTOPUATIBLHON
KOMUCCHH.

11.5. TleyatTn u mTaAMIBl MOJJIEKAT Y4YETy B OTACIBHOM XKypHaje ydeTa
nevaren u IITaMIIOB paboTHUKOM anmapara, OTBETCTBEHHBIM
3a enonpou3BocTBO. [leyaTu W mTaMiibl BBIAAIOTCS MOJ MOANKUCH B KypHaje
ydyeta newyated U wmrtamnoB. Ha »xypnHane mnpocrtaBisiercas otMmeTka «CID»,
€ro JIMCTbl HyMEPYIOTCSI, IPOIIMBAIOTCS U ONEYATHIBAIOTCS.

11.6. [leyatn ¥ 1ITaMmbl JOJKHBI XPAHUTBCS B HAJEKHO 3aKPbIBAEMBIX
U OTleYaThIBaEMbIX B Hepabouee BpeMs ceripax miim MeTaTMIeCKuX ImKadax.

11.7. KoHTpodib 3a MpaBUIBHOCTHIO XpAaHEHUS M MCIOJIb30BAHMS IeyaTei
U IITaMIIOB OCYIIECTBIISIET PaOOTHHMK ammnapara TeppPUTOPHAIBHOM KOMHCCHUH,

OTBETCTBEHHBIN 3a ACJIOIPOU3BOACTBO.
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CBepKa HaJW4us MedyaTed M IUTaMIIOB OCYHICCTBICTCA IIpEaAcCCaaTCiICM

TEPPUTOPUAIIBHOM KOMUCCHH OJMH pa3 B FOJ.

11.8. Ilpumenie B HErOJHOCTh I€YaTH W INTAMIIbl YHUYTOXKAIOTCS,
O YeM COCTaBIIIETCS aKT, a B JKypHaje ydeTa IeyaTell M IUTaMIIOB CTaBUTCS
COOTBETCTBYIOIAsl OTMETKA.

YHUYTOKEHHE IPOU3BOAUTCS IIOCJIE YTBEPXKACHUS aKTa IpeiceaareiieM
TEPPUTOPUAIBHOM KOMHUCCHH. MeTalsInyeckue IeyaTH YHUYTOXKAIOTCS ITyTeM
IOJIHOTO CIIMJIMBAHUS TEKCTa WM ONUJIMBAHUS ABYMsSI MEPEKPECTHBIMU JIMHUSAMH,
Kay4yKOBBI€ [1I€YaTH U IITAMIIBI PA3PE3AI0TCS HA MEJIKME YaCTH WU CKUTAROTCS.

11.9. O6 yrepe meyaTH WIM IITaMIa HE3aMEMJIUTEIBHO CTaBUTCA
B U3BECTHOCTB IIPEACENATEND TEPPUTOPUATBHON KOMUCCHUH.

12. ®opmupoBaHue Ae] U Nepegaya ux B apXuB

12.1. CocraBnenue u yTBep>KJIeHUE HOMEHKIIATYPHI JIe]I.

Homenknatypa nen npenHasHaueHa s (OPMUPOBAHMS HMCIOJHEHHBIX
JIOKyMEHTOB B Jena (dJEKTPOHHbIE Jejia), CUCTEMaTH3alk H Yyd4eTa Jell,
OTIPEICJICHUS] CPOKOB UX XPAHEHUSI U SIBJIIETCS OCHOBOM JJIsI COCTABIICHUS ONUCEH
JieJT TOCTOSSHHOTO M JOJITOBpeMEHHBIX (CBbIie 10 J€T) CpOKOB XpaHEHus,
B TOM YHCJE IO JIMYHOMY COCTaBy, aKTOB O BBIJCICHUM K YHUYTOKECHUIO
JIOKyMEHTOB C HCTEKIIMMH CpPOKaMM XpaHCHHWS, a Takke Uil ydeTra el
B JIETIONPOU3BOJICTBE.

B HOMeHKnaTypy Aen MOTryT BKIIIOUAThCS 3aroJIOBKH €N, OTPaKaroIllue
JEATEILHOCTh TEPPUTOPHUATBLHONM KOMHUCCHH, B TOM 4YHCJEC JIMYHBIC JIela,
CIIPABOYHBIE M YUETHBIC KQPTOTEKU U JPYTHE YIETHBIE (POPMBI.

He BxmrowaroTcs B HOMEHKJIATYPY €7 TCPUOAUYCCKUE W3JIaHMS, KHUTH,
OpOITIOPHI.

3aroJIOBOK JIeJ1a JIOJDKEH YETKO M B 00001eHHO# (opMe 0TpakaTh OCHOBHOE
cojepkaHWe U COCTaB JOKyMeHToB. He gomyckaercs ymnorpeOJieHHe
HEKOPPEKTHBIX (HOPMYIUPOBOK, BBOAHBIX CJIOB U CIOKHBIX 00OPOTOB.

[Ipn cocraBlieHHMM HOMEHKIATYphl el CIEAyeT PYKOBOACTBOBATHCS

periaMeHTOM TepPUTOPUAIBHON KOMUCCHH, [lepedyHeM TUTIOBBIX YIIPaBIEHYECKUX
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APXUBHBIX AOKYMCHTOB, 06pa3y}01u1/1xc;1 B mpounecce ACATCIIbHOCTHU

roCyJJapCTBEHHBIX OPraHOB, OPraHOB MECTHOT'O CaMOYIPABJICHUS U OPTaHU3ALIHI,
C YKa3aHHEM CPOKOB XpaHEHUs, YTBEPKICHHbIM IpukazoMm DenepanbHOro
apXUBHOTO areHTCTBa oT 20 Jekaops 2019 rojga Ne 236
(manee — Ilepeuens), [IpaBwiiaMu OpraHWU3alMM XPAaHCHUS, KOMILICKTOBAHUS,
ydeTa ¥ UCI0JIb30BaHUsl IOKYyMEeHTOB ApxuBHOTO (hoHaa Poccuiickoit denepanuu
U IPYTUX apXUBHBIX JOKYMEHTOB B TOCYJapPCTBEHHBIX OpraHax, OpraHax MECTHOTO
CaMOYIIPaBJIICHUS M OpPraHU3alusaX, YTBEPKICHHBIX MNpuKazoM PenepasbHOro
apxuBHOro areHtctBa oT 31 wmrtonmsa 2023 roga Ne 77, mopsiagkamMu XpaHEHUS U
nepefayd B apXUBBI  JIOKYMEHTOB,  CBSI3aHHBIX C  MOJTOTOBKOM
U MIPOBEICHUEM BBIOOPOB, YTBEPKICHHBIMU UK Poccun
u Cankr-IlerepOyprckoil M30MpaTeNbHOM KOMHUCCHHM, HOMEHKJIATypamH JIeJl
TEPPUTOPUATIBHON KOMHUCCHUU 3a MPEIIIECTBYIOIIHNE TObI.

[Ipu moAroTOBKE HOMEHKJIATYPHI JIeT HEOOXOJAMMO YYHUTHIBATh XapaKTep
BBIOOPOB, MMPOBOJUMBIX B IIPEACTOSIIIEM TOTY.

Homenknatypa pen TeppUTOPHUAIIBHOM KOMHUCCHUM HA  MPEACTOSIIUN
KaJICHTApPHBIA TOJI COCTaBIsieTCSs pa0OTHUKOM amnmapara, OTBETCTBEHHBIM
3a BEJEHUE [EJONPOU3BOJACTBA, B TIOCIEIHEM KBapTaje TEKYIIEro Troja,
COTJIACOBBIBAETCS C CEKPETAPEM TEPPUTOPUATLHON KOMUCCHH, PACCMATPUBAETCS Ha
3acelaHn JKCIIEPTHON KOMUCCUU TEPPUTOPUATIBHON KOMUCCUU, COTJIaCOBBIBACTCS
c cekperapeM Cankrt-IlerepOyprckoit n3dMpaTreIbHON KOMUCCHUM, YTBEPKIAETCS
npeacenareaemM TePPUTOPUATIBEHOU KOMUCCHUU
Y BBOJUTCS B JICCTBUE ¢ | STHBaps cienyrolero rojaa (nmpuioxkenue Ne 12).

Homenkiiatypa nen He pexe OJHOro pa3za B MATh JIET YTBEPKIAETCS
AKCIIEPTHO-TIPOBEPOUHOU METOIMYECKOU KOMUCCHUEN (manee — D1IMK)
Cankr-lleTepOyprckoro rocyAapCTBEHHOTO Ka3€HHOTO YUPEKICHUS
«llentpansubiii  rocynmapctBennbii  apxuB  Cankt-lletepOypra»  (manee —
LI'A CII6).

B ciyyae BOZHMKHOBEHHSI B T€YEHHUE roJia HOBBIX JEJ OHH JIOTIOJHUTEIHHO

BHOCSITCS B YTBEPKICHHYIO0 HOMEHKJIATYpy JIE]1 B YCTAHOBJIEHHOM BBIIIIE ITOPSIIKE.
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IIo oxoHuYaHMHU KaJICHAApHOI'o roaa pa6OTHI/IK alirapara, OTBETCTBEHHBIN

3a BEIECHUE JEJONPOU3BOJCTBA, B KOHLE HOMEHKJIATYPhl JAEH COCTaBISET
UTOTOBYIO 3allUCh O KOJMYECTBE 3aBEACHHBIX Jed (TOMOB, 4acTeil), OTAEIbHO
MOCTOSTHHOTO M BPEMEHHBIX CPOKOB XpaHEHHUS Ha OyMa)XHOM HOCHUTENe
M O KOJIMYECTBE 3aBEJCHHBIX SJICKTPOHHBIX J€JI MOCTOSSHHOTO U BPEMEHHBIX
CPOKOB XpaHEHHMS, a TAaKXKe 3aMO0JHIET Tpady 3 HOMEHKIATYpPHI.

Cpoxk XpaHeHHs] JOKYMEHTOB YKa3bIBAa€TCSl B HOMEHKJIATYPE JI€I CO CChLIKOM
Ha cTaTthio llepedHs uiM MHOM HOPMATUBHBIM MPABOBOW aKT, YCTAaHABJIMWBAIOIINMN
CPOK XpaHeHUs1 JOKyMeHTa. CpoK XpaHEHUsI TOKYMEHTOB, HE YKa3aHHbIX B JAHHOM
[lepeune, ycrtanaBnuBaercs mno coryacoBanuto ¢ Caskr-lleTrepOyprekoi
nzouparenpHoit komuccuent u SIIMK LIT'A CII6.

Ncuncnenne CPOKOB XpaHCHUS JIOKYMEHTOB, 3aKOHYEHHBIX
JEJONPONU3BOACTBOM B TEKYIIEM T'OJly, HAUMHAETCS C | SHBaps CIEAYIOIIETO ro/a.

TepputopuanbHas KOMHCCHS TaKKe BIpaBe pa3paldaThiBaTh THUIIOBBIC
W/WJIA PUMEPHBIC HOMEHKJIATYPHI JEJ 1JI y4aCTKOBBIX M30UpaTEIbHBIX KOMUCCHUH.

12.2. OdbopmiieHre  TOKYMEHTOB, 3aKOHUEHHBIX JIEJIOMPOU3BOJICTBOM,
dbopMHupOBaHUE U TEKYIIIEe XpaHEHHUE JeJI B TEPPUTOPHATHHON KOMUCCHH.

3aKOHYEHHBIE JENONPOU3BOACTBOM JOKYMEHTBI ohopMIISIOTCS
B COOTBETCTBHHM C TpeOoBaHUsSMH WHCTPYKIIMHU, CIHCHIBAIOTCS MpejceaaTesieM
TEPPUTOPUAITBHON KOMHUCCHUH B J1€J10. [[pr 5TOM B HM>KHEN YaCTH JIMLIEBOM CTOPOHBI
MEPBOTO JINCTA JJOKYyMEHTa Ha CBOOOIHOM OT TEKCTa MECTE CTABUTCSI OTMETKA O €T0
WCIIOJTHEHUH, AeNaeTcsi HaAnuCh «B /1eno», MOXKeT yKa3bIBaThCsi HOMEP Jeja Mo
HOMEHKJIaType M  jgara  coucaHus. [lpm HEoOXOOUMOCTHM  OTMeETKa
00 WCMOJIHEHHH MOXKET OBbITh cjellaHa Ha OOOPOTHON CTOPOHE IMEPBOTO JIHCTA
nokymeHTa. B perucrpannonHyio (QopMy BHOCHTCS OTMETKa O CIHCaHUU
JOKYMEHTA B JIEJIO C YKa3aHWEM HOMEPA JIeJIa COTJIACHO HOMEHKJIAType JIEIT.

HcnonHeHHble  TOKYMEHTHI  (POPMHUPYIOTCS  paOOTHUKOM  ammapara,
OTBETCTBEHHBIM 3a BEJCHHUE JIEJONPOU3BOACTBA, B J€lla B COOTBETCTBUU
C YTBEPKJICHHOM HOMEHKIIATYPOU JIeIl.

Jleno cuMTaeTcs 3aBEICHHBIM C MOMEHTA BKJIIOUYECHHUS B HErO IEPBOTO

HUCIIOJIHCHHOI'O JOKYMCHTA.
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3aKOHUYEHHBIE JIETONPOU3BOACTBOM JIEKTPOHHBIE TOKYMEHTHI (POPMUPYIOTCS

paOOTHMKOM  ammapaTa, OTBETCTBEHHBIM 32 BEJCHHE JICJIOMPOM3BOICTBA
B DJIEKTPOHHBIE JieNia (Talku, AMPEKTOPUH) B COOTBETCTBUM C HOMEHKJIATYpOU Aell.

IIpu ¢QopmupoBaHun gena MpoBepsSETCS MPABUIBHOCTb  OTHECEHUS
JOKYMEHTOB B JIaHHOE JIeJI0, Ka4eCTBO 0(OPMIICHHUS M KOMIUIEKTHOCTh JOKYMEHTOB,
HaJIn4yue HOJITUCEH, BU3, PETrUCTPallMOHHBIX HOMEPOB, CIPaBOK
WIA OTMETOK 00 WCHOJHEHWM, CHHCAHWW B JeN0 W Jpyrux. HempaBuibHO
oopmiIeHHBIE JOKYMEHTBI JIOJDKHBI OBITh JOO(QOPMIIEHBI, a 3aTEM IOMELICHBI
B JIEJIO.

He nomyckaercs momeiieHue B JI€J0 AOKYMEHTOB, COJEp>KaHHE KOTOPBIX
HE COOTBETCTBYET 3aroJIOBKY Jiena.

[Ipu popmMupoBaHUM J1€7 COONIOAAIOTCS CIEAYIOIINE TPEOOBAHMUS:

JOKYMEHTBI MOCTOSSHHOTO M BPEMEHHOTO XpaHEeHHsS (POpMHpYIOTCS B JAela
pa3zenpHo;

B JIEJI0 BKJIIOYAIOTCS TOJBKO MCIOJHEHHBIE, MPaBUIBHO OQPOPMIICHHBIE
JIOKYMEHTBI B COOTBETCTBUH C 3ar0JIOBKaMHU JIeJ B HOMEHKJIATYpE;

BCE€ JJOKYMEHTBI, OTHOCSIILIMECS K PELIEHUIO OJHOI0 BOIpoca, (GOpMHUPYIOTCS
B OJIHO JI€JIO;

JOKYMEHTBI, OJIJIEKaIIe BO3BPATY, B JIEJIO HE MIOMEIIAIOTCS;

B JIEJI0 TIOMEIIAETCS TOJIbKO OIUH 3K3EMIUIAP JOKYMEHTa, YE€PHOBUKHU
Y BApUAHTHI IPOEKTOB IOKYMEHTOB B JIEJI0 HE MOAIINBAIOTCA (32 UCKITIOYCHUEM TEX,
Ha KOTOPBIX MMEIOTCS BH3bl, YKa3aHHs MO MCIIOJHEHUIO JOKYMEHTOB WM JIPYyTHe
OTMETKH, JAOTOJIHSIONINE TIEPBHIN dK3EMIUISIP);

B JIEJIO BKJIFOYAIOTCS, KaK MPaBUIIO, JOKYMEHTHI OJIHOTO KaJIEHJapHOTO rojia
(MCKJIIOYEHUE COCTABIIAIOT JINYHBIE U MEPEXOISALIUE J1eT1a);

00beM (GOPMHUPYEMBIX JI€JT TIOCTOSTHHOTO XPAHEHUS U T10 JIMYHOMY COCTaBY HE
JOJKEH npeBblath 250 nmuctoB (3—4 cM TONIIMHBI KOPEUIKa Aea), TOJNIUHA e
BPEMEHHBIX CPOKOB XpaHEHUs He AoJkHa npeBbiath 10 cm. [Ipu 6onbiem o0beme
JOKYMEHTOB B Jnene  (GopMUpyeTCsS  HECKOJBKO  TOMOB  (4dacteil).

[Ipn Hanmuuuu B Je€ HECKOJBKMX TOMOB (YacTeil) MHAEKC M 3arojoBOK Jena
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MPOCTABJISIFOTCS HAa KaXXJI0OM ToMe ¢ JobaBiaeHrneM o0o3HaueHuit «Tom 1», «Tom 2»

U T.J.

DNEeKTpOHHBIE JOKYMEHTBl Ha TOMa M 4YacTH HE pa3leistoTcs.
Bce aneKkTpoHHBIE TOKYMEHTBI, OTHOCALIMECS K OJHOMY HOMEHKJIATYpHOMY
UHJIEKCY, HE3aBUCUMO OT UX 00bEeMa, BKIFOUAIOTCS B OHO 3JIEKTPOHHOE JIEJIO.

B ciiyuae HE0OXOIMMOCTH JOKYMEHTHI IO OJHOMY M TOMY K€ BOIPOCY,
HO C pa3IUYHBIM CPOKOM XpaHEHHS MOTYT HaXOAWUTHCS B OJHOM Jieje
70 KOHIIA TEKYIIEro Toja WM 0 3aBEPUICHUS MCIOJHEHUS TOKYMEHTa, a 3aTeM
nepedopMHUPOBBIBAIOTCS B Ji€j1a IOCTOSHHOTO U BPEMEHHBIX CPOKOB XPAHEHHUSI.

B neno BkIO4arOTCS BCE JOKYMEHTBI MO KOHKPETHOMY BOIIPOCY BMECTE
C IPUJIOKEHUSIMH, YKa3aHHBIMH B TEKCTE JOKYMEHTA, IPU OTCYTCTBUM MPUIIOKEHUH,
yYKa3aHHBIX B TEKCTE IOKyMEHTA, UCIIOIHUTEIb 00513aH OPraHu30BaTh UX PO3BICK U B
ciyJae 1754 oOHapyKeHus chopMHUPOBATh B hi () (! BMECTE
C JIOKyMEHTOM, K KOTOPOMY OHHM mpuiaratorcsi. Ecim po3bICK JOKYMEHTOB el
MIOCTOSTHHOTO WJIM JTOJTOBPEMEHHBIX CPOKOB XpaHEHHs, B TOM YHCIE M0 JHYHOMY
COCTaBy, HE Jal  [OJIOKUTEIbHBIX  PE3yJIbTaTOB,  COCTABIISIETCS  aKT
0 HEOOHAPYKEHUHU JTOKYMEHTOB, ITyTH PO3bICKAa KOTOPBIX UCUEPIIAHBI.

JIOKyMeHTBI ~ BHYTPH  Jlella  paclojaraloTcsi B XPOHOJOTUYECKOU
WA BOMPOCHO-JIOTUYECKON MOCIIEI0BATEIbHOCTH HIIM UX COUETaHUU.

HopMatuBHBIE ¥ OpraHM3allMOHHO-PACIIOPAIUTENBHBIE  JTOKYMEHTHI
C OTHOCSAUIMMHCS K HHUM MPWIOKEHUSMU TPYHNIUPYIOTCA B Jejla IO BUAAM
JIOKYMEHTOB U 110 XPOHOJIOTHH.

[TpoTokombl 3aceaHnii TEPPUTOPUATBHON KOMUCCHH PACIONIAraloTcs B Jene
[0 XPOHOJIOTUM B TOPSAKE BO3pacTaHUS HOMEPOB. JIOKyMEHTHI K 3aceqaHHIo
TEPPUTOPUATIEHON KOMUCCHH TIOMEIIAI0TCS ITOCIIE COOTBETCTBYIOIIETO MPOTOKOJIA B
HOPSIKE PACCMOTPEHHS BOMPOCOB HA 3aCEAaHUU.

[Tonoxenus, UHCTPYKIUH, YTBEPXKACHHbIE  PaCHOPSIUTEIbHBIMU
JOKYMEHTaMH, SIBJISIOTCS TPHIOKEHUSAMA K HUM U TPYNIHPYIOTCS BMECTE
C YKa3aHHBIMHU JOKYMEHTaMH.

[InanoBas u oTYeTHas! JOKYMEHTAIUSI HE3aBUCUMO OT JIaThl €€ COCTABIICHUS

BKIIIOYACTCs B ACJIO TOr'oO roada, K KOTOpomMy OHa OTHOCHUTCA.
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IIpu nHeoOxomumoctu B aene «llepernucka» wucXonsimuii (OTBETHBIN)

JOKYMEHT TIOMEMIaeTcsl Tmocie BXojsamiero. [Ipm BO30OHOBICHUHM TMEPEHTUCKA
10 BOIMPOCY, HAYaBLICHCS B MPEABIAYIIEM IOy, IOKYMEHThI BKIIOYAIOTCS B JIEJIO
TEKYLIEro roja W YKa3bIBaeTCS MHJEKC TOTO JieJla [0 HOMEHKIAType el
NpEeAbIAYIIEr0 TOoJa, B KOTOPOM HaXOJATCS MPEAUIECTBYIOIINE JOKYMEHTBI
10 3TOMY BOIIPOCY.

OOpamenns rpaxaaH U JOKYMEHTHI 10 MX PACCMOTPECHUIO (OPMHUPYIOTCS
B oTnenbHbIe fena. OOpamieHus, TOKYMEHThI M0 UX PACCMOTPEHUIO COCTaBJISIOT
B JIEJI€ CAaMOCTOSITEJbHBIE TPYIIBI M TOMENIAIOTCS B JI€la B COOTBETCTBUU
C HOMEHKJIATYPOl 1eJ1 TEPPUTOPUATIBHON KOMUCCHH.

[Ipu popmupoBaHum aena U3 HECKOJIBKUX TOMOB (4YacTeit), KpomMe OOIIero
3aroJioBKa nena npu HEOO0XOIMMOCTH COCTAaBJISIOTCS 3aroJ0BKU
Ka)XJI0ro ToMa (4acTu), yTOUHSIIOIIME COAEpKaHuEe TOMOB (JacTeil) nena.

B nenax, Haxomsmmxcs B JEIOMPOU3BOJACTBE, JOKYMEHTBI TEKYIIETO roja
pacroyiaratoTcsi MO XPOHOJOTMM CHHU3Y BBEpX IO Mepe TMOCTYIUICHHUS.
[Ipy mnOArOTOBKE K clIadye B apXWB Jela C JOKYMEHTAaMU IOCTOSIHHOTO
U JOJTOBpeMeHHbIX (cBbIme 10 jeT) cpokoB XpaHeHHs MepedOpMUPOBBIBAIOTCS
B 00paTHOM MOpPSJIKE: TOKYMEHT, MOCTYMUBIIUN B KaJ€HIAPHOM IOy MOCIIEIHUM,
JOJKEH OBITh BHU3Y JieNla, a TMEepPBbIA JIOKYMEHT KaJICHJApPHOTO Toja — BBEPXY,
MIEPBBIM.

Jlena ¢ MOMEHTa MX 3aBEJICHUS U 10 MEPENaud B apXHUB WU YHUUYTOKECHUS
B CBS3U C MCTEUECHHEM CPOKOB XPAaHEHUSI HAXOJIATCS y Mpejcenarens (cekperaps
uiu pabOTHHMKA arfmapara, OTBETCTBEHHOI'O 3a BEJCHUE JEIOMPOU3BOJICTBA)
TEPPUTOPUATIBHON KOMHUCCHH.

OJIEKTPOHHBIE  JOKYMEHThI  (OPMUPYIOTCSI B DJIGKTPOHHBIE  Jeja
B COOTBETCTBMM C HOMEHKJIATypod jen. B HoMeHknaType Jen yKas3bIBaercs,
YTO JIEJI0 BEIETCS B JJIEKTPOHHOU (opme. DIEKTPOHHBIC TOKYMEHTHI TOCIe
WX HCTOJHEHMUS WM OTMPAaBKU TOAJIeKAT XpaHeHuio B IIJl B TedeHue CpOKOB,
MPETYCMOTPEHHBIX 11 AQHAJIOTHYHBIX JIOKYMEHTOB Ha OyMa)KHOM HOCHTETIE.
B cmydae ecim nena mpencraBiieHbl Ha OyMakHOM HocuTene W B (opme

AIIEKTPOHHBIX JTOKYMEHTOB («THOPUIAHOE JEJI0») U HE UMEIOT 3JIEKTPOHHOTO 00pa3a
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B COOTBETCTBYIOLIEHU PVK, TO OHH oJiexatT CKaHUPOBAHUIO

C MOCJIEAYIOIUM MNPUCOEAMHEHUEM 3JIEKTPOHHOrO0 00pa3a B COOTBETCTBYIOLIYIO
PVK.

B HOMeHKnaType Aen 3JeKTPOHHOE JIEN0 M JIe]10 Ha OyMa)KHOM HOCHUTEIE
OTPAXXAIOTCA Kak JBa TOMAa, HMMEIOIIME OJWH 3aroJIOBOK M CPOK XpaHEHWS.
K unaexcy anekTpoHHOro Jesna npulaBisieTcs IuTepa «I.

[IpoTokonsl 3acelaHuil, PEIICHUS TEPPUTOPUAIBHOW KOMHUCCHUH, CIHACKHU
IIPUTIIALICHHBIX, IPWIAraéMble K MPOTOKOJY IOJUIMHHBIE 3K3EMIUIIPBl pELICHUAN
C COOTBETCTBYIOIIUMU IPUIIOKEHUSAMU, IPOTOKOJBHBIEC IOPYYECHUS, JOKYMEHTHI,
MIOCIYKMBIIME OCHOBAHMEM JUII PACCMOTPEHMS BONpPOCAa HAa 3acelaHuu
TEPPUTOPUATIBHOM  KOMHCCUHM, paclIM@poBaHHAs  ayJauo3alUCh  3acelaHus
(npu ee HAIM4YKK), A0 MEPEAAYM B apXHUB HAXOIATCA y npeaceaarens (paboTHHKA
anmapara, OTBETCTBEHHOIO 3a BEJIEHHUE JEJONPOM3BOJCTBA) TEPPUTOPHAIBHON
KOMMCCHHU.

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

Jlena MOJKHBI HAXOOUThCsl B paboueld KOMHATe WIM B CHEUAJIbHO
OTBEJCHHOM IS 3TOM L€ MOMEIEHUN U XPAHUTHCS B 3alMparoluxcs mkadax,
IIPEAOXPAHAIOLINX JOKYMEHTHI OT IBUIM U BO3JIEUCTBUS COJTHEYHOTO CBETA.

B wmensx obOecnedeHuss ONEpPaTUBHOIO TIOMCKA JIOKYMEHTOB Jela
pacronararorcs B COOTBETCTBUM C HOMEHKJIATYpOM €I, KONHUSA KOTOPOU
IpU HEOOXOIMMOCTH, TIOMEIIAETCS HA BHYTPEHHEH CTOpOHE ABEpIb MKada.

Ha xopemikax o0noxkeK Jiefa yKa3bIBalOTCA UHACKCHI [ 110 HOMEHKIAType
ned.

Jlena, Haxopnsmuecs Ha TEKYIIEM XpaHEHHMH, Moiuexar yuery. llepen
nepefayel  JOKYMEHTOB B apXWB  NPOBOJWTCS  NPOBEPKA  HaIW4us
Y COCTOSIHUS TOKYMEHTOB U JIeJ1 B LIEJISIX YCTAHOBJICHUS (PAKTUUECKOTO HATMYHS 1T
Y COOTBETCTBUS UX KOJIMYECTBY, YHCIISIIEMYCS IO HOMEHKIIATYPE AEII.

IIpoBepka HanmMuMsi MW COCTOSHHMS JOKYMEHTOB M J€JI IIPOBOAMUTCS
IIPU NEPEMELIEHUN JEJ, BO3BpATe JEl, CMEHE NPEACENATeNs] TEPPUTOPHAIBHON

KOMHUCCHUH, TIEpe]1 Iiepeadeii B apXuB.
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[IpoBepka MPOBOAMUTCS TMyTEM CBEPKU CTATed HOMEHKJIATYphl el

C OINKCAHUEM JIeT Ha O0J0XKKE, a PU3NIECKOE COCTOSTHUE JIEN ONPEACISIeTCs MyTeM
WX BH3yaJIbHOTO TpocMoTpa. Bce oOHapykeHHble HEIOCTATKH (DUKCUPYIOTCS
B aKTE€ MIPOBEPKU HAIMYUS U COCTOSHUS JEN.

B cimydae yTparbl JOKYMEHTOB UM J€JI IPOBOJUTCA  CIYXeOHOE
pacciieoBaHue, IO Pe3yibTaTaM KOTOPOrO JIMIO, BUHOBHOE B YTpaTe, HECET
OTBETCTBEHHOCTh B YCTAHOBJIEHHOM  Tmopsiake.  llpuHumarorcs — mepsl
0 3aMEIIECHUI0 YTPAuYEHHOTO JOKYMEHTA 3aBEPEHHOM KOomuel (110 BOZMOXKHOCTH).

Ecnu otnensHbIE JTOKYMEHTBI, YK€ BKJIKOYEHHBIE B JI€J0, BPEMEHHO
TpeOyloTCs AJis paboThl, OHM MOTYT OBITh BBIJAHBI M3 Ji€Jla, @ Ha UX MECTO
BKJIQJIBIBAECTCS JIMCT-3aMECTUTEIIb C YKA3aHUEM, KOTJ1a, KOMY U Ha KaKOW CpPOK BbIJIaH
JIOKYMEHT.

12.3. DxcnepTu3a EHHOCTH TOKYMEHTOB.

DKcnepTr3a HEHHOCTH IOKYMEHTOB ITPOBOAUTCS sl yCTAHOBIIEHUS HAYYHO,
UCTOPUYECKOM M TMPAKTHYECKOW 3HAYMMOCTH JIOKYMEHTOB, OOpa30BaBIIUXCS B
nporecce NEeSATENBHOCTH TEPPUTOPHUATIBHOM KOMHCCHH,
C LIeTIbI0 0TOOpa UX JUISl JalIbHEHUIIEro XpaHeH!s UM YHUUTOKEHUS.

OKcnepTh3a UEHHOCTH JIOKYMEHTOB MPOBOJUTCS TMPU  COCTaBIICHUU
HOMEHKJIaTypbl JeJl, B Ipolecce (OpMUPOBaHUS €], NPU MOJATOTOBKE €N
K Tepefaye B apxuB, NPU BBUICIECHUH K YHHUTOXEHHUIO JeJ, 3JEKTPOHHBIX
JIOKYMEHTOB, HE MMOJIEKALUX XPAHEHUIO.

JUIst paccCMOTpEHHsI TMPOEKTOB HOPMATHBHO-METOAMYECKUX JOKYMEHTOB
0 BOINpPOCaM JIEJIONPOU3BOJICTBA U APXMBHOIO JI€Ja, OMUCEW JeNl MOCTOSHHOTO
U TOTOBpeMeHHBIX (CBhIIe 10 JIeT) CPOKOB XpaHEHUs, AKTOB 00 YHUUTOKEHUH JIETT
U JIOKYMEHTOB, HE€ MMEIOIIMX HAYyYHOW LIEHHOCTM U MPAKTHYECKOTO 3HAYEHUS,
MPUKa30M Tpeaceaaresis TEPPUTOPUATIBHON KOMHUCCHUU CO3[AeTCsl AKCIepTHas
komuccus (ganee — IK).

B ee ¢pyHKUIMM BXOIUT pAaCCMOTPEHUE U COTJIACOBAHME HOMEHKIIATYPHI Je
TEPPUTOPUATIEHON KOMHUCCHMU.

B cocraB DK Moryr BKIIOYATBHCS WIEHBl TEPPUTOPUATIBHON KOMUCCHUH,

IrpaXIaHCKHC ClIy’Kaiue arIiapara TeppI/ITOpPIaHBHOﬁ KOMUCCHH,
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M0 CcOorjiacoBaHuio paboTHuku amnmnapara Caskt-lIletepOyprckoii mzOupaTenbHON

KOMUCCHHU.

[Ipy mnpoBeneHHHM SKCIEPTHU3bl LIEHHOCTH JOKYMEHTOB OCYLIECTBIIECTCS
0TOOp JIeJl MOCTOSTHHOTO U JIOJTOBpEMEHHBIX (CBbImIe 10 JIeT) CPOKOB XpaHEHHS,
B TOM YHCJIE TI0 JJUIHOMY COCTaBy, OTOOp JIe] C BpEMEHHBIMHU CPOKaMH XpaHCHUS,
MOJICKAIINX XPAHCHUIO, BBIICICHUE K YHUYTOXEHHUIO JENI, CPOKH XpaHECHUS
KOTOPBIX UCTEKJIU. [Ipu 3TOM OJIHOBpPEMEHHO MPOBEPSAIOTCS KauyeCTBO U MOJHOTA
HOMEHKJIATypbl €N, MPaBUIBHOCTb ONPEACICHUS CPOKOB XpaHEHUS Jed,
JIOKYMEHTOB.

DKclepTr3a 1EHHOCTH JOKYMEHTOB OCYIIECTBISICTCS IMyTEM IOJMCTHOTO
npocmoTpa Jnen. He nmomyckaercs oTOOp JTOKYMEHTOB IS XpaHEHHS
WJIU K YHUUYTOKEHUIO TOJILKO HAa OCHOBaHUU 3ar0JIOBKOB JIEJI.

OT6op  SNEKTPOHHBIX  JOKYMEHTOB  JUIsi  TepeJayd B apXuB
MOXXET OCYIIECTBJIATHCS B aBTOMAaTH3HUPOBAHHOM pEXHME IMyTeM O0TOopa
nokyMeHTOB B I/ mo npusnakam «MHaekc nena», «Cpok XpaHEHUD.

JIOKyMEHTBI, YTpaTUBIIHE MPAKTUYECKOE 3HAYEHHE W HE HMEIOLIUe
HUCTOPUYECKOW WJIM HAYyYHOM LIEHHOCTH, IO HCTEYEHUU YCTAHOBJIIEHHBIX CPOKOB
XpaHEeHUs MOJIJIeKAT YHUYTOKEHHIO T10 aKTy.

AKTBI O BBIICJICHUU K YHUYTOKEHUIO 1€ U JOKYMEHTOB PacCMAaTPUBAIOTCS
Ha 3acegaHusx OK OJHOBPEMEHHO C ONUCAMHM [I€Jl. YHHUUYTOXKEHUE el
Y JJOKYMEHTOB JI0 YTBEP>KICHUS aKTOB 3aIpPEeIaeTCs.

[To pe3ynpTaTaM SKCTIEPTU3HI IIEHHOCTH TOKYMEHTOB PaOOTHHUKOM arapara,
OTBETCTBEHHBIM 3a BEJICHUE JICJIONPOU3BOJICTBA €KETOTHO COCTABIISIIOTCS] CBOTHBIE
OMUCH nen MOCTOSTHHOT'O u JOJITOBPEMEHHBIX
(cBbime 10 7eT) CPOKOB XpaHEHUS W MO JIMYHOMY COCTaBy (MPUIIOKEHUS
NeNe 13,14,15), a Takke aKThl O BBIACICHHM K YHHYTOKCHHIO JIOKYMEHTOB,
HE MOJUIeXKAIMX XpaHeHUo (prioxenne Ne 16).

Onucu el MOCTOSHHOTO M JOJTOBpPeMEHHBIX (CBbImie 10 JeT) CpokoB
XpaHEHHUs, a TakXKe akTbl O BBIJCICHUA K YHUUYTOXKEHUIO JOKYMEHTOB,
HE MOJUIeKAINX XpaHEHHUI0, paccMaTpuBaroTcs Ha DK.

Onucu ACI, HAJOKYMCHTOB TIIOCTOSHHOI'O CpOKa XpaHCHUA MW  aKThI
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O BBIICIICHHUHN K YHUUYTOXKCHUIO JOKYMECHTOB, HC ITOJJIC)KAIINX XPAaHCHUIO, ITIOAJICIKAT

yTBepxaeHuIo [leHTpanbHoil 3KcnepTHO-TIpoBepouHor komuccuu (nanee — [{II1K)
ApPXHUBHOTO KOMHUTETA Cankr-IleTepOypra, a OTHCH nen
no jguyHoMy coctaBy — yTBepxkaenuio DIIMK HI'A CII6. Ilocne ytBepkaeHus
LSIIK ApxuBHoro komuteTa Cankt-IleTepOypra onucu fen ¥ akThl O BbIACICHUN
K YHUYTOXKEHHUIO JIOKYMEHTOB, HE MOJJICKAIIUX XPAHEHUIO, YTBEPXKIAIOTCS
npeceaTeraeM TEPPUTOPUATIbHON KOMUCCU.

YepHOBUKM U  PYKONHCH TMOJATOTABIMBAEMBIX JOKYMEHTOB, KOIHH
WH(GOPMAIIMOHHBIX M JIPYTUX MaTepHalioB, HE TMOJJIekKAIINX BKIIOYEHUIO
B HOMEHKJIATypy J€JI, 0 MUHOBAaHUM B HUX HaJOOHOCTH MOTYT YHHUTOXKAThHCS
0€e3 COCTaBIJICHUS aKTa.

[leperner (moammBKa) JAe MPOU3BOJUTCA TOJIBKO TIOCIE MPOBEIACHUS
AKCIEPTU3bI LIEHHOCTH IOKYMEHTOB.

12.4. Odopmnenue ned.

Jlena, mojyiexaiyde Tmepefadye Ha XpaHEHHE B apXWB, JOJDKHBI OBITh
o(opmIIEHBI COOTBETCTBYIOLIUM 00pa3oM.

OdopmiieHue aena BKIIOYAET B ce0s1 MPOBEPKY CUCTEMATU3AIMH TOKYMEHTOB
BHYTpH JieJla, HyMEPALMIO JTMCTOB, COCTABJIEHUE BHYTPEHHEH ONMUCU JOKYMEHTOB
nena (npunokenune Ne 17), nucra-3aBeputens jgena (mpuiokenue Ne 18),
oopMIICHUE PEKBU3UTOB O0JI0KKH, TOAMIUBKY (TIEpErJieT) aena.

B 3aBHCHMOCTH OT CPOKOB XpaHEHHS MPOBOJUTCS MOJTHOE MM YACTHYHOE
odopMIICHHE JIC]I.

Jlena MOCTOSIHHOTO U JIOJATOBpEMEHHBIX (cBhilIe 10 J€eT) CpoKOB XpaHEHUs
noJyiexkar nosHomy odopmienuto. [lonmnoe odopmiieHue aena npexycmMaTpruBaeT
IPOBEPKY  CHUCTEMATH3allMd  JOKYMEHTOB BHYTPU  Ji€la, TPaBWIbHOCTH
ux oopmieHUs (HAIMUYUEe HEOOXOIUMBIX TTOAMKUCEN, BU3, OTMETOK O PErUCTpaIluu
U UCIIOJIHEHUHU, MPWIOKEHUI), HyMEpalui0 JIUCTOB, COCTABJICHHE BHYTPEHHEU
ONMKUCH JOKYMEHTOB Jenia (Uisi 0co00 LEHHBIX NeJl, JUYHBIX e, a Takxke e,
cOPMHPOBAHHBIX 1O PA3HOBUIHOCTSM JOKYMEHTOB, 3aroJIOBKM KOTOPBIX
HE paCKpBIBAIOT KOHKPETHOE COJEpKaHUE JOKYMEHTa), COCTaBJIEHHWE JINCTa-

3aBepuTeNs Aena, ohopMIeHHE PEKBU3UTOB 00JI0KKH, TTOAIIMBKY (TIeperieT) aena.
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Hena BpemeHHBIX (10 10 €T BKIIOYUTENBHO) CPOKOB XpPAaHEHUs MOJJIeKAT

4aCTUYHOMY O(OPMIICHHMIO: JIOMYCKAeTCd HE MPOBOAUTH CHCTEMATU3ALUIO
JOKYMEHTOB B JeJie, JHCTHl Jeina He HyMepoBaTh, 3aBEPUTEIbHBIC HAAMKUCH
HE COCTaBJISTh.

Oo6oxKa nena odopmitsieTcs 1o YCTaHOBJICHHOM dbopme
(npunoxkenne Ne 19). Ilpu stom 0003HaueHHE apXUBHOrO MM(dpa, HAHOCUMOE
B MPaBOM BEpPXHEM yIiy, mepeBopaunBaeTcs Ha 180 rpaaycoB MO OTHOIICHHIO
K O00O03HaUYeHHIO B JIEBOM HIDKHEM YIJy €IWHULBI XpaHeHus. CBeaeHus
Ha 00JIOKKY NMEPEHOCATCA U3 HOMEHKJIATYpPbl JIe1 C YTOUYHEHUSIMH, OTPaKatoIuMHU
(dakTUYECKuil COCTAaB TOMEIICHHBIX B JIET0 JOKYMEHTOB.

Obnoxxkka nena odopmisieTcss YEepHbIMM CBETOCTOMKMMH UYEpHHIIAMH,
paz00opunBO, 6€3 COKpaIICHUMN.

Ha o6noxkke nema yka3bIBalOTCS CIEAYIONIME PEKBU3UTHI: HAUMEHOBAHUE
TEPPUTOPUAIBHON KOMHUCCHUH, JIEJIONPOM3BOACTBEHHBII HOMEp (MHIEKC) Jena,
3arojIOBOK Jefa, jJara Jena (Toma, 4acTH), KOJUYECTBO JIHCTOB B JIeNE, CPOK
XpaHEeHHUs JieJia, apXUBHBIN MHUGP ena.

PekBu3uTHI, IpocTaBiIsgeMble Ha 00J0XKKE /1e7a, 0QOPMIISIOTCS CIEAYIOLUM
obOpazom:

HaMEHOBAaHUE TEPPUTOPUATILHOW KOMHCCHM YKa3bIBaeTCsl B COOTBETCTBHUU
C DPErJIaMeHTOM TEPPUTOPHAIBHON KoMmHccHH. [IpW M3MEHEHWH HauMEHOBAHUS
TEPPUTOPUATBHON KOMUCCUU B TEUEHHUE MEPHOA, OXBATHIBAEMOI'O JTOKYMEHTaMHU
nena, Ha 00JI0KKE K CTapoOMy HAaMMEHOBAHHUIO MPUIHICHIBAETCS HOBOE;

JEJIONPOU3BOACTBEHHBIN HOMEP (MHIAEKC) JieJa — MpocTaBisieTcs: HudpoBoe
o0o3HaueHUEe (MHIEKC) Jieja M0 HOMEHKJIAType Jell M yKa3blBaeTcs HOMEp ToMma
(vactn);

3aroJioBOK (HaWMMEHOBAHME) Jiela MEePEHOCUTCS W3 HOMEHKIATYpbl el
(B HEOOXOIMMBIX CITy4asiX B 3ar0JIOBOK BHOCATCS YTOUHEHMS);

JaTa fiena — Ha O0JIOKKE Jieia yKa3bIBAIOTCS IBE AAaThl, KOTOPHIC HA3bIBAIOTCS
KpallHUMH JaTaMH M COOTBETCTBYIOT TOJy 3aBEJCHUS W OKOHYAHHS Jelna.
Hauanpnast nata —3TO Jara caMOro paHHEro, a KOHEYHasl jJara — JjaTa camoro

no3gHero AOKyMCHTa B ACIIC. HpI/I O9TOM VYYUTBIBAIOTCA OAaTbl BXOIAIINX
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N HCXOOAIIHUX JOKYMCHTOB (B ciydya€ HUX OTCYTCTBHUA — JaTbl PCrucCTpanuu

JIOKYMEHTOB) U HE YUUTHIBAIOTCS IaThl CIUCAHUSI IOKYMEHTOB B JI€JI0, YKa3aHUH 10
UCIIOJIHEHUIO JIOKYMEHTOB, OTMETOK MCIOJHUTENS (32 UCKIIOUYEHHUEM CIIy4aes,
KOI'/Ia Ha JIOKYMEHTax HE UMEETCs JIPYTuX JaT, KpoMe MepedrclieHHbIX). Jlatamu
JIeN, COJIep KallNX MPOTOKOJIbI 3aCEIaHUM, IBISIOTCS JaThl IEPBOrO U MOCIEIHETO
IIPOTOKOJIOB, BOLIEIINX B JEJO.

[Ipn Hamucanum KpaHUX AaT HA OOJIOKKAX el MOCTOSHHOTO XpaHEHUS
YHUCJIO U TOJ MPOCTABISAIOTCS apabckumu 1udpamMu, a Ha3BaHUE Mecslla MUILIETCS
nponuchio 6e3 cokpaimieHus. Ha oOnokkax Je1 BpPEeMEHHBIX CPOKOB XpPaHECHHS
YKa3bIBA€TCS TOJIBKO TO/I.

Ha oOnoxkax jen, coOCTOSAIMMX U3 HECKOJIBKUX TOMOB (4acteil),
MPOCTABIIAIOTCS KpallHUE AaThl KAXKJIOTO TOMa (YacTH).

KonuuectBO  mpOHYMEpOBaHHBIX B JieJie  JIMCTOB  MPOCTABIISIETCS
C JINCTa-3aBEPUTEIIS JIETIa.

Cpok XpaHEHHs TMEPEHOCUTCS Ha OOJIOKKY Jejla U3 HOMEHKIATyphl JAell.
Ha nemax nmocrostHHOro XpaneHnus numercs: «I[1octostHHOY.

ApxuBHBIN mUdp AeIa COCTOUT U3 HoMepa (oHIa, HOMEpa ONUCH, HOMEpa
Jiesa Mo OMKUCH U MPOCTABIISIETCS MOCJIE YTBEPKACHUS U COTJIACOBAHUS ONUCEN Ael
MOCTOSTHHOTO U JIOJITOBPEMEHHBIX (CBbIIIE 10 JeT) CPOKOB XpaHEHUSI.

Ha «kopemke Jfena yka3pIBalOTCS 3arojIOBOK  Jiefla, MHAEGKC Jena
110 HOMEHKJIATYpE, aTa JIeJia U CPOK XPaHEHUS.

B nensix oGecriedeHnst COXpaHHOCTH Y 3aKPETUICHUS MOPSIIKA PACTIONOKECHHUS
JIOKYMEHTOB, BKJIFOUEHHBIX B JI€JI0, BCE JIUCThI, KPOME UUCTHIX, JINCTA-3aBEPUTEIIS
nena u JIUCTOB BHYTpEHHEU OTIUCH, HYMEPYIOTCS
B Pa3BEpPHYTOM BHUJE apaOCKuUMH IudpamMu BajgoBOM Hymeparueid. YUCThie JTUCTHI
U3 Jena u3bIMaloTcs (0e3 MOBPEXICHUS LEIOCTHOCTH JIe7la) U YHUYTOXKAIOTCA.
JIucThl HyMepyIOTCS TPOCTHIM KapaH 1allloM CBEPXY BHU3 B BO3PACTAIOIIIEM MOPSIAKE
HOMEPOB HauuHas ¢ nepBoro. [{udpsl MpoCTaBIAIOTCS B MPaBOM BEPXHEM YTIIy
nucta. Hymepanusi 1IBETHBIMU KapaHAalllaMd, YEpHUJIAMU U HyMEpaTopaMu He

JOMYCKaeTCsl.
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I[OKYMCHTBI ¢ COOCTBEHHOI HYMepaHHGﬁ JIUCTOB, B TOM YHCJIC IICYATHBIC

U3JIaHUsl, HYMEpPYIOTCS B OOIIEM TOpSAKE WM COXPaHSAIOT COOCTBEHHYIO
HyMEpaluio, €Cid OHa COOTBETCTBYET IOPSAIKOBOMY pACIOJIOKEHUIO JIHCTOB
B JIEJIE.

Cnoxennpli nucT Oombmmoro ¢opmara (A2, A3) pasBopaymBaeTcs
U HyMepyeTcsi B INPaBOil yacTu BepxHero mois jucra. IIpu atom suct mo0oro
dopmaTta, MOAIIUTHIA 3a OAMH Kpail, HyMepyeTcs KaK OJWH JIUCT, a JIUCT,
CIIO)KEHHBII M MOJIINUTBHIM 3a CepeuHy, NMOJJIEKUT IEPELIMBKE U HyMEpPYETCs
KaK OJIMH JIUCT.

Ecnu B nene ecTh KOHBEPT C BIOXKEHUSAMH, TO CHa4ajga HyMepyeTcsi KOHBEPT,
a 3aTe€M OYEpEeIHBIM HOMEPOM KaXK/10€ BIIOKEHHUE.

Qdortorpaduu U Apyrue WIUIFOCTPATHBHBIE MaTepUalbl HYMEPYIOTCS
Ha 000POTHOI CTOPOHE B JIEBOM BEPXHEM YIIIY.

JIucT ¢ Harayxo HaKJI€EHHBIMHM JOKYMEHTaMu (Bblpe3kamu, ¢potorpadusiMn)
HYMEpYeTCsl KaK OJIMH JIUCT. ECl K TOKYMEHTY MOAKJIEEHbI OJJHUM KpPaeM Jpyrue
JOKYMEHTBI (BCTaBKU TEKCTA, IEPEBOJIBI), TO KAXKIBII JIUCT HYyMEPYETCS OTIEIBHO.

[Ipunoxenue K Jelly, COCTaBIIOLIEE OTIAEIbHBIM TOM, HyMEpyercs
OTJIEIBHO.

[Ipy Hanmuuuu OTHEIBHBIX OIIMOOK B HyMepaluu JHCTOB B Jeiax
Opy TOATOTOBKE HUX K CcJadye B apXUB JOIMYCKAETCS IO COIVIACOBAHMIO
C HUM YINOTpeOJIeHHE JINTEPHBIX (C OYKBEHHBIMH JIOTIOJIHEHUSIMU ) HOMEPOB JIUCTOB.

B nenax MOCTOSIHHOrO CpOKa XpaHEHUs M OTHEIbHBIX KAaTErOpHsIX el
N0 JUYHOMY COCTaBy (JIMYHBIX JieflaX, a TaKKe JeNlaX, BKIIOYAIIIMX B ce0s
TPYJIOBBIE JTOTOBOPBI, JOTOBOPBHI T'PAKJAHCKO-IIPABOBOTO XapakTepa M aKThl
BBITIOJIHEHHBIX pa0OT K HUM) I yYeTa U MOKCcKa JOKYMEHTOB B HayaJje Jejia MOKET
MIOMEIIATHCS BHYTPEHHSS ONUCh (Tipuiioxenue Ne 17).

JIucThl BHYTpEHHEN ONMCH HYMEPYIOTCS OTAEIIBHO.

Kaxxnoe neno 3akaHYMBaeTCsl JTMCTOM-3aBEPUTENIEM YCTAHOBJIEHHON (POPMBI
(mpmtoskenne Ne 18).

B nucte-3aBepurene nena urdpamMu u Nponuchio yKa3plBaeTcs (pakTHueckoe

KOJIHMYCCTBO JIUCTOB B JaAHHOM J€JIC, 4 TAKKE HATMYUC JIUTCPHBIX W IMMPOIYIICHHBIX
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HOMCPOB JIMCTOB, KOJIHMYCCTBO JIMCTOB BHYTpeHHCﬁ OIMMCHY M HAJIW4YUC CpCau

JOKYMEHTOB Ta3eT, KHUT, OpormIop, depTexel, ¢ororpaduid, pucyHKOB U T.H.,
CTaBATCA JaTa U MOANUCH paOOTHHUKA, CPOPMUPOBABIIETO JIEJ]I0, U YKA3BIBAIOTCS €T0
JOJDKHOCTh, MHUIIMABI U aMuins. Eciu KonruecTBO JTUCTOB B Jieie U3MEHSIETCH,
3aBEpUTEIIbHAS HAJIIUCh COCTABISAETCS BHOBD.

[Ipu nmoaroToBKe /el K MOJIIMBKE (MEPEIIETy) NPOBEPsETCs MPaBUIBLHOCTD
ux (popmupoBanus, opopmiaeHus. MeTaIMyecKue U MIACTHKOBBIE CKPEIUICHHUS,
a TaK)K€ TEPMOIIEPEIIETHI U3 IOKYMEHTOB YIaJISTFOTCH.

JIOKYMEHTBI OJIIIMBAOTCS TAKUM 00pa3oM, YTOOBI MOKHO OBLIIO CBOOOHO
IPOYUTATh TEKCT KaXJAOro JOKYMEHTa, BHU3bl W YKa3aHUS IO HCIHOJIHEHUIO
JIOKyMEHTA.

12.5. Tlepenaya men B apXuB.

[lepenaua nen nocrosinHoro cpoka xpanenus B L{I'A CII6 ocymecTBisieTcs
noequHUYHO 1o yTBepkaeHHbIM LIDIIK ApxuBHoro komutera Cankr-IletepOypra
OIKCSIM JIeJl TOCTOSTHHOT'O XPAHEHHS.

[IpyeM JOKYMEHTOB Ha TIOCTOSSHHOE XpaHEHHE OQOpMISIETCSI aKTOM
npuemMa-repeaadn J10KyMeHToB (mpuioxenue Ne 20).

[Ipu mepenaue Aen Ha BCEX JK3EMIUISIpAX OMUCH JIeN MPOTHB Ka)JI0TrO
BKJIFOUEHHOTO B Hee nena B rpade «lIpuMeuanue» cTaBUTCS OTMETKA O HaJIMYHUU
nena. B KOHIE KaXIOro »SK3eMIUsipa ONHMCH JIeJ YyKa3blBalOTCsA ULudpamu
U TPONHUCHI0 KOJIUYECTBO (PAKTHUUECKH MPHUHATHIX (MI€PElaHHbIX) B apXuB e,
UHUIMAIBI 1 (aMUIMK JIML, OCYIIECTBISIOIIUX MpUeM-Tiepesady Jel, CTaBATCS
WX MOJIUCH U J1aTa.

[Ipu mpueme aen B apxuBe HpPOBEPsiETCS MPAaBUIBHOCTh UX O(POPMIICHHUS.
Hena, odopmileHHbIE C HapylIEHHWEM IMpaBUJl, YCTaHOBIEHHBIX WHCTpyKIueH,
BO3BpAILAIOTCS B TEPPUTOPUATBHYI0 KOMHUCCHIO C YKa3aHMEM HEIOCTaTKOB
JUISl UX YCTPAHEHHS.

TepputopuanbHas KOMMCCHS uMeeT IPUOPUTETHOE paBo
Ha MCMOJIb30BAHNE JOKYMEHTOB, IIEPEAAHHBIX €10 HA TOCYAApPCTBEHHOE XpPaHEHHE, B

TOM YHUCJI€ HA UX NEPBYIO MyOIUKALHUIO.
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12.6. UcnionHeHHbIE 3JIEKTPOHHBIE TOKYMEHThI CUCTEMATU3UPYIOTCA B IeNia B

COOTBETCTBMM C  HOMEHKIATYpOl  Jed  TEeppPUTOPUAIIBHOM  KOMHCCHH.
[Ipu cocraBiieHUH HOMEHKIIATYphI €Nl B 3arojIOBOK Jelia BKJIIOYAeTCs yKa3aHUe
«ONEKTPOHHBIE JOKYMEHTB.

Cpoku XpaHEHHUsI JJIEKTPOHHBIX JOKYMEHTOB COOTBETCTBYIOT CpOKam
XpaHEHUS AHAJIOTUYHBIX JJOKYMEHTOB Ha OyMa>KHOM HOCHUTEJE.

DKclepTr3a I[EHHOCTH  3JIEKTPOHHBIX  JIOKYMEHTOB  OCYIIECTBIISECTCS
B OOIIEM MOpSJKE, YCTAHOBJIEHHOM [IJIsl JIOKYMEHTOB Ha OyMa>KHOM HOCHTEIIE.
[locne wucTeyeHUsT CpoOKa, YCTAHOBJIEHHOTO JJIsI XPAHEHUsSI SJIEKTPOHHBIX €I
(3JIEKTPOHHBIX ~ JTOKYMEHTOB), = Ha  OCHOBAaHMM  aKTa O  BBIJICJICHUH
UX K YHUYTOKEHUIO, YTBEPKJICHHOTO MTPEACENATEIEM TEPPUTOPUATBHON KOMUCCHUH,
yKa3aHHbIC  DJIGKTPOHHBIE  Jena  (DJIEKTPOHHBIE  JOKYMEHTBHI)  IOJJIeKAT
YHUYTOXXEHUIO.

DJIEKTPOHHBIE JOKYMEHTBI IOCTOSIHHOTO CpOKa XpaHEHUs MeperarTcs
Ha apXWMBHOE XpaHEHHE MO OMHUCsAIM ¢ O(QopMIIEHHEM aKTa MpueMa-mnepenadu

QJICKTPOHHBIX NOKYMCHTOB.

13. OTBeTCTBEHHOCTH

13.1. Ynensl TEeppUTOPUATEHON KOMHUCCUM M TPAXKIAHCKUE CIy>Kalue
ammapara TEpPUTOPHUATIBLHOW KOMHUCCHH, TpaKIaHEe, 3aMEIIAloIINe JOJDKHOCTH,
HE SIBJISIONIMECS JODKHOCTAMH TOCYAapCTBEHHOM TPaXKIaHCKOM CITY:KOBI, a TaKkKe
rpaxjaaHe, MPHUBJICKAEMbIE II0 TPAKIAHCKO-TIPABOBBIM JOTOBOpaM, HECYT
MEPCOHAJILHYI0 OTBETCTBEHHOCTh 3a coOJtojmeHne TpeboBanuii MHCTpyKIuH,
COXPaHHOCTh HAXO/SIIIUXCS Y HUX JOKYMEHTOB.

13.2. OTBETCTBEHHOCTH 3a OpraHu3aIrio JIETOTPOU3BOACTBA
B TEPPHUTOPHATBHON KOMHUCCHH, BHEJIPCHUE aBTOMATHU3UPOBAHHBIX
(KOMIIBIOTEPHBIX)  TEXHOJIOTMA  TIOJTOTOBKM W 0OpabOTKHM  JOKYMEHTOB,
oOecrieueHNEe COXPAHHOCTH ITOKYMEHTOB W Iepefady WX B apXuB, KOHTPOJb
3a cobmoienreM TpedoBannii THCTpyKInu HeceT mpenceaTenb TEPPUTOPHATHHON

KOMUCCHH.
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[Tpunoxxenue Ne 1
K THUIIOBOW MHCTPYKIIUU
0 JIEJIONPOU3BOICTBY B TeppuTOopranbHoOn
n30upatenbHoi komuccuu Ne 18

d)opMa PErHCTPANUOHHOIO KYPHaAJa BXOAAINUX TOKYMEHTOB

OtMeTKa 00
HCIIOJTHEHUHU
. | Kpartkoe
Perucrpanu Ncxonammii (mata
N cozaepxka- [lnanoBas
Jara OHHBIN Koppec- HOMEP Cmoco6 HUCIIOJTHEHUS
HUE Pezomrommg | HcnonHurens nara
MOJTYyYCHUS HOMEp MOHACHT ¥ Jarta MOJTYYCHUS U /1au
(xoJ-BO WCTIOTHEHUS
JTOKyMEHTA JIOKyMEHTAa PEKBU3UTHI
JINCTOB)
HACXOJISAIIETO
JTIOKYMEHTA)
®opMa perucTpalMOHHOIO0 KYPHAJIA UCXOASAIUX JOKYMEHTOB
Kpatkoe conepxanue
aTa PerucrpannoHunii OKyMEHTa ®UO noxmucanra
A pan Anpecat JIOKYM a Ucnonaurens Bun ornpaBku
pEerucTpaluu | HOMep JOKyMEHTa (peKBU3UTHI BXOIAIIETO JIOKYMEHTa

JIOKYMEHTA), KOJI-BO JIICTOB




[Tpunoxxenue Ne 2
K THUIIOBOM MHCTPYKINU
0 JIeJIONPOU3BOICTBY B TeppuTtopranbHoOn
u30upatenbHoi komuccun Ne 18

IHEPEYEHDb
JOKYMEHTOB, He IOVIeKALUX PerucTpanumn

1. Coobnienus o 3aceqaHusIX, COBEIIAHMAX M ITOBECTKAX JIHA.

2. Y4yeOHble TPOrpaMMBbl, TTAHbI.

3. PexytaMHBIe U3BEIICHMS, TNTAKATHI.

4. Tlo3npaBUTENTBHBIC MIChMA U TEJICTPAMMBI.

5. [IpurnacurenbHple OWIIETHI, IPUTJIAIICHUS HA Pa3IMYHbIE MEPOIPUSITHS,
HE cojieprKalllie HaJIeKAIUX PEKBU3UTOB MUChMA.

6. byxranTepckrue JOKyMEHTHI.

7. IleyaTHble M3MaHUs.

8. OnmepatuBHass wH(pOpMANUs, TOCTYyMAOIIas 1O KaHajlaM  CBSI3U
['ocynapcTBeHHONW aBTOMATU3WPOBAHHOM cucteMbl Pocculickoi ®Denepauuu
«BBIOOPHIY.

9. O6pammenus rpak/iaH, MOCTYITUBIINAE HA afpec dJACKTPOHHON MOYTHI.



[Tpunoxxenune Ne 3
K TUIOBOW MHCTPYKIIUHU
IO JICJIONPOU3BOICTBY B TeppUTOpHUabHON
u30upatenbHoi komuccuu Ne 18

AKT

MBI, HMKCIIOAITNCAaBIINCCSL

COCTaBUJIM aKT O TOM, YTO « » 20 r. Mpu
BCKPBITUH TTAKeTa
O0OHapy>KEHbI CIEYIOUIUE HEAOCTATKH:

Hacrosimuii akT cOCTaBIEH B ABYX IK3EMIUISPax.

[Toanuce, pacimdppoBKa MOAMUCH:




[Tpunoxenue Ne 4
K THUIIOBOM MHCTPYKINU
0 JIeJIONPOU3BOICTBY B TeppuTtopranbHoOn
u30upatenbHoi komuccun Ne 18

®opMbl 0JIAHKOB, HCIIOJIb3YEeMbIX B TEPPUTOPUAJILHONH KOMHUCCHU



«

»

TEPPUTOPUAJIBHASA U3BUPATEJIBHAA KOMUCCHUA Ne

NPOTOKOJ 3ACEAAHUA

20  Tonm Ne

Cankr-lleTepOypr



«

TEPPUTOPUAJIBHAA U3BUPATEJIBHAA KOMUCCHUA Ne

PEINIEHUE

» 20 roxm No

Cankr-lleTepOypr



«
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TEPPUTOPUAJILHAS N3BUPATEJIBLHASI KOMUCCHUS No
NPEJCEJAATEJD

ITPUKA3

» 20 ronm No

Cankr-IletepOypr
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TEPPUTOPUAJIBHAS
N3BUPATEJIBHASAA KOMUCCHUSA Ne
CAHKT-IIETEPBYPI'
yi. Ilaprusana ['epmana, 1. 3,
Cankr-Ilerepoypr, 198329
Ten. (812) 241-43-55, ®@akc (812) 241-43-55
tik6.spbik.spb.ru
OKIIO 15172623; OI'PH 1037819015960;
WHH/KIIIT 7807053839/780701001

No

Ha Ne oT




[Tpunoxenue Ne 5
K TUIOBOW MHCTPYKIIUHU
IO JICJIONPOU3BOICTBY B TeppUTOpHUabHON
u30upatenbHoi komuccuu Ne 18

TpeGoBanus K JOKyMEeHTaM, U3rO0TOBJIAEMbIM € IOMOIIHIO
MeYaTawiuuxX YCTPOUCTB, U K (pailuiaM TEKCTOBBIX JOKYMEHTOB

1. TexcThl MOKyMEHTOB Ha OjaHkax ¢opmara A4 rmeyaTaloTcs dYepes
1,5 MEXCTPOUHBIX HWHTEpBajia, JOMYyCKaeTcsl IedyaTh JOKYMEHTOB Ha OJlaHKax
dopmara A4 yepe3 1 MeKCTpOUHBI MHTEpBAJ, HA OmaHkax Gopmata AS — yepe3
1 MEXCTpPOUYHBII UHTEPBAJL.

TexkcThl JOKYMEHTOB, MOATOTABIMBAEMBIX K THUIOTpaCKOMY H3AaHMUIO,
neyaTaroTcs yepes3 2 MEeKCTPOUYHBIX HHTEpBaa.

2. HauMeHoBaHM€ BHUIa TOKyMEHTA M€YaTaeTCs MPONUCHBIMU OyKBaMHu.

3. Ecm 3aromoBok k TekcTy npesbimaeT 150 3HakoB (5 CTpOK), AOMyCKaeTCs
IpoJJieBaTh €ro J0 TpaHUIbl MNpaBoro mnojs. Touyka B KOHIE 3arojioBKa
HE CTaBUTCH.

4. PacumudpoBka mnognucu B pekBusure «llommuce» — medaraercs
Ha YpOBHE MOCJEIHEH CTPOKM HAMMEHOBaHHUS JOHKHOCTH C HCIIOJIb30BAHUEM
komOuHanuu kiaasuin Shift — Ctrl — IIpoden mexxay nuuimanamMu u haMuIHeH.

5. Cozmanue, (¢GopmMaTUpOBaHME W BBIBOJ Ha TMe4aTh JIOKYMEHTOB
IIPOU3BOJMTCS HA KOMIBIOTEPAX C HCIOJIB30BAHUEM TEKCTOBOIO PENAKTOPA,
nozaaepxkuBatoriero ¢popmat docx. BHenpeHue 351eKTpOHHBIX TaOJIHII, CO3TaHHBIX B
TaOJIMYHBIX PEIaKTOpax, B JOKyMEeHTH (opmata docx He HOIMyCcKaercs.
JlomyckaeTcsi, mpu HEOOXOJUMOCTH, CO37aHue, (OpMaTUPOBAHUE U BBIBOJ Ha
neyaTh TabJUI TOCPEICTBOM PEIaKTOpa IEKTPOHHBIX TAOJIHIL, MOAAECPHKUBAIOIINX
dbopmar xIsx.

6.[Ipu  dopmaTupoBaHMM  JOKYMEHTOB  pEKOMEHIyeTcs  paboTaTrh
C BKJIFOUEHHOM KHONKOM Y, 4TOOBI BUJIETh HAa SKpaHE BCE CIY>KEOHbIE CUMBOJIBI.

/. Ilpu ¢dopMaTUpoBaHUK TEKCTOB JOKYMEHTOB HCIOJb3YETCS CTUJIb,
KOTOPBIN UMEET CIIeTyIOUIUE TapaMeTphI:

o mpudT PT Astra Serif



88

o pasMep 14 nyHKTOB
o OTCTYI cleBa 0cm
crpaBa 0cm
o UHTEpBaI nepen 0 myHKTOB
nocJie 0 myHKTOB
o MEKCTPOYHBIN UHTEPBAJ IOy TOPHBIN
o nepBasi CTpoka oTcTyn Ha 1,25 cMm
o BbIpaBHUBAHUE 10 IIMPUHE.

8. [Ipu QopmatupoBaHuu TAOIUI] HEOOXOIUMO COOJIIOAATH CIEAYIOIINE
TpeOOBaHMUS:

Tabiuua Bcerja JOJDKHA UMETh Ha3BaHUE, KOTOPOE BBIPABHUBAETCS
0 LIEHTPY AOKYMEHTA,

TabJIMIla BEIPAaBHUBAETCS TI0 LIEHTPY JIMCTA;

3aroJIOBKU CTOJIOLIOB U CTPOK BBIPABHUBAIOTCS M0 LICHTPY SUYECHKY;

TaHHBIE B STYCKaX TaOIUIIBI BEIPABHUBAIOTCS CBEPXY MO JIEBOMY Kpalo;

IpOAOKEHNE Ta0IUIIbl HA HOBOM JINCTE MOYKET HAYMHAThCSI C 3aT0JI0BKOB €€
rpad (uaum HOMepoB rpad B ciiydae, ecau rpadbl TabIMLBI HA TEPBOM JIMCTE
IPOHYMEPOBaHbI);

CTPOKHU TaOJUIbl IEPEHOCATCS Ha HOBBIM JIUCT TOKYMEHTA UCKIIOYUTEIBHO
IETUKOM;

[IIMpUHA W BBICOTA TaOJMIBI HE JOJDKHBI TPEBBIMIATH pa3Mepbl IMoyen
JIOKYMEHTA.

9. Pa3mepsl noJiel TOKyMeHTa I0KHBI UMETh CIEAYIOLIUE apaMeTphl:

° BEpXHEE 2,0 c™m
° HIDKHEE 2,0 c™m
° JIEBOE 3,0 cm
° paBoe 1,5 cm.

OT Kpas 10 KOJOHTHUTYJIA:
o BEPXHETO 1,25 cm

) HIKHETO 1,25 cwm.
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10. [Ipu mOATrOTOBKE TOKYMEHTOB UCIOIB3YIOT CIEIYIOIINE PEKBU3HUTHI:
® HAaNMEHOBAaHHE OPTAHU3ALNHY;

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

® MECTO COCTaBJIECHMs (M3aHUs) TOKYMEHTA;

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

e rpud yTBEpKICHUS TOKYMEHTA,

® 3aroJIOBOK K TEKCTY JJOKYMEHTA;

® TEKCT JOKYMEHTA;

® OTMETKA O HAJUYMH MPUIIOKEHUS;

® T[IOJIUCE;

® OTMETKa 00 3JIEKTPOHHOM MOANNCH;

e rpud coriacoBaHus JOKyMEHTA;

e OTMETKAa 00 UCIOJIHUTEIIE;

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

11. PekBu3uThl (KpoMe TEKCTa JOKYMEHTa U ajpecara), COCTOSIIHUE

N3 HCCKOJIBKUX CTPOK, INeHYaTaroT CO CIACAYIOIINMH ITapaMCTpaMU:

o mpudT PT Astra Serif

o pa3Mep 14 nyHKTOB

o OTCTYII cieBa 0cm
cripaBa 0cm

o UHTEpBaI nepen 0 myHKTOB
rnocJje 0 myHKTOB

o MEKCTPOYHBIN UHTEPBA OJIMHAPHBIN

o OTCTYII IIEPBOU CTPOKH HET
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o BBIPABHUBAHNE 10 LIEHTPY.

12. PexBU3UT «AnpecaTy MmeyaTaroT CO CICTYIONTUMHU TapaMeTPaMH:

o mpudT PT Astra Serif

o pazmep 14 nyHKTOB

o OTCTYII cleBa 7cMm
crpaBa 0cm

o WHTEpBAJI nepen 0 myHKTOB
rocie 0 MyHKTOB

o MEKCTPOYHBIN HHTEPBAJ OJIMHAPHBIN

o OTCTYII IIEPBOU CTPOKH HET

o BBIPDABHUBAHUE 0 LICHTPY.

Ecnu cocTaBHBIC YacTH PEKBH3UTOB «Ajpecar», «['pud yTBepKIcHUS
noKkyMeHTa», «['pud cormacoBaHust JOKyMEeHTa», «OTMETKa O HAIWYHH
NPUJI0KEHHSD» HE YMEIAIOTCS Ha OJJHON CTPOKE, TO Pa3phiB CTPOKH B HYXKHOM MECTE
MIPOM3BOIUTCS C IIOMOIIBIO CUMBOJIA «Pa3psIB cTpokm» (koMOuHaIus kinaBui Shift

— Enter), nanpumep:

COI''TACOBAHO

PykoBonurens @enepaibHOTO
ApXMBHOI'O areHTCTBA

A.H. Aptuzos

[Ipy wHCMONB30BAHMM B TEPPUTOPUAIBHOM KOMHUCCUU UACHTHU(PUKATOPA
AJIIEKTPOHHOM KOIWH JTOKYMEHTa (KOJOHTHUTYJIA) OH I1€YaTaeTcs B JIEBOM YIUIy
HIDKHETO TOJIS KaKJIOW CTPAHULIBI TOKYMEHTa MIPU(TOM 8 IYHKTOB.

13. Ilpu odopmiieHHH TOKYMEHTOB Ha JABYX U 0OoJjiee CTpaHMIAX BTOpas
U TIOCJENYyIOIINe CTpPaHMIIBI JOJDKHBI OBITH MpoHyMmepoBaHbl. Homepa crpanui
IPOCTABJISIIOT OCEPEAMHE BEPXHETO MOJIS JIUCTAa apaOCKuMu nudpamu 03 3HAKOB
IpENUHAHUS.

Ecan JAOKYMCHT MMCCT ITPUJIOKCHUC, TO OHO II€HYATACTCA C HOBOM CTpaHHIIbI.
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14. JIns BBISBICHUS M MCHPABJICHHS BO3MOXHBIX OIIMOOK B MPaBONUCAHUU
B chopMHpOBaHHBIX (paiilax PEKOMEHIYETCS  OCYIIEeCTBISATH  MPOBEPKY
JIOKYMEHTOB, MUCIIOJIB3YSl CUCTEMbI IPOBEPKU MPABOMUCAHUS.

15. Kaxnaplii JOKYMEHT CO BCEMH IMPWIOKEHUSIMH K HEMY ITOMEIIA0T
B OTIIENBHBIN (Daiin (eciy NMpUIIOKEHHsI CO3/IaHbl OAHUM IpolieccopoM). BHyTpu
daiina cam TOKYMEHT U KaXKJ0€ MPUJIOKEHNE MTOMEIIAIOT B OT/IEIbHBIE pa3/Iebl.

16. Bce pexBU3UTHI JOKYMEHTAa OTACISIOT APYr OT JApyra OTHOW ITyCTOH
CTpOKOH, oOpa3yemoii cuMmBojoMm abO3ana (Y — kmaBuma Enter). B Tekcre
HE JIOJDKHO BCTpeuaThes 6oJiee JBYX CUMBOJIOB a03aria moaps.

17. He nomyckaercs mucaTh CJIOBa C pa3psaKON, BCTABIISS MPOOEIIbI MEXITY
OykBamu B ciioBax. He gomyckaercst uCHofib30BaHUE MPOOEIOB Il 00pa3oBaHUs
a03alHOro OTCTyNna (KpacHOM CTPOKHM) WM MyCTBIX CTPOK. B TekcTe HE JOJIKHO
BCTpeYaThCsl Mojpsia Oojee OAHOrO CMMBOJa mnpobena. Pazjenenre MHUITMATIOB
U aMuum, cuMBoJia Ne U 4rclia, HOpPsSIKOBOI0 HOMEpa CTaThH, YaCTH, ITYHKTa WU
MOJAIMYHKTa TPABOBOTO aKTa, YMCIa MecsAlla M Ha3BaHWA Mecsla, Yucia Toja
U CIIOBA «TOJ», JIIOOBIX YHUCJIOBBIX 3HAUYCHUM W EIUHUIl MU3MEPEHUS JeJIacTcCs
C HCIOJIb30BaHHWEM Hepa3pbIBHOTO Mpobena (coderanue kmaum Shift — Ctrl —
[TpoGen).

18. He nomyckaercst BKJIIOYATh B TEKCT JOKyMEHTA pa3/ieUTelIbHbIC TUHUH,
COCTaBJICHHBIE U3 IIEMOYEK CUMBOJIOB (*, =, -, — U apyrue).

19. He nomyckaeTcss UCIIOJNB30BAaHUE B PYCCKUX CIIOBAX  CXOIHBIX
1o HadepTaHuio JJatTuHckux OykB (A, a, B, C, ¢, E, e, H, K, M, O, 0, P, p, 1, X, X, y).

20. He pomyckaercss WHCMHOJb30BAaHUE CHUMBOJIA TalOymsuuu (—) IS
oOpa3oBaHus a03aIHOTO OTCTYIA (KPAaCHOM CTPOKH) WITK MYCTHIX CTPOK. AO3aIHBIHI
OTCTYN YCTaHaBIMBAIOT B MeHIO DopmaT/AG3all MM ¢ TOMOIIBI0 BEPXHETO JIBMKKA
Ha TOPU30HTAIBHOMU JINHENKE.

21. He npomyckaeTcsi WCIOJIL30BAHME CUMBOJA «-» I 0003HAYEHUS
nepeHoca. BmecTto Hero crieayer HCHONb30BaTh CHUMBOJI MSTKOTO TIEpeHOca

(komOuHarus kiaaBui Ctrl — «-»).
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22. ]Ins HamucaHUS PUMCKHX IU(P TOHKHBI MCIOJIb30BATHCS 3arjlaBHbIC
oykBwI matuHckoro andasura (I, V, X, C, D, L, M). Mcnionp3oBanue A1 3TOH 11eTu
pycckux OyKB M apabCKuxX 1udp HE TOIMyCKaeTCsl.

23. Bmecto OykBBI «&» NODKHA yHnoTpeOnsiThesi OykBa «e» (Kpome HMEH
COOCTBEHHBIX NPH HAJTHMYUH MOATBEPKAAIOIIUX JOKYMEHTOB).

24. PekBU3UTHI «3arojioBOK K TEKCTY» JIOJKHBI ObITh BBIPOBHEHBI 110 LIEHTPY
¥ KaXX]IbI U3 HUX JIOJDKEH MPEACTaBIATh COOOM OJIMH ab3all, TO €CTh BHYTPHU TEKCTa
Ka)XJO0r0 pEKBU3UTAa HE JOJDKHO ObITh cuMBOJa ab3ama. He pomyckaercs
MCTIOJIb30BaHME CUMBOJIA ab3a1ia sl IpephIBaHMs CTPOKU B TPOM3BOJILHOM MECTE,

JUISL 3TOTO CJIEIYET MCMOIb30BATh CUMBOJI pa3pbiBa CTPOKHU (KOMOWHAIMS KIIaBHILI

Shift — Enter).



[Tpunosxxenune Ne 6
K TUIOBOW MHCTPYKIIUHU
IO JICJIONPOU3BOICTBY B TeppUTOpHUabHON
u30upatenbHoi komuccuu Ne 18

Chnucok PACCBIJIKHA UCXOAAIINX JTOKYMEHTOB

Ne HauMeHoBaHMe oprana

ITosiHBIN MOYTOBBIN aApPec
n/n (opranusanun)

IIpencenarens TeppuropuanibHOU

n30upatenbHON komuccun No

(moamuce) (pacmmdpoBKa MOAMUCH)

HUcnoaaurein

(TToamuch) (pacmmdpoBKa MOAMUCH)

« » 20 T.




[Tpunoxenue Ne 7
K TUIOBOW MHCTPYKIIUHU
IO JICJIONPOU3BOICTBY B TeppUTOpHUabHON
u30upatenbHoi komuccuu Ne 18

IlepeueHb 00s13aTeIbLHBIX CBEICHUI 0 JOKYMEHTAX, HCIOJIb3YyeMbIX B LEJIAX
y4era u nmoucka aokymentos B I

1. ABToOp.

2. Anpecar.

3. JommKHOCTh, paMUIIKs ¥ MHUIIHAJIBI JIUIIA, TTOAMKCABIIETO JOKYMEHT.

4. HauMeHOBaHUE TPYIIbI U BUJIA IOKYMEHTA.

5. JlaTa noKyMeHTa.

6. PeructpaiioHHbIii HOMEp JOKYMEHTA.

/. JlaTa mOCTyNMBLIETr0 JOKYMEHTA.

8. PerucrpaiimoHHblii HOMEp MOCTYNHUBIIETO JOKYMEHTA.

9. CBenmeHust 0 CBSI3aHHBIX JIOKyMEHTax (HAMMEHOBaHWE BUIA JOKYMEHTa,
JlaTa, pErucTpallMOHHBIN HOMED, TUIT CBSI3KH).

10. 3aronoBoK K TEKCTY (KpaTKOe CoJiepKaHNe IOKYMEHTA).

11. unekc nena no HOMEHKIaType Jed.

12. Ceenenus o nmepeaapecalii J0KyMeHTa.

13. KonrdecTBo TUCTOB OCHOBHOTO JOKYMEHTA.

14. OT™MeTKa 0 NPUIOKEHUHU (KOJTMYECTBO MPUIIOKEHUH, 00I1Iee KOJIUUECTBO
JIMCTOB MPUJIOKEHUN).

15. Yka3aHus Mo MCIOJHEHUIO TOKYMEHTa (opydYeHUe, UCTIOIHUTENb, AaTa
WCTIOJTHEHUS ).

16. OT™MeTKa 0 KOHTpOJIC.

17. I'pud (momerka) 06 OrpaHUYEHUN TOCTYIIA.

18. TIpoBepka »7eKTPOHHON MOAMKCH (TIPU HATHYUHN).

19. Tlogpaznenenrie — OTBETCTBEHHBIN UCTIOJHUTEND TOKYMEHTA.

20. daiel 5JIEKTPOHHOTO TOKYMEHTa (KOJIM4ecTBO (paitioB, uMeHa (aiioB).

! Yicnonb3yercs cokpanienue, NpuBeeHHoE B nyHkTe 1.8 HacTosmed MHcTpyKumy.



B TeppuropuanbHoii uséupareabHoi komuccuun Ne 18

[Tpunoxxenune Ne 8.1

K TUIOBOW MHCTPYKIINHU

O JIETIOMPOU3BOJICTBY B TEPPUTOPHUATILHON
u3oupatenbHoit komuccun B Cankt-IletepOypre

KYPHAJI

yYue€Ta JUIHOI'0 IMpuemMa rpaskaiaH

OTMeTKa D.1N.0.
IHouToBbIi Kpartkoe 0 pe3yJbTaTax U NOANHUCH
Ne Hara D.1.0. p pesy A
ajapec coJep:KaHue npuemMa JInna,
n/n | npuemMa | 3asiBUTeJs
3asiBUTENIsI | oOpaleHusi (npuHATOE NMPOBOAUBIIET0
pelieHue) npuem
1 2 3 4 5 6 7
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[Tpunoxxenune Ne 8.2
K TUIOBOW MHCTPYKIINHU
IO JICJIONPOU3BOJICTBY B TEPPUTOPUAIIBHON
u3oupatenbHoit komuccun B Cankt-IletepOypre

KAPTOYKA JIMYHOI'O IIPUEMA I'PAKIAH
B TEPPUTOPUAJIBHON U3BUPATEJBHON KOMUCCHUHU Nel8

Jara obparienus
Jara mpuema

« » 20 T. Ne
damunus, UMs, OTYECTBO 3asIBUTEIA JlomKHOCTHOE JIUII0, BEAYyIIee TPHEM
MecTo ®uTeNnbCTBa, TeNeHoH Pesynbrathel paccMoTpeHust

KaTel"OpI/ISI 3asABUTCIIA

Coneprxanue oOpalieHus

A,
BBIPAXKAIO (pamunus, UMsi, OTIECTBO 3aIBUTEIIS)

COIVIaCH€ Ha IPENOCTaBICHHE MHE YCTHOIO OTBETa B XOJE JIMYHOIO IpUEMAa IO CYIIECTBY
MOCTaBJIEHHBIX B YCTHOM 0oOparieHuu Bonpocos. [lucbMeHHOro 0TBETa HE TpedyeTcsl.

(mara) (moanuch 3asBUTEINS) (pacmmdpoBKa MOAMHUCH)

A

2 1

BbIpaxxaro

(damunus, UMsL, OTYECTBO 3asIBUTEIIS)

corjiacue Ha BUeO-U (MJIH) ayTHOMPOTOKOIMPOBAHKE JIMYHOTO MPHEMa.

(mata) (monmuch 3asiBUTEIS) (pacmmdpoBKa MOAMKUCH)
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[Tpunoxxenune Ne 9
K TUIOBOW MHCTPYKIINHU
IO JICJIONPOU3BOICTBY B TeppUTOpHUabHON
u30upatenbHoi komuccuu Ne 18

JIucer coryiacoBanus

JomKHOCTD

damunus,

Hara Tonmucs HHUIAJIB]

Hcnomuurenn
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[Tpunoxxenue Ne 10
K TUnoBOM MHCTPYKLINH
0 JIEJIONPOU3BOICTBY B TepputopuanbHoOn
u30upatenbHoi komuccun Ne 18

VTBEPXJIAIO

IIpencenarens TeppuropuanbHOM
n30upaTenbHO Komuccuu No

(moamnuce) (uHMLIMATBL, (PaMUITHS)

« » 20 T.

OT14er 0 pacchblIKe 10 COOTBETCTBYIOIIUM aJipecaTaM U pa3MeleHNH
pemienuii TeppuropuanbHoii u3dupareabHoi komuccun Ne 18
Ha O(PULMAIBHOM CcalTe

3acenanue Neo OT « » roja

No No pemrenust AJnipecaT pacChbUIKH, aApecC Pa3MEILCHUS [ara

n/n THUK pa3MeeHus

PAaCCBUIKH

1
2
3

Hcnomaurens

(TToamuch) (pactmdpoBKa MOAMHUCH)
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[Tpunoxenue Ne 11
K TunoBou HHCTPYKIIUH
IO JICJIONPOU3BOICTBY B TeppUTOpHabHON
u30upatenbHoi komuccuu No 18

IHEPEYEHD

NOoAJICKAIIUX KOHTPOJJII JOKYMECHTOB C YKa3aHHEM CPOKOB HCIIOJIHCHHUSA

1. ®enepanbHble KOHCTUTYLIMOHHBIE 3aKOHBI, (eJiepajibHble  3aKOHBI
Poccuiickon denepannu — COriIacCHO yKa3aHHOMY B HUX CPOKY.

2. Ykaswl [lpesuaenta Poccuiickoit depepanud — COIMVIACHO YKa3aHHOMY
B HUX CPOKY.

3. Paciopsixkenust  Ilpesmmenta  Poccmwiickoit  ®eaepanuu — COTIIACHO
YKa3aHHOMY B HUX CPOKY.

4. ITocranoBnenus, pacnopsikenus [Ipasurenscta Poccuiickoit @enepannu —
COIJIACHO YKa3aHHOMY B HUX CPOKY.

5. 3akonsl Cankr-IlerepOypra — cormacHO yka3aHHOMY B HUX CPOKY.

6. [TocTanoBnenus, peleHus 3aKOHOJATEIBLHOTO CobOpanus
Cankr-lleTepOypra — coriiacHO yKa3aHHOMY B HUX CPOKY.

7. IlocTaHOBJIEHUS, PACHOPSDKEHUSI OpraHa TOCYJapCTBEHHOW BJIACTH
Cankr-lleTepOypra — coriiacHO yKa3aHHOMY B HUX CPOKY.

8. [TocTanoByeHMS, pacOPSHKEHUS PYKOBOIUTEINSI OpraHa rocyJapCTBEHHOM
Binactu Cankt-IleTrepOypra — corsiacHO yKa3aHHOMY B HUX CPOKY.

9. [Napmamentckue 3ampockl Coeta Denepannu Deaepansaoro Cobpanus
Poccuiickoit ®denepanuu, ['ocymapctBenHoit [ymbr denepanbHoro CoOpanus
Poccuiickoit @enepanuu — HE TMO3AHEE YeM uepe3 15 KaneHmapHBIX JTHEU
CO JHS TIOJIYyYE€HUs NapJaMEHTCKOTO 3amnpoca WM B HWHOW YCTAHOBJICHHBIN
cooTBeTcTBYIOMIEH manatoi deaepanbHoro CoOpanusi Poccuiickoit denepanmu
CPOK.

10. 3anpocsl CEHATOpOB Poccuiickoi denepanum, JENyTaToOB

INocynapctBenHoit ymber ®enepansHoro CobOpanusi Poccuiickoit denepanuu —
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He no3Hee yeM depe3 30 KaJleHIapHbIX JTHEW CO JHS €r0 MOJIyYEHUs WU B MHOMN
COTJIACOBAHHBIN C HHULIUATOPOM 3aIpOca CPOK.

11. O6pamenuss  cenaropoB  Poccuiickoii ~ denepanum, JI€MyTaTOB
[l'ocymapctBennort ymer ®denepansHoro CobOpanms Poccuiickoit deneparum
0  BONpOCaM, CBSA3aHHBIM C WX  JEATEJIbHOCTHIO, — HE3aMEIUTEIHHO
(pu HEOOXOAMMOCTH TIOJTYICHHS TOTTOJTHUTEILHBIX MaTEPHAIOB — HE TIO3/THEE YEM
yepe3 30 KaJeHAapHbIX THEN CO THA MOTy4YeHUs: 0OparieHus ).

12. O6pamenus Ty TaTOB 3aK0HOIATEIHHOTO CobOpanus
Cankr-IleTepOypra — B cpok, ycranoBiieHHbIN CaHkT-IleTepOypra.

13. Ilucekma wu3 Anamuauctpanmm [Ipesmnmenta Poccuiickoit deneparum,
[IpaBurenscTBa Poccuiickon ®enepannu, Konctutynmonnoro Cyna Poccuiickon
Oenepannu, BepxoBHoro Cynma Poccuiickon @enepauuu, ['eHepanbHOU
npokypatypbl Poccuiickoit ®deneparuu, IIpaButensctBa Cankt-IleTepOypra —
B COOTBETCTBUM C YKAa3aHUAMH MO HCHOJHEHHIO JOKYMEHTA IMpeacenaTens
TEPPUTOPUAIIBHOM  KOMHCCHMM, €CIM B  HHX  HE  yKa3aH  CpOK —
HE no3aHee yeM uepe3 30 kajieHaapHbIX THEH.

14. TIpoTecT npokypopa — He no3aHee yem uepe3 10 kaneHaapHbIX JHEH.

15. TlpencraBneHue NpoKypopa — B TEUEHHE MecsiIia CO AHS NOCTYIUICHUS.

16. O6partieHus, CBsI3aHHBIE C peaTu3aliel U 3aiUTol N30upaTeIbHbBIX MTPaB
W mpaBa Ha ydactue B pedepenayme rtpaxaaH Poccuiickoii deneparuu,
MOCTYNUBIINE B TEPPUTOPUAIBHYI0 KOMHUCCHUIO B XOAE COOTBETCTBYIOIIEH
M30MpaTeIbHOM  KaMMaHWW, KamMnaHuu  pedepeHayma, —B  COOTBETCTBUHU
¢ deepanbHBIM 3aKOHOM 00 OCHOBHBIX TapaHTHAX U30MpATEIbHBIX IIpaB.,

17. Tlepecbuika oOpallleHUld TpaxaaH, COJEpXKAIIUX BOIMPOCHI, pPEUICHUE
KOTOPBIX HE OTHOCUTCA K KOMIIETCHIIMM TEPPUTOPUATIBLHON KOMHCCHH,
OCYILECTBJISIETCSI B TEUCHHE CEMU KAJICHIAPHBIX JTHEH.

OOparienue, CBI3aHHOE C COOTBETCTBYIOUICH M30MpaTelbHON KaMITaHUEH,
KamrnaHue pedepeHaymMa, TMOCTYNHBIIEE B TEPPUTOPHAIBHYI0 KOMHUCCHIO
JI0 YCTAHOBJICHUSI €10 UTOTOB T'OJIOCOBAHUSA, OINpPEACIICHUs Pe3yJbTaTOB BHIOOPOB,

pedepenaymMa U coAepiKallee BOMPOCHI, PEIIEHHE KOTOPhIX HE BXOJUT

! Yicnonb3yercs cokpanienue, NpuBeeHHoe B nyHkTe 1.2 HacTosmed MHcTpyKumy.
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B KOMIICTCHIIMIO KOMHUCCHHM, B TE€UECHHE NSATH [IHEW IOCIE [HS MOCTYIUICHUS
HalpaBJIIETCSI B KOMHCCHIO, HWHOW OpraH WM JOJDKHOCTHOMY  JIMILY,
B KOMIIETEHLIHUIO KOTOPBIX BXOJHUT €ro PacCMOTPEHHE, a MOCTYNHMBLIEE B WHOMN
nepuoa U0 HE CBSA3aHHOE C COOTBETCTBYIOIICH H30MpaTeIbHON KaMITaHHUEH,
KaMIiaHuei pedepenayma — B TCUCHUE CEMU JTHEN TocTe THS MOCTYIUICHUS.

OO0parenus, He CBSI3aHHBIC C pealn3alyeil U 3alIUTON N30upaTebHbBIX MPaB
W mpaBa Ha ydactue B pedepenayme rpaxaaH Poccuiickonr dDepeparum,
MOCTYIUBIIAE B TEPPUTOPUAIBHYI0 KOMHCCHUIO B IE€PUOJ COOTBETCTBYIOIIEH
n30upaTeNbHOM KaMMaHWM, KamMIaHuu pedepeHayma, a Takke MOCTYNUBIINE
BHE NepHoJa H30MpaTEeIbHON KaMIaHWM, KaMIaHUU pedepeHayma Wiu MOcie
YCTaHOBJICHHSI TEPPUTOPHAIBHON KOMHCCHEN UTOrOB IOJIOCOBAHUS, ONpPENEICHUS
pe3yabTaToB BBIOOPOB, pedepenayma, —B TedeHue 30 pgHeH mocie JIHS
UX TIOCTYIUICHHUS.

18. O6pamenuss  cpeAcTB  MaccoBod  wHGOpPMAlMM IO  BOIpOcCam
npenocTaBiieHuss WHMOpMAluu — B TEUEHHWE CEeMU  KaJICHJApHBIX  JIHEW.
Ecnu TpeOyeMble CBeA€HUS HE MOTYT ObITh NPENOCTABIEHBI B YKa3aHHBIM CPOK,
TO JIOMYCKAeTCs OTCpOYKa B MPEJOCTABICHUM 3ampaliMBacMoil HHQpopMauuu
C BPYUYEHUEM NPEICTABUTEINIO PEAAKIIUU B TPEXIHEBHBIA CPOK CO JHS MOJYyUEHHS
NUCBMEHHOr0 3ampoca MH(GOpMaluu yBEAOMJIEHHS 00 OTCpOYKE, B KOTOPOM
YKa3bIBAIOTCS NPUYMHBI OTCPOYKM, Jara, K KOTOpoW OyaeTr mpenocTaBiieHa
3ampaniuBaeMasi “tHpopMalus, JoIKHOCTHOE JIMIIO, YCTAHOBUBIIIEE OTCPOUKY, JaTa
INPUHATHUS PEIIeHUs] 00 OTCPOUKe.

19. 3ampoc rocygapcTBEHHOro OpraHa, opraHa MECTHOTO CaMOYIpaBJICHUS
WIM JOJDKHOCTHOIO JIMIA, paccMaTpHUBAIOLIEro oOpallleHHe TIpakKJaHuHa, —
JIOKyMEHTBI W MaTepuaibl, HEOOXOJUMBbIE JJII PACCMOTPEHUS OOpalIeHuUs,
NPEAOCTABISIOTCS B TE€UEHHE 15 JHEN WM MHOM CpPOK, yKa3aHHBIM B 3ampoce
(IO BO3MOKHOCTH), 32 HCKJIIOUEHHEM JOKYMEHTOB W MaTEpHalioB, B KOTOPBIX
coJiep>KaTcsi CBEJIEHHUs, COCTABJISIOIINE FTOCYJaPCTBEHHYIO UM MHYIO OXPaHIEMYIO
dbenepaibHBIM 3aKOHOM TailHy, M JJii KOTOPBIX YCTAHOBJIEH OCOOBIA MOPSIOK

npeaoCTaBJICHM.
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[Tpunoxenne Ne 12
K TunoBou HHCTPYKIIUH
IO JICJIONPOU3BOICTBY B TeppUTOpHabHON
u30upatenbHoi komuccuu No 18

TeppuropuanbHas YTBEPXIAIO
n30uparenbHas komuccus Ne
HOMEHKIJIATYPA JIEJI IIpencenarens
TepputopuanbHOU
Ne U30MpaTeIbHON KOMHUCCHH No
(ara)
(momuchk) (pacumdpoBKa MOJITKCH)
Ha FOI[ (ﬂa’ra)
WNupekc Komuuecrso Cpok xpaHeHuUs
al 3aroJyI0oBOK zena TOMOB POK Xp TTpumesans
nena " 1 Ne crareii mo nepeyHro
(gacreit)
1 2 3 4 5
HasBanue pa3nena
(HaMMEHOBaHHE JIOJKHOCTH COCTaBHTEIIS (moamnuck) (pacudpoBKa MOIMNUCH)
HOMEHKIIATYPhI)
(mara)
COI'JTACOBAHO COI'JTACOBAHO
[IpoToKoaI DKCIEPTHON KOMHCCHH Cekperappb Cankt-IlerepOyprckoit
TeppuropuanbsHoit n3duparensHoi kKomuccnu Ne 18 U30MpaTENbHON KOMHCCUH
oT Ne

(mogmucek)  (pacmudpoBKa MOIMUCH)
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[Tponomxenne nmpunoxxenus No 12

Hrorosas 3anuce o KaTCropuAax U KOJIN4YCCTBC ACJI, 3aBCACHHBIX

B ronay B TepputopuanbHoii u3dbupareabHoit komuccuu Ne 18
B ToMm uncne
ITo cpokam xpaHeHus Bcero O — C OTMETKOM
PEXOIAML «OIK»
1 2 3 4

Ha Oymaxxaom HOCHTETE

(mpu HaMMYMKM THOPUIHBIX A€, ToM(a) Ha OyMa)XHOM HOCHTENIC YUYUTBHIBAIOTCS B pas3ieiie
tabiuupl «Ha Oyma)kHOM HOcuTene», Tom(a) Ha 3JIEKTPOHHOM HOCHUTENE YYMTHIBAIOTCSA B
paszzene TabauIbl « QNEKTPOHHBIX):

ITocTossHHOTO

HonroBpemenHoro (coimie 10 jeT)

Bpemennoro (10 10 et BKIIOYUTEIBHO)

DIIEKTPOHHBIX

(mpu HaJIMYMK TUOPUAHBIX J1e], TOM(a) Ha OyMa)KHOM HOCHUTEJIE YUUTHIBAIOTCS

B pazjesne Tabnuiel «Ha 6ymakHOM HocuTeney», ToM(a) Ha 3JIEKTPOHHOM HOCHUTENe
YUUTBIBAIOTCS B pasjiese Tabnuibl « JIEKTPOHHBIX)):

ITocTossHHOTO

HonroBpemenHoro (caime 10 jeT)

Bpemennoro (10 10 et BKIIIOUNUTENBHO)

HUTOTI'O:

(HaMMEHOBaHUE JTOJKHOCTH COCTABUTEIS (moamuce) (pactmmdpoBKa MOAMHUCH)
HOMEHKJIATyphl)

(mara)
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[Tpunoxxenue Ne 13
K TunoBou HHCTPYKIIUH

0 JIeTIONPOU3BOJICTBY B TeppuropraibHON

TeppuropuaibHas
n3bupatenpHas komucceus Ne
®OHJ Ne
OIIUCH Ne

JIe1, TOKYMEHTOB MTOCTOSIHHOTO XpaHEHUs
3a roj

u30upatenbHoi komuccuu No 18
YTBEPXIAIO
[Ipencenarens

TepputopuasibHOM
n3buparenbHO KoMUCCUU No

(moamnuce) (pacmudpoBKa MOIMUCH)

(mara)
Ne HUnnexc 3aroJjioBok .
Kpaiiaue natet Konunuectso nucroB | Ilpumedanus
/o neiaa neiaa
1 2 3 4 5 6
HasBanue paznena
B nannsbIil pa3zgen onucu BHECEHO el

¢ No

JIMTCPHBIC HOMEpA:

(mrdpamMu ¥ IPOIHUCHIO)

, B TOM YHCJIC:

MIPONMYLIEHHbIE HOMEpA:!

HanmeHnoBanue qOJKHOCTH COCTaBUTENA MOJINCH pacmndpoBKa MOIMUCH
ONUCH
HaunmeHnoBanue n0KHOCTH MOJIIUACH pacmdpoBKa MOATUCH

OTBCTCTBCHHOI'O 3a ApXUB

(mara)

COI''TACOBAHO
ITpoTokos DKCepTHOW KOMUCCUHT
TeppuropuanbHOi N30UpaTETHHOM

komuccuu Ne

oT Ne

YTBEPXIEHA
IIporokou LleHTpanbHON IKCIIEPTHO -
MPOBEPOYHON KOMHUCCUU
ApXHUBHOTO KOMUTETA
Cankr-IlerepOypra

oT Ne




Teppuropuanbhas

n3buparenpHas KoMuccus No

®OHJ|
OINCh

zel,

Ne
Ne

JAOKYMCHTOB

(cBbimie 10 neT) cpoka XxpaHeHuUs
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[Tpunoxenue Ne 14
K TUnoBOM MHCTPYKLINH

0 JIEJIONPOU3BOJICTBY B TeppuropuanbHOi
u30upatenbHoi komuccun Ne 18

BPEMCHHBIX

YTBEPXIAIO

[Ipencenarens
TeppuropuaibHOn
n3bupaTeIpHON KoMuccuu Ne

(monmuck) (pacuudpoBKa IMOIITUCH)

3a roJ
(mara)
No WNunekc 3arojoBoK Kpaiinue Cpox KonuuecTBo
[Ipumeyanus
n/m nerna nena JIaThl XpaHeHUs JUCTOB
1 2 3 4 5) 6 7
Hazpanwue pazgena

B nanubIil pa3znen onucu BHECEHO aen

¢ Ne

YHUCIJIC:

JUTEPHBIC HOMEPA:

MPpONMYIMICHHBIC HOMEpA:

(undpamu 1 MPONUCHIO)

(HaMMEHOBaHUE JIOJDKHOCTHA COCTABHTEIIS
OTIHCH)

(HaI/IMeHOBaHI/Ie JOJIDKHOCTH
OTBE€TCTBCHHOI'O 3a apXI/IB)

(mara)

oT

COI'NTACOBAHO
IIpoToKOa DKCEPTHON KOMUCCHH
TepputopuaibHON H30UpaTENBLHOM

komucenu Ne

Ne

o Ne , B TOM
(moamuce) (pacmm@poBKa MoANUCH)
(moamuce) (pacmm@poBKa MOAMNKUCH)

YTBEPXIEHA

IIporokoi LleHTpanbHON IKCIEPTHO -
MPOBEPOYHON KOMHUCCUU
ApxusHoro komurtera Cankr-IlerepOypra

oT Ne



TeppurtopuanbHas
nzbupatenpHas komucceus Ne
®OH/J Ne
OIIUCHb Ne

A€, HIOKYMCHTOB I10 IHYHOMY COCTaBy
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[Tpunoxenue Ne 15
K TUIoBOM MHCTPYKLINH

0 JIEJIONPOU3BOJICTBY B TeppuropuanbHOi

n30upatenbHoi komuccuu Ne 18

YTBEPXIAIO

[Ipencenarens
TeppuropuaibHOn
n30upaTeIbHON KoMuccuu Ne

|____Tod (moamuce) (pacmudpoBka moammcK)
(mara)
Ne WNnnexc Kpaitnue Cpok Kon-Bo
3aroyioBOK Jiea [Ipumeuanus
n/m nerna JaThl XpaHeHus JUCTOB
1 2 3 4 5 6 7
Hazpanwue pazgena
B nannsbIil pa3zgen onucu BHECEHO Jien

(tmudpamMu 1 TPOIUCHIO)

c Ne o No , B TOM

qHcie:

JTUTEPHBbIE HOMeEpa: ,

MPOMYIIIEHHBIC HOMEpa:

(HaMMEHOBaHUE JIOJKHOCTHU (moamnuce) (pactmmdpoBKa MOAMHUCH)

OTBETCTBEHHOTO 32 apXUB)

(HaMMEHOBaHUE JIOJDKHOCTHA COCTABHTEIIS
OTIHCH)

(mara)

COI''TACOBAHO
ITpoTokos DKCIepTHOW KOMUCCUU
TepputopuanbHON U30UpaATETHHOMN

komuccuu Ne

oT Ne

(moamuce) (pacmm@poBKa MOAMNKUCH)

COI''TACOBAHO
[IpoTOoKOI SKCIIEPTHO-TIPOBEPOUHOM
METOINYECKOI KOMHCCHH
[leHTpanbHOTO TOCYIapCTBEHHOI'O apX1Ba
Cankr-Ilerepbypra

oT Ne
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[Tpunoxxenue Ne 16
K TUIoBOM MHCTPYKLINH
0 JIeJIONPOU3BOICTBY B TepputopranbHoOn
n30upatenbHoi komuccuu Ne 18

TeppuropuanbHas YTBEPXJIAIO
nu3zbuparenbHas komucceus Ne [Ipencenarens
AKT TeppuropranbHON
Ne n30uparenbHoi Komuccuu No

(MecTo cocTaBeHU)

O BbLICICHHH K YHHYTOKCHHIO (IO ATIHCH) (pacuudpoBKa MOIKCH)
(apXMBHBIX) TOKYMEHTOB,
He MO/AJIeKANUX XPAHEHU )
(mara)
Ha ocHoBanum IlepeuHs THIOBBIX  YIPABICHYECKUX  apPXUBHBIX  JOKYMEHTOB,

o0pa3yromuxcss B TMPOLECCe JEATEIbHOCTH TOCYJAapPCTBEHHBIX OPraHoB, OPraHOB MECTHOTO
CaMOYIpPAaBJIEHUS. M OpraHu3alMi, ¢ YyKa3aHUEM CpPOKOB XpaHEHHs] M HOMEHKJIATypbl JAell
TepputopuanbHoii n3buparensHoil komuccuu Ne 18 0TOOpaHbI K YHHUTOKEHHUIO KaK HE MMEIOIINe
HAYYHO-UCTOPUYECKON [IEHHOCTU U YTPATUBIINE MPAKTHUECKOE 3HAUCHHUE JOKYMEHTHI:

Ne Ne onnen
(mpu
BBIJICIIEHUH K
3arojaoBoK A No en. xp.
YHUUTOKEHHUIO Cpokn
nena 10 OTHUCH
JOKYMEHTOB Kon-Bo XpaHEHHS
Ne WU TomEL (uHIEKC IIpume-
. N IIPU MOJITOTOBKE ell. Xp. U HOMepa
n/m | TpyHnmnoBoi o o YaHus
JIeN K Tiepenaye (mem) craTei
3aroJIoBOK HOMEHKJIa-
B apXMB 10 NIEPEYHIO
JIOKYMEHTOB Type Jiein)
OpraHu3aIny,
rpada He
3aMoIHSETCs])
1 2 3 4 5 6 7 8
Htoro ell. Xp. (€1, 2IeKTPOHHBIX JIeJT) 3a TOJIbl

(mmdpamMu ¥ IPOTIHCHIO)

Onucu ACII ITOCTOSAHHOI'O XpaHCHUS 3a ToAbl YTBCPIKICHEI C HCHTpaHLHOﬁ 9KCIICPTHO

-IIPOBEPOYHOU KOMUCCHEN ApXHUBHOTO KOMHUTETA Cankr-IleTepOypra (poToKoT
OT «___ » 20 1. Ne ).
(HaMMEHOBAHUE JTOJDKHOCTH JIMIIA, (moamwuch) (pacmmdpoBKa MOAMKCH)
OTBETCTBEHHOTI'O 3a APXUB
(mara)
COT'JTACOBAHO YTBEPXJEH
ITpoTokos DKCIepTHOW KOMUCCUHT [eHTpanbHOM SKCIIEPTHO-IIPOBEPOYHOU
TepputopuaibHOM KOMUCCUH APXHUBHOTO KOMUTETA

n30upaTenbHON KoMHuccur No Cankr-IlerepOypra

oT Ne oT Ne
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[Tponomxenue mpunoxxenus Ne 16

JIOKyMEHTBI B KOJIMYECTBE el1. Xp. (Z1e, AIIEeKTPOHHBIX JE):
- Ha OyMa)XHOM HOCHUTEJIE BECOM KI' CJTaHBI B

(HaMMEHOBAaHWE OPTaHU3AIIIH )

- Ha 3JICKTPOHHOM HOCHUTCJIC CAaHbI HA YHHUYTOXCHUEC

(cioco6 YHUUYTOXKECHHS)

(HaMMEHOBaHUE JIOJKHOCTH JIMLIA, (moamuchk) (pacumdpoBKa MOANUCH)
CHIABIIIETO IOKYMECHTBI)

(mata)

HN3menenus B YUYCTHBIC JTOKYMCHTBI BHCCCHBI

(HaMEeHOBaHUE JIOJDKHOCTH JIMIIA, BHECIIIETO (moamuce) (pacmudpoBka moanucy)
U3MCHCHHS B YYCTHBIC JOKYMCHTHI)

(mara)



109

[Tpunoxenue Ne 17
K TunoBou HHCTPYKIIUH
IO JICJIONPOU3BOICTBY B TeppUTOpHUAIbBHON
u30upatenbHoi komuccuu No 18

BHYTPEHHSA OITMCH JOKYMEHTOB JIEJIA

BHyTpeHHsIs1 ONUCH JOKYMEHTOB Jiejia Ne

Perucrpanmonubli Howmepa
No hatl [ara 3aroJioBoK p
HOMCDP JIUCTOB HpI/IMe‘IaHHH
n/m JIOKYMEHTa JIOKYMEHTa
JIOKYMEHTa zena
1 2 3 4 5 6
Uroro: JIOKYMEHTOB
(g pamMu ¥ MPOMHUCHIO)
KonnyecTBo MCTOB BHYTPEHHEN ONUCH JUIL.
(g pamMu 1 MPOTUCHIO)
(HauMeHOBaHUE JOJKHOCTU (TOAMHKCH) (pacimdpoBKa MOMTUCH)

JIAIIA, COCTABUBIIIETO
BHYTPEHHIOIO OIIKChH
JOKYMEHTOB Jiejia)

(mara)
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[Tpunoxxenue Ne 18
K TunoBou HHCTPYKIIUH
IO JICJIONPOU3BOICTBY B TeppUTOpHUAIbBHON
u30upatenbHoi komuccuu No 18

JIMCT-3ABEPUTEJIb JEJIA

Jluct - 3aBeputens aena No

B nene noqmmTo U NpoHyMEpPOBaHO TuCcT(0B),

(mudpamMu ¥ IPOITUCHIO)

¢ No mo Ne , B TOM YHCJIE:

JIMTCPHBIC HOMCpPA JINCTOB

IPOIIYIICHHBIC HOMCpPA JINCTOB

+ IMCTOB BHYTPEHHEN ONMUCHU

OcobenHocTy (pU3UYECKOro COCTOSIHUS Homepa
1 (hopMupoBaHuUsl jieia JIMCTOB
1 2
(HaMMEHOBaHUE (moarnucs) (pacuudpoBKa MOIIHCH)
JO/KHOCTH)

(mara)
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[Tpunoxxenue Ne 19
K TunoBou HHCTPYKIIUH

O JIeTIONPOU3BOJICTBY B TeppuropraibHON

u30upatenbHoi komuccuu No 18

w I
oy "Iy
EL
Cankr-IlerepOyprckoe rocyiapcTBeHHOE Ka3eHHOE yYpeKIeHne
«enTpajabHblii rocyrapcreeHnsblii apxus Cankr-Ilerepoypra»
TEPPUTOPUAJIBHASA U3BUPATEJBHASA
KOMHUCCHUA Ne
JAEJIO Ne Tom Ne
(3aroJyioBoOK jena)
(kpaitHue natbl)
Ha JCTax
XpaHUTh

D Ne
Omn. e
J. Neo
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[Tpunosxxenue Ne 20
K TUnoBOM MHCTPYKLINH
0 JIeJIONPOU3BOICTBY B TepputopuanbHoOn
u30upatenbHoi komuccun Ne 18

YTBEPXIAIO YTBEPXIAIO
IIpencenarens Hupektop
n30upareabHON KOMUCCHH Cankr-IleTepOyprckoro rocyaapcTBEHHOTO

Ka3eHHOTo yupexaenus LlenTpanbHoro
rocynapctBeHHoro apxupa Cankt-IlerepOypra

[Toanuce Pacmdposka noanucu [Moanuce Pacmmdposka
MOATUCH
EE——— [Ieuars
Tlata ITeuaTs Tlata
AKT
Ne

npueMa-1repcaaiu apXmuBHbIX
AOKYMCHTOB Ha XpaHCHUEC

(ocHOBaHME NEepeIayn)

(Ha3BaHMe TIepeIaBaeMoro GpoH/Ia)

caai,
(HaMMEeHOBaHUE OpPraHU3alluHY, epearoIe TOKYMEHTHI)
IPUHSLL
(HaMMEeHOBaHUE OPraHU3allUY, TPUHUMAIOIIEH TOKYMEHTHI)
IIpuHUMaeT Ha TOCYAApCTBEHHOE XPaHEHUE JTOKYMEHTHI 32 Y CIIPAaBOYHBIN ammapar
K HUM: (rozr)
Ne n/nt HasBanue, Homep KonmnuaecTBo 3K3eMILISIpOB Komnuectso | Ilpumeuanus
OIHUCH OIIUCH J€JI, JOKYMEHTOB en. Xp.
1 2 3 4 5
Hroro npunsaro en.Xp.
(OU(pamMu U IIPOIHUCEIO)
Ilepenauy npoussenu IIpuem npoussenu
JL0JKHOCTB [Tognuce  PacmmdpoBka  JlomxHOCTH ITogmnuce PacmmgpoBka
MTOATINCH MTOATIUCH
Hara Hara
®oHay npucBoeH Ne
N3meHeHns B ydeTHbIE JJOKYMEHTBI BHECEHBI
HanmenoBanue n0omxkHOCTH ITognuce Pacmm¢poBka noanucu

OTBCTCTBCHHOI'O 3a apXUB

Hara
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