TEPPUTOPUAJIBHAS NU3BUPATEJIBHASA KOMUCCUS Ne 55

PEIMEHHUE
«11» aBrycra 2026 roga Neo 12-1
Cankr-IletepOypr

OO0 MHCTPYKIMH 110 AeJIONPOU3BOACTBY
B TeppuropuajbHoii n30MpaTeabHON Komuccuu Ne S5

Ha ocnoBanuu pemenus Cankr-IlerepOyprckoit n3duparenbHON KOMUCCUU
ot 31 utonst 2026 roga Ne 188-10 «O TunoBoit HHCTPYKIUHU MO JETOTPOU3BOIACTBY
B TeppuUTOpHaIbHONW u30upaTtenbHO Komuccun B Cankr-lletepOyprey,
Teppuropuanbhuas uzdbuparenbHas komuccust Ne 55 pemmuJa:

1. YTBEepauTh MHCTPYKLUHIO IO JEIONPOU3BOACTBY B TeppuropuanbHON
n3oupatenbHoi komuccun NeS5 (manmee — MHCTpyKuMsl MO JEIONPOU3BOJICTBY)
COTJIACHO IIPUJIOKEHUIO K HACTOSIIEMY PELICHMUIO.

2. Ilpu3Hath yTpaTUBIIUM CUITY penieHre TepputopuanbHOil H30HpaTeIbHOM
komuccun Ne 55 or 21 wmas 2020 roma Ne 2-4 «OO6 HUHCTPYKIMU IO
JIeTI0NPOU3BOACTBY B TepputopraibHON n30upaTearHol KoMmuccuu Ne 55,

3. HampaBute komuto Hacrosimero pemenus B Cankr-IlerepOyprekyto
n30MpaTebHYI0 KOMUCCHIO.

4. PasmecTuTh  HACTOSIIEE  pEIIEHUME Ha caidte TeppUTOpHaIbHON
u30upatenbHoi komuccuu Ne 55 B uHpOpMaIIMOHHO-TEIEKOMMYHHUKAIITMOHHON CETH
HNnTepher.

5. KoHTponp 3a HCIOJHEHHEM pELICHHS BO3JIOKUTH Ha NpeAcenaTes

TeppuropuansHoit nzduparensuoi komuccuu Ne 55 I'.B. Konosanoga.
[Ipencenarens TeppuropuanbHOU
n3ouparenbHo komuccun Ne 55 I'.B. KonoBasos

Cexkpertaps TepputopuanbHO
n3ouparenbHo komuccuu Ne 55 A.B. Unaros



IIpunoxenue
K pelieHuto TepputopuaibHOn
n3buparensHoi Komuccuu Ne 55
ot 11 aBrycra 2026 roga Ne 12-1

NHCTPYKIUA
1O AEJOIMTPON3BOJACTBY B TEPPUTOPUAJIBHOU
N3BEUPATEJBHON KOMUCCHH Ne 55

1. O01mue moJ10KeHuA

1.1. MuCTpYKIIMS o NEIONPOU3BOACTBY B TeppuropuranbHOl
u30uparenbHo kKomuccuu NeS5 (manee — MHCTpyKLMs) ycTaHaBIMBAET MOPSIOK
paboThl C JTOKyMEHTaMH, OCHOBHBbIE IpaBHUJia MX MOATOTOBKUM M O(POPMIIECHHUS
B TepputopuanbHoil n3duparenbHoil komuccuu NeS5 (nmanee — TeppuTopuanbHas
KOMHUCCHS).

TeppuropransHas KOMHCCHSI BIIPaBe YTBEPK1aTh TUIIOBBIE
W/WIUM  TIpUMEPHbIE MHCTPYKLUMU MO JIEJONPOU3BOJACTBY JUISl  y4aCTKOBBIX
n30UpaTeIbHbIX KOMUCCUH.

1.2. UncTpykumst pa3paboTaHa Ha OCHOBaHMM (peepalibHBIX 3aKOHOB
ot 12 utons 2002 roga Ne 67-®3 «O06 0OCHOBHBIX FapaHTUSIX U30MPATEIbHBIX MPAB
U TpaBa Ha ydactue B pedepenayme rpaxman Poccuiickoit deneparumn
(nanee — @enepalibHbI 3aKOH 00 OCHOBHBIX TapaHTHsIX HM30MpaTeIbHBIX MpaB),
or 22 okta6ps 2004 roma Ne 125-®3 «O6 apxuBHoM nene B Poccuiickoit
denepanuny, 3akoHoB CaHkT-IleTepOypra, MOCTaHOBICHHUN 1 HHBIX HOPMATHUBHBIX
aktoB lleHTpanbHOoM wu30upaTenbHOl Komuccuu Poccuiickoii  Denepanuu
(manmee — UK Poccun), Cankr-IlerepOyprckoit u3OupaTebHOW KOMUCCHUH,
periaMeHTa TEppUTOPUaIbHON KOMUCCHH, C HCTIOJIB30BaHUEM NPHKa30B Pocapxusa
or 22 mas 2019 roma Ne 71 «O6 yrtBepxnaenuu IIpaBun aenonpou3BOACTBa
B TOCYJAapCTBEHHBIX  OpraHax, OpraHax MECTHOIO  CaMOYNPAaBIICHUSD,
ot 25 nexadps 2020 roga Ne 199 «O0 ytBepkaeHnu MeTouuecKux peKoMeHaaIui
1o pa3paboTke WHCTPYKLUI o JEIONPOU3BOJCTBY

B TOCYyAapCTBCHHBIX opraHax, opraHax MCCTHOTI'O CaMOYIIPaBJICHUS,
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ot 31 urons 2023 roxa Ne 77 «O6 yrBepxkaenuu [IpaBun opranuzanuu XpaHeHus,

KOMILJIEKTOBAHUSI, y4e€Ta U HCIOJb30BaHUS JOKYMEHTOB ApXUBHOro (oHaa
Poccniickonn denepanynyu U IpyTUX APXUBHBIX JTOKYMEHTOB B T'OCYIAapPCTBEHHBIX
opraHax, OpraHax MECTHOTO  CaMOYINpAaBJIEHUS UM  OpPraHU3ALMIXY,
I'OCT P 7.0.97-2025 «HanuonansHbii  ctangapt Poccuiickoit  denepanuu.
Cucrema crtaHmapToB 10 uH(POpMAIUK, OHUOJIMOTEYHOMY W H3IATEIHCKOMY
neny.  OpraHM3allMOHHO-paclopsiMTeNbHas  JOoKyMmMeHTamusi.  TpeOoBaHus
K odopmiieHnro nokymeHtoB», ['OCT P 7.0.8-2025 «HarmumonanbHBINH CcTaHAApT
Poccuiickoii denepanun. Cucrema cTaHaapToB 10 WH(GOpMaLMK, OMOTHOTEYHOMY
U M3JaTeIbCKOMY Jeily. JIenonmpous3BOACTBO M ApXUBHOE Je10. TepMHHBI
U ONPEJECICHUS.

PabGora ¢ pokymMeHTaMu, coJepKallUMH HH(POPMAIUI0 OTrPaHUYEHHOTO
pacupoCTpaHEHUsl, OCYUIECTBISIETCSI B COOTBETCTBUM C IIOCTAHOBJICHUEM
[IpaButensctBa Poccuiickoit ®eneparuun ot 03 Hos0ps 1994 roma Ne 1233
«O06 yrtBepxaeHun [lonoxeHuss o moOpsAaKe OOpalleHUs CcO  CIIyXKeOHOM
uH(popManuer OrpaHUYEHHOIO pPACIPOCTPAHEHHS B (eaepaibHbIX OpraHax
VCITOJIHUTENIbHOM BJIACTH, YIIOJJHOMOYEHHOM OPraHe yIpaBJieHUs UCIOJIb30BaHUEM
ATOMHOW YHEPTUU U YIIOJITHOMOYEHHOM OpraHe M0 KOCMUYECKOM JESTEIbHOCTHY, 32
UCKIIFOUEHHEM JOKYMEHTOB, COJIEpKAIIUX CBEACHUS 00 M30HUpaTensiX, yHacTHUKAX
pedepenayma, 0OpalaromuXcsi B paMKax (QyHKIIMOHUPOBaHMs ['ocymapcTBeHHON
CUCTEMBI peructpauuu (ydera) wusz0Oupareneld, Y4YaCTHUKOB pedepeHayma B
Poccuiickon @enepanumu.

1.3. [Tonoxenust UHCTpyKLIMK pacIpOCTPaHSAIOTCS HAa OpraHU3aluio padoTh
C TOKYMEHTaMH HE3aBUCHUMO OT BHJIa HOCHUTEIIA, B TOM YHCII€ C JIEKTPOHHBIMU
JOKYMEHTaMH, BKJIIOYasl MOJATOTOBKY, PErMCTPaLAI0, MPOXOXKIEHUE, XPAaHEHHE
Y UCIIOJIb30BaHUE JJOKYMEHTOB.

[Tonoxenuss MHCTpyKIMKM HE paclpoOCTPaHSAIOTCS HA OpPraHU3alui0 pabOThI
C JOKYMEHTaMH, COAEP)KAIIMMHU CBEIEHUS, COCTaBISIOIIHME TOCYAapCTBEHHYIO

TaNHY.
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TpeboBanus WHCTpykiimu Kk pabote ¢ (QUHAHCOBOW, B TOM YHCIIE

OyXrajqTepcKkoll JOKYMEHTAllMel paclpOCTPaHSIOTCS Ha JaHHBIE JIOKYMEHTBI
B YaCcTH OONIMX MPHUHIIUIOB pabOThl ¢ HUMH, a TAK)KE€ OpPraHU3alUHA TEKYIIETO
XpaHEHUs JTOKYMEHTOB M MOJTOTOBKM HMX K Iepe/laue Ha apXUBHOE XpaHEHUE,
C y4yeToM OCOOCHHOCTEH  OIOJUKETHOrO  3aKOHOJATENbCTBA,  HACTOSIICH
WNuctpykuuu, nHbix HopMatuBHBIX akToB LUK Poccum, Cankr-lletepOyprekoi
n30MpaTeIbHOM KOMUCCUH, TEPPUTOPUATBHON KOMUCCHHU.

PaboTa ¢ gJOKyMeHTaMHu IO OpraHU3alyy 3aKylOK TOBapoB, pabOT U yCIIyT
ocymectBisieTcs ¢ ydetom @DenepanbHOro 3akoHa oT S5 ampens 2013 rona
No 44-d3 «O koHTpakTHOM cucTeMe B c(epe 3aKymnmok TOBapoB, pabOT, yCIayr
JUIs. 00ecreueHrsl TOCYJapCTBEHHBIX W MYHHUIIMOAIBHBIX HYX1». OCOOEHHOCTH
OpraHu3aluy T0KYMEHTO000pOTa, OTHOCSIIETOCs K OpraHu3alliy 3aKyIoK TOBapOB,
paboT u yciyr, npaBuiia MOJTOTOBKH U O(OPMIICHUS TaKUX JIOKYMEHTOB, a TAKKe
NopsiIoK  pabOTBl  C  HUMH  MOTYT  JOTNOJHUTEIBHO  YCTaHABIMBATHCA
COOTBETCTBYIOIIUMU HOPMaTUBHBIMH aKTamMu UK Poccun,
Cankrt-IletepOyprckoit n30upaTenbHOM KOMHUCCUU, TEPPUTOPUATILHON KOMMCCHH,
IpUKa3amMu NpeaceaaTesns TepPUTOPUATbHON KOMUCCHH.

1.4. IlpaBuia moATrOTOBKM W OQOPMIICHUSI IOKYMEHTOB M TOPSJIOK paOOThI
C HHUMH, TpeaycMoTpeHHble WHCTpykumei, o0s3aTelbHbl JJI8  YJICHOB
TEPPUTOPUAIIBHOM KOMHUCCHU W TOCYIJAPCTBEHHBIX TPAXKIAHCKUX CITY KX
anmnapara TEppUTOPUAIBHON KOMHUCCHUU (Jlajiee — rpakJIaHCKue ClyKalllue) U Jul,
3aMEIIAIOMINX JOJDKHOCTH, HE SIBISIOIIMECS JOHKHOCTAMH TOCYIapCTBEHHON
IPKIAHCKON CIIyKObI, a TaKXKe JIHI], TPUBIEKAEMBIX IO TPaXIAHCKO-TIPABOBBIM
JIOTOBOPAM.

1.5. Benenue JEJIONIPOU3BOACTBA TEPPUTOPUAIIBHON KOMUCCHU
OCYILECTBIISIET MPE/ICENATeNIb TEPPUTOPUATBHOM KOMHUCCUU WM Tpa)XAaHCKUI
CIyXalllil anmapara TEPPUTOPHAIBHOM KOMHUCCHM, Ha KOTOPOIO BO3JIOKEHA
byHKIMS BEIEHUS JICIIONPOU3BOJICTBA B COOTBETCTBHM C  JIOHKHOCTHBIM
pernamMeHToM  (majee — paOOTHUK — amnmapara, OTBETCTBEHHBIM 3a  BEJICHUE

JIEJIOTIPOU3BOICTBA).
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1.6. PaboTHMKM  ammapaTa,  NOCTYIHMBIIME  HAa  TOCYJAapCTBEHHYIO

rpaxaanckyto ciyk0y Cankt-IleTepOypra B amnmapart TEppUTOPHUATLHON KOMUCCHH,
amb0 Ha JOHKHOCTH, HE SBISIONIAECS JOJDKHOCTSMH —TOCYAapCTBECHHOU
rpakJIaHCKOW CIYKOBbI, a TaKXKe Tpak/laHe, MPHUBICKAEMbIC IO TPaXIAHCKO-
MPaBOBBIM JOTOBOpaM, JIOJDKHBI OBITH O3HAKOMJIEHBI O] IMOJIUCH C TEKCTOM
NHcTpykiimu ~ paOOTHUKOM  amnmapaTta,  OTBETCTBEHHBIM 32  BEJACHUE
JIeJIONIPOM3BOICTBA.

1.7.B cinyyae yxoga B OTHYCK, BbI€3la B KOMaHJIUPOBKY, OOJI€3HH,
YBOJIbHEHUSI ~ HCHOJIHUTENSA  JOKYMEHTOB  HEHUCHOJIHEHHBIE  JIOKYMEHTBI
10 TIOPYYECHUIO MpeAcenaTelss TEPPUTOPUAIIBHON KOMUCCHUU MEPEAAIOTCS IPYTroOMy
HCTIOJTHUTEIO.

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

Pa6ota B I1J] MOXET OCYIIECTBISATHCA KaK B 3aKPBHITOM KOHTYpE, JOCTYM
K KOTOpPOMY 4YJIeHaM TEPPUTOPUATIBLHON KOMHUCCHU M paOOTHHMKAM armmapara
TEPPUTOPUAIIBHON KOMHUCCUU TMPENOCTABIIETCA B COOTBETCTBUM C MIPUKA30M
npeacenarTenss TEppUTOPUATBHON KOMUCCUHU, TaK U B OTKPBITOM KOHTYpE, JIOCTYII
K KOTOpPOMY MpPEIOCTABISECTCS B COOTBETCTBUM C pacnopsbkeHuem llpeacenarens
MUK Poccun, nopmaruBHbiMH akTamMu Caskt-lleTepOyprckoit m3OupaTenbHON
komuccuu 1o cornacopanuto ¢ [H{HAK Poccun.

B 3akpbiToM KOHType mnpeaycMoTpeHa oOpaboTKa MEePCOHANBHBIX JTaHHBIX
1 MHOM KOH(pHUACHIINATbHON HHPOpMAITUH.

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

PaGora c JoOKyMeHTaMu TEPPUTOPUATILHON KOMHUCCHM OCHOBBIBACTCS

Ha MMPUHLNIE OJHOKPATHOW PETUCTpPallii JOKYMEHTA.
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1.9. UHCTpyKIIMST ¥ M3MEHEHHMS] B HEE YTBEPKAAIOTCA PELICHUEM

TEPPUTOpPUANIBHON KoMmMuccuM mnocie corjnacoBanuss ¢ Cankr-IlerepOyprekoit
n30UpaTeIbHON KOMUCCHUEH.

1.10. B MHCTpYKIIMHU UCTIONB3YIOTCS CIEAYIOIINE TEPMHAHBI U ONIPEACIICHUS:

OJIaHK JJOKYMEHTA; 3JIEKTPOHHBIH 11a0JI0H OJ1aHKa TOKYMEHTa — JIUCT Oymaru
WIA DJIEKTPOHHBIA IMAOJOH € PEKBU3UTAMH, HWIACHTH(QHUIMPYIOIMIMMUA aBTOpPa
o(pUIIMaTBEHOTO TOKYMEHTA, PacIlOIOKEHHBIMH B OIIPEICTICHHOM HOPSAKE;

BHYTPEHHHMM OKYMEHT — JJOKYMEHT, ITOATOTOBJICHHBIA B TEPPUTOPHUAIBHOU
KOMHUCCHH, HE BBIXOSIINI 3a €€ Npeebl;

BXOIAIIMKA JOKYMEHT — JOKYMEHT, IOCTYNHBIIMA B TEPPUTOPHUAIBHYIO
KOMUCCHIO;

(2JIEKTpOHHOE)  J1e7I0 — PU3HYECKH  000COOJIeHHAass WM JIOTUYECKH
olpesesieHHas: eIUHUIA KIacCU(UKALUU U CHUCTEMAaTU3alld B JIOKYMEHTAJIbHOM
boHAe TeppUTOPUATBHON KOMHCCHH, BKIIOYAIOWIAs JOKYMEHT WM COBOKYITHOCTb
JOKYMEHTOB, OTHOCAIIMXCS K OJHOMY BONPOCY WM YYacCTKy JAESITEIBbHOCTH,
MMEIOIINX OJIMHAKOBBIA CPOK XPAHEHUS;

JEJIOMPOU3BOACTBO — COBOKYITHOCTh MPOLECCOB PabOThl C JOKYMEHTAMH,
BKJIOYasi JIOKYMEHTHpPOBaHHE, JOKYMEHTOOOOPOT, OINEpaTUBHOE XpaHEHHUE
Y UCIOJIb30BaHUE JIOKYMEHTOB B JI€ATEIbHOCTH TEPPUTOPUATBHON KOMHUCCHH;

JOKYMEHT — 3a()MKCUpOBaHHasi Ha HocuTelne MHPOpMalusi ¢ peKBU3UTAMU
W/WIU METaJaHHBIMU, TTO3BOJISIOIIMMHU €€ UACHTU(UIUPOBATH;

JOKYMEHTaIbHbI  (DOHJ — COBOKYITHOCTh JTJOKYMEHTOB, 00pa3yroUIMXcs
B JCSITENIbHOCTH N30MPATETbHON KOMUCCHH;

JOKYMEHTUPOBAHHUE — CTAAMS KU3HEHHOTO LIMKJIAa JOKYMEHTa, Ha KOTOPOM
OCYIIECTBISICTCS 3alluCh HHQOpPMALKMKU C PEKBU3UTAMHU W/WIK METaJaHHBIMU
Ha HOCHUTEJIE M0 YCTAaHOBJICHHBIM IIPaBUJIaM B YCTAHOBJIEHHOH (popme;

JOKYMEHTOOOOPOT — ABUKEHUE IOKYMEHTOB B TEPPUTOPUATILHON KOMHCCHH
C MOMEHTa HMX CO3JaHHMS WM T[OJY4YEHUS [0 3aBEPLICHHUS WCIOJHEHHUS

HJIN OTIIPAaBKH,
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AyOnuKaT JOKyMEHTA — MOBTOPHBIM SK3eMIUISIp MOAJMHHUKA JOKYMEHTa,

CO3JIaBAEMBII C LIENBbIO 3aMEHbI TOJJIMHHUKA;

KU3HEHHBIM LHMKJI JOKYMEHTAa — COBOKYIHOCTh CTaJHMi CYIIECTBOBAHHS
JIOKyMEHTa (JOKyYMEHTHUPOBAHHOW HHQOpMAIMKU), HaUYUHAs C ero (ee) co3aaHus
JI0 YHUUTOXEHUS;

3aBEpEHHasl KOIHWA — KONUs JOKyMEHTa, Ha KOTOpPOM B COOTBETCTBHH
C YCTaHOBJICHHBIM TOPSAJKOM TIPOCTaBJIEHbI PEKBU3UTHI, OOECIEUUBAIOLINE
€€ IOPUINYECKYIO CHITY;

HUCXOJAIINN JOKYMEHT — JOKYMEHT, OTHPABIIEMbIA U3 TEPPUTOPUATBHOU
KOMUCCHUU;

KOHTPOJIb VCIIOJTHEHU S JIOKYMEHTOB — COBOKYITHOCTh NEHCTBUH,
00eCcreunBaoIIUX CBOEBPEMEHHOE UCTIOTTHEHUE JOKYMEHTOB;

KOs JNOKyMEHTa — JOKYMEHT, IIOJIHOCTBIO BOCITPOU3BOISIINAN
MH(OpMAIUIO MOAJIMHHUKA U BCE €r0 BHEIIHUE IPU3HAKK WA UX YaCTh;

HOMEHKJIaTypa JIeJl — JOKYMEHT, COJEpKalluii CHCTEMaTU3UPOBAHHBIN
IIEPEUYCHb 3aroJIOBKOB JI€JI, CO3JaBAaE€MbIX B TEPPUTOPUAIBHOW KOMHCCHUH,
C YKa3aHHEM CPOKOB UX XpaHEHUs, O(POPMIICHHBIN B YCTAHOBICHHOM IOPSIJIKE;

HOPMATHBHBIE JTOKYMEHTBI — COBOKYITHOCTb HMHCTPYKTHBHBIX MaTEpHaJIOB,
pPACCUMTAHHBIX HA MOCTOSTHHOE UJIM MHOTOKPATHOE JEHCTBUE U COJIEpKAIINX KaKne-
A100 HOPMBI, TIPaBUiIa, MPEANUCAHNUS;

HOCHUTENb (JOKYMEHTUPOBAHHOW) HWH(GOPMAIIMU — MaTepUATIbHBIA OOBEKT,
UCIOJIb3YyEeMbIN JUIsl (PUKCALIMK U XPAHEHUS TOKYMEHTUPOBAHHOW HH(pOpMaLIUK;

oOpaiieHue B popMe 3IEKTPOHHOTO JOKYMEHTa — oOpallleHre, MOCTYHBIIee
B (hopMe 3JIEKTPOHHOrO JOKYMEHTa C UCIOJIb30BAHUEM CTPAHMIIBI O(PUIIMATBHOTO
cairta Cankr-IletepOyprckoit n30upaTeIbHOM KOMHCCUU
B MH(OPMALMOHHO-TEIIEKOMMYHUKAIIMOHHON cetn «MHTepHeT» (nanee - ceThb
WuTepHeT), npeHa3HaueHHOMN JIJIsl HalpaBiieHus OOpalleH’il B TeppUTOpUaIbHbIE
KOMUCCHUU;

OTMETKa 00 3JEKTPOHHOW MOAMHUCH — PEKBU3UT JJIEKTPOHHOTO JOKYMEHTA,

MOJITBEPKIAIOIIMNA €T0 MOAIUCAHUE FJIEKTPOHHOM TOIIUCHIO;
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opUIMANTBHBIA TOKYMEHT — IOKyMEHT, KOTOpBII CO3/1aeTcs, 3aBepsercs,

BBIIAETCSL B YCTAHOBJIEHHOM 3aKOHOM WJIM MHBIM HOPMATHUBHBIM aKTOM MOPSAKE
OpPraHOM TOCYAApCTBEHHOW BJIACTHU, HHBIM TOCYJapCTBEHHBIM OPTaHOM, OPTraHOM
MECTHOTO CaMOYIIPABJICHUS WM MHOM  YIIOJHOMOYEHHOM OpraHu3alueH,
YIHOJIHOMOYEHHBIM JO0KHOCTHBIM JIMIIOM U yIOCTOBEPSET I0OPUINYECKU 3HAUYUMBIE
(bakThI;

oopmIIeHHE JTIOKyMEHTA — IPOCTABIEHUE HA JIOKYMEHTE HEOOXOIUMBIX
PEKBU3HUTOB;

oOpaiieHue B MUCHbMEHHOW (hopMe — HampaBJICHHbIE B TOCYIapCTBEHHBIN
OpraH, oOpraH MECTHOTO CaMOYIPaBJICHUS WM  JIOJDKHOCTHOMY  JIMILY
B MUCHbMEHHOHU (hopMe TIpeIIoKEHHE, 3asBIICHUE MK Kano0a;

IUChMO — 0000IIEHHOE HAa3BAHUE PA3JIMYHBIX 10 COACPKAHUIO JOKYMEHTOB,
CIIy’KalllUX CPEICTBOM OOIICHUS MEXAY OPTraHU3alMsIMU, [PaX1aHaMU;

NOJJMHHUK  JOKYMEHTA — IIEPBBI WM  €IUHCTBEHHBIH  SK3EMIUISIP
JIOKYMEHTA;

MOpyYeHUE — JOKYMEHT, NPEANUCHIBAIONINN BBIMOJIHEHUE TEX WM WHBIX
3aJIaHUM;

pEruCTpallMOHHO-y4YeTHass KapTouka gokymeHTa (nmanee —PYK)— dopwma,
UCTIONb3yeMasi JUIs 3aluCH CBEIACHHM O JOKyMEHTEe B IEIsIX ydera, IMOMCKa
U KOHTPOJISA, CO3/1aBaeMasi IIpU PErucTpaluu JOKyMeHTa ¢ ucrosb3oBanueM I1/1;

pETUCTPAIIMOHHO-y4eTHasT (OpMa — CHUCTEMa PETUCTpAIlUH, HCIIOJIb3yeMas
B TEPPUTOPUAIBHOW KOMHCCHM Mpu perucrpauuu gokymeHtoB (IIJ[, xapTouku
WJIW JKypHa);

perucTpamus JOKyMEHTa — 3allUCh  YYETHBIX JaHHBIX (METaJaHHBIX)
O JOKYMEHTE 1O YCTaHOBIEHHON (opme, duxcupyromas (akT ero co3maaHus,
OTIIPABJICHUS WU TIOJY4YEHHUS, U TPUCBOECHUE €My PErucTpaliOHHOTrO HOMepa
Y J1aTHI,

PEKBU3UT JOKYMEHTA — CTPYKTypHasT 4acTb M JJIEMEHT O(OpPMIICHHUS
JOKYMEHTa, CIYXallui g WACHTHQUKAIMN JOKYMEHTa M  COAep Kalencs

B JJOKyMEHTE UH(POPMALIHH;
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CHUCTEMa JJIEKTPOHHOTO JOKYMEHTO00OpOTa — MH(OpPMALMOHHAs CHUCTEMA,

o0ecrieunBaroIias XU3HEHHBIM LUK JOKYMEHTOB [0 HX Mepexoja Ha CTaJHIo
ApPXUBHOTO XPAHEHUS WIH YHUUTOXKEHUS;

CKaHUPOBAHUE JOKYMEHTA — MOJyUYeHHUE IIEKTPOHHOTO 00pa3a TOKYMEHTa;

ciykeOHasi 3alnCKa — BHYTPEHHUM JOKYMEHT, aJIpECOBAHHBIM OJHOMY
JOJKHOCTHOMY JIUIYy TEPPUTOPHATIEHOM KOMUCCHH APYTUM JTOJKHOCTHBIM JTUIIOM
TEPPUTOPUAIBHON KOMHMCCHUM U  COAEpXaIUid OOCTOSITENIbHOE  H3JI0KEHUE
KAaKOro-J1100 BOMpOCa C BBIBOJIAMHU U MPEI0KEHUSIMU COCTABUTEIS;

CPOK HCHOJHEHHsS] JOKYMEHTa — CPOK, YCTAHOBJICHHBI HOPMATHBHBIM
IPaBOBBIM aKTOM, OPTaHU3alMOHHO-PACTIOPAIUTEIBHBIM JOKYMEHTOM, YKa3aHUSAMU
10 UCIIOJIHEHUIO JOKYMEHTA WM TIOpYUYEHHUEM;

YKa3aHUs M0 MCIIOJHEHUIO TOKYMEHTa — PEKBU3UT, COCTOALIMN U3 HaANUCU
Ha JOKYMEHTE WIM Ha OTIEJIIbHOM JMCTE YCTaHOBJIEHHOW (OPMBI, CIEIaHHOM
JOJKHOCTHBIM JIUIIOM;

y4eT  JOKYMEHTOB — (ukcauus  (akta  IOJyuyeHUS  JOKYMEHTOB
0e3 mpocTaBlIeHUsI HA HUX PETUCTPAIIMOHHBIX [ITAMIIOB;

(dopmupoBaHuEe  (3JIEKTPOHHOIO)  Jiejla — IPYNIHUPOBAHUE  JTOKYMEHTOB
B (3JIEKTPOHHOE) JIEJI0 M UX CUCTEMAaTU3aLus;

AKCIEPTU3a LIEHHOCTU JOKYMEHTOB — JESTENbHOCTh [0 YCTAHOBJICHHUIO
CPOKOB XpaHEHHUs JOKYMEHTOB, OTOOpa HX s apXUBHOTO XpaHEHMs
WIA YHAYTOXXEHUS, BBIIBICHHIO OCO0O IICHHBIX W YHUKAJIbHBIX JOKYMEHTOB
HAa OCHOBAaHMM TpPeOOBAaHWH HOPMATHUBHBIX TIPABOBBIX AaKTOB U KpPUTEPHEB
HKCIEPTU3bI HIEHHOCTH TI0KYMEHTOB;

ANIEKTPOHHAS MOAMKUCH — UHPOpMaLUa B AIEKTPOHHOU (opme, TpeOOBAHMS
KOTOPOW YCTAQHOBJIEHbI HOpPMAaTHUBHO, MpeJHa3HAUCHHas JJs TOANMCAHUS,
COTJIaCOBaHUS (BU3MPOBAHNS) U YTBEPKACHUS SJIEKTPOHHBIX JOKYMEHTOB;

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

AJIEKTPOHHBIN JIOKYMEHTOOOOPOT — JOKYMEHTOOOOPOT € HCIOJIb30BAaHUEM

aBTOMATU3UPOBAHHON HMHQPOPMALMOHHON CHUCTEMBI (CHCTEMBI 3JIEKTPOHHOTO
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JOKyMEHTOO00POTa);

AJIEKTPOHHBIA  00pa3  JOKYMEHTa — 3JIEKTPOHHAs  KOMNMsS  JTOKYMEHTa,
W3TOTOBJICHHAs HA OYMa)KHOM HOCHTEIIE;
ANEKTPOHHBIA  MAOJOH OJIaHKa JOKYMEHTa —CM. TEPMHUH  «OJIaHK

JOKYMCHTaA».

2. HpI/IeM, perucrpanus 1 NMPoxXoKJACHUE NMOCTYNAKIINX JOKYMCHTOB

2.1. IokyMEHTBI B TEPPUTOPUAIIBHYIO KOMMCCHUIO JOCTABIIIOTCA 4Yepe3
OTIeNIeHnEe CBsI3U (MOYTOM, TenerpadHOl CBS3BIO), OpraHamMu (QenepaibHOMI
(denbIberepckoil  CBsA3M, CHELMAIBHOW CBS3bI0, HAPOUHBIM WIH MEpPEAAOTCS
Ha JIMYHOM IPHEME IPaXk/IaH.

JIOKyMEHTBI MOTYT IIOCTYIIaTh B TEPPUTOPHUAIBHYIO KOMHCCHIO CPEICTBAMHU
[T, dakcuMmIbHONW CBSI3bIO, OJIGKTPOHHOM TouTOM B cetu VHTepHer
(mpenHa3HauY€HAa MCKIIOYUTENBHO MJis1 CIY>KEOHOM KOPPECHOHIEHIUHU), Yepes3
pazmen  «OnekTpoHHas (Gopma  oOpaiieHus» Ha  OQUIMAIBHOM  caiiTe
Cankrt-IlerepOyprckoit  u3OuparenbHoi  komuccu B cetu  MHTepHer,
IpeIHAa3HAYEHHBIN JUIsl HAPABIICHUS 0OpAIlEHN B TEPPUTOPUAIBHYIO KOMHUCCHIO.

2.2. llpuem, mnepBuyHas oOpabOTKa W PETUCTpAIMS TMOCTYHAIOUIUX
JIOKYMEHTOB TPOU3BOMASITCS TpelcenaTeseM (CeKpeTapeM) TeppUTOPHATbHON
KOMUCCHUM WM  pabOOTHUKOM  ammapaTa, OTBETCTBEHHBIM 32  BEJACHHUE
JIeJIONPOU3BOACTBA ¢ Hcnoib3oBanueM I1/], n1ubo KypHalbHON perucTpauuoHHO-
y4deTHOU Gopmbl (ipusoxkerue Ne 1) exxeHEBHO B 4achl pabOThl TEPPUTOPUATHHOM
KOMHUCCHH, KPOME BBIXOJHBIX M HEpaOOUMX Mpa3IHUYHBIX JTHEH.

[Topsimok TOJMydYEeHHs] W PErHCTpalMy JOKYMEHTOB IOCJIE€ OKOHYaHUS
pabGouero AHs, B BBIXOJHbIE U HEpaOoUyue Mpa3HUYHbIE JHH, B IEPUOJI TIOJTOTOBKU
U TPOBEICHUs H30MpaATENbHBIX KaMIaHW YCTaHABIMBAeTCS MpejacenaTeIeM
TEPPUTOPUATIBHON KOMUCCHUU JIMOO OMPENEseTCsl PelICeHUEM TEepPPUTOPHAIBHON
KOMUCCHH.

2.3. IlocTynuBIIME JOKYMEHTHI MOAPA3ACIAIOTCS Ha PETUCTPUpPYEMbIE

N HE IMoaICKalue perucrpangnuu. HepequB AOKYMCHTOB, HC IMOAJICIKAIIHUX
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perucTpanuu, onpeesieH B npuioxeHun Ne 2.

2.4.1lpu BCKpPBITUM KOHBEPTOB, JIOCTABJIEHHBIX OpraHaMM (QenepabHOM
denbpaberepckoil  CBA3M, CHEIHUAIBHOM CBA3BIO, IO TMOYTE€ WJIA HApOYHBIM
IIPOBEPSAIOTCSA MPABWIBHOCTh AAPECOBAHUS, KOMIUIEKTHOCTh M LEJIOCTHOCTH
JOKYMEHTOB, HAQJIWYUE IPWIOKEHUN, CBEPSETCS COOTBETCTBUE HX HOMEPOB
YYETHBIM HOMEpPAM, YKAa3aHHBIM Ha KOHBEpTax. HempaBuibHO aapecoBaHHBIE
U OIIMOOYHO BJIOKEHHBIE JOKYMEHTbl HE PETUCTPHUPYIOTCS, IEPECHIIAIOTCS
10 HA3HAYECHUIO WJIM BO3BPALLAIOTCS OTIPABUTEIIO.

2.5. Ecnu mpu BCKpPBITHM KOHBEpTa OOHApY>KEHO OTCYTCTBHE JOKYMEHTOB
WIM HUX OTHEIBHBIX JIMCTOB, IIPUIOKEHUH, IIOBPEXKIEHUE JIOKYMEHTOB
WM HECOOTBETCTBHE HOMEPOB JOKYMEHTOB HOMEpPAM, YKa3aHHbIM Ha KOHBEPTE,
npenaceaareneM (CeKperapeM) TEeppUTOPHUAIBHON KOMHCCHM WM PaOOTHUKOM
amnrapara, OTBETCTBEHHBIM 3a BEICHHUE JEJIONPOU3BOJCTBA COCTABIACTCA AaKT
YCTAaHOBJIEHHOM  (opMbl B  JBYX OK3eMmIusipax  (mpusoxxkenue — Ne 3).
OaMH HK3eMIUISIp akTa IOChUIAETCS OTHPAaBUTENI0, JPYrod mpuoOLaeTcs
K MPUHATBIM JOKYMEHTAM.

Ha o0opoTHOl CTOpOHE MOCIEIHEro JIMCTa IMOBPEKICHHOIO JIOKYMEHTa
B IPABOM HHWJKHEM YTIIy JEJIAeTCs OTMETKA «/JOKyMEHT IOJIy4eH B IOBPEKICHHOM
BUJIEY.

2.6. KoHBepTHI OT NOCTYIMBIINX JOKYMEHTOB HE YHUUTOXAIOTCA B Cllydae,
€CIM TOJIbKO MO HHM MOKHO YCTAHOBHTH AJpPEC OTIIPABUTEINS, ATy OTIPABKU
Y TIOJIyYEHHUsI TOKYMEHTOB, €CJIIM OHH COAEPKAT TOKYMEHTBI, KOTOPBIE MOCTYITHIIN
n3-3a TpenenoB teppuropun Poccuiickon denepannu, U3 CyJI0B, CIEICTBEHHBIX
OpraHoB, JINOO JOTOBOPHI, TPETEH3NU, UCKOBBIE 3asBJICHUS, TOKYMEHTHI, CBSI3aHHBIC
C pa3MeIlleHuEM 3aKa30B Ha IOCTABKH TOBAPOB, BHIIMOJIHEHHE PabOT, OKa3aHUE yCIIyT
JUISl TOCYAPCTBEHHBIX HYXKI.

2.7. ITakeTsl ¢ mOMETKOM «JIMUHO» MEpeNArOTCA afpecaTtaM B 3aKpbITOM BHJIE
110/, TIOJAIIHCh.

2.8.Ilpn perucrpamuu NOCTYNMUBIIETO JOKYMEHTa B PETUCTPALMOHHO-

y4eTHOM (opMe o00s3aTeTbHO BBOJSATCS CIAEAYIONIME PEKBU3UTHI: HCXOIALTUAN
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HOMED JOKyMEHTA | JIaTa, TaHHbIE O KOppeCToHAeHTe (aapecanTe) (haMuius, ums,

OTYECTBO (MPU HAIWYUHK) (PU3UYECKOTO JIMIA UM HAMMEHOBAaHUE OPraHU3aluu),
KpaTKOE€ COJEpKaHWE JOKYMEHTa, a TakKe KOJIMYECTBO JIMCTOB OCHOBHOI'O
JIOKYMEHTA U JINCTOB MPUIOKEHUS, KOJTUYECTBO IK3EMIUISIPOB, BUJI 10CTaBKU. [Ipu
perucTpauuu BXOJIALLETO JNOKYMEHTa JleJ1aeTcs CBsI3Ka
C UCXOJISIIIIUM JJOKYMEHTOM, Ha KOTOPBIM J1aeTCsl OTBET (€CJIM TAaKOBOW UMEETCS).

[Ipu ocymectBiennn peructpauuu cpeacrsamu [1/] Ha mumeBort cTopoHe
NEPBOr0 JIUCTA 3APErMCTPUPOBAHHOTO JOKYMEHTa Ha OYMa)XKHOM HOCHTEIIE,
KaK MPaBWJIO, B MPABOM HWXKHEM YTIIy MPOCTABISOTCS PETUCTPALIMOHHBIA HOMED
Y J1aTa, a TAaK)XKe ITPUX-KOJ C YKA3aHUEM HAUMEHOBAHUS OPTaHU3aLUH.

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

[Ipr ocCymiecTBI€HMH PETUCTPALMU B JPYTOW PETrUCTPALMOHHO-YUYETHOU
dbopMe perucTpalMOHHBIM IITaMII € YyKa3aHHEM BXOMSIIEro HOMEpa, aThbl
PETUCTpALIMM TIPOCTABJISACTCS, KaK IMPAaBUIO, B MPABOM HIKHEM YIJIy JHULEBOMN
CTOPOHBI TIEPBOTO JIUCTA 3aPETUCTPUPOBAHHOTO JOKyMeHTa. [Ipu HeoOxomuMocTu
YKa3bIBAC€TCSl BPEMsSI PErucTpaluu (4achbl U MUHYTHI), a TaKXe BXOJMSIIUN HOMEP
JIOKYMEHTA Ha IIPUII0KEHUH.

Ha xonmu goxymeHTa BXOISIIMNA HOMEP MPOCTABIISIETCA B MTPABOM HUKHEM
yIIIy JTULEBOW CTOPOHBI IIEPBOTO JIUCTA.

Hymepauuss nocTtynuBmIMX JOKYMEHTOB OCYLIECTBIISICTCS B IIpeleliax
KJIEHIAPHOIO rofa.

K moBTOpHBIM JOKyMEHTaM NPHUKIAAbIBACTCS HHPOpMALUI O paHee
MOCTYNHBIINX JOKYMEHTaX W pPe3yJibTaTaxXx MX HUCIIOJHEHUS, KOTOpas IMeperacTcs
OTBETCTBEHHOMY 3a HUCIIOJHEHHE.

[Tpu peructpanuu qoKymeHTa Ha OymakaoM HocuTene B [1/] on MokeT ObITh
OTCKaHMpOBaH, a 3areM K PYK MoxeT ObITh NpUCOEAMHEH 3JIEKTPOHHBIN 00pa3

JIOKYMEHTa U MPUJIOKEHUs K HeMy B (popmare pdf.
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ITocie peructpaunu cpeacrBamu [IJI DOCTynMBIIErO 3JIEKTPOHHOTO

JOKYMEHTa, B TOM YHCJI€ U3 BBILIECTOSALIEN M MHON M30MpaTENbHONM KOMHUCCHH,
OH MOJKET OBITh pacrevyaraH mpu He0OXOIUMOCTH.

2.9. 3aperucTpupoBaHHbIE JOKYMEHTBl PacCMaTpHUBAIOTCS MpEICeaaTeNIeM
TEPPUTOPUAIBHONM  KOMHCCHH,  3aT€éM  IIOCJIE  IIEPEHECEHMs  yKa3aHus
M0 WCHOJHEHHUIO OKYMEHTa B PErHCTPaIlMOHHO-YYETHYIO (opMy TMepenaroTcs
VICIIOJIHATEIISIM.

IIpn perucrtpauun noxkymentoB B IIJI paccmoTrpenue mnpencenarenem
TEPPUTOPHUAIBHON KOMHUCCUU JTIOKYMEHTOB M HAaNpaBJICHHE HUX HUCHOJHUTEISAM
B 3JIEKTPOHHOM BHJE MOXET OCYIIECTBIAThCs cpenctBamu I1J] 6e3 odopmiienus
KOITMU HAa OYMa)KHOM HOCHTEJIE.

2.10. McnionHeHHbIE JOKYMEHTBI CIHUCBIBAKOTCA B JEJ0 MpelaceaTesIeM
TEPPUTOPUAIBHOM KOMHMCCHMM M TIOMEIIAIOTCS B JE€I0 B  COOTBETCTBHHU

C HOMEHKJIATYpPOU JIe]T TEPPUTOPHUAIBHON KOMUCCHH.

3. OcHOBHbBIE TPeOOBAHUSA K MOATOTOBKE U 0)OPMJICHHIO IOKYMEHTOB

3.1. JIOKymMeHTBI,  CO3[1aBacéMbleé B  TEPPUTOPHUAIIBHOW  KOMHCCHH,
opopmisitoTcst Ha OJlaHKaX, HAa CTaHAAPTHBIX Juctax Oymaru ¢dopmara A4
(210 x 297 mm) wm AS (148 x 210 mM) 1100 B BUJE DJIEKTPOHHBIX JTOKYMEHTOB
U JIOJKHBI UIMETh YCTAaHOBJICHHBINA COCTaB PEKBU3UTOB.

3.2. JlokymeHTbl 0GOPMIISIIOTCS Ha TMPOAOJIBHBIX JUOO YTJIOBBIX OJIaHKax
YCTaHOBJICHHONW (DOPMBI, HM3TOTOBJICHHBIX THUITOTPA(PCKUM WU KOMITBIOTEPHBIM
criocoboM (ripuitokeHue Ne 4).

B TepputopuanbHON KOMUCCHHA MOTYT OBITh YCTAHOBJICHBI CICTYIOIINE BUIBI
0JIaHKOB:

0JIaHK TPOTOKOJIA 3aCeIaHUs TEPPUTOPUATLHON KOMUCCHUH;

OJIaHK pelIeHUsT TEPPUTOPHATBHON KOMUCCHH;

OJIaHK TpUKa3a MpeacenaTess TEPPUTOPUATILHON KOMUCCHU;

0JIaHK MUChMa TEPPUTOPUATTEHON KOMUCCHUHU.
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3.3.Ilpu moarotoBke JIOKyMEHTOB ¢ npumeHeHueM IIJ[ wmcnonb3yrorcs

JJIEKTPOHHBIE  IIA0JIOHBI  OJIAHKOB ~ JOKYMEHTOB, KOTOpPbIE  pPaBHO3HAYHBI
Y UJICHTUYHBI [I0 COCTaBY PEKBU3UTOB, MOPSAKY UX PACIIONIOKEHUS U TApHUTYpaM
mpudTa 61aHKaM JOKYMEHTOB Ha OyMa)KHOM HOCHUTEJIE.

3.4. lIokyMeHTbl OQOpPMIISIIOTCS B  COOTBETCTBUM C TpebGoBaHUSIMU
K JOKyMEHTaM, U3TrOTOBJIIEMBIM C MIOMOIIBIO MEYATAIOIIUX YCTPOHCTB, U K (aiiiam
TEKCTOBBIX JTOKYMEHTOB (npuiiokeHue Ne 5).

3.5. Ilpu moxaroroBke M O(GOpPMIICHUHM JOKYMEHTOB JOJKHBI COOIIOAATHCS
npaBuiia 0POPMIICHUS PEKBU3UTOB, N3JI0KEHHBIE HIXKE.

3.5.1. Ha Onankax pnokymeHToB mnomemaercs rep0 Cankr-IlerepOypra.
[Topsinok U3rOTOBJICHHUS], HCIIOJIb30BaHUS U XpaHEHHUs 0JIaHKOB
c BocrpousBenenueM repoa Cankr-IlerepOypra ycranaBnubaetcs 3akoHOM CaHKT-
[TerepOypra ot 23 ampens 2003 roma Ne 165-23 «O neraqbHOM OINKMCAaHUU
opumanbHbIX cuMBOJIOB CaHKT-IleTepOypra u nopsake ux UCIOIb30BAHUS.

KoHTponb 3a npaBUIBHBIM HCIIOJIB30BAaHUEM OJAHKOB M MX COOTBETCTBUEM
YCTAaHOBJICHHBIM 00pa3liaM OCYIIECTBISIETCS MpEACeAaTeIeM TEePPUTOPHATbHON
KOMHUCCHUM U pabOOTHHMKOM  ammapara, OTBETCTBEHHbIM 32  BEJCHUE
JEI0NPOU3BOCTBA.

3.5.2. HaumeHoBaHue n30UpaTeIbHOM KOMUCCHH.

HaumenoBanue wu30MpaTelbHOM KOMHUCCHHM YyKa3blBaeTcsl Ha OJlaHKax
B COOTBETCTBUU C pemieHneM CankT-IlerepOyprckoii n30upaTeaIbHOl KOMUCCHHU.

3.5.3. CnpaBouHbIe JaHHbIE 00 N30MpaTEIbHON KOMUCCHHU.

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

yi. Kanmuauuckas, 1. 7,

r. [lereprod, Cankr-IlerepOypr, 198510
Ten. (812) 241-44-95, ®axc (812) 241-44-95
http://tik55.spbik.spb.ru
OKIIO 44175858; OI'PH 1207800058553;

MHH/KIIIT 7819042648/781901001

3.5.4. HanmeHOBaHME BUIA JOKYMEHTA.
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HaumenoBanue BH/JIa JOKYMCHTA YKa3bIBACTCA HA BCCX OJaHKax n31aBacMbIX

JOKYMEHTOB (IIPOTOKOJI, PELIEHUE U T.J.), 38 UCKIIFOUEHUEM THCEM.

3.5.5. [lata noKyMeHTa.

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

JIOKyMEHTBI, U3/IaHHbIE ABYMS WM OOJee OpraHu3alusIMH, JTOJKHBI UMETh
OJIHY (€IMHYI0) 1aTy, COOTBETCTBYIOILYIO JAaTE MOAMUCAHUS JOKYMEHTA [TOCIETHUM
JOJKHOCTHBIM JIALIOM.

Jlaty qokyMeHTa opOopMIISIIOT apaOCKuMU 1uppamMu B OCIEA0BATEIHHOCTH:
JeHb Mecdla, Mecsl, rol. [leHp mecsna u mecsi opOopMIISIFOTCS IByMsl IapaMu
apaOckux tudp, pa3geNeHHbIMU TOYKOM, rOJ — YEeThIpbMs apaOckuMu 1udpamu,
HaIlpuMep:

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

09 saBaps 2025 r.

3.5.6. PeructpauinoHHbIN HOMEP JOKYMEHTA.

JIns BXOISAIIMX WU MCXOISIIMX JOKYMEHTOB, OOpallleHul — MHAEKC Jena
10 HOMEHKJIATYPE U, 4€PE3 KOCYIO YEPTY, MOPSAKOBBIA HOMED JIOKYMEHTA.

PeructpauroHHbIl HOMEP MOOKYMEHTA, W3JAHHOIO COBMECTHO, COCTOMUT
W3 Ppa3JICICHHbIX KOCOMW 4YEpPTONM PErucTPallOHHBIX HOMEpPOB, MNPUCBOCHHBIX
OpraHU3alUsIMHU — ABTOPAMU JIOKyMEHTa u PaCIOI0KEHHBIX
B  TOCJENAOBATEIbHOCTH, COOTBETCTBYIOIIEH OOO3HAYEHUIO HAMMEHOBaHUI
OpraHM3alyi B 3ar0JIOBOYHOM YaCTH JOKYMEHTA.

3.5.7.Ccbllka Ha pETUCTPALMOHHBI HOMEpP M JaTy IMOCTYIHUBIIETO
JIOKYMEHTA.

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

3.5.8. MecTto coctaBieHus (U3AaHUsA) JOKYMEHTA.

Mecro cocraBienus (W3aHMs) JIOKYMEHTa yKas3blBaeTcsi Ha OJlaHKe

KOHKPETHOTO BHJa JOKyMeHTa. B OJlaHKax MHUCEM CBEJCHUS O MECTE CO3JIaHUs



16
JAOKYMCHTA COACPIKATCA B PCKBHU3UTC «CHpaBO‘-IHBIC JaHHBIC

00 U30MpaTEIHbHON KOMUCCUI.

[Ipu mpOJOTBLHOM PACIIONIOKEHUH PEKBU3UTOB OJIaHKA MECTO COCTaBJICHHS
WIM W3JIaHusl JOKyMEHTa YKa3blBaeTCs B CEpeJUHE CTPOKH MEXAY MAaToi
U PETUCTPAIMOHHBIM HOMEpPOM JIOKyMEHTa, a MpPH YIJIOBOM PAaCIIOJIOKCHUU
PEKBHU3UTOB — IMOJ] JaTOH W PErHUCTPAIMOHHBIM HOMEPOM JTOKYMEHTa, OT Kpas
JICBOTO TTOJIA.

3.5.9. I'pud (momeTka) 06 OrpaHUYCHUHN AOCTYTA K JOKYMEHTY.

[IpocraBisieTcst Ha TOKyMEHTaX, COJIepPKalX HHPOPMAITUIO OTPAHUYECHHOTO
pacrpocTpaHeHus, Kacalollylocs JeATeIbHOCTH OpraHU3allhii, OTpaHUYCHUs Ha
pacmpocTpaHeHHEe KOTOPOW TUKTYIOTCS CIy>KeOHOW HEOOXOAMMOCTBIO, a TaKKe
MOCTYIUBINAS B TEPPUTOPUATBHYI0 KOMUCCHUIO HECEKpeTHast HHGOpMaIus, JOCTyI
K KOTOpOH OrpaHUYeH B COOTBETCTBUU
¢ ¢eepanbHBIMU 3aKOHAMM.

[TomeTka Ha JOKyMEHTaX, COJEpKAIIMX HWH(OpPMAIUI0O OrpaHUYEHHOTO
pacrpocTpaHeHus, uMeeT BuJ «Jisa ciyxeOHoro nons3oBanus» (aaiee - J1CII).

[TomeTka mpocTaBisieTcs B BEpXHEM IIPABOM YTy JIMIIEBON CTOPOHBI IIEPBOTO
JMCTa JOKYMEHTA OT TPaHUIIBI BEPXHETO TOJIA.

3.5.10. Anpecar.

PekBu3uT «Anpecar» pacrmojiaraeTcs Crpana Mol peKBU3UTaMHU OJIaHKA.

JIOKYMEHTBI aIpeCyIOTCsI B OpTaHU3aI|H, UX CTPYKTYypHBIE TOIpa3esieHus,
JNOJDKHOCTHBIM JIMIIAM WJIM TpaXkJaHaM TMpH OTBETe Ha uX OOpalleHus.
HammeHOBaHMS OpraHU3allid W CTPYKTYPHOTO TOAPA3NCICHUS YKa3bIBAIOTCS
B UMEHUTEIILHOM MaJIeKe, HallpuMep:

Anmunuctpanus [letpoaBopiioBoro paiiona
Cankr-IleTepOypra
IOpunuueckuii ornen

Ecin JOKYMCHT aJIpCCyCTCiA  JOJDKHOCTHOMY  JIMIY, HAWMMCHOBAHUC
opraHv3al YKa3bIBACTCA B MMCHHUTCIBHOM IAaACKE, a NJOJDKHOCTb U (baMI/IJ'H/IH

— B 1aTCJIBHOM. HpI/I 9TOM MHHUIHAJIbI YKA3bIBAIOTCs ITOCIIC (baMI/IJ'II/II/I, HarpuMmep:
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Anmvunuctpanus [lerponBoproBoro paiioHa
Cankr-IlerepOypra
HauaneHuky oO1ero otaena

NBanosy H.II.

Ecin JOKYMCHT aIpeCyCTCA PYKOBOIHUTCIIIO OopraHu3anunun
nWim c€ro 3aMCCTHUTCIII0O, HAMMCHOBAHHUC OpraHu3anu JOJLKHO  BXOIAHWTH
B HAUMCHOBAHHUC JOJDKHOCTH aApCCaTta, HAIIpUMCP:

3amecturento aupexropa Beepoccuiickoro
HAy4YHO-UCCIIEI0BATEIBCKOTO HHCTUTYTA
JIOKYMEHTOBE/ICHUS U ApXUBHOTO JIeJia

Cwmupnosy ILIL

Ecan JOKYMCHT  aJpCCyCTCA  OpraHu3allvu, CHa4daJla  YKa3bIBACTC:A

¢C HAaMMCHOBAHUC, 3aTCM IMOYTOBBIM aJIpcC, HAIIPUMCP:

[lenTpanbHas n3duparenbHass KOMUCCHS
Poccutickon ®enepanuu

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

JlomyckaeTrcsi I1EHTPUPOBATh KAXKIYIO CTPOKY PEKBU3HTA «Anpecar»
10 OTHOIIECHHIO K CAMOW JNIMHHOM CTPOKE.

JlommyckaeTcsi  MCIONb30BaTh  OPUIIMAIBHO TMPUHSTHIE  COKpAIEHHBIC
HaMEHOBAHUSI OPraHOB T'OCYJAapCTBEHHOM BJIACTH, MECTHOIO CAMOYIIPABJICHUS,
OpraHu3aIuu.

[TouToBBI axpec yKa3bIBa€TCsl B IMOCIEAOBATEIBHOCTH, YCTAHOBJICHHOMU
[IpaBunamu OKa3zaHUsS YCIYr TIOYTOBOM CBSI3M, YTBEPXKIACHHBIMU ITPUKA30M
MunuctepcTBa 1HUGPOBOTO Pa3BUTHUSI, CBSI3U M MAaCCOBBIX KOMMYHHUKAIUN
Poccuiickoit ®@enepannu ot 17 ampens 2023 roga Ne 382 «O06 yTBepkIacHHUH
[IpaBun okazaHus yCiayT NOYTOBOM CBSI3HUY.

Ecnu 1okyMeHT oTnpaBisieTcs B HECKOIBKO OJJHOPOJIHBIX TOCYIaPCTBEHHBIX

OpPraHoOB WM OpraHu3alil, UX cleAyeT yKa3blBaTh 0000IIEHHO, HallpUMep:
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IIpencenarensiM y4aCTKOBBIX KOMUCCUU

JIOKyMEHT He JOJDKeH CcoAepKaTh Oojee  4YeThlpex  aJpecaToB.
CnoBO «Komus» nepes BTOPbIM, TPETHUM, UETBEPTHIM a/IpECaTOM HE YKa3bIBa€TCH.

[Ipu HanpaBieHuH TOKyMEHTa Oojiee YeM B UEThIpE aJpeca COCTaBIIACTCS
CIHCOK PACCBUIKM yCTaHOBJICHHOW Qopmbl (mpuioxkenue Ne 6), KOTOPBIH
MOJMUCHIBACTCS MpEJCeAaTeNIEM TEPPUTOPHUATBHON KOMUCCHH.

[Ipu ampecoBaHuu JOKyMeHTa (DU3MUECKOMY JIMIly BHAuaje YKa3bIBAIOTCS
dbamMuIMs ¥ UHUIMAIBI TTOJTyYaTess, 3aTeM IMOYTOBBIN ajpec, HampuMep:

®omuueny I1.1.
MockoBckuii np., 1oM 15, k8. 10,

Cankr-IletepOypr,
190005

[Ipu oTmpaBke MUcbMa MO 3JIEKTPOHHOM MOYTE WK MO (PaKCUMUIBHOU CBSI3U
(0e3 nOChUIKM 10 MOYTE) MOUYTOBBIN ajapec He yKasbiBaercs. [Ipu HE0OXoaUMOCTH
MOXET OBITh yKa3aH aJpec OHJICKTPOHHON mouThl (HOoMep TenedoHa/Pakca),
HaIpumep:

MuUHHCTEPCTBO IOCTULIMN
Poccniickont @enepanun
mail@minjust.ru

3.5.11. I'pud yTBepxIeHUS TOKYMEHTA.

JIOKyMEHT  yTBEepXAaeTcsi JODKHOCTHBIM JIMIIOM WM CHEHUAIbHO
U3/1aBAEMbIM JOKYMEHTOM.

[Ipu yTBepKI€HUU AOKYMEHTa JOKHOCTHBIM JIMIIOM TIpU( yTBEp:KIEHUS
noikeH coctoath u3 cinoBa Y TBEPK/IARO Oe3 kaBbluek v MPONUCHBIMU OYKBaMU
M Ha  CIEAYWIIEW  CTPOKE — HAMMEHOBAaHWE  JOJDKHOCTH,  IIOJIUCH,
(npu odopmiieHUM Ha OyMa)XHOM HOCUTEJE), MHHMLIMAIBI W (QamMuwius Juua,
YTBEPAMBIIETO TOKYMEHT, AaTa YTBEPKICHHUS.

['pud yTBepkaeHHs pacroyiaraloT B MPaBOM BEPXHEM YTy MEPBOTO JIUCTA
JNOKyMeHTa. B rpude yTBepKIeHUsS OMyCKAETCA LIEHTPUPOBATh AIIEMEHTHI

OTHOCHUTEJIBHO CAMOM JIJIMHHOW CTPOKH, HAIIPUMED:
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YTBEPXJAIO
npeaceaaresb TeppuTopruaibHOU
n30upatenbHoi komuccuu Ne 55

IoAIInCh HWHHUIIUAJIbI, CI)aMI/IJ'H/IH
Jara

[Ipu yTBEp)kIEHUHA NOKYMEHTA MOCTAHOBJIEHUEM, MPOTOKOJIOM, PELICHUEM,
pacniopsbkenueM Tpud  yTtBepxkaeHus coctour wu3 cioBa Y TBEPXJIEH
(VTBEPXIEHA, VYTBEPXJIEHbI wmu VYTBEPXJIEHO) 6e3 kaBbIuek
M T[PONUCHBIMM OyKBaMHM, HAWMEHOBAHUSA YTBEPXKIAIONIETO JIOKYMEHTa

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

YTBEPXIEH
pemennem TeppuropuanbHO
n30OupatenbHO Komuccuu Ne 55
oT 24 suBaps 2025 r. Ne 130-7

3.5.12. Yka3aHus 10 UCIIOJTHEHUIO JOKYMEHTA (PE30TFOLINS ).

VYka3aHusi MO HCHOJHEHUIO JOKYMEHTa MOTYT OBbITh HAalMCaHbl OT PYKH
npeacenareyaeM TEePppPUTOPUATbHOM KOMHUCCHM Ha MOMJIMHHHUKE JIOKYMEHTa
Ha CBOOOJHOM OT TEKCTa MECTE WM OPOpPMIICHBI Ha OTAEIBbHOM JucTe popmara
A6 (105 x 147 mm), IpUIOKEHHOM K JTOKYMEHTY. YKa3aHUs MO HCIOJHEHHIO
JIOKyMEHTA BKJIFOUAIOT bamunu u WHULIAAIIBI UCITOJIHUTENIEH,
opu HEOOXOAMMOCTH — COJIEpP)KaHUE MOPYUYECHUsI, CPOK HCIIOJIHEHUS, MOJIUCH
(npu odopmileHUH HA OYMa)KHOM HOCHUTEIIE) PYKOBOJIUTENS U 1aTy, HAIIPUMED:

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

IIpomry paccMOTpeTh U JaTh OTBET
k 14.02.2025

MOJIITUCH
narta
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VYka3aHusi MO0 HUCHOJHEHHIO JOKYMEHTa TaKKe MOTYT OBbITh O(OpPMIIECHBI

c wucnonb3oBanueM IIJI ¢ mnpuMeHeHHEeM »HJIEKTPOHHBIX I1a0JOHOB OJIAHKOB
JIOKYMEHTOB.

3.5.13. 3aroyioBOK K TEKCTYy IOKYMEHTa (HAUMEHOBaHUE JOKYMEHTA).

3aroJoBOK K TEKCTY JOKYMEHTa JOJDKEH KpPaTKO M TOYHO PAaCKpHIBATH
€ro CcojAep)KaHhe M ObITh COIVIACOBAH C HAaWMEHOBAHMEM BHJIA JIOKYMEHTA.
3aroJ0BOK MOKET OTBEYATh HA BOIPOCHI:

«0 yeM (0 KoM)?», HanpuMep:

Pacnopsoxenune — O co3ganum DKCIEPTHOM KOMUCCHUU;

«4ero (Koro)?», HampuMep:

JIOMKHOCTHOM PETJIaMEHT BEAYIIETO CIIEUAIACTA;

AKT 00 YHUYTOXKCHHUH JOKYMCHTOB C HCTCKIIMMH CPOKaAMHU XPAHCHUAI.

3aroyioBOK COCTaBIISI€TCS JTUIIOM, TOTOBSIIIUM MPOEKT JOKYMEHTA.

3aroyioBOK, COCTOSIIMK W3 JBYX U Oojiee CTPOK, TedaTaeTcsl 4epe3 OJIuH
MEXCTPOYHBIM HHTEpBaj, TOYKAa B KOHIIE 3arojlOBKa HE CTAaBUTCS. 3arojIoBOK
pacroyiaraeTcsi Ha TIEPBOM JIUCTE HaJl TEKCTOM JOKyMEHTa [0 LEHTPY,
a mpu 0()OPMIICHUH TTHChMa — OT TPAHUITBI JICBOTO TTOJIA.

3.5.14. TekcT JOKyMEHTA.

Texcr mokymeHTa OGOPMIISIIOT B BHAC CBS3HOTO TEKCTa, TaOIHUIIBI
WM COSTUHEHUS dTUX CTPYKTYP.

Texcr gokymMeHTa JIODKEH  M3JIaraTbCsd Kparko U SCHO, OBITh
apryMEHTUPOBAHHBIM, OOCCIEYMBaTh TOYHOEC W OJHO3HAYHOEC BOCHPHATHE
coJiepKalieics: B HeM HHGOpPMAIIHH.

Texcr moxkymMeHTa JOJDKEH, KaK TPaBWIIO, COCTOSTh M3 JIBYX YacCTEH.
B mepBoii wacTuM yKa3pIBalOTCS TPUYHMHBI, OCHOBAHUSA, IICIH COCTABJICHHS
JIOKyMEHTa, BO  BTOPOW — PEIIEHHUS, BBIBOJABI, MPOCHOBI, MPEITIOKEHUS,
pEKOMEH Al H.

Texkct MOKyMEHTa MOXKET COJEPKaTh TOJBKO 3aKIIOUUTEIBLHYI0 YacTh
(HampuMep, pacmopsHKEHUE — PaCOPAIUTENBHYI0 YacTh 0€3 KOHCTaTHPYIOIIEH,

MUCHhMO, 3asBJICHUE — MPOCHOY 0€3 MOSCHEHUS).
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B Ttekcte HOKYMCHTA, IMOATOTOBJICHHOI'O Ha OCHOBAHHWH 3aKOHOIAATCJIIbHBIX,

VWHBIX HOPMATUBHBIX IIPaBOBBIX AKTOB, W3JAHHBIX OpraHaMU TIOCYIapCTBEHHOMN
Bnactu u ynpasiaeHus, [{UK Poccum, Cankr-IlerepOyprckoil m3z0OuparenbHON
KOMHMCCUEH, paHEEe M3JaHHBIX TEPPUTOPUAIBHOM KOMMCCHUEHN, YKA3bIBAIOTCS
HAaMMEHOBAaHHE BHUJAA JOKYMEHTA, HAUMEHOBAHHWE OpraHa, M3JaBILIEro JTOKYMEHT,
JaTa MPUHATUS WIM YTBEPKICHUS JTOKYMEHTa, €ro PErucCTpalMOHHBIA HOMeEp,
a TaKXe 3aroJIOBOK JOKYMEHTA, 3aKJIIOUEHHBIN B KaBBIYKU.

[Tpu ynotpebnenun B TeKcTe (HaMUIIUI JIUIl HHULIHAJIBI YKa3bIBAIOTCS TIOCTIE
bamunuu.

TexcThl OKyMEHTOB OO0JbLIOrO OOBEMa MOTYT JAEIUTHCS Ha pasJiensbl,
NO/IPa3/IeIbl U MyHKTHI, KOTOPBIE HYMEPYIOTCS apaOCKUMu 1 pamMu, HalpuMep:

1. Paznen
1.1. Iloppaznen
1.1.1. ITynkr

A03a11pl BHYTpHU ITyHKTOB HE HyMEPYIOTCSL.

B nuchmax ucnonb3yroT ciaeayomue (popMbl U3I0KEHUS:

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

OT 3-ro Juua E€JUHCTBEHHOIO 4Yucia («TeppUTOpHANbHAs KOMHUCCHS
HE CYMTaeT BO3MOXHBIM...», «TEPPUTOPHAIBbHAS KOMHUCCHS Mpejaraer
PacCMOTPETh BO3MOKHOCTb...»).

I'padpr 1 cTpoku TaAOMMLBI JOJKHBI MMETh 3arojOBKH, BbIPA)KEHHbBIE
CYLIECTBUTENIbHBIM B HMEHUTENIbHOM majexe. Ilom3aronoBku rpad M CTpok
JOJIKHBI OBITh COTJIACOBAHBI C 3ar0JIOBKAMH.

Ecnu tabnuiy meuaTtatroT Oosiee yeM Ha OJHOW CTpaHUIIE HA CIETYHOIIMX
CTpaHUIaX MOTYT OBITh Hame4aTaHbl 3aroJOBKHU Ipad WM UX HOMeEpa (B ciyyae,
eciu rpadpl TaOIUIBI HA IEPBOM JIUCTE TPOHYMEPOBAHBI).

3.5.15. OTmMeTKa O HaTMYUKU NPUIIOKEHUH.

OTMeTKa 0 HAJIMYMU MPUIIOKEHUN pacroiaraercs OT rpaHullbl JIEBOTO MOJIs

IoCJIe TEKCTa Mepe/1 MOIMUCHIO.
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CnoBo KIIPUIIOKCHUC) TI€HATACTCA B CAMHCTBCHHOM HMJIM MHOXCCTBCHHOM

YHCJIC B COOTBETCTBHH C KOJITMYECCTBOM HpI/IJIO)I(eHI/IfI.
Ecmn JOKYMCHT HMMCCT IMPHIIOKCHHUC, HA3BAHHOC B TCKCTC, OTMCTKA

0 ero Hanu4yuu oopmIIseTCs o ciexyromen Gopme:

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

Ecin JOKYMCHT HMMCCT IIPHIIOKCHHUC, HC HA3BAHHOC B TCKCTC, HJIN CCIIHU
HpI/IJ'IO)KeHI/Iﬁ HECKOJIbKO, X HAMMCHOBaHHA HeO6XOI[I/IMO NEPCUNUCIINTL I10CJIC
TCKCTa JOKYMCHTA IICPC HOAINMCBbIO C YKAa3aHUCM KOJIMYCCTBA JIMCTOB B KaKIOM
IMPUIOKCHHUN U KOJIMYCCTBA 3K3CMILIIIPOB, IIPU HAJTUMINH HCCKOJIBKHX HpI/IJIO}KeHI/Iﬁ

UX HyMEPYIOT, HAIPUMED:

[Ipunoxenus: 1. Ilonoxenue o0 DxcnepTHON KoMHuccuH Ha 15 1. B 1 3K3.

2. llpumepHas HomeHKNaTypa Aen Ha 14 1. B 1 2k3.

Ecim  npuiokeHuss — cOpOLIIOpOBaHbI, TO  KOJIMYECTBO  JIMCTOB
HE YKa3bIBaCTCs.
Ecnu npumnoxeHne HanpasIsieTCsl HE BO BCE YKa3aHHBIE B JOKYMEHTE ajpeca,

TO OTMETKA O HAJIMYUU MPUJIOKEHUsT oopmIIsieTes 1o cheaytoniei Gpopme:

[Tpunoxenue: Ha 20 1. B 3 5K3. TOIBKO B MIEPBBIN aapec.

Ecnn x pokyMmMeHTy mnpwiiaraercst Ipyrod JOKYMEHT, TakKe WMEHOLIUU
OPUJIO)KEHUE, TO OTMETKA O HAJWYMM MPWIOKEHUS O(QOPMIISIETCS CIEAYIOLIUM

obOpazom:

[Tpunoxenue: mnucekMo Cankt-lIleTepOyprckoli uM30MpaTeTbHONM KOMHCCHU
or 15.11.2024 Ne 01-18/450 u mpuiioKeHHE K HEMY, BCETO
Ha 15 7.

Ecnun npunoxkenuem sBiseTcss 000COOJEHHBIN AJIEKTPOHHBIA HOCHUTENb
(KOMITaKT-TUCK, usb-QIieni-HakonuTeb U Jp.), TO OTMETKA O HATUYUU MPUITI0KEHHUS

oopMIISIETCS CIEAYIOITUM 00pa3oM:
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[Tpunoxenue: CD B 1 3Kk3.
IIpy »TOoM Ha Hocutrene (BKiIaubiie (KOHBEPTE)), YKa3bIBAHOTCS
HAaWMEHOBAHUS IOKyMEHTOB, 3aITMCAHHBIX Ha HOCUTEIb, UM UMEHa (HaiiJIoB.
B pemenusx u mpuka3zax CBEACHHUS O HATMYUU TPUIIOKEHUHN YKa3bIBAIOTCS

B TCKCTC, HAIIPUMCDP:

«Pa3paboTtatb M mpeACTaBUTH MPOEKT IulaHa Mo ¢opMe, YyKa3aHHOM
B npujiokeHuu Ne 1»
WIH

«...JICIAaeTCs 3aIUCh B KypHAJ YCTaHOBICHHOUW GopMBbI (TIpuiokeHne Ne 2).»

Ecim B JOKyMeHTe, K  KOTOpPOMY  OTHOCHUTCA  NIPHIOKCHHE,
OHO HE YTBEP)KJAETCS, @ IPOCTO COJAEPKUTCS CChIIIKA HA HETO, TO Ha MIEPBOM JIUCTE
MIPUIOKEHUS B IPABOM BEPXHEM YTy YKa3bIBACTCs, K KAKOMY PEIICHUIO (IIPUKA3y)
IPWIOKEHUE OTHOCUTCSA, a CTPOKM MOTYT LIEHTPOBATbCS OTHOCHUTENIBHO CaMOM
JUIMHHOM CTPOKH, HAaIIpUMeEp:

IIpunoxenue
K [IpUKa3y Mpeaceaaress
TeppuTopuanbHoit U30UpaTEIbHON
komuccuu Ne 55
ot 14 maprta 2025 1. Ne 27-pn

[Ipy HanMYMM HECKOJbKHX MNPUIIOKEHU OHHM HYMEPYIOTCS, Hampumep,
npuioxenue Ne 1, mpunoxxenue Ne 2 1 Tak naiee.

3.5.16. Iloamuce.

B cocTaB noanucu BXoAST: HAUMEHOBAHHUE JOJKHOCTH JIMLA, OMUCABILETO
JIOKYMEHT, €ro cCOOCTBEHHOpPYYHas MOAMNKCH, KOTOpast 0hOpMIISETCS CHHUMHU WIN
YEpHBIMU YEPHUIIAMHU, PacIIMPpoBKa NOANUCH (MHULUAIbI, (haMUITUs).

Ecnm nmoxymeHT odopmisieTcss Ha OJlaHKE TEPPUTOPUATBLHOM KOMHCCHH,

TO PEKBHU3UT BKJIOYAET HAMMEHOBAHHUE JOJDKHOCTU JIMLA, IMOAMUCHIBAIOLIETO

JIOKYMEHT, €ro COOCTBEHHOPYYHYIO MOJNKCH, paciuPpoBKy MOANMUCH (MHUIIUAIBI

U (haMUITHIO0), HATIPUMED:

[Ipencenarens MIOJIITUCH WHULHABI, (DaMUITHS
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Ecin AOJDKHOCTHOC JIMIO, IOAIIMCH KOTOPOI'O 3aroTOBJICHA Ha IIPOCKTC

JOKYMEHTa, OTCYTCTBYET, TO TOKYMEHT MOJAIMUCHIBAET €r0 3aMECTUTEb UM UHOE
JMII0, MCIOJHSIoNIee ero oOs3aHHOCTH. IIpu 3TOM 00s13aTENbHO yKa3bIBarOTCA
dakTUyeckass JOKHOCTH JIUIA, TMOAMMCABIIETO JOKYMEHT, M €ro Qamuius.
He  pmomyckaercs — moAamuchiBaTh — JIOKYMEHTBI € MPEIJIOTOM  «3a»
WJIN MIPOCTABICHUEM KOCOM YepThl Mepe] HAMMEHOBAHUEM JTOJIKHOCTH.

Ecnu nokymeHT oopmiisieTcst He Ha OJIaHKe, TO PEKBU3UT COAEPIKUT TOTHOE
HAaUMEHOBaHUE TOJKHOCTH JHIIA, MO/ CABIIETO JTIOKYMEHT,
€ro COOCTBEHHOPYYHYIO TMOAINHUCH, PAaCHIU(PPOBKY TOANUCH  (MHUIHAIIBI

U (haMUITUIO0), HATIPUMED:

IIpencenarens
TepputopuaibHON U30UPATETHLHON KOMUCCUT
Ne 55 MOJNMUCH WHUIUAIBI, (pamMuius

HpI/I moANMCaHMU AOKYMCHTA HCCKOJBKHMMH JOJDKHOCTHBIMH JIMIOAMHA
HUX TIIOAIIMCH pacliojgararorcsa oJHa II0J ,Z[perP'I B IIOCJICOAOBATCIBHOCTH,

COOTBETCTBYIOIICH 3aHMMaeMOM JOJKHOCTH, HAlIPUMED:

[Ipencenarens MMOJIITUCH WHULNABI, (DaMUITHS

['maBHbI OyxTranTep MOINACH WHULM AL, (haMUITHS

HpI/I MMOANMMCAHNHU JOKYMCHTA HCCKOJIbKHUMM JIMIaMH, 3aHUMAatOIIUMH PAaBHBIC

JIOJIKHOCTH, 170.4 MOAIUCHU pacrosiarator Ha OJTHOM YPOBHE,
Hanpumep:
HauvansHuk mpaBoBOTO OTIETA Havansuuxk
OpPraHU3allMOHHO-METOANYECKOTO
oTxela

IIoAIIMCh HMHHUIIHAJIBI, (I)aMI/IJ'II/If{ noAInncCh HWHHUIINAJIIBI, (baMI/IJ'II/IH



25
B mokymeHTe, moAroTOBJIEHHOM KOMUCCHUEN, MOAMUCH PACIIONAralTCs OJHA

nox apyroil. [lepBbIM yKa3bIBaeTcs mpeaceaaTesib KOMUCCUH, a paMUIMK YJIEHOB

KOMHCCHH PACIIOJIararoTCAa B aJI(I)aBI/ITHOM IMOPAAKE, HAIIPUMCP:

HpCI[CCI[aTCJIL KOMHUCCHUHU IIOAIINCH HWHHUIIHUAJIbI, q)aMI/IJII/IH
YJi1eHbIl KOMHUCCHUH IIOJIINCH HWHHUIIUAJIbI, q)aMI/IJII/IH
IIOAIINCH HWHHUIIWAJIIbI, (l)aMI/IJ'II/IH
IIOJIINCH HWHHUIIUAJIbI, q)aMI/IJII/IH

Ecnmn OKyMEHT cocTaBieH Kak npuiaraeMass K OCHOBHOMY JOKYMEHTY
cnpaBka uiu  uHbopmarus, TO OH O0QGOpMIIAeTCSI B  COOTBETCTBHUHU
¢ myHKTOM 3.5.15, a BMECTO MOANMUCH MOJ TEKCTOM JOKYMEHTA, KaK IPaBUIIO,
yKa3bIBaeTcs (haMujIusi, UMs, OTYECTBO UCTIOTHUTEIS.

3.5.17. OTmeTKa 00 7E€KTPOHHON MOAMKCH.

[IpocraBnsieTcss Ha BU3yaJIU3UPOBAHHOM JJIEKTPOHHOM JOKYMEHTE B MECTE
PacCIoJIOKEHUSI COOCTBEHHOPYYHOUM TOJIUCU JIOJKHOCTHOTO JIMIA B JIOKYMEHTE

Ha OyMa)XHOM HOCHUTEJIE, HallpuMep:

HpeI[CCI[aTeJIB ﬂOKYMEUT noanUCAH
T o npPoCTOM noaAnNUCbLIO
CppUTOPHATTEHON
M30UpaTenbHOM KOMUCCUM N 55 | XYBQCT/PIZL7BQ+0+6LTHNQPOMVDVUYS= I'.B. KonoBanos

[eicreutenen:bes cpoka aencreuns
Bnapeneu:UpvHuHa UHra ButanbesHa

DJIeMEHTbI OTMETKU 00 AJICKTPOHHON IMOANHUCH JOJDKHBI OBITh BHIMMBIMU
Y YUTAaCMBIMH ITPU OTOOPAKESHUH JOKYMEHTA B HATYPaJIbHOM pa3Mepe.

DJIEMEHTBI OTMETKH 00 3JICKTPOHHOM MOJIMKMCH HE JOJKHBI IIEPEKPHIBATHCS
WJIM HAKJIaABIBaThCS IPYT Ha ApyTa.

DNeMEHThl OTMETKH 00 DJICKTPOHHOW IOIIUCH HE JIOJDKHBI MEePEKPHIBATH
AJIEMEHTBHI TEKCTa JOKyMEHTAa U JPYyTHe€ OTMETKH 00 DJIEKTPOHHON MOIMUCH
(MpY HATTUYUHN).

B cnyuae, ecnam aneKTpoHHAs TOJIIMUCH COJEPKUT METKY JOBEPEHHOTO
BPEMEHH, OTMETKa 00 3JICKTPOHHOM MOAIHMCH JOJDKHA 0053aTEeNIbHO BKIIFOYATh

I/IH(i)OpMaHI/IIO 0 JaT€ U BpCMCHU MMOAIMUCAHUs JOKYMCHTA 3J'I€KTpOHHOI>i IIOAIINCBHIO.
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BHentnui Bua METKU JOBEPEHHOIO BPEMEHH U BHEIIHUM BT IPOCTOM DJIEKTPOHHOM

NOJANMKUCH YCTAHABJIMBACTCS JIOKAJbHBIMM HOPMATHUBHBIMM aKTaMH WM  TIO
COIJIAIIEHUIO CTOPOH IOKYMEHTOO0OpOTA.

3.5.18. I'pud cormacoBaHwus.

I'pud cornacoBanusi coctout u3 cioBa COI'JTACOBAHO 06e3 kaBbluek
Y TIPONTUCHBIMHU OyKBaMH, HAUMEHOBAHHMSI JTOJDKHOCTH JIUIIA, KOTOPHIM COTJIACOBaH
JOKyMEHT (BKJIIOYAasi HAaWMEHOBAHME OpraHU3alliHh), €ro COOCTBEHHOPYYHOMU
noamucu (pu opopMiIeHUH Ha OyMa)XHOM HOCHTENE), paciupOBKHA TOIHACH

(vHUIMATEI, (haMUJIHS) U TaThl COTJIACOBAHMUS, HAIIPUMED:

COI'NTACOBAHO
Cexperapp TepputopraibHOU
n3oupatenbHoi Komuccuu Ne 55
HOJNUCh MHULIKAMIBI, (paMIIns
naTa

Ecnum  cormacoBanue  OCyIIEeCTBISETCS MPOTOKOJIOM WM  MHCHMOM,
TO COTJIaCOBaHUE OPOPMIISIETCS CIAEAYIOUTUM 00pa3oM:

COI''TACOBAHO
MIPOTOKOJIOM 3aceJaHus
aTTeCTAIlMOHHOM KOMHCCHUH
TepputopualibHON U30UPATETHHOM
komuccuu Ne 55

ot 14 gespans 2025 . Ne 16
WJIH:
COT'JIACOBAHO
nuceMoM PocapxuBa
ot 05 mapra 2025 r. Ne 4-15/46

I'pud cormacoBaHusi JOKyMEHTa B 3aBUCHMOCTH OT BHJA JOKYMEHTa
1 0COOCHHOCTEH ero 0(hOpMIICHUS MOYKET IMPOCTABIIATHCS:

Ha TICPBOM JIMCTE JIOKyYMEHTa B JICBOM BEpXHEM YIJIy Ha YpoBHE Tpuda
YTBEPKJICHUSI UJTK TI0]T HANMEHOBAHUEM JIOKYMEHTa OJIMKe K HHYKHEMY TIOJTIO;

Ha TIOCJICTHEM JINCTE JOKYMEHTA 0T TEKCTOM;

Ha JIUCTE COI'JIaCOBAHUA, ABIAIOIIICMCS HEOTHEMJIEMON YaCThIO JOKYMCHTA.
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3.5.19. Busa.

BuyTpeHHee coriacoBaHue NpoeKkTa JOKyMeHTa 0(pOpMIISIETCS] BU3OM.

CoracoBanue NpoeKTa JOKyMEHTa MOXKET OCYIIECTBIAThCA cpeactBamu 11
[Ipu cornmacoBaHuM NMPOEKTa JOKYMEHTAa Ha OyMa)KHOM HOCHUTEJIE BHU3a BKJIFOYAET
MOJANMKUCH BU3UPYIOUIETO, PaCIIMPPOBKY MOANKUCH (MHUIMAIBI, (paMUJIUs) U AaTy,

IPY HEOOXOTUMOCTH MOKET OBITh yKa3aHa JIOJDKHOCTh BUUPYIOIIETO, HAPUMED:

Cexkpertaps TepputopuanbHOM
nu30upatenbHoi komuccuu Ne 55

IIOAITHUCH HWHHUIHUAJIbI, d)aMI/IJ'II/IH

mara

[Ipn HamMuuMM 3aMeyaHuid K JOKYMEHTY BHU3a OQOpPMIIAETCA CIEAYIOIUM
oOpazom:

3amMevaHus IIpUIararoTcCsA

Cexperapp TepputopraibHOU
n3ouparenbHo komuccuu Ne 55

IMoAITNCH HWHUIIKAJIbI, (baMI/IJ'H/ISI

mara

3aMeuaHMsl ~ UM3JAraroTCsi  HAa  OTHAENBHOM  JIUCTE,  IOANMCBIBAIOTCS
Y TIPUJIATAtOTCA K JOKYMEHTY.

Jlomyckaercs OJIMCTHOE BUBUPOBAHUE JOKYMEHTOB U IPUJIOKEHUN K HUM.

Ecny nomMHHUK TOKYMEHTa OCTAETCS B TEPPUTOPUAIIBHON KOMUCCHU, BU3bI
MPOCTABIIAIOTCS B HIDKHEM YacTh OOOpPOTHOW CTOPOHBI TOCIEIHEro JIMCTa
MOJJIMHHUKA JIOKYMEHTA.

JIns MOKyMEHTa, MOJJIMHHHUK KOTOPOTO OTIPABISIOT M3 TEPPUTOPUATIBHOU
KOMMCCHUH, BU3bI MTPOCTABISIIOTCSA B HWYKHEW YaCTH JTMUEBOW CTOPOHBI NIOCJIEIHETO
JIMCTA KOIMH OTIPABIISIEMOIO TOKYMEHTA.

3.5.20. Ileuartsn.
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Ileuatn 3aBCPsCT IIOJJINMHHOCTD noaImcu JOJDKHOCTHOI'O Jina

Ha JOKYMEHTaX, YJOCTOBEPSIOUIMX IPEIyCMOTPEHHbIE IIPAaBOBBIMH aKTaMH
MOJHOMOYHS JTOJDKHOCTHBIX JUI] WM (PUKCHUpYIOMMX (aKThl, CBS3aHHBIC
¢ (MHAHCOBBIMU CPEJICTBAMU, A TAK)KE HA MHBIX JOKYMEHTaX, MPEAyCMaTPUBAIOIINX
3aBEepEHUE MOJIMHHOMN MOAMHCH.

[leyaTtp cTaBUTCS Ha CBOOOAHOM OT TEKCTa MECTE, HE 3aXBaThIBAA
COOCTBEHHOPYYHOM MOAMMCH JOJKHOCTHOrO Jinia. Iledatp MOXKeT 3aXBaThIBaTh
YacTh HAUMEHOBAHUS JOJDKHOCTH JIMIA, TIOMMUCABIIETO JOKYMEHT.

B nokymeHTax, MOATOTOBJIIEHHBIX HA OCHOBE YHHU(MUIMPOBAHHBIX (HOpM,
1e4aTh CTaBUTCS B MecTe, 0003HaYUeHHOM O0TMeTKOM « MID» unu uHbIM 00pa3oMm.

3.5.21. OTmeTKa 0 3aBEpEHHUH KOIUU.

JUist 3aBepeHMs] COOTBETCTBUS KOIMM JOKYMEHTA IOJJIUHHUKY HIXKE
pexkBuznura «lloamucp» mpocTaBisIETCST OTMETKA O 3aBEPEHUM  KOIUU —
3aBepUTeNIbHAsg Haanuch «BepHO», HOMKHOCTH JIMLA, 3aBEPHUBIIETO KOIMIO,
€ro COOCTBEHHOpYYHAas HOJIINCH, paciudpoBka HOJINCH

Y J]aTa 3aBEPEHUS, HAIIPUMeED:
Bepno
[Ipencenarens TEpPUTOPUATBHON KOMUCCHH
MTOIINCH WHULMAJBL, (pamuns
nara

Jlommyckaercst 3aBepsTh JNOKYMEHTbl OTMETKOM «BepHO» mnpocraBieHuEM
mTaMna ¢ yKa3aHWeM  JIOJDKHOCTM — JIMIA,  3aBEPUBLIETO  KOMMIO,
ero coOCTBEHHOPYYHOU MOJIIUCH, PacIu(PpOBKY MOMUCH U TaThl 3aBEPEHUS.

B cnyuasx, mpenycMOTpeHHBIX 3aKOHOAATENBCTBOM Poccurickon denepanuu
o BbIOOpax u pedepeHayMax, NpU 3aBEPEHUU KOMHUM JIOKYMEHTa TaKkXKe
IIPOCTABJISIETCS] BPEMSI 3ABEPEHMUSL.

[Ipu mepechlike KOMMU JOKYMEHTA B JIPyrM€ OpraHU3alMu WU BblAaye

CC Ha PYKH 3aBCPUTCIIbHAA HAAINCH YIOCTOBECPACTCA COOTBGTCTBYIOHICI\/JI IIC4YaThbIO.
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JInCThI MHOTOCTPAaHUYHBIX KOITMI HYMEPYIOTCS, OTMETKA O 3aBEPEHUHN KOIIUU

JIOTIOJTHSIETCS yKa3aHuEM KOJIMYECTBA JUCTOB KOTTUH «Bcero
B KONWU __ JIUCTOB». Ha KOMMSAX MHOTOCTPAaHWYHBIX JOKYMEHTOB OTMETKa
O 3aBEpPEHHUU KOIMUU TPOCTABISIETCS HAa  KaXKJIOM JIMCTE JOKyMEHTa
WIM Ha TOCIEAHEM JIMCTE MPOIIUTOr0 WM CKPEIJICHHOTO WHBIM 00pa3oM
JTIOKYMEHTA.

3.5.22. OTmeTKa 00 UCTIOTHUTEIIE.

OTMmeTKa 00 MCTIONHUTENE BKIIIOUAET B ce0s1 haMUIINIO, UMS M OTYECTBO (TIPU
HAJIMYMH) WCIIOJHHUTENS JOKyMEHTa W HOMEp €ro ciyxeOHoro TenedoHa
C KOJIOM peruoHa (B ciilydyae HampaBlIeHUsS JOKYMEHTa B ajpec N30upaTesbHbIX
KOMHCCUH MOXET yKa3blBaTbcsi HOMep ciykeOHoro Ttenedona ATCB).
OTMeTKy 00 MCITOJIHUTENIE PACIoiaraloT Ha JUIEBOM MM, IPU OTCYTCTBUU MECTA,
Ha OOOPOTHOH CTOPOHE MOCJEIHEro JHUCTa JIOKYMEHTa B JICBOM HIDKHEM YTy

mpudtom 10 MyHKTOB, HaTpUMeED:

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

3.5.23. OTmeTKa 00 UCTIOTHEHUH JTOKYMEHTA.

OtMeTka 00 WCMOTHCHUH JOKYMEHTA M HAMpaBIICHUH €ro B JEN0
MOTYT BKJIIOYAET CIEAYIONINE JaHHBbIC: KpAaTKUE CBEACHHUS 00 WCIOIHCHUH
JTOKyMeHTa (TTPH OTCYTCTBUH JTIOKYMEHTA, CBHICTEIBLCTBYIONMIETO 00 UCIIOJTHCHNH ),
JaTy ¥ HOMEP MMEIOIIErocs TOKyMeHTa 00 MCIOJIHEHHH, ciaoBa «B neno», Homep
niena, B KOTOpOM OYyJIeT XpaHUTHCS JOKYMEHT, AaTy, HOANUCH (Tipu 0OpMIICHUN Ha
OyMa)>KHOM HOCHTEJIE) MpeJiceiaTelss TePPUTOPUATHLHON KOMUCCHH.

3.5.24. Unentudukarop 31eKTPOHHON KOMUH TOKYMEHTa (KOJIOHTHUTYII).

WNnentuduxatop (ums ¢aiina Ha MAITMTHOYUTAEMOM HOCHUTEJIE) DIIEKTPOHHOM
KOIUU JOKYMEHTa (KOJOHTHTYJ) MOXKET MPOCTABJIATHCSA B JICBOM YIIIy HIXKHETO
MOJISI K&KJIOW CTPAHMIIBI JOKYMEHTA MIPUPTOM 8 TyHKTOB, HAIIPUMED:

K0305298

3.5.25 MItpux-koxa (QR-ko1) JOKyMeHTa.

[Ipy wucnonap30BaHUM IITPUX-KOAQ, €r0 ClIeAyeT pa3MellaTh B MPaBOM
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HIWOKHEM yINIy TmepBoro Jmcra. Eciaum Mecta HEAOCTaTOYHO, JOMYCKAaeTcs

pa3MelleHne B MPaBOM BEPXHEM YTy MJIM Ha IPYrOM CBOOOHOM MECTE.

4. Opranu3anusi padoThl ¢ HCXOAAIUMU (OTHPABJISIEMbIMH)
AOKYMEHTAMU

4.1. Pabota c oTmpaBiasieMbIMH (MCXOISAIIMMHU) U3 TEPPUTOPUATIHLHOM
KOMHCCHH JOKYMEHTAMH BKJIIOYAET WX PErUCTPALHIO, MPOBEPKY MPABUIBLHOCTH
oopMIIeHUS, B TOM YHUCJI€ HAJIIMYUE MOJHOTO aJipeca U €ro TOYHOCTh, HaJu4He
NOJJIMHHON Toanucu (IUisl 3JIEKTPOHHOTO JIOKYMEHTa — MPOBEpKa IMOIMHHOCTH
AIIEKTPOHHOW TMOAMHCH), JPYTHX HEOOXOIMMBIX 3JIEMEHTOB OQopmileHus,
yKa3aHHBIX IPWIOKEHUH, U OTIIPABKY.

4.2. Ucxopsume JOKYMEHTHl IeYaTaloTCsl Ha OJlaHKaX yCTaHOBJIECHHOMU
dopmbl, O(GOPMISIIOTCS B  COOTBETCTBHM € TOJOXEHUsAIMU  MHCTpyKumu
u peructpupytorcs B [1]] unm 1pyrux perucTpanoHHO-y4ETHBIX (hopMax.

4.3. Ornpaska JOKYMEHTOB u3 TEPPUTOPUATBHOU KOMMCCHUHU
OCYIIECTBISIETCSl OpraHamMu (QeaepanbHOl (HeabAberepCKOM WM CHEIHaIbHOM
CBSI3U, TMOYTOBOM, TenerpadHoil CBs3bl0, cpeiactBamu IIJI, mo kaHamam
(aKCUMUJIBHOU CBSI3U, JIEKTPOHHOUN MOYTOM B ceTH MIHTEpHET Wiy HapOYHBIM.

4.4. ITpu opopMIIeHNH OTIIPABISAEMBIX (UCXOSIINX ) MUCEM, B TOM YHUCJIE TTPH
MIOATOTOBKE MPOEKTOB mnmuceM cpeactBamu [IJ[, m TenerpaMMm HCIOJHUTEID
yYKa3bIBa€T TMIOJIHBIM MOYTOBBIM (BKJIIOYAash HWHIEKC) aJpec OpraHu3aluu
WJIM TPaKIaHHUHA.

4.5. OtnpaBnsiemMble  (MCXOASIIME)  JTOKYMEHTBI ~ MOTYT  T'OTOBHTHCH,
COTJIACOBBIBATHCS U MOANMUCHIBATHCS cpeacrBamu [1/1.

HNcxopgsamme mnucpMa HampaBiIsAIOTCA 32  MOAIMCBI  MpEeacenaTess
TEPPUTOPUAIBHON KOMHUCCHH, B €0 OTCYTCTBUE —3a IOAMMUCHIO 3aMECTHUTEI
npeacenarenas WIM WHOTO 4ji€Ha TEPPUTOPUAIIBHONM KOMHCCHU, UCIHOJIHSAIOLIETO
0o0sI3aHHOCTH ~ TIpeceAaTessi, Ha  COOTBETCTBYIOIIEM  OJaHKe  MHUChMa
(mpy MOArOTOBKE MCXOASAUIMX AOKYMEHTOB cpeacTBamu 11 — cooTBeTcTBYrOIMIMX

AJIEKTPOHHBIX MA0JIOHAX OJJAHKOB JOKYMEHTORB).
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4.6. C ucnonb3oBanuem [1J] wim apyrux peructTpanMoOHHO-YYETHBIX (HOpM

JIOKyMEHTaM TPUCBAWBAETCS UCXOJSALIMNA HOMEpP, KOTOPBIM COCTOMT M3 MHAEKCa
Jiena Mo HOMEHKJIAType el U IMOPSAKOBOTO HOMEpa JIOKYMEHTA, pa3/IeleHHBIX
Kocou yeprou. Mcxonmdmmii HOMEp yKa3bIBa€TCS TAaKXKE HA KOIHMM JOKYMEHTa,
ocraromieiicss B gene. Hymepanus HCXOOAIIUX JOKYMEHTOB OCYIIECTBIISIETCS
B IIpe/ieiax KaJeHAapHOIo roja.

[Ipu perucrpanmuu HUCXOIALIETO JOKYMEHTa B PErUCTPALMOHHO-YUYETHOM
dbopme 00s3aTEIIBHO YKa3BbIBAIOTCS CIEAYIOIINE PEKBU3UTHI: aHHBIE 00 ampecare
(pamumms, umsi, 0T4ECTBO (TIPH HATWYHH) (HU3UICCKOTO JINIIA WM HAMMEHOBAHHE
OpraHu3alliy, KpaTKOE€ COJAEpKAaHUE JOKYMEHTA, HCIIOJHUTEIb JIOKYMEHTa,
€ro COMCITOJIHUTENU, KEM OH MOJINHCAH, a TAK)KE KOJIMYECTBO JIUCTOB OCHOBHOTO

AOKYMCHTA U JIMCTOB IIPUJIOKCHUA, KOJINYCCTBO SK3CMILIAPOB, BUI OTIIPABKH.

[Ipu  peructpaumu  HUCXOIAIIETO  JOKYMEHTa  JICJAETCA  CBSI3Ka
C BXO/ISIUM JOKYMEHTOM, Ha KOTOPBIN 1aeTCs OTBET (€CIM TAKOBOW UMEETCs).

4.7. OTnpaBka MUCXOIAIIMX AOKYMEHTOB cpeactBamu 1] ocymectBusercs
JUIIOM, UMEIOIITUM J0cTym K padote ¢ [1/1.

WNHble nOKyMEHTBI MOTyT OBITh OTIIpPaBICHBI OpraHamu (enepaabHOM
dbenbaberepcKkon UK CreraibHON CBSI3U WU TIOUTOM IO YKa3aHUIO TIpeaceaaTes
TEPPUTOPUAIIBHON KOMUCCHH.

4.8. Jlns nepenaun ucxondamero nokyMenra [l niy 31€eKTpOHHON MOYTON
B cetu HHTepHeT oTOpaBisieMbli HOKYMEHT O(opMIIseTcss B COOTBETCTBUU
¢ TpeboBanusiMu MHCTpyKIIUU.

B cnyuae perucrpauuu nokymenta B [1/] Tekct qokymenrta B ¢popmare docx
win XIsX unm 3NeKTpOHHBIM 00pa3 gokymenta B dopmarte pdf (mpu Hamumuuu
CKAaHUPYIOUIET0 YCTPOMCTBA) MNPHUCOCIUHSIETCS K PErUCTPAllMOHHON KapTOUKe
Y OCYIIECTBIISIETCS €0 OTHPAaBKa.

I[Ipu mnoaroroBke nOKyMeHTOB cpencrBamu IIJ[ ¢ wucnonp3oBaHueM
AJIEKTPOHHOM MOANUCH TOCJIE€ MOJAMUCAHUS JOKYMEHThl MOTYT aBTOMAaTUYECKU

peructpupoBatbcsi U HanpabiaThes B [IMK Poccun, @I npu UK Poccun,
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PHOUT npu LMK Poccuu, Cankr-IletepOyprekyto n3dupareiabHy0 KOMHUCCHIO,

WHble u30uparenbHble KOMHCCHMU CcyObekToB  Poccuiickoit ~ depeparum,
TEPPUTOPUATBHBIE KOMUCCHH.

4.9. Ilpu otmpaBke TelerpaMMbl Ooliee 4eM B YeThIpe ajapeca ohopmiiseTcs
NO/JINHHUK, KOMHA M [JIBa DHK3EMIUIApAa MOJANHCAHHOTO CIUCKA PAaCCBUIKU
C VyKa3aHHEM TIOJHBIX TMOYTOBBIX (BKJIOYAs TMIOYTOBBIM WHJIEKC) aJpecoB.
Ha Tenerpad nepenaroTcs MOATUHHUK C OJHUM DK3EMIUIIPOM CIHCKA PACCHUIKU
Y KOIKS TEJIErpaMMBbl, KOTOpast ¢ OTMETKOM O Iepelaye TeNerpaMMbl BO3BPAIAETCS
B TEPPUTOPUAIBHYIO KOMHUCCHUI0O M BMECTE CO BTOPBIM JK3EMIUISIPOM CIIMCKA
PACCBUIKH IMOJIIUBAETCS B JIEIIO.

4.10. Ilpu ormpaBke nuicbMa 0OoJjiee YEM B YETHIPE ajJpeca COCTABISETCS
CIIUCOK pACCBUIKM YCTaHOBJIEHHOW (opmbl (mpuinoxenue Ne 6), KOTOpbIH
IIOAIMCBHIBACTCS NIPEACENATENIEM, B €70 OTCYTCTBUE — 3aMECTUTEIIEM IIpECeNaTeNs
WM WHBIM YJIECHOM TEPPUTOPUATIBHOW KOMHUCCHUM, MCHOJHSIONUM OOS3aHHOCTH
npeacenarenss TEeppUTOpPUAIbHOW KoMuccuu. llocime perucrtpanuu  OUCBMO
TUPAXUPYETCS B HEOOXOJIMMOM KOJMYECTBE U OTIpasisercsa. [Ipu moaroToske,
COTJIACOBAHMM W TMOINHUCAHUM NHceM cpenactBamu [IJ] cMCOK pacChUIKM TakKe
rotoBurcs cpeacrsamu [1/1.

Ecnu nucbMo uimu TenerpaMMa HampasJisieTcsl He 00Jiee YeM B YeThIpe aapeca,
TO MOJIHUCHIBACTCS KAXKIAbIN SK3EMIUIAD.

4.11. OtnipaBKka JOKYMEHTOB MPOU3BOAUTCS €XETHEBHO B Yachl pPadOTHI
TEPPUTOPUATHLHON KOMUCCHH, KPOME BBIXOJIHBIX M HEPAOOUUX MPA3THUYHBIX THEH.

OTmpaBka HCXOIAIIMX JTOKYMEHTOB TIIOCJE OKOHYaHUs padodero [Hs,
B BBIXOJIHbIE M Hepabouue Mpa3JHUYHBIE JHHU, B TMEPUOJ] MOJATOTOBKHU
U TPOBEACHUS U30MpATEIbHBIX KaMIAHUWA OCYIIECTBISETCS M0 YKa3aHUIO
npeacenaress TePPUTOPUATHLHOM KOMUCCHUU JIMOO B COOTBETCTBUHU C PEIICHHUEM
TEPPUTOPUAIIBHOM KOMUCCHHU.

4.12. JIOKyMEHTBl C OTMETKOH O CPOYHOCTH I0OCTaBKH «BecbMa cpodHO»
u «CpouHo» 0POPMIIIOTCS HE3aMEMJIUTEIbHO, MOTYT OTHPABIATHCS CPEACTBAMU

[1/1, no xaHanaMm (QaxKCUMHUIILHOM CBSI3U, 3JEKTPOHHOW MoYTON B cetu MHTepHer,
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HApOYHBIM W/WIJIM MIepeiaBaThCs B OTAE (ENbIbErepcKoil MM CeMaTbHON CBSI3U

JUIs. TOCTaBKM B IIEPBYIO O4Y€peAb B COOTBETCTBUM C Ipa)MKOM MaplIpyTOB
benpaperepeit.

4.13. lokyMeHTbl 0€3 OTMETOK OQGOPMIISIOTCS MO Mepe MOCTYIUICHUS
U MOTYT OTIpaBisiThes cpenctBamu I/l n/unm nepenaBaThCsl B OTAEN TOCTaBKU
denpaberepckoil WM CHENMaTbHOM CBSI3M, TJE€ OTIpaBKa OCYIIECTBISETCS
B COOTBETCTBUU C IPa(pKOM BBIIIOJHEHUS MAPUIPYTOB B ONTUMAJIbHBIE CPOKH.

4.14. JlokyMeHTbI, HampaBisIeMble TIpaXJaHaM MO TMOYTOBOMY aJIpecy,
yKa3aHHOMY UMH B OOpallleHUuH, OTIPABISIOTCS Yepe3 MOUYTOBOE OTNIEICHHUE CBS3U
IIPOCTBIMU IIOYTOBBIMH OTIIPABICHUSMH WJIU 3aKa3HBIMHU ITMCbMaMU.

4.15. JlokyMeHThI, TeperaBaeMble MO KaHajdaM (haKCUMUIIBHOM CBSI3H,
PETUCTPUPYIOTCS B MOPSIIKE, YCTAHOBIEHHOM ISl UCXOJSAIIUX TOKYMEHTOB.

4.16. Ucxonsmue JOKYMEHTBI, O()OPMIIEHHBIE C HapyLIEHHUEM TpeOOBaHUI
WHCTpyKIIMU, K OTIPaBKE HE MPUHUMAIOTCS M BO3BPAILAIOTCS HCHOJHUTEISM
Ha g0paboTKy. KoppecnonaeHus HecnyKeOHOro XapakTepa, B TOM YHUCIIE JTUYHAs
KOPPECTIOHJAEHIUS, K OTIPABKE HE TPUHUMAETCS.

4.17. Konun uUCXOQAUIIMX JTOKYMEHTOB, O(QOpPMJIEHHBIX Ha OyMa)XHOM
HOCHUTEJIC, TOMEIIAIOTCS B JEJIO B COOTBETCTBUM C HOMEHKJIATYpOH Jeil

TEPPUTOPUAITBHON KOMHUCCHH.

5. Ocob0eHHOCTH PadOTHI € 3JIEKTPOHHBIMH IOKYMEHTAMH
(ocymecTBiieHue padorsl ¢ Jokymentamu B I1]1)

5.1. DneKTpOHHbIE JOKYMEHTHI SIBISIOTCS O(PUIUAIBHBIMU JOKYMEHTaMHU.
DneKTpOoHHBIE JOKYMEHTHI CO371al0TCs, 00padaThiBatoTcs U Xpausares B [1]1.

5.2. DNEeKTPOHHBIN TOKYMEHT JOJIKEH ObITh OPOPMIIEH MO OOIIMM MTpaBUIaM
JIeTIOTIPOU3BOJICTBA u UMETh PEKBU3UTHI, yCTaHOBJICHHbIE
JUTSI aHAJIOTHYHOTO JJOKYMEHTa Ha OyMa)KHOM HOCHUTEJE.

5.3.B TepputopuambHON = KOMHUCCUM  HCHOJIB3YIOTCS  DJIEKTPOHHBIC
JIOKyMEHTBI, a Tak)Ke OJEKTPOHHBbIE 00pa3bl JOKYMEHTOB, TOJyYCHHBIS

B pE3yJIbTaTC CKAHUPOBAHUS JJOKYMCHTOB Ha 6YMa)KHOM HOCHTCIJIC U XPAHAIIHCCA B

IT/1.
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5.4. ]ln1 nOATBEpKAEHUS NOMIMHHOCTH NpH Iepeadye dJIEKTPOHHBIX

JOKYMEHTOB B JpYyIM€ TOCYJapCTBEHHBIE OpIaHbl, OpPraHbl IyOJIMYHOW BIIACTH
denepanbHOit Tepputopun «CUpHyC», OpraHbl MECTHOTO CaMOyHpaBlCHUS,
OpraHu3alysM M TpaXJaHaM JIOKYMEHTbI 3aBEPSAIOTCS 3JIEKTPOHHON MOIIUCHIO
JOJDKHOCTHOTO JIMIIA TEPPUTOPUAIIBHOM KOMMCCHM, IOJIMCABIIETO JOKYMEHT,
B coorBeTcTBMM ¢ DenepanbHbiM 3akoHOM OT 06 ampenst 2011 roma Ne 63-D3
«O0 371EKTPOHHON MOATHCHY.

5.5.1Ipu 00paboTke, pacCMOTPEHUHU, COIVIACOBAHUU U TMOANUCAHUU
ANIEKTPOHHBIX JOKYMEHTOB B IIJ[ BO BHYTpEeHHEM JOKYMEHTOOOOPOTE MOTYT
UCIIOJIb30BAaThCS  CIIOCOOBI  MOJATBEPXKIEHUS  JIEUCTBUH C  DIIEKTPOHHBIMHU
JOKYMEHTaMH, TIpU KOTOPBIX JJIEKTPOHHAs TOJANUCH HE HCHOJb3YyETCH.
WNnentuduxanus JOHKHOCTHOTO JIMIA IMPOU3BOJIUTCS IO €ro Yy4eTHOM 3amucu
B IIJ 1mmbGo MoOXeT HCIoNb30BaThCcd NPOCTast dJIEKTPOHHAs IMOJIKUCH.
Takske mpocTas 3JIeKTPOHHAs MOANKUCH MOYKET MCIOJIb30BaThCs MPU HAIIPaBICHUU
anekTpoHHbIX JokyMeHTOB B ILIMK Poccun, @MU npu MUK Poccuu, PLIOUT
npu UK Poccun, Cankrt-IlerepOyprckyto u30UpaTenbHyl0 KOMHCCHIO,
u30upaTenbHble KOMUcCcUH cyObekToB Poccuiickoil denepannu, TeppUTOpHAIbHBIE
KOMUCCHH.

5.6. CocraBnenue, o)OpMIICHHUE U COTJIACOBAHUE MPOEKTOB 3JEKTPOHHBIX
JOKYMEHTOB ~ OCYILIECTBJISIETCS 1O OOLIMM MpaBWiIaM JAeJONpPOU3BOJACTBA,
YCTaHOBJICHHBIM B OTHOLLIEHUH aHAJIOTUYHBIX IOKYMEHTOB Ha OyMa)KHOM HOCHTEJIE.

5.7.llepeyeHp NTOKYMEHTOB, CO3[1aBAEMBIX, XPAaHHUMBIX M HCIOJIb3YEMBIX
UCKIIIOYUTENBHO B (OpMe  BJEKTPOHHBIX  JIOKYMEHTOB,  ONpeIesercs
HOMEHKJIATYpPOH JETT.

5.8.1lpueMm u oOTHpaBKa 3JIEKTPOHHBIX JOKYMEHTOB OCYIIECTBIIIOTCS
JOJDKHOCTHBIM JIMIIOM, MMEIOIIUM JocTyn K pabore ¢ IIJ[, Takxke MoOxKer
OCYUIECTBJISATHCS aBTOMAaTUYeCKas OTIPaBKa JOKYMEHTOB, MOAMUCAHHBIX MPOCTOM
anekTpoHHoM — moamuchkto  cpeacrBamu  IIJI B LMK  Poccum, @IU

npu I[IUK Poccun, PIHHOUT npu UK Poccuu, Cankr-IlerepOyprckyto
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n30UpaTeabHylI0 KOMHUCCHIO, M30UpaTelibHble KOMUCCUH CyOBeKTOB Poccuiickoit

denepanuu, TEPPUTOPUATIBHBIE KOMUCCHUU.

5.9.1lpu mnonydyeHun 3aeKTpOHHBIX JoKymMeHTOoB u3 [IHUK Poccun,
O mpu UK Poccumn, PLIOUT npu UK Poccuun, Cankrt-IlerepOyprckoit
M30UpaTeIbHOM KOMMCCHUH, M30MpaTeIbHBIX KOMHUCCHM CyOBeKTOB Poccuiickoi
Qenepanyi, TEPPUTOPUATBHBIX  KOMHUCCHM, TMOANUCAHHBIX  JJIEKTPOHHOMU
MOANMUCHI0, OCYHIECTBISIETCS IPOBEPKA AECHCTBUTEIBHOCTH 3JIEKTPOHHOW MOIIUCH
cpenctBamu [1/1.

5.10. Ilpu BKJIIOYEHUHU OHIEKTPOHHBIX JOKyMeHTOB B [IJ] dopmupyrotcs
pPEruCTpallMOHHO-YUETHBIE JaHHbIE O JOKyMEHTE, 00ecreuMBalolue yIpaBIeHHUE
JOKYMEHTOM, B TOM YHMCJIE€ €T0 MOUCK, JOCTYII K TOKYMEHTY, KOHTPOJIb, XPAaHEHUE U
UCIoJIb30BaHue (Tpuiioskerue No 7).

5.11.1Ipu  nmepemaye  NOCTYNHBIIMX  JIEKTPOHHBIX  JIOKYMEHTOB
Ha pacCMOTPEHHE, HANPABJICHUU DJIEKTPOHHBIX JOKYMEHTOB WCIOJHUTENSM,
OTIIPABKE M XPAHEHHH HJIEKTPOHHBIX JOKYMEHTOB BMECTE C HUMH IMEPEIAIOTCS
(HampaBIIAIOTCS, XPAHATCA) UX PETUCTPALIMOHHBIE IAHHBIE.

5.12. EnuHunen ydera 3JE€KTPOHHOTO JTOKYMEHTA SIBIIIETCS AJIEKTPOHHBIN
JIOKYMEHT, 3aperucTpupoBanHbii B 11]1.

DJIEKTPOHHBIE JOKYMEHTBI, HMMEIOIIME TPUIOKEHUSA, PETUCTPUPYIOTCS
Y YUYUTBIBAIOTCS KaK OJIUH JIOKYMEHT.

5.13. DneKTpoHHBIE JTOKYMEHTHI (OPMHUPYIOTCS B Jelda B COOTBETCTBUU
C HOMEHKJIATypOH JIeJ1 TEPPUTOPHAIBHON KOMHCCUU U UHAEKCUPYIOTCS B MIOPSJIKE,
YCTAaHOBJICHHOM B OTHOILIEHUU JI€JI, COCTABJIEHHBIX U3 JTOKYMEHTOB Ha OyMa)KHOM
HOCUTETIE.

IIpn cocraBiieHHMH HOMEHKJATYpbl JI€J YKa3bIBAa€TCs, 4YTO JIEJO BEAETCA
B DOJICKTPOHHOW (opMe, 4YTO OTMEuaeTcsi B 3arojioBKe Jeia wid B Tpade
«IIpumeuanuey, HarIpuUMeEp:

[ToctanoBnenust llenTpanpHON u30OMpaTenbHOW Komuccuu Poccuiickoit

®enepanuu. Konnn. D1€KTPOHHBIE JOKYMEHTHI.
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5.14. DnekTpoHHbIE JOKYMEHTHI MOCJI€ X UCIIOJIHEHUS MOJIeKAT XPAHEHUIO

B YCTAQHOBJIEGHHOM IIOpAJKE B  TEYEHUE CPOKOB, IPEAYCMOTPEHHBIX
JUTSL aHAJIOTHYHBIX JJOKYMEHTOB Ha OYMa)KHOM HOCHTEJIE.

5.15. MecTto XpaHeHusT OJJIEKTPOHHBIX JOKYMEHTOB N0 MX Iepeaadu
Ha apXUMBHOE XpaHEHME, BHJI HOCHUTEJECH, Ha KOTOPBIX OHU XpaHATCA, (POpMATHI
UX TIOCTOSHHOIO M JIOJTOBPEMEHHOI'O XPAHEHHUS ONPEIEISAIOTCS C Y4YETOM
UCIOJIb3YEMBIX B TEPPUTOPUATIBHON KOMUCCUU TPOrPAMMHO-TEXHUUECKUX CPE/ICTB,
HOPMATHBHBIX AKTOB W METOJMYECKHUX JIOKYMEHTOB PocapxuBa, ApXuUBHOIO
komuteTa Cankrt-IletepOypra.

5.16. DxcniepTH3a LEHHOCTH 3JIEKTPOHHBIX JOKYMEHTOB OCYIIECTBIISIETCS
B 0OIEM MOpPSAKE, YCTAHOBJIEHHOM B OTHOIIEHWU JOKYMEHTOB Ha OyMa)KHOM
HOCHTEJIE.

5.17. Ilocne ucreyeHus: Cpoka, yCTaHOBIEHHOTO JIJISl XPAaHEHUS dJIEKTPOHHBIX
nen  (SIEKTPOHHBIX  JOKYMEHTOB), OHM  TOJJIEKAT  YHHUYTOKECHHUIO
C COCTaBJICHUEM aKTa yCTaHOBJIEHHOH QopMbl (pusioxkeHue Ne 16).

5.18. DOnexkTpoHHBIE TOKYMEHTBI, MOJJIEKAIIUE JJIMTEIBHOMY XPaHEHUIO,
NEPEA0TCS HA apXMBHOE XPAHEHHE MO OMHUCAM C OPOPMIIEHHUEM aKTa MpUeMa-

nepeaadu 3JICKTPOHHBIX JOKYMCHTOB HAa APXHUBHOC XPaHCHHC.

6. Oco0enHOCTH PadOTHI ¢ OOPAILIEHUAMY IPAKIAH.
Opranuzanus JUYHOTO NPHeMa IPaKIaH

6.1. Opranuzamust paboThl ¢ OOpamieHUsS MU TPaKJIaH OCYIIECTBISCTCS
B COOTBETCTBUU C pazzesioM 2 MHCTpyKIMH ¢ y4eTOM OCOOCHHOCTEH, YKa3aHHbBIX
B JJAaHHOM pa3Jelie.

6.2. O0parieHus: B TEppUTOPUATIEHYIO KOMUCCUIO MOTYT OBITh HaIPaBIICHbI B
MUCBMEHHOU (hopMe, a TakKe B popMe AIEKTPOHHOTO JOKYMEHTA.

6.3. O6pamenue B ¢dopme DJIEKTPOHHOTO JIOKYMEHTa HampaBJIseTcs
C HCIOJb30BaHHWEM CTpaHuibl odumuanbHoro caita Cankt-IleTepOyprekoit

n30upaTebHOM KOMUCCUU B ceTU VIHTepHeT, npeHa3HauYeHHOM /ISl HallpaBIeHUs
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oOpamieHrii B TEPPUTOPUATLHYIO KOMHUCCHIO (janee — 3JeKTpoHHas Qopma

oOparieHui).

HampaBnenne  oOpamenuiti B ¢GopMe  DIEKTPOHHOTO  JOKYMEHTA
B TEPPUTOPHATIBHYIO KOMUCCHIO OCYIIECTBIISICTCS TTOCTIE MMPOXOKACHUS 3aIBUTEIIEM
uAeHTUGUKALIMY U ayTeHTU(DUKALIMK TTOCPECTBOM (hesiepanbHO rocy 1apCTBEHHON
uHdopmarmonHor  cuctembl  «EgmHas  cucrema  uACHTHGUKAMH U
ayTeHTU(UKaIMKM B HWHPpacTpykType, obecrneunBaromiei uHGOOPMaIMOHHO-
TEXHOJIOTHYECKOE B3aUMOICHCTBHE MH(POPMAIIMOHHBIX CUCTEM, UCTIONB3YEMBIX JIJIS
MPEIOCTABIICHUSI TOCYAAPCTBCHHBIX M MYHHUIIMITAIBHBIX YCIYT B DJIEKTPOHHOM
dbopme».

OnexTpoHHas ¢opma OoOpalleHHi JOHKHA MpelycMaTpuBaTh 3aMOJHEHUE
ajpeca SJEKTPOHHOW TMOYTHI, HAa KOTOPHIA JIOJDKEH OBITh HAIpaBi€H OTBET
Ha o0pallleHre, CIeIMaIbHOrO MOJIS JUIsl BBOJIa TEKCTa OOpallleHusl, COIePKAIIIETO
€ro CyTh, BO3MOXKHOCTH MPHUJIOKEHUS TOKYMEHTOB U MaTEPHAIOB B JIEKTPOHHOM
dbopme, MOATBEPKIAIOIINUX JOBOJIBI OOpAIIEHNs, a TAK)KE MOXKET MPeycMaTpUBaTh
BO3MOXKHOCTh ~yKa3aHHUS JOMOJHUTEIBHBIX CBEICHUHA, YTOYHSIONIUX CYTh
oOpaitieHusl.

6.4. Conepxaiiriecss B HalpaBJICHHBIX B (OpME SJIEKTPOHHOTO JTOKYMEHTa
oOpaleHusIX CBEICHHUS, a TaKXKe IMpuiaraeMple Martepuaiabl (MpU HATHMYUHN)
BBOJIsiTCA B [1]] 6o B Apyrue peructpairoHHo-y4ueTHsie popmel. BBoa cBenenui,
COJZIepPKAIIUXCS B HAITPABJICHHBIX B ()OPME AIEKTPOHHOTO JOKYMEHTA OOpaIeHUSX,
IMpwiaraeéMblX  MaTepHaioB W WX  PETUCTpAlUs  OCYIICCTBIISIOTCS
HE TIO3[HEe TpeX pabouyux JHEW CO JHS HalpaBleHUs OOpalleHus, a B MEPUOJ
MPOBENICHUSI  COOTBETCTBYIOIMX  M30MPATENbHBIX  KaMMaHWH,  KaMIaHWi
pedepeHaymMa 1O BOMpOCaM TMOJATOTOBKM U TPOBEACHHS OSTUX BBIOOPOB,
pebepenayma 1o  oOpamieHWsM,  HalpaBJIE€HHBIM 7O  YCTAHOBJICHUS
TEPPUTOPHAITBHOH KOMHCCHEH WTOTOB TOJIOCOBAHUS, OMPEICICHHS pPE3yJIbTaTOB
BBIOOpOB, pedepeHayMa — B JICHb HaIpaBJieHUs oOpaiieHus Jdub0 HE MO3THEee
CJICYIOIIEro pabovyero JHS B COOTBETCTBUH C IpapKoM pabOThl TEPPUTOPHUATHHON

KOMHUCCHUH, C YYE€TOM CpPOKOB PACCMOTPEHHS COOTBETCTBYIOUIMX OOpalleHuH,
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YCTaHOBJICHHBIX 3aKOHOAATEIHCTBOM O BbIOOpax M pedepeHaymax. Peructpanms

oOpalleHHii, HanpaBJICHHBIX B TEPPUTOpPUAIbHBIE KOMHUCCMU B  (opme
AJIIEKTPOHHOIO JOKYMEHTAa, MOXET OCYIIECTBIATHCS C HCHoib3oBaHueM [1]]
au00 ¢ WCHOJB30BAaHUEM JAPYTHX PErUCTpalMOHHO-y4YeTHhIX ¢opm. [locie
OCYIIECTBJICHUSI YKAa3aHHBIX JCUCTBUN OOpallleHue CUMUTAETCS MOCTYNHUBIIUM
B TEPPUTOPHAIBHYIO KOMHUCCHIO.

OOpaiieHrss B NMUCbMEHHOW (popme, MOCTYNUBUIME B TEPPUTOPHUAIBHYIO
KOMHUCCHIO, PETUCTPUPYIOTCS TNpelcenaTeneM (CeKpeTapeM) TeppUTOPHAIbHON
KOMUCCHUM WM  paOOTHUKOM  ammapaTa, OTBETCTBEHHBIM 32  BEJACHHE
JeJIONpOU3BOACTBa ¢ ucnoib3oBaHueM I[IJ] nubo ¢ wucmonb30BaHHMEM JIPYrUX
pPErHCTPAllMOHHO-YUYETHBIX (OpPM HE TMO3AHEE Tpex pabdouyumx JHEW Cco JHSA
NOCTYIUIEHUsT OOpalieHus, a B T[EpUOJ MPOBEIEHUS COOTBETCTBYIOIIMX
n30upaTeabHbIX  KaMIlaHWM, KaMmmaHud pedepeHayma JO0  YCTaHOBJICHUS
TEPPUTOPUAIIBHOM KOMHCCHEW HTOTOB TOJIOCOBAHUS, ONPEICICHHS pPE3yJIbTaTOB
BbIOOPOB, pedepeHaymMa —B J€Hb IMOCTYIUIEHHs oOpalleHuss JuO0 He MO3]Hee
CIIEIyIOEro padovero HA B COOTBETCTBHM C TpadUKOM padOThl KOMHUCCHH,
C YYETOM CPOKOB PACCMOTPEHUSI COOTBETCTBYIOIIMUX OOpAIll€HU, YCTAHOBJIEHHBIX
3aKOHOJIaTEIHLCTBOM O BhIOOpax u pedepeHymax.

OOpaieHus, MNOCTYNHMBIIME B TEPPUTOPUAIBHYIO KOMHCCHUIO, MOTYT
PErHCTPUPOBATHCS B YCTAHOBJICHHBIE BBIIIE CPOKHM OTAEIBHO OT JAPYTMX BHJIOB
JIOKYMEHTOB.

6.5. B cayudae peructparuu oOpamienus B I1J[, HOTKHOCTHBIM JIHILIOM,
UMEIOLINM JocTyn K padote ¢ 1/, 3amonHsaroTcst HeoOX0uMBbIE TIOJIST BO BKJIAKE
«O0pamenue» I1J[ B 3aBUCMMOCTH OT MMeroueics WHPopMaluu B OOpalieHUH
HE TO3aHEe Tpex pabouumx JHEW €O JAHS pErucTpanuu  oOpalieHHs
B TEPPUTOpPUATBHON KOMHUCCHM M B TEUYEHHME OIHOr0 pabodyero AHS CO JHS
NOCTYIJIEHUs1 0OpaleHus 0 BOIIPOcaM MPOBOAUMBIX N30MpPaTENIbHbIX KaMITaHUH.

6.6. [Ipy BCKpBITUM KOHBEPTOB, COJEpKAIIMX OOpAaIlEHUS B MHUCbMEHHOU
dbopme, mpoBepsAeTcs HamuuMe Bcex BioxeHud. KoHBepT 00s3aTenbHO

COXpaHSETCH.
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OO6parenus B TUCbMEHHOHN (PopMe, colieprKalie B aApECHON 4acTH MOMETKY

«JImyHo»,  paccmarpuBaroTcs B OOlIeM  MOpSAKE B  COOTBETCTBUH
¢ UucTpykumei.

[Ipu  peructpanuu  MHOBTOPHBIX  OOpamIeHUd UM  IPUCBAUBACTCA
OUEpEHOW PETUCTPAIIMOHHBIH HOMEp, B PErUCTPAllUOHHO-YUYETHOH (opme
nenaerca orMmerka «lloBropHo», a mpm wucnosb3oBanuu IIJ] ocymecTBisercs
ces3piBaHe ¢ PYK mno mnepBuuHbiM oOpaiieHusiM, NpU HEOOXOJUMOCTH
opopmieHuss Ha OyMaXHOM HOCUTEIE K OOpAIICHUIO TMPUKIAIBIBAIOTCS
nonobpanusie PYK mo nepBudHbIM 0OpalieHusIM.

Ecnu obpanienne nocTynusao OT KOJUIEKTUBA TPaKIaH, TO MPU perucTpanuu
B PErHCTPALMOHHO-YUETHOU (popme cTaBUTCS OTMETKA «KOIIEKTUBHOE .

6.7. ITpu ocymiecTBieHnu peructpaunu cpeactsamu [1/] Ha nuiieBoit ctopoHe
IEPBOIrO JIMCTA 3apPETUCTPUPOBAHHOIO JOKYMEHTa Ha OyMa)KHOM HOCHUTEINE, Kak
IIpaBUJIO, B IPABOM HMXKHEM YTy IPOCTABIISIETCS] PETMCTPALlMOHHBIN HOMED U J1aTa,
a TAaK)K€ IITPUX-KOJ C YKa3aHUEM HaUMEHOBAHUS OpTraHU3alUU.

Ecnn mpocTtaBineHne perucTpalMOHHOIO HOMEpPA 3aTPyAHSET MPOYTEHHUE
TEKCTa JOKYMEHTa, B TaKOM ClIy4ae BXOIAIIMH HOMEP NPOCTABISAETCS
B CBOOOJHOM OT TEKCTa YIJIy Ha JIMIEBOM CTOpPOHE MEPBOIO JHCTAa JOKYMEHTa,
a ITPUX-KOJI MTPOCTABIIAETCS MPU HATUYUHA TEXHUYECKON BO3MOKHOCTH.

[Ipr ocCymiecTBI€HMH PETUCTPALMU B JIPYTOW PETUCTPALMOHHO-YUYETHOU
(dbopme perucTpalMOHHbIN IITaMII, COCTOSIINNA U3 MOPSIAKOBOr0 HOMEPA 0OpallleHus
U JIaThl PETUCTPALMM, CTABUTCS, KaK MPaBUJIO, HA MEPBOM JIUCTE OOpaIleHUs B
IIPaBOM HM)KHEM YTJIy WM Ha CBOOOJHOM OT TEKCTa MECTE.

Hymepanusi mocTynuBIIMX OOpalieHud OCYILIECTBISIETCS B Ipenenax
KaJIEHJAPHOIO ro/1a.

6.8. 3aperucTpupoBaHHbIe OOpaIEHUs PACCMATPUBAIOTCS B COOTBETCTBUU
C OPSIAKOM, ONPENEIICHHBIM pa3aesioM 2 MHCTpyKIuu.

6.9. O0parieHusi, aJApecOBaHHbIE WICHAM TEPPUTOPUATHLHON KOMHUCCHH,
PETUCTPUPYIOTCA, NOKIANBIBAOTCS U IMEPEJAOTCS B COOTBETCTBUHU C MOPSAIKOM,

YCTaHOBJIEHHBIM HCTpYKLIKEH.
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OOpamienuss  paccMaTpUBaKOTCS B COOTBETCTBHMM C  yKa3aHUSIMHU

0 UCIHOJIHEHUIO JOKYMEHTa Tpelcenareiss TEeppUTOPHUATbBHOM KOMHCCHH
B IIOPSAJIKE, YCTAHOBJIIEHHOM 3aKOHOATeNbCcTBOM Poccuiickon denepanuu.

6.10. OOpaienus, coaepskalire BOMPOCkl, PEIICHUE KOTOPhIX HE OTHOCUTCS
K KOMIIETCHIIMH TEPPUTOPUATBHOW KOMMCCHH, IOKJIAJBIBAIOTCS MPECeaaTeNto
TEPPUTOPUAIBHOM KOMHUCCHM W IO €ro YKa3aHUIO 10 MCHOJHEHHIO JTIOKYMEHTa
B CpPOKH, YCTaHOBJICHHBIE 3aKOHOJATEILCTBOM O BbIOOpax u pedepeHaymax,
HaIlpaBJISIOTCA C  CONPOBOAMTENIBHBIM  MHCbMOM 332  €r0  HOJINHUCHIO
B COOTBETCTBYIOIIMA OpraH WM COOTBETCTBYIOIIEMY JOJKHOCTHOMY JIMILY,
K KOMIIETEHIMU KOTOPBIX OTHOCHUTCS PELICHHE MOCTaBICHHBIX B OOpallleHuu
BOIIPOCOB, C  yBEAOMJIEHMEM  TpaxJaH,  HaOpaBUBIIUMX  oOpaunieHus,
0 mepeaapecanuu obOpauieHui. B conmpoBOAMTENPHOM NHCbME OrOBAPUBACTCS
MOPSIJIOK HAIlpaBJICHUSI OTBETA aBTOPY OOpaIlleHHUS.

Ecnu  pemieHue mMoOCTaBiIEHHBIX B OOpalleHUMH BOIPOCOB OTHOCHUTCH
K KOMIIETEHIIMM HECKOJIBKUX TOCYJAapCTBEHHBIX OPraHOB, OPraHOB MECTHOI'O
CaMOYIIPABJIEHUSI WJIM COOTBETCTBYIOIIMX JIOJKHOCTHBIX JIMI, KONUSL OOpalleHus
HaITpaBJISIETCS B COOTBETCTBYIOLIME OPTaHbl MJIM COOTBETCTBYIOIIMM JOJKHOCTHBIM
JvllaM B CPOKHM, YCTaHOBJICHHBbIE  3aKOHOJATEIbCTBOM O  BbIOOpax
u pedepeHymax.

6.11. 3anpemaercs  HampaBisATh ~ OOpalieHWE  HAa  PACCMOTPEHUE
B FOCYJJapCTBEHHBIN OpPraH, OpraH MECTHOTO CaMOYMPABIIEHUS UK JOJIKHOCTHOMY
JUIly, pelnieHue uiad - JaeucTBue  (0e3deiiCTBHE)  KOTOpPBIX — OOXKallyeTcs,
3a UCKJIIOYEHUEM CITy4aeB, YKAa3aHHBIX B MyHKTE 6 cTathu 75 dDenepaibHOro 3aKOHA
00 OCHOBHBIX TapaHTHUAX U30MPATENbHBIX MPaB.

6.12. Eciu B COOTBETCTBUM C 3alpeTOM, yKa3aHHbIM B mojpaszaene 6.11
WHCTpyKUMK, HEBO3MOXKHO  HAalpaBUTh  OOpalleHHe Ha  PacCMOTpPEHUE
B FOCYJJapCTBEHHBIN OpraH, OpraH MECTHOTO CaMOYTPABIICHUS UK JOJIKHOCTHOMY
JUITY, B KOMIIETCHIIUIO KOTOPBIX BXOJUT PEIIEHUE TOCTABJIICHHBIX B OOpaIeHUU

BOIIPOCOB, OOpaIlieHre BO3BpallaeTCsl TPakJAaHUHY C Pa3bsICHEHMEM €ro Ipasa
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00kaloBaTh COOTBETCTBYIOIIEE PELICHIE WIIN ICUCTBUE B yCTAHOBICHHOM MOPSIIKE

B Cy/.

6.13. OOpaileHusi, TOCTYIUBIIME B  TEPPUTOPUAIBHYI0  KOMHMCCHIO,
paccMaTpuBalOTCd B CPOKH, YCTAHOBIIGHHBIE 3aKOHOAATEILCTBOM O BBIOOpax
u pedepeHayMax, ¢ y4eToM OCOOCHHOCTEW, yKa3aHHBIX B mnoppazgenax 10.5
u 10.6 MUuctpykumu.

Ecnu Heo6Xxo1uMo npoAJIuTh CPOK pacCMOTPEHUST OOpaIlleHHs], UCTIOTHUTENb
HE TO3/7HEE YeM 3a OJWH JEeHb [0 HCTEYCHHS CpOKa IOATOTOBKH OTBETa
NPECTaBISIET MPEACENATENI0 O0ObSICHEHHE, TT0 KaKOH MpUYUHE HEBO3MOXKHO J1aTh
OTBET B YCTAHOBJICHHBbIM CpOK. MakcuMmanbHOE NpPOAJIEHUE CPOKa HCIOJHEHHS
oOpaimieHusi HE JODKHO TIPEBBINIATh YCTAHOBJICHHBIX 3aKOHOM  CPOKOB
paccMOTpEeHHUsI 0OpaIlCHHUS.

3asiBUTEIIO HAMPABISETCS YBEIOMIICHHUE O MPOJJIEHUH CPOKA PACCMOTPEHMS
€ro ooparieHusl.

OOparieHus, Ha KOTOpbIE JAIOTCS MPOMEKYTOUYHBIE OTBETHI, C KOHTPOJI
HE CHUMAIOTCS.

6.14.B cnaydyae mOCTyIUIEHHs B TEPPUTOPHAIBHYIO  KOMHUCCHIO
B YCTAHOBJICHHOM MOPSIZIKE 3alpoca rocyAapCcTBEHHOr0 opraHa, opraHa MECTHOTO
CaMOYTpaBlIEHUSI WM JOJDKHOCTHOTO JIMIA, PaccCMaTpUBAIONIUX OOpalieHue,
JOKYMEHThl W MaTepuaibl, HEOOXOIWMBbIE [UIsl pPacCMOTpeHUs oOpalleHus,
MIPEACTABISIIOTCA B CPOK, YKA3aHHBIA B 3alPOCE WJIM UHOW CPOK, YCTAHOBJICHHBIN
JEHCTBYIOINM 3aKOHOIaTEIHCTBOM.

6.15. B oOpamiennu J0MKHBI OBITh YKa3aHbl (paMUIHs, UMs, OTYECTBO (IIPU
HAJIMYUH) 3asBUTENS (7151 3asBUTEIICH, HE SIBISIFOIIMXCS (PU3NYECKUMU JIUIIAMU, —
HauMeHOBaHue). B oOpaiennn B MHUCbMEHHOM (QopMe TOIDKEH OBITh yKa3aH
MOYTOBBIN a/ipec, MO0 KOTOPOMY JOJDKEH ObITh HAmpaBlieH OTBET Ha oOpalleHue,
TaKkKe JOJDKHBI COAEPXKATbCA JIMYHAs TIOAMUCH 3asiBUTENs WU JIHIIA,
YHOJHOMOYEHHOTO JeHCTBOBATh OT €ro MMEHHU, U JlaTa MOJAMUCAHUS OOpalleHus.

B oOpamiennn B ¢opMe 3IEKTPOHHOIO JOKYMEHTa JOJDKEH OBbITh yKa3aH ajpec
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AIIEKTPOHHOM TOYTHl, MO KOTOPOMY JOJDKEH OBITh HampaBlI€H OTBET

Ha oOpalleHue.

Ecnmn B oOpamenun He ykazanbl (Gamwims 3asBUTENs (I 3asBUTEIS,
HE SBJIIONIETOCS (PU3NYECKUM JIUIIOM, — HAMMEHOBAHHE) WU aJPeC, IO KOTOPOMY
JOJDKEH OBITh HampaBlIeH OTBET Ha OOpallleHue, OTBET Ha Takoe OOpalleHue
HEe Jaercsa. Takoe oOpalieHHe CHUChIBAeTCS B JICNIO  IIpejacenareiemM
TEPPUTOPUATBHON KOMHUCCHH.

Ecmm B oOpameHun copepkaTcs CBEIACHUS O TIOJATOTaBIMBACMOM,
COBEpPIIACMOM WJIA COBEPIICHHOM TMPECTyIUICHHH, a Takke O JIHIIE,
€ro TMOJrOTABJIMBAIONIEM, COBEPIIAIONIEM WM COBEPIIUBIIEM, OOpaIieHue
TIO/IJIC)KUT HATPABJICHUIO B TIPABOOXPAHUTEIILHBIC OPTaHBbl.

Ecnu Texcr oOpainieHus HE MOJJACTCS MPOUYTEHUIO WA HE TMO3BOJISET
ONpENENUTh CyTh OOpallleHus, OTBET Ha Takoe oOpalleHHe He JaeTcs,
0 9YeM B TCUEHHE CEMH KaJICHIAPHBIX JHEH IMOCie AHS MOCTYIUICHUS OOpalIeHUs
YBEJIOMIISIETCSI 3asBUTEJIb B Cydae, €CJIM B OOpallleHUH MOANAIOTCS MPOUYTECHHUIO
bamunus 3asBUTENS (IS 3asBUTEINS, HE SBISIOMErocs (U3UYECKUM JTUIIOM, —
HAaMCHOBAaHHWE) M aJpeC, IO KOTOPOMY JOJDKEH OBITh HANpaBJICH OTBET
Ha oOparieHue.

He sBmsiercss  oOpamieHueM  TEKCT, COJEepXkalluid  Mo3JpaBiieHUE,
cO00JIE3HOBAHUE UITH OILIEHKY JICSITEIIbHOCTU U HE COOTBETCTBYIOIINI TPEOOBAHMSIM,
npeabsaBisieMbiM DeiepaTbHBIM 3aKOHOM 00 OCHOBHBIX TapaHTHSAX W30UpaTEIbHBIX
mpaB, ¥ TpeOOBaHUSAM K 3ampocy WHGOpMAIH, MpeabsaBiseMbiM DeaepanbHbIM
3akoHOM OT 9 deBpansa 2009 roma Ne 8-D3 «OO6 obecrnedyeHHMH J0CTyma K
uHOpPMAITUU O JEATEIHPHOCTH TOCYMApCTBEHHBIX OPTaHOB W OPTaHOB MECTHOTO
CaMOYTIPABIICHUS».

6.16. OOpaiiennsi, B  KOTOPBIX  COJEp)KAaTCsd  HEIEH3YpHbIE  JHOO
OCKOpOUTENbHBIC BBIPAKCHUS, Yrpo3bl KU3HHU, 3JI0POBBI0 M HMYIICCTBY
JIOJDKHOCTHOTO JIMIa WM HWHBIX JIMI[, OCTalTCS 0€3 OTBeTa MO CYIIECTBY
MTOCTABJICHHBIX B HUX BOTIPOCOB, a 3asIBUTEIISIM cooOrmIaeTcs

0 HEAOIIYCTUMOCTH 3HOYHOTPC6J'ICHI/IH IIpaBOM.
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6.17. OGpaiienne, B KOTOPOM OOKaIyeTcsl Cy/le0HOe pelieHue, B TeUCHUE

CEMH KaJEHIApPHBIX JHEW CO JHSA PErucTpalyyd BO3BpALLACTCS TpPaXIaHUHY,
HalpaBUBIIEMY OOpaleHue, C Pa3bsICHEHHUEM IMOpsaKa 00KaJOBaHUS JaHHOTO
CyZ1eOHOTO peIlICHHUS.

6.18. Eciu B oOpamieHuu COJEp:KUTCS BOIPOC, HAa KOTOPBIA 3asiBUTEIIO
HEOJHOKPATHO JABAJIUCh MUCHMEHHBIE OTBETHI MO CYLIECTBY B CBSI3M C paHee
HaIpaBJIeHHbIMU OOpAIICHUSIMHU, U TIPU 3TOM B OOpaIllEHUU HE IPUBOMASITCS HOBbIC
JIOBOABI U OOCTOSATENHCTBA, TO MEPENUCKa MO JAHHOMY BOIPOCY C 3asiBUTEJIEM
MOKET OBITh MPEKpaIeHa ¢ YBEIOMIICHUEM 00 STOM 3asBUTEIIA.

Ecnu oT 3asBuTENs, ¢ KOTOPHIM TEpEenucKa Oblia MpekpaiieHa, mocTynaeTr
ouepeHoe oOpalieHue Mo TOMy e BOIPOCY, TO MUCbMEHHbBIA OTBET HA HETO MOXKET
HE JIaBaThCs, a caMO OOpallleHue HAIPaBJISIETCs B ACIIO.

6.19. O0paiieHusi, HampaBJICHHbIE B  TEPPUTOPUATBHYIO  KOMHCCHIO
C HCIOJB30BAaHUEM DJJICKTPOHHOU (OpMBI  OOpallleHHil, PETUCTPUPYIOTCS
U pacCMaTpHUBAIOTCA B YCTAaHOBJIICHHOM Mopsijake. OTBEThl Ha Takue OOpalleHHs
HaIpaBJISIIOTCS B (OpPME AIIEKTPOHHBIX JTOKYMEHTOB, MOAMUCAHHBIX 3JEKTPOHHOM
MOANUCHI0, MO0 B (PopMe SIEKTPOHHBIX 00pa3oB JOKyMEHTOB B (opmare pdf
Mo  ajgpecaM  DJJIGKTPOHHOM  TMOYTHI,  yKa3aHHbIM B  OOpallleHuwu.

OOpamieHusi TpaxaH, TOCTYNUBIIME Ha aJpec JJICKTPOHHOM MOYTHI
TEPPUTOPUAIIBHOM  KOMHUCCHUH, HE  PETUCTPUPYIOTCS B COOTBETCTBUU
c denepanbubiM 3ak0oHOM OT 28 nekadpst 2024 roma Ne 547-03 «O BHeceHUU
u3MeHeHU B @DenepanbHblii 3akoH «O TOpsAIKE PacCMOTPEHHs] OOpalleHHUn
rpaxnaaH Poccuiickon @enepanum.

OOpamieHusi TpaxkJaH, MOCTYNHUBIIME B TEPPUTOPUAIBHYIO KOMUCCHUIO
n3 LUK Poccuu, peructpupyrorcs ¢ ucnonb3oBanuem IIJI oTnensHO OT apyrux
BHJIOB JIOKYMEHTOB.

6.20. B cmywae ecnam 3anpammBaeMas HMHGOpMalMs — OMMyOJIMKOBaHA
B CpeACTBaX MaccoBoiM uH(popmaruu Jmbo pasMemieHa B ceTu IHTepHer,
TeppUTOpUAIbHAST KOMUCCHS B OTBETE Ha 3alPOC MOKET OIPAHUYHUTHLCS YKa3aHUEM

Ha3BaHWA, JaTbl BbIXOJd M HOMEpaA CPCACTBA MacCOBOH I/IH(IJOpMaL[I/II/I, B KOTOpOM
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OIMyOJMKOBaHA 3ampammBaeMass WHGOpMAIHs CO CCHUIKOW (aapec CTpaHMIIBI)

Ha uHdOopMaIIo, pa3MelIeHHY0 B ceTu MHTepHer.

6.21. IIpu peructparuun oOpamenus B IIJ[ mo wuroram paccMoTpeHUs
oOparieHusi TOJDKHOCTHBIMH JIMI[AMH, OTBETCTBEHHBIMH 3a BBOJ M 0OpaOOTKY
uHdopmaruu B [1]1, Bo Bkianke «Ob6pamenne» [1]] 3anonasercs none «[IpuHsaTeie
MEpBI», a TaKKe BHOCSATCS CBEACHHUS O PE3yibTaTax pPacCMOTPEHHs OOpareHus
B Onoke «Bompockl» B TedeHue Tpex pabouyux JHEH CO JHS PacCMOTPEHHS
oOparieHusi 1 B TEUEHHE OJHOTO paboyero MHS A OOpalleHHWi Mo BOIPOCaM
MPOBOAUMBIX U30UPATEIbHBIX KAMITAHUH.

6.22. JInuHbI{ TIpUEM TpaxAaH MO BOIPOCAM, BXOISIINM B KOMIIETEHLIHIO
TEPPUTOPUAIBHON  KOMHUCCHUH, SBJISIOMIEHCS  TOCYJApCTBEHHBIM  OPraHoOM,
OCYILIECTBIISIETCS IpeacenaTeseM TEPPUTOPUAIIBHON KOMUHCCHH,
M0 TpeIBapUTENbHON 3amucu 1o rpaduKy, YTBEPKICHHOMY IIpejcerareaemM
TEPPUTOPUAIBHON KOMHUCCUHM, WU peructpupyerca B JKypHaie ydera mpuema
rpaxiaH (npuioxxkenue Ne 8.1).

Nudopmanus 0 MOPSAJIKE npuema rpaxiaaH pa3MenaeTcs
Ha UHPOPMAITMOHHOM CTEHJIE TEPPUTOPUATIEHON KOMUCCHHU.

[To npuObITUM HA JUYHBIM TpPUEM TpaKIaHUH TPEAbSIBISET JTOKYMEHT,
YIOCTOBEPSIIOIINI €r0 JIMYHOCTb.

Benenne nuyHOro mnpuema rpaxaaH MOXKET CONPOBOXKAATHCI ayauo-
Y BUJEO3AMUChIO, 0 YEM IPAXJaHE YBEIOMIISIOTCS A0 Havasia mpuema.

6.23. KpaTkoe cojaepkaHue YCTHOTO oOpalieHus, JOJDKHOCTh U (haMuius
JIUIIA, OCYIIECTBIISIONIETO MPUEM, PEIICHHUE, IPUHITOE MO0 YCTHOMY OOpaIleHuIo,
3aHOCUTCSI B KAPTOUKY JIMYHOTO MpUeMa rpaxaaHuHa (mpusioxenue Ne 8.2).

B xoje nuuHOTO npuema 3asBUTENIEM TaKyKe MOXKET ObITh IMOAaHO OOpaIleHHe
B NHUChbMEHHOW  ¢opme, Ha  KOTOpPOE  JaeTcsi NUCHBMEHHBIH  OTBET
B CPOKH, YCTAHOBJICHHBIC JIJIS PACCMOTPEHHUS COOTBETCTBYIOIIMUX OOpaIlleHU.

Ecnm oGcTosTenbcTBa, N3I0KEHHBIE B YCTHOM OOpaIlieHuH B XOJ/I€ JTUYHOTO
npueMa, TpeOYIOT MPOBEPKH, Ha Takoe oOpallleHHe TaeTcs MUChbMEHHBIA OTBET

B CPOKH, YCTaHOBJICHHBIE JIJIsl PACCMOTPEHUSI COOTBETCTBYIOIIUX OOpaIICHU.
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B X0A€ JIMYHOI'O IMprueMa 3asiBUTCIII0O MOKCT OBITH OTKa3aHO B I[ElJ'IBHCfIHIGM

paccMOTpeHMH oOOpallleHusl, €cld €My paHee OblUl JaH OTBET IO CYLIECTBY
MOCTABJICHHBIX B 00OpaIlEeHUH BOIPOCOB.

B cnyuae rpy0oro, arpecCUBHOTO MOBEACHUS 3asIBUTEIS IPUEM MOXKET OBITh
npekpamieH. [Ipy HeoOXoauMocTH MOXKET OBITh BbI3BAH COTPYJHUK OXPAHBI
WIM TPAaBOOXPAHUTENbHBIX OpraHoB. HMHpopmaiuss o mNoBeneHHH 3asiBUTENS
OTpa)kaeTcs B KypHaJE ydyerTa.

6.24. Ilepenannple Ha JUYHOM IpueMe oOpallleHus B MUCBMEHHOU (opme
PETUCTPUPYIOTCA U PACCMATPUBAIOTCS B YCTAHOBJIEHHOM JUISI COOTBETCTBYIOIINX

oOpalleHui mopsake.

7. OcobeHHOCTH PadOTHI C JOKYMEHTAMHU, COEPKANIUMH CJIYKeOHYI0
HH(OPMALMIO OTPAHNYEHHOT0 PACTIPOCTPAHEHUS
(c momeTkoi «/ly1s1 ¢J1y:Ke0HOT0 MOJIH30BAHUS»)

7.1. OcobeHHOCTH PabOThI C JOKyMEHTaMH, COJCPKAIIUMH CIy>KEOHYIO
uH(OPMAIUIO OTPAHUYECHHOTO PACIIPOCTPAHEHUS.

7.1.1. K cayxeOHoil uH(OpPMAMU OrPaHUYEHHOTO PaCIPOCTPAHEHUS
OTHOCHUTCSI HECeKpeTHass HHQOpMalus, HEe3aBUCUMO OT BHUJA €€ HOCHUTEJS,
OTpaHUYEHHUS] Ha PaCHpOCTPAaHEHHWE KOTOPOW IUKTYIOTCS €€ CIyKeOHOM
HEO0OXOIUMOCTBIO.

7.1.2. HeobxomumocTh  mpocTaBiieHuss ToMeTkn  «[ns  cmykeOHOTO
nosib3oBaHus» (manee — «/JICII») Ha nokymMeHTax W H3AAHUSAX, COJEpIKAIIUX
ClIy’)keOHYI0 HH(OPMALIMIO OTrPaHMYEHHOTO PACIPOCTPAHEHUS, OIpeneseTCs
npeaceaaTenemM TEePPUTOPUATHHON KOMUCCHH, IO IMMACHIBAFOIIIAM
VI YTBEPXKIAIOIINM JOKYMEHT.

JIOJDKHOCTHBIE JIMIA, TMPUHSBLIME pEIIeHHe 00 OTHECEHUU CIIyKeOHOM
uHGOPMAITUU K pa3psily OrPaHUYCHHOTO PaCIpOCTPAHEHUS, HECYT MEPCOHATBHYIO

OTBETCTBEHHOCTH 32 000CHOBAHHOCTH IIPpHUHATOTO PCIICHUA.
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7.1.3. ITometka «ICII» m HOMEp 3K3eMIUIsipa NPOCTABISAIOTCS B IPaBOM

BEpXHEM YIJIy TIE€PBOM CTpaHUIBl JOKyMEHTa (B ciy4yae HEOOXOJUMOCTH —
U €ro TMPOEKTa), COACPKAIIEro CIyXeOHyI0 HWH(POpPMAIMI0O OTPaHUICHHOTO
pacmpocTpaHeHHs], Ha O0JI0KKE M TUTYJBHOM JIUCTE M3JIaHUS, a TaKXKe Ha TEpBOM
CTpPaHULIE COMPOBOJUTEIBHOIO MUChbMAa K TaKUM JOKyMmMeHTaM. lIpu moaroroBke
nokymenTta cpeactsamu I1/] momerka «/ICII» mpocraBisieTcss Ha 3JIEKTPOHHOM
mabsoHe OJaHKa TOKyMEHTA.

7.1.4. PaGoTa ¢ MOKyMEHTaMH, COJAEpPKAIIUMH CIY>KEOHYI0 HWH(OPMAIIUIO
OTPAaHUYECHHOTO PACIpPOCTPAHEHUs, B TOM YHUCJIE UX MPHUEM, YUET (perucrtparius),
OCYILIECTBISIETCA B IIOPSAJKE, YCTAHOBICHHOM JUJII HECEKPETHBIX JOKYMEHTOB,
C yyeToM OCOOEHHOCTEH, H3J0KEHHBIX B HacrosuieMm paszaene. llpu stom
K PEruCTpallMOHHOMY HOMEpPY JOKyMeHTa o0aBisieTcs: momeTka «JJCII».

7.1.5. Hokymentsl ¢ nometkoir «JICID» peructpupyrorcsi (YUYUTHIBAIOTCA)
BMECTE€ C APYTHMMHU HECEKPETHBIMU JIOKYMEHTaMU. B peructpanmoHHO-y4E€THOU
dbopme nipousBoauTes 3anmuch «JJCIDy».

7.1.6. CkaHupoBaHue, KONUPOBAaHHE  (THPAXXUPOBAHHE)  JIOKYMEHTOB
c nometkoi «/[CII», a Takke pa3MenIeHUe Ux Mpu OcyliecTBIeHUH padboTel B 11/]
IPOU3BOIUTCS TpeacenaresaeM (CeKperapeM) TeppUTOpUaIbHOM KOMUCCUU JHO0
pabOTHUKOM  amnmapara, OTBETCTBEHHBIM 3a BEIEHUE JIeJONPOU3BOJICTBA
C MX NHMCBMEHHOIO pPa3pelIeHUs, MPU 3TOM OCYIIECTBISIETCA YYET KaXI0Io
DK3EMIUISIPA YKA3aHHBIX JOKYMEHTOB.

7.1.7. lokymenTsl ¢ nometko# «J{CIT» Ha OyMa)kHOM HOCUTEIIE TIepeatoTCs
noA noanuck. [Ipu HanpaBnenun qokyMeHToB ¢ momeTkon «ICID» cpenctBamu I1/]
B PYK MPOCTABJISETCS COOTBETCTBYIOIIUI YPOBEHD IocTyna
K JIOKYMEHTY.

7.1.8. Jokymentsl ¢ mometkoil «J[CII» HampaBisitoTCsi B APYrue OpraHbl
W opraHuzanuu opraHamu ¢enepaibHON  (QeabIberepckoil  CBs3M, CIyKO00M
CHEIUATBHON CBSI3H JIMOO HApOouHBIM. [Ipn HampaBiIeHUN JOKYMEHTOB C TTIOMETKOMN
«ICII» cpenctBamu IIJ] B IIUK Poccuu, @M npu MUK Poccumn, PLHOUT

npu [IUK Poccun, Canxkt-IlerepOyprckyto u30uparenbHyl0 KOMHCCHIO,
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n3buparenabHble Komuccun cyobekToB Poccuiickoit denepaiuu, TeppuTOpraibHbIe

komuccun B PYK mnpocraBnseTcs COOTBETCTBYIOIIMI YpPOBEHb JOCTyHa K
JIOKYMEHTY. 3ampelaercsi mnepenaBaTh AOKyMeHThl ¢ nomerkou «JICID» mo
HE3AIMIIEHHBIM KaHajlaM KOMIBIOTEPHO-MOJIEMHOM U (PaKCUMHIIBHOW CBSI3H.

Joxymentsl ¢ nomerkoi «JICII» pacchuiatoTcsi HECKOJIBKUM ajpecaTaM
COrJaCHO CIIMCKY pAacChUIKA, B KOTOPOM HANpOTHUB KaXIOro ajpecara
MIPOCTABIISIETCSI HOMEP AK3EMILIAPA OTIPABIAEMOTO JOKyMeHTa. CIHCOK PaCcChUIKU
NOJNKCHIBAETCS MPEACEAATENEM TEPPUTOPHAIIBHON KOMUCCHUHU.

7.1.9. Ucionnennbie gokymeHThl ¢ momeTkoil «JICII» dopmupyrotes
B JieJla, B TOM YHCJE DJIEKTPOHHBIE, B COOTBETCTBUHM C HOMEHKJIATypOW J€ll.
JIOKyMeHTBl TpyNNHpPYIOTCS B JieJa BMECT€ C JAPYTMMU HECEKPETHBIMU
JOKYMEHTaMu 10 OZHOMYy U TOMy e Bompocy. [lpu ¢opmupoBanumn nena
Ha OyMa)XHOM HOCHTEJIE B IPaBOM BEPXHEM YINIy OOJIOKKM Jiela, B KOTOpOe
ITIOMEIIEHBI TAKUE TOKYMEHTBI, pocTaBisieTcs momerka «/JCIDy».

7.1.10. lokymentsl ¢ nomeTkoi «JICII» Ha OymMa)kHOM HOCHUTEJIE XPaHATCS B
3aKpBIBAIOIINXCA IIKA(ax.

7.1.11. YHuuTOXEHUE O, NOKYMEHTOB M u3JaHui ¢ moMeTtkou «J(CID»,
YTPATUBIIMX CBOE IPAKTHUYECKOE 3HAYEHUE M HE MMEIOLUX HCTOPHYECKON
W HAay4dyHOW II€HHOCTH, TPOU3BOJUTCA MO aKTy YCTaHOBJIEHHOH (OpMbI
C YKa3aHHEeM HOMEPOB K3eMIUTApOB (mpuioxkenue Ne 16).

7.1.12. Pemenne o cuatun nometku «ICID» ¢ nmokymeHTa npuHHMaeT
JOJKHOCTHOE JIMIIO0, TOANKCABIIEE WM YTBEPIUBILEE JOKYMEHT.

Cusarue nomerku «ICID» ¢ mpuciaHHOro B TEPPUTOPHAIBHYIO KOMHCCHIO
JIOKYMEHTA MOXKET OBbITh IPOU3BEACHO TOJBKO MO COIIACOBAHMIO C OPraHU3alUEH,
HalnpaBUBLIEH JOKYMEHT.

Cuatue nometrkn «JICID» ¢ nokyMeHTa OpOW3BOAMTCS IpeAcEeaaTesieM
(cexkperapeM) TEppUTOPUAIBLHONM KOMHCCHMU JIMOO pabOTHUKOM  armrapara,
OTBETCTBEHHBIM 3a BEJICHHE JEJIONPOU3BOACTBA HA OCHOBAaHUM IMHCbMEHHOIO

YKa3zaHus JOJDKHOCTHOIO JIMIA, TPUHABIICTO TAKOC PCIICHHC. HpI/I CHATHU IIOMCTKH
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«J1CII» Ha JIOKYMEHTAaXx, Jeax 150301 U30AHUAX, a TaKXKe

B PETUCTPALMOHHO-YYETHOU (hOpME JIeNIal0TCsl COOTBETCTBYIOLIUE OTMETKHU.

O cusatun nometku «JICIT» yBemoMmisoTCsS Bce ajpecaThl, KOTOPHIM
JIOKYMEHT HAMPAaBJISIICSA, MO0 OpraHU3allys, €ro HallpaBUBIIIAs.

7.1.13. B ciyuae yTpartsl ell, JOKyMEHTOB WM u3gaHuid ¢ nomeTkon «JICID»
a0 pasriamieHus cojepKamieiics B HUX WHGOpMallii Ha3HAYaeTCs CiIyKeOHas
MpOBEpPKAa, O  pe3yibTaTax  KOTOPOM  JOKJIAAbIBACTCS  IPEACEAATENIO
TEPPUTOPUAITBHON KOMUCCHH.

OG6 yTtpare nen, JOKyMeHTOB U u3nanuii ¢ nmometkon «JICID» coctaBnsercs
aKT, HA OCHOBAHMM KOTOPOTO JNI€JIAIOTCS COOTBETCTBYIOIIUE OTMETKH B YUETHBIX

dbopmax.

8. lloaroroBka, opopmiieHue, BHINYCK, Y4eT JOKYMEHTOB,
paccMaTpHUBaeMbIX HA 3aCeIaHUAAX TEPPUTOPHUATbHON KOMUCCHH

8.1. ®opMHUpOBAHUE TMPOEKTa MOBECTKH JHSA 3aceaHusi TEPPUTOPUAIBHOU
KOMUCCHHU.

8.1.1. [IpoekTr moOBECTKM [IHS 3aceNaHus TEPPUTOPUAIBHON KOMUCCHH
dbopmupyeTcsi 3a0JaroBpeMEHHO Ha OCHOBAaHWM IIJIAHOB PaOOTHl W PEIICHHI
TEPPUTOPUAIBHOM KOMHUCCUHU (J1ajiee — pelieHuid), MOpy4YeHUN mpeacenaress
TEPPUTOPUATBHON KOMUCCUHU, TOCTYNUBIINX IOKYMEHTOB U, IIOCJIE€ COTJIACOBAHMUS C
npejceaTesIeM TEPPUTOPUATIBHOM  KOMMCCUU  TOAMHUCHIBACTCS  CEKpeTapeM
TEPPUTOPUATBHON KOMUCCHH.

Takxe MpOEeKT MOBECTKU JHS 3aCEJaHUs TEPPUTOPHATBHON KOMUCCUHA MOKET
dbopMUpOBaTbCS U COIJIACOBBIBaThCA cpeactBamu [IJ[ m mocnie corjiacoBaHus
npeaceqaTe’IeM TEePPUTOPUATIBHOW KOMHUCCHUU  COIJIACOBBIBAETCS  CEKpETapeM
TEPPUTOPUATBHON KOMUCCHUH JIJIs1 BBIHECEHUS Ha 3aceaHue.

8.1.2. UsieHbl TEPPUTOPUATILHOM KOMHUCCHM BIpaBe MPEIJIOKUTh BHECTH
B TOBECTKY JHS 3acCelaHusi BOMPOCHI, HE MPEAYCMOTPEHHBIC IJIaHAMU PaOOTHI
U pEHICHUSMH  TEPPUTOPUATBHOM  KOMHUCCHHM, TPU  YCJIOBUU  HaJIUYUS

MOATOTOBJICHHBIX 110 9TOMY BOIIPOCY NOKYMCHTOB.
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I[aHHBIC BOIIPOCHI BKJIIOYAKOTCA B IIPOCKT TIIOBCCTKM JHA 3adCCAaHHA

TEPPUTOPUAIBHON  KOMHUCCUM  NpU  NHCbMEHHOM  OOpalleHHMM  YieHa
TEPPUTOPUAIBHOM KOMHCCUHM, MO HWHUIMATUBE KOTOPOrO BOIPOC BBIHOCUTCS
Ha 3aceJaHue, Ha UM Mpejacenaresis TEPPUTOPUATbHOM KOMHUCCHH, B KOTOPOM
YKa3bIBalOTC HAMMEHOBAaHHE BONPOCA, JOKIATYMK M Jara Mepeladd IPOEKTa
pELICHUSI B COOTBETCTBUU C IIYHKTOM 8.2 M MaTE€pUAIOB K HEMY CEKPETapIO
TEPPUTOPUAIIBHON KOMUCCHH.

8.1.3. CornacoBaHHbIil C mHOpeacenaTeNieM TEPPUTOPUATIBHON KOMUCCUU
Y NIOJNKMCAHHBIN (CoraacoBaHHbIN cpeactBamu 11J[) cekperapeM TeppUTOpUATBHON
KOMHCCHH TIPOEKT IIOBECTKM JHS 3aCElaHus TEPPUTOPUAIBHON KOMHCCHU
TUPAXUPYETCS I PACCHUIKH YJIEHAM TEPPUTOPUATIBHON KOMUCCHUHU.

IIpoeKT MOBECTKM JTHA 3aCElaHNs TEPPUTOPUATIBHON KOMUCCUH Pa3MELIACTCS
Ha opuLIHATEHOM caire TEPPUTOPHAIIBHON KOMHUCCHN
B MH}opManmoHHO-TENTEKOMMYHUKAIIMOHHON ceTH VIHTepHET B  CpOKHW,
YCTaHOBJIEHHbIE PeriiaMeHToM TeppUTOpUaIbHOW KOMUCCUH, @ TAKKE MOXKET OBbITh
pa3ociaH 4jeHaM TEPPUTOPHATBHOW KOMHCCHHU Ha YKa3aHHbIE UMH 3JIEKTPOHHbBIE
MIOYTOBBIE a/Ipeca.

8.2. IloaroToBKa JOKYMEHTOB II0 BONPOCAaM, BKJIKOYEHHBIM B MPOEKT
MOBECTKH JTHS 3aCEeIaHUs TEPPUTOPUATIBHON KOMUCCHUU.

8.2.1. JIokyMEHTBI IO BOIIPOCaM, BKJIIOUEHHBIM B MPOEKT MOBECTKU JIHS
3acellaHus TEPPUTOPUAIBHOM KOMHUCCHUH, TOTOBSATCA pabOYMMH  TpyIIaMu
TEPPUTOPHATBHOU KOMUCCHUH, npejacenaTeaemM (cexperapem),
aMb0 MO HUX TOPYYEHUI0 HUHBIMM WIEHaMH TEPPUTOPUAIBHON KOMHCCHH,
3a KOTOPBIMU 3aKpeIUyIeHbl COOTBETCTBYIOIIME HANPABICHUS JEATEIbHOCTH,
C IpHUBJIEYEHUEM, B cllyyae HEOOXOAMMOCTH, pPaOOTHMKOB ammapara
TEPPUTOPUAIBHON KOMUCCHH U JIPYTUX CHELUAIHMCTOB (JOKYMEHTBI IO BOIIPOCAM,
BKJIIOYEHHBIM B TMPOEKT MOBECTKH JHS 3acellaHds TepPUTOPUATIBLHOM KOMHUCCHUH,
MOTYT TOTOBUTBCS U COTJIACOBBIBAThHCSA cpencrBamu 11/1).

8.2.2. [IpencraBnsieMble K pAaCCMOTPEHUIO JOKYMEHTHI JOJKHBI BKJIFOYAThH

03arjaBJICHHbIN IMPOCKT PCUICHUA C HpI/I06H_[eHHBIMI/I K HEMY HOJJIMHHUKaAMH
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JAOKYMCHTOB (B TOM qucic pacncHyaTaHHbIMHA KOIIMAMMU JAOKYMCHTOB,

MNOCTYNUBIIUX/TIOATOTOBICHHBIX B DJIGKTPOHHOM  BHJE),  IOCIYXKHBIINX
OCHOBAHHMEM JUIsl PAcCMOTPEHHs BONPOCAa HAa 3aCENaHUd TEPPUTOPHAIBHON
KOMHUCCHH, JIMOO MPOEKT MHChbMa, MOJJIEXKAIIEr0 COrJaCOBAaHUIO HA 3acelaHuu
TEPPUTOPUAIBHON KOMUCCHM, TPU HEOOXOJUMOCTH — MOSICHUTEIBHYIO 3aIHUCKY
110 paccMaTpuBaeMOMy BOMPOCY.

8.2.3. IIpoeKTbl TOKYMEHTOB (BKJIIOYAs MIPUIIOKEHUS ), IPEICTABIIAEMbIE JIJIs
pacCMOTpEHHsT Ha 3acelJaHud TEPPUTOPUATIBHOM KOMHUCCHH, BU3HPYIOTCA
UCIIOJIHUTENIEM M WICHOM TEPPUTOPHAIBHOM KOMHMCCUHM, OTBETCTBEHHBIM
3a MOJIFOTOBKY JIOKYMEHTa, Kak Ha 0yMa>kHOM HOCUTEJIE, TaK U B JIEKTPOHHOM BHU/IE
cpenctBamu [1]1.

[IpoekTbl JTOKyMEHTOB (BKJIIOYas MPUIOKEHHS), COJAEprKaIlhe BOMPOCHI
¢dbuHaHcupoBaHus BEIOOPOB (pedepeHnyMoB), pruHaAHCOBOTO 0OecTIeueHUs TeKy e
JeATEIbHOCTH TEPPUTOPUATIEHON KOMHUCCHH, B 0053aTEIbHOM MOPSAKE BUSHPYIOTCS
TJIaBHBIM OyXTaJITEpOM TEPPUTOPUATEHON KOMUCCHUHU.

Busbl 1npocTaBisOTCS B KOHIIE TEKCTa MPOEKTa peleHus Jubo
Ha OOOPOTHOM CTOpPOHE TMOCJEAHEro JIUCTAa MPOEKTa JIOKyMEHTa (BKIOYas
MPWIOKEHUSI) TO YCTaHOBIEHHON ¢dopme (mpumnoxkenue Ne 9). Kaxmawli nuct
MPUIOKEHUSI BUBUPYETCS UCTIONIHUTENIEM. Bu3a mpocTaBiiseTcst B IpaBOM HUKHEM
YTy Ha CBOOOIHOM TI0JI€ CTPAHUIIBI ITOCIE TEKCTa JIMOO Ha 0OOPOTHON CTOPOHE.

IIpr MOATOTOBKE M COTIACOBAHHUM IMPOEKTOB TOKYMEHTOB cpencrBamMu I1/]
JIUCT COTJIACOBAaHUS PACIeYaThIBACTCA U MPUOOIIAETCA K NOMJIUHHUKY JTOKYMEHTA.
[Ipy HEOOXOAMMOCTH TOJYYEHHUS BH3bl JIOJDKHOCTHOTO JIMIIA Ha JIUCTE
COrJIacOBaHUS JIOKYMEHTA, MOATOTOBJICHHOTO cpelicTBaMU I,
OH pacIieyaThIBaECTCs, EPENAETCI BMECTE C IPOEKTOM JIOKYMEHTA HAa BU3UPOBAHUE
COOTBETCTBYIOILEMY JAOJKHOCTHOMY JIMLLY.

8.2.4. Ucnonnutens 00O€CIEUMBAET KOMIUIEKTHOCTh BCEX JIOKYMEHTOB,
0003HaYEHHBIX KaK B MIPOCKTE PEIICHUS, TaK U B IPUIOKEHUAX K HEMY.

8.2.5. Ilocne mpocMoTpa, a B HEOOXOAMMBIX CITydasiX — BHECEHUS MOIMPABOK,

CEKpeTapb TEPPUTOPUATHLHON KOMUCCUU Ha MOATOTOBIEHHBIX U O(OPMIICHHBIX JIJIs
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pacCMOTPCHUA HaA  3aCCAdHMM  IMPOCKTAX  JOKYMCHTOB  ACJIACT  OTMCTKY

«Ha 3acenanue», cTaBUT MOANKCH U AaTy (MpocTaBisieT oTMeTKY «Ha 3acenanue»
cpeactBamu 11J]) m mepenaer (HampammisieT cpeactBamu [1/]) Bech KOMILIEKT
JOKyMEHTOB ISl THUPAXHpPOBaHMUS pPAOOTHUKY ammapara, OTBETCTBEHHOMY
3a BeJICHHE JIeJIONPON3BOJICTBA.

8.2.6. JIOKyMEHTBI K 3aCE€IaHHI0 MOTYT HaIpaBISATHCA MO MPOCHOE YJICHOB
TEPPUTOPUATIBHON KOMHCCHM HAa YKa3aHHbIE UMU AJIEKTPOHHBIE TIOYTOBBIE ajipeca
W/WIA TIepeaBaThCs UM TEpe]] HayaloM 3acelaHus, a JIMIaM, MPUTIIAIICHHBIM
Ha 3acejaHue, MaTepHallbl 110 BOIPOCY, HAa KOTOPBINA OHU MPUTIIALLEHBI, IEPEIAFOTCS
nepes HayajaoM 3aceJaHus.

[Tanku ¢ JOKyMEHTaMH, MOMJICKAIIUMH PACCMOTPEHUIO B COOTBETCTBUU
C MPOEKTOM MOBECTKH JIHA 3aC€HaHus TEPPUTOPUAIBHON KOMHUCCUU, KOMIUIEKTYET
U pa3lacT 4WICHaM TEPPUTOPUAIIBHOW KOMHUCCHM TIEpE] HayajoM 3acelaHus
pabOTHUK ammapara, OTBETCTBEHHbIN 3a BEJICHUE JIETONPOU3BOJICTBRA.

8.2.7. Ilepen HauanoMm 3aceqaHusi paOOTHHUK armapara, OTBETCTBEHHBIN
3a BEJCHHUE JEJONPOMU3BOACTBA, JHUOO CEKpPETaph TEPPUTOPUATBHON KOMHUCCHUH,
PETHCTPUPYIOT WICHOB TEPPUTOPUATILHON KOMUCCHUHU C IPABOM PEILIAIOIIETO TOJI0Ca,
MPUCYTCTBYIOIIMX HA 3aCEIaHUU W MPUIJIANIEHHBIX HAa 3acelJaHue JIHI, CIHCOK
KOTOPBIX MPEJCTABISIECTCA MPENCENATEN0 TEPPUTOPHUATIBHON KOMUCCHH.

8.2.8. Ha 3acemaHum TeppUTOPUATIBHON KOMHCCHUU BEIETCS MPOTOKOI
U MOKET MPOM3BOAUTHCA ayIuO3amuch (BUAECO3aluCh). B cilydae mpou3BojCTBa
ay/Mo- WIK BUJICO3ANTUCH WICHBl TEPPUTOPUATHLHON KOMHUCCUU U TMPUTJIAIICHHBIC
YBEJIOMIISIFOTCSI 00 9TOM JI0 OOBSIBIICHUSI TOBECTKU JTHS 3aCEIaHUS.

8.3. BrInmyCck TOKyMEHTOB, pACCMOTPEHHBIX HA 3aCEAaHUH TEPPUTOPHUATBLHOU
KOMUCCHH.

8.3.1. JIoKyMeHTBI, pPACCMOTPEHHBbIE HAa 3aC€JaHUU TEPPUTOPUATBHON
KOMHUCCHH B CTy4dae, €CIM B XOJI€ 3aCeJaHusl BHOCUIIMCh U3MEHEHHS], IOJKHBI ObITh
opabOoTaHbl, a 3aTEM MOANMKUCAHBI, 3aPETUCTPUPOBAHBI U PA30CIIAHBI.

8.3.2. Cpok nopabOTKU JOKYMEHTOB HE JOJDKEH MPEBBIIATH TPEX pabouux

JTHEH 1ocTie THs 3acelaHus, €CJIM HHOM CPOK He orpeelieH (eaepalbHbIM 3aKOHOM
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u/unmn 3akoHoM Cankt-IleTepOypra, periaMeHTOM TEpPPUTOPHAIBHON KOMUCCUU

WJIM HE OTOBOPEH HA 3aCEaHUMU.

8.3.3.IIpu nopaboTKe MAOKYMEHTa HWCMOJHUTEIb BHOCUT B  TEKCT
COTVIACOBAHHBIE B XOJE€ 3acelJaHusi H3MEHEHHs. B ciaydyae nOpuHATUA
TEPPUTOPUAIBHOM  KOMHUCCHEH  pelieHuss O  HEOOXOJUMOCTH  KOHTPOJIS
3a BBINIOJHEHUEM PEIIEHUS €ro TEKCT JOMOJHSAETCS IIYHKTOM, B KOTOPOM
HAa3HAYaroTCs JINIA, OTBETCTBEHHBIE 3a UCIIOJTHEHUE.

8.3.4. JIoKyMeHT, TOJICKAIUN MOANUCAHUIO (BKJIIOYAsi MPUIOXKEHHUS),
MOATOTOBJICHHBI Ha OyMa)XHOM HOCHUTEJE, BHUBHPYETCS HCIIOJHHUTEIIEM,
OTBETCTBEHHBIM 3a €r0 MOATOTOBKY.

JIOKyMEHTBI (BKITIOUAs MPUIOKEHUS), COZEpIKAILNE BOITPOCHI
¢dbuHaHCHpOBaHUSI BHIOOPOB, (DMHAHCOBOTO OOECHEUECHUS TEKYIIECH NeATeTbHOCTH
TEPPUTOPUAIBHON KOMHUCCHH, B 00S3aTEbHOM IMOPSAKE BU3UPYIOTCS TJIABHBIM
OyXrajaTepoM TePPUTOPUATHLHON KOMUCCHH.

JIOKyMEeHT,  ToAJeXalui  MOANHCAHWI0  (BKJIIOYas  MPUIIOKEHHUS),
corjacoBaHHbli cpenctBamu [1J] u mpuHATBHIA 0e3 M3MEHEHUN Ha 3aceaHuu
KOMMCCHUH, PACIieuaTbIBACTCSI HA COOTBETCTBYIOIIEM OJIaHKE, K HEMY MPUOOIIaeTCs
JIMCT COTJIACOBAHMS, 3aTEM JOKYMEHT IIPEACTABISACTCS HA MOAINUCH CEKPETapIO
Y MIPEICEAATENO0 TEPPUTOPUATLHON KOMUCCHUMU.

JlopaboTka M cOrJiacOBaHHUE JOKYMEHTOB, PACCMOTPEHHBIX Ha 3acellaHuu
KOMUCCHH, MOXET OCYILIECTBIATHCS cpencTBamu [1/].

Busbl npocTaBIisitoTCsl aHAIOTUYHO MOPSAJIKY, YKa3aHHOMY B ab3alie TpeTheM
nyHkTa 8.2.3.

IIpr MOATOTOBKE M COTAaCOBAaHHUM IMPOEKTOB TOKYMEHTOB cpencrBamMu I1/]
JIUCT COTJIACOBAHMS MPUOOIIACTCS K OAJTMHHUKY JOKYMEHTA.

8.3.5. PaboTHHK ammapaTta, OTBETCTBEHHBIM 3a BEJICHHE JICIIOIPOM3BOJICTBA
CIEOUT 32 KOMIUIEKTHOCTBIO TPHUJIAra€MbIX K  PEHICHUI0 JOKYMEHTOB
M pacrnojiaraeT ux B TOW MOCJIEAOBATEIBHOCTH, B KOTOPOM OHM YIOMHUHAKOTCS

B TCKCTC.
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8.3.6. Eciiu  BOmpOCHl, coJepKalllhecsi B PELIIEHUH TEPPUTOPHATIBHON

KOMHCCUH, KacarTCs [EIATENIbHOCTH OIHOM WM HECKOJIBKMX CTOPOHHHX
OpraHu3aluid, K JOKYMEHTY IIPUJIAracTcsi JIUCT COIJIACOBAHHUSA, B KOTOPOM
YKa3bIBAIOTCA HAUMEHOBAaHUE OpPTaHM3AIMH, JTOJDKHOCTb, MHUIUANBI U (pamMuius
JOJDKHOCTHOTO JIMIA, C KOTOPBIM 3TOT JOKYMEHT COIJIaCOBaH, M CTaBUTCS
€ro coOOCTBEHHOpYYHas MOAKUCH.

CornacoBanue MOXeT OGOPMIISITBCS Ha TMOCJHEIHEM JIUCTE peUICHUs
TEPPUTOPUAIIBHON KOMUCCHH.

8.3.7. K odopmiieHHOMY peIIeHHI0 TePPUTOPHATIEHON KOMUCCHH PaOOTHUK
anmapara, OTBETCTBEHHBIM 3a BEJICHHE JEJIOIPOU3BOACTBA, TOTOBUT OTYET
O PacChUIKE MO COOTBETCTBYIOIIMM aJpecaraM MW pPa3MEIICHUM pPEIIEHUN
TEPPUTOPUAIBHON KOMHCCHMU Ha odunuanbHoM caite (mpuioxkeHue Ne 10).
CHucoxk JTOJKHOCTHBIX JIMI[ (OpraHu3aluii), KOTOPbIM HaIpaBJISIETCS pPELICHUE
TEPPUTOPUATIBHON KOMHUCCHH, MOXKET OBITh OJATOTOBIEH cpenctBamu T1/1.

B cnucok BkitouaroTes auia, KOTopble OyayT 3a7€iCTBOBAaHbI B peaanu3aluu
OPUHATOrO  JOKYMEHTa  WJIA  JIOJKHBI OBbITh IPOUH(YOPMHUPOBAHBI
0 €ro COAEP>KaHUU U KOTOPBIM 3TOT JOKYMEHT JIOJKEH OBITh pa30CiaH.

Crucok pacchbUIKM JIOKYMEHTOB IMOJAINUCHIBACTCS paOOTHUKOM amnmnapara,
OTBETCTBEHHBIM 3a BEJICHHE JEJIONPOU3BOACTBA M YTBEPKIAAETCA IMpeIcCeaaTeIeM
TEPPUTOPUAIIBHON KOMHUCCHH.

8.3.8. OopMIICHHBIM KOMIUIEKT JOKYMEHTOB (pelieHue, O0003HAUYCHHBIC
B €0 TEKCTE MPUJIOKEHHUSI, CIUCOK PACCHUIKM) pa0OTHHK anmnapara, OTBETCTBEHHBIN
3a BEJICHUE JIEIIONPOU3BOJICTBA, IEPENAECT HA IIOAIMUCH IIPEACENATENIO U CEKPETAPIO
TEPPUTOPUATIBHON KOMUCCHH.

8.3.9. Pemienne  moANMCHIBaE€TCS ~ MOpPEACENATENIEeM M CEKpeTapeMm
TEPPUTOPUAIIBHON KOMHUCCHH.

Ecnu Ha 3acemaHnu TEppUTOPHUAIIBHOW KOMHCCHM NPEACENATENBCTBOBAI
3aMECTUTENIb  MpEeACeNaresis  TEPPUTOPHUAIBHOW  KOMHMCCHM,  CEKpETapb
TEPPUTOPUATBHOM KOMUCCHUU WJIM OJUH M3 WICHOB TEPPUTOPHAIBHON KOMUCCHUU

C IpaBOM PpCHIAIOIICTIO TIO0J0Ca, a TaKXKE CCIM IIOJIJHOMOYHA CEKpETaps
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TEPPUTOPUAIBHON KOMHUCCUM OCYIIECTBISUI OJWH W3 YWIEHOB TEPPUTOPHUAIBHOU

KOMMCCHUH C TIPAaBOM PEMIAIOLIEr0 rojioca, TO NOANKUCH B IPOTOKOJIE, HA PEIICHUU
o(pOpMIIAIOTCS CIEAYIOUTMM 00pa3oM:

«3aMecTUTENh Tpeacenarenss TEePPUTOPHAIIBHOM KOMHUCCHM» — B  Cllydae
BPEMEHHOTO OTCYTCTBUSA MPECENATENS TEPPUTOPUATBHON KOMUCCHH;

«Hcnonssrommii 003aHHOCTH TIPEACEaTeNs TEPPUTOPHATIBHON KOMUCCHUI —
npu Hanmuuuu pemieHus Cankrt-IlerepOyprckoit u30MpaTtenbHON  KOMHUCCUU
O BO3JIOKEHWH Ha OJHOTO M3 YICHOB TEPPUTOPUAIBHOW KOMHMCCHUM C IIPaBOM
PELIAKOIIET0 TOJ0Ca MOJHOMOYUH IIpeACcEnaTeNs TEPPUTOPUAIIBHON KOMUCCHH;

«IIpencenaTenbCTBYIOMMI Ha 3acCE€JaHUU TEPPUTOPHUAIBHOM KOMUCCHUN» —
B Clly4ya€ BpPEMEHHOIO OTCYTCTBHS NPEACEAATENs, 3aAMECTUTENS IPEICeNaTels
TEPPUTOPUANIBHON KOMHUCCHM, OTCyTCcTBUs pemieHus Cankr-IletepOyprekoit
n30UpaTeIbHOM  KOMHMCCHHM O  BO3JIOKEHHMM  IOJIHOMOYHMI — mpenceaarens
TEPPUTOPUATIBHON KOMHUCCUU HA OJHOTO M3 YWIECHOB TEPPUTOPUAIBHOW KOMHUCCHU
C IPaBOM pEIIAOLIEr0 T0J0ca W IPU HAIWYUU PELIECHUS TEPPUTOPUATIBLHOM
M30UpaTEeIbHOM KOMUCCUH;

«Mcnonusomuii 0043aHHOCTH CEKpeTapsi TePPUTOPUATBHOM KOMUCCHM —
B Clly4ae HaJIW4Yus peuieHuss TeppUTOpUAIbHOM KOMHMCCHUM O BO3JIOKEHUU
MTOJTHOMOYHM CEKpeTapsi TEPPUTOPUATIBHOM KOMHMCCHUM Ha OJHOIO W3 YJICHOB
TEPPUTOPUAIIBHON KOMHCCHH € ITPAaBOM PEILIAOIIEr0 roJIoca.

«Cekperapp  3acelaHusi  TEPPUTOPUAIBHOM  KOMHUCCHHW» —B  ClIy4ae
BPEMEHHOT'O OTCYTCTBHUSI CEKpeTapsi M30MpaTeIbHON KOMHCCHUM U TPU HATUYUU
pELICHNS TEPPUTOPUATBHON KOMUCCHUH.

8.3.10. [locne mnoamuicaHuss peEUIEHUS PETUCTPUPYIOTCA B  JKypHaJe
perucTpanuu peueHui, B KOTOPOM MPEeAyCMaTPUBAIOTCS: MOPSIAKOBBIN HOMEp, J1aTa
OPUHATUS ~ pEUICHUs, PETHCTPAlMOHHBIA  HOMEp, COJAEpKAaHUE  pEelICHUs
Y HOMEp JIeJ1a XPaHEHMUS.

8.3.11. Pemiennsi HyMepyroTcsi B XPOHOJOTHYECKON IOCIEI0BATEIbHOCTH
B npeaenax CpOKa MOJIHOMOYUH TEPPUTOPUAIIBHON KOMUCCHH.

Homep pemieHuss TeppuUTOPUAIBHON KOMHUCCHH COCTOMT M3 HOMEpa IMPOTOKOJIA
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3acefaHus U MOPSAKOBOr0 HOMEpa Bompoca, (Hanpumep: 1-5).

8.3.12. Yka3aHHbI€ BbIIII€ PEKBU3UTHI BHOCITCS B PETUCTPALIMOHHO-YUYETHYIO
dbopmy. B ciyuae ucnonszoBanms [1J] k PYK mpukpemnsercs Tekct qoKymeHTa
B (hopmate docx (mmst Tabmmi momyckarotes ¢aitinsl popmaTa X1sX) v SIEKTPOHHBINA
obpa3 gokymeHnTa B (hopmare pdf (mpu HE0OXOIMMOCTH), a TaKXKe JIeJIaeTCs CBI3Ka
C JIOKYMEHTaMH{, NOCIY>XHUBUIMMH OCHOBAaHHEM JUIsl PACCMOTPEHHsI BOIpoOca
HAa 3ace/laHuy TePPUTOPHUAIBHON KOMHUCCHUHU.

8.3.13. Pa3pernieHue Ha THPAKUPOBAHUE JOKYMEHTOB B HEOOXOJIUMOM
KOJIMYECTBE JAET MPEACENaTeslb TEPPUTOPUAIBHOW KOMHMCCUH. JOKyMEHTBI
TUPOXUPYIOTCS ~ paOOTHUKOM  alapaTa, OTBETCTBEHHBIM 33  BEJICHUE
JIEJIONPOU3BOACTBA, HA KaXIOM KOMHH JOKyMEHTa MpPOCTAaBISETCS IeYath,
YAOCTOBEpSAIOIIAs  NOANKUCH  IpeacenarTens  TEPPUTOPUAIBHOW  KOMHUCCUU
U CEKpeTapsi TEPPUTOPUATILHON KOMUCCUH (0€3 BOCTIPOU3BEIACHHUSI IOAMMUCEN).

8.3.14. Komusi pemeHns TEPPUTOPUAIBHOW KOMHCCHUM  HANpPaBJIsAETCA
3adBUTENI0 B Cllyyae, €CJIIM €ro OOpalleHHEe B TEPPUTOPHAIBHYI0 KOMHUCCHIO
NOCIIY)KHJIO OCHOBAaHMEM JUII  PAacCMOTPEHHs  BOIpoca Ha  3aceldaHuH
TEPPUTOPUATBHON KOMUCCHH.

8.4. OdopmieHre MpOTOKOIIA 3aCeIaHUs TEPPUTOPUATLHON KOMUCCHH.

8.4.1. Ilporokon 3acenaHus TEPPUTOPHATIBHOM KOMHUCCUU O(OpMIISIETCS
Ha O1aHKe ycTaHOBJICHHOU GopMbl (ipuitoskeHre Ne 4) B CpoK, HE TPEBBIIIAIOIINAN
Tpex pabouux qHEeH nocie AHs 3aceaanus. [[porokon 3acenanusi TeppuUTOpUATBLHON
KOMMCCHUU MOXKET OBITh opopmieH CpeACTBaMH I
C MCTIOJIb30BaHMEM COOTBETCTBYIOIIETO MIA0I0HA OJIaHKa JOKYMEHTA.

8.4.2. Ilporokon 3acenaHusi MOXET O(OPMIIATHCS B MOJHOM WJIM KpaTKON
dbopme.

8.4.3. TekcT mpoTOKoOJia 3aceaHus TEPPUTOPUATBHON KOMUCCHH COCTOUT
M3 JIBYX YaCTE€W — BBOJHOW U OCHOBHOM.

8.4.4. B BBOAHOW YacTH MPOTOKOJIA YKA3BIBAIOTCS WHUIMAIBI U (PaMUIus
npeacenareias — TEPPUTOPUATIBHOM  KOoMHMCccHM  (IIpecelaTeabCTBYIOIIETO),

a TakKe NPUCYTCTBYIOIIUX: 3aMECTUTENsl MpeAceaaresiss TeppUTOPUATIbLHOM
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KOMHUCCHH, CEKpeTaps TEPPUTOPUATILHON KOMHCCHUU M YJIEHOB TEPPUTOPUATIBLHOM

KOMUCCHH, JIUII, PUTJIAIIEHHBIX HA 3ace/laHne, B aja(aBUTHOM IMOPSIJIKE.

Homyckaercsi  oopmiieHHE TMPUCYTCTBYIOIIUX  OTAEIBHBIM  CIUCKOM
C YKa3aHHEM WHHIMAIOB, (QamMuiuii U A0DKHOCTeW. CHHCOK mpuiaraeTcs
K MPOTOKOJY 3aCEaHuUs.

8.4.5. [loBecTka mOHS BKJIIOYAETCS B BBOJAHYID 4YacTh MPOTOKOJA.
OHa COCTOUT U3 MEPEUUCIICHUs BOIIPOCOB, KOTOPhIE 00CYXKIal0TCsl Ha 3acedaHuH,
U 3aKpeIuisieT MOCIEA0BATEeIbHOCTh UX O0CYXIEHUS W (aMUINKU JOKJIATINKOB
(BBICTYIAOIIHNX ).

Kaxxapiii Bonmpoc MoBECTKM JHs 3acedaHusi HyMepyeTrcs: apaOckoi 1ugpoH,
ero HauMeHoBaHue GopmynupyroT ¢ npeasiora «O» uiau «O6». [1o kaxagoMy TyHKTY
YKa3bIBA€TCS TOKJIAIUUK.

8.4.6. OcHOBHAs 4acTh MPOTOKOJIA COAEPKUT CTOJBKO Pa3JEIOB, CKOJIBKO
IIYHKTOB BKJIFOYEHO B IOBECTKY JIHs. B COOTBETCTBUM C HEN pa3leibl HyMEPYIOTCS.

Kaxnprit paznen cocrout u3 tpex yactet: «CJIVITAJIN, « BBICTYITIIN»,
«PEIINJINA», KOTOpBIE MEYATArOTCA OT TPAHULBI JIEBOTO IMOJSA MPONHCHBIMHU
OyKBaMHU.

B yactu « CJIYIHAJIMN» KpaTKO U37araeTcsi TEKCT BBICTYIUICHUS JOKIATUMKA.
Nuanmmanst u daMwinsg  JOKJIagYMKa TMe4aTaloTcsl € KpacHOM  CTPOKH
B HMCHUTEIBHOM MajeXe. 3aluch [IOKJIaJa U3JIaraercs OT TPEThEro Jula
€MHCTBEHHOTO YHCJIa U OTIEISETCS OT (PaMUIIMK THUPE.

Ecnu Texer noknanga mpuiiaraetcs K MPOTOKOIY, TO MCHOJIB3YETCS CChUIKA
«Teker noknanga mpuiaraeTcs.

B wactm «BBICTVYIIMJIM» nepeyucnstorcss BBICTYNAIOIIAE W aBTOPBI
BOMPOCOB. MHUIMAaNBI U (haMUITUsl BBICTYAIOIIETO TIEYaTaIOTCsl ¢ KPACHOM CTPOKH
B HMEHUTEIbHOM majexe. KpaTkas 3anmuch BBICTYIUIEHUS 10 CYIIECTBY
paccMaTpuBaeMoro Bompoca (1o penieHio NpeiceaTeNbCTBYIONIET0) U3JIaraeTcs
OT TPETHETO JULIA EJUHCTBEHHOTO YUCJIA.

Ecnu TekcT BBICTYIUIEHHSI NPUIIAraeTcsa K IMPOTOKOIY, TO HMCHOJIb3YETCS

cchlika « Teker BBICTYIIJICHUS ITPHIIAracTCs.



57
B wactun «PEIINJIN» oTpakaeTcsi MPUHATOE PEIICHUE MO 00CYKIAeMOMY

BOIIPOCY U PE3YyJIbTaThl TOJIOCOBAHUSI.

B mpotokone 3acenaHusi oTpakaeTcs Haaudue 0co0Oro MHEHHS Yy 4JIeHA
TEPPUTOPHATBHON KOMUCCHH, 0(POPMIICHHOE B TUCEMEHHOHN (hopMe 0c000€ MHECHHE
MIOMEIIAETCS MOCIIE PEUIEHNUS, B CBA3U C KOTOPBIM 3TO MHEHHUE U3JIOKEHO.

8.4.7. Ilporokon 3aceaHus IIOATIUCHIBACTCS npeacenaTenemM
WU TPEACENaTENbCTBOBABIIMM HA 3aCE€JaHUU U CEKpPETapeM TEPPUTOPUAIBHON
KOMHUCCHH (VJTH YWICHOM TePPUTOPHUATEHON KOMUCCHH, UCTIOTHIBIITUM 00S3aHHOCTH
CEKpeTaps TePPUTOPUATHLHON KOMHUCCHUN).

8.4.8. [Tocne moanucanusi MPOTOKOIbl PETUCTPUPYIOTCS C UCIOIb30BaHUEM
peructpanmoHHo-yueTHo  gopmbl.  [IpoTOkOnBI  3acenaHuii  HyMEpYyrOTCA
B XPOHOJIOTUYECKOW TMOCHEAOBATEIBHOCTH B IMpeleiaax CpoKa MOJHOMOYUN
TEPPUTOPUAITBHON KOMHUCCHH.

8.4.9. [IpoTokoabI 3acefaHUN TEPPUTOPUATBEHON KOMUCCHUH, TPUOOIIIEHHBIEC K
HAM pELIEHHUs BMECT€ C MaTepuallaMH, T[OCIYXUBIIUMH OCHOBaHUEM
JUISL UX TIPUHSATUSA, OCOOBIMA MHEHHUSIMU YJICHOB TEPPUTOPUATILHOW KOMHCCUU
XpaHsATcs y npesacenarens (cekperapsi Wik paOOTHHKA arapara, OTBETCTBEHHOIO
3a BEJICHHE JEJIONPOU3BOJICTBA) TEPPUTOPUAIBHOM KOMHUCCHHM, a 3aTeM,
oOpMIJICHHBIE B COOTBETCTBUU C TpeOoBaHUsIMU WHCTpyKUMH, NepenaroTcs
B apXUB.

9. OdopmiieHne NPUKA30B MpeaceaaATe s
TEPPUTOPUATBHOM KOMUCCHHA

9.1. Ilpuka3 mnpencenarenss TEPPUTOPUATBHOW KOMHUCCHHU [0 OCHOBHOM
JeATENIbHOCTH (fanee — nmpukas) opopmiisieTcsi Ha OJlaHKe YCTaHOBJICHHOU (POpMBbI
(mpunosxxenue Ne 4).

9.1.1 ITpoexThl MNPUKA30B TOTOBSTCA MO TOPYYEHUIO TMpeaceaaTens
TEPPUTOPUAIIBHON KOMHUCCHUU.

[Iprka3bl MOTYT TOTOBUTBCS U COTJIACOBBIBATHCS Takxke cpencramu [1J1. [1pu
MOATOTOBKE MpHKa30B cpeacTBaMu [1/] ucronb3yercs COOTBETCTBYIONIUN 1a0JI0H

0JlaHKa JOKyMEHTA.
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9.1.2. Tekct mpuKa3a COCTOMT, KaKk IHPaBWIO, U3 KOHCTaTUPYOUIEH

U PacropsiANTENBLHON YacTEN U JOJKEH UMETh 3ar0J0BOK.

9.1.3.B KOHCTatHpylOmEd YaCTH H3JAralOTCA UEIM H  33Ja4u
MPENKUCHIBAEMBIX JIEUCTBUN. ECIM OCHOBaHHEM K WM3/IAHUIO TPUKa3a SIBJISETCS
HOPMATUBHBIM  TPaBOBOM  aKT WA  PACHOPAIUTENBHBIA  JOKYMEHT,
TO B KOHCTAaTUPYIOLIEH YaCTH YKa3bIBAIOTCA €r0 Ha3BAHUE, 1aTa, HOMED, 3ar0JIOBOK.

9.14.B  pacnopsaudTelbHOW  4YacTH  COJEpXKATCA  NEPEUHCICHUE
MPEINKUCHIBAEMBIX  JECUCTBUM, CpPOKM MW ucnoiaHuTenn. [lyHKTBI Tmpukasa
HYMEpYIOTCS apaOCKUMU HUPpaMu ¢ TOYKON U HE UMEIOT 3aT0JIOBKOB.

9.1.5. Ecniu npuka3 W3MEHSET, OTMEHSIET WM JOMOJIHIET paHee U3JaHHbIN
IIPUKA3 WM €ro OTAEIbHBIE IyHKTHI, TO 3TO OTOBAPHUBAETCS B TEKCTE MPHUKA3a.

9.1.6.B MOCJIEHEM MIyHKTE pacrnopsauTEIbHON 4acTHu,
IpU HEOOXOJAUMOCTH, YKa3bIBAETCS JOJKHOCTHOE JIMIO, HA KOTOPOE BO3J1araeTcs
KOHTPOJIb 33 HCIIOJIHEHUEM ITPUKA3a.

9.1.7. Ilpu HAIUYUHU MIPUJIOKECHU N K [IpUKA3y B TEKCTE
Ha HUX 00513aTEJIbHO JIeJIaeTCs CChUIKA.

9.1.8.IIpoekT mpukaza © NOPWIOKEHHS K HEMYy  BUBUPYIOTCH
HEIIOCPEACTBEHHBIM UCIIOJIHUTEIIEM.

Ecim B mnpukaze coaepkarcss BOOpOChl (MHAHCHUPOBAaHUS BBIOOPOB,
o0ecrieueHuss NeATENbHOCTH TEPPUTOPUATIBHON KOMHCCHH, TO OH BHU3UPYETCS
y TJIaBHOTO OyXraiTepa.

[Ipukassl, moaroroBieHHble cpeacTtBamu [IJl, BU3HpPYIOTCS aHaJIOTMYHO
pUKa3am, MoJAroTOBICHHBIM Ha OyMa>KHOM HOCHUTEIE.

Bu3bl npocTaBisioTcsa Ha 000POTHOM CTOPOHE MOCIEAHETO JIMCTA JOKYMEHTA
(mpukasa, MIPUIIOKEHUS K HEMY) o YCTaHOBJIEHHOM dbopme
(mpuoxenue Ne 9).

IIpy1 noATrOTOBKE U COIIACOBAHUM IPOEKTOB NIPUKa30B cpeacrBamu 111 mucr
COTJIACOBAaHUSl pacleydarblBacTcsi Ha OOOPOTHOM CTOpPOHE TOCIEAHEro JIHCTa
JTOKyMeHTa (IIpuKasa, IpuiIoKeHHs K HeMy). [Tpu HeoOXoaArMMOCTH NOTy4YeHUs BU3bI

JOJDKHOCTHOI'O JIMIIa Ha JIMCTC COIIaCOBAaHMA IIpHMKa3za, IIOATrOTOBJIICHHOIO
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cpenctBamu 1], mokyMeHT nmepenaercs Ha OyMaKHOM HOCHUTEJIE Ha BU3UPOBAHUE

COOTBETCTBYIOIIEMY JOJKHOCTHOMY JIUILY.

9.1.9. Ilocne moanucaHuss NPUKA3bl PETUCTPUPYIOTCA C HUCIIOJIB30BAHUEM
pEerucTpalMoOHHO-yuYeTHOM (opMbl U (QOPMHUPYIOTCS B Jela B COOTBETCTBUU
C HOMEHKJIATypOu el TeppUTOPUATBLHOM KOMHUCCHUU BMECTE€ C JOKYMEHTaMH,
MOCIIYKUBLIIMMHU OCHOBAHHUEM JIJIS1 M3/1aHUA MPUKa3a.

B ciyuae ucnonszoBanust qis peructpaunu 111 k. PYK npucoenunstorcs
TeKCT mpukaza B (opmare docx wmmm xlsx (st TaGmui AomyckaroTcs (aitis
dopmara  xIsx), 9JekTpoHHBI  00pa3 mpukaza B ¢opmare  pdf
(mpu HEOoOXOOUMOCTH) U JENAlTCA CChUIKM Ha JIOKYMEHTBI, IOCIYKUBIIHUE
OCHOBAHMEM JIJISl U3/IaHUs MIPUKA3a.

9.1.10. IIpuka3am npuCBaWBAaIOTCS PETUCTPALMOHHBIE HOMEpAa B Mpeesiax
KaJICHIapHOTO T'0/1a, IPU ATOM K OPSIKOBOMY HOMEPY 4epe3 Aepuc mpocTaBIiseTcs
OYKBEHHBII HHIIEKC «O.

9.2. Opopmiienne TpUKA30B TMpeacenaTeass H30UpaTebHOW KOMHMCCHU
10 KaJpOBBIM BOIIPOCAM.

9.2.1. Ilpukasel npeacenaTenss TEPPUTOPUAIIBHON KOMHUCCHUHM IO KaJPOBBIM
BOIIPOCaM U3JIat0TCS o KOHKPETHBIM BOIIPOCAM, CBSI3aHHBIM
C  JeATEIbHOCTbIO  YJIEHOB  TEPPUTOPUAIBHOW  KOMHUCCHUH,  MPUEMOM
Ha TOCYAAapCTBEHHYIO TIpaxaaHckyro ciyx0y Canxr-Ilerepbypra B ammapar
TEPPUTOPUAIBHOM  KOMHUCCHUH,  TNPOXOXKACHUEM  TPAKIAHCKOW  CIIyXObl
Y YBOJIbHEHHUEM C IPAKJAHCKOM CIY>KOBI B anmnapare TePpUTOPUATBHON KOMHUCCHH.

9.2.2. Ilpukasel npeaceaaTesss TEPPUTOPUATIBHON KOMHUCCHHU IO KaJIPOBBIM
BOIpocaM 0(OPMIIIOTCS aHAJIOTMYHO MIPHUKa3aM MpeaceaaTeis TepPUTOpUaIbHON
KOMUCCHMM  TI0  OCHOBHOW  JeITeNbHOCTH.  lIpuka3amMm  mpucCBanBaroTCA
pPErHCTpAallMOHHBIE HOMEpPAa B IMpeAeNnax KaJeHJApHOTro rojaa, MpU 3TOM
K MOPSIAKOBOMY HOMEPY 4epe3 AePUC NpoCTaBisieTcss OYKBEHHbBIH HHACKC «K».

9.3. Konuu npHuKa3oB 3aBEpSIOTCS M1€YaThIO TEPPUTOPUATIBHON KOMUCCHUMU.

9.4. Ilpuka3pl BMecT€ C TMPUOOIIEHHBIMM K HUM JIOKYMEHTaMH,

MOCIYKMBINMMHX OCHOBAaHHECM I UX HU3AAHUSA (B TOM YHCIIC paclicyaTaHHbBIMH



60
KOIIMsAMHN AOOKYMCHTOB, HOCTYHI/IBH_II/IX/HOI[FOTOBJ'IGHHBIX B JJICKTPOHHOM BI/II[G),

bopMupyIOTCS B Jiejia COTJIACHO HOMEHKJIAType AeN TEPPUTOPHATIBHON KOMHUCCHUH,
XpaHATCS y IpeacenaTes Wik padOTHHUKA anmnapara, OTBETCTBEHHOTO 3a BEJICHUE
JICIIONPOU3BOJCTBA B TEPPUTOPHAIBHOM KOMHUCCHH, a 3aTeM, O(opMIIeHHBIE

B COOTBCTCTBHHU C Tpe6OBaHI/I}IMI/I I/IHCTp}’KHI/II/I, epecaar0TCA B apXHB.

10. KoHTpPOJIb HCIIOJTHEHHS JOKYMEHTOB U NOPYYeHUI

10.1. KoHTpOIIIO UCHOTHEHUS MTOJIEXKAT:

MOPYUYCHHUSI, COJIepXkKaAIIUMecs B TOCTAHOBJIEHUSX U JPYTrUX JOKYMEHTax
MUK Poccuu, Cankt-IlerepOyprckoil u3OupaTebHOW KOMHUCCHUHU, B PEIICHUSIX
TEPPUTOPUAIIBHON KOMUCCHH;

NOPYYEHHUS, COJIEpkKAIIMECSs B NPHUKA3ax NpeaceaaTesss TEPPUTOPUATIbHON
KOMHCCHU;

MMCbMEHHBIE TOPYYEHUsd TpenacenaTens (3aMecTHTeNss NpeacenaTes,
CeKpeTapsi) TEPPUTOPHATBHON KOMUCCHH;

BXOJSIIIME JOKYMEHTHI, B TOM YHCJI€ NMHUCHMEHHBIC OOpallleHUsl TpakliaH,
yKa3aHHbI€ B llepeune moexanmumx KOHTPOIO JOKYMEHTOB C YKa3aHUEM CPOKOB
ucnojaHeHus (npuiioxkeHrue Ne 11), B COOTBETCTBUU € YKa3aHUSIMU 10 UCTIOJIHEHUIO
JOKyMEHTA MpeceaTelis TepPUTOPUATbHON KOMUCCHH;

UCXOSIIINE JOKYMEHTBI, TPeOYIOIINE OTBETA;

MIOPYYEHHUsI, COAEpKAIIUECS B IPOTOKOJAX 3ACENAHUN TEPPUTOPUAIBHOU
KOMUCCHU;

IIJIAHBI MEPOTIPUATHMN.

10.2. KonTposnbs HUCHOJHEHUS JOKYMEHTOB, YKa3aHHbIX B moapaszaeine 10.1
NHcTpykimu (32 UCKIIOYEHUEM HCXOJSAIIMX JOKYMEHTOB), IO CYLIECTBY
3aTPOHYTBIX B HHUX BOMNPOCOB OCYIIECTBISIET MpeacenaTeiab (CEeKpeTapb)
TEPPUTOPUAIIBHOM KOMHUCCHUMU.

10.3. KoHTpOJIb HMCIIOJIHEHMSI HCXOIAIIMX JOKYMEHTOB, B TOM YHCIIE

32 CBOEBPEMEHHOCTBIO TMOJYYEHHS OTBETOB Ha 3alpoChl TEPPUTOPHATBHOU
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KOMHUCCHUH, OCYHICCTBIIAACT pa6OTHI/IK alrrapara, OTBETCTBEHHBIN 3a IMOATOTOBKY

JAHHBIX IOKyMEHTOB.

10.4. Cpokr HCHOTHEHUS TOPYYECHHM, COAEpPNKAINIMXCSI B PEHICHUSIX
TEPPUTOPUAIBHOM  KOMHUCCUHM, TNpHKa3ax MpeIcenaTesss TeppUTOPHAIbHON
KOMHUCCHH, TUCbMEHHBIX MOPYUYEHUN Mpeacenaress (3aMecTUTENs MpeacenaTes,
ceKpeTapsi) TEpPUTOPUATBHON KOMHCCHH ONPEAEIISIFOTCS ITUMU TOKYMEHTAMH.

10.5. JIOKyMEHT THOJUIEKUT UCIHOJHEHHIO HE TO3JHEe, YEeM uepe3
30 xaJeHIapHBIX JHEW CO JHA €ro IOCTYIUIEHUS, 32 UCKIIOYEHHUEM CIy4dacs,
peayCMOTPEHHBIX MyHKTOM 10.6 HacTosero pasaena.

Ecnu nocneanuii 1eHb UCIIOJIHEHUS JOKYMEHTa NMPUXOAUTCA Ha Hepabouuii
JI€Hb, TO OH MOJJIEKUT UCTIOTHEHUIO B MPEAIIECTBYIOIIUNA eMy paOO4Hil 1€Hb.

JlokymeHTBl ¢ noMeTkamu «Becbma cpodHO», «CpOYHO» HCIOIHSAIOTCS
B TPEXTHEBHBIN CPOK, TOKYMEHTHI C IOMETKON «OIepaTUBHO» — B I€CATHIHEBHBIN
CPOK.

CpOoK HCIIOJTHEHUS HWCUYUCIAETCS B KaJCHAAPHBIX AHX. [ mopyuyeHui —
OT JAaTbl MOJANUCAHUSA TOPYYEHHMsS, Uil BXOASIIMX JIOKYMEHTOB, B TOM YHCIIE
oOpalleHuii, — OT JaThl pErUCTPALlMU JOKYMEHTA.

Ecnu nocnenHuii 1€Hb MCHOJHEHHS JOKYMEHTA, COJEPKALIEro MOMETKY
O CPOYHOCTH HCIIOJHEHMS, MPUXOJUTCA Ha HEpadOuUuid J€Hb, TO OH MOJJIEKHUT
WCIIOJIHEHUIO B CJICIYIONTUHN 32 HUM pabOuuil I€Hb.

10.6. CpoKM  UCHOJIHEHHSI  BXOIAIIMX JOKYMEHTOB W  OOpalleHui
YCTaHABJIMBAIOTCS UCXO/IS U3 CPOKOB, IIPEIJIaraéMbIX OpraHu3alei, HalpaByBILEn
JIOKYMEHT, WJI CPOKOB, YKa3aHHBIX B MpuiioxeHuu No 11.

OOpameHnss 0  HapylIeHMM  3aKOHA, TOCTYIHMBIIME B  MEPUOJ
COOTBETCTBYIOIIEH  M30MpaTeNbHOM  KaMIlaHUM, KaMIaHuU pedepeHayma,
UCIIONHSIOTCS B CPOKH, YCTAaHOBJIGHHBIE 3aKOHOJATEILCTBOM O BbIOOpax
u pedepeHayme.

10.7. OTBETCTBEHHOCTh 32 CBOCBPEMEHHOE U  IIOJJHOE€ BHECEHHE
B  PETUCTPALIMOHHO-YYETHYIO (OpMYy CPOKOB  HCIOJIHEHHUS  JTIOKYMEHTOB

u I/IH(i)OpMaI_[I/II/I O COCTOAHHMHM MCIIOJHCHUSA JOKYMCHTOB, KOHTPOJIb CPOKOB
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HUCIIOJIHCHUA JOKYMCHTOB BO3JIararOTCAd Ha CCKpCTapsa HIIA pa6OTHI/IKa arrapara,

OTBETCTBEHHOTO 34 BEJICHUE JEJIOIPOU3BOICTBA.

10.8. B IIJIaHax MEpOIPUATHH, YTBEPKICHHBIX pelIeHUAMHI
TEPPUTOPUAIIBHOM KOMHCCHM, TPHUKa3aMH IPEACENaTeNi TEePPUTOPUATBHOU
KOMHUCCHH, KOHTPOJIIO ITOAJIEKAT CPOKH MCIIOJHEHUS OTIEIBHBIX €ro IyHKTOB.

10.9. ITpu HEOOXOAUMOCTH MPOIJICHUSI CPOKAa HCIOJHEHUSI JIOKYMEHTa
OTBETCTBEHHBIN 3a MCIIOJHEHUE HE NO3JHEE YEM 3a TPU JHA A0 UCTEYEHUS CPOKa
WCIIOJIHEHNs JTOKYMEHTA IMPEACTABIIET HA UMs IPEACENATENs] TEPPUTOPUATBHON
KOMHUCCHH CITy’K€OHYIO 3allCKy C MOTHBHPOBAHHOM MPOCHhOOIl O ero mpojieHuH,
KOTOpasi MOXKeT ObITh MOATrOTOBJIEHA U corjacoBaHa cpeactamu 11

10.10. JJokyMeHT cUATAETCS UCIIOJIHEHHBIM MU CHUMAETCSI ¢ KOHTPOJIA MOCIE
pelIeHHsT BCEX IIOCTABJIEHHBIX B HEM BOMNPOCOB, COOOUICHMSI pPe3yJbTaTOB
pPacCMOTPEHHUS BCEM 3aMHTEPECOBAHHBIM JIMLIAM.

10.11. OcHOBaHUSIMU ISl CHATHSI TOKYMEHTA C KOHTPOJIS SIBJISTFOTCS:

ciykeOHasl 3alucKa O CHATHM JOKYMEHTa (WM OTAEIbHBIX €ro ITyHKTOB)
C KOHTpPOJs WM 00 WCHOJHEHWHM JOKyMEHTa Ha UMs [peaceaaTes
TEPPUTOPUAIBHON KOMHMCCHH, IOATOTOBJIEHHAs OTBETCTBEHHBIM 32 UCIIOJHECHHE
c ormerkoi («Cormacen», «Paccmorpen», «lIpunsto») mnpencenarTens
TEPPUTOPUAIBHOM KOMHUCCUU O MPUHATHUM HUCIOJHEHHUS, KOTOpask MOXKET ObITh
IIOArOTOBJIEHA U CorjlacoBaHa cpencrBamu 11/1;

pelieHne  TEPPUTOPUANIBHOM  KOMHCCHM,  NPHUKa3  NPEACcEeNaTels
TEPPUTOPUAITBHON KOMUCCHH MO PE3YJIbTATAM UCIIOJHEHUS JOKYMEHTA,

OTBET Ha BXOJALIUN JOKYMEHT;

OTBEThl OT OpraHu3aluii, B KOTOpbIE JOKYMEHT ObLJI HampaBlieH
JUIl PACCMOTPEHHsI II0 CYLIECTBY IIOCTABJIEHHBIX B HEM BOIIPOCOB WM OTBETA
3asIBUTEIIIO;

HampaBjeHHe OOpallleHus B Jpyrue OpraHu3alMh [JIsi PacCMOTPEHUS
10 CYIIECTBY ITOCTABJICHHBIX B HEM BOMPOCOB U MOCJIEAYIOIIEr0 HHHOPMHUPOBAHHUS
aBTOpa O pe3yJIbTaTax pacCMOTPEHUS.

10.12. JIoKyMEHT HE CUMTAETCS UCTIOJHEHHBIM U OCTAETCSI HA KOHTPOJIE:
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CCJIn OH HarpaBJIsICTCA B ApyTruce OpraHbL 500041 OopraHu3anuu

JUIL  pacCMOTPEHMs] C 1E€JIbI0 MOJY4YEHHs] TEPPUTOPUAIBHOM KOMHCCHEN
uHbOpMaIlMK, HEOOXOAUMOHN JJIsi PACCMOTPEHHUS MO CYIIECTBY IMOCTABIEHHBIX
B JJOKyMEHTE BOIPOCOB. B cilyyae HEOOXOAMMOCTH TEPPUTOpPUATIbHAS KOMHUCCHUS
uHpOpMHUpPYET 00 3TOM aBTOpa TOKYMEHTA;

€CIM OH HampaBJsIeTCsi B JApPyrHMe€ OpraHbl WIM  OpraHU3alHH
JUIL pacCMOTPEHMSI 1O CYIIECTBY IIOCTABJIEHHBIX B HEM BOIPOCOB M OTBETA
3agBUTENIO0 C TMOCIEAYIOMMM HH(GOPMUPOBAHUEM TEPPUTOPUATBHON KOMHCCHU
O pe3yJibTaTax UCIIOJTHECHHUS.

11. U3roroB/ieHME U MCIIOJIB30BAHNE MeYaTed U ITAMIIOB

11.1. Ins ynocToBepeHHs IOMJIMHHOCTH JTOKYMEHTOB WM COOTBETCTBUSA
KOIMM JTOKYMEHTOB ITOJUIMHHUKAM, IIPOCTABIEHUS OTMETOK O IIOJy4YECHUH,
pEerucTpauuy JTO0KYMEHTOB B TEPPUTOPUAIBHON KOMHCCHUH HUCIIOJB3YIOTCS MEYaTH
¢ um3zoOpaxkenueMm [ocymapctBenHoro rep6a Poccuiickoit depeparuu (nanee —
repOOBbIE MEYaTH) U APYTHUE M€YATH U IITAMIIBL.

11.2. U3roToBieHue medare W IITaMIIOB OCYIIECTBIIETCA MO YKa3aHUIO
npejaceaarenss TePpUTOPUATbHON KOMUCCUU JIMOO B COOTBETCTBUM C PEIICHUEM
BBIIIECTOAILEH N30UpATENbHOU KOMHCCHH.

tamnel ¢ (pakCUMUIBHBIM BOCHPOU3BEIECHUEM MOJAINUCH MpeceaaTess,
3aMECTUTENII  NPEACENarTes,  CEeKperaps  TEPPUTOPHUATBHOM  KOMHMCCUU
U3FOTOBJIAIOTCS O HUX TIOPYYEHHI0O M  MOTYT OBITh  HCIOJIb30BAHBI
JUIsL TIPOCTaBJICHMSI Ha AyOJIMKAaTax U KONUSAX MOJIMUCAHHBIX B YCTAaHOBJICHHOM
MOPSIAKE TOKYMEHTOB.

11.3.T'epboBass medarb TEPPUTOPUATHLHONM KOMUCCUM TPOCTABISETCS
Ha  (UHAHCOBBIX  JIOKYMEHTax, TapaHTUMHBIX  MNHUCbMaX,  JOTrOBOPAX,
rOCYJJapCTBEHHBIX KOHTPAKTaX JOBEPEHHOCTSAX, U B JIPYTHX MPELyCMOTPEHHBIX
3aKOHOAATENBCTBOM CIIy4YasiX.

11.4. Ha paccputaeMblX KONHUSIX PELIEHUW TEPPUTOPUAIIBHOW KOMHCCHH,
IIPUKA30B MpeJceaaTeNsi TEpPUTOPUATIBHON KOMUCCUH, HA TTAKETax IPH OTIIPaBKE

JAOKYMCHTOB, IIPpU O(l)OpMJ'IeHI/II/I JOKYMCHTOB Ha IMPHEM TOBAPHO-MATCPUAJIBHBIX
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LEHHOCTEl MpocTaBisieTcsl TepOoBas WM HMHAs I€4aTb TEPPUTOPHAIBHON

KOMHUCCHH.

11.5. [leyatn ¥ mTamibl MOJJIEKAT YUETYy B OTACIBHOM >XypHaJle ydeTa
reyaren 17} LITaMIIOB paboTHHKOM amnrmapara, OTBETCTBEHHBIM
3a JIeJ0onpou3BOACTBO. IleyaTw M mTaMIbl BBLAAKOTCS IOJ HOAIKCH B XKypHale
yuera mnedated u mramnoB. Ha »xypHaine mnpocraBisercss ormeTtka «JCID»,
€r0 JIMCTBl HyMEPYIOTCS, IPOLINBAKOTCS U OIEYATHIBAIOTCS.

11.6. Ileyatn u mTamnbel AOJDKHBI XPAHUTHCA B HAJEKHO 3aKPHIBAEMBIX
U OlleYaThIBaeMbIX B Hepabouee BpeMs cer(ax Wi MEeTAIIMUECKUX IKadax.

11.7. KoHTposb 3a NPaBHUIBHOCTBIO XPAaHEHHsS W HMCIOJB30BaHUS Iedarel
Y IITaMIOB OCYIIECTBISET PAO0OTHUK amnmapara TEppPUTOPUATIBHON KOMHUCCHUH,
OTBETCTBEHHBIN 3a JEJI0NPOU3BOICTBO.

CBepka Hanmuuus IeyaTed M INTAMIIOB OCYILECTBIIETCA IpeiceaaresieM
TEPPUTOPUAITIBHON KOMUCCHH OJIMH Pa3 B IOJ.

11.8. Ilpumeamue B HErOAHOCTH II€YaTH M INTAMIIBI YHUYTOXAKOTCH,
O 4YEeM COCTaBJIETCA aKT, a B JKypHaJ€ ydeTa Ile4aTed M IITAaMIIOB CTaBHUTCS
COOTBETCTBYIOIIAS! OTMETKA.

YHHUUYTOXKEHNE NPOU3BOAUTCS IOCIE YTBEPKICHMS aKTa IIpeacenareiem
TEPPUTOPUAIBHON KOMHUCCHHM. MeTallIndecKue IeYaTh YHUYTOKAKTCA IIyTEM
IIOJIHOTO CIIMJIMBAHUSA TEKCTA WJIM ONWIMBAHMA JBYMs MEPEKPECTHBIMU JIMHUSIMU,
KAay4yKOBBI€ II€YATH U IITAMIIBI Pa3pE3ar0TCs Ha MEJIKUE YACTH WM COKUTAKOTCA.

11.9.06 ytepe mneyaTd WM IITaMra HE3aMEJIUTEIBLHO CTaBUTCS
B U3BECTHOCTB MPEICENATENb TEPPUTOPUATIBHON KOMUCCHUU.

12. ®opmupoBaHue e/ M epeaadya ux B apXuB

12.1. CocraBnenue u yTBEpKACHUE HOMEHKIATYPhI JEl.

Homenknatypa nen npenHasHaueHa s (OPMUPOBAHMS HMCIOJHEHHBIX
JOKYMEHTOB B Jeia (3JEeKTPOHHBIE Jella), CUCTEMAaTU3allMd M yd4eTa Jell,
OTIpEJIEICHHs] CPOKOB UX XpPaHEHUS U SIBJIETCS OCHOBOW JJIsi COCTABIICHUS OMHCEH
JieJl TOCTOSSHHOTO U JOJITOBpEMEHHbIX (cBhilie 10 JeT) CpoKOB XpaHEHHs,

B TOM HYHCJIC II0 JIMYHOMY COCTaBy, AKTOB O BBIACICHUMW K YHHYTOXCHHIO
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JAOKYMCHTOB C HCTCKINIMMHU CPOKAMH XPAHCHHUSA, a TaKXKE UL Yy4dCTa LI

B JIETIONIPOU3BOJICTBE.

B HOMeEHKnaTypy [en MOTyT BKJIIOYaTbCS 3arojIOBKH [J€J, OTPAKAIOLIUE
NEATENIBHOCTh TEPPUTOPHUAIIBHOM KOMHCCHM, B TOM YMCIE JIMYHBIE JIEIa,
CIIPABOYHBIE M YYETHBIE KAPTOTEKU U JPYTUE YUYETHBIE POPMBI.

He Bxirowarorcsi B HOMEHKJIATYpy [J€7 NEPUOAUYECKHE W3/IaHUS, KHUIH,
OpOIITIOPHI.

3aroyioBOK Jiefia JOJKEH YETKO U B 0000111eHHOH (hopMe oTpaxkaTh OCHOBHOE
colep)kaHMe M cocTaB JOKymMeHTOoB. He momyckaercs ymotpeOieHue
HEKOPPEKTHBIX (POPMYIHUPOBOK, BBOJHBIX CIOB U CIOKHBIX 0OOPOTOB.

IIpn cocraBieHMM HOMEHKIATYyphl JAEN CIEAyeT pPYKOBOACTBOBATHCS
perIaMeHTOM TEPPUTOPUAIIBHON KOMUCCHH, [IepedHeM TUTIOBBIX YIIPAaBICHUYECKUX
ApXUBHBIX  JIOKYMEHTOB, O0Opa3yloIIUXCsi B  Ipouecce  JeATeIbHOCTU
rOCyapCTBEHHBIX OPraHOB, OPTaHOB MECTHOTO CAMOYIPABJICHHUS U OPraHU3alH 1,
C YKa3aHMEM CpPOKOB XpAaHEHHMs, YTBEPKICHHBIM npukazom DenepasbHOro
apXUBHOTO areHTCTBA OT 20 nexkaops 2019 roaa Ne 236
(manee — Ilepeuenn), [lpaBuiamu opraHu3anu XpaHEHUs, KOMIUIEKTOBAHUS,
ydeTa ¥ UCTI0JIb30BaHUsI TOKyMeHTOB ApxuBHOTO (hoHaa Poccuiickoit denepanmn
Y IPYTUX ApXUBHBIX JOKYMEHTOB B FOCYJAaPCTBEHHBIX OPraHax, OpraHax MECTHOTO
CaMOYTPABJIEHUS W OpraHU3alUsaX, YTBEPXKICHHBIX IpHKa3oM PenaepanbHOro
apxuBHOro areHrctsa oT 31 wmronmsa 2023 roma Ne 77, mopsakamu XpaHEHUs U
nepefadn B ApXUBBl  JIOKYMEHTOB,  CBSI3aHHBIX C  IOJATOTOBKOM
u MPOBEICHUEM BBIOOPOB, YTBEPKIACHHBIMU UK Poccun
n Cankrt-IlerepOyprckoil M30MpaTeNbHOM KOMHUCCHU, HOMEHKJIATypamH Jiejl
TEPPUTOPHUAIIBHON KOMHUCCHUH 32 IIPEAIIECTBYIOIINE TOBI.

[Ipy MOAroTOBKE HOMEHKJIATYPHI A€ HEOOXOJUMO YUHMTHIBATh XapakTep
BBIOOPOB, MPOBOAUMBIX B IIPEICTOSIIIEM TOAY.

Homenknarypa pen TeppUTOPHAIBHOM KOMHUCCHUM Ha IPEACTOSIIUN
KaJICHOApHBIA TOJl COCTaBIsieTCs pAa0OTHMKOM amnmapara, OTBETCTBEHHBIM

3a BCACHHUC MOCJIOIPOHU3BOACTBA, B IIOCICAHCM KBapTal€ TCKYIICro ro/ja,
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COIJIaCOBBIBACTCs C CCKPCTAPEM TeppHTOpHaHBHOﬁ KOMHUCCHUM, paCCMATPHUBACTCA HaA

3aceaHuy JKCIEPTHON KOMUCCHH TEPPUTOPUAIIBHON KOMUCCUH, COTJIACOBBIBAETCS
c cekperapeM Cankt-IleTepOyprckoil U30upaTeabHON KOMUCCHUM, YTBEPKIAACTCS
npejacenareaemM TEPPUTOPUATIEHOU KOMUCCHUU
1 BBOJIMTCS B JielcTBHE C 1 stHBaps cieayromiero roga (mpuioxkenue Ne 12).

Homenkiatypa nen He pexe OJHOrO paza B MSATh JIET YTBEpPKIAeTCA
AKCIIEPTHO-IIPOBEPOYHOU METOIUYECKOU KOMUCCUEN (manee — OIIMK)
Cankrt-IlerepOyprckoro roCyJ1IapCTBEHHOTO Ka3eHHOTO YUPEKICHUS
«llentpanpHbiii  rocynapctBeHHbli  apxuB  Cankrt-llerepOypra»  (manee —
LI'A CIIO).

B ciydae BO3ZHMKHOBEHHSI B T€UEHHUE rojia HOBBIX JI€J OHH JIOTIOJHUTEIHHO
BHOCSITCSI B YTBEPKJICHHYO HOMEHKIIATYpy JI€N B YCTAHOBJIEHHOM BBIIIE MOPSIZIKE.

[To oxoHYaHWU KaJeHAAPHOrO Toja pabOTHUK ammnapara, OTBETCTBEHHBIN
3a BEJICHUE JICJIONPOU3BOJICTBA, B KOHIIE HOMEHKJIATYphl JEI COCTaBIISET
UTOTOBYIO 3aIllUCh O KOJMYECTBE 3aBEACHHBIX Jed (TOMOB, YacTeil), OTACIHHO
MOCTOSSHHOTO Y BPEMEHHBIX CPOKOB XpaHEHUs Ha OyMaXHOM HOCHUTEIE
U O KOJIMYECTBE 3aBEJCHHBIX DSJICKTPOHHBIX JI€J1 MOCTOSHHOTO M BPEMEHHBIX
CPOKOB XpaHEHHS, a TAKXKE 3aMOJHIET Tpady 3 HOMEHKIATYPHI.

Cpok XpaHeHHs] TOKYMEHTOB YKa3bIBa€TCs B HOMEHKJIAType JIeNl CO CChUIKOM
Ha cTarblo llepeuHst niM MHOM HOPMATHUBHBIM MPABOBOM aKT, YCTAHABIIMBAIOLIUN
CPOK XpaHeHus1 JokyMeHTa. CpoK XpaHEHUs TOKYMEHTOB, HE YKa3aHHBIX B JAHHOM
[lepeune, ycraHaBnuBaercss 10 coryacoBanuto ¢  Cankrt-lleTepOyprcekoit
usbupatenpHoit komuccueit u IIMK LIT'A CTI6.

Ucuucnenue CPOKOB XpaHeHus JIOKYMEHTOB, 3aKOHYEHHBIX
JI€JIONPOU3BOJCTBOM B TEKYIIEM I'OJly, HAUMHAETCS C 1 IHBaps CIEAYIOUIEro roja.

TepputopuanbHas KOMHCCHS TaKKe BIpaBe pa3paldaThiBaTh THUIIOBBIC
W/WJIM PUMEPHBIE HOMEHKJIATYPHBI ACJ JI Y4aCTKOBBIX U30UpaTEIbHBIX KOMUCCHUH.

12.2. Opopmnenue JOKYMEHTOB, 3aKOHYCHHBIX JCJIIOMPOU3BOJCTBOM,

dbopMUpOBaHUE U TEKYIIIEE XPAHECHHE JIe]T B TEPPUTOPUATHLHON KOMUCCHH.
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3aKOHYEHHBIE JENONPOU3BOACTBOM JOKYMEHTBI oQopMIIAIOTCS

B COOTBETCTBHHM C TpeOoBaHUSIMU WHCTpYKIIMHU, CNUCHIBAIOTCS MpeiceaaTesieM
TEPPUTOPUAIIBHON KOMHUCCHUH B J1€J10. [[pr 5TOM B HM>KHEN YaCTH JTULIEBOM CTOPOHBI
NIEPBOTO JINCTA JOKYMEHTA Ha CBOOOIHOM OT TEKCTA MECTE CTABUTCSI OTMETKA O €T0
WCIIOJTHEHUH, AENAaeTCsl HAaANUCh «B Aeno», MOXKET yKa3blBaThCs HOMEP JieNia 10
HOMEHKJIaType H  jgara  coucaHus. [lpy HEOOXOOUMOCTHM  OTMETKa
00 WCHOJIHEHHH MOXKET OBbITh cjeflaHa Ha OOOPOTHON CTOpPOHE IMEPBOro JKCTA
nokymeHnta. B peructpanmonnyio ¢GopMy BHOCHUTCS OTMETKa O CIHHCAHHUU
JIOKyMEHTA B JIEJIO C YKa3aHWEM HOMEpa JIea COTIaCHO HOMEHKJIIAType Je.

WcnonHeHHble  JOKYMEHTHl  (POPMHUPYIOTCS  pabOOTHUKOM  amrmapara,
OTBETCTBEHHBIM 32 BEJCHHME JCJIONPOM3BOJCTBA, B J€la B COOTBETCTBUU
C YTBEPKJICHHON HOMEHKJIATYPOU JEII.

Jleno cuuTaeTcs 3aBEACHHBIM C MOMEHTA BKIIOUYEHHS B HErO0 IIEPBOIO
UCIIOJIHEHHOT'O IOKYMEHTA.

3aKOHYEHHBIE JIETONPOU3BOACTBOM 3JIEKTPOHHBIE JOKYMEHTHI (POPMUPYIOTCS
pabOTHUKOM  amnmapara, OTBETCTBEHHbIM 3a BEJCHHE  JEJIOIPOU3BOJICTBA
B AJIEKTPOHHBIE Jiena (anku, JUPEKTOPUH) B COOTBETCTBUM C HOMEHKJIATYPOU J1e.

[Ipu dopMupoBaHuM jgena TPOBEPSETCS MPABUIBHOCTh OTHECEHUS
JIOKYMEHTOB B JIAHHOE JIENI0, KaYeCTBO 0(OPMIIEHUS U KOMILJIEKTHOCTh IOKYMEHTOB,
HaJIn4yue MOAMUCEH, BHU3, PETUCTPALIMOHHBIX HOMEPOB, CIPaBOK
WIK OTMETOK 00 WCIOJIHEHWH, CIHCAHMM B Jel0 M JApyrux. HempaBuiibHO
oopMIIEHHBIE JTOKYMEHTBI JOKHBI OBbITh JOO(OPMIIEHBI, a 3aTeM MOMEIIECHbI
B JIEJIO.

He nomyckaercs momelieHue B JI€J0 AOKYMEHTOB, COJEp)KaHHE KOTOPBIX
HE COOTBETCTBYET 3aroJIOBKY J€na.

[Tpu popmMupoBaHUM J1€7 COOTFOAAIOTCS CICTYIOIINE TPEOOBAHMUS

JOKYMEHTBI MOCTOSIHHOTO M BPEMEHHOT0 XpaHeHUus: (opMHUpYIOTCS B Jela
pa3zenbHo;

B JIEJI0 BKJIIOYAIOTCS TOJIBKO HCIIOJIHEHHbIE, MPaBWIBHO O(OpMIIEHHbIE

JAOKYMCHTEI B COOTBETCTBHHU C 3aroJIOBKaMHu J1€JI B HOMCHKIIATYPC;
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BCE JIOKyMEHTBI, OTHOCSIIHECS K PEIIEHUIO OJHOIO BOIpoca, GOPMHUPYIOTCS

B OJTHO JIETIO;

JTIOKYMEHTBI, TIOJJICKAINE BO3BPATY, B JIEJI0 HE MOMEIIAIOTCS;

B JIEJI0 TOMEMIAETCS TOJIbKO OJIMH 3K3EMIUISIP JIOKYMEHTa, YE€pPHOBHUKHU
Y BapUaHTHI POEKTOB JJOKYMEHTOB B JICJIO HE TOIIMBAIOTCS (32 HCKITIOUCHUEM TEX,
Ha KOTOPBIX HMMEIOTCS BH3bI, YKa3aHUS IO HUCIOJHEHHUIO JOKYMEHTOB W JPYyrue
OTMETKH, JIOTIOJTHSIOIINE TTIEPBBIM K3EMILIAD);

B JIEJIO BKJIIOYAIOTCS, KaK MPABUIIO, TOKYMEHTHI OJHOTO KaJ€HJApHOTO Toja
(MCKJIFOUEHHUE COCTABJISIOT JIMUHBIC U TIEPEXOISIINE JIeTIa);

00beM (popMHUpPYEMBIX JIeJT TOCTOSHHOTO XpaHEHHUs 1 110 JUIYHOMY COCTaBY HE
JOJKEH TipeBbiaTh 250 nmuctoB (3—4 cM TONIIMHBI KOPEIIKa Aea), TOJNIUHA e
BPEMEHHBIX CPOKOB XpaHEHHUS He JIoJbkHa rpeBbimath 10 cm. [1pu 6omnbieM oobeMe
JTOKYMEHTOB B jeine  (opMupyercs  HECKOJIbKO  TOMOB  (4acTei).
[Ipy Hanmuuuu B JeJie HECKOJBKMX TOMOB (4YacTeil) MHIEKC W 3arojioBOK Jiefa
MIPOCTABJISIOTCS HAa KaXXJIOM ToMe ¢ JobaBiaeHrneM o6o3HaueHuil «Tom 1», «Tom 2»
U T.J.

OJIEKTPOHHBIE JIOKYMEHThI Ha TOMa M 4YacTU HE Pa3JeisioTcs.
Bce »iekTpoHHBIE JOKYMEHTHI, OTHOCSIIMECS K OJHOMY HOMEHKJIATYPHOMY
WHJIEKCY, HE3aBUCUMO OT X 00beMa, BKJIIFOYAIOTCS B OJHO JIEKTPOHHOE JIETI0.

B ciyyae HEoOXOAMMOCTH JIOKYMEHTHI IO OJIHOMY M TOMY € BOIIPOCY,
HO C pa3jIM4YHbIM CPOKOM XpaHEHUs MOTYT HAaXOAUThCA B OJHOM eI
JI0 KOHI[Aa TEKYIIEro Tojia WK JI0 3aBEpILICHUs HCIOJHEHUS JOKYMEHTa, a 3aTeM
nepeOPMUPOBBIBAIOTCS B JieIa IOCTOSTHHOTO U BPEMEHHBIX CPOKOB XpaHCHHS.

B neno BkirowaroTcs Bce JIOKYMEHTHI MO KOHKPETHOMY BOIPOCY BMECTE
C MPUJIOKEHUSMHU, YKa3aHHBIMM B TEKCTE IOKYMEHTA, IPU OTCYTCTBUH MPUIIOKEHUM,
yKa3aHHBIX B TEKCTE JOKYMEHTA, UCTIOJHUTENh 00s13aH OPTaHU30BaTh UX PO3BICK U B
ciyyae ux oOHapy>KeHus chopMHUpPOBaAThH B hi (0 (6} BMECTE
C JOKYMEHTOM, K KOTOPOMY OHHU TpuiaraioTcs. Eciau po3bicK JOKYMEHTOB el

MMOCTOSIHHOT'O HMJIM JOJIIOBPEMCHHBLIX CPOKOB XpaHCHHUS, B TOM 4YHCJIC 110 JIMYHOMY
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COCTaBy, HC JaJl IMOJIOKUTCIBbHBIX PE3YJIbTATOB, COCTaBJIACTCA aKT

0 HEOOHAPYKEHUH JOKYMEHTOB, ITyTH PO3bICKA KOTOPBIX UCUEPIIaHbI.

JIOKyMEHTBl ~ BHYTpH  JleJa  paclojiaralorcs B XPOHOJOTMYECKOM
WM BOIIPOCHO-JIOTMYECKON MOCIIEA0BATEIbHOCTH HIIM UX COYETAHUU.

HopmaTtuBHblE ¥ OpraHU3alMOHHO-PACIOPSIUTENbHBIE  TOKYMEHTHI
C OTHOCAIIMMHUCS K HHUM TMPUIIOKEHUSAMH TPYNIUPYIOTCA B Jieja MO BHUAaM
JIOKYMEHTOB U 110 XPOHOJIOTHH.

[IpoTokoibl 3acenannii TEPPUTOPUATBHON KOMUCCUU PACIIONIaratoTCs B JIEJe
[0 XPOHOJIOTUM B TMOPSAKE BO3pacTaHUs HOMEpPOB. J[OKyYMEHTHI K 3aceIaHHIO
TEPPUTOPHUATIEHON KOMHCCHH ITOMENIAIOTCS IIOCIIE COOTBETCTBYIOLIErO IPOTOKOJIA B
MOPSJIKE pACCMOTPEHHMS BOIPOCOB Ha 3acCEIaHuU.

[Tonoxenus, WHCTPYKIIHH, YTBEP>KJICHHbIE pacnopsIUTEeIbHBIMU
JIOKyMEHTaMH, SBJSIOTCS MPUIOKEHUSAMH K HHUM U TPYIIUPYIOTCS BMECTE
C YKa3aHHBIMHU JOKYMEHTAMH.

[InanoBast 1 OTYETHAsA JOKYMEHTAIIMsI HE3aBUCUMO OT JIaThl €€ COCTABJICHUS
BKJIFOYAETCS B JIEJIO TOTO roJia, K KOTOPOMY OHA OTHOCHUTCS.

IIpu nHeoOxomumoctu B aene «llepenucka» uUCXonsmuii (OTBETHBINM)
JOKYMEHT [OMeIlaercss mnociie Bxojsmero. llpu BO300HOBIEHUHM NEPENUCKU
10 BOMPOCY, HaYaBLIEHCS B MPEABIAYIIEM IOy, TOKYMEHThI BKIIOYAIOTCS B JIEIIO
TEKYILEro roja W YKa3plBAa€TCS MHJIEKC TOrO JieJa II0 HOMEHKIAType JAell
NpeabIAyIIEro roaa, B KOTOPOM HAaXOASTCS MPEAIIECTBYIOIINUE JTOKYMEHTHI
110 3TOMY BOMPOCY.

OOpaienns rpaxjaaH U JOKYMEHTHI M0 MX PACCMOTPEHUIO (GOPMHUPYIOTCS
B oTnAenbHbIe fena. OOpamieHus, JOKYMEHThI M0 UX PACCMOTPEHUIO COCTAaBJISIOT
B JI€JIE CaMOCTOSITENIbHbIE TPYyNIbl W TNOMEIIAIOTCS B JieJa B COOTBETCTBUU
C HOMEHKJIATYpPOU JIe€J1 TEPPUTOPHUAIIBHON KOMUCCHH.

[Ipu popmupoBaHum aena U3 HECKOJIBKUX TOMOB (4YacTei), Kpome 0OIero
3aroJIoBKa nena npu HEO00X0IUMOCTHU COCTAaBJISIFOTCS 3aroJIOBKU
Ka)XJI0ro ToMa (4acTu), yTOUHSIIOIIME COAepKaHNue TOMOB (JacTeil) aena.

B AcIax, HaXOoOAIUXCs B ACIOMPOMU3BOACTBE, NJOKYMCHTLI TCKYIICTO I'OJa
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pacrosararoTcsi MO XPOHOJOTMM CHU3Y BBEPX 1O MeEpe NOCTYIUICHHS.

[Ipy mnOATrOTOBKE K cHadye B apXWB Jena C JAOKYMEHTAMU IOCTOSIHHOIO
U JTOJITOBpeMEHHBIX (CBbImEe 10 j1€T) CpoKOB XpaHEHHS MepedOPMUPOBBIBAIOTCS
B 00paTHOM MOPSAKE: JOKYMEHT, MOCTYHUBIIUN B KaJCHIAPHOM IOy MOCIEIHUM,
JOJDKEH OBITh BHHU3Y Jiefla, a MEepBbIA JIOKYMEHT KaJICHJApHOro Tojia — BBEPXY,
NIEPBBIM.

Jlena ¢ MOMEHTA MX 3aBEICHUS U 10 MEPENAYN B apXHUB WM YHUUYTOKECHUS
B CBSI3M C MCTEYEHUEM CPOKOB XpaHEHUS HAaXOHATCS y Ipenacenarens (cexkperaps
Wi paOOTHHMKA amnmapara, OTBETCTBEHHOTO 3a BEICHHE JEJONPOU3BOICTBA)
TEPPUTOPHUATIEHON KOMHUCCHUHU.

DONEeKTpOHHBIE  JTIOKYMEHThl  (OPMHPYIOTCA B  JJIEKTPOHHBIE  Jela
B COOTBETCTBMM C HOMEHKJIATypol Jen. B HoMeHKiatype nen ykasblBaercs,
4TO J€JI0 BEAETCS B JJIEKTPOHHOM (hopMe. DIEKTPOHHBIE TOKYMEHTBI MOCIE
UX HCIOJHEHHS WM OTIPABKHA NOMJIEKaT XpaHeHuio B I/l B TedeHme CpoOKOB,
OPEIyCMOTPEHHBIX JJI1 AHAJIOTMYHBIX JIOKYMEHTOB Ha OyMa)KHOM HOCHTEJE.
B cinywae eciu Jnena mpelncTaBlieHbl Ha OyMa)kKHOM HocuTelne W B (opme
AIEKTPOHHBIX JOKYMEHTOB («THOPUAHOE AEJI0») U HE UMEIOT 3JIEKTPOHHOT O 00pa3a
B COOTBETCTBYIOLIEH PVK, TO OHU [OJUJIeKaT CKaHUPOBAHUIO
C MOCJEIYIOUM MPUCOEANHEHUEM 3JIEKTPOHHOIO 00pa3a B COOTBETCTBYIOUIYIO
PVK.

B HOMeHKIIaType [en 3JEKTPOHHOE JEN0 U €0 Ha OyMa>KHOM HOCHUTEINE
OTPaXXaKOTCA Kak JBa TOMAa, WMMEIOIIME OJWH 3aroJIOBOK M CPOK XpaHEHHS.
K unaexcy 31ekTpoHHOTo Jena npuOaBiseTcs IuTepa «O.

[IpoTokonsl 3acelaHuii, PEIIEHUS TEPPUTOPUAIBHOW KOMHUCCHUH, CIHCKHU
MPUTJIALICHHBIX, MPUJIAraéMble K MPOTOKOJY MOJIMHHBIE IK3EMIUISAPHI PEIICHUN
C COOTBETCTBYIOILIMMH IPUJIOKEHUSIMH, MPOTOKOJBHBIE NOPYYEHHUsI, TOKYMEHTHI,
MOCIYKMBIIME OCHOBAHMEM JUII PACCMOTPEHMS BONpOCAa Ha 3aceldaHuu
TEPPUTOPUATILHOM  KOMHCCHHM, pacliM(poBaHHAs  ayauo3aluCch  3acelaHus

(npu ee HANMYKK), A0 MIEPEAAYM B apXHUB HAXOATCS y mpeaceaarens (pabOoTHHKA
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anmapara, OTBETCTBEHHOIO 3a BEIEHHUE JIEJONPOM3BOJCTBA) TEPPUTOPHAIBHON

KOMMCCHHU.
3a COXpaHHOCTh JOKYMEHTOB M J€JI OTBETCTBEHHOCTbh HECET IMpEeaceraTelb
TEPPUTOPUATIBHON KOMHUCCHHU.

Jlena JOJDKHBI HAaXOAMThCS B palbodeil KOMHATE€ WM B CHEIHUAIBHO
OTBEJICHHOM I ATOM IIeNTM MOMEIICHUH M XPAHUTHCS B 3aITUPAIOIIMXCS MIKadax,
MPEAOXPAHAOIIUX TOKYMEHTHI OT MBUIH U BO3JICUCTBUS COJTHEYHOTO CBETA.

B wmemsx ofOecnedeHWs ONEPAaTUBHOIO TIOMCKA JIOKYMEHTOB J€la
pacronararorcs B COOTBETCTBUM C HOMEHKJIATYpOM €], KONUS KOTOPOU
IpU HEOOXOIMMOCTH, TIOMEIAETCS HA BHYTPEHHEHN CTOpOHE ABEpPIb MKada.

Ha xopemikax o0n0keK Jieja yKa3blBalOTCsd MHACKCHI €1 IO HOMEHKIIAType
nel.

Jlenma, HaxopnsliMecs Ha TEKyLIEM XpaHEHUHU, Hojiexar yuery. llepen
nepefayel  JOKYMEHTOB B apXHMB  NPOBOJWTCS  NPOBEPKA  HAJIWYUs
Y COCTOSIHUS TOKYMEHTOB U JIeJI B IIEJISIX YCTaHOBJIEHUSI (PAKTUUYECKOTO HATMYUS 17T
Y COOTBETCTBUS UX KOJIMYECTBY, YACISIIEMYCS IO HOMEHKJIIATYPE JEIL.

IIpoBepka HanmMuMsi W COCTOSHHS JOKYMEHTOB M JI€JI ITPOBOAMUTCS
[P NIEPEMELIEHUN JeJ, BO3Bpare Jej, CMEHE NPEACENarelss TEPPpUTOPUAIBHON
KOMMCCHH, NIEPE] IEPENAYEH B aPXHUB.

[IpoBepka mnpoBOAUTCA MYTEM CBEPKU CTaT€d HOMEHKIATYpbl €l
C OMKMCAHUEM JIeJ]l Ha 00JI0OKKE, 8 PU3NYECKOE COCTOSHUE JIET ONPEAEISIeTCS MyTeM
UX BH3yaJbHOIO NIpocMoTpa. Bce oOHapyXeHHbIe HEAOCTATKH (PUKCHUPYIOTCS
B aKTE€ MPOBEPKU HAIUYUS U COCTOSIHUS JIEIL.

B cnydae yTpatbl JOKYMEHTOB U Ji€ll NPOBOJUTCA  CIIy»KeOHOe
paccieoBaHuEe, IO pPe3yiapTaraM KOTOPOIO JIMIIO, BUHOBHOE B YTpare, HECeT
OTBETCTBEHHOCTh B yCTAHOBJIEHHOM  nopsnke. IIpuHumarorcas — Mepsl
M0 3aMEUICHUI0 YTPAYEHHOTO JOKYMEHTAa 3aBEPEHHOM Konuel (1o BO3MOXKHOCTH).

Ecnn  ornenbHblE JOKYMEHTBI, YK€ BKJIIOYEHHBIE B JI€JI0, BPEMEHHO
TpeOyIOTCS AJis pabOThl, OHM MOTYT OBITh BBIJAHBI M3 Ji€Jla, @ Ha WX MECTO

BKJIQAbIBACTCA JIMCT-3aMECTUTCJIb C YKa3aHUECM, KOT'JIa, KOMY U Ha KaKou CPOK BblJaH
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JIOKYMEHT.

12.3. DxcnepTr3a IEHHOCTH JOKYMEHTOB.

DKcnepTu3a UEHHOCTH IOKYMEHTOB ITPOBOAUTCS sl yCTAHOBJIEHUS! HAYYHOM,
VUCTOPUYECKOM M MPAKTHYECKOW 3HAYMMOCTH JIOKYMEHTOB, OOpa30BaBIIMXCS B
nporecce NEeSATENBHOCTH TEPPUTOPHUAIIBHOU KOMHCCHH,
C LIeTBI0 0TOOpa UX IS JATbHEHUIIEro XpaHeHHs MU YHUUTOXKCHHSL.

OKcnepTh3a LUEHHOCTH JOKYMEHTOB IIPOBOJUTCS IIPM  COCTaBIICHUU
HOMEHKJIATyphl JIeN, B Ipolecce (OPMUPOBAHUS €], NPHU MOJATOTOBKE el
K Iepeladye B apXuB, NPU BBUICICHUH K YHHYTOXEHHUIO €I, 3JEKTPOHHBIX
JOKYMEHTOB, HE MOJIEKAUX XPAHEHUIO.

JUIst  paccMOTpEHHsI TMPOEKTOB HOPMATMBHO-METOAMYECKUX JOKYMEHTOB
II0 BOIIPOCaM JIEJIONPOU3BOJCTBA U ApXMBHOI'O JEJIA, OMUCEH NNl IOCTOSHHOTO
U JIOJITOBpeMEHHBIX (CBbIIEe 10 JIeT) CpPOKOB XpaHEHHUs, AKTOB 00 YHUUTOXKEHUH AEI
U JIOKYMEHTOB, HE MMEIOIIMX HAYYHOW LIEHHOCTHM M MNPAKTUYECKOrO 3HAYEHUS,
IIPUKa30M IpeAceaaresis TEPPUTOPHAIIBHON KOMHUCCHUU CO3JAeTCs IKCIIepTHAas
komuccus (ganee — DK).

B ee ¢pyHKIMH BXOOUT paCCMOTPEHUE U COTJIACOBAHME HOMEHKJIATYPbI JE
TEPPUTOPUATIBHON KOMUCCHH.

B cocra DK Moryr BKIOYaTbCs 4WIEHBI TEPPUTOPUAIBHOW KOMHUCCHH,
IpPaKJaHCKHE CITyKalIue anmnapara TEPPUTOPHUATIBHOU KOMHCCHH,
[0 COIJIacOBaHMIO paboTHUKHM amnmapara Caskt-lletepOyprckoii n3OupaTenbHON
KOMHUCCHH.

IIpn npoBeNEeHWH SKCHEPTU3bl LEHHOCTH JOKYMEHTOB OCYILIECTBISETCS
0oTOOp /1]l MOCTOSTHHOTO M JIOJTOBPEMEHHBIX (CBbIIEe 10 JI€T) CPOKOB XpaHEHHS,
B TOM YHCJIE 110 JUYHOMY COCTaBYy, OTOOp JIeJl C BpEMEHHBIMU CPOKAMU XPaHEHUS,
NOJIEKAIMX XPAHEHUIO, BBIACICHHE K YHUUYTOXEHHUIO €1, CPOKH XpaHEHWS
KOTOpbIX UCTeKIU. [Ipyu 3TOM OJHOBpPEMEHHO MPOBEPSAIOTCS KA4e€CTBO M IMOJHOTA
HOMEHKJIATypbl JI€Jl, NPaBWIBHOCTb ONPEIEICHUS CPOKOB XpaHEHUs Jell,

JIOKYMEHTOB.
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3KCHepTI/I33 HNEHHOCTHU AOKYMCHTOB OCYIICCTBIIICTCA ITYTCM ITOJUCTHOTIO

npocmotpa nen. He nmomyckaercs oTOOp JOKYMEHTOB I XpaHEHHS
WJIM K YHAYTOKEHUIO TOJIBKO HA OCHOBAHUY 3ar0JI0BKOB JIE]L.

OTO0op  DNMEKTPOHHBIX  JOKyMEHTOB  JJIs  Teperadyd B apXxuB
MOXET OCYIIECTBJISTbCS B aBTOMAaTHU3MPOBAHHOM pEXHME MyTeM O0TOopa
nokymeHToB B I1/] mo npusnakam «MHaekc nenay», « Cpok XpaHEHUsD.

JIOKYMEHTBI, YTpaTUBIIME MPAKTUYECKOE 3HAYEHWE W HE UMEIOIIUE
VCTOPUYECKON WJIM HAYYHOM LEHHOCTH, IO MCTEYEHUH YCTAHOBJICHHBIX CPOKOB
XPAaHEHMSI MOJJIEKAT YHUUTOKEHUIO 10 aKTy.

AKTBI O BBIJICJICHUHM K YHUYTOXXEHHUIO JIEN1 U JJOKYMEHTOB PacCMaTpHUBaIOTCS
Ha 3acegaHusx OK OJHOBPEMEHHO C ONUCAMHM [I€JI. YHHUYTOXKEHUE el
Y JOKYMEHTOB JI0 YTBEPKACHUS aKTOB 3aIPELIacTCs.

1o pe3ynbraTraM 3KCHEPTU3bI IIEHHOCTH IOKYMEHTOB Pa0OTHUKOM aIapara,
OTBETCTBEHHBIM 3a BEJICHHE JICJIONPOU3BOJICTBA €KETOJTHO COCTABIISIIOTCS CBOJHBIE
OIUCH nen IIOCTOSIHHOT'O U JOJITOBPEMEHHBIX
(cBpimie 10 7€T) CpPOKOB XpaHEHHA M MO JMYHOMY COCTaBy (IPHIIOKEHUS
NoNo 13,14,15), a Takke akTbhl O BBIACICHUM K YHMUTOXXCHHUIO JOKYMEHTOB,
HE NoJIekKAINX XpaHeHHto (mpuitoxxeHue Ne 16).

Onucu el MOCTOSHHOTO M JOJTOBpeMEHHBIX (CBbImie 10 J€eT) CpokoB
XpaHEHMs, a TakKKe AakTbl O BBIICICHUM K YHUYTOXEHHUIO JIOKYMEHTOB,
HE MOJISKAIINX XPAHEHUIO, paccMaTpuBatoTcs Ha JK.

Onucu  fen, JOKYMEHTOB TOCTOSIHHOTO CpOKa XpaHEHUsT M aKThl
O BBIJICJICHUY K YHUYTOXEHUIO JTOKYMEHTOB, HE MOJIEKAINX XPAHEHHIO, TOIJIEkKAT
yTBepkIeHuI0 LlenTpanbHoil akcnepTHO-IpoBepouyHor komuccuu (manee — LIDIK)
ApXUBHOTO KOMUTETA Cankr-IleTepOypra, a OIUCH nen
no guaHoMy coctaBy — yTBepxkaeanio DIIMK II'A CII6. Ilocne ytBepkaeHus
[IIIK ApxuBHoro komuteTa Cankt-IleTepOypra onucu Jen M akThl O BbIACICHUN
K YHUYTOKEHUIO JIOKYMEHTOB, HE MOJIEKAIINX XPAHEHUIO, YTBEPXKIAKOTCS

npejceaTesaeM TepPUTOPUaIbHON KOMUCCHU.
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LIepHOBI/IKI/I U PYKOIIMCHU  IMOATOTABIMBACMBIX  NTOKYMCHTOB, KOIIMH

WH(OPMAIIMOHHBIX M JIPYTUX MaTepUalioB, HE TMOJIekKAIIMX BKIIOUYEHUIO
B HOMCHKJIATYpPY [I€J, IO MHUHOBAaHHHM B HHX HAJIOOHOCTH MOTYT YHHUYTOXATHCS
0€e3 COCTaBJICHUS aKTa.

[leperuier (moamMBKa) A€ MPOU3BOJUTCS TOJBKO TIOCJIE MPOBEACHUS
AKCIIEPTU3bI LIEHHOCTH TOKYMEHTOB.

12.4. OdopmiieHue aer.

Jlena, momyiexaiiyde Imepeaadye Ha XpaHEHHE B apXHB, JOJDKHBI OBITh
o(opmIIeHBI COOTBETCTBYIOIIUM 00pa30OM.

OdopmiieHue iena BKIIOYAET B ce0sl MPOBEPKY CUCTEMATU3AINH IOKYMEHTOB
BHYTpPH JieJla, HyMEPALMIO JIMCTOB, COCTABJIEHUE BHYTPEHHEH ONMUCU JOKYMEHTOB
nena (mpuinoxenue Ne 17), nucra-zaBepurtens jena (mpuiokenue Ne 18),
oopMIICHUE PEKBU3UTOB O0JIOKKHU, TTOAIIMBKY (TIEPEIUIET) Jea.

B 3aBUCUMOCTH OT CPOKOB XpaHEHUS MPOBOAUTCS MOJHOE WJIA YaCTUYHOE
odopmIIeHUE JIC]I.

Jlena moCTOSIHHOTO W JIOJATOBpeMeHHBIX (CBbIie 10 JeT) CpoKOB XpaHEHUSs
nojJIexaT nmosHoMy ogopmiieHuto. [lomHoe opopmiieHne nena npenycMaTpuBaeT
MPOBEPKY  CHCTEMATH3alldd  JOKYMEHTOB BHYTPU Jiela, TPaBWIbHOCTH
ux opopMieHus (HaaIu4Yre HEOOXOIUMBIX MOJNUCEN, BU3, OTMETOK O PETUCTPALIUU
U WCTIOJHEHUH, TMPUIOKEHUN), HyMEpaIuio JIMCTOB, COCTABICHHE BHYTPECHHEMU
ONMKMCH JOKYMEHTOB Jena (uisi 0co00 LEHHBIX NeJl, JUYHBIX JAeN, a Takxke e,
c(hOpPMUPOBAHHBIX IO Pa3HOBUIHOCTAM JOKYMEHTOB, 3arojOBKH KOTOPBIX
HE pPACKpBIBAIOT KOHKPETHOE COJEpkKaHUE JOKyMEHTAa), COCTaBIICHHE JIUCTa-
3aBepuTeNs Aena, ohopMIeHne PEKBU3UTOB 00JI0KKHU, TTOAIIMBKY (TIeperieT) aena.

Jena BpemenHbIX (A0 10 jeT BKIFOYMTEIBHO) CPOKOB XPAHEHUS MOJJIEKAT
YaCTUYHOMY OGOPMIICHUIO: JOIMYCKAeTCsl HE TMPOBOJUTH CHUCTEMATHU3AIUIO
JIOKYMEHTOB B JieJie, JIUCThl JieJla HE HYMEpOBaThb, 3aBEPUTENIbHBIC HAJIUCU
HE COCTaBIISITh.

O6noxka nena oopmIsiercs o YCTaHOBJICHHOH dopme

(npunoxxenne Ne 19). Ilpu sTom 0003HaueHHE apXWUBHOrO MM(ppa, HAHOCUMOE



75
B MPaBOM BEPXHEM YIiy, nepeBopauuBaeTcs Ha 180 rpaaycoB MO OTHOLIEHHUIO

K 0O0O3HAYeHHWIO B JICBOM HW)XHEM YIIy €AWHUIBI XpaHeHus. CBeneHus
Ha 00JIOKKY MEPEHOCATCS U3 HOMEHKJIATYPBI JIeJI C YTOYHEHUSIMH, OTPaKaAIOIIUMHU
(dakTUYECKuil COCTAaB TOMEUICHHBIX B JIEJ0 JOKYMEHTOB.

O6moxkka nena odopmisieTcss YEpHBIMH CBETOCTOMKMMH —YEpHHIIAMH,
pa30opurBoO, 06€3 COKpaIeHuH.

Ha o06mokke nema yka3bIBalOTCS CIEAYIONIME PEKBU3UTHI: HANMEHOBAaHUE
TEPPUTOPUATBHON KOMHUCCHH, ICIONPON3BOACTBEHHBI HOMeEp (MHIEKC) Jena,
3arojIOBOK Jefia, jJara Jena (Toma, 4acTH), KOJUYECTBO JHCTOB B JIeNE, CPOK
XpaHEeHUs Jiea, apXUBHbIN mudp nena.

PexBu3UTHI, mpocTaBisieMble HAa OOJIOXKKE Jiea, OPOPMIIAIOTCS CIEAYIOIUM
obpazom:

HaUMEHOBAaHUE TEPPUTOPUATIBHOW KOMHCCHUU YKa3bIBa€TCS B COOTBETCTBHUU
C PErJIaMeHTOM TEPPUTOPHAIbHON KomuccuH. [IpM M3MEHEHWH HaWMEHOBAHUS
TEPPUTOPUATBHON KOMUCCUU B TEUEHHUE MEPHOJA, OXBAThIBAEMOI'O JTOKYMEHTaMHU
7iena, Ha 00JI0KKE K CTapOMy HAaMMEHOBAHUIO MTPHUITHCHIBAETCS] HOBOE;

JEJOMPOU3BOACTBEHHBIN HOMEp (MHIAEKC) JieNa — MpocTaBisieTcss HudpoBoe
o0o3HaueHuEe (MHIEKC) Jieja M0 HOMEHKJIAType Jesl M yKa3blBaeTcsi HOMEp Toma
(gactn);

3arojIoBOK (HaMMEHOBaHME) Jejla TEePEHOCUTCS W3 HOMEHKIATYpbl el
(B HEOOXOAMMBIX CIy4asiX B 3ar0JIOBOK BHOCATCS YTOYHECHHUS);

JaTa fiena — Ha O0JIOKKE JIea yKa3bIBAIOTCS IBE JaThl, KOTOPbIE HA3bIBAIOTCS
KpallHUMH JaTaMd M COOTBETCTBYIOT TOJy 3aBEJCHUS U OKOHYAHHS Jelna.
HavanpHast gata —2TO Aara caMOTrO paHHEro, a KOHEYHasl Jara — JaTa camoro
NO3/HET0 JOKyMeHTa B jeine. Ilpu 3TOM yuMTBIBaIOTCS JaThl BXOISIIMX
U HCXOIAUIMX JOKYMEHTOB (B cllydae HMX OTCYTCTBHS — AaThl PETUCTpaLUU
JIOKYMEHTOB) ¥ HE YUMTHIBAIOTCS JIaThl CIMCAHUS JOKYMEHTOB B JI€JI0, YKa3aHUH 110
UCIIOJTHEHUIO JOKYMEHTOB, OTMETOK HCIIOJHUTENS (32 HCKJIIOUEHHEM CIy4aes,

KOI'/Ia Ha JIOKYMEHTax He UMEEeTCsl APYruX JlaT, KpoMe NepeurcieHHbIX). Jaramu
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ACJ, COACPKAIINUX ITPOTOKOJIbI 3acenaHHI71, ABJIAIOTCA AAaThl IICPBOTO U MTOCJICTHECTO

IIPOTOKOJIOB, BOLLIEAIIUX B JEIO0.

[Ipn HanmcaHuu KpaWHUX AAaT HA OOJIOXKKAX JAEN MOCTOSHHOTO XpaHCHHs
YHCIIO U TOJl TPOCTABJISIIOTCS apaOCKUMU IupamMu, a Ha3BaHUE MeECALla MUIIETCS
nponucelo 0e3 cokpaiieHusa. Ha o0ioxkax Ael BPEMEHHBIX CPOKOB XpaHEHUS
YKa3bIBA€TCsI TOJIBKO T'OJ.

Ha o0noxkax nen, COCTOSIIMX W3 HECKOJBKUX TOMOB (4acTei),
IPOCTABIIAIOTCS KpallHUE AaThl KAKJIOTO TOMa (YacTH).

KosnuecTBO  IpOHYMEPOBaHHBIX B JI€JIE  JIMCTOB  NPOCTABIISIETCS
C JINCTA-3aBEPUTEIIS JIETIa.

Cpok XpaHEHHs IMEPEHOCUTCS Ha OOJIOKKY Jejia U3 HOMEHKIATypbl JEll.
Ha nenax nocrogHHoro xpanenus numercs: «IloctoaHHo».

ApxuBHbII mudp aena COCTOUT U3 HoMepa (oHJIa, HOMEPA OMKMCH, HOMepa
JIeJIa 10 OIMCH U MPOCTABIIIETCS MOCIIE YTBEPKACHUS U COTJIACOBAHUS ONMCEN JIEIT
MOCTOSTHHOTO U AOJTOBPEMEHHBIX (CBbIIE 10 JIeT) CPOKOB XpAHEHUS.

Ha xopemke pnema yka3bIBalOTCs 3arojoOBOK  JI€JIa, HHJAEKC JIeJa
10 HOMEHKJIATYpE, Aara JIeJIa U CPOK XPaHEHUS.

B nensix obecnieueHns COXpaHHOCTH U 3aKPETIIICHUS TTOPSsIIKa PaCcOI0KEHUS
JOKYMEHTOB, BKIIFOUEHHBIX B JIEJI0, BCE JIMCThI, KPOME YHCTBIX, JINCTA-3aBEPUTEILS
nena u JIMCTOB BHYTpPEHHEU OIIUCH, HYMEPYIOTC
B Pa3BEpPHYTOM BHUJE apaOCKuMu IudpamMu BajgoBol Hymeparueid. YUCTbie JTUCTHI
U3 Jena u3bIMaroTcs (0€3 MOBPEKIEHUS LENOCTHOCTH JIe€Ja) U YHUUYTOXKAIOTCS.
JIucTel HyMepyIOTCs IPOCTBHIM KapaHIallloOM CBEPXY BHU3 B BO3PACTAIOLLEM ITOPSAKE
HOMEPOB HauyuHas ¢ nepBoro. Lludpbl mpocTaBiIAOTCS B MPaBOM BEPXHEM YTy
mucra. Hymepanus LBETHBIME KapaHAalllaMd, YEpHWJIAMM U HyMepaTopaMu He
JIOIy CKAETCsl.

JIokyMeHTBI ¢ COOCTBEHHOW HyMepaluei JIMCTOB, B TOM YKCIIE MeYaTHbIC
U3JIaHUsl, HYMEpPYIOTCS B OOIIEM TOpSAKE WM COXPaHSAIOT COOCTBEHHYIO
HyMEpalul, €CIM OHa COOTBETCTBYET IMOPSAKOBOMY PACIIOJIOKEHUIO JHMCTOB

B JIEIIE.
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Cnoxennpli suct Oonbmoro ¢opmara (A2, A3) pa3BopauuBaeTcs

U HyMepyeTcs B IpPaBOM yacTH BepxHero mojs jaucra. Ilpu stom juct noboro
dopmaTta, MOAIIMTHIA 3a OAMH Kpail, HymMepyeTrcsa KaK OJWH JIUCT, a JIUCT,
CIIOKEHHBI M TOJIIMUTBHIA 32 CEpPeAHHY, MOMJIECKUT NEPEIINBKE U HyMEpyeTcs
KaK OJIMH JIUCT.

Ecnu B nene ecTb KOHBEPT C BIOXKEHUSMHU, TO CHayajaa HyMepyeTcsl KOHBEPT,
a 3aTe€M OYEpEeIHBIM HOMEPOM KaXK10€ BIIOKECHHUE.

dortorpadun W Ipyrue WUIIOCTPATHBHBIE MaTepHalbl HYMEPYIOTCS
Ha 000POTHOM CTOPOHE B JIEBOM BEPXHEM YTIIy.

JIucT ¢ Harayxo HaKJI€EHHBIMHM JOKYMEHTaMu (Bblpe3kamu, ¢potorpadusmMn)
HyMEpPYeTCsl KaK OJIMH JIUCT. Eciiu K TOKyMEHTY MOJKJIEEHbl OJHUM KpaeM Apyrue
JIOKYMEHTHI (BCTaBKH TE€KCTa, IEPEBObI), TO KAXK/IbIM JTUCT HyMEPYETCs OTACIBHO.

[Ipunoxenue K Jelly, COCTABIBSIIOUIEE OTIEIbHBIM TOM, HyMEpYeTcs
OTJIEIBHO.

[Ipy Hanmuuuu OTHEIBHBIX OIIMOOK B HyMEpaluu JHCTOB B Jelax
Ipy TOArOTOBKE HUX K CJade B apXHWB JOINYCKAETCI IO COIIACOBAHUIO
C HUM yIOTpeOIeHUE TUTEPHBIX (C OYKBEHHBIMU JIOMOJHEHUSIMU ) HOMEPOB JIMCTOB.

B nenax MOCTOSIHHOrO CpOKa XpaHEHUs M OTHEIbHBIX KAaTErOpHsIX el
0 JUYHOMY COCTaBy (JIMYHBIX JI€flaX, a TaKKe JejlaX, BKIIOYAIIIMX B ce0s
TPYJOBBIE JIOTOBOPBI, JOIOBOPBHI T'PAXKIAHCKO-IIPABOBOIO XapaKTepa M AKThI
BBINIOJIHEHHBIX pa0OT K HUM) I y4€Ta U MOKCKa JOKYMEHTOB B HayaJje Jejia MOKET
MOMEIIAThCS BHYTPEHHSSI onuch (mpuioxkenue Ne 17).

JIucThl BHYyTPEHHEN ONUCH HYMEPYIOTCS OTAEIBHO.

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

B nucte-3aBepurene nena urdpamMu ¥ Nponuchio yKa3plBaeTcs (pakTHueckoe
KOJIMYECTBO JIUCTOB B JAHHOM JIEJi€, @ TAK)KE HAIUYUE JTUTEPHBIX U MPOIMYIIEHHBIX
HOMEPOB JIUCTOB, KOJMYECTBO JINCTOB BHYTPEHHEH ONHCH M HAJIMYUE CPEAU
JIOKYMEHTOB Ta3eT, KHUT, OpoIIop, dyeprexen, gororpaduii, pucyHkoB U T.1.,

CTaBATCA JaTa U MOANUCH paOOTHHUKA, C(POPMUPOBABIIETO JIET0, U YKA3BIBAIOTCS €T0
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JOJIXKHOCTb, MHHUIIKAJIbI U (baMI/IJ'II/I}I. Ecau xoanmuecTBO IUCTOB B ACJIC U3MCHSACTCA,

3aBEPUTEIIbHAS HAJIIUCh COCTABIISETCS BHOBb.

[Ipu nmoAroToBKE A€ K MOAIMIMBKE (MEPEIIETY) MPOBEPAETCA NPABUIBHOCTD
ux (popmupoBanus, opopmiaeHus. MeTasIMdecKue U MIACTHKOBBIE CKPEIUICHHUS,
a TAKXKE TEPMOIIEPEIUIETHI U3 JOKYMEHTOB YIAJISIFOTCS.

JIOKYMEHTBI TIOJIIIIMBAIOTCS TaKUM 00pa3oM, YTOOBI MOXHO OBLIO CBOOOJIHO
IIPOYUTATh TEKCT KaXIOro JOKYMEHTa, BHU3bl M YyKa3aHUS II0 MCIOJIHEHHIO
JOKYMEHTA.

12.5. Ilepenayva nen B apXus.

ITepenaua nen mocrossHHOoro cpoka xpaneHus B LII'A CII6 ocymecTBisieTcs
noeanHU4YHO 1o yTrBepkaeHHbIM L[DIIK ApxuBHoro komutera Cankt-IleTepOypra
OIMCSIM JI€JI IOCTOSIHHOT'O XPAHEHHS.

[IpueM JOKYMEHTOB Ha TIOCTOSSHHOE XpaHEHHE OQOpMISIETCSI aKTOM
npuema-nepesayn 10KyMeHToB (mpuitoxxenue Ne 20).

IIpn nepenade Aesn Ha BCEX JK3EMIULIPAX ONMUCH JI€] IMPOTHB Ka)JI0ro
BKJIFOYEHHOTO B Hee Jena B rpade «IIlpuMeuanue» cTaBUTCA OTMETKA O HATMYUHU
nena. B KOHIE KaXIOro »SK3eMIUIsipa OINHCH JIed YKa3blBalOTCA LuppaMu
U TPONHUCHI0 KOJIUYECTBO (PAKTHUUECKH MPHUHATHIX (II€PEIaHHbIX) B apXuB e,
WHULMAIBl U (aMUIIMU JIUL, OCYIIECTBISIOIIMUX MpUEM-Tiepeaady Jei, CTaBATCA
UX MOJIUCH U J1aTa.

IIpu mpueme nen B apXWBe MPOBEPSAETCS MPABWIBHOCTh MX O(OPMIICHHS.
Hena, odopmiileHHbIE C HapyLIEHUWEM IMpaBUJl, YCTaHOBIEHHBIX WHCTpyKuueH,
BO3BPAIAIOTCSI B TEPPUTOPUAIBHYI0 KOMHCCHIO C YKa3aHUEM HEIOCTaTKOB
JUTSL UX YCTPAHEHHS.

TeppuropransHas KOMHCCHS uMeeT IPUOPUTETHOE IpaBo
Ha MCMOJIb30BAHNE JOKYMEHTOB, IEPEAAHHBIX €10 HA TOCYAAPCTBEHHOE XPAaHEHHE, B
TOM YHCJIE€ HA UX MEPBYIO MyOJIMKAIIHIO.

12.6. VcrionHEHHBIE JIEKTPOHHBIE JOKYMEHTBI CUCTEMATU3UPYIOTCA B €A B

COOTBETCTBUM €  HOMEHKIATYpOM  J€d  TEPPUTOPUAIBHOM  KOMHCCHH.
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HpI/I COCTABJICHUHW HOMCHKJIATYPbI JCJI B 3arOJIOBOK JCJIa BKJIKOYACTCA YKa3aHHUC

«ONEKTPOHHBIE TOKYMEHTBD.

Cpokn XpaHEHHsSI DSJEKTPOHHBIX JOKYMEHTOB COOTBETCTBYIOT CpOKaM
XpaHEHUs! aHAJIOTUYHBIX IOKYMEHTOB Ha OyMa>kHOM HOCHUTEIE.

OKcnepTu3a LEHHOCTH  JJEKTPOHHBIX  JOKYMEHTOB  OCYILECTBISETCS
B 00IIeM MOpSAKE, YCTAHOBJICHHOM JUJIsl JOKYMEHTOB Ha OyMa>KHOM HOCHTEIE.
Ilocne wucreyeHus CpoOKa, YCTAHOBJICHHOIO Uil XPAHEHUs DIEKTPOHHBIX €Il
(3NMEeKTpOHHBIX  JOKYMEHTOB), = Ha  OCHOBAHMM aKTa O  BBIJCJICHUH
UX K YHUYTOKEHUIO, YTBEPKICHHOT O ITPEACENATENEM TEPPUTOPUATIBHON KOMUCCHUH,
yYKa3aHHbIE  JJEKTPOHHBIE Jena  (JIEKTPOHHBIE  JOKYMEHTBhI)  IOJJIEKaT
YHUUYTOKEHUIO.

ONEKTPOHHBIE JOKYMEHTHI IIOCTOSIHHOTO CpOKAa XPaHEHMs IepeAaroTcs
Ha apXMBHOE XpaHEHUE MO OMHCIM C O(QOPMIICHHEM aKTa IMpUeMa-Iepesadu

SJICKTPOHHBIX JOKYMCHTOB.

13. OTBEeTCTBEHHOCTH

13.1. YUneHbl TEpPUTOPHAIBHOM KOMHCCUM H TPAXKIAHCKUE CITyKalue
amnmnapara TEpPUTOPHAIBHOM KOMMCCUU, TpaxkJaHE, 3aMelIalollue JOJIKHOCTH,
HE SIBJIAIONIMECS JOJDKHOCTSIMU TOCYAapCTBEHHOM TPAaXKIAHCKOM CITyKOBbI, a TaKKe
rpaXkJlaHe, MPUBJIEKAEMbIE MO TPAKIAHCKO-TIPABOBBIM JIOTOBOpAM, HECYT
MEepPCOHAIBHYI0O OTBETCTBEHHOCTh 3a coOoAeHue TpeboBanuii WMHCTpyKIuwy,
COXPAHHOCTh HAXOJSAIIUXCS Y HUX JJOKYMEHTOB.

13.2. OTBETCTBEHHOCTH 3a OpraHu3aluIo JEJTONTPOU3BOICTBA
B TePPUTOPUATHHOU KOMHCCHH, BHEJIPCHUE ABTOMATU3UPOBAHHBIX
(KOMITBIOTEPHBIX)  TEXHOJIOTHH  TMOJATOTOBKM W OOpaOOTKHM  JIOKYMEHTOB,
oOecrieueHne COXPAHHOCTH JOKYMEHTOB W TMepefady HUX B apXuB, KOHTPOJb
3a coOroieHreM TpeboBanuii MHCTpYKIIMKM HECET MpeJice1aTellb TEPPUTOPUATIEHON

KOMUCCHH.



[Tpunoxenue Ne 1
K HHCTPYKUUU

10 JIEJIONPOU3BOJCTBY B TEPPUTOPHATIBHON
n30upatenbHO Komuccuu Ne 55

(I)opMa PErUCTPANMOHHOIO KYPHAJAa BXOAAINUX JOKYMECHTOB

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

IIOKYMCHTE[), KOJI-BO JIUCTOB




[Tpunoxxenue Ne 2
K UHCTPYKIUHU
T10 JICJIONPOU3BOJICTBY B TEPPUTOPUATIEHON
n3ouparenbHo komuccun Ne 55

HEPEYEHDb
JOKYMEHTOB, He MOJJIeKAIMX PerucTpaluu

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

2. Y4eOHble MPOTrpaMMBbl, IJIAHBI.

3. PeknamHbIe U3BEIICHMUS, IaKaThI.

4. ITo3apaBUTENbHBIC TUCHMA U TEIETPAMMBI.

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

6. Byxrantepckrue TOKyMEHTBI.

7. IleuyaTHBIC N30aHUA.

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

9. O0Gparenus rpaxkaaH, MOCTYNUBIINE HA aIPeC dJIECKTPOHHON MOYTHI.



[Tpunoxenue Ne 3
K MHCTPYKIUHU
0 JICJIONPOU3BOJICTBY B TEPPUTOPUATHHON
n3buparenbHoi komuccuu Ne 55

AKT

MBI, HUKEO AU CABIIINECS

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

HaCTOHHII/Iﬁ dKT COCTABJICH B IBYX JK3CMILIISIpaAx.

[Toanucek, pacumppoBKa NOANHUCH:




[Tpunoxenue Ne 4
K UHCTPYKIUU
T10 JICJIONPOU3BOJICTBY B TEPPUTOPUATIEHON
n3ouparenbHo komuccun Ne 55

(I)Oprl 6JIaHKOB, HCIIOJIB3YEMBIX B TeppHTOpHaﬂbHOﬁ KOMHCCHH



«

»

TEPPUTOPUAJIBHASA NU3BUPATEJIBHASA KOMUCCUS Ne 55

IIPOTOKOJ 3ACEAAHUNUA

20  ron No

Cankr-IletepOypr



TEPPUTOPUAJIBHAS NU3BUPATEJIBHASA KOMUCCUS Ne 55

PEINIEHHUE

« » 20 rong No

Cankr-IletepOypr



«
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TEPPUTOPUAJILHAS U3BUPATEJILHASI KOMUCCHS Ne 55
NPEJCEJAATEJD

INPUKA3

» 20 ron Ne

Cankr-IletepOypr
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TEPPUTOPUAJIBHAS
MN3BUPATEJIBHAS KOMUCCHS Ne 55

CAHKT-IIETEPBYPI'
yi. Kamannckas, x. 7, Carkr-IlerepOypr, r. [Teteprod, 198510
Ten. (812) 241-44-95, daxc (812) 241-44-95
http://www.tik55.spbik.spb.ru

tik55.spbik.spb.ru
OKIIO 44175858; OI'PH 1207800058553;
WHH/KIIIT 7819042648/781901001

No

Ha Ne oT




ITpunoxxenue Ne 5
K UHCTPYKLIUU
0 JICJIONPOU3BOJICTBY B TEPPUTOPUATHHON
n3buparenbHoi komuccuu Ne 55

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

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

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

2. HauMmeHoBaHue BHUIa IOKYMEHTA NI€YaTAETCS MPOMUCHBIMU OYKBAMH.

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

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

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

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

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

o mpudT PT Astra Serif



&9

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

8. Ilpu QopmaTupoBaHUM TaOIUI] HEOOXOIUMO COOJIOAATH CIEIYIOIINE
TpeOOBaHMUS:

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

Ta0JIMIIa BBIPABHUBAETCS 1O IEHTPY JIUCTA;

3aroJIOBKHU CTOJIOIIOB Ml CTPOK BEIPABHUBAIOTCS 110 IICHTPY SIYCHKH;

JTAaHHBIC B sTYCHMKaAX TaOJIUIIBI BHIPABHUBAIOTCSI CBEPXY 10 JIEBOMY Kparlo;

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

CTPOKH TaOJHUIILI MIEPEHOCATCS HA HOBBIM JIUCT JOKYMEHTA MCKIIOYUTEIBHO
HETKOM;

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

9. Pazmepsl noneil JOKyMEHTa JOJKHBI UMETh CIIEAYIOIINE MapaMeTpPhbl:

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

Ot kpas A0 KOJOHTHUTYJIA:
° BEPXHETO 1,25 cm

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

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

® MECTO COCTaBJIECHMS (M3aHUs) TOKYMEHTA;

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

e rpud yTBEpKICHUS TOKYMEHTA,

® 3aroJIOBOK K TEKCTY JOKYMEHTA;

® TEKCT JOKYMEHTA;

® OTMETKA O HAJUYHMH MPUIIOKEHUS;

® [OJIIUCH;

® OTMETKa 00 3JIEKTPOHHOM MOANNCH;

e rpud coriacoBaHus JOKYMEHTA;

e OTMETKa 00 UCIOJIHUTEIIE;

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

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

N3 HCCKOJIbBKUX CTPOK, I€YaTar0T CO CIACAYIOINMU ITapaMCTpaMu:

o mpudT PT Astra Serif

o pasmep 14 myHkTOB

o OTCTYII cieBa 0cm
cripaBa 0cMm

o WHTEPBAJI nepen 0 myHKTOB
rnocsue 0 myHKTOB

. MEKCTPOUYHBIN UHTEPBAI OJMHAPHBIN

° OTCTYII IIEPBOU CTPOKH HET
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o BBIPABHUBAHUE 10 LIEHTPY.

12. PekBu3uT «Aqpecar» MevararoT co CIASAYIOMUMU TapaMeTpamMu:

o mpudT PT Astra Serif

o pa3Mep 14 myHkTOB

o OTCTyIl cieBa 7 cM
cripaBa 0cMm

o UHTEpBa nepen 0 myHKTOB
1ocie 0 myHKTOB

o MEKCTPOYHBIN HHTEPBAJ OJIMHAPHBIN

o OTCTYII IIEPBOU CTPOKH HET

o BBIPABHUBAHNE 10 LIEHTPY.

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

— Enter), Hanpumep:

COI'JTACOBAHO

PykoBonurens @enepanibHOTO
ApXUBHOT'O areHTCTBA

A.H. AptuzoB

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

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

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

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

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

17. He nomyckaeTcsi mucaTh CJIOBa C pa3psAKOM, BCTABIAS MPOOEIbl MEXKITY
OykBamu B ciioBax. He jomyckaercst HCHOIb30BaHUE MPOOETOB 711 00pa30BaHMS
a03alHOro OTCTyMNa (KpacHOM CTPOKH) WJIM MYCTHIX CTPOK. B Tekcre HE MOIKHO
BCTpeUaThCsl MOAPsAA OoJjiee OJHOTO CHMBOJA Tpodena. PasneneHue nHUIIMATIOB
U Gamunnu, cuMBoia Ne u yncia, mopsIKOBOTO HOMEpPA CTaThH, 9YaCTH, ITyHKTA WU
HOJIITYHKTa IPaBOBOrO aKTa, YUCJIA Mecsla U Ha3BaHUs Mecsla, 4ucia rojaa
U CJOBa «TrOJ», JIIOOBIX YHUCIOBBIX 3HAUEHWH W €IUHUI] U3MEPEHHs eNaeTcs
C HCIOJBb30BaHUEM Hepa3pbIBHOro mpobena (coueranue kiaBum Shift — Ctrl —
[TpoGen).

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

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

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

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

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

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

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

Shift — Enter).



ITpunoxenue Ne 6
K UHCTPYKLIUU
0 JICJIONPOU3BOJICTBY B TEPPUTOPUATHHON
n3buparenbHoi komuccuu Ne 55

Cnucok paccblIKH MCXOISIIIIUX TOKYMEHTOB

Ne HaunMeHoBanue oprana

IToJiHbBI MOYTOBBIN aapec
n/n (opranuszanumn)

[Ipencenarens TeppuropuanibHOU

n30upatenbHoi komuccuu Ne 55

(moamuce) (pacmudpoBKa MOAMUCH)

Hcnomaurens

(moamuce) (pacmudpoBKa MOAMUCH)

« » 20 1.




ITpunoxenue Ne 7
K UHCTPYKLIUU
0 JICJIONPOU3BOJICTBY B TEPPUTOPUATHHON
n3buparenbHoi komuccuu Ne 55

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

. HaumenoBanue I'PYIIIIBI U BUO4d JOKYMCHTA.

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

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

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

11. Uaaekc aena mo HOMEHKJIAType Jedl.

12. CBenenus o nepeagpecany JOKyMEHTA.

13. KosnnuecTBO JINCTOB OCHOBHOT'O IOKYMEHTA.

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

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

16. OT™MeTKa 0 KOHTpOJIE.

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

18. ITpoBepka 371eKTpOHHOM MOoANUCH (TIPU HATTUYUH).

19. ITonpasnenenue — OTBETCTBEHHBIN UCIIOJIHUTENb JOKYMEHTA.

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

! Ucnone3yeTest COKpalenue, IpUBEAEHHOE B yHKTe 1.8 HacTosmmel MHCTpyKIwy.



B TeppuropuajsbHoii n30upartebHON Komuccuu Ne 55

[Tpunoxenue Ne 8.1
K UHCTPYKLIUU
0 JICJIONPOU3BOJICTBY B TEPPUTOPUATHHON

n3buparenbHoi komuccuu Ne 55

KYPHAJI

ydeTa JMYHOI0 MPUeMa IrPakIaH

OTMeTKa d.N1.0.
IHouToBLIN Kpartkoe 0 pe3yJabTaTax M NOANUCH
Ne Mara ®.1.0. P pesy A
aapec coJep;KaHue npuemMa JuIa,
1/ | npueMa | 3asiBUTEJIA
3asiBHUTEJIS oOpamenust (npuHsTOE MPOBOAUBIIETO
peleHue) npuemM
1 2 3 4 5 6 7
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[Tpunoxenue Ne 8.2
K UHCTPYKLIUU
0 JICJIONPOU3BOJICTBY B TEPPUTOPUATHHON
n3buparenbHoi komuccuu Ne 55

KAPTOYKA JIMYHOI'O ITIPUEMA I'PAYKJIAH
B TEPPUTOPUAJIBHOMN U3EUPATEJIBHOU KOMUCCHH Ne 55

Jara oOpamienus
Jara npuema

« » 20 T. Ne
daMuIns, UM, OTYECTBO 3asBUTENS Jl0MKHOCTHOE JIMI0, BEAYILEE PUEM
MecTo xuTenscTBa, TeaehoH Pesynbrarsl paccMoTpeHus

Kareropus 3asButeis

Copepxanue obpalieHus

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

coriiacu€ Ha MNOpeaoCTaBJICHUC MHC YCTHOTO OTBETa B XOJAC JMYHOrIoO IMpueMa 10 CYHECTBY
IMMOCTABJICHHBIX B YCTHOM O6paH_[eHI/II/I BOIIPOCOB. IIuceMeHHOTO OTBETA HE Tpe6yeTc5{.

(mata) (moanuch 3asBUTENS) (pacmmdpoBKa MOAMHUCH)

A,
BbIpaXaro

(Damunusi, UMs, OTYECTBO 3asIBUTEIIS)

corjiaCuc€ Ha BUACO-U (I/IJ'II/I) AYyJUOIIPOTOKOIMPOBAHUC JIMYHOT'O ITpHUEMa.

(mata) (moamuch 3asBUTEINS) (pacmmdpoBKa MOANHUCH)
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ITpunoxenue Ne 9
K UHCTPYKLIUU
0 JICJIONPOU3BOJICTBY B TEPPUTOPUATHHON
n3buparenbHoi komuccuu Ne 55

JIucer coryiacoBanus

JomKHOCTD

damunus,

Hara Tonmmcen WHHULAAJIBI

HUcnomuurenu
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ITpunoxenune Ne 10
K UHCTPYKIUHU
T10 JCJIONPOU3BOJICTBY B TEPPUTOPUATIEHON
n3ouparenbHo komuccuu Ne 55

YTBEPX/IAIO

IIpencenarens TeppuropuanbHOU
n3buparenbHol komuccuu Ne 55

(moamucek) (mHUIIMATBI, (HaMIITHS)

« » 20 T.

OT14eT 0 pacchlIKe 0 COOTBETCTBYIOUIUM aIpecaTaM U pa3MelleHun
pemienuii TeppuropuajbHoil N30MpaTebHONH KoMmuccuu Ne 55
Ha 0pUIHAJIBHOM caiiTe

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

(moamuck) (pactumdpoBKa MOAMHUCH)
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[Tpunoxxenune Ne 11
K UHCTPYKLUHU
0 JICJIONPOU3BOJICTBY B TEPPUTOPUATHHON
n3buparenbHoi komuccuu Ne 55

HEPEYEHD

nmoAJICKaAaUX KOHTPOJJIK JOKYMEHTOB € YKa3aHUEM CPOKOB HCITOJIHCHUS

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

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

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

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

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

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

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

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

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

10. 3anpocsl CEHAaTOpOB Poccuiickoit denepanuu, JEMyTaToOB

[l'ocynapctBennort Jlymbr ®enepanbroro CoOpanusi Poccmiickoit ®deneparym —



He no3/iHee yeM vepe3 30 KalleHIapHbIX JHEW CO JHS €ro MOJIyYEHUs WU B MHOM
COIJIaCOBaHHBIM C MHULIMATOPOM 3arpoca CpoK.

11. O6pamienus  cenatopoB  Poccuiickoit ~ deneparuu,  JAemyTaToOB
I'ocynapctBennoit Jlymer ®DenepanpHoro CobOpanusi Poccuiickoit depeparuu
[0  BONpOCaM, CBSA3AHHBIM C WX  JEATEIbHOCTHIO, — HE3AMEIUTEIBHO
(pu HEOOXOAUMOCTH TMOTYUSHUS JJOTIOTHUTEIBHBIX MaTEPHATIOB — HE MO3/THEE YeM
yepe3 30 KaeHJapHbIX THEW CO JAHS MOJy4YEHUs 0OpalleHus).

12. O6pamenus JIETyTaTOB 3aK0HOIATETHLHOTO Cobpanust
Cankr-IletepOypra — B cpok, ycranoieHHbIl CankT-IleTepOypra.

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

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

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

16. OOpaieHus, CBA3aHHbIE C peain3aluel U 3alUTON N30UpaTENbHBIX MPaB
W mpaBa Ha yyactue B pedepenayme rpaxaanH Poccuiickoiri dDepeparuu,
MOCTYNUBIINE B TEPPUTOPUAIBHYI0O KOMHUCCHUIO B XOAE COOTBETCTBYIOIIEH
n30upaTebHOM  KaMIaHWW, KaMIlaHud  pedepeHayMa, —B  COOTBETCTBUU
¢ MeepanbHLIM 3aKOHOM 00 OCHOBHBIX FapaHTHAX U30MPaTeIbHBIX IPaB!.

17. Ilepecbiika oOpallleHU TrpaxkaaH, COAEPKAIIMX BOIMPOCHI, PEIICHUE
KOTOPBIX HE OTHOCUTCA K KOMIIETCHIIMM TEPPUTOPUATLHON KOMMCCHH,
OCYUIECTBJISIETCS B TEUEHHE CEMU KaJeHAAPHBIX JHEH.

OOparienue, CBI3aHHOE C COOTBETCTBYIOIIEH M30MpaTEeNbHON KaMIlaHUEH,
KammaHuen pedepeHayMa, TMOCTYNHBIIEE B TEPPUTOPUATHHYIO KOMHCCHIO
JI0 YCTAHOBJICHUSI €10 UTOTOB TOJIOCOBAHUS, OINPEACIICHUS Pe3yJbTaTOB BHIOOPOB,

pedepenayma U coAepXallee BOMPOCHI, PEIIEHHE KOTOPhIX HE BXOJMT

! Ucnone3yeTest COKpalenue, NpUBEAEHHOE B yHKTe 1.2 HacTosmmel UHCTpyKIwy.



B KOMIICTCHIINIO KOMHUCCHM, B TEUEHHWE MATH JHEW IMOCJE JHA IMOCTYTUICHHS
HalpaBJsieTCs] B KOMHCCHIO, HMHOW OpraH WM JODKHOCTHOMY  JIMILY,
B KOMIIETEHIIMIO KOTOPBIX BXOAUT €ro pPacCMOTpPEHHE, a IMOCTYNHBIIEE B WHOM
NepuoJl MO0 HE CBSI3aHHOE C COOTBETCTBYIOIIEW H30MpATElIbHON KaMIaHUEH,
KaMmnaHuel pedepeHayma — B TeUEHUE CEMU JHEH mocie AHS MOCTYIUICHHUS.

OO0parenus, He CBSI3aHHBIC C pean3alreil U 3alIUTON N30UpaTeNbHbIX MPaB
U TpaBa Ha ydactue B pedepenayme TpaxaaH Poccuiickoir deneparuu,
NOCTYIHBIIAE B TEPPUTOPUATBHYI0 KOMHCCHIO B MEPUOJ COOTBETCTBYIOLIEH
n30upaTebHOM KaMMaHWHM, KamMIaHuu pedepeHayma, a TakKe MOCTYIMUBIINE
BHE TepHoJa M30MpaTEeNbHON KaMIaHWHW, KaMIaHuW pedepeHayma WU IOcie
YCTaHOBJICHUSI TEPPUTOPUAIBHON KOMHCCHEN UTOTOB TOJIOCOBAHUS, ONpPEICICHUS
pe3yJbTaToB BBIOOPOB, pedepeHayma, —B TedeHue 30 pgHel mocne JHA
WX TIOCTYIUICHHUS.

18. OOparmienus  cpeACTB  MaccoBoM  uHMOpManuu MO  BOIpocam
npenocTaBiieHuss UHQOpMAIUu —B  TEUEHHE CEeMU  KaJlCHJApHBIX  JIHEW.
Ecnu tpebyemble cBefeHUS HE MOTYT OBITh MPENOCTaBIEHBI B yKa3aHHBIM CPOK,
TO JIOMYCKAeTCs OTCPOYKa B TMPEIOCTaBICHUM 3arpaiimBacMoil HHpOpManuu
C BPYUYECHHEM MPEACTABUTEIIIO PEIAKIIMUA B TPEXTHEBHBIM CPOK CO JHS MOTYUYCHUS
MMCBMEHHOIO 3arpoca WH(OpMaluu yBEeJOMIIEHHS 00 OTCpOUYKE, B KOTOPOM
YKa3bIBalOTCA NPHUYMHBI OTCPOYKH, Jara, K KOTOpod OyaeTr mpenocTaBiieHa
3armpariuBaeMasi tHpopMalus, JoIKHOCTHOE JIMIIO, YCTAHOBUBIIIEE OTCPOUKY, /1aTa
MIPUHSTHUS PEIICHUs] 00 OTCPOUKE.

19. 3anpoc rocyaapcTBEHHOIO0 OpraHa, OpraHa MECTHOI'O CaMOYIIPaBIICHHS
WIM JOJDKHOCTHOIO JIMIIA, paccMaTpHUBAIOLIEro oOpalleHHe TIpakKJaHuHA, —
JOKYMEHTbl W Marepuaibl, HEOOXOJIMMBbIE I PAacCMOTpPEHHUs OOpalieHus,
MPEIOCTABISIIOTCA B TE€UEHHE |5 NHENM WM WHOM CPOK, YKA3aHHBIM B 3aIpoce
(M0 BO3MOKHOCTH), 32 HMCKJIIOYECHHUEM JTOKYMEHTOB M MAaTE€pPHAIOB, B KOTOPBIX
COJIEpKaTCs CBEICHUS], COCTABIISIOLINE TOCYIAPCTBEHHYIO WJIM UHYIO OXPaHSAEMYIO
dbeneparbHBIM 3aKOHOM TaifHy, W JJIi KOTOPBIX YCTAHOBIIGH OCOOBIN MOPSIIOK

IPe0CTaBIICHUSI.
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[Tpunoxxenune Neo 12
K UHCTPYKLUHU
0 JICJIONPOU3BOJICTBY B TEPPUTOPUATHHON
n3buparenbHoi komuccuu Ne 55

TeppuropranbHas YTBEPXIAIO
n30upatenpHas komuccus NeS55
HOMEHKIJIATYPA JEJI IIpencenarens
TepputopuanbHOM
Ne u30upatenbHoi komuccuu Ne 55
(mata)
(moamuck) (pacmudpoBka MmoamUCcH)

Ha roa (nata)
n Komaaectso Cpoxk xpaHeHus

HACKC 3arosnoBox siena TOMOB POX*p [Ipumeuanus

Jena o 1 Ne crareil o nepeyHo

(uacreii)
1 2 3 4 5

Haspanwue paznena

(HaMMEeHOBaHUE JTOJKHOCTH COCTABUTENS (moamnuce) (pacmm@poBKa MOANKUCH)
HOMEHKJIaTyphbl)
(mara)
COT'JTACOBAHO COT'JIACOBAHO
IIpoTokos DkcepTHOM KOMUCCUU Cexperapb Cankr-IlerepOyprekoit
TeppuropuanbHOl n3bupaTenbHO Komuccuu Ne 55 n30UpaTeTbHON KOMUCCUU
oT Ne

(mogmuce)  (pacmudpoBKa MOJIMUCH)



[Iponomxenue npunoxeHust Ne 12

Hrorosas 3amuch o KaTCTOPHAX U KOJIUMYICCTBE ACJI, 3aBCACHHBIX

B roxy B TepputopuanbHoil n30MparenbHoil komuccuu Ne 55
B ToM uncne
ITo cpokam xpaHeHus Bcero T — C OTMETKOM
pexomt «OQIK»
1 2 3 4

Ha 6ymaxkxnoMm Hocutese

(mpu HAMUUMU TUOPUIHBIX Jei, ToM(a) Ha OyMaXHOM HOCHTEJIC YUYUTHIBAIOTCS B pasJieie
tabmuubl «Ha OymakHOM HoOcuTene», TOM(a) Ha 3JEKTPOHHOM HOCHTEJE YYHMTHIBAIOTCS B
pazniesne Tabauibl « JIEKTPOHHBIX)):

ITocTosiHHOTO

Honrospemennoro (cBaiie 10 jer)

Bpemennoro (10 10 et BKIIOYUTENBHO)

ONEeKTPOHHBIX

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

B paznene Tabmuibl «Ha OymakHOM HOcUTENE), TOM(a) Ha SJIEKTPOHHOM HOCHUTEIE
YUUTBIBAIOTCS B pa3zieiiec TaOJIUIbl « DIECKTPOHHBIX)):

ITocTossHHOTO

JoarospemenHoro (csaiue 10 sier)

Bpemennoro (10 10 sieT BKIIOYUTENBHO)

HUTOI'O:

(HaMMEeHOBaHUE JIOJKHOCTH COCTABUTEIS (moamuce) (pacmmdpoBKa MOAMHUCH)
HOMEHKJIATYpBbl)

(mara)




TepputopuanbHas
n3bupatenpHas komuccus Ne 55
®OHJ Ne
OIIUChH Ne

A€, TIOKYMEHTOB IIOCTOSSHHOI'O XpaHCHUA
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[Tpunoxxenue Ne 13
K UHCTPYKLUHU
0 JICJIONPOU3BOJICTBY B TEPPUTOPUATHHON
n3buparenbHoi komuccuu Ne 55

YTBEPXIAIO
[Ipencenarens

TeppuropuanbHON
n3buparenbHO Komuccuu Ne 55

3a roJt
(moamuck) (pacmudpoBKa MOAIUCH)
(mara)

No Hunexc 3aroJyiIoBoK o
Kpaiinue nats KonuuectBo nuctoB | Ilpumeuanus

/1 nena zena

1 2 3 4 5 6

HaszBanue pasnena

B nanub1i pa3nen onucyu BHECEHO el

(mdpamMu ¥ TIPOIHCHIO)

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

HaI/IMeHOBaHI/IC JOJPKHOCTU COCTAaBHUTECIIA IIOAITNUCH pacmmprBKa IIOAITNCHU
OITMCH

HanmeHoBanne J0IKHOCTH MO IITNCH pacmidpoBKa MOIMUCH

OTBCTCTBCHHOI'O 3a apXWB

(nata)

COTI'JTACOBAHO
IIpoTokOoa DKCEPTHON KOMUCCHH
TepputopuansHoil H30UpaTENHHOMI

komuccuu Ne 55

oT Ne

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

oT Ne
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ITpunoxenune Ne 14
K UHCTPYKIUHU
T10 JCJIONPOU3BOJICTBY B TEPPUTOPUATIEHON
n3ouparenbHo komuccuu Ne 55

TeppuropuaibHas YTBEPXJAIO
n3buparenpHas komuccus Ne 55

®OHJ Ne [Ipencenarens
OIUCH N TeppuropuanbHoii

Jel, IIOKYMEHTOB BPEMEHHBIX H36HpaTeHbHOﬁ komuccuu Ne 55

(cBeimre 10 neT) cpoka XpaHeHUs

(moamuce) (pacmmgpoBKa MOAIKCH)

3a roj
(mara)
No Nunexc 3arosoBoOK Kpaiinue Cpok KonunuecTtBo
[Tpumeuanus
n/n nena nerna JIaThI XpaHEeHHUS JMCTOB
1 2 3 4 5 6 7
HaszBanue paznena
B nmanubIii pa3gen onucyu BHECEHO hi ()
(uudpaMu 1 NPONKCHIO)
c Neo mo Ne , B TOM
qucle:
JUTEpHBIE HOMepa! )
MPOMYIICHHBIE HOMEpA:
(HaMMEHOBaHUE TOJKHOCTU COCTABUTES (moamuce) (pacmmdpoBKa MOAMHUCH)
OTIHCH)
(HaMMEHOBaHUE JIOJKHOCTH (moamuce) (pacmmdpoBKa MOAMHUCH)
OTBETCTBEHHOTO 32 apXUB)
(mara)
COTI'JTACOBAHO YTBEPXJIEHA
ITpoTokos DKCIepTHOW KOMUCCUHT [Tporokou L{eHTpansHOI IKCITEPTHO -
TepputopuaiibHOI U30UpaTENbHOMN MIPOBEPOYHON KOMUCCUU
komuccuu Ne 55 ApxuHoro komutera Cankt-IlerepOypra

oT Ne oT Ne



TeppuropuaibHas
n3buparenpHas komuccus Ne 55
®OHJA Ne
OIIUCH Ne

ACJI, JOKYMCHTOB 11O JIMYHOMY COCTaBy
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ITpunoxenune Neo 15
K UHCTPYKIUHU
IO JCJIONPOU3BOJICTBY B TEPPUTOPHUATILHON
n3ouparenbHo komuccuu Ne 55

YTBEPXJAIO

[Ipencenarens
TepputopuanbHOit
n30uparenbHol kKomuccuu Ne 55

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

HaszBanue paznena

| | |

B nanHBII pa3nen onucu BHECEHO Jen
(tmudpaMu ¥ TPOITHUCHIO)

c Ne mo Ne , B TOM

qHCle:

JUTEPHBIE HOMEpa! )

MPOIyIIIEHHbIE HOMEepa:

(HamMeHOBaHUE JOJIKHOCTH (monmucek) (pacuudpoBka moanucu)

OTBETCTBEHHOTO 32 apXHB)

(HaMEHOBaHUE TOJKHOCTU COCTABUTENS (moamuce) (pactmmdpoBKa MOAMHUCH)

OTIHCH)

(mara)

COTI'JTACOBAHO
IIpoToKOa DKCEPTHON KOMUCCHH
TepputopuaibHON H30UpaTENBLHOM

komuccun Ne 55

oT Ne

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

oT Ne



ITpunoxxenue Ne 16
K UHCTPYKIUHU
T10 JICJIONPOU3BOJICTBY B TEPPUTOPHUATILHON
n3ouparenbHo komuccuu Ne 55

TepputopuanbHas YTBEPXIAIO
n3bupatenpHas komuccus Ne 55 IIpencenarens
AKT TepputopuasibHOM
No n3buparensHOi KomMmuccuu Ne 55

(MecTo cocTaBeHUs)

O BbIIEIEHUH K YHHYTOKEHUIO (moamucek) (pacmudpoBka moanucy)
(apXHMBHBIX) JOKYMEHTOB,
He MOo/JIeKAIUX XPAHEHU IO
(nara)
Ha ocuoBanum IlepeuHss THUIOBBIX YIPaBICHYECKUX AaAPXUBHBIX  JTOKYMEHTOB,

o0OpasyroHmuxcsi B IpoOLEcCe MAEATENbHOCTH TIOCYJApCTBEHHBIX OPraHOB, OPIaHOB MECTHOIO
CaMOYIIPaBJIEHUS W OpraHu3aldi, C YKa3aHUEM CpPOKOB XpaHEHMsI M HOMEHKIATYphl Jell
TeppuropuanbHoli H30MpaTeNbHON KOMUCCHU Ne  0TOOpaHBI K YHHUTOXEHHIO KaK HE HMEIOIIHe
HAy4YHO-UCTOPUYECKON LIEHHOCTH U YTPATUBILNE IIPAKTUYECKOE 3HAYECHHUE JOKYMEHTBI:

Ne Ne onucu
(mpu
BBIJICTICHUH K
3aroJ0BOK g Ne en. xp.
YHUUYTOXKEHHUIO Cpoku
nena 10 OTIHCH
JOKYMEHTOB Kon-Bo XpaHEHHS
No WIH T otbI (uHIEKC [Tpume-
. A P MOATOTOBKE el. Xp. U HOMeEpa
/Tl | TPYIIIOBOM 1o C JaHWS
JIeN K Tiepeiayue (mem) craTteit
3aroJI0BOK HOMEHKJIa-
B apXUB IO MEPEYHIO
JIOKYMEHTOB Type Aen)
OpraHu3aIui,
rpada He
3aMoIHsIEeTCs])
1 2 3 4 5 6 7 8
Hroro el. xp. (e, SJIEKTPOHHBIX Jel) 3a TOJIbI

(unpamu 1 MPONUCHIO)

Omnucu Jes1 NOCTOSIHHOTO XpaHEeHUs 32 rOJIbl yTBEPKIEHHI ¢ L{eHTpanbHOM HKCIIEPTHO

-IIPOBEPOYHOU KOMHCCHEN ApPXHUBHOTO KOMHUTETA Cankr-IlerepOypra (mpoTokon
oT« » 20 r. Ne ).
(HaMMEeHOBaHUE JTOJKHOCTH JIMIIA, (moanuce) (pacmudpoBKa MOAMKCH)
OTBETCTBEHHOI'O 3a ApXUB
(mara)
COI'JTACOBAHO YTBEPXJIEH
[IpoTokon DkcnepTHON KOMUCCUU LlenTpanibHOM SKCIEPTHO-NPOBEPOYHOM
TepputopuaibHOM KOMUCCHH APXHUBHOIO KOMUTETA

n3bupatensHoi Komuccuu Ne 55 Cankr-IlerepOypra

oT Ne oT Ne



[Tponomxenue npunoxkenust Ne 16

JIOKyMEHTBI B KOJIMUECTBE ead. Xp. (e, 3IeKTPOHHBIX JIeN):

- Ha OyMa)KHOM HOCHUTEJIE BECOM KT CIIaHbl B
(HaMMEHOBaHUE OPraHU3aLNIN)

- Ha 3JICKTPOHHOM HOCHUTCJIC CAaHbI HA YHUYTOKCHUC

(cioco0 YHUUTOXKECHHS)

(HaMMEHOBAHUE JIOJKHOCTH JIMLIA, (moamuce) (pacmudpoBKa MOIMHICH)
C/IaBLIETO JJOKYMEHTBI)

(mara)

HN3meHeHus B YUYCTHBIC TOKYMCHTBI BHCCCHDI

(HaMeHOBaHUE JIOJHDKHOCTH JIMIIA, BHECILIETO (monmucek) (pactmmdpoBKa MOAMKUCH)
M3MEHEHHUS B yUYETHBIE JOKYMEHTHI)

(mara)
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[Tpunoxxenune Neo 17
K UHCTPYKLUHU
0 JICJIONPOU3BOJICTBY B TEPPUTOPUATHHON
n3buparenbHoi komuccuu Ne 55

BHYTPEHHSA OITMCH JOKYMEHTOB JIEJIA

BHyTpeHHsIs1 ONUCH JOKYMEHTOB /iesia Ne

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

JINIIa, COCTaBUBIIIETO
BHYTPEHHIOIO OIKCH
JIOKYMEHTOB JieJa)

(nata)
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[Tpunoxxenue Ne 18
K UHCTPYKLUHU
0 JICJIONPOU3BOJICTBY B TEPPUTOPUATHHON
n3buparenbHoi komuccuu Ne 55

JIMCT-3ABEPUTEJIb AEJIA

Jluct - 3aBeputenb aena No

B nene noammTo 1 MpoOHyMEpPOBaHO aucT(oB),

(tmudpaMu ¥ IPOITHUCHIO)

¢ No mo Ne , B TOM YHCJIE:

JIUTCPHBIC HOMCpa JINCTOB

MIPOIYIIIEHHBIE HOMEpa JIUCTOB

+ JIMCTOB BHYTPEHHEN ONMUCH

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

(mata)
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[Tpunoxxenune Ne 19

K UHCTPYKLUHU
10 JIEJIONPOU3BOJICTBY B TEPPUTOPHATIBHON

n3buparenbHoi komuccuu Ne 55

W T
a" Iy
L
Cankr-IlerepOyprckoe rocyiapcrBeHHOE Ka3eHHOE yUpeKIeHne
«enTpanabHblii rocynapcreeHnblii apxus Cankr-IlerepOypra»
TEPPUTOPUAJIBHASA UBBUPATEJIbHAS
KOMUCCHA Ne 55
JAEJIO Ne Tom Ne
(3aroJIoOBOK jena)
(kpaitHue nathl)
Ha JIMCTaxX
XpaHHUTh

D Ne
Omo. Ne
1. Ne
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ITpunoxenune Ne 20
K UHCTPYKIUHU
T10 JCJIONPOU3BOJICTBY B TEPPUTOPUATIEHON
n3ouparenbHo komuccuu Ne 55

YTBEPXIAIO YTBEPXJAIO
[Ipencenarens HupekTop
n30upaTeabHON KOMUCCUU Cankr-IlerepOyprckoro rocy1apcTBEHHOTO

Ka3eHHOro yupexaeHus LlenTpaibHoro
rocyaapcrBeHHoro apxusa Cankr-IlerepOypra

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

IIpyueMa-1nepe1adyu apXuBHbIX
JOKYMEHTOB Ha XpaHEHHUE

(oCHOBaHHME MepeIaum )

(Ha3BaHMe nepegaBaeMoro GpoHa)

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

OTBCTCTBCHHOI'O 3a apXUB

Harta






