TEPPUTOPHUAJIBHASA UBBUPATEJBHASA KOMUCCHUA Ne 42
PEIMNEHMWE

4 aBrycra 2026 rona Ne 13-9
Cankr-IletepOypr

00 UHCcTpyKIIUM 110 AeJIONPOU3BOACTBY
B TeppuropuajnbHoii n3d0upartebHON Komuccuu Ne 42

Ha ocHoBanuu peumenust Cankr-IlerepOyprckoil n30upaTenbHO KOMHCCHH
oT 31 utong 2026 rona Ne 188-10 «O TunoBoi HHCTPYKIMH TI0 JETOMPOU3BOIACTBY
B TeppuUTOpUaIbHOM  um30OupatenbHo komuccum B Cankr-IlerepOypre»
TeppuropuanbHas uzduparenbHas komuccust Ne 42 p e m1 u Ji a:

1. YrBepaute MHCTpyKIMIO 1O AENONPOU3BOACTBY B TeppuUTOpUaIbHON
n30upartenbHO KomuccuM Ne 42  COMTacHO MPWIOKEHUIO K HACTOSIIEMY
PELLIEHHUIO.

2. IlpusHath yTPaTHUBIIAM CUILY peleHue TeppuropnansHoOit
n3oupatenbHoi komuccuu Ne 42 ot 22 mast 2020 roga Ne 2-4 «O0 MHCTPYKLIUHU 1O
JeJI0NpOou3BOACTBY B TeppuTopralibHOM n30upatenbHoit komuccuu Ne 42)).

3. PazmectuTe Hacrofliee pemieHWE Ha cadte TeppuUTOpHaIbHON
n30uparenbHoil kKomuccuu Ne 42 B MH(POPMAIMOHHO-TEIIEKOMMYHUKAITMOHHON
cetu «MHTEpHETY.

4. KoHTpOJIb 32 WCIOJHEHHWEM HACTOSIETO PEHICHUS BO3J0XKUTH Ha

npeacenatens TeppuropuanbHoi n3duparenbHoit komuccun Ne 42 E.B. [TukuHa.

[Ipencenarens TeppuropuanbHOU
n3omparenbHOM Komuccun Ne 42 E.B. [Tukun

Cexkpetaps TeppuropuanbHoit
n3ouparenbHoi komuccuu Ne 42 E.H. Jlanmmua



YTBEPX/IEHA
pemiennem TeppuTopualibHOM
n3buparenbHOM KoMuccuu Ne 42
ot 4 aBrycra 2026 r. Ne 13-9

NHCTPYKIUA
10 1eJIONPOU3BOACTBY B TeppuTopuaibHOi M30UpaTebHOil komuccun Ne 42

1. O01mue moJoKeHus

1.1. UucTpykius o JEJIONPOU3BOACTBY B TeppuropuanbHOi
u3oupatenbHoil komuccuu Ne 42 (nmanee — MHCTpyKIusl) yCTaHABIMBAET MOPSJIOK
paboThl C JTOKyMEHTaMH, OCHOBHBIE IpaBUJia MX MOATOTOBKUM M O(POPMIICHHUS
B TeppurtopuanbHoil nzbupaTeapHoi komuccuu Ne 42 (nanee — TeppuTopraibHas
KOMHUCCHS).

TepputopuanbHas KOMHUCCHS BIIpaBe YTBEPK1aTh TUIIOBbBIC
W/WIU  TIpUMEPHBbIE MHCTPYKUMUU 1O JIEJOMPOU3BOJCTBY JUISI  y4aCTKOBBIX
n30UpaTeIbHBIX KOMUCCUH.

1.2. UncTpykuus pa3paboTaHa Ha OCHOBaHMU (pelepanbHbIX 3aKOHOB
ot 12 urons 2002 roga Ne 67-®3 «O6 0CHOBHBIX FapaHTUSIX U30UPATEIBHBIX MPAB
W TpaBa Ha yudactue B pedepenayme rpaxaaH Poccuiickoit ®Denepauun
(nanee — @enepalibHbI 3aKOH 00 OCHOBHBIX TapaHTHsIX HM30MpaTeIbHBIX MpaB),
or 22 oktsa0ps 2004 roma Ne 125-®3 «OO6 apxuBHOM nene B Poccuiickoit
Ddeneparuny, 3akoHoB CaHkT-IleTepOypra, NOCTaHOBIECHUN U UHBIX HOPMATHUBHBIX
aktoB LleHTpanbpHOM M30UpaTenpbHON Komuccuu Poccuiickoit denepanuu (nanee —
UK Poccun), Cankrt-IlerepOyprckoit m30upaTenbHOW KOMHCCHM, pPErIaMeHTa
TEPPUTOPUAIBHOM  KOMHCCHHM, C HCIOJIb30BaHMEM TNIpUKa3oB Pocapxusa
or 22 mas 2019 roma Ne 71 «O6 yrtBepxkaenuu IlpaBun genonpous3BoaCTBa
B TOCYJAapCTBEHHBIX  OpraHax, OpraHax MECTHOTO  CaMOYMPAaBIICHUSD,
or 25 pnekabps 2020 roma Ne 199 «OO6 ytBepxknenuun MeToauueckux
peKOMeHJalui Mo  pa3pabOTKe  MHCTPYKUMH MO  JEJIONPOU3BOACTBY
B TOCYJAapCTBEHHBIX  OpraHax, OpraHax MECTHOTO  CaMOYMPAaBIICHUSD,

ot 31 urons 2023 romga Ne 77 «O6 yrBepxkaenuu [IpaBun opranuzanuu xpaHeHUs,
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KOMIIJICKTOBAaHHsA, Y4Y€Ta M HCIIOJb30BaHUSA JOKYMCHTOB ApXI/IBHOFO (I)OH,Z[a

Poccniickonn denepannu M IpyTUX APXUBHBIX JTOKYMEHTOB B T'OCYIAapCTBEHHBIX
opraHax, OpraHax MECTHOTO  CaMOYMNpaBJIE€HUS W  OpPraHU3ALMIXY,
['OCT P 7.0.97-2025 «Haumonanenblii cranaapt Poccuiickoit  ®enepanumu.
Cucrema crtaHmapToB 10 uHPOpMAIUK, OHUOJIMOTEYHOMY W H3IATEIHCKOMY
neny.  OpranM3allmOHHO-paclopsiMTeNbHas  JOKyMmMeHTanusi.  TpeOoBaHus
kK odopmiieHnro nokymeHtoB», ['OCT P 7.0.8-2025 «HarmuoHanbHBIH CcTaHAApT
Poccuiickoit deneparnuu. Cuctema ctaHaapToB 1o uHGoOpMaIi, 6MOIMOTEHHOMY
U H3JaTelbCKOMY Jeiy. Jlenonmpou3BOACTBO W AapXUBHOE Je70. TepMHHBI
Y ONPEICICHUS.

PabGora ¢ pokymMeHTaMu, colep)KallUMH HH(POPMAIUI0 OTrPaHUYEHHOTO
pacupoCTpaHEHUsl, OCYIIECTBISIETCSI B  COOTBETCTBUM C  IIOCTAHOBJIEHUEM
[IpaButensctBa Poccuiickoit ®eneparuu ot 03 HosiOps 1994 roma Ne 1233
«O06 yrtBepxaeHun [lonoxeHuss o moOpsAaKe OOpalleHUs CO  CIIyXKeOHOM
uH(popManue OrpaHMYEHHOIO pPACIPOCTPAHEHHS B (eaepaibHbIX OpraHax
WCIIOJTHUTEIIbHOM BJIACTH, YIIOJJHOMOYEHHOM OpPTaHe YIIPABICHUS UCIIOIb30BAaHUEM
aTOMHOW HEPrUU U YIOJIHOMOYEHHOM OpraHe MO0 KOCMHYECKOW AESITENIbHOCTH,
32 HCKJIIOYEHHEM JIOKYMEHTOB, COJAEpXalluX CBEACHHs 00 u30uparesx,
y4acTHHKaxX pedepeHayma, oOpamarmmuxcs B paMKax (QYHKIHOHUPOBAHUS
['ocynapcTBeHHOM cHCTeMBbI peructpanuu (ydera) wus0uparesneil, y4aCTHUKOB
pedepennyma B Poccutickoit denepanmm.

1.3. ITonoxxenust UHCTpyKUMH pacpOCTPAHSIIOTCS HA OpPraHu3aluio padoThl
C IOKYMEHTaMH HE3aBUCHUMO OT BHJIa HOCHUTEIIA, B TOM YHCII€ C 3JIEKTPOHHBIMU
JOKYMEHTaMH, BKJIIOYasl MOJATOTOBKY, PErMCTPALAI0, MPOXOXKIEHUE, XPAaHEHHE
Y UCIOJIb30BaHUE JTOKYMEHTOB.

[Tonoxxennss MHCTPYKIIMK HE paclpOCTPaHSIOTCS Ha OPraHU3alui0 paboThI
C JOKYMEHTaMH, COAEpP)KAIIMMHU CBEIEHUS, COCTaBISIIOIIHE TOCYAapCTBEHHYIO
TaNHY.

TpeboBanus WHcTpykiuu Kk pabote ¢ (QUHAHCOBOW, B TOM YHCIIE

OyXTalaTepCKON JTOKyMEHTAIIMEH paclpoOCTPaHsSIOTCS Ha JaHHbIE JOKYMEHTBI
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B 4aCTu O6H_II/IX IMIPUHIOUIIOB pa6OTBI C HMMH, a TaKXKXC OpraHu3aluu TCKYLICTO

XpaHEHMs] JTOKYMEHTOB M MOJArOTOBKM WX K I€pelaye Ha apXUBHOE XpaHEHUE,
C yderoM ocoOeHHOCTeH  OIJKETHOIO  3aKOHOJATEeNbCTBA,  HACTOSALIECH
WNuctpykuuu, nHbix HopMatuBHBIX akToB LUK Poccum, Cankr-lletepOyprekoi
n30upaTeIbHON KOMUCCHH, TEPPUTOPUATHHON KOMHUCCHH.

Pabota ¢ JOKyMEeHTaMu IO OpPraHU3allvU 3aKyNOK TOBapoOB, pabOT M yCIyr
ocymectBisieTca ¢ yderoMm @DenepanbHoro 3akoHa ot 05 ampens 2013 rona
No 44-03 «O koHTpakTHOU cuctemMe B cdepe 3aKymnokK ToBapoB, paboOT, yciayr
Ui 0OecTieueHs] TOCYJAapCTBEHHBIX W MYHHMIMIAIBHBIX HYXmD». OcoOeHHOCTH
OpraHM3ali JOKYMEHTOOOOpOTa, OTHOCAIIETOCS K OpraHu3alud  3aKyHoK
TOBapoOB, padOT U YCIyT, MpaBUjia NOATOTOBKU U 0(OPMIIEHHSI TAKUX JIOKYMEHTOB,
a TaKkKe NOpANOK padOTbl C HUMHU MOTYT JOIOJHHUTEIBHO YCTaHABIMBATHCS
COOTBETCTBYIOIIUMHU HOPMATHBHBIMU aKTaMHu MUK Poccun,
Cankr-IletepOypreckoil n30upaTeabHOW KOMHUCCHH, TEPPUTOPHATIBHON KOMHUCCHUH,
IpUKa3amMu NpeaceaaTesns TepPUTOPUATbHON KOMUCCHH.

1.4. [IpaBuna noAroToBKU U O(OPMIIEHUS! JOKYMEHTOB U MOPSIOK padOThI
C HHUMH, TpenycMoTpeHHble WHCTpykuuen, o0s3aTelbHbl Il YJICHOB
TEPPUTOPUAIBHOM KOMHUCCUM M TOCYAApCTBEHHBIX TPaXKIAHCKUX —CIyXaIluX
anmnapara TEppUTOPUAIBHON KOMUCCHUM (Jlajiee — rpaXkJIaHCKue CIIyKalllue) U JIuL,
3aMEIIAIOMINX JOJDKHOCTH, HE SIBISIOIIMECS JOHKHOCTAMHM TOCYIapCTBEHHON
IPa)XIaHCKOM CITy>KOBI, a TakXKe JIML, MPUBJICKAEMBIX [0 IPAXKIAHCKO-IPABOBBIM
JIOTOBOPAM.

1.5. Benenue JENONPOU3BOACTBA TEPPUTOPUATBHOU KOMMCCUU
OCYULIECTBJISIET IpEACENATeNb TEPPUTOPUATBHONM KOMHCCHM WM T'PAKIAHCKHM
CIyXalllil anmapata TEPPUTOPHAIBHOM KOMHCCHHM, Ha KOTOPOIO BO3JIOKEHA
GyHKIUS BEOEHUS JEIONPOM3BOACTBA B COOTBETCTBUU C JOJKHOCTHBIM
perJamMeHToM  (nanee — paOOTHUK — amnmapara, OTBETCTBEHHBIM 3a  BEACHHE
JIeJIOTIPOM3BOICTBA).

1.6. PabotHuku  ammapaTta,  MOCTYNHMBIIME  HA  TOCYJApCTBEHHYIO

rpaxaaHckyto ciayxk0y Cankr-IlerepOypra B anmapaT TeppUTOpPHATBHOU
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KOMHCCHUMH, 0o Ha JOJDKHOCTH, HE ABJIAIOIIUECSA AOJIPKHOCTAMU FOCY,HapCTBCHHOﬁ

TPKIAHCKOW CIIyXObI, a TaKKe TpakJaHe, MPUBIIEKAEMbIC IO TPaKIaHCKO-
MPaBOBBIM JOTOBOpPaM, JIOJDKHBI OBITh O3HAKOMJIEHBI TOJI MOJMNUCH C TEKCTOM
NHcTpykiiun ~ paOOTHUKOM  amnmapaTta,  OTBETCTBEHHBIM 32  BEJACHUE
JETIOIPOU3BOJICTBA.

1.7.B cnywyae yxola B OTIyCK, BbIe3Jla B KOMaHIUPOBKY, OOJIE3HH,
YBOJIBHEHUSI ~ HCHOJIHUTENSA  JOKYMEHTOB  HEHUCHOJIHEHHBIE  JIOKYMEHTBI
[0 MOPYYEHUIO MpEACeaaTeNsl TEPPUTOPUATIBHON KOMUCCUU TIEPEAAIOTCS APYTOMY
VICTIOJTHUTEIIO.

1.8. J1esonpons3BOACTBO B TEPPUTOPUAITIBHONM KOMHUCCUU OCYILIECTBISCTCS
CpeICTBAaMH  TOJCUCTEMBl JIOKYMEHTOOOOpOTa U  yNpaBlieHUs IU(POBBIM
KOHTEHTOM ['0CynapCTBEHHOM aBTOMAaTH3MPOBAaHHOM cucTeMbl Poccuiickon
deneparun «Beibope»  (manee — [1J]), a Takke C HCIOIB30BAaHUEM JPYTHUX
PErUCTPallUOHHO-YYETHBIX GopM  (KapTOYHOM WM IKYpPHaJIbHOM CHCTEMBI
perucTpanuu J0KyMEHTOB).

Pabota B I1J] MOXET OCYHIECTBIATHCA KaK B 3aKPBHITOM KOHTYpE, JOCTYM
K KOTOpPOMY 4YJIEHaM TEPPUTOPUATILHON KOMHUCCHU M paOOTHHMKAM armmapara
TEPPUTOPUAIBHON KOMHUCCUU MPEAOCTABIISIETCA B COOTBETCTBUM C MPUKA30M
IpeJIcenaTeNsl TEPPUTOPUAIBLHOM KOMUCCUHU, TAK U B OTKPBITOM KOHTYpE, ITOCTYII
K KOTOpPOMY MPEIOCTABISECTCS B COOTBETCTBUM C pacnopsbkeHuem llpeacenarens
MUK Poccun, nopmaruBHbiMH akTamMu CaskT-lleTepOyprckoit m3OupaTenbHON
komuccuu 1o cornacopanuto ¢ I{HAK Poccun.

B 3akpeiTOM KOHTYpe MpeaycMoTpeHa o0paOOoTKa MEepPCOHATBHBIX JaHHBIX
1 MHOM KOH(pHUACHIINATbHON HHPOpMAITUH.

JokymenTsl, coaepxamuecs B 1], MoryT ObITh mOANKMCAHBI 3JIEKTPOHHOU
MOAIUCHIO JOJDKHOCTHOTO JIMLIA.

PaGota ¢ mokyMeHTaMH TEpPUTOPUATBLHOM KOMHCCHU OCHOBBIBACTCSA

Ha MPUHIUIIE OJHOKPATHOW PETUCTPAllMU IOKYMEHTA.
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1.9. UncTpyKIMsT YW M3MEHEHHMS] B HEE YTBEPXKAAIOTCA PpELICHUEM

TEPPUTOPUANBHON KOMHUCCHHM mocie cornacoBanuss ¢ Cankr-IletepOyprekoii
HM30UPaTEIIbHON KOMUCCHUEH.

1.10. B MHCTpYKIIMHU UCIIONB3YIOTCS CIEAYIOIINE TEPMHAHBI U ONIPEACIICHUS:

OJJaHK JOKYMEHTa;, OJJICKTPOHHBIM 1a0JoH OJlaHKa JOKYMEHTA — JIUCT
OyMaru WU DJJCKTPOHHBIA IMAOJOH C PEKBU3UTAMH, HACHTU(PUIUPYIOMIUMHU
aBTOpa 0(PULIHUATBHOTO JOKYMEHTA, PACIOJIOKEHHBIMH B OITPEAECIIEHHOM MOPSAJIKE;

BHYTPEHHUN JOKYMEHT — JOKYMEHT, NTOATOTOBIICHHBI B TEPPUTOPUATIBHOMN
KOMHUCCHH, HE BBIXOAIINI 3a €€ Npeebl;

BXOJSIIMA JOKYMEHT — JOKYMEHT, IOCTYNHMBIIMK B TEPPUTOPHAIBHYIO
KOMUCCHIO;

(2JIEKTpOHHOE)  J1e7I0 — PU3NYEeCKU  000COOJICeHHAasT WU JIOTMYECKHU
olpesesieHHasl eIUHUIA KIacCU(UKALUU U CHUCTEMAaTU3alUU B JIOKYMEHTAJIbHOM
(boHIIe TEPPUTOPUATIBHON KOMUCCUH, BKIIHOYAIOIIAsl JOKYMEHT WJIH COBOKYITHOCTb
JIOKYMEHTOB, OTHOCAILMXCS K OJHOMY BONPOCY WM YYaCTKy JAESITEIbHOCTH,
MMEIOIINX OJIMHAKOBBIN CPOK XPAHEHUS;

JEJIOMPOU3BOACTBO — COBOKYITHOCTh MPOLECCOB PabOThl C JOKYMEHTAMH,
BKJIIOYAsl JIOKYMEHTHUPOBAHHUE, JIOKYMEHTOOOOpPOT, OIEpaTUBHOE XpaHEHUE
Y UCIIOJIb30BaHUE JJOKYMEHTOB B JI€ATEIBHOCTH TEPPUTOPHUATBHON KOMHUCCHH;

JOKYMEHT — 3a()UKCUpOBaHHAsl Ha HOCUTENEe HMH(OpMaLUsi C PEKBU3UTAMHU
W/WIM METaJaHHBIMU, TO3BOJISIFOIIMMHU €€ UICHTU(DUIIUPOBATS;

JOKYMEHTaIbHbIA  (DOHJ — COBOKYITHOCTh JOKYMEHTOB, 00pa3yroUIuxcs
B JICATEIbHOCTH U30MPATETHbHON KOMUCCHUY;

JOKYMEHTUPOBAHHUE — CTaAMs KU3HEHHOIO LIMKJIA JOKYMEHTa, Ha KOTOPOM
OCYUIECTBJISIETCS 3aluCh HH(DOpPMAUU C PEKBU3UTAMH W/MIM METaJlaHHBIMU
Ha HOCHUTEJIE M0 YCTAaHOBJICHHBIM IIPaBUJIaM B YCTAHOBJIEHHOH (popme;

JOKYMEHTOOOOPOT — IBHKEHHE JOKYMEHTOB B TEPPUTOPHAIBHON KOMUCCUU
C MOMEHTa HMX CO3JaHHUS WM TOJYYEHHUS [0 3aBEpIICHUS HUCIOJHEHUS

HJIN OTIIPABKH;



6
,Z[Y6J'II/IK8,T HOKYMCHTa—HOBTOPHBIﬁ OK3CMIIIAP MNOMJIMHHUKA OOKYMCHTA,

CO37aBa€MbIil C LIEJIbIO 3aMEHBI MOJIMHHUKA;

KU3HEHHBIM LHUKJI JIOKYMEHTA — COBOKYITHOCTh CTaJuil CYLIECTBOBAHUSA
JIOKyMEHTa (JOKyYMEHTHUPOBAHHOW HHQOpMAIMKU), HAUYUHAS C €ro (ee) co3aaHus
110 YHUYTOKEHUS;

3aBEpPEHHAs] KOIMS — KONUS JOKYMEHTa, Ha KOTOpPOW B COOTBETCTBUU
C YCTaHOBJIEHHBIM NOPSAJKOM HPOCTABIEHbI PEKBU3UTHI, OOECHEUYHBAIOLINE
€€ IOpUINYECKYIO CUITY;

HUCXOASAIIMN JTOKYMEHT — IOKYMEHT, OTIIPABISIEMBIA U3 TEPPUTOPHUAIBHOU
KOMUCCHUU;

KOHTPOJIb VICITOJIHCHHSI JOKYMEHTOB — COBOKYITHOCTh NENUCTBUH,
00€eCIeYnBaIOIINX CBOEBPEMEHHOE UCTIOJHEHNE JOKYMEHTOB;

KOs JOKyMEHTa — JOKYMEHT, IIOJIHOCTBIO BOCITPOU3BOISIINAN
uH(OpMAIUIO MOAJIMHHUKA U BCE €r0 BHEUTHUE IPU3HAKY WK UX YaCTh;

HOMEHKJIaTypa JeJl — IOKYMEHT, COJEp)Kalluid CHUCTEeMaTU3UPOBAHHBIM
IIEPEUYCHb 3aroJIOBKOB JIEJI, CO3JAaBAa€MbIX B TEPPUTOPHUAIBHOW KOMUCCHH,
C YKa3aHHUEM CPOKOB UX XpaHEHUs], O(POPMIICHHBIN B YCTAHOBICHHOM IOPSIJIKE;

HOPMATHBHBIE JIOKYMEHTbHI — COBOKYITHOCTb HHCTPYKTHBHBIX MAaTE€pHaJOB,
pPacCUMTAHHBIX HAa IIOCTOSHHOE WJIM MHOTOKPAaTHOE JEWCTBHE M COJEpXKaIIMX
Kakue-1100 HOPMBI, MpaBUiia, MPENUCaHNUs;

HOCHUTENb (JOKYMEHTHPOBAHHON) HH(POPMAIIMKA — MAaTEPUAIbHBIA OOBEKT,
UCIOJIb3YyEeMbIN JUIsl (PUKCALIMK U XPAHEHUS TOKYMEHTUPOBAHHOW HH(pOpMaLIUK;

oOpamenue B (opMe  DJIEKTPOHHOTO  JIOKYMEHTa — oOpalieHue,
NOCTyNHBIIEE B (OpME 3JIEKTPOHHOIO JOKYMEHTA C MCIOJIb30BAaHUEM CTPaHMIIBI
opurmansHoro  cairta  Cankrt-lIlerepOyprckoil  M30MpaTeabHON  KOMHCCUHU
B MH(OPMALMOHHO-TEIIEKOMMYHUKAIIMOHHON cetn «MHTepHeT» (nanee - ceThb
WuTepHeT), npeHa3sHaueHHOMN JIJIsl HapaBlieH!s OOpaIleHU B TEPPUTOPUATILHBIC
KOMUCCHUU;

OTMETKa 00 3JIEKTPOHHOW MOJIMUCH — PEKBU3UT 3JIEKTPOHHOTO TOKYMEHTa,

MOJITBEPKIAIOIIMNA €T0 MOANUCAHUE FJIEKTPOHHOM TOIIUCHIO;
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opuIMaNbHBIA JTOKYMEHT — IOKYMEHT, KOTOPBIA CO3/1aeTcs, 3aBepsercs,

BBIJIAETCSI B YCTAHOBJIEHHOM 3aKOHOM WJIM WHBIM HOPMATHBHBIM aKTOM IOPSIJIKE
OpPraHOM TOCYAAapCTBEHHOM BJIACTH, UHBIM T'OCYJApCTBEHHBIM OPraHOM, OpPraHOM
MECTHOTO CaMOYIPABJICHUS WM MHOM  YIIOJHOMOYEHHOM OpraHu3aluew,
YIOJIHOMOYEHHBIM JOJKHOCTHBIM JIMLIOM U yAOCTOBEPSIET IOPUANUECKH 3HAUUMbIE
(bhaKThI;

oopmileHHE [TOKyMEHTa — POCTABIICHUE Ha JIOKYMEHTE HEOOXOIUMBIX
PEKBU3UTOB;

oOpaiieHue B MUCHbMEHHOW (hopMe — HampaBiICHHbIE B TOCYIapCTBEHHBIN
oprad, OpraH MECTHOI'O CAMOYIpPABJICHHUS WM  JOJDKHOCTHOMY  JIMILY
B IUCBbMEHHOHU (hopMe IpeII0KEHHE, 3asBICHUE WIIN Kallo0a;

MMCHMO — 0000LIEHHOE HAa3BaHUE PA3IMYHBIX [0 COACPKAHUIO JOKYMEHTOB,
CIIy’KalllUX CPEICTBOM OOIICHUS MEXAY OPraHU3alMsIMU, TPaX1aHaMU;

NOJJIMHHUK  JOKYMEHTAa — IIEPBbII WM  €IMHCTBEHHBIA  DK3EMIUISIP
JIOKyMEHTA;

NOPYYEHHE — JOKYMEHT, INPEANUCHIBAIOIIMN BBIIOJHEHNE TEX WM HHBIX
3aJIaHUM;

pErucTpallMOHHO-yUeTHas KapTouka gokymeHTa (nanee —PYK)— ¢gopwma,
UCITOJIb3yeMasl ISl 3allMCH CBEIECHMA O JOKYMEHTE B LEJSIX ydeTa, IOMCKa
Y KOHTPOJIS, CO3AaBaeMasi IpU PETUCTPALIMK TOKYMEHTa ¢ ucnojib3oBanuem I1/1;

pEerucTpallMOHHO-yueTHast (opMa — CUCTeMa PErucTpaluy, HCIOJIb3yeMas
B TEPPUTOPHAIBHOW KOMHMCCHM mpu perucrpauuu gokymeHtoB (IIJ[, xapTouku
WM JKypHA);

perucTpanust JOKyMEHTa — 3allUCh  YYETHBIX JaHHbIX (METaJaHHBIX)
O JOKYMEHTE IO YCTaHOBJICHHOU (opme, ¢ukcupyromas ¢GakT ero Co3aaHus,
OTIPABJICHUSI WM TOJYYEHUS, U IMPUCBOCHHUE €MY PErMCTPallMOHHOTO HOMEpa
U J1aThl;

PEKBU3UT JOKYMEHTAa — CTPYKTYpHass 4YacTb M OJJIEeMEHT O(opMiIeHUs
JOKYMEHTa, CIYyXalluh i1 WIACHTUQUKAMU JOKyMEHTa M cojepxaliencs

B JJOKyMEHTE UH(POPMALIHH;
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CUCTEMA OJBJICKTPOHHOI'O IIOKYM@HTOO60pOTa—I/IH(i)OpMaHI/IOHHa}I CHCTEMA,

o0ecneunBaoIas *XU3HEHHBIH LUK JOKYMEHTOB 1O HX IMepexofa Ha CTaJHI0
ApPXUBHOT'O XPAHEHUS WIM YHUUTOKEHUS;

CKaHHPOBAHUE JOKYMEHTa — MOJyUYeHHUE IEKTPOHHOTO 00pa3a TOKYMEHTa;

CiIykeOHasi 3alnKcKa — BHYyTPEHHUM JOKYMEHT, aJpPECOBAaHHBIM OJHOMY
JOJKHOCTHOMY JIUIy TEPPUTOPHATIBEHOM KOMUCCUM APYTUM JIOJPKHOCTHBIM JIULIOM
TEPPUTOPUATBHON KOMHCCHUM U  COJAEpX AU OOCTOSITENTbHOE H3JI0KEHUE
KaKoro-ian0o BOIpoca ¢ BBIBOJAMH U MPEATIOKEHUSIMU COCTAaBUTES;

CPOK HCHOJHEHHsS] JOKYMEHTa — CPOK, YCTAHOBJICHHBIH HOPMATHBHBIM
MIPAaBOBBIM aKTOM, OPTaHU3alMOHHO-PACTIOPAIUTEIBHBIM JOKYMEHTOM, YKa3aHUSAMU
10 UCIIOJIHEHUIO JOKYMEHTA WM OPYUYEHUEM;

yKa3aHHA 0 UCIIOJIHEHUIO TOKyMEHTa — PEKBU3UT, COCTOSAIIUN U3 HAAMHUCU
Ha JOKYMEHTE WIM Ha OTIEJIIbHOM JIHMCTE YCTaHOBJIEHHOW (OPMBI, CIEIaHHOM
JOJKHOCTHBIM JIULIOM;

y4eT  JIOKyMEHTOB — pukcammsi ~ ¢akTta  MOJYyYEeHHUS  JOKYMEHTOB
0€3 MpOCTaBJIEHUSI HA HUX PETUCTPALIMOHHBIX HITAMIIOB;

(dopmHpoBaHuEe  (3JIEKTPOHHOIO)  Jiejla — IPYNIUPOBAHUE  JTOKYMEHTOB
B (RJIEKTPOHHOE) JICJIO U UX CUCTEMAaTHU3alIUs;

HKCIIEPTH3a LIEHHOCTH JOKYMEHTOB — JESITEJIBHOCTh 110 YCTAaHOBJIEHUIO
CPOKOB XpaHEHHs JOKYMEHTOB, OTOOpa WX /s apXUBHOTO XpaHCHHS
WIM YHUYTOXXEHUS, BBISIBICHUIO OCO0O IICHHBIX M YHHUKaJIbHBIX JOKYMEHTOB
HAa OCHOBAaHMM TpPeOOBAaHWH HOPMATHUBHBIX TIPABOBBIX AaKTOB U KpPUTEPHEB
IKCIEPTU3BI IEHHOCTH TIOKYMEHTOB;

AJNIEKTPOHHAS MOAMKUCH — UHPOpPMAIIUA B AJIEKTPOHHOU (dopme, TpeOOBaHMS
KOTOpPOW YCTAQHOBJIGHBI HOPMATHUBHO, TpEJHA3HAUYCHHAs JJs TOAMHUCAHUA,
COTJIaCOBaHUS (BU3MPOBAHNS) U YTBEPKACHUS SJIEKTPOHHBIX JOKYMEHTOB;

AIIEKTPOHHBIN JOKYMEHT — TOKyMEHTUPOBAaHHAs uHpopMarus,
NpEeICTaBICHHAS B AJIEKTPOHHOU (hopme;

AJIEKTPOHHBIA JJOKYMEHTOOOOPOT — TOKYMEHTOOOOPOT € HCIOJb30BaHUEM

aBTOMATU3UPOBAHHON HMHQPOPMALMOHHON CHUCTEMBI (CHCTEMBI 3JIEKTPOHHOTO



JIOKYMEHTO000pOTa);

AIIEKTPOHHBIA  00pa3  JOKyMEHTa — 3JIEKTPOHHAs KOMHsS  JTOKyMEHTa,
U3rOTOBJIEHHAs Ha OYMa)KHOM HOCHTEJIE;

ANEKTPOHHBIA  MAOJOH OJIaHKa JOKYMEHTa —CM. TEpPMHUH  «OJIaHK

JOKYMEHTa».

2. [Ipuem, perucTpamnusi ¥ NPOXo:KJIeHUE MOCTYNAIIUX JOKYMEHTOB

2.1. JokyMeHTBl B TEPPUTOPUATIBHYIO KOMHCCHIO JOCTABISIIOTCA 4Yepe3
OTIeNIeHHnEe CBsI3U (MOYTOM, TenerpadHOl CBS3bIO), OpraHamu (QenepaibHOMI
beapaberepcKoil  CBSI3U, CHCIHMANIBHONW CBS3bIO, HAPOYHBIM WA TIEPEIAIOTCS
Ha JJUYHOM IPHUEME TPAXK/IaH.

JIOKYMEHTBI MOTYT MOCTYIIaTh B TEPPUTOPHUAIIBHYIO KOMUCCHUIO CPEACTBAMU
[, dakcuMmIbHONW CBSI3bIO, OJIGKTPOHHOM TouTOM B cetu VHTepHer
(mpenHa3HauY€HAa MCKIIOYUTENBHO JJIsi CIY>KEOHOM KOPPECHOHJICHIIUN), dYepe3
pazmen «OnektpoHHas (¢Gopma oOpamieHus» Ha  OPUIIMATBHOM  caiiTe
Cankrt-IlerepOyprckoit  m3bumparenbHOM  KomMuccuM B ceth  MHTepHer,
MpeaHa3HAYCHHBIN 171 HanpaBJIeHUsI OOpAIIEHUI B TEPPUTOPUATIEHYIO KOMHUCCHIO.

2.2. 1lpuem, mnepBuyHas oOpabOTKa W PETUCTpalMs MOCTYyHAOLIUX
JOKYMEHTOB TPOU3BOJATCS IMpeAcenaTereM (CeKpeTapeM) TeppUTOpPUATIbHON
KOMHCCUM WM  paOOTHUKOM  afmapara, OTBETCTBEHHBbIM 3a  BEJCHUE
JIEIOTIPOU3BOICTBA ¢ Hcnoib3oBanueM [1]], m1ubo KypHalbHON perucTparuoHHO-
ydetHOM  dopmbl  (mpuioxkenue Ne 1) exeaHEBHO B 4Yackl  palOTHI
TEPPUTOPUATHBHON KOMUCCHUH, KPOME BBIXOJIHBIX U HEPAOOUUX MPA3THUYHBIX THEH.

[Topsimoxk moJiydeHUusT M PErucTpaluy JIOKYMEHTOB IIOCJI€ OKOHYAHMS
pabodero mHS, B BBIXOJIHbIE M Hepabouue TMpa3gHUYHBIE JHU, B TMEPHOJ
MOATOTOBKM W TIPOBENEHUS M30UPATENIbHBIX KaMITAHWK  yCTaHABIWUBACTCS
mpeacenareyeM TEePPUTOPHAIBHON KOMHCCHH JHMOO OMpENesieTcss perieHueM
TEPPUTOPUAIIBHOM KOMUCCHHU.

2.3. [loctynuBmne JTOKYMEHTHl MOAPA3ACISIOTCS HAa PETHUCTPUPYEMBbIE

N HE IMoaICKalue perucrpangnuu. HepequB AOKYMCHTOB, HC IMOAJICIKAIIHUX
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perucTpanuu, onpeaeiacH B npuiiokeHuu No 2.

2.4.1lpu BCKpBITMM KOHBEpPTOB, [IOCTABICHHBIX OpraHamu (QeaepanbHOI
(denbaberepckoil  CBA3M, CHEHUAIBHOM CBA3BIO, IO TIOYTE€ WJIA HApOYHBIM
IIPOBEPSAIOTCS MPABWIBHOCTh AAPECOBAHUS, KOMIUIEKTHOCTh M LEJIOCTHOCTH
JOKYMEHTOB, HAJIWYUE MPUIOKEHUH, CBEPSETCS COOTBETCTBUE HUX HOMEPOB
YYETHBIM HOMEpaM, YKa3aHHbIM Ha KOHBepTax. HenpaBuibHO aapecOBaHHBIE
U OIIMOOYHO BIOKEHHBIE JOKYMEHTHI HE PETUCTPHUPYIOTCS, TEePEChLIalOTCs
110 HA3HAYECHUIO WJIM BO3BPALIAKOTCS OTIPABUTEIIIO.

2.5. Ecnu mpu BCKpPBITHM KOHBEpTa OOHApY>KEHO OTCYTCTBHE JOKYMEHTOB
WIM HUX OTACNIbHBIX JIUCTOB, MPWIOXKEHUH, NOBPEXKIECHUE JOKYMEHTOB
VI HECOOTBETCTBHE HOMEPOB JOKYMEHTOB HOMEpaM, YKa3aHHBIM Ha KOHBEpTE,
npeacenaaTeneM (CekpeTapeM) TEPPUTOPUATBLHOM KOMHUCCUM WIM PaOOTHUKOM
anmapara, OTBETCTBEHHBIM 32 BEJICHHE JEJIONPOU3BOJACTBA COCTABIIAECTCS AKT
YCTAaHOBJIEHHOM  (QopMbl B  JABYX 3K3eMIULipax  (mpuwiokeHue — Ne 3).
OouH 3K3eMIUIIp aKTa TMOChUIAETCS OTIPaBUTENIO, JAPYrod MNpuUoOIIaeTcs
K IIPUHATBIM JOKYMEHTAM.

Ha 000poTHO! CTOpOHE MOCHEIHEr0 JIMCTa MOBPEKIECHHOTO JIOKYMEHTa
B IPABOM HHWJKHEM YTIIy JEJIAETCA OTMETKA «/JOKyMEHT NOJIy4eH B TOBPEKIEHHOM
BUJIEY.

2.6. KoHBepThl OT MOCTYNUBIIMX JOKYMEHTOB HE YHUYTOXKAKOTCA B CIIydae,
€CJIM TOJIBKO 10 HUM MOKHO YCTAaHOBMTH aJpeC OTIPABUTENS, ATy OTIPABKU
Y TIOJyYEHHUs] TOKYMEHTOB, €CJIM OHHM COAEPKAT JOKYMEHTbI, KOTOPbI€ MOCTYIHIIN
n3-3a npeaenoB teppuropun Poccuiickorn denepanuu, U3 CyJa0B, CICICTBEHHBIX
OpraHoB, JIMOO JOrOBOPBI, TNPETEH3UH, HCKOBBIE 3asBJICHUS, JIOKYMEHTHI,
CBS3aHHBIE C Pa3MEILEHUEM 3aKa30B HA MOCTAaBKM TOBAPOB, BBIMOJHEHUE PalOT,
OKa3aHME YCIYT IS TOCYAapCTBEHHBIX HYXKI.

2.7. ITaketbl ¢ momeTkoW «JIMUHO» TepenaroTcsi ajapecaraM B 3aKpbITOM
BUJIE TIOJ1 IOATIHCH.

2.8. Ilpu perucTpauyMyd NOCTYIHUBILIENO JOKYMEHTa B PErHMCTPALOHHO-

y4eTHOM (opMe o00s3aTeTbHO BBOJSATCS CIAEAYIONIME PEKBU3UTHI: HCXOIALTUAN
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HOMEp JOKyMEHTa W JaTa, JaHHble O KoppecnoHaeHTe (aapecante) (pamumus,

uUMs, OTYeCTBO (IpU HanMuuMu) (U3WYECKOTO JIMLA WIM HauMEHOBaHHE
OpraHu3allM), KpaTKoe COJAEpKaHHE JOKYMEHTAa, a TaKXXe KOJUYECTBO JIMCTOB
OCHOBHOTO JOKYMEHTA W JINCTOB IPHJIOKEHMS, KOJIUYECTBO DK3EMIUIIPOB, BUJ
nocraBku. Ilpm  perucrpanum  BXOZSIIEr0 JOKYMEHTa  JEJAETCS  CBA3KA
C UCXOJISLIUM JIOKyMEHTOM, Ha KOTOPBII JAaeTCsi OTBET (€CIIU TAKOBOW UMEETCH).

IIpn ocymecTBieHnnn peructpaunu cpeacrsaMu [/l Ha nuueBon cTopoHe
IEPBOrO JINCTA 3apPETUCTPUPOBAHHOIO JIOKyMEHTa Ha OyMa)KHOM HOCHTEIIE,
KaK IPaBWJIO, B IPAaBOM HW)KHEM YIUIy NPOCTABIIIOTCA PETUCTPALIMOHHBIA HOMED
Y J1aTa, a TAK)KE IITPUX-KOJ C YKa3aHUEM HaMMEHOBAHMS OpTraHU3aLUN.

Ecnu mpocraBieHHe perucTpallMOHHOIO HOMEpPA 3aTpyAHSAET IHPOYTECHHUE
TEKCTa JOKYMEHTa, B TaKOM ClIy4ae BXOIAIIMH HOMEP NPOCTABIAETCS
B CBOOOJHOM OT TEKCTa YIJIy Ha JIMLIEBOM CTOpPOHE MEPBOIO JHMCTA JOKYMEHTa,
a IITPUX-KOJ IIPOCTABIAETCS IIPU HAIMYUU TEXHUYECKON BO3MOKHOCTH.

[Ipr ocymecTBIEHMM PETHCTPALMU B APYTrOM PErucTpaliOHHO-YYE€THOU
(GopMe PpErucTpallMOHHBIM IITAaMI C YKa3aHWEM BXOJSIIET0O HOMEpA, MAATh
pErucTpauuy IMpPOCTABIAECTCS, KAK IMPABWIO, B IIPABOM HIKHEM YIUIy JIMLIEBOU
CTOPOHBI MIEPBOTO JIUCTA 3aAPETUCTPUPOBAHHOTO JAOKyMeHTa. [Ipu HeoOxonuMocTu
YKa3bIBAa€TCsl BpPEMs PETUCTPaLMU (Yachl U MHUHYTBI), a TaKXKe BXOASILUNA HOMED
JOKYMEHTa Ha IPUJIOKEHHH.

Ha xomnuu noxyMeHTa BXOIAIIANM HOMED NMPOCTABIIAETCS B IIPABOM HUXKHEM
yIIIy JTULEBOW CTOPOHBI IIEPBOTO JIUCTA.

Hymepannss mnoctynmuBmmMX JOKYMEHTOB OCYLIECTBIIIETCS B IIpeAesax
KQJIEHIAPHOI0 roja.

K mnoBTOpHBIM JOKyMEHTaM NpPHUKIAAbIBACTCS HHPOpMaLUsg O paHee
IIOCTYNUBIINX JTOKYMEHTaX M PE3yJibTaTax UX MCIOIHEHUs, KOTOpas IepenacTcs
OTBETCTBEHHOMY 3a HUCIIOJIHEHHUE.

[Ipu peructpauumu goKkymeHTa Ha OymaxkHoM Hocutene B IIJ] oH moxer
ObITh OTCKaHMPOBaH, a 3aTeM K PYK MoxkeT ObITh MPUCOCAMHEH AJICKTPOHHBIH

o0pa3 JOKyMeHTa U NMPUJIOKEeHUs K Hemy B popmare pdf.
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[Tocne peructpauuu cpeactBamu [IJ] mocTynuBIIEro 3J€KTPOHHOIO

JIOKyMEHTa, B TOM YHCJIC W3 BBINIECTOSIICH W WHOM M30MpaTebHOW KOMHCCHH,
OH MOJKET OBITh pacrieyaTaH Mpyu HEOOXOIUMOCTH.

2.9. 3apeructpupoBaHHbIE JOKYMEHTBl PAacCMATPUBAIOTCS MpeaceaaTeIeM
TEPPUTOPUAIBHOM ~ KOMHCCHM,  3aT€M  IOCIE  MEPEHECEHUS  yKa3aHUusd
M0 KCIOJIHCHHUIO JOKYMEHTA B PErMCTPAIllMOHHO-YYETHYIO (OopMy IepelaroTcs
HCIIOJTHUTEIISM.

IIpu peructpauuu goxkymeHToB B IIJ[ paccmoTpeHue mpeacenarenem
TEPPUTOPUAIIBHON KOMHUCCHHM JOKYMEHTOB W HANPABICHHE HX HWCIOJHUTEISAM
B DJIGKTPOHHOM BHJIE€ MOXET OCYIIECTBIATHCS cpenactBamu I1J 6e3 odopmuenus
KOIMMH Ha OYMa)KHOM HOCHTEIIE.

2.10. crionHeHHBIE JTOKYMEHTBI CIHHCBIBAIOTCS B JIEJIO0 MPEACENATENEM
TEPPUTOPUAIIBHOM KOMHUCCHUM M TOMEIIAIOTCA B JIEJI0O B  COOTBETCTBUU

C HOMGHKJ’I&TYpOﬁ pI(S) | TGppHTOpHaJIBHOP'I KOMUCCHH.

3. OcHOBHbBIC TPEOOBAHUSA K NIOATOTOBKE U 0()OPMJICHHIO JOKYMEHTOB

3.1. JIOKymMeHTBI,  CO3[aBacéMble B  TEPPUTOPHUAIIBHOW  KOMHCCHH,
opopmisitoTcst Ha OJlaHKax, HAa CTaHAAPTHBIX Juctax Oymarum ¢dopmara A4
(210 x 297 mm) unmu AS (148 x 210 mMm) 1100 B BUE DJIEKTPOHHBIX JOKYMEHTOB
Y JIOJDKHBI UIMETh YCTaHOBJICHHBIN COCTaB PEKBU3UTOB.

3.2. JlIokyMeHTbI OQOpPMIISIOTCS Ha TPOAOJBHBIX JIMOO YIJIOBBIX OJlaHKax
YCTaHOBJICHHON (DOPMBI, HM3TOTOBJIEHHBIX THUMOTPA(PCKUM WA KOMITBIOTEPHBIM
criocoboM (Tripusioxkenue Ne 4).

B TteppuropuanbHOli KOMHUCCHH MOTYT OBITh YCTAaHOBJIEHBI CIEAYIOIIHE
BUJIbI OJIAHKOB:

OJIaHK MTPOTOKOJIA 3aCeAaHUS TEPPUTOPUATHLHON KOMUCCHH;

OJIaHK pelleHus] TePPUTOPHATIBHON KOMUCCHUU;

0JIaHK MpUKa3a MpeacenaTess TEppUTOpUaTIbHON KOMUCCUU;

0JIaHK MIChMa TEPPUTOPUATTEHON KOMUCCHH.
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3.3.Ilpu moarotoBke IOKyMEHTOB ¢ mpumeHeHueM IIJ[ umcnonb3yrorcs

AJIEKTPOHHBIE  TIA0JOHBI  OJAHKOB  JOKYMEHTOB, KOTOPBHIE€  PaBHO3HAYHBI
Y UJICHTUYHBI IO COCTaBY PEKBU3UTOB, MOPSAKY UX PACIIONIOKEHUS U TApHUTYpPaM
mpudTa 61aHKaM JOKYMEHTOB Ha OyMa)KHOM HOCHUTEJIE.

3.4. JlokyMeHTBI OQOPMIISIIOTCSI B COOTBETCTBUM C TpeboBaHUSIMU
K JOKYMEHTaM, U3TOTOBJISIEMBIM C TIOMOIIBIO MTEYATAIOIIUX YCTPOICTB, U K (haiaam
TEKCTOBBIX JIOKYMEHTOB (mpuiioxkeHue Neo 5).

3.5. Ilpu noaroroBke W OGOpMIIEHHH JOKYMEHTOB JOJDKHBI COONIOAATHCS
npaBuiia 0OPMIICHUS PEKBU3UTOB, N3JI0KEHHBIE HIXKE.

3.5.1. Ha Onankax pokymeHToB mnomemaercs rep0 Cankr-IletepOypra.
[Topsimox U3TOTOBJICHUS, HCIIOJIb30BaHUsA U XpaHEHUS 0JIaHKOB
c BocrpousBeaeHueM repoa Cankrt-IletepOypra ycraHnaBiauBaeTcsi 3aKOHOM
Cankr-IletepOypra ot 23 anpenst 2003 romga Ne 165-23 «O netanbHOM OmMUCaHUU
oduimanbHeIX cuMBOJIOB CaHKT-IleTepOypra u nopsiake ux UCIOIb30BAHUS.

KoHTposib 32 npaBuIbHBIM HCHOJIB30BAHUEM OJIAHKOB M MX COOTBETCTBUEM
YCTaHOBJICHHBIM 00pasiiaM OCYIIECTBIISIETCS MpeceaaTesieM TEePPUTOPHATbHON
KOMHUCCHUM U pabOOTHHMKOM  ammapara, OTBETCTBEHHbIM 32  BEJCHUE
JIeJI0NPOU3BOICTRA.

3.5.2. HaumenoBanue u30mpaTearHON KOMUCCHH.

HanmMeHnoBanve wu30upaTeNbHOW KOMHUCCHMM YKa3blBaeTCs Ha OJlaHKax
B COOTBETCTBUU C pemeHneM CankT-IleTepOyprekoii n3dbupareaIbHO KOMUCCHH.

3.5.3. CripaBouHbIe JaHHBIE 00 U30UPATEIHLHON KOMUCCHH.

CnpaBouHble JaHHBIE O TEPPUTOPUATHHONM KOMHCCHUU YKa3bIBAIOTCS
B OJ1aHKaX MHUCEM, HalpuMep:

npocnekt Crauek, a. 18,
Canxkrt-IletepOypr, 198095
Ten. (812) 417-66-02, daxc (812) 417-66-02
tik42.spbik.spb.ru
OKIIO 44175982; OI'PH 1207800058542;
MHH/KITIII 7805765615/780501001
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3.5.4. HaumeHoBaHue BU1a IOKYMEHTA.

HaumenoBanue Buaa JOKYMEHTa YyKa3blBaeTCsi Ha Bcex OiaHkax
U3/1aBa€MBbIX JJOKYMEHTOB (IIPOTOKOJI, PEIICHUE U T.[I.), 32 UCKIIOYEHUEM IHCEM.

3.5.5. [laTta noKyMeHTa.

JlaTol TOKyMEHTa SIBJIETCS Jara €ro NOANMCAHWsA, yTBepKaeHus. [larton
IPOTOKOJIA SIBJISIETCS JjaTa 3ace/laHus, a aKTa — /1aTa COOBITHUS.

JIOKyMEHTBI, W3/IaHHbIE ABYMS WM 0OJiee OpraHu3alusIMH, JTOJKHBI UMETh
OJHY (€eIuHYyl0) JaTy, COOTBETCTBYIOLIYK JaTe€ MOJANUCAHHUs JOKyMEHTa
MIOCJIEAHUM JOJDKHOCTHBIM JIMLIOM.

Jlaty qokyMeHTa opOpMIISIIOT apaOCKUMU 1uppamMu B OCIEA0BATEIHHOCTH:
JeHb Mecdla, Mecsl, rol. [leHp mecsna u mecsi opOopMISIFOTCS IByMsl IapaMu
apaOckux tudp, pa3fgeNeHHbIMA TOYKOM, O/ — YeThIpbMs apaObckuMu 1udpamu,
HaIpuMep:

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

09 saBaps 2025 r.

3.5.6. PeructpauinoOHHbIN HOMEP JOKYMEHTA.

JIns BXOJSAIIMX WU MCXOISIIMX JOKYMEHTOB, OOpallleHu — MHAEKC Jena
10 HOMEHKJIATYPE U, 4€PE3 KOCYIO YEPTY, MOPSAAKOBBI HOMED JIOKYMEHTA.

PeructpauroHHbIl HOMEP MOOKYMEHTA, HW3JAHHOIO COBMECTHO, COCTOMUT
W3 PpAa3JICICHHbIX KOCOMW 4YEpPTOM PErucTPallOHHBIX HOMEpPOB, MNPUCBOCHHBIX
OpraHu3alysIMy — aBTOPAMU JIOKYMEHTA u PAacCoOJIOKEHHBIX
B  TOCJENAOBATEIbHOCTH, COOTBETCTBYIOIIEH OO0O3HAYEHUI0 HAMMEHOBaHUI
OpraHM3alyi B 3ar0JIOBOYHOM YaCTH JOKYMEHTA.

3.5.7.Ccblmka Ha pETUCTPALMOHHBIM HOMEpP M JaTy MOCTYIHMBIIETO
JIOKYMEHTA.

Ccpulka Ha pPErucTpalMOHHBIM HOMEpP W AaTy MOCTYNMBILIETO JOKYMEHTa
BKJIFOYAETCSI B COCTaB PEKBU3WUTOB Oyianka muchMa. CChUIKa MPOCTABISETCS
WCTIOJIHUTEJIEM MPU MOATOTOBKE MUChMa-0OTBETA.

3.5.8. MecTto coctaBieHus (U3AaHusA) JOKYMEHTA.
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Mecro cocraBienus (M3[aHMs) JIOKYMEHTa yKa3blBaeTcsi Ha OJlaHKe

KOHKPETHOTO BHJIa JOKyYMEHTa. B OiaHkax muceM CBEJIEHUS O MECTE CO3JaHUs
JIOKYMEHTa COJIEpIKATCS B PEKBH3UTE «CnpaBo4HbIE JTaHHBIE
00 n30upaTeTbHOU KOMHUCCHI.

[Ipu mpOAOTBLHOM PACIIONIOKEHUH PEKBU3UTOB OJIaHKA MECTO COCTaBJICHHS
WIM W3JIaHus JIOKYMEHTa YKa3blBaeTCs B CEpeAUHE CTPOKH MEXIY JJaTol
U PErHCTPAlMOHHBIM HOMEPOM JOKYMEHTa, a IpPH YIJIOBOM DPAaCIOJOKCHHH
PEKBHU3UTOB — IMOJ] ATOW M PETHCTPAIIMOHHBIM HOMEPOM JOKYMEHTa, OT Kpas
JIEBOTO TOJIS.

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

[TpocraBiseTcs HA  JIOKyMCHTax, collepkanmux  WHGOPMAITUIO
OTPaHUYEHHOTO PACIPOCTPAHECHUS, KACAIOIIYIOCS NEATEeIbHOCTH OpTaHU3alNH,
OIpaHUYEHUS Ha  pACHpPOCTPAaHEHUE  KOTOPOW  NUKTYIOTCA  CIIy:KeOHOM
HEOOXOIMMOCTBIO, a TaKKe IIOCTYNHBIIAS B TEPPUTOPUAIBHYI0 KOMHCCHIO
HECeKpeTHass HWHQOpMaIUs, JOCTYI K KOTOPOW OTrpaHHYEH B COOTBETCTBHHU
¢ (penepanbHBIMH 3aKOHAMH.

[TomeTka HaA JOKYMEHTaX, COAEpXKAUX HHPOPMAIUIO OTPAaHUYCHHOTO
pacrpocTpaHeHus, uMeeT BuJ «Jis ciyxeoHoro nons3oBanus» (aaiuee - J1CII).

[TomeTka TPOCTABISIETCS B BEPXHEM MPABOM YNy JIMIIEBOW CTOPOHBI
MIEPBOTO JIMCTA JOKYMEHTA OT TPaHUIIBl BEPXHETO TOJIS.

3.5.10. Anpecar.

PexBu3uT «Aapecar» pacnoiaraercs Crpaa Mmoj peKBU3UTaMU OJIaHKa.

JIOKyMEHTBI aIpECYIOTCSl B OPTaHU3AIlUH, UX CTPYKTYPHBIC TIOpa3/IeIICHus,
JNOJDKHOCTHBIM JIMIIAaM WJIM TpakIaHaM TIpH OTBETe Ha WX OOpalleHus.
HammeHOBaHMS OpraHu3allid W CTPYKTYPHOTO TOAPA3JCICHUS YKa3bIBAIOTCS
B UMEHUTEIILHOM ITaJIeKe, HallpUMep:

Anmunuctpanus KupoBckoro paitona
Cankr-IletepOypra
IOpunuueckuii oraen
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Ecan AOKYMCHT aApCCyCTCiad OOJDKHOCTHOMY  JIMIY, HAMMCHOBAHHC

opraHu3anuunu YKa3bIBACTCsA B HUMCHUTCIIbHOM magcxe, a JOJDKHOCTD

)41 q)aMI/IJII/ISI — B JaTCJIbHOM. HpI/I 9TOM HHHIHAJBI YKA3bIBAIOTCA ITOCIIC (1)aMI/IJ'II/II/I,

HanpuMep:
Anmunuctpanusa Kuposckoro paiiona
Cankr-IleTepOypra
HauanbHuky oO1ero otaena
NBanosy H.II.
Ecnu JOKYMEHT anpecyercs PYKOBOIUTEIIO OpraHu3aluu

Wi C€ro 3aMCCTHUTCIIIO, HAMMCHOBAHUC OpraHu3alii JOJLDKHO  BXOOAHWTHb
B HAUMCHOBAHHUC JOJDKHOCTH aApCCaTta, HAIIpUMCP:

3aMecTuTelo aupekTopa Beepoccuiickoro
Hay4YHO-UCCJIEI0BATEIBCKOTO HHCTUTYTA
JOKYMEHTOBEICHUS U apXUBHOTIO JI€a

Cwmupnosy ILIL

Ecin JOKYMCHT aJpCCyCTCA  OpraHu3allvu, CHa4daJla  YKa3bIBACTC:A

€€ HaMMEHOBAHUE, 3aTEM MTOYTOBBIN aJipec, HapUMep:

[{enTpanbHas n3duparenbHass KOMUCCHS
Poccutickon ®enepanuu

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

JlomyckaeTcsi IEHTPUPOBATh KaXIyl0 CTPOKY peKBH3UTa «Amapecar»
10 OTHOIIECHHIO K CAMOW JNIMHHOM CTPOKE.

JlomyckaeTrcsi HMCHOJNB30BaTh O(QUIMANIBHO TPUHITBIE  COKpAICHHBIC
HAMMEHOBAHUSI OPraHOB TOCYJAapCTBEHHOM BJIACTH, MECTHOIO CaMOYIIPaBJICHUS,
OpTraHU3aIUN.

[TouToBBI anpec yKa3bIBa€TCsl B TMOCIEAOBATEIBHOCTH, YCTAHOBJIECHHOU
[IpaBunamu OKa3zaHUsl YCIYr TIOYTOBOM CBSI3M, YTBEPKIACHHBIMU IPUKA30M

MunucrepctBa 1M(POBOTO pPa3BUTHSI, CBS3M M MACCOBBIX KOMMYHHUKAITUI
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Poccuiickoit ®enepannu ot 17 ampens 2023 roga Ne 382 «O06 yTBepkaeHUU

[IpaBui1 0ka3aHMs yCIIyT IOYTOBOM CBSI3H).
Ecnu 1OKyMEHT OTIIpaBiseTCsl B HECKOJIBKO OJHOPOHBIX I'OCY1apCTBEHHBIX

OpraHoOB WJIM OPTaHU3ALMI, UX CIEIYET YKa3blBaTh 0000IIEHHO, HAIPUMED:

IIpencenarensiM y4acTKOBBIX KOMUCCUU

JIOKyMEHT He JOJDKeH coAepKaTh 0Oojee  4YeThlpex  aJpecaToB.
CnoBO «komnus» nepes BTOPbIM, TPETBUM, YETBEPTHIM aIpeCaTOM HE YKa3bIBaCTCH.

[Ipu HanpaBieHuHn TOKyMEHTa 0ojiee YeM B UEThIpE aJpeca COCTaBIIACTCS
CIIMCOK pAaCChUIKM YCTaHOBIEHHON (opMmbl (mpuinoxkenue Ne 6), KOTOpPbIA
IIOJIKCBIBAETCS MPEACEAATENIEM TEPPUTOPHUATBHON KOMUCCHH.

[Ipu agpecoBaHMM NOKYMEHTa (PU3NYECKOMY JIMI[y BHAYalle YKa3bIBAIOTCA
(baMuusl 1 THULMAJIBI [TOJTyYaTelis, 3aTeM OYTOBBINA apec, HapuMep:

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

Cankr-IletepOypr,
190005

[Ipu oTmpaBke MUCbMa MO 3JIEKTPOHHOM MOYTE WK MO (PaKCUMUIBHOU CBSI3U
(0e3 moChUIKM MO MOYTE) MOUYTOBBIN ajpec He ykasbiBaercs. [Ipu HeoOXxoauMocTH
MOXET OBITh yKa3aH ajpec OJJIEKTPOHHOU mouThl (HoMep TenedoHa/Pakca),
HaIpumep:

MUHUCTEPCTBO FOCTULIMU
Poccniickont @enepanun
mail@minjust.ru
3.5.11. I'pud yTBepxIeHUS TOKYMEHTA.
JIOKyMEHT = yTBepXAaeTcsi JODKHOCTHBIM JIMIIOM WM CHEUUAIbHO
U3/1aBAEMbIM JOKYMEHTOM.
[Ipu yTBepKI€eHUU TIOKYMEHTa JOJKHOCTHBIM JIULIOM TpU( yTBEPKICHUS
noikeH coctoath u3 cinoBa Y TBEPK/IARO Oe3 kaBbluek v MPONUCHBIMU OyKBaMU

n Ha cnez[y}omeﬁ CTPOKC — HAMMCHOBAHHC JOJIDKHOCTH, IIOAIINCH,
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(mpu odopmiieHurn Ha OyMa)KHOM HOCHUTENE), WHHUIMANB W (QamMuaus uIa,

YTBEPJMBILIETO JOKYMEHT, JaTa yTBEPKIACHUS.
['pud yTBEepkaeHuUs: pacnoliarailoT B IpaBOM BEPXHEM YTy MEPBOTO JIUCTA
TOKyMeHTa. B rpude yTBEepKICHHsI MOMyCKACTCS ICHTPUPOBATH AJIEMEHTHI

OTHOCHUTEIIBHO CaMOW JNIMHHOM CTPOKH, HAITPUMED:

YTBEPXJIAIO
npeaceaaresb TeppuTopruaibHOU
n30upatenbHoi komuccuu Ne 42

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

[Ipu yTBEp)KIEHUHU NOKYMEHTA MOCTAHOBIEHUEM, MPOTOKOJIOM, PELICHUEM,
pacriopsikeHdeM Tpud  yTBepxkaeHust coctouT u3 cioBa Y TBEPXJ/IEH
(YTBEPXIEHA, VYTBEPXJIEHbI wmu VYTBEPXJIEHO) 06e3 kaBbiuek
W TPONUCHBIMA OyKBaMH, HAaWMMEHOBAHHUS  YTBEP)KIAIOLIETO  JIOKyMEHTa

B TBOPHUTCIIBHOM II4JCKEC, €TI0 JaThl © HOMCpPA, HAIIPUMEDP:

YTBEPXJIEH
peuenueM TepputopranbHOU
n3buparenbHoOM komuccuu Ne 42
oT 24 stuBapst 2025 r. Ne 13-7

3.5.12. Yka3zaHus no UCIOJHEHHUIO JOKYMEHTA (PE30IIOIus).

VYkazaHusi MO WCHOJHEHWIO JOKYMEHTa MOTYT OBITh HANHMCaHBI OT PYKH
npejaceaaTeeM TEPPUTOPUAIBHON KOMUCCHMM Ha MOAJUMHHHUKE JOKYMEHTa
Ha CBOOOJHOM OT TEKCTa MECTE WJIM OQOpPMIIEHBI Ha OTAEIbHOM JUcTe Popmara
A6 (105 x 147 MM), IpUIOKEHHOM K JOKYMEHTY. YKa3aHUsl MO HCIOJHEHUIO
JOKYMEHTa BKJIFOYAIOT bamunuu u VMHUIMAIIBI UCIIOJTHUTEIIEH,
npu HEOOXOAMMOCTH — COJIEpP)KaHNE TOPYUYCHHS, CPOK WCIIOJHEHUS, MOJIMUCH

(mpu odopmiieHnr Ha OYMa)KHOM HOCHTEIIE) PYKOBOJIUTENS U 1aTy, HAIIPUMED:
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Cuzony A.1O.

['puropeey B.C.

[Ipomry paccMOTpETh U JaTh OTBET
k 14.02.2025

MOJIHKCH
JaTta

VYKkazaHus 1O HUCIOJHEHHUIO JIOKYMEHTa TaKXe MOTYT ObITb OQOpPMIIEHBI
c wucnoyibzoBanuem IIJ[ ¢ nOpuMeHEHHEM »SIEKTPOHHBIX IA0JIOHOB OJAHKOB
JIOKYMEHTOB.

3.5.13. 3aroyioBOK K TEKCTY IOKyMEHTa (HAaMMEHOBAaHUE JOKYMEHTA).

3arojoBOK K TEKCTY JOKYMEHTa JOJDKEH KPaTKO M TOYHO PaCKpHIBATH
€ro cojiep>kaHue M ObITh COIVIACOBaH C HAaWMMEHOBAHMEM BHJIA JIOKYMEHTA.
3aroJ0BOK MOKET OTBEYATh HA BOIIPOCHI:

«0 yeM (0 KoM)?», HarpuMep:

Pacnopsikenue — O co3gaHuu DKCEPTHOW KOMUCCHH;

«4ero (Koro)?», HanpuMmep:

JIOJDKHOCTHOM PETJIAMEHT BEAYLIErO CHEUATUCTA;

AKT 00 YHUUYTOXXEHUH TOKYMEHTOB C HCTEKIITUMU CPOKAMH XPaHEHUSI.

3aroJ0BOK COCTaBJISIETCS JTUIIOM, TOTOBSIIIIMM TIPOEKT JOKYMEHTA.

3aroj0BOK, COCTOSIIMK W3 JBYX M 0OJiee CTPOK, IedaraeTcs uepe3 OAuH
MEXXCTPOUHBIM MHTEpBaj, TOYKAa B KOHIIC 3arojioBKa HE CTaBUTCA. 3arojOBOK
pacriojaraeTcsi Ha TMEpBOM JIUCT€ HaJ TEKCTOM JOKYMEHTa [0 IIEHTpY,
a Ipu 0(pOPMIICHHH TIMCbMa — OT TPAHMIIBI JIEBOT'O MOJIA.

3.5.14. TekcT nOKyMeHTa.

TexkcT gokymMeHTa OGOPMIISIIOT B BHIE CBS3HOTO TEKCTa, TaOJUIIBI
WJIU COEAMHEHUS 3TUX CTPYKTYP.

TekcT JOKyMeHTa [JOJDKEH U3JlaraTbCsi KpaTko M SICHO, OBITh
apryMEHTUPOBAHHBIM, OOECIeYrBaTh TOYHOEC U OJHO3HAYHOE BOCHPHITHE

coJieprKallieiicsi B HeM UH(pOpMaInu.
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Tekct JOKYMCHTA HOOJDKCH, KaK IIpaBHJIO, COCTOATb H3 JIBYX 4acTeu.

B nmepBoil yacTu yKa3bIBalOTCS MPUYMHBI, OCHOBAaHUSA, LEJIH COCTABJICHUS
JOKYMEHTa, BO  BTOPOW — pEIICHUs, BBIBOABI, MPOCHOBI, MPEIOKEHHUS,
pPEKOMEHJAU Y.

TexkcT MOKyMEHTa MOXKET COAEPKaTh TOJBKO 3aKIIOUYUTEIBHYI0 YacTb
(Hampumep, pacropsKEHUE — PACTIOPSIUTENBHYI0 YacTh 0€3 KOHCTATHUPYIOILEH,
MUCHMO, 3asBIIEHUE — TPOCHOY O€3 MOSICHEeHN).

B Tekcre mokyMmeHTa, MOATOTOBIEHHOIO Ha OCHOBAaHUHU 3aKOHOJATENIbHBIX,
WHBIX HOPMATHBHBIX IPAaBOBBIX AaKTOB, W3JAHHBIX OpraHaMy TIOCYJapCTBEHHOMN
Bnactu u ynpasiaeHus, [IUK Poccum, Cankr-IlerepOyprckoil m3z0OuparenbHON
KOMHCCHEW, paHee W3JaHHbIX TEPPUTOPUATIBHOM KOMUCCUEH, YKa3bIBAKOTCS
HAaMMEHOBAaHHUE BHUJA JOKYMEHTAa, HAUMEHOBAaHWE OpraHa, M3JaBIIEro JTOKYMEHT,
JaTa TMPUHATUS WIA YTBEPKIACHUS JTOKYMEHTa, €ro PErHMCTPalMOHHBIA HOMEp,
a TAKX€E 3aroJIOBOK JOKYMEHTA, 3aKJIIOUYEHHBIN B KABBIYKU.

[Ipu ynorpebneHnu B TEKCTE (paMUIIMIA JIML MHULMAIBI YKa3bIBAIOTCS MTOCIIE
bamunuu.

TekcTbl JOKyMEHTOB OOJIBIIOTO 00bEMa MOTYT JEIUThCA Ha pasJieibl,
NO/IPa3/IeIbl U MyHKTHI, KOTOPhIE HyMEPYIOTCS apaOCKuMu 1 pamMu, HalpuMep:

1. Paznen
1.1. ITonpaznen
1.1.1. ITyHkT

AO3a1pl BHyTpPY MYHKTOB HE HYMEPYIOTCS.

B nucbmax ucnonb3yroT ciaeayronme GopMbl U3T0KEHUS:

or l-ro mmma wMHoxecTBeHHOro uyucina («[Ipocum  HampaBuUTh
uH(popmaiuio...», «Hanpasisem Ha 3aKIIIOUYEHUE TPOEKT...» U JIp.);

OoT 3-r0 Jula EeIMHCTBEHHOro 4ucia («TeppUTOpUAIbHAsT KOMHCCHS
HE CUMTAET BO3MOXHBIM...», «TEPPUTOPHUANIbHAS KOMHUCCHUSI  IpeiJiaraer

paccMOTpPETh BO3MOXKHOCTb...»).
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Fpa(I)BI n CTPOKH Ta6J'II/IHBI AOJDKHBI HMMCEThb 3arojlIOBKM, BBIPAKCHHBIC

CYILIECTBUTEIbHBIM B HMEHUTENbHOM manexe. [lom3aromoBku rpad M CTpPOK
JOJKHBI OBITH COTTIACOBAHBI C 3ar0JIOBKAMH.

Ecnu Tabnuiy nedararorT Oosiee 4eM Ha OJHOM CTpaHMIE Ha CIEIyHOIINX
CTpaHUIaX MOTYT OBITh Hame4yaTaHbl 3ar0JOBKHU Tpad WM UX HOMeEpa (B ciyuyae,
ecnu rpadbl TaOIUIBI HA IEPBOM JIUCTE TPOHYMEPOBAHBI).

3.5.15. OT™eTKa 0 HAIMYKU TPUIIOKEHUH.

OTmeTKa 0 HAJIMYUH IPUIIOKEHUH pacroiaraeTcsi OT TpaHUIlbl JIEBOTO MO
10cJIe TeKCTa Mepe]] MOANUCHIO.

CJ0BO «IpHUIIOKEHUE) TeYaTaeTcsl B €AUHCTBEHHOM HJIM MHOXECTBEHHOM
YHCJIE B COOTBETCTBUH C KOJIMUYECTBOM MPUIIOKEHUH.

Ecnu moxkyMmMeHT uMeeT NpUIIOKEHHE, Ha3BaHHOE B TEKCTE, OTMETKa

0 €ro Ham4uu ohopmIIsieTCs TIo cleAyrolIen Gopme:

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

Ecin AJOKYMCHT HMMCCT IIPHJIOKCHUC, HC HA3BAHHOC B TCKCTC, HJIN CCIIHU
HpI/IJ'IO)KeHI/If/i HECKOJIbKO, UX HAWMMCHOBAaHHA HCO6XOI[I/IMO NEPEUNCIINTL I10CJIC
TEKCTa JOKYMCHTA IICPC INOAINMUCHIO C YKAa3aHUCM KOJIMYCCTBA JIMCTOB B KaKIOM
IMPUITIOKCHHUN U KOJIMYCCTBA 3K3CMILIIPOB, IIPU HAJTUMINH HCCKOJIBKHUX HpI/IJ'IO)I(eHI/Iﬁ

UX HyMEPYIOT, HAIpUMEp:

[Mpunoxenusi: 1. Ilonoxenue 00 DxcnepTHON KoMuccuu Ha 15 1. B 1 9K3.

2. Ilpumepnas HOMeHKnaTypa nen Ha 14 1. B 1 9k3.

Ecim  npuiokeHuss  cOpOLIIOpOBaHbI, TO  KOJIMYECTBO  JIMCTOB
HE YKa3bIBaeTCs.
Ecnu npunoxeHue HampaBisieTCsl HE BO BCE YKa3aHHbIE B JIOKYMEHTE

ajzipeca, TO OTMETKA O HAIMYUHU MIPUIIOKEHUST 0POpMIIETCA 10 clieaytomei popme:

[Tpunoxxenue: Ha 20 1. B 3 9K3. TOJILKO B IIEPBBIM aapec.
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Ecin Kk nokymeHTy mpuiiaraeTcsi Apyrodl MOKYMEHT, TaKKe HWMEOIIUM

OPUIIOKEHHE, TO OTMETKAa O HAJWYHMH TMPWIOKEHUS OGOPMISIETCS CIEAYIOLIUM

obpazom:

[Mpunoxkenue: mnucemMo Cankrt-IlerepOyprckoil  u30UpaTeNbHON  KOMHCCUU
or 15.11.2024 Ne 01-18/450 wm mnpunoxxeHue K HEMY, BCETO
Ha 15 1.

Ecnmu mnpunokenneMm sBiseTcs 000COOJICHHBIA AICKTPOHHBIA HOCHUTEIH
(KOMIaKT-TUCK, usb-(Jenr-HakomuTedb W JIp.), TO OTMETKa O HaJUYHH

MPUIOKEHUST OPOPMIISIETCS CASAYIOMIUM 00pa30M:

[Tpunoxenune: CD B 1 k3.

I[Ipu »TOoM Ha Hocutene (BkiIagbiie (KOHBEPTE)), YKa3bIBAIOTCS
HAaWMEHOBAHUA IOKYMEHTOB, 3alTMCAHHBIX Ha HOCUTEIIb, UJIM UMEHA (haisIoB.
B pemienusix U npukazax CBEICHHS O HAJTUYUU MPUIIOKEHUN YKa3bIBAIOTCS

B TCKCTC, HAIIPHUMCDP:

«Pa3paboTtatb M MpeACTaBUTH MPOEKT IUIaHa MO ¢GopMe, YKa3aHHOU
B npuiiokeHuun Ne 1»
WIH

«...JIeTIaeTCs 3aIKCh B )KypHaAJl yCTaHOBJIECHHOHN (hopMbl (mpuitoxkeHue Ne 2).»

Ecnou B JgokyMmMeHTe, K  KOTOpPOMY  OTHOCUTCS  TPUIIOKEHUE,
OHO HE YTBEPKIAETCS, @ IPOCTO COAEPKUTCS CChUIKA HA HETO, TO HA IEPBOM JIUCTE
MPUJIOKEHUST B TPABOM BEPXHEM YINIy YKa3bIBACTCA, K KaKOMY PEIICHUIO
(mpuKa3y) MPUIOKEHNE OTHOCUTCS, @ CTPOKU MOTYT IIEHTPOBATHCA OTHOCUTEIHHO
CaMOM JUIMHHOM CTPOKH, HAIIPUMED:

[Ipunoxenue
K [IpUKa3y npeaceaaresns
TeppuropuanbHoi U30UpaTEeIbHON
komuccuu Ne 42
ot 14 mapta 2025 1. Ne 27-01

[Ipy HaMMYMM HECKOJBKUX MPUIIOKEHUN OHU HYMEPYIOTCS, Hampumep,

npuioxenue Ne 1, mpunoxxenue Ne 2 U Tak naiee.
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3.5.16. IToanuce.

B cocraB moamucu  BXOAAT: HAaMMEHOBAHME JIOJDKHOCTH  JIMIIA,
NOJIKMCABIIETO  JIOKYMEHT, €ro COOCTBEHHOpYy4YHasi TOAMHUCh, KOTOpas
opopmiiieTcss CHUHMMH WM YEPHBIMH YEpHWIAMH, PpaCIIM(PpPOBKA MOIIUCH
(MHULIKATBL, (aMIITHSA).

Ecnmu nmokymeHT odopmisieTcss Ha OlaHKe TepPUTOPUAIBHOW KOMHCCHUH,
TO PEKBU3UT BKIIOYAET HAMMEHOBAaHWE JIOJDKHOCTU JIMIA, TMOIHCHIBAIOIIETO
JOKYMEHT, €r0 COOCTBEHHOPYYHYIO MOAMUCH, PACIIU(PPOBKY MOAINCH (MHUIHAIIBI

1 (haMuIInIO), HAIpUMeEp:

[Ipencenarens MHOIITNCH WHULMANBI, (haMUIHs

Ecnu 1OJKHOCTHOE JMIO, MOANKACH KOTOPOrO 3arOTOBJIEHA HA IIPOEKTE
JIOKYMEHTA, OTCYTCTBYET, TO JTOKYMEHT MOAMNKUCHIBAET €r0 3aMECTUTEIh WM UHOE
JMILO, UCHOJHSIoUIEe ero o0s3aHHOCTH. IIpu 3TOM 00s3aTEIbHO YKa3bIBAIOTCS
(dakTHyeckass JOKHOCTh JIMIA, TMOAMMCABILErO JOKYMEHT, M €ro Qamuiuus.
He  pomyckaercs — moAanmuchiBaTh — JIOKYMEHTBI € HPEAJIOTOM  «3a»
WJIM MIPOCTABJIECHUEM KOCOU YEPTHI IIEpe] HANMEHOBAHUEM JIOJKHOCTH.

Ecnu nokyMeHT odopmiisieTcs He Ha OJIaHKE, TO PEKBU3UT COAECPKUT MOJTHOE
HAaMMEHOBaHUE JOJIKHOCTH avna, MOJMKUCABIIETO JIOKYMEHT,
€ro COOCTBEHHOPYYHYIO IMOANHUCH, PacHIM(PpPOBKY MOANUCH  (MHULHAJIBI

U (haMuUIINIO), HAIpUMeED:

[Ipencenarens
TepputopuanbHON U30UPATEIHHON KOMUCCUU
Ne 42 MOANKUCH MHUIMAIIBI, PaMUIHUS

[Ipy moanmucaHuM JIOKYMEHTAa HECKOJBKUMHU JOJDKHOCTHBIMHM JIMIIAMHU
WX TIOAMHCH pacrlojiaraloTcss OJHa TMOJ JpPYyrod B TOCJIEAOBATEIBLHOCTH,

COOTBETCTBYIOIIECH 3aHMMaeMOM JOJKHOCTH, HAIIPUMEp:

HpCI[CGILaTCHB IIOAIINCH HWHUIINAJIbI, (baMI/IJII/IH

['maBHbIN OyxTantep MOJIIIHUCH WHUIATBI, (haMuIIns
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HpI/I noanrvuCaHuM JOKYMCHTAa HCCKOJBKMMMA JIMOAMH, 3aHHMMAaroIiuMH

PaBHBIC JOJDKHOCTH, ux moanvcCyu  pacnojararoT  Ha OIHOM  YPOBHC,

HaIpumep:
HavansHuk mpaBoBOro otaena Havanbauk
OpraHU3alMOHHO-METOINYECKOTO
oTnena
NOJANUCH WHULUAIBI, (pamMuius MOJANKUCH WHULUAAIBI, HaMIIIHs

B nmokymeHTe, MOAroTOBIEHHOM KOMUCCHUEN, MOAIMCH PACIIOIaratTCs OJHa
noA apyroi. IlepBeIM yKa3bIBaeTCs MpejicenaTesib KOMUCCUM, a paMUITMU YJIEHOB

KOMMCCHUH PacnoyiaratoTcs B aipaBUTHOM MOPSJIKE, HAIPUMED:

[Ipencenarens KOMUCCUU MOJIHNCH MHHITAAIBI, (haMUIUs
YJieHb KOMHUCCHH MOAITHCH WHULHATBI, (DaMUITHS
MOAIHUCH WHULMANBI, (haMUIIHs
MOAITHUCH MHHITAAIBI, (haMUIIUs

Ecnu mokyMeHT cocTaBiieH Kak TpujaraeMas K OCHOBHOMY JOKYMEHTY
cupaBka Wid  HWHpOpMamus, TO OH odopmiieTcs B COOTBETCTBHUH
c myHKTOM 3.5.15, a BMECTO MOINHMCH TOJ TEKCTOM IOKYMEHTa, KaK IpaBHIIO,
YKa3bIBAeTCs (haMHUIIHS, UMSI, OTIYSCTBO UCTIOTHUTEIIS.

3.5.17. OTmeTKa 00 JE€KTPOHHOMN MOAMKCH.

[TpocraBiseTcs: Ha BU3YaTHM3UPOBAHHOM DJICKTPOHHOM JTIOKYMEHTE B MECTE
pacrojIoKeHUsI COOCTBEHHOPYYHOM MOIIUCH JODKHOCTHOTO JIMIAa B JIOKYMEHTE

Ha OyMa)XHOM HOCHUTEJIE, HalpuMep:

IIpencenarens AOKYMEHT MOANUCAH
o npPoCTOM NnoaANUCbLIO
TepputopranbHo#
M30UpaTeTbHOM KOMUCCHH No 42 | XYBQCT/PIZL7BQ+0+6LTHNQPOMVDVUYS= N.B. Upununa

[encteuteneH:bes cpoka agencreus
Bnapeneu:MpuHuHa UHra ButanoesHa

DJIeMEHThl OTMETKU 00 3JIEKTPOHHOM MOANMUCH JOJDKHBI OBITh BUAMMBIMU
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Y YUTAEMBIMU [IPU OTOOPAKEHUU JOKYMEHTA B HATYPaIbHOM pa3Mepe.

DneMeHThl OTMETKH 00 3IEKTPOHHON MOJIMUCH HE JOJIKHBI IEPEKPhIBATHCS
WJIM HAKJIaABIBATHCS IPYT HA ApyTa.

DneMeHTbl OTMETKH 00 3JEKTPOHHOW MOIMHCH HE JOJKHBI MEPEeKpPhIBATH
AIIEMEHTBl TEKCTa JOKyMEHTa W JpPYyTHe OTMETKHM 00 HJIEKTPOHHON MOAMUCH
(Tpu HATMYHH).

B ciywae, ecnau 3JI€KTpOHHAs MOIIUCH COJEPKHUT METKY JOBEPEHHOIO
BPEMEHH, OTMETKa OO0 AJIEKTPOHHOM MOJINUCU AOJDKHA 00S3aTENIbHO BKIIIOYATh
uHbOpMaIlMI0O O JaTe W BPEMEHH TMOINUCAHMS JOKYMEHTa JJIEKTPOHHOMN
MOANMCHI0. BHENTHUI BUJ METKM JIOBEPEHHOTO BPEMEHHU U BHEIIHHUW BUJ IPOCTON
JIEKTPOHHON IOJANKCH YCTAaHABIIMBACTCS JIOKAIBHBIMA HOPMATUBHBIMU aKTaAMU
WJIM 1O COTJIAIIEHUIO CTOPOH JTOKYMEHTO000pOoTA.

3.5.18. I'pud cornmacoBaHwus.

I'pud cornmacoBanusi coctoutr u3 cimoBa COIJTACOBAHO 6e3 kaBbluek
Y NPONUCHBIMU OyKBaMH, HAUMEHOBAHMS TOJDKHOCTH JIMIA, KOTOPHIM COIIACOBAH
JOKYMEHT (BKJIIOYass HaWMEHOBAaHHE OpraHM3alllM), €ro COOCTBEHHOPYYHOMU
noanucu (mpu oQopmiaeHUH Ha OyMa)XHOM HOCHTEINE), paclu(pOBKUA MOINUCH

(vHULIMAIBI, (PaMUJTKS ) U IaThI COTJIACOBAHMS, HAITPUMED:

COT'JTACOBAHO
Cexperapp TepputopraibHON
n3ouparenbHo komuccuu Ne 42
MOINMCh, MHUITHAITBI, (haMUITHSI
narta

Ecium  cormacoBanwe  OCyIIeCTBISETCS MPOTOKOJIOM  WJIM  MHCHMOM,
TO COTJIaCOBaHUE OPOPMIISIETCS CIACAYIOUTUM 00pa3oM:

COI'JTACOBAHO
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WIIN:

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

I'pu¢ cormacoBaHusi JAOKyMEHTa B 3aBUCUMOCTH OT BHJA JOKYMEHTa
1 0COOCHHOCTEH ero 0(hopMIECHUS MOKET MPOCTABIIATHCS:

Ha MEPBOM JIMCTE JIOKYMEHTa B JIEBOM BEpXHEM YIJIy Ha YpoBHE rpuda
YTBEPKJICHUSI UJIM TI0JT HAMMEHOBAHUEM JIOKYMEHTA OJIMKE K HUKHEMY TIOJIIO;

Ha TIOCJICTHEM JIUCTE TOKYMEHTA O]l TEKCTOM;

HAa JINCTE COTJIACOBAHUS, SIBIIAIONIEMCS HEOTHEMIIEMOM YacThIO IOKYMEHTA.

3.5.19. Busa.

BHyTpeHHee cornacoBaHue MPOeKTa TOKyMEHTa 0(OPMIISIETCSI BU3OM.

CormnacoBanue NpPOEKTa JAOKYMEHTA MOKET OCYUIECTBIISITHCS CpPEICTBAMU
[111. Ilpu coriacoBaHMM NPOEKTa JOKyMEHTa Ha OYMa)KHOM HOCUTEJE BU3a
BKJIIOYAET IMOJINUCh BHU3UPYIOLIEro, paciiMpoBKYy MNOANUCH (MHUILIMAAJIBL,
dbammwius) W AaTy, OpU HEOOXOIUMOCTH MOXET OBbITh YyKazaHa JIO0JKHOCTh

BHU3HUPYIOIICTIO, HAIIPUMCP:

Cexperapp TeppuToprualibHOM
n3buparenbHo komuccun Ne 42

IIOAIIHUCH HMHHUIIUAJIbI, q)aMI/IJ'H/IH

JgaTa

[Ipyn HaMMuUMK 3aMeUYaHUl K JOKYMEHTY BH3a OGOPMIIICTCS CIACAYIOIIHM
obpazom:

3ameuaHus NMPUJIararTCs

Cexperapp TepputopraibHOM
n3ouparenpbHOr Komuccuu Ne 42

IMOAITNCH HWHUIIUAJIbI, (1)aMI/IJII/I$I

JgaTta

3amMeuaHus n3j1araroTcia Ha OTACJIBbHOM JINCTC, IIOAITMCBIBAOTCs
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Y IPWJIAraroTcs K JT0KyMEHTY.

JlonmyckaeTcsi HOJIMCTHOE BU3UPOBAHUE JOKYMEHTOB U MPUIIOKEHUN K HUM.

Ecnu nomInHHUK TOKYMEHTa OCTAETCSl B TEPPUTOPUAIIBHON KOMUCCHH, BU3bI
MPOCTABISIOTCS B HIKHEM YacTH OOOpPOTHOM CTOPOHBI MOCIEIHErO JHUCTa
MOJJIMHHUKA JIOKYMEHTA.

JIns MOKyMEHTa, MOJJIMHHUK KOTOPOTO OTIPABISIOT U3 TEPPUTOPUATIBHOMN
KOMMCCHUH, BU3bI IPOCTABIISIOTCA B HUYKHEW YaCTH JIMIEBOM CTOPOHBI MOCJIEIHETO
JIMCTa KOMHUU OTHPABIISIEMOTO IOKYMEHTA.

3.5.20. [1euars.

[leyatp  3aBepsieT MNOJJIMHHOCTb  MOJINUCH  JOJDKHOCTHOTO  JIMLA
Ha JIOKYMEHTaX, YJOCTOBEPSIOIIMX MPETyCMOTPEHHBIE MPABOBBIMU aKTaMU
MOJTHOMOYHUS  JIOJDKHOCTHBIX —JIUI[ WM (PUKCUPYIOMUX (DAKTHI, CBA3aHHBIC
c  (GUHAHCOBBIMM  CpEICTBAMHM, a TaKkKe Ha  HMHBIX  JIOKYMEHTax,
MpeayCMaTPUBAIOIINX 3aBEPEHUE TTOJJIMHHON MTOIITHCH.

[leyatp cTaBUTCS Ha CBOOOAHOM OT TEKCTa MECTE€, HE 3aXBaThIBad
COOCTBEHHOPYUYHOHN MOJAMKUCH JIOJDKHOCTHOTO Juia. [leyaTh MokeT 3axBaThIBaTh
YacTh HAUMEHOBAHUS JOJKHOCTH JIMIA, TIOJMMCABIIETO TOKYMEHT.

B nokymeHTax, MOJATOTOBJICHHBIX HAa OCHOBE YHUDUIIMPOBAHHBIX (opM,
neyaTh CTAaBUTCS B MecTe, 0003HaueHHOM OoTMeTKoM « MID» minu uabiM oOpazom.

3.5.21. OTMeTKa 0 3aBEPEHNN KOTIHUH.

JInsi 3aBepeHHs] COOTBETCTBUS KONHMHM JOKYMEHTA MOMJIMHHUKY HUXKE
pexBu3uta «llonmucek» mpocTaBigeTcsl OTMETKA O 3aBEPEHUM  KOIUU —
3aBepUTeNibHasg Haanuch «BepHO», HOMKHOCTH JIMLA, 3aBEPUBILETO KOIMIO,
€ro COOCTBEHHOpYYHAsl TOJIHUCH, paciM(ppoBKa MOANUCH U JlaTa 3aBEPEHHS,

Hanpumep:
Bepno
[Ipencenarens TEppUTOPUATBHON KOMUCCHU
MOJIIHUCH WHUIIAATBI, (pamMums

Jara
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JlomyckaeTcsi 3aBepsATh JOKYMEHTBI OTMETKON «BepHo» mpocTaBieHneM
mramMna ¢ yKa3aHWeM  JIOJDKHOCTUM — JIMI[A,  3aBEPHBIIET0  KOIMIO,
ero coOCTBEHHOPYYHOU MOJINUCH, pacIu(PpPOBKH MOIUCH U IaThl 3aBEPEHUS.

B  caydasx, nOpeayCMOTpPEeHHBIX  3aKOHOAATENbCTBOM  Poccuiickon
®enepauuu 0 BbIOOpax M pedepeHayMax, MpPU 3aBEPEHUU KONUU JOKYMEHTa
TaK)Ke MPOCTABIISIETCS BPEMS 3aBEPEHHUSI.

[Ipu mepechbUIke KONMUU JOKYMEHTa B JPYru€ OpraHu3alliy WU BblJaye
€€ Ha pyKHU 3aBEpUTENIbHAs HAJIIUCh YA0CTOBEPSETCS COOTBETCTBYIOIIEH MME€YaThIO.

JIMCTBI MHOTOCTPAaHUYHBIX KONMUN HYMEPYIOTCS, OTMETKA O 3aBEPEHUU
KOIMK  JIOTIOJHSETCS  yKa3aHWMEeM  KOJIMYecTBa JHUCTOB kommu  «Bcero
B KONUM ___ JIUCTOB». Ha KONMUAX MHOTOCTPAHUYHBIX JOKYMEHTOB OTMETKa
O 3aBEpEHHMM KOMNMM TMPOCTABIAETCS HA  KaXJIOM JIUCTE JOKyMEHTa
WIM Ha TOCIEOHEM JIMCTE MPOIIMTOIO0 WIM CKPEIJIEHHOTO HWHBIM 00pa3oM
JIOKyMEHTA.

3.5.22. OT™meTKa 00 UCTIOTHUTEIIE.

OtMmerka 00 HCHOJMHUTENE BKJIIOYAaeT B ceOst (haMUIIni0, UM U OTYECTBO
(Ipy HANMYKMKM) UCHOJHUTENS JOKYMEHTa U HOMEpP €ro ciykeOHoro TtenedoHa
C KOJOM pervoHa (B cilydyae HampaBlICHUs JOKYMEHTa B aJpec M30upaTesbHbIX
KOMHUCCHUIM MOXET YyKa3pIBaThCsid HoOMep cayxkeOHoro Ttenedona ATCB).
OTMeTKy 00 MCIIOJIHUTENIE PACIoaralT Ha JUIEBON WU, IPU OTCYTCTBUU MECTA,
Ha OOOPOTHOI CTOPOHE MOCJEIHEro JHUCTa JTIOKYMEHTa B JICBOM HIDKHEM YTy

mpudTom 10 MyHKTOB, HATTPUMED:

3yb6aper Bragumup Uitbnd
(812) 356-85-31

3.5.23. OtmeTka 00 UCTIOTHEHUH JOKYMEHTA.

OTmerka 00 UCHOJNHEHWH JOKYMEHTa ¥ HANpaBICHUU €ro B JeI0
MOTYT BKJIFOYACT CIEAYIONIME JaHHBIC: KpPaTKHUE CBEACHUS 00 WCIOJHCHUN
JOKyMEHTa (IIPH OTCYTCTBUH JOKYMEHTa, CBUICTEIHCTBYIOIIETO 00 MCIOTHEHUN ),

JlaTy ¥ HOMEP UMEIOIIErocsl JOKyMeHTa 00 MCIOJIHEHUH, ciioBa «B neno», Homep
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nena, B KOTOpoM OyAeT XpaHUThCA TOKYMEHT, JaTy, MOANUCh (Ipu 0hOpMIIEHUN

Ha OyMa)>KHOM HOCHUTEJIE) MpeceaaTeNsl TEPPUTOPUATLHON KOMUCCHH.
3.5.24. inentudukatop 3J1eKTpOHHON KOMUHU JOKYMEHTA (KOJIOHTHUTYII).
Unentuduxatop (umsa (aiina Ha MAITTHOYUTAEMOM HOCHUTEJIE) DIIEKTPOHHOMN
KOIUM JTOKyMEHTa (KOJIOHTHUTYJ) MOXET MPOCTABISATHCS B JIEBOM YIJIy HUKHETO
HOJISL KXKJIOW CTPAHMIIBI TOKYMEHTa PU(TOM 8 MyHKTOB, HAIIPUMED:

K0305298

3.5.25 tpux-koxa (QR-ko1) qOKyMeHTa.
[Ipu wWCcHOMB30BaHWM ITPHUX-KOJA, €r0 CIEAyeT pa3MemaTh B TMPaBOM
HIDKHEM YUy TIepBOro JMcTa. Ecoum Mecta HEIOCTaTOYHO, JOIyCKaeTCs

pa3MelIeHre B MPaBOM BEPXHEM YTIIy WM Ha APYroM CBOOOIHOM MECTE.

4. Opranusanus padorsl ¢ HCXOAAIIMMHU (OTHPABJISIEMbIMH)
TOKYMEHTAMU

4.1. Pabota ¢ oTmpaBiasieMbIMH (MCXOIAIIUMMHU) W3 TEPPUTOPUATIBLHOM
KOMHCCUU JOKYMEHTAMH BKJIOYAE€T HUX PETUCTPALHIO, HNPOBEPKY IMPABUIBHOCTH
oopMIICHUS, B TOM YHUCJI€ HAJIMYUE TOJHOTO aJipeca M €ro TOYHOCTh, HaJU4He
MOJIMHHOW ToAMUCH (JJIsI 3JIEKTPOHHOTO JOKYMEHTa — MPOBEPKA TMOJJIUHHOCTH
AJIEKTPOHHON TMOJIMUCH), JPYTUX HEOOXOAMMBIX D3JIEMEHTOB OQOpMIICHUS,
YKa3aHHbBIX PWIOKEHUM, U OTIIPABKY.

4.2. Ucxopsume JOKYMEHTHI IeYaTaloTCsl Ha OJlaHKaX yCTaHOBJIEHHOMU
dbopmbl, O(QOPMISIIOTCS B  COOTBETCTBHM C TOJIOKEHUSIMU  WHCTpyKIuu
u peructpupyrotcs B [1J] unm apyrux perucTpaiiioHHO-y4eTHBIX hopmax.

4.3. OrnpaBka JOKYMEHTOB u3 TEPPUTOPUAITBHON KOMHUCCHUH
OCYILIECTBIISICTCS opraHamu (emepanbHON (elbIberepCcKod WM  CIeIHaIbHOMN
CBSI3U, TOYTOBOM, TenerpadHoil CBs3blO, cpenactBamu [IJI, mo kaHamam
(baKCUMUIBHON CBSI3U, JIEKTPOHHOM MOYTON B ceTH MIHTEpHET niu HapOYHBIM.

4.4. ITpu opopMieHUN OTHPABISIEMBbIX (MCXOISAIINX) MHCEM, B TOM YHUCIE
MpU MOJATOTOBKE MPOEKTOB mucem cpeactBamu [1/[, u TenerpamMm HCMIOTHUTENb
YKa3bIBa€T TMOJHBIA TOYTOBBIM (BKJIOYAs MHAEKC) aJpec OpraHu3aluu

WJIN TpaXKJaHruHa.
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4.5. OtnpaBnsiemMble  (MCXOASIIME)  JIOKYMEHTBI ~ MOTYT  T'OTOBHTHCH,

COTJIACOBBIBATHCS U MOANUCHIBATHCS cpeacrtBamu [1/1.

HUcxopsume mnucbMa HampaBiIsIOTCA 32  MOAIUCBIO  IMpeacenaTess
TEPPUTOPUAIBHOM KOMHUCCUH, B €ro OTCYTCTBHE —3a IOJIUCHIO 3aMECTHUTEI
npeacenarenas WM HHOTO 4jeHa TEPPUTOPUAIBHONM KOMHCCHU, UCIHOJIHSAIOIIETO
00s3aHHOCTH  TpeJcenaTeNs, Ha  COOTBETCTBYIOIIeM  OJlaHKe  mHchMa
(Ipu MOATOTOBKE UCXOASUIMX TOKYMEHTOB cpenctBamu [1J] — cooTBeTCTBYIOMMX
AIIEKTPOHHBIX M1a0J0HAX OJJAHKOB JOKYMEHTOB).

4.6. C ucnonb3oBanuem [1J] wim apyrux perucTparmoHHO-YYETHBIX (HOpM
JIOKYMEHTaM MPUCBAUBACTCS UCXOASIIUNA HOMEp, KOTOPBIM COCTOMT M3 HMHJEKCA
JieJla IO HOMEHKJIAaType AEJN M MOPSAKOBOIO HOMEpa JIOKYMEHTA, pa3AesIeHHBIX
Kocor yeprToil. Mcxonmdmmii HOMEP yKa3bIBA€TCSA TAaKXKE Ha KOIHMM JOKYMEHTA,
ocraroliericss B nene. Hymepanuss ucXoAsimmx JAOKYMEHTOB OCYUIECTBIIAECTCS
B [IpeJieax KaJeHJapHOTo ro/a.

[Ipu peructpanyu HCXOJAIIETO JOKYMEHTa B PErUCTPAllMOHHO-YUYETHOU
dbopme 00s3aTENIbHO YKa3bIBAIOTCS CIEAYIOIINE PEKBU3HUTHI: JaHHBIE 00 ajapecarte
(pamunms, ums, oTuecTBO (IPH HATUYKMK) (PU3UYECKOTO JIMILA WM HAUMEHOBAHHUE
OpraHu3alliy, KpaTKOE€ COJAEpX aHUE JOKYMEHTAa, HCIIOJHUTENb JIOKYMEHTa,
€ro COMCIOJIHUTENIH, KEM OH IOJIHUCAH, & TAKXKE KOJIUYECTBO JUCTOB OCHOBHOTO
JIOKYMEHTA U JINCTOB MPUJIOKEHHUSI, KOJIMUECTBO IK3EMIUISIPOB, BUJ OTIIPABKH.

IIpu  peructpauum  HUCXOIALIETO  JIOKYMEHTa  JIeJlaeTcd  CBA3KA
C BXOJISIIIIUM JOKYMEHTOM Ha KOTOPBIM TaeTCsl OTBET (€CIU TAKOBOU UMEETCH).

4.7. OTnpaBka MCXOIAIIMX AOKYMEHTOB cpeactBamu II/] ocymectBusercs
JUIIOM, UMEIOIITUM J0CTyM K padote ¢ I1/1.

WNHble nOKyMEHTBI MOTyT OBITh OTIpaBJIEHbl OpraHamu (penepaibHOM
dbenpaberepckoll WM CHENUAIbHOM CBS3M WM TIOYTOM TI0  YKa3aHUIO
npeaceaaTeNsl TEPPUTOPUATIEHON KOMUCCHUHU.

4.8. Jlns nepenaun ucxopadmero nokyMmenta I1JI niy 31€eKTpOHHOM MOYTOM
B cetn VHTepHET OTHpaBIsSIeMbld JOKYMEHT O(OPMIISIETCS B COOTBETCTBUH

¢ TpeboBanusiMU MHCTpYKUIUH.
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B cnyuae peructpauuu nokymenta B [1/] Tekct qokymenrta B ¢popmare docx

WK XISX WM 3JeKTpOHHBIM 00pa3 nokymeHnta B (opmare pdf (mpu Hamuuuu
CKaHHUPYIOUIETO YCTPOMCTBA) MPUCOEAUHSIETCS K PErUCTPAlMOHHON KapTOuKe
1 OCYILECTBIISIETCA €T0 OTIPABKA.

IIpn moaroroBke mAoOKyMeHTOB cpeactBamu IIJ[ ¢ ucnons3oBaHueM
AIEKTPOHHOM MOJIMKCHU TOCIE TOAMUCAHUA JOKYMEHTBI MOTYT aBTOMAaTHYECKHU
peructpupoBatbcsi U HanpasiATbea B LIUK Poccun, @I nmpu LUK Poccun,
PHOUT mnpu LUK Poccuu, Cankr-IletepOyprckyio n30upaTebHyI0 KOMHUCCHIO,
uHble n30MpaTenbHble KOMHccHH — CcyOBekToB  Poccuiickoini  ®denepaunuu,
TEPPUTOPHUAIBHBIE KOMUCCHH.

4.9. Ilpu otmpaBke TenerpaMMbl 0oJiee 4eM B YEThIpe aapeca ohopmiIseTcs
MO/UIMHHUK, KOIWA MW JBa OK3EMIUIAPAa MOJANKMCAHHOTO CIUCKA PAaCChUIKU
C YKa3aHUEM T[OJHBIX IIOYTOBBIX (BKJIIOYAas TIOYTOBBIM MHIEKC) aJpECcoB.
Ha tenerpad nepenaroTcs NOJUIMHHUK C OJHUM SK3EMIUIIPOM CIHMCKAa PACCBhUIKU
M KONMS TeJIETpaMMBI, KOTOpas C OTMETKOW O Mepenade TeJlerpaMMbl
BO3BPALAeTCsA B TEPPUTOPUAIBHYI0 KOMUCCUIO U BMECTE CO BTOPBIM 3K3EMILIIPOM
CIIMCKA PACCBUIKY MOAIIMBAETCS B AEIIO.

4.10. Ilpu ormpaBke muchbMa 0OoJjiee YeEM B YETHIpE ajJpeca COCTABIISETCS
CIIUCOK PACCBUIKM YCTaHOBIEHHOW (opmbl (mpuinoxenue Ne 6), KOTOpbIH
MOANMCHIBAETCS MPEACENATENIEM, B €T0 OTCYTCTBUE — 3aMECTUTENIEM TMPEICENATENS
WIA UHBIM YIEHOM TEPPUTOPUAILHOW KOMHUCCUH, HCIOJHSAIOMNM OOS3aHHOCTH
npeacenaTens TEeppUTOpUaNbHOM Komuccuu. Ilocne peructpaumm mOUCBMO
TUPAXUPYETCS B HEOOXOJMMOM KOJIMYECTBE M oTmpasisercs. [Ipu moarortoske,
COTJIACOBAHMM U MOMIKUCAHUU IHceM cpenactsamu IIJ] CMCOK pacChUIKM TaKKe
rotoButcs cpeacrteamu [1/1.

Ecnu nucbmMo unm TenerpaMMa HampaBisieTcsl He OoJjiee 4eM B UeThIpe
aapeca, TO IOANMCHIBACTCS KaXKIbIM YK3EMILILAP.

4.11. OtnipaBKka JOKYMEHTOB MPOW3BOAUTCS €XETHEBHO B Yachl PadOTHI

TEPPUTOPHATHHON KOMHUCCHH, KPOME BBIXOJHBIX U HEPAOOUMX MIPA3THUIHBIX JTHEH.
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OTHpaBKa HCXOOAININX MOOKYMCHTOB IIOCJICE OKOHYAaHHA pa6oqero JAH,

B BBIXOJHBIE W HepadoOuyue Mpa3JHUYHbIE JHH, B NEPUOJ MOATOTOBKU
U TpOBEACHUS U30MpATEIbHBIX KaMIAHUW OCYIIECTBISIETCS M0 YKa3aHUIO
npejacenarenas TEPPUTOPUATBHON KOMHUCCUU JIMOO B COOTBETCTBHM C PELICHUEM
TEPPUTOPUAITBHON KOMUCCHH.

4.12. JIokyMEHTBI C OTMETKOM O CPOYHOCTH IOCTaBKH «BecpMa cpodHO»
U «CpoyHO» OPOPMIISIFOTCSI HE3aMEeUIUTEIHHO, MOTYT OTIPABIATHCS CPEICTBAMU
[1/1, mo xaHamaMm (haKCUMUIILHOW CBS3H, DJEKTPOHHOM MouToi B cetu MHTepHer,
HApOYHBIM W/WIJIN NIepelaBaThCs B OTAET (ENbIBErepCKOi N CIeIMaTbHON CBSI3U
JUIS JTOCTaBKM B TIEPBYIO OYepeAb B COOTBETCTBHM C Tpa)UKOM MapIIpyTOB
benpaberepeil.

4.13. JlokyMeHTbl 0€3 OTMETOK OQOpPMISIOTCS MO MEpe MOCTYIUICHUS
U MOTYT OTIpaBJsAThCsA cpeactBamu [1Jl w/mim nepenaBaThCs B OTHAEN JOCTaBKU
(denbIberepckoil WM CHEUMATbHOW CBSI3U, TJ€ OTIpPaBKa OCYIIECTBISAETCS
B COOTBETCTBHUU C I'pa)UKOM BBIIIOTHEHUS MApIIPYTOB B ONTUMAJILHBIE CPOKHU.

4.14. JlIokyMEHTBI, HampaBisIEMble TpaXJaaHaM [0 IOYTOBOMY aJpecy,
yKa3aHHOMY UMH B OOpalllEeHUH, OTIIPABISIOTCS YEPE3 MOYTOBOE OTNEJICHUE CBS3U
MPOCTHIMU TOYTOBBIMH OTIIPABICHUSMHU WJIM 3aKa3HBIMU TUCbMaMHU.

4.15. JlokyMeHThI, TiepenaBacMble MO0 KaHalaM (aKCUMIUIBHOW CBSI3H,
PETUCTPUPYIOTCS B IOPAJIKE, YCTAHOBICHHOM JJIsl HCXOASAIIMX JOKYMEHTOB.

4.16. Vcxomsmue TOKYMEHTHI, O(OpMIICHHBIE C HapyllleHueM TpeOOBaHMIA
WHCTpyKIMU, K OTIpPaBKE HE MPUHUMAIOTCS M BO3BPAILAIOTCS HMCIOJHUTEISM
Ha 0paboTKy. KoppecnoHAeHIMS HECTY)KEOHOT0 XapaKkTepa, B TOM YHCIIE TUYHAs
KOPPECTIOHAEHIMS, K OTIPABKE HE TPUHUMAETCSI.

4.17. Konun uUCXOQIUIMX JTOKYMEHTOB, O(QOpPMJIEHHBIX Ha OyMa)XHOM
HOCHUTEJIE, TOMEIIAIOTCS B JEJIO0 B COOTBETCTBUM C HOMEHKJIATYpOH el

TEPPUTOPUAIIBHON KOMUCCHH.
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5. OcoGeHHOCTH PAdOTHI C JTEKTPOHHBIMH JOKYMEHTAMU
(ocymecTBiieHne padorsl ¢ JokymenTamu B I1]1)

5.1. DNeKTPOHHbIE JTOKYMEHTHI SIBIAIOTCS O(UIIMAIBHBIMU JTOKYMEHTAMU.
DneKTpOHHBIC JOKYMEHTHI CO3al0TCs, 00padaTreiBatoTcs U Xpansares B 111,

5.2. DNEeKTPOHHBIM JOKYMEHT JOJDKeH ObITh odopmiieH 1Mo oOHmM
npaBuiaM  JICTIOMPOM3BOJICTBA W UMETh  PEKBHU3UTHI,  yCTAaHOBJICHHbIE
JUISL aHAJIOTHYHOTO IOKyMEHTa Ha OyMa)KHOM HOCHTEJIE.

5.3.B  TepputopuaibHOM = KOMHCCHUM  HCIOJB3YIOTCS  3JIEKTPOHHbBIE
JOKYMEHTBI, a TaKXe DJICKTPOHHbIE 0O0pa3bl JOKYMEHTOB, IOJIYYCHHbIC
B pe3yJbTaTe CKaHUPOBAHUS IOKYMEHTOB Ha OyMa)KHOM HOCHUTEJIEC U XPaHSIIHECs
B I1/I.

5.4. Jlns TOATBEpKACHUS TMOJJIMHHOCTH TMpU TMepeade dICKTPOHHBIX
JIOKyMEHTOB B JIpyTHM€ TOCYJIapPCTBEHHBIC OpraHbl, OpPraHbl MyOJIMYHON BIACTHU
dbenepanbHoit  Tepputopun  «CHpUYC», OpraHbl MECTHOTO CaMOYIIpaBJICHHUS,
OpraHU3alMsiIM M TPaKJIaHaM JOKYMEHTHI 3aBEPSIOTCS AJICKTPOHHON MOAMHUCHIO
JOJDKHOCTHOTO JIMIA TEPPUTOPUATIBHOM KOMHCCHM, MOANUCABIIETO JTOKYMEHT,
B coorBercTBUM ¢ DenepanpHbiM 3ak0oHOM OT 06 ampens 2011 roma Ne 63-D3
«O0 >JIEKTPOHHOU MOITUCH.

5.5.1lpu 00paboTke, pacCMOTPEHHUH, COIJIACOBAaHUW U  IOAIHUCAHUH
AJIEKTPOHHBIX JOKyMEHTOB B IIJ[ BO BHYTpEHHEM JTOKYMEHTOOOOPOTE MOTYT
UCIIOJIb30BAThCSA  CHMOCOOBI  MOATBEPXKICHUS  JEHUCTBUM C  DJIEKTPOHHBIMHU
JOKYMEHTaMH, TpPH KOTOPBIX OJEKTPOHHAs MOJNHUCh HE HCIOJIb3YETCH.
Nnentudukaius AOTKHOCTHOTO JIMIIA MPOU3BOAMUTCS MO €ro y4YETHOW 3alucu
B [IIJl mmubGo MOXKET WCIOIb30BATbCS TMPOCTast dSJIEKTPOHHAS  IOJITHUCH.
Takke mpocrasi SJIEKTPOHHAs MOJMKUCH MOXKET MCHOJIb30BATHCS MPU HAMPABICHUU
anekTpoHHbIX JokyMeHTOB B MK Poccun, @I npu LUK Poccun, PLIOUT
npu [[UK Poccun, Cankr-IletepOyprckyto wu30MpaTenbHYI0  KOMECCHIO,
Hn30UpaTesIbHbIC KOMHUCCHU CyOBbEKTOB Poccutickoi denepanuu,

TEPPUTOPHUATBHBIE KOMUCCHH.
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5.6. CoctaBnenue, opOpMIICHUE U COTJIACOBAHUE MPOEKTOB 3JEKTPOHHBIX

JIOKYMEHTOB ~ OCYILUECTBIJISIETCS IO OOIIMM TNpaBujaM JeJ0NpOU3BOJICTBA,
YCTAaHOBJICHHBIM B OTHOIIECHUU AHAJIOTMYHBIX JIOKYMEHTOB Ha OyMa)KHOM
HOCHUTETIE.

5.7. llepeyeHp NTOKYMEHTOB, CO3[1aBa€MBbIX, XPAaHHMBIX M HCIOJIb3YEMBIX
UCKIIIOUUTENTFHO B (opMe  DJIEKTPOHHBIX  JIOKYMEHTOB,  OIpenessercs
HOMEHKJIATYPOU JIETT.

5.8.1lpueM u oOTIpaBKa OJJEKTPOHHBIX JIOKYMEHTOB OCYILECTBISIOTCS
JOJDKHOCTHBIM  JIMIIOM, HMMEIOIIUM J0CTyll K padore c IIJl, Takke MoXer
OCYILECTBIISITHCA aBTOMATUYECKasi OTHPABKA JIOKYMEHTOB, MOJAMUCAHHBIX MPOCTOM
anekTpoHHOM  moamuchto  cpeactBamu  [IJI B MUK  Poccumn, OIU
npu I[MUK Poccun, PIHHOUT npu UK Poccuu, Cankr-IlerepOyprckyio
n30UpaTebHYI0 KOMHCCHIO, U30UpaTelbHbIe KOMUCCUU CYOBeKTOB Poccuiickoit
denepanuu, TEPPUTOPUATIEHBIE KOMUCCHUU.

5.9.1lpu mnonydyeHun 3aeKTpOHHBIX JokymeHToB u3 LUK Poccun,
O mpu UK Poccuun, PLHOUT npu LUK Poccum, Cankrt-IleTepOyprckoit
M30UpATEIbHOM KOMHCCUHU, M30MpaTeIbHbIX KOMHUCCHM cyOBbekToB Poccuiickoi
denepanyi, TEPPUTOPUATBHBIX  KOMHUCCHM, TMOAMUCAHHBIX  SJIEKTPOHHOM
MOANUCHIO, OCYHIECTBIIAECTCS IPOBEPKA AECHCTBUTEIBHOCTH 3JIEKTPOHHOU MOIUCH
cpenctBamu [1]1.

5.10. [Ipu BKJIIOYEHHH O3JIEKTPOHHBIX MO0KymMeHTOB B IIJ[ dopmupytorcs
PErUCTPallMOHHO-YUETHBIC JaHHBIE O JIOKYMEHTE, 00eCleunBarolie ynpaBieHue
JIOKYMEHTOM, B TOM YHCJI€ €ro MOUCK, JOCTYN K IOKYMEHTY, KOHTPOJIb, XpaHEHUE
U UCToJib30BaHue (mpuioxxenue Ne 7).

5.11.1lpu  mepemaye  TOCTYNUBIIUX  DJEKTPOHHBIX  JOKYMEHTOB
Ha pacCMOTPEHUE, HANpPaBJICHUU DJIECKTPOHHBIX JOKYMEHTOB HCIOJIHUTENSIM,
OTHPABKE U XPAHEHUU JJIEKTPOHHBIX JOKYMEHTOB BMECTE C HHMHU NEPEAa0OTCs
(HampaBJISIOTCS, XPAHATCS) UX PETUCTPALIMOHHBIC JJAHHBIC.

5.12. EnuHuneil ydyetra 3J€KTPOHHOTO JIOKYMEHTA SIBIISIETCSI AJIEKTPOHHBIN

JNIOKYMEHT, 3aperucTpupoBanHbii B 11/1.



35
DONEeKTpOHHBIE JOKYMEHTBHI, HMEIOIIME MPWIOKEHUS, PErUCTPUPYIOTCS

Y YUNTBIBAIOTCS KaK OJUH JIOKYMEHT.

5.13. DneKTpoHHBIE JOKYMEHTHI (OPMHUPYIOTCS B Jiela B COOTBETCTBUU
C HOMEHKJIATypO#l JeJl TEpPUTOPUATIBHON KOMUCCHUU U UHIEKCUPYIOTCS B MOPSAKE,
YCTAaHOBJICHHOM B OTHOILICHUU JI€JI, COCTABJIEHHBIX U3 JOKYMEHTOB Ha OyMa)KHOM
HOCHUTETIE.

[Ipu cocraBiieHHMH HOMEHKJATYpbl JI€J YKa3bIBAa€TCsA, 4YTO JIEJIO BEAETCA
B DJIEKTPOHHOW (hopMe, YTO OTMEYaeTcss B 3aroJioBKe Jena Wik B rpade
«ITpumeuanuey», Hanpumep:

[ToctanoBnenust lLleHTpanpHON u30MpaTenbHO Komuccuu Poccuiickoit
®enepannn. Konuu. DneKTpoOHHBIE JOKYMEHTBHI.

5.14. DNEeKTpOHHBIE JAOKYMEHTHI IIOCIE WX MCIOJHECHUS MOIJICKAT
XpPaHEHHIO B YCTAHOBJICHHOM IIOPSIIKE B TEUYEHHE CPOKOB, MPEAYCMOTPEHHBIX
JUTSI aHAJIOTMYHBIX IOKYMEHTOB Ha OyMa)KHOM HOCHUTEJIE.

5.15. MecTto XpaHeHUs JJIEKTPOHHBIX JOKYMEHTOB N0 MX Iepenadu
Ha apXWBHOE XpaHEHWE, BHUJI HOCUTEJEH, HA KOTOPBIX OHHM XpaHATCA, (PopMaThl
UX TIOCTOSHHOIO M JIOJTOBPEMEHHOIO XPAHEHHUS ONPEIEISAIOTCS C Y4YETOM
UCIIOJIB3YEMBIX B  TEPPUTOPUATIBHOM KOMHCCHUM  MPOTPAMMHO-TEXHUYECKHX
CPEACTB, HOPMAaTHUBHBIX AaKTOB W METOJUYECKUX JOKyMEHTOB PocapxuBa,
ApxuBHoro komurteta Cankt-IlerepOypra.

5.16. OkcnepTU3a LEHHOCTH BJIEKTPOHHBIX JOKYMEHTOB OCYIIECTBISIETCS
B 00IlEM MOpSAKE, YCTAHOBJIEHHOM B OTHOIIEHWU JOKYMEHTOB Ha OyMa)KHOM
HOCHTEJIE.

5.17.1locne  wWcTeUYeHUs] CPOKA, YCTAHOBJIEHHOTO Uil  XPaHEHHS
ANEKTPOHHBIX JeNl (3JIEKTPOHHBIX JOKYMEHTOB), OHM MOJJIEXKAT YHUUTOKEHHUIO
C COCTaBJICHUEM aKTa YCTaHOBJIEHHOU (popmbl (mpuioxkenue Ne 16).

5.18. DJIEKTpOHHBIE JTOKYMEHTBI, NOJJIEXKAIINE JIMTEIbHOMY XpPaHEHHUIO,
NepeIaloTCsl Ha apXMBHOE XPAHEHHE MO OMHUCSAM C O(POPMIICHHUEM aKTa MpueMa-

nepeaadun 3JICKTPOHHBIX NTOKYMCHTOB Ha apXHUBHOC XpPAHCHUC.
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6. OcobeHHOCTH PAadOTHI C O0OpaNlIeHUSIMHU TPAKIAAH.
Opranusanys JHYHOIO IIPHeEMa IPaKaaH

6.1. Opranuzanus paboTel C OOpALIEHUSAMH TpakJaH OCYLIECTBISIETCS
B COOTBETCTBUU C pazzaesioM 2 MHCTpyKmuu ¢ y4eToM 0COOCHHOCTEH, YKa3aHHBIX
B JJAaHHOM pas3Jelie.

6.2. O0paleHust B TEppUTOPUAIBHYIO KOMUCCUIO MOTYT OBITh HAIpPaBJICHBI
B MUCbMEHHOU (hopMme, a Takke B (popMe 3IEKTPOHHOTO TOKYMEHTA.

6.3. O0pamenre B (QopmMe DIIEKTPOHHOTO JOKYMEHTa HaIlpaBIseTCs
C HCIOJb30BaHWEM CTpaHMIbl oduuuanbHoro cairta Cankt-IleTepOyprckoi
n30upaTeabHON KOMHUCCUU B ceTH MHTepHeT, mpelHa3HauYeHHON JIJIsl HalpaBJICHUS
oOpallleHuii B TEPPUTOPUATIBHYI0 KOMHUCCHIO (Jajiee — JeKTpoHHast (¢opMma
oOpalieHuit).

Hanpasnenue  oOpamenuii. B (QopMme  3JEKTPOHHOTO  JOKYMEHTa
B TEPPUTOPHAIBHYIO KOMHCCHUIO  OCYIIECTBISIETCS  MOCIE  IPOXOKICHUS
3asiBUTENEM MJICHTU(DHUKAUMKU W ayTeHTU(PHUKAIUU TOCPEACTBOM (eaepabHON
rocy1apCTBEHHOM MH(pOpMalMOHHON cuctembl «EnnHas cucrema uaeHTUQUKALIHN
U ayTeHTU(QUKAIUKM B HHPpACTPyKType, obOecrneunBaromiell HMH(OOpMaUOHHO-
TEXHOJIOTUYECKOE B3aMMOJECHCTBUE HH(POPMALMOHHBIX CHUCTEM, HCIOIb3YEMBIX
JUTSL TIPEAOCTABIICHUS] TOCYAAPCTBEHHBIX U MyHULMIIAIBHBIX YCIYT B 3JIEKTPOHHON
bopmey.

DnexTpoHHas ¢gopma oOpalleHH JODKHA IMpelycMaTpuBaTh 3allOJHEHUE
ajpeca SJEKTPOHHOW TMOYTHl, Ha KOTOPBIA JIOJDKEH OBbITh HAmpaBi€H OTBET
Ha o0pallleHre, CIeUaIbHOro MOoJIs JUIsl BBOJIa TEKCTa OOpAaIleHUs], COIepPKAILIETo
€ro CyTh, BO3MOXXHOCTb IPUJIOKEHUS TOKYMEHTOB U MaTE€pPUAJIOB B 3JIEKTPOHHOU
bopme, MOATBEPKIAIOIINUX JOBOJBI OOpAILEHNUS, & TAKKE MOXKET MPEyCMaTpUBaTh
BO3MOYKHOCTb ~ yKa3aHHUS JONOJHUTENbHBIX CBEIECHUW, YTOYHSIOUIUX CYTb
oOpareHus.

6.4. Conepxainiriecss B HalpaBJICHHBIX B (OpMe 3JIEKTPOHHOIO JIOKYMEHTa
oOpallleHusIX CBEACHMS, a TaKkKe TMpuiaraeMple Marepuanbl (MpU HaJIUYMN)

BRojsATca B IIJI 7nmbo B Japyrue peructpalioHHO-y4yeTHble (opmbl. BBon
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CB€,Z[CHPII>1, COACPIKAIIMXCS B HAIIPABJIICHHBIX B (bopMe OJICKTPOHHOI'O JOKYMCHTA

oOpallleHusIX, MpUaraéMblX MaTepUaloB M HUX PErHCTpalys OCYIIECTBISIOTCS
HE T03/IHEe TpeX padouux JHEH cO JIHS HampaBlieHUs OOpallleHus, a B NEPUOA
NPOBEJCHUS  COOTBETCTBYIOIIMX  W30MpATEIbHBIX  KaMIlaHUM,  KaMIaHUH
pedepeHaymMa TO BOMpOcaM TMOATOTOBKM M TPOBEIEHUS 3TUX BHIOOPOB,
pedepenayma 1o OOpalleHHsM,  HalpaBICHHbIM /10  yCTaHOBJIECHHUSA
TEPPUTOPUATBHON KOMHCCHEW WTOTOB TOJIOCOBAHUS, OMPEACTCHHUS pPEe3yJIbTaTOB
BbIOOPOB, pedepeHymMa —B JIeHb HalpaBlIeHHUs oOpallleHus JuO0 He IMO3JHee
CleyIolmero paboyero JHS B COOTBETCTBHM C  TpaduKoM  pabOTHI
TEPPUTOPUATBHON KOMUCCHH, C YIETOM CPOKOB PaCCMOTPEHUSI COOTBETCTBYIOIIMX
oOpallleHul, YCTaHOBJIEHHBIX 3aKOHOAATEIbCTBOM O BBIOOpax U pedepeHayMax.
Peructparus o6paiiieHil, HapaBJIEHHBIX B TEPPUTOPHATEHBIE KOMUCCUU B (hopMme
AJIEKTPOHHOTO JIOKYMEHTa, MOKET OCYIIECTBIAThCS C UCHoiab30BaHueM [1]]
au00 ¢ HCHOJb30BAaHUEM JPYTHX PErUCTpallMOHHO-y4eTHhIX ¢opM. [locne
OCYIIECTBICHUS YyKa3aHHBIX JEHCTBUH OOpaIeHHe CUMUTACTCS MOCTYIHUBIINM
B TEPPUTOPHAIIbHYIO0 KOMHUCCHIO.

OOparmennss B MUCbMEHHOW (OpMe, MOCTYNUBIINE B TEPPUTOPHATBHYIO
KOMHUCCHIO, PETHCTPUPYIOTCA TpejacenaTesieM (CeKpeTapeM) TeppUTOpUaIbHON
KOMUCCHUM WM  pabOOTHUKOM  ammapaTa, OTBETCTBEHHBIM 32  BEACHHUE
JIeIONpPOU3BOACTBAa ¢ ucnosib3oBanueM IIJ[ nmubo ¢ wucmonab30BaHHEM APYrux
pPErUCTPALlMOHHO-YUYETHBIX (OpPM HE TNO3/[HEEe Tpex pabouyux JAHEH co JHA
MOCTYIUICHUsI OOpamieHus, a B TEpUOJ MPOBEICHUS COOTBETCTBYIOIINX
n30UpaTeabHBIX  KaMIaHWW, KaMmmaHud pedepeHmymMa A0  YCTaHOBICHUS
TEPPUTOPUANBHON KOMHCCHENW HTOTOB TOJIOCOBAHUS, OINpPEAETICHHUS pe3yJbTaToOB
BBIOOPOB, pedepeHaymMa —B JeHb IMOCTYIUICHHS OOpaimieHusi JTub0 He TMO3IHee
CJIEIYIONEro pabodero MHS B COOTBETCTBHHM C TpaduKoM pabOThl KOMHUCCHH,
C YYETOM CPOKOB PAaCCMOTPEHHsI COOTBETCTBYIOIIMX OOpAILEHUH, YCTAHOBICHHBIX

3aKOHOJIaTEIBCTBOM O BbIOOpax u pedepeHymax.
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OOpailieHrs, TMOCTYNHMBIIME B TEPPUTOPHAIBHYIO KOMHUCCHUIO, MOTYT

PETUCTPUPOBATHCA B YCTAHOBJICHHBIE BBIIIE CPOKH OTAEIBHO OT JIPYTMX BHJIOB
JIOKYMEHTOB.

6.5. B cayudae peructparuu oOpamienus B I1/[, HOTKHOCTHBIM JIHILIOM,
UMEIOINM J0CTyI K padote ¢ I1/], 3amomHsroTCs He0OX0IUMBIE OIS BO BKJIAIKE
«O6pamenue» I1J[ B 3aBUCUMOCTH OT HMerolIeics UHPopMaluu B OOpalieHUH
HE TO31Hee Tpex paboynx JAHEHW €O [JHSA PETrUCTpaluu  oOpaleHus
B TEPPUTOPUATBHOM KOMHUCCMHM MU B TEUYEHHE OJHOrO pabouero AHS CO JHS
NOCTYIJIEHUs1 00palieHus IO BOIIPOCcaM MPOBOJAMMBIX U30MpPaTEIbHBIX KAMITAHUH.

6.6. IIpu BCKpBITUM KOHBEPTOB, COJEpKalUX OOpallleHHUs] B MUCbMEHHOM
dopme, TmpoBepseTcss Haimuuume Bcex BiokeHud. KoHBepT 00s3aTenbHO
COXpaHseTCA.

OOpamieHuss B NHCbMEHHON (opme, coiepxaimme B aIpecHOH 4YacTH
NOMETKY «JIuuHO», paccmaTpuBalOTCI B OOHIEM TMOPSIKE B COOTBETCTBUU
¢ UucTpykumei.

[Ipu  perucrpanuu  TOBTOPHBIX  OOpallleHUH UM  IPUCBAUBACTCA
OUEpPEHONM PETUCTPALIMOHHBIA HOMEpP, B PErUCTPAallMOHHO-YYETHON (opme
nenaercsi orMmetrka «lloBTopHo», a mpu wucnonb3oBanuu I1J] ocymectBisercs
cesepiBaHne ¢ PYK mo mnepBuunHbiM oOpamieHusiM, NOpU HEOOXOIUMOCTH
opopmiicHUST Ha OyMa)XHOM HOCHUTEJIE K OOpalleHUI0 MPUKIAIBIBAIOTCS
nonoopannbie PYK no nepBuyHBIM 00patiieHusm.

Ecnu oOparnienue nocTynusao oT KOJIJIEKTUBA TpaXaaH, TO MPU PErUCTPALIMH
B PErHCTPALlMOHHO-YUETHOU (popme cTaBUTCS OTMETKA «KOIEKTUBHOEY.

6.7. Ilpu ocymecTBieHun peructpanuu cpeactBamu [IJ] Ha nuieBoi
CTOPOHE TIEPBOr0 JIUCTA 3apPETUCTPUPOBAHHOIO JIOKYMEHTa Ha OyMa)XHOM
HOCUTENIE, KaK TMpaBWjIo, B TMPAaBOM HWXKHEM Y[y MPOCTaBISIETCS
pPErUCTpPallMOHHBII HOMEP M JlaTa, a TakKXKe IITPUX-KOJI C YyKa3aHUEM
HAaMMEHOBAHUS OpraHu3aliu.

Ecnu mpocTtaBieHue perucTpalluOHHOIO HOMEpA 3aTPyAHSET MPOUYTEHUE

TEKCTa JOKYMCHTA4, B TaKOM CJIydac BXO)ISIHIPIIZ HOMCPD MPOCTaBIIACTCA
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B CBO60,IIHOM OT TCKCTa YIJy Ha JII/II_IGBOI>'I CTOPOHC IICPBOro JIHMCTa JOKYMCHTA,

a WTPUX-KOJI IPOCTABISAETCS MPU HATMYUKN TEXHUYECKON BO3MOKHOCTH.

[Ipr ocymiecTBIEHHH PETUCTPALMUM B APYrol PErucTpalliOHHO-YYETHOU
dbopMe PETUCTPAIMOHHBIA IIITAMII, COCTOSIIUN W3 TOPSAKOBOTO HOMEpa
oOpaIeHusi W JaThl PETHCTPAIlMU, CTABUTCS, KaK MPaBUJIO, HAa TIEPBOM JIHCTE
oOpalieHus B IpaBOM HMKHEM YTIIy WJIK Ha CBOOOJIHOM OT TEKCTa MECTE.

Hymepanusi mocTynuBIIMX OOpamIeHUWd OCYIIECTBISIETCA B Ipenenax
KQJICHIAPHOTO rofa.

6.8. 3aperucTpupoBaHHbIC OOpAIlICHUSI PACCMATPUBAIOTCS B COOTBETCTBUU
C IOPSAZIKOM, OIIPEAEICHHBIM pa3iesioM 2 MHCTpyKIuu.

6.9. OOparieHusi, aJApecOBaHHbIE WIEHAM TEPPUTOPUATHLHON KOMHUCCHUH,
PETHCTPUPYIOTCS, AOKIIAJBIBAIOTCS M NEPENAIOTCS B COOTBETCTBUU C MOPSIKOM,
YCTaHOBJICHHBIM HCTpyKLIKEH.

OOpaiieHnss ~ paccCMaTpUBAIOTCSI B COOTBETCTBHMM € YKa3aHUSIMU
0 UCHOJIHEHHUIO JOKYMEHTa Npelacenareiass TEeppUTOPHATIBHOM KOMHCCHH
B MIOPSJIKE, YCTAHOBJIIEHHOM 3aKOHOJIaTeNbcTBOM Poccuiickoit denepanui.

6.10. OOpaienus, coaepskalire BOMPOCHl, PEIICHUE KOTOPBIX HE OTHOCUTCS
K KOMIIETEHIIMH TEPPUTOPUATBHOW KOMHCCHH, IOKIAABIBAIOTCS MPEICEHATENIO
TEPPUTOPUAIIBHOM KOMHUCCHHM M IO €r0 YKa3aHWIO 0 HUCIOJIHEHUIO JTOKYMEHTa
B CpPOKH, YCTaHOBJICHHBIE 3aKOHOJATEILCTBOM O BbIOOpax u pedepeHaymax,
HalpaBJISIIOTC. € CONPOBOJUTENIbHBIM  MHUCBbMOM 32  €r0  IOJIHUCHIO
B COOTBETCTBYIOIIMIA OpraH WM COOTBETCTBYIOLIEMY JIOJKHOCTHOMY JIMILY,
K KOMIETEHIIUU KOTOPHIX OTHOCUTCS PEIICHUE IOCTABICHHBIX B OOpalieHuu
BOIIPOCOB, C  yBEJAOMJIEHMEM  TpaxJaH,  HampaBUBIIUX  oOparieHus,
0 Tmepeaapecanuu oOpamieHuid. B cOmpoBOAUTENIHLHOM MHUCHhME OrOBAapPUBACTCS
MOPSIJIOK HAIIPaBJICHUSI OTBETA aBTOPY OOpaICHHUS.

Ecnum  pemenue mocTaBieHHBIX B OOpalleHHMH BOIPOCOB OTHOCHUTCS
K KOMIICTCHIIMM HECKOJIbKUX TOCYJIapCTBEHHBIX OPraHOB, OPraHOB MECTHOIO
CaMOYTIPABJICHUSI WJIM COOTBETCTBYIOIIMX JIOJDKHOCTHBIX JIUII, KOTIUSI OOpalieHus

HarpaBJIACTCA B COOTBCTCTBYIOIIIHC OpraHbl N COOTBCTCTBYIOIIIUM
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AOJDKHOCTHBIM JIMIIaM B CPOKH, YCTAHOBJICHHBIC 3aKOHOJATCILCTBOM O BI)I60an

u pedepeHmymax.

6.11. 3anpemaercss  HampaBisATh  OOpallleHUE  HAa  PACCMOTPEHUE
B FOCYJapCTBEHHBIN OpPraH, OpraH MECTHOTO CaMOYIPABIIEHUS WU JOJKHOCTHOMY
JUIly, pemieHue wid  JedcTtBue  (0e3meicTBHE)  KOTOPBIX — OOXKaryercs,
32 HMCKJIOYEHUEM CIIy4aeB, YKa3aHHBIX B MyHKTe 6 ctathu 75 DenepalibHOrO
3aKOHA 00 OCHOBHBIX TapaHTHIX N30MpPATEIbHBIX MIPAB.

6.12. Ecin B COOTBETCTBUHM C 3alpeTOM, YKa3aHHbIM B mojpazzaene 6.11
WHCTpyKlIMK, HEBO3MOXKHO  HANpaBUTh  OOpalleHHe Ha  PacCMOTpEHHUE
B FOCYJapCTBEHHBIN OpPraH, OpraH MECTHOTO CaMOYIPABIIEHUS WU JOJKHOCTHOMY
JUITY, B KOMIIETCHIIUIO KOTOPBIX BXOJUT PEIIEHUE TMOCTABJICHHBIX B OOpalleHUun
BOIIPOCOB, OOpalieHUe BO3BpallaeTCsl TPaXJTaHHHY C Pa3bsICHEHMEM €ro IpaBa
00aJloBaTh COOTBETCTBYIOILIEE pEIICHWE WM JAECWCTBUE B YCTAHOBJIEHHOM
HOPSJIKE B CY.

6.13. OOpaiieHusi, TOCTYIMBIIME B  TEPPUTOPUAIBHYI0  KOMHCCHIO,
paccMaTpuBalOTCSI B CPOKH, YCTAaHOBIJIGHHBIE 3aKOHOJATEIBCTBOM O BBIOOpax
U pedepeHayMax, C Y4eTOM OCOOEHHOCTEW, yKa3zaHHbIX B mojapazzenax 10.5
u 10.6 MuCcTpyKIIMM.

Ecim  HeoOXoaumo  TPOJINTH  CPOK  PACCMOTPEHHS  OOpalleHus,
UCIIOJIHUTENb HE TMO3/IHEE YeM 3a OAMH JACHb JO MCTEUYEHHUS CPOKa MOJITOTOBKH
OTBETa TMPEJCTABISET TpeacenaTento OOBSICHEHHE, 10 KaKoW MNpUYUHE
HEBO3MOKHO JaTh OTBET B YCTAHOBJIEHHBI CpOoK. MakcuManbHOE MpPOJJICHUE
CpOKa MCIOJIHEHUs] OOpalleHus] HE JTOJDKHO MPEBBIATh YCTAHOBIEHHBIX 3aKOHOM
CPOKOB PaCCMOTPEHUS 0OpaIIICHHS.

3asBUTENIO HAMPABIISECTCA YBEAOMIICHUE O MPOIJIEHUN CPOKA PaCCMOTPEHUS
€ro oOpaIicHusI.

OOpaienrs, Ha KOTOpPbIE JAOTCS MPOMEXKYTOUHBIE OTBETHI, C KOHTPOJIS
HE CHUMAIOTCS.

6.14.B  ciaydyae MOCTYyIUJIEHHS B TEPPUTOPUATBHYIO  KOMHUCCHIO

B YCTAHOBJICHHOM IOPAAKE 3aIIpoca roCyaapCTBEHHOr0 opraHa, opraHa MECTHOI'O
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CaMOyIIpaBJICHUA MM AJOJDKHOCTHOI'O JiMOa, pacCMaTpruBaArOIIUX O6paHICHI/IC,

JOKyMEHTBI W MaTepuayibl, HEOOXOIWMBIC IS PACCMOTPEHUs OOparieHus,
MPEICTABISAIOTCS B CPOK, YKa3aHHBIM B 3alpoce WM MHOW CPOK, YCTaHOBJICHHBIN
JEHCTBYIOIINM 3aKOHOIATEIHCTBOM.

6.15. B oOpatieHuu TOJKHBL OBITh yKa3aHbl (paMuius, UMsi, OTYECTBO (IIpH
HAJIMYMK) 3asiBUTENS (JJ1s1 3asABUTEINICH, HE SBISIOMUXCS (PU3UUYECKUMU JIUIIAMH, —
HauMEHOBaHue). B oOpameHnn B MHUChbMEHHOW (QopMe IOJDKEH OBITh yKa3aH
MOYTOBBIN aJipec, M0 KOTOPOMY JOJKEH OBbITh HalpaBJIeH OTBET HAa OOpalleHue,
TaKKe€ JOJDKHBI CONEP)KAThCS JUYHAS TOAMNCH 3asABUTENS WA JINIIA,
YIOJIHOMOYEHHOTO JIWCTBOBATh OT €r0 MMEHH, M JaTa MOAMHCAHUS OOpaIeHusI.
B oOpamenun B hopme 3IEKTPOHHOTO JOKYMEHTa JOJKEH OBITh YKa3aH aJipec
AJIEKTPOHHON TIOYTHI, MO KOTOPOMY JOJDKEH OBITh HampaBlieH OTBET
Ha oOpaleHue.

Eciu B oOpamenun He ykaszanbl (pamuius 3asaBUTeNs (I 3asBUTEINS,
HE SIBJISIONIETOCS (PM3UYECKUM JIUIIOM, — HAMMEHOBAHUE) WM apeC, IO KOTOPOMY
JOJDKEH OBITh HAmpaBJIeH OTBET Ha OOpallleHue, OTBET Ha Takoe OOpalleHue
He Jgaerca. Takoe oOpalmieHHE CHHCBIBaeTCS B JIeJ0  IpeaceraTesieMm
TEPPUTOPUATBHON KOMUCCHH.

Ecim B oOpamenun copepkarcs CBEIACHUS O TOJTOTaBIUBAEMOM,
COBEpIIIAEMOM WM COBEPUICHHOM TMPECTYIUICHHH, a Takke O JIHIIE,
€ro TOJrOTABJIMBAIONIEM, COBEPIIAIONIEM WM COBEPIIUBIIEM, OOpaIlieHue
TIO/IJIC)KUT HATPABJICHUIO B TIPABOOXPAHUTEIILHBIC OPTaHBbl.

Ecnmu Ttekct oOparieHuss HE MOANASTCS MPOYTCHUIO WM HE TIO3BOJISET
OMpEeNeNIUTh CYTh OOpalleHWs, OTBET Ha TaKoe OOpalleHrue He JJaeTcs,
0 YeM B TCUEHHE CEMH KaJICHIAPHBIX JHEH IMOcie AHS MOCTYIUICHUS OOpalleHUs
YBEIOMJISIETCSI 3asBUTENIb B Clydae, €CIM B OOpAIleHUH TMOIMAIOTCS MPOUYTECHUIO
dbamunus 3asBUTeNs (VIS 3asBUTEINS, HE SBISIOMErocs (U3UYECKUM JTUIIOM, —
HAaMMCHOBAaHHWE) M aJIpeC, IO KOTOPOMY JOJDKEH OBITh HamNpaBJICH OTBET

Ha oOparieHue.
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He sBmsercs  oOpamieHueM  TEKCT, COJEpXkalluid  Mo3apaBiieHue,

COOOJIC3HOBAHUE WM OICHKY JEATEIbHOCTM W HE COOTBETCTBYIOIIHMA
TpeOOBaHUM, NpeabsiBIsieMbiM DeiepanbHbIM 3aKOHOM 00 OCHOBHBIX TapaHTHUSIX
n30MpaTeNbHBIX TIPaB, M TPEOOBAHUAM K 3ampocy WH(POPMAIHNH, MPEAbIBIIEMbIM
®enepanbabiM 3ak0HOM OT 09 depamst 2009 roga Ne 8-d3 «O06 obecreueHun
JOoCTyMa K MH(OpMauu O JeSTEIbHOCTH TOCYJapCTBEHHBIX OPraHOB U OPTaHOB
MECTHOTO CaMOYIIPaBICHUS.

6.16. OOpaiiennsi, B  KOTOPBIX  COJAEp)KAaTcsd  HEUEH3ypHbIE  JMOO
OCKOPOUTENbHBIC BBIPAKCHUS, YTPO3bl IKU3HH, 3JI0POBBI0 W HUMYIIECTBY
JOJDKHOCTHOTO JIMLA WM WHBIX JIMI, OCTAalOTCs 0e3 OTBeTa MO CYIIECTBY
MOCTABJICHHBIX B HUX BOTIPOCOB, a  3asBUTEISAM coobrmraeTcs
0 HEJOITyCTUMOCTH 3JI0yTIOTPEOICHUS TPABOM.

6.17. O0Opaienre, B KOTOPOM OOXKaIIyeTcs CyJAeOHOE pEIICHHE, B TCUCHHUE
CeMHU KaJIeHJApHBIX JIHEW CO JHS PErucTpallid BO3BPAIACTCA TPAKIAHUHY,
HamnpaBHUBIIEMYy oOOpallleHne, C pa3bsCHEHHEM MOpsAAKa 00KajJOBaHHUS JTaHHOTO
CyJ1eOHOTO pEeIICHHUS.

6.18. Eciu B oOpameHun COIEp:KUTCS BOIPOC, HAa KOTOPBIA 3asiBUTEIIO
HEOJHOKPATHO JAaBAJMCh MUCHMEHHBIE OTBETHI IO CYIIECTBY B CBS3U C paHeEe
HaIpaBJICHHBIMU OOpAIICHUSIMHU, U TIPU 3TOM B OOpaIllEHUH HE MIPUBOASITCS HOBBIC
JIOBOJBI M OOCTOSITENTLCTBA, TO TEPENUCKa MO JaHHOMY BOIIPOCY C 3asBUTEIEM
MOKET OBITh MPEKpallieHa ¢ YBEJIOMIIEHUEM 00 STOM 3asBUTEIIS.

Ecnu ot 3asBuTENs, ¢ KOTOPHIM Tepernucka Obuia MpeKpalieHa, mocTymnaeTr
ouepeqHoe oOpalleHue Mo TOMY e BONpPOCY, TO MHUCHbMEHHBIH OTBET Ha HETO
MOKET HE JJaBaThCsl, & CaMO OOpallleHUe HAMpPaBIseTCs B JEJO.

6.19. OOpaileHusi, HamnpaBJIIC€HHbIE B  TEPPUTOPUATBHYIO  KOMMCCHIO
C HCIOJIb30BaHUEM DJICKTPOHHOW (OpMBI  OOpallieHul, PEeTUCTPUPYIOTCS
U pacCMaTPHUBAIOTCS B yCTAaHOBJICHHOM mopsiake. OTBEThl Ha Takue oOparieHus
HaIpaBJIAIOTC B (pOopMe DICKTPOHHBIX JOKYMEHTOB, TIOJIMMCAHHBIX JJICKTPOHHOM
MOJMKCHIO, OO0 B (OpME AIEKTPOHHBIX 00pa3oB JAOKYMEHTOB B ¢opmare pdf

no  ajapecaM  DJJIGKTPOHHOM  MOYTHl,  yKa3aHHbIM B  OOpalleHuHu.
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OOpaiieHus rpaxkaaH, MOCTYNMBIIME HA aApec DJJIEKTPOHHOW MOYThHI

TEPPUTOPUAIIBHOM  KOMHUCCHUH, HE  PETUCTPUPYIOTCS B COOTBETCTBHUH
¢ ®denepanbHpiM 3akoHOM OT 28 nekabpst 2024 roma Ne 547-03 «O BHeceHUU
u3MeHeHuil B @DenepanbHblii 3akoH «O MOpsAOKEe pacCMOTPEHHs] OOpalleHHUN
rpaxnan Poccuiickon @enepanum.

OOpaiieHus TpaxaaH, MOCTYNUBIIME B TEPPUTOPHAIBHYIO KOMHUCCHUIO
n3 [IUK Poccun, peructpupyrorcs ¢ ucnonp3zoBanuem [l otnenbHO OT apyrux
BHJIOB IOKYMEHTOB.

6.20. B ciaywae ecnu 3ampammBaeMas uHGOpManus —OMyOJIMKOBaHA
B CpeACTBaX MaccoBoil HH(opmaiuu Jub0 pa3menieHa B ceTu HHTepHer,
TEPPUTOPHAIBHASL KOMUCCHS B OTBETE Ha 3aIIPOC MOXKET OIPAHUYUTHCS YKa3aHUEM
Ha3BaHUs, JaThl BBIXOJIa U HOMEpa CPEICTBA MacCOBOM MH(POPMAILIMH, B KOTOPOM
onyOJIMKOBaHa 3ampaiirBaemMas WH(GOpMalUs CO CChUIKOW (apec CTpaHHIIbI)
Ha MH(QOpMAIHIO, pa3MEeILeHHYI0 B ceTu HTepHeT.

6.21. Ilpu peructpamuu obOpamenuss B IIJI mo wuroram paccMoTpeHus
oOpallleHus1 JTOJDKHOCTHBIMM JIMIIAMH, OTBETCTBEHHBIMU 3a BBOJ M 00pabOTKy
uHpopmanuu B [1]], Bo Bkiagke «O6pamenue» 11]1 3anonusercs none «IIpunsarsie
MEphD», & TaKK€ BHOCATCSA CBEACHHUS O PE3ysbTaTaXx pacCMOTPEHHs OOpanieHus
B Osioke «Bompocb» B TedeHHe Tpex pabouux JHEH cO JHS PacCMOTPEHHS
oOpalieHusi 1 B T€YEHUE OJHOro padoyero IHA AJig OoOpalleHHil Mo BOIpocaM
IPOBOIMMBIX M30MpaTEeIbHBIX KaMIaHUI.

6.22. JInuHBIA TIpUEM TpaXkJaH MO BOIPOCAM, BXOISIIMM B KOMIIETEHLIHIO
TEPPUTOPUAIBHON  KOMHUCCHM,  SBJSIOIIEHCS TOCYJApCTBEHHBIM  OPTaHOM,
OCYILECTBIISETCS npeacenareneM TEPPUTOPUAIIBHON KOMUCCHH,
N0 TpeIBapUTENBHON 3amucu Mo rpaduKy, YTBEPKICHHOMY IIpejcenaTeaemM
TEPPUTOPUAIIBHOM KOMHCCHHM, W perucrpupyercs B JKypHane yyera npuema
rpaxaad (npunoxenue Ne 8.1).

Nudopmanus 0 MOPSAKE npuemMa rpakJ1aH pa3meniaercs

Ha UHOOPMAITMOHHOM CTEHJIE TePPUTOPUATLHON KOMUCCHUH.
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[To npuObITUM HA JIMYHBIA MNpUEM TpaKIaHUH MPEAbSIBISET JTOKYMEHT,

YAOCTOBEPSIOMINN €70 JIMYHOCTD.

Benenne nuyHOro mnpuema TrpaxkIaH MOXKET COMPOBOXKIATHCA AyIUO-
¥ BUJICO3AIKCHIO, O YeM TPaK/IaHEe YBEIOMIIIOTCS 10 Hayasa mpuema.

6.23. Kpatkoe conmepkaHue yCTHOTO OOpamieHus, AOHKHOCTh W (haMUIus
JMIA, OCYIIECTBISIONIETO MPUEM, PEIICHHE, TPUHATOE MO0 YCTHOMY OOpallleHUIO,
3aHOCHUTCSI B KQPTOUKY JIMYHOTO MpUeMa rpakaaHnHa (mpuoskenue Ne 8.2).

B xome nwyHOro mnpuema 3asBUTEIEM TaKKe MOXKET OBbITh MOAaHO
oOparieHrie B TNHUCBMEHHOW (opMe, Ha KOTOpOE MaeTcs IHUCHMEHHBIA OTBET
B CPOKH, YCTaHOBJICHHBIE JIJIsl PACCMOTPEHHS COOTBETCTBYIOLINX OOpaIleHuH.

Ecnu o6cTosaTenbcTBa, N30KEHHBIE B YCTHOM OOpaIieHUuH B XOJ1€ JTUYHOTO
npueMa, TpeOyIoT MPOBEPKH, HA TaKoe OOpalleHHe AaeTCsd MUCHhbMEHHBIH OTBET
B CPOKH, YCTAaHOBJICHHBIE ISl PACCMOTPEHUSI COOTBETCTBYIOIIUX OOPAIICHU.

B xoze nu4HOrO npuema 3asiBUTENIO MOXKET ObITh OTKA3aHO B JaJbHEHIIIEM
pacCMOTpPEHUU OOpallleHusl, €CIM €My paHee ObUI JaH OTBET IO CYIIECTBY
MOCTABJICHHBIX B 0OpaIleHUH BOPOCOB.

B ciyuae rpy0oro, arpecCUBHOTO MOBEACHUS 3asBUTEISI TPUEM MOKET ObITh
npekpamieH. [Ipu HEOOXOIUMOCTH MOXKET OBITh BBI3BAaH COTPYIHUK OXpPaHbI
WIM TPAaBOOXPAHUTENBHBIX OpraHoB. MHdbopmanus o mnoBeneHUH 3asiBUTEINS
OTpakaeTcs B )KypHaJle yueTa.

6.24. [lepenanHpie Ha JUYHOM IpUeMe oOpaIlleHus B MUCbMEHHOU (opme
PETUCTPUPYIOTCS U PACCMATPUBAIOTCS B YCTAHOBJIIEHHOM JJISI COOTBETCTBYIOIIMX

oOpallieHui MopsiaKe.

7. OcobeHHOCTH PadOThI C JOKYMEHTAMHU, COEPKANIUMH CJIYKEOHYI0
HH(OPMALNIO OTPAHNYEHHOTO0 PACIIPOCTPAHEHUS
(c momeTkoi «JJ151 CITyKe0OHOTO MOJIb30BAHUD))
7.1. OcoOeHHOCTH PabOThl C JOKYMEHTaMH, COAEPNAIIUMH CIy>KEOHYIO
uH(OPMAITUIO OTPAHUYECHHOTO PACTIPOCTPAHCHUS.

7.1.1. K cayxeOHoil uH(OpPMAIMU OrPaHUYEHHOTO PaACIPOCTPAHEHUS

OTHOCHUTCA HCCCKPCTHAA I/IH(I)OpMaL[I/Iﬂ, HC3aBUCHUMO OT BHAA €€ HOCHUTCIA,
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OTpaHUYEHMs] HAa PACHpPOCTpaHEHUE KOTOPOM JIUKTYIOTCS €€ CIy>KeOHOM

HEOOXOIMMOCTBIO.

7.1.2. HeobxogumocTh  mpocTaBiieHUs TOMeTKH  «[ns  cmykeOHOTO
nosib3oBanus» (manee — «JICII») Ha JOOKymMeHTaXx W H3JaHUAX, COJAEPIKAIIMX
CIIy’)keOHYI0 HH(OPMALIMIO OTPAHMUYEHHOTO PACIPOCTPAHECHUS, OIpeneseTCs
npeacenaTeaeM TEPPUTOPHUATBHOM KOMHCCHH, MOANMCHIBAOIIUM
WIM YTBEPKAAIOLIUM JOKYMEHT.

JIOMKHOCTHBIE JIMIIA, MPUHSBIIME pEIIeHHEe 00 OTHECEHUHU CIIyKEOHOU
uHGOpPMAIIMU K pa3psily OrpaHUYECHHOTO PaCHpOCTPAHEHUS], HECYT MEPCOHATBHYIO
OTBETCTBEHHOCTH 32 00OCHOBAHHOCTbH IPUHSATOTO PEIICHHUS.

7.1.3. ITometka «JICII» m HOMeEp SK3eMIUIsipa MPOCTABISIOTCS B MPABOM
BEpXHEM YUy NIE€PBOM CTpaHULbl JOKyMeHTa (B ciy4yae HEOOXOJUMOCTH —
U €ro IpPOEKTa), COJAEpKaIIero CilIyX eOHyI0 HHPOpPMAIMI0 OTrPaHUYEHHOTO
pacnpocTpaHeHus, Ha 00JO0XKE U TUTYJIbHOM JIMCTE WU3/IaHus, a TaKKe Ha MepBOU
CTPAaHHIIE COMPOBOJAMTEILHOIO MHCbMA K TakKUM JOKyMeHTaMm. IIpu moaroroBke
nokymenTta cpeactsamu I1/] momerka «/ICID» mpoctaBisieTcss Ha 3JIEKTPOHHOM
mabyioHe OJaHKa JOKYMEHTA.

7.1.4. PaboTa ¢ JOKyMEHTaMH, COAEpKAUUMHU CIYKEOHYH0 HH(MOpMAIUIO
OTrPaHUYEHHOI'0 PACHpPOCTPAHEHUS, B TOM YHUCIE UX MpHUEM, yueT (peructpauusi),
OCYUIECTBJISIETCS. B TOPSAJKE, YCTAHOBJIECHHOM JJIi HECEKPETHBIX JIOKYMEHTOB,
C y4yeToM OCOOCHHOCTEH, H3JI0KEHHBIX B HacrosimeMm paszaene. llpu sTom
K PEruCcTpalliOHHOMY HOMEpPY JOKyMeHTa no0asisercss nomeTka «JCII».

7.1.5. Hokymentsl ¢ nometkoi «JICID» peructpupyrorcst (YUUTHIBAIOTCA)
BMECTE€ C JIPYTMMH HECEKPETHBIMU JOKYMEHTaMH. B perucrpanmoHHO-y4eTHOU
dbopme pousBoutes 3anuch «JCIDy».

7.1.6. CkanupoBaHue, KONUPOBAaHUE  (TUPAXKUPOBAHUE) JOKYMEHTOB
c nometkoi «J[CII», a Takke pa3MmerieHre ux Mpu ocymecTBiIeHnn padboTsl B [1]]
MPOU3BOAMUTCS TIpefcenaresaeM (CeKperapeM) TEppUTOPUATbHON KOMHUCCHM JIHOO

pa60THI/IKOM alIiapara, OTBCTCTBCHHBIM 34 BCIACHHUC  ACJIOIIPOM3BOACTBA
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C HMX IIKMCBMCHHOTIO pa3pC€liCHHsA, IIPH I3TOM OCYHCCTBIIACTCA YUCT KaXXKIOI'O

DK3EMIUIPA YKA3aHHBIX JOKYMEHTOB.

7.1.7. Hokymentsl ¢ mnometko «JICII» Ha OymMakHOM HOCHUTEIE
nepenarTcs noJ noanuck. IIpu HanpaBineHun AOKYMEHTOB ¢ momeTkoil «ICID»
cpeactBamu [IJI B PYK mpocraBnsercs COOTBETCTBYIOIIMM YPOBEHb JIOCTYyIlA
K JJOKYMEHTY.

7.1.8. lokymenTtsl ¢ nometkon «JICII» HampaBisitoTcs B Apyrue Oprasbl
U OpraHM3alMy oOpraHaMu (QenepanbHOM (QeNbaIbErepcKo CBs3U, CIIykKOOH
CHeuaibHOU CBs3M JIMOO HapouyHbIM. [Ipy HanmpaBiIeHUN JOKYMEHTOB C TOMETKON
«JICIl» cpencrBamu I1J] B LMK Poccun, @I npu LUK Poccuu, PIIOUT
npu [IUK Poccun, Cankr-IletepOyprckyto u30uparelibHyl0  KOMHCCHIO,
n30upaTesbHbIe KOMMCCUU CyOBEKTOB Poccniickon denepanum,
TeppuTOpHalIbHbIe KOMUCCUU B PYK mpocraBiisieTcss COOTBETCTBYIOIIMI YPOBEHb
JOCTYIIAa K TOKyYMEHTY. 3alpeniaeTcs rnepeaaBarb J0KyMeHThI ¢ moMetkon «ICID»
M0 HE3aIUILIEHHBIM KaHaJIaM KOMITbIOTEPHO-MOAEMHON U (PAKCUMUIIBHOM CBSI3H.

Hoxymentsl ¢ nomeTrkor «JICID» pacchbuiaroTCsi HECKOIBKHM ajpecaram
COTJIACHO CIIUCKYy pAacChUIKM, B KOTOPOM HAampOTHUB KaXIOTO ajpecara
IIPOCTABIISICTCSI HOMEP DK3EMIUIAPA OTIPABIAEMOTO JOKyMeHTa. CIIMCOK PaCChUIKU
NOJINMKCHIBAETCA MPEACENATENIEM TEPPUTOPUAIIBHON KOMUCCHUU.

7.1.9. Ucionnennsle aokymeHTsl ¢ mnometrkoi «ICID» dopmupyrorcs
B JieJla, B TOM YHCJE D3JEKTPOHHBIE, B COOTBETCTBUM C HOMEHKJIATypOW Jedl.
JIoOKyMeHTBl TpYNNHUpPYIOTCS B JieJa BMECT€ C JAPYTMMH HECEKPETHBIMU
JOKyMEHTaMU MO OJHOMYy M TOoMy ke Bompocy. [lpu dopmupoBanuu pgena
Ha OyMa)XHOM HOCHUTENE B IPaBOM BEPXHEM YNy OOJIOKKH Jieia, B KOTOPOe
ITOMEIIEHBI TAKUE TOKYMEHTHI, pocTaBisieTcs mometka «/JCID».

7.1.10. loxkymentsl ¢ mometkon «JICIT» Ha OyMakxHOM HOCHUTEJIE XPaHATCS
B 3aKPBIBAIOIINXCS MIKa(ax.

7.1.11. YHu4uTOXKEHUE O€N, NOKYMEHTOB M u3AaHui ¢ noMmeTkou «J(CID»,

yTpaTuBIIUX CBOC IIPAKTHUYCCKOC 3HAUCHHUC HW HC HMCHOOIUX HCTOpH‘IeCKOﬁ
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U HAay4dyHOW IIEHHOCTH, TPOU3BOJUTCA MO AaKTy YCTAaHOBJIEHHOH (OpMBI

C YKa3aHHEM HOMEPOB 3K3eMILTAPOB (mpuioxxenue Ne 16).

7.1.12. Pemenue o cHatun nometkn «JICID» ¢ nmokymeHTa npuHHMAaeT
JIOJKHOCTHOE JIUIIO, IMOJANMCABIIEE U YTBEPAUBILIEE TOKYMEHT.

Custue nometku «JICID» ¢ mpuciIaHHOTO B TEPPUTOPUATIBHYIO KOMHUCCHIO
JIOKyMEHTa MOXKET OBITh IPOU3BEACHO TOJBKO MO COMIACOBAHUIO C OpraHHU3aIUEH,
HaIlpaBUBIIEH TOKYMEHT.

Cusatue mnometrku «JICID» ¢ AOKyMeHTa MNpPOU3BOAMUTCS IPEACEAATEIEM
(cexpeTapeM) TEPPUTOPUATBHOW KOMHCCHH JHOO pabOTHHKOM ammapara,
OTBETCTBEHHBIM 3a BEJICHHUE JACIONPOU3BOJACTBA HAa OCHOBAHUU ITMCHMEHHOTO
yKa3aHHs JOJDKHOCTHOTO JIMIA, NPUHSBIIETO Takoe pemeHue. [lpu cHATUM
nometkn  «JICID» Ha [OOKymeHTax, Jenax WM HW3JAaHUSIX, a TaKke
B PETUCTPAIMOHHO-YYETHOU (hOpME JIeNIal0TCsI COOTBETCTBYIONIUE OTMETKHU.

O cusatun nometrku «JICII» yBemoMisiroTCS BCE aJpecaThl, KOTOPBIM
JIOKYMEHT HampaBJsijICcs, MO0 OpraHu3alks, €ro HalpaBUBIIas.

7.1.13. B cnywyae yTtparbl Aed, JOKYMEHTOB WM M3JIaHUH C TTOMETKOU
«CII» nambo pasriameHusi cojepkamieincss B HUX HHGOPMALMM Ha3HA4YaeTCs
CIy>keOHasl TpOBEpKa, O pe3ysbTaTaX KOTOPON MOKJIAJbIBACTCS MPEACEAATENI0
TEPPUTOPUAIIBHON KOMUCCHH.

OG6 yTtpare nen, JOKyMeHTOB U u3fnanuii ¢ momeTkoi «JICID» coctaBnsercs
aKT, HA OCHOBAHUM KOTOPOTO NI€JIAIOTCS COOTBETCTBYIOIIME OTMETKH B YUETHBIX

dbopmax.

8. [loaroroBka, opopmiieHue, BIMYCK, Y4eT JOKYMEHTOB,
paccMaTpuBaeMbIX Ha 3aceJaHUSIX TEPPUTOPHATbHOH KOMHCCUH
8.1. ®opMupoBaHUE TPOEKTA MOBECTKH THS 3aceIaHus TePPUTOPUATILHOMN
KOMUCCHHU.
8.1.1. [IpoekT mOBECTKM [HS 3acelaHus TEPPUTOPHAIBHON KOMHUCCHH
dbopmupyeTcsi 3a0JIarOBPEMEHHO HAa OCHOBAHHMM IIJIAHOB paOOTHI M PEIICHHMA

TEPPUTOPUAIIBHOM KOMHUCCUHM (Jajiee — pellieHuid), MOpYYEeHUuM mpeaceaaresns
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TeppI/ITOpI/IaHBHOfI KOMHUCCHH, ITIOCTYIIUBIINX HOKYMCHTOB H, IIOCJIC COIrJIaCOBAaHUS

C IIpeacenareneM TEePPUTOPUAIBHOM KOMMCCHUM IOAIMCBIBAETCS CEKpETapeM
TEPPUTOPUAIIBHON KOMUCCHH.

Taxke NIPOEKT IOBECTKH [HS 3aCeNaHusl TEPPUTOPHUATBHOM KOMHUCCUU
MOXKET (OpMHUpPOBAThCA M  corjacoBbiBaThes cpeactBamu  [IJI u  mocme
COTJIACOBAHMS TMPEICENATENIEM TEPPUTOPUATIBHON KOMHUCCHUU COTJIACOBBIBACTCS
CEKpETApeM TEPPUTOPUATBHON KOMHUCCHUH IS BBIHECEHUS HA 3aCEIaHHUE.

8.1.2. UsileHbl TEPPUTOPUATIBHOM KOMHCCHHM BIPaBE MPEIJIOKUTh BHECTH
B IOBECTKY [JHS 3acelaHHsl BOMNPOCHI, HE MPEAYCMOTPEHHBIE IJIAHAMU PaOOTHI
U PCHICHUSMH TEPPUTOPUAIBHOM  KOMHCCHM, TIPH  YCJIOBUM  HaJW4usA
IIOATOTOBJICHHBIX 10 9TOMY BOIIPOCY JTOKYMEHTOB.

JlaHHBIE BONPOCHI BKJIIOYAKOTCS B IIPOEKT TMOBECTKU [JHA 3acelaHus
TEPPUTOPUAIBHON  KOMHUCCHM  NpU  NHCBbMEHHOM  OOpalleHHMM  YieHa
TEPPUTOPUAIBHOM KOMMCCHUM, II0 WHULMATHBE KOTOPOIO BOIPOC BBIHOCUTCS
Ha 3acelaHue, Ha UM IpeAcenaTens TEPPUTOPHUATIBHOM KOMHCCHHM, B KOTOPOM
YKa3bIBalOTCS HAMMEHOBAaHHE BONPOCA, JOKIATYMK M JaTa Mepeladd IpPOEKTa
pELICHUSI B COOTBETCTBMM C IIYHKTOM 8.2 W MaTE€pUAIOB K HEMY CEKPETapIO
TEPPUTOPUATBHON KOMUCCHH.

8.1.3. CornacoBanHblii C TpeAceAaTeseM TEePPUTOPHAIBHON KOMHCCUU
Y TIOJANKUCAHHBIN (coracoBaHHbIN cpencTtBamu 11J[) cekperapemM TeppUTOpUaTbHON
KOMMCCUM IIPOEKT IIOBECTKM [JHA 3aCENaHus TEPPUTOPHAIBHON KOMHUCCUU
TAPAKUAPYETCS JUIs1 PACCHUIKH WICHAM TEPPUTOPUATIBHON KOMHUCCHUMU.

[Ipoekt TmOBECTKM [OHS  3aCE€NaHUs]  TEPPUTOPHAIBHOM  KOMHUCCUU
pasMemaercas Ha  OQUIMATIBLHOM  CaliTe  TEPPUTOPHAIBHON  KOMHUCCUU
B MH}opManmoHHO-TENEKOMMYHUKAILIMOHHON ceTH VIHTepHET B  CpOKW,
yCTaHOBJICHHbIE PeriiaMeHToM TeppuTOprUaIbHOW KOMUCCHH, a TAKKE MOXKET OBbITh
pa3ociaH 4jeHaM TEPPUTOPHAIBHOM KOMHCCHHM HAa YKa3aHHbIE UMH 3JIEKTPOHHbBIE
IIOYTOBBIE a/Ipeca.

8.2. IloaroToBKa JOKYMEHTOB II0 BONPOCAaM, BKJIKOYEHHBIM B MPOEKT

ITIOBECTKH AHA 3aCCOAaHUs TeppHTopHaanoﬁ KOMUCCHHU.
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8.2.1. JIOKyMEHTBI II0 BOIIPOCAM, BKJIIOYEHHBIM B IPOEKT IOBECTKH IHS

3acejaHusl TEPPUTOPUATBHONM KOMHCCHUH, TOTOBATCS pabOYMMH TpyNIaMu
TEPPUTOpPUANBHON KOMHUCCUM, HpejaceaareneM (cekperapeM), auO0 1O UX
NOPYYECHHIO WHBIMU YJICHAMHU TEPPUTOPUATBHON KOMHCCHH,
32 KOTOPBIMHM 3aKpEIUIEHbl COOTBETCTBYIOUIME HANPABJICHUS JAESITEIBHOCTH,
C IpHUBJIECYEHUEM, B Ccllyyae HEOOXOAMMOCTH, pPAOOTHMKOB  ammapara
TEPPUTOPHAIBHON KOMUCCHUH U JIPYTUX CHEIUAIHUCTOB (JOKYMEHTBI IO BOIIPOCAM,
BKJIFOUEHHBIM B IPOEKT MOBECTKU IHS 3acelaHMsl TEPPUTOPUAIBHOM KOMMCCHUH,
MOTYT TOTOBUTBCS U COTJIACOBBIBAThHCA cpenctBamu 11/1).

8.2.2. [IpencraBnsieMple K paCCMOTPEHHUIO JOKYMEHTHI JIOJKHBI BKJIIOYATH
O3arjaBJICHHbII MPOEKT pELIEHUS C MNPUOOLIEHHBIMA K HEMY HOJJIMHHUKAMH
JOKYMEHTOB (B TOM 4YHCJ€ pacleyaTaHHbIMU KONHUAMH JIOKYMEHTOB,
NOCTYNUBIIMX/MIOATOTOBICHHBIX B DJIEKTPOHHOM  BHJE),  MOCITY>KUBLIMX
OCHOBAHMEM JUIsI PAcCMOTPEHHs BONPOCAa HAa 3aCENaHUA TEPPUTOPHAIBHON
KOMHUCCHH, JIMOO MPOEKT MHChbMa, MOJJIEXKAIIEro COrJaCOBaHUIO HA 3aceJaHuu
TEPPUTOPUANBHON KOMMCCHUU, NPU HEOOXOAMMOCTH — NOSICHUTEIbHYIO 3aIIUCKY
110 paccMaTpUBaeMOMY BOMPOCY.

8.2.3. IIpoeKTbl TOKYMEHTOB (BKJIIOYAsl MPUIIOKEHUS ), TPEICTABIIAEMbIE TS
pacCMOTpPEHHsT Ha 3aceJaHUud TEPPUTOPUAIBHOW KOMHCCHH, BU3HPYIOTCA
UCIIOJIHUTENIEM M WICHOM TEPPUTOPUAIBHOM KOMHUCCUHM, OTBETCTBEHHBIM
3a TOJIFOTOBKY JIOKyMEHTa, KaKk Ha OyMa)XHOM HOCHUTENE, TaK U B AJIEKTPOHHOM
Buje cpeacreamu [1/1.

[IpoekThl JOKYMEHTOB (BKJIOYash MIPHIIOKEHHS), COAEpKalUe BOMPOCHI
dbuHaHcupoBaHus BbIOOpPOB  (pedepeHayMoB), (HUHAHCOBOTO oOecTeUeHUs
TEKyILIEH AEATENbHOCTU TEPPUTOPUATBHOM KOMHMCCHH, B 00s3aTEIBHOM MOPSIKE
BU3HUPYIOTCS IJIaBHBIM OYXTaaTepOM TEPPUTOPUATILHON KOMUCCHH.

Buszel mpocTaBisioTCS B KOHIIE TEKCTa IMPOEKTa pemieHus Ju0o
Ha OOOpPOTHOM CTOPOHE TOCIEIHEro JIMCTa MPOeKTa JAOKYMEHTa (BKJIHOYas

MPWIOKEHUSI) TO0 YCTaHOBIEHHOW ¢dopme (mpumnoxkenue Ne 9). Kaxmwii nwmct
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MMPHUIIOKECHUA BUBUPYCETCA UCIIOJTHUTCIICM. Buza IPOCTABIIACTCA B IIPpaBOM HHXKHEM

YTy Ha CBOOOJHOM MOJi€ CTPaHMIIBI MOCJe TeKCTa JM00 Ha 000POTHOW CTOPOHE.

[Ipy MOArOTOBKE M COTJIACOBAHMM IPOEKTOB JTOKYMEHTOB cpeacTBamu [1]]
JUCT COTJIACOBAHUS pacledaThIBACTCs U MPUOOIIAeTCA K MOUIMHHUKY TOKyMEHTA.
[Ipy HEOOXOAMMOCTH TOMY4YEHHUS BH3Bl JIOJDKHOCTHOTO JIMIIA Ha JIUCTE
COIJIACOBaHUS JOKYMEHTA, HOJTOTOBJIEHHOTO CpeaCTBaMu I,
OH pacreuaThIBaeTCs, ePe1aeTCcsl BMECTE C MPOSKTOM JTIOKyMEHTa Ha BUSHPOBAHHUE
COOTBETCTBYIOILIEMY JTOJDKHOCTHOMY JIMILY.

8.2.4. Ucnonuurens 0O0€CIEUMBAET KOMIUIEKTHOCTh BCEX JIOKYMEHTOB,
0003HAYEHHBIX KaK B MPOCKTE PEIICHUS, TaK U B MPUIIOKEHUSIX K HEMY.

8.2.5. [locne mpocMoTpa, a B HEOOXOJUMBIX CIIydasiX — BHECEHHUS MOIPABOK,
CEKpeTaph TEPPUTOPHATEHON KOMUCCHH Ha MOATOTOBICHHBIX M O(OPMIICHHBIX IS
pacCMOTpeHMsI Ha 3aceJaHUM MPOEKTax JOKYMEHTOB J€JIa€T  OTMETKY
«Ha 3acenanue», cTaBUT noAnuck U Aaty (mpocrasisieT oTMeTKy «Ha 3acenanue»
cpeactBamu I1J]) um mepenaer (HampammisieT cpeiactBamu [1/]) Bech KOMILIEKT
JOKYMEHTOB Ul THUPaXHpPOBaHUS paOOTHHMKY ammapata, OTBETCTBEHHOMY
3a BeJICHHUE JICTIOMPOM3BOICTRA.

8.2.6. JIOKyMEHTBI K 3aCE€aHHI0 MOTYT HaIpaBIsATHCA MO MPOCHOE UYJIEHOB
TEPPUTOPUATBHON KOMHCCHM Ha yKa3aHHblE UMM 3JIEKTPOHHBIE MTOUYTOBBIE ajpeca
W/WIHA TIepeaBaThCs UM TIEpe]] HayaloM 3acelaHus, a JIMIaM, MPUTIIAINICHHBIM
Ha 3acelaHue, MaTepuajgbl IO BONPOCY, Ha KOTOPBIM OHM MPUIJIALIEHBI,
NepeIaloTCs TIepe]] HauajaoM 3aceJaHusl.

[Tanku ¢ AOKyMEHTamH, TOJUICKAINIMMH PACCMOTPEHHUIO B COOTBETCTBUU
C MIPOEKTOM MOBECTKU JHS 3aceaHusl TEPPUTOPUATILHON KOMUCCHH, KOMIUIEKTYET
U pa3laeT WieHaM TEePPUTOPHAILHOM KOMHCCHU Tepell HavajloM 3acelaHus
paOOTHHK anmapaTa, OTBETCTBEHHBIN 3a BEJCHHE JEIONPOU3BOICTBA.

8.2.7. llepen HauanmoMm 3aceqaHusi paOOTHHWK ammapara, OTBETCTBEHHBIN
3a BeJIEHHE JCIONMPOU3BOACTBA, MO0 CEKpeTaph TEPPUTOPHAIHLHOM KOMHCCHUH,

PETUCTPUPYIOT YJIEHOB TEPPUTOPUATIBHOM KOMHUCCHUM C TPaBOM PEIIAKOLIErO



51
rojgoca, NpUCyTCTBYIOIIUX Ha 3aCCAAaHHMKU W IIPUTIAIICHHBIX Ha 3aCCIaHUC JIMII,

CIMCOK KOTOPBIX MPEACTABIIACTCS NPEICEAATENO TEPPUTOPHATIBHON KOMUCCHH.

8.2.8. Ha 3aceganuu TEppUTOPHAIIBHON KOMHUCCHUU BEIETCS IMPOTOKOI
U MOXET NPOU3BOJUTHCS ayJIMO3alUCh (BUAEO3alKCh). B ciaydae mpou3BoacTBa
ayJlIno- WIN BHUJICO3AMUCH YIECHBl TEPPUTOPUATIBHON KOMHCCHHM U MPUIIIALIECHHBIE
YBEAOMJISIOTCSL 00 3TOM /10 OOBSIBICHUS TOBECTKH JIHS 3aCEIaHUs.

8.3. BBITyCK TOKYMEHTOB, PACCMOTPEHHBIX Ha 3aCENAHUU TEPPUTOPHUAIIBHOU
KOMHCCHH.

8.3.1. JIoKyMEHTBI, pPACCMOTPEHHBIE HA 3aCE€JaHUHU TEPPUTOPUAIBHOU
KOMHUCCHH, B CIIy4ae, €ClId B XOJ€ 3aCElaHHs BHOCWINCh W3MEHEHUS, JTOJKHBI
OBITh 10pabOTaHBbI, a 3aT€M NOJIUCAHbI, 3aPETUCTPUPOBAHBI U Pa30CIaHbI.

8.3.2. Cpok nopabOTKM JOKYMEHTOB HE JOJDKEH MPEBBILIATH TPEX pabounx
JTHEN mocne AHS 3acelaHusi, €Clii HWHOM CpOK He ormpeneneH ¢enaepaibHbIM
3akoHOM W/miu 3akoHoM CaskTt-IlerepOypra, periiaMeHTOM TeppUTOpUATIBLHON
KOMHUCCHHU WJIM HE OTOBOPEH Ha 3aCeJaHuMU.

8.3.3.Ilpu nopaboTke [JOKyMEHTa HWCIHOJHUTEIb BHOCUT B  TEKCT
COrjacoBaHHbIE B XOJ€ 3acelaHus M3MEHEeHHs. B  cioydae mnpuHATHA
TEPPUTOPUAIBHOM  KOMHUCCHUEH  pelmeHuss O  HEOOXOJUMOCTH  KOHTPOJIA
32 BBIIIOJIHEHUEM pELIEHUS €ro TEKCT JOMNOJHAETCS ITyHKTOM, B KOTOPOM
HA3HAYalTCs JIMLA, OTBETCTBEHHBIE 32 UCIIOJIHEHUE.

8.3.4. JlokyMeHT, NOJJIeKAIMNA TMOANUCAHNIO (BKJIIOYAsl TPHIOKEHUS),
NOATOTOBJICHHBIH Ha OyMaXHOM HOCUTEJNE, BU3BHMPYETCS HUCIOJHUTEIEM,
OTBETCTBEHHBIM 32 €r0 MOATOTOBKY.

JIOKyMEHTBI (BKITIOUAst MPUIOKEHUS), coeprKallne BOIIPOCHI
(¢uHaHCHpOBaHUsI BHIOOPOB, (DMHAHCOBOIO OOECHEUEHMs TEKYIIEH NeATeIbHOCTH
TEPPUTOPUATBHON KOMHUCCHH, B 00S3aTE€IbHOM TMOPSIKE BU3UPYIOTCS TJIaBHBIM
OyXraiarepoM TeppUTOPUATBHON KOMHCCHHU.

JIOKyMeHT, moajexaluil  MNOANHCaHWI  (BKJIOYas  MHPUIIOKEHHS),
corjlacoBaHHbIM cpenctBamMu I1J[ m mpuHATBEIM 0e3 M3MEHEHUH Ha 3aceJaHuu

KOMMCCHH, PaclieuaTbiBa€TCsl Ha COOTBETCTBYIOIIEM OJIaHKE, K HEMY MPUOOIIAeTCs
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JUCT COorjaCcoBaHuA, 3aTEM AOKYMCHT IPCACTABIIACTCA Ha IIOAINMMCH CCKPETApPIO

U IIpEACENATENI0 TEPPUTOPUATIBHON KOMUCCHH.

JlopaboTka M cOrJIacOBaHHUE JOKYMEHTOB, PACCMOTPEHHBIX Ha 3acellaHuu
KOMUCCHH, MOXET OCYILIECTBIATHCA cpencrBamu [1/].

Busbl npocTaBisioTCA aHATOTUYHO MOPAIKY, YKa3aHHOMY B a03alle TpeTheM
nyHkTa 8.2.3.

IIpr moOATOTOBKE M COIIACOBAHMUM IMPOEKTOB TOKYMEHTOB cpencrBamMu I1/]
JIUCT COTJIaCOBAHMS MPUOOIIACTCS K MOATUHHUKY JOKYMEHTA.

8.3.5. PaboTHHK ammapara, OTBETCTBEHHBIA 3a BEJICHUE AEIIONPOU3BOJICTBA
CIEIUT 3a KOMIUIEKTHOCTBIO IIPUJIAraéMbIX K PELIICHHI JTOKYMEHTOB
U pacroyiaraeT X B TOW MOCIEAOBATEIbHOCTHA, B KOTOPOH OHM YNOMHHAKOTCS
B TEKCTE.

8.3.6. Eciin  BONpOCHI, cCoJEpKallMecss B PELIICHUH TEPPUTOPUAIBHON
KOMHCCUH, KacCarTCs [JEITEJIbHOCTH OIHOM WM HECKOJIBKMX CTOPOHHHX
OpraHM3alvid, K JOKYMEHTY IIPUJIAracTcs JIACT COTJIACOBAHUSA, B KOTOPOM
YKa3bIBalOTCS HAMMEHOBAaHUE OpraHU3aIlH, JAOHKHOCTb, MHUIMAIBI U (aMUIUs
JOJDKHOCTHOTO JIMIA, C KOTOPBIM JTOT JOKYMEHT COIJIACOBAaH, M CTaBUTCSA
€ro coOOCTBEHHOPYYHas MOAMKUCH.

CornacoBaHnue MoeT O(QOPMIISATECS Ha TIOCIEAHEM JIUCTE pELICHUS
TEPPUTOPUATIBHON KOMUCCHH.

8.3.7. K opopmiieHHOMY pelieHrI0 TepPUTOPUATILHON KOMUCCHUU PAOOTHHK
amnrapara, OTBETCTBEHHBIM 3a BEICHHUE JIEJIONPOU3BOJCTBA, TOTOBUT OTYET
O PacChUIKE MO COOTBETCTBYIOIIMM aJpecaraM MW pPa3MELICHUM pPELIEHUN
TEPPUTOPUAIIBHON KOMHUCCHMU Ha oduimaibHoM caite (mpuioxkenue Ne 10).
Cnucok JOJKHOCTHBIX JIMI[ (OpraHu3anuii), KOTOPbIM HamlpaBiIeTCs pelIeHUe
TEPPUTOPHAITHPHOM KOMHUCCHH, MOXKET OBITh ITOATOTOBIICH cpeacTBamu I1/1.

B cnimcok BKIIIO4arOTCs MIa, KOTOPBhIe OyAYyT 3a1€iCTBOBAHBI B peaTu3aIiu
NPUHATOTO  JOKYMEHTAa WM  JIOJDKHBI OBITH poruH(OPMUPOBAHBI

0 €T0 COACPIKAaHNN U KOTOPBIM 3TOT NOKYMCHT JTOJIDKCH OBITH pa30cCiiaH.
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Crucok PACCBUIKKM OOKYMCHTOB ITIOAIMHMCBIBACTCSA pa6OTHI/IKOM ariapara,

OTBETCTBEHHBIM 3a BEJICHHE JEJIONPOU3BOACTBA M YTBEPKIAACTCA IMpeaceaaTeIeM
TEPPUTOPUAIIBHON KOMUCCHH.

8.3.8. OdopmIiIeHHBINT KOMILIEKT JTOKYMEHTOB (pemeHne, 0003HauYCHHBIE
B €ro TEKCTE€ MPWIOKEHUS, CIHUCOK pacchulkuM) pabOTHUK ammapara,
OTBETCTBEHHBIII 3a BEICHHE JIEIONPOU3BOJCTBA, IEpEeNacT Ha IMOANUCH
IIPEACENATENIO U CEKPETAPIO0 TEPPUTOPUATIBHON KOMUCCHH.

8.3.9. Pemienne  moAnMCHIBacTCS ~ MOPEACENATENIEM M CEKPETapeM
TEPPUTOPUAIIBHON KOMUCCHH.

Ecnm Ha 3acemaHnu TEppPUTOPHUAIIBHOM KOMHCCHM IPEACENATENHCTBOBAI
3aMECTUTENb  Ipeacenareiis  TEPPUTOPUAIBHOM  KOMHUCCHM,  CEKpeTaphb
TEPPUTOPUAIBHON KOMUCCHHM WJIA OAWH U3 YIEHOB TEPPUTOPUAIBHON KOMHUCCHH
C IPaBOM pELIAIOLIEr0 Trojoca, a TaKXke €clad IIOJIHOMOYHUSA CeKpeTraps
TEPPUTOPUAIBHON KOMHUCCUM OCYILECTBIUI OJUH W3 WICHOB TEPPUTOPHUAIBHOU
KOMMCCHUH C TIPAaBOM PEMIAIOIIErO IroJI0ca, TO HOANKMCH B IIPOTOKOJIE, HA PEIICHUN
0(pOpMIIAIOTCS CIEAYIOUIMM 00pa3oM:

«3aMeCTUTENb TMpeAcenaTenss TEPPUTOPUATBHON KOMHCCHUM» —B  CiIydae
BPEMEHHOTO OTCYTCTBUS NPEICENATENS TEPPUTOPUATBHON KOMHUCCHH;

«HcnonHsronuii 00s3aHHOCTH TIPEICEaTeNs TEPPUTOPHATIBHON KOMHUCCHUI —
npu Hanmuuuu pemeHus Cankrt-IlerepOyprckoil  M30MpaTenbHON  KOMHUCCUU
O BO3JIOXKEHHHM Ha OJHOIO M3 YICHOB TEPPUTOPUAIBHOW KOMMCCHUM C IIPaBOM
PEMIAKOIIETO TOJ0Ca MOJIHOMOYUH ITpeACcCEnATENS TEPPUTOPUAIBHON KOMUCCHH;

«IIpencenaTensCTBYOMNM Ha 3aCENaHUU TEPPUTOPHUAIBHOW KOMUCCHM —
B Clly4yae€ BpPEMEHHOIO OTCYTCTBHs IPEACEAATENsl, 3aMECTUTENA Ipeacenaress
TEPPUTOPUAIBHOM KOMHUCCHHM, OTCyTcTBUS pemieHus Cankr-IletepOyprekoit
n30UpaTeIbHOM  KOMHMCCHHM O  BO3JIOKEHHUM  TOJIHOMOYHMI  mpenceaarens
TEPPUTOPUAIBHON KOMHMCCUU HA OJHOIO M3 YICHOB TEPPUTOPHAIBHON KOMHUCCHU
C MPAaBOM pELIAIIIETO TOJ0oca W MPU HAIUYUHU PELICHHUS TEPPUTOPHUAIBHON

N30MpaTeIbHOM KOMUCCHH,
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«Mcnonustommii 00I3aHHOCTH CEKpeTapsi TePPUTOPUATBLHOM KOMUCCHUM —

B cCllydyae HaJIuuusl pemnieHuss TepputopuaibHOM KOMHUCCUM O BO3JIOKEHUU
MOJTHOMOYHM CEKpeTapsi TEPPUTOPUATIBHOM KOMHCCHUM Ha OJIHOTO W3 YJICHOB
TEPPUTOPUAIIBHON KOMHCCHH C ITPABOM PEIIAOIIEr0 IoJIoca.

«Cekperapp  3acelaHusi  TEPPUTOPUAIILHOM  KOMHUCCHUU» —B  Cilydae
BPEMEHHOTO OTCYTCTBHUSI CEKpeTapsi M30MpaTeIbHON KOMHCCHUM U TPU HAJTUYUU
pelieHus TePPUTOPUATILHON KOMUCCHH.

8.3.10. [locne mnoxamucanus peUmIEHUs PETUCTPUPYIOTCA B JKypHaje
pPEruCTpallid pEUICHHI, B KOTOPOM MPETyCMAaTPUBAIOTCS: MOPSAKOBBIA HOMED,
JlaTa TPUHATHS PEUICHUS, PETUCTPALMOHHBI HOMEp, COJIEpKAHHE PEUICHUS
Y HOMeEp JieJia XpaHEeHHUs!.

8.3.11. Pemiennsi HymMepyroTcs B XPOHOJOTHYECKON TMOCIIEI0BATEIHHOCTH
B npeaenax CpoKa MOJITHOMOYHUI TEPPUTOPHUATBHOM KOMMCCHHU.
HomMmep pemieHusi TeppuTOopuaibHOM KOMHUCCUM COCTOUT M3 HOMEpa MPOTOKOJa
3ace/laHus U MOPSIKOBOTO HOMepa Bompoca, (Hanpumep: 1-5).

8.3.12. Yka3aHHbIE BBIIIE PEKBU3UTHI BHOCATCS B PETUCTPALMOHHO-YUYETHYIO
dbopmy. B ciyuae ucnonszoBanus 1] k PYK npukperuisieTcs TeKCT TOKyMEHTa
B (hopmate docx (mmst Tabnuil nonmyckatores ¢aitisl popmaTa X1sX) v SIEKTPOHHBIN
o0Opa3 gokymeHnTa B (popmare pdf (mpu HE0OXOIUMOCTH), a TAKXKE JIeNIaeTCs CBSI3Ka
C JOKYMEHTaMH, IOCITY>XUBIIMMH OCHOBaHUEM I PACCMOTPEHUsI BOIpOca
Ha 3aceJaHuU TePPUTOPUATIBHON KOMUCCHH.

8.3.13. Pa3penieHue Ha THPAKUPOBAHHE JOKYMEHTOB B HEOOXOJIUMOM
KOJIMYECTBE JA€T MpECENaresib TEPPUTOPUATBHOW KOMHCCUHU. JOKyMEHTBI
TUPAXUPYIOTCSI ~ paOOTHUKOM  ammapara, OTBETCTBEHHBIM  3a  BEJCHUE
JIEJIONPOU3BOACTBA, HAa KaXJOW KOMUM JOKYMEHTa IPOCTABJISETCS I1€YaTh,
YAOCTOBEPSIIONIAas  MOJNUCH  MpEACENaTeNss TEePPUTOPUATIBHOW  KOMHUCCUU
U CEeKpeTapsi TePPUTOPHATBLHON KOMUCCHH (0€3 BOCITPOU3BEACHUS MTOIITUCEH ).

8.3.14. Konnsi penieHuss TEPPUTOPUAIBHOW KOMHCCUU  HampaBiseTCs

3asiBUTENI0 B Clly4yae, €Clii ero oOpalieHue B TEPPUTOPUATBHYI0 KOMMCCHIO
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IMMOCIIYKHJIO OCHOBaHUEM JJIA pacCMOTpCHUA BOIIpOCa Ha 3aCCJaHHNHn

TEPPUTOPUAITBHON KOMUCCHH.

8.4. OdopmieHre MPOTOKOIIA 3aCEaHUS TEPPUTOPUATIBHON KOMUCCHUU.

8.4.1. [Iporokon 3acemaHus TEPPUTOPHATBLHOM KOMHCCHH oOdopmiseTcs
Ha OJIaHKe yCTaHOBIIEHHOM (QopMbl (Tpriiokenne Ne 4) B CpoK, HE MPEBBIIAIOIINN
Tpex pabouux JHel mocie AHA  3acenaHus. lIpotokon  3acemaHus
TEPPUTOPUANTBHON KOMHUCCHH MOXeT ObiThb odopmien cpeactBamu  [1]]
C MCIIOJIb30BaHUEM COOTBETCTBYIOLIETO 1Ia0JIoHa OaHKa TOKyMEHTA.

8.4.2. [IpoTtokon 3acenaHusi MOXET O(OPMIISITHCS B TMOJTHOW WM KPaTKOU
dbopme.

8.4.3. TexcT mpoTOKOJIA 3acelaHUs] TEPPUTOPUATIBHONM KOMHMCCHUH COCTOUT
U3 JIBYX 4acCTel — BBOJHOW U OCHOBHOM.

8.4.4. B BBOAHON yacTH NPOTOKOJA YKa3bIBAIOTCS MHULUAIBI U (QamMuiIns
npejaceaarens — TEPPUTOPUATIBHOM  KOMHUCCHMM  (IIpElCeAaTeIbCTBYIOIIETO),
a TakKe NPUCYTCTBYIOIIMX: 3aMECTUTENsl MpeAceaaresiss TepPUTOPUATIBLHOM
KOMHCCHH, CEKpeTapsi TEPPUTOPUATIBHON KOMHUCCHUHU M YJIEHOB TEPPUTOPUATIBHOU
KOMUCCHH, JIUI], PUTJIAIIEHHBIX HA 3acelaHue, B aja()aBUTHOM IOPSIJIKE.

Homyckaercss oQopMeHHUE MNPUCYTCTBYIOIIMX OTAEJIBHBIM  CIIHUCKOM
C YKa3zaHHEM WHHLIMAIOB, (QamMuiuii U AoKHOCTeM. CHHCOK MpuiaraeTcs
K MPOTOKOJTY 3aceaHusl.

8.4.5. IloBecTka nOHS BKJIIOYAETCS B BBOJAHYKD 4YacTh IPOTOKOJA.
OHa COCTOUT U3 MEPEUHCIIEHUsI BOIIPOCOB, KOTOPbIE 00CYXK/1at0TCsl HAa 3acedaHuH,
U 3aKpeIIIeT IMOCIeI0BATEIbHOCTh MX OOCYXXIeHUs U (aMHIMU JOKJIaT4YHUKOB
(BBICTYTIAIOIIINX ).

Kaxxnp1il Bompoc MOBECTKU AHS 3acelaHusl HymepyeTcs: apadbckoil mudpoid,
ero HamMmeHoBaHue (opmynupyiorT ¢ mpemiora «O» mian «O6». Ilo kaxmomy
IIYHKTY YKa3bIBaeTCs JOKIAI4UK.

8.4.6. OCHOBHasg 4acTh MPOTOKOJIA COAEPKHUT CTOIBKO Pa3ACJIOB, CKOJBKO
IIYHKTOB BKJIFOYEHO B ITOBECTKY AHS. B COOTBETCTBUM C HEW pa3liebl HyMEPYIOTCS.

Kaxnei  pazmen  coctout w3  Tpex  yacreil:  «CIIVIIAJINY,
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«BBICTVYIINJIN», «PEIIINJIN», koTOpbIE NI€YaTAIOTCS OT TPAHUIIBI JIEBOTO TOJIs

MPOMUCHBIMU OYKBaMHU.

B wactm «CJIYIIAJIM» KpaTko W37araeTcsi TEKCT BBICTYIUIEHUS
noxnamunka. Maunmanel 1 GpaMunus AOKIaAuMKa IMeYaTaroTCsl ¢ KPaCHOMW CTPOKHU
B HMMEHUTEIBHOM TMaJeXe. 3aluch JOKIaJa H3JIaraercsi OT TPEThEero Jauua
€IMHCTBEHHOTO YMCIIa U OTIEISAETCS OT (PaMUIINK TUPE.

Ecnm Texer noknazga mpuiiaraercs K NPOTOKOIY, TO MCHOJIB3YETCS CChUIKA
«Teker noknana mpuiaraeTcs.

B wyactu «BbICTYIIMJIM» mnepeducnstorcs BBICTYNAONIME W aBTOPHI
BOMNPOCOB. MHUIMANBI ¥ (haMuJIHsl BBICTYMAIOLIETO MEYaTaloTCs C KPACHOM CTPOKHU
B HMEHUTEIbHOM Tajexe. KpaTkas 3anmuch BBICTYIUIEHUS 10 CYIIECTBY
paccMaTpUBaEMOTro BOmIpoca (MO0 PEIICHUIO MPEeCeaaTeNbCTBYIOIIET0) U3IaraeTcs
OT TPETHETO JIULA EJUHCTBEHHOTO YUCJIA.

Ecnu TekcT BBICTYIUIEHHS] MPUIIArae€Tcsa K IMPOTOKOIY, TO HMCHOJIb3YETCS
cchuIKa «TeKCT BBICTYIUICHHS IPUIIATAETCS).

B wactu «PELIMJIN» oTpakaeTcst MPUHATOE PEIICHHE MO 00CYKIaeMOMY
BOIIPOCY U PE3YJIbTAThl TOJIOCOBAHUS.

B mportokose 3acemaHusi OTpakaeTcs HaJIM4Me O0COOOro MHEHHMS y 4ieHa
TEPPUTOPHAIIBHON KOoMHCCHM, O(OPMIIGHHOE B THUCBMEHHOW (Gopme ocoboe
MHEHHUE TTOMENIAETCS MOCIIE PELIEHUS, B CBSA3U C KOTOPBIM 3TO MHEHHE U3JI0KEHO.

8.4.7. IlpoTokon 3aceaHus MOANMUCHIBACTCS npeacenaTenemM
WM TPEACENATENBCTBOBABIIMM HA 3aCEJaHUU WU CEKPETApeEM TEPPUTOPHUAIBHOU
KOMUCCUM  (MJIM  WIEHOM  TEPPUTOPUAIBHOW  KOMMCCHM,  HMCIOJHSBILIUM
00513aHHOCTH CEKpeTapsi TEPPUTOPUATHLHON KOMUCCHH).

8.4.8. [Tocne moanucanust MPOTOKOIBI PETUCTPUPYIOTCS C MCIOIB30BAaHUEM
peructpanoHHo-y4etHo  ¢opmbl.  [IpoTokonsl  3acemaHuii  HyMEpYyrOTCS
B XPOHOJIOTUYECKOW IOCIEAOBATEIBHOCTH B IIpelenax CpoKa IOJHOMOYUU
TEPPUTOPUAIIBHOM KOMHUCCHUMU.

8.4.9. IlpoTokobl 3aceqaHuil TEPPUTOPHAIIBHON KOMUCCHUU, MPUOOIIEHHBIC

K HHM PpC€ICHUA BMCECTC C MarcpuajlaM, IOCIYXHBIIMMH OCHOBAHUCM
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Il UX TIPUHATHA, OCOOBIMM MHCHHSIMH YJICHOB TCppI/ITOpI/IaJIbHOfl KOMHUCCHUH

XpaHATCs y mpejacenaTens (cekperaps wid padOTHHKA ammapara, OTBETCTBEHHOTO
3a BEJICHHUE JICJONpPOU3BOJCTBA) TEPPUTOPUATIBHOM KOMHCCHM, a 3aTeM,
oopmiileHHBIE B COOTBETCTBUM C TpeboBaHUsAMU WHCTpyKIHMH, NepeaaroTcs
B apXHB.
9. OdopmiieHHne MPUKA30B MpeaceaTes st
TEPPUTOPUAITBHOM KOMUCCHHU

9.1. Ilpuka3 mpexacenarens TEPPUTOPHUATIBHONM KOMHUCCUM II0 OCHOBHOMU
JeSITENIbHOCTH (anee — npukas) opopmiisercs Ha OaHKe YCTaHOBJICHHON (OPMBI
(npunoxxenue Ne 4).

9.1.1 IIpoekTbl TPUKA30B TOTOBATCA II0 MOPYYEHHUIO MpEACEAaTelIs
TEPPUTOPUATBHON KOMUCCHH.

IIpuka3pl MOTYT TOTOBHUTHCSI M COIVIACOBBIBAThCs Takke cpeactsamu I1J1.
IIpn nmoaroroBke npukazoB cpexacrBamu IIJ[ wcmonp3yercs COOTBETCTBYOIINN
m1a0JIoH OJ1aHKa IOKYMEHTA.

9.1.2. Tekct 1mpuKa3a COCTOMT, KaK IPaBWIO, U3 KOHCTaTUPYOUIEH
Y PacCropsIAUTENBHON YaCTEN U JOJDKEH UMETh 3arOJ0BOK.

9.1.3.B KoHCTatHpylOmIEd YaCTH H3JAralOTCA UEIM H  33Ja4M
MPEANKUCHIBAEMBIX JIEUCTBUM. ECiIM OCHOBaHHMEM K WM3aHUIO IIPUKa3a SBISIETCS
HOPMATUBHBIM  TPAaBOBOM  aKT WA  PACHOPANWUTENBHBIA  JOKYMEHT,
TO B KOHCTATHPYIOUIEHM 4YacTH YKa3blBalOTCS €ro Ha3BaHWE, [aTa, HOMED,
3aroJ0BOK.

9.14.B  pacnopsAaunTeNbHOM  4acTH  COHEpXKATCA  NEPEUHMCICHUE
MPEANNUCHIBAEMBIX  JECUCTBUM, CPOKM U ucnoiHuTenu. IlyHKTBI Tmpukasa
HYMEPYIOTCS apaOCKUMU LU(PPAMHU C TOUKON U HE UMEIOT 3ar0JIOBKOB.

9.1.5. Ecnn npuka3 U3MEHsET, OTMEHSET WU JIONOJHSIET paHee U3JaHHbIMI
IIPUKa3 WK €ro OTAEJIbHBIE TYHKTHI, TO 3TO OTOBApPUBAETCS B TEKCTE MPUKa3a.

9.1.6.B MOCJIEAHEM IIyHKTE pacropsauTEIbHON YacTHu,
Ipu HEOOXOAUMOCTH, YKa3bIBAETCS JOJKHOCTHOE JIMIO, HA KOTOPOE BO3J1araeTcs

KOHTPOJIb 3a UCITOJIHCHUECM IIPHUKA3a.
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9.1.7. 1lpu HUIUYUU MPUIIOKEHUN K MPUKA3Y B TEKCTE

Ha HUX 0053aTeJIbHO JeJIaeTCs CChLIKA.

9.1.8. [IpoekT mpuKaza W MOPWIOKEHUS K HEMY  BUBHPYIOTCA
HEMOCPEICTBEHHBIM HCTIOTHUTEIIEM.

Ecniu B mnpukaze conepkarcs BOMPOCH (PUHAHCHPOBAHHS BBIOOPOB,
oOecrieueHusi JEATeIbHOCTH TEPPUTOPUATBHOM KOMHUCCHUU, TO OH BHU3HPYETCS
y TJIABHOTO OyXrayrepa.

[Ipukasel, moaroToBiieHHbIE cpefacTBamu [1J], BuU3MpyIOTCS aHaIOTUYHO
pUKa3aM, MOJArOTOBIEHHBIM Ha OYMaKHOM HOCHUTEJE.

Busbl mnpocTaBistoTcs Ha OOOPOTHOM CTOpPOHE TMOCJIEOHEro JIMCTA
JNOKyMeHTa (IIpUKa3a, NPUJIOKEHUS K HEMy) [0 YCTaHOBJIEHHOW ¢opme
(npunoxxenue Ne 9).

[Ipu moATrOTOBKE U COTJIACOBAaHUM NMPOEKTOB MpUKa30B cpeacTBamu [1/] nuct
COIJIACOBAaHUSl pacleyvaThIBacTCsl Ha OOOPOTHOM CTOPOHE TIOCIEAHEro JIMCTa
JOKyMEHTa (TmpuKasza, MpUIOKEeHUs K HeMy). [Ipu HeoOXOoaMMOCTH TOJy4YeHUS
BU3bl JTOJDKHOCTHOTO JIMIIA HA JINCTE COTJIACOBAHMS INpPHKa3a, MOATOTOBIECHHOIO
cpenctBamu [1/], mokymeHT nepenaercst Ha OyMa)KHOM HOCHUTENIE Ha BU3HPOBAHUE
COOTBETCTBYIOIIEMY JAOJKHOCTHOMY JIUILY.

9.1.9. Ilocne noanucaHusi MPHUKa3bl PETUCTPUPYIOTCA C HUCIIOJIB30BAHUEM
pEeruCTpalMOHHO-y4YeTHOW (opMBI U (QOPMHUPYIOTCS B Jela B COOTBETCTBHUU
C HOMEHKJATypoW JAesl TeppPUTOPHATIbHOM KOMHUCCHU BMECTE C JOKYMEHTaMH,
MOCITY>KUBITUMHU OCHOBaHHUEM JJIsl U3/IaHUs TTPUKA3a.

B ciywae ucnonszoBanus qs perucrpaunu I1J1 x PYK npucoenunsrorcs
TeKCT mpukaza B ¢opmare docx wmm xIsx (mms tabmury momyckarorcs (aiibl
dopmara  xIsx), dnekTpoHHBIM  0o0pa3 mpukaza B ¢opmare  pdf
(mpu HEOoOXOJUMOCTH) U JENAloTCA CChUIKM Ha JOKYMEHTBI, MOCITY>KUBIIHNE
OCHOBAHUEM JIJIsl U3JaHUsI IPUKa3a.

9.1.10. IIpuka3am npuCBaMBaIOTCS PErMCTPALMOHHBIE HOMEpPA B MpPEAeIax
KaJeHJapHOTO TroJia, MpU HTOM K TMOPSJIKOBOMY HOMEpy uepe3 Jeduc

MpOCTaBJsieTCsl OYKBEHHBIA UHIEKC «OJ1».
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9.2. OdopmiieHne mNpUKa30B MpeacenaTesis u30UpaTeIbHOW KOMUCCUU

110 KaJpOBBIM BOIIPOCAM.

9.2.1. Ilpukassl npexacenaTeniss TEPPUTOPUATBHON KOMHUCCUHM 1O KaJIpOBBIM
BOIIPOCaM U3JAI0TCS o KOHKPETHBIM BOIIPOCAM, CBSA3aHHBIM
C  JEATEIbHOCTHIO  YJIEHOB  TEPPUTOPUAIBHOW  KOMHUCCHUH,  IPUEMOM
Ha TOCYJApCTBEHHYIO TIpaxaaHckyto ciyx0y Cankr-IlerepObypra B anmapar
TEPPUTOPUAIBHOM  KOMHUCCUH,  TMPOXOXKACHUEM  TPAKIAHCKOW  CIyXObI
Y YBOJIBHEHHEM C TPaKIaHCKOM CIIy>KOBbI B armnapare TeppUTOprUaIbHON KOMUCCHUH.

9.2.2. Ilpukasel npeacenaTenss TEPPUTOPUAIBHON KOMHUCCUM IO KaJpPOBBIM
BOIpocaM O(OPMIISIFOTCS aHAJIOTUYHO IIPHUKa3aM IpejceaTelIs TepPUTOPUAIbHON
KOMHCCHM TI0O  OCHOBHOM  JesrenpHOCTH.  IIpmkasam  mpucBamBaroTcs
pPETUCTPALIMOHHBIE HOMEpPAa B IpeleNnax KaleHAApHOro TrojAa, IpH  ITOM
K OPAIKOBOMY HOMEpY uepe3 Jierc IpocTaBisieTcs OYKBEHHBIH HHACKC «K».

9.3. Konuu npuKa3oB 3aBEpAIOTCS I1€YaThIO TEPPUTOPUATIBHON KOMUCCHUM.

9.4. Ilpuka3pl BMecT€ C MPUOOIIEHHBIMM K HUM JIOKYMEHTaMH,
NOCTYKUBIIMMHU OCHOBAaHHMEM ISl UX W3JaHus (B TOM YHMCIE pacleyaTaHHbIMU
KOIMUAMH JOKYMEHTOB, MOCTYIHMBILUX/IIOATOTOBIEHHBIX B 3JIEKTPOHHOM BHJIE),
(GopMupyIOTCA B JieTa COTJIaCHO HOMEHKJIAType N1 TEpPUTOPUAIbHON KOMHCCHH,
XpaHATCs y mpenceaaresns wid padOTHHKA ammapaTa, OTBETCTBEHHOTO 3a BEJACHUE
JEJIONPOU3BOACTBA B TEPPUTOPHAIBHON KOMHUCCHUHM, a 3aTeM, O(OpMIICHHBIE

B COOTBETCTBUU C TpeOoBaHUsAMU NHCTPYKIIUU, IEPEIAOTCS B apXUB.

10. KoHTPOJIb MCIIOJTHEHHS JIOKYMEHTOB U MOPYYeHHUil

10.1. KOoHTpoJItO UCTIOTHEHUS MOJJIEXKAT:

MOPYYCHUS, COJIEPKAIINECS B TIOCTAHOBJICHHUSAX M JPYTHX JTOKyMEHTaX
[MUK Poccuu, Cankt-IlerepOyprckoil m3OupaTebHOW KOMHUCCHUHU, B PEIICHUSIX
TEPPUTOPHUATLHON KOMHUCCHH,

MOpYYEHHUsI, COJIepKaIIuecs B NpHUKa3ax MpejaceaaTesss TePpUTOpUaIbHON

KOMMCCHH;
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IMMCBMCHHBIC TIOPYYCHHA IIPEACCAATCIIA (BaMCCTI/ITeJUI npeacecaarclis,

CeKpeTapsi) TEPPUTOPHATBHON KOMHUCCHH;

BXOJAIIME JOKYMEHTbl, B TOM YHCJI€ MUCbMEHHbIC OOpalleHusl Tpa)jaaH,
yKka3aHHble B llepeune nmojmexamnux KOHTPOJIIO TOKYMEHTOB C YKa3aHUEM CPOKOB
ucnojaHeHus (npuioxenue Ne 11), B COOTBETCTBUU € YKa3aHUSIMU MO UCTIOJIHEHUIO
JOKYMEHTa MpeICeNaTelss TEPPUTOPUATBHON KOMUCCHU;

UCXOSIINE JOKYMEHTBI, TpeOyIOIIre OTBETA;

NOPYYEHHUSI, COAEpKAIIUECS B IMPOTOKOJIAX 3ACENAHUN TEPPUTOPUAIBHOU
KOMUCCHUU;

IIJIAHBI MEPOIIPUATHUN.

10.2. KoHTposib UCHONMHEHU JOKYMEHTOB, yKa3aHHbIX B mozapaszaene 10.1
NucTpykiuu (32 MCKIIOYEHHEM HCXOASIMIMX JOKYMEHTOB), IO CYIIECTBY
3aTPOHYTBIX B HHUX BOIPOCOB OCYILECTBISIET Mpelceaarenab (CeKpeTapsp)
TEPPUTOPUAIIBHON KOMHUCCHH.

10.3. KOHTpONb HCHOJHEHUS MCXOIAIIMX JTOKYMEHTOB, B TOM 4YHCIE
32 CBOEBPEMEHHOCTBIO IIOJYYEHHs OTBETOB Ha 3alpoChl TEPPUTOPHAIBHOU
KOMHUCCHH, OCYIIECTBISIET PaOOTHUK anmnapara, OTBETCTBEHHBIH 3a IMOIATOTOBKY
JTAHHBIX JIOKYMEHTOB.

10.4. Cpokr HCHOJIHEHHWS TOPYYEHHM, COAEpKAIIMXCS B PEHICHUAX
TEPPUTOPUAIIBHOM  KOMHUCCHHM, TpHUKa3zax MpelacenaTesss TeppUTOPHATbHON
KOMHCCHUH, TUCbMEHHBIX MOPYUYECHHI Mpencenareis (3aMeCTUTENs MpeIcenaTens,
ceKpeTapsi) TepPUTOPUATBHON KOMUCCHH ONPEAEIISIIOTCS ITUMU TOKYMEHTAMH.

10.5. JIOKyMEHT MOMJIEKUT WCHOJHEHUIO HE TMO3AHEE, 4YeM 4Yepe3
30 xalleHIapHbIX JTHEW CO JHSA €ro MOCTYIUIEHUS, 32 UCKIIOYEHUEM CIy4Yacs,
IIPEAYCMOTPEHHBIX ITyHKTOM 10.6 HacTosIIero pa3aena.

Ecnu mocnennuii 1eHb MCMIONHEHHS TOKYMEHTa MPUXOAUTCS Ha HepaOounid
JI€Hb, TO OH MOJICKUT UCIIOJIHEHUIO B MPEAIICCTBYIONINI eMy pabouuil 1eHb.

JlokymeHTbl ¢ moMeTkamu «BecbMa cpouHo», «CpodyHO» HCHOJHSIOTCS
B TPEXJHEBHBINA CPOK, TOKYMEHTBI C MOMETKON «OnepaTUuBHO» — B IECSITUAHEBHbBIN

CpOK.
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CpOK HNCIIOJTHCHUA HCUHUCIIACTCA B KaJICHAAPHBIX OHSAX. I[JIH HOpyquHﬁ—

OT JaThl TMOJMUCAHUS TOPYYEHUsS, JIsI BXOJAIIMX JOKYMEHTOB, B TOM YHCIIE
oOpalleHuii, — OT JaThl pErUCTPAllUU JOKYMEHTA.

Ecnu mocnennuii AeHb WCHOJHEHUS JOKYMEHTA, COJEPKAIIEro MOMETKY
O CPOYHOCTH HCIIOJHCHHS, MPUXOIUTCS HAa HEpaOOUWi JCHBb, TO OH TOJJICKHT
WCITOJIHEHUIO B CJIEIYIOUIUHI 32 HUM paboyuil I€Hb.

10.6. Cpoku  UCHOJMHEHHsS]  BXOASIIMX JOKYMEHTOB M  OOpalieHui
yCTaHABJIMBAIOTCSI  MCXOAsl M3  CPOKOB, TpelajiaraéMblX  OpraHu3alue,
HalpaBUBIIEH JOKYMEHT, UJIM CPOKOB, YKa3aHHBIX B IpuiokeHuu Ne 11.

OOpamienuss 0  HapylIeHUW  3aKOHA, [OCTYNHUBINME B  MEPUOJ
COOTBETCTBYIOIIEH  W30MpaTeJIbHOW  KaMIIaHWM, KaMIIaHUM  pedepeHayma,
UCIIOJHSIOTCS B CPOKHM, YCTAaHOBJIECHHBIE 3aKOHOJATEILCTBOM O BBIOOpAX
u pedepeHayme.

10.7. OTBEeTCTBEHHOCTh 32 CBOEBPEMEHHOE€ U  TOJHOE BHECEHHUE
B PETUCTPAIlMOHHO-YUYETHYIO (OpMy CpOKOB  HCIOJHEHHUS JOKYMEHTOB
u uHbOpPMAIIMM O COCTOSHUM WCIOJHEHUS! JOKYMEHTOB, KOHTPOJb CPOKOB
WCIIOJTHEHHUS IOKYMEHTOB BO3JIATalOTCS HAa CEKpeTaps Wiu pabOTHHKA ammapara,
OTBETCTBEHHOTO 3a BEJICHUE JEIOMPOU3BOACTBA.

10.8.B IJIaHaX MEPOIPUAITUH, YTBEPKIAECHHBIX pELICHUSIMU
TEPPUTOPUAIBHOM KOMHUCCHM, TpHKa3aMU TMpeacenaresis TepPUTOPHATBLHOM
KOMHCCHUH, KOHTPOJIIO TTOAJIEKAT CPOKH UCTIOJIHEHUSI OTAEJIBbHBIX €r0 ITYHKTOB.

10.9. ITpu HEOOXOAUMOCTH MPOIJICHUS CPOKAa WCIOJHEHUSI JIOKYyMEHTa
OTBETCTBEHHBIN 32 UCIOJHEHHE HE MO3JHEE YeM 3a TPH JIHS 10 UCTCUCHUS CpOKa
WCIIOJTHEHUS JTOKYMEHTa MPEACTABIIIET HA UMsS IpPEACEeNaTess TEPPUTOPUATIBHON
KOMHCCHUU CITYy>KEOHYIO 3alTUCKY C MOTUBHPOBAHHOW MPOCHOOHN O €ro mpojjieHuH,
KOTOpasi MOXKET OBITh MOJITOTOBJICHA M coTlacoBaHa cpeactBamu I1/1.

10.10. JJokyMeHT cuMTaeTCs] UCIIOJIHEHHBIM U CHUMAETCS C KOHTPOJIS MOCIe
pellieHnusl BCEX TIOCTaBJICHHBIX B HEM BOMPOCOB, COOOIIEHUSI PE3YyJbTaTOB
PacCMOTPEHHUS BCEM 3aMHTEPECOBAHHBIM JIUIIAM.

10.11. OcHOoBaHUSIMU ISl CHATHSI TOKYMEHTA C KOHTPOJIS SIBJISIFOTCS:
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CiIy»keOHasi 3alucKa O CHSATHHU JOKYMEHTa (UM OTHAENbHBIX €ro IMyHKTOB)

C KOHTpOJss wWihn 00 WCHOJHEHUU [JIOKYMEHTa Ha UM [Opeacenares
TEPPUTOPUATIBHOM KOMUCCHUH, TMOATOTOBJICHHAS OTBETCTBEHHBIM 32 UCIIOJIHEHUE
c orMmetrkoit («Cormacen», «Paccmotpen», «llpunaro») mpeacenarTens
TEPPUTOPUATBHON KOMHUCCHUU O TPUHATHH HUCIOJHEHUS, KOTOpas MOXKET OBITh
MOJTOTOBJIEHA U corjlacoBaHa cpencreamu [1/1;

pelieHue  TEPPUTOPHATBHOM  KOMHUCCHM,  MOpHUKa3  MpeaceaaTesis
TEPPUTOPUATBHON KOMUCCUH T10 PE3yJIbTaTaM HUCIIOTHEHHS IOKYMEHTA;

OTBET Ha BXOJAIIUNA JTOKYMEHT;

OTBETHI OT OpraHu3aluii, B KOTOphIE JOKYMEHT OBLJI HampaBlieH
JUISL pacCMOTPEHHSI IO CYUIECTBY IOCTABJICHHBIX B HEM BOIPOCOB M OTBETA
3asIBUTEIIIO;

HampaBJIeHUE OOpallleHus B JIpyrue OpraHu3alMHh [JIsi PacCMOTPEHUS
M0 CYIIECTBY MOCTABJICHHBIX B HEM BOIPOCOB U TOCIEIYIONIETO HHDOPMUPOBAHMS
aBTOpa O pe3yJibTaTax pacCMOTPEHUSI.

10.12. JIoKyMEHT HE CUMTAETCS UCTIOJHEHHBIM U OCTAETCSI HA KOHTPOJIE:

€CIM OH HalpapiieTcs B JIpyrWe OpraHbl WIM  OpraHU3aluu
Ul PAacCMOTPEHMs] C LEIbI0 IIOJYYEHHS TEPPUTOPUAIBHOM KOMHUCCHEU
uHdopMaIuu, HEOOXOIMMOMN I PACCMOTPEHHUS IO CYIIECTBY MOCTaBICHHBIX
B JIOKYMEHTE BOMpPOCOB. B ciiyyae HE0OXOIUMOCTU TeppUTOpHATbHAS KOMUCCHS
uHdopmupyer 00 3TOM aBTOpa JOKYMEHTA,

€CIM OH HampaBisgeTcs B JIpyrMe OpraHbl WM  OpraHu3aluu
JUIS. pacCMOTPEHHUsI TO CYIIECTBY IOCTABJICHHBIX B HEM BOIPOCOB M OTBETa
3asIBUTENIO0 C TMOCIEAYIONMM HHPOPMUPOBAHUEM TEPPUTOPHAIBHON KOMUCCHUU
0 pe3yJibTaTaxX UCTIOJHEHHUS.

11. U3roroBiieHME U MCIIOJIB30BAHNE MeYaTe U IITAMIIOB

11.1. Ina yaocToBepeHUs MOJJIUHHOCTH JOKYMEHTOB WJIM COOTBETCTBUS
KONUK JIOKYMEHTOB IIOJJIMHHUKAM, IIPOCTABJIEHUSI OTMETOK O IIOJYyYECHUH,

perucTpanyu JOKYMEHTOB B TEPPUTOPUATBHON KOMHCCUHU MUCIIOJIB3YIOTCS NE€YaTh
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¢ u3zoOpaxenueMm [ocymapctBeHHoro rep6a Poccuiickoit depeparuu (nanee —

repOOBBIE MEYaTH) U APYTHUE I1€YATH U IITAMIIBL.

11.2. U3roTtoBieHue medared W IITaMIIOB OCYIIECTBIIETCA IO YKa3aHUIO
npeacenarenas TEPPUTOPUATBHOM KOMHUCCHUU JIMOO B COOTBETCTBHM C PEUIEHUEM
BBIIIECTOALLEH N30UPATENbHOU KOMHCCHH.

Itamnel ¢ (akCUMUIBHBIM BOCHPOM3BEIECHUEM MOJAINMUCU Ipelceaarens,
3aMECTUTENI  NPENCENaresss,  CEKperaps  TEPPUTOPHUAIBHOM  KOMHMCCUU
U3TOTOBJSIIOTCS. 1O HMX TMOPYYEHMIO W MOTYT OBbITh  HCIIOJIb30BAaHbI
JUIS TIPOCTaBJICHMsI Ha AyOJMKAaTax U KOMHUSAX MOJMUCAHHBIX B YCTAaHOBICHHOM
MOPSAKE TOKYMEHTOB.

11.3.T'epboBass meuyaTb TEPPUTOPUAIBHONM KOMHMCCHM IPOCTABISAETCS
Ha  (UHAHCOBBIX  JIOKYMEHTax, TapaHTUMHBIX  MHCbMaX, JOTrOBOPAX,
rOCyJapCTBEHHBIX KOHTPAKTaX JOBEPEHHOCTSX, U B JAPYTMX IPELyCMOTPEHHBIX
3aKOHOAATEIBCTBOM CIIydasiX.

11.4. Ha paccputaeMbIX KONHMSX PEIIEHUW TEPPUTOPUAIBHOW KOMHCCHH,
IIPUKA30B MpeJceaaTelss TEpPUTOPUATIbHOM KOMUCCUH, HA NIAKETaxX IPH OTIIPaBKE
JOKYMEHTOB, IIpH OPOPMJIEHUU JOKYMEHTOB Ha MPUEM TOBAPHO-MATEPHATBHBIX
LEHHOCTE TMpocTaBiseTrcss TrepOoBas WM HHAs TMe4aTh TEPPUTOPHATBHON
KOMMCCHHU.

11.5. [leyatn ¥ mTammbel NOJJIEkKAT YUETYy B OTACIBHOM >KypHajle ydeTa
neyarei 17} LITAMIIOB paboTHUKOM anmnapara, OTBETCTBEHHBIM
3a AENONpPOU3BOACTBO. Iledyatn M mTamMibl BBIIAIOTCA MOJ MOAINKCH B KypHAJIE
ydyeta neyated u wmramnoB. Ha »xypnane mnpocrasusercs otmeTtka «/CII»,
€r0 JIMCThl HyMEPYIOTCS, ITPOIIMBAIOTCA U OIIEYAThIBAIOTCS.

11.6. ITleyatn ¥ MmTaMnbl JOJDKHBI XPAHUTHCS B HANEKHO 3aKPBIBAEMBIX
U OTleYaThIBAEMbIX B HEpabouee BpeMs ceripax miim MeTaTHIeCcKuX mKadax.

11.7. KouTposib 3a NpaBUIBHOCTBIO XPAHEHUS M HMCIOJIb30BAHMS MedaTeil
¥ IITaMIOB OCYILIECTBISET PAaOOTHUK amnmapara TeppUTOPUATIBHON KOMHCCHUH,

OTBETCTBCHHBIN 3a ACIOIIPOU3BOJACTBO.
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CBepKa HaJW4us MedyaTed M IUTaMIIOB OCYIICCTBILICTCA IIpEaACCAaTCIICM

TEPPUTOPUATBHON KOMUCCHUH OJHH Pa3 B TOJI.

11.8. [lpumeamye B HETOAHOCTh IEYATH M IITAMITBl YHUYTOXAIOTCH,
O YeM COCTaBIIICTCS aKT, a B JKypHaJe yueTa IedaTeil W IITaMIIOB CTaBHUTCS
COOTBETCTBYIOIIIAsi OTMETKA.

YHUYTOXXKEHHUE TMPOU3BOJUTCS IOCIE YTBEPXKACHHUS aKTa MpejceaaTesieM
TePPUTOPHAITBHON KOMHCCHH. MeETaNIMYecKne IeYaTH YHUYTOXKAIOTCS ITyTeM
MOJTHOTO CIHMJIMBAHUS TEKCTa WM ONMMIUBAHUS ABYMsI MIEPEKPECTHBIMU JIMHUSMH,
Kay4yKOBBIC IT€UATH U IITAMITHI Pa3pe3at0TCsl Ha MEJIKME YaCTH WUJIH COKUTAIOTCS.

11.9.06 yrepe mneyaTd WM IUTaMOa HE3aMEIJIUTEIBHO CTaBUTCS
B U3BECTHOCTH MPECEIaTENb TEPPUTOPUATHHON KOMUCCHH.

12. ®opmupoBaHue AeJI M NIepeaadya ux B apXuB

12.1. CocTaBnenue u yTBEpKACHUE HOMEHKIIATYPHI AE.

Homenknatypa nen npenHasHaueHa s (OPMUPOBAHMS HMCIOJHEHHBIX
JOKYMEHTOB B Jeja (9JEKTpOHHbIE Jela), CHUCTEeMaTH3aluud M ydera Jell,
OIPEJIEICHHUS] CPOKOB UX XPAaHEHUS U SIBJIACTCS OCHOBOW JJIsi COCTABIICHUS OMHCEH
Jiel TOCTOSSHHOIO M JOJITOBpeMEHHBIX (cBbimie 10 JeT) CpoOKOB XpaHeHwus,
B TOM 4YHUCJIE II0 JINYHOMY COCTaBy, aKTOB O BBIJCICHUM K YHUYTOKEHUIO
JOKYMEHTOB C MCTEKIIMMU CpPOKaMU XpaHEHHWs, a Takxke Uil yuyera Jell
B JICJIONTPOU3BOCTBE.

B HOMeHKnaTypy JAesll MOTYT BKJIIOYAThbCSl 3aroJIOBKH €I, OTPaKarollue
NEeATEIbHOCTh TEPPUTOPUATBHOM KOMHUCCHMM, B TOM 4YHUCJE JIMYHBIE JIena,
CHPaBOYHbIE U YUETHbIE KAPTOTEKH U JIPYTHe yUeTHbIE (POPMBI.

He Bxitoyarorcs B HOMEHKJIATYpy J€7 NEPUOJUYECKHUE H3IaHUs, KHUTH,
OpOITIOPHI.

3arojoBoK Jiefia JOJDKEH YeTKO W B 0000meHHoW ¢opme oTpaxaThb
OCHOBHOE€ COJIep’)KaHMe U COCTaB JNOKyMeHTOB. He nmomyckaercsi ynotpeOiieHue
HEKOPPEKTHBIX (POPMYIHUPOBOK, BBOJHBIX CIOB U CIOKHBIX 0OOPOTOB.

[Ipn cocraBlieHMM HOMEHKIATYphl Jell CIEAyeT PYKOBOACTBOBATHCS

pErJIaMEHTOM TEPPUTOPHUAIIBHOU KOMMCCHH, [Tepeunem THITOBBIX



65
yOpPaBJIEHYECKUX apXUBHBIX JIOKYMEHTOB, OOpa3ylIlIuxcs B  IIpolecce

JEATEIbHOCTH T'OCYJJapCTBEHHBIX OPraHOB, OPTaHOB MECTHOI'O CAMOYIIPABIICHHUS
W OpraHu3alvii, ¢ YKa3aHHEM CpPOKOB XPaHCHMS, YTBEPKICHHBIM IPUKA30M
®enepanbHOoro apxuBHoro arentctBa ot 20 gexadbps 2019 roma Ne 236
(manee — Ilepeuenn), [lpaBunamu opraHu3alnuu XpaHEHUs, KOMIUIEKTOBAHUS,
ydeTa U HCIOJIb30BaHUS JOKyMEHTOB ApxuBHoro Qonna Poccuiickoit
denepalii U JIPYyTUX ApXUBHBIX JOKYMEHTOB B TOCYJAapCTBEHHBIX OpraHax,
OpraHax MECTHOT'O CAMOYMPAaBJIECHHS U OPraHU3aLMAX, YTBEPKIAECHHBIX MPUKA30M
OenepanbHOro apxuBHOro areHrcTsa oT 31 urons 2023 roma Ne 77, nopsakamu
XpaHEHUsT W TMepeladyd B apXWUBbl JOKYMEHTOB, CBA3aHHBIX IOATOTOBKOM
17} IIPOBEJCHUEM BBIOOPOB, YTBEPKACHHBIMU MUK Poccun
u Cankrt-IlerepOyprckoil M30MpaTeNbHOM KOMHUCCHH, HOMEHKJIATypamH JIejl
TEPPUTOPHUAIIBHON KOMHUCCHUU 3a MPEAIIECTBYIOIIME TOBI.

[Ipy MOAroTOBKE HOMEHKJIATYPBI A€ HEOOXOJUMO YUMTHIBATh XapakKTep
BBIOOPOB, MPOBOJAMMBIX B IPEICTOSIIEM TOAY.

HomeHkiatypa paeil  TEppUTOPUAIBHOM KOMHMCCHUM Ha IMPEICTOSIIMMA
KAJICHOApHBIA TOJl COCTaBIsieTCs pAa0OTHHKOM amnmapara, OTBETCTBEHHBIM
3a BEIEHHUE JIEJIONPOM3BOJACTBA, B IIOCIHEAHEM KBapTaJle TEKYILIEro TIoJa,
COIJIACOBBIBAETCSI C CEKPETAPEM TEPPUTOPUAIBHONM KOMHMCCHH, PAaCCMaTPUBAETCS
Ha  3aCeNaHuM  OKCHEPTHOM  KOMHUCCHH  TEPPUTOPUAIIBHOM  KOMMCCHH,
coriacoBbiBaeTcsi ¢ cekperapem  Cankrt-lletepOyprckoii  u30OuparenbHON
KOMHUCCHUH, YTBEpPXKAAETCS  MpeAcenareieM  TEepPUTOPHAIBHOM  KOMHUCCHU
Y BBOJIUTCS B JielcTBUE C | stHBaps cieayromiero roga (mpuioxenue Ne 12).

HoMeHknaTypa nen He pexe OJHOro pa3a B MATh JIET YTBEPKIAETCS
AKCTIEPTHO-MPOBEPOYHOM METOIUYECKON KOMHCCUEH (manee — OIIMK)
Cankr-IlerepOyprckoro rocyapCTBEHHOTO Ka3€HHOTO YUPEKACHUS
«llenTtpanpubiii  rocynmapctBeHnbii  apxuB  Cankt-lletepOypra»  (manee —
LI'A CIIO).

B ciiyyae BO3HMKHOBEHUSI B TE€UYEHHE I'0J1a HOBBIX JEJI OHU JIOMOJIHHUTEIBHO

BHOCATCs B YTBECPXKICHHYIO HOMCHKIIATYPY ACJI B YCTAHOBJICHHOM BBIIIEC ITOPSAAKE.
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IIo oxoHYaHMHU KaJICHAApHOI'o roaa pa6OTHI/IK alirapara, OTBETCTBEHHBIN

3a BEJCHHUE JEJONMPOM3BOJCTBA, B KOHIIE HOMEHKJIATYPBI A€ COCTaBJSET
UTOTOBYIO 3allUCh O KOJMYECTBE 3aBEACHHBIX Jed (TOMOB, YacTeil), OTACIbHO
MOCTOSSHHOTO Y BPEMEHHBIX CPOKOB XpaHEHUsT Ha OyMaXKHOM HOCHUTEJE
M O KOJIMYECTBE 3aBEJCHHBIX SJICKTPOHHBIX J€JI MOCTOSSHHOTO U BPEMEHHBIX
CPOKOB XpaHEHHUS, a TAKXKe 3aMO0JHIET Tpady 3 HOMEHKIATYPHI.

Cpok xpaHeHUs] JOKYMEHTOB YKa3bIBA€TCS B HOMEHKJIAType JIeNl CO CChUIKOM
Ha cTaTthio llepedHs uiaM MHOM HOPMATUBHBIM MPAaBOBOW aKT, YCTAHABIUBAIOIIMMN
CPOK XpaHeHusi JoKyMeHTa. CpoK XpaHEHUs TOKYMEHTOB, HE YKa3aHHBIX B JAHHOM
[lepeune, ycraHaBnuBaercss 1o coryacoBaHuto ¢  Cankr-IleTepOyprekoit
usbuparenbpHoit komuccuent u MK LIT'A CTI6.

Ucuucnenne CPOKOB XpaHCHUS JIOKYMEHTOB, 3aKOHYEHHBIX
JIEJIONPOU3BOJCTBOM B TEKYIIEM I'OJly, HAUMHAETCS C 1 SHBaps CIEAYIOUIETro roja.

TepputopuanbHas KOMHCCHSI TaKKe BIpaBe pa3paldaThiBaTh THUIIOBBIC
W/WIA TPUMEPHbIE HOMEHKJIATypbl JEed MJIS YYacTKOBBIX H30MpaTEeIbHBIX
KOMUCCHH.

12.2. OdbopmneHue JIOKYMEHTOB, 3aKOHUYEHHBIX JEJIOMPOU3BOACTBOM,
dbopMUpOBaHUE U TEKYIIIEE XPAHECHHE JIe]T B TEPPUTOPUATHLHON KOMUCCHH.

3aKOHYEHHBIE JEJIOITPOU3BOACTBOM JOKYMEHTHI oopMIISIOTCS
B COOTBETCTBHM C TpeOOBaHUAMHU WMHCTPYKIMU, CHUCHIBAIOTCS MpeceaaTeneM
TEPPUTOPUAIIBHOM KOMHCCHM B JeJio. Ilpr 3TOM B HMKHEM YacTH JIMIEBOM
CTOPOHBI TEPBOT0 JIUCTA JOKYMEHTA Ha CBOOOJHOM OT TEKCTa MECTE CTaBUTCS
OTMETKa O €ro MCIOJHEHUHU, NIENIACTCA HaANUCh «B N1e510», MOXKET yKa3bIBaThCs
HOMED JIeJia TI0 HOMEHKJIaType W Jara cnucanus. [Ipu HeoOXoauMocTh OoTMeETKa
00 HCMOJHEHUH MOXKET OBbITh ClieJlaHa Ha OOOPOTHOM CTOPOHE MEPBOrO JHCTa
TOoKyMeHTa. B perucrpannonHyio ¢GopMy BHOCHTCS OTMETKa O CIHMCaHUU
JIOKYMEHTA B JEJ0 C YKa3aHHEM HOMEpPA JIeJIa COTJIACHO HOMEHKIIATYPe Ae.

UcnonHnenubie  DOKyMEHTHI  (HOpPMUPYIOTCS  paOOTHMKOM  ammapara,
OTBETCTBEHHBIM 33 BEJICHUE JEJIONPOU3BOJICTBA, B JI€Ja B COOTBETCTBUHU

C YTBEPK/I€HHON HOMEHKJIATypOH el
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I[CJ'IO CUUTACTCA 3aBCACHHBIM C MOMCHTA BKIIOYCHHMSA B HETO IICPBOIO

WCIIOJTHEHHOTO JOKYMEHTA.

3aKOHUYEHHBIE JIETIOPOU3BOACTBOM JIEKTPOHHBIE TOKYMEHTHI POPMUPYIOTCS
pabOTHUKOM  ammapara, OTBETCTBEHHBIM 3a BEJCHHE JEJIOMPOU3BOJICTBA
B BJICKTPOHHBIC Jiefia (Manku, TMPEKTOPUHN) B COOTBETCTBUU C HOMEHKIIATYPOU JIeT.

[Ipu dopmupoBaHuu Jena MOPOBEpSETCS MPaBUIBHOCTh  OTHECEHHMS
JOKYMEHTOB B JIaHHOE JeJI0, KadeCcTBO OQGOpMIICHUS U KOMIUIEKTHOCTD
JIOKYMEHTOB, HaJW4Yue IMOJANMUCEH, BU3, PErHMCTPAIMOHHBIX HOMEPOB, CIIPABOK
WK OTMETOK 00 WCIOJHEHWH, CIHCAHWM B JEJI0 W JApyrux. HempaBwibHO
oopMIICHHBIE TOKYMEHTBI JODKHBI OBITh JO0O(MOPMIICHBI, a 3aTeM ITOMEIICHBI
B JIETIO.

He nomyckaercst momeleHre B A0 AOKYMEHTOB, COJIEPKAHUE KOTOPBIX
HE COOTBETCTBYET 3aroJIOBKY JI€Ja.

[Tpu popMupoBaHuM J1€7 COONIOAAIOTCS CIIEAYIOIINE TPEOOBAHMUS:

JIOKYMEHTBI MOCTOSIHHOTO M BPEMEHHOTO0 XpaHEHUs (HOpPMHUPYIOTCS B Jeia
pa3AeibHO;

B JIEJIO BKJIIOYAIOTCA TOJIBKO HCIIOJHEHHBIE, MPABUIBHO O(OpPMIICHHbIC
JIOKYMEHTBI B COOTBETCTBUU C 3arojIOBKaMU JieJ B HOMEHKJIAType;

BCE€ JIOKYMEHTBI, OTHOCSIIMECS K PEIICHUIO OJHOTO BOIMPOca, POPMUPYIOTCS
B OJIHO JI€JIO;

JOKYMEHTBI, TOJIEKAIIINE BO3BPATY, B €0 HE MOMEIIAIOTCS;

B JIEJI0 TOMENIAETCS TOJIbKO OJIUH SK3eMIUISP JTOKYMEHTa, YE€pPHOBUKHU
U BapUaHThl IPOEKTOB JOKYMEHTOB B JIEJI0 HE MOJIIMBAIOTCA (32 UCKIIOUCHHEM
T€X, Ha KOTOPBIX UMEIOTCS BU3bI, YKa3aHUS MO UCIIOJIHEHUIO IOKYMEHTOB U JPYyTrUe
OTMETKH, JIOTIOJIHSIOIINUE TIEPBBIM K3EMIUID);

B JIEJI0 BKJIIOYAIOTCS, KaK MPABUIIO, TOKYMEHThHI OJHOTO KaJE€HJApHOTO Troja
(MCKIJTIOUEHHE COCTABIISIOT JIMYHBIE U TTEPEXOIAIINE Aeia);

00beM (HOpMUPYEMBIX JI€JT TIOCTOSTHHOTO XPaHEHHUs U IO JUYHOMY COCTaBy
HE JIOJDKEH mpeBbIiarh 250 auctoB (3—4 ¢M TOIUIMHBI KOPENIKa J1e1a), TOJIMHA

JieJ BPEMEHHBIX CPOKOB XpaHEHHs He J1obkHa mpeBbimath 10 cM. Ilpu Gombiiem
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o0beMe JOKyMEHTOB B jeine ¢GOpMUPYETCS HECKOJbKO TOMOB (dacTeit).

[Ipn Hamuuuu B Jene HECKOJBKMX TOMOB (YacTeil) MHAEKC M 3arojoBOK Jena
IPOCTABJISIIOTCS Ha KaXKJI0M TOMe ¢ jo0aBieHneM o0o3HaueHuid «Tom 1», «Tom 2»
U T.JI.

DONeKTpOHHbIE JOKYMEHTBI Ha TOMa M YacTU HE Pa3lelstoTCs.
Bce 53nekTpoHHBIE JOKYMEHTBI, OTHOCALIMECS K OJHOMY HOMEHKJIATYpHOMY
UHJIEKCY, HE3aBUCUMO OT X 00beMa, BKIFOUAIOTCS B OHO 3JIEKTPOHHOE JIEIIO.

B ciydae HE0OXOAMMOCTH JOKYMEHTBHI IO OJHOMY M TOMY >K€ BOINpPOCY,
HO C Ppa3JUYHbIM CpPOKOM XpaHEHUsT MOryT HAaXOJWUTbCA B OJHOM Jelie
70 KOHIIA TEKYIIEro roja Win 10 3aBEPLICHHs UCIOJIHEHUs JNOKYMEHTa, a 3aTeM
nepedopMHUPOBBIBAIOTCS B Ji€jIa IOCTOSHHOTO U BPEMEHHBIX CPOKOB XPAHEHHUSI.

B neno BKiIOYArOTCS BCE JOKYMEHTBI MO KOHKPETHOMY BOIPOCY BMECTE
C TMPWIOKECHUAMM, YKa3aHHBIMA B TEKCT€ JOKYMEHTa, IpPU OTCYTCTBUU
NPUIIOKEHUM, YKa3aHHBIX B TEKCTE JOKYMEHTA, UCIIOJHUTENb 0053aH OpraHU30BaTh
UX PO3BICK M B ciyyae HX OOHapyxeHuss chopMHUpOBaTh B JI€JIO BMECTE
C JIOKYMEHTOM, K KOTOPOMY OHHM Ipuiararorca. EciM po3bICK JTOKYMEHTOB J€i
MOCTOSIHHOTO WJIM JIOJITOBPEMEHHBIX CPOKOB XPAHEHHs, B TOM YHCIE MO JIMYHOMY
COCTaBy, HE€ Jal  I[OJIOKUTEIbHBIX  pE3yJIbTaTOB,  COCTABIIIETCS  aKT
0 HEOOHAPY>KEHUHU JTOKYMEHTOB, ITyTH PO3bICKa KOTOPBIX UCUEPIIAHBI.

JIOKyMEeHTBl ~ BHYTpU  JleJla  paclojiaralorcs B XPOHOJOTHYECKOM
WUJIM BOIIPOCHO-JIOTMYECKOM MTOCIIEA0BATEIBHOCTH WIIM UX COYETAHUU.

HopmaTuBHBIE ¥ OpraHU3allMOHHO-PACHOPSAUTENbHBIE  TOKYMEHTHI
C OTHOCSIIMMHCS K HHUM MPWIOKEHUSMHU TPYNIUPYIOTCS B Jena IO BHUAAM
JOKYMEHTOB U 110 XPOHOJIOTHH.

ITpoToKOIBI 3aceaHuil TEPPUTOPUATIEHON KOMUCCHH PACIIONIAratoTCs B JIENe
[0 XPOHOJIOTMM B TOPSAKE BO3pacTaHUs HOMEpPOB. J[OKyYMEHTHI K 3acelaHHIO
TEPPUTOPUATIEHON KOMHUCCUHU MMOMENIAIOTCS MOCIE COOTBETCTBYIOIIETO MPOTOKOJIA
B IIOPSIZIKE PACCMOTPEHUS BOIIPOCOB HA 3aCEAAHUU.

[Tonoxenus, UHCTPYKLIVH, YTBEP>K/ICHHbIE pacnopsAIuTEIbHBIMU

AOKYMCHTAMM, ABJIAIOTCA TMIPHIIOKCHHUAMU K HHM MW TIPYHNIIUPYIOTCA BMECTEC
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C YKa3aHHBIMU JOKYMEHTaMH.

[InanoBast u oT4YETHAs! JOKYMEHTAIIUSI HE3AaBUCUMO OT JIaThl €€ COCTABJICHUS
BKJIFOYAETCS B JIEJI0 TOTO rojia, K KOTOPOMY OHA OTHOCHUTCS.

IIpu nHeoOxomumoctu B gene «llepenucka» wuCXonsimuii (OTBETHBINM)
JOKyMEHT TIOMEMIaeTcsl Tocie BXomsamiero. IIpu BO30OHOBICHUHM TEPEHUCKA
110 BOMPOCY, HAYABLICKUCS B MPEABIAYILEM IOy, JOKYMEHTHI BKJIIOYAIOTCS B JICJIO
TEKYyIIero roja M YyKa3blBA€TCd HHJEKC TOro Jeja IO HOMEHKIAType el
MPEAbIAYIIEro Toja, B KOTOPOM HaxXOISTCA MPEAUISCTBYIOIIME JTOKYMEHTBI
10 3TOMY BOIIPOCY.

OOpamenns rpaxaaH U JOKYMEHTHI 10 MX PACCMOTPECHHUIO (OPMHPYIOTCS
B oTnenbHbIe fena. OOparieHus, TOKyMEHThI M0 UX PACCMOTPEHUIO COCTaBJISIOT
B JIeJIe CaMOCTOSITEJIbHBIC TPYIIBl M TOMENIAIOTCS B Jiela B COOTBETCTBUU
C HOMEHKJIATYPOl 1eJ1 TEPPUTOPUAIIBHON KOMUCCHH.

[Ipu popmupoBanum aena U3 HECKOJIBKUX TOMOB (4acTeit), KpomMe OOIIero
3aroJjoBKa nena npu HEOOXOIMMOCTH COCTaBJISIOTCS 3aroJ0BKU
KaKJI0TO TOMa (4acTH), yTOUHSIONIINE COJIep>KaHre TOMOB (4acTei) iena.

B nenax, naxonasimmxcsi B JEJIONPOU3BOJCTBE, JOKYMEHTBI TEKYIIETO rojia
pacroyiaratoTcsi MO XPOHOJOTMM CHHU3Y BBEpX IO Mepe TOCTYIUICHUS.
[Ipy mnOArOTOBKE K cHadye B apXWB Jela C JOKYMEHTAaMU IOCTOSIHHOTO
U JI0JATOBpEeMEHHBIX (CBhIMIe 10 JIeT) CPOKOB XpaHEHUs mepedhOopMHUPOBHIBAIOTCS
B OOpaTHOM TOPSIKE: JOKYMEHT, MOCTYNHBIINKA B KaJC€HIAPHOM TOJIy MOCIEIHUM,
JIOJDKEH OBITh BHM3Y JIe7la, a MEPBbIM JIOKYMEHT KaJICHIapHOTO Tojla — BBEPXY,
MIEPBBIM.

Jlena ¢ MOMEHTa MX 3aBEJICHUS W 10 MEPENauyd B apXHUB WU YHUUYTOKECHUS
B CBSI3U C MCTEUCHHEM CPOKOB XpaHEHUsS HAXOJATCS y Mpejacenarens (cexperaps
Wi pabOTHHUKA ammapara, OTBETCTBEHHOTO 3a BEICHHUE JIETONMPOU3BOJICTBA)
TEPPUTOPUATIBHON KOMHUCCHH.

OJIEKTPOHHBIE  JOKYMEHTHI  (POPMUPYIOTCSI B DJIGKTPOHHBIE  Jeja
B COOTBETCTBMM C HOMEHKJIATypod neia. B HoMeHknaType Jen yKas3blBaercs,

YTO JIeJI0 BEAETCS B DJEKTPOHHOU (dopme. DIEKTPOHHbIE JOKYMEHTHI MOCIE
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HNX HCIIOJIHCHHUA HIIM OTIIPABKH IIOAJICKAT XPAHCHHIO B HI[ B TCUYCHHC CPOKOB,

IPEeIyCMOTPEHHBIX [JI AHAJIOTMYHBIX JIOKYMEHTOB Ha OyMa)KHOM HOCHTEIE.
B cinydae eciu Jnena mpelcTaBlieHbl Ha OyMakKHOM HoOcUTesne W B (dopme
ANEKTPOHHBIX JOKYMEHTOB («THOpHUIIHOE JEN0») M HE HMEIOT JJIEKTPOHHOTO
obpaza B cootBercTBytomeii PYK, To oOHM momnmexaTr CKaHHpPOBAHUIO
C TMOCJEIYIOUUM MPUCOEAUHEHUEM 3JIEKTPOHHOTO 00pa3a B COOTBETCTBYIOIIYIO
PVYK.

B HoMeHKkIaType nien 3JEKTPOHHOE JENO0 U JIeJI0 Ha OyMa>KHOM HOCHUTEINe
OTpaXKaroTCd Kak JBa TOMa, MMEIOIIME OJIMH 3aroJIOBOK W CPOK XpaHEHHS.
K unaexcy 371eKTpoHHOTO Jenna MpuOaBiseTcs IuTepa «O.

IIpoTOKONBI 3acefaHuil, PELICHUsS TEPPUTOPUATIBHOW KOMHUCCHUH, CIIUCKH
NPUTJANIEHHBIX, TPWJIAraéMble K MPOTOKOJY MOUIMHHBIE SK3EMILUISIPhl pEUICHUI
C COOTBETCTBYIOIIMMH IPUIIOKEHUSMH, IPOTOKOJIBHBIE NOPYYEHHMsI, TOKYMEHTHI,
NOCIIYKMBIIME OCHOBAHMEM JUIA PpPacCMOTPEHMS BOIPOCAa Ha  3acelaHuu
TEPPUTOPUATIBHOM  KOMHUCCUH, pacliM(ppOBaHHAs  ayJMO3alKMCh  3aceJaHus
(pu ee HAIMYMUK), A0 TIEPEAUd B apXUB HAXOJATCS y mpesaceaarens (paboTHHUKA
anmapara, OTBETCTBEHHOIO 3a BEJIEHHUE JIEJONPOU3BOJCTBA) TEPPUTOPHUAIBHON
KOMUCCHUHU.

3a COXpaHHOCTh JOKYMEHTOB M J€JI OTBETCTBEHHOCTh HECET IPENCENaTeb
TEPPUTOPUATIEHON KOMHUCCHH.

Jlena nOJDKHBI HAXOAWTHCS B paldodeil KOMHATE€ WU B CIHEIUATBHO
OTBEJCHHOM I 3TOM L€ MOMEIIEHUN U XPAaHUTHCS B 3alUparoluxcs mkadax,
MPEIOXPAHSIIONINX JOKYMEHTBI OT MbUIM U BO3JACHCTBUS COIHEYHOTO CBETA.

B memsix obOecrneueHuss ONEpaTUBHOIO IOMCKAa JOKYMEHTOB Jela
pacronararorcs B COOTBETCTBUM C HOMEHKJIATYpOM €N, KONUS KOTOPOU
IpU HEOOXOIMMOCTH, TIOMEIIAETCS HAa BHYTPEHHEH CTOpOHE ABEpIb MKada.

Ha xopemikax o010xeK /ea yKa3bIBalOTCsS MHIEKCHI JIe] 0 HOMEHKIIAType
ned.

Jemna, HaxonsduiuMecs Ha TEKYILEM XpaHEHWH, Mojuiexar ydery. Ilepen

nepefayel  JOKYMEHTOB B apXWB  NPOBOJWTCS  NPOBEPKA  HaJW4us
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N COCTOSAHHMA AOKYMCHTOB M ACJI B LCIIAX YCTAHOBJICHUA (l)aKTI/IIIGCKOFO HaJIN4us

JI€1 U COOTBETCTBUS UX KOJIMYECTBY, YACISALIEMYCS IO HOMEHKIIATYPE J€.

[IpoBepka HaimWuusi M COCTOSIHHUS JIOKYMEHTOB M JI€J1 IPOBOJUTCS
IpU MEPEMELIEHUH i€, BO3BpaTe €, CMEHE Ipejacenareis TeppUTOpUaTIbHOU
KOMHUCCHH, TIEPE]] IIepeaadeii B apXuB.

[IpoBepka mNpoOBOAUTCA IyTEM CBEPKM CTaT€d HOMEHKJIATYpbl el
C OMMCAHUEM JIeT Ha O0J0XKKE, a PU3NIECKOE COCTOSTHUE JIEN ONPEALISIeTCs MyTeM
WX BHU3yaJIbHOIO MpocMoTpa. Bce oOHapykeHHbIE HEAOCTATKH (PUKCHUPYIOTCS
B aKT€ NMPOBEPKU HATUYHS U COCTOSIHUS JIEIT.

B cmywae yTpaThl JOKYMEHTOB UM Jie MPOBOIAUTCS CIyX)eOHOe
paccienoBaHue, IO pe3yJbTaTaM KOTOpPOTO JIMIIO, BUHOBHOE B YTpaTe, HECET
OTBETCTBEHHOCTh B YCTaHOBJIEHHOM  mopsiake.  IlpuHumarorcs — Mepsl
10 3aMEILEHUI0 YTPAUEHHOT'0 IOKyMEHTA 3aBEPEHHOM Konuel (110 BO3MOKHOCTH).

Ecnu ornenbHble JOKYMEHTBI, YK€ BKJIIOUYECHHBIE B JI€JIO, BPEMEHHO
TpeOyIOTCs AJisi pabOThl, OHM MOTYT OBITh BBIJAHBI M3 Ji€Jla, @ Ha UX MECTO
BKJIQ/IBIBAECTCS JINCT-3aMECTUTENIb C YKa3aHHEM, KOT/la, KOMy U Ha KakKOW CpOK
BBIJIaH JIOKYMEHT.

12.3. DxcnepTr3a IEHHOCTH JOKYMEHTOB.

OKcnepTu3a LEHHOCTH JOKYMEHTOB MPOBOJUTCS JUIsl  YCTAHOBIICHUS
HAay4YHOM, MCTOPUYECKOM M  IPAKTUYECKOM  3HAYMMOCTH  JOKYMEHTOB,
0o0pa30BaBIIUXCS B IMpolLecCce JEATEIbHOCTH TEPPUTOPUATBHONM KOMMCCHUH,
C 1IeJIbI0 0TOOpA UX IS JaNbHEHIIEro XpaHeHUs UM YHUYTOKEHHUS.

OKcnepTh3a UEHHOCTH JIOKYMEHTOB MPOBOJUTCS TMPU  COCTaBIICHUU
HOMEHKJIATyphl JIeJ, B Tpoiecce (GopMUpOBaHHUS Ji€7, MPU TOJITOTOBKE JIET
K TIepenaye B apXWB, MPU BBIJCICHUM K YHUUTOXEHUIO JEJ, JJICKTPOHHBIX
JIOKYMEHTOB, HE MOJIJICKAITUX XPAHECHHUIO.

JInst paccMOTpeHHUsI MPOEKTOB HOPMATHBHO-METOAMYECKUX JOKYMEHTOB
0 BONpPOCaM JIEJIONPOU3BOJICTBA U apXMBHOIO JI€Na, OMUCEW JIeNl MOCTOSHHOTO
U JTOITOBpeMeHHBIX (CBbIme 10 JIeT) CpOKOB XpaHEHHUS, aKTOB 00 YHHUTOXCHHHU

ACJI U JOKYMCHTOB, HC MMCIOIIHUX Haquoﬁ ONECHHOCTHU U MPAKTHYCCKOT'O 3HAYCHUS,
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IIPpHUKAa30M IpeACCaaTCIIAd TeppHTOpHaHBHOﬁ KOMHUCCHH CO3JacTCA OKCIICPpTHAasA

komuccus (nanee — OK).

B ee pyHKuMM BXOIUT pacCMOTPEHUE U COTIACOBAaHME HOMEHKIIATYPHI JIE1
TEPPUTOPUATIEHON KOMHUCCHHU.

B cocrap DK Moryr BKIIOYATBHCS WIEHBl TEPPUTOPUATIBHON KOMHUCCHH,
IPaKJaHCKHE CITy Kalue arnmapara TEPPUTOPUATILHOU KOMHCCHH,
1o corjacoBaHuio pabotHuku ammapara Cankrt-IletepOyprckoit nzbuparenbHON
KOMHUCCHH.

IIpr mpoBeneHMM HSKCIEPTHU3BI LEHHOCTH JOKYMEHTOB OCYLIECTBIIAETCS
0oTOOp /€]l MOCTOSTHHOTO M JIOJATOBPEMEHHBIX (CBhIIE 10 JI€T) CPOKOB XpaHEHHS,
B TOM YHCJI€ 110 JJUYHOMY COCTaBy, OTOOp €Il C BPEMEHHBIMHU CPOKaMHU XPaHEHUS,
MOJUICKAIINX XPAHECHUIO, BBIICICHUE K YHUYTOXEHUIO JAEN, CPOKHM XPAHEHUS
KOTOPBIX UCTEKJIX. IIpu 3TOM OHOBpPEMEHHO NMPOBEPSAIOTCSA Ka4YECTBO U IIOJHOTA
HOMEHKJIATYphl J€JI, IIPaBUJIBHOCTb ONPEACIICHUS CPOKOB XpaHEHUs Jell,
JIOKYMEHTOB.

OKcnepTh3a LEHHOCTH JOKYMEHTOB OCYILIECTBIISICTCA IIYTEM IOJHUCTHOTO
npocmotpa nen. He nmonmyckaercs oTOOp JTOKYMEHTOB I XPAaHEHHS
WJIM K YHAUYTOKEHUIO TOJIBKO HA OCHOBAHUU 3ar0JIOBKOB JIEIL.

OTOOp  DNEKTPOHHBIX  JOKYMEHTOB  JUJIsi  Meperadyd B apXuB
MOXET OCYIIECTBISTbCS B aBTOMAaTHU3UPOBAHHOM pEXHME MyTeM O0TOopa
nokyMeHToB B I/ mo npusnakam «Haekc aena», « Cpok XpaHEHUD.

JIOKyMEHTBI, YTpaTUBIIME ITPAKTUYECKOE 3HAYEHWE W HE HUMEIOLIUE
MCTOPUYECKOM WJIM HAYyYHOM LIEHHOCTH, MO0 UCTEYEHUU YCTAHOBJIIEHHBIX CPOKOB
XpaHEeHHUs MOJIekKAT YHUYTOKEHUIO I10 aKTy.

AKTBI O BBIJICJIICHUN K YHUYTOKEHUIO JEN U JOKYMEHTOB PaCCMATPUBAIOTCS
Ha 3acemaHussx OK OJHOBPEMEHHO C ONHCSIMH J€Nl. YHUYTOXKEHHE JIeJ
Y JJOKYMEHTOB JI0 YTBEPKICHUS aKTOB 3aIIpeIacTCs.

[lo pesynapTaTam SKCHEPTHU3bl IIEHHOCTH JOKYMEHTOB pPaOOTHUKOM
amnrapara, OTBETCTBEHHBIM 3a  BEICHHME  JIECJIONPOM3BOJCTBA  €XKETOJHO

COCTaBJIAIOTCA  CBOAHLIC OIIMCH A€ IIOCTOAHHOIO MW JOJIOBPCMCHHBIX
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(cBpimie 10 7€T) CPOKOB XpaHEHHUS M MO JMYHOMY COCTaBy (IIPHIIOKEHUS

NoNo 13, 14, 15), a Takke axkTbl O BBIIECJICHUU K YHUYTOKEHHUIO JOKYMEHTOB,
HE MOJyIeKAIMX XpaHeHUIo (mpuioxeHue Ne 16).

Onucu gen MOCTOSIHHOTO M JTOJITOBpeMEHHBIX (cBbimie 10 jeT) cpokoB
XpaHEHHUs, a TakXKe akTbl O BBIJCICHUA K YHUYTOXKECHHUIO JOKYMEHTOB,
HE MOJUIeKAIINX XPaHEHUIO, paccMaTpuBaroTcs Ha JK.

Onucu fien, JOKYMEHTOB TIOCTOSIHHOTO CpOKa XpPaHEHHSI M aKThl
O BBIJICJICHUM K YHHUUYTOXKEHHMIO JOKYMEHTOB, HE TMOJJISKAIIUX XPaHEHUIO,
MOUIEKAT  yTBEPKACHUIO LleHTpasbHOW HAKCHEPTHO-NPOBEPOYHON KOMMCCUU
(manee — IOIIK) ApxuBHoro xomurera Cankr-IlerepOypra, a omnucu nen
no JuuHoMy coctaBy — yTBepxkaeHno DIIMK ILII'A CII6. Tlocne yTBepkacHuUs
[SIIIK ApxuBHoro komuteTa CankT-IleTepOypra onucu Jen 1 akThl O BbIACICHUN
K YHHUYTOXEHHUIO JOKYMEHTOB, HE TMOIJIEKAIIUX XPAHEHUIO, YTBEPKIAOTCS
npeaceaaTeaeM TEPPUTOPUATIBHON KOMUCCHH.

UepHOBUKM W  PYKONHMCH TOJATOTABIUBAEMBIX JOKYMEHTOB, KOIHUU
WH(GOPMAIIMOHHBIX M JIPYTUX MaTepHalioB, HE TMOJJICkKANINX BKIIOUYEHUIO
B HOMEHKJIATypy J€JI, 10 MUHOBAaHMM B HUX HaJOOHOCTH MOTYT YHHUTOXKAThCS
0e3 cocTaBJICHUS aKTa.

[leperner (moammMBKA) A€ MPOM3BOAUTCA TOJIBKO TIOCIE MPOBEACHUS
AKCTIEPTU3BI LICHHOCTH IOKYMEHTOB.

12.4. Oopmnenue aenn.

Jlena, momyiexaiyde Tmepefadye Ha XpaHEHHE B apXWB, JOJDKHBI OBITh
0o(OpMJIEHBI COOTBETCTBYIOILIUM 00pa3oM.

Odopmiienne nena BKJIIOYaeT B ce0S  MPOBEPKY CHCTEMAaTH3allUU
JIOKYMEHTOB BHYTpPH JIeJla, HyMEpallliO JIMCTOB, COCTABJICHUE BHYTPEHHEN OMUCH
JOKYMEHTOB Jena (npunokeHue Ne 17), nmucra-3aBeputens aena (IPUIOKEHHE
Ne 18), ohopmiienre pekBU3UTOB 00JI0KKH, TOITUBKY (TIEpETIeT) Aena.

B 3aBHCHUMOCTH OT CPOKOB XpaHEHHS MPOBOJIUTCS MOJTHOE WM YaCTUYHOE
odopMIICHHE JIC]I.

Jlena MOCTOSIHHOTO U JOJATOBpEMEHHBIX (cBhilie 10 JeT) CpOKOB XpaHEHUs
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nojaJyiexar nosHoMy odopmiieHuto. [lomHoe opopmiienue nena nmpeaycMaTpuBaeT

MPOBEPKY  CHCTEMATH3allid  JOKYMEHTOB BHYTPU J€la, TPaBWIBHOCTH
ux opopMieHus (HaIM4Yre HEOOXOUMBIX MOJNUCEN, BU3, OTMETOK O PETUCTPALUH
U WCTIOJHEHUH, MPUIOKEHUN), HyMEpaIuio JIHCTOB, COCTABIICHHE BHYTPCHHEH
ONMMCH JOKYMEHTOB Jejia (Uisi 0cO00 IEHHBIX NeJl, JUYHBIX JACN, a Takxke e,
chOpPMHUPOBAHHBIX MO PA3HOBUIHOCTSAM JIOKYMEHTOB, 3aroJIOBKM KOTOPBIX
HE paCKpBhIBAIOT KOHKPETHOE COJEpKAaHUE ITOKyMEHTA), COCTaBIICHHE JIMCTa-
3aBepuTeNs Jiena, OQOpMIICHUE PEKBU3UTOB OOJIOKKH, MOAMIMUBKY (TIEpEILIeT)
nena.

Jemna BpeMeHHBIX (10 10 JIeT BKIIOYMTENBHO) CPOKOB XPAaHEHHUS MOJJIEkKAT
YaCTUYHOMY O(OPMIICHHUIO: JIOMyCKAeTCA HE NPOBOAUTH CHUCTEMATHU3AINIO
JIOKyMEHTOB B JieJie, JIHCTHl JieJla He HyMEpOBaTh, 3aBEPHUTEIbHBIC HAJIHACH
HE COCTaBJISTh.

O610xKa nena odopmisieTcst o YCTaHOBJICHHOM dbopme
(mpuinoxenue Ne 19). Ilpu stom o0003HaYeHUE aApXWUBHOrO IK(pa, HAHOCUMOE
B MPaBOM BEpPXHEM Yriy, mepeBopauyuBaeTcs Ha 180 rpaaycoB MO OTHOIIECHHUIO
K O0OO3HAaYECHHWIO B JICBOM HIDKHEM YIJy €IWHWINBI XpaHeHus. CBeacHUS
Ha 00JIOXKKY MEPEHOCATCS W3 HOMECHKJIATYPHI JIe7T ¢ YTOYHEHUSMH, OTPAKAFOIIMHU
(bakTHUeCKuil COCTaB MOMEIIEHHBIX B JIEJIO0 JOKYMEHTOB.

O6noxka nena oQoOpMIIIETCS YEPHBIMH CBETOCTOMKMMHU YEpHHIIAMH,
pazbopurBo, 6€3 COKpaIICHUM.

Ha o0noxxke mena yka3pIBalOTCS CIACAYIOMAE PEKBU3UTHI: HAaHMEHOBAHHE
TEPPUTOPHAITBHONW KOMHUCCHH, JEJIOMPON3BOJCTBCHHBIN HOMEp (MHIEKC) Jena,
3aroJIOBOK jefna, jaTta jena (ToMa, 4acTH), KOJIMYECTBO JIMCTOB B Jelie, CPOK
XpaHCHUS JIeJla, apXUBHBIN QP Iena.

PexBU3uTHI, IpocTaBsieMble Ha 00JIOKKE Aesa, OPOPMIISIOTCS CIAEAYIOIINM
obpazom:

HAaUMEHOBAaHHE TEPPUTOPHUATHLHON KOMHCCHH YKa3bIBAaCTCS B COOTBETCTBUU

C PErIaMEHTOM TEPPUTOPUAIBHOM KOMHUCCHUH. [Ipn M3MEHEHMHM HaMMEHOBAHUS
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TeppI/ITOpI/IaHBHOfI KOMHUCCHH B TCUCHHUC IICPHOAA, OXBATbIBACMOI'0 JOKYMCHTaAMH

niena, Ha 00JI0KKE K CTapOMy HAaUMEHOBAHUIO MPUITACHIBAETCS HOBOE;

JIEJIONPOU3BOACTBEHHBIN HOMEP (MHIAEKC) JieJia — MpOCTaBisieTcs: udpoBoe
o0o3HaueHHEe (MHJIEKC) Jieja M0 HOMEHKJIAType el M yKa3blBaeTcs HOMEp ToMa
(gactn);

3aroJioBOK (HaWMMEHOBAaHME) Jiela TEPEHOCUTCS U3 HOMEHKIATYphl el
(B HEOOXOUMBIX CITy4asixX B 3ar0JIOBOK BHOCSITCS YTOUHEHUS);

Jata Jeiia—Ha OOJOXKE Jiella YKa3bIBalOTCAd JIB€ JIaThl, KOTOpHIE
Ha3bIBAIOTCS KPalHUMM JJaTaMH U COOTBETCTBYIOT T'OJly 3aBEJCHUS U OKOHYAHUS
nena. HavanmpHasg para—3To Jara camMoro paHHEro, a KOHEYHas Jiara — Jara
caMoro IMO3JHEr0 JOKyMeHTa B aeine. [Ipu 3TOM y4HMTBIBaIOTCS AAaThl BXOJSIINAX
U UCXOMISIMX JOKYMEHTOB (B ClIydyae HX OTCYTCTBHUS — JaThl PETUCTpalldu
JIOKyYMEHTOB) M HE YYMTHIBAIOTCS JaThl CIHCAHUS JOKYMEHTOB B JI€J]0, YKa3aHUMN
M0 MCTIOJHEHUIO TOKYMEHTOB, OTMETOK HUCIIOIHUTENS (32 UCKIIOYCHUEM CIIy4acs,
KOTJa Ha JIOKYMEHTaxX He UMEETCs APYrux AaT, KpoMe MepedurciaeHHbIX). Jlatamu
JIeJ1, COAEpKalIuX MPOTOKOJIBI 3aCE/IaHNM, SBISIIOTCS JAThl IEPBOTO U MOCIEIHETO
MPOTOKOJIOB, BOWIEAIINX B AEJIO.

[Ipy HanmucaHuM KpallHUX JaT HA OOJIOXKKAX JeJ MOCTOSTHHOTO XpPaHCHHS
YHCJIO U TOJ IPOCTABISAIOTCS apaOCckuMu IudpamMu, a Ha3BaHUE MECSIA MUIIETCS
nponuchbio 0e3 cokpaimieHus. Ha oOnokkax €1 BpPEeMEHHBIX CPOKOB XpPAHEHHS
YKa3bIBA€TCS TOJIBKO IO/,

Ha o6noxkax Jen, CcoOCTOSIIMX W3 HECKOJbKUX TOMOB (4acteif),
MPOCTABJISIOTCS KpaliHUE AaThl KAXI0T0 ToMa (4acTH).

KonnuecTBO  mpOHYMEpOBaHHBIX B JI€JIE  JIUCTOB  MPOCTABIISIETCS
C JINCTa-3aBEPUTENIA Jea.

Cpox XpaHEHUS TMEPEHOCUTCS Ha OOJIOKKY Jelia U3 HOMEHKIATyphl Jell.
Ha nemax nmocrostHHOro Xpanenus numercs: «[1ocTostHHOY.

ApxuBHBINA mUDp Jena coOCTOUT U3 Homepa PoHaa, HOMEpa OMUCH, HOMEpa
JieJia 10 OMUCH U MPOCTABIISIETCS MOCIIE YTBEPKIAEHHUS U COTJIACOBAHUS ONTUCEN J1eTT

MOCTOSTHHOTO U JIOJITOBpeMEHHBIX (CBbIlIe 10 JIeT) CPpOKOB XpaHEHUS.
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Ha KOpCIIKE JCJa YKa3bIBAKOTCA  3aroJIOBOK  J€j1a, HWHACKC [OcCjia

110 HOMEHKJIATYpe, J1aTa JAeJia U CPOK XPAaHEHUSI.

B pmemax obOecrneueHHss COXPAaHHOCTM M 3aKpEIUIEHHA  Iopsaka
pPacHoJIOKEHHUS] JOKYMEHTOB, BKJIIOYEHHBIX B JI€J0, BCE JIMCTHI, KPOME YHUCTHIX,
JUCTa-3aBEpUTENsl Jefla MW JIMCTOB BHYTPEHHEM  ONUCH, HYMEpYHOTCS
B Pa3BEPHYTOM BHJE apaOCKUMU IU(ppaMy BajIoBOM HyMepauuen. YucToie TUCTHI
U3 Jena u3bIMarTcs (0€3 MOBPEKIEHUS LENOCTHOCTH JI€Ja) U YHHUYTOKAKOTCS.
JIMCTBl HYMEpYIOTCSl IMPOCTBIM KapaHJAIIOM CBEpPXy BHH3 B BO3pacTaroOIIEM
MOpsKE HOMEPOB HaunHas ¢ mepBoro. Lludpsl mpocTaBisioTCs B MPaBOM BEPXHEM
yrity aucra. Hymepanus nBeTHbIMHM KapaHAalllaMH, YEpHUIAMH U HyMepaTopaMu
HE J0ITyCKAETCS.

JIOKyMeHTBI ¢ COOCTBEHHOM HyMepaluei JIMCTOB, B TOM YHCIIE€ MEYaTHBIC
U3JIaHUsl, HYMEpPYIOTCS B OOIIEM TOpSAKE WIM COXPaHSAIOT COOCTBEHHYIO
HYMEDALMIO, €CIM OHAa COOTBETCTBYET NOPSIKOBOMY PACIIOJIOKEHUIO JIMCTOB
B JIEJI€.

Cnoxennbli nucT Oosbimoro ¢opmara (A2, A3) paszBopaunBaeTcs
U HyMEpyeTcs B MPaBOW 4YacTU BepxHero mnouss jmcra. [Ipu 3ToM juct maroboro
dbopmara, TOALIMTHIM 3a OAMH Kpail, Hymepyercsi KaK OJUH JIUCT, a JIUCT,
CJIIOKEHHBI M TOMIIMUTBHIA 32 CEpPEeAMHY, IMOMJICKUT IMEPEIIMBKE U HYMEpYyeTCs
KaK OJIMH JIUCT.

Ecim B nene ectb KOHBEPT C BIOXKEHUSMH, TO CHaydala HyMmepyercs
KOHBEPT, a 3aT€M OYepEeAHBIM HOMEPOM KaXK/10€ BIIOKEHHUE.

@otorpaduu U Apyrue WUIFOCTPATHBHBIE MaTepHalbl HYMEpPYIOTCS
Ha 00OPOTHOI CTOPOHE B JIEBOM BEPXHEM YTITy.

JIMCT ¢ HAarayXo HaKJIEEHHBIMU JOKYMEHTaMU (BbIpe3kamu, (pororpadusimMm)
HyMEpYyeTcsl KaKk OJIMH JINCT. Eciiu K TOKyMEHTY NOJKIJIEEHBI OJHUM KPAaeM Apyrue
JOKYMEHTBI (BCTaBKU TEKCTA, IEPEBOJIBI), TO KaXKIbI JTUCT HYMEPYETCS OTIEIBHO.

[Ipunoxenue K Jely, COCTaBISIIOUIEE OTIAEIbHBIM TOM, HyMepyeTcs

OTACJIBHO.
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HpI/I HaJIMYUKU OTACIBbHBIX OImunOOK B HyMCpanyn JIMCTOB B ACjIax

Opy TNOArOTOBKE HUX K CJade B apXHUB JOIYCKAETCI MO COINIACOBAHUIO
C HHMM YIHOTpeOJieHuEe JUTEpPHbIX (C OYKBEHHBIMU JOIOJHEHUSMU) HOMEPOB
JIUCTOB.

B nenax MOCTOSIHHOrO CpoOKa XpaHEHUS M OTIEIbHBIX KAaTErOpHsX el
[0 JINYHOMY COCTaBy (JIMYHBIX JellaX, a TaKXkKe JejaX, BKIIYAIUX B ce0s
TPYJIOBBIE JTOTOBOPBI, JIOTOBOPBI T'PAKJAHCKO-IIPABOBOTO XapakTepa M aKThl
BBINIOJIHEHHBIX pa0OT K HUM) JUJIs yyeTa U INOMCKa JOKYMEHTOB B Haudaje Jela
MO>KET IMOMELIATHCS BHYTPEHHSS oNUCh (puiioxkenue Ne 17).

JIucThl BHYTpEHHEN ONIMCH HYMEPYIOTCS OTIEIIBHO.

Kaxnoe neno 3akaHuMBaeTCs JIMCTOM-3aBEPUTENIEM YCTaHOBIEHHOW (OPMBI
(mpunoxxenue Ne 18).

B nucre-3aBepurene nena undpamu ¥ Nponuchbio yKa3plBaeTcs (pakTHuecKoe
KOJIMYECTBO JINCTOB B JJAHHOM JIEJI€, @ TAK)KE HAINYUE JTUTEPHBIX U IPOITYIICHHBIX
HOMEPOB JIUCTOB, KOJMYECTBO JIMCTOB BHYTPEHHEH ONHCH W HAJIM4YUE CPEAH
JOKYMEHTOB Ta3eT, KHUT, Oporiop, depTexen, ¢ororpaduil, puCyHKOB U T.H.,
CTaBATCA JaTa U MOANHCH PaOOTHHKA, C(POPMUPOBABIIETO JIEJ0, U YKA3bIBAIOTCA
€ro JAOJDKHOCTb, WMHULMANBI U (amunug. Eciau KolIMyecTBO JHCTOB B Jeie
U3MEHSETCS, 3aBEpUTEIbHAS HAJIIUCh COCTABIIIETCS] BHOBB.

[Ipu moAroToBKe /e K MOAIMIMBKE (MEPEIIETY) NPOBEPSAETCA NPABUIBHOCTD
ux (popmupoBanus, opopmiaeHus. Metamnyeckue U MIACTUKOBBIE CKPEIUICHHUS,
a TaKXe TEPMOIEPEIUIETHI U3 JOKYMEHTOB YIAJISIFOTCS.

JIOKyMEHTBI IOJIIIMBAIOTCS TAKUM 00pa3oM, YTOObI MOKHO ObLIO CBOOOAHO
IIPOYUTATh TEKCT KaXIOro JOKYMEHTa, BHU3bl M YyKa3aHUS II0 MCIOJIHEHHIO
JIOKYMEHTA.

12.5. Ilepenaya nen B apXuB.

[Tepenaua nen moctossHHOTO cpoka xpaHeHust B [[['A CII6 ocymecTBisercs
noeauHu4HO 1o yTBepkaeHHbIM [[DITK ApxuBnoro komutera Cankr-IlerepOypra

OIINCAM ACJI ITIOCTOSAHHOTI'O XPAHCHUS.



78
[IpueM JOKYMEHTOB Ha TOCTOSIHHOE XpaHeHHe OQOpMIIIETCS aKTOM

npuema-nepesayn 10KyMeHToB (npuitoxxenue Ne 20).

IIpu nepenade nen Ha BCEX OSK3EMIULIpaX ONUCU i€ HPOTUB KaXKJOro
BKJIIOUEHHOTO B Hee nena B rpade «lIpuMeyanue» cTaBUTCS OTMETKA O HATUYUU
nena. B KOHIE KaXA0ro OHK3EMIUIApa OMUCH JeN YKa3bIBalOTCS IU(paMu
U TIPONUCHI0 KOJIMYECTBO (PAKTUUECKH INPUHATHIX (II€PEIAaHHBIX) B apXuB Jell,
UHUIMAIBI 1 (aMUIMK JIUL, OCYIIECTBISIONUX MpUEM-TIepeady e, CTaBATCA
UX MOJIKCH U J1aTa.

[Ipu mpueme gen B apXwBe MpOBEpsieTCS MPABUIBHOCTh UX O(OpMIICHUS.
Hena, odopmiileHHBIE C HapyUICHHEM IMpaBWI, yCTaHOBJICHHBIX WHCTpyKIMEH,
BO3BPAILAIOTCSI B TEPPUTOPUAIBHYI0 KOMHCCHIO C YKa3aHUEM HEIOCTaTKOB
JUTSL UX YCTPAHEHHS.

TeppuropransHas KOMHCCHS uMeeT IIPUOPUTETHOE paBo
Ha MCIOJIb30BaHUE TOKYMEHTOB, IIEPEJAHHBIX €10 HA TOCYIapCTBEHHOE XPaHEHHUE,
B TOM YHCJIE€ HA UX MEPBYIO MyOJIMKAIUIO.

12.6. cnonHEeHHBIE 3JEKTPOHHBIE JOKYMEHTBI CHCTEMATU3UPYIOTCS B J€lIa
B COOTBETCTBHM C HOMEHKIATypOH JIe1 TEPPUTOPUAIBHOW KOMHUCCHUHU.
[Ipn cocraBiieHUH HOMEHKJIATYPHI /€]l B 3aroJIOBOK Jieja BKIIOYAETCSA yKa3aHUe
«NEKTPOHHBIE JOKYMEHTBI».

Cpoku XpaHEHMsSI DSJEKTPOHHBIX JOKYMEHTOB COOTBETCTBYIOT CpOKaM
XpaHEHUs aHAJIOTUYHBIX IOKYMEHTOB Ha OyMa)KHOM HOCHUTEIIE.

OKcnepTh3a LEHHOCTH  3JEKTPOHHBIX  JOKYMEHTOB  OCYILIECTBISETCS
B OOLIEM MOpPSJKE, YCTAHOBJIEHHOM ISl TOKYMEHTOB Ha OYMa)KHOM HOCHTEIE.
[Tocne wucTedeHUs CpOKa, YCTAHOBJIEHHOIO [UISl XpaHEHUS SJEKTPOHHBIX €]
(3NMEeKTPOHHBIX ~ JAOKYMEHTOB),  Ha  OCHOBAHMHM  AaKTa O  BbIJCJICHHUHU
UX K YHUYTOXKEHHUIO, YTBEPKIECHHOTO IpEeACeAaTeNIeM TEpPPUTOPHATBHON
KOMHCCHH, YKa3aHHBIE AJIEKTPOHHBIE Jieda (3JIEKTPOHHbIE JOKYMEHTBI) MOAJIEKAT

YHUUYTOXKEHUIO.
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QHCKTPOHHBIC AOKYMCHTBI IIOCTOSAHHOI'O CpOKa XpaHCHHUA IICPCAArOTCA

Ha apXMBHOE XpaHEHUWE MO OMHCIM C O(QOpPMIICHHEM aKTa MpueMa-lepeaadn

QJICKTPOHHBIX NOKYMCHTOB.

13. OTBEeTCTBEHHOCTH

13.1. UileHBl TEpPPUTOPHAIBHOW KOMHCCHM M TPaXKIAHCKHE CITy)Kalllhe
ammapara TEPPUTOPHUATBLHOW KOMHUCCHH, TpPaKIaHEe, 3aMEINIAloIINe JODKHOCTH,
HE SIBJISIONINECS JODKHOCTSIMH TOCYAapCTBEHHOM TPaXKIaHCKOHM CITy>KOBI, a TaKXKe
TpaxJaHe, TMPHUBJICKAEMbIe [0 T'PaKIAHCKO-TIPABOBBIM JOTOBOPAaM, HECYT
MEPCOHAIILHYI0 OTBETCTBEHHOCTh 3a coOmomeHne TpeboBanmii WHCTpyKIny,
COXPaHHOCTh HAXOSIIUXCS Y HUX JOKYMEHTOB.

13.2. OTBETCTBEHHOCTH 3a OpraHU3aLUIo0 JEJIONPOU3BOCTBA
B TEPPUTOPHUATBHON KOMHCCHH, BHEJIPCHHE aBTOMAaTU3HWPOBAHHBIX
(KOMITBIOTEPHBIX)  TEXHOJIOTMH  TMOJATOTOBKM W OOpabOTKH  JIOKYMEHTOB,
oOecrieueHNEe COXPAHHOCTH ITOKYMEHTOB W Iepefady WX B apXuB, KOHTPOJb
3a  coOmromeHueMm — TpeboBanmit  MHCTpykimum — HeceT — mpejceaaTelib

TEPPUTOPHUAITBHON KOMUCCHH.
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MOJTyYeHUS HOMED MOHACHT U JaTa MOy YEHUS U /um
(xomn-BO UCTIOJTHEHUS
JOKYMEHTa JOKYMEHTa PEKBU3UTHI
JIUCTOB)
HCXOJISAIIETO
JIOKYMEHTA)
®opMa PerucTPAlMOHHOIO )KYPHAJIA UCXOAALIUX JOKYMEHTOB
Kparkoe conepxanue
ara Peructpanmonubii OKyMEHTa ®UO noanucanTa
A Thatl Anpecat AOKY g Ucnonnurens Bun otnpaBku
perucTpanuu | HoMep JOKYMEHTa (peKBHU3UTHI BXOJIAIIETO JIOKYMEHTa

JIOKYMEHTA), KOJI-BO JIICTOB




[Tpunoxenue No 2
K MHCTpYKIMH 1O 1eTO0MPOU3BOJICTBY
B TeppuropuanpHoi
n3buparensHO KoMuccuu Ne 42

HEPEYEHDb
JOKYMEHTOB, He MOJJIeKAIMX PErucTPaluu

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

2. YueOHble IpOrpaMMBbl, MJIaHBI.

3. PeknamHbI€ U3BEIICHHUS, 1aKaThI.

4. Ilo3npaBUTENBHBIE INCbMA U TEJIETPAMMBI.

5. [lpurnacurenbHble OWIETHI, MPUTJIALICHUS HA Pa3IU4YHbIE MEPOIPUSATHS,
HE CoJIep Kalllfe HaJIeKAINX PEKBU3UTOB ITHChMA.

6. byxranrepckue JOKyMEHTBHI.

7. IleuaTHBIC N30aHUA.

8. OmepaTuBHas MH(OpMalMs, MOCTyHarouias IO KaHajlaM  CBSI3U
['ocynapcTtBeHHOM aBTOMAaTH3WpoBaHHOW cuctembl Poccuiickonn ®enepanuu
«BpI100OPB.

9. O0Gpartenus rpakaaH, MOCTYNUBIINE HA aJIPeC dJIEKTPOHHON MOYTHI.



[Tpunoxenne Ne 3
K MHCTpyKIMH 110 AeIONPOU3BOACTBY
B TeppuropuanpHoi
n3bupareabHoi komuccuu Ne 42

AKT

MLI, HWKCITIOAIINM CaBIIHNCCA

COCTAaBUJIM aKT O TOM, 4YTO « » 20 r. Ipu
BCKPBITUM IIAKETa
OOHapyKEHbI CIEAYIOINE HEAOCTATKU:

HaCTOHHII/Iﬁ dKT COCTABJICH B IBYX JK3CMILIIAIpaAXx.

[Toanucek, pacumppoBKa MOAMKUCH:




[Tpunoxenne Ne 4
K MHCTpyKIMH 110 AeIONPOU3BOACTBY
B TeppuropuanpHoi
n3bupareabHoi komuccuu Ne 42

@®opMbl 0JIAHKOB, HCII0JIb3yeMBbIX
B TeppurtopuanbHoii M30upaTeabHO KoMuccuu Ne 42



«

»

TEPPUTOPUAJIBHAS N3BUPATEJIBHAS KOMUCCUS Ne 42

INPOTOKOJ 3ACEJAHUNUA
20  rona No

Cankr-IletepOypr



«

TEPPUTOPUAJIBHAS N3BUPATEJIBHAS KOMUCCUS Ne 42

PEINIEHHUE

» 20  roma No

Cankr-IletepOypr



«

TEPPUTOPUAJILHAS N3EUPATEJILHASI KOMUCCHS Ne 42
NPEJCEJAATEJD

INPUKA3

» 20  rona No

Cankt-IlerepOypr



TEPPUTOPHUAJIBHAS
MN3BUPATEJIBHAS KOMUCCHUS Ne 42
CAHKT-IIETEPBYPI'
npocnekT Crauexk, 1. 18,
Cankr-IlerepOypr, 198095
ten. (812) 417-66-02, dakc (812) 417-66-02
tik42.spbik.spb.ru
OKIIO 44175982; OI'PH 1207800058542;
WHH/KIIII 7805765615/780501001

Ne

Ha Ne oT




[Tpunoxenne Ne 5
K MHCTpyKIMH 110 AeIONPOU3BOACTBY
B TeppuropuanpHoi
n3bupareabHoi komuccuu Ne 42

Tpe6oBaHus K JOKYMeHTaM, H3rOTOBJIIEMbIM C IOMOIIb IO
Nne4YaTalux yCTPOICTB, U K (pailjiaM TEKCTOBBIX JOKYMEHTOB

1. TekcTel MOKYMEHTOB Ha OmaHkax ¢opmara A4 medararoTcs uepes
1,5 MEXKCTpOUYHBIX HMHTEpBaJia, JOIMYyCKaeTcsd IMe4yaTh JIOKYMEHTOB Ha OJaHKax
dbopmara A4 yepe3 1 MeKCTpOUHBIM MHTEpBaJ, Ha OnaHkax ¢opmara A5 — yepes
1 MEXCTPOYHBIN UHTEPBAIL.

TekcTbl MOKYMEHTOB, MOATOTaBIMBAEMBIX K THUHOTPapCKOMY H3JAHUIO,
MeYaTaroTCsl Yepe3 2 MEeKCTPOUHBIX HHTEPBAJIA.

2. HaumeHoBaHue BUja TOKYMEHTA MEYaTACTCs IPOIMCHBIMU OYKBaMHU.

3. Ecnu 3arosioBok K TeKCTy npeBsbimmaeT 150 3HakoB (5 CTPOK), TOITycKaeTcs
npojJieBaTh €ro 10 TpaHUIbl MpaBoro mosis. Todyka B KOHIE 3arojioBKa
HE CTaBUTCH.

4. PacuiupoBka moamucu B pekBuzute «lloamuce»  medaraetcs
Ha YpOBHE TMOCIEAHEH CTPOKM HAMMEHOBAaHUS JOJDKHOCTH C HCIIOJIb30BaHUEM
koMOuHaruu knasui Shift — Ctrl — [IpoGen mexay nHunmazamMu u paMuInei.

5. Co3nanue, ¢opmaTUpoBaHHE U BBIBOJ HA TMe4aTh JOKYMEHTOB
MPOU3BOJIUTCS HAa KOMIIBIOTEPAX C UCIOJIb30BAaHUEM TEKCTOBOIO PENAKTOPA,
noaaepkuBatomiero gopmar docx. BHenpeHne 3JIeKTPOHHBIX TAOJHII, CO3TaHHBIX
B TaOJIMYHBIX pENaKkTopax, B JOKyMeHTHl ¢opmara docx He TOIMyCcKaeTcs.
JlomyckaeTcsi, Tpu HEOOXOJUMOCTH, CO37aHue, (QopMaTUpPOBaHHE U BBIBOJ
Ha TeyaTh TaOJWI[ TMOCPEICTBOM  peIaKTopa  JJICKTPOHHBIX  TaOJUII,
nojaepxxuBarommx Gopmar xIsx.

6.[lpu  dopmaTupoBaHHM  JOKYMEHTOB  PEKOMEHIyeTcsl  paboTraTh
C BKJIFOUEHHOM KHONKOM 9, 4TOOBI BUJIETh HA HKPaHE BCE CIY>KEOHBIE CUMBOJIBI.

7.1lpu dopMaTUpOBaHWM TEKCTOB JOKYMEHTOB WCIOJIb3yETCSI CTHIIb,

KOTOPBIN UMEET CIIeTyIOUIUE TapaMeTphI:
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o mpudT PT Astra Serif
o pasMep 14 myHKTOB
o OTCTYII cieBa 0cm
cripaBa 0cm
o UHTEpBaI nepen 0 myHKTOB
nocie 0 myHKTOB
o MEXCTPOYHBIN UHTEPBAJ MOy TOPHBI
o nepBasi CTpoka oTcTyn Ha 1,25 cMm
o BbIpaBHUBAHUE O IIMPUHE.

8. Ilpu dopmaTupoBanuu TaObIMIl HEOOXOAMMO COOJIOJIATh CIIEIYIONTUE
TpeOOBaHMUS:

Tabiuia Bcerna JODKHa WMETh Ha3BaHWE, KOTOPOE BBIPABHUBACTCS
O IIEHTPY JTOKYMEHTA;

TabJIMIla BEIPAaBHUBAETCS TI0 LIEHTPY JIUCTA;

3aroJIOBKU CTOJIOIIOB M CTPOK BBHIPABHUBAIOTCS 110 LIEHTPY SUCHUKHU;

JTAaHHBIC B sTYEHMKaX TaOJIUIIBI BHIPABHUBAIOTCS CBEPXY 10 JIEBOMY Kparlo;

MPOOHKEHNE TaOIUIIBI HA HOBOM JIMCTE MOKET HAUMHATHCS C 3arOJIOBKOB
ee rpad (umu HOMEpoB rpad B ciydae, eciu rpadbl TaOIUIBI HA TIEPBOM JIHCTE
IPOHYMEPOBaHbI);

CTPOKHU TaOIUIIBI IEPEHOCATCS HA HOBBIM JTUCT TOKYMEHTA UCKIIOUYUTEIBHO
HETKOM;

IIUPHHA W BBICOTA TaONWMIBI HE JO/DKHBI TPEBBINIATH Pa3Mepbl IOJICH
JIOKyMEHTA.

9. Pazmepsl onen JOKyMEHTa JOJKHBI UMETh CIIENYIOIINE TapaMeTPhI:

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

OT Kpast 10 KOJIOHTUTYA:

o BEPXHETO 1,25 cm



° HIDKHETO 1,25 cm.
10. ITpu mOATOTOBKE IOKYMEHTOB MCIOJIB3YIOT CIICTYIONTUE PEKBU3HUTHI:
® HaMMCHOBaHWE OpraHU3AIINH;

e HaUMEHOBAHHUE BHUJA JOKYMEHTA;
® CChUIKAa HAa UCXOMSAIINN PETUCTPALlMOHHBIN HOMEP U JaTy JOKYMEHTa;

® MECTO COCTaBJICHHMS (M3JIaHUsI) IOKYMEHTA;

e rpud (momerka) 06 OrpaHMYECHUH JAOCTYIA K JOKYMEHTY; (IIPH HAJTHYNN)
e ajpecar;

e rpud yTBEpKICHUS TOKYMEHTA,

® 3aroJIOBOK K TEKCTY JJOKYMEHTA;

® TEKCT JOKYMEHTA;

® OTMETKa O HAJUYHH MPUIIOKEHUS;

® T[IOJIINCE;

® OTMeETKa 00 3JIEKTPOHHOM MOANNCH;

e rpud coriacoBaHus JOKYMEHTA;

e OTMETKA 00 MCIIOJHHUTEIIC;

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

11. PexkBu3uthl (KpoMe TEKCTa JOKYMEHTa U ajpecaTra), COCTOSIIUE

N3 HCCKOJIbKUX CTPOK, I€YaTar0T CO CIACAYIOIHNMU ITapaMCTpaMu:

o mpudT PT Astra Serif

o pasmep 14 myHKkTOB

o OTCTYII cieBa 0 cm
cripaBa 0cMm

o UHTEpBaI nepen 0 myHKTOB
rnocsue 0 myHKTOB

° MEKCTPOUYHBIN UHTEPBAII OJIMHAPHBIN



o OTCTYII IIEPBOU CTPOKH HET

o BBIPABHUBAHUE 10 LIEHTPY.

12. PekBu3UT «Aqpecar» NevaTaoT CO CIASAYIOMUMU TapaMeTpaMu:

o mpudT PT Astra Serif

o pa3Mep 14 myHkTOB

o OTCTYII cieBa 7 cm
cripaBa 0cm

o WHTEpBAJI nepen 0 myHKTOB
1ocie 0 myHKTOB

o MEKCTPOYHBIN HHTEPBAJ OJIMHAPHBIN

o OTCTYII IIEPBOM CTPOKHU HET

o BBIDABHUBAHUE 10 LICHTPY.

Ecnm cocraBHble 4acTH pPEKBU3UTOB «Agnpecar», «I'pud yTBepKaeHUS
nokyMmeHTa», «I'pud cormacoBaHust JOKyMeHTa», «OTMeTka O HaJU4uu
IIPUJIOKEHUS» HE YMEIIAOTCA Ha OJHOW CTPOKE, TO Pa3pblB CTPOKH B HYKHOM
MECTEe MPOU3BOJUTCS C IMOMOIIBI0 cUMBOJa «Pa3pblB CTPOKW» (KOMOMHAIUSA

kiapui Shift — Enter), nHanmpumep:

COI'JTACOBAHO

PykoBonurens @enepanibHOTO
ApXMBHOI'O areHTCTBA

A.H. Aptuzos

[Ipu wucmonb30BaHUM B TEPPUTOPHAIBHON KOMHUCCHUU HACHTH(PUKATOPA
DJIEKTPOHHON KONWU JOKyMeHTa (KOJOHTHUTYJA) OH IeYaTaeTcs B JIEBOM YIIIy
HUKHETO TIOJISI KQKIOW CTPaHMIIB JOKYMEHTA MPUGPTOM 8 TyHKTOB.

13. Ilpu odopmicHNM MTOKYMEHTOB Ha IBYX M 0oJiee CTpaHHUIAX BTOpas
U TIOCIICIYIONINE CTPAaHUIIBI JOHKHBI OBITh MPOHYMepoBaHbl. Homepa cTpanwmIl
MIPOCTABIIAIOT MTOCEPEIMHE BEPXHETO TOJIs TUCTa apaOCKuMu I pamMu 0e3 3HaKOB

MNpCIIMHAHMAA.
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Ecnu nokyMeHT uMeeT npuiioKeHUe, TO OHO MeYaTaeTcsl C HOBOM CTPaHUIIBI.

14. Jlnia BBISIBJICHHUS W WUCIPABIEHUS BO3MOXKHBIX OLIMOOK B MPABOINMCAHUU
B chopMmupoBaHHBIX (aillax pPEKOMEHIYETCs OCYILIECTBIATH  IMPOBEPKY
JIOKYMEHTOB, UCIIOJIB3Y$sl CUCTEMbI IPOBEPKU NMPABOMUCAHUS.

15. Kaxnaplii TOKYMEHT CO BCEMH IMPUIOXKEHUSAMM K HEMY IIOMEIIAIOT
B OTJENbHBIN (haii (ecnu MpUIIOKEHUS CO3[aHbl OJHUM IpolieccopoMm). BHyTpu
daiina cam TOKYMEHT U KaXKJ0€ MPUJIOKEHNE MTOMENIAIOT B OT/IEIbHBIE pa3/Iebl.

16. Bce pexkBU3UTHI TOKYMEHTa OTIEISAIOT APYr OT JApyra OJHOW ITyCTOM
CTpPOKO#, oOpa3zyeMoii cuMBojioM abO3ama (9§ — knaBuma Enter). B Tekcre
HE JIOJKHO BCTpedaThesi OoJiee IByX CUMBOJIOB ab3ana noapsI.

17. He nomyckaetcst mucaTh CI0Ba C pa3psiKOM, BCTaBIsAA MPOOEIbI MEXKITY
OykBamu B ciioBax. He nomyckaercss ucnosiab3oBaHuE NpoOesoB sl oOpa3oBaHMs
a03alHOro0 OTCTyMNa (KpacHOM CTPOKHM) WM MYCTBhIX CTPOK. B TekcTe HE AOIKHO
BCTpeYaThCsl Mofpsia Oojee oAHOro cuMBoja npoOena. PazneneHue MHUIMANIOB
u damuiauu, cuMBosia Ne M 4ucia, MOPAJIKOBOIO HOMEpa CTaThbU, YacTH, ITyHKTA
WIM TOAIMYHKTA MPaBOBOrO aKTa, YUCia MecsAlla U Ha3BaHUsS MecAlla, Yyncia roja
U CJIOBAa «roJ», JIIOOBIX YHUCIOBBIX 3HAUEHUH W €IUHUI] U3MEPEHUs JeNaeTcs
C HCIOJIb30BaHHEM Hepa3phIiBHOTO Tpodena (coueranue knaBui Shift — Ctrl —
[TpoGen).

18. He nonmyckaeTtcst BKJIIOYaTh B TEKCT TIOKYMEHTA pa3/ieIUTeNbHbIE JINHUHY,
COCTaBJICHHBIE U3 IIEMOYEK CUMBOJIOB (*, =, -, — U Ipyrue).

19. He pomyckaeTcs HCHOJNB30BAHHE B PYCCKUX CIIOBaX CXOJHBIX
10 HaYepTaHMIO JIATHHCKUX OYKB (A, a, B, C, ¢, E, e, H, K, M, O, o, P, p, 1, X, X,
¥)-

20. He pmomyckaercs UCHOJIb30BAaHUE CHMBOJIA TaOymsiiuu (—) JUid
oOpa3zoBaHusi ab3amHOro oTcryna (KpacHOM CTPOKHM) WM MYCTBIX CTPOK.
AO3alHBIA OTCTYN yCTaHaBIMBAaIOT B MeHI0 Popmar/Ad3anl wiM ¢ MOMOUIBIO

BEPXHETO JIBUKKA Ha TOPU30HTAIILHOM JINHEMKE.
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21.He pomyckaercs WHCHOJIb30BAaHUE CHUMBOJIA «-» JUIsi 00O3HAYEHMS
nepeHoca. BmecTto Hero ciemyer HCHONb30BaTh CHUMBOJ MSTKOTO TIE€peHoca
(xomOuHarms knasuit Ctrl — «-»).

22. JInsg HanmvcaHWs PUMCKUX HUQP TOJDKHBI MCIOJB30BAThCS 3arjiaBHBIC
oyksel nmatuHckoro andasuta (I, V, X, C, D, L, M). Ucnons3oBanue st 3T0OM
IIEJTN PYCCKUX OYKB U apaOCKux 1udp HE AOMyCKaeTCsl.

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

24. PekBU3UTHI «3arojIoBOK K TEKCTY» JOJIKHBI ObITh BRIPOBHEHBI 10 LIEHTPY
U KaXAbld U3 HUX JOJDKEH MPEACTaBISATH CO00W oIuH ab3al, TO €CTh BHYTPH
TEeKCTa KaXJIOTO PEKBH3UTA HE JTOJDKHO OBITh CMMBOJIa ab3ama. He momyckaercs
MCITI0JIb30BAaHUE CUMBOJIA ab3alia Jyisi IpephIBaHUS CTPOKU B MPOU3BOJILHOM MECTE,
JUTSL 3TOTO CJIETYyEeT MCIIOIB30BaTh CHMBOJI pa3pbiBa CTPOKH (KOMOWHAITHS KITABHIII

Shift — Enter).



[Tpunoxenue Ne 6

K MHCTpyKIMH 110 AeIONPOU3BOACTBY
B TeppuropuanpHoi
n3bupareabHoi komuccuu Ne 42

Chnucokx PACCBIIIKHA UCXOAAIINX JOKYMEHTOB

n/n

HaumenoBanue oprana
(opranusamnun)

ITosiHBIN MOYTOBBIA aApec

IIpencenarens TeppuropuaibHOU
n3ouparenbHOM Komuccun Ne 42

Hcnomaurens

«

(moamuce) (pacmudpoBKa MOAMUCH)

(moamuch) (pacmmdpoBKa MOAMUCH)

20 r.




[Tpunoxenue Ne 7
K MHCTpYKIMH 1O 1eTO0MPOU3BOJICTBY
B TeppuropuanpHoi
n3bupareabHoi komuccuu Ne 42

IlepeyeHb 00s13aTeILHBIX CBEJACHUI 0 JOKYMEHTAX, HCIOJIb3YeMbIX B LeJIAX
y4yera u nHoucKa gokymenros B I
. ABTOD.
. Anpecar.
. Jlo;KkHOCTD, (haMuiIus M MHULMAJBI JINLA, TIOJIUCABIIETO JOKYMEHT.

. HaumenoBanue rpyniibl 1 BUJa 10KyMCHTA.

1
2
3
4
5. Jlara nokymMmeHTa.
6. PeructpaninoHHblii HOMEpP TOKYMEHTA.
7. JlaTa mocTyImuBIIETO JOKYMEHTA.
8. PeructpainOHHbI HOMEP MOCTYIUBIIETO TOKYMEHTA.

9. CeneHust 0 CBSI3aHHBIX JIOKYMEHTax (HaMMEHOBaHHE BHUJAA JIOKYMEHTA,
JlaTa, pErucTpallMOHHBIN HOMED, TUIT CBS3KH).

10. 3aroyioBoK K TEKCTY (KpaTKOe COACpKaHUE JOKYMEHTA).

11. Mapekc nena mo HOMEHKIIAType Jedl.

12. Cenenus o nepeaapecaiuy JOKyMEHTA.

13. KosnnuecTBO JIMCTOB OCHOBHOT'O IOKYMEHTA.

14. OtmeTKa O IPUIIOKEHUH (KOJMYECTBO MPUIOKEHUM, 00111€€ KOJTUYECTBO
JIMCTOB MPUJIOKEHUI).

15. Yka3aHusi o MCMOJHEHUIO TOKYMEHTa (IIOpy4YEeHHE, UCTIOJIHUTENb, 1aTa
WCIIOJTHEHUS).

16. OT™MeTKa 0 KOHTpOJIE.

17. I'pud (momeTka) 00 OrpaHUYEHUH JIOCTYMA.

18. ITpoBepka 371eKTpOHHOM MOAUCH (TIpU HATTUYNH).

19. Tloppaznenenure — OTBETCTBEHHBIN UCIIOJHUTENL JOKYMEHTA.

20. @aiinbl  JIEKTPOHHOTO JOKyMeHTa (KojaudecTBO (hailyioB, HMEHa

dainon).

! Ucnone3yeTest COKpalenue, IpUBEAEHHOE B yHKTe 1.8 HacTosmmel MHCTpyKIwy.



[Tpunoxenue Ne 8.1

K MHCTpyKIMH 110 AeIONPOU3BOACTBY
B TeppuropuanpHoi
n3bupareabHoi komuccuu Ne 42

KYPHAJI

ydeTa JMYHOI0 MPUeMa rpakIaH

B TeppuropuajbHoii n30upaTebHON KoMuccHu Ne 42

OTMeTKa D.N.0.
ITouToBLIN Kparkoe 0 pe3vJabTaTax M HOAINChH
Ne Hdara D.1.0. P pesy A
ajapec coJep:KaHue npuemMa JINIA,
n/n | mpueMa | 3asiBUTeJs
3asIBUTEJISA oOpameHust (npunsATOE NPOBOAUBIIET0
pelieHue) npueM
1 2 3 4 5 6 7




[Tpunoxenue Ne 8.2
K MHCTpyKIMH 110 AeIONPOU3BOACTBY
B TeppuropuanpHoi
n3bupareabHoi komuccuu Ne 42

KAPTOYKA JIMYHOI'O ITPUEMA I'PAXKIAH
B TEPPUTOPUAJIBHOMN U3EUPATEJIBHON KOMUCCHMU Ne 42

Jara obparienus
Jara npuema

« » 20 I. Ne
damuius, UMs, OTYECTBO 3asIBUTEIA JIOMKHOCTHOE JIHIIO, BEAyIIee PUeM
MecTo XKUTeNbCTBa, TeNeHOoH Pesynbratel paccMoTpeHust

KaTeropI/m 3as1BUTCIIA

Coneprxanne oOpanieHus

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

corjiacue Ha MnOpeaoCTaBJICHUC MHC YCTHOTO OTBETa B XOJAC JMYHOrIoO IMpueMa IO CYHECTBY
IMMOCTABJICHHBIX B YCTHOM O6paH_[eHI/II/I BOIIPOCOB. IIuceMeHHOTO OTBETA HE Tpe6yeTc5{.

(mata) (moanuch 3asBUTEINS) (pacmmdpoBKa MOAMHUCH)

A,
BbIpaxxaro

(Damunusi, UMs, OTYECTBO 3asIBUTEIIS)

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

(mata) (moamuch 3asBUTEIS) (pacmmdpoBKa MOAMNKUCH)



[Tpunoxenue Ne 9
K MHCTpyKIMH 110 AeIONPOU3BOACTBY
B TeppuropuanpHoi
n3bupareabHoi komuccuu Ne 42

JIucer coryiacoBanus

JIOMKHOCTH

dammus,

[ara TToamuce
AHULAAIIBI

Ucnomuurenn




[Ipunoxenne Ne 10
K MHCTpyKIMM MO Aen0NnpOon3BOACTBY
B TeppuropuanbHOil
n3bupaTenbHOM KoMuccuu Ne 42

YTBEPXIAIO

[Ipencenarens TeppuropnanbHOU
n3ouparenbHo komuccuu Ne 42

(moamucek)

« »

(vHUIMATBI, (haMUITHS)

20 r.

OT4er 0 pacchlIKe 10 COOTBETCTBYIONIUM aJipecaTamM u pa3MelleHun
pewiennii TeppuropnajbHoil H30MpaTeJIbHOI KOMUCCHT Ne 42

Ha 0(pULHAIBHOM calTe

3acenanne Ne OT « » roga
ara
Ne Ne pemens AJpecat pacChUIKH, aipec pa3MEICHUS a31\24:[e CHUA
o/ TUK Aap p , aApecC p 11 p 101
PacChUIKH
1
2
3
HUcnonaureis

(moamuck)

(pacuudpoBKa NOIMHUCH)




[Tpunoxenne Ne 11
K MHCTpYKIIMH 10 IEJIONPOU3BOJICTBY
B TeppuropuanbHoi
n3buparenbHO KoMuccuu Ne 42

HEPEYEHD

nmoAJICKamuX KOHTPOJJIK JOKYMEHTOB € YKa3aHUEM CPOKOB HCITOJIHCHUS

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

2. Yka3bl IIpesugenta Poccuiickoit ®Denepaiuu — COIVIaCHO YKa3aHHOMY
B HUX CPOKY.

3. Pacniopskenusa  Ilpesupenta  Poccuiickoit ~ @enepauuu — COTJIACHO
YKa3aHHOMY B HUX CPOKY.

4. ITocranoBnenwusi, pactiopspkenus [IpaBurenscrtBa Poccuiickon denepanym —
COTJIACHO YKAa3aHHOMY B HHUX CPOKY.

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

6. [TocraHnoBieHMS, pelieHus 3aKOHOJATEIBLHOTO Cobpanus
Cankr-IleTepOypra — coryiacHO yKa3aHHOMY B HUX CPOKY.

7. IlocTaHOBNEHUS, PACIOPSHKEHUST OpraHa TOCYJapCTBEHHOM  BIIACTH
Cankrt-IletepOypra — corjiacHO yka3aHHOMY B HUX CPOKY.

8. [TocTaHOBIICHUS, pACTIOPSKEHUSI PYKOBOJIUTEIISI OpraHa roCy1apCTBEHHOU
Biactu Cankt-IleTepOypra — corjiacHO yKa3aHHOMY B HUX CPOKY.

9. [Mapnamentckue 3amnpocbl CoBera Denepannu Deaepansuoro Cobpanus
Poccuiickoit deneparnuu, I'ocymapctBennoit [ymber denepanbhoro CoOpanus
Poccuiickoit @enepanuu — HE TMO3AHEE YeM uepe3 15 KaneHmapHBIX JHEU
CO JHA TOJNYyYEHUS NapIaMEHTCKOTO 3ampoca WM B HWHOW YCTAHOBJIEHHBIN
cooTBeTcTBYMOIIECH nanaroil denepansHoro Cobpanusi Poccuiickoit denepanmu
CPOK.

10. 3anpocsl CEHAaTOpOB Poccuiickoit denepanuu, JEMyTaToOB

I'ocynapctBennort Jlymbr ®enepanbroro CoOpanusi Poccmiickoit ®deneparym —



2

He no3/iHee yeM vepe3 30 KalleHIapHbIX JHEW CO JHS €ro MOJIyYEHUs WU B MHOM
COTJIACOBAHHBIM C HTHULIMATOPOM 3aIIpoca CPOK.

11. O6pamienus  cenatopoB  Poccuiickoit ~ deneparuu,  JAemyTaToOB
I'ocynapctBennoit Jlymer ®DenepanpHoro CobOpanusi Poccuiickoit depeparuu
[0  BONpOCaM, CBSA3AHHBIM C WX  JEATEIbHOCTHIO, — HE3AMEIUTEIBHO
(mpu HEOOXOAMMOCTH TOJYUYEHUS IOMOTHUTEIBHBIX MaTepUAJIOB — HE TO3THEE
yeM yepe3 30 KaJeHAapHbIX JHEH CO THS MOIyYEHUsT OOpaIeHMS).

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

13. Ilucema u3 Anvunuctpanuu IIpesunenta Poccuiickoit denepanuu,
[IpaButennscTBa Poccuiickoit ®@enepannn, Konctutynuonnoro Cyaa Poccuiickoi
Oenepaunu, BepxoBHoro Cynma Poccuiickori @enepauuu, | 'eHepanpHOU
npokypatypbl Poccuiickoit ®enepauuu, IlpaButensctBa Cankt-lleTepOypra —
B COOTBETCTBUM C YKa3aHUAMH IO HUCHOJHEHHUIO JOKYMEHTa TMpeacenaTens
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. IlpenacraBnenue npoKypopa — B TEYEHUE MECSIA CO JHS MOCTYIUICHUS.

16. OOpatieHus, CBsI3aHHBIE C peaiM3allMe W 3aUTOM U30UpATENTbHBIX
npaB U MpaBa Ha ydactue B pedepeHayme rpaxaaH Poccuiickoit dexneparuu,
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,
OCYILIECTBIISIETCSI B TCUCHHE CEMU KAJICHIAPHBIX JTHEH.

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

! Ucnons3yercs cokparienne, npuBeIeHHOE B yHKTe 1.2 HacTosei MHCTpyKImy.
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B KOMIIETCHIIMIO KOMHUCCHM, B TEUEHUE MATU JHEW Mocie JHS MNOCTYIUICHUS
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
n30upaTebHOW KaMMaHWM, KamnaHuu pedepeHayma, a TakkKe IMOCTYyHUBIINE
BHE TiepHoJa HM30MpaTeNbHON KaMIaHWHM, KaMIaHuW pedepeHayma WU IOcie
YCTaHOBJICHUSI TEPPUTOPUAIBHON KOMHUCCHEN UTOTOB TOJIOCOBAHUS, ONPEACICHUS
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
3ampamiuBaeMasi uHGoOpMaIus, JOJDKHOCTHOE JIMIIO, YCTAaHOBUBIIEE OTCPOUKY,
JaTa IPUHSITHS peleHus: 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 HCKJIIOUEHHEM JOKYMEHTOB M MaTepHalioB, B KOTOPBIX
COJIep>KaTCsl CBEIEHUS, COCTABJISIOIINE F'OCYJaPCTBEHHYIO UM MHYIO OXPaHIEMYIO
dbeneparbHBIM 3aKOHOM TaifHy, W JJIi KOTOPBIX YCTAHOBIIGH OCOOBIN MOPSIIOK

IPe0CTaBIICHUSI.



[Tpunoxenue Ne 12
K MHCTpyKIMH 110 AeIONPOU3BOACTBY
B TeppuropuanpHoi
n3bupareabHoi komuccuu Ne 42

TeppuropuanbHas YTBEPXJIAO
n3ouparenbHas komuccus Ne 42
HOMEHKIJIATYPA JIEJI [Ipencenarens
TeppuropuansHOU
Ne n30upaTeapHoi Komuccuu Ne 42
(mara)
(monmucek) (pacuupoBKa TOIIUCH)
Ha roxa (mara)
KonuuectBo
Wnnekc Cpoxk xpaHeHus
3aroJyioBOK jena TOMOB . [Tpumeuanus
zena . u Ne crareii 1o nepedHro
(dacreit)
1 2 3 4 5
HaszBanue paznena
(HaMMEHOBaHUE JIOJKHOCTH COCTABUTENS (moamnuce) (pacmm@poBKa MOANKCH)
HOMEHKJIaTypbl)
(mara)
COTI'JTACOBAHO COI''TACOBAHO
ITpoTokos DKCIEpTHOM KOMUCCUU Cexkperapb Cankr-IlerepOyprekoii
TeppuropuanbHOl U30UpaTeabHON KoMuccuu Ne 42 M30MpaTeTbHON KOMUCCUU
oT Ne

(moamnuce) (pacmudpoBKa MOAMKCH)




[Tponomkenune npunoxerus Ne 12

HTorosas 3anmuch 0 KaTEropusix U KOJUYECTBE /€I, 3aBEICHHBIX
B rony B TepputopuanbHoii u3dbupareabHo komuccuu Ne 42

B ToMm yucie

ITo cpokam xpaHeHus Bcero O — C OTMETKOHN
PEXOIAML «OIK»
1 2 3 4

Ha 6ymaxxHoMm Hocutene

(mpu HaTM4YMKM THOPUIHBIX JAes, ToM(a) Ha OYMaXHOM HOCHTENIC YUYWUTBHIBAIOTCS B pas3jele
tabmuibel «Ha OymMa)kHOM HOCHUTENe», TOM(a) Ha JJICKTPOHHOM HOCHTENE YYHTHIBAIOTCS B
paznesne Tabauibl « DIEKTPOHHBIXY):

TlocTostHHOTO

JlonroBpemenHoro (cBoime 10 jer)

Bpemennoro (o 10 et BKIFOYUTEIHHO)

DNEKTPOHHBIX

(npu HANIMYUKM THOPUIHBIX /1€, TOM(a) Ha OyMa)kHOM HOCHUTEIIE YUUTHIBAIOTCS
B pazzene Tabnuubl «Ha 6yMaxHOM HOocUTeney», ToM(a) Ha 3JIeKTPOHHOM HOCUTEIe
YUMTHIBAIOTCS B pa3jesie Ta0IuIbl « DIEKTPOHHBIX)):

IlocTostHHOTO

JlonroBpemennoro (cBoime 10 jer)

Bpemennoro (0 10 yieT BKIFOYUTEIBHO)

HNTOI'O:

(HaI/IMeHOBaHI/Ie JOJIDKHOCTH COCTAaBUTECIIA

HOMEHKJIaTypbl)

(mara)

(moamuce)

(pacurupoBKa MOITUCH)



TeppuropuasbHas
nzbuparenpHas komuccus Ne 42
DOHJ N
OIIUChb Ne

ACJI, JOKYMCHTOB INOCTOAHHOT'O XpaHCHUA

[Tpunoxenue Ne 13

K MHCTpyKIIMH 11O 1€70IIPOU3BOJICTBY

B TeppuropuanpHoi

n3bupareabHoi komuccuu Ne 42

YTBEPXJAIO

[Ipencenarens
TepputopuanbHOit

n3bupareabHoi komuccuu Ne 42

3a roj
(moamuce) (pacmmgpoBKa MOAKCH)
(mara)
Ne NHupekc 3arosoBoOK .
Kpaiinue nater KommuectBo ucroB | Ilpumeyanus
n/m nena aena
1 2 3 4 5 6

HasBanue paznena

B naHHBIN pa3en onucu BHECEHO

¢ Ne

JIMTCPHBIC HOMEpaA:

ACJI

o Ne

(mudpamMu 1 TPOIUCHIO)

, B TOM 4YHUCJIC:

IIPOITYLLIEHHBIE HOMEpaA!

HanmeHoBaHue JOKHOCTH COCTABUTENSA MOJIIUCH pacuupoBKa MOIITUCH
ONUCH
HaunmeHnoBanue n0KHOCTH MOJITUCH paciudpoBKa MOAMUCH

OTBCTCTBCHHOI'O 3a apXUB

(mara)
COI'JTACOBAHO

IIpoTokos DkcnepTHOM KOMUCCUU
TepputopuanbHON U30UpATETHHOMN

xkomuccuu Ne 42

oT No

oT

YTBEPX/IEHA
IIporokou LlenTpansHOM
AKCIEPTHO-ITPOBEPOYHON KOMUCCHH
ApXHBHOI'O KOMUTETA
Cankr-IletepOypra

No




TepputopuanbHas

nuzbuparenbHas komuccus Ne 42

®OHJ Ne

OI1UChb No

Ielt, JIOKYMEHTOB BPEMEHHBIX

(cBbimie 10 neT) cpoka XxpaHeHus

[Tpunoxenue Ne 14
K MHCTpyKIMH 110 AeIONPOU3BOACTBY
B TeppuropuanpHoi
n3bupareabHoi komuccuu Ne 42

YTBEPXIAIO

[Ipencenareins
TepputopuasibHOM
n3buparenbHO KoMuccuu Ne 42

(moamuck) (pacmmdpoBKa MOIMTUCH)

3a roj
(nara)
Ne Nunexe 3aronoBoK Kpaiinue Cpok KonuuectBo
[Ipumeuanus
n/m nena nena JIaThl XpaHeHus JIUCTOB
| 2 3 4 5 6 7
HasBanue paznena

B nanHbIM pa3gen onucu BHECEHO nen

¢ Ne

HUCJIC:

JIUTCPHBIC HOMECPA:

o Ne

(mdpaMu 1 TPOTHCHIO)
, B TOM

IIPOITYLLIEHHbIE HOMEpA!

(HauMeHOBaHME JJOJPKHOCTH COCTABUTEIIS
OTIHCH)

(moamuce) (pacmmdpoBKa MOAMKCH)

(HauMeHOBaHUE JJOHKHOCTH
OTBETCTBEHHOTO 32 apXUB)

(mara)

COI''TACOBAHO
[TpoTokoa DKCepTHON KOMUCCHHI
TepputopuansHoit H30UpaTENBHOM

komuccun Ne 42

oT No

(moamuce) (pacmmdpoBKa MOAMKCH)

YTBEPXJIEHA
[Tporokon LlenTpanbHOii
3KCIIEPTHO-IIPOBEPOYHON KOMHUCCUU
ApxuBHoro komuteta Cankt-IlerepOypra

oT No



TeppuropuaibHas
n3buparenpHas komuccus Ne 42
D®OHJ N
OIIUChb Ne

ACJI, AIOKYMCHTOB 110 JIMYHOMY COCTaBy

[Tpunoxenue Ne 15
K MHCTpyKIMH 110 A€IONPOU3BOACTBY
B TeppuropuanpHoi
n3bupareabHoi komuccuu Ne 42

YTBEPX/IAIO

[Ipencenareins
TepputopuasibHOM
n3buparensHO KoMuccuu No 42

a____ TOA (moamucek) (pacumdpoBKa MOAMKCH)
(mara)
Ne Nunexe Kpaiinue Cpok Kon-Bo
3aroyioBOK Jiena [Tpumeuanus
n/m nena JIaThI XpaHEeHUs JIUCTOB
1 2 3 4 5 6 7

HasBanue paznena

| | |

B nannbIiii pa3aen onucu BHECEHO aen
(unpamu ¥ IPOTIUCHIO)

¢ Ne mo Ne , B TOM

qrce:

JUTEpPHBbIE HOMEpa: ,

MPOIyIIEHHBIC HOMEpa!

(HaMMEeHOBaHUE JTOJDKHOCTU (moamuce) (pacmmdpoBKa MOAMKCH)

OTBETCTBEHHOTO 32 apXUB)

(HaMMEHOBaHUE JIOJKHOCTH COCTABUTEIS (moamuce) (pacmmdpoBKa MOAMKCH)

OTIHCH)

(mara)

COT'JTACOBAHO

[IpoToKOosI DKCIEPTHON KOMHCCHH
TepputopuansHoil H30UpaTENHHOM

komuccuu Ne 42

oT Ne

COT'JTACOBAHO
[IpoTOKOII SKCTIEPTHO-NIPOBEPOUHOM
METOINYECKOW KOMUCCUU
IleHnTpasbHOrO rocy1apCTBEHHOIO apXHUBa
Cankr-IlerepOypra

oT Ne



[Tpunoxenue Ne 16
K MHCTpyKIMH 110 A€IONPOU3BOACTBY
B TeppuropuanpHoi
n3bupareabHoi komuccuu Ne 42

TeppuropuaibHas YTBEPXJAIO
n3buparenpHas komuccus Ne 42 [Ipencenarens
AKT TeppuropuaibHOn
No n3bupareapHoi Komuccuu Ne 42

(MecTO cocTaBieHUs)

O BbIICIeHUH K YHHYTOKECHHIO (monrmuce) (pacumdpoBKa MOAMKUCH)
(apXuBHBIX) 1OKYMEHTOB,
He MO/JIeKAMMUX XPAHEHH 0
(mara)
Ha ocHoBanum IlepedHss THIIOBBIX  YIPABICHYECKUX  APXHUBHBIX  JTOKYMEHTOB,

o0pa3yrommxcsi B MPOLECCe JEATEIbHOCTH TOCYJIAapPCTBEHHBIX OpPraHoB, OPraHOB MECTHOT'O
CaMOYTIPaBJICHUSI M OpraHu3allMi, C YKa3aHHEM CPOKOB XPAaHEHUS M HOMEHKIATYphl JIeJ
TepputopuanbHoii u3buparensHoil koMuccuu Ne 42 oToOpaHbl K YHUYTOXKEHHUIO KaK HE UMEIOIINE
Hay4YHO-MCTOPUYECKON IEHHOCTH U YTPATUBIIIKE MPAKTUUECKOE 3HAUCHHUE JOKYMEHTHI:

No No ontucu
(pu
BBIICTICHUH K
3aronoBok 8 No en. xp.
YHUUTOKEHUIO Cpoxu
nena 0 OTHCH
JIOKYMEHTOB Kon-Bo XpaHeHus
Ne WU Tomnbl (uHzEKC [Ipume-
. A IIPH MTOATOTOBKE el Xp. ¥ HOMepa
I/l | TPYINIOBOM o - YaHUS
JIeq K Tiepeiaue (mem) crarei
3aroJIoBOK HOMCHKJIa-
B apXUB IO MTePEUHIO0
JIOKYMEHTOB Type Jaen)
OpraHu3alui,
rpada He
3aIoJHSIETCS)
1 2 3 4 5 6 7 8
Hroro el. xp. (e, SJIEKTPOHHBIX JeI) 3a TOJIbI

(undpamu 1 MPONUCHIO)
Onucu Jen TOCTOSHHOTO XpaHEHUs 3a roAbl yTBepxkaeHbl ¢ LleHTpanpHOU
HKCHEpPTHO-MPOBEpOYHON Komuccued ApxuBHoro komutera Cankr-IlerepOypra (mpoTokoi
OT &« » 20 . Ne ).

(HamMeHOBaHUE JOJKHOCTH JIUIIA, (moamucek)

OTBCTCTBCHHOI'O 3a apXUB

(pacumudpoBKa MOIIUCH)

(mara)
COTI'JTACOBAHO YTBEPX/IEH
[IpoTokos DKCIEPTHON KOMHCCHH [{eHTpanbHOM 3KCIEPTHO-IPOBEPOUHON
TeppuropuaibHOU KOMHUCCUU APXUBHOIO KOMUTETA

n3bupareabHo Komuccuu Ne 42 Cankr-Ilerepbypra

oT No oT Ne



[Iponomxenue npunoxenus Ne 16

JIOKYMEHTBI B KOJTUYECTBE e/1. Xp. (Z1e, AIeKTPOHHBIX Je):
- Ha OyMa)KHOM HOCHUTEJIE BECOM KT CJIaHbI B

(HaMMEeHOBaHWE OPTaHU3AIIHH )

- Ha 3JICKTPOHHOM HOCHTCJIC CIaHbl HA YHUYTOXKCHUEC

(cT10c00 YHUUTOXKECHHS)

(HaMMEHOBAHUE JIOJKHOCTH JIMLIA, (moamuce) (pacumgpoBKa MOANCH)
C/IaBLIETO JJOKYMEHTBI)

(mara)

N3menenus B YUCTHBIC TOKYMCHTLI BHCCCHBI

(HaMMeHOBaHUE JOJDKHOCTH JUIIA, (moamuce) (pacurupoBKa MOITUCH)
BHECIIIECTO U3MCHCHUS B  y4YCTHBIC
JIOKYMEHTHI )

(mara)



[Tpunoxenne Ne 17
K MHCTpyKIMM 1O JeN0NPOU3BOACTBY
B TeppuropuanbHoi

n3buparenbHO KoMuccuu Ne 42

BHYTPEHHSA OITMCH JOKYMEHTOB JIEJIA

BHyTpeHHsI OTUCH TOKYMEHTOB Jiejia Ne

Perucrpanmonssiii Howmepa
Ne patl Jlara 3aroiaoBok P
HOMEp JIUCTOB [Ipumeuanus
n/n JIOKYMEHTa JIOKYMEHTa
JOKyMEHTa nena
1 2 3 4 5 6
Uroro: JIOKYMEHTOB
(g pamMu 1 MPOTUCHIO)
Kosim4ecTBo MMCTOB BHYTPEHHEW ONMKUCH JUT.

(tmudpamMu ¥ IPOIUCHIO)

(HaI/IMeHOBaHI/Ie JOJDKHOCTHU

JINIIA, COCTABUBIIICTO
BHYTPEHHIOIO OIHUCH
JIOKYMEHTOB JIeJIa)

(nata)

(moamnucek)

(pacumdppoBKa MOJIMUCH )




[Tpunoxenue No 18

K MHCTpyKIIMH 11O 1€70IIPOU3BOJICTBY

B TeppuropuanpHoi
n3bupareabHoi komuccuu Ne 42

JIMCT-3ABEPUTEJIb AEJIA

Jluct - 3aBeputens aena No

B nene noammTo ¥ mpoHyMEpOBaHO

(umdpa
¢ No o Ne

JucT(OB),
MU U TIPOTTUCHIO)

, B TOM YHCJIE:

JIUMTCPHBIC HOMCpa JINCTOB

MIPOIYIIIEHHBIE HOMEpa JIUCTOB

+ JINCTOB BHYTPEHHEW OMUCH

Ocob6eHHocTy (hU3MUECKOr0 COCTOSHUS Howmepa
1 hOpMHUPOBAHUS Jeia JMCTOB
1 2

(HamMeHOBaHUE JOJIKHOCTH ) (moamucek)

(mara)

(pacmm@poBKa MOANKUCH)




[Tpunoxenue Ne 19
K MHCTpyKIMH 110 AeIONPOU3BOACTBY
B TeppuropuanpHoi
n3bupareabHoi komuccuu Ne 42

D Ne
Omo. Ne
1. Ne

Cankr-IlerepOyprckoe rocyiapcTBeHHOE Ka3eHHOE YUpeKAeHne
«llenTpanbHblii rocynapcreennblii apxus Cankr-Ilerepoypra»

TEPPUTOPUAJIBHASA U3BUPATEJIBHASA
KOMMUCCHUS Ne 42

JAEJIO Ne Tom Ne

(3aroJIOBOK JieJia)

(kpaliHue JaThl)

Ha JUCTaX

XpaHHUTh

. Ne
On. Ne
. Ne




YTBEPXIAIKO
IIpencenarens
n30upareabHON KOMUCCHH

[Tpunoxxenune Ne 20
K MHCTpYKIIMHU IO AETONIPOU3BOJICTBY
B TeppuropuanpHoi
n3bupareabHoi komuccuu Ne 42

YTBEPXIAIO
Jupekrop
Cankr-IlerepOyprckoro rocy1apcTBEHHOTO
Ka3eHHOro yupexaeHus LlenTpaibHoro
rocyapctBeHHoro apxusa Cankr-IlerepOypra

[Toanuce Pacmdposka noanucu [Tonnuch Pacmmmdposka
MOAMUCH
[Teuarts [TeuaTs

Hara [ara

AKT

Ne
npreMa-fepe1ayd apXUuBHBIX

JIOKyMEHTOB Ha XpaHEHHUE
(ocHOBaHME NEepeIayun)
(Ha3BaHUe TepenaBaeMoro (GoH/a)
caai,
(HaMMEeHOBaHUE OpraHU3AIINH, ITepeAatoNIel JOKYMEHTHI)
MPUHSLIL

(HaMMEHOBaHUE OPraHU3alUY, IPUHUMAIOLIEH TOKYMEHTHI)

HpI/IHI/IMaCT Ha rocy1apCTBCHHOC XpaHCHUC JOKYMCHTHI 3a

u CHp&BO‘lHLIfI arrmapar
(romer)

K HUM:
Ne n/nt HasBanue, Homep KonmnuaecTBo 3K3eMILISIpOB Komnuectso | IIpumeuanus
OIHUCH OIHUCH JACJI, JOKYMEHTOB en. Xp.
1 2 3 4 5
Hrtoro npuHATO ea.xp.
(TM(paMu 1 IIPOINCEIO)
Ilepenauy npoussenu IIpuem npoussenu
JIOJDKHOCTB IMonmucs  PacmmgpoBka  JlomkHOCTB IToamuce PacmmgpoBka
MTOATIMCH HOATHNCH
Hara [ara
®oHay npucsBoeH Ne
W3meHenus B y4eTHbIE JOKYMEHTBI BHECEHBI
HanmenoBanue 10JKHOCTH IToamnuce Pacmm¢poBka noanucu

OTBCTCTBCHHOI'O 3a apX¥WB

Jara




