[Ipunoxxenue
YTBEPXX/JIEHA
peuieHueM TeppUTopUaIbLHOU
n3buparenpHO KoMuccuu Ne 41
ot 10 aBrycra 2026 roma Ne20-1

HNHCTPYKIMUA 11O AEJIOITPOU3BOACTBY
B TEPPUTOPUAJIbHOMN U3EUPATEJIBHON KOMUCCHH Ne 41

1. O0mue moJI0KeHuA

1.1. UucTpyKIud o JIEIIONIPOU3BOACTBY B TeppuropualibHOU
u3bupatenpHOii  komuccuu  Ne 4l  (mamee — MHCTpykmms) — ycTaHaBIMBaeT
HOpsAAOK pabOTBl € JOKYMEHTaMH, OCHOBHBIE IIpaBWJIa HX HOJITOTOBKU
u odopmienuss B TeppuTopuanbHON u30UparenbHOH Komuccuu  Ne 41
(maniee — TeppuTOpUATILHAS KOMUCCHS).

TeppuropuansHas KOMUCCHS BIIPaBE YTBEPKAATH TUIIOBBIE
W/WIA  TIPUMEPHBIE HMHCTPYKUIMH 1O JIEJOMPOU3BOJACTBY JJSi  y4aCTKOBBIX
N30UpaTEIbHBIX KOMUCCUH.

1.2. Unctpykuust pa3zpaboTaHa Ha OCHOBAaHUHU (PelepalibHbIX 3aKOHOB
ot 12 utons 2002 roga Ne 67-®3 «O0 OCHOBHBIX TapaHTHIX U30UpATENbHBIX MPaB
U TpaBa Ha ydactue B pedepennyme rpaxaaH Poccuiickoit ®Depepannm»
(manee — denepanpHblii 3aKOH 00 OCHOBHBIX TapaHTHUSX HU30MpaTeNbHBIX IPaB),
oT 22 okta0ps 2004 roma No 125-®@3 «O06 apxuBHOM Jnene B Poccuiickoi
®denepanuny, 3akoHoB CankT-IleTepOypra, NOCTaHOBICHUN U MHBIX HOPMATHBHBIX
akToB llenTpanpHO¥ M30upaTenpHOil Komuccun Poccuiickoit deneparuu (jranee —
UK Poccun), Cankrt-IlerepOyprckoil n3duparenbHOM KOMHUCCHM, PErjlaMeHTa
TEPPUTOPUAIBHOM  KOMHCCHH, C HCIOJB30BAHMEM IpUKa3oB Pocapxupa
or 22 mas 2019 roma Ne71 «O6 ytBepxknenuu [IpaBunm aenonpou3BoACTBa
B TOCYJApCTBEHHBIX  OpraHax, OpraHax MECTHOTO  CaMOYMpAaBIICHUSD,
or 25 nekabps 2020 roma Ne 199 «O6 yrtBepxkneHun MeToaudyecKux
peKoMeHJauuMii 1o pa3paboTKe  MHCTPYKUMHA  TO0  JEJONPOU3BOACTBY

B roCyAapCTBCHHBIX opraHax, opraHax MCCTHOTI'O CaMOYIIPABJICHUS,



2
or 31 wmrona 2023 roma Ne77 «OO6 yrtBepxkaenuun [IpaBun opranuzanuu

XpaHEHHs,  KOMIUIEKTOBaHMWS, y4yeTa W  HUCIOJIb30BaHUS  JOKYMEHTOB
ApxuBHoro  ¢ouma  Poccuiickoit ~ ®epepanum W APYIHX ~ ApPXMBHBIX
JOKYMEHTOB B T'OCYJAapCTBEHHBIX OpraHax, OpraHax MECTHOTO CaMOYIIPaBICHUS
n opranmzanusix», [OCT P 7.0.97-2025 «HauunoHaneHblid cTaHmapt Poccuiickoit
Geneparnu.  Cucrema  craHfaptoB 1o  uHpoOpmanmu, OUOIMOTEYHOMY
U u3AatelibckoMmy neny. OpraHu3aluoHHO-paclopsauTeNbHas JTOKYMEHTaIKS.
TpeboBanus k opopmiueHuto mokymeHToBy, [[OCT P 7.0.8-2025 «HarnmonanpHBIN
craunapt Poccuiickoit ®epepanuu. Cucrema CcTaHAapTOB MO HH(OpMaLMH,
OMOMMOTEUHOMY W HW3JIaTeIbCKOMY Aeny. Jlenonpous3BOACTBO U apXUBHOE JEIO.
TepMUHBI U OLIPEACIICHUSNY.

Pabota ¢ nokymeHTamu, coAepKalluMyd HH(POPMALUIO OTPAHUYEHHOTO
pacnpoCcTpaHEHHUsl, OCYLIECTBISIETCSI B COOTBETCTBUM C IOCTaHOBJICHHEM
[IpaButenbctBa Poccuiickoit ®denepaunu ot 03 HosOps 1994 roma Ne 1233
«O0 ytBepxknenun IlonoxkeHus o mMOpsAKEe OOpallleHuss CcoO  CIIyXeOHOU
uHboOpMalMe OrpaHMYEHHOTO pACHpOCTPaHEHUs B (enepalibHbIX OpraHax
VCITOJIHUTEJIbHOM BJIACTH, YIIOJJHOMOYEHHOM OPIaHe YIPaBJIEHUS UCIIOIb30BAHUEM
aTOMHOW PHEPrUU U YIMOJTHOMOYEHHOM OpraHe M0 KOCMHYECKON JesATeIbHOCTIY,
3a HCKJIIOYCHHEM JOKYMEHTOB, COJACpXKalIuX CBeACHUS 00 u3duparensx,
y4acTHHKax pedepeHayma, oOpamalmuxcsi B paMKax (QyHKIMOHUPOBAHUS
['ocymapcTBeHHOW CHCTEMBI perucTpanuu (ydera) wu30uparenedd, yJaCTHHUKOB
pedepennyma B Poccuiickoit deneparumu.

1.3. ITonoxxenust UHCTpyKIIMKM pacipOCTPAHSIOTCS HA OPTaHU3ALUI0 PaOOTHI
C JOKYMEHTAMHM HE3aBHUCHMO OT BHJA HOCUTENS, B TOM YHUCIE C AJIEKTPOHHBIMU
JIOKyMEHTaMH, BKJIIOYasl TOJTOTOBKY, PEruCTpaliio, MPOXOXKICHUE, XpaHEHUE
Y UCIOJIb30BaHUE JTOKYMEHTOB.

[Tonoxxenus MHCTpYKIIMU HE pacHpOCTPaHSIOTCS Ha OpraHU3aIUi0 pabOThI
C JIOKYMEHTaMHM, COJIepKalllUMH CBEJICHHUS, COCTABIISIOUIUE TOCYJIapCTBEHHYIO

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

OyXraJTepcKol JOKYMEHTAlMel paclpOCTPaHSIIOTCS Ha JaHHbIE JOKYMEHTbI
B YacTH OOIUX MPHUHITUIIOB PaOOTHI ¢ HUMH, & TAKXKE OPTraHU3AIMN TEKYIIErO
XpaHEHUs JIOKYMEHTOB M MOJATOTOBKM HMX K IEpeladye Ha apXWBHOE XpaHEHHUE,
C YY4eToM OCOOEHHOCTeM  OIOJPKETHOTO  3aKOHOJATENbCTBA,  HACTOSILEH
Wuctpykuuu, nabix HopMmatuBHbX akToB LUK Poccun, Cankr-IletepOyprekoii
n30MpaTeIbHOM KOMUCCHH, TEPPUTOPUATBHOM KOMHCCHH.

PaboTta ¢ qokyMeHTaMu MO OpPTraHM3alMM 3aKyMOK TOBAapoOB, pabOT U yCiayr
ocyuiecTBisiercas ¢ yuderom @DenepanbHoro 3akoHa oT S5 ampens 2013 rona
No 44-®3 «O koHTpakTHOM cucTeMe B cepe 3aKymoK TOBapOB, padOT, YyCIyT
JUIsi 00eCIieueHusl TOCYJapCTBEHHBIX W MYHHUIIUMIAIBHBIX HYXmD». OcoOeHHOCTH
OpraHu3alli JOKYMEHTOOOOpOTa, OTHOCSIIETOCS K OpraHU3allMd 3aKyHoK
TOBAapoB, pabOT H YyCHOyr, IMpaBuja TOJITOTOBKM U OQOPMIIECHUS TaKUX
JIOKyMEHTOB, a TaKke TMOpSAAOoK pPabOThl ¢ HHUMH MOTYT JOTIOJHUTEIHHO
YCTAHABJIUBATHCS COOTBETCTBYIONIMMHM HOpMmaTuBHbIMU akTamu [[MK Poccun,
Cankr-IleTepOyprckoit n30upaTelbHOW KOMUCCHUU, TEPPUTOPUATILHON KOMHUCCHUH,
MpUKa3aMHy MpeiceaTeliss TePPUTOPUaIbHON KOMUCCHH.

1.4. [lpaBmiia moAroToBKM W OGOPMIICHUST JOKYMEHTOB M TOPSIOK
paboThl ¢ HUMH, TOpeaycMoTpeHHble WHCTpyKiuen, oOs3aTeNbHBI I YJICHOB
TEPPUTOPUATHPHOM KOMHUCCUM U TOCYJAPCTBEHHBIX TPAXKIAHCKUX CIIYXKaIUX
amnmnapara TEppUTOPUAIBLHON KOMHUCCHUM (Jajiee — TPaKIAHCKUE CIIyKalllue)
W JUL, 3aMEIIAlIIMX  JOJKHOCTH, HE  SIBISIOMIMECS  JIOJDKHOCTSIMU
rOCyJJapCTBEHHOM TPa)KJaHCKOM CIIy»Obl, a TakXke JHI, MPUBICKAEMBbIX
0 TPaXKJaHCKO-IPABOBBIM JOTOBOPaM.

1.5. Benenue JEJIONPOU3BOACTBA TEPPUTOPHUAIBLHOU KOMHUCCHUH
OCYILECTBIISIET MPEACENATENb TEPPUTOPUAIBHOM KOMHUCCUM WM TPAKIAHCKUU
CIy)KalllMil anmapara TEeppPUTOPHAIBHOM KOMHUCCHUHM, Ha KOTOPOTO BO3JIOKEHA
GyHKIMS BEIEHHS JICJIONPOM3BOJICTBA B COOTBETCTBUM C JOJDKHOCTHBIM
perimaMeHToM  (nmanee — paOOTHHMK — amnmapara, OTBETCTBEHHBI 3a  BEICHUE

JIeJIONIPOM3BOJICTBA).
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1.6. PaboTHuku  ammapaTa,  NOCTYNHMBIIME HAa  TOCYJapCTBEHHYIO

rpaxgaHckyto  ciayk0y Cankr-IlerepOypra B anmapaT TeppUTOpPUATbHOU
KOMHUCCHH, TUOO Ha JOJHKHOCTH, HE SIBISIFOIINUECS TOJKHOCTSMU TOCYAapCTBEHHON
TPaXTAHCKOW CIIYy>KObI, a TakKe TpaxJIaHe, MpHUBJIEKaeMble IO TPakIaHCKO-
IIPaBOBBIM JIOTOBOPAM, JIOJDKHBI OBITh O3HAKOMIJIEHBI IMOJ MOJANHUCH C TEKCTOM
WucTpykunn ~ paOOTHHKOM — ammapara,  OTBETCTBEHHBIM 32  BEJCHHE
JEJONPOU3BOJICTBA.

1.7.B cmywae yxoma B OTIYCK, BbIe3[la B KOMaHIUPOBKY, OOJIC3HH,
YBOJBHEHHSI ~ HUCIOIHUTENS  JOKYMEHTOB  HEUCIOJHEHHbIE  JIOKYMEHTHI
10 MOPYYEHUIO MpEICeNaTeNsi TEPPUTOPUATIBHON KOMUCCUU TIEPENAIOTCS IPYTOMY
VICTIOJIHUTEIIIO.

1.8. 1enonpous3BOACTBO B TEPPUTOPUATIBHOM KOMHUCCHH OCYILIECTBIISIETCS
CpencTBaMu  MOACUCTEMBI  JOKYMEHTOOOOpOTa U  yIpaBieHUss HHU(PPOBBIM
KOHTEHTOM ['0CynapcTBEHHOM aBTOMAaTH3MPOBAHHOW cucTteMmbl Poccuiickon
deneparun «Beibope»  (manee — [1J]), a Takke ¢ HCIOIB30BAaHUEM JPYTUX
pPETUCTPALIMOHHO-YUETHBIX (PopM  (KapTOYHOW WM KYPHAJIBHOM CHUCTEMBI
pErucTpaluy JOKyMEHTOB).

Pabota B I1J] MOXET OCYIIECTBIATHCA KaK B 3aKPBITOM KOHTYpE, IOCTYI
K KOTOpOMY 4WIEHaM TEPPUTOPUAIBHON KOMHUCCHM M pabOTHUKaM ammapara
TEPPUTOPUAIBHON KOMMCCUU TPEIOCTABIAETCS B COOTBETCTBHUM C IPHUKA30M
npeacenaTens TePPpUTOPUAIBHON KOMHUCCUH, TaK U B OTKPBITOM KOHTYpPE, AOCTYII
K KOTOPOMY IIPENOCTaBIAETCS B COOTBETCTBUM C pacropsbkeHueM llpencenarens
UK Poccun, HopmatuBHbiMU akTamMu Cankt-IletepOyprckoit m3OuparenbHOU
koMuccuu 1o corinacoBanuto ¢ I{AK Poccuu.

B 3akpbITOM KOHType npeaycMoTpeHa o0pabdoTKa MEepPCOHANBHBIX JTaHHBIX
Y MHOM KOH(UAEeHIIUATbHOU HH(POPMAITUH.

JlokyMenThl, cogepxatuecs B [1/], MOryT ObITh MOAMKMCAHBI 3IEKTPOHHOU
MOANMUCHIO JOJKHOCTHOTO JIUIA.

Pabora ¢ noKymMeHTamMH TEPPUTOPUATIBLHOM KOMHCCHUH OCHOBBIBAETCSA

Ha MPUHIUIIE OHOKPATHOW PETUCTPALMH TOKYMEHTA.
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1.9. UHCTpyKIIMST M U3MEHEHUs] B HEE YTBEPKIAIOTCA PEIICHHEM

TEPPUTOpPUANIBHON KoMHUCCHMM mocie corjacoBanuss ¢ Cankr-IletepOyprekoit
n30UpaTeIbHON KOMUCCHUEH.

1.10. B MHCTpyKIMH HCHIOIB3YIOTCS CIEAYIOIINE TEPMUHBI U ONPEAEIICHHUS:

OJlaHK JOKYMEHTa; OJJIEKTPOHHBbIM IAa0JOH OlaHKa JOKyMEHTa — JIUCT
OyMaru WM OSJIEKTPOHHBIA MIAOJOH C PEKBU3UTAMH, HACHTU(UIUPYIOIIUMHI
aBTOpa O(PUIIMATBHOTO JOKYMEHTA, PACIIOJIOKEHHBIMU B OIIPE/ICTICHHOM HOPSAKE;

BHYTPEHHHMM OKYMEHT — JOKYMEHT, ITOATOTOBJICHHBI B TEPPUTOPHUAIBHOU
KOMHUCCHH, HE BBIXOSIIUI 32 €€ IPeIeIbl;

BXOJSILIMI JTOKYMEHT — JOKYMEHT, IIOCTYIHBIIMNA B TEPPUTOPUAIBHYIO
KOMUCCHIO;

(2JIeKTpOHHOE)  J1eJI0 — PU3MYEeCKU  000COOJIeHHasT WM JIOTMYECKHU
OIlpeziesieHHasl eMHULA KiIacCU(PUKAUU U CUCTEMATU3alUU B JOKYMEHTaJIbHOM
doHIIe TEPPUTOPHATIEHON KOMHUCCHH, BKIIOYAIOMIAsl TOKYMEHT WM COBOKYMHOCTh
JOKYMEHTOB, OTHOCSIIIMXCS K OJHOMY BONPOCY MJIM Y4YacCTKy JE€ATEIbHOCTH,
UMEIOIINX OJIMHAKOBBIA CPOK XPAHEHUS;

JEJIONPON3BOACTBO — COBOKYITHOCTh MPOIECCOB pPabOThI C JTOKyMEHTAMH,
BKJIFOYAsl JIOKYMEHTHPOBAaHHUE, JOKYMEHTOOOOPOT, OIEpaTUBHOE XpaHEHUE
Y UCIOJIb30BaHUE JJOKYMEHTOB B JI€ATEIbHOCTH TEPPUTOPUATBHON KOMHCCHH;

JOKYMEHT — 3a()MKCUpOBaHHAasl HAa HocutTene MHpopMalus C PEeKBU3UTAMU
W/WIM METaJaHHBIMH, [TO3BOJISIIOIIMMHU €€ UICHTU(UIINPOBATS;

JOKYMEHTaIbHBIH  (POHJ — COBOKYITHOCTh JOKYMEHTOB, 0Opa3yIOLIUXCs
B JICSITEILHOCTH N30MPATEIbHON KOMUCCHUH;

JOKYMEHTUPOBAHUE — CTAAUS KU3HEHHOIO LIMKJIA JOKYMEHTa, Ha KOTOpPOM
OCYIIECTBIISIETCS 3allUCh HMH(OpPMALMM C PEKBU3UTAMU W/WIM METAaJaHHBIMU
Ha HOCHUTEJIE 10 YCTAaHOBJIEHHBIM IIPABHJIaM B YCTaHOBJIIEHHOH (opMe;

JIOKYMEHTOO0OPOT — IBUKEHUE TOKYMEHTOB B TEPPUTOPUATHHON KOMHCCUU
C MOMEHTa MX CO3[JaHUSl WIM TIOJY4YEHUs JO 3aBEpIUICHUS HCIIOJHEHUs

WJIN OTIIPABKHU,
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AyOnuKaT JOKyMEHTA — MOBTOPHBIM SK3EeMIUISIp MOAJMHHUKA JOKYMEHTa,

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

KU3HEHHBIA [MUKJ JIOKYMEHTA — COBOKYITHOCTh CTaJHWil CYIIECTBOBaHUS
JIOKyMEHTa (JOKYMEHTHUPOBaHHOW HWH(pOpPMAIINK), HAYUHAS C €ro (ee) Co3maHus
JI0 YHUYTOKEHHUS;

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

HUCXOJAIINN JOKYMEHT — JOKYMEHT, OTIPABISAEMBbIA U3 TEPPUTOPHUATBHOU
KOMHCCUU;

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

KOIIHS JOKYMEHTa — TOKYMEHT, MTOJTHOCTBIO BOCIIPOU3BOISIINI
uH(OPMAITUIO TTOJIMHHUKA ¥ BCE €T0 BHEITHUE IPU3HAKH MW UX YaCTh;

HOMEHKJIaTypa JeJ — JOKYMEHT, COAEpXKallluii CUCTEMAaTU3UPOBAHHBIN
NepeyeHb 3aroJOBKOB J€J, CO3/1aBAa€MbIX B TEPPUTOPUAIBHON KOMHUCCUH,
C YKa3aHHEM CPOKOB UX XpaHEHUs, OPOPMIICHHBIN B YCTAHOBJICHHOM MOPSIKE;

HOPMAaTUBHBIE JOKYMEHTHI — COBOKYITHOCTh HMHCTPYKTHUBHBIX MAaTE€pUAJIOB,
PAaCCUMTAHHBIX Ha MOCTOSHHOE WJIM MHOTOKpPaTHOE JEHUCTBUE W COJEpKaIIuX
Kakue-11M00 HOPMBI, MpaBUiia, PeINUCaHus;

HOCHUTENh (JOKyMEHTUPOBAHHOW) WH(OOPMAIIMU — MaTePUATIbHBIA OOBEKT,
UCITIOJIB3yEeMbIN JIsl PUKCAIMH W XPAaHEHUS TOKYMEHTUPOBAHHON HHGOPMAIIHH;

obpamenue B (GopMe  DJIEKTPOHHOTO  JIOKYMEHTa — oOparieHue,
MOCTymnuBIIee B (OpPME SICKTPOHHOTO JOKYMEHTA C MCIIOJH30BAHUEM CTPAHUIIBI
opunmnanbHoro  cairta  Caskt-lIlerepOyprckoit  n30upaTeIbHOM  KOMHCCHUU
B HMH(QOPMALIMOHHO-TEIEKOMMYHUKAIIMOHHOW cetu «WHTepHeT» (nanee - ceTh
WuTepHer), mpeHa3HauYeHHON /711 HaIllpaBJICHUs OOpallleHUil B TEpPUTOPHATILHBIC
KOMUCCHU;

OTMETKa 00 SJIEKTPOHHOW TMOAMKUCH — PEKBU3UT JJICKTPOHHOTO JOKYMEHTA,

MOJITBEPIKIAOIIUN €TI0 NOAIMUCAHUE AJICKTPOHHOM MOAMUCHIO;
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opUIMANTBHBIA JTOKYMEHT — IOKyMEHT, KOTOPBIM CO3/1aeTcs, 3aBepsiercs,

BBIZIACTCSI B YCTAHOBJICHHOM 3aKOHOM WJIM MHBIM HOPMAaTHUBHBIM aKTOM IOPSIKE
OpraHoOM TOCYJapCTBEHHOM BJIACTHU, MHBIM I'OCYJApPCTBEHHBIM OPraHOM, OPIaHOM
MECTHOTO CaMOYINpPABJICHUS WM HWHOM  YIOJHOMOYEHHOM OpraHM3aLuei,
YIIOJIJHOMOYEHHBIM JOJDKHOCTHBIM JINLIOM U YAOCTOBEPSET IOPUANYECKU 3HAUMMbIC
(bakThI;

oopmIIeHHE JIOKyMEHTA — IPOCTABJICHUE HA JIOKYMEHTE HEOOXOIUMBIX
PEKBU3UTOB;

oOpailileHue B NMUCHbMEHHOW (hopMe — HaNpaBICHHbIE B TOCYIapCTBEHHBIN
OpraH, OpraH MECTHOI'O CaMOYIIPaBICHUS WM  JOJDKHOCTHOMY  JIMILY
B MUCbMEHHOU (hopMe MpeIoKEHUE, 3asiBICHHUE WIH Kanooa;

IUCBMO — 00OOIIEHHOE Ha3BaHUE PA3JINYHBIX 10 COJEPIKAHUIO TOKYMEHTOB,
CIIy KallluX CPeACTBOM OOLIEHMS MEKIY OpraHU3alUsIMU, IPaKIaHAMM;

MO/UIMHHUK  JTOKYMEHTa — IIEPBbIA  WJIM ~ €AWMHCTBEHHBIM  3K3EMILLIP
JNOKYMEHTA;

MOPYYEHUE — JOKYMEHT, MPEANUCHIBAIOIINN BBIIIOJIHEHHE TE€X WIH HHBIX
3aJaHH;

pEerucTpalMoHHO-yUYeTHas KapTouka gokyMeHTta (jganee —PYK) — dopwma,
UCIIOJIb3yeMasl ISl 3alMCH CBEICHHW O JOKYMEHTE B LEISIX ydeTa, IOMCKa
Y KOHTPOJISl, CO3JaBaeMasi Ipy PErUCTPALIMU JOKYMEHTA € Ucnojb3oBanuem 11/1;

pEeTUCTpallMOHHO-yueTHasi (opMa — CUCTEMa PErucTpaliy, HCIOJIb3yeMas
B TEPPUTOPHUAIBHON KOMHCCUU Tpu peructpanuu gokymeHTtoB (111, xaprouku
WIH JKypHA);

perucrpaurs JOKYMEHTA — 3alliChb  YYETHBIX JAaHHBIX (METaJaHHBIX)
0 JOKYMEHTE MO YCTaHOBJIEHHOM QopMme, Qukcupyromas (paxT ero co3gaHusl,
OTHPABJIEHUS WM TOJYYEHHS, U NPUCBOEHUE €MY DPETHCTPALMOHHOTO HOMEpa
Y J1aThl;

PEKBU3UT JOKYMEHTAa — CTPYKTYpHass 4YacTb MW JJIEMEHT O(OopMIIeHUsS
JOKYMEHTa, CIYyXallui i1 WIACHTUQUKAIMK JOKyMEHTa M cojepraliencs

B JIOKyMeHTE NHGOpMAIIHH;
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CHUCTEMa JJIEKTPOHHOTO JOKYMEHTOO0OOpOoTa — MH(OpPMALMOHHAs CHUCTEMA,

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

CKaHUPOBAHUE JOKYMEHTA — MOJyUeHHUE JIEKTPOHHOTO 00pa3a TOKyMEHTa;

Clly’)keOHasi 3aluCcKa — BHYTPEHHUH JTOKYMEHT, aJpPECOBAaHHBIA OJHOMY
JOJKHOCTHOMY JIUIYYy TEPPUTOPHATIEHOM KOMUCCHH APYTUM JOJDKHOCTHBIM JTUIIOM
TEPPUTOPUATBHON KOMHUCCHMM M COJEpXKallUi  OOCTOSTETbHOE M3JI0KEHUE
KaKoro-jan0o BOIpoca ¢ BIBOJAMH U MPEATIOKEHUSIMU COCTABUTES,

CPOK HCIOJHEHHUs JOKYMEHTa — CpPOK, YCTAHOBJIEHHBIH HOPMAaTUBHBIM
IPaBOBBIM aKTOM, OPraHU3aUOHHO-PACTIOPAAUTEIILHBIM JOKYMEHTOM, YKa3aHUSIMU
10 UCIIOJIHEHUIO JJOKYMEHTA WM OPyUEHUEM;

yKa3aHUs 10 MCIIOJHEHHUIO TOKYMEHTa — PeKBU3HT, COCTOSALINMA W3 HAAMNUCU
Ha JIOKyMEHTE WJIM Ha OTIECIBbHOM JIUCTE€ YCTAaHOBJIEHHOW (OPMBI, ClIeTaHHON
JOJKHOCTHBIM JIUIIOM;

yuyeT  JIOKyMEHTOB — (pukcanuss  ¢akrta  MOIy4eHUS  JIOKyMEHTOB
0€e3 MpoCTaBlIEHUSI HA HUX PETUCTPAIIMOHHBIX ITAMIIOB;

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

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

AIIEKTPOHHAS MOANUCH — UH(OpMaIHsI B AJIEKTPOHHOU dopMme, TpeOOoBaHUs
KOTOPOIl yCTAaHOBJICHHl HOPMATHBHO, TpEAHA3HAYCHHAs JUIsI TOIMHCAHUS,
COIJIacOBaHUs (BU3UPOBAHMS) M YTBEPKACHUS dJIEKTPOHHBIX JOKYMEHTOB;

AIIEKTPOHHBIN JOKYMEHT — JOKYMEHTHUPOBaHHasI uH(popMaLus,

IpEJICTaBICHHAS B AIEKTPOHHOU (hopMme;
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ANIEKTPOHHBIN JTOKYMEHTOOOOPOT — JOKYMEHTOOOOPOT C HCIOIh30BAHUEM

aBTOMATHU3UPOBAHHONW HWH(POPMAIIMOHHOW CHUCTEMBI (CHCTEMBI 3JIEKTPOHHOTO
JIOKyMEHTO000pOTA);

ANIEKTPOHHBIH  00pa3  JOKyMEHTa — DJICKTPOHHAs  KOMHUS  JOKyMEHTAa,
W3TOTOBJICHHASA Ha OyMa)KHOM HOCHTEJIC,

ANIEKTPOHHBIM  MA0JOH  OJIaHKa  JOKyMEHTa — CM. TEpPMHUH  «OJIaHK
JTIOKYMEHTa).

2. IIpuem, perucTpanusi ¥ NPOX0KIeHHUE MOCTYNAIIHUX JOKYMEHTOB

2.1. JIOKyMEHTbl B TEPPUTOPUAIBHYI0 KOMHUCCHUIO JOCTABIISIIOTCA 4epes
oTJeNieHne CBs3M (MOUTOM, TenerpadHoi CBS3bIO), opraHamu (eaepaabHON
denpaberepckol CBsI3U, CHEIUANIbHOW CBS3bIO, HAPOYHBIM MM TEPENAr0TCs
Ha JINYHOM MIPHEME IPaXkIaH.

JIOKyMEHTBI MOTYT TIOCTYIIaTh B TEPPUTOPHAIbHYIO KOMHUCCHIO CPEJICTBAMH
ITJ1, ¢akcuMuIbHONH CBS3BIO, DJIGKTPOHHOM TouTOM B cetw HHTepHeT
(mpeAHa3HauY€HA HWCKIIOYUTENBHO MJI CIY>KEOHOW KOPPECHOHIIEHIIMHU), Yepes3
pazaen «OnekTpoHHas (opma oOpaimieHus» Ha  OQUIHUAIBHOM  CaiiTe
Cankr-IletepOyprckoit  u30upaTeibHOM  KOMHCCMH B ceTu  VHTepHeT,
peIHa3HAYCHHBIN JIsI HATIPABJICHUS OOPAIICHUN B TEPPUTOPHATHHYIO KOMHUCCHIO.

2.2.Ilpuem, mnepBuuHass o0OpabOTKa W perucTpanus IMOCTYHAOIINX
JOKYMEHTOB TPOMU3BOAATCS MpejacenaresieM (CeKpeTapeM) TeppUTOpUaIbHON
KOMHUCCUM WU  PaOOTHUKOM  ammapara, OTBETCTBEHHBIM 32  BEJICHUE
JIeJIONPOU3BOACTBA ¢ Hcnodb3oBanueM [1]1, m1bo KypHalbHON perucTpaluoHHO-
yaetHoH  (opmbr  (mpmwnoxenue Ne 1) exemHeBHO B 4Yachkl  palOThHI
TEPPUTOPHATBHON KOMHUCCHH, KPOME BBIXOAHBIX U HEPAOOUHMX MPA3THUIHBIX JTHEH.

[Topsimok TONMydeHHWsT W PETHCTpPAllMKd JOKYMEHTOB IIOCJIE€ OKOHYAHUS
pabouero HsA, B BBIXOJAHBIE W Hepabouue TMpa3gHUYHBIC [HU, B TEPUOJ
MOJATOTOBKM W TIPOBEICHUS M30MPATECNIbHBIX KaMIaHWK  yCTaHaBIMBACTCS
npeaceaaTreaeM TepPUTOPHAIBHON KOMHCCHM JIMOO OMNpENeNseTcs perieHueM
TEPPUTOPUAIIBHON KOMUCCHUMU.

2.3. IloctynuBmre JOOKYMEHTBI NOAPA3ACISIOTCS HA PETUCTPUPYEMBbIE
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N HC IMoajcKamue perucrpannu. HepequL HOKYMCHTOB, HC MOIJICIKAIINX

perucTpanvu, ONpeacsieH B IpUIoKeHnH Ne 2.

2.4.1lpu BCKpBITHM KOHBEPTOB, JOCTAaBJICHHBIX OpraHamu ¢eaepaabHOU
dbeapaberepckoil  CBSI3M, CIENUATBHOM CBS3bIO, IO TIOYTE WM HAPOUYHBIM
MIPOBEPSIOTCS MPABWIBHOCTh APECOBAHUS, KOMIUIEKTHOCTh U LIEJIOCTHOCTH
JOKYMEHTOB, HaJIW4ME IIPUIIOKECHUM, CBEPSETCA COOTBETCTBHE HX HOMEPOB
YYETHBIM HOMEpPAM, YKa3aHHbIM Ha KOHBEpTax. HemnpaBuibHO aIpecOBaHHBIC
U OIIMOOYHO BIIOKEHHBIE JOKYMEHTHI HE PEruCTPUPYIOTCS, MEPeChUIaloTCs
110 HA3HAYEHUIO WJIM BO3BPAILAIOTCS OTIPABUTEIIIO.

2.5. Ecniu npu BCKPBITHM KOHBEpPTa OOHAPYKEHO OTCYTCTBHUE JOKYMEHTOB
WA UX OTIEJbHBIX JIMCTOB, IPWIIOKEHUHN, TOBPEKIACHUE JIOKYMEHTOB
WM HECOOTBETCTBME HOMEPOB JIOKYMEHTOB HOMEpaM, yKa3aHHBIM HAa KOHBEPTE,
npexacenarenaeM (CekperapeM) TEeppUTOPUATBHONM KOMHUCCHMU WM PabOTHUKOM
arrapara, OTBETCTBEHHBIM 3a BEICHME JEJIONPOU3BOJCTBA COCTABISAETCS AaKT
yCTaHOBJIEHHOM  (opMbl B  JBYX OK3emIusipax  (mpumnoxkenue  No 3).
OauH HK3eMIUIAp aKTa TOCBUIAETCS OTIPaBUTEN0, JAPYroil mpuoOdIaercs
K MIPUHSITHIM JTOKYMEHTaM.

Ha o00opoTHO# CTOpOHE MOCIEAHEro JIMCTa MOBPEXKICHHOIO JOKYMEHTa
B IPABOM HHKHEM YTIIy JEIAETCA OTMETKA «/JOKyMEHT NOJIy4eH B TOBPEKICHHOM
BUJIEY.

2.6. KoHBEpTHI OT NOCTYNHUBIIKX JOKYMEHTOB HE YHUYTOXKAIOTCS B CIIyYae,
€CJIM TOJIBKO IO HUM MOHO YCTAaHOBHUTBH aJpEC OTIPABUTENA, AATy OTIPABKHU
U TIOJIyYEHHUS TOKYMEHTOB, €CJIM OHU COAEPKAT TOKYMEHTBI, KOTOPBIE MOCTYIHIIN
n3-3a npenenoB teppuropun Poccuiickonn deaepannu, U3 Cyl10B, CIEACTBEHHBIX
OpraHoB, JIMOO JIOTOBOPBI, MPETEH3UM, HWCKOBBIC 3asBJICHUSA, JOKYMEHTHI,
CBSA3aHHBIE C pa3MEIlEHUEM 3aKa30B Ha MOCTAaBKU TOBApPOB, BBINOJIHEHHE PaloT,
OKa3aHue yCIyrT JUIs TOCYAAPCTBEHHBIX HYX.

2.7. Ilaketsl ¢ moMeTKOM «JIM4HO» TepenaroTcs aapecaTtaM B 3aKpPHITOM

BUAC 110 ITOAITHCH.
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2.8. 1lpu peructpauvu NOCTYNHBIIETO JOKYMEHTa B PETUCTPALMOHHO-

y4eTHOM (opMe 0043aTeIbHO BBOASATCS CIEAYIOIINUE PEKBU3UTHI: HCXOISAIINN
HOMEpP JOKyMEHTa W JaTa, JIaHHbIE O KoppecmoHaeHTe (ampecaHTe) (dhammus,
UM, OTYECTBO (IpU HaNU4UM) (U3MYECKOTO JIMIa WIM HAaHMMEHOBaHUE
OpraHM3alM), KpaTKOE COAEpXKAHUE JTOKYMEHTA, & TaKXKE KOJMUYECTBO JIMCTOB
OCHOBHOI'O JIOKYMEHTa W JIMCTOB IPUJIOKEHUS, KOJIMYECTBO 3K3EMIUIIPOB, BHJ
nocraBkd. Ilpuw  permcTpamuu  BXOZALIETO  JAOKYMEHTA  JI€JacTCsl  CBA3KA
C UCXOJSLIUM JOKYMEHTOM, Ha KOTOPBIH 1aeTcs OTBET (€CJIM TAKOBOW UMEETCH).

IIpn ocymecTBieHnn perucrpauuu cpeacrsamu 11/] Ha nuueBou cTopoHe
IEPBOrO JINCTA 3apPETUCTPUPOBAHHOTIO JIOKyMEHTa Ha OyMa)XHOM HOCHUTEIIE,
KAaK IPaBWJIO, B IPAaBOM HM)KHEM YIUIy NPOCTABIIAKOTCA PETUCTPALIMOHHBIA HOMED
Y J1aTa, a TAK)Ke IITPUX-KOJ C YKa3aHUEM HAaMMEHOBAaHUs OpPraHU3aluu.

Ecnu mpocTtaBineHue perucTpaMOHHOIO HOMEpa 3aTpyNHSET IPOYTCHHE
TEKCTa JOKYMEHTa, B TaKOM CiIy4a€ BXOJMIUMHA HOMEpP IIPOCTABIAETCA
B CBOOOJHOM OT TEKCTa YIJIy Ha JIMLEBOM CTOPOHE NEPBOIO JMCTA JTOKYMEHTA,
a IITPUX-KOJI MPOCTABIIAECTCS IPU HATMYUU TEXHUYECKONU BO3MOKHOCTH.

IIpr oOcymecTBIEHMM PETUCTpAld B APYTOM PErucTpalMOHHO-YYETHOU
(opMe PpErucCTpallMOHHBI IUTAaMI C YyKa3aHMEM BXOJALIET0 HOMEpa, JaTbl
perucTpauuy IMpOCTaBIAECTCS, KaK IPAaBWIO, B IIPABOM HIKHEM YIUIy JIMLIEBOU
CTOPOHBI IIEPBOTO JIMCTA 3apPETUCTPUPOBAHHOIO JNOKyMeHTa. [Ipu HeoOxoaumocTu
YKa3bIBAETCSI BPEMSI PETUCTPALMM (4achl U MUHYTBHI), a TAK)KE BXOJSIIUA HOMED
JOKYMEHTA Ha IPUJIOKEHHUH.

Ha xonmu noxymeHTa BXOISAIIMN HOMED MPOCTABIISIETCS B IIPABOM HM>KHEM
yIIIy JTULEBOW CTOPOHBI IIEPBOTO JIMCTA.

Hymepanuss mnocTynuBIIMX JOKYMEHTOB OCYINECTBIIIETCS B IIpeleiax
KaJICHJAPHOIO IroJ1a.

K mnoBTOpHBIM JOKyMEHTaM MpUKIaAbIBaeTCs HHPOpMalus O paHee
IIOCTYIIMBIIKMX JTOKYMEHTax M Pe3yJIbTaTax MX HMCIOJIHEHUs, KOTOpas IeperaeTcs

OTBCTCTBCHHOMY 3a UCIIOJIHCHUC.
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[Ipu peructpauuu noxkymeHTa Ha OymaxkHoMm Hocutene B I/l on moxer

ObITh OTCKaHMpOBaH, a 3aTeM K PYK MokeT ObITb NpPUCOEIUHEH AJIEKTPOHHBIN
o0pa3 TO0KyMeHTa U MPUIIOKEHUs K HeMy B popmate pdf.

ITocie peructpaunu cpencreamu [IJ[ mocTynmuBmIEro 3JIEKTPOHHOTO
JOKYMEHTa, B TOM YHCJI€ W3 BBILIECTOSALIEN M MHON M30MpaTeNbHON KOMHUCCHH,
OH MOKET OBITh pacrieyaTaH Mpu HEOOXOAUMOCTH.

2.9. 3aperucTpupoBaHHbIE JOKYMEHTBhl PacCMaTpUBAIOTCS IpecenaTesieM
TEPPUTOPUAIBHOM  KOMHCCHUH,  3aT€M  I[OCJI€  TIEPEHECEHMs]  yKa3aHUus
[0 HUCHOJHEHHUIO JIOKyMEHTa B PEruCTPalMOHHO-YYETHYIO (opMy MepenaroTcs
UCIIOJTHUTEIISIM.

IIpu perucrpauun noxkymentoB B IIJI paccmoTpeHme mpencenarenem
TEPPUTOPUAIBHON KOMHUCCUM JOKYMEHTOB M HAIIPABJICHUE HX HCIHOJHUTEISAM
B 2JIEKTPOHHOM BHJE MOXKET OCYILECTBIAThCS cpenctBamu I1J] 6e3 opopmnenus
KONUM Ha OyMa)KHOM HOCHTEJIE.

2.10. UcnosHEeHHBbIE JTOKYMEHTBI CIMCBIBAIOTCSI B JIE€J0 IpeAcenaTesIeM
TEPPUTOPUAIBHOM KOMHCCHM M TOMEIIAITC B IO B  COOTBETCTBUU

C HOMEHKJIATYpPOH AEJ TEPPUTOPUATBHON KOMHUCCHUH.

3. OcHoBHBIE TPEOOBAHUSA K NOATOTOBKE U 0(pOPMIIEHHIO JOKYMEHTOB

3.1. JlIokyMeHTBI,  cO3/JaBacMble B  TCPPUTOPHAIILHOH  KOMHCCHH,
obopMIIsitOTCST Ha OJIaHKaX, Ha CTaHAAPTHBIX JWcTax Oymaru Qopmara A4
(210 x 297 mm) unmu AS (148 x 210 Mm) G0 B BUJE AJIEKTPOHHBIX JOKYMEHTOB
Y JIOJDKHBI IMETh YCTaHOBJICHHBIN COCTaB PEKBU3UTOB.

3.2. JIokyMeHTbI OQOpMIISIOTCST Ha TPOJOJIbHBIX JIMOO YTJIOBBIX OJIaHKaX
YCTAaHOBJICHHOW (POPMBI, HM3TOTOBJCHHBIX THUITOTPA()CKUM WU KOMITBIOTEPHBIM
criocobom (npusnoxkeHue Ne 4).

B TeppuTopuanbHOil KOMHCCHM MOTYT OBITh YCTAHOBJICHBI CIIEIYIOIIHNE
BHUJIbI OJIAHKOB:

OJIaHK MPOTOKOJIA 3aCeIaHUs TEPPUTOPUATHLHON KOMHUCCHH;

OJIaHK pelIeHUsI TEPPUTOPHATILHON KOMUCCHUU;
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OJaHK MpHKa3a mpeaceaaTess TePPUTOPHATEHON KOMUCCHUY;

OJIaHK [TMCbMa TEPPUTOPUATIEHON KOMUCCHUU.

3.3.Ilpy moAroToBke IOKYMEHTOB C mpuMeHeHueMm I/ wucmomb3yrorcs
AIIEKTPOHHBIE  IIA0JIOHBI ~ OJIAHKOB  JTOKYMEHTOB, KOTOpbIE pPaBHO3HAYHBI
Y UJEHTUYHBI 110 COCTABY PEKBU3UTOB, MOPSAAKY UX PACIIONOKEHHS U TapHUTYpaM
mpugTa 6J1aHKaM JOKYMEHTOB Ha OyMa)KHOM HOCHTEJIE.

3.4. lokyMeHTbl OQOpPMIISIIOTCS B COOTBETCTBUUM C TpeOoBaHUSAMU
K JOKyMEHTaM, U3rOTOBJIIEMBIM C IIOMOIIBIO MTeYaTAIOIINX YCTPOUCTB, U K (ailinam
TEKCTOBBIX JIOKYMEHTOB (Tpuitoxkenue Ne 5).

3.5. Ilpu nmoaroroBke u OQOPMIIEHUH JOKYMEHTOB JOJDKHBI COOJIIOIATHCS
npaBuiia OpOPMIICHUS PEKBU3UTOB, U3JI0KEHHBIE HIXKE.

3.5.1. Ha Onankax nokymeHTOB mnowmeriaetcs rep0 Cankt-IlerepOypra.
[Tops ok U3TOTOBJICHMUS, UCIOJIb30BaHUS u XpaHEHUs 0JIaHKOB
¢ BocmpousBeaeHueM repba Cankt-IlerepOypra ycranaBiauBaeTcsi 3aKOHOM
Canxkr-IletepOypra ot 23 ampens 2003 roga Ne 165-23 «O neraqbHOM ONMKMCaHUU
odunmansHeix cuMBoJIOB CaHkT-IleTepOypra u mopsake ux UCIOIb30BAHUD.

KoHTpob 3a npaBHIIBHBIM HCIIOIB30BAaHHEM OJAHKOB M MX COOTBETCTBUEM
YCTAaHOBJIEHHBIM 00pa3liamM OCYILIECTBIISIETCA IIpelceaaresieM TEeppUTOPUAIBLHON
KOMHUCCMM U  pabOTHUKOM  ammapara, OTBETCTBEHHBIM 32  BEJCHHUE
JIEJIONPOU3BOICTBA.

3.5.2. HaumeHnoBanue n30MpaTeabHON KOMUCCHH.

HaumenoBanue wu30upaTenbHOM KOMHUCCHMU yKa3bIBaeTCs Ha OiaHkax
B COOTBETCTBUU ¢ penieHneM CaHkT-IleTepOyprckoi n3oupaTebHON KOMUCCHHU.

3.5.3. CnpaBouHble JaHHbBIE 00 U30UPATEIBHON KOMHCCHHU.

CrpaBouHBIE JlaHHBIE O TEPPUTOPUAIBHOM KOMHUCCHUM YKa3bIBalOTCS
B 0J1aHKaX MHUCEM, HallpuMep:

np. Crauexk, 1. 18
Cankrt-IlerepOypr, 198095
Ten. (812) 417-66-16, ®akc (812) 417-66-16
tik41.spbik.spb.ru
OKIIO 44175864, OI'PH 1207800058608;
WHH/KIIIT 7805765622/780501001
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3.5.4. HaumeHOBaHME BUIA JOKYMEHTA.

HavmMenoBanve Buaa JOKyMEHTa YKa3bIBaeTCs Ha BceX OJIaHKax
W3/1aBa€MbIX JOKYMEHTOB (ITPOTOKOJI, PEUIEHUE U T.1.), 32 UCKIIOYEHUEM MHCEM.

3.5.5. Jlata nokymeHTa.

JlaTon HOKyMEHTa SIBIIETCS aTa €ro MOANUCAHWS, YTBEpkKAcHUsA. JlaTou
MIPOTOKOJIA SIBJISICTCS AaTa 3aceaHus, a aKTa — JJaTa COOBITHSI.

JIOKyMEHTBI, W3IaHHbIE JBYMS WU 00Jiee OpraHu3alMsIMU, JOHKHBI UMETh
olHYy (eAuHYyI0) JaTy, COOTBETCTBYIOIIYIO JaTe€ MOJNUCAHUS JOKYMEHTa
MOCJICTHAM JIOJKHOCTHBIM JIUIIOM.

JlaTy nokyMeHTa oQopMIISIIOT apaOCKuMu udpaMu B MOCIEI0BATEILHOCTHU:
JIeHb Mecsla, Mecsll, Toa. Jlenp Mecsaia u mecsi ohOpMIIIIOTCS ABYMsI IMapaMu
apabckux 1nudp, pa3aeeHHbIMU TOUYKOM, rOJl — YeThIpbMs apaOckuMu Hudpamu,
HaIpuMep:

17.01.2025
JlommyckaeTcsi clioBeCHO-ITUGPOBOI crtocod 0hopMIICHUS IaThl, HATPUMED:

09 stuBaps 2025 r.

3.5.6. PeructpaiinoHHbIil HOMEDP TOKYMEHTA.

JUis BXOAAIIMX M MCXOAAIIUX JIOKYMEHTOB, OOpallleHud — MHIEKC Jela
110 HOMEHKJIATYPE U, YEPE3 KOCYI0 YEPTY, MOPSAAKOBBII HOMEP JOKYMEHTA.

Perncrpanvonsslii HOMEP JOKYMEHTA, W3JaHHOTO COBMECTHO, COCTOHUT
u3 pa3IeIeHHBIX KOCOM 4epTon PEruCTPallMOHHBIX HOMEDOB,
IIPUCBOCHHBIX OpPraHU3aldsAMM — aBTOPaMH  JTOKYMEHTa M  PacCIOJIOKEHHBIX
B IOCJIEJIOBATEIbHOCTH, COOTBETCTBYIOIIEH O00O3HAYEHUI0 HAUMEHOBAHUMN
OpraHM3alyi B 3ar0JJ0BOYHON YaCTH JOKYMEHTA.

3.5.7.Ccplnka Ha pPErHCTPALMOHHBIA HOMEP M JaTy HOCTYIHMBILIErO
JOKYMEHTA.

Ccblika Ha pPETMCTPAlMOHHBIA HOMEpP M ATy IMOCTYNMBILIETO JTOKYMEHTA
BKJIFOYAETCSI B COCTaB PEKBU3UTOB OnaHka mnucbMma. CcbUIKa MpPOCTaBISIETCS

HUCIIOJTHUTEIJIEM IIPU ITOATOTOBKEC ITMCbMAa-0TBETA.



15
3.5.8. Mecto coctaBieHus (U34aHusA) JOKYMEHTA.

MecTto cocraBieHus (M34aHMsA) JOKYMEHTa YKasbplBaeTcsd Ha OJlaHKe
KOHKPETHOTO BHJa JOKyMeHTa. B 0OmaHkax muceM CBEIEHUSI O MecTe
CO3MaHUA JIOKyMEHTa cojepkarcsi B pekBusuTe «CrpaBoyHbIe JlaHHBIC
00 n30upaTeIbHON KOMUCCUY.

[Ipu mpOIOIBEHOM PACTIONOKEHUH PEKBU3UTOB OJAHKA MECTO COCTABIICHUS
WIM W3JaHusl JOKYMEHTa YKas3blBa€TCd B CEPEIMHE CTPOKM MEXIy JaTou
U PETUCTPALMOHHBIM HOMEpPOM JIOKyMEHTa, a IMpH YIJIOBOM PAaCIOJIOKEHUU
PEKBU3HUTOB — [10/] JAaTOW M PETUCTPALIMOHHBIM HOMEPOM JOKYMEHTa, OT Kpas
JIEBOTO IOJIS.

3.5.9. I'pud (momeTka) 06 OrpaHUYCHUH JOCTYyNA K JIOKyMEHTY.

[IpocraBnsercs Ha  JIOKyMEHTax, CoJIeprKalInX UH(pOpMAaIUIO
OTPAaHUYEHHOIO PACIPOCTPAHEHMSI, KAaCaIOLIYIOCs JEATEIbHOCTH OpraHu3alui,
OFPaHUYEHUS] HA  PACHpPOCTPAHEHUE  KOTOPOM  JAMUKTYIOTCA  CIY>KEOHOM
HEOOXOJUMOCTBIO, a TaKKe MOCTYNMBIIAS B TEPPUTOPHAIBHYI0 KOMHUCCHUIO
HECeKpeTHas HHGopMaIus, IOCTyH K KOTOPOH OrpaHHYeH B COOTBETCTBUU
¢ dhemepaabHBIMA 3aKOHAMM.

[TomeTka Ha JOKYMEHTaX, COAepXalux HWH(HOPMAIUI0 OrPaHUICHHOTO
pacnpocTpaHeHus1, uMeeT Bua « s cimyxeOHoro noiaszoBanusy (fganee - J1CID).

[TomeTka TPOCTaBISIETCS B BEPXHEM IPAaBOM YIJIy JHUIEBOM CTOPOHBI
NEPBOIO JHUCTA JOKYMEHTA OT I'PAHUIbI BEPXHETO MOJIS.

3.5.10. Anpecar.

PexBu3uT «Ampecar» pacrnoyaraetcs Crpana moj peKBU3UTaMH OJIaHKa.

JIOKYMEHTBI apeCyIOTCsl B OpraHU3alii, UX CTPYKTYpPHbIE MOApa3IeICHHUs,
JIOJDKHOCTHBIM JIMIIAM WJIM TpakJaHaM T[IpH OTBETe Ha WX OOpalleHus.
HammeHoBaHMsSI OpraHM3allii W CTPYKTYPHOTO TIOJApa3AelieHUs] yKas3bIBAIOTCS
B UMEHUTEIILHOM MaJIeXKe, HallpuMep:

AnmunaucTtpanusa Kuposckoro paiiona
Cankr-IleTepOypra
IOpunnueckuii otaen
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Ecmn AOKYMCHT apCCyCTCia JOJDKHOCTHOMY JIMIY, HAWMMCHOBAHHC

OpraHu3alnuu yKa3bIBACTCsA B MMCHHUTCIBHOM IIaACKE, a NOJDKHOCTL H q)aMI/IJ'II/IH

— B 1aTCJIBbHOM. HpI/I 9TOM MHHUIHAJIbI YKA3bIBAOTCA IMOCJIC CbaMI/IJII/II/I, HarpuMmcep:

A nvmunuctpanus Knposckoro paniona
Cankr-IletepOypra
HauaneHuky o6miero otaena

NBanosy H.II.

Ecnu JOKYMEHT aapecyercs PYKOBOJMTEITIO OpraHu3aluu
WIM €ro 3aMECTUTENI0, HAaUMEHOBAaHUE OPraHu3aluy JIOJDKHO  BXOJUTH
B HAMMEHOBAHME JIOJKHOCTH a/ipecara, Hapumep:

3amecTuTelno gupekTopa Beepoccuiickoro
Hay4YHO-HUCCJIEI0BATENbCKOTO HHCTUTYTA
JIOKYMEHTOBE/ICHUS U apXUBHOTO Jiefia

Cwmupnosy I1LI1

Ecim  nmoxkymeHT ajpecyercss OpraHu3ali, CHayalga yKa3blBAeTCs

€€ HaMMEHOBAHME, 3aT€M TTIOUYTOBBIN ajipec, HAIPUMED:

[{enTpanbHas n3duparenbHas KOMUCCHUS
Poccniickon @enepanun

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

JlommyckaeTcsi LIEHTpUPOBAaTh KaXAYH CTPOKY peKBU3UTa «Ajpecar»
10 OTHOIIEHUIO K CAaMOW JJIMHHOM CTPOKE.

JlommyckaeTcsi MCHONb30BaTh  O(PUIMAIBHO MPUHSATBHIE COKpAILEHHBIE
HAaMMEHOBaHHs OPraHOB TIOCYJApCTBEHHOW BJIACTH, MECTHOI'O CaMOYIIPAaBIICHUS,
OpraHu3aIri.

[TouToBBIN ajpec yKa3bIBa€TCs B IMOCIEIO0BATEIBHOCTH, YCTAHOBJIEHHOM
[IpaBunamMu OKa3aHus YCIyr IIOYTOBOM CBSI3U, YTBEPKACHHBIMH IIPHKA30M

MuHucrepcTBa UU(PPOBOrO pa3BUTHS, CBA3M M MAaCCOBBIX KOMMYHHUKaUUN
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Poccuiickoit denepauuu ot 17 ampens 2023 roma Ne 382 «O6 yTBepx)aeHUU

HpaBI/IJ'I OKa3aHuA yCJIyr IMOYTOBOM CBSI3N.
Ecmn JOKYMCHT OTIIPABJIACTCA B HCCKOJIBKO OJJHOPOJHBIX I'OCYAapCTBCHHBIX

OpraHOB WJIM OpraHU3allui, UX CJIEIYeT yKa3bIBaTh 000OIICHHO, HAIPUMED:

[Ipencenarensam y4acTKOBBIX KOMUCCUN

JIOKyMeHT He JOJKeH coAepkaTh OoJjee  YeThlpex  aJpecaToB.
CnoBo «Komus» nepes BTOPbIM, TPETHUM, UYETBEPTHIM a/IpeCaToOM HE YKa3bIBACTCH.

[Ipu HampaBieHWH NTOKyMEHTa OoJjiee YeM B 4YETHIPE aJpeca COCTaBIIACTCS
CIIUCOK PACChUIKM YCTAHOBJIICHHOW Qopmbl (mpuioxkeHue Ne 6), KOTOpPbBIH
MIO/IMMUCHIBACTCS TPECeAaTeNIeM TEPPUTOPHUATHBHON KOMUCCHH.

[Ipu agpecoBanny HOKYMEHTa (PU3MUYECKOMY JIMILy BHAJaJle YKa3bIBAIOTCS
dbaMuITUS ¥ MHUTIMAJIBI TTOJTyYaTelsl, 3aTeM TIOYTOBBIN aJIpec, HapuMep:

®omuueny I1.1.
MockoBckuii p., 1om 15, k8. 10,

Cankr-IletepOypr,
190005

[Ipu oTmpaBke nuchbMa Mo AEKTPOHHOM MOYTE WM MO PAaKCUMHUIIBHON CBS3U
(0e3 IOChUIKM 1O MOYTE) MOUYTOBBINA afpec He ykasbiBaeTcs. [Ipu HeoOxoaumocTu
MOXET OBITh yKa3aH aJpec OJJIEKTPOHHOM mouThl (HOMep TesnedoHa/dakca),
HaIpuMep:

MuHHUCTEPCTBO FOCTULIUU
Poccutickon ®enepanuu
mail@minjust.ru
3.5.11. I'pud yTBepK1eHUS TOKYMEHTA.
JIOKyMEHT  yTBEpKHAeTcsi JAOHKHOCTHBIM  JIMIIOM WJIM  CIEHUAIBHO
U3/1aBa€MbIM TOKYMEHTOM.
[Ipu yTBepKIeHUU JOKYMEHTa JOJKHOCTHBIM JIUIIOM TPU( YTBEpPKIACHUS
noipkeH coctosTh U3 cinoa Y TBEPXK/IAIO 6e3 kaBbluek ¥ NpONUCHBIMU OyKBaMuU

n Ha CJ'ICI[YIOH_IGI‘/JI CTPOKC — HAMMCHOBAHHC JOJIDKHOCTH, IIOAITINCBH,
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(mpu odopmieHN Ha OyMaXHOM HOCUTENE), MHHULMAIB M (pamMuiaus Iuua,

YTBEPAMBILETO JOKYMEHT, AaTa YTBEPKIACHUS.
['pud yTBEepKIaeHHs pacroyiaraioT B MPaBOM BEPXHEM YTy MEPBOTO JIMCTa
nokymeHTa. B rpude yTBepKIeHHS AOMyCcKaeTcs LEHTPUPOBATH 3IIEMEHTHI

OTHOCHUTEJIBHO CaMOM JIJIMHHOM CTPOKH, HAIIPUMEP:

YTBEPXIAIO
npeacenarens TeppuTopuaibHON
nu3bupatenpbHO kKomuccuu Ne 41

IIOAIIMCh WHUIIUAJIbI, CI)aMI/IJII/Iﬂ
Jgara

IIpu yTBEpKIEHUHU JOKYMEHTa MOCTAHOBJIEHUEM, MPOTOKOJIOM, PEIICHUEM,
pacniopspkernreM  Tpud  yTBepxkaeHuss coctout wu3 cinoBa YTBEPXJIEH
(VTBEPXIEHA, VYTBEPXJIEHbI wmu VYTBEPXJIEHO) 06e3 kaBbluek
U TPONUCHBIMA OyKBaMH, HAaWMMEHOBAHHS  YTBEPXKIAIOMIETO  JTIOKyMEHTa

B TBOPHUTCIIbHOM IIaJCKE, €T0 JaTbhl © HOMCpA, HAIIPUMCEP:

YTBEPXJIEH
pemenneM TeppuropuanbHO
n3buparenpbHO kKomuccuu Ne 41
oT 24 siuBaps 2025 r. Ne 130-7

3.5.12. Yka3zaHus 1o UCHOIHEHUIO JOKYMEHTA (PE30IIOLIHS).

VKa3aHMsl MO HCIIOJIHEHUIO JOKYMEHTa MOTYT OBITh HAlUCaHbl OT PYKHU
npeacenareaeM TEeppPUTOPUATbHOM KOMHCCHHM HAa IMOJIMHHHUKE JIOKYMEHTa
Ha CBOOOJHOM OT TEKCTa MECTE WM O(POPMIIEHBI Ha OTAEIBHOM JIUCTE (hopmara
A6 (105 x 147 mMm), IPUIOKEHHOM K JOKYMEHTY. YKa3aHds IO HCIIOJIHEHUIO
JOKYMEHTa BKJIIOYAIOT bamunuu U UHUIHAIIBI UCIIOJTHUTEIIEH,
IpU HEOOXOAMMOCTH — COJIEP)KaHNUE IOPYUYEHMsI, CPOK HCIIOJIHEHUS, IOANNCH

(mpu opopmiieHnU Ha OyMa)KHOM HOCHUTEIIE) pPyKOBOJIUTENS U JaTy, HAlpuMep:
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CuzoBy A.1O.

['puropseBy B.C.

[Ipoury paccMOTpeTh U 1aTh OTBET
k 14.02.2025

MOJIITHCH
naTa

VYKkazaHus 1O HUCIOJHEHHWIO JIOKYMEHTa TaKX€ MOTYT OBITh O(OpPMIICHBI
¢ wucnonb3oBanueMm I[IJ] ¢ mnpuMeHEHHEM »3JIEKTPOHHBIX I1Aa0JIOHOB OJAaHKOB
JIOKYMEHTOB.

3.5.13. 3aroJIoBOK K TEKCTY JTOKyMEHTa (HAMMEHOBAaHUE JOKYMEHTA).

3arooBOK K TEKCTYy JOKYMEHTa JOJDKEH KpPaTKO M TOYHO PAacCKphIBATh
€ro cojepkaHue W OBITh COIJIaCOBaH C HAaWMMEHOBAHHEM BHJIa JIOKYMEHTA.
3aroyI0BOK MOKET OTBEYaTh HAa BOIIPOCHI:

«0 yeM (0 KoM)?», HarpuMep:

Pacnopsikenue — O co3gannu DKCEPTHOW KOMUCCHH;

«4ero (kKoro)?», HanpuMep:

JIOIKHOCTHOM pEriaMeHT BEAYILETO CIENUAJINCTA;

AKT 00 YHUUTOXEHUH IOKYMEHTOB C UCTEKITUMHU CPOKAMU XPAHCHUS.

3aroIoBOK COCTaBIISAETCS IUIIOM, TOTOBSIIIMM MTPOEKT JTOKYMEHTA.

3aroyioBOK, COCTOSIIIMIA M3 JBYX M 0OOJee CTPOK, Medaraercs 4depe3 OJUH
MEXCTPOYHBIM WHTEpBaj, TOYKAa B KOHIIE 3arojlOBKa HE CTAaBUTCS. 3arojIOBOK
pacmonaraeTcsi Ha TEpBOM JIHCT€ HaJ TEKCTOM JOKYMEHTa [0 IEHTpY,
a mpu 0OPMIICHUHU TTMCbMa — OT TPAHMIIBI JIEBOTO TOJIS.

3.5.14. Tekct fOKyMeHTA.

Texct npokymeHTa OQOPMISIOT B BHAE CBSI3HOTO TEKCTAa, TaOIHIIBI
WM COSTUHEHUS dTUX CTPYKTYP.

Texcr gOoKymMeHTa JODKEH  HM3Jaratbcss KpPaTko © SICHO, OBITh
apryMEHTHUPOBAHHBIM, OO0ECreYnBaTh TOYHOE ¢ OJHO3HAYHOE BOCIIPHUSATHE

coJiepkarieicss B HeM HHGOpMAIIHH.
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Tekct JOKYMCHTA HOOJIKCH, KaK IIPaBUJIO, COCTOATbL M3 JABYX JacTeu.

B nmnepBoil uacTH yKa3blBaKOTCA MPUYUHBI, OCHOBAHUS, LEIU COCTAaBJIECHUS
JOKYMEHTa, BO  BTOPOW — PEIICHUs, BBIBOJBL, MPOCHOBI,  MPEITOKECHHUS,
PEKOMEHJALUN.

TekcT OOKyMEHTa MOXKET COJIEpKAaTh TOJIBKO 3aKIKOYUTEIbHYIO YacThb
(HampuMmep, pPacIopsHKEHUE — PACTIOPSIUTENBHYI0 4YacTh 0€3 KOHCTaTUPYIOIIEH,
MIMCHhMO, 3asBJICHUE — MPOCHOY 0€3 MOSICHEHUS ).

B Tekcre nOoKymeHTa, NOATOTOBIEHHOIO HA OCHOBAaHMWH 3aKOHOAATENBHBIX,
WHBIX HOPMATHBHBIX IIPaBOBBIX AaKTOB, M3JAaHHBIX OPraHamMu TIOCYAapCTBEHHOMU
Binactu u ympasienus, [{UK Poccuu, Cankt-IleTepOyprckoii m3OuparenbHOM
KOMHMCCHEH, paHee M3JaHHBIX TEPPUTOPUAIBHOM KOMMCCHEN, YKAa3bIBAIOTCS
HAaMEHOBAaHHUE BUJA JTIOKYMEHTA, HAUMEHOBAHHE OpPraHa, W3JABIIETO JOKYMEHT,
JlaTa TPUHATHAS WU YTBEPKICHUS [TOKYMEHTA, €r0 PETrMCTPAlHMOHHBIA HOMED,
a TAK)K€ 3aroJIOBOK JIOKYMEHTA, 3aKIIOYEHHBIN B KaBBIYKH.

[Ipu ynotpebieHun B TeKcTe GaMuiInil JUI] MHULUAIBI YKA3bIBAIOTCS MOCTE
bamunuu.

TexkcThl OKyMEHTOB OO0JbIIOTO OOBEMa MOTYT JACIUTHCS Ha pasJieibl,
NO/Ipa3/ieibl U MyHKTHI, KOTOPbIE HYMEPYIOTCS apaOCKUMu 1 pamMu, HalpuMep:

1. Paznen
1.1. Iloapaznen
1.1.1. IlyHkT

AG3a1ibl BHYTpH IyHKTOB HE HYMEPYIOTCS.

B nuchmax Ucnonb3yioT ciaeayomue (popMbl U3IT0KEHUS:

or 1l-ro swmma MHOxecTBeHHoro uyucina («IIpocum  HampaBUTH
uHpopMaluio...», «Hampasisem Ha 3aKII0UEHUE TPOEKT...» U JIp.);

OT 3-ro JuUa EIUHCTBEHHOIO 4Yucia («TeppUTOpHANbHAs KOMHUCCHUS
HE CYMTA€T BO3MOXHBIM...», «TEPPUTOpPHAIbHAS KOMHUCCHS  Mpejaraer

paccMOTPETh BO3MOXKHOCTb...»).
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I'padbr u cTpokuM TaOMUIBI AOKHBI UMETh 3arojIOBKH, BBIPaKEHHbBIE

CYILLIECTBUTENIbHBIM B HMEHUTENbHOM manexe. [loazaronoBku rpad u cTpok
JIOJKHBI OBITH COTJIACOBAHBI C 3aT0JIOBKaMH.

Ecnu tabmuiy meuatatoT Oojiee yeM Ha OJHOM CTpaHMIIE Ha CIEIYIOUINX
CTpaHULAX MOTYT ObITh Hall€yaTaHbl 3aroJIOBKU rpad win ux HoMmepa (B ciydae,
ecyy rpadbl TaOIUIIBI HA IEPBOM JIUCTE IPOHYMEPOBAHBI).

3.5.15. OTmeTKa 0 HATMYUU MPUIIOKEHU .

OTmeTKa 0 HAIMYUU MPUIIOKEHUHN pacrojaraeTcsi OT TPaHUIbI JIEBOTO IMOJIS
MOCJIe TEKCTa Mepe/1 MOAMUCHIO.

CJ0BO «IIPUJIOKEHHE)» I€YaTaeTCs B €AUHCTBEHHOM WJIM MHOXECTBEHHOM
YHCJIe B COOTBETCTBUH C KOJMYECTBOM MPUIOKEHHI.

Ecin 1OKyMEHT HMeeT NpUIIOKEHUE, Ha3BaHHOE B TEKCTE, OTMETKA

0 €ro HAJIMYuU opopMIIsieTcs o clieaytouieit popme:

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

Ecan JOKYMCHT HUMCCT IPUIIOKCHHUC, HC HA3BAHHOC B TCKCTC, MJIM CCJIA
HpI/IJ'IO)I(eHI/Iﬁ HECKOJIbKO, MX HAWMMCHOBaHHA HGO6XOI[I/IMO MNCPCUYUCIINTL IIO0CJIC
TEKCTa JOKYMCHTA IICPC NOAINUCBIO C YKAa3aHUCM KOJIMYCCTBA JIMCTOB B KaXKJI0OM
IMPHUIIOKCHUH U KOJIMYCCTBA DK3CMINIAPOB, ITPH HAJIMINHN HECCKOJIBKHUX HpI/IJ'IO)KeHI/II;’I

UX HyMEPYIOT, HAITpUMED:

[Ipunoxenus: 1. Ilonoxxenue 06 DkcriepTHON KoMHccuu Ha 15 1. B 1 9Kk3.

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

Ecin ITPHUIIOKCHUSA C6p0HIIOpOBaHBI, TO KOJIHNYECTBO JINCTOB
HC YKa3bIBACTCA.
Ecin IMPHUIIOKCHUC HAIIPABJICTCA HE BO BCC YKA3aHHBIC B JOKYMCHTC

ajzipeca, TO OTMETKA O HAIMYMU MPUIIOKEHUST 0POpMIIsIeTCA 0 clieaytouei popme:

[Tpunoxenue: Ha 20 1. B 3 3K3. TOJIBKO B IIEPBBIN aapec.
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Ecnmn x pokymeHTy mnpwiaraercss Opyrod JOKYMEHT, TakKe€ HMEIOLIUU

MNPHUIIOKECHUE, TO OTMECTKA O HAJIWYHWHKU IIPHIIOKCHHSA O(bOpMJI}ICTCH CICayromunum

obpazom:

[Mpunoxenne: mnucemo Cankt-IlerepOyprckoil  u30MpaTeNbHON  KOMHCCHUU
or 15.11.2024 Ne 01-18/450 u mnpunoxeHue K HEMY, BCETrO
Ha 15 n.

Ecnu mnpunoxenuem sBisieTcss 00OCOOJEHHBIA 3JIEKTPOHHBIM HOCUTEIND
(KOMITaKT-AUCK, usb-¢uen-Hakonureab W Jp.), TO OTMETKAa O HaJIW4Yuu

IPUIIOKEHUsT 0POPMIIAETCA CIETYIOIIMM 00pa3oM:

[Tpunoxenue: CD B 1 3Kk3.

IIpy »ToM Ha Hocutrene (BKiIaubine (KOHBEPTE)), YKa3bIBAKOTCS
HAaWMEHOBAHHUS IOKYMEHTOB, 3alMCAHHBIX Ha HOCUTENh, MJIM UMEHa (DAIIOB.
B pemennsix u mpuka3zax CBEACHHS O HAJIMYWU MPHIOKEHUN yKa3bIBAIOTCS

B TEKCTE, HAIlpUMED:

«Pa3zpaboTath W TPEACTaBUThL MPOCKT IIaHAa 1O (opme, yKa3zaHHOU
B npriiokeHuu Ne 1»
WIIH

«...JIeJIaeTCs 3aIKCh B )KYpHAJl yCTaHOBIEHHON (hopMbl (mprutoxkeHnue Ne 2).»

Ecou B JOKyMeHTe, K  KOTOpOMY  OTHOCHUTCS  IIPHIJIOXKEHHUE,
OHO HE YTBEPKAAETCS, @ IPOCTO COAEPIKUTCSA CCHIIIKA HA HETO, TO HA IIEPBOM JIMCTE
IPWIOKEHUS B IIPaBOM BEPXHEM yIUNIy YKa3blBaeTCsA, K KAKOMY pELICHUIO
(mprKa3y) NpUIOKEHUE OTHOCUTCS, @ CTPOKU MOTYT LIEHTPOBAaTbCA OTHOCHTEIBHO
CaMOM JYIMHHOM CTPOKH, HaIlpUMeEp:

[Tpunoxenue
K MPUKa3y MpeacenaTess
TepputopualibHONM U30UpPATETHLHOMN
komuccuu Ne 6
ot 14 mapra 2025 1. Ne 27-pn
[Ipy HaMM4YMM HECKOIBKUX MPUIOKEHUI OHU HYMEPYIOTCS, Halpumep,

npunoxenue Ne 1, mpunoxxenue Ne 2 u tak nanee.
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3.5.16. Iloamnuce.

B cocraB moanucw  BXOIAT: HaWMMEHOBAaHWE JOJDKHOCTH  JIMIIA,
MOJAMKUCABIIETO  JOKyMEHT, €ro COOCTBEHHOpPYYHas TOMMHUCh, KOTOpas
obopMIIsieTcss CHUHUMHU WJIA YEPHBIMU YEpHUJIAMH, pacimdpoBKa TOIMUCH
(MHULIMAIBI, (aMUITHs).

Ecmu nmoxymeHT odopmisiercs Ha OJIaHKE TEPPUTOPUATHLHON KOMUCCHH,
TO PEKBU3UT BKJIIOYAeT HAWUMEHOBAaHUE JOJDKHOCTH JIMIIA, IOAMHUCHIBAIOIIETO
JIOKyMEHT, €ro COOCTBEHHOPYYHYIO TIOJINHKCH, PACIIM(PPOBKY MOANMHUCH (MHUITAATIBI

U paMIIINIO), HAIIPUMED:

[Ipencenarens MOJIIUCH WHULHANBI, (haMUIIHS

Ecnu 1OJKHOCTHOE JMI0, MOANHCH KOTOPOrO 3aroTOBJIIEHA HA MPOEKTE
JOKYMEHTA, OTCYTCTBYET, TO JIOKYMEHT IOANUCHIBAET €r0 3aMECTUTENb WM UHOE
JMILO, UCHOJHSAoLIEE ero oOs3aHHOCTH. lIpyu 3TOM 00s3aTenbHO yKa3bIBAIOTCA
dakTHyeckas JOKHOCTH JIMIA, TOAMMCABILIErO JOKYMEHT, M €ro (amuius.
He  pomyckaercs  MHOANMCBIBATH  JOKYMEHTBI  C  IPEIJIOTOM  «3a»
WJIM POCTABJIEHUEM KOCOM YepThI Nepe] HANMEHOBAHUEM JOJKHOCTH.

Ecnu nokymeHT oopmiisercs He Ha OJaHKe, TO PEeKBU3UT COJEPKUT TOJTHOE
HauMEHOBAHUE JOJKHOCTH JMLA, HOJIMCABLIETO JOKYMEHT,
ero COOCTBEHHOPYYHYIO IMOANHUCH, paclMpOBKY MOANUCH  (MHULUAIBI

U (haMuUIInIO), HAIpUMeED:

[Ipencenarens
TepputopuanbHOl U30UPATETHLHON KOMUCCHHT
Ne 41 MOANUCh WHUIUAIBI, HaMUIUs

[Ipy noanucaHuym JOKYMEHTAa HECKOJBKUMHU JIOJDKHOCTHBIMU JIMLIAMU
MX TIOJNKWCH PACIONIararoTCsl OJHA IIOJ JPYyrod B IOCJIEIOBATEIbHOCTH,

COOTBGTCTBYIOIHGﬁ 3aHHUMAEMOU AOJDKHOCTH, HAIIPUMCEDP:

[Ipencenarens MOAIHCE MHULHABI, (DaMUITHS

I'maBHBII OyxTanTep MTOJIMUCH MHHIHANBI, (DaMUIHS
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[Ipy noanucanuym JOKyMEHTAa HECKOJIBKMMH JIMIAMH, 3aHUMAKOIINMU

PaBHEBIC JOJIDKHOCTH, nx noanyucy  pacmnojararor Ha  OJHOM  YPOBHC,

Hanpumep:
HauansHuk mpaBoBoOTrO OTIEA Havanpuuxk
OpPTraHU3alMOHHO-METOANYECKOTO
oTzeIa
MOMHUCH HHUITHAITBI, (PaMUTTHIS MOANKUCh WHULHAAIBI, (pamMuus

B mokymeHTe, moaroTOBIEHHOM KOMUCCHUEN, TOAMCH PACIIOIAratoTCs OHA
noA aApyroi. IlepBeIM yKa3bpIBaeTCs MpeceaarTesib KOMUCCHH, a (aMUJIUKA YJICHOB

KOMHUCCHUH PACIoJIaraloTcs B ajipaBUTHOM MOPSIAKE, HAIPUMED:

[Ipencenarens KOMUCCHUU IIOIITNACH WHULHANBI, (haMUITHS
YjieHbI KOMUCCHUH IIOIITNUCH WHULHABI, (haMUITHS
MMOAIIHNCH WHUIHATBI, (DaMIIIHAS
IIOIITNUCH WHULHABI, (haMUITHS

Ecnu gokyMeHT cocTaBlieH Kak MpujaraeMas K OCHOBHOMY JOKYMEHTY
cripaBka wim  uHbopMmanus, TO OH odopmiIsieTcs B  COOTBETCTBUU
c myHKTOM 3.5.15, a BMECTO MOJNUCH MOJ TEKCTOM JOKYMEHTa, KaK IpPaBuUIo,
yKa3bIBaeTcs haMIIIMsl, UMs, OTYECTBO UCIIOJTHUTEIS.

3.5.17. OTMmeTKa 00 AJIEKTPOHHOM MOAMKCH.

[IpocTaBnsgercss Ha BU3yaIU3UPOBAHHOM 3JIEKTPOHHOM JOKYMEHTE B MECTE
PacIooKeHUs: COOCTBEHHOPYYHOM MOJIMUCH JTOJDKHOCTHOTO JIMIIA B JIOKYMEHTE

Ha OYMa)KHOM HOCHTEIIe, HalpUMED:

[Ipencenarens AOKYMEHT NOAMNWUCAH
o NMPOCTOMN NOANMNCBHHO
TeppuropuansHOH

n30UpaTeTbHOM KOMUCCUH No 41 | XYBQCT/PIZL7BQ+0+6LTHNQPOMVDVUYS= A.I'. CaioBHUKOB

[encreuTteneH:be3 cpoka AeAcTBuA
Bnapeneu:WpuHuHa UHra ButanbesHa
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DJeMEeHTBl OTMETKH 00 BHeKTPOHHOﬁ nmoaAnucu AOJXKHBI OBITH BHUJIHMMbIMH

Y YUTAEMBIMU [IPU OTOOPAKEHUH JOKYMEHTA B HATYypajJIbHOM pa3Mepe.

DJeMeHTbl OTMETKU 00 3IEKTPOHHOU MOJIMUCH HE OJIKHBI MEPEKPHIBATHCS
WJIM HAKJIaJbIBAThCS IPYT HA ApyTa.

DNeMEeHTbl OTMETKUA 00 3JEKTPOHHOW MOJINUCU HE JOJKHBI MEPEKPHIBATH
AJIEMEHTHI TEKCTa JOKYMEHTa W Jpyrue OTMETKA OO0 HIIEKTPOHHOW MOANHUCU
(TIpu HATMYHH).

B cnywae, ecau 3JEKTPOHHAs NOMINUCH COJIEPKUT METKY JIOBEPEHHOIO
BPEMEHH, OTMETKa 00 SJIEKTPOHHOW MOAMHMCHU JOJDKHA O0053aTeIbHO BKIKOYATH
uHOpMaAIMI0O O JaTeé W BPEMEHH TNOJANHMCAHMS JOKYMEHTa JJIEKTPOHHOU
IOANMCHIO. BHETHUI BUJ METKH TOBEPEHHOI'O BPEMEHU U BHEIIHUM BHUJI IIPOCTON
AIEKTPOHHON MOJIMCH YCTAaHABIMBAETCS JIOKAIBHBIMU HOPMATHMBHBIMM aKTaMU
WJIM MO COTJIAIIEHUIO CTOPOH JOKYMEHTO000pOTA.

3.5.18. I'puc cormacoBanwus.

I'pud cornacoBanust coctout u3z cioBa COI'JTACOBAHO 6e3 kaBblyek
U TPOMUCHBIMU OyKBaMH, HAUMEHOBAHUS JTOJDKHOCTH JIMIA, KOTOPHIM COTJIAaCOBAaH
JOKYMEHT (BKJIIOUasi HaWMEHOBaHHE OpraHM3alllH), €ro COOCTBEHHOPYYHOU
noAnucy (mpu odopMIICHUU Ha OyMaKHOM HOCHTEINE), paciIMPOBKHU TMOAIMUCH

(vHUIMANTBI, (PaMUJTHS) U IaThl COTJIACOBAHMUSI, HATIPUMED:

COI'JTACOBAHO
Cexkperaps TeppuropuanbHOii
n3ouparenbHo komuccuu Ne 41
MOANKUCH HHUITHAITBI, (PaMUITHIS
naTa

Eciu  cornacoBanme OCYIICCTBILICTCA  IMPOTOKOJIOM HJIM  IIMCBMOM,

TO COTJlacOBaHUE OPOPMIISIETCS CIAEAYIOITUM 00pa3oM:

COI''TACOBAHO
IIPOTOKOJIOM 3aceaHus
aTTECTAIMOHHON KOMUCCHUH
TeppuTopuaibHOM H30UpaATEIHLHOMN

komuccuu Ne 6
ot 14 gespans 2025 . Ne 16
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HIIn:

COT'JIACOBAHO
nucbMoM PocapxuBa
ot 05 mapta 2025 1. No 4-15/46

I'pud cormacoBanuss MOKYMEHTa B 3aBUCHUMOCTH OT BHAA JOKyMEHTa
1 0COOCHHOCTEM ero 0(hOpMIICHUS MOXKET MPOCTABIIATHCS:

Ha TIEPBOM JIMCTE JOKYMEHTa B JIEBOM BEpPXHEM YyTJy Ha ypoBHE Tpuda
YTBEP>KJICHUSI WJIM TI0JT HAUMEHOBAHUEM JIOKYMEHTa OJIMKE K HHDKHEMY TTOJTIO;

Ha TIOCJICTHEM JIUCTE JOKYMEHTA O]l TEKCTOM;

Ha JINCTE COTJIACOBAHMUSI, SIBJISIFOIIIEMCSI HEOThEMJIEMON YacThIO JJOKYMEHTA.

3.5.19. Buza.

BryTpenHnee corimacoBaHue MpoeKTa TOKyMeHTa 0(pOPMIISETCS BU3OM.

CormacoBanne TPOEKTa JOKYMEHTa MOXKET OCYIIECTBISTHCA CPEICTBAMHU
[1JI. IIpu cormacoBaHuM MpPOEKTa JOKYMEHTa Ha OyMa)XHOM HOCHTEJIE BHU3a
BKJIFOYACT TOJANKCH BH3UPYIOMIETO, pPACHM(PPOBKY TMOAMUCH (MHUIIAATIBI,
dbamuius) U AaTy, OpU HEOOXOJAMMOCTH MOXKET OBITh yKa3aHa JOJKHOCTH

BU3UPYIOILETO, HAIPUMED:

Cexkpertaps TepputopuanbHOit
n30uparenbHON KoMuccuu Ne 41

IMoAIINCh HMHHUIIHUAJIBI, q)aMI/IJII/ISI
Jara

[Ipy Hanuuuu 3aMe4aHW K JOKYMEHTY BH3a O(OpMIIIETCS CIIEAYyIOIUM
obpazom:

3amMevaHus mpujiararoTcsa

Cekpertapp TeppuropralibHON
n3buparenbHoi kKomuccun Ne 41

IIOAIIMCh HMHHUIIHWAJIbI, (l)aMI/IJ'H/IH

mara
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3amMeuyaHus  UM3JIAralTCsi Ha  OTHAEIBHOM  JIUCTE,  IOANMCHIBAIOTCS
Y [IPWIATAIOTCS K JOKYMEHTY.

JlomyckaeTrcsi TOIMCTHOE BUSUPOBAHUE JOKYMEHTOB U PUJIOKEHUN K HAM.

Ecny nomIMHHUK TOKYMEHTa OCTAETCS B TEPPUTOPHATBHON KOMUCCHH, BU3BI
IPOCTABJISIIOTCS B HIDKHEW 4YacTH OOOpPOTHOM CTOPOHBI TIOCJIETHEro JIHMCTa
NOJJIMHHUKA IOKYMEHTA.

JInsi MOKyMEeHTa, MOJJIMHHUK KOTOPOTO OTIPABISIOT M3 TEPPUTOPUATBLHON
KOMUCCHH, BA3bI POCTABIIAIOTCS B HIJKHEN YaCTH JIMLIEBOM CTOPOHBI MOCIEIHETO
JIMCTa KOMHUU OTHPABISIEMOIO IOKYMEHTA.

3.5.20. Ileuats.

[leyarp  3aBepseT MNOJJIMHHOCTh  MOANHUCH  JOJDKHOCTHOIO  JIMLA
Ha JIOKYMEHTaX, YJOCTOBEPSIOIIMX IPEIyCMOTPEHHBIE MPABOBBIMU aKTaMU
MOJITHOMOYHSI  JTOJDKHOCTHBIX JIMI WU (UKCUPYIOMUX  (aKThl, CBSI3aHHBIC
¢ (UHAHCOBBIMM  CpeACTBaAaMH, a TaKXKe Ha  MHBIX  JOKYMEHTax,
IIpeAyCMaTPUBAIOIINX 3aBEPEHUE TIOIMHHON ITOINCH.

[leyarp craBUTCI Ha CBOOOJHOM OT TEKCTa MECTe, HE 3aXBaTbIBas
COOCTBEHHOPYYHON MOAMMCH AOJKHOCTHOTrO Jivia. [ledyaTh MOXET 3aXBaThIBaTh
4aCcTh HAUMEHOBAHUS JIOJDKHOCTH JIMLA, TOAMKUCABIIETO JOKYMEHT.

B nokymeHTax, MOATOTOBJIIEHHBIX Ha OCHOBE YHU(MDUIMPOBAHHBIX (opM,
nevyaTh CTAaBUTCS B MecTe, 0003HaueHHOM OTMETKOW « MID» mimm uabiM 06pazom.

3.5.21. OT™meTKa 0 3aBEpEHNH KOIINH.

JIns 3aBepeHHs COOTBETCTBUS KONHHM JOKYMEHTA IOJJIMHHUKY HUXKE
pekBusura «llogmuce» MpocTaBiaseTCs OTMETKA O 3aBEPEHUM  KOIMUU —
3aBEpUTENbHAS Haanuch «BepHO», NOIKHOCTH JIMIA, 3aBEPUBLIETO KOIUIO,
€ro COOCTBEHHOpYYHAas MOATIHUCH, pacuidpoBka MOAUCH

Y JlaTa 3aBEpPEHUs], HallpUMeED:
Bepno

[Ipencenarens TeppUTOPUATHBHON KOMUCCUH
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IIOAIIMCh HWHHUIIHWAJIbI, (l)aMI/IJ'II/IH

Jara

Jlonmyckaercst 3aBepATh JOKYMEHTBI OTMETKOW «BepHo» mnpocraBieHueM
mramMna € yKa3aHWeM  JIOJDKHOCTH — JIMI[@,  3aBEPUBLIETO  KOIMIO,
ero coOCTBEHHOPYYHOM MOJANUCH, PaCIIM(PPOBKHU MOJIUCH U AaThl 3aBEPEHHUSI.

B cmywasx, IpenyCMOTpPEHHBIX  3aKOHOAATenbCTBOM  Poccuiickon
®enepauuu 0 BbIOOpax M pedepeHAyMax, NpU 3aBEPEHUH KOMHHM JTOKyMEHTa
TaK)Ke MPOCTABJISIETCS] BPEMS 3aBEPEHHUSI.

IIpyn nmepechblIKe KONMHMM JTOKYMEHTa B JIpYrMe OpraHu3alid WIA BbIJAYe
ee Ha pyKHU 3aBepUTeIbHAs HAJIIUCh YAOCTOBEPSETCS COOTBETCTBYIOIIEH MEeYaTho.

JIucTel MHOrOCTPAaHWYHBIX KOIHWWA HYMEPYIOTCS, OTMETKAa O 3aBEPEHUU
KOIIMM  JONOJHSETCA  yKa3aHWEeM  KOJIMYeCcTBa JUCTOB  konuu  «Bcero
B KONWM ___ JKMCTOB». Ha KOMMSIX MHOTOCTPAHMYHBIX JOKYMEHTOB OTMETKa
O 3aBEpEHHHM KONWM IMPOCTABISIETCS HA  KaXJOM JIMCTE JIOKyYMEHTa
WIM Ha TOCIEJHEM JIMCTE€ MPOLIMTOr0 WM CKPEIIEHHOTO HWHBIM 00pa3oM
JOKYMEHTA.

3.5.22. OtmeTka 00 UCTIOJTHUTEIIE.

OtMmeTka 00 MCHOJHUTENE BKJIKOYAeT B ceOs (pamuiibio, UM U OTYECTBO
(Mpu HAJIMYMM) UCHOJHUTENS JOKYMEHTa M HOMEp €ro ciy>KeOHOoro rtenedoHa
C KOJIOM peruoHa (B cllyyae HampaBjieHHUs JOKyMEHTa B aJipec HU30HMpaTeabHBbIX
KOMHCCUH MOXET yKa3blBaTbcsi HoMep ciyxkeOHoro Ttenedona ATCB).
OTMmeTKy 00 HUCIIOJIHUTEINE pacoiaratoT Ha JIMIEBON WU, IPU OTCYTCTBUU MECTA,
Ha OOOPOTHOI CTOPOHE MOCJIEIHEr0 JUCTa JOKYMEHTAa B JIEBOM HW)KHEM YTy

mpudtom 10 MyHKTOB, HATTPUMED:

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

3.5.23. OtmeTKa 00 UCIIOJIHEHUU TIOKYMEHTA.
Otmerka 00 WCMOTHEHWUW JOKYMEHTa W HampaBiICHUH €ro B JIEJO
MOTYT BKJIIOUAeT CIEAYIONIUE JlaHHBIE: KpaTKue CBEJACHUS 00 WCIOJHEHUN

JOKyMeHTa (IIPU OTCYTCTBUU JIOKYMEHTA, CBUAECTEIbCTBYIOIIETO 00 UCIIOIHEHUN),
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JaTy ¥ HOMEP MMEIOLIETOCs TOKyMEeHTa 00 MCIOJIHEHUH, cioBa «B neno», Homep

7ienna, B KOTOPOM OyJeT XpaHUThCS AOKYMEHT, JaTy, MOANUCH (Tpu 0GOpMIICHUN
Ha OyMa)>KHOM HOCHUTEJE) IpeceaaTeNs TEPPUTOPUATEHON KOMUCCHUHU.
3.5.24. UnentrdukaTop 3JI€KTPOHHON KOMH JOKYMEHTa (KOJIOHTUTYJI).
Nnentudukatop (MM ¢aiina Ha MAIIMHOYNTAEMOM HOCHUTEJIE) SJIEKTPOHHON
KOIUM JTIOKyMEHTa (KOJIOHTHUTYJ) MOKET MPOCTABIATHCSA B JIEBOM YTy HH)KHETO
MOJISL KXKAO0W CTPaHUIIBI JOKYMEHTa MPUPTOM § MyHKTOB, HAIIPUMED:

K0305298

3.5.25 Wtpux-xoxa (QR-kom) noKymeHTa.
[Ipu wcHoONB30BaHWM IMTPUX-KOJA, €r0 CIEAyeT pa3MemaTh B TPABOM
HIOKHEM YUy TEepBOro JmcTta. Ecim MecTa HEJOCTaTO4YHO, JIOMyCKaeTcs

pa3MelleHre B MPaBOM BEPXHEM YTy WJIM Ha IPYrOM CBOOOHOM MECTE.

4. Opranu3anusi padoThl ¢ HCXOAAIUMU (OTHPABJISAEMbIMH)
AOKYMEHTaAMHU

4.1. Pabota ¢ oTmpaBiasieMbIMH (MCXOIAIIMMU) W3 TEPPUTOPUATIHLHOM
KOMHCCHH JOKYMEHTAMH BKJIIOYAET MX PETUCTPALUIO, MPOBEPKY MNPABUIBHOCTU
oopMIIEHHs, B TOM 4YHCJIE HAJIWYME IOJIHOTO aJpeca U €ro TOYHOCTh, HAJIUYHE
NOJIMHHOM TOANUCH (IUIsl 3JIEKTPOHHOIO JIOKYMEHTA — MPOBEpPKA IMOIMHHOCTH
AIIEKTPOHHOM TOAMMCH), JPYTHMX HEOOXOAMMBIX 3JIEMEHTOB O(QOpPMIICHHUS,
yKa3aHHBIX IPUIOKEHUH, U OTIIPABKY.

4.2. Ucxondiue JOOKYMEHTHI IeyaTaroTcsli Ha OJlaHKax YCTaHOBJIECHHOU
dbopmbl, ODQOpMISIOTCS B COOTBETCTBUM C MOJIOKEHUSIMU  MHCTpyKIuU
u peructpupytores B [1J] unu aApyrux perucTpaimoOHHO-y4EeTHBIX (popMax.

4.3. OrnpaBka JOKYMEHTOB u3 TEPPUTOPUATBHON KOMUCCHUU
OCYIIECTBISIETCA OpraHamu (enepanbHoi (GeabIbErepckord WM CHelraibHON
CBSI3M, TIOYTOBOM, TenerpadHoil cBs3pio, cpeacrBamu [IJI, 1o kaHamam
(aKCUMUIBHOU CBSI3U, JIIEKTPOHHOM MOYTOMN B ceTH MIHTEpHET Ui HApOYHBIM.

4.4, I1lpu odopmiieHHH OTHpPABISEMbIX (MCXOMSIINX) MUCEM, B TOM YHCIIE

IIPY MOATOTOBKE IPOEKTOB muceM cpeacrBamu I1J[, u TemerpaMm HCIIOIHUTEIb
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YKa3bIBa€T TMOJHBIA TOYTOBBIM  (BKJIOYAash MHAEKC) aJpec OpraHu3aluu

WJIY TPAKJIaHWHA.

4.5. OtnpaBnsiemple  (MCXOASIIME)  JOKYMEHTBI  MOIYT  T'OTOBHUThCH,
COIJIaCOBBIBATHCS M MOAIUCHIBATHCS cpeacTBamu [1/1.

Hcxopsmme mnucbMa  HanpaBisOTCS 3@  MOANMCBIO  IIpeacenaTess
TEPPUTOPUAIBHOM KOMHUCCUH, B €ro OTCYTCTBHE —3a IOJIUCBIO 3aMECTHUTEII
npeacenaTenss Wil WHOTO WICHA TEPPUTOPUATIBHOM KOMMCCUH, HCIOJHSKOLIErO
00s3aHHOCTH  Tpejcenaresis, Ha  COOTBETCTBYIOIIEM  OJlaHKe  MHChMa
(mpy MOArOTOBKE MCXOASAIIMX AOKYMEHTOB cpeacTBamu 11/ — cooTBeTCcTBYrOMMX
3JICKTPOHHBIX 11a0JI0HAX OJIAHKOB JJOKYMEHTOR).

4.6. C ucnonb3oBanueM [1J] wim apyrux perucrparroHHO-Y4YETHBIX (HOopM
JOKYMEHTaM IPUCBAUBAECTCS HUCXOASIIMNA HOMEp, KOTOPBIA COCTOWUT M3 HHAECKCA
JieJla IO HOMEHKJIAType AN U MOPSAKOBOrO HOMEpa JAOKYMEHTA, pa3JeieHHBIX
KOcou yepTou. Mcxonmsammi HOMEP YKa3blBaeTCA TAK)KE HA KONMU JOKYMEHTA,
ocraromieiics B aene. Hymepamuss HCXOOAMX JOKYMEHTOB OCYILECTBIISIETCS
B IIpe/ieiax KaJeHAapHOro roja.

IIpn perucrtpauuu HMCXOIAIIErO JTOKYMEHTa B PErMCTPALMOHHO-YUYETHOU
dbopme 00s13aTeNIBPHO YKa3bIBAIOTCS CIEAYIONINE PEKBU3UTHI: JJaHHBIE 00 ajpecare
(pamunust, uMst, OTUYECTBO (IIPU HANUYUM) (PU3UUECKOTO JIMLA WM HAMMEHOBAaHUE
OpraHu3alliM, KpaTKoe CoAep>KaHue JIOKYMEHTa, WCIOIHUTENb JIOKYMEHTA,
€ro COMCITOJIHUTENM, KEM OH IMOJANKCAH, a TAK)KE KOJIMYECTBO JIUCTOB OCHOBHOIO
JOKYMEHTA U JINCTOB MPHIIOKEHUS, KOJIMYECTBO IK3EMIUISIPOB, BUJ OTIIPABKHU.

[Ipu  peructpani  HUCXOASAIIET0  JIOKYMEHTa  Jejlaerca  CBs3Ka
C BXOJAIMM JOKYMEHTOM, Ha KOTOPBIN AA€TCSI OTBET (€CIU TAKOBOW UMEETCS ).

4.7. OTnipaBKka UCXOIAIINX JAOKYMEHTOB cpeactBamu 1] ocymectBusiercs
JIUIIOM, UMEIOIITUM J0CTyT K padote ¢ T1]1.

WNHple OOKYMEHTHI MOTYT OBITH OTHpaBieHbl OpraHamu (¢eaepaabHOU
dbenpaberepckod  WIM  CHEeHMAIBHOW CBSI3M WM TOYTOM IO  YKa3aHWIO

npeaceaaTens TEPPUTOPUATbHON KOMUCCHUHU.



31
4.8. Jlna nepenaun ucxonsamero nokyMenta I1J] wim 3nekTpoHHOW MOYTOM

B cetu HHTepHET OTHpaBisieMblii JAOKYMEHT O(QOpMISIETCS B COOTBETCTBUU
¢ TpeboBanuaMu MHCTpyKIUU.

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

IIpn moaroroBke mAoKyMeHTOB cpenactBamu IIJ[ ¢ ucnons3oBaHuem
JIEKTPOHHOM MOJIUCH MOCIE IMOANUCAHUS JOKYMEHTBl MOTYT aBTOMAaTHYECKU
peructpupoBatbcsi U HampabisiTees: B LIMK Poccuun, @I npu UK Poccun,
PHOUT npu LUK Poccun, Cankrt-IletepOyprekyro n3dupaTesbHyl0 KOMHUCCHIO,
WHble u30UparelbHble KOMHCCHU CyObekToB  Poccuiickoit ~ denepanuu,
TEPPUTOPUATbHBIE KOMUCCHH.

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

4.10. IIpn otmpaBke muchMa Oojee yeM B YETHIPE aJapeca COCTaBISIETCA
CHHCOK pPAacChUIKM YCTaHOBJIEHHOW ¢opMbl (mpuioxenue Ne 6), KOTOpsbIi
MOANMCHIBAETCS MPEACENATENEM, B €T0 OTCYTCTBUE — 3aMECTUTEIIEM TPEACENATENS
WIA WHBIM 4JICHOM TEPPUTOPHAIBHON KOMMCCHUHU, HCTIOJIHSIONIMM O0s3aHHOCTU
npeacenaTens TEeppUTOpUaNbHOM Komuccuu. Ilocne perucrtpauuu OUCBMO
TUPAXUPYETCS B HEOOXOJUMOM KOJIMYECTBE M oTmnpasisierca. [Ipu moaroroske,
COIJIACOBAHMM W NOANMCAHUU mIHUceM cpencrBaMu I/l CrMCOK pacChUIKM Takke
rotoBuTcs cpencreamu [1/1.

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

ajipeca, TO NOAIUCHIBACTCs K&)KI[I)Iﬁ 9K3CMILIIAP.
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4.11. OTnpaBKka JAOKYMEHTOB MPOWM3BOJUTCS €XKEIHEBHO B Yachl PabOTHI

TEPPUTOPUATBHON KOMUCCHH, KPOME BBIXOJHBIX U HEPAOOUMX MPA3THUYHBIX JHEH.

OTnpaBka HCXOIIIIMX JOKYMEHTOB TIOCJ€ OKOHYaHUS paboyero mHs,
B BBIXOAHBbIE U Hepabouue TMpa3IHUYHBIE JHH, B T[EPUOJ MOATOTOBKU
U TpOBEACHUS U30MpATEIbHBIX KaMIIAHUW OCYUIECTBISIETCS M0 YKa3aHUIO
npenceaarens TePPUTOPUATBHON KOMHUCCHUU JTMOO B COOTBETCTBUU C PEIICHUEM
TEPPUTOPUAITBHON KOMUCCHH.

4.12. JIokyMEHTbI C OTMETKOHM O CPOYHOCTH JOCTaBKH «Becbma Cpo4HO»
U «CpoyHO» OPOPMIISIIOTCS HE3aMEIUTEIbHO, MOTYT OTHPABISATHCS CPEICTBAMU
[1/1, mo xaHamaMm (hakKCHUMHUIIBHOM CBSI3U, SJIEKTPOHHOM mouToi B ceTu MHTEpHeT,
HapOYHBIM W/WJIH MIepeiaBaThCs B OT/AEN (eNbIberepckoil WM CeuanibHOM CBI3U
JUIsl IOCTaBKM B TMEPBYIO OYEpEIb B COOTBETCTBUM C TpadUKOM MapiIpyTOB
benpanerepeil.

4.13. lokyMeHTbl 0€3 OTMETOK O(QOPMISIOTCS IO Mepe MOCTYIUICHHUS
U MOTYT OTIpaBisAThCA cpeactBamu I/l w/mnu nepegaBaTbcs B OTAEN JOCTABKU
denbIberepckoil WM CHEelHaTbHOM CBSI3M, TJE€ OTIpPaBKa OCYIIECTBISETCS
B COOTBETCTBHUU C IPa(pKOM BBIIIOJHEHUS MAPUIPYTOB B ONTHUMAIBHBIE CPOKH.

4.14. JlokyMEHTBI, HampaBisieMble TpaXJaHaM [0 ITOYTOBOMY aapecy,
yKa3aHHOMY UMH B OOpallleHUuH, OTIPABJISIOTCS Yepe3 MOUYTOBOE OTJICIICHUE CBS3U
IPOCTHIMU TOYTOBBIMH OTIIPABICHUSMHU WUJTU 3aKa3HBIMU TUCbMaMHU.

4.15. JlokyMeHThI, TiepenaBacMbie MO0 KaHaiaM (HDaKCUMUJIBHOU CBS3H,
PETUCTPUPYIOTCS B MOPSIIKE, YCTAHOBIEHHOM JUISl UCXOJAIUX JTOKYMEHTOB.

4.16. Ucxopasmue AOKyMEHTHI, 0)OpMIICHHBIE C HapyIIeHHEM TpeOOoBaHUM
NHcTpykumy, K OTHpaBKE HE NPHUHHUMAKOTCS M BO3BPAIIAKOTCS HMCHOJHUTEISAM
Ha 0paboTKy. KoppecnoHaeHIMs HeCTy>KeOHOTO XapakTepa, B TOM YHUCIIE JINYHAas
KOPPECTIOHJEHIIUS, K OTIPABKE HE TPUHUMAETCS.

4.17. Komuu HCXOAAIIMX JIOKyMEHTOB, O(OPMIIEHHBIX Ha OyMa)XXHOM
HOCHUTENIe, TOMEIIAI0TCS B JEJ0 B COOTBETCTBUM C HOMEHKIATypou el

TEPPUTOPUAIIBHON KOMHUCCHH.
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5. Oco0enHOCTH PadOTHI € JJIEKTPOHHBIMHU JOKYMEHTAMHU
(ocymectBiieHue padotsl ¢ fokymentamu B I1/1)

5.1. DNEeKTpOHHBIE JTOKYMEHTHI SIBJISIOTCS O(DHUIIMAIBHBIMUA JTOKYMEHTAMH.
DNEeKTPOHHBIC JOKYMEHTHI CO3/Iat0TCsI, 00padaThiBatoTcs U xpansres B [1]1.

5.2. DNEeKTPOHHBIA JOKYMEHT JIOJDKEH ObITh O(OopMIIEH 1O 00IuM
npaBWjiaM  JICJIONPOM3BOJICTBA W HUMETh  PEKBU3HTBI,  YCTAHOBJICHHBIC
JUISl @aHAJIOTUYHOTO JIOKYMEHTa Ha OyMaKHOM HOCHUTEJE.

5.3.B  TeppuTOpHaIbHON  KOMHUCCHUM  MCIOJB3YIOTCS  AJIEKTPOHHBIE
JIOKyMEHTBI, a Tak)Ke »OJIEKTPOHHBbIE 00pa3bl JOKYMEHTOB, TMOJyYCHHBIC
B pe3yJbTaTe CKaHUPOBAHUSI IOKYMEHTOB Ha OYMa)KHOM HOCUTEJIC U XPaHSIIUECs
B I1JI.

5.4.Jlns TOATBEPXKACHUS TMOJJIMHHOCTH TMpPU Tepenade dISKTPOHHBIX
JIOKYMEHTOB B JIpyrHe€ TOCyJapCTBEHHBIE OpraHbl, OpraHbl MyOJIMYHON BIACTH
dbenepanbHoit  Tepputopun «CHpUYC», OpTraHbl MECTHOTO CaMOYIpaBICHUS,
OpraHM3alusM W TpakJaHaM JOKYMEHTBI 3aBEPSIIOTCS SJIEKTPOHHOU MOJMHUCHIO
JIOJDKHOCTHOTO JIMIA TEPPUTOPUATBHOM KOMHUCCHM, MOANUCABIIETO JIOKYMEHT,
B cooTrBercTBUM ¢ DenepanbHbiM 3akoHOM oT 06 ampens 2011 roga Ne 63-D3
«O0 2JIEKTPOHHOM MOJMHUCH.

5.5.1lpu 00paboTke, pPacCMOTPEHHUH, COIVIACOBAHUHW W IOJAIHMCAHUHI
AJIEKTPOHHBIX JOKyMEHTOB B IIJ[ BO BHYTpEHHEM JOKYMEHTOOOOPOTE MOTYT
UCIIOJIb30BATBCSA  CIMOCOOBI  MOATBEPXKICHUSI  JIEUCTBHM C  AJIEKTPOHHBIMU
JOKYMEHTaMHU, TpPH KOTOPBIX 3JIEKTPOHHAs MOJANHUCh HE UCIOJb3YyETCS.
Nnentudukanys JOHKHOCTHOTO JHMIA TPOU3BOJUTCS IO €r0 YYETHOH 3aIlucu
B IIJI 1mbo MOXET WCIOJb30BaThCs TIPOCTAast DJICKTPOHHAS  IOMATHCH.
Takke mpocTas JIEeKTPOHHAs MOJMUCH MOXKET MCIOJIb30BAaThCS MPU HANpaBICHUU
anekTpoHHbIX JokymMeHToB B I[MK Poccun, @MU npu [HUK Poccun,
PIHOUT npm IIUK Poccum, Cankr-IlerepOyprckyro — M30MpaTeIbHYIO
KOMHCCHUIO, H30UpaTelbHble KOMHUCCHM CyOBbeKTOB Poccuiickoit ®enepanuu,

TEPPUTOPUAIIBHBIC KOMHUCCHH.
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5.6. CoctaBienue, opOpMIICHHE U COIJIACOBAaHUE MPOEKTOB AJIEKTPOHHBIX

JIOKYMEHTOB ~ OCYIIECTBJISIETCST MO OOIIMM TMpaBujaM JIeJIONpPOU3BOJICTBA,
YCTAaHOBJICHHBIM B OTHOLIEHUH aQHAJIOTUYHBIX JOKYMEHTOB Ha OyMa)XHOM
HOCHUTETIE.

5.7. llepeyeHb NTOKYMEHTOB, CO3[1aBa€MbIX, XPaHUMBIX M HCIIOJIb3YEMbIX
UCKIIIOYUTENIbHO B (OpMe  BIEKTPOHHBIX  JOKYMEHTOB,  ONpEIENeTCs
HOMEHKJIATYPOU AE.

5.8.1lpuem u© oOTHpaBKa 3JIEKTPOHHBIX JOKYMEHTOB OCYIIECTBIISIIOTCS
JOJDKHOCTHBIM JIMIIOM, HMMEIOIIUM JocTynn K pabore c IIJ], Takxke wMoxer
OCYIIECTBIATHCS aBTOMAaTUYECKasi OTIpaBKa JOKYMEHTOB, IMTOAMUCAHHBIX IIPOCTON
anekTpoHHOM  moamuchkto  cpeacrBamu  [IJI B UK  Poccun, LU
npu I[IUK Poccun, PIHHOUT npu UK Poccuu, Canxkr-IlerepOyprekyto
n30MpaTebHYI0 KOMHUCCHIO, M30upaTelibHble KOMUCCUU CyOBheKkToB Poccuiickoi
denepanuu, TEPPUTOPUAIIBHBIE KOMUCCHUU.

5.9.1lpu mnonydyeHun ->aeKTpoHHBIX JokymeHTOoB u3 I[[MK Poccun,
OIUN npu UK Poccun, PHHOUT npu MUK Poccum, Cankt-IleTepOyprckoit
n30UpaTeIbHOW KOMMCCHUU, HU30UpaTeNbHbIX KOMHCCHN CcyObekToB Poccuiickoit
denepanuu, TEPPUTOPUATBHBIX  KOMHUCCHUW, TOAMNMCAHHBIX  3JEKTPOHHOMU
INOAIMCHIO, OCYLIECTBIIAECTCS NPOBEPKA ACMCTBUTEIBHOCTH JJIEKTPOHHOU MTOAIUCH
cpenctBamu I1/1.

5.10. Ilpu BKJIIOYEHUHU OHIIEKTPOHHBIX JOKyMmMeHTOB B IIJ] dopmupyrorcs
PETUCTPALIMOHHO-YUYETHBIE JaHHBIE O JOKyMEHTE, 00eCIeuHnBalolIue yrnpaBIeHHEe
JOKYMEHTOM, B TOM YHCJIE€ €r0 MOUCK, JOCTYN K TOKYMEHTY, KOHTPOJIb, XPAHEHUE
U UCHoJib30BaHue (mpuioxenue Ne 7).

5.11.1Ilpu  mepemaye  MOCTYNUBIIMX  DJIEKTPOHHBIX  JIOKYMEHTOB
Ha pAacCMOTPEHHE, HANpPaBJICHUHU DJIEKTPOHHBIX JOKYMEHTOB WCIIOJHUTEISM,
OTIPABKE M XPAHEHUH JJIEKTPOHHBIX JOKYMEHTOB BMECTE€ C HUMH IIEPENAIOTCS
(HampaBIIAIOTCS, XPAHATCA) UX PETUCTPALIMOHHBIE TaHHBIE.

5.12. EquHuneit yyera 3JE€KTPOHHOTO JIOKYMEHTa SIBJIAETCS 3JIEKTPOHHBIN

JIOKYMEHT, 3apErucTpupoBanHbid B 11/1.
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DONEeKTpOHHBbIE JOKYMEHTHI, HMEIOIIUNE MPUIOKEHUS, PETUCTPUPYIOTCA

Y YUYUTBIBAIOTCS KAK OJIMH JIOKYMEHT.

5.13. DnekTpoHHbIE JOKYMEHTHI (OPMHUPYIOTCS B JieJa B COOTBETCTBHUH
C HOMEHKJIaTypO#l JeJl TEpPUTOPUATBHON KOMUCCUU U UHJIEKCUPYIOTCS B MOPSAKE,
YCTaHOBJICHHOM B OTHOILIEHUH JI€JI, COCTaBJICHHBIX U3 JOKYMEHTOB Ha OyMa)KHOM
HOCHTEIIE.

IIpr cocTaBiieHMM HOMEHKJIATYPBI €] YKa3bIBAa€TCA, YTO JEJI0 BEHETCS
B DOJICKTPOHHOUM ¢opMe, YTO OTMEuaeTcsi B 3arojioBke jena Wik B rpade
«ITpumeuanue», Hanpumep:

[Tocranosnenus llenTpanpHoil wu30MpaTenbHON KoMHUccuM Poccuiickoi
®enepannu. Konnu. DneKTpOHHBIE TOKYMEHTHI.

5.14. DneKTpoHHBIE JOKYMEHTHI IOCIE€ MX HUCIOJHEHUA MOIJIeKAT
XPAHEHUIO B YCTAHOBJIEHHOM TIOPSIIKE B TEYEHHE CPOKOB, IMPETyCMOTPEHHBIX
JUTSL aHAJIOTHYHBIX JOKYMEHTOB Ha OyMa)KHOM HOCHTEJIE.

5.15. MecTto XpaHeHUs OJJIEKTPOHHBIX JOKYMEHTOB [0 HX Mepeaayu
Ha apXMBHOE XpaHEHHE, BUJ HOCUTENIeH, Ha KOTOPBIX OHHM XpaHSTCs, (pOopMaThl
UX TIOCTOSHHOIO M JIOJTOBPEMEHHOIO XPAaHEHUS ONPENESIOTCS C  Y4ETOM
UCIIOJIb3YEMBIX B  TEPPUTOPUATBHOM KOMHCCHUHM  MPOTPAMMHO-TEXHUYECKHX
CPEICTB, HOPMATHBHBIX AaKTOB M METOAMYECKUX JTOKyMEHTOB Pocapxusa,
ApxuBHoro komuteta Cankt-IlerepOypra.

5.16. DkcniepTH3a LEHHOCTH JJIEKTPOHHBIX JIOKYMEHTOB OCYIIECTBISETCS
B 0OIEM MOpSAKE, YCTAaHOBJIEHHOM B OTHOILIEHUHM JIOKYMEHTOB Ha OyMa)KHOM
HOCHTEE.

5.17.1locne  wucreyeHuss CpOKa, YCTAHOBIEHHOIO I  XpaHEHUs
ANEKTPOHHBIX €N (DJIEKTPOHHBIX TOKYMEHTOB), OHHM MOMJIEKAT YHUUYTOXKEHUIO
C COCTaBJICHHEM aKTa YCTaHOBJIEHHOU (opMbl (mpuioxenue Ne 16).

5.18. DIIEKTpOHHBIE JTOKYMEHTBI, MOJJIEKAIINE JIATEIbHOMY XPaHEHUIO,
MEepPEeAIOTC HA apXHUBHOE XPaHEHHE MO ONUcsAM ¢ 0(OpMIIEHHEM aKTa Mpuema-

nepcaadu 3JICKTPOHHBIX TOKYMCHTOB Ha apXHBHOC XpaHCHUC.
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6. Oco0ennocTH padoTHI ¢ OOpalIeHUSIMU TPAKIAAH.
Opranusanus JHYHOIO IpHeEMa rPaKaaH

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

6.2. O0parieHusi B TEpPUTOPUATLHYI0 KOMUCCHIO MOTYT OBITh HaIlpaBJICHBI
B MUCbMEHHOMU (hopMme, a Takxke B GopMe 3IEKTPOHHOTO JOKYMEHTA.

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

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

DnexTpoHHas ¢opma OOpalleHUI JOJKHA IMpeaycMaTpuBaTh 3aIllOJIHEHUE
azpeca SJIEKTPOHHOM MOYTHl, Ha KOTOPBIA JOJKEH OBbITh HAmpaBiI€H OTBET
Ha o0pallleHHne, CeUaibHOro MOoJs ISl BBOJA TEKCTa OOpaIleHus], COAEPKALIErO
€ro CyTh, BO3MOXHOCTb IPUJIOKEHUS TOKYMEHTOB U MaTE€pUaOB B AJIEKTPOHHON
dbopme, MOATBEPKIAIOIINX JOBOIbI OOpAILIEHUS, & TAKKE MOXKET MPelycCMaTpUBaTh
BO3MOXHOCTh ~ yKa3aHHUsl JOMOJHUTENbHBIX CBEJIECHUW, YTOUHSIOUIMX CYTh
oOparieHus.

6.4. Conepxainiiecsi B HalpaBJIEHHbIX B (OpME 3JIEKTPOHHOTO JOKYMEHTa
oOpallleHusIX CBEICHMs, a TaKXkKe IpujaraeMple MaTtepuaibl (IpU HATWYHH)

BBogsiTca B [IJ[ nmbo B gpyrue peructparmoHHoO-ydeTHbie (opmbl. BBon
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CBEJICHHI, COJIEP)KAIINXCA B HANpPaBIECHHBIX B (OpME 3JIEKTPOHHOTO TOKYMEHTa

oOpallleHuax, MpuUjlaraeMblX MaTepHalioB M HUX PETUCTPAIMsl OCYIIECTBISIOTCS
HE T03/Hee Tpex padouux AHEW CO JHS HampaBieHHs OOpalleHHs, a B MEPUOJ
NPOBEJCHUS  COOTBETCTBYIOIIMX  M30MpATENbHBIX  KAMIIAHUM,  KaMIIaHUN
pedepennyma 1O BOIpOcCaM MOATOTOBKM M MPOBEACHUS OSTHX BBHIOOPOB,
pepepenayma mo  oOpallleHHsIM,  HAmpaBJIEHHBIM  JI0  YCTAaHOBJICHHUS
TEPPUTOPUATBHON KOMHUCCHEW HTOTOB TOJIOCOBAaHUS, ONpEAEICHUS PEe3yJIbTaToB
BbIOOPOB, pedepeHymMa —B JIeHb HampaBieHHsl oOpalleHus Jubo He MOo37HEe
cienyromero pabouero JHA B COOTBETCTBUUM €  rpadukoM  paboThI
TEePPUTOPUATBHON KOMHCCHH, C YUETOM CPOKOB PACCMOTPEHUS] COOTBETCTBYIOIINX
oOpallleHu#, YCTaHOBJIEHHBIX 3aKOHOJATEILCTBOM O BBIOOpax M pedepeHmymax.
Peructparnus oOparienuii, HanpaBJIeHHBIX B TEPPUTOPUAIbHBIE KOMHCCUU B (JOpMe
AJIEKTPOHHOTO JIOKYMEHTa, MOKET OCYIIECTBIATHCA C ucrnojib3oBanuem [1]]
aub0 ¢ HCHOJB30BAaHUEM JPYTHX pErucTpanuoHHO-y4eTHbIX ¢opm. [locne
OCYILIECTBJICHUS] yKa3aHHBIX JEHCTBUM OOpalleHne CYUTAETCS MOCTYMUBIINM
B TEPPUTOPHAIBHYIO0 KOMHUCCHIO.

OOpamienuss B MUCbMEHHOW (hopMe, MOCTYNHBIIKME B TEPPUTOPUATHHYIO
KOMHCCHUIO, PErHCTpPUPYIOTCA MpercenaTeneM (CeKperapeMm) TeppUTOpUAIbHON
KOMUCCHUM WM  pabOOTHUKOM  ammapaTa, OTBETCTBEHHBIM 3a  BEJCHHUE
JeNONIPOU3BOACTBAa ¢ wucmoas3oBanueM [IJ] nmubo ¢ wucnonb3oBaHMEM JPYTUX
PETUCTPALIMOHHO-YUYETHBIX (OpM HE TMO3AHEEe Tpex pabodyux AHEH COo JHA
NOCTYIUIEHUsI OOpalieHus, a B TEepuoja TMPOBEACHUS COOTBETCTBYIOLIUX
U30MpaTeNbHBIX ~ KaMMaHWW, KaMOaHuid pedepeHaymMa 10  YCTaHOBJICHHUS
TEPPUTOPUATBHON KOMHCCHEW HTOTOB TOJIOCOBAHMS, ONPEICNICHUSI PE3YyJbTaTOB
BBIOOPOB, pedepeHayMa — B JICHb MOCTYIUICHUs OOpalleHus OO He TMOo3Hee
cieayromero pabodero JHS B COOTBETCTBUM € TpaduKOM pabOThl KOMHUCCHH,
C YYETOM CPOKOB PacCMOTPEHUSI COOTBETCTBYIOIIUX OOpAIIeHU, YCTaHOBIEHHBIX

3aKOHO/ATEILCTBOM O BBIOOpaxX U pedepeHayMax.
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OOpaieHns, MNOCTYNMBUIME B TEPPUTOPHAIBHYIO KOMHUCCHUIO, MOLYT

PErUCTPUPOBATLCS B YCTAHOBJIEHHBIE BBIIIE CPOKU OTACIBHO OT JAPYTHX BUOB
JIOKYMEHTOB.

6.5. B cimyuae peructpamuu obOpamenus B [IJ[, HOKHOCTHBIM JTHUIIOM,
UMEIOINUM JocTyn K padote ¢ [1/], 3amonHstoTcss HeoOXoAUMbIe TOJI BO BKJIAIKE
«O6pamenue» I1J] B 3aBucuMOCTH OT MMeromIelicas nHGopManuu B OOpalieHuu
HE TO3JHEe Tpex pabouux JHEHM CcOo [JHA perucrpaudd oOpalleHus
B TEpPPUTOpPUATHLHOW KOMHCCHU W B TEUEHHE OJHOrO0 paboyero IHS CO JHSA
NOCTYIUIEHUsI 00pallleHus IO BOIIPOCaM MPOBOJAUMBIX H30MPATEIbHBIX KaMIaHH.

6.6. IIpy BCKpBITUM KOHBEPTOB, COAEpKALIUX OOpallleHUs B MUCbMEHHOU
dbopme, mTpoBepseTcS HamU4Me BcexX BiIOKeHuWH. KoHBepT 00s3aTenbHO
COXpaHseTCH.

OOpamienuss B NHChbMEHHOW (opMe, cojaepkalue B aJpPEeCHOW dYacTu
noMeTKky «JIugHO», paccMaTpuBaIOTCSI B OOIIEM TMOPSJKE B COOTBETCTBHUHU
¢ UucTpykuuen.

[Ipu  perucrtpauuu  TOBTOPHBIX  OOpalleHMd UM  NPUCBAWBAETCSA
OYepPETHOM PETUCTPAIMOHHBIM HOMEpP, B PETUCTPAIMOHHO-YYETHOW (opme
nenaercst ormetrka «lloBTopHo», a mpu ucnonb3zoBanuu [1J] ocymectBusercs
cs3biBanie ¢ PYK mno mnepBuuHbiM oOpaiieHusiM, MpH HEOOXOIUMOCTU
obopmiieHUsT Ha OyMaXHOM HOCUTENIe K OOpallleHUI0 TPUKIIAIBbIBAIOTCS
nono6panusie PYK no nepBudHbIM 00paiieHUsIM.

Ecnu obparnienre nocTynuiio OT KOJUIEKTUBA TpaXk/laH, TO MPU PETUCTPALUU
B PErHCTPALMOHHO-YUETHOU (popme cTaBUTCS OTMETKA «KOIEKTUBHOE.

6.7. lIpu ocymecTBieHun peructpauuu cpeacramu [IJI Ha nwuneBoit
CTOpPOHE TIEPBOTO JHMCTa 3apErUCTPUPOBAHHOTO JOKyMEHTa Ha OyMakKHOM
HOCHUTENEe, KaKk TMpaBWjO, B TMPAaBOM HWKHEM yIJy  MOPOCTaBIsETCA
pEerucTpallMOHHBIA HOMEp U JlaTa, a TakkKe IUTPUX-KOA C YKa3aHHEeM
HAaMMEHOBaHUS OpraHu3aliu.

Ecnu mpocrtaBineHue perucTpauMoHHONO HOMEpa 3aTPyAHSIET MPOYTEHHE

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

a IITPUX-KOJ IPOCTABIISIETCS IPU HATMYUH TEXHUUYECKON BO3MOKHOCTH.

IIpr ocymecTBI€HMM pPErUCTpalMyd B APYTOM PErucTpalOHHO-YYETHOU
dbopMe perucTpallMOHHBIA IITAMI, COCTOSIIMA M3 MOPAJKOBOTO HOMeEpa
oOpallleHusT U JaThl PErucTpaluy, CTaBUTCS, KaK IPaBUJIO, HAa IEPBOM JIHCTE
oOpaiieHus: B IpaBOM HUKHEM YTITy WM Ha CBOOOTHOM OT TEKCTa MECTE.

Hymepanuss noctynuBmux oOpallleHHd OCYLIECTBISIETCS B IIpenernax
KaJIEHJAPHOTO Irojia.

6.8. 3aperucTpupoBaHHbIC OOpaIEHUs PACCMATPHUBAIOTCS B COOTBETCTBUU
C MOPSIIKOM, OTIpeAEIIEHHBIM pa3zesioM 2 MHCTpyKkuuu.

6.9. O6paieHusi, aJpecoBaHHbIE YJEHAM TEPPUTOPUATIHLHOW KOMHCCHUH,
PETUCTPUPYIOTCS, JOKIAABIBAIOTCA U NEPEAAIOTCS B COOTBETCTBUHU C HOPSIKOM,
yCTaHOBJIEHHBIM HCTpYKIIMEN.

OOpamienust  pacCMaTpuBalOTCI B COOTBETCTBHUM € YKa3aHUSIMU
0 MHCIOJHEHHUIO JIOKyMEHTa MpeAcenareiss TEpPUTOPUATIbHOM KOMMCCHU
B IIOPSZIKE, YCTAHOBJIICHHOM 3aKOHOATeNIbCTBOM Poccuiickon ®@enepanumu.

6.10. O6pamieHus1, coaepKaliiue BOIMpOCH, pelieHne KOTOPBIX HE OTHOCUTCS
K KOMIIETEHIIMH TEPPUTOPUATIBLHON KOMHUCCHUH, OKJIAJbIBAIOTCA MpPEACENaTelNto
TEPPUTOPUAIBHOM KOMHCCHM W IO €r0 YKa3aHHWIO MO HWCIIOJHEHHIO JIOKYMEHTa
B CpPOKH, YCTaHOBJICHHBIE 3aKOHOJATEILCTBOM O BbIOOpax u pedepeHaymax,
HaIlpaBJISIOTCA C  CONPOBOAMUTENBHBIM  MHCBMOM 33  €r0  MOAMNHUCHIO
B COOTBETCTBYIOIIMA OpraH WM COOTBETCTBYIOLIEMY JOJDKHOCTHOMY JIMILY,
K KOMIIETEHIIMM KOTOPBIX OTHOCHUTCS PEIICHHE TMOCTABICHHBIX B OOpallleHUu
BOIPOCOB,  C  YBEJOMJIEHHEM  TpaxJaH,  HalpaBUBIIMX  OOpaIleHuUs,
0 Tiepeaapecanu oOpalieHuid. B compoBOaUTETLHOM MHCBME OrOBAapUBACTCS
NOPSIJIOK HAIlPaBJIEHUSI OTBETA aBTOPY OOpaIlleHHUS.

Ecnu pemieHne mnocTaBieHHBIX B OOpallleHUHd BOIPOCOB OTHOCHUTCS
K KOMIIETEHIIMM HECKOJBbKUX TOCYJAPCTBEHHBIX OPraHOB, OPraHOB MECTHOI'O
CaMOYIIPABJIEHUSI WJIM COOTBETCTBYIOIIUX JOKHOCTHBIX JIMI, KOMHS OOpalieHus

HaIIPpaBJIACTCA B COOTBCTCTBYIOIIIHC OpraHbl nJIn COOTBCTCTBYIOIIIUM
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AOJDKHOCTHBIM JIMIIaM B CPOKH, YCTAHOBJICHHBIC 3dKOHOJATCILCTBOM O BBI60an

u pedepeHaymax.

6.11. 3anpemaercs  HampaBisITH ~ OOpalieHWe  Ha  PacCMOTPEHHUE
B FOCYJapCTBEHHBIN OpPraH, OpraH MECTHOI'O CaMOYNPABIICHUS WIIA JOJDKHOCTHOMY
JUIly, pelieHue WM - jaerctBue  (0e3deiicTBHE)  KOTOPBIX — OOXKaiyercs,
32 MCKJIOYEHUEM CIIy4aeB, yKa3aHHBIX B NYyHKTe 6 cratbu 75 DenepaibHOro
3aKOHAa 00 OCHOBHBIX FapaHTHUSAX U30UPATENbHBIX MPaB.

6.12. Eciam B COOTBETCTBUHU C 3alpPeTOM, yKa3aHHbIM B mojpazzene 6.11
WHCTpyKUMK, HEBO3MOXXHO  HAmpaBUTh  OOpallleHHe Ha  PacCMOTPEHHE
B FOCYJJapCTBEHHBIN OpraH, OpraH MECTHOT'O CaMOYNPABIICHUS UK JOJKHOCTHOMY
JUILY, B KOMIIETEHIIUIO KOTOPBIX BXOJUT PEUICHHE MOCTaBIECHHBIX B OOpaIleHUU
BOIIPOCOB, OOpaIieHre BO3BpallaeTcsl TPakJIaHUHY C Pa3bsiCHEHUEM €ro IpaBa
00’kaJoBaTh COOTBETCTBYIOUIEE pEIICHHE WM JCHCTBUE B YCTAaHOBJICHHOM
NOPSJIKE B CY/I.

6.13. O6paiieHusi, TNOCTYNHUBIIME B TEPPUTOPUAIBHYI0  KOMHUCCHIO,
paccMaTpuBalOTCAd B CPOKH, YCTAHOBJIGHHBIE 3aKOHOAATEIBLCTBOM O BBIOOpax
u pedepenaymax, ¢ yderoM OCOOEHHOCTEW, yKazaHHbIX B moxpazaenax 10.5
u 10.6 Muctpykuuu.

Ecnin  HeoOXoauMo  MpOUIMTH  CPOK  PacCMOTpeHHsl  oOpalleHus,
UCIIOJIHUTEIIb HE MO3/IHEe YeM 3a OJUH JI€Hb JI0 MCTEYEHHUS CPOKa IMOATOTOBKHU
OTBETa TMPEJCTABseT IMpeAcenaTeNiio OOBbACHEHHE, [0 KaKoH MpUYHHE
HEBO3MOKHO [J1aTh OTBET B YCTAHOBJICHHBIM CpOK. MakcHMalbHOE NpOAJIEHHE
CpOKa MCIOJHEHUs1 oOpalieHusl He JOKHO MPEBBINIATh YCTAHOBJICHHBIX 3aKOHOM
CPOKOB pacCMOTpEHUS OOpalleHusl.

3asBUTENIO HAMPABIAETCS YBEAOMIICHHUE O MPOJICHUH CPOKA PACCMOTPEHUS
€ro ooparieHusl.

OOparienusi, Ha KOTOpbIe HAOTCS MPOMEKYTOUYHBIE OTBETHI, C KOHTPOJS
HE CHUMAIOTCS.

6.14.B  cnydyae mocTymuieHMS B TEPPUTOPUAIBHYI0  KOMHCCHIO

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

JOKYMEHThl W Marepuaibl, HEO0OXOoAWMble JUIsl PAaCCMOTPEHHsSI OOpalleHus,
IIPEACTABIAIOTCA B CPOK, YKA3aHHBIM B 3alIpOCE WIM MHOM CPOK, YCTaHOBJICHHBIN
NEHCTBYIOIUM 3aKOHOAAaTEIbCTBOM.

6.15. B oOpatnieHuu JOJDKHBI OBITh YKa3aHbl (paMuivs, UMs, OT4ECTBO (IIpH
HAJTMYHN) 3asIBUTENS (JJ1s 3asABUTENICH, HE SBISIOMUXCSA (PU3NICCKUMU JTUIAMU, —
HauMeHoBaHue). B oOpaiieHnn B NHUCbMEHHOW (opMe JO0JKeH ObITh yKa3aH
MOYTOBBIA aJIpec, MO0 KOTOPOMY JOJKEH OBITh HaIlpaBJIeH OTBET Ha OOpalleHue,
TaKKe€ JOJDKHBI ~COJEPXKAThCS JIMYHAS TOJNUCH 3asBUTENA WIH  JIHIIA,
YIOJIHOMOUYEHHOT'O JIEUCTBOBATh OT €r0 MMEHH, U JaTa MOAMUCAHUS 0OpallleHuUS.
B oOpamennn B (opme dIEKTPOHHOTO JIOKYMEHTa JOJDKEH OBITh YKa3zaH
aJpec AJIEKTPOHHOW TMOYTHI, MO KOTOPOMY JOJKEH OBITh HampaBlieH OTBET
Ha oOpalleHue.

Eciu B oOpamenun He ykazaHbl (GamMuius 3asBUTENS (I 3asBUTES,
HE SABJIAIONIETOCs (PU3NYECKUM JIUIIOM, — HAMMEHOBAHUE) WUJTU aJJpecC, 0 KOTOPOMY
JOJDKEH OBITh HANpaBJICH OTBET Ha OOpaieHue, OTBET Ha TakKoe oOpalieHue
He gaerca. Takoe oOpallleHHe CHOUCBIBa€TCA B JIEJIO  TpejAcenaTesieM
TEPPUTOPUATBHOU KOMHUCCHH.

Ecniu B oOpamenuun copepxaTcsi CBEACHHS O TOJATOTaBIMBAECMOM,
COBEpPIIAEMOM WJIM COBEPIICHHOM TPECTYIUICHUH, a Takxke O JIMIE,
ero TMOATOTABIMBAIOIIEM, COBEpIIAIOIIEM WJIM COBEpPIIUBIIEM, oOpalleHne
MOJIJICKUT HAMPABICHUIO B TIPABOOXPAHUTEIbHBIE OPTaHBbI.

Ecin Texcr oOpailieHuMs HE TOJJAETCS MPOUYTEHUIO WM HE TO3BOJISIET
ONpeAeNnuTh CyTh OOpalieHus, OTBET Ha Takoe oOpallleHne He JaeTcs,
0 4YeM B TEUEHHME CEMHU KaJCHIAPHBIX JHEW Mociie JTHA MOCTYIUICHUS! 0OpalleHus
YBEOMIISIETCSI 3asBUTEJb B CJydae, €CJIM B OOpallleHUH MOAJAI0TCS MPOYTEHUIO
dbamunus 3asBUTeNs (U1 3asABUTENS, HE SBISIOMErocs (U3NYECKUM JTUIIOM, —
HAaMMEHOBAaHHUE) M aJIpec, IO KOTOPOMY JOJDKEH ObITh HampaBieH OTBET

Ha oOpalieHue.
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He saBnsercs  oOpamieHneM  TEKCT, COJACpKalUi  IMO3JpaBicHUE,

co0OJIe3HOBaHWE WJIM OIIEHKY JIeITeIbHOCTH M HE COOTBETCTBYIOIIUMN
TpeOoBaHUAM, NpeabaBisieMbiM DenepanbHbIM 3aKOHOM 00 OCHOBHBIX T'apaHTHIX
U30upaTeabHbIX MpaB, U TPeOOBAHUAM K 3ampocy MH(GOPMALUU, TPEIbIBIIEMbIM
denepanbHbIM 3aKOHOM OT 9 peBpans 2009 roga Ne 8-O3 «OO6 obecneyeHun
Joctyna K uHpopManuu o JAeSTENbHOCTH TOCYAapCTBEHHBIX OPraHOB M OPraHOB
MECTHOTO CaMOYIIPaBIICHUS.

6.16. Obpamienus, B  KOTOPBIX  COJEpPXKATCS  HEUEH3ypHble  JHOO
OCKOpOWUTENbHBIE BBIPAKEHHS, YIPO3bl KU3HU, 3J0POBBI0 U HMYIIECTBY
JOJDKHOCTHOTO JIMI[A WJIM HHBIX JIMI[, OCTalOTCsS O€3 OTBeTa IO CYIIECTBY
MOCTAaBJICHHBIX B HHUX  BOIIPOCOB, a  3asgBUTEISIM cooO1aeTcs
0 HEJIONYCTUMOCTH 3JI0YTIOTPEOICHUS TPABOM.

6.17. O6paiieHue, B KOTOPOM OOXKalIyeTcsl CyJeOHOe pelIieHue, B TCUCHHUE
CEMHU KaJCHJApHBIX JHEM €O JHS PETUCTPAallMd BO3BPAILAETCs TpakIaHUHY,
HaIlpaBUBILIEMY OOpallleHHue, C Pa3bsiCHEHHWEM TNopsAaKa 00KajJoBaHUS JTaHHOTO
Cy1eOHOTO pEeIlICHHUS.

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

Ecnu ot 3asBuTeNs, ¢ KOTOPHIM Mepernucka Obula MpeKpalieHa, mocTynaer
ouepeiHOe OOpalieHre MO0 TOMY K€ BOIPOCY, TO MUCHBMEHHBI OTBET Ha HETro
MOJKET HE JIaBaThCs, a cCaMO OOpallieHHe HaIlpaBsIeTCs B JIEIO.

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

1o agpecaM  BJIEKTPOHHOMU MIOYTHI, YKa3aHHbBIM B oOpareHuu.
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OOparmienust TpaxaaH, TIOCTYNUBIIME HA aJIpec JJIEKTPOHHOM IOYTHI

TEPPUTOPUAIIBHOM  KOMHUCCHH, HE  PETHUCTPUPYIOTCS B COOTBETCTBHUH
¢ ®enepanpapiM 3akoHOM OT 28 mexadbpst 2024 roma Ne 547-®3 «O BHeceHuu
u3MeHeHut B @enepanbHblii 3akoH «O TMOpsIKE PacCMOTpPEeHHs] oOpalieHui
rpaxad Poccuiickount @enepanumny.

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

6.20. B cimywae ecnu 3ampammBaemMas HHQOpMAIMs  OMyOJMKOBaHA
B CpelacTBax MaccoBoll uH(opMmanuu 500 pasmenieHa B cetu MHTepHer,
TEppPUTOpHAIbHAS KOMUCCHS B OTBETE HA 3alPOC MOXKET OTPAaHUUYUTHCS YKa3aHUEM
Ha3BaHUs, JaThl BBIXOJIa U HOMEpA CPEACTBAa MAacCcOBOM MH(pOpMaIMU, B KOTOPOM
onyOJiMKOBaHa 3ampamuBaeMas HHGOpMAIUI CO CChUIKOW (aapec CTpaHUIIhI)
Ha nHGOpPMAITNIO, pa3MEIIeHHYO B ceTu HTepHeT.

6.21. Ilpu peructpamuu oOpamienus B I mo wurtoram paccMoTpeHus
oOpareHust JTOKHOCTHBIMHU JIMIIAMU, OTBETCTBEHHBIMH 3a BBOJ U 00pabOTKy
undopmaruu B [1]], Bo Bkiagke «O6pamenuex» 1] 3anonnsiercs none «l IpunsiThie
MEphI», a TaKKe BHOCSTCS CBEJICHUS O pe3yJibTaTaX PacCMOTPEHHs oOpalieHus
B Onoke «Bompoce» B TeueHuWe Tpex pabouyux OHEH CO JHS PacCMOTPEHUS
oOpallleHls U B TEYEHHE OJIHOro pabouero JHs i oOpalleHud Mo BOIpocam
MIPOBOJIMMBIX U30MPATEITHHBIX KaMIIaHUH.

6.22. JInuHbIA NpUeM TpaxiaH MO BOMpOcaM, BXOMSIIUM B KOMIETEHIIMIO
TEPPUTOPUATIBHOM  KOMHUCCHUM,  SBJISIOIMICHCS  TOCYJapCTBEHHBIM  OPraHOM,
OCYILIECTBIISIETCS npeaceaaTenemM TEPPUTOPUATIBHOM KOMHCCHH,
M0 TMpEeIBAPUTEIIBHONW 3amucu Mo Trpaduky, yTBEPKICHHOMY IMpesceaareneM
TEPPUTOPUAIBHOM KOMHUCCHHM, W peructpupyercs B JKypHaie yyera mnpuema
rpaxkaad (npusioxenue Ne 8.1).

Nudopmarus 0 MOPSIIKE npuemMa rpakJiaH pa3meraercs

Ha UHOOPMAITMOHHOM CTEHJIE TEPPUTOPUATTLHON KOMUCCHUH.
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[lo mpuObITUM Ha JUYHBIA NpPUEM TPAXKIaHUH NPEIBSIBISET JOKYMEHT,

YAOCTOBEPSIOIINNA €ro JTUYHOCTb.

Benenne mM4YHOro mnpuemMa TIpaxJaH MOXKET CONPOBOXKAATHCS ayJHo-
Y BUJIC03AITMCHIO, O YEM IPak/IaHe YBEIOMIIAIOTCS 0 Hayaia pueMa.

6.23. KpaTkoe cojaepkaHue YCTHOTO oOpaIieHus, JOJDKHOCTh U (haMuius
JMIa, OCYIIECTBISIONIETO MPHUEM, PEIICHHE, MPUHATOE M0 YCTHOMY OOpaIleHHIO,
3aHOCUTCS B KAPTOUKY JIMYHOTO ITpreMa rpaxaaHuHa (npusioxenue Ne 8.2).

B Xxome snu4yHOro mnpuema 3asBUTEIEM TaKKE MOXKET ObITh IMOJAHO
oOpailleHue B MUCHbMEHHOW (opMe, Ha KOTOpPOE JaeTcs NUCHbMEHHBIH OTBET
B CPOKH, YCTAaHOBJICHHBIE JIJISl PACCMOTPEHUSI COOTBETCTBYIOIIMX OOpaIeHui.

Ecnu oOcTosiTenscTBa, U3/I0)KEHHBIE B YCTHOM OOpAIEHUH B XOJ€ JTUYHOTO
npuema, TpeOyIOT MPOBEPKH, HA TaKoe OOpalleHHe IAeTCsi MUChbMEHHBIM OTBET
B CPOKH, YCTaHOBJICHHBIE JIJISl PACCMOTPEHUSI COOTBETCTBYIOIIMX OOpaIeHUH.

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

B cnyuae rpy0oro, arpecCUBHOTO MOBEJCHUS 3asBUTENS IPUEM MOXKET OBITh
npekpamied. [Ipu HeoOXOIMMOCTH MOXKET OBbIThb BbI3BAH COTPYAHHUK OXpPaHbl
WIM TPaBOOXPAHUTEIbHBIX oOpraHoB. MHpopmanus O TNOBEIECHUH 3asiBUTEIIS
OTpa)kaeTcs B )KypHase yyeTa.

6.24. IlepenanHple Ha JUYHOM IpHEME OOpaIleHHUs B MUCbMEHHOH (opme
PETHCTPUPYIOTCS U PacCMATPUBAIOTCS B YCTAHOBIEHHOM JJII COOTBETCTBYIOIIUX

oOpallleHui mopsiJIKe.

7. OcobeHHOCTH PadOTHI C JOKYMEHTAMHU, COAEPKAIIUMHU CJIYKeOHYI0
nHGOPMALMI0 OTPAHUYEHHOT0 PACTIPOCTPAHEHUS
(c momeTkoi «/liist ciIy:Ke0HOT0 MOJIb30BAHMS)
7.1. OcobeHHOCTH PabOThl C JIOKYMEHTaMH, COAEPKAIIUMHU CITy>KEOHYIO
UHGOPMAIIMIO OTPAHUUEHHOTO PAaCIPOCTPaHEHUSI.
7.1.1. K cayxebHoil uH(}OpMALMU OrpPaHUYEHHOIO PACIPOCTPAHECHUS

OTHOCUTCS HEcekpeTHass uH(opMalus, HE3aBUCUMO OT BHJA €€ HOCHUTE,



45
OTpaHMYEHUS HA PACIPOCTPAaHEHHE KOTOPOM JUKTYIOTCSI €€ CIy:KeOHOMU

HEOO0XOIMMOCTEIO.

7.1.2. HeobxonumocTh  mpocTaBieHuss noMmeTkun «/ms  ciyxeOHOTO
nosib3oBanus» (nanee — «/JICII») Ha noKymMeHTax W H3AHUAX, COJAEPIKAIIMX
CIIy€OHYI0 HMH(QOpPMALMIO OrPAaHUYEHHOTO PACIPOCTPAHEHUS, ONPEAEISIETCS
npejacenareaemM TEPPUTOPHUATBHON KOMUCCHH, HOJNHCHIBAIOIIAM
WJIM yTBEPKAAIOIINM JIOKYMEHT.

JIOIOKHOCTHBIE JIMIIA, TPUHSBIIUE peHIeHHe 00 OTHECEHUH CIy>KeOHOU
uH(pOpPMaIUU K pa3psay OrpaHUYEHHOT'O pacpOCTPAHEHHUS, HECYT MEPCOHATBHYIO
OTBETCTBEHHOCTh 32 000CHOBAHHOCTH MPUHSTOTO PEIICHHUS.

7.1.3. Ilometka «JICI» m HOMEp 3K3eMIUIApa MPOCTABIIAIOTCS B IPABOM
BEpXHEM YIUIy TNIE€PBOM CTpaHULBl JOKyMeHTa (B ciy4yae HEOOXOJUMOCTH —
U ero MpoeKTa), COAECP)KAILIEro CIyX)eOHYI0 HHPOPMALUIO OrPAHUYEHHOTO
pacnpocTpaHeHusl, Ha O0JIOKKE U TUTYJIBHOM JINCTE W3/IaHUs, & TaKKE Ha MEPBOU
CTpPaHULIE COMPOBOJUTEIHOIO MHUChbMA K TaKMM AOKyMeHTaM. lIpu moaroroBke
nokymenTta cpeactsamu [1J] momerka «/ICII» mpocTaBisieTcss Ha 3JIEKTPOHHOM
mabsoHe OJaHKa TOKYMEHTA.

7.1.4. PaGoTa c JOKyYMEHTaMH, COJCpP)KAIIUMH CIY>KEOHYIO HH)OpMAIIHIO
OrPaHUYEHHOI0 PACHPOCTPAHEHUS, B TOM YHCIIE MX MPUEM, YUeT (perucrpauus),
OCYILECTBIISIETCA B MOPAJKE, YCTAHOBIEHHOM JUISI HECEKPETHBIX JOKYMEHTOB,
C y4eToM OCOOEHHOCTEH, H3JIOKEHHBIX B HacTosAlmeM pasaene. llpu stom
K PErMCTPallMOHHOMY HOMEpPY JOKyMeHTa go0asisercs nmomerka «ICID».

7.1.5. Jokymentsl ¢ mometkoit «JICII» peructpupyrorcs (YyUHUTHIBArOTCS)
BMECTE€ C JPYTMMH HECEKPETHBIMU JOKyMEHTaMHu. B perucrpanroHHO-y4eTHOU
dbopme nipousBoautcs 3anuch «JCID».

7.1.6. CkanupoBaHue, KONUpPOBaHHE (TUpPAKUPOBAHUE)  JIOKYMEHTOB
c nmometkoit «/ICII», a Takke pa3MmelieHue ux Mpu ocyuiecTBieHuu padotsl B I1/]
MIPOU3BOJIUTCS TpejcenaresieM (CeKpeTapeM) TEPPUTOPUATILHON KOMHUCCHH JIHOO

pa6OTHI/IKOM alapara, OTBCTCTBCHHBIM  3a BCIACHHC  JICJIOIIPOU3BOJCTBA
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C HUX IMCBMCHHOI'O pPAa3pClICHUA, IIPU I3TOM OCYIICCTBIICTCA YYCT KaKA0TI'0

DK3EMIUIIPA YKA3aHHBIX JOKYMEHTOB.

7.1.7. Jokymentsl ¢ mnomeTtkoil «JICII» Ha OymMaXHOM HOCHUTeNe
nepenarTcs noJ noxanvck. IIpu HanpaBimeHnn AOKYMEHTOB ¢ momeTkoil «JICID»
cpeactBamu II/I B PYK mnpocraBisieTcsi COOTBETCTBYIOLIMM YPOBEHb JOCTYIIa
K JIOKYMEHTY.

7.1.8. Joxymentbl ¢ noMmeTkon «JICID» HampaBiswoTCs B APYrue€ OpraHbl
U OpraHu3alu opraHamu (QenepaibHOil (enbIberepcKkoil CBsA3M, CIy>KOO0U
CHEIHMaIbHOM CBs3U MO0 HapouHbIM. [Ipu HanpaBieHUU JOKYMEHTOB C TOMETKOU
«ICII» cpenctBamu IIJI B LMK Poccun, @I npu LMK Poccun,
PHOUT npu LUK Poccun, Cankrt-IletepOyprekyto n3dbupaTelibHyl0 KOMHUCCHIO,
n30UpaTesIbHbIC KOMHUCCHUU CyOBbEKTOB Poccuiickon denepaunu,
TeppUuTopuasibHble KoMuccud B PYK mpocTaBisieTcs COOTBETCTBYIONINN YPOBEHB
JIOCTyNa K JJOKYMEHTY. 3alpeliaercs nepeaaBarb JOKyMeHThl ¢ moMeTkoil «JICII»
10 HE3ALUIIEHHBIM KaHaJlaM KOMIIBIOTEPHO-MOJIEMHOM U (DaKCUMMIIBHOM CBSI3H.

Hokxymentsl ¢ nometrkoil «JICID» paccbuiaroTCsi HECKOJBKHM ajpecaram
COIVIACHO CIIMCKY pACCBUIKM, B KOTOPOM HAampOTHB Ka)XKJIOI0 ajpecara
MIPOCTABJIISIETCS. HOMEP DK3EMILIAPA OTIPABIIAEMOTO JOKyMeHTa. CIMCOK PaCChUIKU
IOANMCHIBAETCS NPENCENATEIIEM TEPPUTOPHUATIBHON KOMHUCCHUU.

7.1.9. Ucionnennsie gokymeHThl ¢ mnomeTkoll «JICID» dopmupyrores
B Ji€la, B TOM YMCJIE JJEKTPOHHBIC, B COOTBETCTBHUM C HOMEHKIATYpOH JEll.
JIOKyMEHTBI TpYNNHUPYIOTCS B Je€Ja BMECT€ C JAPYTMMU HECEKPETHBIMU
JOKyMEHTaMU MO OJHOMY M TOoMy e Bompocy. [lpu dopmupoBanuu pgena
Ha OyMa)XHOM HOCHUTEJIeé B IPaBOM BEPXHEM YIJIy OOJIOKKH Jena, B KOTOpOe
IIOMEIIEHBI TAKUE TOKYMEHTHI, MpocTaBisieTcst moMmerka «JCID».

7.1.10. Hokymentsl ¢ nometkoit «ICID» Ha OyMa>kHOM HOCHUTENE XPaHSITCS
B 3aKPBIBAIOIINXCS MIKa(ax.

7.1.11. YHu4uTOXEHUE A€, NOKYMEHTOB M u3AaHuil ¢ nomeTtkor «CID»,

yTpaTuBIINX CBOC TIIPAKTHYCCKOC 3HAYCHHC W HC HUMCHOIIHX HCTOpH‘—ICCKOﬁ
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U HAyYHOM IICHHOCTH, TWPOM3BOAUTCS IO aKTy YCTaHOBJICHHOW (OpMbI

C yKa3aHHEeM HOMEPOB 3K3eMIUIIPOB (mpriioxkeHnue Ne 16).

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

Casatue nometkn «JICII» ¢ mpUCIaHHOTO B TEPPUTOPUAIBHYI0 KOMHUCCHUIO
JOKYMEHTa MOKET ObITh MPOU3BEIECHO TOJIBKO [0 COTJIACOBAHUIO C OpraHHU3aIUeH,
HaIlpaBUBLIEH JTOKYMEHT.

Custue mnometrku «JICID» ¢ goxkyMeHTa NpOU3BOAUTCS MpeaceaaTeneM
(cexkpeTapeM) TEPPUTOPHAIBHOW KOMHCCHH JHOO pPabOTHUKOM  ammapara,
OTBETCTBEHHBIM 3a BEJICHHE JIEJIONPOU3BOJICTBA HA OCHOBAHUU NHUCHMEHHOTO
yKa3aHHsl JIOJDKHOCTHOTO JIMIIA, TPUHSBIIETO Takoe pemienue. [lpu cHAThm
nometkn  «JCII» Ha goKyMeHTax, Jdenax WiId U3JaHHUSIX, a TakkKe
B PETHCTPALMOHHO-YYETHOU (hOpME IeNal0TCsl COOTBETCTBYIOLIUE OTMETKHU.

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

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

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

dbopmax.

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

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

C IpeacenareireM TEPPUTOPUAIBHOM KOMMCCHM IIOJIHMCHIBACTCA CEKPETapeM
TEPPUTOPUAITBHON KOMUCCHH.

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

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

JlaHHBIE BONPOCHI BKJIIOYAKOTCA B IIPOEKT IIOBECTKH JHS 3aCENaHHUs
TEPPUTOPUAIBHON  KOMHMCCHUHM  TIpU  IUCBMEHHOM  OOpallleHuu  4ieHa
TEPPUTOPUAIBHOM KOMMCCUHM, II0 HHULHATHBE KOTOPOI'O BOIPOC BBIHOCUTCS
Ha 3acellaHue, Ha UM IIpejacenareis TEPPUTOPUAIBHOM KOMHMCCHHM, B KOTOPOM
YKa3bIBaIOTCS HAaWMMEHOBAaHHWE BOIPOCA, AOKIAAYMK M Jara IMepeladyd IpOeKTa
pElIeHUs] B COOTBETCTBMU C IYHKTOM 8.2 W MaTEepHaJOB K HEMY CEKpPETaplo
TEPPUTOPUAIIBHON KOMHUCCHMU.

8.1.3. CoryacoBaHHbIil C TpeacenaTeNeM TEPPUTOPUATIBHON KOMHUCCUU
Y MIO/ANMCAaHHBIN (cornacoBaHHbI cpenctBamu 11]1) cekperapeM TeppUTOpUaTBHON
KOMHMCCUU TIPOEKT IIOBECTKM JHs 3acefaHusi TEPPUTOPHATIBHON KOMHUCCUU
TAPAXKUAPYETCS U1l PACCBUIKH WICHAM TEPPUTOPUATIBHON KOMUCCHUHU.

[Ipoekt T1OBECTKM JHS  3aCE€NaHUs]  TEPPUTOPHAIBHOM  KOMHCCUU
pasMemiaercs Ha  OQUIMATBHOM  CaliTe  TEPPUTOPHAIBHOW  KOMHUCCUU
B HHdopMannoHHO-TENEKOMMYHUKAIIMOHHON ceTu MHTepHeT B  CpOKH,
yCTaHOBJICHHbIE PernmaMeHToM TeppUTOpUAIbHON KOMHUCCHH, a TAaKKE MOXKET OBITh
pa30cCilaH 4je€HaM TEPPUTOPUATIBHOM KOMHUCCHUH HA YKa3aHHbBIE MMH JJIEKTPOHHBIE
IIOYTOBBIE aJIpeca.

8.2. IloaroToBKa JOKYMEHTOB II0 BONPOCAaM, BKJIIOYEHHBIM B MPOEKT

ITIOBECTKU JHS 3aCEIaHUS TEPPUTOPUATBHOM KOMUCCHUMU.
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8.2.1. JlIokyMeHTBl 10 BOOpPOCaM, BKJIIOYEHHBIM B MPOEKT IOBECTKU

IHS ~ 3acelaHus.  TEPPUTOPUAIBHOM  KOMHMCCHM, TOTOBATCA  pabouuMu
rpynnamMy TEPPUTOPUATHLHOW KOMHUCCUH, MpejcenareiaeM (cekperapem), Jmbo
00 WX TOPYYEHUI0 HHBIMH  WICHAMH  TEPPUTOPUATBHOW  KOMHCCHH,
32 KOTOPBIMH 3aKpeIUIEHbl COOTBETCTBYIOLME HANPABIICHUS JEATEIBHOCTH,
C TMpHUBJICYEHUEM, B Ccllyyae HEOOXOAMMOCTH, pPaOOTHHKOB  ammapara
TEPPUTOPUANIBHON  KOMHCCMM U JPYTUX  CIELMAIUCTOB  (AOKYMEHTHI
110 BOIIPOCaM, BKJIIOUYEHHBIM B MPOEKT MOBECTKHU JHS 3acC€AaHusl TEPPUTOPUATBHON
KOMHCCHH, MOTYT TOTOBUTBCS U COTJIACOBBIBATHCA cpeacTBamu I1]1).

8.2.2. IlpencraBnsieMble K PaCCMOTPEHUIO JIOKYMEHTBI JOJKHBI BKJIKOYATH
03arjiaBjCHHbIA MPOEKT pEIIeHUs C MPHOOIICHHBIMH K HEMY TMOJIMHHUKAMU
JOKYMEHTOB (B TOM 4YHMCIIE pacleyaTaHHbIMH  KONUSIMHU  JOKYMEHTOB,
NOCTYNUBIIMX/IIOATOTOBIEHHBIX B JIGKTPOHHOM  BMJE),  IOCIY>KUBIIMX
OCHOBaHMEM [UJIi PACCMOTPEHMsI BOIIPOCA HA 3aceaHUM TEPPUTOPUATBHOU
KOMHUCCHH, JIMOO IMPOEKT MHChbMA, IMOAJIEKAIIEr0 COTJAaCOBAHHUIO Ha 3acCeaHUU
TEPPUTOPUAIBHOM KOMHUCCHH, NPU HEOOXOJUMOCTH — MOSICHUTEIBHYIO 3aIUCKY
110 paccMaTpuBaeMOMY BOIPOCY.

8.2.3. IIpoekThl TOKyMEHTOB (BKJItOUas IPUIIOKEHHUS ), IPEJICTABIISIEMbBIE IS
pacCMOTpPEHHsI Ha 3aceJaHud TEPPUTOPUAIBHOW KOMHUCCHUU, BU3BHPYIOTCA
UCIOJIHUTENIEM U YIEHOM TEPPUTOPUAIBHOW KOMMCCHH, OTBETCTBEHHBIM
3a MOJATOTOBKY JOKYMEHTa, KaKk Ha OyMa)XHOM HOCHTENE, TaK M B 3JIEKTPOHHOM
Buje cpeacreamu [1/1.

[IpoekTbl OKyMEHTOB (BKJIOYas IMPUIOKEHMS), COAEpIKAIIME BOIPOCHI
¢uHaHCHpOBaHUS  BBIOOPOB  (pedepeHayMoB), (UHAHCOBOIO OOecleueHus
TEKyIIEeW NESTEIbHOCTH TEPPUTOPUATIBHON KOMHUCCHUH, B 0053aTEIbHOM IOPSIKE
BU3HUPYIOTCS [J1aBHBIM OYXTaJITEPOM TEPPUTOPUATIBHON KOMUCCHH.

Busbsl mpocTaBisSiOTCS B KOHIIE TEKCTa IMPOEKTa pelieHus oo
Ha OOOpPOTHOM CTOpPOHE IIOCIEAHEr0 JIMCTa MHPOEKTa JOKyMEeHTa (BKIIOYas

OPUJIOKEHUs1) TO ycTaHOBIeHHOW Qopme (mpunoxenue Ne 9). Kaxapiit auct
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MMPHUIIOKCHUA BUBUPYCTCA HUCITOJIHUTCIICM. Buza IMPOCTABJLICTCA B IIPABOM HUKHCM

yIJIy Ha CBOOOJHOM IOJI€ CTPaHMIIbI IIOCTIE TEKCTA JMO0 Ha 0OOPOTHOM CTOPOHE.

IIpr mOATOTOBKE M COTIACOBAHHUM IPOEKTOB JTOKYMEHTOB cpexncrBaMu I1/]
JUCT COTJIaCOBAHMS pacleyaThlBaeTcs W NPHOOIIAaeTcs K  HOJJIMHHHUKY
nokyMmeHTta. [lpm HeoOXOIMMOCTM TOJY4YEHUs BHU3bl JODKHOCTHOTO JIMIA
Ha JIUCTE€ COIJIAaCOBAHMS JOKYMEHTA, IOArOTOBIEHHOro cpencreamu IIJ1,
OH pacIeyaThIBACTCs, IIEPENACTC BMECTE C IPOCKTOM JTIOKYMEHTA Ha BU3UPOBAaHUE
COOTBETCTBYIOILIEMY JAOJKHOCTHOMY JIULLY.

8.2.4. UcnionHutenp o0ecreynBaeT KOMIUIEKTHOCTh BCEX JOKYMEHTOB,
0003HaYEHHBIX KaK B IPOEKTE PEIICHUS, TaK U B IPUIIOKEHUIX K HEMY.

8.2.5. Ilocnie mpocMoOTpa, a B HEOOXOAUMBIX CITy4asiX — BHECEHUS MOIPABOK,
CEKpeTaph TEPPUTOPUAIEHON KOMUCCHUU Ha MOJATOTOBJIEHHBIX U O()OPMIICHHBIX IS
pacCMOTpEHMsI Ha 3aCE€JaHUM IPOEKTaX JOKYMEHTOB JEJIaeT  OTMETKY
«Ha 3acenanue», cTaBUT MOANKUCH U AaTy (mpocTaBisieT oTMeTKy «Ha 3acenanue»
cpeactBamu I1]]) u mepenaer (HamparmisieT cpeiactBamu I[1/]) Bech KOMILIEKT
JOKYMEHTOB ISl THUPAXUPOBAHHMS PAOOTHUKY amnmapara, OTBETCTBEHHOMY
3a BEJICHHE JIEJIONPOU3BO/ICTBA.

8.2.6. JIoKkyMEHTBI K 3aCE€IaHHI0 MOTYT HaIlpaBJISITbCS 10 MPOCHOE YJICHOB
TEPPUTOPUAIBHONM KOMHCCHUHM Ha YKa3aHHBIE UMHU 3JIEKTPOHHBIE MTOYTOBBIE ajpeca
W/WIM TepeslaBaThCs MM Iepe]l HayajioM 3acelaHMsi, a JMIaMm, HMpUIJIalleHHbIM
Ha 3acelJaHue, MaTepHalibl 10 BONPOCY, HAa KOTOPBIA OHHM MPUIJIALIEHBI,
NEPENAOTCS NEPEl HAYaIOM 3aCEIaHuUs.

[Tarku ¢ JDOKyMEHTaMM, MNOIJIEKAIIMMH PACCMOTPEHUIO B COOTBETCTBHUU
C MMPOEKTOM MOBECTKH JIHS 3aC€AaHUsl TEPPUTOPUATIBHON KOMHCCHH, KOMIUIEKTYET
U pa3faeT WICHaM TEPPUTOPUAIBHOM KOMHCCUM IIEpE] HAdaloM 3acelaHus
pabOTHUK anmnapara, OTBETCTBEHHBIN 32 BEICHUE JI€TIONPOU3BOJICTBA.

8.2.7. Ilepen HauanmoMm 3acemaHvs paOOTHHWK ammapara, OTBETCTBEHHBIN
3a BEJEHUE JEJIONPOU3BOJCTBA, JIMOO CEKpeTapb TEPPUTOPUAIBHOM KOMHCCHH,

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

CIIUCOK KOTOPBIX MPEJCTABISIETCS MIPEACEaATENI0 TEPPUTOPHATBHON KOMUCCHUU.

8.2.8. Ha 3acemanum TeppuUTOpPUATBHON KOMUCCHUU BEIETCS MPOTOKOI
U MOKET MPOU3BOJUTHCS ayauo3amnuch (BHIe03amuch). B ciydae mpowusBojicTBa
ayJlIno- WIM BUJIC03AIUCH YIIEHBl TEPPUTOPUATILHON KOMHUCCHUM W TMPUIJIAIICHHBIE
YBEAOMJISIIOTCSI 00 3TOM /10 OOBSIBICHUS MOBECTKHU JHS 3aCElaHusl.

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

8.3.1. JIOKyMEHTBI, pacCMOTPEHHbIE Ha 3aCENaHUH TEPPUTOPHUAIBHON
KOMHUCCHUH, B CJIy4yae €CJIM B XOJI€ 3aCEJaHMsl BHOCHJIUCH W3MEHEHUs, JOJKHBI
OBITH 10pa0OTaHBbI, a 3aT€M MOJMMCAHBI, 3aPETUCTPUPOBAHBI U PA30CIAHBbI.

8.3.2. Cpok nopabOTKH JOKYMEHTOB HE JOJDKEH MPEBBINIATh TpeX pabounx
JHEW T1ocje JHS 3acelaHusi, €ClIM WHOM CpOK He ompefeneH (deaepalbHbIM
3akoHOM w/mnm 3akoHOM Cankt-IlerepOypra, periiaMeHToM TepPUTOPHATBHON
KOMHCCHUHU WJTU HE OTOBOPEH Ha 3aCe/IaHuUU.

8.3.3.Ilpu mopaboTke MJOKYMEHTa WCIOJHUTENh BHOCHT B  TEKCT
COTJIaCOBAaHHBIE B XOJI€ 3acefaHusl W3MEHEHus. B cioyuae mpuHATHA
TEPPUTOPUAIBHOM  KOMHUCCHEH  pemieHuss O  HEOOXOJUMOCTH  KOHTPOJIS
3a BBIIOJTHEHUEM PEIICHUS €ro TEKCT JOMOJIHAETCS ITYHKTOM, B KOTOPOM
HA3HAYaIOTCH JIMIA, OTBETCTBEHHBIE 32 UCIIOJIHEHHUE.

8.3.4. JlokyMeHT, mNOJIeXalluil MOANUCAHUIO (BKJIIOYas MPUIIOKECHUS),
MOJATOTOBIICHHBI Ha OyMa)XHOM HOCHUTEJE, BU3BHPYETCS  HUCIOJHUTEIEM,
OTBETCTBEHHBIM 3a €ro MOATOTOBKY.

JIOKyMEHTBI (BKITFOUAs MPUIOKEHUS), coJieprKalue BOITPOCHI
dbuHaHCUPOBaHUS BLIOOPOB, (PUMHAHCOBOrO OOECIICUEHHUSI TEKYIIEH AEATETbHOCTH
TEPPUTOPUAIBHON KOMHUCCUHM, B 00S3aT€IBbHOM MOPSIKE BU3UPYIOTCS TJIABHBIM
OyXTanTepoM TePPUTOPHUATHHON KOMHUCCHH.

JIOKyMeHT, moajexalmuil  MNOANMMCaHWIO0  (BKJIOYas  IPHIOKEHUS),
cornacoBaHHbIM cpefacTBamu [1J] m mpuHATHII 03 W3MEHEHWN Ha 3acelaHuu

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

Y TIPEJICENATEN0 TEPPUTOPUAIIBHON KOMUCCHH.

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

Bu3bl npocTaBisioTCA aHATIOTUYHO MOPSIKY, YKa3aHHOMY B a03ale TPETbeM
nyHkra 8.2.3.

IIpy mMOArOoTOBKE M COTJIAaCOBAaHUM NPOEKTOB JOKYMEHTOB cpeactBamu 11/1
JIMCT COTJIACOBAHUS MPUOOIIAETCS K MOATUHHUKY TOKYMEHTA.

8.3.5. PaboTHHK amnmapara, OTBETCTBEHHBIN 3a BEJICHHE JEIONPOU3BOICTBA
CIIEIUT 3a KOMIUIEKTHOCTBIO IIPUJIAraeMbIX K  PEUICHUI0 JOKYMEHTOB
U pacrnojaraerT UX B TOW IOCIENOBATEIBHOCTH, B KOTOPOM OHM YHOMHMHAKOTCS
B TEKCTE.

8.3.6. Eciu Bompochl, coAepkalyecss B PEUICHUU TEPPUTOPUATIBHOU
KOMHCCHH, KacalTCid JEATEIbHOCTH OJHOW WM HECKOJbKHX CTOPOHHHX
OpraHu3alii, K JOKYMEHTY IIPWJIAraercsi JIMCT COIJIACOBAaHUSA, B KOTOPOM
YKa3bIBalOTCA HAMMEHOBAHUE OpraHHU3allH, JOJDKHOCTb, MHULIMAIBI U (amMIIIns
JOJDKHOCTHOTO JIMIA, C KOTOPBIM 3TOT JOKYMEHT COIJIaCOBaH, M CTaBUTCSA
€ro coOCTBEHHOpYYHas MOIHUCH.

CornacoBanne MOXeT O(OPMIIATHCA HAa TMOCIEAHEM JIHCTE pPELICHUS
TEPPUTOPHUATBHOU KOMUCCHUU.

8.3.7. K odopmiieHHOMY pelIeHHI0 TePPUTOPHATIBHON KOMHCCHHM PabOTHUK
anmapara, OTBETCTBEHHBIM 3a BEIEHHE JEJIONPOU3BOJACTBA, TOTOBUT OTYET
O pacchbUIKE M0 COOTBETCTBYIOUIMM ajpecaraM U pa3MELICHUU pEeLIeHUMN
TEPPUTOPHATBHOM KOMHUCCHM Ha odunuansHoM caite (mpuioxkenune Ne 10).
Cnucok JOJKHOCTHBIX JIMI[ (OpraHu3anuii), KOTOPbIM HaIpaBiISIETCSl pELICHUE
TEPPUTOPUATBHOM KOMUCCHH, MOXKET ObITh NOATOTOBJIEH cpeacTBamu [1/1.

B cnincok BkirouaroTes auia, KOTopble OyAyT 3aeiiCTBOBaHbI B pealii3aluu
OPUHATOTO  JOKYMEHTa  WJIM  JIOJDKHBI ObITh  MPOUH(POPMHUPOBAHBI

0 CTO COACPIKAHNN U KOTOPBIM 3TOT NOKYMCHT HOJIKCH OBITH pa30CiiaH.
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Crmcok PAaCCBUJIKKM AOKYMCHTOB IOJAIIMCBIBACTCS pa6OTHI/IKOM alrapara,

OTBETCTBEHHBIM 32 BEJICHHUE JIEJIIONPOU3BOJCTBA U YTBEPKIAAETCA MpeaceaaTeIeM
TEPPUTOPUATBHON KOMUCCHH.

8.3.8. ObopmiieHHBINT KOMIUIEKT JIOKYMEHTOB (pelieHue, 00O03HAYCHHBIC
B €ro TEKCTe TMPUJIOXKEHHUS, CIHCOK pacChUIKM) pabOTHUK anmnapara,
OTBETCTBEHHBI 32 BEJIECHHE JEJIIONPOU3BOJACTBA, IE€PEAAET HA MOJIIHUCH
MPEACENATENIO U CEKPETAPIO TEPPUTOPUAIBHON KOMUCCHH.

8.3.9. Pemienue  moamuchiBaeTCs — IOpeAcenareleM M CEKpeTapeM
TEPPUTOPUAITBHON KOMUCCHH.

Ecnu Ha 3acemaHnu TEppUTOPHUAIIBHOW KOMHUCCHM MPEACENATENBCTBOBAI
3aMECTUTENIb  MpeAceAarelis  TEPPUTOPUAIBHOM  KOMHMCCHHM,  CEKpETapb
TEPPUTOPUAIBHON KOMUCCHHM WJIA OAWH U3 YIEHOB TEPPUTOPHAIBHON KOMHUCCHH
C IIpaBOM pEHIALIEr0 TOJIoca, a TakKKe €Cld MOJHOMOYMS CEeKperaps
TEPPUTOPUAIBHOM KOMHCCHHM OCYIIECTBIII OJMH M3 YICHOB TEPPUTOPHAIBHON
KOMMCCHUU C TIPAaBOM PEMIAIOIIETO rojoca, TO NOAMUCH B IPOTOKOJIE, HA PELIEHUN
0(OPMIISIOTCS CIICTYIOITIM 00pa3oM:

«3aMecTuTENs Mpeacenarens TEPPUTOPHAIBHOM KOMHUCCHHM» —B  Cllydae
BPEMEHHOT'O OTCYTCTBUS MPEJICENATEIS TEPPUTOPUATBHON KOMUCCHH;

«Vcnonustronuii 00s13aHHOCTH TIpENICeaTeNsi TEPPUTOPUATEHON KOMHUCCHID —
npu Hanuuuu pemeHus Cankrt-IlerepOyprckoil  u30uparenbHOM KOMHUCCHUU
O BO3JIO’)KEHHHM Ha OJHOIO0 M3 YJIEHOB TEPPUTOPHUAIBHONW KOMHMCCUU C IPAaBOM
pelaronero rojaoca MoJIHOMOYUH NpeIceNaTeNsl TEpPUTOPUATILHON KOMUCCHUM;

«IIpencenarenpbCTBYOIIAM HA 3aCENAHUU TEPPUTOPUAIIBHOM KOMHUCCUW —
B CJy4ae BpPEMEHHOIO OTCYTCTBHUS IIpEAcenaTess, 3aMECTHUTENs MpeAceaaTesis
TEPPUTOPUAIBHOM KOMHCCUH, OTCyTCcTBUsI pemieHus CaHkT-IletepOyprekoit
n30UpaTeNbHOM  KOMHUCCHUM O  BO3JIOKCHUM  IOJHOMOYMH  Mpejiceaaresns
TEPPUTOPUAIIBHON KOMHCCUU Ha OJHOTO W3 WIEHOB TEPPUTOPUATIBHOM KOMHCCHU
C MOpPaBOM pEUIAIOUIETO TO0JIOCA M NPHU HAIWYUU PEIICHUS TEPPUTOPUAIBHOU

n30MpaTeTbHOM KOMHUCCHH;
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«Mcnonusomui 0053aHHOCTH CEKpeTapsi TePPUTOPUATHHON KOMHUCCHN) —

B Cllydae HaJlIW4yus penieHuss TeppuTtoprualbHOW KOMHCCHMM O BO3JI0KEHUU
NOJIHOMOYMI CEKpeTapsi TEpPUTOPUAIBbHON KOMHMCCHM Ha OJHOIO M3 YJIEHOB
TEPPUTOPUAIBHONM KOMHUCCHH € ITPABOM PEIIAOIIETO r0JIOCa.

«Cekperapp  3acefjaHusi  TEPPUTOPUATBLHOM  KOMHCCUM» —B  cllydae
BPEMEHHOTO OTCYTCTBHUSI CEKpeTapsl MU30UpaTeIbHOM KOMUCCUM W TMPU HAIWYUU
pelIeHust TEPPUTOPUATIEHON KOMHUCCHUU.

8.3.10. ITocne moamucaHuss peEUIEHUS PETUCTPUPYIOTCS B  KypHAIE
pEerucTpaly penieHuil, B KOTOPOM MPEayCMaTpHUBAIOTCA: MOPSIKOBBIA HOMED,
JaTa TPUHATHAS PEIICHUS, PETUCTPAIMOHHBIA HOMEp, COJEp)KaHUE PpEIICHUs
U HOMeEp Jiejia XpaHeHHUsl.

8.3.11. Pemiennsi HyMepyroTCsi B XPOHOJOTMYECKON IOCIEI0BATEILHOCTH
B npeneax CpOKa ITOJTHOMOYHU TEPPUTOPHUAITBHOU KOMUCCHH.
Homep peleHuss TeppUTOpUAIbHOM KOMHCCHMM COCTOMT M3 HOMEpa IMPOTOKOJIA
3acefaHus U MOPSIKOBOr0 HOMEpa Bompoca, (Hanpumep: 1-5).

8.3.12. Yka3aHHbIE BbIII€ PEKBU3UTHI BHOCSTCSA B PETUCTPALIMOHHO-YUYETHYIO
dbopmy. B ciyuae ucnonwszoBanus 1] k PYK npukperisieTcs TEKCT HOKyMEHTa
B (hopmare docx (st Tabnuil JomyckaroTes (aitniel popmata x1SX) v 37EKTPOHHBIN
00pa3 nokyMeHTta B popmate pdf (mpu HEOOXOAMMOCTH), a TAKXKE JEIaeTCs CBs3Ka
C JIOKYMEHTAaMHM, ITOCIYXMBIIMMH OCHOBAHHMEM JUII PACCMOTPEHUS BOIpOca
Ha 3aCeJJaHuU TEPPUTOPHAIIBHON KOMHUCCHUHU.

8.3.13. Pa3perieHue Ha THpaKUPOBAHUE JOKYMEHTOB B HEOOXOJAMMOM
KOJIMYECTBE JAeT IMpeAcCeaaTeab TEPPUTOPUATIBHON KOMHUCCUU. JIOKYMEHTHI
TUPOXUPYIOTCS ~ paOOTHUKOM  ammapaTra, OTBETCTBEHHBIM  3a  BeJICHHUE
JIEJIONPOU3BOJICTBA, HAa KaXIOW KOMUH JIOKYMEHTa TPOCTaBIsETCA TIe4aTh,
YAOCTOBEpSIIOIIAs  NOANKUCH  HIpeacenarTenss TEePpPUTOPUAIBHOM  KOMHUCCHU
U CEeKpeTapsi TeppUTOpUATILHON KoMuccuu (0e3 BOCIPOU3BEACHHUS MONUCEN).

8.3.14. Konuss pemieHuss TEPPUTOPUAILHON KOMHMCCHM  HalpaBsieTCs

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

TEPPUTOPUATBHOU KOMHUCCHH.

8.4. OdopmieHne IpoOTOKOIIA 3aCeTaHMS TEPPUTOPHUATLHON KOMUCCHUH.

8.4.1. Ilpotokon 3acegaHusi TEPPUTOPHAIBHON KOMHUCCHUU O(POpPMIISETCS
Ha OJlaHKe yCTaHOBJIEHHOU (opMmbl (mpuiiokeHue Ne 4) B CpoK, HE MPEBBIIIAIOITUAN
Tpex pabouumx JHEHl mocie AHS  3acenaHusa.  lIpoTokon  3acemaHus
TEPPUTOPUAIBHOM KOMHUCCUU MOXKeT ObITh odopmiien cpeacrBamu 1]
C HCIOJIb30BAaHMEM COOTBETCTBYIOIIETO I1a0IoHa OJaHKa JOKyMEHTA.

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

8.4.3. TekcT mpoTOKOJIA 3aceNaHusl TEPPUTOPUATBLHON KOMHMCCUU COCTOUT
M3 JIBYX YaCTE€W — BBOAHOW U OCHOBHOMU.

8.4.4. B BBOJHOI YacTU MPOTOKOJIA YKa3bIBAIOTCS HHUIMAIBI U (haMHIIUS
npeaceAarens — TEPPUTOpUATIBHOM  KOMHCCHU  (MIpeacenaTesbCTBYIOUIETO),
a TakXkKe TMPUCYTCTBYIOIIMX: 3aMECTUTENsl MpelcenaTeNsl TeppUTOPUATbHON
KOMHUCCHH, CEKpeTaps TEPPUTOPUAIBHON KOMHCCHM U YJIEHOB TEPPUTOPUATIHLHON
KOMUCCHUH, JIUI], PUTJIANICHHBIX HA 3ace/IaHne, B ali(haBUTHOM TOPSIIKE.

Jlomyckaercsi  oopmiieHHe TPUCYTCTBYIOIIUX  OTACIBHBIM  CIIHCKOM
C yKa3aHWEM UWHUNUAIOB, Gamuinid u gomkHocTed. CHUCOK Mpuiaraercs
K TPOTOKOJTY 3acelaHusl.

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

Kaxxnp1il Bompoc MoBeCTKM JHS 3acelaHusl Hymepyercs apaOckoi nu@poi,
ero HamMmeHoBaHue (opmymupyior ¢ mpeanora «O» umm «O6». Ilo kaxmomy
MYHKTY YKa3bIBa€TCS JOKIATUHK.

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

Kaxnpiii  paszmen  coctout w3 Tpex  yacreil:  «CIIYIIAJIN»,
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«BBICTYIINJIN», «PELHINJIN», KOTOpBIE NTEYaTAIOTCA OT TPAHULbI JIEBOTO OIS

IPONUCHBIMU OYKBaMH.

B uwactm «CJIIYIOAJIM» KpaTKO H3/1araercsi TEKCT BbICTYIUICHHS
noxiamuuka. Maunmanel 1 GpaMuinust AOKIagurKa IMeYaTaloTcsl ¢ KpaCHOM CTPOKU
B HMMEHUTEIBHOM MaJeXe. 3amuch JOKIaJa H3JIaraercsa OT TPEThero Juia
€IMHCTBEHHOTO YMCJIa U OTAENIeTCS OT (paMHUIINU THpE.

Ecnu TekcT noknaza mpuwiiaraercs K IPOTOKONY, TO MCIOJB3YETCs CChUIKA
«TekcT nokaga npuaraeTcs».

B wyactu «BbICTYIIMJIM» mnepeducnstorcs BBICTYMAOMIME W aBTOPHI
BONPOCOB. MHUIMAaIbl 1 (paMuiIusl BBICTYIAIOLIETO MEYaTarTCs ¢ KPACHON CTPOKU
B UMEHUTEIBHOM majexe. KpaTkas 3amuch BBICTYIUIEHHS [0 CYIIECTBY
paccMaTpuBaeMoOro BoIpoca (M0 peleHUI0 MPECENaTeNbCTBYIONIEr0) U3IaracTcs
OT TPETHETO JIMLA €AUHCTBEHHOTO YNCIIA.

Ecnau TeKCT BBICTYIUIEHHSI MpWiIaraerca K IPOTOKOIY, TO HCIOJIb3YETCs
CChUIKA «TEeKCT BBICTYIUICHHSI IPUIIArACTCS.

B wactu «PELIWJIN» oTpaxkaeTcss MPUHATOE pEIICHUE MO 00CYXKIaeMOMY
BOIIPOCY M PE3YJIbTaThl TOJIOCOBAHUS.

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

8.4.7. Ilporokon 3acelaHus HOJNHCBIBAECTCS npejcenaTenemM
WIM NPEICEaTeIbCTBOBABIIMM Ha 3aCEJaHUU M CEKPETapeM TEepPPUTOPHATBHOU
KOMUCCUM  (MJM  YJIEHOM  TEPPUTOPUAIBHOW  KOMHMCCHHM,  MCIOJHSBIIUM
00513aHHOCTH CEeKpeTapsi TEPPUTOPUATHHON KOMUCCHH).

8.4.8. [locnme moanucanusi MPOTOKOJIbI PETUCTPUPYIOTCS ¢ MCIOJIb30BAHUEM
perucTpanuoHHo-yuyeTHod  gopmbl.  [IpoTOkOaBl  3acemaHuii  HyMeEpyrTCS
B XPOHOJIOTMYECKOM IOCJIEN0BATEIbHOCTH B Mpeleiax CpoKa IOJHOMOYUN
TEPPUTOPUAITBHOU KOMUCCHUU.

8.4.9. [IpoTokoasl 3aceqaHuil TEPPUTOPHUATBLHON KOMHUCCHH, MPHUOOIICHHBIC

K HHM PpCIICHUA BMCCTC C MaATCpHajlaMH, IIOCIYXHUBIIMMHU OCHOBAHHCM
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A1 UX TIPHUHATHA, 0COOBIMH MHEHMSIMHU YJICHOB TCppHTOpHaHBHOﬁ KOMHUCCHUH

XpaHsTcs y npejacenarens (cekperapsi wid pabOTHUKA anmnapara, OTBETCTBEHHOTO
3a BEJICHHE JEJIONPOU3BOJACTBA) TEPPUTOPUATBHOM KOMHMCCHUH, a 3aTeM,
odopMIIEHHBIE B COOTBETCTBHH C TpeOoBaHUsAMH WHCTPYKIMHU, TepeaaroTcs
B apXUB.
9. OdopmiieHNe NPUKA30B NpeaceaaATeN s
TEPPUTOPHUAIBHON KOMUCCUU

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

9.1.1 ITpoexTbl MNpPUKA30B TOTOBATCA MO TOPYYEHUIO MpeacenaTens
TEPPUTOPUAIIBHON KOMUCCHUMU.

IIpuka3pl MOTYT TOTOBUTBCS M COTJIACOBBIBATHCA Takxke cpeactBamu [1/].
[Ipu moaroroBke mnpukazoB cpeactBamu [IJ] mcmosb3yercss COOTBETCTBYIOLIMM
m1a6JIoH OJ1aHKa IOKYMEHTA.

9.1.2. Texct mpuKaza COCTOMT, KaK [MPaBUIO, U3 KOHCTATUPYIOLIEH
Y PaCIOPAAUTEIBHON YaCTEN U JIOJKEH UMETH 3ar0JI0OBOK.

9.1.3.B KoHCTaTHpylOIIEd YaCTH H3JAralTCa UEIM ©  33Ja4u
MPEANKUCHIBAEMBIX JNEUCTBUU. EcCiiM OCHOBaHMEM K W3IAHUIO NPUKa3a SBISIETCA
HOPMATUBHBIM  IPAaBOBOW  aKT  WIM  PACHOPSAAUTENIBHBIA  JIOKYMEHT,
TO B KOHCTAaTUPYIOLIEM 4YacTH YKa3bIBAlOTCA €ro Ha3BaHWE, Jara, HOMED,
3aroJIOBOK.

9.14.B  pacnopAmudTeNbHOW  4YacTH  COJEpXKATCA  NEPEUYUCIICHUE
MPEANKUCHIBAEMBIX  JECUCTBUM, CPOKM MW HcnonHuTenn. IIyHKTBI mpukasa
HYMEPYIOTCSl apaOCKUMU LIUPPAMU C TOYKON ¥ HE UMEIOT 3ar0JIOBKOB.

9.1.5. Ecin npuka3 u3MEHSIET, OTMEHSIET WM JOTOJHSET PaHee U3IaHHBIN
MIPUKAa3 WU €ro OTJEIbHbIE TyHKTHI, TO 3TO OrOBapUBAETCS B TEKCTE MPHUKa3a.

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

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

Ha HUX 0053aTeNbHO JIeNAeTCsl CChIIKA.

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

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

IIpukassl, noaroroBieHHble cpeacTtBamu IIJI, BU3UPYIOTCA aHAIOTMYHO
MpHUKa3aM, OJrOTOBJIIEHHBIM Ha OYMa)KHOM HOCHTEIIE.

Busbl mpoctaBistoTcss Ha  OOOpPOTHOM CTOpPOHE TMOCHETHEro JHUCTa
JOKyMeHTa (TpuKa3a, NPWIOKEHUS K HEMYy) [0 YCTaHOBIEHHON ¢opme
(mpuiioxenue Ne 9).

[Ipu moAroTOBKE M COTJIACOBAaHUM MPOEKTOB NpHUKa30B cpeacTBamu [1]] auct
COTJIACOBaHUsl paCIedaThIBacTCsi Ha OOOPOTHOM CTOPOHE TOCIEAHETO JIHCTa
JOKyMeHTa (mpukaza, mpuwioxkeHuss K Hemy). [Ipu HeoOXoAMMOCTU MOTYy4YEHUs
BU3bI JIOJDKHOCTHOT'O JIMLA Ha JIMCTE COIJIACOBAaHUSA NPHKAa3a, MOJATOTOBIEHHOTO
cpeactBamu [1J], tokymeHT nepenaeTcss Ha OyMa)XHOM HOCUTENE Ha BU3UPOBAHUE
COOTBETCTBYIOIIEMY JOJKHOCTHOMY JIMILY.

9.1.9. Ilocne moamucaHusi NpPUKa3bl PETHUCTPUPYIOTCA C HCIOIb30BAHHEM
PErUCTPallMOHHO-YYETHOM (QOpMbI M (POPMUPYIOTCS B Je€lda B COOTBETCTBHUU
C HOMEHKJIATypOil /el TEPPUTOPHAIBHOM KOMHUCCHH BMECTE C JIOKYMEHTaMH,
NOCITYKUBLIIMMHU OCHOBAHHUEM JIJIS1 M3/1aHUA IIPUKa3a.

B cnydae ucnonw3oBanusa nna peructpanuu I1J1 x PYK npucoenunstorcs
TeKCT mpukaza B ¢opmare docx wmm xIsx (mms tabmury momyckaroTcs ¢ainibl
dbopmara  xIsx), o2JIekTpoHHBIM  oOpa3 mnpukaza B  dopmare  pdf
(mpu HEOOXOJUMOCTH) M JENAOTCS CCBhUIKM Ha JOKYMEHTBI, MOCITYUBIIUE
OCHOBAHMEM JIJIS1 U3/IaHU [IPUKA3a.

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

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

0 KaJpOBBIM BOIIPOCAM.
9.2.1. Ilpukasel mpeacenaTesss TEPPUTOPUATIBHON KOMUCCHUHU TIO KaJpPOBBIM
BOIpOCaM U3JAI0TCS 1o KOHKPETHBIM BOIIPOCAM, CBSI3aHHBIM
C  JIeATEIBHOCTBIO  YJIEHOB  TEPPUTOPUATIBLHOM  KOMHUCCHM,  IPUEMOM
Ha TOCYJIapCTBEHHYIO TpaxaaHckyio ciyx0y Cankr-lIletepOypra B ammapar
TEPPUTOPUAIBHOM  KOMHUCCUHU,  TMPOXOXKACHUEM  TPAKIAHCKOW  CIIyXObl
Y YBOJIbHCHHEM C TPAKIAHCKOU CTY>KOBI B anmapare TepPUTOPHUATBHON KOMHUCCHH.
9.2.2. Ilpukasel mpeacenaTesss TEPPUTOPUATIBHON KOMUCCHHU MO KaJpPOBBIM
BoIpocaM 0GOPMIIAIOTCS aHAJIOTMYHO MPHUKa3aM MpeaceaaTeNs TepPUTOpHaIbHON
KOMUCCHM 110  OCHOBHOW  JesSTenbHOCTH.  lIpukasam  mpucBamBaroTCA
pEerucTpalluOHHBIE HOMEpa B Mpelerax KaJeHAapHOro Troja, IpH ATOM
K MOPSIZIKOBOMY HOMEPY uepe3 Aepuc NpocTaBisieTcs OyKBEHHBIA HHIEKC «K».
9.3. Konnu npuka3oB 3aBEPSIOTCS MEUATHIO TEPPUTOPUATLHON KOMUCCHH.
9.4. Ilpukazpl BMecT€ C MPUOOIIEHHBIMU K HUM JIOKYMEHTaMH,
MOCITYKUBITUMH OCHOBAaHUEM ISl WX WU3MaHHS (B TOM YHCJE pacredaTaHHBIMU
KOMUSMH JOKYMEHTOB, TOCTYIMBIINX/TIOATOTOBIICHHBIX B JJICKTPOHHOM BHJIE),
dbopMupyIOTCA B Jiejia COTJIACHO HOMEHKJIAType Jie TEPPUTOPHATbHON KOMHUCCHUH,
XpaHITCsS y TIpecenaTess win paboTHHKA amrmapara, OTBETCTBEHHOTO 3a BEJICHUE
JIEJIONPOU3BOACTBA B TEPPUTOPUATILHOM KOMHMCCHM, a 3areM, O(opMIeHHbIE

B COOTBETCTBUH ¢ TpeOoBanusiMu MHCTpyKIuy, nepeaaroTcst B apXus.

10. KoHTpOJIb HCIIOJIHEHHS IOKYMEHTOB U NMOPYy4YeHHUit

10.1. KoHTpoJItO UCTIOTHEHUS MOIJIEXKAT:

MOPYYEHHUsI, COJAEpXKAIIuecs] B TOCTAHOBJICHUAX M JAPYIUX JOKYMEHTaX
UK Poccuu, Cankt-IlerepOyprckoit n30upaTebHONM KOMHUCCHU, B PEIICHUSX
TEPPUTOPHUATBHON KOMUCCHH,

MOpPYYEHHUsI, COAEpXKAIIuecs: B MPHUKA3ax Mpelaceaaress TePPUTOPUATbHON

KOMMCCHH;
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MUCbMEHHbIE TIOpYYEHUs TMpeacenaTens (3aMecTUTeNsl Mpelicenarens,

ceKpeTapsi) TeppUTOPUATILHON KOMUCCHY;

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

UCXOJISIUE JOKYMEHTHI, TPEOYIOUINE OTBETA;

IIOPYYEHHUsI, COAEpKAIIUEecs B IMPOTOKOJIAX 3aceAaHUud TEPPUTOPUAIBHOU
KOMMCCUU;

TUIAHBI MEPOTIPUSTUIA.

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

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

10.4. CpokM HCHIOTHEHUS TOPYYEHHI, COAEpPX ALNIMXCS B PEUICHUSAX
TEPPUTOPUAIIBHOM  KOMHUCCHM, TIPUKa3ax MpeaceNaTesss TeppUTOPUAIBHON
KOMHCCHH, TMCBMEHHBIX MOPYYEHUHN NpencenarTens (3aMecTUTENs Mpeaceaaress,
cekperapsi) TEpPUTOPUATIBHON KOMUCCHH ONPEAEIISIFOTCS ITUMHU TOKYMEHTAMH.

10.5. IokyMEHT TIOJJIEKUT HWCHOJHEHHUIO HE TO3IHEE, YeM uepe3
30 kaneHJapHBIX JHEW CO JHSA €ro IOCTYIUIEHHs, 332 HMCKJIIOYEHUEM CIIydacs,
PEAYCMOTPEHHBIX IMTyHKTOM 10.6 HacTosIIero pasaena.

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

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

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

OT JaThl NOANHCAHMS IOPYYEHUS, I BXOJALIMX JOKYMEHTOB, B TOM YHCIIE
oOpallieHui, — OT AaThl PErUCTPAlUH TOKyMEHTA.

Ecnn mocnenHnii 1eHb UCIONHEHUS AOKYMEHTA, COIEPIKALIEro IIOMETKY
O CPOYHOCTH MHCIIOJIHEHUS, NMPUXOAUTCS HAa HEpabO4Mil J€Hb, TO OH IOJJIEKUT
UCIIOJTHEHUIO B CJICTYIOINN 32 HUM pabOuuil 1€Hb.

10.6. Cpokr  UCMOJHEHUS]  BXOJAIIMX JIOKYMEHTOB M oOparieHui
YCTaHABIMBAIOTCSI  HMCXOAS M3  CPOKOB, IMpEAJIaraéMbIX  OpraHU3alMei,
HaIlpaBUBILIEN JOKYMEHT, UJIM CPOKOB, YKAa3aHHBIX B MpuiioxeHun Ne 11.

OOpamienuss 0  HapyUleHMM  3aKOHa, IIOCTYNHMBIIME B  IEPHOJ
COOTBETCTBYIOIIEH  M30MpaTeNIbHOM  KaMIlaHWW, KaMIlaHUUW pedepeHayma,
UCHOJIHAIOTCS B CpPOKHM, YCTAaHOBJICHHBIE 3aKOHOJATEIILCTBOM O BbIOOpax
u pedepeHayme.

10.7. OTBETCTBEHHOCTh 32 CBOEBPEMEHHOE€ U  IIOJIHOE  BHECEHUE
B PErUCTPAallMOHHO-Y4YE€THYK0 (OpMYy CPOKOB  HCIIOJIHEHHUS  JIOKyMEHTOB
U HUHQOpPMAIIMM O COCTOSIHUM HCIIOJHEHUS JOKYMEHTOB, KOHTPOJIb CPOKOB
VCIIOJIHEHHSI IOKYMEHTOB BO3JIaraloTCs Ha CEKperaps WM padOTHHKA anmnapara,
OTBETCTBEHHOT'O 32 BEJICHUE JIEJIONPOU3BOCTBA.

10.8.B TiaHax MEpOINPUATHH, YTBEP>KIIEHHBIX pELICHUSIMU
TEPPUTOPUAIBHONM KOMHCCHM, IIpUKa3aMH MpEACeNaTeNsi TEeppUTOPHAIbHOU
KOMHUCCHH, KOHTPOJIIO MOJIEKAT CPOKU UCTIOJHEHUS OTAEIBHBIX €r0 ITYHKTOB.

10.9. Ilpyu HeoOXOAMMOCTH NPOJJIEHUS CpPOKa HMCIOJHEHUS JOKYyMEHTa
OTBETCTBEHHBIN 3a UCIIOJIHEHHE HE IO3[HEE Y€M 3a TPH JHA IO MCTEUCHHUs CPOKa
VCITOJIHEHHSI JIOKYMEHTA IPEACTABISET HA UMs IpEACEAaress TePPUTOPUATbHON
KOMHCCHH CIIy’)KEOHYIO 3alIUCKy C MOTMBHPOBAHHOHN IPOCHOOM O €ro MpoJJIEHUH,
KOTOpasi MOXeT OBbITh IOATOTOBJIEHA U corjacoBaHa cpeactamu 111

10.10. JIOKyMEHT CUMTAETCSI HCIIOJHEHHBIM U CHUMAETCS C KOHTPOJISI [OCIIE
pelIeHHss BCEX IIOCTABJIECHHBIX B HEM BOIPOCOB, COOOILIEHUS PE3YJIHTATOB
PacCMOTPEHHUSI BCEM 3aMHTEPECOBAHHBIM JIMLIAM.

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

C KOHTpoJIA HIAM OO0 UCHOJHEHUM JIOKyMEHTa Ha UMs IpeacenaTelis
TEPPUTOPUAIBHOM KOMHUCCUM, TOATOTOBJIEHHAs OTBETCTBEHHBIM 32 UCIIOJHEHUE
¢ ormerkoil («Cormacen», «Paccmorpem», «llpuHATo») mnpencenaresns
TEPPUTOPUAIBHON KOMHUCCUU O HPHUHITHM HUCIOJIHEHMS, KOTOpask MOMKET OBITh
IIOATOTOBJIEHA U coryiacoBaHa cpeacreamu 11/1;

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

OTBET Ha BXOJSAUIUI TOKYMEHT;

OTBETHl OT OpraHu3aluii, B KOTOpbIE JOKyMEHT ObUI HalpaBleH
JUISL PacCCMOTPEHUsSI IO CYLIECTBY IIOCTABICHHBIX B HEM BOIPOCOB U OTBETA
3a51BUTEIIIO;

HalpaBJICHUE OOpallleHUus] B Jpyrue OpraHu3aluyd il PACCMOTPEHUs
10 CYIIECTBY MTOCTABJIECHHBIX B HEM BOIIPOCOB M MOCJIEAYIOUIET0 HHPOPMUPOBAHUS
aBTOpA O pe3yJIbTaTax paCCMOTPEHUS.

10.12. JIOKyMEHT HE CUUTAETCS UCIIOJIHEHHBIM U OCTAETCSI HA KOHTPOJIE:

€CIM OH HampaBJsieTcsi B  JApyrM€ OpraHbl WIM  OpraHU3ALMH
IUIL  PacCMOTPEHUs C LEJIbI IIOJNYy4YEHUs TEPPUTOPUAIBHON KOMMCCHUEUN
uHboOpMaIlui, HEOOXOAMMOM HJisi PacCMOTPEHHUS MO CYIIECTBY IOCTaBJICHHBIX
B JIOKyMEHTE BOINPOCOB. B cilyyae HEOOXOIUMOCTH TEppUTOpUATIbHAS KOMUCCHUS
uHbOpMHUpPYET 00 3TOM aBTOpa TOKyMEHTa;

€CIM OH HampaBJsieTcsi B  JApyrM€ OpraHbl WIM  OpraHU3ALMH
JUISL PacCMOTPEHUsI MO CYHIECTBY IIOCTABIICHHBIX B HEM BOINPOCOB U OTBETA
3asiBUTENI0 C TMOCJHEIYIOIMM HH()OPMHUPOBAHHEM TEPPUTOPUATBHON KOMHCCHU
0 pe3yJbTaTax UCIOJTHEHUS.

11. U3roroBjieHHE U UCIOJIH30BAHME MEYATEeH U NITAMIIOB

11.1. Inss yaocToBepeHUs MOMJIUHHOCTA JOKYMEHTOB WM COOTBETCTBHS
KONUM JIOKYMEHTOB ITIOJJIMHHUKAM, IPOCTABJIEHUS OTMETOK O IOJYyYEHUH,

perucTpanyu JOKYMEHTOB B TEPPUTOPUATIBHOM KOMHUCCUHU HCIIOJB3YIOTCS MEYaTh
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¢ m3o0paxxennem ['ocymapctBeHHoro repba Poccumiickoit deneparuu (manee —

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

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

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

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

11.4. Ha pacchutaeMbIX KONHUSIX PEIICHUH TEPPUTOPUATIBHOM KOMHUCCHH,
IIPUKA30B Ipejcenaresss TEPppUTOPUaIbHON KOMUCCUY, HA MAKeTax IPU OTIPABKE
JOKYMEHTOB, TIpU O(OPMJICHHH JOKYMEHTOB Ha MPUEM TOBapHO-MaTEpUAIbHBIX
LEHHOCTE TMpocTaBigeTcss TrepOoBas WM HMHAs Te4aTh TEPPUTOPHATBHON
KOMMCCHHU.

11.5. ITeyatn 1 mTamMnsl MOAJIEKAT YYETy B OTAECIBHOM KypHAJIE yd4eTa
neyarei U LITAMIIOB paboTHUKOM anmnapara, OTBETCTBEHHBIM
3a aesonpon3BoAcTBO. [ledaTtw W mTaMiibl BBIAAIOTCS IOJ MOANKMCH B JKypHAJIE
ydyeta neyated W mramnoB. Ha »xypHane mnpocraBiaserca ormeTtka «/CII»,
€r0 JIMCThl HyMEPYIOTCS, ITPOIIMBAIOTCS U ONIEYaThIBAIOTCS.

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

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

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

TEPPUTOPUATBHON KOMUCCUU OAUH pa3 B TOJ.

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

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

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

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

12.1. CocTaBieHHe U yTBEPKICHUE HOMEHKIIATYPbI JEIL.

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

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

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

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

[Ipn cocraBieHHMM HOMEHKJIATYpPBl el CIEeAyeT pPYyKOBOACTBOBATHCS

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

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

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

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

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

B ciiyyae BO3HMKHOBEHUS B TEUEHHE IOJa HOBBIX 1€ OHH JIOMOJIHUTEIBHO

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

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

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

Hcuncnenne CPOKOB XpaHEHUs NOKYMEHTOB, 3aKOHYEHHBIX
JEJONPOU3BOACTBOM B TEKYLIEM I'O/ly, HAUMHAETCS C | SHBaps CIEAYOLIEro roja.

TepputopuanpHas KOMHCCHS Tak)Ke BIpaBe pa3paldaThiBaTh THUIIOBbBIE
W/WIUM  TpUMEpHbIE HOMEHKIATYphl Jed JJIsl YYacTKOBBIX M30MpaTeIbHBIX
KOMUCCHH.

12.2. OpopmneHue AOKYMEHTOB, 3aKOHYEHHBIX JEJIOMPOU3BOICTBOM,
dbopMHpOBaHUE U TEKYLIEE XPaHEHUE JEN B TEPPUTOPUATBHOM KOMHCCHH.

3aKOHYECHHbIE JEJIONPOU3BOICTBOM JTOKYMEHTBI opopMIISTIOTCS
B COOTBETCTBHM C TpeOoBaHUSIMU MHCTPYKIMU, CIUCHIBAIOTCS MpeceaaresieM
TEPPUTOPUAIIBHON KOMHUCCHHM B Jesio. llpm 3TOM B HWXKHENM 4YacTH JIMUEBOU
CTOPOHBI TMEPBOrO JIUCTA JOKyMEHTa Ha CBOOOJHOM OT TEKCTa MECTE CTaBUTCSA
OTMETKA O €ro UCIOJIHEHUH, JIENAaeTCsd HAANUCh «B 1ero», MOXKeT yKa3bIBaThCs
HOMEp Jlefa M0 HOMEHKJIaType M jaTta cnucanus. [Ipu HeoOXoaumocTu oTMeTKa
00 HCTIOJIHEHUH MOXET OBITh ClieJlaHa Ha OOOPOTHOM CTOpPOHE MEPBOIO JIMCTa
nokymMeHTa. B perucrtpanmonHyro ¢QopMy BHOCHTCS OTMETKa O CIMCaHUU
JOKYMEHTA B JIEJIO C YKa3aHWEM HOMEpa Jieia COrIaCHO HOMEHKJIAType JE.

HcnonHeHHble  JOKYMEHTbl  (OPMUPYIOTCS  pabOOTHUKOM  ammapara,
OTBETCTBEHHBIM 32 BEJCHHUE JEJONPOU3BOJICTBA, B JieJa B COOTBETCTBUU

C YTBEPKJICHHOW HOMEHKJIATYpOU JIEIL.
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I[eno CUUTACTCS 3aBCACHHBIM C MOMCHTA BKIIOYCHHA B HCTO IICPBOIO

UCIIOJIHEHHOTO IOKYMEHTA.

3aKOHYEHHBIE JIETONMPOU3BOACTBOM JIEKTPOHHBIE JOKYMEHTHI (POPMUPYIOTCS
paOOTHUKOM  ammapaTa, OTBETCTBEHHBIM 3a BEJICHUE JICJIOMPOU3BOJCTBA
B AJIEKTPOHHBIE Jiena (anku, JUPEKTOPUH) B COOTBETCTBUM C HOMEHKJIATYPOl J1e.

[Ipu ¢dopmupoBanun gena NpPoOBEpsAETCS MNPABUIBHOCTh OTHECEHHUS
JOKYMEHTOB B JIJaHHO€ JeJI0, KayecTBO OQOpMJICHUS U KOMIUIEKTHOCTb
JOKYMEHTOB, HAQJIM4YME IMOANUCEH, BHU3, PETMCTPALMOHHBIX HOMEPOB, CIPAaBOK
WIA OTMETOK 00 HWCHOJHEHWM, CHHCAaHMM B Jeio W JApyrux. HempaBuibHO
o(pOopMJICHHBIE JTOKYMEHTHI JOJKHBI OBITh JOO(OPMIIEHBI, a 3aTEM IOMEIICHbI
B JIEJIO.

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

[Tpu popmupoBanuu aen coOIIOAIOTCS CIEAYIONUE TPEOOBAHUS:

JOKYMEHTBI MOCTOSIHHOTO M BPEMEHHOTO XpaHeHUs (OopMHUPYIOTCS B Jeia
pa3zenabHo;

B JIEJI0O BKJIIOYAIOTCS TOJBKO HCHOJHEHHbIC, MPABUIBHO O(OPMIICHHBIE
JIOKYMEHTBI B COOTBETCTBUHU C 3ar0JIOBKaMu JieJl B HOMEHKIIATyPE;

BCE€ JIOKyMEHTBI, OTHOCSIIIIMECS K PEIICHUIO0 OJJHOTO BOMpOca, POPMUPYIOTCS
B OJIHO JI€JIO;

JOKYMEHTBI, IOJJIEXKAIIHE BO3BPATY, B J€JI0 HE TOMEIIAOTCS;

B JIEJI0O TOMEINAETCs TOJBKO OJMH DJK3EMIUILp JOKYMEHTa, YEpPHOBUKU
U BapUaHThl MIPOEKTOB JOKYMEHTOB B JI€JI0 HE MOJIIMBAIOTCS (32 HCKIIOYEHUEM
T€X, Ha KOTOPBIX UMEIOTCS BU3bI, YKa3aHUsI 110 UCTIOJHEHHIO TOKYMEHTOB U Jpyrue
OTMETKH, JAOTOHSIONINE TePBbIA IK3EMIUISAD);

B JIEJIO BKJIIOYAIOTCS, KaK MPABUIIO, JOKYMEHTBI OJTHOTO KaJeHAAPHOIO roja
(MCKIIFOUEHHUE COCTABJISIOT JIMUHbBIC U TIEPEXOISIINE JIeIIa);

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

JIe7T BPEMEHHBIX CPOKOB XpaHEHUs He NoJpkHA mpeBbimaTth 10 cm. Ilpu Gonbiiem
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o0beMe JOKyMEHTOB B jeine (GOpMHUPYETCS HECKOJIbKO TOMOB (4acTeil).

[Ipn Hanuuuu B Jel€ HECKOJbKUX TOMOB (YacTeil) MHIEKC M 3arojoBOK Jela
MPOCTABIISAIOTCS HA KAXJI0OM TOME ¢ Jo0aBneHuem obo3HaueHuit «Tom 1», «Tom 2»
U T.[.

OJIEKTPOHHBIE JIOKYMEHTBI Ha TOMa W YacTH HE Pa3JIesIOTCA.
Bce »nekTpoHHBIE JOKYMEHTBI, OTHOCSIIHUECS K OJHOMY HOMEHKJIATYPHOMY
UHJIEKCY, HE3aBUCUMO OT UX 00beMa, BKIIOYAIOTCS B OAHO 3JIEKTPOHHOE JEIIO.

B cnydae HEOOXOIUMOCTH TOKYMEHTBHI MO OJHOMY W TOMY JK€ BOIIPOCY,
HO C pa3IM4HbIM CPOKOM XpPAaHEHUS MOTYT HaXOJIWUThCA B OJHOM JEJe
J0 KOHI[Aa TEKYIIETO TOJa WM 10 3aBEPLICHUS HCIIOJHEHUS NOKYMEHTa, a 3aTeM
nepepOpMUPOBBIBAIOTCS B JieIa TIOCTOSTHHOTO W BPEMEHHBIX CPOKOB XPaHCHHSI.

B neno BkIHOYArOTCS BCE JOKYMEHTHI IO KOHKPETHOMY BOIIPOCY BMECTE
C TNPWIOKEHUSMH, YKA3aHHBIMU B TEKCT€ JOKYMEHTa, NpPU OTCYTCTBUHU
MIPUIOKCHHUH, YKa3aHHBIX B TEKCTE JOKYMEHTA, UCTIOJHUTENh 0053aH OpraHu30BaTh
UX PO3BICK M B cilyyae HMX OOHapyxkeHus cGopMHpOBaTH B JI€JI0 BMECTE
C JOKYMEHTOM, K KOTOPOMY OHM Hpuiararorcsi. Ecim po3bICK JOKYMEHTOB €N
IIOCTOSIHHOTO WJIA JIOJTOBPEMEHHBIX CPOKOB XPAaHECHUS, B TOM YHCIIE MO JUYHOMY
COCTaBy, HE Jal  [MOJOXWUTEIbHBIX  pE3yJIbTaTOB,  COCTABJSETCA  aKT
0 HEOOHAPYKCHHUH JIOKyMEHTOB, ITyTH PO3BICKA KOTOPBIX UCUEPIIAHBI.

JIOKyMEHTbl ~ BHYTpM  JleJla  PACIIOIAararoTcsi B XPOHOJOTMYECKOU
WJI BOIIPOCHO-JIOTHYECKOM MOCIIE0OBATEIIbHOCTH U UX COYETAHUH.

HopmatuBHplE ¥ OpraHU3alMOHHO-PACIIOPSAUTENBHBIE  JTOKYMEHTBI
C OTHOCSIIMMHUCA K HHUM NPWIOKEHUSIMU TPYIIHUPYIOTCS B JIeJla IO BUIAM
JIOKYMEHTOB U 110 XPOHOJIOTHHU.

[IpoTokonbl 3acenanuii TEPPUTOPUAIIBHON KOMUCCUU PACIIOJIATAKOTCS B JIECIIE
[0 XPOHOJOTMM B TOPSAKE BO3pACTaHUS HOMEPOB. JOKYMEHTBHI K 3aCEIaHHIO
TEPPUTOPUATIBHOM KOMHUCCHUH MTOMEIIAIOTCS MOCJIE COOTBETCTBYIOMIETO MPOTOKOJIA
B MIOPSAJKE PACCMOTPEHHMS BOITPOCOB HA 3aCEIAHUM.

[TomoxeHnus, WHCTPYKILHUH, YTBEPKICHHBIE pacnopsiAuTEIIbHBIMU

AOKYMCHTAMM, ABJIAIOTCA IIPHIIOKCHUAMHU K HHUM MW TIPYIIIUPYIOTCSA BMCECTC
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C YKa3aHHBIMU JOKYMCHTAMM.

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

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

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

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

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

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

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

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

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

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

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

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

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

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

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

Jlena, Haxopmfmuecs Ha TEKyIIEM XpaHEHHMM, Mojuexar yuery. llepen

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

JIeJ1 U COOTBETCTBUS UX KOJIMYECTBY, YHCIAILEMYCS IO HOMEHKJIAType el

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

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

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

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

12.3. DxcnepTu3a IEHHOCTH JJOKYMEHTOB.

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

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

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

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

komuccus (nanee — IK).

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

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

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

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

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

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

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

[Io pe3yapTaTaM SKCHEPTU3bl IEHHOCTH JOKYMEHTOB pPaOOTHUKOM
anmapara, OTBETCTBEHHBIM 33  BEICHUE JICJIONPOM3BOJCTBA  €¥KETOJIHO

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

NoNeo 13,14,15), a Takke akTbhl O BBUICJIEHHU K YHHUTOXCHHIO JOKYMEHTOB,
HE NOJIeXKANNX XpaHeHUIo (TpuiioxeHue Ne 16).

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

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

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

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

12.4. Opopmienue nen.

Jlema, mojyiexanye Tepenade Ha XpaHEHUE B apXWB, JOJDKHBI OBIThH
0(OpMJIIEHBI COOTBETCTBYIOIIUM 00pa30M.

Odopmrnenne fena BKIIOYaeT B ce0S TMPOBEPKY CHUCTEMaTH3AlUU
JIOKYMEHTOB BHYTpH JieJia, HyMEpallio JUCTOB, COCTABJICHUE BHYTPEHHEW OINUCH
TOKyMeHTOB Jena (mpusiokenue Ne 17), mucra-3aBeputens jaena (MpUIIOKEHUE
Ne 18), opopmienre pekBU3UTOB 00JI0KKH, MOJIIMBKY (MIEPEIIET) Aea.

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

Jlena NmOCTOSIHHOTO M J0JATOBPEMEHHBIX (CBhIIIE 10 JIET) CPOKOB XpaHEHHUS
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nojyiekar nosHomy odopmienuto. [lonnoe odopmiienue nena npexycmaTpuBaeT

NPOBEPKY  CHCTEMaTH3alldd  JOKYMEHTOB BHYTPH JeJa, TPaBHILHOCTU
ux oopmiieHus (Hanuyue HEOOXOAMMBIX TOAMUCEH, BU3, OTMETOK O PETUCTPALUU
U WCIIOJIHEHUH, MPWIOKEHUN), HyMEpaluio JIUCTOB, COCTABJIEHHWE BHYTPEHHEU
OMHCU JTOKyMEHTOB Jena (sl 0co00 IEHHBIX ed, JUYHBIX JeJ, a Takke MAel,
c(OpPMUPOBAHHBIX 10 PA3HOBHIHOCTSM JIOKYMEHTOB, 3arojIOBKA KOTOPBIX
HE PACKpPBIBAIOT KOHKPETHOE COJEpXKaHHE JJOKYMEHTa), COCTABJICHHWE JIHCTa-
3aBepuTeNd Jiena, O(OpMIECHHE PEKBU3UTOB OOJOXKKH, MOALIMBKY (TIEperuieT)
nena.

Jlena BpeMeHHBIX (70 10 JMeT BKIIOUMTENHHO) CPOKOB XpaHEHHsI MOJJICKAT
YaCTUYHOMY O(OPMIICHHIO: JIOMYCKAaeTcs HE MPOBOAUTH CHCTEMATU3ALHUIO
JOKYMEHTOB B Jelie, JHUCTHl Jela He HyMepOBaTh, 3aBEPUTEIIbHBIC HAAMHCU
HE COCTaBJISTh.

O6noxka nena odopmisercs o YCTaHOBJICHHOMN dbopme
(mpunoxenue Ne 19). Ilpu sToM 0003HaAUeHHWE apXUBHOTO MIM(pa, HAHOCHMOE
B MPaBOM BEpPXHEM YIIy, nepeBopaunBaercss Ha 180 rpamycoB MO OTHOIIECHUIO
K OOO3HAaYeHWIO B JIEBOM HIDKHEM YINy eOUHHIBI XpaHeHus. CBeneHus
Ha 00JIOKKY MEPEHOCATCS U3 HOMEHKIIATYPHI JIe] ¢ YTOUHEHUSIMH, OTPAKAFOIIUMU
(dakTUYecKuil COCTaB MOMEUICHHBIX B JIEJ0 JOKYMEHTOB.

O6moxkka nena odopmisieTcss YEpHBIMH CBETOCTOMKHMH — YEpPHHJIAMH,
pa3bopurBoO, 6€3 COKpalleHuH.

Ha o6noxke nena yka3bIBAalOTCS CIEAYIOIIME PEKBU3UTHI: HAaUMEHOBAHME
TEPPUTOPUATHHON KOMHCCHH, JEIONMPOU3BOJCTBEHHBIH HOMEp (MHIEKC) Jena,
3arojIOBOK Jefa, jJara Jena (Toma, 4acTH), KOJUYECTBO JHCTOB B JIENE, CPOK
XpaHeHUs Jieia, apXUBHbBIN mudp nena.

PekBu3nThI, pocTaBisieMble Ha 00J0KKE Aena, 0hOPMIISIOTCS CIICTYFOIIUM
oOpazom:

HaNMEHOBAaHUE TEPPUTOPHATHLHON KOMHUCCHH yKAa3bIBAETCS B COOTBETCTBUU

C PEriIaMEHTOM TEPPUTOPUAIBHON KOMHUCCUU. lIpM M3MEHEHMM HaWMMEHOBaHUSA
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TeppHTOpHaHBHOﬁ KOMHUCCHUHN B TCUCHHUC IICPHOJA, OXBATbLIBACMOI'0O HJOKYMCHTAMU

nena, Ha 00JI0KKE K CTapOMY HaMMEHOBAHMIO TIPUITKCHIBAETCS] HOBOE;

JIEIOTIPOU3BOACTBEHHBIN HOMEp (MHACKC) Jesia — MPOCTaBIsSeTCs IuppoBOe
o0o3HaueHue (MHACKC) Jefia TI0 HOMEHKIAType I W yKa3blBaeTCs HOMEP TOMa
(gactn);

3arojoBOK (HAaMMEHOBAaHME) JieJla TMEPEHOCUTCS U3 HOMEHKJIATYphl el
(B HEOOXOJIUMBIX CITy4YasiX B 3ar0JI0BOK BHOCSITCSI YTOUHEHHUS);

maTa Jena—Ha OOJOXKe Jefla yKa3bIBalOTCA JIBE JIaThl, KOTOPHIC
HA3BIBAIOTCSl KPAHUMU JTaTaMU M COOTBETCTBYIOT IOy 3aBEJICHUS U OKOHYAHUS
nena. HavanbHas para—3To JaTta camMoro paHHEro, a KOHEUYHas Jara— Jara
CaMoOTO TO3JHETO JOKYMEHTa B nefie. [Ipu 3TOM yUYUTBHIBAIOTCS JAThI BXOMISIIIHX
U HUCXOISAIIMX JOKYMEHTOB (B Clydae HUX OTCYTCTBHS — JJaThl PErucTpalvu
JIOKYMEHTOB) M HE YUYMTHIBAIOTCS JAThl CIIUCAHUSI IOKYMEHTOB B JI€NI0, YKa3aHU
110 MCTIOJTHEHUIO JOKYMEHTOB, OTMETOK HCIIOJHUTENS (32 UCKIIOYCHUEM CITy4acs,
KOI'/Ia Ha JIOKYMEHTax HE MMEETCA JIPYTuX JaT, KpoMe MepeyucieHHbIX). Jatamu
JieJ1, CoAEepKalluX MPOTOKOJIbI 3aCE€IaHUM, SBJISIIOTCS JaThl IEPBOTO U MOCIEIHETO
MPOTOKOJIOB, BOILIEIIUX B JEJIO.

[Ipn HamuvcaHuM KpaHUX JaT Ha OOJIOKKAX €] MOCTOSIHHOTO XpaHEHUS
YHUCJIO W TOJl MIPOCTABIIAIOTCS apabckuMu nudpamMu, a Ha3BaHWE MECSIIA TMHIIETCS
nponuchbio 6e3 cokpaiieHus. Ha 00510kkax el BpEMEHHBIX CPOKOB XpaHEHUs
YKa3bIBA€TCSI TOJIBKO TOJ.

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

KonuyecTBO  mpoOHYMEpOBaHHBIX B JIeJie  JIMCTOB  IPOCTABIIACTCS
C JINCTa-3aBEPUTEIIA Jea.

Cpox XpaHEHHsI TEPEHOCUTCS Ha OOJOXKKY Jeia U3 HOMEHKIATYPhl Jel.
Ha nenax nocrossHHOro xpanenus numercs: «[locTossHHOY.

ApxuBHBIM mUPp Je7a COCTOUT U3 HoMepa GhoHa, HOMEPa OIKUCH, HOMEpa
JieJ1a 10 OMUCH U MPOCTABJISIETCS MOCIIE YTBEPKACHUS U COTJIACOBAHUS OIMKCEH Je

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

110 HOMEHKJIATYpE, AaTa JIeJia U CPOK XPaHEHUS.

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

JIOKyMEHTBI ¢ COOCTBEHHOM Hymepalrued JUCTOB, B TOM YHUCIIE TEeYaTHbIC
U3JIaHUs, HYMEPYIOTCS B OOILIEM TOpAJKE WM COXPAHSAIOT COOCTBEHHYIO
HYMEPALIMIO, €CJIM OHA COOTBETCTBYET IMOPSJAKOBOMY PAaCHOJIOKEHHUIO JINCTOB
B JIEJIE.

Cnoxennpli suct Oonbmoro ¢opmata (A2, A3) pa3BopauuBaeTcs
U HyMepyeTcs B MpaBOil yacTu BepxHero moiis jucta. [Ipu stom nuct nro60ro
dbopmara, TOAIIMTHIM 3a OJUH Kpail, HymMepyeTrcd Kak OJWH JIUCT, a JIUCT,
CJIO’KEHHBII M TOJALINTBHIA 32 CEepeauHy, MOJJIEKHUT MEPEIIMBKE U HyMeEpyercs
KaK OJIMH JIUCT.

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

Qdotorpaduu U Apyrue WIUTIOCTPATUBHBIE MaTepuaidbl HYMEPYIOTCS
Ha 00OPOTHOI CTOPOHE B JIEBOM BEPXHEM YTIIy.

JIMCT ¢ HArmyXo HaKJIEEHHBIMU JIOKYMEHTaMHU (BbIpe3KaMu, poTorpadusimMn)
HyMEpyeTcs KakK OJMH JIMCT. EClii K TOKYMEHTY MOAKJIEEHbI OJIHUM KpaeM JIpyrue
JOKYMEHTBI (BCTaBKU TEKCTA, IEPEBOJIBI), TO KaXKIbIA JTUCT HYMEPYETCS OTIEIBHO.

[Ipunoxenue K JAelly, COCTaBISIIONIEE OTIEIbHBIM TOM, HyMepyeTcs

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

Opy TOATOTOBKE HUX K cJlade B apXUB JOMYCKAaeTcss IO COTrJIacOBaHUIO
C HHUM YynoTpeOyieHHe JIUTEPHBIX (C OyKBEHHBIMH JOMOJHEHHUSIMH) HOMEPOB
JIUCTOB.

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

JIMCTBI BHYTPEHHEN OMMCU HYMEPYIOTCS OTHAEIBHO.

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

B nucre-3aBepurene aena nuu@pamMu v NpOMUCHIO YKa3bIBAETCs (DaKTUUECKOE
KOJIMYECTBO JINCTOB B IAHHOM JI€JI€, @ TaKKE€ HAJIMUUE JIMTEPHBIX U MPOIMYIIEHHBIX
HOMEPOB JIUCTOB, KOJUYECTBO JIUCTOB BHYTPEHHEW ONUCH W HaJIUYHUE Cpelu
JOKYMEHTOB Ta3eT, KHUT, OpOIIop, depTexeu, ¢oTtorpaduii, pucyHKOB U T.H.,
CTaBSITCS JjaTa U MOJIUCH paOOTHUKA, CPOPMHUPOBABLIETO €0, U yKa3bIBAIOTCS
€ro JOJDKHOCTb, HMHULMANBI U (pamuwius. Eciaum KonvuecTBO JHCTOB B Jiefie
U3MEHSETCS, 3aBEpUTEIbHAS HAAMUCh COCTABIIAETCS] BHOBD.

[Ipu nmoaroToBKe A€l K MOAIIMBKE (TIEPEIIETY) IPOBEPAETCS MPaBUIBLHOCTD
ux ¢GopmupoBanus, opopmiieHHss. MeTauIMuecKie W TUIACTUKOBBIC CKPETUICHUS,
a TAKXe TEPMOIIEPEIUIETHI U3 JOKYMEHTOB YIAJISIOTCS.

JIOKyMEHTBI TTOAIIMBAIOTCS TaKUM 00pa3oM, YTOOBI MOKHO ObLIO CBOOOJHO
MPOYNUTATh TEKCT KaXJOro JOKYMEHTAa, BU3bl U YKa3aHHWS [0 MCHOJHEHUIO
JIOKyMEHTA.

12.5. Ilepenaya nen B apXuB.

ITepenaua gen nocrosinHoro cpoka xpanenus B LII'A CIIO ocymecTBisieTcs
noeuHUYHO 1o yTBepKaeHHbIM [[DIIK ApxuBHoro komutera Cankrt-IletepOypra

OIMMCAM ACJI ITOCTOSAHHOT'O XPaHCHUS.
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[IpueM JnOKYMEHTOB Ha TMIOCTOSIHHOE XpaHEHHE O(OpPMIISETCS AaKTOM

npueMa-fepeiadn JoKyMeHToB (npuiioskernue Ne 20).

[Ipn mepenave nen Ha BCEX HK3EMIUISIPAX ONUCH JAEN MPOTUB KaKIOro
BKJIFOUEHHOTO B Hee nena B rpade «lIpumeuanue» craBUTCS OTMETKA O HATUYUU
nena. B KOHILE KaxJ0oro HK3eMIUIipa OIMCU JIeJ YKa3blBaloTCs LU(ppaMu
U TPONHUCHI0 KOJIMYECTBO (PAKTUUECKH MPUHATHIX (TMEPEAAHHBIX) B apXuB [,
UHUIMAJIBI U (aMUIMK JIML, OCYLIECTBIIOIIMX IpUEM-NIEpenady Jel, CTaBATCs
UX MOJIUCH U J1aTa.

[Ipu npueme nen B apxuBe MPOBEPSETCS MPAaBUIBHOCTH UX O(POPMIICHHUSL.
Hena, odopmiieHHBIE C HapyIlIeHHWEM MpaBUJ, YCTAaHOBJICHHBIX WMHCTpykumei,
BO3BPAILAIOTCS B TEPPUTOPUAIBHYI0 KOMHCCHIO C YKAa3aHUEM HEIOCTaTKOB
JUISL UX YCTPAHEHHUS.

TeppuropnansHas KOMHCCHSI uMeeT IIPUOPUTETHOE IPaBo
Ha MCIOJIb30BaHUE IOKYMEHTOB, IEPEJAHHBIX €10 Ha TOCYyAapCTBEHHOE XPaHEHHUE,
B TOM YHCJIE HA UX NEPBYIO ITyOIUKALUIO.

12.6. VcnonHEHHBIE 3JEKTPOHHBIE JOKYMEHTHI CUCTEMATH3UPYIOTCS B J€iia
B COOTBETCTBUM C HOMEHKJIATypOH JEI TEPPUTOPHAIBHOM  KOMMCCHH.
IIpu cocraBiieHMM HOMEHKJIATYpPBI JEJI B 3ar0JjOBOK J€JIa BKJIKOYACTCS YKa3aHHE
«ONEKTPOHHBIE TOKYMEHTBD.

Cpokn XpaHEHMS DJIEKTPOHHBIX JOKYMEHTOB COOTBETCTBYIOT CpPOKaM
XpaHEHUs! aHAJIIOTUYHBIX IOKYMEHTOB Ha OyMa)KHOM HOCHUTEJIE.

DKcnepTu3a LEHHOCTU 3JEKTPOHHBIX  JTOKYMEHTOB  OCYIIECTBIISIETCS
B 00IIEM NOpSAKE, YCTAHOBICHHOM IJIsi TOKYMEHTOB Ha OYMa)XHOM HOCHUTEIE.
[Tocne wucredeHUs CpoOKa, YCTAHOBJIEHHOTO [UISi XPAHEHUs JJIEKTPOHHBIX el
(OJEKTPOHHBIX  JIOKYMEHTOB), = Ha  OCHOBAaHMM  aKTa O  BBIJCICHUU
UX K YHUYTOXKEHUIO, YTBEPXKICHHOIO IPEACENATENeM TEPPUTOPHAIBHON
KOMHUCCHH, YKa3aHHBIE AJIEKTPOHHBIE Jiea (3JIEKTPOHHBIE JOKYMEHTBI) MOJIEKAT

YHHUYTOKCHHUIO.
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OJIEKTPOHHBIE JOKYMEHTBI TOCTOSIHHOIO CpOKAa XpaHEHHUs TMepelatoTcs

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

SJICKTPOHHBIX JOKYMCHTOB.

13. OTBeTCTBEHHOCTH

13.1. YUneHbl TEppUTOPHAIBHON KOMHCCUUM M TPAXKIAHCKUE CIIyXKallue
amnmapata TeppPUTOPHAIBLHOW KOMHCCHU, Tpa)KJIaHe, 3aMEIIArolINe TOJDKHOCTH,
HE SBJIAIOIINECS TOJDKHOCTSAMU TOCYIapCTBEHHON IPasKJaHCKOM CITy»OBbI, a Takxke
rpaxaaHe, IMpHUBJIEKaeMble [0 TPaKIAHCKO-NPABOBBIM  JIOTOBOpaM, HECYT
NIEPCOHANBHYIO OTBETCTBEHHOCTh 3a coOmtofeHue TpeboBaHuii WHCTpykmmw,
COXPAHHOCTh HAXOJAILIUXCS Y HUX JOKYMEHTOB.

13.2. OTBETCTBEHHOCTH 3a OpTaHU3ALUI0 JIEJIOTIPOU3BOJICTBA
B TEPPUTOPHUATBHON KOMHUCCHH, BHEJIpEHUE aBTOMAaTU3UPOBAHHBIX
(KOMITBIOTEPHBIX)  TEXHOJIOTUA TMOATOTOBKM U  0OpabOTKH  JIOKyMEHTOB,
o0ecrieueHne COXPAHHOCTU JIOKYMEHTOB M Tepeladyy MX B apXuB, KOHTPOJIb
3a  coOmoneHueM — TpeboBanud — WHcTpykumm — HeceT — IMpejacenaTelib

TEPPUTOPUAITBHON KOMHUCCHH.



[Ipunoxenne Ne 1
K MHCTpYKIIMH 1O 1€70MPOU3BOJCTBY
B TepputopuanbHoii m3dupatensHoit komuccun Ne 41

(I)opMa PETUCTPANMOHHOIO JKypHaJIa BXOAAIIINX TO0KYMECHTOB

OtmeTtka 00
VCIIOJTHEHUH
. | Kparkoe
Perucrpanu Hexonamuii (mata
o cozepxa- [LnanoBas
Hara OHHBIN Koppec- HOMEp Crnioco6 WCTIOJTHEHUS
HHE Pesomronusa | VcnoaHuTenb narta
MOJTYyYEHUS HOMED MOHACHT U JaTa MOJTyYEHUs u /wm
(kom-BO HUCTIOJTHEHUS
JTOKyMEHTa JOKyMEHTa PEKBU3UTHI
JIUCTOB)
UCXOJIAIIETO
JIOKYMEHTA)
®opMa perucTpalMOHHOIO0 KYPHAJIA HCXOAALIUX JOKYMEHTOB
Kpatkoe conepxanue
arta Peructpanmonnblit OKYMEHTAa ®UNO noanucanta
A pan Anpecat JIOKY a1 HUcnionaurens Bun otnpaBku
perucTpauuu | HoMep JOKyMEHTa (PEKBHU3UTHI BXOJIAIIETO JIOKyMEHTa

JIOKYMEHTA), KOJI-BO JINCTOB




[Tpunoxenue No 2
K MHCTpyKIMH 110 AEIONPOU3BOACTBY
B TepputopuansHoi n306uparenbHoi komuccun Ne 41

HEPEYEHDb
JOKYMEHTOB, He MOAJ/IE;KAlIUX PerucTpanun

1. CooO1ieHns o 3aceIaHnIX, COBEIAHUIX U [IOBECTKAX JHSL.

2. YueOHble porpaMMbl, MJIaHBI.

3. PexsiamMHbI€ U3BEIICHUS, TIIIAKATHI.

4. ITo3apaBUTENbHBIEC TUCHbMA U TEJIETPAMMBI.

5. [lpurnacurenbHbie OWICTHI, MPUTIIANICHUS HA Pa3IMYHBIC MEPOTPHUATHUS,
HE COJICPIKAIME HAUJICKANX PEKBU3UTOB ITUCHMA.

6. byxranrepckrue TOKyMEHTBHI.

7. IleuaTHble U31aHUS.

8. OnepatuBHas wuHGOpMaIUs, TOCTyMawonas IO KaHajaM  CBSI3U
['ocypnapcTBeHHONM aBTOMATUM3MPOBAHHOM cucteMbl Poccuiickonn Depepanuu
«BbIO6OPHY.

9. OOpaiieHus TpaXkJaaH, MOCTYUBIINUE HA aJIpeC AJIEKTPOHHOMN MOYTHI.



[Tpunoxenue Ne 3
K MHCTpyKLMH 1O JEI0NPOU3BOCTBY
B TeppuropuanbHoil n36uparensHoi komuccuu Ne 41

AKT

MBI, HUKEO AU CaBIIIHECS

COCTAaBUJIM AKT O TOM, 4YTO « » 20 r. TIpU
BCKPBITHH TAKeTa
0OHapy>KeHbI CIEeNYIOLINE HEJOCTATKU:

Hacrosimuit akT cocTaBiieH B IBYX SK3EMIUISPAX.

[Toanucek, pacudppoBKa MOAMNUCH:




[Tpunoxenue Ne 4
K MIHCTpyKLMH 1O JEI0NPOU3BOJCTBY
B TeppuropuanbHoil n3duparensHoi komuccuu Ne 41

®opMbl 0JIAHKOB, HCII0JIb3yEeMbIX
B TeppurtopuanbHoii n30uparTeabHO kKomuccuu Ne 41



«

»

TEPPUTOPUAJIBHASA N3BUPATEJIBHAS KOMUCCHUSA Ne 41

IIPOTOKOJ 3ACEAAHUA

20  ronm Ne

Cankr-IletepOypr



«

TEPPUTOPUAJIBHASA N3BUPATEJIBHAS KOMUCCHUSA Ne 41

PEINEHUE

» 20 Tonm Ne

Canxrt-IletepOypr



«
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TEPPUTOPUAJILHAS N3BUPATEJIBHASI KOMUCCHS Ne 41
NPEJCEJAATEJD

IIPUKA3

» 20  roxm Ne

Cankrt-IlerepOypr
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TEPPUTOPUAJIBHAS
MN3BUPATEJIBHAA KOMUCCHUS Ne 41
CAHKT-IIETEPBYPT

mp. Crayex, 1. 18,
Cankr-IlerepOypr, 198095
Ten. (812) 417-66-16 daxc (812) 417-66-16
tik41.spbik.spb.ru
OKITIO 44175864, OT'PH 1207800058608;
WHH/KITIIT 7805765622/780501001

Ha Ne oT




[Tpunoxenue Ne 5
K MIHCTpyKLMH 1O JEI0NPOU3BOJCTBY
B TeppuropuanbHoil n3duparensHoi komuccuu Ne 41

TpeGoBaHus K TOKYyMEeHTaM, M3r0TOBJIAEMbIM € IOMOIIHIO
neYyarawiuux YCTPOUCTB, M K (pailjiaM TEKCTOBBIX JOKYMEHTOB

1. TexcTtel nOKyMEHTOB Ha OnaHkax (opmara A4 TmeyararTCs dYepes
1,5 MEXCTpOYHBIX HMHTEpBaJia, JOIMyCKAaeTCA IMedaTh JTOKYMEHTOB Ha OJaHKax
¢dopmata A4 gepe3 1 MexCTpOUHBIA MHTEpBaJ, Ha OnaHkax ¢opmara AS — uepe3
1 MEXCTpOYHBIN UHTEPBAJL.

TekcTbl MOKYMEHTOB, MOATOTABIMBAEMBIX K THIOTPAadCKOMY H3JaHUIO,
neyaTaroTcs yepe3 2 MEeKCTPOUHbIX UHTEpBaa.

2. HammeHoBaHMe BUa TOKYMEHTA MT€YATACTCS IPOMMCHBIMU OYKBaMHU.

3. Ecnu 3arosioBoK K T€KCTy npeBbimiaeT 150 3HaKoB (5 CTpOK), 10MyCKaeTcs
npojJjieBaTh €ro 10 TpaHUIlbl MpaBoro IMojs. Toyka B KOHIIE 3arojioBKa
HE CTaBUTCH.

4. PacuiudpoBka moanucu B pekBuszure «lloamuch» — medaraercs
Ha YpOBHE TMOCJEIHENH CTPOKM HAWMEHOBAHUS JOJDKHOCTH C HCIIOJIh30BaHUEM
koMOuHaruu knaswui Shift — Ctrl — [IpoGen mexay naunmanamu u haMuuei.

5. Co3nanue, ¢opmaTUpoBaHUE€ U BBIBOJ Ha TMe4aTh JIOKYMEHTOB
MPOU3BOJIUTCSI HA KOMIBIOTEPAX C HCIOJIb30BAHUEM TEKCTOBOIO PEIAKTOpa,
noaaepkuBaromiero Gopmar docx. BHenpeHne 3JIeKTPOHHBIX TaOJHII, CO3TaHHBIX
B TaOJIMYHBIX pENaKTopax, B JOKyMeHThl (opmata docx HE HOMycKaercs.
JlomyckaeTcsi, Tpu HEOOXOJUMOCTH, CO3JaHue, (GopMaTUpPOBaHWE U BBIBOJ
HAa TeyaTh TaOJMI[ TOCPEACTBOM  PEIaKTOpa  dAJEKTPOHHBIX  TabOJIHII,
nojaepxuBaroimmx Gopmar xIsx.

6.[Ipu  QpopmaTtupoBaHMM  JOKYMEHTOB  pPEKOMEHIyeTCs  paboTarthb
C BKJIFOUEHHOM KHONKOM Y, 4TOOBI BUJIETh HA SKpaHE BCE CITY>KEOHbIE CUMBOJIBI.

7.1lpu dopmaTUpoOBaHUM TEKCTOB JIOKYMEHTOB WCIIOIB3YETCS CTHIIb,
KOTOPBIN UMEET CIAEAYIONIUE TapaMeTphI:

o mpudT PT Astra Serif

o pasmep 14 myHKTOB
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o OTCTYN cieBa 0 cm
cripaBa 0cMm
o MHTEpBa nepen 0 myHKTOB
ocyue 0 myHKTOB
o MEKCTPOYHBIM UHTEPBA IIOJTy TOPHBIN
o nepBast CTpoKa orctyn Ha 1,25 cm
o BBIPABHUBAHUE 10 [IUPHUHE.

8. Ilpu ¢opmaTupoBaHuu TaOIUILl HEOOXOAUMO COOJIOATH CJEAYIOLINE
TpeOOBaHMUS:

Tabiuua Bcerna JODKHa HWMETh Ha3BaHHWE, KOTOPO€ BBIPAaBHUBAETCA
10 LEHTPY AOKYMEHTAa;

TaOJIMIa BEIPABHUBAETCS TI0 IIEHTPY JIUCTA;

3aroJIOBKH CTOJIOIIOB M CTPOK BBIPABHUBAIOTCS IO LIEHTPY SYCHUKH;

TaHHBIE B STYCHKaX TaOIUIBI BEIPABHUBAIOTCS CBEPXY IO JIEBOMY Kpalo;

MPOAOHKEHNE TaOJIUIIBI HA HOBOM JIMCTE MOXET HAUYMHATHCS C 3ar0JIOBKOB
ee rpad (uim HOMEpOB Tpad B ciydae, eciau rpadbl TaONHIBI HA TIEPBOM JIUCTE
MIPOHYMEPOBAHBI);

CTPOKH TaOJUIIBI TIEPEHOCATCS HAa HOBBIN JIUCT JOKYMEHTA MUCKIFOUYUTEIHEHO
EJTUKOM;

MIMPUHA W BBICOTA TaONWIBI HE JOJDKHBI IMPEBBINIATH pPa3MEpbl MOJIeH
JOKYMEHTA.

9. Pa3zmepsl nosieil TOKyMEHTa J0HKHBI UMETh CIEAYIOIINE apaMeTphl:

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

OT Kpas 10 KOJIOHTUTYJIA:
o BEPXHETO 1,25 cm
° HUKHETO 1,25 cm.

10. ITpu mOArOoTOBKE TOKYMEHTOB UCIOJIB3YIOT CJIETYIOUIUE PEKBUZHUTHI:
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¢ HAWMMCHOBAHHC OpraHU3aluH,

® HaMMEHOBAHUWE BUJIA JOKYMEHTA,
® CChUIKA HAa UCXOJAIINN PETUCTPAIMOHHBIA HOMED U JIaTy JTIOKYMEHTA;

® MECTO COCTaBJICHHS (M3[IaHUs) TIOKyMEHTA;

e rpud (momeTka) 00 OrpaHUYEHUU JTOCTyNA K TOKYMEHTY; (MpU HAJTUYWH)
® ajpecar;

e Tpu@ yTBEPKICHHS TOKYMEHTA;

® 3aroJIOBOK K TEKCTY JJOKyMEHTA,;

® TEKCT JOKYMEHTa,;

® OTMETKa O HAJIMYUU TPUIIOKEHUS;

® TIOAINCEH;

® OTMETKa 00 AJIEKTPOHHOU MOIINCH;

e Tpud cornacoBaHUs JOKYMEHTA;

® OTMETKa 00 UCIOJIHUTETIE;

® WJACHTU(PUKATOP DJIECKTPOHHOU KOMUU JOKYMEHTA (MPU HATUYHH).

11. PexBu3utbl (KpoMe TEKCTa JOKYMEHTa M ajJpecara), COCTOSIIUE

N3 HCCKOJIBKUX CTPOK, II€YATalOT CO CICAYIOIINMU ITapaMCTpaMu:

o mpudT PT Astra Serif

o pasMep 14 myHKTOB

o OTCTYM cjeBa 0 cm
cripaBa 0cMm

o MHTEpBal nepen 0 myHKTOB
nocie 0 myHKTOB

o MEKCTPOYHBIN UHTEPBAI OIMHAPHBIN

o OTCTYM NEPBOU CTPOKHU HET

L BbIPpABHHBAHHC I10 OCHTPY.
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12. PekBU3UT «AJpecar» NevaraoT CO CIASAYIOIKUMHU MapaMeTpamu:

o mpudT PT Astra Serif

o pa3Mep 14 myHKTOB

° OTCTYI clieBa 7 cM
cripaBa 0 cm

o WUHTEPBAJI nepen 0 myHKTOB
rnociue 0 myHKTOB

o MEKCTPOUYHBIN UHTEPBAJ OJVHAPHBIN

o OTCTYII IIEPBOU CTPOKHU HET

o BBIPaBHUBaHUE 10 LIEHTPY.

Ecin coctaBHble 4YacTH peKBU3UTOB «Anpecar», «I'pud yTBepKIeHuUs
nokymeHTa», «I'pud cormacoBaHust JOKyMmeHTa», «OTMeTKa O HaJIU4YUU
MPUWIOKEHUS» HE YMEIIAIOTCA HAa OJHOM CTPOKE, TO Pa3pbiB CTPOKH B HYXHOM
MECTEe MPOU3BOJUTCS C TOMOIIBI0 cUMBOJIa «Pa3peiB cTpokn» (KOMOMHALINA

kiaBuin Shift — Enter), Hanpumep:

COI''TACOBAHO

PykxoBogutens @enepaabHOTO
ApXMBHOTO areHTCTBA

A.H. Aptuzosn

[Ipy ucnonp30BaHUU B TEPPUTOPHAIBHON KOMHUCCHU HIEHTH(PUKATOpa
AJIEKTPOHHON KOMHMM JOKYMEHTa (KOJIOHTUTYJIAa) OH Ie4aTaeTcsi B JIEBOM YLy
HIDKHETO TOJIS K&KJO0M CTPAHULIBI TOKyMEHTa HIPU(TOM 8 IyHKTOB.

13. IIpu odopmiieHUH JOKYMEHTOB Ha JBYX M Oojiee CTpaHUIAX BTOpas
U TIOCJEAYIOUINE CTpPaHHIbl JOJKHBI ObITh MpoHyMepoBaHbl. Homepa cTpanuil
IPOCTABJISIIOT OCEPEAMHE BEPXHETO MMOJIS JTUCTa apaOCKUMU udpaMu 0e3 3HAKOB
peruHAHMA.

Ecin JOKYMCHT UMCCT IIPHUJIOKCHUC, TO OHO II€YATACTCA C HOBOMI CTpaHUIIbI.
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14. Jlyia BBISIBJICHUS W UCTIPABICHUS BO3MOXKHBIX OIIMOOK B MPABOMHCAHUU
B cpOpMHUpOBaHHBIX (paililaXx PpPEeKOMEHAYETCS  OCYIIECTBIATh  IPOBEPKY
JOKYMEHTOB, HCIIOJIb3YsI CUCTEMBI TPOBEPKU MIPABOIMCAHUSI.

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

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

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

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

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

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

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

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

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

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

Shift — Enter).



[Tpunoxenue Ne 6
K MIHCTpyKLMH 1O JEI0NPOU3BOJCTBY
B TeppuropuanbHoil n3duparensHoi komuccuu Ne 41

Cnucox PACCBIJIKHA UCXOIAIINX TJOKYMEHTOB

Ne HauMeHoBaHMe oprana

IToJiHbII MOYTOBBIN aapec
n/n (opranusamnuun)

[Ipencenarens TepputoprabHOM

n30oupaTenpbHO Komuccuu Ne 41

(moamucek) (pacmmdpoBKa MOAMUCH)

Hcnonmaunrens

(Toamuch) (pacmmdpoBKa MOAMUCH)

« » 20 r.




[Tpunoxenue Ne 7
K MIHCTpyKLMH 1O JEI0NPOU3BOJCTBY
B TeppuropuanbHoil n3duparensHoi komuccuu Ne 41

IlepedeHns 00s13aTEJIbHBIX CBEICHUI 0 JOKYMEHTAX, HCIIOJIb3YeMbIX B LEJIAX
y4era U MoucKa 10KymMeHToB B I1JI!
. ABTOD.
. Anpecar.
. JIomKHOCTD, (DaMuIIAS U MHULIUAJTBI JIUTIA, TIOIMMACABIIETO TOKYMEHT.

. HaumenoBanue rpynnbl 1 BUJa JI0KyMCHTA.

1
2
3
4
5. JlaTta nokyMmeHTa.
6. PeructpaiinoHHbIi HOMEP TOKYMEHTA.
7. JlaTa HOCTYNUBIIETO JOKYMEHTA.
8. PerucTpanroHHbIil HOMEp NOCTYIMBILErO JOKYMEHTA.

9. CBeneHust 0 CBSI3aHHBIX JIOKYMEHTax (HaMMEHOBaHHWE BUJA JOKYMEHTAa,
J1aTa, perucCTPAlMOHHBINA HOMEpP, TUII CBA3KH).

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

11. Unaekc aena mo HOMEHKIIATYpe Jiedl.

12. Cenenust o nepeagpecany JOKyMEHTA.

13. KoanuecTBO JUCTOB OCHOBHOT'O JJOKYMEHTA.

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

15. Yka3aHusi o MCMOJHEHUIO TOKYMEHTa (IOpy4YeHHEe, UCTIOJIHUTENb, 1aTa
WCTIOJTHEHUS ).

16. OT™MeTKa 0 KOHTpOJIE.

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

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

19. IlonpazneneHue — OTBETCTBEHHBIN UCIIOJIHUTENb JOKYMEHTA.

20. @aiinbl  BIEKTPOHHOTO JOKyMEHTa (KOJW4ecTBO (pailyioB, uMeHa

¢aiinos).

! Mcnonb3yeTcst cOKpallleHue, TPUBEIEHHOE B TyHKTe 1.8 HacTosimeil UHCTpyKImy.



[Tpunoxenue Ne 8.1
K MIHCTpyKLMH 1O JEI0NPOU3BOJCTBY
B TeppuropuanbHoil n3duparensHoi komuccuu Ne 41

KYPHAJI

y4yeTra JHYHOI0 NpHeMa rpaxiaaH
B TeppuropuaibHoii n30MpaTeJbHOH KOMHCCHH Ne

OT1meTka D.1.0.
IHouToBBIi Kpartkoe 0 pe3yJbTaTax U NOANHUCH
Ne | Jlara ®.1.0. P pesy A
agpec coJep:KkaHue npuemMa JMua,
n/nm | mpueMa | 3asiBUTeJIsI
3asiBUTeNISI | OOpalleHus (npuHsTOE MPOBOAUBIIET0
pelieHue) npueM
1 2 3 4 5 6 7
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[Tpunoxenue Ne 8.2
K MIHCTpyKLMH 1O JEI0NPOU3BOJCTBY
B TeppuropuanbHoil n3duparensHoi komuccuu Ne 41

KAPTOUKA JIMUHOI'O IPUEMA I'PAKIAH
B TEPPUTOPUAJIbHON U3BUPATEJIBHON KOMUCCHH Ne 41

JaTa oOparmienust
Jara npuema

« » 20 T. Ne
damunusi, UMsi, OTYECTBO 3aIBUTEIS JIOMKHOCTHOE JTULI0, BEAYLIEE IPUEM
MecTto xuTenbCTBa, TeaedoH Pe3ymnbTarel paccMOTpeHUst

Kareropus 3asBurens

Coneprxkanue oOpaieHus

A,
BBIPKAIO (baMumus, M5, OTYECTBO 3asIBUTEIIS)

corjlacMe Ha IPEJOCTaBI€HUE MHE YCTHOTO OTBETa B XOJ€ JMYHOIO IMpHEMA IO CYILECTBY
MIOCTAaBJICHHBIX B YCTHOM OOpalieHrH BOonpocoB. [InceMeHHOT0 0TBeTa HE TpedyeTcs.

(mara) (moamnuck 3asBUTEINS) (pacumgpoBKa MOMHCH)

A,
BBIpAXKaIo

(Damunsi, UMs, OTYECTBO 3aSIBUTEIIS)

corjacue Ha BUJe0-U (MJIN) ayJUONPOTOKOIMPOBAHUE JTUYHOTO IPUEMA.

(mara) (monmuck 3asBUTEIIS) (pacmmdpoBKa MOAMHUCH)
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[Tpunoxenue Ne 9
K MHCTpyKIMH MO AeI0NPOU3BOJCTBY
B TeppuropuanbHoil n3duparensHoi komuccuu Ne 41

JIuer corsiacoBanus

damunus,

JIOIKHOCTE Jlara [oamuce WHUIAATBI

Wcnomuurenn
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[Tpunoxenne Ne 10
K MHCTpyKLMH 1O JEI0NPOU3BOJACTBY
B TeppuropuanpHoil n36uparensHoi komuccuu Ne 41

VTBEPXIAIO

IIpencenarens TeppuropranbHO
n3ouparenbHo komuccuu Ne 41

(moamuck) (vHUIATBI, (haMUITHS)

« » 20 r.

OTu4er 0 pacchbliIKe N0 COOTBETCTBYIOIIUM aJpecaTaM U pa3MelieHu U
pemienuii TeppuropuaabHoi H30UpaTeabHO Komuccun Ne 41
Ha 0pUIHAJIBHOM caiiTe

3acemanue Ne OT « » roja
aTta
No No perrenust AgnpecaT pacChbUIKH, aApeC Pa3MEIICHUS A
/i TUK pa3MeleHus
pPacChUIKA

1
2
3

Hcnomaurens

(Toamuch) (pactumdpoBKa MOAMHUCH)
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[Tpunoxenue Ne 11
K MHCTpyKLMH 1O JEI0NPOU3BOJACTBY
B TeppuropuanpHoil n36uparensHoi komuccuu Ne 41

IHEPEYEHD

MOAJICKAINIUX KOHTPOJJIIK JOKYMEHTOB ¢ YKa3aHUEM CPOKOB UCITOJTHCHUA

1. ®enepasibHble  KOHCTUTYIIMOHHBIE 3aKOHBI, (enepaibHble  3aKOHBI
Poccuiickon denepannn — COrNIACHO YKa3aHHOMY B HUX CPOKY.

2. Vka3nel Ilpesunenta Poccuiickoit denepanum — COrjgacHO yYKa3aHHOMY
B HUX CPOKY.

3. Pacnopsikenust  IIpesupgenta  Poccuiickorn ~ dDenepanuu — cOriacHO
YKa3aHHOMY B HUX CPOKY.

4. ITocranoBnenusi, pactiopsbkenus [IpaBurensctsa Poccuiickort denepanuy —
COTJIaCHO YKa3aHHOMY B HUX CPOKY.

5. 3akonbl Cankr-llerepOypra — coracHO yKa3aHHOMY B HUX CPOKY.

6. IlocranoBnenwus, pelieHus 3aKOHOATEIBLHOTO Cobpanust
Cankr-IleTepOypra — coriiacHO yKa3aHHOMY B HUX CPOKY.

7. IlocTaHOBNEHUS, pACIOPSDKEHHMS] OpraHa TrOCYJapCTBEHHON BIACTH
Cankr-IleTepOypra — coriiacHO yKa3aHHOMY B HUX CPOKY.

8. [locTaHOBIIEHUS], PACTIOPSIAKEHUS PYKOBOAUTENSI OpraHa rocy1apCTBEHHOMN
Bnactu Cankt-IleTepOypra — corsiacHO yKa3aHHOMY B HUX CPOKY.

9. [MTapnamentckue 3ampocsl CoBera deneparuun Denepanibroro Codbpanus
Poccuiickoii ®epepaunn, ['ocymnapcrBennoir ymbl ®DenepanbHoro CobOpanus
Poccuiickoit @enepanuy — HE TMO3AHEE 4YeM u4epe3 |5 KajneHIapHbIX JHEH
CO JHsS TOJYyYEHHs] MNapJaMEHTCKOro 3ampoca WJIM B HMHOW YCTAaHOBJICHHBIN
cootBercTByromiei manatoit denepanproro CobOpanusi Poccuiickoit denepanuu
CPOK.

10. 3anmpocsl CEHaTOpOB Poccuiickoit ®denepanuu, JEMyTaToOB
INocynapcteennoit [{ymbr ®denepansnoro CobOpanusi Poccuiickoit ®denepauuu —
He no3aHee yeM yepes 30 KaleHIapHbIX THEH CO JHS €ro MOJIyYEHHS UM B MHOU

COIJIACOBAaHHBIN ¢ MHUIIMATOPOM 3aIIpoca CPOK.
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11. O6pamienuss  cenaropoB  Poccuiickoit ~ denepauuu, aemyTaTtoB
IlNocynapctBennoit Jlymbr ®enepansnoro CoOpanus Poccuiickoit ®Deneparnun
0  BONPOCaM, CBSA3AHHBIM C UX  JEATEIbHOCTBIO, — HE3AMEJIUTEIBHO
(mpy HEOOXOAMMOCTU TMOJYYEHUS! JOMOIHUTENbHBIX MaTepUalioB — HE MO3HEE
yeM uepe3 30 KaJeHAapHbIX JHEH CO JTHA MOTy4YeHUs: 0OpalieHus).

12. O6pamenus Ty TaTOB 3aKOHOJATEIBLHOTO Cobpanust
Cankr-IlerepOypra — B cpok, ycranoBieHHblil Cankt-IletepOypra.

13. ITucema u3 Anmunuctpanuu llpesunenta Poccuiickoit ®enepanum,
[IpaButenbcTBa Poccuiickont @enepannu, Koncrurymmmonnoro Cyaa Poccuiickoit
Oenepaunu, BepxoBHoro Cynma Poccuiickoii ®@enepamuu, ['eHepanbHOU
npokypatypbl Poccuiickoit ®enepauuu, llpaButensctBa Cankt-IleTepOypra —
B COOTBETCTBUM C YKa3aHUSIMHU II0 HCIIOJHEHUIO JOKYMEHTa IpeAceaaress
TEPPUTOPUAIBHOM  KOMHMCCHUM, €CIIM B  HHX  HE  yKa3aH  CpOK —
He no3/Hee ueM uepe3 30 KaJleH1apHbIX THE.

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

15. TlpeacraBnenue NpoKypopa — B TEUEHUE MECALIA CO JHS MOCTYIUICHUS.

16. OOparieHus, CBsI3aHHBIE C peaM3alUel U 3alMTON H30UpATEIHHBIX
npaB U TpaBa Ha ydyacTue B pedepeHmyme rpaxaaH Poccuiickoit deneparuu,
INOCTYIIHUBIIME B TEPPUTOPHUAIBHYI0O KOMHMCCHIO B XOJ€ COOTBETCTBYIOLIEH
u30upaTeabHOW  KaMIlaHUM, KaMmIaHuu  pedepeHayma, —B  COOTBETCTBUHU
¢ MenepanbHBIM 3aKOHOM 00 OCHOBHBIX FAPaHTHUIX U30MPATENbHBIX IpaB!.

17. Ilepecbinka oOpalieHuil TrpakaaH, COAEpKalluX BOIPOCHI, PEIICHHE
KOTOPBIX HE OTHOCUTCA K KOMIIETEHUMHU TEPPUTOPUAIBHON KOMUCCHH,
OCYILECTBIISIETCS B TEUEHUE CEMU KaJICHIAPHBIX JTHEH.

OOparienue, CBI3aHHOE C COOTBETCTBYIOIIEH H30HpaTENbHON KaMIlaHUEH,
KaMIlaHued pedepeHayMa, IMOCTYyIUBIIEE B TEPPUTOPHAIBHYIO KOMHUCCHUIO
JI0 YCTAHOBJICHUS €10 UTOTOB T'OJIOCOBAHMSI, OMPEIEICHUS PE3YIbTATOB BHIOOPOB,
pedepenaymMa U coaeprKallee BOMPOCHI, PEIIEHHE KOTOPbIX HE BXOJMT
B KOMIETEHIIMI0O KOMHCCHM, B TEUYEHHME MSITH JHEW mocie AHS MOCTYIICHUS

HaIlpaBJICTCA B  KOMHUCCHIO, WHOM opran WX AOJDKHOCTHOMY JiMOy,

! Mcnonb3yeTcst cOKpallleHue, TPUBEIEHHOE B TyHKTe 1.2 HacTosimeil UHCTpy KMy,
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B KOMIIETEHLIUIO KOTOPBIX BXOJUT €ro pacCMOTPEHHE, a MOCTYyNUBIIEE B HHOU
nepuo U0 HE CBA3aHHOE C COOTBETCTBYIOUICH M30MpaTeabHONW KaMIaHHUEH,
KaMmnaHuel pedepeHayma — B TeUEHUE CEMU JAHEH MOocye AHS MOCTYTUICHHUS.

OOpailieHus, He CBSI3aHHBIE C peaju3alnen U 3alluTON N30MpaTelbHbIX MpPaB
W mpaBa Ha ywactue B pedepeHayme rpaxiaaH Poccuiickoit ®enepanuu,
NOCTYIHUBIINE B TEPPUTOPUAIBHYIO KOMHMCCHIO B IEpPUOJ COOTBETCTBYIOLLEH
n30UpaTebHOM KaMIaHWHM, KaMIaHuW pedepeHayMa, a TakKe MOCTYIHBIINE
BHE TIEpHOJa HM30MpPATENHbHON KaMIaHWW, KaMIlaHUU pedepeHayMa WA TOoCIe
YCTaHOBJICHHSI TEPPUTOPUAIBHON KOMHCCHUEN MTOTOB TI'OJOCOBAHUS, ONPEIECICHUS
pe3yapTaToB BbIOOpOB, pedepenayma, —B TeueHue 30 qHeW mocie JHA
WX TIOCTYIUICHHUS.

18. OOpamienuss  CpelcTB  MaccoBo  WMHGOpMAIMKM IO  BOIPOCAM
npenocTaBiieHuss WH(OpMAIuu —B  TEUEHHWE CEeMU  KaJICHIAPHBIX  JTHEW.
Ecnu tpebGyembie cBeZieHUS HE MOTYT OBITh MPEAOCTABIICHBI B YKa3aHHBIN CPOK,
TO JIOMYCKAeTCs OTCPOYKa B TMPEIOCTaBICHUM 3alpalinBacMoil HHpOpManuu
C BPYUYEHHUEM MPEACTABUTENIO PEJAKIIMU B TPEXAHEBHBIN CPOK CO JIHS MOTYYEHUS
NMCBMEHHOIO 3ampoca WH(OpManuu yBEIOMJIEHHS 00 OTCpOYKE, B KOTOPOM
YKa3bIBAIOTCA NPUYMHBI OTCPOYKH, JaTa, K KOTOpOoW OyJeT MpeaocTaBiieHa
3ampaimuBaeMas HWH(OpMaIus, TODKHOCTHOE JIMII0, YCTAaHOBUBIIIEE OTCPOUKY,
JaTa MPUHSITHS pelieHus 00 OTCpOoUKe.

19. 3anpoc rocyaapCTBEHHOrO OpraHa, OpraHa MECTHOTO CaMOYMpPaBJICHUS
WIK JOJDKHOCTHOTO JIMIIAa, paccMaTpHUBAIOLIEro oOpallleHHe TIpa’kJaHuHA, —
JOKYMEHThl W Marepuaibl, HEOOXOAHWMbIE JJII PACCMOTPEHHs] OOpalleHus,
NPEAOCTABISAIOTCS B TE€UEHHE 15 AHEN WM MHOM CpPOK, YKa3aHHBIM B 3ampoce
(M0 BO3MOKHOCTH), 32 HMCKJIIOYEHHUEM JOKYMEHTOB W MATE€pUaJOB, B KOTOPBIX
COZIEPKATCS CBEICHUSA, COCTABIISIOIINE IOCYAAPCTBEHHYIO UM MHYIO OXPaHIAEMYIO
(denepaibHBIM 3aKOHOM TaillHy, M JJII KOTOPBIX YCTAaHOBJIEH OCOOBIM MOPSIOK

IpeI0CTaBICHUS.



103

[Tpunoxenne Ne 12
K MHCTpyKLMH 1O JEI0NPOU3BOJACTBY
B TeppuropuanpHoil n36uparensHoi komuccuu Ne 41

TeppuropuanbHas YTBEPX/IAIO
nzbuparenbHas komuccus Ne 41
HOMEHKIJIATYPA JEJI IIpencenarens
TeppuropuasibHOU
Ne n3ouparenbHo komuccun Ne 41
(mata)
(moamucek) (pactmmdpoBka TOIMUCH)
Ha ron (mara)
Winex KonuuectBo CpoK xba
HIEKC 3aros0BOK Jiena TOMOB POK XpaHCHHA [IpuMeuanus
nena - u Ne crareii mo nepeyHo
(uacTeii)
1 2 3 4 5
HaszBanue paznena
(HaMMEeHOBaHUE JOJDKHOCTH COCTABUTEIIS (moamuck) (pactmpoBKa MOIITUCH)
HOMEHKJIATypBbl)
(mara)
COI''TACOBAHO COI''TACOBAHO
[IpoTokon DxcrepTHOM KOMUCCUHI Cekperapp Cankr-IlerepOyprekoit
TeppuropuanbHOl W30upaTeaIbHON KoMuccuu Ne 41 n30MpaTeILHON KOMUCCHUT
OT Ne

(moamuck) (pactmpoBKa MOITUCH)
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[Tponomkenne mpunoxkenus Ne 12

Hrorosas 3anuch o KaTCTOPHAX U KOJIMICCTBEC ACJI, 3aBCACHHBIX

B rony B TepputopuaiibHOM u30oupaTeabHoi kKomuccuu Ne 41
B ToM uncne
ITo cpokam xpaHeHUs Bcero O — C OTMETKOM
PEXOIAML «OIK»
1 2 3 4

Ha 6ymakaom HOcuTEsEe

(mpy HanmU4YUKU TUOPHUIHBIX Ned, ToM(a) HA OyMa)KHOM HOCHTENE YYUTHIBAIOTCS B pasjelie
Tabmuiel «Ha OymakHOM HOcuTene», Tom(a) Ha AJIEKTPOHHOM HOCHUTENE YYUTBHIBAIOTCS B
paszzaesne TabauIbl « DICKTPOHHBIXY):

IlocTostHHOTO

JlonroBpemennoro (cBoime 10 jer)

Bpemennoro (0 10 jieT BKIIOYUTEIBHO)

DIJIEKTPOHHBIX

(Tpy HATMYUY TUOPUTHBIX J1eJ1, TOM(2) Ha OyMakHOM HOCHUTEJE YUUTHIBAIOTCS

B paznene Tabmunbl «Ha GymakHOM HOCHTENE», ToM(a) Ha SJICKTPOHHOM HOCHUTENIE
YUUTBIBAIOTCS B pazjielie TaOIHUIbI « DIEKTPOHHBIX»):

ITocTossHHOTO

JlonroBpemennoro (cBoimie 10 ner)

Bpemennoro (10 10 jieT BKIIOYUTENIBHO)

HNTOI'O:

(HaMMEeHOBaHUE JODKHOCTH COCTABUTEIIS (moamuck) (pactmdpoBKa MOITUCH)
HOMEHKJIATypBbl)

(mara)



TepputopuanbHas

uszbuparenpHas komuccus Ne 41

®OH]| Ne

OIIUCh Ne

ACJI, JOKYMCHTOB IIOCTOAHHOTI'O XpaHCHUA

105

[Tpunoxenue Ne 13
K MHCTpyKLMH 1O JEI0NPOU3BOJACTBY
B TeppuropuanpHoil n36uparensHoi komuccuu Ne 41

YTBEPXJIAIO

[Ipencenarens
TeppuropuaibHOU
n3buparenpHOr KoMuccuu Ne 41

3a roJ
(monmuck) (pacurudpoBKa MOIITUCH)
(mata)
No Nunekc 3arojaoBoK .
Kpaitnue nater KomuuectBo nuctoB | Ilpumeuanus
/11 nena nena
1 2 3 4 5 6

HasBanue paznena

B nanHbIl pa3znenn onvucu BHECEHO

nen
(mrdpamMu 1 TPOITHUCHIO)

¢ Ne mo Ne , B TOM YHCJIE:
JIMTCPHBIC HOMCpaA: 5
MPONyIEHHbIE HOMepa:!
HanmenoBanue 10IKHOCTH COCTaBUTENS MOJIHUCH pacmmgpoBKa MOAMUCH
OTIHCH
HaumeHnoBanue qO0MmKHOCTH MOJIHUCH pacmrdpoBka noAMUCH

OTBCTCTBCHHOI'O 3a apXUB

(mara)

COT'JTACOBAHO

IIpoTokos DKcepTHOW KOMUCCUHT

YTBEPXX/JIEHA
IIporokou LleHTpanbHOM 3KCIEPTHO -

TepputopuanbHON U30MpaTETHLHOMN IPOBEPOYHON KOMUCCHHU
komuccun Ne 41

oT

ApXHUBHOIO KOMUTETA
Canxrt-IlerepOypra

oT Ne




TeppuropuaibHas

n3buparenpHas komuccus Ne 41
®OH/J Ne
OIIUCH Ne

Jen, JIOKYMEHTOB

(cBeimre 10 jeT) cpoka XpaHEeHHS
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[Tpunoxenne Ne 14

K MHCTpyKLMH 1O JEI0NPOU3BOJACTBY
B TeppuropuanpHoil n36uparensHoi komuccuu Ne 41

BPCMCHHBIX

YTBEPXJIAIO

[Ipencenarens
TeppuropuanbsHON
n3bupareabHoi Komuccuu Ne 41

(moamuck) (pactudpoBKa MOATICH)

3a ron
(mara)
Ne Nunekc 3aroy0BoK Kpaiinue Cpox Konunuectso
[Ipumevanus
n/m nena nena JIaThI XpaHEHUS JIUCTOB
1 2 3 4 5 6 7
HasBanue paznena

B nanHb1l pa3znenn onucu BHECEHO aen

c Ne

(mdpamMu ¥ IPOTTHCHIO)

mo Ne , B TOM

HHUCIIC:

JIMTCPHBIC HOMCpaA:

MPONyIEHHbIE HOMepa!

(HaI/IMeHOBaHI/Ie JOJDKHOCTH COCTaBHUTCIIA

OTIMCH)

(HaMMEHOBaHUE JTOJDKHOCTH
OTBETCTBEHHOT'O 32 apXUB)

(mata)

COI''TACOBAHO
[IpoTokoa DKkcnepTHOW KOMUCCUH
TeppuropuansHoit H306UpaTeNIBLHOM

komuccnn Ne 41

oT

Ne

(moamuch) (pacmmdpoBKa MOAMKCH)

(Toamuch) (pacmmdpoBKa MOAMKCH)

YTBEPXJIEHA
[IpoTokon LleHTpanbHOI 3KCIIEPTHO -
MIPOBEPOYHON KOMHUCCUU
ApxuBHoro komurera Cankt-IlerepOypra

oT Ne



TepputopuanbHas

u3zbuparenpHas komuccus Ne 41
®OH/J Ne
OIINCb Ne

ACJI, IOKYMCHTOB 110 JINYHOMY COCTaBy
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[Tpunoxenue Ne 15
K MHCTpyKLMH 1O JEI0NPOU3BOJCTBY
B TeppuropuanpHoil n36uparensHoi komuccuu Ne 41

YTBEPXJAIO

[Ipencenarens
TeppuropuanbsHOn
n3bupareapHoi Komuccuu Ne 41

a_____ ToA (moamuck) (pactmppoBKa MOIITUCH)
(mara)
Ne Nupekc Kpaiinue Cpox Kon-Bo
3aroJyioBOK zena [Ipumeuanus
n/n nena JIaThl XpaHEHUs JHMCTOB
1 2 3 4 5 6 7

HasBanue paznena

B nanHbIi pa3nenn onvucu BHECEHO aen
(mrdpamMu ¥ IPOTTHCHIO)

¢ Ne mo Ne , B TOM

YHCIIe:

JUTEpPHBIC HOMEpa! )

MPOMyIEHHbIE HOMepa!

(HaMMEHOBaHUE JTOJDKHOCTH (Toamuch) (pacmmdpoBKa MOAMKCH)

OTBETCTBEHHOT'O 32 apXUB)

(HaMMEHOBAHUE JTOJDKHOCTU COCTABUTEIS (Toamuch) (pacmmdpoBKa MOAMKCH)

OTIMCH)

(mata)

COI''TACOBAHO
[IpoTokoa DKkcrnepTHOW KOMUCCUH
TeppuropuansHoit H306UpaTeNIbLHOM

komuccnn Ne 41

oT

Ne

COI''TACOBAHO
[IpoTokoa sKCIEPTHO-MPOBEPOYHOMN
METONYECKON KOMHUCCUU
[{eHTpanbHOrO TOCY1APCTBEHHOTO ApXUBA
Canxkr-IlerepOypra

oT Ne
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[Tpunoxenne Ne 16
K MHCTpyKLMH 1O JEI0NPOU3BOJCTBY
B TeppuropuanpHoil n36uparensHoi komuccuu Ne 41

TepputopuanbHas YTBEPXIAIO
uszbuparenpHas komuccus Ne 41 [Ipencenarens
AKT TepputopranbHOit
Ne u3oupaTenbHoi Komuccun Ne 41

(MecTO cocTaBleHUs)
O BbII€JIEHUH K YHHYTOKEHUIO (moamuck) (pacmmpoBKa MOIITUCH)
(apXHUBHBIX) JOKYMEHTOB,
He MO/JIeKAIUX XPAHEHH IO

(mara)

Ha ocHoBanum IlepedyHss THIIOBBIX  YIpPaBICHYECKUX APXHMBHBIX  JTOKYMEHTOB,
00pa3yIoUIMXCcsl B TMpoOLEcce MACSITEIbHOCTH T'OCYJAapCTBEHHBIX OpPIraHOB, OPraHOB MECTHOTO
CaMOYIPABJICHUSI W OpraHM3alMil, C YyKa3aHHEM CpPOKOB XpPaHEHUS U HOMEHKIATyphl [ell
TeppuropuansHoii n30upaTenbHON KOMUCCHU Ne  0TOOpaHBl K YHHUTOXEHHIO KaK HE UMEIOLIHe
HAy4YHO-UCTOPUYECKON LIEHHOCTH U YTPATUBILNE IPAKTUYECKOE 3HAYECHHUE JOKYMEHTBI:

Ne Ne onrcn
(mpu
BBIJICTICHUH K
3arojIoBoK a Ne en. xp.
YHUUYTOXEHUIO Cpoku
nena 0 OMTUCH
JIOKYMEHTOB Kon-Bo XpaHeHUs
No WIn T obI (nHIEKC [Tpume-
. 2 IIPU MOATOTOBKE ea. Xp. 1 HOMepa
0/l | TPYNIOBOM 1o - YaHUS
JIeTl K rmepenaye (mem) crareu
3aroJIoBOK HOMEHKJIa-
B apXUB IO MEPEYHIO
JOKYMEHTOB Type Aein)
OpraHu3aIvy,
rpada He
3a0JIHAETCS)
1 2 3 4 5 6 7 8
Hroro ed. Xp. (e, SJIEKTPOHHBIX JeIT) 3a TOIBI
(urdpaMu ¥ TPOTHCHIO)
Onucu [1e1 MOCTOSITHHOTO XpaHEHWsS 3a roabl yTtBepkaeHsl ¢ lLleHTpanbHOI

OKCIEPTHO -MPOBEPOUYHOM Komuccuerr ApxuBHoro komurera Cankt-IlerepOypra (mpoTokoin
OT &« » 20 1. Ne ).

(HamMeHOBaHWE JOJKHOCTH JINIIA, (moamucek) (pacurudpoBKa MoMCH)
OTBETCTBEHHOTO 32 apXUB

(mara)
COI''TACOBAHO YTBEPXJEH
[IpoTokon DKkcrnepTHOW KOMUCCUH L{eHTpalIbHOI SKCTIEPTHO-POBEPOYHOM
TeppuropraibHOi KOMUCCUH APXUBHOT'O KOMUTETA
n3buparenpbHO Komuccuu Ne 41 Cankr-Ilerepbypra

oT Ne oT No



109

[Iponomxenune npunoxenus Ne 16

JIOKyMEHTBI B KOJIMUECTBE el1. Xp. (e, YIIEKTPOHHBIX JEN):
- Ha OyMa)XKHOM HOCHTEJIE BECOM KT CJIaHbI B

(HaMMEeHOBaHWE OPTaHU3AIIHH )

- Ha 3JICKTPOHHOM HOCHTCJIC CJaHbl HA YHUYTOXKCHUC

(cI0c00 YHUUTOXKECHHS)

(HaMMEHOBAHUE JTOJDKHOCTH JIHIIA, (Toamuch) (pacmmdpoBKa MOAMKCH)
CIABIIIETO JOKYMEHTHI)

(mara)

M3menenus B YUCTHLIC TOKYMCHTBI BHCCCHBI

(HamMeHOBaHUE JIOJDKHOCTH TUIIa, (moamuck) (pactmpoBKa MOITUCH)
BHECIIIETO W3MCHCHHUS B Y4YETHBIC
JIOKYMEHTHI )

(mara)



110

[Tpunoxenne Ne 17
K MHCTpyKLMH 1O JEI0NPOU3BOJACTBY
B TeppuropuanpHoil n36uparensHoi komuccuu Ne 41

BHYTPEHHSSA OITMCH JOKYMEHTOB JIEJIA

BHyTpeHHsIs1 ONKCH JOKYMEHTOB J1esia Ne

Perucrpanmonssii Howmepa
Ne pall Jara 3aroinoBoK p
HOMEp JIUCTOB [Ipumeuanus
n/m JIOKYMEHTa JIOKyMEHTa
JIOKYMEHTa nesa
1 2 3 4 5 6
Hroro: JIOKYMEHTOB
(tudpaMu B IPOITHUCHIO)
Koymnm4ecTBo 1MCTOB BHYTPEHHEN ONUCH JUIL.
(g pamMu ¥ MPOTUCHIO)
(HaMMEHOBaHUE JOJDKHOCTH (moanucs) (pacmmdpoBKa MOIHUCH)

JINIA, COCTABUBIIIETO
BHYTPCHHIOIO OITHCH
JIOKYMEHTOB JIeJIa)

(nata)
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[Tpunoxenne Ne 18

K MHCTpyKLMH 1O JEI0NPOU3BOJACTBY
B TeppuropuanpHoil n36uparensHoi komuccuu Ne 41

JIMCT-3ABEPUTEJIb JEJIA

Jluct - 3aBeputeinb aena No

B nene nogmyto 1 mpoHyMEpPOBaHO

nuct(oB),

(mudpaMu ¥ IPOITHUCHIO)

¢ Ne o Ne

, B TOM 4HCJIE:

JIUTECPHBIC HOMCpPA JIUCTOB

MMpONYHICHHBIC HOMEPA JINCTOB

+ JIMCTOB BHYTPEHHEW ONUCH

OcobOeHHOoCTH (PU3UYECKOTO COCTOSHUSA Howmepa
U hopMHpOBaHUS Jiea JIUCTOB
1 2
(HauMeHOBaHUE (moamuce) (pacmudpoBKa MOIUCH)

JOJKHOCTH)

(mata)
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[Tpunoxenne Ne 19
K MHCTpyKLMH 1O JEI0NPOU3BOJACTBY
B TeppuropuanpHoil n36uparensHoi komuccuu Ne 41

@D Ne
On. Ne
. Ne

Cankr-IlerepOyprckoe rocyrapcTrBeHHOe Ka3eHHOE yUpeKIeHue
«enTpanbHblii rocygapcreennblii apxuB Cankr-IlerepOypra»

TEPPUTOPUAJIbHASA U3BUPATEJ/IbBHASA
KOMMUCCHA Ne 41

JAEJIO Ne Tom Ne

(3aroJyioBOK jena)

(kpaliHue 1aThl)

Ha JIUCTaX

XpaHUThb

. Ne
Omn. Ne
J. Neo
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[Tpunoxenne Ne 20
K MHCTpyKLMH 1O JEI0NPOU3BOJACTBY
B TeppuropuanpHoil n36uparensHoi komuccuu Ne 41

YTBEPXAIO YTBEPX/AIO
[Ipencenarens Hupekrop
n30UpaTeIbHON KOMUCCUU Cankr-IleTepOyprckoro rocy1apcTBEHHOTO

Ka3eHHOro yupexaeHus L{enTpanbHoro
rocynapctBeHHoro apxuba Cankrt-IlerepOypra

[Toamuce Pacmudposka moanucu [Toamuce Pacmmdposka
MTO/INTUCH
e [Teuats
Tlata [Teuats Tlata
AKT
Ne

npreMa-nepeaul apXuBHbBIX
JIOKyMEHTOB Ha XpaHEHUE

(ocHOBaHME NEpeAYun)

(Ha3BaHme mepeaaBaeMoro Gpona)

caai,
(HaMMEHOBaHWE OpTaHU3AINH, TIEPEIAIONIEH JOKYMEHTHI)
MIPUHALL
(HaMMEeHOBaHUE OpPraHU3allU, TPUHUMAIOLIEH TOKYMEHTHI)
[IpuHEMaeT Ha rocy1apCTBEHHOE XpaHEHUE JOKYMEHTHI 3a U CIIPaBOYHBIN ammapar
K HUM: (romer)
Ne /it HasBanue, Homep KonnuecTBo 3K3eMILIApOB KomnuectBo | IIpumeuanus
OMHUCH OMUCH JeJl, JOKyMEHTOB el. Xp.
1 2 3 4 5
Nroro npunsito en.Xp.
(M (ppaMH 1 TPOTIHCHIO)
[Tepenauy npoussenu [Tpuem npoussenu
JloKHOCTH [Mlogmucey  PacmmdpoBka  JloymkHOCTH [Toanuck Pacmmdposka
IoAIINCHU IIOAIMNCHU
Jara Jara
®onay npucBoeH No
M3MeHeHus B yueTHbIE JOKYMEHThI BHECEHbI
HauMeHoBaHue NOKHOCTHU IMoamuce Pacmmdposka moanucu

OTBCTCTBCHHOI'O 3a apXUB

JlaTa
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