YTBEPXJIEHA
pemenreM TeppuTopuaIbHOU

u30upatenbHoi komuccuu Ne 41
ot 22 masg 2020 roga Ne 2-8

HHCTPYKIUSA 11O JEJTOIPOU3BOJICTBY
B TEPPUTOPUAJIBHON U3BUPATEJBHONU KOMUCCHUHU Ne 41

1. O0mue moJ10KeHUA

1.1. Uuctpykuus o JEJIONPOU3BOACTBY B TepputopuaibHOI
u30upatenbHo komuccuu Ne 41 (manmee — MHCTpyKIMS) yCTaHABIUBAET MOPSIOK
paboThl ¢ JTOKYMEHTaMH, OCHOBHBIE IMpaBUJia MX IMOJATOTOBKH U O(OpPMIICHHS B
Teppuropuanbaoit uzbuparenbHoit komuccuu Ne 41 (manee — TeppuropuanbHas
KOMUCCHSA).

[Topsinok pabGoOThl € SICKTPOHHBIMU JIOKYMEHTAMH, JIOKYMEHTAMU T10
BEJICHUIO  KaJpoOBOrOo  JEJIONPOM3BOJACTBA  OMNPEHENSETCS  OTAEIbHBIMU
UHCTPYKLHSIMU.

Uuctpykiust  paspabotana Ha ocHoBaHuu DenepanbHBIX  3aKOHOB
«O0 OCHOBHBIX TapaHTUSIX H30UpaTeIbHBIX MpaB W IMpaBa Ha ydacTUE B
pedbepennyme rpaxnaan Poccmiickorr ®eneparmuu», «O0 apXUBHOM Jejie B
Poccuiickoii ®enepauun», «O TOpsIKE PpacCMOTPEHMs] OOpallleHUd TpakaaH
Poccutickon denepanumy, 3aKOHOB Canxkr-IleTepOypra, [TpaBun
JIEIONIPOU3BOACTBA B (emepanbHBIX OpraHaXx HCIOJHUTEIBHOW  BIIACTH,
YTBEPKACHHBIX MocTaHoBieHueM IIpaButensctBa Poccuiickoit ®Penepanuu
or 15 urons 2009 roga Ne 477, ¢ ydetom MeToauyeckux peKOMEHIAIMM Mo
pa3pabOTKe WHCTPYKIIMH 10 JEIONPOU3BOACTBY B (eaepalbHbIX OpraHax
WCIIOJTHUTEILHON BJIACTH, YTBEPXKICHHBIX MNMpukazoM DeneparbHOro apXUBHOTO
arearctBa ot 23 aexadbpst 2009 roga Ne 76, mOCTaHOBIEHUH U UHBIX HOPMATUBHBIX
aktoB LUK Poccun, Cankr-IlerepOyprckoii u30uparenbHOM  KOMHUCCHUH,
pernamenta TeppuropuanbHOM  KOMHUcCcHHM, ¢  ucnoib3oBaHueM ['OCTa

P 7.0.8-2013 «CHUBU/. Jlenonpou3BOACTBO M apXWBHOE JeJ0. TepMUHBI U



omnpenenenusi», [OCTa P 7.0.97-2016 «CUBUA. YuuduuupoBaHHbIE CHUCTEMBbI
JToKyMeHTaluu. OpraHu3aliioOHHO-PACTIOPSIUTENIbHAS TOKYMEHTALIH.

PabGota ¢ pokymeHTamu, cojepKaliuMu HHGOPMAIMIO OTPAHUYEHHOTO
paclpoCTpaHEHHUsl, OCYIIECTBISICTCSI B COOTBETCTBHM C TMOCTAaHOBJICHUEM
[IpaButensctBa Poccuiickoit ®denepammu ot 3 HOsOps 1994 roma Ne 1233
«O0 yrtBepxaeHun I[lomoxeHuss o mopsiake oOOpalieHusi €O CIyKeOHOM
uH(poOpMaIMelt OTPAaHWYCHHOTO PACTIPOCTPAHCHHS B (eaepaabHBIX OpraHax
WCITOJIHUTENLHOMN BJIACTH, YIIOJITHOMOYEHHOM OpraHe YIpaBJICHUs HCTIOJIb30BaHUEM
aTOMHOM SHEPruy M YIMOJHOMOYEHHOM OpPraHe MO0 KOCMUYECKOU JeATEebHOCTH,
3a MCKIIOYEHUEM JIOKYMEHTOB, COJAEp)KAIIMX CBEAeHUA 00 u30uparesx,
ydyacTHHKax pedepeHayma, oOpamammuxcs B pamMKax (QYHKIIMOHUPOBAHUS
['ocynapcTBeHHOM cHCTeMBbI peructpanuu (ydera) wusz0Ouparesied, Y4aCTHUKOB
pedepenayma B Poccutickoit deaeparumu.

1.2. llpaBuna odopmiieHUST JOKYMEHTOB U TIOPSAJOK pabOThl C HUMH,
IpeNyCMOTpEHHbIE HacToswmed MHcTpykuuei, oOs3aTeNnbHbl Il YJICHOB
TepputopradbHOW KOMHUCCHUM W TOCYJAPCTBEHHBIX TPAXKIAHCKUX CIYKAIIUX
anmapata TeppUTOpHABHON KOMHCCUHU (fajiee — TpaKIaHCKHE CiyXkallue), a
TaKXe JIUI], IPUBJIEKAEMBIX 0 TPaKJIaHCKO-TIPABOBBIM JOTOBOPaM.

1.3. PaGoTHUKH, TOCTYIIUBIIIHE HA TOCYAAPCTBEHHYIO TPAXKIAHCKYIO CIIYKOY
B anmapaT TeppuTOpHaIbHOM KOMHMCCHHU, JOJDKHBI OBITh O3HAKOMIJICHBI MO/
MOJIMUCH C TEKCTOM HacTosmen MHCcTpyKumy.

1.4. Benenue JETTOMTPOU3BOJICTBA TeppuropuanbHOii KOMUCCHH
OCYILECTBIISIET TpeJceaaTenb TeppuTopruaibHOl KOMHUCCHU WIM TPaKIaHCKUN
CIy)Kallluy anmapara TeppuTOpHaibHOW KOMHUCCHM B COOTBETCTBUU CO CBOUM
JIOJDKHOCTHBIM PErJIaMEHTOM.

1.5.B cmydae yxoma B OTHYCK, BbI€3Ja B KOMAaHJIHUPOBKY, OOJIE3HH,
YBOJIBHEHHSI HUCIOJHUTENS JOKYMEHTOB TMpeacenaTens TeppuTopuanbHON
KOMHCCUU JaeT YyKa3aHHWE IepeaTh HEUCIOJHEHHbIE JOKYMEHTBHI JPyroMy

HUCITIOJTHUTCIIIO.



1.6. lenonpou3BoactBo B TeppuropruaabHOW KOMHCCHUU OCYILIECTBIISIETCS C
UCITOJIb30BAaHUEM MPOrPAMMHOIO M3Jeius «Jleyio» MmoJCHCTEMbl aBTOMATH3ALUU
aAMUHUACTPATUBHON  JEATENBHOCTH ['OCyIapCTBEHHOM  aBTOMAaTU3UPOBAHHOM
cuctemsl Poccuiickoit denepanu «BeIOOpBD), BXOAANIEH B COCTaB CIEUUATBHOTO
nporpammHoro oodecnedenus (manee — [ JIEJIO).

Hoctyn x I JEJIO ocymiecTBisieTcss B COOTBETCTBUM C PermamMeHTOM
UCIIONIb30BaHUSl  MH(OPMAIIMOHHBIX  PECYpCOB  KOMILJIEKCA  aBTOMAaTH3alluU
TepputopranbHOi n3duparensHoil komuccuu (nanee — KCA TUK) nmo mpukasy
npexacenarens TeppuTopruanbHOl KOMUCCUU.

Paborta ¢ mokymeHtamu TeppuUTOpHATIBHOM KOMHCCHUM OCHOBBIBAE€TCS HA
IIPUHIUIE OJHOKPATHOW PErMCTpalii JOKYMEHTA.

1.7. 111 AEJIO mpenocTaBisieT BO3MOXXHOCTb padOTaTh C AJIEKTPOHHBIMU
oOpa3namMu JTOKYMEHTOB U 3JIEKTPOHHBIMU JOKYMEHTaMH, OCYLIECTBISATh B 0a3e
JAHHBIX aBTOMAaTHU3UPOBAHHBINA ITOMCK JOKYMEHTOB IO Pa3IM4YHBIM KPHUTEPUSIM,
OpraHU30BbIBaTh KOHTPOJIb MCIOJHEHUS JOKYMEHTOB M TOPYYEHHMH, a TaKxKe
[OJy4yaTh CTATUCTHUYECKHE OTYETHI MO JTIOKyMEHTOOOOpOTy B TeppuTopuanbHON
KOMUCCHUHU.

1.8. UucTpykius yTBepkaaercs peneHuem TeppuropuaibHON KOMUCCHHU.

1.9. B UHCTpyKIIMH UCTIONB3YIOTCS CIEAYIOIINE TTOHATHS:

OJlaHK JOKyMEHTa — Ha0Op pEKBU3HMTOB, HJCHTU(DUIMPYIOLIUX aBTOpa
o(pUIIMaTBFHOTO MUCBMEHHOTO TOKYMEHTA;

BHYTPEHHHMM TOKYMEHT — JOKYMEHT, ITIOATOTOBIIEHHBIN B TeppUTOpHanbHON
KOMUCCHH, HE BBIXOSAIINM 3a €€ Mpeebl;

BXOJAIIMN JIOKYMEHT — JOKYMEHT, IMOCTYNUBIIMK B TeppUTOPHUAIBHYIO
KOMUCCHIO;

J€JN0 — COBOKYIHOCTh JIOKYMEHTOB WJIH OTIEIbHBIM  JOKYMEHT,
OTHOCSAIIMECS K OJHOMY BOIIPOCY WJIH y4YacTKy AESTENIbHOCTH, MOMEIIECHHBIE B
OTJICJIBHYIO OOJIOXKKY;

JEJIONPON3BOACTBO  —  JIEATENbHOCTh,  OOECIeuMBaromias  CO3/IaHue

O(I)I/IHI/IaJII)HBIX JOKYMCHTOB U OPTaHHU3alIUTIO pa6OTI>I C HUMHU,



NOKJagHas  3alMcKa —  BHYTPEHHUM — JOKYMEHT,  aIpECOBAaHHBIN
BBIIIECTOSIIEMY JOJDKHOCTHOMY JIMILY OT HHMXKECTOSIIETO JAOJDKHOCTHOTO JIMIA U
CoJIepKallliii 0OCTOSITEIFHOE M3JI0KEHHE KaKOTO-TM0O0 BOIMpOca C BHIBOJAAMHU U
MPEIIOKEHUSIMHA COCTABUTEIIS;

JOKYMEHT — OQUIMAIBHBIM JOKYMEHT, CO3JaHHBIH TOCyJAapCTBEHHBIM
OpraHoM, OpraHOM MECTHOT'O CaMOYIpaBJICHUS, IOPUINIYECKUM WU (HU3UIECKUM
JUIOM, O(OPMJICHHBIA B YCTAHOBJICHHOM TIOPSAJKE W  BKJIIOYCHHBIM B
JTIOKYMEHTO000poT TeppuTopruaibHON KOMUCCUH,

JOKyYMEHTHpOBaHuEe — (Qukcamuss wuHbOpMAMU HA MaTePUATbHBIX
HOCHTEJISIX B YCTAHOBJIEHHOM MOPSIIKE;

JIOKyMEHTOOOOPOT — JIBI)KEHHE JOKYMEHTOB C MOMEHTA WX CO3/IaHUs WM
MOJYYE€HU 10 3aBEPIICHUS UCIIOJTHEHHS WU OTIIPABJICHUS;

nyOauKaT JOKyMEHTa — MOBTOPHBIM 3K3eMIUIAp MOJJIMHHUKA JIOKYMEHTAa,
VMMEIOIIUN IOPUINYECKYIO CHITY;

3aBEpEHHAs KOMUS — KOMNMUS JOKYMEHTa, Ha KOTOPOM B COOTBETCTBHUH C
YCTaHOBJICHHBIM TOPSJIKOM MPOCTABIISIIOT HEOOXOIMMBIE PEKBU3HTHI, MPUJIAIOIINE
el FOPUIUYECKYIO CUITY;

UCXOISIIMN JOKYMEHT — JIOKYMEHT, OTHpPaBiIsieMbld U3 TeppUTOpUATIBHON
KOMUCCHH;

KOHTPOJIb ~ UCIOJHEHUS  JIOKYMEHTOB —  COBOKYIIHOCTh  JCHCTBUH,
00eCIeuynBaOIINX CBOEBPEMEHHOE UCTIONHEHNE JJOKYMEHTOB;

KOMUA  JOKYMEHTa —  JOKYMEHT, IIOJHOCTBIO  BOCHPOM3BOASIINN
uHpopMalMi0 TOMJIMHHUKA W €ro BHEIIHWE TMPU3HAKK, HE UMEIOIIUN
FOPUIAYECKON CHIIBI,

HOMEHKJIATypa JeJ] — CUCTEMaTU3UPOBAHHBIN MEPEeYeHb HAUMEHOBAHUN 1€,
3aBOJIMMBIX B TeppUTOpPHAIbHON KOMHCCUH, C YKAa3aHUEM CPOKOB UX XPaHEHUS,
O0(OPMJICHHBIN B YCTAHOBJIEHHOM TOPSIKE;

HOPMATHBHBIE JOKYMEHTHI — COBOKYITHOCTh MHCTPYKTHUBHBIX MAaTE€pHUAasOB,
PACCUMTAHHBIX HAa IIOCTOSHHOE WJIM MHOTOKPATHOE JIEUCTBHE U COAEpPXKALIUX

KaKue-JImoo HOPMBI, IIpaBHJIa, MPCAITNCAHMAA,



oopmiieHHE JOKYMEHTa — MPOCTaBICHHE HEOOXOIUMBIX PEKBU3HTOB,
YCTaHOBJICHHBIX MPAaBHJIAMU JOKYMEHTHUPOBAHHSI;

NUCbMEHHOE O0pallleHue TpaxAaHNHa — HAMPaBIEHHOE B TOCYapCTBEHHBIM
OopraH, OpraH MECTHOTO CaMOYIIPABJIEHUS WU JOJDKHOCTHOMY JIMIy MHCbMEHHOE
NpeJIoKEeHHE, 3asBJICHUE WIH Kao0a;

NUCHEMO — 0000IIEHHOE Ha3BaHUE PA3JIMYHBIX 1O COACP>KAHUIO JOKYMEHTOB,
CIIy’KallluX CPEJACTBOM OOIICHHS MEXy OPraHU3alUsIMHU, FPAKIAHAMU;

NOJJINHHUK JOKYMEHTa — TIEpBbIM WIM €IUHCTBEHHBIA HK3EMILIIP
JIOKyMEHTA;

MOpy4YeHUE — JAOKYMEHT, MPEANHUCHIBAIONINI BBINOJIHEHUE TEX WM HHBIX
3aJIaHUU;

perucTpalMoHHas KapTouka nokymeHta (nanee — PK) — perucrtpammonHo-
yueTHass ¢popMa, B TOM YHKCJE B IJIEKTPOHHOM BH[E, UCIIOJIb3yeMas Ji 3aluCh
CBEJCHUN O JOKYMEHTE B LIENSX y4deTa, IOMCKa M KOHTPOJIA, co3/aBacmasl IpH
perucrpanuu 10KyMmeHTa ¢ ucnons3oBanuneM 1A JIEJIO;

perucrpanrs JOKyMEHTa — NPHUCBOCHHE JOKYMEHTY PETHCTPALMOHHOIO
HOMEpPA U BHECEHHE CBEACHUI O JOKYMEHTE B PErUCTPALIMOHHO-YUETHYIO (hopMmy;

peructpalMoHHass (gopma — cuUcTeMa perucTpalnyu, HCIoiIb3yeMas B
TepputopuanibHON KOMUCCUU TIPU PETUCTPALIMH TIOKYMEHTOB (SKypHaI);

PEKBU3UT  JOKyMEHTa —  O0s3aTelbHBIA  3JeMEHT  O(OopMIEHUS
OQUITMATBHOTO TOKYMEHTA;

CUCTEMA 3JIEKTPOHHOI'O JOKYMEHTOO0OpOTa — MH(pOpPMAalMOHHAsI CHCTEMA,
oOecrieunBaromiasi cOOp TOKYMEHTOB (BKIIOUEHHE TOKYMEHTOB B CHUCTEMY), UX
00paboTKy, yrpaBieHHe JOKYMEHTaMHU U TOCTYI K HUM;

CKaHMpPOBaHUE JOKYMEHTa — MOJIyYeHHE dJIEKTPOHHOTO 00pa3a JOKYMEHTA;

CPOK MCIOJIHEHHS JIOKYMEHTa — CpOK, YCTAHOBJICHHBI HOPMATHBHBIM
IIPABOBBIM AKTOM, OPraHU3alOHHO-PACIIOPAIUTENBHBIM JTOKYMEHTOM, YKa3aHUSIMU

10 UCITOJIHCHUIO JOKYMCHTA WUJINU ITIOPYUYCHUCM;



YKa3aHUS M0 UCIOJHEHUIO TOKYMEHTA — PEKBU3UT, COCTOSIINM U3 HAAMMHUCU
Ha JIOKYMEHTE WU Ha OTICIBHOM JIMUCTE€ YCTAHOBIEHHOW (DOPMBI, CIEITaHHON
JIOJDKHOCTHBIM JTUIIOM;

y4eT JOKyMEHTOB — (Qukcanus Qaxta TMOJXy4eHHs JOKYMEHTOB 0e3
MPOCTABIICHUS HA HUX PETUCTPAIIMOHHBIX IITAMIIOB;

dbopmMupoBaHue Jena — rpyNnInupoOBaHUE UCIIOJIHEHHBIX JIOKYMEHTOB B JIEJIO B
COOTBETCTBHUHM C HOMEHKJATYpOW JIeJd M CHUCTEeMaTH3alusl JTOKyMEHTOB BHYTPH
nena;

AKCIIEPTH3a IIEHHOCTH JOKYMEHTOB — M3Y4YCHHE JOKYMEHTOB Ha OCHOBAHUU
KPUTEPUEB UX IEHHOCTH B ILIEJSX OINpPEACICHHs CPOKOB XpaHEHUS JOKYMEHTOB H
oT0opa UX JJi JaJIbHEHIIEr0 XpaHEH!s WIK YHUUTOXKEHUS;

ANIEKTPOHHBIA ~ JOKYMEHT — JOKYMEHT, B KOTOpOM uH(pOpMaIus
IpeJICTaBICHA B AIEKTPOHHO-LIU(POBOI dopMme;

AJIEKTPOHHBIM 00pa3 JOKYMEHTa — JJIEKTPOHHAs KOMHUsA JOKYMEHTa,

HU3TOTOBJICHHAA Ha 6}’Ma)KHOM HOCHUTCIIC.

2. Ilpuem, perucrpanusi ¥ NPOX0KIAeHUE MOCTYNAKIINX JOKYMEHTOB

2.1. lokymeHTsl B TeppuUTOpHanIbHYI0O KOMHCCHIO JOCTaBISIOTCS dYepes
oTNeNeHue CBs3u (TouToi, Tenmerpadom), (enbaIbErepCcKod WU  CIEeIHATbHON
CBSI3b10, HAPOUYHBIM WJIH NEPEAAIOTCSA HA JJUYHOM IPUEME IPpa)KAaH IIPEICEIATENIO
TeppuropruaibHON KOMUCCHH.

JIOKYMEHTBI MOT'YT NOCTYIIaTh B TE€PPUTOPUAIIBHYI0 KOMUCCHIO IO KaHAJIaM
cBs3U ['oCcynapCTBEHHOM aBTOMAaTU3MPOBAaHHOM cucTeMbl Poccuiickon denepanuu
«Bp160ope cpenctBamu dekTponHor moutkl [IU JAEJIO, yepe3 odunmansHyro
AJIEKTPOHHYIO MOUTY, MO0 (PaKCUMUIBHOMN CBSI3H.

2.2. Ilpuem, mepBuUYHas 00pabOTKa ¢ pErucTpauus MNOCTYMAIOIIUX
JIOKYMEHTOB IIPOU3BOIATCA NpeacenaresneM TeppuTOpHUaIbHOW KOMHUCCUM  WIIU
OTBETCTBEHHBIM 3a BeneHue aenonpousBoactsa ¢ [T JIEJIO exenHeBHO B 4Yachl
pabotel  TeppuUTOpHAIbHOM KOMHCCHUHM, KpPOME BBIXOJHBIX M  HEpadO4MX

MPa3gHUYHBIX JHEU.



B mepuon moarotoBku W MpoBEACHUS M30MPATEIBHBIX KaMITAHUA TOPSIIOK
MOJyYEHUS! W PETUCTPAllMK JOKYMEHTOB TIOCIE OKOHYaHHs padoyero AHs, B
BBIXOJIHBIE W Hepabouue Npa3AHUYHbIC JIHU, YCTAaHABIIMBAETCS IMpejcenareaeM
TepputopruaibHON KOMUCCHH.

OOpaiieHus, Kacarouecs HapylIeHHd H30UpaTesibHbIX MpaB TpaxiaaH B
NEePHUO/I TOATOTOBKHU U MPOBEACHUS BEIOOPOB U pePepeHTyMOB, pETUCTPUPYIOTCS B
JI€Hb MOCTYIUIEHHS B TeppUTOPHATIbEHYIO KOMUCCUIO WJIM HA CIEAYIOIUN padounii
JICHb.

Perucrtpaius 1OKyMEHTOB OCYILIECTBISIETCS B COOTBETCTBUU CO CPOKAMHU H
MOPSJIKOM, YCTAaHOBJIEHHBIX B COOTBETCTBHM C 3aKOHOJATEILCTBOM O BBIOOpax U
pedepenaymax A pacCMOTPEHUsT 00OpallleHu.

2.3. [locTynuBime TOKyMEHTHI TOAPA3AETSIIOTCA HA PETUCTPUPYEMbIE U HE
noyiexarue peructpaiuu B [T JIEJIO (mpmtosxenue Ne 1).

2.4.Tlpu BCKpBHITUM KOHBEPTOB, MOCTYHAIOMUX (ENbIBErePCKON WU
CHEUaIbHOW CBA3BIO, MO MOYTE, MPOBEPSETCS MPABUIBLHOCTh aJPECOBAHMS,
KOMIUIEKTHOCTh M LEJIOCTHOCTh JTOKYMEHTOB, HAJIMUWE NPUIOKEHHUH, CBEPSIETCS
COOTBETCTBHE HX HOMEpPOB YYETHBIM HOMEpaM, YKa3aHHbIM Ha KOHBEpPTAaX.
HempaBunbHO ajpecoBaHHble U OIMMOOYHO BIIOKEHHBIC JTIOKYMEHTHI HE
PETUCTPUPYIOTCS, TMEPECBUIAIOTCA IO HA3HAYEHWI0 WJIM  BO3BPAILAIOTCS
OTHPABUTEIIO.

2.5. Ecnu mipu BCKPHITUM KOHBEPTA OOHAPYKEHO OTCYTCTBHE JOKYMEHTOB
WM WX OTHEIBHBIX JIMCTOB, MPUJIOXKECHUHN, MOBPEXKIACHUE JAOKYMEHTOB WU
HECOOTBETCTBUE HOMEpPOB JOKYMEHTOB HOMEpaM, YyKa3aHHbIM Ha KOHBEpTE,
npeacenaTeneM TeppuTopHabHOM KOMHUCCUM WM OTBETCTBEHHBIM 32 BEJCHUE
JIEIOMPOU3BOCTBA COCTABIISIETCS aKT YCTAHOBIIEHHON (DOPMBI B IBYX SK3EMILIsIpax
(mpuioxenue Ne 2). OauH 3K3eMIUISIp aKTa MOCHUIAETCA OTHPABUTEINIO, APYroi
MPUOOIITACTCS K TPUHATHIM IOKYMEHTaM.

Ha 060poTHOI CTOpOHE MOCJIEIHEro JMCTa MOBPEXKICHHOIO JOKYMEHTa B
MPAaBOM HUKHEM YIJIy JIeJIaeTcsi OTMETKa «JlOKyMEHT MOJIy4eH B MOBPEKICHHOM

BUJIE).



2.6. KouBepThl OT MOCTYNUBIINX AOKYMEHTOB HE YHHUTOXKAIOTCSA B CIy4ae,
€CJIM TOJIBKO M0 HHUM MOXHO YCTAaHOBHUTH aJpPEC OTIPABUTENS, JATy OTIPABKU U
IIOJIyYEHUsS] JOKYMEHTOB, €CIIH OHU COAEPXKAT JOKYMEHTBI, KOTOPbHIE MOCTYIIHIN
n3-3a npeaenoB teppuropun Poccuiickorn denepanuu, U3 CyJa0B, CICICTBEHHBIX
OpraHoB, JIMOO JOrOBOPBI, TPETEH3UH, WCKOBBIE 3asBJICHUS, JIOKYMEHTHI,
CBSI3aHHBIE C pa3MEIICHUEM 3aKa30B Ha MOCTABKM TOBAPOB, BHIIOJHEHHE padoT,
OKa3aHHE YCIIYT JIJIsl TOCYAAPCTBEHHBIX HYXKI.

2.7. IlakeTbl ¢ TOMETKON «JIMYHO» YUUTHIBAIOTCS MO0 MAKETHOMY JKypHAIy U
NepeNarnTCs aJpecaTtaM B 3aKPhITOM BHJIE MO/ MOAIKCH.

2.8. IIpn peructpanuu mnoctynuBiiero mokymeHTa B PK oOs3arensHO
BBOJSITCA CIIEAYIOIINE PEKBU3HUTHI: BUJI JOKYMEHTA, €T0 UCXOIAIMNA HOMED U J1aTa,
JTaHHBIE O KOppecnoHJeHTe (aapecaHTe) (pamMuius, UMs, OTYECTBO (PU3UYECKOTO
JUlla WIA Ha3BaHUE OpraHU3allMd, MECTOHAXOXKIACHHE OTIPABUTENs), a TaKKe
KpaTKOe COAEpKaHWE TOKYMEHTa, KOJIMYECTBO JINCTOB OCHOBHOIO JOKYMEHTa U
JIMCTOB MPUJIOKEHHUSI, KOTMYECTBO 3K3EMILIIPOB.

PerucrpaiimoHHBIN ITAMI C YKa3aHUEM BXOJSLIETO HOMEPA, 1aThl, BPEMEHH
(mpu HEOOXOAMMOCTH) PETUCTpAlMU MPOCTABISAETCSA, KaK MPaBUIO, B IPABOM
BEPXHEM yIJIy JIMUEBOM CTOPOHBI II€PBOrO JIUCTA 3aPErMCTPUPOBAHHOIO
nokyMeHTa. llpu HeoOXoauMOCTH yKa3bIBae€TCsi BpeMsl perucTpauuu (4acel U
MUHYTBI). Ha NpuUiio)KeHHH MpPOCTABISIETCS BXOMAIIMNA HOMEpP JTOKYMEHTa, K
KOTOPOMY OHO OTHOCHUTCH.

Ha xommm pokymenTta Bxomgmwmii Homep, gara, ®.M.O., nmoamuce u
JOJDKHOCTB JIMIIA TPUHSIBLIETO TOKYMEHT, IPOCTABIISIETCS B PABOM BEPXHEM YUY
JMUEBON CTOPOHBI IEPBOTO JIUCTA.

Hywmepanuss nocTynuBIIMX JOKYMEHTOB OCYIIECTBISIETCS B Ipejaeiax
KaJIEHJAPHOIO ro/1a.

IIpu peructpauun pokymenta B [ JIEJIO, siBistomierocss OTBETOM Ha
UCXOJSAIIUN TOKYMEHT WM MPUCIAHHOTO B JIOMOJHEHHE K paHee HaIpaBICHHOMY

nokymeHTy, B PK nemaercsa cooTBeTcTByronas ccplika (CBsI3Ka).



K mnoBTOpHBIM JOKyMEHTaM MpUKIaJbIBaeTCs HHPoOpMalus O paHee
IIOCTYNUBIINX JTOKYMEHTAaX U PE3ylbTaTax UX HCIIOIHEHUs, KOTOpas MEpPEeNacTcs
OTBETCTBEHHOMY 3a €0 UCIIOJHEHUE.

[Tocne perucrtpanuu JOKyMEHTa Ha OyMa)KHOM HOCHTENIE OH MOXKET OBITh
orckanupoBad, a 3areM k PK B I[IM JEJIO wmoxer ObITh mNpUCOEAUHEH
ANICKTPOHHBINA 00pa3 TOKYMEHTa U NPUIOKeHHs K Hemy B ¢opmare .pdf,

2.9. 3aperucTpupoBaHHbIE JTOKYMEHTHI PacCMaTPHUBAIOTCS TpejcenareieM
TeppuropralbHOM  KOMMCCHHM, 3aT€M IIOCJIE IIEPEHECEHHs YKa3aHWs 110
ucrnonHennto gJokymenta B PK (B ciiyuae peructpauuu noxkymenta B 111 JIEJIO)
MIEPENAIOTCS UCITOTHUTENSAM IO IOANKCH.

2.10. VicnonHeHHble JOKYMEHTBHI CIMCBIBAIOTCA B JEJO IHpeJcenaTeieM
TepputopralbHOW KOMHCCHHM W IIOMEHIAIOTCA B JEIO0 B COOTBETCTBUU C

HOMEHKJIATYpOU Jies1 TeppUTOpUAIIBHON KOMUCCHUM.

3. OcHOBHbIE TPeOOBaHUS K MOJATOTOBKE U 0()OPMJIEHHIO IOKYMEHTOB

3.1. loxymeHTbl OGOpMISIOTCS Ha OnaHKaX YCTaHOBIEHHOW (HOpMBEI,
U3TOTOBJICHHBIX KOMIIBIOTEPHBIM CIIOCO00M (Tipuiioskerune Ne 3).

B TepputopuanbHOii KOMHCCHMM MOTYT OBITh YCTAHOBJIEHBI CIIEIYIOIINE
BUJIbI OJIAHKOB:

OJlaHK MpPOTOKOJIa 3acedaHus TeppUTOpUaNIbHON KOMHUCCHM (IPUIIOKEHHUE
Ne 3.1);

OnaHk perrenus: TepputopuanbHOii Komuccuu (puaoxenne Ne 3.2);

OnmaHk MpuKasa mpeacenaTens TeppuTOpHATbHON KOMHUCCHH (TIPHIIOKEHUE
No 3.3);

onank nmucbMa TepputopuanbHOl Komuccuu (rmpuioxenue Ne 3.4).

3.2. Ha Onankax nokymeHToB mniomeniaerca rep6 Cankr-IlerepOypra
B coorBercTBUU ¢ 3akoHOM Cankr-IletepOypra «O neTaJbHOM ONHCAHUU

odurmanbHeIX cuMBOJIOB CaHKT-IleTepOypra u mopsike uxX UCIOIb30BAHUS.



3.3. Koutponr 3a mpaBWIBHBIM HCIOJIb30BAHWEM OJIAaHKOB U UX
COOTBETCTBHEM YCTAHOBJICHHBIM 00pasliaM OCYILECTBISETCS MpeaceaaTeNieM HIu
OTBETCTBEHHBIM 32 BEJICHUE JICIONPOU3BOJICTBA.

3.4. JlJokyMeHTBI O(OPMIISIIOTCS B COOTBETCTBHU C T[peOoBaHUSIMU K
JIOKyMEHTaM, U3TOTOBJISIEMBIM C MOMOIIBIO NeYaTaloUMX YCTPOUCTB U K (aitnam
TEKCTOBBIX JJOKYMEHTOB (npuiioxenue Ne 4)

3.5. IIpu noaroToBke u 0opMICHIH TOKYMEHTOB WiEHBI TeppUTOPHAIbHOM
KOMHUCCHUU U TPa)xJaHCKUE CIIyXkallue ammapata TeppuTopuaibHOM KOMHCCHH, a
TaKKe JIMIA, MPHUBJICKaeMble MO TPaXIAHCKO-TIPABOBBIM JOTOBOPAM, JIOJKHBI
coboaaTh mpaBuiia 0hOpPMIICHUSI PEKBU3UTOB JOKYMEHTOB, U3JI0KEHHbBIC HUXKE.

3.5.1. Jlata nokymeHTa.

JlaTol TOKyMEHTa SIBJSIETCS Jara €ro NOANMCAHWs, YTBEp:KAcHuA. [laTton
IPOTOKOJIA SIBJISIETCS J]aTa 3ace/laHus, a aKTa — J1aTa COOBITHUS.

JlaTolt JOKyMEeHTa, U3aHHOI'O COBMECTHO JBYMs U O0Jiee OpraHu3alusMu,
SIBIISIETCS 1aTa OoJiee MO3HEH MOAMHCH.

Haty noxymenTa oopMIISIFOT apabCckuMu uppaMu B OCIETI0BATETLHOCTH:
JIeHb Mecsla, Mmecsll, rof. [leHp mecsma u mecsi oGOopMIISIOTCS ABYMsS TapaMu
apa0Ockux 1udp, pa3aeIeHHBIMA TOYKOHW, TOJl — YETHIPhbMS apaOCKuMu Iudpamu,
HanpuMep:

17.01.2011
JlonyckaeTcst ciioBecHO-IIM(PpoBoi crtocod odopMIICHHS AaThl, HAIIPUMED:

17 suBaps 2011 1.

3.5.2. PerucTtpanuoHHblii HOMep TOKYMEHTA.

Jnda  BXOOAIMX ©M MCXOIAIIMX JTOKYMEHTOB — OTO WHIEKC Jena I10
HOMEHKJIATYPE U, 4EPE3 KOCYIO YEPTY, NOPSAKOBBIA HOMED IOKYMEHTA.

Perucrpanronsbeii HOMEp JOKYMEHTA, U3IAHHOTO COBMECTHO, COCTOUT M3
pPA3[EIEHHBIX KOCOW YEpPTOM PETUCTPALNMOHHBIX HOMEPOB, IMPUCBOEHHBIX

opraHu3anusamMu — aBTOpaMH JAOKYMCHTA u PaCIIOJIOKCHHBIX B
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MOCJIEA0BATEIBHOCTH, COOTBETCTBYIOLIEH 0003HAUEHNUI0O  HAWMEHOBAaHUU

OpraHM3alM{ B 3ar0JIOBOYHOM 4aCTH JOKYMEHTA.

3.5.3. CcbliIKka HA HCXOASIIUI HOMEP M 1aTy TOKYMEHTA.

Ccpulka HA MCXOIAIIMK PErUCTPAMOHHBIN HOMEpP M JaTy JIOKYMEHTa
BKJIIOYAETCSI B COCTAaB PEKBU3UTOB OyiaHka mucbMa. CchlUlka Ha HMCXOIAITUN
PETUCTPAIIMOHHBIN HOMEpP M JaTy JIOKYMEHTa MPOCTAaBJISACTCS HUCIIOTHUTEICM TPH

IIOATOTOBKE ITMCbMAa-0OTBECTA.

3.5.4. Anpecar.

PexBu3uT «AnpecaTy pacmoiaracTcsi B IpaBOM BEPXHEM YTITY.

JIOKyMEHTBI apeCyIOTCS B OpTraHU3AINH, UX CTPYKTYPHBIC MOAPA3ACIICHNUS,
JOJDKHOCTHBIM ~ JIMIIaM  WJIM TpaXJaaHaM IIpd OTBETE Ha UX OOpallcHus.
HanMeHoBaHMe OpraHwW3aliid W CTPYKTYPHOTO TMOAPA3ACIICHUS YKa3bIBAIOTCS B

HMCHHUTCIILBHOM IIaJICKC, HAIIPUMCP:

ITpaButenbcTBO CTaBpOMOJIBCKOTO Kpast
[IpaBoBoe yrnpaBieHue

Ecan JOKYMCHT aApCCyCTCiA OOJDKHOCTHOMY JIMIY, HAHNMCHOBAHHC
opranmu3alnyvu YKa3blBACTCA B HUMCHUTCIIbHOM IIAACKE, a JOJDKHOCTh U (l)aMI/IJ'II/IH —B

JaTCIIBHOM. HpI/I 9TOM MHHUIHAJbI YKA3bIBAIOTCS IMOCJTIC (baMI/IJ'II/II/I, HaIrpuMcep:

IIpaButensCTBO
Mypwmanckoit o0iacTu
3aBeyIOIIEMY OT/ICJIOM

AnekcangpoBy A.B.

Ecniun  nmoxkymeHT azapecyeTcss pPYyKOBOAMTENIO OpraHM3allid WIH  €ro
3aMECTUTEN0, HAMMEHOBAHUE OpPraHU3alMU JIOJKHO BXOJUTh B HAaUMEHOBAHUE

JIOJDKHOCTH aJipecara, HalpuMmep:

3aMecTuTelo aupekTopa Beepoccuiickoro
Hay4YHO-HCCJIEOBATEIIbCKOTO MHCTUTYTA
JOKYMEHTOBEAECHHUS U apXUBHOIO JEa
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3umuny B.C.

Ecnn nmoxkymeHT azipecyeTrcs OpraHu3alMd, CHadaja YKa3bIBaeTcsl ee
HaNMEHOBaHUE, 3aTeM MTOYTOBBIN aapec, HanpuMep:

[{enTpanpHas n30upareabHass KOMUCCHS
Poccuiickon denepanunu
b. YUepkacckuii niep., 1. 9, Mocksa, 109012

JlomyckaeTcsi IEHTPUPOBATh KaXAYH CTPOKY PEKBU3UTA «Anpecar» Mo
OTHOUIEHUIO K CAMOW JNIMHHOM CTPOKE.

JlommyckaeTcsi  MCIONb30BaTh  O(PUIIMAIBHO TMPUHSATHIE  COKpAIEHHBIC
HAaUMEHOBAHUSI OPraHOB T'OCYJAPCTBEHHOM BJIACTH, MECTHOTO CaMOYMpPAaBJICHUS,
OpraHu3aIuu.

[TouToBBINl anpec yka3bIBaeTCSd B TOCJIEIOBATEIBHOCTH, YCTAHOBJICHHOMN
[IpaBmiiamMu OKa3aHUS YCIyT TIOYTOBOM CBSI3M, YTBEPXKIACHHBIMU MPUKA30M
Munkomcsizu Poccun ot 31 uronst 2014 rona Ne 234 «OO0 yTBep:KI€HUH MPaBUII
OKa3aHUs yCIYT MOYTOBOM CBSI3M».

Ecnu mokyMeHT oTnpaBisieTcs B HECKOIbKO OJJHOPOJIHBIX TOCYJaPCTBEHHBIX

OpraHOB WJIM OPTaHU3ALMM, UX CIEYET YKa3blBaTh 0000IIEHHO, HATPUMED:

[Ipencenarensam y4acTKOBBIX KOMUCCUN

JIokyMeHT He JOJDKeH cojepkaTh Oosiee dYeThIpex aapecaToB. CIOBO
«KOTUSD) TIEpE]] BTOPBIM, TPETHUM, UETBEPTHIM aIPECATOM HE YKa3bIBACTCS.

[Ipu HampaBieHUU AOKyMEHTa Oojiee 4eM B YEThIPE ajipeca COCTaBJISICTCS
CIIMCOK PAaCChUIKM YCTaHOBJCHHOW (opmbl (npuiaoxkenue Neb5), KoTopsbrid
MOJIUCHIBACTCS TIpeacenaresneM TeppuTopruaibHO KOMUCCHH.

[Ipu agpecoBannm NOKyMeHTa (PU3WYECKOMY JIMIy BHadalle YKa3bIBAIOTCS

(baMI/IJII/ISI W MHUIIUAJIBI TOJIYy4aTCIIsd, 3aTCM MMOYTOBBIN apcC, HAIIPUMCP:

AreeBoit A.1.
yi. KocMonaBToB, 1. 42, r. [TonbicaeBo,

12



Kemeposckas o0xactb, 652560

3.5.5. I'pud yrBepxkaeHus1 JOKYMEHTA.

JIOKyMEHT  YTBEpXAAE€TCs JOHKHOCTHBIM — JIMIIOM WM CHEHUAIbHO
U3/1aBa€MbIM JOKYMEHTOM.

[Ipu yTBepKI€HUU AOKYMEHTa JOHKHOCTHBIM JIMIIOM IpU( yTBEpKICHUS
noikeH coctosTh u3 cioBa Y TBEPXK/IARO 6e3 kaBbluek U 3ariiaBHBIMU OyKBaMu
U Ha CJEIyIOIIed CTPOKE — HAMMEHOBAaHUE JOJDKHOCTH, MOANKMCH, MHULIHMAJIBI U

Cl)aMI/IJII/ISI Jiana, yTBEpAUBIICTIO JOKYMCHT, AaTa YTBCPXKIACHUA, HAIIPUMCEP:

YTBEPXJIAO
IIpencenarens TeppuropuanbHOU

u3buparenbHoi komuccuu Ne 41
JIMYHas 1IoAIMnCh HHUIINAJIBI, (1)8,MI/IJII/I$[

Jlarta

[Ipu yTBepKIeHUU JOKYMEHTA PEIICHUEM, IIPOTOKOJIOM, TPU() YTBEP KICHHSI
cocrour u3 cinoa YTBEPX/EH (YTBEPXJIEHA, YTBEPXIEHBI wumm
YTBEPXJIEHO) 06e3 kaBbluek U 3arjlaBHbIMA OyKBamMH, HauMEHOBaHUs
YTBEP)KIAIONIETO JOKYMEHTa B TBOPHUTEIBLHOM IaneXe, €ro JaThl M HOMeEpa,
HaIpumep:

YTBEPXJIEH
pewenueM TepputopuaibHOU
n3ouparenpHot komuccum Ne 41
ot 15 despans 2011 r. Ne 28- 5
I'pud yrBepkaeHus pacrojararoT B NPaBOM BEPXHEM YIIy IOKYMEHTA.

B rpude yTBepxkaeHus AOMyCKaeTCs MEHTPUPOBATh DJEMEHTHl OTHOCUTEIBHO
CaMOM JIJIMHHOW CTPOKH.

3.5.6. Yka3aHusl N0 MCMOJTHEHUIO TOKYMEHTA (Pe30.Tio1usi).

VYkazaHusi MO HMCHOJHEHUIO JOKYMEHTa MOTYT OBITh HamHMCaHbl OT PYKH
npeacenareneM TeppuTopuaibHON KOMUCCHM Ha TMOJIMHHHUKE JOKYMEHTa Ha
CBOOOJTHOM OT TEKCTa MECTE WJIM O(pOpMIIEHBI Ha OTAENbHOM Jincte opmara A 6
(105x147), npuio>x€eHHOM K JIOKYMEHTY. YKa3aHusl MO HCIOJHEHUIO JIOKYMEHTa

BKJIKOYAKOT (baMI/IHI/II/I U HHHUIHAJIBI HCHOHHHTeHeﬁ, 1810)5%1 HGO6XOI[I/IMOCTI/I —
13



CoZiepKaHWE TIOPYYEHHUsS, CPOK HCIIONHEHHS, TOJINHCh PYKOBOIUTENS H ATy,
Harpumep:

Cuzoy A.10.
I'puropreBy B.C.

[Tpoury paccMOTpeTh U 1aTh OTBET
k 15.02.2011

JInuHas noaAnuch
Jara
3.5.7. 3aroJI0BOK K TEKCTY /IOKYMeHTAa (HauMeHOBAHUE TOKYMEHTA).
3aroioBOK K TEKCTY MOKYMEHTa JIOJDKEH KPaTKO M TOYHO PACKPBIBATH €T0
coJiep>kKaHre U OBITh COTVIACOBAH C HAMMEHOBAaHUEM BHJIa IOKYMEHTA. 3aroJioBOK

MOJKCT OTBCYATb HAa BOIIPOCHI:

«0 yeM (0 KoM)?», HarpuMep:

[Ipuka3
O co3nannu DKCepTHOW KOMUCCUH

«4ero (Koro)?», Hampumep:

JIOIKHOCTHOM perjaMeHT
BEYILErO CIEHUAINCTa

3aroJ0BOK COCTaBJISIETCS JTUI[OM, TOTOBSIIIIUM MPOEKT JOKYMEHTA.

3aroyioBOK, COCTOSIIMI W3 JABYX M 0oJiee CTPOK, MEYaTaeTCs yepe3 OJuH
MEKCTPOUHBIM HMHTEpPBaJ, TOYKA B KOHIIE 3aroJiOBKa HE CTaBHUTCS. 3arojOBOK
pacrojaraeTcsi Ha TEpPBOM JIMCTE HaJ TEKCTOM JIOKYMEHTa IO LEHTPY, a MpH
oOopMJICHUU TUChMA — OT TPAHUIIBI JIEBOTO TOJIS.

3.5.8. TekeT n10KyMeEHTA.

Texkct nmokymeHTa OQOpMIISIIOT B BHAE CBSA3HOTO TEKCTa, TAOJUIIBI WU
COEIMHEHUS ATUX CTPYKTYP.

TexkcT AOKymMeHTa JIOJDKEH  U3JIaraTbCsl KpaTko M SICHO, OBITh
apryMEHTUPOBAHHBIM, OOECIEYMBaTh TOYHOEC U OJHO3HAYHOE BOCIPHITHE

cojJieprKallieiicsi B HeM UH(pOpMaIUH.
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TexkcT nOKyMeHTa JOJDKEH, KAaK MPaBUIIO, COCTOATh M3 JABYX 4acTeu. B
IIEPBOM YaCTH YKa3bIBAIOTCS MPUYHUHBI, OCHOBAHMS, €U COCTABJICHHUS JOKYMEHTA,
BO BTOPOM — pEIIeHHUs, BBIBOJIbI, TPOCHOBI, MPEI0KEHHSI, PEKOMEH 1Al H.

TexkcT nOKyMEHTa MOXET COAEpPXKAaTh TOJIBKO 3aKIIOYUTEIBHYIO 4YacThb
(Hampumep, MpHUKa3 — PACMIOPAIUTENbHYIO YacTh 0€3 KOHCTATUPYIOLIEH, MHChMO,
3asBJICHUE — TTPOCKOY 0€3 MOSICHEHHUS ).

B Tekcre nokymeHTa, MOATOTOBIEHHOIO HA OCHOBAaHWU 3aKOHOAATENbHBIX,
VHBIX HOPMAaTUBHBIX IIPABOBBIX aKTOB, U3AAHHBIX OpraHaMu BJIAacTH U YIIPaBJICHU,
UK Poccun, Cankr-IlerepOyprckoil wu30MpaTenbHON KOMHCCHEH, paHee
W3IaHHBIX TeppUTOpHMambHOM KOMHCCHEHM, YKA3bIBAETCS HAUMEHOBAHUE BHUIA
JOKyMEHTa, HAUMEHOBAaHHWE OpraHa, M3JaBIIEro JOKYMEHT, JaTa NPUHATUS WIN
YTBEPKIACHUS JTOKYMEHTA, €r0 PErMCTPAlMOHHBIM HOMEpP, a TAaKKE 3aroJIOBOK
JNOKYMEHTA, 3aKJIFOUCHHBIN B KABBIUKH.

TexkcThl OKyMEHTOB Oo0sbLIOr0O OOBEMAa MOTYT JACIUTHCA Ha pasliedisbl,

NO/IPa3/IeIbl U MMyHKThI, KOTOPbIE HYMEPYIOTCS apaOCKUMU U pamMu, HalpuMep:

1. Pa3nen
1.1. TIToppaznen
1.1.1. ITyHkT

AG3a11bl BHYTpH IMMYHKTOB HE HYMEPYIOTCS.

B nmuchmax uCmons3yioT ciaeayromue GOpMbI H3I0KEHUS:

or l-ro nmma wMHoxecTBeHHOro uyucina («[Ipocum  HampaBuUTh
uHdopmaIuio...», «Hampasisem Ha 3aKIIIOUEHHE TTPOEKT...» U JIp.);

or 3-To ymma eauHCTBeHHOTO ymcna («TeppuTopuanbHas KOMHCCHS HE
CUMTAET BO3MOXXHBIM...», «TeppuropuanbHas KOMUCCHUS TIPEAJIaracT pacCMOTPETh
BO3MOXXHOCTb...»).

I'padpr m cTpokm TAOMUIIBI JOJKHBI MMETh 3arojOBKH, BBIPAKCHHBIC
CYIIIECTBUTEILHBIM B WMEHHUTEIbHOM manexe. llom3aronoBku rtpad u CTpOK
JIOJKHBI OBITH COTJIACOBAHBI C 3arosioBkamu. Eciu Tabmuiyy medararoT Oojiee yem
HAa OJHOW cTpaHuIle, rpadpl TaOMHIBI TOJDKHBI OBITH MPOHYMEPOBAaHBI W Ha

CJIEIYIONTUX CTPAHUIIAX JOJHKHBI OBITh HalleuaTaHbl TOJIBKO HOMEpa 3TuX rpad.
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3.5.9. OT™MeTKa 0 HATHYNH NPUJIOKEHUIA.

OTmeTKa 0 HAIMYUH TPUIIOKEHUHN pacroiaraeTcsi OT TPaHHIIbl JIEBOTO OIS
1ocJje TeKCTa rnepei MOAMUCHIO.

Ecnu noxkyMeHT mMeeT MpuiIokKeHHs, Ha3BaHHBIE B TEKCTE, OTMETKa 00 HX

HaM4Yuu oopmiIsieTcs o cieayromen popme:

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

Ecan AJOKYMCHT HMCCT IIPUIIOKCHHUA, HC HA3BAHHBIC B TCKCTC, HX
HAaMMCHOBAaHHUA HCO6XOI[I/IMO NNEpCUYNCIINTL TIIOCJIC TCKCTAa JOKYMCHTA IICPC/
MMOAIMCHIO C YKA3aHHUEM KOJIMYCCTBA JIMCTOB B KAXKJIOM IMPHUIIOKCHNUHU U KOJINYCCTBA

9K3CMILIAPOB, IIPU HAJIMINH HCCKOJIbKHX HpI/IJ]O)KGHI/Iﬁ HUX HYMCPYIOT, HAIIpUMCD:

[Ipunoxenue: 1. Tlonoxenue 00 FKCIIEPTHON KOMHCCHH Ha 15 1. B 1 9K3.
2. Ilpumepnas HomeHKJIaTypa faen Ha 14 1. B 1 9k3.
Ecmu IIPUIIOKCHUA C6pOHIIOpOBaHBI, TO KOJIMYECTBO JIUCTOB HEC
YKa3bIBaCTCHI.
Ecnmu mnpunoxeHne HampaBiISIETCd HE BO BCE YKAa3aHHBIE B JIOKYMEHTE

ajipeca, TO OTMETKA 0 HAIMYUU TIPUIIOKEHUST 0(OPMIISIETCA TI0 ClIeytomieit hopme:

[Tpunoxxenue: Ha 20 1. B 3 9K3. TOJBKO B MEPBHIN aapec.

Ecnu x pokymeHTy mnpwiiaraercsi Ipyrod JOKYMEHT, TakK€ HMEIOLIUN

MNPUIOKCHHUC, TO OTMCTKA O HAJIWYHH ITPHUIOKCHUA O(I)OPMJIHGTCSI CJICOYIOIM

obOpazom:

[Tpunoxenue: nmuceMo  [lerponaBnoBck-KamyaTckoili  TOpOJACKOM  TEpPUTOPUATBLHOU
komuccun ot 15.11.2010 Ne 01-21/450 m mpunoxeHue K HeMy, BCEro Ha
12 n.

B PEIICHUAX W ITPHUKa3axX CBCACHUSA O HAJTMYNHU HpI/IJIO)KeHI/Iﬁ YKa3bIBaIlOTCA B

tekcte. Hanpumep:

«Pa3paboTath W OpeACTaBUTH  NPOEKT IIaHa 1o  QopMme,  yKa3aHHOM
B IIpHJI0’keHUU Ne 1.

Ecau B JOKYMCHTC, K KOTOPOMY OTHOCHTCA IPUITOKCHHUC, OHO

HC YTBCPIKOAACTCA, a IIPOCTO COACPIKHUTCA CChbLIIKA HAa HETO, TO B IIPAaBOM BCPXHEM
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yIIy YKa3bIBaeTCs, K KAaKOMy pElIEHUI0 (MpHUKa3zy) MNPUIOKEHUE OTHOCUTCH,
HaIpuMep:

[Ipunoxenue
K permieHU0 TeppUTOpUaILHOU
n3buparenbHO Komuccuu Ne 41
ot 11 suBaps 2011 r. Ne 11-5

[Ipunoxenue
K [IpUKa3y npezcenatens TeppuTopuanbHOR
n3buparenbHoit komuccuu Ne 41
ot 15 maprta 2010 1. Ne 27

HpI/I HaJIMdYnM HCCKOJIBKHX HpHJIO)KGHI/Iﬁ OHHM HYMCPYIOTCA, HAIIPHUMCP,

npunoxenue Ne 1, mpunoxenue Ne 2 u tak nanee.

3.5.10. Hoanuch AOKHOCTHOTO JINLIA.

B cocra moamucu  BXOIAT: HAaMMEHOBAaHHWE JOJDKHOCTH  JIMIIA,
HOJIIMCABUIETO JOKYMEHT, €ro JHM4YHas MOJIUCh, KOTOpas o(popmisieTcss CUHUMU
WJIM Y€PHBIMH YEPHUIAMH, paciIM(ppOBKa NOANKUCH (MHULIUAIIBL, (pamMuIIns).

Ecnmu nokyment odopmiisiercst Ha 6inanke TeppuTopuaibHOM KOMUCCUH, TO
PEKBU3UT BKJIOYAECT HAMMEHOBAaHUE [JOJDKHOCTH JIMIA, IOAIMUCBHIBAIOLIETO
JOKYMEHT, €ro JIMYHYK TOANKHCh, pacIMpoBKYy MNOANUCH (MHULMAIBI U

dbaMuIuio), HapuUMep:

Hpez[cez[aTeJIL JIMYHas 1nmoanuchb HWHUIIUAIBI, q)aMI/IJ'II/IH

Ecin [OKHOCTHOE JMIO, MOANMCh KOTOPOTO 3aroTOBJIEHA HA IPOEKTE
JIOKyMEHTa, OTCYTCTBYET, TO JTIOKYMEHT MOAMNHUCHIBAET €r0 3aMECTUTEIh WM UHOE
JMIO, UCHOJHSIomEe ero o0s3aHHOCTH. [Ipu 3TOM 00s3aTENbHO yKa3bIBAIOTCS
(dakThueckas JDOHKHOCTh JIMIA, MOANMUCABUIEr0 AOKYMEHT, M ero (amuiausa. He
JOMYCKAETCsl MOANKCHIBATh TOKYMEHTBI C IPEIJIOrOM «3a» WIH MPOCTABIECHUEM
KOCOH 4epThl Nepe] HANMEHOBAHUEM JOJKHOCTH.

Ecnu nokyMeHT odopmiisieTcs He Ha OJIaHKe, TO PEKBU3UT COAECPKHUT MOJTHOE
HAaUMEHOBAaHHWE JOJDKHOCTH JIMIA, MOJNUCABIIErO JIOKYMEHT, €ro JMYHYIO

MOAMUCH, paciIu@POBKY MOANUCH (MHUITUAIBI U pamuiuio). Hanpumep:
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3aMecTUTENb MpeCceIaTeNs
TeppuropuanbHON N30UpaATETHHOM
xomuccuu Ne 41 JMYHAs OANNCH UHHUIHAIGI, (haMuns

HpI/I nmoanrMCaHun AOKYMCHTA HCCKOJIbBKMMHU JOJDKHOCTHBIMH JIMIOAMHU HX
moaInuncu pacojiararoTcs OJHa o1 I[perﬁ B IIoCJICA0BATCIIbHOCTH,

COOTBCTCTBYIOHICﬁ 3aHHMAaeMOH HOJDKHOCTHU, HAIIPUMCP:

[Ipencenarens JINYHAS TOAINACH WHULIAAIBI, paMuIus

['maBHBI OyxTanTep JIMYHas MOJAINKCH WHUIU B, paMuTus

B AOKYMCHTC, ITIOATOTOBJICHHOM KOMHCCHCﬁ, MMOAIIMCH PacCIIoIararoTcss oJHa
1o g ,ZIperﬁ. HepBBIM YKa3bIBACTCA IIPCACCAATC/Ib KOMHUCCHUH, a (I)aMI/IHI/IH YJICHOB

KOMHCCHH PaACIIOJIararoTcC:Aa B aﬂ(baBI/ITHOM IMOPAAKE. HaanMep:

Hpez[cezlaTeJIL KOMHUCCHHU JIM4YHas nIoAInuch HHHUIINAJIBI, q)aMI/IJ'II/IH

YeHbpl KOMUCCUH JIM4YHas nmoAnuch HHHUIINAJIBI, q)aMPIJII/IH
JIM4YHas 1nmoAnnchb HHHUIHAaJIbI, (baMI/IJII/Iﬂ

Ecnu nokymMeHT cocTaBieH Kak Tpuiaraemas K OCHOBHOMY JOKYMEHTY
CIpaBKa WU MHGOPMAIIHSI, TO OH MOAMMCHIBACTCS COCTABUBIIINM €T0 JIMIIOM.

3.5.11. I'pud corsiacoBaHus.

I'pud cormacoBanus cocrout u3 cioBa COIJIACOBAHO 03 KaBbIYEK
W 3arjaBHbBIMH OyKBaMM, HAaWMEHOBAHMS JIOJDKHOCTH JIMIA, C KOTOPBIM
COTJIACOBBIBACTCS IOKYMEHT (BKJIIOUAsi HAMMEHOBAHUE OpPraHU3aIlu), €ro JUYHOMN
MOJMKUCH, paciu@POBKU MOANUCH (MHUIMAIBI, (haMUJTUs) U JIaThl COTJIACOBAHUS,

Hanpumep:

COI'JTACOBAHO
3amMecTUTENb IrI1aBbl aAMUHUCTPALIMT
Kpacuocennckoro paitona Cankrt-IlerepOypra

JTUYHAS TOANKUCH WHUITHAIIBI, PaMUITUs
ara

Ecau cornacoBanue OCYHICCTBIACTCA IMPOTOKOJIOM, IMMCbMOM WJIM APYTI'UM

AOKYMCHTOM, TO COI'JIaCOBAaHHUC O(bOpMJ'I}ICTC}I ClIeayromum O6p&30M2
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COI'JTACOBAHO
IIPOTOKOJI 3aCEaHuUs
aTTECTAlMOHHON KOMUCCUU
TeppuTtopualibHON H30UPATETLHON KOMHCCUT

No 41
ot 05 deBpamnst 2011 r. Ne 16
WITH:
COI'JTACOBAHO

nuceMo PocapxuBa
ot 05 mapra 2011 r. Ne 4-15/46

I'pud cornacoBanust pacrnonaraercs nojJ pekBuzutroM «lloamuce» B 1eBOM
HWDKHEM I10JIE JOKYMEHTA.

3.5.12. Bu3a.

BHyTpeHHee coriiacoBaHue MpOEKTa JOKyMEHTa O(OpMIISIETCS BH30i.
Buza BriIrouaeT MoAnuCh BU3HPYIOIIETO, PacHIMPPOBKY MOANHUCH (MHULIKAIBIL,
dbamMunusi) W pgary, Opud HEOOXOAMMOCTH MOKET OBITh yKa3aHa JOJIKHOCTb
BHU3UPYIOLLEr0, HaIlpUMeEp:

[Ipencenarens TeppuropuanbHoOit n30MparenbHol kKomuccuu Ne 41
JMYHas NOANKUCH WHUIUANbI, pamMuus
Hara

[Ipu Hamuyuy 3amMeYaHui K TOKYMEHTY BU3a O(popMIIsIeTCs CIeayoImMuM 00pa3om:

3amMeuaHus IPUIIaraoTcs
[Ipencenarens TepputopuanbHoil n3dupaTenbHoi komucceun Ne 41

JINYHAS MOAIHNCH WHUIHAIIBI, (aMUTUs
Hara
3amMeuaHust n3Jj1araroTcid Ha OTOCIIBHOM JIUCTE, IIOAIINCBIBAKOTCS

Y TIPUJIATatOTCs K JOKYMEHTY.
JlonyckaeTrcst HOJIMCTHOE BUBMPOBAHUE JOKYMEHTOB U IPUJIOKEHUN K HUM.
Ecmn nommmMHHUK DOKyMEHTa ocTraercs B TeppUTOPUAIBHOM KOMHUCCHUMU,
BU3bI MPOCTABJISAIOTCS B HUKHEH 4acTH OOOPOTHOM CTOPOHBI MOCIEIHEro JIMCTa
IIOJJIMHHUKA IOKYMEHTA.
Jns noKymeHTa, IMOJUIMHHUK KOTOPOTO OTIPABISAIOT U3 TEPPUTOPUAIBHOMU
KOMMCCHUH, BU3BI IIPOCTABIIIOTCSA B HWYKHEW YaCTU JIMUEBON CTOPOHBI IIOCJIEIHETO

JIUCTA KOIIKMHK OTHPABIIACMOIro J10KyMCHTA.
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3.5.13. OrTHCK IeuaTH.

[TeyaTs 3aBepseT TOJIMHHOCTh IOAMKMCH JOJDKHOCTHOTO JIMIIA Ha
JOKyMEHTaX, YyIOCTOBEPSIONINX MPEIYCMOTPCHHBIE TMPABOBBIMU  aKTaMU
MOJITHOMOYHS JOJDKHOCTHBIX JIMI] WM (PUKCHPYIONIUX (DAKTBI, CBSA3aHHBIC C
(HMHAHCOBBIMU CPEACTBAMHU, a TAK)KE€ Ha MHBIX JIOKYMEHTaX, MPeIyCcMaTPHBAIOIITUX
3aBEPEHUE MTOJIMHHOW MOAIUCH.

Ileyats cTaBUTCS Ha CBOOOJHOM OT TEKCTa MECTE, HE 3aXBaTbIBasl JIMYHOM
MMOJIHKCH JTOJDKHOCTHOTrO Juia. IleyaTs MoKeT 3aXxBaThbIBaTh YaCTh HAaUMEHOBAHMS
JOJDKHOCTH JIMTIA, TIOIIMACABIIETO IOKYMEHT.

B nokymeHTax, MOATOTOBJICHHBIX HAa OCHOBE YHH(MUIIMPOBAHHBIX (opM,

neyaTh CTaBUTCA B MeCTe, 0003Ha4YeHHOM OTMeTKOM « MID» unu uHbBIM 00pa3oM.

3.5.14. OTMeTKa 0 3aBepeHUM KONMU.

JIist  3aBepeHMs] COOTBETCTBHSl KOMHWHM JOKYMEHTA TOJJUHHUKY HIDKE
pexBusuta «llogmuce» mpocTaBigeTcss OTMETKa O 3aBEPEHUU KOMUU —
3aBepuTeNibHAas Haanuch «BepHo» wmm «Komms BepHa», TODKHOCTH JIMIIA,
3aBEPUBIIETO KOIHUIO, €r0 JIMYHas TMOAMNKNCH, paciimM(ppoBKa MOAMHCH W JaTa

3aBEpEHUs, HAIPUMED:

BepHo

IIpencenarens TeppuropuanbHOu
n3buparenpHo Komuccuu Ne 41

JINYHAS TOAINCH WHUIHAAIIBI, (GaMUTIs
Hara

[Ipu HEOOXOIWMOCTH TPU 3aBEPEHHH KOMHUH JOKYMEHTAa MOKET OBITh
MIPOCTABJIEHO BpeMsl 3aBepeHuUsl (HarpuMmep, Mpu 3aBEPEHUH KOIUM ITPOTOKOJIOB 00
WTOTrax ToJIOCOBAHUS ).

Ecnu komust JOKyMEHTa M3rOTaBIMBAeTCSI HAa HECKOJBKUX JIUCTAX, TO

3aBCPSCTCA K&)K,Z[BIﬁ JUCT OOKYMCHTA 0o AJOKYMCHT IIPOHIMBACTCA WU HA MCECTC
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IPOIIMBKM CTAaBUTHCS 3aBepHUTENbHAs Haanuch «BepHo» mmm «Komusi BepHa»,
JOJDKHOCTh JIMIIA, 3aBEPHUBLIETO KONHWIO, €ro JIMYHAas MOJAINHCH, pacuIru(ppoBKa
IIOJIKCH U JJaTa 3aBEPEHUSL.

[Ipu nepechbuUike KONUU JOKYMEHTa B JPYrue OpraHv3aliy WK BblIaue ee
Ha PyKHU 3aBEpUTEIbHAs HAANNCH yJIOCTOBEpsieTcs Iedarblo «TeppuropranbHas
n3zbuparenbHas komuccus Ne 41 nubo npu Hanuuuu nedarsto «TeppuropuanbHas

u3zbuparenbHas komuccust Ne 41, Jj1g TOKyMEHTOBY
3.5.15. OT™MeTKa 00 HUCHIOJHUTEIIE.

OTrMeTka 00 UCHOJHUTENE BKIHOYAaeT B ce€0d HMHULMAIBI U (PaMUIIUIO
WCIIOJTHUTENSL IOKYMEHTa U HOMEP €ro CIyKeOHOTO TelieoHa ¢ KOJOM pPErHhoHa.
OTMeTKy 00 MCIIOJIHUTEIIE pacloaraoT Ha JIMLEBON WM, P OTCYTCTBUU MECTa,
Ha OOOPOTHOHM CTOPOHE MOCIEIHET0 JUCTa JOKYMEHTa B JIEBOM HIDKHEM YTy

pasmepom mipudra 10 myHKTOB, HarpuMep:

3y6apes B.JL.
(499) 356-85-31

3.5.16. OT™MeTKa 00 HCIIOJIHEHUH IOKYMEHTA.

OrMmeTka 00 WCIOJHEHHMH JOKYMEHTa W HANpaBJICHUHW €ro B JIENIO
BKJIFOYACT CJICAYIONINE NAaHHBIC: KpPAaTKUE CBEICHHsSI 00 WCIOJHEHWU JTOKyMEHTa
(Ipu OTCYTCTBUM JOKYMEHTA, CBUJCTEIBCTBYIOIIETO 00 HCIIOIHEHWH), ATy H
HOMEP UMEIOIIETOCs JOKyMEHTa 00 UCIIOTHCHHH, cioBa «B memo», HoMmep nena, B
KOTOpOM  OyJeT XpaHUThCA JOKYMEHT, JaTy, TOAMNKHCH TpeacemaTess

TeppuropuaibHOM KOMUCCHH.

4. Opranu3anusi padéoThl ¢ UCXOAAIIMMU (OTHPABJISIEMbIMHU) JOKYMEHTAMU

4.1. Vicxondaiue JTOKYMEHTHI Ie4yaTaroTcsl Ha OJaHKax YCTaHOBJIEHHOU
bopMbl ¥ OQOPMIISIIOTCSI B COOTBETCTBHM C TOJOKEHUSAMH HACTOSIIECH
HNHcTpykuum.

4.2. OtnpaBka JOKYMEHTOB u3 TepputopuanbHOU KOMMCCHUU

OCYHICCTBJIIACTCA (I)GHL,HLCFCPCKOfI WIM CHeuuaJbHON CBA3bIO, HO‘ITOﬁ, I10
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tenerpady, kananam cBsizu ['AC «Bwidopse», [T JIEJIO, kananam dhakcCuMUIbHON
CBsI3U, ceTh IHTEpHET WK HapOYHBIM.

4.3.Ilpu odopmieHUH NHCEM U TeEJErpaMM HUCIHOJHUTENIh YKa3bIBAET
MOJIHBIA MOYTOBBIN (BKIJIKOYAsl MHJIEKC) aipeC OPraHU3AINU WM TPaXKJaHUHA.

4.4, Ucxondiue THChbMa HAMNpaBIAIOTCS 3a MOJIMUCHIO TpelcenaTes
TeppuropralibHOH KOMHCCHHM, B €TI0 OTCYTCTBHE — 3a TOJIMUCHIO 3aMECTHUTENs
npeaceaaTensl WM MUHOTO ujieHa TeppuTopuanbHOW KOMMCCUU, UCIOJIHSIONIETO
00s13aHHOCTH TpeJceaTeNis, Ha OJIaHKe MUChMa.

4.5. IlonnucanHble MMCbMa U TenerpaMmbl peructpupyrores B 1M JAEJIO
WJIU KypHAJIe.

Ecnu oTnpaBiisieMblil JOKYMEHT SIBJSIETCS OTBETOM HA BXOMSIIIMI JOKYMEHT,
HEOOXOJMMO TMPHUOOIINUTh MOJJUHHHUK BXOJSIIETO0 JOKyMEHTa K KOIHUHU
OTHPABISIEMOI0 IOKYMEHTA, OCTAIOLIEHCA B JIETIE.

4.6. JIokyMEeHTaM MpPUCBAUBAETCS UCXOMSIIUNA HOMEP, KOTOPBIM COCTOUT U3
WMHJEKCa Jejla MO0 HOMEHKJIAaType Jed W MOPSAIKOBOIO HOMEpa JIOKYMEHTa,
pa3geNeHHbIX KOCOM 4epTo. Mcxonsdmmii HoMep yKa3bIBaeTCsl TAaKXKE HAa KOIUU
JIOKyMEHTa, ocTaromieiics B gene. Hymeparus wucxogsumx JOKYMEHTOB
OCYILECTBIISIETCS B MpeJiesiax KaJIeHIapHOT O rojia.

[Ipu peructparii HCXOASIIETO JOKYMEHTAa B PErUCTPallMOHHON (dopme
00s3aTENbHO  YKa3bIBAIOTCS CJEAYIOIIME PEKBU3UTHL: JaHHbIe 00 aapecare
(pamunmsi, uMs, OTYECTBO (PU3UYECKOrO JIMIIAa WM Ha3BaHWE OpraHU3aIluH,
MECTOHAXOXJACHUE T0JIydaTensi), a TaKKe KpaTKoe COAEpKaHUE JTOKYMEHTa,
KOJIMYECTBO JINCTOB OCHOBHOTO JOKYMEHTA W JIMCTOB MPHUJIOKEHUS, KOJIUYECTBO
AK3EMILUISIPOB, WCIOJHUTENb JOKYMEHTA, €r0 COMCHOJHUTENH, & TaKXKEe KEeM OH
MO/TTUCAH.

4.7. JlIokyMeHTBI TI0 BorpocaM (hopMHUpOBaHUs TeppUTOpHATHHON KOMUCCHH
U OCYIIECTBIICHUS €€ (PUHAHCHUPOBAHMSI, HATPAXKACHUS U TIOOIMIPEHUS YICHOB H
paboOTHUKOB amnmapaTta TeppuTOpUAIbHOM KOMHUCCHM, B OOS3aTEIBLHOM IMOPSIKE

HaIIpaBJIAIOTCA HAPOYHBIM.
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Wubie 1oKyMeHThI MOTYT ObITh oTmpasiieHbl o cpeactsam 11 JIEJIO unm
MOYTOM IO YKA3aHUIO npeacenareis TepputopuaibHO KOMUCCHUMU.

4.8.1lo xanamam (aKCUMUIBHOM CBSI3M  JIOKYMEHTHI — MEpPEaloTCs
OTBETCTBEHHBIM 34 BEACHUE JEIONPOU3BOACTBA MTOCIIE UX PETUCTPALIAH.

4.9. Ilpu otmpaBke TenerpaMMmbl 0oJiee 4eM B YEThIpe ajpeca 0hopMIIIeTCs
MOJINHHUK, KOMWS W JIBa SK3EMIULIpa MOANMCAHHOTO CIIMCKA pacChUIKH C
yKa3aHUEM TIOJIHBIX IIOYTOBBIX (BKJIOYash ITOYTOBBIM MHAEKC) aapecoB. Ha
Tenerpad mepenaroTcs MOMJIUHHUK C OJIHUM 3K3EMIUISIPOM CIHCKA PACCHUIKH U
KOIIMS TeJIETPaMMBbI, KOTOPAsi C OTMETKOM O Iepefade TeJlerpaMMbl BO3BPAIIAETCS
B TeppuropuanbHyl0 KOMHCCHIO M BMECTE CO BTOPBIM DJK3EMIUIIPOM CIIHCKA
PACCBUIKU ITOAIIUBACTCS B JEJI0.

4.10. [Ipn oTmpaBke muchMa OoJee 4yeM B YETHIPE aapeca COCTAaBISAETCS
CIIUCOK PpAaCCBUIKM YCTaHOBJEHHOW (opmbl (mpuinoxkenue Ne5), KOTOpbIi
IIOAIMCHIBACTCS IIPEACENATEIEM, B €r0 OTCYTCTBUE — 3aMECTUTENIEM IIpeceaTels
WIN WHBIM 4jJieHOM TeppUTOpHaNbHOW KOMHUCCHUH, UCHOJHSIOMIMM OOSI3aHHOCTH
npencenarens lTeppuropuanbHoM Komuccud. llocne perucrpanmym  OucbMO
TUPAXKUPYETCS B HEOOXOANMMOM KOJIMYECTBE U OTIPABIISETCA.

Eciu nucbMo unm TenerpaMMa HampaBisieTcsi He OoJjiee 4eM B UeThIpe
azpeca, TO IOANUCHIBACTCS KaXKIbIN YK3EMILIAP.

4.11. OrnpaBka JAOKYMEHTOB IPOM3BOAMUTCS €XKEIHEBHO B 4Yachl PabOThI
TepputopuaibHONW KOMHCCHUH, KPOME BBIXOJHBIX U HEpPaOOUYUX Mpa3THUIHBIX
JTHEH.

[Topsimok OTMpaBKU MCXOIAIIMX JOKYMEHTOB IOCIIE€ OKOHYaHUsl paboyero
JHSI, B BBIXOJHBIE W Hepabouue Mpa3IHUYHBIC JHHW, B TEPUOJ TOATOTOBKH U
NPOBENCHUS] HM30MpATENbHBIX KaMIIAHWW  yCTaHABIMBAETCS IMpejceaaTesieM
TeppuropuaibHOM KOMUCCHH.

4.12. JIokyMeHTBI C OTMETKON O CPOYHOCTH JOCTaBKU «Bechbma cpouHo» u
«CpouHO» 0(hOpPMIIIOTCS HE3aMEMJIUTEIbHO, OTHPABISAIOTCS MO  KaHajlaM

baxcummiibHOM cBsi3H, [T JIEJIO v HapOYHBIM.
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4.13. JIokyMeHTBI, HalpaBisieMble TpaXKAaHaM IO JOMAaIlHEMY aJipecy,
OTIIPABIISIIOTCSL Yepe3 IOYTOBOE OTACNICHUE CBSI3M, KaK MPaBWIO, 3aKa3HBIMH
MUCbMaMH.

4.14. JlokyMeHTBI, TepenaBaeMble MO KaHaidaMm (aKCUMUIIBHOW CBsI3H,
PETUCTPUPYIOTCS B MOPSIIKE, YCTAHOBICHHOM JIJISl UCXOJISAIIUX TOKYMEHTOB.

4.15. Ucxopsmiue AOKYMEHTHI, 0)OpMIICHHBIE C HapyIlICeHHEM TpeOOBaHUM
WHuCTpyKIIMK, K OTIpaBKEe HE MPUHUMAIOTCS M BO3BPAILIAIOTCS HMCIIOJHUTEISM Ha
nopaboTky. KoppecnoHaeHIMsT HECIy>KeOHOTO XapakTepa, B TOM 4YHCIIE JUYHas
KOPPECTIOHICHITHS, K OTIPABKE HE MPUHIUMACTCH.

4.16. Konuu uCXOoasIMX JOKYMEHTOB MOMEIIAIOTCS B IETI0 B COOTBETCTBUU

C HOMEHKJIATYpOu Jen TeppuTopruagbHON KOMUCCHUH.

5. Ocob0ennocTH padoThI ¢ 00pPAICHUAMU IPAKIAH

5.1. Opranuzanusi paboThl € OOpalIEHUSIMA TPAKIAH OCYIIECTBISETCS
B COOTBETCTBUU C pa3ziesioM 2 Hactosued MHCTpyKIuM ¢ y4eToM 0COOEHHOCTEM,
YKa3aHHBIX B JAaHHOM pasJelie.

5.2. [lucemennbie  oOpamieHusi TpaxnaH (mamee — — oOparieHus),
NOCTYNUBIIME B  TeppuTOpUANIbHYI0  KOMHCCHIO,  PETUCTPUPYIOTCS  C
UCIIOJIb30BAaHUEM  PETUCTPALMOHHBIX (OpPM  OTAENBHO OT JAPYTrUX BHUJIIOB
JIOKyMEHTOB HE€ TMO3/JHEEe TpeX JHEeW C MOMEeHTa mnoctymieHus. OOpaiieHus,
Kacaroluecss HapyleHnd U30UpaTeibHbIX MpaB IpaxaaH B MEPHO MOATOTOBKH
Y TIPOBEJICHUS BBIOOPOB U peepeHyMOB, PETUCTPUPYIOTCS B A€Hb MOCTYIUICHHUS
B TeppUTOpHaAIbHYI0 KOMUCCHIO WM Ha CIEAYIOIIMN pabounii JeHb.

5.3. IIpu BCKpBITMM KOHBEPTOB IPOBEPSETCS HAJMYME BCEX BIIOKEHUH.
KoHnBepT 00s13aT€IBHO COXpaHIETCS.

OOpamienus, coaepXxaiue B aIpPEeCHOM dYacTh MOMETKy «JIndaHow,
paccMaTpHUBAIOTCS B OOIIEM MOPSIKE B COOTBETCTBUU ¢ HCTpyKITHEH.

[Ipu peructpauuu  nNOBTOpHBIX  OOpaimieHudd UM TPUCBAUBAETCS
OUEpETHON PETHCTPAIMOHHBI HOMEp, B PErHCTPAllMOHHON ¢dopMe mermaeTcs

OTMCTKAa ((HOBTOpHO» .

24



Ecnu O6patenue nocTynuiao OT KOJUIEKTHBA TPaKJaH, TO MPU PETUCTPALIUU
B pETHCTpaInOHHON popMme cTaBUTCS 0TMETKA «KOIEeKTHBHOEY.

5.4. PerucTpallduOHHBIM IITaMIl, COCTOSIIIMA M3 MOPSIAKOBOTO HOMEpa
oOpallieHus U JaThl PEruCTpalliy, CTaBUTCA, KaK IMPaBWJIO, Ha TEPBOM JIUCTE
OOpailieHus B MPaBOM BEPXHEM YTIIy WJIM Ha CBOOOJIHOM OT TEKCTa MECTE.

Hywmepamuss noctynuBmux OOpallleHHii OCYIIECTBIsIETCS B TIpenesnax
KaJIEHJAPHOIO ro/1a.

5.5. 3apeructpupoBannbie OOpallleHUs paccMaTPUBAIOTCS TpeaceaaTeaeM
TeppurtopuadbHOM KOMHCCHHM, 3aT€M IIOCJI€ TEPEHECEHUs] YKa3aHWs 110
VCITOJIHEHHUIO JOKYMEHTA B PErUCTPALIMOHHBIE (DOPMBI MEPENAIOTCA UCTIOTHUTESIM
NIOJT ITOATIHUCH.

5.6. OOpamienusi, agpecoBaHHbIC YJIEHaM TeppUTOPHATBHON KOMHUCCHH,
PETUCTPUPYIOTCA B YCTAHOBJICHHOM IOPSAJKE, JOKJIAABIBAKOTCS IPEACEAATEIO
TeppuropralbHOM KOMMCCHM, 3aT€éM IIOCJIE TIEPEHECEHMs] yKa3aHUs 10
VCITOJIHEHHUIO JOKYMEHTA B PErUCTPALIMOHHBIE (DOPMBI MEPENAIOTCA UCTIOTHUTESIM
NOJ1 TTOATIHCH.

OOpaiieHnss paccMaTpuBalOTCS B COOTBETCTBHMM C  YKa3aHUSIMU 110
VCIIOJIHEHHIO JOKYMEHTa npeacenarens TeppuTopruanbHO KOMUCCUU B MOPSAKE,
YCTaHOBJIEHHOM 3aKOHOJAaTeNIbcTBOM Poccuiickoit denepanunu.

5.7. OOparenusi, cojiepKaiimue BOMPOChl, pelIeHne KOTOPhIX HE OTHOCUTCS
K KOMIETEHUUH TeppUTOpUATIbHOW KOMHCCHH, JIOKJIAJIBIBAIOTCSA MpPEACENaTeNo
TeppuropraibHONM KOMHCCHM U IO €r0 YKa3aHWIO MO MCIOJHEHUIO JOKYMEHTa B
TEYEHUE CEeMHU KaJeHAAPHbIX JHEH CO JHSA pEerucTpaluyd HampaBisloTCa C
CONPOBOAMUTENBHBIM MTHCHMOM 32 €ro MOJNUCHIO B COOTBETCTBYIOIIUI OpraH WM
COOTBETCTBYIOILIEMY JOJKHOCTHOMY JIMILY, K KOMIETEHIIMM KOTOPBIX OTHOCHUTCS
penieHne moctaBieHHBIX B OOpallleHHd BOMPOCOB, C YBEAOMJICHHEM TpaXkaaH,
HanpasuBiux OOparienus, o nepeaapecanuu Obpamienuii. B conpoBoauTenbHOM
MMCbME OrOBAPUBAETCS MOPSAAOK HaNpaBieHUs 0TBeTa aBTopy OOpaiieHus.

Eciu pemenne mnoctaBieHHbIX B OOpallleHHSX BONPOCOB OTHOCHUTCS K
KOMIIETEHIIMH HECKOJIBKUX TOCYJApPCTBEHHBIX OPraHOB WJIM JOJKHOCTHBIX JIUII,

25



konusi OOparieHus B TEYCHHE CEMHU KaJeHAAPHBIX JHEW CO THS PErUCTpaluu
HANpaBIIIETCSI B COOTBETCTBYIOIIME  OpPraHbl WM  COOTBETCTBYIOIIUM
JOJDKHOCTHBIM JIUIIAM.

5.8. 3ampermiaeTcsi  HampaBIATh Oo6pamieHue Ha  pacCMOTpEHHUE
B FOCYJJapCTBEHHBIN OpraH, OpraH MECTHOTO CaMOYTIPABIICHUS WU JOJIKHOCTHOMY
JUIly, pelleHre Win JelcTBue (0e3nelicTBUe) KOTOPBIX OOXKalmyeTcs, 3a
UCKIIFOUEHHEM CITy4aeB, YKa3aHHBIX B IyHKTe 6 ctarbu 75 denepanbHOro 3akoHa
«O0 OCHOBHBIX TapaHTHUSIX HW30MpaTeIbHBIX IMpaB W IMpaBa Ha ydacTHe B
pedepennyme rpaxaan Poccuiickoit deneparum.

5.9. Ecnin B COOTBETCTBMH ¢ 3alpeToM, YKa3aHHBIM B Tojapasuene 5.8
WHCTpyKLIMK, HEBO3MOXXHO HampaBuTh OOpallieHHe Ha pacCMOTpPEHHUE B
rOCyJapCTBEHHBI OpraH, OpraH MECTHOI'O CaMOYIPaBJIEHUS WU JOJKHOCTHOMY
JUILY, B KOMIIETEHLIUIO KOTOPBIX BXOJIUT PEILIEHUE MOCTaBJIEHHBIX B OOparieHun
BonpocoB, OOpalieHre BO3BpALLlAeTCsl IPaXJAaHUHY C Pa3bsCHEHUEM €ro Ipasa
00XanoBaTh COOTBETCTBYIOILIEEC pEIICHWE WM JIEUCTBHE B YCTAaHOBJIECHHOM
NOPSIZIKE B CYJIE.

5.10. Ob6pamiennsi, TOCTYNUBIIHNE B [eppUTOPHAIBHYIO KOMHCCHIO,
paccMaTpUBAalOTCS B CPOKHM, YCTaHOBJEHHbIE moapazaenamMu 9.5 u 9.6
NuCcTpyKImm.

B mepuon moAroToBkw W TMpPOBEACHHS BBHIOOPOB U pedepeHIyMOB CPOKH
paccmotpenus — OOpallleHMi  yCTaHABIMBAIOTCSI B COOTBETCTBUU €
3aKO0HOJaTeNbCTBOM Poccuiickoit denepanuu o BIOOpax u peepeHaymax.

Ecniu  HeoOxomuMo  mpoIIUTh  CpOK  paccMmoTpeHus — OOpaieHus,
UCIIOJTHUTEIb HE TI03/IHEE YEM 3a TPU JHS 10 UCTEUEHHUS CPOKA MMOATOTOBKH OTBETA
NpEeACTaBIAeT Ha UMs mpeacenarens TeppUTOpUaNbHOW KOMHUCCHM JTOKJIAAHYIO
3alUCKy C OOBSCHEHUEM, MO0 KaKoW NpPUYMHE HEBO3MOXHO JaTb OTBET B
YCTaHOBJIEHHBIH CpOK. MakcuMaiabHOE MPOJJIEHHE CpPOKa PACCMOTPEHUs
Oo6pamienust coctapiisgeT 30 KaleHIapHBIX THEH.

3asiBUTENIO HAMPABISETCS yBEIOMIIEHHUE O MPOJJIEHUH CPOKA PACCMOTPEHHUS
ero OOpartieHus.
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OOparenus, Ha KOTOPBIE TAFOTCS TPOMEKYTOYHBIE OTBETHI, C KOHTPOJISI HE
CHUMAIOTCA.

5.11. B cnyuae moctymiueHuss B TeppuTopuaibHyl0 KOMHUCCHIO B
YCTAHOBJICHHOM TOPSIAKE 3ampoca roCyAapCTBEHHOrO0 OpraHa, opraHa MECTHOIO
caMOYIIpaBJIEHUs WM JOHKHOCTHOTO JUIa, paccMmarpuBarommx OOparieHue,
JIOKYMEHThl W MaTepualbl, HeoOXoAaumbie i paccMoTpenus OOpaieHus,
MPEJICTABJISIOTCS B T€UCHHUE 15 KalleHTapHBIX JTHE.

5.12. OtBet Ha OOpalieHue, B KOTOPOM HE yKazaHbl (pamMuuius rpak/laHuHa
U €ro TMOYTOBBIM ajpec WM aapec BJIECKTPOHHOM IMOYTHI, IO KOTOPOMY JIOJKEH
OBbITh HampaBj€H OTBET, He Jnaercs. Takoe OOpalleHUE CHUCHIBACTCS B JIEJIO
npenacenareiaem TepputopuanbHoil komuccuu. B cimydae ecnmu B OOparieHuu
COJIEpKATCsl CBEACHUSI O MOATrOTaBIMBAEMOM, COBEPIIIAEMOM HWJIM COBEPIICHHOM
NPOTUBOIPABHOM JIESTHUU, a TakXke O JIMIEe, €ro MOATrOTaBINBAIOIIEM,
COBEPIIAONIEM WJIH COBEPIIUBILIEM, OOpallleHHe TMOJJICKUT HANPABICHUIO B
rOCYJIapCTBEHHBIN OpraH B COOTBETCTBUU C €r0 KOMIIETCHITUEH.

Ecnu tekct OOpaiienusi He TOJAETCSl MPOYTEHHIO, 0TBeT Ha OOparieHue
HE JlaeTcsi W OHO HE TOJICKHUT HAMpaBJIEHUI0 Ha pPacCMOTPEHHE B
rOCyapCTBEHHBIA OpPraH, OpraH MECTHOTO CAMOYIPABJICHUS WU JOJKHOCTHOMY
JIMILy B COOTBETCTBUM C MX KOMIETEHIIMEH, O YeM B TEUEHUE CEMU KaJICHJIapHBIX
JHen co aHs peructpanuu OOpaliieHusi coo0IaeTcsl rpaXkaaHuHy, HalpaBUBILIEMY
Oo6paienue (ecnu ero GpamMms ¥ MOYTOBBIN aAPEC MOAMAIOTCS MPOUYTEHHIO).

5.13. OOpamennsi, B  KOTOPBIX  COJAEPXKATCS  HEUEH3YpPHBIE  JTHOO
OCKOPOWTENbHBIE BBIPAKECHUS, YrpPO3bl JKU3HU, 3J0POBBIO M  HUMYIIECTBY
JOJDKHOCTHOTO JIMIA, a TaKKe€ YJICHOB €r0 CEMbH, OCTalTcs 0e3 OTBeTa Mo
CYIIECTBY TIOCTaBJICHHBIX B HEM BOIPOCOB, a 3asBUTEIAM COOOIIAETCS
0 HEJIOTYCTUMOCTH 3JI0YTIOTPEOICHUS TPABOM.

5.14. OGpamienne, B KOTOpOM OOXalyeTcs CyneOHOE pelieHUe, B TeUCHHe
CeMU KaJCHIApHBIX JHEW CO JHS PErucTpaldyd BO3BpaIlaeTCS Tpa)KIaHUHY,
HaIpaBUBIIIEMY OOpallleHne, C Pa3bsICHEHUEM TMOpsAAKa O0XKAJIOBAHMS JAHHOTO
Cy1e0HOTO peIleHHUS.
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5.15. Ecniu B OOpaiiieHuu COIep>KUTCS BOMPOC, HA KOTOPBIA Tpa)KIaHUHY
HEOJHOKPATHO (JBa pa3a U 0oJiee) TaBaIuCh MUCbMEHHBIE OTBETHI MO CYIIECTBY B
CBSI3U C paHee HampasiieHHbIMH OOpalleHusiMu, U mpu 3ToM B OOpallleHuu He
IPUBOJAATCS HOBBIE JOBOJBI U OOCTOATENBCTBA, TO IMEPENUCKA [0 JAHHOMY
BOIIPOCY C IPakIaHUHOM IIPEKPALIACTCS, O YEM €MY HaIIPaBIISETCSl YBEIOMIICHHUE.

5.16. JInunbplii IpueM TpaXkJaH BeaeTcs IpeacenaTeneM TeppuropuaibHOi
KOMUCCHUH.

Wupopmannus o nopsake mOpueMa TIpakJaH — pa3Mellaercs  Ha
MH(OPMAIIMOHHOM CTEHJE U OpULMATIBLHOM caiiTe TeppuTopHabHON KOMUCCUU B
MH(OPMAIMOHHO-TEIEKOMMYHUKAIIMOHHOM ceTn HTepHeT.

I[Ippy  guyHOM  TIpUEME  TpaXJaHWH  IPEABABISIET  JOKYMEHT,
YAOCTOBEPSIOIINI €r0 JIMYHOCTb.

Benenne nu4HOro InpueMa IpakJaH MOJKET CONPOBOXKAATHCS ayauo- U
BH/JICO3AIIACHIO, O YEM IPAXKJIaHE YBEJOMILIFOTCS O Hayaia pueMa.

5.17. Bo Bpemsi mpuema TpaxiaH BeIeTCd >KypHal ydeTa, B KOTOPBIU
BHOCSITCSl JaHHBIE O TpaXkJaHWHE, KPaTKOE COoJep)KaHue OOpalleHus, pe3ysbTaT
€ro pacCCMOTPEHUS, a TAKKE JOJHKHOCTD U (DaMHIIKA JTUA, TPOBOISIIETO PUEM.

Ecmu  wmsnmoxennole B yctHoM  OOpamenuu  ¢GakThl HE  TPeOYIOT
JIOTIOJIHUTEIBHON IPOBEPKH, OTBET Ha OOpalieHne ¢ coracus rpaxxaaHuHa MOKET
ObITh JTaH YCTHO B XOJ€ JINYHOTO IMpHEMA, O YEM JeJIaeTcs 3aluCh B XKypHaje
yuyera. B ocTanbHBIX Cily4asX [Jaercsi IMCBMEHHBIA OTBET [0 CYIIECTBY
nocTaBieHHbIX B OOpalieHuu BOIpOCOB.

B xoze nuyHOro npuema rpakIaHuHy MO>KeT ObITh OTKa3aHO B JajbHeIIeM
paccMOTpeHHH OOpalleHusi, €CIM eMy paHee ObLI JaH OTBET IO CYIIECTBY
nocTaBjieHHbIX B OOpallieHuu BOIPOCOB.

B ciydae rpyboro, arpecCUBHOrO MOBEACHMS TPakJaHWHA MPHUEM MOXKET
ObITh TpekpaiieH. [Ipu HeoOX0IUMOCTH MOXKET OBITh BBI3BAH COTPYIHHUK OXPAHBI.

Nudopmartiust 0 moBeJeHNN IpakIaHNHA OTPAKACTCS B KypHAJIC yUeTa.
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5.18. [lepenannsie ©Ha mpuemMe OOpamieHUss  PETUCTPUPYIOTCA €
WCITOJIb30BAHUEM PETUCTPAIIMOHHBIX (OPM M pPacCMaTPUBAIOTCS B TOPSIAKE,

YCTAHOBJICHHOM HACTOAIINM pPa3acjiOM.

6. Oco0enHOCTH PadOTHI C JOKYMEHTAMH, COAEPKAIUMH CJIYKeOHYI0
HHGOPMALNMIO OTPAHMYECHHOI'0 PACIIPOCTPAHEHH (B TOM 4YHCJIe CBeJAeHusI 00
U30UparTesfX, yY4aCTHUKAX pedepeHayma, 00pamanouuMucs B paMKax
pynkuuonupoBanus I'ocygapcTBeHHOM CUCTEMbI perucTpauuu (y4era)

usduparesiei, ydyacTHuKOB pedepenayma B Poccuiickoi Peaepanun)

6.1. OcobeHHOCTH pabOTHI C JIOKYMEHTaMH, COJICPXKAIUMU CITYKEOHYIO
WH(OPMAITUIO OTPAHUYECHHOTO PACIIPOCTPAHCHHUS.

6.1.1. K cuyxebHOl wuHGOpMAIIMK OTPAHUYCHHOTO PaCHpPOCTPaHEHUS
OTHOCUTCSI HECEKpeTHas WH(pOpMallus, HE3aBUCMMO OT BHJA €€ HOCHUTEIS,
OTpaHUYCHHSI Ha pacmpocTpaHeHUE KOTOpOH YCTaHABIMBAIOTCS
3aKoHOJaTenbCTBOM Poccuiickoit denepaiiuu, penieHus MU (MIOCTAaHOBJICHUSIMHU)
BBITIICCTOSAIINX H30MUPATEITEHBIX KOMHCCHHA.

6.1.2. HeoOxoquMoCTh  TpocTaBiCHUS TOMETKH  «Jlimsa  ciaykeOHOro
nosib3oBanus» (manmee — «JICII») Ha moKkyMeHTax W M3JIAHUAX, COJEPIKAIIUX
CIy’)keOHYI0 HWH(OpPMAIIMI0 OTPAaHWYCHHOTO PACHpPOCTPAHEHUS, OIPEACIIICTCS
npeacenareieM  TeppuTopuasbHOM ~ KOMHCCHHM,  MOJIUCHIBAIOIIAM  WJIH
YTBEPKIAFOIINM TOKYMEHT.

JIOIDKHOCTHBIC JIMIIA, TMPHUHSBIINE pEIICHHE 00 OTHECEHUHW CITYKCOHOU
uH(OpMAITUU K pa3psly OrPaHUYEHHOTO PACIPOCTPAHEHHUS, HECYT MEPCOHATBHYIO
OTBETCTBEHHOCTH 32 000OCHOBAaHHOCThH IMPUHSATOTO PEIICHHUS.

6.1.3. [lometka «JICIl» um HOMEp SK3eMIUIsipa TPOCTABISIOTCS B IMPaBOM
BEPXHEM YTIy TIEPBOM CTpAHMIIBI IOKYMEHTa (B Ciiydae HEOOXOAMMOCTH — U €0
MIPOEKTA), COJIepIKalllero  CiIy)KeOHyro  uHGOpMallUi0  OTPAHMYECHHOTO
pacnpocTpaHeHus, Ha 00JIOKKE U TUTYJIHLHOM JIUCTE U3JIaHUA, 4 TAKKE Ha MEPBOM
CTpaHMIIE COMTPOBOJUTEIHHOIO MUChMA K TAKUM JIOKYMEHTaM.
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6.1.4. PaGota ¢ mOKyMEHTaMH, COJAEPKAIIMMH CIYKeOHYI0 HH(POPMAIIHIO
OTPAaHUYEHHOT'O PAcCHpOCTPaHEHUs, B TOM YHUCJE UX MPHUEM, Y4eT (peructparus),
OCYUIIECTBIISICTCS. B TMOPSAKE, YCTAHOBJICHHOM ISl HECEKPETHBIX JOKYMEHTOB, C
Y4€TOM OCOOEHHOCTEH, W3JIOKEHHBIX B HacTodmeM pasgene. Ilpu srom k
PErUCTPallMOHHOMY HOMEPY JOKyMeHTa go0aBisiercs nomeTka «JICID».

6.1.5. Hokymentsl ¢ mometkoi «JICID» peructpupyrorcs (Y4uUTHIBAIOTCS)
BMECTE C JIPYTMMHU HECEKPETHBIMU JOKYMEHTaMU. B peructpaniioHHON KapTOuKe
JIOKyMeHTa Mpou3BoauTcs 3anuch «JCID».

6.1.6. CkanupoBaHue, KOMHUPOBAHHE (THPAXKUPOBAHUE) JOKYMEHTOB C
nomeTkon «JICID», mpou3BOAUTCA MCIOJHUTENEM JIOKYMEHTA C MHCHBMEHHOIO
paspeuieHust  mpexaceaatens — TeppuTOpHaNbHOM ~ KOMUCCHHM, TIPU  3TOM
OCYULIECTBJISIETCS YUET KaKIO0T0 IK3EMILISIPA YKA3aHHBIX JOKYMEHTOB.

6.1.7. Hokymentst ¢  nomerkort  «JICID»  mepemaroTcss  4dieHam
TepputopruadbHOW  KOMUCCMM W TPAXKIAHCKMM  CIyXKAalllUM  ammapara
TepputoprallbHOM KOMUCCUH MO TTOANUCH.

6.1.8. loxymentsl ¢ nometkon «JICID» HampaBisitoTCsl B Ipyrue OpraHbl U
opraHuzanud opraHamu (eaepanbHOM  (enbIbErepcKo  CBSI3U,  CIIYXKOOi
CHEIUAIbHON CBSI3M JIMOO HAPOYHBIM. 3ampelnaercs MepeaaBaTbh TOKYMEHTHI C
noMmeTkor «JICID» mo He3amMIIeHHbIM KaHajdaM KOMIIbIOTEPHO-MOJAEMHOU H
(hakCUMMIIBHOM CBSI3H.

Joxymentsl ¢ momerkoil «JICII» pacchuiatoTcsi HECKOJIbKUM ajpecaTaM
COrJacHO CIIMCKY pAacChUIKA, B KOTOPOM HANpOTHUB KaXJOro ajpecara
MIPOCTABIIIETCSI HOMEP SK3EMILISIpa OTIPaBIsAEeMOro JoKymMeHTa. CMCOK pacChlIKU
MOANMUCHIBAETCS] UCIIOJIHUTENEM U TIpeficearesieM TepputopuaibHO KOMHUCCHUHU.

6.1.9. Ucnonnennsie 1okymMeHTHI ¢ moMeTkol «JICID» ¢popmupyroTcs B aena
B COOTBETCTBUU C HOMEHKJIATYpOii Jie7l. B mpaBoM BepxHeM yriry 0OJI0KKH Jena, B
KOTOPOE MOMEIIIEHbI TAKUE JOKYMEHTHI, TpocTaBisieTcst nomeTka «JICID».

6.1.10. Joxymentsl ¢ mnometkoil «JICII» xpaHsTCs B 3aKpbIBAIOLIUXCS

mkagdax.
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6.1.11. YauuroxxeHue nen, JOKYMEHTOB W u3gaHuil ¢ mometrkon «JICIy,
YTPATUBIIKUX CBOE MPAKTUYECKOE 3HAUYCHHE M HE HUMEIOIIMX HCTOPUYECKOU U
HAy4YHOM IEHHOCTH, MPOU3BOJUTCS MO aKTy YCTAHOBJIECHHOW (JOPMBI C yKa3zaHUEM
HOMEpPOB 3K3eMIUIApoB (mpuiiockerne Ne 13). B yuerHeix Qopmax npemaercs
OTMETKa 00 YHHUUYTOKEHUH CO CCHUIKOM Ha COOTBETCTBYIOIIUI aKT.

6.1.12. Pemennie o cHstuum mnometkn «JCII» ¢ moxkymeHTa npuHUMAaeT
JOJKHOCTHOE JIUIIO, TOAMKUCABIIIEE WM YTBEPUBIIECE TOKYMEHT.

Custue nometku «/CID» ¢ npucnannoro B TeppuTopuaibHyI0 KOMUCCHIO
JIOKYMEHTa MOXET ObITh IPOU3BEJICHO TOJBKO IO COrIaCOBAHUIO C OpraHU3aIUEeH,
HaIlpaBUBIIEH TOKYMEHT.

Cusatue nometrku «JICID» ¢ nokymeHTa MpOU3BOAMTCS OTBETCTBEHHBIM 32
BEJICHUE  JICJIONPOM3BOACTBA HA  OCHOBAaHMM  IHUCHBMEHHOIO  yKa3aHUs
JOJKHOCTHOTO JIMLA, MPUHSBIIEro Takoe peueHue. [Ipu castun nometku «ICID»
Ha JIOKYMEHTaX W JeJaX, a TaKkKe B PETrUCTPAllMOHHOW KapTOUKEe JENar0TCs
COOTBETCTBYIOIINE OTMETKH.

O cusatun nometrku «JICII» yBemoMiroTCS BCE aJpecaThl, KOTOPHIM
JIOKYMEHT HampaBJsijIcs, MO0 OpraHu3alius, €ro HalpaBUBIIas.

6.1.13. B cnyuae yTparhl 1€, JAOKYMEHTOB WM H3JAaHUN C TOMETKOMN
«CIl» nmbo paszrmamieHusi cojepkaimieicss B HUX HHGOpMAIMK Ha3HA4YaeTCs
ClIy’)keOHasi MpOBEpKa, O pe3yjbTaTaX KOTOPOW [OKJIAIbIBACTCS MPEACEAaTelto
TeppuropuaibHOM KOMUCCHH.

O6 ytpare nen u aokymeHTOB ¢ mometkoil «J[CII» cocrtaBnsiercst akT, Ha
OCHOBAHUU KOTOPOTO JIEIAI0TCSI COOTBETCTBYIOIINE OTMETKU B YUETHBIX (hopMax.

6.2. Pabora ¢ mokymeHTaMu, COAEpKAIlMMU CBEICHUS 00 wu3OmMparessx,
ydacTHUKaxX pedepeHayma, oOpamaroluMucs B paMkax (yHKIIMOHUPOBAHUS
['ocymapcTBeHHOW cHCTeMBbl perucTparuu (ydera) wuzOmparesneil, y4acTHHKOB
pedepennyma B Poccuiickoit deneparuu.

6.2.1. K nokymMeHTaM, cofepsKaliiuM CBeICHUsI 00 U30MpaTesiX, y4aCTHUKAX
pedepenayma, oOpararonumMucs B paMKax GyHKIIMOHUPOBAHUS
['ocynapcTBeHHOM cucTeMbl peructpanuu (ydera) wuzOuparesneil, y4acTHHKOB
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pedepennyma B Poccuiickoit denepanun, OTHOCITCS JTOKYMEHTHI, TIOCTYHAIOIINE
B TeppuropuaabHyl0 KOMUCCUIO OT UCHOJHUTEIBHBIX OPraHOB rOCYAapCTBEHHOU
Brnactu Cankr-IleTepOypra, TeppUTOpPUATILHBIX OPraHoOB (eAepalbHbIX OPraHOB
VCITOJIHUTENbHON BiacTH, LleHTpanbHON HM30MpaTenbHOl kKoMuccun Poccuiickoit
Odeneparun, OI'KY «Denepanbblii IeHTp HHGOpMaTH3anuu npu LleHTpanbpHOM
n3buparenbHoi komuccuu Poccuiickoit ®eneparnun», Cankrt-IletepOyprekoi
n30UpaTeIbHOM  KOMHUCCHUU, W30UPATEIbHBIX KOMHCCHA  BHYTPHUTOPOJCKHX
MYHULHAAIBHBIX o0OpazoBaHMii Cankr-IletepOypra, CHUCTEMHBIX
aMUHUCTPATOPOB KOMIUJIEKCOB CpEJCTB aBTOMaTu3anuu [ 'ocynapcTBEeHHOM
aBTOMaTU3UpOBaHHON cuctembl Poccuiickoit ®denepanuu «BpiOopbl» (nanee —
UCTOYHUKU  WHPOpMAIMM),  HampaBisieMble  HM30MpaTeIbHOM  KOMHUCCHEH
UCTOYHUKAM HHQPOpMAIIMU, a TaKXKe JOKYMEHTBI, IMEpeChlIaeMble MEXIy
KOMILJIEKCAMH ~ CPEJCTB  aBTOMATH3AllMM TEPPUTOPUATBHBIX U30MpaATEIbHBIX
komuccuii B Cankr-Ilerepoypre (manee — KCA THUK), Canxt-IletepOyprckoit
n3buparenbHoit komuccuedr (manee — KCA HKCP®) wu llentpanbHoi
u3zbuparenbHoi komuccueit Poccuiickoit @enepanuu (nanee — KCA UK Poccun)
B paMKax peaiu3anuu 1eneil u 3amad ['ocynapcTBeHHON CHUCTEMBbl pEerucTpanuu
(yueta) uzbupareneit, yuacTHuKoB pedepenayma B Poccuiickoit denepariuu.

JlokymMeHTbl MOTyT OQOpPMISATHCA Kak Ha OyMaXXHBIX, TaK M Ha
MaIlIMHOYUTAEMbIX HOCUTEISX.

6.2.2. Pabota ¢ JOKyMEHTaMmH, COJIEp)KAIMMHU CBEJCHUS 00 M30MpaTelsx,
ydacTHUKax pedepeHayMa, JOJDKHA OCYIIECTBISATHCS € Y4ETOM  HOPM
®denepanbHoro 3akoHa ot 27 wurois 2006 roga Ne 152-®3 «O mepcoHanbHBIX
TaHHBIX», [lonoxeHuss 00 OCOOEHHOCTSIX OOpaOOTKM MEPCOHANBHBIX JaHHBIX,
OCYIIECTBIISIEMON 0€3 HCIOJb30BaHUS CPEACTB aBTOMATU3AIlMU, YTBEPKICHHOTO
NOCTAHOBJICHUEM [IpaBuTEenbCcTBA Poccuiickoit denepanuu
ot 15 centsa0ps 2008 roma Ne 687, Ilomoxxkenus o I'ocymapcTBeHHOW cucteme
peructpanuu (ydera) uzlOupareneld, y4acTHUKOB pedepeHayma B Poccuiickoii
denepanuu, YTBEPKIECHHOT'O [MIOCTAHOBJIEHUEM 1K Poccun
ot 6 HOsOpss 1997 roga Ne 134/973-11, PermamMeHTa HCIIOJIB30BAHUS TOCHCTEMBI
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«Peructp  um3bupateneit, ywyacTHUKOB pedepenayma»  [ocymapcTBEeHHOM
aBTOMAaTU3UpOBaHHOM  cucteMbl  Poccuiickoit ~ ®enepauuun  «BpiOops,
yTBepkaeHHOoro mnoctaHoBieHueM I[HMK Poccum ot 26 wmapra 2014 roma
Ne 223/1437-6, Tlonoxenuss o0 oOecneueHun Oe3omacHOCTH WHGOpPMAIMHA B
['ocynapcTtBeHHOM aBTOMATU3UpPOBAHHOW cucreMe Poccuiickont ®Denepaunun
«Bp100opE», yTBepkaeHHOro moctaHoBieHueM I[IMK Poccuu ot 23 urons 2003
roga 19/137-4.

6.2.3. JIokyMeHTBI, cCoJeprKalllie CBEJICHUS 00 H30HMpaTesssX, Y4aCTHHKax
pedepeniyMa 10KHBI 00padbaThIBaTHCA B pEKUME KOH(PHUACHIIMATLHOCTH.

6.2.4. Peructpanuio u XpaHeHHE JAOKYMEHTOB, COICpXKAIIUX CBEIEHUs 00
n30upaTensiXx, YyYacTHHKax pedepeHayma, MOCTYMAIMUX OT HCTOYHUKOB
uH(pOpMAlMM M HANpPaBISEMBbIX MM, OCYIIECTBISIOT TPAXKIAHCKHE CIy’Kalue
anmnapara TeppuTOpHaIbHON KOMUCCHH.

6.2.5. Ciucok  nuil, yHOOJHOMOYEHHBIX TIOJy4aTb OT HCTOYHHKOB
uHpopMauu M TepenaBaTh WM JOKYMEHTBI, COJEp)Kalllue CBEAEHUs 00
n30upaTeNsix, yuacTHUKaxX pedepeHayma, yTBepKIaeTcsl MprUKa3oM IpeacenaTess

TeppuropraibHON KOMUCCHH.

6.2.6. [loayynB oT ucTOYHMKA MHDOPMALIMKA TOKYMEHT Ha OyMa)XHOM JTHOO
MAIIMHOYMTAaEMOM  HOCHTENE, COIep)Kalluii cBeaeHUs 00 u30mparensx,
ydacTHUKax pedepeHayma, COTPYIHUK ammapara TeppuTOpHalbHON KOMHCCHUH,
OTBEYAIOIIN 32 JEIOMPOU3BOACTBO, NpOCTaBisieT NTOMETKY «JICID»:

Ha OyMa)XKHOM HOCHUTEJE - B IPaBOM BEpXHEM YNy IEpPBOMl CTpPaHULIBI

JIOKYMEHTA;
Ha MAIIMHOYMTAEMOM HOCHUTEJIE - B TPaBOM BEPXHEHW YACTH

MaIIMHOYUTAEMOT0 HOCUTEIISI TH()OPMAIIUH.

ITometka «JICII» mpocTtaBiseTcss TakKe Ha TEPBOM  CTpaHMIIE
COMPOBOJMUTEILHOTO TMHChMa K JIOKYMEHTaM, COJACpIKalluM CBEICHUS 00
n30uparesax, yuacTHUKax pedepeHayma.

6.2.7. Bce  NOKyMEHTBI, COJEp)Kalue CBeIeHUs 00 u30upaTesx,

y4acTHHKaxX pedepeHyma, M COMPOBOAMTENbHbIE NUChMAa K HHUM TpH HX
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MOJIy4CHUH MO0  OTMHpPaBKE  PETHCTPUPYIOTCS ~ COTPYOHHUKOM  ammapara
TepputopraibHOW KOMHUCCUHU, OTBEYAIOIIUM 32 JCJIONPOU3BOJICTBO B OT/IEIBHOM
XKypHaie 1o (opme, YCTaHOBIEHHOW COOTBETCTBYIOIIMM IPAaBOBBIM aKTOM
TepputopnanbHori komuccuu. lIpy 3TOM K PpETHCTPAalMOHHOMY HHJIEKCY
noKkyMeHTa jpo0asiusiercs: nomeTka «JICIDy».

6.2.8. CompoBojiuTeIbHBIE MHUChbMA K MAIIMHOYUTAEMBIM  HOCHUTEISIM,
collep KallliM HW3MEHEHHUs PErMoHalbHBIX (PparmMeHTOB Permcrpa wu3buparenei,
YYaCTHUKOB pedepeHayMa pEerucTpUpPYIOTCS OTBETCTBEHHBIM 32 BEJICHUE
JEJIONPOU3BOACTBA B TeppuropuanbHol  komuccuu. Ilpy  sTOoM  Ha
COMPOBOJIUTEIBHOM MUCHME€ M MAIIMHOYMTAEMOM HOCUTENE MPOCTABIACTCS
nomeTka «CID».

MaiiHounTaeMble HOCUTEINH, COJCpKAlllMe HM3MEHEHUS PEruOHAIbHBIX
dbparmMeHToB Peructpa nu30uparenei, YYaCTHUKOB pedepenayma,
CONPOBOJIUTEIIbHBIC MUChMA K HUM JIOCTABIISIIOTCA B TeppUTOpHATbHYI0 KOMUCCHIO
MOCPEACTBOM 3aIIUIIIECHHBIX cepTUuUIIMPOBAaHHBIMU cpeAcTBaMU
Kpunrorpa@uueckod  3amUThl  TEJIEKOMMYHHUKAIMOHHBIX  KaHaioB  ['AC
«Bp160pbIY», opranamu enepanbHON (PesTbaberepCcKoi CBSA3H JIMO0 HAPOUHBIM.

6.2.9. JlIokyMeHTBI, coaepiKallue CBeleHUs 00 u30MpaTressik, y4aCTHHUKAX
pedepernymMa, Ha OyMa)XHBIX JHOO MAITMHOYMTAEMBIX HOCHUTEISX XPaHATCS B
ceiibax WM B HAJEKHO 3aMUPAEMbIX W OMNeyaThiBaeMbIX IKadax (SIUKax,
XPaHWIUIIAX ).

[To ucTteueHnu cpoka XpaHeHUsI U PACCMOTPEHUS HA DKCIIEPTHON KOMUCCUU
TeppuTopralbHOW KOMHCCHUU YyKa3aHHbBIE JOKYMEHThl YHUUYTOXKAIOTCS IO aKTy
(mputoxenue Ne 13).

6.2.10. TokyMeHTBI, coaepKaliiue CBEJACHUS 00 M30MpaTeNsiX, y4aCTHUKAX
pedepeHaymMa, TEpPeaarOTCs COTPYAHHKAM TeppUTOpUATIBHON KOMHUCCHU TIOJ
MOJIUC.

Ilepemaua JAOKYMEHTOB, COJEpXKalIUX CBEACHUA 00 u30Uparesx,

ydacTHHKaxX pedepeHayma, OT OJHOTO PaOOTHHKA APYrOMY OCYIIECTBISIETCS C
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paspemieHus npeacenarens TeppuTOpUaNbHOM KOMMCCHMM WM JIMLA, €ro
3aMEILAOIIETO.

JIOKYMEHTBI, COJep’Kallie CBeAeHUs 00 u30upaTensax, ydacTHUKAX
pedepeHaymMa, THPAKHUPYIOTCS C TMHCBMEHHOTO pa3pelieHusl MpejacenaTens
TeppuTopHalbHON KOMUCCHHU W JIMIA, €70 3aMEIIAOIIEr0. YYEeT TUPAKUPYEMBIX
JOKYMEHTOB OCYILECTBIsIeTCS MO3K3eMIusipHO. Ha oOopoTe mocnenHero miucra
KQKJOT0 3K3EMIUIAPA UCIOJHUTEND JIOJDKEH YKa3aTh KOJWYECTBO OTHEYATAHHBIX
AK3EMILISIPOB, CBOIO (PaMUIIMIO U JaTy TUPAKUPOBAHUS JOKYMEHTOB.

6.2.11. O d¢akrax yTpaThl AOKYMEHTOB, COJEP)KAIUX CBEACHHUS 00
n30Uparensx, ydacTHUKax pedepeHayma, aub0 pas3riiallieHus COAEepKalleics B
HUX HMH(pOpMalUu CTaBUTCS B H3BECTHOCTb HpelceAarenb TeppuTopuanbHON
KOMUCCUM WM JUIo, ero 3amemawomee. [lpeaceparens wuimm  Jaumo, €ero
3aMellaroniee, Ha3HauaeT KOMHUCCUIO JJI paccieloBaHUsl 0OCTOSITENIbCTB yTpaThl
WIM pasrjamieHus. Pe3ynbrarsl NPOBEPKH JOKIAIBIBAIOTCA IPEACENATEIIO
TeppuToprallbHOM KOMUCCUHN WU JIUILY, €70 3aMELIAOLIEMY.

/. IloaroroBka, ogopmiieHue, BBITYCK, Y4eT JOKYMEHTOB, PACCMATPHBAEMbIX

Ha 3acefaHusaX TeppuTopHaAIbLHOH KOMUCCHH

7.1. ®opmupoBanme NMpPoeKTa NMOBECTKU JAHS 3acelaHuA
TeppuropuajbHOil KOMHCCHUM.

7.1.1. TIpoekT TOBECTKM JHS 3aceqaHus TeppUTOpUATBHOM KOMHUCCUU
bopmupyetrcss mpexacenareiemM (cexkperapem) TeppUTOPHAIbHOW KOMHCCHHM B
CPOKH, YCTAHOBJICHHBIE pPEIJaMEHTOM TeppuUTOpUaIbHOM KOMHUCCUH, Ha
OCHOBAHHH TUTAHOB PaOOTHI U pemieHu TeppuTopraribHON KOMUCCUH, TOPYUEHUN
npexacenarens TeppuTopuanbHOM KOMUCCHHU, MOCTYIUBIIUX JOKYMEHTOB U, MOCHE
COrjacoBaHHUsl ¢ mpexacenarenaeM TeppUTOpPUATBHOM KOMHUCCHH, MOANKMCHIBAECTCS
cekperapeM TepputopraibHONM KOMUACCHUMU.

7.1.2. Ynensl TepputopuanbHOW KOMHCCHM BIpPaBE MPEIJIOKUTh BHECTH B

IMPOCKT IMMOBCCTKU JHA 3aCCIaHUA BOIIPOCHI, B TOM YHUCIIC, HC NPCAYCMOTPCHHBIC
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wiaHaMd paboThl W peleHusIMU TeppUTOpHanbHOM KOMUCCHH, TPU YCIOBUH
HaJIN4us MOArOTOBIICHHBIX 110 3TOMY BOIIPOCY TOKYMEHTOB.

JlaHHBIE BOMNPOCHI BKJIIOYAKOTCS B IPOEKT TMOBECTKU [HA 3acelaHus
TepputopralibHOl KOMHUCCHH TIPH MUCBMEHHOM oOOpamieHud (B TOM YHCIE
HaIpaBJICHHOTO MO CPEICTBaM JJIEKTPOHHOM MOYTHI) wieHa TeppuTopuanbHOi
KOMHCCHUU [0 MHUILIMATUBE KOTOPOIO BOMNPOC BBIHOCHUTCS HA 3acelJaHuE, HAa UM
npeacenarens TeppuTopuanbHOM KOMHMCCUH, B KOTOPOM YKa3bIBAETCS HA3BAaHUE
BOIIpOCa, AOKJIAAYMK W JlaTa IMepeladd IMOJATOTOBJICHHOTO IMPOEKTa PELICHUS B
COOTBETCTBHM C NYHKTOM 7.2 WHCTpyKIMM M MaTepHaJOB K HEMY CEKPETAPIO
TeppuropraibHON KOMUCCHH.

7.1.3. CornacoBanHblil ¢ mpejacenareneM TeppUTOPHATbHOM KOMHUCCHHM U
MIOANMCAHHBIA CEKpeTapeM TeppuTOpranbHOM KOMHUCCHHM IMPOEKT IMOBECTKU IHS
3acenaHusl TeppUTOPUAIBHON KOMUCCHUM THUPAXKUPYETCS I PACCBUIKM YJIEHaM
TeppuropuaibHOM KOMUCCHH.

[IpoekT moBeCcTKM AHS 3acelaHusi U30UpaTeIbHON KOMUCCUM pa3MellaeTcs
Ha oduImasibHOM caiiTe u30upaTeIbHONM KOMHCCHM B  HWH(OpPMaIMOHHO-
TEJICKOMMYHUKAIIMOHHOUN ceTu MHTepHeT.

7.2. TlonroToBKa JOKYMEHTOB IO BONPOCAM, BKJIIYEHHBIM B NMPOEKT
NOBECTKHM JHA 3acefaHust TeppuTOpHAIbLHOM KOMHUCCHH.

7.2.1. JIOKyMEHTBI TI0 BOIPOCAaM, BKJIFOYCHHBIM B IPOCKT IMOBECTKH JHS
3acenanusl TeppuTOpruaIbHOM KOMHMCCUH, TOTOBATCS WIEHAMHU TeppuUTOpUaIbHOU
KOMHMCCUHM, 32 KOTOPBIMM 3aKpEIUIEHBl COOTBETCTBYIOIIHWE  HANPABICHUS
NEeSATEIbHOCTH, C IPUBJICYEHUEM, B CIyyae HE0OX0AUMOCTH, paOOTHUKOB armapara
TeppuropruaibHOM KOMUCCHU U APYTUX CHELUUAAIUCTOB.

7.2.2. IlpencraBnsieMble K pacCMOTPEHUIO JOKYMEHTBHI JIOJKHBI BKJIIOYATh
O3arJIaBJICHHBI TPOEKT PEIICHUS C MPUOOIICHHBIMA K HEMY TMOIJIUHHUKAMHU
JOKYMEHTOB, IIOCIYKMBIIMX OCHOBAaHHMEM JUIsi PAacCMOTPEHHs BOIIpoca Ha
3acenaHud TeppUTOpUAIbHOW KOMHUCCUH, JIMOO MPOEKT MUChMA, MOAJIEKAIIETO
COIJIACOBAHUIO Ha  3aceJaHuu TeppuropuanbHOM KOMHCCHUH, pu
HE0OXOMMOCTH — MOSACHUTEINIbHYIO 3alMCKY IO pacCMaTpUBAEMOMY BOIIPOCY.
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7.2.3. TIpoexThl TOKyMEHTOB (BKJIIOUYasi MPUIIOKEHHUS ), IPEICTABIsIEMbIE JJIsI
pacCMOTPEHHsSIT HA 3acelaHuu [eppUTOPUATIBHOM KOMHUCCHHM, BU3UPYIOTCS
WCIIOJIHUTENIEM, U 4JIEHOM TeppuTopuaibHOM KOMHMCCHUH, OTBETCTBEHHBIMHM 32
MOJATOTOBKY TOKYMEHTA.

[IpoekThl JOKYMEHTOB (BKJIIOYasi MPHIIOKEHUS), COJIEpKalUe BOMPOCHI
(dbuHaHCUpOBaHUSI BBIOOPOB, OOECHEUYEHHS JESITeNbHOCTH TeppUuTopuanibHON
KOMHUCCHH, OOY4YeHHS OpPraHHU3aTOPOB BHIOOPOB M YYAaCTHMKOB H30MPATEILHOTO
mpoiiecca, B 00S3aT€IbHOM TMOPSAKE BU3UPYIOTCS TJIABHBIM  OyXraiaTepom
TeppuropraibHON KOMUCCHH.

Bu3bl npoCTaBisAIOTCS B KOHIIE TEKCTAa IMPOEKTa pEHIeHus b0 Ha
OOOpOTHOM CTOpPOHE TMOCJIEIHEro JMCTa MPOEKTa JOKyMEHTa (BKJIrOYas
NPUJIOKCHUSI) TI0 yCTAaHOBIEHHOH ¢opme (mpuioxenne Ne 6). Kaxaprii muct
IIPWIOKEHUS BU3UPYETCS UCIIONHUTENIEM. Br3a nmpocTaBiisieTcsl B IpaBOM HUKHEM
yIi1y Ha CBOOOJHOM IOJI€ CTPaHMIIbI IOCIE TeKCTa JM00 Ha 000POTHON CTOPOHE.

7.2.4. TIpoexThl TOKyMEHTOB JIJIsl BUSHPOBAHUS JOJDKHBI MPEICTABISATHCS B
CPOKH, YCTAHOBJICHHBIE PETJIAMEHTOM TeppUTOpUATEHON KOMUCCHUMU.

7.2.5. UcnionauTens o0OeceunBacT KOMIUIGKTHOCTh BCEX JIOKYMEHTOB,
0003HAYEHHBIX KaK B IPOEKTE PEIICHHUS, TaK U B MPUIOKEHHUIX K HEMY.

7.2.6. Tlocne mpocMOTpa, a B HEOOXOAUMBIX CITydasX — BHECEHUS MOIPABOK,
cekpeTapb TeppUTOpUanbHOM KOMHCCHUM HAa TMOATOTOBJIEHHBIX M O()OPMIIEHHBIX
JUISl paCCMOTPEHMSI HA 3aCElaHMM IPOEKTax JIOKYMEHTOB JeflaeT oTMeTKy «Ha
3ace/laHne», CTaBUT MOJIUCH U JaTy M TepelaeT BeCch KOMIUIEKT JIOKYMEHTOB
OTBETCTBEHHOMY 3a BEJICHHE AEJIONPOU3BOJACTBA (3a MOJATOTOBKY 3acelaHusi) s
TUPAKUPOBAHHUSL.

7.2.7. IIpoextsl pemenuit Komuccnn u apyrue HeoOXOauUMBbIE MaTepHalIbl
penocTaBIsiioTea wieHaM Komuccuu He mo3ziHee, 4eM 3a JBa pabouyux JTHS 110
3acenannd Komuccnn, a B MCKITFOUMTEIBHBIX CIIydasX — HE Mo37Hee yeM 3a | yac
10 Hayasa 3acemanusa Komuccun.

7.2.8. OTBeTCTBEHHBIA 32 BEICHHUE JIETOMPOU3BOJICTBA  (TMIOJATOTOBKY
3ace/laHrs) KOMIUIEKTYET Manku ¢ JTOKyYMEHTaMH, MOAJekKAIIUMHU PacCMOTPEHHUIO,
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B COOTBETCTBHUM C THPOEKTOM I[IOBECTKM JHS 3acelaHus TeppUTOpHaNIbHOU
KOMUCCHUM U pa3gaeT HX 4WIeHaM [eppUTOpUaibHOM KOMHCCHH, B CpOK,
YCTaHOBJICHHBIN PErIAMEHTOM TeppUTOPHUATIBHON KOMUCCHH.

Ecmm umen TeppuTopuanbHOM KOMHMCCHHM HaxOAUTCA B  OTIIYCKE,
KOMaHJIMPOBKE UJIM OTCYTCTBYET IO 00JIe3HU, MpeTHA3HAUYCHHAS /I HETO TMaIKa C
JOKYMEHTaAMHU OCTaeTcsl J0 €ro BO3Bpall€HUs Y OTBETCTBEHHOIO 3a BEICHUE
JETONPOU3BOICTBRA (32 MOATOTOBKY 3aceqaHus).

Unenam TepputopranbHONW KOMUCCUU C IPABOM COBEIIATEIBHOIO IoJIoca U
JUUaM, [pUIJIAIIEHHBIM Ha  3aceJaHue, COOTBETCTBYIOUIME  MAaTepHuabl
NepeIarnTCs epel HaYalIoM 3acelaHusl.

7.2.9.Tlepen  HayamoM  3aceqaHUsl  OTBETCTBEHHBIH 3a  BEJCHHE
JIEJIONPOU3BOACTBA (3a MOATOTOBKY 3aceJaHusl) PETUCTPUPYET MPUTIIALIEHHBIX Ha
3acelaHne  JIML,  CHOUCOK  KOTOPBIX  IPEACTaBISAETCS  IPENCEHaTelIo
TeppuropualibHOM KOMUCCHU.

7.2.10. Ha 3acemanuu TeppUTOpHATbHON KOMHUCCHU BEAETCS MPOTOKON H
MOKET NPOU3BOAMUTHCS ayAHO3anuch (BUAeo3anuch). B ciywyae mnpousBoicTBa
aynuo- wid  (BHAEO) 3alMCH  WieHbl TeppuTOpHaibHOM KOMHCCHM U

IMPUTTTAICHHBIC YBCAOMIIAIOTCA 00 3TOM a0 O0OBSIBJIICHHS ITOBECTKH JHs 3aCCIaHuA.

7.3. Beimyck JTOKYMEHTOB, pPaccMOTPEHHBIX HA 3aceJaHuM
TeppuToprajJibHOM KOMHCCHH.

7.3.1. JlokyMeHTBI, pacCMOTpPEHHbIE Ha 3acelaHuu TeppUTOpHATBHON
KOMHUCCUHU, B Cllyyae, €Clid B XOJI€ 3acellaHWs BHOCWJIMCH M3MEHEHUS, JOJIKHBI
OBITh 10pabOTaHbl, a 3aT€M MOAMUCAHbI, 3aPETUCTPUPOBAHBI U PA30CIIaHbI.

7.3.2. Cpok 10opabOTKM JOKYMEHTOB HE JOJKEH MPEBBIIATH TPEX pabounx
JTHEeN mocne AHS 3acelaHus, €clidi HWHOM CpOK He ormpeneneH ¢eaepaibHbIM
3aKOHOM H (WJM) 3aKkoHOM cyOwekta Poccuiickoit denepaiuu, periiaMeHTOM
TeppuropragbHON KOMUCCHUU WM HE OTOBOPEH HA 3aCEIaHUMU.

7.3.3.Ilpu nmopaboTke JOKYMEHTa WCIOJIHUTENIb BHOCUT B TEKCT
COIJIaCOBaHHBIE B  XOJ€ 3acelaHMs M3MEHEHHMs. B cioydae INpuHATHA
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TepputopuanbHOl KOMHCCHEH pelieHHsT O HEOOXOAMMOCTH KOHTPOJS 3a
BBITIOJTHEHUEM PEUIEHUS €ro TEKCT JOMOJHSAETCS IYHKTOM, B KOTOPOM
Ha3HAYalOTCs JIMIa, OTBETCTBEHHBIE 32 MCIIOJHEHUE, U B Cllydae HEOOXOJIUMOCTH
OIPEIENSIETCS CPOK UCIIOTHEHMUS.

[Ipu HEOOXOAUMOCTH, B CiIydae BHECEHHUS B JIOKYMEHT COTJIACOBAHHBIX Ha
3acejaHuM U3MEHEHUI, OH BH3UPYETCS y WIEHOB TeppUTOpPHANIBHON KOMHCCHH,
BHECILMX HA 3aCEAaHUHN COOTBETCTBYIOLIUE MTPEITIOKECHHUS.

Buszbl mpoctaBistorcs Ha  OOOpPOTHOM CTOpPOHE TIOCIETHEro JIMCTa
JOKyMEHTa (pelieHusi, MPUJIOKEHUs) MO YCTAaHOBJICHHOW (opme (MpUsioKeHue
Ne 6).

7.3.4. VcrioTHUTEND CIIETUT 33 KOMIUIEKTHOCTBIO MPUJIaraeMbIX K PEIICHUIO
JOKYMEHTOB M pacIoJiaraeT MX B TOH MOCIEAOBATEIbHOCTH, B KOTOPOH OHU
YIOMUHAIOTCS B TEKCTE.

7.3.5. Ecntu Bompockl, cojepkaluecss B peHieHUU T eppUTOpHabHOU
KOMHCCHUH, KacalTCsl JESITEIbHOCTH OJHOM WM HECKOJIBKMX CTOPOHHUX
OpraHu3aluid, K JOKYMEHTY TMpWJaraercsi JIUCT COTIJIaCOBaHUS, B KOTOPOM
YKa3bIBa€TCs HAaMMEHOBAHWE OpraHU3allu, JOJKHOCTh, MHULMAIBI U (pamMuius
JIOJDKHOCTHOTO JIWIA, C KOTOPBIM 3TOT JOKYMEHT COTJIacOBaH, U CTaBUTCS €ro
JIMYHAas MMOJIUCH.

CormnacoBanue MOXeT O(OPMIISITBCS Ha TMOCIEAHEM JIUCTE pEeLIEHUs
TeppuropuaibHOM KOMUCCHH.

7.3.6. K odopMmiaeHHOMY i TOINMWCAHUS PEIICHUIO | eppUTOPHATBHON
KOMUCCHUM HCHOJHUTENb MpPHJIaraeT oOT4eT O pPa3MELIEHUU pEIIeHUs Ha
opurmanpbHOM  caiite  TeppuTOpHATIBHOW  KOMHCCHM W PACChUIKE  TIO
COOTBETCTBYIOILIUM aJipecaTaM, KOTOPbIM HAMpaBIAETCA pelIeHUuEe U30upaTesbHON
komuccnu (nanee — Otuet) (mpunoskernue Ne 7).

B Otuer BKIIIOYAIOTCS AOKHOCTHBIE JIMIIA (OpTraHU3aIiK), KOTOphIe OyIyT
3QJICICTBOBaHBl B peaM3allUM TPUHATOrO JOKYMEHTA WJW JOJKHBI OBITh
POUH(POPMHUPOBAHBI O €TO COJECP)KAHUH M KOTOPBIM 3TOT TIOKYMEHT JIOJKEH OBIThH
pasociiaH.
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OT4er NOANMCHIBAETCS HUCHOJHUTEIEM U YTBEPKIAETCS MpeAceaTesieM
TepputopruaibHON KOMUCCHH.

7.3.7. ObopMIICHHBIN KOMIUIEKT JOKYMEHTOB (pelIeHue, 0003HAauYeHHbIC B
€ro TeKcTe NpuiIokeHus, OT4eT) UCHOJHUTENb NEPENacT OTBETCTBEHHOMY 3a
BEJICHHWE JICJIONPOU3BOACTBA (32 TOJATOTOBKY 3acefaHusi) HJisi MPOBEPKHU
MPaBUILHOCTH O(POPMIIEHUSI TOKYMEHTOB U MOCJIEAYIOIEro UX MPeICTaBICHUs Ha
IIOAIMCH MPEACEAATENIO U CEKpETapro TeppuTopranbHON KOMHCCHUM.

7.3.8. Pemienue  moOAMUCHIBAETCS — NpelcenaTeleM U CEeKpeTapeM
TeppuropraibHON KOMUCCHH.

Ecnmn na 3acemanum TeppuTtopmanbHOM KOMHCCHUM TIPENCENATEIHCTBOBAI
3aMeCTUTENb  IpeAcenarens  TeppUTOpuanbHOM  KOMMCCUHM, — CEKpeTaphb
TepputopralbHOM KOMHUCCHH WM OJIMH U3 YIEHOB TeppuUTOpHaIbHON KOMUCCUU C
[IPAaBOM  pEIIAIOIIEro IoJioca, a TakKe €CIM  IIOJIHOMOYMsA — CeKperaps
TepputoprallbHOM KOMMCCUU OCYLIECTBIII OJUH U3 WICHOB TeppUTOpHUAIbHOU
KOMMCCHUH C IIPAaBOM PEMIAIOIIEr0 IroJIoca, TO MOANKUCH B IIPOTOKOJIE, HA PEIICHUN
o(pOpMIIAIOTCS CIEAYIOUIMM 00pa3oM:

«3amMecTuTenb Tpeacenarens TeppuTOpUaIbHON KOMHUCCHM» — B CIIy4ae
BPEMEHHOTI'0 OTCYTCTBUA Ipeacenareis TeppuropuaibHON KOMUCCHUY;

«Hcnonssrommii  00s13aHHOCTH TIpeicenaTens TeppuTopuaibHOM KOMUCCUI —
npu Hanmuuuu pemienuss Caskt-lIletepOyprckoid M30MpaTenbHON KOMHUCCHUU O
BO3JIOKCHMM Ha OJHOIO W3 WICHOB TeppUTOpPUATIBHOM KOMHUCCHM C IIPAaBOM
PEMIAKOIIETO TOJI0Ca MOJIHOMOYUH ITpeacenaTens TeppuTOpruaIbHOW KOMUCCHH;

«lIpencenaTensCTBYOMNM HA 3aceqanun TeppuUTOprUaIbHON KOMHCCUN» - B
Cllyyae BPEMEHHOIO OTCYTCTBMS MPEACENATENs], 3aMEeCTUTENs IpeacenaTess
TeppuropuanbHol KomMuccuu, otcyTcTBus pemenuss Caskt-lletepOyprekoi
n30MpaTeTHbHOM KOMHCCHH O BO3JIOXKCHHUH HA OJTHOTO U3 WICHOB TeppUTOpHaTbHON
KOMHMCCUM C IIPaBOM PELIAIOLIEr0 ToJjoca IIOJHOMOYMM  IpeacenaTesns
TeppuroprasbHOM KOMHUCCUM M IPU HAJIWYAM pelIeHus TeppuropuaibHOU

N30MpaTeIbHOM KOMUCCHH,
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«Ucnonusromuii  00s13aHHOCTH cekpeTaps TeppuTopuanbHON KOMUCCHI —
B Clly4ac Hajau4us peueHus TeppuTOpualbHOM KOMHCCHUM O BO3JIOKEHUM HA
OJTHOTO W3 WIECHOB TeppUTOPUAIBHOM KOMHMCCHH C IIPABOM PEIIAOIIEro rosoca
ITOJTHOMOYHNHU cekpeTaps TeppuTOpraIbHON KOMUCCHH.

«Cekperapp 3acenanus TeppuUTOpHAIbHOM KOMHUCCUM» — B  Cllydae
BPEMEHHOI'O OTCYTCTBUS CEKpeTaps M30UpaTeabHOW KOMHCCHM U IPH HAIUYUHU
perieHus N30upaTeIbHON KOMUCCHUU.

7.3.9. Ilocne mnoxamnucaHusi peLIEHUs] PErUCTPUPYIOTCS IMPECcCeaaTeIeM
(OTBETCTBEHHBIM 3a BEACHHE AEJIONPOU3BOACTBA) TeppuTOpUaIbHON KOMUCCHH C
UCIIOJIb30BaHUEM peructpaimoHHord ¢opmsl. Ha noxkymentax wu  Ortuere
IIPOCTABIIAECTCS PETUCTPALIMOHHBIN HOMED.

7.3.10. Pemenust HyMepyIOTCSI B XPOHOJIOTUYECKON MOCIEA0BATEIHHOCTH
B IIpejesiax cpoka noiaHomouuil TeppuropranbHoil komuccuu. Homep pemienus
COCTOMT M3 HOMEpPA IIPOTOKOJIA U IMOPSAKOBOTO HOMEpa pPELICHUs, Pa3/ieiICHHbIX
neucom, Hanpumep: 1-5.

7.3.11. YkazaHHbIC BBIIIEC PEKBU3UTHI BHOCSTCS B PETUCTPALIMOHHYIO (hOpPMY.

7.3.12. Pa3perienne Ha THpPaXUPOBAHUE JOKYMEHTOB B HEOOXOIUMOM
KOJIMYECTBE JAaeT IMpeaceaareiab TeppuTopuaibHOM KOMHUCCUU. JIOKYMEHTHI
TUPAKUPYIOTCS OTBETCTBEHHBIM 3a BEICHME JIEJONPOU3BOJCTBA (32 MOATOTOBKY
3acefaHusi) B cCoOOTBeTCTBUM ¢ OT4eTOoM, HaA KaXJAOW KOMUU JIOKYMEHTa
IIPOCTABIIAETCS reyarsb, YAOCTOBEPSIOLIAs MOANHCH npeacenaTens
TepputopuanbHOM KOMHCCHMM M cekpeTaps TeppuTopuanbHOl komuccuu (0e3
BOCIIPOU3BEICHUS MOJIITUCEH ).

7.3.13. Konust pemenus TepputopraibHOW KOMHUCCHU — HAIPaBIISIETCS
rpaXJaHUHY B Cily4ae, eclii ero oOpaileHue B TeppuTopuaIbHyI0 KOMHUCCHIO
NOCIY’)KWJIO  OCHOBAaHMEM JUIAI PACCMOTPEHUS BONpoca Ha  3aceJaHuu
TeppuropuaibHOM KOMUCCHH.

7.4. OdopMmieHne nNpoToKoJia 3aceqanns TeppuropuaibHoil KOMUCCHH.

7.4.1. Tlporokon 3acenanus TepputopuaibHOM KOMUCCHU O(QOPMIISIETCS Ha
OJlaHKE B CPOK, YCTaHOBJIEHHBIN pErilaMeHTOM TeppuTOpUaIbHON KOMHUCCHH.
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7.4.2. TIpoTokon 3aceganus MOXET O(pOpPMIIATHCA B MOJHOW MU KPaTKOM
dbopme.

7.4.3. Texct mpoTokoyia 3acenanus TeppuTopuasbHON KOMHCCHH COCTOUT
Y3 ABYX 4aCTel — BBOJHOW U OCHOBHOM.

7.4.4. B BBOJHOI YacTH MPOTOKOJIA YKa3bIBAIOTCSA (haMUIIUSI W WHUIIAAIIBI
npejacenareabCTBytomero  (mpeaceaarens — TeppuUTOpUaibHOM  KOMHUCCHH,
3aMeCTUTENb  Mpejacenarens  TeppuropuaibHOW  KOMHUCCHH,  CEKpeTaph
TeppuropralibHOM KOMHCCHHM) M MPUCYTCTBYIOIIMX HA 3aCEaHUU: 3aMECTUTENS
npeacenarens TeppUTOpHabHOM KOMHMCCHH, cekperapss TeppuropuanbHOU
KOMHUCCHH W WICHOB TeppUTOPUANIBHON KOMHCCHH, B TOM YHCIE C TMPaBOM
COBEILATEJIBHOTO T0JI0oCa U JIML, MpPUIJIAIIEHHBIX HA 3acefaHue, B al(aBUTHOM
MOPSITIKE.

JlomyckaeTcsi OQOpMIIEHHE MNPUCYTCTBYIOUIMX OTAEIbHBIM CIHCKOM C
yKa3aHWEM HWHUIUAIOB, GaMwinii U JoipkHocTedl. CHUCOK mpuiaraercss K

IIPOTOKOJY 3aCCaaHusl.

Hanpumep:

IIpencenarenbcTBOBAN: [Ipencenarens TepputopuanbHOil H30UpaTENbHOM
xomuccuu Ne 41 @.11.0.

IIpucyrcrBoBanu:

3amecTuTeNnb npeacenaTens ©.1.0.

TepputopuanbHOil H30UpaTENbHOM
komuccun Ne 41

Unensl TepputopuansHoit uzbuparensHon  ©.1.0.
komuccuu Ne 41

Unens! TepputopuanbHoit uzdbuparensuonn  ®.1.0.
komuccuu Ne 41 ¢ mpaBom
COBEUIATEIBHOTO IojIoca

IIpurnamenseie ®.1.0.

7.4.5. TloBecTka JAHS BKJIIOYAETCS B BBOJAHYIO 4YacTh IpoTokoia. OHa

COCTOUT M3 ICPCUUCIICHUS BOIIPOCOB, KOTOPLIC 06CY}I(I[3.IOTC$I Ha 3ac€aaHuu, U
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3aKpeIUIsIeT TOCJIEI0BATebHOCTh WX OOCYXAeHUS U (aMUIMH JOKJIATIHKOB
(BBICTYNAOILIHNX ).

Kaxxnp1ii Bompoc MoBeCTKH JHS 3acelaHusi HymepyeTcs apaOckoi nudpoi,
ero HamMeHoBaHue QopmynupyioT ¢ npemiora «O» unmu «O6». Ilo kaxmomy
NYHKTY YKa3bIBaeTCad JOKIAAUYUK M ¢dopMa MpeAcTaBiIeHUs Bompoca (oK,
oT4eT, COO00IIeHUE, HHGOPMAILIUS).

7.4.6. OcHOBHAsI YacTh MPOTOKOJIA COJEPKHUT CTOJBKO Pa3/IesioB, CKOJILKO
IIYHKTOB BKJIFOYEHO B IOBECTKY JIHS. B COOTBETCTBHUM C HEM pa3aeiabl HyMEPYIOTCS.

Kaxnei  paszmen  coctout w3 Tpex  uactend: — «CIIYITAJIN»,
«BBICTYIINJIN», «Tepputopuanbhas nzduparenbHas komuccus Ne 41 pemmnay,
KOTOPBIE NIEYATAKOTCS OT TPAHULIBI JIEBOTO TOJIS.

B wactm «CJIYIIAJIM» KpaTko W37ara€Tcsi TEKCT BBICTYIUIEHUS
nokiaguuka. MiHunmans! u GaMumus J0KIaa4uKa eYaTaroTcsl C KPACHOM CTPOKU B
POIMTENBHOM MajaeXke. 3aluch JOKJIANa M3Jaraercss OT TPEThEro JIMIA
€AMHCTBEHHOT'O YHCJIa ¥ OTAEISAETCS OT (PaMUIMK THUPE.

Ecnu TekcT noknaza mpuiiaraercs K IpOTOKONY, TO MCHOJB3YETCS CChUIKA
«TekcT nokana npuiaraeTcs.

B wactu «BBICTYIIMJIM» nepeyucnstoTcss BBICTYHAIOMIUE W aBTOPbI
BONpocoB. MHummanel 1 paMuims BEICTYNAIOLIETO M€YaTal0TCsl C KPAaCHOM CTPOKHU
B UMEHUTENbHOM majexe. KpaTkas 3amuch BBICTYIUIGHHS 10 CYILIECTBY
paccMaTpUBaEMOI0 BONpoca (MO PELICHHUIO MPEACENaTENbCTBYIOIIET0) U31araeTcs
OT TPETHETO JIMIIA €IMHCTBEHHOI'O YUCIA.

Ecnu TekCcT BBICTYIUICEHMS TMpuiaraercd K MPOTOKOIY, TO HCIOJIb3YeTCs
cchlIKa « TeKCT BBICTYIUICHHSI IPUIIATAETCS.

B wactu «TeppuropuanbHas uzbuparenbHas komuccus Ne 41 pemmna:y
OTpa)kaeTcsi NPUHATOE pelIeHHe Mo O00CYKJaeMOMY BOMPOCY M PE3yJbTaTh
TOJIOCOBAHMS.

Conepxanue 0coOOr0 MHEHHS, BBICKa3aHHOTO BO BpeMs OOCYXIEHHS,

3aIMUCBIBACTCA B TCKCTC IIPOTOKOJIA IIOCJIC COOTBCTCTBYHOHICTO PCIICHUA WA
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oopmiiieTcss Ha OTAECIBHOM JIUCTE M TMOMEIIAETCs IMOCJE€ COOTBETCTBYIOIIETO
pEILICHMS.

7.4.7. Ilporokon 3acenanusi TeppUTOPUATILHOW KOMUCCHUU TOJIHCHIBACTCS
npeacenareneM TeppuTopuanbHOW KOMHCCUU (WM MPENICEATEeNbCTBYIONIMM) U
cekperapeMm TepputopuanbHoi KoMuccuu (wieHoM TeppuTopuanbHON KOMHUCCHUH,
UCIIOJIHSIBIIMM ~ O0SI3aHHOCTH  cekpeTapss TeppuTopuasbHOM KOMHUCCHM, WU
cekperapeM 3acenanus TepputopuaibHON KOMUCCHUR).

7.4.8. [IpoTokonbl  3acejlaHUil  HYMEpPYIOTCS B XPOHOJOTHYECKOMN
IIOCJIENOBATENBHOCTH B IIpelNeNiax Cpoka mnoiaHomounii TeppuropranbHOU
KOMUCCHUHU.

7.4.9. TIporoko:nsl 3acenanuii TeppuTopuanbHO KOMHCCHH, MPUOOIIIEHHbBIE
K HUM pElIeHUs BMECTE C MaTepuajamu, MOCITYXUBIIMMU OCHOBAaHHUEM I HMX
MPUHATHUS, OCOOBIMA MHEHUSIMU WIEHOB TeppuTOpraIbHOM KOMUCCUM XPAHSITCS Y
npenaceaarens TeppUTOpUaTbHOM KOMHUCCUHM, a 3aTeM, O(OpPMIICHHbBIE B

COOTBETCTBUHM C TpeOoBaHUAMU HCTPYKIIMY, IEPENAIOTCS B APXUB.

8. Odopmiienue npuka3os npejacenarens TeppuropuaibHoil KOMUCCHT

8.1. [Ipukaz mpexacenatens TeppuropuaibHOW KOMHCCHU IO OCHOBHOMU
NeATEeILHOCTH M JIMYHOMY cocTaBy (manee-Ilpuka3) odopmisiercs Ha OnaHke
yCTaHOBJICHHOM (hopMbI (rpritoskenne Ne 3.3).

8.2. Texkct Ilpukaza cocTOoUT, Kak MPaBUIO, U3 KOHCTATUPYIOIICH U
pacropsAUTEILHOM YacTEN U JOJDKEH HMETh 3ar0J0BOK.

8.3. B KoHcrarupymomiel 4YacTh  M3NaralTcs  UedM M 3aJa4d
MpEeANUChIBAEMbIX AEHUCTBUN. Eciu ocHOBaHueMm Kk u3naHuio Ilpukasza sBisiercs
HOPMATUBHBIM IIPABOBOM AaKT WM PACHOPSAUTENIBHBIA JIOKYMEHT, TO B
KOHCTAaTUPYIOLIEH 4aCTH YKa3bIBAIOTCs €ro Ha3BaHUE, 1aTa, HOMEP, 3ar0JI0BOK.

8.4.B pacnopsIANTEILHOM 4acTu coaepKarcs [EPEYUCIIEHUE
IPEANNUCHIBAEMBIX JCUCTBUH, CpOKM U ucnojguurenu. Ilynkrer IIpukasa

HYMEPYIOTCS apaOCKUMH UPPaMH C TOYKON ¥ HE UMEIOT 3ar0JIOBKOB.
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8.5. Ecmu ITlpuka3 m3MeHsieT, OTMEHSET WU JOTIONHSACT paHee W3IaHHBIN
[Ipuka3 wim ero oTAeNbHbIE TyHKTHI, TO 3TO OroBapuBaercs B Tekcte IIpukasa.

8.6. B mocnenneM nmyHKTe pacnopsIdTEIbHOM YacTd, IpU HEOOXOJIUMOCTH,
YKa3bIBA€TCs JOJKHOCTHOE JIULIO, Ha KOTOpO€E BO3JIaraeTcs
KOHTPOJIb 32 ucnoiaHeHnuem [lpukasa.

8.7. Ilpu nHanuuuu npusioxkenuit k [Ipuka3y B TekcTe Ha HUX 00S3aTENBHO
JIEAeTCsl CChLIKA.

8.8. Eciu B Ilpukasze coxaepkarcsi Bompochl (hMHAHCUPOBAHHUS BBIOOPOB,
oOecrieyeHus: JeATeIbHOCTH TeppUTOPHAIIBHOM KOMHUCCHHM, OJKCIUTyaTallud |
pa3BUTHS CPEACTB aBTOMATU3AllMHM, OOYYEHHsS OpPraHM3aTOpPOB BHIOOPOB U
YYaCTHUKOB HM30MpaTeNbHOrO Mpolecca, TO OH BU3HPYETCA Yy IJIABHOIO
Oyxranrepa.

Bu3ssl npocTaBisitoTcsi Ha 000pOTHOW CTOpOHE MociieAaHero aucta llpukasa,
TPWIOKEHHS K HEMY I10 YCTaHOBJICHHOU Gopme (mpuiiokerue Ne 6).

8.9. Ilocne monmucanus [Ipukasel PErUCTPUPYIOTCSA TpeaceaaTeaeM
(OTBETCTBEHHBIM 3a BEJCHHE JEJIONPOU3BOCTBA) TeppUTOPHATILHON KOMHUCCHH C
WCIIOJIB30BaHUEM PETUCTPALIMOHHONW (opMbl (kypHal) U GOpMUPYIOTCS B Jeia B
COOTBETCTBMM C HOMEHKJIATypou Jen TeppUTOopHalbHOM KOMHUCCUU BMECTE C
JNOKYMEHTaMHU, MOCITYKMBIIIMMH OCHOBaHHUEM IS u3aanus [Ipukasa.

8.10. Ilpuka3zam mpUCBAaWBAIOTCS PETUCTPALMOHHBIC HOMEpA B TMpeaeax
KaJIEHJApPHOIO ro/1a.

8.11. Konnu IIpuka3oB 3aBepsrOTCs Me4aThio.

8.12. [Ipuka3sl BMecTe ¢ JOKYMEHTAMH, MOCIYKUBUIUMU OCHOBAHUEM IS
UX W3JlaHWdA, XpaHATcAd Yy TIpeaceaarens (OTBETCTBEHHOIO 3a  BEACHHE
JEJIONPOU3BOJCTBA), a 3aTeM, O(OPMIICHHbIE B COOTBETCTBHM C HACTOSILIEH

NHCcTpyKLIMEN, TTIEpEeIatoTCs B apXUB.

9. KOHTpOJIb MCTIOJIHEHHUA JOKYMEHTOB M NOPY4YeHHUil

9.1. KOHTpOJIIO UCTIOTHEHUSI TOJIIeXkKAT:
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IIOPYYEHHUsI, COAECPIKAIINECS B IIOCTAHOBIECHUIX U Apyrux nokyMmenrax [{UK
Poccun, Cankrt-IletepOyprckoit u30upaTenbHOM KOMHUCCHHM, B PEHICHUAX
TeppuropuaibHOM KOMUCCHU;

- Iopy4eHus, comepxkamuecs B IIpukasax npeacenarens TeppuropuanbHon
KOMHCCHU;

- MUCbMEHHBIE OPYUYCHUS TIpeaceaaTens TeppuToprualibHON KOMUCCHH,

- BXOJSIINE JOKYMEHTBI, B TOM YHCJI¢ MUCbMEHHbIE OOpalleHusl TpakaH,
yKa3aHHbIE B [lepeuHe nmojsexanmux KOHTPOI JOKYMEHTOB C YKa3aHUEM CPOKOB
ucrnosHeHus (npunoxeHue Ne 8), B COOTBETCTBUU € YKA3aHHUSIMU IO HUCIIOJIHEHHIO
JIOKYMEHTA npeacenarens TeppurtopruaibHOW KOMHUCCHUU,

- UCXOJSIINE TOKYMEHTHI, TpeOyIoIINe OTBETA;

- MOPYYEHHUs], COAEPKAIIMECS B MPOTOKOJIAX 3aceNaHui TeppUTopUaIbHON
KOMMCCUU;

- IUTAHBI MEPOITPUITHH.

9.2. KouTponp HCMIONHEHUs JOKYMEHTOB, YKa3aHHBIX B moppaszaene 9.1
HacTosAmel WHeTpykuuu (32 MCKIIOYEHHEM HUCXOISIIUX JOKYMEHTOB), IIO
CyWIECTBY 3aTPOHYTBIX B HHUX BOIPOCOB OCYULIECTBIIIET IpEACENATEND
TeppuropuaibHOM KOMUCCHH.

9.3. KoHTpoJIb WCHONHEHHUS MCXOMSIIUX JIOKYMEHTOB, B TOM YHCIE 32
CBOEBPEMEHHOCTBIO  TOJIy4YEHUSI OTBETOB Ha 3ampockl TeppuTopranbHOU
KOMHUCCHH, OCYIIECTBISIIOT paOOTHUKH, OTBETCTBEHHBIE 3a MOJITOTOBKY JAaHHBIX
JOKYMEHTOB.

9.4. Cpoku HCHOJHEHUS TMOPYYEHUH, COJEPKAIIUXCS B  PEIICHUSX
TeppuropuaneHoit komuccuu, llpukazax mnpencemarens TeppuTopualibHOU
KOMUCCHH, NMMCBMEHHBIX MOPYYEHUN Ipeacenarens TeppUToprualibHOM KOMHUCCUU
ONPENEIATCA dTUMH TOKYMEHTAMHU.

9.5. JIokyMeHT MO/JIeKUT UCTIOJHEHUIO B TeueHue 30 KaleHJapHbIX THEH CO
JHS €ro pErucTpaluy, 3a MCKIIOYEHUEM CIIy4aeB, MPEayCMOTPEHHBIX

noApaszaeiaom 9.6 HacTosEero pa3aena.
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Ecnu nocneanuii eHb UCTIONHEHUSI JOKYMEHTa MPUXOAUTCS Ha Hepabouuit
JI€Hb, TO OH TOJICKUT UCIIOTHEHUIO B MPEANICCTBYIOMNNA eMy paboduii 1eHb.

JlokyMeHTBl ¢ noMeTkaMu «BecbMa cpoyHO», «CpOYHO» HMCHOJIHSIOTCS B
TPEXJAHEBHBINA CPOK, TOKYMEHTBI C MOMETKONU «OnepaTuBHO» — B JCCSATHUIHECBHBIM
CPOK CO JIHSI YKa3aHUS 110 UCIIOJIHEHUIO.

Ecnu nocnenHuii 1eHb MCHOJHEHUS JTOKYMEHTA, COJEPHKALIErO MOMETKY O
CPOYHOCTH HCIIOJIHEHUS, TPUXOIUTCS Ha HEpabO4YMil [1€Hb, TO OH TOMJICHKHT
WCITOJIHEHUIO B CJIEIYIOUIUH 32 HUM pabO4yuil I€Hb.

9.6. Cpok  HUCHOJHEHHS] BXOAAIIMX JOKYMEHTOB YCTAHOBJICHBI B
npuinoxeHuu Ne 8.

OOpamienust Mo BompocaM BBIOOPOB U pePEepeHAYMOB, MOCTYIHUBIIUE B
NepuoJl HU30MPATETbHON KaMIaHWUHM, HWCHOJHAIOTCS B CPOKH, YCTAHOBJICHHBIE
denepaabHbIM 3aKOHOM «O0 OCHOBHBIX rapaHTHUSIX M30UpaATEIbHBIX MPaB U MpaBa
Ha yuyactue B pedepeHayMme rpaxaan Poccuiickoit @enepanum.

9.7. OTBETCTBEHHOCTh 332 CBOEBPEMEHHOE U TIOJHOE€ BHECEHHE B
perucTpaloHHyo ¢opMmy (KypHaa) CpPOKOB MCIOJHEHUS JOKYMEHTOB U
uH(OpMAIMU O COCTOSIHMM UCIOJIHEHHUSI JOKYMEHTOB, KOHTpPOJb CPOKOB
UCIIOJIHEHUs JOKYMEHTOB BO3JIaralOTCs Ha OTBETCTBEHHOI'O 3a BEICHHUE
JEJIONPOU3BOCTBA.

9.8.B IJIaHAX MEPOTPHUAITHUH, YTBEPKAECHHBIX pelIeHUsIMHU
TeppuroprualibHOM KOMHUCCHM, IIpUKa3aMu mpeacenaresss TeppuTopualibHOU
KOMHUCCHUH, CPOKU MCIIOJHEHUSI OTAENIbHBIX MMyHKTOB MOTYT OBITh MOCTaBJIEHBI Ha
KOHTPOJIb.

9.9.Tlpu HeoOXOAMMOCTH TPOMJICHUS CPOKAa MCIOJHEHUS JOKyMEHTa
OTBETCTBEHHBIN 32 WCIOJHEHHUE HE MO3JHEE YEM 3a TPH JIHS 10 UCTEUEHHS CpOKa
WCIOJIHEHUS JIOKYMEHTA MPEACTABISIET HA UMS Ipeacenarens TeppuTtopuaibHOU
KOMHUCCHH JTOKJIQ/IHYIO 3aITUCKY C MOTUBUPOBAHHOM MPOCHOOI O €ro MpOIJICHUH.

9.10. IoKyMEHT CUYMTAETCs] UCIIOJIHEHHBIM M CHUMAETCA C KOHTPOJIS MOCTe
pellieHusi BCEX I[IOCTABJIEHHBIX B HEM BOINPOCOB, COOOIICHHS PE3yIbTaTOB
paccMOTPEHHUS BCEM 3aMHTEPECOBAHHBIM JIMLIAM.
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9.11. OcHOBaHUAMH I CHATHUS JOKYMEHTA C KOHTPOJIS SIBIISIFOTCSI:

pemieaue  TeppuTopuasbHOM  KOMHCCHH, IpUKA3  [peacenaress
TeppuTopraibHOW KOMUCCHH 10 PE3YIbTATaM UCIOJHEHUS JOKYMEHTA;

OTBET Ha BXOJSIIUN JOKYMEHT IO CYIIECTBY;

MOJIyYeHHE OTBETa OT OpPraHM3allui, B KOTOPBIE JOKYMEHT ObLI HaIpaBicH
JUISL pacCMOTPEHHSI IO CYUIECTBY IIOCTABJIEHHBIX B HEM BOIIPOCOB M OTBETA
3asIBUTEIO;

HampaBjeHHe OOpallleHus B JPyrue OpraHu3aluu s PacCMOTPEHHUsS IO
CYILIECTBY TMOCTABJICHHBIX B HEM BOIPOCOB U MOCIEAYIOUIEr0 MH()OPMUPOBAHUS
aBTOpA O pe3yJbTaTax pacCMOTPEHMUS;

BU3a IpeaceaaTens Ha JoKkyMeHTe «B neno», « CHATb ¢ KOHTPOJIS».

9.12. JIokyMEeHT HE CUMTAETCSI UCTIOJTHEHHBIM M OCTACTCsI Ha KOHTPOJIE:

€CJIM OH HamlpaBisieTCs B JAPYrME OpraHbl WIM OpPraHu3alid C LEJbI0
noinyueHus: TeppuTopualbHOW KOMHUCCHEH WHQpOpMaIuu, HEOOXOIUMOU s
pPacCMOTpPEHHUs N0 CYIIECTBY IMOCTaBJIEHHBIX B JIOKYMEHTE BONpOcOB. B ciyuae
HeoOxomumoctu TepputopuanbHas Komuccuss UHGOPMHUpPYET 00 3TOM aBTopa
JIOKYMEHTA;

€CJIM OH HalpaBisSIeTCsI B JAPYrM€ OpraHbl WIM OpPraHu3aluu s
pacCMOTPEHUS 0 CYIIECTBY MTOCTABICHHBIX B HEM BOIPOCOB U OTBETA 3aSIBUTEIIIO
C nocieayronuM nHhopMUpoBaHueM TeppUTOpUAIBHON KOMUCCUU O pe3yJIbTaTax
WCIIOJTHEHNS,

€CJIM Ha HEM HE CTOUT OTMETKa npejaceaaresns TepputopuanbHOl KOMUCCUU

O IIPUHATHUN UCITOJITHCHUS.

10. U3roroBJ/ieHME U MCIIOJIB30BAHME MeYaTed U MTAMIIOB

10.1. JInst ymocToBepeHHs MOJJIUHHOCTH JTOKYMEHTOB WJIM COOTBETCTBUS
KON JTOKYMEHTOB TMOJUIMHHUKAM, IPOCTABJICHUS OTMETOK O TMOJy4YEeHUH,
perucTpanuyu JA0KyMEHTOB B TeppUTOpHAIbHONM KOMHUCCHHM HCIOJIb3YIOTCS

FCp6OBBIe H JpyTue 1nne4aTtu U TaMIIbl.
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10.2. M3roToBneHue mevyaTeil W IITAMIOB OCYIIECTBISETCS MO YKa3aHUIO
npeacenatens TeppuTopruanibHOW KOMUCCHUHU.

10.3. I'epboBass mewats mnpoctaBisercs Ha [loyeTHbIX TrpamMoTax W
OmaromapHOCTsSIX, (PUHAHCOBBIX JOKYMEHTaX |eppUTOPHAIBHOW KOMHCCHH,
rapaHTUWHBIX TMUCbMAaX, JIOrOBOpax, TOCYJAapCTBEHHBIX KOHTPAKTaX M B JPYrHX
MIPETYCMOTPEHHBIX 3aKOHOAATEIILCTBOM CITyUasix.

10.4. Ha paccpuiaeMbIx KOMUSAX pemieHui TeppuTopuanbHOH KOMHCCHH,
npuKasax mnpejacenaresns TeppuTopuaibHON KOMUCCUH, HA MAaKeTaxX MPHU OTIPaBKe
JIOKYMEHTOB, TIpU O(OPMJICHUH JOKYMEHTOB Ha MPUEM TOBapHO-MaTEpHUATIbHBIX
IIEHHOCTEM, Ha BHOC U BBIHOC TOBapHO-MaTePHaAIbHBIX [IEHHOCTEH, Ha HAKIaJHBIX
MPOCTABIIAETCS TIeYaTh C HAAMUCHIO « TeppuTopuanbHas u3dbupareabHas KOMUCCHUS
Ne 41%» wnm npu Hanmu4uM neyaTh ¢ HAANKUChIO « TeppuropuanbHas U30UpaTeabHas
komuccust Ne 41. JIjist TOKyMEHTOBY

10.5. [leyatn 1 mTammnbl MOJJIEKAT PETUCTpAIMU B OTICIBHOM >KypHale
ydyeTa medyared W mramnoB. [leyaTw W 1mTammbl BBIJAIOTCS TOJ TMOJINUCH B
JKypHaJie y4yera nedyared u mramioB. Ha skypHane npocrasisiercs nomerka «Jis
CIIY’)K€OHOTO  TOJIb30BaHUS», €ro JIMCTBI HYMEpPYIOTCS, TMPOIIMBAIOTCA U
ONEYaThIBAIOTCS.

10.6. Ileyatn u ITAMIIBI JOKHBI XPAaHUTHCS B HAJEKHO 3aKPhIBAEMBIX
U OTieYaThIBAEMbIX B Hepabouee BpeMs celipax win MeTalInueckux Imkadax.

10.7. IIpencenarens TeppuTopranibHON KOMUCCUU OCYIIECTBISIET KOHTPOJb
3a MPABUJIILHOCTHIO XPAHEHUS U UCIIOIb30BaHUS M€UaTei U IITAMIIOB.

10.8. Ilpumienive B HETOJHOCTh MEYaTH U IITAMIIBI YHUYTOXKAIOTCS, O YeM
COCTaBJISIETCSl aKT, a B JKypHaje yuyera IMeyaTeii W IITAaMIIOB CTaBHUTCS
COOTBETCTBYIOIAsi OTMETKA.

YHUUTOXKEHNUE NPOU3BOIAUTCSA MOCIE YTBEP)KICHHS aKTa IMpeaceaaTeaeM
TeppuropuaibHOM KOMHCCUH. MeTaluIMUEeCKHe Ie4YaTh YHUYTOXKAKOTCA ITyTEM
MOJTHOTO CIUJIMBAHUS TEKCTA WJIM OMUJIMBAHUS JIBYMS MEPEKPECTHBIMU JIMHUSIMU,
Kay4qyKOBBIC IT€YATH U IITAMITH PA3pe3al0TCs Ha MEJIKUE YaCTH UM COKUTAIOTCS.

11. ®opmupoBaHue e/ U Mepeadya ux B apXuB
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11.1. CocraBiieHue U yTBepKAeHHNEe HOMEHKJIATYPHI JeJl.

Homenknatypa gen mnpenHazHadeHa JUisi (OPMHPOBAHUS HMCIOIHEHHBIX
JOKYMEHTOB B J€Ja, CHCTEMaTU3allud W ydeTa JeJl, ONPEHEIICHUs CPOKOB HX
XpaHEHUsS] M SIBISETCS OCHOBOM JIJIi COCTABJICHMSI ONHCEW 1€ MOCTOSHHOTO M
BpeMmeHHOTo (10 jeT u 6oJee) XpaHeHUs.

B HOMEHKIaTypy JAen BKIIOYAIOTCA 3arojOBKH J€J, OTpa)arolllhe BCE
JOKYMEHTUPYEMbI€ y4acTKu paboTbl TeppuTOpuanbHON KOMHUCCHUH, B TOM YHCIIE
JIMYHBIE JeJ1a, CIIPAaBOYHbIE U YUETHBIE KAPTOTEKU U JPYTUe YUETHBIE (POPMBI.

3aroJIoBOK Jea JOJDKEH YETKO OTPaKaTb OCHOBHOE COAEPKaHUE U COCTaB
nokymeHToB. He pomyckaercs ynoTpeOiieHHE HEKOPPEKTHBIX (POPMYIHPOBOK,
BBOJIHBIX CJIOB U CJIOXHBIX 00OPOTOB.

[Ipu cocTaBieHHMM HOMEHKIATYphl JI€J CJEAyeT pPYKOBOJCTBOBATHCS
perIaMeHTOM TeppuropuanpHOi KOMUCCHH, Ilepeunem TUITOBBIX
YIOPaBICHYECKUX  apXUBHBIX JOKYMEHTOB, 0Opasyloumxcs B Ipoliecce
JeATEIbHOCTH TOCYJapCTBEHHBIX OPraHOB, OPIrAHOB MECTHOI'O CaMOYIPABIICHUS U
OpraHu3alyid, C YKa3aHHEM CpPOKOB XpaHEHUs, YTBEPKICHHBIM IPUKA30M
MununcrepctBa KynbTypbl Poccuiickonn ®enepanuu ot 25 asrycra 2010 rona
Neo 558 (manee — Ilepeuenn), mopsiAkaMu XpaHEHUS M TIEpelladyd B apXUBbI
JOKYMEHTOB, CBSI3aHHBIX C TOJITOTOBKOM M  NIPOBEJCHHUEM  BBIOOPOB,
yrBepxkaeHHbiMu  [IUK Poccum wu  Cankr-IletepOyprckoit  m30uparesbHOM
KOMHUCCHEN, HOMEHKJIaTypaMu A€l [eppuTOpUalibHOM  KOMHUCCHM  3a
MPEALIECTBYIOLINE TO/IbI.

[Ipy mOArOTOBKE HOMEHKJIATYPHI JI€J1 HA MPEACTOSIIUNA KAJIEHIAPHBIA TOL
HEOOXOJMMO YUUTHIBATh XapaKkTep BHIOOPOB, MPOBOIUMBIX B IIPEJICTOSILIEM TOY.

Homenkmarypa npen TeppuTOpHabHOM KOMUCCUMHM HA  MPEACTOAIIUNA
KAJICHOApHbIA TOJ COCTaBIISIETCS B IOCIEAHEM KBapTaje TEKYIIEro roja,
COIJIaCOBBIBAETCSI C CEKpeTapeM TeppUTOpHAIIBHOM KOMHUCCUH, PACCMaTPHBAETCS
Ha 3aCeNaHuM OKCIIEPTHOW KOMHUCCHUM TeppUTOpHMambHOM KOMHUCCHHM IO
AKCIIEPTU3€E LIEHHOCTU NOKyMeHTOB (nmanee — DK) yTBepxkaaercs mpeacenaTesneM
TeppuTtopuanbHO  KOMHCCHHM, COIJIACOBBIBaeTCA C  cekperapem CaHKT-
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[TeTepOyprckoit n30uUpaTeTbHON KOMUCCUM W BBOAWTCS B JIeHCTBHE C | sHBaps
clieayrorero roja (mpuiokenue Ne 9).

[Ipr moAaroToBKke HOMEHKJIATYphl AEN Ha NPEACTOSIINN KaJe€HIApHBIA TOJ
HEOOXOMMO YUYHUTHIBATH XapaKTeP BHIOOPOB, TPOBOIUMBIX B MPECTOSIIIEM TOIY.

B ciiyyae BOBHUKHOBEHUS B TEUEHHUE T'OJAa HOBBIX JI€JI, OHU JOMOJIHHUTEIBHO
BHOCSITCSI B YTBEPXKICHHYIO HOMEHKIIATYpy J€l [0 YKa3aHUIO MpeacenaTess
TeppuropuanbHOM  KOMHCCUM  IIOCJIE€  COTJIACOBAHMSA  C  CEKpeTapeM
Cankr-IleTepOyprckoit u30upaTebHOM KOMUCCHH.

[To oOxOHYaHMM KaJEHIAPHOTO TOJa B KOHIUE HOMEHKJIATYPhl JEi
COCTaBJISIETCSI UTOTOBAsl 3aMUCh O KOJUYECTBE 3aBEJICHHBIX JieNl (TOMOB, YacTel),
OTJZIEJIBHO IO JeJIaM MOCTOSIHHOTO U BPEMEHHOTO XPAHEHUSI.

Cpok xpaHEHMS IOKYMEHTOB YKa3bIBAETCA B HOMEHKJIATYPE AEI CO CCHUIKON
Ha ctaThio Ilepeuns. Cpok XpaHEHHs JOKYMEHTOB, HE€ YKa3aHHBIX B JaHHOM
[lepeune, ycranaBmmBaercs OIIK mo cormacoBanuto c¢ Cankr-IleTepOyprcekoit
n30UpaTebHOM KOMHCCHEM.

Ucunucnenune CPOKOB XpaHEeHUs JIOKYMEHTOB, 3aKOHYEHHBIX
JIEJIOMPOU3BOJCTBOM B TEKYIIEM 'Oy, HAUMHAETCS C | sTHBaps CIEQyIOLIEro roaa.

11.2. OdopmiieHue TOKYMEHTOB, 3aKOHYEHHBIX [1€JIOMPOU3BOICTBOM,
(opmupoBaHue U TeKyliee XpaHeHue e B TeppuTopuaibHO KOMUCCHU.

3aKOHYECHHBIEC JETOMTPOU3BOACTBOM JTOKYMEHTBI ohopMIISIOTCS
B COOTBETCTBUM C TpeOOBaHHSAMHU HacTosmed WHCTPYKIMK, CHUCBIBAIOTCA
npeacenareneM TeppuToprualibHON KOMHUCCHH B Aeno. [Ipu 3TOM B HUKHEN 4acTu
JUIIEBOM CTOPOHBI TMEPBOr0 JIMCTA JOKYMEHTa Ha CBOOOJHOM OT TEKCTa MECTe
CTaBUTCS OTMETKA O €r0 UCIOJHEHUH, Paciu(poBbIBACTCS MOAMUCH MPEICEAATENS
TepputopuaibHON KOMUCCHUH, YKA3bIBAETCA HOMEDP Ji€Jia IO HOMEHKJIAType U JaTa
cnucanus. [Ipu He0OX0IMMOCTH OTMETKA 00 MCTIOTHEHUH MOKET OBITH ClleJlaHa Ha
00OpOTHOH CTOpOHE MEepPBOro JHCTa JOKyMeHTa. B perucrpaimonnyo ¢opmy
BHOCUTCSI OTMETKAa O CIIMCAaHWM JOKYMEHTa B JIE€JI0 C YKa3aHHEM HoMepa Jena

COTIJIaCHO HOMCHKJIATYpPEC ACII.
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HcnonHeHHbIE JOKYMEHTHI (OPMHPYIOTCS B Jiela B COOTBETCTBHHM C
YTBEPKACHHON HOMEHKJIATYpOH JEII.

Jleno cuuTaeTcs 3aBEICHHBIM C MOMEHTA BKJIIOUYEHHUSI B HEro IEPBOTO
WCIIOJIHEHHOTO JJOKYMEHTA.

I[Ipu dopMupoBanum ngena MNpoBepseTCS MNPABUIBHOCTH  OTHECEHUS
JJOKYMEHTOB B JIaHHO€ JI€J0, KayecTBO O(opMJeHHS U KOMIUICKTHOCTD
JOKYMEHTOB, HAJIUYHUE MOJIMKUCEN, BU3, PETUCTPALMOHHBIX HOMEPOB, CIPABOK HIIH
OTMETOK 00 HWCIOJHEHWU, CIOUCAaHWM B JIeJI0 W JApyrux. HenpaBuiabHO
o(OpMIICHHBIE JJOKYMEHTBI JOJKHBI OBITH 100(OPMIICHBI, a 3aTEM IMOMEIICHbI B
JIEJI0.

He nonmyckaercs moMenieHue B 1€10 JOKYMEHTOB, COJIEPKAaHUE KOTOPBIX HE
COOTBETCTBYET 3aroJIOBKY JI€a.

[Tpu hopmupoBaHuu e COOMIOTAIOTCS CIICAYIONINE TPEOOBAHUS:

JIOKYMEHTBI MOCTOSSHHOTO M BPEMEHHOT'O0 XpaHEHHS (HOPMHUPYIOTCS B Jeja
pa3aenbHO;

B JICJIO BKJIIOYAIOTCSA TOJIBKO MCIIOJIHEHHBIC, IMPAaBHIBHO O(OPMIICHHBIC
JIOKYMEHTBI B COOTBETCTBUH C 3ar0JIOBKaMH JI€JI B HOMEHKJIATYPE;

BCE JOKYMEHTBI, OTHOCSIIHECS K PEIICHUIO OJTHOTO BOIpoca, GopMHUPYIOTCS
B OJHO neno. B caydae ecnmu mombopka JOKYMEHTOB II0 OJTHOMY BOMPOCY
HacuuThiBaeT 0ojiee 100 JIMCTOB, OHA MOXKET OBIThH BBIJEJIEHA B CAMOCTOSITEIILHOE
JIeJI0;

JOKYMEHTBI, MTOJJIEKAIINE BO3BPATY, B €0 HE MOMENIAIOTCS,

B JICJI0O MOMEMIAECTCS TOJBKO OJWH SK3EMIUIAP JOKYMEHTa, YEPHOBUKU M
BAPUAHTHI IPOECKTOB JIOKYMEHTOB B JI€JI0 HE MOIINBAIOTCA (32 UCKIIIOUEHUEM TEX,
Ha KOTOPBIX UMEIOTCA BH3bI, YKa3aHUs O MCIOJHEHUIO JOKYMEHTOB U JApPYrue
OTMETKH, JOMOJIHSIONINE MEPBbIN dK3EMILISP);

B JIEJIO BKJIFOYAKOTCS, KaK MPABUIIO, TOKYMEHTBI OJHOTO KaJEHAAPHOIO roja
(MCKJTFOUEHHUE COCTABJISIOT JIMUHBIC U TIEPEXOISIINE JIeTIa);

Ka)XI0€ JIeJI0 HEe JOHKHO MpeBbImaTh 250 JUCTOB, IIpU OOJbIIEM O0BeMe
JIOKYMEHTOB B Jiejie (POpMUPYETCsI HECKOJILKO TOMOB (4acTei).
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[Ipu BKIIOYEHHUHU B J€NI0 (paKcorpamMMbl JENAETCs €€ KCEPOKOMHUs, KOTopas
nonmuBaeTcss B geno. [logmuHHUK — dakcorpaMMbl  YHHUYTOXKAETCS  C
IPOCTaBJICHUEM OTMETKH 00 YHUUTOKEHUU Ha KCEPOKOITUU.

B ciyuae HE0OXOAMMOCTH JOKYMEHTHI IO OJHOMY M TOMY K€ BOIIPOCY, HO C
pa3IM4YHBIM CPOKOM XPAaHEHHUs, MOTI'YT HaxOIWUTbCA B OJHOM Jele J0 KOHIA
TEKyLIer0 ToAa WM [0 3aBEpLICHMsS HCIIOJIHEHMS JIOKyMEHTa, a 3aTeM
nepeopMUPOBBIBAIOTCS B JiejIa MOCTOSHHOTO U BPEMEHHOTO XpaHEHUSI.

B neno BKIIIOYAKOTCS BCE JOKYMEHTBI IO KOHKPETHOMY BOIIPOCY BMECTE C
IPUIOKEHUSIMH, YKa3aHHBIMU B TEKCTE JOKYMEHTA, IPU OTCYTCTBUU MPUIIOKEHUH,
YKa3aHHBIX B TEKCTE JOKYMEHTa, HCHOJHUTENb OO0sA3aH CHeNaTh 3aluch Ha
JOKYMEHTE 00 X MECTOHAXOKICHUU.

JIOKyMEHTbl BHYTPH J€Jla PaCIOJIAraloTCs B XPOHOJIOTMYECKOM WIIU
BOIIPOCHO-JIOTUYECKON ITOCIEA0BATEIIBHOCTU WIIA UX COUETAHUM.

HopmaTuBHBIE M  OpPraHM3alMOHHO-PACIOPSAUTENBHBIE JOKYMEHTBl C
OTHOCALIMMUCA K HUM TPUIOKEHUSIMH TPYNIUPYIOTCS B J€ja IO BUIAM
JOKYMEHTOB U 110 XPOHOJIOTHH.

IIpoTokoel 3acenannii TeppUTOpHUATBEHON KOMUCCUU PACIIONArarOTCs B JENE
II0 XPOHOJIOTMM B IIOPSAKE BO3pACTaHUs HOMEPOB. J[OKYMEHTBI K 3aCEIaHUIO
TeppuropuanbHON KOMUCCUU ITOMELIAIOTCS TIOCIIE COOTBETCTBYIOLETO IPOTOKOJIA.

[Tonoxenus, UHCTPYKLIHH, YTBEPKJICHHbIE pacnopsaaIuTeIbHbIMU
JNOKYMEHTaMH, SBISIIOTCS NPWIOKEHUSAMU K HUM M TPYHIHUPYIOTCS BMECTE C
YKa3aHHBIMH JIOKYMEHTaMHU.

[InaHoBas u oT4ETHAsT JOKYMEHTALUS HE3ABUCUMO OT JAThl €€ COCTABJIECHUS
BKJIKOYAETCs B JEJIO TOTO roJia, K KOTOPOMY OHa OTHOCHUTCSI.

B nene «llepenucka» wucxonsmuii (OTBETHBIM) JOKYMEHT IOMENIAeTCs
nocine Bxoasuero. [Ipu Bo30OHOBIEHUH MEPENUCKH MO BOMPOCY, HayaBILIEHCS B
OpeabIAyIeEM TOdy, HJOKYMEHTBHl BKJIIOYAKOTCA B J€JI0 TEKyWero roja u
YKa3bIBa€TCsl MHAEKC TOrO JeNa MO HOMEHKIAType AeN NMPEIbIAYLIEro Toja, B

KOTOPOM HaXOJSITCS MPEALIECTBYIOIIME JIOKYMEHTBI I10 3TOMY BOIIPOCY.

53



OOparmenus rpaxaaH U JOKYMEHTHI TI0 MX PAacCMOTPEHHUI0 (POPMHUPYIOTCS
B oTnenbHBIC fena. Kaxkmoe oOpaiieHrne U Bce JOKYMEHTHI 0 €r0 PAaCCMOTPEHUIO
COCTABJISIIOT B JI€JI€ CAMOCTOSITENIbHYIO TPYIIY U pacrlojiaratoTcsi B ajipaBUTHOM
MOPSJIKE MO NMepBbIM OykBaM (paMUIIMI aBTOPOB OOPAILIEHUN.

B nenax, Haxomsumxcsi B JIEJIONPOU3BOJCTBE, JOKYMEHTHI TEKYILEro roja
pacrnoyiararorcsi MO XPOHOJIOTMM CHU3Y BBEpX MO Mepe mnoctymienus. llpu
MOATOTOBKE K Cladye B apXWB Jejia ¢ JOKYMEHTaMH MOCTOSHHOTO M BPEMEHHOTO
(10 ner u Oosiee) XpaHeHUs: mepedOPMUPOBLIBAIOTCS B OOpPaTHOM MOPSJIKE:
JIOKYMEHT, MOCTYIUBIINN B KaJE€HJAPHOM TOJly MOCIEAHUM, JOJKEH ObITh BHU3Y
Jienia, a IePBhI JOKYMEHT KAJICHIApHOTO rojia — BBEPXY, MEPBBIM.

Jlena ¢ MOMEHTA UX 3aBEJICHUS U JI0 NIEpEJayu B apXUB WM YHUUTOKEHUS B
CBSI3M C HUCTEUEHHEM CPOKOB XpaHEHHUS HaxomsITCs y Mpeacenarens
(OTBETCTBEHHOTO 32 BEJICHUE JICIOMPOU3BOICTBA) TeppUTOPUATILHON KOMUCCHUH.

[IpoTokonbl 3acenaHuid, pemeHuss TeppuTOPUAIBHOW KOMHUCCHUH, CIHCKU
MPUTJIANICHHBIX, TPUJIaraéMble K MMPOTOKOJY, MOJJIUHHBIC SK3EMIUISIPbI PEIICHUN C
COOTBETCTBYIOIIMMU MPUIOKEHUSIMHU, MNPOTOKOJbHBIE MNOPYYEHUS, JOKYMEHTHI,
MOCTY>KUBIIME OCHOBAaHMEM [IJII PACCMOTPEHMS BOMpOca Ha 3aceaHuu
TeppuTopranbHOl KOMHCCHH, paciiudpoBaHHas ayIM03aluCh 3aceaaHus (Mpu ee
HAJIMYMM), CIHMCKU PACCBUIKM PEIICHWA J0 TMepefayd B apXuB HAXOASATCS Y
npeaceaaTens (OTBETCTBEHHOTO 3a BEJICHUE JIE0NPOU3BOCTBA)
TepputopraabHOM KOMUCCHUH.

3a COXpaHHOCTh JOKYMEHTOB U JIeJl OTBETCTBEHHOCTh HECET IpeiceaaTes b
TepputopranbHOM KOMUCCUM U OTBETCTBECHHBIM 3a BEIAECHUE JIEJIIONPOU3BOJICTBA B
TeppuropuaibHOM KOMUCCHH.

Jlena AOMKHBI HAXOIUThCS B palbodyell KOMHATE WIM B CIEHHAIBHO
OTBEJICHHOM IS OTOM 11eJTM TIOMEIICHUN U XPAaHUTHCS B 3alUPAIONIUXCS IKadax,
MPEAOXPAHAIONIUX TOKYMEHTHI OT MbUIM U BO3JIEUCTBUSL COJTHEYHOTO CBETA.

B mensx oOecrneueHuss ONEpaTUBHOIO IOWCKAa JOKYMEHTOB Jefia
pacroiaratorcs B COOTBETCTBUM C HOMEHKJIATypOM Jell, KONUSl KOTOpOWM
MOMEIIIAeTCsl Ha BHYTPEHHEW CTOPOHE JBEPILIbI Kada.
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Ha «kopemkax o0noxek Jena  yKa3pIBalOTCS WHACGKCHI €N IO
HOMEHKJIAType Jedl.

Jema, HaxonsdUIMecs Ha TEKYyLIEM XpaHEHWW, Mojuiekar ydery. llepen
nepenadell JOKYMEHTOB B apXWB IMPOBOJUTCA IMPOBEPKA HAIWYUSA U COCTOSHUSA
JOKYMEHTOB M JIeJ1 B LENSAX YCTaHOBJIEHUS (PAKTUUECKOTO HaIuuusa Il U
COOTBETCTBUS X KOJMYECTBY, YUCIIAIIEMYCS I10 HOMEHKJIAType Aell.

[IpoBepka HaaM4Msl M COCTOSIHUA JIOKYMEHTOB W €1 MPOBOAMUTCS MpPH
IIEpEMELICHUM [, BO3Bpare e, CMEHe mpencenarens TeppuropuaibHOU
KOMUCCHUHU.

[IpoBepka mHpPOBOAMTCS IIyTEM CBEPKHM CTAaT€ HOMEHKJIATYphl JE€N C
OINKCaHUEM JIe] Ha 00JIOKKe, a (PU3MUecKoe COCTOSIHUE JIe ONpeesieTcs MyTeM
UX BHU3yaJIbHOrO MpocMoTpa. Bce oOHapyxkeHHble HEIOCTaTKU (PUKCUPYIOTCS B
aKTe ITPOBEPKU HAIMYUS U COCTOSHMS JIE]L.

B ciywae yTpaThl JOKYMEHTOB U Ji€1 IPOBOJUTCS  CiIykeOHOe
paccieoBaHuEe, IO PeE3yibTaTaM KOTOPOTO JIMIIO, BUHOBHOE B YTpaTe, HECET
OTBETCTBEHHOCTb B YCTAHOBJIEHHOM TOPSIJIKE.

Ecnu otnenbHble TOKYMEHTBI, YK€ BKJIIOYEHHBbIE B J€J10, BPEMEHHO
TpeOYIOTCSA M1 padOThl, OHM MOTYT OBITH BBIJAHBI M3 JieJla, @ Ha WX MECTO
BKJIAJIBIBAETCS JINCT-3aMECTUTEb C YKAa3aHUEM, KOTJa, KOMy W Ha KAaKOW CpOK
BBIJIAH JOKYMEHT.

11.3. DkcnepTH3a IEHHOCTH IOKYMEHTOB.

DKcnepTuza 1LEHHOCTM JOKYMEHTOB MPOBOJUTCS JJIi  YCTAHOBJICHHUS
HAayYHOH, MUCTOPUYECKOW U  IIPAKTUYECKOM  3HAYMMOCTH  JOKYMEHTOB,
00pa30BaBIIUXCS B TMpolecce AESITeNbHOCTH TeppUTOopHambHOW KOMHUCCHH, C
1EeIb0 0TOOpa UX IS aJbHEHIIEro XpaHEeHUs UM YHUUYTOKEHHUSL.

OKcnepTh3a UEHHOCTH JIOKYMEHTOB IPOBOJAUTCS IIPU  COCTaBIICHUU
HOMEHKJIATypbl Jel, B mpouecce (GOpMUPOBaHMS J€J, MPU IMOATOTOBKE Jed K
nepenaye B apXuB.

JUIst pacCMOTpPEHHsI TPOEKTOB HOPMATUBHO-METOJIUYECKUX JOKYMEHTOB IO
BOIIPOCAaM JIEJIONPOU3BOJCTBA U APXUBHOIO JEJa, ONUCEH AEN IMOCTOSHHOIO U
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BpemeHHoro (10 ner u Oosee) XpaHEHHUsS, aKTOB Ha YHUYTOXKECHHE J€7 H
JOKYMEHTOB, HE€ HMMEIOUIMX HAyYHOM LEHHOCTH M MPaKTUYECKOIOo 3HAaYEHUS,
IpUKa3oM Impenacenarens TeppUTOpUANbHON KOMHUCCUHM CO3JA€TCs HKCIEpTHas
komuccus (nanee — DK).

B ee ¢pyHKIIMM BXOOUT TakkKe pacCMOTPEHUE U 0J00pEHUE HOMEHKIATYPHI
nen TeppurtoprualibHOM KOMHUCCHH.

B cocraB OK BxmouawTcs wieHbl TeppuTOopuaibHOW  KOMHCCHH,
IpaXJaHCKHE CIOyXKallMe amnmapara [eppuTOpUaIbHOM KOMMCCHUH, YJICHBI
Cankr-lletepOyprckoii M30MpaTenbHON KOMHMCCHM WM COTPYAHUKH amnmnapara
Cankr-lleTepOyprckoii n30npaTenbHOM KOMUCCHH (IO COTJIACOBAHMIO).

IIpn npoBeNEeHMHM SKCHEPTHU3bl LIEHHOCTU JOKYMEHTOB OCYILECTBIIAECTCS
oTOOp 1€ MOCTOSTHHOTO U BpemeHHoro (10 yetr u Gonee) xpaHeHus, oTO0p 1€ C
BPEMEHHBIMU CPOKaMH XPAHEHHUs, MOJICKAIUX XPAHEHUIO, BBIJCICHUE K
YHUUTOXEHUIO T 3a MPEABIAYIINE IOJbl, CPOKA XPAHEHUS KOTOPBIX, MCTEKIIU.
[Ipu 3TOM OAHOBPEMEHHO MPOBEPSIOTCS KAYE€CTBO M MOJHOTAa HOMEHKJIATYPHI eI,
IIPaBUJIBHOCTH OIPEAEIICHNS CPOKOB XPaHEHHUS J€.

DKcnepTh3a LEHHOCTH JOKYMEHTOB OCYILIECTBISIETCA MYTEM MOJUCTHOTO
npocmotpa gen. He nomyckaerca oTOOp AOKYMEHTOB I XpaHEHHsS WIH K
YHUUYTOXEHUIO TOJIbKO HA OCHOBAaHHUH 3aroJIOBKOB JIEJI.

JIOKyMEHTBI, YTpAaTHBIIME NPAKTUYECKOE 3HAUYEHHE UM HE HMEIOIIHe
VCTOPUYECKON WJIM HAYYHOM LEHHOCTH, IO MCTEYEHUH YCTAaHOBJICHHBIX CPOKOB
XpaHEHUSI MOJJIKAT YHUUTOXKEHUIO 10 aKTy.

AKTBI O BBIJICJICHUHM K YHUUTOXEHHUIO JIE U JJOKYMEHTOB paccMaTpUBaIOTCS
Ha 3acepaHusx OK OJHOBpEMEHHO € ONUCAMM J€ll. YHHUYTOXKEHHE el U
JIOKYMEHTOB JI0 YTBEP>KIEHUS aKTOB 3alpeIaeTCs.

Ilo pe3ynbraram 3KCIEPTU3bl LEHHOCTH JOKYMEHTOB OTBETCTBEHHBIM 32
BEJICHUE JIEJIONPOMU3BOJCTBA €KETOJHO COCTABISIIOTCS CBOAHBIE OIKCH JIEJ
OCTOSTHHOTO U BpeMeHHoro (10 et u Gonee) xpanenus (nmpunoxxenus Ne 10, 11)
U 10 JUYHOMY cocTaBy (mpuiiokeHue Ne 12), a Takxke akThl O BBIJICJICHUU K
YHUUTOXEHHIO JI€J1, HE TIOJUIeXkKAIIUX XpaHeHuto (mpuioxenue Ne 13).
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Onucu gen moctostHHOrO W BpemenHoro (10 jer m Gosee) XpaHeHwus, a
TaKKe aKkThl O BBIJICIICHUM K YHUUYTOXXEHHUIO 3THUX Jed paccmaTpuBaroTcs Ha DK
U YTBEPXKAAIOTCS npeacenarenem TeppuropruanbHOM KOMUCCHH.

ITpu YHUYTOKEHUH JIOKYMEHTOB co CPOKOM XpaHEHHUs
«lo muHOBaHusS HagoOHOCTH», «1 TOA», «3 TOHA», «S5 JIET» COCTABJISETCS AKT
(mpunoxenue Ne 14), KOTOpbIM MOAMKMCHIBAETCS HE MEHEE 4YeM JBYMs UJICHAMHU
TeppuTopuanbHOM KOMUCCUHA M YTBEPXKAAETCA IMpeacenaresieM TeppuTopuaibHON
KOMHCCHH.

UepHOBUKM W  PYKONKHCH TOJTOTABIMBAEMBIX  JIOKYMEHTOB, KOIHUH
MH()OPMALIMOHHBIX M APYrMX MaTepHalioB, HE TMOJJICKAINX BKIIOUCHHUIO B
HOMEHKJIATYpy JieJl, IO MUHOBAaHUHM B HUX HaJOOHOCTH MOTYT YHHUTOXXAThCs 0€3
COCTaBJICHUS aKTa.

BpourtopoBka Aen Mpou3BOAMUTCS TOJIBKO TOCIE MPOBEICHUS 3KCIEPTU3BI

IHCHHOCTHU JOKYMCHTOB.

11.4. Odopmiienue geJ.

Hena, mojuexamniyue Tmepeiaadye Ha XpaHEHHWE B apXUB, JOJDKHBI OBITh
o(opmIIEHBI COOTBETCTBYIOLIUM 00pa3oM.

Odopmnenue gemna BKIOYaeT B ce0s MPOBEPKY CHUCTEMaTU3AIMU
JIOKYMEHTOB BHYTpH Jl€Jla, HyMEPAILUIO JUCTOB, COCTABJIEHUE BHYTPEHHEH ONucH
JIOKYMEHTOB Jiena (mpuiioxkeHue Ne 15), nmucra-3aBeputens aena (IPUIOKEHHE
Ne 16), opopmienre pekBU3UTOB 00JI0KKH, TOAIIMBKY (IIEPEIIETEHHE) Jea.

B 3aBHCHMOCTH OT CPOKOB XpaHEHHUs MPOBOJUTCS MOJHOE WM YaCTUYHOE
odopMmIIeHUE JIEII.

llena BpemeHHOro (1o 10 1eT BKJIIOYMTENBHO) XpaHEHUsI MOJIeKAT
4aCcTUYHOMY O(OpPMJICHHUIO: JIOMYCKAaeTCAd JIUCTHl Jejla He HyMepoBarth,
3aBEpUTENIbHBIC HAAMNCH HE COCTAaBIATH. [IpW 3TOM [TOKyMEHTHI IOIYyCKaeTcs

XPaHUTh B ITIAIIKAX-CKOPOCIINBATCIIAX, MATKHUX 00J105KKaX.
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Jlena MOCTOSIHHOTO XpaHEeHHs MojyiexaT nojaHoMmy odopmiienuto. [lomHoe
oopmiieHne Jena MpeaycMaTpUBAeT MPOBEPKY CHUCTEMATH3alMU JOKYMEHTOB
BHYTpH JieNa, IPABUIBHOCTU UX OQOpMIIECHUS (HaTMYre HEOOXOANUMBIX MOJITUCEH,
BU3, OTMETOK O PETUCTPALMH U WUCIOJTHEHHUH, MPUIIOKEHNI), HyMEPALHUIO JIMCTOB,
COCTABJICHME BHYTPEHHEH OINKUCH JOKYMEHTOB Jieja, COCTaBJICHUE JIUCTa-
3aBepuTens jiena, opopmiIeHHe PEKBU3UTOB O0JI0KKH, TIOJIIIUBKY (MEperieTeHUeE)
nena.

O6n0xKa nena odopmisieTcst 1o YCTaHOBJICHHOM dbopme
(mpuoxenue Ne 17). CBegeHus Ha 00JI0KKY TIEPEHOCATCS] U3 HOMEHKIIATYPHI JETT
C YTOYHEHHUSMH, OTpa)karolmMUMH (PAKTHUECKUM COCTAB IMOMEIICHHBIX B JEJO
JIOKYMEHTOB.

OOnoxka nena HaJIUCBIBAETCS YEPHBIMH CBETOCTOMKHUMHU YEpHHIIAMH,
pa3zbopunBo, 0e€3 cokpamieHui. Jlomyckaercs odopmieHHE OONOXKKU Jena C
HCIIOJIb30BaHUEM KOMIIBIOTEPHOU TEXHHKHU.

Ha o00moxke pena ykas3blBalOTCSA CJEAYIOIIME PEKBU3UTHI: Ha3BaHHE
TeppuropuadibHOH KOMHCCHH, JI€TIONPOU3BOJCTBEHHBI HOMEpP (MHIEKC) Jena,
3aroJIOBOK Jejia, Jarta Jena (ToMa, 4acTu), KOJMYECTBO JIUCTOB B JeEle, CPOK
XpaHEeHUus Jiena.

PexBu3uTHI, mpocTaBisieMble Ha 00JIOKKE Aesa, OPOPMIISIOTCS CIAEAYIOIMIUM
obOpazom:

Ha3BaHue TeppuTopuanbHON KOMHCCUU YKa3bIBa€TCsi B COOTBETCTBUU C
pernameHToM TeppuTopuanbHOW KOoMUCCHU. [IpM u3MEHEHUM Ha3BaHUA
TeppuTtopraibHONW KOMHUCCUM B TEUEHHUE MEPHOJIa, OXBATHIBAEMOTO JTOKYMEHTaMHU
niena, Ha 00JI0KKE K CTapOMy Ha3BaHUIO MPUITHUCHIBAETCS HOBOEC,

JIEJIOMPOU3BOACTBEHHBIN HOMEP (MHIAEKC) Jesia — MpocTaBisieTcss HudpoBoe
o0o3HaueHne (MHAEKC) Jieja M0 HOMEHKJIAType el M YKa3bIBaeTCs HOMEpP ToMa
(qactn);

3arojIOBOK (HaMMEHOBAaHME) JieJla TEPEHOCUTCS U3 HOMEHKJIATYphI el

(B HEOOXOIMMBIX CIy4asiX B 3ar0JIOBOK BHOCATCS YTOUHEHHUS);
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Jata neira — Ha OOJIOKKe Jena yKa3bIBalOTCS JBE JaThl, KOTOPbHIE
HA3bIBAIOTCS KPAHUMH JaTaMU M COOTBETCTBYIOT I'OJly 3aBEACHUS M OKOHYAHMS
nena. HavanpHas mara — 3TO gata camMoro paHHEro, a KOHEYHas Jara — Jara
CaMoro Mo3JHEro JTOKyMeHTa B jaeiie. [Ipu 3ToM yuuThIBaroTCs AaThl BXOIAILUX H
UCXOJSIIMX JIOKYMEHTOB (B Cily4yae HMX OTCYTCTBUSI — JaThl PETUCTPALUU
JOKYMEHTOB), U HE YUUTHIBAIOTCS JaThl CIMCAHUSA JOKYMEHTOB B JI€JI0, YKa3aHUMN
[0 MCHOJHEHUIO TOKYMEHTOB, OTMETOK HUCIIOIHUTEINA (3a UCKIOYEHUEM CIIyYaes,
KOTI'JIa Ha IOKyMEHTaxX HE UMEETCs APYTUX JaT, KpOME MEePEUUCICHHBIX ).

[Ipn HamucaHuM KpalHUX AaT Ha OOJIOKKAxX €1 MOCTOSHHOIO XpaHEHUs
YUCJIO U TOJ] MPOCTaBIIsA0TCS apadbckumu 1udpamu. Ha o0moxkax gei1 BpeMEHHOTO
XPaHEHHUsI YKA3bIBAETCS TOJIBKO T'OJI.

Ha oO6noxkkax €1, COCTOSIIMX W3 HECKOJbKUX TOMOB (4actei),
IPOCTABJISIIOTCS KpaiHUE AAaThl KaX/10r0 ToMa (4acTu).

KonndecTBO NMPOHYMEPOBAaHHBIX B J€J€ JIMCTOB IPOCTABIIETCA C JIMCTa-
3aBepUTENS Aena.

Cpok XpaHEHHs NEPEHOCUTCS Ha OOJIOKKY Jesla U3 HOMEHKIaTypsl aen. Ha
Jiesax MOCTOAHHOTO XpaHneHus numercs: «IlocTosHHOo».

Ha kopenike aena yka3slBarOTCs 3aroJIOBOK JI€J1a, FoJ eja U TOM Jela.

B  pmemix obecrneueHuss COXpaHHOCTM M 3aKpEIUIGHHS  TOpsaKa
pPAacCHoOJIOKEHUS] TOKYMEHTOB, BKJIIOYEHHBIX B JI€J0, BCE JIMCThI, KPOME YHUCTHIX,
JIMCTa-3aBEPUTEINS J€JIa U JINCTOB BHYTPEHHEN ONMCU HYMEPYIOTCS B Pa3BEPHYTOM
BUJIe apabckuMu LU(paMu BajloBOM Hymepanued. YucTble JIHUCTHI W3 Jena
u3bIMalOTCs (0€3 TMOBPEXKIEHUsS IIEJOCTHOCTH Jea) M YHUYTOXarTcs. JIucTh
HYMEPYIOTCS IMPOCTBIM KapaHAAlllOM, CBEPXY BHHM3 B BO3DPACTAIOIIEM IMOPSIKE
HOMEPOB, HauMHas ¢ nepBoro. L{udpel npocTaBisioTcs B NIPAaBOM BEPXHEM YIIIY
mucta. HyMepanuss nBETHBIMM KapaHJalllaMH, YEPHWJIAMH W HYMEpPaTOpaMH HE
JIOIyCKAaeTCsl.

JIOKyMeHTBI ¢ COOCTBEHHOM HyMepalueil JHCTOB, B TOM YHCIIE MEYaTHBIE

U3JIaHUS, HYMEPYIOTCS B OOIIEM TOPSAKE WM COXPAHSIIOT COOCTBEHHYIO
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HYMEPALIMIO, €CJIA OHa COOTBETCTBYET MOPSIKOBOMY PACIIOJIONKEHHUIO JMCTOB B
nene.

Cnoxennpli JucT Oonbioro ¢opmara (A2, A3) pa3BopauuBaeTcs U
HYMEpYyeTCs B NPaBOM 4YacTW BEpxXHEro mojis jucta. llpu 3toM juct mrodoro
dbopmara, TOAIIUTHIM 3a OAMH Kpail, HymMepyeTcs KaK OJUH JIUCT, a JIUCT,
CJIOKEHHBIM U TOJAIIUTHIN 32 cepeuHy, MOAJCKUT MEePEUIMBKE U HyMepyeTcs Kak
OJIMH JIUCT.

Eciu B gnene ectb KOHBEPT C BIIOXKEHUSMM, TO CHayalga HyMepyercs
KOHBEPT, a 3aT€M OYepEAHBIM HOMEPOM KaXK/10€ BIIOKEHHUE.

@otorpaduu U Jpyrue WUIIOCTPATUBHBIE MaTepHalibl HYMEpPYIOTCA Ha
00OpOTHOM CTOPOHE B JIEBOM BEPXHEM YTIIIy.

JIMCT ¢ HAarayXo HaKJIEEHHBIMU IOKYMEHTaMH (BbIpE3KaMu, poTorpadusmn)
HYMEPYETCS KaK OJIMH JIUCT. ECciM K TOKYMEHTY NOJKJIEEHBI OJHUM KPAaeM Apyrue
JIOKYMEHTBHI (BCTaBKH TE€KCTa, IEPEBObI), TO KAXK/IbIM JTUCT HyMEPYETCS OTACIBHO.

[Ipunoxenue K Jely, COCTaBISIIONIEE OTIAEIbHBIM TOM, HyMEpyeTcs
OTJIEIBHO.

[Ipy HamMuuM OTHENBHBIX OMIMOOK B HYMEpalHMH JUCTOB B JeNax Mpu
NOJrOTOBKE HX K cJlade B apXuUB JIOMYCKAETCA  YNOTpeOJIeHHWEe JHUTEPHBIX
(c OyKBEeHHBIMH JTOTIOJTHEHUSIMU ) HOMEPOB JIUCTOB.

B nenax mNOCTOSIHHOTO XpaHEHWs MJisi ydyeTa W IIOMCKa JOKYMEHTOB
B HayaJie Jieja MOXET MOMENIAThCsl BHYTPEHHSIS onuCh (mpuiioxkeHue Ne 13).

JIucThl BHYTpEHHEN ONTMCH HYMEPYIOTCS OTEIIBHO.

Kaxxnoe neno 3akaHYMBaeTCsl JTMCTOM-3aBEPUTENIEM YCTAHOBJICHHON (POPMBI
(npunoxxenue Ne 16).

B nucre-3aBepurene gena nugpamMu U MpONUCHI0 YKa3bIBAaETCs (DaKTHUECKOE
KOJIMYECTBO JINCTOB B JAaHHOM JIeJIe, a TAK)KE HaJM4KUe JTUTEPHBIX U MPOIYIIEHHBIX
HOMEPOB JIUCTOB, KOJMYECTBO JINCTOB BHYTPEHHEH ONHWCH M HAJIMYUE CPEAU
JIOKYMEHTOB Ta3eT, KHUT, OpouIop, yeprexei, gororpaduii, pucyHKoB U T.A.,

CTaBUTCA JaTa W TOJAMUCH pabOTHHKA, CHOPMHUPOBABIIETO JIEJ0, U YKa3bIBAETCS
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€ro JOJDKHOCTb, MHHMIMANB W (amuiusa. Ecium KOIWYecTBO JHUCTOB B Jieje
MU3MEHSETCS, 3aBEPUTENIbHAS HAIIIUCh COCTABIISETCS BHOBb.

[Ipu nmoaroToBKe /el K MOJIIMBKE (MEPEIIETy) NPOBEPSETCs NPABUIBLHOCTD
ux (opmupoBaHus, oGOpPMICHHUS, METAJUIMYECKUE CKPEIUICHUS W3 JOKYMEHTOB
YAQISIIOTCS.

JIOKyMEHTBI TTOJIIIUBAIOTCS TAKUM 00pa3oM, YTOObI MOKHO ObLIO CBOOOIHO
IIPOYNUTATh TEKCT KaXJAOro JOKYMEHTA, BU3bl M YKA3aHHUS I10 HCIOJHECHHIO
JOKYMEHTA.

11.5. Ilepenaua ey B apxus.

Ilepemaya pgen MOCTOSHHOTO XpPaHEHWS B apXWB |eppUTOpHAIBHOU
KOMHCCHH OCYULIECTBJISETCS MOECIMHUYHO IO yTBepkAeHHbIM OIIK ommcsam nen
ITOCTOSTHHOT'O XPaHEHUS.

[Ipuem noKymMeHTOB Ha mocTositHHOe XpaHeHue B Cankrt-IlerepOyprckytro
30UpaTEIbHYI0 KOMUCCUIO OQOPMIISIETCSI aKTOM IpHEeMa-Nepeadyd T0KyMEHTOB
(mpuoxenue Ne 18).

B apxuB Cankt-IlerepOyprckoil n3dbupareabHO KOMUCCHH B COOTBETCTBHUU
C HOMEHKJIaTypou aen TeppuTopuanbHOW KOMHCCUUA Ha MOCTOSIHHOE XPaHECHUE
IIepEeAOTC:

JIMYHOE JeNo Impeacenarens TeppuTopualibHOM KOMHUCCHUM B Cly4ae
OKOHYAHHUSI CPOKA MOJHOMOYUNA MM OCBOOOXKIEHUS OT JOJKHOCTH 10 MCTEUECHHS
CpOKa IMOJIHOMOYHI;

JUYHOE JEN0 TOCYAApPCTBEHHOI'O TPa)XXJAHCKOTO CIY’KAIEero arrmapara
TeppuTopruabHOM KOMHUCCUM B CJIydae €ro YBOJIBHEHUS C TIOCYIapCTBEHHOU
CITYKOBI;

JOKYMEHTBI MOCTOSTHHOTO ¥ BpeMeHHOoTOo (10 neT u 6oJiee) CpoKOB XpaHEHUs
B CJIy4ae peopranu3auuu (JIMkBuganuu) TeppuTtopruaabHON KOMUCCUU.

IIpn mepemade nen Ha BCEX IK3EMIUIAPAX ONMCH J€JI NPOTHUB KaXIOTO
BKJIFOYEHHOTO B Hee Jena B rpade «lIpuMeuvanue» cTaBUTCS OTMETKA O HaJIMYUU
nena. B koHIlE KaXa0ro sSK3eMIULsipa OMHMCH JeN yKa3bIBaloTcs LHUdpamMu u
MPOIMUCHIO KOJIMYECTBO (DaKTHUUECKH MPUHATHIX (MIEpeaHHbIX) B apXuB Jell,
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WUHUIMAIBI U (aMUIAN JIUI, OCYIIECTBISIONINX TPUEeM-TIepeaauy /1€, CTaBITCS X
IIOAIVCH U J1aTa.

[Ipu npueme pgen npoBepseTcs MpaBUILHOCTHL HX odopmieHus. /[lena,
oopmiieHHBIE C HapyIIeHHMEM TpaBWJ, YCTaHOBJCHHbIX MHCTpyKIueH,
BO3Bpalarorcs B TeppuTopuaibHyt0 KOMUCCHIO C YKa3aHUEM HEAOCTATKOB JJI X
YCTpPaHEHHUS.

N30uparenpHas TOKyMEHTAIMs XpaHUTcs B TeppUTOpHanbHO KOMUCCHH B
coorBeTcTBUM ¢ [lopsAnKOM XpaHEHUs, Mepeladyd B apXuB M YHUYTOKECHHS
JOKYMEHTAlluu, CBS3aHHOW C TIOATOTOBKOM H MPOBEACHHEM BBIOOPOB U
pedepeHayMoB B Cankr-IlerepOypre, YTBEPKIACHHBIM pelIeHueM
Cankr-IletepOyprckoit  u3duparensHOl Komuccuu, IllopsnkoM XpaHeHUS W
Iepelayl B apXWBBI JIOKYMEHTOB, CBSI3aHHBIX C MOJATOTOBKOM WM NPOBEJACHUEM
BeIOOpOB IIpesuaenta P®D, I[lopsakom XpaHeHus U Tepelayd B apXHUBBI
JOKYMEHTOB, CBSI3aHHBIX C IOATOTOBKOW W IPOBEJEHUEM BBIOOPOB JIEMYTATOB
['ocynapctBennoi [Jymbr @®C PO, yTBepKICHHBIMH COOTBETCTBYIOIIUMU
noctanoBienusiMu LIAK PO.

11.6. ITopsiiok paGoThI € JIEKTPOHHBIMH JOKYMEHTAMHU.

HcnosmHeHHbIe DJEKTPOHHBIE JOKYMEHTHl CUCTEMATU3UPYIOTCS B Jena B
COOTBETCTBMM C HOMEHKJIATYpou nen TeppuropuanbHOM Komuccuu. Ilpum
COCTaBJICHWH HOMEHKJATYpbl JI€Jl B 3arojIOBOK Je€Jla BKIIIOYAECTCS YKa3aHUE
«ONEKTPOHHBIE TOKYMEHTBD.

Cpoku XpaHEHMS DJJEKTPOHHBIX JOKYMEHTOB COOTBETCTBYIOT CpPOKAaM
XpaHEHUs aHAJIOTUYHBIX TOKYMEHTOB Ha OyMa)KHOM HOCHUTEIIE.

DKcnepTh3a LEHHOCTU JJIEKTPOHHBIX JOKYMEHTOB OCYLIECTBISIETCS B
oOIIeM MOpSIIKE, YCTAHOBJIEHHOM JUIsl JIOKYMEHTOB Ha OyMa)XHOM HOCHTEJIE.
Ilocne wucredeHus CpPOKa, YCTAHOBJIEHHOIO JUIsI XPAHEHMs DJIEKTPOHHBIX JIElI
(3NEKTPOHHBIX JOKYMEHTOB), Ha OCHOBAHMM akKTa O BBIJEICHUUM UX K
YHUYTOXKEHUIO, YTBEPKIECHHOrO IMpeacenareneM TeppuTopuanbHO KOMHUCCHUH,
yKa3aHHbIE D3JEKTPOHHBbIE Jeda  (DJIEKTPOHHBIE  JOKYMEHTBI)  IOJIEKAT
YHUYTOXKEHUIO.
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DONEeKTpPOHHBIE JOKYMEHTBHI IOCTOSHHOIO XPAaHEHMsS MEpearoTcs Ha
apXMBHOE XpaHEHHE IO OMUCAM C OQOPMIICHHEM aKTa IMpHeMa-lepeaadn

QJICKTPOHHBIX NOKYMCHTOB.
12. OTBeTCTBEHHOCTD

12.1. Ynensr TeppHTOpHANIBHOW KOMHCCHH W TPaKIAHCKHE CIyXKaIlue
anmapara TeppuTopraaIbHON KOMHUCCHH HECYT IIEPCOHAIBHYIO OTBETCTBEHHOCTH 3a
coOmtoieHne TpeboBaHuil HacTosed MHCTpyKIUH, COXPAHHOCTh HAXOIAIIUXCS Y
HUX JOKYMEHTOB.

12.2. OTBETCTBEHHOCTH 3a OpraHU3aIUI0 JIEeJIOTPOU3BOICTBA B
TepputopuansHOit KOMHCCHH, BHEJIPCHUE aBTOMAaTHU3UPOBAHHBIX
(KOMITBIOTEPHBIX)  TEXHOJIOTHH  TMOJATOTOBKM W 00pabOTKH  JIOKYMEHTOB,
oOecIieueHne COXPAHHOCTH JOKYMEHTOB M TIepenady UX B apXuB, KOHTPOJIb 3a
cobmogeHueM TpeOoBaHWN HacTosmer MHCTpyKIMM HeceT IpeaceaaTeb

TeppuropuaibHOM KOMUCCHH.
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[Tpunoxenne Ne 1
K UHCTPYKLIUHU MO JIEJIONPOU3BOJICTBY B
TeppuropuanbHoii u3dbupareabHoit Komuccuu Ne 41

IHEPEYEHDb

JAOKYMEHTOB, HC IIOJICKAIIIUX PEerucrpanuu

Coo0uieHus 0 3ace1aHusAX, COBEUIAHUSIX U MIOBECTKAX JIHS.

VY4eOHble TPOrpaMMmBbl, TIJIaHbI.

Pexnamuble n3BELICHUS, IUIAKaThI (32 NCKIIFOUEHUEM aruTalOHHBIX).
ITo3npaBuTEnbHBIE TUCHMA U TEJIETPAMMBI.

[IpurnacurenbHbie OUIETHI.

byxranrepckne 1OKyMEHTBI.

IleuaTHble U30aHUS.

OnepatuBHas uH(pOpMalMs, TMOCTyHarollas T[O KaHajlaMm CBA3HU

['AC «Bb160psI».
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[Tpunoxenne Ne 2
K UHCTPYKLIUHU IO JIEJIONPOU3BOJICTBY B
TepputopuanbHoit m30upaTebHON Komuccun Ne 41

AKT

MBI, HIXKEeO AU CaBLINECS

COCTAaBUJIM AaKT O TOM, 4YTO « » 20 r. Ipu
BCKPBITUM TTAKETa
B HEM HE OKa3aJI0Ch

Hacrosimuii akT cOCTaBiIeH B ABYX IK3EMIUISIPax.

IHommucnu:
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[Tpunoxenune Ne 3
K MHCTPYKIIUHU TIO JICJIONPOU3BOJICTBY B
TeppuropuanpHoOi U30HpaTeaIbHON Komuccuu Ne 41

®opMbI 0JIAaHKOB, HCII0JIb3YEeMbIX B H30HMPaTeJIbHOH KOMUCCHH
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[Tpunoxenue Ne 3.1

TEPPUTOPUAJIBHASA UBBUPATEJIBHAS KOMUCCHSA Ne 41

HPOTOKOJ 3ACEJAHUAA

20 ron Ne

Cankr-IletepOypr
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[Tpunoxenue Ne 3.2

TEPPUTOPUAJIBHAA UBBUPATEJBHASA KOMUCCHUSA Ne 41

PEIHIEHUE

20 roja Ne

Cankr-IletepOypr
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[Tpunoxenue Ne 3.3

TEPPUTOPUAJTBHAS U3BBUPATEJILHASI KOMUCCHS Ne 41
NPEJACEJIATEJD

ITPUKA3

20 ToJT Ne

Cankr-lleTepOypr
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TEPPUTOPUAJIBHASA
N3BUPATEJIBHASI KOMUCCHSA Ne 41
CAHKT-IIETEPBYPT

yiI. , 0., Cankr-IlerepOypr, 198
Ten. (812) , Paxc (812)
http://www.
OKIIO ; OT'PH ;
WHH/KIIIT
No

Ha Ne oT
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[Ipunoxenue Ne 4
K MHCTPYKIIUH T10 JCJIONPOU3BOJICTBY B
TepputopuanbHOil m30upaTenbHON Komuccun Ne 41

TpeGoBaHus K TOKYyMEeHTaM, H3rO0TOBJISAEMBIM € OMOIIbIO

NnevyaTauux yCTPOiCTB, U K ¢ailjiaM TEKCTOBBIX TOKYMEHTOB

1. TekcTbl JOKyMEHTOB Ha OnaHkax ¢opmara A4 nedararorcs yepes 1 -
1,5 MEXCTPOUYHBIX UHTEPBAIA.

2. TexkcTbl NOKYMEHTOB, TIOJTOTABJIMBAEMBIX K  THUIOTPaPCKOMY
U3JITaHUIO, TICUATAIOTCS Yepe3 ABa MEKCTPOUHBIX MHTEPBAIA.

3. HazBanue BuJa TOKyMEHTa MeYaTaeTCs MPOIMMCHBIMU OYKBaMHU.

4. Ecnu 3aronoBok K Tekcty mnpesbimaer 150 3HakoB (5 CTpOK),
JIOMYCKAeTCsl MPOJJIeBaTh €ro A0 TPaHUIBI MPaBOro mojisi. Todka B KOHIIE
3aroJioBka He CTaBUTCS.

5. PacmmdpoBka momnucu B pekBusnte «llogmuce» medaraercs
Ha yYpOBHE TOCJIETHEH CTPOKM HAMMEHOBAHUS JOJKHOCTU C HMCIOJIH30BAHHEM
xomOuHanuu kinasuin Shift — Ctrl — TIpoOen mexay nHuImanaMu U haMuIHeH.

6. Co3nmanue, ¢dopmaTUpOBaHUE W BBIBOJ Ha IeYaTh JOKYMEHTOB
MPOU3BOIATCS HAa KOMIIBIOTEPAX C KCIOJIB30BAHHEM TEKCTOBOTO MPOIIECCopa
MS Word. Bueapenue »3JCKTPOHHBIX TaOJHMIl, CO3JaHHBIX B TaOJIMYHBIX
npoiieccopax, B gokymeHtsl MS Word e momyckaercs. [lomyckaercs, mpu
HEOOXOIMMOCTH, CO3/laHue, (popMaTUpPOBAHWE W BHIBOJ Ha TMe4YaTh TaOJHII
nocpeacTBoM TabauuHoro npoieccopa MS Excel.
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7. Tlpu ¢opMaTupoBaHUU JOKYMEHTOB O0OS3aTEIIbHO HCIONb3YyeTCs
BKJIFOUEHHAs! KHOTIKA 4TOOBI BUJETHh HA SKpaHE BCE CIy>KEOHBIE CUMBOJIBI.
8. Ilpu ¢opmaTupoBaHWU TEKCTa IOKYMEHTOB HCIOJB3YETCS CTUIIb,

KOTOPBIN UMEET CIIETyIOUIUE TapaAMETPHI:

olllpudt TimesNewRomanCyr

ePa3mep 14 nyHkTOB

eOtcTyn cieBa 0cMm
crpaBa 0cm

el lHTepBan nepen 0 myHKTOB
nocie 0 myHKTOB

eMeKCTPOUYHBIM UHTEPBAIl OAWUHAPHBIM, OJIYTOPHBIN
ellepBas cTpoka orcTtymn Ha 1,25 cm
eBrIpaBHUBaHNE 0 IIUPHUHE
9. Ilpu dbopmarrpoBaHuu TaOIMUI] HEOOXOAUMO COOJIIONATH CIIECTYIOIINE
TpeOOBaHMUS:
Tabnuia Bceraa JOJDKHa HMETh Ha3BaHHME, KOTOPOE BbIPABHUBAETCS
10 [TPaBOMY MOJIIO JOKYMEHTA;
Ta0nuIa BEIPABHUBAETCS 1O LICHTPY JIMCTA;
3aroJIOBKU CTOJIOLIOB U CTPOK BBIPABHUBAIOTCS M0 LICHTPY SYCHKH;
JaHHbIE B sTYelKax TaOJUIbl BEIPABHUBAIOTCS CBEPXY IO JIEBOMY Kpalo;
MPOJIOJKEHNE TaOJIUIbl HA HOBOM JIUCTE BCETJla HAYMHAETCS C 3aroJIOBKOB
ee CToJOIOB (WM HOMEpOB rpad B ciydae, eciau Trpadsl TaONHIBI HA TIEPBOM
JIUCTE MPOHYMEPOBAHBI);
CTPOKHU TaOJUIbl IEPEHOCATCS Ha HOBBIM JUCT TOKYMEHTA HCKIIOYUTEIBHO
LETUKOM;
MIMpUHA M BbICOTA TAOJMUBI HE JOJDKHBI MPEBBIIATh pa3Mephbl MoJieh
JOKYMEHTA.
10. Pazmepsl noseit 1o0KkyMeHTa JOJIKHBI UMETh CIEAYIOIIHNE MapaMeTPhI:
®BEpXHEe 2,0 cm

eHIDKHEE 2,0 cm
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®JICBOC 2,0 CM (Ha JIOKyYMEHTaxX CpoKoM xpaHeHus cbiue 10 et — 3,0 CM)

eIIpaBOC 1,0 cm

OT Kpast 40 KOJIOHTHUTYA:

O®BCPXHCTO

SHM)KHCTO

1,25 cm
1,25 cm

11. ITpu NOATrOTOBKE TOKYMEHTOB UCIOIB3YIOT CICAYIOIINE PEKBU3UTHI:

repb cyonekta Poccuiickoit deaeparuu;
HalMEHOBaHUE U30UpaTEILHON KOMUCCHH;
HaNMMEHOBAHHE JTOJKHOCTHOTO JIMLA;
CIIPaBOYHBIE CBEJICHUSI 00 OpraHU3allNH;
HAMMEHOBAHHE BUJIA IOKYMEHTA,;

naTa JOKYMEHTA,

PETUCTPALMOHHBIA HOMEP JOKYMEHTA;

CCBIIIKa Ha I/ICXOI[SIIHI/Iﬁ pGFI/ICTpaIJ;I/IOHHblf/'I HOMCD U

JlaTy TOKYMEHTA;

ajpecar;,
rpud yTBepKACHUS JOKYMEHTA;
3aroJIOBOK K TEKCTY JOKYMEHTA;
yKa3aHUs MO UCIIOJIHEHUIO JJOKYMEHTA;
OTMETKA O KOHTPOIJIE;

TEKCT JOKYMEHTA,

OTMETKA O HAJTMYUH MTPUIIOKEHNUS;
HOJIMTUCH;

rpud coriacoBaHMs TIOKYMEHTA;

B34,

[e4aTh;

OTMETKA 00 MCITOJHUTEIIC;

UACHTU(PUKATOP DJIEKTPOHHOM KOMHUH IOKYMEHTA.

12. PexBu3uThl (KpoMe TEKCTa JOKYMEHTa W ajpecara), COCTOSIINE

N3 HECKOJIbKHUX CTPOK, II€YaTarOT CO CIACAYIOIINMU I1apaMCTpaMu:
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olllpudt TimesNewRomanCyr

ePazmep 14 nyHkTOB

eOtcTyn cleBa 0cm
cripaBa 0cm

ellHTEpBaN nepen 0 myHKTOB
nocJie 0 myHKTOB

e MeXCTpOUHBIN UHTEPBAI OJMHAPHBIN

e¢OTCTYII IEPBOU CTPOKH HET

eBripaBHuBaHuE 110 LIEHTPY

13. PexBm3uT «AnpecaTy MmedaTaroT co CICTYIONTUMHU TTapaMeTpaMH:

o[llpudt TimesNewRomanCyr
ePa3mep 14 nyHkTOB
eOT1CTYN cieBa 12 cm
cripaBa 0cm
ellHTEpBaN rnepen 0 myHKTOB
ocie 0 mMyHKTOB
e MeKCTPOUHBIN UHTEPBAI OJVHAPHBIN
e¢OTCTYII IEPBOU CTPOKH HET
eBripaBHUBaHME 0 JIEBOMY Kparw WM IEHTpyeTcs

OTHOCHUTEIIBHO CAMOM JIJITMHHOW CTPOKH.

Eciu cocraBHblE 4YacTu pEKBU3UTOB «Anpecary, «I'pud yTBepKIeHUS
NOKyMeHTa», «I'pud cormacoBaHust JOKyMeHTa», «OTMeTKa O HaJIU4YUU
NPWIOKEHUS» HE YMEIIAKTCS HAa OJAHOW CTPOKE, TO Pa3pblB CTPOKU B HYXHOM
MECT€ MPOU3BOJUTCA C MOMOIIbIO cuMBoOJia «Pa3pbiB cTpoku» (KOMOMHAIMsS

knasuin Shift — Enter), Hanpumep:

COI''TACOBAHO
[Ipencenarens komuTeTa
UMYIIECTBEHHBIX OTHOIICHUI

Cankr-IlerepOypra
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A.H. BanoB

14. TTpu odbopmieHUH JOKYMEHTOB Ha JBYX U OoJjiee CTpaHHIIaX BTOpas U
MOCJICYIOITNE CTPAHMIIBI JOJKHBI OBITH TPOHYMEpoBaHBl. Homepa crpanuil
MIPOCTABJISIIOT TOCEPEIUHE BEPXHETO IMOJIsA JINCTa apaOCKuMu mudpamu 6e3
BCSIKMX 3HAKOB MTPETIMHAHUS.

Ecan JAOKYMCHT MMCCT ITPUJIOKCHUC, TO OHO II€HYATaCTCA C HOBOM CTpaHHIIbI.

15. JIns  BbIsIBIIGHUS M UCHOpPaBJICHUS  BO3MOXHBIX  OLIMOOK B
IPaBOMMCAaHUU B CHOPMHpPOBAHHBIX (aillax PEKOMEHIYETCS OCYIIECTBISThH
IPOBEPKY TOKYMEHTOB, UCIOJIb3YsI CHCTEMbI IPOBEPKH MPABOIUCAHMUSL.

16. Kaxaplii JOKYMEHT CO BCEMH MPUIIOKEHUSIMU K HEMY IMOMEIAIoT
B OTAENbHBIN (Pailsl (ecau MPUIIOKEHUS CO3/IaHbl OJTHUM HpoueccopoM). BHyTpu
¢daiina caM JOKYMEHT U KaXJ0€ MPWIOKEHHE [OMEUIaloT B OT/AEJbHBIC
pazJiebl.

17. Bce pekBU3UTHI JOKYMEHTa OTAEISAIOT APYT OT Apyra OJHOM IyCTOM
CTpOKOH, oOpasyemoi cumBoyioM aO3ama (9 — kmaBuma Enter). B Ttekcte
HE JIOJDKHO BCTpeuaThest 60Jiee IByX CUMBOJIOB a03aria moaps/.

18. He nmomyckaercs mucaTth CJIOBa C Pa3ps/IKOWM, BCTaBIsIST MPOOEbI
MeXy OyKBaMHU B CJIOBAX, 3a MCKJIIOYECHHEM CIIOBA «PEIIWIa» B PEUICHUSAX U
MpPOTOKOJIAX  3aceqaHuii  u30upaTeapbHOM Komuccuud. He  gomyckaercs
UCIIOJIb30BaHUE MPOOesioB i 00pa3oBaHMsi a03alHOTO OTCTyma (KpacHOM
CTPOKHM) WJIM MYCTBIX CTPOK. B TeKkcTe He JOKHO BCTpeuaThCs Mmoapsii Oosee
OJHOTO cUMBoOJIa npoOena. Pa3aenenue nHUIMANOB U amMuiIny, cuMBoia Ne u
YucIa, TOPSIKOBOIO HOMEpA CTaThH, YaCTH, ITYHKTA WM MOAIYHKTA TIPABOBOTO
aKTa, YUCJa Mecsla U Ha3BaHMUS MeECSIa, YUCHIA TOAa U CJIOBa «TOI», JTHOOBIX
YHUCJIOBBIX 3HAUEHUN U EIUHHI] H3MEPEHUs JIeJaeTCsl C HCIOJIb30BaHUEM
Hepasaeaumoro npobena (couetanue kinasuin Shift — Ctrl — ITpo6en).

19. He nomyckaercss BKIIOYAaTh B TEKCT JOKYMEHTa pa3eUTEIbHBIC

JUHUH, COCTABJICHHBIC U3 IIETIOYEK CUMBOJIOB (¥, =, -, — ¥ JIp.).
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20. He nomyckaercsi MCHOJB30BAaHME B PYCCKUX CJIOBAaX CXOJIHBIX IO
HavepTaHuio JJaTuHCKUX OyKB (A, a, B, C,c, E, e, H, K, M, O, 0, P, p, 1, X, X, y).

21. He nomyckaercss HCHOJIB30BaHHE CHUMBOJA TaOymsauuu (—) s
oOpa3oBaHMsi a03aI[HOTO OTCTyMa (KPacHOM CTPOKM) WM IYCTBIX CTPOK.
AO3alHBIA OTCTYN YyCTaHaBIUBAIOT B MeHI0 Popmat/Ab3al Win ¢ MOMOIIbIO
BEPXHETO JABUKKA HAa TOPU3OHTAIBHOM JTMHEHKE.

22. He nomyckaeTcs HCHOJIb30BaHUE CHMBOJIA «-» [JI1 O0O3HAYCHUS
nepeHoca. BMecTto Hero ciemyeT HMCHOJIb30BaTh CHUMBOJ MSATKOrO MEpeHoca
(komOuHarms kiaBuir Ctrl — «-»).

23. Jlna HarmMcaHWsl pUMCKUX MUQP TOJDKHBI UCIIOJIB30BAThCS 3arjaBHBIC
oykBsl natuHckoro andasuta (1, V, X, C, D, L, M). Mcnons3oBanue ajist 3Toi
eI PYCCKUX OYKB U apaOCKkux Hudp HE JOMYCKAETCS.

24. Bmecto 6ykBbl «E» nomkHa ynorpednatees O6ykBa «E» (kpoMme UMeH
COOCTBEHHBIX MPU HATUYUH MOTBEPKAAOIINX JOKYMEHTOB).

25. PexBusnuthl «HanMeHoBaHWe BHIA JTOKYMEHTa» JOJDKHBI OBIThH
BBIPOBHEHBI 10 IIEHTPYy. He nomyckaercs ucmosib30BaHWE CUMBOJIA ab3aia Jyis
MIPEPBIBAHUS CTPOKH B TPOU3BOJIBHOM MECTE, JJIS OTOTO CIACAYeT NMPUMEHSTH

CHMBOJI pa3pbiBa cTpoku (koMOuHanus kiaapum Shift — Enter).
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[Tpunoxenue Ne 5
K MHCTPYKIIMH 1O JIEJIOMPOU3BOJICTBY B
TeppuropuanbpHoOi n36upaTeabHOi Komuccuu Ne 41

Cnucok PACCBIJIKHA UCXOAAIIINX JOKYMEHTOB

Ne HaumeHoBaHnue oprana ., .
IHos1HBII MOYTOBBII agpec
n/n (opranm3zaunmun)
[Ipencenarens

TepputopuanbHO U30UpaTETbHON KOMUCCUH No

HUcnoaaurein

«

»

20 T.
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CornacoBaHue NMpOEKTA:

JIOJDKHOCTB

(mara)
JIOJ>KHOCTB

(mata)
JIOJ>KHOCTB

(mara)
Hcnonnurens:
JIOKHOCTB

(nata)

[Tpunoxenne Ne 6
K UHCTPYKLIUHU IO EJIONPOU3BOJICTBY B
TeppuropuanbHoi u3dbupareabHoit komuccuu Ne 41

MHULAAIIBL, (pamMuimst

(moamuce)

HMHUIIUAJIbI, ¢)aMI/IJ'II/ISI
(moamucek)

HWHUIIUAJIbI, (baMI/IJ'II/IH
(oamuce)

HWHHUIIUAJIbI, q)aMI/IJ'II/ISI

(moamuce)
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[Tpunoxenue Ne 7
K HHCTPYKIIUH TIO JISJIONPOU3BOJICTBY B
TeppuropuanbpHoOi n36upareabHOi Komuccuu Ne 41
YTBEPXIAIO
[Ipencenarens TeppuropuanbHoit komuccuu Ne 41

HWHHUIINAJIBI, (baMI/IJ'II/Iﬂ

(noonucy)

« » 20 T.

OT4er 0 pa3memienun pemieHuii TeppuropuaabHOil H30UPaTEILHOU
komuccuu Ne 41
caiite www.tik___ .spbik.spb.ru,
B pa3nese «{OKyMeHTbD» H pacchlIKe 0 COOTBETCTBYIOIIUM aJipecaTaM

3acenanne Ne OT « » roga
No No pemrenust AJnipec pa3MenieHus, aapecaT pacChLUIKU Jara
n/m THUK pa3menieHus,
pacchbUIKH
1
2
3

Hcnonuurens:
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[Tpunoxxenue Ne 8
K UHCTPYKIIUU IO JIEJIONIPOU3BOJICTBY B
TeppuropuanbHON H30UpaTeIbHON KoMuccuu Ne 41

HEPEYEHD

MOAJCKAIUX KOHTPOJIK JOKYMECHTOB € YKa3aHUEM CPOKOB UCITOJTHECHUS

1. ®enepanbHble  KOHCTUTYIIMOHHBIE  3aKOHBI, (helepaabHble  3aKOHBI
Poccuiickon ®@enepanuu — COrIacHO yKa3aHHOMY B HUX CPOKY.

2. Ykaswl Ilpesunentra Poccuiickoii ®depepaniud — COMIACHO YKa3aHHOMY B
HUX CPOKY.

3. Pacnopsbkenuss Ilpesunenta Poccuiickoit ®@enepanu —  COMIACHO
YKa3aHHOMY B HUX CPOKY.

4. Tlocranonenus, pacnopstkenus [IpaBurensctBa Poccuiickoit @eaepannn —
COIUIACHO YKa3aHHOMY B HUX CPOKY.

5. 3akonbl CankTt-IlerepOypra — coriacHO yka3aHHOMY B HUX CPOKY.

6. [locranoBnenuss 3akonomatenbHoro CoOpanusi Caskt-Ilerepbypra  —
COTJIACHO YKa3aHHOMY B HHUX CPOKY.

7. Tlocranonenuss IlpaBurenbctBa  Cankrt-lIlerepOypra —  corjacHo
YKa3aHHOMY B HHX CPOKY.

8. Pacmopsixenus ['yoepnatopa Cankt-IleTepOypra — coriacHo yka3aHHOMY
B HUX CPOKY.

9. IMapnamentckue 3ampockl CoBera Deneparmu denepanbHoro CoOpanus
Poccuiickoit  ®enepauun, [ocymapcrBenHoit [ymbelr ®enepanbroro CoOpaHus
Poccuiickoit @enepanun — HE TMO3[HEE 4YeM 4epe3 15 KaleHAapHbIX JHEW CO JIHS
MOJIyYEHUsT  NApJaMEHTCKOTO  3ampoca WJIM B MHOM  YCTAHOBJICHHBIU
cooTBeTcTBYIOMIEeH manatoir denepanbHoro CobOpanusi Poccuiickoit denepanuu
CPOK.

10.3ampocet  unmenoB CoBera @epneparuu  DenepanvHoro  CobOpaHus

Poccuiickonn ®enepanuun, nemnyrartoB ['ocymapctBenHou Jlymbr ®DenepaibHOTO
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Cobpanus Poccuiickoit denepanuu — He no3aHee yeM uepe3 30 KaleHJapHbIX AHEH
CO JIHSI €T0 MOJTYYEHHUS WJIM B UHOM COTJIACOBAHHBIN C MHUITMATOPOM 3aIpoca CpoK.

11.06pamenust wienoB Copera ®Denepanuu Denepansroro Cobpanus
Poccuiickonn ®enepanuun, nenyratoB ['ocymapctBenHou J{ymbr @DenepaibHOTO
Co6panust Poccuiickoit @enepaiivu 1Mo BOIPOCaM, CBI3aHHBIM C UX JACSITEIbHOCTHIO,
— Oe3omnarate’abHO (2 TMpU  HEOOXOAMMOCTH TMOJYYEHHUS JOMOJTHUTEIbHBIX
MarepuajoB — He 1mo3aHee yeM  yepe3 30  KaJleHOApHBIX  JHEH
CO JIHSI TIOJTyYCHUSI OOpaIieHus ).

12.06pamenus JIEITyTaTOB 3aKoHOAATEIBLHOTO CoOpanus
Cankrt-IletrepOypra  — B CPOK, YCTaHOBJICHHBIN 3aKOHOJATEIbLCTBOM
Cankr-IletepOypra.

13.Ilucema u3 Anmunuctpauuu IIpesugenta Poccuiickoit ®Deneparum,
[IpaButensctBa Poccuiickoii @enepanuu, Koncturyunonnoro Cyaa Pocculickoit
Oenepannu, BepxoBHoro Cyna  Poccuiickori  ®denepanuu, ['eHepanbHOM
npokypatypel Poccuiickoit ®denepauun, aamuHuctpanuu ['yoepHatopa CaHKT-
[lerepbypra — B COOTBETCTBUM C YKa3aHUSIMU 10 WCIOJHEHUIO JOKYMEHTa
npeacenarenss TeppuTopraibHOM KOMHCCUHU, €CJIM B HMX HE yKa3aH CpPOK, — HeE
no3jiHee yeM uepe3 30 KaJleH1apHbIX THEH.

14.TIportect npokypopa — He To3aHee yeM uepe3 10 KaleHJapHbIX THEH.

15.11pencraBnenue mpokypopa — He mo3aHee dem yepe3 30 KaJeHIapHBIX
JTHEH.

16.00pamenus TrpaxgaH 1O BOIpocamM BBIOOPOB U pedepeHAyMOB —
10 30 kaneHgapHbIX JHEH, a MOCTYIMUBIINE B MEPUO] N30UpaTEIbHON KaMIIaHUU — B
cooTBeTcTBUM ¢ DepepanbHbIM 3aKOHOM «OO0 OCHOBHBIX TapaHTHUSX W30MpaTEThHBIX
npaB ¥ MpaBa Ha yyacTue B pedepenayme rpaxaan Poccuiickoit denepanumy.

17.Tlepechiika oOpalieHui TpaxaaH, COJASPXKAIIUX BOMPOCH], PEIICHUE
KOTOpPBIX HE OTHOCUTCA K KOMIETEHUUH TeppUTOpUaIbHOM  KOMHUCCHH,
OCYIIECTBIISIETCS B TEUCHHUE CEMU KaJICHAAPHBIX JHEH.

18.06pamenust  cpeacTB  MaccoBoM — uMH(oOpManuMM MO BOIMpOCaM

npenocTaBiieHuss MHGOpMalMM — CEeMb KaleHIapHbIX aHei. Eciu TpeOyembie



CBEJCHHUS HE MOTYT OBIThb NPEJOCTABIECHBI B YKa3aHHBIH CpPOK, TO JOIYCKaeTCs
OTCPOYKa B TPEJOCTABICHUM 3alpalldBaeMoil HHQPOpMAIMd C BpyYEHHEM B
TPEXJHEBHBIA CPOK €O JHS TOJYYEHHS IUCHBMEHHOTO 3ampoca HH(pOopMaIu
yBEIOMJIEHUsI 00 OTCpOYKE IPEICTAaBUTENI0 PEJaKIMM, B KOTOPOM YKa3bIBarOTCA
NpUYMHA OTCPOYKH, Jara, K KOTOpoH OylIeT mpenocTaBieHa 3alpaninBaeMast
uHpOpManus, AODKHOCTHOE JIMIIO, YCTaHOBUBIIEE OTCPOYKY, JaTa NPUHITHS
pemieHust 00 OTCPOUKe.

19.3amnpoc rocyaapcTBEHHOr0 OpraHa, OpraHa MECTHOTO CaMOYNPaBIEHUS WU
JIOJDKHOCTHOTO JIMIA, PACCMATPUBAIOIIETO OOpallieHue rpaX/IaHiuHa, — JOKYMEHTHI U
MaTepuaibl, HEOOXOAMMBIE IJisi PACCMOTPEHHUsS OOpalleHUusi, MPEJOCTaBISIIOTCS B
TedeHue 15 JHel, 3a HCKIIOUEHUEM JIOKYMEHTOB W MAaTepUajoB, B KOTOPBIX
coziepKaTcsl CBEIECHUS, COCTABJISIOIINE TOCYJapCTBEHHYIO UM HHYIO OXpaHsIeMylo
(denepanbHBIM 3aKOHOM TailHy, W JJIs1 KOTOPBIX YCTAaHOBJIEH OCOOBIM MOPSIOK

MMpcaoCTaBJICHUA.



[Tpunoxenne Ne 9
K UHCTPYKLIUHU MO JEJIONPOU3BOJICTBY B
TepputopuanbHoil m36upaTensHoi Komuccun Ne 41

YTBEPXJAIO

[Ipencenarens TeppuropuanbHoOl
n3buparenbHo Komuccuu Ne 41

HNOANMUCH  paciIK(poBKa MOIIHCH

20 T
HOMEHKIJIATYPA JEJI
TeppuropuajbHOii H30UpaTeIbHOI Komuccun Ne 41 na 20 roa
Vinexc Kon-Bo Cpoxk xpaHeHus aeina
;[Ia 3aronoBok siena nein (TOMOB, (Toma, yacTu) [Ipumeuanue
a (Toma, wacTu) vacreii) 1 Ne craTeii 1o mepevHio
1 2 3 4 S)
Hazpanwue pazgena
HaumeHnoBaHue TOMKHOCTH COCTAaBUTEINS [Tonmuce PacimmdpoBka
HOMEHKJIATYPhI TTOIITUCH
ara
COI'JTACOBAHO COT'JTIACOBAHO
[Ipotokon DK Cekperapp CankTt-IlerepOyprckoit
or No n30upaTeabHOU KOMUCCUHI

Ioanucs paciudpoBKa MoJnucu



[Tponomxenne npunoxenus Ne 9

Hrorosas 3amnuch 0 KaTeropusx U KOJIMYECTBE 1], 3aBE/ICHHBIX B rojy B
TepputopuansHoit m3dupaTenbHoi Komuccun Ne 41

B ToM uucie

ITo cpokam xpaHeHus Bcero HepeXOAIIIX C OTMETKOM
«OIK»
1 2 3 4
[TocrossHHOTO

Bpemennoro (cBbimie 10 ser)

Bpemennoro (g0 10 et BKIIOUYUTENBHO)

HUTOI'O:

HanmeHnoBaHue JOJKHOCTH COCTABUTENA [Moanuce PacmmgpoBka
HOMEHKJIaTypbl MOAIUCH

[Hara



[Tpunoxenne Ne 10
K UHCTPYKLIUHU MO JEJIONPOU3BOJICTBY B
TepputopuanbHoil m36upaTenbHoi Komuccun Ne 41

TepputopuanbHas komuccust Ne 41 YTBEPXJAIO

[Ipencenarens

OIIMCDb Ne TeppuropuanbHoii komuccun Ne 41

ACJI TOCTOAHHOT'O XpaHCHHUA

3a rox [Toamuce PacmmdpoBka noammcu
[ara
No HNupexe Kpaithue | Kon-Bo
3aroinoBok aeia HpI/IMe‘IaHHe
/a aena JaThl JINCTOB
1 2 3 4 3) 6

B nanHbIi pa3aen onucyu BHECEHO

(yughpamu u nponucero)

¢ Ne mo Ne , B TOM YHCJIE:

JIMTCPHBIC HOMEpaA:

IIPOIYLIEHHBIE HOMEpA!

HanmenoBaHue 1OIKHOCTH COCTaBUTENSA ITognuce PacumgpoBka noanucu
OIUCH
Jara
COI'NTACOBAHO YTBEPXIEHO
ITporokon DK [IpoTokom LleHTpanbHON SKCIEPTHO-

MIPOBEPOYHON METOANYECKON KOMUCCUHU
ApxuHoro komurteta Cankrt-IlerepOypra

oT Ne oT No




Tepputopuanbhuas komuccusi Ne 41

OIINCD Ne

ITpunoxxenne Ne 11

K MHCTPYKIHUHU 110 ACIIOIIPONU3BOACTBY B

TepputopuanbHoil m36upaTenbHoi Komuccun Ne 41

nen BpemerHoro (10 et u 6osee) XpaHeHUs

YTBEPXIAIO

[Ipencenarenb
Teppuropuanibnoit komuccun Ne 41

3a rox Iloamnuce PacimdpoBka moamnicn
Jara
Ne Nunexe Kpaitane | Kon-Bo Cpok
3aroyioBOK ziea [Ipumeuanue

/i Jiena JlaThl JINCTOB XpaHEHUst

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

(yughpamu u nponucwvio)

¢ Ne mo Ne , B TOM 4HCJIE:
JIMTEPHBIE HOMEpa:
MPONYIIEHHbIE HOMEPA!
HanmenoBaHue 1OIKHOCTH COCTaBUTENS [Toanuce PacmmdpoBka noanucu

OITMCHU

Jara

COI''TACOBAHO
ITporoxon DK

oT Ne

COI''TACOBAHO
Cexkpertapp Cankr-IletepOyprekoit
n30MpaTeaTbHON KOMUCCHHT

©.N.0.




Tepputopuanbuas komuccust Ne 41

OIIUCD Ne

JCJI 110 JIMYHOMY COCTaBy

[Tpunoxenne Ne 12

K MHCTPYKIHUHU 110 ACIIOIIPONU3BOACTBY B

TepputopuanbHoil m36upaTenbHoi Komuccun Ne 41

YTBEPXIAIO

[Ipencenarenb
Teppuropuanbaoit komuccun Ne 41

3a rox Iloamnuce PacmmdpoBka nogammcu
Jara
Ne Nunexe Kpaitane | Kon-Bo Cpok
3aroyioBOK ziea [Ipumeuanue

/i Jiena JlaThl JINCTOB XpaHEHUst

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

(yughpamu u nponucwvio)

¢ Ne mo Ne , B TOM 4HCJIC:
JIMTEPHBIE HOMEpa:
MPONYIIEHHbIE HOMEPA!
HanmenoBaHue 1OIKHOCTH COCTaBUTENS [Toanuce PacmmdpoBka noanucu

OITMCHU

Jara

COI''TACOBAHO
ITporoxon DK

oT Ne

oT

COI''TACOBAHO
IIporokoi LleHTpanbHON SKCIIEPTHO-
MIPOBEPOYHON METOANYECKON KOMUCCHH
ApxusHoro komurera Cankt-IletepOypra

Ne




[Tpunoxenne Ne 13
K UHCTPYKLIUHU MO JEJIONPOU3BOJICTBY B
TepputopuanbHoil m36upaTenbHoi Komuccun Ne 41

YTBEPXIAIO
Tepputopuanbhast komuccusi Ne 41 a
AKT
[Ipencenarens
No Teppuropuanbpaol komuccun Ne 41
(mecmo cocmagnenus) TIOJTITHCh PacimdpoBka
THOIITUCH

Jlata

(0 BbIICJICHUU K YHUITOKCHUIO JOKYMECHTOB,
HE MoAJICKalIUX XPAHECHUIO

Ha ocHoBanuu Ilepeunsi TUNIOBBIX YIPaBJIEHYECKUX apXUBHBIX IOKYMEHTOB, 00pa3yIoLInXcs
B IIpoOLIECCE JEATEIIBHOCTH T'OCYJApCTBEHHBIX OPraHOB, OPraHOB MECTHOI'O CAaMOYIPAaBICHUS U
OpraHu3alnui, C YKa3aHWEM CpPOKOB XpaHEHUs M HOMEHKIATypbl JAell TeppuTopuanbHOR
nu3bupatenbHoil komuccuu Ne 41l oroOpaHbl K YHHYTOXKEHHIO Kak HE HMEIOIME Hay4yHO-
MCTOPUYECKON IECHHOCTU U YTPATUBIINE IPAKTUYECKOE 3HAYEHNUE JOKYMEHTHI.

3aroJIoBoK aeia HNunexkc gena 1o
N . Cpoxu xpaHeHus
Ne WJIY TPYIIIOBOM Kpaiinue HOMEHKJIaType Koi-BO . | Ilpume-
U HOMCpaA CTaTCU
/1 3aroJIOBOK AaThbl HJIKM HOMCD Jcjia ca. Xp. YaHUueC
0 TIEPEYHIO
JOKYMCHTOB II0 OIT1UCHU
1 2 3 4 5 6 7
Hrtoro: eln. Xp. 3a roabl
(yughpamu u nponucwsio)
Omnucu ACT TOCTOSAHHOI'O XpaHCHUSA 3a roJbl YTBEPKIACHEI, I10 TUMYHOMY COCTaBy
cornacoBanbl ¢ DK Cankr-IlerepOyprckoit n3dupareiabHOi KOMUCCHH
(TPOTOKOJ OT « » r. Ne )
(HaumeHnosanUe OOIAHCHOCIIU TUYA, NPOBOOUBULE20 IKCNEPMUSY YEHHOCTIU OOKYMEHMO8)
(noonucwv) (unuyuansl, pamunus)

Jara




[Iponomxenue npunoxenust Ne 14

COI'JTACOBAHO COI'NTACOBAHO
[IpoTokon DK Cexkpetapp Cankr-IlerepOyprekoit
n30MpaTenbHO KOMUCCUU
or No ©.1.0.
JIOKyMEHTBI B KOJINYECTBE 7ieJl, TOMOB
BECOM KT CJTaHBI B

(HaumeHo8anUe Opeanu3ayu)

Ha nepepadoTKy MO MPUEMOCAATOUYHON HAKIIATHOW OT Ne
(Oama)

HaumeHoBaHue NOKHOCTH Jquna,
CAaBUICTO NOKYMCHTDI

Jlata Ioonuce Pacwughposka noonucu

N3menenus B YUYCTHBIC TOKYMCHTbI BHCCCHBI

HaumenoBanue NODKHOCTH JINIIA ,
BHECILIETO U3MEHEHHUS B YUETHBIC
JTIOKYMEHTBI

Jlata IHoonuce Pacwugposra noonucu
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ITpunoxxenne Ne 14
K UHCTPYKLIUHU MO JEJIONPOU3BOJICTBY B
TepputopuanbHoil m36upaTenbHOi Komuccun Ne 41

Teppuropuanbuas n3duparensHas komuccust Ne 41

YTBEPXIAIO
AKT [Ipencenareins
20 r. Ne TeppuropuanbHON N30HUpaTETHHON

komuccuu Ne 41

MecCTO COCTaBJIICHUS

T0IHCh pacmmppoBKa MOIICH
00 YHUYUITOKCHUHU JOKYMECHTOB
C OrpaHH4Y€¢HHBIM CPOKOM JaTa
XpaHEHUs
(JIMH, 1 rox, 3 roxa, 5 net)
Ha OCHOBAaHHUH HepeIIHﬂ THUITIOBBIX YIIPABJIICHYCCKUX APXHUBHBIX JAOKYMCHTOB,

o0pa3yromMxcsi B IpoLEecce MAEATENbHOCTH TIOCYIAPCTBEHHBIX OPIraHOB, OPIaHOB MECTHOIO
caMOyIIpaBJIeHUsI M OpraHu3alMii, € YKa3aHUEM CPOKOB XpaHEHUS M HOMEHKJIATypbl Jell
TepputopuanbHoil n3duparenpbHoil komuccuu Ne 41 oroOpaHbl K YHUUTOXKEHHUIO KaK HE UMEIOIUE
HaY4YHO-UCTOPUYECKOM IEHHOCTH U YTPATUBIINE NPAKTUYECKOE 3HAUYCHUE JOKYMEHTHI.

3aroyoBoK Jena Wnpexc aena mo -
Wiy rpyrm(leoﬁ Kpaitaue Hoil/[eHKiaType EOH > Cpoxnt xp aHeHHA ITpume-
A Xp- M HOMepa crareit
/i 3aroJI0BOK JIaThI WK HOMEp Jiena YaHue
JIOKYMECHTOB O OITHCH (yucToB) IO NCPEHHIO
2 3 4 5 6 7
Utoro en.xp. (JiucroB) 3a rof (bl),

(umpamu, IPOITUCHIO)

Becom KI' CIaHbI B Ha
(HanMeHOBaHKE OPTaHU3AIIH)

nepepadoTKy MO MPUEMO-CAATOYHON HAKIaHOU OT No

(MM YHUYTOXKEHBI TyTeM U3Meb4YeHU (IIpeAUpPOBaHMs) Ha CIIEIMATU3UPOBAHHOM 000pYy10BaHUHU

6€3 BO3MO)KHOCTH BOCCTaHOBJICHUS ).
Jara BpeEMA
COI''TACOBAHO COI''TACOBAHO
ITporoxon DK Cexkperapp Cankr-IletepOyprekoit
n30MpaTeaTbHON KOMUCCHHT

©.1N.0.

oT Ne
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ITpunoxxenne Ne 15
K UHCTPYKLIUHU MO JEJIONPOU3BOJICTBY B
TepputopuanbHoil m36upaTenbHoi Komuccun Ne 41

BHYTPEHHSA OIIUCH

AOKYMEHTOB JI¢JIa Ne

Ne NHunekc Hara Howmepa
3aroyIoBOK IOKyMEHTA [Tpumeuanue
n/n | JOKYMEHTa | JOKYMEHTa JUCTOB JIeNIa
1 2 3 4 5 6
Hroro: JAOKYMCHTOB
(1mdpamu ¥ IPOTTUCHIO)
KonnyecTBo IMCTOB BHYTPEHHEN OMMCH
(mdpaMu ¥ IPOIHCHIO)
HaumeHnoBanue JOJDKHOCTH JIMIIA, e
IMommmce Pacundposka nognucu

COCTAaBUBIICTO BHYTPCHHIOIO OIMNCH

AOKYMCHTOB JICJIa

Jara
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[Tpunoxenne Ne 16
K UHCTPYKLIUHU MO JEJIONPOU3BOJICTBY B
TepputopuanibHO# H306upaTenbHON Komuccun Ne 41

JIMCT-3ABEPUTEJIb IEJIA Ne

B neno noammro u npoHyMepoBaHO JUCTOB(a),
(umdpamu ¥ MPONHUCHIO)

B TOM 4HUCJIC:

JIMTCPHBIC HOMEpA JINCTOB

MMpOMYHICHHBIC HOMEpPA JINCTOB

+ JIMCTOB BHYTPEHHEH OIKUCH

Oco0eHHOCTH (PU3HYECKOTO COCTOSIHHS U Howmepa
(dbopmupoBaHus aena JMCTOB
1 2

HauMmeHnoBaHue NOIKHOCTH

TTonmnuce PacmmdpoBka noamucu

Hara
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ITpunoxxenne Ne 17
K UHCTPYKLIUHU MO JEJIONPOU3BOJICTBY B
TepputopuanbHoil m36upaTenbHoi Komuccun Ne 41

TEPPUTOPUAJIBHAS UBBUPATEJIBHAS KOMUCCHUSA Ne 41
CAHKT- IIETEPBYPT

JEJIO No

(3a201080K Oena, mom oena)

(kpatinue oamol)

Ha JIUCT
. Ne
On. Ne
. Ne

XpaHuTh
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[Tpunoxenne Ne 18
K UHCTPYKLIUHU MO JEJIONPOU3BOJICTBY B
TepputopuanbHoil m36upaTenbHoi Komuccun Ne 41

YTBEPXJAIO YTBEPXKJIAIO
[Ipencenarenn [Ipencenarenb
TeppuropuaibHON Cankr-IlerepOyprekoit
n3bupareapHo komuccuu Ne 41 n30UpaTeIbHOM KOMUCCUHU
IoAIIUCH paCIIII/I(l)pOBKa IoAIIMCH IOAIIUCH pacmmprBKa IIoAIINCHU
Jara [Teuats Hara ITeuaTn
AKT Ne

npuemMa-mnepeaain
APXMBHBIX JOKYMEHTOB Ha

XpaHeHue
(ocnosanue nepedauu)
(nazsanue nepedasaemozo gonoa)
TeppuropuaabHas u3dupareabHas KOMHUCCHS Ne 41 B e
crana, a
Jl0mKHOCTD, (hamMuITHs, HHUTHATIBI
Cankr-IlerepOyprekas n3duparebHas KOMHUCCHA B Iue
Jlo/mKHOCTD, haMUITKs, HHUAIHAIIBI
MPUHSIIA TOKYMEHTBI HA3BaHHOTO ()OHJIAa M CIIPABOYHOTO MaTepuaia K HUM:
Ne n/nt HasBanue, Homep onucu Komnuectso Komnuectso | Ilpumeuanue
JK3EMILISIPOB en. Xp.
OIUCH
1 2 3 4 5
Hroro npunsATO en.Xp.
Ilepenauy npoussenu:
JlomKkHOCTH [Moanuce Pacmmudposka  JlomkHOCTB [Monnuce Pacmmdposka
Harta JlaTa
®onny npucBoeH Ne
W3meHenus B y4eTHbIE JOKYMEHTBI BHECEHBI
JoJKHOCTB IToamuce PacmmgpoBka

Hara
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[Tpunoxenne Ne 19
K UHCTPYKLIUHU 1O JEJIONPOU3BOJICTBY B
TepputopuanbHoil m36upaTenbHoi komuccun Ne 41

d)opMa PErUCTPANMOHHOI0 KypHaAJa BXOAAIIUX TOKYMEHTOB

Hara Peructpa | Koppecn | Homep wu | Comepx | Pezomo | Ucnmonn | Cpok | Otrmer | Hom

1oJjlyye | IMOHHBIMA | OHJEHT | Jara aHue s HUTENb | HCTIONT | Ka 00 | ep

HUS HOMeEp JIOKYMEHT HEHUs | UCMoJa | Jena

a HEHUU
(I)opMa PErUNCTPAIIMOHHOIO KYPHAJIAa UHCXOAAIIMNX JOKYMEHTOB

Hara Peructpanuonssiii | Agpecat | KpaTtkoe Kto Hcnonnurens | Homep nena

OTIIpPABJICHHS | HOMEP coJiep’KaHue | MOJAIMHUCAT C  Komuewu

JIOKYMEHTa JIOKyMEHTa | JTOKYMEHT UCXOJSIIETO
JOKYMEHTa
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