TEPPUTOPUAJIBHASA N3BUPATEJIBHASL KOMUCCUSA Ne 27
PEHNIEHHUE

12 aBrycra 2026 roga Ne 21-3

Cankr-IletepOypr

00 UHCTpyKIMH MO 1eJ10NPOU3BOICTBY
B TeppuropunanbHoii n3dupareabHo Komuccuu Ne 27

B coorBerctBunm ¢ mnyHktom 2 pemenuss Cankr-IlerepOyprekoit
n3buparenbHot komuccun ot 31 wurons 2026 roma Ne 188-10 «O TumnoBoi
WHCTPYKIIUH T10 JIETONPOU3BOJCTBY B TEPPUTOPUAIBHON N30MPATEIbHON KOMUCCUT
B Cankrt-IletepOypre» TeppuropuanbHas uzbupatenbHas komuccusi No 27
pewuJa:

1. VYrBepaute MHCTpyKUHIO TIO AENONPOU3BOACTBY B TeppuTopuanbHOit
n30uparenbHoi komuccuu Ne 27.

2. Ilpusnath  yTpaTUBIIMM  CHIIy  pelieHHe TeppUTOpHAIbHON
u3zoupatenbHoit komuccuu Ne 27 ot 20 nexadpst 2018 roga Ne 47-2 «O0 UHCTPYKIIUU
10 JIETIOTPOU3BOJICTBY B TeppuropuanbHoil n3duparenbHoi komuccuu Ne 27y .

3. OnyOnukoBaTh HACTOSIIEE pEIICHHE Ha OQUIMAILHOM CaiTe
TepputopuanbHoit u3zbuparenbHoii komuccun Ne 27 B mH(OpPMAMOHHO-
TEJICKOMMYHUKAIIMOHHOMN ceTu MHTepHeT.

4. KoHTponb 3a UCIOJHEHHWEM HACTOSIIETO pELIEHUS BO3JIOXKUTH

Ha cekperapsi TeppuropuaibHON n3douparenbHoit komuccun Ne 27 Jlepssiouny E.B.

IIpencenarens TEppUTOPUATBHON
n30upatenbHo komuccuu Ne 27 JI.B. FOmenko

Cekperapb TEpPUTOPUATIEHOU
n3ouparenbHOM Komuccuu Ne 27 E.B. [leps6una



[Tpunoxenue

K pemieHuto TeppuropuanbHOi
n3buparenpbHO Komuccuu Ne 27
ot 12 aBrycra 2026 roga Ne 21-3

YTBEPXJIEHA
pewenreM TepputopranbHON

n3buparensHO Komuccuu Ne 27
ot 12 aBrycra 2026 roma Ne 21-3

WHCTPYKIUA 11O AEJOIIPOU3BOACTBY B
TEPPUTOPUAJIBHOMN U3EUPATEJIBHONU KOMUCCHUH Ne 27

1. O0mue moJ10KeHus

1.1. UucTpykuus 1o JEJONpPOU3BOJACTBY B TeppuropnanbHOi
nu3zbuparenbHor Komuccuu Ne 27 (nmanee — MHCTpyKIMsI) yCTaHABIUBAET MOPSIOK
paboThl C JOKYMEHTaMH, OCHOBHbIE MpaBWJa UX MOATOTOBKA U OQPOPMIIECHUS
B TeppuropuansHoil n3duparensHoil komuccuu Ne 27 (nanee — TeppuTOpHasIbHAs
KOMUCCHSA).

TeppuropransHas KOMHCCHSI BIIPaBe YTBEPK1aTh TUIIOBBIE
W/WIA  TIPUMEpPHbIE HMHCTPYKUUH TIO0 JEJIONPOM3BOACTBY JUISI  YyYaCTKOBBIX
n30MpaTeNbHBIX KOMUCCUH.

1.2. Uuctpykius paszpaboTaHa Ha OCHOBaHMHM (eAepalbHbIX 3aKOHOB
ot 12 urons 2002 roga Ne 67-®3 «O6 OCHOBHBIX rapaHTHUSIX U30UpaTEIbHBIX MTPaB
W TpaBa Ha ydactue B pedepenayme rpaxaaH Poccuiickoit dDenepauun»
(nanee — denepanpHblii 3aKOH 00 OCHOBHBIX TapaHTHSIX W30UpATEIbHBIX IPaB),
or 22 okxtsa6ps 2004 roma Ne 125-®3 «O6 apxuBHoM pnene B Poccuiickoit
denepanuny, 3akoHoB CaHkT-IleTepOypra, MOCTaHOBICHHUN M HHBIX HOPMATHUBHBIX
aktoB lleHTpanbHOM wu30upaTenbHOM Komuccuu Poccuiickoit  denepanuu
(manee — UMK Poccun), Cankr-IlerepOyprckoil u30upaTenbHOW KOMUCCHUH,
perjlaMeHTa TeppUTOPHUAIbHON KOMUCCHH, C MCIIOIb30BaHUEM NIPHKa30B PocapxuBa
or 22 mas 2019 roga Ne 71 «O6 ytBepxnaenuu IIpaBun Aenonpou3BoACTBa
B OCYJJapCTBEHHBIX OpraHax, OpraHax MECTHOTO CAaMOYTIpaBJICHUsD», OT 25 1exadps

2020 rToma Nel199 «OO6G yrTBepkaeHUHM METOAWYECKUX  PEKOMEHIANUN
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o pa3zpaboTke UHCTPYKIUH o JIEONPOU3BOJICTBY
B TOCYJAapCTBEHHBIX  OpraHax, OpraHax MECTHOTO  CaMOYIpAaBIICHUIY,
ot 31 urons 2023 roga Ne 77 «O6 yrBepxkaenun [IpaBun opranusanuu XpaHeHus,
KOMILJIEKTOBAHUSI, y4€Ta U HCIOJb30BaHUA JOKYMEHTOB ApXuBHOro (oHaa
Poccniickonn denepanynu M IpyTUX APXUBHBIX JTOKYMEHTOB B T'OCYIAapCTBEHHBIX
OpraHax, OpraHax MECTHOTO  CaMOYIpAaBJICHHS W  OpraHU3aIUsIX»,
I'OCT P 7.0.97-2025 «HamumonaneHbiii cranmapt Poccuiickoit ®eneparuu.
Cucrema crtaHmapToB 10 uH(POpMAIUK, OWOIMOTEYHOMY H H3IATEIHCKOMY
neny.  OpraHu3aliiOHHO-paclopsiMTeNbHass  JOKyMmMeHTamus.  TpeOoBaHus
K odopmienuro aokymentoB», ['OCT P 7.0.8-2025 «HaumoHanbHBI CcTaHAApPT
Poccuiickoit ®enepanuu. Cuctema ctaHaapToB 10 UH(GOpMAaLK, OMOINOTEUHOMY
U U3laTelnbckoMy Jeny. Jlemompou3BOACTBO M apXUBHOE J1€J0. TepMHHBI
Y OTIPEICTICHHSI.

Pabota ¢ gokymeHTamu, coaepKalulUMU HWH(POpPMALUIO OrpaHUYEHHOIO
pacnpoCTpaHEHUs, OCYUIECTBIIIETCS B COOTBETCTBUM C IOCTAaHOBJICHHUEM
[TpaButensctBa Poccmiickoii ®epeparuun ot 03 HosOps 1994 roma Ne 1233
«O06 ytBepxkacHun IlomoxkeHuss o TOpsAAKEe OOpalleHHs €O  CIyKEOHOM
uHbOpMaIlMell OTrpaHMYEHHOTO pacHpoCTpaHeHus: B (emepanbHBIX OpraHax
UCTIOTHUTENLHOM BJIACTH, YIIOJIHOMOYEHHOM OpTraHe YIPaBJICHHUS UCTIOIb30BaHUEM
ATOMHOW DHEPTUHU U YIOJTHOMOYEHHOM OpraHe M0 KOCMHYECKOU JESTEIbHOCTH,
32 HCKJIIOYEHHEM JIOKYMEHTOB, COAEpKaluluxXx CcBeAeHHs 00 u30uparensx,
y4JacTHHKaxX pedepeHayma, oOpamarmmuxcs B pamMKax (QYHKIHOHUPOBAHUS
['ocymapcTBeHHOM cuCTeMbl peructpanuu (ydera) wu3Ouparesneil, y4acTHUKOB
pedepenayma B Poccuiickoit deaeparumu.

1.3. [Monoxxenus MHCTPYKITMU pacipoCTPaHSIIOTCS HA OPTaHU3AIUI0 PAOOTHI
C JOKyMEHTaMH HE3aBHCHMO OT BHUJAa HOCHTENS, B TOM YHCJE C DJIEKTPOHHBIMHU
JIOKYMEHTaMH, BKIIO4Yas TOJATOTOBKY, PETHCTPAIMIO, MPOXOXKICHUE, XPaHCHHE

H UCIIOJIb30OBAHUC NOKYMCHTOB.
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[Tonoxenuss MHCTpyKIMKM HE pacpOCTPaHSAIOTCS HA OpPraHU3alui0 pabOThI
C JOKYMEHTaMH, COAEPKAIMMH CBEICHHUS, COCTaBJISIIOIIAE TOCYIAPCTBEHHYIO
TalHy.

TpeboBanus WHcTpykuuu Kk pabore ¢ (UHAHCOBOW, B TOM YHCIIE
OyXTraJTepcKOl JOKYMEHTALMEW paclpOCTPAaHAIOTCS Ha JaHHBIE JIOKYMEHTHI
B YacTH OOIIMX MPUHIUIOB PaOOTHI C HUMHU, a TAKKE OPraHU3alUU TEKYIIETO
XpaHEHUs1 JOKYMEHTOB M IOJATOTOBKM HMX K MEPENAdY€ HAa apXUBHOE XpaHEHUE,
C ydeToM ocoOeHHOCTeH OIOKETHOTO  3aKOHOJATeNbCTBA,  HACTOAMICH
WNuctpykiuu, unbix HopMatuBHBIX akToB LIUK Poccum, Cankrt-IletepOyprckoit
n30UpaTeIbHON KOMUCCUH, TEPPUTOPUATBHON KOMUCCHH.

PaboTa ¢ gJOKyMeHTamMHu 1O OpraHU3alyy 3aKylOK TOBAapoB, pabOT U yCIIyT
ocyuiecTBisiercs ¢ ydetom @DexnepanbHoro 3akoHa ot 5 ampens 2013 rona
Ne 44-®3 «O KoHTpakTHOM cuCTeEME B c(epe 3aKymnoK TOBapoB, padOT, ycCiayr
JUIsl o0ecrieyeHus roCcyJapCTBEHHBIX W MYyHUIMIAIBHBIX HYX1». OcoOeHHOCTH
OpraHu3alMy T0KyMEHTO000pOTa, OTHOCSILErocs K OpraHu3aliy 3aKyoK TOBapoB,
paboT U yCiIyr, paBuja MOArOTOBKH U OPOPMIIEHUS TAKUX JOKYMEHTOB, a TaKkKe
HOpsAAOK  pabOTbl €  HUMH  MOTYT  JIONOJIHUTEJIBHO  yCTaHaBIUBATHCS
COOTBETCTBYIOLUMHU HOPMAaTUBHBIMU aKTaMHU UK Poccun,
Cankrt-IletepOyprckoit n30uparenbHOM KOMHUCCUU, TEPPUTOPHUATBLHON KOMMCCHH,
IIpUKa3aMu NpeIcenaTetst TEpPUTOPUATBHON KOMUCCHH.

1.4. [IpaBuna moaroToBKH U 0(OPMIIEHUS] JOKYMEHTOB U MOPSAOK pabOThI
C HUMH, THpenycMoTpeHHble WMHcTpykinueil, o0s3artenbHbl ISl 4JIEHOB
TEPPUTOPUAIBHOM KOMHUCCUM M TOCYAApPCTBEHHBIX T'PAXKIAHCKUX CIIyXKaIUX
anmnapara TeppUTOPUATIBHON KOMHUCCHUU (Jlajiee — rpakJAaHCKue CIIyKalllue) U Jull,
3aMEIIAOIMIMNX JOJDKHOCTH, HE SBISIOIIMECS JOHKHOCTAMHM TIOCYIapCTBEHHON
IPaKIAHCKOM CIIyKObI, a TaK)Ke JIMI], MPUBJIEKAEMbIX O T'PaXAaHCKO-TPABOBBIM
JIOTOBOPAM.

1.5. Benenue JEJIONTPOU3BOACTBA TEPPUTOPUAIIBHOMN KOMUCCHU
OCYUIECTBJISIET MpeAceaareslb TePPUTOPUATBHON KOMHUCCHUM WM TPaKIaHCKHUM

CIy’Kallluid anmapata TEPPUTOPUATIBHOW KOMHUCCHHM, Ha KOTOPOTO BO3JIOKEHA
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(GyHKIUS BEOEHUS JEJIONPOU3BOACTBA B COOTBETCTBUM C JOJDKHOCTHBIM
permaMeHToM  (Zajee — pabOTHHMK — ammapara, OTBETCTBEHHBIM 3a  BEJCHHE
JIEJIOTPOU3BOICTBA).

1.6. PaboTHukn  ammapara,  IOCTYNMBIIME Ha  TOCYJapCTBEHHYO
rpaxaanckyto ciyx0y Cankt-IlerepOypra B anmapat TeppUTOPHATEHON KOMHCCHH,
anb0 Ha JODKHOCTH, HE SIBISIIONIMECS JODKHOCTSIMH — TOCYAAapCTBEHHOU
IpaKIaHCKON CIIy kOB, a TaK¥Ke rpaxkaaHe, IIPUBJICKAEMBbIE
10 TPaXAAHCKO-TIPABOBBIM JIOTOBOPaM, JOJLKHBI OBITh 03HAKOMJIEHBI TIOJT MMOAIUCH
c TekctoM WMHCTpykium paOOTHHKOM ammapara, OTBETCTBEHHBIM 3a BEJICHUE
JIEIONPOU3BOCTBA.

1.7.B cmydae yxoma B OTHYCK, BbI€3a B KOMAHJIHUPOBKY, OOJIE3HH,
YBOJIBHEHUSI ~ MCIOJHUTENS  JIOKYMEHTOB  HEHCIIOJIHEHHBIE  JOKYMEHTBI
10 MOPYUYEHUIO MpeceaTesl TEPPUTOPUATBHON KOMUCCHH MIEPEAAOTCS JPYTOMY
UCITOJIHUTEITIO.

1.8. Jlenonpou3BoACTBO B TEPPUTOPUAIBHON KOMHUCCHUHM OCYILECTBIISETCS
CpPEICTBAMHM  MOJCHCTEMBI JIOKYMEHTOOOOpOTa M  yNpaBiieHUus LU(POBBIM
KOHTEHTOM ['OCyZnapCTBEHHOW AaBTOMATU3UPOBAHHOW CHUCTEMBI Poccuiickoi
®enepaunu  «BpiOopb» (manee —I1/[), a Takke C HCHIONB30BAHUEM JAPYTHX
pPErHCTPAlMOHHO-YUYETHBIX (opM (KApTOYHOM WM KYpPHAJIBbHOH CHCTEMBI
perucTpanuu JOKyMEHTOB).

Pabota B IIJ] MOXET OCYLIECTBIATHCA KaK B 3aKPBITOM KOHTYpE, JOCTYM
K KOTOpOMY 4WIEHaM TEpPpPUTOPUAIbHON KOMHUCCHMM M pabOTHUKaM ammapara
TEPPUTOPUAIBHON KOMMCCUM TIPEIOCTABISETCS B COOTBETCTBHM C IPHKA30M
npejacenaress TEPPUTOPUATIBHON KOMUCCHM, TaK U B OTKPBITOM KOHTYpE, AOCTYM
K KOTOpPOMY IPENOCTaBIsIETCA B COOTBETCTBUM C pacnopsbkeHueM Ilpencenarens
UK Poccun, nHopmatuBHbiMH akTamu Caskt-lleTtepOyprckoit u3OupaTenbHON
komuccuu 1o cornacopanuto ¢ I{AK Poccun.

B 3akppiToM KOHTYype mpeaycMoTpeHa oOpaboTKa MepCOHANbHBIX JTAHHBIX

Y MHOM KOH(UAEHIIMATbHON HHpOpMAITUH.
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JlokyMeHThl, conepxaiuecs B 1], MoryT ObITh MOAMKMCAHBI JIEKTPOHHON
MOANKCHIO JOJDKHOCTHOT'O JIUIIA.

Pabota ¢ [OKyMeHTaMH TEppPUTOPUATBHON KOMHUCCHH OCHOBBIBAETCA
Ha IPUHIIUIIE OJHOKPATHOW PEruCTpalvy JOKYMEHTA.

1.9. UncTpyKkumss ©M HW3MEHEHHs] B HEE YTBEPXKIAIOTCA pEIICHUEM
TEPPUTOPUAIIBHOM KOMHCCUM Tiociie coryiacoBanus ¢ Caskr-llerepOyprekoi
HM30MpaTEIIbHOM KOMUCCHUEH.

1.10. B HCTpYKIIUHU HCTIONB3YIOTCS CAEAYIONIUE TEPMUHBI U ONIPEACTICHUS:

OJIaHK JOKYMEHTa;

AJIEKTPOHHBIN 11a0JI0H OJIaHKa JOKYMEHTa — JIUCT OyMaru WM 31€KTPOHHBIN
mabioH C PEKBU3UTAMM, WIACHTU(ULUHUPYIOUIMMU aBTOpa  O(UIIMAIBHOTO
JIOKYMEHTA, PACIIOJIOKEHHBIMH B OIPEJECICHHOM IOPSIKE;

BHYTPEHHHM TOKYMEHT — JOKYMEHT, ITOATOTOBIICHHBIA B TEPPUTOPHUAIBHON
KOMMCCHUH, HE BBIXOJISIINM 3a €€ MPEIEIIbl;

BXOIAIIMKA JOKYMEHT — JOKYMEHT, IOCTYNHBIIMA B TEPPUTOPHAIBHYIO
KOMHCCHIO;

(2JIeKTpOHHOE)  J1e7I0 — PU3HYECKH  00OCOOJIGHHAass WM JIOTHUYECKH
ONpeJeNieHHasl eIMHNLA KIACCU(PUKALUA U CUCTEMATU3AlMU B JOKYMEHTAJIbLHOM
boHae TeppUTOPUATBHON KOMHCCHH, BKIIOYAIOLIAs JOKYMEHT WJIM COBOKYITHOCTb
JOKYMEHTOB, OTHOCAIIMXCS K OJHOMY BONPOCY WM YYaCTKy JAESITEIbHOCTH,
MMEIOIINX OJIMHAKOBBIA CPOK XPAHEHUS;

JeJIONPON3BOICTBO — COBOKYITHOCTh IPOLIECCOB pabOThl € JOKYMEHTaMH,
BKJItOYasi JIOKYMEHTHpPOBaHHE, JOKYMEHTOOOOPOT, ONEpaTUBHOE XpaHEHUE
Y UCIOJIb30BaHUE JIOKYMEHTOB B JIEATEIbHOCTH TEPPUTOPUATBHON KOMHUCCHH;

JOKYMEHT — 3a()UKCUpOBaHHAasi Ha HoOcUTelne MHPOpMaIus C pEeKBU3UTAMU
W/WIU METaJIaHHBIMU, TTO3BOJISIONIMMHU €€ UACHTU(UIUPOBATH;

JOKYMEHTAIbHbIA  (DOHJ — COBOKYITHOCTh JTOKYMEHTOB, OOpa3yoLIuXcs

B JCATCIBHOCTH H36I/IpaTeHBHOI71 KOMUCCHH,



;

JOKYMEHTUPOBAaHUE — CTAAMsI )KU3HEHHOTI'O LMKJA JOKYMEHTa, Ha KOTOPOH
OCYILIECTBIISICTCS 3allUCh HH(OpPMALUU C PEKBU3UTAMHM W/WIA METaJaHHBIMU
Ha HOCHUTEJIE M0 YCTAaHOBJIECHHBIM MIPAaBHJIaM B YCTAHOBJICHHOH (opMe;

JOKYMEHTOOOOPOT — IBUKEHUE JOKYMEHTOB B TEPPUTOPUAIBHON KOMUCCUU
C MOMEHTa HX CO3JaHHMS WM TMOJY4YEHUS [0 3aBEPIICHHUS HWCIOJHEHHUS
WIN OTTIPABKH;

OyOnuKaT JOKyMEHTA — OBTOPHBIM 3K3EMIUISp IMOAJMHHUKA JOKYMEHTa,
CO37aBa€MBbIil C LIEJBIO 3aMEHBI ITOTMHHUKA;

KU3HEHHBIH LMK JOKYMEHTa — COBOKYMHOCTh CTaJMM CYIIECTBOBAHUS
JOKYMEHTa (JOKYMEHTHUPOBAaHHOM MH(pOpMaluu), HauWHas Cc €ro (ee) co3naHus
710 YHHUTOKEHUS;

3aBepeHHasl KONUS — KOIUS JOKYMEHTa, Ha KOTOpPOH B COOTBETCTBUU
C YCTaHOBJICHHBIM TNOPSAJKOM HPOCTABIEHbl PEKBU3UTHI, OOECHEUUBAIOLINE
€€ IOPUINYECKYIO CHITY;

UCXOSIIUN JTOKyMEHT — IOKYMEHT, OTIIPABISEMbI W3 TEPPUTOPUAIBHOM
KOMUCCHH,

KOHTPOJIb VCIIOJTHEHHUS JIOKYMEHTOB — COBOKYITHOCTb JeNCTBUH,
00€eCIeynBaOIINX CBOEBPEMEHHOE UCTIOJHEHNE JOKYMEHTOB;

KOTHS JIOKYMEHTa — JOKYMEHT, MOJIHOCTBIO BOCITPOU3BOISILIAN
uH(GOPMAaIMIO MOIJTMHHUKA U BCE €0 BHEUTHUE MPU3HAKU WM UX YaCTh;

HOMEHKJIaTypa JeJl — IOKYMEHT, COJEp)Kallui CUCTeMaTU3UPOBAHHBIM
nepeyeHb 3arojIOBKOB JI€JI, CO3[aBa€MbIX B TEPPUTOPHUATIBLHOW KOMMCCHUH,
C YKa3aHHEM CPOKOB UX XpaHEHHsI, OOPMIICHHBII B yCTAHOBJIEHHOM IOPSJIKE;

HOpPMAaTHBHBIC JOKYMEHTHI — COBOKYITHOCTh HMHCTPYKTHBHBIX MAaTE€pPHAJIOB,
paccuMTaHHBIX Ha TOCTOSHHOE WJIM MHOTOKPAaTHOE JEWCTBHE U COJEpIKallnX
Kakue-11u00 HOPMBI, MpaBUiia, MPEIUCaHNUS;

HOCHUTEINIb (JOKYMEHTHPOBAHHOM) HH(POPMALMKU — MaTEPUAIbHBIA OOBEKT,
UCIIOJIb3YEMBIN [T (PUKCAlMK U XpaHEHHS IOKyMEHTUPOBAaHHON MH(pOpMAIIIH;

oOpaiiieHue B popMe 3JIEKTPOHHOTO IOKYMEHTa — oOpalieHue, NoCTynuBIIee

B (hopMe IIEKTPOHHOTO JTOKYMEHTA C UCIOJIb30BAHUEM CTPAHMIIBI O(PHUITUATHEHOTO
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caiita Cankt-lIlerepOyprckoit m30UpaTebHOW KOMHUCCHM B HWH(OPMAIMOHHO-
TeJeKOMMYHUKallMOHHONH  cetn  «WHtepuer»  (manee - cetb  WMHTepHer),
npeIHa3HaYeHHOMN /ISl HalpaBleHUs] OOpallleHU B TEPPUTOPUATBHBIE KOMUCCHU;

OTMETKa 00 3JIEKTPOHHOW MOJAMHUCH — PEKBU3UT JJIEKTPOHHOTO JOKYMEHTA,
MOATBEPKAAIOIINI €ro NOANMUCAHUE SJIEKTPOHHOM MOIHUCHIO;

opUIMANTBHBIA TOKYMEHT — IOKyMEHT, KOTOPBIN CO3/1aeTcs, 3aBepsercs,
BBIJIACTCS B YCTAHOBJICHHOM 3aKOHOM WJIM MHBIM HOPMAaTHBHBIM AKTOM IOPSIIKE
OpraHOM TOCYJApCTBEHHOW BJIACTH, WHBIM I'OCYJIApCTBEHHBIM OpPraHOM, OPraHOM
MECTHOTO CaMOYIIPABJIICHUS WM HWHOM  YIOJHOMOYEHHOM OpraHu3aluen,
YIIOJTHOMOYEHHBIM JIOJKHOCTHBIM JIMLIOM U YAOCTOBEPSET FOPUAUYECKUA 3HAYUMBbIE
(haKThl;

oopmiieHHE [TOKyMEHTA — IPOCTABIIEHUE HA JIOKYMEHTE HEOOXOIUMBIX
PEKBU3UTOB;

oOpanieHre B NUCbMEHHOM (popMe — HamnpaBIIEHHbIE B TOCYJapCTBEHHBIN
OpraH, OpraH MECTHOI'O CaMOYIpPaBICHUS WU  JOJDKHOCTHOMY  JIUILY
B IIUCbMEHHOMU (hOopMeE MPEITIOKEHUE, 3asIBICHUE WU Kano0a;

MUChbMO — 0000IIEHHOE HAa3BaHUE PA3IMYHBIX 10 COAEPKAHUIO JOKYMEHTOB,
CIIyalIUX CPEJACTBOM OOIICHMS MEXYy OpraHU3alUsIMHU, TPAKIAHAMU;

MO/UIMHHUK  JIOKYMEHTA — IEPBBI  WJIM  €IWHCTBEHHBIA  JK3EMIULIP
JIOKYMEHTA,

IIOPYYEHHE — TOKYMEHT, NPEANHUCHIBAIOIINAN BBINOJHEHUE TEX WIM HHBIX
3aJIaHUU;

pEruCTpallMOHHO-Y4YeTHass Kaprouka gokymeHTa (nmanee —PYK)— dopwma,
UCIIONb3yeMasl I 3alKiCH CBEACHUW O JOKYMEHTE B LENAX Yy4YeTa, IOUCKa
Y KOHTpOJIS, CO3aBaeMasi Ipy PErMCTpalvu JOKyMEHTA ¢ ucnoas3oBanueM [1/1;

pEerucTpalMoHHO-y4YeTHass (opMa — CUCTEMA PErucTpaluu, HCIOJb3yeMast
B TEPPUTOPUAIBHOW KOMHCCHM mpu perucrpauuu gokymeHtoB (ILJ[, xapTouku

WJIU KypHa);
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perucTpanus JOKyMEHTa — 3alliCh  YYETHBIX JaHHBIX (METaJaHHBIX)
O JIOKyMEHTE IO YCTaHOBIEHHOW Qopme, Gukcupyromas (GakT ero cosaaHus,
OTMPABIICHUS WM TOJYYEHUS, U MPHUCBOCHUE €MY PErHCTPallMOHHOTO HOMEpa
Y JIaThI;

PEKBU3UT JOKYMEHTAa — CTPYKTypHass dYacTh MW OJJIEMEHT odopMiIeHUS
JOKyMEHTA, CIYyXaIlui g WACHTHPUKAUA JTOKYMEHTAa W COJIEpIKaIencs
B JJOKYMEHTE HH(OpMAIIH;

CHUCTEMa JJIEKTPOHHOTO JOKYMEHTO00OpOTa — MH(OpPMAalMOHHAs CHUCTEMa,
oOecreunBaroIiasi JKU3HEHHBIM UK JOKYMEHTOB JI0O MX Tepexoja Ha CTaJlUIo
ApPXWBHOTO XPAHEHUS WJI YHUUTOXKEHUS;

CKaHHUPOBAaHUE JOKYMEHTA — MOJIyUYeHHUE DIIEKTPOHHOTO 00pa3a TOKYMEHTa;

CIIy>KeOHasi 3amucKa — BHYyTPEHHUH JOKYMEHT, aJIpECOBAaHHBIM OJHOMY
JOJDKHOCTHOMY JIAITY TePPUTOPHATHHOM KOMUCCHU JAPYTHM JOJKHOCTHBIM JIMIIOM
TEPPUTOPHATBPHOH KOMHCCHH M  COJEpKAIUKA  OOCTOATEITHLHOE M3JI0KCHUE
KaKoTo-JIM0O0 BOMPOCa C BBIBOJIAMU U MIPEJIOKEHUSIMU COCTABUTEIIS;

CPOK HWCIIOJHEHUS JOKYMEHTAa — CPOK, YCTAHOBJICHHBIA HOPMATHBHBIM
MIPABOBBIM AKTOM, OPTraHU3aAIMOHHO-PACTIOPAIUTEIBHBIM TOKYMEHTOM, YKa3aHUSIMU
10 MCTIOJTHEHUIO JOKYMEHTA WIIH TIOPYUEHUEM;

yKa3aHUs 10 UCIOJHEHUIO JTOKYMEHTA — PEKBU3UT, COCTOSIINA W3 HAIITUCH
Ha JIOKYMEHTE WM Ha OTICIBHOM JIUCTE€ YCTAHOBIEHHOW (DOPMBI, ClEeTaHHOM
JOJDKHOCTHBIM JIUIIOM;

y4eT  JOKYMEHTOB — ¢ukcamusi  (akrta  MOJydyeHHUs  JOKYMEHTOB
0e3 IpOoCTaBlIeHNs Ha HUX PETUCTPAIIMOHHBIX IITAMIIOB;

dbopmupoBaHue  (IEKTPOHHOTO)  JieJia — TPYIIHUPOBAHUE  JTOKYMEHTOB
B (RJIGKTPOHHOE) JIETI0 U UX CHUCTeMaTH3allns;

DKCIIEPTH3a IIEHHOCTH JOKYMEHTOB — JACATEIBHOCTh 110 YCTAaHOBIICHUIO
CPOKOB XpaHEHHUsS JIOKYMEHTOB, OTOOpa UX MJIs apXWBHOTO XpaHCHHUS
WIM YHUYTOXKEHUS, BBISBICHUIO OCO0O IIEHHBIX W YHHUKAIBHBIX JIOKYMEHTOB
Ha OCHOBaHWM TpeOOBaHWK HOPMATHBHBIX IIPABOBBIX aKTOB W KPHUTCPUCB

9KCIICPTU3BI HICHHOCTU TOKYMCHTOB;
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AJIEKTPOHHAS MOANUCH — UH(OpMaLMsl B AJIEKTPOHHOU (opMme, TpeOoBaHUs
KOTOPOW YCTAQHOBJIEHBI HOPMAaTHBHO, MpeJHA3HAUYE€HHas JJi1 [OJIUCAHMUS,
COTJIACOBaHUS (BU3MPOBAHNS) M YTBEPKICHUS DJICKTPOHHBIX JOKYMEHTOB;

AJIEKTPOHHBIN JOKYMEHT — JOKyMEHTHPOBAaHHAs uHpopManus,
Ipe/ICTaBICHHAS B AJIEKTPOHHOU (hopme;

AIIEKTPOHHBIA JJOKYMEHTOOOOPOT — TOKYMEHTOOOOPOT C HCIOJIb30BaHUEM
aBTOMATU3UPOBAaHHONW HMH(POPMAIIMOHHOM CHUCTEMBI (CHUCTEMBI 3JIEKTPOHHOTO
JIOKyMEHTO000pOTA);

AJIEKTPOHHBIA  00pa3  JOKYMEHTa — 3JIEKTPOHHAsi KOMMsS  JTOKYMEHTa,
U3rOTOBJICHHAs Ha OYMaXXHOM HOCHTEJIE;

ANEKTPOHHBIA  MA0JOH OJlaHKa JOKYMEHTa —CM. TEpPMHUH  «OJIaHK

JIOKYMEHTa.

2. HpueM, PerucTrpanus 1 MpPoxXoKIA€HUE MOCTYNNAKIINX JOKYMEHTOB

2.1. IOKyMEHTbl B TEPPUTOPUAIBHYIO KOMHCCHIO JIOCTaBIISIOTCS dYepes
OTIEJeHUE CBsA3M (IOYTOM, TenerpaHoil CBS3bIO), OpraHaMu (QeaepasbHOU
denbaberepckoil CBsA3M, CHELMAIbHOW CBS3bI0, HAPOUHBIM WIH MEpeAaroTCs
Ha JIMYHOM IpHEME Ipak/iaH.

JIOKyMEHTBI MOTYT MOCTYIaTh B TEPPUTOPHUATIBHYIO KOMHCCHIO CPEJICTBAMU
[T, dakcumMmIbHONW CBSI3bIO, OJIGKTPOHHOM TouTOM B cetu VHTEepHeT
(mpenHa3HauY€Ha MCKIOYUTENBHO MJisi CIY>KEOHOM KOPPECHOHIEHIUU), Yepes3
pazmen  «OnekTtpoHHas ¢opma oOpamieHus» Ha  OQUIMAIBHOM  CalTe
Cankr-IletepOyprckoit  m3OupaTtenbHOM  KoMuccudn B ceth  VHTepHer,
NpeHa3HAYeHHBIN JUIsl HAPaBJIEHUs 00pallleHui B TEPPUTOPUATIBHYIO KOMHUCCHIO.

2.2. Tllpuem, mepBuUYHas O00pabOTKAa © PETHCTpAIlUs TOCTYMAIOIINUX
JIOKYMEHTOB TPOU3BOMAATCS TpelcenaTesieM (CeKpeTapeM) TeppUTOpHaIbHON
KOMHUCCUM WM  paOOTHUKOM  ammapaTa, OTBETCTBEHHBIM 32  BEJICHHUE
JIEIOTIPOU3BOICTBA ¢ Hcoib3oBanueM [1]], 1o KypHalbHON perucTpanuoHHO-
yueTHOH Gopmsbl (ipustoxenne Ne 1) exxeTHEBHO B 4achl pabOThI TEPPUTOPUATBHOM

KOMHUCCHUH, KPOME BBIXOJHBIX U HEPAOOUMX MPA3THUYHBIX JHEH.
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[Topsinoxk mnoOJlydeHUsT M PErUCTpalMy JTOKYMEHTOB IIOCJI€ OKOHYAHMS
pabouero AHs, B BBIXOJIHbIE U Hepabouue Mpa3AHUYHbIEC THU, B IEPUOJ TOATOTOBKU
U TpOBEACHUS W30MpaATENbHBIX KAMIAHUI yCTaHABIMBAETCSA IpeceaaTesieM
TEPPUTOPUATBHON KOMUCCHM JTMOO ONpENeNsieTCs PEIIeHHEM TepPUTOPUATbHON
KOMUCCHH.

2.3. [loctynuBiie AOKYMEHTBHI MOAPA3JCISIOTCS Ha PETUCTPUPYEMBbIE
U HE mnojjexamue perucrpauuu. llepedeHb TOKYMEHTOB, HE MOJICKAIIMX
perucTpaluu, onpeaesacH B npuioxeHnn Ne 2.

2.4. IIpn BCKpBITUM KOHBEPTOB, IOCTaBJICHHBIX OpraHaMu (enepaybHOM
(denbIberepckoil  CBA3M, CHENUAIBHOM CBA3BIO, IO TMOYTE€ WJIA HApOYHBIM
IIPOBEPAIOTCS MPaBUIBHOCTh AJIPECOBaHUS, KOMIUIEKTHOCTh UM UEIOCTHOCTh
JOKYMEHTOB, HAJIWYUE IPWIOKEHUH, CBEPSETCS COOTBETCTBHE HUX HOMEPOB
YYETHbIM HOMEpaM, YKa3aHHbIM Ha KOHBepTax. HemnpaBuibHO aapecoBaHHbBIC
U OIMOOYHO BIIOKEHHBIE JIOKYMEHThl HE PETUCTPUPYIOTCS, MEPEChUIAIOTCS
10 HA3HAYEHUIO WJIM BO3BPALIAKOTCS OTIPABUTEIIIO.

2.5. Ecnu mpu BCKpBITUM KOHBEpPTa OOHAPYKEHO OTCYTCTBHE JTOKYMEHTOB
WIM UX OTAENBHBIX JINCTOB, IPWIOKEHUW, IOBPEXKICHHE JIOKYMEHTOB
VI HECOOTBETCTBHE HOMEPOB JOKYMEHTOB HOMEpaM, YKa3aHHbIM Ha KOHBEpTE,
npeaceaaTeneM (CekpeTapeM) TEePPUTOPUATIBHOM KOMHUCCUM WIM PaOOTHUKOM
anmnapara, OTBETCTBEHHBIM 32 BEJIEHHE JEJIONPOM3BOJACTBA COCTABIIAETCS aAKT
yCTaHOBIIEHHOH  (opMbl B nIBYX  9K3emiuisipax  (npuwioxenue  Ne 3).
OaMH »HK3eMIUISIp akTa IOCBUIAETCS OTHPaBUTENI0, JpYyrod mpuoOuaeTcs
K IIPUHATBIM JOKYMEHTAM.

Ha 000opoTHOI CTOpOHE MOCHEIHEr0 JIMCTa MOBPEKIECHHOTO JIOKYMEHTa
B IIPABOM HHMJKHEM YIUIy J€IAaeTCsl OTMETKA «J{OKYMEHT MOJy4Y€eH B MOBPEKIAECHHOM
BUJIEY.

2.6. KonBepTbl OT MOCTYNUBIIUX IOKYMEHTOB HE YHUUTOXKAIOTCS B Cllydae,
€CJIM TOJIBKO 1O HUM MOKHO YCTAaHOBHMTH aJpeC OTIPABUTENS, ATy OTIPABKU
Y TIOJyYEHHUs] TOKYMEHTOB, €CJIM OHHM COAEPKAT JOKYMEHTbI, KOTOPbI€ MOCTYIUIIN

u3-3a npeaenosB teppuropun Poccuiickon ®enepanuu, U3 Cyd0B, CIEICTBEHHBIX
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OpraHoB, JIMOO JJOTOBOPHI, TPETEH3NU, UCKOBBIE 3asBJICHUS, TOKYMEHTHI, CBSI3aHHBIC
C pa3MelIeHUEM 3aKa30B Ha TOCTaBKU TOBAPOB, BHITIOJIHEHHUE padOT, OKa3aHUE YCIIyT
JUTSl TOCYTapCTBEHHBIX HYXI.

2.7. ITaxkeTsl ¢ momMeTKOM «JIMUHOY» MepenaroTcs agpecaram B 3aKPhITOM BUJIE
1OJ1 TOATIHCH.

2.8. Ilpn peructpanuyd MOCTYNHBIIETO JOKYMEHTa B PErHCTPAIMOHHO-
y4eTHOH (QopMe 00s53aTeIbHO BBOJATCS CIEIYIOIIUE PEKBU3UTHI: HCXOISAIIUN
HOMED JOKYMEHTA | JIaTa, TAHHbBIE O KOppeCIoHAeHTe (aapecanTe) (haMuius, ums,
OTYeCTBO (MPU HAIUYUHU) (PU3MUECKOTrO JIHIA WM HAMMEHOBAaHUE OPTraHMU3aIlUu),
KpaTKOE COJEpKaHWE JOKYMEHTAa, a TaKXe KOJMYECTBO JIMCTOB OCHOBHOTO
JIOKYMEHTa W JINCTOB MNPHJIOKEHHS, KOJUYECTBO 3K3EMIUISIPOB, BHUJ JOCTABKU.
[Ipu perucrpanuu BXOJIAILErO JNOKyMEHTA JenaeTcs CBsI3Ka
C UCXOASIINM JIOKYMEHTOM, Ha KOTOPBI JaeTCsl OTBET (€CJIM TAKOBOM UMEETCS).

IIpn ocymecTBieHnn peructpaunu cpeacrsamMu [/l Ha nuueBon cTopoHe
IEPBOrO JIUCTA 3apPETUCTPUPOBAHHOTIO JIOKyMEHTa Ha OyMa)KHOM HOCHTEIIE,
KaK MpaBujo, B MPAaBOM HIKHEM YTy MPOCTABIISIIOTCS PErMCTPALMOHHBIN HOMEP
U J1aTa, a TAaK)Ke IITPUX-KOJ C YKa3aHUEM HAMMEHOBAHMS OpraHU3alUU.

Ecnu mpocTtaBineHue perucTpalioOHHONO HOMEpa 3aTpyJHSAET IMPOYTEHUE
TEKCTa JOKYMEHTa, B TaKOM CJy4yae BXOJAIIMH HOMEp NPOCTaBISAETCA
B CBOOOJHOM OT TEKCTa YIJIy Ha JIMLEBOM CTOpPOHE MEPBOIO JHMCTAa JOKYMEHTa,
a ITPUX-KOJI MPOCTABIIAETCS MPU HATUYUH TEXHUYECKON BO3ZMOKHOCTH.

[Ipr ocCymiecTBI€HMH PETUCTPALMU B JIPYTOW PETrUCTPALMOHHO-YUYETHOU
dbopMe perucTpalMOHHBIN IITaMII C YyKa3aHUEM BXOJAIIETO HOMEpa, ATkl
pEerucTpaly MPOCTABISIETCS, KaK MPaBWIO, B MPABOM HUKHEM YIIIy JHIEBOM
CTOPOHBI NEPBOTO JIUCTA 3apEruCTPUPOBAHHOrO JOKyMeHTa. [Ipu HeoOxoaumocTu
YKa3bIBa€TCSl BPEMsI PETUCTpalMK (4achl U MUHYTHI), a TAKXKE BXOJSIIMA HOMEP
JIOKyMEHTA Ha MPUII0KESHHH.

Ha xonuu goxkyMeHTa BXOJAIINAN HOMEP MPOCTABIISIETCS B MPABOM HUKHEM

yIULy JINLIEBOW CTOPOHBI IIEPBOTO JIUCTA.
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Hymepanns mnoctynuBmIMX JOKYMEHTOB OCYLIECTBISIETCS B MpeAenax
KQJICHIAPHOTO rofa.

K moBTOpHBIM JOKyMEHTaM MpUKIAAbIBaeTCS HHPOpMAIMs O paHee
MOCTYNUBIINX JTOKYMEHTaX U PE3yJbTaTax MX HCIOJIHEHUs, KOTOpas MEpeaacTcs
OTBETCTBEHHOMY 3a HCIOJHEHUE.

[Ipu peructpanuu foKyMeHTa Ha OymakHoM HocuTene B [1/] oH MoxkeT ObITh
oTckaHupoBaH, a 3atreM K PYK moxer ObITh NmpucCOeIMHEH 3JEKTPOHHBIA 00pa3
JIOKyMEHTA ¥ MIPUJIOKECHUS K Hemy B opmare pdf.

ITocne peructpaunn cpeactBamu IIJ mocTynmuBIIEro  3JEKTPOHHOIO
JIOKyMEHTa, B TOM YHCJI€ U3 BBIMIECTOSIICH M MHOM M30MpaTEeNhHON KOMHUCCHUH,
OH MOJKET OBbITh pacrieyaTaH Mpyu HeOOXOIUMOCTH.

2.9. 3apeructpupoBaHHble JIOKYMEHTHI PacCMAaTPUBAIOTCS TMpelceaTeIeM
TEPPUTOPUAIBHOM  KOMHUCCHH,  3aT€éM  TIOClIe  TIEPEHECEHHs]  yKa3aHus
[0 HKCIOJIHEHUIO JOKYMEHTAa B PETUCTPAlMOHHO-YYETHYIO (popMmy mepeaaroTcs
VCTIOJTHUTEIISIM.

[Ipu peructpaunu npokymeHtoB B I/ paccmorpeHue mpencenarenem
TEPPUTOPUAIBHOM KOMHUCCHUU JIOKYMEHTOB M HAMNpPABJICHUE HMX HUCIOIHUTEISAM
B DJIEKTPOHHOM BHJI€ MOET OCYHIECTBIAThCS cpeactBamu I1J1 6e3 opopmuenus
KOIMU Ha OYMa)KHOM HOCHTEIIE.

2.10. UcnionHeHHbIE NTOKYMEHTHI CIIUCHIBAIOTCS B JIENIO TMpeaceaaTesieM
TEPPUTOPUAIBHOM KOMHMCCHM M TIOMEIIAIOTCS B JE€I0 B  COOTBETCTBUU

C HOMEHKJIATYPOU JI€J1 TEPPUTOPHUAIIBHON KOMUCCHH.

3. OcHOBHbIE TPeOOBAHUS K MOJATOTOBKE U 0()OPMJIEHUIO IOKYMEHTOB

3.1. JlokyMeHTbI,  cO3JaBaeMble B  TEPPUTOPHAILHOW  KOMHCCHH,
opopmiisitoTcsl Ha OJaHKaxX, Ha CTAHAAPTHBIX JucTax Oymaru Qopmara A4
(210 x 297 mm) i AS (148 x 210 mM) 1100 B BUJE DJIEKTPOHHBIX JOKYMEHTOB

1 JOJDKHBI UMCTb YCTaHOBHeHHBIﬁ COCTaB PCKBU3UTOB.
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3.2. JlokyMeHTbl O(OPMIISIIOTCS Ha MPOJOJIbHBIX JUOO YTJOBBIX OJIaHKax
YCTAaHOBJICHHONW (DOPMBI, HM3TOTOBJIEHHBIX THUIOTPA(PCKUM WU KOMIIbIOTEPHBIM
criocodoMm (mprmitoxenue Ne 4),

B TeppuTopuanbHoil KOMHCCHUM MOTYT OBITh YCTAaHOBJICHBI CIEAYIOIIHE
BU/JIbI OJTAHKOB:

OJIlaHK MTPOTOKOJIA 3aCEAaHUS TEPPUTOPUATHHON KOMUCCHH;

OJIaHK pelleHUsI TEPPUTOPUATIBHON KOMHUCCHUU;

ONaHK MpHKa3a mpeaceaaresns TepPUTOPHATEHON KOMUCCHUY;

0JIaHK MIChMa TEPPUTOPUATIEHON KOMUCCHUH.

3.3. [Ipu moaroroBke AOKyMEHTOB c mpumeHeHueM IIJ] wucnonb3yroTcs
JJIGKTPOHHBIEC  IMA0JIOHBI  OJIAHKOB  JIOKYMEHTOB, KOTOpPbIE  pPaBHO3HAYHBI
U UJICHTUYHBI TI0 COCTaBY PEKBU3UTOB, MOPSJIKY MX PACIOJIOKEHUS U TapHUTYpam
mpudTa OJaHKaM TOKYMEHTOB Ha OyMa)KHOM HOCHUTETIE.

3.4. JlokyMeHTBl ODOPMIISIIOTCSI B COOTBETCTBUM C [peboBaHUSAMU
K JOKYMEHTaM, U3rOTOBJIIEMBIM C IIOMOIIBIO NIEYATAIOIINUX YCTPOHCTB, U K (ailiam
TEKCTOBBIX JJOKyMEHTOB (npuiioxenue Ne 5).

3.5. Ilpu noxaroroBke W opopmMIICHHH JOKYMEHTOB JOJDKHBI COONIOAATHCS
npaBuiia 0OPMIICHHUSI PEKBU3UTOB, N3JI0KEHHBIE HIKE.

3.5.1. Ha Onankax pgokymeHToB momemaercs rep0 Cankr-IlerepOypra.
[MTopsinox U3TOTOBJICHMUS, MCIIOJIb30BaHUs u XpaHEeHUS 0JIaHKOB
c BocnpousBeaennem repdba Cankr-IlerepOypra ycraHaBnuBaercss 3aKOHOM
Canxkrt-IlerepOypra ot 23 anpens 2003 roma Ne 165-23 «O netasbHOM ONKMCaHUU
odurmanbHeIx cuMBOJIOB CaHkT-IleTepOypra u nmopsiike ux UCIOIb30BAHUSD.

KoHTponb 3a paBHILHBIM HCIIOB30BAHUEM OJAHKOB M MX COOTBETCTBUEM
YCTaHOBJICHHBIM 00pa3liaM OCYIIECTBISIETCA MpelceaaTesieM TeppUTOpUaTbHON
KOMHUCCMM Y  pa0OTHUKOM  ammapaTa, OTBETCTBEHHBIM 32  BEJICHHUE
JIEIONPOU3BOICTBA.

3.5.2. HaumeHnoBanue n3bupareIbHON KOMUCCHH.

HaumenoBanne wu30MpaTeNbHON KOMHUCCHHM yKa3bIBaeTCsl Ha OllaHKax

B COOTBETCTBUU C pemeHneM CankT-IleTepOyprckoii n3dbupareaIbHON KOMUCCHH.
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3.5.3. CripaBouHbIe AaHHBIE 00 U30MPATEIHHON KOMUCCHH.
CnpaBoyHble JaHHBIE O TEPPUTOPUAIBHOM KOMHCCHUHM  yKa3bIBaIOTCS
B OJlaHKax MHUCEM, HAIlpUMeEp:

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

3.5.4. HaumeHoBaHue BUIa IOKYMEHTA.

HanMenoBanme Bua JOKyMEHTa YKa3bIBAETCS HA BCEX OJTaHKaX M3aBaeMbIX
JIOKyMEHTOB (IIPOTOKOJI, pEIIeHUE U T.]I.), 32 UCKITFOUCHUEM ITHCEM.

3.5.5. Jlara nokymeHTa.

JlaToifi OKyMEHTa SBIIAETCS JaTra €ro TOJIMWCAHUS, YTBEP KICHHUS.
JlaTolt mpoTOKoOJIa SIBJISETCS J1aTa 3aCceaHus, a aKTa — J1aTa COOBITHSI.

JIOKyMEeHTBI, U3aHHBIC ABYMs WK O0jiee OpraHu3alusIMH, JOJDKHBI UMETh
oJIHY (€IMHYI0) AaTy, COOTBETCTBYIONIYIO JIaTe MOAMUCAHUS TOKYMEHTA ITOCIICTHIM
JOJDKHOCTHBIM JIUIIOM.

HaTty moxymeHTa oopMIIIIOT apabCKuMu 1udpaMu B TIOCIISOBATEIIPHOCTH:
JIeHb MecsIa, Mecsl, Toa. JleHp Mecsama u Mecs ohOpMITIIOTCS JABYMsI ITapaMu

apa0ckux nudp, pa3aeeHHbIMU TOYKOM, TOJl — YeThIphbMS apabckumu 1udpamu,

HaIpuMep:
17.01.2025
Jlommyckaercs cioBecHO-IUGPOBOI criocod oopMIIeHUsI 1aThl, HAIPUMED:
09 suBaps 2025 r.

3.5.6. PerucrpaimoHablii HOMEpP TOKYMEHTA.

JUis BXOAAIIMX M HMCXOAAIIUX JIOKYMEHTOB, OOpallleHHud — UHIEKC [elna
10 HOMEHKJIATYPE U, Y€pEe3 KOCYIO YEPTY, NOPAAKOBBIA HOMEDP TOKYMEHTA.

PerucrtpauroHHbIl HOMEP MOOKYMEHTA, HW3JAaHHOIO COBMECTHO, COCTOMUT
U3 pAa3lCIICHHBIX KOCOM YEPTOW PErucCTPalMOHHBIX HOMEPOB, IPHUCBOCHHBIX

opraHu3alusiMH — aBTOpaMU JOKYMCHTA u PaCIIOJIOKCHHBIX
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B IOCJEA0BATEIbHOCTH, COOTBETCTBYIOIIEH OOO3HAYEHUI0 HAMMEHOBaHUMN
OpraHu3allyii B 3ar0JI0OBOYHOM YacTH JOKYMEHTA.

3.5.7. Ccpiika Ha pEruCTPAIlMOHHBIA HOMEpP M JaTy MOCTYIHUBIIETO
JIOKYMEHTA.

Ccbulka Ha pErucTpPaIMOHHBIM HOMEpP M JaTy MOCTYHHBIIETO JOKYMEHTa
BKJIIOYAETCSI B COCTaB PEKBU3UTOB OyiaHka mnucbMa. (CchbUIKa TMPOCTaBIISETCS
UCIIOJIHUTEIIEM TIPU MOJrOTOBKE MUChMa-OTBETA.

3.5.8. Mecro cocraBneHus (M31aHusI) TOKyMEHTA.

Mecro cocraBienus (M3aHMs) JIOKYMEHTa yKas3blBaeTcsi Ha OJlaHKe
KOHKPETHOTO BMJIa JOKYMEHTa. B OnaHkax muceM CBEJEHHUS O MECTE CO3JaHUs
JTOKYMEHTa COJIepKaTCs B PEKBU3HTE «CnpaBo4HbIE JTAaHHBIC
00 M30MpaTEIHbHON KOMUCCHI.

[Ipu mpOIOTBFHOM PACTIONOKEHUH PEKBU3UTOB OJIaHKAa MECTO COCTaBJICHUS
WIM W3JaHusl JOKyMEHTa YKa3blBaeTCsi B CEpeIUHE CTPOKH MEXAY MAaToi
U PErUCTPAllMOHHBIM HOMEpPOM JOKYMEHTa, a NpPHU YIJIOBOM PAaCIOJIOKEHUU
PEKBU3HUTOB — IO JaTOW M PETUCTPALIMOHHBIM HOMEPOM JOKYMEHTa, OT Kpas
JIEBOTO MOJIS.

3.5.9. I'pud (momeTka) 06 OrpaHUYCHUH JOCTYyTMA K TOKyMEHTY.

[IpocraBisieTcst Ha TOKyMEHTAaX, COJIePKaIX HHPOPMAITUIO OTPAHUYECHHOTO
pacnpoCcTpaHEHHs, Kacalollylocsi JEesTeIbHOCTH OpraHu3allid, OrpaHUYeHHUs
Ha PACOpPOCTPAHEHHE KOTOPOM JIUKTYIOTCS CIY>KEOHOM HE0OXOIUMOCTHIO,
a TaKXe MOCTYIUBIIAS B TEPPUTOPHAITBHYIO KOMHCCHIO HECEKpeTHast nHpopmarus,
JIOCTYT K KOTOPOM OTpaHUYeH B COOTBETCTBUU C (eiepaibHBIMU 3aKOHAMM.

[TomeTka Ha JOKyMEHTaX, COAEpKAMUX HHPOPMAIUIO OTPAaHUYCHHOTO
pacnpocTpaHeHusi, umeeT Buj « s ciryxebHoro nmonp3zoBanus» (manee - JICII).

[TomeTka mpOCTaBISAETCS B BEPXHEM MTPABOM YTITY JIUIIEBOW CTOPOHBI TIEPBOTO
JUCTa JOKYMEHTa OT TPAaHUIIbI BEPXHETO TMOJIS.

3.5.10. Anapecar.

PexBu3uT «Anpecar» pacnojiaraercs Cpasa MoJji peKBU3UTaMHU OJIaHKA.
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JIOKyMEHTBI aipeCYIOTCS B OPTaHU3alllM, UX CTPYKTYpHbIEC MTOAPA3AECICHUSA,
JOJDKHOCTHBIM  JIMIIAM WJIM  TpakJaHaM TMpyd OTBET€ Ha HUX OOpalleHus.
HanMeHOBaHMSI OpraHu3allid M CTPYKTYPHOTO TMOAPA3ACIICHUS YKa3bIBAIOTCS
B UIMEHUTEIBHOM I1aJI€K€, HAIIPUMED:

Anmvunuctpanus LienTpanbsHoro paitona
Cankr-IleTepOypra
IOpunnyecknii otaen

Ecnu  nmokymeHT anpecyercs JOJDKHOCTHOMY  JIMIy, HAWMEHOBAaHUE
OpraHu3allid YKa3bIBAaCTCS B MMEHHUTEIBHOM MaJie’kKe, a JOJHKHOCTh U (paMUIHs

— B 1aTCJIBbHOM. HpI/I 9TOM MHHUIOHAJIBI YKA3bIBAIOTCS I10CIIC (baMI/IJ'II/II/I, HaAIIpUMCP:

Anmunnctpanus LlenTpanbHOTO paona
Cankr-IleTepOypra
HauanbHuky oO1ero oraena

NBanosy H.II

Ecin JOKYMCHT aJIpeCyCTCA PYKOBOIHUTCIIIO OopraHu3anunuunu
Him €ro 3aMCCTHUTCIIIO, HAMMCHOBAHME OpraHu3alii JOJDKHO  BXOIHWTb
B HAUMCHOBAHHUC JOJDKHOCTH aApCCaTta, HAIIpUMCP:

3amecTuTelno gupekTopa Beepoccuiickoro
Hay4YHO-HCCJIEI0BATEIbCKOTO HHCTUTYTA
JIOKYMEHTOBECHHUS M apXUBHOTO JIejia

Cwmupnosy ILIL

Ecnim  noxkymeHT ajpecyercss OpraHu3allM, CHayala YyKa3blBAeTCS

€€ HaMMEHOBAHMUE, 3aT€M ITOYTOBBIN aipec, HAIIPUMED:

[{enTpanbpHas n30uparenTbHass KOMUCCHS
Poccutickon ®enepamnuu
b. Uepkacckuii niep., 1. 9, Mocksa, 109012

JlomyckaeTrcsi IEHTPUPOBATh KaXAYyKH CTPOKY pEKBU3UTa «Ajpecar»

110 OTHOILICHHIO K CaMOU JIJIMHHOU CTPOKE.
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JlomyckaeTrcsi HMCHOJIb30BaTh  O(QUIIMAIBHO TPHUHSITBIE  COKpAICHHbBIC
HAaUMEHOBAHUS OPraHOB TOCYJAPCTBEHHOM BJIACTH, MECTHOTO CaMOYIIpPaBJICHUS,
OpraHu3aIu.

[TouToBBIN ajpec yKas3bpIBaeTCA B TOCIEIOBATEIBHOCTH, YCTAaHOBJICHHOU
[IpaBmwiiamMu oOKa3zaHUsl YCIyr TMOYTOBOM CBSI3M, YTBEPKICHHBIMHU IPUKA30M
MunuctepcTBa HUGPOBOTO pa3BUTHS, CBSI3U M MAaCCOBBIX KOMMYHHUKAIUN
Poccuiickoit ®@enepanuu ot 17 ampens 2023 roga Ne 382 «OO0 yTBepXIeHUH
[IpaBui1 oka3zaHus yCIyT MOYTOBOM CBSI3MY.

Ecnn 1oOKyMEHT OTIpaBiIsieTCsl B HECKOJIBKO OJHOPOIHBIX TOCYIaPCTBEHHBIX

OpraHoOB HUJIN opraﬂmaunﬁ, HX CJIICAYCT YKa3blBaTb O606IH€HHO, HaIIpUMCP:

IIpencenarensiM y4acTKOBBIX KOMUCCUU

JIOKyMEeHT He JOJDKeH coAepkaTh Oojee  4YeThlpex  aJpecaToB.
CnoBO «Komus» nepes BTOPbIM, TPETHUM, YETBEPTHIM a/IpECaTOM HE YKa3bIBAa€TCH.

[Ipu HampaBieHun AOKyMeHTa Oojiee 4eM B YEThIpE ajpeca COCTaBISAETCS
CIIMCOK PACCBUIKH YCTaHOBJICHHOW (opmbl (npuinoxenue Ne 6), KOTOpbIid
NOJAINMKCHIBAETCS MPEACEAATENIEM TEPPUTOPHUATIBHON KOMHUCCHH.

[Ipu anpecoBaHnu JOKyMeHTa (PU3MUECKOMY JIMIy BHauaje YyKa3bIBarOTCS
(baMuusl 1 THULMAJBI [TOJTyYaTelis, 3aTeM MOYTOBBIN aJpec, HapuMep:

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

Cankr-lleTepOypr,
190005

[Ipu oTmpaBke MucbMa MO JAEKTPOHHON MOYTE WK MO (PAKCUMUIIBHOM CBSI3U
(0e3 IOChUIKM 10 MOYTE) MOUYTOBBIN ajapec He yKkaszbiBaeTcs. [Ipu HE0OX0aAMMOCTH
MOXeT OBITh yKa3aH aJpec OJJICKTPOHHON mouThl (HoMep TenedoHa/Pakca),
HaIpuMep:

MuHHUCTEPCTBO FOCTULIAU
Poccutickon ®enepanuu
mail@minjust.ru
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3.5.11. I'pud yTBepx)aeHUs TOKYMEHTA.

JIOKYMEHT  yTBEp)KIAeTCsl JTOJDKHOCTHBIM  JIMIIOM WJIM  CHEIHAIBHO
U3/IaBa€MbIM JOKYMEHTOM.

[Ipu yTBepKIEeHUU AOKYMEHTa JODKHOCTHBIM JIMIIOM TpU( yTBEpKICHUS
nomxeH coctoaTh u3 cnoa Y TBEPKJIARO Ge3 kaBbruek v mpOMUCHBIMEU OyKBaMU
U Ha  CIeAyIoUmell  CTPOKE — HAMMEHOBAHHWE  JOJDKHOCTH,  IOJIKUCH,
(mpu odopmiieHurn Ha OyMa)KHOM HOCHUTENE), MHHUIMANBl W (QamMuiaus JuIa,
YTBEPAUBIIETO IOKYMEHT, AaTa yTBEPKIACHUA.

['pud yTBEepkaeHUsT pacnoyiaraloT B IpaBOM BEPXHEM YTy MEPBOTO JIUCTA
JToKyMeHTa. B rpude yTBepkKIeHHS JOINMYCKAaeTCs IEHTPUPOBATH 3JIEMEHTHI

OTHOCHUTEIIbHO CaMOW NIMHHOM CTPOKH, HAITPUMED:

YTBEPX]JIAIO
npeacenarens TeppuropuanbHO
n3ouparenbHoM Komuccun Ne 11

IIOAITNCH HMHHUIIUAJIbI, (baMHJII/ISI
Jara

[Ipu yTBEp)KIEHUHU NOKYMEHTA MOCTAHOBIEHUEM, MPOTOKOJIOM, PELIEHUEM,
pacriopsbkeHreM Tpud  yTBepxKIeHHs coctouT w3 cioBa Y TBEPXJ/IEH
(VTBEPXIEHA, VYTBEPXJIEHbI wmu VYTBEPXJIEHO) 06e3 kaBbluek
U TPONMUCHBIMA OyKBaMH, HAaWMMEHOBAHHUS  YTBEP)KIAIOMIETO  JIOKyMEHTa

B TBOPUTCIIBHOM IIAJCKE, €T0 JaTbl © HOMCpA, HAIIPUMCEP:

YTBEPXJIEH
pewienueM TepputopranbHOU
n3ouparenpHO Komuccun Ne 11
oT 24 suBapst 2025 r. Ne 130-7

3.5.12. YkazaHus o UCTIOJTHEHUIO JOKYMEHTA (PE30TIONHS).
VYKka3aHus MO HCIOJTHCHHUIO JOKyMEHTAa MOTYT OBITh HAIUCaHbl OT PYKH

npeaccaarciicm TGppHTOpHaHBHOﬁ KOMUCCHMHM Ha IIOJJIMHHUKE HOOKYMCHTA
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Ha CBOOOJHOM OT TEKCTa MECT€ WM OPOpPMJIEHBI Ha OTAEIbHOM JucTe popmara
A6 (105 x 147 mm), IpWIOKEHHOM K JOKYMEHTY. YKa3aHUs MO HCIIOJHEHHIO
JTOKyMEHTa BKJIIOYAIOT bamumu u 1703050002600 51 UCIIOJTHUTENEH,
Ipyu HEOOXOAMMOCTU — COJIEp)KaHUE TMOPYUYEHUsl, CPOK HCIOJHEHUs, MOJIUCH
(mpu odopmiteHnr Ha OYMa)KHOM HOCHTEIIC) PYKOBOJIUTENS U 1aTy, HAIIPUMED:

CuzoBy A.1O.

['puropresy B.C.

[Ipo1ry paccMOTpeTh U J1aTh OTBET
k 14.02.2025

MOJMHKCH
JaTta
VYKka3zaHus 1O HUCIOJHEHHIO JIOKYMEHTa TaKXe€ MOTLYT OBITb O(QOpPMIIECHBI
c wucnons3oBaHueM IIJ] ¢ mpuMeHEHHEM >JEKTPOHHBIX MIA0JOHOB OJaHKOB
JIOKYMEHTOB.
3.5.13. 3aroyioBoK K TEKCTy JOKyMEHTa (HAMMEHOBAaHUE TOKYMEHTA).
3aroJioBOK K TEKCTy JOKYMEHTa JOJDKEH KpPaTKO W TOYHO PACKPBIBATh
€ro cojep)kaHue M ObITh COIVIACOBaH C HAaWUMEHOBAHMEM BHJIA JIOKYMEHTA.
3aros0BOK MOKET OTBEYATh HA BOIPOCHI:
«0 4eM (0 KoM)?», HarpuMep:
Pacniopsikenune — O co3gannn JKCIIEPTHOM KOMUCCHUU;
«4ero (kKoro)?», HanpuMmep:
JIOMKHOCTHOM PETJIaMEHT BEAYIIETO CIEeIUaIACTa;
AKT 00 YHUUYTOXKEHUH TOKYMEHTOB C HCTEKIIIMMHU CPOKAMH XPaHEHUSI.
3aroJyIoBOK COCTaBIISI€TCS JTULOM, TOTOBSIIHUM IMPOEKT JOKYMEHTA.
3aroyioBOK, COCTOSIIIMA M3 JABYX W 0oJiee CTPOK, Ieyaraercs uyepe3
OJIMH MEXCTPOYHBIA UHTEPBAJI, TOUKA B KOHIIE 3aroJIOBKa HE CTABUTCA. 3aroJIOBOK
pacnoJylaraeTcsi Ha TI€PBOM JIMCT€ HAJ TEKCTOM JIOKYMEHTa IO LEHTpY,
a npu 0(OPMIIEHUU MKUCbMa — OT TPAHUIIBI JIEBOTO MOJIA.

3.5.14. Tekct AOKyMEHTAa.
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Tekct pokymMeHTa OGOPMIISIIOT B BHJE CBS3HOTO TEKCTa, TaOJIUIIBI
WJIA COCIMHEHUSI ITUX CTPYKTYP.

Tekct  OOKyMeHTa  JOJDKEH W3J1araTbCst KpaTKO u SICHO,
OBITh apryMEHTHPOBAHHBIM, OOECIEUYUBATh TOYHOE M OJHO3HAYHOE BOCIIPHUATHE
coziepKaIieicst B HeM HHGOPMAIIHH.

TekcT HOKyMEHTa [OJDKEH, KaK MPaBWIO, COCTOSTh M3 JBYX 4YacTeH.
B mnepBoii YacTM yKa3bIBalOTCS NPUYUHBI, OCHOBAHUS, IEIU COCTABJICHUS
JOKyMEHTa, BO  BTOPOW — PEIIEHHUS, BBIBOJABI, MPOCHOBI, TPEITIOKCHUS,
PEKOMEHAAIMH.

TekcT OOKyMEHTa MOXET COJAEpPKAaTh TOJIBKO 3aKIIOYUTEIBHYIO 4YacTb
(HampuMep, PACHOPSLKEHUE — PACTIOPSAIUTENbHYI0 YacTh 0€3 KOHCTaTHUPYIOILIEH,
MIHCHMO, 3asBJICHUE — MPOCHOY O€3 MOSCHEHMS ).

B texcTe mokyMeHTa, MOATOTOBIEHHOTO HA OCHOBAaHWM 3aKOHOJATEIbHBIX,
WHBIX HOPMATHUBHBIX IPABOBBIX aKTOB, M3JaHHBIX OpraHaMu TOCYAapCTBEHHOMN
Bractu u ympasieHus, [{UK Poccuun, Cankr-IlerepOyprckoit m3OuparenbHOU
KOMHCCHUEH, paHee W3JaHHBIX TEPPUTOPUAIBHOM KOMMCCHUEN, YKAa3bIBAKOTCS
HAaMEHOBAaHUE BUJA JIOKYMEHTa, HAUMEHOBAaHWE OpraHa, W3JaBLIErO JOKYMEHT,
JaTa TPUHATUS WU YTBEPXKICHHUS JIOKYMEHTAa, €r0 PErucTpalMOHHBIA HOMED,
a TaKKe 3aroJIOBOK JOKYMEHTA, 3aKJIFOUYEHHBI B KaBBIYKH.

[Ipu ynorpebieHnn B TeKCTe (pamMuIHi JTUI] MHUIMAIBI YKA3bIBAKOTCS TOCTIE
bamunuu.

TekcTbl JOKyMEHTOB OOJIBIIOTO O0bEMa MOTYT JEIUThCA Ha pasJesbl,
MO/IPa3/ieIbl U MyHKTHI, KOTOPBIE HYMEPYIOTCS apaOCcKkuMu 1udpamu, Halpumep:

1. Pa3znen
1.1. Iloppaznen
I.1.1. ITynkr

AG3a11bl BHyTpH MYHKTOB HE HYMEPYIOTCSL.
B nuceMax ucnonb3yror cienyroupe GopMbl U3I0KEHUS:
or l-ro muma MHOXecTBeHHoro uyucina («[Ipocum  HampaBUTh

uHpopmarmio...», «Hampasisiem Ha 3aKIIIOUEHUE TTPOEKT...» U JIp.);
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oT 3-ro W@ EIWHCTBEHHOTO 4YHucia («TeppUTOpPHAIIbHAS KOMHCCHS
HE CUMTAET BO3MOXHBIM...», «TEPPUTOpUATBHAS KOMHCCHS  Mpeaiaraer
PacCMOTPETh BO3MOKHOCTb...»).

I'padbl ¥ CTpOKM TaONWIBI MOJDKHBI WMETh 3arojOBKH, BBIPAKCHHBIC
CYIIECTBUTEILHBIM B HWMEHUTEIBRHOM manexe. l[lom3aromoBku Tpad U CTpPOK
JOJDKHBI OBITH COTJIACOBAHBI C 3ar0JIOBKAMH.

Ecnmu tabmuiry meuaTtaroT Oojiee yeM Ha OJHOW CTpPAHMIIE Ha CIIEIYFOIINX
CTpaHMIIAX MOTYT OBITh HameJaTaHbl 3arojioBKH Tpad WIM UX HOMEpa
(B citydae, eciu rpadbl TaOJIUIIBI HA TIEPBOM JIMCTE MPOHYMEPOBAHBI).

3.5.15. OT™meTKa 0 HAIMYUU TTPUIIOKEHUH.

OTMmeTKa 0 HAIMYWU MPUIIOKESHUN PAcIionaraeTcs OT TPAHUIIBI JICBOTO OIS
1ocJie TEKCTa Mepesi MOAMNUCHIO.

CnoBO «TIIpHWIIOKEHHE» TI€YaTaeTCs] B €MHCTBEHHOM WM MHOKECTBEHHOM
YHUCJIC B COOTBETCTBUU C KOJTUIECTBOM IMPHUIIOKECHU.

Eciun nokymMeHT wuMeeT NpWIOKEHHEe, Ha3BaHHOE B TEKCTE, OTMETKa

0 ero Hajau4uu opopMIISIETCS 10 ciaeayomiei hopme:

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

Ecmn JOKYMCHT HMECT [IMPHIIOKCHHUEC, HC HA3BAHHOC B  TCKCTC,
nin €CJIn HpI/IJ'IO)KeHI/Iﬁ HCCKOJIbKO, X HAMMCHOBAHUA HGO6XOI[I/IMO ICPCUYNUCIINTD
MOoCJIC TCKCTa IAOKYMCHTa IEPCa IMOAIMCBIO C YKAa3aHHEM KOJIWUYCCTBA JIMCTOB
B KaXXIOM IIPHIIOKCHHUHU M KOJIMYCCTBA SK3CMINIIAPOB, IIPU HAJIWYHUHN HCCKOJBbKHX

MIPUJIOKEHUN UX HYMEPYIOT, HallpUMED:

[Tpunoxenus: 1. Ilonoxenue o0 DxcnepTHOM KoMuccuu Ha 15 1. B 1 9K3.

2. IlpumepnHas HoMeHKJIaTypa Aen Ha 14 1. B 1 7k3.

Ecim  npunokeHuss  cOpOLIOpOBaHbI, TO  KOJIMYECTBO  JIMCTOB
HE YKa3bIBacTCs.
Ecnu npunoxeHne HanpasisieTCs HE BO BCE YKA3aHHbBIE B IOKYMEHTE ajJpeca,

TO OTMETKA O HAJIMYUU MPUJIOKEHUST 0hopMIIsieTes 1o cheaytoniei Gpopme:
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[Tpunoxenue: Ha 20 1. B 3 5K3. TOJIBKO B IIEPBBIN aapec.

Ecnm x pokymMeHTy mnpwiaraercst Opyrod AOKYMEHT, TakKe WMEIOLIUU
IPUIIOKEHUE, TO OTMETKA O HAJIWYMM MPWIOKEHUS OQOPMIISIETCS CIEAYIOLIUM

obpazom:

[Ipunoxenue: mnucbmo Cankt-IlerepOyprckoit  M30MpaTeNbHON KOMHUCCHH
or 15.11.2024 No 01-18/450 u mpunoxeHue K HEMY, BCErO
Ha 15 oL

Ecnu npunioxenueMm sBiseTcss 000COOJEHHBI AJIEKTPOHHBIA HOCHUTENb
(KOMIakT-auCK, usb-(aen-HakonuTens 1 ap.), TO OTMETKA O HATMYUU TPUITOKECHHS

oopmiseTcs cienyrommuM 00pazom:

[Ipunoxenune: CD B 1 k3.

[Ipu »>TOM Ha HocuTene (BKIazbime (KOHBEPTE)), YKa3bIBAIOTCS
HAaUMEHOBAHUS IOKYMEHTOB, 3alMCAaHHBIX HA HOCUTEJIb, WJIK UMEHA (DailyioB.
B pemienusix u npukaszax CBEICHHUS O HAJTUYUU MPUIIOKEHUN YKa3bIBAIOTCS

B TCKCTC, HAIIPHUMCP:

«Pa3zpabotath M TpenCTaBUTh MPOEKT IUlaHa 1o (opme, YyKa3aHHOU
B npuiioxeHuu Ne 1»
WIIH

«...JIeTIaeTCs 3aIKCh B )KypHaJl yCTaHOBJIECHHOHN (hopMbl (puitoxeHue Ne 2).»

Ecnom B gOoKkyMmMeHTe, K  KOTOpOMY  OTHOCHUTCS  NPHUIIOKEHHE,
OHO HE YTBEPKIAETCs, @ IPOCTO COACPIKUTCS CCBUIKA HAa HETO, TO HAa IIEPBOM JIUCTE
TPUIOKEHHS B IPABOM BEPXHEM YTITy YKa3bIBACTCSsl, K KAKOMY PEIICHHUIO (TIPHKA3y)
IIPUJIOKEHUE OTHOCUTCS, 4 CTPOKM MOTYT LEHTPOBATHCS OTHOCUTEIBHO CaMOU
JUIMHHOM CTPOKH, HAIIPUMED:

[Ipunoxenue
K MPUKa3y Npeaceaarens
TeppuropuanbHOil H30MpaTEIIBHOM
komuccuu Ne 11
ot 14 maprta 2025 1. Ne 27-pn
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[Ipy HanMYMM HECKOJbKUX MPUIIOKEHU OHM HYMEPYIOTCS, HampuMmep,
npuioxxerue Ne 1, mpunoxxenue Ne 2 1 Tak naiee.

3.5.16. IToamucek.

B cocTaB noanucu BXOAST: HAUMEHOBaHUE JIOJKHOCTH JIULIA, TIOJIMHACABIIIETO
JIOKyMEHT, €r0 COOCTBEHHOPYYHAs TMOAMKCH, KOTOpass 0(PpOpMIISIETCS CHHUMH WA
YEPHBIMU YEPHIJIAMH, Pacimu(poBKa MOAMUCH (MHUITHATBI, (haMUITHIs ).

Ecnn nmoxymeHT odopmisieTcs Ha OJlaHKE TEpPUTOPUATBHOM KOMHCCHH,

TO PEKBHU3UT BKIIOYACT HAUMEHOBAHHME JOJDKHOCTHU JIMIA, IMOJIMKCHIBAIOLIETO
JIOKYMEHT, €ro COOCTBEHHOPYUYHYIO MOJAINKCH, PACIIU(PPOBKY MOAMUCH (MHUITUAIIBI

U (haMUITUIO0), HATIPUMED:

[Ipencenarens MIOJIITUCH WHULMANBI, (haMUIIHs

Ecnu 1OJKHOCTHOE JMI0, MOANKUCH KOTOPOrO 3arOTOBJIEHA HA IIPOEKTE
JIOKYMEHTA, OTCYTCTBYET, TO JTOKYMEHT MOAMNHUCHIBAET €r0 3aMECTUTEh WM UHOE
JMLO, UCHOJHSAIOUEE €ro o0sA3aHHOCTH. [Ipm STOM 00s3aTEbHO yKa3bIBAIOTCS
(dakTHyeckass JOKHOCTh JIMIA, TMOAMMCABILErO JOKYMEHT, M €ro (amuiuus.
He  pomyckaercss — moAnmuchiBaTh  JTOKYMEHTBI € HPEAJIOTOM  «3a»
WUJIM IPOCTABJIEHUEM KOCOU YepThI ITEpe] HANMEHOBAHUEM JIOJKHOCTH.

Ecnu nokyMeHT odopmiisieTcs He Ha OJIaHKe, TO PEKBU3UT COAECPKUT MOJTHOE
HAaMMEHOBaHUE JOJIKHOCTH avna, MOJMKUCABIIETO JIOKYMEHT,
€ro COOCTBEHHOPYYHYIO MOANHUCH, PaCHIMPPOBKY TMOANUCH  (MHULHAJIBI

U (hamMuIINIO), HAPUMeED:

IIpencenarens
TepputopuanbHON U30UPATETHLHON KOMUCCUT
Ne 11 MOANUCh UHUITUAIBI, (pamMusus

[Ipu mnoamucanuy JOKYMEHTa HECKOJBKUMHU JIOJDKHOCTHBIMHU  JIUIIAMH
WX TIOANMHWCH pacrlojiaraloTcss OJHa TMOJ JpPYrod B TOCJIEAOBATEIBLHOCTH,

COOTBETCTBYIOIICH 3aHMMAaeMOM JTOJKHOCTHU, HAllPUMED:

[Ipencenarens IMOJIITUCH WHULHABI, (DaMUITHS
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['maBHBIN OyxTantep MOAITHACH WHUTIAATBI, (pamutms

HpI/I MMOAINMNCAHNH JOKYMCHTA HCCKOJIbKUMU JIMITAMH, 3aHUMAIOITUMU PABHBIC

JIOJKHOCTH, ux MOAIUCH pacrojaratot Ha OJIHOM YPOBHE,
HaIpumep:
HavansHuk mpaBoBOro otaena HavanpHuk
OpraHU3alMOHHO-METOJUYECKOTO
oTnena
MOJANMKUCH UHUITHAIIBI, (aMUITHS MOJNUCH WHULUAIBI, (HamMuus

B nokymeHTe, mOAroTOBIEHHOM KOMUCCHUEN, OANUCH PACIIOIAratTCs OJHa
noA apyroi. IlepBeIM yKa3bIBaeTCs MpejiceaTesib KOMUCCUM, a PaMUITMU YJIEHOB

KOMMCCHUH PacnoiaratoTcs B aipaBUTHOM MOPSJIKE, HAIPUMED:

[Ipencenarens KoMUCCUU MOJIHNCH WHHITAAIIBI, (haMUIUs
YJieHb KOMHUCCHH MOAITHCH WHULHATBI, (DaMUITHS
MOAITHCH WHUIHATBI, (DaMUITHS
MOAIHNCE WHULNANBI, (haMUITHS

Ecnm moxkymMeHT cocTaBiieH Kak Mpujaraemass K OCHOBHOMY JTOKYMEHTY
cnpaBka wiu  uHpoOpMarusA, TO OH OQOpPMIIAETCS B  COOTBETCTBHH
c myHKToM 3.5.15, a BMECTO MOJAMUCHU TOJ TEKCTOM JOKyMEHTa, KaK IMPaBHIIO,
yKa3bIBaeTCs (aMUIusl, UMs, OTYECTBO UCTIOJTHATETIS.

3.5.17. OTmeTka 00 27EKTPOHHON MOAMHKCH.

[IpocTaBisieTcss Ha BU3YaJIM3UPOBAHHOM JJIEKTPOHHOM JIOKYMEHTE B MECTE
PaCIOJIOKEHUSI COOCTBEHHOPYYHOM TIOJIMCH JIOJDKHOCTHOTO JIMIA B JOKYMEHTE

Ha OYMa)KHOM HOCHTEJIe, HAalIPUMED:

HpeﬂceﬂaTe_]’[L AOKYMEI"I‘T noaonUCAH
T o npPOCTOM NoANUCHLIO
CppuTOPHATEHOU

n30upaTenbHOM KOMUCCHH No 11 | xYBQcT/PIzL78Q+0+6LTHNQPOMVDVUYS= N.B. Upununa

[feicreutenen:bes cpoka aencreuns
Bnapeneu:MpuHuHa UHra ButanoesHa
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DneMEeHTbl OTMETKH 00 3JIEKTPOHHON MOJMUCH JTOJKHBI ObITh BUIMMBIMU
Y YUTAEMBIMU [IPU OTOOPAKEHUU JOKYMEHTA B HATYpaIbHOM pa3Mepe.

DneMeHThl OTMETKH 00 3IEKTPOHHON MOJMUCH HE JOJIKHBI IEPEKPhIBATHCS
WJIM HAKJIAIBIBAThCS APYT Ha Apyra.

DneMeHTbl OTMETKH 00 3JEKTPOHHOW MOIMNCH HE JOJKHBI MEPEeKpPhIBATH
AIIEMEHTBl TEKCTa JOKyMEHTa W JpPYyTHe OTMETKHM 00 3JIEKTPOHHON MOANUCH
(Tpu HATMYHH).

B cnywae, ecnau 3JIEKTpOHHAs MOIIUCH COJEPKHUT METKY JOBEPEHHOIO
BPEMEHH, OTMETKa 00 3JIEKTPOHHOW MOANUCU JOJDKHA 0053aTE€IbHO BKJIKOYAThH
UH(GOPMAIIUIO O JaT€ U BPEMEHHU MOANUCAHUS JOKYMEHTA 3IEKTPOHHON OJIHUCHIO.
Buenrnui Bua METKH JOBEPEHHOIO BPEMEHH U BHEIIHUM BHJT IPOCTOM dJIEKTPOHHOM
NOANKMCH YCTAHABJIMBAECTCS JIOKAJbHBIMM HOPMATHBHBIMM aKTaMH WM 110
COIJIAIIEHUIO CTOPOH JIOKYMEHTO00O0pOTA.

3.5.18. I'pud cormacoBanusl.

I'pud cornmacoBanusi coctoutr u3 cimoBa COIJTACOBAHO 6e3 kaBbluek
Y NPONUCHBIMU OyKBaMH, HAUMEHOBAHMS TOJDKHOCTH JIMIA, KOTOPHIM COIIACOBAaH
JOKYMEHT (BKJIIoUass HaWMEHOBaHWE OpraHM3alllM), €ro COOCTBEHHOPYYHOMU
noanucu (mpu oPopmMieHUH Ha OyMaKHOM HOCHUTENE), pacliu(pOBKUA MOINUCH
(vHULIMAIBI, (paMUJTKS) U IaThI COTJIACOBAHMS, HAITPUMED:

COT'JIACOBAHO
Cexperapp TepputopraibHOM
n3buparenbHoi komuccun Ne 11
MOJINMKUCHh UHUITHAIIBI, (paMUITHUS
naTa

Ecin  cormacoBanue OCyIIECTBISETCS MPOTOKOJOM WJIM  MHCbMOM,
TO COTJIACOBaHHUE O(OPMIISIETCS CISAYIOLUIIM 00pa3oM:

COI''TACOBAHO
MIPOTOKOJIOM 3aceIaHus
aTTECTAIMOHHON KOMHUCCUHU
TepputopranbHON H30UPATEITHHOM

komuccuu Ne 11
ot 14 ¢espamns 2025 . Ne 16
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WIIN:
COI''TACOBAHO
nuceMoM PocapxuBa
ot 05 mapta 2025 . Ne 4-15/46

I'pu¢ cormacoBaHust AOKyMEHTa B 3aBUCUMOCTH OT BHJA JOKYMEHTa
U 0COOEHHOCTEN €ro 0OPMIIEHUS MOKET IPOCTABIISITHCS:

Ha TEpPBOM JIUCTE JOKYMEHTa B JIEBOM BEpXHEM YTy Ha ypoBHE Tpuda
YTBEPKACHUSI UJIU 110/, HAUMEHOBAaHUEM JIOKYMEHTA OJIMKE K HIKHEMY IOJIO;

Ha MOCJIETHEM JIMCTE TOKYMEHTA MOJT TEKCTOM;

HAa JINCTE COIIACOBAHUS, ABJISIFOUIEMCSI HEOThEMIIEMOM YaCThIO JOKYMEHTA.

3.5.19. Busa.

BryTpeHHee coriacoBaHUe NPOEKTa JOKyMEHTa O(POPMIISIETCS BU3OM.

CorracoBanne NpoeKTa JOKyMEHTa MOXKET OCYIECTBIAThCA cpeactsamu 111
[Ipu cornmacoBaHuM NMPOEKTa JOKYMEHTAa Ha OyMa)KHOM HOCHUTEJIE BU3a BKIIIOYAET
NOJANKUCH BU3UPYIOIIETO, PaCIIM(PPOBKY MOANKUCH (MHULMAIBI, (paMUIIMs) U JaTy,

IIpu HCO6XOIII/IMOCTH MOJKET OBIThH YKa3aHa JOJDKHOCTb BU3HUPYIOLICTO, HAIIPUMCDP:

Cexkperaps TeppuropuanbHOit
n3ouparenbHo komuccun Ne 11

IMoAITNCH HWHUIIKAJIbI, (baMI/IJ'H/IH
Jara

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

3ameyaHus NMPUJIararTCs

Cexperapp TepputopraibHO
n3ouparenpbHOr Komuccuu Ne 11

IMOAITNCH HMHHUIIUAJIbI, (baMI/IJII/ISI

JgaTta
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3amMeyaHus  UM3JIAraloTCs Ha  OTAECIBHOM  JIUCTE, MOJANMCBHIBAIOTCS
Y TIPUJIATAlOTCA K JOKYMEHTY.

JlomyckaeTcsi HOJIMCTHOE BU3UPOBAHUE JOKYMEHTOB U MPUITIOKEHUN K HUM.

Ecnu nomIMHHUK TOKYMEHTa OCTAETCSl B TEPPUTOPUAIIBHON KOMUCCHUH, BU3bI
MPOCTABISIIOTCS B HWKHEM YacTH OOOpPOTHOM CTOPOHBI MOCIEIHErO JHUCTa
MOJIMHHUKA JIOKYMEHTA.

JIns MOKyMEHTa, MOJJIMHHUK KOTOPOTO OTHPABIIAIOT M3 TEPPUTOPUATIBHOU
KOMUCCHH, BUA3bI MPOCTABIIAKOTCS B HAYKHEN YaCTH JIMLIEBOM CTOPOHBI MOCIECIHETO
JIMCTa KOMHUU OTHPABIISIEMOTO IOKYMEHTA.

3.5.20. [Teuars.

[lewatp  3aBepseT MNOMJIMHHOCTh  NOANWCH  JOJKHOCTHOTO  JIMIIA
Ha JIOKYMEHTaX, YJOCTOBEPSIOIIUX MPEIyCMOTPEHHBIE MPABOBBIMU aKTaMU
MOJHOMOYHUS  JIOJDKHOCTHBIX —JIUI[ WM (UKCUPYIOMUX (DAKTHI, CBA3aHHBIC
¢ (DMHAHCOBBIMHU CPEJICTBAMH, a TAK)KE HA UHBIX JOKYMEHTaX, MPeIyCMATPUBAIOIINX
3aBEpEHUE MOJIMHHOMN OAIKCH.

[leyatp craBUTCSA Ha CBOOOJHOM OT TEKCTa MECTE€, HE 3axBaThIBas
COOCTBEHHOPYYHOM TOJAMUCH JOHKHOCTHOTO JuIa. [ledaTh MoOKeT 3axBaThIBaTh
4acTh HAUMEHOBAHUA JIOJKHOCTH JIMIA, TOAMACABIIETO JOKYMEHT.

B nokymeHTax, MOJATOTOBJICHHBIX HAa OCHOBE YHUDUIIMPOBAHHBIX (opM,
reyaTh CTaBUTCS B MeCTe, 0003HaUYeHHOM OTMEeTKOM « MID» nim MHBIM 00pa3oMm.

3.5.21. OTmeTKa 0 3aBepECHUN KOIIHH.

JIns 3aBepeHHs] COOTBETCTBUS KONHMHM JOKYMEHTA MOMJIMHHUKY HUXKE
pekBuzuta «lloamuce» mpoCTaBiIAE€TCS OTMETKA O 3aBEPEHUU  KOMUU —
3aBEpUTENIbHAS HAINUCh «BepHO», MOKHOCTH JIMIA, 3aBEPUBILIETO KOIMUIO,
€ro COOCTBEHHOpYYHAsl TOJIMHUCH, pacim@poBKa TOANUCH U JaTa 3aBEpPEHUS,
Hanpumep:

Bepno
[Ipencenarens TEppUTOPUAITBHON KOMUCCHU
MOJIIHUCH WHUIIAAIBI, (pamMums

JgaTta
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Jlonmyckaercst 3aBepsATh NOKYMEHTbI OTMETKOW «BepHo» mnpocTaBieHUEM
mTaMrna ¢ yKa3aHueM  JOJDKHOCTH  JIMIA,  3aBEPUBUIETO  KOIMIO,
ero cOOCTBEHHOPYYHOU MOIUCH, PacIu(pOBKY MOIMUCH U TaThl 3aBEPCHUS.

B cnyuasx, mpenycMOTpEeHHBIX 3aKOHOIaTENBLCTBOM Poccurickon denepanuu
0 BbIOOpax U pedepeHaymMax, TpPU 3aBEPEHUH KOIMWUU JOKyMEHTa TaKXKe
IIPOCTABIIAETCS BPEMSI 3aBEPEHUSL.

IIpy mepechlike KONUM JOKYMEHTa B APYTHE€ OpPraHU3allMU WM BbIIAye
€€ Ha pyKHU 3aBEpUTENIbHAS HAIUCh YA0CTOBEPSETCS COOTBETCTBYIOIIEH M€YATHIO.

JIucThl MHOTOCTPAHUYHBIX KOMUI HYMEPYIOTCSI, OTMETKA O 3aBEPEHUU KON
JOTIOJIHSIETCS yKa3aHUEM KOJIMYECTBA JIMCTOB KOIIHH «Bcero
B KONWUM ___ JIUCTOB». Ha KOMUAX MHOTOCTPAHUYHBIX JOKYMEHTOB OTMETKa
O 3aBEpEHUHU KOMNHHM TMPOCTABISICTCS HA  KaXIOM JHUCTE JIOKYMEHTa
WIM Ha TOCIEOHEM JIMCTE MPOIIMTOIO0 WIM CKPEIJIEHHOTO HWHBIM 00pa3oM
JIOKYMEHTA.

3.5.22. OTmeTKa 00 UCTIOTHUTEIIE.

OTMeTKa 00 HUCTIOTHUTEINE BKIIOYAET B ce0s (paMHIINIO, UMSI U OTYECTBO (TIpH
HAJIMYMM) UCIIOJIHUTENS JOKyMEHTa M HOMEp €ro ciyxeOHoro tenedoHa
C KOJOM pervoHa (B cilydyae HampaBlICHUs JOKYMEHTa B aJpec N30upaTesbHbIX
KOMHCCUH MOXET yKa3blBaTbcsi HOMep ciyxkeOHoro Ttenedona ATCB).
OTMeTKy 00 MCIIOJIHUTENIE PACIoNIaratoT Ha JUIEBOM WM, IPU OTCYTCTBUU MECTA,
Ha OOOPOTHOI CTOPOHE MOCJEIHEro JUCTa JTOKYMEHTa B JIEBOM HIKHEM YTy

mpudTom 10 MyHKTOB, HATTPUMED:

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

3.5.23. OTmeTKa 00 UCTIOTHEHUU TOKYMEHTA.

OtMeTrka 00 WCMOTHEHWH JIOKYMEHTAa U HAMpaBICHUU €ro B JEN0
MOTYT BKJIIOUAET CIICAYIONIUE JlaHHBIC: KpaTKue CBEACHUS 00 WCIIOTHEHUN
JOKyMEHTa (IpU OTCYTCTBUU JOKYMEHTA, CBUIETEIbCTBYIONIETO0 00 UCTIOJHEHUH ),
JaTy W HOMEp HMEIONIETrocs OKyMeHTa 00 WCIONHEHHH, cioBa «B memoy,

HOMEp Jiejla, B KOTOpOM OyJeT XpaHUThCS TOKYMEHT, JAaTy, MOANUCH
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(mpu odopmiieHnr Ha OyMa)KHOM HOCHUTEJE) MpeaceaaTessi TeppUTOpPHATbLHOMN
KOMUCCHH.
3.5.24. UnentudukaTop 3M€KTPOHHON KOMUU JOKYMEHTA (KOJOHTHUTYII).
Nnenatudukatop (uMs (aiina Ha MAITHHOYNTAEMOM HOCHUTEJIE) DIICKTPOHHOK
KOIUM JTIOKyMEHTa (KOJIOHTHUTYJ) MOXET MPOCTABISATHCS B JIEBOM YTy HIKHETO
MOJISL KaXKA0W CTPaHUIBl JOKYMEHTa MPUGPTOM § MMyHKTOB, HAIPUMED:

K0305298

3.5.25 lltpux-kon (QR-kom1) TOKyMEHTA.
[Ipy wWcnonb30BaHWW IITPUX-KOAA, €Tr0 CJICAyeT pa3Meniath B TIPaBOM
HIDKHEM YUy TIepBOro JmcTa. Ecnm Mecta HEZOCTaTOYHO, JOIMYCKaeTCs

Pa3MCIICHUC B IIPABOM BCPXHCM YTy WM Ha IPYT'OM CBO6OIIHOM MCCTC.

4. Opranu3anusi padoThl ¢ HCXOAAIIUMU (OTHPABJISIEMbIMH) JOKYMEHTAMHU

4.1. Pabota c oTmpaBiasieMbIMH (MCXOISAIIUMHU) U3 TEPPUTOPUATHLHOM
KOMHCCUU JOKYMEHTAMH BKJIOYAE€T HUX PETUCTPALMIO, MPOBEPKY MPABUIBLHOCTHU
oopMIIeHUS, B TOM YHUCJIE€ HAJIMYUE TOJHOTO aJpeca M €ro TOYHOCTh, HaJu4Ke
NOJIMHHOW TOAMUCH (AJISI 3JIEKTPOHHOTO JOKYMEHTa — MIPOBEPKA TMOJJIUHHOCTH
AJIEKTPOHHON TOAMMCH), JPYTMX HEOOXOJMMBIX JJIEMEHTOB O(OpMIIEHUS,
YKa3aHHbBIX IPUIOKEHUM, U OTIIPABKY.

4.2. Ucxomsmue MOKYMEHTHI TIeYaTaroTcs Ha OJaHKax YCTaHOBJICHHOM
dbopmbl, OQOPMIISIIOTCST B COOTBETCTBUM C  TOJIOKEHUsIMU ~ MHCTpyKIUK
u peructpupytorcs B [1J] umu apyrux peructpaimoHHO-YYeTHBIX (hopMax.

4.3. OtmpaBka JOKYMEHTOB u3 TEPPUTOPHUATBHOU KOMUCCUU
OCYIIIECTBIISICTCS OpraHamu (eaepaibHON  (PeNbIBEerepCKOM WM  CIEIUaIbHOM
CBS3M, TIOUTOBOM, TelerpadHOM CBs3bl0, cpenactBamu IIJI, 1o kaHamam
(aKCUMUIBHOU CBSI3U, JIEKTPOHHON MOYTOM B ceTh MIHTEpHET niu HapOUYHBIM.

4.4. TTpu opopmMIIeHNH OTIIPABIAEMBIX (MCXOISIINX ) MTUCEM, B TOM YHUCJIE TIPH
MOATOTOBKE MPOEKTOB mnuceM cpeactBamu I[IJI, u TenerpaMMm HCIOJHUTEIb
YKa3bIBA€T TMOJHBIA TOYTOBBIM (BKJIOYAsh MHAEKC) aJpec OpraHu3aluu

HJIK I'paXKJaHrHaA.
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4.5. OrnpapnsieMble  (UCXOIAIIME)  JOKYMEHTBI ~ MOTYT  TOTOBHUTBCH,
COTJIaCOBBIBATHCS M MONUCKIBATHCS cpeacTBamu [1]1.

Ucxopsuue mnuchkMa HampaBisIOTCS 3@  TMOAINUCHIO  TpejcenaTens
TEPPUTOPUAIBHOM KOMHUCCHUHU, B €ro OTCYTCTBHE —3a TIOJIUCHIO 3aMECTHUTENIs
npeaceaaTeNss WiId WHOTO YJieHa TEPPUTOPHATBHON KOMUCCHH, HCIOIHSIONIETO
00s3aHHOCTH  TIpelcenaTeNsi, Ha  COOTBETCTBYIOIIeM  OJlaHKe  MHChMa
(Mpu MOATOTOBKE MCXOASIIMX JOKYMEHTOB cpeactBamu [1J[ — cooTBeTCTBYIOMMX
AJIEKTPOHHBIX MA0I0HAX OJJAHKOB JOKYMEHTOR).

4.6. C ucnonp3oBanueM IIJ] unm Apyrux perucTpalliOHHO-YYETHBIX (HOpM
JIOKYMEHTaM MPUCBAaUBACTCS HUCXOASIIUNA HOMEp, KOTOPBIA COCTOMT M3 HMHJIEKCA
JieJia 0 HOMEHKJIAaType Jed W TMOPSAKOBOrO HOMEpa JOKYMEHTA, pa3AeiCHHBIX
Kocou 4yeprtoil. Mcxomdmmim HOMEpP YKa3bIBA€TCS TAKKE HA KONUU JIOKYMEHTA,
ocraromiercss B nene. Hymepamms wncxomsmmx JOKYMEHTOB OCYILIECTBIISIETCS
B MpeJieniax KajJeHJapHoTo roja.

[Ipn peructpauuu HCXOJAIIETO AOKYMEHTa B PErUCTPAllMOHHO-YYETHOU
dbopme 00s13aTeNIBbHO YKa3bIBAIOTCS CIEAYIONIUE PEKBU3UTHI: JaHHBIE 00 ajpecarte
(pamunmsi, ums, oT4ecTBO (TIPU HATUYKMK) (HUIUIECKOTO JIUIIA WM HAMMEHOBAHHE
OpraHu3alliyd, KpaTKoe COJACp)KaHUE JOKYMEHTa, HCIOJIHUTEIb JIOKYMEHTa,
€ro COMCIIOJIHUTENIM, KeM OH MOJIUCAH, a TAKXKE KOJIUYECTBO JUCTOB OCHOBHOTO
JIOKYMEHTA U JINCTOB MIPUIIOKEHUS, KOJIMYECTBO IK3EMILISIPOB, BUJ] OTIIPABKHU.

I[Ipu  peructpanuu  HUCXOIAIIETO  JIOKYMEHTa  JleJlaeTcs  CBS3KA
C BXOJISIIUM JOKYMEHTOM, Ha KOTOPBIN 1aeTCsi OTBET (€CIIM TAKOBOW UMEETCsI).

4.7. OTnpaBKa UCXOAAIINX JTOKYMEHTOB cpeactBamu [1J] ocymiectBisercs
JIUIIOM, UMEIOIITUM J0CTyM K padote ¢ [1/1.

WNHble nOKyMEHTBI MOTyT OBITh OTIIPaBICHB OpraHamu (emepaabHOM
benapaberepckoi WM CieuaIbHOM CBSI3U WM MTOYTOM 10 YKa3aHUIO MpeIceaaTes
TEPPUTOPUAIIBHOM KOMUCCHHU.

4.8. llna nepenayun ucxojsmiero nokymenrta [1J] wim sneKTpoOHHONW MOYTOM
B cetu HHTepHeT oTHpaBisieMbli JOKYMEHT O(opMIIsLeTcss B COOTBETCTBUU

¢ TpeboBanusimMu MHCTpyKIIUN.
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B cnyuae perucrpanuu gokymenta B [1J] Texct nokymenrta B ¢popmare docx
Wik XISX MIIM DJIEKTPOHHBIH 00pa3 gokymenta B (opmare pdf (mpu Hamuumn
CKaHHUPYIOUIEr0 YCTPOMCTBA) MPUCOEAHUHSETCS K PErUCTPALMOHHON KapTOUKe
Y OCYILIECTBIISIETCA €r0 OTIPABKA.

IIpn moaroroBke mAOKyMeHTOB cpeactBamu IIJ[ ¢ ucnons3oBaHueMm
AJIIEKTPOHHOM MOJNUCH MOCJTE MOANUCAHUS JTOKYMEHThI MOT'YT aBTOMAaTHYECKH
peructpupoBatbcsi U HampaBisiTees: B LIAK Poccumn, @I npu UK Poccun,
PIHHOUT mpu LUK Poccuu, Cankrt-IleTepOyprckyio n30OupaTesibHyl0 KOMHCCHIO,
uHble K30upaTenbHble KOoMuccuu —CcyOBekToB  Poccuiickoit  dDeneparuu,
TEPPUTOPHUATBHBIE KOMUCCHH.

4.9. ITpu oTmpaBke TeaerpaMMbl O0Jiee YeM B 4eThIpe aapeca 0hOopMIIeTCS
NOJJINHHUK, KOMHUA MW [JIBa OHK3EMIUIApa MOJNHCAHHOTO CIUCKA PAaCCBUIKU
C YKa3aHMEM TIIOJHbIX IIOYTOBBIX (BKJIOYas TMOYTOBBIA MHJIIEKC) AaJIPECOB.
Ha Tenerpad nepenaroTcs NOMJUMHHUK C OJHUM 3K3EMIUIIPOM CIHCKA PACCHUIKU
Y KOIUS TEJIErpaMMbl, KOTOpas ¢ OTMETKOM O Mepeaye TeaerpaMMbl BO3BPAIIAeTCs
B TEPPUTOPUAIBHYI0O KOMHUCCHIO M BMECTE CO BTOPBIM HK3EMIUISIPOM CIIHCKA
PACCBUIKU MOJUINBAETCS B JEJO0.

4.10. [Ipn otnpaBke mUchMa Oojiee 4eM B HYEThIpe ajpeca COCTaBISETCS
CIHCOK PACCBUIKM yCTaHOBJICHHOW (opmbl (mpunokenne Ne 6), KOTOPBIH
NOJNHKCHIBAETCS MIPEACENATEIEM, B €0 OTCYTCTBUE — 3aMECTUTENEM MPEACENATENS
WU UHBIM YJIECHOM TEPPUTOPUATILHOW KOMUCCHUU, HUCTOJHSIONIUM OO0S3aHHOCTH
npeacenaTens TeppuTOpuanbHON Komuccud. Ilocine peructpauud MTUCHMO
TUPAXHUPYETCS B HEOOXOIUMOM KOJIMYECTBE M oTmpasisiercs. [Ipu moaroroske,
COrJIaCOBaHUM W MOAMNHCAHUM TuceM cpeacTBaMu IIJ] cnHMCcOK pacchUIKd Takxke
rotoBurcs cpeacrsamu [1/1.

Ecnu nucbMo uimu TenerpaMMa HampasisieTcsl He 00Jiee YeM B YeThIpe ajpeca,
TO MOJMUCHIBACTCS KAXKIbIN K3EMILIAP.

4.11. OtnpaBKka JAOKYMEHTOB MPOHW3BOIAUTCS €XKEIHEBHO B Yachl PabOTHI

TeppHTopHaanoﬁ KOMHUCCHUHN, KPOMC BBIXOJHBIX U Hepa60‘H/IX MMpa3aHUIHbIX HHeﬁ.
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OTnpaBka HCXOJAIIMX JOKYMEHTOB IIOCJIE€ OKOHYaHUS pabodero JHs,
B BBIXOAHBbIE U Hepabouue Mpa3IHUYHBIE JHHM, B [EpPUOJ MOATOTOBKU
U TpOBEACHUS W30MpATEIbHBIX KaMIIAHUW OCYLIECTBISIETCS M0 YKa3aHUIO
npejceaarenas TEPPUTOPUATBHON KOMHUCCUU JTMOO B COOTBETCTBUU C PEILICHHEM
TEPPUTOPUAITBHON KOMUCCHH.

4.12. JIOKyMEHTBI C OTMETKOM O CpPOYHOCTH JOCTaBKH «Becbma cpodHO»
U «CpoyHO» OQOPMIISIIOTCS HE3aMEIMTEIbHO, MOTYT OTIPABIATHCS CPECTBAMU
[T/1, mo kanamam (hakCUMHIBHOM CBSI3U, IEKTPOHHOU MouToil B cetu MHTEepHeT,
HapOYHBIM W/WIJIN MEPElaBaThCs B OTAET (ENIbIBErePCKOM NN CIIELIMAaIbHON CBSA3H
JUI JTOCTaBKM B TIEPBYIO OY€peAb B COOTBETCTBUM C IpaUKOM MapHIpyTOB
dbenbanerepeil.

4.13. JlokyMeHTbl 0e3 OTMETOK OQOpPMISIOTCS IO Mepe MOCTYIUICHUS
Y MOTYT OTIpaBisATbCsA cpeactBamu 11/l w/mnm nepenaBaTbCs B OTAEN JAOCTABKU
(denpaberepckod WM CHEHUAIbHOW CBSI3M, IA€ OTIPABKA OCYIIECTBIISIETCS
B COOTBETCTBUU C rpa(pUKOM BBIIIOJHEHUS MapUIPYTOB B ONTUMAJIbHBIE CPOKH.

4.14. JlokyMEeHTbI, HampaBisieMble TIpaXJaHaM MO0 TMOYTOBOMY aJipecy,
yKa3aHHOMY UMH B OOpallleHuH, OTIPABIISIOTCS Yepe3 MOUYTOBOE OT/EICHHUE CBS3U
MPOCTHIMU TOYTOBBIMH OTIIPABICHUSMHU WJIM 3aKa3HBIMU TUChMaMHU.

4.15. JlokyMeHTbI, TepenaBacMble MO KaHaiaMm (H)aKCUMUIBHOW CBA3M,
PETUCTPUPYIOTCS B OPSAJIKE, YCTAHOBICHHOM JUISl HCXOASIIMX JOKYMEHTOB.

4.16. Ucxonsmme JOKYMEHTHI, O(OPMIICHHBIE C HapylieHHeM TpeOoBaHUI
MHCTpyKIMKM, K OTIPAaBKE HE IMPUHUMAIOTCS M BO3BPAILAIOTCS HCHOJHUTEISAM
Ha gopaboTKy. KoppecnonaeHuus HecinykeOHOro XxapakTepa, B TOM YHUCIIE JTUYHAs
KOPPECTIOHJEHIUS, K OTIPABKE HE TPUHUMAETCSI.

4.17. Konuu MCXOAIINX JTOKYMEHTOB, O(GOPMIIEHHBIX Ha OyMa)XHOM
HOCHUTENIe, TOMEIIAITCS B JEJI0 B COOTBETCTBUM C HOMEHKIATYpOH Jen

TEPPUTOPUAIIBHOM KOMUCCHHU.
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5. Oco0eHHOCTH PadoThI € YJIEKTPOHHBIMHU JOKYMEHTAMHU
(ocymecTBiieHue pa6oThl ¢ fokymenTamu B I1/1)

5.1. DneKkTpoHHbIE JTOKYMEHTHI SABISIIOTCA O(PUIUATBHBIMA JOKYMEHTAMH.
DneKTpoHHBIE JOKYMEHTHI CO3J1al0TCs, 00padaThiBatoTcs U Xpausarces B [1]1.

5.2. DNeKTPOHHBIN TOKYMEHT JOJKEH OBITH O(POPMIICH MO OOIIUM MpaBUiIaM
JEJONPONU3BOACTBA 151 UMETh PEKBU3HUTHI, YCTaHOBJICHHBIE
JUTSl aHAJIOTMYHOTO JJOKYMEHTa Ha OyMa)KHOM HOCHUTEE.

5.3.B  TeppuTOopMambHONW ~ KOMHUCCHU  WCIOJB3YIOTCS  DJIEKTPOHHBIC
JOKYMEHTBI, a TakKe DJJEKTPOHHblE 00pa3bl JOKYMEHTOB, IOJYyUYCHHbIE
B pe3yJbTaTe CKaHUPOBAHUS JOKYMEHTOB Ha OyMa)>KHOM HOCHUTEINIE M XPaHSLIUECs
B I1JI.

5.4.]lnsg TOATBEPXKJIEHUS TMOJIMHHOCTH TIPU Tepelaye 3IIEKTPOHHBIX
JOKYMEHTOB B JIpyTrM€ TOCYJIapCTBEHHBIE OpraHbl, OpPraHbl MyOJIMYHON BIACTH
benepanibHol  Tepputopun  «CHpUyC», OpraHbl MECTHOTO CaMOYIIpaBJICHHUS,
OpraHu3alysM WM TpaXkJIaHAM JTOKYMEHTBI 3aBEPSIOTCS JJIEKTPOHHON MOIIUCHIO
JOJDKHOCTHOTO JIMIIA TEPPUTOPUAIBHOM KOMMCCHH, MOJIKCABIIETO JOKYMEHT,
B cooTBercTBUM ¢ DenepanbHbiM 3akoHOM OT 06 ampenst 2011 roma No 63-D3
«O0 >JIEKTPOHHOU MOITHUCH.

5.5.Ilpu 00paboTke, pPacCMOTPEHHM, COIJIACOBAaHUM U  TOJNUCAHUU
AJIEKTPOHHBIX JOKyMeHTOB B I[I/l BO BHyTpeHHEM [IOKYMEHTOOOOpPOTE MOTYT
UCIIOJI30BAaThCA  CHOCOOBI  MOATBEPXKIECHUS  JEHUCTBUA C  DJIEKTPOHHBIMHU
JOKYMEHTaMH, IIpU KOTOPBIX JJIGKTPOHHAs TOMNKCH HE MCHOJb3YyETCH.
WNnentuduxanuss AOHKHOCTHOIO JIMIA MPOU3BOJUTCS MO €ro yYETHOM 3aIlucH
B IIJl 1mubGo MOXKET HCIOIb30BAThCS MPOCTas DJIEKTPOHHAS  MOJIHUCH.
Takke npocTas 3MeKTPOHHAs MOANKUCH MOYKET MCIOJIb30BaThCS MPU HAIIPaBICHUU
anekTpoHHbIX N0KyMeHTOB B LIMK Poccun, @MU npu UK Poccuu, PLIOUT
npu I[IMUK Poccun, Canxkr-IlerepOyprckyto u30upaTenbHyl0  KOMHCCHIO,
n30OupaTenpHbie KoMuccun cyobekToB Poccuiickoit deneparyu, TeppUTOpPHATHHBIC

KOMUCCHH.
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5.6. CocraBnenue, oopmiIeHHE U COIVIACOBAHUE IMPOEKTOB 3JIEKTPOHHBIX
JIOKYMEHTOB ~ OCYIIECTBJISIETCSI 1O OOLMM TpaBWjaM JIeJIONPOU3BOJICTBA,
YCTaHOBJICHHBIM B OTHOIIEHWU aHAJIOTUYHBIX JOKYMEHTOB Ha OyMaXHOM HOCHUTEJIE.

5.7. IlepeueHb TIOKYMEHTOB, CO3JaBAaE€MbIX, XPAHUMBIX W HCIOJIb3YyEMBIX
UCKITIOUUTETLHO B (OpME  DJIEKTPOHHBIX  JIOKYMEHTOB,  OIpPEIeIseTCs
HOMEHKJIATYpPOU JIEJI.

5.8.Ilpuem u oTOpaBKa OdIEKTPOHHBIX JOKYMEHTOB OCYIIECTBIISIOTCS
JOJDKHOCTHBIM JIMIIOM, HMMEIOIIMM JoCcTynl K padore c IIJl, Takke MoOXer
OCYILECTBIISITECA aBTOMATUYECKasi OTIPABKA JIOKYMEHTOB, MOANMKUCAHHBIX IMPOCTOM
anekTpoHHOM  moamuchto  cpeactBamu  [IJI B MUK  Poccumn, OIU
npu I[MUK Poccun, PIHHOUT npu UK Poccuu, Cankr-IlerepOyprekyto
n30UpaTebHYI0 KOMHUCCHIO, M30UpaTelibHble KOMUCCUU CyOBeKkTOB Poccuiickoii
depnepaluu, TEPPUTOPUATIEHBIC KOMUCCHUHU.

5.9.lpu mnonmyuenun »>nekTpoHHBIX AokymMeHToB wu3 LMK Poccun,
O mpu MUK Poccuun, PLHOUT npu LUK Poccum, Cankrt-IleTepOyprckoit
M30UpATEIbHOM KOMHCCUHU, M30MpaTeIbHbIX KOMHUCCHM cyOBbekToB Poccuiickoi
Qdenepaliiv, TEPPUTOPHUAIBHBIX  KOMHUCCHUM,  IOJANMCAHHBIX  3JECKTPOHHOM
MOJIHCHIO, OCYILIECTBISECTCS MPOBEPKA NECUCTBUTEIBHOCTU JIEKTPOHHON MOAIUCH
cpenctBamu [1/1.

5.10. ITpu BKJIIOUECHHH DJIEKTPOHHBIX JOKyMeHTOB B IIJ[ dopmupyrorcs
pPErUCTPallMOHHO-YUETHBIC JaHHBIE O JOKYMEHTE, 00ECIeunBarolIie yIpaBICHHUE
JIOKYMEHTOM, B TOM YHCJIE€ €r0 MOKCK, AOCTYII K JOKYMEHTY, KOHTPOJIb, XPAHEHUE U
UCToIb30BaHue (mpuiioxeHue Ne 7).

5.11. Tlpu  mepemaue  MOCTYNMBIIMX  AJIEKTPOHHBIX  JIOKYMEHTOB
Ha pacCMOTPEHUE, HANpPaBJICHUU DJIECKTPOHHBIX JOKYMEHTOB HCIOJIHUTENSM,
OTHPABKE U XPAHEHUU HJICKTPOHHBIX JOKYMEHTOB BMECTE€ C HUMHU IMEpearoTCs
(HampaBJISIOTCS, XPAHATCS) UX PETUCTPALIMOHHBIC JJAHHBIC.

5.12. Enununieii yuera 3JIEKTPOHHOTO JOKYMEHTA SIBIISCTCS DJICKTPOHHBIN

JIIOKYMEHT, 3aperucrpupoBanHbii B 11/1.



36

ONEKTpOHHBIE JOKYMEHTHI, HMCIOLIME IPUIOKEHUS, PErUCTPUPYIOTCS
Y YYNTBIBAIOTCS KAaK OJUH JIOKYMEHT.

5.13. DneKTpoHHBIE TOKYMEHTHI (OPMHUPYIOTCS B JieJa B COOTBETCTBHUH
C HOMEHKJIaTypO# A€l TEPPUTOPUATIBHON KOMUCCHUN U UHIEKCUPYIOTCS B IOPSIKE,
YCTaHOBJICHHOM B OTHOILICHUU JI€JI, COCTABJICHHBIX M3 JOKYMEHTOB Ha OyMa)KHOM
HOCHTEJIE.

IIpyn cocTaBlIeHHMH HOMEHKIIATYpbl J€] YKa3bIBaeTCs, 4YTO JEJIO BEAETCS
B DJICKTPOHHOW (opMe, YTO OTMEYaeTcsi B 3arojioBKe Jeia wid B Tpade
«IIpnmeuanuey», HanpuUMep:

[ToctanoBnenuss llentpanpHOl u30MpaTenbHOM Komuccuu Poccuiickoi
Oenepanuu. Konnn. DneKTpOHHBIE JOKYMEHTHI.

5.14. DnexTpOHHBIE AOKYMEHTHI IIOCIIE UX UCTIONHEHUS TOJJIEKaT XPAaHEHUIO
B  YCTaHOBJIEHHOM TIOpAJIKE B  TEYEHHE CPOKOB, MPEAYCMOTPEHHBIX
JUTSL aHAJIOTMYHBIX TOKYMEHTOB Ha OyMa)KHOM HOCHUTEJIE.

5.15. MecTo XpaHEHUs OSJIEKTPOHHBIX JIOKYMEHTOB JI0 HX Iepenayu
Ha apXMBHOE XpPaHEHHWE, BHUJ HOCHUTEJIEH, HA KOTOPBIX OHHM XPaHATCS, (POpMATHI
UX TIOCTOSHHOIO M JIOJTOBPEMEHHOI'O XPAHEHHUS ONPEIEISAIOTCS € Yy4ETOM
UCITIOJIb3YEMbIX B TEPPUTOPUATIbEHON KOMUCCUH MPOTPAMMHO-TEXHUYECKUX CPEJICTB,
HOPMATHBHBIX AaKTOB W METOJIMYECKUX JIOKYMEHTOB PocapxuBa, ApXHUBHOIO
komuTeTa Cankrt-IletepOypra.

5.16. DkcmepTH3a IIEHHOCTH DJEKTPOHHBIX JOKYMEHTOB OCYIIECTBISICTCS
B OOLIEM MOps/IKE, YCTAaHOBJIEHHOM B OTHOIIEHHHM JOKYMEHTOB Ha OyMa)KHOM
HOCHTEJIE.

5.17. Tlocne ucreueHus: Cpoka, yCTAHOBIEHHOTO J1JIsl XpPaHEHUS DJIEKTPOHHBIX
nen  (NEKTPOHHBIX  JOKYMEHTOB), OHM  MOJJIEKAT  YHHUYTOKECHHIO
C COCTaBJICHHEM aKTa YCTaHOBJICHHOU (opmbI (Tiputoskenue Ne 16).

5.18. DneKkTpoHHbIE JTOKYMEHTHI, TOJJIeKAIIUE IUTESIBHOMY XPaHEHHIO,
NEepealoTCs Ha apXMBHOE XpaHEHHUE MO OMUCAM C OPOpPMIIEHHEM aKTa IpuemMa-

nepeaadun 3JICKTPOHHBIX TOKYMCHTOB Ha apXHMBHOC XpaHCHHUC.
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6. OcobenHOCTH PAadOTHI C O0OpalIeHUSIMHU TPAKIAAH.
Opranuzanus JUYHOTO NPHeMa rPakaaH

6.1. Opranuzanus paboThl C OOpaIlIEHUSIMH TPaKIaH OCYIIECTBISIETCS
B COOTBETCTBUU C pazaesioM 2 MHCTpyKIHMH ¢ y4eTOM OCOOCHHOCTEH, YKa3aHHbIX
B JIJAHHOM pa3JieJie.

6.2. OOparmieHuss B TEPPUTOPHUATHLHYI0 KOMUCCHIO MOTYT OBITh HAIpPaBJICHBI
B IIUCbMEHHOMU (hopMme, a Takke B popMe AIMEKTPOHHOTO JOKYMEHTA.

6.3. O6pameane B (opmMe DOISKTPOHHOTO JOKYMEHTa HaIPaBIACTCS
C HCIOJb30BaHHWEM CTpaHuilbl oduiuanbHoro caita Cankt-IleTepOyprekoit
n30upaTeIbHOM KOMUCCUU B ceTU VIHTepHeT, npeiHa3HaueHHOM /ISl HaIllpaBICHUS
oOpallleHuii B TEPPUTOPUAIBHYI0 KOMHUCCHUIO (J1ajiee — JIeKTpoHHas (dopma
oOpaleHui).

Hanpasnenue  oOpamenuit B ¢dopMe  BJIEKTPOHHOIO  JIOKYMEHTa
B TEPPUTOPHATEHYIO KOMHUCCHIO OCYIIECTBIICTCS TOCIE MMPOXOKICHUS 3asIBUTEIEM
uAeHTUUKAIINY U ayTeHTUPUKAIIMH TTOCPECTBOM (hesiepanbHOM rocy 1apCTBEHHOM
nH()OPMAITMOHHON CUCTEMBI «Enmunas cucremMa UJeHTU(UKAITTT
u ayTeHTHGUKAMK B HHPpacCTpyKType, obecmeuuBaroiieii uHOOpMAIMOHHO-
TEXHOJIOTHYECKOE B3aWMOJCHCTBHE HMH(POPMAIMOHHBIX CHCTEM, HCIIOIh3YEMBIX
JUTSL TIPEAOCTABIICHUS TOCYAAPCTBEHHBIX M MyHUITUTIATBHBIX YCIYT B DJICKTPOHHON
dbopme.

OnexTpoHHas ¢opma OoOpalleHui JOHKHA MpelycMaTpuBaTh 3arOJHEHUE
ajpeca SJICKTPOHHOW TMOYTHI, HAa KOTOPBIA JIOJDKEH OBITh HANpaBi€H OTBET
Ha o0pallleHre, CIeIUaabHOTo MOJIsl JUIsl BBOJIa TEKCTa OOpalleHus], COIePKAIIETO
€ro CyTh, BO3MOXHOCTH MPHUJIOKEHUS JTOKYMEHTOB U MaTEPHAJIOB B JICKTPOHHOM
dbopme, MOATBEPKIAIOMINX JOBOJBI OOpAIEHNs, & TAK)KE MOXKET MPEyCMaTpUBATh
BO3MOYKHOCTh ~ yKa3aHHUS JOMOJHUTEIBHBIX CBEJICHHUH, YTOYHSIONIUX CYTh
oOparieHus.

6.4. Comepxarmuecss B HalpaBJICHHBIX B (OopMe SJIECKTPOHHOTO JTOKYMEHTa
oOpalleHHsIX CBEICHUSA, a TaKXKe IMpuiaraeMple Martepuainbl (MpU HAITWYUH)

BBOJIsiTCA B [1]] 6o B Apyrue peructpainonHo-y4ueTHsie popmel. BBoa cBenenui,
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CoJIep KallluXCsl B HAITPaBJIEHHBIX B (OpME 3JIEKTPOHHOTO JOKYMEHTa O0paIlleHUSX,
IpuIaraéMblX  MaTepuaJioB M MX  PETUCTpalsl  OCYIIECTBISIOTCS
HE TO3[HEe TpeX pabouyux JHEW CO JTHS HampaBlIEeHUS OOpaIleHHUs, a B MEPUOJ
MPOBEICHUS]  COOTBETCTBYIOIIMX  M30UpATENbHBIX  KaMMaHWM,  KaMIaHWi
pedepeHaymMa 1O BOMpOCaM TOATOTOBKM H TPOBEACHHUS OSTUX BBIOOPOB,
pepepenayma 1o  oOpallleHWsIM,  HampaBJICHHBIM  JI0  YCTAHOBJICHUS
TEPPUTOPUATIBHOM KOMHCCHEW HTOTOB TOJIOCOBAHUS, OMPEICICHHS pPe3yJIbTaTOB
BBIOOPOB, pedepeHaymMa —B JIeHb HalpaBleHHUs OOpalmleHusi JTuO0 He TMO3JHee
CJIEIyIOIEro paboyero JHS B COOTBETCTBUU € TpadukoM pabOThl TEPPUTOPUATIBHOMN
KOMHCCHUH, C YYE€TOM CPOKOB PACCMOTPEHHUS COOTBETCTBYIOIIMX OOpaIleHuH,
YCTaHOBJICHHBIX 3aKOHOJATEIHCTBOM O BBIOOpax M pedepeHaymax. Peructpanms
oOpalieHHii, HanpaBJICHHBIX B TEPPUTOpPUATIbHBIE KOMHUCCHU B  (dopme
AIIEKTPOHHOTO JIOKYMEHTa, MOXKET OCYIIECTBIAThCS C ucHoib3oBanueM 1]
au00 ¢ WCMOIB30BAaHUEM JAPYTHX PETUCTPAlMOHHO-y4YeTHhIX ¢opm. [locme
OCYIIECTBJICHUS YKAa3aHHBIX JCUCTBUN OOpallleHWe CUMUTAETCS MOCTYIUBIINM
B TEPPUTOPHATBHYIO KOMHUCCHIO.

OOpaiieHrss B MUCbMEHHOW (DopMe, MOCTYNUBIIUE B TEPPUTOPHAIBHYIO
KOMHUCCHIO, PETHCTPUPYIOTCA TpeacenaTesieM (CeKpeTapeM) TeppUTOpUaIbHON
KOMHUCCHUM WM  pPabOTHUKOM  ammapaTra, OTBETCTBEHHBIM 3a  BEICHHUC
JIEIONIPOU3BOICTBA ¢ ucmnosib3oBaHueM I[IJ] mmubo ¢ wucmoiab30BaHHEM APYTrUX
PETHCTPAIIMOHHO-YUYCTHBIX (OpM HE TO3AHEe TpeX pabouux JHEW Cco JHSA
MOCTYIJICHUSI OOpallleHus, a B TMEpUOJ TPOBEICHUS COOTBETCTBYIOIIUX
n30UpaTeNbHBIX ~ KaMIAaHWW, KaMIlaHud pedepeHaymMa 10  YCTaHOBJICHHS
TEPPUTOPUATBHON KOMHCCHEW WTOTOB TOJIOCOBAHWS, OIMpPEACTCHHUS pPe3yIhbTaToB
BBIOOPOB, pedepeHayMa — B JIEHb TOCTYIUICHUS OOpamieHusi Ju00 HE TMO3THee
cleayIiero pabouyero IHS B COOTBETCTBUU C TpadukoM pabOThl KOMHUCCHUH,
C Y4ETOM CPOKOB PAaCCMOTPEHHsI COOTBETCTBYIOIIMX OOpPAIEHUH, YCTAHOBICHHBIX

3aKOHOJIATEIHLCTBOM O BBIOOpax u pedepeHymax.
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OOpailieHus, TMOCTYNHMBIIME B TEPPUTOPHUAIBHYIO KOMHCCHUIO, MOTYT
PETUCTPUPOBATHCS B YCTAHOBJICHHBIC BBIIIE CPOKH OTAEIBHO OT JIPYTMX BHJIOB
JIOKYMEHTOB.

6.5. B cnyuae peructpamuu oOpamieHuss B [1JI, MOJKHOCTHBIM JIMIIOM,
UMEIOIHUM J0CTyI K padote ¢ I1/], 3amomHsroTCs He0OX0IUMBIE OIS BO BKJIAIKE
«O6pamenue» I1J] B 3aBucMMOCTH OT MMeroIIecs HHPOpMAMK B OOpalleHuu
HE TO3qHee Tpex pabouumx JHEW €O JAHS perucrpanuu  oOpalieHHs
B TEPPUTOPUATIBHOM KOMHUCCMM M B TEYEHUE OJHOrO pabdodero AHS €O JHS
NOCTYIUIEHUs1 0OpallleHus: IO BOIIPOCaM MPOBOJIUMBIX N30MPATEIbHBIX KaMIaHHM.

6.6. [Ipy BCKpBITMM KOHBEPTOB, COJAEpKAIMX OOpAalleHUs B MHUCbMEHHOU
dbopme, mpoBepsieTcs Hamuuue Bcex BioxkeHuid. KonBepT o0s3aTenbHO
COXpaHsETCH.

OOGparieHust B TUCbMEHHOM (hopme, copiepKaliie B aipeCHON YaCTH OMETKY
«JImuyno»,  paccmatpuBaroTca B OOlIEM  MOpSAKE B COOTBETCTBHUH
¢ MHCTpYyKLIMEN.

[Ipu  perucrtpanuu  MHOBTOPHBIX  OOpalleHUHd UM  IPUCBAUBAETCA
OUEpPEHONW PETUCTPAIIMOHHBIA HOMEpP, B PErHUCTPAllMOHHO-YUYETHON (opme
nenaercsi orMmetrka «lloBTopHo», a mpu wucnonb3zoBanuu I1J] ocymectBisercs
ces3piBaHue ¢ PYK mno mnepBuuHbIM oOpamieHusM, Npu HEOOXOJIUMOCTH
obpopmilcHHST Ha OyMaXHOM HOCHUTENe K OOpalleHHUI0 TMPHUKJIAIbIBAIOTCS
nonoopanusie PYK no nepBuyHBIM 00pallieHusM.

Ecnu obpanienne nocTynusao OT KOJJIEKTUBA IPaKaaH, TO MPHU perucTpauu
B PETUCTPALMOHHO-YYeTHOU (hopMe cTaBUTCS OTMETKA «KOJIJIEKTUBHOEY.

6.7. Ilpu ocymectBienun peructparuu cpeacreamu [1/] Ha muuieBoi cropone
NEPBOrO JIMNCTA 3apPETUCTPUPOBAHHOTIO JOKyMEHTa Ha OyMa)KHOM HOCHTEIE,
KaK MPaBUJIO, B TIPABOM HUKHEM YIUIy MPOCTABJISETCS PErUCTPALMOHHBIA HOMED
U JaTa, a TAaK)Ke WTPUX-KOJ] C YKa3aHUEM HAaMMEHOBAHUS OPTaHU3aIUH.

Ecnu mpocrtaBineHue perucTpalMoHHOTO HOMEpa 3aTPyAHSIET NPOYTEHHE
TEKCTa JOKYMEHTa, B TaKOM CJy4yae BXOJAIIMHA HOMEp NPOCTaBISAETCA

B CBOOOJHOM OT TEKCTa YIUIy Ha JIMIIEBOM CTOPOHE TMEPBOTO JINCTA JIOKYMEHTA,
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a ITPUX-KOJI MPOCTABJISAETCS NPU HAIMYUHA TEXHUYECKON BO3MOKHOCTH.

[Ipr ocymiecTBIEHHH PETUCTPAMM B APYTrOil PErucTpalliOHHO-YYETHOU
dbopmMe perucTpaIMOHHBIN MITAaMII, COCTOSIIIUN U3 MTOPSIIKOBOTO HOMEPA OOpaIieHUS
U JIaThl PETUCTpalii, CTAaBUTCS, KaK MpPaBWUJIO, HA TEPBOM JIUCTE OOpalleHUs
B [IPABOM HI>KHEM YTITy WM HA CBOOOJHOM OT TEKCTa MECTE.

Hymepanuss mnoctynuBmmx oOpalieHui OCYIIECTBISIETCS B Ipenenax
KQJIEHIApHOTO rofa.

6.8. 3apeructpupoBaHHbIC OOpaIIEHUS PACCMATPHUBAIOTCS B COOTBETCTBHUU
C OPSIAKOM, ONPENEIICHHBIM pa3aesioM 2 NHCTpyKIuu.

6.9. OOpamienusi, aJApecoBaHHbIE WIEHAM TEPPUTOPUATHLHON KOMHUCCHUH,
PETUCTPUPYIOTCS, JTOKJIAJBIBAIOTCA M MEPEAaloTCsl B COOTBETCTBUM C TMOPSIIKOM,
YCTaHOBJICHHBIM HCTpyKLIKEH.

OOpamieHuss  paccMaTpUBalOTCS B COOTBETCTBHMM C  yKa3aHUSIMHU
[0 WCHOJHEHHWIO JIOKYMEHTa TMpelcenaresiss TEePPUTOPUATIBHOW KOMHCCUU
B MOPSJIKE, YCTAHOBJIIEHHOM 3aKOHOJIaTeNbcTBOM Poccuiickoit @enepanuu.

6.10. OGpammenus, coaepskaiiye BOMPOCHI, pEIICHUE KOTOPHIX HE OTHOCUTCS
K KOMIIETCHIIMM TEPPUTOPUATIBHOM KOMMCCHUH, IOKJIAIbIBAIOTCS MPEACEAATENIO
TEPPUTOPUAIBHOM KOMHUCCHM M IO €ro YKa3aHWIO0 IO HUCIOJIHEHUIO JTOKYMEHTa
B CpOKH, YCTaHOBJICHHBIE 3aKOHOJIAaTEIbCTBOM O BbIOOpax W pedepeHmaymax,
HalpaBJISIIOTC € CONPOBOJUTENIbHBIM  MHUCBbMOM 32  €r0  MOJIHUCHIO
B COOTBETCTBYIOIIMN OpraH WIM COOTBETCTBYIOIIEMY JOJKHOCTHOMY JIWILY,
K KOMIIETEHIIMH KOTOPBIX OTHOCHUTCSI PEIIEHWE TIOCTaBJIEHHBIX B OOpalieHuu
BOIIPOCOB, C  yBEJAOMJIGHMEM  TpaxJaH,  HaMpaBUBIIUX  OOpamieHus,
0 Tmepeaapecanuu oOpamieHud. B compoBOAWTENHFHOM MHUChME OTrOBapPUBACTCS
MOPSIIOK HAIIPaBJICHUSI OTBETA aBTOPY OOpAICHHUS.

Ecnu pemieHue mOCTaBAEHHBIX B OOpalleHUd BOIPOCOB OTHOCHUTCS
K KOMIIETCHIIUM HECKOJIbKUX TOCYJIapCTBEHHBIX OPraHOB, OPraHOB MECTHOIO
CaMOYTIPABJICHUSI WJIM COOTBETCTBYIOIIMX JIOJDKHOCTHBIX JIUII, KOTIUSI OOpalieHus

HanpaBJIACTCA B COOTBCTCTBYIOIIKUEC OpTraHbl MJIM COOTBCTCTBYIOIIUM JOJKHOCTHBIM
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JUIaM B CPOKH,  YCTaHOBJICHHbIE  3aKOHOJATEIbCTBOM O  BbIOOpax
U pedepeHaymax.

6.11. 3anpemaercs ~ HampaBIATH ~ OOpamieHWe  Ha  PacCMOTpPEHHE
B FOCYJJapCTBEHHBIN OpraH, OpraH MECTHOTO CaMOYTPABIICHUS UK JOJIKHOCTHOMY
JUIly, pemieHue wid  JedcTtBue  (0e3meicTBHE)  KOTOPBIX — OOXKaryeTcs,
32 UCKIIFOUEHUEM CITy4YaeB, YKa3aHHbIX B IYHKTE 6 cTatbu 75 DenepanbHOro 3aKoHa
00 OCHOBHBIX TapaHTUSX U30UPATEIIbHBIX MPaB.

6.12. Ecam B COOTBETCTBHM C 3ampeToM, YKa3aHHBIM B mojapasnaene 6.11
NHCcTpyKIuu, HEBO3MOXKHO  HAmpaBUTh  oOOpalieHWe Ha  PpaccCMOTpPEHHUE
B FOCYJIJapCTBEHHBIN OpTraH, OpraH MECTHOTO CaMOYTIPABIICHUS UITU JOJIKHOCTHOMY
JUITy, B KOMITETCHIIUIO KOTOPBIX BXOJUT PEIICHHUE MOCTABJICHHBIX B OOpAIICHUN
BOIIPOCOB, OOpaIleHre BO3BpallaeTCsl TPaXJIaHUHY C Pa3bsiCHEHWEM €ro IpaBa
00KaIoBaTh COOTBETCTBYIOIIEE PEIICHHIE WIIN ICWCTBHE B yCTAHOBICHHOM MOPSIIKE
B Cy/.

6.13. OOpaiieHusi, TOCTYIUBIIME B  TEPPUTOPUATBHYI0  KOMHCCHIO,
paccMaTpuBalOTCd B CpPOKH, YCTAHOBIIGHHBIE 3aKOHOAATEILCTBOM O BBIOOpax
u pedepeHnaymax, ¢ ydeToM OCOOCHHOCTEH, yKa3aHHBIX B mojpasaenax 10.5
u 10.6 UucTpykiuu.

Ecnu HeoO6xoauMo poasIuTh CPOK PACCMOTPEHUS OOpaIeHusl, UCTIOTHUTEIb
HE TMO3/HEe YeM 3a OJWH JIeHb J0 HCTEUEHHS CpOKa TOJTOTOBKH OTBETa
NPEJICTaBISIET MPEACEIATENI0 O0OBSICHEHHE, TT0 KaKOH MPUYUHE HEBO3MOXKHO J1aTh
OTBET B YCTAHOBJIEHHBIN CpOK. MakcuManabHOE MPOIJICHUE CPOKA HCIIOJHECHHS
oOpamieHusi HE JIOJDKHO TIPEBBINIATh yCTAHOBJIICHHBIX 3aKOHOM  CpPOKOB
paccMoTpeHus oOpanieHusl.

3asBUTENIO HAMPABIIACTCS YBEAOMIICHHE O MPOJICHUN CPOKA PaCCMOTPEHUS
ero ooparieHusl.

OOpareHus, Ha KOTOpPBIE JAOTCS IMPOMEXKYTOUYHBIE OTBETHI, C KOHTPOJIS
HE CHUMAIOTCS.

6.14.B ciaydyae TMOCTYyIUIEHHS B TEPPUTOPUATBHYIO  KOMHUCCHUIO

B YCTAHOBJICHHOM IOPAAKE 3aIIpoCa roCyJapCTBEHHOI'0O OopraHa, opraHa MCCTHOI'O
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CaMOYIIpaBJIEHUsI WIA JOHDKHOCTHOTO JIMIIA, paccMaTpuBaronIuX oOpalieHue,
JIOKYMEHTbl W Marepuaybl, HEOOXOJMMBbIC I PacCMOTpPEHHUs OOpalieHus,
IIPEACTABISIIOTCA B CPOK, YKA3aHHBIM B 3alPOCE WJIM MHOW CPOK, YCTAHOBJICHHBIN
JEUCTBYIOIIUM 3aKOHOJIATEIHCTBOM.

6.15. B oOpamiennn AODKHBI OBITh yKa3aHbl (aMujus, UMs, OTYECTBO
(mpu HanMuuu) 3asBUTENS (I 3asBUTENCH, HE SBISIIOMIMXCS (PU3NIECKUMHU
JUllaMHi, — HauMeHoBaHue). B oOparieHun B nmuchbMeHHOU (popMe T0JKeH OBITh
yKa3aH IIOYTOBBIA aJpec, MO KOTOPOMY JIOJDKEH OBIThb HampaBi€H OTBET
Ha 0OpallleHne, TAKXKe T0JDKHBI COACPKAThCA JIMYHAS TOITUCH 3asSBUTEIIS WU JIUIIA,
YHOJHOMOYEHHOTO J€MCTBOBATh OT €ro MMEHHU, U JlaTa MOJNUCAaHUS OOpalleHus.
B oOpaimenun B Qopme 3IEKTPOHHOTO JIOKYMEHTa JOJDKEH OBITh yKa3aH
azpec SJIEKTPOHHON MOYTHI, MO KOTOPOMY JOJDKEH OBITh HAIpaBJIEH OTBET
Ha oOpallleHue.

Ecnu B oOpamenun He ykazaHbl (amMuiust 3asBUTENsT (sl 3asiBUTEIS,
HE SBJSIOLIETr0ocs (PU3UUYECKUM JIUI[OM, — HAUMEHOBAHUE) WM aJIpeC, 10 KOTOPOMY
JIOJDKEH OBITh HaIlpaBlIeH OTBET Ha OOpalleHue, OTBET Ha Takoe oOpallleHHe
He gaerca. Takoe oOpalleHMe CHHCBIBaeTCs B JI€J0  IpeacenaTesieM
TEPPUTOPUATBHON KOMUCCHH.

Ecim B oOpameHun coaepKarcs CBEAEHUS O IOJrOTaBIMBAEMOM,
COBEpIIAEMOM HWJM COBEPUICHHOM TMpPECTYIUIeHMHM, a TakXke O JIHIE,
€ro MOJArOTABJIMBAIOLIEM, COBEPILAIOINIEM WM COBEPIIMBILEM, OOpaleHue
MO/IJICKUT HAPABJICHUIO B IPABOOXPAHUTEIILHBIE OPTaHbl.

Ecnu Ttekcr oOpamieHus He MOANAETCS NPOYTEHUIO MM HE TMO3BOJISET
ONMpENENUTh CyTh OOpallleHusi, OTBET Ha Takoe oOpalleHhe He JaeTcs,
O YeM B TEUEHHE CEMHU KaJIeHIAApHBIX THEH MocJie THS MOCTYIUICHHUs] oOpalleHus
yBEIOMIISIETCSI 3asBUTEJIb B Clydae, €ClM B OOpallleHUH MOAJAI0TCS MPOYTEHUIO
bamunus 3asBuTens (A 3asBUTENs, HE SBISIOMIErocs (U3UYECKUM JIUIOM, —
HAaUMEHOBAHMWE) M aJpec, IO KOTOPOMY JOJDKEH OBbITh HaIpaBlIeH OTBET

Ha oOpallleHue.
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He saBasercs  oOpaiieHneM  TEKCT, COJAEpXKalluil  MO3apaBieHHE,
c000JIE3HOBAHUE UITU OLIEHKY JICSITEIbHOCTU U HE COOTBETCTBYIOIINI TPEOOBAHMSIM,
npeabsaBisieMbiM DeiepaibHBIM 3aKOHOM 00 OCHOBHBIX TapaHTHUSIX N30MpaTEIbHBIX
npaB, ¥ TpeOOBaHUSAM K 3ampocy HHGpOpMaIy, npeabsaBiseMbiM DenepaabHbIM
3akoHOM 0T 9 depass 2009 romza Ne 8-O3 «OO6 obecrneueHnr JocTyma
K MHPOPMAIUU O ACSITEIHPHOCTH TOCYJapPCTBEHHBIX OPTaHOB M OPTaHOB MECTHOTO
CaMOYTIPaBIICHUS».

6.16. OOpamennsi, B  KOTOPBIX  COACpP)KATCA  HEIEH3YpHBIE  JHOO
OCKOpOUTENbHBIE BBIPAKEHUS, YTPO3bl IKU3HH, 3J0POBBI0O U HMYIIECTBY
JIOJDKHOCTHOTO JIMIIa WM HWHBIX JIMI[, OCTalOTCs 0e3 OTBeTa MO CYIIECTBY
MTOCTABJICHHBIX B HUX BOTIPOCOB, a  3asgBUTEISIM coobmaercs
O HEJIOMYCTUMOCTH 3JI0YTIOTPEOICHUS TTPABOM.

6.17. OGpaienne, B KOTOPOM OOKaIyeTcsl Cyle0HOE pEIIcHHe, B TCUCHUE
CeMHU KaJIeHIApHBIX JHEW CO JHS PErHCTPAlldd BO3BPAIIACTCS TPaKIaHUHY,
HaIpaBUBILIEMY OOpallleHue, C Pa3bsICHEHUEM TMOpsAKa O0XaJIOBAHUS JAHHOTO
Cy1eOHOTO pEeIlICHHUS.

6.18. Eciu B oOpamieHuu COIEPKUTCS BOIPOC, HA KOTOPBIA 3asiBUTEIIO
HEOJHOKPATHO JaBaJMCh MUCHMEHHBIE OTBETHI MO CYIIECTBY B CBSI3M C paHEe
HaIpaBJICHHBIMHA OOpAICHUSMH, U TIPA 3TOM B OOpAaIlIEHUN HE TIPUBOISITCS HOBBIC
JIOBOJIBI U OOCTOSITENILCTBA, TO TMEPENUCKa MO JAaHHOMY BOMPOCY C 3asBHUTENIEM
MOXET OBITh MPEKpaIleHa ¢ YBEJOMJICHUEM 00 3TOM 3asBUTEIS.

Ecnu oT 3asBUTENS, ¢ KOTOPHIM TEpenucka Obljia MpeKpalieHa, MmocTymaeT
ouepeaHoe 00palleHue Mo TOMY K€ BOTPOCY, TO MUChbMEHHBIN OTBET Ha HETO MOXKET
HE J1aBaThCsA, a cCaMO OOpalleHue HapaBJsieTCsl B JIENO.

6.19. OOpaiiennsi, HampaBJICHHBIE B  TEPPUTOPUATBHYIO  KOMHCCHIO
C HCIOJIb30BaHUEM DJICKTPOHHOH (OpMBI  OOpallleHH, PETHCTPUPYIOTCS
U pacCMaTPHBAIOTCS B YCTAaHOBJIICHHOM TMopsake. OTBETHl Ha TakWe OOpaIicHHs
HaIpaBJISAIOTCA B (popMe dIEKTPOHHBIX JOKYMEHTOB, TIOJMUCAHHBIX AJIEKTPOHHOMN
MOANUCHI0, MO0 B (PopMe SJIEKTPOHHBIX 00pa3oB JOKyMEHTOB B (opmare pdf

o azgpecam AJIEKTPOHHOMU MIOYTHI, YKa3aHHbBIM B oOparieHu.
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OOpaiieHus rpaxkaaH, MOCTYNMBIIME HA aApec DJJIEKTPOHHOW MOYThI
TEPPUTOPUAIBHOM  KOMHUCCUH, HE  PETUCTPUPYIOTCS B COOTBETCTBUU
¢ DenepanbHbIM 3aKOHOM OT 28 nekadps 2024 roma Ne 547-03 «O BHeceHuun
u3MeHeHut B @DenepanbHbii 3akoH «O TOpsAIKE PacCMOTPEHHs] OOpaleHui
rpaxnaad Poccurickont denepanymy.

OOpamenns Tpaxaad, TOCTYNUBIINE B TEPPUTOPHAIBHYIO KOMHCCHIO
n3 [IUK Poccun, peructpupytorcs ¢ ucnoib3zoBanueM I1J[ oTaenbHO OT Apyrux
BUJIOB JJOKYMEHTOB.

6.20. B cmywae ecnam 3ampammBaemas uHGoOpManus  OmMyOJIMKOBaHA
B CpelacTBax MaccoBol uH(opmanuu 5u00 pasmenieHa B ceTu VHTepHer,
TEPPUTOPHATbHAS KOMUCCHS B OTBETE Ha 3aIIPOC MOXKET OTPAaHUIUTHLCS YKa3aHUEM
Ha3BaHUs, JaThl BBIXOJIa U HOMEpa CPEICTBa MaccoBOM MHGOpPMAIIMK, B KOTOPOM
OIMyOJIMKOBaHA 3ampaliuBaeMasi MH(POpMalHs CO CChUIKOM (aapec CTpaHMIIbI)
Ha nHGOpPMAITIIO, pa3MEIICHHYO0 B ceTu HTEepHeT.

6.21. [Ipu peructpanuu oOpamenus B [IJI mo wuroram paccMoTpeHus
oOpallieHusl JTOJPKHOCTHBIMH JIMIIAMHU, OTBETCTBEHHBIMH 3a BBOJI U 0OpabOTKy
undopmaruu B [1]], Bo Bkiagke «O6pamenue» 1] 3anonusercs none «IIpunsroie
MEphD», & TaKK€ BHOCATCSA CBEACHHUS O pe3ysbTaTaX pacCMOTPEHHs OOpanieHus
B Onoke «Bompocel» B TeueHue Tpex paboyux JHEH €O JHS PacCMOTPEHHS
oOpalieHusi 1 B T€UEHUE OJHOTO pabouero JIHs s OoOpalieHuil Mo Bompocam
MIPOBOJIUMBIX U30MPATETHHBIX KaMITAHHH.

6.22. JInunHblii TIpHieM TpakJaH MO BOMPOCaM, BXOJISAIIMM B KOMIIETCHIIHIO
TEPPUTOPUAIBHOW  KOMHUCCHHU, SBJISIOMIEHCS TOCYJAapCTBEHHBIM  OPraHOM,
OCYUIECTBIISIETCS npenacenareaemM TEPPUTOPHATBHON KOMHCCHH,
M0 TPEIBAPUTETHHON 3amucu 1O TpaduKy, YTBEPKIACHHOMY IMpejceaaTeieM
TEPPUTOPHAIBHOH KOMHCCHHM, W peructpupyercs B JKypHane ydera mnpuema
rpaxaan (npuioxenue Ne 8.1).

Nudopmarnus 0 MOPSIIKE npuema rpaKIaH pa3mMeraercs

Ha MHPOPMAITMOHHOM CTEHJIE TEPPUTOPHUATIEHON KOMHUCCHHU.
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[To nmpuOBITUM HAa JMYHBIM NpPUEM TPaKIaHUH NPEIbSBISIET JOKYMEHT,
YAOCTOBEPSIOLINI €r0 TUYHOCTD.

Benenue nuyHOro mnpHemMa TpaXKAaH MOXKET COMPOBOXKIATHCS —AyIdHO-
Y BUJICO3AIKCHIO, O YEM TPaKJlaHEe YBEIOMIIIOTCS 10 Hayasla MpUeMa.

6.23. Kpatkoe comepkaHue yCTHOTO OOpaimieHus, AOHKHOCTh W (haMUIIs
JMIA, OCYIIECTBIISIONIETO MPUEM, pelIeHre, MPUHATOE 10 YCTHOMY OOpallieHuto,
3aHOCHUTCS B KAPTOUKY JITYHOTO TIpUeMa TpaxkiaHiHa (mpuioxenue Ne 8.2).

B xozae nuuHoro mpremMa 3asBUTEIEM TaKKe MOXKET ObITh I0JIaHO oOpalieHue
B  INUCbMEHHOM  Qopme, Ha  KOTOpo€ JaeTcsi  IHUCbMEHHBIM  OTBET
B CPOKH, YCTAHOBJICHHBIE JIJIsl PACCMOTPEHHS COOTBETCTBYIOIIMX OOpaIlleHUH.

Ecnmn o0cToaTenbecTBa, N3I0)KEHHBIE B YCTHOM OOpalieHUuH B XO/€ JTUYHOIO
npueMa, TpeOyroT MPOBEPKH, Ha Takoe OOpalleHHe AaeTcsd MUCbMEHHBIH OTBET
B CPOKH, YCTaHOBJICHHBIE JIJIsl PACCMOTPEHHS COOTBETCTBYIOIINX OOPAIICHHIA.

B xone nu4yHOTO IpreMa 3asBUTENI0 MOXKET ObITh OTKA3aHO B JATbHEUIIIEM
paccMOTpeHMH oOOpallleHusl, €CId €My paHee ObUT J1aH OTBET IO CYLIECTBY
MIOCTaBJICHHBIX B OOpAIICHUH BOIIPOCOB.

B cnyuae rpy0oro, arpeccCUBHOIO MOBEACHUS 3asIBUTEIISI IPUEM MOKET ObITh
npekpamieH. [Ipy HeoOXoauMOCTH MOXKET OBITh BBI3BAH COTPYIHUK OXPaHbI
WIA TIPaBOOXPAHHUTEIBHBIX oOpraHoB. HMHdopMmaius o mMOBeACHUM 3asBUTENS
OTpa)kaeTcs B )KypHaJle yueTa.

6.24. Ilepenannpie Ha JTUYHOM TIpueMe oOpallleHus B MUCBMEHHOUN (opme
PETUCTPUPYIOTCS U PACCMATPHUBAIOTCS B YCTAHOBJIIEHHOM JUJIsI COOTBETCTBYIOLIMX

oOpaleHui mopsaKe.

7. OcoOeHHOCTH PadoThI ¢ JOKYMEHTAMM, COJIEPKAIMUMHU CIYKeOHYI0
HH(OPMALMI0 OTPAHNYEHHOTO PACTIPOCTPAHEHUSI
(c mometrkoi «/ly1s1 ¢1y:Ke0HOT0 MOJIL30BAHUS»)
7.1. OcobenHocTr PabOTHI C JOKYMEHTaMH, COJEPKAIIUMH CIYy>KeOHYIO
UH(OPMAITUIO OTPAHUYCHHOTO PACIIPOCTPAHCHHUS.
7.1.1. K cuyxeOHOU wuHGOpPMAIIMK OTPAHUYCHHOTO PaCIpPOCTPAHEHUS

OTHOCUTCS HECEKpeTHas HH(pOpMalus, HE3aBUCMMO OT BHJA €€ HOCUTES,
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OTpaHUYEHMs] HAa PACHpPOCTpaHEHUE KOTOPOM JIUKTYIOTCS €€ CIy>KeOHOi
HEO0OXOIUMOCTBIO.

7.1.2. Heo6xomuMoCcTh ~ TIpOCTaBi€HHUA TMOMETKH «Jlnga  cimyskeGHOTro
nosib3oBaHus» (manee — «JICII») Ha nokymMeHTaXx W H3AAHUSX, COJEpIKAIIUX
CIIy’)keOHYI0 HH(OPMALIMIO OTPAaHMUYEHHOTO PACIPOCTPAHEHUS, OIpeaeseTCs
npejacenareaemM TEPPUTOPUATBHOU KOMUCCHH, TIOIMMACHIBAIOTIIAM
WIN YTBEPKAAIOUIUM JOKYMEHT.

JIOMKHOCTHBIC JIHIlA, TPUHSBIINE pEIICHHEe 00 OTHECEHUHW CIIyKEOHOU
uHGOpMaIMU K pa3psily OrpaHUUYEHHOTO PacHpOCTPAHEHUS], HECYT MEPCOHAIBHYIO
OTBETCTBEHHOCTb 32 000CHOBAHHOCTh IPUHATOTO PELICHMUS.

7.1.3. Ilometka «JICIl» m HOMEp S3K3eMIUIsApa MPOCTABISIOTCS B IMPABOM
BEpXHEM YIUIy TIEPBOM CTpaHUIBI JIOKyMEHTa (B cCiy4yae HEOOXOJIUMOCTH —
U €ro IMpOEKTa), COJACPKAIIECTO CIYyXEOHYI0 HHPOPMAIUI0 OrPAHUYCHHOTO
pacnpocTpaHeHus, Ha 00JIOKKE U TUTYJIbHOM JIUCTE U3JIaHUA, @ TAKXKE Ha MEePBON
CTpaHMIIE COMPOBOJMUTEILHOTO MHUChbMa K TaKUM JOKyMeHTaMm. [Ipu moarotoBke
nokyMmeHnta cpencrBamu I1J] momerka «JICID» mpocraBisieTcst Ha 3JIEKTPOHHOM
mabyioHe Oj1aHKa JOKyMEHTA.

7.1.4. Pabota C AOKyMEHTaMH, COJEPXKAIIUMU CIIyKeOHYI0 HHGOpPMAIIUIO
OTPaHMYEHHOI'0 PACIPOCTPAHECHHSI, B TOM YHUCIE UX MPUEM, YUeT (perucrpauus),
OCYLIECTBJISIETCS B TOPSAJKE, YCTAaHOBJIEHHOM I HECEKPETHBIX JTOKYMEHTOB,
C y4yeToM OCOOEHHOCTEH, H3J0KEHHbIX B Hacrosuiem paszaene. llpu stom
K PEruCTpallMOHHOMY HOMEpY AOKyMeHTa Jto0asisiercst mometka «J{CID».

7.1.5. loxymentsl ¢ nometkoi «JICII» peructpupyrorcst (YUYUTHIBAIOTCS)
BMECTE€ C JPYTMMH HECEKPETHbIMU JOKYMEHTamMHu. B perucrpanmoHHO-y4YeTHOU
dbopme nipousBoauTes 3amuch «JJCIDy».

7.1.6. CkanupoBaHue, KONUpPOBaHUE (TUpaXUPOBAHUE) JTOKYMEHTOB
c nometkoi «J[CII», a Takke pa3MelnieHre Ux Mpu ocyliecTBieHnn padboTsl B 11]]
IPOU3BOAUTCS TpeaceaareseM (CeKpeTapeM) TeppUTOpUaIbHOW KOMUCCHUU OO

pabOTHUKOM  ammapara, OTBETCTBEHHBIM 3a BEJICHHE JIeJIONMPOU3BOJICTBA
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C HUX MHCBMEHHOIO pAa3pelICHHs, MPU STOM OCYIIECTBISIETCS Y4YET Ka)JOro
HK3EMILUISIPA YKA3aHHBIX JOKYMEHTOB.

7.1.7. HokymenTsl ¢ noMmeTkon «ICII» Ha OymaXHOM HOCHUTEINE MEepeAarOTCs
noj noanuck. [Ipu HanpaBaeHnu 10KyMeHTOB ¢ momeTkoi «JICID» cpencrBamu 111
B PYK MPOCTABJISAETCS COOTBETCTBYIOIIUI YPOBEHb JIocTyna
K JIOKYMEHTY.

7.1.8. loxymentsl ¢ nometkon «JICII» HampaBisitoTCsi B Jpyrue OpraHbl
U OpraHM3ali opraHamu (enepanbHOM (eNbIbErepcKo CBsI3U, CIIyXKOOH
CHeIUaIbHON CBsI3M JIMOO HApOouHBIM. [Ipu HanmpaBiIeHUN JOKYMEHTOB C MTOMETKOMN
«JICII» cpenctBamu I1J] B IIUK Poccuu, @M npu MUK Poccuu, PLHOUT
npu I[UK Poccuu, Canxr-IlerepOyprckyto u30upaTeabHYyI0  KOMHUCCHIO,
n30upaTenbHble KoMuccuu cyobekToB Poccuiickoit denepaiu, TeppUTOpUAIbHBIE
komuccun B PYK mpocraBnsiercss COOTBETCTBYIOIIMM  yPOBEHb JOCTYIIA
K JOKYMEHTY. 3ampenjaercsi mnepeaaBarb IOKyMEHThl ¢ noMeTkor «JICIID»
M0 HE3aIUIIIEHHBIM KaHallaM KOMITbIOTEPHO-MOJAEMHOM U (PAKCUMUIILHOM CBSI3H.

JlokymeHnTsl ¢ nomerkor «JICII» pacceuiaroTcsi HECKOJIBKUM ajpecaTam
COTJIACHO CIIUCKY pacChUIKM, B KOTOPOM HANpOTHUB KaXJIOTO ajpecara
MPOCTABJISIETCSI HOMEP IK3EMILISIPA OTIPABISIEMOTO JOKYMeHTa. CIHCOK PacChUIKH
MOJIUCHIBACTCS MPEACEAATENEM TEPPUTOPUATBHON KOMUCCHH.

7.1.9. Ucnonmnennsie nokymMeHTH ¢ momeTkor «JICID» dopmupyrorcs
B JleJla, B TOM YHCJI€ BJEKTPOHHBIC, B COOTBETCTBUM C HOMEHKJIATYpOH JEl.
JIOKyMeHTBl TpyNIUPYIOTCS B Jela BMECTE C JPYTMMH HECEKPETHBIMU
JIOKyMEHTaMU TO0 OJHOMY M TOoMy e Bompocy. [lpu dopmupoBanuu paena
Ha OyMa)XHOM HOCHUTEJE B NPaBOM BEPXHEM YTy OOJIOKKH Jeja, B KOTOPOe
MOMEIIEHBI TAKHE JOKYMEHTHI, TpocTaBiseTcs noMerka «JCID».

7.1.10. Joxymentsl ¢ mometkoit «J[CIT» Ha Oyma)kHOM HOCHUTENE XpaHSTCS
B 3aKpBIBAIOLIMXCS MIKa(ax.

7.1.11. YHnuToxkeHue aen, JOKYMEHTOB U u3iaHuil ¢ noMetkoil «JJCII»,

YTpaTUBIIUX CBOC IPAKTHUYCCKOC 3HAUCHHMEC H HE HMCIOIIUX HCTOpH‘{€CKOﬁ
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U HAay4dyHOW IIEHHOCTH, TPOU3BOJUTCA MO aKTy YCTAaHOBJIEHHOH (OpMBI
C YKa3aHHUEM HOMEPOB IK3eMILIIPOB (mpuiioxenue Ne 16).

7.1.12. Pemenne o cHsatuu mometku «JCII» ¢ moxkymeHTa mpuHUMAaET
JTOJKHOCTHOE JIMLO, TTOANKUCABILIEE UM YTBEPAUBILIEE TOKYMEHT.

Cusarue nometku «JICID» ¢ mpuciaHHOro B TEPPUTOPHAIBHYIO KOMHCCHIO
JIOKYMEHTA MOXKET OBbITh IPOU3BEAEHO TOJBKO IO COTIACOBAHUIO C OpraHU3aluei,
HaIlpaBUBLIEH JOKYMEHT.

Custue mnometku «JICID» ¢ gokymMeHTa NpPOU3BOAMUTCS IpeaceaaTeiemM
(cexpeTapeM) TEPPUTOPUAIBHOW KOMHCCHMM JMOO pabOTHHUKOM ammapara,
OTBETCTBEHHBIM 3a BEJICHHE JEJIONPOU3BOACTBA HA OCHOBAaHUM ITHCHbMEHHOIO
yKa3aHus JOJKHOCTHOTO JIMIA, TPUHSIBLIETO Takoe peuieHue. [Ipu CHATHY TOMETKH
«ACIT» Ha JOKYMEHTaX, nenax I W3IAHUSX, a TaKxke
B PETHCTPALMOHHO-YYETHOU (hOpME I€Nal0TCsI COOTBETCTBYIOLIUE OTMETKHU.

O cuatun nometrkn «JICII» yBemoMmisIroTCS BCE aapecaThl, KOTOPBIM
JIOKYMEHT HaMpaBJsLIcs, TM00 OpraHu3allus, ero HarmpaBUBIIIas.

7.1.13. B cimy4ae yTpaTsl i€, JOKYMEHTOB WK u3ganuil ¢ mometkoit «ICII»
100 pasriamieHus cojeprKamieiicss B HUX WH(OpMaIMyd Ha3HAYaeTCs CIy>keOHas
npoBepka, O  pe3yibTaTax  KOTOPOW  JIOKJAAbIBACTCS  MPEICENaTeNto
TEPPUTOPUATBHON KOMUCCHH.

OG0 yTpare e, JOKyMeHTOB M m3naHuii ¢ moMmeTkoin «JICII» cocraBmsercs
aKT, HA OCHOBAHHUU KOTOPOTO JENAOTCS COOTBETCTBYIOIIME OTMETKU B YUETHBIX

dbopmax.

8. loaroroBka, opopmiieHHE, BBIMYCK, YUeT JOKYMEHTOB,
paccMaTpMBaeMbIX Ha 3aceJaHUSIX TEPPUTOPHATBHOH KOMHCCHH
8.1. ®opmupoBaHHE MPOCKTAa TOBECTKU JHS 3aCEIaHHs TCPPUTOPHATBHOU
KOMHCCHH.
8.1.1. [IpoekT mMOBECTKM JHS 3acelaHusl TEPPUTOPHATHHOW KOMHUCCUU
dbopmupyeTcsi 3a0JaroBpeMEHHO Ha OCHOBAaHWU IIJIAHOB PabOThl U PEIICHUI

TEPPUTOPUAIIBHOM KOMHMCCUHU (Z1ajiee — pEelIeHuid), MNOpYy4YeHUN mnpeacenares
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TEPPUTOPUAIIBHON KOMUCCUHU, TOCTYNUBIINX IOKYMEHTOB U, II0CJIE COTJIACOBAHMUS C
npeAceqaTeIeM TEPPUTOPUAIBHOW KOMHMCCUU  IOANMUCHIBAETCS  CEKpETapeM
TEPPUTOPUAITBHON KOMUCCHH.

Takxe MpOEKT MOBECTKU JHS 3aCE€JaHUs TEPPUTOPUATBHON KOMUCCUHA MOXKET
dbopMupoBaThCA W corjiacoBbIBaThCs cpenactBamu I1J[ w mocne cormacoBaHus
npeAcesaTe’eM TEePPUTOPUAIIBHOW KOMHMCCHH  COIVIACOBBIBACTCS  CEKpPETapeM
TEPPUTOPHUAIIBHON KOMUCCHH JIJIsI BBIHECEHUS HA 3acCEaHue.

8.1.2. UneHbl TEppPUTOPHAIBHON KOMHCCHHM BIIPaBe MPEIOKHUTh BHECTH
B IIOBECTKY [JHS 3acelaHMsl BOIIPOCHI, HE MPEIyCMOTPEHHbIE IJIAaHAMHU PabOTHI
U PCUICHUSMHM  TEPPUTOPUAIBHOM  KOMHUCCHM, IIPU  YCJIOBUM  HaIU4usA
ITOATOTOBJIEHHBIX 10 3TOMY BOIIPOCY TOKYMEHTOB.

JIaHHBIE BOIIPOCHI BKJIIOYAIOTCS B IIPOCKT IIOBECTKU [JHA 3acelaHus
TEPPUTOPUAIBHOM  KOMHUCCHUM  NpPU  NUCBMEHHOM  OOpalleHud  4JjieHa
TEPPUTOPUAIBHON KOMMCCHUHM, II0 HWHULIMATHBE KOTOPOTO BONPOC BBIHOCUTCS
Ha 3acellaHue, Ha UMA IIpeAcenaresss TEPPUTOPUATIBHON KOMHUCCHHM, B KOTOPOM
YKa3bIBaIOTCS HAWMMEHOBAaHHWE BONPOCA, AOKIAAYMK M Jara Iepeladd IpPOeKTa
pElIeHUs] B COOTBETCTBUU C IIyHKTOM 8.2 W MaTEpHAJOB K HEMY CEKPETApIO
TEPPUTOPUATBHON KOMUCCHH.

8.1.3. CornacoBaHHBI ¢ TpeaceAareeM TEPPUTOPHATBEHON KOMUCCHUHU
Y TIO/IMMCAHHBIN (COTTIacOBaHHBIN cpencTBamu [1]]) cekperapem TeppUTOpHaTBLHON
KOMHMCCUM TIPOEKT TIOBECTKM [JHSA 3aCENaHUsl TEPPUTOPUATIBHON KOMUCCUU
TUPAXKUPYETCS U1l PACCBUIKH YWICHAM TEPPUTOPUATIBHON KOMUCCHUHU.

IIpoexT nmoBecTKM AHA 3acelaHKs TEPPUTOPUATIBHON KOMUCCHU Pa3MeELaeTCs
Ha opuIaIbLHOM caire TEPPUTOPUATBHOMN KOMUCCUH
B MHpopmanmoHHO-TeTIEKOMMYHUKAIIMOHHON ceTH  VIHTepHET B  CpOKHW,
yCTaHOBJICHHbIE PersaMeHToM TeppuTOpUaIbHON KOMUCCHHU, & TAKKE MOXKET OBITh
pa3ociiad 4jieHaM TEPPUTOPUAIbHONM KOMUCCHM HAa YKa3aHHbBIE UMH DJIEKTPOHHBIC
IIOYTOBBIE aJpeca.

8.2. IlonrotroBka JOKYMEHTOB IO BONPOCAaM, BKJIIOYEHHBIM B MPOEKT

MMOBECTKU JHS 3aCEIaHUS TEPPUTOPUATBHON KOMUCCHUMU.
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8.2.1. JlokyMeHTBl 10 BONpOCAaM, BKJIKOYEHHBIM B IMPOEKT MOBECTKH IHS
3acellaHusl TEPPUTOPUAIBHONM KOMHUCCHUH, TOTOBATCA pabOYMMM TIpyNIaMu
TEPPUTOPUATHHOM KOMHCCHH, npejaceaaTeaeM (cexperapem),
aM00 MO HUX TOPYYEHUI0 HWHBIMM WIEHAMH TEPPUTOPUANIBHONM KOMHUCCHH,
3a KOTOPBIMHM 3aKpEIJICHbl COOTBETCTBYIOIIME HAMpPABICHUS JACSITEIbHOCTH,
C TpHUBJICYECHHEM, B clyyae HEOOXOAMMOCTH, paOOTHHKOB  ammapara
TEPPUTOPUATBHON KOMHCCHUU U IPYIMX CHELHMAIUCTOB (JOKYMEHTHI IO BOIpOCaM,
BKJIFOUEHHBIM B TPOEKT MOBECTKU IHS 3acelaHHsl TePPUTOPHATBLHOM KOMHCCHUH,
MOTYT FOTOBUTBCS M COTJIacOBBIBAaThCA cpenctBamu 11]1).

8.2.2. IlpencraBnseMble K PacCMOTPEHUIO JOKYMEHTHI JOJKHBI BKIIIOUATh
O3arjaBJICHHBI TPOEKT pEeUICHUS C MPUOOIIEHHBIMH K HEMY MOIMHHUKAMH
JOKYMEHTOB (B TOM 4HCII€ pacleyaTaHHBIMH  KONHMSMH  JIOKYMEHTOB,
MOCTYNHUBIIMX/TIOATOTOBICHHBIX B DJIEKTPOHHOM  BHJE),  MOCTY>KUBIIHX
OCHOBaHHEM I PAaCCMOTPEHHUS BONpOCa HA 3acelaHud TEePPUTOPUATHHOMN
KOMHUCCHH, JIMOO MPOEKT MHUCHhMA, MOJJIEKAIIEr0 COIJIaCOBAHUIO HA 3acellaHuu
TEPPUTOPUANTBHON KOMHCCHU, TPU HEOOXOAMMOCTH — MOSICHUTEIHHYIO 3aITUCKY
10 paccMaTpuBaeMOMY BOIIPOCY.

8.2.3. IIpoeKThl TOKyMEHTOB (BKJIIOYAs MPUIIOKEHHS ), TPEACTABISIEMBIC /IS
paccCMOTpEeHHsT Ha 3acelJaHWH TEPPUTOPHAIBLHOM KOMHUCCHH, BHU3HUPYIOTCA
UCIIOJTHUTENIEM U  4IEHOM TEPPUTOPUATIBHOW KOMMCCHH, OTBETCTBEHHBIM
3a MOATOTOBKY IOKYMEHTa, Kak Ha OyMa)>KHOM HOCHUTEJIE, TaK U B JJIGKTPOHHOM BHJIE
cpencteamu [1/1.

[IpoekTbl NTOKyMEHTOB (BKJIIOYas MPHIOKEHHS), COJAEpKaIlhe BOMPOCHI
(dbuHaHcupoBaHus BEIOOPOB (pedepeHnyMoB), pruHaHCOBOTO 0OecTeueHus TeKy e
JeSITEIbHOCTH TEPPUTOPUATIEHOM KOMHUCCHH, B 00sI13aTEIbHOM MOPSIKE BU3UPYIOTCS
TJIABHBIM OyXTaJITepOM TEPPUTOPHATBHON KOMHCCHH.

Busel mpocTaBisSOTCS B KOHIIE TEKCTa TMPOEKTa pemieHus Jubo
Ha OOOPOTHOW CTOPOHE TIOCJIETHEr0 JIMCTAa TMPOEKTa JAOKYMEHTa (BKJIHOYas

NPUJIOKEHUSI) TI0 yCTaHOBIEHHON ¢opme (nmpuioxenune Ne 9). Kaxaprit muct
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MPUIOKEHUSI BUBUPYETCS UCTIONIHUTENIeM. Bu3a mpocTaBiisieTcsi B IpaBOM HUKHEM
YTy Ha CBOOOJHOM TT0JI€ CTPAHUIIBI [TOCIE TeKCTa JIM0O Ha 00OPOTHOM CTOPOHE.

IIpr mOATOTOBKE M COIIACOBAHMUM IMPOEKTOB JOKYMEHTOB cpencrBamMu I1/]
JIUCT COTJIaCOBAaHUS PacledyaThiBaeTCA U MPUOOIAETCA K MOATUHHUKY JTOKYMEHTA.
[Ipy HeoOXOAMMOCTH TIONYyYCHHsS] BH3BI JOHKHOCTHOTO JIMIIAa Ha JIHCTE
COIJIaCOBaHMUSA JIOKYMEHTA, MOJATOTOBJIEHHOTO cpencTBaMu I,
OH paclieyaThIBaCTCs, EPEIaeTCs BMECTE C IPOEKTOM JIOKYMEHTA Ha BU3UPOBAHHE
COOTBETCTBYIOIIEMY JOKHOCTHOMY JIUITY.

8.2.4. Uctionuutenbs oOecrieunBaeT KOMIUIEKTHOCTh BCEX JOKYMEHTOB,
0003HAaYEHHBIX KaK B IMIPOEKTE PEUICHUs, TaK U B MIPUIOKEHUAX K HEMY.

8.2.5. Ilocne mpocmoTpa, a B HEOOXOIUMBIX CIy4yasX — BHECEHHsI TOTPABOK,
CEKpeTapb TEPPUTOPUATLHON KOMUCCUU Ha TOJITOTOBIEHHBIX U O(OPMIICHHBIX IS
pacCMOTpEHHsST Ha 3aceJaHWU TMPOCKTaX JOKYMEHTOB JIEJIa€T OTMETKY
«Ha 3acemanuey», CTaBUT MOANMKCH U JaTy (MPOCTaBIsAeT OTMETKY «Ha 3acemanue»
cpenctBamu I1J[) u mepenaer (Hampasiser cpeiactBamu [1J]) Bechb KOMIUIEKT
JOKYMEHTOB IS THPAXHUPOBaHWS pPAOOTHUKY ammapara, OTBETCTBEHHOMY
3a BEJICHHE JIeJIONPON3BOICTBA.

8.2.6. JlokyMeHTHI K 3aceHaHHI0 MOTYT HANpaBJISATHCS MO MPOChOE UICHOB
TEPPUTOPHATBPHONW KOMHCCHH Ha YKa3aHHBIE MU AJICKTPOHHBIE TIOUTOBBIC ajpeca
W/WIU TIepeaBaThCcs UM TIEpe] HavyalloM 3acelaHusi, a JUIaM, MPUTIAICeHHBIM
Ha 3aceaHre, MaTepPHaIIbI IO BOMPOCY, Ha KOTOPBIN OHU MPUTIIANIECHBI, TEPEIAFOTCS
nepe1 HayajaoM 3ace/IaHusl.

[Tarku ¢ HOKyMEHTaMH, MOJJICKAIIMMH PACCMOTPEHHIO B COOTBETCTBHUH
C MPOCKTOM TOBECTKH JIHS 3aCEIaHMs TEPPUTOPHATBHOW KOMHUCCHU, KOMILIEKTYET
U pa3gacT WiICHaM TEPPUTOPUATIBHOM KOMHCCHH TIepe] HadajoM 3aceqaHus
pabOTHHK amnmapara, OTBETCTBEHHBIHN 3a BeJeHUE JACIIONPON3BOJICTBA.

8.2.7. Ilepen HawajgoMm 3acefaHus paOOTHHUK ammapaTa, OTBETCTBEHHBIN
3a BEJCHHUE JEIONPOU3BOACTBA, JHOO CEKpeTaph TEPPUTOPUATHLHOM KOMHCCHH,

PETUCTPUPYIOT WIEHOB TEPPUTOPUAIBHON KOMUCCHUH C IIPABOM PELIAIOIIETO IoJI0ca,
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NPUCYTCTBYIOIIMX HA 3aCeaHMM W NPUIJIAIICHHBIX HA 3acellaHue JIMI[, CIUCOK
KOTOPBIX MPEJICTABISIECTCA MPEICEaaTeNI0 TEPPUTOPUATIBHON KOMUCCHH.

8.2.8. Ha 3acemanmm TeppuUTOpUATBHOM KOMHCCUU BEAETCA MPOTOKOI
U MOXET MPOU3BOJUTHCA ayIuo3aluch (BHEO3anuch). B cioydae mpousBojcTBa
ayJIno- WM BHUICO3AMNUCH WICHBI TEPPUTOPUATHHON KOMHCCHHM W TPUTIIANICHHBIC
YBEJIOMJISIFOTCSL 00 3TOM JI0 OOBSABJICHUS TIOBECTKU JTHS 3aCEaHUs.

8.3. BhInyck JOKYMEHTOB, pACCMOTPEHHBIX Ha 3aCEJaHUU TEPPUTOPHATILHON
KOMUCCHH.

8.3.1. JlokyMeHTBI, pacCMOTpPEHHBbICE Ha 3aceaHUM TEPPUTOPHUATBHOU
KOMHUCCHH B CITydae, €CIu B XOJI€ 3aCeJaHusl BHOCUJIMCh U3MEHEHHUSI, IOJKHBI ObITh
TOopabOTaHbl, a 3aTEM TTOAMKUCAHBI, 3aPETUCTPUPOBAHBI M PA30CIIAHbI.

8.3.2. Cpok 10pabOTKU TOKYMEHTOB HE JOJKEH MPEBBINIATh TPeX pabodmx
JTHEH TocTie THS 3aceaHus, €CIIM MHOW CPOK HE ompeaeieH (heaepabHbIM 3aKOHOM
u/umn 3akoHoM CaskTt-IleTepOypra, periiaMeHTOM TEPPUTOPHUATLHON KOMHUCCUU
WM HE OTOBOPEH Ha 3ace/JaHuMu.

8.3.3.Ilpu nmopaboTke JOKyMEHTa WCIOJHUTENh BHOCHT B  TEKCT
COrjacoBaHHBIE B XOJ€ 3acelaHus U3MEHEeHHs. B cioydae mnpuHSTHS
TEPPUTOPHAIBHOM  KOMHUCCHEH  pelmieHus O  HEOOXOJUMOCTH  KOHTPOJIS
32 BBIMTOJITHCHUEM PEIIEHUS €ro TEKCT JOTOJHSACTCS ITyHKTOM, B KOTOPOM
HA3HAYaIOTCH JIMIA, OTBETCTBEHHBIE 32 UCIIOJIHEHUE.

8.3.4. JlokyMeHT, mMojIexaluidi TMOAMUCAHNI0 (BKJIIOYasl MPHIOKEHNUS),
MOATOTOBJICHHBIH Ha OyMa)XHOM HOCHUTEJE, BU3BHPYETCS HUCIOJHUTEIIEM,
OTBETCTBEHHBIM 32 €TI0 MOJITOTOBKY.

JIOKyMEHTBI (BKITIOUAs MPUIOKEHUS), COZEpIKAILINE BOIIPOCHI
(dbuHaHCUpOBaHUST BBHIOOPOB, (DMHAHCOBOTO OOECTICUCHUS TEKYIIECH NEATeIbHOCTH
TEPPUTOPHATBHOW KOMHCCHH, B 0053aTEIILHOM IOPSIKE BH3UPYIOTCS TJIABHBIM
OyXTanTepoM TepPUTOPHATHPHON KOMHCCHH.

JIOKyMeHT,  NOJUIeXalllMii ~ MOANHCAHUI0  (BKJIOYAsl  MPUIIOKEHUSA),
corjlacoBaHHbli cpenctBamu [1J w mpuHATHIA 0e3 M3MEHEHUW Ha 3aceaHuu

KOMHUCCHUH, PACIICYATBIBACTCA HA COOTBCTCTBYIOIICM 6HaHKe, K HCMY npno6maeTc;1



53
JUCT COTJIaCOBAHMS, 3aT€M JOKYMEHT MPEICTABIISIETCSd HA IOJIUCH CEKPETaApIO
U TIPEJICEIaTeNI0 TEPPUTOPUATIEHON KOMUCCHUH.

JlopaboTKka M COTJacoBaHHE JOKYMEHTOB, PaCCMOTPEHHBIX HA 3aceqaHUH
KOMHUCCHH, MOKET OCYIIECTBIIAThCA cpeacTBaMu I1/1.

Busbl npocTaBisioTCs aHATOTHYHO MOPAIKY, YKa3aHHOMY B a03alle TpeTheM
nyHkra 8.2.3.

[Ipy MOArOTOBKE M COTJIACOBAHMM IPOEKTOB JTOKYMEHTOB cpeacTtBamu [1]]
JUCT COTJIACOBAHUSA MPHUOOIIAETCS K MOATMHHUKY JOKYMEHTA.

8.3.5. PaboTHuK anmapaTa, OTBETCTBEHHBIN 3a BEJEHUE JIEIONPOU3BOJCTBA
CIIEIUT 3a KOMIUIEKTHOCTBIO IPWIAraeMbIX K PEIICHUI0 JOKYMEHTOB
U pacrojaraer Mx B TOW IOCIEI0BAaTEIbHOCTH, B KOTOPOW OHHM YIOMHUHAIOTCS
B TEKCTE.

8.3.6. Ecmu Bompochl, coaepxkamuyecs B PEUICHUH TEPPUTOPHUATHHOMN
KOMHUCCHUH, KacaloTCid JIE€ATEIbHOCTH OJHOW WM HECKOJbKMX CTOPOHHMX
OpraHu3alyid, K JOKYMEHTY MpPUJIAraercsl JHCT COIJIacOBaHWs, B KOTOPOM
YKa3bIBalOTCS HAMMEHOBAaHUE OpPraHU3allH, AOHKHOCTb, MHUIMAIBI U (haMUIIUS
JOJDKHOCTHOTO JIMIA, C KOTOPBIM 3TOT JOKYMEHT COIJIACOBAH, M CTaBUTCS
€ro coOOCTBEHHOPYYHas MOAMHUCH.

CormnacoBanue MOXeT OG(OPMIISITBCS HA TMOCJHEIHEM JIUCTE pEeUIeHUs
TEPPUTOPUAIIBHON KOMHUCCHH.

8.3.7. K odopMieHHOMY pPEIICHUIO TePPUTOPUATHLHON KOMUCCHUU PabOOTHHUK
anmapara, OTBETCTBEHHBIM 3a BEJIEHHE JEJONPOU3BOACTBA, TOTOBUT OTYET
O pacchUIKE II0 COOTBETCTBYIOUIMM aJpecaraM M pa3MEIIEHWH pELIEeHUN
TEPPUTOPUATBHON KOMHCCMU Ha odunmanibHoM caiite (mpuioxkenue Ne 10).
CnucoK AOJKHOCTHBIX JUIl (OpraHu3anuii), KOTOPbIM HaIpaBisieTCs PELICHUE
TEPPUTOPUATIBHON KOMHUCCHUH, MOXKET ObITh OJTOTOBIIEH cpenctBamu T1/1.

B cnmcok BKIIIOYAIOTCS JMIIa, KOTOpPhIe OyAYT 3a/1€iCTBOBaHbI B peanu3aliu
OPUHATOTO  JOKyMEHTa WM JOJDKHBI  OBITb  MPOMH(OPMHUPOBAHBI

0 €TI0 COACPIKAaHNN U KOTOPBIM 3TOT JOKYMCHT JOJI2KCH OBITH pas3ocCiiaH.
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CHnHcoK pacchUIKM JOKYMEHTOB TMOJIUCHIBA€TCS pPaOOTHUKOM anmnapara,
OTBETCTBEHHBIM 3a BEJICHHE JEJIONPOU3BOJACTBA M YTBEPKIAAETCA MpeaceaaTeIeM
TEPPUTOPUAITBHON KOMUCCHH.

8.3.8. OdopmiIeHHBIN KOMIUIEKT JOKYMEHTOB (pelieHue, 0003HaueHHBIE
B €r0 TEKCTE MPUIIOKEHHUS, CIIUCOK PACCHUIKU) paOOTHUK amnmnapara, OTBETCTBEHHbIN
3a BEJICHUE JIEJIONPOU3BOJICTBA, IEPENAECT HA TOAMUCH ITPEACENATENIO U CEKPETAPIO
TEPPUTOPUAIIBHON KOMUCCHH.

8.3.9. Pemenne  moammchiBaeTCA  TpeAcemareieM = M CeKpeTapeM
TEPPUTOPUAITBHON KOMHUCCHH.

Ecnu Ha 3acemaHnu TEppUTOPUAIBHOW KOMHUCCHHM MPEACENATENbCTBOBAI
3aMECTUTENIb  MpeACenaresis  TEPPUTOPUAIBHOW  KOMHCCHHM,  CEKpeTapb
TEPPUTOPUAIBHON KOMHUCCHHM WJIA OAWUH U3 YIECHOB TEPPUTOPHAIBHON KOMHUCCHH
C TpPaBOM PEMIAIOLIETO TOJ0ca, a TaKXKE €CId IOJHOMOYHSA CEKpeTaps
TEPPUTOPUATHLHOM KOMUCCHUHM OCYIIECTBISUT OJIMH W3 YWICHOB TEPPUTOPUATBHOU
KOMHCCHUU C TIPAaBOM PEMIAIOIIEr0 rojioca, TO HOAMKCH B IPOTOKOJIE, HA PEIICHUU
0(OPMIISIFOTCSI CJIETYIOIIUM 00pa3oMm:

«3aMecTuTenb Mpeacenaresiss TEPPUTOPUATBHON KOMHCCUU» —B  CiIydae
BPEMEHHOTO OTCYTCTBUS MpeJCceaTelss TEPPUTOPUATBLHON KOMUCCHY;

«HcnonHsrommii 003aHHOCTH TIPEACEaTeNs TEPPUTOPUATIBHON KOMHUCCHUN —
npu Hanmuuuu pemieHus Cankrt-IlerepOyprckoit u30MpaTenbHON  KOMHUCCUU
O BO3JIOKEHUM Ha OJHOTO W3 YJIECHOB TEPPUTOPUAIBHOM KOMHCCHUU C TPaBOM
pELIAKOIIEro Toj0ca NOJIHOMOYUN MpeAceaaTeNsl TEPPUTOPUAIBHON KOMUCCHH;

«IIpencenarenbCTBYOIUM Ha 3aCENAHUN TEPPUTOPUATBHOM KOMUCCUND —
B CJly4ya€ BpPEMEHHOIO OTCYTCTBHSI NPEACENATENS, 3aMECTUTENS IpEICeNaTels
TEPPUTOPHAIIBHON KOMHCCHH, OTCcyTcTBUs pemieHus Cankt-IletepOyprekoit
n30UpaTeNbHOM  KOMHUCCHM O  BO3JIOKEHMM  MOJIHOMOYMM  Tpejacenaress
TEPPUTOPUATHPHOM KOMHCCHUU Ha OJHOTO U3 YJICHOB TEPPUTOPHATBLHON KOMHUCCHUU
C MPAaBOM pEIIAOIIETO TOoJoca W MPU HAJTUYUU PEIICHUS TEPPUTOPUATIBHON

M30UpaTeIbHOM KOMUCCUH;
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«Mcnonustommii 00S3aHHOCTH CEKpeTapsi TePPUTOPUATIBLHOM KOMUCCUM —
B Ccllydae HalIW4yusi penieHus TepputopralibHOM KOMHCCHH O BO3JI0KEHUHU
MOJTHOMOYHM CEKpeTapss TEPPUTOPHATBLHOM KOMHUCCHMM Ha OJHOTO M3 YJICHOB
TEPPUTOPHATBHON KOMHUCCHH C MTPABOM PEIIAIOIIET0 IroJioca.

«CekpeTtapp  3acelaHusi TEPPUTOPUATBHOW  KOMHCCHM» —B  CIydae
BPEMEHHOTO OTCYTCTBHUS CEKpeTaps M30MpaTeIbHOW KOMHCCHUU M TPH HAIUYUHU
pelIeHus: TEPPUTOPUATILHON KOMHUCCHUHU.

8.3.10. [locne moamucaHusi PpEIICHHUS PETUCTPUPYIOTCS B KypHaJe
pPETUCTpalliK PEIIeHUH, B KOTOPOM MPEAyCMaTPUBAIOTCS: TOPSAKOBBIA HOMED,
JaTa TPUHATUS PEIICHHs, PETHCTPAIMOHHBIM HOMEp, COJEp)KaHWE PEIICHHUs
Y HOMED Jiej1a XpaHEHUsI.

8.3.11. Pemiennst HyMepyrloTcs B XPOHOJOTHYECKOW MOCIEAOBATEILHOCTH
B npenenax CpoKa MOJTHOMOYMI TEpPPUTOPUATBHON KOMUCCHH.
Homep pemieHust TeppUTOPHAIIBHON KOMHCCHM COCTOMT U3 HOMEpa IPOTOKOJa
3aceIaHusl ¥ MOPSIKOBOTO HOMEpa Borpoca, (Hanpumep: 1-5).

8.3.12. Yka3aHHbIE BbIILIE PEKBU3UTHI BHOCATCS B PETUCTPALIMOHHO-YUYETHYIO
dbopmy. B ciyuae ucnonwszoBanus 1] k PYK npukperisieTcss TEKCT TOKyMEHTa
B opmate docx (muist Tabnmir gqomyckarotes daiinbl popmara XISX) v 37eKTpOHHBIIH
obpa3 gokymeHnTa B (hopmare pdf (mpu HEOOXOIUMOCTH), a TAKXKE JIeJIaeTCs CBI3Ka
C JOKYMEHTaMH, TOCIYXHBIIMMHA OCHOBAaHHUEM [IJIsI PAaCCMOTPEHHsI BOIpoOca
Ha 3aCeaHUU TEPPUTOPUAIBHON KOMHUCCHHU.

8.3.13. Pazpemnienue Ha THUPKUPOBAHUE JOKYMEHTOB B HEOOXOIUMOM
KOJIMYECTBE JAeT TMpelceaaTeiab TEPPUTOPUATBHON KOMHUCCUU. JlOKYMEHTHI
TUPOXHUPYIOTCS ~ paOOTHUKOM  ammapaTa, OTBETCTBEHHBIM  3a  BEJICHUC
JICNONPOU3BOACTBA, HAa KAKIOW KOMHHM JOKYMEHTa IMPOCTaBISETCS IeYarh,
yAOCTOBEpsIOLIasl  MOANMUCH  TpeAcenaTeNis  TEPPUTOPUATIBHOW  KOMHMCCHUU
U CeKpeTapsi TEPPUTOPUATLHON KOMUCCUH (0€3 BOCTIPOU3BEIACHHUSI TOAMMUCEN).

8.3.14. Konuss peuieHus: TEPPUTOPUAIBHOW KOMHUCCHUU  HaIlpaBJsieTCs

3as4BUTCIIIO B CJIy4dac, CCJIU Cro 06pa1ueHHe B TCPPUTOPHUAIIBHYHO KOMHUCCHIO
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MOCIYKWJIO OCHOBAaHMEM JUII  pPAacCMOTPEHHs  BONpoca Ha  3acelaHuH
TEPPUTOPUATBHON KOMHUCCHH.

8.4. Oopmiienne MpoTOKOJIa 3aceiaHusl TEPPUTOPHATBHON KOMHUCCHU.

8.4.1. IlpoTtokos 3acemaHusi TEPPUTOPHUATIBLHONM KOMHUCCHU O(QopMIIIeTCS
Ha OJIaHKe ycTaHOBIIeHHOU Gopmbl (TipritoskeHrne Ne 4) B CpoK, HE TPEBBITIAOIIHNA
Tpex padbouux JHeH nocie aHs 3aceaanus. [[porokon 3acenanus TeppuUTOpUaIbLHON
KOMHUCCUU MOJKET OBITh odopmIieH CpelICTBAMHU I
C MCIOJIb30BaHUEM COOTBETCTBYIOILETO IIA0JI0HA OJIaHKa TOKYMEHTA.

8.4.2. [Ipotokon 3acenanuss MOXKET O(QOPMIISTHCS B TMOJHOM WM KpaTKOU
dbopme.

8.4.3. TekcT mpoTOKONia 3aceAaHHs] TEPPUTOPHUATBHON KOMHCCHUU COCTOHT
W3 JIBYX 4aCTE€W — BBOJHOW U OCHOBHOM.

8.4.4. B BBOJHOW 4YacTH MPOTOKOJIA YKa3bIBAIOTCS MHHUIMAIBI M (HaMUIHS
npeacenarenas — TEPPUTOPUATIBHOM ~ KOMHCCHM  (IIPEAceNaTeabCTBYIOLIETO),
a TaKKe NPUCYTCTBYIOIIMX: 3aMECTUTENs NpeAcenaTeiss TEeppUTOPUATBLHON
KOMHCCHUH, CEKpeTaps TEPPUTOPHATBHON KOMUCCHUH U YJICHOB TEPPUTOPHUATLHOMN
KOMUCCHH, JIUI], PUTJIAIIEHHBIX HA 3acelaHne, B aq()aBUTHOM TOPSIJIKE.

Homyckaercss oQopMIEHUE MNPUCYTCTBYIOIIMX OTAEJIBHBIM  CIIHCKOM
C yKa3aHMeM UWHHIMaAIOB, (amwinii u gomxHocTed. CHUCOK TpuiaraeTcs
K MPOTOKOJY 3aCEaHus.

8.4.5. TloBecTka mHA BKJIIOYAETCSd B BBOJHYIO 4YacTh IIPOTOKOJA.
OHa cOCTOUT M3 MEePEeUYHCIIEHUs] BOIPOCOB, KOTOPbIE OOCYKIAIOTCS Ha 3acelaHuM,
U 3aKpeIigeT IMOCIeN0BATEILHOCTh MX OOCYXXIEHUsS W (DaMHIMU JOKJIATYHUKOB
(BBICTYTAIOIIHUX ).

Kaxxnprit Bompoc MoBEeCTKH JHS 3aceTaHusl HyMepyeTcs apaOckoi mudpow,
€ro HauMeHoBaHue GopMyIupyIOT ¢ ipeasiora «O» umu «O6y». 1o kaxa0My MMyHKTY
YKa3bIBaE€TCs JAOKIJIATUHK.

8.4.6. OcHOBHAas YacTh MPOTOKOJIA COJEPIKUT CTOJIBKO Pa3esioB, CKOJBKO

MYHKTOB BKJIFOYEHO B MOBECTKY AHA. B COOTBETCTBMM C HEW pa3aeibl HyMEPYIOTCH.
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Kaxnp1ii paznen cocrout uz tpex yacreit: «CJIVIITAJIN, « BBICTYITUIIN»,
«PEHIMJIN», kOTOpBIE MMEYaTArOTCA OT TPAHUIbl JIEBOTO IIOJS MPONHUCHBIMU
OyKBaMHU.

B yactu «CJIYHIAJIN» kpaTKo U3IaraeTcs TEKCT BBICTYIUICHUS JOKIIATUMKA.
Nuantmaner w  QamMuiusd  JOKJIQTIMKa I[eYaTaloTCsI ¢ KPAacHOW  CTPOKH
B HMEHUTEIBHOM Majexe. 3aluch JIOKJIaJa U3JIaraercsi OT TPEThEro JuIa
€MHCTBEHHOTO YHCIIa U OTIEISAETCS OT (PaMUIINK TUPE.

Ecnu Tekcr nokiiama mpuiiaraeTcs K OpOTOKONY, TO MCIIOJb3YETCA CChUIKA
«Teker noknana mpuiaraeTcs.

B wactu «BBICTYIIMJIM» mnepeyucnstorcss BBICTYMAKOIIUE W aBTOPBI
BOIpocoB. MHuIManb! U aMmins BBICTYIAIOIIETO NEYaTaAIOTCs ¢ KPACHOW CTPOKHU
B HMEHUTEIbHOM Tajexe. KpaTkas 3anuch BBICTYIUIEHUS 10 CYIIECTBY
paccMaTpuBaeMoro Borpoca (1o pelIeHuIo IpeaceaaTeIbCTBYIONIET0) U3aracTcs
OT TPETHETO JUIA €AUHCTBEHHOTO YKCIIA.

Eciu TekcT BBICTYIUIEHHS NPUIAraeTcss K IPOTOKOJY, TO HCIOJIb3YETCS
ccbuIka « TeKCT BBICTYIUICHHS TTPUIIAracTCs.

B wactu «PELINJIN» oTpakaercst MPUHATOE PEIICHHE MO0 00CYKIaeMOMY
BOIIPOCY U PE3yJIbTATHI TOJIOCOBAHUS.

B mpotokone 3acenaHusi oTpakaeTcs Hadudue 0Co0Oro MHEHHS Yy 4JIeHA
TEPPUTOPHATBHON KOMUCCUU, O(POPMIICHHOE B TUCEMEHHOM (hopMe 0c000€ MHEHHE
MMOMEIIAETCA MOCJIE PEMIEHHUS], B CBSI3U C KOTOPBIM 3TO MHEHHE U3JIOKEHO.

8.4.7. IIpotokon 3aceaHus MOAMUCHIBACTCS npeacenaTenemM
VI TIPEICENATEIbCTBOBABIINM Ha 3aCEJaHUM U CEKPETapeM TEPPUTOPHUAIIBHOU
KOMHCCHUH (WJIH YJICHOM TePPUTOPUATBLHON KOMUCCHUH, UCTIOTHSBIIINM O00S3aHHOCTH
CEKpeTaps TEPPUTOPUATBLHON KOMHUCCHUN).

8.4.8. [locne nmoanucanus MPOTOKOJIBI PETUCTPUPYIOTCS C UCIIOJIb30BAHUEM
perucTpanydoHHo-y4eTHo  ¢opmbl.  [IpoTokonbl  3acemaHuii  HyMepyrOTCS
B XPOHOJIOTUYECKOM TMOCJIEA0BATENBHOCTA B IIpeleslaX CpPOKa IOJHOMOYUU

TEPPUTOPUAIIBHOM KOMHUCCHUMU.
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8.4.9. IIpoToKoJIbI 3aceIaHui TEPPUTOPUATIEHON KOMUCCHH, PUOOIIIEHHBIE K
HAM pElIEHHs BMECT€ C MAaTepuallaMH, IOCIYXUBIIMMH OCHOBaHUEM
JUISL UX TPUHSTUS, OCOOBIMA MHEHHUSIMU YJIEHOB TEPPUTOPUATILHOW KOMHCCUU
XpaHsTcs y mpejacenarens (cekperapsi WM pabOTHUKA armapara, OTBETCTBEHHOTO
32 BEJCHHE JICJNONPOM3BOJICTBA) TEPPUTOPUAIBHOM KOMHCCHHM, a 3aTeM,
oopMIICHHBIE B COOTBETCTBMHM C TpeOoBaHWsAMU WHCTpyKIMH, TEpeaatoTcs
B ApXUB.

9. OdopmiieHHe NPUKA30B NpeaceaaTe s
TEPPUTOPHUAIHLHOH KOMUCCHH

9.1. llpuka3 mpencenarenass TEPPUTOPUATHHOM KOMHCCHH 110 OCHOBHOM
JesATeNbHOCTH (fasiee — npuka3) oopmirsieTcsl Ha OJIaHKE YCTaHOBJIEHHOU (hOPMBI
(mpuoxkenue Ne 4).

0.1.1 [IpoekTsl TPHUKA30B TOTOBATCS IO TOPYYCHHUIO TMpEACEeaaTess
TEPPUTOPUAITBHON KOMHUCCHH.

[Iprka3bpl MOTYT TOTOBUTBCSI M COTJIACOBBIBaThCA Takxke cpeactsamu 111
[Ipn moxaroroBke mnpuka3zoB cpeactsamu [IJ[ mcronb3yercss COOTBETCTBYIOLIMMN
ma6JIoH OJ1aHKa JIOKYMEHTA.

0.1.2. TekcT TpHWKaza COCTOWT, KaK MPaBHIO, W3 KOHCTATUPYIOIICH
Y PacCropsIANTENBHOM YaCTEN U JOJDKEH UMETh 3ar0J0BOK.

9.1.3.B KOHCTaTUpyIIeli dYacTH U3JIaraloTcs ILeId W 3a7a4yu
MPEINKUCHIBAEMBIX NE€UCTBUI. ECIM OCHOBaHMEM K WM3[IAHUIO TPUKa3a SIBJISIETCS
HOPMATUBHBIM  MPAaBOBOM  aKT  WIM  PACHOPSAUTENIBHBIA  JIOKYMEHT,
TO B KOHCTaTHUPYIOILEH YaCTH YKa3bIBAIOTCS €r0 Ha3BaHUE, 1aTa, HOMEP, 3ar0JI0BOK.

9.14.B  pacnopsaMTeNbHOM  YacTHM  COJEp)KaTrcsl — NEepeurcieHue
MPEINKUCHIBAEMBbIX JECUCTBUM, CpPOKM W HcnoiaHuTenn. [lyHKTBI mpukasa
HYMEPYIOTCS apaOCKUMU LIUPPAMH C TOYKON U HE UMEIOT 3ar0JIOBKOB.

9.1.5. Ecniu mipuka3 u3MeHseT, OTMEHSET WJIW JOMOJHACT paHee W3JAaHHbIN

IMPpHUKa3 UJIN €ro OTACIBbHBIC ITYHKTBI, TO 3TO OIOBApUBACTCA B TCKCTC IIPHUKa3a.
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9.16.B MOCJICTHEM MyHKTE pacropsIuTeIbHON YacTH,
IpU HEOOXOAMMOCTH, YKa3bIBAECTCS JOJKHOCTHOE JIMIO, HA KOTOPOE BO3J1araeTcs
KOHTPOJIb 3a UCIIOJIHEHUEM TPUKa3a.

9.1.7.Ilpu HaJIMYUHU MIPUJIOKCHU I K MpuKa3y B TEKCTE
Ha HUX 0053aTeIbHO JeJIaeTCs CChUIKA.

9.1.8. IlpoexkT mpukaza © MNPWIOKEHUS K HEMY  BU3HUPYIOTCA
HENOCPEICTBEHHBIM HCIIOIHUTEIIEM.

Ecniu B mnpukaze conepkarcs BOMPOCH (PUHAHCHPOBAHHS BBIOOPOB,
o0ecrieueHnsl NeATENbHOCTH TEPPUTOPUAIBHON KOMHUCCHUH, TO OH BU3UPYETCS
y [JI1aBHOTO OyXranrepa.

[Ipukassl, moaroroBineHHble cpeacTtBamu [IJl, BU3HpPYIOTCS aHAJIOTMYHO
pUKa3aM, MOJArOTOBJIEHHBIM Ha OYMa)KHOM HOCUTEJE.

Bussl mpocTaBisitoTess Ha 000pOTHOM CTOPOHE MOCIIEAHETO JTUCTa TOKYMEHTa
(mpukasa, MIPUIOKECHUS K HEMY) o YCTaHOBJIEHHOM dbopme
(mputosxenue Ne 9).

[Ipr mOArOTOBKE M COIVIACOBAHMM NPOEKTOB NPHUKA30B cpeactBamu [1/]
JUCT COIJIACOBAHMS pacleyaTblBA€TCs Ha OOOPOTHOM CTOPOHE IMOCJIETHETO JIHCTa
JOKyMeHTa (TIpHKa3a, MPHIoKEeHU K HeMy ). [Iprn HeoOX0IMMOCTH TIOTyYeHUS BU3BI
JOJPKHOCTHOTO JIMI]a Ha JINCTE COTJIACOBAaHUS TMpHUKas3a, MOATOTOBIECHHOTO
cpenctBamu [1/], nokymeHT nepenaercst Ha OyMa)KHOM HOCUTENE Ha BU3UPOBAaHUE
COOTBETCTBYIOIIEMY JTOJDKHOCTHOMY JIMILY.

9.1.9. Ilocne moamucanusi MPUKa3bl PETHCTPUPYIOTCS C HCIOJIB30BAHUEM
pEerucTpallMoOHHO-yuYeTHOU (opMbl M (QOPMHUPYIOTCS B J€Ja B COOTBETCTBUHU
C HOMEHKJATypoW el TepPUTOPHAILHOM KOMHCCHU BMECTE C JOKYMEHTaMH,
MOCITY>KUBIIUMHU OCHOBaHUEM JJIsl M3/1aHUS MTPUKa3a.

B ciywae ucnonszoBanus qis perucrpaunu I1J1 x PYK npucoenunsrorcs
TeKCT mpukaza B ¢opmare docx mimm xIsx (mns tabmuy gomyckarorcs (aiibl
dopmara  XISX),  oamekTpoHHBIH ~ 00pa3  mpukaza B (dopmare  pdf
(mpu HEOOXOAUMOCTH) W JENaloTCA CCHUIKM Ha JOKYMEHTBI, MOCITY>KHBIIHUE

OCHOBAHHCM VI U3AAHUA IIPHUKA3a.
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9.1.10. [Ipukazam NpUCBaUBAIOTCA PETHCTPAIIMOHHBIE HOMEpa B Mpejenax
KaJICHJJAPHOTO TO/Ia, TP 3TOM K MOPSAKOBOMY HOMEpY yepe3 Aedurc MpoCTaBIsSeTCs
OYKBEHHBIN UHACKC «O/».

9.2. OdbopMrnenre TpUKA30B TIpeacenaTeNss H30HUpaTeIbHON KOMHUCCHH
10 KaJPOBBIM BOIIPOCAM.

9.2.1. Ilpukassl mpeacenarens TEPPUTOPUATHHON KOMHUCCUHU TIO KaIpPOBBIM
BOIIPOCaM U3J1al0TCs o KOHKPETHBIM BOIIPOCaM, CBSI3aHHBIM
C  JeATEIbHOCTHIO  UYJICHOB  TEPPUTOPHAIBHOM  KOMHUCCHUH,  MPUEMOM
Ha TOCYJIapCTBEHHYIO TpaxaaHcKyto ciyx0y Cankr-lIletepOypra B ammapar
TEPPUTOPUAIBHOM  KOMHUCCHUH,  TMPOXOXKACHUEM  TPaKIAHCKOW  CITyXKObI
1 YBOJIbHCHHUEM C TPAKIAHCKOW CITYKOBI B anmapare TePPUTOPHATHHON KOMHICCHH.

9.2.2. Ilpukassl npejacenaress TEPPUTOPUATHHON KOMHUCCUU TO KaJIpPOBBIM
BOIpocaM OOPMIISIOTCS aHATIOTHYHO TIPHKAa3aM MpeaceaaTess TePPUTOPHATHHON
KOMHCCHM TIO  OCHOBHOM  JesATenbHOCTH. IIpmkasam  mpucBamBaroTCS
pEerucTpallMOHHBIE HOMEpa B TMpefenax KajJeHJAapHOTo Toja, MpU ITOM
K ITOPSAKOBOMY HOMEPY uepe3 Aeuc MPOCTaBIACTCS OyKBEHHBI HHICKC «K».

9.3. Konnu npuka3oB 3aBEpsIIOTCA MEYATHI0 TEPPUTOPHUATHHON KOMHUCCHH.

9.4. Tlpuka3zpl BMeECTE C TPUOOIMIEHHBIMH K HHUM JIOKYMCHTaMH,
MOCITYKHUBIITUMH OCHOBAaHWEM I WX W3MaHUsS (B TOM YHCIIEC pacliedyaTaHHBIMU
KOIMUSMH JOKYMEHTOB, TMOCTYIMBIINX/TIOATOTOBIIEHHBIX B JJIEKTPOHHOM BHJIE),
bopMHpYIOTCS B JieNIa COTIIACHO HOMEHKJIAType AN TePPUTOPHATBHON KOMHUCCHUH,
XpaHATCs y Tpecenaress Wik pabOoTHUKA ammapara, OTBETCTBEHHOTO 3a BEJICHUE
JIETIONIPOU3BOJICTBA B TEPPUTOPUATLHOM KOMHCCHHM, a 3areM, O(opMIIEHHBIC

B COOTBETCTBUU C TpeOOBaHUAMU MHCTPYKIIMHU, IEPENAIOTCS B apXUB.

10. KoHTpoJIb MCIIOJTHEHHS] JOKYMEHTOB M OPY4eHHUI

10.1. KoHTpOoJIt0 UCIIOJTHEHUS TTOJICKAT:
[IOPYYECHHUs], COAEp)KAIUeCcss B IIOCTAHOBJIECHUAX M JPYrUX JOKYMEHTax
UK Poccuu, Cankr-IlerepOyprckoil m3OupaTenbHOW KOMHUCCUHU, B PEIICHUSIX

TEPPUTOPHUATBHON KOMUCCHH;
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NOPYYEHHUs, COJEpkKAIIMecs B NpPHUKA3ax NpeAceaaTess TEPPUTOPUAIbHOU
KOMHCCHU;

MUCbMEHHBIE TOpYYEHHUs TpeacenaTens (3aMecTUTeNsl MpeacenaTens,
CeKpeTapsi) TEPPUTOPUATBHON KOMUCCHH;

BXOJSIIIME JOKYMEHTHI, B TOM YHCJI€ NMHUCHhMEHHBIC OOpallleHUs] TpaKiaH,
yka3aHHble B [lepeuHe mojjexaniux KOHTPOJO JOKYMEHTOB C YKa3aHUEM CPOKOB
ucnonHenus (npuioxxkenue Ne 11), B COOTBETCTBUU € YKa3aHUSIMU 10 UCTIOJTHEHHUIO
JOKYMEHTa Mpe/iceaTelis TePPUTOPUATbLHON KOMUCCHY;

UCXOJISITNE TOKYMEHTHI, TPEOYIOIINE OTBETA;

NOPYYEHHUSI, COAEpKAIIUECS B IMPOTOKOJIAX 3aCENAHUN TEPPUTOPUATIBHOU
KOMUCCHHU;

IJIaHBI MEPOTIPUSITUI.

10.2. KoHTpOJb WCIIONMHEHHS JOKYMEHTOB, YKa3aHHBIX B moapasnmene 10.1
NHcTtpykimu (32 UCKIIOYEHUEM HUCXOISIIUX JOKYMEHTOB), IO CYIIECTBY
3aTPOHYTHIX B HHUX BOIPOCOB OCYIIECTBIAECT Tpejacenareiab (CeKpeTaph)
TEPPUTOPUAITBHON KOMUCCHH.

10.3. KoHTpONb HMCHOTHEHUS MCXOASIIMX JOKYMEHTOB, B TOM YHCJE
3a CBOEBPEMEHHOCTHIO TMOJYYEHHUSI OTBETOB Ha 3alpoChl TEPPUTOPUATILHOU
KOMHCCHUH, OCYIIECTBISECT PaOOTHUK ammapaTra, OTBETCTBEHHBIM 3a MOATOTOBKY
JAHHBIX JTOKYMEHTOB.

10.4. Cpok UCTIOJIHGHUS TOPYYEHUH, COJCPKAIMIUXCS B  PCEHICHUIX
TEPPUTOPUAIBHOM  KOMHUCCHUM, TMPUKA3aX MpeICeNaTeNss TeppPUTOPUATBHON
KOMHCCHUH, TUCbMEHHBIX MOPYUYECHHI Mpencenareis (3aMeCTUTENs MpeIcenaTens,
CEKpeTaps) TEPPUTOPUATHBHON KOMUCCUU OTIPEICIISIOTCS S TUMU TJOKYMEHTaMHU.

10.5. JIoKkyMEeHT TOJJICKUT HCIOJHEHHUIO HE TO3JHEee, dYeM dYepes
30 kaleHIapHBIX JHEW CO JHS €ro MOCTYIUICHHUS, 32 UCKJIIOYEHHUEM CJydaes,
MIPEAYCMOTPEHHBIX ITyHKTOM 10.6 HacTosIIero pa3aena.

Ecnu mocnennuii 1eHb UCTIOTHEHUS! JOKYMEHTA MPUXOIUTCA HA Hepabodwmii

JIeHb, TO OH MOJJICKUT UCIIOJHEHUIO B MIPEIIECCTBYIONINI eMy pabouuii JeHb.
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HokymenTsl ¢ mnoMetrkamu «Becbma cpouHo», «CpoyHO» HCTOIHSIOTCS
B TPEXJIHEBHBIN CPOK, IOKYMEHTHI C TOMETKON «OnepaTuBHO» — B JIECSATHIHEBHBIN
CPOK.

CpoK HCTOJHEHUS UCUUCISETCS B KaJeHAApHbIX AHIX. s mopyueHui —
OT AaThl TOJNUCAHUSA TOPYYCHHsI, ISl BXOMISIIUX JTOKYMEHTOB, B TOM YHCIIE
oOpaIeHuii, — OT JaThl PETUCTPAIIUN JOKYMEHTA.

Ecnu mocnenuuii 1eHb MCHOJNHEHHUS JOKYMEHTA, COJEPKAIEro MOMETKY
O CPOYHOCTH HCIIOJTHCHHS, MPUXOMUTCS Ha HEpaOOUMid J€Hb, TO OH MOMJICKHUT
WCIIOJIHEHUIO B CJICIYIONTUH 32 HUM pabOoyuil IeHb.

10.6. Cpokr  UCHOJIHEHHUS ~ BXOJAIIMX  JOKYMEHTOB W oOpalieHui
yCTaHABIMBAIOTCS UCXOIS U3 CPOKOB, TIPEIJIaraéMbIX OpTraHU3aIluel, HallpaBUBIIICH
JIOKYMEHT, WJIM CPOKOB, YKa3aHHBIX B npuiiokenun Ne 11.

OOpamennss 0  HApyIICHWH  3aKOHA, TIOCTYIIMBIIME B  TEPHOJ
COOTBETCTBYIOIIEH  M30MpaTeNbHOW  KaMIIaHWHM, KaMIIaHUM  pedepeHayma,
UCIIOJIHSIOTCS B CPOKH, YCTAHOBJICHHBIE 3aKOHOJATEIbCTBOM O BBIOOpAxX
u pedepeHayme.

10.7. OTBETCTBEHHOCTh 32 CBOECBPEMEHHOE€ M  TIOJIHOE  BHECEHUE
B PETHUCTPAIMOHHO-YYETHYIO (OpPMy CpPOKOB  HCIIOJTHCHHUS  JTOKYMEHTOB
u uHPOPMAIIMK O COCTOSHHHM HWCIIOJHCHHUS JOKYMEHTOB, KOHTPOJbL CPOKOB
WCIIOJIHEHUS IOKYMEHTOB BO3JIArarOTCSl Ha CEKpeTapsl Wid pabOTHHKA ammapara,
OTBETCTBEHHOTO 3a BEJICHUE JCIOMPOU3BOICTBRA.

10.8.B MJIaHax MEpONPUSATHH, YTBEPKIECHHBIX pEelIEeHUSIMU
TEPPUTOPUAIIBHOM KOMUCCHUM, TIpUKa3aMu TpeaceaaTeNsi TepPUTOPUATHHON
KOMHCCHH, KOHTPOJTIO MTOJICIKAT CPOKH MCIIOTHEHUS OTJICIBHBIX €r0 MMyHKTOB.

10.9. TIpn HEOOXOAUMOCTH TMPOIJICHUS CPOKAa HCIHOJHEHUS JOKyMEHTa
OTBETCTBEHHBIN 3a MCIOJHEHHE HE TO3HEE YeM 3a TPU JHS 0 UCTECUCHHUS CpOKa
WCITOJTHCHMSI IOKYMEHTA TPEACTABISACT Ha MMs TpeAcenareliss TepPUTOPHATbHON
KOMHUCCHUH CITY’KEOHYIO 3alMCKy ¢ MOTHBHPOBAHHOMW MPOCKOOW O €ro MpOIJICHUH,

KOTOpasi MOXKeT OBbITh MOJITOTOBJIEHA U coTjlacoBaHa cpeactBamu [1/1.



63

10.10. IokyMeHT cuuTaeTCsl UCTIOJHEHHBIM U CHUMAETCS C KOHTPOJIS TIOCIIE
peleHnusl BCeX IIOCTaBJIICHHBIX B HEM BOMPOCOB, COOOIICHMSI Pe3yJbTaTOB
PacCMOTPEHHUS BCEM 3aMHTEPECOBAHHBIM JIUIIAM.

10.11. OcHOBaHUAMM IJI CHATHUS JOKYMEHTA C KOHTPOJIS SIBJISIOTCS:

CIIyKeOHasl 3amucKa O CHATHU JOKYMEHTa (MU OTAEIBHBIX €r0 IYHKTOB)
C KOHTPOJSA WM 00 WCHOJHEHWHW JOKyMEHTAa Ha UMS TpeaceaaTes
TEPPUTOPUAIPHOM KOMHUCCHH, IIOATOTOBJICHHAS OTBETCTBEHHBIM 32 UCIIOJHECHHE
c orMmetrkoit («Cormacen», «Paccmotpen», «llpunaro») mpeacenarTens
TEPPUTOPUATIHPHOM KOMHCCHU O TPHUHATHH MCIOJHEHHS, KOTOpas MOXET OBITh
MOATOTOBJICHA U coryiacoBaHa cpeacTBamu 111,

peIIcHIe TEPPUTOPHATHHOU KOMHCCHH, TIPHKa3 npeacenaTens
TEPPUTOPUATIBHON KOMHUCCHUHM IO Pe3yJIbTaTaM MCIIOJTHEHUS JOKYMEHTA,

OTBET Ha BXOAIINI TOKYMCHT;

OTBETHI OT OpraHu3aluii, B KOTOpbIE JOKYMEHT OBLI HampaBliCH
JUISL pacCMOTPEHUsI IO CYIIECTBY IOCTABJICHHBIX B HEM BOIIPOCOB M OTBETa
3asBUTENIO;

HalpaBJICHHE OOpalleHus B APYrde OpraHu3aluu ISl PacCMOTPECHHS
0 CYIIECTBY MTOCTABJICHHBIX B HEM BOIPOCOB M TIOCIICIYIOIIETO HH()OPMHUPOBAHHSI
aBTOpa O pe3yJIbTaTax PpacCCMOTPCHHUS.

10.12. JIokyMEHT HE CUUTAETCS UCIIOTHEHHBIM U OCTAaeTCS Ha KOHTPOJIE:

€CMM OH HampaBisIeTC B JAPyrHWe OpraHbl WIA  OpraHW3aluu
JUIL  PAacCMOTPEHHMS C IIEJIbI0 IIOJYYCHHS TEPPUTOPHATBHONM  KOMHUCCHEH
nHpopMaruu, HEOOXOIUMON JJIi PACCMOTPEHHUS IO CYIIECTBY ITOCTABICHHBIX
B JJOKyMEHTE BOIIPOCOB. B cilydae HEOOXOAMMOCTH TEppUTOpHAIbHAS KOMHUCCHS
uHdopMupyeT 00 3TOM aBTOpa JOKYMEHTA,

€CMM OH HampaBsIeTCss B JAPYrMe OpraHbl WM  OpraHU3AIHH
JUISL PAaCCMOTPEHUS IO CYIIECTBY TIOCTaBJICHHBIX B HEM BOIPOCOB W OTBETa
3asIBUTENIO0 C TMOCIEAYIOIMMM HHPOPMUPOBAHUEM TEPPUTOPHAIBHON KOMUCCHUU

0 pe3yibTaTax UCIOTHEHHUS.
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11. U3roroBJieHHE U UCIOJIH30BAHUE MEYATEH U IITAMIIOB

11.1. Inss yAOCTOBEpEeHHS] MOMJIMHHOCTH JOKYMEHTOB WJIM COOTBETCTBUS
KOMHUM JTOKYMEHTOB IOJJIMHHUKAM, IIPOCTABIEHUS OTMETOK O TIOJy4YECHUH,
perucTpauuy JTOKYMEHTOB B TEPPUTOPHAIIBHOM KOMHCCHHU HCIOJB3YIOTCA MEYaTH
¢ m3o0paxenueM ['ocymapctBenHoro repba Poccuiickoit ®enepanmu (manee —
repOOBBIC M€YATH) U IPYTHE M€YaTH U IITAMIIBI.

11.2. V3roToBiIcHHE Te€YaTel W IITAMIIOB OCYIIECTBISIETCS IO YKa3aHHIO
npejacenaresas TEPPUTOPUATBHOM KOMHUCCUU JIMOO B COOTBETCTBHHM C PEUICHUEM
BBIIIECTOAILEH N30UPATENbHOU KOMHCCHH.

tamMnbl ¢ (pakCUMHIBHBIM BOCIPOU3BEICHUEM MOJINUCU TpEACcCeaaTeis,
3aMECTUTENII  MpeAcenarels,  CeKperapss  TEppUTOPUATIBHOM  KOMHCCUH
U3FOTOBIIAIOTCS O WX TOPYYEHHI0O M MOTYT OBITh  HCIOJIb30BAHBI
JUISL TIPOCTaBJICHUSI Ha JyOJIMKaTaX W KOMUSAX TMOJIMUCAHHBIX B YCTaHOBJICHHOM
NOPSJIKE TOKYMEHTOB.

11.3. TepOoBast medaTp TEPPUTOPUATHHOH KOMHUCCHH TPOCTABIIACTCS
Ha  (UHAHCOBBIX  JIOKYMEHTaX, TapaHTUWHBIX  MHCbMaX,  JOTOBOPAX,
rOCyJAapCTBEHHBIX KOHTPAKTaX JIOBEPEHHOCTSIX, U B JPYTUX MPETyCMOTPEHHBIX
3aKOHOJIATEIbCTBOM CIIyYasX.

11.4. Ha pacchuiaeMbIX KOIHUSX pEIICHUN TEePPUTOPHAIBHOW KOMHUCCHUH,
MIPUKA30B MpeJceaaTess TepPUTOPUATILHON KOMUCCUH, HA TTAKEeTax MpPH OTIIPaBKe
JIOKyMEHTOB, TIpH O(OPMJICHUU TOKYMEHTOB Ha IMPUEM TOBAPHO-MaTEPHUABHBIX
LEHHOCTE TMpocTaBiseTcss TrepOoBas WM HHAs TMe4aTh TEPPUTOPHATBHON
KOMUCCHH.

11.5. Ileyat ¥ TaMIBl NOJIEXKAT YYETY B OTACIBHOM >XypHaje yuera
neyarei U HITAMIIOB pabOTHUKOM anmnapara, OTBETCTBEHHBIM
3a AeNOoNnpou3BOACTBO. [leyatn W mTaMibl BBIIAIOTCA MOJ MOJNKCH B XKypHAJe
ydyeta meyated u mramnoB. Ha »xypnHane mnpocrtaBisiercs otMmeTtka «CIIy,
€ro JIMCTbl HyMEPYIOTCS, MPOIIMBAIOTCS U ONEYATHIBAIOTCS.

11.6. [leyaTn ¥ MITaMIbl JOJDKHBI XPAHUTHCS B HAJEKHO 3aKPHIBAEMBIX

U OlleYaThIBAEMbIX B HEpabouee BpeMs cer(pax nim MeTalTnyeckux mkadax.



65

11.7. KoHTpoap 3a NMpaBUIIBHOCTBIO XPAHEHMsI U MCIIOJIb30BaHMs IedaTen
U IITaMIIOB OCYUIECTBJIIET PAOOTHHMK amnmapara TEPPUTOPHUAIBHOM KOMMCCHUH,
OTBETCTBEHHBIH 32 JIETONPOU3BOJICTBO.

CBepka Hanmuuusl medaTedl M IITAMIIOB OCYLIECTBIIIETCS IPEJCEAATEIeEM
TEPPUTOPUAIIBHON KOMHUCCHH OAMH pa3 B TO.

11.8. Ilpumeninye B HETOJHOCTh IMEYATH W INTAMIIBl YHHUYTOXKAIOTCH,
O YeM COCTaBIIIETCS aKT, a B JKypHaje ydeTa MeyaTell M IUTaMIIOB CTaBUTCS
COOTBETCTBYIOILIAsl OTMETKA.

YHUYTOKEHNE TPOU3BOAUTCS IIOCJIE YTBEPXKACHUS aKTa IpeiceaareiieM
TEPPUTOPUAIIBHON KOMHCCHH. MeTaliInyeckne IeYaTH YHHUYTOXKAIOTCS IIyTeM
MOJIHOTO CIUJIMBAHUA TEKCTA WIM ONUJIMBAHUA JIByMs EPEKPECTHBIMU JIUHUSIMU,
Kay4yKOBBI€ [1I€YaTH U IITAMIIBI PA3PE3aI0TCS HA MEJIKME YaCTH WU CKUTAROTCS.

11.9. O6 yrtepe meyaTH WIM IITaMIa HE3aMEMJIUTEIBHO CTaBUTCA

B U3BECTHOCTH MPEACEAATEN TEPPUTOPHUATILHON KOMHUCCHHU.

12. ®opmupoBaHue e U Nepeaaya ux B apXuB

12.1. CoctaBnenue u yTBEP>KICHHE HOMEHKIATYPHI €.

Homenknatypa nen npenHasHaueHa s (OPMUPOBAHMS HMCIOJHEHHBIX
JOKYMEHTOB B Jeia (3JIEKTPOHHBIE Jejla), CUCTEMAaTU3allMd M yd4eTa Jell,
OIpEJIETICHHS] CPOKOB UX XPAHEHUS U SIBJIIETCS OCHOBOW JJIsi COCTABIICHUS OMHCEH
JIeJl TOCTOSHHOTO U JOJITOBpEMEHHBIX (cBhilie 10 JEeT) CpoOKOB XpaHEHHs,
B TOM 4YHUCJE IO JIMYHOMY COCTaBy, aKTOB O BBIJEICHUM K YHUUYTOKEHUIO
JIOKyMEHTOB C MCTEKIIMMU CpPOKaMU XpaHEHWs, a Takxke Uil yuyera Jell
B JIJIONIPOU3BOCTBE.

B HOMeHKnaTypy Aell MOTYT BKIIIOYAThbCS 3aroJIOBKH €, OTpaKarollue
NEATEIbHOCTh TEPPUTOPUATIBHOM KOMHUCCHMM, B TOM 4YHUCIE JIMYHBIE JIela,
CHPAaBOYHBIE M YUETHbIE KAPTOTEKH U JPYTHe yUeTHbIE (POPMBI.

He BxitoyaroTcs B HOMEHKIATYpY €7 MEPUOAUYECKUE W3AAHMS, KHUTH,

OpOITIOPHI.
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3aroJ0BOK Jiefia IOJKEeH YETKO U B 0000111eHHOM hopMe OTpakaTh OCHOBHOE
colepXkaHue U coctaB JokymMeHToB. He gomyckaercs ynoTpeOiieHue
HEKOPPEKTHBIX (POPMYJIUPOBOK, BBOJHBIX CJIOB U CJIOKHBIX 00OPOTOB.

IIpu cocTaBieHUM HOMEHKIATYphl JAEN CIEAYyET pPYKOBOACTBOBATHCS
pPErJIaMEHTOM TEPPUTOPUATIBHON KOMUCCHUH, [ lepeuHeM TUITOBBIX yIIPaBIEHYECKUX
ApXUBHBIX  JIOKYMEHTOB, 0Opa3yloIIuxcs B  Tpolecce  JeATeIbHOCTU
rOCy/JapCTBEHHBIX OPraHOB, OPraHOB MECTHOT'O CAMOYIIPABJICHUS U OpraHU3alni,
C YKa3aHMEM CPOKOB XpaHEHHUs, YTBEPKICHHbIM Ipukazom DenepanbHOro
apXUBHOTO arcHTCTBa oT 20 Jexaops 2019 roja Ne 236
(manee — Ilepeuens), [lpaBunamu opraHuzanu XpaHEHUs, KOMIUIEKTOBaHMSI,
y4eTa U UCTOJIb30BaHus IOKYMeHTOB ApxuBHoro ¢pouaa Poccuiickoit denepanun
Y IPYTUX apXUBHBIX JOKYMEHTOB B T'OCYJapCTBEHHBIX OpraHax, Opranax MECTHOTO
CaMOYNpPABJICHUS U OpPTaHU3alUAX, YTBEPKIACHHBIX MpukazoMm DenepasbHOTO
apxuBHOro are’rctsa ot 31 wmrons 2023 roma Ne 77, mopsakamMu XpaHEHUs
M Iepejayd B apXMBBI  JJOKYMEHTOB, CBSA3aHHBIX C  IOATOTOBKOU
u IIPOBEACHUEM BBIOOPOB, YTBEPKIACHHBIMU UK Poccun
u Cankr-IlerepOyprckoit M30UpaTeIbHOM KOMHUCCHM, HOMEHKJIATypamu el
TEPPUTOPHUAIIBHON KOMHUCCHUH 32 MTPEAIIECTBYIOIINAE TOBI.

[Ipy MOArOTOBKE HOMEHKJIATYPhI Jed HEOOXOJIMMO YUYUTHIBATH XapakTep
BBIOOPOB, MPOBOJAMMBIX B TIPEJICTOSIIIEM TOAY.

Homenknatypa pen TeppUTOPHUAIBHOM KOMHUCCHUM HaA MPEACTOSIIUN
KaJICHTApPHBIA TOJI COCTaBIsieTCS pa0OTHHKOM amnmapara, OTBETCTBEHHBIM
3a BEJCHHME JICJIONPOU3BOJICTBA, B IIOCIEIHEM KBapTaje TEKYIIEero roja,
COTJIACOBBIBAETCS C CEKPETAPEM TEPPUTOPUATILHON KOMUCCHH, PACCMATPHUBAETCA Ha
3acejaHuu DKCIEPTHON KOMUCCHH TEPPUTOPUATBHON KOMUCCUU, COTJIACOBBIBACTCS
c cekperapeM Cankt-IlerepOyprckoil U30MpaTeIbHON KOMHUCCUM, YTBEPKIAAETCS
MpEACENATENIEM TEPPUTOPUAIIBHOW KOMUCCMM W BBOIAWUTCA B  JIEUCTBHUE
¢ 1 staBaps crneayroriero roaa (mpunoskenue Ne 12).

Homenkiatypa nen He pexe OOHOro pa3a B IATh JIET YTBEPKIACTCA

AKCIEPTHO-TIPOBEPOYHOU METOAUYECKOU KOMHUCCHEUN (nanee — O1IMK)
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Cankr-IletepOyprckoro roCyJ1apCTBEHHOTO Ka3eHHOTO YUPEKICHUS
«llentpanpubiii  rocynapctBeHHbii  apxuB  Caukrt-lletepOypra»  (nmanee —
LI'A CII06).

B ciydae BOZHMKHOBEHMS B T€UEHUE roia HOBBIX JEJ OHHM JOMOJHHUTEIBHO
BHOCSITCS B YTBEP/KICHHYIO0 HOMEHKJIATYpy JIE]1 B YCTAHOBJIEHHOM BBIIIIE ITOPSIJIKE.

[lo oxOHYaHMU KaJeHAApPHOro rojga pabOTHUK amnmnapara, OTBETCTBEHHBIN
3a BEJCHUE [EJIONPOU3BOJICTBA, B KOHLE HOMEHKJIATYphl JAEH COCTaBISET
UTOTOBYIO 3alUCh O KOJMYECTBE 3aBEACHHBIX Je€d (TOMOB, YacTeil), OTAEIBHO
MOCTOSTHHOTO M BPEMEHHBIX CPOKOB XpaHEHUs Ha OyMaXHOM HOCHUTEIE
M O KOJIMYECTBE 3aBEJCHHBIX JJIEKTPOHHBIX J€JI MOCTOSSHHOTO U BPEMEHHBIX
CPOKOB XpaHEHHMS, a TAKXKE 3aN0JHIET Tpady 3 HOMEHKIATYPHI.

Cpok xpaHeHUsI JOKYMEHTOB YKa3bIBa€TCS B HOMEHKJIAType JIEN CO CChUIKOM
Ha craThio llepeyns wim MHOM HOPMATHMBHBIM IIPAaBOBOW AKT, YCTAHABIMBAOIIUN
CPOK XpaHeHus JOKyMeHTa. CpOK XpaHEHUsI JOKYMEHTOB, HE YKa3aHHBIX B JAHHOM
Ilepeune, ycranaBmuBaerca 1o corjacoBanuto ¢  Cankr-IletepOyprekoit
u3oupatenbHoi komuccueit u IIMK LI'A CIIO.

Hcuncnenne CPOKOB XpaHEeHUs JIOKYMEHTOB, 3aKOHYEHHBIX
JEJONPOU3BOACTBOM B TEKYIIEM IOy, HAUMHAETCS C | SHBaps CIEAYIOLIETO roja.

TeppuTopuanbHas KOMHCCHS TakXKe BIpaBe pa3padaThiBaTh THUIIOBBIE
U/WITU IPUMEPHBIC HOMEHKJIATYPBI JIEJ1 JJ1SI Y4aCTKOBBIX U30MPATEIbHBIX KOMUCCHUH.

12.2. OpopmieHre AOKYMEHTOB, 3aKOHUEHHBIX JI€JIOMPOU3BOJICTBOM,
dbopMHUpOBaHUE U TEKYIIIEE XpaHEHUE eI B TEPPUTOPHATHHON KOMUCCHH.

3aKOHYEHHBIE JEJIONPOU3BOACTBOM JOKYMEHTBI opopmIIAIOTCS
B COOTBETCTBHM C TpeOoBaHUSIMU WHCTPYKIMHU, CIHCHIBAIOTCS MpeiceaaTesieM
TEPPUTOPHUAIIBHOM KOMHUCCHUHM B J€J10. [[pr 3TOM B HM>KHEUW 4aCTH JIMIIEBOM CTOPOHBI
NEPBOTO JIUCTA JJOKYMEHTa Ha CBOOOIHOM OT TEKCTa MECTE CTABUTCSI OTMETKA O €T0
WCIIOJIHEHNH, JENAeTCsl HAANUCh «B Aeno», MOXKET yKa3blBaTbCS HOMEP Jeia 10
HOMEHKJIaType ®  jgara  cnucanus. [lpy  HEOOXOAUMOCTH  OTMETKa

00 WCHOJIHEHHH MOXKET OBbITh cjejlaHa Ha OOOPOTHON CTOpPOHE MEPBOIO JKCTA
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IoKyMeHTa. B  perucrpaumonnyio ¢opMy BHOCHUTCS OTMETKa O CIHCAaHUH
JOKYMEHTa B JIEJIO C YKa3aHHEM HOMepa Jiejia COTJIaCHO HOMEHKJIAType Jell.

HcnonHeHHble  AOKyMEHTHl  (OpMHUpYIOTCA  paOOTHHUKOM  ammapata,
OTBETCTBEHHBIM 32 BEJCHHME JICJIONPOM3BOJICTBA, B Jela B COOTBETCTBHU
C YTBEP>KJICHHON HOMEHKJIATypou Aed.

Jleno cuuTaeTcs 3aBEJACHHBIM C MOMEHTa BKJIIOYEHHS B HETr0 IEPBOTO
UCIIOJIHEHHOTO IOKYMEHTA.

3aKOHYEHHBIE JICTOMPOU3BOCTBOM JIEKTPOHHBIE JOKYMEHTBI (POPMUPYIOTCS
pabOTHUKOM  amnmapaTa, OTBETCTBEHHBIM 3a  BEACHHE JIEJOIPOU3BOICTBA
B DJIEKTPOHHBIE Jielia (Tanku, AMPEKTOPUH) B COOTBETCTBUM C HOMEHKJIATYpOU Jell.

[Ipu  ¢dopmupoBanun pgena MpOBEpSETCS MPABUIBHOCTh OTHECEHUS
JOKYMEHTOB B JIaHHOE JI€JI0, Ka4eCTBO 0(OPMIIEHHS M KOMIUIEKTHOCTh JOKYMEHTOB,
HaJIA4INe TIOJIITUCE, BU3, PETUCTPAIIMOHHBIX HOMEPOB, CTIPaBOK
WIA OTMETOK 00 WCIOJHEHWH, CHHCAHWW B JEeN0 W Jpyrux. HempaBuiibHO
oopmIIeHHBIE OKYMEHTBI JOJDKHBI OBITh JOO(QOPMIIEHBI, a 3aTEM IOMEILIEHBI
B JIEIO.

He nomyckaercss momerieHrue B AeNO0 JOKYMEHTOB, COJEpKaHHE KOTOPBIX
HE COOTBETCTBYET 3arojloBKY Jefa.

[Ipu popMupoBaHUM J1€7 COONIOAAIOTCS CIEAYIOIINE TPEOOBAHMUS:

JOKYMEHThl TOCTOSSHHOTO W BPEMEHHOIO XpaHeHus (HopMHUPYIOTCS
B JieJia pa3/iebHo;

B JIeJI0 BKJIIOYAIOTCS TOJIBKO MCIIOJIHEHHbBIE, MPABHJIBHO O(POPMIICHHBIE
JIOKYMEHTBI B COOTBETCTBUH C 3ar0JIOBKaMHU JieJ B HOMEHKJIATYPE;

BCE€ JOKYMEHTBI, OTHOCSIIIMECS K PEIICHUIO OJHOTO BOMpPOca, (POPMUPYIOTCS
B OJTHO JIEJIO;

JOKYMEHTBI, OJJIeXkAaIie BO3BpaTy, B J1JI0 HE TOMEIIAI0TCS;

B JIeJI0 TIOMEIIAETCS TOJBKO OJUH OK3EMIUIAP TOKYMEHTa, UYEPHOBUKH
Y BApUAHTHI IPOEKTOB IOKYMEHTOB B JIEJIO HE MOAIINBAIOTCSA (32 UCKITIOYCHUEM TEX,
Ha KOTOPBIX WMEIOTCS BH3BI, YyKa3aHUA IO HUCHOJHEHUIO JOKYMEHTOB

U pyTUe OTMETKH, TOMOIHSAIONINE EPBBIN SK3EMILISP);
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B JIEJIO BKJIFOYAIOTCS, KaK MPABHIIO, TOKYMEHThHI OJHOTO KaJE€HJApHOTO rojJa
(MCKJTIOYEHUE COCTABIIAIOT JIMYHBIE U MEPEXOISAIIUE J1eT1a);

o0BeM (popMHUPYEMBIX AEN MOCTOSHHOTO XPAaHEHHS M TI0 JIMYHOMY COCTaBY
He J0JkeH mpeBbimaTh 250 nuctoB (3—4 M TOJIIMHBI KOpElIKa Jena), TOJIMHA
JieJ BPEMEHHBIX CPOKOB XpaHEHUs! HE JoJbkHa mpeBbimath 10 cM. Ilpu Gonbiiem
o0beMe JIOKyMEHTOB B Jele (QOpMHUpPYETCs HECKOJIbKO TOMOB (4acTeid).
[Ipn Hanmuuuu B Jeje HECKOJbKUX TOMOB (YacTeil) MHIEKC M 3arojoBOK jela
MIPOCTABIITIOTCS HA KAKIOM TOMe ¢ 1o0aBieHrneM obo3HaueHuit «Tom 1», «Tom 2»
U T.[.

OJIEKTPOHHBIE JIOKYMEHTBI Ha TOMa MW 4YacThU HE Pa3JeistoTCs.
Bce »nekTpoHHBIE NOKYMEHTBI, OTHOCSIIMECS K OOHOMY HOMEHKIIATYPHOMY
WHJIEKCY, HE3aBUCUMO OT X 00beMa, BKIIFOUAIOTCS B OJTHO AJIEKTPOHHOE JIETIO.

B ciyyae HEoOXOAMMOCTH JTOKYMEHTHI MO OJIHOMY U TOMY € BOIPOCY,
HO C pa3IM4YHbIM CPOKOM XpPAHEHUS MOTYT HaXOJWUThCA B OJHOM JEje
JI0 KOHIIA TEKyLIEro roja Wiu A0 3aBEPILICHUS UCIIOJHECHUS JOKYMEHTA, a 3aTeM
nepeOpMUPOBBIBAIOTCS B Ji€JIa MOCTOSTHHOTO U BPEMEHHBIX CPOKOB XPaHEHUSI.

B neno BkiIOYarOTCA BCE JIOKYMEHTBHI 0 KOHKPETHOMY BOIIPOCY BMECTE
C MMPWIOKEHUSIMHU, YKa3aHHBIMU B TEKCTE JIOKYMEHTA, IPU OTCYTCTBUM MPUIIOKEHUM,
YKa3aHHBIX B TEKCTE JOKYMEHTA, UCHOJHUTENb 00sI3aH OpraHu30BaTh UX PO3BICK
M B ciaydyae ©UX OOHapyxeHus copmupoBatb B JIeJIO  BMeECTE
C JOKYMEHTOM, K KOTOPOMY OHM Mpuiaratorcs. Eciam po3bICK JOKYMEHTOB €I
ITOCTOSIHHOT'O WJIA JIOJTOBPEMEHHBIX CPOKOB XPAHEHMS, B TOM YHUCIIE 10 JINYHOMY
COCTaBy, HE Jajl  IIOJOXKWUTEIbHBIX  pPE3yJbTAaTOB,  COCTABJISETCS  aKT
0 HEOOHAPYKEHUH IOKYMEHTOB, ITyTH PO3bICKA KOTOPBIX UCUEPITAHBHI.

JIOKyMEHTbl ~ BHYTpPM  JieJla  PacIojararorcsi B XPOHOJOTHUYECKOU
WJIM BOIIPOCHO-JIOTUYECKOM MTOCIEI0BATEIBHOCTH UJI UX COYETAHUU.

HopmatuBHble ¥ OpraHM3alMOHHO-PACTIOPSIAUTEIBHBIE  JTOKYMEHTBI
C OTHOCSAIIMMUCSI K HHUM NOPWIOKEHUAMU TPYNNUPYIOTCA B Jejla [0 BHUAAM

JAOKYMCHTOB H 110 XPOHOJIOI'HH.
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[IpoTOKOIIBI 3aceqaHuil TEPPUTOPUAIIBHOW KOMHUCCUH PACIIONararoTcs B AeIie
[0 XPOHOJOTMM B TOPSAKE BO3pACTaHUs HOMEPOB. J[OKYMEHTBI K 3aCEIaHUIO
TEPPUTOPUATILHON KOMHUCCUHU MOMEIIAIOTCA MOCJI€ COOTBETCTBYIOIIETO MPOTOKOJIA
B MOPSJIKE pACCMOTPEHHMS BOITPOCOB HA 3aCEIAHUMU.

[Tonoxenus, WHCTPYKIINH, YTBEPKJICHHbIC pacropsiAuTeIbHBIMU
JOKYMEHTaMH, SIBIIIIOTCA TMPUIIOKEHUAMH K HUM W TPYNIUPYIOTCA BMECTE
C YKa3aHHbIMU JOKYMEHTAMH.

[InanoBast u oT4ETHAs! JOKYMEHTAIIUSI HE3aBUCUMO OT JaThl €€ COCTABJICHUS
BKJIFOYAETCS B JEJIO TOTO ro/ia, K KOTOPOMY OHA OTHOCHUTCS.

IIpu nHeoOxomumoctu B gene «llepernmcka» uUCXonsmuii (OTBETHBIN)
JOKYMEHT TIOMelaeTcs Tmocie Bxopsiiero. IIlpu BO30OHOBICHUHM MEPENUCKU
10 BOIIPOCY, HAYABIIEHCS B MPEIbIAYIIEM IOAy, JOKYMEHTBI BKIIOUAIOTCS B JIEJIO
TEKYyIIero roja M YyKa3blBa€TCd HHJEKC TOro Jeja IO HOMEHKIAType el
NpEeAbIIYIIET0 TOoJa, B KOTOPOM HaXOJATCS MPEAIIECCTBYIOMINE JOKYMEHTHI
10 3TOMY BOIIPOCY.

OOpamieHust rpaxaadH ¥ JOKYMEHTHI MO UX PACCMOTPEHUI0 (POPMHUPYIOTCS
B oTnenbHbIe fena. OOpamieHus, TOKyMEHTHI 10 UX PACCMOTPEHUIO COCTaBJISIOT
B JIeJie CaMOCTOSITEJIbHbIE TPYIIBl W TOMENIAIOTCS B Jiela B COOTBETCTBUU
C HOMEHKJIATYPO J1eJ1 TEPPUTOPUATBHON KOMUCCHH.

[Ipu popmupoBanum aena U3 HECKOJIBLKUX TOMOB (4acTeit), KpoMe OOIIero
3aroJioBKa nena npu HEOOXOIMMOCTH COCTaBJISIFOTCS 3aroJ0BKU
KQKJI0TO TOMa (4acTH), yTOUHSIOIINE COJep>KaHue TOMOB (4acTei) mena.

B nenax, Haxonmsmmxcs B JEIONPOU3BOJCTBE, JOKYMEHThI TEKYIIETrO rojia
pacronararoTcs 10 XPOHOJOTMU CHH3Y BBEpPX II0 Mepe TMOCTYIUICHHUS.
[Ipy mnOArOTOBKE K cIadye B apXWB Jela C JOKYMEHTAaMU [OCTOSIHHOTO
U JI0JITOBpeMEHHBIX (CBhIIe 10 JIeT) CPOKOB XpaHEHUs mNepedhOopMHUPOBBIBAIOTCS
B 00paTHOM MOPSJIKE: TOKYMEHT, MMOCTYNUBIINN B KaJ€HIAPHOM IOy MOCJICIHUM,
JOJKEH OBITh BHU3Y JieJia, a TEePBBIA JTOKYMEHT KaJICHIApHOTO TOJa — BBEPXY,

MIEPBBIM.
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Jlena ¢ MOMEHTA MX 3aBEICHUS W 10 MEPENAYN B apXUB WM YHUUYTOKECHUS
B CBSI3M C MCTEUEHUEM CPOKOB XpaHEHUsl HaXOHSTCs y mpenacenaress (cexkperaps
Wi pabOTHHKA ammapara, OTBETCTBEHHOTO 3a BEACHHUE JIEJONMPOU3BOJICTBA)
TEPPUTOPUATIEHON KOMHUCCHUHU.

DNEKTpOHHBIC  JTOKYMEHTHI ~ (OPMHPYIOTCS B JJIGKTPOHHBIE  Jela
B COOTBETCTBUHA C HOMEHKJIATypou Jeia. B HOMEHKIaTtype Jen yKa3bIBaeTcs,
YTO JIeJI0 BEAETCS B DIEKTPOHHOU ¢dopme. DIEKTPOHHbIE JOKYMEHTHI MOCIe
VX WCIIOJHCHHUS WIM OTIPABKU MOMJIECKAT XpaHeHuto B [IJ] B TedeHue CpoKOB,
MPEAYCMOTPEHHBIX JIJI1 aHAJIOTHYHBIX JIOKYMEHTOB Ha OyMa)KHOM HOCHTEIIE.
B cinydae eciu nena mpencraBieHbl Ha OyMakKHOM HocuTesne W B (dopme
AIIEKTPOHHBIX TOKYMEHTOB («THOPUIHOE JEJI0») U HE UMEIOT 3JIEKTPOHHOT0 00pasa
B COOTBETCTBYIOLIEH PVK, TO OHU [oJuIeKaT CKaHUPOBAHUIO
C MOCHEAYIOUUM MPUCOEAMHEHUEM 3JIEKTPOHHOTO o0paza B COOTBETCTBYIOIIYIO
PVK.

B HOMeHKIaType nien 3JEKTPOHHOE N0 U JIeJI0 Ha OyMa>KHOM HOCHUTEIe
OTPAXAKOTCA KakK JBa TOMa, UMEIOIIAE OJIMH 3arojOBOK M CPOK XPaHCHMUS.
K uHIeKCy 37eKTPOHHOTO Jieia MpuOaBIseTcs JuTepa «O».

[IpoTokonsl 3acelaHuii, PEIIEHUS TEPPUTOPUAIBHOW KOMHUCCHUH, CIHACKHU
MPUTJANICHHBIX, NPWIaraéMble K MPOTOKOIY MOJJIMHHBIC 3K3EMIUISIPbI PEIICHUN
C COOTBETCTBYIOIUMH IPUIIOKECHUSMH, ITPOTOKOJIbHBIE MOPYUYCHUS, JTOKYMEHTBHI,
MOCITYKUBIIIME OCHOBAHMEM IS PACCMOTPEHHUS BOIIPOCA HA 3acelaHuu
TEPPUTOPUATILHOM  KOMHUCCHHM, pacliM(ppoBaHHAs  ayaAUO3aMKUCh  3acelaHus
(mpu ee HAIMYMUM), A0 TIEPEAur B apXHUB HAXOJATCS y mpejaceaarens (paboTHHUKA
ammapara, OTBETCTBEHHOTO 3a BEICHHUE JICJIONPOU3BOJICTBA) TEPPUTOPHATBHOU
KOMUCCHH.

3a COXpPaHHOCTh JOKYMEHTOB M JI€J1 OTBETCTBEHHOCTh HECET MPEACEATEIIb
TEPPUTOPUATIBHON KOMUCCHH.

Jlena mOJDKHBI HAXOAWTHCS B paldodeil KOMHATE WU B CHEIUATBHO
OTBEJICHHOM ISl 3TOW 1LIeJIM TTOMEIIEHUU U XPAaHUThCA B 3amuparomuxcs mkadax,

MpCaOXpaHArOInX JOKYMCHTBI OT IIbIJIN U BOSHeﬁCTBHH COJIHCYHOI'O CBCTA.
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B memsx oOecnedeHWS OINEpPaTUBHOIO TIOWCKAa JIOKYMEHTOB Jelia
pacroyiaratorcsi B COOTBETCTBHM C HOMEHKIATYpOH JieJ, KOIHUS KOTOPOM
IpY HEOOXOTMMOCTH, TIOMEIIAETCSI Ha BHYTPEHHEHW CTOPOHE BEPIIHI MKada.

Ha xopemikax 00J105keK Jieja yKa3bIBalOTCS MHACKCHI e IT0 HOMEHKIIAType
Te.

Jlema, Haxopmsmiuecss Ha TEKYIIEM XpaHEHWH, Mojuiekar ydery. Ilepen
nepeigadeld  JOKYMEHTOB B apXWB  IIPOBOJUTCS  IIPOBEpKa  HAIMYHS
Y COCTOSIHUS TOKYMEHTOB U JIEJI B IIEJISIX YCTAHOBJIEHUS (PaKTUUECKOTO HATMYHS 1ETT
Y COOTBETCTBHS UX KOJUYECTBY, YUCIISAIIEMYCSI 10 HOMEHKJIAType Jell.

[IpoBepka HaIU4Yusi W COCTOSIHUS JIOKYMEHTOB M JIed MPOBOJIUTCA
pU TIEpEMEIEHUH JIeJl, BO3BpaTe e, CMEHE Ipejacenareiss TeppUTOpHUaIbHOU
KOMHUCCHUH, TIEpe]1 Tiepeaadeii B apXuB.

[IpoBepka MPOBOAWTCS IIyTEM CBEPKH CTAaTed HOMEHKJIATYPHI e
C OMHMCAHMEM JIe]T Ha 00JIOXKKE, a ((PU3NIECKOE COCTOSHHE NI OMPEALCIISACTCS MyTeM
WX BH3yaJIbHOIO TpocMoTpa. Bce oOHapykeHHBbIE HEAOCTATKH (PUKCUPYIOTCS
B aKT€ MPOBEPKU HAJTMYHS U COCTOSIHUS JICIT.

B cnmydae yTparthl JOKYMEHTOB U JIel TPOBOJUTCSA  CIIy»KeOHOE
paccienoBaHude, O pe3yibTaTaM KOTOpPOTO JIMIIO, BUHOBHOE B yTpaTe, HeceT
OTBETCTBEHHOCTh B yCTAaHOBJICHHOM  Topsinke.  [IpwHMMaroTcs  Mepsl
0 3aMEIIECHUI0 YTPAuYEeHHOTO JOKYMEHTA 3aBEPEHHON KOMHel (110 BO3MOXKHOCTH).

Ecnu otmenpHBIE MOKYMEHTBI, YK€ BKJIIOYCHHBIC B JEJI0, BPEMEHHO
TpeOYIOTCS M1 pabOThl, OHM MOTYT OBITh BBIJAHBI M3 JieJla, @ Ha WX MECTO
BKJIQJIBIBACTCS JIUCT-3aMECTUTENh C YKa3aHUEM, KOTIa, KOMY M Ha KaKOM CPOK BBIJIaH
JTIOKYMECHT.

12.3. DkcnepTr3a IEHHOCTH IOKyMEHTOB.

DKcnepTr3a IEHHOCTH JIOKYMEHTOB IMTPOBOIUTCS JIJIsl YCTAHOBJICHUST HAYYHOM,
UCTOPUYECKOW W TPAKTHYECKOW 3HAYMMOCTH JOKYMEHTOB, OOpa30BaBIINXCS
B mporiecce NEeSATEeTbHOCTH TEPPUTOPUATILHOM KOMHCCHH,

C 1IeJIbI0 0TOOpa UX ISl JaTbHEHIIIEro XpaHeHUs WJIM YHUUTOXKEHUS.
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OKcnepTu3a LUEHHOCTH JOKYMEHTOB IIPOBOJAUTCS IIPM  COCTaBIICHUU
HOMEHKJIATypbl J€J, B Ipolecce (POPMUPOBAHUSA M€, NPU IOATOTOBKE €I
K Ilepeladye B apXWB, NPHU BBIACICHUM K YHHUYTOXEHUIO J€JI, JJIEKTPOHHBIX
JOKYMEHTOB, HE IOJICKALUX XPAHEHUIO.

JIns paccMOTpeHUs IIPOEKTOB HOPMATHBHO-METOAMYECKUX JOKYMEHTOB
II0 BOIPOCaM JAEJONPOU3BOJACTBA M APXUBHOIO JENA, OMUCEH JIEJI MOCTOSHHOIO
U JIOJITOBpEeMEHHBIX (CBbIIE 10 JI€T) CPOKOB XpAHEHHUS, AKTOB 00 YHUUTOXKEHUH AEI
U JOKYMEHTOB, HE HMMEIOIINX HAy4YHOW LIEHHOCTH M NPAKTUYECKOTO 3HAYCHMS,
IIPUKA30M IIpeJcenarTes TEPPUTOPUAIIBHOM KOMHUCCHUM CO3JACTCA DJKCIEepTHas
komuccus (nanee — JK).

B ee ¢pyHKIMH BXOJUT PacCCMOTPEHUE U COTJIACOBAHWE HOMEHKIIATYpPbI JE
TEPPUTOPUAIIBHON KOMUCCHUHU.

B cocra DK Moryr BKIOYaTbCs 4WICHBI TEPPUTOPUAIBHOW KOMHUCCHH,
IrpakKIaHCKHE CITy Kalue amnmapara TEPPUTOPHUAIIBHON KOMHMCCHH,
1o corjiacoBaHuio pabotHuku ammapara Cankrt-IletepOyprckoil nzbupareabHoON
KOMMCCHU.

IIpr mnpoBeneHMM 3SKCIEPTHU3BI LIEHHOCTH JOKYMEHTOB OCYLIECTBIIAECTCS
0oTOOp /1]l MOCTOSTHHOTO M JI0JATOBPEMEHHBIX (CBbIIEe 10 JI€T) CPOKOB XpaHEHHS,
B TOM YHCJIE 110 JUYHOMY COCTaBY, OTOOP A€l C BPEMEHHBIMH CPOKaMH XpaHEHUS,
MOUICKAIIMX XPAHECHUIO, BBIICICHUE K YHHUUYTOXCHUIO JEJ, CPOKM XPAHEHUSA
KOTOPBIX MCTEKJIA. IIpu 3TOM OTHOBpPEMEHHO MPOBEPSAIOTCS Ka4ECTBO M MOJHOTA
HOMEHKJIATyphl J€JI, IPAaBUIBHOCTb OIPEACIICHUS CPOKOB XpaHEHus Jell,
JIOKYMEHTOB.

DKcrepTr3a LEHHOCTH JOKYMEHTOB OCYIIECTBJISIETCS ITyTEM IOJMCTHOTO
npocMotrpa Jnen. He nomyckaercas oTOOp JOKYMEHTOB Ui XpaHEHUS
WJIM K YHAUYTOKEHUIO TOJBKO HA OCHOBAHUU 3ar0JIOBKOB JIEIL.

OTOOp  DJMEKTPOHHBIX  JIOKYMEHTOB  JJid  Tepeaadyd B apXuB
MOJKET OCYIIECTBISTHCS B aBTOMATH3MPOBAaHHOM pEXHUME IyTeM oTOopa

nokyMeHToB B I1]] mo npusnakam «MHaekc aena», «Cpok XxpaHEHUSD.
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JIOKyMEHTBI, yTpaTUBIIME NPAKTUYECKOE 3HAYEHHE M HE HUMEIOIINe
UCTOPUYECKON WIJIM HAYYHOM HEHHOCTH, MO MCTEYECHUH YCTAHOBJIICHHBIX CPOKOB
XpaHEHUs MOJIJIeKAT YHUUTOKECHUIO 10 aKTy.

AKTBI O BBIJICJICHUHM K YHUYTOXXEHHUIO JIE U JIOKYMEHTOB paccMaTpUBarOTCs
Ha 3acemaHussx OK OJHOBPEMEHHO C ONHUCSIMH J€Nl. YHUYTOXKEHHE JIeN
Y JOKYMEHTOB JI0 YTBEPKJACHUS aKTOB 3aIpElIacTCsl.

1o pe3ynbTaTaM SKCIEepTU3bl HIEHHOCTH IOKYMEHTOB PaOOTHUKOM arirapara,
OTBETCTBEHHBIM 32 BEJICHHE JIEJONPOU3BOJICTBA €KETOTHO COCTABIISIIOTCS CBOJIHBIE
OMMCH JIeJI TTOCTOSTHHOTO U JOJITOBPEMEHHBIX (CBbIIIE 10 JIET) CPOKOB XpaHEHUS
U 110 JIMYHOMY cocTaBy (npuioxenus NeNe 13,14,15), a Takke akThl O BBIICICHUH
K YHHYTOXXCHHUIO JJOKYMEHTOB, HE TIOJUIeKAIUX XpaHeHHIO (TiprtoskeHne Ne 16).

Onucu fen TMOCTOSIHHOTO M JIOJITOBpeMEeHHBIX (cBbimie 10 J€eT) cpokoB
XpaHEHHUs, a TakXKe akTbl O BBIJCICHUU K YHUYTOXKECHHUIO JOKYMEHTOB,
HE MOJISKAIINX XPAHEHUIO, paccMaTpuBatoTcs Ha JK.

Onucu n1en, JOKYMEHTOB TIOCTOSIHHOTO CPOKa XpaHEHUSI M aKThl
O BBIJICJICHUU K YHUUTOKEHUIO JJOKYMEHTOB, HE MOICXKAIINX XPAHEHUIO, MOIJIEHKAT
yTBepKIeHUI0 LleHTpanbHOil 3KcnepTHO-TIpoBEepouHOi KoMmuccuu (nanee — [{II1K)
ApxuBHoro komurera Cankr-lIlerepOypra, a omucu Jen MO  JIMYHOMY
coctaBy — yrBepxkaennto OIIMK TII'A  CII6. Ilocne yrtBepxaenus [[DIIK
ApxuBHoro komutera Cankt-IlerepOypra ommcu Jen ¥ akThl O BBIICIICHUU
K YHUUTOXXEHUIO JOKYMEHTOB, HE TOJJIEXKAIIUX XPAHCHUIO, YTBEPKIAOTCS
npeaceaaTe’aeM TEPPUTOPUATIBHON KOMUCCHH.

UepHOBUKM W  PYKONKHCH TOJATOTABIMBAEMBIX JIOKYMEHTOB, KOIHUH
WHQOPMALIMOHHBIX W JPYTMX MaTepHalioB, HE TMOJJICKAIINX BKIIOUYCHUIO
B HOMEHKJIATYpPY [IeJ, IO MHUHOBAaHHHM B HHUX HAJIOOHOCTH MOTYT YHUYTOXATHCS
0e3 cocTaBJICHUS aKTa.

[leperuier (moamuBKa) A€l MNPOU3BOJUTCS TOJBKO TMOCJHE TMPOBEACHUS
AKCIIEPTU3BI LICHHOCTH IOKYMEHTOB.

12.4. Odopmnenue nen.
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Hena, mnojexanye IMepeaadye Ha XpaHEHUWE B apXUB, JOJDKHBI OBITh
o opMIIEHBI COOTBETCTBYIOIIUM 00pa3oM.

Odopmitenne aena BKIIOYAET B Ce0s TPOBEPKY CUCTEMATU3AINH JIOKYMEHTOB
BHYTpH JieJia, HyMEpPAIUIO JTUCTOB, COCTABIIEHUE BHYTPEHHEW OMUCU JTIOKYMEHTOB
nema (mpwiokerane Ne 17), nmcra-3aBeputens jgena (npuiokenue Ne 18),
odopMIICHIE PEKBU3UTOB O0JI0KKH, TTOAIMINBKY (TIEPEIUIET) Jea.

B 3aBUCUMOCTH OT CPOKOB XpaHEHUSI MPOBOAUTCS MOJHOE WJIM YACTUYHOE
odopmIIeHHE JIeTT.

Jlena MOCTOSIHHOTO U JOJATOBPEMEHHBIX (cBhiie 10 J€eT) CpoKOB XpaHEHUs
nojJiexaT nmoysHoMy odopmieHuto. [lomHoe opopmieHue nena mpeaycMaTpuBaeT
MPOBEPKY  CHCTEMATH3allid  JOKYMEHTOB BHYTPU  Jela, TPaBHIBHOCTH
ux opopMieHus (Haau4re HEOOXOIUMBIX TOJIMUCEN, BU3, OTMETOK O PErUCTpalluu
¥ WCTIOJHEHUH, MPUIOKCHUN), HyMEpaIuio JIHNCTOB, COCTABIICHHEC BHYTPCHHEH
ONKCH JOKYMEHTOB fena (s 0co00 IHEeHHBIX e, JUYHBIX TN, a TaKkkKe e,
cOPMHUPOBAHHBIX MO PA3HOBUIHOCTSAM JIOKYMEHTOB, 3aroJIOBKM KOTOPBIX
HE PACKpPBIBAIOT KOHKPETHOE COACpX)aHHE JOKyMEHTa), COCTABJIICHHWE JIHCTa-
3aBepUTEIs Jesa, 0(popMIIEHUE PEKBU3UTOB 00JIOKKHU, TTOAIIUBKY (TIEperuieT) aena.

Jena BpemeHHBIX (10 10 JIeT BKIIOYUTEIBHO) CPOKOB XpPAHEHHUS MOJJIEKAT
4aCTUYHOMY O(OPMIICHHIO: JIOMYCKAaeTcs HE MPOBOAUTH CHCTEMAaTHU3AIUIO
JIOKyMEHTOB B JieJie, JIUCTHl JieJla He HyMEpoBaTh, 3aBEPUTENIbHBIC HAJMHUCU
HE COCTaBJISTh.

O610xKa nena odopmisieTcst o YCTaHOBJICHHOM dbopme
(mpunoxxenne Ne 19). Ilpu sTom 0003HaueHHME apXWUBHOTO MM(dpa, HAHOCUMOE
B IIPaBOM BEpPXHEM YINy, nepeBopaunBaercs Ha 180 rpagycoB MO OTHOLIEHHIO
K O0O0O3HAaYCHHWIO B JICBOM HIDKHEM YIJy €IUHUIBI XpaHeHus. CBeaeHUs
Ha 00JIOXKKY MEPEHOCATCS W3 HOMEHKIJIATYPBI JIe]T ¢ YTOYHCHUSAMH, OTPAKAFOIIMHU
(haKTHYeCKHil COCTaB MOMEIIEHHBIX B JIEI0 JOKYMEHTOB.

O6noxka nena odOpMIISIETCS YEPHBIMH CBETOCTOMKHUMHU YEPHHIIAMH,

pa3bopuuBO, O€3 COKpAIICHUIA.
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Ha o06mokke nema yka3bIBalOTCSl CIEAYIOUIME PEKBU3UTHI: HANMEHOBAaHUE
TEPPUTOPUATBHON KOMHUCCHH, JICIIOMPON3BOJACTBCHHBI HOMEp (MHICKC) Jena,
3arojIOBOK Jena, Jara jeia (Toma, YacTd), KOJHWYECTBO JIMCTOB B Jele,
CPOK XpaHEeHHUs Jieia, apXUBHBIN mudp aena.

PexBu3uTHI, pocTaBIsieMble Ha 00JIOKKE Aeina, OPOPMIISIOTCS CIAEAYIOIIAM
oOpazom:

HaNMEHOBAaHUE TEPPUTOPHATHLHOW KOMHCCHH YKAa3bIBACTCSI B COOTBETCTBUH
C periaMeHTOM TEePPUTOPHAILHOW KoMUCCcHH. [IpH WM3MEHEHWN HaNMEHOBAHHS
TEPPUTOPUATHHON KOMHCCHUU B T€UCHHE IMEPHUOJIa, OXBATHIBAEMOTO JTIOKYMEHTaMH
7iena, Ha O0JIOKKE K CTapOMY HAaMMEHOBAHUIO MIPUITUCHIBAETCS] HOBOE;

JEJOMPOU3BOACTBEHHBIN HOMEp (MHAEKC) JieJa — MpocTaBisieTcss HudpoBoe
o0o3HaYeHHe (MHICKC) Jesia M0 HOMEHKJIAType NIl W YKa3bIBaeTcs HOMEp TOMa
(qactn);

3arojOBOK (HaMMEHOBaHHE) Jela IMEPEHOCHTCS W3 HOMEHKIATYPhl el
(B HEOOXOAMMBIX CIIydasiX B 3ar0JIOBOK BHOCATCSI YTOUHEHHUS);

Jarta Jiena — Ha 00JIOJKKE JIea YKa3bIBAlOTCS IBE IAThl, KOTOPHIE HA3BIBAIOTCS
KpafHUMHU JaTaMd W COOTBETCTBYIOT TOJy 3aBEJCHUS W OKOHYAHHS Jeja.
HadanpHass nata —d3TO Jara caMOro paHHEro, a KOHEYHas Jara — JaTa caMoro
MO3/IHETO JOKyMeHTa B Jnene. [Ipy 3TOM Y4YUTHIBAIOTCS JaThl BXOJSIINX
U HUCXOAAIIMX JIOKYMEHTOB (B ClIydae WX OTCYTCTBHSA — JaThl PETUCTPAIMU
JOKYMEHTOB) U HE YYUTHIBAIOTCS JaThl CIUCAHUS JIOKYMEHTOB B JIEJI0, YKa3aHUH 10
UCTIOJTHEHUIO JOKYMEHTOB, OTMETOK HCIIOJIHUTENS (32 HCKIIOYCHHUEM CIIyvaes,
KOTJ]a Ha JJOKYMEHTaxX He UMEETCs APYTruX JaT, KpoMe MepedyrciIeHHbIX). [laramMu
JIeJT, COJIEPIKAIIUX TPOTOKOJIBI 3aCCIaHMM, SIBJISIOTCS JIaThl MIEPBOTO M TOCIICIHETO
POTOKOJIOB, BOIIEIINX B AEIIO.

[Tpu HanmucaHWM KpalHHMX JaT Ha OOJIOXKAX JEJI MOCTOSHHOTO XpaHCHHUS
YHCJIO U TOJI IPOCTABISIOTCS apaOCKUMU ITUPpaMu, a Ha3BaHUE MECAIA MHIICTCS
Nponuchio 0e3 cokpamienns. Ha o0n0kkax aeil BPEMEHHBIX CPOKOB XPaHEHUS

YKa3bIBACTCs TOJIBKO I'O.
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Ha o0noxkax pen, COCTOSIIMX M3 HECKOJIBKUX TOMOB  (4acTei),
IPOCTABJISIIOTCS KpaliHUE JaThl KaX/10ro ToMa (4acTu).

KonuyecTBO  NpOHYMEpPOBaHHBIX B JIeJi€  JMCTOB  IPOCTABIIAETCS
C JIUCTa-3aBEpUTES JIea.

Cpok XxpaHeHHs TEPEHOCUTCS Ha OOJOXKKY Jejia U3 HOMEHKJIATyphl Jedl.
Ha nemax noctossHHOrO Xpanenus numercs: «[1ocTostHHOY.

ApxuBHbII u@p Jena COCTOUT U3 Homepa (oHJIa, HOMEPA ONKMCH, HOMEpa
Jiesa Mo OMMCH U MPOCTABIISIETCS NIOCIIE YTBEPKICHHS U COTJIacOBaHUS OMUCEH el
MOCTOSTHHOTO U A0JTOBPEMEHHBIX (CBbIIE 10 JIeT) CPOKOB XpAHEHHUS.

Ha «kopemke Jena yKa3blBalOTCS 3aroJIOBOK  JIeNla, MHACKC Jena
110 HOMEHKJIAType, J1aTa JeJia U CPOK XPaHEHUSI.

B nensix obecnieueHns COXpaHHOCTH U 3aKPETIIICHUS TTOPsIIKa PaCOI0KEHUS
JIOKYMEHTOB, BKJIIOUYEHHBIX B JI€JIO, BCE JINCTHI, KPOME YUCTHIX, JINCTA-3aBEPUTEIIS
Jiea v JIMCTOB BHYTPEHHEN ONMUCH, HYMEPYIOTCSL B Pa3BEPHYTOM BUAE apaOCKUMU
mubpamMu  BajloBoW Hymepanueidl. UucTble JMCTBI U3 Ji€Nla  U3bIMAIOTCs
(0e3 moBpexAEHUS LEJIOCTHOCTH JieJa) U yHUUTOXarTcd. JIMCThl HyMepyroTcs
IIPOCTBIM KapaHJAIIOM CBEPXY BHH3 B BO3PACTAIOILIEM NOPSAIKE HOMEPOB HAUMHAs
¢ nepBoro. Ludpsl npocTapisioTca B MpaBOM BepxXHeM yriy jucta. Hymepanus
LBETHBIMHU KapaHJallaMH, YEPHWIAMHA U HyMepaTopaMu He JAO0IMYCKAETCS.

JIoKkyMeHTBI ¢ COOCTBEHHOM HyMepalei JIMCTOB, B TOM YHCIIE IEYaTHBIC
U3JIaHUS, HYMEPYIOTCS B OOUIEM TMOPSAAKE WM COXPAHSIOT COOCTBEHHYIO
HYMEPALMIO, €CJIM OHAa COOTBETCTBYET NOPSIKOBOMY PACIIOJIOKEHUIO JIMCTOB
B JIEJIE.

Cnoxennblii nuct Oonbinoro ¢opmara (A2, A3) pa3BopaunBaeTcs
U HyMepyeTcs B MpaBOM yacTH BepxHero mouis jucta. [Ipu s3tom numct modoro
dbopmara, TOALIMTHIM 3a OAMH Kpail, Hymepyercs Kak OJUH JIUCT, a JIUCT,
CIIOEHHBI M TOJIIIUTHIMA 32 CepeArHYy, MOMJICKUT MEPEIIMBKE U HyMEpyeTcs
KaK OJIMH JIUCT.

Ecnu B nene ecTh KOHBEPT C BIOXKEHUSIMU, TO CHayajaa HyMepyeTcsl KOHBEPT,

a 3aTCM OYCPCAHBIM HOMCPOM KaKI0C BJIOKCHHUC.
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dororpapuu U JIpyrue WUIIOCTPaTUBHBIE MaTepUallbl HYMEPYHOTCS
Ha 0OOOpPOTHOI CTOPOHE B JIEBOM BEPXHEM YTIIIy.

JIuct ¢ Harmyxo HaKJI€CHHBIMHU JOKYMEHTaMu (BbIpe3kamiu, ¢poTorpadusiMn)
HyMepyeTcs Kak OJUH JUCT. Ecau K JOKyMEHTY MOAKIEEHbI OAHUM KpaeM Jpyrue
JIOKYMEHTBI (BCTaBKU TEKCTA, IEPEBOJIBI), TO KaXKIbI JTUCT HYMEPYETCS OTIEIBHO.

[Ipunoxenue K Jelly, COCTABISIIOUIEE OTIEIbHBI TOM, HyMEpYyeTcs
OTJIEJIBHO.

[Ipy HamMyuM OTAENBHBIX OWMOOK B HyMEpaluu JIMCTOB B Jienax
IpU TNOArOTOBKE HUX K CJade B apXMB JOIYCKAeTCs IO COIVIACOBAHUIO
C HUM YTNIOTpeOJIeHNE JINTEPHBIX (C OyKBEHHBIMU JOTIOJIHEHUSIMHU ) HOMEPOB JIUCTOB.

B nenax MOCTOSTHHOrO CpoOKa XpaHEHUS W OTIEIbHBIX KAaTEropusiX el
[0 JINYHOMY COCTaBy (JIMYHBIX JellaX, a TaKXkKe JejaX, BKIIYAIIUX B ce0s
TPYJIOBbIE JTOTOBOPBI, JIOTOBOPHI T'PAXKIAHCKO-IIPABOBOTO XapakTepa M aKThl
BBIIIOJIHEHHBIX pa0OT K HUM) I y4€Ta U MOKUCKa JOKYMEHTOB B HayaJle Jejia MOKET
HIOMEIIAThCSI BHYTPEHHSISI OnUCh (Tipritoxkerne Ne 17).

JIucThl BHYTpEHHEN ONTMCH HYMEPYIOTCS OTIEIBHO.

Kaxnoe neno 3akaHuMBaeTCs JMCTOM-3aBEPUTENIEM YCTaHOBIEHHOW (OpPMBI
(mpmnoskenue Ne 18).

B nucre-3aBepurene gena nuu@pamMu 1 MpONUCHI0 YKAa3bIBAETCS (DaKTUUECKOE
KOJIMYECTBO JINCTOB B JJTAHHOM JIEJI€, @ TAK)KE HAINYUE JTUTEPHBIX U MPOITYILIEHHBIX
HOMEPOB JIUCTOB, KOJUYECTBO JIUCTOB BHYTPEHHEH OMMCH M HAJIMYHUE Cpeau
JIOKyMEHTOB Ta3eT, KHUT, Opourop, deprexeit, gororpaduii, pucyHKOB U T.1.,
CTaBSITCS JjaTa ¥ MOANKCH paOOTHUKA, CPOPMHUPOBABLIETO J€JI0, U YKA3bIBAIOTCS €T0
JOJKHOCTh, MHUIMABI U aMuiusi. Eciu KonryecTBO JTUCTOB B JI€Nie U3MEHSETCH,
3aBEpUTEIIbHAS HAJIIUCh COCTABJISAETCS BHOBD.

[Ipu moaroToBke /e K MOJIIMBKE (MEPEIIETy) NpOBEPSAETCS NPABUIBHOCTD
ux (popMupoBaHusi, opopMieHuss. MeTaminyeckue U IJIACTUKOBBIE CKpPEIUICHUS,

d TaKXKC TCPMOIICPCIUICTBI U3 TOKYMCHTOB YJIAJIATOTCA.
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JIOKyMEHTBI IOJIIIUBAIOTCS TAKUM 00pa3oM, YTOObI MOYKHO ObLIO CBOOOIHO
MPOYUTATh TEKCT KaXJOro JOKYMEHTa, BHU3bl U YyKa3aHUS IO HCHOJIHEHUIO
JIOKYMEHTA.

12.5. [lepenaya aen B apxuB.

Ilepenaua naen nocrosinHoro cpoka xpaneHus B III'A CII6 ocyiectBisieTcs
noeMHU4YHO 1o yTBepkaeHHbIM L[DITK ApxuBHoro komutera Cankr-IlerepOypra
OIHCSIM JIeJT TOCTOSIHHOT'O XPAHEHHS.

[IpueMm JOKYMEHTOB Ha TIOCTOSSHHOE XpaHEHHE OQOpMISIETCS aKTOM
npuemMa-repeaadn J0KyMeHToB (mpuioxenue Ne 20).

[Ipy mepemade nen Ha BCEX SK3EMIUISIpAX OMHUCH JI€JT MPOTHUB KaXIOTo
BKJIIOUEHHOTO B Hee jena B rpade «lIpumedanuey cCTaBUTCS OTMETKa O HAJMYUU
nena. B KOHIlE KaXIIOro OSK3eMIUIsipa ONHMCH JIeN YyKas3blBalOTCS Iudpamu
U TMPONUCHIO0 KOJUYECTBO (PAKTHUUECKU MPUHSITHIX (MEPEaHHbIX) B apXuB Jied,
WHULMAIBI U (aMWINKM JIUI, OCYHIECTBISIONIMX MpUEM-TIepeady e, CTaBsITCs
UX TOJANUCH U JaTa.

[Ipu mpueme nen B apXuBe MPOBEPSETCS MPABWIBHOCTh UX O(OPMIICHUS.
Hena, odbopmiieHHBIE C HapyIlIEeHWEM IMpaBUJl, YCTaHOBIEHHBIX WHCTpyKIneH,
BO3BpAILAIOTCS B TEPPUTOPUATBHYI0 KOMHCCHIO C YKa3aHMEM HEIOCTaTKOB
JUJISl UX YCTPAHEHMUS.

TepputropuanbHas KOMUCCHUSA UMEET MPUOPUTETHOE paBo
Ha MCIOJIb30BaHUE TOKYMEHTOB, MEPEJaHHbIX €10 Ha TOCYJIapCTBEHHOE XpaHEHHUE,
B TOM YHCJIE HA UX MEPBYIO MyOJIHUKAIIHIO.

12.6. VcrioHEHHBIE AJIEKTPOHHBIE JOKYMEHTHI CUCTEMATU3UPYIOTCS B J€a
B COOTBETCTBUM C HOMEHKIATypOH Jiel TEPPUTOPUAIBHOW KOMHUCCHUHU.
[Ipu cocTaBlieHMM HOMEHKJIATYpPHI JIeJl B 3aroJIOBOK JieJia BKIIIOUAETCSl yKa3aHUe
«DIEKTPOHHBIEC TOKYMEHTBD».

Cpoku XpaHEHHUsI JJCKTPOHHBIX JOKYMEHTOB COOTBETCTBYIOT CpOKam
XPaHEHUS aHAIOTHYHBIX TOKYMEHTOB Ha OyMa)KHOM HOCHUTETIE.

OKcnepTh3a LEHHOCTH  BJEKTPOHHBIX JOKYMEHTOB  OCYILECTBISETCS

B 06HI€M MopsAaAKE, YCTaHOBJICHHOM JIsI NOKYMCHTOB Ha 6YMa)KHOM HOCHTCIIC.
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Ilocne wucreyeHus CpoKa, YCTAHOBJICHHOIO Uil XPAaHEHHs DIEKTPOHHBIX €Il
(97EKTPOHHBIX  JIOKYMEHTOB), = Ha  OCHOBAaHMM aKTa O  BbLICICHUU
UX K YHUYTOKEHUIO, YTBEPKICHHOT O ITPEACENATENEM TEPPUTOPUATIBHON KOMUCCHUH,
YKa3aHHbIE  JJIEKTPOHHBIE Jiena  (PJIEKTPOHHBIE  JOKYMEHTBI)  IOJJIEXKAT
YHUUYTOKEHUIO.

DNEeKTpOHHBIE JOKYMEHTBl IOCTOSIHHOTO CpOKAa XpaHEHHs MepeaaroTcs
Ha apXMBHOE XpaHEHUE MO ONHCIM C O(OPMIICHHEM aKTa IpUeMa-Tepesadn

SJICKTPOHHBIX JOKYMCHTOB.

13. OTBETCTBEHHOCTH

13.1. UneHsl TEeppUTOPHUATHFHOM KOMHCCHU U TPaXIAHCKHE CIIyXKallue
amnrapara TEpPUTOPHAIBHON KOMHCCHUU, TpaXkJaHE, 3aMelIalollne IOJIKHOCTH,
HE SIBJIAIONIMECS JOJDKHOCTSIMH TOCYAapCTBEHHON TPaXKIaHCKOM CITyKObI, a TaKxKe
rpaxkjaHe, IMPHUBIEKAaEMble IO TPAKIAHCKO-TIPABOBBIM  JIOTOBOpaM, HECYT
MEPCOHANILHYI0 OTBETCTBEHHOCTh 3a coOitojeHue TpeboBanuii WHCTpyKIuy,
COXPAHHOCTh HaXOJSAIIUXCSA Y HUX JJOKYMEHTOB.

13.2. OTBETCTBEHHOCTD 3a OpraHu3aIrio JETIOTIPOU3BOICTBA
B TePPUTOPUATHHOU KOMHCCHH, BHEJIPCHUE ABTOMATU3UPOBAHHBIX
(KOMITBIOTEPHBIX)  TEXHOJIOTMH  TMOJATOTOBKM U OOpabOTKH  JOKYMEHTOB,
oOecrieueHne COXPAaHHOCTH JOKYMEHTOB W Iepefadyy HUX B apXuB, KOHTPOJb
3a coOmoieHneM TpedoBannii THCTpyKIMK HeceT mpeiceaTenb TEPPUTOPHATBHON

KOMUCCHH.



(I)opMa PETrUHCTPANMOHHOIO KYPHaAJa BXOAAINUX JOKYMEHTOB

[punoxenne Ne 1
K MHCcTpyKIMun

I10 IeJIONPOU3BOACTBY B TeppUTOpHaIbHOM
n3buparenpbHO Komuccuu Ne 27

OtMeTKa 00
HUCIOJIHEHUH
. | Kparkoe
Perucrpamu Hcxonsammui (mara
N cozaepxa- [lnanoBas
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HUE Pezomrormg | Hcnonnurens nara
MOJIyYEHUs HOMEp MOHAEHT U JaTta NOJIyYEHUS U /uim
OKYMEHTA JTOKyMEHTa (xo11-BO HMCHONHCHHA PEKBU3HUTHI
HOKY y JINCTOB)
HICXOJISIIETO
JIOKYMEHTA)
(I)OpMa PEruCcTPAlIMOHHOIO KYPHAJIa UCXOAAIIUX JOKYMEHTOB
Kpatkoe conepxanue
ara PerucrpanuoHHbBIN OKyMEHTa ®UO noxamucaHTa
A pan Anpecat JIOKY A Ucnonaurens Bun otnpaBku
perucTpanyu | HoMep JOKyMEHTa (pEKBU3UTHI BXOSIIETO JIOKYMEHTa

IIOKyMCHTa), KOJI-BO JIUCTOB




[Tpunoxenue Ne 2

Kk MucTpyKkunu

T0 JICTIOTIPOU3BOICTBY B TeppUTOpUATBHOM
n3buparensHO KoMuccuu Ne 27

IHEPEYEHDb
JOKYMEHTOB, He IOVIeKALIUX PerucTpanum

1. CooO1ieHus o 3aceJaHusIX, COBEIIAHUAX U TTOBECTKAX JIHS.

2. Y4eOHbIe IPOrPpaMMBbI, TITAHBI.

3. Pexnamubie n3BeIIeHUS, TJIaKaTHI.

4. Tlo3npaBUTENbHBIC TUCHMA U TEIETPAMMEBI.

5. [IpurnacurenvHbie OUIETHI, MPUTIIANICHUS HA PA3IMYHBIE MEPOTPUSATHUSA,
HE COJIEpIKAIlME HAJIEKAIINX PEKBU3UTOB IIMCHMA.

6. Byxrantepckrue JOKyMEHTHI.

7. [leyaTHbie N3MaHUS.

8. OmepatuBHass wH(pOpMANUs, TOCTYMAOIIAas 1O KaHajlaM CBSI3U
['ocynapcTBeHHON aBTOMAaTU3WpOBaHHOW cuctembl Poccuiickoit ®denepanuu
«BbIOOPHY.

9. O6pamenus rpak/iaH, MOCTYIMBIINE HA afpec dJACKTPOHHON TTOYTHI.



[Tpunoxenue Ne 3

Kk MucTpyKkunu

T0 JICTIOTIPOU3BOICTBY B TeppUTOpUATBHOM
n3buparensHO KoMuccuu Ne 27

AKT

MLI, HWKCIIOAIIM CAaBIIHNCCSI

COCTAaBUJIM aKT O TOM, 4YTO « » 20 r. Ipu
BCKPBITUH TTAKETa
OOHapy>KEHbI CIEAYIOINE HEAOCTATKU:

HaCTOHHII/Iﬁ dKT COCTABJICH B IBYX JK3CMILIIAIpaAXx.

[Toanuce, pactmdpoBKa MOAMUCH:




[Tpunoxenue Ne 4

Kk MucTpyKkunu

T0 JICTIOTIPOU3BOICTBY B TeppUTOpUATBHOM
n3buparensHO KoMuccuu Ne 27

®opMbl 0JIAHKOB, HCIIOJIb3YeMbIX B TEPPUTOPUAILHONH KOMHUCCHU



«

»

TEPPUTOPUAJIBHAS U3BUPATEJIBHASI KOMUCCHUSA Ne 27

IIPOTOKOJ 3ACEAAHUNUA

20  ron No

Cankr-IletepOypr



«

TEPPUTOPUAJIBHAS U3BUPATEJIBHASI KOMUCCHUSA Ne 27

PEINIEHHUE

» 20  rton No

Cankr-IletepOypr



«

87

TEPPUTOPUAJILHAS N3EUPATEJILHASI KOMUCCHS Ne 27
NPEJCEJAATEJD

INPUKA3

» 20 ron Ne

Cankr-IletepOypr



88

TEPPUTOPUAJIBHAS
MN3BUPATEJIBHAS KOMUCCHUSA Ne 27
CAHKT-IIETEPBYPT

MockoBckuit mp., a. 129, xa6. 344, Canakt-IletepOypr, 196006
Ten. (812) 2462917, dakc (812) 2462917
http://www.http://tik27.spbik.spb.ru/

OKIIO 15183012; OI'PH 1037821092022;
WHH/KIIIT 7810293904/781001001

Ne

Ha Ne oT




[Tpunoxenue Ne 5

Kk MucTpyKkunu

T0 JICTIOTIPOU3BOICTBY B TeppUTOpUATBHOM
n3buparensHO KoMuccuu Ne 27

TpeGoBaHus K JOKyMEeHTaM, U3rO0TOBJISAEMbIM € IOMOIIbIO
NnevyaTaomux yCTpoicTB, 1 K ¢ailjiaM TEKCTOBbIX JOKYMEHTOB

1. Texkcthl mOKyMEHTOB Ha OjaHkax ¢opmara A4 rmeuaTaroTcs dYepes
1,5 MEKCTPOUHBIX HWHTEpBajia, JOMyCKaeTcsl IedaTh JOKYMEHTOB Ha OJlaHKax
dbopmara A4 yepe3 1 MeKCTpOUHBIM MHTEpBaJ, Ha OnaHkax ¢opmara A5 — yepes
1 MEXCTPOYHBIN MHTEPBAIL.

TekcTbl MOKYMEHTOB, MOATOTaBIMBAEMBbIX K THHOTpadCKOMY H3aHUIO,
MeYaTaroTCsl Yepe3 2 MEeKCTPOUHBIX HHTEPBAJIA.

2. HaumeHoBaHu€ BHJIa JOKyMEHTA MeYaTaeTCs MPOMUCHBIMUA OyKBAMH.

3. Ecnm 3aronoBok k TekcTy npesbiaeT 150 3HakoB (5 CTpOK), AOMyCKaeTCs
npojaJieBaTh €ro 10 TpaHUIlbl MpaBoro mojs. Toyka B KOHIIE 3arojioBKa
HE CTaBUTCH.

4, PacummdpoBka momnucu B pekBusnre «llommuce»  medaraercs
Ha YpOBHE IMOCHEIHENH CTPOKM HAMMEHOBAHUsS JOJDKHOCTH C HCIIOJIb30BaHUEM
komOuHanuu kiaasui Shift — Ctrl — IIpoOen mexay nuuimanamMu u haMuIHeH.

5. Cozmanue, (¢dopmMaTHUpOBaHME W BBIBOJ Ha Tie4aTh JIOKYMEHTOB
MPOU3BOJIUTCS HAa KOMIIBIOTEPAX C UCIOJIb30BAaHUEM TEKCTOBOIO PENAKTOPA,
noaaepkuBatoriero ¢hopmat docx. BHenpeHne 371eKTpOHHBIX TaOJINII, CO3TaHHBIX B
TaOJIMYHBIX PEJAaKTOpax, B JOKyMeHThl (opmata docx He gomyckKaercs.
JlomyckaeTcsi, pu HEOOXOIUMOCTH, CO37aHue, (opMaTHpOoBaHUE U BHIBOJ Ha
nevyaTth TaOJuIl TOCPEACTBOM PEAAKTOPA AIEKTPOHHBIX TaOJHII, OAACPKUBAIOIINX
dopmar xlsx.

6.[lpu  dopmaTupoBaHHM  JOKYMEHTOB  PEKOMEHIyeTcsl  paboraTh
C BKJIFOUEHHOM KHONKOM Y, 4TOOBI BUJIETh HAa SKPaHE BCE CITY>KEOHbBIE CUMBOJIBI.

7. Ilpu dopMaTupoBaHWM TEKCTOB JOKYMEHTOB WCIIOJIb3yETCSI CTHIIb,
KOTOPBIN UMEET CIEAYIOIIUE TapaMeTpPhl:

o mpu@T PT Astra Serif
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o pasMep 14 nyHKTOB
o OTCTYT cleBa 0cm
cripaBa 0cm
o UHTEpBaI nepen 0 myHKTOB
nocJie 0 myHKTOB
o MEKCTPOYHBIN UHTEPBA IOy TOPHBIN
o nepBasi CTpoka oTcTyn Ha 1,25 cMm
o BbIpaBHUBAHUE O IIKUPUHE.

8. Ilpu ¢dopmatupoBanun TaOIHUIl HEOOXOAMMO COOIOATH CIEAYIOUINE
TpeOOBaHMUS:

Tabiuia Bcerma JO0DKHa WMETh Ha3BaHWE, KOTOPOE BBIPABHHUBACTCS
10 LEHTPY AOKYMEHTAa;

Ta0JIMIIa BBIPABHUBAETCS 1O IEHTPY JIUCTA;

3aroJIOBKM CTOJOIIOB U CTPOK BBIPABHUBAIOTCS IO IIEHTPY STYCHKU;

JaHHbIE B sTYelKax TaOJUIIbl BEIPABHUBAIOTCS CBEPXY IO JIEBOMY Kpalo;

MPOJOHKEHNE TaOIUIIBI HA HOBOM JIICTE MOKET HAUMHATHCS C 3arOJIOBKOB €€
rpad (umu HOMEpoB Tpad B ciydae, eciu Trpadpl TaOIUIBI HA TEPBOM JIUCTE
MIPOHYMEPOBaHbI);

CTPOKHU TaOIUIIBI IEPEHOCATCS Ha HOBBIM JTUCT TOKYMEHTA UCKIIOYUTEIBHO
LEJIUKOM;

MIMpUHA W BBICOTA TaONWIBI HE JOJDKHBI MPEBBINIATH pPa3Mepbl MoJei
JIOKYMEHTA.

9. Pazmepsl nosieit TOKyMeHTa JOJDKHBI UMETh CJICIYIOIIHNE TTapaMeTpPhI:

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

Ot kpas A0 KOJOHTHUTYJIA:
o BEPXHETO 1,25 cm

° HIKHETO 1,25 cm.
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10. Ilpu moAroToBKE JOKYMEHTOB MCIOIB3YIOT CIAEAYIOIINE PEKBU3UTHI:
® HaWMEHOBAHUE OPTaHU3ALINY;

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

® MECTO COCTaBJIECHMS (M3aHUs) TOKYMEHTA;

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

e rpud yTBEpKICHUS TOKYMEHTA,

® 3aroJIOBOK K TEKCTY JOKYMEHTA;

® TEKCT JOKYMEHTA;

® OTMETKA O HAJUYHMH MPUIIOKEHUS;

® [OJIIUCH;

® OTMETKa 00 3JIEKTPOHHOM MOANNCH;

e rpud coriacoBaHus JOKYMEHTA;

e OTMETKa 00 UCIOJIHUTEIIE;

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

11. PekBu3uThl (KpomMe TeKCTa JOKyMEHTa U ajapecaTa), COCTOSLINE

N3 HCCKOJIbBKUX CTPOK, I€YaTar0T CO CIACAYIOINMU ITapaMCTpaMu:

o mpudT PT Astra Serif

o pasMep 14 nyHKTOB

o OTCTYTI cieBa 0cm
cripaBa 0cm

o UHTEpBaI nepes 0 myHKTOB
nociie 0 myHKTOB

. MEKCTPOUYHBIN UHTEPBAI OJMHAPHBIN

° OTCTYII IIEPBOM CTPOKHU HET
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o BBIPABHUBAHUE 10 LIEHTPY.

12. PexBU3UT «AnpecaTy MeyaTaroT co CICIYIOUMMHU TapaMeTPpaMHu:

o mpudT PT Astra Serif

o pazmep 14 nyHKTOB

o OTCTyIl cieBa 7 cm
cripaBa 0cm

o UHTEpBa nepen 0 myHKTOB
1ocie 0 myHKTOB

o MEKCTPOYHBIN HHTEPBAJ OJIMHAPHBIN

o OTCTYII IIEPBOU CTPOKH HET

o BBIPABHUBAHNE 10 LIEHTPY.

Ecmu coctaBHBIE 4acTh peKBH3UTOB «Anpecar», «['pud yrBepkIeHUs
nokymeHta», «['pud cormacoBanust JOKyMeHTa», «OTMETKa O HAJIWYUU
NPUIIOKECHUSD» HE YMEIIAIOTCS Ha OJTHON CTPOKE, TO Pa3phIB CTPOKH B HYKHOM MECTE
TIPOM3BOJIUTCSI C IIOMOIIBIO cUMBOJIA «Pa3psIB cTpokm» (komOuHaIms kinaBum Shift

— Enter), nanpumep:

COI'JTACOBAHO

PykoBonurens @enepanibHOTO
ApXUBHOT'O areHTCTBA

A.H. AptuzoB

[Ipu wucmonb30BaHUM B TEPPUTOPHAIBHON KOMHUCCHUU HACHTH(PUKATOPA
AJICKTPOHHON KONMU JOKyMeHTa (KOJOHTHUTYJA) OH IleYaTacTcs B JIEBOM YIIIy
HUYKHETO TTOJISI KaXKJI0H CTPAaHMIIBI JOKYMEHTA MPUPTOM 8 IMTyHKTOB.

13. Tlpu odopmiieHHH TOKyMEHTOB Ha JBYX W 0OoJjiee CTpaHMIIAX BTOpas
U TIOCIICTYIONIME CTPAaHUIIBI JO/DKHBI OBITh MPOHYMepoBaHbl. Homepa cTpanwml
MIPOCTABJIAIOT MTOCEPEIMHE BEPXHETO TOJIS TUCTa apaOCKuMu IudpamMu 0e3 3HaKOB
npenuHaHUs.

Ecmu JAOKYMCHT UMCCT IMPUJIOKCHUC, TO OHO II€YATACTCA C HOBOM CTpaHHIIbIL.



93

14. JInsa BBIABIECHUS U UCHPABIICHUS BO3MOXKHBIX OHIMOOK B IMPAaBONMCAHUU
B chopMHpOBaHHBIX (pailllax pPEKOMEHJYETCS OCYLIECTBIISATh  IIPOBEPKY
JTIOKYMEHTOB, HCIIOJIb3YsI CUCTEMBI ITPOBEPKHU MPABOIIHCAHUSI.

15. Kaxxaplii JOKYMEHT €O BCEMH MPWIOKEHUSIMH K HEMY IOMEIIAIOT
B OTJENbHBIN (haii (ecnu MpUIOKEHUS CO3[aHbl OJHUM IpolieccopoM). BuyTpu
daitna caMm JOKyMEHT U KaXKJ0€ MPHUIIOKEHNE TOMEIIAIOT B OTJENIbHBIC pa3/Iebl.

16. Bce pexBU3HUTHI TOKyMEHTa OTIEISIIOT JIPYr OT Jpyra OAHOM ITyCTOM
CTpOKOH, oOpa3yemoil cuMmBoioMm abO3auna (Y — knaBuma Enter). B Tekcre
HE JIOJKHO BCTpedaThesi OoJiee IByX CUMBOJIOB ab3ala noapsI.

17. He nonyckaercs mucaTh CjIoBa € pa3psIKOM, BCTABIsAsA MPOOEIbl MEXKIY
OykBamu B ciioBax. He jmomyckaercsi uCoab30BaHuE MPOOENoB AJsi 00pa3oBaHUs
a03alHOro OTCTyMNa (KpacHOM CTPOKH) WJIM MYCTHIX CTPOK. B Tekcre HE MOIKHO
BCTpEUaThCsl MOAPsAA Oojiee OJHOTO CHMBOJA Tpodena. Pasznenenune MHUIIMATIOB
U Gamunnu, cuMBoia Ne u yncia, mopsIKOBOTO HOMEpPA CTaThH, 9YaCTH, ITyHKTA WU
NOJIITyHKTa IPaBOBOIO aKTa, YMCJIa Mecsla U Ha3BaHUs Mecsla, 4ucia rojaa
U CJOBa «TrOJ», JIIOOBIX YHUCIOBBIX 3HAUEHWH W €IUHUI] U3MEPEHHs eNaeTcs
C HUCIMOJIb30BaHUEM Hepa3phIBHOTO mpodena (coueranue kimasuin Shift — Ctrl —
[TpoGen).

18. He momyckaeTcst BKJIIOYATh B TEKCT JJOKYMEHTA pa3/eUTeIbHbIC TUHUH,
COCTaBJICHHBIC U3 IIEMIOYEK CUMBOJIOB (*, =, -, — 1 apyrue).

19. He pomyckaeTcss WCIMONB30BaHWE B PYCCKUX CIOBAaX CXOJHBIX
10 HadepTaHuio tatuHckux O0yks (A, a, B, C, ¢, E, e, H, K, M, O, 0, P, p, 1, X, X, y).

20. He nmomyckaercs  WCHONB30BaHWE  CHUMBOJIa  TaOymsauuu — (—)
JUIsl o0pa3oBaHusi a03alHOTO OTCTyna (KpacHOM CTPOKM) MM MYCTBIX CTPOK.
AG3anHBIi OTCTYN ycTaHaBIMBalOT B MeHI0O dopmar/Al3am WM € MOMOIIBIO
BEPXHETO JIBMKKA Ha TOPU30HTAILHOM JIMHEHKE.

21. He nomyckaeTcs WCIOJB30BAaHUE CHMBOJIA «-» JJs 00O03HAYCHUS
nepeHoca. BmecTo Hero criemyer HCIOJIb30BaTh CHUMBOJ MSTKOTO IepeHoca

(komOuHanms kiapum Ctrl — «-»).
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22. ]Insi HamucaHUsT pUMCKHX UG TOHKHBI MCTOJIB30BATHCS 3arjlaBHbIC
oykBbl tatuHckoro andasura (1, V, X, C, D, L, M). Ucnonas3oBanue 11 3TOU LeIu
pycckux OyKB B apaOCKuX UG HE TOMyCKaeTCs.

23. Bmecto  OykBBl  «&»  JOJDKHA  YINOTpeOnsAThcs  OykBa  «e»
(KpoMe UMEH COOCTBEHHBIX MPU HATMYWHU TTOATBEPIKIAIONINX TOKYMEHTOB).

24. PexBU3UTHI «3arojoBOK K TEKCTY» JIOJDKHBI OBITh BRIPOBHEHBI 10 TIEHTPY
Y Ka)K]IBI U3 HUX JIOJDKEH MPEACTABIIATE COOO0M OJTWH a03all, TO €CTh BHYTPH TEKCTa
KOKIOTO pPEKBH3UTa HE JOKHO OBITh cuUMBOia ab3ama. He pomyckaercs
HCITI0JIb30BAaHUE CUMBOJIA ab3alia Jisi IpephIBaHUS CTPOKU B MPOU3BOJILHOM MECTE,

ML 9TOTO CICAYCT HCIIOJIb30BAaTh CMMBOJI pa3pbiBa CTPOKH (KOM6I/IHaHI/I}I KJIaBHIII

Shift — Enter).



[Tpunoxxenue Ne 6

Kk MucTpyKkunu

T0 JICTIOTIPOU3BOICTBY B TeppUTOpUATBHOM
n3buparensHO KoMuccuu Ne 27

Chnucokx PACCBIIIKHA UCXOAAIINX JOKYMEHTOB

n/n

HaumenoBanue oprana
(opranuszanumn)

ITosiHBIN MOYTOBBIN apec

IIpencenarens TeppuropranbHOU

n3ouparenbHoO Komuccun Ne 11

Hcnomaurens

«

(moamuce) (pacmudpoBKa MOAMUCH)

(moamuch) (pacmudpoBKa MOAMKCH)

20 r.
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Kk MucTpyKkunu

T0 JICTIOTIPOU3BOICTBY B TeppUTOpUATBHOM
n3buparensHO KoMuccuu Ne 27

IlepeyeHb 00s13aTeILHBIX CBEACHUI 0 JOKYMEHTAX, HCIOJIb3YeMbIX B LeJIAX
y4era u moucKa aokymentos B I/

1. ABToOp.

N

. Anpecar.

3. JomKHOCTh, (paMUIis U MHUIIMAJIBI JIULIA, TTOAMKUCABIIETO TOKYMEHT.

4. HauMeHOBaHUE TPYIIIbI M BUJIA IOKYMEHTA.

5. Jlata mokymeHTa.

6. PeructpaiimoHHbIi HOMEp JJOKYMEHTA.

/. JlaTa MOCTYyNUBIIIETO JOKYMEHTA.

8. PerucrpaiimoHHblii HOMEp MOCTYMHUBIIETO TOKYMEHTA.

9. CBeneHust 0 CBS3aHHBIX JIOKYMEHTax (HAaMMEHOBaHUE BHJIa JIOKYMEHTA,
JlaTa, pErucTpallMOHHBIN HOMED, TUIT CBS3KH).

10. 3arosoBoK K TEKCTY (KpaTKOe CoJiepKaHue IOKYMEHTA).

11. Unnekc nena no HOMEHKIaType Jed.

12. CBeneHus o mepeaapecanuy JOKyMEHTa.

13. KondecTBO IMCTOB OCHOBHOTO JOKYMEHTA.

14. OT™MeTKa 0 MPUIIOKEHUHU (KOJMYECTBO MPUIIOKEHUH, 00I1Iee KOJIUUECTBO
JIMCTOB MPUJIOKEHUI).

15. Yka3aHus Mo MCIOJHEHUIO TOKYMEHTa (MopydYeHue, UCTIOTHUTENb, AaTa
WCTIOJTHEHUS).

16. OTmMeTKa 0 KOHTpOJIE.

17. I'pud (momerka) 06 OrpaHUYEHUH JOCTYIIA.

18. IIpoBepka 27EKTPOHHON MOAHUCH (TIPU HATHYUHN).

19. Tlogpaznenenre — OTBETCTBEHHBIN UCTIONHUTEh TOKYMEHTA.

20. daiispl SJIEKTPOHHOTO TOKYMEHTa (KOJIMYecTBO (pailioB, uMeHa (aiioB).

! Mcnionb3yercs cokpanieHue, NpUBeJEHHOE B yHKTe 1.8 HacTosmel MHCTpyKuuy.



B TepputopuajbHoii u3duparenbHoil komuccuu Ne 27

[Tpunoxenue Ne 8.1

Kk MucTpyKkunu

10 JISTIONPOU3BOJCTBY B TeppuTOpHAaIbHON
n3buparensHO KoMuccuu Ne 27

KYPHAJI

yueTa JUIHOI0 IMpuemMa rpaskaaH

OT1meTka D.1.0.
IHouToBBbIii Kpartkoe 0 pe3yJbTarax U NOANHUCH
Ne Mara ®.1.0. P pesy A
aapec coJep:KaHue npuemMa JIMna,
n/n | npueMa | 3asiBUTEJIA
3asiBUTEJISI | OOpalleHus (npuHsaTOE NMPOBOAUBIIET0
pelieHue) npuem
1 2 3 4 5 6 7
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[Tpunoxenue Ne 8.2

Kk MucTpyKkunu

IO JIeJIONPOU3BOCTBY B TeppuTopuanbHOn
n3buparensHO KoMuccuu Ne 27

KAPTOYKA JIMYHOI'O IPUEMA I'PAKIAH
B TEPPUTOPUAJIbHOU U3BUPATEJBHON KOMUCCHUHU Ne 27

Iara oOpamienus
Jara npuema

« » 20 T. Ne
daMuIns, UM, OTYECTBO 3asIBUTENS Jl0MmKHOCTHOE JIMI0, BEAYILEE PUEM
MecTo xuTenscTBa, TeaehoH Pesynbrarsl paccMoTpeHust

Kareropus 3asButeis

Coneprxanue oOpaiieHus

A,
BBIPAXKAIO (pamunus, UMs1, OTIECTBO 3aBUTEIIS)

COIVIACHE Ha IPENOCTABICHHE MHE YCTHOIO OTBETa B XOJE JIMYHOIO IpUEMa IO CYLIECTBY
MOCTaBJIEHHBIX B YCTHOM 0OpalieHuu BonpocoB. [IncbMeHHOTo oTBETa HEe TpedyeTcsl.

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

A

2 1

BbIpaxkaro

(damunust, UMs1, OTIECTBO 3aSBUTEIIA)

coryiacue Ha BHIEO-H (MJIH) ayJHOIPOTOKOINPOBAHHE JIMYHOTO TIpHeMa.

(mata) (TOaNUCH 3asBUTEIS) (pacmmdpoBKa MOAMKUCH)
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[Tpunoxenne Ne 9

K MHCcTpyKIIMK

I10 JIeJIONPOU3BOACTBY B TeppuTOpHanbHOM
n3buparenpbHO Komuccuu Ne 27

JIucer coriiacoBanus

damunust
JIOJKHOCTE Jlara Toanucsy MHULHAIIB]

HUcnomuaurenun
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[Tpunoxenune Ne 10

K MHCcTpyKIIMK

10 JISTIONPOU3BOICTBY B TeppuTOpHAaIbHON
n3buparensHO KoMuccuu Ne 27

VTBEPXJIAIO

[Ipencenarens TeppuTopHaIbHON
n3buparenbHO Komuccuu Ne 27

(moamucek) (MHUIMATBL, (haMUITHS)

« »

20 T.

OTtuer 0 PACCHLIIKE 110 COOTBETCTBYIOIIIMM a/ipecaTaM U pasMEIICHUH

peumienuii TepputopuajbHoil H30MpaTebHONH KoMmuccuu Ne 27
Ha opuuaabHOM caiite tik27.spbik.spb.ru

3acenanue Ne OT « » roja

No No pemrenust AgnpecaT pacChbUIKH, aApecC Pa3MEICHUS ara

n/n THUK pa3MeleHus

PACCBUIKH

1
2
3

HUcnonaurens

(moamuce) (pactmm@poBKa MOANUCH)
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[Tpunoxenue Ne 11

K MHCcTpyKIIMK

10 JICTIOTIPOU3BOICTBY B TeppUTOpUATBHOM
n3buparensHO KoMuccuu Ne 27

IHEPEYEHD

nmoAJICKaAaIuX KOHTPOJJIIK JOKYMEHTOB € YKa3aHUEM CPOKOB HCITOJIHCHUS

1. ®enepanbHble KOHCTUTYLIMOHHBIE 3aKOHBI, (pefiepajibHbIE  3aKOHBI
Poccuiickon denepannu — COrjaacHO YKa3aHHOMY B HUX CPOKY.

2. Ykaspl Ilpesunenta Poccuiickoit depeparuu — COrjacHO yKa3aHHOMY
B HUX CPOKY.

3. Paciopsikenust  Ilpesmmenta  Poccuwiickoit  ®Deaepanuu — COTIIACHO
YKa3aHHOMY B HUX CPOKY.

4. ITocranoBnenus, pacnopsikenus [IpasurensctBa Poccuiickoit @enepanuu —
COIUIACHO YKAa3aHHOMY B HUX CPOKY.

5. 3akonsl Cankr-IlerepOypra — cornacHO ykazaHHOMY B HUX CPOKY.

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

/. IlocTaHOBJIEHUS, PACHOPSDKEHUSI OpraHa TOCYJAapCTBEHHOW BJIACTH
Cankr-IleTepOypra — coriiacHo yKa3aHHOMY B HUX CPOKY.

8. [TocTanoBeHMS, pacOPsHKEHUS PYKOBOJIUTEINSI OpraHa rocy1apCTBEHHOM
Biactu Cankt-IleTepOypra — corjiacHO yKa3aHHOMY B HUX CPOKY.

9. [Napmamentckue 3anmpockl Coeta Deaepannu Denepansaoro Cobpanus
Poccuiickoii ®enepauuu, I'ocymapctBennoit Jlymbr ®enepanbHoro CobOpanus
Poccuiickoit @enepanuu —HE TMO3AHEE YeM uepe3 |5 KaneHIapHBIX JHEH
CO JHS TOJYyYEHUS NapIaMEHTCKOTO 3amnpoca WM B HWHOW YCTAHOBJIEHHBIN
cooTBeTcTBYMOMIEH manatoi denepanbHoro Cobpanusi Poccwmiickoit deneparmn
CPOK.

10. 3anpockr CEHaTOpPOB Poccuiickon denepanuu, JEyTaToOB
INocynapctBennoit {ymbr ®denepansHoro CobOpanusi Poccuiickoit denepanuu —
He no3aHee yeM yepe3 30 KaleHIapHbIX THEH CO IHS €ro MOJYy4YEHUs] WIM B MHOM

COIJIACOBAHHBIN ¢ MHUIIMATOPOM 3aIIPOCa CPOK.
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11. O6pamenust  cenatopoB  Poccuiickoit ~ @expepanuu, AemyTaToB
['ocymapctBennort Jymer ®denepansHoro CobOpanmsi Poccuiickoit denepamum
[0  BONpOCaM, CBSA3AHHBIM C WX  JEATEIbHOCTHIO, — HE3AMEIUTEIBHO
(mpu HeOOXOAUMOCTH TOJTyYEHHS TIOMOJIHUTEIBHBIX MaTEPHAJIOB — HE MO3/IHEE YEM
yepe3 30 KaJeHAapHbIX THEN CO THA MOTy4YeHUs: 0OpaIieHus).

12. O6parmeHus JIEIyTaTOB 3akoHOAATEIBLHOTO Cobpanust
Cankr-IleTepOypra — B cpok, ycranoBiieHHbIH CaHkT-IleTepOypra.

13. Ilucekma wu3 Apamuauctpanmu [Ipesunenta Poccuiickoit deneparum,
[IpaButennsctBa Poccuiickoit ®denepannu, Koncturynmonnoro Cyaa Poccuiickoi
Oenepannu, BepxoBHoro Cynma Poccuiickoii ®@enepanuu, [ 'eHepaibHOU
npokypatypbl Poccuiickoit ®eneparuu, IlpaButensctBa Cankt-IleTepOypra —
B COOTBETCTBUM C YKa3aHUAMH IO HUCHOJHEHHUIO JOKYMEHTa TMpeacenaTens
TEPPUTOPUAIBHOM  KOMHCCHMH, €CIIM B  HHUX  HE  YyKa3aH  CpPOK —
HE no3aHee yeM uepe3 30 kajneHaapHbIX THEH.

14. TIpoTecT npokypopa — He no3aHee 4yem uepe3 10 kaneHaapHbIX JHEH.

15. IlpencraBneHue NpoKypopa — B TEUEHHE MecsIIia CO JHS MOCTYIICHUS.

16. OGparieHusi, CBSI3aHHBIE C peau3alel U 3alIUToN N30UpaTeIbHbBIX ITPaB
W mpaBa Ha yyactue B pedepenayme rpaxaanH Poccuiickoiri dDepeparuu,
MOCTYNUBIIIUE B TEPPUTOPUAIBHYIO KOMHCCHUIO B XOJE COOTBETCTBYIOIIEH
M30UpaTeIbHOM  KaMMaHWW, KamnaHuu  pedepeHayma, —B  COOTBETCTBUHU
¢ MenepanbHbIM 3aKOHOM 00 OCHOBHBIX MAPAaHTHAX M30MPATENbHBIX IpaB’.

17. Tlepecbuika oOpallleHUd TpaxaaH, COJEPXKAIIUX BOIMPOCHI, pEIICHUE
KOTOPBIX HE OTHOCUTCA K KOMIIETCHIIMM TEPPUTOPUATILHONM KOMKCCHH,
OCYILIECTBIISIETCSI B TCUCHHE CEMU KAJICHIAPHBIX JTHEH.

OGparenue, CBI3aHHOE C COOTBETCTBYIOIICH M30MpaTeIbHON KaMITaHUEH,
KamraHue pedepeHayMa, TOCTYNHBIIEE B TEPPUTOPHATBHYIO KOMHUCCHIO
JI0 YCTAHOBJICHUSI €10 UTOTOB TOJIOCOBAHUS, OINPEACIICHUS Pe3yJbTaTOB BHIOOPOB,
pedepeHaymMa © coaepiKaliee BOMPOCHI, PEIICHWE KOTOPBIX HE BXOJUT
B KOMIICTCHIIMIO KOMHUCCHM, B TEUEHUE MATHU JHEW Mocie JHS MNOCTYIUICHUS

HanpaBJIAACTCA B  KOMHUCCHIO, WHOU Oopran wWiIkd AOJDKHOCTHOMY  JIMNY,

! Mcnionb3yercs cokpanieHue, NpUBeEHHOE B yHKTe 1.2 HacTosmel MHCTpyKuuy.
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B KOMIIETEHLUIO KOTOPBIX BXOAUT €r0 PacCMOTPEHHE, a MOCTYNHBIIEE B WHOMN
nepuoa U0 He CBS3aHHOE C COOTBETCTBYIOIICH H30MpaTeIbHON KaMIaHHEH,
KaMmnaHuel pedepeHayma — B TeUEHUE CEMU JHEH mocie AHS MOCTYIUICHHUS.

OOpailieHus, He CBA3aHHBIC C peain3alyell U 3aluToN N30UpaTeNbHbIX MPaB
W mpaBa Ha ydactue B pedepenayme rpaxaaH Poccuiickonri depeparum,
NOCTYIHBIINE B TEPPUTOPUATBHYI0 KOMHCCHIO B IE€PUOJI COOTBETCTBYIOLIEH
n30upaTeabHOM KaMIaHUM, KaMIlaHuU pedepeHayma, a TakKe IOCTYIHBIIUE
BHE Mepuoja M30UpaTeNbHOM KaMIlaHWW, KaMIlaHWW pedepeHaymMa WIH IOocCTe
YCTaHOBJICHHSI TEPPUTOPHAIBHON KOMHMCCHEN UTOTOB I'OJIOCOBAHUS, ONPEICICHUS
pe3ynbTatoB  BBIOOPOB, pedepeHnyma, —B TeueHue 30 paHel mocne JHA
UX MOCTYIUICHHUS.

18. Obpamiennst  cpeACTB  MaccoBOM  MH(pOpMAlMd MO  BOIMpOcaM
NpEeloCTaBleHUsT MH(OpMAUuu —B  TEUEHHWE CEMU  KAJICHJApHBIX  JIHEW.
Ecnu tpeOyeMble CBeAEHUS HE MOTYT ObITh IPEIOCTABIEHBI B yKa3aHHBIM CPOK,
TO JOIMYCKaeTcsi OTCpOYKa B IPEAOCTaBICHUU 3allpalinBaeMoil uHdopmanuu
C BPYUYEHHUEM IPENCTABUTENIO PEAAKIIMHA B TPEXIHEBHBIA CPOK CO JHS MOJyYECHHUS
NUCBMEHHOr0 3ampoca MHGOpMaluu yBeAOMJIEHHS 00 OTCpOYKE, B KOTOPOM
YKa3bIBAlOTCA NPHUYMHBI OTCPOYKH, Jara, K KOTOpoil Oyaer mpeaocTaBlieHa
3anpamuBaeMasi ”HpopManus, JOJKHOCTHOE JIMIIO, YCTAHOBUBILIEE OTCPOUKY, J1aTa
IPUHATHUS PEIICHUs 00 OTCPOUKE.

19. 3anpoc rocyaapcTBEHHOro OopraHa, opraHa MECTHOTO CaMOYIIpaBJICHUS
WIM JIOJDKHOCTHOTO JIMIlAa, paccMaTpHUBAIOIIET0 oOOpallleHue TIpa)aaHHuHa, —
JOKYMEHThl W MaTepuaibl, HEOOXOJHWMBbIE [UIsl PaccMOTpEeHUs oOpalleHus,
MPEIOCTABISIIOTCA B TE€UEHHE |5 NHENM WM MHOW CPOK, YKA3aHHBIM B 3aIpoce
(MO0 BO3MOKHOCTH), 32 HMCKJIIOYEHHUEM JOKYMEHTOB M MaTe€pHaOB, B KOTOPBIX
COJZIEpKATCSI CBENICHUS, COCTABIISIOIINE ITOCYIAPCTBEHHYIO WM MHYIO OXPaHSIEMYIO
benepanbHBIM 3aKOHOM TailHy, UM JJI1 KOTOPBIX YCTaHOBJEH OCOOBIN MOPSIAOK

npcaoCTaBJIICHHUA.
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[Tpunoxenue Ne 12

K MHCcTpyKIIMK

10 JICTIOTIPOU3BOICTBY B TeppUTOpUATBHOM
n3buparensHO KoMuccuu Ne 27

TeppurtopranbHas YTBEPXIAIO
n3omparenpHas komuccus Ne 27
HOMEHKIJIATYPA JEJI IIpencenarens
TepputopuanbHOU
Ne n30upaTeapHol Komuccuu Ne 27
(mara)
(Troarucs) (paciugpoBKa MOIMKCH)

Ha FOI[ (ﬂa’ra)
WNupekc Komuuecrso Cpok xpaHeHHUsI

al 3aroJyI0oBOK zena TOMOB POK Xp TTpumesans

nena " 1 Ne crareii mo nepeyHro
(gacreit)
1 2 3 4 5
HasBanue pa3nena
(HaMMEHOBaHHE JIOJKHOCTH COCTaBHTEIIS (moamuck) (pacudpoBKa MOMNUCH)
HOMCHKJIATYPBI)
(mara)
COI'JTACOBAHO COI'JTACOBAHO
[IpoTokos DKkcnepTHON KOMUCCUU Cekperapp Cankr-IlerepOyprekoit
TeppuropuanbsHoii n3ouparensHol Komuccuu Ne 27 U30HUpaTeIbHON KOMUCCUH

oT Ne

(mogmucek)  (pacmudpoBKa MOIMUCH)
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[Tponomxkenne mpunoxenust Ne 12

Hrorosas 3amnuch o KaTCTOPHAX U KOJIMUICCTBE ACJI, 3aBCACHHBIX

B ronay B TepputopuanbHoii u3dbupareabHoit komuccuu Ne 27
B toM uncne
ITo cpokam xpaHeHus Bcero O — C OTMETKOM
PEXOIAIL «OIIK»
1 2 3 4

Ha 6ymakxnoMm Hocutene

(mpu HaMUUUU TUOPUIHBIX e, ToM(a) Ha OyMa)XHOM HOCHTENIEC YUYUTHIBAIOTCS B pasJieie
tabnuupl «Ha OymaxkHOM HocuTene», ToM(a) Ha 3JIEKTPOHHOM HOCHTEJE YYHUTHIBAIOTCS B
pazziesnie Tabauibl « JIEKTPOHHBIX)):

ITocTossHHOTO

HonrospemenHoro (coime 10 neT)

Bpemennoro (10 10 et BKIIOUUTENBHO)

DNIEKTPOHHBIX

(mpu HAJIMYMK TUOPUAHBIX J1€]1, TOM(2) Ha OYMa)KHOM HOCHUTEJIE YUUTBIBAIOTCS

B pazjesne Tabnuibl «Ha Oyma)kHOM HOcUTeley, ToOM(a) Ha 3JIEKTPOHHOM HOCHUTENe
YUUTBIBAIOTCS B pa3zesie TadIuIbl « DIEKTPOHHBIX)):

ITocTosstHHOTO

Joarospemensoro (cspiue 10 sier)

Bpemennoro (10 10 et BKJIIOUUTENBHO)

HNTOI'O:

(HaMMEHOBaHUE JIOJKHOCTH COCTABUTEIS (moamuce) (pacmmdpoBKa MOAMHUCH)
HOMEHKJIATypBhl)

(mara)
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[Tpunoxenue Ne 13

K MHCcTpyKIIMK

10 JICTIOTIPOU3BOICTBY B TeppUTOpUATBHOM
n3buparensHO KoMuccuu Ne 27

TeppuropuaibHas YTBEPX/IAIO
n3bupareapHas komuccust Ne 27

OOHJ Ne [Ipencenarens
OIIUCb Ne TepputopuasibHOM

n3buparensHO Komuccuu Ne 27
JeJ1, TOKYMEHTOB MTOCTOSIHHOTO XPaHCHHS

3a roj
(moamuck) (pacurgpoBKa MOANCH )
(mara)
Ne Nnnexc 3aroyioBoK .
Kpaiiaue natet Konunuectso nucroB | Ilpumedanus
/o neiaa neiaa
1 2 3 4 5 6

HaszBanue pasnena

| | | | |

B nmaHHBIM pazgen onvcu BHECEHO

aen
(unpamu 1 IPOTUCHIO)

c Ne o Ne , B TOM YHCJIE:

JUTEpHBIE HOMepa! :

MPOMYIICHHBIE HOMEpA:

HaunmeHnoBaHMe TOIKHOCTH COCTABUTEIS HOJIHCH pacmm@poBKa MOANNUCH

OITHUCH

HanmeHoBaHMe TOIDKHOCTH MOJITHUCh pacmu@poBKa IMOANACH

OTBCTCTBCHHOI'O 3a ApXUB

(mara)

COTI'JTACOBAHO YTBEPXIEHA
[IpoTokon DkcnepTHON KOMUCCUU [Iporokoun LleHTpanbHOIi SKCIIEPTHO -
TeppuropuanbHoil H30UpaTeNbHOM MIPOBEPOYHON KOMUCCHUU

xomuccun Ne 27 ApPXUBHOrO KOMHTETA

Cankr-IlerepOypra

oT Ne oT Ne
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TepputopuanbHas

nzbuparenpHas Komuccus Ne 27

®OHJ Ne

OIINCb Ne

nel, JIOKYMEHTOB BPEMEHHBIX

(cBbitie 10 neT) cpoka XpaHeHUs

[Tpunoxenue Ne 14

K MHCcTpyKIIMK

10 JISTIONPOU3BOICTBY B TeppuTOpHAaIbHON
n3buparensHO KoMuccuu Ne 27

YTBEPXIAIO

[Ipencenarens

TepputopuanbHOit
n3buparenbHol Komuccuu Ne 27

(moamuce) (pacmmgpoBKa MOAKCH)

3a roJt
(mara)
No WNunexc 3arosoBoOK Kpaiinue Cpok KonunuecTtBo
[Ipumeyanus
n/n nena nerna JIaThI XpaHECHUS JIUCTOB
1 2 3 4 5 6 7
Ha3Banue paznena
B nannblii pa3znen onucu BHECEHO aen
(mudpamMu 1 TPOIUCHIO)

¢ No o Ne , B TOM
qucle:

JIMTCPHBIC HOMEpaA:

MIPOMYIIEHHbIE HOMEpa:

(HanMeHOBaHUE JOJHDKHOCTU COCTaBUTEIS
OTIHCH)

(moamuce)

(HauMeHOBaHHE JJOKHOCTH
OTBETCTBEHHOTO 32 apXUB)

(nata)

COTI'JTACOBAHO
IIpoTokoa DKCEPTHON KOMUCCHH
TepputopuaibHON H30UpaTENBbHOM

komuccuu Ne 27

oT Ne

(moamuce)

OoT

(pacmudpoBKa MOAMHUCH)

(pacumudpoBKa MOAMKCH)

YTBEPXJIEHA
[Tporokon LleHTpaibHOM 3KCIEPTHO -
MPOBEPOYHON KOMUCCUU
ApxuHoro komutera Cankt-IlerepOypra

No




TeppuropuanbHas
nzbuparenpHas Komuccus Ne 27
DPOH/JI Ne
OIIUChH N

A€, HIOKYMEHTOB I10 IMYHOMY COCTaBYy
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[Tpunoxenune Ne 15

K MHCTpyKIIMHK

0 JIEJIONPOU3BOJICTBY B TeppuUTOpUAIBHON
n3buparenbHOl Komuccuu Ne 27

YTBEPXIAIO

[Ipencenarens
TeppuropuaibHOn
n3bupareapHoi Komuccuu Ne 27

|____Tod (monmuce) (pacmudpoBka moanucK)
(nara)
No Nunexc Kpaiinue Cpok Kon-Bo
3aroyioBOK siea [Ipumeuanus
n/n nena JIaThI XpaHEHUS JMCTOB
1 2 3 4 5 6 7
HaszBanue paznena
B nmanubIii pa3gen onucyu BHECEHO hi ()

(mudpamMu 1 TPOIUCHIO)

¢ No o Ne , B TOM
quCIIe:

JTUTEPHBIE HOMepa: :
MPOIYIIIEHHBIC HOMEpA:

(HaMMEHOBaHUE JIOJKHOCTH (moamuce) (pacmmdpoBKa MOAMHUCH)

OTBETCTBEHHOTO 32 apXUB)

(HanMeHOBaHUE JOHKHOCTU COCTABUTEIS
OTIHCH)

(nata)

COTI'JTACOBAHO
IIpoTokOoa DKCEPTHON KOMUCCHH
TeppuTtopuaibHON H30UpaTENBLHOM

komuccuu Ne 27

oT Ne

(moamuce) (pactmmdpoBKa MOAMHUCH)

COI''TACOBAHO
IIpoTOKOI KCIIEPTHO-IPOBEPOUHOMN
METOINYECKON KOMUCCUU
LleHTpambHOrO rOCyAapCTBEHHOTO apXUBa
Cankr-IlerepOypra

oT Ne
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[Tpunoxenue Ne 16

K MHCTpyKIIMHK

0 JIEJIONPOU3BOJICTBY B TeppuUTOpUAIBHON
n3buparenbHOl Komuccuu Ne 27

TeppuropuaibHas YTBEPX/IAIO
n3bupareapHas komuccus Ne 27 [Ipencenarens
AKT TeppuropranbHON
No n3buparenbHO Komuccuu Ne 27

(MecTo cocTaBeHU)
O BbLICICHHH K YHHYTOKCHHIO (ToATHCH) (pacuudpoBKa MOIIICH)
(apXUBHBIX) IOKYMEHTOB,
He MOJIeKANUX XPAHEHUI0

(mara)

Ha ocHoBanum IlepedHsi THIIOBBIX YIPABICHYSCKUX  APXHUBHBIX  JIOKYMEHTOB,
0o0pa3yronMxcsi B MPOLECCe JACATEIBHOCTH TOCYJApCTBEHHBIX OPraHOB, OPraHOB MECTHOTO
CaMOYIIPABIICHUST W OpTraHM3alMid, C YKa3aHUEM CPOKOB XpaHCHHWS W HOMEHKIATYPBI el
TepputopuanbHoii n3duparensHoit koMuccuu Ne 27 0TOOpaHbl K YHUUTOKEHHUIO KaK HE UMEIOIINe
HAYYHO-UCTOPUICCKON IEHHOCTH U YTPATHBIINE TPAKTHICCKOE 3HAYCHHUE JOKYMEHTBI:

No Ne onucu
(pu
BBIJICTICHUH K
3aroja0BoK 8 Ne en. xp.
YHUUTOXKEHHUIO Cpoku
nerna M0 OIUCH
JIOKYMEHTOB Kon-Bo XpaHeHus
Ne WU TombI (uHzIEeKC IIpume-
. A MIPU TIOJITOTOBKE el. Xp. 1 HOMEpA
I/ | TPYIIOBOM 1o - YaHUS
JieN K epeaye (mem) craTeit
3aroJIoBOK HOMEHKJIa-
B apXUB 0 TIEPEYHIO
JIOKYMEHTOB Type zien)
OpraHu3aIni,
rpada He
3aMoIHsIEeTCs])
1 2 3 4 5 6 7 8
Utoro e/1. Xp. (Z1en, SIeKTPOHHBIX JIeN) 3a TOJTBI
(mmdpamMu ¥ IPOIUCHIO)
Ornucu Jen NOCTOSITHHOTO XPaHEeHUS 32 ToJbl YTBEpKIeHbI ¢ LleHTpanbHOil SKCIIepTHO

-IIPOBEPOYHOM KOMUCCHEN ApXUBHOTO KOMHUTETA Cankr-IleTepOypra (poToKoI
OT «___ » 20 r. No ).

(HaMMEHOBaHUE JTOJDKHOCTH JIMIIA, (moamwuch) (pacmmdpoBKa MOAMKCH)
OTBETCTBEHHOT'O 32 apXUB

(mata)
COT'JTACOBAHO YTBEPXIEH
IIpoTokOoa DKCEPTHON KOMUCCHH {eHTpanbHOM 3KCIEPTHO-ITPOBEPOYHOMN
TeppuropuanbHoit KOMHUcCCUU ApXUBHOTO KOMUTETA
n3oupaTensHOl Komuccuu Ne 27 Cankr-IlerepOypra

oT Ne oT No
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[Tponomxkenue mpunoxerus Ne 16

JIOKyMEHTBI B KOJIMUECTBE eld. Xp. (e, 3MeKTPOHHBIX J1eN):
- Ha OyMa)XKHOM HOCHUTEJIE BECOM KT C/IaHbI B

(HaMMEHOBaHWE OPTaHU3AIIIH )

- Ha 3JICKTPOHHOM HOCHUTEJIC CAaHbI HA YHUYTOXKCHUEC

(cioco0 YHUUTOXKECHHS)

(HaMMEHOBaHHUE JIOJHKHOCTH JIUIIA, (IO ATHCH) (pacuudpoBKa MOIIHCH)
CIaBIIETO JOKYMEHTHI)

(mata)

HN3menenus B YUCTHBIC TOKYMCHTBI BHCCCHBI

(HaMMEeHOBaHUE JIOJDKHOCTH JIMIIA, BHECIIIETO (moamuce) (pacmudpoBka moanucy)
WU3MEHCHHS B YUCTHBIC JOKYMEHTBI)

(mara)
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[Tpunoxenue Ne 17
K MHCcTpyKIIMK

10 JISTIONPOU3BOICTBY B TeppuTOpHAaIbHON
n3buparensHO KoMuccuu Ne 27

BHYTPEHHSSA OITMCH JOKYMEHTOB JIEJIA

BHyTpeHHsIf1 OTUCH TOKYMEHTOB J1ejia Ne

Perucrpanmonnbii Howmepa
No pail Jlara 3arojioBok p
HOMCDP JIUCTOB HpI/IMC‘IaHHH
n/m AOKYMCHTa JAOKYMCHTa
JIOKYMEHTa zena
1 2 3 4 5 6
Hroro: JIOKYMEHTOB
(g pamMu ¥ MPOTUCHIO)
KonunyecTBo MCTOB BHYTPEHHEN ONUCH JUIL.
(urdpamMu 1 MPOMUCHIO)
(HauMeHOBaHUE JOJKHOCTHU (TOAMHKCH) (pacimdpoBKa MOTUCH)

JIULA, COCTABUBIIErO
BHYTPEHHIOIO OIIKCH
JOKYMEHTOB JI€JIa)

(mara)
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[Tpunoxxenue Ne 18
K MHCcTpyKIIMK

10 JISTIONPOU3BOICTBY B TeppuTOpHAaIbHON
n3buparensHO KoMuccuu Ne 27

JIMCT-3ABEPUTEJIb AEJIA

Jlucrt - 3aBeputens aema No

B nene noammTo ¥ mpoHyMEpOBaHO JTUCT(OB),

(mudpamMu ¥ MPOITUCHIO)

¢ No mo Ne , B TOM YHCJIE:

JIUTCPHBIC HOMCpa JIMCTOB

MIPOIYIIIEHHBIE HOMEpa JIUCTOB

+ JINCTOB BHYTPEHHEW OMUCH

OcobenHocTy (pU3UYECKOro COCTOSIHUS Homepa
1 (hopMupoBaHuUsl jieia JIMCTOB
1 2
(HaMMEHOBaHUE (rToarucs) (pacuugpoBKa MOIHCH)
JOJDKHOCTH)

(mara)
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[Tpunoxenue Ne 19

K MHCcTpyKIIMK

10 JICTIOTIPOU3BOICTBY B TeppUTOpUATBHOM
n3buparensHO KoMuccuu Ne 27

N
o[ "Iy
CLV i 1)

Cankr-IlerepOyprckoe rocyiapcTBeHHOEe Ka3eHHOE yUpeKaeHne
«IlenTpanbHblii rocynapcrBennbiii apxus Cankr-Ilerepoypra»

TEPPUTOPUAJIBHASA U3BUPATEJIBHASA
KOMUCCHUS Ne 27

JAEJIO Ne Tom Ne

(3aroJyioBOK jena)

(kpaitHue natbl)

Ha JIUCTaX

XpaHUTh

D Ne
On. Ne
. No
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[Tpunoxenue Ne 20

K MHCcTpyKIIMK

10 JICTIOTIPOU3BOICTBY B TeppUTOpUATBHOM
n3buparensHO KoMuccuu Ne 27

YTBEPXIAIKO YTBEPXIAO
IIpencenarens Hupekrop
n30upareabHON KOMUCCHH Cankr-IleTepOyprckoro rocyapcTBEHHOTO

Ka3€HHOIo yupexaeHus LlenTpanbHoro
rocyaapctBeHHoro apxuBa Cankt-IlerepOypra

[Toanuce Pacmdposka noanucu [Moanuce Pacmmdposka
MOAUCH
—_— [leuats
Tlata IIeuaTs Tlata
AKT
Ne

InpueMa-1epeaadiu apXuBHBIX
AOKYMCHTOB Ha XpaHCHUEC

(ocHOBaHME NEepeIayun)

(Ha3BaHMeE TIepeIaBaeMoro (poH/Ia)

caai,
(HaMMEHOBaHUE OpPraHU3alluHY, epeatoIe TOKYMEHTHI)
IIPUHSLL
(HaMMEHOBaHUE OpPraHU3ally, IPUHUMAIOLIEH IOKYMEHTHI)
IIpuHuUMaeT Ha TOCyAapCTBEHHOE XPaHEHUE JOKYMEHTHI 3a Y CIIPABOYHBIN ammapar
K HUM: (rozer)
Ne n/nt HasBanue, Homep KonunuaecTBo 3K3eMILISIpOB Komnuectso | IIpumeuanus
OIHUCH OIHUCH JAeJI, JOKYMEHTOB en. Xp.
1 2 3 4 5
Hroro npunaro eI.Xp.
(M (paMU 1 IPOIINCHIO)
[Iepenauy mpoussenu IIpuem npoussenu
JoipKHOCTB [oamuecy  PacmmdpoBka  JIOMKHOCTD [Tognuce PacimmidpoBka
MOATHNCH MOATIUCH
Hara Hara
®oHay npucBoeH Ne
N3meHeHns B ydeTHbIE JOKYMEHThI BHECEHBI
HanmenoBanue nomkHOCTH IToanuce Pacmm¢poBka noanucu

OTBCTCTBCHHOI'O 3a apXUB

Hara



