YTBEPXJIEHA
peuieHueM TeppuTopualIbHON
n3buparenpHO Komuccuu Ne 34
ot 11 aBrycra 2026 romza Ne 11-10

HNHCTPYKIHUA _
1O AEJOITPON3BOJACTBY B TEPPUTOPUAJBHOU
W3BUPATEJBHON KOMUCCHUH Ne 34

1. O0mue moJI0KEeHUA

1.1. Uuctpykums o JETTONPOU3BOACTBY B TeppuropuanbHOii
n3oupatenbHoi kKomuccuu Ne 34 (manee — IHCTpyKIMsI) yCTaHaBIMBAET MOPSIOK
paboThl C JOKYMEHTaMH, OCHOBHbIE IMpaBWJa UX MOATOTOBKA U OQPOPMIIECHUS
B TeppuropuansHoil n3duparensHoil komuccuu Ne 34 (nanee — TeppuTOpHaIbHAS
KOMUCCHSA).

TepputopuanbHas KOMHUCCHS BIIpaBe YTBEPK1aTh TUIIOBbBIC
W/WIA  TIPUMEpPHbIE HMHCTPYKUUH TIO0 JEJIONPOM3BOACTBY JUISI  YyYaCTKOBBIX
n30MpaTeNbHBIX KOMUCCUH.

1.2. UucTpykums pa3paboTaHa Ha OCHOBaHMU (hefepajbHBIX 3aKOHOB
ot 12 urons 2002 roga Ne 67-®3 «O6 0CHOBHBIX FapaHTUSIX U30UPATEIBHBIX PaB
W TpaBa Ha ydacTue B pedepeHayme rpaxnaan Pocculickoit deneparum»
(nanee — denepanpHplii 3aKOH 00 OCHOBHBIX TapaHTHSIX W30UpATEIbHBIX IPaB),
or 22 oktsa6ps 2004 roma Ne 125-®d3 «O6 apxuBHOM nene B Poccwuiickoii
®denepauuny, 3akoHoB CankT-IleTepOypra, mOCTaHOBIEHU U UHBIX HOPMATHUBHBIX
aktoB llentpanpHOil wm30MparensHON Komuccuu Poccuiickoit  deneparun
(manee — UMK Poccun), Cankr-IlerepOyprckoil u30upaTenbHOW KOMUCCHUH,
perjlaMeHTa TeppUTOPHUAIBbHON KOMUCCHH, C MCIIOIb30BaHUEM NIPHKa30B PocapxuBa
or 22 mas 2019 roma Ne 71 «OO6 ytBepxkaenuu IlpaBun gemonpous3BoACTBa
B TOCYJAapCTBEHHBIX  OpraHax, OpraHax MECTHOTO  CaMOYMpPAaBIICHUSD,
ot 25 nexadbps 2020 roga Ne 199 «O6 yrBepxkaeHnn MeToanueckux peKoOMeH1alui
o pa3zpaboTke UHCTPYKIUH o JIEI0MPOU3BOJICTBY

B rocyaapCTBCHHBIX opraHax, opraHax MCCTHOTI'O CaMOYIIpaBJICHUS,
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ot 31 urons 2023 roma Ne 77 «O6 yrBepxkaenuu [IpaBun opranuzanuu XxpaHeHus,

KOMILJIEKTOBAHUSI, y4€Ta U HCIOJb30BaHUA JOKYMEHTOB ApXuBHOrO (oHaa
Poccniickonn denepannyu U IpYyTUX APXMBHBIX JTOKYMEHTOB B T'OCYJIApPCTBEHHBIX
OpraHax, OpraHax MECTHOTO  CaMOYIpAaBJICHHS W  OpraHU3aIUsIX»,
I'OCT P 7.0.97-2025 «HamumonaneHbiii  cranmapt Poccuiickoit ®denepariuu.
Cucrema crtaHmapToB 10 uH(POpMAIUK, OHUOJIMOTEYHOMY W H3IATEIHCKOMY
neny.  OpraHM3allMOHHO-paclopsiMTeNbHas  JOKyMmMeHTamusi.  TpeOoBaHus
K odopmieHnto nokymeHtoB», ['OCT P 7.0.8-2025 «HarmumonanbHBI cTaHAApT
Poccuiickoit ®enepanuu. Cucrema cTaHaapToB 10 UH(GOpMALKU, OMOINOTEUHOMY
U U3laTelnbckoMy Jeny. Jlemonmpou3BOACTBO U apXMBHOE J1€J0. TepMHHBI
Y OTIPEICTICHUSI.

PaGota ¢ pokymeHTamu, cojaepKalluMu HWH(OpPMAIKI0O OTrpaHUYEHHOTO
pacnpoCTpaHEHUs, OCYLIECTBJIIETCS B COOTBETCTBUM C IOCTaHOBJICHHUEM
[TpaButensctBa Poccmiickoii ®epeparuun ot 03 HosOps 1994 roma Ne 1233
«O0 yrtBepxkaeHun [lomoxeHuss o ToOpsiAKe OOpalieHusi €O  CIyKeOHOM
uHbOpMaIlMell OTrpaHMYEHHOTO pacHpoCTpaHeHus: B (emepanbHBIX OpraHax
UCTIOTHUTENLHOM BJIACTH, YIIOJIHOMOYECHHOM OpTraHe YIPaBJICHHUS UCTIOIb30BaHUEM
aTOMHOM PHEPrHM M YNOJIHOMOYEHHOM OpraHe MO KOCMHUYECKOH AesTeNbHOCTUY,
3a WCKIIOYCHHEM JOKYMEHTOB, COJEpXallux CBeAeHus 00 u3buparensx,
y4acTHHKax pedepeHayma, oOpamarmmuxcs B pamMKax (QYHKIHOHUPOBAHUS
['ocynapcTBeHHOM cHCTeMBI peructpanuu (ydera) wus0uparesneil, y4aCTHUKOB
pedepenayma B Poccuiickoit deaeparumu.

1.3. [Tonoxxenus MHCTPYKITMU pacipoCTPaHSIOTCS HAa OPTaHU3aAIUI0 PaOOTHI
C JOKyMEHTaMH HE3aBUCHMO OT BHJa HOCHUTEJS, B TOM YHCJE C DJIEKTPOHHBIMHU
JIOKyMEHTaMH, BKIJIIOYasl TOJTOTOBKY, PErHCTPAIlUI0, MPOXOXKICHUE, XpaHCHUE
Y UCIIOJIb30BaHUE JOKYMEHTOB.

[Tonoxxennss MHCTPYKIIMM HE PacmpOCTPaHSAIOTCS Ha OPraHHU3AIHI0 PabOThI
C JOKYMEHTaMH, COJEp)KallUMH CBEJEHUS, COCTaBIISIOIIME TOCYAAPCTBEHHYIO

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

OyXraJlTepcKoOil JOKYMEHTAllMel paclpOCTPaHAIOTCS Ha JaHHBIE JIOKYMEHTBI
B YacTH OOIUX MPHUHITMIOB PabOTHl ¢ HUMH, a TAKXKE OPTaHU3ANNH TEKYIIETO
XpaHEHUs JTOKYMEHTOB M MOJTOTOBKM HMX K Iepe/laue Ha apXUBHOE XpaHEHUE,
C y4yeToM OCOOCHHOCTEH  OIOJUKETHOrO  3aKOHOJATENbCTBA,  HACTOSIICH
Wuctpykuuu, naeix HopMmatuBHBIX akToB LIMK Poccun, Canxt-IletepOyprekoii
n30UpaTeIbHOM KOMUCCHH, TEPPUTOPUATBHON KOMHUCCHH.

PaboTa ¢ gJOKyMeHTaMHu IO OpraHU3alyy 3aKylOK TOBapoB, pabOT U yCIIyT
ocymiecTBisieTcs ¢ ydetom @DenepanbHOoro 3akoHa oT S5 ampens 2013 roma
No 44-d3 «O koHTpakTHOM cucTeMe B c(epe 3aKymnmok TOBapoB, pabOT, ycCiayr
JUIs. 00ecreueHrsl TOCYJapCTBEHHBIX W MYHHUIIMOAIBHBIX HYX1». OCOOEHHOCTH
OpraHu3aluy T0KYMEHTO000pOTa, OTHOCSIIETOCs K OpraHu3alliy 3aKyIoK TOBapOB,
paboT u yciyr, npaBuiia MOJTOTOBKH U O(OPMIICHUS TaKUX JIOKYMEHTOB, a TAKKe
nopsiAoKk  paboOThl ¢  HHUMH  MOTYT  JIONOJHUTEIBRHO  yCTaHABIIMBAThHCSA
COOTBETCTBYIOLIIUMU HOPMAaTUBHBIMU aKTaMu MUK Poccun,
Cankrt-IletepOyprckoit n30upaTenbHOM KOMHUCCUU, TEPPUTOPUATLHON KOMMCCHH,
MpuKa3zaMu Mpeice1aTelisi TePPUTOPUATBLHON KOMUCCHH.

1.4. [IpaBuna moAroToBKH U O0QOPMIICHUS] JOKYMEHTOB U MOPSAOK PabOThI
C HUMH, TpeaycMoTpeHHble WHCTpykuue#, o0s3aTeabHbl 11 YJICHOB
TEPPUTOPUAIIBHOM KOMHUCCHU W TOCYIJAPCTBEHHBIX TPAXKIAHCKUX CITY KX
anmnapara TEppUTOPUAIBHON KOMHUCCHUU (Jlajiee — rpakJIaHCKue ClyKalllue) U Jul,
3aMEIAIOMINX JOJDKHOCTH, HE SIBISIOIIMECS JODKHOCTAMM TOCYIapCTBEHHON
IPKIAHCKON CITyKOBbI, a TaKXKe JIHII, TPUBIECKAEMBIX IO TPAXKITAHCKO-TIPABOBBIM
JIOTOBOPAM.

1.5. Benenue JEJIONTPOU3BOACTBA TEPPUTOPUAIIBHOMN KOMUCCHU
OCYILECTBIISIET MPE/ICENATeNIb TEPPUTOPUATBHOM KOMHUCCUU WM Tpa)XAaHCKUI
CIyXalluil anmapara TEPPUTOPHAIBHOW KOMHUCCHM, Ha KOTOPOTO BO3JIOXKEHA
byHKIMS BEIEHUS JICIIONPOU3BOJICTBA B COOTBETCTBHM C  JIOHKHOCTHBIM
periiaMeHToM  (nasiee — paOOTHUK — amnmapaTra, OTBETCTBEHHBIA 3a  BEJICHHE

JIeJIOTIPOU3BOICTBA).
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1.6. PaGoTHukm  ammapara,  TMOCTYNUBIIME  HAa  TOCYJApPCTBEHHYIO

rpaxxaaHckyto ciyx0y Cankt-IlerepOypra B annapart TeppuTopruaIbHON KOMUCCHH,
amb0 Ha JOHKHOCTH, HE SBISIONIAECS JOJDKHOCTSMH —TOCYAapCTBECHHOU
rpaXJIaHCKOW CIYKOBbI, a TaKXe TpakJaHe, MPHUBICKAEMbIE MO TPaXIAHCKO-
MPaBOBBIM JOTOBOpPaM, JIOJDKHBI OBITh O3HAKOMJIEHBI TOJI MOJMUCH C TEKCTOM
NHcTpykiiun ~ paOOTHUKOM  ammapaTta,  OTBETCTBEHHBIM 32 BEACHUE
JIEIIOIIPOU3BOCTBA.

1.7.B cnydae yxola B OTIYCK, Bbi€3Ja B KOMAaHAHPOBKY, OOJE3HH,
YBOJIbHEHUSI ~ HCHOJIHUTENSA  JOKYMEHTOB  HEHUCHOJHEHHBIE  JOKYMEHTBI
10 TIOPYYECHUIO MpeAcenaTelss TEPPUTOPUAIIBHON KOMUCCHUU MEPEAAIOTCS IPYTroOMy
HCTIOJTHUTEIO.

1.8. [1enonpou3BOACTBO B TEPPUTOPHAIBHON KOMHCCHH OCYIIECTBIISETCS
CpEICTBAaMH  TOJICUCTEMBl JIOKYMEHTOOOOpOTa M  yNpaBiieHUs IU(POBBIM
KOHTEHTOM ['0CynapCTBEHHOM aBTOMAaTH3MPOBAaHHOM cuCTeMbl Poccuiickon
deneparuun «Beibope»  (manee — [1J]), a Takke C HCIOIB30BAaHUEM JPYTHUX
pEruCTpalMOHHO-YUeTHBIX (GopM  (KapTOYHOM WJIM JKypHAJIbHOM CHCTEMBbI
perucTpanuu J0KyMEHTOB).

Pabota B I1J] MOXET OCYIIECTBISATHCA KaK B 3aKPBHITOM KOHTYpE, JOCTYM
K KOTOpPOMY 4YJIeHaM TEPPUTOPUATIBLHON KOMHUCCHU M paOOTHHMKAM armmapara
TEPPUTOPUAIIBHON KOMHUCCUU NPENOCTABISIETCS B COOTBETCTBUM C IIPUKA30M
npeacenarTenss TEppUTOPUATBHON KOMUCCUHU, TaK U B OTKPBITOM KOHTYpE, JIOCTYII
K KOTOpPOMY MpPEIOCTABISECTCS B COOTBETCTBUM C pacnopsbkeHuem llpeacenarens
MUK Poccun, nHopmatuBHbIiMH akTamMu CaskT-lIleTepOyprckoit m3OupaTenbHOU
komuccuu 1o cornacopanuto ¢ I{AK Poccun.

B 3akpeiToM KOHTYpe mpeaycMoTpeHa oOpaboTKa MEePCOHANBHBIX JTaHHBIX
1 MHOM KOH(pHUACHIINATbHON HHPOpMAITUH.

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

PaGota ¢ [OKyMEHTaMH TEpPPUTOPUATLHON KOMHUCCHM OCHOBBIBAETCS

Ha IIPUHIHUIIC OI[HOKpﬂTHOﬁ perucTtpann JOKyYMCHTA.
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1.9. Uactpykiius W W3MEHEHHWS B HEE YTBEPXKIAIOTCS perieHuEM

TEPPUTOPUANBHON KoMmMuccuM mocie cornacoBanuss ¢ Cankr-IletrepOyprekoit
n30UpaTeIbHON KOMUCCHUEH.

1.10. B HCTpYKIIMHU UCTIONB3YIOTCS CIEAYIONIUE TEPMUHBI U ONIPEACTICHUS:

OJIaHK JJOKYMEHTA; 3JIEKTPOHHBIH 11a0JI0H OJ1aHKa TOKYMEHTa — JIUCT Oymaru
WIA DJIEKTPOHHBIA IMAOJOH € PEKBU3UTAMH, HWIACHTH(QHUIMPYIOIMIMMUA aBTOpPa
o(pUIIMaTBFHOTO JOKYMEHTA, PACIlOJIOKEHHBIMH B OIIPEICIICHHOM MOPSIKE;

BHYTPEHHHMM OKYMEHT — JJOKYMEHT, ITOATOTOBJICHHBIA B TEPPUTOPUAIBHOU
KOMHUCCHH, HE BBIXOSAIINI 3a €€ Npeeibl;

BXOIAIIMKA JOKYMEHT — JOKYMEHT, IOCTYNHBIIMA B TEPPUTOPHUAIBHYIO
KOMUCCHIO;

(2JIEKTpOHHOE)  J1e7I0 — PU3HYECKH  000COOJIeHHAass WM JIOTUYECKH
olpesesieHHas: eIUHUIA Klaccu(UKalMM U CUCTEMATU3AllUd B JIOKYMEHTAJIbHOM
boHAe TeppUTOPUATBHON KOMHCCHH, BKIIOYAIOWIAs JOKYMEHT WM COBOKYITHOCTb
JOKYMEHTOB, OTHOCAIIMXCS K OJHOMY BONPOCY WM YYaCTKy JAESITEIbHOCTH,
MMEIOIINX OJIMHAKOBBIA CPOK XPAHEHUS;

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

JOKYMEHT — 3aMKCUpOBaHHAasi Ha HoOcUTele MHPOpMaIUs C pEeKBU3UTAMU
W/WIU METaJaHHBIMU, TTO3BOJISIOIIMMU €€ UACHTU(ULIUPOBATh;

JOKYMEHTaNbHbIA  (DOHJ — COBOKYITHOCTh JTOKYMEHTOB, OOpa3yoLIuXcs
B JCSITEIbHOCTU N30MPATETbHON KOMUCCHH;

JOKYMEHTUPOBAHHUE — CTAAMS KU3HEHHOTO ILIMKJIAa JOKYMEHTa, Ha KOTOPOU
OCYILIECTBISICTCS 3alluCh HHMOpPMALKUKM C PEKBU3UTAMHM W/WIA METaJaHHBIMU
Ha HOCHUTEJIE M0 YCTAaHOBJICHHBIM IIPaBUJIaM B YCTAHOBJIEHHOH (popme;

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

HJIN OTIPABKH,
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AyOnuKaT JOKyMEHTA — MOBTOPHBIM SK3eMIUISIp TMOAJIMHHUKA JOKYMEHTa,

CO3aBaEMbIi C LIEJIBIO 3aMEHBI I0OJIMHHUKA;

KU3HEHHBIM LHMKJI JOKYMEHTAa — COBOKYIMHOCTh CTaJHi CYIIECTBOBAHHS
JIOKyMEHTa (JOKyYMEHTHUPOBAHHOW HHQOpMAIMKU), HaUYUHAs C ero (ee) co3aaHus
J10 YHUYTOKEHUS;

3aBEpEeHHasl KOIHWA — KONUs JOKyMEHTa, Ha KOTOpPOM B COOTBETCTBHH
C YCTaHOBJIEHHBIM MOPAJKOM IPOCTaBIEHBbl PEKBU3UTHI, OOECIEUMBAIOIINE
€€ IOpUANYECKYIO CUILY;

HUCXOASAIIMN JTOKYMEHT — IOKYMEHT, OTIIPABISIEMBIA U3 TEPPUTOPHUAIBHOU
KOMUCCHUU;

KOHTPOJIb VCIIOJTHEHU S JIOKYMEHTOB — COBOKYITHOCTh NEHCTBUH,
00eCcreunBaOIINX CBOEBPEMEHHOE NCIIOTHEHUE IOKYMEHTOB;

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

HOMEHKJIaTypa JIeJl — JOKYMEHT, COJEpKalluil CHCTEMaTU3UPOBAHHBIN
NEpeUYeHb 3aroJIOBKOB €N, CO3JaBAaE€MbIX B TEPPUTOPUATBHOM KOMHCCHUH,
C YKa3aHHUEM CPOKOB UX XpaHEHUs, O(POPMIICHHBIN B YCTAHOBICHHOM IOPSIJIKE;

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

HOCHUTENb (JOKYMEHTUPOBAHHOW) HWH(GOPMAIMU — MaTepUATIbHBIA OOBEKT,
UCIIOJIb3YyEeMbIN JUIsl (PUKCALIMK U XPAHEHUS TOKYMEHTUPOBAHHOW MH(pOpMaLIUK;

oOpaiieHue B popMe 3IEKTPOHHOTO JOKYMEHTa — oOpallleHre, MOCTyHBIIee
B (hopMe DIIEKTPOHHOTO JOKYMEHTA C UCIOJIb30BAHUEM CTPaHUIlbl 0(ULIHAIBHOTO
caiita CankT-IletepOyprckoit n30upaTeIbHOU KOMHCCUU
B MH(OPMALMOHHO-TEJIEKOMMYHUKAIMOHHON cetn «MHTepHeT» (nanee - ceThb
WuTepHeT), npeHa3HaueHHOMN JIJIsl HalpaBiieHus OOpalleH’il B TeppUTOpUaIbHbIE
KOMUCCHUU;

OTMETKa 00 3JIEKTPOHHOW MOJIMMUCHU — PEKBU3ZUT 3JIEKTPOHHOIO JOKYMEHTA,

MOATBEPKAAIOIIUNA €Tr0 TOAMUCAHNE YJIEKTPOHHOMN MOMHUCHIO;



;
opUIMANTBHBIA TOKYMEHT — IOKyMEHT, KOTOpBII CO3/1aeTcs, 3aBepsercs,

BBIZIACTCSI B YCTAHOBJICHHOM 3aKOHOM HWJIM WHBIM HOPMATHBHBIM aKTOM IIOPSIJIKE
OpPraHOM TOCYJAapCTBEHHOW BJIACTH, WHBIM I'OCYJIAPCTBEHHBIM OPTraHOM, OPTraHOM
MECTHOTO CaMOYIIPABJICHUS WM MHOM  YIIOJHOMOYEHHOM OpraHu3alueH,
YIOJIHOMOYEHHBIM JOJDKHOCTHBIM JIMLIOM U YAOCTOBEPSIET FOPUANYECKU 3HAUMMBbIE
(bakThI;

oopmIIeHHE JTIOKyMEHTA — IPOCTABIEHUE HA JIOKYMEHTE HEOOXOIUMBIX
PEKBU3UTOB,;

oOpanieHre B NMUCBMEHHOM (pOopMe — HamlpaBIICHHbIE B TOCYJapCTBEHHBIM
OpraH, OpraH MECTHOI'O CaMOYIpPaBJICHUA WM  JOJDKHOCTHOMY  JIUILY
B [IUCbMEHHOU (pOpMe MpEeTIOKEHUE, 3asIBICHUE WU Kano0a;

IUChMO — 0000IIEHHOE HAa3BAHUE PA3JIMYHBIX 10 COACPKAHUIO JOKYMEHTOB,
CIIy>KallluX CPEICTBOM OOIICHUS MEXAYy OPTaHU3alMsIMU, TPaXIaHaMU;

MIO/UIMHHUK  JTIOKYMEHTA — IEPBBIM WM  €IMHCTBEHHBIA  JK3EMIULIP
JIOKYMEHTA,

IIOPYYEHHE — TOKYMEHT, NPEANHUCHIBAIOIINAN BBINIOJHEHUE TEX WIM HHBIX
3aJIaHUM;

pEruCTpallMOHHO-Y4YeTHass KapTouka mokymeHTa (nmanee —PYK)— dopwma,
UCIIONb3yeMasl I 3aluCU CBEAEHUW O JOKYMEHTE B LENAX YyYyeTra, IMOHCKa
Y KOHTpOJIs, CO3aBaeMasi Ipy PErMCTpaLlvu JOKyMEHTA ¢ ucrnoias3oBanueMm [1/1;

perucTpalvoHHO-y4YeTHass (opMa — CUCTEMA PETUCTpallMU, HCIOJIb3yeMast
B TEPPUTOPUAIBHOW KOMHCCHM mpu perucrpauuu gokymeHtoB (ILJ[, xapTouku
WJIU KypHAI);

perucrpanus JOKYMEHTa — 3allUCh  YYETHBIX JAaHHBIX (METaJaHHBIX)
O JOKYMEHTE 10 YCTaHOBIEHHOU (opme, duxcupyromas (akT ero co3maaHus,
OTHPABJICHUS WIM IOJIYYEHHUs, U INPUCBOCHUE €MY PETMCTPAllMOHHOIO HOMeEpa
U JaThl;

PEKBU3UT JOKYMEHTA — CTPYKTypHasT 4acTb M JJIEMEHT O(OpPMIICHHUS
JNOKYMEHTa, CIyXallui I WIACHTUQUKAIMK JOKyMEHTa U CcoJeprKallencs

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

o0ecrieunBaoIias *XU3HEHHBIM LUK JOKYMEHTOB O HX Iepexoja Ha CTaJHIo
ApPXUBHOTO XPAHEHUS WIH YHUUTOXKEHUS;

CKaHUPOBAHUE JOKYMEHTA — MOJyUYeHHUE IIEKTPOHHOTO 00pa3a TOKyMEHTa;

ciykeOHasi 3alnCKa — BHYTPEHHUM JOKYMEHT, aJIpECOBAHHBIM OJHOMY
JOJDKHOCTHOMY JIALY TEPPUTOPUATBHOW KOMUCCHUU JAPYTUM JOJKHOCTHBIM JIMLIOM
TEPPUTOPUAIBHON KOMHMCCHUM U  COAEpXaIUid OOCTOSITENIbHOE  H3JI0KEHUE
KaKOro-J100 BOIpOca C BBIBOJAMHU U IPEATIOKEHUSIMU COCTaBUTEIS;

CPOK HCIOJHEHUS JOKYMEHTAa — CPOK, YCTAHOBJIEHHBIH HOPMATHBHBIM
IPaBOBBIM aKTOM, OPTaHU3alMOHHO-PACTIOPAIUTEIBHBIM JOKYMEHTOM, YKa3aHUSAMU
110 UCTIOJTHEHUIO JOKYMEHTA WIIH TOPYUYEHUEM;

YKa3aHUs M0 MCIIOJHEHUIO TOKYMEHTa — PEKBU3UT, COCTOALIMN U3 HaANUCU
Ha JOKYMEHTE WJIM Ha OTIEJIBHOM JHCTE€ YCTAaHOBJIEHHOW (OPMBI, CIAEIaHHOM
JOJKHOCTHBIM JIULIOM;

yuyeT  JOKYMEHTOB — (ukcauus  (akta  HOJyuyeHUS  JOKYMEHTOB
0€3 IpOCTaBJICHUS Ha HUX PETUCTPALIMOHHBIX ILITAMIIOB;

dbopmupoBaHue  (JIEKTPOHHOTO)  JieJia — TPYIIUPOBAHUE  JTOKYMEHTOB
B (3JIEKTPOHHOE) JIEJI0 M UX CUCTEMAaTU3aLus;

AKCIEPTU3a LIEHHOCTU JOKYMEHTOB — JESTENbHOCTh [0 YCTAHOBJICHHUIO
CPOKOB XpaHEHHUs JOKYMEHTOB, OTOOpa HX s apXUBHOTO XpaHEHMs
WIA YHAYTOXXEHUS, BBIIBICHHIO OCO0O IICHHBIX W YHUKAJIbHBIX JOKYMEHTOB
Ha OCHOBAaHMM TpPEOOBAaHWH HOPMATHUBHBIX TIPABOBBIX AaKTOB U KpPUTEPHEB
DKCIIEPTU3bI HUEHHOCTH IOKYMEHTOB;

ANIEKTPOHHAS MOANKUCH — UHPOpMaLUg B AIEKTPOHHOU (opme, TpeOOBaHMS
KOTOPOW YCTAQHOBJIGHbI HOPMATHUBHO, TMpeJHa3HAUCHHAas JJs TOANHCAHUS,
COTJIACOBaHUS (BU3UPOBAHUS) U YTBEPKICHUS 3JIEKTPOHHBIX JOKYMEHTOB;

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

AJIEKTPOHHBINA JJOKYMEHTOOOOPOT — TIOKyMEHTOOOOPOT C HCHOJIb30BaHUEM

aBTOMATU3UPOBAHHON HMHQPOPMALMOHHON CHUCTEMBI (CHCTEMBI 3JIEKTPOHHOTO



JIOKyMEHTO000pOTA);

AJIEKTPOHHBIA  00pa3  JOKYMEHTa — 3JIEKTPOHHAsi KOMMsS  JTOKYMEHTa,
W3rOTOBJICHHASI HA OyMa)XHOM HOCHUTEJIE;

ANEKTPOHHBIA  MAOJOH OJIaHKa JOKYMEHTa —CM. TEPMHUH  «OJIaHK

JOKYMCHTaA».

2. HpI/IeM, perucrpanus 1 NMPoxXoKJACHUE NMOCTYNAKIINX JOKYMCHTOB

2.1. IOKyMeHTbl B TEPPUTOPUANBHYIO KOMHCCHIO JOCTAaBIISIOTCS dYepes
OTIEJeHUE CBs3M (IOYTOM, TenerpaHoil CBS3bIO), OpraHaMH (QeaepaabHOU
(denbIberepckoil  CBsA3M, CHELMAIBHOW CBS3bI0, HAPOUHBIM WIH MEpPEAAOTCS
Ha JIMYHOM IpHEME IPpak/iaH.

JIOKyMEHTBI MOTYT IOCTYIIaTh B TEPPUTOPHAIBHYIO KOMHCCHIO CPEICTBAMHU
[T, dakcuMmIbHONW CBSI3bIO, OJIGKTPOHHOM TouTOM B cetu VHTepHer
(mpenHa3HauY€HAa MCKIIOYUTENBHO MJis1 CIY>KEOHOM KOPPECHOHIEHIUHU), Yepes3
pazmen «OnekTtpoHHas ¢Gopma oOpamieHus» Ha  OQUIHUATBHOM  CcaiTe
Cankrt-IlerepOyprckoit  u3OuparenbHoi  komuccu B ceth  MHTepHer,
NpeIHa3HAYeHHBIN JUIsl HAPaBJIEHUS 0OpaIlEHU B TEPPUTOPUATIBHYIO KOMHUCCHIO.

2.2. llpuem, mepBUYHas O00pabOTKAa ¥ pETHCTpallvs TOCTYIMAIOIIUX
JIOKYMEHTOB TPOU3BOMASITCS TpelcenaTeseM (CeKpeTapeM) TeppUTOPHATbHON
KOMUCCHUM WM  pabOOTHUKOM  ammapaTa, OTBETCTBEHHBIM 32  BEJACHHUE
JIeJIONPOU3BOACTBA ¢ Hcnoib3oBanueM I1/], n1ubo KypHalbHON perucTpauiuoHHO-
yueTHOH Gopmsbl (ipusioxerne Ne 1) exxeTHEBHO B 4achl pabOThI TEPPUTOPUATBHOM
KOMHUCCHH, KPOME BBIXOJHBIX M HEpabOUMX Mpa3IHUUYHBIX THEH.

[Topsimok TOJydeHHs] W PErucTpaldyd JOKYMEHTOB IIOCJHE€ OKOHYAHUS
pabouero AHs, B BEIXOJHbIE U HepaOoUyue Mpa3HUYHbIE JHH, B IEPUOJI TIOJTOTOBKU
U TPOBEICHUs H30MpaATENbHBIX KaMIaHW YCTaHABIMBAeTCS MpejacenaTeIeM
TEPPUTOPUATIBHON KOMUCCHUU JIMOO OMPENEseTCsl PelICeHUEM TEepPPUTOPHAIBHON
KOMUCCHH.

2.3. IloctynuBiime JTOKYMEHTHI TOJPA3JEISIOTCS Ha PErHCTPUPYEMbIe

N HE IMoAJICKaluc perucrpainuu. HGpG‘ICHB AOKYMCHTOB, HE IMOAJICKAIIHUX
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pETHCTpaIliu, OTPEIEIICH B MPUIoKeHn: No 2.

2.4.1lpu BCKpBITUM KOHBEPTOB, JOCTaBJICHHBIX OpraHamMu QeaepanbHOM
beapaberepcKkoll  CBSI3M, CIIENUATBLHOM CBS3bIO, IO TIOYTE WM HAPOUYHBIM
MPOBEPSIIOTCS  MPABWIIBHOCTh  AIPECOBAHUS, KOMIUIEKTHOCTh W  IE€JIOCTHOCTH
JIOKYMEHTOB, HAJIW4YU€ TMPHUIOKEHHUH, CBEPSICTCS COOTBETCTBUE HX HOMEPOB
YYETHBIM HOMEpaM, YyKAa3aHHbIM Ha KOHBepTax. HempaBWIIBHO aapecOBaHHBIC
U OIIMOOYHO BIJIOKEHHBIC JIOKYMEHTBI HE PETUCTPUPYIOTCS, IEPEChUIAIOTCS
10 HA3HAYCHUIO WIM BO3BPAILAIOTCS OTHPABUTEIIIO.

2.5. Ecnu mipu BCKPBITUM KOHBEPTA OOHAPY)KEHO OTCYTCTBHE JTOKYMEHTOB
WIA WX OTACJIBHBIX JIMCTOB, IIPWIOKEHUM, TMOBPEXKIACHUE JOKYMEHTOB
W1 HECOOTBETCTBHE HOMEPOB JOKYMEHTOB HOMEpaM, YKa3aHHbBIM Ha KOHBEPTE,
npeaceaaTeneM (CekpeTapeM) TEPPUTOPHATBLHOM KOMHCCHHM WJIM PaAOOTHHUKOM
arrapara, OTBETCTBCHHBIM 3a BEICHHUE JEJIONPOU3BOJICTBA COCTABIIAECTCS aKT
YCTAaHOBJICHHOH  (opMbI B  JABYX  OSK3eMIuisipax  (mpmiokenue — Ne 3).
OmuH  dK3eMIUIIp aKTa IIOChUIACTCS OTMPABUTEIIO, JPYrod mpuoOImaercs
K IPUHATBIM JOKYMEHTAM.

Ha 000poTHOI CTOpOHE MOCHEIHEr0 JMCTa MOBPEKIECHHOTO JIOKYMEHTa
B IIPABOM HIKHEM YIUIy JEJIAETCSI OTMETKA «/JOKYMEHT MOJy4YEH B MOBPEXKIACHHOM
BUJICY.

2.6. KoHBEpTHI OT MOCTYNUBIINX JOKYMEHTOB HE YHHUYTOXKAIOTCS B ClIydae,
€CIIM TOJBKO MO HUM MOHO YCTaHOBHUTBH aJIpE€C OTHPABUTEINS, AATy OTIPABKHU
Y TIOJy4YEHUS IOKYMEHTOB, €CIIM OHU COAEPKAT JOKYMEHTHI, KOTOPHIE MOCTYITHIIN
u3-3a npeaenos teppuropun Poccuiickonn ®denepanuu, U3 CyIa0B, CIEICTBEHHBIX
OpraHoB, JINOO IOTOBOPHI, TPETEH3UHN, UCKOBBIE 3asBJICHUS, TOKYMEHTHI, CBSI3aHHbIC
C pa3MeIleHrneM 3aKa30B Ha TOCTaBKHA TOBAPOB, BHITIOJIHEHHUE pabOT, OKa3aHUE YCIIyT
JUISL TOCYAAPCTBEHHBIX HYX].

2.7. ITakeTsl ¢ TOMETKOM «JIMuHOY MepenaroTcs aapecaTaM B 3aKPhITOM BUIE
T10JT MOJTIHUCH.

2.8. Ilpu peructpanvl MOCTYIHBIIETO JOKYMEHTAa B PErUCTPAIlMOHHO-

y4eTHOM (opMe 00s3aTeIbHO BBOJSATCS CJIEAYIONIME PEKBU3WUTHI: HCXOJSIINAN
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HOMED JOKyMEHTA | JIaTa, TaHHbIE O KOppeCToHAeHTe (aapecanTe) (haMuius, ums,

OTYeCTBO (MPU HAIWYUHU) (PU3UYECKOTO JIMIA UM HAMMEHOBAaHUE OpraHU3allvu),
KpaTKOE COJEpKaHWE JOKYMEHTa, a TakKe KOJIMYECTBO JIMCTOB OCHOBHOI'O
JIOKYMEHTA U JINCTOB MPUIOKEHUS, KOJTUYECTBO IK3EMIUISIPOB, BUJI 10CTaBKU. [Ipu
perucrpauuu BXOJSIETO TOKyMEHTA JIeTIaeTCs CBSI3Ka
C UCXOJISIIIIMUM JOKYMEHTOM Ha KOTOPBIN TaeTcsi OTBET (€CIU TaAKOBOW UMEETCH).

[Ipu ocymectBiennn peructpauuu cpeacrsamu [1/] Ha mumeBort cTopoHe
NEPBOr0 JIUCTA 3APErMCTPUPOBAHHOTO JOKYMEHTa Ha OYMa)XKHOM HOCHTEIIE,
KakK MPaBWIO, B MPABOM HWXKHEM YTIIy MPOCTABIAIOTCS PETUCTPALIMOHHBIA HOMED
Y J1aTa, a TAaK)Ke ITPUX-KOJ C YKA3aHUEM HAUMEHOBAHUS OpPraHU3aLlH.

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

[Ipr ocCymiecTBI€HMH PETUCTPALMU B JIPYTOW PETrUCTPALMOHHO-YYETHOU
dbopMe perucTpalMOHHBIM IITaMIl € YyKa3aHHEM BXOMSIIEro HOMEpa, JaThbl
PETUCTpALIMU TIPOCTABISAETCS, KaK IMPAaBUIO, B NMPABOM HWKHEM YIJIy JIULEBOMN
CTOPOHBI TIEPBOTO JIUCTA 3aPETUCTPUPOBAHHOTO JAoKyMeHTa. [Ipu HeoOxomuMocTu
YKa3bIBAC€TCSl BPEMsI PErucTpaluu (4achbl U MUHYTHI), a TaKXe BXOJSIIUN HOMEP
JIOKYMEHTA Ha ITPUIIOKEHHHU.

Ha xonmu goxymeHTa BXOISIIMNA HOMEP MPOCTABIISIETCA B MTPABOM HUKHEM
yIULy JIMLIEBOUW CTOPOHBI IIEPBOTO JIUCTA.

Hymepauuss nocTtynuBmIMX JOKYMEHTOB OCYLIECTBIISIETCS B IIpeleliax
KQJIEHIAPHOIO rofa.

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

[Tpu peructpanuu qokymeHnTa Ha OymaxHoMm Hocutene B [1/] oH MOkeT ObITH
oTckaHupoBaH, a 3areM Kk PYK moxer ObITh mpucoeaMHEH 3JEKTPOHHBIA 00pa3

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

JOKYMEHTa, B TOM 4YHCJI€ U3 BBILIECTOSIIEH M MHOM M30MpaTEIbHON KOMMCCHH,
OH MOJKET OBITh pacrevyaraH mpu He0OXOIUMOCTH.

2.9. 3aperucTpupoBaHHbIC JTOKYMEHTHI PacCMaTPHUBAIOTCS TMpejcenaTeieM
TEPPUTOPUANBHOM  KOMHCCHUHM, 3aT€éM  I[IOCJI€  TEPEHECEHUs  yKa3aHus
M0 HUCHOJHEHHUIO OKYMEHTa B PErHCTPaIlMOHHO-YYETHYI0 (GopMy TMepenaroTcs
UCIIOJTHUTEIISIM.

IIpn perucrtpauun noxkymentoB B IIJI paccmoTrpenue mnpencenarenem
TEPPUTOPUATHHON KOMHCCHUU JOKYMEHTOB W HAIPaBJICHWE WX HUCHOIHUTEISM
B 3JIEKTPOHHOM BHJE MOXET OCYIIECTBIAThCs cpenctBamu I1J] 6e3 odopmiienus
KOITMU HAa OYMa)KHOM HOCHTEJIE.

2.10. VicnonHeHHble JOKYMEHTBHI CIMCBIBAIOTCA B JENO IpEeJcenaTeieM
TEPPUTOPUANBHON KOMHCCHMM W TIOMELIAIOTCA B JEJIO B COOTBETCTBHHU

C HOMEHKJIATYpPOU JIe]T TEPPUTOPHUAIBHON KOMUCCHH.

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

3.1. JlIokyMeHTbI,  cO3AaBaeéMble B  TEPPUTOPUAIBHOM  KOMHCCHH,
opopmisitoTcst Ha OJlaHKaX, HAa CTaHAAPTHBIX Juctax Oymaru ¢dopmara A4
(210 x 297 mm) wm AS (148 x 210 mM) 1100 B BUJE DJIEKTPOHHBIX JTOKYMEHTOB
U JIOJDKHBI UIMETh YCTaHOBJICHHBIN COCTaB PEKBU3UTOB.

3.2. loxymMeHTbl O(QOpMIISIOTCA Ha TPOAOIBHBIX JIMOO YIIOBBIX ONaHKax
YCTaHOBJICHHON (DOPMBI, HM3TOTOBJICHHBIX THUMOTPA(PCKUM WA KOMITBIOTEPHBIM
criocoboMm (mputoskenue Ne 4),

B TeppuTopuanbHOil KOMHCCHU MOTYT OBITh YCTAHOBIICHBI CJICIYOIINE BUIBI
OJIAaHKOB:

OJIaHK MTPOTOKOJIA 3aCeAaHUS TEPPUTOPUATHLHON KOMUCCHH;

ONaHK peleHus: TePPUTOPHATEHON KOMUCCHH;

OJlaHK MpHKa3a Mmpeaceaaress TepPUTOPUATEHON KOMUCCHUY;

0JIaHK MUChbMa TEPPUTOPUATIEHON KOMUCCHUHU.
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3.3. [Ipu moaroroBke MOKyMEHTOB C mpuMmeHeHueM IIJ] wucmonb3yrorcs

AJIIEKTPOHHBIE  MIA0JOHBI  OJAaHKOB  JOKYMEHTOB, KOTOpPbIE pPaBHO3HAYHBI
Y WJICHTUYHBI TI0 COCTaBY PEKBU3UTOB, MOPSIAKY UX PACIIONIOKEHUS W TAPHUTYPaM
mpudTa 61aHKaM JOKYMEHTOB Ha OyMa)KHOM HOCHUTEJIE.

3.4. lokyMmeHTBl OGOPMIISIIOTCS B COOTBETCTBUHM ¢ TpeboBaHUIMHU
K JOKyMEHTaM, U3TrOTOBJIIEMBIM C MIOMOIIBIO MEYATAIOIIUX YCTPOHCTB, U K (aiiiam
TEKCTOBBIX JJOKyMEHTOB (npuiioxenue Ne 5).

3.5. [Ipu moaroroBke u OGpOpMIIEHUH JOKYMEHTOB JOJKHBI COOIIOAATHCS
npaBuiia 0OPMIICHUST PEKBU3UTOB, N3JI0KEHHBIC HIKE.

3.5.1. Ha Onankax npokymentoB mnomemaercs rep0 Caunkrt-IlerepOypra.
[Mopsimox U3TOTOBJICHHS, MCIIOJIb30BaHUs u XpaHEHUs OJaHKOB
c BocrpousBeneHueM repoa Cankr-IlerepOypra ycranaBnubaetcs 3akoHOM CaHKT-
[TerepOypra ot 23 ampens 2003 roma Ne 165-23 «O neraqbHOM OINKMCAaHUU
opummansabix cuMBOJI0B CaHkT-IleTepOypra u mopsaKe uX UCIOIb30BAHUSD.

KoHTposb 3a mpaBuiIbHBIM HCTIOIB30BAHUEM OJIAHKOB M MX COOTBETCTBUEM
YCTAaHOBJICHHBIM 00pa3liamM OCYIIECTBISIETCS MpeceaaTesieM TEepPUTOPUaTbLHON
KOMUCCMM U  pabOTHUKOM  ammapaTa, OTBETCTBEHHBIM 32  BEJICHHUE
JIeJIONPOU3BOICTBA.

3.5.2. HammeHnoBanue n30MpaTeIbHON KOMHCCHH.

HanmMenoBanne wu30upaTeibHOW KOMHUCCHUM YKa3bIBAaeTCs Ha OJIaHKaxX
B COOTBETCTBUU C pemieHneM CankT-IlerepOyprckoii n30upaTeabHOl KOMUCCHHU.

3.5.3. CnpaBouHble gaHHBIE 00 U30UPATEIHHON KOMUCCHH.

CrpaBo4yHbIE JaHHBIE O TEPPUTOPHUAIBHOW KOMHCCHUH YKa3bIBAIOTCS
B OJ1aHKaxX MHUCEM, HAlIpUMeEp:

nip. bonbioit CamriconneBCckui, 1. 86, autep A,
Cankr-IletepOypr, 194100
Ten. (812) 246-02-70
http://tik34.spbik.spb.ru
OKIIO 44424356; OI'PH 1207800069751

WMHH/KIIIT 7802708150/780201001

3.5.4. HaumeHnoBanue BUIa JOKyMEHTA.
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HaumenoBanue BH/JIa JOKYMCHTA YKa3bIBACTCA HA BCCX OJaHKax n31aBacMbIX

JIOKYMEHTOB (IIPOTOKOJI, PEILIEHUE U T.J.), 32 UCKIFOUEHUEM ITUCEM.

3.5.5. Jlata nokyMeHTa.

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

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

Haty nokymeHnTa opopMIIIOT apadCKUMU HU(ppaMu B IOCIEN0BATEIbHOCTH:
JeHb Mecdla, Mecsl, rol. [leHp mecsna u mecsi opOopMIISIFOTCS IByMsl IapaMu
apaOckux tudp, pa3geNaeHHbIMA TOYKOM, O — YeThIpbMs apaOckuMu 1udpamu,
HaIlpuMep:

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

09 saBaps 2025 r.

3.5.6. PerucrparmonHbiii HOMep JOKyMEHTA.

JIns BXOJSAIIMX U MCXONSIIMX JOKYMEHTOB, OOpallleHUul — MHAEKC Jena
110 HOMEHKJIAType U, Yepe3 KOCYI0 UepTy, MOPSIKOBBIN HOMED IOKYMEHTA.

PeructpauroHHbIl HOMEP MOOKYMEHTA, W3JAHHOIO COBMECTHO, COCTOMUT
W3 pa3/ICICHHBIX KOCOM YEepTOW PErucTpaldOHHBIX HOMEPOB, MNPHUCBOCHHBIX
OpraHu3alUsIMU — ABTOPAMU JIOKyMEHTa u PaCIOI0KEHHBIX
B IIOCJENOBATEIILHOCTH, COOTBETCTBYIOIICH OOO3HAYEHUI0O HAMMEHOBAHUMN
OpTraHU3aIM{ B 3ar0OJIOBOYHOM YaCTU JOKYMEHTA.

3.5.7.Ccpimka Ha pPETUCTPAIMOHHBI HOMEpP M JaTy MOCTYIHUBIIETO
JIOKYMEHTA.

CchUika Ha pPErMCTPAllMOHHBIA HOMEP M JIaTy MOCTYIHUBIIETO JOKyMEHTa
BKJIFOYAETCSI B COCTaB PEKBH3WUTOB OnaHka mnucbMa. CcChUIKa TPOCTABISETCS
WCIIOJTHUTEJIEM TP MTOATOTOBKE MUChMa-OTBETA.

3.5.8. Mecro cocraBneHnus (M31aHusI) TOKyMEHTA.

Mecto cocraBienus (W3mMaHMs) JOKYMEHTa yKas3blBaeTCsi Ha OJlaHKe

KOHKPETHOIO0 BHIAAa AJOKYMCHTA. B Omankax mucem CBCICHUA O MECTC CO3aaHUA
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JAOKYMCHTA COACPIKATCA B PCKBHU3UTC «CHpaBO‘-IHBIC JaHHBIC

00 M30MpaTEIbHON KOMUCCUI.

[Ipu mpOJOTBLHOM PACIIONIOKEHUH PEKBU3UTOB OJIaHKA MECTO COCTaBJICHHS
WIM W3JIaHusl JOKyMEHTa YKa3blBaeTCs B CEpeJUHE CTPOKH MEXAY MAaToi
U PETUCTPAIMOHHBIM HOMEpPOM JIOKyMEHTa, a MpPH YIJIOBOM PAaCIIOJIOKCHUU
PEKBU3HUTOB — IO JaTOW M PETUCTPALIMOHHBIM HOMEPOM JOKYMEHTa, OT Kpas
JICBOTO TTOJIA.

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

[IpocraBisieTcst Ha TOKyMEHTAaX, COIePKaIX HHPOPMAITUIO OTPAHUYECHHOTO
pacnpoCTpaHEeHus, Kacalollylocs AESITeIbHOCTH OpraHu3aluil, OrpaHUYEeHHs] Ha
pacmpocTpaHeHHEe KOTOPOW TUKTYIOTCS CIy>KeOHOW HEOOXOAMMOCTBIO, a TaKKe
NOCTYIHBIIAS B TEPPUTOPUAIBHYIO KOMUCCHIO HECEKpETHAas: HH(OpMalLus, T0CTyIl
K KOTOpOM OrpaHHUYEH B COOTBETCTBUHU
¢ ¢eepanbHBIMU 3aKOHAMM.

[TomeTka Ha JOKyMEHTaX, COJAEpXKallluX HHPOPMAIUIO OTPaHUYEHHOTO
pacrpocTpaHeHus, uMeeT BuJ «Jis ciyxeoHoro nois3oBanus» (aaiuee - JICII).

[TomeTka mpocTaBisieTcs B BEpXHEM IIPABOM YTITy JIMIIEBON CTOPOHBI IIEPBOTO
JIUCTA TOKYMEHTA OT TPaHUIIbI BEPXHETO TOJIS.

3.5.10. Anpecar.

PexBu3uT «Anpecaty pacnoiaraeTcsi Clpana moji peKBU3UTaMu OJIaHKa.

JIOKYMEHTBI aIpeCyIOTCsI B OpTaHU3aI|H, UX CTPYKTYypHBIE TOIpa3esieHus,
JNOJKHOCTHBIM JIMIIAM WJIM TpakJaHaM TIpH OTBETe Ha WX OOpalleHus.
HaunMeHoBaHusi opraHu3allMi M CTPYKTYPHOTO TMOAPA3ACICHUS YKa3bIBAIOTCS
B UMEHUTEIILHOM MaJIeKe, HallpuMep:

Anmunuctpanus LlenTpanbHoro paitona
Cankr-IleTepOypra
IOpunuueckuii ornen

Ecin JOKYMCHT aJIpCCyCTCiA  JOJDKHOCTHOMY  JIMIY, HAWMMCHOBAHUC
opraHv3al YKa3bIBACTCA B MMCHHUTCIBHOM IIaACKE, a NJOJDKHOCTb U (I)aMI/IJ'II/I}I

— B JATCJIIBHOM. HpI/I 9TOM MHHUIHAJIbI YKAa3bIBAIOTCS I1OCJIC (I)aMI/IJ'II/II/I, HarpuMmep:
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Anmvmunuctpanus LienTpansHoro paiiona
Cankr-IleTepOypra
HauanbHuky oO1ero otaena

HNBanosy H.II.

Ecin JOKYMCHT aJIpeCyCTCA PYKOBOIHUTCIIIO OopraHu3anunuun
nWim c€ro 3aMCCTHUTCIII0O, HAMMCHOBAHHUC OpraHu3alnu JOJKHO  BXOIHWTH
B HAUMCHOBAHHUC JOJDKHOCTH aApCCaTta, HAIIpUMCP:

3amMecTuTelno gupekTopa Beepoccuiickoro
Hay4YHO-HCCJIEI0BATEIbCKOTO HHCTUTYTA
JIOKYMEHTOBE/ICHHUS M1 apXUBHOTO Jeja

Cwmupnosy ILIL

Ecnim  noxkymMeHT aJpecyercss OpraHu3allM, CHayala YyKa3blBAETCS

¢C HAaMMCHOBAHUC, 3aTCM IMOYTOBBIM aJIpcC, HAIIPUMCDP:

[{enTpanbHas n3duparenbHasi KOMUCCHUS
Poccutickon ®enepanuu

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

JlomyckaeTrcsi ILEHTPUPOBATh KaXKIYyIO CTPOKY pEKBU3HTA «Ajpecar»
110 OTHOILICHUIO K CaMOU IJIMHHOU CTPOKE.

JlomyckaeTcsi MCHONb30BaTh  O(PUIIMAIBHO MPUHSATHIE  COKpAIEHHBIE
HAaUMEHOBAHHUSI OPraHOB TOCYJAapCTBEHHOM BJIACTH, MECTHOTO CAMOYIIPABJICHUS,
OpTraHU3AIUN.

[TouToBBI anpec yKa3bIBae€TCsl B TMOCIEAOBATEIBHOCTH, YCTAHOBJIECHHOU
[IpaBmwiiamMu oOKa3zaHWsl YCIyr TIOYTOBOM CBSI3M, YTBEPKIECHHBIMU MPUKA30M
MunucTtepcTBa 1HUGPOBOTO pa3BUTHUSI, CBSI3U M MAaCCOBBIX KOMMYHHUKAIUN
Poccuiickoit ®@enepanuu ot 17 ampens 2023 roga Ne 382 «O06 yTBepkIacHHUH
[IpaBui1 oka3zaHMs yCIIyT OYTOBOM CBSI3H.

Ecnu 1okyMeHT oTnpaBisieTcss B HECKOJIBKO OJTHOPOJIHBIX TOCYJaPCTBEHHBIX

OpPraHOB WM OpraHu3alil, UX cleAyeT yKa3blBaTh 0000IIEHHO, HallpUMep:
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IIpencenarensiM y4acTKOBBIX KOMUCCUU

JIOKyMEHT He JOJDKeH coAepKaTh 0Oojee  4YeThlpex  aJpecaToB.
Cr0BO «KOMUsA» Mepes BTOPHIM, TPETHUM, YETBEPTHIM aJIpecaToM He YKa3bIBACTCH.

[Ipu HanpaBieHuH TOKyMEHTa 0ojiee 4eM B UEThIpE aJpeca COCTaBIIACTCS
CIIMCOK PACCBUIKH YCTaHOBJICHHOW Qopmbl (nmpuinoxenne Ne 6), KOTOpbIid
MOJMKCHIBACTCS MpeEJCeaaTeNIeM TEPPUTOPHATBHON KOMUCCHH.

[Ipu anpecoBaHuu JOKYMEHTa (DU3MUECKOMY JIMILy BHAYaje yKa3bIBAIOTCA
dbamMuIMs ¥ MHUIMAIBI TTOJTyYaTess, 3aTeM IMOYTOBBIN ajpec, HampuMep:

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

Cankrt-lletepOypr,
190005

[Ipu oTmpaBke MUcbMa MO 3JIEKTPOHHOM MOYTE WK MO (PaKCUMUIBHOU CBSI3U
(6e3 mOCBUIKM IO TIOYTE) MOYTOBBIN ajipec He ykasbiBaercs. [Ipu HeoOXoauMocTi
MOXET OBITh yKa3aH aJpec OHJIEKTPOHHOU mouThl (HoMep TenedoHa/Pakca),
HaIlpuMep:

MuUHHCTEPCTBO IOCTULIMN
Poccutickon ®enepanuu
mail@minjust.ru

3.5.11. I'pud yTBepkIeHUS TOKYMEHTA.

JIOKyMEHT  yTBepXAaeTcsi JODKHOCTHBIM JIMIIOM WM CHEUUAIbHO
U3/1aBa€MbIM JOKyMEHTOM.

[Ipu yTBepKIE€HUU AOKYMEHTa JOKHOCTHBIM JIMIIOM Tpu( yTBEp:KIEHUS
noykeH coctodath u3 cinoBa Y TBEPK/IARO Oe3 kaBbluek v MPONUCHBIMU OyKBaMU
M Ha  CIEAYWOIIEHW  CTPOKE — HAMMEHOBAaHWE  JOJDKHOCTH,  IOJIUCH,
(npu odopmiieHnM Ha OyMa)XHOM HOCUTEJE), MHHMLMAIBI W (QamMuius Juua,

YTBCPAHUBLICTO JOKYMCHT, JaTa YTBCPIKACHUA.



18
['pud yTBepkIaeHHs pacroyiiaratoT B MPaBOM BEPXHEM YTy MEPBOrO JIMCTA

noKyMeHTa. B rpude yTBepKIeHUsS OMyCKAETCA IIEHTPUPOBATh DIIEMEHTHI

OTHOCHUTEIIBHO CaMOW JNIMHHOM CTPOKH, HAITPUMED:

YTBEPXJAIO
npeaceaaresb TeppuTopruaibHOU
u3bupatenbHoi komuccun Ne 34

IIOIIINCH WHUIIAAJIBI, (DaMIITHS
mara

[Ipu yTBEp)KIEHUHU NOKYMEHTA MOCTAHOBJIECHUEM, MPOTOKOJIOM, PEIICHUEM,
pacriopsbkeHneM  rpud  yTBepkiaeHus cocrour wu3 cinoBa YTBEPXJIEH
(YTBEPXIEHA, VYTBEPXJIEHbI wmu VYTBEPXJIEHO) 06e3 kaBbuek
M T[PONUCHBIMM OyKBaMH, HAWMEHOBAHUSA YTBEPXKIAIONIETO JIOKYMEHTa

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

YTBEPXIEH
pewenueM TepputopranbHOU
u3zouparenbHou komuccuu Ne 34
ot 24 suBaps 2025 r. Ne 130-7

3.5.12. Yka3zaHus 1o UCIOTHEHUIO JOKYMEHTA (PE30TFOLIHS ).

VYKkazaHus MO HCIOMHEHUIO JTOKYMEHTa MOTYT OBbITh HAmUCaHbl OT PYKHU
npejacenareyaeM TEePPUTOPUAIBHOM KOMHUCCHM Ha TMOMJIMHHHUKE JIOKYMEHTa
Ha CBOOOJHOM OT TEKCTa MECT€ WiIM OPOpPMIICHBI Ha OTAEIBbHOM JucTe opmara
A6 (105 x 147 mm), IpUIOKEHHOM K JIOKYMEHTY. YKa3aHUs MO HCIOJHEHUIO
JOKYMEHTa BKJIFOYAIOT bamunuu u VMHUIMAIIBI UCIIOJTHUTEIIEH,
Ipyu HEOOXOAMMOCTU — COJIEP)KAaHUE MOPYUYEHUSI, CPOK MCHOJHEHUS, IOIUCH
(npu odopmileHUH HA OYMa)KHOM HOCHTEJIE) PYKOBOJIUTENS U 1aTy, HAIPUMeED:

CuzoBy A.1O.
I'puropseBy B.C.

[Ipomry paccMOTpETh U JaTh OTBET
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x 14.02.2025

MOJIHKCH
JaTta

Vka3aHusl 10 UCHOJHEHHIO JOKYMEHTa TaKKe€ MOTYT OBbITh O(QOPMIIECHBI
c wucnonb3oBanueM IIJI ¢ mnpuMeHEHHEM »BIIEKTPOHHBIX IIA0JOHOB OJIAHKOB
JIOKYMEHTOB.

3.5.13. 3aroyioBoK K TEKCTy JOKyMEHTa (HAMMEHOBaHUE TOKYMEHTA).

3aroyioBOK K TEKCTy JAOKYMEHTa JIOJDKEH KpAaTKO M TOYHO pPacKpbIBaTh
€ro coJiepkaHue M OBITh COIJIACOBaH C HAUMEHOBAHHMEM BHJa JOKYMEHTA.
3aroJ0BOK MOKET OTBEYATh HA BOIIPOCHI:

«0 9eM (0 KoM)?», HarpuMep:

Pacnopskenune — O cozganun DKCIEPTHOW KOMUCCHH;

«4ero (Koro)?», HarpuMep:

JIOJDKHOCTHOM PETIIAaMEHT BEYIETO CIELUAINCTA;

AKT 00 YHHUUYTOKCHUN JOKYMCHTOB C HCTCKINMMH CPOKaAMHU XpPAaHCHH.

3aroJIOBOK COCTABJISIETCS JTULIOM, TOTOBSIIIIUM MPOEKT JOKYMEHTA.

3aroyioBOK, COCTOSIIMI W3 JABYX M 0oJiee CTPOK, MEYaTaeTCs yepe3 OJuH
MEXKCTPOUHBIM MHTEpPBaJ, TOYKA B KOHIE 3arojioBKa HE CTaBUTCA. 3arojOBOK
pacroJjiaraeTcss Ha IEpBOM JIMCT€ HAJ TEKCTOM JIOKyMEHTa MO LEHTPY,
a mpu 0OPMIICHUU TTHChMa — OT TPAHUIIBI JIEBOTO TOJIA.

3.5.14. TekcT JOKyMeHTA.

Texcr nmokymeHnta oOGOPMIISIIOT B BHUAE CBS3HOTO TEKCTa, TaOIUIIBI
WJIA COCIMHEHUS ITUX CTPYKTYP.

TekcT JOKyMeHTa [JOJDKEH U3JlaraTbCsl KpaTko M SICHO, OBITh
apryMEHTUPOBAHHBIM, OOECIEYMBaTh TOYHOEC U OJHO3HAYHOE BOCHPHITHE
coJieprKalleiicsi B HeM UH(pOpMaIuu.

TekcT HOKyMEHTa [OJDKEH, KaK MPaBWIIO, COCTOSTh M3 JBYX 4YacTeH.
B nmepBoil wyacTh yKa3pIBalOTCS NPUYUHBI, OCHOBAHMS, LIEJIH COCTaBICHUS
JIOKyMEHTa, BO  BTOPOW — pEIIEHUs, BBIBOJABI, MPOCHOBI,  MPEIJIOKEHUS,

PEKOMEH TaIUH.
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Tekct AOKYMCHTA MOXKCT COJACPKATH TOJBKO 3aKIHOYUTCIbHYO YacCTb

(Hampumep, pacropsKEHUE — PACTIOPSIUTENBHYI0 4acTh 0€3 KOHCTATHUPYIOILEH,
MUCHMO, 3asBIIEHUE — TPOCHOY O€3 MOSICHEeHN).

B Tekcte nOoKyMeHTa, MOATOTOBIEHHOIO HAa OCHOBAaHUMU 3aKOHOJATENbHBIX,
MHBIX HOPMAaTUBHBIX IPaBOBBIX AKTOB, W3JIaHHBIX OpraHamMH TIOCYJIapCTBEHHOMN
Bnactu u ynpasiaeHusi, [IUK Poccum, Cankr-IlerepOyprckoil m3z0OuparenbHON
KOMHUCCHEN, paHee W3JaHHbIX TEPPUTOPUAIBHON KOMHMCCHUEH, YKa3bIBAIOTCS
HAaMMEHOBAaHHE BHUJA JOKYMEHTA, HAMMEHOBAaHWE OpraHa, M3JaBLIErO JTOKYMEHT,
JaTa MPUHATHS WIM YTBEP)KIEHUS JOKYMEHTA, €r0 PErucTpallMOHHBIA HOMED,
a TaK)Ke 3arojIOBOK IOKyMEHTA, 3aKJIFOUEHHBIN B KABBIYKH.

[Ipu ynorpebneHnu B TEKCTE (pamMUIIMIA JIML MHULMAIBI YKa3bIBAIOTCS MOCIIE
bamunuu.

TexcThl OKyMEHTOB OO0JbIIOrO OOBEMA MOTYT JAENIUTHCA Ha pasJiensbl,
NOJIpa3/Iebl U MMyHKTHI, KOTOPbIE HYMEPYIOTCS apaOCKUMU U paMu, HapUMep:

1. Paznen
1.1. IToapaznen
[.1.1. ITynkT

A03a11pl BHYTPU ITyHKTOB HE HyMEPYIOTCSL.

B nucbmax ucnonb3yroT ciaeayomue (popMbl U3I0KEHUS:

or l-ro mmma wMHoxecTBeHHOro uyucina («[Ipocum  HampaBuUTh
uH(popmamuio...», «Hanpasisem Ha 3aKIIFOUEHUE MTPOEKT...» U Ap.);

OT 3-r0 JuUa EOUHCTBEHHOIO0 4Yucia («TeppUTOpUalbHAas KOMHUCCHUS
HE CYMTAeT BO3MOXKHBIM...», «TEPPUTOpPHAIbHAS KOMHUCCHS Mpeajaraer
paccMOTpPeTh BO3MOXKHOCTb...»).

I'padbl ¥ CTpoKM TaONUIBI JOJKHBI HMMETh 3arojOBKH, BBIPA)KCHHBIE
CYLIECTBUTEIbHBIM B HMEHUTENbHOM manexe. [lom3aronoBku rpad u cTpok
JTOJKHBI OBITh COTJIACOBAHBI C 3ar0JIOBKAMH.

Ecnu tabmuiy meuaTtatroT Oosiee yeM Ha OJHOW CTpaHUIIE HA CIIETYIOIIMX
CTpaHMIIAX MOTYT OBbITh HameyaTaHbl 3aroJIOBKU rpad WU UX HOMEpa (B cCiyyae,

eciu rpadpl TaOIMUIBI HA IEPBOM JIUCTE TPOHYMEPOBAHBI).
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3.5.15. OT™MeTKa 0 HaTMYUU TPUTIOKEHHI.

OTMeTKa 0 HaJU4YUU HpHJIO)KGHHI?I pacnojaaracTcAa OT I'paHUIbI JICBOT'O I1OJIA
IMOCJIC TCKCTA IICPCa IMOAIINCHIO.

CnoBo KIIPHUIIOKCHUC) TI€HATACTCA B CAMHCTBCHHOM HMJIM MHOXCCTBCHHOM
YHCJIC B COOTBCTCTBUH C KOJIMYCCTBOM HpHJ’IO)KGHHfI.

Ecmn JOKYMCHT MMCCT [MPHIIOKCHUC, HA3BAHHOC B TCKCTC, OTMCTKA

0 €ro HamM4uu opopmIIsieTcs 1o cleayrolen Gopme:

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

Ecin AJOKYMCHT HMMCCT IIPHJIOKCHHUC, HC HA3BAHHOC B TCKCTC, HJIN CCIIHU
HpI/IJ'IO)KeHI/Iﬁ HECKOJIbKO, UX HAWMMCHOBaHHA HCO6XOI[I/IMO NEPCUNCIINTL I10CJIC
TCKCTAa NOKYMCHTaA IICPCH IIOAIUCHIO C YKA3aHUCM KOJIHYCCTBA JIMCTOB B KAXXKIOM
IMPUIOKCHUN U KOJIMYCCTBA 3K3CMILIIIPOB, IIPU HAJTUMINH HCCKOJIBKHX HpI/IJIO}KeHI/Iﬁ

UX HyMEPYIOT, HAIPUMED:

[Mpunoxenus: 1. Ilonoxenue o0 DxcnepTHON KoMuccuu Ha 15 1. B 1 9K3.

2. Ilpumepnas HOMeHKIaTypa jaen Ha 14 1. B 1 3k3.

Ecim  npunokeHuss  cOpOLIIOPOBaHbI, TO  KOJIMYECTBO  JIMCTOB
HE YKa3bIBaCTCs.
Ecnu npumnoxeHne HanpasIsieTCsl HE BO BCE YKa3aHHbBIE B JOKYMEHTE ajpeca,

TO OTMETKA O HAJUYHUU NMPUIIOKEHUs 0hopMIIIeTCs 1o cienyroiei hopme:

[Tpunoxenue: Ha 20 1. B 3 5K3. TOJIBKO B IIEPBBIN aapec.

Ecin k nokyMeHTy mnpwiaraercs Ipyroul JIOKYMEHT, TaKK€ HWMEIIIUN
MPUJIOKEHUE, TO OTMETKA O HAJIUYUU MPUIIOKEHUS O(POopMIIIeTCS CIeAYIONUM

obOpazom:

[Tpunoxenue: mnucekMo Cankt-lIleTepOyprckoii HW30MpaTETLHON KOMHCCHU
or 15.11.2024 Ne 01-18/450 u mpunoxeHHe K HEMY, BCEro
Ha 15 1.

Ecnn npuioxeHueM sBiseTcsi 000COOJEHHBI AJIEKTPOHHBIA HOCHUTENb
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(KOMITaKT-TUCK, usb-(ieni-HakonuTeb U Jp.), TO OTMETKA O HATUYUU MPUI0KEHHS

oopMIIsieTCs CIEAYIOIUM 00pa3oM:

[Tpunoxenune: CD B 1 k3.

[Ipu »>TOoM Ha HocuTene (BKiIazbie (KOHBEPTE)), YKa3bIBAIOTCS
HAaMMEHOBAHUS IOKYMEHTOB, 3alTMCAHHBIX Ha HOCUTEIb, UJIM UMEHA (haiisioB.
B pemienusix U npukazax CBEICHHS O HAJIUYUU MPUIIOKEHUN YKa3bIBAIOTCS

B TCKCTC, HAIIPUMCDP:

«Pa3pabotath M TpenCTaBUTh MPOEKT IUIaHa 1o (opme, YKa3aHHOU
B IprtoxeHuu Ne 1»
1705

«...JIeTaeTCs 3aIKCh B )KYPHAJ yCTaHOBICHHON (OpMBI (TIpritoxkeHue Ne 2).»

Eciom B gOKymMeHTe, K  KOTOpOMY  OTHOCHUTCS  IPUIIOXKEHUE,
OHO HE YTBEPKIAETCs, @ IPOCTO COAEPIKUTCS CChUIKA HAa HETO, TO Ha IIEPBOM JIUCTE
NPUJIOKCHUS B IIPABOM BEPXHEM YTy YKa3bIBACTCS, K KAKOMY PEIICHHUIO (TIPUKA3Y)
IIPUJIOKEHUE OTHOCUTCS, 4 CTPOKM MOTYT LEHTPOBATHCS OTHOCUTEIBHO CaMOM
JJIMHHOM CTPOKH, HAaIIpUMeEp:

[Ipunoxenue
K [IpUKa3y npeaceaaresns
TeppuropuanbHoi U30UpPATEIIHHOM
komuccun Ne 34
ot 14 maprta 2025 1. Ne 27-pn
[Ipy HaMWMYMM HECKOJBKUX TMPHUIOKEHUN OHU HYMEPYIOTCS, Halpumep,

npuioxenue Ne 1, mpunoxxenue Ne 2 1 Tak naiee.

3.5.16. [loanuce.

B cocTaB noanucu BXoAST: HAUMEHOBaHHUE JOJKHOCTH JIMIA, OMMCABILIETO
JIOKYMEHT, €ro COOCTBEHHOpPYYHas MOAMNKCH, KOTOpast 0OpMIISETCS CHHUMHU WIN
YepHbIMU YEPHUJIAMH, paciiuPpoBKa NOANUCH (MHUIUATbBI, (haMUIIus).

Ecnn nmoxkymeHT odopmisieTcs Ha OJlaHKe TEpPUTOPUATBHOM KOMHCCHH,

TO PEKBHU3UT BKJIOYAET HAWMEHOBAHHUE JOJHKHOCTU JIMLA, IMOAMUCHIBAIOLIETO
JOKYMEHT, €ro COOCTBEHHOPYUYHYIO MOANUCH, PaCIIU(PPOBKY MOANUCH (MHULIAAIIBI

U haMUIINIO), HApUMeEp:
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IIpencenarens IIOAIIUCH MHUIMAIBI, paMuus

Ecnu n0KHOCTHOE JUIO, MOANMCH KOTOPOTO 3aroTOBJIEHA HA IMPOEKTE
JIOKYMEHTA, OTCYTCTBYET, TO JTOKYMEHT IOAMNKUCHIBAET €r0 3aMECTUTEIb WIH UHOE
JWLO, UCHOJHSAIomEE ero o0sA3aHHOCTH. [Ipm STOM 00s3aTENBHO yKa3bIBAIOTCS
(dakThyeckass AOKHOCTh JIMIA, TOAMMCABILEIO JOKYMEHT, M €ro (amumus.
He  pomyckaercs — moAanuchiBaTh — JTOKYMEHTBI € HPEAJIOTOM  «3a»
WJIN [IPOCTaBJIEHUEM KOCOM YepThl epe] HAMMEHOBAHUEM JIOJIKHOCTH.

Ecnu nokyMeHT odopmiisieTcs He Ha OJIaHKe, TO PEKBU3UT COAECPKUT MOJTHOE
HAaMMEHOBaHUE JOJIKHOCTH auna, MOJMKCABIIETO JIOKYMEHT,
€ro COOCTBEHHOPYYHYIO IMOJAINHUCH, PaCHIMPPOBKY MOANUCH  (MHULHAJIBI

1 (hamMuIInIO), HaNpUMeEp:

[Ipencenarens
TepputopuanibHON U30UPATETHLHON KOMUCCUHT
Ne 34 MOANUCh WHUIUAIBI, (DamMuus

HpI/I MNOAINMUCAHNH OJOKYMCHTA HCCKOJBKHMH JOJIZKHOCTHBIMHU JIMIIAMHU
HUX TIIOAIIMCHU pacrojararorcsa oJaHa I1oA I[perﬁ B IIOCJICAOBATCIBHOCTH,

COOTBETCTBYIOIICH 3aHMMaeMOM JOJKHOCTH, HAIIPUMED:

[Ipencenarens IMOJIITUCH WHULMANBI, (haMUITHS

['maBHbIN OyxTantep MOAITUCH WHULIAATBI, (pamMuims

HpI/I MMOANMCAHNHU JOKYMCHTA HCCKOJIbKMMM JIMIaMHU, 3aHUMAatOIIMMU PAaBHEBIC

JIOKHOCTH, 1504 MIOIITUCH pacnosararoT Ha OJTHOM YPOBHE,
Hanpumep:
Havaneauk mpaBoBoro otnaena Hauannauk
OpraHU3allMOHHO-METOANYECKOTO
oTaelna

MMoAIMCh HMHHUIIHAJIBI, q)aMI/IJ'II/ISI IIoAIMCh HWHHUIIHAJIBI, (I)aMI/IJ'II/I}I
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B mokymeHTe, moAroTOBJIEHHOM KOMUCCHUEN, MOAMUCH PACIIONAralTCs OJHA

1o g ,ZIPYFOP'I. HepBLIM YKa3bIBACTCA IPCACCHATCIIb KOMUCCHUHU, A (1)3.MI/IJ'II/II/I YJICHOB

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

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

Ecnmn [OKyMEHT cocTaBieH Kak npuiaraéMasi K OCHOBHOMY JTOKYMEHTY
cnpaBka uiu  uHbopmarus, TO OH O0QGOpMIIAeTCSI B  COOTBETCTBHUHU
¢ myHKTOM 3.5.15, a BMECTO MOANMUCH MOJ TEKCTOM JOKYMEHTA, KaK IPaBUIIO,
yKa3biBaeTcs aMuiIusi, UMsi, OTYECTBO UCTIOJTHUTETIS.

3.5.17. OTmeTKa 00 7EKTPOHHOMN MOAMKCH.

[IpocraBnsieTcss Ha BU3yaJIU3UPOBAHHOM JJIEKTPOHHOM JOKYMEHTE B MECTE
pPacroJIOKEHUs] COOCTBEHHOPYYHOW TMOJIUCH JTOJDKHOCTHOTO JIMIA B JIOKYMEHTE

Ha OyMa)XHOM HOCHUTEJIE, HallpuMep:

Hpeﬂceﬂa”[eﬂb AOKYMEHT NOAMNUCAH
o nPOCTOMN NOANMUCHIO
TeppuropuanbHoi
n30MpaTeNbHOM KOMUCCHM No 6 | XYBQCT/PIZL7BQ+0+6LTHNQPOMVDVUYS= N.B. Upununa

[feicrteuteneH:bes cpoka pencreuns
Bnapeneu:UpvHuHa UHra ButanbesHa

DJIeMEHTbI OTMETKU 00 AJICKTPOHHON IMOANHUCH JOJDKHBI OBITh BHIMMBIMU
Y YUTACMBIMH ITPU OTOOPAKECHUH JOKYMEHTA B HATYpPaJIbHOM pa3Mepe.

DJIEMEHTBI OTMETKH 00 3JICKTPOHHOM MOJIMKMCH HE JOJDKHBI IIEPEKPHIBATHCS
WJIM HAKJIaABIBaThCs IPYT Ha ApyTa.

DNeMEHThl OTMETKH 00 3JICKTPOHHOMW ITOJIUCH HE JIOJDKHBI MEePEKPhIBATH
AJIEMEHTBHI TEKCTa JOKyMEHTAa U JPYyTHe€ OTMETKH 00 DJIEKTPOHHON MOIMUCH
(MpY HATTUYUHN).

B cnywae, ecnm aneKTpOHHAs TOIMUCH COJEPKHUT METKY JTOBEPEHHOTO
BPEMEHHU, OTMETKAa 00 AJIEKTPOHHON MOAMKMCH JODKHA 00sS3aTeIhHO BKIIOYATH

I/IH(I)OpMaI_II/IIO 0 JaT€ 1 BpEMCHU MMOAIINCAaHUs JOKYMCHTA BHGKTPOHHOﬁ IIOAITUCBIO.
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BHentnui Bua METKU JOBEPEHHOIO BPEMEHH U BHEIIHUM BT IPOCTOM DJIEKTPOHHOM

NOJANMKUCH YCTAHABJIMBACTCS JIOKAJbHBIMM HOPMATUBHBIMM aKTaMH WM  TI0
COIJIAIIEHHIO CTOPOH JIOKYMEHTO000pOTA.

3.5.18. I'pud cornmacoBaHwus.

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

(vHULIMAIBI, (paMUJTKS ) U IAThl COTJIACOBAHMS, HAITPUMED:

COTI'JTACOBAHO
Cexperapp TepputopraibHOU
n3buparenpHOU Komuccuu Ne 34
HOJNUCh MHULIKAMIBI, (paMIIns
aata

Ecnum  cormacoBanwe  OCymIeCTBISETCS MPOTOKOJIOM  WJIM  MHCHMOM,
TO COTJIacOBaHUE OPOPMIISIETCS CIAEAYIOITUM 00pa3oM:

COI''TACOBAHO
MIPOTOKOJIOM 3aceJaHus
aTTeCTAIlMOHHOM KOMHCCHUH
TepputopualibHON U30UPATETHHOM
komuccuu Ne 34

ot 14 gespans 2025 . Ne 16
WITH:
COT'JIACOBAHO
nuceMoM PocapxuBa
ot 05 mapta 2025 1. Ne 4-15/46

I'pud cormacoBaHwsi JAOKyMEHTa B 3aBUCUMOCTH OT BHJA JOKYMEHTa
1 0COOCHHOCTEH ero 0(hOpMIICHUS MOYKET IMPOCTABIIATHCS:

Ha TICPBOM JIMCTE JIOKyYMEHTa B JICBOM BEpXHEM YIJIy Ha YpoBHE Tpuda
YTBEPKJICHUS WJTK TI0]T HANMEHOBAHUEM JIOKYMEHTa OJIMKe K HIYKHEMY TIOJTIO;

Ha TIOCJICTHEM JINCTE JOKYMEHTA T10]T TEKCTOM;

Ha JIMCTC COIJIaCOBAHUsA, ABJIAIOIICMCA HEOTHhEMJIEMOM YaCThIO JOKYMCHTA.
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3.5.19. Buza.

BuyTpenHee coriacoBaHue NpoekTa JOKyMeHTa O(OpMIISETCS] BU3OM.

CoracoBanue NpoeKTa JOKyMEHTa MOXKET OCYIIECTBIAThCA cpeactBamu 11
[Ipu cornmacoBaHuM NMPOEKTa JOKYMEHTAa Ha OyMa)KHOM HOCHUTEJIE BHU3a BKJIFOYAET
MOJANKUCH BU3UPYIOIIETO, PaCIIMPPOBKY MOAMKUCH (MHULMAIBI, (paMUJIUs) U JaTy,

IPY HEOOXOTUMOCTH MOKET OBITh yKa3aHa JIOJDKHOCTh BUUPYIOIIETO, HAPUMED:

Cexkpertaps TeppuropuanbHOM
n3buparenbHoi komuccuu Ne 34

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

Jara

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

3ameuaHus MPUIIararTCs

Cexperapp TepputopraibHON
n3bupartenpHOU kKomuccuu Ne 34

IMoAITNCH HWHUIIKAJIbI, (baMI/IJ'H/ISI

Jara

3amMeyaHHsl ~ M3JAratoTCs HAa  OTAENBHOM  JIUCTE,  IOANMCBHIBAIOTCS
Y TIPUJIATAIOTCA K JOKYMEHTY.

Jlomyckaercst HOJIMCTHOE BUBMPOBAHUE JOKYMEHTOB U IPUJIOKEHUN K HUM.

Ecny nomMHHUK TOKYMEHTa OCTAETCS B TEPPUTOPUAIIBHON KOMUCCHM, BU3bI
MPOCTABIIAIOTCS B HIDKHEM YacTh OOOpPOTHOW CTOPOHBI TOCIEIHEro JIMCTa
IOVIMHHUKA TOKYMEHTA.

JIns MOKyMEHTa, MOJJIMHHUK KOTOPOTO OTHPABIAIOT M3 TEPPUTOPUAIBHOU
KOMMCCHUH, BU3bI MIPOCTABIISIIOTCSA B HUYKHEW YaCTH JTMUEBOW CTOPOHBI NOCIEIHETO

JIMCTA KOIIMHK OTHPABIIACMOI0 JOKYMCHTA.

3.5.20. [1euats.
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Ileuatn 3aBCPsCT IIOJJINMHHOCTD noaImcu JOJDKHOCTHOI'O Jina

Ha JIOKYMEHTaX, yJIOCTOBEPSIONMX IMPEAYCMOTPEHHBIC TMPABOBBIMUA aKTaMHU
MOJITHOMOYHS  JTOJDKHOCTHBIX JIUIT WM (PUKCHPYIONMX (DAaKThI, CBsSI3aHHBIC
¢ (PMHAHCOBBIMU CPEJCTBAMH, a TAKKE HA MHBIX IOKYMEHTAX, IIPEIyCMaTPUBAIOIIINX
3aBepEHUE MOJTMHHON MOATHCH.

[TeyaTts cTaBUTCS Ha CBOOOAHOM OT TEKCTa MECTE, HE 3aXBaThIBas
COOCTBEHHOPYYHOU TMOAMKMCH TOJDKHOCTHOTO Jinmia. Iledath MOKeT 3aXBaThIBaTh
YaCTh HAMMEHOBAHUS JOJKHOCTH JIMIIA, TIOIITACABIIIETO TOKYMEHT.

B moxymeHTax, MOATOTOBIICHHBIX Ha OCHOBE YHHUQDHUIIMPOBAHHBIX (HOpM,
neyaTh CTaBUTCS B MecTe, 0003HaueHHOM OoTMeTKoM « MID» min uHbIM 00pazom.

3.5.21. OTmeTKa 0 3aBepEeHUN KOIIHH.

Jlist  3aBepeHHs] COOTBETCTBHSI KOMHHM JOKYMEHTA TOJJUHHUKY HIDKE
pexkBusuta «lloamuch» TpocTaBisieTCss OTMETKA O 3aBEPEHUM  KOMHUU —
3aBepHTENIbHAS HAaMuch «BepHO», MOMKHOCTH JIMIA, 3aBEPHUBIIETO KOTIMIO,
ero COOCTBEHHOpYYHAas MOJIMTUCH, pacmudpoBKa MOJIITHACH

Y J1aTa 3aBEPEHUS, HAIIPUMED:
Bepno
[Ipencenarens TEpPUTOPUATBHON KOMUCCHH
MTOIINCH WHULMAJBL, (pamuns
nara

Jlommyckaercst 3aBepsTh JNOKYMEHTbl OTMETKOM «BepHO» mnpocraBieHuEM
mTaMna ¢ yKa3aHWeM  JIOJDKHOCTM  JIMIA,  3aBEPUBIIETO  KOIMMIO,
ero coOCTBEHHOPYYHOU MOJIIUCH, PacIu(PpOBKY MOMUCH U TaThl 3aBEPCHUS.

B cnyuasx, mpenycMOTpeHHBIX 3aKOHOAATENBCTBOM Poccurickon denepanuu
o BbIOOpax u pedepeHayMax, NpPU 3aBEPEHUU KOMHHM JIOKYMEHTa TaKXKe
IIPOCTABJISIETCS] BPEMSI 3ABEPEHMUSL.

IIpu mepechuike KONMM JOKYMEHTAa B JpPyrMe OpraHU3alMu WY BblAaye

€€ Ha PYKH 3aBEpUTEIbHAS HAAMUChH YI0CTOBEPSIETCS COOTBETCTBYIONIEH MEYAThIO.
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JInCThI MHOTOCTPAaHWYHBIX KOIMM HYMEPYIOTCS, OTMETKA O 3aBEPEHUU KOIIUU

JIOTIOJTHSICTCS yKa3aHuEM KOJIMYECTBA JUCTOB KOTTUH «Bcero
B KONHWHU ___ JINCTOB». Ha KOMHMSIX MHOTOCTPAaHWYHBIX JOKYMEHTOB OTMETKa
O 3aBEpPEHHUU KOIMUU TPOCTABISIETCS HAa  KaXKJIOM JIMCTE JOKyMEHTa
WIM Ha TOCIEAHEM JIUCTE TMPOIIUTOrO0 WA CKPETUIEHHOTO WHBIM 00pa3oM
JTIOKYMEHTA.

3.5.22. OT™meTKa 00 UCTIOTHUTEIIE.

OTMmeTKa 00 MCTIONHUTENE BKIIIOUAET B ce0s1 haMUIINIO, UMS M OTYECTBO (TIPU
HaJM4YUU) UCIOJIHUTEIS JOKYMEHTa M HOMEp €ro ciyxebHoro TtenedoHa
C KOJIOM peruoHa (B ciilydyae HampaBlIeHUsS JOKYMEHTa B ajpec N30upaTesbHbIX
KOMHCCUH MOXET yKa3blBaTbcsi HoMep ciykeOHoro Ttenedona ATCB).
OTMeTKy 00 MCITOJIHUTENIE PACIoiaraloT Ha JUIEBOM MM, IPU OTCYTCTBUU MECTA,
Ha OOOPOTHOH CTOPOHE MOCJEIHEro JHUCTa JIOKYMEHTa B JICBOM HIDKHEM YTy

mpudtom 10 MyHKTOB, HaTpUMeED:

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

3.5.23. OTmeTKa 00 UCTIOTHEHUU JOKYMEHTA.

OtMmeTka 00 WCHOJHEHUH JOKYMEHTa W HAMpaBJICHUU €ro B JIEJIO
MOTYT BKJIIOYAET CIEAYIONINE JaHHBbIC: KpAaTKUE CBEACHHUS 00 WCIOIHCHUH
JOKyMEHTa (IpU OTCYTCTBUU JOKYMEHTA, CBUJIETEICTBYIONIETO 00 UCTIOJHEHUH ),
JaTy U HOMEP MMEIOIIErocs TOKyMEHTa 00 MCIONHEHUH, cioBa «B nemno», Homep
niena, B KOTOpOM OYyJIeT XpaHUTHCS JOKYMEHT, AaTy, HOANUCH (Tipu 0)OpMIICHUN Ha
OyMa)KHOM HOCHTEJIE) MpeiceiaTelss TePPUTOPUATHLHON KOMUCCHH.

3.5.24. nentudukatop 3MeKTPOHHOW KOTHH TOKYMEHTa (KOJIOHTHUTYII).

Nnentuduxarop (ums daiina Ha MAITHTHOYUTAEMOM HOCHUTEIIE) DIIEKTPOHHOM
KOIUU JOKYMEHTa (KOJOHTHTYJ) MOXKET MPOCTABJIATHCSA B JICBOM YIIIy HIXKHETO
MOJISI K&KJIOW CTPAHMIIBI JOKYMEHTA MIPUPTOM 8 TyHKTOB, HAIIPUMED:

K0305298

3.5.25 lltpux-kon (QR-komx) MOKyMEHTA.

HpI/I HCIIOJB30BaHUMM IMITPUX-KOJA4, €TI0 CJICAYCT pasMCliaTb B IIPpaBOM
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HIWOKHEM yINIy TmepBoro Jmcra. Eciaum Mecta HEAOCTaTOYHO, JOMYCKAaeTcs

Pa3MCIICHUC B IIPABOM BCPXHCM YIUIY UJIN Ha APYT'OM CBO60I[HOM MCCTC.

4. Opranu3anus padoThl ¢ HCXOAAIMMU (OTHIPABJISIEMbIMHU)
AOKYMEHTAMU

4.1. Pabotra c ornpaBiasieMbIMUA (MCXOISIIUMH) W3 TEPPUTOPUATIBLHON
KOMHCCUU JOKYMEHTAMH BKJIOYAE€T UX PETUCTPALNIO, MPOBEPKY MPABUIBLHOCTH
oopMIIeHUS, B TOM YHUCJI€ HAJIIMYUE MOJHOTO aJipeca U €ro TOYHOCTh, HaJu4He
MOJIMHHOW TOAMMUCH (AJIsI 3JIEKTPOHHOTO JOKYMEHTa — MPOBEPKA MOJJIUHHOCTU
AJIEKTPOHHON TOMAMMCHU), JPYTHMX HEOOXOIUMBIX JJIEMEHTOB OhOpMIICHUS,
YKa3aHHBIX IPUJIOKEHUM, U OTIIPABKY.

4.2. Ucxomsamme MOKYMEHTHI TIedaTaroTcs Ha OJaHKax YCTaHOBJICHHOM
dbopmbl, OQOPMIISIIOTCST B COOTBETCTBUM C  TOJIOKEHUsIMU ~ MHCTpyKIUM
u peructpupytorcs B [1J] umu aApyrux perucTpaimoHHO-yYYeTHBIX (hopMax.

4.3. OtmpaBka JOKYMEHTOB u3 TEPPUTOPUATBHOU KOMUCCUU
OCYIIECTBIISIETCS OpraHamu (eaepaibHON (PeNbIbEerepCKOr WM  CIEIUaIbHOM
CBSI3U, TOYTOBOM, TenerpadHoil CBs3blO, cpenactBamu IIJI, 1o kanamam
(aKCUMUJIBHOU CBSI3U, DJIIEKTPOHHON MOYTOM B ceTH MIHTEpHET Wiy HapOUYHBIM.

4.4. TTpu opopMIIeHNH OTIPABISAEMBIX (UCXOISIINX ) MUCEM, B TOM YHUCJIE TIPH
MOATOTOBKE MPOEKTOB mnuceM cpeactBamu I[IJI, u TenerpaMMm HCMIOTHUTEINb
yKa3bIBa€T TIOJHBIA TIOYTOBBIM (BKJIIOYass WHACKC) aJapec OpraHu3aluu
WJIU TPaXKJIaHWHA.

4.5. OtnpaBnsieMble  (MCXOASIIME)  JIOKYMEHTBI ~ MOTYT  TOTOBHTHCH,
COTJIACOBBIBATHCS U MOANMUCHIBATHCS cpeacrtBamu [1/1.

Ucxopsume mnuchMa HampaBsSOTCS 3a  TMOAINUCHIO  TpejceaaTens
TEPPUTOPUAILHOM KOMHUCCHU, B €Tr0 OTCYTCTBUE —3a TOAMUCHIO 3aMECTUTEIIS
npeaceaaTenss WiId WHOTO 4YJIeHa TePPUTOPUATBHON KOMHCCHU, HCIOJIHSIOIIETO
0o0sI3aHHOCTH ~ TIpeceAaTessi, Ha  COOTBETCTBYIOIIEM  OJaHKe  MHUChMa
(Opu MOATOTOBKE UCXOASUIMX JTOKYMEHTOB cpenctBamu [1/] — cooTBeTCTBYIOIMIMX

AIIEKTPOHHBIX 11Aa0I0OHAX OJJAHKOB JOKYMEHTOB).



30
4.6. C ucnonb3oBanuem [1J] wim apyrux perucrparioHHO-Y4YETHBIX (HOpM

JOKyMEHTaM IIPUCBANBACTCS UCXOJALIUN HOMEDP, KOTOPBIM COCTOMT M3 MHJAEKCA
JieJla 10 HOMEHKJIAType AeN UM HOPSAKOBOIO HOMEpa JOKYMEHTA, pa3AcsICHHBIX
Kocou yeprou. Mcxonmdmmii HOMEp yKa3bIBa€TCS TAaKXKE HA KOIHMM JOKYMEHTa,
ocraromierics B gene. Hymepanus HCXOmAIUX JOKYMEHTOB OCYILECTBIISIETCS
B IIpeJieax KaJeHIapHOTO ro/a.

IIpn perucrpanuy MCXOIAIIErO JOKYMEHTAa B PErMCTPALMOHHO-YUYETHOU
dbopme 00s3aTEIIBHO YKa3BbIBAIOTCS CIEAYIOIINE PEKBU3UTHI: aHHBIE 00 ampecare
(pamumms, umsi, oT4eCTBO (IIPU HATUYKMHK) (PU3UYECKOTO JIMIA WM HAMMEHOBAHHUE
OpraHu3alliy, KpaTKOE€ COJAEpKAaHUE JOKYMEHTA, HCIIOJHUTEIb JIOKYMEHTa,
€ro COMCIOJIHUTENIM, KEM OH IOJIMCAH, & TAKXKE KOJIMYECTBO JUCTOB OCHOBHOTO
JOKYMEHTA U JINCTOB IIPWJIOKEHUS, KOJIMYECTBO IK3EMIUIIPOB, BUJ OTIIPABKHU.

IIppu  perucTpanvu  HCXOASIIETO  JOKyMEHTa  JellaeTcsi  CBs3Ka
C BXOJSIIUM JOKYMEHTOM, Ha KOTOPBIN 1a€TCs OTBET (€CIU TAKOBOW UMEETCS).

4.7. OtnpaBKa MCXOIAUIMX TOKYMEHTOB cpenctBamu Il ocymectBusiercs
JIUIIOM, UMEIOIITUM J0CcTyM K padote ¢ [1/1.

WNHble NOKYMEHTBI MOTYT OBITh OTIpaBIEHbl OpraHamu (enepaibHOM
benbaberepcKor WM CeIMaIbHON CBSI3U WU TIOUTOM 0 YKa3aHUIO TIPeIceaaTels
TEPPUTOPUAITBHON KOMHUCCHH.

4.8. llna nepenaun ucxojsmiero nokymenrta I1J] wim sneKTpoOHHONW MOYTOM
B ceTu HHTepHET OTHpaBisieMblid JOKYMEHT OQOpMISETCS B COOTBETCTBUHU
¢ TpeboBanusiMU MHCTpyKUIHUH.

B ciyuae peructpanuu nokymenta B [1]] TekcT mokymenrta B gpopmate docx
win XIsX WM 3JeKTpoHHBIH 00pa3 nokymeHTa B (popmare pdf (mpu Hammdvn
CKaHHPYIOLIEr0 YCTPOMCTBA) MPUCOEAMHSETCS K PErMCTPALMOHHON KapTOYKe
1 OCYILECTBIISETCA €r0 OTIPABKA.

IIpu mnoaroroBke nokyMeHTOB cpencrBamu IIJ[ ¢ wucnons3oBaHueM
AJIIEKTPOHHOM MOJNUCH IOCJE MOANUCAHUS TOKYMEHTbI MOI'YT aBTOMAaTHYECKH
peructpupoBatbcsi U HamnpabiaThess B LIMK Poccun, @I npu LUK Poccun,

PIHOMUT mpu LUK Poccuu, Cankrt-IleTepOyprckyro n3oupaTeibHyl0 KOMHCCHIO,
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uHble H30MpaTenbHble KOMHUCCHMH  cyOBekToB  Poccwuiickoit  denepanumu,

TEPPUTOPHUATBHBIE KOMUCCHH.

4.9. ITpu oTmpaBke TeaerpaMMbl 0OJiee YeM B YEThIpe ajpeca 0hOopMIIIETCS
NO/JIMHHUK, KONUS W [JBa 3K3EMIUIApa MOANKMCAHHOTO CIHUCKAa pPacChUIKU
C YKa3aHMEeM TOJHBIX TMOYTOBBIX (BKJIOYas TMOYTOBBIA HHJIEKC) aJIPECOB.
Ha tenerpad nepenaroTcs MOJIMHHUK C OJHUM SK3EMIUIIPOM CIHMCKAa PACCHUIKU
Y KOIUS TEJIErpaMMBbl, KOTOpas ¢ OTMETKOM O Mepeiaye TeNerpaMMbl BO3BPAIIAETCS
B TEPPUTOPUAIBHYI0O KOMHUCCHIO M BMECTE€ CO BTOPBIM JK3EMIUISIPOM CIIHCKa
PACCBUIKH MMOIIMBAETCS B AEIIO.

4.10. Ilpu otmpaBke muichMa 0OoJjiee YeM B YEThIpE ajJpeca COCTaBIISETCS
CIHCOK PACCBUIKM yCTaHOBJICHHOW (opmbl (mpuiokenne Ne 6), KOTOPBIH
IOJINMCHIBAECTCS MIPENCENATEIEM, B €0 OTCYTCTBUE — 3aMECTUTENEM MPEACENAATENS
WIN WHBIM YJICHOM TEPPUTOPUATBHOM KOMHCCHH, HCIOJHSIOIIUM OO0S3aHHOCTH
npeacenarenas TEeppUTOpUANIbHOW Komuccuu. Ilocne peructpanuum MUCEMO
TUPAKUPYETCS B HEOOXOJMMOM KOJIMYeCTBE U oTmpanisercs. [Ipu moaroroske,
COrJIaCOBaHUM W MOANMCAHUM TuceM cpeacTBaMu IIJ] cnHMCOK pacchUIKu Takxke
rotoButcs cpeacrteamu 1171

Ecnu nmucbMo unmu TenerpaMma HampaBIsieTcsl He 60Jiee 4eM B 4eThIpe aapeca,
TO MOJMUCHIBAETCS KAXKIbII K3EMILIAP.

4.11. OtnpaBKka JAOKYMEHTOB IPOM3BOJUTCS €XKEIHEBHO B 4Yachl PabOTHI
TEPPUTOPUATHLHOU KOMUCCHUH, KPOME BBIXOJIHBIX U HEPAOOUUX MPA3THUYHBIX THEH.

OTmpaBka HCXOIAIIMX JTOKYMEHTOB TMOCJE OKOHYaHUs padodero Hs,
B BBIXOJHBIE W Hepabouue TMpa3JHUYHBICE JHHU, B TIEPUOJ MOATOTOBKHU
U TpOBEACHUS W30MpATEIbHBIX KaMIIAHUW OCYUIECTBISIETCS IO YKa3aHUIO
npenceaarens TEPPUTOPUATBHON KOMUCCHUU JTMOO B COOTBETCTBUHM C PEIICHHUEM
TEPPUTOPUAIIBHON KOMUCCHH.

4.12. JIokyMEHTbl ¢ OTMETKOM O CpOYHOCTH JOCTaBKU «BecbMa cpouyHO»
u «CpouHo» 0hOpMIIIOTCS HE3aMENJIUTEIHLHO, MOTYT OTHPABIATHCS CPEACTBAMHU
[T/, mo xaHamam (hakKCUMUIIBHOW CBS3H, DJEKTPOHHOM MouToi B cetu MHTepHer,

HapOYHbIM /M rnepeaaBaTbCqa B OTACI (I)CHB,Z[BCFCPCKOI\/’I WM CIICLIMAILHON CBS3H
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JUIsL JTOCTaBKM B TIEPBYIO OYEpEelb B COOTBETCTBMHM C TpadUKOM MapHIpyTOB

benpaberepeil.

4.13. JlokyMeHTbl 0€3 OTMETOK OQGOPMIISIOTCS MO Mepe MOCTYIUICHUS
U MOTYT OTHpaBisThes cpeactBamu [/l w/mnu mepemgaBaThCsi B OTAEN JAOCTaBKU
denpaberepckol WM  CHEUAIbHOW CBSI3M, TIJ€ OTIPAaBKAa OCYIIECTBISIETCS
B COOTBETCTBHUU C IPa(pKOM BBITIOJHEHUS MAPUIPYTOB B ONTUMAJILHBIE CPOKH.

4.14. JlokyMeHTbI, HamnpaBisieMble TpaxJaHaM IO TOYTOBOMY aJipecy,
yKa3aHHOMY UMH B OOpaIlleHUH, OTIPABIISAIOTCS Yepe3 MOYTOBOE OTIEICHHUE CBS3U
MPOCTHIMU TTOYTOBBIMU OTIIPABICHUSMHU WJIH 3aKA3HBIMH MUCbMaMHU.

4.15. JlokyMeHThI, TiepenaBacMble 10 KaHallaM (aKCUMIIBHOW CBSI3H,
PETUCTPUPYIOTCS B MOPSIIKE, YCTAHOBICHHOM JJII UCXOSIINX TOKYMEHTOB.

4.16. Vicxopsmue TOKYMEHTHI, O(DOpPMIICHHBIE C HapylIeHWEeM TpeOOBaHMIA
WHCTpyKUMU, K OTHpaBKE HE NPUHHUMAIOTCA U BO3BPALLAIOTCS HCIOIHUTEISM
Ha A0paboTKy. KoppecnonaeHus Hecmy>KeOHOro XapakTepa, B TOM YHCIIE JTUYHas
KOPPECHOHIEHIMS, K OTIPABKE HE MPUHUMAETCH.

4.17. Konun uUCXOQIUIMX JTOKYMEHTOB, O(QOpPMJIEHHBIX Ha OyMa)XHOM
HOCHUTEJIe, TOMEIIAIOTCS B JIeJJ0 B COOTBETCTBHM C HOMEHKIATYpOul Hden

TEPPUTOPUAIIBHON KOMUCCHH.

5. OcoO0enHocTH padOTHI € YJIEKTPOHHBIMHU JOKYMEHTAMH
(ocymecTBiieHue padorsl ¢ Jokymentamu B I1]1)

5.1. DneKTpoHHbIE JOKYMEHTHI SIBJSIOTCS O(UUMATBHBIMU JOKYMEHTaMHU.
DJIEKTPOHHBIEC IOKYMEHTHI CO3/1at0TCsI, 00padaThiBatoTCs U Xpanstcs B [1/1.

5.2. DAEKTPOHHBIN JOKYMEHT JIOJDKEH OBITh 0(hOpMIIEH TIO OOIIIMM MpaBUIaM
JIeJI0MPOU3BOACTBA u UMETh PEKBU3UTHI, yCTaHOBJICHHBIE
JUTSL aHAJIOTMYHOTO JOKYMEHTa Ha OyMa)XHOM HOCHUTENE.

5.3. B  TeppuTOopManbHONW  KOMHUCCHU  HCIOJB3YIOTCS  DJIEKTPOHHBIC
JOKYMEHTBI, a TaKXe DJICKTPOHHbIE 00pa3bl JOKYMEHTOB, IIOJYYCHHbBIC

B pE3yJIbTaTC CKAHUPOBAHUS JJOKYMCHTOB Ha 6YMa)KHOM HOCHUTCJIC U XPAHAIIUCCS B

I11.
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5.4.Jlnd TOATBEPKIAEHUS MOMJIMHHOCTA INIPU Meperaye 3JIEKTPOHHBIX

JOKYMEHTOB B JpYIM€ TOCYJIapCTBEHHBIE OpraHbl, OpraHbl IyOJIMYHON BiacTu
denepanbHOit Tepputopun «CUpHyC», OpraHbl MECTHOTO CaMOyHpaBlCHUS,
OpraHu3alysIM M TpaXJaHaM JTOKYMEHTBI 3aBEpSAIOTCS 3JIEKTPOHHON MOJIUCHIO
JOJDKHOCTHOTO JIMIIA TEPPUTOPUAIIBHOM KOMMCCHM, IOJIMCABIIETO JOKYMEHT,
B coorBercTBUU ¢ DenepanpubiM 3akoHOM 0T 06 ampens 2011 roma Ne 63-03
«O0 371EKTPOHHON MOATHCHY.

5.5.Ilpu 00paboTKe, pacCMOTPEHHM, COIJIACOBAHUM U  TOJNUCAHUU
ANEKTPOHHBIX JOKYMEHTOB B IIJ[ BO BHYTpeHHEM JOKYMEHTOOOOPOTE MOTYT
UCIIOJIb30BAaThCS  CIOCOOBI  MOJATBEPXKIEHUS  JEUCTBUH C  BJIEKTPOHHBIMU
JOKYMEHTaMH, TIpU KOTOPBIX JJIEKTPOHHAs TOJANUCH HE HCHOJb3YyETCH.
WNnentudukanuss AOHKHOCTHOIO JIMIA IMPOU3BOJUTCS MO €r0 yYETHOM 3aIucH
B IIJ 1mmbGo MoOXeT HCIoNb30BaThCcd NPOCTast dJIEKTPOHHAs IMOJIKUCH.
Takske mpocTtas 3J1eKTPOHHAs MOANUCH MOKET UCIOJIb30BAaThCA MIPU HANPABIICHUN
anekTpoHHbIX JNokyMeHTOB B IIMK Poccun, @ npu MUK Poccuu, PLIOUT
npu [IUK Poccuu, Canxt-IlerepOyprckyto u30upaTenbHYy0  KOMHCCHIO,
n30upaTenbHble KoMUuccuu cyobekToB Poccuiickoil @enepannu, TeppUTOpHaIbHBIE
KOMUCCHH.

5.6. CocraBnenue, opOpMIICHHE U COTJIACOBAHUE TMPOEKTOB AJIEKTPOHHBIX
JOKYMEHTOB ~ OCYILIECTBJISIETCS 1O OOLIMM MpaBWiIaM JAeJONpPOU3BOJACTBA,
YCTaHOBJICHHBIM B OTHOLLIEHUH aHAJIOTUYHBIX IOKYMEHTOB Ha OyMa)KHOM HOCHTEJIE.

5.7. IlepeueHb NTOKYMEHTOB, CO3[aBAaE€MbIX, XPAHUMBIX U HCIOJb3YEMBbIX
UCKIIIOYUTENILHO B (OopMe  BJIEKTPOHHBIX  JOKYMEHTOB,  ONpeIesercs
HOMEHKJIATYPOU AE.

5.8.[Ipuem u oTmpaBKa O3JIEKTPOHHBIX JOKYMEHTOB OCYIIECTBIISIOTCS
JOJDKHOCTHBIM JIMIIOM, MMEIOIIUM JocTyn K pabore ¢ IIJ[, Takxke MoOxKer
OCYUIECTBJISATHCS aBTOMATUYECKas OTHPaBKa JOKYMEHTOB, MOJMUCAHHBIX MPOCTON
anekTpoHHoM — moamuchkto  cpeacrBamu  IIJI B LMK  Poccum, @IU

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

denepanuu, TEPPUTOPUATIBEHBIE KOMUCCHUU.

5.9.llpu mnomyuenun »snekTpoHHbIX AokymeHToB wu3 LMK Poccun,
O nmpu UK Poccuu, PLHOUT npu LUK Poccum, Caunkrt-IletepOyprckoit
M30UpaTeIbHOM KOMMCCHUH, M30MpaTeIbHBIX KOMHUCCHM CyOBeKTOB Poccuiickoi
Qenepanyi, TEPPUTOPUATBHBIX  KOMHUCCHM, TMOANUCAHHBIX  JJIEKTPOHHOMU
MOANUCHIO, OCYHIECTBIIAETCS IPOBEPKA ACHCTBUTEIBHOCTH 3JIEKTPOHHOW MOIIUCH
cpenctBamu [1/1.

5.10. IIpu BKJIIOYEHHH SIEKTPOHHBIX AOKyMeHTOB B I/l ¢opmupyrorcs
pPErucTpalMOHHO-YUYETHbIE JaHHbIE O JOKyMEHTE, 00ecleuMBalolue yIpaBIeHHUE
JOKYMEHTOM, B TOM YHMCJIE€ €T0 MOUCK, AJOCTYII K TOKYMEHTY, KOHTPOJIb, XpPAaHEHUE U
UCIOJIb30BaHue (prtoskeHue Ne 7).

5.11. Ilpu  mepenaye  MOCTYNUBUIMX  JJIEKTPOHHBIX  JOKYMEHTOB
Ha pacCMOTPEHHE, HANPABJICHUU DJIEKTPOHHBIX JOKYMEHTOB WCIOJHUTENSM,
OTIPABKE U XPAHCHUU JJIEKTPOHHBIX JOKYMEHTOB BMECTE C HMMH IEPEAAOTCA
(HampaBJIAIOTCS, XPAHATCA) UX PETUCTPALIMOHHBIE TaHHBIE.

5.12. Enununieit y4eta 3JIEKTPOHHOTO JOKYMEHTa SIBIISETCS DJIEKTPOHHBIH
JIOKYMEHT, 3apeructpupoBansbii B 11/1.

DJIEKTPOHHBIE JOKYMEHTBI, HMMEIOIIME TPUIOKEHUSA, PETUCTPUPYIOTCS
Y YYUTBIBAIOTCS KAaK OJUH JTOKYMEHT.

5.13. DneKTpoHHBIE TOKYMEHTHI (OPMUPYIOTCS B JieJa B COOTBETCTBHUH
C HOMEHKJIaTypOH JIeJ TEPPUTOPHAIIBHON KOMHCCUU U UHAEKCUPYIOTCS B MOPSJIKE,
YCTaHOBJICHHOM B OTHOILIEHUU JI€JI, COCTABJIEHHBIX U3 JTOKYMEHTOB Ha OyMa)KHOM
HOCHUTETIE.

IIpn cocraBiieHMM HOMEHKJIATYPBI J€] YKa3bIBACTCA, YTO JEJI0 BEHETCS
B DOJICKTPOHHOW (opMe, 4YTO OTMEuaeTcsi B 3arojioBKe Jeia wid B Tpade
«IIpumeuanuey, HarIpuUMeEp:

[ToctanoBnenust llenTpanpHON u30OMpaTenbHOW Komuccuu Poccuiickoit

deneparun. Konun. D1eKTpOHHBIE JOKYMEHTHI.
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5.14. DneKTpOHHBIE TOKYMEHTHI ITOCJE UX UCTIOJHEHHUS MOAJIEXKAT XPAHEHUIO

B YCTaHOBJIEHHOM TIOpAJIKE B  TEUEHHE CPOKOB, MPEAYCMOTPEHHBIX
JUTSI aHAJIOTHYHBIX TOKYMEHTOB Ha OyMa)KHOM HOCHUTETIE.

5.15. Mecto XpaHEHHsI DJIEKTPOHHBIX JIOKYMEHTOB JI0 HUX Iepenadu
Ha apXMBHOE XpaHEHWE, BHUJ HOCUTEJIEH, Ha KOTOPBIX OHHM XpaHATCS, (opMaThl
UX TIOCTOSSHHOTO U JIOJTOBPEMEHHOTO XPAHEHWsI OMNPEACNSIOTCS C Y4eTOM
UCII0JIb3yEMbIX B TEPPUTOPUATIEHON KOMUCCUH POTPAMMHO-TEXHUYECKUX CPEJICTB,
HOPMATUBHBIX aKTOB W METOAMYECKUX JOKYMEHTOB PocapxuBa, ApXUBHOIO
komuteTa Cankrt-IletepOypra.

5.16. DkcrniepTu3a LEHHOCTU JJIEKTPOHHBIX JIOKYMEHTOB OCYIIECTBISETCS
B 0O0IIEM MOpPSJKE, YCTAHOBJICHHOM B OTHOIIECHHUU JIOKYMEHTOB Ha OyMa)KHOM
HOCHUTETIE.

5.17. Tlocne ucreueHus: Cpoka, yCTAHOBIEHHOTO JIJIsi XpPaHEHUS DJIEKTPOHHBIX
nen  (PIEKTPOHHBIX  JOKYMEHTOB), OHM  MOJJIeKAaT  YHUYTOXKCHUIO
C COCTaBJICHMEM aKTa yCTaHOBJICHHOU (opMbI (Tipuitoskerue Ne 16).

5.18. DneKkTpoHHbIE JTOKYMEHTHI, TOMJIeKAIUE JIUTEIbHOMY XPaHEHHIO,
nepeslaloTCsl Ha apXUBHOE XpaHEHHE MO OMUCIM ¢ OpOpPMIICHHEM aKTa IpuemMa-

nepecaadu 3JICKTPOHHBIX JOKYMCHTOB Ha APpXUBHOC XPAHCHUC.

6. Oco0enHOCTH PadOTHI ¢ OOPAILIEHUAMY IPAKIAH.
Opranuzanus JUHYHOTO MPUEMA TPAKIAH

6.1. Opranuzanust paboTbl ¢ OOpalIeHUSIMU TpaxIaH OCYIIECTBISIETCS
B COOTBETCTBUU C pazzesnioM 2 MHCTpyKmu ¢ yd4eToM 0COOCHHOCTEH, YKa3aHHBIX
B JJAaHHOM paszJielie.

6.2. O0pareHus: B TEppUTOPUATIEHYIO0 KOMUCCUIO MOTYT OBITh HaIPaBIICHbI B
MUCBMEHHOU (hopMe, a TakKe B popMe AIEKTPOHHOTO JOKYMEHTA.

6.3. O6pamienue B ¢dopme IJIEKTPOHHOTO JIOKYMEHTa HaIpaBJIseTCs
C HCIOJb30BaHWEM CTpaHuibl odumuanbHoro caita Cankt-IleTepOyprekoit

H36I/IpaTCJILHOI>’I KOMHCCHUH B CCTHU I/IHTepHCT, HpGIIHaSHa‘IGHHOﬁ AJI1 HaITpaBJICHU
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oOpamieHrii B TEPPUTOPUATLHYIO KOMHUCCHIO (janee — 3JeKTpoHHas Qopma

oOparteHui).

HampaBnenne  oOpamenuit B (opmMe  DJIGKTPOHHOTO  JOKYMEHTA
B TEPPUTOPHATIBHYIO KOMUCCHIO OCYIIECTBIISICTCS TTOCTIE MMPOXOKACHUS 3aIBUTEIIEM
uAeHTUGUKALIMY U ayTeHTU(DUKALIMK TTOCPECTBOM (hesiepanbHO rocy 1apCTBEHHON
uHdopmarmonHor  cuctembl  «EgmHas  cucrema  uACHTHGUKAMH U
ayTeHTU(UKaIMM B HWHPpacTpykType, obecrneunBaroieii uHGOOPMaIMOHHO-
TEXHOJIOTHYECKOE B3aUMO/IeHCTBHE MHPOPMAIIMOHHBIX CUCTEM, UCTIOIh3YEMBIX JIJIS
MPEIOCTABIICHUS TOCYAAPCTBCHHBIX M MYHHUIIMITAJBHBIX YCIYT B DJICKTPOHHOM
dbopme».

OnexTpoHHas ¢opma OoOpalleHui JOHKHA MpelycMaTpuBaTh 3aMOJHEHUE
ajpeca SJEKTPOHHOW TMOYTHI, HAa KOTOPHIA JIOJDKEH OBITh HAIpaBi€H OTBET
Ha o0pallleHre, CIeIMaIbHOrO MOJIS JUIsl BBOJIa TEKCTa OOpallleHusl, COIePKAIIIETO
€ro CyTh, BO3MOXKHOCTH MPHUJIOKEHUS TOKYMEHTOB U MaTEPHAIOB B JIEKTPOHHOM
dbopme, MOATBEPKIAIOMINUX JOBOIBI OOPAIIEHNUS, & TAKIKE MOXKET MPelyCMaTPUBATh
BO3MOYKHOCTh ~ yKa3aHHUS JOMOJHUTEIBHBIX CBEICHUH, YTOYHSIONIUX CYTh
oOparieHusl.

6.4. Conepxaiiriecss B HalpaBJICHHBIX B (OpME SJIECKTPOHHOTO JTOKYMEHTa
oOpaleHusIX CBEICHHUS, a TaKXKe IMpuiaraeMple Martepuaiabl (MpU HATHMYUHN)
BBOJIsiTCA B [1]] 6o B pyrue peructpairioHHo-y4ueTHbie popmbl. BBoa cBeneHui,
COJZIepPKAIIUXCS B HAITPABJICHHBIX B ()OPME AIEKTPOHHOTO JOKYMEHTA OOpaIeHUSX,
NpwIaraéMblX  MaTepHaioB M HMX  PETUCTpAlMs  OCYIIECTBIISIOTCS
HE TIO3[HEe TpeX pabouux JHEW CO JHS HampaBleHUs OOpalleHus, a B MEPUOJ
MPOBEICHUSI  COOTBETCTBYIOIIMX  M30MpATCIbHBIX  KaMIaHWUH,  KaMIaHWH
pedepeHaymMa 1O BOMpOCaM TMOATOTOBKM M TPOBEACHHUS OSTUX BBIOOPOB,
pebepenayma 1o  oOpamieHWsiM,  HampaBlI€HHBIM O  YCTaHOBIICHUSA
TEPPUTOPHAITBHOH KOMHCCHEH WTOTOB TOJIOCOBAHUS, OMPEICICHHS pPE3yJIbTaTOB
BBIOOpOB, pedepeHayMa — B JICHb HaIpaBJieHUs oOpaiieHus Jdub0 HE MO3THEee
CJIeIyIOLIEro paboyero AHS B COOTBETCTBUM € rpaKoM pabOThl TEPPUTOPUATIBHOMN

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

oOpalleHHii, HanpaBJICHHBIX B TEPpPUTOpUATIbHBIE KOMHUCCMU B  (dopme
AIIEKTPOHHOTO JIOKYMEHTa, MOKET OCYIIECTBIATHCS C HCHoiab30BaHueM [1]]
au00 ¢ WCHOJB30BAaHUEM JAPYTHX PETUCTpalMOHHO-y4YeTHhIX ¢opm. [locre
OCYIIECTBJICHUSI YKAa3aHHBIX JCUCTBUN OOpallleHue CUMUTAETCS MOCTYNHUBIIUM
B TEPPUTOPHAIBHYIO0 KOMHUCCHIO.

OOpaiieHss B MUCbMEHHOW (opme, MOCTYNUBUIME B TEPPUTOPHUAIBHYIO
KOMHUCCHIO, PETHCTPUPYIOTCA TMpejacenaTesieM (CeKpeTapeM) TeppUTOpUaIbHON
KOMUCCHUM WM  pabOOTHUKOM  ammapaTa, OTBETCTBEHHBIM 32  BEJACHHE
JeJIONpOU3BOACTBa ¢ ucnoib3oBaHueM I[IJ] nubo ¢ wucmonb30BaHHMEM JIPYrUX
pPETUCTPALIMOHHO-YUETHBIX (QOpM HE TO3[Hee Tpex paboumx [HEH co [HSA
NOCTYIUIEHUsT OOpalieHus, a B T[EpUOJ MPOBEIEHUS COOTBETCTBYIOIIMX
n30UpaTebHBIX ~ KaMIIaHWW, KaMIlaHuid pedepeHayMa 0  YCTaHOBIICHUS
TEPPUTOPUATBHON KOMHCCHEW WTOTOB TOJIOCOBAHUS, OMPEACTCHHUS pPe3yJIbTaToOB
BBIOOPOB, pedepeHayMa — B JIeHb TOCTYIUICHUS oOpaiieHus b0 He TMO37Hee
CJIeIyIoEero padovero HA B COOTBETCTBHM C TpadUKOM pabOThl KOMHUCCHH,
C YYETOM CPOKOB PACCMOTPEHHS COOTBETCTBYIOUINX OOpalieHui, yCTaHOBIEHHBIX
3aKOHOJIaTEIHLCTBOM O BhIOOpax u pedepeHymax.

OOparennsi, MOCTYNUBIINE B TEPPUTOPHAIBHYI0 KOMHCCHIO, MOTYT
pPEruCTPUPOBATHCSI B YCTAHOBJICHHBIE BBILLIE CPOKH OTIEIBHO OT APYIMX BHIOB
JTIOKYMEHTOB.

6.5. B cayudae peructparuu oOpamienus B I1J[, DOTKHOCTHBIM JIAIIOM,
UMEIOLINM JocTyn K padote ¢ 1/, 3amonHsaroTcss HeoOX0uMBbIE TIOJIST BO BKJIAKE
«O0pamenue» I1J[ B 3aBUCUMOCTH OT MMeroueics UHPopMalMu B OOpalieHUH
HE TIO3qHEe Tpex paboumx JHEW €O JHS pPErucTparuu  oOpalieHHs
B TEPPUTOpPUATBHON KOMHUCCHM U B TEUYEHHE OJHOrO0 paboyero IHS CO JHSA
MOCTYTUICHUsI 00palieHus o BOMpOocaM MPOBOIUMBIX N30MPATEIHHBIX KaMIIaHHH.

6.6. [Ipu BCKpHITUU KOHBEPTOB, COACPXKAIIMX OOparieHuss B MUCHMEHHOMN
dbopme, mpoBepseTcs HamuuMe Bcex BioxeHud. KoHBepT 00s3aTenbHO

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

«JImyHo»,  paccmarpuBaroTcs B OOlIEeM  TOpSAKE B COOTBETCTBHUH
¢ UucTpykumei.

[Ipu  peructparuu  TOBTOPHBIX  OOpalieHUH WM  TPUCBAUBACTCA
OUEpEHONM PETUCTPAIIMOHHBIA HOMEp, B PErUCTPAllUOHHO-YUYETHOH (opme
nemaercst ormetka «lloBropHo», a mpu wucnons3oBanuu I/l ocymectBusiercs
ces3piBaHe ¢ PYK mno mnepBuuHbiM oOpaiieHusiM, NpU HEOOXOJUMOCTH
opopmieHuss Ha OyMaXHOM HOCUTEIE K OOpAIICHUIO TMPUKIAIBIBAIOTCS
nonoopansubie PYK no nepBruyHBIM 00palieHUsIM.

Ecnu oOparnienue nocTynusiao oT KOJUIEKTHBA TPaXKJaH, TO PU PETUCTPAIIH
B PETHCTPAIMOHHO-YICTHOU (DOpMe CTaBUTCS OTMETKA «KOJTEeKTHBHOEY.

6.7. Ilpu ocymiectBiennn peructpaiyu cpencrsamu [1]1 Ha muieBoi CTOpoHe
MepBOr0 JIMCTA 3aperuCTPUPOBAHHOTO AOKYMEHTa Ha OYMaKHOM HOCHUTese, Kak
MPaBMJIO, B PABOM HYDKHEM YTJTy IPOCTABJISIETCS] PETVCTPALIMOHHBIN HOMED U [1aTa,
a Takyke MITPUX-KOJL C yKa3aHVeM HaMeHOBAHMSI OpraHU3aLyN.

Ecmm mpocTaBieHue permcTpanyoHHOTO HOMEpA 3aTPYIHSIET IPOUTEHUE
TEeKCTa [JOKYMeHTa, B TaKOM CJiyyae BXOASIIMI HOMEp IIPOCTaBJISIETCS
B CBOOOJHOM OT TEeKCTa YIVIy Ha JIMIEBOM CTOPOHE MEepBOro JIMCTA TOKYMEHTa,
a IITPUX-KOJI MTPOCTABJIIETCS MPU HAJTMUMM TEXHUYECKON BO3MOKHOCTM!.

[Ipu ocyiecTBaeHNM perucTpauum B APYTOM PerucTPalyOHHO-YUeTHO
(bopmMe permcTparioOHHbIN IITAMIT, COCTOSIIMIA U3 MTOPSIIKOBOTO HOMEPA OOpalieHus
M JaThl perucTpaiuu, CTaBUTCS, KaK MpaBWIO, Ha MEPBOM JIMCTe oOpalleHus B
MIPaBOM HVDKHEM YIJTY WJIM Ha CBOOOTHOM OT TEKCTa MeCTe.

Hymepanust mOCTYNMUBIIMX OOpallleHui OCYIIeCTBSIETCS B Ipeesiax
KaJIeHIapHOT'O roia.

6.8. 3aperucTpupoBaHHble OOpallleHMss pPacCMaTPUBAIOTCSI B COOTBETCTBUMU
C TIOPSIIKOM, OTIpefieIeHHbIM pasfesioM 2 VHCTpyKIymn.

6.9. O6pamiennsi, agpecoBaHHbIE WIEHAM TEPPUTOPUATIBLHON KOMMUCCUM,
PErUCTPUPYIOTCS, IOKJIANbIBAIOTCS U TepefaloTCcsl B COOTBETCTBUU C IOPSIAKOM,

yCTaHOBJIEHHbIM VHCTpYKIIMEIt.
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OOpamiennsi  pacCMaTpuBaIOTCSI B COOTBETCTBMM C  YKa3aHMUSIMU

0 MCIOJHEHMIO [IOKYMeHTa TpefcefaTessi TeppUTOPUAIBHOM  KOMMCCUM
B IOPSIIKE, YCTAaHOBJIEHHOM 3aKOHOAATEIhCTBOM Poccuiickon ®epepanyn.

6.10. OGpamenus, coaepskaiire BOMPOCHI, pEIICHUE KOTOPHIX HE OTHOCUTCS
K KOMIIETCHIIMH TEPPUTOPUATBHOW KOMMCCHH, IOKJIAJBIBAIOTCS MPECeaaTeNto
TEPPUTOPHATBPHON KOMHCCHHM W TIO €0 YKa3aHWIO M0 HMCIOJHEHUIO TOKYMEHTa
B CpPOKH, YCTaHOBJICHHBIE 3aKOHOJATEILCTBOM O BbIOOpax u pedepeHaymax,
HaIpaBJISAIOTCA C  COMPOBOAMWTENIBHBIM  MHCHBbMOM 332  €r0  TOJIHUCHIO
B COOTBETCTBYIOIIMA OpraH WM COOTBETCTBYIONMIEMY OJDKHOCTHOMY JIHITY,
K KOMIIETEHIIMM KOTOPBIX OTHOCHUTCSI PEIIEHHE TIOCTaBJIEHHBIX B OOpalieHun
BOIIPOCOB, C  yBEAOMJICHMEM  TpaxJaH,  HANpaBUBIIUX  OOparieHus,
0 mepeaapecal oOpanieHuil. B compoBoaUTEILHOM TUCHME OrOBapUBACTCS
MOPSIJIOK HAIlpaBJICHUSI OTBETA aBTOPY OOpaIlleHHUS.

Ecnm pemenue mocTaBIeHHBIX B OOpaIIeHHWH BOIPOCOB OTHOCHUTCS
K KOMIIETCHIIMM HECKOJBKUX TOCYJapCTBEHHBIX OPTraHOB, OPraHOB MECTHOTO
CaMOYTIPABJICHUSI WJIM COOTBETCTBYIOIIMX JODKHOCTHBIX JIMII, KOTIHS OOpaIieHHs
HaIPaBJISAETCS B COOTBETCTBYIONINE OPTaHbBI I COOTBETCTBYIOIIMM JOJDKHOCTHBIM
JUIaM B CPOKH, YCTAaHOBJICHHBbIE  3aKOHOJATEIHCTBOM O  BbIOOpax
u pedepeHymax.

6.11. 3anpemaercs ~ HampaBisSATH ~ OOpalieHHe  Ha  PacCMOTPEHHUE
B TOCYJapPCTBEHHBIM OpPTaH, OpraH MECTHOTO CaMOYTPABIICHUS WU JOJIKHOCTHOMY
JUIly, pelieHue uiad  JaeucTBue  (0e3deiicTBHE)  KOTOPBIX  OOXKallyercs,
32 UCKIIFOUEHHEM CITy4YaeB, YKa3aHHbIX B IYHKTE 6 cTatbh 75 PenepanbHOro 3akoHa
00 OCHOBHBIX TapaHTHUSAX U30UPATEIbHBIX MPaB.

6.12. Ecam B COOTBETCTBHM C 3ampeToM, YKa3aHHbIM B mojapasnaene 6.11
NHCcTpyKInu, HEBO3MOXXKHO  HampaBUTh  OOpalieHWe Ha  PacCMOTpPEHHUE
B TOCYJapPCTBEHHBIM OpPTaH, OpraH MECTHOTO CaMOYTPABIICHUS WU JOJIKHOCTHOMY
JUITY, B KOMIIETCHIIUIO KOTOPBIX BXOJUT PEIIEHUE TOCTABJICHHBIX B OOpaIlCHUU

BOIIPOCOB, O6paHlCHI/I€ BO3BPAlIACTCA TI'paXJAaHHHY C Pa3biACHCHHUEM C€I0 IIpaBa



40
00kaloBaTh COOTBETCTBYIOIIEE PELICHIE WIIN ICUCTBUE B yCTAHOBICHHOM MOPSIIKE

B CYy/].

6.13. OOpamieHus, TMOCTYIUBIINE B TEPPUTOPUATBHYIO  KOMHCCHIO,
paccMaTpuBalOTCd B CPOKH, YCTAHOBIIGHHBIE 3aKOHOAATEILCTBOM O BBIOOpax
u pedepeHayMax, C YU4EeTOM OCOOEHHOCTEH, yKa3zaHHBIX B mojapazienax 10.5
u 10.6 UucTpykuuu.

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

3asiBUTENIO HANPABJSIETCS YBEIOMIICHHE O MPOJIJIEHUH CPOKA PACCMOTPEHMUS
€ro ooparieHusl.

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

6.14.B ciaydyae TOCTyIUICHHS B TEPPUTOPHAIBHYIO  KOMHCCHIO
B YCTAHOBJICHHOM MOPSIZIKE 3alpoca rocyAapCcTBEHHOr0 opraHa, opraHa MECTHOTO
CaMOYTpaBlIEHUSI WM JOJHDKHOCTHOTO JIMIA, PaccMaTpUBAIONIUX OOpalieHue,
JOKYMEHThl W MaTepuaibl, HEOOXOIWMBbIE [UIsl pPacCMOTpeHUs oOpalleHus,
MPEACTABISIIOTCA B CPOK, YKA3aHHBIA B 3alPOCE WJIM UHOW CPOK, YCTAHOBJICHHBIN
NEHCTBYIOINM 3aKOHOIaTEIHCTBOM.

6.15. B oOpamiennu J0MKHBI OBITh YKa3aHbl (paMUIHs, UM, OTYECTBO (IIPU
HATMYUH) 3asIBUTEINA (7151 3asBUTETICH, HE SIBISIFOIIMXCS (PU3NYSCKUMU JIUIIAMU, —
HauMeHOBaHue). B oOpaimieHnn B MHUChbMEHHOW (QopMe JOKEH OBITh yKa3aH
MOYTOBBIN a/ipec, M0 KOTOPOMY JIOJDKEH ObITh HAIpaBlIeH OTBET Ha oOpalleHue,
TaKkKe JOJDKHBI COAEPXKATbCA JIMYHAs TIOAMUCH 3asiBUTENs WU JIHIIA,
YHOJHOMOYEHHOTO JeHCTBOBATh OT €ro MMEHHU, U JlaTa MOJAMUCAHUS OOpalleHus.

B oOpamennn B opme 3IEKTPOHHOTO JOKYMEHTAa JOJKEH OBITh YKa3aH aJipec
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AJIIEKTPOHHOM  TOYTHI, MO KOTOPOMY JOJDKEH OBITh HAampaBlieH OTBET

Ha oOpaIleHue.

Ecnmn B oOpamenun He ykazanbl (Gamwims 3asBUTENs (I 3asBUTEIS,
HE SBJISIONIETOCS (PU3NIECKUM JIUIIOM, — HAMMEHOBAHUE) WU aJpeC, IO KOTOPOMY
JOJDKEH OBITh HampaBlIeH OTBET Ha OOpallleHue, OTBET Ha Takoe OOpalleHue
HEe Jaerca. Takoe oOpalleHWe CHUCHIBAETCS B JEJO  MpejceaaresieM
TEPPUTOPUATBHON KOMHUCCHH.

Ecmm B oOpameHun copepkaTcs CBEIACHUS O TIOJATOTaBIMBACMOM,
COBEPIIACMOM WJIA COBEPIICHHOM TMPECTYyIUICHHH, a TakXke O JIHIIE,
€ro TMOJrOTABJIMBAIONIEM, COBEPIIAIONIEM WM COBEPIIUBIIEM, OOpaIieHue
TIO/IJIC)KUT HAIIPABJICHUIO B TIPABOOXPAHUTEIILHBIC OPTaHbl.

Ecnu Texcr oOpainieHus HE MOJJACTCS MPOUYTEHUIO WA HE TMO3BOJISET
ONpENENUTh CyTh OOpallleHus, OTBET Ha Takoe oOpalleHHe He JaeTcs,
0 9YeM B TCUEHHE CEMH KaJICHIAPHBIX JHEH IMOCie AHS MOCTYIUICHUS OOpalIeHUs
YBEJIOMJISIETCSI 3asBUTEIIb B Clydae, €ClM B OOpallleHUH IMOJIAI0TCS MPOUYTEHUIO
dbamunus 3asBUTENS (IS 3asIBUTEINS, HE SBJSIOMErocs (U3HUYECKUM JTUIIOM, —
HAaMMCHOBAaHHWE) M aJIpeC, IO KOTOPOMY JOJDKEH OBITh HamNpaBJICH OTBET
Ha oOparieHue.

He sBmsiercss  oOpamieHueM  TEKCT, COJEepXkalluid  Mo3JpaBiieHUE,
c000JIE3HOBAHUE UITH OLICHKY JICSITEIbHOCTU U HE COOTBETCTBYIOIINI TPEOOBAHMSIM,
npeabsaBisieMbiM DeiepaTbHBIM 3aKOHOM 00 OCHOBHBIX TapaHTHSAX W30UpaTEIbHBIX
npaB, ¥ TpeOOBaHUSAM K 3ampocy HHGOpMAIMH, MpeabsIBisseMbiM DenepaabHbIM
3akoHOM OT 9 deBpass 2009 roga Ne 8-®3 «O6 obecnedeHun mocTyma K
uH(OpPMAITUU O JEATEIHPHOCTH TOCYJApCTBEHHBIX OPTaHOB W OPTaHOB MECTHOTO
CaMOYTIPABIICHUS».

6.16. OOpamennsi, B  KOTOPBIX  COJEp)KATCAd  HEIEH3YpHbIE  JHOO
OCKOpOUTENbHBIC BBIPAKCHUS, Yrpo3bl KU3HHU, 3JI0POBBI0 M HMYIICCTBY
JIOJDKHOCTHOTO JIMIa WM HWHBIX JIMI[, OCTalOTCs 0e3 OTBeTa IO CYIIECTBY
MOCTABJICHHBIX B HUX BOIIPOCOB, a 3asIBUTEISIM coobmraercs

0 HEAOIIYCTUMOCTH 3JIOYHOTpC6JICHI/IH IIpaBOM.



42
6.17. OGpaienne, B KOTOPOM OOKaIyeTcsi Cy/ne0HOe pelieHue, B TeUCHUE

CEMHU KaJIeHIApHbIX JIHEH CO JHS PErucTpalldd BO3BPAILAETCA TPAKIAHUHY,
HalpaBUBIIEMYy OOpalleHHue, C Pa3bsICHEHHEM IMOpsaKa 00KaJloBaHUS JaHHOTO
CyZ1eOHOTO peIlICHHUS.

6.18. Eciiu B oOpallleHuu COJIEPKUTCS BOIMPOC, HA KOTOPBIH 3asiBUTEIIO
HEOJHOKPATHO JABAJIUCh MUCHMEHHBIE OTBETHI MO CYLIECTBY B CBSI3M C paHee
HaIpaBJIeHHbIMU OOpaIICHUSIMHU, U TIPU 3TOM B OOpAIllEHUH HE MPUBOJSATCS HOBBIE
JIOBOABI U OOCTOSATENHCTBA, TO MEPEMUCKA MO JAaHHOMY BOIPOCY C 3asgBUTEIEM
MOXET OBITh MPEKpaIieHa ¢ YBEJOMICHUEM 00 3TOM 3asBUTEIS.

Ecnu oT 3asBuTENs, ¢ KOTOPHIM TEpEenucKa Oblia MpekpaiieHa, mocTynaeTr
ouepeHOoe oOpaleHue Mo TOMY K€ BOMPOCY, TO MUCbMEHHBIA OTBET HA HETO MOXKET
HE JIaBaThCs, a caMO OOpallleHue HAIPaBJISIETCs B ACIIO.

6.19. OGpaiienusi, HampaBJICHHbIE B  TEPPUTOPUATBHYIO  KOMHCCHIO
C HCIOJB30BAaHUEM DJJICKTPOHHOU (OpMBI  OOpallleHHil, PETUCTPUPYIOTCS
U pacCMaTpHUBAIOTCS B yCTAaHOBJICHHOM mopsiake. OTBEThl Ha Takue OOpalleHus
HaIpaBJISIIOTCS B (GOpME AJIEKTPOHHBIX JTOKYMEHTOB, MOAMUCAHHBIX AJIEKTPOHHON
MOANUCHI0, MO0 B (PopMe PIEKTPOHHBIX 00pa3oB JOKyMEHTOB B (opmare pdf
Mo  ajgpecaM  DJJIGKTPOHHOM  TMOYTHI,  yKa3aHHbIM B  OOpallleHuwu.

OOpamieHusi TpaxaaH, IOCTYMHUBIIME HAa aJapec AJICKTPOHHON TMOYTHI
TEPPUTOPUAIIBHOM  KOMHUCCHUH, HE  PETUCTPUPYIOTCS B COOTBETCTBUU
c denepanbubiM 3ak0HOM OT 28 nekadpst 2024 roma Ne 547-03 «O BHeceHUU
u3MeHeHul B @DenepanbHblii 3akoH «O TOpsAIKE PacCMOTPEHHs] OOpallleHUn
rpaxnaaH Pocculickon @enepanumy.

OOpamieHuss TpaxJaH, MOCTYNHUBIIME B TEPPUTOPUAIBHYIO KOMHUCCHIO
n3 [IUK Poccun, peructpupyrorcs ¢ ucnonb3zoBanueM Il otnenbHO OT apyrux
BHJIOB JIOKYMEHTOB.

6.20. B ciywae eciu 3anpammBaeMas HHQopMamus  OnyOJMKOBaHA
B CpEICTBaX MaccoBoM HH(popmaruu nubo pasMmenieHa B cetu HWHTEpHer,
TEppUTOPHAIbHASL KOMUCCHS B OTBETE Ha 3aIIPOC MOXKET OIPAHUYUTHCS YKa3aHUEM

Ha3BaHWA, JaTbl BbIXOJd W HOMEpaA CPECACTBA MaCCOBOU I/IH(I)OpMaI_II/II/I, B KOTOPOM
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OIMyOJMKOBaHA 3ampammBaeMass WHGOpMAIHs CO CCHUIKOW (aapec CTpaHMIIBI)

Ha uHGOpMaIIIIO, pa3MElIeHHYIO B ceTu HTepHeT.

6.21. Ilpu peructpaunu oOpamenus B [IJI mo wurToram paccMoTpeHUs
oOparieHusi TOJDKHOCTHBIMH JIMI[AMH, OTBETCTBEHHBIMH 3a BBOJ M 0OpaOOTKY
undopmaruu B [1]1, Bo Bkiagke «O6pamenuey» [1]1 3anonusercs none «IIpunsroie
MEpPBI», a TaKK€ BHOCATCA CBEICHHUS O pe3ylibTaTaX pacCMOTpPEHUs oOpalieHus
B Onoke «Bompockl» B TedeHue Tpex pabouyux JHEH CO JHS PacCMOTPEHHS
oOpallieHus 1 B TEUYEHHE OAHOro paboyero AHS JUis OOpalleHUil Mo BOMpocam
MPOBOANMBIX U30UPATEIbHBIX KAMITAHUH.

6.22. JInuHbI TIpHEM TpaXkJaH MO BOMPOCAM, BXOJSIIUM B KOMIIETEHIUIO
TEPPUTOPUATIBHOM  KOMHUCCHUM,  SIBJSIOIICHCS  TOCYJapCTBEHHBIM  OPraHOM,
OCYLIECTBJISIETCS npescenaTenem TEPPUTOPUATBHOM KOMUHCCHH,
M0 TpeIBapUTENbHON 3amucu 1o rpaduKy, YTBEPKICHHOMY IIpejcerareaemM
TEPPUTOPUATHLHOM KOMUCCUU U perucTpupyetcs B XKypHalie yueTra npuema rpaxk/ian
(mpuosxkenue Ne 8.1).

Nudopmanus 0 MOPSIIKE npuema rpakJaaH pa3mMeraercs
Ha UHPOPMAITMOHHOM CTEHJIE TEPPUTOPUATIEHON KOMUCCHUHU.

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

Bengenue nuuyHOrO nmnpuema TpakJaH MOXET COMNPOBOXKIATHCS ayAHo-
Y BUJIC03AIMCHIO, O YEM IpakJIaHe YBEIOMIISIOTCS 0 Havyaia MpueMa.

6.23. KpaTkoe coaepkaHue YCTHOTO oOpalieHus, JOJDKHOCTh U (haMuius
JIUIIA, OCYIIECTBIISIONIET0 MPHEM, PEIICHUEe, IPUHITOE MO0 YCTHOMY OOpaIleHuIo,
3aHOCHUTCS B KAPTOUYKY JIMYHOTO MTpUeMa TpakaaHnHa (puioxkeHue Ne 8.2).

B xoje nuuHOTO Npuema 3asBUTENIeM TaK)Ke MOXKET ObITh MOAaHO OOpaIleHHe
B NHUChbMEHHOW  ¢opme, Ha  KOTOpPOE  JaeTcsi NUCHBMEHHBIH  OTBET
B CPOKH, YCTAHOBJICHHBIE JIJIsl PACCMOTPEHUSI COOTBETCTBYIOIIUX OOpAIICHU.

Ecnu o6cTosTenbcTBa, N3M0KEHHBIC B YCTHOM OOpaIlieHuH B XOZ€ JTUIHOTO
npuema, TpeOyIOT MPOBEPKH, HAa Takoe oOpallleHHe AAeTCsl MUCbMEHHBIM OTBET

B CPOKH, YCTAHOBJICHHBIC JJIs1 PAaCCMOTPCHUA COOTBCTCTBYIOINX 06p3H.I€HPII>i.



44
B X0A€ JIMYHOI'O IMprueMa 3asiBUTCIII0O MOKCT OBITH OTKa3aHO B I[ElJ'IBHCfIHIGM

paccMOTpeHHH OOpallleHHs, €ClIH €My paHee ObUI JaH OTBET IO CYIIECTBY
MOCTaBJICHHBIX B OOpAaIIEHIUH BOIIPOCOB.

B cnyuae rpy0oro, arpecCUBHOTO MOBEACHUS 3asIBUTEIS IPUEM MOXKET OBITh
npekpaiieH. [Ipy HEoOXOIUMOCTH MOKET OBITh BBI3BAaH COTPYIHUK OXpaHbI
WIM TPaBOOXPAHUTEIbHBIX OpraHoB. HMH(popmanus O MOBEICHUH 3asBUTEIS
OTpakaeTcs B )KypHase ydera.

6.24. Ilepenannpie Ha JUYHOM IpueMe oOpallleHus B MUCBMEHHOU (opme
PETUCTPUPYIOTCS U PACCMATPUBAIOTCS B YCTAHOBJIIEHHOM JJISI COOTBETCTBYIOIIMX

oOpalleHui mopsake.

7. OcoOeHHOCTH PadOTHI ¢ JOKYMEHTAMM, COEPKANUMH CJIYKEOHYI0
MH(OPMALMIO OTPAHNYEHHOT0 PACIIPOCTPAHEHUS
(c momerkoi «/Jis c/1y:Ke0OHOT0 MOJIL30BAHUS»)

7.1. OcobeHHocT pabOThl C JIOKYMEHTaMH, COJIEPXKAIIUMU CIIY>KEOHYIO
uH(OOPMAITUIO OTPAHUYECHHOTO PACIIPOCTPAHCHUS.

7.1.1. K cuyxeOHON wuHGOpPMAIIMKM OTPAHUYECHHOTO PaCHpPOCTPaHEHUS
OTHOCUTCS HECEKpeTHas HH(pOpMalus, HE3aBUCMMO OT BHJAA €€ HOCUTES,
OTpaHUYEHMSI Ha PACHpPOCTpaHEHUE KOTOPOM JUKTYIOTCS €€ CIy>KeOHOM
HEO0OXOIUMOCTBIO.

7.1.2. Heo6xomuMoCTh ~ TIpOCTaBiCHHS TOMETKH «Jlig  cimykeGHOTO
nonb3oBaHus» (nanee — «JICI») Ha JOOKyMEHTaXx W U3JIaHUSX, COAEpKallNX
CIIyeOHYI0 HH(OpPMALMIO OTrPAaHUYEHHOTO PACHpPOCTPAHEHUs, OIpPEACNIIeTCs
npejacenareaemM TEPPUTOPHUATBHOM KOMHCCHH, MOANUCHIBAIOIIUM
WJIU YTBEPKAAIOIIUM JIOKYMEHT.

JIOJKHOCTHBIE JIMIIA, MPUHSBIIME pEIIeHHEe 00 OTHECEHUHW CIIyKEOHOU
uH(pOpPMAITUH K pa3psy OrPaHUYECHHOTO PACIPOCTPAHEHUS, HECYT MEPCOHATHHYIO
OTBETCTBEHHOCTH 32 000OCHOBAHHOCTbH IMPUHSATOTO PEIICHHUS.

7.1.3. Tlometka «JICII» m HOMEp 3K3eMILIsipa MPOCTABISAIOTCA B IPaBOM

BEpXHEM yIUIy I[E€pBOM CTpaHUIbI JOKyMEHTa (B cCiydyae HEOOXOIMMOCTH —
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U €ro TMPOEKTa), COACPKAIIErO CIyXeOHyI0 HWH(POpPMAIUI0O OTPAHUYECHHOTO

pacnpocTpaHeHus1, Ha 00J0XKKE U TUTYJILHOM JINCTE M3/IaHMs, a TaK)Ke Ha MepBOU
CTpaHUIIE COMPOBOJUTEIBLHOIO MUChbMA K TaKuM JOKymeHTaM. IIpu moaroroBke
nokymenTta cpeactsamu I1/] momerka «/ICII» mpocraBisieTcss Ha 3JI€KTPOHHOM
mabsoHe OJaHKa TOKyMEHTA.

7.1.4. PaboTta ¢ NMOKyMEHTaMH, COJEPXAIINMH CIYKEOHYI0 HH(POPMAIIHIO
OTPaHUYEHHOI'0 PACTIPOCTPAHECHMSI, B TOM UYHCIE UX MPUEM, YUeT (perucrparus),
OCYILECTBIISIETCS B TOPSAJKE, YCTAHOBJIEHHOM JJii HECEKPETHBIX JOKYMEHTOB,
C yyeToM OCOOEHHOCTEH, W3J0KE€HHbIX B HacrosuleM paszaene. [lpu 3tom
K PErHCTpallMOHHOMY HOMEpPY JOKyMeHTa o0aBisieTcs: momeTka «JJCII».

7.1.5. lokymentsl ¢ nometkor «JICIl» peructpupyrorcst (YUUTHIBAIOTCA)
BMECTE C JPYTMMH HECEKPETHBIMH JIOKYMEHTaMH. B perucrpanmoHHO-y4YE€THOU
dbopme nipousBoauTes 3anmuch «JJCIDy».

7.1.6. CkanupoBaHue, KONMUPOBAHHWE (THPAXUPOBAHHWE) JTOKYMEHTOB
c nometkoi «J[CII», a Takke pa3MmerieHre Ux Mpu ocymiecTBieHnn padboTsl B 11]]
MPOU3BOAMTCS TpenacenaresaeM (CeKperapeM) TEppUTOPUATIEHONM KOMHUCCHH JIHOO
pabOTHUKOM  amnmapara, OTBETCTBEHHBIM 3a BEIEHUE JIEJONPOU3BOJICTBA
C HUX MHUCbBMEHHOIO PAa3pEelICHHs, MPU STOM OCYIIECTBISIETCS Y4YET KaxIoro
HK3EMILISIPA YKa3aHHBIX JOKYMEHTOB.

7.1.7. lokymenTsl ¢ moMeTkoi «/[CII» Ha OyMa)kHOM HOCHUTEIIE TIePEar0TCs
non noanuck. [Ipu HanpaBieHnn 1okyMeHTOB ¢ nomeTkoi «JCID» cpencrBamu 111
B PYK MPOCTABIIACTCSA COOTBETCTBYIOLIUAMN YPOBEHb IOCTyIIa
K JIOKYMEHTY.

7.1.8. Hokymentsl ¢ nometkon «JICII» HampaBisitoTcs B Apyrue Oprasbl
W OpraHu3aiuu opraHamu QeaepanbHON (eTbIberepcKkol CBsI3U, CIyX00i
CHEIUATBHON CBSI3H JIMOO HApOouHBIM. [Ipn HampaBiIeHUN JOKYMEHTOB C TTIOMETKOMN
«ICII» cpenctBamu 111 B LUK Poccuu, @M npu MUK Poccumn, PLHOUT
npu [[UK Poccun, Cankr-lIletepOyprckyto u30upaTesibHy0  KOMHCCHIO,
u30upartenbHble KoMuccuu cyobekToB Poccuiickoil denepaiiu, TeppUTOpUAIbHBIE

komuccun B PYK mpocraBisercss COOTBETCTBYIOIIMI YpOBEHb JOCTyIa K
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JOKYMEHTY. 3ampeniaercs ImnepeaaBaTh JOKyMEHTbl ¢ nomeTkol «JICII»

M0 HE3aIUIIEHHBIM KaHallaM KOMITbIOTEPHO-MOJAEMHOM U (PAKCUMUIILHOM CBSI3H.

Hoxymentsl ¢ nometrkoil «JICID» paccbutaroTCsi HECKOJIBKHM ajpecaram
COTJIACHO CIIUCKYy pAacChUIKM, B KOTOPOM HANpOTHUB KaXJIOTO ajpecara
MIPOCTABIIAETCS. HOMEP AK3EMIUIsIpa OTIPaBIsieMoro qokymeHTa. ClUCOK pacChUIKU
MOANUCHIBAETCS MPE/ICeIaTeNIEM TePPUTOPHUATBLHON KOMUCCHH.

7.1.9. Ucnionnennble nokyMeHTbl ¢ mnoMmetkon «JICID» dopmupyrorcs
B JieJa, B TOM YHCJE€ SJEKTPOHHbIC, B COOTBETCTBHMM C HOMEHKJIATypOH Jell.
JIOKyMEHTBI TPYNNHPYIOTCS B JeJJa BMECT€ C JAPYTUMH HECEKPETHBIMU
JOKyMEHTaMU MO OJHOMYy M ToMy ke Bompocy. [lpu dopmupoBanuu pena
Ha OyMa)XHOM HOCHUTEJE€ B MpPaBOM BEPXHEM YTy OOJOXKKH Jeja, B KOTOPOe
MOMEIIEHBI TAKUE TOKYMEHTHI, TpocTaBisieTcst mometka «ICID».

7.1.10. Hoxymentsl ¢ momeTkoit «J[CIT» Ha Oyma)kHOM HOCHTENE XpaHSITCS
B 3aKPBIBAIOIIMXCS IKA(ax.

7.1.11. YauuroxxeHue nei, JOKyMEHTOB W u3gaHuil ¢ mometkoit «JICIDy,
YTPaTUBIIKUX CBOE MPAKTUYECKOE 3HAYEHHWE W HE HUMEIIINX HCTOPUYECKON
M HAy4YHOW I[EHHOCTHU, WPOU3BOJUTCA TIO AaKTy YCTAHOBJICHHON (QOpMbl
C YKa3aHHEM HOMEPOB IK3eMILISPOB (mpuiioxenue Ne 16).

7.1.12. Pemenne o cHatuu moMeTku «JCII» ¢ mokymeHTa mpuHUMAET
JOJDKHOCTHOE JIMIIO, TTOAMKCABIIEE WM YTBEPIUBIIEE TOKYMEHT.

Custue nometrku «JICII» ¢ mpuciaHHOrO B TEPPUTOPUAIBHYIO KOMHUCCHIO
JIOKYMEHTa MOET ObITh TPOU3BEICHO TOJILKO IO COTJIaCOBAHUIO C OpTraHU3aIlUeH,
HalpaBUBLIEH JOKYMEHT.

Cusatue nometrku «/ICID» ¢ OoOKymMeHTa TPOU3BOAUTCS NPEACEIATEIIEM
(cexpeTapeM) TEPPUTOPUATBHOW KOMHCCHMH JHOO pabOTHUKOM ammapara,
OTBETCTBEHHBIM 3a BEJICHHE JCIIONPOU3BOJCTBA HAa OCHOBAHUU IMMHCHMEHHOTO
yKa3aHUsl JJOJDKHOCTHOTO JIMIA, TPUHSBIIErO Takoe peeHue. [Ipu CHITHU MOMETKH
«J1CII» Ha JIOKYMEHTAaXx, Jeax 150305 U30AHUAX, a TaKXe

B PETUCTPALMOHHO-YUETHOU (hOpME IeNIal0TCSl COOTBETCTBYIOLIUE OTMETKHU.
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O cuatun nometku «JICII» yBegomisitoTcsi Bce aapecarbl, KOTOPBIM

JIOKYMEHT HampaBJIsjICs, TMO00 OpraHu3allys, €ro HalpaBUBIIas.

7.1.13. B cimyuae yTpaTsl 1€, JOKYMEHTOB WK u3gaHuil ¢ mometkoit «ICII»
an00 pasTiamieHus coiepiKamieiics B HUX WH(pOpMaIid HazHAYaeTCs CIy>keOHas
MpOBEpKa, O  pe3ysibTaTax  KOTOPOM  JOKJIAJBIBACTCA  IPEICENaTeNto
TEPPUTOPUAITBHON KOMUCCHH.

OG0 yTpare nen, JOKyMeHTOB M u3faHuii ¢ momeTkon «JICII» cocraBnseTcs
aKT, HA OCHOBAHWUU KOTOPOTO AEIAIOTCA COOTBETCTBYIOIIME OTMETKH B YUYETHBIX

dbopmax.

8. IloaroroBka, opopmiieHHE, BBIMYCK, YYeT JOKYMEHTOB,
paccMaTpUBaeMbIX HA 3aCeIaHUAAX TEPPUTOPHUATBHON KOMUCCUH

8.1. ®opmupoBaHue MPOEKTa MOBECTKU JIHA 3aCElaHUs TEPPUTOPUATLHON
KOMUCCHHU.

8.1.1. [IpoekT mMOBECTKM JHS 3acelaHusl TEPPUTOPHAIBHOW KOMHUCCUU
dbopmupyeTcsi 3a0JaroBpeMEHHO Ha OCHOBAaHWU ILJIAHOB PabOThl U PEIICHUI
TEPPUTOPUAIBHOM KOMHUCCUHU (J1ajiee — pelieHuid), MOpy4YeHUN mpeacenaress
TEPPUTOPHATBHON KOMUCCHUH, TTOCTYIIUBIIUX JOKYMEHTOB M, MOCJIE€ COTJIACOBAHUS
C TpeacenaTeseM TEePPUTOPUATBLHOM KOMMCCHUU TMOJIMCHIBACTCS CEKpeTapeM
TEPPUTOPUAIIBHON KOMUCCHH.

Takxe MPOEKT MOBECTKH JHS 3aCeIaHUs TEPPUTOPUATBHON KOMUCCHUU MOXKET
dbopMUpOBaTbCS M COIJIACOBBIBaThCA cpeactBamu [IJ[ m mocie corjiacoBaHus
npeaceaTe’IeM TEePPUTOPUATIBHOW KOMHUCCHUU  COTJIACOBBIBAETCS CEKpETapeM
TEPPUTOPUATHBHOM KOMUCCHUM JIJIsI BRIHECCHUS Ha 3acejaHue.

8.1.2. UneHbl TEeppUTOPHAIBHON KOMHCCHHU BIpPaBE MPEIIOKHUTH BHECTH
B TOBECTKY JHS 3acCeJaHusi BOMPOCHI, HE MPEAYCMOTPEHHBIC IJIaHAMU PaOOTHI
U pEHICHUSMH  TEPPUTOPUATBHOM  KOMHUCCHHM, TIPU  YCJIOBUU  HaJUYUS
MOATOTOBJIEHHBIX IO 3TOMY BOIIPOCY JIOKYMEHTOB.

JlaHHble BOMPOCHI BKIJIIOYAIOTCS B TMPOEKT TMOBECTKH JHS 3acelaHus

TEPPUTOPUAIBHOM  KOMHUCCHMM  TPM  NUCBMEHHOM  OOpalleHuu  4JieHa
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TeppHTOpI/IaJIBHOI;'I KOMHUCCHUM, 110 HHHUOHUATHBEC KOTOPOIO BOIIPOC BBIHOCHUTCA

Ha 3acelaHue, Ha UMS IpeAceaaTesss TEPPUTOPUATBHON KOMHUCCHH, B KOTOPOM
YKa3bIBaIOTCS HAWMMEHOBAaHHWE BOIPOCA, AOKIAAYMK M Jara IEepeladd IMpPOEeKTa
pELICHUSI B COOTBETCTBUM C IIYHKTOM 8.2 M MaTE€pUAIOB K HEMY CEKPETApIO
TEPPUTOPUAITBHON KOMUCCHH.

8.1.3. CornacoBaHHBIl ¢ TpeaceAaTreseM TEePPUTOPHATBLHONM KOMUCCUHU
Y TIOJIITMCAaHHBIN (cortacoBaHHbIN cpeacTBamu I1/]) cekperapem TeppuToprUanibHON
KOMUCCHM TPOEKT IOBECTKM JHS 3acCElaHus TEPPUTOPUAIBHON KOMHCCHUU
TAPAXKUAPYETCS JUIsl PACCBUIKH WICHAM TEPPUTOPUATIBHON KOMUCCHUMU.

IIpoeKT MOBECTKY JTHA 3aCElaHNs TEPPUTOPUATIBHON KOMUCCUH Pa3MELIAECTCS
Ha opuIaIbLHOM caure TEPPUTOPHUATBHOU KOMUCCHUU
B UMHpopManmoHHO-TEIEKOMMYHHUKAIIMOHHON cetu VHTEpHET B  CpPOKH,
YCTaHOBJICHHbIE PeriiaMeHToM TeppUTOpUaIbHOW KOMUCCUH, @ TAKKE MOXKET OBbITh
pa30CiiaH 4jeHaM TEPPUTOPUATIBHON KOMHMCCUU HA YKa3aHHBIE UMH DJIEKTPOHHBIC
IIOYTOBBIE aJIpeca.

8.2. [logrotoBka MOKYMEHTOB IO BONpPOCaM, BKIIOYEHHBIM B TPOEKT
ITOBECTKH JHS 3aCeaHusl TEPPUTOPUATBHON KOMHUCCHUH.

8.2.1. JlokyMeHTBhl MO BOMPOCaM, BKJIIOYEHHBIM B TMPOEKT MOBECTKU JHS
3acellaHds TEPPUTOPUAIBHOM KOMHUCCHUHU, TOTOBSATCA pabOYMMH  TpyIIaMu
TEPPUTOPHATIBHON KOMUCCHH, npeacenaTenemM (cexperapem),
aMb0 MO WX TNOPYYEHUI0 HWHBIMU YI€HaMU TEPPUTOPHAIBHOM KOMHCCHH,
3a KOTOPBIMH 3aKPEIUIEHBl COOTBETCTBYIOLIME HAIIPABIICHUS JEATEIIBHOCTH,
C TMpHUBJIEYEHHEM, B cllyyae HEOOXOAMMOCTH, pPaOOTHMKOB  ammapara
TEPPUTOPUATBHON KOMUCCUU U JIPYTUX CHEIUAIUCTOB (JOKYMEHTBI IO BOIIPOCAM,
BKJIFOYEHHBIM B ITPOEKT MOBECTKH JHS 3aCElaHus TEPPUTOPUATIBHON KOMHUCCHH,
MOTYT TOTOBUTBCS U COTJIACOBBIBAThHCS cpencrBamu 11/1).

8.2.2. [IpeacraBisieMble K PacCMOTPEHHUIO JOKYMEHTHI JOJKHBI BKIIIOUATh
O3arjaBJCHHbII MPOEKT pELIEHUS C MNPUOOIIEHHBIMA K HEMY IOJJIMHHUKAMH
JOKyMEHTOB (B TOM 4YHCJ€ pacleyaTaHHbIMU  KOMUSIMU  JOKYMEHTOB,

HOCTYHI/IBIHI/IX/ IHOATOTOBJICHHBIX B OJICKTPOHHOM BI/I,Z[C) , MOCIYKUBIIUX
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OCHOBAaHHUCM JJIA PaCCMOTPCHUA BOIIPOCAa HA 3aCCAAHUU TeppHTOpHaHBHOﬁ

KOMHUCCHUH, JTMOO MPOEKT MHChbMa, MOJJIEXKAIIETr0 COTJacOBaHUIO Ha 3acelaHuu
TEPPUTOPUANBHON KOMHCCHUU, NPU HEOOXOAMMOCTH — MOSICHUTEIBHYIO 3aITUCKY
M0 pacCMaTpUBaEMOMY BOTIPOCY.

8.2.3. IIpoekThl JOKYMEHTOB (BKJIIOYas MPHUIOKEHUS), MPEACTaBIsIeMbIC
JUIS PAcCMOTPEHHUs Ha 3aceJaHUuM TEePPUTOPUATBHON KOMHCCHUU, BU3UPYIOTCA
UCIIOJIHUTENIEM M WICHOM TEPPUTOPUAIBHOM KOMHUCCUH, OTBETCTBEHHBIM
3a MOATOTOBKY IOKYMEHTa, Kak Ha OyMa>kHOM HOCHUTEJIE, TaK U B JJIEKTPOHHOM BH/JIE
cpenctBamu [1/1.

[IpoekTbl JTOKyMEHTOB (BKJIOYas MPHIOKEHUS), COJAEprKaIlhe BOMPOCHI
(uHaHCcHpoBaHUs BEIOOPOB (pedepeHnyMoB), (prHAHCOBOTO 0OecIeueHUs TEKy e
JEeSTEIIbHOCTH TEPPUTOPUATIEHON KOMUCCHH, B 00s13aTEIbHOM MOPSIKE BU3UPYIOTCS
IJIaBHBIM OyXTraJITepOM TEPPUTOPHUAIBHON KOMHCCHHU.

Buszel mpocTaBisSIOTCS B KOHIIE TEKCTa TMPOEKTa pemieHus Ju0o
Ha OOOpPOTHOM CTOpPOHE MOCHEAHEro JUCTa MPOEKTa JOKyMEeHTa (BKJIIOYas
NPUJIOKEHUSI) TIO ycTaHOBIEHHON ¢opme (mpunoxenne Ne 9). Kaxmprit muct
PUIIOKEHUST BU3UPYETCS UCTIONHUTENEeM. Bu3a mpocTaBisieTcss B IpaBOM HIDKHEM
YTy Ha CBOOOJHOM TI0JI€ CTPAHUIIBI ITOCIIE TEKCTa JIMOO Ha 0OOPOTHON CTOPOHE.

IIpr MOATOTOBKE M COTIAaCOBAaHHUM IMPOEKTOB TOKYMEHTOB cpencrBamMu I1/]
JIMCT COTJIACOBAHUS pacrevyaThIiBAaeTCs U MpUOOLIaeTcs K MOJUIMHHUKY TOKyMEHTA.
[Ipy HEOOXOAMMOCTH TIOMYYEHHUS BH3Bl JIOJDKHOCTHOTO JIMIIA HA JIUCTE
corjacoBaHUs JIOKYMEHTA, MOATOTOBJICHHOI'O cpeacTBamu I,
OH pacreyaThIBaeTcs, epe1aeTCcsi BMECTE C MPOEKTOM JIOKyMEHTa Ha BUSUPOBAaHHE
COOTBETCTBYIOIIEMY TOJDKHOCTHOMY JIHILY.

8.2.4. UctionauTens 0OeCreunBaeT KOMIUIEKTHOCTh BCEX JOKYMEHTOB,
0003HAUYEHHBIX KaK B IPOEKTE PEIICHUS, TaK U B MPUIIOKEHUSIX K HEMY.

8.2.5. [locne mpocMoTpa, a B HEOOXOUMBIX Clly4asiXx — BHECEHHUs MOMPaBOK,
CeKpeTaph TEPPUTOPUATILHOM KOMUCCUU Ha MOATOTOBIECHHBIX U 0()OPMIICHHBIX IS
paccCMOTpEeHMsI Ha 3acellaHMM TMPOEKTaX JIOKYMEHTOB JIeJlaeéT  OTMETKY

«Ha 3aCCAaHUC», CTAaBUT IIOAIMNCH U JaTy (HpOCTaBJI}ICT OTMCTKY «Ha 3aCCIaHHuC)
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cpeactBamu IIJ]) m mepenaer (Hampasisier cpeactBamu I[1/]) Bech KOMILIEKT

JOKYMEHTOB JUIsl THUPAXUPOBaHMsS pPaOOTHUKY ammapara, OTBETCTBEHHOMY
3a BEJICHUE JICTOMPOU3BOICTRA.

8.2.6. JlokyMeHTHI K 3aceJaHHI0 MOTYT HAINpaBJATHCS MO MPOChOe UICHOB
TEPPUTOPUATIBHON KOMHCCHM HAa YKa3aHHbIE UMU AJIEKTPOHHBIE TIOYTOBBIE ajipeca
W/WIA TIepeaBaThCs UM TEpe]l HayaloM 3acelaHusi, a JUIaM, MPUTIalleHHBIM
Ha 3acelaHne, MaTepHralibl 10 BOIPOCY, HAa KOTOPBIN OHU MPUTJIAILIEHBI, TEPEIAI0TCS
nepes HauajaoM 3aceaHusl.

[lanku ¢ AOKyMEHTaMmH, TOJUICKAINIMMH PACCMOTPEHHUIO B COOTBETCTBUU
C MIPOEKTOM MOBECTKU JHSI 3aCE€aHUsl TEPPUTOPUATIBHON KOMUCCUH, KOMIUIEKTYET
U pa3laeT WieHaM TEePPUTOPHAIBLHOM KOMHCCHU TEepell HavajloM 3acelaHus
pabOTHUK anmnapaTta, OTBETCTBEHHBIN 3a BEJCHHUE JEIONPOU3BOICTBA.

8.2.7. Ilepen Havasiom 3acemaHusi pabOOTHUK amnmapara, OTBETCTBEHHBIM
3a BEJEHHE JEIONMPOU3BOJACTBA, JMOO CEKpeTaph TEPPUTOPHAIBLHOM KOMHCCHUH,
PETUCTPUPYIOT WIEHOB TEPPUTOPHAIBHON KOMUCCHH C IPABOM PEIAOIIET0 roJioca,
NPUCYTCTBYIOIIMX HA 3aCeaHWW W TPUIJIANICHHBIX Ha 3aceaHHe JIUII, CIHUCOK
KOTOPBIX MPECTABISAETCS MPEICEAATENI0 TEPPUTOPHUATBHON KOMUCCHUH.

8.2.8. Ha 3acemanuu TeppuUTOpPHAIIBHOW KOMHCCHUU BEIETCS IPOTOKOI
U MOKET MPOM3BOAUTHCA ayauO3amuch (BUAECO3alKCh). B cilydae mpou3BojCTBa
ayJMo- WU BUJEO3AMCH YJIEHbl TEPPUTOPUATHLHON KOMHUCCHUU U TPUTJIAIICHHbIE
YBEJIOMJISIFOTCSI 00 3TOM JI0 OOBSBIICHUS TOBECTKHU JTHS 3aCeaHus.

8.3. BrIlmyck JOKYMEHTOB, pACCMOTPEHHBIX Ha 3aCelaHuU TePPUTOPHATBEHOM
KOMUCCHH.

8.3.1. JlokyMeHTbl, pacCMOTpPEHHbIE Ha 3aceaHUM TEePPUTOPHUAIBHON
KOMUCCHH, B CIy4ae €Clid B XOJI€ 3ace/laHusl BHOCHJIUCh U3MEHEHUSI, TOJKHBI OBITh
nopaboTaHbl, a 3aTeM MOANKMCAHBI, 3apPETUCTPUPOBAHBI U Pa30CIIaHbI.

8.3.2. Cpok 10pabOTKH TOKYMEHTOB HE JOJIKEH MPEBBIIIATH TPEeX padodmx
JTHEH 1mociie AHs 3aceJaHusl, €CJIM UHOM CPOK He onpezelieH (eepantbHbIM 3aKOHOM
u/umu 3akoHoM CankTt-IleTepOypra, periiaMeHTOM TEPPUTOPUATILHON KOMHUCCUU

HJIM HC OIrOBOPCH Ha 3aCCAaHNU.
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8.3.3.Ilpu nmopaboTke JOKyMEHTa WCIOJHUTENh BHOCHT B  TEKCT

COTJIACOBAHHBIE B XOJE€ 3acelaHus U3MEHeHHs. B cioydae npuHATHS
TEPPUTOPUAIIBHOM  KOMHUCCHUEH  pemieHuss O  HEOOXOAUMOCTH  KOHTPOJIA
3a BBINIOJHEHUEM PEIIEHUS €ro TEKCT JOMOJHSAETCS IIYHKTOM, B KOTOPOM
HAa3HAYaroTCs JINIA, OTBETCTBEHHBIE 3a UCIIOJTHEHUE.

8.3.4. JlokyMeHT, TOMJeKAIUA TOANMUCAHUIO (BKJIIOYAs TPUIIOKCHUS ),
MOJATOTOBJICHHBIH Ha OyMaXHOM HOCHUTEJNE, BU3BHMPYETCS  HCIOIHUTEIIEM,
OTBETCTBEHHBIM 3a €r0 NOJATOTOBKY.

JIOKyMEHTBI (BKIIFOUAst MIPUIIOKEHHUS), coaepKaIlne BOIIPOCHI
(dbuHaHCHpOBaHUSI BHIOOPOB, (DMHAHCOBOTO OOECHEUECHUS TEKYIIECH NeATeTbHOCTH
TEPPUTOPUATHLHOM KOMHCCHHU, B 00SI3aTEIIbHOM MOPSAKE BU3UPYIOTCS TJIABHBIM
OyXrajnTepoM TepPUTOPUATHHOM KOMHUCCHH.

JIOKyMEeHT,  ToaJeXalui  MOAMHCAHWIO  (BKJIIOYas  MPUIIOKEHHUS),
corjacoBaHHbli cpenctBamu [1J] w mpuHATBHIA 0e3 M3MEHEHUN Ha 3aceaHuU
KOMHUCCHH, PacrieyaThIBaCTCsl HA COOTBETCTBYIOIIEM OJIaHKE, K HEMY MTPHUOOIIAETCs
JIMCT COTJIACOBAHMS, 3aTEM JOKYMEHT MPEJACTABISACTCA Ha MOIINUCH CEKPETaApIO
Y MIPEICEAATEN0 TEPPUTOPUATEHON KOMUCCHUMU.

JlopaboTka M cOrJIacOBaHHUE JOKYMEHTOB, PACCMOTPEHHBIX Ha 3ace/laHuu
KOMUCCHH, MOXET OCYILIECTBIATHCS cpencTBamu [1/].

Busbl mpocTaBisrOTCS aHATOTUYHO TIOPAJIKY, YKa3aHHOMY B a03alle TPEeThbeM
nyHkra 8.2.3.

IIpn moaAroTroBke M COIIACOBAHUMU IIPOEKTOB NOKYMEHTOB cpencrBamu 11/]
JIUCT COTJIACOBAHMS MPUOOIIACTCS K OAJTMHHUKY JOKYMEHTA.

8.3.5. PabGoTHuK ammapara, OTBETCTBEHHBIH 3a BeJCHHUE ACJIONPOU3BOJICTBA
CIEOUT 32 KOMIUIEKTHOCTBKO NPUJIAraéMbIX K  PEIICHUI) JOKYMEHTOB
M PacrojiaraeT ux B TOW MOCJIEAOBATEIIBHOCTH, B KOTOPOM OHM YIIOMHUHAKOTCS
B TEKCTE.

8.3.6. Ecim  Bompochl, copiepkamuecs B pENICHUH TEPPUTOPUATHLHOM
KOMHCCUH, KacCarTCs [EATENbHOCTH OJHOM WM HECKOJIBKMX CTOPOHHHX

OpFaHHSaHI/Iﬁ, K AOOKYMCHTY Mpujiaractcda JUCT COrjiiaCoBaHusi, B KOTOPOM
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YKa3bIBAKOTCA HAMMCHOBAHHUC OPraHu3aliviv, AOJLKHOCTb, MHUIHAJIbI U (baMI/IJ'H/Iﬂ

JOJDKHOCTHOTO JIMIA, C KOTOPBIM JTOT JIOKYMEHT COIJIACOBaH, M CTaBUTCS
€ro coOOCTBEHHOpYYHas MOAMKCH.

CornacoBanne MOXeT OGOPMISTECS Ha TIOCIHEAHEM JIUCTE PEIICHUS
TEPPUTOPUAIIBHON KOMUCCHH.

8.3.7. K odopMieHHOMY pPELICHUIO TEPPUTOPUATHHON KOMUCCHUU PAOOTHHUK
amnrapara, OTBETCTBEHHBIM 3a BEJICHHUE JEJIONPOU3BOJICTBA, TOTOBUT OTYET
O pacchUIKE IO COOTBETCTBYIOUIMM ajJpecaraM M pa3MEIIEHUHd pEelIeHUN
TEPPUTOPHUATBHON KOMHCCHUU Ha oduIimaibHoM caite (mpmiokenue Ne 10).
CHucok JOJKHOCTHBIX JIMI (OpraHu3aluii), KOTOPbIM HAaIpaBJISIETCS pPELIECHUE
TEPPUTOPUATIBHON KOMHUCCHH, MOXKET ObITh OJATOTOBIEH cpenctBamu T1/1.

B cnucok BkitouaroTes auia, KOTopble OyayT 3a7€iCTBOBAaHbI B peaanu3aluu
OPUHATOTO  JOKYMEHTAa  WIH  JIOJDKHBI OBIThH pOUH()OPMUPOBAHBI
0 €ro COAEpPKaHUU U KOTOPBIM 3TOT JOKYMEHT JIOJKEH OBITh pa30CiaH.

CHucok pacchbUIKM JTOKYMEHTOB IMOJANUCHIBACTCS paOOTHUKOM ammnapara,
OTBETCTBEHHBIM 3a BEJICHHE AEIONMPOU3BOACTBA M YTBEPKIAETCA MpeacenaTeaemM
TEPPUTOPUATIBHON KOMUCCHH.

8.3.8. OpopmieHHBIN KOMIUIEKT JOKYMEHTOB (pelieHue, 00O3HAYCHHbBIC
B €0 TEKCTE MPUJIOKEHHUSI, CIUCOK PACCHUIKM ) paOOTHHK anmnapara, OTBETCTBEHHBIN
32 BEJICHHE JIEJONPOU3BO/ICTBA, IEPEAAET HA IMOAIUCH IPEICEIATENIO U CEKPETAPIO
TEPPUTOPUATIBHON KOMUCCHH.

8.3.9. Pemienne = moamuchIBaeTCA — MpeacenareieM = U CeKpeTapeM
TEPPUTOPUAIIBHON KOMHUCCHH.

Ecnn na 3acemaHuu TeppUTOPUANIBHOW KOMHMCCHHM TpEICENaTebCTBOBA
3aMECTUTENIb  MpEeACeNaresis  TEPPUTOPUAIBHOW  KOMHMCCHM,  CEKpETapb
TEPPUTOPUAIIBHOM KOMHUCCHH WM OJUH U3 WICHOB TEPPUTOPHUAIBHON KOMHUCCHU
C TMpaBOM PEIIAIIIET0 To0JIoCa, a TakKKe €eClId IOJHOMOYHUSL CeKpeTaps
TEPPUTOPUAIIBHOM KOMHMCCHHM OCYIIECTBIII OJMH W3 YICHOB TEPPUTOPHAIBHON
KOMMCCHUH C TIPAaBOM PEMIAIOIIEr0 rojioca, TO NOAMNKUCH B IPOTOKOJIE, HA PEIICHUN

0(OPMIISIFOTCSI CJIETYIOIIMM 00pa3oMm:
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«3aMecTUTENh Npeacenarenas TEPPUTOPHAIIBHOM KOMHUCCHM» — B  Cllydae

BPEMEHHOT'O OTCYTCTBHSI NPEACEAATENS TEPPUTOPHATBHON KOMHUCCHY;

«Hcnonssrommii 003aHHOCTH TIPEACEaTeNs TEPPUTOPHATIBHON KOMUCCUN —
npu Hanmnuuu pemeHusa Cankr-IlerepOyprckoil  M30MpaTenbHON  KOMHUCCUU
O BO3JIO)KCHHH Ha OJHOIO W3 WICHOB TEPPUTOPHAIBHON KOMMCCHM C IIPaBOM
pELIAIONIEro To10ca MOJIHOMOYHM MpeAceaaTelis TEPPUTOPHUATBHON KOMUCCHH;

«IIpencenaTenbCTBYIOMMI HA 3ace€JaHUU TEPPUTOPHAIBHONM KOMUCCHN» —
B CJydyae BpPEMEHHOI'O OTCYTCTBHUSl NpEACENaTess, 3aMECTHUTENs MpeAceaaresis
TEPPUTOPUAIBHOM KOMHCCUHM, OTCyTcTBUS pemeHus Cankr-lletepOyprekoit
n30UpaTeIbHOM  KOMHMCCHHM O  BO3JIOKEHHMM  IOJIHOMOYHMI  mpelceaaress
TEPPUTOPUATBHON KOMHUCCUU HA OJHOTO M3 WIEHOB TEPPUTOPUATBHOW KOMHUCCUU
C IPaBOM pEIIAOLIEr0 TOJ0Ca W INPU HAIWYUU PELIECHUS TEPPUTOPUATIBLHOU
n30upaTeabHON KOMUCCHH;

«Mcnonusommii 0043aHHOCTH CEKpeTapsi TePPUTOPUATIBHOM KOMUCCHM —
B Clly4ae HaJIW4Yus peuieHus TeppUTOpUAIbHOM KOMHMCCHUM O BO3JIOKEHUU
MOJIHOMOYMI CeKpeTapsi TeppUTOPUATIBHONM KOMHCCHMM Ha OJHOTO M3 YJIEHOB
TEPPUTOPUATIBHOM KOMHUCCHH C ITPAaBOM PEILIAIOIIEr0 roJioca.

«Cekperapp  3acefjaHusi  TEPPUTOPUAIBHOM  KOMHCCHUM» —B  Cllydae
BPEMEHHOT'O OTCYTCTBHUSI CEKpeTapsi M30MpaTeIbHON KOMHCCHUM U TPU HATUYUU
pELICHNS TEPPUTOPUATBHON KOMUCCHUHU.

8.3.10. [Tocme moamucaHusi PpEIICHHWS PETUCTPUPYIOTCS B KypHaJe
pErucTpaliy peleHni, B KOTOPOM MPEyCMaTPUBAIOTCS: MOPSAIKOBBINA HOMED, AaTa
NPUHATUS ~ pEUIEHUs, PETHCTPAlMOHHBIA  HOMEp, COAEpPKAHUE  PELICHUS
Y HOMEp JIeN1a XpaHEHMUS.

8.3.11. Pemiennst HyMepyroTcs B XPOHOJOTHYECKOW MOCIEIOBATEILHOCTH
B npeaenax CpOKa MOJIHOMOYUH TEPPUTOPUAIIBHON KOMUCCHH.
Homep pemeHuss TeppUTOpHANIBbHOW KOMHCCHMM COCTOMT W3 HOMEpa IMPOTOKOJa
3ace/IaHus ¥ MOPSIKOBOrO HOMEpa Borpoca, (Hanpumep: 1-5).

8.3.12. Yka3zaHHbIE BbIIIE PEKBU3UTHI BHOCSTCS B PETUCTPALIMOHHO-YYETHYIO

dopmy. B ciyuae ucnonszoBanms I1J] k PYK mpukpemnsercs Tekct qoKkymeHTa
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B opmate docx (must Tabnmir qomyckarotes (aiinbl popmara XISX) v 31eKTpOHHBIH

obpa3 gokymeHnTa B (hopmare pdf (mpu HE0OXOIUMOCTH), a TaKXKe JIeJIaeTCs CBI3Ka
C JIOKYMEHTaMH, NOCIY>XKHUBUIMMH OCHOBAaHHEM JUIsl PACCMOTPEHHs BOIpoOca
Ha 3aCeJJaHuU TEPPUTOPHAIBHON KOMHUCCHUHU.

8.3.13. Pazpemienue Ha TUpaKUPOBaHHWE JOKYMEHTOB B HEOOXOJIMMOM
KOJIMYECTBE JAET MPEACENaTeslb TEPPUTOPUAIBHOW KOMHMCCUH. JOKyMEHTBI
TUPOXHUPYIOTCS ~ paOOTHUKOM  ammapaTa, OTBETCTBEHHBIM  3a  BeJICHHUE
JIEJONPOU3BOACTBA, HA KaXJIOM KONMH JOKyMEHTa MpPOCTAaBISETCS I€4YaTh,
YAOCTOBEpSIOIIAs  MOANUCH  TpeacenaTenss  TEePPUTOPUAIBHOW  KOMHUCCUU
U CEKpeTapsi TEPPUTOPUATILHON KOMUCCUH (0€3 BOCTIPOU3BEACHHUSI TTOAMCEN).

8.3.14. Komusi pemieHusi TEppUTOPUATBHON KOMHUCCHH  HAmpaBIseTCs
3aBUTENI0 B Cllydyae, €CJIM €ro OOpalleHHEe B TEPPUTOPHAIBHYI0 KOMHUCCHIO
IOCIIY)KWJIO  OCHOBAaHMEM JUII pPacCMOTPEHHMS  BOIpoca Ha  3acelaHuH
TEPPUTOPUAITBHON KOMUCCHH.

8.4. OdopmiieHre MPOTOKOJIA 3aCeJaHUsI TEPPUTOPHATBHON KOMUCCHH.

8.4.1. IlpoTokon 3acemaHusl TEPPUTOPUAIBHON KOMHUCCHUU OQGOPMIISETCS
Ha OJlaHKe yCTaHOBJICHHOU (GopMbl (TipritoskeHre Ne 4) B CpoK, HE TPEBBIIIAOIIHIA
Tpex pabouux qHeH nocie aHs 3aceaanus. [IpoTokon 3acenanusi TeppUTOpUATHLHON
KOMMCCHUU MOXKET OBITh opopmieH CpeACTBaMH I
C MCTIOJIb30BaHMEM COOTBETCTBYIOIIETO Ma0I0HA OJIaHKa TOKYMEHTA.

8.4.2. IlpoTokon 3acegaHust MOXET O(QOPMIIATHCA B TIOTHOW MU KPATKOM
dbopwme.

8.4.3. TekcT mpoTokoyia 3acefaHusi TEPPUTOPUATBHOW KOMHCCHH COCTOUT
M3 JIBYX 4aCTE€W — BBOJHOW U OCHOBHOM.

8.4.4. B BBOIHOI 4acTH MPOTOKOJA YKa3bIBAIOTCA WHUITHAIBI U (aMUTUS
npeacenarenas — TEPPUTOPUATIBHOM  KOMHCCHMM  (IIPEACENaTeIbCTBYIOLIETO),
a TakKe NPUCYTCTBYIOIIMUX: 3aMECTUTENsl MpeAceaaresiss TeppUTOpUaTIbLHOM
KOMHUCCHH, CEKpeTaps TEpPUTOPHAIbHON KOMHUCCHUU M UYJIEHOB TEPPUTOPHAIIBHOM

KOMHUCCHUM, JIUL, IPUTTIAIICHHBIX HA 3aCCAaHUC, B aJI(baBI/ITHOM MopsAaKe.
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Homyckaercss odopmiieHHe MPUCYTCTBYIOIIUX  OTAEIBHBIM  CIIUCKOM

C yKa3aHWeM WHUIMAJIOB, ¢GaMuiauii u goipkHocTedl. CHUCOK mpuiaraercs
K IIPOTOKOJY 3aCEIaHUs.

8.4.5. [loBecTka mHA BKJIIOYAETCSs B BBOJHYIO YacTh IIPOTOKOJIA.
OHa COCTOUT U3 MEPEUUCIICHUs] BOIIPOCOB, KOTOPhIE 00CYXKIal0TCsl Ha 3acedaHuH,
U 3aKpeIunsieT MOCIEA0BATeIbHOCTh UX OOCYXACHHS U (DaMUIUHM JTOKIATYUKOB
(BBICTYMAIOIINX ).

Kaxx1ip1i1 Bompoc MOBECTKU JHS 3acelaHus HymepyeTcs: apadbckoil nudpoid,
ero HauMeHoBaHue GopmynupyroT ¢ npeasiora «O» uiau «O6». [1o kaxg0My TYHKTY
YKa3bIBa€TCs JOKJIATUHK.

8.4.6. OcHOBHAs YacTh MPOTOKOJA COJEPIKUT CTOJIBKO Pa3feiioB, CKOJIBKO
IIYHKTOB BKJIFOYEHO B ITIOBECTKY JHS. B COOTBETCTBUM C HEW pa3liebl HyMEPYHOTCS.

Kaxnprit pazaen cocrout u3 tpex yacret: «CJIVITAJIN, « BBICTYITIIN»,
«PELINJINA», KOTOpBIE MEYaTArOTCA OT TPAHULBI JIEBOTO IMOJSA MPONHCHBIMHU
OyKBaMHU.

B yactu « CJIYIIAJIM» kpaTKO U31aracTcsi TEKCT BBICTYTUIEHUS JOKJIaIUUKA.
Nuanmmanst u daMmwinsg  JOKJIagYMKa TMe4aTaloTcsl € KpacHOM  CTPOKH
B HMMEHUTEIBHOM TMaJeXe. 3aluch JOKIaJa H3JIaraercs OT TPEThEero Juua
€MHCTBEHHOT'O YHCJIa U OTIEISAETCS OT (PaMUIIMK THUPE.

Ecnau TekcT noknama mpwiaraercs K IPOTOKOJY, TO MCHOJIB3YETCS CChLIKA
«Teker noknana mpuiaraeTcs.

B wactn «BBICTVYIIMJIM» nepeyucnstorcss BBICTYNAIOIIAE W aBTOPbI
BOMNPOCOB. MHMIMAaNbl ¥ (haMuiIKsi BBICTYNAIOLIETO MeYaTaloTCsl C KPACHOM CTPOKHU
B UMEHUTENbHOM majexe. KpaTkas 3amuch BBICTYIUIGHHMS 10 CYILIECTBY
paccMaTpUBaEMOro BONpoca (MO0 PEIICHUIO MPEICENATENbCTBYIOIIET0) U3IaraeTcs
OT TPETHETO JIMLA €IUHCTBEHHOI'O YUCIIA.

Ecnu TekcT BBICTYIUIEHHS] NPUIIAraeTcs K IMPOTOKOIY, TO HMCHOJIb3YETCS
cchlika «TekCT BBICTYIUICHHS IPUIIAraeTCs.

B uactu «PEIINJIN» oTpaxkaeTcs MPUHATOE PEIICHHE MO 00CYKIaeMOMY

BOIIPOCY M PE3YyJIbTAThl I'OJJOCOBAHHUA.
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B nporokone 3acemaHus oTpaxkaeTcss HalW4yMe 0COOOr0 MHEHMs Yy 4JIeHa

TEPPUTOPHATBHON KOMUCCUU, O(POPMIICHHOE B TUCbMEHHOM (hopMe 0c000€ MHEHHUE
MOMEIIAETCS MOCIIe PEUICHUS, B CBA3U C KOTOPBIM 3TO MHEHHUE U3JI0KEHO.

8.4.7. IlpoTokon 3acenaHus ITOJIIMCBIBAETCS npeacenaTenemM
WU TPEACEAaTENbCTBOBABIIMM HA 3aCE€JaHUU U CEKpPETapeM TEPPUTOPUAITIBHON
KOMHCCHUU (WJIH YIECHOM TEPPUTOPUATHLHON KOMUCCHH, UCTIOTHSBIINM O0S3aHHOCTH
CeKpeTapsi TepPUTOPUATHLHON KOMUCCHHM).

8.4.8. [locne moanucanust MPOTOKOJIBI PETUCTPUPYIOTCS C UCIIOIH30BAHUEM
peructpanmoHHo-yuetHod  gopmbl.  [IpoTokonsl  3acenaHuii  HyMepyroTCs
B XPOHOJIOTUYECKOW TMOCHEAOBATEIBHOCTH B IMIpeleiaax CpoKa MOJHOMOYUN
TEPPUTOPUAITBHON KOMUCCHH.

8.4.9. [IpoTokobl 3aceiaHuii TEPPUTOPUATIELHON KOMUCCHH, TPUOOIIICHHBIE K
HAM pElIEHHUs BMECT€ C MaTepuallaMH, T[OCIYXUBIIUMH OCHOBaHUEM
JUIS. UX TPUHSATUSA, OCOOBIMA MHEHHUSIMU YJICHOB TEPPUTOPUATIBLHONW KOMHCCUU
XpaHsTCs y npejacenarens (cekperaps wid pabOTHHKA amrmapara, OTBETCTBEHHOTO
3a BEJCHHE JICNONPOM3BOJICTBA) TEPPUTOPUAIBHOM KOMHCCHHM, a 3aTeM,
o(OpMIJICHHBIE B COOTBETCTBUU C TpeOoBaHUsIMU WMHCTpyKuMM, mepenaroTcs
B ApXUB.

9. OdopmiieHHe MPUKA30B NpejaceaaTe s
TEPPUTOPHAIBHON KOMUCCUU

9.1. Tllpuka3 mpexacemaTenass TEPPUTOPUATHHONM KOMHCCHH II0 OCHOBHOM
JeATENIbHOCTH (fajee — mpukas) opopmiisieTcsi Ha OJJaHKe YCTaHOBJICHHON (POpMBI
(mpunoxerue Ne 4).

9.1.1 TlpoexTsl TPUKA30B TOTOBITCS IO TOPYYEHHUIO TIpejceaaTess
TEPPUTOPUAIIBHON KOMUCCHH.

[Iprka3bl MOTYT FTOTOBUTHCS U COTJIACOBBIBATHCS Takxke cpencramu [1J1. [1pu
MOATOTOBKE MpPHKa30B cpeacTBaMu [1/] ucmonb3yercs COOTBETCTBYIONIUN 1a0JI0H
OJlaHKa JOKYMEHTA.

90.1.2. TekcT mpHKaza COCTOMT, KaK MPaBUIIO, U3 KOHCTATUPYIOIIEH

)41 paCHOpH,HHTCHLHOfI JacTeu u JOJIKEH UMCTD 3aroJIOBOK.
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9.1.3.B koHcTaTHpylOLlell dYacTu WU3JaralTcia LeId ©  33Jadd

MPEANUCHIBAEMBIX ACHCTBUI. ECIM OCHOBaHMEM K HM3JAHUIO IpUKa3a SABISETCA
HOPMATUBHBIM  NPAaBOBOM  aKT  WJIH  PACHOPANWUTENBHBIA  JOKYMEHT,
TO B KOHCTATUPYIOIIEH YaCTH YKa3bIBAIOTCA €r0 Ha3BaHUE, AaTa, HOMED, 3ar0JIOBOK.

9.14.B  pacnopsaMTeNbHOM  YacTH  COJEepKaTcsl  TEepeurcieHue
MPEINKUCHIBAEMBbIX  JCUCTBUM, CpPOKM W ucnoiaHuTenn. [lyHKTBI Tmpukasa
HYMEPYIOTCS apaOCKUMU LIUPPAMH C TOYKON 1 HE UMEIOT 3ar0JIOBKOB.

9.1.5. Ecnu mpuka3 U3MEHsET, OTMEHSET WIH JOMOJHAET paHee W3JaHHBIHI
MPUKa3 WK €ro OTAEIbHBIE ITYHKThI, TO 3TO OTOBAapHBAETCS B TEKCTE NMPUKA3a.

9.16.B MOCJIETHEM MIyHKTE pacrnopsauTEIbHON 4acTHu,
Ipy HEOOXOIUMOCTH, YKa3bIBaeTCs JOJKHOCTHOE JIMIO, HA KOTOPOE BO3JIAraeTcs
KOHTPOJIb 32 UCIIOJIHEHHEM ITPUKA3a.

9.1.7. Ilpu HaJIM4uu MIPUIIOKEHUIN K MpUKa3y B TEKCTE
Ha HUX 00513aTEJIbHO JIeJIaeTCs CChUIKA.

9.1.8. IIpoekT mpuWKaza W TOPWIOKEHUS K HEMY  BHU3UPYIOTCS
HEIMOCPEICTBEHHBIM UCIIOJIHUTETIEM.

Ecim B mnpukaze coaepkarcss BOOpOChl (MHAHCHPOBAaHHS BBIOOPOB,
oOecrieueHus: NEITeIbHOCTH TEPPUTOPUATHHOM KOMHUCCHUU, TO OH BHU3HPYETCS
y TJIaBHOTO OyXraiTepa.

IIpuka3spl, moarorosneHHble cpeactBamu I1J[, BU3MPYIOTCS aHAIOTMYHO
IpUKa3am, MOAroTOBICHHBIM Ha OyMa>KHOM HOCHUTEJIE.

Busbl npocTaBistorcs Ha 000POTHON CTOPOHE MOCIEAHETO JIMCTA JOKYMEHTA
(mpukasa, MIPUIIOKEHUS K HEMY) o YCTaHOBJIEHHOM dbopme
(mpumosxkerue Ne 9).

[Ipr moATOTOBKE U COTIACOBAHUU MPOEKTOB NPUKa30B cpeacrBamu 111 muct
COTJIACOBAaHUSl pacleydarblBacTcsi Ha OOOPOTHOM CTOPOHE TOCIEAHEro JIHCTa
JOKyMeHTa (TIpuKa3a, MpuiiokeHus kK Hemy). [Ipu HeoOX0AMMOCTH MOTyYeHUS BU3BI
JOJDKHOCTHOTO JIMIIA Ha JIMCTE COTrJIacOBaHMsI MPUKa3a, MOATOTOBIECHHOIO
cpenctBamu 1/, nokyMeHT nepenaercs Ha OyMa)KHOM HOCUTEJIE Ha BU3UPOBAHUE

COOTBCTCTBYIOIIEMY JOJKHOCTHOMY JIMITY.
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9.1.9. Ilocne moanmucaHusi MPHUKa3bl PETUCTPUPYIOTCS C HCMHOIb30BAaHUEM

pPEruCTpalluOHHO-YYeTHOU (QopMbI U (QOPMUPYIOTCS B Jejla B COOTBETCTBUU
C HOMEHKJATypoW el TepPUTOPHAILHOM KOMHCCHU BMECTE C JOKYMEHTaMH,
MOCITY>KUBIIUMHU OCHOBAaHUEM JIJIsl M3/1aHUA MTPUKa3a.

B ciyuae ucnonszoBanust qis peructpaunu 111 k. PYK npucoegunstorcs
TeKCT mpukaza B (opmare docx wmu xlsx (st Ta®mui AomyckaroTcs (aitis
dopmara  XISX),  oJekTpoHHBI  00pa3 mpukaza B ¢opmare  pdf
(mpu HEOOXOJUMOCTH) U JENAIOTCA CCHUIKM Ha JOKYMEHTBI, MOCITY>KHBIIHE
OCHOBAHUEM JIJIsl M3JaHUI IPUKa3a.

9.1.10. Ilpukazam TpHCBAaUBAIOTCS PErHCTPALIMOHHBIE HOMEpPA B Mpejenax
KaJICHIapHOTO T'0/1a, IPH ATOM K MOPSAIKOBOMY HOMEPY depes Aeduc mpocTaBisercs
OYKBEHHBIN HHIIEKC «O.

9.2. OdopmiieHne TmpuKa3zo0B MpeacenaTesis U30UpaTebHOW KOMUCCUU
10 KaJIPOBBIM BOIIPOCAM.

9.2.1. [lpukassl npejacenarens TEPPUTOPUATHHON KOMHUCCUU TIO KaJIpOBBIM
BOTIpOCaM U3JIAI0TCS o KOHKPETHBIM BOTIpOCaM, CBSI3aHHBIM
C  JEATETBHOCTHIO  YJICHOB  TEPPUTOPUAIBHOM  KOMHCCHH,  MPHEMOM
Ha TOCYJIapCTBEHHYIO TpaxaaHcKyto ciyx0y Cankr-lIletepOypra B ammapar
TEPPUTOPUANBHON  KOMHCCHHM,  TMPOXOXKIECHHEM  TPAXKITAHCKOW  CIY>KOBI
U YBOJIbHEHHUEM C TPAKJIAHCKOW CITY>KOBI B anmapare TeppUTOPUATBHON KOMHUCCHH.

9.2.2. Tlpukassl mpencenarenss TEPPUTOPHAIBHON KOMHUCCHH IO KaIpOBBIM
BOTIpocaM O(OPMIISIOTCS aHAIOTUYHO TIPHKa3aM TpeceaaTeNsl TePPUTOPUATHEHON
KOMUCCHM  1I0  OCHOBHOW  JIeITENbHOCTH.  lIpukasam  mpucBanBaroTCA
pEeTUCTpallMOHHBIE HOMEpa B TMpeleiax KaJeHAapHOTO ToAa, MpH ITOM
K MOPAIKOBOMY HOMEpY uepe3 ehrc IpocTaBisieTcs OYKBEHHBIA HHACKC «K».

9.3. Konuu nprka3oB 3aBepsItOTCS MEYaThIO0 TEPPUTOPHATBHON KOMHCCHHU.

9.4. Tlpuka3zpl BMecT€ C MNPUOOIIEHHBIMU K HHUM JIOKYMEHTaMH,
MOCITYKUBITUMU OCHOBAaHWEM I UX W3MaHus (B TOM YHCIIE pacreyaTaHHBIMU
KOIMUSAMH JOKYMEHTOB, MOCTYIHMBILIUX/TIOATOTOBICEHHBIX B 3JIEGKTPOHHOM BHJIE),

bopmupyIOTCS B Jiefia COTJIACHO HOMEHKJIATYpe JeNl TEPPUTOPHAIBHON KOMHUCCHUH,
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XpaHATCA y Mpenceaarens wid padOTHHUKA ammapaTa, OTBETCTBEHHOTO 3a BEACHUE

ACIIOIIPON3BOACTBA B TGppHTOpHaHLHOﬁ KOMHUCCHUH, a 3aTCM, O(i)OpMJ'IGHHI:IG

B COOTBETCTBUU C TpeOOBaHUAMH MHCTpYKIMHU, IEPENAIOTCS B APXUB.

10. KoHTpoJIb MCIIOJTHEHHSI JOKYMEHTOB M NOPY4eHHUI

10.1. KoHTpOJII0 UCTIOTHEHUS TTOJIeXKAT:

NOPYYEHHUSI, COJEpKAIIUEeCs B IOCTAHOBJICHUSAX M JAPYTMX JIOKYMEHTax
MUK Poccumn, Canxt-IlerepOyprckoii m3bupareabHOW KOMHCCHU, B PELICHHIX
TEPPUTOPUATIBHON KOMUCCHH;

NOPYYEHMs], COAEp)KAIMecs B IPUKa3ax MpeIcenaTessi TepPUTOPUATIbHOM
KOMUCCHUU;

NUCBMEHHBIE IIOpPYYEHUs Mpeacenaresss (3aMecTUTens Ipefceaarens,
CEKpeTapsi) TEPPUTOPUATBHON KOMUCCHH;

BXOJSIINAE JOKYMEHTBI, B TOM YHUCJE€ MUCbMEHHbIE OOpalIeHUs] Tpa)aaH,
yKka3aHHble B llepeune nojmexamnux KOHTPOJIIO TOKYMEHTOB C YKa3aHUEM CPOKOB
ucnojaHeHus (mpuioxenrue Ne 11), B COOTBETCTBUU ¢ YKa3aHUSIMU 10 UCTIOJIHEHUIO
JIOKyMEHTA MpeceaTeliss TepPUTOPUATbHON KOMHUCCHH;

UCXOSIINE JOKYMEHTBI, TpeOYIOIINe OTBETA;

MOpYYEHUs], COAEpKalMecs B MPOTOKOJIAX 3acedaHuil TeppUTOPUATIBLHOM
KOMUCCHUU;

IIJIAHBI MEPOTIPUATHUH.

10.2. KoHTpoJib MCHOJIHEHUSI TOKYMEHTOB, yKa3aHHBIX B mojpaszaene 10.1
NHcTpyKmu (32 MCKIIFOUEHHEM HMCXOMSAIIMX JOKYMEHTOB), IO CYIIECTBY
3aTPOHYTBIX B HHUX BOINPOCOB OCYILIECTBIIET Tpejacenareiab (CeKpeTaphb)
TEPPUTOPUAIIBHON KOMHUCCHH.

10.3. KoHTpOosb HWCIOJNHEHUS HCXOIAUIMX JOKYMEHTOB, B TOM YHCIE
32 CBOEBPEMEHHOCTBbIO TMOJYYEHHUS OTBETOB Ha 3alpoChl TEPPUTOPHATBHOU
KOMHUCCHH, OCYILIECTBIIIET pPaOOTHHUK ammapara, OTBETCTBEHHBIH 3a IMOATOTOBKY

JaHHBIX JOKYMCHTOB.
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10.4. Cpoku UCHOJTHEHHsS] MOPYUYECHUH, COACPKAIIMUXCSI B PELICHUSIX

TEPPUTOPUAIIBHONM  KOMHCCUHM, TIpHKa3ax MpelIcefarTessi TeppUTOPHAIBHON
KOMHCCHH, TUCBMEHHBIX MOPYYEHUN NpeacenaTess (3aMecTUTENs Mpeaceaaresis,
ceKpeTapsi) TEpPUTOPUATBHON KOMHCCHH ONPEAEIISIIOTCS ITUMU TOKYMEHTAMH.

10.5. JIokyMEHT MOAJICKUT HCIOJHEHHUIO HE IO3JHEE, YeM 4Yepes
30 xaJleHIapHBIX THEW CO JHA €ro IOCTYIUIEHUS, 32 UCKIIOYEHUEM CIy4dacs,
IIPENYCMOTPEHHBIX IMyHKTOM 10.6 HacTosmero pasaena.

Ecnu nmocnenHuii 1eHb UCTIOTHEHUS JOKYMEHTA MPUXOJUTCS HA HEpaOOUMii
JI€Hb, TO OH MOJJIEKUT UCIIOTHEHUIO B MPEAIIECTBYIOINNA eMy paOO4Hii 1€Hb.

JlokymeHTBl ¢ noMeTkamu «Becbma cpodHO», «CpOYHO» HCIOIHSAIOTCS
B TPEXJHEBHBIA CPOK, TOKYMEHTBI C IOMETKON «ONepaTUuBHO» — B IECSTUAHEBHBIN
CPOK.

CpoK HCIOJTHEHUS HUCUYUCIAETCS B KaJeHAAPHBIX AHAX. s mopyuyeHui —
OT JaThl TOJIHACAHUSA MOPYYEHUS, Uil BXOIAIINX JOKYMEHTOB, B TOM YHCIIE
oOpallleHul, — OT AaThl pEruCTPaIK TOKYMEHTA.

Ecnn mocnenHnii A€Hb UCHOJHEHUS JOKYMEHTA, COIEPKAIIETO MOMETKY
O CPOYHOCTH HCIIOJIHEHHS, MPUXOAUTCA HAa HEpaOOuMil J€Hb, TO OH MOMJIEKHUT
WCIIOJIHCHUIO B CJICIYIONTUHN 32 HUM pabO4uil I€Hb.

10.6. Cpoku  HCIIONHEHWS BXONAIIMX JOKYMEHTOB W  OOparieHui
YCTaHAaBJIMBAIOTCS UCXO U3 CPOKOB, MPEIaraéMbIX OPraHU3aluen, HalpaBUBILIEH
JIOKYMEHT, WJIM CPOKOB, YKa3aHHBIX B npuioxxenun Ne 11.

OOpaieHuss 0  HapylIeHMM  3aKOHA, TOCTYNUBIIME B  MEPUOJ
COOTBETCTBYIOIIEH  M30MpaTeNbHOM  KaMIaHWUM, KaMIaHUU pedepeHayma,
UCIIOJIHSIOTCS. B CPOKH, YCTAHOBJICHHBIE 3aKOHOAATEIbCTBOM O BBIOOpAX
u pedepeHayme.

10.7. OTBETCTBEHHOCTh 32 CBOECBPEMEHHOEC ¥  TIOJIHOE  BHECEHUE
B  PETUCTPALlMOHHO-YYETHYIO (OpMy CpPOKOB  HCIOJIHEHHUS  JTOKYMEHTOB
U HUHQOpPMAIMM O COCTOSHUU MCIOJHEHHUSI JOKYMEHTOB, KOHTPOJb CPOKOB
UCIIOJTHEHUS IOKYMEHTOB BO3J1araroTcs Ha CeKperaps uiu pabOTHMKa ammapara,

OTBCTCTBCHHOT'O 3a BCACHHUEC ACIOIIPONU3BOACTBA.
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10.8. B riaHax MEpOIPUATUH, YTBEP>KICHHBIX pELICHUSIMU

TEPPUTOPUAIIBHOM KOMHUCCHM, TpPHKa3aMU MPEICENaTeNisi TEepPUTOPHATBHOM
KOMMCCHUH, KOHTPOJIIO TTOJIEIKAT CPOKHU UCTIOJIHEHUSI OT/ICJIBbHBIX €r0 MYHKTOB.

10.9. TIpn HEOOXOAUMOCTH MPOIJICHUS CPOKa HCHOJHEHUS JOKyMEHTa
OTBETCTBEHHBIN 32 UCIOJHEHHUE HE MO3JHEE YEM 3a TPH JIHS 10 UCTEUCHHS CpOKa
WCIIOJTHEHHUS JTOKYMEHTa MPEJCTaBIISICT HAa UM IpeAceaaTesisi TEPPUTOpUAIbHON
KOMHUCCHUU CITY>KEOHYIO 3alMCKy ¢ MOTUBHPOBAHHOW MPOCHOOW O €ro MpoAJICHUH,
KOTOpasi MOXET ObITh MOATOTOBJIEHA U corjacoBaHa cpencteamu I1/1.

10.10. lokyMeHT cuuTaeTcs UCTIOTHEHHBIM U CHUMAETCS C KOHTPOJIS MOCIIe
pelieHus BCEX TOCTaBICHHBIX B HEM BOIPOCOB, COOOIIEHUS PE3yJIbTaTOB
PacCMOTPEHUS BCEM 3aMHTEPECOBAHHBIM JIUIIAM.

10.11. OcHoBaHUSIMU AJIS CHATHS IOKYMEHTA C KOHTPOJIS SIBIISIFOTCS:

CiIy>keOHasi 3alucKa O CHSATHHU JOKYMEHTa (UJIM OTAENbHBIX €ro IMYHKTOB)
C KOHTpOJs wWihn 00 WCHOJHEHUU [JIOKYMEHTa Ha UM [peaceaares
TEPPUTOPUAIIBHOM KOMHUCCHUH, TOATOTOBJIEHHASI OTBETCTBEHHBIM 32 UCIIOJHEHHE
c ormetrkoit («Cormacen», «Paccmotpen», «llpunaro») mpeacenarTens
TEPPUTOPUATIBHOM KOMHUCCHUU O TPHUHATHU HCIOJHEHUS, KOTOpask MOXKET ObITh
MOJITOTOBJIEHA U coryiacoBaHa cpeacrsamu [1/1;

pelieHue  TePPUTOPHATBHOM  KOMHUCCHM,  MpPHUKa3  MpeaceaaTesis
TEPPUTOPUAIBHON KOMUCCHUH MO PE3YJIbTaTaM UCIOIHEHUS JOKYMEHTA;

OTBET Ha BXOJSIUNA TOKYMEHT;

OTBETHl OT OpraHu3aluii, B KOTOpbIE JOKYMEHT ObUI HampaBicH
JUISL pacCMOTPEHHUSI O CYUIECTBY IOCTABJICHHBIX B HEM BOIPOCOB M OTBETA
3asIBUTEIIO;

HalpaBJeHUE OOpalieHusi B JPyTHE€ OpraHu3allui JJisi PacCMOTPEHUs
0 CYIIECTBY MOCTABJICHHBIX B HEM BOIPOCOB M TIOCIEAYIOIIETO HH()OPMUPOBAHHSI
aBTOpa O pe3yJibTaTax pacCMOTPEHUSI.

10.12. JIokyMeHT HE CUMTAETCSI HCTIOJTHEHHBIM M OCTAETCSl Ha KOHTPOJIE:

€CIM OH HalpaBisieTCs B JIPyrME OpraHbl WM  OpraHu3aluu

JUISL PAacCMOTPEHHUsI C 1EeJbI0 TMOJY4YEHUsI TEpPUTOPUAIBHOM KOMHUCCHUEH
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uHbOpMaIlK, HEOOXOAUMOMN [JIsi PACCMOTPEHHUS MO CYIIECTBY IMOCTABIEHHBIX

B JIOKyMEHTE BONPOCOB. B ciydyae HEOOXOIMMOCTH TeppUTOpHAIbHAsT KOMHUCCHS
uHbOpMHUpPYET 00 3TOM aBTOpa TOKyMEHTa;

€CIi OH HampapisieTcss B JpyrHe OpraHbl WIK  OpraHu3aluu
JUIE PacCMOTPEHMS IO CYIIECTBY IIOCTAaBJICHHBIX B HEM BOIPOCOB M OTBETa
3agBUTENIO0 C TMOCIEAYIOMMM HH(GOPMUPOBAHUEM TEPPUTOPUATBHON KOMHCCHU
0 pe3yJbTaTax UCTIOIHEHHUS.

11. i3roToBjieHHE M MCI0JIL30BaHUE NeYyaTed U ITaMIIOB

11.1. Ins yaocToBepeHUs: MOUIMHHOCTH JOKYMEHTOB HWJIM COOTBETCTBHUSA
KOIUWA JOKYMEHTOB IMOJUIMHHUKAM, MPOCTABJIECHUA OTMETOK O IMOJIYYEHUH,
pPEruCTpalvy JTOKYMEHTOB B TEPPUTOPHAIBHOW KOMHUCCUU HCIIOJIB3YIOTCS IE€YaTH
¢ u3zoOpaxenueMm [ocymapctBeHHoro rep6a Poccuiickoit ®epeparuu (naiee —
repOOBbIE MIEYATH) U APYTHE M€YaTH U IITAMIIBI.

11.2. Vi3roToBiieHue medaTredl M IITAaMIOB OCYILECTBISETCS MO yKa3aHUIO
npeacenarenas TEPPUTOPUATBHOM KOMHUCCHUU JIMOO B COOTBETCTBHM C PEUICHUEM
BBINIECTOAIIEH N30UPATEIbHON KOMUCCHH.

tamnel ¢ (akCUMUIBHBIM BOCHPOU3BEEHUEM MOMAINUCH MpeaceaaTes,
3aMECTUTeNId  MpeAcenarelis,  CeKperapss  TeppUTOPUATIBHON  KOMHUCCUU
U3TOTOBJISIIOTCS. 1O MX  TMOPYYEHHI0O U MOTYT OBbITh  HCIOJIb30BAaHbI
JUIsl TIPOCTAaBJIEHUSI Ha OyOJIMKaTaXx M KOMUSAX MOJNUCAHHBIX B YCTAaHOBJICHHOM
NOpsJIKE TOKYMEHTOB.

11.3. T'epboBasi meuaTh TEPPUTOPHUATHHOM KOMHUCCHUU TPOCTABISIETCS
Ha  (UHAHCOBBIX  JIOKYMEHTax, TapaHTUMWHBIX  MHCbMaX, JOTOBOPAX,
rOCyJapCTBEHHBIX KOHTPAKTaX JIOBEPEHHOCTSX, U B JAPYTMX MPETyCMOTPEHHBIX
3aKOHOJIATEIBCTBOM CIIyYasiX.

11.4. Ha pacchuiaeMbIX KOIMUAX PEUICHUH TEepPUTOPHATIBHOW KOMHUCCHUH,
IIPUKA30B MpeJceaaTeNss TEpPUTOPUATIbHON KOMUCCUH, HA NTAKETax IPH OTIIPaBKE
JIOKYMEHTOB, TIpY O(QOPMIIEHUH JOKYMEHTOB Ha MPUEM TOBAPHO-MAaTEPUATbHBIX
LEHHOCTE MpocTaBisieTcsl TepOoBas WM HMHAs I€4aTh TEPPUTOPHATBHOU

KOMUCCHH.
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11.5. Tleyaty ¥ mwITamMObl MOJAJIEKAT YYETYy B OTACIBHOM >KypHaje ydera

neyareu 17} LITAMIIOB paboOTHUKOM anmnapara, OTBETCTBEHHBIM
3a J1eI0onpou3BoACTBO. IleyaTw M mTaMiibl BBLAAKOTCS MOJ HOANKUCH B KypHaje
yuyera mneyated W mramnoB. Ha »xypHame mnpocraBisgercs otmerka «J[CII»,
€r0 JIMCTBl HyMEPYIOTCS, IPOLINBAKOTCS U OIEYATHIBAIOTCS.

11.6. Ileyatn W mTamMmbl JOJDKHBI XPAaHUTHCS B HAJEKHO 3aKPbIBAEMBIX
U Olle4yaThIBa€MbIX B Hepabouee BpeMsl celi(hax Wi METAUIMUECKUX IIKadax.

11.7. KoHTposb 3a NpaBUIBHOCTBEO XPAHEHUS M HCIOJIb30BAHMS Ie€4YaTeil
¥ IITaMIOB OCYIIECTBISET PAOOTHUK amnmapara TEppPUTOPUATIBHON KOMHCCHUH,
OTBETCTBEHHBIN 3a JEIONPOU3BOJICTBO.

CBepka HaJIM4YMS TE€YATEH W IITAMIIOB OCYIIECTBISIETCA MPEACEAATEIIEM
TEPPUTOPUAIIBHOM KOMHUCCHH OJMH pa3 B FOJ.

11.8. Ilpumene B HErOJHOCTh IM€YAaTH W INTAMIBl YHUYTOXKAKOTCS,
O 4YeM COCTaBIIIETCA aKT, & B JKypHaJe yyeTa IeyaTeil M IITaMIIOB CTaBHUTCS
COOTBETCTBYIOIAsI OTMETKA.

YHUYTOXXKEHHUE TNPOU3BOAUTCS IMOCJE YTBEPXKACHHUS aKTa MpeiceaaTesieM
TEPPUTOPUAIBHOM KOMHUCCHHU. MeTalsinyeckue MeyaTH YHUYTOXKAIOTCS IyTeM
IIOJIHOTO CIMJIMBAaHUS TEKCTA WM ONUJIMBAHUS IBYMsI IEPEKPECTHBIMU JIMHUSIMU,
KAay4YyKOBBI€ I1€YATH U IITAMIIBI Pa3pe3at0TCsl HA MEJIKME YaCTU UJIN COKUTAIOTCS.

11.9. 06 yrepe meyaTH WIM IITaMIa HE3aMEIIUTEIBLHO CTaBUTCS
B U3BECTHOCTb MPEACEIATENb TEPPUTOPUATBHON KOMUCCHUH.

12. ®opMupoBaHue e 1 nepeaaya ux B apxuB

12.1. CocTaBieHue U yTBEPKICHUE HOMEHKJIATYPhI JeJ1.

Homenknatrypa nen mnpenHasHadueHa st (OPMUPOBAHHS HMCIOJHEHHBIX
JOKYMEHTOB B Jiefla (PJIEKTPOHHBIE Jeja), CUCTEMaTh3alluk W ydera Jell,
OTIPEICJICHUS] CPOKOB UX XPAHEHUsSI U SIBJIAETCS OCHOBOM JJISI COCTABIICHUS ONUCEH
JieJl TOCTOSSHHOTO U JOJITOBpEMEHHbIX (cBhilie 10 JeT) CpoKOB XpaHEHHs,
B TOM 4YHUCJE [0 JIMYHOMY COCTaBy, aKTOB O BBIJEICHUM K YHUYTOKEHHUIO
JOKYMEHTOB C HCTEKIIMMU CpPOKaMH XpaHEHHUs, a Takxke s ydera Jell

B JACJIOIIPOU3BOACTBC.
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B HOMeHKnaTypy [en MOTyT BKJIIOYaTbCS 3arojIOBKH [€J1, OTPAKAIOLIME

NEATEIbHOCTh TEPPUTOPHUAIBHOM KOMHUCCHHM, B TOM YHCIE JIMYHBIE JEna,
CHPAaBOYHBIE M YUETHBIC KAPTOTEKH U JIPYTHE YUE€THBIE (POPMBI.

He Bxiroyarorcsi B HOMEHKJIATYpPy [J€7 NEPUOAUYECKHE W3IaHUS, KHUIH,
OpOIITIOPHI.

3aroJ0BOK JieJia TOJKEH YETKO U B 00001eHHOH (opMe OTpakaTh OCHOBHOE
Collep)KaHMEe M cocTaB JOKyMmMeHToB. He momyckaercs  ymnotpeOsieHue
HEKOPPEKTHBIX (DOPMYJIHPOBOK, BBOAHBIX CJIOB U CIOKHBIX O0OPOTOB.

IIpn cocraBieHMM HOMEHKIATYphl JAEN CIEAyeT pPYKOBOACTBOBATHCS
pEeraaMeHTOM TEPPUTOPUAIBHON KOMUCCHUH, [IepedHeM TUIIOBBIX YIIPaBIEHYECKUX
apXMWBHBIX  JIOKYMEHTOB, O0pa3yloIIUXcd B  NPOLECCE  JIESITEIbHOCTH
rOCYJapCTBEHHBIX OPraHOB, OPraHOB MECTHOI'O CAMOYIIPABJICHUS U OpraHU3alUi,
C YKa3aHMEM CPOKOB XpaHEHUs, YTBEPKICHHBIM IIpukazom DexnepanbHOro
apXUBHOTO arearctBa ot 20  gmekabps 2019  roma  Ne 236
(nanee — Ilepeuens), llpaBunamu opraHu3alMM XpaHEHHs, KOMILIEKTOBAaHMS,
ydeTa 1 UCI0JIb30BaHUsl TOKYyMeHTOB ApxuBHOTO (hoHaa Poccuiickoit denepannu
Y IPYTUX ApXUBHBIX JOKYMEHTOB B FOCYJAaPCTBEHHBIX OPraHax, OpraHax MECTHOTO
CaMOYIIpaBJICHUS M OPraHu3aluaX, YTBEPXKICHHBIX IpuKazoM PenepanbHOro
apxuBHOro areHrctsa oT 31 wmronmsa 2023 roma Ne 77, mopsakamy XpaHEHUs WU
nepefadyd B apXUBBl  JIOKYMEHTOB,  CBS3aHHBIX C  IIOATOTOBKOM
u IIPOBEACHUEM BBIOOPOB, YTBEPKIACHHBIMU UK Poccun
u Cankr-IlerepOyprckoil M30UpaTeNbHOM KOMUCCHHM, HOMEHKJIATypamu el
TEPPUTOPHUAIIBHON KOMHUCCHUH 32 ITPEAIIECTBYIOIINAE TOBI.

[Ipy moAroTOBKE HOMEHKJIATYPHI JIe HEOOXOAMMO YUYHUTHIBaTh XapakTep
BbIOOPOB, IPOBOIUMBIX B MIPEJCTOSILIEM TOY.

Homenknarypa pen TeppUTOPHAIBHOM KOMHUCCHUM Ha IPEACTOSIIUN
KaJICHOApHBIA TOJl  COCTaBIsieTCs pa0OTHMKOM amnmapara, OTBETCTBEHHBIM
3a BEIECHME [JEJIONPOM3BOJACTBA, B IIOCIEAHEM KBapTajle TEKYIIEro Ioaa,
COIJIaCOBBIBAETCS C CEKPETAPEM TEPPUTOPHUAIBHON KOMUCCHH, PACCMATPUBAETCS HA

3aCcCaaHn 9KCHCpTHOﬁ KOMHCCHU TeppI/ITOPI/IaJII)HOI\/’I KOMHCCHH, COTJIACOBBIBACTCA
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c cekperapem Cankrt-IlerepOyprckoit n30mpaTeTbHONM KOMUCCHH, YTBEPXKIACTCS

npeAceaaTe’IeM TEPPUTOPUATIBHON KOMUCCUM M BBOJIUTCS B AEHCTBUE C 1 stHBaps
clieayrorero roja (mprioxkenue Ne 12).

Homenkmarypa nem He pexe OZHOrO pasa B MATh JET YTBEPKIAACTCS
AKCIIEPTHO-TIPOBEPOYHOU METOIUYECKOU KOMUCCUEN (nanee — DIIMK)
Cankrt-IlerepOyprckoro roCyJIapCTBEHHOTO Ka3eHHOTO YUPEKICHUS
«llentpanpubiii  rocynapctBeHHbii  apxuB  Caunkrt-lletepOypra»  (nmanee —
LI'A CII06).

B cimyyae BOZBHMKHOBEHMSI B TEUEHHME I'OJla HOBBIX A€ OHU JONOJIHUTEIBHO
BHOCSITCS B YTBEPKJICHHYIO HOMEHKIIATYpy 1€ B YCTAHOBJIEHHOM BBIIIIE MTOPSIJIKE.

[To okoHYaHWU KaJlEHIApPHOTO roja pabOTHUK ammapaTra, OTBETCTBEHHBIM
3a BEJCHHUE JICJIOIPOM3BOJCTBA, B KOHIIE HOMEHKJIATYpPBI JE€J COCTaBJISET
UTOTOBYIO 3allUCh O KOJMYECTBE 3aBEACHHBIX Jed (TOMOB, YacTeil), OTACIHHO
MOCTOSSHHOTO YW BPEMEHHBIX CPOKOB XpaHEHUsS Ha OyMakKHOM HOCHUTEJE
M O KOJIMYECTBE 3aBEJCHHBIX JJIEKTPOHHBIX J€JI MOCTOSSHHOTO U BPEMEHHBIX
CPOKOB XpaHEHHUs, a TAKXKE 3aMOJHSICT rpady 3 HOMEHKJIATYPHI.

Cpok xpaHeHMS IOKYMEHTOB YKa3bIBAETCA B HOMEHKJIATYPE AEH CO CCBHUIKOM
Ha cTarblo llepeuHst niM MHOM HOPMATHUBHBIM MPAaBOBOM aKT, YCTAHABIIMBAIOLIUN
CPOK XpaHeHUs IoKyMeHTa. CpOK XpaHEHHUs] JOKYMEHTOB, HE YKa3aHHBIX B IAHHOM
[lepeune, ycraHaBnuBaercss 10 coryacoBanuto ¢  Cankr-IleTepOyprcekoit
u3oupatenbHoi komuccueit u IIMK LIT'A CIIO.

Ucuncnenue CpPOKOB XpaHEeHUS JIOKYMEHTOB, 3aKOHYEHHBIX
JIEJIONPOU3BOJCTBOM B TEKYIIEM I'OJly, HAUMHAETCS ¢ | IHBaps CIEAYIOUIEro roja.

TepputopuanbHas KOMUCCHS TakKe BIpaBe pa3padaThiBaTh THUIIOBBIC
W/WTU IPUMEPHBIC HOMEHKJIATYPBI JIEJ JJI Y4aCTKOBBIX N30MPATEIbHBIX KOMUCCHUH.

12.2. OdbopmiieHre  TOKYMEHTOB, 3aKOHUEHHBIX JIEJIONPOU3BOJICTBOM,
dbopMUpOBaHUE U TEKYIIIEE XPAHEHHE JIe]T B TEPPUTOPUATHLHON KOMUCCHH.

3aKOHYEHHBIE JEJOITPOU3BOACTBOM JOKYMEHTHI oopMIISTIOTCS
B COOTBETCTBHHM C TpeOoBaHUSIMU WHCTpYKIIMHM, CIHCHIBAIOTCS MpeceaaresieM

TEPPUTOPUATBHON KOMUCCUU B Jiet10. [Ipu 3TOM B HM>KHEH YacTH JIMLIEBOW CTOPOHBI
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MEPBOro JruCTa JOKYMCHTA Ha CBO6OI[HOM OT TCKCTAa MECTC CTaBUTCA OTMCTKA O €I'0

UCIIOJIHEHUM, JeJlaeTcsl HaAnuch «B nemno», MoeT ykas3blBaTbCs HOMEp Jena 10
HOMEHKJIaType M  jgara coucanus. [lpy HEOOXOOUMOCTHM  OTMETKa
00 HCIOJIHEHUH MOXKET OBITh CllelaHa Ha OOOPOTHOM CTOPOHE MEPBOrO JUCTA
JNOKyMeHTa. B peructpanmonHyro ¢opMy BHOCUTCS OTMETKa O CIHMCAHUU
JIOKYMEHTA B JIEJIO C YKa3aHUEM HOMEpA JIea COTIaCHO HOMEHKJIIAType Jel.

HcnonHeHHble  AOKyMEHTHl  (OpMHUPYIOTCA  paOOTHUKOM  ammapata,
OTBETCTBEHHBIM 33 BEJCHHE JCJIONPOM3BOJCTBA, B J€la B COOTBETCTBUU
C YTBEPK/I€HHOM HOMEHKJIATypOU el

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

3aKOHYEHHBIE JIETONPOU3BOACTBOM 3JIEKTPOHHBIE JOKYMEHTBI (POPMUPYIOTCS
pabOTHUKOM  amnmapaTa, OTBETCTBEHHbIM 3a BEACHHE JIEJIONPOU3BOICTBA
B AJIEKTPOHHBIE Jiena (Manku, JUPEKTOPUH) B COOTBETCTBUM C HOMEHKJIATYPOM J1E.

IIpu ¢dopmupoBanuu gena MpoBepseTCs MNPABUIBHOCTh  OTHECEHUS
JIOKYMEHTOB B IAHHOE JIENI0, KaYECTBO 0(OPMIIEHUS U KOMILJIEKTHOCTh IOKYMEHTOB,
HaJIu4ue MOJINUCEH, BU3, PEruCTPaIMOHHBIX HOMEPOB, CIPABOK
WIA OTMETOK 00 HCHOJHEHWM, CHHCAHMW B Jel0o M Jpyrux. HenpaBuibHO
oopMIIEHHBIE JTOKYMEHTBI JOKHBI OBbITh JOO(OPMIIEHBI, a 3aT€M IOMEIIECHbI
B JIEJIO.

He nomyckaercs momeiieHue B JI€J0 AOKYMEHTOB, COJEp>KaHHE KOTOPBIX
HE COOTBETCTBYET 3aroJIOBKY JIena.

[Tpu popmMupoBaHUM J1€7 COOTIOAAIOTCS CICTYIOIINE TPEOOBAHMUS:

JOKYMEHTBI MOCTOSIHHOTO M BPEMEHHOT0 XpaHeHusi (opMHUpYIOTCS B Jela
pa3zienbHo;

B JIEJI0O BKJIIOYAIOTCS TOJBKO HCIOJHEHHbIE, MPaBWIBHO O(GOpPMIICHHbBIE
JIOKYMEHTBI B COOTBETCTBUU C 3aroJIOBKaMH JieJl B HOMEHKJIATYPE;

BCE JIOKYMEHTBI, OTHOCSIIHECS K PEIIEHUIO OJHOI0 BOIpoca, (GOpMHUPYIOTCS
B OJIHO JIEJIO;

AOKYMCHTEI, ITOAJIC)Kallle BO3BPATy, B ACJIO HC IOMCIIAIOTCA,
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B ACJIO TOMCEIIACTCA TOJBKO OAWH OJSK3CMIULIAP JOKYMCHTA, YCPHOBUKHU

Y BApUAHTHI IPOEKTOB IOKYMEHTOB B JIEJIO HE MOAIIMBAIOTCSA (32 UCKIIOYEHUEM TEX,
Ha KOTOPBIX MMEIOTCSl BH3bl, YKa3aHHUsS IO MCHOJHEHUIO JOKYMEHTOB U JpyrHe
OTMETKH, JIOMOJIHSIOIINE NEPBbINA IK3EMIUISP);

B JI€JIO BKJIKOYAIOTCA, KaK IIPABUJIO, JOKYMEHTBI OJJHOTO KaJIEHIapHOTO roja
(MCKJIIOYEHUE COCTABIIAIOT JINYHBIE U MEPEXOISALIUE JIEI1a);

00BbeM (popMHpYEMBIX €T IOCTOSHHOTO XPaHEHUS U 110 JINYHOMY COCTaBY HE
JOJKEH TipeBbIaTh 250 nmuctoB (3—4 cM TONIMIMHBI KOPENIKa Aea), TOJNIIUHA e
BPEMEHHBIX CPOKOB XpaHEHUs He A0bkHa peBbiath 10 cM. [Ipu Oonbiiem oobeme
JOKYMEHTOB B Jeie  (GOopMHUpPYETCS  HECKOJIBKO  TOMOB  (4acTei).
[Ipy Hanmuuuu B Jejie HECKOJBKUX TOMOB (4YacTeil) MHIEKC W 3arojioBOK Jiefa
IPOCTABJISIIOTCS Ha KaXJ10M TOME ¢ AoOaBieHueM ooo3HaueHuit «Tom 1», «Tom 2»
U T.JI.

DONeKTpOHHbIE JOKYMEHThI Ha TOMa M YacTU HE Pa3JelstoTcs.
Bce anekTpOHHBIE JTOKYMEHTBI, OTHOCAIIMECS K OJHOMY HOMEHKIATypHOMY
WHJIEKCY, HE3aBUCHUMO OT UX 00beMa, BKIIFOUAIOTCS B OJTHO AJIEKTPOHHOE JIETIO.

B cnydae HEOOXOIMMOCTH JOKYMEHTBHI MO OJHOMY M TOMY K€ BOIIPOCY,
HO C PAa3JIM4YHBIM CpPOKOM XpaHEHUS MOIYT HAaxOIWTbCI B OJHOM Jelie
JI0 KOHLIA TEKYILEro roja Wid A0 3aBEpUICHUs] MCIIOJIHEHHS TOKyMEHTa, a 3aTeM
nepeopMHUPOBBIBAIOTCS B Jie€jIa MOCTOSHHOTO U BPEMEHHBIX CPOKOB XPAHEHHUSI.

B neno BkiOYaroTCs BCE JOKYMEHTHI MO KOHKPETHOMY BOMPOCY BMECTE
C MIPUJIOKEHUSIMU, YKa3aHHBIMU B TEKCTE JOKYMEHTA, PU OTCYTCTBUM MPUIIOKEHUH,
yKa3aHHBIX B TEKCTE IOKYMEHTA, UCIIOJHUTEIb 00513aH OPraHu30BaTh UX PO3BICK U B
ciyyae ux oOHapy>KeHus chopMHUpPOBaTh B hi (0 (6} BMECTE
C JIOKYMEHTOM, K KOTOPOMY OHHM Ipuiararorcd. Eciu po3bICK JTOKYMEHTOB €
MOCTOSIHHOTO WJIM JIOJTOBPEMEHHBIX CPOKOB XPAHEHMs, B TOM YHCJIE MO JIMYHOMY
COCTaBy, HE€ Jlajl  TMOJIOKUTENIbHBIX  pe3yJbTaTOB,  COCTaBJIACTCA  aKT
0 HEOOHAPY>KEHUHU JTOKYMEHTOB, IIyTH PO3bICKa KOTOPBIX UCUEPIIAHBI.

JIOKyMEHTBl ~ BHYTpPH  [Ji€la  pacloyiaralorcs B XPOHOJOTMYECKOU

NN BOHpOCHO-HOFI’I‘ICCKOﬁ MIOCJICOOBATCIbHOCTHU NI UX COUCTAaHHH.
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HOpMaTI/IBHBIe u OpTraHn3allMOHHO-PACIIOPAINTCIIbHBIC JAOKYMCHTBI

C OTHOCSAIIMMHUCS K HHUM MPWIOKECHUSIMHU TPYNIUPYIOTCS B Jejla IO BHUAAM
JIOKYMEHTOB M IO XPOHOJIOTUHU.

[IpoToKkOIBI 3acelaHnil TEPPUTOPUATIBHON KOMHUCCUU PACIIOJIATAKOTCS B JIEIIE
[0 XPOHOJIOTMU B MOPSIAKE BO3pacTaHus HOMEPOB. JJOKYMEHTHI K 3acCelaHHIO
TEPPUTOPUATIEHOM KOMUCCHH OMEIIAIOTCA MOCIIE COOTBETCTBYIOIIErO MPOTOKOJIA B
MOPSIJIKE PACCMOTPEHUS BOIIPOCOB Ha 3aCE/IaHUU.

[Tonoxenus, WHCTPYKIIUH, YTBEPKJICHHbIC pacropsiAuTeIbHBIMU
JOKYMEHTaMH, SIBIISIOTCA TPUIIOKEHUSAMH K HUM M TPYNIUPYIOTCI BMECTE
C YKa3aHHBIMHU JIOKYMEHTAMHU.

[lmanoBast © OTYETHAS TOKYMEHTAIM HE3aBUCUMO OT JAThl €€ COCTABIICHUS
BKJIFOUAETCA B JIEJIO TOTO roJida, K KOTOPOMY OHA OTHOCHTCH.

IIpu nHeoOxomumoctu B gene «llepernmcka» uCXonsmuii (OTBETHBIN)
JOKYMEHT TIOMelaeTcs Tmnocie Bxozsiiero. IIlpu BO30OHOBICHUHM MEPENUCKU
110 BOITPOCY, HAYABIIEHUCS B MPEABIAYIIEM IOy, JOKYMEHTBI BKIIFOYAKOTCS B JEJIO
TEKYyLIEr0o roja W YKa3bIBACTCS MHIEKC TOTO Jeja IO HOMEHKJIAType el
MPEABIAYIIEr0 TojAa, B KOTOPOM HAaXOIATCA NPEAIIECCTBYIOMINE JTOKYMEHTBI
10 3TOMY BOIPOCY.

OOpamieHust rpaxaad U JOKYMEHTHI MO UX PACCMOTPEHUI0 (POPMHUPYIOTCS
B OTACHbHBIC nena. OOpalieHus, JOKyMEHTHI M0 WX PACCMOTPEHHIO COCTaBIISIIOT
B JIeJIE CaMOCTOATENIbHBIE TPYNIbl M TOMEIIAIOTCS B JIeJla B COOTBETCTBUHU
C HOMEHKJIaTYpOW €] TEPPUTOPHUATIBHON KOMUCCHUH.

[Ipu popmupoBanum aena U3 HECKOJIBLKUX TOMOB (4acTeit), KpoMe OOIIero
3aroJioBKa nena npu HEOOXOUMOCTH COCTaBIISIFOTCS 3aroJ0BKHU
KaXXJ1I0ro ToMa (4acTu), yTOUHSIOIIME COAEpKaHNE TOMOB (YacTeil) nena.

B nenax, Haxoasmuxca B JIEIONPOU3BOACTBE, TOKYMEHTBI TEKYLIErO Toja
pacmnojiaraloTcs MO  XPOHOJIOTMM CHHU3Y BBEPX IO MEpE IMOCTYIUICHUSI.
[Ipy nDoOArOTOBKE K cCIadye B apXUB Jejla C JOKYMEHTAMH HOCTOSTHHOTO
U JI0JITOBpeMeHHBIX (CBhIMIe 10 JIeT) CpOKOB XpaHEHUs mnepedhOpMHUPOBHIBAIOTCS

B O6paTHOM MNopsAAKE: TOKYMCHT, HOCTYHI/IBHII/Iﬁ B KaJICHAAPHOM Ioay MnocCJICIHHM,
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JOJDKeH OBbITh BHU3Y J€Nla, a MEPBBI JOKYMEHT KaJeHJAapHOTO roja — BBEPXY,

MIEPBBIM.

Jlena ¢ MOMEHTa UX 3aBEICHUSA U JO0 NEPEJadd B apXUB WIM YHUUYTOXKCHUS
B CBS3U C MCTEUCHHEM CPOKOB XpAaHEHUsS HAXOJATCS y Mpejacenarens (cexperaps
Wi pabOTHHUKA amnmapara, OTBETCTBEHHOTO 3a BEICHHUE JIEJIONMPOU3BOJICTBA)
TEPPUTOPUATIBHON KOMHUCCHMU.

DONEeKTpOHHBIE  JIOKYMEHThI  (OPMHPYIOTCS B JJIGKTPOHHBIE  Jela
B COOTBETCTBMHA C HOMEHKJIATypou Jeia. B HOMEHKnaTtype Aen yKas3bIBaerTcs,
YTO JeJ0 BEIETCS B DJIEKTPOHHOU (opme. DNEKTPOHHBIE JOKYMEHTHI MOCIE
UX HCMOJHEHHS WM OTIPABKU MOAJIEKAT XpaHeHuto B II/] B TeueHHe CpOKOB,
MPEAYCMOTPEHHBIX JUIS AHAJOTMYHBIX JOKYMEHTOB Ha OyMa)XHOM HOCHUTEIIE.
B cnywae eciu Jnena mpencraBieHbl Ha OyMakKHOM HocuTesne W B (dopme
AJIEKTPOHHBIX JOKYMEHTOB («THOPUIHOE JEJI0») U HE UMEIOT DJIEKTPOHHOTO 00pa3a
B COOTBETCTBYIOIIEH PVK, TO OHH noaJIeKaT CKaHUPOBAHUIO
C TOCJIEIYIONUM TMPUCOSANHEHUEM 3JIEKTPOHHOTO 00pa3a B COOTBETCTBYIOIIYIO
PVK.

B HOMeHKIaType Aen 3JEKTPOHHOE JAENO W Jej0 Ha OyMa)KHOM HOCHUTENe
OTPAXAKOTCA KakK JBa TOMa, UMEKOLIME OJHWH 3arojOBOK M CPOK XPaHCHMUS.
K uHAeKCy 31eKTpOHHOTO Jiea MpuoaBiseTcs Jutepa «Iy.

[Iporokoiibl 3acenaHvii, PEUICHHUS TEPPUTOPUAIBHOM KOMHUCCHUM, CIUCKHU
MPUTJIAMICHHBIX, NPWIaraéMble K MPOTOKOIY MOJJIMHHBIC 3K3EMIUISIPbI PEIICHUN
C COOTBETCTBYIOIIUMH MPUJIOKECHUSMH, TPOTOKOJIbHBIE MOPYUYCHUS, TOKYMEHTHI,
MOCITYKUBIIIME OCHOBAaHMEM JUIsi PACCMOTPEHHUS BOIIPOCA HA 3acelaHuu
TEPPUTOPUATLHON  KOMHUCCHUM, paciiMppoBaHHAs  ayAUO3allUCh 3aceldaHus
(mpu ee HAIMYUK), A0 TIEPEIAUn B apXHUB HAXOJATCS y mpeaceaarens (paboTHHUKA
amnrapara, OTBETCTBEHHOTO 3a BEACHHUE JEJIONPOM3BOJICTBA) TEPPUTOPHAIBHON
KOMUCCHH.

3a COXpaHHOCTh JJOKYMEHTOB U JIeJl OTBETCTBEHHOCTh HECET MpeAceaaTeb
TEPPUTOPUATIEHON KOMHUCCHUU.

I[CJ'Ia JOJDKHBI HaXOIHUTLCA B pa6oqeﬁ KOMHAT€¢ HWJIX B CICHHAJIBHO
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OTBCACHHOM AJIsA 9TOM OCJIU MOMCIICHUN U XPAHUTHCA B 3alIMPAOIINXCS IHKa(l)aX,

MPEAOXPAHAOIIUX TOKYMEHTHI OT MBUIM U BO3JICUCTBUS COJTHEYHOTO CBETA.

B wmemsx oOecnedeHWs ONEpPAaTUBHOIO TIOMCKAa JIOKYMEHTOB Jella
pacronararorcs B COOTBETCTBUM C HOMEHKJIATYpOM €], KONUS KOTOPOU
Py HEOOXOIMMOCTH, TTOMEIIIAETCSl HAa BHYTPEHHEHM CTOpOHE JBEpIIbI MKada.

Ha xopemikax o0J0keK Jie1a yKa3blBalOTCsd UHACKCHI €] 110 HOMEHKIIAType
Jed.

Jlema, HaxonsduiMecs Ha TEKYIIEM XpaHEHWH, Mojuiexar yuery. llepen
nepegayell  JOKYMEHTOB B apXWMB  MPOBOJUTCS  MNPOBEpPKA  HaIWYUs
Y COCTOSIHUS TOKYMEHTOB U JIeJI B IIEJISIX YCTaHOBJIEHUS (PAKTUUYECKOTO HATMYUS 17T
Y COOTBETCTBHS UX KOJUYECTBY, YUCISIIEMYCSI 10 HOMEHKJIAType Aell.

[IpoBepka HaimMuusi U COCTOSIHUS JIOKYMEHTOB M JI€J1 ITPOBOAMUTCS
MpU TNEPEMELICHUN e, BO3BpATe IE], CMEHE MPEACENaTeNsl TePPUTOPHAIBHON
KOMHUCCHUH, TIEpe]] IIepeaadeii B apXuB.

[IpoBepka mnpoBOAUTCA MYTEM CBEPKU CTaT€d HOMEHKIATYpbl €Il
C OMKCAHUEM JIe]l Ha 00JI0KKE, 8 PU3NYECKOE COCTOSHUE JIET ONPEAEISIeTCS MyTeM
UX BHU3yaJbHOIO MTpocMoTpa. Bce oOHapyXeHHbIe HEAOCTATKH (PUKCHUPYIOTCS
B aKTE€ MIPOBEPKU HAIUYUS U COCTOSIHUS JIEIL.

B cnydae yTparthl JOKYMEHTOB UM J€ll NPOBOJUTCA  CIIy»KeOHOe
paccieoBaHue, IO Pe3yjbTaraM KOTOPOro JIMIIO, BUHOBHOE B YTpare, HECET
OTBETCTBEHHOCTh B  yCTaHOBJIEHHOM  mopsiake. [IpuHumarorcss  Mephl
M0 3aMEUIECHUIO YTPAYEHHOTO JOKYMEHTAa 3aBEPEHHOM Konuel (110 BO3MOXKHOCTH).

Ecnu ornenbHble JOKYMEHTBI, YK€ BKJIIOUYECHHbIE B JI€JI0, BPEMEHHO
TpeOYyIOTCS JJis pabOThl, OHM MOTYT OBITh BBIJAHBI M3 Ji€Jla, @ Ha UX MECTO
BKJIQ/IBIBAETCS JIUCT-3aMECTUTENB C YKa3aHHEM, KOTJa, KOMY M Ha KaKOW CPOK BbIJIaH
JIOKYMEHT.

12.3. DkcrnepTr3a IEHHOCTH IOKYMEHTOB.

DKcnepTu3a HEHHOCTH IOKYMEHTOB ITPOBOJUTCS JJIs YCTAHOBJICHUS] HAYYHOM,
UCTOPUYECKOM M TMPAKTUYECKOM 3HAYMMOCTH JIOKYMEHTOB, OOpa30BaBILIUXCS B

Ipouecce ACATCIBHOCTH TeppI/ITOpI/IaJIBHOfI KOMHUCCHH,
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C IICJIBIO 0T60pa ux ajra HaHBHeﬁmeFO XpaHCHHA NI YHUITOXKCHHA.

OKcnepTh3a LUEHHOCTH JOKYMEHTOB IIPOBOJAUTCS IIPM  COCTaBIICHUU
HOMEHKJIATyphl JeJ, B IMpolecce (OPMUPOBAHUSA JeN, MPU IOATOTOBKE el
K Iepefadye B apXuB, NPU BBUICICHUH K YHHYTOXEHHUIO €I, 3JEKTPOHHBIX
JOKYMEHTOB, HE IOJICKALUX XPAHEHUIO.

JUIst  paccMOTpEHHsI TMPOEKTOB HOPMATUBHO-METOAMYECKUX JOKYMEHTOB
II0 BOIIPOCaM JEJIONPOU3BOJCTBA M apXMBHOTO J€la, OMMCEW AeNI MOCTOSHHOIO
Y I0JITOBpEMEHHBIX (cBbIIE 10 JIET) CPOKOB XpaHEHUs, AKTOB 00 YHUUTOKEHUU JIETT
U JIOKYMEHTOB, HE HMMEIOIIMX HAYYHOW LIEHHOCTHM M MPAKTUUYECKOrO 3HAYEHUS,
IIPUKa30M MpeAceaaresiss TEPPUTOPHAIIBHON KOMHUCCHUU CO3JAeTCs IKCIIepTHAas
komuccus (ganee — DK).

B ee pyHKuMM BXOIUT pacCMOTPEHHE U COTJIACOBAHWE HOMEHKIJIATYPHI €I
TEPPUTOPHUATIEHON KOMHUCCHHU.

B cocra DK Moryr BKIOYaTbCs 4WICHBI TEPPUTOPUAIBHOW KOMHUCCHH,
IpPaKJaHCKHE CITyKalue anmnapara TEPPUTOPHUATIBHOM KOMHCCHH,
M0 COrJIacoOBaHMIO paboTHUKHM anmapara Caskr-lletepOyprckoii mzOupaTenbHOU
KOMUCCHH.

IIpn npoBeleHWH SKCHEPTU3bl LEHHOCTH JOKYMEHTOB OCYILIECTBISETCS
0oTOOp /1]l MOCTOSTHHOTO M JI0JTOBPEMEHHBIX (CBbIlIe 10 JI€T) CPOKOB XpaHEHHS,
B TOM YHCJIE 110 JUYHOMY COCTaBYy, OTOOp JI€Jl C BpEMEHHBIMU CPOKAMU XPaHEHUS,
NOJICKAIINX XPAHEHUIO, BBIJACICHHE K YHUYTOXKEHHUIO JIeJl, CPOKH XpaHEHUs
KOTOpbIX UCTeKIU. [Ipyu 3TOM OJHOBpPEMEHHO MPOBEPSAIOTCS KAue€CTBO M IMOJHOTA
HOMEHKJIATypbl JI€Jl, NPaBWIBHOCTh ONPEIEICHUS CPOKOB XpaHEHUs Jell,
JIOKYMEHTOB.

DKcnepTh3a LEHHOCTH JOKYMEHTOB OCYILIECTBISIETCA IYTEM IOJHUCTHOTO
npocMotpa Jnen. He nmomyckaercs oTOOp JAOKYMEHTOB Ui XpaHEHUS
WIN K YHUUTOXEHHIO TOJILKO Ha OCHOBaHUM 3ar0JIOBKOB €.

OTOOp  DNMEKTPOHHBIX  JIOKYMEHTOB  JJIsi  Mepeladyd B apXxuB
MOJKET OCYIIECTBIATHCS B aBTOMATU3MPOBAHHOM pEXHMME IyTeM oTOopa

nokymeHToB B I1]] mo nmpusnakam «Mupaekc nenay, « Cpok XpaHSHUSD.
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JIOKYMEHTBI, YTpPaTUBIIME IIPAKTUYECKOE 3HAYEHWE MW HE HUMEIOLIUe

MCTOPUYECKONW WJIM HAYYHOM LIEHHOCTH, IO HCTEYEHUU YCTAHOBJIIEHHBIX CPOKOB
XpaHEHUs MOJIJIekKAT YHUYTOKEHUIO T10 aKTy.

AKTBI O BBIICJICHUU K YHUYTOXKEHUIO Je] U JOKYMEHTOB PacCMAaTPUBAIOTCS
Ha 3acemaHusix OK OZHOBpPEMEHHO C ONUCAMHM J€J. YHHUUYTOXKEHUE el
U JOKYMEHTOB JI0 YTBEPK/ICHUS aKTOB 3aIpPEeIaeTCs.

1o pe3ynbTaTaM SKCIepTU3bl HEHHOCTH IOKYMEHTOB PaOOTHUKOM arirapara,
OTBETCTBEHHBIM 3a BEJICHHUE JICJIIONPOU3BOJICTBA €KETOJHO COCTABIISIIOTCS CBOJIHBIE
OMHUCH nen MTOCTOSTHHOT'O u JOJITOBPEMEHHBIX
(cBpimie 10 7€T) CPOKOB XpaHEHHS M IO JUYHOMY COCTaBy (IIPHIIOKEHUS
NeNe 13,14,15), a Takke aKThl O BBIACICHHM K YHHYTOKCHUIO JOKYMCHTOB,
HE MOJUIeXKAIMX XpaHeHHUIO (Tpriioxenue Ne 16).

Onucu 7en MOCTOSIHHOTO M JIOJITOBpeMEeHHBIX (cBbimie 10 JeT) cpokoB
XpaHEHHUs, a TakXKe akTbl O BBIJCICHUU K YHUYTOXKECHHUIO JOKYMEHTOB,
HE MOJUIeKAINX XPaHEHHUI0, paccMaTpuBaroTcs Ha DK.

Omnucu nien, JOKYMEHTOB TIOCTOSIHHOTO CpOKa XpPaHEHHSI U aKThl
O BBIJICJICHUY K YHUUTOXKEHHUIO JOKYMEHTOB, HE MOJICKAIINX XPAHEHUIO, TOIJIEkKAT
yTBepkKIeHUI0 LleHTpanbHOil 3KcnepTHO-TIpoBepouHOi KoMmuccuu (nanee — [{II1K)
ApXHUBHOTO KOMHUTETA Canxrt-IletepOypra, a OIIUCH net
no nuuHoMy coctaBy — yTBepxkaeHno DIIMK ILI'A CII6. Tlocne yTBepxkacHuUs
LSIIIK ApxuBHoro komuteTa Cankt-IleTepOypra onucu Jen 1 akThl O BbIACICHUN
K YHUUYTOXXEHUIO JOKYMEHTOB, HE TOJIJIEXKAIIUX XPAHCHUIO, YTBEPKIAOTCS
npeaceaaTe’IeM TEPPUTOPUATIBHON KOMUCCHH.

UepHOBUKM W  PYKONHMCH IOJTOTABIMBAEMBIX JOKYMEHTOB, KOIHUU
WHOOPMAIIMOHHBIX H JPYTUX MaTepHaIOB, HE TMOJICKAINX BKIIOYEHUIO
B HOMEHKJIATYpPYy [IeJ, IO MHUHOBAHHHM B HHUX HAJIOOHOCTH MOTYT YHUYTOXATHCS
0€3 coCTaBJICHHUS aKTa.

[leperner (moammMBKa) A€ MPOM3BOAUTCA TOJIBKO TOCIE MPOBEACHUS
DKCIEPTU3BI LIECHHOCTH IOKYMEHTOB.

12.4. Opopmnenue aen.
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Jlena, mojjiexamue TIepenade Ha XpaHEHHE B apXuB, JOJDKHBI OBITh

o opMIIEHBI COOTBETCTBYIOIIUM 00pa3oM.

Odopmitenne aena BKIIOYAET B Ce0sI TPOBEPKY CUCTEMATU3AINH JIOKYMEHTOB
BHYTpH JIeNia, HyMEpaIIo JIHCTOB, COCTaBIICHUE BHYTPEHHEH OMUCH JOKYMEHTOB
nena (npunoxkenune Ne17), nucra-3aBeputens jena (mpuiokenue Ne 18),
odopMIIEHIE PEKBU3UTOB O0JI0KKH, TTOAMINBKY (TIEPEIUIET) Jea.

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

Jlena MoCTOSIHHOTO W JIOJATOBpeMeHHBIX (cBbIme 10 jeT) CpoKOB XpaHEHUS
noJyiexxar nosHomy odopmienuto. IlonHoe odopmiieHue aena npenycMaTpuBaeT
NPOBEPKY  CHCTEMaTH3allid  JIOKYMEHTOB BHYTpU Jefla, MPaBUIBHOCTH
ux oopmiieHus (HaJm4yue HEOOXOAUMBIX MOAMKUCEN, BU3, OTMETOK O PErUCTpaliu
U WCIIOJIHEHUH, MPWIOKEHUN), HyMEpalUIO JINCTOB, COCTaBJICHUE BHYTPEHHEU
ONKCH JOKYMEHTOB Jena (s 0co00 IEHHBIX e, JUYHBIX TN, a TaKkkKe e,
C(OPMUPOBAHHBIX MO PA3HOBUIHOCTSAM JOKYMEHTOB, 3arojiOBKM KOTOPBIX
HE PACKpPBIBAIOT KOHKPETHOE COACpX)aHHWE JIOKyMEHTa), COCTaBIICHUE JIHCTa-
3aBepUTENs JeNa, 0POpMIIEHUE PEKBU3UTOB O0JIOKKH, MOAIIMBKY (IIEpPEIIeT) Jea.

Jena BpemenHbIX (A0 10 jeT BKIFOYMTEIBHO) CPOKOB XPAHEHUS MOJJIEKAT
4aCTHYHOMY OQOPMIICHHIO: JIOMYCKAaeTcs HE MPOBOAUTH CHCTEMAaTU3AIUIO
JOKYMEHTOB B JeJie, JHUCTbl Jejla He HyMepoBaTh, 3aBEPUTENIbHbIE HAANHUCU
HE COCTaBJISTh.

O6noxka nena odopmIsieTcs 1o YCTaHOBJIEHHOMN dbopme
(mpunoxxenne Ne 19). Ilpu sTom o00603HaueHHME apXWUBHOTO MmM(dpa, HAHOCUMOE
B IIPaBOM BEpPXHEM YINy, nepeBopaunBaercs Ha 180 rpagycoB MO OTHOLIEHUIO
K O0OO3HAaYeHHMIO B JIEBOM HW)XXHEM YTy eAWHULBI XpaHeHud. CBeneHUs
Ha 00JIOKKY MEPEHOCATCS U3 HOMEHKJIATYPhI JIe1 C YTOUYHEHUSIMH, OTPasKatoIuMU
(dakTUYECKUil COCTaB TOMEIICHHBIX B JIET0 JOKYMEHTOB.

O6noxka nena odOpMIISETCS YEPHBIMH CBETOCTOMKUMHU YEPHHIIAMU,

pa3bopuuBO, O€3 COKpAIICHUI.



74
Ha o6noxke nena yka3bIBalOTCS CIEAYIOIIME PEKBU3UTHI: HAaUMEHOBAHME

TEPPUTOPUATBHON KOMHCCUH, JAEJIONPOU3BOACTBEHHBI HOMeEp (MHIEKC) Jena,
3arojIOBOK Jefa, jJara jJena (Toma, 4acTH), KOJUYECTBO JHCTOB B JIeNE, CPOK
XpaHeHus Jena, apXuBHBIN mudp aena.

PexBu3HTHI, IpOoCTaBIsieMble HAa OOJIOKKE Jea, O(OPMIISIOTCS CIIETYIONUM
oOpazom:

HaMMEHOBAHHUE TEPPUTOPHATIHLHON KOMHUCCHM YKa3bIBA€TCS B COOTBETCTBHH
C PErIaMEeHTOM TEPPUTOPHAIbHON KomHuccuH. [IpM M3MEHEHWH HaWMEHOBAHUS
TEPPUTOPUATHHON KOMHCCHUHU B TEUEHHUE IMEPHOJa, OXBATHIBAEMOTO TOKyMEHTAMU
nena, Ha 00JI0%KKe K CTapoOMy HAaMMEHOBAHUIO MTPUMHUCHIBAETCSI HOBOE;

JEJOMPOU3BOACTBEHHBIN HOMEP (MHAEKC) JieJa — MpoCTaBisieTcss HudpoBoe
o0o3HaueHUEe (MHIEKC) Jieja M0 HOMEHKJIAType el M yKa3blBaeTcs HOMEp Toma
(uactn);

3arojIoBOK (HaMMEHOBaHHE) Jella TEPEHOCHTCS W3 HOMEHKIATYpPHI el
(B HEOOXOIMMBIX CIy4asiX B 3ar0JIOBOK BHOCSITCS YTOUHEHMS);

JaTa fiena — Ha 00JIOKKE JIea yKa3bIBAIOTCS IBE JaThl, KOTOPbIE HA3bIBAIOTCS
KpallHUMH JaTaMl M COOTBETCTBYIOT TOJy 3aBEJICHUS W OKOHYAHHS Jelna.
HavanpHas ngata —3TO Jara caMOro paHHEro, a KOHEYHasl Jara — JlaTa camoro
MO3/HETO JOKyMeHTa B gneie. llpum 3TOM yYHTHIBAIOTCA JaThl BXOJISIINX
U HCXOIALIMX JOKYMEHTOB (B cllydae HMX OTCYTCTBHS — AaTbl PErUCTpaLdu
JIOKYMEHTOB) ¥ HE YUUTHIBAIOTCS JIaThl CIMUCAHUS JOKYMEHTOB B JIEJI0, YKa3aHUH 110
UCTIOTHEHUIO JTOKYMEHTOB, OTMETOK HCIIOJHHUTENS (32 HMCKIIOUEHHEM CIydaes,
KOI'Jla Ha JOKyMEHTaxX He UMeEeTCs JAPYrux JaT, KpoMe MepeyucieHHbIX). Jatamu
JIeJT, COACPKAIIUX MPOTOKOIIBI 3aCEaHHM, SIBISIFOTCS JAaThl TIEPBOTO U TMOCIETHEr0
IPOTOKOJIOB, BOIIEIINX B AEJIO.

[Ipy HanucaHuu KpaWHUX AAaT HA OOJIOXKKAX JEJ MOCTOSHHOTO XpaHEeHHs
YHCIIO U TOJ TIPOCTABJIAIOTCS apaOCKuMu IudpaMu, a Ha3BaHUE MeCsAIa TUIIETCS
nponuceio 6e3 cokpamieHus. Ha o06ioxkkax aenm BPEeMEHHBIX CPOKOB XpaHEHHs

YKa3bIBA€CTCs TOJIBKO I'O.
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Ha oOnoxkax fem, COCTOSAIMMX W3 HECKOJBKUX TOMOB (4acTeil),

MPOCTABIIAIOTCS KpaliHUE AaThl KAKJIOTO TOMa (YacTH).

KosmnuecTtBO  NpOHYyMEpOBaHHBIX B J€JI€  JIMCTOB  IPOCTABIIETCS
C JINCTa-3aBEPUTEIIS JIETIA.

Cpox XpaHEHHUs TMEPEHOCUTCS Ha OOJIOKKY Jelia U3 HOMEHKIATypbl Jell.
Ha nenax nocrosgaHoro xpanenus numercs: «IlocTosHHO».

ApxuBHBIN mUdp Aena cCOCTOUT U3 HoMepa (oHIa, HOMEpa OIMKCH, HOMEpa
JieJ1a 110 OIMCH U MPOCTABIISIETCS MOCIIE YTBEPKIACHHS U COTJIACOBAHUS OIMCEN JIelT
MOCTOSIHHOTO U JJOJTOBPEMEHHBIX (CBbILIE 10 J€T) CPOKOB XpaHEHUS.

Ha xopemke pnema ykas3bIBalOTCs 3arojOBOK  JI€J1a, HMHJEKC Jiella
110 HOMEHKJIATYpE, Aara JIeJIa U CPOK XPaHEHU.

B nensix obecnieueHns COXpaHHOCTHU U 3aKPETICHUS TOPSAKA PaCHOI0KEHUS
JIOKYMEHTOB, BKJIIOUEHHBIX B JIE€]10, BCE JIMCThI, KPOME YUCTBIX, JINCTA-3aBEPUTEILS
nena 51 JIMCTOB BHYTPEHHEU OIIUCH, HYMEPYIOTCS
B pPa3BEpHYTOM BHJI€ apaOCKuMu ludpaMu BasioBOil HyMmeparmeid. UucTbie JTUCThI
U3 Jena u3bIMaroTcs (0€3 MOBPEXIEHUS LEIOCTHOCTU JIeJla) U YHUYTOXKAIOTCA.
JIucTel HyMepyroTCsl TPOCTBHIM KapaHIalllOM CBEPXY BHU3 B BO3PACTAIOIIEM ITOPSIAKE
HOMEpOB HauuHas c nepBoro. L{udpsl mpocTaBisioTCs B MpaBOM BEPXHEM YIIIy
mucta. Hymepanus nBeTHBIME KapaHAAllaMd, YEpPHWJIAMU M HyMEpaTopaMy He
JIOITyCKa€eTCsl.

JIOKyMEeHTBI ¢ COOCTBEHHOM HyMepalueil JIMCTOB, B TOM YHCIIE MEYaTHBIE
U3JIaHUS, HYMEPYIOTCS B OOUIEM TMOPSAKE WM COXPAHSIOT COOCTBEHHYIO
HyMEpalHnIo, €CIM OHa COOTBETCTBYET IOPSAAKOBOMY pPACIIOJIOKEHUIO JIMCTOB
B JIEIE.

Cnoxennplii nucT Oombmoro ¢opmara (A2, A3) pasBopaymBaeTcs
U HyMepyeTcs B MpaBOM yacTH BepxHero mojsi jucrta. [lpu stom nuct moboro
dbopmara, TOALIMTHIM 3a OAMH Kpail, Hymepyercs Kak OJUH JIMCT, a JIUCT,
CJIO)KCHHBIM M NOALIMTBIA 33 CEPEIHHY, IOJJIEKHUT IEPELIMBKE U HYMEPYETCs

KaK OAHH JIUCT.
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Ecnu B nene ecTe KOHBEPT C BIOKEHUSAMHU, TO CHaYajaa HyMEpPYyeTCsl KOHBEPT,

a 3aT€M OUYEPEIHBIM HOMEPOM KaXKJI0€ BIIOKCHUE.
dortorpadun ¥ Ipyrue WUTIOCTPATUBHBIE MaTepHalbl HYMEPYIOTCS
Ha 000POTHOM CTOPOHE B JIEBOM BEPXHEM YTIIy.

JIMCT ¢ HAarayXo HaKJIEEHHBIMU IOKYMEHTaMU (BbIpe3kamu, (pororpadusimm)
HyMEpYyeTCsl KaK OJIMH JIMCT. ECIIA K TOKYMEHTY MOJAKJIEEHbI OJJHUM KpaeMm JIpyrue
JIOKYMEHTHI (BCTaBKU TEKCTa, MIEPEBOJIbI), TO KaXKIbI JTUCT HYMEPYETCS OTIIEIBHO.

[Ipunoxenue K Jelly, COCTABISIIONIEE OTIAEIbHBI TOM, HyMEpYeTcs
OTJIEIBHO.

[Ipy HamUuuu OTHENBHBIX OMIMOOK B HyMepaluu JMCTOB B JieJax
Ipy TOATOTOBKE HUX K CJade B apXHWB JOINYCKAETCS MO COIIACOBAHUIO
C HUM YTNIOTpeOJICHNE JINTEPHBIX (C OyKBEHHBIMU JIOTIOJIHEHUSIMHU ) HOMEPOB JIUCTOB.

B nenax IMOCTOSIHHOrO CpOKa XpaHEHUs M OTIEIbHBIX KATETOPHSIX el
0 JUYHOMY COCTaBy (JIMYHBIX J€JlaX, a TaKKe JieJlaX, BKIIOYAIIIMX B ce0s
TPYJIOBBIE JIOTOBOPBI, JOIOBOPBHI T'PAXKIAHCKO-IIPABOBOIO XapaKTepa M AaAKThI
BBINIOJIHEHHBIX pa0OT K HUM) I yY€Ta U MOKCKa JOKYMEHTOB B Hayaje JAejia MOKET
MIOMEIIATHCSl BHYTPEHHSS ONUCh (Tipuiioxenue Ne 17).

JIucThl BHYTPEHHEN ONUMCH HYMEPYIOTCS OTAEIBHO.

Kaxxnoe neno 3akaHYMBaeTCsl JTMCTOM-3aBEPUTENIEM YCTAHOBJICHHON (POPMBI
(mpunoxxerne Ne 18).

B nucre-3aBepurene gena uu@pamMu U NPONUCHI0 YKAa3bIBAETCS (DaKTUUECKOE
KOJIMYECTBO JINCTOB B JAHHOM JIEJIe, @ TAK)KE HAIMYUE JIMTEPHBIX U MPOMYIEHHBIX
HOMEPOB JIUCTOB, KOJMYECTBO JINCTOB BHYTPEHHEH ONHCH M HAJIMYUE CPEAU
JIOKYMEHTOB Ta3eT, KHUT, OpoIIop, dyeprexen, gororpaduii, pucyHKOB U T.1.,
CTaBSITCS JjaTa ¥ MOANKCH paOOTHUKA, CPOPMHUPOBABLIETO JEJI0, U YKa3bIBAIOTCS €T0
JOJKHOCTh, MHULMAIIBL ¥ aMuins. Eciau KoJM4ecTBO JTUCTOB B Jielie U3MEHSIeTCH,
3aBepUTEIbHAS HAJIIUCh COCTABISETCS BHOBb.

[Ipu moAroTOBKE A€ K MOIIMBKE (MEPEIIETY) MPOBEPSAETCA NPABUIBHOCTD
ux (opMupoBaHusi, opopmieHus. MeTaminyeckue U IJIACTUKOBBIE CKPEIUICHUS,

a TaK)XKC TCPMOIICPCILICTBI U3 JOKYMCHTOB YAAJIAIOTCA.
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JIOKYMEHTBI TOJIIMBAIOTCS TaKUM 00pa3oM, YTOOBI MOXKHO OBLIO CBOOOIHO

IIPOYUTATh TEKCT KaXIOro JOKYMEHTa, BU3bl M YyKa3aHUS II0 MCIOJIHEHHIO
JIOKYMEHTA.

12.5. Tlepenaya fien B apxuB.

[lepenaua nen noctosHHOrO cpoka xpaHeHust B LII'A CII6 ocymiectBisercs
noeMHUYHO 1o yTBepkaeHHbIM L[DITK ApxuBHoro komutera Cankt-IlerepOypra
OIIMCSIM JI€JI HOCTOSIHHOT'O XPAHEHHS.

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

IIpn mepenade Aen Ha BCEX JK3EMIULIPAX OIMCU JI€N IPOTUB KaKIOrO
BKJIFOYEHHOTO B Hee Jena B rpade «IIlpuMeuanue» cTaBUTCA OTMETKA O HATMYUHU
nena. B KOHIE KaxJ0ro HK3eMIUIsipa ONUCH JIeJ YKa3blBaloTCs IU(ppaMu
U TIPONHUCHI0 KOJIMYECTBO (PAKTHUUECKH MPHUHATHIX (II€PEIaHHBIX) B apXuB Jell,
WHULMANBl U (aMUIMU JIUL, OCYIIECTBISIOIINX IMpUEM-Tiepeaady 1€, CTaBATCA
UX MOJIUCH U J1aTa.

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

TepputopransHas KOMHCCHS uMeeT IPUOPUTETHOE paBo
Ha MCMOJIb30BAHKNE JOKYMEHTOB, IEPEAAHHBIX €10 Ha TOCYAAPCTBEHHOE XpPaHEHUE, B
TOM YHCJIE€ HA UX MEPBYIO MyOJIMKAIIHIO.

12.6. VcrionHEHHBIE JIEKTPOHHBIE JOKYMEHTBI CUCTEMATU3UPYIOTCA B €A B
COOTBETCTBUM C  HOMEHKJIATypOuM  JIeJI  TEPPUTOPUAIIBHOM  KOMMCCHUH.
[Ipu cocraBiieHNH HOMEHKJIATYPHI €]l B 3aroJIOBOK Jieja BKIIFOYAETCS yKa3aHUE
«ONEKTPOHHBIE TOKYMEHTBD.

Cpoku XpaHEHMsS] DJIEKTPOHHBIX JOKYMEHTOB COOTBETCTBYIOT CpOKaM
XpaHEHUs aHAJIOTUYHBIX IOKYMEHTOB Ha OyMa)>kHOM HOCHUTEIIE.

OKcnepTu3a ILEHHOCTH  DJJEKTPOHHBIX  JOKYMEHTOB  OCYILECTBIISETCS

B 06IHCM NopsAAKE, YCTAaHOBJICHHOM JJIA AJOKYMCHTOB Ha 6YM8,}KHOM HOCHTCIIC.
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ITocne wucreueHus CpOKa, YCTAHOBJICHHOI'O MJId XPAaHCHHA JJICKTPOHHBIX ACII

(97EKTPOHHBIX  JIOKYMEHTOB), = Ha  OCHOBAaHMM aKTa O  BbLICJICHUU
UX K YHUYTOKEHUIO, YTBEPKICHHOT O ITPEACEAaTENEM TEPPUTOPHATIBHON KOMUCCHUH,
yKa3aHHbIE  D3JEKTPOHHbIE Jeia  (DJIEKTPOHHBbIE  JOKYMEHTBI)  IOJIEKAT
YHUYTOXKECHUIO.

DNEeKTpOHHBIE JOKYMEHTBl IIOCTOSIHHOTO CpOKAa XpaHEHHs MepeaaroTcs
Ha apXMBHOE XpaHEHUE MO OMHCIM C O(QOPMIICHHEM aKTa IpUeMa-Tepesadyu

SJICKTPOHHBIX JOKYMCHTOB.

13. OTBETCTBEHHOCTH

13.1. UneHsl TEeppUTOPUATHLHOM KOMHUCCHU U TPAXKIAHCKHE CIyXKaIHe
amnrapara TEpPUTOPHAIBHON KOMHCCHUU, TpaXkJaHE, 3aMelIalollne JOJKHOCTH,
HE SIBJISIONIMECS JODKHOCTAMH TOCYapCTBEHHOM TPa)KIaHCKOM CITy>KOBI, a TaKxKe
rpaxkJaHe, IMPHUBJIEKAEMble IO TPAKIAHCKO-TIPABOBBIM JIOTOBOpaM, HECYT
MEPCOHANILHYI0 OTBETCTBEHHOCTh 3a coOmtonenue TpeboBanuii WHCTpyKIuwy,
COXPAHHOCTh HAXOJSAIIUXCS Y HUX JJOKYMEHTOB.

13.2. OTBETCTBEHHOCTH 3a OpraHu3aIuio JIEJOMPOU3BOICTBA
B TEPPUTOPUATBHOU KOMHCCHH, BHE/IPECHHE aBTOMATU3UPOBAHHBIX
(KOMITBIOTEPHBIX)  TEXHOJIOTUM  TMOJATOTOBKM U  OOpabOTKHM  JTIOKYMEHTOB,
oOecrieueHne COXPAaHHOCTH JTOKYMEHTOB W Iepefady HUX B apXuB, KOHTPOJb
3a coOmoieHneM TpedoBannii THCTpyKIMK HeceT mpeiceaTenb TEPPUTOPHATBHON

KOMUCCHHM.



[Ipunoxenune Ne 1
K MHCTpyKIIUY 1O EIONPOU3BOICTBY
B TepputopuaibHoil n30UpaTenbHOM
xomuccun Ne 34

dopmMa perucTpaMOHHOIO KYPHAJIA BXOASIIUX JIOKYMEHTOB

OtMeTKa 00
HCIIOJIHEHU U
. | Kpatkoe
Perucrpamu Hcxonsamui (mara
o cojepka- IImanoBas
Hata OHHBIN Koppec- HOMED Crnioco6 WCIIOJTHECHUS
HHUE Pesomonmsa | UcnomHUTEH mara
MOJIyYEHUs HOMEp HOHIEHT U JaTta MOJIyYEHUSs U /uim
(kou-BO HUCIOJIHEHHUS
JIOKYMEHTA JIOKyMEHTa PEKBU3HUTHI
JIMCTOB)
HACXOJISIIETO
JIOKYMEHTA)
®DopMa PerucTPaAlMOHHOI0 )KYPHAJIA UCXOAALIUX JOKYMEHTOB
Kpatkoe conepxanue
ara PerucrpanuoHHbBIN OKyYMEHTAa ®UO noxnucaHTa
A pan Anpecat JIOKY A HUcnomaurenn Bug otnipaBku
perucTpanuu | HoMep JOKyMeHTa (pEKBU3UTHI BXOSIIETO JIOKyMEHTa

I[OKYMeHTa), KOJI-BO JIUCTOB




[Tpunoxxenue Ne 2
K MHCTpYyKIIUK 1O JET0NPOU3BOACTBY
B TeppuTopualibHON U30UpaATEIHHOMN
komuccuu Ne 34

HEPEYEHDb
JOKYMEHTOB, He MOJJIeKAIMX PerucTpanuu

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

2. Y4eOHbIe IPOTPpaMMBbI, TITAHBI.

3. PexnmamabIe n3BEIICHUS, TUIAKATHI.

4. Tlo3npaBUTENbHBIC MHUChMA U TEJIETPAMMBI.

5. IlpurnacurenbHble OWIETHI, TPUTJIAIICHUS] HA Pa3JIMYHbIE MEPONPUSITHS,
HE Ccoep Kalllle HAJJICKAINUX PEKBU3UTOB MUCHMA.

6. bByxrantepckue JOKyMEHTHI.

7. IleuaTHble U30aHUA.

8. OnepatuBHass wuH(pOpMalKsg, TOCTYMawIIas IO KaHajlaM CBsI3U
['ocymapcTBeHHOM aBTOMaTM3WpoOBaHHOW cuctembl Poccuiickoit ®enepanuu
«BbIOOPHY.

9. O6patenust rpak/iaH, MOCTYIMBIINE HA aJPeC dJICKTPOHHON MOYTHI.



[Tpunoxxenue Ne 3
K MHCTpyKIMU 1O JEIONPOU3BOCTBY
B TepputopHuaibHOil H30HUpaTeNbHOM
xomuccuu Ne 34

AKT

MBI, HUKEO MU CABIIINECS

COCTAaBUJIM aKT O TOM, 4YTO « » 20 r. Ipu
BCKPBITUH TTAKETA
OOHapy»KeHbI CIEAYIOIINE HEAOCTATKU:

HaCTOHHH/Iﬁ dKT COCTABJICH B IBYX 3K3CMILIIAIpaAx.

[Toanucek, pacumppoBKa NOANUCH:




[Tpunoxxenue Ne 4
K MHCTpYyKIIUK 1O JET0NPOU3BOACTBY
B TeppuTopualibHON U30UpaATEIHHOMN
komuccuu Ne 34

®opMbI 0JIAaHKOB, HCII0JIb3YEeMbIX B TEPPUTOPUAIBLHONH KOMHUCCHU



«

»

TEPPUTOPUAJIBHAS U3BUPATEJBHAS KOMUCCHUS Ne 34

IIPOTOKOJ 3ACEAAHUNUA

20  rong No

Cankr-IletepOypr



«

TEPPUTOPUAJIBHAS U3BUPATEJBHAS KOMUCCHUS Ne 34

PEINIEHHUE

» 20  rTon No

Cankr-IletepOypr



«
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TEPPUTOPUAJILHAS N3BUPATEJLHAS KOMUCCHUS Ne 34
NPEJCEJAATEJD

INPUKA3

» 20  roxm No

Cankr-IletepOypr
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TEPPUTOPUAJIBHASL
N3BUPATEJIBHAS KOMUCCHUS Ne 34
CAHKT-IIETEPBYPI'
np. bonwmmoit CamriconneBckuit, 1. 86, murep A
Cankr-Ilerepoypr, 194100
Ten. (812) 246-02-70,
tik34.spbik.spb.ru
OKIIO 44424356; OI'PH 1207800069751,
WMHH/KIIIT 7802708150/780201001

No

Ha Ne oT




[Tpunoxxenue Ne 5
K MHCTpYKIIUU IO IeTTOTIPOU3BOJICTBY
B TeppuropuaibHON N30MpaTEIbHON
komuccuu Ne 34
TpeGoBaHus K JOKYyMEeHTAM, U3rO0TOBJISAEMbIM € IOMOIIbIO
NnevyaTaomux yCTpoicTB, 1 K ¢gailjiaM TEKCTOBbIX JOKYMEHTOB

1. Texctbl nOKyMEHTOB Ha OijaHkax QopMara A4 rmneyaTaloTcs dYepes
1,5 MeXCTpOUHBIX HMHTEpBaia, JAOMyCKaeTcs MevaTh JOKYMEHTOB Ha OJaHKax
dbopmara A4 yepe3 1 MeKCTpOUHBIM MHTEpBaJ, Ha OnaHkax ¢opmara A5 — yepes
1 MEXCTPOYHBIN UHTEPBAJL.

TekcThl MOKYMEHTOB, TOATOTABIMBAEMBIX K THIOTPAPCKOMY H3IaHUIO,
neyaTaroTcs Yepe3 2 MEeKCTPOUHBIX HHTEpBaa.

2. HanMeHoBaHME BH1a TOKyMEHTA I€YaTaeTCs MPONMMCHBIMUA OyKBaMH.

3. Ecnm 3aronoBok k TekcTy npesbiiaeT 150 3HakoB (5 CTpOK), AOMyCKaeTCs
OpojJieBaTh €ro 0 TpaHWIbBl MpaBoro Mmois. Todka B KOHIE 3arojloBKa
HE CTaBHUTCH.

4. PacumudpoBka moanucu B pekBusure «llommuce» — medaraercs
Ha ypOBHE TMOCJIEIHEH CTPOKM HAMMEHOBAaHHWS JOJDKHOCTH C HCIOJIb30BAHHEM
xomOuHarmu kinasuin Shift — Ctrl — ITpo6en Mexay uHHIIMATaMU 1 HaMUITHCH.

5. Co3manme, ¢opMaTUpoBaHWE W BBIBOJL Ha TMedYaTh JIOKYMEHTOB
MPOM3BOAUTCS Ha KOMIBIOTEPAX C HCHOJIB30BAHMEM TEKCTOBOTO pEIAKTOpa,
noaaepxkuBatoriero dhopmat docx. BHenpeHne 37eKTpOHHBIX TaOJINII, CO3TaHHBIX B
TaOJIMUHBIX PEJAKTOpax, B JOKyMeHThl (opmata docx He HOMycKaercs.
Jlommyckaercsi, pu HEOOXOJMMOCTH, cO37aHue, (OopMaTUPOBAHWE W BBIBOJ Ha
nevyaTh TabJIUIl TOCPEICTBOM PEIAKTOPa JIEKTPOHHBIX TAOIHIL, MOACPKUBAFOIIIIX
dbopmar xlsx.

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

7.Ilpu dopMaTHpoBaHWM TEKCTOB JTOKYMEHTOB HCIIOJIb3yE€TCS CTHIIb,

KOTOPBIN UMEET CIIETYIOLIUE apaAMETPHI:

o mpudT 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 IO IIMPHUHE.

8. Ilpu ¢opmatupoBaHun TaOIHUII HEOOXOAMMO COONIONATH CIEAYIOUINE
TpeOOBaHMUS:

Tabiuia Bcerma JO0DKHa WMETh Ha3BaHWE, KOTOPOE BBIPABHHUBACTCS
10 LIEHTPY AOKYMEHTA,

Ta0JIMIIa BBIPABHUBAETCS 1O IEHTPY JIUCTA;

3aroJIOBKM CTOJOIIOB U CTPOK BBIPABHUBAIOTCS IO IIEHTPY STYCHKU;

JaHHbIE B sTYeHKaX TaOJUIbl BEIPABHUBAIOTCS CBEPXY IO JIEBOMY Kpalo;

MPOOHKEHNE TaOIUITBI HA HOBOM JIICTE€ MOKET HAUMHATHCS C 3aTr0JIOBKOB €€
rpad (umu HOMEpoB Tpad B ciydae, ecau rpadbl TaOIUIBI HA TEPBOM JIHCTE
MIPOHYMEPOBaHbI);

CTPOKHU TaOIUIIBI IEPEHOCSATCS Ha HOBBIM JTUCT TOKyMEHTa MCKIIFOUUTEIHHO
LEJIUKOM;

IIMpUHA W BBICOTA TaOJMWIBI HE AOJDKHBI TPEBBIIATH pPa3Mephl TOJCH
JIOKYMEHTA.

9. Pa3zmepsl moJiel JOKyMEHTA JIOJKHBI UMETh CJIETYIONINE TapaMeTphI:

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

OT Kpas 40 KOJIOHTHUTYJIA:
° BEPXHETO 1,25 cm

) HIKHETO 1,25 cwm.



89
10. Ilpu moAroToBKE JOKYMEHTOB MCIOIB3YIOT CIAEAYIOIINE PEKBU3UTHI:
® HaWMEHOBAHUE OPTaHU3ALINY;

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

® MECTO COCTaBJIECHMS (M3aHUs) TOKYMEHTA;

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

e rpud yTBEpKICHUS TOKYMEHTA,

® 3aroJIOBOK K TEKCTY JOKYMEHTA;

® TEKCT JOKYMEHTA;

® OTMETKA O HAJUYHMH MPUIIOKEHUS;

® T[IOJIUCE;

® OTMETKa 00 3JIEKTPOHHOM MOANNCH;

e rpud coriacoBaHus JOKYMEHTA;

e OTMETKAa 00 UCIOJIHUTEIE;

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

11. PekBu3uThl (KpomMe TeKCTa JOKyMEHTa M ajpecara), COCTOSIINE

N3 HCCKOJIbKHUX CTPOK, II€YaTarOT CO CIACAYIOINMU IIapaMCTpaMu:

o mpudT PT Astra Serif

o pa3Mep 14 nyHKTOB

o OTCTYTI cieBa 0cm
cripaBa 0cm

o UHTEpBaI nepen 0 myHKTOB
nociie 0 myHKTOB

o MEKCTPOYHBIN UHTEPBA OJIMHAPHBIN

o OTCTYII IIEPBOU CTPOKH 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
NPUJIOKECHUSD» HE YMEIIAIOTCS Ha OJTHON CTPOKE, TO Pa3phiB CTPOKH B HYKHOM MECTE
IIPOM3BOJIUTCSI C IIOMOIIBIO cUMBOJIA «Pa3psiB cTpokmy» (komOuHaIms kiaui Shift

— Enter), nanpumep:

COI'JTACOBAHO

PykoBonurens @enepanibHOTO
ApXUBHOT'O areHTCTBA

A.H. Aptuzos

IIpr wucHoab30BaHUM B TEPPUTOPHAIIBHOM KOMHCCHH HJICHTH(HKATOpA
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
MIPOCTABIIIOT MTOCEPEIMHE BEPXHETO TOJIS JIUCTa apaOCcKkumu I pamMu 0e3 3HaKOB
penHaHUSI.

Ecin JOKYMCHT UMCCT IMPUJIOKCHUC, TO OHO II€YATACTCA C HOBOH CTpaHUIIbI.



91

14. JInsa BBIABIECHUS W WUCIPABIICHUS BO3MOXKHBIX OIMIMOOK B MPABOMHCAHUU
B chopMmupoBaHHBIX (aillax PEKOMEHIYeTCs OCYIIECTBISATH  IPOBEPKY
JTIOKYMEHTOB, HCIIOJIb3YsI CUCTEMBI ITPOBEPKHU MPABOIIHCAHUSI.

15. Kaxaplii  JOKYMEHT CO BCEMH MPWIOKCHHSIMH K HEMY ITOMEIIAl0T
B OTJENbHBIN (haii (ecnu MpUIOKEHUS CO3[aHbl OJHUM IpolieccopoM). BuyTpu
daitna caMm JOKyMEHT U KaXKJ0€ MPHUIIOKEHNE TOMEIIAIOT B OTJENIbHBIC pa3/Iebl.

16. Bce pekBU3HTHI OKyMEHTA OTIEISIIOT JIPYr OT Jpyra OAHOW ITyCTOM
CTpPOKO#, oOpa3zyemoil cumBojioM abO3ama (f — knaBuma Enter). B Ttekcre
HE JIOJKHO BCTpedaThesi OoJiee IByX CUMBOJIOB ab3ala noapsI.

17. He nomyckaeTcsi mucaTh CJIOBa C Pa3psiIKOM, BCTABIISS MPOOEIIBI MEXTY
OykBamu B ciioBax. He jmomyckaercst uconab3oBaHue mpooOenoB ast o0pa3oBaHus
ab3a1iHOTro OTCTyna (KpacHOM CTPOKHM) WIIM MYCTHIX CTPOK. B TekcTe HE JOIKHO
BCTpEUaThCsl MOAPsAA Oojiee OJHOTO CHMBOJA Tpodena. Pasznenenune MHUIIMATIOB
U Gamunnu, cuMBoia Ne u yncia, mopsIKOBOTO HOMEpPA CTaThH, 9YaCTH, ITyHKTA WU
MOJAIMYHKTAa TMPaBOBOTO aKTa, 4YMclia Mecslla M Ha3BaHMUS Mecslla, YUcia Toja
U CJOBa «TrOJ», JIIOOBIX YHUCIIOBHIX 3HAUEHWH W EIUHUI] U3MEPEHHs IeNaeTcs
C HUCIMOJIb30BaHUEM Hepa3phIBHOTO mpodena (coueranue kimasuin Shift — Ctrl —
[TpoGen).

18. He momyckaeTcst BKJIIOYATh B TEKCT JJOKYMEHTA pa3/eUTeIbHbIC TUHUH,
COCTABJICHHBIE U3 LIETI0YEK CUMBOJIOB (*, =, -, — U ipyrue).

19. He pomyckaeTcss WCIMONB30BaHWE B PYCCKUX CIOBAaX CXOJHBIX
1o HauepTaHuio JaTuHCKUX OykB (A, a, B, C, ¢, E, e, H, K, M, 0,0, P, p, 1, X, X, y).

20. He pomyckaeTcsi WCHONMB30BaHWE CHUMBOJIA TaOymsmuu (—) s
oOpa3oBaHus a03alHOT0 OTCTYyIA (KPaCHOM CTPOKM) UIIM MYCTHIX CTPOK. AO3aIHBI
OTCTYI YCTaHaBIMBarOT B MeHIO DopmaT/AG3all Uil ¢ TOMOIIBI0 BEPXHETO IBMKKA
Ha T'OPU30HTAILHOMU JIMHEHKE.

21. He nomyckaeTcs WCIOJB30BAaHUE CHMBOJIA «-» JJs 00O3HAYCHWUSI
nepeHoca. BmecTo Hero criemyer HCIONb30BaTh CHUMBOJ MSTKOTO IEpeHoca

(xomOuHarus kiaauin 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 LIeIU
pycckux OyKB B apaOCKuX (P HE TOMyCKASTCH.

23. BmecTto OyKBBI «&» JIOJDKHA YIOTPEONSIThCA OyKBa «e» (KpoMe HMEH
COOCTBEHHBIX MPU HATTUIUH TMOITBEPIKIAFOIINX JOKYMEHTOB).

24. PexBU3UTHI «3arojoBOK K TEKCTY» JIOJDKHBI OBITh BRIPOBHEHBI 10 TIEHTPY
Y Ka)K]IBI U3 HUX JIOJDKEH MPEACTABIIATh COOOM OJIMH a03all, TO €CTh BHYTPH TEKCTa
KOKIOTO pPEKBH3UTa HE JOKHO OBITh cuMBoda ab3ama. He pomyckaercs
HCITI0JIb30BAaHUE CMMBOJIa ab3aria Jyuisi IpephIBaHUSI CTPOKU B MPOU3BOJILHOM MECTE,

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

Shift — Enter).



[Tpunoxxenue Ne 6
K MHCTpyKIMU 1O JEIONPOU3BOCTBY
B TepputopHuaibHOil H30HUpaTeNbHOM
xomuccuu Ne 34

Cnucokx PACCBIIIKHA UCXOAAIINX JOKYMEHTOB

Ne HaunMeHoBanue oprana

IToJiHbBI MOYTOBBIN aapec
n/n (opranusamnun)

[Ipencenarens TeppuropuanbHOU

n3ouparenbHou komuccun No

(moamuce) (pacmudpoBKa MOAMUCH)

Hcnomaurens

(TToamuch) (pacmmdpoBKa MOAMUCH)

« » 20 r.




[Tpunoxxenue Ne 7
K MHCTpyKIMU 1O JEIONPOU3BOCTBY
B TepputopHuaibHOil H30HUpaTeNbHOM
xomuccuu Ne 34

IlepeyeHnb 00s13aTEJIbLHBIX CBEACHUI 0 IOKYMEHTAaX, HCMOJIb3yeMbIX B LEJISIX
ydera u nmoucka aokymenros B ITJI!
1. ABToOp.
2. Anpecar.
3. 1ommKHOCTB, (haMUITHsI ¥ HHUIIHAITBI JIUIIA, TTOAMICABIIETO TOKYMEHT.

4. HaumeHnoBaHue I'PYIIIBI U BUO4d JOKYMCHTA.

o1

. [lata nokymeHra.

6. PeructpaiiioHHbli HOMEP JOKYMEHTA.

7. JlaTa HOCTyNMBIIETO JOKYMEHTA.

8. PeructpanmoHHbIil HOMEp MOCTYMUBIIETO TOKyMEHTA.

9. CBeneHust O CBSI3aHHBIX JIOKyMEHTax (HaMMEHOBAaHUE BUJA JOKYMEHTa,
JaTa, peTUCTPALMOHHBIA HOMEP, THIT CBS3KH).

10. 3aroyoBoK K TeKCTy (KpaTKOe CoJiep KaHie TOKYMEHTA).

11. Unnekc nena 1o HOMEHKIaType Jed.

12. CBeneHus o mepeaapecariy J0KyMeHTa.

13. KondecTBO IMCTOB OCHOBHOTO JOKYMEHTA.

14. OtmeTKa 0 MPUIIOKEHUHU (KOJUYECTBO MPHIIOKEHUH, 00111ee KOJINYECTBO
JIMCTOB MPUIIOKEHH).

15. YkazaHus 10 UCHOJHEHUIO JOKyMEHTa (ITOpYYEHUE, UCIIOIHUTEND, AaTa
WCIIOJTHEHUS).

16. OT™MeTKa 0 KOHTpOJIC.

17. T'pud (momerka) 06 OrpaHUYCHUN JOCTYIIA.

18. IIpoBepka 37eKTPOHHON MOANKCH (MIPU HATHYUHN).

19. [loppazaenenre — OTBETCTBEHHBIN UCTIOTHUTENb JOKYMEHTA.

20. ®aiipl SJIEKTPOHHOTO TJOKYMEHTa (KOJIMYeCcTBO (paitioB, uMeHa (aision).

! cnonbsyeTcs cokpallieHue, puBefeHHoe B MyHKTe 1.8 HacTosmiein MHCTpyKImn.



B TeppuropuanbHoii u3oupareabHoil komuccuu Ne 34

[Tpunoxxenue Ne 8-1

K MHCTpyKIMU 1O IEIONPOU3BOCTBY
B TepputopuaiibHOI U30UpaTeIbHON

KYPHAJI

komuccuu Ne 34

yueTa JUIHOI0 IMpuemMa rpaskaaH

OTMeTKa D.1N.0.
I[HouToBBbIii Kpartkoe 0 pe3yJbTarax U NOANHUCH
Ne Hara D.1.0. p pesy A
ajapec coJep:KaHue npuemMa JInna,
n/n | npuemMa | 3asiBUTeJIA
3asiBUTEJISI | oOOpalleHus (npuHsaTOE NMPOBOAUBIIET0
pelieHue) npuem
1 2 3 4 5 6 7
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[Tpunoxxenue Ne 8-2
K MHCTpyKIMU 1O IEIONPOU3BOCTBY
B TepputopHuaibHOil H30HUpaTeNbHOM
xomuccun Ne 34

KAPTOYKA JIMYHOI'O IIPUEMA T'PAKIAH
B TEPPUTOPUAJIBHON N3BUPATEJIBHOU KOMUCCHUHU Ne

Jara obparienus
Jara npuema

« » 20 I. No
damuius, UMs, OTYECTBO 3asIBUTEIA JlomKHOCTHOE JIUII0, BEAYIIEE TPHEM
MecTo XKuUTeNbCTBa, TeNeHOoH Pesynbrarel paccMoTpeHust

KaTel"OpI/ISI 3asABUTCIIA

Coneprxanue oOpalieHus

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

COIVIacH€ Ha IPENOCTaBICHHE MHE YCTHOI'O OTBETa B XOJE JIMYHOIO IpUEMAa IO CYLIECTBY
MOCTaBJIEHHBIX B YCTHOM oOparieHnu Bonpocos. [IncbMeHHOTo 0TBeTa HE TpedyeTcs.

(mara) (moamuch 3asBUTEINS) (pacmmdpoBKa MOAMHUCH)

A

2 1

BbIpaxxaro

(damunus, UMs, OTYECTBO 3asIBUTEIIS)

corjiacue Ha BUeO-1 (MJIH) ayIHOMPOTOKOIMPOBAHKE IMYHOTO MPHEMa.

(mara) (monmuch 3asiBUTEIIS) (pacmmdpoBKa MOAMKICH)
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[Tpunoxxenue Ne 9
K MHCTpyKIMU 1O IEIONPOU3BOCTBY
B TepputopuaiibHOI U30UpaTENbHON
xomuccun Ne 34

JIucer coryiacoBanus

JomKHOCTD

damunus,

Hara Tonmucs WHHULAAJIBI

HUcnomuurenu
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[Tpunoxxenue Ne 10
K MHCTpYKIIMU TIO AETOMIPOU3BOICTBY
B TepputopHuaibHOil H30HUpaTeNbHOM

komuccuu Ne 34

YTBEPX/IAIO

IIpencenarens TeppuropuanbHOn

n30upaTenbHOU KoMuccuu No

(moamucek) (nHUIIMATBI, (HaMIITHS)

« »

20 r.

OT14eT 0 pacchlIKe MO0 COOTBETCTBYIOLIUM a/IpecaTaM U pa3MelleHNnH
pewmiennii TeppuropuajbHOil H30MpaTeJIbHON KOMHUCCHH No
Ha 0pUIHAJIBHOM caiiTe

3acenanne Ne OT « » roga

Ne Ne pemrenus AJlpecat pacChUIKH, aIpeC pa3MEILICHH ara

n/m THUK pa3MeleHus

PacChUIKU

1
2
3

Hcnonaurens

(TToamuch) (pactmmdpoBKa MOAMHUCH)
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[Tpunoxxenue Ne 11
K MHCTpyKIIMU 110 1€TOTPOU3BOJICTBY
B TepputopHuaibHOil H30HUpaTeNbHOM
xomuccuu Ne 34

HEPEYEHD

nmoAJICKaAaUX KOHTPOJJIK JOKYMEHTOB € YKa3aHUEM CPOKOB HCITOJIHCHUS

1. ®enepanbHble KOHCTUTYLIMOHHBIE 3aKOHBI, ()eJiepajibHbIE  3aKOHBI
Poccuniickon @enepanuuy — COTIIACHO YKA3aHHOMY B HUX CPOKY.

2. Yxa3wel Ilpesuaenta Poccuiickoit denepanmnu — COTTACHO YKa3aHHOMY
B HHUX CPOKY.

3. Paciopsixkenust  Ilpesupenta  Poccuiickoit  ®Denepanuivi — COTIACHO
YKa3aHHOMY B HHX CPOKY.

4. ITocranosnenus, pacnopsikenus [IpasurensctBa Poccuiickoit @enepanuu —
COTJIACHO YKAa3aHHOMY B HHUX CPOKY.

5. 3akonsl CaHkT-IleTepOypra — coriacHO yKa3aHHOMY B HUX CPOKY.

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

7. IlocTaHOBJIEHHS, PACHOPSDKEHUS OpraHa TOCYJapCTBEHHOM BIIaCcTU
Cankrt-IletepOypra — corjiacHO yka3aHHOMY B HUX CPOKY.

8. [loctanoBeHHS, pacOPSHKEHUS] PYKOBOAMUTENS OpraHa ToCy1apCTBEHHON
Bnactu Cankt-IleTrepOypra — corjiacHO yKa3aHHOMY B HUX CPOKY.

9. [Napmamentckue 3anpockl Coeta ®Penepanuu DenepanprHoro CoOpaHus
Poccuiickoit ®enepanuu, ['ocymapctBennoit Jlymbr ®denepanmprHoro Cobpanus
Poccuiickoit ®@enepaiuu —HE TMO3JHEE UYeM uepe3 15 KaleHIapHbIX JHEW
CO JHS TMOJYYEHHS IapJIaMEHTCKOTO 3ampoca WIM B HHOW YCTAHOBJICHHBIN
cooTBeTcTBYMOIIECH nanaroil denepansHoro Cobpanusi Poccuiickoit denepanmu
CPOK.

10. 3anpocsl CEHATOpOB Poccuiickoi denepanum, JENyTaTOB

I'ocynapcteennoit [{ymbl ®DenepansHoro CoOpanusi Poccuiickoit ®enepauuu —



HE no3aHee yeM yepe3 30 KaJleHJapHbIX THEN CO JIHS €ro MOJYYEHUS] WIM B UHOU
COTJIACOBAHHBIM C HMHULIMATOPOM 3aIIpoca CpOK.

11. O6pamenuss  cenatopoB  Poccuiickoit ~ denepanuu, JAemMyTaToB
I'ocynapctBennoit Jlymer ®DenepanpHoro CobOpanusi Poccuiickoit depeparuu
[0  BONpOCaM, CBSA3AHHBIM C WX  JEATEJIbHOCTHIO, — HE3AMEIUTEIBHO
(pu HEOOXOAMMOCTH TIOJTYISHHS TOTTOJTHUTEITHLHBIX MaTEPHUAIOB — HE TIO3/THEE YEM
yepe3 30 KameHJapHBIX THEH CO JTHSI MOTyUYeHUs 00paIieHus).

12. O6pamieHus Ty TaTOB 3aKoHOAATEILHOTO CobOpanus
Cankr-IletepOypra — B cpok, ycranoBieHHbIi CankT-IleTepOypra.

13. Ilucema w3 Anmunauctparuu Ilpesmmenta Poccuiickoit deneparmm,
[IpaButensctBa Poccuiickoit ®@enepaunn, Koncrutynrnonnoro Cyaa Poccuiickoit
Oenepannu, BepxoBHoro Cynma Poccuiickori @enepauuu, [ 'eHepanpHOU
npokypatypbl Poccuiickoit ®enepauuu, IIpaButensctBa Cankt-lleTepOypra —
B COOTBETCTBMM C YKa3aHUSAMHM [0 HCHIOJHEHHIO JOKYMEHTA IMpeacenaTems
TEPPUTOPUAIIBHOM  KOMHCCHUM, €CIM B  HHUX HE  yKa3aH  CpPOK —
He no3Hee yeM uepe3 30 KaJeHIapHbIX JHEH.

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

15. IlpencraBnenue NpoKypopa — B TEUEHHE MecsiIia O AHS NOCTYIIICHUS.

16. O6paieHus1, CBA3aHHBIE C peaTn3aIfel 1 3aluTON H30NPATEIbHBIX TPaB
W mpaBa Ha yyactue B pedepenayme rpaxaanH Poccuiickoiri dDepeparuu,
MOCTYNUBIINE B TEPPUTOPUAIBHYI0O KOMHUCCHUIO B XOAE COOTBETCTBYIOIIEH
n30UpaTeNbHOM  KaMIaHWW, KaMIlaHud  pedepeHayMa, —B  COOTBETCTBUU
¢ deepanbHbIM 3aKOHOM 00 OCHOBHBIX MAPaHTHAX M30MpaTEIbHBIX IpaB’.

17. Tlepecbuika oOOpallleHUid TpaxaaH, COJEPXKAIIUX BOIPOCHI, PEUICHUE
KOTOPBIX HE OTHOCUTCA K KOMIICTCHIIMM TEPPUTOPUATLHON KOMMCCHH,
OCYIIECTBJISIETCS B TCUCHUE CEMU KAICHIAPHBIX THEH.

OOparienue, CBI3aHHOE C COOTBETCTBYIOUICH H30MpaTeIbHON KaMITaHUEH,
KaMmmaHueln pedepeHayMa, TMOCTYNHBIIEE B TEPPUTOPUATHHYIO KOMHCCHIO
JI0 YCTAHOBJICHUSI €0 MUTOTOB TOJIOCOBAHUS, OINPEACIICHUS PE3yJbTaTOB BHIOOPOB,

pedepenaymMa U coaepallee BOMPOCHI, pEIIEHHE KOTOPhIX HE BXOJIUT

! YicnonbsyeTcs cokpallieHue, puBefieHHoe B MyHKTe 1.2 HacTosmiei MHCTpyKImn.



B KOMIICTCHIIMIO KOMHUCCHHM, B TEUEHHME ISITU JIHEW TMOocCie MHS MOCTYIUICHUS
HalpaBJsieTCs] B KOMHCCHIO, HMHOW OpraH Wid JODKHOCTHOMY  JIMILY,
B KOMIIETEHIIMIO KOTOPBIX BXOAUT €ro pPacCMOTpPEHHE, a MOCTYNHBIIEE B WHOM
NepuoJl MO0 HE CBSI3aHHOE C COOTBETCTBYIOIIEW H30MpATENIbHOM KaMIaHUEH,
KaMmnaHuel pedepeHayma — B TeU€HUE CEMU JHEH mocie AHS MOCTYIUICHHUS.

OO0parienus, He CBSI3aHHBIC C pean3alyeil U 3alIUTON N30UpaTebHbIX MPaB
U TpaBa Ha ydactue B pedepenayme TpaxaaH Poccuiickoir deneparuu,
NOCTYIHUBIIME B TEPPUTOPUATBHYI0 KOMHUCCHIO B MEPUOJ COOTBETCTBYIOLIEH
n30upaTebHOM KaMMaHWM, KamnaHuu pedepeHayma, a Takke MOCTYIUBIINE
BHE TepHojJa M30MpaTEeNbHON KaMIaHWHW, KaMIaHuW pedepeHaymMa WU IMOcie
YCTaHOBJICHUSI TEPPUTOPUAIBHON KOMHUCCHEN UTOTOB TOJIOCOBAHUS, ONPEACICHUS
pe3yJbTaToB BBIOOPOB, pedepeHayma, —B TedeHue 30 pgHel rmociie JHS
WX TOCTYIICHHUS.

18. Obpamiennst  cpeACTB  MaccoBOM  MH(pOpMAnMd 1O  BOMpOcaM
npenocTaBiieHuss WHMOpMAluu — B TEUEHHWE CEeMU  KaJICHJApHBIX  JIHEW.
Ecnu tpebyemble cBefeHUS HE MOTYT OBITh MPEIOCTaBICHBI B yKa3aHHBIM CPOK,
TO JIOMYCKAeTCs OTCPOYKAa B TMPEIOCTABICHUM 3ampaliuBacMoil HHQpoOpManuu
C BPYUYEHUEM NIPEICTABUTENIO PEAAKIIUUA B TPEXIHEBHBIA CPOK CO JHS MOJYyUECHHS
MMCBMEHHOIO 3arpoca WH(OpMaluu yBEJOMIIEHHS 00 OTCpOUYKE, B KOTOPOM
YKa3bIBalOTCA NPHUYMHBI OTCPOYKH, Jara, K KOTOpod OyaeTr mpenocTaBiieHa
3ampaniuBaeMasi “tHpopMalus, JoIKHOCTHOE JIMIIO, YCTAHOBUBIIIEE OTCPOUKY, /1aTa
MPUHSTHUS PEIICHUsI 00 OTCPOUKE.

19. 3ampoc rocymapcTBEHHOTO OpraHa, OpraHa MECTHOTO CaMOYIPaBJICHUS
WIM JOJDKHOCTHOIO JIMIA, paccMaTpHUBAIOLIEro oOpallleHHe TIpakKJaHuHa, —
JOKYMEHTbl W Marepuaibl, HEOOXOJWMbIE MJII PACCMOTpPEHHUs OOpalieHus,
MPEIOCTABISIIOTCA B TE€YEHHWE |5 NHEN WM MHOM CPOK, YKAa3aHHBIM B 3alpoce
(M0 BO3MOKHOCTH), 32 HCKJIIOUECHHEM JOKYMEHTOB M MaTEpHalioB, B KOTOPBIX
COJIep>KaTCsl CBEIEHUS, COCTABJISIOIINE F'OCYJaPCTBEHHYIO UJIM MHYIO OXPaHIEMYIO
denepanbHBIM 3aKOHOM TailHy, W JJI1 KOTOPBIX YCTAHOBJIEH OCOOBIA MOPSIOK

npeaoCTaBJICHM.
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[Tpunoxxenue Ne 12
K MHCTpyKIIMU 110 1€TOTPOU3BOJICTBY
B TepputopHuaibHOil H30HUpaTeNbHOM
xomuccuu Ne 34

TeppuropranbHas YTBEPXIAIO
n3OuparenpHas kKomuccus Ne
HOMEHKIJIATYPA JEJI IIpencenarens
TepputopuanbHOM
Ne n30upaTenbHO kKomuccuu No
(mata)
(moarucs) (pacmudpoBKa MMOAMKCH)
Ha rojg (mara)
Nunexc Kosmurecrso Cpoxk xpaHeHHs
A 3aroyioBOK Jiena TOMOB POK Xp Tpumeuanus
nena . u Ne crareii 1o nepevHro
(uacreit)
1 2 3 4 5
Hassanue paznena
(HaMMEeHOBaHUE JTOJKHOCTH COCTABUTENS (moxmuch) (pacumdpoBKa MOAMUCH)
HOMEHKJIATYPBI)
(mara)
COI'JTACOBAHO COI'JTACOBAHO

IIporokos DkcnepTHOM KOMUCCUU
TepputopuanbHoil n36upaTenbHO Komuccuu Ne

oT No

Cexperapb Cankr-IlerepOyprekoit
n30UpaTeTbHON KOMUCCUU

(mogmuce)  (pacmudpoBKa MOIMUCH)




[Iponomkenne npunoxenus Ne 12

Hrorosas 3amuch o KaTCTOPHAX U KOJIUMUICCTBE ACJI, 3aBCACHHBIX

B roay B TepputopualibHO# n30upaTenbHOi Komuccun Ne
B ToM uncine
ITo cpokam xpaHeHus Bcero T — C OTMETKOM
PEXOIIAI «OIIK»
1 2 3 4

Ha 6ymaxkxnoMm Hocutese

(mpu HaMUUUU TUOPUIHBIX Jei, ToM(a) Ha OyMaKHOM HOCHTENIEC YUYUTHIBAIOTCS B pasJieie
tabnuubl «Ha Oyma)kHOM HOcuTene», ToM(a) Ha SJIEKTPOHHOM HOCHTEJE YYHUTHIBAIOTCS B
pazjene TabauLbl « DIEKTPOHHBIX»):

ITocTossHHOTO

Honrospemennoro (cBoime 10 jeT)

Bpemennoro (10 10 sieT BKIIOYUTENBHO)

DNEeKTPOHHBIX

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

B paznene Tabmuisl «Ha OymakHOM HOcUTENEY, TOM(a) Ha AJIEKTPOHHOM HOCHUTEIEe
YUUTBIBAIOTCS B pa3zeiiec TaOJIUIbl « DICKTPOHHBIX)):

ITocTossHHOTO

Honrospemennoro (cBaoime 10 jeT)

Bpemennoro (10 10 et BKIIOYUTENBHO)

HUTOI'O:

(HaMMEeHOBaHUE JOJKHOCTH COCTABUTEIIS (monmucek) (pacuudpoBka moanucy)
HOMEHKJIATypBhl)

(mara)




TeppurtopuanbHas
nzbupatenpHas komucenus Ne
®OH/J Ne
OIHNCH N

A€, IOKYMEHTOB IIOCTOSSHHOI'O XpaHCHUA
3a roa
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[Tpunoxxenue Ne 13
K MHCTpyKIIMU 110 1€TOTPOU3BOJICTBY
B TepputopHuaibHOil H30HUpaTeNbHOM
xomuccuu Ne 34

YTBEPXIAIO
[Ipencenarens

TeppuropuanbHON
n30upaTeIbHOM KOMUCCHU Ne

(moamuck) (pacmudpoBKa MOAIUCH)

(mara)
No Hunexc 3aroJyiIoBoK o
Kpaiiaue natbt Komuyecto nmuctoB | Ilpumedanus
/1 zena nena
1 2 3 4 5 6
HaszBanue pasnena
B nanub1i pa3znen onucyu BHECEHO nen

(undpamu U POIMUCHIO)

¢ Ne o Ne , B TOM YHCIJIE:
JTUTEpPHBIC HOMEpA: )
MPOMYIIEHHbIE HOMEpa:

HaI/IMeHOBaHI/Ie HOJPKHOCTHU COCTAaBUTEIISA IIOAITNUCH paCHH/I(i)IDOBKa IIOAIINCHU
OITUCHU

HaumMmeHoBaHUEe DOKHOCTH MHOIMIUCE pacmrdpoBKa MOIMUCH

OTBCTCTBCHHOI'O 3a apX¥WB

(nata)

COTI'JTACOBAHO
IIpoTokOoa DKCEPTHON KOMUCCHH
TepputopuansHoil H30UpaTENHHOMI

komuccun Ne

oT Ne

YTBEPX/IEHA
[Ipotokom LleHTpanbHON SKCIIEPTHO -
MIPOBEPOYHON KOMUCCUU
ApPXHUBHOTIO KOMUTETA
Cankr-Ilerepbypra

oT Ne
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[Tpunoxenue Ne 14

K MHCTpyKIIMU 110 1€TOTPOU3BOJICTBY

TeppuropuaibHas
n3bupatenpHas komuccus Ne
®OHJ Ne
OIIUCH Ne

e, JTOKYMEHTOB BPEMEHHBIX
(cBeimre 10 jeT) cpoka XpaHeHUS

B TepputopHuaibHOil H30HUpaTeNbHOM

komuccuu Ne 34

YTBEPXJAIO

[Ipencenarens
TepputopuanbHOit
n3bupareabHol Komuccuu Ne

(moamuce) (pacmmgpoBKa MOAINCH)

3a roJ
(mara)
No Nunexc 3arosoBoOK Kpaiinue Cpok KonunuectBo
[Tpumeuanus
/1 nena nena JIaThI XpaHECHUS JIUCTOB
1 2 3 4 5 6 7
HaszBanue paznena
B nanub1i pa3znen onucu BHECEHO Jien
(urdpaMu U NPONKCHIO)

c Ne o No , B TOM
YUCIIe:

JIMTCPHBIC HOMEpA:

MIPOMYILEHHbIE HOMEpa:

(HanMeHOBaHUE JOJDKHOCTU COCTaBUTEI
OTIHCH)

(moamuce) (pacmmdpoBKa MOAMHUCH)

(HaMMEHOBaHUE JI0JKHOCTU
OTBETCTBEHHOTO 32 apXUB)

(nata)

COI''TACOBAHO
ITpoTokos DKCIepTHOW KOMUCCUHT
TepputopuanbHON U30UpaATETHLHOMN

komuccuu Ne

oT Ne

(moamuce) (pacmmdpoBKa MOAMHUCH)

YTBEPXJIEHA
[IpoTokom LleHTpanbHON SKCIEPTHO -
IIPOBEPOYHON KOMHUCCUU
ApxuBHoro komutera Cankt-IlerepOypra

oT Ne



TeppuropuaibHas
n3bupatenpHas komuccus Ne
®OHJA Ne
OIIUCH Ne

ACJI, JOKYMCHTOB 11O JIMYHOMY COCTaBy
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[Tpunoxxenue Ne 15
K MHCTpYyKIIMU 1O 1€TOTPOU3BOJICTBY
B TepputopuaibHOil H30UpaTeNbHOM
komuccuu Ne 34

YTBEPXJAIO

[Ipencenarens
TepputopuanbHOit
n3buparteabHoN Komuccuu Ne

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

HaszBanue paznena

| | |

B nanub1i pa3znen onucu BHECEHO aen
(undpamu 1 MPONUCHIO)

¢ No o Ne , B TOM

qHCcle:

JUTEPHBIE HOMEpa! ,

MPOIyIIIEHHbIE HOMEepa:

(HamMeHOBaHUE JOJIKHOCTH (monmucek) (pacuudpoBka moanucu)

OTBETCTBEHHOTO 32 apXHB)

(HauMEeHOBaHUE JOJKHOCTH COCTABUTEIIS (moamuce) (pacmmdpoBKa MOAMHUCH)

OTIHCH)

(nata)

COTI'JTACOBAHO
IIpoToKOa DKCEPTHON KOMUCCHH
TepputopuaibHON H30UpaTENBLHOM

komucenu Ne

oT Ne

COI'NTACOBAHO
IIpoTOKOI KCIIEPTHO-IPOBEPOUHOMN
METOJINYECKON KOMUCCUU
LleHTpambHOrO rOCyAapCTBEHHOTO apXUBa
Canxkr-IlerepOypra

oT Ne



[Tpunoxxenue Ne 16
K MHCTpyKIIMU 110 1€TONPOU3BOJICTBY
B TeppuTopralibHON U30UpaTEIHHOMN
komuccuu Ne 34

TepputopuanbHas YTBEPXIAIO
n3buparenbHas komucceus No [Ipencenareins
AKT TepputopuasibHOM
Ne n30uparenbHol komuccuu Ne

(MecTo cocTaBeHUs)
O BbIjIe/IeHHH K YHHYTOKEHUIO (rTorucs) (pacmudpoBKa IOIIIHCH)
(apXUBHBIX) TIOKYMEHTOB,
He MO/AJIeKANUX XPAHEHHU IO

(mara)

Ha ocHoBanum IlepeuHs THIIOBBIX  YIPaABJICHYECKUX apPXUBHBIX JOKYMCHTOB,
00pa3yIoUIMxcsi B TMpOLECCEe MACATEIbHOCTH TOCYJapCTBEHHBIX OPraHOB, OPraHOB MECTHOTO
CaMOYIIpaBJICHUSI M OpraHU3allfii, C YKa3aHUEM CPOKOB XPAaHEHUS M HOMEHKIATYpbl [l
TepputopualibHON N30MpaTeNbHON KOMUCCHH N 0TOOpaHbl K YHUYTOXKEHHUIO KaK HE HMEIOIINe
HayLIHO-I/ICTOpI/I‘-IeCKOf/i HECHHOCTH M YTPATUBIIHEC NPAKTHUYCCKOC 3HAYCHNEC JOKYMCHTBI:

No Ne onucu
(pu
BBIJICJIEHUH K
3aroyIoBOK Ne en. xp.
YHUUTOXKEHUIO Cpoku
nena 10 OIUCH
JIOKYMEHTOB Kon-Bo XpaHEeHUs
Ne WIH Tomel (uHIEKC ITpume-
. A MIPU TTOJITOTOBKE el. Xp. 1 HOMEPA
I/l | TpYIIIOBOM 1o o YaHUS
JieN K epenaye (mem) craTeit
3aroJIOBOK HOMEHKJIa-
B apXWB IO MEPEUHIO
JIOKYMEHTOB Type zien)
OpraHu3aluy,
rpada He
3aMoIHSIEeTCs])
1 2 3 4 ) 6 7 8
Hroro el. xp. (e, SJIEKTPOHHBIX JeI) 3a TOJIbI
(unpamu 1 MPONHUCHIO)
Ornrcu Aen NOCTOSHHOIO XPaHEHHUs 3a rOJIbl YTBEPKIEHHI ¢ L{eHTpanbHOM HKCIIEPTHO

-IPOBEPOYHOMN KOMUCCHUEN ApPXHUBHOTO KOMUTETA Cankr-IlerepOypra (mpoTokon
OT « » 20 r. Ne ).

(HaMMEeHOBaHUE JTOJKHOCTH JIMIIA, (moamnuck) (pacmudpoBKa MOAMKCH)
OTBETCTBEHHOTI'O 32 apXUB

(mara)
COT'JTACOBAHO YTBEPXIEH
IIpoTokOoa DKCEPTHON KOMUCCHH leHTpanbHOM 3KCIEPTHO-ITPOBEPOYHOU
TepputopralibHOM KOMHCCHH APXHUBHOTO KOMHUTETA
n3bupareapbHON KoMuccuu Ne Cankr-IletepOypra

OoT Ne oT Ne



[Tponomxkenue npunoxenus Ne 16

JIOKyMEHTBI B KOJIMUECTBE ead. Xp. (e, 3IeKTPOHHBIX JIeN):
- Ha OyMa)XKHOM HOCHUTEJIE BECOM KT CITaHbI B

(HaMMEHOBaHUE OPraHU3aLNN)

- Ha 3JICKTPOHHOM HOCHUTCJIC CAaHbI HA YHUYTOKCHHUC

(crIoco0 YHUUTOKEHUS)

(HaMMeHOBaHUE JOJKHOCTH JINIIA, (Toarmcs) (pacmudpoBKa IOIIIHCH)
CHIABILIETO JOKYMEHTHI)

(mara)

HN3meHeHus B YUYCTHBIC TOKYMCHTBI BHCCCHDI

(HaMeHOBaHUE JIOJHDKHOCTH JIMIIA, BHECILIETO (moamucek) (pactmmdpoBKa MOAMHUCH)
U3MCHEHHSI B YYETHBIC TOKYMEHTHI)

(mara)
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[Tpunoxxenue Ne 17
Kk MHCTpYyKIIMU 1O 1€TOTPOU3BOJICTBY
B TepputopHuaibHOi H30HUpaTeNbHOM
xomuccuu Ne 34

BHYTPEHHSA OITMCH JOKYMEHTOB JIEJIA

BHyTpeHHsI1 ONUCH JOKYMEHTOB /iejia Ne

Peructparnmonubit Howmepa
No patl Jlara 3arojioBoK p
HOMEpP JIUCTOB [Ipumeuanus
n/m AOKYMCHTa AOKYMCHTa
AOKYMCHTa aeia
1 2 3 4 5 6
Hroro: JIOKYMEHTOB
(mudpamMu ¥ IPOTUCHIO)
KosnuecTBoO 11MCTOB BHYTPEHHEN ONKUCH JUIL.
(urdpamMu 1 MPOMUCHIO)
(HaMMEHOBAHUE JTOHKHOCTH (TTOAMHCH) (pacimdpoBKa MOIITUCH)

JINIA, COCTABUBIIIETO
BHYTPECHHIOIO OIKCH
JIOKYMECHTOB JI€JIa)

(mara)
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[Tpunoxxenue Ne 18
K MHCTpyKIIMU 110 1€TOTPOU3BOJICTBY
B TepputopHuaibHOil H30HUpaTeNbHOM
xomuccuu Ne 34

JIMCT-3ABEPUTEJIb AEJIA

JIuct - 3aBeputens aena No

B nene noammTo u mpoHyMEpOBaHO ucT(OB),

(udpamMu ¥ IPOMHUCHIO)

¢ No mo Ne , B TOM YHCJIE:

JIUTCPHBIC HOMCpa JINCTOB

MIPOIYIIIEHHBIE HOMEpa JIUCTOB

+ JIMCTOB BHYTPEHHEN ONMUCH

Ocob6eHHocTr (hHU3MIECKOr0 COCTOSHUS Howmepa
1 GpopmMupoBaHus e JINCTOB
1 2
(HauMeHOBaHUE (mmoaruce) (pactmugpoBKa MOIHCH)
JIOJDKHOCTH)

(mara)
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[Tpunoxxenue Ne 19

K MHCTpYKIIMU TIO AETOMIPOU3BOICTBY
B TepputopHuaibHOil H30HUpaTeNbHOM

komuccuu Ne 34

w T
W op
WD
Cankr-IlerepOyprckoe rocyiapcrBeHHOE Ka3eHHOE yYpeKIeHue
«enTpanabHblii rocynapcreeHnblii apxus Cankr-IlerepOypra»
TEPPUTOPUAJIBHAA UBBUPATEJIbHAS
KOMHUCCHUSA Ne
JAEJIO Ne Tom Ne
(3aroJIoOBOK jena)
(kpaliHue 1atThl)
Ha JIACTax
XpaHUTh

D Ne
On. Mo
. Ne




YTBEPXJIAIO
[Ipencenarens
n30uUpaTeIbHON KOMUCCUHU

112

[Tpunoxxenue Ne 20
K MHCTpyKIIMU 110 1€TOTPOU3BOJICTBY
B TepputopHuaibHOil H30HUpaTeNbHOM
xomuccuu Ne 34

YTBEPXJAIO
HupekTop
Cankr-IleTepOyprckoro rocygapcTBEHHOTO
Ka3eHHOro yupexaeHus LlenrpanbHoro
rocyaapcrBeHHoro apxusa Cankr-IlerepOypra

[Tonnuce Pacmm¢poBka noanucu [Toanuce Pacmm¢poBka
MOJMUCH
IleuaTtn ITeyatn
Hara JlaTa
AKT
No
npreMa-Tiepeiad apXUBHBIX
JIOKYMEHTOB Ha XpaHEHUE
(oCHOBaHHME MepeIaum )
(Ha3BaHMe nepegaBaeMoro GpoHa)
caal,
(HaMeHOBaHUE OpPTraHU3alUU, TIEPEAroIIe TOKYMEHTHI)
TIPHHSLIL.

(HaI/IMeHOBaHI/IC OopraHu3anuvu, HpI/IHI/IMaIOH_[eﬁ ,Z[OKYMCHTBI)

IIpuHMMaeT Ha roCyAapCTBEHHOE XPaHEHUE JOKYMEHTHI 3a

Y CIIPAaBOYHBIN anmapar
(rompr)

K HUM:
Ne n/n HasBanune, Homep KonnuecTBo 3Kx3eMILIsIpoB KomnuectBo | IIpumeuanus
OINCH OIMCH J€JI, JOKYMEHTOB en. Xp.
1 2 3 4 5
Hrtoro npunaro eI.Xp.

(M (pamMu 1 TPOINCHIO)

ITepenauy nmpou3sBenu

IIpuem npoussenu

JomxkHoCTh [Toanuce Pacumudposka  JlomkHOCTB [Moanuce Pacmmdposka
MOAIHUCH MOAUCH
Hara Jara
®onny npucBoeH Ne
N3meHeHus B ydeTHbIE JOKYMEHThHI BHECEHBI
HaunmenoBanue nOmKHOCTH TToamuce Pacmdposka moanucu

OTBCTCTBCHHOI'O 3a apXUB

Harta






