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CAHKT-IIETEPBYPI'CKAS UBBUPATEJIBHAS KOMHUCCHUSA

PEIIEHUE

25 ¢eBpans 2016 roga Ne 137-10

006 UHCcTpyKIIMU 11O 1€JI0ONPOU3BOJACTBY
B Cankr-IlerepOyprckoii n3duparebHONH KOMHCCHHA

Bo ucnonnenue nocranoiieHus LleHTpanbHON M30UpaTeNbHOW KOMHUCCUU
Poccuiickoit  ®emeparmu  or 20 suBaps 2016 roma Ne 321/1832-6
Cankr-lleTepOyprckast u3duparenbHas KOMUCCHST P € Il U JI a:

1. VrBepauts MHCTpyKIIMIO TI0 nenonpou3BoicTBy B Cankt-IlerepOyprckoit
n30UpaTeabHOW KOMHUCCHUM B COOTBETCTBUM C TPUIIOKEHHEM K HACTOSALIEMY
pEeLIEHHUIO.

2. [Ipusnare yrpatuBmmM cwity TyHKT 1 pemenust Cankt-IlerepOyprcekoit
n3oupatenpHO kKomuccuu oT 21 utons 2011 roga Ne 99-5.

3. Ony0iMKoBaTh HACTOSIIIEE pEIIeHWE B CeTeBOM wu3aaHuu «BecTHuk
Cankr-IleTepOyprckoit n30upaTeIbHOM KOMUCCHID.

4. KoHTponb 3a WCIOJHEHUEM pEHICHUS BO3JIOKUTh Ha CeKperaps

Cankrt-IletepOyprckoit m3dbuparenbHoii komuccuun M.A. JKnmaHoBY.

[Ipencenarens
Cankr-IleTepOyprekoit
n30UpaTeIbHOU KOMUCCHH A.C. ITyunun

Cekperapb
Cankr-IleTepOyprekoit
M30UpATEIIBHON KOMUCCUU M.A. XXnanoBa



IIpunoxenue
K pemenuto Cankrt-IlerepOyprckoit
n30UpaTenbHOM KOMUCCUU

ot 25 ¢epans 2016 roma Ne 137-10

NHCTPYKIHUA .
O AEJOIPOU3BOJACTBY B CAHKT-IIETEPBYPI'CKOU
W3BEUPATEJIBHONH KOMUCCHUHA

1. OOmue MoJI0KEeHUA

1.1. Uuctpyknus 1o  nenmompousBojctBy B Cankt-IlerepOyprckoit
n3bupaTtenbHO Komuccuu (mainee — WHCTpyKIusl) yCTaHABIMBAET TOPSIOK
paboTel € JOKyMEHTaMH,  OCHOBHbIE  TMpaBWwia  HMX  MOJATOTOBKH
u odopmnenuss B Cankr-IletepOyprckoii nm3bupaTeabHOM KOMHCCHH (fanee —
u30upaTenbHasi KOMUCCHUS).

1.2. Unctpykmus paspaboTaHa Ha OCHOBaHUHM (PenepasbHBIX 3aKOHOB
ot 12 utons 2002 roga Ne 67-D3 «O0 OCHOBHBIX TapaHTHIX U30UPATENbHBIX MPaB
U MpaBa Ha ydactue B pedepenayme rpaxaan Poccuiickoin @eaepanuny» (nanee —
®enepanpabiii 3ak0oH Ne 67-D3), ot 22 oktsaops 2004 roma Ne 125-03 «0O6
apxuBHoM gneiie B Poccuiickoit denepauun», ot 2 masa 2006 roma Ne 59-03
«O mopsake paccmoTrpeHus oOpaiieHuiit rpaxkiaan Poccuiickoit denepamumny, ¢
y4E€TOM MOCTAHOBJICHUS IIpaBuTenbcTBa Poccuiickoit denepaunu
oT 3 Hos0ps 1994 roma Ne 1233 «O06 ytBepxkaeHuu llonoxeHus o mopsiake
oOpaiteHusi co cinykeOHoW WH(pOpMalreld OrpaHMYEHHOTO PACHpPOCTPaHEHUsS B
dbenepalbHBIX OpraHaX WCHOJHUTEIHLHON BIACTH M YIOJTHOMOYEHHOM OpTraHe
YIOPABJICHUS UCIOIB30BAHUEM AaTOMHOW SHEpPrum» (B peAaKlMy MOCTAHOBIEHUS
[TpaButenscTBa Poccuiickoit @eneparuu ot 20 utons 2012 roga Ne 740), [Tpaswr

ACJIOIIPOU3BOACTBA B (bez[epaanbe opraHax HCIIOJTHUTEIbHOU BJIaCTH,
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YTBEpXKIAEHHBIX nocTaHOBIeHHEM IIpaBurensctBa  Poccuiickon denepanyun
oT 15 uronst 2009 rona Ne 477, ¢ yueToM U3MEHEHU, BHECEHHBIX TOCTAHOBJICHUEM
[IpaButenscTtBa Poccuiickoit deneparun ot 7 centssops 2011 roma Ne 751,
MeToaudecknx peKoMeHIauui o pa3paboTke HHCTPYKIUI 1O JEIONPOU3BOICTBY
B (belepanbHBIX OpraHax HCIOJIHUTEIbHOM BJIACTH, YTBEPXKIACHHBIX MPHUKA30M
denepasibHOTO apXWBHOTO areHTcTBa oT 23 nexkadbps 2009 roma Ne 76,
NOCTaHOBJICHUH U WHBIX HOpMaTuBHBIX akToB L[UK Poccum, mzbuparenpHOU
KoMHccuu, Permamenta u3OuparesnbHOM KOMHCCUHU, C ucmnojibzoBanuem 'OCTa
P6.30-2003 «YHuduuupoBaHHbIE CUCTEMBI JTOKYMEHTALUU. YHUDUIUPOBAHHAS
CHUCTEMa OpTraHU3AIMOHHO-PACTIOPSANTEIILHON JOKYMEHTAlMKu. 1peboBaHUS K
obopmienuto gokymeHToBy, ['OCTaP 7.0.8-2013 «HanuonanbpHbIM cTanaapt
Poccuiickoit @enepannu. Cuctema CTaHAAPTOB MO MHPOPMAIMH, OUOIHOTEHHOMY
U U3ATEJIbCKOMY Jiely. Jlemonmpou3BOACTBO M apXWBHOE 1eyi0. TepMuHBI U
ONIPENCIICHUSY.

1.3. Tonoxenuss UECTpyKIIUK pacIpOCTPAHSIIOTCS HA OPTaHU3AIMIO PaOOTHI
C JOKYMEHTAMH HE3aBUCHMO OT BHJIa HOCUTEJIA, B TOM YHCIE C AJIEKTPOHHBIMU
JIOKYMEHTaMH, BKJItOUasi MOATOTOBKY, PETUCTPAIIMIO, MPOXOXKICHUE, XpaHEHUE U
UCIIOJIb30BaHUE JOKYMEHTOB, OCYIIECTBISIEMbIE CPEACTBAMHU IPOrPAMMHOIO
mwnemust  «JIEJIO»  moacucteMbl  jgokymeHTooOopoTa  'ocymapcTBEeHHOM
aBTOMATU3UPOBaHHOUN cuctembl Poccuiickoit denepanuu «Bbeibopsy (mamee —
[TN JEJIO) u cuctemsl peructpaiuu «CiyxeOHass KOpPECIIOHISHIIU.

PaGota ¢ JOoKyMeHTaMu IO OpPraHU3alMM 3aKyNOK OCYIIECTBISETCS B
cOoOTBETCTBUU ¢ HOpMaMu DeepanbHOro 3akoHa oT 5 anpenst 2013 roma No 44-03
«O KOHTpaKTHOW cuCTeMe€ B cdepe 3aKylmoK TOBapoB, paboOT, yCIayr uis
obecrieueHrsT TOCYNAapCTBEHHBIX W MYHUIIMINIAIBHBIX HYXI», Permamentra o
KonTpakTHOM ciyx0e u30upaTeNbHOW KOMHMCCHH, YTBEPXKIACHHOTO MPHUKA30M
npeaceaaTens n30upaTenbHOU komuccuu. OcoOeHHOCTH OpraHu3alnuu
JIOKyMEHTO000pOTa, OTHOCSIIIETOCS K OPTaHU3AIMHU 3aKyTOK, MPaBHJIa MMOATOTOBKU

)41 O(I)OpMJ'IeHI/I}I TaKUX OOKYMCHTOB, da TAaKIKC IIOPAIOK pa6OTI)I C HUMHU MOTYyT
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JIOTIOJIHUTENIHHO YCTAaHABIMUBATHCA COOTBETCTBYIOIIMMHU HOPMATUBHBIMU aKTaMH
MUK Poccun u n30uparenbHOi KOMUCCHH.

1.4. TIpaBuna moAroToBKU, 0OPMIICHUSI JOKYMEHTOB M TOPSIOK pabOTHI C
HUMH, TpeaycMoTpeHHble  WHcTpykumen,  oOs3aTenbHbl Ui YJICHOB
n30MpaTebHOM KOMHCCHH, TOCYJAPCTBEHHBIX MPAXKIAHCKUX CIYyKalluX arrmapara
n30upaTeNnbHOM KOMUCCHM (Jajnee — TpakIaHCKHE CIy)Kallhe) M TrpakiaH,
3aMEIIAIOIMINX JOJDKHOCTH, HE SIBIIIOIIMECS JOJDKHOCTSMH TOCYAapCTBEHHOM
IPaKIAHCKOM CHYKObI, a TakKe TpaxJaH, MPUBICKAEMBIX [0 T'PakIaHCKO-
IIPaBOBBIM JIOIOBOPaM JJIs1 00€CIEYEeHHUSI IEATETbHOCTH H30MPATENbHON KOMUCCHUM.

1.5. Benenue aenonpon3BoACcTBa U30MPATEIbHON KOMUCCHH OCYILECTBIISIET
IPaKIAHCKUM CITy»alluil anmapata u30MpaTebHOH KOMUCCUU B COOTBETCTBUU CO
CBOMM JIOJDKHOCTHBIM PErJaMEHTOM.

1.6. I'paxxnane, NOoCTynuUBIIKE HA TOCYIAPCTBEHHYIO IPAXKIAHCKYIO CITYKOy
B anmapar HM30MpaTeIbHON KOMHUCCUH, JUOO Ha JOJKHOCTH, HE SBISIOLIUECS
JOJKHOCTSIMU TOCYJAapCTBEHHOM TIpaKJaHCKOM CIyxObl, a Takxke TIpakIaHe,
NpUBJIEKAaeMble IO TPaXKIaHCKO-IIPAaBOBBIM  JOTOBOpaM i  oOecreueHus
JESTENIbHOCTH HM30MpATEIbHON KOMHUCCHH, JIOJDKHBI OBITh O3HAKOMJICHBI O]
HOANMKUCH C TEKCTOM MHCTPYKIIMU TpaXAaHCKUM  CIy>KalllUM  arrmapara
n30MpaTebHOW KOMUCCHH, OTBETCTBEHHBIM 32 BEJICHUE JI€IONPOU3BOICTRA.

1.7. B cmydae yxoga B OTHYCK, BbI€3la B KOMaHAHPOBKY, OOJE3HHU,
YBOJIbHEHHUSI ~ MCHOJHUTENS  JIOKYMEHTOB,  Mpelcenaresnb  (3aMecTHTElb
npejaceaarens, CeKperapb) M30MpaTENbHOM  KOMHUCCHMU — JIaeT  yKa3aHHe
IPAXKJAHCKOMY CIIy>KallleMy, OTBETCTBEHHOMY 3a BEJECHHUE JIEJIONPOU3BOJICTBA B
n30uparebHOM  KOoMHCCHU  (ajiee  —  OTBETCTBEHHBIM 32  BEJCHUE
JEJONPON3BOACTBA),  NE€peNaTh  HEHUCIOJHEHHbIE  JOKYMEHTBl  JIPYroMmy
ucnonHureno. [Ilpu  yBOJBHEHMM  TPAXKIAHCKUK  CIyXKAIMKA  IIepeaact
HAXOJISAIIUECS Y HEero Jeia U JOKYMEHTHI MO aKTy OTBETCTBEHHOMY 3a BEJICHUE
JEJIONPOU3BOCTBA.

1.8. Ilpu paboTe ¢ JOKyMEHTaMu, 3apETUCTPUPOBAHHBIMU B YCTAHOBIIEHHOM

nopsaake, B TOM HYHCIC IIPpU pa60Te C HOKYMCHTaMH, IIPCACTABJIICHHBIMHW IJIA
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COTIJIACOBAaHUs, HE pa3pelIaeTcsi BHOCUTh B HUX NOMNPABKU M JI€JaTh MOMETKH,
KpOMe IpeyCMOTpeHHBIX MHCTpyKIMen.

1.9. Henonpous3BOACTBO B HU30UpATEIbHON KOMHCCHU OCYIIECTBIISIETCS C
ucnonszoBanueM [ JIEJIO u cucremsl peructpanun  «CiyxeOHas
KOPPECTIOHICHIIUS.

Hoctyn k IIM JIEJIO ocymiecTBisieTcsi B COOTBETCTBUM ¢ PeriiameHToM
WCITOJI30BaHUsI WH()OPMAITMOHHBIX PECYPCOB KOMILIEKCA CPEJCTB aBTOMATHU3aIIUN
nzouparenbHot komuccun (namee — KCA HMKCP®) mno pacnopsskeHHIO
npenceaaresns N30MpaTeIbHON KOMUCCHH.

Hoctyn k cucteme peructpaiun «CiyxeOHass KOPPECIIOHIACHITUS
OCYUIECTBIISIETCSI B COOTBETCTBUU C PACIIOPSHKEHUEM MpeIceaTelisi KOMUCCHHU.

1.10. ITN AEJIO mpenocTaBisieT BO3MOKHOCTh pabOTaTh C 3JIEKTPOHHBIMU
oOpa3zaMH JTOKYMEHTOB U AJIEKTPOHHBIMU JOKYMEHTAMH, OCYIIECTBIATh B 0Oa3ze
JTAHHBIX ABTOMATH3UPOBAHHBIM MOUCK JOKYMEHTOB MO PA3JIUYHBIM KPUTEPHUSIM,
OpraHu30BbIBATH KOHTPOJIb HCIIOJIHEHUS JOKYMEHTOB M TOPYYEHHUN, a TaKkKe
NoJIy4aThb CTATHCTHMYECKHE OTYEThl MO JOKYMEHTOOOOpPOTy B U30MpaTeNbHOU
KOMUCCHHU.

1.11. Jloxymentsl, conepxamuecs B [ JIEJIO, moryT ObITh MOJNKCAHBI
ANIEKTPOHHON MOJANMKUCHIO JOIKHOCTHOTO JIMIIA.

OtHomieHnss B O0JAaCTH HCMOJB30BAHUS DJICKTPOHHBIX TOJMUCEH B
NEeATEIbHOCTH  M30MpPATETbHOM  KOMHUCCUHM, BONPOCHI  B3aUMOJEHCTBUS  C
VYnaocroBepsroruM  1ieHTpoM  LleHTpanpHOM — M30MpaTeIbHONH  KOMHCCHH
Poccuiickoit deneparuu perynupytorcs dheaepaibHbiMU 3akoHaMu oT 10 siHBaps
2003 rojaa «O ['ocynapcTBeHHOM aBTOMATHU3UPOBAHHOM cUCTEME
Poccuiickoit @eaepannu «Boioope» Ne 20-D3, ot 6 ampenst 2011 roga Ne 63-D3
«O0 »snexkrpoHHod mnoamucuy», oT 27 wuwons 2006 rToma Ne 149-®3
«O06 undopmaiyu, HHPOPMAIIMOHHBIX TEXHOJIOTHSAX M O 3aluTe UHGOPMAIUN,
or 27 wiona 2006 roma Ne 152-®3 «O mnepcCOHAIbHBIX [TaHHBIX», WHBIMU
dbenepanbHBIMU 3aKOHAMH, APYTUMHU HOPMATUBHBIMU MPABOBLIMU aKTaMHU, a TaKKe

HopmatuBHbIME akTamu [[UK Poccun n n3buparenbHO KOMHCCHH.
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1.12. OcnoBHo#t enununeit xpanenus: uadopmanuu B [IN JIEJIO u cucteme
peructpaiu  «CnykeOHasi KOPPECHOHACHIMS  SBISETCS PETUCTPALMOHHAS
KapTO4yKa JOKYMEHTA.

1.13. Pabdora B I[IM JEJIO u cucreme peructpamuu «CiyxeOHas
KOPPECHIOHJICHIIUS» OCHOBBIBAETCS HAa MPUHLUIE OJHOKPAaTHOM pErucTpanuu
JOKYMEHTA.

1.14. CornacoBanne WHCTpYKIIMM W HM3MEHEHH B HEE MPOBOIATCS C
YIOJIHOMOYEHHBIM OpraHoM HcHojgHuTenpHo Biactu Cankrt-IlerepOypra B
o0jacTM  apXMBHOTO Je€fla B  COOTBETCTBUM C  3aKOHOJATEIbCTBOM
Cankr-IletepOypra.

1.15. B MHCTpYyKIIMHU MCTIONB3YIOTCS CIAEAYIOLUE TEPMUHBI U ONIPEAEICHUS:

OMaHK JOKyMEHTa — JHUCT OyMard WM DJIEKTPOHHBIM MIabJoOH C
PEKBU3UTAMU, UACHTU(PUIMPYIOIUMHU aBTOPa OPUIIHMAIIBHOTO T0KYMEHTA;

BHYTPEHHUHN JOKYMEHT — JOKYMEHT, IOATOTOBJIEHHBI B M30MpPATEIbHOU
KOMUCCHH, HE BBIXOSIINHN 32 €€ Mpeebl;

BXOJSIIIMM JTOKYMEHT — JIOKyMEHT, IOCTYNUBLIMI B H30UpaTEIbHYIO
KOMUCCHIO;

JI€JI0 — JOKYMEHT WJIM COBOKYIHOCTb JJOKYMEHTOB, OTHOCAILIUXCSA K OJJHOMY
BOIPOCY WJIM YYaCTKY AESITEIbHOCTH U IOMELIEHHBIX B OTAEIBHYIO O0JI0XKKY;

JEJIOMPON3BOACTBO — IEATEIBLHOCTh, 00ECTIEUNBAIOIIas TOKYMEHTUPOBAHHE,
JIOKYMEHTOO0O0pOT, ONIEPaTUBHOE XPaHEHUE U UCIIOJIb30BAHUE JOKYMEHTOB,;

nokiagHas (cmy>keOHas) 3amiMcKa — BHYTPEHHHUM TOKYMEHT, aIpeCOBaHHBIN
BBIIIECTOSIIIIEMY JODKHOCTHOMY JIMIY OT HIDKECTOSILIEro JOHKHOCTHOTO JIMLA
U coJeprKaluil 00CTOSITEILHOE M3JI0KEHHE KAaKOTro-JIMOO BOIIPOCa C BBIBOJAAMHU U
PEJIOKEHUSIMU COCTaBUTEIIS;

JOKYMEHT — 3a(MKCUpOBaHHAs HAa HOCUTENE MHPOpPMAIUs C PEKBU3UTAMH,
MO3BOJIAIOILMMU €€ UJIECHTU(ULUPOBATH;

JOKYMEHTUPOBaHHE — 3amuchb UHPOpMAlMU Ha  HOCUTENIE IO

YCTAHOBJICHHBIM IIpaBUJIaM,
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JOKYMEHTOOOOPOT — IBUKEHHE JTOKYMEHTOB B M30MpaTEIbHON KOMHUCCHH C
MOMEHTA MX CO3JaHUS WU NOJYYEHHUs 10 3aBEPIICHUS HUCIIOJHEHHUs, IOMEICHUS
B JICJI0 WIA OTIPABKU;

AyOnuKaT TOKyMEHTa — MMOBTOPHBINA SK3EMILUISP MOJIMHHUKA JJOKYMEHTA,

3aBEpEHHAs KONHWsA JIOKYMEHTa — KONMS JOKYMEHTa, Ha KOTOpOW B
COOTBETCTBUM C  YCTAaHOBJICHHBIM IIOPAJKOM  IIPOCTaBIEHbl  PEKBHU3UTHI,
o0ecrnevynBarone ee IOPUINIECKYI0 3HAUMMOCTb;

UCXOIAIINNA JOKYMEHT — JOKYMEHT, OTIpaBseMbId W3 H30MpaTeIbHON

KOMUCCHU;

KOHTPOJIb ~ UCTOJHEHHS  JOKYMEHTOB COBOKYITHOCTb  JICWCTBHIA,
00ecreunBaroINX CBOEBPEMEHHOE UCTIOJHEHUE JJOKYMEHTOB;

KOS IOKyMEHTa — SK3eMILIAP TOKYMEHTa, TOJHOCTHIO BOCIPOU3BOISMIINN
uH(OpMAIUIO MOJIMHHKKA TOKYMEHTA;

HOMEHKJIaTypa JieJl — CUCTEMaTU3UPOBAHHBIM IEpeueHb 3arojoBKOB JE,
CO3/1aBaeMbIX B U30UpATENIbHON KOMHUCCHH, C YKAa3aHUEM CPOKOB UX XPAHEHUS;

HOPMATHBHBIE JOKYMEHTBl — COBOKYIMHOCTh MHCTPYKTHBHBIX MaTepUaJIOB,
pacCUMTaHHBIX Ha TMOCTOSIHHOE WJIM MHOTOKpPaTHOE JICHCTBHE U COAEpIKAIIUX
Kakue-1100 HOPMBI, MpaBUiIa, PEINUCAHNUS;

HOCUTENb (JJOKYMEHTHUPOBAHHOW) MHGOPMAIUU — MATEPUAIbHBIM OOBEKT,
npeaHa3HAaYeHHBIN Ui 3aKperuieHus, XpaHeHus (M BOCIPOU3BEICHUS) PEUEBOH,
3BYKOBOW WJIM M300pa3uTeIbHON HHDOPMAIINH;

opUIMANBHBIA JTOKYMEHT — JIOKYMEHT, CO3JIaHHBId OpraHu3alue,
JOJDKHOCTHBIM JIMIIOM WJIM TPaKIAaHUHOM, O(OPMIIEHHBIH B YCTaHOBJICHHOM
HOpSIIKE;

oopmiieHHEe NOKyMEHTa — MpPOCTaBJICHHE Ha JIOKYMEHTE HEOOXOIUMBIX
PEKBU3UTOB,;

NUChMEHHOE OOpalleHue — HaMpaBICHHBIE B TOCYAAapCTBEHHBIA OpTaH,
OpraH MECTHOTO CAaMOYTMPABICHUS WM JOHKHOCTHOMY JIMILy B HHUCHMEHHOU

dbopme nipeasioxKeHne, 3asBJICHUE WIH Kajlo0a;
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MMCHMO — 0000IIEHHOE Ha3BAHKME PA3IHMYHBIX MO COAEPKAHUIO JOKYMEHTOB,
CIIy>KallliX CPEACTBOM OOLICHHS MEXKIY OpraHU3aIUsIMU, IpaKIaHaAMH;

NOJJMHHUK JOKYMEHTa — TIEpBBIA WJIM €IUHCTBEHHBIH OSK3EMIULIP
JOKYMEHTA;

[OPYYEHUE — JOKYMEHT, MPEANUCHIBAIOIIMM BBIIOJHEHUE TEX WJIM HHBIX
3aJaHMH;

pEerucTpalroHHasl KapTouka JokymeHTa (nanee - PK) — perucrpaioHHO-
yueTHass ¢opMa, B TOM YUCJIE B JJIEKTPOHHOM BHJIE, MCIIOJIb3yeMas Ul 3alkcu
CBEJICHUI O JOKYMEHTE B LEJSIX y4eTa, IIOMCKAa W KOHTPOJIS, cOo3AaBaeMas Npu
perucTpanuu JoKymeHTa ¢ ucrnoaszoanrem 111 JIEJIO;

perucrpanus JOKyMEHTa — TNPHUCBOCHHE JOKYMEHTY PErHMCTPAllMOHHOTO
HOMEpa 1 BHECEHUE CBEJCHHUM O IOKYMEHTE B PETHCTPALIMOHHO-YUYETHYIO (POpMY;

PEKBU3UT JOKYMEHTA — 3JIEMEHT O(POPMIICHUS JOKYMEHTA;

CUCTEMA DJIEKTPOHHOI'O JOKYMEHTOOOOpOoTa —MH(OpPMAIMOHHAs CHCTEMA,
obecrieunBaromias cOOp JOKYMEHTOB (BKIIIOYCHHE JOKYMEHTOB B CHUCTEMY), HX
00paboTKy, ynpaBiieHHE TOKYMEHTAMHU U AOCTYI K HUM;

CKaHUPOBAaHUE JOKYMEHTA — MOJyYEHHUE 3JIEKTPOHHOTO 00pa3a TOKyMEHTa;

CPOK HCHOJIHEHUS JIOKYMEHTa — CpOK, YCTAHOBJIEHHBIH HOPMAaTHBHBIM
IIPABOBBIM AKTOM, OpraHU3alMOHHO-PACTIOPAIUTENBHBIM TOKYMEHTOM, YKa3aHUSIMU
[0 HUCTIOJHEHUIO JOKYMEHTA WIH TOPYUYEHUEM;

yKa3aHUs M0 MCIOJHEHHUIO TOKYMEHTa — PEKBU3UT, COCTOSLIUN U3 HAAMUCH
Ha JOKYMEHTE WJIM Ha OTIEIbHOM JIMCTE€ YCTAHOBJICEHHON (OpMBI, CaeTaHHOU
JOJDKHOCTHBIM JIMLIOM;

dbopmupoBaHue Jiea — TPYNINUPOBAHUE UCIIOTHEHHBIX JOKYMEHTOB B J€JIO B
COOTBETCTBUM C HOMEHKJIATYypOH J€J1 M CUCTEMATU3alMs JTOKYMEHTOB BHYTpPU
nena;

HKCIIEPTU3A LIEHHOCTU JOKYMEHTOB — U3YY€HHE JTOKYMEHTOB HA OCHOBAHUU
KPUTEPUEB UX LIEHHOCTH ISl OIIPEIEIIEHNS] CPOKOB XPaHEHHUs JOKYMEHTOB,;

ANEKTPOHHAs MOANUCh — HWHpoOpMaluss B  JJIEKTPOHHOU  (opme,

IMPUCOCANHCHHAA K 3JICKTPOHHOMY AOKYMCHTY HWJIM WHBIM 06pa30M CBsi3aHHasA C
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HUM W TIO3BOJIIONIAS HWACHTU(UIIUPOBATH JIHI0, IOJIUCABIIEE SJICKTPOHHBIN
JIOKYMEHT;

AIIEKTPOHHBIN JOKYMEHT — TOKYMEHT, HH(POpPMAIIKs KOTOPOTO TMPECTaBICHA
B DJICKTPOHHOH (hopMme;

AJIEKTPOHHBIA JTOKYMEHTOOOOPOT — JOKYMEHTOOOOPOT C HCIIOJIb30BaHHEM
aBTOMATHU3UPOBAHHOW HMH(POPMAIIMOHHOW CHUCTEMBI (CHCTEMBI DJIEKTPOHHOTO
JIOKyMEHTO000pOTA);

DIIGKTPOHHBIK 00pa3 JOKyYMEHTa — OJEKTPOHHAs KOIMHUsA JOKYMEHTa,
W3TOTOBJICHHOTO HAa OYMa)KHOM HOCHTEJIE;

ANIEKTPOHHBIN 11a0M0OH OJlaHKa JTIOKyMEHTa — CM. TEPMHUH «OJIaHK

JIOKYMEHTa.

2. llpueM, perucTpanusi U NPOXoKIeHNe MOCTYNAIOIMNX JOKYMEHTOB

2.1. lokyMeHTbl B uU30UpaTeNbHYI0 KOMHUCCHIO JIOCTaBIISIOTCA uepe3
oTheNieHre CBs3M (IOYTOBOM, TenerpaHON CBsI3bI0), opraHamu (eaepaibHON
(denpaberepckol CBsI3U, CHEIMANIbHOW CBS3bIO, HAPOYHBIM MM TEPENAOTCS
npeaceaaTesnto (3aMeCcTUTEN0 MpeceaTelNs, CeKpeTaplo, YieHaM) u30upareabHon
KOMHCCHUH BO BpEMsI JIMYHOTO MPUEMA.

JIOKYMEHTBI MOTYT MOCTYNaTh B HM30UpaTEeNbHYI0 KOMHCCHIO MO KaHalaM
CBs3M ['0CcyapCTBEHHONM aBTOMAaTU3UPOBaHHOW cucTeMbl Poccuiickoint denepannu
«Bp10ope»  cpeactBamu  dnekTpoHHou moutkl  [IW JAEJIO, 4epe3 dopmy
«HampaBuTth amexkrponnoe oOpaiienue B Cankr-IlerepOyprekyio n3bupaTenbHyro
KOMHUCCHIO» Ha OQUUUAIbHOM caiTe M30MpaTENbHOM KOMHUCCHUH, U IO
(haKCUMMIIBHOM CBSI3H.

2.2. llpuem, mnepBuuHass o00paboTka © perucTpanus MOCTYMAIOIIUX
JOKYMEHTOB IPOM3BOAUTCA OTBETCTBEHHBIM 33 BEJIEHUE JEJIONPOU3BOACTBA
c wucnons3oBanueM [IM JIEJIO wu cucrembr peructpauun «CiyxeOHas
KOPPECIOHICHIU» €KETHEBHO B Yachl padO0Thl U30MPaTENbHON KOMUCCUH, KPOME

BBIXO/IHBIX U HEPAOOUMX MPa3AHUYHBIX THEH.


http://www.st-petersburg.izbirkom.ru/WAY/B0BF45EE-17BD-49BB-A81D-E451088029E9.html
http://www.st-petersburg.izbirkom.ru/WAY/B0BF45EE-17BD-49BB-A81D-E451088029E9.html
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[lopsimok TOJlydeHHs] W PEruCcTpaluy JOKYMEHTOB IIOCJIE€ OKOHYaHHUS
paGouero [1HS, B BBIXOJHbIE M Hepabouue Mpa3gHUYHBIE [HU, B TMEPUOJ]
n30UpaTeNbHBIX KaMIIAaHWM — OmpenessieTcs MpeacenareyeM U30upaTebHOU
KOMHCCHH, B CIIy4ae OTCYTCTBHS MPEACENATENs] — 3aMECTUTENEM IpeaceaaTesis
1100 cekperapeM n30upaTeslbHOM KOMUCCHH.

2.3. TloctynuBiine AOKYMEHTHl TNOJAPA3NEISAIOTCS HAa PErHuCTpUpyeMble
u He nomiexanme peructpauuun B IIM JIEJIO wm cucreme peructpauuu
«Ciyxe0Hast KoppecrnoHaeHIHs (puaoxenue Ne 1).

2.4. Ilpy BCKpPBITUM KOHBEPTOB, IOCTaBJICHHBIX OpraHamu (QerepabHOM
¢enbaberepckoit CBsI3U 15M01 IIOYTOBOM CBS3bI0, IIpOBEpsIETCA
PaBUILHOCTD aJIPECOBAHUS, KOMIUIEKTHOCTh M LEJOCTHOCTh  JIOKYMEHTOB,
HaJIM4KE MPUIIOKEHUMN, CBEPSAETCS COOTBETCTBUE UX HOMEPOB YUYETHBIM HOMEpaM,
yKa3aHHBIM Ha KOHBepTax. HenpaBuibHO ajipecoBaHHbIE U OIIUOOYHO BIIOKEHHBIE
JOKYMEHTbl HE PETUCTPUPYIOTCS, TMEPEChUIAlOTCS MO HA3HAUYCHUIO WIIU
BO3BPAILAIOTCS OTIPABUTENIO.

2.5. Ecnu npu BCKPBITUM KOHBEPTa OOHAPYKEHO OTCYTCTBHE JTOKYMEHTOB
WIM WX OTIEIbHBIX JINCTOB, NPWJIOXKEHUH, IOBPEXKACHUE JTOKYMEHTOB WIIN
HECOOTBETCTBUE HOMEpPOB JOKYMEHTOB HOMEpaMm, YKa3aHHbIM Ha KOHBEPTE,
OTBETCTBEHHBIM 32 BEJICHHUE JEJIONPOU3BOICTBA COCTABISETCS AKT YCTAHOBJICHHOM
dbopmbl B 1BYX Odk3emruisipax (mpuisiokerne Ne2). OnuH SK3eMIUISIp aKTa
MOCBLJIAETCS OTIPABUTEIIO, IPYTOi MPUOOIIAETCS K MPUHATHIM JOKYMEHTAM.

Ha o6opoTHO# CTOpOHE MOCIEAHETO JIUCTAa TMOBPEXKICHHOTO IOKyMEHTa
B [IPABOM HIJKHEM YIUIy JI€JaeTCsl OTMETKA «J[OKyMEHT MOJIy4YEH B MTOBPEXKICHHOM
BUJIE».

2.6. KoHBepThl OT MOCTYNUBIINX JOKYMEHTOB HE YHUUYTOXAIOTCS B CIyyae,
€CJIM TOJIBKO MO HUM MOXHO YCTaHOBHUTH aJIpeC OTIPABUTENS, JATy OTIPABKU U
MOJIyYeHUsS] JOKYMEHTOB, €CJId OHU COAEPKAT JOKYMEHThI, KOTOPbIE MOCTYIHIN
u3-3a npeaenos teppuropun Poccuiickon denepanun, U3 CyI0B, CIEICTBEHHBIX

OpraHoB OO0 AOrOoBOpbI, IPCTCH3MHU, HCKOBBLIC 3adBJICHUA, JOKYMCHTHI,
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CBSI3aHHBIE C OCYIIECTBICHHEM 3aKyNOK TOBapoOB, paboOT, yCIayr Aisi oOecnedeHus
rOCyJ1IapCTBEHHBIX HYX]I.

2.7. KoHBepThl y4aCTHUKOB 3aKyIOK TOBapOB, pabOT, yCIyr, MOCTYIUBIINE
NIOYTOBOM CBSI3bI0, IPUHUMAIOTCSI OTBETCTBEHHBIM 3a BEJICHUE JIETONPOU3BO/ICTBA,
HE BCKPBIBAIOTCS, YYUTHIBAIOTCS B  OOIIEM TMOpsSAKE W MepeaaroTcs
OTBETCTBEHHOMY 32 OCYIIECTBJICHHUE 3aKYIOK MO/ MOHUCh.

2.8. lIpu peructpauuu mnoctynusiero aokymeHta B PK o0s3atenbHo
BBOJISITCS CIEAYIOIINE PEKBUZHUTHI: BUJI TOKYMEHTA, €r0 UCXOIAIIMIA HOMED U J1aTa,
JaHHBIE O KOppecrnoHeHTe (aapecanTe) (paMumaus, UMsi, OTYECTBO (PU3UUECKOTO
JULA WM Ha3BaHHME OPraHU3ALMHM, MECTOHAXOXJACHUE OTIPABUTENS), a TaKKe
KpaTKoe Cojep>KaHHue JIOKYMEHTa, KOJUYECTBO JIMCTOB OCHOBHOIO JIOKYMEHTa U
JIMCTOB MPUJIOKEHUS, KOJTUYECTBO SK3EMILISIPOB.

PeructpaniioHHbI TAaMO € YyKa3aHUEM BXOJSIIEr0 HOMEpA, JaThl,
BPEMEHU PETUCTpAllMU MPOCTABISIETCS, KaK MPABUIIO, B MPABOM HIDKHEM YIIIy
JULEBOM CTOPOHBI MEPBOrO JIMCTAa 3apErMCTPUPOBAHHOrO JOKymeHTa. Ha
NPWIOKEHUN TPOCTABISAETCA BXOASAIIMM HOMEp JOKYMEHTa, K KOTOpPOMY OHO
OTHOCHTCH.

Ha xomnuu noxkymeHTa BXOJSAIIMNA HOMEP MPOCTABISIETCS B IPABOM HIKHEM
yIJ1y JUIEBON CTOPOHBI MEPBOTO JIUCTA.

[Ipu peructpanuu JTOKYMEHTa, SBISIOMIETOCS OTBETOM Ha HCXOISIIUN
JOKYMEHT WJIM IMPUCIAHHOTO B JOMOJHEHHE K paHee HAlpaBJICHHOMY JOKYMEHTY,
B PK nemaercs cooTBeTCTBYIOIIAS CChUTKA (CBS3KA).

K moBTOpHOMY MJOKYMEHTY TPHUKIAIbIBACTCS WHPOPMAIUSI O paHEe
MOCTYMUBIIUX TOKYMEHTaX U pe3yjbTaTax MX UCIOJHEHUS B BUJE pacrieyaTaHHOU
PK, xotopas nepegaercs OTBETCTBEHHOMY 3a UCIIOJIHEHUE JOKYMEHTA.

[locne perucTpanuu JOKyMeHTa Ha OyMa)KHOM HOCHUTEJIE OH MOXET OBbITh
OTCKaHUpoBaH, a 3areM K PK MokeT ObITh NMPHUCOENMHEH 3JIEKTPOHHBIM 00pa3
JOKYMEHTa U PWIOKEHUs K Hemy B (popmarte .pdf (3a uckimoueHrneM JOKYMEHTOB,

noctynuBmux u3 LUK Poccuu, moanucaHHBIX JIEKTPOHHOM MOJIMKUCHIO).
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[Ipu peructpanmuu BXOISAIIMX JOKYMEHTOB, MMEIONIUX COPOITIOPOBAHHBIC
MPUJIOKEHUS, CKAHUPYETCS TOJIBKO COMPOBOUTEIBHOE MUCHMO.

Ilepen cxkaHupoBaHMEM JOKYMEHTAa Ha HEM pacIleyaTbIBaeTcs C
ucnoas3oBanueM 11 JIEJIO peructpalluOHHBIN ITAMIT U (WIIK) IITPUX-KO/I.

[Ipu mocrymnenun B u3dbuparenbHyro komuccuro nuchMa u3 LK Poccun,
MOANMCAHHOTO 3JIEKTPOHHOW MOANMMUCHIO, HAa JIMUEBONW CTOPOHE MOCIEAHETO JINCTA
JIOKyMEHTa MOXKET OBITh TPOCTABICH IITaMI BU3YaJIU3allUd dSJIECKTPOHHOU
MOAIHCH.

2.9. Ilpu HeoOXOOUMOCTH JIOKYMEHTBHI, TIOCTYNHBIIHE CPEACTBAMHU
anekTpoHHOM moutsl [IM JIEJIO m mnoamucaHHbIE 3JIEKTPOHHOM MOAMMCHIO,
pacreyaTbiBatOTCsS OTBETCTBEHHBIM 3a BEJICHHE JICJIONPOU3BO/ICTRA.

2.10. 3aperucTpupoBaHHbBIEC TOKYMEHTHI JTOKJIAIBIBAIOTCS OTBETCTBEHHBIM 32
BEJICHUE JICJIONPOM3BOJICTBA MpEJCEAaTeNt0  (3aMECTUTENI0  MpeAceaaTeis,
CeKpeTapro) n30upaTeabHON KOMUCCHUHU.

2.11.Tlocne pokiaga JOKYMEHTHI C YKa3aHUSAMH IO HCIOJHEHHIO
JOKyMEHTa npexacenaTens (3amecTuTens npejacenarerns, cekpeTapsi)
n30MpaTeIbHOM KOMHUCCHU  BO3BPAIAIOTCS  OTBETCTBEHHOMY 3a  BEJICHUE
JIeJIOTPOU3BOICTBA JUIsl BHECEHUSI YKa3aHUM M0 MCIOJIHEHUIO JoKyMeHTOB B PK, a
3aTeM MEPEAAIOTCA UM MCIIOJTHUTENSAM IOJT MOJNMKUCH B pacniedyatranHoi PK.

[TogIMHHKUK MOKyMEHTa MO0 TepenaeTcs MUCIOJHUTENI0, MO0 OCTaeTcs y
OTBETCTBEHHOT'O 3a BEJCHHME JEJIONMPOU3BOACTBA JIO OKOHYAHUS MCIOJIHEHUS
JOKyMeHTa. B 3ToM cilyyae HCTIOTHUTEIIO MEPEeIaeTCsl KOMUS TOKYMEHTA.

2.12. JlIokyMeHTBI, aJpeCcOBAaHHbIE YJieHAaM W30UpaTeNbHOW KOMHUCCHUH,
PEeTUCTPUPYIOTCS,  JIOKJIAJIBIBAIOTCSA UM MCIOJHSIOTCS B YCTAHOBJICHHOM
NHCcTpyKIMen nopske.

2.13. UcrionHEeHHBIE JOKYMEHTBI CITMCHIBAIOTCS B JIEIO HCIIOJHHUTEIIEM
(npencenaresieM, 3aMECTUTENIEM MpEACENaTelis, CeKpeTapeM) u30upareabHON
KOMHCCUU U MEpPEalTCcsi OTBETCTBEHHOMY 3a BEACHUE JEJIONPOU3BOACTBA IS
MOMEIIEHUsT B JIEJJO B COOTBETCTBUM C HOMEHKJIATypoH el u30uparesibHOM

KOMUCCHH.
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3. OcHOBHbIE TPeOOBAHUS K NMOATOTOBKE H 0OPMIIEHUIO JOKYMEHTOB

3.1. JloxymeHThI, co3aBaeMble B M30UpaTEIHLHOM KOMUCCUH, OPOPMIISIOTCS
Ha OJIaHKaX, Ha CTaHJIAPTHBIX JucTax Oymaru gopmara A4 (210 x 297 mm), 1160 B
BUJIC DJIEKTPOHHBIX JOKYMEHTOB M JIOJDKHBI HMMETh YCTAaHOBJICHHBIH COCTaB
PEKBU3HUTOB.

3.2. JlokyMeHTbl OGOPMIISIIOTCS Ha TPOJOJBHBIX JUOO YIVIOBBIX OJaHKax
YCTaHOBJICHHOW (DOPMBI, HM3TOTOBJICHHBIX THUIOTPA()CKUM WU KOMITBIOTEPHBIM
crocoooM (mpuioxerue Ne 3).

B u36uparensHOit KOMUCCHU YCTAHOBIICHBI CJICIYIONTUE BBl OJIaHKOB:

OJIaHK IPOTOKOJIA 3aceaHNs N30UpaTebHON KOMUCCHUY;
OJIaHK MOCTAHOBJIECHUS N30MpATENbHOU KOMHUCCHH;
OJlaHK MpHKa3a npeaceaaTesnss KOMUCCHH;

OJIaHK pacropsHKeHUs MpeiceaTeNsl KOMUCCHUU;

OJIaHK TIpejiceIaTeNs KOMUCCHUU;

OJIaHK 3aMEeCTUTENIS TPeICeaTeNs] KOMUCCHUY;

OJIaHK cekpeTaps KOMHUCCHH;

OJIaHK MEChMa N30UPATEITHHON KOMHUCCHUH.

3.3. JlokymMmeHTBl O(QOpMIIAIOTCS B COOTBETCTBHM ¢ TpeOOBaHUAMH K
JOKyMEHTaM, U3roTOBJISIEMBIM C TTOMOIIBIO MEYaTAIOIIUX YCTPOICTB, U K (ailiam
TEKCTOBBIX IOKYMEHTOB (mpuiioxeHue Ne 4).

3.4. Ilpu nmoarotoBke U OPOPMIICHHH HOKYMEHTOB JIOJKHBI COOJIIOIATHCS
npaBuia 0HOPMIICHHS PEKBU3UTOB, U3JI0KEHHBIC HITKE.

CocTaB peKBU3UTOB JOKYMEHTA OMPEIESETCS €ro BHIAOM M HAa3HAYCHHUEM.
PekBu3nTamu 1OKyMEHTOB, CO3/1aBa€MbIX B M30MpATEIbHON KOMUCCHH, SIBJISIFOTCS:

3.4.1. Ha 6mankax nokymenToB nomeriaercs repd Cankr-IlerepOypra.

KoHTposib 3a npaBuiIbHBIM MCHOJIB30BAHUEM OJIAHKOB M UX COOTBETCTBHEM
YCTAaHOBJICHHBIM ~ 00pa3laM OCYILIECTBISAETCS OTBETCTBEHHBIM 32 BEJICHHE
JIETONIPOU3BOICTBA, KOTOPBIA OTBEYACT TaKKe 3a y4deT OJaHKOB, HMEOIINX

HyMepaLuuio.
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YHUYTOXKEHUE HMCTOPYEHHBIX OJAHKOB OCYIIECTBISIETCS C COCTABJICHHEM
aKTa.

3.4.2. HaumeHoBaHue n30UpaTeIbHOM KOMUCCUU

HanMenoBanne wu30MpaTtenbHOl KOMHCCHU YKa3blBaeTCsd Ha OJIaHKaxX B
cootrBeTcTBUM ¢ 3akoHOM CankT-IlerepOypra ot 18 nexadps 2006 roga Ne 587-95
«O Cankr-IlerepOyprckoit n30upaTebHON KOMUCCHUY.

3.4.3. CipaBouHbI€ AaHHbBIE 00 U30MPATENBHON KOMHCCUU

CnpaBouHble JaHHble OO0 U30MpaATEIbHOM KOMHUCCHUU YKa3bIBAIOTCS B
Onmankax mnuceM: HcaakueBckas 1., 1A.6, Cankr-Iletep6ypr, 190107,
tenepon  (812) 570-17-77, dakc (812) 570-17-77,  http://www.st-
petersburg.izbirkom.ru

3.4.4. HaumeHnoBaHue BUAa JOKYMEHTA

HanmMenoBanve  Buaa  M3JaBaeMOro  JOKyMeHTa  (MOCTaHOBJIEHUE,
pacnopspkeHue, pelieHue, MPOTOKOJI 3acelaHMsi, BBIMUCKA W3 IPOTOKOJIA
3aceJjaHus U T.J.) BKIIOYaeTCs B OJJAHK COOTBETCTBYIOIIETO BUA IOKYMEHTOB.

B nuceMax HamMeHOBaHME BHUAA W PA3HOBUJIHOCTH JOKYMEHTAa He
yKa3bIBAETCSl.

3.4.5. Jlata nokymeHTa

JlaTo NOKyMEHTa SBIAETCS JaTa €ro MOANUCAHUSA, YTBEpXKAcHUA. JlaTou
MIPOTOKOJIA SIBJISICTCS IaTa 3aceAaHus, a aKTa — JjJaTa COOBITHS.

JlaToii TOKyMEHTa, W3JaHHOTO0 COBMECTHO JIByMs M 00Jiee OpraHU3alUsIMU,
ABJIAETCA AaTa OoJiee Mo3IHEeHN OITUCH.

Haty nokymeHnTa ohopMIISIFOT apabCKuMu upaMu B MOCIEI0BATEILHOCTH:
JIeHb Mecsla, Mecsll, Toa. [lenp mecsma u mecsr oOpMIISIOTCS ABYMs TapaMu
apa0Ockux 1udp, pa3aeIeHHBIMA TOYKOW, TOJl — YEThIPhbMS apaOCKuMu Iudpamu,

Harpumep:

07.01.2015
Jlomyckaetcsi ciioBecHO-IIUGPOBOI crtocod opopMiieHHs 1aThl, HAPUMED:

7 suBaps 2015 roga
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3.4.6. PeructpaioHHbI HOMEp JOKYMEHTa

JUis BXOOAIUMX W UCXOASIIMX JIOKYMEHTOB - 3TO HMHJIEKC Jena Io
HOMEHKJIAType U, 4epe3 KOCYIO YepTy, NOPSIKOBBI HOMEpP IOKYMEHTA.

PerncrpanvoHHsli HOMEP JOKYMEHTA, W3JaHHOTO COBMECTHO, COCTOHUT
U3 pa3leleHHbIX KOCOW YEepTOM pPErucTPAlMOHHBIX HOMEPOB, MPUCBOEHHBIX
OpraHu3alMsIMU ABTOPAMU JOKYMEHTA U PACIIOJIOAKEHHBIX B MTOCJIEI0BATEILHOCTH,
COOTBETCTBYIOIIEH O0O3HAUYECHHIO HAMMEHOBAaHUN OpraHU3aluii B 3arojJOBOYHON
YacTH JIOKYMEHTA.

3.4.7. Ccplnka Ha UCXOIAIIUN PETUCTPAITMOHHBIA HOMED U ATy TOKYMEHTA.

Cchulka Ha MCXOAAIIUN PEruCTPallMOHHBI HOMEp W JaTy JOKYMEHTa
BKJIIOUAETCS B COCTaB PEKBU3UTOB OnaHka muchbMma. CChUIKA TPOCTABISIETCS
UCTIOJTHUTEIEM PU MOATOTOBKE MMChMa-OTBETA.

3.4.8. MecTto coctaBieHus (M31aHus1) JOKyMEHTa

Mecto cocrtaBiieHus (M31aHKs) JOKYMEHTa yKa3bIBaeTCs Ha 00IIeM OJlaHKe
U OJlaHKe KOHKPETHOTO BUa JOKyMeHTa. B OnmaHkax mHceM CBEIEHUs O MECTe
CO3/MaHUsA JOKYMEHTa cojepkarcsi B pekBuzutre «CrpaBouHbIe JaHHBIE 00
M30MPATEIIFHON KOMUCCHH.

Mecto cocraBieHus (M3MaHMsI) JIOKYMEHTa YKa3bIBa€TCS C  YYETOM
NPUHATOTO aJIMUHUCTPATUBHO-TEPPUTOPUATILHOTO JIETCHUS.

[Tpu mpoAOIBLHOM PACIIONIOKEHUHU PEKBU3UTOB OJaHKa MECTO COCTaBIICHUS
WIA W3IaHHAS JTOKyMEHTAa YKa3bIBa€TCA B CEpPEIMHE CTPOKHM MEXAy IaTod u
PETUCTPALIMOHHBIM HOMEPOM JIOKYMEHTa, a TpHU YIJIOBOM DPACIOIOKEHUH
PEKBU3UTOB — MOJ JAaTOW W PErUCTPALMOHHBIM HOMEPOM JOKYMEHTa, OT Kpas

JICBOT'O I10JIA.

3.4.9. I'pud orpanndenus 1ocTyna K J0KyMEHTY.

OTmeTka O KOH(PHICHIMATHHOCTH Ha JOKYMEHTAaX, COJICpPKAIIUX
nH(}OpMaIMI0, OTHOCUMYIO K CIy>KeOHOU TaiiHe, uMmeer Buj «Jlis ciry>xeOHOTO
nonb3oBanus» (najiee - JICII) u npocraBisercss B BEpXHEM IPABOM YTITy JIUIIEBOM

CTOPOHBI IICPBOIO JIMCTA JOKYMCHTA OT I'PAHHUIBI BEPXHCTO I10JIA.
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3.4.10. Anpecar
PexBu3uT «Aapecary» pacnojiaraetcs B IpaBOM BEPXHEM YTITy.
JIOKyMEHTBI aIpECYIOTCSl B OpTaHU3alUU, UX CTPYKTYpHbIE MOIpa3ieieHus,
JNOJDKHOCTHBIM JIMIIAM WM TpaXJaHaM I[IpH OTBET€ Ha HX OOpalleHus.
HanmeHoBaHMe oOpraHuM3allid W CTPYKTYPHOTO TOJpPA3JEiCHUsl YKa3bIBaIOTCA

B UMCHUTCIIbHOM ITIaJICKE, HAIIPUMCEDP:

Anmvmunuctpanus LleHTpanbHOro paitona
Cankr-IletepOypra

IOpunuueckunii otaen

Ecau AOKYMCHT aJpeCyCTCiad OOJDKHOCTHOMY JIMIY, HAWMMCHOBAHHC
OpraHu3anuu yKas3blBa€TCsl B MMCHHUTCIIbHOM IIaZICKC, 4 JOJUKHOCTDb U (1)aMI/IJ'II/I$I -

B aTesnbHOM. [Ipu 3TOM MHUIIMATIBI YKa3bIBalOTCS nepe]] haMuiauei, Hanpumep:

Anmunuctpauus L{enTpansHOro paoiiHa
Canxkrt-IletepOypra
HauansHuky oO1ero otaena

H.I1. UBanoBy

Ecnu  noxkymeHT angpecyercs pyKOBOOMTENIO OpraHu3aliyd WU €ro
3aMECTUTENI0, HAMMEHOBAHUE OpPraHU3alliyd JOJDKHO BXOAUTh B HAaUMEHOBAHHE
JOJDKHOCTH aJipecara, HalpuMep:

3amecturento aupexropa Beepoccuiickoro
Hay4YHO-HCCJIEI0BATENbCKOTO HHCTUTYTA
JIOKYMEHTOBE/ICHUS U apXUBHOTIO JIeia

ILIT. CMupHOBY

Ecin  n1oxkyMmMeHT ajpecyeTrcs oOpraHu3alid, CHadaja YyKa3bIBaeTCs €€

HAaNMEHOBAHHUE, 3aTEM ITOYTOBBIN A/IpEC, HAITPUMED:
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LlenTpanpHas u3dbupaTenbHas KOMUCCHUS

Poccuiickon Oenepanunu

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

JlormyckaeTrcsi LEHTpUPOBaTh KaXKAYKH CTPOKYy pPEKBH3UTa «Apecary
10 OTHOLIECHHIO K CAMOU JUIMHHOM CTPOKE.

Jlomyckaercsi MCHONb30BaTh  O(PUIIMAIBHO MPUHSATHIE  COKpAIEHHBIE
HAaUMEHOBaHHUsS OpPraHOB  TIOCYJAapCTBEHHOM  BIJIACTH, OPraHOB  MECTHOTO
CaMOYIIPABJICHUs, OpraHU3ALAMN.

[TouToBBIN aznpec yKa3bIBAa€TCAd B IOCIEIOBATEIBHOCTH, YCTAHOBJIECHHOMU
[IpaBunamMu OKa3aHHsS YCIyTr TIOYTOBOM CBSI3U, YTBEPKACHHBIMH IPHKA30M
MunucrepcTBa CBSI3M M MacCOBBIX KOMMyHUKauuil Poccuiickonn @enepauuu
OT 31 urons 2014 roma Ne 234 «O6 yrtBepxknaenun [lpaBui okazaHus yciyr
IIOYTOBOU CBS3M.

Ha noxymeHnrax, agpecoBaHHbIX (peliepanibHbIM TOCYIAPCTBEHHBIM OpraHam,
opraHaM TOCYJapCTBEHHOW BJacTH CcyObekToB Poccuiickoit ®eneparuu,
n30UpaTeNbHBIM KOMHUCCUSIM CyOBekTOB Poccuiickoit ®dexpepanuu, aapec He
YKa3bIBAETCS.

Ecnu 1OKyMEHT OTIIpaBisieTCsl B HECKOJIBKO OJHOPOJIHBIX I'OCY/1apCTBEHHBIX
OpraHOB WJIM OpraHu3aluii, X ciaeayeT yKa3blBaTb 0000LIEHHO, HAPUMED:

IIpencenarensM TEppUTOPUAIIBHBIX
N30MpaTeIbHbIX KOMUCCUI
B Cankr-IletepOypre

JIOKyMEeHT He JOJDKEH cojepkaTh Oosiee ueTbipex anapecaToB. CloBO
«Konus» nepen BTOpbIM, TPETBUM, YETBEPTHIM aAPECATOM HE YKa3bIBAIOT.

[Ipu HampaBieHuu JOKyMEHTa Oojiee YeM B YeThIpE aJipeca COCTaBIIAETCA
CIMCOK pAaCCBUIKM YCTaHOBJCHHOW ¢opmbl (mpuioxenue Ne5), KoTOpbIii
NOJANKCHIBAETCS MpeAceaaTesieM (3aMECTUTENEM MNPEICENaTeNsl, CEKPETapeM)

n30UpaTeTbHOM KOMHUCCHH.
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[Ipu agpecoBanny HOKYMEHTa (PU3MUECKOMY JIMILy BHAYaJIe YKa3bIBAIOTCS
dbaMuITus ¥ MHUITMATIBI TTOJTYYaTelIs, 3aTeM MOUYTOBBIN aJIpec, HapUMep:
®omuueny [1.1.

MocxkoBckwuii mp., 1om 15, kB. 10,
Cankr-IlerepOypr,
190000

3.4.11. I'puc¢ yrBepx aeHUs JOKYMEHTa

JIOKyMEHT  yTBEp)KIaeTcsi JOJDKHOCTHBIM  JIMIIOM WJIM  CIICHUATbHO
U3/IaBa€MbIM JOKYMEHTOM.

[Ipu yTBepKIIeHUU TOKYMEHTa TOJDKHOCTHBIM JIMIIOM TPHU( YTBEPKICHUS
nospkeH coctosTh u3 cioBa Y TBEPXIIAIO (6e3 kaBbiuek) MpONUCHBIMUA OyKBaMU
U Ha CIEQyIolleld CTpOKE — HAUMEHOBAaHUE JOJDKHOCTH, IMOANUCH, WHHUIIMAJIBI
U haMUITUs JUIa, YTBEPAUBIIETO JOKYMEHT, U J]aTa YTBEPKIACHUSI.

Hanpuwmep:

YTBEPXIAIO
[Ipeacenarens Cankr-IleTepOyprekoii
M30UpaTEeIbHON KOMUCCUH

JTUYHAs TOAINCH WHUTIAAIBI, (pamMums
JlaTta

[Ipu yTBEpKIEHUU TOKYMEHTa IMOCTAHOBICHUEM, MPOTOKOJIOM, PEUIEHUEM,
pacniopsbkeHrem rtpud  yTtBepxkaeHus coctoutr w3 cinoBa Y TBEPXJIEH
(VTBEPXIEHA, VYTBEPXIEHbI wmu VYTBEPXEHO) (06e3 xaBbIuek)
MPONMMUCHBIMA ~ OyKBaMH,  HAaWMEHOBAHWS  YTBEP)KIAIOMIETO  JIOKYMEHTa
B TBOPUTEIILHOM MAJIEKE, €r0 AaThl U HOMEPA.

Harmpumep:

YTBEPX/IEH
pemenueM Cankt-IlerepOyprekoit
n30upaTeIbHON KOMUCCUH
ot 25 suBaps 2011 rona Ne 130-4
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I'pud yTBepkmeHus pacmojararoT B NPABOM BEPXHEM YTy IOKyMEHTA.
B rpude yrBepxkaeHUs IOmMycKaeTcs IEHTPUPOBATH SJIEMEHTHI OTHOCHUTEIHHO
CaMOM JUIMHHOW CTPOKH.

3.4.12. Yka3zanus 1o UCIOJHEHHUIO TOKyMEHTa (Pe30IIIo1us)

VYKazaHus MO HCIOJIHEHUIO JIOKYMEHTa MOTYT OBITh HAIMMCaHbl OT PYKH
npejacenareyaeM (3aMecTUTeNeM TpelcenaTens, CeKperapeM) u30upaTeIbHON
KOMHCCHM Ha TIOJJIMHHUKE JOKyMEHTa Ha CBOOOJHOM OT TEKCTa MeECTe, WU
odopmiieHbl Ha oTAelbHOM Jucte popmara A6 (105 X 147 Mm) ycTaHOBIEHHOM
dopmbl  (mpunoxkenue Ne 6), NPUIOKEHHOM K JOKYMEHTY. YKa3zaHwsl TIO
WCIIOJITHCHUIO JIOKYMEHTa BKJIFOYAIOT (pamMmimu ¥ WHULHAAIGL (MO0 JOHKHOCTH)
UCIIOJIHUTENEH, TIPU HEOOXOJUMOCTH — COZIepKaHKEe MOPYUYEHUS], CPOK UCTIOTHEHUS
(ycTaHAaBIMBAaEMbId JOJDKHOCTHBIM JIMIIOM, JABIIMM YKa3aHWE IO HWCIOJHCHUIO
JIOKYMEHTA), MOAMUCH PYKOBOJIUTEINS U 1aTy, HalpUMED:

Cemenony H.H.
Kpacunosy II1.H.

[Ipomry moAroTOBUTH MIPOEKT NMHUChMA
k 22.03.2011

JIngyHas moanuch
JlaTta
VYkazaHus 1o UCIOIHEHUIO JOKYMEHTa, 0(hOPMIICHHBIC Ha OT/ICIbHOM JIMCTE,
MPUKPEIUIAIOTCS K JIOKYMEHTY, K KOTOPOMY OHU OTHOCSITCA, M BMECTE€ C HUM
MOJIIIIMBAIOTCS B JIEJIO.
VKazaHus 110 UCIOJHEHHUIO JOKYMEHTa MOTYT OBITh OMOPMIICHBI C
ucnojb3oBanueM 111 JIEJIO.
3.4.13. 3aroyioBOK K TEKCTY JJOKyMEHTa
3aroj0BOK K TEKCTY JOKYMEHTA JOJDKEH KPAaTKO U TOYHO PacKphIBaTh €ro
coj/iep>kaHue U OBbITh COIVIaCOBAaH C HAMMEHOBaHUEM BHUJA JJOKYMEHTA. 3arojOBOK

MO>KET OTBEYaTh Ha BOTPOCHI:
«0 yeM (0 KoM)?», HarpuMep:

pacniopsikeHne «O co31aHuu DKCIEPTHON KOMHCCUUY;
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«4ero (koro)?», HanpuMep:

JIOJDKHOCTHOM peryiaMeHT Benyuiero crnenuanucta B.B. CmupHoBa

AKT 00 YHUYTOKCHUHN JOKYMCHTOB C HCTCKIIMMHA CPOKAMU XPAHCHUA

3aroJ0BOK COCTaBIISIETCS JTULOM, TOTOBSIIIIMM IIPOEKT JOKYMEHTA.

JloxyMeHThl, odopMmieHHbIe Ha OnaHkax d¢opmata A5, ykKazaHUsS 1O
WCIIOJTHEHUIO JOKYMEHTA, TeJIErPaMMbl HE 03arIaBIUBAIOTCA.

3aroyioBOK, COCTOSALIMN M3 JBYX U 0o0Jjiee CTPOK, Medaraercs 4epe3 OJAMH
MEKCTPOUYHBIM HMHTEpBaJ, TOYKA B KOHIE 3arojOBKa HE CTABUTCA. 3aroJIOBOK
pacrojaraeTcs Ha NEpBOM JIUCTE HaJ TEKCTOM JOKYMEHTa IO LIEHTPY, a MpH
0hOopMIICHUH TTHChMA — OT TPAHUIIBI JIEBOTO TOJIS.

[Tucbma, cocrosimue U3 OHOTO ab3aila, CoaepIKaIero He 6oaee 5 CTpOkK, He
03arjaBiIuBalOTCA.

3.4.14 OT™eTKa 0 KOHTpOJIE

OTMeTKa 0 KOHTpPOJIE MPOCTABIAETCS HA JOKYMEHTaX, MOCTABJICHHBIX Ha
KOHTPOJIb, C HUCIOJb30BaHUEM ITaMia «KOHTposb» (MM MHBIM CIIOCOOOM) Ha
BEPXHEM II0JIE JOKYMEHTa CIpaBa, JUO0 Ha OJIaHKE yKa3aHUS IO HCIIOJTHEHUIO
JIOKyMEHTA.

3.4.15. TekcT m1OKyMEHTa

TexcThl  JOKYMEHTOB, CO37aBaeMbIX B  HM30MPATETHLHONM  KOMHCCHH,
0hOPMIISIIOTCS Ha PYCCKOM SI3bIKE KaK TOCYAapCTBEHHOM si3blke Poccuiickoi
®denepanun. OdunmanbHas nepenucka nduparenbaon komuccnu ¢ [IAK Poccun,
M30UpaTEIIbHBIMU KOMHUCCHUSIMH, OpraHaMH TOCYJAapCTBEHHOW BIACTU CYOBEKTOB
Poccuitckon ®enepaunu, opraHamMyd MECTHOTO CaMOYIIPABJIECHUS BEHECTCS Ha
PYCCKOM f3BIKE KaK rOCyAapCTBEHHOM s13bIke Poccuiickon denepanuu.

Texkct gokymMeHTa MOXeT ObITh OQOopMIIEeH B  BHJE  CBSI3HOTO
TEKCTa, TAOJHIIBI UM COSUHEHUS ITUX CTPYKTYP.

Texcr gokymMeHTa JODKEH  M3Jaratbcsi KpaTKO © SICHO, OBITh
apryMEHTHUPOBAHHBIM, OOecleurnBaTh TOYHOE M OJHO3HAYHOE BOCIPUSITHE

coziepxarieiicss B HemM HHGOpMaIIiH.
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TexkcT JOKyMEHTa HOJDKEH, Kak NpPaBUJIO, COCTOSATh M3 JBYX YacCTEH.
B nmnepBoM dYactMm yKa3pIBalOTCA IPUYMHBI, OCHOBAHWSA, LEIU COCTAaBJIECHUS
JIOKyMEHTa, BO BTOPOM — pEIICHUS, BBIBOJBI, MPOCHOBI, MPEATOKECHHUS,
PEKOMEHALUN.

TexkcT OOKyMEHTa MOXET COJEpXKAaTh TOJIBKO 3aKIIOYUTEIbHYI) YacTh
(HanpuMep, pacropsbKeHHE — PacHopsAIUTENbHYI0 4acTh 0€3 KOHCTaTHPYIOLIEH,
UCHMO, 3asBJIEHUE — IPOCHOY O€3 MOSICHEHN).

B Tekcre nokymeHTa, MOATOTOBJIEHHOIO Ha OCHOBAaHWM 3aKOHOAATEIbHBIX,
WHBIX HOPMATHBHBIX IPAaBOBBIX AaKTOB, M3JAaHHBIX OPraHaMu TOCYAapCTBEHHOU
Biaactu Poccuiickoii ®enepannu, HWHBIME (elepalbHBIMU TOCYAapCTBEHHBIMU
OpraHamMu, OpraHaMu TOCYJapCTBEHHOW BiacTu cyOwbekToB Poccuiickoi
®enepannu, [IMK Poccun, wu3bmparenbHOM  KOMHCCHEW,  YKa3bIBaCTCS
HAaMEHOBAaHHUE BUJIa JIOKYMEHTA, HAMMEHOBAHHWE OpPraHa, U3[AaBIIETO TOKYMEHT,
JlaTa TPUHATHS WU YTBEPKICHUS JTOKYMEHTA, €r0 PETrMCTPAllMOHHBIA HOMED,
a TAK)K€ 3aroJIOBOK JIOKYMEHTA, 3aKIIOYEHHBIN B KaBBIYKH.

TexcTbl JOKYMEHTOB OOJbIIOT0 O00BbEMa, Hampumep, HWHCTPYKIIHM,
METOAUYECKUX PEKOMEHIAIMN, MOTYT IEIUThCS HA pasleibl, MOAPAa3JAeiabl U
MYHKTBI, KOTOPbIE HYMEPYIOTCS apaOCKUMU LUppamHu.

Harmpumep:

1. Paznen
1.1. [Togpaznen
1.1.1. ITynkT

AG3a11bl BHYTpH IMYHKTOB HE HYMEPYIOTCS.

B nucbMax ucnonb3yror ciaenyromnme GopmMbl U3I0KEHUS:

or l-ro muma MHOXecTBeHHOro uyucia («IIpocuM  HampaBUTH
uHpopMaluio...», «Harmpasisiem Ha 3aKiII0u€HUE TPOEKT...» U Ip.);

OT 3-TO JIUIa €AUHCTBEHHOTO yucia («u30uparenbHasi KOMUCCHSI HE CUMTAET
BO3MOXHBIM...»,  «u30UpaTenbHasi  KOMHUCCUS  NpeajiaraeT  pacCMOTPETh

BO3MOYKHOCTb...»);
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Ha OJaHKax MOJDKHOCTHBIX JIMI — OT 1-ro JMIla €IMHCTBEHHOTO 4YHCIa
(«ITpomry Bac mpencraButh gaHHbIC O...», «CHUTAI0 BOSMOXKHBIM IIPHHATH y4acTHE
B...»).

I'padpr u cTpokm TAOMUIBI JOJKHBI WMETh 3arojIOBKH, BBIPAKCHHBIC
CYLIECTBUTEILHBIM B HMMEHUTENbHOM manaexe. [lom3aronoBku rpad u CTpoK
JIOJKHBI OBITH COTJIACOBaHBI C 3arojioBkamu. [IpomomkeHue TaOIUIlbI HA HOBOM
JUCTE BCErJa HAaYMHAETCA C 3arojOBKOB €€ CTOJIONOB (WJIM HOMEPOB rpad B
ciaydae, eciu rpadbl TaOJIUIIBI HA IEPBOM JIUCTE MPOHYMEPOBAHBI).

3.4.16. OT™eTKa 0 MPUIIOKEHUU

OTMmeTKa 0 HAIMYWU MPUITIOKEHUN PACTIONaraeTcsi OT TPAHUIIBI JIEBOTO OIS
MOCJIe TEKCTA Mepe/1 MOAMUCHIO.

Ecnu noxymeHT uMeeT MpuiioKeHUs, Ha3BaHHBIE B TEKCTE, OTMETKA 00 uX

Hajauuuu odopmIIsieTcs 1o ciaeayomiei hopme:

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

Ecan HOKYMCHT HMMCCT IPUITIOKCHHUA, HC HA3BAHHBIC B TCKCTC, HX
HanMMCHOBAaHUA HGO6XOI[I/IMO MNEPCUUCIINTL IIOCJIC TCKCTAa JOKYMCHTA IICPC/A
MOAIMHUCHIO C YKA3aHUCM KOJIMYCCTBA JIMCTOB B KAXKIOM ITPUITOKCHUHN U KOJINYCCTBA

9K3CMILISIPOB, IPU HAIMYINHU HCCKOJIBKHUX HpI/IJ'IO)KeHI/Iﬁ HUX HyMCPYIOT, HAIIPUMCP:

[Tpunoxenue: 1. IlomoxxeHue 00 3kcnepTHOW KOoMHCccHH HA 15 11. B 1 3K3.

2. IlpumepHas HoMeHKIaTypa aen Ha 14 1. B 1 ak3.

Ecniu mnpunoxenuss cOpoLIIOpOBaHbI, TO KOJUYECTBO JIHCTOB HE
YKa3bIBaeTCsl.
Ecnun npuioxkeHue HampaBiseTCs HE BO BCE YKA3aHHBIE B JIOKYMEHTE

azpeca, TO OTMETKA O HAJIMYUU MPUIIOKEHUS ohopmIseTcs o cienyromiei popme:

[Tpunoxenue: Ha 20 1. B 3 5K3. TOJIBKO B IIEPBBIM agpec.
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Ecnmm x pokymeHTy mnpwiaraercs Opyrod JOKYMEHT, TakK€ HMEOLIUN
IPUJIOKEHUE, TO OTMETKA O HAJIWYUHM NPUIOKEHHUS O(QOPMIISETCS CIETYIOIIUM
obpazom:

[Mpunoxkenne: mnucemo Cankt-IlerepOyprckoil  u30UpaTeNbHON  KOMHCCUU
or 15.11.2015 Ne 01-12/450u u npuioxeHHe K HEMY, BCEro Ha
15 7.

B nmocTaHOBIEHUSX M PACMIOPSKEHUSAX CBENEHUS O HATMYMUU NPUIIOKEHUN
yKa3bIBatOTCs B Tekcte. Hanmpumep:

«Pa3paboTtarh M mNpeACTaBUTh MNPOEKT IUIAaHA MO (opme, YyKa3aHHOH
B IpritoxkeHun Ne 1»,

Ecim B J0OKyMeHTE, K KOTOPOMY OTHOCHUTCSI MPHUJIOXKEHUE, OHO
HE YTBEPXKJAeTcsl, a MPOCTO COAEPKUTCS CChUIKA HA HETO, TO B IPaBOM BEPXHEM
yIJy YKa3bIBaeTCs, K KaKOMy I[OCTAHOBJIEHHUIO (PacHOpSKEHUIO) IPUIIOKEHUE

OTHOCHTCH, HAIIpUMCDP:

[Tpunoxenue
K noctaHoBieHU0 CaHkT-IleTepOyprekoit
M30UpaTEeIbHON KOMUCCHUH
ot 11 staBaps 2015 r. Ne 101/577-5
[Ipunoxenue
K pacropspbkenuro npeacenatens CaHkT-
[TerepOyprckoit n30upaTenbHON KOMUCCUN
ot 15 mapra 2015r. Ne 27-p

[Ipy HaMM4YMU HECKOJBKUX MPHIOKEHUNW OHU HYMEPYIOTCA, HAIpUMEp,

npuioxenue Ne 1, mpunoxxenue Ne 2 1 Tak naiee.

3.4.17. Iloanuce
B cocraB moamucu BXOOAT: HAUMEHOBAHHE  HO/DKHOCTH  JIMIIA,
MOJMKCABIIETO JIOKYMEHT, €r0 JIMYHAs TOJIUCh, KOTOopas 0GOpMIIIETCS CHHUMU

WM Y€PHBIMH YEPHUIAMHU, paclInppoBKa NOANKUCH (MHULIAAIBL, (DamMuIIns).
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Eciu nokymeHT odopmisercs Ha OiiaHke HU30UMpaTeNbHOM KOMHCCUHU, TO
PEKBU3UT BKJIIOYACT HAMMEHOBAHHWE JIOJDKHOCTU JIMIA, IOJIMUCHIBAIOIIETO
JOKYMEHT, €ro JHW4YHYI0 TOJNHCh, paci(pOBKY MOANMMCH (MHULHMAIBI |

bamunmio).
Hampumep:

[Ipencenarens JUYHAas MONUCh, UHUITUAJIBI, (paMumus

Eciu [0mKHOCTHOE NUI0, TOJAMUCH KOTOPOTO 3aroTOBJIIGHA Ha MPOEKTE
JIOKYMEHTa, OTCYTCTBYET, TO IOKYMEHT IMOAMUCHIBAET €r0 3aMECTUTENb HIIM UHOE
JMI0, UCHOJHSomEee ero o0s3aHHOCTH. [Ipu STOM 00s3aTenbHO YKa3hIBAIOTCS
dakTUdeckass MOKHOCTh JIMIA, IMOMAMUCABIIETO TOKYMEHT, €r0 WHHUIHAIBI U
bamunus.

He momyckaeTrcss MOAMMCHIBATH JOKYMEHTBI C TPEIJIOTOM «3a» WU
IPOCTaBJICHUEM KOCOM YepThI Nepei HAMMEHOBAaHUEM JTOJIKHOCTH.

Ecnu pgoxymeHT odopmisieTcs Ha OllaHke Tpeacenaresss n30upaTeabHOM
KOMHUCCHH, 3aMECTUTeNId Tpeacenarens u30upaTelbHONM KOMHCCHH, CEKpeTaps
n30upaTeIbHOM KOMUCCHH, TO TOJKHOCTh HE YKa3bIBACTCA.

Ecmu noxkymeHT odopmiisieTrcs He Ha OJaHKe, TO PEKBU3UT COJEPKUT TOJTHOE
HAUMEHOBAaHHWE JOJHDKHOCTH JIMIA, TIOJMUCABIIETO JOKYMEHT, €ro JHYHYIO
HOJIUCH, PACIIM(PPOBKY MOJMUCH (MHUIUAIBI U (PaMUIINIO), HATIPUMED:

3amecTuTeNb NpeaceaaTess

Cankr-IlerepOyprekoit
n30upaTeabHON KOMUCCHH JMYHAs MOAMUCh MHUIMAIBI, (haMUIHs

HpI/I noANMCaHM JOKYMCHTA HCCKOJIbKMMH JOJDKHOCTHBIMHU JIMIIAMHU HX
ImoAImcHu pacnojiararoTcs OJHa o1 I[perﬁ B IIoCJaCA0BAaTCIIbHOCTH,

COOTBETCTBYIOLIEH 3aHUMAEMOM JTOJKHOCTH, HAIIPUMED:

[Ipencenarens JINYHAaS IOJIINCH WHULHANBI, (DaMUITHS

['maBHbI OyxTanTep JUYHAas MOJIUCH UHUIMAIIBI, (paMuIus
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[Ipy noanucanuyM JOKYMEHTAa HECKOJIBKMMH JIMIAMH, 3aHUMAOIIUMU

PaBHBIC JOJDKHOCTH, UX IMOAIIMCH pacCIiojgararoT Ha OJJHOM YPOBHC, HAIIPUMED:

Havansuuk HavanbHuk
IOpuandeckoro ynpapieHus OpraHu3aiuoHHOTO yIpaBICHUS

JJN4YHasig IoAIMNCh MHHIIUAJIbI, (1)8,MI/IJII/ISI JN4YHasg IoAIMNCh HWHHIHUAJIbI, (i)aMI/IJII/IH

B mokymeHTe, moaAroTOBIEHHOM KOMUCCUEN, TOAMCH PACIIOIAratoTCs OHA
nof aApyroi. IlepBeIM yKa3bpIBaeTcs Mpecenaresib KOMUCCHH, a (aMUJIUKM YJICHOB

KOMHUCCHH PACIIOJIaraloTCs B ai(paBUTHOM MOPSIIKE, HATTPUMED:

Hpeacez[aTenb KOMHUCCHUH JU4YHas IoAITMCh HWHHUIAJIbI, (baMI/IJ'II/IH
YJieHbl KOMUCCHUU JIN4YHasid IoAIINCh HMHHUIIHUAJIbI, (I)aMI/IJII/IH
JIMYHas IIOAIINCH HHUIIHUAJIIBI, (I)aMI/IHI/I}I

Ecin mokyMeHT cocTraBieH Kak TpujiaraeMas K OCHOBHOMY JIOKYMEHTY
crpaBKka WM WHPOpMANUs, TO OH O(GOPMISIETCS B COOTBETCTBUU C ITYHKTOM
3.5.17 VUnCTpyKIIMH, @ BMECTO MOAMHUCH IOJ TEKCTOM JOKyMEHTa, KaK MPaBHIIO,
YKa3bIBAETCS Ha3BaHWE COOTBETCTBYIONIETO OT/ENa armapara W30upaTeIbHOU
KOMHUCCHH, B KOTOPOM TTOATOTOBJICHA CIIpaBKa WA WH(DOpMAITus.

3.4.18. T'pud cornacoBanus

CormacoBanne TIPOEKTa JOKyMEHTa C JPYTUMH TOCYAapCTBEHHBIMH
OopraHaMy BJIAaCTH U OpPTaHW3alUSIMH, WHTEPEChI KOTOPHIX B HEM 3aTpParuBaroOTCA,
opopmiisiercss Tpudom cormacoBaHus. [IpoekT TOKyMEeHTa MOXET OBITh
COTJIACOBaH HEMOCPEICTBEHHO JIOJIKHOCTHBIM JIUTIOM, MIPOTOKOJIOM
KOJUIETHAJTbHOTO OpraHa WK CIIY>KEOHBIM IMHCHMOM.

I'pud cornacosanust coctout u3 cioa COI'JTACOBAHO (6e3 kaBbluek)
MPONMMUCHBIMA ~ OyKBamMH, HAWMEHOBAaHUS JIOJDKHOCTH JIMIA, C  KOTOPBIM
COTJIACOBBIBACTCS JOKYMEHT (BKIIIOUasi HANMEHOBAHUE OpTaHU3aIlH), €T0 JTUIHOM
MOJIMKCH, pacUPOBKHA MOANUCH (MHUIUAIBI, ()aMUJTUs) U TaThl COTIIACOBAHUS,

Harpumep:
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COTI'JTIACOBAHO
PykoBomuTenp anmnapara
Cankrt-IletepOyprekoit
n30UpaTeIbHON KOMUCCUH
JIMYHAs TIOJMUCh WHUIUAIBI, (aMIIIUs
ata

Ecau cornacoBanue OCYIICCTBIIACTCA IMPOTOKOJOM, IMHCbMOM HIIM APYTHUM

JIOKYMEHTOM, TO OHO O(pOopMJISETCS CIEAYIOIMM 00pa3om:

COTI'JTJACOBAHO
MPOTOKOJI 3aCEIaHus
aTTEeCTALIMOHHOW KOMUCCHH
Cankr-IlerepOyprekoit

M30UpATEIHHON KOMUCCHH
ot 15 ¢epansa 2015 1. Ne 16

HIIn:

COI''TACOBAHO
nuceMo PocapxuBa
ot 25 mapta 2015 r. Ne 4-15/46

['pud cornmacoBanusi pacnonaraercs noj pekBusuToM «lloanuce» B jeBOM
HIKHEM M0JIe JOKYMEHTA.

3.4.19. Buza

BuyTtpenHee coriacoBaHue TpOEKTa JAOKyMEHTa OQOPMIISIETCS BHU30M.
Buza Brito4aer moAmuch BH3UPYIONMIETO, PACIIM(PPOBKY MOANMUCH (MHUIIHAIIBI,
dbammwims) ¥ AaTy, OpU HEOOXOJAMMOCTH MOXKET OBITh YyKa3aHa JOJKHOCTH

BU3UPYIOUIET0, HAIPUMED:

Havansauk FOpunnueckoro ynpasieHus
JUYHAas TOJMUCH WHULIMAIBL, (pamMuius

Jlara
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[Ipy Hanuuuu 3aMe4aHWM K JOKYMEHTY BH3a O(OpMIIETCS CIEAYIOIUM

obpazom:

3amedaHust pusIararTcs
Havansauk FOpunnueckoro ynpasieHus
JUYHAas TOJMUCH WHULIMATBL, (pamMuus

Jlara

3aMeuaHusl  W3JIAaraloTcs HAa  OTACJIBHOM  JINCTE,  IOJIHCHIBAIOTCS
Y TIPWIATAKOTCS K JIOKYMEHTY.

JlomyckaeTrcsi HOJMCTHOE BUSUPOBAHUE JOKYMEHTOB M IPUJIOKEHUN K HAM.

Ecnau monnvHHMK JOKYMEHTa OCTaeTcsl B M30MpaTelbHOW KOMUCCHH, BU3BI
MPOCTABIIAIOTCS B HIDKHEM YacTH OOOPOTHOW CTOPOHBI TOCJIETHEro JIMCTa
MOJJIMHHUKA IOKyMEHTA.

Ha nmokymeHTe, TMOMIMHHUK KOTOPOTO  IOJJIEKUT  OTIPABKE U3
n30MpaTeIbHOM KOMHCCHU, BU3BI TMPOCTABJISIOTCS B HUXKHEH YacTH JIMIIEBOU
CTOPOHBI OCJIEHETO JIMCTA KOIIMU OTHPABISEMOIO IOKYMEHTA.

[TopsimoK W CpPOKHM BH3HPOBAHHS IPOCKTOB pEHICHUH (ITOCTaHOBJICHUN)
U30UpaTeIbHOW KOMHCCHMM W INPHUKa30B  (paclopsDKEHUH) — MpeaceaaTelis
n30UpaTeIbHOM  KOMMCCHUM  YCTaHOBJIEH B  COOTBETCTBYIOUIMX  pasjeiax
HNucTpykuun.

CornacoBaHue NpoOeKTa TOKyMeHTa MOxeT ocymiecTisaTbes B [T JIEJIO.

3.4.20. [1euars

[leyaTtp 3aBepseT MNOMIMHHOCTh MOANMCH [JOJDKHOCTHOIO JIMIA Ha
JOKYMEHTAaX, yAOCTOBEPSIOIIUX  MPEAYCMOTPEHHBIE  IIPABOBBIMM  AKTaMHU
IOJHOMOYMS JOJDKHOCTHBIX JIMII WIH (UKCUPYIOLIUX (aKThl, CBSA3aHHBIE C
(UHAHCOBBIMU CPEJICTBAMH, a TAaK)KE HA MHBIX JOKYMEHTaX, MPeAyCMaTPUBAIOIINX

3aBEPEHUE MMONIMHHOMN MTOIIUCH.
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[TeyaTs cTaBUTCS Ha CBOOOTHOM OT TEKCTAa MECTE, HE 3aXBaThIBasl JIMYHOU
MOJMKUCH JOJDKHOCTHOTO JuIia. [ledath MOKET 3aXBaThIBaTh YaCTh HAMMEHOBAHUS
JOJKHOCTH JIMTIA, TOAMCABIIETO JOKYMEHT.
B  nmokymeHTax, TOATOTOBJICHHBIX HAa OCHOBE YHU(DHUIIMPOBAHHBIX
¢dopM, meuaTh CTaBUTCS B MecTe, 0003HAYeHHOM OTMEeTKON «MII» unm wHBIM
o0pazom.

3.4.21. OT™MeTKa 0 3aBEpEHUU KOITHH

I[JI?I 3aBCPCHHUA COOTBCTCTBUSA KOIIMK AOKYMCHTA IIOJJIMHHHUKY HHIKC
PCKBU3UTA «HO,Z[HI/ICB» NpoOCTaBJILICTCA OTMCTKAa O 3aBCPpCHHMM KOIIUMHU —
3aBCPUTCIIbHASA HAAIINCh ((BCpHO» wm  «Komus B€pHa», AOJLDKHOCTL JIMIIA,
34aBCPUBHICTO KOIIUIO, CI'0  JIMYHAA IIOAIIUCH, pacmnfprBKa IIoAInMcH Hu JAarta

3aBEpEeHUs], HAPUMED:

Bephuo (Konus BepHa)
CeKpeTaph U30upaTeibHON KOMUCCUU

JIM4YHasi IOAIINCH WHHUIIHWAJIbI, (I)aMI/IJ'II/IH

JlaTta

Jlomyckaercst 3aBepsaTh TOKYMEHTBI OTMETKOM «BepHo» nim «Konus BepHa»
IIPOCTABJICHUEM ILITAaMIIA C YKa3aHUEM JTOJDKHOCTH JIMIA, 3aBEPUBILIETO KOIMIO, ET0
JUYHOMN MOANMCH, paclIu(POBKH MOANKNCH U AAThl 3aBEPEHMSL.

[Ipy HEOOXOAMMOCTH TpPU 3aBEPEHHUU KOIUU JOKYMEHTAa MOXET OBITh
IIPOCTABJIEHO BpeMs 3aBepEHUs (HapuMep, IpU 3aBEPEHNUN KON MTPOTOKOJIOB 00
UTOTax TOJIOCOBAaHMUS, O pe3yJbTaTaXx BEIOOPOB).

IIpu nepecpuike KONUU JOKYMEHTa B IPyrue OpraHU3aliy WIIM BblIAYe €€
Ha PYKU 3aBEPUTEIIbHASI HAANUCH YAOCTOBEPSIETCS ME€YATHIO.

JIucTel MHOTOCTPAHMYHBIX KONUH HYMEpYIOTCsS, OTMETKA O 3aBEPECHUHU
KOMHMM JOTOJHAETCS yKa3aHWEM KOJMYECTBA JIMCTOB Komuu «Bcero B
KOIMM___ JIUCTOBY». Jlomyckaercs 3aBepsaTh OTMeTKOM «Bepno» wm «Konus

BEPHA» KaXKJIbIH JIACT MHOTOCTPAHUYHOU KOIMU JOKYMEHTA.
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3.4.22. OrmeTrka 00 UCIIOJIHUTEIIE

OTtmeTka 00 HCHOJHHUTENE BKIIOYAeT B ce0S HMHUIMAIB U (HaMUIIHIO
UCTIOJIHUTENS JOKYMEHTa U HOMEpP €ro CIyKeOHOro TeiedoHa ¢ KOJOM peruoHa.
OTMeTKy 00 HCIIOJIHUTENE PacIoiaratoT Ha JHUIEBOW WM, IPU OTCYTCTBUU MECTA,
Ha OOOpPOTHOI CTOpPOHE IMOCJIEAHErO JIMCTa AOKYMEHTa B JICBOM HIDKHEM YTy

pazmepom mipudra 10 myHKTOB, HarpuMep:

A.I1. Cugopos
(2432) 20-94-25

3.4.23. OtmeTKa 00 UCTIOTHEHUH JOKYMEHTA U HAMPABJICHUH €0 B JEJI0

OTtmeTka 00 WCIOJHEHWW [IOKYMEHTa ¥ HaIpaBJICHUU €ro B eI
BKJIIOYAET CIIEIYIOIINE JaHHBIC: KpaTKUEe CBEJACHHUS 00 MCIOJHEHWU JOKYMEHTa
(mpu  OTCYTCTBUH JOKYMEHTa, CBUJCTEIILCTBYIOMIETO 00 WCIOMHEHNUN), AaTy
¥ HOMEP MMEIOIIEToCcs JOKyMeHTa 00 UCIOJIHeHHH, clioBa «B nenoy», HoMmep aena,
B KOTOpOM OyJIeT XpaHUTbCA JOKYMEHT, JlaTa, MOANUCH HUCIOJHUTEI
(mpeacenmatens, 3aMeCTUTENss  TpeAcenaress, CeKpeTaps) H30upaTeIbHON
KOMUCCHH.

3.4.24. UnentudukaTop 3IEKTPOHHON KOIMMH JOKYMEHTa (KOJOHTHUTYII).

Nnentudukatop (MM ¢aiina Ha MAIIMHOYNTAEMOM HOCHUTEIIE) SJIEKTPOHHON
KOIMUU JOKYMEHTa (KOJOHTHUTYJ) MOXET MPOCTABIATHCA B JIEBOM YIUIy HUKHETO
TIOJIs1 KaXKI0W CTPaHUIIBI JOKYMEHTA pa3MepoM mpuQTa § MyHKTOB, HAIIPUMED:

PC110309K¢

4. Opranu3anusi paéoThl ¢ OTHPABJIsAEMbIMH (UCXOAAIIMMHU)
AOKYMEHTAMHU
4.1. Pabora ¢ oTnpaBisieMbIMU (MCXOISIIIMMU) U3 U30UpaTEeIbHON KOMUCCHUU
JIOKyMEHTaMH BKJIFOYAET MX PETHCTPAINIO, MPOBEPKY MPABUIHLHOCTH O0(HOPMIICHHUSI,
B TOM YHCJIE HaJU4HME TOJHOTO aapeca M ero TOYHOCTh, HAIMYUE IOTUHHOU

IHoAIIMCH (,Z[J'I}I QJICKTPOHHOI'O AJOKYMCHTA — IIPOBCPKA IMOJJIMHHOCTH BHGKTPOHHOﬁ
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NOJANKCH), BU3 KOOPAMHATOPA, WCIOJHUTEN W COUCIOIHUTENIEH, APYTHX
HEOOXOUMBIX 3JIEMEHTOB 0(OPMIICHHUS, YKa3aHHBIX MPUIIOKEHUN, U OTIPABKY.

OTBETCTBEHHOCTh 3a MPABWIBHOCTh yKa3aHUs B MHUCbME (B TOM 4YHUCIE
CONPOBOJMTEIILHOM)  WJIA  CIHCKE  pAaCChUIKM  PEKBHU3UTOB  MOJy4yaTess
KOPPECTIOHJICHIIMK, a B HEOOXOJMMBIX CIIy4asiXx €ro MmodToBOro (renerpadHoro)
ajipeca HeCeT UCIOJIHUTENb JOKYMEHTA.

4.2. OrtnpaBka JOKYMEHTOB u3 u30upareabHOU KOMHUCCUU
OCYIIIECTBIIsIETCS opraHaMu (elepaabHON (Penbaberepckoil CBsI3M, CHElUaTbHON
CBSI3bI0, TIOYTOBOM, TenerpadHoil cBs3blo, 1Mo KaHajmam cBsi3u ['AC «Bpeioopsr»
cpeactBamu anekTponHod moutel 1M JIEJIO, kananam (akcUMHIIBHOHN CBSI3H,
UH(OPMAIMOHHO-TEIEKOMMYHUKAIIMOHHOM ceTH VIHTepHEeT Wi HapOYHBIM.

Pemenne o crnocobe IOCTaBKM JOKYMEHTa, a TakXke O He0OXOIuMOCTU
JOCBUIKA ~ajpecary NOMJWHHUKA JIOKYMEHTa Ha OyMa)XKHOM HOCHUTENE B
clydae OTIIPAaBKM JOKYMEHTa cpeacTBamu siaekTpoHHor mnourtsl [ JIEJIO,
no (QakCUMWIBHOM CBS3M WIM  HMHQOPMAIMOHHO-TEJIEKOMMYHHUKAIIMOHHON
cetu  VHTepHeT  NpPUHMMAET  HUCHOOJHUTENb IO  COTJJaCOBaHUIO  C
PYKOBOJMUTENEM H30UpaTeIbHOM KOMUCCUHM (PYKOBOJAUTEIEM CTPYKTYpPHOTO
nojpa3/iefieHusi  anmapara u30upaTeNbHOM  KOMHUCCUHM), OTBEYAIOIUM 32
UCIIOJIHEHHUE TOKYMEHTA.

4.3. [Tlpu odopmiieHnn OTHpaBISEMbIX (MCXOISANINX) MUCEM M TEJIerpaMM
UCIIOJIHUTENb ~ YKa3bIBa€T TIOJHBIM IMOYTOBBIA (BKJIIOYAas HWHIEKC) ajapec
OpraHM3aluu Ju00 rpaxIaHrHa.

4.4, Hcxopsuye nucbMma, B TOM YUCIE OTBETHI HA BXOISAIIME JTOKYMEHTHI,
0o(pOpMJIEHHbIE B COOTBETCTBUU C TpeOoBaHUSIMH WMHCTpYKUMH, HANPABISIIOTCS
34 TOANKCBI  Ipeacenarens  (3aMECTUTENs — NpPEeNCcenaTess, CeKpeTaps)
n30MpaTeNbHOM KOMUCCUM HA OJ1aHKaX YCTaHOBJIEHHOW (OPMBI.

4.5. TloanucaHHble TMHCbMa W TeJNErpaMMbl BMECTE C KOMMIMH,
3aBU3HPOBAHHBIMU HCIIOJIHUTENIEM, MEPEJAIOTCS I PETUCTPALMH U OTHPABKU

B OTKPBITOM BHJ€ OTBETCTBCHHOMY 3a BEACHUC ACIOIIPOU3BOJACTBA.
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JIOKYMEHTBI, COJepsKallie BOMPOCh (PUHAHCOBOTO XapakTepa, IOJIKHBI
OBITh 3aBU3MPOBAHBI HaYaIbHUKOM (OHHAHCOBO-OYXTaJlTEPCKOTO YIPABICHUS -
IJIaBHBIM OyXraJTepoM U30MpaTeabHON KOMUCCHH.

Ecnu ornpaBisiemblid  (MCXOOAUIMI) JOKYMEHT SBJISIETCS OTBETOM Ha
BXOJSIIMM  JOKYMEHT, MWCIIOJIHUTENb JMOO OTBETCTBEHHBIM 3a BEICHUE
JEJIONPOU3BOACTBA TNMPUOOLIAET MMOMJIMHHUK BXOJSALIETO JIOKYMEHTa K KOIHHU
OTIPABJIAEMOI0 TOKYMEHTA, OCTAIOLIEHCS B JCIIE.

4.6. Cucnonp3zoBannem [IM  JIEJIO npokymeHTaM mpucBauBaeTCs
UCXOMSAIIMN PETUCTPALIMOHHBIM HOMEP, KOTOPBIM COCTOMT M3 MHJAEKCa Jeia I0
HOMEHKJIAType IeJI M TOPSAAKOBOIO HOMEpa JOKYMEHTA, pa3JelICHHBIX KOCOU
yepron. Mcxomsdmmi perucTpanoOHHbIA HOMEDP YKa3bIBAETCS TAKXKE HaA KOIMUU
JIOKYMEHTA, OCTAIOLICICS B JIEJIE.

IIpn peructpanum wucxonsuiero nokymeHra B PK o0s3aTenbHO BBOASATCA
CIEeyIOUIME PEKBU3UTHL: JaHHble 00 anpecare (damuiaus, HUMs, OTYECTBO
(bu3nyecKoro JuIa Ui Ha3BaHUWE OPTaHM3AlMU, MECTOHAXOXACHHUE TOTyJyaTeis),
a TaKkXKe KpaTKOoe COJEpkKaHUE JOKYMEHTA, KOJUYECTBO JHMCTOB OCHOBHOTO
JOKYMEHTa M JIMCTOB IIPUJIOKEHMS, KOJUYECTBO DJK3EMIULIPOB, WCIOJHUTEIND
JIOKYMEHTA, €r0 COMCIIOJIHUTENH, a TAKKE KEM OH MOJIKCAH.

[Ipu peructpauuun wucxoxsmero nokymenta B PK HeoOxoaumo caenatsb
CBS3KY C BXOJSILIUM JOKYMEHTOM (€CJIM TAKOBOW UMEETCH).

4.7. Ornpaska ucxonamux nokyMenToB B LMK Poccuu no kananam cBsizu
['AC «Bpi6oper» cpeactBamu snektporHoi moutsl [T JIEJIO ocymecTBusiercs
OTBETCTBEHHBIM 34 BEACHUE JEIONPOU3BOACTBA.

[lopuHHBIE JOKYMEHTBI MO BOIpocaM (opMUpOBaHUS H30MpaTEbHBIX
KOMHUCCHIl M OCYLIECTBJICHUS UX (PUHAHCUPOBAHUS, HArPAXKIACHUS U MOOLIPEHUS
YJIEHOB U pPaOOTHUKOB anmnaparoB H30MpPATEIbHBIX KOMHCCHM, CBEICHHUS O
YUCJIICHHOCTU U30Mparesne, y4acTHUKOB pedepeHayMa B 00s3aTeIbHOM MOPSIKE
Hampasisitores B [IUK Poccun opranamu denepansHoit (henpaperepckon CBs3u

HWJIA TIOUYTOBOM CBS3KIO.
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Wupie noxkymeHTsl MoryT ObiTh otmpaniensl B LUK Poccum opranamu
dbenepanbHON  (PeNbIBErepCKOM CBS3M WM TOYTOBOM CBSI3bI0 TI0 YKa3aHUIO
npeacenaTens  (3aMecTUTENs — IpejaceaaTeNs,  ceKkperapsi)  u30uparesbHOU
KOMUCCHH.

4.8. Jlns mepegaud MCXOMSIIETO JOKYMeHTa 1o KaHaiam cBsizu ['AC
«Bp16ope»y cpeactBamu dekTpoHHOM moutkl [IM JIEJIO wunu snekTpoHHOU
IIOYTOU UH(OPMAIIMOHHO-TEIEKOMMYHHUKAI[TOHHOM ceTu HNHuTtepHer
VCIIOJIHUTENb MIPEACTABIIET OTBETCTBEHHOMY 3a BEACHUE JEJIONPOU3BOICTBA
OTIPaBJISIEMbI JTOKYMEHT, O(GOpPMJICHHBIH B COOTBETCTBUHU C TpEOOBAHUAMU
WMHCTpYKIMU U €0 3JIEKTPOHHYIO BEPCUIO.

[Tocne peructpanuu nokymenta k PK B I[I1 JIEJIO npuxpensiercs daitn
dopmara .doc (.exl) (mpu Heobxoaumoctu — .pdf). JIoKyMEHTBI U MPUIOKEHUS B
gopmare MS Word® u MS Excel® 3aBepsirorcs 3IeKTPOHHOM MOAMKUCHIO JIMIIA,
MOANMCABILETO JAHHBIE JOKYMEHTHI.

49. Tlo xananam (aKCUMIIBHOW CBSI3U  JOKYMEHTHI  MEpPEIaloTCs
OTBETCTBEHHBIM 3a BEJEHUE AEJIONPONU3BOICTBA MOCIIE UX PETUCTPALIHH.

4.10.IIpu otmpaBke TenerpamMmbl Oojiee 4YeM B UeThIpe ajpeca
OTBETCTBEHHOMY 32  BEJICHHUE  JCJONPOU3BOACTBA  IPEAOCTABISACTCS €€
0(pOpPMJICHHBIN TOJJIMHHUK, KOMUS M JiBa 3K3EeMIUIApa MOANMCAHHOTO CIHCKA
pPacChUIKM C YyKa3aHWEM I[OJHBIX [OYTOBBIX (BKJIIOYAs IIOYTOBBIA HHJIEKC)
aJpeCcoB.

4.11. [Ipn ormpaBke muchbMa Oojiee 4YeM B YEThIpE aJpeca HCIOJHUTEINb
COCTABIISICT CIIUCOK PACCBUIKM YCTaHOBJICHHOW QopMmbl (mpuioxkenue Ne 5),
KOTOpPbIM  TMOAMMCHIBAETCS  TpejacenareneM  (3aMecTUTeNieM — MpeiceaaTenis,
CEeKpeTapeM) H30MpATEIbHONM KOMUCCHM W UcnoJHHTENneM. IIucbMO M cnucok
pacChUIKM TEPEAAIOTCS OTBETCTBEHHOMY 3a BEICHUE JIEJIONPOM3BOJCTBA JJIA
peructpauuu. Ilocne perucTpauuu mNHUCbMa OTBETCTBEHHBIM 3a BEACHHE
JEJOMPOU3BOCTBA TUPAKUPYET €r0 U OTIIPABIISET.

Eciu nmceMo HampaBisiercss He 0Oojiee 4eM B 4UeThIpe  ajpeca,

TO IMMOAIMUCBIBACTCA Kﬁ)KI[LIfI 9K3CMILJIAD.
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Ecniu omHoMy W TOMy K€ ajapecarTy HamlpaBIIAIOTCS OJHOBPEMEHHO
HECKOJIbKO JIOKYMEHTOB, TO OHM MOTYT KOMIUIEKTOBaTbCS B OJWMH KOHBEPT, Ha
KOTOpOM  TIoclie  ajpeca  MojdyyaTedss  MPOCTABISIOTCS — HUCXOJSINUE
pEruCcTpallMOHHBIE HOMEPA BCEX BIOKEHHBIX JOKYMEHTOB.

4.12. OtnpaBka JOKYMEHTOB IPOU3BOJUTCS OTBETCTBEHHBIM 32 BEJICHHE
JIEJIOMPOU3BOICTBA €KEIHEBHO B Yachl pabOThl U30MPATETHLHON KOMUCCUH, KpOME
BBIXO/IHBIX U HEPAOOUUX MPa3THUUYHBIX JHEH.

[Topsimok OTMpPaBKU HUCXOMASIIUX JOKYMEHTOB IOCJI€ OKOHYAaHUS padoyvero
IHS, B BBIXOAHBIE M HepaOouue Mpa3IHUYHBbIE JHU, B MEPUOJ H30MpATETbHBIX
KaMITaHUW OmpeJenseTcs MpeacenaTesieM H30UpaTesibHOM KOMHUCCHH, B Cilydae
OTCYTCTBUSI  MpeaceAaTesis — 3aMeCTUTENIeM IMpelcenaTens, CeKpeTapeM
n30UpaTeIbHON KOMUCCHUH.

4.13. JIoKkyMeHTBI ¢ OTMETKOM O CpPOYHOCTH JOCTaBKU «Becbma cpouHo» u
«CpouHO» 0GOPMIISIOTCS HE3aMEUIMTENIbHO, OTIPABISIOTCS MO KaHallaM CBS3U
['AC «Bwi6ops» cpeactBamu anektponHoit moutsl [IW JIEJIO unm nepenatorcs B
oTnen (penbIberepckoil CBA3M sl JOCTaBKU B MEPBYIO OUepeab B COOTBETCTBUU C
rpaguKoOM MapHIpyTOB (esibIberepei.

4.14. JlokymeHTbl 0€3 OTMETOK O(QOpMISIOTCS MO MEpe MOCTYIUICHUS
OTBETCTBEHHBIM 3a BEJCHHE JEJONPOMU3BOACTBA M OTHPABISIOTCA MO KaHaJlaM
cem3u ['AC «Bpibope» cpencrBamu anektpoHHod moutel I JAEJIO wnm
nepefalTcss B OTAEN JOCTaBKUA (eIbAbErepckod CBSI3M, TI/I€ OTIpaBKa
OCYIIECTBIISIETCS. B COOTBETCTBHUHM C TpaUKOM BBIIIOJHEHUS (PesbIberepcKux
MapuIpyTOB B ONTUMAJIbHBIE CPOKHU.

4.15. JIokyMeHTbI, HampaBisieMble TPaXJaHUHY [0 YKa3aHHOMY WM
IIOYTOBOMY ajpecy (aapecy 3JIEKTPOHHOM MOYTHI), OTIPABIIIOTCS YEPE3 MMOYTOBOE
OTJIEJIEHUE CBS3M MPOCTHIMU TOYTOBBIMHU OTIIPABICHUSIMU WIM 3aKa3HBIMU
MUCbMaMHM JIMOO MOCPEICTBOM 3JIEKTPOHHOM MOYTHI.

4.16. OtmpaBiisieMble  (MCXOASIINE)  JAOKYMEHTHI, O(OpMJICHHBIE  C

HapylieHueM TpeOoBanuii WMHCTpyKUMHM, K OTHpaBKE HE NPUHUMAIOTCA U
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BO3BPAIAIOTCS UCTIOHUTENSIM Ha nopaboTky. KoppecnoHaeHus HecTyKeOHOTO
XapakTepa, B TOM YUCJIE JIUYHAsT KOPPECTOHAEHIIUS, K OTIPABKE HE MPUHUMAETCS.
4.17. Konmuu UCXOIAIUX JOKYMEHTOB, COJIEpIKalllie BU3bI, TIOMEIIAIOTCS B

JIEJI0 B COOTBETCTBUU C HOMEHKJIATYPOU J1e]1 N30UpaTeIbHON KOMUCCHUH.

5. Oco0eHHOCTH PadoThI € IJIEKTPOHHBIMHU JIOKYMEHTAMH

5.1. DneKTpoHHBIE JOKYMEHTHI SBIISIOTCA O(PHUIMAIBHBIMH JOKYMEHTaMHU.
DNEKTPOHHBIE TOKYMEHTHI CO3/JAI0TCs, 00padaThIBAlOTCd U XPAHATCS B CHCTEME
I[N AEJIO.

5.2. DNeKTpOHHBIM JOKYMEHT JOJDKEH ObITh OGOpMJIEH MO0 O00IuM
OpaBWjiaM JEJIONPOU3BOACTBA M MMETh PEKBU3UTHI, YCTAHOBJIECHHbBIE MJIs
aHAJIOTMYHOTO TOKyMEHTa Ha OyMa>kHOM HOCHUTEIE.

5.3. B u3bupaTenbHO KOMMCCHH MOTYT CO34aBaThCsl U UCIIOJIb30BAThHCA:

AJICKTPOHHBIE JIOKYMEHTBI, CO3/JaBaéMble B JJIEKTpOHHOU ¢opme 0e3
peBapUTENLHOTO TIOKYMEHTUPOBAHHS HA OyMaKHOM HOCHUTEJIE;

ANIEKTPOHHBIE  KOMUHM  JIOKYMEHTOB, TOJY4YE€HHbIE B  pe3yibTaTe
CKaHMpOBaHUA JOKyMEHTOB U xpansumecs B [IN JIEJIO.

5.4. na noaTBEp)KIEHUS TOUIMHHOCTH IIpU Iepenaye dSIEKTPOHHBIX
JOKYMEHTOB B JIpyrM€ TOCYAAapCTBEHHbIE OpraHbl JOKYMEHTBI 3aBEPSIOTCS
AJIEKTPOHHOM MOANHUCHIO JIOJDKHOCTHOTO JIMIIA M30MpaTeNIbHOM  KOMHCCHH,
MOJNMKUCABIIET0 JOKYMEHT, B COOTBETCTBUM ¢ DenepanbHbIM 3aKOHOM OT 6 amperis
2011 roga Ne 63-®3 «O0 >71eKTPOHHOM MOITHCH.

5.5. Ilpm o00paboTke, pPacCMOTPEHUH, COTJACOBAHMHM U TIOJAMKMCAHUU
AMeKTpoHHbIX JH0KyMeHTOB B [IM JIEJIO Bo BHyTpeHHEM HOKYMEHTOO0OpOTE
MOTYT HCIOJIb30BAaThCA CHOCOOBI TMOJATBEPKIACHUS NIEUCTBUN C 3IEKTPOHHBIMU
JOKyMEHTaMH, TMpU KOTOPBIX DJJIEKTPOHHAs TOJMNUCH HE HCHOJb3YyEeTCH.
Nnentudukanus JOKHOCTHOTO JIMLA MPOU3BOAUTCS MO €ro YYETHOM 3amucu B

U JIEJIO.
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5.6. CocraBnenue, opopMICHHE M COTJIIACOBAHUE IMPOEKTOB 3JIEKTPOHHBIX
JOKYMEHTOB ~ OCYIIECTBJISIETCsT MO OOMM TpaBWiaM JeJIONpPOU3BOCTBA,
YCTAaHOBJIICHHBIM B OTHOIIEHUHM  AHAJOTUYHBIX JOKYMEHTOB Ha OyMaKHOM
HOCHUTETIE.

5.7. CocTaB »5JEKTPOHHBIX JOKYMEHTOB, OOpallalolMxcsi B CHCTEME
[IM1 JEJIO, ycraHaBnuBaeTcs NMEPEYHEM JOKYMEHTOB, CO3JaHUE, XPAHEHUE W
UCIIOJIb30BaHUE KOTOPBIX MOXET OCYLIECTBIATHCS MCKIIOUUTENBHO B (opme
AJIEKTPOHHBIX JTOKYMEHTOB, pa3padaThiBAEMOM Ha OCHOBE pPEKOMEHJaluil
deneparbHOTO apXUBHOTO areHTCTBa (J1anee — Pocapxwus).

5.8. IlepeueHp MAOKYMEHTOB, CO3JaHHME, XpAaHEHHE U HCIOJb30BaHUE
KOTOPBIX MOXET OCYUIECTBISATHCA MCKIIOYUTENBHO B (OpME DIIEKTPOHHBIX
JOKYMEHTOB, yTBepxaaercs nocranosienneM LUK Poccum no cormacosanuio ¢
Pocapxusom.

5.9. DNEeKTpPOHHBIE TOKYMEHTHI, HAllpaBJsieMble B OpraHbl FOCYJapCTBEHHOM
BJACTU W OpraHbl MECTHOIO CaMOYIIPABIICHUSA, 3aBEPSAIOTCS  YCHICHHOMU
KBIM(PUIUPOBAHHON MOANKUCHIO JOJKHOCTHOTO JIMIIA, TOJIMHACABILETO IOKYMEHT.

5.10. IlpueM u oTmpaBKa 3JIEKTPOHHBIX JOKYMEHTOB OCYIIECTBISIOTCS
OTBETCTBEHHBIM 3a BEJEHUE JIEJTONPOU3BOJCTBA.

5.11. Ilpm mNOAy4YEHUH DIIEKTPOHHBIX JIOKYMEHTOB, TOJIMCAHHBIX
AJIIEKTPOHHOM TOJIMCHIO, OTBETCTBEHHBIM 3a BEIECHHE JEJIONPOU3BOJICTBA
OCYILECTBIISIET IPOBEPKY ACUCTBUTEIBLHOCTH JIEKTPOHHOM ITOIIMUCH.

5.12. Tlpm BkIIOYEHWH DIIEKTPOHHBIX jJokymentoB B [IM JIEJIO
(opMUPYIOTCS PETUCTPALIMOHHO-YYETHBIE JTAHHBIE 0 JOKYMEHTE,
o0ecreunBalonIfe yrnpaBieHUE JTOKYMEHTOM, B TOM YHCIJE €ro MOMUCK, JOCTYyI K
JOKYMEHTY, KOHTPOJIb, XpPAaHEHHUE U HCIOJb30BaHKe (Tprioxenue Ne 7).

5.13. Ilpm mepenadye TMOCTYNMUBIIUX OSJIEKTPOHHBIX JTOKYMEHTOB Ha
paccMoTpeHue — mpejceaarens — (3aMecTUTeNs — IpejAcenarens,  CeKkpeTaps)
u30UpaTeabHOW  KOMHUCCHM,  HANpaBJI€HUU  OJJEKTPOHHBIX  JIOKYMEHTOB

HCIIOJIHUTCIIAM, OTIIPABKE JJICKTPOHHLIX JOKYMCHTOB W XPAaHCHHUH J3JICKTPOHHLIX
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JIOKYMEHTOB BMECTE C 3JIEKTPOHHBIMU JOKYMEHTaMU MEpPEAaroTCsl (HalpaBistoTCs,
XPAHSATCS) UX PETUCTPALMOHHBIEC JAaHHBIE.

5.14. JlokyMeHTHI, coO3/laBaeMble B H30MpaTeIbHOM KOMHCCHUU U (WJIN)
NOCTYNUBIINE B HM30MPATEIbHYI0O KOMHUCCHIO Ha OyMa)XHOM HOCHTENE, MOTYT
BKitouathest B [T JIEJIO nociie ckaHupoBaHMS U CO3JIaHUS JIEKTPOHHBIX 00pa30oB
JIOKYMEHTOB. BKkitoueHue »ayekTpoHHOro o6Opa3a jpokymenta B I JIEJIO
BO3MOYKHO IOCJIE €r0 CPABHEHUS C MOJJIMHHUKOM JOKYMEHTA.

5.15. Enunuiieit ydeTta 3J€KTPOHHOTO JOKYMEHTa SIBJIACTCS DJEKTPOHHBIN
JTOKYMEHT, 3aperucTpupoBanHsiil B cucteme 111 JIEJIO.

DNEeKTPOHHBIE JIOKYMEHTBI, MUMEIOIIME MPUIOKEHUSA, PETUCTPUPYIOTCS U
YUUTBIBAIOTCS KaK OJIMH JOKYMEHT.

5.16. DnexTpoHHBIE TOKYMEHTHI (OPMHUPYIOTCS B Jiejla B COOTBETCTBUU C
HOMEHKJIATypO#l Jesl M30UpaTeabHOM KOMHUCCHMU U UHACKCHUPYIOTCS B TOPSIKE,
YCTAaHOBJICHHOM B OTHOILEHUU JEJ, COCTABICHHBIX U3 JOKYMEHTOB Ha OyMa)KHOM
HOCHTEJIE.

[Ipu cocTaBieHMM HOMEHKJATYpBI JE€JN YKa3bIBae€TCs, YTO JAEJIO BEIETCS B
AJIEKTPOHHOM BHJE, YTO OTMEYaeTcs B 3arojioBke Jena uiad B rpade
«IIpumeyanuey, HanpuMmep:

[loctanoBnenust LlentpanbHOil u30OUpaTenbHOM Komuccuu Poccuiickoit
®enepaunn. Konnn. DneKTpOHHBIE TOKYMEHTHI.

5.17. DnexTpoHHBIE JOKYMEHTHI IIOCJ€ WX MCIOJHEHUS TMOJJIekKaT
XPaHEHUIO B YCTAHOBJIEHHOM MOPSJIKE B TE€YEHUE CPOKOB, MMPEAYCMOTPEHHBIX IS
AQHAJIOTMYHBIX TOKYMEHTOB Ha OyMa)XHOM HOCUTEJIE.

5.18. Mecto xpaHeHHUs JJIEKTPOHHBIX JOKYMEHTOB 10 WX TMepenayd Ha
apXMBHOE XpaHEHHE, BHUJI HOCHTENEH, Ha KOTOPBIX OHU XpaHsATCHA, (HopMaThl MX
INOCTOSSHHOTO W JOJTOBPEMEHHOIO  XPAaHEHUsI OMNPENeNsIoTCs C  y4eToM
UCIOJIb3YEMbIX B M30MpPATEIbHONM KOMHCCHM MPOTrPAaMMHO-TEXHUYECKUX CPEJCTB,
HOPMATHBHBIX M METOJMYECKHX JIOKYMEHTOB PocapxuBa, rocyaapCTBEHHBIX
opraHoB cyobekra Poccuiickoii ®denepanuu, yHnoJIHOMOYEHHBIX B 00JIacTU

APXHUBHOI'O ACJIA.
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5.19. DkcnepTr3a MEHHOCTH 3JIEKTPOHHBIX TOKYMEHTOB OCYIECTBIISIETCS B
oOlIeM MOopsAIKe, YCTAHOBIEHHOM B OTHOIIEHHWH JIOKYMEHTOB Ha OyMa)XHOM
HOCHTEJIE.

5.20. Ilocne wcreyeHHss CpoOKa, YCTAaHOBJIEHHOTO ISl  XpaHEHUS
AJIEKTPOHHBIX J€J1 (DJIEKTPOHHBIX JOKYMEHTOB), MPOBEACHUS HKCIEPTU3Bl HX
LIEHHOCTH U COTJIAaCOBAHUA ¢ DKCIEPTHOW KOMUCCHUEH MO OINPE/ICIICHUI0O HAYYHOMH,
MPAKTUYECKON U UCTOPUYECKON IIEHHOCTH JOKYMEHTOB M30MpPaTEIbHOW KOMHCCUU
(manee — OK), oHM NOJJI€KAT YHUUYTOKEHUIO C COCTABIECHUEM aKTa YCTAHOBICHHON
dopmel (Tiprutoskenne Ne 17).

5.21. JIokyMeHTBI, MOAJEKAIUE JUIUTEILHOMY XPaHEHUIO, MepeaaroTcsl Ha
apXMBHOE XpaHEHUWE IO omnucsiM c O0QGOpPMIICHHEM akKTa IpueMa-Tiepeiadn

9JICKTPOHHBIX JOKYMCHTOB Ha apXHWBHOC XpPaHCHHC.

6. Oco0eHHOCTH PadOTHI ¢ O0PALIEHUSAMM I'PAKIAH.
Opranu3anus JUYHOTO pHeMa

6.1. OcobeHHoCTH PabOTHI C OOpAIICHUSIMHU.

6.1.1. Opranuzanusi paboThl C OOpalICeHUSIMU TPaKIaH OCYLIECTBISETCS
B COOTBETCTBUU C pazaenoM 2 MHCTPYKIIMU C y4eTOM OCOOEHHOCTEH, YKa3aHHBIX B
JaHHOM pasJere.

6.1.2. [lucemennble  oOpamieHUs TpaxnaH (mamee —  oOpalieHus),
NOCTYIHUBIINE B U30MPATEIbHYIO KOMUCCHIO, PETUCTPUPYIOTCSI OTBETCTBEHHBIM 32
BEJICHHE JEJIONPOU3BOACTBA C  HCIIOJIB30BAHMEM CHCTEMbBI  PETUCTpalUu
«CnyxeOHasi KOPPECHOHACHLMS» OTIAEIbHO OT JAPYTUX BHUAOB JOKYMEHTOB HE
no3zaHee 3 pabo4yux AHEH ¢ MOMEHTA MOCTYIUICHUS.

OOpaieHus, Kacaroluecs HapylIeHU W30upaTeNbHBbIX MpaB IPakIaH B
NIEPUO/ TIOATOTOBKH M TIPOBEACHUS BHIOOPOB U pehepeHTyMOB, pETHCTPUPYIOTCS B
JICHb MOCTYTIJICHUS B U30MPATEIbHYI0 KOMUCCHIO.

6.1.3. [Ipu BCKpHITUM KOHBEPTOB IMPOBEPSETCS HAIUYUE BCEX BIIOKECHUH.

KoHnBepT 00s13aTeIHbHO COXpAHAETCA.
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OOpamenus, comaepkamme B aAPECHOM YacTH TOMETKY «JInaHOo»,
paccMaTpUBarOTCs B 00I1IEM MOPSIIKE B COOTBETCTBUU ¢ HCTpyKIIMEH.

[Ipu perucrtpaiii MOBTOPHBIX OOpalIeHUH UM MPUCBAUBACTCS OYEPETHOU
peructpaunoHHbii Homep, B PK nenaerca ormerka «IloBTopHO» M mpuobmaTcs
pPEruCTpallMOHHBIE KAPTOYKU 110 TMEPBUYHBIM OOpallleHUsM, TOJI00paHHbIE C
UCIIOJIb30BAaHUEM CUCTEMBI peructpanuu «Ciry>xeOHasi KOppeCcroHACHIIUSIY.

Ecnum oOpamienue moCTymwio OT KOJUIGKTHBA 3asBUTENCH, TO TIPH
peructpauuu B PK craButcst otmetka «KosekTuBHoOeY.

6.1.4. PerucTpaliMoOHHBIN IITaMM, COCTOSIIUNA M3 TOPSAKOBOIO HOMEpa
oOpareHusi U JaThl PErUCTPAllMM, CTABUTCS, KaK TMPABHIIO, HA TEPBOM JIUCTE
oOpareHust Ha CBOOOJHOM OT TEKCTa MECTE.

6.1.5. Tlocne peructpanuu oOpaleHUs] OHO JOKJIAABIBAIOTCS MPEACEIATENIO
(3aMecTuTeNIO peiceiaTens, CEeKpeTapro) U30MpaTeIbHON KOMUCCHUH.

6.1.6. OOpaiiieHns ¢ yKa3aHUSAMH IO UCIIOJIHEHUIO IOKYMEHTA IpeceaaTes
(3amecTuTeNs TpeacenaTeNs, CeKpeTaps) n30upaTeibHOW KOMUCCHUU TIEPEIA0TCS
OTBETCTBEHHOMY 3a BEJICHHE JENOMPOU3BOJICTBA NJisi BHECEHHUS YKa3aHUU IO
UCIIOJTHEHUIO 10KyMeHTOB B PK, a 3aTeM nepenaroTcst uCIOTHUTENIO.

6.1.7. OOpaiienusi, aapecoBaHHbIE 4YJI€HAM H30UpaATEILHON KOMMCCHH,
PETUCTPUPYIOTCS B YCTAHOBJIECHHOM TMOPSAKE, TOKJIAAbIBAIOTCS MpEACceAaTelto
(3aMecTuTeNIO MpeaceaaTes, CEKpeTapro) N30MpPaTeIbHON KOMUCCHH, TTOCIIE YETO
NepealoTCs OTBETCTBEHHOMY 3a BEJICHHE JIEJONMPOM3BOJICTBA MJII BHECEHUS
YKa3aHUU 110 UCIIOJTHEHHIO TOKYMEHTOB B PK, a 3aTem — ncnonHuTeInto.

OOpateHrss paccMaTpUBAIOTCS B COOTBETCTBHM C YKa3aHUSAMH TIO
WCIIOJHEHUIO JIOKYMEHTa Mpejceaareisi u3oupaTeibHON KOMUCCUM (3aMEeCTUTEs
npejacenaress, CeKperaps) n30upaTeIbHOW KOMUCCHUU B TIOPSJIKE, YCTAHOBICHHOM
3aKOHOJATENBCTBOM Poccuiickon denepanuu.

6.1.8. OOpamenue, cojaepkaiiee BOIMPOCHI, PEIICHUE KOTOPHIX HE
OTHOCUTCS K KOMIIETCHIIMM W30UpaTeIbHOM KOMHCCHH, JOKJIAJIbIBACTCS
npecenaTeNlio  (3aMECTUTENI0  TpeAceaTelisi, CeKpeTapr) H30UpaTeIIbHON

KOMHUCCHUHN U 110 Cro IIOpYYCHHUIO B TCHUCHHUC 7 KaJICHAAPHBIX I[Heﬁ CO OHA
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pEerucTpalyy HampaBAE€TCs ¢ COMPOBOJUTEIBHBIM MUCHbMOM 3a €r0 MOIIUCHIO B
COOTBETCTBYIOIIMI TOCYJAapCTBEHHBIM OpraH, OpraH MECTHOI'O CaMOYIIPaBIICHUS
WIH COOTBETCTBYIOUIEMY JOJDKHOCTHOMY JIMIYy, K KOMIETEHIMH KOTOPBIX
OTHOCHUTCSI pEIlIEHUE IMOCTABJICHHBIX B OOpAIIeHUH BOMPOCOB, C YBEIOMIICHHEM
3asBUTENE O Iepeajgpecauuu oOpalleHus. B COnpoBOOUTENBHOM IMHCHME
OroBapuBacTCi TOPSAOK HAIpaBlICHUS OTBETa aBTOpy oOOpalleHus, a Ipu
HEOOXOJMMOCTH — U B U30UPATEIHHYIO KOMUCCHIO.

Ecin pemnieHne NOCTaBIEHHBIX B OOpAlllEHUH BOIPOCOB OTHOCHUTCA K
KOMIIETEHIIMM HECKOJBKHX TOCYJAapCTBEHHBIX OpPraHoB, OPraHOB MECTHOI'O
CaMOYIPABJICHUSI WJIM COOTBETCTBYIOIIMX JOKHOCTHBIX JIUI, KOMUS OOpaIieHus
B TEYeHHE [ KaJICHIApHBIX JHEW €O JHSA pErucTpaly HampaBiseTcd B
COOTBETCTBYIOIIME OPTaHbl WIIM COOTBETCTBYIOLIUM JOHKHOCTHBIM JIMIIAM.

6.1.9. anpemnaercs ~ HampaBiATh ~— oOpallleHHe  Ha  PacCMOTpPEHHE
B FOCYJapCTBEHHBIN OpPraH, OpraH MeCTHOI'O CaMOYNPABJICHUS WA JOJKHOCTHOMY
JWIy, pelleHde wuiM jedctBue (Oe3neiicTBhe) KOTOpBIX —OOKamyeTcs, 3a
UCKJIFOUEHHUEM CITy4aeB, YKa3aHHBIX B MyHKTE 6 ctatbu /5 denepanbHOro 3akoHa
Ne 67-03.

6.1.10. Ecniu B cOOTBETCTBUM C 3alpeToM, YKa3aHHbIM B myHKTe 6.1.9
NHcTpykumy, HEBO3MOXXHO  HampaBUTh  OOpallleHWEe Ha  PacCMOTpPEHHUE
B COOTBETCTBYIOIIUN TOCYJIaPCTBEHHBIN OpraH, OpraH MECTHOI'O CaMOYIIPaBJICHUS
WM COOTBETCTBYIOIIEMY JOJKHOCTHOMY JIMIY, B KOMIIETEHIIMIO KOTOPBIX BXOJIUT
pEllIeHrEe MOCTABJIEHHBIX B OOpaIeHUH BOMPOCOB, OOpAaIIeHHE BO3BPAIIACTCS
3asiBUTEIII0 C Pa3zbsiCHEHHEM €ro mnpaBa 00>KajloBaThb COOTBETCTBYIOIIEE PELICHHE
uiu aeiicteue (0e31eiCTBHE) B YCTAHOBJICHHOM TIOPSIIKE B CY/IE.

6.1.11. ObOpamienusi, TMOCTYNHWBIIME B  H30UPATEIbHYIO  KOMUCCHIO,
paccMaTpUBaIOTCS B CPOKH, yCTaHOBJIEHHbIE TyHKTaMu 11.5 1 11.6 MHcTpykiuu.

B nepuoa moAroToBKM M NpPOBENEHHS] BHIOOPOB U PePEpEeHIyMOB CPOKH
MCIIOJIHEHUS OOpallleHUil YyCTaHABIMBAIOTCS B COOTBETCTBUU C 3aKOHO/1aTEIbCTBOM

Poccuiickoii @eaepannu o BbIOOpax u pedepeHayMax.
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Ecin  HeoOXoauMo  MpOMIMTH  CPOK  pPacCMOTpeHHs  oOpalleHus,
WCITOJTHUTEITh HE TTO3/THee, YeM 3a 3 paboumX JTHS 0 UCTEUCHUS CPOKa MOATOTOBKU
OTBETa MPEJACTABIIICT HA HMMs aBTOpa YKa3aHUsS MO MCIOJIHEHUIO JTOKyMEHTa
JOKJIQTHYIO 3aIMUCKYy C OOBSICHEHUEM, 110 KaKOW MPUYMHE HEBO3MOXKHO JIaTh OTBET
B YCTAHOBJICHHBIH CpOK. MakcumaibHOE TPOJJICHUE CpOKa PacCMOTPEHUs
oOpatieHus coctapisietr 30 KaleHIapHBIX JTHEH.

3asBUTEIIO HANIPABIISIETCS] YBEJOMIICHHE O TIPOJUICHUH CPOKA PACCMOTPEHHUS
ero ooparieHusl.

OOparenus, Ha KOTOPbBIE JTAFOTCS MTPOMEKYTOYHBIE OTBETHI, C KOHTPOJISI HE
CHUMAIOTCS.

6.1.12. B ciyyae mocTymieHHss B HM30UpaTelbHYI0 KOMHCCHUIO B
YCTAaHOBJICHHOM TIOPSIJIKE 3aIllpoca TOCYAapCTBEHHOTO OpraHa, OpraHa MECTHOTO
CaMOYTIpaBJIEHUsT WIM JOJDKHOCTHOTO JIMI[Aa, PAacCMaTpHUBAIOLIUX OOpalleHue,
JOKYMEHTbl W Marepuaibl, HEOoOXOAUMbIE JMJII PACCMOTPEHUs] OOpalleHus,
MPEACTABISAIOTCSA B TEUCHHE 15 KaJleHIapHbBIX AHEH.

6.1.13. OtBeT Ha oOpaleHue, B KOTOPOM HE yKa3aHbl (paMuiIus 3asiBUTENS
WIH €ro MOYTOBBIN (3JCKTPOHHBIN) aapec, 0 KOTOPOMY JIOJDKEH OBITh HaIlpaBJICH
OTBET, He pgaercsi. Takoe oOpaleHue CHUCBIBaeTCA B JEJ0 MpejceaaTesieM
(3aMecTUTeNeM TMpeiceaTels, CeKpeTapeM) u30upareabHOl KoMuccun. B ciydae
eciu B OOpaIleHUH COIEPKATCS CBEACHHS O MOATOTABIMBAEMOM, COBEPIIIAEMOM
WIM COBEPILIEHHOM IMPECTYIUICHUH, a TaKXe O JHUIE, €ro MOATrOTaBIMBAIOLIEM,
COBEPINAIONIEM WM COBEPIIMBIIEM, OOpallleHHe M0 YKa3aHUIO MpeaceaaTess
(3amecTuTeNs mpeacenaTeNs, ceKperaps) H30MpaTeIbHONM KOMHCCHH TOIJICKUT
HaIPaBJICHUIO B PAaBOOXPAHUTEIIBHBIC OPTaHbI.

Ecnu Texct oOpariennst He mogaeTcs MPOYTESHUIO, OTBET HA OOpalleHue He
JaeTcs, W OHO HE  TMOJICKUT  HANpaBJICHUIO HA  PacCMOTpPEHHUE
B FOCYJapCTBEHHBIN OpraH, OpraH MECTHOTO CaMOYTIPABIICHUS WU JOJKHOCTHOMY
JIMITy B COOTBETCTBUU C MX KOMIIETEHITUEH, O UYeM B TeUeHWE / KAJICHIAPHBIX JTHEH
CO MJHS perucTpanuu oOpamieHusi cooOIaeTcs 3asgBUTENI0, HaIlpPaBUBILIEMY

oOparenue (ecnu ero (haMuiIvs U MMOYTOBBIN aIpec MOIA0TCS MPOYTCHHUIO).
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Ecnim B oOpameHun ykazaH ajpec d3JIEKTPOHHOM TMOYTHI, TO OTBET
TPOKJIAHUHY MOXET OBITh HaNpaBiCH M0 JJIGKTPOHHOW TMOYTe, B BHIE
3JIEKTPOHHOTO 00Opa3a JokyMeHTa B popmare .pdf.

6.1.14. Obpamienusi, B KOTOPBIX COJEpKATCs  HEIEH3YpHbIE  JHOO
OCKOpPOWTENbHBIC BBIPAKCHHS, YIPO3bl IKU3HU, 3J0POBBI0 W  HMMYIIECTBY
JOJHKHOCTHOTO JIMIIA, a TaKKE€ WICHOB €r0 CEeMbH, OCTaloTCi 0e3 OTBeTa IO
CYIIECTBY TIOCTaBJIEHHBIX B HEM BOMPOCOB, a 3asABUTEISAM COOOIIAeTCs
0 HEJIOMYCTHUMOCTH 3JI0yTIOTPEOICHHSI TPABOM.

6.1.15. Obparmienue, B KOTOPOM O0XKaIyeTcsi CyJIe0HOE pEIIeHNEe, B TCUCHUE
7 KaneHJapHBIX JHEH CO [HA PETUCTpaIlliu BO3BpAIACTCS 3asBUTEINIO,
HaIlpaBUBIIEMY OOpaIlleHHne, ¢ Pa3bsICHEHHWEM TopsaKka 00KajJoBaHUS JTaAHHOTO
CyZIeOHOTO peIICHUS.

6.1.16. Ecnmu B oOpalieHuyd COAEP>KUTCS BOIMPOC, HA KOTOPBIM 3asBUTEIIO
HEOJHOKPATHO (ZIBa pa3a u 0oJiee) JlaBajlCh MUCbMEHHBIE OTBETHI MO CYIIECTBY B
CBS3M C paHee HaNpaBJICHHBIMUA OOpaIeHUSIMU, M MPU ATOM B OOpaIlleHUU HE
MIPUBOIATCS HOBBIC JOBOJBI M OOCTOSATEILCTBA, TO IEpENUcCKa IO JaHHOMY
BOIIPOCY C 3asBUTENIEM MPEKPAIACTCS, O YEM €My HAIMPABIIACTCS YBEIOMIICHHE.

IIpu stom B PK oOpamenuss nemaercss 3anuch (OTMETKa) O TOM, YTO
Mepenucka ¢ YKa3aHHBIM 3asgBUTEJEM 110 JaHHOMY BOIIPOCY CUMUTACTCS
3aBEPIICHHOM.

Ecnu oT 3asBUTENSA, ¢ KOTOPHIM Iepernucka Oblla MpeKpalieHa, MoCTynacT
ouepeHOe OOpaIleHre MO TOMY K€ BOIPOCY, TO MHUCHMEHHBI OTBET Ha HETO
MOKET HE JJaBaThCsl, a CaMO OOpaIleHHE HAMPABIIAECTCS B JIETIO.

6.1.17. OGpamienus, noctynusiume yepes hopmy «HampaBuTh sneKkTpoHHOE
obpamenne B  Cankt-lleTtepOyprckyro  u3OupaTenbHYH0 KOMHCCHIO»  Ha
opuIMaTLHOM  caiiTe  M30MpaTeNIbHOM  KOMHCCHH,  PETUCTPHPYIOTCS B
YCTaHOBJICHHOM Topsake. OTBeTh HAa TakWe OOpalleHHs] HAMPaBJISIOTCS TIO0
MIOYTOBBIM WJIH JICKTPOHHBIM aJjpecam, YKa3aHHBIM B OOpaIlCHHSIX.

dopma mpenocTaBieHus WHGOPMAILMK OMpPEAEIETCS aBTOPOM 3arpoca. B

cllydae eclid TpeAocTaBieHHe HHPopManuu B 3ampamimBaeMoil  Gopme


http://www.st-petersburg.izbirkom.ru/WAY/B0BF45EE-17BD-49BB-A81D-E451088029E9.html
http://www.st-petersburg.izbirkom.ru/WAY/B0BF45EE-17BD-49BB-A81D-E451088029E9.html

41
HEBO3MOXXHO, OHa TMpEAOCTaBsieTcss B ToM ¢opme, KOTOopas HMeEETCs B
U30UpaTeIbHON KOMUCCHUH.

B cnydae ecnu 3ampammBaeMasi nHdopmaius onyOJIMKOBaHa B CpPEACTBaX
MacCcoBOI uHbopMaIuu 1100 pa3MelleHa B uH(POPMaLMOHHO-
TEJIEKOMMYHUKAIIMOHHON ceTu MHTepHeT, n3dupaTtenbHasi KOMUCCHSI B OTBETE Ha
3aMpoC MOXKET OTPAaHMUYUTHCSA YyKa3aHWEM Ha3BaHWs, JaThl BbIXOJa M HOMeEpa
CpeICTBa MaccoBOM HH(OpMalLUU, B KOTOPOM OIyOJMKOBaHA 3alpaliidBacMasi
nH(popMaIusi co CCbUIKOM (aapec CTpaHUIlbl) Ha UH(POPMAIHIO, PA3MEIICHHYIO B
UH(GOPMaIMOHHO-TEIEKOMMYHUKAIIMOHHOM ceTn IHTepHeT.

6.2. Opranuzanus JIMYHOTO NpHUEMA.

6.2.1. JIuunHbii npueM BeETCA npeacenaTeseM (3amecTuTEIEM
npejaceAarens, —CeKperapeM,  WieHaMu) — H30UpaTeNbHOM  KOMHUCCHUU  TIO
NpeABapUTENIbHOM 3amuc 1o rpaduKy, YTBEpKAaeMOMY IMpejceaaresieM
n30MpaTeIbHOU KOMHUCCHH.

Ilo mopywyenuro npexacenarens (3aMECTHTENS NpencenaTens, ceKperaps)
n30MpaTebHOM KOMUCCUU K OpraHu3alii JIMYHOrO MpUeMa MOTYT MPUBIIEKATHCS
rpaXIaHCKHE CIIy)Kalllue amnmapara HM30MpaTelbHONM KOMHUCCHHM, a TakXKe JIHIIA,
NpUBJIEKaeMble IO TPaXkJIaHCKO-TIPAaBOBBIM JOrOBOpaM i  oOecreyeHus
JeATETbHOCTH U30MPATETbHON KOMUCCHUHU.

6.2.2. 3amuch Ha TpPHUEM MOXKET OCYIIECTBISATHCA MO TelaehoHy U IO
MMCbMEHHOMY 3asBJICHHIO, IOJJAHHOMY B YCTAHOBJIEHHOM MOPSIIKE.

[lo Hambonee CIIOXKHBIM BOIPOCaM, MOMAJIEKAIIUM PACCMOTPEHHUIO B XOJ€
JUYHOIO NpHEMa, MOTYT IMpEABAPUTEIIBHO NPUHUMATHCS IOSICHEHUs, KaK B
MMCbMEHHOM, TaK U B AJIEKTPOHHOM BHJIE.

Nudopmarusa o mopsigke mpuema pa3MeniaeTcss Ha caiTe n30upaTeabHOM
KOMHUCCHUH B UHPOPMALIMOHHO-TEIEKOMMYHUKAIIMOHHOM ceTu HTepHeT.

6.2.3.Ilpu JsuyHOM mTpUeMe 3asiBUTENb  MPEABSIBISET  JTOKYMEHT,
YAOCTOBEPSIIOLINMI €r0 JINYHOCTD.

Benenne nuyHOro mnpuemMa MOMKET COMNPOBOXKAATHCS ayauo- U (WJn)

BUJICO3AIMNCBIO, O YCM 3ajABUTCIIb YBCAOMILICTCA N0 Hadajia Ifpucma.
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6.2.4. B xone npuema opopMisieTcsi KapTodKa JUYHOTO MpHeMa 3asBUTENCH
(mpunoxenue Ne 8), KoTopasi MOAJICKUT PETUCTPALIUU B TIOPSAKE, YCTAHOBICHHOM
m.6.1.2 u n.6.1.3 HHCcTpyKuumM, W BEAETCS >XYpHal ydyeTa JIMYHOTO NpueMa
IpaKJaH, B KOTOPBIA BHOCSTCS JaTa MpHUEeMa, HOMEpP KApTOYKH JUYHOIO YYeTa,
JAaHHBIE O 3asBUTENE, KpaTKOe CcoJep)kaHue oOpalleHusi, pe3yibTaT  €ro
PacCMOTPEHHS], a TAKXKE JOJKHOCTh M (paMUJIHS JIMIIA, BEIYIIETO IPUEM.

Ecnim  w3noxxkeHHble B yCTHOM  oOpamieHuu (akTel HE  TPeOYIOT
JIOTIOJTHUTEIBHOM MPOBEPKHU, OTBET HA OOpaIEeHUE C COTJacusi 3asBUTEINII MOXKET
OBITh JaH YCTHO B XOJI€ JIMYHOTO MpHEMa, O YeM JENaeTCs 3alKch B KypHale
ydera (KapTOYKe JIMYHOTO TPUEMA).

ITo mpocwbe 3asBUTENSA, U3TOKEHHOM B XOJ€ JIMYHOIO MpUEMa, OTBET Ha
oOpallileHue eMy MOXKET OBbITh HallpaBiieH (IO YKa3aHHOMY 3asBUTEJIEM aJipecy) B
nuchbMeHHON (opMe ¢ coOJIIoJICHUEM CPOKOB, YCTAaHOBJICHHBIX WMHCTpyKIHe.
Ecnu u3nokeHHble B yCTHOM oOpamieHu (akTbl TpeOYyIOT JOMOJHUTENbHOU
IPOBEPKH, 3asBUTENb B XOJ€ MpueMa UHPOPMHUPYETCS O TOM, UYTO MUCHMEHHBIN
OTBET Ha oOpallieHre OyIeT eMy HalpaBlieH B YCTAHOBJICHHOM IMOPSIJIKE.

[To mpockbe 3asgBUTENs, MPUILEIIIETO HAa JMYHBIM MpUEM, eMy BbIIaeTcs
KOIHUS KapTOYKU JTUYHOTO MTPUEMA.

Ecnu B ycTHOM 0OpallleHuu COAepX aTcsi BOMPOCHI, PEIIEHNE KOTOPBIX HE
BXOJUT B KOMIIETEHUUIO U30MpaTEIbHOW KOMHCCHM, 3asgBUTENIO0 JaeTcs
Pa3bICHEHHUE O TOM, KyJla U B KAKOM TOPSJKE My CJIeyeT OOpaTUThCA.

B xone nuyHOro mpueMa 3asBUTENI0 MOKET ObITh OTKa3aHO B JajbHEMIIeM
paccMOTpeHMH OOpallleHusi, €clid €My paHee OblUl JaH OTBET IO CYIIECTBY
MOCTAaBJICHHBIX B HEM BOIIPOCOB.

B cnyuae rpy0oro, arpecCUBHOTO MOBEJCHUS 3asBUTENS IPUEM MOXKET OBITh
npekpainied. [Ipu HeoOX0TUMOCTH MOXET ObITh BBI3BaH COTPYIHUK OXPAHbI WU
MPaBOOXPAHUTENbHBIX ~ OpraHoB. HWHpopManus o0 TIOBEACHUM  3asBUTEIS

OTPAKACTCA B )KYPHAJIC YHCTA.
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6.2.5. Ilepenannbie Ha mpUeMe 3asBUTEISIMU OOPAILLEHUSI PETUCTPUPYIOTCS C
UCIIOJIb30BaHUEM CHCTeMBbI peructpamuu «CioykeOHas KOpPPECHOHICHIIMS

H pacCMaTpUuBarOTCsA B YCTAHOBJIICHHOM ITIOPSJIKE.

7. OcoOeHHOCTH PadOThI ¢ JOKYMEHTAMHU, COEPKAMUMH CJIYKEOHYI0
HHGOPMALHMIO OTPAHMYECHHOI'0 PACIIPOCTPAHEHHS (B TOM 4YHCJIe CBeJAeHusI 00
H30MpaTesfx, ydacTHUKAX pedepeHayma, o0pamaIMMHUCI B paMKax
pynkuuonupoBanus I'ocygapcTBeHHOM cUCTEMbI perucTpauuu (y4era)
n3oupareiei, yaacTHukoB pedepenayma B Poceniickoii denepanun)

7.1. OcoOeHHOCTH pabOThl C JTOKYMEHTAMH, COACPXKAIIUMU CIIyKeOHYIO
UHPOPMAITHIO OTPAHHYEHHOTO PACTIPOCTPaHEHUSI.

7.1.1. K cayxeO6HOW wuHPOpMAIIUA OTPAHUYCHHOTO PACIPOCTPAHEHUS
OTHOCHUTCSI HECeKpeTHass HMHQOpMalus, HE3aBUCUMO OT BHJA €€ HOCHUTEs,
OTPaHUYEHUS Ha PACIpPOCTPAaHEHHE KOTOPOW MHMKTYIOTCA €€ CIy)XeOHOH
HEOO0XOMMOCTBIO.

7.1.2. HeoOxoaumocTh  mpocTaBlieHUs TNoMeTku  «/[ns  cmykeOHOro
nonb3oBaHus» (manee — «JICII») Ha MOKyMEHTax M H3AAHMSIX, COJEPKaINX
ClIy’)keOHYI0 HH(OPMALMIO OTPaHUYEHHOTO PAaCIpPOCTPAHEHMs], OINpPEAEsAeTCS
npejceaaTesaeM (3aMecTUTENeM TMpeJlcenaresis, CcekperapeM) u30uparebHON
KOMHUCCUH, TTOANMKICHIBAIOIINM HJIA YTBEPKIAIOIIHUM IOKYMEHT.

JIOMKHOCTHBIE JIMIIA, TPUHSBIIUE pelieHne 00 OTHECEHUH CIy>KeOHOU
uHGOPMAIIMU K pa3psay OrpaHUYCHHOTO PAaCpPOCTPAHEHHUS, HECYT EPCOHATBHYIO
OTBETCTBEHHOCTb 32 000CHOBAHHOCTh MPUHSATOTO PELICHHUS.

7.1.3. Tlometka «/ICII» m HOMEp 3K3eMIUIIpa MPOCTABISIOTCS B MPABOM
BEpPXHEM YIJy MEepBOM CTpaHMIIBI JOKYMEHTa (B ciydae HEOOXOJUMOCTU — U €ro
MPOEKTA), colepkalmiero  ciykeOHyro  uH(OpMaIui0  OTpaHUYEHHOTO
pacnpocTpaHeHus, Ha 00J0KKE U TUTYJIBHOM JIUCTE M3JaHUS, a TaKKe Ha MEePBOM

CTpaHHUILIC COIIPOBOAUTCIBHOIO IIMCbMaAa K TAaKUM JOKYMCHTAM.
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7.1.4. Pabota ¢ AOKyMEHTaMH, COAEPKAIIMMH CIyXeOHYI0 HMH(OPMALINIO
OTPaHUYEHHOI'0 PACIPOCTPAHEHHUS, B TOM YHUCIIE MX MPHUEM, YUET (PErucCTpaLys),
OCYILIECTBIISETCA B MOPSAKE, YCTAHOBJIECHHOM JUISI HECEKPETHBIX JTOKYMEHTOB, C
y4e€TOM OCOOEHHOCTEH, H3JIOKEHHBIX B HacrosimieMm paszzaene. [lpm stom K
PEruCTPallMOHHOMY HOMEPY JOKyMeHTa go0aBisieTcs momeTka «JCIDy».

7.1.5. lokymentsl ¢ mometkoit «JICID» peructpupyrorcs (y4uUTHIBArOTCS)
BMECTE C IPYTMMU HECEKPETHBIMU JoKymeHTaMu. B PK nokymenTa npoussogurcs
3anuch «JICID».

7.1.6. CkaHupoBaHHE, KONHPOBAHHE (THUPAXKUPOBAHHE) JIOKYMEHTOB C
nometkon «JICII», a takxke pasmemenne ux B [ JIEJIO npousBoautcs
UCIIOJIHUTENIEM  JIOKyMEHTa C TMCBMEHHOIO  pa3pelleHus Mpeaceaaress
(3amecTHTENS TpeaceaaTens, CeKperapsi) H30MpaTeNIbHONM KOMHUCCHH, MPU 3TOM
OCYIIECTBIISETCA YUET KKIOT0 IK3EMIUISIPA YKAa3aHHBIX TOKYMEHTOB.

7.1.7. loxymenTsl ¢ nomeTkon «JICII» nepenarorcs uneHaMm u3oupaTeabHOM
KOMHUCCHUM W TPAXKTAHCKUM CIIyXKAIllMM armapara u30upaTeIbHOW KOMUCCHUU TIOJT
MOJIHKC.

7.1.8. NoxymenTtsl ¢ nometkon «JICID» HampaBistoTcs B Apyrue OpraHbl U
OpraHM3anui opraHamu (QeaepanbHOM  (Penbaberepckoil  CBs3HM,  CIykO00M
CHeUaIbHOM CBs3M JMOO HApOYHBIM. 3arpeniaeTcsl nepenaBaTb JOKYMEHTHI C
noMmeTkor «JICII» 1Mo He3amMIeHHbIM KaHajdaM KOMIIbIOTEPHO-MOJAEMHONU H
(haKCUMMIIBHOM CBSI3H.

Joxymentsl ¢ momerkoil «JICIID» paccbuiatoTcsi HECKOJIBKUM ajpecaTaM
COTJJaCHO CIIMCKY pAacChUIKM, B KOTOPOM HAampOTHUB KaXKJIOTrO ajapecara
MPOCTABIIETCSI HOMEP AK3EMILIsIpa OTIPABIsAEMOro TokyMeHTa. CHCOK pacChUIKU
HOJITMCHIBACTCS UCIIOIHUTENIEM U CEKpPETapeM U30UpaTEIbHON KOMUCCHH.

7.1.9. UcnonHenHble 1oKyMeHThI ¢ momeTkon «(CII» dhopmupyrores B nena
B COOTBETCTBUU C HOMEHKJIATYpOH Aen. JIoKyMeHThI IpyIIUPYIOTCS B JIeJa BMECTE
C JAPYI'MMH HECEKPETHBIMHM JIOKYMEHTaMH I10 OJHOMY M TOMY € Bompocy. B
IPaBOM BEPXHEM Iy OOJOXKKH Jejia, B KOTOPOE MOMEIIEHbI TaKUE JOKYMEHTHI,

npoctapisiercs mometka «{CIDy».
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7.1.10. Hoxymentsl ¢ mometrkoi «JICII» xpaHsTCS B 3aKpBIBAIOIIUXCS
mkadgax.

7.1.11. VHuuTOXE€HHE e, JOKYMEHTOB M u3faHuil ¢ mometkour «JICID»,
YTPAaTUBIIMX CBOE MPAKTUYECKOE 3HAYEHHE W HE HMMEIOIIMX HCTOPUYECKOW U
HAyYHOM LEHHOCTH, MPOU3BOJUTCS MO AKTy YCTAHOBJIEHHOW (OPMBI C yKazaHUEM
HOMEPOB 3K3eMIUIIpoB (mpuiiokeHue Ne 18). B yuerHwlx ¢opmax genaercs
OTMETKa 00 YHUUTOXKEHUHU CO CCHUIKOM Ha COOTBETCTBYIOLIMII aKT.

7.1.12. Pemienne o cusatuum mometku «JICID» ¢ goxkymeHTa mnpuHHMAaeT
JOJKHOCTHOE JIMLO, MOANMCABLIEE WA YTBEPAMUBIIEE TOKYMEHT.

Cusatue nometku «JICII» ¢ mpucimanHOro B HM30MPATENHHYIO KOMHUCCHIO
JIOKyMEHTa MOXET OBbITh MIPOU3BEJEHO TOJBKO MO COTJIACOBAHUIO C OpraHU3allUe,
HaIlpaBUBLIEH JOKYMEHT.

Cusatue nometrku «JCII» ¢ mokyMeHTa MpOU3BOIUTCS OTBETCTBEHHBIM 32
BEJICHWE  JICJONPOM3BOJACTBA HAa  OCHOBAaHUM  IMUCBMEHHOIO  YKa3aHUs
JOJDKHOCTHOTO JIMIIA, IpUHSABLIETO Takoe peuenue. [Ipu castun nometku «/JCID»
Ha JOKyYMEHTAaX, JeJlaX WM U3JlaHusX, a Takke B PK nenarorcs cooTBercTByIOINE
OTMETKHU.

O cuatun nometku «JCID» yBegomifioTcss Bce ajpecaTbl, KOTOPBIM
JIOKYMEHT HampaBJIslICA, TM00 OpraHu3allys, €ro HarnpaBUBIIIAsl.

7.1.13. B cinydae yTpaThl JAeN, JOKYMEHTOB WM H3AaHUA C TOMETKOM
«ACIl» nubo paszriameHus cojaepxkamieiics B HUX WHGOpPMAIMM Ha3HAYaeTCs
cinyxeOHasi TMpoBEpKa, O pPe3yJbTaTax KOTOPOM JOKJIaIbIBAaCTCsS IMpenceaaTelto
(3amMecTHUTENIO IpeceaaTeNsl, CeKpeTapo) n30upaTesibHOM KOMUCCHU.

O6 ytpare nein, 7JoKyMeHTOB W uzfganuii ¢ mometkon «JICII» cocrapmsiercs
aKT, HA OCHOBAaHMHM KOTOPOIO JE€JAal0TCS COOTBETCTBYIOIIHME OTMETKH B YYETHBIX
dbopmax.

7.2. Pabota C JOKyMEHTaMH, COJEp KalllMMH CBEICHHS 00 u30Mparelsx,
ydacTHHKaxX pedepeHayMa, oOpamamiuMics B paMKax (YHKIIMOHUPOBAHUS
['ocynapcTBeHHOW CHCTEMBI peructpanuu (ydera) wu30Oupareneid, y4aCTHUKOB

pedbepenayma B Poccuiickoit deneparim.
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7.2.1. K nokyMeHTaM, COJIepKalliuM CBEACHHs 00 N30upaTessaxX, yuacTHUKAX
pedepenayma, oOpallarIMUCS B paMKax (GYHKIIMOHUPOBAHUS
['ocynapcTBeHHOM cHUCTeMBbI peructpanuu (ydera) wusz0Ouparesied, y4aCTHUKOB
pedepennyma B Poccuiickoit denepannuu, OTHOCATCS TOKYMEHTHI, TTOCTYIAOIINE
B M30MpaTeNbHYI0 KOMHCCHIO OT MCHOJHUTEIBHBIX OPraHOB TOCYAApCTBEHHOU
Brnactu Cankt-IleTepOypra, TeppUTOpPHATIBHBIX OPraHoOB (eAepalibHbIX OPraHOB
UCITOJIHUTENIbHOM Bilacth, LleHTpanbHON n30upatenbHOl komuccuu Poccuiickoi
Odeneparuu, GI'KY «DenepanbHbiil 1ieHTp uHbOpMaTH3anuu npu LleHTpanbHoM
u3buparenbHoii  komuccuu  Poccuiickoit  @enepanuun», TepPUTOPHAIBHBIX
u3buparenbubix komuccuit B Cankt-IletepOypre, u30HpaTeNbHBIX KOMHCCHUI
BHYTPHUTOPOJICKMX MYHHUITUTIAJILHBIX 00pa3oBaHuii CaHkT-IleTepOypra, CHCTEMHBIX
aIMUHHUCTPATOPOB KOMILJIEKCOB CPEJICTB aBTOMaTu3aluu [ ocyaapCTBEHHOM
aBTOMAaTU3UpOBaHHOU cuctembl Poccuiickoit denepannn «Bwibope» (mganee —
UCTOYHUKH  HHPOPMAIIUN), HampaBisieMble  M30UpaTENbHOW  KOMHUCCUEH
WUCTOYHUKAM WH(MOpMaIu, a TakkKe JOKYMEHTBI, IMEpPEeChbUIaeMble MEXKIY
KOMILJIEKCAMH ~ CPEJCTB aBTOMATH3AllMM TEPPUTOPUATBHBIX  H30HMpaTEIbHBIX
komuccuii B Cankt-Ilerepoypre (manee — KCA THK), Canxr-lIletepOyprckoit
n3buparenpHot komuccuedn (manee — KCA MHWKCP®) wu IlenrpanbHoit
u3bupareabHol komuccueit Poccutickoit @enepanvu (nanee — KCA UK Poccun)
B paMKax peaJM3alnuy Lener U 3amad ['ocy1apCTBEHHOM CHUCTEMBI PErucTpanuu
(yuera) uzbupareinei, yaacTHUKOB pedepenayma B Poccuiickoii @enepanuu.

JIokyMeHTBI MOTYT OQOpPMIATHCA Kak Ha OYMaXHBIX, TaK H Ha
MaIllMHOYUTAEMbIX HOCUTEISX.

7.2.2. PaboTa ¢ JIOKYMEHTaMH, COJIEpXKAIIUMU CBEJICHUS 00 H30upartelsx,
y4yacTHUKax pedepeHayMa, JOJDKHA OCYIIECTBISATBCS €  Y4€TOM  HOPM
®enepanbHoro 3akoHa oT 27 wutons 2006 roga Ne 152-@3 «O mepcoHAIBHBIX
naHHbIX», [lomokeHuss 00 OCOOEHHOCTSX OOpaOOTKH TMEepPCOHAIBHBIX JaHHBIX,
OCYIIECTBIISIEMO 0€3 MCHOJB30BaHUSl CPEACTB aBTOMATU3ALUU, YTBEPKICHHOIO
noctaHoBjieHueMm IlpaBurenbctBa Poccuiickoit ®enepanun ot 15 ceHTAOps

2008 roma Ne 687, ITonoxenus o I'ocynapcTBEHHON cUCTEME pErucTpaiuu (ydera)
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n3bupareneit, yd4acTHHKOB pedepernmyma B Poccuiickoit ~ Depepanun,

yrBepxaeHHoro mnoctaHoBiaeHuem LUK Poccuun or 6 HosOps 1997 ronma

o

Neo 134/973-11 (B penakiuu noctanosienuit [IAK Poccuu ot 29 anpens 2003 rona
Ne 5/37-4, ot 29 nexabpst 2005 roma Ne 16/1084-4, ¢ y4eToM H3MEHEHH,

©

BHeceHHbIX TmoctaHoBieHusMu [[UK Poccun ot 19 Hos6ps 2008 rona
No 138/1017-5, ot 22 nexabps 2010 roma Ne 232/1517-5, ot 19 ¢epans 2014 rona
Ne 218/1416-6), Pernamenrta ncnosp3oBaHus moacucTeMsl «Peructp nzbuparenei,
y4aCTHUKOB pedeperayma» ['ocyqapCTBEHHOM aBTOMAaTHU3UPOBAHHOM CHUCTEMBI
Poccuiickoit @enepanuu  «BpiOopb», yTBepkaeHHOro mnoctanoBieHuem LUK
Poccuu ot 26 mapta 2014 roga Ne 223/1437-6, [1onoxenust 06 odecrieueHUN
0e3onacHocTu MHPOpManMu B ['0CyapCcTBEHHON aBTOMATHU3UPOBAHHON cHCTEME
Poccuiickoii ®Denepaunu «Bbibopel», yTBepkaeHHOro mnocranoBieHueM LMK
Poccun ot 23 uronst 2003 roma Ne 19/137-4 (B pemakuum moctaHoBieHus: UK
Poccum ot 28 despans 2007 romga Ne 200/1254-4).

7.2.3. JIOKyMEHTBI, COAEpIKaIue CBEICHUS 00 M30HMparensK, ydyacTHHUKaxX
pedepenayma 10mKHB 00pabaThIBATHCS B PEXUME KOHPUIECHIIUATBHOCTH.

7.2.4. Peructpanvio U XpaHeHUE JTOKYMEHTOB, COJIEp KaluX CBEIEHUS 00
u30upaTensXx, Yy4acTHUKax pedepeHayMa, MOCTYyNaloluMX OT HCTOYHUKOB
uHpoOpMaIIMu W HaNpaBIsieMbIX WM, OCYIIECTBISIOT TPa)KJAaHCKUE CITyXKallue
anmapara u30upareIbHON KOMUCCHUH.

7.2.5.Ciucok M1, YHOOJHOMOYEHHBIX TOJIy4aTb OT MCTOYHUKOB
uHhopMaIuu © TIepeaaBaTh WM JOKYMEHTBI, COJep)Kalllhue CBEIEHUS 00
n30upaTensiX, yaacTHUKaxX pedepeHayma, yTBepKIaaeTCsl MPUKA30M MpeceaaTens

U30UpPATEIILHON KOMUCCHH.

7.2.6. ITomyynB OT UCTOYHMKA MH(OPMAIUKA TOKYMEHT Ha OyMa)XHOM JIHOO
MAIIMHOYMTAaEMOM  HOCHTENE, COIEp)Kalluii cBeaeHUs 00 u30uparensx,
ydyacTHUKax pedepeHayma, COTPYIHHUK ammnapata u30UpaTebHOM KOMHUCCHUH,
OTBEUAIOIINII 32 IEJIONPOU3BOACTBO, MpocTaBisieT oMeTKy «JICII»:

Ha OyMa)XHOM HOCHTENE - B MPABOM BEPXHEM YIIy TEPBOW CTPAHUIIBI

JOKYMEHTA;
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Ha MAllMHOYWTAEMOM HOCHUTEJIE - B IPAaBOM BEPXHEW  4YACTH
MalTuHOYUTAEMOT0 HOCUTENSI HH(MOPMAIIHH.

ITometka «JICII» mpocTaBisieTcs TakKe Ha  MEPBOM  CTPaHMIE
COIIPOBOJIUTENIBHOTO MHChMAa K JIOKYMEHTaM, COJIepXkKalluM CBeJIeHUs 00
n30uparesax, yuacTHUKax pedepenayma.

7.2.7.Bce JOKyMEHTBI, coJepKaliue cBeaeHus o0 u30uparessx,
ydacTHHKaxX pedepeHaymMa, M COMPOBOAMTEIbHBIE THChMa K HHUM TIPH HX
NOJIy4deHUH MO0  OTHpaBKE  PErUCTPUPYIOTCS  COTPYAHUKOM  ammapara
n30UpaTeIbHOM KOMHCCHH, OTBEYAIOIIMK 3a JEJIOMPOU3BOJCTBO B OTACIHHOM
XKypHaie 1o (opme, YCTaHOBIEHHOW COOTBETCTBYIOIIMM IIPAaBOBBIM aKTOM
n30uparenbHO KoMuccuu. [Ipu 3TOM K perucTparmoHHOMY HMHJEKCY JOKYMEHTa
nobassercs momeTka «JICIIy».

7.2.8. ConpoBo/iMTENIbHBIE MHCbMA K MAIIMHOYUTAEMBIM HOCHUTEIISIM,
COJICpKAIllUM HW3MEHEHUsI PEeTHOHANIbHBIX (parMeHTOB Perucrpa uzbuparesnei,
YYaCTHUKOB pedepeHayMa perucTpUPYIOTCS OTBETCTBEHHBIM 32 BEJICHUE
JIeJIONPOU3BOJICTBA B M30UpATEIbHOM KOMUCCHH. [Ipu 3TOM Ha COMPOBOIUTEIILHOM
MKUChbME U MAIIMHOYUTAEMOM HOCHUTEIIE MpocTaBiisieTcs: nomeTka «JCID».

MaivHouynTaeMbple HOCUTENH, COJCpPKAIlUEe HM3MEHEHUS PErMOHaTbHBIX
(dparMeHToB Peructpa nu30uparenei, YYaCTHUKOB pedepenayma,
COTIPOBOMTENIbHBIE TTUChMa K HUM JIOCTaBJISIOTCS B M30MPATEIbHYI0 KOMHCCHIO
MOCPEICTBOM 3aIUIIEHHBIX cepTUuUIIMPOBAaHHBIMU cpeacTBaMU
Kpunrorpauueckoil  3alMTBl  TEICKOMMYHHKAalIMOHHBIX  kKaHamoB  ['AC
«Br160pBY, Opranamu GeaepanbHoi GeabIberepcKoi CBA3M JIMO0 HAPOUHBIM.

7.2.9. JIoOKyMeHTBI, COJepiKalie CBeACHHUs 00 HM30MpaTelsx, y4acTHHKaX
pedepenayma, Ha OyMaKHBIX JIMOO MAITMHOYMTAEMBIX HOCHUTEISX XPAHSITCS B
ceiipax WM B HAACKHO 3alUpaeMbIX M OIeyaThbIBaeMbIX MmiKadax (sumkax,
XpaHWIUIIAX).

[lo uctedyenun cpoka xpaHeHuss u paccMoTpenus Ha DK mzbOuparenpHOU

KOMHUCCHUM YKAa3aHHBIC JOKYMCHTBI YHHUUYTOXKAIOTCA II0 aKTy (HpI/IJIO}KCHI/IC

Ne 18).
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7.2.10. JlTokyMeHTBI, colepKallue CBEACHUS 00 M30MpaTesX, ydyacTHHKaX
pedepenayMa, mepeaaroTcsi pabOTHUKAM U30MPATETLHBIX KOMUCCHMA 110/ TIOJIITHCH.

[lepenaga JOKYMEHTOB, COAEpKAIIMX CBEACHUA 00 H30HMpaTesX,
ydacTHUKax pedepeHayma, OT OJHOTO padOTHUKA IPYrOMY OCYILECTBISIETCS C
paspelieHus  mpejacenaTeNis  M30MpaTeNbHOM  KOMHCCHHM WM JIMIA, €ro
3aMeIaIoNIeTo.

JIOKYMEHTBI, CcoJepKallie CcBeAeHUus 00 u30upaTensix, Yy4acTHHUKax
pedepeHaymMa, THPAXHUPYIOTCS C TMHCHBMEHHOTO pa3pelieHus TMpeceaaTes
n30UpaTeabHOW KOMUCCHUHU WIIM JIMIIA, €r0 3aMEUIAlONIero. YUeT TUPAKUPYEMBIX
JIOKYMEHTOB OCYIIIECTBIsieTCsl MOodK3eMIusipHo. Ha o0opoTe mocienHero jucra
KaXKIO0TO IK3EMIUISIpa MCMOJHUTENb JODKEeH yKa3aTh KOJWYECTBO OTIMEYaTaHHBIX
AK3EMILISIPOB, CBOIO (PaMUIIMIO U ATy TUPAXKUPOBAHUS JOKYMEHTOB.

7.2.11. O (akrax yTpaThl JIOKYMEHTOB, COJEpXKallluX CBEICHUS 00
n30uparensx, ydacTHUKax pedepeHayma, U0 pasrialieHus coaepKalleics B
HUX UWH(GOpMAaLMK CTaBUTCS B HW3BECTHOCTh TMpejAcenaTesb u30upaTeabHON
KOMUCCHHM WIJIM JIMIIO, €ro 3ameniaromee. I[Ipemcemarens wiM JUIO, €ro
3aMelaroniee, Ha3HayaeT KOMHUCCHIO JUIsl PacCiaeoBaHUsl 0OCTOSATENbCTB yTPAThl
WIA pa3riamieHus. Pe3ynbraTel MPOBEPKH JOKIAIBIBAIOTCS — IpeaceaaTelTo

n30MpaTeNbHOM KOMUCCUM WU JIUILY, €r0 3aMElIatoIeMy.

8. lloaroroBka, ogpopmjieHue, BHINYCK, Y4€T JJOKYMEHTOB,
paccMaTpuBaeMbIX HA 3aCeJaHUSAX U30MPaATETbHOH KOMUCCUU

8.1. ®opmupoBaHue NPOEKTa TMOBECTKU JHS 3acelaHus W30upaTeIbHOU
KOMHCCHH.

8.1.1. [IpoexkT moOBeCTKM IHA 3acelaHusi W30UpaATEIbHOW KOMHCCHH
dbopMHpyeTCs CeKpeTapeM H30HMpaTeNbHOW KOMHUCCHHM B CPOKH, YCTaHOBJICHHBIE
periaMeHToM Uu30UpaTelbHOM KOMHUCCHUHM, Ha OCHOBAaHMM ILJIAHOB PAaOOTHI U

MOCTAHOBJICHUM  HM30MpPATENIbHOM  KOMHUCCHUM, TOPYYEHUW  Mpeacemarens
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n30UpaTeTbHOM KOMHUCCUH, TTOCTYIUBIINX JTOKYMEHTOB U, MOCJIE COTJIACOBAHUS C
npejcenareseM, moMMChIBACTCS CeKpeTapeM N30upaTeIbHON KOMUCCHH.

8.1.2. Unensl n30MpaTEeIbHOM KOMHMCCHUHU BIpaBe MNPEIJIOKUTh BHECTU B
MPOCKT TIOBECTKHU JIHA 3acelaHus W30MpaTeTbHONM KOMHCCHU BOIMPOCHI, HE
NpPEAyCMOTPEHHbIE IJJaHAaMU pabOThl W [OCTAHOBJICHMM  U30MpaTesbHON
KOMUCCHUM, TPU YCIOBUU HAJIWYUS TOJATOTOBIEHHBIX [0 3TOMY BOIPOCY
JIOKyMEHTOB.

JlaHHble BOMPOCHI BKIIIOYAIOTCS B MPOEKT TMOBECTKH JHS 3acelaHus
n30UpaTeabHOW KOMUCCUU MPU MUCBMEHHOM OOpaIleHUH WieHa U30upaTeabHOU
KOMHUCCHUH, TI0 WHUIIMATUBE KOTOPOTO BOIPOC BBIHOCUTCS Ha 3acelaHue, Ha UMS
npejacenareas M30UpaTeIbHOW KOMHUCCHH, B KOTOPOM YKa3bIBacTCS Ha3BaHUE
BOIPOCA, MOKJIAIYMK U JaTa Tepe/ladyd COTJIACOBAHHOTO MPOEKTa TOCTAHOBIICHUS
U MaTepHaJIoB K HEMY CEKpeTapio n30UpaTeIbHOW KOMUCCHH.

8.1.3. CormnacoBanHbIli ¢ mpejacenareyieM U30UpATEIbHOM KOMUCCHUU U
MOAMHUCAHHBIA CEeKpeTapeM U30MpaTEIbHOW KOMHUCCHHM TPOEKT TMOBECTKH JTHS
3acelaHus U30UPaTeIbHOH KOMHCCHH THPAXKUPYETCS OTBETCTBCHHBIM 3a BEIICHUC
JIETIONPOU3BOACTBA (32 TMOJATOTOBKY 3acellaHuisi) [JIsi PACCBUIKM  4JIEHAM
U30UPATEIIHHON KOMUCCHH.

[TpoeKT MOBECTKM THS 3acelaHus M30MPATEILHON KOMHUCCHU MOXKET OBITh
pa3MeIieH Ha caiitTe u30MparenbHOM  KOMHCCMM B HMH(POPMAIMOHHO-
TEJIEKOMMYHUKAIIMOHHON ceT HTepHET.

8.1.4. Unenam u30upaTebHOM KOMUCCHM C MPABOM PEIIAIOIIETO ToJIoca H
YJieHaM UW30upaTeIbHOW KOMHCCHH C TIPaBOM COBEHIATENBHOTO  TOJI0CA,
MPEACTABUTEISIM  MOJUTHIYCCKUX TIAPTUH TPOCKT TIOBECTKHM JHS 3acelaHus
n30UpaTeIbHOM KOMHCCHM MOXET OBITh pa30oCiaH Ha yKa3aHHbIE HWMU
AJICKTPOHHBIC TIOYTOBBIC SIIUKH B HH(POPMAIMOHHO-TEICKOMMYHHUKAITMOHHON
cetu «MHTEpHETY.

8.2. TloaroroBka JOKYMEHTOB IO BOMPOCaM, BKIIOUYECHHBIM B TIPOEKT

MOBECTKU JIHS 3acelaHus U30upaTeIbHON KOMHUCCHUHU.
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8.2.1. JlIokyMeHTBI TIO BOMPOCaM, BKJIIOYEHHBIM B TIPOEKT TOBECTKU JIHS
3acejaHusl M30MpaTeNIbHOM KOMHUCCHHM, TOTOBATCA WICHAMU U30MpaTeIbHOU
KOMHUCCHUM, 3a KOTOPBIMH 3aKpEIJICHbl COOTBETCTBYIOIIME  HANpaBICHUS
JESITEIbHOCTH, C MIPUBJICYEHUEM, B ClTydyae HE0OXOIUMOCTH, paOOTHUKOB armapara
n30MpaTeIbHOM KOMUCCUM U IPYTUX CIECILIHMAIMCTOB.

8.2.2. IlpencraBnsieMble K PaCCMOTPEHUIO JTOKYMEHTHI JOJDKHBI BKIHOYATH
03arjaBJICHHbIN [IPOEKT IIOCTAHOBJICHUU n30upareabHON KOMUCCHUU
C TMpPUOOIIEHHBIMU K HEMY MOJJMHHUKAMU JOKYMEHTOB, MOCITY>KUBIIMX
OCHOBaHHEM JUIsl pPacCMOTpPEHHUs BONpOca Ha 3aceJaHuu U30upaTeabHOU
KOMHUCCHUH, JTMOO TPOEKT MHChMa, MOMJICKAIIETO COTJIACOBAHUIO Ha 3acelaHuu
U30UpaTeIbHOW KOMHUCCUH, TMPU HEOOXOAMMOCTH — TMOSICHUTEIBHYIO 3aIUCKYy TI0
paccMaTprBaEMOMY BOIIPOCY.

8.2.3. IIpoeKThl JOKYMEHTOB (BKJIFOYAsl MPUIIOKEHHUS ), IPEICTABISIEMbIC JIJIsI
paccMOTpeHMs Ha  3aceJaHuu  HU30UpaTeibHOM  KOMHUCCUH,  BU3UPYIOTCS
UCIIOJIHUTENIEM, HadaJlbHUKAMH  CTPYKTYPHBIX  TOJApa3/elIeHWH  ammapara
n30MpaTeIbHOW KOMMCCHH, OTBETCTBEHHBIMM 3a IIOJATOTOBKY JIOKYMCHTA,
HadaTbHUKOM HOpuandeckoro ympaBiieHHs anmnapara u30UpraTreabHO KOMUCCHUN
¥ 4JICHOM M30MpaTeIbHOM KOMUCCUH, OTBETCTBEHHBIM 32 €r0 MOJTOTOBKY.

[IpoekTbl MOKyMEHTOB (BKJIIOYas MPHIOKECHHS), COIEpKAIIMe BOMPOCHI
(dbuHAaHCUpPOBaHUS BBIOOPOB, OOCCIEUEHUS JICATEILHOCTH  HM30MpaTEIhHBIX
KOMHUCCHH, OJKCIUTyaTalld W Pa3BUTUA CPEICTB aBTOMAaTH3aIlMH, OOydYeHUs
OpraHU3aTOpPOB BBIOOPOB W  YYAaCTHUKOB UW30WMpaTENIBHOTO Tpollecca, B
00s13aTeILHOM TIOPSJIKE BU3UPYIOTCS HadanbHUKOM (DHUHAHCOBO-OYXTalTEpPCKOTO
yIpaBIEHUS - TJIABHBIM OyXrantepoM n30upaTenbHON KOMUCCHH.

Busbl mpocTaBisitoTCS B KOHIIE TEKCTa MPOEKTa MOCTAHOBJICHHS JTUOO Ha
00OpPOTHOM CTOpPOHE TOCIEJHEro JIMCTa MpPOEKTa JOKYMEHTa (BKJIouas
NPUJIOKEHHUS) TI0 YCTAaHOBJICHHOM (hopMme (mpritoxkeHue Ne 9).

8.2.4. IIpoeKThl JOKYMEHTOB JJIsi BUSUPOBAHUS JOJIKHBI TIPEICTABIATHCS B

CPOKH, YCTAaHOBJICHHBIE MIpe/iceiaTeNieM n30upaTebHOM KOMUCCHH.
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8.2.5. UcnionauTens oOecneunBaeT KOMIUIEKTHOCTh BCEX JOKYMEHTOB,
0003HaUYCHHBIX KaK B IPOEKTE TMTOCTAHOBIICHUN N30MPATEIIbHON KOMHUCCHH, TaK U B
MPUIIOKEHUSIX K HEMY.

8.2.6. Ilocne o3HakomiieHUS, @ B HEOOXOJUMBIX CIIy4asX — BHECEHUS
3aMEYaHUN M TPEIJIOKEHUM, CEeKpeTapb H30HMpaTeIbHOM KOMHUCCUM NPUHUMAET
pellleHHe O BBIHECEHHHU IPEACTaBJICHHBIX MPOCKTOB JOKYMEHTOB Ha 3ace/laHue
u30upaTeaIbHOW  KOMHUCCHM,  TIpOCTaBisieT Ha  HUX  yka3zanue  «Ha
3ace/laHue», CTABUT JIMYHYIO TOJMKCH U AaTy U TepeJaeT BECh KOMIUIEKT
JIOKyMEHTOB OTBETCTBEHHOMY 3a BEICHHE JEIIONMPOM3BOJCTBA (32 TMOJATOTOBKY
3aceaHus) Uil THPAKUPOBAHMUSI.

[Ipy HEOOXOIUMOCTH TPOEKTHI JOKYMEHTOB MOTYT OBITh BO3BpAIICHBI
CEeKpeTapeM HU30upaTeIbHON KOMUCCHUN UCTTOTHUTEIIO JIJIST TOPaOOTKH.

8.2.7. OTBETCTBEHHBI 3a BeJEHUE JEJIONPOU3BOACTBA (32 MOJTOTOBKY
3ace/laHns) KOMIUICKTYET Ak ¢ JTIOKYMEHTaMH, TOJICKAITUMH PAaCCMOTPEHUIO,
B COOTBETCTBHUU C ITPOCKTOM ITOBECTKH JIHS 3aceIaHus N30UpaTeIbHON KOMUCCHUU U
pazmaer WX WieHaM U30UpaTeNbHOW KOMHUCCUU B CpPOK, YCTAHOBJIICHHBIM
perIaMeHTOM HU30HpaTeIbHOM KOMUCCHH.

Ecnu unen n3bupatenbHOM KOMUCCHUU HAXOJUTCS B OTITYCKE, KOMaHIHPOBKE
WM OTCYTCTBYET 1O OO0JIC3HU, MpeIHAa3HAUYCHHAS IS HETO Manka ¢ JTOKyMEHTaMU
OCTaeTCs JI0 €ro0 BO3BpAICHUSI Y OTBETCTBEHHOTO 3a BEJCHUE JEIOMPOU3BOICTBA
(3a MOATOTOBKY 3ace/1aHusl).

Unenam wu30MpaTeIbHONM KOMHCCHHM C IIPAaBOM COBEIIATEIBLHOIO T0Joca,
MPEACTABUTENSIM TOIMTHYECKUX TapTHl Marepuaiabl MOTYT TIepenaBaThcs Ha
yKa3aHHbIE HWMH  DJJICKTPOHHBIC IIOYTOBBIC SIIMKA B  HMH(POPMAIMOHHO-
TEJIEKOMMYHUKAIIMOHHON ceTu WMHTepHeT M (WiM) mepes HavyajJoM 3acelaHus, a
JUIaM, TIPUTJIAICHHBIM Ha 3acelaHre, MaTepPHalbl TI0 BOIIPOCY, HAa KOTOPBINH OHU
MPUTJIAIICHBI, TIEPEAAOTCS IPH PETUCTPALIMH TTePE] HA9alloM 3aceaHusl.

8.2.8. Ilepen  HawasloM  3acelaHWsl  OTBETCTBCHHBIM  3a  BEJICHHUC

JIEJIONPOU3BOICTBA (32 MOArOTOBKY 3ac€aHusl) pErUCTpUPYET MPUTIAIIeHHbIX Ha
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3ace/laHre JIML, CIUCOK KOTOPBIX IMPEICTABISAETCS MPEACENATENI0 M CEKPETaplo
U30MpaTeIbHON KOMHCCHUHU.

8.2.9. Ha 3acenanuu n30upatebHOM KOMUCCUU BEACTCS MPOTOKOJI U MOXKET
IIPOU3BOJAMUTHCS ayINO3ANNCH (BUIEO3AIKCh).

8.3. BrImyck JOKyMEHTOB, PACCMOTPEHHBIX Ha 3aceAaHuM W30UpaTeIbHOM
KOMUCCHUHU.

8.3.1. JlokyMeHTbI, pAacCMOTPEHHbIE Ha 3aceJaHuM  HU30HpaTEIbHON
KOMHCCHUH, JOJDKHBI OBITh, MpPU HEOOXOAUMOCTH, J0pabOTaHbl, a 3aTeM
MOJITMCaHbl, 3aPETUCTPUPOBAHBI U PA30CIAHBI.

8.3.2. Cpok 10pabOTKM JOKYMEHTOB HE JOJDKEH MPEeBbIIATh 3 padbodmx
JTHEW Tmocie JHA 3acefaHusi M30MpaTelbHOM KOMHUCCUHM, €CIM MHOW CpOK He
ompeneneH (QenepanbHbiM  3akoHOM U (win) 3akoHoM CankTt-IletepOypra,
PernamenTom n30HpaTeabHON KOMUCCUU WM HE OTOBOPEH Ha 3aceaHuu.

8.3.3.Ilpu nmopaboTke JOKyYMEHTa WCIHOJHHUTEIh BHOCUT B  TEKCT
COTJIACOBAaHHBIE B XOJ€ 3acelJaHusl W30MpaTeIbHOW KOMHCCUM H3MEHeHHs. B
cllydae MPUHATHS U30UpAaTEeIhbHOW KOMHCCHEH pemeHuss O HEoOXOIUMOCTH
KOHTPOJISI 32 WCIIOJTHEHUEM TMOCTAHOBJIEHUN €T0 TEKCT JIOTMOJHSIETCS IMyHKTOM, B
KOTOpPOM HAa3HAuYalOTCs JIMIA, OTBETCTBEHHBIE 3a HWCIIOJHEHHE, U OMIpelemsercs
CPOK MCIOJHEHUSI.

8.3.4. JlokyMeHT, TOANEKAIIUA TOAMUCAHUIO (BKJIIOYAs TPUIIOKEHUS ),
BU3HPYETCS UCIOTHHUTENEM, HadalbHUKAMH CTPYKTYPHBIX TOApa3IeICHUNA
anmapaTta M30MpaTebHOW KOMHCCHHM, OTBETCTBEHHBIMU 3a €ro MOATOTOBKY U
0paboTKy, HauaabHUKOM FOpuandeckoro yrpaBieHuUs armapaTta u30upaTenbHOU
KOMUCCHUM ¥ YJICHOM H30MpaTeNIbHOM KOMHCCHHM, OTBETCTBEHHBIM 3a €r0
MOJITOTOBKY.

JIOKyMEeHTBI (BrITIOUAs IPUIIOKEHUS), coJieprKalnue BOITPOCHI
dbuHaHCUpOBaHUS  BBIOOPOB, OOECHEUEHUS JCSITEIBHOCTH  H30UPATEIIbHBIX
KOMUCCHUM, OKCIUTyaTalli W Pa3BUTUS CPEACTB aBTOMATHU3AIUU, OOy4YeHUs

OpPraHMU3aTOpPOB  BBHIOOPOB M  YYaCTHUKOB M30UpaTeNpHOro Ipolecca, B
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00s3aTeTbHOM TOPSAKE BU3UPYIOTCS HadalbHUKOM (DHHAHCOBO-OyXTaaTepCcKOro
yIpaBJIEHUS - [JIaBHBIM OyXraiarepoM n30upaTebHON KOMUCCHHU.

[Ipu HEOOXOIUMOCTH, B ClIy4yae BHECEHHUS B JIOKYMEHT COTJIAaCOBaHHBIX Ha
3aceJaHiM W30UpaTeIbHOW KOMHMCCUUM HM3MEHEHHM, OH BHU3UPYETCS y YICHOB
n30UpaTebHOM KOMHMCCUHM, BHECHIMX B XOJI€ 3acelaHusl COOTBETCTBYIOIIWE
MPEIIOKECHHUS.

Busbel mpocTaBnsioTcsi Ha OOOpPOTHOM CTOPOHE TOCIEAHEro JIMCTa
JIOKyMEHTa (BKJIFOYas TPHUJIOKEHHUS) IO YCTAHOBICHHOW ¢opme (TpHIIoKEeHHE
Ne 9).

8.3.5. Ucnionuutens  caeAUT 32  KOMIUIEKTHOCTBIO  MpUJIaraeMbIxX
K TOCTaHOBIICHUIO M30MpaTENbHON KOMHCCHHM JOKYMEHTOB M pacrojiaraeT UX B
TOM MOCJIEOBATEILHOCTH, B KOTOPOHM OHU YIOMHHAIOTCS B TEKCTE, a TaKkxke
MPOCTABIIIET BU3y Ha OOOPOTHOM CTOPOHE KaXKJOrO JIMCTA IMOCTAaHOBJICHUS U
IIPUIIOKEHUMN K HEMY.

8.3.6. Eciu Bompockl, comepxariyecss B TOCTAaHOBIICHUM W30MpaTeIhHOM
KOMHUCCHH, KacaroTCsl JAEATeTbHOCTH OJHOM WM HECKOJBKHUX CTOPOHHHUX
OpraHM3aiuii, K JOKYMEHTY TMpujaraercsi JHUCT COIJIAaCOBaHMs, B KOTOPOM
YKa3bIBAETCS HAMMEHOBAaHWE OPTaHU3AIMH, JOHKHOCTh, MHULMAIBI M (amMIIns
JOJHKHOCTHOTO JIMIIA, C KOTOPBIM 3TOT JOKYMEHT COTJIaCOBaH, U CTaBUTCS €Tro
JIMYHAS TIOJIITUCh.

CornacoBanne MOXXET O(pOPMIIATHCSA Ha MOCIETHEM JIMCTE MOCTAHOBICHUS
n30UpaTeTbHOM KOMHUCCHH.

8.3.7. K odopmnenHomy njsi moAnMCcaHusI MOCTAHOBJICHUIO U30MpPATEIHLHOM
KOMHUCCHH HCIIOJHUTENb TpUJaraeT CIHCOK JOKHOCTHBIX JIHI] (OpraHHU3aIluii),
KOTOPBIM HaIpaBJIAE€TCs MOCTAHOBJICHUE M30MPATEIbHON KOMUCCUH (TIPHIIOKEHUE
Ne 10).

B cnimcok BKIHOYAIOTCS TOJKHOCTHBIE JIMIA (OpraHu3aluu), KOTopble OyayT
3a/ICUCTBOBaHBl B peaju3allid NPUHITOTO JOKYMEHTa WM JOJDKHBI OBIThH
IPOMH(GOPMHUPOBAHBI O €T0 COJAEPKAHUU U KOTOPHIM 3TOT JTOKYMEHT JOJKEH OBITh

pas3ociaH.
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CHucok pacChbUIKM TOAMHCHIBAECTCS HMCIOJHUTENEM U YTBEPXKIaeTcs
npenaceaareneM (3aMecTUTENIeM IMpeacenaTelis, CeKpeTapeM) u30upaTeabHON
KOMUCCHUHU.

8.3.8. OpopmnennsIii KOMILIEKT JIOKYMEHTOB MOCTAaHOBJICHHE
n30UpaTebHOW KOMHCCHHM, OOO3HAYEHHBIE B €ro TEKCTE NPHUIIOKEHHS, CIUCOK
pacChbUIKM)  HCHOJHUTENb  TepelaeT  OTBETCTBEHHOMY  3a  BEJICHHE
JICJIONPOU3BOACTBA (32 TOATOTOBKY 3acelaHusi) [UIsi MPOBEPKU MPABHILHOCTU
opopMIIEHUs JTOKYMEHTOB M TIOCIEIYIOUIEr0 MX TMPEACTaBICHUS Ha MOJIHUCH
npeceaaTeNo U CeKpeTapio N30upaTeabHON KOMUCCHH.

8.3.9. IlocraHoBieHue U30MpATEIbHOM KOMHUCCHHM  IMOAMHCHIBAETCS
npeceaaTeNeM u ceKpeTapeM n30rupaTenbHO KOMUCCHH.

Eciu ©Ha 3aceganuu u30MpaTeNbHONM KOMHUCCHHM TpeCeAaTeIbCTBOBAI
3aMeCTHUTelb MpeceaaTens n30upaTeibHOW KOMUCCUH, CEKpeTaph N30UpaTebHON
KOMUCCHH WJIM OJIMH U3 YICHOB U30MpPaTETbHON KOMUCCHU C TIPABOM PEIIAIOIIETO
rojoca, a TakK)Ke eCIu TOJHOMOYHS CeKpeTapsi H30MpareIbHON KOMHUCCUU
OCYIIECTBIISUT OJJUH U3 YICHOB M30UpATENbHON KOMHCCHH C MPABOM PEIIAIOIIETO
rojoca, TO MOJIMUCH B MPOTOKOJIE, HA MOCTAHOBJICHUH O(DOPMIIIOTCS CIETYIOIIUM
obOpazom:

«3amecTUTens Tpeacenarens u30UpaTeNbHOM KOMHCCHU» — B Cydae
BPEMEHHOI'0 OTCYTCTBHS MpezcenaTesst u30upaTesibHOM KOMUCCHUY;

«Vcnonnstomuii 003aHHOCTH TIpeceaTeNsl N30UPaTeIIbHONM KOMUCCUMY —
B Cllydae BPEMEHHOTO OTCYTCTBHSI 3aMECTHTEINS TMpecenaTeNis N30upaTebHON
KOMHUCCUH TIPU HATMYWU TTOCTAHOBJICHHS N30MPATEIIbHON KOMUCCUH O BO3JIOKEHUU
Ha ceKkpeTapsi n30upaTeIbHON KOMHUCCUU JIMOO OJHOTO M3 YJICHOB M30MpaTebHON
KOMUCCHMM C TpPaBOM pEHIAIoONIero rojioca MOJHOMOYMN  MpeacenaTens
M30UpaTEeIbHOM KOMUCCHUH,

«Mcnonusommii 003aHHOCTH CeKpeTapsi M30upaTesibHOW KOMHCCHUN» — B
cllydae HaJW4Msl PACTOPsDKEHUs TMpeacenaTess U30upaTebHOW KOMHUCCUU WITU
UCTIONHSIONIETO 00SI3aHHOCTU MpejcenaTeNss U30UpaTeIbHOW KOMHCCHUA O

BO3JIOXXCHHMM Ha OAHOIO H3 YJICHOB H36HpaTeHBHOI>'I KOMHCCHHN C IIpaBOM
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peIIaloIero rojioca MOJTHOMOYMM CeKpeTapsi n30upaTenbHON KOMUCCHH JTHUOO0 TIpU
HAJIMYUHU TTOCTAHOJICHUS M30MpaTEeIbHON KOMUCCHH O BO3JIOKEHHHM Ha OJHOTO U3
YJICHOB M30MpaTeNbHOM KOMHUCCHH C MPABOM PEIMIAIONIETO T0Jj0ca MOTHOMOYHN
cekperaps n30upaTeIbHON KOMUCCHM.

8.3.10. IlocraHoBneHue M3OMpATEIHPHOM  KOMHUCCHUHM  HYMEPYIOTCS B
XPOHOJIOTHYECKON TOCIIEAOBATeIbHOCTH B Mpeaenax CpokKa TMOJTHOMOYHN
n30upaTeIbHON KOMUCCHH.

Homep mocrtaHOBieHUsT HW30MpaTENbHONH KOMHCCHU COCTOMT M3 HOMeEpa
IPOTOKOJIA 3aCE€AaHUs U MOPSIKOBOIO HOMEpA PEILICHHS, Pa3IeICHHbIX Ie(UCOM.
(mammpumep: 1-5).

8.3.11. Yka3zaHHble BBINIE PEKBU3UTHI IMOCTAHOBJICHUS W30MpaTeIbHON
komuccuu BHocATcsa B PK, k koTopoil npukperuisieTcst gaitsn qjokymMenTa B opmare
MS Word® (st Ta0IuUIL JIOTyCKarOTCs dhopmatbl
MS Excel®) u, npu HeoOXOAMMOCTH, >IEKTPOHHBIA 00pa3 JOKyMeHTa B
dopmare .pdf, a Taxxke nemaercss CBS3Ka C JOKYMEHTAaMH, IOCITYKUBIIMMHU
OCHOBaHWEM [UIsl PAcCMOTPEHHS  BOMpOca  Ha 3aceTaHUU W30MpaTeIbHOU
KOMUCCHH.

8.3.12. PazpemnieHue Ha TUpAXUPOBAHHUE JIOKYMEHTOB B HEOOXOIUMOM
KOJIMYECTBE JlaeT TMpejcenaresb (3aMecTUTeNb Tpeaceaaress, CeKpeTapb)
n30upaTreabHOl KOMHCCHH. J[OKYMEHTBI THPAXUPYIOTCSI OTBETCTBEHHBIM 32
BEJICHUE JCIIOMPOM3BOACTBA (3a TMOATOTOBKY 3acelaHHs) B COOTBETCTBUU CO
CIIMCKOM pACCBUIKM, Ha KaXJOH KOMUU JOKYMEHTa IPOCTaBISETCS IeYarh,
yIIOCTOBEpSIOLIAs MOAMKUCH MpeJcenaTeNst n30upaTeaIbHOU KOMUCCUH U CEKpeTaps
n30UpatebHON KoMUccuu (0€3 BOCITPOU3BEACHUS TTOITUCEH ).

8.3.13. Komusi mocTaHoBIEHUsI W30MpaTENbHON KOMUCCHUU  HaIpaBIIseTCs
3agBUTENI0 B clydae, €CIM ero oOpaimieHue B HU30MpaTeIbHYI0 KOMHCCHIO
MOCTY)KWAJIO  OCHOBaHWEM JIIi  PAacCMOTPEHHMsI BOMpoOca Ha  3aceAaHHuu
U30UpaTeIbHON KOMUCCHH.

8.4. OdopmieHne NpoToKoja 3aceTaHusi H30MPaTEIbHOM KOMUCCHH.
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8.4.1. IlpoTokon 3acemaHus u30UpaTENbHOM KOMHUCCHU OQOpMIISIETCS Ha
OnaHke ycTaHOBIIEHHOW (opMbl (TpuiokeHue Ne 3) B CpOK, YCTaHOBJICHHBIN
periiaMeHToOM M30UpaTeIbHOW KOMUCCHH.

8.4.2. IlpoTokon 3aceganust U30UPaATEIbHON KOMUCCHH MOXET 0(OPMIISTHCS
B IMOJTHOM MJIM KpaTKou opme.

8.4.3. Texct mpoTokoja 3acedaHus M30MpaTeTbHOM KOMHUCCUU COCTOUT W3
JIBYX 4acTe€M: BBOJHON U OCHOBHOM.

8.4.4. B BBOJHON yacTU MPOTOKOJIA 3acelaHus U30MpATEIbHON KOMHCCHUU
YKa3bIBAIOTCSA (pamMmimsi M WHUIMAJBI TpEAceaaTeNis H30MpaTelbHON KOMHCCHUU
(mpencenareNnbCTBYIONIETO), a  TakkKe  MPUCYTCTBYIOUIMX  3aMECTUTENs
npejacenaresns U30UpaTesibHOM KOMUCCUH, CEKpeTapsi n30upaTelbHONM KOMUCCUH U
YICHOB W30MpaTeIbHOW KOMHUCCHH, B TOM YHCJE C IPaBOM COBEIIATEIHLHOTO
rojioca, pabOTHUKOB anmapaTta u30upaTeibHOW KOMUCCUM M JIMLI, MPUTJIAIIEHHBIX
Ha 3ace/laHue.

Hlommyckaetrcst ohopMIIeHHE TPHUCYTCTBYIOIIUX OTACIBbHBIM CIUCKOM C
yKa3aHUEM HWHULUANIOB, GaMunuii u JoipkHocTed. ChnHcok mpuiaraercss K
IPOTOKOJTY 3aceJaHusl.

8.4.5. [loBecTka NTHA BKJIIOYAETCS B BBOJHYIO 4YacTh MPOTOKOJIA 3aCEIaHUS
n30upaTenbHO KoMUCCUU. OHa COCTOUT M3 MEPEUYUCIICHHS BOIPOCOB, KOTOPHIE
00Cy>KIaroTCst Ha 3acelaHuU n30upareabHOU KOMHUCCHH,
U 3aKperuisieT IMOCJIEI0BATeIbHOCTh UX OOCYXKIEHUS M (paMUIMHM JIOKJIATIYMKOB
(BBICTYHAIOLLUX ).

Kaxxnprii Bompoc TOBECTKM [IHA 3aceJaHus H30MPATebHON KOMHCCHH
HyMmepyeTcsi apaOckoil 1udpoil, ero HauMeHoBaHuEe (HOPMYIUPYIOT C MpeJsora
«O» mmn «OO0». Ilo kaxaoMy NYyHKTY YKa3bIBaeTcs HOKIaAuyuk Hu ¢dopma
MpeCTaBICHUs BOIIpoca (JI0KJIaJl, OTYET, COOOIIeHUE, HHMDOPMAILIHS).

8.4.6. OcHOBHasl 4YacTh MPOTOKOJA 3acelaHus M30UpaTebHOW KOMHCCHUU
(kak TIOJTHOHM, TaKk W KpaTKOH (POPMBI) COIAEPKUT CTOJIBKO pPa3eioB, CKOJBKO

IMYHKTOB BKJIFOYEHO B MTOBECTKY AHS. B COOTBETCTBUU C HEW pa3nienbl HyMEpyIOTCs.
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Kaxnapiii  pazmen  cocrour w3 Tpex yacreil: «CIIYITAJIA:»,
«BBICTYIIMJIN:», «I[IOCTAHOBWJIMN:», koTOpblE MEYaTalOTCd OT TIPaHUILIbI
JIEBOTO I0JIS TPOIIUCHBIMH OyKBaMH.

B wactm «CJIIYIIAJIM:» KpaTko H3/1araercsi TEKCT BBICTYIUICHHS
noxiaguuka. MiHunmanel 1 GpaMunus AOKIaguuKa MeYaTaroTCsl ¢ KpaCHONW CTPOKU
B HMMEHUTEIBHOM MaJeXe. 3amuch JOKIaJa H3JIaraercsa OT TPEThEero Juia
€IMHCTBEHHOTO YMCJIa U OTAENSIeTCS OT (paMHUIIuu THpE.

Ecnu teker noknana mpuiaraercs K NpOTOKOIY 3acelaHusi n30upareabHou
KOMHUCCHH, TO HUCIOJB3YETCS CChlIKa « TEKCT TOKIIaaa NpuaaraeTcs».

B wactu «BBICTYIIMJIM:» nepedyucisaroTcss BBICTYNAIOMIME H aBTOPHI
BONPOCOB. MHuIManel 1 paMuims BHICTYAOLIETO M€YaTatOTCs ¢ KPACHON CTPOKU
B UMEHUTEIbHOM majexe. KpaTkas 3amuch BBICTYIUIEHHS [0 CYILIECTBY
paccMaTpuBaeMOro BOIIPOCA U3JIAraeTCsl OT TPETHETO JIULA €IMHCTBEHHOTO YHCIA.

Ecnu  TEKCT BBICTYIUIGHHMsI IIpUiIaraercd K IPOTOKOJNY  3aCEIaHMUs
U30UpaTeabHOW KOMHUCCHHM, TO HCIOJIb3yeTCsl cChbUulka «TEeKCT BBICTYIUICHUS
IIPUJIAraeTCs».

B uwactu «IIOCTAHOBWJIU:» oTpaxkaercd NPUHIATOE pEUIEHUE 110
00Cy)K1aeMOMY BOIIPOCY U PE3yJIbTaThl TOJIOCOBAHUS.

CopepxaHue 0cOOOr0 MHEHUS, BBICKa3aHHOIO BO BpeMs O0OCYXIEHUS,
3allMChIBACTCSI B TEKCTE IMPOTOKOJIA 3acelaHus H30MpATEIbHON KOMHUCCUU WU
oopmisieTcs Ha OTIAEIBHOM JIMCTE M IOMEIIAETCS IOCJIE COOTBETCTBYIOLIETO
IIOCTaHOBJICHHS.

8.4.7. IlpoTokon 3acenaHuss H30MpPATETbHOW KOMHUCCHUHM TOANHCHIBACTCS
npejcenaTesieM  M30UpaTeNibHOW  KoMmHccuM  (TIpeicenaTehbCTBOBABIIMM — Ha
3acelaHWU) MW  CeKpeTapeM  M30UpaTelbHOM  KOMUCCHMH (MM YICHOM
n30upaTeabHON KOMUCCHH, VICITOJIHSBIINM 00513aHHOCTH cexperaps
U30MpaTEILHOW KOMHCCHH).

8.4.8. [locne moanvcanust MPOTOKOJIBI 3aCeTaHU N30UPATEIIbHOW KOMHUCCHH

PErUCTPUPYIOTCSL.
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[IpoTokonbl 3acenaHuii U30UpaTETbHOM KOMHUCCHU HYMEpPYIOTCS B
XPOHOJIOTUYECKOW — IOCJIEIOBATEILHOCTH B Ipeaeiax Cpoka MOJTHOMOYMN
n30UpaTeIbHON KOMUCCHUM.

8.4.9. IlpoTokombl 3aceqaHuil W30UpaTENbHOM KOMUCCUH, MPUOOIICHHBIE K
HUM IIOCTAaHOBJIEHHs) H30MpATENbHOM KOMHCCHMM BMECTE C MaTepUalaMy,
NOCITYKUBIIMMH OCHOBAaHHUEM [UIsl UX MPUHATUSA, OCOOBIMH MHEHUSMHU UJIEHOB
U30UpaTeIbHOW KOMHUCCUH, XpaHATCS Y ceKpeTaps U30upaTesbHOM KOMHCCHH, a
3aTeM, O(POPMIIEHHBIE B COOTBETCTBUM C TPEOOBAaHUAMU VHCTpyKIIMH, NTEpeatoTCs
B apXUB.

8.5. UN3buparenbHass KOMUCCHUS NPUHUMAET akThl B (opMe pElIeHui, B
ciydae, Korja Takas ¢opMa MpeaycMOTpeHa 3aKOHOJATeNbcTBOM. [loaroroBka,
opopmiieHHE, BBIMYCK M  y4eT pelleHud  u30upaTeabHOM  KOMHCCHUU
OCYIIECTBIISIETCS B MOpPSAKE, IMPEAYCMOTPEHHOM HACTOSIIUM Ppa3ieiaoM JJis

MOCTAaHOBJICHUN N30UPATETHLHON KOMUCCHH.

9. OdopmiieHHe MPUKA30B, pacNOPsizKeHUIl NpeacenaTe s
H30UpaTeJIbHOI KOMHCCUM

9.1. OdopmiieHre TPUKA30B, PACTIOPSHKEHUN TpeiceaTeNsl n30oupaTeIbHOM
KOMMCCHUH 110 OCHOBHOM J€SATEIBbHOCTH.

9.1.1. [Ipuka3ssr npecenaTens U30UpaTeIbHOM KOMHUCCHH —
WHUBUyaJIbHbIE TIPaBOBbIE AaKThl TI0 BOMPOCaM BHYTPEHHEW OpraHu3anuu
paboThl U30MpaTEIHLHON KOMUCCHHU (J1aJiee — IPUKa3).

PacniopskeHus npezceaaresns — MpaBoOBbIE aKThI IO BOMPOCaM, OTHECEHHBIM
3aKOHOJIATEJILCTBOM ¥ TMPABOBBIMU  aKTaMH  HM30UpATEbHONM  KOMHCCUU
K  KOMIIETEHIIMU  M[pejacenaresnss  u30uparelbHOM  KoMuccuu  (manee -
pacIopsiKEHHE).

[Ipukassl, pacnopskeHus odopmisieTcst Ha OJJaHKEe YCTaHOBJIEHHOU (POPMBI

(mpunoxenne Ne 3).
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9.1.2. IlpoexTsl MPHUKA30B, PACHOPSKEHHM MpencenaTens H30upaTeabHON
KOMHUCCHHM TOTOBSITCSI amnmapaToM H30MpaTeabHOW KOMUCCHUU [0 MOPYUYEHHUIO
npeaceaaTesns (3aMecTUTeNs MpeaceaaTelis, ceKperaps, WICeHOB) M30upaTelbHON
KOMHUCCHHM JIMOO M0 WHMIMATUBE CTPYKTYPHOTO TMOJpa3JelieHusl ammapara
n30UpaTeIbHOM KOMUCCHH.

9.1.3. Ilpukas, pacnopsskeHUE UMEET CleayIole peKBU3UThI: rep0 CaHKT-
[letepOypra; HaumMmeHOBaHUE TocyaapcTBeHHoro oprana Cankr-IlerepOypra
(Canxr-IlerepOyprckass wm30HMpaTelibHas KOMHCCHS); BHA JOKyMeHTa (IIpHKa3,
pacnopsKEHUE); JaTa, pEruCTPALlMOHHBIA HOMED; MECTO COCTAaBJIEHUS; 3ar0JIOBOK
K TEKCTy; TEKCT, TMOANUCh JODKHOCTHOIO JIMIA, W3AAaBUIETO IMPHKA3,
pacnopspKeHue.

9.1.4. 3aroyioBOK K TEKCTY JOOJDKEH KpPaTKO M TOYHO OTpa)kaTh OCHOBHOE
COIECP/KAHUE TEKCTa MpHKa3a, pacrnopspkeHusa. Touka B KOHIE 3arojloBKa HeE
CTaBUTCSA. 3aroJIOBOK Ie4aTaeTrcsl MONYXKUPHBbIM IpUdTOM Uepe3 OJuH
MEKCTPOYHBIN HHTEPBAJ. 3aroJ0BOK BHIPABHUBAETCS MO LIEHTPY JOKYMEHTA.

9.1.5. Tekcr IpuKasa, pacropsiKEHUs COCTOMT, Kak
MIPaBUJIO, N3 KOHCTATUPYIOLIEH W PACHOPSAUTEIIBHOM YacTe, U MOXKET HUMETh
3aroJIOBOK.

Texkct mpukasza, pacmopsDKeHHsl OTAENseTcs OT — 3arojioBka  2-3
MEKCTPOYHBIMU UHTEPBAJIAMH.

B koHcTaTHpylolel 4acTh M3MaraloTcs Leld W 3aJlayd MperiChIBaeMbIX
nercTBuil. Eciv OCHOBaHMEM K W3JaHUIO IPHUKA3a, PACIOPSIKEHUS SBISCTCS
HOPMATUBHBIM TPABOBOM AaKT WM PACHOPSAAUTEIbHbIA JTOKYMEHT, TO B
KOHCTaTUPYIOIIEH YaCTH YKa3bIBAIOTCS €r0 Ha3BaHUE, 1aTa, HOMEDP, 3aroJ0BOK.

B pacniopsaguTenbHON YacTH coiepKaTcsl MEPEUUCICHUE MPEINUChIBAEMbIX
JNIEUCTBU, CPOKM M HUCIIOJHUTENH. PacniopsaurenbHas 4acTh MOXKET JEIUTHCA Ha
MYHKTBI ¥ TIOJAIMYHKTBI, KOTOPbIE HYMEPYIOTCSl apaOCKUMU U paMu ¢ TOUKON U HE
UMEIOT 3ar0JI0BKOB.

9.1.6. Ecnmu mpukas, pacrnopspbkeHHe H3MEHSET, OTMEHSET WM JIOTOJHSET

paHee U3JaHHbIN MPUKA3, PACHOPSHKEHHUE WUIIA €r0 OTAEIbHBIC ITYHKTHI, TO OJIUH U3
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IMYHKTOB PAcIOPSAUTEIbHON YaCTH TEKCTa JOJDKEH COJEp)KaTh CCBUIKY Ha
OTMEHSAEMbIN JOKYMEHT (ITyHKT JOKYMEHTa) C yKa3aHHeM €ro AaThl U HOMEpA.
TekcT mMyHKTa JOJKEH HauyumHATheA cioBaMu «lIpu3HaATH yTpaTUBIIMM CHILY...»
1100 «CUnTaTh YTPATUBIIUM CHILY...).

9.1.7.B  mocinegHeM  TyHKT€  pacHOPSJUTEIIBHOM  YacTh,  IpH
HEOOXOJAMMOCTH, YKa3bIBAETCS JIOJDKHOCTHOE JIMIIO, Ha KOTOpPOE BO3Jaraercs
KOHTPOJIb 32 UCIIOJIHEHUEM PACTIOPSKEHUSI.

9.1.8. Ilpu Hanmuuuu NMPUIIOKEHUN K MPUKA3Y, PACTOPSHKEHUIO B TEKCTE Ha
HUX 00s13aTENIbHO JIeJaeTCs CChLIKA.

9.1.9. Ilpuka3, pacrnopspkeHHE€ M TPUIIOKEHUS K HEMYy BHU3HPYIOTCS
HETMIOCPE/ACTBEHHBIM  WCIOJHHUTENEM,  HadalbHUKAaMH  COOTBETCTBYIOIIMX
CTPYKTYPHBIX MMOJpa3eICHUl anmnapaTa u30upareabHOH KOMUCCUHU, HAYaJIbHUKOM
KOpuauyeckoro ymnpaBiieHHsl anmapaTa U30MpaTebHON KOMUCCHH U HaYaJIbHUKOM
Opranu3aiiOHHOTO YIIPaBJICHUS arlrapaTa u30upaTebHOH KOMUCCHHU.

Eciu B mpukase, pacmnopspKeHHUH COJIEpKaTcsl BOIMPOCHI (pUHAHCHPOBAHUS
BBIOOPOB, OOecTeueHus NeATENHbHOCTH M30MPaTebHOM KOMHUCCHH, DKCIUTyaTalluu
U pa3BUTUSL CPEICTB aBTOMAaTH3allMM, OOYUYEHHs OpraHU3aTOPOB BHIOOPOB
¥ YYaCTHHKOB M30MPaATEILHOTO TpoIlecca, TO MPHUKa3, PaclopsiKeHne BU3HPYETCs
y HaudanbHHKa DHHAHCOBO-OYXTalTEPCKOTO YIPABIEHUS - TJIaBHOTO OyXrairepa
N30MpPaTEeIIbHON KOMUCCHH.

Buszbl mnpoctaBisitorcs Ha OOOpPOTHOM  CTOPOHE TMOCJEIHEro JIUCTa
JIOKyMeHTa ([IpHKa3a, pacropsDKEHHs), TPUIOKEHHS K HEMY) 10 YCTAaHOBJICHHOMN
dopme (mpuoxenue Ne 9).

K mpukaszy, pacnopsskeHHIO TPHUKIAABIBAETCS  CIIHCOK  PaCCHUIKH,
AHAJIOTUYHBIA CIUCKY PACChUIKM IOCTAaHOBJIEHUS W30MpPATEIbHOW KOMHCCUU
(mpunoxenre Ne 10), moANMMCAaHHBI  WCIOTHUTEEM U  YTBEPXKICHHBIN
npejcenaTesieM  (3aMeCTUTENIeM Tpejceaaress, CeKpeTapeM) H30UpaTeIbHON
KOMUCCHH.

9.1.10. B cnyuae BpeMEHHOro OTCYTCTBUA MpelcenaTens u30upaTeabHOU

KOMHUCCHUH IIPHUKAa3HkI, PaCIOPs>KCHUA IIOAIIMCBIBAOTCs 3aMCCTHUTCIIEM
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npeacenarens M30MpaTeNbHOW KOMHCCHUM B COOTBETCTBUM C PermameHTOM
n30UpaTeTbHOM KOMHUCCHH.

9.1.11. llpuka3sl  PEerUCTPUPYIOTCS  OTBETCTBEHHBIM  3a  BEJCHUE
JIEJIONPOU3BOCTBA B )KypHAJE MPUKA30B.

9.1.12. PacniopsikeHUsT PETUCTPUPYIOTCS OTBETCTBEHHBIM 3a  BEJCHUE
JIEJIONPOU3BOICTBA B )KYpHAJIE pACIOPSHKEHUI.

9.1.13. [Ipukazam, pacnopsKEHHUSIM IIPUCBAaNBAOTCS
perucTpaloHHbIE HOMEpa B Mpejieliax KajJeHAapHOTO roja.

9.1.13. Ilpuka3sl, pacHopsiKeHHs BMECTE C TMPUOOUICHHBIMU K HUM
JIOKyMEHTaMH, TMOCITYKUBITUMU OCHOBAaHUEM Ui WX H3AaHUs, (HOPMUPYIOTCS B
Jiena  COrJIaCHO HOMEHKJIAType Jiell HM30MpaTeNbHONM KOMHUCCUH, XpaHsATCA Y
OTBETCTBEHHOTO 3a BEICHHE JEJONPOM3BOJACTBA, a 3aTeM, O(OpPMIIEHHBIE B
COOTBETCTBUHM C TpeboBaHUsIMU HCTPYKIIMU, IEPEIAIOTCS B apXUB.

9.2. OopmiieHne MpUKa30B Mpejcenaresis U30UpaTebHOM KOMHUCCHH 10
KaJIpOBBIM BOIIPOCAM.

9.2.1. Tlpuxkassl mnpeacenaresss W30UPATEIBHOM KOMHUCCHM IO KaJpOBBIM
BOIIPOCAM H3JIAIOTCS MO KOHKPETHBIM BOIIPOCAM, CBSI3aHHBIM C JEATEIbHOCTHIO
YJICHOB M30MpaTEeNbHON KOMHUCCHH, IPUEMOM Ha TPAXKIAHCKYIO CITy>KOy B ammapar
U30MpaTeIbHOW  KOMHCCHH, TPOXOXACHUEM  TPaXTAHCKOH  CIyXObl U
YBOJIBHEHHEM C TPaKIaHCKOU CITy>KObI B anmapare u30upaTeabHON KOMUCCHUH.

9.2.2. Tlpuxkassl mnpeacenaress W30UPATEIBHOM KOMHUCCHUM IO KaJpPOBBIM
BOompocaM OGOPMIIIOTCS aHAJIOTMYHO TPHUKA3aM ,paclopsDKEHUSIM TpeceaaTens
n30MpaTeNbHOM KOMUCCHH 110 OCHOBHOM JIESTEILHOCTH.

90.23. [IlpuwkazamMu 10 KaapoOBBIM BompocaM OQGOPMIISIOTCS Hadajo
WCIIOTHEHHST OOS3aHHOCTEW TO 3aMEIIeHUI0 TOCYJAapCTBEHHOW MOJDKHOCTH U
IpeKpalieHre MOJHOMOYMI YJICHOB H30MpATENbHON KOMHCCHHU, pabOTaONMX B
nU30MpaTeNbHOW KOMHUCCHM Ha TOCTOSSHHOM (IITaTHOW) OCHOBE, NpPHUEM Ha
TPAKIAHCKYIO CITYX)OY, 3aKIIFOUCHHE CIY)KEOHOTO KOHTPAKTa, UCUHUCICHUE CTaKa
TPaXTAHCKOW CIIYy)KObI TPaKIAHCKUM CIy>KallliM ammapaTa u30upaTenbHOM

KOMHCCHH, IIPUCBOCHHUC KJIACCHBIX YHHOB Fpﬂ)KI[ElHCI(OfI CJ'Iy>K6BI, YCTAaHOBJICHUC
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HOBBIX YCIIOBUH OIUIaThl Tpyna, MepeBoj (Ha3HAUEHHE) HA WHYIO JOJDKHOCTD
TPaXTAHCKOW CITYy>KOBbI, HMCIOJIHEHHE OOS3aHHOCTEW HavalbHUKA YIIPaBJICHUSA
(oTmema, cekrtopa), u3MeHeHHMe (aMWIMK, HWMEHH, OTYECTBA, YCTAHOBJICHHE
HEMOJHOTO pabodero [HsS, BBILJIATH €AMHOBPEMEHHOTO MOOIIPEHUS B CBS3HU C
YBOJIBHEHMEM M  BBIXOJJOM Ha TIEHCHUIO 3a BBICAYTY JI€T, BBIILJIATHI
€MHOBPEMEHHOI'O0  TOOMIIPEHHUsT B CBSI3W C [oOWieeM, MPEMUPOBAHUE,
IPEIOCTABIICHUE €KETOIHBIX, YUYCOHBIX, JOTMOIHUTEIbHBIX OTITYCKOB, OTIyCKa MO
OEpeMEHHOCTH U pojAaM, OTIyCKa N0 YXoay 3a peOeHKOM, OoTiycka 0e3
COXpaHEHHUS JEHEKHOTO COZIEPKAHUS, BBIXOJ M3 OTIIyCKa MO YXOIy 3a PEOCHKOM,
HAJIO)KEHHME B3bICKAaHUs, KOMAHIUPOBAHUE, MIPEKPAILIEHUE CITYKEOHOTO KOHTPAKTa,
OCBOOOXK/IEHHE OT JOJUKHOCTH TPAXJAAHCKOM CIY>KObl M YBOJIbBHEHHE C
IPaXXTaHCKOU CITYyKOBI.

[Ipuka3 mo KaApoBBHIM BOMpPOCAM SIBJISETCS OCHOBAHUEM JJII HAUYHCIICHUS
JIEHEKHOTO BO3HATPaXKJACHUS WU COJEP>KaHMsI, OCYLIECCTBICHUS BBIIIAT, JTOIUIAT
WU yJIePKAHUM.

9.2.4. TlpoekTsl TPUKA30B IO KaJIpOBBIM BOIpOCaM TOTOBSTCS B
cnenuanuctoM OpraHu3allMOHHOTO  yNpaBjieHWs] ammapata H30MpaTeabHON
KOMHCCHUM Ha OCHOBaHUHU TMOPYYEHUU TNpencenatens n30upaTeabHOM KOMHUCCHH,
JVYHBIX 3aBJICHUN YICHOB U30MPATEIbHON KOMUCCUU U TPAKIAHCKUX CITYXKAIUX,
MpEICTaBICHU  HAYaJIbHUKOB  CTPYKTYpPHBIX  TOJpa3/leieHUil  ammapara
n30MpaTebHOM KOMUCCHH, CITY>KEOHBIX 3aHCOK, MHBIX TOKYMEHTOB.

9.2.5. B mpukaze mo KaJpoOBHIM BOMpPOCAaM O MPHUEME Ha TPaKIAHCKYIO
cinyx0y yKa3bIBalOTCS (pamMuiiusi, MUMs, OTUYECTBO NPUHUMAEMOIO Tpa)<JIaHUHA,
HAaMMEHOBAaHHWE 3aMEIaeMOW JOJHKHOCTH W CTPYKTYPHOTO TOJpa3JesieHuUs
anmapara u30MpaTeIbHOM KOMHCCHH, JlaTa Haydaja HCIOJIHEHHs O00S3aHHOCTEH,
yCIIOBUSI OIUIaThl TpyAa (B TOM 4YHCIE pa3Mep JOJDKHOCTHOTO —OKJIajia
IPAKJAHCKOIO CIyXKallero, HajA0aBKU M JApPyrHe BBIIUIATHI), CPOK JCHCTBUS
3aKJIFOYaeMOT0  CIYy>KEOHOTO0 KOHTpPAaKTa, YCTAaHOBJIEHHBIM CPOK HWCIBITaHUS

IrpaXaaHCKOIro CIYyXalero B LHCIAX IIPOBEPKHU COOTBETCTBHA C€roO 3aMenaceMomn
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JOJKHOCTH TPaKJAHCKOM CHy>KOBI, €CIM 3TO NPEeIyCMOTPEHO, OCHOBAaHME
BBIIYCKa MpHKa3a (MopyyeHue, 3asiBJIeHNe, IPEICTaBICHUE).

9.2.6.B mpukazax 0o KaApoOBBIM BOMpOCaM O TMPOJUICHUU CpPOKa
TPaXAAHCKOW CIY>KObl M 3aKIIOYCHHH CPOYHOTO CIYXEOHOro KOHTpPAaKTa,
Ha3HAYCHWH Ha WHYI JOJDKHOCTh TPAXKIAHCKOH CIy>KOBI, YBOJIBHCHHH C
TPa)XXTaHCKON CITY»OBI, OTITYCKE M 1O IPYTHUM KaJIpOBBIM BOIIPOCAM YKa3bIBAIOTCS
bamuus, UMs, 0TYECTBO TPAXKIAHCKOTO CIYXKAIIero, HAMMEHOBaHUE 3aMeIIaeMOi
JTOJKHOCTH  TPaXTAHCKOW  CIYyKOBI M CTPYKTYpHOTO  TOJApa3eiCHUs
n30UpaTeIbHON KOMHUCCUH, COIEPKAHUE PACTIOPATUTEIILHOTO pelieHus (IPOIUTh
CPOK TPaXXTAHCKOW CIYXKOBI, YBOJIUTH C TPAKIAHCKOW CITYKObI, TIPEIOCTaBUTH
€KErOJIHBIN OIJIAYMBAEMBIN OTIMYCK U APYTo€), €CJIM TpeOyeTcsl, JaeTCs CChLJIKa Ha
3aKOHOAATENbHBINA aKT, HA OCHOBAHMM KOTOPOTO MPUHUMAETCS PaCHOPSAUTEIHLHOE
pelieHre,  yCTAaHAaBIMBAIOTCA  CPOKH  (KaJeHAapHbIE  JaThl)  JCHCTBHS
pPacHOpSANTEIFHOTO pEIIeHUsT (IeWCTBUS CPOYHOTO CIIY)KEOHOTO KOHTpPAKTa,
MPENOCTaBIICHUsT OTIYCKA, KOMAHJIWPOBKH, JlaTa YBOJBHEHUS W JIPYTroe).
B mpukase mo KagpoBBIM BOIIPOCaM, Kak MPABHUIIO, YKA3BIBAETCS OCHOBAHHE €ro
obopmiieHus  (MpeACTaBICHUE,  3asBIeHUE, TpaduK  OTIYCKOB,  IUIaH
KOMaHJUPOBOK, CITy>KeOHas 3ar1cKa).

9.2.7. Ilpukazam 1O KaJApOBBIM BOMPOCAM MPHCBAMBAIOTCS TOPSAKOBBIE
perucTpalroHHble HOMEpa B Mpe/esiax KaJleHJapHOro roja:

O TMpueme, TMepeBOJie, YBOJIHHEHHUH, TMOOIPEHUA IOMHUMO HOMepa
MIPUCBANBACTCS HHIIEKC «K»;

0 KOMaHJIUPOBAHUHU MTPUCBANBACTCS MHJICKC «K/JI»;

0 JWCHWIUIMHAPHBIX  B3BICKAHMSX, YYEOHBIX, JPYyrUx  OTIyCKax
MIPUCBANBAETCS TTIABHBIN HHICKC «KII».

9.2.7. Konnu mpuKa3oB MO KaapOBBEIM BOMpPOCaM B 00s3aTETLHOM TOPSAKE
nepesarTcs HavyanbHUKY (DHHAHCOBO-OYXTalNTEPCKOTO YMPaBICHHUS - TJIABHOMY

Oyxrantepy n3bupareabHOM KOMUCCUN N30UPATEIIbHON KOMUCCHUHU.
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9.2.8. Ilpukassl Mo KaapoBBIM BOIpocaM (POPMHUPYIOTCS B JieJa COTJIACHO
HOMEHKJIaType Jesl U30upaTeIbHOW KOMHUCCHU B COOTBETCTBHH CO CPOKAMHU

XpaHEeHUs.

10. O¢dopMiieHHE TPOTOKOJIOB 3aceaHNl pad0YuX, IKCIIEPTHBIX IPYII,
KOHCYJIbTATUBHBIX OPraHOB U30UPaTeJbHOH KOMUCCHU

10.1. TIporokonbl 3acefaHuil (nanee — MPOTOKOI) pabOYMX, IKCIEPTHBIX
IpyMIl, KOHCYJIbTaTUBHBIX OPraHOB M30MpaTebHONM KOMHUCCHM (llajee — pabouas
rpyrmmna) opopMIISIOTCS 10 YCTaHOBJICHHOM (hopme (Tipuioxenue Ne 11).

[IpoToKkoa cocTaBIsAE€TCSl HA OCHOBAHUM 3alIMCEH, MPOU3BEIECHHBIX BO BPEMSI
3acellaHus, TMPEACTaBICHHBIX TE3UCOB JOKIJIAJ0B W BBICTYIUICHUM, CIPABOK,
MPOEKTOB PEUICHUH U IPYTUX MaTepuasoB.

[IpoToKOIBI MOTYT U3/1aBATHCS B TIOJHOM MU KPaTKOM (opme, Mpu KOTOPOW
OITyCKaeTCsl X0 00CYXAEHUsS BOMPOca U (GUKCUPYETCA TOJIBKO MPUHATOE MO HEMY
pelIeHue.

10.2. TekCcT TOMHOTO TPOTOKOJA COCTOMT W3 JBYX YacTeil: BBOJHOU U
OCHOBHOM.

B BBOAHOI dYacTH MNPOTOKONA YKa3bIBAIOTCS (GaMWIMM M  HHUIIHAAIIBI
NpeaceaTebCTBYIOMEro (PyKOBOAUTENSl paboueil TpyImbl)) MU CEKpeTaps
3aCeIaHusl.

C HoBoil cTpoku mnocie cnoBa «lIpUCYTCTBOBaIM:» NEPEUUCIAIOTCS

MHUIMAJIB U (paMUIMKM WIEHOB paboueil TpyIIibl, MPUIJAlIEHHBIX Ha 3acelaHue
YJIEHOB M30MpaTeIbHON KOMHCCHH, HE SIBISIFOIIMXCS WiEHAMHU padoueil rpyribl,

HWHBIX IIPHUTIalllICHHBIX. HpI/I NEPCUNCICHUN MPHUITIAIICHHBIX 00s13aTeLHO
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YKa3bIBA€TCS HAUMEHOBAHHE WX JOJDKHOCTEH. MHOroCTpO4YHbIE HAaMMEHOBAHUS
JNOJDKHOCTEW MeYaTaroTCs Yepe3 OJAUH MEKCTPOYHBIN HHTEPBAIL.

Jomyckaercss o(QOpMmIIEHHE TMPUCYTCTBYIOLIUMX  OTACIBHBIM  CIIHCKOM
C yKa3zaHWEM HWHUIMAIOB, GamMwinii u JgokHocTed. CHHCOK Mpuiaraercs
K IIPOTOKOJIY U SIBJIIETCS €70 HEOTHEMIIEMOM YaCThIO.

10.3. TloBecTka jJHS BKJIIOYAETCS B BBOJHYK 4YacTh MpoTokoja. Ona
COCTOMT M3 NEPEUYHUCIICHUS BOIPOCOB, KOTOPHIE OOCYKIAIOTCS Ha 3acelaHHH,
U 3aKpeIUBIET IOCJIEAOBATEIbHOCTh UX OOCYXACHHUS U (DaMUIMM TOKJIaJT4UKOB
(BBICTYHAOILKX ).

Kaxxapiit Bompoc moBecTKH AHs 3acedaHusi HyMepyeTcs: apaOckoi 1udpoi,
ero HauMmeHoBaHue (opMmynaupyroT c¢ npemiora «O» unu «O6». Ilo kaxaomy
NYHKTY yKa3bIBaeTCsl NOKIAAYuK W (opMa MpeIcTaBiIeHHs] BoIpoca (JOKIas,
OTYET, COOOIIeHUE, HHDOPMAILIHS).

10.4. OcHoBHasg 4YacTh MPOTOKOJA Medyaraercs udepe3 1,5 MeKCTpOUHBIX
VHTEpBaia.

OcHOBHas 4YacTh MPOTOKOJIA COJIEPKUT CTOJIBKO Pa3zesioB, CKOJIbKO MYHKTOB
BKJIFOUEHO B [TOBECTKY JHA. B COOTBETCTBUM C HEW pa3ziesibl HyMEpYHOTCS.

Kaxnei  pasmen  cocrout w3 Tpex  yacrei:  «CJIIYIIAJIN:»,
«BBICTYIINJIN:», «PEIINJIM:», KOTOpbIE ME€YATAIOTCSI OT TPAHULIBI JIEBOTO MOJIA
IPOMUCHBIMU OYKBaMH.

B wactm «CJIIYIIAJIM:» kpaTko H37araeTcsi TEKCT BBICTYIUICHUS
nokiamuuka. Miaunmane! v pamMunus JOKJIaqurKa MeYaTaloTCesl ¢ KPaCHOM CTPOKHU B
MMEHUTEIPHOM TMaJieXke. 3amuch JIOKJIAJa H3jaraerca OT TPEeThEero Jmua
€IUHCTBEHHOTO YHUCJa U OTJIeNseTCs oT paMuiiuu aeducom.

Ecnu TekcT nokiaza mpuiiaraercs K IpOTOKONY, TO MCHOJIBb3YETCs CChLIKA
«TeKcT nokaga npuaaraeTcs».

B wactu «BBICTYIIMJIM:» mnepedncisitoTcs BBICTYNAKOIIAE W aABTOPBI
BONpocoB. MHumuanel 1 paMuins BHICTYIAIOLIETO MeYaTalTCs ¢ KPACHOM CTPOKU

B HWMCHUTCIIBHOM IIaJCKCE. KpaTKaSI 3alIMChb BBICTYIUICHHA 110 CYIICCTBY
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paccMaTpHBaEMOTO BOIPOCA MOXET OBITh H3J0KEHA OT TPEThEro JIHIA
€JUHCTBEHHOTO YHUCJIA.

Ecnu TekcT BBICTYIUIEHHSI NMPUIIAraeTcsa K IMPOTOKOIY, TO HCHOJIb3YETCS
ccblIKa « TeKCT BBICTYIUICHUS PUIIATAETCSD).

B vactu «PEILLMWJIN:» oTpaxkaeTcs MPUHITOE PEIICHUE MO 00CYKIaeMOMY
BOIPOCY. TEKCT MOCTAHOBIISIFOIIEN YACTH MEYATAETCS MOJIHOCTHIO. Eciin penieHune
10 OJTHOMY BOIIPOCY MOBECTKU JHS 3aCEAaHUsI COCTOUT U3 HECKOJBKUX MYHKTOB,

TO TYHKTBl HyYMEpYIOTCS apaOCkumu UudpaMu, pa3ieeHHbBIMU TOYKAMHU:

1.1. — nepBbIl MOyHKT peUIeHHs IO IEPBOMY BONPOCY IIOBECTKU JHS
3aceiaHmsl,
1.2. — BTOpOH MyHKT pEIIeHUs IO IEePBOMY BOIPOCY MOBECTKU JTHS

3acellaHus U T.[I.

TeKcThl MyHKTOB pEHIEHUs] U3JIAratoTCs ¢ UCHOJIb30BAHUEM HEOIPEAECICHHON
(dopMbI ri1arosyia: BO3JI0KHUTh, IOPYIUTh, OPIraHU30BATh U T.JI.

Ecnii oauH M3 TyHKTOB COACPXKUT pelieHne 00  yTBEpKICHHUU
oOCy)XJaBUIETOCs Ha 3aceJaHUM JOKYMEHTa, 53TOT JOKYMEHT CTaHOBHUTCSA
NPUWIOKEHUEM K MPOTOKOIY M Ha HEM O(OpMIISIETCS CChUIKa HAa HOMEpP W Jary
nporokona. Ilpunoxenune odopmisiercs Ha oTAenbHOM Jucte. Ilpu Hanuuuum
HECKOJIbKMX MTPUIOKEHUN OHU HYMEPYIOTCSI.

Conepxanue 0coOOro MHEHHUS, BBICKa3aHHOTO BO BpeMsi OOCYXIEHHS,
3aMKCBIBAETCS B TEKCTE IPOTOKOJIA MTOCIIE COOTBETCTBYIOLIETO PELIEHUS.

10.5. TekecT KpaTkoro mMPOTOKOJIA TAKKe COCTOMT W3 JBYX 4dacTeil. B
BBOJIHOM YacTW YKa3bIBAIOTCS MHULMANBI U (aMUIUsl TpPeIcenaTelbCTBYIOUIErO
(pyxoBoauTens paboueil rpymibl), ceKpeTapsi, IPUCYTCTBYIOIIUX JIULI.

CnoBo «IIpucyrcTBOBaAJIIM:» IeUyaTacTCs OT rpaHuibl JICBOI'O ITIOJIA, ITOCIIC

CJIOBa CTaBHUTCA JOBOCTOYMHC. Hmxe nedaTaroTcss HaMMEHOBaHUS I[OJI)KHOCTGﬁ
MNPpHUCYTCTBOBABIIMNX, 4 CIIpaBa OT HAMMCHOBAHH I[OJI)KHOCTeﬁ — WX WHHUIIHUAJIbI U

bamunmm.
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B O0CHOBHOI 4acTH NPOTOKOJIa YKa3bIBAETCSI HOMEP BOIIPOCA B COOTBETCTBHH
C IOBECTKOM JIHS, COAEPKaHUE BOIIPOCA U MPUHSATHIE PELICHUSI.

HaunmenoBanue Bompoca HymMepyeTcss pUMCKOM Iudpodt M HauMHAETCS C
npemiora «O» («O6»), meuataeTcst LEHTpoBaHO pazMepoM Ipudprta Ne 14 u
MOIYEPKUBAETCS OJIHOM YEPTON HUMKE MOCIEIHEH CTPOKU HA PACCTOSIHUU HE 0oJiee
onHoro uHTepBaia. [log yepToil ykaspiBatoTca (pamMuiiny Jul, BICTYIUBIINX MPU
00CYyXJIeHUU JaHHOTO Bompoca. PaMIINY MeyaTaroTcs Yepe3 OAUH MEXCTPOUHBIN
UHTEpBaI.

3areM yKa3bIBaeTCs MPUHSITOE MO BOIPOCY PELICHUE, B CIy4ae rOJOCOBAHUS —
pE3yNbTATHI TOJIOCOBAHUS.

10.6. IIpoTokon nmoANMCHIBaeTCs MPEACEAATENbCTBYIOMUM (PYKOBOIUTEIEM
paboueii rpynmbl) U CEKpeTapeM 3aceJaHusl.

[lognucu OTAENSIOT OT TEKCTa TpPEeMsS MEXKCTPOUHBIMU HWHTEPBAJIAMH.
HanMeHoBaHME AOHKHOCTU MedYaTaeTcsd OT TPaHUlbl JIEBOTO TMOJISI, MOCIEHHSS
OykBa B (haMHJIMK OTPAHUYUBACTCS MPABBIM TIOJIEM.

10.7. TIpoTOKOJIBI HyMEPYIOTCSA B XPOHOJIOTHYECKOM MOCIIEI0BATEIbBHOCTH B
npenenax KaJeHJapHOro rojaa jubo B Mpeaenax cpoka JesTeNbHOCTH pabouei
TPYIIIBI.

10.8. TIpoToKOIBI COBMECTHBIX 3aceaHHii HECKOJBKHX paboumx Tpym
obopMIsitoTcss Ha JMctax Oymaru ¢opmara A4 ¢ coOmoleHHeM PEKBU3UTOB
nporokona. B pekBusure «llpeacenarenbCcTByIOMM» yKa3bIBalOTCA (aMUIUs U
WHUIIMATBl JIWla (MHAOHAIBI W (aMWINK JIHI), TpeaceaaTeIbCTBOBABIIETO
(mpencenaTtenbCTBOBAaBIIMX) Ha  3acegaHud. B peksBusure  «lloammce»
HAaMMEHOBaHUS JTOJKHOCTEH pacrosaraioTcsi Ha OJJHOM YPOBHE.

10.9. Pemenus, mnpuHATBIE  paboyell  Tpymmoi MO  BOMpOCaM,
paccMaTpuBaeMbIM Ha 3acelaHUM, MOTryT ObITb O(GOPMIIEHBI pPEIICHUEM
ycTaHoBJIeHHOW (opmbl  (mpwioxkenue Ne 12). PemeHus moamuchIBaroTCs
peaceaaTebCTBYIOIUM  (pyKoBoauTeNIeM pabodel TIpymmbl) U CEKpeTapeM

3aceaHusl.
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10.10. Pemmenus MOTYT HYMEpPOBAThCS B XPOHOJIOTHYECKOM
MOCJIEZIOBATEIBLHOCTH B Mpe/eNax KaJeHJapHOro roja, 1M00 Cpoka AesTeNbHOCTU
paboueil rpynmbl 1100 B IpeAenax OAHOTO 3aCeAaHusl B MOPSIKE PACCMOTPEHHS
BOIIPOCOB.

10.11. IIpoTokosl 3acelaHui U pelIeHUs pabouel rpynmbl BKIOYAIOTCS B
HOMEHKJIATYpY JeJ1 U30MpaTeIbHOW KOMHICCHU.

[locne moamucanuss MPOTOKOJBI 3aceJaHUl W penieHus pabouux Tpymmn
PETUCTPUPYIOTCS KaK BHYTPEHHUE TOKYMEHTHI.

10.12. Ecniu B mpoTOKOJIE €CTh MOPYUYEHHE CO CPOKOM HCIOIHEHHS, TO OHO
CTaBUTCSI HA KOHTPOJIb B COOTBETCTBUU C pasneioM 11 MucTpykuuu.

10.13. B cinydae paccMoTpeHHss BONpOca Ha 3aceJaHuu H30UpaTesbHON
KOMHUCCHH TIOJIMHHBIE SK3EMIUIAPHI MPOTOKOJIOB U peUIeHH pabodeil rpymnmbl
npruoOuIaTes K JOKYMEHTaM 3acellaHus, a B Jieia pabodel rpynibl MOMeNalTcs

KOIIMH YKAa3aHHBIX JOKYMCHTOB.

11. KoHTpOJIb MCTIOJIHEHHS IOKYMEHTOB 1 NOPY4YeHuii

11.1. KoHTpoOJIt0 UCTIOJIHEHUS TIO/1JIEKAT:

MOPYYEHHUSI, COACPIKAIIMECS B TOCTAHOBJICHUIX U JIpyrux aokymeHtax [[1K
Poccuu;

MOPYUYCHHUS, COJIEpIKATUECS] B TOCTAHOBJIECHUSIX U30MPATEIHbHON KOMUCCHH;

MOPYYEHHUSI, COJAEpIKAIUECs B NPHUKA3aX, PACHOPSLKEHUSIX MpeacenaTens
M30UpaTEeIbHOM KOMUCCHUH,

MUChbMEHHBIC TIOPYUYEHUsI TpeJcenaresis, 3aMeCTUTENsl Mpelcenarens,
cekpeTaps u30HupaTeIbHON KOMUCCHU;

BXOJSIIME JOKYMEHTHI, B TOM YMCJI€ NMUChbMEHHBIC OOpAIlCHUS TpakJaH,
yka3zaHHble B [lepedHe moaiexxanux KOHTPOIIO JOKYMEHTOB ¢ YKa3aHUEM CPOKOB

ucnosHenus (npuiioskenne Ne 13), B COOTBETCTBUU € YKa3aHUSAMHU 110 UCTIOTHEHUIO
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JTOKyMEHTa npeaceaaTens (3amecTuTeENS npeaceaaTens, cekpeTapsi)
n30MpaTeTbHON KOMUCCHH,

UCXOJIAIIME JOKYMEHTBI, TPEOYIOIINE OTBETA;

MOPYYECHUS, COJIEPIKAIIHUECS B IPOTOKOJIAX 3aCENaHUIA U PEIICHUSX padoUnX,
HKCIIEPTHBIX TPYIIN, KOHCYJIbTATUBHBIX OpPraHOB, 0OpPA30BAHHBIX W30UpaATEIbHOU
KOMMCCHECH;

IIJIAHBI MEPOIIPUATHUN.

11.2. KoHTpoab HCHOJHEHHUS JTOKYMEHTOB, yKa3aHHbIX B mnyHkTe 11.1
NucTtpykimu (32 UCKIIOYEHUEM HCXOJAIIMX JOKYMEHTOB), MO CYIIECTBY
3aTPOHYTBIX B HHUX BONPOCOB OCYIIECTBISICT MpeAcenaTenab (3aMeCTUTENb
npejceaaTeNs, CeKpeTaphb) U30upaTeIbHON KOMUCCHH.

11.3. KoHTpOAb HCTOTHEHUS HCXOMSIIUX TOKYMEHTOB, B TOM YHCIE 3a
CBOEBPEMEHHOCTBIO MOJIYYeHHUs] OTBETOB Ha 3alpochl U30MpaTeIbHOW KOMHUCCHUU,
OCYIIIECTBIISIIOT ~ YJIEHbl W30MpATEIbHOM KOMUCCHHM, PaOOTHUKH —armapara
n30MpaTeTbHOM KOMHUCCHH, OTBETCTBEHHBIE 32 MTOATOTOBKY JTAHHBIX JTOKYMEHTOB.

11.4. Cpoxku HCHONHEHUS MOPYUYEHHH, COJAEPKAIIUXCA B MOCTAHOBJICHUSAX
n30UpaTebHOM  KOMHUCCHHM,  TPHKa3aX,  pacCHOpSOKCHUSX — MpeiceaaTens
M30UpaTEeIbHOM KOMUCCUM, MMChbMEHHBIX TOPYYEHUN Npescenarens (3aMecTuTens
npejceaaTens, cekperaps) HU30UpATeIbHOW KOMUCCHHM OMNPEACISIIOTCS ATUMU
JIOKYMEHTaMHU.

11.5. JIoKyMeHT MOJJICKUT UCIOTHEHUIO B TeueHue 30 KaJIeHAapHbBIX JHEH
CO JIHSl €r0 PETUCTpalliU, 32 UCKIIOUYEHHUEM CIIy4aeB, MPEAYCMOTPEHHBIX MYHKTOM
11.6 macTosIero pasuena.

Ecnu nocnenuuii 7eHb UCIIOJIHEHUST IPUXOIUTCS HA HEPAOOUUi 1€Hb, TO OH
MO/IJICKUT UCTIONHEHHUIO B MPEIIIECTBYIONINI eMy pabounii JeHb.

JlokyMenTbl ¢ mnomerkamu «He3zamemmurenbHO», «BecbMa Ccpo4YHO»,
«CpouYHO» UCHOJHSIOTCS B 3-X JHEBHBIM CpPOK, JOKYMEHThI C TOMETKOMU
«OmnepatuBHO» — B 10-TH THEBHBIN CPOK.

CpoK MCHOJHEHUS UCUYHUCIISETCS B KaJICHAAPHBIX THAX C JaThl MOJMUCAHUS

MOPYYCHUS JINOO PETUCTPAIMH IOKYMEHTA.
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Ecnu nmocnenHui neHb MCHOJMHEHHS JOKYMEHTA, COAEPKALIEro MOMETKY O
CPOYHOCTH HCIOJIHEHMSI, MPUXOAUTCA Ha HepaOouuil JeHb, TO OH MOJJIEKUT
WCIIOJTHEHUIO TIPEANICCTBYIOUINN eMy paOouHii 1eHb.

11.6. Cpoku UCHOJTHEHHs BXOASIIUX JTOKYMEHTOB U OOpallleHHH rpakaaH
YCTAHABIMBAIOTCS  MCXOAS M3  CPOKOB, NPEMJIaraéMbIX  OpraHU3alHei,
HaIpaBUBILIEH JOKYMEHT, UJIM CPOKOB, YKa3aHHBIX B MpuioxkeHuu Ne 13.

OOpamienust Mo BompocaM BBIOOPOB U pePepeHAyMOB, MOCTYIHUBIIUE B
nepuoJl HU30MpaTEeNbHON KaMIIaHWUM, HUCIOJHSIOTCA B CPOKH, YCTaHOBJICHHbBIE
denepanbHbIM 3aKOHOM Ne 67-D3.

11.7. OTBETCTBEHHOCTH 3a CBOEBPEMEHHOE U MOJIHOE BHEceHUE B PK cpokoB
UCITOJIHEHUS JOKYMEHTOB U MH(OpMaIMU O COCTOSIHUM UCIOJIHEHUSI TOKYMEHTOB,
KOHTPOJIb CPOKOB HCIIOJHEHHUS JOKYMEHTOB BO3JIaralOTCs Ha OTBETCTBEHHOTO 32
BEJICHUE JIEJIONPOU3BO/ICTBA.

11.8. B nnanax MeponpusiTUi, YTBEPKICHHBIX PEIICHUSIMU U30upaTeIbHON
KOMHUCCHH, TMpHUKa3aMu IMpeaceaaTens W30UpaTeabHOW KOMHUCCHH, KOHTPOJIIO
NOJJIekKAT CPOKM MCIHOJIHEHUS OTHAENbHBIX €ro MyHKTOB. CBeAeHUs O XoAe u
COCTOSIHMM UX HCHOJIHEHUS 3aHocsaTca B PK.

11.9. Ilpy HEoOXOIMMOCTH MPOJAJIEHUS CpPOKAa WCIOJHEHUS JIOKyMEHTa
OTBETCTBEHHBIH 32 MCIOJHEHUE HE MO3[HEE, YEM 3a TPH JHS J0 UCTEUEHHS CPOKa
UCIIOJIHEHHSI JOKYMEHTa IMpPEACTaBIsIeT Ha HUMs Hpeacenarens (3aMecTHTeNs
npeacenaress, Cekperaps) M30upaTelibHOM KOMHUCCHUHU JIOKJIAHYIO 3allHCKy C
MOTHUBUPOBAHHOU MPOCHOON O €T0 MPOJICHHH.

PeructpaunoHHbIl HOMEp M Jara JOKIJIAJIHOM 3alMCKU C YKa3aHUSIMHU 10
UCIIOJIHEHUIO JIOKYMEHTa MpejcenaTens (3aMecTUTelNs Mpejacenaress, ceKpeTaps)
U30UpaTeabHOW KOMHCCHM O COTJIaCOBAHMM TMPOJUICHHS CpOKa MCIIOJHEHUs
JOKyMEHTa He3aMeINTeNIbHO BHOCsATCs B PK.

11.10. /IokyMEHT cUMTACTCS UCIIOJITHCHHBIM M CHUMAETCSI C KOHTPOJIS TIOCTIe
pelIeHHsT BCEX IIOCTABJIEHHBIX B HEM BOIPOCOB, COOOLICHUS pE3YyJIbTaTOB
paccCMOTpEHHSI BCEM 3aMHTEPECOBAHHBIM JuliaM 1 BBojJa B [N JIEJIO u cucremy

peructpaniun  «CiayxeOHasi ~ KOPPECMOHACHIMS»  OTYeTa,  COJEPIKAIIEro



72

uH(OPMAITUIO O TOKYMEHTAX, SBISIFOITUXCSI OCHOBAHUEM JIJISl CHSITHS JOKYMEHTA C
KOHTPOJIS.

11.11. OcHoBaHUSIMH JIJIs1 CHSATHS JJOKYMEHTA C KOHTPOJIS SBJISIIOTCS:

JIOKJIa/IHAsl 3alliCKa O CHATUU JOKyMEHTa (WM OTIEIhHBIX €r0 IyHKTOB)
C KOHTPOJIA WK 00 MCIIOJIHEHNWHU JOKYMEHTa Ha UMS MpejacenaTens (3aMecTUTeNs
npeaceaarens, CeKperaps) H30MpaTeNIbHONM KOMHCCHH, MaBIIETO TOPYYCHHE,
MOITOTOBJICHHASI OTBETCTBEHHBIM 32 HCIIOJHEHUE, C OTMETKOW JOHKHOCTHOTO
JWIIa, JABIIETO MOPYYCHHUE, O MPUHSATHU HCIIOTHEHUS (B CBSA3HM C YeM YKa3aHHBIM
JIMIIOM MPOCTaBIsitoTcs oTMeTkH «Cormacen», «Paccmotpeny, «IpunsaTo»);

MMOCTAHOBJICHUE M30UPATEIbHOW KOMHCCHH, TIPHKa3, PacCloOpsDKEHHE
npeacenareas  M30UpaTeNIbHOW  KOMHUCCHM TI0  pe3yibTaTaM  HMCIOJHEHUS
JIOKyMEHTA,;

OTBET Ha BXOJSIINIA JOKYMEHT;

OTBETHI OT OpTraHW3AIMi, B KOTOPHIC ITOKYMEHT OBLI HaIpaBiCH IS
PACcCMOTPEHHUSI 110 CYIIECTBY MOCTaBICHHBIX B HEM BOIIPOCOB 1 OTBETA 3aSBUTEIIIO;

HaIpaBjcHUE OOpaIleHWs B APYrHe OpPraHW3aldd ISl PacCMOTPEHUS II0
CYIIIECTBY IOCTaBJIEHHBIX B HEM BOIMPOCOB U MOCJIEAYIONIEro MHPOPMUPOBAHUS
aBTOpA O pe3yJIbTaTaXx PaCCMOTPCHHUSI.

11.12. JIOKyMEHT HE CUMTAETCS UCIIOJTHEHHBIM U OCTaeTCs Ha KOHTPOJIE:

€CIM OH HalpaBlseTCs B JPyrde OpraHbl WIA OpPraHU3AMUH  JJIS
PAcCMOTPEHHS C IEJBI0 TOJIYYCHHS H30MpaTeIbHOW KOMHCCHEH HWHGOpPMAIIUH,
HEOOXOMMMON [IJIT PACCMOTPEHHUS IO CYIIECTBY IOCTaBIEHHBIX B JIOKYMEHTE
BOIIPOCOB. B ciiydyae HeobxoaumocTu n3duparelbHas KoMuccusi nHGopmMupyer oo
ATOM aBTOpa JOKYMEHTA,

€CIM OH HalpaBlseTCs B JPyrde OpraHbl WIA OpPraHU3ANUH  JJIs
PacCMOTPEHHMS IO CYIIECTBY MTOCTaBJICHHBIX B HEM BOIIPOCOB M OTBETA 3asBHUTEITIO
C MOCHEAYIOMUM HWH(OOPMUPOBAHKEM H30HMPATEIHLHON KOMHCCHHM O PE3ysbTaTax
WCITOJIHCHUS,

€CIM Ha HEM HE CTOMT OTMETKa JOJDKHOCTHOTO JHIla H30HMpaTeIbHOM

KOMHUCCHUH, JABIICTO IMOPYUCHUC, O IPUHATHH UCIIOJTHCHH.
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11.13. OTBeTCTBEHHBII 3a BEIECHHUE JEIONPOU3BOACTBA EXKEHEICITHHO
TOTOBUT HMH(OPMAIIMIO O COCTOSTHHUHM WCTIOJHEHUS IOCTaBJICHHBIX Ha KOHTPOJIb
BXOJIAIIMX U BHYTPEHHUX ITOKYMEHTOB ¢ ucnoJib3oBanueM [N IEJIO u cucremsl
peructpanuu «CiyxeOHass KOPPECTIOHICHITUS» U TIPENICTABIISIET €€ MPEACceIaTeIIo

(3aMecTuTeNIO peiceiaTeNs, CEeKpeTapo) U30MpaTeIbHON KOMUCCHUH.

12. PaboTa ¢ BHYTPEHHUMH JOKYMEHTAMM

12.1. B u3buparenbHOil KOMUCCHHM pabOTa C BHYTPEHHUMHU JOKyMEHTaMU
Benetrcsd no PK.

OTBeTCTBEHHBIN 3a BeICHHE JIeTonpon3BojicTBa (ukcupyer B PK mporecc
MPOXOXKJEHUS W UCIOJHEHUsS JOKyMeHTOB: BHOcMT B PK ykazanus mo
WCIIOJTHEHUIO JIOKYMEHTA, MPOBEPSET HAIWYUE HUMEIOUIUXCS JIOKYMEHTOB IO
JJAHHOMY BOMPOCY W, MPHU HAJIMYUU TaKUX TOKYMEHTOB, BHOCUT B PK cBenenus o
HUX; TTOCJI€ TIOJIyYEHHUS UCTIOJIHEHHOTO JOKYMEHTa BHOCUT cBejieHus B PK.

12.2. TloarotoBneHHble B  WU30MpaTEIbHOM  KOMHUCCHU  BHYTPEHHHUE
JOKYMEHTBl 1O  BOIpOcCaM  CIy)KEOHOM  JESATETbHOCTH,  aJ[peCOBAHHbBIC
npejceaaTenato  (3aMECTUTENI0  MpeJcenaresisa, CeKperapr) u30uparenbHOU
KOMHCCHUH, PETUCTPUPYIOTCSI C MPUCBOCHUEM JOKYMEHTY HOMEpPAa M BHECEHUEM
cBeAeHuit o fokymente B PK.

12.3. TloarotoBneHHble B  W30MpATETHbHOM  KOMHUCCHU  BHYTPEHHHUE
JIOKYMEHTBI 110 BOIIPOCaM CIIY»K€OHOH AesSTEIbHOCTH, B TOM YHCJIE€ aJIpeCOBAHHbBIC
[Ipencenarento KOMHMCCHUH, YYUTBIBAIOTCS M XpaHATCI BMECTE€ C TEMHU

JAOKYMCHTAMMH, B LCIAX PCATIN3AINN KOTOPBIX OHU MMOATOTOBJICHEI.

13. U3roroBjieHHE U UCIIOJIb30BAHME MEeYaTed M ITAMIIOB
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13.1. Jlna ymocTtoBepeHHUs] TOJIMHHOCTH JOKYMEHTOB WM COOTBETCTBUS
KOIMUN TOKYMEHTOB WX MOJJUHHUKAM, B N30UpaTEIbHON KOMUCCUU UCIIOIB3YIOTCS
neuatd ¢ u3oOpaxxeHuem ['ocymapctBeHHoro rep6a Poccuiickoit deneparuu
(manee — repOOBBIC IT€YATH) U IPYTHE TTEUATH.

JUist mpocTaBlieHHs OTMETOK O TMOJYyYEHUM, PErucTpalllM, pPacChUIKE,
MOCTAaHOBKE HA KOHTPOJb JOKYMEHTOB, JPYrUX OTMETOK MPUMEHSIOTCS
COOTBETCTBYIOIIHUE IITAMIIBI.

13.2. N3rotoBiieHUE MMeYaTel M IITAMIIOB OCYIIECTBISETCS MO yKa3aHUIO
npeacenarenas  (3aMECTUTENs — MpeAcenarelis, CeKpeTaps) u30upaTenbHOU
KOMUCCHHU.

[IItamMrbl ¢ (aKCUMIJIBHBIM BOCIIPOM3BEICHUEM TOJAIMUCH TIPEICeaaTes,
3aMECTHTEIS MpeIceaTeNsl, CeKpeTapst U30UpaTeIbHON KOMUCCUU U3TOTOBIISIIOTCS
10 UX MOPYYECHHUIO.

13.3. OTTuck repOOBO MeyaTd MPOCTABISIETCS HA MOYETHBIX I'pPaMoTax M
OmaromapHOCTSIX  W30WMpaTeNbHOW  KOMHUCCHH, (UHAHCOBBIX  JOKYMEHTaX,
rapaHTHHHBIX MMHChMaX, TOTOBOPaX, TOCYIaPCTBEHHBIX KOHTPAKTaX, CBEACHUAX 00
oO1ielt YucIeHHOCTH N30uparteneld, y9acCTHUKOB pedepeHayMa o COCTOSHUIO Ha
lsaBaps wm 1 WIOAA KaKIOTO Toda W B JPYTHX IPEIYCMOTPECHHBIX
3aKOHOJIaTE€ILCTBOM CITyYasiX.

13.4. Ha pacchlmaeMbIX KOTIHSX TIOCTAHOBIEHUH M30MpaTEIbHOM KOMUCCHUH,
MIPUKA30B,paclopsKEHUN TIpeaceaaTeNsl n30upaTeIbHON KOMUCCHUM, TIAKeTaxX MpHU
OTMpPaBKE JTOKYMEHTOB, TpH O(GOPMICHUU JOKYMEHTOB Ha MPHUEM TOBAPHO-
MaTepHaNTbHBIX IIEHHOCTEW Ha CKJIAJ,, HA BHOC M BBIHOC TOBAapHO-MAaTE€pUATIbHBIX
IIEHHOCTeM Ha HaKIQJHBIX MPOCTABISETCS TeyaTh ¢ Haanucbio «CaHKT-
[TerepOyprckas nuzduparenbHas KoMUccus. it TOKyMEHTOBY.

13.5. ltammbel ¢ (aKCUMUIBHBIM ~ BOCHPOM3BEICHUEM  ITOAIHUCEH
npexacenarens (3aMecTUTeNs npeaceaaTelis, CeKpeTaps) U30upaTeIbHON KOMUCCUU
MOTYT OBITh HCIIOJIb30BaHBI [JIsi TPOCTABICHUS HA JyOJHMKaTaXx M KOIMHSX

MNOANMCAHHBIX B YCTAHOBJICHHOM IIOPAAKC TOKYMCHTOB.
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13.6. [lewatn u mTamnbl MOAJIEKAT y4eTy B OTACIBHOM KypHalle ydera
neyaTeil ¥ IITaMIIOB OTBETCTBEHHBIM 3a BEACHHUE JAEJIONpon3BojAcTBa. lledatn n
HITaMIIbl BBIJAIOTCA MOJ MOJNUCh B XypHajie ydyera mnedyated u mrammnoB. Ha
KypHane npocraBigercs nomerka «JICID», ero mumcTtel  HyMmepyroTcs,
IPOIIMBAIOTCS U ONEYATHIBAIOTCS.

13.7. [leyatn u mTaMibl JOJDKHBI XPAHUTHCS B HAJEKHO 3aKPHIBAEMBIX
U OlleYaThIBaeMbIX B Hepabouee Bpems cer(hax Wi MeTAIUIMUECKUX IIKadax.

13.8. KoHTponp mNpaBWILHOCTH XpaHEHUS M HCIOJB30BaHUS IeYaTer u
IITAMIIOB OCYILIECTBIISIET TPaXJAHCKUW CIyXKalluil anmapata u30upaTeabHOU
KOMHUCCHH, Ha3HAYEHHBIN IpeceaaTeeM H301paTeIbHON KOMUCCHU.

13.9. O6 yrepe meyarm WIM IITAaMIa HE3aMEIJIUTEIbHO CTaBUTCS
B W3BECTHOCTh IIpeacenaTesib  (3aMeCTUTENb  IpEACenaress, CEeKpeTapb)
n30UpaTeIbHOM KOMHCCHH.

13.10. TI'paxxpaHckuii ciaykauui anmapata W30UpaTeNbHOW KOMHCCHUH,
OCYIIECTBIISIONIUN KOHTPOJIb MPaBUIBLHOCTH XPAHEHUS U HUCIIOJIb30BaHUA NedaTei
M TITaMIIOB, COCTaBISET aKT O BBIICICHHMM K YHUUYTOXKEHUIO MPHUINEIIINX B
HETrOJAHOCTH TevaTei U ITaMIIOB.

YHUYTOXXEHHUE TPOU3BOJUTCS IOCJHE YTBEPKIACHUS aKTa MpeceaaTeeM
U30MpaTeNbHOW KOMHCCHHM. MeTalNIMYecKue IMeYaTH YHHUYTOXKAITCA IyTeM
MOJTHOTO CTIMJIMBAHUS TEKCTa WM ONMMUIMBAHUS ABYMsS NEPEKPECTHBHIMU JIMHUSIMH,
Kay4yKOBBI€ [1€YATH U IITAMIIbI Pa3pe3at0TCsl Ha MEJIKME YaCTU UJIU COKUTAIOTCSL.

B xypHane yuera nedarei U IITaMIOB JIEIA€TCA OTMETKA 00 YHUUTOXKCHUU.

13.11. I'paxxganckuM CiIyXalluM anmnapata W30upaTeNbHOW KOMHCCHH,
OCYUIECTBJISIOIIMM KOHTPOJIb MPABUIILHOCTH XPAHEHUS U UCIOJIb30BaHUs MeyaTen
U IITaMIOB, €XEroJHO MPOU3BOAUTCA CBEpKa IMeyaTeil M IITaMIIOB, O YeM

IMPOCTABJILICTCA OTMCTKA B XXYpPHAJIC YUCTa rneyaTeu v ITaMIIoB.

14. ®opmupoBaHue 1es1 U nepegaya ux B apxXuB

14.1. CocTaBieHu€e U YTBEPKICHNE HOMEHKJIATYPHI JIe]I.
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Homenknarypa nen mnpenHasHaueHa Jjisi (OPMHUPOBAHHUS HCHOJHEHHBIX
JOKYMEHTOB B J€Jla, CUCTEMAaTH3alMyd W ydeTa JeJl, ONPENEICHUS CPOKOB MX
XpaHEHUs W SBIIAETCS OCHOBOM ISl COCTABJICHMSI ONMCEN [JI€J IMOCTOSHHOIO H
BpeMeHHOTO (cBbimie 10 5eT) XpaHeHus, a Takke I ydeTa Jell BPEMEHHOTO
(1o 10 jeT BKIIIOUUTENIBHO) XpaHEHUS.

B HOMEHKIaTypy JAen BKIIOYAKOTCA 3arojOBKH [IEJl, OTPAXaroIIHE BCE
JOKYMEHTUPYEMbIE y4YacCTKH pabOThl M30UpaTEeNbHOM KOMHUCCHHM, B TOM 4YHUCIE
JIMYHbIE J€J1a, CIPABOYHbIC U YYETHbIE KAPTOTEKH U IPYTUE yUETHbIE (POPMBI.

3aroJIoBOK JeJia JTOJDKEH YETKO OTpakaTb OCHOBHOE COAEpP’KaHWE M COCTAaB
nokyMeHTOB. He nomyckaercs ymoTpeOiieHHe HEKOPPEKTHBIX (HOPMYIHPOBOK,
BBOJIHBIX CJIOB M CJIO)KHBIX OOOPOTOB.

IIpy cocTaBieHMM HOMEHKJIATYphl JI€Jd CJIEAYyeT PYKOBOJCTBOBATHCS
PernmamenTom  u30MparenbHOM  KOMHCCHUHM, TOJIOXKEHHWEM 00  ammapare
n30MpaTeNbHOM KOMMCCHM, IITATHBIM pPACIHCAHMEM H30UpaTeIbHOM KOMHUCCHUH,
[lepeunem TUIOBBIX YIPABICHUYECKUX APXHBHBIX JOKYMEHTOB, 00pa3yIOIUXCS B
mpolecce  JeATEIbHOCTH TOCYJAapCTBEHHBIX OpPraHOB, OPraHoB MECTHOT'O
CaMOYIpaBJICHUS U OPTaHU3ALMI, C YKa3aHHEM CPOKOB XPaHEHUS, YTBEPKICHHBIM
npukazoM MunHucrepcTBa KyibTypbl Poccuiickoit @enepauun ot 25 aBrycra
2010 roma No 558 (manee — Ilepedenn), mopsiAKAMU XpaHEHHs M TEpelayd B
apXWBBl JIOKYMEHTOB, CBS3aHHBIX C TOJTOTOBKOW W TIPOBEIEHHWEM BBIOOPOB,
yrBepxkaenbiMu  [IUK  Poccum  w u30upartenbHbIMH ~ KOMHUCCHUSAMH,
HOMEHKJIATypaMH I U30MpaTeIbHON KOMUCCUU 3a MIPEAIIESCTBYIONINUE TOIBI.

Homenknatypa nmen  u30upaTeNbHOW KOMHCCHM HAa  TPEICTOSIIHMA
KaJICHJAPHBINA IO/l COCTABIISIETCS] OTBETCTBEHHBIM 32 BEJICHHE JIEJIONPOU3BOJICTBA B
NOCJIETHEM  KBapTajle TEKYyIIero TrojAda, COIJIACOBBIBAETCS C  CEKpPETapeM
n30UpaTeNbHOM KOMMCCHM, pAacCMaTpUBaeTCsd Ha 3acelaHud DKCIEPTHON
KOMHUCCUM H30upaTebHON KoMuccuU cyObekTta Poccuiickoit denepauuu 1o
ONPEICIICHUID  UCTOPUYECKOM, HAYYHOM MW  IPAKTUYECKOM 3HAYUMOCTHU

nokyMeHTOB (manee — OK), yTBepkmaercss mpeacenaTereM H30UpaTeIbHOM
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KOMHCCUU U BBOJIUTCS B JeicTBUE ¢ | stHBaps cieayroiero roja (MpUiIokKEHUe
Ne 14).

HomenknaTtypa nen u3doupartebHOM KOMUCCHUU HE PEKE OJHOTO pasa B IATh
JeT corjacoBbiBaeTcsi ¢ LleHTpanbHON 3SKCIEPTHO-MPOBEPOUYHON METOAMYECKOU
komuccueit (ganee - [[IIIMK) Apxusaoro komuteta Cankt-IlerepOypra.

B ciiyyae BOBHUKHOBEHUS B TE€UEHHUE T'OJla HOBBIX JI€JI, OHU JOMOJHUTEIHHO
BHOCATCSL B YTBEP)KICHHYIO HOMEHKIATYpy JIel MO0 YKa3aHWIO Mpejceaarens
u3buparenabHo Komuccuu 1o coriacoBanuto L[[DTIMK ApxuBHOro komurera
Cankr-IlerepOypra.

[lo OKOHYAaHMM KaJIGHJAPHOTO TOJa OTBETCTBEHHBIA 3a BEJACHHE
JIETIONPOU3BOJICTBA B KOHIIE HOMEHKJIATYpPBI JI€JI COCTABIISIET UTOTOBYIO 3aIUCh
O KOJMYECTBE 3aBEJECHHBIX Jea (TOMOB, YacTeil), OTAENbHO IOCTOSHHOTO
Y BPEMEHHOTO XpPaHEHUS.

Cpox xpaHeHHs! JOKYMEHTOB YKa3bIBA€TCS B HOMEHKJIATYPE JIEJ CO CChUIKOM
Ha ctaThlo [lepeuns. Cpok XxpaHEHUs] JOKYMEHTOB, HE YyKa3aHHBIX B JaHHOM
[lepeune, ycranaBnubaetcsa JK no cornacosanuto ¢ [IDIIMK.

Hcuucnenue CPOKOB XpaHEHUS JOKYMEHTOB, 3aKOHYEHHBIX
JEJIONPOU3BOJICTBOM B TEKYIIIEM T'O/ly, HAUMHAETCS C | SIHBaps CIEAYIOIIEro roja.

14.2. OdopmiieHHEe JTOKYMEHTOB, 3aKOHUYCHHBIX JICIOTPOU3BOJICTBOM,
dbopmupoBaHue aer.

3aKOHUYCHHbIE JEI0NPOU3BOACTBOM JIOKYMEHTBI o(popMIISTIOTCS
B COOTBETCTBMU ¢ TpeOoBaHusiMu WMHCTPYKIMH, CHHUCHIBAIOTCS B JEJ0
npejceaaTeneM (3aMecTUTENeM TMpeJcenaresis, CcekperapeM) u30uparebHON
KOMHUCCUH, THO0, TI0 UX YKa3aHUIO, HCTIOJTHUTENEM, B CIAI0TCSl OTBETCTBEHHOMY 3a
BEJICHUE JIeJIONPOU3BOJICTBA HE TMo3aHee yeM depe3 10 pabouux nHeil mocie
VCIOJIHEHUS JOKyMeEHTa. [Ipu 3TOM B HMXKHEN 4acTU JUMLEBOM CTOPOHBI MEPBOIO
JUCTa JOKYMEHTa Ha CBOOOJHOM OT TEKCTa MECTE€ CTaBUTCSI OTMETKa O €ro
WCIIOJHEHUH, PaciIu(pPOBBIBACTCS MOJNKUCH HMCIOJHUTENS, YKAa3bIBA€TCS HOMEDP
Jena 1Mo HOMEHKJIAType W jJaTta crnucanus. [Ipm HEoOXoauMOCTH OTMETKa 00

UCTIOJITHEHUU MOXET OBITh cjellaHa Ha OOOpPOTHOM CTOpOHE IEPBOrO JIUCTA
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nokymeHTta. B PK BHOCHTCS OTMETKA O CIMCAHUU JOKYMEHTA B JIEJIO C YKAa3aHUEM
HOMEpa Jiejia COrJIacHO HOMEHKIIATYpeE Ael.

HeuncnonHeHnHsie 1 HEMPaBUIBHO 0(OPMIICHHBIE JOKYMEHTBI BO3BPAILAIOTCS
UCITOJTHUTEITIO JIJIs1 TOpaboTKH (oopopMiIeHUS).

WcnonHeHHble JOKYMEHTHl (OpMHUpPYIOTCS B Ji€la OTBETCTBEHHBIM 3a
BEJICHUE JEJIONPOU3BOJCTBA B COOTBETCTBUU C YTBEPKICHHOW HOMEHKIIATYPOU
Je.

Hena Qopmupyrorcss ¢ COOMIOAEHUMEM NPUHIIMIIOB CHCTEMATHU3AlUU
JJOKYMEHTOB W WX pacnpejelieHus (TpynmupoBKH) Ha Jeia MOCTOSHHOTO,
BpeMeHHoro (cBbiie 10 7eT) xpaHeHus, W Ha jAena BpemeHHoro (mo 10 ner
BKJIFOUUTEIIBHO) XpaHEHUSI.

Jleno cuuTaeTcss 3aBEICHHBIM C MOMEHTA BKJIIOUEHHS B HErO IEPBOIO
VCIIOJTHEHHOTO JJOKYMEHTA.

3aKOHYEHHBIE ICJIONPOU3BOCTBOM IJICKTPOHHBIE TOKYMEHTHI (DOPMUPYIOTCS
B 3JIEKTPOHHBIE Jiefia (ManKu, TMPEKTOPUHN) B COOTBETCTBUU C HOMEHKJIATYPOM JIeT.

I[Ipu QopMupoBanuu nena MNpoBepseTCS MNPABUIBLHOCTH  OTHECEHUS
JOKyMEHTOB B JIaHHOE JeJI0, KauyeCcTBO O(GOpMIICHUS U KOMIUIEKTHOCTD
JIOKYMEHTOB, HAJIMUWE TOJIMUCEH, BU3, PETUCTPALIMOHHBIX HOMEPOB, CIIPABOK WM
OTMETOK 00 WCIIOJTHEHUH, CTUCAHUU B JIEJIO U IPYTHX.

He nomyckaercs nmomenieHre B 1710 TOKYMEHTOB, COAEPKaHUE KOTOPBIX HE
COOTBETCTBYET 3aroJIOBKY Jiefa.

[Tpu popmMupoBaHUM J1€7 COOTIOAAOTCS CIIEAYIOIINE TPEOOBAHUS:

JIOKYMEHTBI MOCTOSTHHOTO M BPEMEHHOTO XpaHEHUs (POpMHUPYIOTCS B Jeja
pa3lienbHo;

B JICJI0 BKJIIOYAIOTCS TOJIBKO HCIIOJIHEHHBIC, TPABUIHLHO O(GOPMIICHHBIC
JIOKYMEHTBI B COOTBETCTBHU C 3arojIOBKaMU JieJ B HOMEHKJIAType;

BCE JOKYMEHTBI, OTHOCSIIMECS K PEIICHUIO OJHOTO BOIpoca, PopMHUpPYIOTCS
B OJIHO Jeno. B cmydae ecnam moabopka MTOKYMEHTOB IO OJIHOMY BOIPOCY
HacuHuThIiBaeT 0ojiee 100 JIMCTOB, OHA MOKET OBITH BBIJIEJICHA B CAMOCTOSITEIBHOE

JIETI0;
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JOKYMEHTBI, OJIEXKAINE BO3BPATY, B JE€JI0 HE TOMEIIAOTCS;

B JICJI0 TIOMEUIAETCSl TOJIBKO OJMH SK3EMIUIApP JOKYMEHTa, YEPHOBUKHU U
BAapUAHTHI IPOEKTOB JOKYMEHTOB B JI€JIO HE MOAMIUBAIOTCS (32 UCKIIIOUEHHUEM TEX,
Ha KOTOPBIX HMMEIOTCA BH3bl, YKa3aHUS MO HCIOJHEHHIO JOKYMEHTOB U Jpyrue
OTMETKH, JOTOHSIIONIUE TEPBbIA IK3EMIUIAD);

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

KaKJI0€ JIeJI0 HE JTOJDKHO MpeBblaTh 250 nMcTOB, pu OoJblieM 00beMe
JIOKYMEHTOB B JieJie (JOPMUPYETCS] HECKOJIBKO TOMOB (4acTeil).

[Ipu BKIItOUEHUM B JIeJ0 (paKkcorpamMmbl JIeiaeTcs ee KCEpPOKOIus, KOoTopas
nommuBaeTcss B Aeno. llojymmHHUK — QakcorpaMMmbl  YHHUUYTOXKAETCA €
IPOCTaBJICHUEM OTMETKH 00 YHUUTOKEHHH Ha KCEPOKOIUU.

B ciyyae He00OX0IUMOCTH JOKYMEHTHI IO OJJHOMY U TOMY € BOIIPOCY, HO C
pa3IMYHBIM  CPOKOM  XPaHEHUSI MOTYT HaxOOUThCS B OJHOM  JieTie
JI0 KOHIIa TEKYIEro rojia Wid 0 3aBEpUICHUs] MCIOJHEHMs JOKYMEHTa, a 3aTeM
nepe(popMUPOBBIBAIOTCS B Ji€JIa TOCTOSSHHOTO M BPEMEHHOI'O XpaHEHUSI.

B neno BkimrouaroTcs BCE JTOKYMEHTHI MO KOHKPETHOMY BOIPOCY BMECTE C
NPUIIOKEHUSIMH, YKa3aHHBIMH B TEKCTE JOKYMEHTA; TP OTCYTCTBHUH MPUIIOKCHHIA,
YKa3aHHBIX B TEKCTE JOKYMEHTa, HCIOJHUTENb OO0s3aH CIeNarTh 3aluch Ha
JIOKYMEHTE 00 X MECTOHAXOKICHUU.

JIOKyMEHTBl BHYTPH JI€Jla pAaclojaraiTcss B XPOHOJOTHYECKOW WM
BOMPOCHO-JIOTHYECKON MOCTIeI0BATEIbHOCTH WIIM UX COYETaHHH.

HopmatuBHblE ¥ OpraHuM3allMOHHO-PACIIOPSIUTENbHBIE  JTOKYMEHTHI
C OTHOCSAIIMMHKCS K HHUM MPWIOKECHUSIMH TPYNIHUPYIOTCS B Jela IO BHIAM
JIOKYMEHTOB M XPOHOJIOTHH.

[IpoTokoibl 3acenanuili n30MpaTeaTbHON KOMUCCHM PACIIONIaratoTcs B JIeJie 1o
XpOHOJIOTUM B TMOPSJAKE BO3pacTaHUs HOMEPOB. JIOKYMEHThI K 3aceJaHulo

I/I36HpaTeJII>H0ﬁ KOMHCCHH ITOMCHIAIOTCA ITIOCJIC COOTBCTCTBYIOLICT'O IIPOTOKOJIA.
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[Tonmoxenus, VHCTPYKIHH, YTBEPKICHHBIE pacnopsANTEIbHBIMU
JOKYMEHTAMU, SBJSIOTCA NPWIOKEHUSIMU K HHUM U TPYHIHAPYIOTCS BMECTE
C YKa3aHHBIMU IOKYMEHTAMU.

[l;manoBast ¥ OTYETHASI TOKYMEHTAMs HE3aBUCHUMO OT JAThl €€ COCTABIICHUS
BKJIFOYAETCA B JE€JI0 TOrO roja, K KOTOpOMY OHa OTHOCUTCS.

B nene «llepenucka» wucxonsimmil (OTBETHBIM) TOKYMEHT TMOMEIIAETCs
nmociie BXxoAaswmero. Bce MOKyMEHTBI 1O OJHOMY BOIPOCY, MOCTYNUBIIUE H
PAacCMOTPEHHBIE B TECYEHUE KaJIECHIAPHOIO roja, IPYNIUPYIOTCA BMECTE B OIUH
pas3fen MEPENnUCKU, CUCTEMATHU3UPYIOTCA IO XPOHOJOTHH, HPU 3TOM JOKYMEHT-
OTBET MOMEIIAETCS 3a JOKYMEHTOM-3aIIPOCOM.

[1pu BO30OHOBICHUY TIEPETTUCKHU 110 BOMPOCY, HAYABIIEMYCS B IIPEbIIYIIEM
rogy, JOKYMEHTBI BKJIFOYAKOTCS B JIEJIO TEKYIIETO T'OJa U YKa3bIBACTCS HHAEKC
TOr0 Jejla II0 HOMEHKJIAType JeJI IPEABIAYLIETO I0Jda, B KOTOPOM HaXOIATCS
MPEIIIECTBYIOMMNE JOKYMEHTHI 10 3TOMY BOMPOCY.

OOparenns rpaxaaH U JOKYMEHTHI M0 X PACCMOTPECHUIO (OPMHUPYIOTCS
B OT/CNbHBIC Jena. Kaxkaoe oOpalieHrue u Bce JOKYMEHTHI TI0 €r0 PaCCMOTPEHHIO
COCTABJISIIOT B JIeJIE CAMOCTOSTEIBHYIO TPYIIY M PacIoyiaralorcsi B aahaBUTHOM
NOPSIJIKE MO MepBbIM OykBaM (aMUIIMK aBTOPOB 0OpaILIEHUH.

Ecnu B nene umerorcst oOpalieHus HECKOJIbKUX OpraHu3aiuil, MOCTYUBIINE
B pAa3HbIC€ CPOKM W HCIOJHEHHBIE OJIHUM PELHICHUEM, TO OHU TPYIIHUPYIOTCA
CHaYaJla MO KOPPECHOHAEHTCKOMY IIPU3HAKY, a BHYTPU ITOM TPYyINbl — IO
XPOHOJIOTHYECKOMY.

Ecnim x muceMaM wiM K KakuM-TMOO WHBIM JOKYMEHTaM MPHUIOKEHBI
nokyMeHTbl ¢ mnomeTkon «JICID», ToO Bce AOKYMEHThI MO 3TOMY BOIPOCY
dbopmupytores B neno ¢ mometkon «J{CIDy».

B nenax, Haxomsuuxca B AEIONPOU3BOJACTBE, TOKYMEHTHI TEKYIIErO roja
pacmnosiaratorcsi Mo XpOHOJIOTMH CHHU3Y BBEpX MO Mepe mnocrymieHud. [lpu
IOArOTOBKE K CJaye B apXuB JIeJIa C JOKYMEHTAMHU IOCTOSHHOTO U BPEMEHHOIO

(cBeime 10 ser) xpaHeHusl TepeOPMHUPOBBIBAIOTCS B OOpAaTHOM  IOPSIKE:
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JIOKyMEHT, TIOCTYNUBIINN B KAJICHIAPHOM TOJY IMOCJIEIHUM, IOJDKEH ObITh BHU3Y
7iena, a epBhIf TOKYMEHT KaJIeHJaPHOTO T0/1a — BBEPXY, IEPBBIM.

14.3. Tekyiee XxpaHeHHE JICII.

Jlenma ¢ MOMEHTa UX 3aBEJICHUS U JI0 TIepeayl B apXUB UM YHUYTOKCHUS B
CBSI3U C MCTCUCHHUEM CPOKOB XpaHEHUS HAXOJATCSA y OTBETCTBEHHOIO 32 BEJICHUC
JIEIOTIPON3BOICTRA.

[IpoTokomBI 3acenanuii, MOCTAHOBICHUSI M30MPATEILHON KOMHUCCHH, CITUCKH
NPUTJIANICHHBIX, TMpUjaraéMple K  TPOTOKOIY  TOJJIUHHBIC  DK3EMILISAPHI
MOCTAHOBJIICHUM C  COOTBETCTBYIOIIMMH  MPWIOKEHUSMU, MPOTOKOJIHHBIC
MOPYYCHUS, TOKYMEHTHI, TIOCTYKUBIIINE OCHOBAHUEM JIJIS pACCMOTPEHUST BOIIPOCa
Ha 3aceaHMM M30UPATeIbHOH KOMHCCHH, pacmu@poBaHHAs —ayaHO03aIUCh
3acemanusi (TIpU €€ HaJWMYHH), CIIHUCKUA PACCHUIKU MOCTAHOBJIICHHUM 10 Tepeayu B
apXWB HaXOJATCS Y CEKpeTaps N30upaTeIbHONH KOMUCCHH.

3a COXpaHHOCTh JOKYMEHTOB W JIeJI OTBETCTBEHHOCTh HECYT CEKpETaph
M30MpaTEeIbHOM KOMUCCHH M OTBETCTBCHHBIN 3a BEJICHHE JICJIONPON3BO/ICTRA.

Jlema mOJDKHBI HaXOAWTHCS B pabodyel KOMHATE WM B CICIHAIBHO
OTBEJICHHOM JIJIS1 9TOM IIEJIM ITOMCIICHUHM M XPAaHUTHCS B 3alMPAOIIUXCs IKadax,
MIPEIOXPAHSIONINX JOKYMEHTBI OT TBIJIU M BO3JCHCTBHUS COJTHEUHOTO CBETA.

B memsx oOecredeHUss OMEpaTUBHOTO IIOMCKAa JOKYMEHTOB  Jeja
pacmoJyiaraloTcsi B COOTBETCTBUM C HOMEHKIATYpOW [IeJ, KOMHUS KOTOPOM
MIOMEIIIAeTCsl Ha BHYTPEHHEH CTOPOHE IBEPIIBI MKada.

Ha Topmax oOmoxexk jJema  yKas3bIBaIOTCS  MHAEKCHI  Jed  TI0
HOMEHKJIAType JIelI.

Jlema, HaxomsmIMecs Ha TEKYIIEM XpaHEHWH, MOojuiekar ydery. Ilepen
nepegadeld  JOKYMEHTOB B apXWB  MPOBOJMUTCS  MPOBEpPKAa  HAIHYUSA
U COCTOSTHUS JIOKYMEHTOB W JIEJ B IIEJIAX YCTAHOBJICHHUS (PAKTUYECKOTO HATHYMS
T U COOTBETCTBUS UX KOJIMYECTBY, YUCIIAIIEMYCS TI0 HOMECHKJIATYpE JIe]I.

[IpoBepka HamM4Msi M COCTOSIHUS JIOKYMEHTOB U JI€J TPOBOJUTCS TPH
NEepeMEIICHUN  JIeJ, BO3BpaTe JIeJ, CMEHE OTBETCTBEHHOTO 3a BEJICHHUC

ACIOIIPOU3BOACTBA.
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[IpoBepka mNpPOBOAMTCS IyTEM CBEPKM CTAaT€d HOMEHKJIATYphl e
C OMHCaHUEM JIeNl Ha 00JI0KKe, a (PU3MUEeCKOe COCTOSTHUE JIeT OTPEACIISETCS MyTeM
WX BHU3yaJIbHOro mpocMoTpa. Bce oOHapykKeHHbIE HEIOCTATKU (PUKCUPYIOTCS
B aKT€ NMPOBEPKU HAJIUYHSI U COCTOSIHUS JEIL.

B ciyuae yTpaThl JOKYMEHTOB U JieJl IPOBOAMTCS CIy>KeOHas IpoBepKa, 1o
pe3yJibTataM KOTOpPOHM JIMIIO, BUHOBHOE B YTpare, HECET OTBETCTBEHHOCTh B
YCTaHOBJICHHOM IOPSIJIKE.

Ecnu oraenbHbIE JOKYMEHTBI, YK€ BKIIOUYEHHBIE B JI€JI0, BPEMEHHO
TpeOyroTcst Assi paboThl, OHM MOTYT OBbITh BBIIAHBI M3 JI€Jla OTBETCTBEHHBIM 3a
BEJICHUE JEJIOIPOU3BOJICTBA, @ HA UX MECTO BKJIAJBIBAETCS JHUCT-3aMECTHUTEINb C
yYKa3aHHEM, KOTJa, KOMY U Ha KaKOW CPOK BbIJJAH JOKYMEHT.

14.4. DxcnepTr3a UEHHOCTH JOKYMEHTOB.

OKCnepTu3a LEHHOCTH JOKYMEHTOB MPOBOAUTCS Ul  YCTAHOBJIEHUS
HAy4YHOM, HCTOPUYECKOW M  IPAKTUYECKOM  3HAYUMOCTH  JOKYMEHTOB,
00pa30BaBIIMXCS B MPOIECCE NEATEIHLHOCTH M30MPATEIbHON KOMHCCHHU, C LIETBIO
0TOOpa UX AJIA JadbHEHIIEro XpaHEeHUs W YHUUYTOKECHHUS.

DKCnepTH3e LEHHOCTU JOKYMEHTOB IMOJIEKAT BCE TOKYMEHTHI, HE3aBUCUMO
OT BHJIOB HOCUTEJIEH U CITIOCOOOB 3aMKCH.

OKclepTr3a LEHHOCTH JIOKYMEHTOB IPOBOAUTCA TPH COCTAaBJIEHUU
HOMEHKJIATYypbl Jeld, B mpoiecce (GOpMUPOBAaHUSA M€, MPU MOATOTOBKE el
K IIEpeIave B ApXUB.

JI1st paccCMOTpPEHHsI TPOEKTOB HOPMATUBHO-METOIUYECKHUX JOKYMEHTOB IO
BOITPOCAM JIEJIONPOMU3BOJICTBA M APXUBHOIO J€Ja, ONUCEH 1€ MOCTOSHHOIO MU
BpeMeHHoro (cBoimie 10 ner) XpaHeHUs, aKTOB Ha YHUYTOXXEHUE JeNl U
JOKYMEHTOB, HE€ HMMEIOUIMX HAyYHOM LEHHOCTH M MPAKTHUYECKOrO0 3HAYEHUS,
MIPUKa30M MpejceaaTess n3ouparesbHOM komuccun co3gaetcs JK.

B ee pyHKIIMM BXOAMUT TakKe pacCMOTPEHHE M OJ00pEHHE HOMEHKJIATYpPHI

7ien u30upaTeTbHON KOMUCCHUH.
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B coctaB OK BkitouaroTcst ujaeHsl U30MpaTEIbHON KOMUCCUU, TPaXIaHCKHE
CITyXaIlie armapata u30MpaTeIbHON KOMHCCHH, MO COTJIACOBAaHUIO, PaOOTHUKU
rocygapctBeHHoro apxuBa Cankr-IlerepOypra.

OKcnepTu3a I[EHHOCTH JIOKYMEHTOB OCYIIECTBIISIETCS OTBETCTBEHHBIM 32
BEJICHUE JIEJIONPOU3BOCTBA B COOTBETCTBUU C TPEOOBAHUSAMHU 3aKOHO/IATENIHCTBA U
noctanoBiieHusiMu LUK Poccun, moctanoBieHUSIME N30UpaTEIbHOW KOMUCCHUH TIO
COIVIaCOBAHUIO U IOJ METOAUYECKUM PYKOBOJCTBOM T'OCYJApPCTBEHHOT'O apXuBa
Canxkr-IletepOypra.

IIpu npoBeneHUM BKCIEPTU3bl LIEHHOCTH JAOKYMEHTOB OCYILIECTBISECTCS
0oTOOp J1e7T TOCTOSTHHOTO U BpeMeHHOro (cBbimie 10 JeT) XxpaHeHus, TOIICHKAIIIX
apXMBHOMY XPaHEHHIO; OTOOp JIeJ C BpEMEHHBIMHM CpokamMu XpaHeHus (1o 10 ner
BKJIFOUUTENIFHO), TOMJICKANTUX XPAHCHUI0 B M30UPATEIIbHOW KOMHUCCHUU IO
UCTECUCHHSI CPOKOB UX XPAaHEHMS; BBIICICHUE K YHUYTOXKECHHUIO Jel 32
MPEIBIAYIINE TOAbl, CDOKH XPAHEHUSI KOTOPBIX UCTEKIIU. [Ipu 3TOM OJTHOBPEMEHHO
NpPOBEPSIIOTCS.  KAYECTBO M  MOJHOTA HOMEHKJIATYpbl JI€JI, MPaBUIBLHOCTH
ONPENECTICHUSI CPOKOB XPAHEHHUS AEI.

DKcrepTr3a LEHHOCTH JOKYMEHTOB OCYIIECTBISIETCS MYyTEM MOJMCTHOTO
npocmoTpa jaen. He gomyckaercss oTOOp AOKYMEHTOB Uil XpaHEHUs WU K
YHUUYTOKEHUIO TOJIbKO HA OCHOBAHHUM 3ar0J0BKOB JIE]I.

Oo6nHapyxeHnHnbie B nenax ¢ oTMeTkol «I[[DIIMK» noxkymMeHTBI TOCTOSTHHOTO
XpaHEHUSI BBIACISAIOTCA MW MNPUCOCAUHAIOTCS K OJHOPOJHBIM J€JaM WU
(bopMHPYIOTCS B CAMOCTOSITEIIBHBIE JIea.

Ocrtanbubie aena ¢ orMeTrkor «I[DIIMK» BkimrouaroTcsi B akT Ha
yHuuToxkeHue. [Ipu stom otmeTka «[{OIIMK» B akTe HE yKa3bIBaeTCH.

JIOKyMEHTBI, YTpaTUBILIHE MPAKTUYECKOE 3HAYEHHE W HE HMEIOILIUe
HMCTOPUYECKOW WJIM HAyYHOW LEHHOCTH, MO MCTEYEHHH YCTAHOBJICHHBIX CPOKOB
XPaHEHUS MMOJICKAT YHUUTOKEHHUIO.

AKTBI O BBIJICJICHUU K YHUUYTOXKEHUIO JI€] U IOKYMEHTOB paccMaTpUBaIOTCS
Ha 3acegaHusix OK OJHOBPEMEHHO C ONWCSAMM [I€JI. YHHUUTOXKEHUE €I HU

JAOKYMCHTOB 10 YTBCPIKIACHUS aKTOB 3aIllPCIIACTC.
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BrineneHnpie K YHUUTOXXECHHIO Jejia U JTOKYMEHThl YHUUYTOXKAIOTCS TyTEeM
U3MEJIbYCHUS, IePePaOOTKU WU IPYTUMH YCTAHOBICHHBIMU CIIOCOOAMH.

[lo pesynbraram 3KCHEPTU3bl LIEHHOCTU JOKYMEHTOB OTBETCTBEHHBIM 3a
BEJICHUE JICJIONPOU3BOJICTBA COCTABJISIOTCS OMNHCH JIeI TOCTOSSHHOTO U
BpeMmeHHOro (cBbiie 10 ser) xpanenus (mpuiiokeHus Ne 15, 16) u mo nudaHOMYy
coctaBy (mpuioxkeHue Ne 17), a Takke akThl O BBIJCICHUN K YHUYTOXKCHHIO JICI,
HE TMOoIeKammx xpaHeHuto (mpwiokenne Ne 18). DTu  TOKyMEHTHI
paccMmarpuBaroTcs Ha OK.

Onucu en MOCTOSHHOTO XPAaHEHUS MOJIeKaT YTBEPKACHUIO, a OMUCH JIe]T
no JTuyHOMYy coctaBy — cornacoBanuto L[OIIMK ApxuBHoro xkomuteta CaHKT-

[lerepOypra. Ilocne paccmotrpenuss IDOIIMK ApxuBHoro komutera CaHKT-

[lerepbypra ommcu nen YTBEPXKAAIOTCS  TpejacenaTesieM Uu30upaTeabHon
KOMUCCHH.
[Ipu YHUUTOXKEHUU JIOKyMEHTOB co CPOKOM XpaHEeHUs

«Jlo mMuHOBaHMS HamOOHOCTH», «1 TOm», «3 TOJa» OTBETCTBEHHBIM 3a BEIACHUC
JEIIONTPOU3BOJCTBA COCTABJISICTCSI aKT, KOTOPBIM MOJAMUCHIBAETCA HE MEHEE 4YeM
JIBYMSl TPaXKIAHCKUMHU CIY)KalllMMHU ammapara u30upaTeabHOM KOMHUCCHUU U
yTBEpXKIAeTC MpejceaaTesieM U30UpaTeIbHOM KOMUCCHH 0€3 pacCMOTPEHHsI Ha
oK.

Cpoxk xpanenus «J/lo MuHOBaHHMS HAZOOHOCTH» HE MOXET OBITh MEHEe
OJIHOTO TOoJ1a.

DJIEKTPOHHBIE JIea ¢ UCTEKIIUMHU CPOKAMHU XPaHEHHUS TOJICKAT BbIICJICHUIO
K YHUYTOXKEHUI0O Ha OOIIMX OCHOBAaHUAX, TMOCJAE YEro TMPOU3BOIAUTCS WX
bu3MYeCKOe YHUUYTOXKEHUE WM YHUUTOXKEHUEM MPOrpPaMMHO-TEXHUUECKUMU
CpPEACTBaMU C COOTBETCTBYIOLIEH OTMETKOM B AaKT€ O BBIICIICHUU JJICKTPOHHBIX
JOKYMEHTOB K YHUYTOKEHUIO.

UepHOBUKM ©  PYKONHWCH TOATOTABIMBAEMBIX  JIOKYMEHTOB, KOIIUU
WHQOPMAIIMOHHBIX W JPYTHMX MaTepHaloB, HE MOJJICKAIINX BKIFOYCHHUIO
B HOMEHKJIATypY J1eJI, 10 MUHOBAaHWU B HUX HaJO00OHOCTH MOTYT YHUYTOXKAThCs O€3

COCTaBJICHHU aKTa.
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bpomuropoBka e MPOU3BOIUTCSA TOJIBKO IOCJHE MPOBEACHUS IKCIEPTHU3BI
LEHHOCTH JJOKyMEHTOB.

14.5. Odopmnenue aen.

Jlena, mojuiekamive Iepefade Ha XpaHEHHEe B apXWB, JOJDKHBI OBITH
o opMIIEHBI COOTBETCTBYIOIIUM 00pa3oM.

Odopmnenne paema BkIOYaeT B ce0d TIPOBEPKY CHUCTEMaTH3AIlUU
JOKYMEHTOB BHYTpH JIeJia, HyMEpAalHIO0 JIMCTOB, COCTaBIeHHE (B HEOOXOIUMBIX
CIy4yasix) BHYTPEHHEH OIKUCH JOKYMEHTOB Jela, JIHCTAa-3aBEepUTeNd Jena,
oopMIIEHUE PEKBU3UTOB OOJI0KKH, MOIIUBKY (TIEpEIJICTEHUE) /1eTa.

B 3aBHCHMOCTH OT CPOKOB XpaHEHHMs MPOBOAUTCS MOJHOE HJIM YACTUYHOE
odopMIIeHHE Je.

llena BpemenHoro (mo 10 neT BKIIOYMTENHHO) XpaHEHUsS MOJJIeKAT
4acTUYHOMY odopmieHnt0. [Ipu 3TOM JOKyMEHTBHI [ONMYCKaeTCs XpaHUTh B
Nankax-CKOpPOCIIMBATENAX, MATKUX 0010kKaxX. Odopmisitorcss 00JI0KKa U JIUCT-
3aBEpUTEIh Jea.

Jlena mocTostHHOrO W BpeMeHHOro (cBbimie 10 jeT) XpaHeHUs MoAaJiexaT
nosHoMy odopmienuto. [lonHoe odopmienue aena npeaycMaTpuBaeT MPOBEPKY
CHUCTEMAaTH3allMil JOKYMEHTOB BHYTPU Ji€jJa, MNPaBWIBHOCTH HUX OQPOpMIICHUS
(Hamuure HeOoOXOJUMBIX MOJIMKCEH, BU3, OTMETOK O PETUCTPALIUU U MCIIOJHEHUH,
OPUIIOKEHUH ), HyMepallio JUCTOB, COCTaBJICHUE BHYTPEHHEN ONUCU TOKYMEHTOB
nena (I 0co00 LIEHHBIX JIeJl, JIMYHBIX JIed, a TakxKe JieJ, CPOPMHUPOBAHHBIM IO
JOKYMEHTOB, 3arojJOBKM KOTOPBIX HE pPacKpbIBalOT KOHKPETHOE COJAEp KaHHE
JIOKYMEHTA), COCTABIICHHUE JIMCTA-3aBEPHUTEIIS JIeNia PA3HOBUIHOCTIM, 0(OpPMIICHHE
PEKBU3UTOB 00JIOKKH, MOJIIIMBKY (TIEpEeIIeTeHUE) Jea.

O6noxKa nena odopmIsieTcs o YCTaHOBJIEHHOM dbopme
(mpunoxxerne Ne 19). CBenenust Ha 00JI0KKY TIEPEHOCATCS] U3 HOMEHKIIATYPBI JIeTT
C YTOYHEHHUSMH, OTPAKAIOIMUMHU (DAKTHUECKUN COCTaB IMOMEIICHHBIX B JIENO

JIOKYMEHTOB.
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Obnoxxka nena odopmisieTcss YEepHBIMH CBETOCTOMKHUMH UYEpHHIIAMH,
pazbopuuBo, 6e€3 cokpamenuid. Jlomyckaercss odopmiieHHE OOJIOKKH Jena ¢
UCIIOJIb30BAaHUEM KOMIIBIOTEPHON TEXHUKHU.

Ha o0noxke pgena ykas3bIBalOTCS CIEAYIONIME PEKBU3UTHI: Ha3BaHUE
U30UpaTeabHOW KOMHUCCHM, JEJIONPOU3BOACTBEHHBI HOMEp (MHAEKC) [ena,
3aroJIOBOK Jena, Aara jeia (Toma, 4acTu), KOJIMYECTBO JIMCTOB B JENE, CPOK
XpaHeHus Jena, apXuBHBIN MUdp Aena.

PekBu3uThl, IpocTaBiseMble Ha 00JI0KKE Aeia, 0QOPMIISIOTCS CIIETYIOINUM
obpazom:

Ha3BaHUE n30upareabHON KOMHUCCHH YKa3bIBAETCS
B COOTBETCTBUMU C PeriameHToM u30HMparenbHOl komuccuu. llpu u3MeHeHuun
Ha3BaHUA U30MpATEIbHOW KOMHUCCHMM B TEYEHHE TIepUo/a, OXBaThIBAEMOIO
JOKYMEHTaMHU JieJia, Ha 00JI0’KKE K CTapOMY HAa3BAaHUIO IIPUIIMCHIBAETCS HOBOE,

JIeJIONPOU3BOACTBEHHBIM HOMED (MHJIEKC) Jiesia — MPOCTaBIAeTCs 1udpoBoe
o0o3HaueHHe (MHIEKC) Jesia M0 HOMEHKJAType [l M YKa3blBaeTcs HOMEp ToMa
(uactn);

3arojIOBOK (HaMMEHOBaHHE) Jejla MEPEHOCUTCS HU3 HOMEHKJIATyphl el
(B HEOOXOJIMMBIX CITy4YasiX B 3ar0JI0BOK BHOCSITCSI YTOUHEHHUS);

JaTa Jgena — Ha OOJIOKKE Jefla yKa3bIBAaIOTCSA JBE JaThl, KOTOpBIC
Ha3bIBAIOTCS KPaHUMHU J1aTaMU U COOTBETCTBYIOT IO/l 3aBEJACHHUS U OKOHYAHUS
nena. HadanpHas nmata — 3TO Jara camMoro paHHETo, a KOHEYHas jJara — JaTa
caMoro MO3JHEr0 JOKyMeHTa B Jene. IIpu 3TOM yuuThIBarOTCS JaThl BXOMSLIMX
U UCXOJSAIIMX JTOKYMEHTOB (B cClyyae HX OTCYTCTBUSI — JaThl PETrUCTpaluu
JOKYMEHTOB), U HE YYUTHIBAIOTCA JaThl CIIMCAHUS JOKYMEHTOB B JIENO, YKa3aHUN
IO WCIIOJIHEHUIO JOKYMEHTOB, OTMETOK HUCIIOJIHUTENS (32 UCKIIOYEHUEM CITy4yaes,
KOTJIa Ha IOKyMEHTaxX He UMEETCs APYTUX JIaT, KpOME TePEeUNCICHHBIX ).

[Ipn Hamwmcanuu KpaHUX AaT Ha OOJOXKKax JeNl MOCTOSHHOTO XpaHEHUs
YHCIIO U TOJl MPOCTABJISIIOTCS apaOCKuMu Iudpamu, a Ha3BaHUE MecsAlla MUIIEeTCs
npornuchbio 0e3 cokpamienus. Ha o0noxkkax Jei1  BpEMEHHOTOo XpaHEHUs

YKa3bIBACTCS TOJIBKO T'O.
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Ha oOnoxkax gem, COCTOAIMX W3 HECKOJBKUX TOMOB (4acrteid),
IIPOCTABIIAIOTCS KpaliHUE AaThl KAKJIOTO TOMA (YacTH).

Konn4ecTBO NpPOHYMEpPOBAaHHBIX B JI€JI€ JINCTOB IIPOCTABIAECTCA C JIMCTa-
3aBEpUTEIIS Jea.

Cpok XxpaHeHHs IEPEHOCUTCSI Ha OOJIOXKKY Jieda U3 HOMEHKIaTypsl nei. Ha
Jiernax MOCTOSTHHOrO XpaHeHust nuercs: «[locTostHHOY.

ApxuBHBIN mUdp AeIa COCTOUT U3 HoMepa (PoHIa, HOMEpa OIMKCH, HOMEPa
JieNa 10 ONHWCH M IPOCTaBISETCS B TOCYJAPCTBEHHOM AapXHMBE CyObEKTa
Poccniickon @enepanun.

Ha Topue nena ykasplBaloTCA 3arojoBOK Ji€Nla, HMHACGKC Jela 10
HOMEHKJIAType, AaTa JieJla U CPOK XpaHEHHUS.

B  pmemix obecrneueHuss COXPAaHHOCTM M 3aKpeIUICHHS  TOpsAKa
PAaCIIOJIOKEHUSA TOKYMEHTOB, BKIIIOUECHHBIX B JI€JIO, BCE JIMCTHI, KPOME YHCTHIX,
JUCTa-3aBepUTENs Jiejla W JIMCTOB BHYTPEHHEHW ONKUCH, HYMEpPYIOTCS B
pa3BepHYTOM BUJE apaObCKuMu 1udpamMu BaJoBOW HyMmepanueid. UucTeie IMCTh U3
nena u3biMarorces (0e3 MoBpexACHUs LEJIOCTHOCTH Jiefla) U YHUUTOXKatoTcs. JINCThI
HYMEPYIOTCSI MPOCTBIM KapaHAAlIOM CBEpPXY BHHM3 B BO3pACTalOIIEM MOPSIKE
HOMEPOB, HauuHas ¢ nepBoro. L{udpsl npocTaBisioTcs B IPaBOM BEPXHEM YIIIY
mucta. Hymepanusi nBETHBIMU KapaHAalllaMH, YEpHUJIAMU U HYMEpaTopaMH He
JOITYCKaeTCsl.

JIOKyMeHTBI ¢ COOCTBEHHOW HyMepaluel JHCTOB, B TOM YHUCIE IE€YaTHbIE
U3JIaHUs, HYMEpPYIOTCS B OOIIeM TMOpSAIKE WIA COXPAHAIOT COOCTBEHHYIO
HYMEPALIMIO, €CJIM OHAa COOTBETCTBYET IMOPSAKOBOMY PAaCIHOJIOKEHUIO JIHCTOB
B JIEJIE.

Cnoxennpli suct Oonabimoro ¢opmata (A2, A3) pa3BopauuBaeTcs
U HyMepyeTcs B INpaBOil yacTu BepxHero mnouisg jucta. Ilpu stom smcrt nrodoro
(¢opmaTta, MOAIIMTHIA 3a OAMH Kpal, HyMmMepyeTcsd KaK OAMH JIUCT, a JIKCT,
CJIO’KE€HHBII U MOJALIMTBIN 33 CEpPEUHY, MOMJIEKHUT NEPEIIMBKE U HYMEPYETCA KaK

OJHH JINCT.
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Ecnu B Jgene ectb KOHBEPT C BIOKEHUSAMH, TO CHadajga HyMepyercs
KOHBEPT, a 3aTEM OYEPEIHBIM HOMEPOM — KaXKJ0€ BIIOKEHHE.

dororpapuu U Apyrue WUIOCTPaTUBHBIE MaTepuaibl HYMEpYIOTCS Ha
000OpOTHOM CTOPOHE B JIEBOM BEPXHEM YTITy.

JIucT ¢ HarylyXxo HakJI€eHHBIMHU JOKYMEHTaMM (BbIpe3kaMu, (otorpadusimu
U JIp.) HyMepyeTcs Kak OJIMH JHUCT. Eciu K JOKYMEHTY MOJAKJIEEHbI OJHUM KpaeM
JIpyrue JOKYMEHTBI (BCTaBKM TEKCTa, IMEPEBOABI M T.I.), TO KaXIbId JHCT
HYMEPYETCS OTAEIIBHO.

Jluct ¢ ykazaHMSAMM 10 MCHOJIHEHHIO JIOKYMEHTa HyYMEpYeTCs Kak
OTIEJILHBIN JIUCT.

[Ipunoxenue K Jely, COCTaBISIIONIEE OTIAEIbHBIM TOM, HyMepyeTcs
OTJIEJIBHO.

[Ipy Hanuuum OTAENBHBIX OMMOOK B HyMEpaluu JMCTOB B Jelax IMpu
NOATOTOBKE HMX K Cllady€ B apXWB JIOMYCKAeTCs MO COrJIacOBaHUI0 C HUM
ynoTtpeOaeHne TUTEPHBIX (C OyKBEHHBIMU JOTIOJHEHUSMU) HOMEPOB JIUCTOB.

B nenax mnoOCTOSIHHOrO XpaHEHUs i ydyeTa W TOHCKa JOKYMEHTOB
B HaYaJe Jiejia MOXKET MOMEIIAThCSI BHYTPEHHsIs onuch (mpuiioxenue Ne 20).

JIucTel BHYTPEHHEN ONMCHA HYMEPYIOTCS OTAEIBHO.

Kaxxnoe neno 3akaHYMBaeTCsl JMCTOM-3aBEPUTENIEM YCTAaHOBIEHHON (OPMBI
(mpunoxkerne Ne 21).

B nucre-3aBepurene aena nu@pamMu U NPONUCHIO YKAa3bIBAETCS (DaKTHUECKOE
KOJIMYECTBO JIMCTOB B JaHHOM Jelie, (U3MUECKOE COCTOSHHUE JIOKYMEHTOB
(momapku, Hepa30OpUMBBIA TEKCT, MOPBaHHBIE JHUCTHI U T.J.), @ TaKKe HaJIUuue
JUTEPHBIX W MNPONYIIEHHBIX HOMEPOB JIMCTOB, KOJIMYECTBO JIMCTOB BHYTPEHHEU
ONMCH U HAJIWYUE CpeIud JOKYMEHTOB Ta3eT, KHHUI, OpouIop, uepTexeH,
dbotorpaduii, pUCYHKOB M T.I., CTaBUTCA JaTa W NOJANKUCH TI'PakKIAHCKOTO
CIIy’Kallero, cOopMUPOBABLIETO JEJI0, U YKA3bIBAETCS €r0 JIOJKHOCTh, MHUIHAIIBI
u ¢ammmug. Eciu konMuecTBO JUCTOB B JeJie M3MEHSETCS, 3aBEpUTENIbHAs

HaAIINUCh COCTAaBIISICTCA BHOBB.
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[Ipu moaroTroBke ea K MOAIIMBKE (MIEPEIIETy) NPOBEPAETCs MPABUIBLHOCTD
ux (popmupoBaHus, oGopmiIeHUS, METAIUIMUECKUE CKPEIUICHUS U3 JTOKYMEHTOB
YIAJSIOTCA.

JIOKYMEHTBI TIOJIIIMBAIOTCS TAKUM 00pa3oM, YTOOBI MOKHO OBLIIO CBOOOIHO
IPOYUTATh TEKCT KaXKJIOro JOKYMEHTAa, BHM3bl M YKa3aHHUs IO HCIIOJHEHUIO
JOKYMEHTA.

14.6. Ilepenaya nen B apxuB.

Ilepenaya €1 NOCTOSIHHOIO XpaHEHUST B apXUB  OCYLIECTBIIAETCA
noeIMHUYHO o yTBepxkaeHHbIM OIIK rocymapcTBeHHOro apxuBa OIMUCAM Jel
MOCTOSTHHOTO XPaHEHUS.

[Tpriem TOKyMEHTOB Ha MOCTOSTHHOE XpaHeHHE 0(QOPMIISETCS aKTOM MTpHeMa-
niepeiaun JJOKyMeHTOB (npuioskeHue Ne 22).

IIpu nepenade nen Ha BCEX 3K3EMIUIIpAX OMNMCH JAEN IMPOTUB Ka)J0ro
BKJIFOUEHHOTO B Hee jaena B rpade «lIpumeuanue» craBUTCS OTMETKA O HATUYHUU
nena. B KOHIE KaxJ0ro HK3eMIUIsipa OIMCH JeN YKa3bIBaloTCcs IudpaMu
U TPONHUCHI0 KOJIMYECTBO (PAKTUUECKH MPUHATHIX (TMIEPEAAHHBIX) B apXvB e,
WMHUIMAIBI 1 (aMUINK JIUL], OCYILECTBIISIONINX MTPHUeM-TIepeIauy /e, CTaBsITCS X
MIOJIMTMCH | JIaTa.

[Ipu mpueme nenm B apXuBe MPOBEPSETCS MPABUIBLHOCTH UX O(POPMIICHHS.
Hlena, odopmileHHbIE C HapylUIeHHEM MpaBujl, YCTaHOBIEHHBIX WHcTpykiuei,
BO3BpAILIAIOTCS B M30MpATENbHYI0O KOMHCCHUIO C YKa3aHHEM HEJOCTaTKOB Ui UX
yCTpaHEHHUSI.

N30uparenpHas KOMUCCUSI UMEET MPUOPUTETHOE MPABO HA HCIIOJIB30BAHME
JIOKYMEHTOB, TIEpEIaHHBIX €10 Ha TOCYAapCTBEHHOE XpaHEHHE, B TOM YHUCIIEC Ha UX

NEPBYIO MyOIUKALHUIO.
15. OTBETCTBEHHOCTD

15.1. Unens! n36UpaTeIbHOM KOMUCCUU, TPAKIAHCKUE CyKAlllKe anmnapara
N30MpaTeIbHOM KOMHCCHH, TPaKIaHE, 3aMEIIAIONINUe JOKHOCTH, HE SBIISIOITUECS

JIOJDKHOCTSIMU  TOCYJIApCTBEHHOM TPaKIAHCKOM CIyKObI, a TakXke TpaklaHe,
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MPUBJIEKAEMbIE TI0 TPAXITAHCKO-TPYIOBBIM JOTOBOpPaM, HECYT TEPCOHAILHYIO
OTBETCTBEHHOCTh 3a coOtofieHne TpeOoBaHuii WHCTPYKIMU, COXPaHHOCTH
HaXOJISAIIUXCS Y HUX JIOKYMEHTOB.

15.2. OTBeTCTBEHHOCTh,  3a  OpraHW3allii0  JEJONPOM3BOACTBA B
n30MpaTebHOM KOMUCCUH, BHEJIPEHUE AaBTOMATHU3UPOBAHHBIX (KOMIBIOTEPHBIX)
TEXHOJIOTUN TOJATOTOBKH M 0OpaOOTKH JOKYMEHTOB, OOECIIEUCHHE COXPAaHHOCTH
JIOKyMEHTOB U TIepe/ladyy MX B apXuB, KOHTPOJIb 3a COOJO/IeHHeM TpeOOBaHUN

WNHCcTpyKIIMu HEceT cekpeTaph 30HUpaTeIbHON KOMUCCHH.

COT'JTACOBAHO COT'JTACOBAHO
npoTtokoa K npoToko L{eHTpanbHON S3KCIEPTHO-
IIPOBEPOYHOU METOJUYECKON KOMUCCHH
ApxuBHoro komutera Cankrt-IlerepOypra

oT 2016 . Ne oT 2016 1. Ne
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[Ipunoxenne Ne 1
K MHCTpYyKIIMU 1O AETONPOU3BOICTBY
B Cankr-IlerepOyprckoil n3duparenbHoOM
KOMMCCUU

INEPEYEHb
AOKYMEHTOB, He moaseskamux perucrpauuu B IIA IEJIO u cucreme
perucrpanun «Ciyxke0Has KOpPeCIOHIeHIIH

1. CooOmenus o 3aceIaHnsIX, COBEIIaHUAX U MOBECTKAX JTHS.

2. Yd4eOHbIe MPOTPaMMBbI, TUIAHBI (YYUTHIBAIOTCS B OTAEIE KaJApOB).

3. PekmaMHble W3BEIICHUS, ITUTAKaThl (YYUTHIBAIOTCS B CTPYKTYPHBIX
MoJIpa3ie/IeHUs X  amnmapara HW30UpaTeIbHOH KOMHCCHHM 110  HaIlpaBJICHUSM
JICSITETIbHOCTH).

4. Tlo3npaBuTeNbHBIC MMCbMA U TEIETPAMMBI.

5. IlpurnacutenpHble  OWJICTHI,  TNPUIJIANIEHWS  HA  pa3IMYHBIC
MEPOTIPUATHS, HE COJICPKAIIHNE HAJITISKAIIUX PEKBU3UTOB MUCHMA.

6. byxranrepckue  mokyMeHTBl  (yuuThiBaroTcs B~ (DUHAHCOBO-
OyXrajarepckoM yIpaBJICHUN U30UpaTEIbHOW KOMUCCHH).

7. IleyaTHble U3TAHUSI.

8. CreHorpaMMmsbl 3aceflaHUil OPTaHOB TOCYIaPCTBEHHOHN BJIACTH CYOBEKTa
Poccutickon ®enepanumu.

9. JlnuHas KOppECHOHICHITHSI.



[Tpunoxenne Ne 2
K MHCTpyKINM 10 1eonpon3BOICTBY
B Cankr-IlerepOyprckoil n3duparenbHoO
KOMHUCCHHU

AKT

MBl, HUKETIOIIUCABIINECS

COCTAaBUJIM AKT O TOM, 4YTO « » 20 r. TIpU
BCKPBITHH TTAKeTa
B HEM HE 0Ka3aJIOCh

Hacrosimuii akT coCTaBieH B ABYX K3EMIUISPaXx.

IHoamucu:




[punoxenne Ne 3
K MHCTpyKINM 10 1eonpon3BOICTBY
B Cankr-IlerepOyprckoit n3duparenbHoOM
KOMHUCCHH

®opmbl 0JIAHKOB, HCIOJIb3YeMbIX B H30MPATEeIbHOH KOMUCCUH



CAHKT-IIETEPBYPI'CKASA UBBUPATEJIBHASA KOMUCCHUSA

INIPOTOKOJ 3ACEJAHUA

Ne

Canxrt-IletepOypr

Ipunoxxenue k pemenuio 137-10 uatcpyknus mo genon-By 2016 rox.doc



CAHKT-IIETEPBYPI'CKAS
MN3BUPATEJBHASA KOMUNCCHUA

HUcaakuesckas ., nom 6, Cankr-IletepOypr, 190107
Ten.: 570-17-77 dakc: 570-17-77
http:/Amww.st-petersburg.izbirkom.ru

No

Ha Ne
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CAHKT-IIETEPBYPI'CKASA U3BUPATEJIbBHAA KOMUCCUA

HPUKA3

Cankr-IlerepOypr
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CAHKT-IIETEPBYPI'CKAA UBBUPATEJIBHAS KOMUCCHUSA

HOCTAHOBJJEHHUE

Ne

Canxrt-IletepOypr

Ipunoxenue k pemenuto 137-10 uatcpyknus no genon-By 2016 rox.doc



CAHKT-IIETEPBYPI'CKASA UBBUPATEJIBHASA KOMUCCHUSA

PACIHHOPAXEHUE

Ne

Canxrt-IletepOypr
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CAHKT-TIETEPBYPI'CKASI U3UPATEJILHAS KOMUACCHSI
MPEJICEIATEID

HcaakueBckas maomans, noM 6, Caunkr-IlerepOypr, 190107, renedon/dpakc (812) 570-17-77
http://lwww.st-petersburg.izbirkom.ru

Ha Ne oT
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CAHKT-IIETEPBYPI'CKASA UBUPATEJ/IBHAA KOMUCCUSA
SAMECTHUTEIJIb NIPENACEJATEI A

HcaaxueBckas miomans, 1oM 6, Carkt-IlerepOypr, 190107, Tenedon/baxc (812) 570-17-77
http://lwww.st-petersburg.izbirkom.ru

Ha Ne oT
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CAHKT-IIETEPBYPI'CKASA UBUPATEJIBHAA KOMUCCUA
CEKPETAPDH

HcaaxueBckas miomans, 1oM 6, Cankt-IlerepOypr, 190107, Tenedon/baxc (812) 570-17-77
http://lwww.st-petersburg.izbirkom.ru

Ha Ne oT
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[Ipunoxenne Ne 4
K MHCTpyKIIMHU 1O AETONPOU3BOICTBY
B Cankr-IletepOpyrckoii n3duparenbHoOM
KOMMCCUU

TpedoBaHus K JOKYMEHTAM, H3r0OTOBJIAEMbIM C IOMOUIHIO
MeYarawiuux YCTPOUCTB, M K (pailsiaM TEKCTOBBIX JOKYMEHTOB

1. TekcTel HOKyMEHTOB Ha OyaHkax (opmara A4 mneuaTaroTcsi 4epes
1,5 MeXCTpOUHBIX MHTEpBaJa, Ha OnaHkax ¢opmara AS — uepe3 1 MEKCTPOUHBIHA
UHTEPBAJL.

TexkcThl JOKYMEHTOB, IOATOTABIMBAEMBIX K TUIOTpa)CKOMY H3JaHUIO,
MeYaTarTCs Yepe3 Ba MEKCTPOUHBIX HHTEpBaJa.

2. Ha3Banue Buza JOKyMEHTA [1€4aTAE€TCsl IPONUCHBIMU OyKBaMHU.

3. Ecam 3aromoBok k Tekcty mpeBbimaer 150 3HakoB (5 cTpoOK),
JIOTIyCKAeTCsl TPOAJIEBaTh €ro N0 TpaHMIbl MpaBoro mnojs. Toduka B KOHIIE
3arojIOBKa HE CTaBUTCA.

4. PacmmuppoBka mnomnucu B pekBusutTe «llommuce» mewaraercs
Ha YpOBHE IOCJEIHEH CTPOKM HAUMEHOBAHMS JOJDKHOCTH C HCIIOJIb30BAHHEM
xomOuHanuu kiaasui Shift — Ctrl — TIpoden mexay nHumanamMu u haMuIHeH.

5. Cosznmanue, ¢dopmaTHpOBaHWE W BBIBOJ Ha Ie€4aTh JOKYMEHTOB
IPOU3BOJATCS HAa KOMIIBIOTEpaxX C MCIOJNB30BAaHMEM TEKCTOBOIO Ipolieccopa
MS Word. BheapeHue »3JIEKTpPOHHBIX TaOJUIl, CO3MAHHBIX B TaOJUYHBIX
npoueccopax, B gokymeHtel MS Word ne pomyckaercs. Jlomyckaercs, mpu
HEOOXOUMOCTH, CO3/laHue, (opMaTHpOBaHUE W BBIBOJ Ha Ie€4yaTh TaOJIHIL
nocpencTBoM TabiamuHoro mponeccopa MS Excel.

6. Ilpm ¢opMaTupoBaHMM JOKYMEHTOB O0053aT€IbHO HCIOJB3YETCS
BKJIFOUEHHAs! KHOTIKA , 4TOOBI BUJETh Ha DKPAHE BCE CIYKEOHbIE CUMBOJIBI.

7. Ilpm ¢dopMaTUpOBaHUM TEKCTa JOKYMEHTOB HCHOJIb3YEeTCS CTHIIb,
KOTOPBIA UMEET CIEAYIOLUE MapaMeTpBbl:

e Ipudr TimesNewRomanCyr

e Pa3zmep 14 myHKTOB



e Orcryn cieBa 0cm
crpaBa 0 cm

e  Uurepnan nepe 0 myHKTOB
nocJjie 0 myHKTOB

e  MeXCTpOUHBIM UHTEPBA IOJYTOPHBIN

e [lepmas cTpoka oTcTymn Ha 1,25 cm

e  BripaBHHBaHUE 0 [IUPUHE

8. Ilpu ¢opmaTupoBanuu TaOIHI HEOOXOIUMO COOIIOIATH CICAYIOIIUE
TpeOOBaHMUS:

Tabluia Bcerma JO0DKHa WMETh Ha3BaHHWE, KOTOPO€ BBIPAaBHUBAETCS
10 TTPaBOMY TIOJIIO TOKYMEHTA,

TabuIa BRIPABHUBAETCS TI0 IIEHTPY JIMCTA;

3aroJIOBKM CTOJIOIIOB U CTPOK BBIPABHUBAIOTCS T10 IIEHTPY STYCHKH;

JTAaHHBIC B sTYCHKaX TaOJUIBI BRIPABHUBAIOTCS CBEPXY 10 JICBOMY Kpalo;

IPOAOHKEHHE TaOJIULIbI HA HOBOM JIMCTE BCErJa HAYWHAETCS C 3aroJIOBKOB
ee cToiomnoB (Wi HOMEpoB rpad B ciydae, eciau rpadbl TaOIHIBI HA TIEPBOM
JUCTE MPOHYMEPOBAHBI);

CTPOKHU TaOIUIIBI IEPEHOCSATCS Ha HOBBIM JTUCT TOKYMEHTA UCKIIOUYUTEIBHO
[ETUKOM;

IIMPUHA W BBICOTA TaOJMIBI HE JOJKHBI TPEBBIIATH pPa3Mepbl MOJCH
JTOKYMEHTA.

9. Pa3Mmepsl nosieit TOKyMeHTa JTOJKHBI UMETh CIISTYIONINE MapaMeTpHhI:

®  BEpxHee 2,0 cm
e  HIDKHEE 2,0 cm
®  JIEBOE 3,0cm
e  mpaBoe 1,5cm

OT Kpast 10 KOJIOHTUTYJA:
®  BEpXHEro 1,25 cMm

®  HIDKHETO 1,25 cm

Ipunoxxenue k pemenuio 137-10 uatcpyknus mo genon-By 2016 rox.doc
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10. ITpu moAroTOBKE JOKYMEHTOB UCHOIB3YIOT CIEAYIONINE PEKBUUTHI:

repb cyonekTa Poccuiickoit @enepaiuuy;
HAaWMEHOBaHUE N30UpaTEIHLHON KOMHCCHH,
HaUMEHOBAHUE JIOJDKHOCTHOTO JINIIA;
CIIpaBOYHBIC CBEJIEHUS 00 OpraHu3alluy;
HAaWMEHOBAHHE BHJIa JOKYMEHTA,;

JaTa JOKYMEHTa,

PErUCTpaIMOHHBIN HOMEpP JOKYMEHTA;
CCBhUIKA Ha UCXOASIIUN PETUCTPAIIMOHHBIN HOMED U J1aTy JOKYMEHTA,
MECTO COCTaBJICHUS (M3/1aHMs1) TOKYMEHTA;
ajzpecar;

rpud yTBEpPKIACHUS TOKYMEHTA;
3aroJIOBOK K TEKCTY TOKYMEHTA;

yKa3aHMs 110 UCTIOTHEHUIO JOKYMEHTA,
OTMETKa O KOHTPOJIE;

TEKCT JOKYMEHTA;

OTMETKa O HATMYUH TIPUIIOKCHHS;
TIO/ITINCE;

rpud coriiacoBaHus JOKYMEHTA,

BU3A;

11eYaTh,

OTMETKa 00 HMCITOJIHUTEIIE;

OTMETKA 00 MCIIOJIHEHUH IOKYMEHTA U HaIlpaBJICHUH €T0 B JIEJI0;

UJeHTU(HUKATOP IJIEKTPOHHON KOMMH JIOKYMEHTA.

11. PexBu3uthl (KpomMe TeKcTa JOKYMEHTa U ajpecara), COCTOSLIUE

N3 HCCKOJIBKHUX CTPOK, II€YATarOT CO CIACAYIOIINMU ITapaMCTpaMU:

pudt TimesNewRomanCyr

Pazmep 14 myHKTOB

OtcTyn cieBa 0 cMm
cripaBa 0 cMm

Ipunoxxenue k pemenuio 137-10 uatcpyknus mo genon-By 2016 rox.doc



e IHurepnain nepen O myHKTOB
nocJjie 0 myHKTOB
e  MexXCTpOUHBIM HHTEPBAI OJMHAPHBIN
e  OrcTyn nepBoOil CTPOKH HET
e  BripaBHuBaHue 10 LIEHTPY
12, PexBu3ut «Apecary reyaTtaror o CIECIYHOUMMU TapaMETPAMH:
o [pudr TimesNewRomanCyr
e Pasmep 14 myHKTOB
e  Orcryn cieBa 7 cm

cnpaa Ocm

e  Uurepsan nepen 0 myHKTOB
ocje 0 myHKTOB

e  MeXCTpOUYHBI UHTEPBAI OJIMHAPHBIN

e  OtcTyn nepBOM CTPOKHU HET

e  BrIlpaBHUBaHUE 0 LIEHTPY

Eciu cocraBHble 4YacTu pEKBU3UTOB «Anpecar», «['pud yTBepxkaeHus
NoKyMeHTa», «I'pud cormacoBaHust JOKyMeHTa», «OTMeTKa O HaJIU4UU
MIPUJIOKEHUS» HE YMEILAIOTCA Ha OJHOW CTPOKE, TO Pa3pblB CTPOKH B HYKHOM
MECTe MPOU3BOJUTCS C MOMOIIBI0 CcHUMBOJAa «Pa3pbiB CTpokn» (KOMOMHALUsA

knasuin Shift — Enter), Hanmpumep:

COI''TACOBAHO

[Ipencenarens kKoMUTETA
UMYIIECTBEHHBIX OTHOIICHUH
Cankrt-IlerepOypra

A.H. BanoB

13. Ilpu odopmieHnn AOKYMEHTOB Ha JIBYX M 0oJiee CTpaHHUIAX BTOpas U
MIOCTIEAYIONIUE CTPAHUIIBI JOJDKHBI OBITh MpOHyMepoBaHbl. Homepa cTpaHuil
IPOCTABJISIIOT MOCEPEAMHE BEPXHETO MOJIs JUCTa apaOCKuMu 1udppamu 6€3 BCIKHX

3HAKOB IIPCIIMHAHUA.

Ipunoxenue k pemenuto 137-10 uatcpyknus no genon-By 2016 rox.doc
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Ecan JOKYMCHT MMCCT ITPHUJIOKCHUC, TO OHO IIEYATACTCA C HOBOMI CTpaHUIIbI.

14. Jlns BBISBICHHUS W UCIPABICHUS BO3MOXHBIX OIMIMOOK B MPAaBOIMUCAHHUH
B chopMmupoBaHHBIX (aillax pPEKOMEHIYeTCs OCYHIECTBIATH  IPOBEPKY
JOKYMEHTOB, HCITOJIb3YsI CHCTEMBI ITPOBEPKHU MTPABOITMCAHUSI.

15. Kaxaplii JOKYMEHT CO BCEMH TPUIOKCHUSIMH K HEMY ITOMEIIAl0T
B OTJCJBHBIN (haiii (ecinu MpUIIOKEHUsSI CO3[aHbl OJHUM IpoiieccopoMm). BHyTpu
¢aiina caM JOKYMEHT M KaX10€ MTPHIIOKECHNE TTOMEIIAIOT B OT/ICIBHBIC pa3Ieibl.

16. Bce pekBH3UTHI JTOKYMEHTa OTICISIOT APYT OT JIpyra OJIHON IMyCTOM
CTpoKO#, oOpa3yemoil cumBojoM aO3ama (Y — kmaBuma Enter). B Ttekcre
HE JIOJHKHO BCTpevaThesi OoJiee ABYX CUMBOJIOB ab3aria moIpsij.

17. He nmomyckaeTcsi mucaTh CIOBa C Pa3psAKON, BCTABIISAA MPOOEITBI MEXTY
OykBamu B ciioBax. He momyckaercs MCIOJIb30BaHUE MPOOCIIOB IS 00pa30BaHUs
ab3artHOro oTCTyma (KpacHOW CTPOKH) WIIM IYCTBIX CTPOK. B TEKCTe HE MOIKHO
BCTpEUaThCs MOApsa Oojiee OAHOTO CHMMBOJa Mpobena. Pa3neneHue HHUIIMATIOB U
damumn, cuMBojia Ne 1 9uciia, MOPSIKOBOIO HOMEpa CTaThH, YaCcTH, ITYHKTA A
MOJITyHKTa MPAaBOBOTO aKTa, YWCia Mecsla W Ha3BaHUS Mecslla, 4uclia rojaa u
CJIOBAa «TOJ», JIOOBIX YHWCIIOBBIX 3HAYCHWHA W CAWHHII U3MEPCHHS JCIIAeTCs C
UCIIOJb30BaHUEM Hepasjaeaumoro mnpobderna (coueranue kimasum Shift — Ctrl -
[Ipobemn).

18. He momyckaeTcsi BKIFOYATh B TEKCT JJOKYMEHTA Pa3eIUTSIIbHbIC INHUHY,
COCTaBJICHHBIC U3 IIEMOYEK CUMBOJIOB (*, =, -, — U 1Ip.).

19. He pomyckaeTcsl WCIOJIB30BAaHHE B PYCCKUX CIIOBaX CXOJHBIX IIO
HauepTaHuio JaTuHCkux OykB (A, a, B, C, ¢, E, e, H, K, M, O, 0, P, p, 1, X, X, y).

20. He pomyckaeTcs WCHOJIB30BaHME CHUMBOJIA TaOymsuuu (—) s
oOpa3oBaHus ab3amHOTO OTCTyma (KpacHOW CTPOKH) HJIIM TYCTBIX CTpOK.
AG3anHbId OTCTYNn ycTaHaBIMBalOT B MeHio dopmar/Ab3an WM ¢ MOMOUIBIO
BEPXHEI0 JABHKKA Ha TOPU30HTAIBHOM JIMHEHKE.

21. He pomyckaercss WCHOJIB30BaHHE CHUMBOJIA «-» JJis1 00O3HAYCHHUS
nepeHoca. BMecTo Hero cieayer HCIOJIb30BaTh CHMBOJ MSTKOrO IepeHoca

(xomOuHarus knaBuin Ctrl — «-»).

Ipunoxxenue k pemenuio 137-10 uatcpyknus mo genon-By 2016 rox.doc
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22. Jlna HanmMcaHus PUMCKHX LUADP TOKHBI MCIIONB30BATHCS 3arjlaBHbIC
oykBel nmatuHckoro andasuta (I, V, X, C, D, L, M). Ucnonr3oBanue st 3T0M
LEJTU PYCCKUX OYKB U apaOCKuX udp He JOMYyCKaeTCs.

23. Bmecto 6ykBbl «E» momxna ynorpeOnsatbes 6yksa «E» (kpome HMeH
COOCTBEHHBIX MPU HATMYUH TOATBEPKIAIOIINX JOKYMEHTOB).

24. PexBu3uthl «HanmeHoBaHMe BHJA JOKYMEHTa» JIOJKHBI  OBITh
BBIPOBHEHBI 1O IIeHTpY. He momyckaercss ucmosib30BaHHEe CHUMBOJIA ab3ara s
NpEpBIBaHMs] CTPOKU B TPOHW3BOJIBHOM MeCTE, ISl TOTO CIeAyeT MPUMEHATH

CHUMBOJI pa3pbiBa CTpoku (komOuHamus kinasum Shift — Enter).

Ipunoxxenue k pemenuio 137-10 uatcpyknus mo genon-By 2016 rox.doc



[Ipunoxenne Ne 5

K MHCTpyKINM 10 1eonpon3BOICTBY
B Cankr-IlerepOyprckoil n3duparenbHoO

KOMHUCCHH

Cnucok pacchblJIKH HCXOAAIIMX T0KYMEHTOB

n/n

HaumeHoBaHue oprana
(opranusamnuun)

IToJiHbII MOYTOBBIN apec

[Ipencenarens (3amecTUTENb MPEACENATENS, CEKPETAPD) U30UPATEIHHOM

KOMHUCCHUHU

Hcnonmanrenn

«

»

20 T.




«

»

[punoxenne Ne 6
K MHCTpyKINM 10 eonpon3BOICTBY
B Cankr-IlerepOyprckoit n3duparenbHoO
KOMHUCCHH

dopma yKa3aHUM MO0 UCIIOJTHEHUI0 JOKYMEHTA

HNPEACEJATEJIb BAMECTHUTEJIb
NNPEACEJATEJISI, CEKPETAPDB)
W3BUPATEJBHONU KOMUCCHUN

HHHUIMAJbI, q)aMl/lJ'lel




[Ipunoxenne Ne 7
Kk HCTpyKIIMK 1O AETIONPOU3BOACTBY
B Cankr-IlerepOyprckoil n3duparenbHoOM
KOMMCCUU

IlepedeHnn 00s13aTEJIbHBIX CBEACHUI 0 IOKYMEHTAaX, HCMOJIb3yeMbIX B IEJIfAX
yuera u noucka 1okymenToB B [IN IEJIO u cucreme perucrpanuu

CoNoOaRrwDNE

«Cury:xe0Hasi KOPPECIOHACHIMSD)

ABTOD.

Anpecar.

JIOIKHOCTD, (paMuUIIHs ¥ MHUITHAIIBI JIUIIA, TTOAMMCABIIETO TOKYMEHT.
HaumenoBaHue BHU1a TOKyMEHTA.

JlaTta noxyMeHTa.

PerucrpallnOHHBIN HOMEP TOKYMEHTA.

JlaTa nmoctymnieHus: JOKyMEHTA.

PeructpaninoHHBIN HOMEP BXOSIIETO TOKYMEHTA.

CBezieHus O CBSI3aHHBIX JIOKYMEHTaX (HaMMEHOBaHUE BUJA IOKYMEHTA,

J1aTa, pErUCTPALIMOHHBINA HOMEpP, TUII CBSA3KH).

10.
11.
12,
13.
14,

3arojIoBOK K TEKCTY (KpaTKoe Co/Iep>KaHHe IOKYMEHTA).

WNHupekce nena no HOMEHKIIAType Jed.

Caenenus o nepeajpecaluu JOKyMEHTA.

KonuyecTBO TUCTOB OCHOBHOTO TJOKYMEHTA.

OtmeTrka O 0OpWIOKEeHHH (KOJUYECTBO  MPWIOKEHUH, obIiee

KOJIMYCCTBO JINCTOB HpHHOH(CHHﬁ).

15.

Vkazanusi Mo HCIOJIHECHUIO JOKYMCHTA (I/ICHOHHI/ITGJ'IB, IIOPpY4YCHHC,

Jara I/ICHOHHGHI/IH) .

16.
17.
18.
19.
20.
¢aiinos).

OtMmeTKka 0 KOHTpOJIE.

I'pud orpannuenus gocryna.

[IpoBepka 3JIEKTPOHHON MOJIHCH.

[loapa3nenenre — OTBETCTBEHHBINA UCIIOIHUTENb JOKYMEHTA.

@aiinpl  AJIEKTPOHHOIO JOKyMEHTa (KOJIM4ecTBO (ailaoB, HMeEHa



[punoxenne Ne 8
K MHCTpyKIIMH 110 1eTONTPOU3BOJCTBY
B Cankr-IlerepOyprckoil n3duparenbHoOM
KOMHUCCHH

KAPTOUYKA JIMYHOTI'O IIPUEMA 3ASIBUTEJIEN

CAHKT-IIETEPBYPI'CKAA U3BUPATEJIBHAA KOMUCCUA

JATA IUYHOI'O ITPUEMA  « » 2015 ropa
3ASIBUTEJIb, MPUIIEAIINKA HA JINYHBIA TIPUEM:
bamuusa:
UM

0TYeCTBO (IIPH HAJTUYMH):

COIMMAJIbHOC IMOJIOKECHHE

MOYTOBBIN aJpec AJisl OTBETA:

(ynuua, 1oM, KOpITyc, KBapTupa, cyobekT Poccniickoit denepaniu, HaCeNEHHbIN MyHKT, HHICKC)

KPATKOE COAEPKAHUE YCTHOI'O OBPALIEHUS:

1.
2.
3
4.
YJIEH U3BUPATEJIbHOM KOMUCCHMY, OCYIIECTBJIAIOIAIA
JIMYHBIU TPUEM:
bamuus:
UM

0T4Y€CTBO




[Iponomkenue npuaoxerus Ne 8

PEHIEHUE, IPUHATOE 110 YCTHOMY OBPAHIEHUIO:
1

(COZ[CP)K&HI/IC YCTHOT'0O OTBETA MO CYLIECCTBY ITOCTABJICHHBIX B YCTHOM 06pa1.ueHnn BOIIPOCOB, JAHHOI'O C COryiacus 3asBUTENA, €CIIN
H3JI0KCHHBIC (baKTI;I
1 00CTOSITENbCTBA SIBJISIOTCS OYEBUIHBIMU M HE Tpe6yl0T JIOTIOJTHUTEIBHOM HpOBepKI/I)

(COZ[Cp)KaHI/Ie YCTHOT'O OTBETA, JAHHOI'O 3aABUTECIII0, C HAIIPABJICHHUEM ITMCbMEHHOI'O OTBCTa)

Ipunoxenue k pemenuto 137-10 uatcpyknus no genon-By 2016 rox.doc



[Ipunoxenne Ne 9
K MHCTpyKIIMH 110 1eTONTPOU3BOJCTBY
B Cankr-IlerepOyprckoil n3duparenbHoOM
KOMHUCCHH

JIuer coritacoBanus

JIOMKHOCTH

damunus,

'IIaTa HOHHHCB HWHHUIIUAIBIL

Hcnomanrenn




[Tpunoxenne Ne 10
K MHCTpyKINM 10 1eonpon3BOICTBY
B Cankr-IlerepOyprckoit n3duparenbHoO
KOMHUCCHH

YTBEPXJAIO

[Ipencenarens (3amecTUTENh MpECEIATENS,
CEKpeTaphb)
Cankr-IleTrepOyprckoii U30MpaTeTbHON KOMUCCHN

HWHUIIUAJIBI, q)aMI/I.HI/I}I

IIOAIINCH
« » 20 T.
CIIMCOK

AOJIKHOCTHBIX JIML (OPraHu3anmi), KOTOPLIM HANIPABJIAETCH
pelieHue (IOCTAHOBJICHUE)
Cankr-IlerepOyprckoii n30upareJbHOM KOMUCCHH

0T « » 20 roma Ne

(YKasatp 3arojoBOK)

i HammenoBanue oprana (opranu3anun) Kon-Bo 3k3. | Ilpumevanue

Hcrnomaunrenn

«

» 20  rona




ITpunoxxenne Ne 11
Kk HCTpyKIIMK 1O AETIONPOU3BOACTBY
B Cankr-IlerepOyprckoil n3duparenbHoOM
KOMMCCUU

CAHKT-IIETEPBYPI'CKASA UBBUPATEJIBHASA KOMUCCHUSA

PABOYAS I'PYIIIIA
(Ha3BaHHUe)
NPOTOKOJ
Ne

Cankr-IleTepOypr

[IpencenatenbCTBYIONMMIMA (PYKOBOAUTENb paboyeil rpymbl)
Cexkperapb
IIpucyrcrBoBanu:

ITOBECTKA JJHA:
1.
2.

1. CIIYHIAJINA:
BBICTVYIINJIA:
PEINJIN:

2. CJIYIIAJINA:

BBICTVYIINJIA:
PEIINIJIN:

[IpencenaTenbCTBYIONMMIMA (PYKOBOAUTENb paboyeii rpymbl)



[Tpunoxenne Ne 12
K MHCTpyKIIMH 110 1eTONTPOU3BOJCTBY
B Cankr-IlerepOyprckoil n3duparenbHoOM
KOMHUCCHH

CAHKT-IIETEPBYPI'CKASA U3BUPATEJIbBHAA KOMUCCUA

PABOYAS I'PYIIITA
(Ha3BaHMe)
PEINEHUE
Ne

Cankr-Ilerepoypr

[IpeacenarenbCcTBYOMMUMN (PYKOBOAUTENb pabOUYEH TPYIIIIBI)



[Mpunoxenne Ne 13
K MHCTpyKIIMH 110 1eTONTPOU3BOJCTBY
B Cankr-IlerepOyprckoil n3duparenbHoOM
KOMHUCCHH

HEPEYEHD

moMICxKamuX KOHTPOIKO JOKYMEHTOB C YKa3aHHEM CPOKOB HCIIOJTHEHUA

1. ®enepanbHble KOHCTHUTYLHMOHHBIE 3aKOHBI, (penepanbHble 3aKOHBI
Poccuiickon denepannn — COrNIACHO YKa3aHHOMY B HUX CPOKY.

2.  Yxazwl [Ipesunenta Poccuiickoit deaepariuu — COrjlaCHO yKa3aHHOMY
B HUX CPOKY.

3. Pacnopsoxkenus Ilpesunenta Poccuiickoit ®enepaniu — COTJIaCHO
YKa3aHHOMY B HUX CPOKY.

4. IlocranoBneHus, pacnopsbkenust  IlpaBurensctBa  Poccuiickoii
denepanuu — COrjJacHO YKa3aHHOMY B HUX CPOKY.

5. 3axonsl cyobekTa Poccuiickoit denepanuu — COrinacHO yKa3aHHOMY B
HUX CPOKY.

6. IlocraHoBnenus, pemeHus 3akoHogaTenbHoro CoOpanusi CaHKT-
[leTepOypra — coriiacHO yka3aHHOMY B HUX CPOKY.

7. TlocraHoBneHUs, pacHOpPsDKEHHS OpraHa TroOCyIapCTBEHHOM BIIACTH
Cankr-IlerepOypra — corinacHo ykazaHHOMY B HUX CPOKY.

8.  IlocranoBnenus, pacnopsKEeHHUS PYKOBOJMTEIS oprasa
rocygapctBeHHoi Biactu Cankt-IlerepOypra — corjacHO yKa3aHHOMY B HHX
CPOKYy.

9. Ilapnamentckue 3ampockl CoBera denepannu DeaepaibHOTO
Cob6panust Poccuiickoit ®enepanuu, ['ocygapcrBenHoit dymsr PepepanbHOTO
Co6panust Poccuiickoit denepanu — He Mo3aHEE yeM udepe3 15 KaneHmapHBIX
JHEN CO JHS MOJY4YeHUs MapJIaMEHTCKOro 3ampoca WIM B MHOM yCTaHOBJICHHBIN
cooTBeTcTByMOIIEeH mnanatoit ®dexepanbHoro Cobpanusi Poccuiickoit denepanuu

CPOK.



2

10. 3ampocer unenoB Cosera Penepamuu PenepanbHoro CoOpanus
Poccuitickonn @epnepanuu, nemyraroB I'ocynapcrtsenHou [lymer denepanbHOro
CoOpanusa Poccuiickoit denepanu — He Mo3aHee yeM 4depe3 30 KajaeHIapHBIX
JTHEW CO JIHS €ro MOJIYYEHHS WA B UHOM COTJIACOBAHHBIM C MHUIIMATOPOM 3aIpoca
CPOK.

11. Oo6pamenuss wieHoB Coera ®enepanun DenepanbHoro CobOpanus
Poccuiickonn @epnepanuu, nemyraroB I'ocynapcrtsenHou [lymber denepanbHOro
CoOpanus Poccuiickoit  ®enepanu 10  BOMpocaM, CBSI3aHHBIM € HX
NEeSTENIbHOCThIO, — Oe3oTiarareabHo (a TpU  HEOOXOJUMOCTH  MOJIYYEHHUS
JOTIOJTHUTENBHBIX MaTE€pUAIOB — HE Mo3aHee yeM uepe3 30 KaleHAAapHBIX JHEH
CO JIHA MOJTy4YeHUs1 OOpaleHus ).

12. OOpamenust naenytatroB 3akoHojarenbHoro CoOpanusi CaHKT-
[lerepOypra — B CpoK, yCTaHOBJIEHHBIN 3akoHOAaTeILcTBOM CaHkT-IleTepOypra.

13. Tlucema u3z Apmunuctpanuu IIpesuaenta Poccuiickoit deneparum,
[TpaButennsctBa Poccuiickoit ®denepannn, Konctutynmonnoro Cyaa Poccuiickoi
Oenepannu, BepxoBHoro Cynma Poccuiickoir ®@enepamuu, ['eHepanbHOM
npokypatypbl Poccuiickoit deneparuu, anmuauctpanuu cyonekra Poccuiickoi
denepallii — B COOTBETCTBUM C YKa3aHUSIMU [0 HCIOJHEHUIO JIOKYMEHTa
npeacenarens  (3aMecTuTeNs  NpeAcenaresis, CcekpeTraps) — u30upaTenbHOU

KOMHCCHUH, €CJIM B HUX HE yKa3aH CPOK — HE mo3aHee yeM uepe3 30 KajleHJapHbIX

JTHEH.

14. TIlporect npokypopa — He no3aHee yem uepe3 10 kaneHaapHbIX JHEH.

15. TIlpeacraBneHue mpokypopa — He no3aHee yeM 4yepe3 30 KaleHIapHbIX
JTHEH.

16. TpeboBanme MpoKypopa — HE To3aHEe deM dYepe3 10 KaneHmapHBIX
JTHEH.

17. OOpaiieHusi TpaxkJiaH MO BOMpocaM BBIOOPOB U pedepeHIyMOB, IO
BOIIPOCAM OT3bIBa BBICIIETO JOKHOCTHOTO Juila cyobekta Poccuiickoi

Oenepanin — 10 30 KameHAApHBIX JHEW, a TOCTYNUBIIME B MEPUOJ

Ipunoxxenue k pemenuio 137-10 uatcpyknus mo genon-By 2016 rox.doc



3
n30MpaTebHOM KaMITaHUK — B COOTBETCTBHUU ¢ DenepanbHbIM 3aKOHOM
Ne 67-®3.

18. Tlepechbuika oOpamieHuid Tpa)kJaaH, COJEPKAINX BOMPOCHI, PEIICHHUE
KOTOPBIX HE OTHOCUTCA K KOMIIETCHIIUM W30UpATEIhbHOW  KOMHUCCHUH,
OCYIIECTBIISICTCS B TeUEHUE 7 KaJICHAAPHBIX JTHEH.

19. OOpamenuss cpeACTB MaccoBOW uH(OpMamuu 1O  BOIpocam
npenocTaBiieHuss wWHpoOpManmuu — / KaJleHAApHbIX aHeW. Ecmm tpebyembie
CBEJICHHsSI HE MOTYT OBITh TPEACTABJICHHI B YKa3aHHBIA CPOK, TO JOIYCKaeTCs
OTCPOYKa B TPEIOCTABICHUHW 3alpalmBacMoil HHPOpMAMd C BPYYECHUEM B
TPEXTHEBHBIA CPOK CO JHS TOJY4YEHHUS NHUCHMEHHOIO 3ampoca HH(pOpMaIuu
yBeIOMJICHHSI 00 OTCpPOYKE MPEIACTABUTENIO PEIAKIMU, B KOTOPOM YKa3bIBAIOTCS
MpUYMHA OTCPOYKH, JaTra, K KOTOpOW OyJeT MpeAcCTaBiCHa 3alpariuBaecMast
uHpOpMaIUs, TOHKHOCTHOE JIMIIO, YCTAaHOBHUBIIEE OTCPOUKY, JaTa MPUHATHS
petieHust 00 OTCPOUKe.

20. 3ampoc rocynapcTBEHHOTO OpTaHa, OpraHa MECTHOTO CaMOYIIPaBICHUS
WIH JO0JDKHOCTHOTO JIMIIA, pacCMaTpHBaroliero oOpalieHue, TOKyMEHTH U
MaTepHuaybl, HEOOXOMUMBIE ISl PAaCCMOTPEHUSI OOpaIeHus, MPEIOCTABIISIOTCS B
Te4eHHe 15 KaJeHIapHBIX JHEH, 32 UCKIIOYCHHEM JIOKYMEHTOB U MAaTEpPHAJIOB, B
KOTOPBIX COJEPIKATCA CBEACHUS, COCTABIISIIOIIME TOCYJAPCTBCHHYIO WU HHYIO
oxpaHsieMyto (herepaTbHbIM 3aKOHOM TalHY, U JUIsl KOTOPBIX YCTAHOBJIEH OCOOBIN

MOPSAOK MIPEAOCTABICHUS.
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Cankr-IleTepOyprckas
n30MpaTenbHask KOMUCCHS

HOMEHKIJIATYPA JEJI

No

ITpunoxxenne Ne 14

K MHCTpyKINM 10 1eonpon3BOICTBY
B Cankr-IlerepOyprckoit n3duparenbHoO

KOMUCCHH

YTBEPXIAIO

[Ipencenarens

Cankr-IlerepOyprckoit n3duparenbHOM

KOMUCCHH

(MecTo cocTaBIeHHSA) [Hoanuce PacmmpoBka nmoxmucu
Hara
Ha rona
Vriteke Kon-Bo Cpok xpaHeHus Jiena
;[Ia 3aromoBok sena nen (TOMOB, (Toma, 9acTn) [Ipumeyanue
a (Toma, wacTn) qacreit) u Ne crareii 1Mo mepeyHto
1 2 3 4 5
HaszBanue paznena
HauMeHoBaHME NOKHOCTU COCTaBUTEIA IMoamuce Pacmmdposka
HOMEHKJIATypbl HOJIUCHU
Hara
COT'JTACOBAHO COT'JTACOBAHO
IIporoxon DK IIporokon LleHTpabHON SKCIIEPTHO-

oT Ne

oT

MIPOBEPOYHON METOANYECKON KOMUCCHH
ApxusHoro komurtera Cankt-IlerepOypra

No




[Iponomxenue npunoxenust Ne 14

Htorosas 3anuce o KaTCropudax U KOJINYCCTBEC ACJI, 3aBCICHHLIX B roay B
Cankr-IleTrepOyprckoii U30MpaTeTbHON KOMUCCUN

B ToM uucie

ITo cpokam XpaHeHus Bcero HepeXOAIIIX C OTMETKOM
«IDIMK»
1 2 3 4
[TocrossaHOTO

Bpemennoro (cBoimie 10 ser)

Bpemennoro (0 10 yieT BKIIOYUTENBHO)

HUTOI'O:

HanmeHoBaHue NOJKHOCTH COCTaBUTENIA [Toanuce Pacimdposka
HOMEHKJIATypbl MOAHUCH

Jara
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ITpunoxxenne Ne 15
K MHCTpyKINM 10 1eonpon3BOICTBY
B Cankr-IlerepOyprckoit n3duparenbHoO

KOMHUCCHH
Cankr-IlerepOyprckas n3duparenabHas VTBEPXKJIAIO
KOMHCCHS
DOOHJ Ne
OITACH Ne Ipencenarens

_ Cankr-IletepOyprckoii n306upaTebHON KOMUCCHUU
JIeJT TIOCTOSTHHOTO XPaHCHUS

3a rox Iloamuce Pacmmdposka moanucu
Hara
Ne Nunexe Kpaiinne | Kon-Bo
3aroJIoBOK neia [Ipumevanue
/11 nena aThl JIMCTOB
1 2 3 4 5 6

B nannbIil pa3zaen onucyu BHECEHO

(undpamu ¥ MPONHUCHIO)

¢ Ne mo Ne , B TOM YHCJIE:

JUTEpHBIC HOMEpa:

IIPOITYLICHHBIE HOMEpa!

HaunMmenoBaHue TOMKHOCTH COCTaBUTEIS IMoamuce Pacmmdposka moanucu
OITHMCH
Jara
COI''TACOBAHO YTBEPXJEHO
[TpoTokon DK [IpoTokon LleHTpanbHOI SKCIIEPTHO-

MIPOBEPOYHON METOANYECKON KOMUCCHH
ApxuBHoro komutetra Cankt-IlerepOypra

oT Ne oT Ne




Cankr-IlerepOyprckas nzbupareapHas

KOMUCCHUSL
®OHJI Ne

OIIUCDH Ne

[Tpunoxenue Ne 16
K MHCTpyKIIMH 110 AENONPOU3BOJICTBY

B Cankr-IlerepOyprckoit n3duparenbHoO

nen BpeMeHHoro (cBoiie 10 jeT) xpaneHus

YTBEPXKJIAIO

KOMUCCHH

[Ipencenarens
Cankr-IlerepOyprekoit n3duparenbHOM

KOMUCCHH

3a roj ITonnuce Pacmm¢poBka noanucu
Hara
. Cpok
Ne WNunekc Kpaitnue Kon-Bo P
3aroyioBOK zena xpane- | Ilpumeuanue
/1 nena aThl JINCTOB
HUS

1 2 3 4 5 6 7

B nanHbI pa3zien onvucu BHECEHO
(mdpaMu ¥ TPOTIHCHIO)

¢ Ne mo Ne , B TOM YHCJIC:
JUTEPHBIE HOMEPA:
MPOIYIIEHHbIE HOMEpA!
HaumeHnoBaHue NOJKHOCTH COCTABUTEIIS [Hoanuce PacmmmdpoBka moanucu

OINCH
JlaTa
COT'JTACOBAHO
IIporoxon DK
oT Ne




Cankr-IletepOyprckas nzbupareapHas
KOMUCCHS

®OHJI Ne
OITUCD Ne

JIeJT 110 INYHOMY COCTaBy

ITpunoxxenne Ne 17
K MHCTpyKIIMHU 1O AETONPOU3BOICTBY
B Cankr-IlerepOyprckoit n3duparenbHoO

KOMUCCHH

YTBEPXKJIAIO

[Ipencenarens
Cankr-IlerepOyprckoit n3duparenbHOM

KOMUCCHH

3a roj ITonnuce Pacmm¢poBka noanucu
Hara
o Cpoxk
Ne Wnnekc Kpaiinue Kon-8o P
3aroJIoBOK jaejia XpaHe- [Ipumeuyanue
/11 nena IaThl JINCTOB
HUS

1 2 3 4 5 6 7

B nannbIil pa3zaen onucyu BHECEHO
(mdpamMu ¥ IPOTHCHIO)

¢ Ne mo Ne , B TOM 4HCJIE:
JUTEPHBIC HOMEPA:
MpOIMYyIIEHHbIE HOMEpa!
HaunMmenoBaHue TOMKHOCTH COCTaBUTEIS IMoamuce Pacmudposka moanucu

OIIMCHU

Jara

COI'ZTACOBAHO
[Iporokon OK

oT Ne

oT

COI'JTACOBAHO
IIporokon LleHTpabHON SKCIIEPTHO-
MIPOBEPOYHON METOANYECKON KOMUCCHH
ApxuBHoro komuteta Cankt-IlerepOypra

Ne




[Tpunoxenne Ne 18
K MHCTpyKINM 10 1eonpon3BOICTBY
B Cankr-IlerepOypcrkoit n3duparenbHoOM

KOMHUCCUU
Cankr-IletepOyprckas nuzbuparenbHasi KOMACCHS YTBEPXJAIO
AKT
[Ipencenarens
No Cankr-IletepOyprekoii
n30MpaTenbHON KOMUCUU
(MecTo CocTaBIICHYIA) [Honmuce PacmmgpoBka
MOATUCH
O BbIIC/ICHUN K YHHYTOKEHUIO JOKYMEHTOB, He [Hara

NMOAJIeKANMX XPAHEHH IO

Ha ocHoBanum IlepeuHss THUNOBBIX YIPaBICHYECKUX  APXUBHBIX  JTOKYMEHTOB,
00pa3yIoNMXcsi B TIPOIECCEe NEATEILHOCTH TOCYAapCTBEHHBIX OPraHOB, OPraHOB MECTHOTO
CaMOYIPABJIEHUS U OpraHMU3ali, C YKa3aHUEM CPOKOB XpaHEHHs M HOMEHKIATypbl faes CaHKT-
[TerepOyprckoit m3OMpaTenbHOM KOMHUCCHHM OTOOpaHbl K YHUUYTOXKCHHIO KaK HE HMEIOIINe
HaquO-HCTOpHHGCKOﬁ HOCHHOCTH U YTPATUBIINEC NPAKTUYCCKOC 3HAYCHNUC JOKYMCHTBI.

3aroJioBOK jena Nupekc nena no
N . Cpoxku xpaHeHus
No | wnm rpynmnoBoit | Kpailinue HOMEHKJIaType Ko-Bo . | Ipume-
1 HOMEpa cTaTeun
/11 3aroJI0BOK J1aThl WJIM HOMEp Jeyia | en. Xp. yaHue
10 IEPEYHIO
JIOKYMEHTOB 10 OIUCH
1 2 3 4 5) 6 7
Urtoro: en. Xp. 3a TroAbl
(uupaMu ¥ IPONUCHIO)
Onucu  fen  TMOCTOSSHHOTO — XpaHEHWs  3a roJbl yTBEPXKIEHBI,  TIO
JUYHOMY cocTaBy coryiacoBanbl ¢ [[ITTMK ApxuBHoro komutera Cankt-IlerepOypra
(TIPOTOKOJ OT < » r. Ne )
(HaMeHOBaHUE JOJDKHOCTH JIUIIA, IPOBOAUBIIIETO SKCIEPTHU3Y LIEHHOCTU TOKYMEHTOB)
(romnce) (MHUIMATEL, (aMUIIHs)

Jara



[Iponomxkenne npunoxenus Ne 18

COI''TACOBAHO
[TpoTokon DK

oT No

ﬂOKYMeHTBI B KOJIMYECTBEC €1, TOMOB

BCCOM KT CAaHBI B

(HauMeHOBaHUE OPraHU3ALUH)

Ha repepaboTKy Mo MPUEMOCIATOYHOM HAKIIaIHOW OT Ne
(nara)

HaumeHoBaHue n0oIKHOCTH

IPaXIaHCKOTO CITy’Kalllero, CAABIIETO

JOKYMEHTBI

Hara [Nonnuce PacmmgpoBka noamnucu
V3meHeHus B yueTHbIE JOKYMEHTh! BHECEHBI

HaumeHoBaHue n0oIKHOCTH

IPaXJAHCKOTO CIIY’Kalllero, BHECILETO

HU3MCHCHHUA B YUCTHBIC JOKYMCHTBI

Hara IToanuch Pacmmdporka moamucu
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[Mpunoxenne Ne 19

K MHCTpyKIIMH 110 1eTONTPOU3BOJCTBY
B Cankr-IlerepOyprckoit n3duparenbHoOM

KOMUCCHUHN
[0} Ne
On. Ne
. Ne

FOCYJAPCTBEHHbBIN APXUB
CAHKT-IIETEPBYPT' A

CAHKT-IIETEPBYPI'CKASA U3BUPATEJIbBHASA

KOMUCCHUA

JEJIO Ne

Tom No

(3arosioBOK Jena)

Om.

No
No
No

(kpaitHue naThl)

Ha

XpaHUTh

JIUCT




[Tpunoxenne Ne 20
K MHCTpyKIIMH 110 1eTONTPOU3BOJCTBY
B Cankr-IlerepOyprckoil n3duparenbHoOM
KOMHUCCHH

BHYTPEHHAA OIIUCH

AOKYMEHTOB jJeJia Ne

Ne WNunexc Jara Homepa
3aroJIoBOK JJOKyMEHTa [Ipumeuanue
n/n JOKyMCHTa | JOKYMEHTa JINCTOB JIeNa
1 2 3 4 5 6
Hroro: JIOKYMEHTOB
(undpamu ¥ MPONHUCHIO)
KonnuecTBo TMCTOB BHYTpEHHEN OMUCH
(umpaMu ¥ IPOMUCHIO)

HanmenoBanue JTOJDKHOCTH JINIIA, IToamuce Pacmudposka moanucu

COCTaBUBIICTO BHYTPCHHIOIO OIMUCH

JIOKYMEHTOB JIeJia

JlaTa



[Tpunoxenne Ne 21
K MHCTpyKINM 10 1eonpon3BOICTBY
B Cankr-IlerepOyprckoit n3duparenbHoO
KOMHUCCHH

JIMCT-3ABEPUTEJIb IEJIA Ne

B neno mogmmTo v mMpoHyMEpOBaHO JUCTOB(),
(dpamMu 1 IPONUCHIO)

B TOM 4YHUCJIC:

JUTEpHBbIE HOMEpa JIUCTOB

IMPpOMyHICHHBIC HOMEpPA JIUCTOB

+ JINCTOB BHYTPEHHEHN ONMUCHU

OcoOeHHoCcTH (HPU3HUECKOTO COCTOSIHHSI U Howmepa
dhopmupoBaHHS e JIUCTOB
1 2
HaunmenoBaHnue NOMKHOCTH Iloamuce Pacmmdposka moanucu

Jara



YTBEPXKJIAIO
[Ipencenarens
n30upaTeIbHON KOMUCCUHT
Cankrt-IlerepOyprckoit
n30upaTeIbHON KOMUCCUHI

[Tpunoxenne Ne 22
K MHCTpyKIIMH 110 1eTONTPOU3BOJCTBY
B Cankr-IlerepOypcrkoit n3duparenbHoOM
KOMHUCCHH

YTBEPKJIAIO
(HauMeHOBaHME JJOKHOCTH
PYKOBOOUTCIIA
OpraHU3aIMU-TIPUEMIIINKA)
IToanuce

[Toanuck Pacmudposka moanucu
Pacmmdposka moanucu

[ara ITeuats [ara ITeuats

AKT Ne
npuema-fnepeaayu apXuBHbBIX
JOKYMEHTOB Ha XpaHEHHE
(ocHOBaHME TIepeIamn)
(Ha3BaHHe nepenaBaeMoro Gpoxma)
cradn,
(HauMeHOBaHHE OPraHU3AIMH-CIATINKA)
MIPUHSIT

(HaMeHOBaHHME OpPraHU3aLUN-CAATINKA)

JIOKYMEHTBI Ha3BaHHOTO (DOHAA U HAyYHO-CIIPABOYHOTO allfapara K HUM:

Ne i/ Hasanwue, Homep onucu KonnuectBo Konuuectso IIpumeuanne
3K3EMILIPOB ell. Xp.
OITUCH
1 2 3 4 S)
Nrtoro npunsto en.Xp.
Ilepenauy npoussenu
JIoIKHOCTD [Toanuce Pacmmudposka  JlommkHOCTB [Togmuce  Pacmmdposka
MOJIUCH MOJIUCH
Hara Hara
®onny npucBoeH Ne
W3meHeHus B y4eTHbIE JOKYMEHThI BHECEHBI
JlomxHOCTh [Honnuce PacmmgpoBka
MOAHICH

JlaTa
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	РЕШЕНИЕ
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	1. Общие положения
	1.9. Делопроизводство в избирательной комиссии осуществляется с использованием ПИ ДЕЛО и системы регистрации «Служебная корреспонденция».
	2. Прием, регистрация и прохождение поступающих документов
	3.1. Документы, создаваемые в избирательной комиссии, оформляются на бланках, на стандартных листах бумаги формата А4 (210 х 297 мм), либо в виде электронных документов и должны иметь установленный состав реквизитов.

	бланк протокола заседания избирательной комиссии;
	бланк постановления избирательной комиссии;
	бланк приказа председателя комиссии;
	бланк распоряжения председателя комиссии;
	бланк председателя комиссии;
	бланк заместителя председателя комиссии;
	бланк секретаря комиссии;
	бланк письма избирательной комиссии.
	Для входящих и исходящих документов - это индекс дела по номенклатуре и, через косую черту, порядковый номер документа.
	Указания по исполнению документа могут быть оформлены с использованием ПИ ДЕЛО.

	Начальник 
	Юридического управления
	личная подпись  инициалы, фамилия
	Должность

	4. Организация работы с отправляемыми (исходящими)  документами
	6. Особенности работы с обращениями граждан.  Организация личного приема
	6.1. Особенности работы с обращениями.
	8. Подготовка, оформление, выпуск, учет документов, рассматриваемых на заседаниях избирательной комиссии
	8.1. Формирование проекта повестки дня заседания избирательной комиссии.
	8.1.1. Проект повестки дня заседания избирательной комиссии  формируется секретарем избирательной комиссии в сроки, установленные регламентом избирательной комиссии, на основании планов работы и постановлений избирательной комиссии, поручений председа...
	8.1.2. Члены избирательной комиссии вправе предложить внести в проект повестки дня заседания избирательной комиссии вопросы, не предусмотренные планами работы и постановлений избирательной комиссии, при условии наличия подготовленных по этому вопросу ...
	Данные вопросы включаются в проект повестки дня заседания избирательной комиссии при письменном обращении члена избирательной комиссии, по инициативе которого вопрос выносится на заседание, на имя председателя избирательной комиссии, в котором указыва...
	8.1.3. Согласованный с председателем избирательной комиссии и подписанный секретарем избирательной комиссии проект повестки дня заседания избирательной комиссии тиражируется ответственным за ведение делопроизводства (за подготовку заседания) для рассы...
	Проект повестки дня заседания избирательной комиссии может быть размещен на сайте избирательной комиссии в информационно-телекоммуникационной сети Интернет.
	8.1.4. Членам избирательной комиссии с правом решающего голоса и членам избирательной комиссии с правом совещательного голоса, представителям политических партий проект повестки дня заседания избирательной комиссии может быть разослан на указанные ими...
	8.2. Подготовка документов по вопросам, включенным в проект повестки дня заседания избирательной комиссии.
	8.2.1. Документы по вопросам, включенным в проект повестки дня заседания избирательной комиссии, готовятся членами избирательной комиссии, за которыми закреплены соответствующие направления деятельности, с привлечением, в случае необходимости, работни...
	8.2.2. Представляемые к рассмотрению документы должны включать озаглавленный проект постановлений избирательной комиссии  с приобщенными к нему подлинниками документов, послуживших основанием для рассмотрения вопроса на заседании избирательной комисси...
	8.2.3. Проекты документов (включая приложения), представляемые для рассмотрения на заседании избирательной комиссии, визируются  исполнителем, начальниками структурных подразделений аппарата избирательной комиссии, ответственными за подготовку докумен...

	9.2.3.  Приказами по кадровым вопросам оформляются начало исполнения обязанностей по замещению государственной должности и прекращение полномочий членов избирательной комиссии, работающих в избирательной комиссии на постоянной (штатной) основе, прием ...
	Приказ по кадровым вопросам является основанием для начисления денежного вознаграждения или содержания, осуществления выплат, доплат или удержаний.
	9.2.5. В приказе по кадровым вопросам о приеме на гражданскую службу указываются фамилия, имя, отчество принимаемого гражданина, наименование замещаемой должности и структурного подразделения аппарата избирательной комиссии, дата начала исполнения обя...
	9.2.6. В приказах по кадровым вопросам о продлении срока гражданской службы и заключении срочного служебного контракта, назначении на иную должность гражданской службы, увольнении с гражданской службы, отпуске и по другим  кадровым вопросам указываютс...
	10. Оформление протоколов заседаний рабочих, экспертных групп, консультативных органов избирательной комиссии
	10.1. Протоколы заседаний (далее – протокол) рабочих, экспертных групп, консультативных органов избирательной комиссии (далее – рабочая группа) оформляются по установленной форме (приложение № 11).
	Протокол составляется на основании записей, произведенных во время заседания, представленных тезисов докладов и выступлений, справок, проектов решений и других материалов.
	Протоколы могут издаваться в полной или краткой форме, при которой опускается ход обсуждения вопроса и фиксируется только принятое по нему решение.
	10.2. Текст полного протокола состоит из двух частей: вводной и основной.
	11. Контроль исполнения документов и поручений

	12. Работа с  внутренними документами
	13.10. Гражданский служащий аппарата избирательной комиссии, осуществляющий контроль правильности хранения и использования печатей и штампов, составляет акт о выделении к уничтожению пришедших в негодность печатей и штампов.
	Уничтожение производится после утверждения акта председателем избирательной комиссии. Металлические печати уничтожаются путем полного спиливания текста или опиливания двумя перекрестными линиями, каучуковые печати и штампы разрезаются на мелкие части ...
	В журнале учета печатей и штампов делается отметка об уничтожении.
	13.11. Гражданским служащим аппарата избирательной комиссии, осуществляющим контроль правильности хранения и использования печатей и штампов, ежегодно производится сверка печатей и штампов, о чем проставляется отметка в журнале учета печатей и штампов.
	14. Формирование дел и  передача их в архив
	14.1. Составление и утверждение номенклатуры дел.
	Номенклатура дел предназначена для формирования исполненных документов в дела, систематизации и учета дел, определения сроков их хранения и является основой для составления описей дел постоянного и временного (свыше 10 лет) хранения, а также для учета...
	В номенклатуру дел включаются заголовки дел, отражающие все документируемые участки работы избирательной комиссии, в том числе личные дела, справочные и учетные картотеки и другие учетные формы.

	Номенклатура дел избирательной комиссии не реже одного раза в пять лет согласовывается с Центральной экспертно-проверочной методической комиссией (далее - ЦЭПМК) Архивного комитета Санкт-Петербурга.
	В состав ЭК включаются члены избирательной комиссии, гражданские служащие аппарата избирательной комиссии, по согласованию, работники государственного архива Санкт-Петербурга.
	Приложение № 1 к Инструкции по делопроизводству  в Санкт-Петербургской избирательной комиссии

	ПЕРЕЧЕНЬ документов, не подлежащих регистрации в ПИ ДЕЛО  и системе регистрации «Служебная корреспонденция»
	Приложение № 2 к Инструкции по делопроизводству  в Санкт-Петербургской избирательной комиссии
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	Приложение № 7 к Инструкции по делопроизводству в Санкт-Петербургской избирательной комиссии
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