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CAHKT-IIETEPBYPI'CKAS UBBUPATEJBHASA KOMUCCHUSA

PEHIEHHUE

6 nexaoOps 2018 roga Ne 81-1

O TunoBoi MHCTPYKUMH MO 1eJIONPOU3BOIACTBY
B TEPPUTOPHAIBbHON H30upaTebHOM Komuccuu B Cankr-IlerepOypre

3acaymaB u o0cyauB cooOmieHue cekperaps Cankrt-lIletepOyprekoi
n30uparenbHON KOMUCCUH M.A. XKnanosoi, Cankr-IlerepOypreckas
n30upaTesbHasi KOMUCCHS P € Il U JI a:

1. YTBepautob Tunosyto UHCTPYKIIUIO no JIEJIONPOU3BOICTBY
B TeppuTOpHUalibHOW u30upaTenbHoil komuccuu B Cankt-IletepOypre (nmanee —
NucTpykuust 1o JAeONpOU3BOJICTBY) COTJIACHO MPWIOKEHUIO K HACTOSIIEMY
PEUICHUIO.

2. TeppuropuanbHbiM u30upaTenbHbiM KomuccusaM B Cankt-IletepOypre
paspaboratb u yTBepauth 10 30 gexabps 2018 rToma HHCTPYKIMIO II0O
JICTIONPOU3BOJICTBY B  COOTBETCTBYIOUIEH TEPPUTOPUAIBLHON uU30UpaTenbHON
KOMHCCUM Ha OCHOBaHMHM VHCTPYKIIMM TO JEIONMPOU3BOJCTBY, YTBEPKICHHOU
HACTOSIIUM PEIICHUEM.

3. Ilpuznate  yrpatuBmiuM  cuiry  peuieHue  Cankrt-IletepOyprekoit
n3buparenpHord komuccuu ot 19 gexabps 2013 roga Ne 40-4 «O TumnoBoi
UHCTPYKLIUM TI0 JEJIOMPOU3BOACTBY B TEPPUTOPUAILHOM M30MpaTenbHOU
komuccuu B Cankt-IlerepOypre».

4. HanpaBuTh HACTOSIIIEE PEIICHHE B TEPPUTOpUATbHBIC N30UpaTeIbHbIE
komuccuu B Cankt-IlerepOypre.

5. OnyOnuKoBaTh HACTOSIIEE pEIICHWE B CETEeBOM u3AaHuu «BecTHHK

Cankt-IleTepOyprckoit n30upaTeIbHON KOMUCCHN.



6. KoHTponb 32 UCIOJHEHUWEM PEIICHUS BO3JOXKHUThH Ha CEKpeTaps

Cankrt-IlerepOyprckoit uzdbuparensHoi komuccuu M.A. XKaaHoBy.

3aMecTUTeNb NpeacenaTens
Cankrt-IletepOyprekoit
n30UpaTebHON KOMUCCUU A.B. Eroposa

Cexkperapb
Cankrt-IletepOyprckoit
n30UpaTebHOM KOMUCCUU M.A. XKnanosa



YTBEPXJIEHA
pemenueM CankT-IleTepOyprekoit
n30upaTeIbHOM KOMUCCUH
oT 6 nexadbps 2018 roma Ne 81-1

TUIIOBASI HHCTPYKIUS IO AEJTOITPON3BO/JICTBY
B TEPPUTOPUAJIBHOMN U3BUPATEJIBHON KOMUCCHUU
B CAHKT-IETEPBYPI'E

1. O01mue moJ10KeHUus

1.1. UuCcTpYyKUIMs 110 JEIIONIPOU3BOACTBY B TeppuropuanbHOU
n3buparenbHor komuccun Ne  (nmanee — IHCTpyKIMs) yCcTaHABIUMBAET MOPSIIOK
paboThl C JOKYMEHTaMH, OCHOBHBIC MpaBUiia UX MOATOTOBKM U OPOPMIICHHS B
TeppuropuansHoit u3buparenbHoil komuccun No  (nmanee — TepputopuanbHas
KOMUCCHS).

[lopsimok paboOTBl € JJNEKTPOHHBIMU JOKYMEHTaMH, JIOKYMEHTaMU IO
BEJICHUIO  KaJpOBOrO  JAEJONPOM3BOJACTBA  OMNPEHEISIETCA  OTIACIbHBIMHU
MHCTPYKLHUSAMU.

Wuctpykuuss  pa3paborana Ha ocHoBaHuu DenepanbHbIX  3aKOHOB
«O0 OCHOBHBIX TapaHTUAX W30UpATENbHBIX MpPaB M I[paBa Ha YydacTHE B
pedepennyme rpaxkman Poccutickoit depepanun», «OO0 apXuBHOM €€ B
Poccuiickoit ®denepanniu», «O MOpsAIKEe pacCMOTpeHHs OOpalleHUuld TrpakaaH
Poccuiickoit denepauun», 3aKOHOB Cankrt-IletepOypra, [TpaBun
JIENONPOU3BOICTBA B (efepalbHbIX OpraHax UCIOJHUTEIBHON  BIACTH,
YTBEPXKICHHBIX MocTaHoBiIeHUEM [IpaButenbcTtBa Poccuiickoit ®@enepanuu
ot 15 urons 2009 roma Ne 477, ¢ yuyetom MeTOAMYECKUX PEKOMEHAALUNN IO
pa3pabOTKe UWHCTPYKIMM 1O JIeTONPOU3BOJCTBY B (eAepalibHbIX OpraHax
WCTIOJIHUTENBHON BJACTH, YTBEPKICHHBIX NpukazoM deneparbHOro apXuBHOTO
areHTcTBa OT 23 aekadps 2009 roga Ne 76, mocTaHOBIEHUN U UHBIX HOPMATHUBHBIX
aktoB [IMK Poccuun, Cankr-lIletepOyprckoit u30upaTenbHOM KOMHUCCHH,
pernamenta TeppurtopuanbHOM  Komuccuu, ¢  ucnosb3zoBanueM ['OCTa

P 7.0.8-2013 «CHUBUW/I. Jlenonpou3BOACTBO M AapPXHUBHOE J€JI0. TEepMHUHBI H
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onpenenenus», ['OCTa P 7.0.97-2016 «CUBUJl. YHuduuupoBaHHbIE CHUCTEMBI
nokymeHTanuu. Opranu3alioOHHO-PACTIOPSAUTENbHAS JOKYMEHTALIHS ).

PaGota ¢ mokymeHTaMu, COJAEpKAIMMHU HWH()OPMALMIO OrpaHUYEHHOTO
pacrpoCTpaHeHUsl, OCYIIECTBISIETCS B COOTBETCTBUUM C  IOCTAHOBJIECHUEM
[IpaButennbctBa Poccuiickoit ®enepauuu oT 3 HosiOpst 1994 roma Ne 1233
«O06 ytBepxknaenuu llomoxkenus o mopsiAKe oOpamieHus Cco  CIay>KeOHOMU
uHpopMalrel OrpaHMYEHHOTO pachnpocTpaHeHUs B (eaepalibHBIX OpraHax
WCIIOTHUTEIBHOM BIACTU, YIIOJTHOMOYEHHOM OpraHe yIpaBJieHUsl UCTIOIb30BaHUEM
ATOMHOU SHEPruu U YMNOJIHOMOYEHHOM OpraHe MO0 KOCMUYECKOW NESITEIbHOCTH,
3a HCKIIOUYEHHEM JOKYMEHTOB, COJIEpKalllUX CBEICHHS 00 wu30upaTensx,
ydacTHUKaxX pedeperayma, oOpamjaromuxcs B pamMKax (QYyHKIHOHUPOBAHUS
['ocynapcTBeHHOW cuCTeMbl peructpanuu (yudera) wus0upareneil, y4yaCTHUKOB
pedepennyma B Poccuiickoit denepanuu.

1.2. [IpaBuna odopmiieHHsI JTOKYMEHTOB M MOPSIOK pabOThl C HUMH,
npeaycMOTpeHHble Hactosimed HMHcrpykuueit, oO0s3aTenbHbl i YWICHOB
TepputopuaibHOil KOMHCCMHM M TOCYAAPCTBEHHBIX TPAXKIAHCKUX CIYXKAIIHUX
anmnaparta TeppuTopuaibHON KOMHUCCHUM (Jlajiee — TPaKJIAHCKUE CIIyXKallue), a
TaKKe JIUII, MPUBJIEKAEMbIX IO TPaXJaHCKO-IIPABOBBIM JIOTOBOPAM.

1.3. PaboTHHKH, TOCTYNUBIINE HA TOCYJAPCTBEHHYIO TPAXKIAHCKYIO CIIYX Oy
B anmapar TeppUTOpUanbHOW KOMHUCCHUM, JOJDKHBI OBITh O3HAKOMJIEHBI IO
MOJIMUCH C TEKCTOM Hactosien MHCTpyKiuu.

1.4. Benenue JEJTONPOU3BOJICTBA TeppuropuanbHOii KOMUCCHU
OCYIIECTBJIAECT MpEAcCenaTesib TeppuUTOpUAIbHOM KOMHCCUU WM TPAXKIAHCKUU
CIyXaluu anmnapara TeppuTOpUATIbHOM KOMHUCCHM B COOTBETCTBHM CO CBOUM
JOJIKHOCTHBIM PETJIAMEHTOM.

1.5. B caydae yxoma B OTHYCK, Bbi€3Ja B KOMAaHJIMPOBKY, OOJE3HH,
YBOJIBHEHUS  WCHOJHUTENS JIOKYMEHTOB Ipelacenarelib [ eppuTopHalbHOM
KOMHCCUHU JlaeT yKa3aHue INepeaaTh HEUCHOJHEHHBIE JTOKYMEHTBl JAPYroMy

HUCITIOJIHUTCIIIO.



1.6. JenonpousBoacTtBo B TeppuUTOpHaIbHON KOMUCCHH OCYLIECTBISETCS C
WCMOJIb30BAHUEM MPOrPAMMHOTO M3Aeus «Jleno» moAcucTeMbl aBTOMAaTU3AUU
aIMUHUCTPATUBHOW  JIEATEIILHOCTH [ OCynapCTBEHHOM aBTOMAaTU3UPOBAHHOM
cucteMbl Poccuiickoii @enepainnu «BbIOOpBI», BXOASIIEH B COCTAB CIENUATBHOTO
nporpaMmmHoro oodecneuenus (ganee — [ JIEJIO).

Hoctyn k IIM JAEJIO ocyuiecTBisieTcs B COOTBETCTBUU C PeriameHToM
UCIIOIb30BaHUs MH(DOPMAIIMOHHBIX  PECYpPCOB  KOMILIEKCAa aBTOMATH3alUU
TeppuTopuanbHoi u3zbupatenbHoit komuccuu (namee — KCA THUK) nmo mpukazy
npeacenarens TeppuTopuaibHON KOMHUCCHUH.

Pabora ¢ ngoxymentamu TeppuTopuanibHOM KOMHCCHU OCHOBBIBAETCS Ha
MPUHIIMIIE OJHOKPATHON PErUCTpalliy JOKYMEHTA.

1.7. 1IN AEJIO mpenocTtaBiseT BO3MOXXHOCTh pabOTaTh C 3JIEKTPOHHBIMHU
oOpasiiaMu JIOKYMEHTOB U AJICKTPOHHBIMU JIOKYMEHTAMH, OCYIIECTBIATH B 0aze
JAHHBIX aBTOMATU3UPOBAHHBIA TMOWUCK JOKYMEHTOB IO Pa3JIUYHBIM KPUTEPUSIM,
OpraHu30BbIBATh KOHTPOJb MCIIOJHEHUS JIOKYMEHTOB W MOPYYEHHH, a TaKkKe
MOJIy4yaTh CTATUCTUYECKUE OTUETHl MO JOKYMEHTO00O0poTy B TeppuTopualibHOM
KOMUCCHH.

1.8. MHCTpYyKLIMS yTBEPKIAETCA PELIEHUEM TeppUTOPUAIIBHON KOMUCCHH.

1.9. B MHCTpyKIIMKU UCIIONB3YIOTCS CIAEAYOLIUE ITOHATHA

OJIaHK JIOKyMEHTa — Ha0Op pPEKBHU3UTOB, HUACHTUDUIMPYIOIIUX aBTOpa
0(pUIIHATILHOTO MUCbMEHHOTO IOKYMEHTA;

BHYTPEHHUN JTOKYMEHT — JOKYMEHT, IOArOTOBJIECHHbIM B TeppuTopranbHOU
KOMUCCHH, HE BBIXOAIINN 32 €€ IPEAEbl;

BXOISIIMA JOKYMEHT — JOKYMEHT, IOCTYNMBIIMKW B TeppUTOPUAIBHYIO
KOMUCCHIO;

JIEI0 — COBOKYIIHOCTb JIOKYMEHTOB WJIA  OTICIbHBIM  JOKYMEHT,
OTHOCSIIIAECS K OJHOMY BOIIPOCY WJIM YYacCTKYy JEATEIbHOCTH, NMOMEIICHHBIE B
OT/ACIBHYIO 00JI0XKKY;

JIEJIONPOU3BOJICTBO  —  JEATENbHOCTb, OOECHeuYMBarolias  CO3/IaHHE

O(l)I/II_[I/IaJ'IBHBIX JOKYMCHTOB W OpraHU3alhIO pa6OTBI C HUMU,



NOKJIaJHasi  3alucka —  BHYTPEHHUW  JOKYMEHT,  aJpECOBAaHHBIN
BBILIECTOAIEMY JOKHOCTHOMY JIAIY OT HMKECTOSILIETO JOJKHOCTHOIO JIMLA U
cojiepKaluii 00CTOSTENIbHOE H3JIOKEHHUE KAaKoro-InOOo BOMpPOCa C BBHIBOJAMU U
MPEIOKEHUSIMU COCTABUTEIS

JOKYMEHT — O(UIHUANBHBIA JOKYMEHT, CO3JaHHBIH TOCYJAapCTBEHHBIM
OpraHoM, OpPraHOM MECTHOT'O CaMOYIpaBJICHUsS, IOPUAUYECKUM WU (HU3UUECKUM
TUIOM, O(OPMIIEHHBIH B YCTAaHOBICHHOM TMOPSJAKE W  BKJIIOYEHHBIM B
TOKyMeHT0000poT TepputopuanbHOl KOMUCCHUU;

JOKyMEHTUpOBaHMEe — (Qukcauuss UHPOpMAIUM HA MaTepUaTbHBIX
HOCUTEIIAX B YCTAHOBIICHHOM MNOPSIKE;

JIOKYMEHTOOOOPOT — JABUKEHUE JOKYMEHTOB C MOMEHTA UX CO3JaHUS WU
MOJIYYEHUS 10 3aBEPLICHUS UCITOJIHEHUS UJIA OTIIPABIICHUS ;

nyOnuKaT JOKyMEHTa — MOBTOPHBIM SK3EMIUISIp MOJUIMHHUKA JIOKYMEHTA,
AMEIOLINN IOPUIUYECKYIO CUITY;

3aBEpEHHAass KONUs — KONMSA JOKYMEHTA, Ha KOTOPOW B COOTBETCTBUHU C
YCTAHOBJICHHBIM MOPSIZIKOM MPOCTABISIOT HEOOXOAUMbIE PEKBU3UTHI, IPUAAIOIINE
€l IOPUINYECKYIO CUITY;

HUCXOIAIIMNA JOKYMEHT — JIOKYMEHT, OTIpaBiseMbld U3 TeppuTropuaibHON
KOMUCCHH,

KOHTPOJb  MCIIOJIHEHUS  JTOKYMEHTOB —  COBOKYIIHOCTb  JICMCTBMH,
o0ecrneunBaloIINX CBOEBPEMEHHOE UCTIOTHEHUE IOKYMEHTOB;

KONMsl ~ JOKYMEHTAa —  JOKYMEHT, IIOJIHOCTBIO  BOCIIPOU3BOASALIMNI
MHGOpPMAIIUI0 TIOJJIMHHMKA M €ro BHEIIHWE TMPU3HAKKW, HE HMEIOIUN
FOPUINYECKON CUJIBI;

HOMEHKJIATypa A€l — CUCTEMAaTU3UPOBAHHBIN IIEPEYEHb HAMMEHOBAHUM JIEII,
3aBOJIMMBIX B TeppUTOPHATILHOM KOMHUCCUH, C YKAa3aHUEM CPOKOB MX XpaHEHU,
0(OpMIICHHBIN B YCTAHOBIICHHOM MOPSJIKE;

HOPMATUBHBIE JTOKYMEHTBI — COBOKYITHOCTh MHCTPYKTHUBHBIX MAaTE€PHUAJIOB,
PAaCCUMTAHHBIX HAa IIOCTOSHHOE WJIM MHOTOKPAaTHOE JIEUCTBUE U COAEPKAILIUX

KaKue-I1u00 HOPMBI, ITpaBuia, MPEeAuCaHuUs;
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opopmIiieHHE JOKYMEHTa — MPOCTABICHUE HEOOXOJUMBIX PEKBU3UTOB,
YCTaHOBJICHHBIX MPaBUJIaMU JOKYMEHTUPOBAHUS;

MUCbMEHHOE O0pallleHUe TpakIaHuHA — HANIPABJICHHOE B TOCYIapCTBEHHBII
OpraH, OpraH MECTHOI'O CaMOYIMPABJICHUS W JIOXKHOCTHOMY JIMIY MUChMEHHOE
MpeIOKEHUE, 3asBJICHUE WIH Kallooa;

MHUCbMO — 0000IIEHHOE Ha3BaHKUE PA3IUYHBIX MO COJIEPKAHUIO TOKYMEHTOB,
CITyXal[UX CPEICTBOM OOIIEHUS MEXy OpraHU3aIUsIMU, TPaKI1aHaAMMU;

MOJJUHHUK JOKYMEHTa — TIEPBBIA FJIM CIWHCTBEHHBIA DK3EMIUISP
JIOKYMEHTA;

MOPYYCHHE — JOKYMEHT, TPEIMUCHIBAIOIINIA BBITIOJIHEHUE TEX WU WHBIX
3aJaHHM;

perucTpaimoHHas kaptouka qokymeHnta (panee — PK) — perucrpanuonso-
ydeTHas (opma, B TOM YHUCJE B JIEKTPOHHOM BHUC, MCTHOJb3yeMas ISl 3alnch
CBEJICHUIM O JOKYMEHTE B LIENAX Y4eTa, MOMCKAa M KOHTPOJIsS, cO3/aBaeMas IMpu
peructpanuu JoKkyMmeHTa ¢ ucnosnbzoBanueM [T JIEJIO;

perucTpaiusi JOKyMEHTa — IPUCBOCHUE JIOKYMEHTY pPEruCTPaliOHHOTO
HOMEpa U BHECEHHE CBEJICHUM O JOKYMEHTE B PETUCTPALIMOHHO-YUYETHYIO HOpMY;

peructpaimonHass (opMa — CHCTEMa pEerucTpaluu, UCIoiab3yeMas B
TeppuTopranbHON KOMUCCUH TIPHU PETUCTPAIIUN JOKYMEHTOB (3KypHA);

PEKBH3UT  JOKYMEHTa —  OOSI3aTENbHBIA  3JIEMEHT  O(QOpPMIICHUS
0pUIHUATIBHOTO TOKYMEHTA;

CHUCTEMa DJIEKTPOHHOTO JOKYMEHTOO0OpOTa — MH(OpPMALMOHHASI CHUCTEMA,
obOecrnieunBaroIiasi coop TOKYMEHTOB (BKJIIOYEHHUE TOKYMEHTOB B CHUCTEMY), UX
00paboTKy, yrnpaBieHUE JOKYMEHTAMH U IOCTYI K HUM;

CKaHUPOBAHUE JOKYMEHTAa — MOJYYE€HHUE PJIEKTPOHHOTO 00pa3a JOKYMEHTA;

CPOK HCIIOJHEHHS JOKYMEHTa — CpPOK, YCTaHOBJCHHBIH HOPMATHBHBIM
IIPABOBBIM aKTOM, OPTraHU3AIMOHHO-PACIIOPSTUTEIIBHBIM JOKYMEHTOM, YKa3aHUSIMHA

110 UCITIOJITHCHUIO JOKYMCHTA HUJIN ITIOPYUYCHUCM ;



yKa3aHUsl 10 UCIIOJTHEHUIO IOKYMEHTa — PEKBU3UT, COCTOAIIUNA U3 HAAMUCHU
Ha JIOKyMEHTE WJIM Ha OTJEIbHOM JIUCT€ YCTAaHOBJIECHHOW (OpPMBI, ClIeTaHHOU
JOJKHOCTHBIM JTUIOM;

y4eT JIOKYyMEHTOB — ¢ukcanusa @akra TMOJy4eHUs JOKYMEHTOB 0e3
MPOCTABJICHUSI HA HUX PETUCTPAIMOHHBIX IITAMIIOB;

dbopmupoBaHue feaa — rPyNMNUPOBAHUE UCTIOTHEHHBIX JOKYMEHTOB B JI€JIO B
COOTBETCTBUM C HOMEHKJIATYPOW JIen1 M cucTeMaTu3alus JOKYMEHTOB BHYTpU
nena;

AKCHEPTHU3a IIEHHOCTH JOKYMEHTOB — M3y4Y€HHUE JOKYMEHTOB Ha OCHOBAaHUU
KPUTEPUEB UX LIEHHOCTH B IIEJISIX ONPEJEICHUS CPOKOB XpPAHEHUSI JTOKYMEHTOB U
otOopa uX JJIsl JadbHEHIIIEro XpaHEeHUs WIN YHUUTOXKCHUS ;

ANEKTPOHHBIM  JTOKYMEHT — JIOKYMEHT, B KOTOpOM HH(opMaius
MpeJICTaBjICHa B AJICKTPOHHO-1IMGPOBOI popme;

ANEKTPOHHBIM 00pa3 JIOKyMEHTa — DIJIEKTPOHHAs KOMHUS JIOKYMEHTa,

HU3TOTOBJICHHAA Ha 6YMa)KHOM HOCHTCIIC.

2. HpneM, perucrpanus 1 MpPOoXo:KACHUEC MOCTYNNAIIIUX TOKYMECHTOB

2.1. lokymeHnTsl B TeppuUTOpHAIBHYI0O KOMHCCHUIO JIOCTaBISIIOTCA 4eEpe3
oT/elieHre CBsA3U (1mouToil, Teierpadom), GenbaberepcKkodl WU CreluaibHON
CBSI3bI0, HAPOYHBIM WJIM MEPENAIOTCS HA JIMYHOM IMPUEME TPAXKAAH MPEACEIATENIO
TepputopuaabHOW KOMUCCHMU.

JIOKyMEHTBI MOTYT MOCTYIIAaTh B TeppUTOPHATBHYIO KOMUCCHUIO 10 KaHajlaM
cBsA3U ['0CynapCTBEHHOM aBTOMAaTU3UPOBAHHOM cUCTeMBbI Poccuiickon denepanuu
«Bp100opb» cpenctBamu anekTpoHHOM moutkl [T JIEJIO, uepe3 oduimanbHyio
AJIIEKTPOHHYIO MOYTY, MO (DaKCUMUIIBHOM CBSI3H.

2.2. llpuem, mnepBuuHass o00pabOTKa M perucTpauus MOCTYMAOIINX
JIOKYMEHTOB IPOU3BOIATCA IpeacenareiaeM 1eppuTopualbHOM KOMUCCUU WIIH

OTBETCTBEHHBIM 3a BeleHue nenornpousBoactsa ¢ I[N JIEJIO exxeaHEeBHO B 4ackl



pabotel TepputopuanbHONM KOMHUCCHU, KpOME€ BBIXOJHBIX U Hepabouux
MPA3AHAYHBIX JHEH.

B nepuoa moAroToBku M MpOBEJEHUS M30UPATENIbHBIX KaMIAHUN MOPSIOK
MOJIyYEHUSI M PErucTpaluu JIOKYMEHTOB IOCJE OKOHYaHus pabouero AHS, B
BBIXOJIHbIC M Hepaldouue Mpa3gHUYHbIC [HU, YCTAaHABIMUBAETCA MpejaceaaTeIeM
TeppuropranbHOW KOMUCCHH.

OOpaitieHus, KacaroIlIrecss HApylIeHUN HU30upaTelbHBIX MpPaB TPakKJIaH B
Mepuo/1 MOJATOTOBKU U IIPOBEACHUS BHIOOPOB U pedhepeHIyMOB, PETUCTPUPYIOTCS B
JIeHb TOCTYIUICHUS B TeppUTOpUAIBHYI0 KOMUCCHUIO WM Ha CIEAYIOIUNA pabounii
JICHb.

Perucrtpanus JOKYMEHTOB OCYIIECTBIISIETCS B COOTBETCTBUU CO CPOKaMHU U
MOPSIZIKOM, YCTAHOBJICHHBIX B COOTBETCTBUM C 3aKOHOJIATEIbCTBOM O BhIOOpax H
pedepeHyMax aJig pacCMOTPEHUs OOpaIeHUH.

2.3. IlocTynuBLIKE JOKYMEHTHI MOAPA3ACISIFOTCS HA PETUCTPUPYEMBIE U HE
noanexainue peructpaiuu B [ JIEJIO (mpunoxenue Ne 1).

2.4. IIpu BCKpBITMM KOHBEPTOB, MOCTYMAKOMIUX (eIbIbErepCcKoil WiIn
CIICLIMATIbHOM CBSI3bIO, IO IIOYTE, MPOBEPSETCA MPABUIBHOCTh AJPECOBAHMS,
KOMIUIEKTHOCTh M LIEJIOCTHOCTh JOKYMEHTOB, HAJIMYKME IMPUIIOKECHUH, CBEPSIETCA
COOTBETCTBUE€ HMX HOMEPOB YYETHBIM HOMEpaM, YKa3aHHbBIM Ha KOHBEPTax.
HenpaBunbHo ajpecoBaHHble U OMIUOOYHO BIOXXEHHBIE JOKYMEHTHI HE
PETUCTPUPYIOTCS, IEPECBUIAKOTCS O  HA3HAYECHWI0 WA  BO3BPAIAIOTCS
OTHPABUTEIIO.

2.5. Ecnu npu BCKpBITUM KOHBEpTa OOHAPYKEHO OTCYTCTBUE JOKYMEHTOB
WIM WX OTAENbHBIX JMCTOB, NPWIOKEHUW, MOBPEKIACHUE JIOKYMEHTOB WU
HECOOTBETCTBUE HOMEPOB JOKYMEHTOB HOMEpaM, YKa3aHHbBIM Ha KOHBEpPTE,
npeacenareneM TeppUTopUuaibHOM KOMHUCCUM WM OTBETCTBEHHBIM 34 BEJCHHE
JIEJOMPOU3BOICTBA COCTABIISCTCS aKT YCTAHOBICHHOU (POPMBI B JIBYX AK3EMILIApAX
(mpunoxenue Ne 2). OauH 3K3eMIUISIP aKTa IMOCBUIAETCS OTIPABUTENIO, APYroit

npuoOIIaeTCs K MPUHATHIM JOKYMEHTaM.
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Ha 060poTHOM CTOpOHE MOCJEIHEr0 JUCTa MOBPEKIECHHOIO JIOKYMEHTAa B
MIPaBOM HMXKHEM YTJy JI€NaeTCsl OTMETKA «/[OKyMEHT MmolydeH B MOBPEKICHHOM
BUJIEY.

2.6. KonBepThl OT MOCTYNUBIINX JOKYMEHTOB HE YHMUYTOXAIOTCS B Clydae,
€CJIM TOJIBKO MO0 HUM MOXHO YCTAaHOBUTH aJpEC OTIPABUTEINS, JAaTy OTHPABKU U
MOJYy4YEeHUsI JTOKYMEHTOB, €CJIM OHU COJEpKAaT JOKYMEHTHI, KOTOPbIE MOCTYIHIN
n3-3a IpenenoB teppuropun Poccuiickon denepanuu, U3 CyI0B, CIEICTBEHHBIX
OpraHoB, W00 JOTOBOPHI, MPETEH3UU, MCKOBBIC 3asBIICHUS, JOKYMEHTHI,
CBSI3aHHBIE C Pa3MEIICHUEM 3aKa30B Ha MOCTABKU TOBAPOB, BBLIMOJHEHHE padoT,
OKa3aHHE YCIIYT JJIsl TOCYIapCTBEHHBIX HYXI.

2.7. ITakeTsl ¢ MOMETKON «JIMYHO» YyYMTBHIBAIOTCS MO MAKETHOMY JKypHAILy U
MEePEIAtOTCs aApecaTam B 3aKPbITOM BUE MO MOIHUCH.

2.8. [Ipu peructpanuu mnoctynuBiiero mgokymeHta B PK o6s3arensHO
BBOJISITCA CIIEAYIOIINE PEKBU3UTHI: BUJ JOKYMEHTA, €0 UCXOISIINNA HOMED U JaTa,
JAaHHBIE O KOppecnoHaeHTe (aapecaHte) (dhaMuius, UMs, OTYECTBO (PU3NUECKOTO
Ul WIM Ha3BaHUE OPraHU3allMd, MECTOHAXOXKJIEHHE OTIIPABUTEIIA), a TaKxkKe
KpAaTKOE COJIEp)KAHUE JOKYMEHTA, KOJIWYECTBO JMCTOB OCHOBHOIO JIOKYMEHTA U
JIMCTOB MPUJIOKEHUS, KOJTUYECTBO IK3EMILISIPOB.

PerucrpaunoHHBIN MITaMI C YKa3aHUEM BXOJSIIET0 HOMEpA, AaThl, BDEMEHU
(mpu HEOOXOIMMOCTH) PETUCTPALIUU TMPOCTABISIETCS, KaK MPaBUIIO, B IPABOM
BEPXHEM YIJy JIMIEBOM CTOPOHBI IMEPBOTO JHUCTA 3aPETUCTPUPOBAHHOIO
nokymeHTa. [lpu HEoOXOAUMOCTH YKa3bIBaeTCS BpeMsl PErHCTpaluu (4achl U
MUHYTHI). Ha npuiiokeHun MNpoCTaBiISeTCS BXOASIIMI HOMEP JIOKYMEHTa, K
KOTOPOMY OHO OTHOCHUTCH.

Ha xomuum poxymeHTa BXomsmuii HoMmep, nara, ®.M.O., noanuce u
JOJ>KHOCTB JIMI[A MPUHSBILIETO JOKYMEHT, IPOCTABISAECTCS B IPABOM BEPXHEM YIIIY
JIMLIEBOM CTOPOHBI MIEPBOIO JIKCTA.

Hymepanuga mnocTynuBmIMX JOKYMEHTOB OCYIIECTBISIETCS B Ipenaenax

KaJICHIapHOTO TO/1a.
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IIpu peructpauun goxkymenta B IIM JIEJIO, sBistomerocss OTBETOM Ha
UCXOASAIIMNA TOKYMEHT WIHM MPUCIAHHOTO B JONOJHEHHUE K PaHEe HANPaBICHHOMY
nokymeHry, B PK nenaercs cooTBeTCTBYIOIIAS CCBIIKA (CBSI3KA).

K mnoBTOpHBIM JOKyMEHTaM NpHUKIaJbIBaeTcsi HHGOpMAlUS O paHee
MOCTYNMHUBIIMX JTOKYMEHTaX W PEe3yJibTaTaX UX HCHOJHEHUSA, KOTOpas MepenacTcs
OTBETCTBEHHOMY 3a €0 UCIIOJIHEHUE.

[locne perucrpanuu TOKyMEHTa Ha OyMaXHOM HOCHUTEJIE OH MOXKET OBITh
orckanupoBad, a 3ateM k PK B IIM JEJIO MmoxxeT OBITh HOpHUCOSAUHECH
ANIEKTPOHHBIN 00pa3 TOKyMEHTa U NpUJIOKEHUs K HeMy B (popmare .pdf.

2.9. 3aperucTpupoBaHHbIE JOKYMEHTHl PacCMaTPUBAIOTCS IMpeaceaaTeIeM
TeppuTtopuanbHOW KOMHUCCHHM, 3aT€M IIOCJI€ TMEPEHECEHHUS YKa3aHWs 10
ucnoiaHeHuto gokymenta B PK (B cimyuae peructpanuu nokymenta B [IN JIEJIO)
MEePEIArOTCS UCTIOTHUTEISM IO/ IMOIHCH.

2.10. UcrionHEHHBIE TOKYMEHTBI CIIHCBIBAIOTCA B JEJNO NPEACENaTeseM
TeppuTtopnanbHO KOMHUCCMM W TOMEMIAKOTCA B JEIO0 B COOTBETCTBUHM C

HOMEHKJIATypou zien TeppuropruaibHOU KOMUCCHUH.

3. OcHOBHbBIE TpCﬁOBaHI/ISI K IOATOTOBKE U O(l)OpM.]IeHHIO AOKYMCHTOB

3.1. lokymeHTbl OQOpMIISIOTCST Ha OJaHKaX YCTAHOBICEHHOW (POpPMBI,
M3TOTOBJICHHBIX KOMITBIOTEPHBIM criocoOoM (Tipuioxkenue Ne 3).

B TeppuropuaibHOl KOMUCCHUM MOTYT OBITh YCTAHOBJICHBI CIEIYIOIIUE
BHIbI OJIAHKOB:

OJIaHK TPOTOKOJIa 3acefaHusi TeppuTopHabHOM KOMHUCCHM (ITPUIIOKEHUE
No 3.1);

OsaHk peuieHus: TepputopuanbHoi Komuccuu (npuioxenue Ne 3.2);

OJlaHK TpuKasza npejacenarens TeppuTopuanbHOM KOMUCCHM (IIPUIOKEHHE
Ne 3.3);

Osank nucbMa TeppuropuanbHoil koMuccuu (rpunoxxenue Ne 3.4).
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3.2. Ha Onankax pgokymeHToB mnomemaercs r1ep0 Cankrt-IlerepOypra
B coorBeTcTBUM ¢ 3akoHOM Cankrt-IletepOypra «O pAeTaibHOM ONUCAHUU
odunranbHbix cuMBOJIOB CankT-IleTepOypra u mopsjike X UCTIOIb30BAHUS ».

3.3. KouTtpons 3a TpaBWIBHBIM HCIIOJB30BAHHMEM OJAHKOB M  HUX
COOTBETCTBHEM YCTAHOBJIEHHBIM 00pa3laM OCYILECTBISIETCS MpeAceaaTeeM WIH
OTBETCTBEHHBIM 32 BEJICHUE JICJIONPOU3BO/ICTBA.

3.4. lokymMmeHTbl OQOpPMIIIOTCA B COOTBETCTBUU C TpeOOBaHUAMH K
JIOKyMEHTaM, U3TOTOBJISIEMbIM C MOMOIIBIO MEYaTAIOIUX YCTPOMCTB U K (aiinam
TEKCTOBBIX JOKYMEHTOB (mpuiioxkeHue Ne 4)

3.5. IIpu noarotoBke 1 0POopMIICHUN TOKYMEHTOB WieHbI TeppuTOpUanbHON
KOMHCCUU M Tpa)xJaHCKHE Clly)alue amnmapara TeppuTopuaibHOM KOMHCCHUU, a
TaKKe JUIA, MPUBJIEKAEMbIe MO TPaKIAHCKO-IPABOBLIM JIOTOBOpPaM, JTOJKHBI
co0o1aTh NpaBuia oPOpPMIICHHS] PEKBU3UTOB JOKYMEHTOB, U3JIOKEHHBIE HUXKE.

3.5.1. Jlata nokymeHTa.

JlaToil mOKyMeHTa SIBIS€TCA JaTa €ro NOAINMCaHUus, yTBEpkKIAeHuA. [laton
MPOTOKOJIA SBJISIETCS JlaTa 3aCeJJaHus, a aKTa — JaTa COObITHSI.

JlaToil JOKyMeHTa, U3JJaHHOT'O COBMECTHO JIBYMsI U 0oJiee OpraHu3alusMH,
ABJISIETCS JaTa 0oJiee MO3HEN OAMUCH.

Jaty nokymeHTa opopMIIsIOT apaOCKUMu UppaMu B MOCIEA0BATEIHHOCTH ;
JIeHb Mecsla, Mecdll, roa. JleHb Mmecsina u Mecsi oQopMIISIOTCS ABYMs Mapamu
apabckux nudp, pa3IeNeHHBIMU TOYKOM, roJ — YeThIpbMsl apabckuMu 1udpamu,
HaIpuMep:

17.01.2011
JlonyckaeTcs ciioBecHO-IIMGPpoBoit ciocod oopmieHus 1aThl, HaIpUMED:

17 suBaps 2011 r.

3.5.2. PerucTtpauMmoHHbI HOMEP JOKYMEHTA.
JInsg BXOmSAIIMX W HCXOMSIIMX JOKYMEHTOB — 3TO HHIEKC Jela 10

HOMEHKJIATypE U, 4ePE3 KOCYIO YEPTY, NOPSAKOBBII HOMEP JTOKYMEHTA.
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Peructpanmonssiii HOMEp HOKYMEHTA, U3JAHHOIO COBMECTHO, COCTOUT W3
pa3lEIeHHbIX KOCOM YepTOM PErMCTPAMOHHBIX HOMEPOB, IPUCBOECHHBIX
OpraHus3alusMd  —  aBTOpaMU  JOKYMEHTAa Y PACIOJOXEHHBIX B
[IOCJIEI0BATEILHOCTH, COOTBETCTBYIOILECH 0003HaYECHUIO HaUMEHOBAHUU

OpraHu3alui B 3aroJIOBOYHON 4aCTU JOKYMEHTA.

3.5.3. CcebliIKa HA MCXOAAIIMIA HOMEP U AaTy JOKYMEHTA.

Ccbulka Ha MCXOASIIMNA PErHCTPAMOHHBIM HOMEP U JaTy JOKyMeHTa
BKJIIOYAETCA B COCTaB PEKBU3UTOB OnaHka nuchbMa. Ccbulka HAa HCXOISIIMIMA
pPErHCTPAllMOHHBIA HOMEp U JIaTy JOKYMEHTa IMPOCTABISAETCS MCHOJIHUTEIEM IpH

IIOATOTOBKE ITMChbMA-OTBCTA.

3.5.4. Anpecar.

PexBU3UT «AnpecaTy pacrojaraeTcs B IpaBoOM BEpXHEM yTIy.

JIOKyMEHTBI aipeCcyloTCsl B OpraHu3alluu, UX CTPYKTYpPHBIE MOJIpa3ieNICHHUs,
TOJDKHOCTHBIM  JIMIIaM WJIM TpakJlaHaM IIpd OTBETE€ Ha HX OOpaIieHus.
HanMeHoBaHue opraHuzald U CTPYKTYPHOTO TMOJpa3/iefIeHUs] yKa3bIBalOTCS B

HNMCHHUTCIIbBHOM IIAACKE, HAIIPHUMCP:

[IpaButenbcTBO CTaBpOIIOIBCKOTO Kpas
IIpaBoBoe ynpaBiieHuE

Eciim  nmoxkymeHT ajapecyercs JOOKHOCTHOMY JIMLY, HAWMEHOBAHUE
OpraHu3aluy YKa3bIBaeTCsl B UMEHUTEIILHOM Najiexe, a IOHKHOCTh U (haMUIus — B
natenabHoM. [Ipu 3TOM MHUIIMATBI YKa3bIBAIOTCS MOce paMuInu, Hanpumep:

[IpaButenscTBO

MypmaHckoii 001acTu
3aBeayonIEMY OTACIOM

Anekcannpoy A.B.
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Ecnu nokymMeHT ajpecyercs pYKOBOJIMTENIO OpPraHU3allMM WU €ro
3aMECTUTENI0, HAMMEHOBAHHE OpraHU3alluu JOJDKHO BXOAUTh B HAMMEHOBAaHHE

JIOJDKHOCTH ajjpecata, Harmpumep:

3amecTuTento gupekropa Beepoccuiickoro
Hay4YHO-UCCIIEI0BATEIbCKOTO HHCTUTYTA
JOKYMEHTOBEICHUS U apXUBHOIO JIEJIa

3umuny B.C.

Ecnu nokymMeHT ajpecyercs OpraHu3allid, CHadajga yKas3bIBaeTcs ee
HaUMEHOBaHUE, 3aTEM MOYTOBBIN aJipec, HAIPUMED:

LlenTpanbHast u3dupaTenbHas KOMUCCHUS
Poccuiickon @enepannn
b. Uepxkacckuii nep., 1. 9, Mocksa, 109012

JlonyckaeTcs UEHTPUPOBATh KaXIyK CTPOKY PEKBH3UTA «Anpecar» IO
OTHOIIIEHUIO K CAMOU JJIMHHOU CTPOKE.

JlomyckaeTrcs  MCHONB30BaTh  O(PUIMATBHO MPUHSTHIE  COKPAILCHHbBIC
HAUMEHOBAHUsI OPraHOB T'OCYAAPCTBEHHOW BJIACTH, MECTHOI'O CaMOYIPAaBJICHHUS,
OpraHu3alum.

[ToutoBBI aapec yKa3bIBa€TCs B IOCIEAOBATEIBHOCTH, YCTAHOBJIEHHOM
[IpaBunamMu OKa3aHusl YCIYr IIOYTOBOM CBSA3HU, YTBEPKIACHHBIMU IPUKA30M
MunkomcBszu Poccun ot 31 utons 2014 rona Ne 234 «OO0 yTBep>KI€HUM TPABUI
OKa3aHUusl yCIyT OYTOBOU CBS3W.

Ecim noxymMeHT OTnpasiisieTcsl B HECKOJIBKO OJHOPOAHBIX TOCYNaPCTBEHHBIX

OpPraHOB WJIM OpraHU3alUi, UX CIAEAYET YKa3blBaTh 000OIIEHHO, HAIPUMED:

[IpencenarensiM y4acTKOBBIX KOMUCCHI

JIOKyMeHT He JOJDKEH cojepKaTh Ooliee ueTbipex aapecaToB. CloBO

«KOIIUA» IIEPC BTOPBIM, TPCTbHUM, YCTBCPTHIM aApCCaTOM HC YKA3bIBACTCA.
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[Ipu HanmpaBieHHMH AOKyMEHTa Oojiee YeM B YEThIpE aJpeca COCTABIISIETCS
CIIUCOK PACCBUIKM yCTaHOBIEHHOM ¢Gopmbl (mpuiioxkenue Ne 5), KoTopbIi
MOAMUCKHIBACTC MpejicearesieM TeppuTopranbHON KOMUCCHH.

[Ipu agpecoBaHuM JOKyMEHTa (PU3MUECKOMY JIMIly BHAudalle YKa3bIBAIOTCS

(baMI/IJII/IH W MHUIUAJIbI TOJTYy4aTCJid, 3aTCM IMOYTOBBIN aJpcC, HAIIPpUMCEDP:

AreeBoit A.1.
yi. KocmonaBToB, A. 42, 1. [lonsicaeso,
Kemeposckas obnactsb, 652560

3.5.5. I'pud yrBepxkaeHUs JOKYMEHTA.

JIOKYMEHT  YTBEPKAAETCA JOJDKHOCTHBIM  JIMIOM WJIM  CIEHUAJIbHO
W3aBAEMBIM IOKYMEHTOM.

[Ipu yTBep>KIeHUU NOKYMEHTa JOJDKHOCTHBIM JIMIIOM TpUd yTBEpKACHUS
noikeH coctosiTh u3 ciioBa Y TBEPXKJIARO Ge3 kaBbIuek u 3arjiaBHbIMU OyKBaMU
Y Ha CIECAYIOUIEH CTPOKE — HAMMEHOBAHUE JOJHKHOCTH, MOANUCH, WHHUIUAJbBI U

dbamuus 1uia, yTBepAMBIIETO JOKYMEHT, laTa yTBEPKACHUS, HAIPUMED:

YTBEPX/JIAIO
[Ipencenarens TeppuropuaibHOU

n3oupaTeapHOU Komuccuu Ne
JJMYHAas nmoAnucChb WHHUIIUAJIBI, q)aMI/IJII/IH

Jara

[Ipu yTBepKA€HUU JOKYMEHTA PEIICHUEM, TIPOTOKOJIOM, TpU( YTBEPKICHUS
coctroutr u3 cinoBa YTBEPXJIEH (YTBEPX/EHA, YTBEPXJEHbI wmu
YTBEPXJIEHO) 06e3 kaBblueKk M 3arjlaBHbIMM OyKBamMu, HaWMEHOBaHUS
YTBEPKIAIOIIET0 JOKYMEHTa B TBOPUTEIBHOM IMaJeKe, €ro JaThl U HOMepa,
HaIpuMep:

YTBEPXJIEH
pemreaneM TepputopruanbHO
n30uparenbHol kKomuccuu Ne
ot 15 ¢eBpans 2011 r. Ne 28- 5
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I'pud yrBepxkaeHHs pacmoJiaraloT B MPABOM BEPXHEM YINIy JTOKYMEHTA.
B rpude yTBepkIeHHS NONMYCKAETCs LEHTPUPOBATH 3JIEMEHTHl OTHOCUTEIBHO
CaMOM JJINHHOM CTPOKH.

3.5.6. Yka3aHus 0 MCIOJHEHUIO JOKYMEHTA (Pe30JIIouusi).

VYKka3aHus MO HUCHOJIHEHUIO JOKYMEHTa MOTYT ObITh HAalMCaHbl OT PYKH
npexacenarenaeM TeppUTOPHATIBHOM KOMHMCCHUM Ha MOJUIMHHUKE JIOKYMEHTa Ha
CBOOOJIHOM OT TeKcTa MecTe Win 0hOpPMIIEHBI Ha OTACIBHOM JiucTe popmara A 6
(105x147), npunokeHHOM K AOKYMEHTY. YKa3aHUS IO HCIOJHEHHUIO JOKYMEHTa
BKJIIOYAIOT (paMWIMU M WHULMUANBl HCIOJHUTENEH, MpU HEOOXOIAUMOCTH —
COJIEp>)KaHHE TMOPYYEHUsI, CPOK HCIIOJHEHMs, MOJIMNUCh PYKOBOJAWUTENS W JaTy,
Hanpumep:

Cuzosy A.IO.
I'puropnesy B.C.

IIpomry paccMOTpeTh U JaTh OTBET
k 15.02.2011

JInyHas noamnucy
JlaTa
3.5.7. 3arosi0BOK K TEKCTY JOKYMeHTa (HAUMEHOBaHHeE JOKYMEHTA).
3aroJIOBOK K TEKCTY JIOKYMEHTA JOJKEH KPATKO M TOYHO PACKPBIBATH €ro
COJIEp’KaHUE U OBITh COTJACOBAH C HAUMEHOBAHUEM BHJIa JIOKYMEHTA. 3aroJiOBOK

MOKET OTBEYaTh HA BOIPOCHI:
«0 ueM (0 KoM)?», Hanpumep:

IIpukas
O co3ganun DKCepTHOM KOMUCCUU

«4ero (Koro)?», Hampumep:

JI0JKHOCTHOM peryiaMeHT
BEJYLIETO CIEHaINCTa

3aroJIOBOK COCTABJISECTCS JIMIIOM, TOTOBSIIIUM IMPOEKT JOKYMEHTA.
3arojoBOK, COCTOAIIMM M3 JBYX U 0OoJjiee CTPOK, MedaTaeTcss uepe3 OAUH

MG)KCTpO‘-IHBIﬁ HHTCPBAJI, TOYKAa B KOHIC 3aroJIOBKa HC CTAaBUTCA. 3aroinoBok
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pacroJjiaraeTcsi Ha MEpPBOM JIMCTE HAJ TEKCTOM JOKYMEHTa MO UEHTPY, a MpHU
o(opMIIEHHH TUChMa — OT TPAHUIIbI JIEBOTO MOJIS.

3.5.8. TekcT fOKyMeHTA.

Texkct moxkymMeHTa O(QOpPMIISIOT B BHJI€ CBSI3HOTO TEKCTa, TAOIUIBI WU
COEMHEHUS 3TUX CTPYKTYP.

Tekct [HOKyMeHTa JOJDKEH  M3JaraTbCsd KpaTKO U SICHO, OBITh
apryMEHTHUPOBAHHBIM, OOECIeYyuBaTh TOYHOE U OJIHO3HAYHOE BOCIIPUSTHE
cojep Kaiiencs B HeM UH(pOpMaIIiu.

TekcT JOKyMeHTa JOJKEH, Kak IPaBUJIO, COCTOSATh M3 JABYX 4Yacrteu. B
MEPBOM YaCTH YKa3bIBAIOTCS MPUYUHBI, OCHOBAHUS, LIEJIN COCTABICHUS JOKYMEHTA,
BO BTOPOM — pelIeHUs1, BBIBOJIbI, TPOCHOBI, MPEIOKEHUS, PEKOMEH AU,

TekcT IOKyMEHTa MOXET COJEpPKATh TOJIBKO 3aKIIOYUTEIBHYI0 YacTh
(Hanmpumep, MpUKa3 — PacHoOpSIANTENILHYI0 YacTh 0€3 KOHCTaTHPYIOIIEH, MUChMO,
3asiBJIEHUE — MIPOCHOY 0€3 MOSICHEHHS ).

B Tekcre nokymeHTa, MOATOTOBICHHOTO HA OCHOBAHUHU 3aKOHOJATENIbHBIX,
VMHBIX HOPMATUBHBIX MTPABOBBIX aKTOB, U3JaHHBIX OPTaHAMU BJIACTU U YIIPABIICHUS,
UK Poccun, Cankt-lIleTepOyprckoii u30upaTebHON KOMHUCCHEH, paHee
W3JaHHBIX TeppuTOpUANIBHOW KOMMCCHEH, YKa3bIBA€TC HAMMEHOBAHUE BHIA
NOKYMEHTa, HAUMEHOBAHUE OpraHa, W3JaBUIErO0 JOKYMEHT, JaTa MPUHITUS WU
YTBEPKACHUSA JIOKYMEHTA, €ro PEruCTPAalMOHHBIM HOMEp, a TAaKXKE 3arojoBOK
JIOKYMEHTA, 3aKJIFOUYCHHBIM B KaBBIYKH.

TexkcTbl NOKYMEHTOB OOJBIIOTO OOBEMa MOTYT JEIUThCA Ha pas3fedibl,

MOApa3Aeyibl U MyHKThI, KOTOPbIE HYMEPYIOTCS apaOCKuMu 1udpamu, HapuMep:

1. Pa3zgen
1.1. IToapaznen
1.1.1. ITyHkT

A03a11pl BHyTPH IIYHKTOB HE HYMEPYIOTCS.
B nuckMax ucnonb3yroT clieyromue GopMbl U3T0KEHHUS :
or l-ro numa MHoxectBeHHOoro uymcia («[Ipocum  HampaBUTH

uHpopmanuo...», «Hanpasisem Ha 3aKITIOUEHHUE POEKT...» U JP.);
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oT 3-ro nuua eauHcTBeHHOro uucia («TeppuropuaibHas KOMHUCCUS HE
CUMTAET BO3MOXHBIM...», « TeppuTopuasbHas KOMHUCCHS MpeJjiaraeT pacCMOTPETh
BO3MOXHOCTb...»).

I'padpt U cTpokM TaOAUIBI JOJDKHBI MMETh 3aroJIOBKH, BBIPAXKEHHBIE
CYILIECTBUTEIBLHBIM B HMMEHUTEIbHOM manexe. llomzaromoBku rpad u cTpok
JIOJKHBI OBITH COTJIACOBAHBI C 3aroyioBkaMu. Eciu tabnuily meuyaTtaroT 0osee yem
Ha OJHOHN cTpaHuue, Tpadsl TaOMUILBI JTOJKHBI OBITh MPOHYMEPOBAHBI U Ha

CIICAYIOMUX CTpaHuIax JOJIKHbBI OBITh Halle4aTaHbI TOJILKO HOMCpa 3TUX rpa(i) .

3.5.9. OT™MeTKAa 0 HAJINYUY NPUJIOKEHUI.

OTMeTKa 0 HAJIMYUU TMPWIOKEHUN PacroiaraetTcsi OT TPaHUIlbI JIEBOTO MOJIS
MOCJIE€ TEKCTA Mepe MOAMHUCHIO.

Ecau noxyMeHT mMeeT NMpUIIOXKEHUs, Ha3BaHHBIE B TEKCTE, OTMETKa 00 UX

HaJau4uu opOopMIISIETCS IO CJIeAyIoIIe Gpopme:

ITpunoxxenue: Ha 15 1. B 3 9K3.

Ecmu AOKYMCHT HWMCCT TIIPWIOKCHHA, HC HA3BAHHLBIC B TCKCTC, HX
HAanMCHOBAaHHA H€O6XOI[I/IMO NEpCUYNCIUTL TIIOCJIC TCKCTAa OOKYMCHTA IICpCha
MOoANKMCHIO C YKAa3aHUCM KOJIMYCCTBA JIUCTOB B KAXK/IOM IMPUIIOKCHHUU U KOJIUYCCTBA

9K3CMILIIAPOB, IIPpKU HATUYIUHU HCCKOJIBKHUX HpI/IJ]O)I(CHI/IfI HUX HYMCPYIOT, HAIIPUMCP:

[Ipunoxenue: 1. Tlonoxenue 00 3KCepTHON KoMuccuu Ha 15 1. B 1 2K3.
2. Ilpumepnast HoMeHKIaTypa Aen Ha 14 5. B 1 9K3.
Ecniu  npunoxkeHuss cOpOUIIOpOBaHBI, TO KOJMYECTBO JIUCTOB  HE
YKa3bIBaCTCH.
Ecimu npunoxkenue HampasiIsIETCST HE BO BCE YKA3aHHBIE B JIOKYMEHTE

azpeca, TO OTMETKa O HAJIMYUU MPUIIOKEHUST 0hOPMIISIETCS 110 CeAyolIeit hopme:

[Ipunoxenue: Ha 20 1. B 3 3K3. TOJBKO B MEPBBIN aJpec.

Ecim k noKymeHTy npuiiaraercs APYrov JOKYMEHT, TaKXe HMEIOLIUN
MPUIOKEHHE, TO OTMETKAa O HAJIMYUU NPUIOKEHUS OPOPMIISIETCS CIEIYIOUUM

00pa3oM:
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[Tpunoxenue: nucbMo  IlerponmaBinoBck-KamMuaTckoid  ropoJckodl  TeppUTOPHATBHOM
komuccuu ot 15.11.2010 Ne 01-21/450 m mpusoxeHue K HEMY, BCEro Ha
12 .

B pemienunsx u nprkaszax CBEACHUS O HAJWUYUK MPUI0KEHUN YKa3bIBAIOTCS B

Tekcre. Hanmpumep:

«Pa3zpabotate W  TWpeACTaBUTh  NPOEKT IU1aHa 1o  Qopme,  yKa3aHHOM
B NIpUIIOKEHUU Ne 1».

Ecim B 1OKyMeHTE, K KOTOPOMY OTHOCUTCS NPWIOXKEHHE, OHO
HE YTBEPIKIAETCA, a MPOCTO COAEPKUTCS CCHIJIKA HA HEro, TO B IIPABOM BEPXHEM
yIJy YKa3blBaeTCs, K KakOMy peHIeHHIO (TpUKa3zy) MNPUIOKEHUE OTHOCHUTCH,
HaIpuMep:

IIpunoxxenue
K pemieHu0 TeppuTopuaibHOU
n30uparTensHOl KoMuccuu Ne
ot 11 sauBapsa 2011 r. Ne 11-5

IIpunoxxenue
K [IpUKa3y npezacenareis TeppuTopruaibHOi
n30bupaTenbHOl KoMuccuu Ne
ot 15 mapta 2010 r. Ne 27

[Ipy HamMuuM HECKOJBKHUX MPUIIOKEHUN OHM HYMEPYIOTCS, HalpuMmep,

npunoxenue Ne 1, npunoxkenue Ne 2 u Tak nanee.

3.5.10. Hoamuchb JOIKHOCTHOIO JIMLIA.

B coctaB nmoamucu  BXOJAT: HAMMEHOBAHUE  JIOJDKHOCTH  JIMIIA,
MOAMUCABILETO JIOKYMEHT, €r0 JIMYHAs MOJIMUCh, KOTopas 0(OpMIISIETCS CUHUMU
WJIM YePHBIMU YE€pHUJIAMHU, paciiiPpoBKa MOANUCH (MHULIMAIIBI, (DamMuiIus).

Ecau gokyment odopmiisiercs Ha Onanke TeppuTopralibHOM KOMUCCHH, TO
PEKBU3HUT BKJIOYA€T HAUMEHOBAHME JOJDKHOCTH JIMIA, [OJIMUCHIBAIOIIETO
JOKYMEHT, €ro JHYHYI0 TOJAMHUCh, paciudpoBKy MNOANKUCH (MHULHAIBI U

dbamuuio), Hampumep:

Hpez[cez[aTenL JIUYHas 1nmoAanuchb HMHHUIIUAJIBI, (I)aMI/IJ'II/ISI
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Ecnu A0mKHOCTHOE JIMIO, MOJANUCHh KOTOPOTO 3aroTOBJIEHA Ha IMPOEKTE
JIOKYMEHTa, OTCYTCTBYET, TO JIOKYMEHT MOANHUCHIBAECT €r0 3aMECTUTENh UIH MHOE
JUI0, MCHOJHSIomEe ero o0s3aHHOCTH. llpu 3TOM 00s3aTENBHO YKa3bIBAIOTCS
(axkTuyeckas NOKHOCTH JIMIlA, MOAMKUCABIIETO JOKYMEHT, H ero damwmius. He
JOMYCKAaeTCs MOJMUCHIBATh JOKYMEHTBI C MPEAJIOTOM «3a» WU MPOCTABICHUEM
KOCOM 4epThl Mepe]] HAMMEHOBAaHUEM JIOJKHOCTH.

Ecnu noxkymeHT opopmiisieTcsi He Ha OJIaHKE, TO PEKBU3UT COACPIKUT MOJTHOE
HAaUMEHOBaHUE JIOJKHOCTH JIMIA, TMOJMKUCABUIETO0 JOKYMEHT, €ro JUYHYIO

MOAMUCH, paciIMpOBKY MoANUCcH (MHUIMANBI U Ppamunuto). Hanpumep:

3amecTuTeNb NpeaceaaTens
TeppuTtopuanbHOK N30MpATETHHON
Komuccuu No JMYHAs TTOATNCH MHHUIHATBL, (haMuIns

HpI/I MNOoANMMCAHUKN JOKYMCHTA HCCKOJIBKMMHU JOJDKHOCTHBIMHU JIMOAMH HX
Imoanucu paciojaararoTca OJHa mon I[perfI B OoCJIICA0OBATCIIBHOCTH,,

COOTBETCTBYIOIIEH 3aHUMAEMOU TOJIKHOCTH, HAIPUMED:

Hpence;[aTenL JJU4YHas IMOAITUCh HWHHUIIUAJIBI, (baMI/IJ'II/IH

I'maBHBII Oyxrantep JINYHAas MOAIHUCH WMHUIHMATBI, paMuins

B moxymeHTe, mOArOTOBIEHHOM KOMUCCHUEH, TTOANKCH PACONararoTCa OJIHa
o apyroi. IlepBbIM yka3pIBaeTcs IMpeacenaaTeab KOMUCCHH, a (PaMIJIMU YICHOB

KOMHUCCHH pacrojararTcs B andaBuTHOM nopsiake. Hampumep:

Hpence;[aTenb KOMHUCCHUH JJU4YHasd IMoAIIMCh HWHHUIIUAJIBI, (baMI/IJII/IH

YeHsl KOMHCCHH JJU4YHas oA Ch HWHHUIIWAJIBI, (baMI/IJII/IH
JJU4YHai IMoAIIMCh HWHHUIIUAJIBI, (1)aMI/IJII/IH

Ecnu mOKyMEHT COCTaBJE€H Kak MpuiaracMas K OCHOBHOMY JIOKYMEHTY
CIIpaBKa WM HH(OpMAITUs, TO OH MOJAMUCHIBACTCS COCTABUBIIIUM €TO JIUIIOM.

3.5.11. I'pu¢ cormacoBanms.

I'pud cormacoBanust cocroutr u3 ciaoBa COINIACOBAHO 06e3 KaBBIUEK
W 3arjaBHIMH OyKBamMH, HAWMMEHOBAHUS JOJDKHOCTH JIMIIA, C KOTOPBIM

COTJIACOBBIBAETCS IOKYMEHT (BKJIFOUasi HANMEHOBAHUE OPTraHU3alllM ), €r0 JIUYHON



21

MOAMNUCH, paciinPpoBKu nojanucu (MHULMANBI, (aMUIIKS) U JaThl COTJIaCOBAHUS,

HanpuMep:

COT'JIACOBAHO
3amMecTuTeNb T71aBbl aIMUHUCTPALIUH
KpacHocensckoro paiiona Cankr-IlerepOypra

JJMYHasg IIoAIIMCh HWHHUIHUAIBI, q)aMI/IJII/ISI
ara

Ecnu cornacoBaHue OCylIECTBISAECTCS MPOTOKOJIOM, NMUCHBbMOM WIIM APYTUM

JIOKYyMEHTOM, TO COTJIacOBaHKe OPOpMIIIETCS CIAEAYIOIINM 00pa30M:

COT'JIACOBAHO
MMPOTOKOJ 3aCEAAHUS
aTTECTALIMOHHON KOMHUCCUU
TepputopualibHON U30MPATEIBHON KOMHCCUN

No
ot 05 ¢espans 2011 r. Ne 16
WIIH:
COI''TACOBAHO

nucbMo Pocapxusa

ot 05 mapta 2011 r. Ne 4-15/46

I'pud cornacoBanus pacnonaraercst noj pekBuzutom «lloamnuces» B neBOM
HIKHEM T10JI€ JOKYMEHTA.

3.5.12. Busa.

BuyTpeHHee coriacoBaHue TMpOEKTa JOKyMEHTa OQOpPMIISIETCS BU30M.
Buza BkiIOYaeT MOANMKMCH BU3UPYIOMIETO, paciiupoBKY MOAMUCH (MHULIHUAIIBI,
dbamuiis) W fAary, Opd HEOOXOJUMOCTH MOXKET OBbITh YKa3aHa JOJIKHOCTb
BU3UPYIOUIET0, HAIPUMED:

[Ipencenarens TepputopuaibHOI H30HPATENBHON KOMHCCUU
JIMYHAsI TIOAIUCH WHUIMANbI, paMunus
ara

[Tpu HanM4YMu 3aMe4aHuil K JOKYMEHTY BU3a 0(hopMIIsieTCs CIEYIOIUM 00pa3oM:

3amedaHus MPUIIAraloTCst

[Ipencenarens TepputopuanbHOM U30UpPATENTHHON KOMUCCHUN
JINYHAsI TIOAIUCH WHUIMANbI, paMunus

ara
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3aMeuaHus U3JIararoTCs Ha OTIEJIbHOM JIACTE, MO CHIBAIOTCSA
Y MIPUJIATAIOTCs K TOKYMEHTY.

JlormyckaeTcs NOJIMCTHOE BUBUPOBAHUE TOKYMEHTOB U ITPUIOKEHUN K HUM.

Ecimu momnvHHUK NOKyMEHTa OCTaercsi B TeppUTOPHAIBHOW KOMHUCCHUH,
BU3bI MPOCTABIISIOTCS B HIXKHEH 4acTH OOOPOTHOM CTOPOHBI MOCJIEAHETO JIUCTA
MOJUIMHHUKA TOKYMEHTA.

Jlng noxymeHTa, NMOMIMHHUK KOTOPOTO OTHPABISIIOT U3 TEPPUTOPUAIBHOU
KOMHUCCHH, BU3BI IIPOCTABIIAIOTCSA B HUKHEN YaCTH JIMLEBOU CTOPOHBI MOCIEIHETO

JIMCTA KOIIMHA OTIIPABJIICMOI'O IOKYMCHTA.

3.5.13. OTTHCK NeYaTH.

[leyaTtp 3aBepseT NOMIMHHOCTH MOANKUCH JOJDKHOCTHOIO JMIIA HA
JOKYMEHTAaX, YIOCTOBEPAIOWIMX IPEAYCMOTPEHHBIE  MPABOBBIMU  AKTAMHU
MOJITHOMOYHUS JOJDKHOCTHBIX JIMIl WM (UKCUPYIOMMX (DAaKThl, CBSI3aHHbIE C
(hMHAHCOBBIMU CPEJCTBAMHU, a TAKXKE Ha MHBIX JOKYMEHTAaX, MpeayCMaTpUBAIOIIUX
3aBEPEHUE NOAJIMHHOM MTOIIUCH.

[leyaTs cTaBUTCS Ha CBOOOJHOM OT TEKCTa MECTE, HE 3aXBaTbIBasl JTUYHOUI
MOJIMUCH JTOJDKHOCTHOIO Juua. Iledats MOXKET 3aXBarTblBaTh 4aCTh HAUMEHOBAHUSA
JOJKHOCTH JIMLA, ITOANMCABLIETO JOKYMEHT.

B nokymeHTax, MOATOTOBICHHBIX HA OCHOBE YHH(PUIUPOBAHHBIX (OPM,

reyaTh CTABUTCS B MeCTe, 0003HaUeHHOM OTMETKOM «MII» miau nHbIM 00pazom.

3.5.14. OTmeTKa 0 3aBepeHUM KOIMH.

Jlnst 3aBepeHUs] COOTBETCTBUSI KOMUU JOKYMEHTA TMOJJIMHHUKY HUXKE
pekBusuta «llognmuch» MpocTaBisieTCss OTMETKA O 3aBEPEHUU KOMHH —
3aBepuTenbHas Haanuch «BepHo» wumum «Komus BepHa», AOMKHOCTh JIUIA,
3aBEPUBIIErO0 KOIMWIO, €ro JIMYHas MOAMNUCH, paciiudpoBKa MOAMUCH M JaTa

3aBEpEHUS, HAIIPUMED:
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Bepno

IIpeacenarens TeppuropuanbHOU
n3buparensHOi KoMuccUu No

JINYHAaA IMOAIINCH HWHHUIIHUAJIBI, (baMI/IJII/ISI
aTa

[Ipy HEOOXOAUMOCTH TpPH 3aBEPEHUU KOMUU JOKYMEHTa MOXET OBIThH
MIPOCTABJICHO BpeMsl 3aBEPEeHUs (HAIPUMED, IIPU 3aBEPSHUH KOIUH MPOTOKOJIOB 00
WTOTaX TOJIOCOBAHUA).

Ecnm kommsi mOKyMEHTa W3TOTaBIMBAETCS Ha HECKOJIbKHX JIHCTaX, TO
3aBepSICTCS] KKIBIM JTUCT JOKYMEHTa JIMOO JOKYMEHT IMPOIIWBACTCS W Ha MECTE
MIPOIMBKH CTaBHThCS 3aBEpHUTENIbHAs Haamuch «BepHo» wmimm «Komus BepHay,
JOJDKHOCTh JIMIIA, 3aBEPUBIIETO KOIMIO, €ro JIMYHAsS IOANHCH, paciudpoBKa
MIOATIMCH U JaTa 3aBEPCHUS.

[Tpu mepecbuTKe KOMHMH JOKYMEHTA B JAPYTHE OpraHWU3allid WU BBIJAYE €€
Ha PYKU 3aBEpUTENIbHAS HAIIHUCh YIOCTOBEpseTCs medarbio « TeppuropuaibHas
n3buparenbHas komuccus Ne  »  ub0 TpW  HATWYWHM  TI€YATHIO

«TepputopuanbHas n3duparenbHast KOMUCCHs Ne . s TOKyMEHTOB)
3.5.15. OTMeTKa 00 HCTIOJTHUTEJIE.

OtMeTka 00 HCHOJIHUTENE BKIIOYAeT B ce0sl WMHULMAIBI U (HaMUIHIO
UCIIOJIHUTENS JOKYMEHTa U HOMEP €ro CIyKeOHOro TeneoHa ¢ KOJOM PEruoHa.
OTMeTKy 00 UCIIOJTHUTENE pacloyiaratoT Ha JUIEBOU WM, IPU OTCYTCTBUU MECTA,
Ha OOOpPOTHOUW CTOpPOHE MOCJEIHEro JHUCTa JOKYMEHTa B JIEBOM HUXKHEM YTy
pasmepom mpudra 10 myHKTOB, HAIPUMED:
3y6apes B.JL.

(499) 356-85-31

3.5.16. OTmeTKa 00 MCIIOJTHEHUH JOKYMEHTA.

OTMeTrka 00 HWCIOJHEHUM JIOKYMEHTa U HampaBlIEHUM €ro B JENO
BKJIIOYAET CJIEIYIONIME JaHHbIE: KPaTKUE CBEJACHUS 00 HCIOJHEHUH JOKyMEHTa
(mpu OTCYTCTBUM JOKYMEHTA, CBHUICTEIbCTBYIOIIEIO0 00 HCIOJIHEHWH), HaTy U

HOMEp HMMEIOIIETOoCs TOKyMEHTa 00 MCIOJIHEHHUH, cioBa «B nemo», HoMmep nena, B
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KOTOPOM 6YI[6T XpaHUTBCA JAOKYMCHT, aary, IIOAIINCH npeaceaarcis

TepputopranbHOU KOMUCCHH.

4. Opranusanus padoThl ¢ HCXOASIIMMHU (OTIPABJISIEMbIMH) JOKYMEHTAMU

4.1. Ucxopsimyie JOKYMEHTHI MedaTaloTcsl Ha OJIaHKaX YCTaHOBJICHHOM
dbopMbl U OQOPMIISIFOTCSI B COOTBETCTBHUM C TMOJOKEHHUSIMU  HACTOSIIEH
Nuctpykuuu.

4.2. OtmpaBka JIOKYMEHTOB u3 TeppuropuanbHOU KOMUCCUHU
OCYHIECTBIISIETCS  (DENIBABETEPCKOM WM CHEIUAIbHOM CBS3bIO, TMOYTOM, IO
tenerpady, kananam cBsa3u ['AC «Bsi6opei», [I1 JIEJIO, kananaMm gpakcUMUILHON
CBsI3H, ceT IHTEpHET WM HAPOUYHBIM.

4.3.IIpu odopmieHur nuceM U TelerpaMM HCHOJHUTENb YKa3bIBaeT
MOJIHBIN MOYTOBBIN (BKJIIOYAsl MHJEKC) aJipec OPraHu3aliK WIK TPaXIaHuHA.

4.4. cxonsmme nOuchbMa HANPaBISIIOTCS 3a NOANUCHIO MPEAceaaTess
TeppuropuanbHOM KOMHUCCHM, B €r0 OTCYTCTBHE — 3a MHOANKUCHIO 3aMECTUTEIIA
npeacenaress Wi UHOrO wieHa TeppUTOpUaIIbHOW KOMMCCHHM, UCIIOJHSIOLIETO
00s13aHHOCTH TpeJiceaTens, Ha OJJaHKEe MTUChMA.

4.5. llonnucanHble mucbMa U Tenerpammsl peructpupyrorea B 1[I JEJIO
WJIW KypHAJeE.

Ecnu otnpaBisieMblil JOKYMEHT SIBJIIETCS OTBETOM Ha BXOJSIIUN TOKYMEHT,
HEOOXOAMMO MOPUOOUIUTH MOJIMHHUK  BXOJAIIET0 JIOKYMEHTa K KOINUHU
OTIIPABJISIEMOI'0 JOKYMEHTA, OCTAIOLIEUCS B JIEIIE.

4.6. JlokyMeHTaM MPUCBAMBAETCS UCXOIAIINI HOMEDP, KOTOPBIA COCTOUT U3
MHJEKCAa Jejla [0 HOMEHKIAType Jel W IOPAAKOBOIO HOMEpa JOKYMEHTa,
pa3deneHHbIX Kocou uepTtoi. MexXondmmii HoMep yKa3bIBaeTCs TAaKKE Ha KONUHU
JOKyMEHTa, ocTamouencs B fAene. Hymepauus ucXomsammX JTOKYMEHTOB
OCYLIECTBIISIETCS B MPEAEIIaxX KaJICHAAPHOr O roja.

[Ipn perucTpanii UCXOIAIIETO JOKYMEHTAa B PETUCTPAllMOHHOW (opme
00s13aTeNIbHO  YKa3bIBAIOTCS CIEAYIONIME PEKBU3UTHI: JaHHbIE 00 ajpecarte

(bamunusi, uMs, OTYECTBO (DM3UYECKOrO JIMIIAa WM Ha3BaHUE OpraHU3alNH,
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MECTOHAXO0XJICHUE TMOJydarelisa), a TaKXKe KpaTKoe CoJepKaHue JIOKYyMEHTa,
KOJIMYECTBO JIUCTOB OCHOBHOI'O JOKYMEHTA W JIMCTOB INPUIOKEHHS, KOJIUYECTBO
AK3EMIUISIPOB, UCIIOJHUTENb JTOKYMEHTA, €r0 COUCIIOJNHUTEIM, A TAaKKE€ KEM OH
TOJIITUCAH.

4.7. JoxyMeHThI 0 BompocaMm GpopmupoBaHus TeppuTopuaibHOM KOMUCCUU
U OCYHIECTBIICHUsI €€ (DMHAHCUPOBAHUS, HATPAXKIACHUS U TMOOUIPEHUS UYJICHOB U
paboTHUKOB amnmapaTta TeppuTOpUaIbHON KOMHCCHHU, B 00S3aTEIBLHOM MOPSAKE
HANPaBJISIOTCS HAPOYHBIM.

WHble 1oKyMeHThl MOTYT ObITh OTnpasieHbl no cpeacrsam [TW JIEJIO nnmn
MOYTOW MO YKA3aHUIO Ipeacenarens TeppuTopuabHOM KOMUCCHU.

4.8.Ilo xkanHanam (akCUMHJIBHOM CBA3M JOKYMEHTHl MEPENar0TCs
OTBETCTBEHHBIM 32 BEACHUE IEJIONPOU3BOACTBA OCIE UX PETUCTPALINH.

4.9. Ilpu oTnpaBKe TeynerpaMMbl 0oJiee YeM B YeThIpe ajapeca opopmisercs
MOJUIMHHMK, KOMHS W JIBa 3K3EMIUIAPA MOJANMCAHHOTO CHUCKA PACCBUIKA C
yKa3aHUEM TIOJIHBIX TIOYTOBBIX (BKJIIOYas TOYTOBBIM HHJEKC) aapecoB. Ha
Tenerpad mepenarTcs MOMJIMHHHUK C OJHUM HK3EMIUIIPOM CHHUCKA PACCBUIKU U
KOIIUS TEJErpaMMbl, KOTOpasi ¢ OTMETKOM O Iepeaaye TeJIerpaMMbl BO3BPALLAECTCS
B TeppuTOopHanbHyl0 KOMHUCCHUIO U BMECTE CO BTOPBIM JK3EMILUIAPOM CIIHCKA
PACCBHUIKM NTOAINUBAETCS B JETO.

4.10. [Ipu otnpaBke mucbMa 0Oojiee YeM B YETHIpPE ajJpeca COCTaBISETCA
CIIMCOK PACCBUIKM yCTaHOBJIEHHOM ¢dopmbl (mpuiioxenue Ne5), KoTopblit
MOJANMUCHIBAETCS MPEACENATENIEM, B €0 OTCYTCTBUE — 3aMECTUTENIEM IIPEICENATEIIS
WM UHBIM 4jeHOM TeppuTopuaibHOM KOMHMCCUH, UCIOIHSIOMIMM OO0S3aHHOCTHU
npeacenarens leppuropuaibHOM Komuccuu. Ilocne peructpanum nNUCBMO
TUPAXKUPYETCS B HEOOXOIUMOM KOJIMYECTBE U OTIPABIISICTCS.

Ecaum nucebmMo unu TenerpamMma HampaBisieTcss He Oojiee uyeM B YEThIpe
azpeca, TO MOANUCHIBAETCS KaX bl dK3EMIUIAP.

4.11. OTnpaBka JOKYMEHTOB MPOU3BOJUTCSA €XEIHEBHO B Yachl PadOThI
TepputropuanbHON KOMHUCCHH, KPOME€ BBIXOJIHBIX M HEpabOuuX Mpa3qHUYHBIX

JTHEH.
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[Topsimok OTHmpaBKU HCXOASIIUX JOKYMEHTOB IOCJIE OKOHYaHUsI pabodero
JHSI, B BBIXOJHBIE W HepaOouyue Mpa3gHUYHbIC THU, B TEPUOJ MOATOTOBKH U
MpOBEeACHUST HU30UpaTeIbHbIX KaMIAHUW  YCTaHaBJIMBAETCS IMIpejaceaaTesieM
TepputopranbHOU KOMUCCHH.

4.12. JIOKyMEHTBI C OTMETKOM O CPOYHOCTH JNOCTaBKU «BecbMa CpoyHO» U
«CpouHO» OGOPMISIIOTCS  HE3aMEIIMTENbHO, OTIPABISAIOTCA IO KaHallaMm
dhakcumunsHoU cBsa3u, [ JIEJIO unu HapOYHBIM.

4.13. JIoKkyMEHTBI, HaIlpaBJIIEMblE TpakJaHaM II0 JOMAIIHEMY aJpecy,
OTHPABIIAKOTCS 4YEpe3 IOYTOBOE OTICICHHE CBA3U, KaK MPAaBWIO, 3aKa3HbIMU
MACbMaMU.

4.14. JlokymMeHThI, TMepeJaBaeMble MO KaHalaM (PaKCUMUIBLHON CBSI3H,
PETUCTPUPYIOTCS B MOPSAKE, YCTAHOBICHHOM JJIs1 HCXOAIINX IOKYMEHTOB.

4.15. Ucxonsiue AOKYMEHTHI, OPOpMIIEHHBIE C HapyUIEHUEM TpeOOBaHUI
NHcTpyKunM, K OTOpaBKE HE MPUHHUMAKOTCA W BO3BPAILLAIOTCS MCIOJHUTEISAM Ha
nopabotky. KoppecnoHeHnus Hecly)KeOHOTO XapakTepa, B TOM YHCIE JIMYHAS
KOpPPECTIOHICHIMA, K OTIPABKE HE MPUHUMAETCS.

4.16. Konmnun ncxoasmux JOKYMEHTOB MOMEIIAIOTCS B JIEJI0 B COOTBETCTBUU

C HOMEHKJIATYpou Jies1 TepputopraibHOU KOMUCCHUH.

5. OcodeHHOCTH padoOTHI ¢ OOPALICHUSAMU I'PAKIAH

5.1. Opranuzanust paboThl € OOpalllEHUSIMH TPa)xJaH OCYIIECTBISETCS
B COOTBETCTBHH C paszeioM 2 Hacrosmel MHCTpykimu ¢ yaeToM 0COOEHHOCTEH,
YKa3aHHBIX B JAHHOM pasfelie.

5.2. [lucbmennble  oOpameHus  TpaxjaaH (mamee —  oOpalieHus),
NOCTYNUBIIME B TeppuUTOpHANbHYI0  KOMHUCCHUIO,  PETHCTPUPYIOTCS  C
UCIIOJIb30BAHUEM  PETUCTPAIIMOHHBIX (OPM  OTACIBHO OT JPYTUX BHIOB
JOKYyMEHTOB HE TMO3[JHEe TpexX JHEeH ¢ MoMmeHTa mnoctyruieHus. OOparieHus,
Kacamluecss HApYIICHUH W30MPATeNbHBIX MPaB TPakIaH B MEPUOJ MOATOTOBKU
U TIPOBEJICHUS BEIOOPOB U pedepeHAYMOB, PETHCTPUPYIOTCS B JICHD IMOCTYTUICHUS

B TeppuTOopranbHYy0 KOMUCCHIO WU Ha CIAEAYIONINN pabounii 1eHb.
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5.3. Ilpu BCKpBITUM KOHBEPTOB MPOBEPSETCS HAJIUYUE BCEX BIIOKCHUU.
KonBepT 00s13aTeIbHO COXpaHsETCS.

OOpaiienusi, cojaepkallue B aJPEeCHOM YaCTH TMOMETKY «JIMuHOY,
paccMaTpuBaroTcs B 001eM NOpsJIKE B COOTBETCTBUM ¢ MHCTpyKIIHei.

I[Ipu peructpauuu mnOBTOpHBIX  OOpamieHudd UM  TPUCBAUBACTCS
OUepETHOM PETHCTPAIlMOHHBIM HOMEpP, B PETUCTpalMOHHON (opMe nenaercs
orMmeTKa «ITOBTOpHO».

Ecau O6patienne nocTynmio OT KOJUIEKTUBA TPaXKJIaH, TO MPU PETUCTPaIuu
B pErucTpanmoHHoi ¢popme ctaButcs orMmeTka «KonekTuBHoe.

5.4. PeructpallMOHHBIM IITaMI, COCTOSIIMKA M3 TOPSAKOBOIO HOMeEpa
oOpalieHuss W JaThl PETUCTpallid, CTABUTCS, KaK MPABUIIO, HA TMEPBOM JIUCTE
OOpalteHus B IpaBOM BEPXHEM YIJy MJIM HA CBOOOJHOM OT TEKCTa MECTE.

Hymepanuss noctynuBmmx OOpamieHuid OCYIIECTBISIETCS B Mpeaenax
KaJIEHIAPHOTO roAa.

5.5. 3apeructpupoBannbie OOpallleHUs paccMaTpUBAIOTCA IIpejcenaTeeM
TepputopnanbHO KOMHUCCHHM, 3aT€M IIOCJIE€ TMEPEHECEHHS yKa3aHus 10
WCIIOJTHEHHUIO JOKYMEHTA B PErUCTPAIlMOHHBIE (DOPMBI IEPEAIOTCS UCTIOTHUTEISAM
MO/ TTOJIINCh.

5.6. OOpaiieHusi, agpecoBaHHbIE UWieHaM TeppUTOpPHAIBLHOM KOMUCCHUH,
PETUCTPUPYIOTCA B YCTAHOBJIEHHOM MOPSAKE, JOKIAJBIBAIOTCA MPEACEAATEIIO
TepputopuanbHOW KOMHUCCHM, 3aT€M IIOCJI€ [MEPEHECEHHS yKa3aHus 10
WCIIOJTHEHUIO JOKYMEHTA B PErUCTPAIlMOHHBIE (DOPMBI IEPEAIOTCS UCTIOTHUTEISAM
MO/ TTOJIINCh.

OOpaiienust paccMaTpUBAIOTCSI B COOTBETCTBUM C YKa3aHUSAMHU 10
WCIIOJIHEHUIO JOKYMEHTA Mpenaceaarens TeppuToprualbHOM KOMUCCUU B MOPSJIKE,
YCTAHOBJIIEHHOM 3aKOHOAATENbCTBOM Pocculickon denepanuu.

5.7. OOpaieHus1, coaepKaliyie BOIpOChl, PEIIeHHE KOTOPhIX HE OTHOCHUTCS
K KOMIIETEHUMH TeppUTOpHUAIBHON KOMHCCHH, IOKJIAABIBAKOTCA MPEICEIATENIO
TeppuTopranbHOM KOMUCCHHM U IO €r0 YKa3aHHIO MO HCHOJHEHUIO JIOKYMEHTA B

TCUCHUC CCMH KaJICHIAAPHBIX I[Hefl CO JOHA perucCrpanry HAIIPaBIAIOTCA C
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COMPOBOJIUTEIBLHBIM MUCHMOM 324 €0 MOANUCHI0 B COOTBETCTBYIOIIMM OpraH WU
COOTBETCTBYIOIIEMY JIOJDKHOCTHOMY JIMIlY, K KOMIETEHIIMA KOTOPBIX OTHOCHUTCS
pelieHue moctaBlieHHBIX B OOpallleHHu BOIMPOCOB, C YBEJAOMIICHHEM TIpaK]iaH,
HanpaBuBiux OOpamieHus, o nepeaapecanuu Oodpamenuii. B conpoBoauTeIrHOM
MMCbME OTOBApUBAETCS MOPSIIOK HAIpaBiieHUst 0TBeTa aBTopy OOpareHus.

Ecnu pemenue mnoctaBiaeHHbIX B OOpallleHUSIX BOIMPOCOB OTHOCUTCS K
KOMIIETEHIIMN HECKOJBbKUX TOCYAApCTBEHHBIX OPraHOB WM JOJBKHOCTHBIX JIHII,
korust OOpallleHusi B TEUCHUE CEMU KaJEHJApPHBIX JTHEW CO JHS pPEerucTpaluu
HalpaBleTCsI B COOTBETCTBYIOIIME  OpraHbl WM  COOTBETCTBYIOLIUM
JOJKHOCTHBIM JIUIIAM.

5.8. 3anpemaercs HanpaBJIsTh O6parenue Ha paccMOTpEHHUE
B FOCYJIapCTBEHHBIN OpraH, OpraH MECTHOT'O CAMOYTIPABIICHUS UJIU JOJIKHOCTHOMY
JauIly, pelleHue wund AedctBue (Oe3gedcTBHE) KOTOpPBIX — oOXkamyercs, 3a
VCKIIFOYEHUEM CITy4aeB, YKa3aHHBIX B IyHKTE 6 cratbu 75 PenepanbHOro 3aKoHa
«O0 OCHOBHBIX TapaHTUAX W30UpATENbHBIX MpPaB U I[paBa Ha ydacTHUE B
pedepenayme rpaxaan Poccuiickoi denepamun.

5.9. Eciin B COOTBETCTBMM C 3alpeTOM, YKa3aHHbIM B moapasueiie 5.8
NucTtpykuuy, HEBO3MOXKHO HampaBuTh (OOpailieHMe Ha pPacCMOTPEHHE B
rOCYJapCTBEHHBIM OpraH, OpraH MECTHOTO CaMOYIPABIICHUS WU JOIKHOCTHOMY
JUIY, B KOMIIETEHIIMIO KOTOPBIX BXOJUT PEIICHUE MOCTaBIeHHBIX B OOpalieHuu
BorpocoB, OOpaleHrne BO3BpalllaeTCsl TPaXKJAHUHY C Pa3bsICHEHHWEM €ro IpaBa
00’kaioBaTh COOTBETCTBYIOIIEE pEIICHUE WIM JEHCTBHE B YCTAaHOBJIECHHOM
MOPSJKE B CYZE.

5.10. Ob6paiienusi, mnocTynuBIIME B TeppUTOPUATIBHYIO KOMHCCHIO,
paccMaTpuBalOTCI B CpPOKH, YCTAaHOBJICHHbIE TMojapazaenamMu 8.5 u 8.6
Nuctpykuuu.

B nepuon moAroToBKM M MpOBEACHHUS BBHIOOPOB U pedepeHIyMOB CPOKHU
paccMOTpeHUs OOpaiieHuii  ycTaHaBIMBAIOTCA B COOTBETCTBHUHU c

3aKoHOAaTeNbCcTBOM Poccuiickoit denepaiuu o BeIOOpax u pedepeHymax.
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Ecnu  HeoOxommmo  mpoaauTh CpokK  paccmoTpeHus  OOparmeHus,
WCTIOJIHUTEINb HE MO3/IHEE YEM 3a TPHU JIHS A0 UCTECUCHUS CPOKA MOATOTOBKU OTBETA
MPECTABISACT HA UM Tpeacenarens TeppuTOpuanbHOM KOMHUCCHHM JOKJIAIHYIO
3aMUCKy C OOBSICHEHHWEM, MO KaKOW NpUYMHE HEBO3MOXHO JaTh OTBET B
YCTaHOBJIEHHBIM CpPOK. MakcumanbHOE MPOMJIEHHE CpPOKa PACCMOTPEHHUS
O6patenus coctapinset 30 KaleHIapHBIX THEH.

3asBUTENIO0 HAMPABISAETCS YBEAOMIICHUE O MPOJJICHUN CPOKA PACCMOTPEHUS
ero OOpareHus.

OO6pariieHusi, Ha KOTOPBIE AIOTCS MPOMEKYTOUHBIE OTBETHI, C KOHTPOJISI HE
CHHUMAIOTCH.

5.11. B cnyuae mnoctymieHus B TeppuUTOpUAIBHYI0O KOMHUCCHUIO B
YCTAHOBJIEHHOM MOPSJKE 3ampoca roCyIapCTBEHHOTO OpraHa, OpraHa MECTHOIO
caMOyMpaBJi€HUs WIA JOHKHOCTHOrO Julla, paccmarpuBawommx OoOpaienue,
JOKYMEHTBl M MaTepuaybl, HeoOXoaumbie s paccMoTpenust OOpaiieHus,
MPEACTABIISIIOTCS B TEYEHHE 15 KajaeHIapHbIX JHEH.

5.12. OtBer Ha OOparnieHue, B KOTOPOM HE yKa3aHbl (aMUIUs TpaxJaHUHA
M €ro MOYTOBBIM aJIpeC WM aAPEC BIEKTPOHHOW MOYTHI, MO KOTOPOMY JOJIKEH
OBITh HamNpaBlICH OTBET, He Jaercs. Takoe OOpailleHHEe CHUCHIBAETCS B JEJ0
npeacenarereM TepputopualnbHoi komuccuu. B ciyuae ecnu B OOpatieHuun
coAepKaTcad CBEACHUSI O MOATOTABIMBAEMOM, COBEPIIAEMOM WJIM COBEPIICHHOM
MIPOTUBONPABHOM JESHHU, a TaKXe O JIMIE, €ro IOJArOTaBINBAIOLIEM,
COBEpIIAIONIEM WJIM COBEPIIUBILIEM, OOpalleHUEe TMOJJICKUT HAMNPABICHUIO B
rOCYIapCTBEHHBIN OpraH B COOTBETCTBHU C €r0 KOMIIETCHIIUEH.

Ecnu Ttekct OOparmenus He moaAaeTcs MpOYTeHHIO, oTBET Ha OOpaleHue
HE JaeTcd W OHO HE TMOMJICKHUT HANpPaBICHUID HAa PAacCCMOTPEHUE B
rOCYJIapCTBEHHBIN OpraH, OpraH MECTHOTO CaMOYIIPABJIIEHUS WU JOJKHOCTHOMY
JYIYy B COOTBETCTBUM C MX KOMIIETEHIUEH, O UEM B T€UEHHUE CEMU KAJICHAAPHBIX
JnHer co qHa peructpauun OOpaiieHus cooOaeTcs rpakIaHHy, HalpaBUBIIEMY

Oo6patenue (ecnu ero pamMuams ¥ MOYTOBBIN aJIPEC MOAAAIOTCS MPOUYTEHUIO ).
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5.13. O0Opaiienusi, B  KOTOPBIX  COJAEpXKATCA  HEIEH3YpHbIE  JIHOO
OCKOpPOUTENIbHBIE BBIPAXKEHUS, YrpPO3bl JKU3HU, 3J0POBBI0 M HMYIIECTBY
JOJDKHOCTHOTO JIMIA, a TaKXe 4YICHOB €ro CeMbH, ocTaloTcs 0e3 OoTBeTa Io
CYIIECTBY TIOCTaBJICHHBIX B HEM BOIPOCOB, a 3asBUTEISIM COOOIIAETCS
0 HEJIOMYCTUMOCTH 3JI0YNOTPEOICHHUS TPABOM.

5.14. Obpaiiienre, B KOTOPOM OOXKanyeTcsi CyAeOHOe pelieHue, B TCUCHHE
CeMU KaJeHJAPHBIX JHEH CO JHS PETHCTpallMy BO3BpAIAeTCs TPakIaHHUHY,
HalpaBUBIIEMY OOpaIlleHUE, C Pa3bSICHEHUEM MOpsAKa O0XKaJOBaHUS JAHHOTO
CyJ1IeOHOTO pelIeHus.

5.15. Eciiu B OOpanieHun COJIEpPKUTCA BOMPOC, HA KOTOPBIM TpakIaHUHY
HEOJHOKpaTHO (1Ba pa3za u OoJiee) JaBalMCh MUCbMEHHBIE OTBETHI MO CYILIECTBY B
CBSI3U C paHee HampaBieHHbIMU OOpamieHusMHu, U npu 3ToM B OOpalieHuu He
MPUBOJSTCA HOBBIE JOBOALI U OOCTOSITENLCTBA, TO IMEPENHUCKAa IO JaHHOMY
BOIIPOCY € FPakJIaHUHOM IIPEKPAIIAETCS, O YEM €My HaIPaBIISIETCS YBEJOMIICHHE.

5.16. JInuHbll mpueM TpakaaH BEAETCS IpeacenaresneM TeppuTopualibHOU
KOMKCCHH.

Nudopmanmss o0 mopsiake mnpuema  TpakJIaH  pa3Melaercs  Ha
MH(POPMAIIMOHHOM CTeHJI€ U opuUlHaIbHOM caiite TeppuropuanbHON KOMUCCUU B
MH()OpPMaIIMOHHO-TEIEKOMM YHUKAIIMOHHOU ceTu HTepHeT.

[Ipy  nuyHOM  mpuUeMe  TPaXJAaHUH  MPEIBSABISIET  JIOKYMEHT,
YAOCTOBEPAIOLIUN €TI0 JIUYHOCTD.

Benenue nuuHOro mnpuiema TpakKJaH MOKET COMPOBOXKAATHCS ayAHO- U
BUJICO3AIUCHI0, O YEM IpakJaHe YBEJIOMIISIOTCA 10 Hayaia npuema.

5.17. Bo Bpemsi mpuema rpaxJaH BEIETCS JKYpPHAJI y4e€Ta, B KOTOPBIH
BHOCATCSI JJaHHBIE O TPaKJaHUHE, KpaTKOe cojiepKaHue oOpalleHus, pe3yabTaT
€ro pacCMOTPEHUS, a TAKKE JOJKHOCTh U (haMIIIUS JIUIIA, TPOBOJISIIETO IPUEM.

Ecnu wm3noxennoie B ycTtHOM OOpamenun (akTel HE TpeOyroT
JIOTIOJIHUTEJIbHOU MPOBEPKH, OTBET Ha OOpallleHue ¢ coriacus rpaxJaaHuHa MOXKET

OBITH JaH YCTHO B XOJ€ JIMYHOI'O IIpuEMa, O 4YCM ACJIAaCTCA 3allMChb B JKYPHAJIC
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ydyeta. B ocTanpHBIX clly4asix JaeTcs MHCHbMEHHBIM OTBET M0 CYIIECTBY
MOCTaBJIeHHBIX B OOpaIieHuu BOMPOCOB.

B xoae nuuHOrO nprema rpakJlaHuHy MOXET ObITh OTKa3aHO B JaJibHEHIIEM
paccMOTpeHur OOpalleHMs, €Clii €My paHee ObLI JaH OTBET IO CYIIECTBY
MOCTaBJIEHHBIX B OOpaIieHuu BOMPOCOB.

B cayudae rpy0oro, arpecCUBHOTO MOBEACHUS TPaKJaHUHA MPUEM MOXKET
ObITh TIpekpailieH. [Ipu He0OXOAMMOCTU MOXKET OBITh BbI3BAH COTPY/IHUK OXPaHbI.
Nudopmanus o moBeieHUY TpakIaHUHA OTPAXKAETCS B )KypHAJe ydera.

5.18. Ilepenannsie Ha  mpuemMe  OOpallleHUs]  PETHUCTPUPYIOTCS €
WCIIOJIb30BAaHUEM PETHCTPALIMOHHBIX (OPM U pacCMaTpUBAIOTCA B MOPSIKE,

YCTAaHOBJICHHOM HACTOSIINM Pa3ZiCJIOM.

6. OcoO0eHHOCTH Pa0OTHI € JOKYMEHTAMM, COACPKALUUMHU CIYKEOHYI0
HH(OPMALHMI0 OTPAHMYEHHOI0 PACIIPOCTPAHEHHUA (B TOM 4HcJie CBeeHus 00
n30MpaTeJIfix, y4acTHUKaxX pedepeHayma, o0pamialoIiuMuUcs B paMKax
¢pynkunonuposanus ['ocyrapcTBeHHOI cucTeMbl perucTpanum (ydera)

usdupareseil, yaacTHUKOB pedepenayma B Poccuiickoii @egepaunu)

6.1. OcobeHHOCTH PabOTBl C JOKYMEHTaMH, COAEpPKAUUMHU CIy>KEOHYIO
MH(}OPMAILMIO OTPAaHUYEHHOTO PACIIPOCTPAHEHUS.

6.1.1. K cuyxxebHoil wuHpOpMAIUM OTrPaHUYEHHOT'O PACHPOCTPAHECHUS
OTHOCUTCSl HECeKpeTHas HH(OpMmanus, HE3aBUCHUMO OT BHJAa €€ HOCHUTEI,
OrpaHUYEHHUS Ha pacnpocTpaHeHue KOTOpPOH YCTaHABJIUBAIOTCSA
3aKOHO/AATENbCTBOM Poccuiickoit ®enepaunu, peumieHUsIMH (IMIOCTAaHOBIICHUSIMU )
BBIIIECTOS X U30UPATEIbHBIX KOMUCCHU.

6.1.2. HeoOxoauMOCTh  OpOCTaBi€HUST TNOMETKH  «/[lms  ciaykeOHOro
nosib3oBaHus» (nanee — «JICII») Ha nQoKymMeHTax M M3AAHMAX, COAEPIKALIUX
CIIy’)keOHYI0 HH(OpPMAIMI0 OrPaHUYEHHOI'O PACIPOCTPAHEHMSI, OIpPEAEIIAeTCs
npexacenareneM  TeppuTopuanbHOM ~ KOMHMCCHM, — IOJINUCHIBAIOIIUM  WJIU

YTBCPKAAOINM JOKYMCHT.
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JIOJDKHOCTHBIE JiMIla, TPUHSBIIME pEHIeHHEe 00 OTHECEHUU CIYKEOHOM
uH(popMalK K pa3psily OTPaHUYEHHOTO PACIIPOCTPAHEHUS, HECYT EPCOHAIBHYIO
OTBETCTBEHHOCTh 32 00OCHOBAHHOCTb MPUHSITOTO PEIICHHUS.

6.1.3. ITometka «/JICII» u HOMEp 3K3eMIuIsipa MPOCTABISIOTCA B IMPABOM
BEpXHEM YIJ1y MEPBOM CTpaHMIIbI JOKYMEHTa (B cllydyae HEOOXOJIUMOCTH — U €T0
MpOEKTa), cojepIKaIero CITyXEOHYIO HH(pOpPMAIIHIO OTPaHUYEHHOTO
pacrpocTpaHeHus, Ha 00JIOKKE U TUTYJIBHOM JIMCTE U3JIaHUsI, a TaKXKe Ha MepBOU
CTpaHUIE COMPOBOIUTEILHOTO MUChMAa K TAKUM JJOKYMEHTaM.

6.1.4. PaGoTta c JOKyMEHTaMHU, COJEpXKAIIUMU CIYyKEOHYI0 HH(OpMAIINIO
OTPAaHUYEHHOI'0 PACHPOCTPAHEHHMS, B TOM YHUCJIE UX MPUEM, Y4eT (peructpaius),
OCYIIECTBIISIETCSI B MOPSJKE, YCTAHOBICHHOM Il HECEKPETHBIX JIOKYMEHTOB, C
Y4€TOM OCOOCHHOCTEM, W3JIOKEHHBIX B HacroslmeM paszaene. llpu stom K
pPErUCTPAIMOHHOMY HOMEpY AoKyMeHTa qoo0aBisiercs mometka «J[CIDy».

6.1.5. lokymentsl ¢ mometkon «JCII» peructpupyrorcsi (y4UTHIBAIOTCS)
BMECTE C JIPyTMMH HECEKPETHBIMHU JIOKYMEHTaMu. B perucrpanvoHHON KapTOuke
JIOKYMEHTa Mpou3BoauTcs 3anuch «JICID».

6.1.6. CkanupoBaHue, KOMUPOBaHUE (TUPAKUPOBAHUE) JTOKYMEHTOB C
noMetkon «/[CII», mpou3BOIUTCS HMCHOJHUTENIEM JOKYMEHTa C IHUCbMEHHOIO
paspemieHus  npeacenarens  [eppuTopualibHOWM  KOMHUCCUHM, IIPH  3TOM
OCYIIECTBIISETCS YUET KaXJA0r0 IK3EMIUISIpa YKa3aHHbBIX TOKYMEHTOB.

6.1.7. lokymentel ¢  noMmeTkorl  «JICI»  mepenaroTcsi  4dieHaM
TepputopuanbHOM  KOMHCCMM M TPaXJAHCKUM  CIIy>KallldM  afmnapara
TepputopranbHON KOMUCCUU IO IMOANUCH.

6.1.8. Joxymentsl ¢ nomerkoil «/CII» HampaBistoTCsS B Ipyrue OpraHbl U
OpraHm3anuyd opraHamMu (QeaepaabHOW  (PenbABETEPCKOM  CBSA3M, CIIYXKOOM
CHElUabHON CBSI3M JIMOO HAPOYHBIM. 3alpeniaeTcs nepeiaBaTh JOKYMEHTBI C
noMmeTkol «JICII» 1mo He3amuIIeHHBIM KaHajlaM KOMIIBIOTEPHO-MOJAEMHON U
(haKCUMUIBLHOMN CBSI3H.

Jokymentel ¢ mometrkon «JICID» pacchuialoTCs HECKOJBKHM ajipecaTam

COrjiIaCHO CIIMCKY pacCCblUIKM, B KOTOPOM HAIIPOTHB KaXXJAO0I0 aapecara
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MIPOCTABIISIETCSI HOMEP 3K3EMILIAPA OTIPABIAEMOro JOKyMeHTa. CIIMCOK pacChUIKU
MOJIUCHIBACTCS UCIIOJHUTEINIEM U NpejicenaTeneM TeppuTopuaibHON KOMUCCHH.

6.1.9. Ucnonnennsie 1okymMeHTHI ¢ moMeTkoil «JICII» dhopmupyrorcs B nena
B COOTBETCTBUU C HOMEHKJIATYpoOil Aen. B mpaBoM BepxHeM yriy 00JIOKKH Jena, B
KOTOPOE MOMEIIECHBI TAKUE JOKYMEHTHI, ITpocTaBisieTcs noMetka «{CID».

6.1.10. Joxymentol ¢ nomeTkoil «JICID» XpaHATCS B 3aKpbIBAIOLIMXCA
mkadgax.

6.1.11. YHuuTO)XE€HUE A€M, NOKYMEHTOB M u3MaHui ¢ nmoMeTkon «ICIDy,
YTPAaTUBIIMX CBOE MPAKTHYECKOE 3HAYCHUE W HE HMMEIOUIMX HCTOPUYECKON U
HAay4YHOM 1IEHHOCTH, MPOU3BOJUTCS MO aKTy YCTAaHOBIICHHOW (POPMBI C yKa3aHUEM
HOMEPOB HK3eMIUIApoB (mpuiiokeHue Ne 13). B yueTHbix Qopmax npenaercs
OTMETKa 00 YHHUUTOXKEHUU CO CCHUIKOM Ha COOTBETCTBYIOIIUH aKT.

6.1.12. Pemenne o cuatunm nometkn «CII» ¢ mokymeHTra mnpuHHMAaeT
JIOJ>KHOCTHOE JIMLO, MOJAMKUCABIIECE WU YTBEPIUBIIEE TOKYMEHT.

Cusatue nometku «JICID» ¢ npucnanHoro B TeppUTOpHAIBHYI0O KOMUCCHIO
JIOKYMEHTa MOXET OBITh MPOU3BEJEHO TOJBKO MO COTJIACOBAHUIO C OpraHU3alMei,
HaIpaBUBIIEH JTOKYMEHT.

Custue nomerkn «/ICID» ¢ nokyMeHTa MpPOW3BOJIUTCS OTBETCTBEHHBIM 3a
BEJICHUE  JEJONPOM3BOJICTBA HAa  OCHOBAHWM  NHCBMEHHOIO  yKa3aHHs
JIOJ>KHOCTHOTO JIula, MpuHsBILIEro takoe pemenue. [Ipu caatun nomerku «JICID»
Ha JIOKyMEHTax W JellaX, a TakKe€ B PErMCTPAlMOHHON KapTOUKE JAENaroTCs
COOTBETCTBYIOIIUE OTMETKHU.

O cHatun nometrku «JICID» yBemomiaroTrcss Bce aapecaTbl, KOTOPBIM
JIOKYMEHT HaIMpaBJsLICs, JIMOO OpraHu3allysi, €ro HarmpaBUBIIAs.

6.1.13. B caydae yrpaTel Jei, JOKYMEHTOB WJIM H3JAHUU C ITOMETKOMU
«CIl» nubo pasrnameHusi coiepkaiieiicss B HUX MHGOpPMALUM HAa3HAYAETCS
ciayxeOHas MpPOBEpPKa, O pe3ysibTaTaX KOTOPOM OKJIAJbIBAETCS MPECceNaTelNto
TepputropranbHON KOMUCCHUU.

O6 ytpare nen u aokymeHToB ¢ nmomeTrkou «JICII» cocraBnsieTcs akT, Ha

OCHOBAHUHU KOTOPOTO JENAI0TCS COOTBETCTBYIONIUE OTMETKHU B YUETHBIX (hOopMax.
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6.2. Pabota ¢ MOKyMEHTamu, COJEpXallUMH CBeACHUs 00 H30MpaTesX,
ydacTHUKaX pedepeHayma, oOpaljalomuMucs B paMkax (QyHKIIMOHUPOBAHUS
['ocynapcTBeHHOW cuUCTeMbl peructpanuu (ydera) wusz0Oupareneil, y4yaCTHUKOB
pedepennyma B Poccuiickoit denepanuu.

6.2.1. K nokyMeHTam, CoAepKalllUM CBEJICHUSI 00 n30upaTensax, ydaCTHUKAX
pedepenyma, oOpalarmmumMucs B paMKax G yHKIIMOHUPOBAHUS
l'ocynapcTBeHHOW cucTeMbl peructpanuu (ydera) wuszbuparesneil, y4yaCTHUKOB
pedepennyma B Poccuiickoii denepaiiuu, OTHOCITCS TOKYMEHTBI, TOCTYMNAIOLIUE
B TeppuropuaibHyl0 KOMUCCHUIO OT UCTOJHUTEIBbHBIX OPraHOB TOCYJApPCTBEHHOM
Brnactu CaukTt-lleTepOypra, TeppUTOpUaIbHBIX OpraHOB (eaepalibHbIX OPraHoOB
UCIIOTHUTENbHOM BiacTH, LleHTpanbHON n30upaTenbHO Komuccuu Poccuiickoit
Oenepanuu, OPI'KY «Denepanbublii IeHTp WHPopMaruzanuu npu LleHTpanbHOM
n3buparenbHoii komuccun Poccuiickoit ®eneparuuy, Cankt-lIletepOyprekoit
M30UpaTeIbHOW  KOMHCCUHM, HW30MpATENbHBIX KOMUCCHH  BHYTPUTOPOJCKUX
MYHUIUATbHBIX oOpa3zoBaHuUit Cankrt-IlerepOypra, CUCTEMHBIX
aJIMUHUCTPATOPOB KOMIUIEKCOB CpEACTB aBTOMaru3anuu [ocyrapcTBEeHHOU
aBTOMaTu3upoBaHHOM cuctembl Poccuiickoit denepaunu «BviOopsl» (nanee —
UCTOYHUKM  uHPOpPMAIUM),  HaNpaBisieMble  HU30MpATEIbHOM  KOMHUCCHEH
UCTOYHUKAM HUH(OpMalnuM, a TakkKe JOKYMEHTHI, [EepPeChlIaeMble MEXIY
KOMIUIEKCAMH  CPEJICTB aBTOMATH3allUM TEPPUTOPUAIBHBIX  H30MpaTEIbHbBIX
komuccut B Cankrt-IletepOypre (manee — KCA THUK), Caunkrt-lletepOyprckoit
m3buparenbHorr komuccuet (manee — KCA UWKCP®) wu IlenrpanbHoit
n3buparenbHoi komuccuent Poccutickoit @enepanuu (nanee — KCA UK Poccun)
B paMKax peaJM3auuy Lejied u 3amad ['oCyaapCTBEHHONW CUCTEMBI PETMCTPaLUU
(yueta) uzbuparenei, yuacTHUKOB pedepenayma B Poccuiickoit @eneparum.

JlokymeHTbl MOryT OQOpPMIISITRCA Kak Ha OyMaKHbIX, TaKk H Ha
MalllMHOYUTAEMbIX HOCUTEIISIX.

6.2.2. Pabota ¢ nOKyMeHTamMH, COACP)KAIIUMH CBEACHUsS 00 M30upaTensx,
ydacTHUKax pedepeHayma, JTOJDKHA OCYIIECTBISTHCS C  Y4ETOM  HOPM

@®enepanpbHoro 3akoHa ot 27 wurwonsg 2006 roga Ne 152-03 «O nepcoHalbHBIX
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naHHbIX», llomoxkeHuss 00 OCOOEHHOCTSAX OOPaOOTKU MEpPCOHATBHBIX JaHHBIX,
OCYIIECTBIISIEMOI 0€3 HCIOIb30BaHUSI CPEACTB aBTOMATHU3AIMU, YTBEPKICHHOTO
IIOCTAHOBJICHUEM [IpaBurenscTBa Poccuiickon denepaunu
ot 15 cenrsa0ps 2008 roma Ne 687, Ilonoxenuss o I'ocygapcTBeHHON cucTteMe
peructpaiuu (ydera) uzbupatesnei, ydacTHUKOB pedepenayma B Poccuiickoit
Odenepanuu, YTBEPKIAECHHOTO MMOCTAaHOBJICHUEM MK Poccun
ot 6 HOsOps 1997 roma Ne 134/973-11, PermameHnta MCHONIb30BaHUS TOJICUCTEMBI
«Peructp  uszbuparenedd, ydacTHHUKOB pedepeHayma»  locymapcTBeHHOM
aBTOMAaTU3UPOBaHHOM  cucreMbl  Poccuiickor — Dexepanuun «Bb160pEIY,
yTBepxkaeHHOro mnocraHoBiaenneM [[UK Poccum or 26 wmapra 2014 ronma
No 223/1437-6, Ilonoxxenuss o0 oOecrieueHUH O€30MACHOCTH HWH(OpMaNMU B
l'ocynapcTBeHHOM aBTOMAaTU3UpPOBaHHOM cucreMe Poccuiickor @Denepanuu
«Bp100peIY», yTBep)kaeHHoro mnoctaHoBienrem [[UK Poccuu ot 23 urons 2003
roga 19/137-4.

6.2.3. JIOKyMeHTBI, colepxaliue cBeleHUus 00 u30uparensix, y4aCTHHKAX
pedepeniyma q0JKHBI 00padaThIBaTHCS B peKUME KOHPUICHIIMAIBHOCTH.

6.2.4. Peructpaniuio ¥ XpaHeHHE JOKYMEHTOB, COACP)KAIUX CBEICHHUS 00
n3buparensax, YyyacTHUKax pedepeHayma, TMOCTYMNaIUX OT HCTOYHUKOB
nHpOpMalMK U HANpPaBISIEMBIX UM, OCYILIECTBISIOT TPaXIAHCKUE CIYyKAIlHUe
anmnapara TeppuTOpuaIIbHOW KOMUCCHUU.

6.2.5. Ciucok  nuu, YHNOJHOMOYEHHBIX IOJYy4YaTb OT HMCTOYHHMKOB
uHpopMaM ¥ TMepenaBaTb MM JIOKYMEHTBI, COJIepXKallie CBeIeHUs 00
n30UparTenax, ydacTHUKaX pedepennayma, yTBep:KIaeTcsl IprUKa3oM IpeaceaaTelis

TeppuropranbHOW KOMUCCHUH.

6.2.6. [lonyunB OT MCTOYHMKA MH(OPMALMU JTOKYMEHT Ha OyMakHOM JIMOO
MalIMHOYMTAEMOM  HOCHUTENE, COJAEp)KAIMUA CBeAeHUus 00 u30uparensx,
y4yacTHHUKaxX pedepeHayMa, COTpyOHHUK ammapata TeppuTopuaibHOM KOMHCCHH,
OTBEYAIOUIMI 32 JETONPOU3BOACTBO, NpOoCcTaBisieT NOMETKY «JICII»:

Ha OyMa)XHOM HOCHTEJIE€ - B IIPaBOM BEPXHEM YINIy MEPBOW CTpPaHUIIBI

JOKYMEHTA;
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Ha MAalIMHOYMTAEMOM  HOCHUTEIE - B IIPaBOM BEPXHEW  YacTU

MaIllMHOYUTAEMOT'0 HOCUTEIISI HH(POPMAIUU.

ITometka «JICII» mpocTtaBisieTcss TakkKe Ha TEPBOM  CTPAHUIIE
COMPOBOJUTENLHOIO MHUChMAa K JIOKYMEHTaM, COJIepKallldM CBeJEHUs 00
n30Upartensax, yuacTHUKax pedepeHayma.

6.2.7. Bce IOKyMEHTBI, cojepxalnue cBeJeHus o0 wu3duparensx,
y4dacTHUKaX pedepeHnayma, U CONPOBOAUTENbHBIE NUCbMAa K HHUM TMpU HUX
MoJydyeHUuu JHOO  OTNpPaBKE  PETUCTPUPYIOTCS  COTPYIHUKOM  ammapara
TeppuTopuanbHOW KOMUCCHHM, OTBEUAIOIIUM 32 JEIOMPOU3BOACTBO B OTIEIBHOM
KypHaiie 1o (opme, YCTAaHOBIEHHOM COOTBETCTBYIOIIMM IPABOBBIM aKTOM
TeppuropuanbHon KoMuccuu. IIpu O3TOM K pPETUCTPALMOHHOMY HWHIEKCY
OoKyMeHTa ooassieTcst nomerka «JCII».

6.2.8. ConpoBOIUTEIbHBICE TMHCbMAa K MAIIMHOYUTAEMBIM HOCHUTEIISIM,
CoJIepKaluM HM3MEHEHUs PEeruoHaNbHBIX (pparMeHTOB Perucrpa wuzbuparenei,
YYaCTHUKOB pedepeHyMa pEerucTpUpyrOTCS OTBETCTBEHHBIM 3a  BEJICHHE
NEJIONPOM3BOACTBA B TepputopuaiibHOM  komuccun. Ilpm  3TOomM  Ha
CONPOBOAUTEIBHOM IHUCbME€ M MAIIMHOYUTAEMOM HOCHUTENIE MPOCTABIISAETCA
nometka «J[CID».

MamrHoYnuTaeMble HOCUTENU, COJIECPKAIIME HW3MEHEHUS PETHOHAIBHBIX
(dbparmMeHToB Perucrpa nuzbuparenei, YYaCTHUKOB pedepennyma,
CONPOBOAMUTEIbHBIE MUCbMa K HUM JIOCTABJISIIOTCA B TeppPUTOPUATIBHYI0 KOMUCCHIO
MOCPEICTBOM 3alIMIIEHHBIX cepTuUIMpPOBaHHBIMU cpeacTBaMu
Kpuntorpaduyecko  3alUThl  TEJIEKOMMYHHMKAalMOHHBbIX  KkaHaimoB ['AC
«BbI100pBIY, Opranamu ¢denepanbHOl (enbIberepcKoi CBs3U JIU00 HAPOUHBIM.

6.2.9. JIokyMeHTBI, cojliepxkKaiiue cBejeHus o0 u30upaTensix, y4aCTHHUKax
pedepeniyma, Ha OyMakKHBIX JMOO MAIIMHOYMUTAEMBIX HOCHUTENAX XPAHATCS B
ceiipax WM B HAJIEKHO 3alHMpPAaEMbIX W OINEYaThIBAEMBIX IKadax (SIIHKaXx,

XpaHWINILAX).
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ITo ucredenun cpoka XpaHeHUsI U PACCMOTPEHUS HA SKCIEPTHON KOMHUCCUHU
TeppuTopranbHOW KOMHUCCHUM YKA3aHHBIE JOKYMEHTBI YHHUUTOXKAKTCS MO AKTY
(mpunoxenue No 13).

6.2.10. JIokyMeHTbI, coaepKallliue CBeICHHUS 00 M30upaTessix, y4acTHUKaX
pedepennyma, mnepenaroTcs COTpyIHUKaM TeppUTOpUAIbHOM KOMHCCUU TIOJ
MOJIUCH.

[lepenaua JTOKYMEHTOB, cojJepkKallux cBeAeHuss 00 u3Ouparensx,
y4acTHUKaxX pedepeHmyma, oT OJHOTO pPabOTHUKA APYrOMY OCYIIECTBISETCS C
paspemieHus npeacenaresiss  TeppuTOpualbHOM KOMHMCCUHM WX JIAIA, €ro
3aMEIAIOIIETO.

JIOKyMEeHTBI, coJepKalue CBeJAeHUus o0 u30uparensx, Y4yacTHHKaX
pedepeHymMa, TUPAKUPYIOTCS C MHUCBMEHHOTO pa3pelieHus mpeaceaaTens
TeppuropranbHOM KOMUCCUU WJIU JIMLA, €0 3aMEIIA0LIET0. YYET TUPAKUPYEMBIX
JIOKYMEHTOB OCYIIECTBIIAECTCS TO3K3eMIUiaspHo. Ha oboporte mocnemHero jiucra
KaXJO0r0 AK3EeMIUISIpa UCIOJHUTEND JOJDKEH YKa3aTh KOJMYECTBO OTIIEYATAHHBIX
AK3EMILIAPOB, CBOIO (haMIIIUIO U AaTy TUPAKUPOBAHUS JOKYMEHTOB.

6.2.11. O dakrax yTpaThl JIOKYMEHTOB, COJEpXKalllMX CBEIACHUA 00
n30uparenax, ydacTHUKaxX pedepeHnyma, U0 pas3riialieHusl cojaeprKaiencs B
HUX HUHGOPMAIMA CTaBUTCS B M3BECTHOCTh INpejcenaTesib eppuTOpHalIbHOM
KOMUCCHM WA JUIO, ero 3amemawpomee. IIpencemarens wim auno, €ro
3aMeniaroilee, Ha3Ha4yaeT KOMUCCHUIO JIJIsl pacciieloBaHUsl OOCTOSATENbCTB YTPaThI
WM pasriameHus. Pe3ynbpTaTel MPOBEPKH JOKIAJBIBAIOTCS —IMPEACEIATENIO
TeppuropranbHONM KOMUCCUU WM JIMILY, €r0 3aMEIIAIOIIEMY.

7. lloaroroBka, opopMjeHHE, BBINMYCK, y4eT JOKYMEHTOB, PACCMATPUBAEMbIX

Ha 3aCecJaHuAX TeppI/ITOpI/IaJILHOﬁ KOMHCCHUH

7.1. ®opmupoBaHue NMPOEKTA NMOBECTKHU AHS 3aceaHUsA
TeppuTopuaibHOii KOMHCCUM.
7.1.1. IlpoekT mnoBecTKM JAHSA 3acedaHus TeppUTOpHUATIBHON KOMHCCUU

dbopMupyetcs TmpenacemareneM (cekperapeM) TeppuTopuadbHOW KOMHCCHU B
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CPOKHM, YCTAHOBJICHHBIC pErJIaMEHTOM TeppuUTOpUaIbHOM KOMHCCHUM, Ha
OCHOBAHUU TUIAHOB paboTHI U penieHuit TepputopuaibHON KOMUCCUU, IOPYUCHHU N
npencenarens TeppuTopruarbHON KOMUCCUH, NOCTYNUBIINX JTOKYMEHTOB U, TIOCIE
COIJIaCOBAHMsA C IpeacenaresneM TeppuTopuanbHOM KOMHUCCHM, MOAIHUCHIBAETCS
cekperapeM TeppuToprualibHON KOMUCCHUH.

7.1.2. Unensl TeppuTopralbHOM KOMHUCCUU BIIPABE MPEII0KUTH BHECTH B
MPOEKT MOBECTKU JHS 3aCEHaHUS BOIPOCHI, B TOM YHCIE, HE MPEAYCMOTPEHHBIE
miaHaMu paboThl U peuieHusMH TeppuUTOpUaIbHOW KOMHUCCHUM, MPU YCIOBUU
HAJIMYUSA HOATOTOBIIEHHBIX 110 3TOMY BOIPOCY TOKYMEHTOB.

JlanHbIE BONPOCHI BKJIIOYAKOTCA B NPOEKT NOBECTKM [JHs 3aceJaHus
TepputropuanbHOll KOMHUCCHUM TNpH MHUCBMEHHOM oOOpalieHuu (B TOM 4YHUCIE
HaIpaBJIEHHOTO IO CPEJCTBaM 3JEKTPOHHOW MOUTHI) ujieHa TeppuropuasbHON
KOMHUCCUH I10 MHUILIMATHUBE KOTOPOrO BONPOC BBIHOCUTCSA HA 3acelaHue, Ha UM
npexncenarens TeppuTopruanbHOM KOMHUCCHH, B KOTOPOM YKa3bIBAa€TCsl HA3BAHUE
BOIIPOCA, JNOKJIAIUUK M Jara Iepedayd NOArOTOBICHHOI'O IPOEKTAa PELICHUs B
COOTBETCTBUM C IMYHKTOM 7.2 MHCTpYyKIIMM M MaT€pHAIIOB K HEMY CEKpPETaAPIO
TeppuropranbHOU KOMUCCHH.

7.1.3. CorylacoBaHHbI ¢ TpeacenarenemM TeppUTOpUAIIBHON KOMHUCCUU U
MOJANMCAaHHBIA CEeKpeTapeM TeppuTopraibHOM KOMHUCCUU IMPOEKT MOBECTKU HHSA
3acenaHus TeppUTOpUATBHON KOMUCCHUM THUPAKUPYETCS IJI PACCBUIKM YJICHAM
TeppuropranbHOU KOMUCCHH.

[IpoekT MOBECTKU AHS 3aceaHus M30MpATEIbHON KOMHCCHM pa3MeIaeTcs
Ha OQUUUATILHOM CaiiTe U30MpaTeIbHOM KOMUCCUM B HUH(POPMAIIMOHHO-
TEJIEKOMMYHUKALMOHHOU ceTu HTEepHeT.

7.2. IloaroroBKa AOKYMEHTOB 10 BOIPOCAM, BKJIYEHHBIM B IMPOEKT
MOBECTKH JHA 3aceaHus TeppuUTOpPHAIBbHON KOMHCCHH.

7.2.1. JoKkyMEeHTbI O BOIPOCaM, BKIIOYEHHBIM B MPOEKT MOBECTKU IHS
3acenanus TeppUTOPUANBHOM KOMHUCCHUHU, TOTOBATCS YJIE€HAMU TeppUTOpHUaIbHOU

KOMHUCCHH, 3a KOTOPBIMHA 3aKpPCIIJICHBI COOTBCTCTBYIOIIHC HaIIpaBJICHUA
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JIEATETLHOCTH, C MPUBJICUCHHUEM, B Cllydae HEOOXOAUMOCTH, paOOTHUKOB ammnapara
TeppuropranbHOU KOMUCCUU U APYTUX CIIELAATUCTOB.

7.2.2. llpencraBnsiemMble K PaCCMOTPEHUIO JTOKYMEHTHI JOJDKHBI BKIIHOYATh
03arJIaBJICHHBIN MPOEKT pelIeHUs C MNPUOOIICHHBIMU K HEMY MOJIMHHUKAMU
JOKYMEHTOB, TIOCIYKUBIIMX OCHOBAHMEM [Jii PACCMOTPEHMsI BOIpOca Ha
3acegaHun TeppuTopUanbHOM KOMUCCHH, JIUOO MPOEKT MHChMA, MOJJIEHKAIIETO
COIJIACOBAHMUIO Ha 3aceJaHun TeppuropuanbHOn KOMMUCCHH, npu
HEO0OXOJIMMOCTHU — MOSICHUTENIbHYIO 3aMKICKY M0 pacCMaTPUBaeMOMY BOIIPOCY .

7.2.3. IIpoeKThl JOKYMEHTOB (BKJIIOUAs IPUIIOKEHHUS ), IPEJCTABIIIEMbIC IS
pacCMOTpEeHUsT Ha 3aceJaHud [eppUTOPUAIIBHOM KOMHUCCUHU, BU3UPYIOTCSH
UCIIOJTHUTENEM, U YJeHOM TeppuTOpUanbHOM KOMHUCCHHM, OTBETCTBEHHBIMHU 3a
MOATOTOBKY TOKYMEHTA.

[IpoexThl JOKYMEHTOB (BKJIOUas MPUIIOKEHHUS), COAECPKAIIUE BOMPOCHI
¢buHaHCUpOBaHUSL BBIOOPOB, OOECHEUYEHUsI JEATENbHOCTU TeppuTOpHaAIbLHOM
KOMHCCUHU, OOYYEHHUsSI OpraHMU3aTOPOB BBHIOOPOB M YYAaCTHUKOB H30UPATEIBLHOIO
mpoiiecca, B 00s3aTEIbHOM TMOPSAJKE BHUBUPYIOTCS TJIaBHBIM OyXrajaTepom
TeppuropranbHOW KOMUCCHH.

Busbl mpocTaBisAIOTCS B KOHIIE TEKCTa MpOeKTa pelieHuss Jubo Ha
OOOpOTHOM CTOpPOHE TOCJEAHEro JIUCTa TMPOEKTa JOKyMEHTa (BKJItOouas
MPUWIOKEHUs) TO ycTaHOBIEeHHOM Qopme (mpuioxkenue Ne 6). Kaxapiii auct
MPUJIOKEHUS] BU3UPYETCS UCIIONMHUTENEM. Br3a npocTaBiseTcs: B IPaBOM HUXKHEM
YTy Ha CBOOOIHOM I0JI€ CTPAHUIIbI TOCJIE TEKCTa JTMO0 Ha 00OPOTHOM CTOPOHE.

7.2.4. IIpoeKThl JOKYMEHTOB JJIi BU3UPOBAHUS JIOJDKHBI MPEACTABIATHCA B
CPOKH, YCTAaHOBJICHHBIE perjiaMeHTOM TeppuTopuanibHOU KOMUCCHUU.

7.2.5. Ucnonnutenb oOecrneunBaeT KOMIUIEKTHOCTh BCEX JOKYMEHTOB,
0003HAYEHHBIX KAK B MPOEKTE PELICHUSI, TAK U B IPUIIOKEHHUAX K HEMY.

7.2.6. Ilocne mpocMoOTpa, a B HEOOXOAUMBIX ClIy4asiX — BHECEHHUsI MOIPABOK,
cekperapb TeppUTOpUanbHOW KOMHUCCHUU Ha IMOJTOTOBIECHHBIX M O(QOPMIICHHBIX
JUISL paCCMOTPEHHUSI Ha 3acelJaHuu MPOEKTax JIOKYMEHTOB jenaeT oTMmeTky «Ha

3aCCAaHuC», CTABUT IIOAINNCHh U JaTy MW HICPCAACT BCCb KOMIIIICKT OOKYMCHTOB
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OTBETCTBEHHOMY 3a BEJICHHE JCJIONPOU3BOJACTBA (32 MOJATOTOBKY 3aceaHust) JIs
TUPAKUPOBAHUS.

7.2.7. llpoekTsl pemennit Komuccuu u apyrue He0oOXOTUMBbIE MaTepHalIbl
npeaocTaBistoTess wieHam KoMuccuu He mo3jHee, 4eM 3a JBa pabouuXx JHS 10
3acenanns Komuccnu, a B MCKITIOUUTENBHBIX CIy4asX — HE MO3JHEE 4eM 3a | 4ac
10 Havasa 3acenanusa Komuccenn.

7.2.8. OTBETCTBEHHBIN 3a BEJACHUE JEIONPOU3BOACTBA  (IOATOTOBKY
3acelaHusl) KOMIUIEKTYET Manku ¢ JOKYMEHTaMU, MOJJIEKAIUMUA PACCMOTPEHUIO,
B COOTBETCTBHUM C IIPOEKTOM IIOBECTKM JHSA 3acefaHus TeppUTopuanibHON
KOMUCCHM U pa3fgaeT HX 4YjleHaM [eppUTOpUaIbHOM KOMHUCCHUH, B CpOK,
YCTaHOBJIEHHBIN PETJIAMEHTOM TeppUTOPUATBHON KOMUCCHUU.

Ecim  unen TeppuropradbHOM KOMHCCHM HAaXOAUTCS B OTILYCKE,
KOMaHJAMPOBKE UM OTCYTCTBYET MO OOJE3HU, MpeHa3HAUCHHAs Il HEro marmka C
JOKYMEHTaMH OCTA€TCS JI0 €ro BO3BpPALICHUS y OTBETCTBEHHOTO 3a BEICHHE
JIEeJONPOU3BOCTBA (3a MOJITOTOBKY 3aceaHusl ).

Unenam TeppuTopuagbHON KOMUCCHUH C IIPABOM COBEIIATEIBHOIO I'OJ0Ca U
JWLAM, TOpUIVIAIIEHHBIM Ha  3acelaHue, COOTBETCTBYIOIIME  MaTE€pUAIIbI
MEPEIAt0OTCS EPE HAYAJIOM 3aCEIaHus.

7.2.9. Ilepen  HavajmoM  3aceJaHus  OTBETCTBEHHBIA 3a  BEJCHUE
JIEJIONPOU3BOICTBA (32 MOJATOTOBKY 3acelaHus) pETUCTPUPYET MPUTIIALICHHBIX Ha
3acejlaHhe  JIML, CIIUCOK  KOTOPBIX  MPEIACTABISIETCA  MPEACEHATEIIO
TeppuropraabHOU KOMUCCHH.

7.2.10. Ha 3acenanuu TeppuTOoOpualbHOM KOMMCCHHM BEIETCS MPOTOKOJ U
MOXKET MPOU3BOJIUTHCS ayauo3anmuch (BUaeo3anuch). B ciyuae mpousBojcTBa
aynuo- wid (BUIEO) 3alUCU  4JieHbl TeppuTOpHaibHOM KOMHCCUU U

IMPUTTTANICHHBIC YBEAOMIIAIOTCA 00 >TOM a0 OOBSIBIICHUS ITOBECTKHU JHA 3aCCIaHMA.

7.3. BBIHyCK HOKYMCHTOB, PACCMOTPECHHBIX Ha 3aCcaaHuu

TeppuTopuaibHOH KOMHCCHH.
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7.3.1. JIokyMeHTBI, pPacCMOTPEHHBIE Ha 3acedaHur TeppUTOpUATBLHOU
KOMHUCCHH, B ClIydae, €ClIi B XOJ€ 3aCE€NaHus BHOCUJIUCH W3MEHEHUS, JOJIKHBI
OBITH IOpabOTaHbl, a 3aTEM MOAMUCAHBI, 3aPETUCTPUPOBAHBI U PA30CIIAHBI.

7.3.2. Cpok opabOTKU JOKYMEHTOB HE JOJIKEH MPEBBIIIATh TPeX padoumx
JHEW moclie AHS 3acellaHusi, €CIi WMHOW CpOK He ompeneneH ¢enepaibHbIM
3aKOHOM U (uid) 3akoHOM cyObekTa Poccuiickoit denepanuu, periamMmeHTOM
TeppuropranbHONM KOMUCCUU WK HE OTOBOPEH HA 3aCEIAHUM.

7.3.3.1lpu nopaboTke JOKYMEHTa WCIOJIHUTEIh BHOCUT B  TEKCT
COTJIACOBAaHHBIE B XOAE€ 3acelaHus W3MEHeHus. B cioyyae nOpuHATHA
TepputropuanbHOil KOMHCCHUEH pelIeHUsT O HEOOXOAMMOCTH KOHTPOJS 3a
BBIIOJJHECHUEM PEIICHUS €ro TEKCT JOMOJHIETCd IYHKTOM, B KOTOPOM
Ha3HAYaloTCs JHUIA, OTBETCTBEHHBIE 3a HMCMOJHEHHE, U B CIydyae HEOOXOAMMOCTHU
ONpPEAENSAETCS CPOK UCTIOTHEHUS.

[Ipu HEOOXOAMMOCTH, B Cllydya€ BHECEHHS B JIOKYMEHT COIJIaCOBAaHHBIX Ha
3acelaHUM M3MEHEHUM, OH BU3UPYETCSA y WIECHOB TeppUTOpPHUAIIBHOW KOMUCCHH,
BHECIIMX HA 3aCEIaHUU COOTBETCTBYIOIIUE MPEITIOKEHUS .

Busbl mnpocraBisitorcsi Ha  OOOpPOTHOM CTOPOHE TOCTEIHEro JIMCTa
JIOKyMEHTa (pellleHus, MPUJIOKEHUsI) MO YCTAHOBJIECHHOU ¢dopme (MpHiioKEHUE
Ne 6).

7.3.4. UcnoyiHUTEND CHEAUT 32 KOMIUIEKTHOCTHIO IIPUJIAraéMbIX K PELICHUIO
JOKYMEHTOB M pACHOJIAaraeéT UX B TOW NOCIEAOBATEIBHOCTH, B KOTOPOM OHHU
YIOMUHAIOTCS B TEKCTE.

7.3.5. Ecmu  BOmpoOCHI, coOAepXkalluecs B peEUICHUU TeppuTopHaibHOU
KOMHUCCHM, KacCaroTCs JEATEIbHOCTH OJHOM WJIM HECKOJbKHX CTOPOHHUX
OpraHu3anui, K JOKYMEHTY MPHWIAraeTcs JUCT COTJIACOBAaHUS, B KOTOPOM
YKa3bIBa€TCS HAaMMEHOBAHUE OpraHU3allid, JOKHOCTh, MHULMAIBI U (hamMuius
JIOJDKHOCTHOTO JIMIA, ¢ KOTOPBIM 3TOT JOKYMEHT COIJIaCOBAaH, U CTABUTCS €rO
JIMYHAs OATUCh.

CornacoBanue MOXXeT OGOPMIISATBCA Ha TOCIETHEM JHCTE pelIeHHs

TepputopuaabHOW KOMUCCHHU.
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7.3.6. K odopmiieHHOMY njisi TOANHCAHUS pElIeHUI0 TeppuTtopuasibHOU
KOMHUCCHM HCHOJHUTENIb NpUIaraeT oOT4YET O pa3MEIICHWH PEUICHHUs Ha
opunpanbHoM  caiite TepputopuadbHOM  KOMHUCCHMM U PACCBUIKE IO
COOTBETCTBYIOIIIUM aJipecaTtaMm, KOTOPbIM HANpaBiIseTCs pelieHrne u30upaTebHOMN
komuccuu (panee — Otuer) (mpunoxenue Ne 7).

B Otuer BrIIIOUAIOTCS TOKHOCTHBIE JiMIla (OpraHu3aim), KOTopble OyayT
3a/ICICTBOBaHbl B pealu3alid MPUHATOrO JOKYMEHTa WIH JOJDKHBI OBbITh
pouHGOPMUPOBAHBI O €r0 COJECPHKAHUU U KOTOPBIM ATOT JOKYMEHT JOJKEH OBITh
pasociaH.

OTuer NOANMUCHIBACTCS MCIOJHUTENIEM M YTBEPXKAAETCA IMpelceaaTeaeM
TepputopranbHOU KOMUCCHH.

7.3.7. ObopMiIEHHBIN KOMIUIEKT JOKYMEHTOB (pelleHue, 0003HAauYCHHbIE B
€ro TeKCTe NnpuiokeHus, OTYEeT) HUCHOJHUTENh MEePEeNaeT OTBETCTBEHHOMY 3a
BEJICHHE JICJIONPOU3BOJICTBA (32 TOATOTOBKY 3acelaHus) JMJisi MPOBEPKHU
MPaBWIBHOCTU OOPMIICHUS IOKYMEHTOB U MOCJIEAYIOIIET0 UX MPEACTaBICHUS Ha
MOJIUCH MPEACEATENIO U CEKpeTapro TeppuTopruanbHO KOMHUCCHUH.

7.3.8. Pemienne  moamuchIBaeTCAa — MpEIACenaTeeM = M CeKpeTapeM
TepputopranbHOU KOMUCCHH.

Ecin na 3acemanuu TeppUTOpHATIbHONM KOMHMCCHM NPEICENATENbCTBOBAI
3aMECTUTENb  Mpenacenarenss  [eppuUTOpUAIBHOM  KOMHMCCHHM,  CEKpPEeTaphb
TeppuropranbHON KOMUCCHUU WIIA OJAUH U3 YIECHOB TeppUTOPUAIIBHON KOMUCCHH C
[PaBOM pPEIIAOIIEr0 TroJIoca, a TaKXKe €eClIM IOJHOMOYMS  CEeKpeTaps
TeppuropranbHOM KOMMCCHUM OCYIIECTBIUI OJWH M3 YJICHOB TeppUTOPHATBHOU
KOMHUCCHH C IIPAaBOM PEIIAIOIIEr0 TOJI0Ca, TO MOJAMNKUCH B MPOTOKOJIE, HA PEIICHUH
0hOpPMIISIOTCS CIEAYIONUM 00pa3oM:

«3amecturensy npeacenarens TeppUTOpHaIbHOM KOMHUCCHHM» — B CIIydae
BPEMEHHOI'0 OTCYTCTBHUS Ipeacenarens TeppuTopruanbHO KOMUCCUU;

«Vcnonusiroiuii 00s13aHHOCTH Tipezcenatens TepputopruanbHONR KOMUCCUMY —

npu Hanuuuu pemeHus Cankt-IlerepOyprekoil nM30MpaTeNnbHOM KOMHUCCHH O
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BO3JIO)KEHUM HAa OJHOIO0 M3 WICHOB TeppUTOPHAIIBHOW KOMHUCCHM C IPABOM
PELIAIOIETrO T0JIOCA ITOJTHOMOYMH Npeacenaresns TeppuTopuaibHOM KOMUCCHMU ;

«IIpencenarensCTBYIOMMNA HAa 3acE€NaHUuU T eppUTOPUAIIBHON KOMUCCUN) - B
Cllydyae BPEMEHHOI'O OTCYTCTBUS IIpeacenaress, 3aMECTUTENs Ipeacenaress
TepputropuanpHoit koMuccuu, OTCyTcTBUsA pemeHus Cankr-IlerepOyprekoit
M30UpaTebHOW KOMUCCUU O BO3JIOKEHUU HA OJHOTO U3 UJIEHOB TeppuTOpHUaibHOM
KOMHUCCHHM C [PaBOM PEWIAIOIIEr0 Tojoca IOJHOMOYMW  Hpeacenaress
TeppuropranbHOM KOMMCCHUM W NPU HAIUYUU pPEWICHUS TeppUTOpPUAIIbHOM
n30MpaTeIbHOM KOMHUCCHUH;

«Hcnonusitonuii  00513aHHOCTH ceKpeTapsi TeppuTopuanbHOM KOMUCCUMY —
B Clly4yae HaJIuyus pelieHus TeppUToOpuaibHOM KOMHUCCHM O BO3JIOKEHUHM Ha
OIHOI'0 W3 WICHOB TeppUTOpHAIbHOM KOMHUCCHUHU C IPABOM PELIAIOLIETO IoJIoca
MOJIHOMOYUU ceKkpeTaps TeppuTopuanibHON KOMUCCHUH.

«Cekperapp 3acefaHuss TeppUTOpUAIBHOM KOMHUCCHUM» — B ClIydae
BPEMEHHOTO OTCYTCTBHSI CEKpeTaps M30MpaTeibHOM KOMHUCCHUU W TPU HAIUYUU
penieHus: u30UpaTeIbHOM KOMUCCHUU.

7.3.9. Illocie mnoanucaHWsi PELICHUS PETUCTPUPYIOTCS IMpeliceaaTeaeM
(OTBETCTBEHHBIM 32 BEJICHHUE JACJIONPOU3BOACTBA) TeppUTOpUATBLHON KOMUCCUU C
UCIIOIb30BAHUEM  perucTpaionHo ¢opmel. Ha mokymentax u  Otuerte
IPOCTABIISIETCS. PETUCTPALIUOHHBIA HOMED.

7.3.10. PemeHuss HyMepyrOTCS B XPOHOJIOTUYECKOW MOCIEA0BATEIBLHOCTH
B Ipefenax cpoka nmoiaHomouud TeppuropuanbHo komuccuu. Homep peuieHus
COCTOUT M3 HOMEpAa MPOTOKOJIA U MOPAAKOBOIO HOMEpA PELICHUS, Pa3ACICHHBIX
neducom, Hampumep: 1-5.

7.3.11. Yka3zaHHbI€ BbIIIE€ PEKBU3UTHI BHOCSTCS B PETUCTPAMOHHYIO (opMy.

7.3.12. Pa3zpenieHne Ha THUPAKUPOBAHHE JOKYMEHTOB B HEOOXOJUMOM
KOJIMYECTBE JAeT Npelacenareilb [eppUTOPUAIIBHOM KOMHUCCUHU. JIOKyMEHThI
TUPAXKUPYIOTCS OTBETCTBEHHBIM 3a BEJICHHE JEJIONPOU3BOJCTBA (32 MOJTOTOBKY
3acelaHusi) B COOTBeTCTBMM ¢ OTueToM, Ha KaxJAOM KOMUU JIOKYMEHTa

IMPOCTABIIACTCA IIe4yarThb, YAOCTOBCPAIOIIAA moanucu npeaceaaTciisd
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TeppuropuanbHoil KOMHCCUU U cekperapsi TepputopuanbHO komuccuu (0e3
BOCIIPOU3BEACHUS MOITUCEH ).

7.3.13. Konuss pewmienuss TeppuUTOpUAIbHOM KOMHUCCUM  HANPaBIACTCS
rpaXJIaHUHY B Cilydae, €CiM ero ooOpaiieHue B TeppuUTOpHAIBHYIO KOMUCCHUIO
MOCITYKUJIO OCHOBAaHMEM JUIi PAacCMOTPEHUsS  BONpoca Ha  3aCeJaHUU
TepputopranbHOU KOMUCCHH.

7.4. OdopmiieHHE IPOTOKOJIA 3aceJaHus TeppUTOPUAIBbHON KOMUCCUH.

7.4.1. IlpoTokon 3acemanus TeppuTOpUATbHONM KOMHUCCHH O(DOpPMIISIECTCS Ha
0JIaHKe B CPOK, YCTAHOBJICHHBIN periiaMeHToM TeppuTopuaIbHON KOMUCCHH.

7.4.2. IlpoTokon 3acegaHus MOXET OPOPMIISITHCA B IMOJTHOM WU KpaTKOU
dhopme.

7.4.3. Tekct mpoTokosia 3acefanuss TeppUTOpUATIbHON KOMHUCCHUU COCTOUT
M3 JBYX YaCTEW — BBOAHOM U OCHOBHOM.

7.4.4. B BBOJHOI 4yacTU MPOTOKOJA YKa3bIBAIOTCS (pamMuiauss U UHUIUAIBI
MpeCeNaTENbCTBYOIIETO (npencenarens — TeppuTopualbHOW  KOMKCCHH,
3aMeCTUTENb  Mpenacenarenss  [eppuUTOpUAIBHOM  KOMHMCCHHM,  CEKpPETaphb
TeppuropuaibHON KOMHUCCHUU) U MPUCYTCTBYIOIIMX HA 3aCEJaHUM: 3aMECTHUTEIIS
npeacenarens TeppuTOPUAIIBHOM KOMHUCCHM, CeKperaps TeppuTopuaibHON
KOMUCCHM M 4YJIEHOB TeppUTOpUAIIBHOM KOMHMCCHHM, B TOM YHUCJIE C MPaBOM
COBEUIATEIBHOTO TOJioca W JIWIl, MPUTIANICHHBIX Ha 3aceiaHue, B ajihaBUTHOM
MOPSIIKE.

JHonyckaercs odopmieHUE MOPUCYTCTBYIOUIUX OTJEIBHBIM CIUCKOM C
yKa3aHUEM UWHULHAIOB, GaMuwinid u JokHocTed. Chnucok mnpuiaraercs K

NPOTOKOITY 3aCeIaHHU.

Hanpumep:

IIpencenarenscTBOBA: [Tpencenarens TepputopuaibHO U30UpATENBHOM
komuccuu Ne  ®.1.0.

IIpucyrcrBoBanu:

3amecTuTeNnb NpecenaTes ®.1.0.

TeppuTtopuaibHON H30UpPATEIHHON
xomuccuu Ne
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Unens! TepputopuansHoit m3duparensuoit  @.1.0.
komuccuu Ne

Unens! TepputopuansHoit m3duparensuoit  @.1.0.
KoMuccud Ne_ ¢ IpaBOM COBEIIATEIBHOTO
rojoca

[IpurnameHHsle ®.1.0.

7.4.5. IloBecTka OHSA BKIIOYAETCS B BBOJHYIO YacTh IpoTokosa. OHa
COCTOUT W3 MEPEUHCICHUS BOMPOCOB, KOTOpbIE OOCYXAAIOTCSA HA 3acCeJaHuU, U
3aKpeIIsieT IMOCJIEN0BAaTEIbHOCTh HMX OOCYXAeHUS W (aMUIUU JOKJIaJIYUKOB
(BBICTyHAIOLIMX ).

Kaxnplif Bonpoc MOBECTKH JHS 3acefaHus HyMmepyercs apabckod nudpoi,
€ro HauMeHOBaHHE (QopMynupyloT ¢ mnpemiora «O» umu «O6». Ilo kaxmaomy
NYHKTY YKa3bIBaeTCs IOKJIAIYUK U (opma mpeacTaBlieHHs Bompoca (AOKIA,
OTYET, COOOIIeHNE, HH(POPMAILIHS).

7.4.6. OcHOBHasi 4aCTh MPOTOKOJA COACPKUT CTOJBKO Pa3jesioB, CKOJIBKO
IIYHKTOB BKJIFOUEHO B IIOBECTKY JHA. B COOTBETCTBHM C HEM pa3iesibl HyMEPYIOTCS.

Kaxneit  pasgen  cocrour w3 Tpex  yacren:  «CIIYIIAJINy,
«BBICTYIIWJIN», «Tepputopuanbhas u3buparenbHas Komuccuss Ne
penmiay, KOTOpbIe MeYaTaroTCs OT TPAHULIBI JIEBOTO TOJIA.

B wactm «CJIIYIOAJIM» kpaTko wu3JIaraercsi TEKCT BBICTYIUICHUS
nokaaaurka. Maummansl 1 hpaMuins JOKIag4MKa MeYaTaloTCs ¢ KPAaCHOM CTPOKU B
POIMTENIBHOM TIaJeKe. 3alucCh JOKJIAna HW3JIaraercss OT TPETbEro Juua
€IMHCTBEHHOTO YUCia U OTAENSIETCs OT (paMHIIUU TUPE.

Ecnmn TekcT mokiaza mpuiaaraeTcss K IPOTOKOIY, TO HCIIOJIB3YETCS CChLIKA
«TexcT noknana npuiiaraeTcs».

B wactu «BBICTYIIMJIM» nepeducnsiroTcs BBICTYHAKOIIUE W ABTOPBI
BONPOCOB. MHUIMAIIBI U (paMuUIIKsI BBICTYNAIOLIETO M€YaTalTCs ¢ KPACHOU CTPOKU

B HMCHHUTCIBHOM IIaACKC. KpaTKaH 3aIllMCh BBICTYIUICHHUA II0 CYHICCTBY
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paccMatpuBaeMoro Borpoca (1o peleHuI0 IpeaceaaTeNIbCTBYIONIEr0) U3IaracTcs
OT TPETHETO JINIA €IUHCTBEHHOIO YHCIIA.

Ecnyu TeKCT BBICTYIUIEHUS MPUIIAraeTcsi K MPOTOKOINY, TO HCHOJIb3YETCs
ccbulka « TeKCT BBICTYIIICHHS TPUIIATaeTCs».

B uactu «TepputopuanbhHas mzOuparenbHas komuccuss Ne  pemimmia:»
OTpa)kaeTcsl MPUHATOE PEIICHHE MO OOCYX)IaeMOMY BOINPOCY U PE3yJbTaThl
rOJIOCOBAHUA.

CopepxaHue 0co0Oro MHEHMS, BBICKa3aHHOIO BO BpeMs OOCYXACHMS,
3alMCBIBAETCS B TEKCTE€ MPOTOKOJA MOCJIE€ COOTBETCTBYIOLIETO PEIICHUS WIN
opopmIisieTcs: Ha OTIEIBHOM JIUCT€ W TOMEMNIAETCS IOCJIE€ COOTBETCTBYIOIIETO
pELICHHUS.

7.4.77. IlpoTokos 3acemnanusi TeppUTOpUATbHON KOMHUCCUU TOIIKUCHIBACTCS
npeacenarenaeM TepputropuanbHOl KOMUCCUHM (WM TMPENCeNaTeNbCTBYIONUM) U
cekpeTapeM TeppuTOpHalbHON KOMHUCCHUM (WIeHOM TeppuTopHaibHOW KOMHUCCHH,
WCIIOJHSBIIUM OOSI3aHHOCTH  cekpeTapsi TeppuTopHalibHOM KOMHUCCUHU, WU
cekpeTapeM 3acenanus TeppuropraibHON KOMUCCHH ).

7.4.8. llpoTokonpl  3aceqaHU  HYMEpPYyKOTCI B XPOHOJIOIMYECKOU
MOCJIEOBATENILHOCTH B MpEeAeilax CpokKa MoJHOMoYuid TeppuropuaibHOU
KOMUCCHH.

7.4.9. Ilporokonsl 3acenanuii TepputopuanbHOl KOMUCCHU, MPUOOIIICHHBIE
K HAM pELICHUSI BMECTE C MaTepuajaMH, MOCIYKMBIIMMH OCHOBAaHHEM IS HX
MPUHATUSI, 0COOBIMU MHEHUSIMU WICHOB TeppuToOpHaibHON KOMUCCUU XPAHITCA Y
npeacenarens TeppUTOpUAIBHONM KOMHUCCHMH, a 3areM, OQOpMIICHHBIE B

COOTBETCTBUHU C TpeOoBaHUusIMU HCTpyKIIMH, IEpeJaloTCs B apXUB.

8. Odopmiienue npuka3oB npejacenareisa TeppuropuaabHOl KOMUCCUHT

8.1. ITpukaz mnpencenarens TeppUTOpUATIbHOM KOMHUCCHUU 10 OCHOBHOM
NEATeIbHOCTA W JIMYHOMY cocTaBy (nmanee-Ilpukas) odopmisercs Ha OJaHKe

ycTaHOBJIEHHOU (opMmbl (mpuiioxkeHue Ne 3.3).
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8.2. Tekct Ilpukaza COCTOMUT, Kak MPaBUIO, U3 KOHCTATUPYIOLIEH U
PACTIOPSIAUTEIBHOM YaCTEN U JOIKEH UMETh 3ar0JIOBOK.

8.3. B koHCcTatupyromel 4YacTh  HW3JararlTcsi Uead MW 3aJadu
MpEeANUCHIBAEMbIX JneucTBUM. Ecimn ocHOBaHueMm K u3naHuio llpukasza sBiseTcs
HOPMATUBHBIA MPAaBOBOM AaKT WM PaCHOPSAUTEIIbHBIA JTOKYMEHT, TO B
KOHCTaTUPYIOIIEH YaCTH YKa3bIBAKOTCA €T0 Ha3BaHUE, 1aTa, HOMEP, 3aroJIOBOK.

8.4.B pacnopsAIUTEIBHON 4acTu coaepKarcs MIEPEYUCIICHUE
NPEANUCHIBAEMBIX JIEUCTBUK, CpoKM U wucnoguurenud. I[lynkrer Ilpukasa
HYMEPYIOTCA apaOCKUMU HU(PpPaMu ¢ TOUKOM U HE UMEIOT 3ar0JIOBKOB.

8.5. Eciiu Ilpuka3 u3MeHsieT, OTMEHSET WM JOMOJHSAET PaHee WU3JaHHbBIN
[Tpuka3 unm ero otTaeNbHBIE TYHKTHI, TO 3TO OroBapuBaeTcs B Tekcte [Ipukasa.

8.6. B mocnegHeM MmyHKTE pacmopsIAMTENIbHOM YacTH, TP HEOOXOIUMOCTH,
YKa3bIBAETCA JOJIKHOCTHOE JULIO, Ha KOTOpO€E BO3J1araeTcs
KOHTpPOJIb 3a ucnoinHenueM Ilpukasa.

8.7.1lpu Hamuuuu npwioxkeHud K Ilpukazdy B Tekcre Ha HHUX
00s13aTeNIbHO J1eJIaeTCs CChUIKA.

8.8. Ecniu B Ilpukasze comepxkartcs BOMPOCH (pUHAHCHPOBaHMS BBHIOOPOB,
oOecrieueHUsT JNIESITENbHOCTH TeppUTOpUANILHOM KOMHUCCHH, DOKCIUTyaTallud U
pa3BUTUSL CPEACTB aBTOMAaTH3alluu, OOYYEHHS OpPraHHU3aTOPOB BHIOOPOB U
YYaCTHUKOB HM30MpaTEIbHOrO Mpoliecca, TO OH BHU3UPYETCS y TJABHOTO
OyxranTepa.

Busbl npocrtasisitorest Ha 000pOTHOM cTOopoHe nociennero aucta [lpukasa,
MPUJIOKEHUS K HEMY T10 yCTaHOBJIEHHOU (hopme (mpuioxenue Ne 6).

8.9. llocne mnoanucanus IIpukasel perucTpupyrorcs MpeaceaareaeM
(OTBETCTBEHHBIM 32 BEJICHHUE JACJIONPOU3BOACTBA) TeppUTOpUATBLHON KOMUCCUU C
MCIIOJIb30BAHUEM PETUCTPALMOHHON (PopMbl (KypHai) u GOpPMUPYIOTCS B Jiena B
COOTBETCTBUM C HOMEHKIATYpOW Jnei TeppuTopuasbHOM KOMHCCHH BMECTE C
JOKYMEHTaMH, TOCIY>KUBIIMMU OCHOBaHUEM 15 nu3fanus [Ipukasa.

8.10. IIpukazaM mNpUCBaMBAIOTCS PETUCTPALMOHHBIE HOMEPA B MpeAenax

KaJICHAAapHOI'O rojaa.
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8.11. Konuu [Iprka3oB 3aBepArOTCS NEYATHIO.

8.12. Ilpuka3sl BMECTE C TOKYMEHTaMH, IOCIYKMBIIMMU OCHOBAaHUEM JUIS
UX W3JaHus, XpaHATcs |y npeaceaarens (OTBETCTBEHHOIO 3a  BEACHHE
J€JIONPOU3BOJICTBA), a 3aTeM, O(QOPMIIEHHBIE B COOTBETCTBHM C HACTOSILIEH

HNucTpyKuunen, nepesarTcs B apXuB.

9. KoHTpPOJIb HCIIOJIHEHUS] JOKYMEHTOB M MOPY4YeHH I

9.1. KoHTpOJI1O HCTTOJTHEHUS TTOJJICKAT

MOPYYEHUs, COAECPKAIIUECS B MOCTAHOBJIEHUAX U Apyrux nokymenrax [{UK
Poccun, Cankt-IlerepOyprckoit  u30MpaTeNbHOM KOMHUCCHUU, B  PEHICHUSX
TeppuropranbHOM KOMUCCHUH;

- mopyuenus, coaepxamuecsa B [Ipukaszax npeacenarens TeppuropuaibHON
KOMUCCHH;

- NIUCbMEHHBIE OPYYEHUs peaceaarens TeppuTopruanbHOW KOMUCCHY;

- BXOJSIIUE JOKYMEHThI, B TOM 4YHCJI€ MUChbMEHHbIE OOpalleHus T'paxkaaH,
yka3aHHble B [lepeuHe mojyexamux KOHTPOJIIO IOKYMEHTOB C YKa3aHUEM CPOKOB
ucrnonHeHus (npuioxkenre Ne 8), B COOTBETCTBUM C YKa3aHUSIMU IO UCIOJIHEHUIO
JIIOKyMEHTa Inpeacenarens TeppuropuaibHOU KOMUCCHUY,

- UICXOASIINE JJOKYMEHTHI, TPEOYIOIIUE OTBETA;

- IOPYYEHUsI, COIEpKAIIMECss B IPOTOKOJIAX 3acenaHuil TeppuTopruaibHOU
KOMUCCHH;

- TIJTAHBI MEPOITPUITHUN.

9.2. KOHTpOJib MUCIIOJHEHUS JOKYMEHTOB, YKa3aHHbIX B mojapaszaene 8.1
Hactosimed MHCTpykiuu (3a MCKIIOUYEHUEM HCXOASIIUX JIOKYMEHTOB), IO
CYLIECTBY 3aTPOHYTBIX B HHUX BOIPOCOB OCYIIECTBISIET MPEACENATEIb
TepputopuaabHOW KOMUCCHMU.

9.3. KoHTpo/Ib HMCHOJHEHHUS] HUCXOASUIMX JOKYMEHTOB, B TOM YHCIE 3a
CBOCBPEMEHHOCTBIO IOJYYEHUSI OTBETOB Ha 3ampockl TeppuTOpuaIbHON
KOMMCCHUH, OCYHIECTBIISIIOT PaOOTHUKHU, OTBETCTBEHHBIE 3a MOATOTOBKY JaHHBIX

JIOKYMEHTOB.
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9.4. Cpokr UCIHOJHEHHUS TOPYYEHUM, COJACPKAIIUXCI B  PEIICHUAX
TeppuropuansHot komuccuu, Ilpukazax mnpencenarens TepputopuaibHOU
KOMHUCCHH, MUCbMEHHBIX MOPYUYECHUHU Ipencenarens TeppuTopuaibHOM KOMUCCUU
ONPEAEHSAIOTCA 3TUMU JJOKYMEHTAMM.

9.5. JIOKyMEHT MOJJICKUT UCIIOTHEHUIO B TeueHUE 30 KaaeHJapHbIX JHEW CO
IHA €ro pEerucTpauuy, 3a HCKIIOUYEHHUEM CIIy4aeB, MPEIyCMOTPEHHBIX
noapasnesioMm 9.6 HacTosIIEro pa3aena.

Ecnu nocnenuuii 1eHb UCMIOJIHEHUST JOKYMEHTA MPUXOAUTCS HA Hepabouuid
JI€Hb, TO OH MOJJICKUT UCIIOJIHEHUIO B MPEANICCTBYIONUN eMy pabouunii 1eHb.

JlokyMeHTbl ¢ noMeTkamu «BecpMa cpouHo», «CpOYHO» HUCHOJTHSAKOTCS B
TPEXJIHEBHBIN CPOK, TOKYMEHTHI C TOMETKONW «ONEpPaTUBHO» — B JIE€CATUIHEBHBIN
CPOK CO JHS YKa3aHHUs MO0 UCIIOJTHEHHUIO.

Eciu nocnenHuil 1eHb UCHONMHEHUS JTOKYMEHTA, COAEPIKALIETO MOMETKY O
CPOYHOCTH HCIIOJHEHHUSI, MPUXOJIUTCS Ha Hepadouuil JAeHb, TO OH MOJJIEKUT
WCIIOJIHEHUIO B CJIEYIOIINI 32 HUM paOoO4Mii 1€Hb.

9.6. CpOKM  UCIIONIHEHUS  BXOIAIIMX JIOKYMEHTOB  YCTaHOBJIEHBI B
npuoxeHuu Ne 8.

OOpatieHust Mo BompocaMm BBIOOPOB U pedepeHyMOB, IMOCTYIUBIINE B
nepuoja M30MpaTeNbHOW KaMMaHWW, HCIOJIHSIOTCS B CPOKHU, YCTaHOBJICHHBIC
denepanbHbIM 3aKOHOM «O0 OCHOBHBIX FapaHTUSIX U30UpATENbHBIX MPAB U MpaBa
Ha ydactue B pedepenayme rpaxaan Poccuiickoit denepanun».

9.7. OTBETCTBEHHOCTh 32 CBOCBPEMEHHOE M T[OJIHOE BHECEHUE B
perucTpaionHyro (¢opmy (KypHaj) CpPOKOB HCIOJHEHUSI JOKYMEHTOB U
uHpopMalMK O COCTOSHUM HCIOJHEHUS JOKYMEHTOB, KOHTPOJb CpPOKOB
WCIIOJIHEHUSI JIOKYMEHTOB BO3JIaralOTCA Ha OTBETCTBEHHOIO 34 BEJCHHE
JIE€IIONIPOU3BOACTBA.

9.8.B TJIaHax MEPOIPUSITUH, YTBEPKICHHBIX pELICHUSIMH
TeppuropuanbHOM KOMHUCCHUM, NPUKa3aMHU IMpeacenarens TeppuTopuaibHOU
KOMHCCHUH, CPOKU UCIIOJIHEHUSI OTJIEIbHBIX IMYHKTOB MOT'YT ObITh IIOCTaBJIEHbI Ha

KOHTPOJIb.
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9.9. [Ipu HE0OXOTUMOCTHU TMPOJICHUS CpPOKAa HCIOJHEHHUS JOKYMEHTa
OTBETCTBEHHBIN 32 MCIOJHEHHE HE TMO3JHEE YEM 3a TPH JIHS JO UCTCUCHUS CPOKa
WCMOJIHEHUS JOKYMEHTA MPEICTABISACT HA UMs mpeacenarens TepputopuaibHON
KOMMCCHUU JOKJIQJHYIO 3aMUCKY C MOTUBUPOBAHHOM MPOCHOOI O €ro MpoIJICHUH.

9.10. JIoKyMEHT CUMTAETCSI UCIOJTHEHHBIM U CHUMAETCSI C KOHTPOJIA IOCIE
pelieHuss BCEX TOCTaBJICHHBIX B HEM BOIPOCOB, COOOIIEHUS PE3YyJIbTAaTOB
pPacCMOTPEHHUS BCEM 3aMHTEPECOBAHHBIM JTULIAM.

9.11. OcHOBaHUSIMU 1JIs1 CHATHUSL TOKYMEHTA C KOHTPOJISI SIBJISIFOTCS :

peureHue TepputopuanbHOU KOMUCCHH, MpuKa3 npeaceaarens
TeppuTopuanbHONM KOMUCCHUU TI0 PE3YJIbTaTaM UCIIOIHEHHS JOKYMEHTA;

OTBET HA BXOASIIUN IOKYMEHT IO CYIIECTBY;

MOJIy4YeHHUE OTBETa OT OpraHMu3allii, B KOTOpbIE TOKYMEHT OBl HamMpaBJeH
U1l pAaCCMOTPEHHSI MO CYIIECTBY NOCTaBJIEHHBIX B HEM BOIPOCOB M OTBETA
3asIBUTEIIO;

HalpaBlieHHE OOpalieHusi B JAPYrUe OpraHu3aluu JJIsi PacCMOTPEHUS MO
CYILIECTBY TMOCTaBJIEHHBIX B HEM BOMPOCOB M MOCIEAYIOIIETO WUHPOPMHUPOBAHUS
aBTOpa O pPe3yJbTaTax paCCMOTPEHMUS;

BH3a IpejiceaaTens Ha JoKkyMeHTe «B neno», «CHATb ¢ KOHTPOJIS».

9.12. JIOKyMEHT HE CUATAECTCA UCIIOJTHEHHBIM U OCTA€TCSI HA KOHTPOJIE:

€CJIM OH HaIpaBiseTCs B JPYrM€ OpraHbl WIM OpPraHu3aldu C LEJIbI0
noiaydeHuss TeppuTopuaibHOM KOMHCCHEH WHGOpPMAIMU, HEOOXOAUMON s
pPacCMOTPEHUA IO CYIIECTBY IMOCTABJIEHHBIX B JIOKYMEHTE BONPOCOB. B ciyuae
HeoOxoauMocTu TeppuTopuagbHas KOMHCCHS HHGPOpPMHUpPYET 00 3TOM aBTopa
JIOKYMEHTA;

€CIM OH HalpaBJSIETCs] B JAPYrM€ OpraHbl WM OpraHu3aiuu  JJis
PacCMOTPEHUS IO CYIIECTBY MTOCTABJIEHHBIX B HEM BOIPOCOB U OTBETA 3aABUTEIIO
C nmocjeAyromuM uHpopmupoBaHueM TeppUuTopuaibHOl KOMUCCUU O pe3yJibTaTax
WCTIOJTHEHMUS

€CJIM Ha HEM HE CTOUT OTMETKa mpeaceaareiis TepputopuaibHOM KOMUCCUU

O IMIPUHATHUH UCIIOJTHCHMHA.
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10. U3roroBJjIeHHE M MCMOJIL30BAHME MMeYaTe U ITAMIIOB

10.1. lng  ynocToBepeHUsT NOMJIMHHOCTH JOKYMEHTOB HWIJIM COOTBETCTBUS
KONUN JOKYMEHTOB NOJIMHHUKAM, TMPOCTABICHUSI OTMETOK O TOJy4YECHUH,
pErucTpaluyu JTOKYMEHTOB B TeppUTOpPHAIIBHOW KOMHMCCHUH HCIOJB3YKTCS
repOOBbIC U JPYTUe MeYaTy U ITAMIIBI.

10.2. HM3roroBieHMe medarel M IITAMIIOB OCYIIECTBISAETCA IO YKa3aHUIO
npeacenarens TeppUTopuanbHON KOMUCCHM.

10.3. I'epboBass meuatrh mpocTaBisiercs Ha [loueTHbIXx rpamMoTax u
OnarogapHocTsX, (UHAHCOBBIX JIOKYMEHTax TeppUTOpUaIbHOW KOMHUCCHH,
rapaHTUWHBIX MHUChbMAaX, JOrOBOPAX, FOCYJAPCTBEHHBIX KOHTPAKTaX U B APYTUX
IIPEAYCMOTPEHHBIX 3aKOHOIATEIBCTBOM CIIyYasiX.

10.4. Ha pacceuiaeMblx KomusXx peuieHuid TepputopranibHOW KOMHUCCHUH,
IpuKaszax npexacenarens TeppuTopuatbHON KOMHCCHM, HA MAKETax IPU OTIIPABKE
JOKYMEHTOB, TIpH O(POPMIICHHUU JOKYMEHTOB Ha MPHUEM TOBAPHO-MATEPUATBHBIX
LIEHHOCTEN, Ha BHOC M BBIHOC TOBAPHO-MAaTEPUAIIBHBIX IEHHOCTEW, HA HAKJIaAHBIX
MPOCTABIISIETCA NIeYaTh ¢ HAANUChio « TeppuTopuanbHas u3duparebHasi KOMUCCHUS
Noe » wmm npu Hammuuu 1neyaTb ¢ Haanucelo  «TeppuropuanibHas
n3buparenbHas komuccust Ne . JIjist JOKyMEHTOB»

10.5. [leyatn m mTaMnbl MOAJIEKAT PETUCTPALMU B OTACIBHOM >KypHalle
ydyeta nevyaTted W mrammnoB. l[ledaTm W mTamnobl BBIJAIOTCA IOJ MOJANHUCH B
JKyYpHaJIE ydeTa nevyared u mramnoB. Ha KypHaine npocraBisercs nomerka « s
CIIy’K€OHOTO  TOJIb30BAaHMS», €ro JHUCThl HYMEPYIOTCS, TMPOIIMBAIOTCA U
OIIEYaThIBAKOTCS.

10.6. [Teyatn u mITamMIbl AOJKHBI XPAHUTHCS B HAJNEKHO 3aKPHIBAEMbBIX
U oTevyaThIBa€MbIX B Hepabouee BpeMs ceiax uim MeTaInueckux mkadax.

10.7. ITIpencenarens TepputopralIbHOM KOMUCCHHM OCYIIECTBISAET KOHTPOJIb

3a IPAaBUJIIbHOCTBIO XPAaHCHHUA U NCII0JIb30BaHUA rneyaTey U ITaMIIOB.



52

10.8. IIpumenmue B HErOAHOCTh MEYATH U IITAMIbl YHUYTOXKAKOTCSA, O YEM
COCTaBIISIETCA aKT, a B JKypHaje ydeTa Mne4yaTed W IITaMIIOB CTAaBUTCS
COOTBETCTBYIOIIAsA OTMETKA.

YHHUUTOXKEHUE NPOU3BOJUTCA TOCIE YTBEPXKACHUSA aKTa IMpe/ceaaTeaeM
TeppuropuanbHOM KOMHMCCUM. MeETAIUNIMUECKUE II€YaTU YHUUYTOXKAKOTCA IIyTEM
MOJHOTO CIUJIMBAHUS TEKCTa WX ONMWIMBAHUA IBYMS MEPEKPECTHBIMU JIMHUAMMU,

Kay4yKOBBIE [1€YATH U IITAMIIbI Pa3pe3at0TCsl HA MEJKUE YaCTH WIIM COKUTAIOTCS .
11. ®opmupoBaHue J1eJ U epeaaya ux B apXuB

11.1. CocTaBiieHHe U YTBEpP:KIeHHE HOMEHKJIATYPBI JeJ1.

Homenknatypa nen npeaHazHaueHa misg (GOpPMUPOBAHUS HCIOJHEHHBIX
JIOKYMEHTOB B JieJla, CUCTeMaTH3allMil W y4yeTa Jes, ONPEACIICHUS CPOKOB HX
XpaHEHUsI U SIBISIETCSA OCHOBOW JJiIi COCTABJICHUS OMUCEW €Nl MOCTOSHHOTO U
BpeMeHHoro (10 et u Oonee) XxpaHeHHUs!.

B HoOMeHknaTypy nen BKJIIOYAIOTCS 3aroJIOBKU JeJl, OTpPa)arollue BcCe
JIOKYMEHTHUpPYEMbIE y4acTKu padoThl TeppUTOpUaNTBbHON KOMUCCHHM, B TOM UHCIIE
JUYHBIE JIeJ1a, CIIPABOYHBIC U YUETHBIE KAPTOTEKU U APYTUe YUETHbIC (POPMBI.

3aroJoBOK Jiefia JIOJHKEH YETKO OTpa)aTh OCHOBHOE COJIEpKaHUE M COCTaB
nokymMeHTOB. He pomyckaercs ymnoTpeOJsieHHEe HEKOPPEKTHBIX (HOPMYIHPOBOK,
BBO/IHBIX CJIOB U CJIOXHBIX 00OPOTOB.

[Ipu cocraBlieHMM HOMEHKJIATYphl Jed CleAyeT pPYKOBOJCTBOBAThCS
pErIaMeHTOM TepputopuanibHOU KOMUCCHM, [lepeunem TUIIOBBIX
VOPaBICHYECKUX  apXUBHBIX  JOKYMEHTOB, OOpa3yloluxcs B  Ipoliecce
JESATETbHOCTU TOCYJaPCTBEHHBIX OPraHOB, OPTaHOB MECTHOTO CAMOYIIPABIICHUS U
OopraHu3alui, C YyKa3aHUEM CPOKOB XPaHEHHUS, YTBEPKIACHHBIM IPUKA30M
MunucrepcrBa KyabTypbl Poccuiickoir ®@enepanun ot 25 asrycra 2010 ropa
No 558 (manmee — IlepedeHn), mopsAKaMH XpaHEHHS W TEpeAadyd B apXHUBBI
JIOKYMEHTOB, CBSI3aHHBIX C TOJATOTOBKOM U  MPOBEICHUEM  BBIOOPOB,

yrBepxkaeHHbIMU  [IUK Poccun u Cankr-lIleTepOyprckoit  n30upaTenbHOM
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KOMHUCCHUEN, HOMEHKJIAaTypaMu Jed  TeppUTOpHAIIbHOW  KOMHUCCHM 34
MPEALIECTBYIOLINE TOBI.

[Ipr mOAroTOBKE HOMEHKIATYPBI A€ HAa MPEACTOSALIMN KaJeHAAPHBIU T'OJ
HEOOXOJMMO YUUTHIBATh XapaKTep BHIOOPOB, MPOBOJUMBIX B MPEACTOSAIIEM TOY.

Homenkmarypa nen TeppurtopuanbHOM KOMHUCCHM HAa NPEACTOSALIUN
KaJeHIApHbIA TOJ COCTaBJISAECTCA B MOCJIEIHEM KBapTaje TEKylero rojaa,
COIJIaCOBBIBAETCS C CEKperapeM TeppuTOpHaibHOW KOMHUCCUH, PACCMATPUBAECTCS
Ha 3acelaHuu OKCIEPTHOW KOMHCCHM TeppuTOpHaibHOW KOMHUCCHUH MO
AKCHEPTU3E LIEHHOCTU NOKYMEHTOB (nanee — DK) yTBepkiaercs mpeaceaaTeiemM
TeppuTopualiIbHOM  KOMHUCCUH, COTJIacOBbIBaeTCs C  cekperapeM CaHKT-
[leTepOyprckoit n30upaTeTbHON KOMUCCHUU M BBOJIUTCS B JielicTBUE ¢ | sHBaps
cienyoiero roja (mpuioxenue Ne 9).

[Ipr moaroToBKE HOMEHKJIATYpPBI A€l HAa MPEACTOSAIIMN KaJeHAAPHBIU TOJ
HEO0OXOUMO YUUTHIBATh XapaKTEP BHIOOPOB, MPOBOAUMBIX B MPEICTOSAIIEM TOAY.

B cnydyae BOZHMKHOBEHHUS B TEUYEHHUE I'OJa HOBBIX JEJ, OHU JIOIOJIHUTEIBHO
BHOCATCS B YTBEPKICHHYIO HOMEHKJIATypy M€ [0 YKA3aHUIO IIpeacenaress
TeppuropruanbHO KOMHUCCUM  TIOCIIE COrjlacoBaHusi  C ceKkpeTapeM
Cankr-IlerepOyprckoii u3oupaTeIbHON KOMUCCHH.

[Io OKOHYaHMM KAJIEHJAPHOTO TOJAa B KOHIE HOMEHKIATYpbl €Il
COCTaBJISIETCS UTOTrOBasl 3alKCh O KOJIMYECTBE 3aBEACHHBIX Jied (TOMOB, 4acTei),
OTAEJIBHO IO JEJIaM ITOCTOSIHHOTO ¥ BPEMEHHOTO XPAHEHHUS .

CpoK XpaHEHHUs] JOKYMEHTOB YKa3bIBA€TCSI B HOMEHKJIIATYPE JI€JI CO CChUIKOU
Ha crarbto Ilepeuns. Cpok XpaHEHUsT JOKYMEHTOB, HE YKA3aHHBIX B JIAHHOM
[lepeune, ycrtanaBnupaetcsi OIIK mo cormacoBanuio ¢ Cankt-IlerepOyprckoit
n30uparenbHON KOMHCCHUEH.

Hcuuncnenue CPOKOB XpaHEHUsI JIOKYMEHTOB, 3aKOHYEHHBIX
JETONPOU3BOJACTBOM B TEKYILEM Oy, HAUMHAETCA C | sTHBapsl CIEAYIOLIEro roa.

11.2. OpopmiieHne AOKYMEHTOB, 3aKOHYEHHBIX eJONPOU3BOJACTBOM,

(bopanOBaHne H TCKYIIIEC XPaHCHUC €1 B TeppPlTopPlaJILHOﬁ KOMHCCHHU.
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3aKOHYECHHBIE JETOTTPOU3BOACTBOM JOKYMEHTBI ohopMIISIIOTCS
B COOTBETCTBUU C TpeOOBaHUSIMU HacTosiel WHCTpyKIMM, CHUCHIBAIOTCS
npeacenareneMm TeppuTopuanbHOM KOMUCCUM B JIen0. [Ipyr 3TOM B HUKHEN 4acTU
JUIEBOM CTOPOHBI MEPBOTO JHUCTA JOKYMEHTa Ha CBOOOJHOM OT TEKCTa MECTE
CTAaBUTCSI OTMETKA O €ro UCIOJHEHUH, paciIu(POBbIBACTCS MOAMUCH MpeAceaaTeNs
TepputropuaibHON KOMUCCHH, YKAa3bIBAETCS HOMEp Jiesia 10 HOMEHKJIAType U JlaTa
cnucanus. [Ipu HeoO6XoAMMOCTH OTMETKa 00 UCTIOTHEHUH MOXKET OBbITh C/iejaHa Ha
00OpOTHOM CTOpOHE IMEpPBOro JUCTa JOKymMeHTa. B peructpanuonuyio dopmy
BHOCHUTCSI OTMETKa O CIHCAaHUU JOKYMEHTa B JIEJIO C yKa3aHUEM HoMepa Jela
COIJIaCHO HOMEHKJIAType Jel.

HcnonHeHHble JOKyMEHTH (OPMUPYIOTCS B Jejla B COOTBETCTBUU C
YTBEPKIACHHON HOMEHKIATYPOU JEI.

Jleno cuuTaeTcss 3aBEJEHHBIM C MOMEHTa BKJIIOYEHHUS B HEr0 IEpPBOTO
WCIIOJTHEHHOTO JOKYMEHTA.

I[Ipu ¢dopmupoBanuu Jea MPOBEPSETCS  MPABHIBHOCTH  OTHECEHHS
JIOKYMEHTOB B JIaHHO€ JEJI0, KauecTBO O(OpMIIEHHUS U KOMIUIEKTHOCTb
JIOKYMEHTOB, HAJIMUWE MOJIUCEH, BU3, PETUCTPALIMOHHBIX HOMEPOB, CIIPaBOK WU
OTMETOK 00 WCIOJHEHUM, CHOUCAHUM B JeI0 W Jpyrux. HenpaBuibHO
o(pOpMIICHHBIE JOKYMEHTBI JOJKHBI ObITH JTOO(POPMIICHBI, & 3aTE€M IMOMEIICHbI B
JeJ0.

He nomyckaetcsi moMmenieHue B Jei10 JOKYMEHTOB, COJIEp>KaHhe KOTOPBIX HE
COOTBETCTBYET 3aroJIOBKY Jea.

[Tpu bopmupoBanuu Aen coONIOAAIOTCS CIAEAYIONINE TPEOOBAHMUS :

JIOKYMEHTBI MOCTOSTHHOTO M BPEMEHHOI0 XpaHeHus (OpMUPYIOTCA B jena
pa3lieNIbHO;

B JIEJIO BKJIIOYAIOTCS TOJIBKO HCIIOJHEHHbIE, MPAaBWIHLHO O(OPMIICHHBIE
JOKYMEHTHI B COOTBETCTBHHU C 3ar0JIOBKAMH JieJ B HOMEHKJIATYPE;

BCE JOKYMEHTBI, OTHOCSIIIMECS K PEIICHUI0 OJTHOrO BOIpoca, GOpMUPYIOTCS

B 0oJHO jeno. B cimydae ecnu moabopka JOKYMEHTOB IO OJHOMY BOINPOCY
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HacuutTeiBaeT Ooisiee 100 muCTOB, OHAa MOXKET OBITH BEIJCIICHA B CAMOCTOSTCILHOC
JETI0;

JOKYMEHTBI, TOJIeKAIMEe BO3BPATY, B €TI0 HE MOMEIIAIOTCS;

B JICJI0O MOMENIAETCS TOJBKO OJWH 3K3EMIUIAP JIOKYMEHTA, YEPHOBUKH M
BApUAHTHI MPOEKTOB JOKYMEHTOB B JIeJI0 HE MOAMIUBAIOTCS (32 UCKIIOUYEHUEM TeX,
Ha KOTOPBIX HMMEIOTCS BU3bI, YKa3aHUs IO HUCIOJHECHUIO JOKYMEHTOB U JIpYrue
OTMETKH, JOTIOTHSIOIINE MEPBBIN IK3EMILTP);

B JIEJO0 BKIIFOYAOTCS, KaK MPaBUIO, JOKYMEHTHI OJIHOTO KaJ€HAAPHOrO rojia
(MCKJIFOUEHHE COCTABIISIIOT IMYHBIC M TIEPEXOAIINE JIea);

KaXJ0€ JEN0 HE JOJDKHO MpeBbImaTh 250 JHUCTOB, IpU OONBIIEM O0BEME
JIOKYMEHTOB B JieJie PopMUPYETCSi HECKOJIBKO TOMOB (4acTeit).

IIpu BxIrOYEHHUH B J1e710 (DaKcorpaMMbl J€IaeTCsl € KCePOKOIMMs, KOTopas
noAmmuBaercas B jaeno. llognmuHHuk — (akcorpaMmbl  YHUYTOXKAETCS  C
MPOCTABJICHUEM OTMETKU 00 YHUUTOKEHUU HA KCEPOKOIHHU.

B ciyyae HEOOX0IMMOCTH IOKYMEHTBI 10 OJJHOMY U TOMY € BOIPOCY, HO C
Pa3JIMYHBIM CPOKOM XpaHEHHs, MOTYT HaXOJWUThCA B OJHOM JEJ€ [0 KOHIA
TEKYIIETO ToJa WM [0 3aBEpPILICHUS UCIOJHEHUS JOKYMEHTa, a 3aTeM
nepepopMUPOBBIBAIOTCS B JiejIa TOCTOSIHHOTO U BPEMEHHOT'O XpaHEHHS.

B neno BkIOYarOTCA BCE JOKYMEHTHI [0 KOHKPETHOMY BOIPOCY BMECTE C
MPUJIOKEHUSIMHU, YKA3aHHBIMU B TEKCTE JJOKYMEHTA, IPU OTCYTCTBUM MPUIIOKEHUM,
yKa3aHHBIX B TEKCTE JOKyMEHTa, MCIOJHUTEIb O0s3aH cHelaTh 3aluch Ha
JTOKYMEHTE 00 MX MECTOHAXO0XKICHHUU.

JIOKyMEeHTBI BHYTPHU Ji€jia PACMOJIAratoTCsi B XPOHOJOTHYECKOW HIIU
BOMPOCHO-JIOTHYECKOM MOCIEI0BATEIbHOCTH UIIM UX COYCTAHUH.

HopMaTtuBHBbIE UM  OpraHu3allMOHHO-PACHOPSIAUTEIBHBIE JIOKYMEHTBI C
OTHOCSIIIUMUCS K HHUM MPUIOKEHUSMU TPYINIUPYIOTCS B Jella IO BHUIAM
JOKYMEHTOB U MO XPOHOJIOTHH.

[IpoTokounsl 3acenanuii TeppuTOpUaTBHON KOMUCCHH PACIIONaratoTcs B JAeie
110 XPOHOJIOTUM B TIOPSAJAKE BO3pacTaHUs HOMEpPOB. J[OKyMEHTBI K 3aceJaHUIO

TepputopuanbHON KOMUCCUH MOMEIIAIOTCA MOCIE COOTBETCTBYIOIIETO TPOTOKOJIA.
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[TonoxeHnus, WHCTPYKLIHH, YTBEPKIECHHbIC pacnopsaauTENbHBIMU
JOKYMEHTaMH, SIBJISIIOTCS MNPWIOKEHUSIMU K HHM M TPYIIHUPYIOTCS BMECTE C
YKAa3aHHBIMHU JIOKYMEHTAMM.

[ImanoBas u oT4eTHass JOKYMEHTALIUS HE3aBUCUMO OT JAaThl €€ COCTABIICHUS
BKJIFOYAETCSA B JI€JIO TOr'O I'0J1a, K KOTOPOMY OHA OTHOCUTCH.

B nene «llepenucka» wucxondmuii (OTBETHBIM) JOKYMEHT TMOMEIIAECTCS
nocie Bxojsmero. [lpu Bo30OHOBIEHHHN MEPENUCKHU MO BOIMPOCY, HAuaBIICHCS B
NpEabIAYIIEM TOAYy, AOKYMEHThl BKJIIOUYAKOTCS B JEJIO TEKYLIEro roaa u
YKa3bIBA€TCAd WHJAEKC TOr0 Jeja IO HOMEHKJIAType AEN IPEeAbIAYyLIEro roaa, B
KOTOPOM HaXOIATCA NPEALIECTBYIOMIMNE JOKYMEHTHI IO A TOMY BOIIPOCY.

OOparteHust TpaxkJaH U JTOKYMEHTHI MO UX PACCMOTPEHUIO (POPMUPYIOTCS
B oTnenbHbIe Aena. Kaxnoe obOpaiieHrne u Bce JOKYMEHTBI IO €r0 PacCCMOTPEHUIO
COCTaBJISIIOT B JIeJIEe CAaMOCTOSITEJIbHYIO TPYIIIY M pacrojiararorcs B andaBUTHOM
MOPSIAKE MO MEePBbIM OyKBaM (aMHIIU aBTOPOB 0OpaIlleHUH.

B nemax, HaxooAmuxcs B JEIONPOU3BOACTBE, JOKYMEHTHI TEKYILIETO rojaa
pacrojlarafoTcs IO XPOHOJIOTHMM CHHU3Y BBEpX MO Mepe mnocryruieHus. [lpu
MOJTOTOBKE K Cauy€ B apXWUB JieJIa C JOKYMEHTAMHU IMOCTOSHHOIO U BPEMEHHOTO
(10 ner m Oonee) xpaHeHus: nepedOPMHUPOBBIBAIOTCS B OOpPATHOM MOPSIAKE:
JOKYMEHT, MOCTYNUBIINA B KAJICHAAPHOM TOJy MOCIEIHUM, JOJKEH ObITh BHU3Y
JieJa, a MEePBBI JOKYMEHT KAJICHIAPHOTO rojia — BBEPXY, IIEPBBIM.

Jlena ¢ MOMEHTA UX 3aBEACHUS U 10 EPEAAYr B ApXUB UM YHUUTOKECHUS B
CBS3U C MCTEYEHHEM CPOKOB XPaHEHUS HAXONATCS Yy  Ipeacenaress
(OTBETCTBEHHOIO 32 BEJICHHE JICJIONPOU3BOICTBA) TeppUTOpHaTbLHON KOMUCCHH.

[IpoTrokonbl 3acenanuii, pemeHus TeppUTOPUATBHON KOMHUCCHUHM, CIIUCKH
MPUTIANIEHHBIX, PUJIAra€Mbl€ K MPOTOKOIY, TMOJJIWHHBIE YK3EMILISPHI PEIICHUN C
COOTBETCTBYIOIIMMHU TPUIIOKEHHUSIMH, HPOTOKOJIBHBIE MOPYYEHUS, JTOKYMEHTBHI,
MOCIY)KUBILIME OCHOBAaHUEM JUJI PACCMOTPEHHUsI BOIIpOCA HA  3acelaHUHU
TeppuropuanbHOil KOMUCCHUH, pacliuPpoBaHHAs ayAUO03aMUCh 3acelaHus (Ipu ee

HaJ'II/I‘-II/II/I), CIIMCKHN PACCBIIKH peHIGHI/Iﬁ A0 Iepcaadru B apxXWB HaAXOOATCA Y
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npeaceaarens (OTBETCTBEHHOTO 3a BEJCHUE JIEIOTPOU3BOJICTBA)
TepputopraibHONM KOMUCCHUHU.

3a COXpPaHHOCTh JJOKYMEHTOB U JE€J OTBETCTBEHHOCTh HECET IMpEICEAATEINb
TeppuropranibHOW KOMUCCUM U OTBETCTBEHHBIN 3a BEIACHUE JEJIONPOU3BOJACTBA B
TepputopranbHOU KOMUCCHH.

Jlena nomKHBI HAaXOAUThCA B paboyed KOMHATe WIM B CIHEHHAIBHO
OTBEJICHHOM JIJI1 9TOM 1M MOMEIICHUU U XPAaHUThCS B 3amuparoniuxcs mkadax,
MPENOXPAHAIOIINX TOKYMEHTHI OT IbUIM U BO3JIEUCTBUS COJTHEYHOI'O CBETA.

B wmensix obOecrieuyeHus ONEpaTUBHOTO TOMCKA JIOKYMEHTOB Jenia
pacmonaraloTcsl B COOTBETCTBUM C HOMEHKJIATYpOW [J€JI, KOmUs KOTOPOU
MOMENIAeTCsl Ha BHYTPEHHEN CTOPOHE ABEPILIbI MIKada.

Ha «kopemkax o0050XeK Jefla  yKa3bIBAIOTCS  MHACKCHl Jed 1O
HOMEHKJIAType JIe.

Jlema, HaxomsdlIMecs Ha TEKYILLIEM XpaHEHUH, momiexar ydery. llepexn
rnepeaayed JTOKYMEHTOB B apXWB IIPOBOJUTCS IPOBEPKA HAJWYKUS U COCTOSHUSA
JOKYMEHTOB M JIeJl B IENSAX YCTAaHOBJEHUS (PAKTUUYECKOrO HAIUYUS JeNl U
COOTBETCTBUS UX KOJIMYECTBY, YACIALIEMYCs IO HOMEHKJIATYpE JEI.

IIpoBepka Hamuuusi U COCTOSIHUS JOKYMEHTOB W A€ NPOBOIUTCA IIPU
IEpEMELIEHUN JIeJI, BO3BpaTe [eJI, CMEHE mpeacenaresiss TeppuTopuaibHON
KOMUCCHH.

IIpoBepka DPOBOIMUTCA IYTEM CBEPKUM CTAaT€d HOMEHKJIATypbl JEJI C
OMHUCAHUEM JIe]l Ha O0JIOKKE, a (PU3UUYECKOE COCTOSHHE JIeNl ONpEesieTcs MmyTeM
WX BU3YaJlbHOTO MpocMoTpa. Bce oOHapykeHHbIE HENOCTATKU (DUKCUPYIOTCS B
AKTe MPOBEPKU HAIUYUSA U COCTOSIHUS JEIL.

B cinywae yTparhl JOKYMEHTOB U i€l MPOBOAMUTCS  CIyKeOHOE
paccienoBaHue, IO pe3yabTaTaM KOTOPOrO JIMIO, BUHOBHOE B YTpare, HECET
OTBETCTBEHHOCTH B YCTAHOBIIEHHOM ITOPSJIKE.

Ecimu otrnenbHble JOKYMEHTBI, YK€ BKIIOYEHHBIE B JI€JI0, BPEMEHHO

TpeOyroTcs sl paOOThl, OHM MOTYT OBITh BBIJAHBI M3 Jejia, a Ha MX MECTO
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BKJIQJIbIBAECTCSL JIMCT-3aMECTUTENh C YKa3aHHEM, KOT/Ja, KOMY M HAa KakOH CpOK
BBbIJIaH IOKYMEHT.

11.3. DkcnepTu3a HEHHOCTH JOKYMEHTOB.

OKcnepTh3a LEHHOCTH JOKYMEHTOB MPOBOJAWUTCS Uil  YCTAHOBJIEHUSA
HAYy4YHOM, MUCTOPUYECKOM U  NPAKTUYECKOM  3HAYMMOCTH  JOKYMEHTOB,
0o0pa3oBaBIIMXCS B MpOLECCE NEATeNLHOCTH TeppUTOpHaibHOM KOMHUCCHUH, C
LEJIBI0 0TOOpA UX IS JAIbHEHIIEro XpaHEHUS UM YHUUYTOXKECHHUS .

OKcnepTu3a LEHHOCTH JOKYMEHTOB IPOBOJAUTCS TMPU COCTABICHUU
HOMEHKJIATYphl JeJi, B mpouecce (GOopMUpOBaHUS €N, MPU MOATOTOBKE JIeN K
nepeaaye B apXuB.

[ns paccMOTpeHUsE MPOEKTOB HOPMATUBHO-METOJAUYECKUX JTOKYMEHTOB IO
BOIIpOCaM JEJONPOU3BOACTBA U APXMBHOTO J€Jda, OMHUCEW AENI MOCTOSHHOTO M
BpeMeHHoro (10 ner u Oojee) XpaHEHMs, aKTOB Ha YHHYTOXKEHHE [l U
JTOKYMEHTOB, HE HMMEIONIMX HAyYHOW ILEHHOCTH W MPAKTUYECKOrO 3HAYCHHS,
MIPUKA30M mpeacenaresis TeppUTOpUaTbHOM KOMHCCUU CO3JAE€TCA SKCIEepTHAs
komuccus (ganee — OK).

B ee pyHKIMHU BXOAUT TakKe PacCMOTPEHUE U OJI00OpPEHUE HOMEHKJIATYPbI
nen TepputopruaibHON KOMUCCHUH.

B cocras OK BkimwouwarwoTcs wieHsl TeppuUTOpUAIbHOM KOMHCCHUH,
FpaXJaHCKUE CIIy)Kalllue annapara TeppuTropuanbHOW KOMHMCCHM, YJICHBI
Cankr-IlerepOyprckoil M30UpaTeIbHOM KOMUCCHU WM COTPYJAHUKU armapara
Cankr-IlerepOyprckoii u3oupaTeaIbHON KOMHUCCUU (IO COTIIACOBAHUIO).

[Ipy mnpoBeaeHUH HKCOEPTU3bl LEHHOCTH JIOKYMEHTOB OCYIIECTBIISETCA
oTOOp J1esl MOCTOsTHHOTrO U BpemeHHoro (10 neT u 6osee) xpaHeHusi, 0OTOOp Je C
BPEMEHHBIMH CpPOKAMHU XPAaHEHHUs, IMOJJICKAIINX XPAHCHUIO, BBIJCICHUE K
YHUUYTOXEHHIO JI€JI 32 NPEABIAYIINE TOJbl, CPOKM XPAHEHUS KOTOPBIX, HUCTEKIIH.
[Ipy 5TOM OTHOBPEMEHHO MPOBEPSIOTCA KAYECTBO M MOJHOTAa HOMEHKJIATYPbI A€,

IMpaBUJIIBHOCTh OIIPCACIICHUA CPOKOB XPaHCHUA ACII.
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DKCnepTu3a LEHHOCTH JOKYMEHTOB OCYIIECTBIISIETCA IYTEM IOJHUCTHOTO
npocmotpa aen. He pomyckaercs oTOOp MOKYMEHTOB [IJIsi XPaHEHHUS WM K
YHHUUYTOXEHHIO TOJIBKO HA OCHOBAHUHU 3ar0JI0BKOB €.

JIOKyMEHTBI, YTpPAaTHBIIHWE MPAKTUYECKOE 3HAYEHWE U HE HUMEIOIUe
HWCTOPUYECKON WM HAYYHOM LIEHHOCTH, MO HCTEYEHWH YCTAHOBJIEHHBIX CPOKOB
XPAaHEHHUS MOJIEKAT YHUUTONKEHHIO 1O AKTY.

AKTBI O BBIICJICHUN K YHHUUTOXKEHUIO JI€]I U IOKYMEHTOB PacCMaTPUBAIOTCS
Ha 3acegaHusix OK OJHOBPEMEHHO C ONUCAMHU JeJI. YHHYTOXEHHE JACI |
JOKYMEHTOB JI0 YTBEPK/ICHUS AKTOB 3aMpPEIIacTCs.

[To pe3ynpTaram SKCHEPTU3bl LEHHOCTH JOKYMEHTOB OTBETCTBEHHBIM 3a
BEJCHUE JEIONPOU3BOJACTBA €KETOJHO COCTABIISIIOTCS CBOJHBIE OMNUCH JET
MOCTOSTHHOTO U BpeMeHHoro (10 net u 6onee) xpanenus (mpuinoxxenust Ne 10, 11)
U O JUYHOMY cocTaBy (mpuiiokeHue No 12), a Takyke akThl O BBIJEICHUU K
YHUYTOXEHUIO JIeJ1, HE MOJIeKAUX XpaHeHuto (rpuioxenue Ne 13).

Onucu nen mocTostHHOTO W BpemeHHoro (10 ner u Oosee) xpaHeHwus, a
TAKXK€ aKThl O BBIACICHUM K YHUUTOXKECHHUIO 3THX JIeJ paccMarpuBaroTca Ha DK
U YTBEPXKIAIOTCSA NpeacenareneM TeppuropuanibHOU KOMUCCHUU.

ITpu YHUUYTOKEHUH JOKYMEHTOB co CPOKOM XpaHEHHUs!
«o muHOBanus HamoOHOCTH», «l romy, «3 roma», «5 JeT» COCTaBIAETCS AaKT
(mpunioxkenue Noe 14), KOTOpBI MOAMMUCHIBAETCS HE MEHEE YeM JIByMsl WieHaMu
TeppuropranibHOM KOMUCCUU W YTBEPKAAETCS IpeacenareaeM T eppuTopuaibHON
KOMUCCHH.

UepHOBUKM W  PYKONHCH MOATOTABIMBAEMBIX JOKYMEHTOB, KOIIUH
MHQOpPMALIMOHHBIX M JAPYrMX MATEpUaNiOB, HE MNOJUISKAIINX BKIOYECHUIO B
HOMEHKJIATYpPY JieJl, 10O MUHOBAHUM B HUX HAJIOOHOCTHU MOT'YT YHHYTOXKaThCs 0O€3
COCTaBJICHUS aKTa.

BbpourropoBka aen mpoU3BOAUTCSA TOJBKO MOCIE MPOBEICHHS SKCIEPTU3BI

HECHHOCTH JOKYMCHTOB.
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11.4. Odgopmiienue ge.

Jlena, momyexaiive Tmepeiadye Ha XpaHEHUE B apXuB, JIOJDKHBI OBITh
0(OpMIIEHBI COOTBETCTBYIOIIIUM 00pa3oM.

Odopmnenue Jnena BKIOYAeT B ceOs MPOBEPKY CHUCTEMaTU3AIUU
JIOKYMEHTOB BHYTpPH JieJia, HyMEpaluio JMCTOB, COCTABJICHUE BHYTPEHHEU OMHCHU
JTOKyMEHTOB jena (mpuioxkenue Neo 15), mucra-zaBeputens jena (MPUIIOKEHUE
No 16), obopmiieHre peKBU3UTOB O0JIOKKH, MOAIIUBKY (MIEpEIIeTEHUE) Jea.

B 3aBHCHUMOCTH OT CPOKOB XpaHEHWsI TPOBOJUTCS TIOJHOE WU YaCTUIHOE
obopMIIeHHE JIE.

Hlena BpemenHoro (mo 10 €T BKIIOYHUTENBHO) XPAaHEHUS MOJJIEKAT
YaCTUYHOMY O(OPMJICHUIO: JOMYyCKaeTcs JIMCThl Jiela HE HyMEpOBaTh,
3aBEpPUTENIbHBIE HAJNKUCU HE COCTaBIATh. [IpM 3TOM JOKYMEHTBI JOMYyCKaeTCs
XpaHUTh B MANKaX-CKOPOCIIUBATEISAX, MATKAX 00JI0KKAX.

Jlena mMOCTOSIHHOTO XpaHEHMs MOJIekar nmosHoMmy odopmienuto. Ilomnoe
opopmiieHHE Jena MpeaycMaTpUBaeT MPOBEPKY CHCTEMATHU3AlMU JOKYMEHTOB
BHYTpH JieJia, IPABIIBHOCTH MX O(pOopMIICHUS (HATU4re HEOOXOAMMBIX MOIITUCEH,
BU3, OTMETOK O PETHCTPAIlMU W WUCIOJHCHHUH, MPUJIOKEHUI ), HyMEpaIio JUCTOB,
COCTAaBJICHUE BHYTPEHHEW OINUCH JOKYMEHTOB JieJla, COCTaBJICHUE JIHCTa-
3aBepuUTeNs Jieaa, opopMIIEHHE PEKBU3UTOB OOJIO0KKHU, MOAMIUBKY (TIEpPEIIETCHUE )
nena.

O6oxkKa nena oopmiiseTcs o YCTaHOBJICHHOM dbopme
(npunoxenue Ne 17). CBenenust Ha 00JI0XKKY MEPEHOCITCS U3 HOMEHKJIATYPhI JIelT
C YTOYHEHUSMH, OTPAXKAIONUMHU (PAKTUUECKHA COCTaB IOMEMICHHBIX B JEJI0
JIOKYMEHTOB.

OOnmokka Jena HaJIIMUCBIBACTCS YEPHBIMH CBETOCTOMKMMH YEpHUIIAMHU,
pazbopunBo, 0e€3 cokpamienuii. Jlomyckaercss odopmieHue OOJOXKKH Jeia ¢
WCIIOJIb30BAaHNEM KOMIBIOTEPHON TEXHUKH.

Ha o0noxke pena yka3bIBalOTCA CIIEIYIONIUE PEKBU3UTHI: Ha3BaHUE

TepputropuaibHON KOMHUCCHUHU, JACJIONPOU3BOJICTBEHHBI HOMEp (MHIAEKC) Jena,
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3aroJIOoBOK JieNia, jJara jena (Toma, 4acTH), KOJHWYECTBO JIMCTOB B Jielie, CPOK
XpaHEeHUs Jea.

PexBU3UTHI, MpOCTaBiisieMble Ha O0J0XKKE Jena, OPOPMIISIOTCS CIAEAYIONINM
00pa3oM:

Ha3BaHue TeppuTopHabHOM KOMHUCCHHM YKa3bIBA€TCS B COOTBETCTBUM C
pernmamenTom  TeppuropuasnibHOM kKomuccun. [lpy wW3MeHeHMM  Ha3BaHUS
TepputropuaibHONl KOMHCCUU B T€UEHHUE TMEPUOa, OXBATHIBAEMOI0 JOKYMEHTAMHU
7ena, Ha 00JI0KKE K CTapOMy Ha3BaHUIO MPUIUCHIBAETCSI HOBOE;

JIETIOTIPON3BOJICTBEHHBIN HOMEp (MHIEKC) Jeja — MPOCTaBiIsieTcs udpoBoe
o003HaueHue (MHJAEKC) Jiea M0 HOMEHKJIAType 1€ M yKa3bIBaeTCsl HOMEp TOMa
(dactn);

3arojoBOK (HAWMMEHOBAHUE) Jeja MEPEHOCUTCS M3 HOMEHKJIATyphl e
(B HEOOXOUMBIX CIy4asiX B 3ar0JIOBOK BHOCATCS YTOUHEHU );

JaTa Jena — Ha OOJOXKEe Jiefla YKa3bIBalOTCS JBE JIaThl, KOTOpBIE
Ha3bIBAIOTCSI KpallHUMU JaTaMU U COOTBETCTBYIOT T'OJly 3aBEJICHUS] U OKOHYAHUS
nena. HavanbHas pgata — 3TO JaTa caMOro paHHEro, a KOHEUYHas Jata — jJaTa
CaMOro IMO3/IHETO JOKyMeHTa B jeine. [Ipu 3TOM yuuTBIBAIOTCS NaThl BXOASIIUX U
UCXONAIIUX JIOKYMEHTOB (B CiIydyae HMX OTCYTCTBHSI — JaThl pPErucTpaluu
JIOKYMEHTOB), U HE YYUTBHIBAIOTCS JaThl CIUCAHUS TOKYMEHTOB B JI€J0, yKa3aHUU
M0 UCIOJIHEHUIO JOKYMEHTOB, OTMETOK HMCIOJHUTENS (32 UCKIIOUEHUEM CIy4Yaes,
KOrJia Ha JOKyMEHTaxX HE UMEETCs IPYTUX JIaT, KPOME MEPEUUCICHHBIX ).

[Ipn Hamucanuu KpaHHUX AAaT Ha OOJOXKKax JeJd MOCTOSHHOTO XpaHEHUs
YUCJIO ¥ TOJI MPOCTABIAIOTCA apabckumu nudpamu. Ha 0610kKax 1e1 BpeMEHHOTO
XpaHEHUS YKa3bIBAETCS TOJIBKO TOJI.

Ha oOnoxkax gen, COCTOSIIMX U3 HECKOJIbBKMX TOMOB (4acTeid),
MPOCTABJISIIOTCS] KpaHKE 1AaThl KAXKI0T0 TOMa (4acTH).

KonuuyecTBO MpOHYMEPOBAHHBIX B JieJieé JUCTOB MPOCTABISETCS C JIUCTA-
3aBEpUTEIIS JIeJia.

Cpoxk xpaHeHusl IePEHOCUTCA Ha O0JIOKKY Jieja U3 HOMEHKIaTypsl nen. Ha

AcJax IIOCTOAHHOT'O XpaHCHUSA ITUIIICTCA «IlocTOsTHHOY.
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Ha xopelke ena yka3pIBalOTCs 3arojIOBOK JieNa, o Jejia U TOM Jiena.

B wmemsx obOecniedeHuss COXpPaHHOCTH W 3aKpeIUICHUs  MOpsKa
PaCIONIOKEHHST TOKYMEHTOB, BKJIFOUEHHBIX B JI€JIO, BCE JIUCThI, KPOME YHUCTHIX,
JUCTa-3aBEPUTENS Jieja U IMCTOB BHYTPEHHEN OMUCH HYMEPYIOTCS B pa3BEPHYTOM
BUje apabckumu I1udpamMu BaloBOM HyMmepanue. YucThie JHCTBI U3 Jena
u3bIMaroTcs (0€3 MOBPEXKACHUS IETOCTHOCTH J€fla) M YHMUTOXAarTcs. JIUcTh
HYMEPYIOTCA MPOCThIM KapaHAAIllOM, CBEPXY BHU3 B BO3PACTAIOIIEM MOPSIKE
HOMEpPOB, HauMHas ¢ nepBoro. [{udpel npocTaBisitOTCS B MPABOM BEPXHEM YTy
nucta. Hymepanus UBETHBIMU KapaHJalllaMH, YEpHUJIAMH U HyMepaTopamu He
JOITYCKaeTCsl.

JIOKYyMEHTBI C COOCTBEHHON HyMepalHel JMCTOB, B TOM UHUCJE IEYATHHIE
U3IaHUsI, HYMEPYIOTCA B OOIIEM TMOPSAJIKE WIM COXPaHSAIOT COOCTBEHHYIO
HyMEpaIMI0, €CJIM OHAa COOTBETCTBYET IMOPSJKOBOMY PACIOI0XKEHUIO JIUCTOB B
aene.

Cnoxennblii nuct Ooinbmioro ¢opmara (A2, A3) pa3BopauuBaeTcs U
HyMepyeTcsi B IpaBOM yacTh BepxHero mojs jucta. [Ipum stom nuct nroboro
dbopmaTa, TOAIIMTHIA 3a OAMH Kpal, HyMepyeTcs Kak OJWH JIUCT, a JIUCT,
CJIO’KEHHBIN U MOJIIUTHIN 332 CepeluHy, MOMJICKUT MEPEIIUBKE U HyMepyeTcs Kak
OJIUH JIUCT.

Ecaiu B gene ecth KOHBEPT C BIOXKEHUSMH, TO CHadalla HyMEpyeTcs
KOHBEPT, a 3aT€M OYEePEIHBIM HOMEPOM KaXkJI0€ BIOXKEHUE.

dotorpadhuu U Jpyrue WILIIOCTPATUBHBIE MaTepUaldbl HYMEpPYIOTCS Ha
00OpOTHOM CTOPOHE B JIEBOM BEPXHEM YTIIy.

Jluct ¢ HaryIyxo HaKJIEEeHHBIMU JIOKYMEHTaMu (BbIpe3kamMu, ¢hoTorpadusimu)
HyMEpYyeTCsl Kak OJUH JUCT. EciM K JOKYMEHTY MOJKJIEEHbl OJTHUM KpaeM JIpyTue
JIOKYMEHTBI (BCTAaBKH TEKCTa, MEPEBO/JIbI), TO KX AbIA JTUCT HYMEPYETCS OTAEIbHO.

[IpunoxkeHne K Jelly, COCTaBJISIIONIEE OTHAEIbHBIA TOM, HyMEpyeTcs

OTACJ/IBHO.
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[Ipy HanmMuMM OTAENBHBIX OIIMOOK B HYMEpalUu JIUCTOB B Jieiax MpH
MOATOTOBKE KX K CJadye B apXWB JOMYCKAeTCs  yNOTpeOJeHUEe JUTEPHBIX
(c OyKBEHHBIMHU JTOTIOJIHEHUSIMHA ) HOMEPOB JIMCTOB.

B nemax NOCTOSHHOrO XpaHEHUs JUisl ydeTa M IOMCKa JOKYMEHTOB
B Hauaje Jiejia MOXKET MOMEIAThCsl BHYTPEHHsIsI onuch (mpuioxenue Ne 13).

JIucThl BHYTPEHHEN ONKUCU HYMEPYIOTCS OTIEJIBHO.

Kaxxnoe neno 3akaHYMBAaeTCs JHCTOM-3aBEPUTENIEM YCTAHOBJIEHHON (hOPMBI
(mpunoxenue Ne 16).

B nucre-3aBeputene nena nudppaMu U IpONUCHIO yKa3bIBaeTcs (pakTuyeckoe
KOJIMYECTBO JIUCTOB B JJAHHOM JIeJie, a TaK)Ke HaJTU4YUe JTUTEPHBIX U MPOMYIIEHHBIX
HOMEPOB JIUCTOB, KOJMYECTBO JIMCTOB BHYTPEHHEW ONHUCH M HAJIUYUE CPEAH
JIOKyMEHTOB Ta3eT, KHUT, Opolrop, ueprexen, pororpaduit, pucyHKOB U T.I.,
CTaBUTCS JaTa U NOJANUCH pabOTHHKA, CHOPMHUPOBABUIETO JEJO, U YKa3bIBACTCS
€ro JOJDKHOCTb, MHHUIMAAbl W (pamMuiusg. Eciu KOJIMYecTBO JIMCTOB B JEie
U3MEHSETCS, 3aBepUTeIbHAs HAAMKUCh COCTABIISECTCA BHOBD.

[Ipu moaroToBke Aen K NOAIIMBKE (MEPEIIeTy) NPOBEPsETCs MPABUIBHOCTh
ux GopMupoBaHUs, OPOPMIICHHS, METAIUIMYECKHE CKPEIUICHUS U3 JIOKYMEHTOB
YIAIAKOTCA.

JIOKYMEHTBI MOJIIMBAIOTCA TAKUM 00pa3oM, 4TOOBI MOXKHO ObLIO CBOOOIHO
MPOYUTATh TEKCT KaXJOro JOKYMEHTa, BHU3bl W YKa3aHUs [0 HUCIHOJHEHHUIO
JOKYMEHTA.

11.5. Ilepenaua ges B apxus.

[lepenqayua pen IOCTOSSHHOTO XpaHEHWUsT B apXUB [ eppUTOPUAIIBHOU
KOMHCCHUHM OCYIIECTBIISIETCS MOEAUHUYHO 1o yTBepxkaeHHbIM JOIIK ommcsam nen
IOCTOSIHHOTO XPaHEHUS.

[IpueM nokymeHTOB Ha mocTosiHHOe XpaHeHue B CankTt-IleTepOyprckyto
U30UpaTesbHyl0 KOMHCCHIO O(QOpMIISIETCS aKTOM IpUeMa-Iepeiadyl JOKYMEHTOB

(mpunoxenue Ne 18).
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B apxuB CankTt-IlerepOyprckoii n30upaTeibHOM KOMUCCUU B COOTBETCTBUU
C HOMEHKJIATypou Jnesl TeppuTOpHaIbHOW KOMHCCUM Ha ITIOCTOSIHHOE XpaHEHHUE
MepPENAOTCS:

JIMYHOE JIeJI0 TIpencenarens TeppuTOpUalibHOM KOMHUCCUHA B Cllydae
OKOHYaHUSI CPOKa MOJHOMOYUM UM OCBOOOXKIECHUS OT JOJDKHOCTH JI0 UCTEUEHUS
CpOKa MOJTHOMOYH;

JIMYHOE JEJI0 TOCYAAPCTBEHHOTO TPa)XKAAHCKOTO CIYKaILEero armnapara
TeppuropranbHOM KOMHMCCHUM B CIIy4ya€ €ro YyBOJBHEHHUS C TOCYHApCTBEHHOU
CITYXKOBI;

JIOKYMEHTBI TOCTOSTHHOTO ¥ BpeMeHHoro (10 yiet u 6o7ee) CpoKoB XpaHEHHs
B cllydae peopranusanuu (JIukBuaamnuu) TeppuropuaibHOl KOMUCCHH.

IIpu mepemaue nen Ha BCEX JK3EMIUIAPAX OMUCH JEN MHPOTUB KAXKIAOTO
BKJIIOYUEHHOTO B Hee nena B rpade «IIpuMedanue» cTaBUTCS OTMETKA O HAJIUYHU
nena. B KoOHIlE KaXXJOro SK3eMIUIsIpa OMUCH JeNl YyKas3bIBaloTcs LupamMu U
MPOMUCHI0 KOJIMYECTBO (PAKTHUUECKU MPHUHSTHIX (MEpeaHHbIX) B apXuB e,
WHULKAIIB U PaMUIIUU JIUILL, OCYIIECTBIISIIOLIUX MIPUEM-TIepeauy Jell, CTaBSITCS UX
MOJIKCH U J1aTa.

[Ipu npueme npen mnpoBepsieTCs MpaBWIbHOCTH MX odopmiieHus. [ena,
opopMJICHHBIE C HapylIeHWEM [paBWJl, YCTAHOBIEHHbIX MHCTpyKuMei,
BO3BpAIIAIOTC B TeppUTOPHAIIBHYIO KOMUCCHUIO C YKa3aHUEM HEOCTAaTKOB JJIs UX
YCTpaHEHUS.

N30upatenbHasl JOKyMEHTalUsl XpaHUTcs B TepputopuaibHON KOMHCCUU B
coorBercTBUU C llopsiakoM XpaHeHHs, nepeJadyd B aApXUB U YHUUYTOKECHHS
JOKYMEHTAIlMM, CBA3aHHOM C TMOATOTOBKOM M NpPOBEJACHUEM BBIOOPOB U
pedepeHiyMoB B Cankr-IlerepOypre, YTBEPKICHHBIM pelIeHneEM
Cankr-IlerepOyprckoii  u3OupartenbHO Komuccuu, I[lopsiakom XpaHeHHs W
nepelaud B apXvMBbl JOKYMEHTOB, CBSI3aHHBIX C IOJTOTOBKOM W HPOBEICHUEM
BbIOOpOB Ilpesuaenta P®, Ilopsakom XpaHeHHss W Tepeadyd B apXUBBI

JOKYMCHTOB, CBS3aHHBIX C HOI[FOTOBKOfI H IIPOBCACHHUCM BBI60pOB ACIIYTAaTOB
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I'ocymapctBennoit [ymber ®C P®, yTBEpKICHHBIMU COOTBETCTBYIOIIUMU

noctanoByieHussMu 1K P®.

11.6. Iopsinok padoThI € 3JIEKTPOHHBIMH JOKYMEHTAMM.

HcnonHeHHble 3JIEKTPOHHBIE JOKYMEHTBI CHUCTEMATU3UPYIOTCS B JiE€la B
COOTBETCTBUM C HOMEHKJIAaTtypou Jgen TeppuropuanbHor komuccuu. llpu
COCTaBJICHUM HOMEHKJIATYphl J€JI B 3aroJIOBOK Jejla BKIKOYAETCS YKa3aHUE
«DNEKTPOHHBIE JOKYMEHTBD.

Cpoku XpaHEHHMsI DJIEKTPOHHBIX JOKYMEHTOB COOTBETCTBYIOT CpOKam
XpaHEHUS aHAJIOTUYHBIX IOKYMEHTOB Ha OyMa)KHOM HOCHUTEJE.

DKCIepTu3a I[EHHOCTH JJIEKTPOHHBIX JOKYMEHTOB OCYLIECTBIISIETCS B
oOlieM TOpsIIKe, YCTAHOBIEHHOM [Jii JOKYMEHTOB Ha OyMa)KHOM HOCHTEIE.
[Tocne uctedyeHus cpoka, YCTAHOBJIEHHOIO Ui XPAHECHUS JJIEKTPOHHBIX €I
(37IEKTPOHHBIX JIOKYMEHTOB), Ha OCHOBaHMM aKTa O BBIJCICHUU HX K
YHUUYTOXXEHUIO, YTBEPKICHHOTO MpeaceaarenemM TeppuTopualibHOM KOMHCCHUH,
yKa3aHHbIE  dJEKTPOHHbIE Jiela  (DJIEKTPOHHbIE  JIOKYMEHTBI)  MOJJIEXkKaT
YHUUYTOXKEHHUIO.

DJIEKTPOHHBIE JIOKYMEHTBI TOCTOSIHHOI'O XPAHEHHsS [MEpEeNaroTcs Ha
apXMBHO€ XpaHEHHE [0 omucsiM ¢ OQGOpPMIICHHUEM aKTa IMpUeMa-repenadu

AJEKTPOHHBIX IOKYMEHTOB.
12. OTBEeTCTBEHHOCTH

12.1. Unensr TeppuTopraibHOM KOMHUCCUHA M TPaXKIAHCKUE CIYyKalue
anmnapata TeppuUTopUanIbHOM KOMUCCHH HECYT MEPCOHATBHYIO OTBETCTBEHHOCTD 32
cobmoienne TpedoBanuil Hactosie NHCTpyKIIMU, COXPAaHHOCTh HAXOJAIIUXCS Y
HUX JOKYMEHTOB.

12.2. OTBETCTBEHHOCTh 3a OpTraHU3aILHIo0 JEJIOTTPOU3BOJICTBA B
TeppuropuanbHoit KOMUCCHH, BHEJIPECHUE aBTOMAaTHU3UPOBAHHBIX
(KOMIIBIOTEPHBIX)  TEXHOJOTHM  MOATOTOBKM M 00pabOTKM  JIOKYMEHTOB,

o0ecrieueHre COXPaHHOCTH JIOKYMEHTOB M Mepefady UX B apXHWB, KOHTPOJIb 3a



66

cobmogeHneM TpeOoBaHWil Hactosmed WHCTpyKIMM HeceT MpeacenaTelb

TepputopranbHOU KOMUCCHH.
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ITpunoxenne Ne 1
K TunoBol HHCTPYKIUU 10 AECITONIPOU3BOJICTBY
B TeppuropuansHoOit H30MpaTeTbHON KOMUCCHH
B CankT-IlerepOypre

HNEPEYEHDb

AOKYMEHTOB, HE IMOJICKAIIIUX PEruCcTpanuu

CooO01ieHns o 3aceJaHUsIX, COBEIIAHUAX U TTOBECTKAX JIHS.

VY4eOHble MporpaMMBbl, TIIaHBI.

PexnmamHbIe n3BEIICHMS, TJIAKATHI (32 UCKIIFOUCHHEM aruTalliOHHBIX ).
ITo3apaBuTeibHBIE MUCHMA U TEJIETPAMMBI.

[IpurnacurenbHbie OUIIETHI.

Byxrantepckue TOKyMEHTHI.

[lewaTtHbre n3nanus.

OmnepatuBHas uH(oOpMaius, nocrynaromas no kananam cBszu ['AC

«BBIOOPHIY.
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ITpunoxenue Ne 2
K TunoBol HHCTPYKIUU 10 AECITONIPOU3BOJICTBY

B TeppuropuansHoOit H30MpaTeTbHON KOMUCCHH
B CankT-IlerepOypre

AKT

MBI, HXKENO AU CABILINECS

COCTAaBWJIM AKT O TOM, 4YTO « » 20 r. IpU
BCKPBITUH MMAKETA
B HEM HE OKa3aJIOCh

Hacrosmmui aktT cocTaBieH B ABYX dK3EMILIAPAX.

Iloamucu:
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ITpunoxxenne Ne 3
K TunoBoi HHCTPYKIUHU 10 ACIOIPOU3BOICTBY
B TeppuropuansHoii H30MpaTeIbHON KOMUCCHH
B CankT-IlerepOypre

@®opmbl 0JIAHKOB, UCI0JIb3yeMbIX B H30MpPaTeJIbHOM KOMUCCHH
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ITpunoxxenne Ne 3.1

TEPPUTOPUAJIBHAA UBBUPATEJIBHAA KOMUCCHUSA Ne_

HPOTOKOJ 3ACEJAHUA

20 rofg Ne

Cankr-IlerepOypr
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ITpunoxenne Ne 3.2

TEPPUTOPUAJIBHASA UBBUPATEJIBHASA KOMUCCHUSA Ne_

PEHIEHUE

20 roJ No

Cankrt-IlerepOypr
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ITpunoxenne Ne 3.3

TEPPUTOPUAJILHASI U3BUPATEJIBHASI KOMUCCHUSI Ne
NPEJCEJIATEJD

HPUKA3

20 ron Ne

Cankr-IlerepOypr
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ITpunoxxenne Ne 3.4

TEPPUTOPUAJIBHASA
MN3BUPATEJIbBHASA KOMUCCHUA Ne
CAHKT-IIETEPBYPT

yiI. , 0., Cankr-Ilerepbypr, 198
Ten. (812) , @axkc (812)
http://www.
OKIIO ; OTPH
WHH/KIIIT
Ne

Ha Ne oT
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ITpunoxenue Ne 4
K TunoBoi HHCTPYKIUHU 110 AEIOIPOU3BOACTBY
B TeppuTtopuanbHO H30MpaTETbHON KOMHCCUU B
Cankr-IlerepOypre

Tpe6oBaHusi K 10KyMeHTaM, H3rOTOBJISIEMBIM C IOMOUIbIO

MeYaTalIMX YCTPOMCTB, U K (ail1aM TEKCTOBBIX IOKYMEHTOB

1. TekcThl TOKyMeHTOB Ha OnaHkax gopmarta A4 meyartatorcs uepes 1 -
1,5 MeXCTpOUYHBIX HHTEPBAJIA.

2. TekcThl HOKYMEHTOB, TMOJrOTABIMBAEMbIX K  THUIOTpaCcKOMy
W3/IaHUIO, NI€YaTAIOTCS Yepe3 JBa MEKCTPOUHBIX MHTEPBAJIA.

3. Ha3Banue BuAa TOKyMEHTa I€4ATAETCS MPONUCHBIMHU OyKBaMH.

4. Ecnum 3aroiioBok K TekcTy mpeBbimaeT 150 3HakoB (5 CTpoK),
JIOMyCKaeTcsl MpOJAJIeBaTh €ro J0 TpaHUllbl NpaBoro mnoiis. Touka B KOHIIE
3aroJ0BKa HE CTABUTCA.

5. PacmmudpoBka moamucu B pekBusnte «lloamuce» TedaraeTcs
Ha ypOBHE MOCJIEIHEH CTPOKM HAMMEHOBAHUS JOJDKHOCTU C HMCHOJb30BAHUEM
koMmOuHanuu knasuin Shift — Ctrl — IIpoOen Mex iy nHuManaMu u GaMuiven.

6. Cozmanue, GopMaTUpPOBAaHME M BBIBOJ Ha TMe4aTh JOKYMEHTOB
MPOU3BOJSITCA HAa KOMIIBIOTEpAX C HKCIOJIB30BAaHUEM TEKCTOBOIO Mpoleccopa
MS Word. BHeapenue »3JIEKTPOHHBIX TaOdMIl, CO3JAHHBIX B TaOJIMYHBIX
npoiieccopax, B nokymeHTel MS Word nHe nomyckaercs. [omyckaercs, npu
HEOOXOAMMOCTH, co3/laHue, (GOopMaTHpPOBAaHME W BHIBOJ Ha TMe4YaTh TaOMIL
mocpeIcTBOM TabauyHoro npoieccopa MS Excel.

7. Ilpm dopMaTupoBaHUM JOKYMEHTOB OO0S3aTEIbHO HCIOIb3YeTCs
BKJIFOYEHHAs KHOMKA yTOOBI BUJIETh HA KPaHE BCE CIIY>KEOHBIE CUMBOJIBI.

8. Ilpu QopmaTupoBaHMU TEKCTa JOKYMEHTOB HCIIONb3YETCSI CTHIIb,
KOTOPBI UMEET CJIECAYIONINE MapaMeTPhl:

e [pudr TimesNewRomanCyr

e Paszmep 14 nyHkTOB
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e Orcryn cleBa 0 cm
CIipaBa 0cMm

e luTepBan nepen 0 myHKTOB
rnocie 0 myHKTOB

e  MexCcTpOouHbIM UHTEPBAT OJWHAPHBIN, ITOJTYTOPHBIN

e IlepBas cTpoka orcTyn Ha 1,25 cm

e BrIpaBHUBaHUE O IIUPUHE

9. Ilpu popmarrpoBanuu TaOIUI HEOOXOAUMO COOJIOATH CIECAYIONINE
TpeOOBaHU:

Tabnuia Bcerna JOoKHA HMETh Ha3BaHUE, KOTOPOE BBIPABHUBACTCS
10 IPaBOMY MOJIIO TOKYMEHTA;

Ta0IuIa BEIPABHUBAETCS M0 LEHTPY JIUCTA;

3aroJI0BKU CTOJIOIIOB M CTPOK BBIPABHUBAIOTCS MO LIEHTPY SYEHKH;

JAHHBIE B siUeiKaxX TaOJUIIbl BHIPABHUBAIOTCSI CBEPXY I10 JIEBOMY Kparo;

MPOJIOKEHUE TaOIUIIbI HA HOBOM JIMCTE BCEr/a HAUMHAETCS C 3ar0JIOBKOB
ee croibuoB (Wi HOMEPOB rpad B ciaydae, eciau rpadnl TaOIUIBI HA TEPBOM
JIUCTE MPOHYMEPOBAHbI);

CTPOKHU TaOJIMIIBI MEPEHOCSITCS HA HOBBIMA JIUCT JOKYMEHTA HCKIIOUUTEIHHO
LETUKOM;

IUpPUHA U BHICOTA TaOJMUIBI HE JOJDKHBI MPEBBINIATH pa3Mepbl MOJIeH
JIOKYMEHTA.

10. Pa3mepsl noneit JOKyMEHTa JOJKHBI UMETh CIEAYIOIIAE NapaMeTphl:

® BEpXHEE 2,0 cm

e  HIKHEE 2,0 cm

®  JIEBOE 2,0 cMm (Ha AOKyMEHTax CpOKOM XpaHeHus cBhimie 10 jet
—3,0 cm)

® paBoE 1,0 c™m

Ot Kpas 10 KOJIOHTUTYJIA:

®  BEpPXHETO 1,25 cm
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HMXXHETO
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1,25 cm

11. IIpy nOArOTOBKE JOKYMEHTOB UCIIOIB3YIOT CIAEAYIOIINE PEKBU3NUTHI :

rep0 cyobekta Poccuiickoit @enepanuu;
HAaWMEHOBaHWE U30MpaTEeIbHOW KOMUCCHH;
HAaMEHOBaHHWE JIOJDKHOCTHOTO JINIIA;
CIIPaBOYHBIC CBEACHUS 00 OpraHU3aIlNH;
HAaWMEHOBAHUE BUJIa JOKYMEHTA;

JaTa TOKyMEHTa;

PETHCTPAIMOHHBI HOMED TOKYMEHTA;

CCBUJIKA HA UCXOIAIIMNA PETUCTPALMOHHBIA HOMEP U

JaTy TOKYMEHTAa;

12. PekBU3UTHI

Ipudt
Pa3zmep

Otcryn

azpecar;

rpud yTBEPKICHUS JOKYMEHTA;
3aroJI0BOK K TEKCTY JOKYMEHTA;
yKa3aHUsI M0 UCTIOJHEHUIO JJOKYMEHTA;
OTMETKa O KOHTPOJIE;

TEKCT IOKYMEHTA;

OTMETKa O HAJTUYWU MPUIOKCHUS;
MOJIINCE;

rpud coriacoBaHUs JTOKYMEHTA;
BU34,

I1eYaTh;

OTMeETKa 00 MCIIOJIHHUTEIIE;

UIEHTU(PUKATOP IJIEKTPOHHOU KOTIMU JOKYMEHTA.

(KkpoMe TeKcTa JOKyMEHTa M ajpecaTra), COCTOSIIHE

MeYyaTaloT CO CIEAYIOUMMHU MapaMeTpaMu:

TimesNewRomanCyr
14 myHkTOB
cieBa 0cMm

cripaBa 0cMm
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e luTepBan nepen 0 myHKTOB
rnocie 0 myHKTOB

e  MexXCcTpOUHBIN UHTEPBAJ OJVHAPHBIN

e OrcTyn nepBoM CTPOKHU HET

e BripaBHuBaHue 10 UEHTPY

13. PexBusut «Ampecar» neqyaTaroT CO CIEAYIOMINMU TapaMETPAMH:

o [pudr TimesNewRomanCyr
e Pasmep 14 mynkTOB
e Orcryn cieBa 12 cm
CIipaBa 0 cMm
e urepBan nepen 0 myHKTOB
rocie 0 myHKTOB
e  MexXCcTpOUHBIN UHTEPBAJ OJVHAPHBIN
e OrcTyn nepBou CTpOKHU HET
e BripaBHuBaHue [0 JIEBOMY Kpalw WIH LEHTPYEeTCs

OTHOCHUTEJIIBHO CaMOM JJIMHHOM CTPOKHU.

Ecnu coctaBHble yacTu pekBU3UTOB «Ajnpecar», «I'pud yrBepxkaeHus
nokymeHTa», «['pud cormacoBanust gokymeHTa», «OTMeTKa O HaJIU4YuU
MPUJIOKEHUS» HE YMEIIAIOTCA HAa OJIHOW CTPOKE, TO Pa3pblB CTPOKU B HYNKHOM
MeCTe€ MPOU3BOJUTCS C TMOMOIIbI0 cHUMBOJIa «Pa3pbiB cTpoku» (KoMOuHaIuUs

kiaBuin Shift — Enter), Hanmpumep:

COT'JTACOBAHO
[Ipencenarens komuTeTa
WMYIIECTBCHHBIX OTHOIICHU I

Cankr-IlerepOypra

A.H. IBanoB

14. Tlpu oopmiieHNN TOKYMEHTOB Ha JIBYX M Oojiee CTpaHUIaX BTOpas U

MOCJEAYIONINE CTPaHUIbl JOJKHBI OBITH MpoHyMmepoBaHbl. HoMmepa cTpanuil
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MPOCTABISIOT TMOCEPEMHE BEPXHEro MoJig JiucTa apaOckumu nudpamu 6e3
BCSKUX 3HAKOB MIPETTMHAHUS.

Ecmu AOKYMCHT UMCCT NPUIIOKCHHUEC, TO OHO II€YAaTaACTCA C HOBOU CTpaHUIIbI.

15. lnss  BBISIBACHUS W  UCHOPABJICHUS  BO3MOXHBIX  OIMMOOK B
MpaBOMUCAaHUM B CHOPMUPOBAHHBIX (ailmax pPEKOMEHIYEeTCsS OCYIIECTBISITh
MPOBEPKY JOKYMEHTOB, UCTOJb3YsI CUCTEMBI TPOBEPKHU MPABOMHCAHUS.

16. Kaxnplii TOKYMEHT CO BCEMHU MPUIOKEHUAMH K HEMY IOMEIIAIOT
B OTJEIbHBIN (hailsl (eciu MPUIIOKEHUS CO3/IaHbl OJTHUM Mpolieccopom ). BuyTtpu
daiina caMm JOKYMEHT M KaXJ0€ NPWIOKEHHE IOMEHIAI0T B OTACIbHBIC
pa3ensbl.

17. Bce pexkBU3UTBHI JOKYMEHTA OTIEIAIOT APYT OT Ipyra OJHOW IyCTOM
CTpOKoOi, oOpazyemoil cumBoiioM a63ana (9§ — knaBuma Enter). B Ttekcre
HE JIOJDKHO BCTpevaThes Oosiee ABYX CUMBOJIOB ab3alia moIpsiy.

18. He nmomyckaeTcsi mucaTh CIOBa C Pa3psiKOi, BCTaBISISL MPOOENbI
MeX1y OyKBaMHU B CJIOBaxX, 3a UCKIIOUEHUEM CJIOBA «PEIIWJIa» B PEIICHUSIX U
NpPOTOKOJIaX  3acelaHud  u3duparenbHol  komuccuu. He  momyckaercs
UCIIOJIb30BaHUE MpoOenoB st oOpa3oBaHusl ab3alHOro OTCTyna (KpacHOU
CTPOKHM) WJIM MYCTHIX CTPOK. B TeKkcTe He MOJKHO BCTpedaThecs MoAapsan Ooliee
OJIHOTO0 cUMBOJIa TipoOena. Pazgenenue nnunuanoB u damMmuinu, cumMBosia Ne u
yucia, MopsiAKOBOro HOMEpa CTaThH, YACTU, MyHKTA WM MOAMYHKTa IPaBOBOTO
aKTa, YyuCJa MeEcslla U Ha3BaHUSl Mecsdlla, YUCia rojia U CJIOBa «roj», JIFOOBIX
YUCJIOBBIX 3HAYCHUM W €JAUHUIl U3MEPEHHS JIeNaeTCs C MCIOJIb30BaHUEM
HepazaenuMoro npobena (couetanue knauin Shift — Ctrl — [Ipo6en).

19. He pomyckaercs BKJIIOYaTh B TEKCT JOKYMEHTa pa3ieiUTENbHBIC
JIMHUU, COCTaBJICHHBIC U3 LIEMIOYEK CUMBOJIOB (*, =, -, — U 1Ip.).

20. He pomyckaercs WUCIOJb30BAHME B PYCCKHX CIIOBAaX CXOJHBIX IO
HauepTaHuIo JaTuHCKuX OykB (A, a, B, C,c, E, e, H, K, M, O, 0, P, p, 1, X, X, y).

21. He nomyckaercss HCHOJIb30BaHHE CHUMBOJA TaOyisiuuu (—) [

oOpa3zoBaHusi aO3alHOrO OTcTyna (KpacHOW CTPOKM) WIM MYCThIX CTPOK.
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AO3alHBI OTCTYI YCTaHaBIMBAIOT B MeHI0 Dopmat/Al3al Wiud ¢ MOMOIIBIO
BEPXHETr0 JIBM)KKA HAa TOPU30HTAILHOM JIMHEWKE.

22. He nomyckaeTcsi MCHOJb30BAaHWE CHUMBOJIA «-» Il 0003HAUYECHUS
nepeHoca. BMecTto Hero cienyer HCMoib30BaTh CUMBOJI MSTKOTIO MEpeHoca
(xomOunHanus knapuil Ctrl — «-»).

23. Jlng HanmMcaHusl pUMCKUX LHU(P TOJKHBI UCIOJIB30BATHCS 3arjlaBHbIE
oykBbl natuHckoro andasura (I, V, X, C, D, L, M). Hcnonb3zoBanue ansa 3Tou
eI PYCCKUX OYKB U apaOCKUX HU(P HE TOMYyCKAETCA.

24. BmecTo OykBbI «E» momkHa ynotpednsatbes Oyksa «E» (kpome UMeH
COOCTBEHHBIX MPU HAIMYMHU MOATBEPKAAIOIIUX JOKYMEHTOB).

25. PexBusutbl «HanMeHoBaHMEe BHJA JIOKYMEHTa» JIOJDKHBI OBITh
BBIPOBHEHBI 10 LIeHTpYy. He nomyckaeTcst MCHOap30BaHME CUMBOJA ald3ama s
IpEepbIBaHUsl CTPOKM B IPOU3BOJBHOM MECTE, AJIA 3TOrO CIEAYET NMPUMEHATH

CHMBOJI pa3pbiBa CTpoku (komOuHamus kinaBuin Shift — Enter).



ITpunoxenne Ne 5

K TunoBol HHCTPYKIUU 10 AECITONIPOU3BOJICTBY
B TepputopraibHON U30MpaTENIbHON KOMUCCUN
B CankT-IlerepOypre

Chnucox PACCBLIIKHA MCXOAAIIUX TOKYMEHTOB

Ne HaunmeHoBaHMe oprana . .
ITosiHbIii MOYTOBBIN agpec
n/n (opranusanmnu)
[Ipencenarens

TepputopranbHON U30HUPATEIBHON KOMUCCHH Ne

Ucnionaurensp

«

»

20 T.




CoryiacoBaHue NpoeKTa;:
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ITpunoxxenne Ne 6
K TunoBol HHCTPYKIUU 10 AECITONIPOU3BOJICTBY
B TeppuropuansHoOit H30MpaTeTbHON KOMUCCHH
B CankT-IlerepOypre

WHHUIIUAJIBI, CI)aMI/IJ'II/IH

JIOJDKHOCTh

(nata)
JIOJDKHOCTB

(mata)
JIOJKHOCTB

(mata)
HNcnonaurens:
JIOJKHOCTB

(mata)

(moamuch)

HMHHUIINAJbI, (baMI/IJ'II/ISI
(moamucs)

HWHHUIIHNAJBbI, q)aMI/IJ'II/IH
(monnmce)

HMHHUIINAJbI, (1)aMI/IJ'II/IH
(moamuck)
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IIpunoxxenue Ne 7
K TunoBol HHCTPYKIUU 10 AECITONIPOU3BOJICTBY
B TeppuropuansHoOit H30MpaTeTbHON KOMUCCHH
B CankT-IlerepOypre

YTBEPX/IAIO
IIpencenarens TeppuropuanbHoit Komuccuu Ne

HWHHUIUAJIBI, q)aMI/IJII/IH

(noonucy)

« » 20 T.

OTt4er 0 pa3memieHnu pemieHuid TeppuropuaabHoi H30UpaTENbHOM
KoMuccuu Ne
caiite www.tik __ .spbik.spb.ru,
B pa3jaeJie «/J{OKyMeHTbD> H pacchblIKe 0 COOTBETCTBYIOUIUM aJpecaTam

3acenanue No 0T « » roaa
No Ne pemmienust Anpec pa3MenieHusi, aapecat pacChlIKU Jlata
n/m TUK pa3MelIeHus,
PacChUIKA
1
2
3

Wcnonuurens:




ITpunoxenue Ne 8
K TunoBoi HHCTPYKIUU 10 ACIOIPOU3BOICTBY
B TeppuropuansHoii H30MpaTeIbHON KOMUCCHH
B CankT-IlerepOypre

NEPEYEHD

NoAJICKAIIIUX KOHTPOJJI0O TOKYMECHTOB ¢ YKa3aHUEM CPOKOB UCIIOJTHCHHUSA

1. ®epnepanbHble KOHCTUTYIIMOHHBIE 3aKOHbBI, (eAepaibHble 3aKOHBI
Poccuiickoit @enepannu — COTJIACHO YKa3aHHOMY B HUX CPOKY.

2. VYxassl [Ipesunenra Poccuiickoit @enepanum — COrIacHO YKa3aHHOMY
B HUX CPOKY.

3. Pacnopsbxkenust Ilpesmmenta Poccuiickoit ®denepanuu — COTJIacHO
YKa3aHHOMY B HHX CPOKY.

4. TIlocrtanoBnenusi, pacnopsokeHus  IIpaButensctBa  Poccuiickoii
denepanniu — COTJIACHO YKAa3aHHOMY B HUX CPOKY.

5. 3axonsl CankTt-IleTepOypra — coriacHo yKka3aHHOMY B HUX CPOKY.

6. IloctanoBnenus 3akoHomatenbHoro CoOpanus Cankrt-IlerepOypra —
COTJIACHO YKa3aHHOMY B HUX CPOKY.

7.  IloctanoBnenus IlpaButensctBa Cankrt-lleTepbypra — coriacHo
YKa3aHHOMY B HHX CPOKY.

8.  Pacnopspkenuss I'ybepnatopa Caunkrt-lleTepOypra —  COTJIacHO
YKa3aHHOMY B HHX CPOKY.

9. Ilapmamentckue 3ampocel CoBera @enepaunun DenepanbHOTO
CobOpanusi Poccuiickoit ®@epeparnuu, [ocynapctBennoit dymbr denepanbHOro
CoOpanusi Poccuiickoit ®@enepanuu — HE MO3AHEE 4YeM 4depe3 15 kameHaapHBIX
IHEW CO JTHA MOJIyYEHHUs MAapIAMEHTCKOrO 3amnpoca WIH B MHOM yCTaHOBJICHHBIN
cooTBeTCTBYIoMIEH manaroi DenepanbHoro CoOpanus Poccuiickoii ®denepanuu

CPOK.
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10. 3anpocer unenoB CoBera @Deneparuun DenepansHoro CoOpaHus
Poccuiickon ®enepanuu, aenyraroB l'ocymapcrBeHHou [Iymsl DenepanbHOTO
CoOpanusi Poccuiickoit ®@enepanuu — He mo3aHee yeM udepe3 30 kajaeHIapHBIX
JTHEU CO JHS €ro IOJIYYEeHUs WA B UHOW COTJIaCOBAHHBINM C MHULIMATOPOM 3aIpoca
CPOK.

11. O6pamenuss wienoB Coera Denepanuun DenepanbHoro CobOpaHus
Poccuiickon ®enepanuu, aenyraroB l'ocymapcrBeHHou [ymsl DenepanbHOTO
CoOpanmsi  Poccumiickoit  ®eneparud 1O  BONpPOCaM, CBSI3aHHBIM C  HX
JEeSATENbHOCThI0, — Oe3oTiaratesibHO (2 TMpU  HEOOXOAMMOCTH  IOIYYEHHUS
JOTIOJIHUTENIbHBIX MAaTE€pUaIOB — HE Mo3/Hee 4yeM 4depe3 30 KaleHAapHbIX AHEU
CO JIHSI IOJTy4EeHUsT 0OpallieHus).

12. OOpamenus Ty TaTOB 3aKOHOAATEIBLHOTO CoOpanus
Cankr-IlerepOypra — B CPOK, YCTaHOBJEHHBIM 3aKOHOJATEIbCTBOM
Cankt-IletepOypra.

13. IIucema n3 Anmunuctpauuu [Ipesmpenta Poccuiickonn ®denepanuu,
[IpaButensctBa Poccuniickoit ®enepanun, Koncrurynmonnoro Cyna Pocculickoi
Oenepanun, BepxoBHoro Cyaa Poccuiickoit @enepanuu, ['eHepanbHOM
npokypatypsl Poccuiickoit denepanum, agmuauctpanuu I'yoepnatopa CaHKT-
[lerepOypra — B COOTBETCTBUM C YyKa3aHUAMH IO MCIOJHEHUIO JIOKYMEHTa
npeacenarens TeppuropuasbHOM KOMHCCHM, €CIIM B HUX HE YKa3aH CpPOK, — HE
no3aHee yeM uepes 30 KaJeHaapHbIX JHEH.

14. TIlpotect mpokypopa — He mo3aHee yem yepes 10 KajaeHaapHbIX JHE.

15. TlpencraBieHue npokypopa — He mo3jaHee yeM uepe3 30 kKaJleHIaapHbIX
JTHEH.

16. OOpamenusi rpaxaaH IO BompocaM BBIOOPOB U pedepeHlyMOB —
1o 30 xkaneHJapHbIX JAHEH, a TOCTYNUBIINE B MEPUO] U30UPATEIbHON KaMITaHUH —
B cooTBeTcTBUU ¢ DenepaibHbiM 3aKOHOM «OO0 OCHOBHBIX TapaHTHUSX
M30UpaTeNbHBIX MPaB U MpaBa Ha yyacTue B pedepeHayme rpaxaan Poccuiickoit

Qenepauuny.
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17. Tlepecwuika oOpallleHHi TpakaaH, COJEpIKAINX BOMPOCHI, PEIICHUE
KOTOPBIX HE OTHOCHUTCA K KOMIETEHIMH TeppuTOpuaibHOM KOMHCCHH,
OCYIIECTBIIIETCS B TCUEHUE CEMU KAJICH/IAPHBIX JHEH.

18. OOpamenus CpeACcTB MacCoBoMl HHGOpPMANMU IO  BOIpocaMm
npeaocTaBieHuss uWHpopMaluu — ceMmb KajdeHIaapHbIX aHe. Eciau TpeOyemblie
CBEJICHUSI HE MOTYT OBbITh IPEJOCTABJICHBI B YKa3aHHBIM CPOK, TO JOMYCKAETCS
OTCpPOYKa B MPEJOCTABICHHH 3ampaiimBacMoid HMHGOpPMAIIMH C BpPYYEHHEM B
TPEeXJTHEBHBIH CPOK CO JHS IIOJIyYEeHHS MHCBMEHHOIO 3arpoca HHGOpMaIuu
YBEJIOMJIEHUS 00 OTCpPOYKE MPE/ICTABUTENI0 PEAAKIIMKU, B KOTOPOM YKa3bIBAIOTCS
NpUYMHA OTCPOYKH, JaTra, K KOTOpOW OyJeT MNpelocTaBlieHa 3ampalinBaecMas
nHpopMalus, AODKHOCTHOE JIMIO0, YCTAaHOBUBIIEE OTCPOYKY, JaTa MPUHATHS
penieHusi 00 OTCPOUKE.

19. 3ampoc rocy1apcTBEHHOrO OpraHa, opraHa MECTHOTO CaMOYIIPABJICHUS
WIM JOJDKHOCTHOTO JIMI[A, PACCMATPUBAIOIIETO OOpallleHHe TpakIaHUHA,
JTOKYMEHTBI W MaTepualibl, HEOOXOAWMBIC JUIi PACCMOTPEHHUs] OOpalieHus,
MPEIOCTABIAIOTCS B Te4YeHHWE 15 JHeW, 3a HCKIIYEHHEM JOKYMEHTOB U
MaTepHaaoB, B KOTOPBIX COAEPIKATCS CBEICHUS, COCTABIISIIONINE TOCYIapCTBEHHYIO
WIM  HWHYIO OXpaHseMmylo ¢deaepalbHbIM 3aKOHOM TalHy, M IS KOTOPBIX

YCTAHOBJIEH OCOOBIN MOPSIAOK MPEAOCTABICHUSI.
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ITpunoxenue Ne 9
K TUnoBol HHCTPYKIUHU 10 ACIOIPOU3BOACTBY
B TeppuropuansHoit H30MpaTeIbHON KOMUCCHH
B CankT-IlerepOypre

YTBEPXKJIAIO

IIpencenarens TeppuropuanibHOU
n30upaTenbHOl Komuccuu Ne

MOANUCE  PacIIU(POBKA ITOIHCH

20 T
HOMEHKJIATYPA JEJI
TeppuTopuajbHOil M30UpPaTENbHOI KOMHCCHH Ne Ha 20 roa
Vreke Kon-Bo Cpok xpaHeHus nena
ezjlla 3arosoBok nena nein (ToMOoB, (ToMa, yacTu) [Ipumeuanue
g (Toma, HacTn) yacreii) 1 Ne cTareii 110 TIepeyHIo
1 2 3 4 5
HasBanue pasnena
HanmeHoBanue NOJKHOCTH COCTaBUTEIIA [Tonnucs PacmmudpoBka
HOMEHKJIATYPBI MOANHCH
aTa
COI''TACOBAHO COI'NTACOBAHO
[Iporokon DK Cekperapp Cankt-IlerepOyprekoit
or No n30UpaTeNbHON KOMUCCHH

Ioanuce pacmmdpoBKa MOAIICH
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IIponomxenue npuinoxerust Ne 9

Hrorosas 3anuch 0 KaTeropusax U KOJIMYECTBE JIE]1, 3aBEICHHBIX B rony B
TeppuropuanbHoii n30MpaTenbHON KOMUcCHH Ne

B ToM uucie

[To cpokam xpaHeHus Bcero ——— C OTMETKOM
«IIK»
1 2 3 4
[TocrostHHOTO

Bpemennoro (cBbiie 10 ser)

Bpemennoro (10 10 et BKIIOYUTENBHO)

HUTOTI'O:

HanMenoBanue NOIKHOCTU COCTaBUTENS ITonnuce PacmmgpoBka
HOMEHKJIATypbl MIOAIIUCHU

aTa
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ITpunoxxenne Ne 10
K TunoBoi HHCTPYKIUU 10 AECITOIPOU3BOICTBY
B TeppuropuansHoii H30MpaTeIbHON KOMUCCHH
B CankT-IlerepOypre

TeppuropuanbHast komuccus Ne YTBEPXIAIO

[Ipencenarens

OIUCD Ne TeppuropranbHOil KomMuccur Ne

ACII MOCTOSAHHOI'O XPAaHCHUA

3a ron [oanuco Pacimdporka noarmicu
ara
Ne Nunekc Kpaiinne | Kon-Bo
3arosoBoK Aena IIpumeuanue
/1 nena aThl JINCTOB
1 2 3 4 5 6

B nannbIil pasznen onvucu BHECEHO

(yughpamu u nponucwo)

c Ne mo Ne , B TOM 4HCJIE:

JIMTCPHBIC HOMCpA:

IIPOIYIICHHBIE HOMEpA:

HanmeHoBaHue NOJKHOCTH COCTaBUTENIA [Tonmuce Pactmndposka moamucu
OIIUCH
lara
COI'JTACOBAHO YTBEPX/IEHO
IIporokosn OK IIpoToxkoi LleHTpanbHON 3KCIIEPTHO-

[IPOBEPOYHON METOAUYECKON KOMUCCHHU
ApxusHoro komurera Cankr-IletepOypra

oT Ne oT Ne




TeppuropuanpHas komuccust Ne

OIIUCDb Ne

&9

ITpunoxenne Ne 11

K TUnoBol HHCTPYKIUHU I10 ACITOIPOU3BOICTBY
B TepputopuaibHON U30MpaTENIbHON KOMUCCUN

nen BpemerHoro (10 et u 6oyiee) XpaHeHUS

B CankT-IlerepOypre

YTBEPXJIAIO

IIpencenarens
TeppuropuanbHoit koMuccuu Ne

3a ron Ioanuce PacumdpoBka nmozmicn
Hara
Ne WNupexe Kpaitnue | Kou-Bo Cpok
3aroyioBOK jena IIpumeuanue
/i nena JaThl JINCTOB XpaHEHUst
1 2 3 4 5 6 7
B nannbIi paznen onvucu BHECEHO
(yugbpamu u nponucwio)

c Ne mo Ne , B TOM 4HCJIE:
JIMTEpHbIE HOMEPA:
MPONYILIEHHBIE HOMEpPA:
HanmeHoBaHue NOJDKHOCTH COCTaBUTEIIA [Tonmuce PacimdpoBka noamnucu

OITMCHU

aTa

COI'NTACOBAHO
IIporokosn 9K

OoT Ne

COI'JTACOBAHO
Cexperappb Cankr-IlerepOyprekoit
n30UpaTeNbHON KOMUCCHH

©.1.0.




TeppuropuanpHas komuccust Ne

OIIUCDb Ne

JIEJ1 110 JIMYHOMY COCTaBy
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ITpunoxxenne Ne 12
K TunoBol HHCTPYKIUHU 10 ACIOIPOU3BOACTBY
B TepputopuaibHON U30MpaTENIbHON KOMUCCUN
B CankT-IlerepOypre

VTBEPXKJIAIO

[Ipencenarens
TeppuropuansHoil Komuccuu Ne

3a ron Hoanuce PacumdpoBka noamicu
ara
Ne Nupeke Kpaitnue | Kou-Bo Cpok
3aroyioBOK Jena IIpumeuanue
/i nena JaThl JINCTOB XpaHEHUst
1 2 3 4 5 6 7
B nannbIi pa3znen onvucu BHECEHO
(yughpamu u nponucwio)

c Ne mo Ne , B TOM 4HCJIE:
JIMTEpHbIE HOMEPA:
MPONYILIEHHBIE HOMEPA:
HanmeHoBaHue OJKHOCTH COCTaBUTENIA [Tonmuce PacimdpoBka noamnucu

OITMCH

JlaTta
COI'JTACOBAHO
IIporokon OK
oT Ne

oT

COI'NTACOBAHO
IIpoToxou LleHTpanbHOM dKCIIEPTHO-
MIPOBEPOYHON METOAUYECKON KOMUCCUU
ApxusHoro komutera Cankr-IletepOypra

Ne




TepputropuanbHast komuccust No

AKT

No

(mecmo cocmaenenus)
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ITpunoxxenne Ne 13
K TunoBoi HHCTPYKIUU 10 ACIOIPOU3BOACTBY
B TeppuropuansHoii H30MpaTeIbHON KOMUCCHH
B CankT-IlerepOypre

VTBEPXJIAIO

[Ipencenarens
TeppuropuanbHoit KoMuccuUU Ne

(0] BbIACJICHUN K YHHUYTOXKCHUIO TOKYMECHTOB,
HE NMOAJICKAIUX XPAHCHUIO

Ha ocHoBanun

Ilepeuns  TUIIOBBIX

MOJIHUCH Pactmgposka
MOJTUCH
Jlara
YIIPaBJICHYCCKUX APXUBHBIX AOKYMCHTOB,

06pa3y10u11/1xcsl B IMponecce ACATCIbHOCTH TOCYHAPCTBCHHBIX OPraHOB, OpraHOB MCCTHOI'O

CaMOYNPABJICHUS! W OpraHu3aluid,

C YKa3aHUEM CpPOKOB XpaHEHMs M HOMEHKIATyphbl e

TeppuropuanbHoil n30uparenbHO Komuccun Ne 0TOOpaHbl K YHHUYTOXXEHHIO Kak He
UMEIOIUME HAyYHO-UCTOPUYECKOW LEHHOCTH U  yTpPaTHBIIME IPAKTUYECKOE 3HAUYEHUE
JOKYMEHTHI.
3aroyioBOK zena WNHpaexc nena no
. . Cpoku xpaHeHus
Ne WJIU TPYIIIOBOU Kpaiinue HOMEHKJIAType Kon-Bo . | Ilpume-
1 HOMepa cTarei
n/n 3aroJIOBOK JIaThl WM HOMED Jea en. Xp. JaHHe
0 NIEPEYHIO
JIOKYMEHTOB 10 OIIUCHU
1 2 3 4 5 6 7
Hroro: el. Xp. 3a rOJIbI

(IpoTOKOI OT

(yughpamu u nponucwo)

«»

OHI/ICI/I JCJI ITIOCTOSSTHHOT'O XpaHeHI/IH 3a
coriracoBansl ¢ DK

T. Ne

TOZIbI YTBEPXKICHBL, I10 THYHOMY COCTaBY
Cankr-IletepOyprckoit n30MpaTeTbHON KOMUCCHU

(HaumeHoBaHUe OONIHCHOCMU TUYA, HPOBOOUBLULE20 IKCNEPMU3Y YEHHOCMU OOKYMEHN08)

laTa

(noonucwv)

(unuyuansl, pamunus)
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IIponomxenue npunoxenust Ne 14

COT'JIACOBAHO COT'JIACOBAHO
[IpoTokon DK Cekperapp CankTt-IletepOyprekoit
n30UpaTenbHON KOMUCCUU
ot No ®.1.0.
JIOKyMEHTBI B KOJIMUECTBE Jie1, TOMOB
BECOM KT CIaHbI B

(HaumeHoBaHUEe OpeaHU3AYUL)

Ha repepaboTKy MO MPUEMOCIATOYHOM HAKIaJHON OT Ne
(0ama)

HaummenoBanue JOJIZKHOCTH JIH1a,
CAAaBUICTO JOKYMCHTLL

Iara Tloonuco Pacwugposra noonucu

N3meHnenus B YYCTHBIC JOKYMCHTBI BHCCCHLIL

HanmeHnoBanue n0MKHOCTH ML ,
BHECLIErO U3MEHEHUS B yYETHBIE
JIOKYMEHTBI

JlaTta Tloonuce Pacwugposra noonucu
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ITpunoxxenne Ne 14
K TunoBoi HHCTPYKIUU 10 AECITOIPOU3BOICTBY
B TeppuropuansHoii H30MpaTeIbHON KOMUCCHH
B CankT-IlerepOypre

TepputopuanbHas uzdbupareabHas Komuccus Ne

YTBEPXIAIO
AKT IIpencenarens
20 r. Ne TeppuTtopuansHOi H30UpaTEIbHOM

rkoMmuccuu Ne

MEeCTO COCTaBJIEHUSA

Ioanucy pacmmdpoBKa HOAIICH
OO0 yHHYTOKEHUH JOKYMEHTOB
€ OTPAHMYCHHBIM CPOKOM

XpaHeHust

( AMH, 1 ron, 3 rona, 5 ner)

aTa

Ha ocHoBanun Ilepeuns THUIOBBIX YIPAaBJICHYECKUX apPXUBHBIX JOKYMEHTOB,
o0pa3ylomuxcss B MpoLecce AeATeNbHOCTH TOCYyJapCTBEHHBIX OPraHOB, OPraHOB MECTHOI'O
CaMOYNpABJIEHUS W OpraHMU3alMi, C YKa3aHUEM CPOKOB XpaHEHMsI M HOMEHKJIATYypbl el
TeppuropuanbHoii n3bupatenbHOW komuccun Ne  OTOOpaHbl K YHHUYTOXKEHHIO KakK He
UMEIOIUME HAYyYHO-UCTOPUYECKOW LIEHHOCTH W  yTpaTHBIIME IPAKTUYECKOE 3HAUYEHUE
JOKYMEHTHI.

3aronoBok zena Wunexc nena nmo
plene . JICKE L Kon-so CpoKu XpaHEHHSA
Ne WM TPYNIIOBOM Kpaiinue HOMEHKJIaType el Xp . IIpume-
- Xp- U HOMepa craTeit
i 3aroJIOBOK JaThI WM HOMED Jiefa JaHHe
(ncToB) 0 TIEPEYHI0
JIOKyMEHTOB 0 OIIACH
2 3 4 5 6
Hroro en.xp. (JIucToB) 3a roj
(1),
(umdpamu, IPONUCHIO)
Becom KI' CJaHbI B Ha
(HauMeHOBaHHE OPTaHHU3ALNHN)
nepepaboTKy 10 MPUEMO-CIATOYHOM HAKIIaJHOM OT Ne

(W11 YHUYTOKEHBI ITyTEM U3MEJIbYEHMs (LIPEIUPOBAHNs) HA CIIEHUATN3UPOBAHHOM

o0opynoBaHuu 0e3 BO3MOKHOCTH BOCCTAHOBIICHHS ).
Jarta BpEMs
COI''TACOBAHO COI''TACOBAHO
[IpoToxon DK Cekperappb CankTt-IlerepOyprckoit

I/I36HpaTCHBHOﬁ KOMHUCCHUH

©.N.0.

oT No
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K TUnoBol HHCTPYKIUHU I10 ACITOIPOU3BOICTBY
B TepputopuaibHON U30MpaTENIbHON KOMUCCUN

ITpunoxxenne Ne 15

B CankT-IlerepOypre

BHYTPEHHSAA OIIUCH

AOKYMEHTOB JeJia No

Ne Nunekc Hara Howmepa
3aroJIoBOK JOKyMEHTa [Ipumeuanue
m/m | JAOKYMEHTa | JOKyMEHTa JIUCTOB JIeJIa
1 2 3 4 5 6
HUroro: TOKYMEHTOB

(umdpamu 1 IPONUCHIO)

KonnuecTBo IMCTOB BHYTPEHHEN ONucH

HaummenoBanue JOJIKHOCTH JIMIIA,
COCTaBUBUICT'O BHYTPCHHIOIO OIMUCH
AOKYMCHTOB JICJIa

JlaTa

Tlonnuce

(umdpamu 1 IPONUCHIO)

PacumdpoBka moamicu
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ITpunoxxenne Ne 16
K TunoBoi HHCTPYKIUU 10 ACITOIPOU3BOACTBY
B TepputopuaibHON U30MpaTENIbHON KOMUCCUN
B CankT-IlerepOypre

JIMCT-3ABEPUTEJIb JIEJIA Ne

B neno moamuro v npoHyMepoBaHO nucToB(a),
(umdpamu 1 IPOIUCHIO)
B TOM YHCIIE:
JUTEPHBIE HOMEPA JIUCTOB
IIPOIYILIIEHHbIE HOMEPA JIUCTOB
+ JIMCTOB BHYTPEHHEW ONKCH
Oco6eHHOCTH (PU3NYECKOTO COCTOSTHUS U Howmepa
dbopmMupoBanus nena JIMCTOB

1

2

HanmMmenoBanue 10IKHOCTH
TToxmuce

JlaTta

PacumdpoBka noamicu
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ITpunoxxenne Ne 17
K TUnoBol HHCTPYKIUHU I10 ACITOIPOU3BOICTBY
B TepputopuaibHON U30MpaTENIbHON KOMUCCUN
B CankT-IlerepOypre

TEPPUTOPUAJIBHAA U3BUPATEJIBHAS KOMUCCHS Ne
CAHKT- IIETEPBYPI'

JEJIO Ne

(3a201080k dena, mom oeia)

(kpatinue oamoi)

Ha JIUCT
D. Ne
On. Ne
A Ne

XpaHUTH
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ITpunoxxenne Ne 18
K TunoBoi HHCTPYKIUU 10 AECITOIPOU3BOICTBY
B TeppuropuansHoii H30MpaTeIbHON KOMUCCHH
B CankT-IlerepOypre

YTBEPXJAIO
[Ipencenarens
TeppuropuanbsHOn
n30upaTenbHON KoMuccuu Ne

YTBEPX/IAIO
[Ipencenarens
Cankr-IletepOyprckoit
n30UpaTenbHON KOMUCCUU

oAU Ch pacnm(prBKa IIOAIMUCH IoAIMUCh paCIHI/I(prBKa oA CH
[ara ITeuats Jara ITeuats
AKT Ne
npuemMa-nepeiayu
ApPXHUBHBIX JOKYMEHTOB Ha
XpaHeHue
(ocHosanue nepedauu)
(naszsanue nepedasaemoeo ¢onoa)
TeppuropuanbHas n3duparebHas KOMHCCHSA Ne B JuLe
chama, a
JIOIKHOCT®, (hamMITHsI, HHUTTAAJTBI
Cankr-IlerepOyprekas n3dupartebHas KOMHUCCHHA B auue
JOmKHOCTD, (haMWMITHs, HHUATTHAJTBI
MPUHSATIA JOKYMEHTHI Ha3BaHHOTO (DOHJIAa U CIIPABOYHOTO MaTepuasia K HUM:
Ne n/mt HasBanue, Homep onucu KonunuectBo KomnuectBo | Ilpumeuanue
JK3EMIUISPOB el. Xp.
OIUCH
1 2 3 4 5
Hroro npuHaTO en.xp.
Ilepenauy npoussenu:
JlomKHOCTD ITonnuce Pacmm¢poBka  JlomkHOCTD [Tonmucs  PacmmgpoBka
Hara Jara
®onny npucsoeH Ne
N3meHeHus B y4eTHbIE JOKYMEHTBI BHECEHBI
JlomKHOCTD IToanuce PacmmgpoBka

ara
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ITpunoxxenne Ne 19
K TunoBoi HHCTPYKIUU I10 ACIOIPOU3BOACTBY
B TeppuropuansHoii H30MpaTeIbHON KOMUCCHH
B CankT-IlerepOypre

(I)opMa PErNCTPAIIMOHHOIO KYPHaAJIa BXOAAIIINX TOKYMCHTOB

Hara Peructpa | Koppecnt | Homep wu | Comepx | Pezomo | Ucnon | Cpox | Otmer | Hom

[I0JIyye | IMOHHBIM | OHJEHT | Jara aHue s HUTENb | UCIIOJT | Ka 00 | ep

HUs HOMED JOKYMEHT HEHUs | UCHOJ | Jena

a HEHUU
dopmMa perucTPAHOHHOIO KYPHAJIA UCXOAALIUX JOKYMEHTOB

Hata Perucrpanmonnsiii | Aapecar | Kparkoe Kro Hcnonnurens | Homep nena

OTIIPABJIECHUS | HOMEP COJIEp’KaHue | IOoANncal C  KomMeH

JOKYMEHTA JOKYMEHTa | JOKYMEHT UCXOASILETO
JOKYMEHTa




