IIpunoxxenue
K pemennto Cankt-IleTepOyprekoit
n30UpaTeNbHON KOMUCCHH
ot 25 nexabps 2018 roga Ne 84-14

HHCTPYKIUA
MO JEJOIPOU3BOJICTBY B CAHKT-IETEPBYPI'CKOI
W3EUPATEJBbHON KOMUCCHUU

1. OOmmue mo10KeHHUsA

1.1. Muctpykuust mo  pemompousBojctBy B Cankt-IlerepOyprekoit
n3buparenbHO komuccuu (nanmee — WHCTpykuMsi) ycTaHaBIMBAET MOPSIAOK
paboTtel ¢ JIOKyMEHTaMHU, OCHOBHBIE npaBujia  UX  [OATOTOBKHU
u odpopmienuss B Caunkrt-lletepOyprckoit uzbuparenbHOM komuccuu (najiee —
n30upartesnbHasi KOMUCCHUS ).

1.2. UacTpykumst pa3paboTaHa Ha OCHOBaHWM (eepalbHBIX 3aKOHOB
ot 12 utonst 2002 roga Ne 67-®3 «O0 OCHOBHBIX rapaHTUSIX U30UpATETbHBIX MPaAB
U mpaBa Ha yuyactue B pedepennyme rpaxaan Poccuiickoit @enepanuuny (ganee —
Oenepanbabiii  3ak0oH  No 67-D3), ot 22 oxta0ps 2004 roma Ne 125-03
«O0 apxuBHOM Jene B Poccuiickoit @enepanuun», ot 2 mas 2006 roga Ne 59-03
«O mopsgke paccMOTpeHHs oOpamieHui Tpaxkmad Poccuiickoit deneparuny,
¢ ydyeroM mnioctaHoBieHus  IlpaButensctBa  Poccuiickoi denepanuu
or 3 HosiOps 1994 roma Ne 1233 «O6 ytBepxknenuun llonoxeHus o mopsiake
oOpaleHust co ciykeO0Hoil uHdOopMalueil OrpaHUYEHHOTO PACIPOCTPAHEHUS B
(dbenepanbHbIX OpraHax MCHOJHUTENBHOW BIACTU W YINOJIHOMOYEHHOM OpraHe
yIpaBJEHUS UCIOIb30BAaHUEM aTOMHON PHEPTUM U YMOJHOMOYEHHOM OpraHe Io
KOCMHYECKON JesTenbHOCcTHY, I[lpaBun nemompous3BOACTBa B (penepalibHbIX
opraHax  HCHOJHUTENbHOW  BIACTHU,  YTBEPXKACHHBIX  MOCTAHOBJICHUEM
[IpaButensctBa Poccuiickoir @Penepaumu ot 15 wurons 2009 roma Ne 477,
Metoauueckux peKoMeHAaIi Mo pa3padoTKe UHCTPYKIUH MO AEIONPOU3BOJICTBY

B (emepanbHBIX OpraHax HUCIOJHUTEIBLHON BIACTH, YTBEPXKICHHBIX HPUKA30M
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denepalbHOTO apXUBHOTO areHTcTBa OT 23  nexadbps 2009 roma Ne 76,
MOCTAHOBJEHUNA W UWHBIX HOopMmaTuBHbIX akToB [[WMK Poccuu, mzbuparenpHoi
KOMHCCHH, Pernamenta  u30upaTenbHONl ~ KOMMCCHH, YTBEPKIECHHOTO
noctaHoBnenueMm Cankrt-IlerepOyprckoii u3buparenbHOo Komuccun oT 14
ceHtsiOpss 2017 roma Nel1l1-13, ¢ wucnons3oBanuem ['OCTaP 7.0.8-2013
«Hammonaneubelii ctanmapt Pocculickonn ®denepanuu. Cucrtema CTaHAAPTOB MO
uHpopManuu, OUOIMOTEUYHOMY UM M3JATENIbCKOMY jeny. Jlenonpous3BOACTBO U
apxuBHoe paeno. Tepmunbl u onpeneneHus», ['OCTa P 7.0.97-2016 «Cuctema
CTaHgapToB 10 uH(OpMauuu, OUOIMOTEYHOMY U HU3AATEIBCKOMY JETy.
Opranu3aliMOHHO-paCHOPSAAUTEIbHAS JOKYMEHTALIHS. TpeboBanus K
0(pOPMIIEHHUIO JOKYMEHTOB.

1.3. [Tonoxxenust UTHCTpYKIIMK pacpoOCTPaHSIIOTCS HA OPTraHU3aIluI0 pabOThI
C JOKYMEHTaMH HE3aBHCUMO OT BHUJAa HOCHUTEISl, B TOM YHUCJE C DJIEKTPOHHBIMU
JIOKyMEHTaMH, BKJIIOYas MOJTOTOBKY, PETUCTPAIMIO, MPOXOXKIACHUE, XPaHECHHE U
UCIIOJIb30BAHUE JIOKYMEHTOB, OCYIIECTBIISIEMbIE CpPEICTBAMU MPOTPaAMMHOTO
m3nenuss  «JAEJIO»  moxacucremsl  okymeHTooOOpota  ['ocymapcTBeHHOM
aBTOMaTU3upoBaHHOM cucteMbl Poccuiickoit ®denepaunu «BwiOopsl» (nanmee —
I[I1 JEJIO), enuHOM CHUCTEMBI JJEKTPOHHOTO JOKYMEHTOOOOpoTa U
JICTIONPOU3BOJICTBA ~ UCIIOJIHUTENBHBIX ~ OPraHOB  TOCYAapCTBEHHOW  BIACTH
Cankrt-IlerepOypra (menee — ECOMIJI) u cucrembl peructpamuu «CiayxeOHas
KOPPECIIOHACHITUS .

PaGota ¢ noKyMeHTamMH N0 OpraHu3alMy 3aKylOK OCYIIECTBISAETCS B
cooTBeTCTBUH ¢ HOpMaMmu DeaepanbHoro 3akona ot 5 anpens 2013 roga Ne 44-03
«O KOHTpakTHOM cucTeMe B cdepe 3aKylmoK TOBapoB, pabOT, yCIyr uist
o0OecrieueHus] TOCYJapCTBEHHBIX M MYHUIMNAIBHBIX HYXA», [lonoxkeHnem o
KontpaktHoit cnyx6e Caunkrt-IletepOyprckoit  m30upaTeabHOM  KOMHUCCHH.
Oco0eHHOCTH OpraHu3aluu JOKYMEHTOOOOPOTa, OTHOCAIIETOCS K OpraHu3aluu
3aKyMOK, TMpaBujia MOATOTOBKM U OQPOPMIICHHS TaKUX JOKYMEHTOB, a TaKke

IMOPAI0K pa6OTBI C HHMMH MOT'YT JOITIOJIHUTCIIBHO yCTaHaBJIMBATLCA



4
COOTBEeTCTBYIOIUMHU HOpMmaTuBHbIMH akTamu [[MK Poccuum u usbuparenbHOM
KOMUCCHH.

1.4. [IpaBuna moAroToBKU, OOpMIICHHS] JOKYMEHTOB U MOPSIAOK padOThI €
HUMH, TpeaycMoTrpeHHble  MHcTpykuwmeit,  oOs3aTenbHbl  JUIsl  YJICHOB
M30UpaTebHOW KOMUCCUHU, TOCYIapCTBEHHBIX MPaKAaHCKUX CIYXKAIlMX ammapara
n30UpaTeNbHOW KOMHCCUU (Jajee — TpakJAaHCKHUE CIyXKallkue) W Trpaxias,
3aMEIIAIUX JTOIKHOCTH, HE SBJISIOIIMECS JOJDKHOCTSAMHM TOCYAAapCTBEHHOU
TPAKIAHCKON CIyXObl, a Takke TIpaxJaH, MPUBICKAEMbIX IO TPaKIAHCKO-
MPaBOBBIM JIOTOBOpaM JIjIsl 00ecTieUeHUs IeATeIbHOCTH U30MPATEIbHON KOMUCCHH.

1.5. Benenue nenonpous3BOACTBa M30MpATENbHON KOMUCCUHU OCYIIECTBISET
FpaKIaHCKUN CIY>KalllMi anmapara u30uparebHOW KOMUCCUU B COOTBETCTBUU CO
CBOUM JOJKHOCTHBIM PETIAMEHTOM.

1.6. I'paxkiane, MOCTYNUBIIKNE HA TOCYJAPCTBEHHYIO TPAXKJIAHCKYIO CIIyX Oy
B amnmapat u30upaTeNbHOW KOMHUCCUHU, JUOO Ha JOJDKHOCTH, HE SIBISIOIIHECS
JOJDKHOCTAMHM  TOCYJApCTBEHHOW Tpa)XIaHCKOW CIykKObl, a Takxke TpaxiaaHe,
NPUBJIEKAEMbIE [0 TPaXJaHCKO-NPABOBBIM JOTOBOpaM sl  OOecCreyYeHus
NEeATeNIbHOCTH HU30UpaTeIbHON KOMHUCCHUM, JOJDKHBI OBITh O3HAKOMJICHBI IO
NOANUCh € TEKCTOM MHCTpyKIMKM TpakKAaHCKUM  CIyKalluM  armapara
n30upaTenbHON KOMUCCUU, OTBETCTBEHHBIM 3a BEJICHUE JIETONPOU3BOICTRA.

1.7.B cinydae yxoma B OTIYCK, Bble3la B KOMaHJIUPOBKY, O00JI€3HHU,
YBOJIbHEHHUSI ~ WCIOJIHMUTENS  JIOKYMEHTOB,  Mpeacenareib  (3aMecTUTEeNb
npejcenaTens, CeKpeTrapb)  M30MpATENbHOM  KOMUCCHM  J1aeT  yKa3aHUe
rpaXJaHCKOMY CIIy’>KallleMy, OTBETCTBEHHOMY 32 BEIECHUE JICJIONPOU3BOJCTBA B
n30uparenbHOM  KOMHUCCHM  (Jlaleé  —  OTBETCTBEHHBIM  3a  BEJICHHE
JICJIONPOU3BOJICTBA),  MEpelaTb  HEUCIOJHEHHbIE  JIOKYMEHThl  JPyromy
ucnonHurento.  Ilpy  yBOJNBHEHMM  TPaXIAHCKAM  CIIy)KallMh — NEepenaeT
HaxOoJsIIMECs] y HEro Jena M JIOKYMEHTBI M0 aKTY OTBETCTBEHHOMY 34 BEICHHUE
JETONPOU3BOACTBA.

1.8. [Ipu paboTte ¢ 1OKyMEHTaMU, 3apPETUCTPUPOBAHHBIMU B YCTAHOBJIEHHOM

IopsAAKES, B TOM HYHUCIIC IIPpHU pa60Te C JOKYMCHTaMH, NPCACTAaBIICHHBIMH OJIA
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COTJIACOBAHMS, HE pa3pelIacTcsi BHOCUTh B HUX IONPAaBKH M JAeNaTh IOMETKH,
KpOMe NpeayCMOTPEeHHBIX MHCTpyKIMEN.

1.9. lenonpousBoACTBO B H30UPATEIHHON KOMHUCCHHM OCYIIECTBISIETCS C
ucnonszoBanueM [N JIEJIO wu cucremsr peructpauun  «CroyxeOHas
KOPPECTIOHICHIIUS ».

Hoctyn k IIM JAEJIO ocyuiecTBiseTcs B COOTBETCTBUU C PeriiameHToM
MCIIOIb30BaHUsl UH()OPMALIMOHHBIX PECYPCOB KOMILIEKCA CPEACTB aBTOMATHU3ALIUU
m3buparensHori komuccuu (manee — KCA HKCP®) no pacnopskeHHro
npejaceaaTens n3dupareabHON KOMUCCHUMU.

Hoctyn k cucreme peructpauun «CiyxeOHas KOPPECTOHACHITUS
OCYILIECTBIIAETC B  COOTBETCTBHM €  PACIOpPSKEHUEM  IPEACceNaTelist
n30HUpaTeNbHON KOMUCCHUH.

1.10. ITN IEJIO mpenocTaBisieT BO3MOXKHOCTh pabOTaTh C 3JIEKTPOHHBIMU
oOpazaMu JOKYMEHTOB M 3JIEKTPOHHBIMH JOKYMEHTaMHU, OCYIIECTBISTH B 0ase
JAHHBIX aBTOMATU3UPOBAHHBIA MOWCK JOKYMEHTOB IO PAa3JIMYHBIM KPUTEPUSIM,
OPraHU30BbIBATh KOHTPOJb MCIIOJHEHHUS [IOKYMEHTOB M MOPYYEHHM, a TaKkKe
MOJIy4yaTh CTATHUCTHUYECKHE OTYEThl MO JIOKYMEHTOOOOpPOTY B U30UpATEIbHOM
KOMUCCHH.

1.11. Hokymentsl, conaepxauuecs B [ JIEJIO, Moryt ObITh MOJNHMCAHBI
AIEKTPOHHON NOANUCHIO TOKHOCTHOIO JIMIA.

OtHomieHuss B 00JacTU HCMOJB30BAaHUS DJIEKTPOHHBIX TMOAMNHUCEN B
JESATETLHOCTH  M30MpPATENbHOM  KOMHUCCHHM, BOINPOCHI  B3aUMOJCUCTBUSI  C
VYaocroBepsitomuM  1ieHTpoM  LleHTpanbHOM ~ M30MpaTenbHOM  KOMHUCCHH
Poccuiickon Oenepanuu PETYJIUPYIOTCS dheneparbHBIMU 3aKOHAMU
ot 10 auBaps 2003 roga Ne 20-®3 «O I['ocymapcTBEHHON aBTOMAaTHU3MPOBAHHOM
cucreme Poccutickoit @enepamnuu «Beibops», ot 6 ampens 2011 roma Ne 63-D3
«O0 »anexktpoHHOM moamucu», ot 27 wuwong 2006 roma Ne 149-03
«O06 unbopmaru, THHOPMAIIMOHHBIX TEXHOJOTHUIX M O 3aluTe UHGOPMAIIUN,

or 27 wurona 2006 roma Ne 152-®3 «O mnepcoHaNbHBIX JAaHHBIX», HHBIMU
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dbenepanbHBIMU 3aKOHAMHU, APYTUMU HOPMATUBHBIMU MTPABOBBIMU AKTAMH, a TAKXKE
HopMatuBHBIMH akTamu [{UK Poccum u n3buparenbHON KOMUCCHH.

1.12. OcunoBHol eqununeit xpanenus: unpopmanuu B [IN JIEJIO u cucreme
peructpauun  «CnyxeOHass KOPPECHOHJICHLMS» SIBISIETCS pPEerucTpalmoHHast
KapTO4Ka JOKYMEHTA.

1.13. Paota B IIM JAEJIO wu cucreme peructpauun «CayxeOHas
KOPPECHIOHACHIMA» OCHOBBIBAETCA Ha IPHUHLMUIE OJHOKPATHOM pErMCTpalny
JOKYMEHTA.

1.14. CornmacoBanue HMHCTpyKIMM M M3MEHEHUW B HEE TMPOBOIATCA C
YIOJHOMOYEHHBIM OpraHoM ucnojgHutenabHo Bnactu Cankt-IlerepOypra B
o0JacTM  apXUBHOTO  Jiela B COOTBETCTBMM C  3aKOHOJATEIbCTBOM
Canxrt-IletepOypra.

1.15. B MHCTpyKIIMM UCIIOJIB3YIOTCS CIEAYIOIINE TEPMUHBI U ONIPEAEIECHUSA :

OJlaHK JOKyMEHTa — JUCT Oymaru WiIM DJIEKTPOHHbIA IA0JIOH C
PEKBU3UTAMU, UAECHTUDUIIUPYIONIUMU aBTOpa O(DUIIMATBHOTO JOKYMEHTA;

BHYTPEHHUH JOKYMEHT — JIOKYMEHT, HOJIOTOBJIEHHBIM B H30MpaTeIbHON
KOMMCCHUH, HE BBIXOJSIINM 32 €€ MPEaeIbl;

BXOJSIIMI JOKYMEHT — JIOKYMEHT, IOCTYNUBIIMM B U30UpATEIbHYIO
KOMHCCHIO;

J€10 — TOKYMEHT MJIM COBOKYIIHOCTB JTJOKYMEHTOB, OTHOCSIIMXCS K OJHOMY
BONPOCY MJIM YYaCTKY JAEATEIbHOCTU U OMELIEHHBIX B OTJEIbHYIO OOJI0KKY;

JIEJIONPOU3BOICTBO — JEATENBHOCTh, 00ECIeUnBaOIas JOKYMEHTUPOBAaHUE,
JOKYMEHTOO0OO0POT, ONIEPATUBHOE XPAHEHHUE U UCIIOIb30BAHUE JOKYMEHTOB;

JOKJagHas (ciykeOHasl) 3aucKa — BHYTPEHHUM JTOKYMEHT, aJpeCOBaHHbBIN
BBILIECTOSIIEMY JOJDKHOCTHOMY JIMIY OT HHXKECTOSIIIETO JIOHKHOCTHOTO JIMLA
U colepKallluii OOCTOSITENIbHOE M3JI0KEHHE KAKOro-JIn0O BOIpOca ¢ BBIBOAAMH U
IPEMIOKEHNUSAMHU COCTABUTEIIS,

JOKYMEHT — 3a()MKCHpOBaHHAs Ha HOCHUTENIE MH(POpMaLUs C PEKBU3UTAMHU,

MO3BOJISIIOIINMU €€ UICHTUPUIIUPOBATh;
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JOKYMEHTUPOBAHME —  3amuch HMHPOpPMAIMM HAa  HOCUTENE  TIO
YCTAHOBJICHHBIM MPABUJIAM

JIOKYMEHTOOOOPOT — JIBIXKEHUE JOKYMEHTOB B M30MpaTEIbHON KOMHUCCHUU C
MOMEHTA UX CO3JaHUs WIH IMOJYYECHUS 0 3aBEPIICHUs UCIOJHEHUS, TOMEIIEHUS
B JIEJI0O WJIMA OTIPAaBKH;

nyOnuKaT JOKYMEHTa — OBTOPHBIN SK3EMIUISIP MOUTMHHUKA TOKYMEHTA;

3aBEpECHHAas KOMHUS JOKYMEHTa — KONMA JOKYMEHTa, Ha KOTOpOil B
COOTBETCTBUM C  YCTAHOBJIEHHBIM TOPSJAKOM  MPOCTABJIEHBI  PEKBU3UTHI,
o0ecreunBaroIIue €€ IPUINIECKYI0 3HAYUMOCTb;

UCXOJAIIUM JOKYMEHT — JOKYMEHT, OTHPABIISIEMbI W3 H30UpaTeIbHON
KOMUCCHH;

KOHTPOJIb ~ MCIIOJIHEHHUS  JOKYMEHTOB — COBOKYNHOCTb  JICWCTBUH,
o0ecrneunBaloIINX CBOCBPEMEHHOE UCTIOTHEHUE IOKYMEHTOB;

KONUsI TOKYMEHTA — DK3EMIUIIP JOKYMEHTa, [MOJHOCTBI) BOCIIPOMU3BOASALINI
nH(pOpMaIKIO MOAJIMHHUKA IOKYMEHTA;

HOMEHKJIATypa JeJl — CUCTEMAaTU3UPOBAHHBIA IEPEUYEHb 3aroJIOBKOB JEIl,
CO3/1aBA€MbIX B U30UPATEIHHON KOMUCCUH, C YKA3aHUEM CPOKOB UX XPaHECHMUS;

HOPMAaTHBHBIE JOKYMEHTHI — COBOKYIHOCTb MHCTPYKTHBHBIX MaTE€pHUAJIOB,
pPAaCCUMTAHHBIX Ha IOCTOSHHOE WJIM MHOTOKPAaTHOE IEUCTBUE M COJEpPXKALIAX
KaKue-I1u00 HOPMBI, TpaBuia, MPeATuCaHus;

HOCUTENb (JOKYMEHTUPOBAHHOM) MH(OpMAIUU — MaTEepUATbHBIA OOBEKT,
npeAHa3HAUYCHHBIA JJI 3aKPEIUIeHUsl, XpaHeHHUs (M BOCHPOU3BENICHUS) PEUYEBOM,
3BYKOBOM WJIM M300pa3uTebHOM HHGOPMALIUH;

opULUANIbHBIA  JOKYMEHT — JIOKYMEHT, CO3/JaHHBIM OpraHu3amuei,
JOJDKHOCTHBIM  JIMLIOM WJIM TPakKJAaHUHOM, O(QOPMIICHHBIA B YCTaHOBJICHHOM
MOPSIKE;

opopMmIIeHHE JOKYMEHTa — MPOCTABJICHUE Ha JOKYMEHTE HEOOXOJIUMBbIX

PEKBU3UTOB;
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MUCbMEHHOE OOpallleHue — HalpaBJICHHbIE B TOCYAApCTBEHHBIN Opras,
OpraH MECTHOTO CaMOYIPABJICHHS WU JOJDKHOCTHOMY JIMIY B TMHCHbMEHHOU
dhopMe nperIoKeHNe, 3asBICHNE WIIH JKaJl00a;

MUCbMO — 0000IIEHHOE Ha3BAHHUE PA3NIMYHBIX MO COJIECPKAHUIO IOKYMEHTOB,
CITy’KaIllX CPEICTBOM OOIICHUS MKy OPTaHHU3AIUSIMHA, TPaKTaHAMH;

MOJJUHHUK JOKYMEHTa — TIEPBBIA FJIM CIWHCTBEHHBIA DK3EMIUISP
TIOKYMEHTA;

MOPYYCHHE — JOKYMEHT, MPEANUCHIBAIOIINKA BBHITOJIHCHHE TEX WM WHBIX
3aJlaHuM;

perucTpaimoHHas kapTouka gokymeHTta (nmanee - PK) — peructparmonHo-
ydeTHas (opma, B TOM YHUCJIE B IJIEKTPOHHOM BHUJE, MCTOJb3yeMas IS 3alnch
CBEJICHUI O JOKYMEHTE B LIEJIAX Yy4yeTa, MOWCKAa M KOHTPOJIsS, cO3/1aBaeMasi IMpu
peructpanuu AokymeHTa ¢ ucnosibzoBanueM 1IN JIEJIO u cuctemsl perucrpanuu
«CiyxeOHast KOPPECIIOHACHIIHS »;

perucTpaiusi JAOKYMEHTa — TPUCBOCHUE JOKYMEHTY PETHCTPAIOHHOTO
HOMEpa U BHECEHHUE CBEJICHUM O JOKYMEHTE B PETUCTPALIMOHHO-YUYETHYIO HOpMY;

PEKBU3UT JTOKYMEHTA — 3JIEMEHT 0OPMIICHUS JOKyMEHTA;

CHUCTEMa 3JIEKTPOHHOTO JOKYMEHTOOOOpoTa —HMH(pOpPMAIMOHHAS CHUCTEMA,
oOecrieunBaroiasi cOOp JOKYMEHTOB (BKJIIOUEHUE JOKYMEHTOB B CHUCTEMY), HUX
00paboTKy, yrpaBieHUE JOKYMEHTAMH U IOCTYI K HUM;

CKaHUPOBAHUE JOKYMEHTA — MOJIYYEHHUE FJIEKTPOHHOTO 00pa3a JOKYMEHTA;

CPOK HWCIOJHEHHUS JOKYMEHTa — CpPOK, YCTAaHOBJICHHBI HOPMATHUBHBIM
MIPABOBBIM aKTOM, OPraHU3AIMOHHO-PACTIOPSIUTEIIEHBIM JOKYMEHTOM, YKa3aHUSIMU
0 MCTIOJTHEHUIO JJOKYMEHTA W TIOPYICHHUEM

yKa3aHUs MO UCTIOJHECHUIO TOKYMEHTA — PEKBU3UT, COCTOSIINN U3 HAIHACH
Ha JIOKYMEHTE WM Ha OTICIBHOM JIUCTEC YCTAHOBJICHHOW (OPMBI, CHCIIaHHOMN
JOJKHOCTHBIM JIAIIOM;

dbopMupoBaHUE JieNIa — TPYINIUPOBAHUE UCTIOTHEHHBIX JTOKYMEHTOB B JIETIO B
COOTBETCTBHM C HOMEHKJIATYpPOW M€l M CHCTeMaTH3aIus JTOKYMEHTOB BHYTpPHU

Jlena;
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AKCHIEPTHU3a IIEHHOCTH JOKYMEHTOB — M3y4€HUE JOKYMEHTOB Ha OCHOBAaHUU
KPUTEPHUEB UX LICHHOCTH JJIsl ONPEJIETICHUS CPOKOB XpaHEHUSI IOKYMEHTOB;

ANIEKTPOHHAsT MOANUCh — uWHOpManuss B  DJIEKTPOHHOU  (opme,
MPUCOEANHEHHAS K AJIEKTPOHHOMY JIOKYMEHTY WM MHBIM 00pa30oM CBSI3aHHAs C
HUM M TO3BOJIAIONIAS HACHTU(PUIMPOBATH JUIO, MOIINUCABIICE 3ICKTPOHHBIN
JTOKYMEHT;

AIIEKTPOHHBIN JOKYMEHT — TOKYMEHT, HH(OpMAaIKs KOTOPOro Mpe/icTaBiIcHa
B 3JICKTPOHHOH (popme;

AIIEKTPOHHBIN JTOKYMEHTOOOOPOT — JOKYMEHTOOOOPOT C MCHOJb30BAHUEM
aBTOMATU3UPOBAaHHON WH(OPMALIMOHHOW CHUCTEMBI (CHUCTEMBI 3JIEKTPOHHOTO
JIOKyMEHTO000pOTa);

ANEKTPOHHBIM 00pa3 JOKyMEHTa — DIJIEKTPOHHAs KOMHUSl JIOKYMEHTa,
M3TOTOBJIEHHOTO Ha OyMa)XXHOM HOCHUTEJE;

ANEKTPOHHBIM 11a0JMOH OJaHKa JIOKyMEHTa — CM. TEpMHH «OJaHK

JOKYMCHTa».

2. HpneM, perucrpanus 1 MPOoXo:KACHUEC MOCTYNNAIOIIUX TOKYMECHTOB

2.1. JIoOKyMeHTbl B H30MpATEIbHYI0 KOMHUCCHUIO JOCTABIISIIOTCS 4Yepes
OT/eJieHHe CBsA3U (MOYTOBOM, TenerpadHoil cBA3bI), opraHamu deaepaibHON
benpaberepckoil  CBs3M, CHEIUATbLHON CBSA3BI0, HAPOYHBIM WJIM MEPEeNaroTCs
npeacenaTento (3aMeCTUTEIIO TIpeiceaaTeNs, CEKpeTapro, YieHaMm) n30upaTeabHOU
KOMHMCCHH BO BPEMS JJUYHOIO IIpUEMA.

JIOKyMEHTBI MOTYT MOCTYIaTh B W30MpATENbHYI) KOMHUCCHIO MO KaHallam
cBsA3u ['oCcynapCTBEHHOM aBTOMAaTU3UPOBAHHOM cucTeMbl Poccuiickon denepanuu
«Bb100peI» cpeactBamu 3ekTpoHHol moutkl [TW JIEJIO, ECO//, uepe3 popmy
«HampaBute snektponHoe obOpanieHue B Cankrt-IlerepOyprekyto u3dupaTenbHyIo
KOMHCCHUIO» Ha OQUIHAIBHOM cailTe u30upaTteNbHOW KOMHUCCHUU, H IO
(haKCUMUIILHON CBS3H.

2.2. llpuem, mnepBuuHasi o0O0pabOTKa MW perucTpauus MOCTYMAIOIINX

AOKYMCHTOB IIPOU3BOAUTCA OTBCTCTBCHHBIM 3a BCIACHHC ACIOIIPOM3BOACTBA
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¢ ucnons3oBanueM [N JIEJIO, ECC3OJ] u cucremsl peructpanuu «CioyxeOHas
KOPPECIOHACHITUS» €KETHEBHO B Yachl pabOThl H30MpaTEIbHON KOMUCCHH, KPOME
BBIXOJIHBIX M HEPAOOUYUX MPa3THUYHBIX THEH.

[Topsimoxk moOny4eHHWss W PEruCTpalM JIOKYMEHTOB II0CJI€ OKOHYAHMS
pabouero JHs, B BBIXOJIHBIE M Hepabouue MNpa3gHUYHBIC JHU, OMpEeseTCs
npejceaaTeneM u30upaTrenbHON KOMHUCCUH, B Cydae OTCYTCTBUS MpeacenaTens —
3aMeCTHTEJIEM MpeaceaaTess Tu00 ceKpeTapeM n30UpaTeTbHON KOMUCCHH.

2.3. IloctynuBmiKE MOOKYMEHTBHI MOJPA3ACISAIOTCI HAa PETUCTPUPYEMBbIE
u He mnomnexamme peructpaunu B 1M JIEJIO wu cucreme perucrpauuu
«CnyxxeOHast koppecnoHaeHIus» (mpuiioxkenue No 1).

2.4. IIpu BCKpBITUM KOHBEPTOB, [IOCTABJICHHBIX OpraHamMu QeaepaibHOM
benpaberepckoi CBA3U 1580071 MOYTOBOM CBS3bI0, MpOBEPSIETCS
MPAaBUJIBHOCTD AIPECOBAHUS, KOMIUIEKTHOCTh M LEIOCTHOCTh  JOKYMEHTOB,
HaJIMYHUE MPUIOKEHUU, CBEPSIETCS COOTBETCTBUE X HOMEPOB YUYETHBIM HOMEpPAM,
yKa3aHHBIM Ha KOHBepTax. HempaBuiibHO aJipecoBaHHbIC U OMUOOYHO BIOKEHHBIC
JOKYMEHTBl HE€ PETHCTPUPYIOTCS, MEPECBUIAIOTCS [0 HA3HAYEHUIO WIIH
BO3BPALIAOTCS OTIPABUTEIIIO.

2.5. Ecnu npu BCKpPBITUM KOHBEpPTa OOHAPYKEHO OTCYTCTBUE JOKYMEHTOB
WM WX OTHEIbHBIX JHUCTOB, NPWIOKEHUW, MOBPEKICHUE JIOKYMEHTOB WU
HECOOTBETCTBUE HOMEPOB JOKYMEHTOB HOMEpaM, YKa3aHHbIM Ha KOHBEpPTE,
OTBETCTBEHHBIM 32 BEJICHUE JICJIONPOU3BOICTBA COCTABIISIETCS AKT YCTAHOBJIECHHOM
dbopmbl B AByX dk3emiuisipax (mpuioxkenwe Ne2). OnuH 53K3eMIULSIp akKTa
MOCBLIAETCS OTIPABUTEINIO, IPYTrOd NpHOOIIAETCS K MPUHATHIM JOKYMEHTaM.

Ha 000poTHOI CcTOpOHE NOCIEIHEro JHCTAa MOBPEXKIACHHOTO JOKYMEHTA
B IPAaBOM HUYKHEM YIUIy JIEJIAETCA OTMETKA «/{OKyMEHT MOy4eH B OBPEKICHHOM
BUJIE.

2.6. KoHBEPTHI OT NOCTYNUBIINX JOKYMEHTOB HE YHHUTOXKAIOTCS B Cllydae,
€CJIM TOJIBKO 0 HUM MOXKHO YCTAaHOBUTH aJpPEC OTHPABUTEINSI, JATy OTHPABKU U
MOJYy4YE€HUsI JTOKYMEHTOB, €CJIM OHU COJEpKAT JOKYMEHTBI, KOTOPbIE MOCTYIWJIN

n3-3a npenenoB teppuropun Poccuiickon Denepannu, U3 CylIOB, CIEICTBEHHBIX
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opraHoB Ju0OO JOTOBOPBI, TMPETEH3UH, MCKOBBIC 3asBICHUSA, JOKYMEHTHI,
CBSI3aHHBIC C OCYILECTBICHUEM 3aKYIOK TOBapoOB, padOT, YCIYT AJisg o0ecreueHus
rOCyJapCTBEHHBIX HYX]I.

2.7. KoHBepThl Yy4aCTHUKOB 3aKYINOK TOBapoOB, padOT, yCIyr, MOCTYNHUBIIUE
MOYTOBOM CBSI3bI0, IPUHUMAIOTCSI OTBETCTBEHHBIM 3a BEJCHUE JIETOMPOU3BO/ICTBRA,
HE BCKPBIBAIOTCS, YYUTBHIBAIOTCA B OOIIeM TOpsiAKE U TIepeaaroTcs
OTBETCTBEHHOMY 3a OCYIIECTBIICHHE 3aKYTOK MO/ MOAMHUCH.

2.8. [Ipu peructpauuu mnoctynuBiiero gokymeHta B PK o0s3arenbHO
BBOJIATCSI CJICIYIOIINE PEKBU3UTHI: BUJ JOKYMEHTA, €r0 UCXOAIINI HOMED U J1aTa,
JAaHHBIE O KOppecnoHaeHTe (aapecaHTte) (dhaMuivs, UMs, OTYECTBO (PU3NUECKOTO
WA WIM Ha3BaHUE OPraHU3allMi, MECTOHAXOXKJIEHHE OTIIPABUTEINSA), a TaKxkKe
KpaTKO€ COJIepaHUE JOKYMEHTAa, KOJIMYECTBO JMCTOB OCHOBHOI'O JOKYMEHTa U
JIUCTOB MPUJIOKEHHUS, KOJTUYECTBO IK3EMILISIPOB.

PeructpauvoHHblii mITaMn ¢ YKa3aHUEM BXOJAIETO HOMEpa, HaThl,
BPEMEHH PETUCTpalliy MPOCTABISAETCS, KaK MPaBUJIO, B MPABOM BEPXHEM YIy
JUIEBOM CTOPOHBI MEPBOTO JIUCTA 3aPETUCTPUPOBAHHOTO TOKYMEHTA.

Ha xonuu noxyMeHTa BXOJAIIMNA HOMEP MPOCTABIISIETCS B TPAaBOM BEpXHEM
YTy JIUIEBON CTOPOHBI IEPBOTO JIUCTA.

[Ipu peructpanuu JOKyMEHTa, SBISIONIETOCS OTBETOM Ha HUCXOMSIIHUI
JOKYMEHT WJIM MPUCIAHHOTO B JOMOJHEHUE K paHee HANpPaBIECHHOMY JIOKYMEHTY,
B PK nemaeTcs cooTBETCTBYIOIIAs CChUIKA (CBSI3KA).

K mnoBTOopHOMY JOKYMEHTY mNpuKiIaabiBaeTca UHGOpMaLUs O paHee
MNOCTYNUBIIUX JOKYMEHTAX U PEe3yJibTaTax UX UCIIOJTHEHUS B BUJE paclieyaTaHHOU
PK, kotopas nepenaeTcs OTBETCTBEHHOMY 32 UCIIOJHEHUE IOKYMEHTA.

[locne peructpanuu TOKyMEHTa Ha OyMa>KHOM HOCHUTENE OH MOXET OBITh
OTCKaHMpOBaH, a 3aTeM K PK MokeT ObITh IpHUCOENMHEH 3JIEKTPOHHBIM 00pa3
JIOKYMEHTA U MPUIIOKEHUS K HeMmy B ¢opmate .pdf (3a uckItOUeHHEM IOKYMEHTOB,
noctynuBiux u3 LK Poccun, noanucanHbIX 3JI€KTPOHHOU MOITUCHIO).

[Ipu peructpanuu BXOASIIMX JOKYMEHTOB, UMEIOIIMX COPOIIIOPOBAHHBIE

IMPUI0KCHHUA, CKAHUPYCTCA TOJIBKO COIMPOBOAUTCIBHOC ITIMCHbMO.
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Ilepen cxkanupoBaHMEM JOKYMEHTAa HAa HEM MOXKET pPacIeyaThiBaThCS C
ucnonszoBanueM [11 JIEJIO peructpaiimoHHbli mtamm u (Win) ITPUX-KO/I.

[Ipu nmoctymienun B uzbupartenbHyro komuccuto nucbma u3 [{UK Poccun,
MOJIMKUCAHHOTO JIEKTPOHHOW MOANMUCHIO, HA JIUIIEBOM CTOPOHE MOCIEAHErO JUCTA
JIOKyMEHTa MOXET OBbITh TMPOCTABJICH IITaMN BHU3yaJIM3alUU DJICKTPOHHOU
MIOJITHCH.

2.9.1lpu  HEOOXOAMMOCTH  JOKYMEHTBI, MOCTYNHBIIME CpPEACTBAMHU
anektpoHHor moutskl [IM  JAEJIO, ECOJIJI w noamucaHHble 3JIEKTPOHHOMN
MOJIUCHI0, PACTIEYATHIBAIOTCS OTBETCTBEHHBIM 3a BEICHUE JETONPOU3BOACTRA.

2.10. 3apeructpupoBaHHbIE JTOKYMEHTHI JIOKJIAJbIBAIOTCA HA4YaJIbHUKOM
Opranu3allMOHHOTO  YMpaBlIEHHWs]  amnmaparta  W30UpaTeNbHOM  KOMUCCUU
npeacenaTento  (3aMeCTHTENI0  Tpeacenarens, CeKpeTapro) u30upaTeaIbHOU
KOMUCCHH.

2.11. Ilocne nmokymaga JOKYMEHTBI C YKa3aHMSAMH 110 HMCIOJIHEHHIO
TOKYMEHTa npeacenaTesns (3amecTuTeNs npeacenarens, cekperaps)
M30UpaTEeIbHOW  KOMHCCHUM  BO3BpAaIalOTCSl  OTBETCTBEHHOMY 32  BEJICHHE
JEJIOTPOU3BOJICTBA JIJIsI BHECEHUS YKa3aHUM MO UCIIOJIHEHHUIO JOKYMEHTOB B PK.

[MopnuuHUK AOKyMEHTa JKOO MepeaaeTcsi UCIOJHUTENI0, MO0 OCTaeTcs y
OTBETCTBEHHOIO 32 BEJACHUE JECIONPOU3BOACTBA 1O OKOHYAHUS HCIOJIHEHUS
JOKYMEHTa. B 3TOM ciydae MCIOTHUTENIO NEPEAACTCA KOMUSI JOKYMEHTA.

2.12. JlIokyMeHThI, aJpecoBaHHbIE YJIEHaM U30UpaTeIbHON KOMHCCHH,
PETUCTPUPYIOTCS,  JOKJIAJBIBAIOTCS W MUCIOJHAKTCS B YCTAHOBICHHOM
HNucTpykuuen nopsake.

2.13. cnonHeHHbIE JNOKYMEHTBI CIIHACBHIBAIOTCS B JE€JI0 HCIOJHUTEIEM
(mpencenareneMm, 3aMeCTUTENIEM MpeJcenarelis, CeKpeTapeMm) u30upaTeabHOil
KOMHUCCHM M TMEPENAITCS OTBETCTBEHHOMY 3a BEJICHUE JEIONPOU3BOACTBA JIS
MOMEIIEHUS B JEJIO B COOTBETCTBUM C HOMEHKIATYpOHl Jen H30UpaTebHOM

KOMUCCHH.
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3. OcHOBHBIE TPeOOBaHUS K MOATOTOBKE U 0(p)OPMJICHUIO TIOKYMEHTOB

3.1. JlIokyMeHTBhI, co3aBaeMble B M30UPATEIHHON KOMUCCUU, ODOPMIISIOTCS
Ha 0JaHKaX, Ha CTAaHAAPTHBIX JucTax Oymaru popmara A4 (210 x 297 mm), 1ubo B
BHUJIC€ DJICKTPOHHBIX JIOKYMEHTOB M JOJDKHBl HMMETh YCTAHOBJICHHBIM COCTaB
PEKBU3UTOB.

3.2. lokymeHTbl 0GOPMIISIFOTCSI Ha MPOAOJBHBIX JMOO YIJIOBBIX OJIaHKax
YCTAHOBJIEHHOM (POPMBI, H3TOTOBJICHHBIX THUMOTPA)CKUM WA KOMIBIOTEPHBIM
criocooom (mipuioxernue Ne 3).

B u36upatenbHOil KOMUCCUM YCTAHOBJIEHBI CJIEIYIONINE BUAbI OJaHKOB:

OJIaHK MPOTOKOJIA 3aceaHus n30upaTenbHON KOMHCCHUU
(mpunoxxerue Ne 3.1);

OJIaHK BBIMUCKM M3 TPOTOKOJA 3acelaHusi u30UpaTeIbHOW KOMHUCCHUU
(npunoxenue Ne 3.2);

OJlaHK pelieHus: n3ouparenbHo komuccuu (mpuiioxenue Ne 3.3);

OyraHk muchbMa u3dupaTeabHOu KoMuccuu (mprnoxkerue Ne 3.4);

OylaHK MpuKa3a npejaceaaTesas komuccuu (mpuioxenue Ne 3.5);

OJIaHK pacnopsKEHUS MpejceaaTens koMmuccuu (nmpuioxkenue Ne 3.6);

OaHk mpejacenatens Komuccuu (mpuiioxerue Ne 3.7) ;

OJTaHK 3aMeCTUTENS mpeaceaarens kKomuccuu (mpunoxerue Ne 3.8);

0J1aHK cekpeTaps komuccuu (mpuioxxenue Ne 3.9).

3.3. lokymMeHTbl OQOpMIIAIOTCS B COOTBETCTBUU C TpeOOBaHUAMH K
JIOKyMEHTaM, U3rOTOBJISIEMBIM C MTOMOIIBIO MEYATAIOIIUX YCTPOUCTB, U K (aiiam
TEKCTOBBIX JOKYMEHTOB (mpuiiockeHue Ne 4).

3.4. [Ipu moaroroBke M O(GOPMIIEHUU JOKYMEHTOB JIOJKHBI COOJIIOAATHCSA
npaBuiia 0hOpPMIICHUSI PEKBU3UTOB, U3JI0KEHHbBIEC HUXKE.

CocraB peKBU3HUTOB JOKYMEHTa OMPEACNISIETCS €ro BUJIOM M Ha3HAYCHUEM.
PexBu3uTAMU TOKYMEHTOB, CO3/IaBA€MbIX B U30UPATEIbHON KOMUCCUU, SBJISIIOTCA

3.4.1. Ha 6nankax nokymeHToB nomeniaetcs repo Cankr-IlerepOypra.
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KoHTponb 32 npaBUIBLHBIM KCMOIB30BAaHUEM OJIAHKOB U MUX COOTBETCTBUEM
YCTAHOBJIECHHBIM O0pa3llaM OCYIIECTBJISICTCS OTBETCTBEHHBIM 3a  BEJICHHE
JIeJI0NPOU3BOJICTBA.

3.4.2. HaumeHoBanue n30upaTeabHOW KOMUCCUU

HavmenoBanue wu30upaTeibHOM KOMHUCCHM YKa3blBaeTCsi Ha OJIaHKaxX B
cootBeTcTBUM ¢ 3akoHOoM CankT-IlerepOypra ot 29 HosiOps 2006 roga Ne 587-95
«O Cankr-IlerepOyprckoii U30UpaTeIbHON KOMUCCUI.

3.4.3. CnpaBouHbIe naHHbIE 00 M30HpATETLHON KOMUCCUU

CnpaBouHble JaHHbIE 00 H30UpaTEIbHON KOMHUCCHM YKa3bIBAIOTCA Ha
Omankax nuceMm: MHcaakueBckas 1., A.6, Caskr-IletepOypr, 190107,
TenedoH (812) 570-17-77, bakc (812) 570-17-77,
http://www.st-petersburg.izbirkom.ru, OKIIO 43461734, OI'PH 1027810334529,
NHH/KIIIT 7825025442/783450001

3.4.4. HaumMeHOBaHME BUJA JOKYMEHTA

HaumenoBaHue Buaa M3/1aBaeMOro JOKYMEHTa (pacnopsiKeHHE, pelleHHe,
MIPOTOKOJI 3aceJaHusl, BBIMHCKA U3 MPOTOKOJIA 3acelaHusl U T.[.) YKa3bIBaeTCAd Ha
0JIaHKEe COOTBETCTBYIOLIETO BU/IA JOKYMEHTOB.

B nmnuceMax HaMMEHOBaHME BHJAA W PA3HOBUJIHOCTH JOKYMEHTa HE
YKa3bIBa€TCH.

3.4.5. JaTta tOKyMeHTa

JlaToil mTOKyMEHTa SIBISETCSA JaTa €ro NOAINHMCaHUs, yTBEpkKIAeHusA. [latoun
IIPOTOKOJIA ABJISIETCS aTa 3aCEJaHNs, a AKTa — JaTa COCTaBJICHUS aKTa.

JlaToit JOKyMEeHTa, U3JaHHOTO COBMECTHO JIByMsI U 0oJjiee OpraHHU3allUsIMU,
ABIIAE€TCS HauOoJIee MO3/IHAS J1aTa MOANMCAHUS TOKYMEHTA.

Haty nokymenTa opopMIISIIOT apaOCKUMU IUPPaMu B MOCJIEI0BATEIIBHOCTH :
JIeHb Mecsila, mecsl, roa. [lenp mecsua u mecsy oGOpMIISIIOTCS ABYMSI HapaMu
apabckux uudp, pa3IeleHHBIMU TOYKOM, rOJ — 4eThIpbMs apabckumu 1udpamu,
HaIrpumep:

07.01.2015
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JlomyckaeTcs ciioBecHO-1IU(PoBOit cmocod odopMIIeHHS JaThl, HAPUMED:
7 suBaps 2015 roga

3.4.6. PeructpalluOHHBIM HOMEP JOKYMEHTA

JInst BXOASIIMX M MCXOJSAIIMX JOKYMEHTOB - 3TO HMHJAEKC Jeja Io
HOMEHKJIATYpe U, Yepe3 KOCYI0 UepTy, NOPSIAKOBBI HOMEP JOKYMEHTA.

PeructpanmonHeii HOMEp JOKYMEHTAa, H3JaHHOIO COBMECTHO, COCTOMUT
U3 pa3/ieICHHBIX KOCOM YepTOW pPErucTPAllMOHHBIX HOMEPOB, MPUCBOCHHBIX
OpraHu3alUsIMH aBTOPAMH JOKYMEHTA U PACIIONIOKEHHBIX B MOCIEA0BATEILHOCTH,
COOTBETCTBYIOIIEH 0003HAYEHUIO HAMMEHOBAHMM OpraHU3alluii B 3aroJIOBOYHOMU
YacTH JOKYMEHTA.

3.4.77. Ccpuika Ha UCXOSIIUN PETUCTPALIMOHHBIA HOMEDP U JaTy JOKYMEHTA.

Ccbllka Ha MCXOISUIUMN PETHCTPAIIMOHHBI HOMEP M JaTy JAOKyMEHTa
BKJIIOYAETCS B COCTAaB PEKBU3UTOB OnaHka mnuchbMa. CchbUIka MNPOCTABISIETCS
UCIIOJTHUTENIEM IIPU MOATOTOBKE MUChMa-0TBETA.

3.4.8. Mecto coctaBieHus (M31aHus) JOKYMEHTA.

Mecto coctaBieHus (M3AaHUsl) JOKYMEHTa HE YKa3bIBaeTCs, TaK Kak B
HAaWMEHOBaHUU HU30MPATEILHOM KOMUCCHHM NPUCYTCTBYET yKa3aHUE HA MECTO €€
HaXOXKJICHHUS.

3.4.9. I'pud orpannveHus J0CTyma K JOKYMEHTY.

OrMeTka O KOH(OUACHIIMAIBLHOCTH Ha JIOKYMEHTaX, COJIepKalux
nH(popMalHio, OTHOCUMYIO K CIy:KeOHOU TailiHe, umeeT BuI «[lns cimyxeOHOTO
nosb3oBanus» (ganee - JICII) u mpocTaBiseTcss B BEpXHEM MPABOM YTy JUIEBOM
CTOPOHBI TIEPBOTO JIUCTA JOKYMEHTAa OT TpaHUlbl BEpPXHEro Mojisi, HOMEp
AK3EMIUIApA JOKYMEHTA YKa3bIBA€TCS B HIXKHEM JIEBOM YIUIY JIMIIEBOM CTOPOHBI
MIEPBOI0 JTUCTA JOKYMEHTA OT IPAHUIIBI HUYKHETO TOJISL.

3.4.10. Anpecar

PexBU3UT «AnpecaTy pacrnojaraeTcs B IpaBoM BEpXHEM yTIy.

JIOKyMEHTBI aipeCcyl0TCsl B OpraHu3aluu, UX CTPYKTYPHBIE MOJIpa3/iesiCHHUs,

AOJDKHOCTHBIM  JIMIIAM WK TI'paxJgaHaM IIpM OTBCTC Ha HX O6paI]_[CHI/ISI.
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HaunmenoBaHue opranu3anyn M CTPYKTYPHOI'O MOAPA3ACIICHUA YKa3bIBAOTCs

B MMCHUTCJIbHOM IIaACKC, HAIIPUMCP:

Anmunuctpanus LlenTpanbHoro paliona
Cankr-IlerepOypra

Opuanueckuii otnen

Ecmu AOKYMCHT aJApeCyCTCd OOJDKHOCTHOMY JIMIly, HAMMCHOBAHHUC
OopraHu3ali YKa3bIBACTCA B MMCHUTCIIbBHOM IIaJICKC, a JOJDKHOCTh U (baMI/IJ'II/IH —

B JaTCIIbHOM. HpI/I 9TOM MHHUIHAJIbI YKA3bIBAIOTCS IIOCIIC (1)3MI/IJ'II/II/I, HaIIpUMCp:

Anmunuctpanus LlenTpanbHoro paiiona
Cankr-IlerepOypra
Hauanpauky oOmiero otaena

HNBanosy H.II.

Ecnmu nmoxkymeHT anpecyercss pyKOBOAUTENIO OpPraHu3alud WIH  €ro
3aMECTUTEN0, HAMMEHOBAHUE OPTraHU3alMd JOJKHO BXOJUTh B HAUMEHOBAaHHUE

JIOJDKHOCTH aJipecarta, Halmpumep:

3aMecTUTeN0 JupeKTopa Beepoccuiickoro
HAaY4YHO-MCCJIEI0BATEILCKOIO HMHCTUTYTA
JIOKyMEHTOBEJACHHS U apXUBHOTO Jiesa

Cwmupnosy ILIL

Ecnmn noxymeHT anpecyercss OpraHu3aliy, CHadalla yKa3bIBaeTCd €€

HAaMMEHOBAaHUE, 3aTEM MOYTOBBINA agpec, HApUMeEp:

[lenTpanpHas uzbuparenbHas KOMUCCHUS
Poccuiickoit @enepannn

b. Uepkacckuii nep., 1. 9, Mocksa, 109012
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JlonmyckaeTcsd LEHTPUPOBATh KaXAyK CTPOKY pEKBU3HTa «AjpecaT»
10 OTHOUIIEHUIO K CAMOW JIJTMHHOM CTPOKE.

JlomyckaeTcs  MCHONB30BaTh  O(PUIIMATBHO TMPUHSTHIE  COKPAICHHbBIE
HANMEHOBAHUA OpPraHOB TOCYJApCTBEHHOW  BJIACTH, OPraHOB  MECTHOTO
CaMOYIIPaBJICHUS, OPTaHU3aLIH.

[TouToBBI agpec yKa3bIBAETCA B IMOCIEAOBATEIBHOCTH, YCTAaHOBICHHOMN
[IpaBunamMu oOKa3zaHus YCAyTr TIOYTOBOM CBSA3U, YTBEPKACHHBIMH MPHUKA30M
MuHucTEpCTBa CBSI3U M MacCOBbIX KOMMyHUKanuud Poccuiickoin denepauunu
or 31 urona 2014 roma Ne 234 «OO6 ytBepxkaenuu IlpaBun okasaHust yciayr
IIOYTOBOM CBSI3M.

Ha noxymenTax, agpecoBaHHbIX (pefepalibHbIM FOCYapPCTBEHHBIM OpraHam,
opraHaMm TOCyJIapCTBEHHON BiacTu cyobekToB Poccuiickoit ®enepanuu,
M30UpaTeNbHBIM KOMHCCHUSIM CYOBbeKTOB Poccuiickoit ®enepanuu, aapec He
YKa3bIBa€TCH.

Ecnu nokymeHT OTIpaBiieTCs B HECKOJIBKO OJTHOPOAHBIX TOCYIAPCTBEHHBIX
OpraHOB WJIM OpraHU3aIUi, UX CIAEAYET YKa3blBaTh 000OIIEHHO, HATPUMED:

[Ipencenarensim TeppUTOPUATBHBIX
M30UpATEIIbHBIX KOMUCCHI
B Cankr-IletepOypre

JIOKyMeHT He JOJDKEH cojepxKaTh Oojee uerbipex aapecaToB. CloBO
«Konus» nepesr BTOpbIM, TPETHUM, YETBEPTHIM AIPECATOM HE YKa3bIBAIOT.

[Ipu nampaBieHHM JOKyMEHTa Oojiee YeM B UYEThIpE ajpeca COCTaBISAETCS
CIIMCOK PACCBUIKM yCTaHOBJIEHHOM ¢dopmbl (mpuioxenue Ne5), KoTopbii
MOANUCKHIBACTCS TpejaceaarTesieM (3aMecTUTENIeM Mpe/iceiaTelis, CEKpEeTapeM)
n30UpaTebHOW KOMUCCHH.

[Ipu agpecoBaHuM AOKyMEHTa (PU3MUECKOMY JIMIly BHaudalleé YKa3bIBAIOTCS

dbaMuiis 1 HTHUIUAJBI OJy4daTesis, 3aTeM IMOYTOBBIN ajipec, Hanpumep:



18
®omunueny I1.1.

MockoBckuii op., 1oM 15, kB. 10,
Cankrt-IlerepOypr,
190000

3.4.11. T'pud yTBepxkacHUS JOKYMEHTA

JIOKyMEHT  yTBEpXKIAeTCAd JOKHOCTHBIM  JIMIIOM WU  CHEHHAIBHO
M3/1aBa€MbIM IOKYMEHTOM.

[Ipu yTBep>KIeHUU NOKYMEHTa JOJLKHOCTHBIM JIMIIOM TpU] yTBEpKIACHUS
J0JKeH cocTosATh u3 ciioBa Y TBEPXK/IAHO (6e3 kaBbIluek) MPONMUCHBIMU OyKBaMuU
U Ha CIENYIONIeH CTPOKE — HAWMMEHOBAHUE JOJDKHOCTH, MOANUCH, WHUIIUAIIBI
1 hbamMuius auia, yTBEpAUBIIETO TOKYMEHT, U 1aTa YTBEPKIACHUS.

Hampumep:

YTBEPXIAIO
[Ipeacenatens Cankt-IleTepOyprekoit
n30MpaTeIbHOM KOMUCCUH

JIMYHAasl IOJINUCh WHUIUATBI, aMUIUs
Jarta

[Ipy yTBEpKIE€HHH [TOKYMEHTA PEIICHHEM, MPOTOKOJIOM, PACHOPSIKEHHUEM
rpud ytBepxkaeHuss coctout u3 cinoa YTBEPXJIEH (YTBEPXJIEHA,
YTBEPX/IEHBI 1581051 YTBEPXJIEHO) (0e3 KaBBIUEK)
NpPONMUCHBIMU  OyKBaMH,  HAMMEHOBAHUSI  YTBEPXKIAIOIIETO  JIOKYMEHTa
B TBOPUTEJIBLHOM MaJIe3kKe, €ro AaThl U HOMEpA.

Hanpumep:

YTBEPXJIEH
pemienueM CankTt-IletepOyprckoit
n30UpaTenTbHON KOMUCCUU
ot 25 auBaps 2011 roma Ne 130-4
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I'pud yTBepxkaeHUs pacmoyiaraloT B MPABOM BEPXHEM YIiy ITOKYMEHTA.
B rpude yTBepxkaeHUs MOMyCKAaeTCS LEHTPUPOBATH JJIEMEHTHI OTHOCHUTEIIHHO
CaMOM JJIMHHOM CTPOKH.

3.4.12. Yka3zaHus 1o UCHOJIHEHUIO TOKYMEHTa (Pe30JIFOIIUs )

VYka3zaHus MO HCIOJIHEHUIO JOKYMEHTa MOTYT OBbITh HAlUCaHbl OT PYKHU
npeacenareneM (3aMecTHTENEM TIpeAcenaTens, CeKpeTapeM) Hu30upaTeaIbHOU
KOMHCCUU Ha TOJJMHHHUKE JOKYMEHTa Ha CBOOOJHOM OT TEKCTa MECTE, WIIHU
opopmiieHbl Ha OTIeabHOM JucTe popmara A6 (105 x 147 mMM) ycTaHOBIEHHOM
dbopmbl  (mpwinoxenue Ne 6), TPWIOKEHHOM K JOKYMEHTY. YKazaHus IO
WCIIOTHEHUIO JOKYMEHTA BKIIOYAKOT (aMHJIUM U WHUIUAIBl (JU00 JOJKHOCTH)
UCIIOHUTENEH, TPU HEOOXOJUMOCTHU — COEPKaHUE TOPYUCHUSI, CPOK UCTIOJTHEHUS
(ycTaHaBIMBaeMbli JTOJXKHOCTHBIM JIMIIOM, JABIIUM YKa3aHUE MO HCHOJHEHUIO
JIOKYMEHTA), MOANUCH PYKOBOJIUTENS U ATy, HAIpUMeED:

Cemenony H.U.
Kpacnory I1.H.

[Ipomry noArOTOBUTH MPOEKT MUCbMa
k 22.03.2011

JInuHasg nmoanuch
JlaTta
VYkazaHus 1o UCIOJIHEHHUIO JOKYMEHTa, 0(hOpMJICHHBIE HAa OTACIHLHOM JIMCTE,
MPUKPEIUISIOTCS K JOKYMEHTY, K KOTOPOMY OHHM OTHOCSTCS, MW BMECTE C HUM
MOJIIIUBAIOTCS B AEJO.
VkazaHus 1O WCHOJTHEHWIO JOKyMEHTa MOTYT OBITh O(QOPMIEHBI C
rucnoab3zoBanuem 111 JIEJIO.
3.4.13. 3arosoBOK K TEKCTY TOKYMEHTA
3aroJlOBOK K TE€KCTY JOKYMEHTa JOJKEH KPATKO M TOYHO PACKPBIBATH €ro
colepkaHue M OBITh COTJIAaCOBAaH ¢ HAMMEHOBAaHHWEM BHa JOKYMEHTAa. 3arojioBOK

MOKET OTBEYaTh HA BOMIPOCHI:
«0 4yeM (0 KoM)?», HapuMep:

pacnopsbkenue «O co3gaHuu DKCIEPTHON KOMHUCCHM Y,
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«4ero (Koro)?», Hanpumep:

JIOJ>KHOCTHOM periiaMeHT Benyulero crenuanucra B.B. CmupHoBa

AKT 00 YHHUYTOKCHHUU JOKYMCHTOB C NICTCKIIUMHU CPOKAMU XPAHCHUA
3aroj0BOK COCTaBISACTCS JIMIIOM, TOTOBAIIUM IIPOCKT JOKYMCHTA.

VYka3zaHus N0 UCIIOJTHEHHUIO JOKYMEHTA, TEJIETPAMMBI HE 03arj1aBlIUBaIOTCS.

3arojoBOK, COCTOAIIUM W3 JBYX U OoJjiee CTPOK, MedaraeTcss uepe3 OAUH
MEXKCTPOUHBI HMHTEPBAJ, TOYKA B KOHIIE 3arojIOBKa HE CTABUTCS. 3aroJiOBOK
pacrmoJjiaraeTcsi Ha NEpPBOM JIMCTE€ HAJ TEKCTOM JOKYMEHTa MO LEHTPY, a IpH
o(pOopMJIEHHH MUChMa — OT TPAHUIIBI JIEBOTO MOJIS.

[Tucbma, cocTosiiue U3 OAHOTO ad3aia, cojepkaliero He 6ouaee 5 CTpok, He
03arjaBJIMBAIOTCA.

3.4.14. OT™MeTKa O KOHTPOJIE

OTMeTKka O KOHTpOJIE MPOCTABIISIETCA HA JOKYMEHTax, MOCTABJICHHBIX HA
KOHTPOJIb, C MCIOJIb30BaHHeM MiTamna «KoHTpoJsib» (WM MHBIM CIOCOOOM) Ha
BEpXHEM MOJie JTOKYMEHTa ClpaBa, JUOO Ha OJIaHKE yKa3aHUs MO HUCIOJIHEHUIO
JIOKYMEHTA.

3.4.15. TekcT nOKymMeHTa

TekcTbl JTOKYMEHTOB, CO3/laBaéMbIX B M30UpaTEIbHOM KOMUCCHH,
ohOpPMIISIIOTCS Ha PYCCKOM S3bIKE KaK TOCYJapCTBEHHOM sI3bIke Poccuiickoit
deneparnuu.

Tekct goKyMeHTa MOXeT ObiThb 0GOpMJIEH B  BHUIE  CBSI3HOTO
TEKCTa, TAOJIUIIbl MU COCAUHEHUS ITUX CTPYKTYP.

TekcT HOKyMeHTa JOJDKEH M3JaraThCs KpPaTKO U SICHO,  OBITh
apryMEHTUPOBAaHHBbIM, O0O€CIEYMBAaTh TOYHOE M OJHO3HAYHOE BOCHPUSITHE
cojiepikalencs B HeM HHpOpMaIluH.

TekcT MOKyMEHTa JOJDKEH, KakK IPaBUIIO, COCTOSTh M3 JBYX 4YacTeu.
B nmepBoif wacTu yKa3bIBaIOTCS MPUYMHBI, OCHOBAHMS, IEIM COCTABJICHUS
JIOKYMEHTa, BO BTOPOM — PpEIICHHsS, BBIBOABL, MPOCHOBI, MPEATOKEHUS,

PEKOMEHIAITN Y.
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TekcT HOOKyMEHTa MOXKET COAEPKATh TOJBKO 3aKIKOYHUTEIBbHYI0 4YacTb
(HampuMep, pacropsiKEHHUE — PaCIOPSIUTENbHYI0 4acTh 0€3 KOHCTAaTHPYIOIIEH,
MHUCHMO, 3asIBJICHHE — MPOCKOY 0€3 MOsSICHEeHMS ).

B Tekcre mokymeHTa, MOATOTOBJIEHHOTO HAa OCHOBAHHUM 3aKOHOJATEIbHBIX,
VMHBIX HOPMAaTHMBHBIX MPABOBBIX AKTOB, M3/IAHHBIX OPraHaMHU TOCYAApPCTBEHHOU
Brnactu Poccuiickoit ®denepannu, MHbIMU (elepadbHBIMU TOCYIapPCTBEHHBIMU
opraHamMH, OpraHamMH TOCYJapCTBEHHOM Biactu cyOwnekToB Poccuiickoii
Oepnepanuu, MK  Poccun, wu3bupatenbHOM  KOMHUCCHEH,  YKa3bIBaeTCs
HAMMEHOBAHUE BHUJA NOKYMEHTA, HAUMEHOBAaHUE OpraHa, W3JaBILIErO JOKYMEHT,
JlaTa TPUHATUA WA YTBEPKICHUS JOKYMEHTA, €r0 PETrUCTPALMOHHBIA HOMED,
a TaK)K€ 3aroJIOBOK JTOKYMEHTA, 3aKJIFOUYCHHBIN B KaBbIUKU.

TekcTbl JOKYMEHTOB OOJBIIOTO 00beMa, HampuMmep, HWHCTPYKIUNT,
METOAUYECKUX PEKOMEHJALMNA, MOTYT JEJIIMThCS Ha pasaeibl, NOAPa3acibl,
MYHKTHI U IOAYHKTHI, KOTOPbIE HyMEpYIOTCs apabckuMu nudpamu.

Hanpumep:

1. Paznen

1.1. ITogpazoen
1.1.1. ITyHKT
1.1.1.1. ITogmyHKT

A03a11bl BHYTPH IMYHKTOB HE HYMEPYIOTCS.

B nuckmMax ucnonb3yroT clie1yomue GopMbl U3T0KEHHUS :

or I-ro  nunma  MmHoxkectBeHHoro  umcia  («IIpocum  HampaBUTH
uHpopmanmo...», «Hanpapisem Ha 3aKITIOUEHUE POEKT...» U JP.);

OT 3-T0 JUlla €IMHCTBEHHOTr0 YKcia («u30uparenbHasi KOMUCCHS HE CUUTAET
BO3MOXHBIM...»,  «U30UpaTeibHasi  KOMHUCCHUS  MpeJjaraeT  pacCMOTPETh
BO3MOXHOCTb...»);

Ha OJIaHKax JOJDKHOCTHBIX JIMII — OT 1-TO JHIla €IMHCTBEHHOIO 4YHCia
(«IIpomy Bac mpeacraButh gaHHBIE O...», « CYUTaI0 BO3MOXHBIM MIPUHATH y4acTHE
B...»).

['padpt U CcTpoKM TaOAUIBI JOJKHBI MMETh 3aroJIOBKH, BBIPAXKEHHBIE

CYHICCTBUTCIIbHBIM B HMMCHHUTCIIBHOM IIaACIKC. HOI[S&FOHOBKI/I rpa(b H CTPOK
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JIOJKHBI OBITH COTJIACOBAHBI C 3aroioBkamu. [IpomoimkeHne TaOnuibl HAa HOBOM
JUCTE BCErJa HAUYMHACTCS C 3arojOBKOB €€ CTOJIOOB (WM HOMEPOB rpad B
city4ae, eciau rpadnl TaOIUIBI HA IEPBOM JIUCTE TPOHYMEPOBAHBI).
[Ipu co3manuu NOKyMeHTa Ha JAByX W 0ojiee CTpaHHWIAX BTOPYIO W
MOCTIEAYIONINEe CTpPaHWIBI HyMepyloT. Homepa cTpaHUIl TPOCTaBISIFOTCS
MOCEPEIMHE BEPXHEro MOJis JIOKyMEHTa Ha paccTossHuM He meHee 10 mMm ot

BCPXHCI'O Kpas JIUCTA.

3.4.16. OTmeTKa O IPUIOKEHUU

OTMeTKa 0 HAIMYUU TPWIOKEHUN PacroiaraetTcsi OT TPaHUIlbI JIEBOTO MOJIS
1oCJIe TEKCTa Mepe MOAMHUCHIO.

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

Haau4Iuu opopMIISIETCS IO CJIeAyIolIe Gpopme:

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

Ecmu AJOKYMCHT HUMCCT TIIPWIOKCHHA, HC HA3BAHHLBIC B TCKCTC, HX
HAanMCHOBAaHHA H€O6XOI[I/IMO MNEpCUHNCIUTL TIIOCJIC TCKCTAa MOOKYMCHTA IICpCha
MMOoANMCHIO C YKAa3aHUCM KOJIMYCCTBA JIUCTOB B KAXK/IOM IMPUIIOKCHHUU U KOJIUYCCTBA

9K3CMILIAPOB, IIPpKU HATUYWHU HCCKOJIBKHUX HpI/IJ]O)I(CHI/IfI UX HYMCPYIOT, HAIIPUMCP:

[Ipunoxenne: 1. Ilomoxxkenue o0 s3kcnepTHOM Komuccuu Ha 15 1. B 1 7K3.

2. IlpumepHas HOMeHKIaTypa Aea Ha 14 1. B 1 3k3.

Ecin  npunoxkeHuss cOpOUIIOPOBaHBbI, TO KOJMUYECTBO JIMCTOB  HE
YKa3bIBAE€TCA.
Ecnu npunoxkeHue HampaBisieTCsi HE BO BCE YKAa3aHHBIE B JOKYMEHTE

azpeca, TO OTMETKa O HAJIMYUU MPUIIOKEHUST 0QOPMIISIETCS 110 CeAYIolIeit hopme:

[Tpunoxenue: Ha 20 1. B 3 9K3. TOJIBKO B IIEPBBINA aapec.
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Ecim x noKymMeHTy mpuiiaraercs APYrov JOKYMEHT, TaKXKe HMEIOLINN
MPUJIOKEHHE, TO OTMETKAa O HAJIUYUU MPUIOKEHUS OPOPMIISIETCS CIETYIOUUM
00pa3oM:

[Ipunoxenne: mnuceMo Cankrt-IlerepOyprckoit  u30HUpaTeNnbHOW  KOMHUCCHH
or 15.11.2015 Ne 01-12/450u u mpuiokeHUe K HEMY, BCETO Ha
15 .

B pemenusx (pacmopsikeHUsSX, TMpUKa3ax) CBEACHUS O HaJIUYUU
MPUJIOKEHHM yKa3bIBaloTcs B Tekcte. Hampumep:

«Pa3paboTaTh ¥ TpeACTaBUTH MPOEKT IUIaHAa 1o ¢opMe, YyKa3zaHHOU
B npriiokeHun Ne 1.

Ecim B 1OKymMeHTe, K KOTOPOMY OTHOCUTCSI MPHJIOXKEHHUE, OHO
HE YTBEPKIAETCA, a MPOCTO COAEPKUTCS CChIJIKA HA HEro, TO B MPAaBOM BEPXHEM
VIIy YKa3bIBaeTCs, K KAKOMY PEILICHUIO (pacTOpsHKEHUIO, MPUKA3Y) MPUIIOKEHUE

OTHOCHTCSI, HAIPUMEP:

[Tpunoxenue
K pemenuto Cankr-IlerepOyprekoit
n30UpaTenbHON KOMUCCUU
ot 11 ssuBaps 2015 r. Ne 101/577-5
[Tpunoxenne
K pacropsiKEHUIO IpeiceaaTens
Cankr-IletepOyprekoit
n30UpaTenbHON KOMUCCUU
ot 15 mapra 2015r. Ne 27-p

[Ipy HamMuuu HECKOJBKHUX MPUJIIOKEHUN OHM HYMEPYIOTCS, HalpHuMeEp,

npunoxenue Ne 1, npunoxkenue Ne 2 u Tak nanee.

3.4.17. lloanuce

B cocrtaB nmoamucu  BXOJAT: HAUMEHOBAHUE  JIOJDKHOCTH  JIMIIA,
MOAMMUCABILIET0 JIOKYMEHT, €r0 JIMYHAsl MOJINUCh, KOTopas 0(OpMIISIETCS CUHUMU
WJIM YePHBIMU YE€pHUJTIAMU, paciiiPpoBKa MOANUCH (MHULMAIIBI, (DamMuius).

Ecin pgokymeHT odopmisierca Ha OlaHKe HU30UpaTebHOM KOMUCCHH, TO

PCKBU3UT BKIKHOYACT HAKMMCHOBAHHUC OOJDKHOCTH JiMIAd, IIOAIIKMCBIBAIOLICTO
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JOKYMEHT, €ro JIMYHYI0 TOJAMHUCh, pacliudpoBKy MOANKUCH (MHULMAIBI U

hamunio).
Hampumep:

IIpencenarens JUYHAs TOANUCH, MHULHATBI, (haMUTHs

[Ipy mnoamucaHuu AOKYMEHTA JIMIIOM, WCHOJHSIONUM OOs3aHHOCTH
npeaceaaTens, NOANUCh, 0GOPMIISIETCSL ¢ YKa3aHUEM CTaTyca JOJKHOCTHOIO JIMIA
B COOTBETCTBHM C MPHUKA30M (pacnopsiKEHUEM) Mpeacenarens 00 pelieHueM

n30UpaTebHON KOMUCCHUH.

Hanpumep:

Hcnionasgromuii 00s13aHHOCTH
npeaceaaTens JUYHAs TOAMUCH, MHULHATBI, (haMUITHs

Ecnum nomxHOCTHOE NHWIIO, MOAMUCH KOTOPOTO 3aroTOBJIEHA Ha MPOEKTE
JIOKYyMEHTa, OTCYTCTBYET, TO JIOKYMEHT MOANHUCHIBAECT €r0 3aMECTUTENh I MHOE
JUI0, UCIOJHsAONEee ero oOs3aHHOCTH. [Ipu 3TOM 00s3aTeNbHO YKa3bIBAIOTCS
(akTUUecKas MOMKHOCTh JIMIlA, ITOANKCABIIETO JOKYMEHT, €ro WHHUIIHAIBl U
bamuus.

He nomyckaercs mMmOAMMCHIBATE JOKYMEHTBI C TIPEIJIOTOM  «3a» WU
MPOCTABJICHUEM KOCOM YePTHI Ilepe]l HAMMEHOBAHUEM JOJDKHOCTH.

Ecnu moxymeHT odopmuisieTcs Ha OilaHKe mpeacenaTess H30upaTeaIbHOU
KOMHCCHUH, 3aMECTUTENsl Mpelacenaresss U30upaTebHOM KOMHUCCHUHU, CEKpeTaps
M30MpaTeIbHOM KOMUCCHH, TO JOJDKHOCTh HE YKa3bIBACTCH.

Ecnu nokymeHT odopMiisieTcs He Ha OJIaHKe, TO PEKBU3UT COJIEPIKUT MOJTHOE
HanMMEHOBaHWE JOJDKHOCTH JIMIlA, TOJAMHUCABIIEIO0 JOKYMEHT, €ro JHYHYIO

MOAMUCH, pacIM(POBKY MOANUCH (MHUIUAIBI U (PaMUITUIO), HATIPUMED:
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3aMecTUTeNb NpeaceaaTens
Cankrt-IletepOyprekoit
n30UpaTebHON KOMUCCUU JTUYHAas MOANUCh, WHUIMANBI, pamMumus

HpI/I MNOoANMMCAHUKN JOKYMCHTA HCCKOJIBKMMHU JOJDKHOCTHBIMH JIMOAMH HX
nmoanucu pacmojaararoTca OJdHa Ion I[perfI B nocCJIICA0BAaTCIBHOCTH,

COOTBETCTBYIOIIEH 3aHUMAEMOU TOKHOCTHU, HAIPUMED:

Hpez[ceﬂaTeHL JIM49Hasg IMOAIINCH HWHHUIUAIBI, (baMI/IJII/Iﬂ

['maBHbIM Oyxrantep JIMYHAS TOATUCH WHULHAIIBI, (haMuUIIHs

HpI/I noANNMCAaHMM NOKYMCHTAa HCCKOJIBKMMH JIMOAMH, 3aHUMArOIINMU

PaBHBIC JOJDKHOCTH, UX ITOAINMUCHU pacClIojararoT Ha OAHOM YPOBHC, HAIIPUMCEP:

HavanpHuk HavanpHuk
IOpuanyeckoro ynpaBieHuUs OpraHu3allMOHHOTO YITPABICHUS

JJU49Hasg 1oAIIMCh HWHHIIUAIBI, (baMI/IJ'H/ISI JUYHasi 1moAnmnuch HWHHUIHWAIBI, (baMI/IJ'H/IH

B noxyMeHTe, MOATOTOBIEHHOM KOMHUCCHEH (paboueil rpymnmoi), moAnucu
pacronararoTcs ojHa noj apyrou. IlepBeiM yka3biBaeTcs npejaceaaTeab KOMUCCUU
(paboueil rpymmbl), 3aTe€M YKa3bIBA€TCS CEKpeTapb KOMUCCHU (pabodeil rpymiib)
(nmpu Hanuuuu) win (GaMWIMK 4YJIEHOB KOMUCCUU (paboueil rpymimbl), KOTOPHIE

pacrionararorcs B aJipaBUTHOM MOPSJKE, HAPUMED:

Hpez[cenaTeﬂb KOMHUCCHUH JUYHas IMoAIIncCh HWHHUIIWAJIBI, (l)aMI/IJII/ISI
CereTapb KOMHUCCHUH JUYHas ImoAIIncCh HWHHUIINAJIBI, (l)aMI/IJII/ISI
HJIn:

HpCI[CCI[aTCJ'IB KOMHUCCHUH JUYHas1 ImoAInmncCh HWHHUIINAJIBI, (l)aMI/IJII/ISI
YJ1eHBI KOMUCCHU JU4YHas IMoAIncCh HWHHUIINAJBI, (l)aMI/IJ'H/ISI

JU4YHas ImoAIncCh HWHHUIINAJIBI, (1)aMI/IJII/ISI
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Ecnmu nokyMeHT COCTaBi€H Kak MpuiiaraéMas K OCHOBHOMY JIOKYMEHTY
crpaBka uiu wHGOpMalUs, TO OH OPOPMIISIETCS B COOTBETCTBUU C HACTOAIIECH
NHcTpykume, a BMECTO MOJANMMCH MOJ TEKCTOM JIOKYMEHTa, Kak IMpaBuio,
YKa3bIBAETCA HA3BAaHHE COOTBETCTBYIOWIETO CTPYKTYPHOTO MOAPA3JICIICHUS
anmnapaTta u30HMpaTelbHOW KOMHUCCHU, B KOTOPOM IIOJTOTOBJIEHA CHOpaBKa WIH

uHpopmarnus.

3.4.18. I'pud cornacoBanus

CormnacoBanue TPOEKTa JOKYMEHTa C JPYTMMHU TOCYAapCTBEHHBIMHU
OopraHamM¥ BJIACTH W OpTraHU3AIUSAMHU, UHTEPECHl KOTOPBIX B HEM 3aTparuBaroTCs,
opopmiisiercss rpudom cornacoBaHus. [IpoekT JOKyMEHTa MOMKET ObITh
COTJIaCOBaH HEIMOCPEACTBEHHO JOJI>KHOCTHBIM JULIOM, MIPOTOKOJIOM
KOJUICTHATBHOTO OpPTaHa WU CIIYKEOHBIM MTHCHEMOM.

I'pud cormacoanusi cocrout u3 cioBa COI'JTACOBAHO (6e3 kaBbiuek)
MPONMUCHBIMU ~ OyKBaMH, HAMMEHOBAHUS JOJDKHOCTH JIWIA, C KOTOPBIM
COTJIACOBBIBAETCS IOKYMEHT (BKJIIOUasi HAMMEHOBAHKME OpPraHU3alliy ), €r0 JTUYHOMN
MOAMUCH, pacinpoBKU MoAanucu (MHULMANBI, (JaMUIKs) U JaThl COTJIACOBAHUS,

HarnpuMmep:

COI'JTACOBAHO
HayanbHUK FOpuanyeckoro ynpapieHUs
annapata Cankrt-IlerepOyprckoit
n30upaTenbHON KOMUCCUU
JUYHAas MOANUCh WHULMAIBI, (haMUIHs
Hara

Ecnu cornacoBaHue OCylIECTBISETCS MPOTOKOJIOM, MHCHbMOM HIIM JAPYTUM

JOKYMEHTOM, TO OHO 0(OPMJISETCS CASTYIOIIUM 00pa3oM:
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COI''TACOBAHO
MPOTOKOJI 3aCENaHUS
aTTECTAllMOHHOM KOMHCCHU
Cankrt-IletepOyprckoit

n30MpaTeIbHOM KOMUCCUU
ot 15 deBpansa 2015 . Ne 16

niu:

COI'NTACOBAHO
nucbMo Pocapxusa
ot 25 mapta 2015 r. Ne 4-15/46

I'pud cornacoBanus pacnosaraercs noj pekBuzutoMm «lloanucey» B JieBOM

HWXHCM I10JIC TOKYMCHTA.

3.4.19. Buza

BuyTpeHHee coriiacoBaHue TMpoeKTa JOKyMEHTa OQOpPMIISIETCS BU30M.
Buza BkiItOyaeT MOANKMCH BU3UPYIONIIETO, paciiupoBKY MOANUCH (MHULIMAIIBI,
dbamuius) W JAary, OpU HEOOXOJUMOCTH MOXKET OBbITh YyKa3zaHa JOJIKHOCTb

BU3UPYIOUIEr0, HAPUMED:

HavanpHuk FOpuanueckoro ynpasieHus
JIMYHAs IOAIUCH MHULMANbI, (haMUIus

Jarta

[Ipy Hanmuuum 3aMedaHuii K JOKYMEHTY BHU3a O(OPMIISIETCS CIEIyHOUIUM

00pa3oM:

3aMeuaHus MPUIararoTCs
Hauvanpnuk FOpuanueckoro ynpaBiieHus
JIMYHAS TOATUCH WHULHAIIBI, (haMIIIHS

Jara
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3aMeyaHUsl  W3JaraloTcs Ha  OTJACIBHOM  JIUCTE,  TOJANHUCHIBAKOTCS
Y IIPUJIATAIOTCS K TOKYMEHTY.

JlormyckaeTcs NOJIMCTHOE BUBUPOBAHUE IOKYMEHTOB U ITPUIOKEHUN K HUM.

Ecnau mopiuHHUK TOKYMEHTa OCTaeTcsl B MU30MPATEIbHOM KOMHCCHUU, BU3bI
MPOCTABIISIIOTCS B HWKHEM dYacTh OOOpPOTHOW CTOPOHBI IIOCIEAHErO JIUCTa
MOJUIMHHUKA TOKYMEHTA.

Ha poxymeHTe, TOANMHHUK KOTOPOTO  MOMJIEKWT  OTIPABKE U3
n30upaTeIbHOM KOMHUCCHH, BH3bl IPOCTABIISAIOTCS B HIDKHEH YacTU JIHIIEBOM
CTOPOHBI MOCJIEAHET0 JIMCTa KOIIUU OTIPABIAEMOro JOKYMEHTA.

[lopsimok ©U CpOKM BHU3UPOBAaHMSI MPOCKTOB PEIICHUN H30UpATEIHHOM
KOMHUCCHH M TIPUKA30B (pacmopsHKEeHHi) TpecenaTess n30upaTeIbHOM KOMUCCUHT
YCTaHOBJIEH B COOTBETCTBYIOIIMX pa3aenax MHcTpykunu.

CornacoBaHue nMpoeKkTa J0KyMeHTa MOKeT ocyuecTBiaTrsesa B [IN JIEJIO.

3.4.20. Ileyats

ITeyatp 3aBepseT MNOMIMHHOCTH IIOANWCH JOJDKHOCTHOTO JIMLIA Ha
JOKYMEHTAaX, YIOCTOBEPSAIOIIMX MPEAYCMOTPEHHBIE  NIPABOBBIMU  AKTaAMHU
MOJIHOMOYHUSL JOJDKHOCTHBIX JIMIl WM (PUKCUPYIOMMX (DaKThl, CBS3aHHbIE C
(bMHAHCOBBIMU CPEJCTBAMHU, & TAKXKE HA UHBIX JOKYMEHTaX, MpeayCMaTPUBAIOIIUX
3aBEPEHUE NOAJIMHHOM ITOAIUCH.

[leyaTp cTaBUTCS Ha CBOOOJAHOM OT TEKCTa MECTE, HE 3aXBaTbIBasl JTUYHOM
MOJIMUCH TOJDKHOCTHOIO Juua. Ileyats MOXKET 3aXBaTbhiBaTh 4aCTh HAUMEHOBAHUSA
JOJKHOCTH JIMLA, ITOANMUCABIIET0 JOKYMEHT.

B  nokyMmeHTax, TOJTOTOBICEHHBIX Ha OCHOBE YHHU(DHUIIMPOBAHHBIX
dbopM, meyaTh CTaBUTCS B MecTe, 0003HaUeHHOM OTMeTKoW «MII» nim mHBIM
00pazom.

3.4.21. OTmeTKa 0 3aBEpPEHUN KOIIUU

I[J'I?I 3aBCPCHUA COOTBCTCTBUA KOIMMKU JOKYMCHTA IMOAJIMHHHUKY HHIKE

PCKBU3HUTA <<HO,Z[HI/ICI>)> INpOCTABJLICTCA OTMCTKAa O 3aBCPCHHUHU KOIIMHU  —
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3aBCPUTCIIbHAA HAAIIUCh ((BCpHO», AOJDKHOCTBh JIMIa, 3aBCPHUBIICIO KOIIHMIO, €TO0
JJUM49Has 1IoAIImuCh, pach/I(prBKa IIOAINNCHU U JaTa 3aBCPCHUSA, HAIIPHUMCP:

Bepno
cekperapb Cankrt-IleTepOyprckoit
n30MpaTeIbHOM KOMUCCUU

JIM49Hasg IMOAIINCH HWHHUIUAIBI, CI)aMI/IJII/IH

Jata

JloryckaeTcs 3aBepATh JOKYMEHTbl OTMETKOM «BepHO» IpocTaBieHUEM
ITamMIla C YKa3aHUEM JIOJDKHOCTH JIMIA, 3aBEPUBILETO KOMNHUIO, €ro JIMYHOM
MOAMUCH, paciIu(POBKY MOMUCH U 1aThl 3aBEPEHUSI.

[Ipu 3aBepeHHM KOIMMM JOKYMEHTA JONYCKAETCA MCIIOJb30BAaHUE LITAMIIA C
(dakcuMUIIbHAM ~ BOCHPOU3BEJICHUEM TMOAMNUCU Tpeaceaatens (3aMecTUTens
npejacenaTens, CEKpeTaps) B yCTAHOBICHHOM MOPSIJIKE.

[Ipu nepechuIKe KONMU TOKYMEHTA B APYTHME OPraHU3alMy WM BblJA4Ye €e
HA PYKHU 3aBEPUTENIbHASA HAAUCH YAOCTOBEPAETCS NEYAThIO «/[11 TOKYMEHTOBY.

JINCTBI MHOTOCTPAaHMYHOM KONHUU JIOKYMEHTA HYMEPYIOTCSH, OTMETKA O
3aBEPEHUM KOIHUU JOMOJHAECTCS YKa3aHUEM KOJHYECTBA JIUCTOB Komuu «Bcero B
KONIMU___ JINCTOB». JlomyckaeTcs 3aBepsATb OTMETKOW «BepHO» KaXIbld JIHUCT

MHOT'OCTPAaHUYHON KOIHUU JOKYMEHTA.
3.4.22. OTtMmeTKa 00 UCIIOJHUTEIIE.

OTMeTka 00 HCIIOJHUTENE BKIIOYaeT B ceOs ¢dhaMuianio, UMs, OTYECTBO
WCIIOJTHUTENSI JOKYMEHTa U HOMEp €ro ciy>keOHoro tenedoHa ¢ KOJOM PEruoHa.
OTmeTKy 00 UCTIOJTHUTENIE PACTIONAraloT Ha JIMIIEBOW WIIH, IPH OTCYTCTBUU MECTA,
Ha OOOpPOTHOUM CTOPOHE MOCJEIHEro JHUCTa JOKYMEHTa B JIEBOM HUKHEM YTy

pasmepoM mpudra 10 myHKTOB, HAPUMED:

CupnopoB Anekcanap [lerpoBuu
(812) 233-10-20

3.4.23. OtMmeTKa 00 UCIIOJIHEHUU JOKYMEHTA U HAMPABICHUH €T0 B JIENO.
OTMeTrka 00 HCIOTHEHUHM JIOKYMEHTa M HampaBlIE€HUH €ro B JIENO

BK/IIIOYACT CICAYIOIIME OAaHHBIC. KPaTKHUE CBCIACHUA 00 MCHOJHEHHH JOKYMCHTAa
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(Ipu  OTCYTCTBHMU JOKYMEHTa, CBUACTEILCTBYIOIIETO 00 WCIOJHEHUH), HaTy
¥ HOMEp MMEIOIIErocsl TOKyMeHTa 00 UCIIONHEHHH, cioBa «B aenoy», Homep nena,
B KOTOPOM OYJET XpaHUThCA JTOKYMEHT, JlaTa, MOJMUCh UCIIOTHUTENS U MOJMNUCH
npeacenarTens  (3aMecTUTENs — Mpelcenarenis, Ccekperapsi)  u30upaTeabHOU
KOMHCCHH.

3.4.24. nentudukaTop 31E€KTPOHHON KOMUU JOKYMEHTA (KOJIOHTUTYI).

Unentudukarop (ums daiina Ha MATMHOYUTAEMOM HOCUTENIE) AIEKTPOHHOMN
KOIMUU JOKYMEHTa (KOJOHTUTYJI) MOXKET MPOCTABIATHCS B JICBOM YTy HIKHETO
MOJIST KaXKJI0M CTpaHUIIBI IOKYMEHTa pa3MepoM tpudTa 8 myHKTOB, HATPUMED:

PC110309K/

4. Opranusanus padoThl C OTHPABJISIEMbIMH (MCXOISAIUMM)
AOKYMEHTaMu

4.1. Pabota ¢ oTnpaBisieMbIMH (MCXOSAIIMMHU) U3 U30UPATEIHLHON KOMUCCUT
JIOKyMEHTaMH BKJIFOYAET UX PETUCTPALINIO, IPOBEPKY MPABUIBHOCTH O(POpMIIEHHS,
B TOM YHCJIE HAJIUYUE IOJHOIO aJpeca U €ro TOYHOCTh, HAIIMYHME MOMJIMHHOU
noAnucu (AJis IIEKTPOHHOTO JOKYMEHTA — MPOBEPKaA MOUTMHHOCTHU AJIEKTPOHHOU
MOAMMUCH), BU3 KOOPJMHATOpA, UCIOJHUTENAS M COUCHOJHUTENCH, JPYTUx
HEOOXOUMBIX 3JIEMEHTOB OPOPMIICHHUSI, YKa3aHHBIX MPUIIOKEHUN, U OTIPABKY.

OTBETCTBEHHOCTh 3a MPaBWIbHOCTb YKa3aHUsi B MHCbME (B TOM YHCIE
COMPOBOJUTEILHOM) WJIM  CIHCKE  PACChUIKM  PEKBU3UTOB  MOJydaTess
KOPPECIOH/ICHIIMU, @ B HEOOXOJMMBIX Clydasix €ro Mo4yToBOTO (TelaerpadHoro)
aZpeca HECET UCIOJHUTENb JOKYMEHTA.

4.2. OTnpaBka JOKYMEHTOB W3 U30MpaTeIbHON KOMUCCUM OCYIIECTBIISIETCS
opranamu (peaepaabHON (enbIberepCcKoi CBA3M, CIIENATBHON CBSA3BIO, TIOYTOBOM,
tenerpadHoit CBS3bIO0, o KaHaJaam CBSI3U I'AC «BBIOOPBI»
cpeactBamu aiekTporHou moutsl [IW JIEJIO, ECOJIJI, xanamam dhakcuMUIbLHON
CBSI3U, MH(POPMAIIMOHHO-TEIEKOMMYHHUKAIIMOHHOU ceTH VHTEepHET W HApOUHBIM.

Pemienne o cnoco0Oe JOCTaBKU JIOKYMEHTa, a TakKkKe O HEoOXOAMMOCTH

AJOCBUIKKM aapecaTrty IOJJIMHHHKA JOKYMCHTA Ha 6YMa)KHOM HOCHUTCJIIC B
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Cly4dae OTIPABKU JOKyMEHTa cpeactBamu siekTpoHHoW mnoutsl [IM JIEJIO wu
ECO, o (bakCuMUITBHOU CBSI3H 17R10 nH(pOpMaIIMOHHO-
TEJICKOMMYHHUKAIIMOHHOW ceTu UMHTepHeT mnNpuHUMAET HCHOJHUTENb IO
COIJIACOBAHMIO C PYKOBOJUTENEM H30UpaTeNbHOM KOMUCCUU (PYKOBOIAUTEIEM
CTPYKTYpHOTO  TOJpa3fefieHus  anmapata  u30uUpaTeIbHOM  KOMHCCHUH),
OTBEYAIOIINM 32 UCIIOJHEHUE JOKYMEHTA.

4.3. IIpu odopmiieHHH OTIPaBIAEMbIX (MCXOMASIIMX) MUCEM M Telerpamm
UCIIOJHUTENh  YKa3blBAa€T TIOJIHBIA TOYTOBBIM  (BKJIIOYAsT HMHAEKC) aJipec
opra’u3anuu J1u0o0 rpaxaaHuHa.

4.4. Ucxopsiye MUcCbMa, B TOM YHCIIE OTBETHl HA BXOJSIIUE JOKYMEHTHI,
oOpMJICHHBIE B COOTBETCTBUM C TpeOoBaHUAMH WHCTpyKIMU, HampaBisltOTCS
3a MOJNUCBIO  mOpefcenartens  (3aMecTuTenst  Opeacenarens, CceKkperaps)
n30HUpaTenbHOM KOMUCCUU Ha OJaHKaX YCTAaHOBIEHHOU (POPMBEI.

4.5. llognucanHple MHChbMAa U TEJIErpaMMbl BMECTE€ C  KOIHUSMHU,
3aBU3UPOBAHHBIMHU HUCIIOJHUTENEM, MEPEAAIOTCS JUIsl PErucTpalud U OTHPaBKHU
B OTKPBHITOM BUJIE OTBETCTBEHHOMY 3a BEJICHHUE JCJIONPOU3BO/ICTBA.

JIOKyMEHTBI, cojepKaiiue BOMpochl (UHAHCOBOTO XapakTepa, IOJKHBI
ObITh 3aBU3UPOBaHBl HAuabHUKOM (DUHAHCOBO-OYXTaJaTEpPCKOro YIpaBiICHUS -
[JIABHBIM OyXTajTepoM M30UpaTeIbHOM KOMUCCHH.

Ecnun ornpaBnsembiii  (MCXOASUIMIA) JOKYMEHT SBISETCS OTBETOM Ha
BXOJSIINI  JOKYMEHT, HCIOJHUTEIb JMOO OTBETCTBEHHBIM 3a BEJICHHE
JIEJIOMPOU3BOICTBA MPUOOIIAET MOMJIMHHUK BXOJAIIETO JOKYMEHTa K KOIHH
OTIIPaBJISIEMOI0 JOKYMEHTA, OCTAIOLIEICS B JEe.

4.6. C ucnionszoBanueM [N JIEJIO u cuctemsl peructpanuu «CrnyxeOHas
KOPPECHOHICHIIUS» JOKYMEHTaM MPUCBANBAETCS UCXOIAIIUN PErHCTPAlMOHHbBIN
HOMED, KOTOPbIN COCTOUT u3 UHJEKCa nena 1o
HOMEHKJIAType Jeld M MOPSAJKOBOrO HOMEpa JOKYMEHTA, pPa3lIeNIeHHbIX KOCOM
yeprou. McXoasimui pEerucTpallMOHHBIM HOMEDP YKa3bIBAETCS TAKXKE HAa KOIHUHU

JIOKYMEHTA, OCTAIOIIEHCS B JIEIIE.
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[Ipu peructpanuu ucxonsmero aokymeHta B PK o0s3arenbHO BBOASTCS
CIeAYIOIINEe PEKBU3UTHI: JaHHble 00 aapecate (damwins, HuMs, OTYECTBO
(u3HYECKOro JuIa WIM Ha3BaHUE OpraHU3allMHd, MECTOHAXOXKICHUE MOTydyaTens),
a TaKXKe KpaTKOe COJAECp/KaHME JIOKYMEHTAa, KOJMYECTBO JINCTOB OCHOBHOIO
JOKYMEHTa M JIUCTOB TMPUIOKEHHS, KOJUYECTBO HK3EMIUISIPOB, HCIOJIHUTEIb
JOKYMEHTA, €r0 COMCIIOJHUTEIH, a TAK)KE KEM OH IMOIKCAH.

[Ipu peructpanuu wucxopgsuiero nokymenta B PK HeoOxoaumo crenath
CBSI3KY C BXOJSIIIUM JJOKYMEHTOM (€CJIM TAKOBOM UMEeTCs ).

4.7. OtnpaBka ucxoasuux aokymeHToB B [{UK Poccun no xananam cBsasu
['AC «Bwibopei» cpenctBamu siekTpoHHod nmoutsl [N JIEJIO ocymectBiseTcs
OTBETCTBEHHBIM 3a BEJICHHE JIEIONIPOU3BO/ICTBA.

[lognuHHBIE MOKYMEHTHI IO BoIpocaMm (popMUpoBaHHs H3OUPATEIbHBIX
KOMHCCUH U OCYILECTBICHUS UX (DUHAHCHUPOBAHUS, HATPAXKACHUS U TMOOIIPECHUS
YJIEHOB M PAOOTHUKOB ammaparoB HU30UpaTENbHBIX KOMHUCCHI, CBEACHUS O
YUCJIEHHOCTH M30UpaTeneil, ydacTHUKOB pedepeHiyma B 0053aTeIbHOM MOPSIKE
HanpasisitoTes B LIUK Poccun opranamu denepanbHoi Geababerepckoit CBsI3H.

Wubie noxymeHTsl Moryt ObITh otmpasiieHbl B LUK Poccum opranamwm
dbenepanbHOll  PeNbABETEPCKOM CBSI3UW WM IMOYTOBOM CBSI3bIO 10 YKA3aHUIO
npexacenarens  (3aMecTUTENs — IpelncelaTens, CeKperaps)  H30upaTeabHOU
KOMUCCHH.

4.8. Ina mepenadyn MUCXOIAIIEro JOKyMeHTa Mo KaHamaMm cBsisu ['AC
«Bp10OpBI»  cpenctBamu  anexktpoHHod mnoutel [ JAEJIO, ECOAJ wim
AIIEKTPOHHOM MOYTOM MHPOPMAIIMOHHO-TEIEKOMMYHHUKAIIMOHHOU cetu UHTepHeT
WCTIOJIHUTEIb IPEJACTABISECT OTBETCTBEHHOMY 3a BEJICHUE [IEIOMPOU3BOACTBA
OTMPABJISIEMBIN  TOKYMEHT, OGOPMIICHHBIII B COOTBETCTBUM C TpeOOBAHUSIMU
NHCTpYKIHUH U €r0 3JIEKTPOHHYIO BEPCHIO.

[Tocne peructpaumu npokymenta k PK B IIM JEJIO u EC3I/
npukpersiercs  Qain  dopmara .doc (.xls) (mpum HeoOxommmoctu — .pdf).
JlokyMeHThl M npunoxenus B popmare MS Word® u MS Excel® moryr ObITh

3aBCPCHEI BHGKTpOHHOﬁ IOAIMCHIO JIUIA, IIOAIIMCABIICTO JaHHBIC TOKYMCHTEI.
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4.9.1lo xanHanam (akCUMHJIBHOM CBA3M JOKYMEHTBl MEpPEeNaroTCs
OTBETCTBEHHBIM 32 BEJICHUE AETOMPOU3BOICTBA MOCJIE UX PETUCTPALUH.

4.10. I[Ipu ormpaBke TenerpaMMmbl OoJiee YeM B UEThIpe ajapeca
OTBETCTBEHHOMY 32 BEICHHUE  JIEJIONPOM3BOACTBA  NPEAOCTABISIETCA €€
Oo(pOpMIICHHBIA TMOJJIMHHUK, KOMHS W JBa JK3EMIUIsIpa MOAMUCAHHOIO CIHCKA
PacChUIKM C YKa3aHUEM TMOJHBIX TIOYTOBBIX (BKJIIOYAs TOYTOBBIM HMHJEKC)
aZpecoB.

4.11. IIpu otnpaBke mucbMma 0ojiee 4eM B YEThIpE ajpeca HCIOJIHUTEIb
COCTaBJISIET CIHUCOK PACCBHUIKM YyCTaHOBJIEHHOU (opmbl (mpuioxkenue Ne 5),
KOTOPBI  TMOAMMUCHIBAETCS  MpeacenaTeraeM  (3aMecTUTENeM  Ipejcenarens,
CeKpeTapeM) H30upaTeibHOM KOMUCCUU W HUCHojgHUTeneM. [IuceMo U cnmcok
pPacChUIKM MEPENAOTC OTBETCTBEHHOMY 32 BEJICHHUE JIEJIONMPOM3BOJCTBA IS
peructpanuu. Ilocie peructpanvm mnHMCbMa OTBETCTBEHHBIM 3a BEICHUE
JEJTONPOU3BOICTBA THPAXKUPYET €r0 U OTIPABIISACT.

Ecaiu nucemo HampaBnsiercss He 0Oojee uyeM B YeThIpe ajpeca,
TO MOJIUCHIBACTCS KAXKABIN IK3EMILIISIP.

Ecnmu omHoMy um TOMy K€ ajapecaTy HalpaBisIOTCS OJHOBPEMEHHO
HECKOJIBKO JIOKYMEHTOB, TO OHH MOTYT KOMIUIEKTOBATbCS B OJWH KOHBEPT, Ha
KOTOPOM 1ocJe agpeca  MOJydaresss — MPOCTABISIOTCA  UCXOASIIUE
PErUCTPALIMOHHBIE HOMEPA BCEX BIIOKEHHBIX JIOKYMEHTOB.

4.12. OtnpaBKa JTOKYMEHTOB IPOU3BOJAMUTCS OTBETCTBEHHBIM 3a BEICHUE
JICIIONPOU3BOJICTBA €XKEAHEBHO B Yachl paOOThl U30MPATEIHLHON KOMUCCUU, KPOME
BBIXOJIHBIX Y HEPAOOUYUX MPa3THUYHBIX JTHEH.

[lopsimok OTHmpaBKU HCXOASNIUMX JOKYMEHTOB IOCII€ OKOHYaHUsI pabodero
JIHSI, B BBIXOJIHbIE M HepaOouue Mpa3gHUYHBIC IHU, ONPEeseTcs npeaceaareneM
M30UpaTeIbHOM KOMUCCHUH, B ClIy4ae OTCYTCTBHS MpECENaTesis — 3aMEeCTUTEIeM
npejaceaaTens, CeKpeTapeM U30upaTeaIbHON KOMUCCHM.

4.13. JIOKyMEHTBI C OTMETKOM O CPOYHOCTH JIOCTaBKU «BecbMa CpouyHO» U
«CpouHO» OQOPMIIAIOTCA HE3aMEIJIUTEIbHO, OTHPABISAIOTCS MO KaHajlaM CBS3U

I'AC «Bp16opel» cpenctBamu anekTporHor moutsl I JAEJIO, ECOJJ] unwm
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nepeaarTcs B oTaen (henbaberepckoil CBA3M JUIsl JOCTAaBKU B MEPBYIO OYepedb B
COOTBETCTBUHU C rpaKOM MapuIpyToB (pebaberepen.

4.14. lokymeHTsl 0€3 OTMETOK OQOPMIISIIOTCS MO Mepe TMOCTYIICHUS
OTBETCTBEHHBIM 3a BEJCHUE JCJIONMPOU3BOJCTBA M OTIPABISAIOTCSA IO KaHajaM
cBs3u ['AC «Bo16ope» cpeactBamu 3ektporHoit noutsl [TW JIEJIO, ECO/ nnu
NepefalTcss B OTAEN JOCTaBKM (PelbIAbEerepckol CBsA3M, T/€ OTIpaBKa
OCYIIECTBJISIETCSI B COOTBETCTBUU C TpadUMKOM BBINOTHEHUS (HENbIbEerepCKux
MapuIpyTOB B ONTUMAaJIbHBIE CPOKH.

4.15. JlIokyMeHTBI, HampaBisieMble TPaKJAHUHY IO YKa3aHHOMY UM
MOYTOBOMY ajipecy (aapecy 3JEKTPOHHOU MOYTHI), OTIPABIISIIOTCA Y€pe3 OUYTOBOE
OTJIEJICHUE CBSI3M TMPOCTHIMU TMOYTOBBIMH OTHPABICHUSMH WJIH 3aKa3HbIMU
MUCbMaMU MO0 MOCPEICTBOM FIEKTPOHHOM MOUTHI.

4.16. OtnpaBnsiemble  (MCXOJAIIME)  JTOKYMEHTHI, OQOPMIICHHBIE  C
HapylieHrueM TpeboBaHuit WMHCTpyKIMU, K OTOpaBKEe HE MPUHUMAIOTCS U
BO3BPAILIAIOTCS UCTIOTHUTESIM Ha jJopaboTky. KoppecnonaeHius HecayKeOHOro
XapakTepa, B TOM YHUCJIE JIMYHASI KOPPECTIOHICHIIHS, K OTIIPABKE HE MPUHUMAETCS.

4.17. Konun ucXoOsuX AOKYMEHTOB, COJCPM AIINUE BU3bI, TOMEIIAIOTCS B

JIeJI0 B COOTBETCTBUU C HOMEHKJIATypOH Jie] n30upaTeabHON KOMUCCHUU.

5. OcoGenHoOCTH PadOTHI € JJTEKTPOHHBIMH 10OKYMEHTAMH

5.1. DNeKTpOHHbIE JOKYMEHTHI SIBISIIOTCS O(PUIMATBbHBIMU JOKYMEHTaMH.
DNEeKTPOHHBIE JOKYMEHTBI CO3JAI0TCs, 00padaThIBAIOTCS M XPAHSITCS B CUCTEME
[N AEJIO.

5.2. DNEKTPOHHBI JOKYMEHT JIOJDKEH OBITh OQOpMIIEH MO OO0HIUM
npaBujiaM  JICJIONIPOU3BOJICTBA U MMETh PEKBHU3UTHI, YCTAHOBJICHHBIC JUIs
aHAJOTUYHOTO JJOKYMEHTA Ha OyMa)KHOM HOCHTEJIE.

5.3. B u30uparenbHOil KOMUCCUU MOTYT CO3/1aBaThCsl M UCIOJIb30BATHCS:

AJIEKTPOHHBIC JIOKYMEHTBI, CO37aBacMbleé B JJICKTpOHHOW (opme 0e3

NpeABAPUTEIHLHOTO JOKYMEHTHUPOBAHUS HA OyMa)KHOM HOCHUTEJE;
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JJEKTPOHHBIE  KOMUM  JOKYMEHTOB,  IIOJIYYEHHBIE B  pE3yJIbTaTe
CKaHUpPOBaHUs TOKYMEHTOB U Xxpansuuecs B [IN JEJIO.

54. Ind TNOATBEPXKIACHUS TMOJJIMHHOCTH MpPHU IMepe/ladye AJIEKTPOHHBIX
JIOKYMEHTOB B JIpyTH€ TOCYJAapCTBEHHBIE OpPraHbl JOKYMEHThI MOTYT OBbITh
3aBEpPEHBbl  ANEKTPOHHON TMOJMUCHIO JOKHOCTHOTO JiUIlAa U30HMpaTesbHOM
KOMUCCHH, TOJNKUCABIIETO JOKYMEHT, B COOTBETCTBUU ¢ DenepaibHbIM 3aKOHOM
ot 6 anpenst 2011 roga Ne 63-D3 «O06 371€KTPOHHON MOITUCH .

5.5.1lpu o6paboTKe, pPACCMOTPEHHH, COTJACOBAaHWM M IOANHUCAHUU
aneKTpoHHBIX AokymeHTOB B I[IM JIEJIO, BO BHyTpeHHEM JOKYMEHTOOOOPOTE
MOTYT HCTOJB30BaThCSl CHOCOOBI MOATBEPXKACHUS ACHCTBUM C 3JIEKTPOHHBIMU
NOKYMEHTaMHM, TIpU KOTOPBIX JJIEKTPOHHAs TMOJNHUCh HE HCHOJb3YETCH.
Nnentudukanus JOJKHOCTHOTO JIMIA MPOU3BOAUTCS IO €ro YYETHOM 3amucu B
11 IEJIO.

5.6. CocraBienue, oQpOpMIIEHHE M COTJACOBAHHUE IMPOEKTOB JJICKTPOHHBIX
JOKYMEHTOB ~ OCYIIECTBISIETCSI 1O OOIMM MpaBWiaM JIeIONPOU3BOJICTBA,
YCTAHOBJICHHBIM B OTHOUIEHWHM  AQHAJOTUYHBIX JOKYMEHTOB Ha OyMaXXHOM
HOCHTEJIE.

5.7. CoctaB »3JIEKTPOHHBIX JIOKYMEHTOB, OOpAIllalONIUXCS B CHUCTEME
IT1 JEJIO, ycraHaBimuBaeTcs NMEPEYHEM IJOKYMEHTOB, CO3JaHUE, XPAHEHUE H
UCIIOJb30BAaHUE KOTOPBIX MOXET OCYIIECTBISATHCS HCKIIOUYUTEILHO B (opme
ANEKTPOHHBIX JOKYMEHTOB, pa3pabaTbiBA€MOM Ha OCHOBE PEKOMEHJIAINi
denepaabHOTO apXUBHOTO areHTCTBA (Janee — Pocapxus).

5.8. DNEeKTpOHHbIE JOKYMEHTHI, HAMPABISEMbIE B OpPraHbl rOCYAapCTBEHHOM
BJIACTM M OpPraHbl MECTHOIO CaMOYIpaBieHUs nocpeactBom cucrembl ECO//,
MOTYT  OBITh  3aBEpPEHbl  YCWICHHOM  KBaIU(UIMPOBAHHON  MOJAMKCHIO
JOJKHOCTHOTO JIIIA, MTOAMUACABIIETO JOKYMEHT.

5.9.llpuem u oOTHOpaBKa O3NEKTPOHHBIX JOKYMEHTOB OCYUIECTBIISIIOTCS

OTBCTCTBCHHBLIM 3a BEACHUC ACIIOIIPOU3BOICTBA.
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5.10. IIpy  monydyeHUM  BIAEKTPOHHBIX  JIOKYMEHTOB,  MOAMUCAHHBIX
DJIEKTPOHHOM TMOJANMUCBHIO, OTBETCTBEHHBIM 34 BEIECHUE JEJIOIPOU3BOJICTBA
OCYIIECTBIISAET MIPOBEPKY ACHCTBUTEIBHOCTH JJIEKTPOHHOM MOAIHUCH.

5.11. Ilpu BkIOYEHHUH DJIEKTPOHHBIX JokymeHTtoB B I[IM  JIEJIO,
(bOpMUPYIOTCS PErUCTPAIMOHHO-YUETHbIE JTaHHbIE 0 JTIOKYMEHTE,
o0OecrneunBaroIie yrnpaBlIeHHE JTOKYMEHTOM, B TOM YHCII€ €r0 MOUCK, JOCTYH K
JIOKYMEHTY, KOHTPOJIb, XpaHEHUE U UCTIOJIb30BaHue (mpuioxenue Ne 7).

5.12.1lpu nepegaye MOCTYNUBIIMX JJIEKTPOHHBIX JOKYMEHTOB Ha
paccMOTpeHue  mpeacenarenss — (3aMecTUTeNlss — Mpelcenarenis,  CeKpeTaps)
n30UpaTeNbHOM ~ KOMHUCCHUM,  HAMpaBICHUHU  DJIEKTPOHHBIX  JOKYMEHTOB
WCTIOJIHUTENSM, OTHPABKE 3JEKTPOHHBIX JOKYMEHTOB U XPAHEHUHU SJIEKTPOHHBIX
JIOKYMEHTOB BMECTE C JIEKTPOHHBIMHU JJOKYMEHTAMU MepeatoTcs (HanmpaBistoTCs,
XPaHSITCS) UX PETUCTPALIUOHHbBIC TAHHBIE.

5.13. JlokyMeHTbl, co37aBaeMble B HU30UpATENbHON KOMUCCHUM U (WIJIH)
MOCTYNUBIIKME B H30MPATEIbHYI0 KOMHCCHUIO Ha OyMa)XHOM HOCUTENE, MOTYT
Bitodathes B [T JIEJIO nocne ckaHupoBaHMS U CO3AaHUS JIEKTPOHHBIX 00pa3oB
JIOKYMEHTOB. Biitouenue »siaekTpoHHoro obOpaza gokymenta B [IM JIEJIO
BO3MO’KHO ITOCJIE €TO CPAaBHEHMS C MOJJIMHHUKOM JJOKYMEHTA.

5.14. EnunHunein y4yera 3J€KTPOHHOTO JIOKYMEHTA SIBISETCS SJIEKTPOHHBIN
JOKYMEHT, 3apeructpupoBanssiil B cucteme 111 JIEJIO.

DJIEKTPOHHBIE JIOKYMEHTBI, MMEIOIINE MPUIOKECHUS, PETUCTPUPYIOTCS H
YUYUTBHIBAKOTCS KAK OJUH IOKYMEHT.

5.15. DnexkTpoHHBIE JOKYMEHTHl (POPMUPYIOTCS B JieJla B COOTBETCTBUU C
HOMEHKJIATYpPOUl Jen u30upaTeabHOM KOMHCCUU W HUHJCKCUPYIOTCS B TOPSIKE,
YCTAHOBJIEHHOM B OTHOIIIEHUU JEJ, COCTABICHHBIX U3 JOKYMEHTOB Ha OyMa>KHOM
HOCHUTETIE.

IIpu cocTtaBieHUM HOMEHKJIATYPBI JEJ YKa3blBa€TCs, YTO N0 BEAETCS B
AJIEKTPOHHOM BHUJE, 4YTO OTMEYaeTcs B 3arojioBke Jena wikd B rpade

«IIpumeuanuey, Hapumep:
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[loctanoBnenust llenTtpanbHoii wu3zOuparenbHol Komuccun Poccuiickoi
Oenepaunu. Konuu. DneKTpOHHBIE TOKYMEHTHI.

5.16. DeKTpOHHBIE JOKYMEHTBI MOCJI€ WX HCHOJHEHUA MOJIEXKAT
XPAaHEHHIO B YCTAHOBJIEHHOM MOPSAKE B TEUYEHHE CPOKOB, MPEAYCMOTPEHHBIX IS
aHAJIOTMYHBIX IOKYMEHTOB Ha OyMa)KHOM HOCHUTEJE.

5.17. Mecto XpaHEHHUsI SJIECKTPOHHBIX JTOKYMEHTOB 10 WX INepeJadyd Ha
apXMBHOE XpaHEHUE, BUJ HOCUTEJEH, Ha KOTOPBIX OHU XpaHsATCs, (popMarbl UX
MOCTOSSHHOTO W JIOJITOBPEMEHHOI'O  XPAHEHUSI OMNPEACNSIOTCA C  y4ETOM
HCIIOIb3YEMbIX B M30MpaTEIbHON KOMUCCHHM MPOTPAMMHO-TEXHUUYECKUX CPEJCTB,
HOPMAaTHBHBIX M METOAMYECKUX JIOKYMEHTOB PocapxmuBa, TrocyJIapCTBEHHBIX
opranoB Cankt-IlerepOypra, ynoaHOMOUYEHHBIX B 0071aCTH apXUBHOTO Jea.

5.18. OkcnepTu3a LHEHHOCTH JJIEKTPOHHBIX JOKYMEHTOB OCYLIECTBIIAETCS B
oOuieM MopsiaKe, YCTaHOBJIEHHOM B OTHOILUEHHMH JOKYMEHTOB Ha OyMaKHOM
HOCHUTEJIE.

5.19.Ilocne wuctedyeHus  CpOKa, YCTAHOBJIECHHOIO [l  XPaHCHUS
AJNIEKTPOHHBIX Jed (PJIEKTPOHHBIX JOKYMEHTOB), MPOBEIACHUS SKCHEPTU3BI HUX
LIEHHOCTU U COTJIACOBAHMS C DKCIEPTHOM KOMHUCCHEN IO ONPENEIICHUI0 HAyYHOM,
MPaKTUYECKON U UCTOPUUECKON IIEHHOCTU JOKYMEHTOB U30MpaTeIbHON KOMUCCUU
(manee — OK), oHn nmojexaT yHUYTOKEHHUIO C COCTABJICHUEM aKTa YCTaHOBJICHHOM
dbopmpbl (pusoxenue Ne 18).

5.20. JIOKyMeHTBI, MOUIEKAIINE JINTEIbHOMY XPaHEHUIO, MEPENAITCA HA
apXMBHOE XpaHEHUE [0 ONUCIM C O(QOPMIICHUEM aKTa IpUeMa-Nepenadn

QJICKTPOHHLIX TOKYMCHTOB Ha apXMBHOC XPaHCHHUC.

6. Oco0eHHOCTH padOTHI ¢ OOPALLICHUSIMHU I'PAKIAH.
Opranu3anus JUYHOT0 MPUeMa
6.1. OcobenHocTu padboThl ¢ 0OpaIEHUSIMU.
6.1.1. Opranuzanust paboTbl ¢ OOpalleHUSIMHU TPaKIaH OCYIIECTBISETCS
B COOTBETCTBHUHU C pa3zesioM 2 MHCTPYKIIMHU C y4€TOM 0COOCHHOCTEH, YKa3aHHBIX B

JTAaHHOM pasJele.
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6.1.2. IluckMennble  oOpamieHust TrpaxjaH (maiee —  oOpaieHus),
MOCTYMNUBIIKE B U30UPATEIHHYI0 KOMUCCHUIO, PETUCTPUPYIOTCSI OTBETCTBEHHBIM 32
BEJICHHE  JICIONPOU3BOJCTBA C  HCIOJIB30BAaHUEM CHUCTEMBI  PErUCTpaluu
«CnyxeOHasi KOPPECIOHJEHIIUS» OTACIBHO OT JPYTrUX BUIOB JIOKYMEHTOB HE
no3yiHee 3 pabouux JAHEH ¢ MOMEHTA MOCTYIUICHUS.

OO6parteHusi, KacawIIMecss HapyHIeHUNW H30UpaTeIbHBIX MpPaB TPaKIaH B
Mepuo/ MOATOTOBKH U MPOBEACHUS BEIOOPOB U pedepeHIyMOB, PETUCTPUPYIOTCS B
JIEHb MOCTYIUICHUS! B U30MPATEIbHYIO0 KOMUCCHIO.

6.1.3. [Ipu BCKpBITUM KOHBEPTOB IPOBEPSIETCA HAJWYME BCEX BIIOKECHUU.
KonBepT 00s13aTeIBHO COXpaHsETCS.

[Ipu peructpanui TOBTOPHBIX OOpalIEeHU UM MPUCBAUBAETCS OYEPEIHOU
peructpaimonHsii Homep, B PK nenaercs otmerka «IloBTopHO» M mpuoOIa0TCs
pPEruCTpaIlMOHHBIE KapTOYKU IO TEPBUYHBIM OOpaleHUsIM, MOAOOpPaHHBIE C
UCIIOIb30BaHUEM CUCTEMBI peructpanuu «Ciay:keOHasi KOppEeCTOHICHITUS.

Ecau oOpamenue mnocTynuiio OT KOJUIEKTMBA 3asBUTENEH, TO TIpuU
peructparuu B PK ctaButcs ormeTka «KonnekTuBHOEY.

6.1.4. PeructpalluOHHBIM IITaMI, COCTOSIIIAM W3 MOPSAKOBOrO HOMEpa
oOpalieHuss W JaThl PETrUCTpallud, CTABUTCS, KaK IMPABUIIO, HA TMEPBOM JIUCTE
oOpaireHus Ha CBOOOTHOM OT TEKCTa MECTE.

6.1.5. Ilocne peructpanuu 0OpallleHUs] OHO JTOKJIAbIBACTCS IMpeACcCeaaTeto
(3amMecTUTeNIO TpeiceaaTeNsl, CEKpeTapro) n30upaTeIbHON KOMUCCHUH.

6.1.6. O0OpaiieHus ¢ ykazaHUsIMU MO UCTIOJHEHHUIO JOKYMEHTa MpeJcenaTens
(3aMmecTuTelNs Mpelcenaresnis, ceKkperaps) n30upaTeabHON KOMHCCUU TEpeaatoTcs
OTBETCTBEHHOMY 3a BEJICHUE JICJIONPOU3BOJICTBA JUIsl BHECEHHUS YyKa3aHUW IO
UCIoaHeHuto n1okymeHToB B PK, a 3aTem nepenatoTcst HCIIOJHUTEIIO.

6.1.7. ObOpamieHusi, aApecOBaHHbIC WICHAM H30MpATEIbHOW KOMMCCHH,
PETUCTPUPYIOTCS. B YCTAHOBJIICHHOM TMOPSJKE, AOKIAABIBAIOTCA MpPEACeIaTEeNIo
(3amecTuTeNIO TIpecenaTeNs, CeKpeTapo) n30upaTeIbHON KOMUCCHH, TTOCTIE YET0
nepesaloTcsi OTBETCTBEHHOMY 3a BEJCHHUE JICJIONPOU3BOJICTBA JUIsi BHECEHUS

yYKa3aHUH 110 UCTIOJHEHUIO JOKYMEeHTOB B PK, a 3aTem — ncnonnurento.
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OOpaiieHust paccMaTpUBAIOTCS B COOTBETCTBUM C YKa3aHUSIMHU IO
UCIIOJTHEHUIO IOKYMEHTa MpeJcenaTens n30upaTebHOM KOMUCCUU (3aMECTUTENs
npejaceaaTens, cekperaps) n3duparenabHOM KOMUCCUU B MOPSAJIKE, YCTAHOBICHHOM
3aKOHOAATENILCTBOM Poccuiickon denepannu.

6.1.8. Obpamenue, coeprKaiiee BOMPOCHl, PEIICHNE KOTOPBIX HE OTHOCUTCS
K KOMIIETCHIIMM W30UpaTeIbHOM KOMHCCHUHU, JIOKJIAJIBIBACTCS IMpejceaaTeNto
(3amecTUTeNIO TIpeacenaTess, CEeKpeTapro) HM30upaTeIbHOW KOMHUCCHU U IO €ro
MOPYUYEHHUIO B T€UCHUE 7 KaJCHIAPHBIX THEH CO JAHS PErUCTpalluy HAMPABISETCS C
COMPOBOJUTEIBLHBIM MHUCBMOM 33 €ro TOAMHCHI0O B  COOTBETCTBYIOLIUMN
rOCYJapCTBEHHBIM  OpraH, OpraH MECTHOTO  CaMOYIpaBIICHUS Win
COOTBETCTBYIOIIEMY JIOJDKHOCTHOMY JIMIlY, K KOMIETEHIIMU KOTOPBIX OTHOCHUTCS
pelieHre MOCTABICHHBIX B OOpaIleHUH BOMPOCOB, C YBEAOMIICHUEM—-3asBUTENS O
nepeaapecanuu  oopaiieHusi. B compoBOIUTENbHOM MHChME OroBapUBaeTCS
MOPSIZIOK HAMpAaBJICHUSI OTBETa aBTOPY OOpalleHus, a MpU HEOOXOJAUMOCTH — U B
n30MpaTEeNbHYI0 KOMUCCHIO.

Ecnu pemenue mnocTaBieHHBIX B OOpallleHHMH BOIPOCOB OTHOCUTCS K
KOMIIETEHIIMA HECKOJIbKUX TOCYAapCTBEHHBIX OpPraHOB, OPraHOB MECTHOTO
CaMOYTpAaBJICHUSI WU COOTBETCTBYIONIUX JOKHOCTHBIX JIUI[, KOMUSI OOpaIlleHus
B TEYEHUE 7 KaJeHJApHBIX JHEH CO [JHS PETHCTpalli HANpaBiseTCs B
COOTBETCTBYIOIIINE OPTaHbl UJIM COOTBETCTBYIOIIUM JOJKHOCTHBIM JIUIIAM.

6.1.9. 3anpemaercs  HampaBIsATh  OOpallleHMEe  Ha  PacCMOTpPEHHE
B FOCY/IapCTBEHHBIN OpraH, OpraH MECTHOT'O CAMOYTIPABIICHUS WU JOJIKHOCTHOMY
JauIly, pelleHue wuiad JedctBue  (0e3edcTBUE) KOTOpPBIX — o0Xkamyercs, 3a
WCKJIFOYEHUEM CITy4aeB, YKa3aHHBIX B ITYHKTE 6 cTaTbu 75 denepanbHOro 3aKoHa
Ne 67-@3.

6.1.10. Ecmn B COOTBETCTBHHM C 3ampeTOM, yKa3aHHbIM B HyHKTe 6.1.9
NucTpykiny, HEBO3MOXHO  HampaBUTh  OOpallleHHe Ha  pacCMOTPEHUE
B COOTBETCTBYIOIINI TOCYAapCTBEHHBIA OpraH, OpraH MECTHOTO CaMOYIpaBJICHUS
WU COOTBETCTBYIOUIEMY JOIKHOCTHOMY JIMIY, B KOMIIETCHIIUIO KOTOPHIX BXOJUT

pelleHue MOCTABJICHHBIX B OOpalleHuH BOMPOCOB, OOpallleHHE BO3BpAlllaeTCs



40
3asBUTEIIIO C Pa3bICHEHUEM €ro IMpaBa 00>KaJloBaTh COOTBETCTBYIOIIEE PEIICHUE
uiu aeiictue (0e31eiicTBrE) B YCTAHOBICHHOM MOPSJIKE B CY/€.

6.1.11. OOpamieHusi, TNOCTYNUBIIME B  W30UpATEIbHYIO  KOMHCCHIO,
paccMaTpuBarOTCs B CPOKH, yCTaHOBJIEHHbIE yHKTaMu 11.5 u 11.6 MucTpykunu.

B nepuon moAroToBKM M MpPOBENCHHS BHIOOPOB U pedepeHIyMOB CPOKHU
WCIIOTHEHUs O0palleHu YCTaHaBJIMBAIOTCSI B COOTBETCTBUU C 3aKOHOIATEIbCTBOM
Poccuiickoit @eaepaiuu o BbIOOpax U pedepeHymax.

Eciu  HeoOxoaumo  MOpOJIUMTH  CPOK  PAacCMOTpeHHs  oOpalieHus,
WCIIOJTHUTENb HE TO3/IHEE, YeM 3a 3 pabouuX AHS JO UCTEYCHHUS CPOKA MOATOTOBKH
OTBETa TMpPEJCTaBISICT HAa HMs aBTOpa YKa3aHHUs IO HCIOJIHEHUIO JOKyMEHTa
JOKJIaAHYIO0 3aMUCKy ¢ OOBICHEHUEM, IO KAaKOW MPUYMHE HEBO3MOXXHO JaTh OTBET
B YCTaHOBJICHHBIM CpPOK. MakcUMaabHOE MPOMJIEHHUE CpPOKAa PaACCMOTPEHUS
oOpatenus cocrasisieT 30 kaneHAapHBIX JHEH.

3asBUTEIII0 HAMPABIISIETCSA YBEAOMIICHUE O MPOJJIEHUU CPOKA PACCMOTPEHUS
ero oOpaleHus.

OO0paitieHusi, Ha KOTOPBIE JTAIOTCSl MPOMEKYTOUHBIE OTBETHI, C KOHTPOJISI HE
CHUMAIOTCHI.

6.1.12. B cimydyae mnoctymsieHuss B HM30HMpaTelbHYH0 KOMHCCHIO B
YCTAHOBJIEHHOM TMOpPSJIKE 3alpoca rocyJapCTBEHHOTO OpraHa, opraHa MECTHOIO
cCaMOYyMpaBJ€HUs WM JIOJDKHOCTHOTO JIMIA, PAacCMaTPUBAIONIMX OOpallleHHe,
JOKYMEHTBl W Marepualbl, HEOOXOAUMBbIE I PACCMOTPEHUsi OOpallleHHUs,
MPEICTABJISIOTCS B TeUEHUE 15 KajeHIapHbIX JHEH.

6.1.13. OtBeT Ha oOpaleHrue, B KOTOPOM HE YKa3aHbl (paMUJIUs 3asiBUTEIS
WM €ro MOYTOBBIN (3JIEKTPOHHBIN) aJipec, M0 KOTOPOMY JOJKEH ObITh HAMPAaBIICH
OTBET, HE naercs. Takoe oOpallleHHe CHUCHIBaeTCS B JEJO Mpelcenaresiem
(3amecTuTenieM mpejacenaTens, ceKkperapem) u3dupareabHOl KoMUccuu. B ciydae
eciu B OOpallleHUH COJIePKATCA CBEACHUS O MOATrOTaBIMBAEMOM, COBEPIIAEMOM
WM COBEPIICHHOM MPECTYIUICHUH, a TaKXKe O JIMIE, €ro MOJArOTaBIMBAIOIIEM,

COBCpIIAKOIICM HWJIKM COBCPHIMBIICM, 06paI]_ICHI/I€ II0 YKa3aHHIO IIPCACCHATCIIA
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(3amecTuTenss mpeAceaaTens, ceKpeTaps) H30upaTeabHOW KOMHUCCHH TOJICKHUT
HAIPABJICHUIO B IPABOOXPAHUTEILHBIC OPTaHbI.

Ecnmu tekct oOparieHusi He MOAMAaeTCs NMPOYTCHHIO, OTBET HAa OOpalieHue
HE JaeTrci, ©W OHO HE TOJJICKAT HAMPABICHUIO HAa PAaCCMOTPCHUE
B TOCYJapCTBEHHBINA OpTaH, OpraH MECTHOTO CaMOYTIPABIECHUS WU JTOTKHOCTHOMY
JIALYy B COOTBETCTBUM C UX KOMIIETEHUHUEN, O YEM B TEUCHUE / KaJICHAAPHBIX JTHEU
CO MJHS pEerucTpanuu OOpameHus CcoOoOIMaeTCs 3asBHUTEN0, HAIMPaBUBIIEMY
oOparienue (ecnu ero ¢paMuiivds U MOYTOBBIN aJpec MOAIAI0TCsl TPOUTECHHUIO ).

Ecnim B oOpameHun yka3zaH aapec OdJIEKTPOHHOW TMOYTHI, TO OTBET
TpaXXIaHUHY HAIPABISICTCS 1O SJIEKTPOHHOW MoYTe, B BUJE DJIEKTPOHHOTO 00pasa
JnoKkymMeHTa B popmate .pdf.

6.1.14. OOpameHusi, B  KOTOPBIX  COJEPXKATCA  HEIEH3YpHbIE  JUOO
OCKOPOUWTEIIbHBIC BBIPAKEHUS, Yrpo3bl KU3HU, 30POBBI0 H HMYIIECTBY
JOJDKHOCTHOTO JIMIA, a TAaKXKE YICHOB €r0 CeMbH, OCTAalTCS 0e3 OTBeTa 0
CYIIECTBY TIOCTABJICHHBIX B HEM BONPOCOB, a 3asgBUTEISAM COOOIIaeTCs
O HEJIOIMYCTUMOCTH 3JI0YTTOTPEOICHHS TIPABOM.

6.1.15. ObpaieHnue, B KOTOpOM oOKalyeTcs CyieOHOe pelieHue, B TeUeHUE
7 KaneHAApHBIX JHEW CO JHS PErucCTpallMi BO3BPAIIACTCS  3asSBUTEIIO,
HAIpaBUBIIEMY OOpaIlieHue, ¢ pPa3bsICHCHHUEM IMOpsAKa O0KaJTOBaHUS JTaHHOTO
Cy1e0HOr0 peleHus.

6.1.16. Ecnu B oOpallleHuu COJEpKUTCS BOMPOC, HA KOTOPBINA 3asgBUTEIIO
HEOJHOKpaTHO (11Ba pa3a u OoJiee) JaBajucCh MUCbMEHHBIE OTBETHI MO CYILECTBY B
CBS3M C paHee HANpPABJICHHBIMU OOpAICHUSMHU, W TIPU ATOM B OOpaIicHUU HE
NPUBOJATCS HOBBIE JIOBOABI M OOCTOSTENHCTBA, TO IMEPENUCKA IO JTaHHOMY
BOTIPOCY C 3asBUTEJIEM MPEKPAIIACTCs, O YeM €My HaIPaBISICTCs] yBEIOMIICHHE.

I[Ipu stom B PK oOpaienust nenaercs 3amuch (OTMETKA) O TOM, 4YTO
NepenucKka C YKa3aHHBIM 3asiBHUTENEM 10 JAaHHOMY BOIMPOCY CYHTACTCS

3aBEPIICHHOM.
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Ecnu ot 3asBuTens, ¢ KOTOPHIM Mepenucka Oblia MpeKpalleHa, MocTynaeT
ouepenHoe oOpalieHue Mo TOMY K€ BOMNPOCY, TO MHUCHMEHHBIM OTBET HA HErO
MOXET He JaBaThCsl, a CaMO 0OpallleHUe HAPABIISIETCS B JIETIO.

6.1.17. Obpamenus, noctynusiiue yepe3 hopmy «HampaBuTh 351€KTpOHHOE
obpamenue B Cankt-IleTepOyprckyro  m30upaTelbHYI0O KOMHCCHIO»  Ha
opunManbHOM  caiiTe  u30MpaTeNbHOW  KOMHCCHUHM,  PETUCTPUPYIOTCS B
YCTAHOBJIECHHOM mopsake. OTBeThl Ha Takue OOpallleHUsl HANpaBISIOTCS 0
MOYTOBBIM WJIH SJIEKTPOHHBIM aJipecaM, YKa3aHHbIM B 0OpalieHHUsIX.

®opma npenoctaBieHuss WHGOPMAIMU OMpENENsieTcsl aBTOPOM 3ampoca.
B ciiyyae ecnum  npepocraBieHue uWHQOpMalMu B 3ampalirBaeMoi  gopme
HEBO3MOXXHO, OHa TMPENOCTaBiseTcss B TOH ¢opMme, KOTOpas HMEETCs B
n30HUpaTebHOW KOMUCCHUH.

B cnywae ecnu 3ampammBaemas uHpopMaius OnmyOJMKOBaHA B CPENICTBAX
MAacCOBOU uHpopMau 1160 pa3MelnieHa B uH(pOpMaIIMOHHO-
TENIEKOMMYHHUKaIIMOHHOU ceTu MHTepHeT, u3buparesbHasi KOMUCCUSI B OTBETE Ha
3ampoc MOXKET OrPAaHMYMTHCS YKa3aHWEM Ha3BaHUsA, JaThl BBIXOJAa U HOMEpa
CpelcTBa MaccoBOW HHQOpMAIMU, B KOTOPOM OMYyOJMKOBaHA 3ampaiirBacMast
uH(opMalKs cO CChUIKOHM (aapec CTpaHUIlbl) HA MH(DOpPMAINIO, pPa3MEIICHHYIO B
MH()OPMaIIMOHHO-TEIEKOMM YHUKAIIMOHHOU ceTu HTepHer.

6.2. Opraauzanus JMYHOTO TpUEMA.

6.2.1. JIluunpli  mpueM  BeOeTCsS  MpeacenareseM (3aMecTuTeNEM
npeicenaTens, CeKperapeM, WieHamMHu) — H30MpATeNbHOM  KOMUCCHHM MO
MpeABapUTEIbLHON 3amucu 1o TpaduKky, yTBEpXKAaeMoMy IMpejaceaareaeM
n30UpaTebHON KOMUCCHUH.

[lo mopydenuto mpeaceaatenst (3aMecTUTEN MpeaceaaTens, CeKperaps)
n30UpaTebHOM KOMUCCHM K OpraHU3allii JIMYHOTO MPUEMa MOTYT MPUBJIEKATHCS
IPpXKJIAHCKUE CIyXKallue amnmnapata u30upaTeabHOM KOMHUCCHM, a TakXe JHIA,
MpPUBJIEKAEMbIE [0 TPAXIJAHCKO-NPABOBBIM  JIOTOBOpaM JUIsl  OOECIeYeHUs

ACATCIIBHOCTHU H36HpaTeHBHOﬁ KOMUCCHH.



43

6.2.2. 3anKch HA IPUEM MOKET OCYIIECTBIATHCS YCTHO M IO MHUCbMEHHOMY
3asBJICHUIO, TOJIAHHOMY B YCTaHOBJICHHOM TOPSJIKE.

[lo HambOosnee CIoXHBIM BOMNPOCAM, MOJJIEKAIIUM PACCMOTPEHHUIO B XOJI€
JUYHOTO TMpHeMa, MOTYT TMPEIBAPUTEIIBHO NPUHUMATHCS TMOSICHEHUS, Kak B
MUCbMEHHOM, TaK U B JICKTPOHHOM BUJIE.

Nudopmanus o mopsake mpueMa pasMellaeTcss Ha calTe U30HMpaTelIbHOM
KOMHCCHUU B HHPOPMAIIMOHHO-TEIEKOMMYHUKAITMOHHOM ceTn VIHTepHeT.

6.2.3.IIpy nMYHOM TpueMe 3asABUTENb MNPEABSIBIAECT  JOKYMEHT,
YAOCTOBEPSIOLINAMN €0 JUYHOCTb.

Benenue nu4HOro mnpueMa MOXKET CONPOBOXKAATHCA ayauo- U (WUJIK)
BUJICO3AMUCHIO0, O YEM 3asIBUTEIIb YBEIOMJISIETCS O Hayala mpueMa.

6.2.4. B xone npuemMa oopMiseTcss KapTouka JIMYHOTO MpHeMa 3asBUTEIEH
(mpunoxxenue Ne 8), koTopas MOJICKUT PETUCTPAUU B TOPSAJIKE, YCTAHOBICHHOM
m.6.1.2 u n.6.1.3 HMHCTpykiuu, U BEAETCS XYpHAI YyYe€Ta JUYHOIO MpHeMa
rpakJiaH, B KOTOPBIM BHOCATCS JaTa MpUeMa, HOMEp KApTOYKU JIMYHOTO YyuerTa,
JAHHbIE O 3asBUTEJNE, KpaTKOe CoJiep>KaHhe OoOpallleHus, pe3ylbTaT  €ro
pacCMOTpPEHUS, a TAKKE JOJKHOCTh U (haMIIIHS JIUIA, BEAYIIETO MPUEM.

Ecnu  wusnoxennole B ycTHOM oOpamieHun ¢GakTbl HE  TpeOyroT
JIOTIOJIHUTENILHOW MPOBEPKU, OTBET Ha OOpalleHHEe C COriacusi 3asiBUTEIST MOXKET
OBITH JIaH YCTHO B XOJI€ JIMYHOTO MpHUEMa, O YeM JeaeTcsl 3aluCh B KypHaie
ydeTa (KapTOuKe JIMYHOTO MpHuema).

[To mpocwOe 3asiBUTENS, U3IOKEHHOW B XOJ€ JIMYHOTO IMpUema, OTBET Ha
oOpaliieHre emy MOKeT ObITh HampamieH (10 YKa3aHHOMY 3asiBUTENIEM apecy) B
MUCbMEHHON (opMe ¢ COOJIOJICHHEM CPOKOB, YCTAHOBICHHBIX WHCTpyKIIMEH.
Ecnu wu3noxxkeHHole B yCTHOM oOpamieHuu ¢GakTbl TPEOYIOT JOMOJHUTEIBHOM
MIPOBEPKHU, 3asBUTENIb B XOJ€ MpremMa MH(MOPMUPYETCS O TOM, YTO MUCbMEHHBIN
OTBET Ha oOpaileHre OyJeT eMy HampaBjeH B YCTAHOBIEHHOM MOPSIKE.

[lo mpocwOe 3asBuTENS, MPUIICANIETO HA JUYHBIM MPUEM, €My BBIIACTCS

KOIIKA KapTOYKHM JTUYHOI'O IIpHUcMa.
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Ecnu B ycTHOM o0OpaiiieHH# cojepsKaTcsi BOMPOCHI, PEIICHUE KOTOPHIX HE
BXOAUT B KOMIETEHIUIO HW30UpPATEIbHOM KOMHUCCHUM, 3asBUTENIO JaeTCs
pa3bsICHEHHE O TOM, KyJla U B KAaKOM MOPSIKE eMy CIeyeT 00paTUThCS.

B xoxe nuuHOro npuemMa 3asBUTENI0 MOXKET ObITh OTKa3aHO B JajbHEHIIEM
paccMOTpeHur OOpalleHHs, €Clii €My paHee ObLI JaH OTBET IO CYILIECTBY
MOCTABJICHHBIX B HEM BOIIPOCOB.

B ciiyuyae rpy0oro, arpeccuBHOTO MOBEJICHUSI 3asIBUTEIIS IPUEM MOXKET OBITh
npekpaiieH. [Ipu HeoOXOAMMOCTU MOXKET OBbITh BbI3BAH COTPYAHHUK OXpaHbI WU
MPaBOOXPAHUTENbHBIX  OpraHoB. MudopManuss o0 MOBEACHUU  3asBUTEIIS
OTpaXkaeTcsl B )KypHaJe y4era.

6.2.5. Ilepenannpie HA MMpUEME 3asIBUTEIIAMHU OOpAIllEHUs] PETUCTPUPYIOTCS C
WCIIOJB30BaHUEM CHUCTEeMbl peructpauuu «CiyxeOHass KOPPECTOHICHITUS

H pacCMaTpuBaArOTCA B YCTAHOBJICHHOM ITOPSAKE.

7. OcoO0eHHOCTH PadOThI € JOKYMEHTAMHM, COACPKALUUMHU CIYKEOHYI0
HH(GOPMAIUI0 OTPAHUYECHHOI0 PACIIPOCTPAHEHU (B TOM YHCJIe CBeACHUS 00
u30upaTessix, y4acTHMKaxX pedepenayma, oOpamialolIMMUC B PAMKax
¢pynkuuonupoBanus I'ocyrapcTBeHHOI cucTeMbl perucTpauun (y4era)
usdbupareseil, yaacTHUKOB pedepenayma B Poccuiickoii @egepaunu)

7.1. OcoOeHHOCTH PabOThl C JOKYMEHTaMH, COAEpPKAUIUMHU CIY>KEOHYIO
MH(}OPMALMIO OTPAaHUYEHHOTO PACIIPOCTPAHEHUS.

7.1.1. K cayxeOHolt wuHbOpMAIMM OTPAHUYEHHOTO PACHPOCTPAHCHUS
OTHOCUTCSl HEceKpeTHas HWH(opmanus, HE3aBUCHMO OT BHJAa €€ HOCHUTEI,
OTpaHUYEHHsS] Ha PACHpPOCTPAHEHHE KOTOPOM JUKTYIOTCA €€ CIy)KeOHOMU
HEO0OXOJIMMOCTBIO.

7.1.2. HeobxomumocTh  mpocTaBieHuss nNoMeTku  «Jlns  cioykeGHOro
nosib3oBaHus» (nanee — «JICII») Ha nokymMeHTax M M3JaHUSAX, COJEPKALIUX
ClIy’)keOHYI0 HH(OpPMAIMI0 OrPaHUYEHHOI'O pPACIPOCTPAHEHHUSI, OIpPEAesIeTCs
npeacenarenaeM (3aMecTHTENeM IMpeiceaaTelis, CeKpeTapeMm) H30upaTeabHol

KOMHUCCHH, TOAINUCBIBAIOIIUM HWJINW YTBCPIKAAOIIUM TOKYMCHT.
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JIOJDKHOCTHBIE JIHMIAa, TPUHSBIIME peEHIeHHEe 00 OTHECEHUU CIYXEOHOM
nH(popManKK K pa3psily OTpaHUYEHHOTO PACIIPOCTPAHEHUS, HECYT EPCOHAIBHYIO
OTBETCTBEHHOCTH 32 00OCHOBAHHOCTb MPUHSITOTO PEIICHHUS.

7.1.3. Ilometka «ICII» m HOMeEp sK3eMIUIsipa MPOCTABISAIOTCS B MPABOM
BEpXHEM YTy MEPBOM CTpaHMIIbI JOKYMEHTa (B cliydyae HEOOXOJIUMOCTH — U €T0
MpOEKTa), cojeprKaIero CITyXeOHYIO HH(pOpPMAIIHIO OTPaHUYEHHOTO
pacrpocTpaHeHus, Ha 00JIOKKE U TUTYJIBHOM JIMCTE U3JIaHUsI, a TaKXKe Ha MepBOU
CTpaHUIE COMPOBOIUTEILHOTO MUChMAa K TAKUM JJOKYMEHTaM.

7.1.4. PaGoTa c JOKyMEHTaMHU, COJEpPKAIIUMU CIYyKEOHYI0 HH(OpMAIIIO
OTPAaHUYEHHOT'0 PACIPOCTPAHEHUSI, B TOM YHUCJIE UX MPUEM, yueT (peructparus),
OCYIIECTBIISIETCSI B MOPSJKE, YCTAHOBICHHOM Il HECEKPETHBIX JIOKYMEHTOB, C
Y4€TOM OCOOCHHOCTEM, W3JIOKEHHBIX B HacroslmeM paszaene. llpu stom K
PErUCTPAIlMOHHOMY HOMEpY AoKyMeHTa qoo0aBisiercs mometka «J[CIDy».

7.1.5. lokymentsl ¢ mometkon «JCID» peructpupyrorcsi (y4UTHIBAIOTCS)
BMECTE C IPYTUMH HEeCeKpeTHhIMU JokyMeHTamu. B PK nokymeHnTa nmpousBoautcs
3anuch «{CID».

7.1.6. CkanupoBaHue, KONUPOBaHUE (TUPAKUPOBAHUE) TOKYMEHTOB C
nomeTkoil «JICII», a Ttaxxke pasmemenue ux B [IM JIEJIO wmim B EC3JIJI
MPOU3BOJUTCS  HMCIOJHUTENIEM JIOKyMEHTa C IHUCbMEHHOTO  pa3peuieHus
npeacenaTens  (3aMecTUTENsl — Mpelcenarenis, Cekperapsi)  u30upaTeabHOU
KOMHCCHUH, MPU ITOM OCYIIECTBISETCS YYET KaXKJOro AK3EeMIUISIpa yKa3aHHBIX
JIOKYMEHTOB.

7.1.7. Jokymentsl ¢ nometkoil «JICII» nepenaroTcst ywieHam u30upatenabHON
KOMHCCUU U TPaXJAAHCKUM CIIyXalllUM armapara u30MpaTebHOW KOMHCCUU O]
MOJIMHKCH.

7.1.8. Joxkymentsl ¢ nomerkoil «/ICII» HampaBisitoTCsA B Ipyrue OpraHbl U
OpraHm3anuyd opraHamMu (QeaepaabHOM  (PeabaBETEPCKOM  CBSA3M, CIYKOOM
CHELUAIbHON CBSI3M JIMOO HAPOYHBIM. 3alpeniaercs nepenaBaTh JOKYMEHTHI C
noMmeTkon «JICII» 1mo He3amuIIeHHbBIM KaHajlaM KOMITBIOTEPHO-MOJEMHON U

(haKCUMUIBLHOM CBSI3H.
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Joxkymentel ¢ moMetkon «JICID» pacchliaroTcs HECKOJIBKHM aJpecaram
COTJJACHO CIMCKY pAacChbUIKH, B KOTOPOM HAaIpOTUB KaXJAO0ro ajapecara
IIPOCTABIISAETCS HOMED IK3EMIUIAPA OTHPABIAEMOro JoKyMeHTa. CIIMCOK PacChUIKU
MOAMUCHIBACTCS UCTIOJIHUTENIEM U CEKpeTapeM U30upaTeibHOM KOMUCCHUH.

7.1.9. Ucnonnennsie 1okyMeHTHI ¢ moMeTkoil «JICII» dhopmupyrotcs B gena
B COOTBETCTBUU C HOMEHKJIATYPO €. JIOKyMEHTHI TpyNIUPYIOTCS B JI€JIa BMECTE
C JIpYyTMMHU HECEKPETHbIMU JOKYMEHTaMH IO OJHOMY M TOMY K€ Bompocy. B
MPaBOM BEPXHEM YTy OOJIOKKH Jieia, B KOTOPOE MOMEIIEHbI TaKUe JOKYMEHTHI,
npocrapisgeTcs nmomerka «JCID».

7.1.10. Joxymentel ¢ nomeTkoil «JICID» XpaHATCS B 3aKpbIBAIOLIMXCA
mrkadgax.

7.1.11. YHn4uTOXKEHUE Ael, TOKYMEHTOB M M3AaHuM ¢ moMeTtkon «/ICIIy,
YTPAaTUBIIMX CBOE MPAKTHYECKOE 3HAYCHUE W HE HMMEIOUIMX HCTOPUYECKON U
HAay4YHOM IIEHHOCTH, MPOU3BOJUTCS MO aKTy YCTaHOBIICHHOW (POPMBI C yKa3zaHUEM
HOMEPOB HK3eMIUIApoB (mpuiiokeHue Ne 18). B yueTHbix Qopmax npenaercs
OTMETKa 00 YHHUYTOXKEHUU CO CCHUIKOM Ha COOTBETCTBYIOIIUH aKT.

7.1.12. Pemenne o cuatunm nometkn «JCII» ¢ moxkymeHTra mnpuHHMAaeT
JIOJ>KHOCTHOE JIMLO, MOJMKUCABIIECE WX YTBEPIUBIIEE IOKYMEHT.

Cusatue nometrku «JICII» ¢ mpuciaHHOro B H30UpaTEIbHYIO KOMHUCCHIO
JIOKYMEHTa MOXET OBITh MPOU3BEJEHO TOJBKO MO COTJIACOBAHUIO C OpraHU3alMei,
HaIpaBUBILIEN JOKYMEHT.

Custue nometkn «/JICID» ¢ nokyMeHTa MpPOW3BOIUTCS OTBETCTBEHHBIM 3a
BEJICHUE  JEJONPOM3BOJICTBA HAa  OCHOBAHMM  NHCBMEHHOIO  yKa3aHHs
JIOJ>KHOCTHOTO JIULa, MpuHsBIIEro Takoe pemenue. [Ipu caatum nomerku «JICID»
Ha JOKYMEHTax, Jejlax WIh U3aHusX, a Takke B PK nmemarorcs cooTBeTcTBYHONME
OTMETKH.

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

7.1.13. B cay4ae yTpaTbl A€d, AOKYMEHTOB WM M3JaHUN C MOMETKOU

«JICII» mmubo pasrmameHus cojaeplkamieiics B HHUX HH(pOpMaAIUM Ha3zHA4YaeTCs



47
ciyxeOHas MpPOBEpPKa, O pe3ysibTaTaX KOTOPOM MOKJIAJbIBACTCS MPEICENaTEelto
(3amMecTUTeNIO TIpeiceaaTeNsl, CEKpeTapro) n30upaTeIbHON KOMUCCHUH.

O6 ytpare nen, JoKymMeHTOB U u3gaHuit ¢ nometkoit «JICID» cocraBnsieTcs
aKT, Ha OCHOBAHHMHM KOTOPOTO JEJal0TCS COOTBETCTBYIOIIME OTMETKH B YUYETHBIX
dhopmax.

7.2. PaboTa ¢ JNOKyMEHTaMH, COJACpKalllUMHU CBEJEHUS 00 u30upaTensx,
ydacTHUKaX pedepeHayma, oOpaljalomyuMucs B paMkax (QyHKIIMOHUPOBAHUS
['ocynapcTBeHHOW cHUCTEMBbl peructpauuu (yudera) wus0upareneil, y4yaCTHUKOB
pedepennyma B Poccuiickoit denepanuu.

7.2.1. K nokyMeHTaMm, COAECpPKAIIUM CBEJICHUSI 00 n30upartensax, ydaCTHUKaX
pedepennyma, oOpauarmmumMmucs B paMKax G yHKIIMOHUPOBaHUS
['ocynapcTBeHHOW cuCTeMbl peructpanuu (yudera) wusz0upareneil, y4yaCTHUKOB
pedepennyma B Poccuiickoii denepaliuu, OTHOCITCS TOKYMEHTBI, TOCTYMAIOLIUE
B U30UpATENbHYI0 KOMHUCCHUIO OT HUCIOJHUTEIBHBIX OPTraHOB TOCYIApPCTBEHHOM
Brnactu CankTt-IleTepOypra, TeppUTOpUAIbHBIX OpPraHOB (eaepalibHbIX OPraHoB
UCIIOHUTENBHON BiacTH, LleHTpanbHON H30upaTenbHOM kKomuccuu Poccuiickoit
Oeneparuu, OI'KY «Denepanbubiii IeHTp uHPopMaruzanuu npu LleHTpanbHOM
n3buparenbHoli  komuccun  Poccuiickoit  denepanuun», TeppUTOPUATIBHBIX
n3buparenbHblx komuccuit B Cankrt-IletepOypre, u30upaTeNbHBIX KOMHCCHI
BHYTPUTOPOACKUX MYHUIIMTIANBHBIX 00pa3oBanuii Cankt-IlerepOypra, cucTeMHBIX
aIMUHUCTPATOPOB KOMIUIEKCOB CpEACTB aBTOMaTu3anuu [ocynapcTBEHHOU
aBTOMaTU3MpoBaHHOU cucteMbl Poccuiickoit ®denepannu «BoiOopsl» (nanee —
HUCTOYHUKU HH(OpMAIIUN), HalpaBliieMble  M30UpaTeIbHOM  KOMHUCCHEH
UCTOYHUKAaM UWH(OpManuu, a Takke JOKYMEHTHI, IMepechlIacMble MEXIY
KOMILUIEKCAMHU  CPEJICTB aBTOMATH3allUM TEPPUTOPUAIBHBIX H30MpaTEIbHBIX
komuccut B Cankrt-IletepOypre (manee — KCA TUK), Caunkrt-IletepOyprckoit
n3ouparenpHoii komuccuert (mamee — KCA UMKCP®) wu IlenTpanbHoi
n3buparenbHoi komuccuent Poccuiickoit @enepanuu (nanee — KCA UK Poccun)
B paMKax peajid3aluu 1ejied u 3agad ['ocygapCTBEHHOW CHCTEMBbI PETUCTpaLUU

(yuera) nzbuparesneii, yaacTHUKOB pedepenayma B Poccuiickoit @enepanuu.
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JlokymeHTbl MOTryT O0QOpPMIISTECA Kak Ha OyMaXHbIX, TaKk H Ha
MaIllMHOYUTAEMbIX HOCUTEJISIX.

7.2.2. PaboTa ¢ IOKyMEHTaMH, COJEpKAIlUMHU CBEJACHUS 00 M30upaTesx,
ydacTHUKax pedepeHayma, JOJDKHA  OCYIIECTBISTHCS € Y4ETOM  HOPM
®enepanbHoro 3akoHa ot 27 uwons 2006 roga Ne 152-03 «O nepcoHambHBIX
naHHbix», llonoxenus o0 OCOOEGHHOCTAX OOpPaOOTKM MEPCOHANBHBIX JTAHHBIX,
OCYIIECTBIIIEMON 0€3 HCIOJIb30BAHUSI CPEJICTB aBTOMATHU3AIMH, YTBEPKICHHOTO
noctaHoBiaeHueMm IIpaButensctBa Poccuiickoit ®eneparuu ot 15 ceHTAOps
2008 rona Ne 687, Tlonoxkenust o ['ocymapcTBeHHOM cucTeMe peructpanuu (yuera)
u3bupareneid, ydyacTHUKOB pedepenayma B  Poccuiickoii ~ ®Denepanun,
yTBepxaeHHOTO0 mnocTtaHoBieHueM I[[UK Poccuum ot 6 Hos0ps 1997 rona
Neo 134/973-11, PernamenTa ucnoJjib30BaHus mojicucTeMbl «Peructp mzbOupareneu,
y4acTHUKOB pedepeHayma» ['ocyaapcTBEHHOW aBTOMATU3UPOBAHHOM CHCTEMBI
Poccuiickoit ®@epeparuun  «BbiOopbl», yTBepkJIeHHOro noctaHoBieHuem [[UK
Poccun ot 26 mapta 2014 roma Ne 223/1437-6, Ilomoxenuss o0 oOecrnedyeHUU
6e3onacHoCTH UHpOpMaIMu B ['oCcyaapcTBEHHON aBTOMATHU3MPOBAHHOW CHUCTEME
Poccuiickoit ®@epeparuun  «BbiOopbl», yTBepkJIeHHOro noctaHoBieHuem UK
Poccuu ot 23 urons 2003 roga Ne 19/137-4.

7.2.3. JIOKyMeHTBI, cojfiepKaliue cBeJeHUus o0 u30upaTensix, y4aCTHUKaxX
pedepeniyma n0KHBI 00padaThIBATHCS B peKUME KOH(PUICHIIMATIBHOCTH.

7.2.4. Peructpaliuio U XpaHeHUE JOKYMEHTOB, COJEpXKalluX CBeAeHUs o0
u3buparensix, ydyacTHUKax pedepeHaymMa, TMOCTYNAKIIMX OT HCTOYHUKOB
uHpOpMalMK U HAMPaBISIEMBIX UM, OCYIIECTBISIOT TPAXKIAHCKUE CIYyXKalllKe
armapara u30upaTeIbHON KOMUCCHH.

7.2.5. Cnucok  JuIl, YHOOJHOMOYEHHBIX IMOJy4yaThb OT KCTOYHHUKOB
uHpopManuu U TIepeaBaTb WM JIOKYMEHTBI, COJEp)Kalllhe CBEACHUs 00
n30uparensiax, yuyacTHUKaxX pedepeHiyma, yTBepKIaeTcsi IpUKa30oM MpeicenaTens

n30UparenbHON KOMHCCHHU.

7.2.6. Ilomy4unB OT UCTOYHUKA UHPOPMAIUU JOKYMEHT Ha OyMakHOM JHOO

MAalllIMHOYHUTACMOM HOCHTCIIC, conepxcamnﬁ CBCACHUA 00 I/I36I/IpaT€J'I$IX,
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ydacTHUKaxX pedepeHaymMa, COTPYJIHUK afmapara u30UpaTeibHOM KOMHCCHUH,
OTBEYAIOLIMHI 32 JETOMPOU3BOACTBO, MpOCcTaBisieT NOMETKY «JICII»:
Ha OyMa)XHOM HOCHUTENIE - B IMPABOM BEPXHEM YIUIy TNEPBON CTPAHUIIBI

JIOKYMEHTA,;
HAa MAIIMHOYWTAEMOM HOCHUTEJIEC - B IIPABOM BEPXHEHM  YaCTH

MaIlIMHOYUTAEMOI'0 HOCUTEIIS UH(POPMAITUU.

ITometka «JICII» mpocTtaBisieTcs Takke Ha TEPBOM  CTpAHUIIE
COMPOBOJUTENLHOIO TMHUChMAa K JIOKYMEHTaM, COJEp>KallliM CBEICHUS 00
n30uparensax, yuacTHUKax pedepeHayma.

7.2.7. Bce  NOKYMEHTBI, cojepxaiue cBeJeHus o0 wu30uparensx,
ydacTHUKaxX pedepeHnyma, U CONPOBOAUTENbHBIE MNUCbMAa K HHUM TIpU HUX
noJydyeHud JMOO  OTHpaBKE  PETUCTPUPYIOTCA  COTPYJHUKOM  armapara
n30UpaTeNbHOM KOMHUCCHM, OTBEYAIONIMM 3a JEJONPOU3BOJICTBO, B OTACIHHOM
XKypHaiie 10 (opMme, YCTAaHOBJICHHOM COOTBETCTBYIOIIMM IPABOBBIM aKTOM
n3buparenbHON kKomuccuu. [Ipu 3TOM K perucTpaliMiOHHOMY MHJIEKCY JOKYMEHTa
nob6asinseTcsa momeTka «JCID».

7.2.8. ConpoBOAUTENIBHBIE THChbMa K MAIIMHOYUTAEMBIM HOCHUTEIISIM,
COJIep>KallliM HM3MEHEHUsI pPeruoHalbHBIX (QparmMeHToB Perucrpa wuzbuparenei,
YYaCTHUKOB pedepeHnymMa, perucTpupyroTcs OTBETCTBEHHBIM 3a BEJICHUE
JIEJIOMPOU3BOICTBA B N30MpaTeabHOM KoMuccuu. [Ipu 3ToM Ha cOpOBOAUTETHLHOM
MMCbME U MAIITMHOYUTAEMOM HocHuTese poctasisieTcs nomerka «J{CIDy».

MaiHoyuTaeMble HOCUTEIH, COJEpKalllhie H3MEHEHUS PErMOHAIbHBIX
dbparmMeHToB Perucrpa uzbuparesneu, YYaCTHHKOB pedepennyma,
CONPOBOJUTEINbHBIE MUChbMA K HUM JOCTABJISIOTCS B M30UPATEIbHYI0 KOMUCCHUIO
MOCPEICTBOM 3alUIIEHHbIX cepTUUIIMPOBAHHBIMU CpeACTBaMU
Kpunrorpauyecko  3alllUThl  TEJIEKOMMYHHMKAllMOHHBIX  KaHainoB ['AC
«Bp100pBIY, Opranamu denepaibHOl (enbIberepcKkoi CBsI3U JIU00 HAPOUHBIM.

7.2.9. JIOKyMeHTBI, coJiepkKaliue cBeJeHUus o0 u30upaTensix, ydaCTHHUKaX

pedepenayma, Ha OyMaXHBIX JUOO MAITMHOYHMTAEMBIX HOCHUTENISAX XpaHATCA B
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ceiipax waM B HANEKHO 3aMUPAEMBIX W ONEYaThIBAEMBIX IKadax (SIIMKax,
XpaHWINIIAX).

[lo uctedenun cpoka xpaHeHuss U paccMoTpenuss Ha DK uzOupartenbHOU
KOMHCCUU YKa3aHHBbIE JOKYMEHTbl YHHUUYTOXAIOTCS IO akTy (MpuiiokeHue
No 18).

7.2.10. JlokyMeHTBI, cojepKallihe CBEeICHUs 00 M30uparensx, y4aCTHHKaX
pedepeniyMa, nepeaaroTcss pabOTHUKAM U30UpaTEIbHBIX KOMUCCUH MO TIOTMHKCH.

Ilepemadya [OKYMEHTOB, COJAEp)KAIlUX CBEACHUA 00 u30HpaTessx,
y4acTHUKaX pedepeHmyma, oT OJHOTO pPabOTHUKA JPYrOMY OCYIIECTBISETCS C
paspellieHusl  mpeacenarens U30UpaTeNnbHOM  KOMUCCHM WU JIMIA, €ro
3aMeNIaloIero.

JIOKyMEeHTBI, cojaepxauue cBelAeHus o0 u30uparensx, Y4aCTHHKAX
pedepeHiyMa, TUPAKUPYIOTCS C MUCBMEHHOTO pa3pelieHus mpeaceaaTens
M30UpaTEeIbHOW KOMUCCHUU WIIM JIMIA, €r0 3aMENIaloNIero. YYeT TUPaKHPYEMbIX
JIOKYMEHTOB OCYIIECTBIISIETCSl MOdK3eMIUisipHo. Ha obOopote mocnennero nucra
KQXJIOTO AK3EMIUIApa MCIOIHUTENb JOKEH yKa3aTh KOJIUYECTBO OTIMEYATAHHBIX
AK3EMILISPOB, CBOIO (haMIIIUIO U AaTy TUPAKUPOBAHUS JOKYMEHTOB.

7.2.11. O ¢dakrax yTpaThl AOKYMEHTOB, COJACPXKAIUX CBEACHUSI 00
n30uparenax, ydacTHUKaX pedepeHayMma, JTu0o pas3riiallieHus] cojaeprKalencs B
HUX wuWH(OpManMK CTaBUTCS B U3BECTHOCTb IMpeJceaaTellb H30UpaTeNbHOM
KOMHCCUM WU JKlo, ero 3amematomiee. [Ipeacenarens wuiaum Juio, ero
3aMeniaroiiee, Ha3HA4YaeT KOMHUCCHUIO JUJISl pacClieIoBaHUSI OOCTOSTENbCTB YTPAaThI
Wi pa3riamieHus. Pe3ynbTarsl MPOBEPKH  JIOKJIABIBAIOTCA MPENICENATEINIO

n30UpaTebHOM KOMUCCUU WJIH JIUILY, €70 3aMEIAIOIIEMY.

8. HOHFOTOBKa, O(l)OpMJIeHI/Ie, BBIIIYCK, YI€T JOKYMCHTOB,
paccMaTpuBaeMbIX Ha 3aCCJaHNAX n36npaTean0ifl KOMHUCCHH

8.1. ®opMHpoBaHNE NPOEKTAa IMOBECTKU [IHS 3acelaHusi W30HpaTebHOU

KOMUCCHH.
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8.1.1. Ilpoekt moOBeCTKM JHS 3acefdaHus H30UpaTEIbHONM KOMHCCUU
dbopmupyercsi cekperapeM H30UpaTeIbHOW KOMHCCHUU B CPOKH, YCTAaHOBJICHHBIC
periaMeHToM H30UpaTeNbHOM KOMHCCHM, HAa OCHOBAaHHHW IUJIAHOB pPa0OTHI H
peuieHui U30UpaTEeILHON KOMHUCCHUM, MOPYYEHUH Mpeacenarens u3OuparenbHOU
KOMHCCHUH, MOCTYMUBIINX JOKYMEHTOB U, MOCJE COIJIACOBaHUS C IpejaceaaTeemM
M30UpaTeIbHOW  KOMHUCCHUHU, TOJIUCHIBACTCS  CEKpeTapeM  H30upaTeabHOMN
KOMKCCHH.

8.1.2. Unensl u30upaTeIbHON KOMHCCUHU BIIpaBe MNPEIJIOXKUThH BHECTH B
MPOEKT TMOBECTKH JHS 3aceJaHusi U30UpaTebHOW KOMHUCCHHM BOIPOCHI, HE
MPEeAYyCMOTPEHHbIE TIAHAMU Pa0OThl U PEIICHUN M30UpaTEebHOW KOMUCCHUH, MPU
YCJIOBUU HAJIUYUS TOATOTOBIEHHBIX 110 3TOMY BOIIPOCY JOKYMEHTOB.

JlaHHbIE BOMPOCHI BKJIIOYAIOTCS B MPOEKT IMOBECTKU JIHS 3acelaHus
M30UpaTebHOM KOMUCCHUU MPU MUCBMEHHOM OOpallleHWU 4jieHa U30upaTesbHOM
KOMHCCHUH, IO MHHUIIMATUBE KOTOPOTO BOIPOC BHIHOCHUTCS Ha 3acelaHue, Ha UMSs
npeacenaTens M30UpaTEIbHONM KOMHUCCHHM, B KOTOPOM YKa3bIBaeTCsS Ha3BaHHE
BOIIpOCA, JOKJIAJYUMK M JaTra Mepelladyd COIVIACOBAHHOTO MPOEKTa pEIICHUS U
MaTepuagoB K HEMY CEKpeTaplo M30UpaTesibHON KOMUCCHH.

8.1.3. Iloanucanuplii  cekperapeM U30UpATENbHOM KOMHUCCUM IPOEKT
MOBECTKM  JHSA  3acelaHusi  U30UpaTeslbHOW  KOMHUCCUU  TUPAKHUPYETCS
OTBETCTBEHHBIM 32 BEJICHHE JICJIONPOU3BOJICTBA (32 MOJTOTOBKY 3acelaHusi) is
PACChUIKY WieHaM U30UpaTeIbHOW KOMUCCHUU.

ITpoekT MOBECTKU AHS 3aceaHus U30MpPATEIHbHON KOMHCCHM pa3MeIaeTcs
Ha caiiTe u30upaTebHOM KOMUCCUM B MH(DOPMAIIMOHHO-TEIEKOMMYHUKAIIMOHHOM
cetu MIHTEpHET.

8.1.4. IlpoekTtsl pemenuit KoMmuccun u apyrue He0OXOIUMBIE MaTepHalIbl
npeaocTaBistoTes wieHam KoMuccuu He mo3jHee, 4eM 3a JBa pabouux JHS J10
3acenanusi Komuccuu, a B MCKIIIOUUTENBHBIX CIy4asix — HE MO3/IHee yeM 3a 1 yac
110 Havau1a 3acenanns Komucenn.

8.2. [lonrotoBka MOKYMEHTOB IO BOIPOCAM, BKJIIOUEHHBIM B IIPOEKT

IIOBECTKH AHA 3aCCAaHUA H36HpaTeHBHOﬁ KOMHUCCHH.
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8.2.1. JIokyMeHTBI IO BONPOCaM, BKIIOYEHHBIM B IPOEKT IMOBECTKU HS
3aceaHusl U30UpaTEIbHON KOMHCCUHU, TOTOBSATCS WICHAMU H30UpaTeIbHON
KOMHCCUHM, 3a KOTOPBIMH 3aKpEIUICHbl COOTBETCTBYIOIIME HAIpPaBICHUS
JESTETLHOCTH, C PUBJICUCHHUEM, B Cllydae HEOOXOAUMOCTH, paOOTHUKOB ammnapara
M30UpaTebHOW KOMUCCUU U IPYTUX CIEHUATUCTOB.

8.2.2. IlpencraBnsieMble K paCCMOTPEHUIO JTOKYMEHTHI JOJKHBI BKIIOYATh
03arJjaBJICHHBIN MPOEKT peuIeHus n30upaTeaIbHOU KOMUCCHUU
C TNOpUOOLIEHHBIMU K HEMYy TMO/JIMHHUKAMU JOKYMEHTOB, MOCIYXUBIIUX
OCHOBaHMEM JUIsl PAacCMOTPEHHsI BOMpOca Ha 3acelaHuu U30upaTebHOM
KOMHCCHUH, JTUOO TPOEKT MHChMA, MOJJIEKAIIETO COrJIaCOBAHUIO Ha 3aceJaHUU
M30UpaTebHOW KOMUCCHUU, MPU HEOOXOAUMOCTH — MOSICHUTEIBHYIO 3aMHCKy IO
paccMaTpuBaeMoOMYy BOIIPOCY.

8.2.3. IIpoekThl TOKYMEHTOB (BKJIOUasl MPUIOKEHHUS ), IPEACTaBIsIEMbIE JIJIs
paccMOTpeHUsT Ha  3acellaHud  HU30UpaTeIbHOM  KOMHCCUHU, BU3BHPYIOTCS
UCIIOJTHUTEIEM, HaYaJlbHUKaMH  CTPYKTYPHBIX  TOJApa3elieHUuN  ammaparta
M30UpATEIbHOW KOMHUCCHUM, OTBETCTBEHHBIMU 3a TOATOTOBKY JIOKYMEHTA,
HavaabHUKOM KOpuandeckoro ynpapieHHs anmnapara u30UpaTeibHOM KOMUCCUU U
YJICHOM U30MpaTeibHON KOMUCCHH, OTBETCTBEHHBIM 3a €0 MOJATOTOBKY.

[IpoexThl JOKYMEHTOB (BKJOYas MPUIIOKEHHUS), COAECPKAIIUE BOMPOCHI
(uHAHCUpPOBAHUA BBIOOPOB, oOOecCmedYeHUs] JSATCIBHOCTH  M30MpPATEIbHBIX
KOMMCCHUHM, OKCIUTyaTalldd W Pa3BUTUS CPEACTB aBTOMATH3alUM, OOy4YeHUs
OpraHu3aTOpOB BBIOOPOB M  YYACTHUKOB U30MpaTeNnbHOro Ipolecca, B
00s13aTeTbHOM MOPSAJIKE BUBHPYIOTCS HAdYaJIbHUKOM (DUHAHCOBO-OYXralaTepCcKOro
YIPaBJIEHUS - TJIABHBIM OyXraiaTepoM U30upaTeibHOM KOMUCCHUH.

Busbl mpocTaBisAIOTCS B KOHIIE TEKCTa MpOeKTa pemieHust Jubo Ha
O00OpPOTHOW CTOPOHE MOCJENHEr0 JUCTa MPOEKTa JOKYMEHTa MO YCTAaHOBJIECHHOMU
dbopme (mpuiioxenue Ne 9).

8.2.4. IIpoekThl JOKYMEHTOB JJIsl BUSUPOBAHUS JOJDKHBI MPEJACTABIATHCS B

CPOKH, YCTaHOBJICHHBIC PerimaMmeHToM n30upaTeabHOM KOMUCCHUH.
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8.2.5. UcnonHutens oOecrneynBaeT KOMIUIEKTHOCTh BCEX JOKYMEHTOB,
0003HAaYEHHBIX KaK B MPOEKTE pEIICHUs H30UpaTeNbHOW KOMHUCCHUU, TaK U B
MPUIOKEHUSIX K HEMY.

8.2.6. [locne o3HAaKOMIIEHHSA, a B HEOOXOAMMBIX CJIy4yasiX — BHECEHMS
3aMeYaHuN M TMPEUIOKEHUM, CEeKpeTapb H30UpaTebHOM KOMHCCUU B TOPSIKE
YCTaHOBJIEHHBIM PeriiaMeHToM u30upaTenbHOW KOMUCCUU NMPUHUMAET PELIEHUE O
BBIHECEHUU  MpPEACTABICHHBIX  IMPOEKTOB  JIOKYMEHTOB  Ha  3acelaHue
n30MpaTelbHOM KOMHUCCHUM, MPOCTaBIseT Ha HHUX Yyka3zaHue «Ha 3acenanuey,
CTaBUT JIMYHYIO TOJNUCH WU JaTy W NEpPelaeT BECh KOMIUIEKT JOKYMEHTOB
OTBETCTBEHHOMY 3a BEJICHHE JI€JIONPOU3BOJCTBA (32 MOATOTOBKY 3acelaHusl) IS
TUPaXKUPOBAHUS.

[Ipy HEOOXOAMMOCTH MPOEKTHI JTOKYMEHTOB MOTYT OBITH BO3BpAILEHBI
CeKpeTapeM U30MpaTeIbHOU KOMUCCUH UCTIOTHUTENIO 11 JOPAOOTKHU.

8.2.7. OTBETCTBEHHbIN 3a BEICHHUE JIEJIOMPOU3BOJCTBA (3a MOATOTOBKY
3ace/laHus) KOMIUIEKTYeT Manku ¢ JOKyMEHTaMH, NOJJIeKAIUMH PACCMOTPEHHUIO,
B COOTBETCTBHHM C MPOEKTOM MOBECTKH JHS 3ace€aHusl N30UpaTeIbHON KOMUCCUH U
pa3gaeT ux wieHaM U30MpaTeIbHON KOMUCCHH.

Ecnu unen nzbuparesibHOM KOMUCCHUU HaXOAUTCS B OTITYCKE, KOMaHIUPOBKE
WIM OTCYTCTBYET MO OOJI€3HM, NMpeJHaA3HAaYEHHAas I HEro Marka ¢ JOKYMEHTaMU
OCTAETCS 0 €ro BO3BPAILLECHMS Y OTBETCTBEHHOI'O 3a BEACHUE JEJIONPOU3BOICTBA
(3a MOATOTOBKY 3aceJaHus ).

Unenam wu30upaTeIbHON KOMHUCCHM C MPAaBOM COBENIATENBHOTO Trojoca
NepeaTcs Mepe] HayalloM 3aceaHusl, a JulaM, NPUIJIAIEeHHbIM Ha 3acefaHue,
MaTepuajibl MO BOMNPOCY, HA KOTOPBI OHM MPUIJIALIEHBI, MEPENAITCA MpHU
perucTpanuu nepes HayajaoM 3acelaHus.

8.2.8. Ilepen  HavasioM  3acegaHWsi  OTBETCTBEHHBIM 32  BEICHHE
JIEJIONPOU3BOICTBA (32 MOATOTOBKY 3aCelIaHMsl) PETUCTPUPYET MPUIIIALIEHHBIX Ha
3acelaHue JIML, CIIMCOK KOTOPBIX IPEICTaBIsIETCsS MpeIceaareo n30upaTeabHON

KOMHCCHHU.
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8.2.9. Ha 3acenanuu u30oupaTebHOM KOMUCCUU BEJAETCSA MPOTOKOI U MOXKET
MPOU3BOIUTHCS AyIM03aNUCh (BUACO3AINCH).

8.3. BrImyCK JIOKYMEHTOB, PaCCMOTPEHHBIX HA 3aceJaHWU M30UpaTeIbHOU
KOMHCCHH.

8.3.1. JIokyMeHTBI, pacCMOTPEHHbIE Ha 3aceJaHuu HU30HpPATEIbHOU
KOMHUCCHUHM, JOJDKHBI OBITh, TIpH HEOOXOAMMOCTH, JOpabOTaHbl, a 3aTeM
MOAMUCAHBI, 3aPETUCTPUPOBAHBI U PA30CIIAHBI.

8.3.2. Cpok nopabOTKM JTOKYMEHTOB HE€ JOJKEH MPEeBBINIATh 3 pabodymx
JTHEW Tmocje JHS 3acelaHus M30UpaTeNbHOW KOMHUCCHM, €CITM HMHOW CpPOK He
omnpeneneH QeaepanbHbiM 3akoHOM u (miau) 3akoHoM Cankrt-IletepOypra,
PernamenToM n30upaTeibHON KOMUCCHUH WIIM HE OTOBOPEH HA 3aCE/IaHUM.

8.3.3.Ilpu nopaboTke AOKYMEHTa WCIOJIHUTEIb BHOCUT B  TEKCT
COTJIaCOBaHHbIE B XOJI€ 3acelaHusl HU30MpATeIbHOM KOMHCCUU H3MEHEeHUus. B
cllyyae TMPUHSATUS U30UpaTEeIbHOM KOMHUCCHEW pernieHuss O HeoO0XOIUMOCTHU
KOHTPOJIS 32 UCIIOJIHEHUEM PEIIEHUSI €ro TEKCT JOMOIHAETCS] TyHKTOM, B KOTOPOM
Ha3HAYaloTCs JIMIa, OTBETCTBEHHBIC 3a WCIOJHEHUE, U OMNPEAEISIETCS CPOK
UCIIOJTHEHUSL.

83.4.Ilpu HEoOXOIMMOCTH, B Cllyda€ BHECEHHS B  JOKYMEHT
COTJIACOBAHHBIX HA 3acelaHuu U30UpaTeIbHOM KOMUCCUU UM3MEHEHUW, OH
BU3UPYETCS y WICHOB H30MpaTeIbHOM KOMHMCCHUU, BHECIIUX B XOJE 3aceaaHus
COOTBETCTBYIOIIUE MPE/IOKECHUS.

Busbl mnpocraBisitorcsi Ha  OOOpPOTHOM CTOPOHE TOCIEIHEro JIMCTa
JIOKYMEHTA (BKIIFOUAst MPUIOKEHHUS ) o YCTaHOBJIEHHOU dbopme
(npunoxenue Ne 9).

8.3.5. UcniosmHuTEeNns  CIEOUT 32  KOMIUIEKTHOCTBIO  IpUJIaraéMbIX
K PEIICHUI0 HU30UpaTebHOM KOMHCCUU JIOKYMEHTOB U paclojaraer ux B TOU
MOCJIEI0BATEIbHOCTH, B KOTOPOW OHU YIIOMUHAIOTCSI B TEKCTE.

8.3.6. Ecnu Bompocel, cojepxkamiecs B pelIeHHH U30upaTenbHOU
KOMHCCUH, KacalTCsl [EeATeIbHOCTH OJHOW WJIM HECKOJIbKUX CTOPOHHHUX

opraHnsauHﬁ, K JOKYMCHTY IpuIaractcia JHUCT COorjiiaCoBaHusd, B KOTOPOM
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yKa3bIBae€TCsl HAaMMEHOBAHUE OpPraHMU3alliU, AOJKHOCTh, MHULMAIBI U (pamMunus
JOJDKHOCTHOTO JIMIIA, C KOTOPBIM 3TOT JOKYMEHT COIJIacOBaH, M CTAaBUTCS €ro
JTUYHAs OAIHUCH.

CornacoBanue opopMIIsieTCsl Ha MOCJIETHEM JIMCTE pelleHns n30UpaTeabHOM
KOMHCCHH.

8.3.7. K odopmnennomy s TOAMUCAHUS PEIICHUIO W30MpaTeIbHOU
KOMHCCUU  UCIIOJIHUTENh  TpWiIaraer oOT4eT O pa3MEelieHuU  pelieHUui
Cankrt-IlerepOyprckoit u30MMpaTeIbHOM KOMHUCCUM Ha O(UIMAIBLHOM CcaiTe

www.st-peterburg.izbirkom.ru, B CETEBOM W30aHUU «BecTHHK

Cankrt-IletepOyprckoit  M30MpaTeNbHOM  KOMHCCHMH» M pPacChUIKE IO
COOTBETCTBYIOLIMM ajipecaTaM (faiee — OTueT), KOTOPhIM HaIpaBiIseTCs PEeIIeHHE
n3buparenbHoi komuccuu (nmpuioxenue Ne 10).

B Otuer BKIIOUAIOTCS TOKHOCTHBIC JiMIla (OpraHu3aim), KOTopble OyayT
3aICICTBOBAHbl B pealu3allid MNPUHATOTO JOKYMEHTa WIH JOJDKHBI OBITh
porHGOPMUPOBAHBI O €r0 COJECPHKAHUU U KOTOPBIM ITOT JOKYMEHT JOJKEH OBIThH
pa3ociaH.

OTyeT NOAMKUCHIBACTCS HCIOJHUTENIEM U YTBEPXKIAETCS CEKpeTapeM
M30UpaTebHOW KOMUCCHUH.

8.3.8. OpopMIIeHHBI KOMIUIEKT JOKYMEHTOB (pelleHue u30uparenbHOU
KOMHCCUHU, OOO3HAUYEHHBIE B €ro TEKCTe MNpuiokeHus, OTYeT) HCIOTHUTEb
nepenaeT OTBETCTBEHHOMY 3a BEJIEHUE JIEJONPOU3BOACTBA (32 MOATOTOBKY
3acefaHusi) JUIsl TOPOBEPKHM MNPaBUIBHOCTH OQOPMIICHUS JOKYMEHTOB H
MOCJIEAYIOIIEr0 MX MNPEACTABIEHUS Ha MOJNUCh NPEACENaTeNl0 U CEKpeTapio
n30UpaTebHOW KOMUCCHH.

8.3.9. Pemienue n3bupaTesbHOM KOMUCCHM TOJIUCHIBACTCS MpeceaTeneM
U CEeKpeTapeM U30upaTeIbHON KOMUCCHH.

Ecniu nHa 3aceganum wu30upaTenbHOM KOMHUCCHHM MPECeNaTelbCTBOBA
3aMECTUTENb MpeceaaTelNs u30upaTeIbHON KOMUCCUU, CEKpeTapb U30upaTeabHON
KOMMCCHUU WJIW OJMH U3 WICHOB N30UpATEIbHOM KOMUCCHHM C MIPaBOM PEIIAIOIIETO

rojioca, a TakXKe €clM TMOJHOMOYHUS CeKpeTaps U30UpaTeNbHOM KOMHUCCHH
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OCYIIECTBJISUT OJIMH U3 YJIEHOB M30UpaTEIbHOW KOMUCCHUM C MPABOM PEIIAIOIIETO
rojioca, TO MOJMUCH B MPOTOKOJIE, HA pEUICHUU O(POPMIISIOTCA CIIEAYIOIIUM
00pa3oM:

«3amectuTenb mpeaceaaTens U30UpaTeNbHOM KOMHCCHUU» — B cllydae
BPEMEHHOT'0 OTCYTCTBUS IIpeceaaTeNns n30upareabHON KOMUCCHUY;

«Hcnonustomuii 0053aHHOCTH TIpejaceaaTens n30upareabHOH KOMUCCUUY —
B CIydae OTCYTCTBMs Tpejacenaress H30UpaTeIbHOM KOMHCCHUH, BPEMEHHOTO
OTCYTCTBHS 3aMECTUTENIS MIpeceaTeNsl U30UpaTeIbHOW KOMUCCUU U MTPU HATTMYUU
peuieHuss u30UpaTeNTbHOM KOMHUCCHM O BO3JIOKEHMM Ha OJIHOTO U3 YJICHOB
n30upaTeIbHOM KOMHCCHM C TPaBOM PEIIAIONIETO TOJioca MOJHOMOYMI
npeaceaaTens n3dupareabHON KOMUCCHUY;

«cnonustonuii 00A3aHHOCTU CEKpeTapsi U30upaTeabHON KOMHCCUU» — B
cllyyae HaJIM4YUs PacHopsiKEHUs Mpejacenaress M30MpaTebHOM KOMUCCUU WU
UCIIOIHSIONIETO OOS3aHHOCTU TMpejcenarenss u30upaTreNbHOM KOMHCCUU O
BO3JIOXKEHWHM HA OJHOTO M3 YJIEHOB W30UpATEIbHOM KOMHUCCUM C TPaBOM
pEelIarolero rojioca NOJHOMOYHUHN ceKpeTapsi u30upaTeabHON KOMUCCUH JIHOO TIPH
HaJUYUU PEIICHUs N30UpaTEeIbHOW KOMUCCHUH O BO3JIOKEHUU HA OJTHOTO U3 YJICHOB
n30UpaTebHOM KOMHUCCHUU C MPABOM PEIIAIOIIETO r0JIoca MOJIHOMOYUNA CeKpeTaps
n30UpaTebHON KOMUCCHH.

«CekpeTtapb 3aceaHusi U30UpaTeIbHON KOMUCCUU» — B CIIy4yae BPEMEHHOIO
OTCYTCTBHUSI CEKpeTapss HM30upaTeJbHOM KOMUCCHM M TPU HAIWYUUA PEHICHUS
n30UpaTebHON KOMUCCHH.

8.3.10. Pemenus n30upatenbHON KOMUCCHU HYMEPYIOTCA B
XpPOHOJIOTMYECKON MOCJIENOBATEIBHOCTH B MOpeAenax CpoKa MOJHOMOYHM
n30UpaTebHON KOMUCCHUH.

Howmep petienust u3dupaTenbHOM KOMUCCUU COCTOUT U3 HOMEpPA MPOTOKOJIA
3acelaHusl W TMOPSAJKOBOIO HOMEpPA BOMNPOCA, PACCMOTPEHHOrO Ha 3acelaHuu
n30UpaTebHOM KOMUCCUU, pa3/ielieHHbIX AeducoM. (Hanpumep: 1-5).

8.3.11. YkazaHHbie BbIIlI€ PEKBU3UTHI PEIICHUS U30UpaATEIbHON KOMHCCUU

BHOocaTcs:s B PK, k kotopoil mnpukperuisiercs Qaiin nokymeHta B (opmare
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MS Word® (nns Ta0IuUIL JIOMYCKAIOTCS dhopmathl
MS Excel®) u, npu HeEOOXOOMMOCTH, O>IECKTPOHHBIM 00pa3 JOKyMEHTa B
dbopmare .pdf.

8.3.12. Pa3pemienne Ha THUpaXUPOBAHUE JOKYMEHTOB B HE0OXOAMMOM
KOJIMYECTBE JlaeT TMpeJicenaresib (3aMeCcTUTENh MpejaceaaTeisi, CeKpeTaphb)
M30UpaTEeIbHOW KOMHUCCUU. JIOKYMEHTBI THUPAXUPYIOTCSA OTBETCTBEHHBIM 3a
BEJICHHE JEJONMPOU3BOACTBA (32 MOATOTOBKY 3acelaHusi) B COOTBETCTBUU C
OTtyeToM, Ha KaXJA0W KOMUU IOKYMEHTA MPOCTABISETCA Me4YaTh, YIOCTOBEPIOIIAs
MOAMUCHU TIpeJceaTeNss u30UpaTeibHOM KOMUCCUU U CEKpeTapsi M30UpaTesbHOM
KoMuccuu (06€3 BOCIPOU3BEACHUS MOIUCEH ).

8.3.13. Konusi pemienus u30upaTtenbHOM KOMHUCCHH HaInpaBJseTCS
3asBUTENII0 B ClIyyae, €CJIu €ro ooOpaileHue B H30UpaTEIbHYI0 KOMHCCHUIO
MOCITY>KUJIO  OCHOBAaHMEM IS  PAcCCMOTPEHUS  BOMpOca Ha  3aceJaHUuU
n30UpaTebHOW KOMUCCHH.

8.4. OdopmieHne TPOTOKOJIA 3aceqaHus N30UPATEITHLHON KOMUCCHH.

8.4.1. IlpoTokon 3acenanusi u3OUpaTenbHOW KOMHUCCHUU OdopMisieTcsl Ha
OJlaHke ycTaHOBJIEHHOU Qopmbl (mpuioxkenue Ne 3) B CpOK, yCTaHOBJICHHBIN
PernameHnToM U30MpaTebHON KOMUCCHUH.

8.4.2. IlpoTokon 3acenanust U30MPATEIHLHON KOMUCCHUH MOXKET OPOPMIIATHCS
B MMOJIHOW MJIM KPaTKO# hopMme.

8.4.3. TekcT MpOTOKOJIa 3acenaHus M30MpaTeIbHOM KOMHMCCHU COCTOUT U3
JIBYX 4acTEW: BBOJHOW U OCHOBHOMU.

8.4.4. B BBOJHOW 4YacTH MPOTOKOJIA 3acelaHusi U30UpaTebHON KOMHUCCUU
YKa3bpIBAIOTCS (pamMuiuss U MHULMATBl TpejcenaTes U30UpaTeibHOW KOMHUCCHU
(mpelcenarenbCTBYIONIEr0), a  Takke  MPUCYTCTBYIOIIMX  3aMECTHUTEIS
npejaceaaTens n30upaTeaIbHON KOMUCCHH, CEKpeTapsi n30UpaTelbHOM KOMHCCUU U
YJIEHOB M30MpaTeNbHOM KOMHCCHMU, B TOM YHUCJIE C IPaBOM COBEIIATEIHLHOIO
rojioca, pabOTHUKOB amnmnapaTta u30UpaTeIbHOM KOMUCCUU U JIMII, MIPUTJIAICHHBIX

Ha 3aCCaaHuc.
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JHonyckaercs odopmiieHUE NPUCYTCTBYIONIUX OTJAEIBHBIM CIOUCKOM C
yKa3aHUEeM WHULHAIOB, GaMuwinii u JokHocTed. Chnucok mpuiaraercs K
MPOTOKOJY 3aCEAAHUS.

8.4.5. IloBecTka JHSI BKJIIOYAETCS B BBOJHYIO YacTh IMPOTOKOJIA 3acedaHUs
n3buparenbHol KomMuccur. OHAa COCTOUT U3 MEPEUYHUCICHUS BOMPOCOB, KOTOPHIE
00CyX1at0TCsl Ha 3aceJlaHnu n30uparenbHON KOMHCCHH,
U 3aKpervisieT MOCIeAOBAaTEIbHOCTh UX OOCYXICHHS W (DamMuiInu JOKIaAYMKOB
(BBICTYyHAIOIHX ).

Kaxnpiii BOmpoc MOBECTKM [JHSA 3acefaHusi H30upaTebHOM KOMHCCUU
HyMmepyeTcsi apaOckoil nudpoil, ero HauMeHoBaHUE (OPMYIUPYIOT C Tpeasiora
«O» umun «O0». Ilo kaxaAOMy NYHKTY YKa3blBaeTCs MAOKIaAuMK Hu (popma
MpeICTaBICHUS BOIIpoca (JI0KJIa, OTYET, COOOIeHne, HHpOopMaIius).

8.4.6. OcHOBHAs 4acTh NPOTOKOJIA 3acelaHus W30UpATEbHOW KOMUCCUU
(KaKk TOJHOM, Tak M KpaTKOW (POpPMBI) CONEPHKUT CTOIBKO Pa3AENioB, CKOJIBKO
MyHKTOB BKJIFOUEHO B MOBECTKY JHS. B COOTBETCTBUM C HEM pa3jiesibl HyMEpYIOTCS.

Kaxneiit  pazmen  cocrour w3 Tpex uacrten:  «CIIYIHAJIA:»,
«BBICTYIINJIN:», koTOpBIE MEYATAOTCSA OT TPAHULBI JIEBOTO MOJISI IPOMUCHBIMU
oykBamu U «CankT-IleTepOyprckas uzduparenbHas KOMUCCHS PEInia ), KOTopas
MeyaTaercs I0 TEKCTy JOKYMEHTa CTPOYHBIMU OYyKBaMH, BBIIEISAS CIOBO
«peuuiay nojayKUpHbIM HaUePTaHUEM.

B wactm «CJIYIHAJIM:» KpaTkO wu31araercsi TEKCT BBICTYIUICHUS
nokiaaguuka. JlomKHOCTh, MHULIMAIBI U (aMuIds JOKJIaA4YMKa [eYaTaroTCsA C
HOBOM CTPOKU B POJUTEILHOM Majieke. 3amuch JIOKJaJa U3j1araeTcsi OT TPEThEro
JU1A €JMHCTBEHHOTO YMCIa.

Ecnu Teker mokiana mpuiiaraeTcs K MPOTOKOMY 3aceJaHusi u30upaTeabHOU
KOMHCCHH, TO UCTIOJIb3YeTCs CChUIKa « TEeKCT MOKIIaia MpUiiaraeTcs».

B wactu «BBICTYIINJIM:» nepeducisitoTcsl BBICTYIAIOIMIME W aBTOPHI
BOIMpPOCOB. Jl0JDKHOCTh, MHULMANIBI M (DaMWINs BBICTYMAIOUIETO MEYaTalOTCs C

HOBOU CTPOKM B HMCHHUTCIBbHOM IIaJCKC. KpaTKaﬂ 3aIlIMCh BBICTYIVICHHUA II0
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CYIIECTBY = pacCMaTpuMBaeMOr0 BOIpOCa M3JAraeTcs OT TPEThEro Jula
€MHCTBEHHOTO YHCIIA.

Ecau Ttekcr BBICTyIJIEHHS TpuUaraeTca K MPOTOKONY 3acelaHus
M30UpaTEeIbHOW KOMHUCCHUU, TO HCIOJB3yeTCs CChUlKa «TEeKCT BBICTYIICHHS
MIpUIaraeTcs».

B uactu «Caukt-lIletepOyprckass um3OupareibHass KOMHCCHUSL pelIuia:»
OTpa)KaeTcsl MPUHSATOE pEIICHHE MO OOCYX)IaeMOMY BOIPOCY U PEe3yJbTaThl
rOJIOCOBAHUSI.

Ocoboe MHeHHE WiieHa M30MpaTeNbHOM KOMHUCCHM C MPABOM PEIIAIOIIETO
rojioca (MpyW HAIUYMHM) OTpakaeTcs B MPOTOKOJE 3acelaHusi HU30MpaTeNIbHOM
KOMHCCUU U JIOJDKHO OBITh MPUIIOKEHO K PEHICHUI0 M30UpaTeIbHOW KOMHUCCHUH,
B CBSI3HM C KOTOPBIM 3TO MHEHUE U3JI0KEHO.

8.4.7. IlpoTokon 3acemaHusi H30UpPATEIHbHONM KOMHCCHH TIOAMUCHIBACTCS
npeacenareneM  u30UpaTenbHOM — KOMHCCUM  (NIpefceaTeNbCTBYIOIMIMM — Ha
3ace/laHrM) U CEeKpeTapeM H30MpaTeIbHOM KOMHCCHUM (YICHOM H30MpaTeIbHOU
KOMMCCHUU, HUCIIOJHSBIIUM OOS3aHHOCTH CEKpeTaps HU30UpaTebHON KOMHUCCHH,
WJIU CEKpeTapeM 3acelaHusi U30upaTeIbHON KOMUCCHH ).

8.4.8. Ilocne moanucanusi MPOTOKOJIBI 3aCeJaHU N30UpaTEIbHON KOMUCCUU
PErUCTPUPYIOTCSL.

[Ipotokonibl  3acemaHuil  M30UpPATEIBHOM KOMUCCHUM HYMEPYIOTCS B
XPOHOJIOTHYECKOM  MOCJIEeIOBATEIbHOCTH B IpeAeliaXx CpoKa IMOJTHOMOYHUM
n30HUpaTebHON KOMUCCHUH.

8.4.9. IIpoTokoasl 3aceqaHuii M30UPATEIHHON KOMHUCCHH, MPUOOIIEHHBIC K
HUM pelIeHUs U30upaTeIbHON KOMUCCUU BMECTE C MaTepuaiaMu, MOCITYKUBIIUMU
OCHOBaHUEM Il UX HPUHATUS, OCOOBIMU MHEHHUSIMU YJICHOB H30MpATENIbHOM
KOMHCCUU XpaHsATcs B OpraHu3allmOHHOM YIIPaBJICHUM amnmnapaTta hu30uparesibHOM
KOMKCCHH, a 3aTeM, O(pOpPMIICHHBIE B COOTBETCTBUU C TpeOoBaHUsIMU NHCTpyKIINH,

HepeIat0TCsl B ApXHUB.
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9. OdopMiieHHne NPUKA30B, PACHIOPSKEHUH MpeaceaaTe st
U30MpaTeJbHON KOMHUCCHH

9.1. OdopMmieHre MPUKA30B, PACTIOPSHKEHUM TpeaceaaTeNns n30upaTeabHOU
KOMKCCHUU IO OCHOBHOM JI€SITEILHOCTH.

9.1.1. Ilpuka3 npeaceaatesnss U30UpaTeIbHON KOMUCCUU — UHAUBUTYaATbHBIN
MPaBOBOM akT MO BONpPOCaAaM BHYTPEHHEH opraHuzanuu padoThl M30UpPATEIHHOM
KOMUCCHH (J1aJiee — IIpuKa3s).

Pacnopsbxkenus npejcenarenis — MpaBoBOM akT MO BOIMpPOCaM, OTHECEHHBIM
3aKOHOJATEIIbCTBOM U  MPABOBBIMM  aKTaMU  W30UpPATENbHOW  KOMHUCCHUU
K  KOMIIETCHIIMU  TMpeacenarens  u3dupaTenbHOM — Komuccuu  (nmanee -
pacropspKeHue).

[Ipukassel, pacnopsbkeHus: ohopmisieTcsi Ha OJaHKE YCTaHOBJICHHOW (OPMBI
(npunoxenue Ne 3).

9.1.2. IlpoekThl MpPHUKA30B, paCHOPSKEHUM mMpelcenaresis U30upaTebHOM
KOMHCCUU TOTOBSITCA alaparoM H30UpaTebHOW KOMHUCCHHM 10 MOPYYEHUIO
npeacenaTens (3aMecTUTeNs Mpelcenarelis, cekpeTraps, WIEHOB) M30UpaTeabHOU
KOMHCCUU JMOO 10 UWHUIMATUBE CTPYKTYPHOIO TOJPA3/ICIICHHs arapara
n30UpaTebHON KOMUCCHH.

9.1.3. Ilpuka3, pacnopspkeHUE HMEET CICAYIOIHUE PEKBUBUTHI: repo
Cankrt-IletepOypra; HaumeHOBaHME rocyaapcTBeHHOro oprana Cankr-IlerepOypra
(Cankrt-IlerepOyprckass m3OupareibHass KOMHUCCHUA); BHUJ JOKyMeHTa (IIpuKas,
pacrnopsikeHue); jaaTa, PEerucTpallMOHHBIM HOMEp; 3arojJOoBOK K TEKCTY; TEKCT;
MOAMUCH AOJKHOCTHOIO JIUIA, U3JaBUIETO MPUKA3, PaCIOPsKEHUE.

9.1.4. 3aroyioBoK K TEKCTy AOJDKEH KPATKO M TOYHO OTPa)¥aTb OCHOBHOE
COJIepXKaHUE TEKCTa MpuKas3a, pacrnopsbkeHusi. Touka B KOHIE 3arojioBKa He
CTaBUTCSI. 3aroJIOBOK Ie€YaTaercsl MOJYXUPHbIM MPUPTOM Uepe3 OJUH

MG)KCTpO‘-IHBII\/,I HHTCPBAJI. 3aroyioBok BBIPABHHUBACTCA 110 HCHTPY JOKYMCHTA.
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9.1.5. Tekct MpUKa3a, pacnopsiKeHus COCTOMT, KakK
MPABUJIO, U3 KOHCTATUPYIOIIEN U PACHOPAIUTEIBHOM YacTEe, U MOXKET HMETh
3aroJIOBOK.

TekcT mpuKasza, pacmopsbKEHUs  OTAENSIeTCss OT  3arojoBka  2-3
MEKCTPOUYHBIMU MHTEPBAJIAMH.

B koHcTaTupyomen 4acTu M37araroTCsA LENIU U 3aJa4d IMPEAIHUChIBAEMbIX
nercteui. Eciv OCHOBaHMEM K U3JAHHUIO TNPUKA3a, PACHOPSIKEHUS SBISIETCS
HOPMATUBHBIA MPAaBOBOM aKT WM PaCIOPSIAUTEIbHBIA JTOKYMEHT, TO B
KOHCTaTUPYIOIIEH YaCTH YKa3bIBAKOTCA €T0 Ha3BaHUE, 1aTa, HOMEP, 3ar0JIOBOK.

B pacnopsaautenbHON 4acTU COAEPKATCA MEPEUHNCICHUE MPEANUCHIBAEMbBIX
JNEUCTBUM, CPOKM U HMCHOJHUTENMU. PacriopsaaurenbHas 4acTb MOXET JCIIUTHCS Ha
MYHKTHI U MOJIMTYHKTBI, KOTOPbIE HYMEPYIOTCSl apaOCKUMU LUPpamMu ¢ TOUYKOU U HE
HMMEIOT 3ar0JIOBKOB.

9.1.6. Ecnu npukas, pacnopspK€HHE HU3MEHSIET, OTMEHSET WM JIONOJHSET
paHee U3JaHHbBIA MTPUKA3, PACTIOPSIKEHUE UJIU €T0 OTHAENIbHBIE MMYHKTHI, TO OJWH U3
MYHKTOB PAacHOpPSIAUTEIBHOM YAaCTH TEKCTAa JOJKEH COJEpKAaTh CCBUIKY Ha
OTMEHSIEMbI JOKYMEHT (MYHKT JIOKYMEHTAa) C yKa3aHUEM ero JaThl U HOMepa.
TekcT myHKTa AOJKEH HAauMHAThCA cioBamMu «lIpu3HaTh yTpaTUBIIMM CUITY...»
60 «CunuTaTh yTPATUBIIUM CUITY...)».

9.1.7.B  mnocnegHeM = IyHKT€  paCHOPAIUTEIBHOM  4YacTh,  IpHU
HEOOXOJMMOCTH, YKa3bIBae€TCsl JOKHOCTHOE JMII0, HAa KOTOPOE BO3Jaraercs
KOHTPOJIb 32 UCIIOJHEHUEM MPHUKa3a, PACIIOPSKECHHUS.

9.1.8. Ilpy HaIMYMKM TPUIOKEHUNA K MPUKA3y, PACIOPSIKEHUIO B TEKCTE Ha
HUX 00s13aTENIbHO JEIAeTCs CChLUIKA.

9.1.9. [lpuka3, pacnopsik€HHE U MPUIOKEHUS K HEMY BU3UPYIOTCSA
HETOCPEICTBEHHBIM WCTIOJIHUTEIEM, HavyaJIbHUKaMU COOTBETCTBYIOIIMNX
CTPYKTYPHBIX MOJApA3JeICHU anmnapaTa u30upaTebHOM KOMUCCUU, HAYaIbHUKOM
KOpunnueckoro ympaBieHus anmnapara u30UpaTebHON KOMUCCUU U HAYAJIbHUKOM

OpraHu3aimoHHOr0 yIpaBJeHus anmnapaTa n30upaTeIbHON KOMUCCHH.
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Ecnu B mpukaze, pacrnopspkKeHHH COJEp KaTcs BOMPOCHl (DMHAHCUPOBAHUS
BBIOOPOB, 00ecTeUeHUs ACSITEILHOCTH U30UpATETbHON KOMUCCHH, SKCIUTyaTalluu
W pa3BUTUSL CPEACTB aBTOMAaTHU3allMh, OOYUYEHHs OpPraHu3aTOpPOB BBHIOOPOB
U YYaCTHUKOB M30UPATEIBHOTO MpOIlecca, TO MPUKa3, PaCoOpsKEHUE BU3UPYETCs
y HayaibHUKa DUHAHCOBO-OYXTaJTEPCKOro YMPaBJICHUS - TJIaBHOTO Oyxrajirepa
M30UpaTebHOW KOMUCCHH.

Busbl npocrtaBisitorcsi Ha 000POTHOM CTOPOHE MOCJEAHETo JMCTa MpUKasa
(pacniopsikenust ), o yctaHOBIIeHHOU (hopMme (mpustoxkerue Ne 9).

9.1.10. B cnyyae BpeMEHHOro OTCYTCTBUS TMpejcenaresis u30upaTeabHOl
KOMHCCUU  TPUKa3bl,  pPACHOPSHKEHHS  TMOAMHUCHIBAIOTCS  3aMECTUTEJIEM
npeacenaTenas W30MpaTeIbHOM KOMHCCHUM B COOTBETCTBHHM ¢ PermameHToM
n30UpaTebHON KOMUCCHH.

9.1.11. Ilpuka3el  PErHUCTPUPYIOTCS  OTBETCTBEHHBIM  3a  BEJCHUE
JICTIONPOU3BO/ICTBA B dKYpHAJIE MPUKA30B.

9.1.12. PacniopsikeHHsI PETUCTPUPYIOTCS OTBETCTBEHHBIM 34 BEJICHUE
JIJIONPOU3BO/ICTBA B KypHAJIE PACTIOPSKEHHUI.

9.1.13. [Ipukazam, PacCIoOpsKEHUSIM MIPUCBANBAOTCS
pEerucTpalMoHHble HOMEpa B IIpejieliax KaJIeHIapHOIo roja.

9.1.14. Tlpukaspl, pacHOpPSIKEHHS BMECT€ C MPUOOIICHHBIMU K HUM
JIOKYMEHTAaMH, MOCIY>KMBIIUMU OCHOBaHUEM JUIsl UX U3AaHUsi, GOPMUPYIOTCA B
Jieja COTJJaCHO HOMEHKIIAType el M30UpaTelibHOW KOMHUCCHUU, XpaHATCS Y
OTBETCTBEHHOTO 3a BEJEHUE JCJONPOU3BOJACTBA, a 3areM, O(OpPMIICHHBIE B
COOTBETCTBUHU C TpeOoBaHUSIMU VHCTPYKINU, IepeaatoTCs B apXUB.

9.2. OdopmieHne TNPUKA30B TpeacenaTenas U30UpaTebHON KOMHUCCHH 10
KaJIpOBBIM BOIIPOCAM.

9.2.1. Ilpukassl mpeacenaresns MU30MPATEILHONM KOMHCCHUU MO KaJpPOBBIM
BOIIPOCAM H3JIAI0TCSl IO KOHKPETHBIM BOIPOCAaM, CBSI3aHHBIM C JESATEIbHOCTBHIO
YJIEHOB U30MPATEIbHOM KOMHCCUU, MPUEMOM Ha TPAXKJAHCKYIO CIIY>KOy B anmapar
n30UpaTeNbHOM  KOMHUCCHUM, TPOXOXKJIEHUEM  TpakJAaHCKOW  CIyXkObl U

YBOJIbHEHUEM C TPaXAaHCKOW CITy>KObI B annapare u30upaTeabHO KOMUCCHH.
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9.2.2. llpuka3zel mpeacenaTesss U30UPATEIBHON KOMHUCCHUU TO KaJpPOBBIM
BOIIpocaM OQOPMIISIOTCS aHAJIOTUYHO TMPUKA3aM, PaCHOPsLKEHUSIM TMpejceaaTens
n30MpaTeIbHOM KOMUCCUH 0 OCHOBHOM J€ATEIHHOCTH.

9.2.3. llpukazamMu 1O KaAPOBBIM BompocaM O(QOpMIISIOTCS  Hadallo
WCIIOTHEHUs OO0SA3aHHOCTEH MO 3aMEIIEHHI0 TOCYIapCTBEHHOM JOJKHOCTU W
MpEKpaIleHUe MOTHOMOUYUM YJIEHOB M30UPATENbHOW KOMHCCUHU, pabOTarolmux B
n30UpaTebHOM KOMHCCUU Ha TIOCTOSHHOM (IITaTHOW) OCHOBe, NIpUEM Ha
IPAXKIAHCKYIO CIIY>KOY, 3aKIIFOUEHHUE CIIYKEOHOTO KOHTpaKTa, UCUMUCICHUE CTa)xa
IPAKIAHCKON CIIY>KObl TPaXXJAHCKUM CIyXKalllUM —anmnapata u30hpaTebHOM
KOMHCCHUH, MPUCBOCHHUE KJIACCHBIX YMHOB Tpa)kKJAaHCKOW CIYXObl, yCTAHOBJICHUE
HOBBIX YCJOBUU OIUIaThl TpyAa, NepeBoj (Ha3HAUCHHME) HA HHYKO JOJKHOCTH
IPAKJIAHCKON CHYy>KObI, HUCIOJHEHHWE OO0sS3aHHOCTEH HaudallbHUKA YIIPaBICHUS,
u3MeHeHue (pamMuwinm, UMEHHU, OTYECTBA, YCTAHOBIIEHUE HEMOJIHOTO paboyero AHs,
BBIIUIATHl €JUHOBPEMEHHOIO MOOUIPEHHS B CBSI3M C YBOJBHEHUEM M BBIXOJOM Ha
MEHCUIO 3a BBICIYTY JIET, BBIILIATHI €JUHOBPEMEHHOTO MOOILIPEHUS B CBA3U C
rooueeM, MIPEMUPOBAHHUE, MPEIOCTABICHUE €XKErOHBIX, y4eOHBIX,
JIOTIOJIHUTEIIbHBIX OTIYCKOB, OTHYCKa MO OEPEMEHHOCTH W pojiaM, OTIIyCKa IO
yXOJy 3a peOeHKOM, OTITyCKa 0€3 COXpaHEeHUS ICHE)KHOTO COJIEp KaHusl, BHIXOJ U3
OTIyCKa MO YyXOIy 3a peOCHKOM, HAJIOKEHHUE B3bICKAHUS, KOMaHIHPOBAHMUE,
NpeKpalieHue  CIyxkeOHOro  KOHTpakKTa, OCBOOOXJIEHHE OT  JIOJDKHOCTH
TPaKIaHCKOM CITY>KObI ¥ YBOJIBHEHUE C TPAXKIAHCKOM CITY>KOBI.

[Ipuka3 Mo KagpoOBBIM BOIIPOCAM SBJSETCS OCHOBAHUEM JUIS HAYHCIICHUS
JICHE)KHOTO BO3HArPaXKIACHUS WIM COJCPKAHUS, OCYLIECTBIEHHUS BBIILIAT, JOIUIAT
WJIU yACPKAHUMN.

9.2.4. [IpoekTel  NpPUKA30B 1O  KaJApPOBBIM  BOMNPOCAM  TOTOBATCS
cnenuanuctoM  OpraHu3allUOHHOTO — yOpaBJEHUs —anmapara u30upaTeabHOU
KOMHCCUM HAa OCHOBAaHMM TMOPYYEHUM Mpejcenarens U30upaTeabHON KOMUCCHUH,
JUYHBIX 3asBJICHUN YJIEHOB M30MPATEIHHON KOMUCCHH U TPAXKIAHCKUX CITYXKAIIUX,
MPEJACTABICHU  HAYAJIbHUKOB  CTPYKTYPHBIX  IOJpa3JCiCHUNM  ammapara

I/I36I/IpaTeJ'H>HOI\/,I KOMHCCHU, CJ'IY)KG6HBIX 3aIIMCOK, MHBIX JOKYMCHTOB.
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9.2.5. B mpuka3ze mo KaJpOBbBIM BOIIPOCAM O MNPHEME HA TPAKIAHCKYIO
CIyx0y yKa3bIBalOTCS (paMuiivs, UMs, OTYECTBO NMPUHUMAEMOr0 TpakJaHHUHA,
HAaUMEHOBaHUE 3aMEIaeMOM JIOKHOCTH U CTPYKTYPHOTO MOJpa3eiacHUs
anmapaTta HW30MpaTeNbHOM KOMHMCCHM, JaTa Haydajla MCIOJHEHUs] O0sI3aHHOCTEH,
yCJIOBUSL OIJIAThl Tpyna (B TOM 4YHCIE pa3Mep JOJLKHOCTHOTO —OKJaja
IPAXKJIAHCKOTO CIIyXallero, Haa0aBKW M JPYrue BBIIATHI), CPOK JEHCTBUS
3aKJI0YaEMOr0  CIIy)KE€OHOTO KOHTPAKTa, YCTAHOBJICHHBIM CpPOK HCHBITAHUS
IPAXKIAHCKOTO CIYKaIllero B IEISAX MPOBEPKH COOTBETCTBUSI €ro 3aMellaeMoi
JOJDKHOCTU  TPAXKIAHCKOM CIyXObl, €ClIM 3TO MPEayCMOTPEHO, OCHOBaHUE
BBIITyCKa MpHKa3a (Mopy4YeHue, 3asiBJICHUE, IPEICTABICHHE).

9.2.6. B npukazax 10 KaapOBBIM BONpOocaM O NPOIJIECHUU CpOKa
TPAKJIAHCKON CIyX’Obl M 3aKIIOUYEHUU CPOYHOTO CIYXKEOHOTO KOHTpPAKTa,
HAa3HAYCHUUM Ha HUHYK JOKHOCTh TPaXJTAHCKOM CIyXObl, YBOJbHEHUH C
IPaKIAHCKOM CITyKOBbI, OTIYCKE U MO APYTUM KaJPOBBIM BOMPOCAM YKa3bIBAIOTCS
dbamunsi, UMsi, OTYECTBO TPAXKAAHCKOTO CIIY>Kallero, HAMMEHOBaHUE 3aMeIaeMOi
JOJDKHOCTH ~ TPaKJAHCKOM  CIy>KObI U CTPYKTYpPHOTO  MOJpa3eieHUs
n30UpaTebHOM KOMUCCHH, COJEPKAHUE PACTIOPSIUTEIBLHOIO PelieHus (TIPOIUTh
CPOK TPaKJIaHCKON CHYXObI, YBOJUTb C TPAXKIAHCKON CIYyKObI, MPEIOCTABUTH
€KErOJIHbIN OIIauMBaEMbIid OTITYCK U JIPYTO€), eciik TpeOyeTcs, JaeTCs CChLIKa Ha
3aKOHO/ATENIbHBIA aKT, HA OCHOBAHUU KOTOPOTO MPUHUMAETCS PaCIOPSIAUTEIIHLHOE
pelieHue,  YCTaHABIMBAIOTCA  CPOKM  (KalleHJapHble  JaThl)  JIEUCTBUSA
pPaCHOPSIAUTENBHOTO pPEIIeHUsT (IEHCTBUSL CPOYHOrO CIIYKEOHOTO KOHTPAKTa,
NpEAOCTABICHUSI OTIYCKa, KOMAHJIUPOBKM, JaTa YBOJbHEHUS U JIpyroe).
B mpukaze mo kaJapoBbIM BOIIpocaM, Kak MPaBWJIO, YKa3bIBAETCS OCHOBAHUE €ro
obopmienuss  (TmpeacTaBieHue,  3asgBiIeHHE, TpaduK  OTHMYCKOB,  IUIaH
KOMaHJHUPOBOK, CIy)KeOHas 3aMucKa).

9.2.7. llpukazaM MO KagpOBBIM BONPOCAM MPUCBAUBAIOTCS MOPSAIKOBBIE
pPEruCTpallMOHHbIE HOMEpa B Mpeiesiax KaJleHIapHOIo roja:

O Tmpueme, IMepeBojie, YBOJbHEHUHU, TMOOUIPEHUU [OMUMO HOMEpaA

IMPUCBAUBACTCA HHACKC «K»;
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0 KOMaHJUPOBAaHUU MPUCBAUBACTCS UHACKC «K/T»;

O  JUCIUIUIMHAPHBIX  B3BICKAHMUSIX, Y4YE€OHBIX, JIPyTHMX  OTIIyCKax
MPUCBAUBACTCS IJIaBHBIA MHICKC «KII.

9.2.8. Konnu mpuKa3oB MO KaJPOBBIM BOIPOCAM B 00s3aTEIbHOM IOPSIKE
nepeaarTcs HadalbHUKY OUHAHCOBO-OYXTaJITEPCKOTO YMpPaBICHUS - TJIaBHOMY
Oyxranrepy u3OupaTrenbHON KOMHUCCHUH.

9.2.9. Ilpukasel MO KaApPOBBIM BOIpocaM (POPMHUPYIOTCS B Jeia COIIACHO
HOMEHKJIaType Jeld Hu30UpaTebHOW KOMHUCCHM B COOTBETCTBUU CO CPOKaMH

XpaHEHHS.

10. OdopmiieHre MPOTOKOIOB 3aceaHUl Pa00YNX, IKCIIEPTHBHIX IPYILII,
KOHCYJIbTATUBHBIX OPraHOB U30MpPAaTeJIbHOM KOMUCCHH

10.1. ITpoTrokonsl 3acenaHuii (lajiee — MPOTOKOI) pabouMX, SKCIEPTHBIX
IpyII, KOHCYJAbTAaTUBHBIX OPraHOB M30MpaTelbHON KoMmHuccuu (manee — pabouas
rpynma) opopMIISIFOTCA 10 yCcTaHOBIEHHOU hopme (ripunoxenue Ne 11).

[TpoTokos coCTaBisIeTCs HA OCHOBAaHUU 3aIlMCEN, MPOU3BEACHHBIX BO BpeMs
3acefaHusl, MPEJCTABICHHBIX TE3UCOB JIOKJIAJI0OB M BBICTYIUICHUH, CIPABOK,
MIPOEKTOB PEIICHUN U APYTUX MATEPUATIOB.

[IpoTOKOJIBI MOTYT U3/1aBaTHCS B MOJHOW WJIM KpaTKod opme, Ipu KOTOPOit
OIlyCKaeTcs X0/ 00CYXJIeHUs BOIpoca U (PUKCUPYETCS TOIBKO NPHUHITOE IO HEMY
peuieHue.

10.2. TekCT MOJHOrO IPOTOKOJIA COCTOMT M3 JBYX 4YacTeW: BBOIHOU H
OCHOBHOM.

B BBOmHOM dYactu npoTokosia mocie cinoBa  «lIpucyrcrBoBaNN:»

yKa3bIBalOTCS (aMUJIMA W HMHULMAIBI  PYKOBOAUTENs paboyed Tpynmsl,
3amecTuTenss pabodell Tpynmbl, 4JeHOB pabouel Tpynmbl, cekperaps pabdoueit
IpyIIbl, TPUTJALIEHHBIX Ha 3acenanue. [Ipu mnepedncieHud NpUTIalIeHHbIX
00s13aTeNIbHO YKa3bIBACTCSI HAMMEHOBAHUE WX JOJKHOCTEH. MHOroCTpOYHBIE

HAanMCHOBAHHA ,HOH)I(HOCTGﬁ neyaTar0TCAa 4Cpe3 OAUH Me)KCTpquBIﬁ HHTCPBAJ.
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[locne mepeuncneHus Jinil, NPUCYTCTBYIOIIMX HAa paboyeil rpymme, B MPOTOKOJIE
yKa3bpIBaeTCa UHPOpMaIUs 0 KBOpyMe.

Jlommyckaercs  oQopmiIeHHE TPUCYTCTBYIOIIUX  OTACIBHBIM  CIIHCKOM
C YKa3aHMEeM WHHUIMAIOB, (GaMuwinii u JoipkHocTed. CHHCOK mpuiaraercs
K IPOTOKOJIY U ABJISIETCS €r0 HEOTHEMIIEMOU YACTBIO.

10.3. IToBecTka AHS BKIIFOYAETCS B BBOJHYIO YaCTh IPOTOKOia. OHA COCTOUT
U3 TEPEUUCICHUS  BOIMPOCOB, KOTOpPbIE OOCYKIOAlOTCS Ha  3acelaHuM,
Y 3aKpeIIsieT NOCIE0BATENILHOCTD UX O0CYXKIEHUS .

Kaxnplii Bompoc MOBECTKH JHS 3acefaHus HyMmepyercs apabckoi nudpoi,
€ro HauMeHoBaHue PopMyaupyroT ¢ mpeasiora «O» wim «O0».

10.4. OcHOoBHass 4acTh MPOTOKOJIA Te4YaTtaeTcsa d4epe3 1,5 MeKCTPOUYHBIX
WHTEpBAJIA.

OcCHOBHas1 4aCTh NPOTOKOJIA COAEPKUT CTOJIBKO Pa3J€iIOB, CKOJIBKO ITYHKTOB
BKJIFOUEHO B MTOBECTKY JIHS. B COOTBETCTBUU C HEN pa3Aeiibl HyMEPYIOTCS.

Kaxneiii  pazmen  cocrour w3 Tpex  uacren:  «CIIYIHAJI:»,
«BBICTYIINJIN:», « PEIIINJIN:», KOTOpBIEC MEYaTAOTCSI OT TPAHUIIBI JICBOTO TOJIA
IPOIKCHBIMU OYKBaMHU.

B wactm «CJIIVIOAJIM:» KpaTKO H3/1araercsi TEKCT BBICTYIUICHHS
Jnokaaquuka. JlomKHOCTh, MHMIMANBI M (aMids JOKJIag4uKa MedaTaroTcs 0
TEKCTY B POJHUTEIBHOM MaAeXke. 3aluch JOKIaJa W3J1araeTcs OT TPEThEro Jula
€JUHCTBEHHOT'O YUCJIA.

Ecnu TekcT moknana mpuiaraercs K MPOTOKOY, TO HCIOIB3YETCS CChLIKA
«Teker noknaga nmpuaaraercs».

B uwactu «BbBICTVYIIMJIN:» mnepeyucnsarorcs BBICTYNAIOUIUE W aABTOPbI
BoIpocoB. CTaTyc, MHULIHAIIBI U (haMUIIKS BBICTYMAIOIIETO MeYaTaloTCs C KPacHOM
CTPOKH B MMEHMUTEIBbHOM IMajexe. KpaTkas 3anuch BBICTYIUIEHUS IO CYLIECTBY
paccMaTpUBaeMOro BOMNPOCA MOXET ObITh M3J0KE€HAa OT TPEThEero JIMLA
€JUHCTBEHHOT'O YMCIIA.

Ecnu TeKCT BBICTYIUICHMS MPUIIAraercsi K IMPOTOKOJY, TO HCIOJb3YETCS

cchlIKa « Tekct BBICTYIIICHHSA IIPUIAracTCsa.



67
B vactu «PEIINJIN:» oTpaxkaeTcsi MpUHATOE pelIeHUe Mo 00CyKIaeMOMY
Borpocy. TekCT TpUHATOro pemieHus (IPUHSATBIX pEIIeHUN) medaTaeTcs
MONHOCThIO. Eciii pelieHue 1o OZHOMY BOIPOCY IMOBECTKHM [HS 3aceJaHus
COCTOUT U3 HECKOJbKUX MYHKTOB, TO MYHKTHI HyMEPYIOTCS apabCKumu 1udpamu,

pPasaciaCHHbIMU TOYKAMM:

1.1. — mnepBbId MYHKT pEUNIEHUs IO MEPBOMY BONPOCY MOBECTKUA JHSA
3aceaHus,
1.2. — BTOpOW MYHKT pEUICHUS IO MEPBOMY BONPOCY IOBECTKU OHS

3ace/laHus U T.[I.

TeKCThI MyHKTOB PELICHUS U3JIAralTCs C UCHOJIb30BAHUEM HEONPEICICHHOU
(GbopMbI raarojia: BO3JI0XKUTh, HOPYYUTh, OPTaHU30BATh U T.1.

Ecim onuH #3 TMYHKTOB COJACPKUT pelleHHe 00  yTBEPKICHUU
oOcy>XaaBIIerocsi Ha 3aceJaHud JOKYMEHTa, OJTOT JIOKYMEHT CTaHOBUTCS
MPUJIOKEHHEM K MPOTOKONY M Ha HeM O(opMIsieTcsl CChUIKAa Ha HOMEpP W JaTy
nporokona. llpunoxenue odopmisiercss Ha oTaeabHOM Jucte. [lpu Hanmyum
HECKOJIBKUX MPUJIOKEHU OHH HYyMEPYIOTCSI.

[locne wactu «PEIINJIN:» yka3biBaetcss uHdoOpManus O pe3yibTaTax
rOJIOCOBAHUA.

10.5. Tekct KpaTKOro MpPOTOKOJIA TAaKXKE COCTOUT M3 JBYyX uacteud. B
BBOJIHOM YacCTW YKa3bIBAIOTCS MHULMAIBI U (aMmins TpeaceaaTesIbCTBYOIIEr0
(pyxoBoauTenst paboyeil rpyImiibl), 3aMecTUTeNs padouei Tpynmsl, cekpeTraps (mpu
HaJM4MH ), WICHOB padoyel rpynmbl U NPUCYTCTBYIOIIUX JIUII.

CnoBo «lIIpucyrcTBOBaNIN:» MeYaTACTCs] OT T'PAHULBI JIEBOIO IMOJsA, MOCIE
CJIOBa CTaBHUTCS JABoeToune. Huke medararorcss HAaMMEHOBAHMUS JIOJKHOCTEHN
MPUCYTCTBOBABIINX, a CIIpaBa OT HAUMEHOBAHUS JOJDKHOCTEHW — MX MHHULMAIBI U
bamuiiuu.

B 0CHOBHOW 4acTH MPOTOKOJIA YKa3bIBAETCSI HOMEP BOIPOCAa B COOTBETCTBUU
C IOBECTKOM JIHSI, COAEPKAHUE BOIIPOCA U MPUHSTHIE PELICHUS.

HaunmMeHnoBaHue Bompoca HyMepyeTcs pUMCKOM HUPpOW U HAYMHAETCS C

npemiiora «O» («O06»), nmeuaraercst eHTpoBaHO pazMepoM mipudra Ne 14. Tlon
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BOIIPOCOM YKa3bIBAIOTCS (PaMUJIMH JIUI], BBICTYITUBIIUX MIPH 00CYX ICHUHU JAHHOTO
Borpoca. @amMuInu neyaTarTcs 4epe3 OJNH MEKCTPOUHBINA HHTEPBAJI.

3areM yKa3bIBaeTCsl MPUHATOE MO BOIIPOCY PEIICHUE, B CIIydae TOJIOCOBAHUS —
PE3yABTATHI TOJIOCOBAHUS.

10.6. IIpoTokOon  MOAMUCHIBAETCS  PYKOBOJAWUTENEM  paboyedt  rpymimsl
(mpencenarenbCTBYIONIMM Ha 3aceaHuu paboydeil TpyIIbl) U ceKkpeTapeM padoueit
rpyIIbl (CekpeTapeM 3aceqanus paboyei rpyIibl).

[lonmucu OTACNAIOT OT TEKCTa TPEMS MEKCTPOYHBIMH WHTEPBAJIAMU.
HavmMeHoBaHUE AOMKHOCTH T€YaTAaeTCs OT TPAHUIIBI JIEBOTO TOJISA, MOCIEIHSIS

OykBa B (paMUJIMU OTPAHUYUBACTCS MPABBIM TOJIEM.

Hanpuwmep:
PykoBoautens paboueil rpymnimsl A.B. IBaHOB
Cexkpetapb paboueil rpynibl E.A. CrenanoBa

10.7. IIpoTOKOJIBI HYMEPYIOTCS B XPOHOJOTHYECKOW MOCIIEI0BATEIIBHOCTH B
npejenax KalleHIapHOIro rojaa aubo B MpeleNiax Cpoka JeATeNIbHOCTH paboueit
TPYIIIIBI.

10.8. IIpoTOKONIBI COBMECTHBIX 3ac€JaHUil HECKOJbKUX pPabouyux TIpyI
opopmiisitoTcss Ha Juctax Oymaru ¢dopmara A4 ¢ coOOMIOJEHUEM DPEKBU3UTOB
npotokosia. B pekBuszute «llpencenarenbcTByronuiiy yka3biBatoTcs GaMuius U
WHHUIMANBl  jguna  (baMuiIud W MHULNHMANBI), IPEACeIaTeIbCTBOBABIIETO
(mpeacenaTtenbCTBOBABIINX) Ha  3aceqanumu. B pexBusute  «lloamuchy
HAaWMEHOBAaHUS JIOJDKHOCTEH pacrojaraloTcsi Ha 0JIHOM YPOBHE.

10.9. Pemienusi,  npuHsThie  pabodeil  rpynmoil  mo  BOmpocaw,
paccMaTpuBaeMbIM Ha 3ace€laHHM, MOTYyT ObITb OQOPMIIEHBI PEIICHHUEM
ycTaHOBIeHHOM (opmbl (mpuioxkenne Ne 12). PemieHuss moAnuchIBarOTCs
pykoBoauTenaeM paboueld Tpymmbl (TpeAcenaTeIbCTBYIONMM Ha 3acelaHud) |

cekpeTapeM pabouel rpynmsl (CeKpeTapeM 3aceaaHus ).
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10.10. Pemenus MOI'YT HYMEpPOBATHCS B XPOHOJIOTUYECKOMN
MOCJIEJOBATENIBHOCTU B Mpe/eax KajleHAapHOIo roja, Ju00 CpoKa IeATeIbHOCTH
paboueii rpynmnbl 1100 B Mpejenax OJHOrO 3aceJaHusl B MOPSAKE PACCMOTPEHUS
BOITPOCOB.

10.11. TIpoTokomnsl 3aceqanuii U pelieHus: padoveil TpyIbl BKIOYAIOTCS B
HOMEHKJIATYpYy JieJ1 U30UpaTeIbHON KOMUCCHH.

[locne monmucanusi MPOTOKOJBI 3acEaHvil W peuieHus padouuxX TPYIII
PETUCTPUPYIOTCS KaK BHYTPEHHUE IOKYMEHTHI.

10.12. Ecnu B mpoTOKOJIE €CTh MOPYUYEHUE CO CPOKOM HUCIIOJHEHUS, TO OHO
CTaBUTCS HA KOHTPOJIb B COOTBETCTBUH ¢ pazzaenoM 11 Unctpykuuu.

10.13. B cnydyae paccMOTpeHHsI BOMpoca Ha 3acelaHuU H30UpaTebHOU
KOMHCCUU TOJIMHHBIE 3K3EMIUISIPhl MPOTOKOJIOB U pEIIeHUN padoueid Trpymibl
MpUOOIIAIOTCA K TOKYMEHTaM 3ace/laHus, a B JieJia paboyel rpynmnbl TOMENaTCs

KOIINMHU YKAa3aHHBIX JJOKYMCHTOB.

11. KoHTPOJIb HCIIOJTHEHUS JOKYMEHTOB M NOPY4YeHH I

11.1. KoHTpoJItO NCTIONHEHUS MOJIJIEKAT:

MOPYYEHUSI, COJIEpKaIIUEcs] B TOCTAHOBJICHUAX U Apyrux qokymenrtax UK
Poccuu;

MOPYy4YEHUs, COACPKAIIUECs B pelIeHUAX (MIOCTAaHOBJICHHAX) U30HUpaTEIbHOM
KOMUCCHH;

MOPYYEHHUSI, COJepXKaluecs B MPUKaA3aX, PACHOPSLKEHUSX MpeacenaTens
n30upaTeIbHOM KOMUCCHUH,

MMCbMEHHBIE TIOPYYEHUs TMpeacenaTessi, 3aMeCTUTeNs MpeaceaaTens,
cekpeTapsi n30upaTeIbHOM KOMHUCCHUU;

BXOJSIINE JOKYMEHTBhI, B TOM YHCJII€ MUCbMEHHBbIE OOpalleHusi rpaxkaaH,
yKazaHHbIe B lepedne mojyiexxaimmux KOHTPOIO JOKYMEHTOB C YKa3aHHEM CPOKOB

ucrnonHeHus (npunoxxkeHue Ne 13), B COOTBETCTBUM € YKa3aHUSIMHU IO UCIIOTHEHUIO
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JTOKYMEHTa npeacenaTens (3amecTuTeNs npeacenaTens, cekperaps)
n30MpaTeIbHOM KOMUCCHUH;

UCXOJIAIINE TOKYMEHTHI, TPeOYIOIIUE OTBETA;

MOPYYEHUSI, COJIEpPKAIIUECS B MPOTOKOJAX 3aceIaHUM U PEeIICHUsAX paboyux,
AKCHEPTHBIX TPYII, KOHCYJIbTATUBHBIX OPraHOB, OOpa30BaHHBIX HU30UpaATEILHOMN
KOMUCCHEH;

TUIaHBI MEPOTIPUATHM.

11.2. KOHTpOIIb HMCHOJHEHUS IOKYMEHTOB, YKa3aHHbIX B nyHkre 11.1.
Nuctpykumu (32 HMCKIIOUYEHHEM UCXOASIIUX JIOKYMEHTOB), IO CYIIECTBY
3aTPOHYTHIX B HHUX BOINPOCOB OCYIIECTBISET MpeacenaTeab (3aMecTUTENb
npejcenaTens, CeKpeTaphb) U30MpaTeIbHON KOMHUCCHH.

11.3. KoHTpoJIb WCHONMHEHHS HCXOIAIIMX JIOKYMEHTOB, B TOM YHCIE 3a
CBOEBPEMEHHOCTHIO TMOJYUYECHHs] OTBETOB Ha 3alpOChl M30UPATEIHLHOM KOMUCCHUH,
OCYUIECTBJISIIOT ~ WIEHbl HM30UpaTeIbHOM KOMHCCUHM, pPAa0OTHUKU ammapara
n30UpaTenbHON KOMUCCUU, OTBETCTBEHHBIE 3 MOJITOTOBKY AaHHBIX TOKYMEHTOB.

11.4. Cpoku HCHOJHEHUS TOPYYECHHUH, CONEPKAIIMXCA B PEHICHUIX
n30upaTebHOM  KOMHUCCHM,  TpUKa3aX,  paCHOpPsDKEHUSIX — IpejaceaaTes
n30UpaTeNbHOW  KOMHUCCHHM,  TNHUCbMEHHBIX  TOPYYEHHUSX  Mpelcenarelis
(3amecTuTens npecenarens, cekpeTaps) n30upaTenbHON KOMUCCHH
ONPEAENSAIOTCA STUMU JOKYMEHTAMMU.

11.5. JIoKyMEHT MOJJIEKUAT UCIOJHECHUIO B TeueHne 30 KaJleHOapHbIX JHEU
CO JIHSl €r0 PETUCTPAlllH, 32 UCKIOUYEHUEM CIIyYaeB, IPEAYCMOTPEHHBIX TyHKTOM
11.6. Hacrosiero pazaena.

Ecnu nocneaHuit IeHb MCIOIHEHUS TPUXOJIUTCS Ha HEPAOOUYUid IeHb, TO OH
MOJJICKUT UCTIOTHEHUIO B IPEAIIECTBYIONINM eMy pabounii IeHb.

JlokymeHnTel ¢ mnomeTrkamu «HesamemnurenbHo», «BecbMa CpoOYHOY,
«Cpo4yHO» HCHONHAKOTCI B 3-X JHEBHBIA CpPOK. JIOKYMEHTBI C IIOMETKOH
«OnepatuBHo» — B 10-tu nHEBHBIM CpOK. CpOK MCIIOTHEHUS HCYUCISIETCA B

KaJICHAAPHBIX JHAX C AAThl HOAIIMCAHWA IIOPYUCHUA.
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Ecimu nocnennuil 1eHb MCHONMHEHUS JTOKYMEHTA, COAEPIKALIETO MOMETKY O
CPOYHOCTH HCIIOJHEHHUSI, MPUXOJIUTCS Ha HEepabouHuil JAeHb, TO OH MOJJIEKHUT
MCIIOJIHEHHUIO B MPEUIECTBYIOLINI eMy pabouunii JeHb.

11.6. Cpoxku MCHOJIHEHUS! BXOJAIIUX JOKYMEHTOB M OOpalleHUi TpakIaH
YCTAHABIMBAKOTCA  HMCXOJIsl W3  CPOKOB, TMPENJIaraéMblX  OpraHu3aluen,
HaIlpaBUBLIEH JOKYMEHT, UM CPOKOB, YKa3aHHBIX B IpwiIokeHnH Ne 13.

OOpatieHust Mo BompocaMm BBIOOPOB U pedepeHyMOB, IMOCTYIUBIINE B
nepuoja M30MpaTeNbHOW KaMMaHWU, HCIOJIHSAIOTCS B CPOKH, YCTaHOBJICHHBIE
®enepanbHbIM 3aKOHOM No 67-D3.

11.7. OTBETCTBEHHOCTH 3a CBOEBPEMEHHOE U MOJHOE BHeceHue B PK cpokoB
WCIIOTHEHUS IOKYMEHTOB U MH(OPMAIIMKU O COCTOSTHUU HCTIOJIHEHUS! JOKYMEHTOB,
KOHTPOJIb CPOKOB HUCIIOJIHEHUSI JOKYMEHTOB BO3JIATalOTCS HA OTBETCTBEHHOTO 3a
BEJICHHE JIEJIONPON3BO/ICTBA.

11.8. B mnanax mMeponpusiTuii, yTBEpKACHHBIX PEIICHUSIMU U30UpaTEIIbHOM
KOMHCCUH, TpUKa3aMH TNpejacenaress H30UpaTebHOM KOMHUCCHUM, KOHTPOIIIO
MOJUIEKAT CPOKH WCIOJHEHUSI OTACIBbHBIX €ro MYHKTOB. CBEIEHUS O XOJE U
COCTOSIHMM MX UCIIOJHEHUS 3aHocsATcs B PK.

11.9. Ilpy HEOOXOAMMOCTH MPOJJICHUS CpPOKA MCIOJHEHUS JOKYMEHTa
OTBETCTBEHHBIN 32 UCIIOJHEHUE HE IO3JHEE, YEM 3a TPHU JHS A0 UCTEUYEHHUS CPOKa
WCIIOJHEHUs JOKYMEHTa INpeACTaBlseT Ha uMA Mpeacenateis (3amMecTuTens
npeacenaTens, Ccekperaps) M30UpaTeNbHOM KOMHCCHUHM JOKJIAJHYIO 3aIlUCKy C
MOTUBHUPOBAHHOM MPOCHOOH O €ro MPOAJICHUH.

PerucrtpanoHHbeiii HOMEP M Jara JOKJIAJHOM 3allUCKU C YKA3aHUAMHU IO
UCIIOJHEHHUIO JIOKYMEHTa Mpejicenarens (3aMecTuTelis mpejiceaaTens, ceKperaps)
n30UpaTebHOM KOMHUCCHUM O COIJIaCOBAHUM TIPOJJICHUST CpPOKa HCIIOJTHEHUs
JIOKYMEHTa He3aMeUIuTeNbHO BHOCATCS B PK.

11.10. IokyMEHT CUMTAETCS] UCIIOJTHEHHBIM U CHUMAETCSI C KOHTPOJIS MOCIIe
pelieHuss BCEX TMOCTABJICHHBIX B HEM BOIIPOCOB, COOOIIEHUS PE3YIbTATOB
paccMOTpEHUsI BCEM 3anMHTEepecOBaHHBIM JuiiaMm U BBojaa B [N JIEJIO u cucremy

peructpaiuu  «CnyxeOHass ~ KOPPECIOHJCHIIUS»,  OTYeTa,  COJEPHKAIIETro
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I/IH(l)OpMaHI/IIO 0 JOKYMCHTAX, ABJIAIOIHUXCA OCHOBAHUCM IJIsI CHATHA NOKYMCHTA C

KOHTPOJIA.

11.11. OcHOBaHUAMM AJIsI CHATUSA TOKYMEHTA C KOHTPOJIS SABJISIIOTCS :

JOKJaJHasl 3alKCKa O CHITUU JOKYMEHTa (WU OTACIbHBIX €ro IYHKTOB)
C KOHTpPOJISI WJIM 00 UCIIOJIHEHUHU JIOKYMEHTa Ha UMs TMpejcenatens (3aMecTUTeNs
npeacenaTens, cekperaps) u30UpaTeNbHONM KOMHUCCHU, ABIIETO MOpPYYECHHE,
MOATOTOBJIEHHAS OTBETCTBEHHBIM 3a UCIIOJTHEHUE, C OTMETKOM JIOJ>KHOCTHOTO
JUla, JABIIETr0 MOpYyYeHUe, O MPUHSATUU UCIOJHEHUS (B CBS3M C YEM yKa3aHHBIM
JUIOM TIpocTaBistoTcs oTMeTKH «Cornacen», «Pacemorpeny, «IIpunsaro»);

penieHue n30upaTebHOW KOMUCCUH, TPUKA3, PACTIOPSKEHUE MpeceaaTens
n30UpaTebHOM KOMUCCHUU TI0 pPe3yJIbTaTaM UCTIOJHEHUS IOKYMEHTA;

OTBET Ha BXOJSIINN JOKYMEHT;

OTBEThl OT OpraHu3alui, B KOTOpPbIE JOKYMEHT ObLI HalpaBlieH Jis
PacCMOTpPEHUS MO CYIIECTBY MOCTaBJIECHHBIX B HEM BOIPOCOB U OTBETA 3asBUTEIIO;

HalpaBlieHHe OOpalleHusi B JAPYrue OpraHu3aluu JJIsi PacCMOTPEHUS MO
CYILIECTBY TMOCTaBJICHHBIX B HEM BOMPOCOB M MOCJIEAYIOIIETO UHPOPMHUPOBAHUS
aBTOpa O pe3yJbTaTax PacCMOTPEHHUS.

11.12. JIoKyMEHT HE CUMTAETCA UCIIOJTHEHHBIM M OCTA€TCSI HA KOHTPOJIE:

€CIM OH HampaBisieTcss B Jpyrue OpraHbl WIM OpTraHu3aluu  JJis
pPacCMOTpEHUsI C 1EJIbI0 TMOJY4YeHUs H30upaTeabHON Komuccuen uHdopmanmu,
HEOOXOAUMOM [IJIi PACCMOTPEHUS MO CYIIECTBY MOCTABICHHBIX B JOKYMEHTE
BOIIpocoB. B ciyyae HeoOxoaumMocT u3dbupaTeibHas KoMuccus ”HGOpMUpyeT 00
ATOM aBTOpPA IOKYMEHTA;

€CIM OH HampaBisieTcss B Jpyrue OpraHbl WIM OpTraHu3aluu s
pPacCMOTpPEHUS MO CYIIECTBY MOCTABICHHBIX B HEM BOIIPOCOB U OTBETA 3asIBUTEIIO
C MocHeayrouuM HUH()OPMUpPOBAHHEM H30UPATEIBLHON KOMHUCCUM O pe3yJbTarax
WCIIOJTHEHUS;

€CIM Ha HEM HEe CTOUT OTMETKa JOJDKHOCTHOTO JMla W30UpaTesbHOU

KOMHCCHH, JaBIICTO ITIOPYUYCHUC, O IIPUHATHUH UCIIOJTHCHUA.
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11.13. OTBeTCTBEHHBI 3a BEACHUE JCJIONPOU3BOACTBA  €XKEHEACIBHO
TOTOBUT MHGOPMAIIMIO O COCTOSHMH HCIOJHEHUS IOCTaBJICHHBIX HAa KOHTPOJb
BXOJAIINX U BHYTPEHHUX AOKYMEHTOB ¢ ucnoiyib3oBanueMm [IN JIEJIO, cucremsl
peructpaiuu «CiyxeOHas KOPPECTIOHICHIIUSA», U MPEJCTABIISIET €€ MpeCceaTeIo

(3amecTuTeINIO TIpeceaaTeNsl, CeKpeTapro) n30upaTeaIbHON KOMUCCHUHU.

12. PaGora ¢ BHYTPEHHUMH JOKYMEHTAMH

12.1. B u3buparenbHOil KOMHCCHH paboTa ¢ BHYTPEHHUMHU JOKYMEHTAMHU
Beaerca no PK.

OTBeTCTBEHHBIH 3a BefieHUE JenonpousBoacTBa ¢uxkcupyer B PK mponecc
NPOXOKJAEHUS M UCIHOJHEHHUS JOKyMeHTOB: BHocuT B PK ykazanua 1o
WCIIOJTHEHUIO JOKYMEHTA, IPOBEPSAET HAJIUYUE HMEIOIIUXCA JOKYMEHTOB IIO
JAHHOMY BOINPOCY M, MPH HAJIMYMU TaKUX JOKYMEHTOB, BHOCUT B PK cBenenus o
HUX; MOCJIE MOJYyYEHUs UCIIOITHEHHOTO IOKYMEHTa BHOCUT cBeaeHus B PK.

12.2. IloaroToBieHHble B HU30MpATENIBHOM  KOMUCCHM  BHYTPEHHHUE
JOKYMEHTBl IO  BONpOCaM  CIYXEOHOW  JeATEIbHOCTH,  aJpPECOBAaHHBIC
npeacenaTento  (3aMECTHTEN0  MpeacedaTelis, CEeKpeTapro) H30upaTenbHOR
KOMMCCHUH, PETUCTPUPYIOTCSI C IPUCBOEHHUEM ITOKYMEHTY HOMEpPAa M BHECEHHEM
CBEJICHMI 0 JoKymeHTe B PK.

12.3. IloaroToBieHHble B HU30MpPATENBHOM  KOMUCCHM  BHYTPEHHHUE
JOKYMEHTBI 10 BOIIPOCaM CIY>KEOHOU JesTEIbHOCTH, B TOM YHCIIE aIpeCOBAaHHBIC
IIpencenaTento KOMHCCHM, YYMUTBIBAIOTCS M XPaHATCA BMECT€ C TEMH

AOKYMCHTAaMM, B OCIAX pCain3allii KOTOPBIX OHH IIOATOTOBJICHEI.

13. U3roToBjieHHEe U UCII0Jb30BaHUE NTeUaTeil U ITAMIIOB

13.1. JInsg yaocToBEpeHHs] MOJIMHHOCTH JIOKYMEHTOB WJIM COOTBETCTBUS
KOMUH JOKYMEHTOB UX IMOJTMHHUKAM, B H30MpaTeIbHOM KOMUCCHUH MCIIOIb3YIOTCS

e4yarTb ((I[J'I?I JOKYMCHTOB.
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JIns TpOCTaBIIEHUSI OTMETOK O TMOJIYyYCHUHU, PETUCTPALMM, PACCBUIKE,
MIOCTAHOBKE HA KOHTPOJb JOKYMEHTOB, JAPYTUX OTMETOK MPUMEHSIOTCS
COOTBETCTBYIOIIME IITAMIIBI.

13.2. 3roToBneHue mneyared M IITAMIOB OCYIIECTBIAETCS MO YKa3aHHUIO
npeacenatens  (3aMecTUTENs — TpeiaceaaTess, Ccekperaps)  U30HpaTeabHOU
KOMUCCHH.

[tamnbel ¢ (pakCUMHIBHBIM BOCIPOU3BEICHUEM TMONUCUH MpeacenaTes,
3aMECTUTENs MpeJiceiaTelis, CeKpeTaps u30UpaTeaIbHON KOMUCCUU U3TOTOBIISIOTCS
110 UX NOPYYECHUIO.

13.3. OTrTuck  repObOBOl  me4yaTH  MOPOCTABISIETCS HAa  (DUHAHCOBBIX
NOKYMEHTax, FrapaHTUHHBIX MUCbMax, IOrOBOPax, rOCyAapCTBEHHBIX KOHTPAKTAaX,
CBEJEHUAX 00 0OIIel YMCIEHHOCTH M30Mpartened, y4acTHUKOB pedepeHayma 1o
COCTOSIHMIO Ha | siHBaps u 1 uroys KaXkAaoro roja U B IPyrUX NPEeAyCMOTPEHHBIX
3aKOHOAATEIBCTBOM CIIydasX.

13.4. Ha pacchulaeMblX KOMUSX pEHICHU U30UpaTeIbHOM KOMHUCCHH,
MPUKA30B, PaCHOPSLKEHUN mpejaceaaTes n30upaTeabHON KOMUCCHUH, TAaKeTaX MpHU
OTHpPaBKE JOKYMEHTOB, MpU O(GOPMIECHHH JOKYMEHTOB Ha IpPUEM TOBapHO-
MaTepUalbHbIX LEHHOCTEH HA CKJIAJl, HA BHOC U BBIHOC TOBAPHO-MATEPUAIBbHBIX
LHEHHOCTEM  HA  HAKJIAQAHBIX  MPOCTABISIETCA  ME€4YaThb  C  HAJIHKCBIO
«Cankrt-IletepOyprckast uzduparenbHas komuccus. st JOKyMEHTOBY.

13.5. lramnbel ¢ (aKCUMUIBHBIM  BOCHPOU3BEIICHHEM  MOANUCEN
npeaceaaTens (3aMecTUTENs MpeceaTeNs, CeKperaps) u30upaTeIbHOM KOMUCCUU
MOTYT OBITh HCIHOJIb30BaHbl JUIsl MPOCTABICHUS Ha JyOJMMKaTax M KOMUAX
MOJIMCAHHBIX B YCTAHOBJIEHHOM MOPSAJIKE TOKYMEHTOB, a TAK)KE B MHBIX CIy4asix B
YCTAHOBJIEHHOM IOPSJIKE.

13.6. [leyatn m mTamnbel NOMAJIEKAT YYETY B OTACIBHOM JKypHaje yyera
reyaTreil ¥ WTaMIoOB OTBETCTBEHHBIM 3a BEICHHUE Aeronpou3BoiacTBa. Ilewatu u
IITaMIbl BBIAAIOTCS MOJ IMOJNKWCH B KypHaje ydyera rnedared u mramnoB. Ha
KypHane mnpoctaBigeTrca nomerka  «JICID», ero nucTel HyMepyroTcs,

MMPpOIMMBAKOTCA K OIICYATBIBAKOTCA.
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13.7. IleyaTn u mTaMIbl JOHKHBI XPAHUTHCS B HAJIEKHO 3aKPBIBAEMBIX
U omnevyaThIBa€MbIX B Hepabouee Bpems cerpax uiy MeTaINTIMYECKUX mKadax.

13.8. KoHTpoJib TPaBUIBHOCTA XpPAaHEHUSI W HCIOJIB30BaHUSA Me4YaTedl u
IITAMIIOB OCYIIECTBIISIET TpakKJAaHCKUM CIy)Xallluil anmapaTta H30UpaTesbHOM
KOMHCCHUH, Ha3HAYCHHBIN MpeicenateneM n30upaTeIbHON KOMUCCHH.

13.9.06 yrepe mneyaTH WIM IITaMIa HE3aMEUIUTEIBHO CTaBUTCA
B M3BECTHOCTh MpeacedaTesib  (3aMeCTUTENb  MpeAceaaTelisi, CeKpeTapb)
n30UpaTeIbHOM KOMUCCHUHU.

13.10. I'paxxganckuil ciaykaumuii anmnapata W30MpaTebHOW KOMHUCCHUH,
OCYUIIECTBIISIFOIIMNA KOHTPOJb 3a MPaBUIBHOCTHIO XPaHEHUS M HUCIOIb30BAHUS
nevyaTel U IITaMIoB, COCTABISET aKT O BBIICICHUHU K YHUUTOKEHUIO MPUIIETITUX
B HETOJAHOCTh MeYaTeil U MTaMIIOB.

YHUUYTOXKEHUE TMPOUZBOAMUTCS TOCIE YTBEPXKIEHUS aKTa MpejaceaaTresieM
n30UpaTeNbHON KOMUCCHM. MeTauindeckue TeyaTd YHUYTOXKAITCS MyTeM
MOJIHOTO CIUJIMBAHMS TEKCTa WM OMWIMBAHUS JABYMS MEPEKPECTHBIMU JIMHUSMH,
Kay4yKOBbI€ [1€YATH U LITAMIIbl pa3pe3atoTcs Ha MEJKUE YacTH WM CKUTAKOTCS.

B xypHane yuera reuyarei U IITAMIIOB JI€JIA€TCSI OTMETKA 00 YHUYTOXKEHUH.

13.11. T'paxkganckum clly’KalllUM —anmnapata u30UpaTeIbHOM KOMHUCCHUH,
OCYUIIECTBJISIIOLIIMM KOHTPOJIb 3a MPABUIBHOCTHIO XPAHEHHUS U HCIOIb30BAHUS
neyaTel v MTaMIOB, €XKEroHO MPOU3BOJIUTCS CBEpKa MeyaTeil U TaMIIoB, O YeM

MPOCTABIISIETCS OTMETKA B KYpHAJIe yueTa reyaTed u mTaMIloB.
14. ®opmupoBaHue 1ej U Tepeaadya ux B apXuB

14.1. CocraBiieHHEe U YTBEPKIACHNE HOMEHKIIATYPBI JE.

Homenknatypa aen mnpeaHasHadeHa s (OPMUPOBAHMS HMCIOJHEHHBIX
JOKYMEHTOB B JI€Jla, CUCTEMAaTU3allMM W y4eTa Jell, ONPEACIICHUS CPOKOB HX
XpaHEHUS U SIBISAETCS OCHOBOW Il COCTABJIEHUS ONMUCEH €] IOCTOSHHOTO H
BpeMeHHOro (cBeimie 10 jeT) XpaHeHus, a Takxke A ydeTa Jed BPEMEHHOIrO

(mo 10 et BKIIOYUTEIBHO) XpPaHECHHUS.
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B HOMeHKnaTypy Aen BKIIOYAKOTCS 3aroJIOBKU JEJ, OTPa)Xarolue BCE
JIOKYMEHTUPYEMbIE Y4acTKu pabOThl M30UpATEIbHON KOMHUCCHM, B TOM YHCIIE
JUYHBIC JIeJ1a, CIIPABOYHBIE U YUETHBIE KAPTOTEKU U APYTUE YUETHBIE (POPMBI.

3aroJIoBOK Jiefia JOJDKEH YETKO OTPa)»aThb OCHOBHOE COJEpPKaHUE U COCTaB
nokymMeHTOB. He pomyckaercs ymnoTpeOJieHHEe HEKOPPEKTHBIX (OPMYIHPOBOK,
BBOJHBIX CJIOB M CII0KHBIX 000POTOB.

[Ipu cocrtaBieHMHM HOMEHKIATYypbhl [J€JI CIEAYET PYKOBOJACTBOBATHCA
PernamentoM  u30upaTenbHON  KOMHCCHHU, TIOJIOXKEHHEeM 00  ammapare
M30UpaTEeIbHOW KOMHUCCUHU, IITATHBIM paclUCaHUEM H30UPATEIbHON KOMHUCCHH,
[lepeyneM THUIOBBIX YNPABICHUYECKUX apPXUBHBIX JOKYMEHTOB, OOpa3ymOIIUXCs B
MPOLIECCE  AEATENbHOCTA TOCYNAPCTBEHHBIX OPraHOB, OpPraHOB MECTHOI'O
CaMOYNPABJIEHUS U OPTaHU3ALMN, C YKA3aHUEM CPOKOB XpPaHEHUsI, YTBEPKICHHBIM
npukazoM MuHuctepcTBa KyabTypbl Poccuiickoin ®epepauuu oT 25 aBrycra
2010 roma Ne 558 (manee — Ilepedensn), mopsiAKamMu XpaHEHUsS W Mepeaadd B
apXvBBl JOKYMEHTOB, CBSI3aHHBIX C TIOJTOTOBKOM U MPOBEACHUEM BBIOOPOB,
yrBepxkaeHHbiMu MWK  Poccum u u30upaTenbHbIMH ~ KOMUCCHUSAMM,
HOMEHKJIATYpaMu JieJl n30UpaTesIbHOM KOMUCCUU 3a MPEAIIECTBYIOIINE TOIbI.

Homenknatypa nen  u30UpaTeslibHOM  KOMHCCHUM Ha  MPEICTOSILIUMA
KaJICHIAPHBIM T'OJl COCTABIISIETCSI OTBETCTBEHHBIM 3a BEJCHUE JEJIONPOU3BOJICTBA B
MOCJIEAHEM  KBapTaje TEKYILIEro TIoJa, COIVIAaCOBBIBAETCA C  CEKpEeTapeM
n30UpaTebHOM KOMHUCCHUHU, paccMaTpUBaeTCs Ha 3acelaHud  DKCIEePTHOM
KOMHMCCHUM U30UpATEIbHON KOMHUCCUHU IO OMPEIAEICHUI0 UCTOPUUECKON, HAYYHOU
M TPAKTUYECKOW 3HAYMMOCTH IJOKYMEHTOB, COIJIACOBBIBAcTCs C LleHTpanbHOMU
AKCIEPTHO-NIPOBEPOYHON MeToauueckoil komuccueil (nmamee - [DIIMK)
ApxuBHoro komuteta Cankrt-lIlerepOypra, yTBep)kmaeTcs MpeaceaaTeaeM
n30UpaTebHOM KOMUCCUU U BBOJAUTCS B JeUCTBHUE C | sSiHBaps ClIeyIOIIEro roja
(npunoxenue Ne 14).

B cnydyae BOZHMKHOBEHHS B T€YEHHUE I'OJa HOBBIX JE€JI, OHU JIOIOJIHUTEIBHO

BHOCSTCS B YTBEPKJACHHYIO HOMEHKIATYpPy JEJI II0 YKa3aHWUIO MpeaceaaTens
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n3dupaTenbHOM Komuccuu ¢ coriacoBanneM [[DIIMK ApxumBHOro komurteTa
Canxkrt-IleTepOypra.

[Io OKOHYaHMHM KAJIEHAAPHOTO TOJa OTBETCTBEHHBIM 3a BEICHUE
JEJONPOU3BOJICTBA B KOHILIE HOMEHKJIATYpPhl AEJN COCTaBISCT UTOTOBYHO 3aIllHCh
0 KOJIMYECTBE 3aBEJICHHBIX JeJ (TOMOB, YacTel), OTAENIbHO IO JIeJIaM MOCTOSHHOTO
Y BPEMEHHOT'O XPAHEHUS.

Cpok xpaHEHHS] TOKYMEHTOB YKa3bIBa€TCSl B HOMEHKJIATYPE JI€JI CO CCHUIKOU
Ha crarbio Ilepeuns. Cpok XpaHeHUs OOKYMEHTOB, HE YKAa3aHHBIX B JIaHHOM
ITepeune, ycranaBnuaercsa DK no cormacoBanuio ¢ LIDIIMK.

Hcuncnenue CpPOKOB XpaHEHHUs JOKYMEHTOB, 3aKOHUYECHHBIX
JEJTONPOU3BOJICTBOM B TEKYILIEM IOy, HAUMHAETCS ¢ | AHBaps CIEAYIOIIETrO roja.

14.2. OdbopmieHue JTOKYMEHTOB, 3aKOHYEHHBIX JI€JIONPOU3BOJICTBOM,
dhopMupoBaHue ae.

3aKOHYECHHBIE JEI0TPOU3BOACTBOM JOKYMEHTBI opopMIISIIOTCS
B COOTBETCTBUM C TpeOoBaHusiMU MHCTpYKIMU, CHOUCHIBAIOTCA B  JIEJO
npeacenaTeneM (3aMecTUTeNieM TpejceqaTensi, CeKpeTrapeM) u30upaTeabHON
KOMMCCHH, JTU00, MO X YKA3aHUIO, UCTIOJHUTENEM, U CAAIOTCS OTBETCTBEHHOMY 3a
BEJICHHE JIETIONPOU3BOACTBa HE Tmo3aHee 4yeM uepe3 10 pabouux nHe mnocrie
WCIIOJIHEHUS NOKyMeHTa. [Ipyu 3TOM B HMIKHEW 4acCTU JMLIEBOW CTOPOHBI IIEPBOIO
JUCTa JOKYMEHTa Ha CBOOOJHOM OT TEKCTa MECTE CTaBUTCS OTMETKA O €ro
WCIIOJTHEHUHU, PACcIIM(POBBIBACTCA MOINUCH HCIOIHUTENS, YKa3bIBA€TCA HOMEpP
Jena Mo HOMEHKJIaType M jara cnucaHus. [Ipu HeoOxoauMmocTu OTMETKa 00
WCIIOJJTHEHUH MOJXKET OBITh clielaHa Ha OOOPOTHOM CTOPOHE IIEPBOTO JIMCTA
nokyMmeHTa. B PK BHOCHUTCS OTMETKaA O CIMCAaHUM JOKYMEHTA B JAEJIO0 C YKa3aHHEM
HOMEpA JIeJIa COTJIACHO HOMEHKJIATYpE JIEII.

HeucnonneHnHubie 1 HENPaBUIbLHO 0GOPMIICHHBIE JOKYMEHThI BO3BPAILIAOTCS
UCIIOJTHUTEIIO JUIsl AOpaOOTKHU (I00POpMIICHUS).

HcnonHeHHble JTOKYMEHTHI (OPMHUPYIOTCS B J€Jla OTBETCTBEHHBIM 3a
BEJICHUE JICJIONPOU3BOJCTBA B COOTBETCTBUU C YTBEPKICHHOM HOMEHKIIATYPOU

JACII.
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Hena ¢dopmupyroTcss ¢ COOJIOJIGHHEM TPUHIMUIIOB CHCTEMaTU3aIluU
JOKYMEHTOB W UX pachpeneneHuss (TpyNnupoBKH) Ha Jejla MOCTOSHHOTO,
BpeMeHHoro (cBeimie 10 jeT) xpaHeHus, U Ha Jena BpeMeHHoro (mo 10 ner
BKJIFOUUTENIBHO) XPAHEHUSI.

Jleno cuuTaeTcss 3aBECHHBIM C MOMEHTAa BKJIIOYEHHUSI B HETO IMEPBOTO
MCIIOJTHEHHOTO JOKYMEHTA.

3aKOHYEHHBIE IEIOMPOU3BOACTBOM AIEKTPOHHBIE TOKYMEHTHI (DOPMUPYIOTCS
B DJICKTPOHHBIE JieNia (Manku, TUPEKTOPUHU) B COOTBETCTBUU C HOMEHKIIATYPOU Je.

I[Ipu ¢dopmupoBaHuu Jena MPOBEPSETCS  MPABHIBHOCTb  OTHECEHHS
JOKYMEHTOB B JIaHHO€ JEJ0, KauyecTBO O(OpMIeHHUS U KOMIUIEKTHOCTb
JIOKYyMEHTOB, HAJIUUWE MOJIMUCEH, BU3, PETUCTPALIMOHHBIX HOMEPOB, CIIPaBOK WM
OTMETOK 00 MCIOJIHEHUH, CIIUCAHUH B JIEJIO U IPYTHUX.

He nomyckaetcsi moMmenieHue B 1ej10 JOKYMEHTOB, CO/IEP>KaHHe KOTOPBIX HE
COOTBETCTBYET 3aroJIOBKY Jea.

[Tpu bopmupoBanuu Aen coOMIOAAIOTCS CIEAYIONINE TPEOOBAHUS :

JOKYMEHTBI MOCTOSIHHOTO U BPEMEHHOIo XpaHeHus (OpMUPYIOTCA B jena
Pa3lieNbHO;

B JIEJIO BKJIIOYAIOTCS TOJIBKO HCIIOJHEHHBIE, MPAaBWIHLHO O(OPMIICHHBIE
JOKYMEHTHI B COOTBETCTBHUU C 3ar0JIOBKaMH JieJ B HOMEHKJIATYPE;

BCE JOKYMEHTBI, OTHOCSIIMECS K PEIICHUIO0 OJTHOT0 BOIpoca, GOpMUPYIOTCS
B oAHO jeno. B cmydae ecnu moabopka JOKYMEHTOB IO OJHOMY BOINPOCY
HacuuTheiBaeT O0osniee 100 1UCTOB, OHA MOXKET OBITH BBIACICHA B CAMOCTOSTEIIHHOE
hi (S (0K

JIOKYMEHTBHI, TTO/JIeKalllie BO3BPATy, B JIJ0 HE MOMEIIAIOTCS;

B JIeJI0 TOMENIAETCS TOJBKO OJUH SK3EMIULSIP JIOKYMEHTa, YEPHOBUKHU U
BApUAHTHI MPOEKTOB JOKYMEHTOB B JIeJI0 HE MOAMIUBAIOTCS (32 UCKIIOUYEHUEM TeEX,
Ha KOTOPBIX MMEIOTCS BU3bI, YKa3aHUS MO HCIOIHEHUIO JOKYMEHTOB U JIpyTHe
OTMETKH, TIOTIOJIHSIOIIKE MEPBbINA FK3EMILIAD );

B JICJIO BKJIFOYAIOTCSI, KaK MPABUJIO, JIOKYMEHThI OJIHOTO KaJeHIapHOTO rojaa

(I/ICKJ'IIO‘-IGHI/IG COCTABJIAIOT JIMYHBIC U MICPCXOAIINUC I[CJ'I&);
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KaXXJI0€ JIeJ0 HE JIOJKHO mpeBblmaTh 250 aucToB, mpu OoJblIeM 00beme
JIOKYMEHTOB B JieJie POopMUPYETCSi HECKOJIBKO TOMOB (4acTeit).

[Ipu BrIItOUEHUU B JIe70 (PakcorpamMMbl JIETAeTCa €€ KCePOKOIuUs, KOTopas
noAmuBaercs B jAeno. llognmuHHuk — (akcorpaMmbl  YHHUYTOXKAETCS  C
MPOCTABJICHUEM OTMETKU 00 YHUUTOKEHUU Ha KCEPOKOIHUHU.

B ciyyae HE0OX0IUMOCTH IOKYMEHTHI 110 OJJHOMY U TOMY € BOIPOCY, HO C
pa3IMYHBIM  CPOKOM  XpaHEHHs, MOTyT HAaXOOUTBCS B  OJHOM  JIEJE
10 KOHIIA TEKYIIEro roja WIM 10 3aBEPUICHUS] UCIOIHEHHs TOKYMEHTA, a 3aTeM
nepeOpMUPOBBIBAIOTCS B JieJIa MOCTOSIHHOTO M BPEMEHHOT'O XpaHEHUSI.

B neno BkmrouUarTCs BCE JOKYMEHTHI IO KOHKPETHOMY BOIIPOCY BMECTE C
MPUIIOKEHUSIMHU, YKA3aHHBIMH B TEKCTE JOKYMEHTA; IPU OTCYTCTBHU MPUIIOKEHHUI,
YKa3aHHbIX B TEKCTE€ JOKYMEHTa, WCIOJHUTENb O0s3aH CcJelaTh 3aluch Ha
JOKyMEHTE 00 MX MECTOHAXOXK/ICHUH.

JIOKYyMEHTBl BHYTPH [I€JIa PAacCHoJIaraloTCsi B XPOHOJOTMYECKON WIIH
BOIIPOCHO-JIOTHYECKOM MOCTIETOBATEIIBHOCTH UJIM UX COUCTAHUU.

HopmatuBHBIE H  OpPraHW3alMOHHO-PACTIOPSAUTEIBHBIE  JTOKYMEHTHI
C OTHOCSAILIMMHUCA K HUM MNPWIOKEHUAMHU TPYNIUPYIOTCA B JieJla 1O BUAAM
JOKYMEHTOB U XPOHOJIOTHH.

[IpoTokonsl 3acenanuii N30UpaTeIbHOW KOMUCCUHU PACIIOaraloTcs B Jielie 1o
XpPOHOJIOTUM B TIOPSAKE BO3pACTaHUs HOMEPOB. JIOKYMEHTBHI K 3aC€HaHUIO
n30MpaTeIbHON KOMUCCHUU MTOMEIIAIOTCS MOCJIE COOTBETCTBYIOIIETO MPOTOKOJIA.

[Tonoxenwus, WHCTPYKIIHH, YTBEPKICHHbIC pacnopsIUTENbHBIMU
NOKYMEHTaMH, SIBJISIFOTCSI MPWIOKECHUSIMU K HUM M TPYIIHPYIOTCI BMECTE
C YKa3aHHBIMU JOKYMEHTaMH.

[InaHoBast M oT4YETHASA JOKYMEHTALMSI HE3aBUCUMO OT JAThl €€ COCTaBIICHUS
BKJIFOYAETCS B JIEJIO TOrO T'0J1a, K KOTOPOMY OHA OTHOCHUTCS.

B nene «llepenucka» wucxondmuidi (OTBETHBIM) JOKYMEHT IOMEIIAETCS
nociae Bxoasuiero. Bce MOKyMEHTBI 1O OJHOMY BOIPOCY, MOCTYNUBIIHE H

PAaCCMOTPEHHBIE B TEUEHHUE KaJEHJIAPHOTO roja, IPyNIUPYIOTCS BMECTE B OJUH
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paszen Mmepenucku, CUCTEeMATU3UPYIOTCS MO XPOHOJOTHH, MPU ITOM JOKYMEHT-
OTBET MOMEUIAETCS 32 JOKYMEHTOM-3aIIPOCOM.

[Tpu BO300HOBIIEHHH TIEPENUCKU IO BOMIPOCY, HAYABIIEMYCSl B TIPEABIYIIIEM
rojly, TOKYMEHTBl BKJIFOYAIOTCS B JIEJO TEKYIIETO rojia U YKa3bIBAETCA HHJEKC
TOrO Jiejla MO HOMEHKJIAType JeNl MPelbIaylIero rojaa, B KOTOPOM HaXOASTCS
MPEANIECTBYIONIUE TOKYMEHTBI IO 3TOMY BOIIPOCY.

OOparteHust TpaxkJaH U JTOKYMEHTBHI MO UX PACCMOTPEHUIO (POPMUPYIOTCS
B oTHenbHbIe Aena. Kaxaoe oOpaiieHrne u Bce JOKYMEHTBI IO €r0 PacCCMOTPEHUIO
COCTaBJISIIOT B JIeJie CAaMOCTOSITEJIbHYIO TPYIIIY M pacrojiaraiorcs B andaBUTHOM
MOPSIAKE M0 TIEPBBIM OyKBaM (haMHIIU aBTOPOB 0OpaIlleHUH.

Ecnu B nene umeroTcst 0OpaliiieHusi HECKOJIbKUX OpraHu3alui, NOCTYMUBIINE
B pa3Hble CPOKU MU HCIOJHEHHbIE OJHUM pPEUICHUEM, TO OHU TPYHIUPYIOTCS
CHayaja IO KOPPECIOHJIEHTCKOMY TMPU3HAKY, a BHYTPU 3TOM TPYIIbl — IO
XPOHOJIOTHYECKOMY.

Ecim k muchbMaM WM K KakuM-IMOO HMHBIM JOKYMEHTaM MPUIOKEHBI
OoKyMeHTbl ¢ noMmeTrkod «J[CID», To Bce MIOKYMEHTBHI IO 3TOMY BOIPOCY
dbopmupyrotcs B z1eno ¢ nometkoi «JICID».

B nenax, Haxomsuiuxcsi B JEIONPOU3BOACTBE, TOKYMEHTHI TEKYIETO rojia
pacroyiaraloTcsi Mo XpOHOJIOTMM CHHM3Yy BBEpX Mo Mepe mnoctymuieHus. [lpu
MOATOTOBKE K C/laue B apXWB JieJla C JIOKYMEHTaMU MOCTOSIHHOTO UM BPEMEHHOIO
(cBpimie 10 7er) xpaHeHuss mnepedOpPMHUPOBBIBAIOTCS B OOpaTHOM MOPSIKE:
JIOKYMEHT, MOCTYIMUBIINN B KaJCHAAPHOM TOJy MOCIEIHUM, OJKEH ObITh BHU3Y
Jiena, a NepBbIi JOKYMEHT KaJeHJapHOTo rojJla — BBEPXY, EPBBIM.

14.3. Tekymee XxpaHeHUE JEII.

Jlena ¢ MOMEHTa UX 3aBEJICHUS U JI0 TIepeay B ApXUB WIM YHUYTOXKEHHUS B
CBSI3U C UCTEUCHUEM CPOKOB XPAHEHHSI HAXOMASTCS Y OTBETCTBEHHOI'O 3a BEJCHUE
JIEJIONPOU3BO/ICTBA.

[Ipotokonbl  3acemaHuii, pemnieHuss (IMIOCTAHOBIEHUS) U30UpaTEIBLHON
KOMHCCHUM, CIMCKU MPUIIIALICHHBIX, MpUiaraéMble K MPOTOKONY TMOJJIUHHBIC

HK3EMIUISIPHI PELICHUM (MMOCTAaHOBJIEHUI) C COOTBETCTBYIOIIUMH MPUIIOKEHUSIMH,
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MPOTOKOJbHBIE MOPYYEHHS, JOKYMEHTBI, MOCIYKUBIIME OCHOBAaHHEM IS
paccMOTpeHUss  BOMpoca  Ha  3acelaHuu  U30uUpaTenbHOM  KOMHCCHH,
pacuudpoBaHHas ayAuO03aMucCh 3acenanus (mpu ee Hanuuumn), OTUET 10 nepenadu
B apxuB Haxonarcs B OpraHu3alluOHHOM YIpaBJIEHUU armapara u30upaTebHOM
KOMUCCHH.

3a COXpAaHHOCTh JOKYMEHTOB M JI€JI OTBETCTBEHHOCTh HECYT CEKpETaph
M30UpaTebHOW KOMUCCUU U OTBETCTBEHHBIN 3a BEJ€HUE JETONPOU3BOICTRA.

Jlena nOmKHBI HAaXOAUThCd B paboyed KOMHATe WIM B CIEHHAIBHO
OTBEJICHHOM JIJI1 9TOM 1IeM MOMEIIEHUN U XPaHUTHCS B 3alUparonimxcs mkadax,
MPEIOXPAHAIONIUX JOKYMEHTBI OT MbUIM U BO3JCHCTBUS COJTHEUHOTO CBETA.

B wmensix olOecrieueHuss ONEpaTUBHOTO TMOMCKA JOKYMEHTOB Jena
pacmonararoTcsi B COOTBETCTBUM C HOMEHKJIATYpOW [JI€JI, KONUs KOTOPOU
MOMENIAeTCsl Ha BHYTPEHHEN CTOPOHE ABEPILIbI MIKada.

Ha Topmax o0noxkek Jela  yKa3blBAIOTCA  HWHJEKCHI  JIel  TIO
HOMEHKJIaType Jell.

Jena, Haxopsmuecss Ha TEKyIIEM XpaHEHWH, mnojiexar ydery. llepen
nepenadyei  JOKYMEHTOB B apXUB  IPOBOAUTCA  NPOBEpPKA  HAIAYUS
U COCTOSIHMS JIOKYMEHTOB U J€JI B IENSAX YCTAHOBJICHUS (DAKTUUYECKOrO0 HAIUYUs
JI€J1 ¥ COOTBETCTBHS UX KOJUYECTBY, YUCIALIEMYCS 10 HOMEHKJIATYpE AE.

[IpoBepka HanM4usg M COCTOAHUSL JIOKYMEHTOB W JI€JI MPOBOAUTCS IIpHU
MepEeMENICHUN JIeJI, BO3BpaTe [ieJ, CMEHE OTBETCTBEHHOTO 3a BEJCHUE
JEJTOTPOU3BOJICTBA.

IIpoBepka TMPOBOAUTCS IIyT€M CBEPKU CTAaT€ HOMEHKIATypbl JI€ll
C OIMCaHUEM JeN Ha 00JI0KKE, a (PU3NYECKOe COCTOSIHUE JIeJT ONpEeesieTCs MyTeM
UX BHU3YyaJbHOro MpocMoTpa. Bce oOHapyxeHHble HEAOCTaTKU (UKCUPYIOTCS
B AKTE€ MPOBEPKU HAIMYUSA U COCTOSIHUS JIE.

B caydae yTpaThl JOKYMEHTOB U JieJl IPOBOJUTCS Cly:KeOHasi IpOBEpKa, Mo
pe3yJibTaTaM KOTOPOW JHUIO, BUHOBHOE B YyTpaTe, HECET OTBETCTBEHHOCTH B

YCTAaHOBJICHHOM ITOPAOKE.
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Ecnu otnenbHble JOKYMEHTHI, YK€ BKIIOYEHHBIE B JI€JI0, BPEMEHHO
TpeOyrOTCsl aJii pabOThl, OHU MOTYT OBITh BBIJAHBI U3 JieJla OTBETCTBEHHBIM 3a
BEJICHUE JEJONPOU3BOJCTBA, & HA MX MECTO BKJIAJBIBACTCS JUCT-3aMECTHUTEND C
YKa3aHUEM, KOT/1a, KOMY 1 Ha KaKOM CPOK BbIJIaH JIOKYMEHT.

14.4. DxcnepTu3a IEHHOCTU JOKYMEHTOB.

DKcnepTh3a LEHHOCTH JOKYMEHTOB MPOBOJAUTCS JUIsl  YCTAHOBJIEHUSA
HAYyYHOM, MUCTOPUYECKOM U  NPAKTUYECKOW  3HAYMMOCTH  JOKYMEHTOB,
00pa3oBaBIIUXCS B MPOIECCE ACITEIHLHOCTH M30UPATEIIbHOM KOMHUCCHH, C LEIbIO
otOopa uX JJsl JadbHEUIIEro XpaHEeHUs WM YHUUTOXKEHUS .

DKCMepTU3€ NEHHOCTU JOKYMEHTOB MOJIEKAT BCE TOKYMEHTBI, HE3aBUCHUMO
OT BHJIOB HOCHUTEJIEH U CLIOCOOOB 3aIUCH.

OKCcnepTu3a LEHHOCTH JOKYMEHTOB IPOBOJUTCS TMpPU COCTABICHUU
HOMEHKJIATYphl JieJl, B TMpouecce (GopMUpOBaHUS [i€7, MPU MOATOTOBKE €T
K IIEpeJjaye B apXuB.

JIns pacCMOTpPEHUSI MTPOEKTOB HOPMATHUBHO-METOJIMUYECKUX TOKYMEHTOB I10
BOIIPOCAaM JEJIONPOU3BOACTBA M apPXMBHOIO Jejia, OMUCEH NeJI MOCTOSHHOIO U
BpeMeHHoro (cBoiie 10 JeT) XpaHeHWs, aKTOB Ha YHUUYTOXKEHUE el U
JOKYMEHTOB, HE HMMEIOUIMX HAYYHOM LEHHOCTH W MPAKTUYECKOIO 3HAYCHHS,
MpUKa30M IpeaceaaTens n3dupareabHoi komuccuu cosnaercs JK.

B ee pyHKUMHM BXOAUT TakKe PacCMOTPEHUE U 0JI00pPEHUE HOMEHKJIATYPbI
Jien n30upareabHOH KOMUCCHH.

B coctaB DK BKit0O4aroTcs 4ieHbl M30UPATEIbHOW KOMUCCUU, TPAXKIAHCKUE
CIIyXalue anmnaparta u30upaTeabHON KOMHUCCHH, 1O COTJACOBAHUIO, COTPYIAHUKHU
ApxuHoro komuteta Cankt-IletepOypra.

OKcnepTh3a LEHHOCTH JOKYMEHTOB OCYILIECTBISIETCS OTBETCTBEHHBIM 32
BEJICHHE JICJIONPOU3BOJICTBA B COOTBETCTBUH C TPEOOBAHUSIMU 3aKOHOJATEILCTBA U
[IOCTAHOBJICHUSMU UK Poccun, pELICHUAMHA (MOCTaHOBJICHUSIMH )
n30UpaTeNbHOM KOMUCCUH 10 COTJIACOBAHUIO U MO METOANYECKUM PYKOBOJICTBOM

ApxusHoro komuteTta Cankt-IlerepOypra.
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IIpy npoBeaeHHM HKCHEPTHU3bl LEHHOCTU JOKYMEHTOB OCYIIECTBIISIETCS
0oTOOp JIeNT MOCTOSTHHOTO M BpeMeHHOro (cBhimmie 10 jeT) XpaHeHUs, MOIeKaIIX
apXMBHOMY XpaHEHHUIO; OTOOp JieJl ¢ BpeMEHHBIMU CpoKkaMu xpaHeHus (1o 10 aer
BKJIIOYUTEIBHO), MOJJEKANIMX XPAaHEHUI0 B U30UpATENbHOW KOMHUCCHUU 0
HWCTEUCHUSI CPOKOB HX XPAHEHUA; BBIICICHUE K YHUYTOXKCHHUIO JIeNT 3a
MPEIBIAYIINE TObl, CPOKHA XPAHEHUS KOTOPBIX UCTEKIH. [Ipr 3TOM OAHOBpEMEHHO
MPOBEPSAIOTCS KAadyeCTBO M TMOJHOTa HOMEHKIATYpPHl /i€, NPaBHIbHOCTH
ONPEAEIICHUS CPOKOB XPAHECHUS JE.

DKcrepTu3a LEHHOCTH AOKYMEHTOB OCYIIECTBIISIETCA IyTEM IOJUCTHOTO
npocmotpa aen. He pomyckaercs oTOOp [TOKYMEHTOB [JIsi XpPAHEHHUS WA K
YHUUYTOXKEHHIO TOJBKO HA OCHOBAHUU 3ar0JIOBKOB JIE.

Oo6napyxennbie B enax ¢ otMeTKoN «[IOTIMK» nokyMeHThl MOCTOSIHHOTO
XpaHEHHUS! BBIACISIIOTCA W NPUCOCAUHSIOTCA K OJHOPOAHBIM JIeJlaM WJIU
bOpMUPYIOTCS B CAMOCTOSITENIbHBIC JIeTIa.

Ocrtanpubie nena ¢ orMmeTrkon «IIDQIIMK» BkirouaroTrcs B akT Ha
yHuuToxeHnue. [Ipu atom ormetka «L{IIIMK)» B akTe HE yKa3bIBaeTCs.

JIOKyMEHTBI, YTpAaTHBIIHE MPAKTUYECKOE 3HAYEHWE W HE UMEIOLIUE
HMCTOPUYECKON WJIM HAy4YHOM LIEHHOCTH, MO HWCTEYEHUU YCTAHOBJIEHHBIX CPOKOB
XpaHEHHUS MOIEKAT YHUUTOKECHUIO.

AKTBI O BBIICJIEHUH K YHUYTOXXEHUIO JI€JI U JTOKYMEHTOB PACCMATPUBAIOTCA
Ha 3aceaaHusix OK OZHOBPEMEHHO C ONWCAMHU J€d. YHUUYTOXKEHUE JIeT U
JOKYMEHTOB JI0 YTBEPKICHUS aKTOB 3aIPEIIAETCS.

BrineneHHble K YHUUYTOXKEHUIO Ji€jia U JIOKYMEHTBl YHUUYTOXKAKTCS IIyTEM
U3MEJIbUCHUS, TepePabOTKHU WM APYTUMHU YCTAHOBICHHBIMU CIIOCOOAMHU.

[Io pe3ynbTaram SKCHEPTHU3bl LEHHOCTH JOKYMEHTOB OTBETCTBEHHBIM 3a
BEJICHUE JICJIONMPOU3BOACTBA COCTABIISIIOTCS. ONUCH 1€  MOCTOSIHHOTO U
BpeMeHHoro (cBaiie 10 sner) xpanenus (npuiioxenus NeNe 15, 16) u no nuuHomy
coctaBy (mpuiioxenue Ne 17), a Takxe akTbl O BBIJCICHUN K YHUUTOXECHUIO /eI,
HE MOoMIeXkamux  XxpaHeHutro  (mpwioxkenue Ne 18). DOTu  AOKYMEHTHI

paccmatpuBaroTca Ha JK.
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Omnucu [1e1 MOCTOSIHHOTO XpaHeHus noiaiexar yrBepxaeHuto [[DIIMK
ApxuBHoro komutera Cankrt-lletepOypra, a onucu Aen mo JUYHOMY COCTaBy —
cornacoBanuto LIDIIMK. Ilocne paccmorpenuss L[DIIMK ApXuBHOTO KOMHUTETA
Cankr-IlerepOypra 51 LenTpanbHOrO rOCYyJ1apCTBEHHOI'O apxuBa
Cankrt-IletepOypra, omucu nen yTBEpXKIAIOTCS MpeacedaTeIeM H30UpaTesbHOM
KOMUCCHH.

[Tpu YHUYTOXKECHUU JOKYMEHTOB co CPOKOM XpaHCHUS
«lo MuHOBanusa HagoOHOCTU», «1 roa», «3 roma» OTBETCTBEHHBIM 3a BEJCHUE
JEJTONPOU3BOJICTBA COCTABISAETCS AKT, KOTOPBIM MOJIMKUCHIBACTCS HE MEHEE YeEM
JIBYMSI TPaXXJAHCKUMHU CIyXalluMU afnmnapata W30UpaTeibHOM KOMHUCCUU U
yTBEpXKIAeTCs MpejiceatesieM M30upaTenbHOM KoMuccHU 0€3 paccMOTpEeHHUs Ha
oK.

Cpok xpaHeHus «Jlo MuUHOBaHHMS HAAOOHOCTH» HE MOXKET OBITH MEHEe
OJITHOTO TroAa.

DIIEKTPOHHBIE J€Ja C UCTEKIIUMHU CPOKAMH XPAHEHUS MOJJIEKAT BBIICICHUIO
K YHUYTOXXEHUI0O Ha OONIMX OCHOBAHUSX, IOCJIE€ YEro MPOU3BOJUTCA HUX
$u3UYeCKOe YHUYTOKEHHE WM YHUYTOKEHHEM MPOrPaMMHO-TEXHHUYECKUMHU
CPEACTBAMU C COOTBETCTBYIOLIEH OTMETKOW B AKTE€ O BBIJICICHUM AJIEKTPOHHBIX
JOKYMEHTOB K YHUUYTOXEHHUIO.

YepHOBUKM U  PYKONHCH TMOJArOTABIMBAEMBIX JOKYMEHTOB, KOIHUH
MH)OPMALIMOHHBIX W JIPYTMX MATEpUAJIOB, HE MOJJICKAIIMX BKIIOUECHHUIO
B HOMEHKJIATypy JIeJ1, 10 MUHOBAaHUM B HUX HAaJJOOHOCTH MOTYT YHUUTOXKAThCs 0€3
COCTaBJICHUS aKTa.

BpourropoBka aen mpoU3BOAUTCSA TOJBKO MOCIE MPOBEICHHS SKCIEPTU3BI
LIEHHOCTH JOKYMEHTOB.

14.5. Odopmiienue ned.

Jlena, momyexaiude Tmepeiadye Ha XpaHEHUE B apXuB, JIOJDKHBI ObITh
0(pOpMIIEHBI COOTBETCTBYIOIIIUM 00pa3oM.

Odopmienue Jnena BKIOYAaeT B ceOs  MPOBEPKY CHUCTEMaTU3alUU

AOKYMCHTOB BHYTPH ACJId, HYMCpAIMIO JTHCTOB, COCTABJICHHUC (B H606XOI[I/IMBIX
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CIy4yasix) BHYTpPEHHEW OMNUCHU JOKYMEHTOB Jeja, JHCTa-3aBepuTelis Jena,
oopMIIeHHE PEKBU3UTOB 00JIOKKH, OAIMIUBKY (TIEpEIyIeTEHUE) fea.

B 3aBucHUMOCTH OT CPOKOB XpaHEHHUsI TPOBOJAUTCS MOJHOE WJIM YaCTUYHOE
obopMIIeHHE JIE.

Hlena BpemenHoro (o 10 J5eT BKIIOYUTENBHO) XpaHEHUS MOJJIEKAT
4acTUYHOMY oQopmiieHHto. [Ipu 3TOM JOKYMEHTHI JOMYCKaeTCsl XpaHUTh B
MankKax-cKOPOCIIUBATENSX, MATKUX 00510kKKaX. OPopMIIIoTcss 00JI0KKa U JUCT-
3aBEpUTEIH JIeJa.

Hena mocTtostHHOTO M BpeMeHHOro (cBbiie 10 jeT) XpaHeHHUs MOJJIeKaT
nosHoMy odopmiienuto. [lonHoe opopmiieHue nena mpeaycMaTpUBaET MPOBEPKY
CUCTEMAaTH3allui JIOKYMEHTOB BHYTPU Jiefla, MPaBUIBHOCTH HUX OdOpMIIEHUS
(Hannure HeOOXOUMBIX MOAMUCEN, BU3, OTMETOK O PETUCTPALMK U UCTIOJHEHUH,
MPUIOKEHU ), HyMEpaIUIO JTUCTOB, COCTABICHUE BHYTPEHHEN OMUCH JOKYMEHTOB
nena (s 0co0o LEHHBIX Jeid, JUYHBIX JeJ, a Takxke Jed, cOPMUPOBAHHBIM IO
JIOKYMEHTaM, 3aroJIOBKM KOTOPBIX HE PaCKpPbIBAIOT KOHKPETHOE COJIEpIKAHUE
JIOKYMEHTAa), COCTaBJCHUE JIMUCTa-3aBepUTeNs Jena, O(GopMiieHHEe pPEKBU3UTOB
00JI05KKH, MOJIINBKY (TeperieTeHre) Jiena.

O60xkKa nena oopmiisieTcs o YCTaHOBJICHHOM dbopme
(npunoxenue Ne 19). CBenenust Ha 00JI0KKY TIEPEHOCSATCS U3 HOMEHKJIATYPbI /el
C YTOYHEHUSIMH, OTpakalolMMH (PaKTUUECKUH COCTaB MOMEIICHHBIX B JEJ0
JIOKYMEHTOB.

O6noxkka gena odopmisieTcss YEpHBIMU CBETOCTOMKUMHU YEpHUIIAMH,
paz0opunBo, 0Oe3 cokpamieHuid. [omyckaercss odopmiieHHE OOJOXKKH Jena C
HCII0JIb30BAHUEM KOMITBIOTEPHOU TEXHUKHU.

Ha o06soxke pena yKa3bIBalOTCA CIEIYIOIIUE PEKBU3UTHI: Ha3BaHUE
n30upaTeIbHOM KOMMCCHH, JEJIONMPOM3BOJCTBEHHBIN HOMeEp (WMHIEKC) Jena,
3aroJoBOK Jienia, jJara jena (Toma, 4acTH), KOJHWYECTBO JIMCTOB B Jielie, CPOK
XpaHEeHUs Jea, apXUBHBIN mudp aena.

PexBu3uTHI, mpocTaBiisieMble Ha O0J0XKKE Jeina, OPOPMIIIOTCS CIAEAYIOIINM

o0pazoM:
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Ha3BaHUE n30UpaTenbHOM KOMHCCUU YKa3bIBaeTCA
B cooTBeTcTBUU ¢ Pernmamentom wusbupartenbHol Komuccuu. llpu u3meHeHuu
Ha3BaHUsI U30UpaTEIbHOM KOMHCCUM B TEUEHHUE IMEepUOjia, OXBAaTHIBAEMOTO
JIOKyMEHTaMH JieJia, Ha 00JI0KKE K CTapOMYy Ha3BAHUIO MPUITHCHIBAETCS HOBOE;

3arojoBOK (HAaWMMEHOBAHUE) JieJa MEPEHOCUTCS M3 HOMEHKJIATyphl el
(B HEOOXOAUMBIX ClydasiX B 3ar0JIOBOK BHOCATCSI yTOUHEHUS );

Jata Jena — Ha OOJOXKEe Jiefla YKa3bIBalOTCS JBE JIaThl, KOTOPBIE
Ha3bIBAIOTCSI KpallHUMU JaTaMU U COOTBETCTBYIOT TOJlY 3aBEJICHHSI U OKOHYAHUS
nena. HavanbHas gata — 3TO JaTa caMOro paHHEro, a KOHEUYHas Jara — JaTa
CaMoOro MO3JHEro JoKymeHTa B nene. [Ipu 3ToOM ydHMTHIBAIOTCS IaThl BXOASIIUX
U HUCXOJAIIMX JIOKYMEHTOB (B ClIy4ae HMX OTCYTCTBUSI — JaThl PErucTpaiiuu
JIOKYMEHTOB), U HE YYUTHIBAIOTCS JaThl CIUCAHUS TOKYMEHTOB B JIE€J0, yKa3aHUMU
M0 UCIOJIHEHUIO JOKYMEHTOB, OTMETOK HCIOJHUTENS (32 UCKIIOUEHUEM CIy4Yaes,
KOrJia Ha JOKYMEHTaxX He UMEETCsl IPYTUX J1aT, KpOME NMEePEUUCICHHBIX).

[Ipn Hamucanuu KpaHHUX AAaT Ha OOJOXKKAax JeJd MOCTOSHHOTO XpaHEHUs
YUCJI0, MECSI] M TOJ MPOCTaBIsAIOTCS apabckumu mudppamu. Ha o6noxkax nen
BPEMEHHOT'0 XPAaHEHHS YKa3bIBAETCS TOJIBKO T'OJI.

Ha oOmnoxkax Jen, COCTOSIIMX U3 HECKOJIbKMX TOMOB (4acTeid),
MPOCTABJISIIOTCS KpaHKE IaThl KAXKI0r0o TOMa (4acTH).

KonuyecTBO MpOHYMEpOBAHHBIX B JieJieé JIUCTOB MPOCTABISAETCS C JIUCTA-
3aBEpUTEIIS JIeJia.

Cpoxk xpaHeHusl IePEHOCUTCA Ha OOJIOKKY Jieja U3 HOMEHKIaTypsl nen. Ha
Jienax MocTossHHOro Xpanenus: numercs: «[locTosHHOY.

ApxuBHBIN mUdp Jea COCTOUT U3 HoMepa GoHa, HoMepa OIKCH, HoOMepa
Jera 1O ONUCH U TMPOCTaBIseTCS B TOCYJAPCTBEHHOM apXHBE CYObEKTa
Poccuiickon @enepanuu.

Ha Topiie nena yka3bIBaroTCsl 3ar0JI0BOK JIeJia, FOJ1 JIeJia U TOM Jielia.

B  wmemsix oOecrieyeHHs COXpPaHHOCTH W 3aKpeIvieHUus  MOpsaKa
PaCIONOKEHHST IOKYMEHTOB, BKIIFOUEHHBIX B JI€JIO, BCE JUCThI, KPOME YHUCTHIX,

JUCTA-3aBEPUTENST  JIeJla M JIMCTOB BHYTPEHHEW ONUCH, HYMEPYIOTCS B
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pa3BepHYTOM BHUJIe apaOCKuMU 1udpaMu BaaoBOM HyMepanue. YucToie JTUCTHI U3
nena u3bIMaroTcs (0e3 MOBPEXIEHUS LIETOCTHOCTH JIeNa) U YHUUYTOXKAt0TCs. JIMCThI
HYMEpPYIOTCA TPOCThIM KapaHJAllOM CBEpPXYy BHHU3 B BO3pACTAIONIEM MOPSIKE
HOMEpPOB, HauMHas ¢ nepBoro. [{udpel npocraBisitoTCs B MPAaBOM BEPXHEM YTIIY
nucta. Hymepanuss NBETHBIMH KapaHJallaMy, YEPHWIAMUA U HYMEpPATOpAMHU HE
JOIYCKaeTCs.

JIOKyMEHTBI ¢ COOCTBEHHOM HyMepalHeWl JMCTOB, B TOM YHUCJE NEYATHHIE
U3JIaHUsA, HYMEPYIOTCS B OOIIEM TOPSAAKE WM COXPAaHAIOT COOCTBEHHYIO
HyMEpPALMIO, €CIM OHA COOTBETCTBYET IOPSAKOBOMY PACIOJIOXKEHUIO JINCTOB
B JIETIE.

Cnoxenublii nuct Oonbmoro Qopmara (A2, A3) pa3BopaunBaeTcs
U HyMepyeTcsi B IpaBOM 4yacTW BepxHero mosis jgucta. I[lpu stom nuct nodoro
dbopmaTa, TOAIIMUTHIA 3a OAMH Kpal, HyMepyeTcs Kak OJWH JIUCT, a JIUCT,
CJ0’KEHHBIN Y MOAIIUTHIN 32 CEPEAUHY, MOJJICKUT MEPEIINBKE U HYMEPYETCS KaK
OJIVH JIUCT.

Ecnmu B pene ecTb KOHBEPT C BIOXKEHUSIMH, TO CHayajga HyMepyeTcs
KOHBEPT, a 3aT€M OUYEPEIHBIM HOMEPOM — KaXJO€ BIIOKEHHUE.

dotorpadhuu U Jpyrue WIUIIOCTPATUBHBIE MaTepUaldbl HYMEpPYIOTCS Ha
00OpPOTHOM CTOPOHE B JIEBOM BEPXHEM YTIIy.

Jluct ¢ Harmyxo HakJIEEeHHBIMU JOKYMEHTaMH (BbIpe3kaMmu, ¢oTorpadusimu
U Jp.) HyMepyeTcsl KaKk OAWH JUCT. Eciu K JOKyMEHTY MOAKJIEEHbI OJJHUM Kpaem
JIpyrue JOKYMEHThl (BCTABKM TEKCTa, MEPEeBOJbI U T.M.), TO KaXKIbIA JHUCT
HYMEpYETCS OTACIBHO.

Jluct c ykazaHUSAMM 0O UCIOJHEHUIO JOKYMEHTa HyMEpyeTcd Kak
OTICJIbHBIN JIUCT.

[Ipunoxkenne K ey, COCTAaBIAIONICE OTIACIbHBIA TOM, HyMEpyeTcs
OTJEJIBHO.

[Ipy HanMuuuM OTAEIBHBIX OMIMOOK B HYMEpAIMU JIKUCTOB B JieflaX MpH
MOArOTOBKE HMX K CIa4€ B apXWB JONYCKAETCA II0 COIMVIACOBAHUIO C HHUM

ynoTpeOaeHre JUTEPHBIX (C OYKBEHHBIMU JOTIOJHEHHUSIMU ) HOMEPOB JIUCTOB.
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B nenax mnNoOCTOSIHHOTO XpaHEHUs JUisl ydyeTa U IOUCKa JOKYMEHTOB
B Hauaje Jiejia MOXKET MOMEIAThCsl BHYTPEHHsIsI onuch (mpuioxenue Ne 20).

JIucThl BHYTPEHHEN ONMCU HYMEPYIOTCS OTIEJIBHO.

Kaxxnoe neno 3akaHYMBAaeTCs JHCTOM-3aBEPUTENIEM YCTAHOBJIEHHON (hOpPMBI
(mpunoxenue Ne 21).

B nucre-3aBeputene nena nudppaMu U IpONUCHIO yKa3blBaeTcs (pakTuyeckoe
KOJIMYECTBO JIUCTOB B JIaHHOM Jielie, (PU3UYECKOoe COCTOSIHUE JOKYMEHTOB
(momapku, Hepa3OOpPUMBBIA TEKCT, MOPBAaHHBIC JIUCTHI U T.1.), @ TAKXKE HAIUYUE
JUTEPHBIX U MPOMYIICHHBIX HOMEPOB JIUCTOB, KOJUYECTBO JUCTOB BHYTPEHHEH
OMUCU ¥ HAIU4YUE CpeAu JOKYMEHTOB Ta3eT, KHUT, OpoIIiop, YepTexeH,
dbotorpaduii, pUCYHKOB U T.A., CTaBUTCS Jara M TOAMUCH TPakJAaHCKOTO
CIIy>Kallero, c(opMUpOBABIIETO JIE€J0, U YKA3bIBAETCS €ro AOHKHOCTb, MHUILIUAIIBI
u (amunusa. Ecnm KOMWYECTBO JUCTOB B Jielie M3MEHSIETCS, 3aBEpHUTENIbHAs
HAJIIIUCh COCTABIISIETCS BHOBb.

[Ipu moaroToBke A€ K MOAIIMBKE (MEPEIieTy) MPOBEPsETCs MPaBUILHOCTh
ux ¢GopMupoBaHus, OPOPMIICHUS, METATUIMYECKUE CKPEIUICHUS U3 JOKYMEHTOB
YAQISIFOTCSL.

JIOKYMEHTBI MOJIIMBAIOTCA TAKUM 00pa3oM, 4TOOBI MOYKHO ObLIO CBOOOJHO
MPOYUTATh TEKCT KAXKJOro JOKYMEHTa, BU3bl M YKa3aHUA IO HCIIOJHEHUIO
JOKYMEHTA.

14.6. Ilepenava nen B apXuB.

[lepeqaua gden MOCTOSIHHOTO XPaHEHHS] B apXWB  OCYIECTBISETCS
MMOEIMHUYHO o YTBEPKIACHHBIM IOIIMK ApXUBHOTO KOMUTETA
Cankrt-IlerepOypra onucsm /el MOCTOSSHHOTO XpaHEHUS.

[IpueM MOKyMEHTOB Ha MOCTOSIHHOE XpaHEeHHE OPOPMIIIETCSI aKTOM MpUeMa-
nepeaavyu 10KyMeHTOB (mpuioxenue No 22).

[Ipu mepenaue nen Ha BCEX SK3EMIUISIpax OMNHUCH JAENl MPOTUB KaXAO0ro
BKJIIOYEHHOTO B Hee nena B rpade «IIpuMedanue» cTaBUTCS OTMETKA O HAJIUYHU
nena. B KoHUE Kaxaoro »sK3eMIUIspa ONUCH JeNl yKa3blBaroTcs Ludpamu

U TMPOMUCHIO KOJUYECTBO (DAKTUUECKU TMPHUHATHIX (MEpEaHHbIX) B apXuB Jed,
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MHULMAIB U (paMUJTUU JINLL, OCYIIECTBIISIONIUX MIPUEM-TIepeiauy A€, CTaBsITCS UX
MOJIKUCH U JaTa.

[Ipu mpueme aen B apXxuBe MPOBEPSIETCS MPABUIBHOCTh UX O(OpPMIICHUS.
Jlena, odopmileHHBIE C HapylIEHHEeM NpaBUJl, YCTaHOBIEHHbIX WHCTpykiuei,
BO3BpaLIalOTCA B M30MPATEIbHYI0 KOMHUCCHUIO C YKa3aHHUEM HEJOCTAaTKOB I HUX
YCTPAHEHUS.

N30upatenbHasi KOMUCCHS UMEET MPUOPUTETHOE MPABO HA HCMOJb30BAHUE
JOKYMEHTOB, MEPEJAHHBIX €0 HA TOCYJApCTBEHHOE XPAaHEHUE, B TOM YHUCIIE HA UX

NEePBYIO MyOIMKALIUIO.
15. OTBeTCTBEHHOCTH

15.1. Ynensl u3bupaTeabHON KOMUCCUHU, TPAXKIAHCKUE CIYKaIllUE anmapara
n30UpaTebHOW KOMUCCHH, TPaK/IaHe, 3aMeNIaloNIe H0KHOCTH, HE SIBIISIOIINECS
JOJDKHOCTSMHM TOCYAApPCTBEHHOW TpakJAaHCKOW CHyXObl, a TakKe TrpaxaaHe,
MPUBJIEKAEMbIE MO TPAXKJAHCKO-TPYAOBBIM JOTOBOpaM, HECYT MEPCOHAIBHYIO
OTBETCTBEHHOCTh 3a coOogeHue TpeboBaHuid WHCTPpYyKIMHU, COXPaHHOCTH
HAXOJSIIUXCA Y HUX JOKYMEHTOB.

15.2. OTBETCTBEHHOCTh 3@  OpraHM3alldi0  JeJIONPOU3BOJCTBA B
n30UpaTeNbHOM KOMHUCCHHM, BHEAPEHHE ABTOMATHU3UPOBAHHBIX (KOMIIBIOTEPHBIX)
TEXHOJIOTUH TMOJArOTOBKM U OOpabOTKM JIOKYMEHTOB, OOECI€UYeHHUE COXPAaHHOCTHU
JIOKYMEHTOB U Mepeladyy X B apXuUB, KOHTPOJb 3a COOJIIOJeHUEM TpeOoBaHUM

NHcTpyKIMKM HECET CeKpeTaph U30upaTeIbHON KOMHUCCHUM.

COI'JTACOBAHO COTI'JTACOBAHO
nporokon K poTOKOJ LleHTpanbHOM 3KCEPTHO-
[IPOBEPOYHON METOANYECKON KOMUCCHU
oT 22 Hos10ps 2018 1. Ne 12 ApxusHoro komutera Cankr-IletepOypra

oT 201 1. Ne
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ITpunoxenne Ne 1
K HCTpYyKIIMK 1O AETONPOU3BOICTBY
B Cankr-IlerepOyprckoit n3dbupareabHOI
KOMHUCCHHU

HNEPEYEHDb
AOKYMEHTOB, He nmojaexamux perucrpauuu B [IN IEJIO
U cucreme perucrpanun «CiaykeOHasi KOPPeCIOHACH M)

1. CooOmieHust 0 3acelaHMUAX, COBEIIAHUSAX M IOBECTKU JHS 3aceIaHus
Cankr-IlerepOyprckoit u3oupaTeaIbHON KOMUCCHUM.

2.  Y4eOHbIEe MPOrPaMMBbI, MIAHBI (YUUTHIBAIOTCS B OTIEINIC KAJAPOB).

3. PexiiamHble W3BEIICHMS, IUTaKaThl (YUUTHIBAIOTCA B CTPYKTYPHBIX
NoApa3feieHusIX anmapata u30upaTelbHOM KOMHCCHMU [0  HAMNpaBJICHUSM
NESATEIHBHOCTH ).

4. Tlo3npaBuUTenbHbIC MHUCHbMA U TEIETPAMMEBI.

5. [IlpurnamenHus Ha pa3dudyHble MEPONPUSATUS, HE COJAEpXKAIlIHe
HaJJIeKalINX PEKBU3UTOB TUCHMA.

6. byxrantepckue  JOKyMEHTHl  (yuuThiBaloTcsi B (DUHAHCOBO-
OyXTrajJTepCKOM YNpaBICHUU N30UpaTEbHOU KOMUCCHUN ).

7. lleyaTHble U3MAHUS.

8. Komum mnpoTokosiOB 3acenaHuii OpPraHoB TOCYJIApCTBEHHOW BIIACTH
Cankrt-IlerepOypra npucianHbie B U30UpaTEIbHYI0 KOMUCCHIO JIJISl CBEICHUS.

9. JluunHas KOppecHOoHACHIMS (C TOMETKON «JIUuHO»).
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ITpunoxenue Ne 2
K MHCTpyKIIMM 110 1€70TIPOU3BOJICTBY

B CankT-IlerepOyprckoit n3dupaTenpbHOI
KOMHUCCUU

AKT

MBI, HHIKEeO AN CABIINECS

COCTaBWJIM AKT O TOM, 4YTO « » 20 r. Ipu
BCKPBITUU MMAKETA
B HEM HE OKa3aJIOCh

HaCTOHIHI/Iﬁ AKT COCTABJICH B IBYX 3K3CMILJIApaAX.

IHoamucu:
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ITpunoxxenne Ne 3
K HCTpYyKIIMK 1O AETONPOU3BOICTBY
B Cankr-IlerepOyprckoit n3dbupareabHOi
KOMHCCHHU

DopMbl 0JIAHKOB, HCIOJIB3YeMbIX B H30UPaTEJIbHOH KOMUCCUU
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[Tpunoxxenne Ne 3.1
K MHCTpYyKIIMK 1O AETONPOU3BOICTBY
B Cankr-llerepOpyrckoit n3duparenbHOi
KOMHCCHHU

CAHKT-IIETEPBYPI'CKASA UBBUPATEJIBHASA KOMUCCHUA

HPOTOKOJ 3ACEJAHUA

Ne

84-14 Nucrpykuus CIT6UK 2019
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ITpunoxenne Ne 3.2
K MHCTpYyKIIMK 1O AETONPOU3BOICTBY
B Cankr-llerepOpyrckoit n3duparenbHOi
KOMHCCHHU

CAHKT-IIETEPBYPI'CKASA UBBUPATEJIBHAS KOMUCCHUSA

HPOTOKOJ 3ACEJAHUA

BBIIINCKA
U3 MPOTOKOJIA 3aCeAAHUA
Cankr-IlerepOyprekoi n30upareibHOM KOMUCCHHU
Ne oT roaa

Ne

84-14 Nucrpykuus CIT6UK 2019
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ITpunoxenue Ne 3.3
K MHCTpYyKIIMK 1O AETONPOU3BOICTBY
B Cankr-llerepOpyrckoit n3dbupareabHOI
KOMHUCCHHU

CAHKT-IIETEPBYPI'CKAS UBBUPATEJIBHAS KOMUCCHUSA

PEHIEHUE

84-14 Nucrpykuus CIT6UK 2019
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ITpunoxenne Ne 3.4
K MHCTpYyKIIMK 1O AETONIPOU3BOJICTBY
B Cankr-IlerepOpyrckoit n3duparenbHOi
KOMHUCCHHU

CAHKT-IIETEPBYPI'CKAS
MN3BUPATEJIBHAS KOMUCCUA

HUcaakuesckas ., gom 6, Cankr-IletepOypr, 190107
Ten.: 570-17-77 ®akc: 570-17-77
http://www st-petersburg.izbirkom.ru
OKIIO 43461734; OI'PH 1027810334529;
WHH/KIIIT 7825025442/783450001

Ne

Ha Ne

84-14 Nucrpykuus CIT6UK 2019
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[Ipunoxenue Ne 3.5
K MHCTpYyKIIMK 1O AETONIPOU3BOJICTBY
B Cankr-IlerepOpyrckoit n3duparenbHOi
KOMHUCCHHU

CAHKT-TIETEPBYPI'CKASI U3BUPATEJBHASI KOMUCCHS
NPEJCEJIATEJD

HPUKA3

84-14 Nucrpykuus CIT6UK 2019
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ITpunoxenne Ne 3.6
K MHCTpYyKIIMK 1O AETONPOU3BOICTBY
B Cankr-llerepOpyrckoit n3duparenbHOi
KOMHCCHHU

CAHKT-TIETEPBYPICKASI U3BUPATEJBHASI KOMUCCHS
NPEJCEJIATEJbD

PACHOPAXKEHUE

Ne

84-14 Nucrpykuus CIT6UK 2019
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ITpunoxenne Ne 3.7
K MHCTpYyKIIMK 1O AETONPOU3BOICTBY
B Cankr-llerepOpyrckoit n3duparenbHOi
KOMHCCHHU

CAHKT-NIETEPBYPI'CKASI U3BUPATEJBHASI KOMUCCHS
NPEJACEAATEJb

HcaakueBckas miomanb, 1oM 6, Cankr-Ilerepoypr, 190107, Tesedon/paxc (812) 570-17-77
http://www.st-petersburg.izbirkom.ru

Ha Ne oT

84-14 Nucrpykuus CIT6UK 2019
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ITpunoxxenne Ne 3.8
K HCTpYyKIIMK 1O AETONPOU3BOICTBY
B Cankr-IlerepOpyrckoit n3duparenbHOi
KOMHCCHHU

CAHKT-IIETEPBYPI'CKAA U3BUPATEJ/IBHASY KOMUCCHUA
SAMECTHUTEJDb HPEACEJATEJA

HcaakueBckas miomanb, 1oM 6, Cankr-Ilerepoypr, 190107, Tesedon/paxc (812) 570-17-77
http://www.st-petersburg.izbirkom.ru

Ha Ne oT

84-14 Nncrpykuus CIT6UK 2019
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ITpunoxenne Ne 3.9
K HCTpYyKIIMK 1O AETONPOU3BOICTBY
B Cankr-IlerepOpyrckoit n3duparenbHOi
KOMHCCHHU

CAHKT-IIETEPBYPI'CKAA U3BUPATEJ/IBHASY KOMUCCHUA
CEKPETAPD

HcaakueBckas miomanb, 1oM 6, Cankr-Ilerepoypr, 190107, Tesedon/paxc (812) 570-17-77
http://www.st-petersburg.izbirkom.ru

Ha Ne oT

84-14 Nncrpykuus CIT6UK 2019
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ITpunoxenne Ne 4
K HCTpYKIIMK TIO AETONPOU3BOJICTBY
B Cankr-IlerepOpyrckoit n3duparenbHO
KOMHCCHHU

TpeGoBaHusi K J0KyMeHTaM, H3rOTOBJISIEMBIM C IOMOIIbIO
Nne4YaTalinX YCTPOMCTB, U K ¢ailiiaM TeKCTOBBIX IOKYMEHTOB

1. Co3manue, ¢dopmatupoBaHue€ U BBIBOJ Ha Ie4aTh JOKYMEHTOB
MPOU3BOJIATCS HA DJIEKTPOHHO-BBIYMCIEHHOM TEXHHKH C HCIOJb30BaHUEM
TekcToBOro peaakropa MS Word. BaeapeHue aneKTpoHHBIX TaOIUIl, CO3JaHHBIX B
TaOJIUYHBIX pefakTopax, B 1okymMeHThl MS Word He gomyckaercs. Jlomyckaercs,
puU HEOOXOJUMOCTH, CO3/aHHe, (POpMATUPOBAHUE M BBIBOJ HA Ie4aTh TaOJIHUIL
mocpescTBoM TabauuHoro penakropa MS Excel.

2. TekcTtbl TOKyMeHTOB Ha OnaHkax gopmarta A4 meuatarorcs uepe3 | -
1,5 MexXCTpOUHBIX UHTEpBAJIa, Ha OnaHkax ¢opmarta AS — depe3 1 MEXKCTPOUHBIN
WHTEpBAJL.

TekcTbl JOKYMEHTOB, MOATrOTaBIMBAEMBIX K THUIOrPACKOMY H3JAHUIO,
MeyaTaroTCs 4epe3 ABa MEeKCTPOUHBIX UHTEpBAJIA.

3. HazBaHue Bua NJOKyMEHTA N€YaTAETCS MPOMUCHBIMUA OyKBaMU.

4. Ecnum 3aronoBoxk Kk Tekcry mpeBblmaer 150 3HakoB (5 CTpPOK),
JOMyCKaeTcsl MNpOJJieBaThb €ro 10 TpaHMIlbl MpaBoro moijigs. Touka B KOHIE
3aroJoBKa HE CTaBUTCA.

5. PacmmudpoBka moamucu B pekBuzutTe «llogmuch»  medaraeTcs
HAa YpPOBHE IMOCJIEAHEH CTPOKM HAMMEHOBAHUS JOKHOCTH C MCHOJIb30BAaHUEM
koMOuHanuu knasuin Shift — Ctrl — [TpoOGen Mex 1y nHuIManaMu u GaMuiuen.

6. Ilpu ¢dopmaTupoBaHUM JOKYMEHTOB O0O0S3aT€bHO HCHOJIb3YETCS
BKJIFOUEHHAs KHOMKA , yTOOBI BUJIETh HA SKPAaHE BCE CITY:KEOHbIE CUMBOJIBI.

7. Ilpu QopMaTUpOBaHUU TEKCTa JOKYMEHTOB HCIOJB3YETCS CTUJIb,
KOTOPBI UMEET CICAYIOIINE MapaMeTPhl:

e [pudr TimesNewRomanCyr

e Pasmep 14 nyHkTOB
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e Orcryn cieBa 0cMm
CIIpaBa 0 cMm

e Hurepan nepen 0 myHKTOB
rnocie 0 myHKTOB

e  MexXCTpOUHbIM UHTEPBAT  OJUHAPHBIN, ITOJYTOPHBIN

e [Ilepsas cTpoka orcTyn Ha 1,25 cm

e BripaBHUBaHUE O IIHUPUHE

8. llpu ¢opmatupoBaHuu TaOIUI HEOOXOIUMO COONIOAATH CIEAYIOUIUE
TpeOOBaHUS:

Ta0iauua Bcerjaa JOMKHA HMETh Ha3BaHUE, KOTOPOE BBIPABHUBAETCS
10 IPABOMY MOJIO IOKYMEHTA;

Ta0JIuIa BHIPABHUBAETCS 10 LIEHTPY JIUCTA;

3aroJIOBKU CTOJIOIIOB M CTPOK BBIPABHUBAIOTCS MO LIEHTPY SYEHKH;

JTAHHBIE B siUeiKax TaOJUIIbl BHIPABHUBAIOTCS CBEPXY MO JIEBOMY Kparo;

MPOJIOHKEHUE TaOJIUIlbl HA HOBOM JIMCTE BCET/la HAUMHAETCS C 3ar0JIOBKOB
ee cronbuoB (wiM HOMEpPOB rpad B ciaydae, eciau rpadnl TabIUIBI HA TEPBOM
JUCTE TPOHYMEPOBAHbI);

CTPOKHU TaOJIMIIBI MEPEHOCITCS HA HOBBIMA JIUCT JOKYMEHTA MCKIIOUUTEIIBHO
LETUKOM;

IIMpUHA U BBICOTa TaOJUIBI HE JOJDKHBI MPEBBINIATh pa3Mephbl MOJeh
JIOKyMEHTA.

9. Pa3mepsl noiieil JOKyMEHTa JOJKHBI UMETH CIEAYIOIIME TapaMeTPhl:

®  BEpXHEE 2,0 cMm

e  HIXHEE 2,0 cm

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

® [IpaBoE 1,0 cm

Ot Kpas 10 KOJIOHTUTYJIA:
®  BEPXHErO 1,25 cm
®  HIXXHETO 1,25 cMm

84-14 Nncrpykuus CIT6UK 2019
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10. HpI/I MOATOTOBKEC JOKYMCHTOB HCIIOJB3YIOT CICAYIOIINEC PCKBU3UTHI !

rep0 Cankr-IletepOypra;

HaWMEHOBaHUE U30UpPATENbHOM KOMUCCHUU;
HAaMMEHOBaHUE JOHKHOCTHOIO JIUIIA;

CIIpaBOYHbBIC TaHHBIE 00 N30UpaTEIbHOW KOMUCCHUU;
HaUMEHOBAHUE BUA TOKYMEHTA;

JaTa J0KyMEHTa;

PErUCTPaIlMOHHBIN HOMEP IOKYMEHTA;

CChUIKA HA PErUCTPAllMOHHBIA HOMEpP U  JaTy

JOKYMEHTA;

11.

azpecar;

rpud orpaHUYEHUSI TOCTyNA K IOKYMEHTY;
rpud yTBEpKIACHUS JOKYMEHTA;
3aroJ0BOK K TEKCTY JTOKYMEHTA;
YKa3aHUs M0 UCTIOJHEHUIO JJOKYMEHTA;
OTMETKa O KOHTPOJIE;

TEKCT JIOKYMEHTA;

OTMETKa O HAJTUYUU MPUIOKCHUS
MOJIINCE;

rpud coraacoBaHMs JOKYMEHTA;

BH3a;

IeYaTh;

OTMETKa 00 HUCIIOJIHUTEIIE;

OTMCTKA O 3aBCPCHHUU KOIINH,

MMOCTYIIMBLICTO

OTMETKa 00 MCIOJITHEHUH JOKYMCHTA M HaIIpaBJICHHUU €I'0 B ACJIO,

UJEHTU(DUKATOP PJIEKTPOHHOU KOTIUU JOKYMEHTA.

PexBusnuthl (KpoMe TeKCTa JOKYMEHTa M ajpecara),

N3 HCCKOJBKHX CTPOK, II€YaTarOT CO CICAYIOIKUMU IIapaMCTpaMu:

[Hpudt TimesNewRomanCyr
Pa3zmep 14 nyHkTOB
Orcryn cieBa 0cMm

84-14 Nncrpykuus CIT6UK 2019
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CIipaBa 0 cMm
HNurepBan rnepen 0 myHKTOB
ocJie 0 myHKTOB
MeXCTpOUYHBIM UHTEPBAIL OJMHAPHBIN
OtcTyn nepBoi CTPOKH HET
BripaBHuBaHue 0 UEHTPY

. PexBU3UT «AnpecaTy» nmevararoT co CIASAYIOINIMMU TapaMeTPaMH:

[Mpudt TimesNewRomanCyr
Paszmep 14 nyHKTOB
Otcryn cieBa 12 cm

cipaBa O cwMm

HNurtepBan nepen 0 myHKTOB
Iocie 0 myHKTOB
MeXCTpOUHBI HHTEPBAII OJMHAPHBIN
Orctyn nepBo CTPOKHU HET
BripaBHuBaHue [0 JIEBOMY Kpaw WM LEHTPYETCS

OTHOCHUTEIIBHO CaMOM JJIMHHOUW CTPOKH?

Ecnu coctaBHble 4acTU pPEKBUZUTOB «Agpecar», «'pud yrBepxkaeHus

nokymeHTa», «I'pud cormacoBanusi gokymeHTa», «OTMeTKa O HaJIU4YuU

INPUITOKCHUA» HC YMCINAIOTCA Ha O,HHOfI CTPOKEC, TO pa3pblB CTPOKH B HYXHOM

MecTe MPOU3BOJIUTCS C MOMOINIbI0 cHUMBOJIa «Pa3pbiB cTpoku» (KoMOWHaIuUs

kiaBuin Shift — Enter), Hanpumep:

COI'JTACOBAHO

[Ipencenarens koMmuTeTa
rOCy/1IapCTBEHHOM CITyKObI
Y KaJIpOBOM MOJUTUKHU
Cankr-IlerepOypra

A.C. Muxaiiiios

84-14 Nncrpykuus CIT6UK 2019
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13. IIpu odopmieHun TOKYMEHTOB Ha ABYX W OoJjiee CTpaHMIaX BTOpas U
MOCJEAYIOIINE CTPaHUIbl JOJKHBI OBITH TpPOHyMepoBaHbl. Homepa cTpaHull
MPOCTABISIOT TOCEPEIMHE BEPXHETrO MOJIS JUCTa apaOCKuMU udpaMu 06€3 BCAKUX
3HAKOB MPEMUHAHUS.

Ecmu AOKYMCHT UMCCT MNPUIIOKCHHUC, TO OHO IICYaTaCTCA C HOBOU CTpaHHIIbI.

14. Jlyist BBISIBJICHUS U UCIPABJICHUS BO3MOXKHBIX OIIUOOK B MPaBOMUCAHUU
B chopMUpOBaHHBIX (ail;lax pPEKOMEHIYyeTCs  OCYIIECTBISTh MPOBEPKY
JIOKYMEHTOB, HCIIOJIb3Yysl CUCTEMbI TPOBEPKH MPABOTIHCAHUS.

15. Kaxnapiii HOKYMEHT €O BCEMH MPUJIOKEHUSMH K HEMY IOMENIaoT
B OT/CNIbHBINA (Dailn (ecnu MpUIIOXKEHUs CO3/JaHbl OAHUM IpoiieccopoM). BHyTpu
¢aiina cam TOKYMEHT U Ka)XXJ0€ MPUIOKEHUE TOMEILAIOT B OTAEJIbHBIE PA3EIIbI.

16. Bce pexkBU3HUTBI AOKYMEHTA OTHAEIAIOT APYr OT Apyra OJHOM IyCTOU
CTpOKOM, o00Opa3yemoii cumBojoMm ab3ana (9§ — kimaBuma Enter). B Tekcte
HE JIOJDKHO BCTpevaThes Oosee AByX CUMBOJIOB ab3aiia moJpsiy.

17. He nomyckaeTcsi mucaTh CJIOBA C pa3psiAKON, BCTABIISISL MPOOEITBI MEXKIY
OyKBaMH B CJIOBaX, 32 UCKJIIIOYEHUEM CJIOBA «PEIINa» B PEIICHUSX U MPOTOKOIAX
3acellaHui n30uparenbHoil koMuccun. He pomyckaercs ucnosib3oBaHue mpoOeson
JUIsi 00pa3oBaHMs a03al[HOTO OTCTyna (KpacHOM CTPOKM) WJIM MYCTBIX CTPOK. B
TeKCTe HE JOJDKHO BCTpedaThbCs moapsa Oojee OJHOTO CHMBOJA Mpolena.
Paznenenue nnunuanos u damminu, cumBoia No u 4duciia, HOpsiAIKOBOIO HOMEpa
CTaThH, YACTHU, MIYHKTA WU MOANYHKTA MPABOBOT0 aKTa, YMCIa MecsIa U Ha3BaHUs
Mecslla, Yuciia roja M CJI0oBa «TOJ», JIOOBIX YHUCIOBBIX 3HAYEHUN M EIUHMII
U3MEpEHHUsl JeNlaeTcsi C MCIOJIb30BAaHUEM Hepa3[eNuMoro mnpobena (codeTaHue
kiaBuin Shift — Ctrl — IIpoGen).

18. He pomyckaeTrcst BKJIIOYATh B TEKCT JOKYMEHTA pa3/ieIuTENIbHbIC TUHUH,
COCTaBJICHHBIEC U3 LIETIOYEK CUMBOJIOB (¥, =, -, — u Ap.).

19. He pomyckaeTcss HCNOJB30BAHME B PYCCKHUX CIIOBaX CXOAHBIX II0
HauepTaHuio JatuHCKux OykB (A, a, B, C,c, E, e, H, K, M, O, 0, P, p, 1, X, X, y).

20. He pnomyckaeTcsi HCHONb30BaHWE CUMBOJA Talymsiiuu (—) s

oOpa3zoBaHusi a03anHOrO OTCTyna (KpacHOM CTPOKM) WM MYCTHIX CTPOK.

84-14 Nncrpykuus CIT6UK 2019
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AO3alHBI OTCTYN YCTaHaBIMBalOT B MeHI0O Popmar/Al3all WIH C MOMOIIbIO
BEPXHETO JIBM)KKA Ha TOPU30HTAIBLHOM JIMHEHKE.

21. He nomyckaeTcsi HCHOJIB30BaHUE CHUMBOJA «-» Mg OOO3HAUYCHHS
nepeHoca. BmecTto Hero crieayer HCHOJB30BaTh CUMBOJI MSTKOTO IEpeHoca
(xomOuHanus knapuil Ctrl — «-»).

22. Jlns HanucaHUs PUMCKUX IUGp MOKHBI MCHOJIb30BaThCA 3arjlaBHbIC
oykBbl natuHckoro andasura (I, V, X, C, D, L, M). Ucnons3oBaHnue 1jsi 3Toi
eI PYCCKUX OYKB U apaOCKuX HU(P HE TOMYyCKAETCS.

23. Bmecto 6ykBbl «E» momkHa ynoTpeOnsateca Oyksa «E» (kpome MMeH
COOCTBEHHBIX MPU HATMYUU MOATBEPAKAAIOMINX JOKYMEHTOB).

24. PexBu3uthl «HanmeHoBaHMe BHIAa JOKYMEHTa» JIOJDKHBI  OBITh
BBIPOBHEHHI O IIeHTpY. He momyckaercs ucnosiib30BaHHE CUMBOJA ad3ara Jyist
MpepbIBaHUs CTPOKKM B MPOU3BOJIBLHOM MECTE, JIA 3TOTO CleAyeT MPUMEHSThH

CHMBOJI pa3pbiBa CTpoku (komOuHamus kinaBui Shift — Enter).

84-14 Nncrpykuus CIT6UK 2019
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IIpunoxxenue Ne 5
K HCTpYyKIIMK TIO AETONPOU3BOJICTBY
B Cankr-IlerepOyprckoit n3duparenbHOi
KOMHCCHHU

Chnucox PACCBIJIKHA UCXOOALICT0 TOKYMEHTA

Cankr-llerepOyprekoi n30uparebHOM KOMUCCUHU

Ne HaumenoBaHue oprana

IToyHBIN MOYTOBBIN agpec
n/n (opranm3zanumn)

[Ipeacenarens (3amMmecTUTENb IpeAceAaTeNsl, CEKpETaph) M30UPATEIHHOM
KOMHUCCUU

Uctionaurensp
« » 20 .




«

»
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ITpunoxenue Ne 6
K HCTpYKIIMK TIO AETONPOU3BOJICTBY
B Cankr-IlerepOyprckoit n3duparenbHOi
KOMHCCHHU

dopma yka3aHuii 10 UCTIOJTHEHUIO JOKYMEHTA

HPEJACEJATEJIb BAMECTUTEJIb
HOPEJCEJATEJISA, CEKPETAPD)
W3BUPATEJIbHON KOMUACCHA

HHHUIHAJIbI, q)aMI/UII/IH
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IIpunoxxenue Ne 7
K MHCTpyKIIMK 1O JETIONIPOU3BOICTBY
B Cankr-IlerepOyprckoit n3dupareabHOi
KOMHUCCHHU

Ilepeuenb 00s13aTeILHBIX CBEICHHH 0 JOKYMEHTAX, UCI0JIb3yeMbIX B LeJIsIX
yuera u noucka q1okyMeHToB B I[IH JIEJIO u cucreme perucrpauuu

NN B W=

9.

«Cury:ke0Has1 KOppeCHOHIeHIIHS)

ABTOD.

Anpecar.

JIOJKHOCTD, (paMuIust 1 MHULMAJIBI JIUIA, TOAMUCABIIEr0 JOKYMEHT.
HanmenoBanue Bua 1OKyMEHTA.

JlaTa noxymeHTa.

Perucrpanuonssiii HOMEp JOKyMEHTA.

Jlata mocTymieHuss JOKyMEHTa.

PerucrpanuoHasiii HOMEP BXOASIIETO JOKYMEHTA.

CBenieHust 0 CBA3aHHBIX JOKYMEHTaX (HAMMEHOBaHUE BUIA JOKYMEHTA,

JaTa, pErUCTPAIMOHHBIA HOMEP, TUII CBSI3KH ).

10.
11.
12.
13.
14.

3aroJioBOK K TEKCTY (KpaTKoe CoAep)KaHHEe TOKYMEHTA).

Nupekc aema mo HOMEHKIAType AEIl.

CBeznenus o nepeaapecanuu J0KyMEHTA.

KonuuecTBO TMCTOB OCHOBHOTO JOKYMEHTA.

OrMeTka ©O TpUIIOKEHUU (KOJIMYECTBO  MPUIIOKEHUH, oOIee

KOJIMYECTBO JIMCTOB MPUIIOKEHUM ).

15.

VKazaHus IO HCIOJHCHUIO JOKYMCHTA (I/ICHOJ'IHI/ITGJ'H), IIOPYUYCHHUC,

JaTa UCTIOJTHEHUS ).

16.
17.
18.
19.
20.
(baiinoB).

OTmeTKa 0 KOHTPOJIE.

['pud orpanuuenus nocryma.

ITpoBepka 3EKTPOHHOM MOAINCH.

ITonpa3nenenue — OTBETCTBEHHBIN UCIOJHUTENb JIOKYMEHTA.

@ailinbpl  IEKTPOHHOTO JIOKYMEHTa (KoinuecTBO (hailyioB, uMeHa
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ITpunoxenue Ne 8
K MHCTpyKIIMK 1O JETIONIPOU3BOICTBY
B Cankr-IlerepOyprckoit n3dupareabHOi
KOMHUCCHHU

KAPTOUKA JJUUHOT O IPUEMA TPAXKIAH
B CAHKT-IETEPBYPI'CKOUM U3BUPATEJHbHON KOMUCCUHU

Jlata oOpareHust
JaTa npuema

« » 20 L. Ne
@amunus, UMs, OTYECTBO 3asIBUTEIA JIOJDKHOCTHOE JIMLO, BEAYILEE IPUEM
MecTo XuTenbCTBa, TenehoH PesynbpraThl paccMoTpeHus

Kareropus 3assurens

Coneprxanue obpaneHus

A, , BBIPAXKaro
(Damunmisi, UMsI, OTYECTBO 3ASIBUTEIIS)

coriache Ha IMPeIOCTaBICHHE MHE YCTHOTO OTBETa B XOJE JIMYHOTO MpHUEMa IO CYIIECTBY

MOCTABJICHHBIX B YCTHOM OOpaInieHnu BOmpocoB. [IMCbEMEHHOTO 0TBeTa He TpedyeTcs.

(Hara) (ITonnucs 3asBUTENSA) (Pacmmdpoka noanucu)

A, , BBIpaKaro
(damunus, UMsi, OTYECTBO 3asIBUTEIIS)

corjiacue Ha BUACO-U W ayJUOIIPOTOKOJIUPOBAHUC JIMIYHOTO ITpUCMaA.

([Hata) (IToamucs 3asBUTENSA) (PacuudpoBka moamucw)



CornacoBaHue NpoeKTa:
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ITpunoxenue Ne 9
K MHCTpyKIIMK 1O JETIONIPOU3BOICTBY
B Cankr-IlerepOyprckoit n3dupareabHOi
KOMHUCCHHU

WHHUIHUAJIBI, (baMI/IJ'II/IH

JIOJDKHOCTB

(nata)
JIOJDKHOCTB

(mata)
JIOJKHOCTB

(mata)
HcnonHurtens:
JIOJKHOCTB

(nata)

(roamuCch)

HWHHUIINAJBbI, (1)aMI/IJ'II/I$I
(ronmuCh)

HWHHUIIHNAJIbI, (l)aMI/IJ'II/IH
(Tmoxmuce)

HMHHUIINAJbI, (l)aMI/IJII/IH
(moamucsk)
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ITpunoxxenne Ne 10
K MHCTpYyKIIMK 1O AETONPOU3BOICTBY
B Cankr-IlerepOyprckoit n3dbupareabHOI
KOMHCCHHU

VTBEPXJIAIO

[Ipencenarens (cexperaps,
3aMEeCTUTENb IIpeAceaaTes )
Cankr-IletepOyprekoit
n30MpaTeIbHOM KOMUCCUHN

(MHUIMATBL, (haMUITHS)

OT14er 0 pa3MelieHMH pelIeHui
Cankr-IlerepOyprekoi n30MparTeIbHOM KOMUCCHHU
Ha opuumaIbHOM caiiTe www.st-petersburg.izbirkom.ru,
B ceTeBOM M3aaHuu «BectHuk Cankr-IlerepOyprekoi nu3dupareabHOM
KOMHCCHID> M PACCHLIKE 10 COOTBETCTBYOUIUM ajpecaTam

3acenanue Ne OT « » roaa
No Neo pemenns Agnipec pa3MelieHusi, aApecaT pacChblUIKU Jata
n/m CIIoUK pa3MelIeHus,
PacChUIKU
1
2
3

Wcnonuurens:
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ITpunoxenne Ne 11
K MHCTpYyKIIMHU 110 1€10IIPOU3BOJICTBY

B Cankr-IlerepOyprckoit n3duparenbHOi
KOMHCCHHU

CAHKT-IIETEPBYPI'CKASA UBBUPATEJIBHASA KOMUCCHUA

PABOYAA I'PYIIIIA

(HazBaHmue)

HPOTOKOJ 3ACEJAHUA

Ne

(mata, Bpemst)

IIpucyrcrBoBau:

Pabouas rpymnmna:

PykoBoaurens Paboueii rpymnmbl:

3amecturens Paboueil rpynnel (py HATMYUN):
Cexperapb Paboueii rpynmnsl (py HAJTMYKN):

IIpurnameHHsIe:
Wudopmarust o KBopyme

ITOBECTKA JIHA:
I.
2.

1. CJIYHIAJIM:
BBICTVYIIMNJIN:
PEILINJIN:
TI'onocoBanmu:

2. CJIYILHAJIA:
BBICTVYIINJIN:
PEIINJIN:
I'onocoBanu:

[IpencenarenscTBytomuii (pykoBoaurens Pabodeit rpynimsl)
Cekpetaps PaGoueit rpymnmsl (pu HATUYHH)

WIH
Unens! PaGoueii rpymnisl
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ITpunoxxenne Ne 12
K MHCTpyKIIMK TIO IETIOTIPOM3BOICTBY
B Cankr-IlerepOyprckoit n3dbupareabHOi
KOMHCCHHU

CAHKT-IIETEPBYPI'CKASA UBBUPATEJIBHASA KOMUCCHUA

PABOYAS I'PYIIITA
(Ha3BaHue)
PEINEHUE
Ne

[IpencenarenscTBytomuii (pykoBoaurenb Paboueid rpynimsl)

Cekpetaps PaGoueii rpymibl (py HATUYHH)

84-14 Nucrpyxuus CII6OUK 2019
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ITpunoxxenne Ne 13
K MHCTpyKIIMU N0 JIETIONTPOU3BOICTBY
B Cankr-IlerepOyprckoit n3duparenbHOi
KOMHCCHHU

NEPEYEHD

MOJIC/KAIMUX KOHTPOJI JOKYMEHTOB € YKa3aHUEM CPOKOB MCIIOJITHCHUSA

1. ®epaepasibHble KOHCTUTYIIMOHHBIE 3aKOHBI, (eaepanbHbie 3aKOHBI
Poccuiickon @enepannu — COrJIaCHO YKa3aHHOMY B HUX CPOKY.

2. Vkassl IIpesnnenra Poccuiickoin denepanuu — COrjgacHO yKa3aHHOMY
B HUX CPOKY.

3. Pacnopsbxkenust Ilpesumnenta Poccuiickoit ®denepanuu — COrJIacHO
YKa3aHHOMY B HUX CPOKY.

4. TlocraHnoBneHusi, pacnopsbkeHuss  IIpaButensctBa  Poccuiickoit
denepanuy — COrJacHO YKa3aHHOMY B HUX CPOKY.

5. 3akonsl cyobekTa Poccuiickoil denepanuu — cOrjacHO yKa3aHHOMY B
HUX CPOKY.

6. IlocranoBneHus, pelieHus 3aKOHOIATEIBHOTO Cob6panus
Cankr-IlerepOypra — corsacHO yKa3aHHOMY B HUX CPOKY.

7.  IloctaHoBnEHHMs, PACHOPSDKEHUS OpraHa TOCYJApCTBEHHOW BJACTH
Cankr-IlerepOypra — coriacHO yKka3aHHOMY B HUX CPOKY.

8.  IlocranoBienus, pacropsKeHUs PYKOBOAUTENS oprasa
rocyaapctBeHHor Biactu Caskt-lleTrepOypra — coriacHo yka3aHHOMY B HHUX
CPOKYy.

9. Ilapmamentckue 3ampocsl CoBera @enepaunn DenepaibHOTO
CobOpanust Poccuiickoit ®@epepanuu, ['ocynapctBennoir [dymber denepanbHoro
CobOpanust Poccuiickoit ®@enepanuu — HE MO3JHEE 4YeM uepe3 15 kajmeHaapHbIX
JHEW CO JIHS MOJIyYEHHUsI MapIaMEHTCKOrO 3ampoca WIM B MHOM YCTAHOBIICHHBIN
cooTBeTcTBYyIOIIEeH manaroir ®enepanbHoro CoOpanust Poccuiickoit denepanuu

CPOK.
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10. 3anpocer unenoB Cosera Deneparuu DenepansHoro CoOpaHus
Poccuiickonn ®enepanuu, aenyraroB l'ocymapcrBenHon Jlymsr dDenepanbHOTO
CobOpanusi Poccuiickoit ®@enepanuu — He mo3nHee 4yeM udepe3 30 kajaeHAapHBIX
JTHEW CO JHS €ro IMOJIyYCHHUS WUJIM B HUHOW COTrJIaCOBAaHHBIM C MHULIMATOPOM 3ampoca
CPOK.

11. O6pamenuss uienoB Cosera Deneparuun DenepanbHoro CobOpaHus
Poccuiickon ®enepanuu, aenyraroB l['ocymapcrBenHou [ymbr DepepanbHOTO
CoOpanmsi  Poccumiickoit  ®eneparud 1O BOIpPOCaM, CBS3aHHBIM C  HX
NeATeNbHOCTbIO, — Oe3oTiaraTeidbHO (2 mpu HEOOXOAUMOCTH MOJYyUYECHHS
JIOTIOJTHUTENIBHBIX MATEpUAIOB — HE Mo3aHee uyeMm yepe3 30 KaleHOapHbIX THEU
CO JIHSI IOJTy4eHHs] 0OpaIeHus ).

12. OO6pamenus TNy TaToOB 3aKoHOATEIBLHOTO Cobpanust
Cankrt-IlerepOypra — B CpOK, YCTAaHOBICHHBIM  3aKOHOJATEIHCTBOM
Cankrt-IletepOypra.

13. TIucema w3z Anmunuctpauuu IIpesumaenta Poccuiickoit denepaunu,
[IpaButensctBa Poccuiickoit denepanun, Koncrurynmonnoro Cyaa Poccuiickoi
O®enepaunn, BepxoBnoro Cyna Poccuiickoit ®enepanuu, ['eHepanbHOU
npokyparypsl Poccuiickoii ®@enepanuu, agMUHUCTpaluu cyObekTa Poccuiickoit
denepallii — B COOTBETCTBUU C YKAa3aHUSIMHU IO HCIOJHEHUIO JIOKYMEHTa
npeacenaTens  (3aMeCcTUTENsl  MpeJcenarelnis, CeKpeTapsi))  u30upaTeabHOU

KOMHCCHH, €CJIM B HUX HE YKa3aH CPOK — He mo3aHee uyeM yepe3 30 KaleHAapHbIX

JTHEH.

14. Tlporect npokypopa — He no3iHee yeM yepe3 10 kareHaapHbIX JHE.

15. TlpencraBienue npokypopa — He no3aHee yeM yepes 30 KajneHIapHbIX
JTHEH.

16. TpebGoBanue mpokypopa — He mosaHee yeM yepe3 10 kaneHAapHBIX
JTHEH.

17. OO6pamieHusi rpaxkJaH Mo BOIpocaM BBIOOPOB U pedepeHayMOB, IO
BOIIpOCaM  OT3bIBa BBICIIETO JOJKHOCTHOTO JHila cyObekTa Pocculickoit

Oenepaun — 10 30 KajneHOApHBIX JIHEHM, a TOCTYNUBIIME B IEPUOJ

84-14 Nucrpyxuus CII6OUK 2019
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n30UpaTeNbHOW KaMmaHuM — B COOTBeTcTBUU C DenepaibHbIM  3aKOHOM
Ne 67-D3.

18. Ilepecwuika oOpallieHH TpakaaH, COJEpIKAIINX BOMPOCHI, PEIICHUE
KOTOPBIX HE OTHOCHUTCS K KOMIETCHIIMH W30UpaTelbHON  KOMHCCHH,
OCYILIECTBIETCS B TEYEHUE 7 KaJCHAAPHBIX JHEMU.

19. 3anpoc cpeacTB MaccoBoi MH(OpMaLUK MO BOMPOCY MPEAOCTABICHUS
uHpopManmu — 7 kaleHaapHeix nHei. Ecou TpeOyeMble cBeieHUs HE MOT'YT ObITh
MpECTaBICHbI B YKa3aHHBINH CPOK, TO JOMYCKAeTCs OTCPOYKA B MPEIOCTABICHUN
3ampamuBaeMol MHGOpPMAIlUU C BPYUYEHHEM B TPEXJHEBHBIM CpPOK CO JIHA
MOJIyYeHUs] THUCbMEHHOTO 3ampoca HH(pOpMAaluu YBEJAOMJICHHUS 00 OTCpOYKe
MPEACTABUTENIO PEAAKIIUK, B KOTOPOM YKa3bIBAIOTCS MPUUYMHA OTCPOYKH, JaTa, K
KOTOpO OyJeT mpejicTaBieHa 3anpaiimpaeMasi “iHPopMaIus, J0JKHOCTHOE JIUIIO,
YCTaHOBHUBIIIEE OTCPOUKY, JaTa MPUHATHUS pellieHHs] 00 OTCPOUKE.

20. 3ampoc rocyaapCTBEHHOTO OpraHa, OpraHa MECTHOT'O CaMOYIIPaBJIEHUS
WU JIODKHOCTHOTO JIMIIA, paccMaTpPUBAIONIMX OOpallleHHe, O JOKYMEHTaX u
Martepualnax, HeOOXOIUMBIX NI PACCMOTPEHUsl oOpalleHus, MPeIOCTaBISIIOTCS B
TeueHue 15 xanmeHJapHBIX JHEH, 3a UCKIIOYEHUEM JOKYMEHTOB M MaTepualoB, B
KOTOPBIX COJEPKATCSA CBEJCHUSI, COCTaBJISIIOLIME TOCYIAPCTBEHHYIO WM HHYIO
oxpaHseMylo ¢efepaibHbIM 3aKOHOM TaliHy, U JIsl KOTOPBIX YCTAHOBIIEH OCOOBIiA

MOPSAIOK MPETOCTABIICHUS.

84-14 Nucrpyxuus CII6OUK 2019
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ITpunoxxenne Ne 14
K MHCTpYyKIIMK 1O AETONPOU3BOICTBY
B Cankr-IlerepOyprckoit n3dbupareabHOI

KOMHUCCUU
Cankr-IlerepOyprekas
n30upaTenbHas KOMUCCHS
YTBEPXJIAIO
HOMEHKIIATYPA JEJI [Ipencenarens
Cankr-IlerepOyprckoit u3duparenbHOM
No KOMHUCCHUU
IToanuce Pacmm¢poBka noanucu
ara
Ha roj
Vreke Koi-Bo Cpok xpaHeHus Jena
GIJLIa 3aronoBok siena nen (ToMoB, (Toma, JacTu) [Ipumeuanue
A (Toma, wacTn) yacreit) 1 Ne cTareii 110 TIepeyHIo
1 2 3 4 5
HasBanue pasnena
HanMenoBanue NOIKHOCTH COCTaBUTENS ITonnuce PacmmgpoBka
HOMEHKJIATYpBI MOANNCH
ara
COI'NTACOBAHO COI'NTACOBAHO
IIporokos DK IIpOTOKOJI 3KCIIEPTHO-IIPOBEPOYHOU

Cankr-IlerepOyprckoit
n30UpaTeNbHON KOMUCCHH

oT Ne

METOJMUECKONH KOMHCCUU
LleHTpanpHOTO rOCYyJapCTBEHHOT'O apXKBa
Cankr-IlerepOypra

oT Ne
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IIponomxenue npuinoxenust Ne 14

HTorosas 3amuck 0 KaTErOpUSX U KOJTHMUYECTBE JIeT, 3aBEJCHHBIX B roay B
Cankr-IleTepOyprckoil H30MpaTENbHON KOMHCCUN

B ToM uucie

[To cpokam xpaHeHus Bcero ——— C OTMETKOM
«1D2TIMK»
1 2 3 4
[TocrostHHOTO

Bpemennoro (cBbiie 10 ser)

Bpemennoro (10 10 et BKIIOYUTENBHO)

HUTOI'O:

HanMenoBanue 1OIKHOCTU COCTaBUTENS ITonnuce PacmmgpoBka
HOMEHKJIATypbl MOAIUCHU

aTa
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Cankr-IlerepOyprckas usdbuparenbHas

KOMHUCCHA

®OH/JI Ne
OIIUCH Ne

ACT MOCTOSAHHOT'O XPAHCHUA
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ITpunoxxenne Ne 15
K MHCTpYyKIIMK 1O AETONPOU3BOICTBY
B Cankr-IlerepOyprckoit n3dbupareabHOI
KOMHCCHHU

VTBEPX/IAIO

[Ipencenarens
Cankr-IlerepOyprckoit
n30UpaTenbHON KOMUCCUU

3a roj ITonnuce PacmngpoBka noanucu
ara
Ne Nunexc Kpaiinne | Kon-Bo
3arosoBoK Aena IIpumeuanue
/1 nena aThl JINCTOB
1 2 3 4 5 6
B nannbIi pasznen onvucu BHECEHO
nen

¢ Ne

JIUTEpHBIE HOMEpA!

OITMCH

(umdpamu 1 IPONUCHIO)

mo Ne , B TOM 4YHCJIE:
MPONYILICHHBIE HOMEpPA:
HanmeHoBaHue TOJKHOCTH COCTaBUTENIA [Tonmuce Pactmndposka moamucu
HanmeHnoBanue nomxkHOCTH [Tonnuce Pactmdposka moamnucu

OTBCTCTBCHHOI'O 3a apXUB

COI'JTACOBAHO

IIporokosn OK

Cankr-IlerepOyprckoii
n30UpaTenbHON KOMUCCUU

oT

Ne

YTBEPX/IEHO
IIpOTOKOJI 3KCIIEPTHO-IIPOBEPOYHOU
METOUYECKON KOMUCCUU
ApXHUBHOIO KOMHUTETA
Cankr-IlerepOypra

oT

No
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ITpunoxxenne Ne 16
K MHCTpYyKIIMK 1O AETONPOU3BOICTBY
B Cankr-IlerepOyprckoit n3dbupareabHOI

KOMHCCHUU
Cankr-IletepOyprckas n3duparTenpHast YTBEPXIIAIO

KOMHCCHS

DOH/ Ne

[Ipencenarens
OIIUCDb Ne Cankr-IlerepOypreckoit n3dbuparenbHOM
KOMHCCHUU
nen BpeMeHHoro (cBsime 10 net) xpaneHus
3a roj ITonnuce PacmngpoBka noanucu
aTa
Ne Nupeke Kpaiinue Cpok Kon-Bo
3aroJoBOK jiena [Ipumeuanue
/i nena JaThl XpaHe-HUsl | JIUCTOB
1 2 3 4 5 6 7
B nannbIil pasznen onvucu BHECEHO
Jen
(umdpamu 1 IPONUCHIO)

c Ne o Ne , B TOM YHCJIE:
JUTEpHbIE HOMEpA:
MPOIYIIEHHbIE HOMEpA:
HanmeHoBaHue NOJDKHOCTH COCTaBUTEIIA [Tonmuce PacimdpoBka noamnucu
OTIUCH
HaumenoBanue nomxkHOCTH [Toxnuce PacimdpoBka noamnucu

OTBCTCTBCHHOI'O 3a apXUB

COI'NTACOBAHO
IIporokos OK
Cankr-IlerepOyprekoit
n30UpaTeNbHON KOMUCCUU

oT No
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ITpunoxxenune Ne 17
K MHCTpYyKIIMK 1O AETONPOU3BOICTBY
B Cankr-IlerepOyprckoit n3dbupareabHOI

KOMHUCCUU
Cankr-IletepOyprckas n3dupartenbpHast YTBEPXIAIO

KOMHUCCHUs

OOH/J Ne

[Ipencenarens
OITIUCDH Ne Cankr-IlerepOyprckoit n3dbuparenbHOM
KOMHUCCUU
JIEJ1 110 JIMYHOMY COCTaBYy
3a roj ITopnuce PacmngpoBka noanucu
aTa
Ne NHupeke Kpaiinue Cpok Koi-Bo
3aroyoBOK sena IIpumeuanue
n/n nena JaThl XpaHe-HUsl | JIUCTOB
1 2 3 4 5 6 7
B nannbIi pa3znen onvucu BHECEHO
Jen
(umdpamu 1 IPONUCHIO)
¢ No o Ne , B TOM YHCJIE:
JIUTEpHBIE HOMEpA:
IIPOIYIIICHHBIE HOMEpA:
HanMenoBanue 10IKHOCTU COCTaBUTENS ITogmnuce Pacmm¢poBka nonnucu
OIIUCH
HanmeHnoBanue nomxkHOCTH [Tonmuce PacmmdpoBka nmoamucu
OTBETCTBEHHOTO 32 ApXUB
COI'NTACOBAHO YTBEPX/IEHO
IIporokosn 9K IIpoToxoi LleHTpanbHOM dKCIIEPTHO-
Cankr-IlerepOyprckoit [IPOBEPOYHON METOIUYECKON KOMUCCHU
n30UpaTeNbHON KOMUCCUI IleHTpanbHOrO roCcyAapCcTBEHHOTO apXHUBa

Cankr-IlerepOypra

OT Ne OT Ne
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ITpunoxxenne Ne 18

K MHCTpyKIIMM 110 1€70TIPOU3BOJICTBY

B Cankr-IlerepOypcrkoit n3dupareabHOi

Cankr-IlerepOyprckas n30upaTenbHass KOMHCCHS

AKT

O BbIiC/ICHUN K YHHYTOKEHUIO
apXMBHBIX JOKYMEHTOB, He MOAJIeKALINX
XpaHeHHI0

KOMHCCHUU

VTBEPXJIAIO

[Ipencenarens
Cankr-IlerepOyprekoii
n30UpaTenbHOM KOMUCHU

IToanuce PacmugpoBka
MOJIITUCH

laTta

Ha OCHOBAaHHUH HepeqHH TUIIOBBIX  YIPABJICHYCCKHUX  APXUMBHBIX  TOKYMCHTOB,
O6pa3yIOIJ.II/IXCSI B IMponecce ACATCIbHOCTH TOCYHAPCTBCHHBIX OPraHOB, OpraHOB MCCTHOI'O
CaMOYIIpaBJICHUA U OpFaHHBaHHﬁ, C YKa3aHUCM CpPOKOB XpaHCHHA W HOMCHKIIATYPbI OCJI
CaHKT-HeTep6ypTCKOﬁ I/I36I/IpaTeJ'IBHOI7I KOMHCCHUHU 0T06paHLI K YHUYTOXCHHUIO KaK HC UMCHOIIIUC
Hay‘IHO-I/ICTOpH‘{eCKOﬁ HNCHHOCTU U YTPATHUBHIUC MPAKTHYICCKOC 3HAYCHUC JOKYMCHTBI.

3aroyioBOK Jena Wupexc nena no
. Cpoku XpaHEeHHUsI
Ne | wunm rpynnosoii HOMEHKJIATYpE Kon-Bo . | Ilpume-
I'onbr Y HOMEpa cTaTe
n/n 3aroJIOBOK WM HOMED Jea en. Xp. JaHHe
10 MEPEYHIO
JIOKYMEHTOB 110 OIIUCHU
1 2 3 4 5 6 7
Hroro: en. Xp. 3a rOJIbI
(umdpamMu 1 IPOMHUCEIO)
Omnucu 7€l MOCTOSIHHOTO XpaHEHUs 3a roJibl  YTBEP)KJEHBI
SIIMK Apxunoro komutera Cankt-IlerepOypra . (IpOTOKOJI OT «_ » Ne ).

HanmMmenoBanue 10IKHOCTH

OTBCTCTBCHHOI'O 3a apXWB HOHHI/ICL

COI''TACOBAHO
IIporokon OK
Cankr-IlerepOyprekoit
n30UpaTenTbHON KOMUCCUU

oT Ne

PacmngpoBka noanvcu
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ITponomxenue npuiioxenust Ne 18

JIOKYMEHTBI B KOJIMYECTBE ex.Xp.

BCCOM KI CAaHbl B

(HamMEeHOBaHNE OPraHU3AIHN)

Ha repepaboTKy MO MPUEMOCIATOYHON HAKIaJHOU OT Ne
(mara)

HanmMenoBanue nomxHOCTH

IPAXKJAHCKOTO CIIYKAILEro, CAaBLIEr0

JIOKYMEHTBI

Hara ITopnuce Pacumdposka noanucu
W3MeHeHMs B yueTHbIE JOKYMEHTHI BHECEHBI

HaumeHoBaHUE NOKHOCTH

IPAXKIAHCKOrO CIIYKAILEr0, BHECILIETO

HU3MCHCHUA B YUCTHBIC TOKYMCHTHI

Hara ITopnuce Pacumdposka noanucu
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ITpunoxxenne Ne 19

K MHCTpyKIIMU N0 JIETIONTPOU3BOICTBY
B Cankr-IlerepOyprckoit n3duparenbHOi

KOMHCCHUHU

CAHKT-IIETEPBYPI'CKAA UBBUPATEJIBHASA

JIEJIO Ne

KOMUCCHUA

TOM Ne

(3aJI0TOBOK J1era)

®d. Ne

Om. Ne
J1. No

(kpaitHue naThI)

Ha

JINCTax

XpaHUTb
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ITpunoxxenne Ne 20

K MHCTpyKIIMU N0 JIETIONTPOU3BOICTBY
B Cankr-IlerepOyprckoit n3duparenbHOi

KOMHCCHUHU

BHYTPEHHAA OIINCDH

JOKYMECHTOB Ji€Jj1a Ne

Ne Hunexc Jara Homepa
3aroJioBOK JOKyMEHTA [Tpumeuanue
/1 JIOKyMEHTa | TOKYMEHTa JIUCTOB Jena
1 2 3 4 5 6
HUroro: JOKYMEHTOB

(umdpamu ¥ IPONHCHIO)

KonnuecTBo IMCTOB BHYTPEHHEN ONucH

HanmmeHnoBanue JOJIXKHOCTH JIM1a,
COCTaBUBUICTO BHYTPCHHIOIO OIMUCH

AOKYMCHTOB JI€JIa

JlaTa

(umdpamu ¥ IPONUCHIO)

IToamuce

Pacmm¢poBka nonnucu
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ITpunoxxenne Ne 21
K MHCTpYyKIIMK 1O AETONPOU3BOICTBY
B Cankr-IlerepOyprckoit n3dbupareabHOI
KOMHCCHHU

JIMCT-3ABEPUTEJIb AEJIA Ne

B neno moamuro u npoHyMepoBaHO nucToB(a),
(umdpamu 1 IPONUCHIO)

B TOM YHCIJIC:

JIMTCPHBIC HOMECPA JINCTOB

MMPOMyHICHHBIC HOMEpPA JINCTOB

+ JIMCTOB BHYTPEHHEH OIUCH

Oco6eHHoCTH (PU3NYECKOTO COCTOSTHUS U Howmepa
(dbopmupoBanus nena JIUCTOB
1 2
HanmeHnoBanue nomkHOCTH [Tonmuce Pactmndposka moamucu

ara



YTBEPX/IAIO
[Ipencenarens
Cankr-IletepOyprckoit
n30UpaTenbHON KOMUCCHU
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ITpunoxxenne Ne 22

K MHCTpyKIIMU N0 JIETIONTPOU3BOICTBY
B Cankr-IlerepOypcrkoit n3duparenbHOi

KOMHCCHUHU

YTBEPKJIAIO
Jupekrop
LenTpaibHOTO
roCcy/lapCTBEHHOI'O apXHUBa
Cankr-IlerepOypra

[Toanuce [Toanuce
PacmngpoBka noanucu Pacumgposka moamnucu
[ara ITeuats [ara ITeuats
AKT Ne
npueMa-Tnepeiadyu apXuBHBIX
JIOKYMEHTOB Ha XpaHEHUE
(ocHOBaHMe mepeaayn)
(Ha3BaHue nepenaBaeMoro Gpona)
Cankr-IlerepOyprckas n3dbupareabHas KOMUCCHS crain,
(HaMEHOBaHHE OPTaHU3AIUK-CIATINKA)
MIPUHSIT

(HauMeHOBaHME OpraHU3aANH-TPUEMIINKA)

JAOKYMCHTBI HA3BaHHOI'O (bOHHa 1 HAYYHO-CIIPABOYHOI'O arlmaparta

Ne n/m Ha3zBanue, HoMep onucu Komuuectso Konngectso IIpumeuanue
9K3EMILIPOB el. Xp.
onucu
1 2 3 4 5
Hroro npuHaATO en.xp.

JlomxHOCTh IToanuck

ara

®onay npucBoeH Ne

Pacmngposka

Ilepenauy npoussenu

ara

N3meHneHnus B YYCTHBIC JOKYMCHTBI BHCCCHLIL

JIOIKHOCTD

JlaTa

Iloamuce

JIOJKHOCTD

[Tonmuce  PacmmgpoBka
MOJIITUCH

Pacmmgposka
MOJIITUCH
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X

CAHKT-IIETEPBYPI'CKAA UBBUPATEJ/IBHASA KOMUCCUA

PEHIEHHUE

25 nexaoOps 2018 roxa Ne 84-14

00 UHCcTpYyKIUH 11O 1eJ10MPOU3BOJACTBY
B Cankr-IleTrepOypreckoi n3duparebHOH KOMUCCUHT

Cankrt-IletepOyprckas u3buparenbHasi KOMUCCHS P € I U JI a:

1. YBepauts MHcTpyKIUIO 110 Aenonpou3BoacTBy B Cankt-IletepOyprekoit
M30UpaTEebHOW KOMUCCUU COTJIACHO MPUJIOKEHHUIO K HACTOSIIEMY PEIICHUIO.

2. llpusnate  yTpatuBmiuM  cuiny  pemieHue  Cankrt-lletepOyprekoit
n3buparenbHol Komuccuu ot 25 ¢eBpanst 2016 roga Ne 137-10 «O6 UncTpykiuu
o aenonpou3BocTBY B CaHkT-IleTepOyprckoi n30upaTeibHOM KOMUCCHUN ».

3. Ony0nuKoBaTh HACTOAIEE pEIICHHEe B ceTeBOM wu3naHuu «BecTHuk
Cankrt-IlerepOyprckoit u30upaTeaIbHON KOMUCCUN.

4. KOHTpOJIb 332 WCHOJIHEHWEM pEIICHUS BO3JO0XKHUTh Ha CEKpeTaps

Cankrt-IlerepOyprekoit uzdbuparenpbHol komuccuu Knanopy M.A.

IIpencenarens
Cankrt-IletepOyprekoit
n30upaTeIbHOM KOMUCCUHU B.A. MuHeHko

Cexkperapb
Cankrt-IletepOyprekoit
n30MpaTeIbHOM KOMUCCUHU M.A. XnganoBa



