CAHKT-IIETEPBYPI'CKAS UBBUPATEJIBHAS KOMUCCHUA

PEHIEHUE
11 uronsa 2026 roga Ne 171-16

006 UHcTpyKIIMU 110 1€JI0ONPOU3BOJACTBY
B Cankr-IlerepOyprckoii n3duparebHONH KOMUCCUA

Cankr-lleTepOyprckas n3duparesibHas KOMUCCHS P € I | JI a:

1. YtBepauts UHcTpykIutio o nenonpou3BoAcTBy B Cankt-IletepOyprekoit
n30MpaTeNbHOM  KOMMCCHHM,  COIVIACOBAHHYID C  AKCHEPTHO-IIPOBEPOYHOM
MeTtoauueckoi komuccueil Cankr-IleTepOyprckoro rocy1apcTBEHHOTO Ka3eHHOTO
yupexaeHus: «llenTpanbnublii rocynapctBeHHbI apxuB Caskt-lleTepOypray,
COTJIACHO IPUJIOKEHUIO K HACTOSIEMY PEIICHUIO.

2. [lpusnate  yTpatuBmuM  cuiny  peumeHue  Cankr-IlerepOyprekoit
n30uparenbHO Komuccuu ot 25 aexadbpst 2018 roma Ne 84-14 «O06 Uuctpykuuu
1o ienonpou3BoicTBy B CankT-IleTepOyprckoil u3dupaTensHON KOMUCCUIY.

3. Ony6nMKoBaTh HACTOSIIEE pEIIEHHWE B CETEeBOM H3JaHuU «BecTHHK
Cankr-lleTepOyprckoit n30upaTenbHOU KOMUCCUI.

4. KoHTposnb 32 HUCIOJIHEHMEM  HACTOSIIErO0  PELICHUS  BO3JIOKHUTh

Ha cekpeTaps Cankt-IlerepOyprekoit nzduparensuoit komuccuu AcradpoeBy E.B.

[Ipencenarens
Cankr-IleTepOyprekoi

o M.C. Meiikcun
n30UpaTEeIbHOM KOMUCCUU

Cexkperapb
Cankr-IleTepOyprekoii
n30MpaTeNbHOU KOMUCCUH E.B. ActadbeBa



YTBEPXJIEHA
pemenueM Cankt-IletepOyprekoit
M30UPATEIIHHON KOMUCCHUU
otT 11 uronsg 2026 romga Ne 171-16

HNHCTPYKIUA _
ITO AEJOITPON3BO/JCTBY B CAHKT-IIETEPBYPI'CKOH
W3BUPATEJIBHOH KOMUCCHUU

1. O0mue mMoJI0KeHUA

1.1. UacTpykumss 1no  aenonpousBoactBy B Caskr-IlerepOyprekoii
u3buparenbHod KomuccuM  (fgasnee — MHCTpyKUMs) yCTaHABIMBAET —MOPSIOK
paboThl  C  JIOKyMEHTaMH,  OCHOBHbIE  IpaBWja  HMX  IOATOTOBKHU
u opopmienuss B Cankt-lleTepOyprckoid u30uparebHOM KOMHUCCHH (Hanee —
n30upareabHasi KOMUCCHUSA).

1.2. UncTpykuus pa3paboTaHa Ha OCHOBaHHUU (pelepanbHbIX 3aKOHOB
ot 12 urons 2002 roga Ne 67-®3 «O6 OCHOBHBIX rapaHTHUSIX U30UpPATEIbHBIX TIPAB
U MpaBa Ha ydactue B pedepenayme rpaxnan Poccuiickoit denepanum» (nanee —
@denepanbHblii  3aKOH OO0 OCHOBHBIX TapaHTUSAX HM30MpPATENbHBIX IPaB),
or 22 oktsa6ps 2004 roga Ne 125-d3 «O6 apxuBHOM nene B Poccuiickoit
depneparun», 3aKOHOB  cyObekTta Poccuiickoit  ®denepanuu, ¢ yuyeToM
nocranoByieHus IIpaBurensctBa Poccuiickoit @eneparuu ot 3 HOsSOps 1994 rona
No 1233 «O06 yrBepxkaenun IlooxeHus o mopsjake oOpallleHHs CO CIy)KeOHOMH
uH(popManue OrpaHMYEHHOTO PACIPOCTPAHEHHS B (eaepaibHbIX OpraHax
VICIIOJIHUTEJILHOM BJIACTH, YIIOJJHOMOYEHHOM OPTaHe YIPaBJICHUS UCIOJIb30BaHUEM
ATOMHOW PHEPrUU W YMOJIHOMOYEHHOM OPraHe MO KOCMUYECKOH AESTEeIbHOCTH
npuka3zoB denepanbHOro apxuBHOro areHTcTtsa ot 22 mas 2019 roma Ne 71
«O6 ytBepxaenun [IpaBuin AenONpou3BOJICTBA B TOCYIJApCTBEHHBIX OpraHax,
opraHax MECTHOro caMoympaBiieHus», oT 25 pexadbps 2020 roma Ne 199
«O0 yTtBepxkaeHnd MeTonuuecknx peKoMEHAAIMi Mo pa3paboTke WHCTPYKIUN

no JACJIOonmpou3BOACTBY B TOCYAAPCTBCHHBIX OpraHax, OpraHax MCCTHOI'O
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camoynpasneHus», or 31 wurona 2023 roma Ne 77 «O6 yrtBepxkaenun I[Ipasun

OpraHu3allid XpaHEHHs, KOMIJIEKTOBAHUSA, y4€Ta U HCIIOIb30BaHUSA JOKYMEHTOB
ApxuHoro ¢onaa Poccuiickoit ®enepanuv U JpYyrux apXUBHBIX JTOKYMEHTOB
B TOCYAapCTBEHHBIX  OpraHax, oOpraHax MECTHOTO  CaMOYIpaBJIEHUS
U OpraHuzanusx», noctaHoBieHus LleHTpanpHOM u30UpaTENbHON KOMUCCHUU
Poccuiickoit ®eneparuu ot 11 ¢epans 2026 roga Ne 217/1679-8 «O Bompocax
OpraHu3alyy JeJIONPOU3BOJACTBA B M30MPATEIbHBIX KOMUCCHSAX), TIOCTAHOBIICHUI
W UHBIX HOPMAaTUBHBIX akToB lleHTpanbHON u30UpaTeNbHOW KOMHUCCUU
Poccuiickoit ®@epneparuu  (nanee - [{UK Poccun), n30uparenbHOM KOMHUCCHUH,
PernamenTa u3zOupatenbHOl komuccuu, ¢ ucnoias3oBanuem ['OCT P 7.0.97-2025
«Hanumonaneubeiii cranmapt Poccuiickoit @epeparuu. CucrtemMa CcTaHIapTOB
no HHpoOpMauuHd, OMOIMOTEHHOMY M H3AATeNIbcKoMy Aeny. OpraHu3aliOHHO-
pacnopsauTenbHas JoKyMeHTanus. TpeOoBaHus K OQOPMIICHHUIO JIOKYMEHTOBY,
I'OCT P 7.0.8-2025 «Haumonanensiii cranmapt Poccuiickoit  ®Penepannu.
Cucrema ctanaapToB no MHGOPMALMK, OMOIMOTEUHOMY U U3JATEIBCKOMY JEIy.
J1enonpon3BOACTBO U apXUBHOE J1€710. TEPMUHBI U OIIPEIECTICHUS.

1.3. ITonoxxenust UHCTpyKIMK pacTIPOCTPAHSIOTCS HA OpPraHU3alfio padoThl
C JTOKYMEHTaMH HE3aBHUCHMO OT BHJIa HOCHUTEJNS, B TOM YHUCIJIE C 3JIEKTPOHHBIMU
JOKYMEHTaMH, BKJIIOYasl MOJATOTOBKY, PErMCTPALUIO, MPOXOXKACHUE, XPaHEHUE
U HCIMOJb30BAHHE JIOKYMEHTOB, OCYILECTBIISIEMbIE CpPEICTBAMH MOJACHCTEMbI
JOKYMEHTOO0OpOTa M ymnpaBlieHUuss LU(POBBIM KOHTEHTOM ['ocymapcTBeHHOMN
aBTOMaTu3upoBaHHOW  cucteMbl  Poccuiickoir ~ @Denepanun  «BbiOops»
(manee — I111), eAMHOMU CUCTEMBI ANEKTPOHHOIO JOKyMEHTOO0OpOTa
U JEJIONPOU3BOJACTBA MCIOJHUTEIBHBIX OPraHOB TOCYJAPCTBEHHON BIIACTH,
Cankrt-IletepOypra (manee — ECO/1N), CHUCTEMBI ME>KBEIOMCTBEHHOI'O
AJIEKTPOHHOTO JTOKyMeHTooOopoTa (manee — MDJIO) u  aBTOMAaTU3UPOBAHHOU
CHUCTEMBI JICKTPOHHOTO JTOKYMEHTOOOOpOTa Ha 06a3e MpOrpaMMHOT0 00ECIICUCHUS
Co  «Hemo»  (manee—COI  «Henow»).  Ilomoxenuss  MHcTpyknuum
HE PACIpPOCTPAHSIOTCS HAa OpraHU3alUio0 pabOThl C JOKYMEHTaMH, COJAEpKaIIUMU

CBEJICHHUSI, COCTABIIAIOLIUE TOCYJAPCTBEHHYIO TaliHY.
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Pabota ¢ (uHAaHCOBBIMH NOKYMEHTaMH, B TOM YHUCJIE OyXTalaTepCKHUMHU,

OCYILECTBISIETCS TO OOIIUM NpPUHLHUIIAM DPAOOTHl C JAOKYMEHTaMH, C Y4€TOM
0COOEHHOCTEW OIOHKETHOIO0 3aKOHOAATeNIbCTBa, HacTosmed MHCTpykumuu, UHBIX
HopMatuBHBIX akToB LIUK Poccun, n3duparenpbHoil KOMUCCUU.

PaboTa ¢ gjoKyMeHTaMH 1O OpraHu3alliy 3aKyMOK TOBAapOB, pabOT U yCIIyT
ocyliecTBisieTcs ¢ ydetom @DenepanbHoro 3akoHa oT S ampens 2013 rona
Ne 44-03 «O xoHTpakTHOW cucteMe B cepe 3aKymok TOBapoB, paboT, yciayr
JUIsl oOecriedyeHusl TOCYAApCTBEHHBIX W MYHUIMMNAIBHBIX HYXI», [lomoxenus
o KoutpaktHoit  cimyx0e  H30MpaTeNbHOM  KOMHCCHM,  YTBEPIKIECHHOTO
pacnopssKeHHeM — Ipenacenarenss  u30uparenbHod  Komuccuu.  OcoOeHHoCTH
OpraHu3alMd JOKYMEHTOOOOPOTa, OTHOCAILIEroCs K OpraHu3alud 3aKyIoK
TOBapoOB, padOT U yCIIyT, MPaBWJIA MOJATOTOBKH U 0()OPMIICHUS TAKUX JOKYMEHTOB,
a Takke TOpANOK pabOThl C HUMH MOTYT JIOMOJHUTEIBHO YCTaHABIUBATHCS
COOTBETCTBYIOIMMHU HopMatuBHbIMU akTamu [[UK Poccuu u uzbuparenbHoOM
KOMUCCHUHU.

1.4. IlpaBmia moAroTOBKU, OPOPMIICHUSI JOKYMEHTOB U TOPSIOK pabOThI
C HHUMH, TpenycMoTrpeHHble WHcTpykuuen, o0s3aTenbHbl ISl YJICHOB
n30UpaTebHOW  KOMHUCCHUH, TOCYIApCTBEHHBIX  TPAKIAHCKUX  CIY)KAIUX
Cankr-IletepOypra B anmapate n30MpaTeIbHON KOMUCCHH (Jlajiee — rpaskJaHCKUe
CIIy’Kalllhe) U TPaKJaH, 3aMEIIA0INX JOJKHOCTH, HE SIBISIOLIUECS JOJKHOCTIIMU
rOCyapCTBEHHONW TPaXKIaHCKOW CHYKObI, a TakXke TpaKJaH, MPUBICKAEMBIX
M0 IPa’kIaHCKO-IPABOBBIM JIOTOBOPAM.

1.5. Benenue nenonpou3BoJicTBa U30MPATEIHHON KOMUCCUM OCYILECTBIISIET
IPaKJAHCKHUM CITy’Kaluii B COOTBETCTBUU CO CBOUM JOJDKHOCTHBIM PETJIAMEHTOM.

1.6. I'paxxiane, MOCTYIMUBIIME HA TOCY/IAPCTBEHHYIO TPaXIAHCKYIO CITYKOYy
Cankrt-IletepOypra B ammapar u30MpaTenbHON KOMUCCHU, JTUOO HA JIOJDKHOCTH,
HE SBJSIONIMECS JOJDKHOCTSIMM TOCYJApPCTBEHHON T'pakJaHCKOW CIIyXObl,
a TaKkke TrpaxJaHe, NPHUBJIEKAeMble IO TPaXIAHCKO-IIPABOBBIM JIOrOBOpaM,
JIOJDKHBI OBITh 03HAKOMIICHBI TIOJ] TIOJITUCH ¢ TeKCTOM WHCTPYKITMU TPaXKTaHCKUM

ClIyXalmuyM, OTBCTCTBCHHLIM 3a BCIACHHC JCIIOIPOM3BOJACTBA B I/I36HpaTeHBHOI>’I
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KOMHCCHUHU (fajiee — OTBETCTBEHHbIN 3a BEJICHUE JIEIONPOU3BOJICTBA).

1.7. B coyuae yxoaa B OTITyCK, BbI€3/la B KOMaHIUPOBKY, O0JI€3HH, TIEpexo/1a
B IPYroe NoApa3AcsiCHUE, YBOJbHEHUS WCIIOJHUTENS JOKYMEHTOB IpEICENaTENb
(3amecTuTenb TpeAcedaTens, CeKpeTapb) U30UpaTeNbHOM KOMHUCCHUU  JaeT
YKa3aHHE€  OTBETCTBEHHOMY 3@  BEJCHUE  JICJIONPOM3BOJCTBA  IEPENATH
HEUCNOJHEHHbIE JIOKYMEHTBl JApyromMy wucnonHutento. Ilpu  yBonbHEHUUM
TPAKIAHCKUI CIy)Kal[ui IepeaeT HaxoOdIluecs y HEero Jaena U JOKYMEHTBI
10 aKTy OTBETCTBEHHOMY 3a BEICHUE JEJIONPOU3BOICTBA.

1.8. IIpu paboTe ¢ JOKyMEHTaMu, 3apETUCTPUPOBAHHBIMU B YCTAHOBICHHOM
NOpsJIKE, B TOM 4YHCIEe 0OpH padoTe C JTOKYMEHTaMH, IIPe/ICTaBICHHBIMU
JUISl COTJIACOBAHMSI, HE Pa3peIIAeTCsl BHOCUTh B HUX MOMPABKYU U JE€JIaTh TOMETKH,
KpOMe NpeyCMOTpeHHBIX MHCTpyKInEn.

1.9. /lenonpou3BoACTBO B H30MpaTENbHOM KOMHUCCHUU OCYIIECTBISETCS
¢ ucnouwzoBanueM I1J1, ECO/J1, MDJ10, COJ1 «/lemo».

Pabora B IIJ ocymecTBiaseTcss Kak B 3aKpbITOM KOHTYpe, JOCTYII
K KOTOpPOMY IPEJOCTABIIIETCS B COOTBETCTBUU C PEIVIAMEHTOM HCIOJIb30BaHUSA
MH(OPMAIMOHHBIX pecypcoB KOMILJIEKCa CpEICTB aBTOMaTHU3ALMH
uszouparenpHoi komuccun (nanee — KCA UKCP®), Tak u B OTKPBITOM KOHTYpE,
JOCTYIl K KOTOpPOMY THIPEIOCTaBIsE€TCS B COOTBETCTBUM C PAaCHOPSIKEHUEM
[Ipencenarens LMK Poccun, HOpMaTUBHBIMM aKTaMH M30UpaTENbHOW KOMHUCCUU
1o cornacoBanuto ¢ LIK Poccun.

B 3akpeiTOM KOHType mpeaycMoTpeHa oO0paOOoTKa MEepPCOHATBHBIX JAaHHBIX
Y MHOM KOH(UAEHIIMATbHON HHpOpMAITUH.

Hoctyn k cucremam peructpauuu [1J1, ECOII, M3J0, COJ «/lemno»
OCYHIECTBJISIETCSI B~ COOTBETCTBUM C  PACHOpPSIKEHUEM — Ipelcenarens
n30UpaTeTbHOM KOMHUCCHH.

1.10. I, ECOOHA, MO0 COJ «/leno» mpeaocTaBisiiOT BO3MOKHOCTH
paboTatb € DJIEKTPOHHBIMH  OOpa3aMH JOKYMEHTOB M  3JIEKTPOHHBIMHU
JIOKyMEHTaMH, OCYIIECTBJISITh B 0a3e JaHHBIX aBTOMATU3UPOBAHHBIA TOUCK

JAOKYMCHTOB I10 Pa3/IMYHBIM KPUTCPHUAM, OPIraHU30BbIBATL KOHTPOJIb HCIIOJIHCHUA
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JOKYMCHTOB M HOpy‘iCHHﬁ, a4 TakKiKC T1I0Jy4aTb CTATUCTHUYCCKHC OTYCTBI

0 JOKYMEHTOO0OPOTY B H30HpATEIbHON KOMHCCHH.

1.11. JoxkymenTtsl, coaepxkamuecs B [IJ[, ECOJI, MO0, C3/ «/lemno»
MOTYT OBITh TOANMKMCAHBI AIEKTPOHHON MOANUCHIO TOJKHOCTHOTO JIALIA.

1.12. OcHoBHoOM eaunuiier xpanenus uadopmanuu B I11, ECOJ/1, MB3/10,
CO/1 «/lemo» siBnsieTcsl peruCTpallMOHHO-y4YETHAsI KapTOUKa TOKYMEHTA.

1.13. Padora B IIJI, ECOOHA, MDJ0O, C3J «Jleno» OCHOBBIBACTCS
Ha MPUHLNIE OJHOKPATHOW PErUCTpalii JOKYMEHTA.

1.14. CornacoBanne WHCTpyKIMM W UM3MEHEHH B HEE NPOBOJATCSA
AKCIIEPTHO-MPOBEPOUHOl  MeTtoanueckol komuccuen Cankt-llerepOyprckoro
rOCYAapCTBEHHOIO Ka3eHHOro y4dpexkxaeHus «lleHTpalbHbIi ToCcyAapCTBEHHBINA
apxuB Cankt-IlerepOypra».

1.15. B MHCTpyKIIMM HCTIOIB3YOTCS CIEAYIOIINE TEPMUHBI U ONPEACIICHHUS:

OJIaHK JIOKYMEHTA; DSJEKTPOHHBIA I1a0JIOH OJaHKa JOKYMEHTa — JIUCT
OyMaru WU DBJIEKTPOHHBIM IMAOJOH C PEKBU3UTAMH, HWACHTHPUUUPYIOIIUMH
aBTOpa O(PULIMATIBHOTO JOKYMEHTA, PACIOJIOKEHHBIMH B OIPEEIEHHOM MOPSIJIKE;

BHYTPEHHUN JOKYMEHT — JOKYMEHT, IMOATOTOBJICHHBIA B H30HpaTEIbHOU
KOMUCCHH, HE BBIXOAIINM 32 €€ IPeebl;

BXOJSAIIMNA JOKYMEHT — JIOKYMEHT, TIOCTYNIUBIIUKA B HW30UpPATEIbHYIO
KOMUCCHIO;

(2JIeKTpOHHOE)  J1e7I0 — PU3HYECKH  O0OCOOJICHHAss WM JIOTHYECKHU
ONpeJeNieHHasl eIMHULA KIacCU(PUKAUUA U CUCTEMATU3ALMHU B IOKYMEHTaJIbHOM
boHae HU30MpATETHbHON KOMHCCHH, BKJIOYAIOIIAs JOKYMEHT WM COBOKYIHOCTb
JOKYMEHTOB, OTHOCAIIMXCSA K OJHOMY BONPOCY WM YYACTKy JAESATEIBHOCTH,
MMEIOIINX OJIMHAKOBBIA CPOK XPAHEHUS;

JeJIONPON3BOACTBO — COBOKYITHOCTh TPOIIECCOB pabOThl € JOKYMEHTaMH,
BKJIIOYAsl JIOKYMEHTHUPOBAHHUE, JIOKYMEHTOOOOpPOT, OIEpaTUBHOE XpaHEHUE
Y UCIOJIb30BaHUE JIOKYMEHTOB B JI€ATEIbHOCTH U30MPATEIHbHON KOMUCCHUY;

JTOKYMEHT — 3a)MKCUpOBaHHAsl Ha HOCUTENe MH(OpMaIUs C PEeKBU3UTAMHU

W/ Min METaJaHHBIMU, ITIO3BOJIAIOIINMHU €€ I/I,Z[CHTI/I(l)I/II_II/IpOBaTB;
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JOKYMEHTAIbHBIA  (POHJ — COBOKYITHOCTh JOKYMEHTOB, O0Opa3yIOIINXCs

B TIPOIIECCE EATETLHOCTH H30MPATEITLHON KOMUCCHU;

JTOKYMEHTUPOBAHUE — CTaAUsl KU3HEHHOTO IMKJIA JOKYMEHTa, Ha KOTOpOH
OCYIIECTBJISIETCS 3alliCch WH(OpMAIMU C pEKBU3UTAMH W METaJaHHBIMU
Ha HOCHTEJIe TI0 YCTAaHOBJICHHBIM IIpaBUJiaM B YCTaHOBJICHHOU (opme;

JIOKYMEHTOOOOPOT — IBUKEHHUE JOKYMEHTOB B H30HMpATEIbHOM KOMHCCHUU
C MOMEHTa MX CO3JaHHSl WM TIOJAYYECHUS [0 3aBEPUICHHUS MCIIOJHCHUS
WJI OTIIPABKH;

nyOJIMKaT JOKYMEHTa — MOBTOPHBIM SK3EMIUISIP TMOJJIMHHUKA JOKYMEHTA,
co3/1aBaeMBbIH C II€IbI0 3aMEHBI MOJJINHHUKA;

JKU3HCHHBIM IUMKJI JOKYMEHTA — COBOKYIIHOCTh CTauid CYIIECTBOBAHUS
JOKyMEHTa (JOKYMEHTHPOBAHHOW HMH(pOpMaIuK), HaUMHasi C ero (ee) co3JaHus
JI0 YHUUYTOXKEHHUS;

3aBEpEHHAsl  KOMHUSA  JIOKYMEHTa — KONUs  JOKYMEHTa, Ha KOTOpOH
B COOTBETCTBUM C YCTAaHOBJEHHBIM TMOPSAJKOM TMPOCTABIEHBI PEKBU3UTHI,
obOecrieunBaroIIMe €€ IOPUINISCKYIO CUITY;

UCXOASIIMN JTOKYMEHT — IOKYMEHT, OTIpaBISIEMbIi M3 W30MpaTeabHON
KOMMCCHH;

KOHTPOJIb HCITOJIHCHMS JIOKYMEHTOB — COBOKYITHOCTb JICHCTBUM,
o0ecreunBaOIIMX CBOEBPEMEHHOE UCTIOJIHEHUE TOKYMEHTOB;

KOTIHS JTOKYMEHTa — JOKYMEHT, TTOJIHOCTBIO BOCITPOW3BOIAIIHAMN
MH(pOpMAIINIO MOJIMHHUKA U BCE €r0 BHEIITHUE MPU3HAKHU WM UX YaCTh;

HOMEHKJIATypa JI€JI — JOKYMEHT, COJCPXKAIINM CHUCTEMAaTU3UPOBAHHBIN
nepeyeHb 3aroJiOBKOB  JIEJ, CO3/1aBaeMbIX B  H30MpATEIbHOM KOMMCCHH,
C YKa3aHUEM CPOKOB MX XpaHEeHHUs, 0()OPMJICHHBIN B YCTAHOBJIICHHOM MOPS/JIKE;

HOPMATUBHBIE JOKYMEHTHl — COBOKYIHOCTh MHCTPYKTHBHBIX MAaTe€pHaJIOB,
pACCUMTAHHBIX HA MOCTOSIHHOE WJIM MHOTOKPAaTHOE JIEMCTBUE U COJAEpPKAIIUX
Kakue-1M00 HOPMBI, TTpaBUiia, IPEATUCaAHMUS;

HOCHUTENb (JJOKyMEHTUPOBAHHOW) MHGOPMAIIMN — MaTEpUATBHBIM OOBEKT,

UCIOJIb3YyEeMbIN JUIsl (PUKCALIMM U XPAHEHUS TOKYMEHTUPOBAHHOW MH(pOpMaLIUK;
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oOpamenne B QopMe  BIEKTPOHHOTO  JOKYMEHTa — oOpalieHue,

nocTynuBiiee B (opmMe BIEKTPOHHOTO JOKYMEHTa C  HCIHOJb30BaHUEM
opuimanbHOro  caita  M30MpaTeNbHOM  KOMHCCMM B MH(GOPMAIIMOHHO-
TEJIEKOMMYHUKAIITMOHHOM ceTu « uTepHeT» (nanee - cetb MHTEpHET);

OTMETKa 00 AJIEKTPOHHOM MOAMUCU — PEKBU3UT SJEKTPOHHOTO JOKYMEHTA,
MOATBEPKAAIOIINNA €r0 NOAMUCAHNE AJIEKTPOHHOMN MOANUCHIO;

opUIMATBHBIA JTOKYMEHT — IOKYMEHT, KOTOPBIA CO3/aeTCs, 3aBepseTcs,
BBIJJAETCS B YCTAHOBJIICHHOM 3aKOHOM WJIM MHBIM HOPMATUBHBIM AKTOM MOPSIAKE
OpraHOM TOCYJAapCTBEHHOW BJIACTH, WHBIM I'OCYJAPCTBEHHBIM OPTraHOM, OPTraHOM
MECTHOTO CaMOYIIPABJICHUS WM HWHOM  YIIOJHOMOYEHHOM OpraHu3anuen,
YIIOJIJHOMOYEHHBIM JIOJKHOCTHBIM JIMIIOM U YAOCTOBEPSAET FOPUANYECKU 3HAYUMBbIE
(haKThL;

oopmIIeHHE [TOKYMEHTA — IPOCTABJIEHUE Ha JOKYMEHTE HEO0OXOIMMBIX
PEKBU3UTOB,;

oOpamieHre B MHUCbMEHHOW (hOpMe — HANpaBIECHHbIE B TOCYJapCTBEHHBIM
OpraH, oOpraH MECTHOI'O CaMOYIpPaBJICHUs WU  JOJDKHOCTHOMY  JIMIY
B [IUCbMEHHOU (pOpMeE MPEITIOKEHUE, 3asIBICHUE WK Kano0a;

NUChMO — 0000I1IEHHOE Ha3BaHUE PA3IUYHBIX MO COACPKAHUIO JOKYMEHTOB,
CIIy’>KalllUX CPEICTBOM OOULICHUS MEXAY OpraHU3alUsIMU, [PaXXIaHaMU;

MO/UIMHHUK  JTOKYMEHTA — IEPBBI  WJIM  €IWHCTBEHHBIA  DK3EMIULIP
(B YyCTAHOBJICHHBIX CITy4yasiX - OIMH M3 HECKOJIbKMX OJHOBPEMEHHO CO3JaHHBIX
AK3EMILISIPOB) TOKYMEHTA,

IIOPYYEHHE — JOKYMEHT, IPEANHUCHIBAIOIINANA BBIMOJHEHUE TEX WM HHBIX
3aJIaHUU;

pEruCTpaIlMOHHO-y4YeTHAs KapTouka  JIOKyMEHTa (manmee — PYK) —
perucTpalMoHHO-yueTHass @opma, B TOM YHCIE B JJIEKTPOHHOM BHJE,
UCIIOJb3yeMas I 3aliCU CBEAEHUW O JOKYMEHTE B LEAX YYeTa, IMOHCKa
U KOHTPOJIA, CO3[laBacMasl NPy PErucTpalry JOKYMEHTa ¢ HcnoJib3oBaHueM I1/1,

COJ1 «lenow;



9
peructpanus JOKYMEHTA — 3allUCh  YYETHBIX JIaHHBIX (METaJaHHBIX)

0 JOKYMEHTE 10 YyCTaHOBIIEHHOW (opme, dukcupyromas (akT ero co3gaHus,
OTHPABJIECHUS WJIH TOJYYEHUs, U MPUCBOCHUE €MY PETHCTPALlMOHHOIO HOMEpa
U JaThl;

PEKBU3UT JOKYMEHTa — CTPYKTypHass 4YacTh W OJJIEMEHT O(opMiIeHUS
JIOKyMEHTa, CIyXalluil g HIeHTU(PUKAMKU JTOKyMEHTa U Ccojep Kauieics
B JOKyMEHTE MHGOPMAIIHH;

CUCTEMa  MEXBEIOMCTBEHHOTO  3JIEKTPOHHOTO  JOKYMEHTO00OpOTa
(MB/10) — B3auMopeicTBre MH()OPMALIMOHHBIX CUCTEM AIEKTPOHHOTO
JIOKYMEHTO000poTa (eaepaibHbIX OPraHoOB TOCYJAPCTBEHHOM BIIACTH, OPraHOB
rOCyJapCTBEHHOM BJIacTH CcyOBeKTOB Poccmiickoii @Deneparun W HHBIX
rOCYJIapCTBEHHBIX OPTaHOB, a TAK)KE OPraHU3alHil;

CUCTEMA BJIEKTPOHHOI'O JOKYMEHTO000pOTa — MH(pOpPMAalMOHHAsI CHCTEMA,
oOecrieunBaroIiasl *U3HEHHBIM UK JOKYMEHTOB [0 UX NEpexojia Ha CTaJulio
apXUBHOTO XPAaHEHUS UM YHUUTOXKCHUS;

CKaHMPOBaHHUE JOKYMEHTa — MOJIyYeHHE dJIEKTPOHHOTO 00pa3a JOKYMEHTA;

CiIy)eOHasi 3anKucKa — BHYyTPEHHUH JOKYMEHT, aJIpeCOBAaHHBIM OJHOMY
JOJDKHOCTHOMY JIMILY M30MpaTeIbHOM KOMUCCUM JAPYTUM JOJKHOCTHBIM JIUIIOM
n30MpaTeIbHOM KOMHCCHH M COJEPKAIUi 00CTOSATEIHbHOE H3JI0KEHHE KaKOTO-
100 BOMPOCA C BHIBOJIAMH U TIPEIJIOKEHUSIMU COCTABUTEIIS,

CPOK HCIIOJHEHUS JIOKYMEHTAa — CPOK, YCTAHOBJICHHBIII HOPMATHBHBIM
MPaBOBLIM AKTOM, OPraHU3alMOHHO-PACTIOPSAUTEIILHBIM TOKYMEHTOM, YKa3aHUSIMU
10 UCIIOJTHEHUIO IOKYMEHTA WM TIOPYUYEHUEM;

yKa3aHUsl 10 UCIOJIHEHUIO TOKYMEHTA — PEKBU3UT, COCTOSIIHNN U3 HAAIUCU
Ha JIOKYMEHTE WJIM Ha OTJEJbHOM JIMCTE YCTAHOBJICHHOW (DOpPMBI, clieaHHOU
JIOJKHOCTHBIM JIULIOM;

dbopmupoBanrue  (JIEKTPOHHOTO)  JieJia — TPYIIIUPOBAHUE  JIOKYMEHTOB
B (RJICKTPOHHOE) JICJIO U UX CUCTEMAaTHU3allUs;

AKCHEPTU3a I[IEHHOCTH JOKYMEHTOB — JEATEIbHOCTh MO YCTaHOBJICHUIO

CPOKOB XpaHCHHA OOKYMCHTOB, 0T6opa UX i1 apXMBHOI'0O XpaHCHHA
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WM YHUYTOXCHHA, BBIABJICHUIO 0c000 HNCHHBIX W YHHUKAJIbHBIX JOKYMCHTOB

HAa OCHOBaHMU TpPEeOOBAaHWN HOPMATHUBHBIX TIPABOBBIX AaKTOB M KPUTEPHUEB
IKCIIEPTU3HI IIEHHOCTH JIOKYMEHTOB;

AJIEKTPOHHAS TIOJMUCh — HH(POPMAIUS B 3JICKTPOHHOU (Popme, TpeOoBaHUS
KOTOpPOW YCTaHOBJIGHBI HOPMATHBHO, TpEAHA3HAUYCHHAs I  TOJANUCAHUS,
COTJIAaCOBaHUS (BU3UPOBAHUS) M YTBEPKICHUS SJIEKTPOHHBIX JOKYMEHTOB;

AIIEKTPOHHBIN JOKYMEHT — TOKyMEHTUPOBaHHAS uHbopMaIms,
IpEe/ICTaBICHHAS B AJICKTPOHHOU (hopme;

AIIEKTPOHHBIA JOKYMEHTOOOOPOT — TOKYMEHTOOOOPOT C HCIOJIb30BAHUEM
CHCTEMBI DJIEKTPOHHOTO TOKYMEHTO000pOTa;

ANIEKTPOHHBIH ~ 00pa3  JIOKyMEHTa — 3JIEKTPOHHAsi  KOMHUSA  JIOKYMEHTa,
U3TOTOBJICHHOTO Ha OyMa)KHOM HOCHTEIIE;

ANIEKTPOHHBIM  MIA0JIOH  OJIaHKa  JOKYMEHTa — CM. TEPMHUH  «OJIaHK

JAOKYMCHTAa».

2. HpneM, Perucrpanus U MPoxXoKACHUE NMOCTYNNAKIINX JOKYMECHTOB

2.1. JlIokyMeHTbI B H30UpATEbHYI0O KOMHCCHIO JIOCTaBIISIIOTCS 4epe3
OTIIeJIeHUE CBA3M (MOYTOBOM, TenmerpadHoil CBSA3bIO), OpraHamMu (QeaepanbHON
benbaberepckor CBS3W, CHEHUATBbHONW CBSI3bI0, HApPOUYHBIM WM TEPEIaroTCs
mpecenaTesto (3aMeCTUTEIIO TpeceaTeNIs, CEKPETapro, YjieHaM) u30upaTeIbHON
KOMHUCCHUH BO BpeMs JIMYHOTO MpUEMA.

JIOKyMEHTBI MOTYT MOCTyHaTh B M30MPATENbHYI0O KOMHCCHIO CPEICTBaMHU
[1, snextpoHHOM mnoyToll B cet MHTepHeT (NpeaHa3HayeHa HCKIOYUTEIBHO
st ciryxe0oHoi koppecnonnennuun), ECO, cucteme MDBJIO, uepe3 pazaen
«OnexktpoHHas (opma obOpaimieHus» Ha O(UIMATEHOM cailTe u30upaTeIbHOM
KoMuccud B cetd HTepHEeT U (aKCUMUIBHOU CBSI3bIO.

2.2. Illpuem, mnepBu4yHasi o0O0pabOTKa U  PEruCTpalMsl MOCTYMAOIINX
JIOKYMEHTOB TPOU3BOJAUTCS OTBETCTBEHHBIM 32 BEJCHUE JCJIONPOU3BOACTBA
¢ ucnosb3zoBanuem I1JI, CO/I «/lemo» exeaHeBHO B 4achl pabOThl M30MpaTeIbHON

KOMHUCCHUH, KPOME BBIXOJHBIX U HEPAOOUMX MPA3THUYHBIX JHEH.
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HOpHI[OK I[MOJIYUCHHA MW PpPCEerucrpagvuu JOKYMCHTOB IIOCJIIC OKOHYAHUA

pabouero 1HS, B BBIXOJHbIE W Hepabouyne Npa3gHUYHBIC THU, B TEPHOJ
MOJATOTOBKM M MPOBEACHUS M30MpaTENIbHbIX KaMIaHUM, KaMIaHui pedepeHayma
0 BONpOCaM TMOATOTOBKM W TIPOBEICHHUS OTUX BBIOOPOB, pedepeHmyma
ONpEEIIAeTCS npeaceaaTeneM n30upaTebHON KOMHCCHH,
B Cly4yae OTCYTCTBHS TpeJceaaTeNs — 3aMECTUTENIeM Tpeaceaarens Judo
CeKpeTapeM U30upaTeIbHON KOMUCCHH.

2.3. [loctynuBuire JOKYMEHTBI MOJAPA3ACISIIOTCS Ha PETUCTPUPYEMBIE
u He nomnexanue peructpauuu B IIJ[, COJ «/lemo». [lepeueHb NOKYMEHTOB,
He nojnexamux peructpauuu B IIJI, COJl «/leno» ompeneneH B NPUIOKEHUH
Ne 1.

2.4.1lpu BCKpBITUM KOHBEPTOB, JOCTaBJIEHHBIX OpraHamu (eaepajibHON
denpaberepckoi CBsi3U, CIEUaIbHOM CBSI3bI0, MOYTOBOM CBS3BIO WJIM HAPOUHBIM,
MPOBEPSIOTCS MPABWIBHOCTh aJPECOBAHUS, KOMIUIEKTHOCTh U IIEJIOCTHOCTH
JIOKYMEHTOB, HaJIW4Me TMPUIOKECHUI, CBEpPAETCS COOTBETCTBHE HX HOMEPOB
YYETHBIM HOMEpPAM, YKa3aHHbIM Ha KOHBEpTax. HenpaBWIbHO aapecOBaHHbIC
U OHIMOOYHO BIJIOKEHHBIE JOKYMEHTHI HE PETUCTPUPYIOTCS, MEPEChUIAtOTCS
[0 HA3HAYEHUIO WJIA BO3BPALLAIOTCS OTIPABUTEIIO.

2.5. Ecniu mpu BCKPBITUM KOHBEPTA OOHAPY>KEHO OTCYTCTBHE JOKYMEHTOB
WIM WX OTAEIbHBIX JIMCTOB, TMPHUJIOXKEHUHN, TOBPEXKIECHUE JIOKYMEHTOB
WM HECOOTBETCTBUE HOMEPOB JOKYMEHTOB HOMEpAaM, yKa3aHHbIM Ha KOHBEPTE,
OTBETCTBEHHBIM 3a BEJCHUE JCJIONPOU3BOJICTBA COCTABISETCS aKT YCTAaHOBJIEHHOM
dbopmMbl B 1BYX HK3eMiuisipax (mpuioxkeHue Ne 2). OauH SK3eMIUISIp aKTa
MOCBIJIAETCST OTIPABUTEIIO, IPYTOM MPUOOIIAETCS K MPUHATHIM JOKYMEHTAM.

Ha 000poTHOH CTOpOHE MOCHENIHEr0 JIMCTAa MOBPEKIECHHOTO JIOKYMEHTa
B IPABOM HIKHEM YTIIy JE€JIaeTCA OTMETKA «/JOKYMEHT MOIy4eH B TOBPEKIECHHOM
BUJIEY.

2.6. KoHBepTHI OT MOCTYNUBIIUX JOKYMEHTOB HE YHHUYTOXKAIOTCS B ClIydae,
€CJIM TOJIbKO MO HHMM MOHO YCTAHOBUTH aJpeC OTIPABUTENS, ATy OTIPaBKHU

M IIOJIYUYCHHUA NOKYMCHTOB, €CJIM OHU COACPIKAT JOKYMCHTBI, KOTOPLIC ITOCTYIIUIIN
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n3-3a npeaenos teppuropun Poccuiickonn ®denepanuu, U3 CyA0B, CIEICTBEHHBIX

OpraHoB JUOO JOTOBOPBI, MPETEH3UH, WCKOBBIC 3asBICHUS, JTOKYMEHTHI,
CBSI3aHHBIE C OCYLIECTBJIEHUEM 3aKyIIOK TOBApOB, pabOT, YCIyr JUisl oOecreueHus
rOCYJ1apCTBEHHBIX HYX]I.

2.7.1lpu peructpamuu noctynusiiero gokymeHta B PYK oOs3atensHO
BBOJSITCA CIEAYIOIIHE PEKBU3UTHL: Tpylna W BUJA JOKYMEHTA, €r0 MCXOISAIIUI
HOMEp M JaTa, JaHHbIe O KOoppecrnoHaeHTe (aapecante) (haMuims, uMs, OTIECTBO
(mpm HanmuyuM) (U3MYECKOrO JIMLAa WIM HAaMMEHOBaHHE OpraHU3aluy,
MECTOHAXO0XKJACHUE OTIPABUTENA), & TAKXKE KPAaTKOE COJAEpNKAaHUE JTOKYMEHTA,
KOJIMYECTBO JIMCTOB OCHOBHOI'O JOKYMEHTA W JINCTOB IPHJIOKEHHS, KOJIUYECTBO
DK3EMILUIAPOB, BUJI IOCTABKHU.

Ha nuneBoil cTOpoHE NEPBOro JMCTa 3apETHUCTPUPOBAHHOTO JIOKYMEHTA
Ha OyMa)XHOM HOCHUTEJNE, KaK MpaBujo, B MPAaBOM HMKHEM YTy MPOCTABISAETCS
PErMCTPallMOHHBIN HOMEP M Jara, a TaKkKe IMTPUX-KOA C YyKa3aHUEM
HAaNMEHOBAHHUsI OpraHU3alyu.

Ecnn mpocraBieHHe perucTpallMOHHOIO HOMEpa 3aTpyAHSAET IHPOYTEHUE
TEKCTa JOKYMEHTa, B TaKOM CiIy4ae BXOIMIIMA HOMEpP MPOCTABIACTCA
B CBOOOJHOM OT TEKCTa YIJIy Ha JIMLIEBOM CTOpPOHE MEPBOIO JHMCTAa JTOKYMEHTa,
a IITPUX-KOJ IIPOCTABIAETCS IPU HAIMYUU TEXHUYECKON BO3MOKHOCTH.

Ha xonuum noxymMeHTa BXOIAIIANM HOMEP MPOCTABIISIETCS B MPABOM HUKHEM
YTIIy JIMLEBOM CTOPOHBI IIEPBOTO JIUCTA.

[Ipn peructpaumm IOOKyYMEHTA, SBIIIOLIETOCS OTBETOM HA HCXOIALIUN
JOKYMEHT WJI MPUCIAHHOIO B JIONOJHEHUE K PAHEE HANPABICHHOMY JTOKYMEHTY,
B PYK nenaercs cooTBeTCTBYIOIAS CCBIIIKA (CBS3KA).

PYK cBfi3aHHOTO JOKyMEHTa pacledarblBaeTC W NPUKIAABIBAETCS
K MMOCTYIUBLIEMY JOKYMEHTY IPH HEOOXOAUMOCTH.

[Tocne perucrpanuu JOKyMeHTa Ha OyMa)XHOM HOCHUTENIE OH CKaHUPYeTCH,
a 3areM Kk PYK npucoenuusiercs 3neKTpoHHBIA 00pa3 JOKYMEHTA W MPUIIOKEHUS

K Hemy B (hopmate pdf.
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[Ipu peructpanuu BXOASAIMIMX JOKYMEHTOB, MMEIOIIHUX COPOLIIOPOBAHHOE

WJIU CHIUTOE NPUIIOKEHUE, CKAHUPYETCS TOJIBKO COMTPOBOIUTENILHOE MUCHMO.

[Tocne peructpanuu MOCTYNUBIIETO AIEKTPOHHOTO IOKYMEHTA, B TOM YHCIIE
u3 LIUK Poccun, oH MOXeT ObITh pacreuaTad Mpu HEOOXOAUMOCTH.

2.8. 3aperuCTpUpPOBAHHBIE JOKYMEHTBI JIOKJIA/IBIBAIOTCS OTBETCTBEHHBIM
3a BEJICHUE JEJIONPOU3BOJCTBA TMpEACeAaTeN 0 (3aMECTUTENI0 MpeaceaaTens,
CEKpEeTapro) N30MpaTeIbHON KOMUCCHUHU.

[ToaroroBka M JOKIa] JOKYMEHTOB MOXET OCYIIECTBISATHCS CpPEICTBAMU
[, COO «/lemo», a Takke TOMOJHUTEIHHO O(GOPMISATHCS W HAMPABIATHCS
Ha JOKJIax  TMpeAcenarento  (3aMEeCTHTEN0  MpeicedaTelis, CEeKpeTapro)
n30MpaTebHOM KOMUCCUM Ha OyMakHOM HOCHUTEJIE MPU HEOOXOIUMOCTH.

2.9. Ilocne noknaga NOKYMEHTHI C YKa3aHUSIMH MO UCHOJHEHUIO JTOKYMEHTA
npeacenarenas  (3aMecTUTENs  MpeAcenarelis, CeKpeTaps)  u30upaTenbHOU
KOMHCCUH, O(OpMJIEHHbIE Ha  OyMa)XHOM  HOCUTENC,  BO3BpAIAIOTCS
OTBETCTBEHHOMY 3a BEJCHHUE JICJIIONPOU3BOJICTBA [IJIi BHECCHHUS YKa3aHUMU
[0 HMCHOJIHEHUIO NOKyMeHTOB B PYK, a 3arem mnepenaroTcs UM HUCIOIHUTEISAM
o/ MOJANHKCH B pacnieyaTaHHou PYK.

[Tocne nokiama MOKYMEHThl M YKa3aHHUsS IO MCIOJHEHUIO JIOKYMEHTOB
npeacenaress (3aMecTUTeNs npeaceaaTelNs, CeKpeTaps) n30upaTeIbHON KOMUCCUN
MOTYT HaMpaBJSITECA HWCIOJHUTENSIM B S3JEKTPOHHOM Bujae cpenctBamu [1/],
CO/]1 «/lemo» 6e3 odopmiieHHsT KOITMH Ha OYMa>KHOM HOCHTEIIE.

[TogIMHHUK [OKyMEHTa, O(OpPMIEHHOr0 Ha OyMa)KHOM HOCHUTENE, JMOO
nepeaeTcs HWCIOJHUTEN0, JUO00 OCTaeTCs y OTBETCTBEHHOTO 3a BEJCHUE
JIETIONPOU3BOACTBA 10 OKOHYAHMS HCIOJIHEHUS JOKyMeHTa. B 3ToMm ciyuae
HCTIOJIHUTENIO EPEAACTCS KOMKS JOKYMEHTA.

2.10. JoxymMeHTBI, aJpeCOBaHHBIC WIEHAM W30UpaATEIhbHOW KOMUCCHH,
PETUCTPUPYIOTCS,  JIOKJIAJIBIBAIOTCSA WM MCIOJHSIOTCS B YCTAHOBJICHHOM
NucTpyKkuuen nopsuake.

2.11. UcrionHeHHbIE JOKYMEHTHI CIHCHIBAIOTCS B JI€JI0 HCIHOJIHUTEIEM

(mpencemaresieM, 3aMECTUTENIEM TMpEJCENaTelisa, CeKpeTapeM) Hu30upaTeaIbHON



14
KOMHUCCHUMN W 1ICPCAAr0OTCA OTBCTCTBCHHOMY 3a BCJACHHC JACJIOIIPOMU3BOJCTBA

JUISL TIOMEILIEHUSI B JIEJI0O B COOTBETCTBUHM C HOMEHKJIATYypOMl Jen m30upareabHOu

KOMUCCHH.

3. OcHOBHBIE TpCﬁOBaHI/IH K IOATOTOBKE U O(l)OpMJIeHl/IlO AOKYMEHTOB

3.1. JIokyMeHTHbI, co3/1laBaeMble B U30MPATENbHON KOMUCCUU, OPOPMIISIOTCS
Ha OJIaHKaX, Ha CTaHJAPTHBIX JHcTax Oymaru popmata A4 (210 x 297 mm) nim AS
(148 x 210 Mm) nubG0 B BHUIE AJIEKTPOHHBIX JOKYMEHTOB M JIOJDKHBI HMETh
YCTAHOBJICHHBIN COCTAaB PEKBU3UTOB.

3.2. JlokymeHTbl 0GOPMIISIIOTCS Ha TMPOAOJIbHBIX JUOO YIJIOBBIX OJIaHKaX
YCTaHOBJICHHOW (DOPMBI, HM3TOTOBJICHHBIX THUIOTPA()CKUM HIU KOMITBIOTEPHBIM
criocoboM (ripusioxkenue Ne 3).

B u36uparenbHOil KOMUCCUU YCTAHOBIICHBI CIICAYIONINE BUIABI OJIAHKOB:

OJIaHK MPOTOKOJIA 3acelaHus U30UpaTEeTbHON KOMUCCHUU;

0JIaHK BBIMKMCKU U3 IPOTOKOJIA 3aceqaHus U30upaTeIbHON KOMUCCHUY;

0JIaHK peleHus: n30upaTeIbHOU KOMUCCHU;

0JIaHK MHUChbMa N30UPATEIILHOM KOMUCCHH;

OJIaHK MpUKa3a Mpejcenarens n30upaTeTbHOW KOMUCCHH,

OJIaHK pacropsHKeHUS MpeJiceaTeNs H30UpaTebHON KOMUCCUY;

OJ1aHK TIpejceaTens n30UpaTeIbHOM KOMUCCHUU,

OJIaHK 3aMeCTUTENIS TIpeiceaTeNs n30upaTeIbHON KOMUCCHUU;

OylaHK cekpeTapsi n30UpaTebHOU KOMUCCHUHU.

3.3. [Ipu moaroroBke aokyMeHTOB ¢ npumenenuem IIJI, COJl «emo»
UCIIOJIB3YIOTCSL  DJICKTPOHHBIE MIA0JIOHBI  OJIAHKOB  JIOKYMEHTOB, KOTOpBIE
PaBHO3HAYHBI ¥ UJICHTUYHBI 10 COCTABY PEKBU3UTOB, MOPSJIKY MX PACIOI0KCHUS
U TapHUTYpaMm mpudTa 6JIaHKaM JOKYMEHTOB Ha OyMa)KHOM HOCHUTEJIE.

3.4. JlokymeHTbl OQOPMJISIFOTCS B COOTBETCTBUUM C  TpeOOBaHUSIMU
K JIOKYMEHTaM, U3TOTOBJISIEMbIM C IIOMOIIBIO TIEYaTAOIINX YCTPOUCTB, U K (aiiaam
TEKCTOBBIX IOKYMEHTOB (TprioxkeHue No 4).

3.5. Ilpu moaroroBke M OQOPMIIEHUM JOKYMEHTOB JOJDKHBI COOIIOIATHCS
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npaBuiia 0POPMIICHHUS PEKBU3UTOB, U3JI0KEHHBIC HIDKE.

CocTaB peKBU3UTOB JOKYMEHTA OMNPEIEISAETCS €ro BHJIOM M HAa3HAYEHUEM.
PexkBu3uTamu 10KyMEHTOB, CO3/1aBAEMbIX B U30MpaTEIbHON KOMUCCUH, SBIISIOTCS:

3.5.1. Ha 6mankax gokymeHTOB BocrpousBoautcs repd Cankt-IlerepOypra.

['ep6 nomeniaercs Ha BEpXHEM MoJe OJaHKa U LEHTPUPYETCS OTHOCUTENBHO

HanMMCHOBAHMH H36I/IpaT€JILHOI>'I KOMHUCCHUH:

I'ep06 Cankr-IleTepOypra
Cankrt-IletepOyprckas uzdbupareabHas KOMUCCUS

I'ep6 Cankr-IleTepOypra

Cankr-IleTepOyprekas

n30uparesbHasi KOMUCCUS

[Topsimok  WM3rOTOBJICHMS, HUCIOJB30BAHUSI U XpaHEHUs  OJIAHKOB
c BocnpousBeaennem repdoa Cankr-IlerepOypra ycraHaBinuBaeTrcss 3aKOHOM
Cankr-IletepOypra ot 23 ampens 2003 roga Ne 165-23 «O aeTasibHOM ONMUCAHUU
odunuanbHbIX cMMBOJIOB CaHKT-IleTepOypra u mopsigke ux UCIOIb30BaHU.

KoHTposb 3a mpaBuiIbHBIM HCIOJIB30BAHUEM OJIAHKOB M UX COOTBETCTBUEM
YCTAaHOBJIICHHBIM ~ 00pa3laM OCYIIECTBISECTCS OTBETCTBEHHBIM 32 BEJICHHE
JIEJIONPOU3BOCTBA, KOTOPBIA OTBEYAET TakKe 3a y4yeT OJaHKOB, HMEIOIIMX
HyMEpaluio.

YHUUTOXKEHHWE  HUCIOPYEHHBIX  OJIAHKOB,  UMEIOIIUX  HYMEpAIUIO
OCYILECTBIISIETCSI C COCTABJICHHEM aKTa.

3.5.2. HaumeHoBaHue n30upaTeIbHOM KOMUCCHH.

HaumenoBanve u30upaTeibHOM KOMHUCCHUM YyKa3bIBaeTCsl Ha OJiaHKax
B cooTBeTcTBUU ¢ 3akoHOM CankT-IlerepOypra ot 29 Hos106ps 2006 roga Ne 587-95
«O Cankr-IlerepOyprckoit n30UpaTeTbHON KOMUCCUN.

3.5.3. HaumenoBanue JOJKHOCTH.

HanmMeHnoBan#e MOJDKHOCTH JIMIIA, TIOAMMUCABIIETO JTOKYMEHT, YKa3bIBaeTCS
Ha OJ1aHKaX MUCEM JOKHOCTHBIX JIUIL;

OJIaHK TpeceaaTeNst u30NpPaTeTLbHON KOMUCCHUHY;
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OJIlaHK 3aMeCTUTEINS TIpeaceaaTelNsa n30upareabHO KOMUCCHU;

O5aHK cekpeTaps n30upaTeaIbHON KOMUCCHH.

HanMeHnoBanve  JOMKHOCTM  yKa3blBaeTCsl IO ~ HAaWMMEHOBAaHHEM
n30upaTeIbHON KOMUCCHH.

3.5.4. CnipaBoyHbI€ JaHHBIE 00 N30MpaTeIbHON KOMUCCHUHU.

CnpaBouyHble JaHHbIe 00 M30MPATENHLHON KOMHCCHUHM  YKa3bIBalOTCS
B OJIaHKax MHUCEM:

Wcaakuesckas ., 1.6, Cankt-Iletepoypr, 190107,
tenedon (812) 570-17-77, dakc (812) 570-17-77,
http://www.st-petersburg.izbirkom.ru, OKITIO 43461734, OI'PH 1027810331801
MHH/KIIIT 7812050079/783801001

3.5.5. HaumeHoBaHME BU/Ia JOKYMEHTA.

HanmenoBanne Buma JOKyMEHTa YKa3blBaeTCs Ha BceX OJlaHKax
W3/1aBaCMBIX JOKYMEHTOB (pEIICHHE, pAaCIOpsHKCHHE, BBIMUCKA M3 IMPOTOKOJIA
3acelaHus U T.J.), 32 UCKIIOYEHUEM ITHCEM.

3.5.6. /lata tokyMeHTa.

JlaTol TOKyMEHTa SIBJSIETCS Jara €ro NOANMCAHWs, yTBEp:KAcHUA. [laTton
MIPOTOKOJIA SIBJISICTCS IaTa 3aceAaHus, a aKkTa — JlaTa COOBITHS.

JIOKyMEHTBI, W3IaHHBIE ABYMS WM OOJiee OpraHU3alUsIMH, JTOJDKHBI UMETh
olHY (eAWHYI0) JaTy, COOTBETCTBYIOIIYIO JlaT€ TIOAINUCAHUS JIOKYMEHTa
MOCJIETHUM JIOJKHOCTHBIM JIUIIOM.

Haty nokymeHTa opopMIIioT apabcKkuMu nudpaMu B OCIEI0BATENbHOCTH:
JIeHb Mecsla, Mecsll, Toa. [lenp Mecsana u mecsan ohOpMITSIIOTCS ABYMsI IMapaMu
apa0Ockux 1udp, pa3aeIeHHbIMA TOYKOHN, TOJl — YEThIPhbMS apaOCKuMu Iudpamu,
HaIpuMep:

17.01.2025

JlomyckaeTcst ciioBecHO-IIUGPOBOI criocod oopMIIeHUsI 1aThl, HAIPUMED:

09 auBaps 2025 r.

3.5.7. PeructpaliiOHHbIN HOMEp JOKYMEHTA.

JIns BXOJSAIIMX WU MCXOIAIIUX JIOKYMEHTOB, OOpallleHUil — MHAEKC Jena
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110 HOMEHKJIATYPE U, YEPE3 KOCYIO YEPTY, MOPSAKOBBII HOMEP JOKYMEHTA.

PerncrpanvoHHbIi HOMEP AOKYMEHTA, HM3JAHHOIO COBMECTHO, COCTOMT
U3 Ppa3lEICHHBIX KOCOM 4YepTOM pETrUCTPAllMOHHBIX HOMEPOB, IPUCBOECHHBIX
OpraHM3alMsIMH aBTOPaMU JOKYMEHTA M PaClOJIO0KEHHBIX B MOCIEI0BATEIbHOCTH,
COOTBETCTBYIOIIEH OOO3HAYEHUI0 HAUMEHOBAHWI OpraHM3aliii B 3aroJIOBOYHOM
4aCcTU JOKYMEHTA.

3.5.8. Ccbulka Ha pPErucTpalMOHHBIA HOMEpP M JaTy M[OCTYHUBLIErO
JIOKYMEHTA.

Ccbulka Ha PEruCTPAIlMOHHBIM HOMEp M JaTy MOCTYMHBIIETO JOKYMEHTa
BKJIIOUAETCSI B COCTaB PEKBU3UTOB OnaHka mucbMa. CchbUlKa MPOCTABIIACTCS
UCIIOJTHUTEJIEM IIPU MTOATOTOBKE MUChMa-OTBETA.

3.5.9. Mecto cocraBieHus (M31aHus1) JOKYMEHTA.

MecTto cocraBneHus (M34aHUA) JOKYMEHTa YKas3blBaeTcs Ha OJlaHKe
KOHKPETHOTO BHJIa JOKyMEHTa. B OjaHKax muceM CBEIEHUS O MECTE CO3JaHUs
JIOKYMEHTa cojiepkarcsi B pekBuszute «CrpaBouHbIe JaHHBIE 00 M30MpaTeIbHOU
KOMUCCHI.

[Tpu mpOIOTBPHOM PACIIONOKEHUH PEKBU3UTOB OJIaHKAa MECTO COCTaBIICHUS
WIM UW3J1aHusl JOKYMEHTa YKa3blBaeTCsd B CEpEIMHE CTPOKM MEXIy JaTou
U PETUCTPALMOHHBIM HOMEpPOM JIOKyMEHTa, a NpPU YIJIOBOM pPaCHOJIOKEHUH
PEKBU3UTOB — MOJA JaTOW W PErHCTPAIMOHHBIM HOMEPOM JOKYMEHTa, OT Kpas
JIEBOTO MOJIS.

3.5.10. I'pud (momeTka) 06 OrpaHUYEHUU TOCTYyMA K TOKYMEHTY.

IIpocraBnsercs Ha JOKYMEHTaXx, COAEpIKAIINX uH(pOpMaIuIo
OTrPaHUYEHHOI'O PACIPOCTPAHEHUS, KACAIOLIYIOCS JEATEIbHOCTH OpraHu3alui,
OTPaHWYEHHUS] HA  PACcHpOCTpAaHEHHE  KOTOPOW  JUKTYIOTCA  CIIy)»KeOHOI
HEOOXOJMMOCTBIO, a TakKe TMOCTYNMUBLIas B H30UpaTENbHYI0 KOMHUCCHIO
HECeKpeTHass HWHQoOpMaIMs, AOCTYyl K KOTOPOH OTrpaHWYEH B COOTBETCTBUH
¢ denepaabHBIMU 3aKOHAMH.

[lomeTka Ha JOKYMEHTaX, COJAEpXKalluX HHPOPMAIUIO OTPaHUUYEHHOTO

pacnpocTpaHeHusi, UMeeT BUJl «J1Jist ciryxe0Horo noias3oBaHus» (nanee - ICIT).
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IlomMeTka mnpocCTaBisIETCS B BEPXHEM IMPABOM YIUIy JIMLIEBOM CTOPOHBI

MEPBOIO JIUCTA IOKYMEHTA OT TPaHULIbl BEPXHETO MOJIS.
3.5.11. Anpecar.
PexBuzut «Anpecar» pacnoiiaraercs cpana moj peKBU3UTaMu OJIaHKa.
JIOKyMEHTBI aJpecylOTCs B OPTaHU3alNK, UX CTPYKTYpPHBIC TTOApPA3CICHUS,
JOJDKHOCTHBIM ~ JIMIIaM  WJIM TpaxjaHaM IIpd OTBETE Ha HUX oOpalleHus.
HanmeHoBaHMsST OpraHu3allii U CTPYKTYPHOTO TMOJpa3/eNiCHUus] YKa3bIBAIOTCS

B UMCHUTCIIBHOM IIAACKEC, HAIIPUMCP:

Anmvmunuctpanus LienTpanbsHOro paitona
Cankr-IleTepOypra
IOpunnuecknii otnen

Ecnu  nmokymeHT anpecyercs JOJDKHOCTHOMY  JIMIY, HAWMEHOBAHUE
OpraHu3alliy YKa3bIBa€TCS B MMEHUTEIHLHOM MaJeke, a JOHKHOCTh U (pamMuiius —

B JaTCJIBHOM. HpI/I 9TOM MHHUIHAJIbI YKA3bIBAIOTCS IMOCIIC (I)aMI/IJ'II/II/I, HaIlpuMcEp:

Anmunuctpanus LlenTpanbHoro palioHa
Cankr-IletepOypra
Havansauky oOmiero otaena

NBanosy H.IIL

Ecmn nokymMeHT azjpecyercss PYKOBOIWUTENK) OpraHU3alud WA €0
3aMECTUTEN0, HAMMEHOBAHUE OPraHU3alMU JOJDKHO BXOAUTH B HAWMMEHOBAHUE
JOJDKHOCTH aJIpecara, HallpuMep:

3amecTuTelno gupekTopa Beepoccuiickoro
Hay4YHO-HCCJIEI0BATEIbCKOTO HHCTUTYTA
JIOKYMEHTOBEICHHUS M1 apXUBHOTO Jieja

Cwmupnosy ILIL

Ecniu  noxkymeHT ajpecyercs  OpraHu3ald, CHayaja yKa3bIBAeTCS
€€ HaMMEHOBAaHUE, 3aTEM MTOYTOBBIN aIpec, HAPUMeEp:

[lenTpanbpHas n3duparenbHass KOMUCCHS
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Poccniickon @enepanun

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

JlomyckaeTcsi IIEHTPUPOBATh KAXKIYIO CTPOKY pPEKBU3UTa «Anpecary
10 OTHOIIECHMIO K CAMOM JUIMHHOM CTPOKE.

JlomyckaeTcsi HMCHOJb30BaTh  OQUIMANIBHO TPUHATBIE  COKpAICHHBIC
HANMEHOBAHUS  OPraHOB  TOCYJapCTBEHHOM  BJIACTH, OPraHOB  MECTHOIO
CaMOYIIPABJICHHUsI, OpTaHU3AIUH.

[TouToBBI anpec yKa3bIBa€TCsl B MOCIEAOBATEIBHOCTH, YCTAHOBJICHHOU
[IpaBunamMu OKa3aHWS YCIYr TOYTOBOM CBSI3M, YTBEPKIACHHBIMU MPUKA30M
MunucTepcTBa HUGPOBOTO pa3BUTHUSI, CBSI3UM M MAaCCOBBIX KOMMYHHUKAITUN
Poccuiickoit ®@enepanuu ot 17 ampens 2023 roma No 382 «OO0 yTBepKIaeHUU
[IpaBun oka3zaHus yCayr MOYTOBOW CBSI3U.

Ha nokxymeHTtax, agpecoBaHHBIX (pefepalibHbIM OpraHaM TOCYyJapCTBEHHOU
BJJaACTU U UHBIM  (PeAepalibHbIM TOCYJAapCTBEHHBIM OpraHaMm, OpraHam
rocyJapCTBEHHOM BiacTH CcyObekToB Poccuiickoit denepammu, opraHam
nyOonuyHOM Biacth QeaepanbHOil TeppuTopun «CHpUyCy», HU30UpaTEIbHBIM
KOMHCCHSIM cyOBeKkTOB Poccutickoit denepanuu, aapec He yKa3bIBaeTCHl.

Ecin 1oKyMEHT OoTnpaBiisieTCsi B HECKOJBKO OJIHOPOJIHBIX FOCYJapCTBEHHBIX

OpraHoOB WJIM OPTaHU3ALMM, UX CIEYET YKa3blBaTh 0000IIEHHO, HATPUMED:

[TpencenarensM TeppUTOPHATIbHBIX
M30UpaTeIbHBIX KOMUCCHI
B Cankr-IletepOypre

JIOKyMeHT He JOJDKeH cojAepkaTh Oojee  4eThIpex  aJpecaTosB.
CrnoBo «Konus» nepen BTOPbIM, TPETHUM, YETBEPTHIM a/IpecaToM He YKa3bIBAETCH.

[Ipu HanpaBieHHH TOKyMEHTa 0ojiee YeM B YEThIpE aJipeca COCTABIISETCS
CIIMCOK PpAacChbUIKM YCTAHOBJIEHHON QopMbl (mpuiioxeHue Ne5), KoTOpbId
NOJIMMCHIBACTCA IpejacenaTesieM (3aMecTUTelleM Mpelceaaressi, CEKpeTapeMm)
n30UpaTeIbHOM KOMUCCHH.

[Ipu anpecoBaHuMu JOKyMEHTa (hU3MUECKOMY JIMIly BHAYaje yKa3bIBalOTCS
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dbaMuITUs ¥ MHUITMATIBI TTOJTYYaTelIs, 3aTeM IMOYTOBBIN apec, HapuMep:

®omuueny 11.1.
MockoBckuii nip., oM 15, kB. 10,

Cankr-IleTepOypr,
190005

[Ipu oTmpaBke MUCbMa MO 3JIEKTPOHHON MOYTE WIK MO (PAKCUMUIIBHON CBSI3U
(6e3 moChUIKM MO MOYTEe) MOYTOBBIN ajipec He yka3bpiBaeTcs. [Ipu HeoOXoaumocTH
MOXeT OBITh yKa3aH aJpec OJJICKTPOHHON mouThl (HoMep TenedoHa/Pakca),
HanpuMep:

MUHHCTEPCTBO IOCTUIIMU
Poccutickon ®eneparuu
mail @minjust.ru

3.5.12. T'pud yTBEepKIaeHUS JOKYMEHTA.

JIOKYyMEHT  YTBEpP)KIAE€TCS JOJDKHOCTHBIM JIMIIOM WJIM  CHEHHAIBHO
U3/1aBa€MbIM JOKYMEHTOM.

[Ipu yTBepkIIeHUU JTIOKYMEHTa JOJDKHOCTHBIM JIMIIOM TPHUQ YTBEPKICHUS
noJkeH coctosTh U3 ciioBa Y TBEPXK/IATO (0e3 kaBblueKk) MPONUCHBIMU OYKBaMU
M Ha  CIHEAyWIIed  CTpOKE — HAMMEHOBAaHWE  JOJDKHOCTH,  MOJIHCH,
(mpu odopmieHnn Ha OyMa)XHOM HOCHUTEJIE), WHHUIMAIBI W (pamMuwius JuIa,
YTBEPUBILIETO JOKYMEHT, U JaTa yTBEPKIACHUS.

I'pud yTBepkaeHus: pacnosiaraloT B IpaBOM BEPXHEM YTy MEPBOTO JIHCTA
ToKyMeHTa. B rpude yTBepKIeHHs OMyCKaeTCs I[EHTPUPOBATh AJIEMEHTHI
OTHOCHUTEJIbHO CaMOW INIMHHOM CTPOKH, HAITPUMED:

YTBEPXIAIO
npeacenarens Cankr-IlerepOyprekoit
M30MpaTEeIIbHON KOMHUCCHH

IMIOAITNCH HWHHUIIUAJIbI, (baMI/IJ'II/ISI
Jara

[Ipu yTBepk’AEHUU HOKYMEHTa IMPOTOKOJIOM, PEIICHUEM, PacCHOpsHKEHUEM

rpud yrBepxkaenus cocrout wu3 cioBa YTBEPXJIEH (YTBEPXIEHA,
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YTBEPX/IEHDBI 158105 YTBEPXJIEHO) (6e3 KAaBBIYEK)

IMPOIMCHBIMHA 6y1(BaMI/I, HanMCHOBAaHUA YTBCPIKAAOIICTO JOKYMCHTA

B TBOPUTCIBHOM ITaJICIKC, CI'O AAaThl U HOMCPA, HAIIPUMCED:

YTBEPXJIEH
pemienrieM Cankrt-IlerepOyprekoit
M30UpPATEIIHLHON KOMUCCHUH
oT 24 suBaps 2025 r. Ne 130-7

3.5.13. Yka3zanus 1o UCMOJTHEHUIO TOKYMEHTA (PE30JIIOLHUS ).

VYKkazaHus MO HCIOJIHEHUIO JTOKYMEHTa MOTYT OBbITh HANUCaHbl OT PYKHU
npejacenareiaeM (3aMecTUTENIeM MpefcenaTes, CeKpeTapeM) Uu30upaTebHON
KOMHUCCHHM Ha TMOAJMHHUKE JOKYMEHTa Ha CBOOOJHOM OT TEKCTa MeCTe
i odopmieHsl Ha oOTAeNbHOM Jjucte ¢opmara A6 (105 x 147 wmm)
yCTaHOBJIEHHOU (popMbl (TipriokeHre Ne 6), IpUIO)KEHHOM K JOKYMEHTY.

VYKkazaHus 1O HUCHOJHEHHUIO JIOKYMEHTa TaKXe MOTYT ObITh O(QOpMIICHBI
¢ ucnonb3oBanueM [1J1, COJI «/leno» ¢ mpyUMEHEHHEM 3JEKTPOHHBIX I11a0JIOHOB
0JIaHKOB yCTaHOBJIEHHOU (popMbI (ripuioxeHue Ne 6).

VYKkazaHus M0 MCHOJHEHUIO JOKYMEHTa BKJIIOYAIOT (DAMIJIUA U WHULIAAIIBI
(lubo0  MOMKHOCTM)  UCHOJIHUTENEH, TpH  HEOOXOJUMOCTH — COAEpKaHUE
MOpYy4YEHUsI, CPOK MCTIOTHEHUS (YCTaHABIMBAEMbIH JTOKHOCTHBIM JIMIIOM, TaBIIUM
yKa3aHUe M0 UCTIOIHEHUIO JOKYMEHTA), OAMKCH (Tipy 0hOpMIIEHUN Ha OyMakHOM
HOCHTEJIC) PYKOBOAUTENS U 1Ty, HAIPUMED:

CemenoBy H.N.
Kpacnosy II.H.

[Ipomry moaroTOBUTH MPOEKT NUCHMaA

K 22.03.2025

IIoAIMnCh

Jgara

[Ipu odopmiieHnn Ha OyMa)XHOM HOCHUTENIE YKa3aHHs MO HCIOJHEHHUIO

JOKYMCHTA, O(l)OpMJ'ICHHBIG Ha OTACJIbHOM JIMCTC, INPUKPCIIIAIOTCA K JOKYMCHTY,
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K KOTOPOMY OHM OTHOCSTCSI, U BMECTE C HUM IOJAIIMBAIOTCS B ACJO.

3.5.14. 3aroy0BOK K TEKCTY JOKYMEHTA.

3aroyioBOK K TEKCTYy JOKYMEHTa JOJDKEH KpaTKo M TOYHO pacKpbhIBaTh
ero coJiepkaHue W OBITh COTJIaCOBaH C HAMMEHOBAHHMEM BHJAa JOKYMEHTA.
3aroy0BOK MOKET OTBEYATh HA BOIIPOCHI:

«0 yeM (0 KoM)?», HarpuMep:

Pacnopsoxenue — O co3ganuu DKCIEPTHOM KOMUCCHU;

«4ero (koro)?», HarpuMep:

JIOMKHOCTHOW PETJIaMEHT BEAYILETO CIICUAIIACTA;

AKXT 00 YHUYTOKCHUH JOKYMCHTOB C UCTCKINMMHA CPOKAMH XPAHCHU .

3aroJ0BOK COCTaBIISIETCS JTULOM, TOTOBSIIIMM IIPOEKT JOKYMEHTA.

3arojo0BOK, COCTOSIIMM W3 JBYX U OoJjiee CTPOK, IeyaraeTrcs yepe3 OJUH
MEKCTPOYHBIM HMHTEpPBaJ, TOYKA B KOHIIE 3aroJiOBKa HE CTaBHUTCS. 3arojOBOK
pacronaraeTcs Ha TIEPBOM JIUCTE HAJA TEKCTOM JIOKYMEHTa MO UEHTpY,
a Ipy oPOPMIICHUH TTUCbMa — OT TPAHUIIBI JIEBOTO TOJISL.

3.5.15 OTtMmeTKa 0 KOHTpOJIE.

OTMmeTKa 0 KOHTPOJIE MOXKET MPOCTABIATHCS HA JOKYMEHTAX, MTOCTABIECHHBIX
Ha KOHTpPOJIb, C MCIOJIb30BaHUEeM InTamma «KoHTpoJsib» (MM UHBIM CIIOCOOOM)
Ha BEpPXHEM II0JIe JOKyMEHTa CIpaBa, JM00 Ha OJaHKE yKa3aHHs MO MCIOJHEHUIO
JIOKyMeHTa. B cucteme 3JeKTpOHHOrO JOKYMEHTOOOOpOTa BO3MOXKHO BHECEHHE
OTMETKH O KOHTpoJie 06e3 mpocTaBieHus mramna «KoHTposb» Ha BEpXHEM IOJIe
JIOKYMEHTA.

3.5.16. TekcT fOKYMEHTA.

TexkcThl  JOKYMEHTOB, CO37aBaeMbIX B  H30MpaTEIbHOM  KOMHCCHUH,
o(OpMIISIIOTCSI Ha PYCCKOM f3bIKE KaK TOCYJapCTBEHHOM si3blke Poccuiickoi
deneparuu. OdunpanbHas nepenucka n3oupareabaoi komuccuu ¢ [IUK Poccun,
n30UpaTeIbHBIMA KOMUCCHUSIMH, OpTaHaMU TOCYJAapCTBEHHOW BJIACTH CYOBEKTOB
Poccuitickonn @enepaunu, OpraHaMd MECTHOTO CAaMOYIIPABJICHUS  BEIETCSA
Ha PYCCKOM S3bIKE KaK roCy1apCcTBEHHOM sA3bIke Poccuiickon denepannu.

TexkcT goKyMeHTa MOXKET ObITh O(QOpMJIEGH B  BHUJIE  CBSA3HOIO
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TEKCTa, TAOIHIIBI UM COSTUHEHUS STUX CTPYKTYP.

TexkcT nmOKyMmMeHTa JOJKEH M3JaraTbCsi KpaTko U SICHO, OBITh
apryMEHTUPOBAHHBIM, OOECIeYrBaTh TOYHOE M OJHO3HAYHOE BOCIPUITHE
coJiep KaIieicst B HeM HHGOPMAIIHH.

TekcT HOOKyMEHTa HOJKEH, Kak NpaBUJIO, COCTOSATh W3 JBYX YacTeu.
B nmepBoil YacTH yKa3bIBAalOTCS MPUYUHBI, OCHOBAHMS, LEJIH COCTABJICHUS
JOKyMEHTa, BO BTOPOW — pPELIEHUs, BBIBOJABI, MPOCHOBI, IPEIIOKECHHUS,
PEKOMEHIAIUN.

TexkcT nOKyMEHTa MOXET COAEpKaTb TOJIBKO 3aKIKOYUTEIBHYIO 4YacThb
(HanpuMep, pacrnopsHKEHUE — PacCHopAIUTENbHYI0 4YacTh 0€3 KOHCTaTHPYIOLIEH,
MIHCHMO, 3asBJICHUE — MPOCHOY O€3 MOSCHEHMS ).

B Tekcre nokymeHTa, MOATOTOBIEHHOIO HA OCHOBAaHWH 3aKOHOAATENBHBIX,
WHBIX HOPMATHUBHBIX IPAaBOBBIX AaKTOB, HU3JAaHHBIX OpPraHaMU TOCYAapCTBEHHOMU
Brnactu Poccuiickoii ®enepaiiv, WHbBIMU (PeAepabHBIMU TOCYJaPCTBEHHBIMU
opraHamu, OpraHaMu TOCYJapCTBEHHOM BiacTH cyOBeKkToB Poccuiickoii
®enepanuu, [IUK Poccum, wu3OuparenbHOM  KOMHCCHEW, YKa3bIBAIOTCS
HAaNMEHOBAaHHWE BHJA JTOKYMEHTA, HAUMEHOBAHHWE OPraHa, M3JABIIETO JOKYMEHT,
JaTa TMPUHATHAS WIM YTBEP)KIEHUS JOKYMEHTa, €r0 PErMCTPAalMOHHBIM HOMED,
a TAKXe 3aroJIOBOK JOKYMEHTA, 3aKJIIOUEHHBII B KaBBIYKU.

[Ipu ynorpebieHuu B TeKCTe (pamMUIIMii UL MHULKAJIBl YKa3bIBAIOTCS MOCIE
bamunuu.

TexkcTbl JTOKYMEHTOB OOJbIIOTO 00beMa, Hampumep, HHCTPYKLHA,
METOOMYECKUX PEKOMEHAAUWNA, MOTYT JEIUTbCA Ha pas3Aeibl, NOAPA3LAEIbI

U TIYHKTHI, KOTOPbIE HyMEPYIOTCS apaOCKUMH IUPpaMu, HapuMep:

1. Pa3snen
1.1. IToppaznen
1.1.1. ITynkr

AG3a11bl BHYTpH MYHKTOB HE HYMEPYIOTCSL.

B nucbMax UCmonb3yroT ciaenyromnme GopmMbl U3I0KEHUS:
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or l-ro mmma MHOXectBeHHOoro uymcina («IIpocum  HampaBUTB

uHpopMaluio...», «Harmpasisiem Ha 3aKiII0OU€HUE TPOCKT...» U IP.);

OT 3-r0 JHlia eAMHCTBEHHOTO Yncia («u30uparenbHas KOMUCCHS HE CUUTACT
BO3MOXXHBIM...»,  «M30uUpaTellbHasi  KOMHCCHUS  Tpe/uiaraeT  pacCMOTPETh
BO3MOXHOCT...»);

Ha ONaHKaxX MOJHKHOCTHBIX JIMII — OT l-ro juIla eIWHCTBEHHOTO YHCIa
(«ITpomry Bac mpencraBuTh gaHHBIE 0...», «CUNTaI0 BO3MOXKHBIM MPUHATH y4acTHE
B...»).

I'padbbl ¥ CTpoKHM TaONUIBI AOKHBI MMETh 3arojIOBKH, BBIPAKCHHbBIE
CYIIECTBUTEIFHBIM B HWMEHUTENbHOM manaexe. [lomzaronoBku rpad u CTpok
JOJDKHBI OBITh COIJIACOBaHbI C 3arosioBkamu. [IpogomxeHue TabIMIbl HA HOBOM
JIMCTE BCETJla HAYMHAETCS C 3arojoBKOB ee rpad (uiam HoMmepoB rpad B ciyuae,
ecyiv rpadbl TaOIULIBI HA IEPBOM JIMCTE IPOHYMEPOBAHBI).

3.5.17. OT™MeTKa 0 NPUITOKEHHH.

OTMeTKa 0 HAIMYUH TPUIIOKEHUH pacroiaraeTcsi OT TPaHHIIBI JIEBOTO OIS
1oCJIe TEKCTa Mepesi MOAMUCHIO.

CJ0BO «IPHUIIOKEHUE) TeYaTaeTcss B IUHCTBEHHOM HIIM MHOXXECTBEHHOM
YHCJIe B COOTBETCTBUH C KOJIMUYECTBOM MPUIIOKEHUH.

Ecnu JOKyMEHT MMeeT MpUIOKEHHE, Ha3BaHHOE B TEKCTE, OTMETKAa O €ro

Hanuuuu ohopmIIsieTcs Mo ciaeayoniei hopme:

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

Ecan JOKYMCHT HMCCT IIPUIIOKCHHC, HC Ha3BaAHHOC B  TCKCTC,
nin €CIn HpI/IJ'IO)KeHI/Iﬁ HCCKOJIbKO, X HAUMMCHOBAHUA H€O6XOI[I/IMO MNCPEUUCIINTD
IMOCJIC TCKCTAa AOKYMCHTa IICPCA IIOAIIMCBIO C YKAa3aHHMCM KOJIMYCCTBaA JIMCTOB
B KaXXJIOM IPHIIOKCHHUHU W KOJIMYCCTBA OK3CMIUIAPOB, IMPHU HAJIWYHMKU HECKOJIBKHX

MIPUJIOKEHUN UX HYMEPYIOT, HAIPUMED:

[Tpunoxenus: 1. Tlomoxkenune 06 DkcnepTHOM KoMuccuu Ha 15 1. B 1 9K3.

2. IlpumepHas HoMeHKIaTypa Aen Ha 14 1. B 1 3K3.
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Ecin  mpuwiokeHus — cOpOIIIOPOBaHbl, TO  KOJMYECTBO  JIUCTOB
HE YKa3bIBAETCS.
Eciu npunoxeHue HampaBisieTcss HE BO BCE YKa3aHHbBIE B JIOKYMEHTE

azpeca, TO OTMETKa O HAJIMYUU TMPUIIOKEHUs ohopmiiseTcs 1o cienyromiei Gpopme:

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

Ecnmm x pokymeHTy mnpwiaraercss Opyrod JOKYMEHT, TAaKK€ HMEIOIIUN
IPUJIO)KEHUE, TO OTMETKA O HAJIWYMM MPWIOKEHUS OQOPMIISIETCS CIEAYIOLIUM

oOpazom:

[Ipunoxenue: mnuceMo Caskr-lIleTepOyprckoil  HM30MpaTenbHON  KOMHUCCUU
or 15.11.2024 Ne 01-18/450 u mnpunoxxkeHue K HEMY, BCETO

Ha 15 1.
Eciu npunoxenueMm sBiserca 000COOJEHHBIM 3JIEKTPOHHBIA HOCHUTEINb

(KOMHaKT-III/ICK, USb-Q)HGHI-HaKOHI/ITCJIB )51 I[p.), TO OTMCTKAa O HaAJIM4YHUH

MPUIOKEHUST OPOPMIISIETCS CIASAYIONUM 00pa30M:

[Ipunoxenue: CD B 1 3k3.

[Ipu sToM Ha BKJajbIIEe (KOHBEPTE), B KOTOPHIH MOMEIIAETCS HOCUTEID,
YKa3bIBAIOTCS HAMMEHOBAHUSI JTOKYMEHTOB, 3allMCAHHBIX HA HOCUTEIbh, UMEHa
(baiinos.

B pemenusx, mnpukazax € PpacHOpSHKEHUSX CBEJACHUS O HaJUYHUH

HpI/IJ'IO)KeHI/Iﬁ YKa3bIBAlOTCA B TCKCTC, HAIIPHUMCED:

«Pa3paboTath W TpPEACTaBUTh TMPOEKT IUIaHa 10 (dopme, YyKa3aHHOU
B npusioxkeHuu Ne 1.
Wn

«...JICJIaeTCs 3aMUCh B KypHAJ YCTAaHOBIECHHOUW (opMbl (TIpuiiokeHue Ne 2).»

Ecan B JOKYMCHTC, K KOTOpOMY OTHOCHTCA IIPUIIOKCHHC,

OHO HC YTBCPIKIACTCs, a IIPOCTO COACPIKHUTCA CChIJIKA HAa HCTO, TO HA MICPBOM JIMCTC



26
IIPUJIOKEHUS B IIPAaBOM BEPXHEM YIIIy YKa3bIBACTCA, K KAKOMY PELICHUIO

(npukazy, pacnopssKEHHI0) NPWIOKEHUE OTHOCUTCS, a CTPOKHM  MOTYT
LEHTPOBATHCS OTHOCUTEIBHO CaMOM JNIMHHOW CTPOKH, HAIIpUMED:
[Ipunoxenue
K pereHuto Cankr-IletepOyprekoit

n30MpaTebHOM KOMUCCUH
ot 14 suBaps 2025 r. Ne 101-7

[Ipunoxenue
K pacIopsDKEHUIO ITpeacenaTens
Cankr-IleTepOyprckoit n30upaTenbHOM KOMUCCUU
ot 14 mapta 2025 1. Ne 27-pn

[Ipy HamMYuMM HECKOJBKUX NPWIOKECHUI OHM HYMEPYIOTCS, HaIlpuMep,
npunoxenue Ne 1, mpunoxxenue Ne 2 u Tak nanee.

3.5.18. IToamnuce.

B cocraB moamucH  BXOIAT: HAaWMEHOBAHHME  JOJDKHOCTH  JIMIA,
MNOJANMMCABIIET0  JOKYMEHT, €ro COOCTBEHHOpPYYHass MOJNUCh, KOTOpas
opopmiisieTcss CHUHMMH WM YEPHBIMH YEpHWIAMM, PpaCHIM(PpPOBKA MOIIUCH
(MHUIMABI, (PaMUITHS).

Ecnu pgokymeHT odopmisiercs Ha OnaHke uW30UpaTebHOW KOMUCCHUH,
TO PEKBU3HUT BKJIOYAET HAUMEHOBAaHWE JOJDKHOCTH JIMLIA, MOJIMCHIBAIOIIETO
JOKYMEHT, €ro JHWYHYI TOANKHCh, PACIIMPPOBKY TOANHCH (MHULUAIBI

U (haMUITUIO0), HATIPUMED:

Hpezlcez[aTenL IIOAIINCH HMHHUIIHUAJIbI, (baMI/IHHH

Ecnu OJKHOCTHOE JMIO, MOANKMCH KOTOPOrO 3aroTOBJIIEHA HA IIPOEKTE
JIOKyMEHTa, OTCYTCTBYET, TO JOKYMEHT MOANMUCHIBAET €r0 3aMECTUTEb UM UHOE
JMIO0, UCHOJHSIomEe ero o0s3aHHOCTH. [Ipyu 3TOM 00s3aTeNnbHO YKa3bIBAIOTCSA
dakTUyeckass JOJDKHOCTh JIMIIA, IOJMUCABIIET0 JOKYMEHT, €Tr0 WHHIIAAJIbI
U hamMuus.

He AOITyCKacTCA IIoAIMMChIBATD JOKYMCHTBI C npeajIorom «3an
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HJIA IIPOCTABJICHUCM KOCOH 4CpPThI NIEPpEa HANMCHOBAHHUEM TOJIZKHOCTH.

Ecmu noxymenT odopmisieTcs Ha OllaHKe Tpeacenaresss n30upaTeabHOU
KOMHUCCHH, 3aMECTUTENId Tpeacenareis u30upaTelbHOM KOMHCCHH, CeKpeTaps
n30MpaTeTbHOM KOMHUCCHH, TO TOJDKHOCTh HE YKA3hIBACTCH.

Ecmu nokymeHT odopmiisieTcs: He Ha OJaHKE, TO PEKBU3UT COJCPIKUT ITOTHOE
HAUMEHOBAaHMWE JOJDKHOCTH JIMIA, TIOJIMHUCABIIETO JOKYMEHT, €ro JIMYHYIO

HOJIUCH, PACHIU(PPOBKY MOIMUCH (MHUIIUAIBI H (PaMUITUIO), HATIPUMED:

3amecTuTeNb npeaceaaTens
Cankr-IleTepOyprekoii
M30UpATEIILHON KOMUCCUU MOJIHUCH WHULMAIBI, hamMuIus

HpI/I MoANMCAHMKN AOOKYMCHTAa HCCKOJBKHMH JOJDKHOCTHBIMH JIMIAMHA
HUX TIIOAIIMCH pacliojJararoTcsa oJHa II0J z[pyroﬁ B IIOCJICOAOBATCIBHOCTH,

COOTBETCTBYIOIIIEH 3aHMMaEeMOM JOJKHOCTH, HAllPUMED:

[Ipencenarens MOJIHNCH WHULHAIIB, (haMIITHs

['maBHBIN OyxTanTep MOJIIKCH WHUIMAJBI, (haMUIIns

HpI/I moAInnMCaHn JOKYMCHTA HCCKOJBKMMH JIMOAMH, 3aHHUMArOIIUMH

PaBHBIC JOJIZKHOCTH, UX ITIOAIIMCH PAaCIIOIararoT Ha OJHOM YPOBHC, HAIIPUMCP:

HauvansHuk Hauvansnuk
IOpuanueckoro ynpasieHus Oprasu3almoHHOTO yIPaBIEHUS
annapara Cankt-IlerepOyprekoit annapara Cankt-IlerepOyprekoit
n30MpaTenbHOM KOMUCCHH n30MpaTeNbHOU KOMUCCHH
HNOJANUCh MHULIKAMIBI, (paMUIns HNOJMUCh WHULHUANbI, PaMUINs

B nokymeHTe, moAroTOBIEHHOM KOMUCCHUEN, TOANMCH PACIIONAraloTCs OHa
nox npyroii. [lepBrIM yKa3bpIBaeTCs MpeCeaTelhb KOMUCCUH, a (aMUJITUU YICHOB

KOMHCCHUHU PACIOJIaratoTcs B ajaBUTHOM TMOPSIIKE, HATIPUMED:

[Ipencenarens koMuccuu MIOJIITUCH WHULHABI, (DaMUIIHS
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YJieHbl KOMUCCHUH IIOAIINCH HMHHUIIHUAJIbI, (I)aMI/IJ'II/IH
IIoAIMnCh HWHHUIIUAJIbI, ClJaMI/IJII/ISI
IIOAIINCH HMHHUIIHUAJIbI, (I)aMI/IJ'IHH

Ecnu mokymMeHT cocTaBlieH Kak mIpujaraeMas K OCHOBHOMY JTOKYMEHTY
cIpaBKa uin uH(opmalus, To oH opopMIIsIETCs: B COOTBETCTBUU € MMyHKTOM 3.5.17
WuCcTpyKIIMKM, a BMECTO TOJMUCH TMOJ TEKCTOM JOKYMEHTa, KakK MpaBuio,
YKa3bIBA€TCS HA3BaHME COOTBETCTBYIOLIETO CTPYKTYPHOTO  MOApa3/IeICHHUS
anmapara M30MpaTeIbHONM KOMHUCCHMH, B KOTOpPOM TMOJATOTOBJIEHA CIIpaBKa
WM UH(POPMALIHSL.

3.5.19. OTmeTKa 00 2JEKTPOHHOMN MOAIHCH.

[IpocraBisieTcst Ha BU3YaIM3UPOBAHHOM AJIEKTPOHHOM JIOKYMEHTE B MECTE
pacmoIoX)eHUs] COOCTBEHHOPYYHOM TOAMUCH AOKHOCTHOTO JIUIA B JOKYMEHTE

Ha 6YMa)KHOM HOCHUTCIJIC, HAIIPUMCDP:

CereTapB ACTAGGEBA EXATEPYIHA BUCTOPOBHA
C ald KT_HeTep 6yp TCKOH ACTA¢ b E BA ETFL{Z';{ET;:T%{?Q:‘;{%K“
KOMMOCHMA. SNTLS= 1 408268034
N30MpaTebHOM EKATEPUHA G-EXATEPYHA BACTOPOBHA 1-ACTAGGERA
BUKTOPOBHA &tioiientass
KOMUCCUH 0800201233 479709 E.B. AcrtadbeBa

DJIeMEHThl OTMETKU 00 AJEKTPOHHON MOAMUCH JOJDKHBI OBITh BUANUMBIMU
Y YUTAEMbIMU MPU OTOOPAKEHUU JTOKYMEHTA B HATYPAJILHOM pa3Mepe.

DONeMEHThl OTMETKH 00 AJIEKTPOHHOM TMOJIUCH HE JOJIKHBI MEPEKPHIBATHCS
WJIU HAKJIAJIBIBAThCS APYT HA Apyra.

DOneMEeHThl OTMETKHM 00 D3JIEKTPOHHOW IMOJIUCH HE JOJDKHBI MEePEKpPhIBAThH
AJIEMEHTHl TEKCTa JOKYMEHTa W JpPyTrHe OTMETKH OO0 DJIEKTPOHHOM TMOAMUCH
(Mpy HATTUMYHHN).

B cnydae, ecnm »SneKTpOHHAs MOJNUCH COAECPKUT METKY JOBEPEHHOTO
BPEMEHHU, OTMETKa 00 JJICKTPOHHOW MOAMUCH JIOJDKHA 0053aTeNbHO BKIIOYATh
uHOpMAIIMI0O O JaTeé W BPEMEHM TOJANUCAHUS JOKYMEHTAa JJICKTPOHHOMN
MOAIUCHI0. BHENIHNI BUJ METKU JOBEPEHHOTO BPEMEHU M BHELIHHUM BUJ IPOCTON

3J'ICKTpOHHOﬁ moAnrCHu YCTaHABJIMBACTCA JIOKAJIbHBIMHW HOPMATUBHBIMH 4KTaMHU
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WIN TI0 COTJIAIICHUIO CTOPOH TIOKYyMEHTO000pOoTa.

3.5.20. I'pud cornacoBanwus.

CornacoBanue TpoOeKTa JOKYMEHTa C JIPYyTUMHU TOCYAapCTBEHHBIMU
OpraHamMu BJIACTH W OPraHM3alUsMH, UHTEPECHl KOTOPBIX B HEM 3aTparuBaroTCH,
opopmisiercss rpudom cormacoBanus. [IpoekT JOKymMeHTa MOMKET OBITh
corjacoBaH HEMOCPEJICTBEHHO JOJIKHOCTHBIM JIUIIOM, IPOTOKOJIOM
KOJUIETMAJIbHOIO OpraHa WM CIIyKE€OHBIM MHCbMOM.

I'pud cornmacoBaHusi OKyMEHTa B 3aBUCMMOCTH OT BHJA JOKYMEHTa
U 0COOCHHOCTEH ero 0(OPMIICHUS MOXKET IPOCTABISTHCS:

Ha TIEPBOM JIUCTE JIOKYMEHTa B JIEBOM BEPXHEM YIJIy Ha YpoBHE Tpuda
YTBEPKJICHUS UJTU TI0]T HAMMEHOBAHHUEM JIOKyMEHTA OJIMKE K HHYKHEMY TI0JTI0;

Ha MOCJIETHEM JIUCTE TOKYMEHTA MOJT TEKCTOM;

HAa JINCTE COIIACOBAHUS, SIBJIIOIIEMCS HEOTHEMIIEMOM YaCThIO JOKYMEHTA.

I'pu¢d cornacoanusi coctoutr u3 cioa COI'JTACOBAHO (0e3 kaBbIuEK)
IPONUCHBIMUA OyKBaMH, HAUMEHOBAHUS JIOJDKHOCTH JIMIA, KOTOPBIM COIJIaCOBaH
JOKYMEHT (BKJIIOUas HAaUMEHOBAaHUE OpraHM3allM), €ro COOCTBEHHOPYYHOU
noAnucu (npu ohOpMIICHUU Ha OyMa)KHOM HOCHUTEIIE), pacIIMPPOBKH TMOAINUCH

(vHUIMANBI, (PaMUJTUS) U IaThl COTJIACOBAHMSI, HATIPUMED:

COI'JTACOBAHO
Havanpauk FOpuaudeckoro yrpaBieHHs
anmapara Cankr-IleTepOyprckoit
N30MpaTeIbHON KOMUCCHH
MOANUCh WHHUIMANIBI, (haMIITHS
naTa

Ecnu coriacoBaHwe  OCYHIECTBISICTCS  MPOTOKOJOM WM  THUCHBMOM,
T0 cnoBo «COI'JTACOBAHO» nonyckaercsi COOTHOCUTh C HAMMEHOBAaHHUEM BHUA
JIOKYMEHTA («COT'JTACOBAHAY, «COT''TACOBARY) odopmIsieTcs

CJIETYIOITUM 00pa3oM:

COI''TACOBAHO
IIPOTOKOJIOM 3aCEIaHUs
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aTTECTAlMOHHOW KOMHUCCUHU
Canxkrt-IletepOyprckoit

N30MpaTeIbHON KOMUCCHH
ot 14 despans 2025 . Ne 16

Wi (MHCTPYKIIHS)

COI'JTACOBAHA
nucbMoM PocapxuBa
ot 25 mapta 2025 1. Ne 4-15/46

3.5.21. Buza.

BHyTpeHHee coriacoBaHue MpOEKTa JOKyMEHTa O(OpMIISIETCS BH30M.
CornacoBaHue MNpOEKTa JOKYMEHTa MOXKET OCYIIECTBIATHCS cpenactBamu [1]],
CO/Ll «/lemo». Ilpu corimacoBaHuM MPOEKTa JOKYMEHTa Ha OyMa)KHOM HOCHUTEJE
BH3a BKIIIOYAET MOAMUCH BU3UPYIOLIEro, PaciIM(ppOBKY MOANUCH (MHUIUAIDI,
dbammwius) W AaTy, OpU HEOOXOIUMOCTH MOXET ObITh yKazaHa JI0JKHOCTh

BU3UPYIOLLET0, HAIPUMED:

Havaneauk FOpuanueckoro ynpasieHus anmnapara
Cankrt-IletepOyprckoit n30upaTenbHON KOMUCCUU

IIOAIINCH HWHUIIKAJIbI, (baMI/IJ'H/ISI

mara

[Ipu HanmMuuu 3aMedaHuili K JIOKYMEHTY BHU3a OGOPMIIAETCS CIEAYIOIINM

obOpazom:

3aMeuaHus PUJIararTCs

Havanpuuk HOpuandeckoro ympapiieHHs ammapara
Cankr-IleTepOyprckoit n30upaTeIbHOW KOMUCCHH

IIOAIINCH HMHHUIIUAJIbI, (baMI/I.HI/ISI
JdaTta

3amMeuanus n3jararTcia Ha OTACJIBbHOM JIUCTCEC, IMOAITMCBIBAIOTCA

" IIpUIararoTcCsa K 10KyMCHTY.
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JlomyckaeTcst HOJIMCTHOE BUBMPOBAHUE JOKYMEHTOB U IPUJIOKEHUN K HUM.

Ecnu moaiMHHUK TOKyMEHTa OCTaeTCs B M30MPATEbHONW KOMHCCHH, BH3BI
MPOCTABJISAIOTCA B HIKHEM dYacTH OOOpPOTHOM CTOPOHBI TOCIEIHErO JIUCTa
MOJIMHHUKA IOKYMEHTA.

Ha  nokymMeHTe,  MOOMJIMHHUK  KOTOPOTO  TMOMJICKHUT  OTIpPaBKe
13 W30MpaTeIbHOM KOMMCCHH, BU3bI MPOCTABISIOTCS B HW)KHEH YacTH JIMIEBOU
CTOPOHBI TOCJIEIHETO JIUCTA KOMUK OTIIPABIIIEMOTO JOKYMEHTA.

[Topsimok W CpPOKM BHU3HPOBAHHUS IPOEKTOB pEIICHUN H30HUpaTeIbHON
KOMHCCHUH, MPUKA30B U PACIOPSKEHUN TpeaceaaTesnss n30upaTeaIbHOM KOMHUCCUU
YCTaHOBJICH B COOTBETCTBYIOLIUX pazfenax MHCTpyKInH.

3.5.22 Ileuats.

[leyatpb  3aBepsieT  MOMJIMHHOCTh  MOAMUCH  JIOJDKHOCTHOTO  JIMIIA
Ha JOKYMEHTax, YJIOCTOBEPSIONIMX MPEAYCMOTPEHHbIC IPABOBBIMU aKTaMHU
MOJHOMOYHUS JTOJDKHOCTHBIX —JIUIl WU (UKCUPYIOMUX (DAKTHI, CBS3aHHbBIC
C (uHAHCOBBIMU  CpelICTBAaMH, a TakXKe€ Ha  HUHBIX  JIOKyMEHTax,
MpelyCMaTPUBAIOIINX 3aBEPEHUE MOJIMHHOMN MTOIHCH.

[leyatp cTaBUTCS Ha CBOOOJHOM OT TEKCTa MECTE, HE 3aXBaThIBas
COOCTBEHHOPYYHOU MOJIMMCH JOJDKHOCTHOTO Jinma. IleyaTh MOXKeT 3axBaThIBaTh
4acTh HAMMEHOBAHUS JIOJKHOCTH JIUIIA, TTOAUCABIIETO JOKYMEHT.

B nmokymeHTax, MOATOTOBJIEHHBIX HAa OCHOBE YHH(PUIIMPOBAHHBIX
dbopmM, meyaTh CTaBUTCA B MecCTe, 0003HAYeHHOM OTMETKOH «MID» uiam WHBIM
o0Opazom.

3.5.23. OTmeTKa 0 3aBEpEHUN KOIHUH.

Jnsi 3aBepeHUs] COOTBETCTBUS KOINHMM JIOKYMEHTa MOJJIMHHUKY HUXE
pekBuzuta «lloamuce» TpOCTaBIsAE€TCS OTMETKAa O 3aBEPEHUU  KOMUU —
3aBepUTENIbHAs HaAMUCh «BepHO», MOKHOCTh JIMIA, 3aBEPHUBIIETO KOIHIO,
€ro CoOCTBEHHOpPYYHasl MOJMKCH, paciMdpoBKa TMOAMUCH M JaTa 3aBEpPEeHUs,
HarpuMmep:

Bepno
cexkperapb Cankt-IlerepOyprckoit n30uparenabHONH KOMUCCUN
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NOAIHMCh MHUIUAIBI, (paMuIus

Jara

JlommyckaeTcsi 3aBepsATh JTOKYMEHTBI OTMETKON «BepHo» mpocTaBieHreM
mTaMrna ¢ yKa3aHueM  JIOJDKHOCTH  JIMIlAa,  3aBEPUBIIETO  KOMMIO,
ero coOCTBEHHOPYUYHOU MOJIIUCH, pacIu(PpPOBKY MOIMUCH U IaThl 3aBEPEHUS.

B cmywasx, TNpexyCMOTpPEHHBIX  3aKOHOJATENbCTBOM  Poccuiickon
denepaniu 0 BBIOOpax W pedepeHayMax, TPHU 3aBEPCHUHM KOMHMH JOKyMEHTA
TaK)Ke MPOCTABJISICTCS BPEMSI 3aBEPEHHUSI.

[Ipu mepechbUIke KONMUU JOKYMEHTa B JPYrMe OpraHu3alliyd WU BblJaye
€€ Ha PYKU 3aBEpUTEIbHASA HAAMKUCH YIOCTOBEPSETCS COOTBETCTBYIONIEH NEYATHIO.

JIucThl MHOTOCTPAaHMYHBIX KOINHU HYMEPYIOTCA, OTMETKAa O 3aBEpPEHUU
KOMHUM  JIOTIONHAETCS  yKa3aHWeM  KOJMYecTBa JIMCTOB komuu  «Bcero
B KONWH ___ JIUCTOB». Ha KOMUSAX MHOTOCTPAaHMYHBIX JIOKYMEHTOB OTMETKa
O 3aBEpPEHUU KOMHUHM TMPOCTABIAECTCS HAa KaXJOM JIMCTE JIOKYMEHTa
WIM Ha TOCIETHEM JIMCTE MPOIIMTOrO0 WM CKPEIUICHHOTO WHBIM 00pa3oM
JOKYMEHTA.

3.5.24. OTmeTKa 00 UCTIOTHUTEIIE.

OtMmeTka 00 MCHOSHUTENE BKJIIOYAeT B ceOsi haMuiInio, UM U OTYECTBO
(Ipy HAMMYKMKM) UCHOJHUTENSI JOKYMEHTa U HOMEpP €ro ciykeOHoro TenedoHa
C KOJIOM pervoHa (B ciydae HaIlpaBJICHHs] JOKYMEHTa B aJpec H30MpaTesIbHBIX
KOMHUCCHUIM MOXET yKa3bIBaThCsi HOMep ciyxkebHoro tenedona ATCB). Ormerky
00 WCHOJIHUTENIC paclojaraloT Ha JIMIIEBOM WU, TpPU OTCYTCTBUU MECTAa,
Ha OOOPOTHOHM CTOPOHE MOCJEIHEr0 JUCTAa JOKYMEHTa B JIEBOM HW)XHEM YTy
mpudTom 10 MyHKTOB, HATTPUMED:

Cunopos Anekceit [TerpoBuu

(812) 520-94-25
3.5.25 OtmeTka 00 UCIOTHEHUN IOKYMEHTA U HallpaBJIEHUM €T0 B JIEJIO0.
OtrMeTka 00 WCHOJHEHUH JOKYMEHTa W HAaMpaBJICHUU €ro B JIEJIO

BKJIFOYAET CJICAYIONINE JTaHHBIC: KpAaTKUE CBENECHUS OO0 HMCTOJHEHUW TOKyMEHTa
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(mpu  OTCYTCTBUM JOKYMEHTA, CBHJETEIbCTBYIOUIETO 00 HCIOIHEHUH), OaTy

¥ HOMEP MMEIOIIErocs JOKyMeHTa 00 HCIONIHEeHUH, cioBa «B nemnoy», Homep aena,
B KOTOpOM OyJIeT XpaHUTbCA JOKYMEHT, [aTy, MOANUCh HWCHOJHUTENSA
(mpeacenatens, 3aMeCTUTENs  MpeAcenareis, CeKpeTaps) u30HupaTenbHOM
KoMHCCUH (TIpy 0POpMIICHHH Ha OYMa>kKHOM HOCHUTEIE).

3.5.26. UnentudukaTop 3IEKTPOHHON KOIMUH TOKYMEHTA (KOJIOHTHUTYI).

WNnentuduxatop (uMa (aiina Ha MAITHTHOYUTAEMOM HOCHUTEJIE) AIEKTPOHHOU
KOIUU JOKYMEHTa (KOJOHTHUTYJ) MOXKET MPOCTABJIATHCSA B JIEBOM YIUIy HI)KHETO
MOJISL KXKAO0W CTPaHUIIBI JOKYMEHTa MPUGTOM § MyHKTOB, HAIIPUMED:

PC110309K

3.5.27 ttpux-kox (QR-koa) nOKyMeHTA.
[Ipy ucnonp30BaHMM ITPUX-KOAQ, €ro CIEAyeT pa3MellaTb B IPaBOM
HIOKHEM YIJIy TMepBOro Jmcra. Ecmm Mecta HEAOCTaTOYHO, JIOMYCKaeTcs

Pa3MCIICHUC B IIPAaBOM BCPXHCM YIIY HJIK Ha APYT'OM CBO60,[[HOM MCCTC.

4. Oprann3anus pa6oThbl ¢ OTHPAaBJIsAeMbIMH (MCXOASAIINMHU)
AOKYMEHTAMH

4.1. Pabota ¢ oTnpaBiseMbIMU (MCXOSIIUME) U3 U30UPaATEIbHON KOMUCCUU
JIOKyMEHTaMH BKJIFOYAET UX PETUCTPAIUIO, TPOBEPKY MPABUILHOCTH OPOPMIICHUS,
B TOM YHCJIE HAJW4YME€ IMOJIHOIO aJapeca U €r0 TOYHOCTh, HAIMYHUE IOJJIUHHOU
noAnucy (Il JIEKTPOHHOTO JOKYMEHTa — MPOBEPKa MOIJIMHHOCTU JIEKTPOHHOU
MOANUCH), BU3 KOOPJAWHATOPA, MCIOJHUTENS M COMCIOJHHUTENEH, JpPyrux
HEOOXOIMMBIX JIEMEHTOB 0(hOPMIICHUS, YKa3aHHbBIX TIPUIOKEHUM, U OTIIPABKY.

OTBETCTBEHHOCTh 3a MPABWIBHOCTh yKa3aHUs B MUChbME (B TOM 4YHUCIIE
CONPOBOJIUTENIBHOM)  WJIA  CHUCKE  PACCBUIKM  PEKBU3UTOB  MOJIy4aTesst
KOPPECIOHCHIIUA, @ B HEOOXOJMMBIX CJIy4yasX €ro modroBoro (renaerpadHoro)
aJpeca HECET UCTIOJHUTEND JOKYMEHTA.

4.2. OtnpaBka JOKYMEHTOB M3 HW30MpATEIbHOM KOMHUCCHUM  MOJXKET

OCYILECTBISITECA opraHamMu deaepaibHON (Pebaberepckoil CBsI3U, CHeIUaIbHON
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CBSI3BIO, TIOYTOBOM, TenerpadHoil cBsI3bi0, cpeactBamu [1][, mo cucteme M3J10,

ECO/1/1, xananam ¢akCUMUIBHOW CBS3H, AIEKTPOHHON mouToil B cetn MHTEpHET
VI HAPOYHBIM.

Pemienne o crocobe OCTaBKU JOKYMEHTa, a TakKKe O HE0OXOIUMOCTHU
JIOCBUTKMA aJipecary MOJIMHHHMKA JIOKYMEHTa Ha OyMa)KHOM HOCUTEJIE B CIyyae
OTIpaBku AokyMeHTa cpeactBamu [1/], mo pakcumunbHoi cBsa3u, cucteme M3/10,
ECOIJ] win 3neKTpoHHOW MOYTOM B ceTh MHTEpHET NMpUHHMAeT MCHOJHUTEIb
M0 COIJIACOBAHMIO C MpejceaaresieM (3aMecTUTeNIeM MpejceiaTess, CeKpeTapeM)
n30UpaTeabHOM  KOMUCCHMH  (HAYaJbHUKOM  CTPYKTYPHOTO  TOJpa3fiesieHUs
anmnapara U30MpaTeIbHON KOMUCCUH), OTBEYAIOIMM 3a UCIIOJTHEHUE TOKYMEHTA.

4.3. Ilpu opopMieHUH OTHPABISAEMBIX (MCXOASIINX) MHCEM, B TOM YHUCIE
IIpU MTOATOTOBKE IMpoekToB muceM cpeacreamu 1], CO/ «leno» u tenerpamm
UCIIOJIHUTENIb ~ YKa3blBa€T MOJHBIA TOYTOBBIM (BKJIIOYas HHIEKC) aJpec
OpraHu3alyy JU00 rpakJaHuHa.

4.4. OtnpaBnsieMple  (MCXOASIIME)  JOKYMEHTBI  MOTYT  TOTOBHTHCH,
COTJIACOBBIBAThCA M moAnuchiBaThes cpeactBamu 1111, CO I «Jlenoy.

HNcxopsamme nuceMa, B TOM YHMCIE OTBETHl HAa BXOMSIIME TOKYMEHTBHI,
oopmileHHBIE B COOTBETCTBUU C TpeOoBaHUSIMH WHCTpYyKLWHU, HaMpaBiIsIOTCS
3a NOMIMCBIO  mpexacenarens  (3aMecTUTENs  IpeAceaareiiss, CeKperaps)
n30MpaTebHOM KOMUCCUM Ha COOTBETCTBYIOIIMX OJaHKaX yCTAHOBIEHHOH (hOpPMBI
(Ipu TIOATOTOBKE HMCXOMAMIMX JTOKyMeHTOB cpenactBamu I[I1JI, COJ «emo» —
COOTBETCTBYIOIIMX AJIEKTPOHHBIX 1IA0JIOHAX OJJAHKOB JOKYMEHTOB).

4.5.1lpu odopmieHurn Ha OyMaXHOM HOCHUTENEC MOJNUCAHHBIE MHUChMa
U TeJNerpaMMmbl BMECTE€ C KONUSAMHM, 3aBU3UPOBAHHBIMH  HCIIOJHHUTEIIEM,
OTBETCTBEHHBIM 32 MCIOJHEHUE, COUCIIOJHUTENSAMHU (TIPOEKThl TUCEM MOTYT OBITh
cornacoBanbl cpeactBamu 1] u COJ1 «Jleno», B 3TOM ciiydae JUCT COTJIACOBAHUS
pacrieyaThiBaeTCsl M MPUKIAJBIBAETCA K JIOKYMEHTY), MEpPEeAaroTcs B OTKPHITOM
BUJI€ JUIA PErUCTpalMd W  OTHPAaBKUM  OTBETCTBEHHOMY 33  BEICHHUE
JEJIONPOU3BOCTBA.

JIOKyMEHTBI, colepKalllie BOIPOChl ()MHAHCOBOTO XapakTepa, JAOJKHBI
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OBITh 3aBU3MPOBAHBI TJIABHBIM OyXTraJITeépoM U30UpaTeIbHON KOMUCCHH.

Ecnu otmpaBnsemplii  (MCXOnsmuil) JTOKYMEHT Ha OyMaXHOM HOCHUTEINE
SBJISIETCSI OTBETOM Ha BXOJSIIUN JTOKYMEHT, UCHOJHUTEIh JIMOO OTBETCTBEHHBIN
32 BEJIECHHE JEJIONPOU3BOACTBA MPUOOUIAET MOIMHHUK BXOJSIIETO JTOKYMEHTA
K KONWHU OTIIPAaBIIEMOr0 JOKYMEHTa, ocTrawpuieiics B xene. [Ipu moaroroske
npoekTa ucxonsmero aokymenta cpeactBamu IIJ[, CO/ «/lemo» wucnoaHUTENb
JIOJDKEH CHIENIaTh CBSI3KY C BXOJAIIMM JOKYMEHTOM, IOCIYXXKHBIIMM OCHOBaHUEM
JUIS1 TOATOTOBKYU UCXOJSIIETO MUChMa.

4.6. C ucnons3zoBanueM IIJ[, COJl «Jleno» AOKyMEHTaM NpPUCBAaUBACTCA
VCXOISIIMN PErMCTPAllMOHHBIN HOMEp, KOTOPBIM COCTOMT W3 HWHJIEKCa Jena
II0 HOMEHKJIAType ZIe] ¥ IOPSAKOBOIO HOMEpPA JOKYMEHTA, pPa3lelICHHbIX KOCOU
yepTol. McXomsmuil perucTpauMoOHHbIA HOMEpP YKa3bIBAETCS TAKKE HAa KOIHH
JIOKYMEHTa, OCTAIOLICHCA B JIETIE.

[Ipu peructpauuu ucxonsmero gokymenta B PYK o0s3atenbHO BBOIATCS
CIEAYIONINE PEKBU3UTHI: JaHHble 00 anpecare (dhamuiaus, UMs, OTYECTBO
(mpu Hanmuyuu) (U3MYECKOrO JIMIa WIM HAaMMEHOBaHHE OpraHU3alluy,
MECTOHAXO0XJACHUE IMOIy4aTesi), a TAKKE HOMEHKIATYpHBIA 3arojioBOK, KpaTKOe
COZIEp’KaHME JTOKYMEHTA, KOJWYECTBO JMCTOB OCHOBHOI'O JOKYMEHTA WM JIMCTOB
IIPUIIOKEHMUS, KOJINYECTBO DK3EMILIAPOB, HCIIOJIHUTEIb JOKYMEHTA,
€ro COMCIIOJIHUTENH, a TAK)KE KEM OH MOJINMCAH.

IIpu peructpanuu ucxojsmero nokymMeHta B PYK HeoOGxomumo caenath
CBSA3KY C BXOJSUIUM JOKYMEHTOM (€CJIM TaKOBOW UMEETCH ).

[Ipu oTnpaBke MAOKYMEHTOB Ha OyMaXHOM HOCHTENE, TOAIUCAHHBIN
U 3apErUCTPUPOBAHHBIN JOKYMEHT CKAaHUPYETCS M €ro JJIEKTPOHHAas KONUs
npucoenunsiercss K PYK oTBEeTCTBEHHBIM 3a BeICHUE JIEJIONPOU3BOICTBA.

4.7. OtpaBKa HUCXOISIIMX JOKYMEHTOB, IOJINUCAaHHBIX Ha OyMaXHOM
Hocutelsie, cpeacrBamu  [IJ]  OCyIIecTBIsIeTCSs OTBETCTBEHHBIM 33 BEICHUE
JETONPOU3BOJCTBA.

B ostoM cnywae mocne peructpauuu 3JEKTPOHHBIM 00pa3 JOKyMEHTa

npucoenunsercas k PYK u ornpasnsercs B ¢popmare pdf, npu HeoOxonumocTu
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OPUJIOKEHUSI K JOKYMEHTY OThpaBisiiorcss B (opmarax docx, xIsx u uHBIX

dbopmarax.

[Ipu mnoaroroBke MAOKyMeHTOB cpeactBamu IIJI ¢ wucnons3oBaHueM
AIIEKTPOHHOM MOJNUCH MOCJE TMOANUCAHUS TOKYMEHTHI MOTYT aBTOMAaTHYECKH
peructpupoBathcss U HampasisaThess B LIUK Poccuu, uzbuparenbHbie KoMuccUU
cyorektoB Poccuiickoit ®epepanuu, OUU npu [HUK Poccun, PLHOUT
pu UK Poccun, TEPPUTOPUAIIBHBIC n30upaTesbHbIE KOMHUCCUU
B Cankrt-IlerepOypre (nanee — TUK).

[lonnuHHBIE AOKYMEHTHI MO BompocaMm (HOpMHpOBaHHUS H30UpaATETbHBIX
KOMHUCCHUWA U OCYIIECTBIIEHUSA UX (PMHAHCUPOBAHUS, HArPAXIACHUS U MOOLIPEHHUS
YJIEHOB U pPaOOTHMKOB ammapaToB HW30MpaTelIbHBIX KOMHCCHH, CBEIEHUS
O YHCJICHHOCTH U30upaTesel, yuacCTHUKOB pedepeHayMa B 0053aTeIbHOM MOPSIAKE
Harnpasisitores B [IUK Poccun opranamu ¢enepanbHoil denbaberepckon cBsizu
WJIM TIOYTOBOU CBSA3BIO.

WNuble noxkymeHThl MOryT ObITh oTmpasieHsl B LMK Poccum opranamm
benepanbHON (ETbABErepCKON CBA3M WJIM IOYTOBOM CBSI3bI0 MO YKa3aHUIO
npeacenaTens  (3aMecTUTENs  IpejaceaaTeNs, — CceKkperapsi)  u30uparesbHOU
KOMUCCHH.

4.8. HanpaBieHue mo 3J€KTPOHHOW mouTe B ceTh VHTEpHET M KaHallaMm
(aKCUMWIBHOW CBSA3M JTOKYMEHTOB OCYILECTBIIAETCS OTBETCTBEHHBIM 32 BEACHHE
JIEJIONPOU3BOCTBA MIOCIIE UX PETUCTPALINH.

49.1lpu ortnpaBke TelerpaMmbl  Oojiee YeM B UEThIpe ajpeca
OTBETCTBEHHOMY 3a BEJICHUE JIEJIONPON3BOCTBA MIPENOCTABIISACTCS
ee o(OpMJICHHBIN MOJJIMHHUK, KOMUS U JIBa SK3EMIUIsApa MOAMMCAHHOTO CIIHMCKa
pPacChUIKM C YyKa3aHUEM TMIOJHBIX IOYTOBBIX (BKJIIOYAsl TOYTOBBIA HWHJIEKC)
aZpecoB.

4.10. Ilpu ormpaBke muchbMa 0oJjiee YeM B YETHIpE aApeca HMCIOJHUTENb
COCTaBJISIET CIHCOK PACCBUIKM YCTaHOBJIEHHOW QopMbl (mpuioxenue Ne S),
KOTOpPBI  MOANMCHIBAETCS  MpeacelaTeneM  (3aMeCTUTENEM  IpeacenarTess,

CEeKpeTapeM) H30upaTeIbHON KOMHCCHUU W HCHoJHUTeNleM. [IMCbMO W CITUCOK
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PAaCCbUIK  IICPCHAA0OTCA  OTBCTCTBCHHOMY 34  BCIACHHC  ACJIOIIPOM3BOJICTBA

s peructpanuu. llocie peructpanuu nuchbMa OTBETCTBEHHBIM 3a BEACHUE
JIeJIONPOU3BOJICTBA  TUPAXKUPYET €ro U oThnpasiser. Ilpu moarortorke,
COTJIACOBAHUM W MOJNHCAHUU MHceM cpenactBamMu 1] criMCcOK pacChIKUA Takke
roroButcsi cpenactBamu IIJ[, u Bech KOMIUIEKT JIOKYMEHTOB HAaIpaBISCTCS
OTBETCTBEHHOMY 3a BEJICHHE JICJIONPOU3BOJICTBA JJIsI TIOCIICIYIONIECH OTIIPABKHU.

Ecnim mmceMo HampaBmsiercss He Oojee dYemM B 4ETBIpe  ajpeca,
TO TIOAMUCHIBACTCS KaXbIN IK3EMILIISP.

Ecnu oanomy u ToMy ke ajpecaTy HampaBisilOTCS OJHOBPEMEHHO
HECKOJIbKO JIOKYMEHTOB, TO OHH MOTYT KOMIUIEKTOBAThCS B OJWH KOHBEPT,
Ha KOTOPOM TIOCII€ aJpeca [MOojJydaresis MPOCTaBISIIOTCA — MCXOISAIIUE
pEerucTpalMmoOHHbIE HOMEPA BCEX BIIOKEHHBIX JIOKYMEHTOB.

4.11. OtnipaBKka JTOKYMEHTOB MIPOHM3BOJUTCS OTBETCTBEHHBIM 3a BEJCHUE
JIEJIONPOU3BOJICTBA €XEAHEBHO B 4Yachl pabOThl HM30MpaTEIbHONW KOMUCCHUU,
KPOME€ BBIXOJHBIX U HEPaAOOUMX MPa3THUYHBIX JHEH.

[Topsimok OTMpaBKU MCXONAIIMX JOKYMEHTOB IOCIIE€ OKOHYaHUsI paboyero
JIHA, B BBIXOJAHBIE M HepaOoyue Npa3JHUYHbIC JHU, B MEPUOJ MOATOTOBKH
U TIpOBeJIeHUs M30UpaTeNbHBIX KaMITaHWi, KaMIaHuil pedepeHayma mo Bonpocam
MOATOTOBKM M TPOBEIEHUS JTUX BBHIOOPOB, pedepeHaymMa Oompenensercs
npejaceaaTerneM n30UpaTesIbHOM KOMUCCUH, B Clydae OTCYTCTBHS MpeaceaaTesist —
3aMeCTHUTEINIeM IpeiceiaTeNs, CEKpeTapeM U30MpaTebHON KOMUCCHUH.

4.12. JIOKyMEHTBI C OTMETKOM O CPOYHOCTH IOCTaBKH «BecpMa cpodHO»
u «CpouHo» o(OpMISIIOTCS HE3aMEIJUTEIbHO, OTHPABJSIOTCS B TOM YHCIIE
cpeactBamu [1JI, ECOJI/], MOJIO w/unu nepenarorcs B OoTaeA (GeabIberepcKoi
CBSI3U JUIsl IOCTABKU B MEPBYIO OYEPE/lb B COOTBETCTBUU C TPaPUKOM MapIIpyTOB
benpaberepeil.

4.13. JlokyMeHTbl 0€3 OTMETOK OQOpPMISIOTCS IO MeEpe MOCTYIUICHHUS
OTBETCTBEHHBIM 3a BEJEHHUE JACJIONPOU3BOJACTBA M OTIPABISAIOTCSA, B TOM YHUCIE
cpenctBamu 111, ECOIOJI, MDOJIO w/mam mepemaroTcs B OTIEH JOCTaBKHU

dbenbaberepcko  CBsA3M, TJ€ OTIpPaBKa OCYIIECTBISIETCS B COOTBETCTBUU



38
C rpa(pKOM BBITIOJIHEHUS (ENbIBETePCKUX MAPIIPYTOB B ONTUMAJIbHBIE CPOKH.

4.14. JlokyMEHTbI, HampaBiIIEeMble TIpaXJaHaM IO [OYTOBOMY aJIpecy,
yKa3aHHOMY B oOOpallleHWd, M OpraHu3aiuusM IO IOYTOBOMY  aJpecy
WIN IOPUINYECKOMY aJpecy (B cllydae €ciu IOYTOBBIA aJpec HEU3BECTEH),
OTIIPABJISIFOTCSL  4Yepe3 IOYTOBOE OTAEICHUE CBA3M MPOCTBIMU IOYTOBBIMU
OTIIPaBJICHUSAMH, IEHHBIMHU WM 3aKa3HbIMU [TMCbMaMH.

4.15. OrnpasisieMble (ucxopsmue) JNOKYMEHTBI, odopmIiIeHHbIE
C HapylmeHueMmM TpeOoBaHui WMHCTpyKIMM, K OTIpaBKE HE NPUHUMAIOTCS
M BO3BpALIAIOTCS  HCIOJHHUTENsIM Ha  gopabotky. Koppecnonaenmus
HECIYK€OHOro  Xapakrtepa, B TOM YHCIE JIMYHAs1 KOPPECIOHICHIUS,
XyHAOXKECTBEHHasi, ydeOHas, Hay4yHas W UHAs JIMTEpaTypa, MEPUOJUUYECKUE
U3J1aHUs, K OTIIPaBKE HE PUHUMAETCS.

4.16. Konun uCXOQMIIMX JTOKYMEHTOB, O(GOPMIIEHHBIX Ha OyMa)KHOM
HOCHUTEINIC, COJEp)Kalllue€ BHU3bl, IOMEHIAIOTCA B JIEI0 B COOTBETCTBUU

C HOMEHKJIaTypo J1e1 U30MpaTebHOl KOMUCCUU.

5. Oco0eHHOCTH PadOTHI € IJIEKTPOHHBIMHU TOKYMEHTAMH

5.1. DneKTpoHHbIE JTOKYMEHTHI SBISIOTCS O(PHUIIMATBHBIMUA JOKYMEHTAMH.
DNeKTpOHHBIC JOKYMEHTBI CO3MaloTcsi, oOpabatkiBatoTcst u xpaHstcs B I1]],
Co «Heno», ECOAHA, MB3/I0O. ®duHaHCOBBIE AIEKTPOHHBIE JOKYMEHTHI MOTYT
CO37aBaThCd W  XPaHUThCS B  TOJACHCTEME  YIpaBieHuss  (uUHAHCAMH
['ocynapcTBeHHOM aBTOMAaTH3UpOBaHHOW cuctembl Poccuiickorn ®denepanun
«Bp160ope (nanee — [IY D).

5.2. DNEKTPOHHBIA JOKYMEHT JIOJDKEH OBbITh odopmiieH 1o o0muMm
npaBWJaM  JICJIONPOM3BOJICTBA W HUMETh  PEKBU3HUTHI,  YCTAHOBJICHHBIC
JUTSI aHAJIOTHYHOTO JJOKYMEHTa Ha OyMa>KHOM HOCHUTEJE.

5.3. B u30upatenbHON KOMUCCHUU UCIOJIb3YIOTCSI AJIEKTPOHHBIE IOKYMEHTHI,
a TakXKe OJJIEKTPOHHbIE 00pa3bl JOKYMEHTOB, TIOJyYEHHbIE B pe3yibTaTe
CKaHMPOBaHUS JOKYMEHTOB Ha OyMakHOM HocuTelne W xpausumecs B I1]1,

COJ1 «/lenow», ECOIJT, M3 10.
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5.4.Jlnd TOATBEpKAEHUSA TMOIMHHOCTA IIPU INEpenaye 3IEKTPOHHBIX

JIOKyMEHTOB B JIPyTH€ TOCYMAapCTBEHHBIE OpPTaHbl, OpraHbl MyOJIMYHON BIIACTH
dbenepanpHoit Tepputopun «CHUpPHUYC», OpraHbl MECTHOTO CaMOYIIPaBJICHHS,
OpraHu3alysaM W TpaxJIaHaM JIOKYMEHTBl MOTYT 3aBEPATHCS SICKTPOHHOU
MOAMKUCHIO JIOJPKHOCTHOTO JIMIIa H30MpATeIbHOM KOMHCCHUM, ITOJIHCABIIETO
JIOKYMEHT, B COOTBETCTBUU ¢ DenepaibHbIM 3akoHOM oT 6 ampensa 2011 roma
Ne 63-D3 «O0 371€KTPOHHOM MOAITUCHY.

5.5.1lpu 00paboTke, pacCMOTPEHHH, COIJIACOBAaHUM U  TOJNUCAHUHU
ANEeKTpOHHBIX  JokymMeHtoB B IIJI, C3J[ «/leno» BO  BHYTpeHHEM
JIOKYMEHTOOOOpPOTE MOTYT HCIOJb30BAThCSI CIIOCOOBI MOATBEPKACHUS ICHUCTBUIMA
C DJIEKTPOHHBIMM JOKYMEHTAMH, [PU KOTOPBIX DJIEKTPOHHAS  IOJIKCH
HEe wucnosib3yercsa. MpaeHtudukamus JODKHOCTHOTO JIMIA  MPOU3BOIAUTCS
o ero yuetHoi 3anucu B [1[], COJ1 «/lemo» 1160 MOXKET UCIIOIB30BaAThHCS MPOCTast
AJEKTPOHHAA TMOANUCH. Takke MpocTas JJNEKTPOHHAA TMOAINUCH  MOYKET
WCIIOJIB30BaThCA IIPU HANPABJIECHUU AJEKTPOHHBIX AOKymMeHTOB B I[UK Poccumn,
u30upatenbHble KomMuccuu cyobekToB Poccuiickoit @enepanuu, O mpu UK
Poccun, PLHOUT npu LUK Poccun, TUK.

5.6. CoctaBnenue, opopmMiIeHHE M COTJIACOBAHHME IMPOEKTOB AIICKTPOHHBIX
JIOKyMEHTOB ~ OCYIIECTBJISIETCST 1O OOIMM TpaBWjaM JIeJIONPOU3BOJICTBA,
YCTAHOBJICHHBIM B OTHOIICHUH AHAJIOTMYHBIX JIOKYMEHTOB Ha OyMaKHOM
HOCHTEIIE.

5.7. llepeueHb NTOKYMEHTOB, CO3[aBA€MbIX, XPAHUMBIX MU HCIOJIb3YEMBIX
UCKJIIOYUTEILHO B (opMe  DJIEKTPOHHBIX  JIOKYMEHTOB,  YTBEP)KIaeTCs
npejcenareaeM n30upaTeibHOM KOMUCCHHU.

5.8.Ilpuem u oOTHOpaBKa »SJIEKTPOHHBIX JOKYMEHTOB OCYIIECTBISIOTCS
OTBETCTBEHHBIM 3a BEJICHUE JACJIONPOU3BOJICTBA, TAKXKE MOXKET OCYILIECTBISATHCS
aBTOMATHUYECKasl OTIpPaBKa JIOKYMEHTOB, MOIINUCAHHBIX IPOCTOM 3JIEKTPOHHOMU
noanuckio cpeactBamu [1/] B [IUK Poccun, nzbuparenbHbie KOMUCCHHN CYOBEKTOB
Poccuiickoit ®eneparuu, ®ILU npu LUK Poccuu, PLIOUT npu LUK Poccun,
THUK.
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5.9.1lpu nonydyeHuu >aeKTpoHHBIX JokymeHToB u3 LMK Poccun,

u30uparenbHbIX KoMuccuii cyonextoB Poccuiickoit @enepanuu, O npu LUK
Poccun, PLHHOUT mnpu LUK Poccum um THUK noanucaHHbIX 3IEKTPOHHOU
IOANMCHIO, OTBETCTBEHHBIM 3a BEACHUE JACJIONPOU3BOJACTBA OCYIIECTBIISET
MPOBEPKY JNEHUCTBUTEILHOCTU 3JIEKTPOHHOU NOANUCHU cpeacTtBamu I1]1.

5.10. DnekTpoHHbIE AOKYMEHTBHI, HallpaBisieMble B (eaepajbHble OpraHbl
TOCY/IapCTBEHHOW BJACTH, OpraHbl TOCYJapCTBEHHOH BIACTH CYOBEKTOB
Poccuiickonn @enepauiii M HHBIX TOCYJAPCTBEHHBIX OpPraHoB, a TaKXKe
opranm3anuii mocpenactsoM cuctembl ECOJIJ, MB3IO moryt ObITH 3aBEpeHBI
YCWJICHHOW KBAJIM(PUIIMPOBAHHON MOAMMUCHIO TOHKHOCTHOTO JIMIA, MOAMUCABIIETO
JIOKYMEHT.

5.11. Ilpu BItOYEHUU HJIEKTPOHHBIX AokymeHTOB B IIJ[, COJIl «emo»,
ECOI1, MO0 dopMupyIOTCS pEeTUCTPAIIMOHHO-YUETHBIE JIaHHBIE O JIOKYMEHTE,
00ecCleunBaoIINe YIpaBiIeHUE JOKYMEHTOM, B TOM YHCIE €ro MOUCK, JOCTYII
K JOKYMEHTY, KOHTPOJIb, XpPaHEHUE U UCIOJIb30BaHue (npuitoxxenue Ne 7).

5.12.1lpu  mepemaye  MOCTYNUBIIMX  DJIEKTPOHHBIX  JIOKYMEHTOB
Ha pAcCMOTPEHHE TpelCceaTeNto (3aMECTUTENI0 Ipeacenaress, CEeKpeTaplo)
n30UpaTebHOW  KOMHCCHHM,  HANpaBlI€HWW  DJIEKTPOHHBIX  JIOKYMEHTOB
WCIIOJTHUTENSIM, OTIIPAaBKE M XPAHEHHUH 3JIEKTPOHHBIX JTOKYMEHTOB BMECTE C HUMU
nepeaaroTcs (HanpaBIIAIOTCS, XPAHATCS) UX PETUCTPALIMOHHBIE IaHHBIE.

5.13. Eaqununel ydeta 3JIEKTPOHHOTO JOKYMEHTA SIBIISIETCS AJIEKTPOHHBIN
JIOKYMEHT, 3apeructpupoBanubiii B [111, CO /I «leno».

OJIEKTPOHHBIC JOKYMEHTBI, HMMEIOIINE TPUIIOKEHUS, PETUCTPUPYIOTCS
Y YUYUTHIBAIOTCS KaK OJIMH JIOKYMEHT.

5.14. DnekTpoHHbIE AOKYMEHTBHI (POPMHUPYIOTCS B Ji€Jla B COOTBETCTBHH
C HOMEHKJIATYpOHW JeNl M30HpaTeIbHOW KOMUCCHU M UHJIEKCHUPYIOTCS B TIOPSIJIKE,
YCTaHOBJICHHOM B OTHOILIEHUU JEJI, COCTABJICHHBIX U3 JOKYMEHTOB Ha OyMa)KHOM
HOCUTETIE.

IIpu cocTaBiieHMM HOMEHKJIATYpbl J€J YKa3bIBA€TCSA, YTO JIENIO BEIETCA

B DJIEKTPOHHOW (opMe, 4YTO OTMEYaeTcsi B 3arojioBKe Jeia wWid B Trpade
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«IIpumeuanue», Hanpumep:

Kypnan peructpamun npuka3zoB mpencenarens Cankr-IlerepOyprekoit
n30UpaTebHOM  KOMHCCMM TIO OCHOBHOM  JIEATEIBHOCTH. JIEKTPOHHBIE
JIOKYMEHTBI.

5.15. DneKkTpoHHBIE JOKYMEHTBI IIOCJIE WX HCIOJIHEHUS MOJJIEHkKaT
XpPaHEHHIO B YCTAHOBJICHHOM IMOpSJAKE B TEUEHHE CPOKOB, MPEAYCMOTPEHHBIX
JUTSI aHAJIOTHYHBIX TOKYMEHTOB Ha OyMaXHOM HOCHUTETIE.

5.16. Mecto XxpaHeHHs OJJEKTPOHHBIX JOKYMEHTOB JI0 HUX [epeaaydu
Ha apXMBHOE XpAaHEHUE, BHUJ HOCUTENEH, HA KOTOPBIX OHU XPaHSITCS, (PopMaThbl
WX TIOCTOSSHHOTO U JIOJTOBPEMEHHOTO XPAHEHUS OMNPEACISIIOTCS € Y4eTOM
UCIIOJIb3YEMbIX B M30MPATETHLHONM KOMHCCHH MPOTPAMMHO-TEXHUUYECKHUX CPEJICTB,
HOPMATUBHBIX AaKTOB W METOJAMYECKUX JOKYMEHTOB PocapxuBa, ApXHBHOIO
komutera Cankr-IlerepOypra.

5.17. DkcniepTu3a LIEHHOCTU BJIEKTPOHHBIX JTIOKYMEHTOB OCYLIECTBIISETCS
B 0O0IIEM MOpSJKE, YCTAHOBJICHHOM B OTHOIIEHHWU JIOKYMEHTOB Ha OyMa)KHOM
HOCHUTETIE.

5.18.Ilocne  wucTeyeHuss CpoOKa, YCTAHOBIEHHOIO I  XPaHEHUSA
AJIEKTPOHHBIX JeN (PJIEKTPOHHBIX JOKYMEHTOB), OHHM TOMJIEKAT YHHUYTOXKECHHUIO
C COCTaBJICHUEM aKTa YCTaHOBJIEHHOU (popmbl (ripuoxenue Ne 17).

5.19. DneKkTpoHHbIC JTOKYMEHTHI, TOJICKAIINUE JJIUTCIIBHOMY XPaHEHUIO,
MepeIaloTCsl Ha apXMBHOE XPAHEHHE IO OMHUCSM C OPOpMIICHHEM aKTa MpuemMa-

nepeaadun 3JICKTPOHHBIX TOKYMCHTOB Ha apXHMBHOC XpaHCHHUC.

6. Oco0enHocTH padoTHI ¢ OOpalIEeHUIMH TPAMKIAAH.
Opranuzanus THYHOTO IpHeMa rPaKaaH
6.1. OcobennocTu paboThI ¢ OOpalEHUSIMHU.
6.1.1. Opranmusaius paboOThl ¢ OOpAIICHUSIMH TPaXIAaH OCYIIECTBISETCS
B COOTBETCTBUU C pazfenoM 2 MHCTpyKIHMH ¢ y4eTOM OCOOEHHOCTEH, YKa3aHHBIX
B JJAHHOM paszJielie.

6.1.2. OOpaieHus B U30MpaTEIbHYI0O KOMUCCHIO MOTYT OBITh HaIlpaBJICHBI
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B (hopMe FNEKTPOHHOTO JOKYMEHTA, a TAaKXKe B MUCbMEHHOMN (opMme.

6.1.3. OGpameane B QopMe DdJICKTPOHHOTO JOKyMEHTa MOXET OBbITh
HAIPaBJIEHO C MCIIOJIb30BAaHUEM CTpPaHHUIIbI O(UIMATIBLHOTO caiiTa M30UpaTebHON
KOMHCCHHM B ceTH VHTepHeT, mpeaHa3HAuYeHHOM MJId HalpaBieHUs OOpalmeHui
(manee — anexTpoHHas Gpopma obOpareHui).

Hampasnenue  oOpamienuii B (opme  DJIEKTPOHHOTO  JOKYMEHTa
B M30HMpATEIbHYI0O KOMUCCHIO OCYIIECTBIISIETCS MOCIE MPOXOKICHUS 3asBUTEIEM
UJeHTUUKAIIIH u ayTeHTU(PUKALINU OCPEICTBOM benepanbHON
rocyJaapcTBEHHOW MHGOPMAIIMOHHON cucTeMbl «EnuHas cucreMa uneHTuukanum
U ayTeHTU(UKAIMU B HHPpPACTPYKType, obOecrneunBaroniell WHOOPMAUMOHHO-
TEXHOJOTMYECKOE B3aMMOJECHCTBHE HH(POPMAILIMOHHBIX CHUCTEM, HCIIOJIb3YEMBbIX
JUTSl IPEAOCTABIICHUS TOCYAAPCTBEHHBIX U MyHUIMIAIBHBIX YCIYT B 3JE€KTPOHHOM
dbopme».

OnexkTpoHHas ¢opma OOpalleHUuH JOJHKHA MPEAyCMAaTpUBATh 3allOJIHEHUE
ajpeca SJEKTPOHHOW TMOYTHl, HAa KOTOPBIM JOJKEH OBITh HaIpaBi€H OTBET
Ha oOpalleHue, CrelruaibHOro Mo sl BBOJA TEKCTa OOpAILEHUs, COJIEPIKALIETO
€ro CyTh, BO3MOXHOCTb NPUJIOKEHUS TOKYMEHTOB U MaT€pUaJOB B 3JIEKTPOHHOM
dbopMe, NOATBEPKAAIOIIMX AOBOABI OOpAILEHUSs, @ TAK)KE MOKET IPETyCMaTPUBATh
BO3MOYKHOCTh ~ yKa3aHMUS JONOJHUTENBHBIX CBEICHUW, YTOYHSIOUIUX CYTb
oOpaitieHusl.

6.1.4. Coneprxaiuecs B HampaBiIeHHBIX B (JOpPME AJIEKTPOHHOTO JOKYMEHTA
oOpalleHHsIX CBEIEHUs, a TaKXke IMpuiaraeMmble Marepuanbl (MpU HAIUYUN)
peructpupytorca B COJIl «/emo» wu BBomarcs B IIJ. BBox cBeneHwii,
COJEpKalIMXCs B  HaNpaBlICHHBIX B  (opMe 3IIEKTPOHHOTO JOKYMEHTa
oOpalieHMsX, MpUlaraéMblXx Marepuanax, U MX PETUCTpalus OCYIIECTBIISIOTCS
OTBETCTBEHHBIM 3a BEJCHHE JECIONPOU3BOACTBA HE MO3/HEE Tpex padouux THEeH
CO JHSl HampaBJeHHs oOpalleHHs, a B MEPUOJ MPOBEACHHS] COOTBETCTBYIOLIUX
n30upaTeNnbHbBIX KaMIaHWW, KamMnaHui pedepeHayma Mo BoOIpocaMm IMOATOTOBKU
U TIPOBEJCHMS ITHX BBIOOPOB, pedepeHayma 1Mo oOpalieHHs M, HalpaBICHHBIM

JI0 YCTAHOBJICHHS] N30MpaTeIbHON KOMUCCUEH UTOTOB TOJIOCOBAHMUS, ONPEICICHUS
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pe3ynbTaToOB BBIOOPOB, pedepeHayMa —B J€Hb HalpaBiCHHUS OOpamieHus 0o

HE TO3JHEe CIEAYIomero padodero JHS B COOTBETCTBHHM C TpaduKOM pabOThHI
n30UpaTebHOM KOMHUCCUHU, C YYETOM CPOKOB PACCMOTPEHHUS COOTBETCTBYIOIIUX
oOpallleHu#, YCTaHOBIEHHBIX 3aKOHOAATEIHCTBOM O BBIOOpax U pedepeHayMax.
[locne  ocymiecTBieHMs]  YKa3aHHbIX  JIEUCTBMM  oOpallleHHe  CUMTaeTcs
MOCTYIUBIIUM B U30MPATENHbHYIO0 KOMUCCHIO.

OOpamiennss B TUCBbMEHHOM (opMe, MOCTYNUBIIKME B H30MpaTEIbHYIO
KOMHCCHUIO, PETUCTPUPYIOTCS OTBETCTBEHHBIM 3a BEJICHHE JEJIONPOU3BOJICTBA
B COJl «/lemo» m BBomsarcs B IIJl He mo3mHee Tpex paboumMx OHEW CO IHS
NOCTYIJIEHUsI OOpallleHus, a B TMEpuoj MPOBEICHHUS COOTBETCTBYIOIIHMX
n30upaTeabHbIX  KaMIlaHWM, KaMmmaHud pedepeHayma 10  YCTAHOBJICHUS
n30MpaTeNbHOW KOMHUCCHUEH HWTOTOB TOJIOCOBAaHUSA, ONPENENECHUs pe3ybTaToOB
BbIOOPOB, pedepeHnymMa — B J€Hb MOCTYIUIEHUs OOpalieHus Ju00 He MO3JHee
CJIeIyIOLEro paboyero AHS B COOTBETCTBUM C rpapuKOM padOThl M30MpaTebHON
KOMHUCCHUH, C YYE€TOM CpPOKOB pPAacCMOTPEHHSI COOTBETCTBYIOLIMX OOpAILEHUN,
YCTaHOBJIEHHBIX 3aKOHOJATEIbCTBOM O BbIOOpax M pedepenaymax. OOpamieHus
rpakJaH, MOCTYNMBIIME Ha aApec 3JIEeKTpoHHOM mouthl info@spbik.spb.ru,
HE  PETUCTPUPYIOTCSI B COOTBETCTBMM ¢  DenepanbHbIM  3aKOHOM
ot 28 nexadpst 2024 rona Ne 547 — @3 «O BHeceHuu uzmMeHeHui B OeepanbHbIi
3akoH «O mopsiiKe paccMOTpeHus oOpalieHui rpaxaad Poccutickoit denepamumy.
JIaHHBIN aapec JIEKTPOHHOU MOYTHI MTPEIHA3HAYEH ISl HAIIPABIICHUS UCXOIALIECH
nokymeHTanuu Komuccuu.

OOpaienus, noctynusine B u3dbuparensuyro komuccuto u3 LUK Poccun,
PETHCTPUPYIOTCS B YCTAHOBJICHHBIE BBILIE CPOKH C HCNOIb30BaHneM [1J] oTaensHO
OT JPYTUX BUJIOB JOKYMEHTOB.

6.1.5. [locne peructpammu oOpameHuss B U30UPATEIHHOW KOMHCCHH
JOJDKHOCTHBIMU JIMIIAMU, OTBETCTBEHHBIMHU 3a BBOJA M 00paboOTKy MH(}Opmaiuwu,
coJiepKaleiicss B oOpalieHUsIX, 3aroJIHSIIOTCS HEOOXOAMMBIE TOJS BO BKIIAJIKE
«O6pamenue» [1J[ B 3aBUCUMOCTH OT HMerolieics nHpopManuu B oOparieHUH

HE T03qHEe Tpex pabouyux JHEW €O JHS perucrpauuu  oOparieHus
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B M30MpaTeNbHON KOMHUCCHMM M B TEYEHHE OJHOTO padouero IHA CO JHS

MOCTYIJICHUSI OOpaIIeHus 0 BOMPOCaM MPOBOJAUMBIX M30UpATEIHHBIX KaMIaHUN
WM KaMIlaHui pedepeHayma.

6.1.6. IIpu BCKpBITUM KOHBEPTOB, COAEPIKAIIUX OOpAIECHUS B MUCbMEHHOM
dbopme, mpoBepseTcs HamuuMe Bcex BiokeHud. KoHBepT 00s3aTenbHO
COXPaHSIETCHL.

OOpamennss B TUCBMEHHOW ¢opMe, conep)kamme B aAPEeCHON dYacTu
noMeTKy «JInuHo», paccmaTpuBaroTCs B OOLIEM TMOPSIAKE B COOTBETCTBUU
¢ UucTpykumei.

[Ipu perucrtpainuu MOBTOPHBIX OOpalleHUN UM MPUCBAUBACTCS OYEPEIHON
peructpanoHuslii  HoMep, B PYK  genaercs  ormerka  «IloBTOpHO»
U ocyuectBisgercss cBs3piBaHue ¢ PYK 1o mnepBuuHbIM - 0OpamieHusiM
c wucnons3zoBanueMm [IJI, COJMl «/lemo» mnpu HeoOxoauMocTu odopMIICHHS
Ha OyMa)XHOM HOCHUTENE K OOpalleHUIO0 MpUKIabIBaloTCs mnonoopanHbie PYK
M0 TIEPBUYHBIM OOPAILICHUSIM.

Ecnu oOpaleHue MOCTYIUJIO OT  KOJUIEKTMBAa  3asBUTEJEH,
to nipu peructpanuu B PYK craBurcs otmerka «KoiutekTuBHOEY.

6.1.7. PeructpauuoOHHbII HOMEpP, Jara W IITPUX-KOJI C YKa3aHUEM
HAaUMEHOBAaHUSI OPraHU3alMM CTAaBUTCS, KaK MPaBWJIO, HAa I[EPBOM JIUCTE
oOpaiieHusi B MUCbMEHHOW (opMe Ha CBOOOJAHOM OT TEKCTa MECTE MPHU HATIMYUU
TEXHUYECKOU BO3MOXKHOCTH.

6.1.8. Ilocne peructpanuu oOpaieHusi B MOUCBMEHHOW ¢dopMe OHO
ckaHupyercs, a 3ateM K PYK npucoeauHsieTcsi 3JIeKTpOHHBIN 00pa3 JOKyMeHTa
U TIPUIJIOKEHUH K HeMy B ¢opmarte pdf.

3apeructpupoBannbie B [1J[, COJl «Jleno» oOpaienus: oOpabaThIBaOTCS
M JIOKJIQJIBIBAIOTCA B COOTBETCTBUU C  MOPSAKOM,  OMNPEIAEICHHBIM
pazaenoMm 2 MHCTpyKIuH.

6.1.9. O6paiienusi, aapecoBaHHbIC 4YJEHAM H30UpaTEILHON KOMUCCHUU,
PETUCTPUPYIOTCS, TOKJIAJBIBAIOTCA U TMEPEJAIOTCS B COOTBETCTBHM C IMOPSIKOM,

YCTaHOBJIEHHBIM MHCTpYKLIHEH.
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OOpameHrss ~ pacCMaTpuBalOTCS B COOTBETCTBHM C  YKa3aHUSAMH

[0 MCIIOJIHEHHIO JOKYMEHTa [Mpeicenarens (3aMecTUTeNs Ipejacenaress,
cekpeTapsi)  M30MpaTeIbHOM  KOMHCCHMM B MOpPSAKE,  YCTAaHOBJICHHOM
3aKoHoAaTenbCcTBOM Poccuiickon denepannu.

6.1.10. OOpaienue,  cojaepxaiiee  BOMNPOCHI,  pEHIEHUE  KOTOPBIX
HE OTHOCUTCS K KOMIETEHIIMM HW30UpaTeIbHOM KOMHUCCUHU, JIOKJIAIbIBACTCS
npeaceaaTento  (3aMeCTUTENIO  Mpeacenaresisa, CeKperapr) u30uparenbHON
KOMHUCCHUU M TIO €ro MOPYUYEHHUIO B CPOKH, YCTAHOBJICHHBIE 3aKOHOAATEIHCTBOM
0 BbIOOpax U pedepeHayMax, HAmpaBIsETCs C COMPOBOAUTEIbHBIM MHCHbMOM
3a €ro MOJIHUCHI0 B COOTBETCTBYIOIINI IOCYJapCTBEHHBII OpPraH, OpraH MECTHOIO
CaMOYMPaBJIEHUSI WM COOTBETCTBYIOIIEMY JOKHOCTHOMY JIULY, K KOMIIETEHIUH
KOTOPBIX OTHOCUTCSl PEIICHHE MOCTAaBJIECHHbIX B OOpalleHMH BOIPOCOB,
C YBEJAOMJICHHEM 3asiBUTENS O Iepeaapecanuu oopaieHus. B conpoBoauTenbHOM
NMCbME OrOBapHUBAETCS TMOPSJIOK HANpaBlIEHUs OTBETa aBTOpy OOpaunieHus,
a IpU HEOOXOAMMOCTH — U B U30MPATENbHYIO KOMUCCHIO.

Eciu pemieHne noCTaBIEHHBIX B OOpallleHUH BOIPOCOB OTHOCUTCS
K KOMIIETEHIIMH HECKOJBKUX TOCYAApCTBEHHBIX OPraHOB, OPraHOB MECTHOTO
CaMOYITIPABJICHUSI WJIM COOTBETCTBYIONIUX JIOJDKHOCTHBIX JIMII, KOMHS OOpaIieHHs
HAIpaBJIIETCSI B COOTBETCTBYIOLME  OpraHbl WM  COOTBETCTBYIOILUM
JOJDKHOCTHBIM JIMI]AaM B CPOKH, YCTaHOBJICHHBIE 3aKOHOJATENbCTBOM O BbIOOpax
u pedepeHymax.

6.1.11. 3ampemniaercss  HampaBjisATh  OoOpallleHHWEe Ha  PAcCMOTPEHUE
B FOCYJapCTBEHHBIN OpPraH, OpraH MECTHOTO CaMOYTPAaBIICHUS WU JOJKHOCTHOMY
JUIly, pemieHue wid - JedctBue  (0e3meicTBHE)  KOTOPBIX — OOXKaimyeTcs,
32 HCKIIIOYEHHMEM CIIydyaeB, yKa3aHHBIX B NyHKTe 6 crtatbu 75 denepaibHOro
3aKO0Ha 00 OCHOBHBIX TapaHTHUSIX U30MPATEITLHBIX MTPaB.

6.1.12. Eciu B COOTBETCTBUU C 3alpeToM, yKa3aHHbIM B myHkTe 6.1.11
WHCTpyKIMu, HEBO3MOXKHO  HANpaBUTh  OOpalleHWE Ha  PacCMOTpPEHHUE
B COOTBETCTBYIOIIMN TOCYIapCTBEHHBIN OpraH, OpraH MECTHOI'O CaMOYIpPaBJICHUS

HJIN COOTBCTCTBYIOIEMY AOJDKHOCTHOMY JIMIY, B KOMIICTCHIIMIO KOTOPBLIX BXOJUT
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pEIIeHre TIOCTABJICHHBIX B OOpAIIEHUHd BOMPOCOB, OOpaIieHWe BO3BPAIAETCS

3aBUTEIIO C PA3bsICHEHHEM €ro IMpaBa 00KajoBaTh COOTBETCTBYIOIIEE PEIICHUE
WK JeiicTBue (0e37eicTBYE) B yCTAaHOBICHHOM HOPSIKE B CY/I.

6.1.13. OOpamenusi, MOCTyNUBIIME B  K30UpaATENbHYI0  KOMHCCHIO,
paccMaTpuBalOTCd B CpPOKH, YCTAaHOBJIEHHBIE 3aKOHOJATEIBLCTBOM O BbIOOpax
u pedepeHaymax, ¢ yyeToM OCOOCHHOCTEH, yKa3aHHbIX B IyHKTax 11.5 m 11.6
HNHcTpyKumm.

Ecin  HeoOXoaMMoO  MpOJUIMTH  CPOK  pPacCMOTpPEHHs  oOpallleHus,
WCIIOJIHUTEIb HE TMO3JHEE, YeM 3a OJIMH JEHb JO HCTEYEHUs CPOKa MOJATOTOBKH
OTBETa NPEJCTABIACT HAa HMMS aBTOPA YKAa3aHUA [0 HCIOJIHEHUIO JOKYMEHTa
CIIy>K€OHYIO 3aIllUCKY ¢ 00BSICHEHUEM, TI0 KaKOM MpUYMHE HEBO3MOXKHO J1aTh OTBET
B YCTAaHOBJICHHBIA CpOK. MAaKCHMaJIIBHOE TMPOJJIEHHUE CPOKa PACCMOTPEHUS
oOpalleHusi HE JOJDKHO TPEBBbIIATh YCTAHOBJIEHHBIX 3aKOHOM  CPOKOB
paccMOTpeHust oOpanieHus.

3asBUTENIO HAMPABIIAETCS YBEAOMIIEHUE O MPOIJICHUH CPOKa PACCMOTPEHUS
€ro oOparicHusI.

OOpaieHns, Ha KOTOpbIE JAOTCA MPOMEXKYTOUHBIE OTBETHI, C KOHTPOJIS
HE CHUMAIOTCS.

6.1.14.B  cmydae  mocTymuieHHss B HM30UPATENbHYI0O  KOMHUCCHIO
B YCTAaHOBJICHHOM MOPSJIKE 3alpoca rocyJapCTBEHHOI0 OpraHa, OpraHa MeCTHOTO
CaMOYNpaBJI€HUS WM JOJHKHOCTHOIO JIMLA, paccMaTpUBalolUX oOpalleHue,
JOKYMEHTbl W Marepuaibl, HEOOXOIMMBbIE JJI PACCMOTPEHHUsI OOpalleHus,
MPEACTABISIIOTCA B CPOK, YKa3aHHBIM B 3alPOCE WJIM MHOM CPOK YCTaHOBJICHHBIN
JENCTBYIOLIUM 3aKOHOATEIBCTBOM.

6.1.15. B oOpaiieHun IOKHBI OBITH YKa3aHbl (pamMuius, UMsi, OTYECTBO
(mpu HanmWuuu) 3asBUTENS (1A 3asIBUTENCH, HE SIBISIOMUXCS (PU3UMYECKUMHU
JUIaMHU, — HaMMEHOBaHue). B oOpaiieHun B MUCbMEHHOM (OopMe JTOJIKEH ObITh
yKa3aH TOYTOBBIA aJpec, MO KOTOPOMY JIOJDKEH OBITh HalpaBi€H OTBET
Ha oOpalleHue, TakkKe JOJDKHBI COJIEP)KaThCS JIMYHAS TOJIMUCH 3asgBUTENS

WK JIMLQa, YIIOJIHOMOYCHHOTO I[GﬁCTBOB&TB OT €ro MMCHHU, U AdaTa IIOAIIMCaHUAd


https://login.consultant.ru/link/?req=doc&base=LAW&n=333019&dst=100744

47
oOpamenusi. B oOpamiennn B ¢GopMe 3JIEKTPOHHOTO JTOKYMEHTA JTOJDKEH OBITh

yKa3aH aJipec JIEKTPOHHOU MOYTHI, IO KOTOPOMY JIOJDKEH OBITH HAIPaBJIEH OTBET
Ha oOpallleHue.

Ecmm B oOpamenun He ykazanwsl (Gamwimst 3asBUTENsS (I 3asBUTEINS,
HE SBISAIONIETOCS (PU3MUSCKUM JTUIIOM, — HAUMEHOBAHHE) WIIH aJIpeC, 0 KOTOPOMY
JOJKeH OBITh HANpaBJICH OTBET Ha OOpallleHWe, OTBET Ha Takoe OOpalieHue
He faeTcs. Takoe oOpalieHre CIUCHIBACTCS B JENIO TIpeacenareneM (3aMecTuTeseM
npeceaarens, ceKperapeM) u30upaTeIbHON KOMUCCHH.

Ecnim B oOpameHun copepkaTcs CBEIACHUS O TIOJITOTABIMBAECMOM,
COBEpPIIACMOM FJIM COBEPIICHHOM TPECTYIUICHWHM, a TaKkKe O JIHIIE,
€ro TMOJrOTABJIMBAIONIEM, COBEPIIAIOIIEM WM COBEPIIUBIIEM, OOpaIlieHue
M0 yKa3aHWIO TIpeacenmarens  (3aMecTHTeNs  MpeAceaarelisa, CeKpeTaps)
n30UpaTeIbHOW KOMHUCCUU TIOJUICKUT HAMNpPABJICHUIO B IIPABOOXPAHUTEIILHBIE
OpTaHbl.

Ecmm Texer oOpamieHus HE TOAAacTCs MPOUYTEHUIO WM HE TO3BOJIICT
ONpENENUTh CYyTh OOpalleHusi, OTBET Ha Takoe oOpalleHue He JaeTcs,
0 9YeM B TCUEHHE CEMH KaJICHIAPHBIX JHEH IMOCie AHS MOCTYIUICHUS OOpalleHHsI
YBEJOMIISIETCS 3asBUTEIb, €CJIM B OOpPAIICHUU TOIAIOTCS MPOUYTCHHUIO (haMUITUs
3asiBUTENS (11 3asBUTENA, HE  SBJSOMErocss  (U3UYECKUM  JTUIOM, —
HAaMCHOBAaHME) M aJpec, IO KOTOPOMY JOJDKEH OBITh HaIpaBieH OTBET
Ha oOparieHue.

He sBisiercss  oOpaieHueM  TEKCT, COJIepXalluid  Mo3apaBiieHue,
COOOJIC3HOBAHUE WJIM OIECHKY JCATEIbHOCTM W HE COOTBETCTBYIOIIHM
TpeOOBaHMM, MpebsBIsieMbIM DeepanbHbIM 3aKOHOM 00 OCHOBHBIX TapaHTHSIX
n30MpaTeNbHBIX TIPaB, M TPEOOBAHUSAM K 3ampocy WH(POPMAIHMH, MPEAbIBIIEMbIM
denepanpHbiM 3ak0HOM 0T 9 peBpans 2009 roga Ne 8-O3 «O6 obecneyeHun
nocTyna K nH(popMaIuu o JAesATeIbHOCTH TOCYAapCTBEHHBIX OPTaHOB M OPTaHOB
MECTHOTO CaMOYITPaBICHUSD».

6.1.16. OOpamenus, B KOTOPBIX COJIEpPXKATCS  HEIEH3YpPHBbIE  JUOO

OCKOpOUTENbHBIE BBIPAKEHUS, Yrpo3bl KU3HHU, 3JI0POBbI0 M HMYIIECTBY
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JOJKHOCTHOTO JIMLA WJIM HWHBIX JIMI, OCTAaroTCs 0e3 OTBeTa MO CYIIECTBY

MTOCTABJICHHBIX B HUX BOTIPOCOB, a  3asgBUTEISIM coobmaercs
O HEJIOMYCTUMOCTH 3JI0YTIOTPEOICHUS TPABOM.

6.1.17. O6pamenue, B KOTOPOM O0XaTyeTcs Cy/IeOHOE PEIICHHE, B TCUCHUE
CEMHU KaJIGHIApHbIX JHEW CO JHS pPErucTpaldyd BO3BpAIACTCS 3asBUTEINIO,
HaIlpaBUBIIEMY OOpallleHHue, C Pa3bsCHEHUEM TMOpsAKa O0XaJIOBAHHS JAHHOTO
CyZIeOHOTO peIIeHUS.

6.1.18. Ecniu B oOparieHud COAEp>KUTCS BOIMPOC, Ha KOTOPBIM 3asABUTEITIO
HEOJHOKPATHO JAaBAIKCh MUCHMEHHBIE OTBETHI MO CYIIECTBY B CBSI3U C paHEe
HaIpaBJICHHBIMHA OOpAIICHUSAMH, U TIPU 3TOM B OOpAIICHUN HE TTPUBOISATCS HOBBIC
JIOBOJIBI U OOCTOSITENICTBA, TO TMEPENUCKAa MO JAaHHOMY BOMPOCY C 3asiBUTEIIEM
MOKET OBITh MPEKpaIeHa ¢ yBeIOMIICHUEM 00 3TOM 3asBHUTEIIA.

I[Ipu »srom B PYK oOpamenuss gemaercs 3amuch  (OTMETKA)
O TOM, YTO TIEPETHCKa C YKa3aHHBIM 3asSBUTEJIEM IO JAHHOMY BOIPOCY CUHUTAETCS
3aBEPIICHHOM.

Ecnu ot 3asBUTENS, ¢ KOTOPHIM IEpenucka Oblia MpeKpalieHa, MmocTynaeT
ouepeHOe OOpaIleHre M0 TOMY JK€ BOIPOCY, TO MHCHMEHHBI OTBET Ha HETO
MOKET HE JJaBaThCs, a CaMO OOpallleHUe HAMpPaBIseTCs B JEJO.

6.1.19. OOpaienusi, HampaBjeHHbIE B  H30UPATEIbHYI0O  KOMHCCHIO
C HCIMOJIb30BAHUEM 3JIEKTPOHHON (Gopmbl oOpaleHuid, peructpupyrorcs B COJ]
«Jemo», BBoasTcs B I1J] u paccMaTpuBaroTCsi B yCTaHOBIEHHOM Topsiike. OTBEThI
Ha Takue OOpalieHus HamnpaBIAIOTCd B (GOpME DJICKTPOHHBIX JTOKYMEHTOB,
MOANMUCAHHBIX JJIEKTPOHHOW MOAMHUCKHI0, JUOO B (PopMe 3JIEKTPOHHBIX OOpPa30B
TOKyMeHTOB B (opmare pdf mo aapecam »JIEKTpOHHOH IOYTHI, YKa3aHHBIM
B 0OpalieHuu.

6.1.20. B cmywae ecnu 3ampammBaemasi HWHGpOpManus OMyOJIMKOBaHA
B CpeIcTBax MaccoBoW wuHpopmaruu 1mbo pasMemieHa B ceTH VIHTepHeT,
n30upaTenbHas KOMUCCHS B OTBETE Ha 3alPOC MOXET OTPAHHUYUTHCS yKa3aHHUEM
Ha3BaHUs, JaThl BHIXOJIa U HOMEpA CPEICTBA MacCOBOM MH(POPMAIINH, B KOTOPOM

OIMyOJIMKOBaHA 3ampalirBaemMasi MHPOpMalMs CO CChUIKOW (apec CTpaHHIIbI)
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Ha MHPOPMAIIHIO, pa3MeIIeHHYI0 B ceTu HTepHeT.

6.1.21. ITo wmroram paccMoTpeHmsi OOpamieHus JOKHOCTHBIMU JIUIIAMH,
OTBETCTBEHHBIMM 32 BBOJ U 00paboTKy uH}OpManuu, couaepKalieuncs
B oOpameHusx, Bo Bkiaake «OOpamenne» [1]I 3amomusercs mone «IIpunsteie
MEphI», a TaKK€ BHOCSATCS CBEACHHUS O PE3yJIbTaTaX PACCMOTPEHHs OOpalieHus
B Onoke «Bompock» B TeueHue Tpex pabouyux JHEW CO JHS PacCMOTPEHUS
oOpallleHus U B TEYEHHE OFHOro paboyero AHS Uit OOpalleHHil Mo BOMpocam
MPOBOJIUMBIX U30UpATEIBHBIX KAMITAHH.

6.2. Opranu3zanus JMYHOT0 IpUeMa rpak/iaH.

6.2.1. JInuHbI IpUEM IpakJiaH Mo BOMPOCaM, OTHECEHHBIM K KOMITETEHUIUU
n30UpaTebHOM  KOMHCCHM, TPOBOAUTCA IO  NPEIBAPUTEIBHOM  3amucu
B COOTBETCTBUM C TpaUKOM MpueMa rpaxaaH IpejacenareaeM u30upaTenbHOU
KOMHUCCHUM, a TaKXe JHUI[aMHU, Ha3HauYaeMbIMU TpeceaaTesieM u30upaTebHON
KOMHUCCHH (fajiee — JIMIa, BeAyIINe JIUYHBIA PUEM).

Ha3nauenne npexacenareiseM H30MPATETbHON KOMMCCHM JIMIA, BEIYILIETO
JUYHBIN MPUEM, OCYIIECTBISIETCS C YYETOM COJIEPKAHUS BOIPOCOB T'PaKJAHUHA,
c(hOopMyJIMPOBAaHHBIX BO BpeMs MpPEIBaApPUTEIBHON 3alUCU Ha JIMYHBIA TIPUEM,
Y TIOJIBEIOMCTBEHHOCTHU UX Pa3peLICHUS.

6.2.2. Opranu3zaiuto JIMYHOT'O npuemMa rpaxkaaH JIMIIaMH,
YIOJHOMOYEHHBIMH  Ha  MPOBEJAEHUE JIMYHOTO  MpuemMa, OOeCleyuBaET
OpraHu3almoHHOE yIPaBJICHHE armapaTa u30upaTeTbHOM KOMUCCHH.

6.2.3. IlpueM rpaxkaadH OCYIIECTBISIETCS MO MPEABAPUTEIHHON 3amucu
o cieaywemMy rpauky:

B  nmepwon  mpoBeneHuss — M30MpATENBHBIX — KaMITAHWM,  KaMITAaHUH
pedepennyma: ¢ 15.00 no 16.00 exxeHenenbHO MO BTOPHUKAM M YETBEpraM Mo
Mepe MOCTYIUICHUS OOpaIICHHA.

B wmexBbiOOpHBId mepuoa: ¢ 15.00 go 16.00 mo wyeTBepram mo Mmepe
MOCTYIIJICHUSI OOpaIeHU.

6.2.4. Unpopmarius o mMecte u rpaduke JHUYHOTO TpPHUEMA JOBOIUTCS

JI0 CBEIICHUsI TpaKJaH IIOCPEACTBOM pa3MelIeHUs YKa3aHHOW WHGOpMaIuu
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Ha OPUITMATHFHOM CaiiTe N30MpaTeILHON KOMUCCHH B ceTH «IHTepHET.

6.2.5. I'padux mpoBeAeHNS TMYHOTO MTPUEMA TPAKIAH MOXKET ObITh U3MEHEH
pacnopspKeHMEeM — Ipeacenarens  u3dupaTtenbHOl  komuccuu.  MHopmanus
00 W3MeHeHHH Tpaduka mpuemMa rpakiaaH B 3JICKTPOHHOM BHUJE CBOEBPEMEHHO
npenocrasisiercss OpraHU3allMOHHBIM YIIpaBJICHHWEM anmnapara W30upaTeabHOU
KOMHUCCHM B YTIpaBieHHE — MH()OPMALMOHHBIA LEHTp anmnapara u30upareabHOu
KOMUCCHHM s pa3MenieHuss Ha  odumnuanpHoM  caiite  Komwmccun
B ceTH «/HTEepHETY.

6.2.6. [IpeaBapuTenbHas 3anuch TpakJaH Ha JUYHBIA MPUEM K JIMLAM,
BEAYIIUM JUYHBI TpPHEM, OCYIIECTBISETCS  TPAXTAHCKUM  CIIyXKalluM
OpraHu3aluoOHHOTO YIIpaBJIeHUsI ammapara n30upaTeabHON KOMUCCUU.

K paccmoTpenno mpruHUMaOTCA MMChMEHHBIC 3asIBICHUS TPaKIaH O 3aiCu
Ha JIMYHBIN MPUEM K JIMIAM, BEIyIIUM JIMYHBIA IPUEM, COAEpKaIINe MOAPOOHYIO
uH(QOpMAIMI0O O TNpPHUYMHAX, MNOOYAMBIIMX TpPAKJAHWHA JHMYHO OOpaTUTHCA
K COOTBETCTBYIOIIEMY JODKHOCTHOMY JIMILY, @ TakKKe€ O TOM, KyAa TpakIaHWH
oOpariaics 3a peeHreM Bomnpoca.

[IpenBapuTenbHas 3anuch rpakJaHIHA HA JIMYHBIA IPUEM HE TPOU3BOAUTCS
B CJIy4ae, eCiu:

OTCYTCTBYET MMCbMEHHOE 3as1BJICHUE O 3allMCU Ha JIMYHBII NpueMm;

B YKa3aHHOM 3asBIICHUU OTCYTCTBYeT HWHGOpMaIus, MpeayCMOTPEHHAs
B a03a11e BTOPOM HACTOSIILIEr0 MyHKTA,

pelleHrne  TMOCTaBJICHHOTO  TpaXJaHWHOM  BOMpOca  HE  BXOAWT
B KOMIIETEHIIMIO M30MPATEIbHON KOMUCCHU (C pa3bsiCHEHHEM TpakIaHUHY, Kyla
U B KaKOM TOPSIIIKE MY CIIeTyeT 0OpaTUThCs ),

M0 TIOCTABJICHHOMY TPaXXJaHWHOM BOIPOCY €My paHee IaBajKCh
MOTHBHPOBAHHBIE OTBETHI M B XOJ€ MPEIBAPUTENIHOMN 3alMCH Ha JUYHBIN IpUeM
OH HE TIPUBOJNUT HOBBIX IOBOJIOB HJIK OOCTOSITEITHCTB,;

rpaXJIaHuH 00XKalyeT Cy/iIeOHOe pelIeHue;

y TpaxJIaHWHA OTCYTCTBYIOT JOKYMEHThl Ha IpEICTaBJICHHE HHTEPECOB

rpaXJiaH, B YbUX HMHTEpEcax OH OOpaTWiICS C 3asBJIICHHUEM O MpeBapUTEIbHON
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3alyCU Ha JTAYHBIN IIPHUCM.

6.2.7. 3asBneHuss TpakJaH O 3allCH HA JUYHBIA MPUEM HAIPABISIIOTCA
OpraHu3allMOHHBIM  yIpaBJICHUEM  amnmnapata  M30MpaTenbHOM  KOMHUCCUU
npeacenarento Komuccun.

VYKkazaHHble  3asBICHHS  TOAJEKAT  PACCMOTPEHUIO 1O  CYIIECTBY
MOCTABJICHHBIX  BOIPOCOB B  MOPSAKE, YCTAHOBJICHHOM  JCHCTBYIOIIUM
3aKOHOJIaTEIbCTBOM.

[Ipu npuHATAM pelleHUs TpelcenaTeneM H30UpaTeIbHON KOMHCCHU
O MPOBEACHHM JIMYHOTO MpUEMA Tpa)KJaHUHA TOCYJApPCTBEHHBIE TI'PAKIAHCKHE
ciyxamue OpraHu3allMOHHOTO YNpaBIIEHUs anmnapara u30UpaTebHOW KOMHUCCUU
MH(GOPMUPYIOT I'paXkaH O JaTe U BPEMEHU NPOBEACHUSI IUYHOTO IpUEMa.

6.2.8. I'paxxnanckuii ciyxammii OpraHu3alMOHHOrO YIpaBJIEHUS anmnapara
n30upareabHOU KOMHCCHH 3aHOCHT TAHHBIE rpakJIaHHA
B JKypHan yyera JUYHOrO mpHema rpaxzaaH, oQpopMIIEHHBI N0 (opMe COriaacHO
npuinoxeHuro Ne 8.1.

6.2.9.1lppy nHMYHOM 1TpHeMe TPaXKJAHUH MPEAbSIBISAET JOKYMEHT,
YAOCTOBEPSIOIINI TUIYHOCTb.

6.2.10. JIuia, BemyIire JUYHBINA PUEM, BO BpeMsl IipueMa 00s3aHbI:

COOOIIUTh TpaXxAaHUHy (PaMUINIO, HMsS, OTYECTBO, 3aMEIIacMYFO
JOJIKHOCT;

coOJII0AaTh MpaBWJIa KyJIbTYPhl peYH U JIEI0BOTO 3TUKETA;

BHUMATEJILHO pa30upaThCs B CYIIECTBE KaxA0ro oOparieHus, 0ObeKTUBHO
U J00pOKeNaTeNbHO OTHOCHUTBCS K Npoch0aM TrpaxkIaH, NPUHUMATh MeEpPbI
JUIS TIOJTHOTO Pa3pelIeHUs TIOCTABIEHHBIX BOIIPOCOB.

6.2.11. JInunplii mpueM TpakJaH OCYIIECTBISETCA Ha TOCYAAPCTBEHHOM
a3bike Poccuiickoit denepannv — Ha PyCCKOM SI3BIKE.

6.2.12. Buneo- u (Win) ayuo3anuch JUYHOTO ITpUeMa rpak JaHUHOM MOXKET
OCYUIIECTBIISATHCS UCKIIIOUUTENLHO C COTJIACHS JIMIIA, BEAYILET0 JTUYHBIA TPUEM.

6.2.13. ITpu npoBeaeHUM JTMYHOTO MTPUEMA JINIA, BEAYLIUE JIMYHBIIA MpPHUEM,

aub0 10 HX TMOPYYEHUIO TpaxAaHCKu ciayxamuii  OpraHu3alioHHOTO
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yIpaBJICHHS anmapara u30upaTeTbHOW KOMUCCHH, 3aMONHSII0T KapTouKy JTUIHOTO

npueMa rpaxjaaH mo (popme cormacHo npuioxenuto Ne 8.2.

ConepxaHue YCTHOTO OOpallleHus TpakJaHuHa 3aHocuTcss B Kaprouky
JUYHOTO MpUEMa IpaXkKIaH.

6.2.14. B cnydae eciau U3JI0KEHHBIE B YCTHOM oOOpamieHud (akThl
U 00CTOSTENhCTBA SBJIAIOTCS OYEBUAHBIMU U HE TPEOYIOT JOMOJHUTEILHON
IIPOBEPKHU, OTBET Ha OOpAIllEHHE C COTJIacUs TPa)KIaHWHA MOXET OBbITh JaH YCTHO
B XOJI¢ JINYHOTO TpHUeMa, O 4eM Jesaercsd 3anuch B KapTouke JUYHOrO Mnpuema
TpaKJIaH.

B ocrampHBIX Ciy4yasxX B YCTAHOBJICHHBIM 3aKOHOM CPOK JaeTcs
NUCHbMEHHBIN OTBET IO CYILIECTBY MOCTABJICHHBIX B 0OpAIICHUH BOIIPOCOB.

6.2.15. B cnydae ecnu cojaepxaTelnbHas 4YacTb YCTHOTO OOpalleHUs
rpaxjaaHuHa TpeOyeT TMpPOBEPKU WM HMHOW  JOTOJHUTEIBHOM  pabOThI
0 PACCMOTPEHUIO OOpallleHUs, TpPaXKIaHUHY NpeaylaraeTcsi IMpeACTaBUTh
oOpailleHre B MMCbMEHHOU QopMme.

6.2.16. [TucekMeHHOe oOOpailleHrue, MPUHATOE B XOJI€ JIMYHOTO TpUEMa,
NOJICKUT PErucCTpallud M PACCMOTPEHHMIO B TMOPSJIKE, YCTAaHOBJICHHOM
3aKOHOAATeNLCTBOM Poccuiickon denepanuu.

6.2.17. Ilocne oduIMaTbHON pETUCTPAllMd OPUTHUHAIBI  MHUChMEHHBIX
oOpalieHuii, MOJIy4eHHbIX OT Tpa)KJaaH, HE MO3JHEee pabdoyero AHs, CIAEAYIOIIETo
32 JHEM TpPOBEACHUS JIMYHOTO TMpuUeMa, HadalbHUK OpraHu3almoHHOTO
yIOPABJICHMS anmnapara u30UpaTeabHOW KOMUCCHM JTUYHO MEPENAeT MpeaceaTerto
n30upaTeIbHOM KOMUCCHH.

6.2.18. 'paxkmannHy B XOJ€ JUYHOTO TIpHeMa MOXXET OBITh OTKa3aHO
B JalbHEHIIEM pacCMOTPEHHHM OOpallleHUs, €CIU €My paHee ObUI JaH OTBET
0 CYILIECTBY IOCTaBJICHHBIX B 0OpAIIEHUH BOIPOCOB.

6.2.19. B cnydae, ecnmu B OOpalleHUU COJEPIKATCS BOIPOCHI, PEIICHUE
KOTOPBIX HE BXOJUT B KOMIETEHIUIO W30MpaTeNbHOW KOMHUCCHH, TPaXIAaHUHY
JaeTcsl pa3bsCHEHUE, KyJla U B KAKOM TOPSIJIKE eMy CIIeyeT OOpaTUThCA.

B cnyuae ecnm copepxkarenbHas 4acTb YCTHOTO oOOpaieHus TpeOyer
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npoBepkd B (GopMe TPOBEIACHHUS  ONEPaTHUBHO-PO3BICKHBIX  MEPOMPHUITHI

WJIA COAEPKUT CBEICHUS O MOJArOTABIMBAEMOM, COBEPIIAEMOM HIIM COBEPIIEHHOM
MPOTUBONIPABHOM  JIESIHUM, a TaKXke O JHUIE, €ro MNOATOTaBINBAIOIIEM,
COBEpIIAIOIIEM WJIM COBEPIIMBIIEM, TpPaXJAaHUHY [JAE€TCA  Pa3bsICHECHUE
0 HeoOXOJMMOCTH OOpallleHuss B COOTBETCTBYIOIIME MPAaBOOXPAHUTEIHHBIC
OpTaHBbI.

6.2.20. C MUCBMEHHOIO COIJIacusl TPAXKIAHWHA MOXET OCYIIECTBISATHCS
BUJICO- U (MJIM) ayAMONPOTOKOJIUPOBAHHE IMYHOTO TIpUEMA.

6.2.21. JIuunpli mnpueM HE TNPOBOJUTCS, a HayaTbld  MOJJICKUT
MPEKPaIECHHUIO:

B cily4ae rpy0oro, arpeCCMBHOTO TMOBEACHUS TpakJIaHWHA, COBEPILICHUS
UM  JICHCTBUM, HapyIIAIONUX OOIIECTBEHHBIM TMOPSAOK, BbICKA3bIBAHUS
UM HEILIEH3YPHBIX JIMOO OCKOPOUTENBHBIX BBIPAKEHHUH, YIrpo3 KU3HU, 370POBBIO
U HUMYIIECTBY WICHOB H30MpaTEIbHON KOMHUCCUM WM PAaOOTHUKOB armapara
M30UpATEIIbHOM KOMUCCUH, @ TAKKE YICHOB UX CEME;

B Cily4yae eciM cojepkanue u (opma oOpamieHusi OCKOpOJISIET YecTb
Y TOCTOMHCTBO JPYTUX JIMII.

B ykazaHHBIX chydasx JIHMI0, BEAYyIIE€ JUYHBIA MpUEM, JENIaeT
COOTBETCTBYIOIIYIO 3anuch B KapTouke IMUHOTrO nprema rpak/JaH.

6.2.22. ITo utoraM paccMOTpeHHs] OOpalleHusl peuieHUue, MPUHATOE JHUIIOM,
MPOBOAMBIIMM JIMYHBIA TpUeM, 3aHocuTcsi B JKypHasl yyera JIMYHOIO MpHemMa
rpaXKJaH.

6.2.23. OTaenbHbIE KATErOpUHM TIpaXJaH B ClydasX, MNPeTyCMOTPEHHBIX
3aKOHOaTenbCcTBOM Poccuiickont denepaunu, MOJIB3YHOTCS MPABOM HA JIMYHBIN
MIPHUEM B IIEPBOOYECPETHOM MOPSIIKE.

7. OcoGeHHOCTH PadOTHI C JOKYMEHTAMHU, COAEPKALIUMH CJIYy:KeOHYI0
HH(OPMALMIO OTPAHNYEHHOI0 PACIIPOCTPAHEHUS (B TOM YHCJIe CBeICHUA
00 n3duparessix, y4aCTHUKAX pedepeHayma, o0pamauuMuca B paMmKax

(pynxkunonupoBanus I'ocygapcTBeHHOM CHCTEMbI perucTpanuu (yuera)
usduparesiei, yaacTHukoB pedgepenayma B Poccuiickoit @enepanuu)
(c momerkoi «/lust ciry:ke0HOT0 MOJIb30BAHMS)
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7.1. OcobeHHOCTH PAOOTHI C JOKYMEHTAaMH, COJAEPXKAIIUMHU CIIyKEOHYIO

UHGOPMAIIMIO OTPAHUYEHHOTO PacCIpOCTPAaHEHUS.

7.1.1. K cayxeOHoil uH(OpPMAIMU OrPaHUYEHHOTO PACIPOCTPAHEHUS
OTHOCHUTCS HEceKpeTHass HHQOpMaIus, HE3aBUCUMO OT BHJAa €€ HOCHUTEIS,
OTpaHUYEHMs] Ha paAcCHpOCTpaHEHUE KOTOpPOM MUKTYIOTCS €€ CIy:KeOHOM
HEO0OXOIUMOCTBIO.

7.1.2. Heo6xogumocts mpoctaBieHus nometku «JICID» Ha moxkymeHTax
U U3JAHUAX, COJEpXKAIUX  CIYyKeOHYyl0 HMH(OpMAIUI0O  OTPaHUYEHHOTO
pacnpocTpaHeHus, ONpenensseTcs npeaceaaTesneM (3aMecTUTENEM MpeaceaaTei,
ceKkpeTapeM) M30UpaTeNbHOW KOMUCCHUH, TOAMHUCHIBAIOMIMM WM YTBEPKAAIOIIUM
JIOKYMEHT.

JIOJDKHOCTHBIE JIMIIA, MPUHSBIIME PEIICHHE 00 OTHECEHUU CIIyXeOHOU
uH(pOpMaIMU K pa3psily OrPaHUUYEHHOTO PaclpOCTPAHEHUS], HECYT MEPCOHAIBHYIO
OTBETCTBEHHOCTh 32 000OCHOBAHHOCTbH IMPUHSATOTO PEIICHHUS.

7.1.3. Ilometka «/JICIl» m HOMeEp 3K3eMIUIsIpa MPOCTABISIOTCS B IPABOM
BEPXHEM YIJIy MEpPBOM CTpaHUIIbI JOKYMEHTa (B ciaydae HEOOXOIUMOCTU — U €ro
MPOEKTA), COJIEpIKaIller0  CIy)KeOHyro  MH(OpMalUil0  OTPAaHHUYECHHOTO
pacnpocTpaHeHHs], Ha O0JI0KKE M TUTYJIBHOM JIUCTE M3/IaHUsl, a TaKKe Ha MepBOU
CTPAaHHMIIE CONPOBOJMTEIBHOIO MUChbMA K TakKMM JAOKyMeHTaM. IIpu moaroroske
nokymenta cpeactBamu 11, COJ «lleno» momerka «JICID» mnpocraBusercs
Ha 3JEKTPOHHOM IabjoHe OjaHKa AoKyMmeHTa. [Ipu M3roToBIEeHUM JOKYMEHTa
c nometkon «JICIl» Ha OymaxxHoM HocuTele Ha 00OpOTE MOCIEAHEro JIUCTa
KOKJIOTO DSK3EMIUIApa JOKYMEHTa YKa3bIBAIOTCS KOJMYECTBO OTIIEYATAHHBIX
AK3EMILISPOB, (haMUIIMKM UCTIOJIHUTENS U JIUIla, OTIeYaTaBUIero JTOKyMEHT, U JaTa
neyaTaHusi JOKYMEHTA.

7.1.4. PaboTa ¢ JOKYMEHTaMH, COJEPKAIIUMH CITyKeOHYI0 HH(POpPMAIIUIO
OTPaHMYEHHOI'0 PACIPOCTPAHEHMS, B TOM UYHCIE UX MPHUEM, y4eT (perucrpauus),
OCYUIECTBJISIETCS. B TOPAJIKE, YCTAaHOBJIEHHOM JUISl HECEKPETHBIX JIOKYMEHTOB,
C yd4eToM OCOOCHHOCTEH, H3JI0KEHHBIX B HacrosieMm pasnaene. [lpu stom

K PETUCTPALIMOHHOMY HOMEPY AOKyMeHTa 00asisgercs nomerka «CII».
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7.1.5. Joxymentel ¢ nometkoil «/ICII» peructpupyrorcs (y4UTBHIBAKOTCH)

BMECTE C JPYTMMM HeECeKpeTHbIMM JokymeHTamu. B PYK pgokymenra
npousBoauTCs 3anuch «JICID».

7.1.6. CkanupoBaHue, KONMHUPOBAHWE  (TUPAXKUPOBAHUE)  JIOKYMEHTOB
¢ nometkoit «JICII», a Taxxke pazmemienue ux B 1111, COJ1 «/emo» npousBoautcs
UCIIOJTHUTENIEM  JIOKYMEHTA C TMCbMEHHOTO  pa3pellieHUs IpelIcenaTess
(3amecTuTeNsl MpeacenaTens, cekperapsi) M30UpaTeIbHOM KOMUCCHHM, TMPU 3TOM
OCYILECTBIISIETCS YUET KaKJI0r0 SK3EMIUISIPA YKa3aHHBIX JOKYMEHTOB.

7.1.7. Joxymentet ¢ mometkoir «JICIl» wHa OymMaXxHOM HOCHTENE
nepesaloTcsl 4wieHaM M30UpaTeIbHOM KOMHCCUUM U TPAXKIAHCKUM  CIIyKalluM
anmapara u30UpaTeNbHOW KOMHUCCHMM MOJ mnoAanuch. [lpu HampaBieHUH
nokymeHToB ¢ mnomeTkont «JCID» cpencrBammu 11, COJ «/leno» B PYK
IIPOCTABJISICTCS] COOTBETCTBYIOIINN YPOBEHb JOCTYNA K JOKYMEHTY.

7.1.8. Joxymentsl ¢ nomeTrkon «JICII» HampaBisroTCS B Ipyrue OpraHbl
W opraHuzaluu opraHamu ¢enepanbHON  Qeababerepckoil  CBSI3M, CIy>KO0H
CHeIUaIbHON CBsI3M JIMOO HApouHBbIM. [Ipu HampaBiIeHUN JOKYMEHTOB C TOMETKOM
«JACII» cpeactBamu 1] B IIUK Poccuun, nzdbuparenbHbie KOMUCCHH CYOBEKTOB
Poccuiickoit @eneparnuu, ®HU npu LUK Poccuu, PLHOUT npu LUK Poccun,
THUK B PYK npocTaBisieTcs COOTBETCTBYIOIMIMKA YPOBEHb JOCTYNa K JTOKYMEHTY.
3anpemniaercsa nepeaaBatbh AOKyMEHTH ¢ moMeTkor «JICID» mo He3ammmeHHbIM
KaHaJlaM KOMITbIOTEPHO-MOJAEMHOM U (DAKCUMUIILHOM CBSI3H.

Joxkymentol ¢ nometkon «JICID» pacchutiaroTcsi HECKOJIBKUM ajpecaram
COIVIACHO CIIHCKY PAaCChUIKM, B KOTOPOM HANpOTHB KaXJIO0ro ajapecara
MPOCTABIISIETCSI HOMEP AK3EMILIAPA OTIPABIAEMOTO JOKyMeHTa. CIIHCOK PacChUIKU
MOANMUCHIBACTCS] UCIIOJIHUTENIEM U CEKpeTapeM U30upaTeIbHON KOMUCCHUHU.

7.1.9. UcionHennsie gokymeHThl ¢ momeTkoil «JICID» dopmupyrores
B JieJla, B TOM YHCJI€ BJEKTPOHHBIC, B COOTBETCTBUM C HOMEHKJIATYpOH JEl.
JIOKyMEHTBl TpyNnmupyrTCcs B Je€lda BMECTE€ C JPYTMMH HECEKPETHBIMU
JOKyMEHTaMU TI0 OJHOMY M TOMy ke Bompocy. Ilpu dopmupoBanun npena

Ha OyMa)XHOM HOCHUTEJE B IMPABOM BEPXHEM YIJIy OOJIOKKM Jena, B KOTOpOe
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MMOMCHICHBI TAKUC JJOKYMCHTBI, ITPOCTABJIACTCA ITIOMCTKA ((I[CH».

7.1.10. Joxymentsl ¢ mometkoi «JICII» Ha OymMa)kHOM HOCHUTENE XPaHATCA
B 3aKPBIBAIOIINXCS MIKa(ax.

7.1.11. YauuTOXE€HUE M€, JOKYMEHTOB U u3AaHui ¢ ormeTkou «JICII»,
YTPATUBIINX CBOE NPAKTHUYECKOE 3HAYEHWE U HE HUMEKIIMNX HCTOPUYECKOU
U HAay4dHOM IIEHHOCTH, TPOU3BOJUTCA MO aKTy YCTAHOBJICHHOM (QOpMBI
C YKa3aHHEM HOMEpOB 3K3eMIULIpoB (mpuioxenue Ne 17). B yueTHsix dopmax
JienaeTcsi IoMeTKa 00 YHMUTOXKEHHUH CO CChUTKOW Ha COOTBETCTBYIOIIMM aKT.

7.1.12. Pemienne o cHatun nometku «JICID» ¢ nokyMeHTa npuHHMAET
JOJKHOCTHOE JIMIIO0, MTOANKCABIIEE WM YTBEPIUBILIEE JOKYMEHT.

Cusarue nometku «JICII» ¢ mpuciaaHHoro B u30MpaTeIbHYIO KOMHCCHIO
JIOKyMEHTa MOXKET OBITh IPOU3BEACHO TOJBKO MO COIVIACOBAHUIO C OPraHHU3alUeEH,
HaIlpaBUBILIEH JOKYMEHT.

Cuatue nometku «JICID» ¢ moKymeHTa HOpPOWU3BOAUTCS OTBETCTBEHHBIM
3a BEJIEHHWE JICJIONPOM3BOJICTBA HAa OCHOBAHMHM IHMCBMEHHOIO  YKa3aHUS
JOJDKHOCTHOTO JIMIA, NpUHSBLIETO Takoe pemenue. [Ipu caatun nometku «ICIDy
Ha JIOKyMEHTax, Jejax Wid W3jaHusax, a Takke B PYK pgenatorces
COOTBETCTBYIOIINE OTMETKH.

O cuatun nomerku «JICII» yBegomisIroTcss BCce anpecarsl, KOTOPBIM
JIOKYMEHT HampaBJsUics, TM00 opraHu3alys, €ro HalpaBUBILIAs.

7.1.13. B ciywyae yTpaThl Aed, AOKYMEHTOB WJIM HW3JaHUN C TOMETKOU
«JICIl» nubo pasriamieHus cojiepkalleiics B HUX HHQPOpMAIMU Ha3HA4YaeTCs
ClIy’)keOHasi MpOBEpPKa, O pe3yjbTaTaX KOTOPOW JOKIJIAIbIBACTCS MpEACcCeAaTellto
(3amMecTHUTENIO IpeiceAaTeNsl, CeKpeTapo) N30UpaTesIbHOM KOMUCCHUU.

O6 ytpare nein, JOKyMeHTOB U u3fnaHuii ¢ noMmetkoi «JICID» coctaBnsercs
aKT, HA OCHOBAaHHHM KOTOPOIO JENAKTCA COOTBETCTBYIOIIME OTMETKH B YYETHBIX
dbopmax.

7.2. PaboTa ¢ JOKyMEHTaMM, COACpP)KAIIMMHU CBEICHHUS 00 u30Mparelsx,
y4acTHHKaxX pedepeHayMa, OOpamaiiuMics B paMKax (QYHKIMOHUPOBAHUS

['ocynapcTBeHHOM cHUCTEMBbI peructpaiuu (ydera) wu3Ouparened, y4acTHHKOB
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pedepennyma B Poccuiickoit deneparuu.

7.2.1. K nokymeHTaMm, coepKaiuM cBeeHUsI 00 n30upartensix, y4acCTHUKaX
pedepenayma, oOparniaronmMucs B paMKax (byHKIMOHUPOBAHUS
['ocynapcTBeHHOM cUCTeMBbI peructpanuu (yudera) wuszlOuparened, y4yaCTHHKOB
pedepenayma B Poccuiickoit denepanniv, OTHOCATCS JTOKYMEHTBI, MTOCTYIAIOIINE
B M30MpaTelIbHYI0 KOMUCCHUIO OT MCIOJHUTENbHBIX OPraHOB TOCYIapCTBEHHOMN
Biaactu Cankt-IlerepOypra, TeppUTOpHATBHBIX OpPraHOB (heaepaabHBIX OPraHOB
UCIIOJHUTENbHON BiacTH, LleHTpanbpHONM m3OuparenbHOM KoMuccuu Poccuiickoi
Oeneparnu, OI'KY «Denepanpubiii 11eHTp uHGopMaTu3anuu npu LlenTpanbHOi
u3lOuparenbHoi  komuccuu  Poccuiickoii  ®Denepanumny, TEPPUTOPUATBHBIX
uzbuparenbHblx  komuccudt B Cankr-IletepOypre — (manee — MCTOYHUKHU
uH(popMauu), HaOpaBisieMble  M30UpATEIbHOM  KOMHCCHEH  HMCTOYHHKAM
uH(pOpMaInK, a TAaKXKE JOKYMEHTHI, IepechlIaeMble MEX1y KOMIUIEKCAMHU CPEJICTB
aBTOMAaTU3ALNH TEPPUTOPHUATBHBIX n30MpaTeNbHBIX KOMHUCCUU
B Cankr-IleTepOypre (manee — KCA TUK), Cankr-lleTepOypreckoit
u3buparenpHoit  komuccuenr  (mamee — KCA  UKCP®) wu  IlenTpanbHoi
n3buparenbHoit komuccueit Poccuiickoit @enepanuu (nainee — KCA UK Poccun)
B paMKax peanu3aluy Lejerd U 3a1ad ['ocyaapCTBEHHOW CUCTEMBbI PETHCTPALUU
(yueta) uzbupareneit, yuacTHuKoB pedepenayma B Poccuiickoit deneparui.

JIOKyMEHTBI MOTYT opopmIIAThCA KaK Ha OyMaKHBIX,
TaK 1 Ha MallIMHOYUTAEMbIX HOCUTEIAX.

7.2.2. PaboTa ¢ HOKYMEHTaMH, COJIEpPKAIIUMU CBEIICHHUS 00 M30UMpartelsx,
y4acTHHKax pedepeHayMa, JIODKHA OCYHIECTBISATBCA C  YYETOM  HOpM
®epnepanbHoro 3akoHa oT 27 uronsg 2006 roga Ne 152-@3 «O nepcoHaIbHBIX
JNaHHBIX», llonoxeHuss 00 0cOOEHHOCTSIX OO0paOOTKH MNEPCOHANbHBIX JaHHBIX,
OCyIIeCTBIsieMO 0e3 MCHOJb30BaHUS CPEJICTB aBTOMATH3aIlMH, YTBEPIKIECHHOTO
IIOCTAHOBJICHUEM [IpaBurenscTBa Poccutickon Odenepanuu
ot 15 centsa6ps 2008 roma Ne 687, Ilomoxxkenust o I'ocynapcTBEHHOH cucTeme
peructpanuu (ydera) umz0upateneil, yd4acTHUKOB pedepenayma B Poccuiickoi

Odenepanuu, yrBepkaeHHoro mnoctaHoBieHuem I[[MK Poccum ot 25 depans
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2026 roma Ne 218/1683-8, Pernmamenra ucnonbp3oBaHusi moacuctemsl «Peructp

YYaCTHUKOB M30HpATENBbHOTO mpoiiecca» ['ocyaapcTBEHHONM aBTOMATU3UPOBAHHON
cuctembl Poccutickoit deneparun « BeIOOPBD), YTBEPKICHHOTO MOCTAaHOBICHUEM
[MUK Poccun ot 25 despas 2026 rtoma Ne 218/1684-8, Ilomoxenus
o6  oOecrneueHuu  Oe3omacHocTH  uUHpopmaruu B [ocymapcTBeHHOM
aBTOMaTU3UpOBaHHOW  cucteMe  Poccuiickoit ~ ®Depeparuu  «BbIOOpH»,
yrBepxkaeHHoro mnocra”HoBiaenueM LMK Poccunm ot 23 mroma 2003 roma
Ne 19/137-4.

7.2.3. JIoOKkyMeHTBI, coAepKalue CBEIACHHs 00 H30upaTensx, y4acTHHKaX
pedepeniyMa 10KHBI 00padbaThIBaThCA B peKUME KOH(PUACHIIMATLHOCTH.

7.2.4. Peructpalliio M XpaHEHUE JOKYMEHTOB, COAEpPKAIIUX CBEACHUS
00 wu30uparensx, ydyacTHUKax pedepeHayma, MOCTYNAIMX OT HCTOYHUKOB
uHQOpMAIIMU M HAMpPaBISEMBIX MM, OCYIIECTBISIOT TPAKIAHCKHE CIy>Kalue
amnrmnapara n30MpaTeIbHOM KOMUCCHH.

7.2.5. CicoK  JIMIl, YNOJHOMOYEHHBIX MOJy4aTh OT HMCTOYHUKOB
uHpopMaluu W mepeaBaTbh UM JIOKYMEHTBI, COJEpXKallhe CBEICHUS
00 wu30uparenax, ydyacTHUKax pedepeHayma, YTBEPKIAECTCA pPacHOpsSKEHUEM
npejacenaress n30upaTeIbHOW KOMUCCHH.

7.2.6. [TonyyuB OT UCTOYHUKOB MH(OPMAIIUU TOKYMEHT Ha OyMaKHOM JINOO
MalIMHOYUTAEMOM HOCHUTEJNIE, COJEp)KallMi CcBeAeHuss 00 u30uparensx,
ydacTHHKaX pedepeHayMa, COTPYAHHK amnmapara W30upaTebHOW KOMUCCHH,
OTBEYAIOIIHMA 3a JEOMPOU3BOICTBO, CHUCTEMHBIH aIMUHUCTPATOP
cootBercTBytOonero KCA TUK npocrasisier nometky «CID»:

Ha OyMa)XHOM HOCHUTEJE - B IIPAaBOM BEpPXHEM YIJIy TEPBOM CTPaHUIIBI
JIOKYMEHTA;

Ha  MAIIMHOYMTAEMOM  HOCHUTEIIE - B NPaBOM  BEPXHEHM  4YaCTH
MaIlIMHOYHUTAEMOT0 HOCUTESI HH(DOPMALIUH.

I[Tometka «JICII» mpocrtaBisieTcss TakKe Ha TEPBOM  CTPAHUIE
CONPOBOJIUTENIBHOTO ~ MUChbMa K  JOKYMEHTaM, COJepXKalluM  CBEACHUS

00 n3bmpaTtensix, ydacTHUKax peepeHayma.
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7.277. Bce OOKyMEHTBI, COJAEpXalue CBeAcHUS 00 wu30uparensx,

ydyacTHUKax  pedepeHaymMa, U  CONPOBOAMTENbHbIE  NHChbMAa K  HUM
OpyU UX MOJYyYEHUU JHOO OTIPABKE PErHCTPUPYIOTCS COTPYAHHKOM amrmapara
U30UpaTeabHOM KOMHCCHHM, OTBEYAIONIMM 3a JACJOMPOM3BOACTBO, CHUCTEMHBIM
aagmunuctparopoMm KCA TUK B otnenbsHOM kypHaie no (Gpopme, yCTaHOBICHHON
COOTBETCTBYIOIIUM HOPMATHMBHBIM aKTOM HU30UpaTenbHOW Komuccuu. [lpu stom
K PErUCTPAallMOHHOMY HHJIEKCY JOKyMeHTa nobasisercs mometka «{CII».

7.2.8. JIOKyMeHTBI, COJAEpKalllue CBeACHUs 00 H30UpaTesnsx, y4aCTHHUKaX
pedepenayma, Ha OyMaXXHBIX JHOO MAIIMHOYUTAEMBIX HOCHUTEISX XPAaHSITCS
B ceiipax MM B HAJIEKHO 3allMPAEMbIX W ONEYaThIBaeMbIX MIKadax (SUIuKax,
XPaHUITUIIAX).

Ilo nucTeueHnn cpoka XpaHEHUsI U PAaCCMOTPEHUS HA DKCIIEPTHON KOMUCCHH
n30upatenbHOi Komuccuu (naigee — DK) ykazaHHbIE JOKYMEHThl YHHUUTOXAIOTCS
no akry (mpwioxenue Ne 17). AKT 00 yHUYTOXXEHUU COCTaBIISIETCS
B HEOOXOAMMOM KOJIMYECTBE SK3EMIUISIPOB, HO HE MEHEE JIBYX, OJJMH U3 KOTOPBIX
xpanutcs y cucremHoro agmuauctparopa KCA UKCP® umn KCA TUK, a Bropoit
MOMEIIAETCS] B JEJIO B COOTBETCTBUUM C HOMEHKIATYpOM el H30MpaTebHON
KOMUCCHH.

7.2.9. JIoKkyMeHTBI, COJEpKallie CBEACHHS 00 M30upaTensx, ydacTHHUKaX
pedepenyma, repenaroTcs pabOTHUKAM U30UpaTEIbHBIX KOMUCCHM MO]T MOIHUCH.

[lepeqaya MOKYMEHTOB, COJEpKallluX CBeIEHUA 00 u30Uparensx,
y4yacTHHKax pedepeHayma, OT OJHOTO paOOTHUKA JPYroMy OCYLIECTBISETCS
C paspelieHust mpeacenaTesns  M30uUpaTeibHOM  KOMHUCCHMM WM JIUIA,
€ro 3aMEIIaoILErO0.

JIOKyMeHTBI, coOjepKalire CBeIeHHs 00 wu30uparensx, YydacTHUKAX
pedepeHayMa, THPAKUPYIOTCS C TMHUCBMEHHOTO pa3pelieHusl Mpeaceaarens
n30MpaTeNbHOW KOMHMCCUM WIIM JIMIA, €r0 3aMEIIAoNIEro. YUeT TUPaKUPYEeMBbIX
JIOKYMEHTOB OCYUIIECTBIISIETCSl MO3K3eMIuisipHo. Ha oOopore mocnenHero nucra
KaXXJIOr0 AK3EeMIUISIpa UCTHOJHUTENb JOJDKEH YKa3aTh KOJIMYECTBO OTIIEYATAHHBIX

HK3EMIUISIPOB, CBOIO (DAMMIIMIO U 1aTy TUPAKUPOBAHUS JOKYMEHTOB.
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7.2.10.0  ¢dakrax yTpaThl JOKYMEHTOB, COJEpPXKAIMX  CBEIACHUS

00 m30upaTensix, ydacTHUKaxX pedepeHayma, 00 pas3rialieHuss Coaep Kamiencs
B HHUX HWHQPOpPMAIIMM CTAaBUTCS B M3BECTHOCTH IpejacenaTeib H30HpaTeIbHON
KOMHCCUM WJIH M0, €ro 3amemaromee. [lpencemarens wim — JIKIO,
ero 3aMeIIarolee, Ha3HAYaeT KOMHUCCHIO JUIS PACCIICOBaHUS OOCTOSITCIbCTB
yTpaThl WIK pasrialieHus. Pe3yabTaTbl IPOBEPKH JTOKIAIBIBAIOTCS MPEICEIATEITIO

n30upaTeIbHON KOMUCCHH UJTH JIUITY, €r0 3aMelIaloIeMy.

8. [loaroroBka, ogpopmjieHue, BHINYCK, Y4€T JOKYMEHTOB,
paccMaTpuBaeMbIX HA 3aceJaHUsIX M30MPATEeIbHON KOMHCCHH

8.1. ®opMupoBaHuEe MPOEKTa MOBECTKU JHS 3acedaHus HU30upaTeabHOMI
KOMUCCHH.

8.1.1. IlpoekT TOBECTKM [JHS 3acelaHusi H30UPATEIHbHOM KOMHUCCUHU
dopMupyeTcsi cekperapeM H30MpaTeIbHOM KOMHMCCUU B CPOKH, YCTaHOBJICHHBIE
PernamenToM u30upareabHOW KOMHCCHM, HAa OCHOBAaHMHU IIAHOB padOThI
U pelIeHui U30MpaTeabHON KOMUCCUH, TOPYYEHUH MpeacenaTens n30uparebHon
KOMHCCHH, TOCTYIMBIINX JTOKyMeHTOB. [locie cormacoBanus ¢ mpeacenarenem
n30MpaTebHOM KOMHCCHM TPOEKT IMOBECTKH [IHA 3acelaHusl H30MpaTesbHON
KOMHUCCHHU MOAMKUCHIBAETCS CEKPETapeM N30UPaTETbHON KOMUCCHUU.

Taxke MPOEKT MOBECTKHU JIHS 3aceAaHUs M30UPATETbHOW KOMUCCHUH MOYKET
dbopmMupoBaTbCS U COIIACOBBIBaThCA cpenctBamu [IJ[ m mocie corjiacoBaHus
npejaceaareneM  KM30UMpaTeNbHOM  KOMHCCHHM  COTJIACOBBIBAETCSl  CEKpeTapeM
n30MpaTebHOM KOMUCCHH 71l BBIHECEHUS Ha 3ace/laHue.

8.1.2. YUnensl wn30HMpaTENbHOM KOMHMCCHHM BIpPAaBE MPEIJIOKUTh BHECTU
B IPOEKT MOBECTKM [JIHA 3aceJaHusi H30MpaTeNbHONM KOMMCCHU BOIPOCHI,
HE MPEeAyCMOTPEHHbBIE TUIAaHAMK PaOOThI M PEIICHUSIMH U30UpaATENbHOW KOMUCCHUH,
IIPU YCJIOBUM HAJIMYUS TOATOTOBJICHHBIX 10 3TOMY BOIIPOCY JOKYMEHTOB.

JlaHHBIE BONPOCHI BKJIIOYAKOTCA B IPOEKT ITOBECTKH JHS 3aCEIaHHUs
n30MpaTeNbHOW KOMHCCHM MPU MHUCbMEHHOM OOpAIlEHWH YiIeHa U30MpaTeIbHOM

KOMHCCHH, 110 MHUIOHUATUBEC KOTOPOI'O BOIIPOC BBIHOCHUTCA Ha 3aCCAAHHC, HAa MM
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npeaceaaTciisa H36HpaTeHBHOﬁ KOMHUCCHH, B KOTOPOM YKa3bIBACTCA HA3BAHUC

BOIIPOCA, NOKJIANUMK M JaTa Iepeladyd COIJIACOBAHHOTO IIPOEKTAa PEUICHUs
U MaTepHaJIOB K HEMY CEKpeTapio n30UpaTeIbHOM KOMUCCHH.

8.1.3. CornacoBanHblii ¢ mpeacenareneM HU30UpATeTbHOW  KOMHCCHH
W TIOJIMCaHHBIA (coryacoBaHHbIN cpeacTtBamu I1]]) cexkpeTapem m3buparenbHOU
KOMUCCHUM TIPOEKT TOBECTKH JIHS 3acelJaHusi u30upaTenbHOM KOMHUCCUU
TUPAXKUAPYETCA OTBETCTBEHHBIM 3a MOATOTOBKY 3aCEIaHMs ISl PACCBUIKM YJICHAM
n30UpaTeIbHOM KOMUCCHH.

Bormpocel, BKIIFOUEHHBIE B MPOEKT MOBECTKHU JIHS 3acCeIaHUs N30UpaTeIbHOM
KOMHUCCHH, Pa3MEILAI0TCs Ha cailTe n30upaTeabHON KOMUCCUU B ceTH MHTEepHET.

8.1.4. UnenaM wu30upaTenbHOM KOMHCCHM C IPAaBOM pPEMIAIOIIEro rojioca
U 4jieHaM U30upaTelbHOM KOMHUCCHU C MPAaBOM COBELIATENIBHOTO roJIOCa MPOEKT
MOBECTKH JHS 3aceJaHusl n30MpaTeabHON KOMUCCHUHU, POEKTHI PEIICHUN U Jpyrue
HEOOXOJMMbIE MaTepualibl MPEAOCTaBISIOTCS HE TO3JHEE 4YeM B JICHb,
MPEIIECTBYOMINN JTHEO 3aceIaHus M30UpaTeIbHOM KOMHCCHH,
a B MCKIIFOUMTEIBHBIX CIIy4asX - HE MO3/IHEE 4eM 3a | Jac 10 Hadajna 3aceiaHus
n30MpaTeIbHOM KOMHCCHH.

8.2. IloaroToBKa MTOKYMEHTOB II0 BOMNPOCAM, BKJIIOYEHHBIM B TIPOEKT
MOBECTKH JIHS 3aceJaHus U30MpaTEIbHON KOMUCCHU.

8.2.1. JIokyMEeHTBl IO BOINPOCaM, BKJIIOYEHHBIM B IPOEKT ITOBECTKU JHS
3acejaHusl M30MpaTeNbHOM KOMHMCCHM, TOTOBSITCS UJE€HAMH H30MpaTeIbHON
KOMHMCCUHM, 332 KOTOPBIMM 3aKPEIUIEHBl COOTBETCTBYIOIIME  HANPABIECHUS
NeATEIbHOCTH, C IPUBJICUEHUEM B Cllydae HEOOXOAMMOCTH PaOOTHUKOB ammapara
n30UpaTeabHOW KOMHUCCHUU U JIPYTMX CIELUATNCTOB (JIOKYMEHTHI MO BOIPOCAM,
BKJIFOYEHHBIM B TPOEKT MOBECTKH JHSA 3acelaHusl H30MpaTEeIbHON KOMHUCCHUH,
MOTYT TOTOBUTBCS U COTJIACOBBIBAThHCS cpenctBamu 11]1).

8.2.2. IlpencraBnsieMble K PacCCMOTPEHUIO JOKYMEHTBI JOJDKHBI BKIIFOYATh
03arJIaBJICHHBIN MPOEKT peteHus U30UpaTeIbHOM KOMUCCHUU
C TMPHUOOMICHHBIMM K HEMYy TNOJJIMHHUKAMU JTOKYMEHTOB (B TOM 4YHCIIE

pacncyaTaHHbIMHU KOIINAMHAU JAOKYMCHTOB, HOCTYHI/IBH_II/IX/ IIOATOTOBJICHHBIX
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B 3JICKTPOHHOM BHUJIE), MOCTYKUBIIMX OCHOBAHHUEM ISl PACCMOTPEHHUSI BOMpOCa

Ha 3acelaHuu HU30UpaTeNbHOM KOMHUCCHH, JHOO MPOEKT MUChMa, MOIJIEKAIIETO
COTJIaCOBaHUIO Ha 3aceJaHUM M30MPATETHbHON KOMHCCHH, P HEOOXOIUMOCTH —
NOSICHUTENBHYIO 3aIIMCKY IO paCCMATPUBAEMOMY BOIIPOCY.

8.2.3. [IpoekThl TOKYMEHTOB (BKJIIOYAsi MPHUIOKEHUS), MPEACTABISIEMbIC
JUISL paCCMOTPEHHSI Ha 3aceaHuu M30MpaTelIbHOW KOMHCCHUM, TMOJTrOTOBJICHHBIC
KaKk Ha OyMa)XHOM HOCHTeNe, TaK M B JJIEKTPOHHOM Bujae cpeactBamu [1]],
BU3UPYIOTCSI UCIIOJHUTENEM, HayalbHUKAMHU CTPYKTYPHBIX MOJApa3ieleHui
anmnapara U30MpaTeIbHON KOMUCCUU, OTBETCTBEHHBIMHU 32 IIOJITOTOBKY TOKYMEHTA,
HayasbHUKOM HOpuanyeckoro ympaBieHHUs armapaTa W30UpaTeNbHOW KOMHUCCUU
Y 4JICHOM M30MpaTeIbHON KOMUCCUH, OTBETCTBEHHBIM 32 €r0 MOJATOTOBKY.

[IpoeKkThl JOKYMEHTOB (BKJIOYash MIPHIIOKEHHS), COAEPKALIUE BOMPOCHI
(¢uHaHCUpPOBaHUS  BBIOOPOB, O0OECIEUEHMsI JESATENBHOCTH  M30MpPATEIbHBIX
KOMHUCCHM, JKCIUTyaTallid M Pa3BUTHS CPEJICTB aBTOMATH3allMH, MOBBIIIECHUS
paBOBOM  KyJnbTyphl H30upareneld, OOy4deHUss OpraHu3aTopoB  BBIOOPOB,
pedepeHIlyMOB U MHBIX YYaCTHHKOB M30MpaTENIbHOTO Ipolecca, B 00s3aTeIbHOM
MOPSJIKE BUBHPYIOTCS TJIABHBIM OyXraiTepoM U30upaTesibHOM KOMUCCHUU.

Busbel mpocTaBisOTCS B KOHIE TEKCTa MPOEKTa pelieHHus oo
Ha 00OPOTHOM CTOPOHE MOCJIEAHETO JINCTA MPOEKTa JOKYMEHTa MO0 YCTaHOBJIEHHON
dbopme (mpunoxkenne Ne9). Ilpu mMOArOTOBKE M COTJIACOBAHUM TMPOEKTOB
JNOKyMEHTOB  cpeactBamMu  IIJ[  smer  cornmacoBaHus  paclieyaThIBACTCS
U NpuodIIaeTcs K MOMJIMHHUKY JOKyMeHTa. IIpu HeoOXoAMMOCTH MOJIy4EeHUS
BU3bI JOJHKHOCTHOTO JIMIIA HA JIUCTE COTJACOBaHUS JOKYMEHTA, OATOTOBIEHHOTO
cpeactBamu IIJ[, oH pacneyarsiBaeTcs, NEpenaeTcs BMECTE C IPOEKTOM
JIOKyMEHTa Ha BUBMPOBAHNE COOTBETCTBYIOIIEMY JOJKHOCTHOMY JIMILY.

8.2.4. IIpoeKkThl JOKYMEHTOB JJisl BU3UPOBAHUS JIOJKHBI MPEACTABIATHCS
B CPOKH, YCTAHOBJICHHBIE MpejceaaTeseM n30upaTeabHOM KOMUCCHH.

8.2.5. Ucnionnutens obOecrneynBaeT KOMIUIEKTHOCTh BCEX JIOKYMEHTOB,
0003HAaUEHHBIX KaK B TMPOCKTE pelIeHUs M30UpaTeIbHOW  KOMUCCHH,

TaK U B I[TPHUJIOKCHUAX K HEMY.
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8.2.6. Ilocne o3HakOoMJIeHHS, a B HEOOXOIUMBIX CIydasX — BHECEHHUS

3aMEUaHUi M TPENJIOKEHUM, CeKpeTapb W30MpaTeIbHOW KOMHUCCHUU B TOPSAKE
YCTaHOBJIEHHOM PernamenTtom n30upaTenbHOU KOMHCCUU BBIHOCUT
MIPEICTAaBIICHHBIE TIPOSKTHI JOKYMEHTOB Ha 3aceIaHue N30MPaTeIbHON KOMUCCHH.

[Ipu HEoOXOIUMOCTH TPOEKTHl JOKYMEHTOB MOTYT OBITh BO3BpPAIlCHbI
B TMOpsS/IKE  YCTaHOBJIEHHOM  PerimameHTOM — M30MpaTenbHONM  KOMHUCCUU
JUTST TOPaOOTKH.

8.2.7. OTBETCTBEHHBI 3a NOATOTOBKY 3aC€laHHsl KOMIUIEKTYET NaIKu
C JOKyMEHTaMH, MOJJIEKAIIUMU PACCMOTPEHHUIO, B COOTBETCTBHM C IMPOCKTOM
MOBECTKU [HSA 3acelaHus W30UpATEeIbHOM KOMHUCCHUM M pa3JaeT UX 4YICHaM
n30MpaTebHOM KOMHUCCHUU B CPOK, YCTAHOBIICHHBIN PernaMeHToM H30upatenbHoi
KOMUCCHH.

Ecnu unen n3buparenbHOM KOMUCCUU HAXOJUTCS B OTITYCKE, KOMaHIUPOBKE
WM OTCYTCTBYET IO 0OJIE3HU, IPEeHA3HAUCHHAS JJISl HETO Marnka ¢ JOKYMEHTaMu
OCTaeTCs O €r0 BO3BPAICHUS Y OTBETCTBEHHOTO 3a MOATOTOBKY 3aCEaHMUS.

B cnydae ucnons3oBanus n30upaTeibHOW KOMUCCHEH TEXHUYECKUX CPENICTB
JUISL TPOBENCHUSI 3acelaHuii H30UpATeIbHOM KOMHCCUU TMPOEKTHI pEIIeHUuM
3arpyaroTcsi B TEXHHUYECKHUE CpPEICTBA, HCMOJIb3yEMbIE YJIE€HAMH KOMHUCCUU
IIPY MPOBEAECHUHN 3aCEHAHUN.

Unenam n30UpaTesbHOM KOMHUCCHUHU Cc MPAaBOM  PEILIAOIIErO
M COBEIIATENIbHOTO rojoca MaTepuadbl MOTYT MEPENaBaThCs Ha yKa3aHHbIE UMU
AJICKTPOHHBIE TIOYTOBBIC SIIMKKM B ceTu MHTepHeT w/wiM mepen HadalioM
3ace/laHus, a JIMIAM, NPUIVIAICHHBIM HA 3aceJaHhe, MaTepuajbl MO BOMPOCY,
Ha KOTOpPBIA OHM MpPUIJIAIIECHBI, IEPEAAIOTCS MPU PETUCTPALMK TEpPE] HAYAIOM
3ace/laHusl.

8.2.8. Ilepen HayanoM 3aceaHusi OTBETCTBEHHBIN 332 MOJATOTOBKY 3aCEIaHUs
perucCTpuUpyeT MpUTJAlICHHBIX HA  3acefaHue  JIMI, CHIHCOK  KOTOPBIX
MIPEJCTABIISIETCS TTPEACEAATENIO.

8.2.9. Ha 3acenganum n3bupaTeabHOM KOMUCCHUU BEAECTCS MPOTOKOI U MOXKET

MIPOU3BOIUTHCS ayIMO3aNUCh (BUI€03AINCh).
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8.3. BhlllyCK JJOKYMEHTOB, PACCMOTPEHHBIX Ha 3acelaHuu HU30upaTeabHOI

KOMMCCHHU.

8.3.1. JIOKyMeHTBI, pacCMOTPEHHbIE Ha 3acellaHud  HU30upaTesbHON
KOMHUCCHUH, JOJDKHBI OBITh, TpH HEOOXOIWMOCTH, JOpabOTaHbl, a 3aTeM
MOJMKUCAHBI, 3aPETUCTPUPOBAHBI U PA30CIIAHBI.

8.3.2. Cpok nopabOTKM JOKYMEHTOB HE JOJKEH MPEBBIIIATH TPEX pabouux
JHEW Tocjie JHA 3acelaHusi U30UpaTeIbHOM KOMHUCCHM, €CIM HMHOM CpOK
He omnpezeneH (denepalbHbIM 3aKOHOM W/WJIM 3aKOHOM cyObekTa Poccuiickoit
®denepaluu, peraaMEeHTOM H30UpPATEbHOM KOMHCCHU WM HE OrOBOPEH
Ha 3aCeJlaHuU.

8.3.3.Ilpu nopaboTKe MAOKYMEHTa WCIOJIHUTEIb BHOCUT B TEKCT
COTJIACOBAaHHBIE B XOJI€ 3acelJaHusi U30UpaTEeIbHOM KOMHCCUU HW3MEHEHUSI.
B cnydae mpuHsATHA W30UpaTEIbHOM KOMHCCHEH pelieHus O HEOOXOIUMOCTH
KOHTPOJIS 3@ UCTIOJTHEHUEM PEIICHUS €T0 TEKCT JOMOJHICTCS IyHKTOM, B KOTOPOM
Ha3HAYaIOTCs JIMIAa, OTBETCTBEHHBIC 3a WCIOJHEHUE, W OMpEAEiseTcsS CPOK
VICTIOJTHEHUS.

8.3.4.1Ipy HeoOXOAMMOCTH, B  CiIy4ya€ BHECEHUS B  JIOKYMEHT
COTJIaCOBaHHBIX HA  3acelaHUM  W30MpaTeIbHOW  KOMHCCHH  W3MEHECHHM
OH BU3UPYETCS Y WICHOB M30MPATEIbHON KOMUCCUHU, BHECIIUX B XOJI€ 3aCEIaHUs
COOTBETCTBYIOIIHNE MPEIAJTIOKEHHUS.

JlopaboTka M COIJIacCOBaHHE JOKYMEHTOB, PACCMOTPEHHBIX Ha 3acelaHUU
KOMMCCHUH, MOXKET OCYIIECTBISIThCA cpencrBamu [1/].

Busbl npocTaBisitoTcs Ha 0O0OPOTHOM CTOPOHE MOCIEAHEr0 JIMCTa MPOEKTa
JIOKyMEHTa T0 YycTaHOBIeHHOW ¢opme (mpunoxkenue Ne 9). Ilpu moaroroske
M COIVIAaCOBAaHWUU MPOEKTOB JOKYMEHTOB cpeacTBamu [IJI mucTt coriacoBaHus
MPUOOIIAETCS K MOJIMHHUKY JJOKYMEHTA.

8.3.5. Ucnionuurenn CIIEOUT 3a  KOMIUIEKTHOCTEIO MPUJIaraeMbIX
K pPEIICHUI0 N30MpaTeIbHOM KOMHUCCHUM JOKYMEHTOB M pacrojiaraer ux B TOH

IIoCJacaoBaTCIbHOCTH, B KOTOpOﬁ OHU YIIOMHHAIOTCA B TCKCTC.
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8.3.6. Eciu  BOmpoOCHI, coJepKallhecss B pEUIeHuH U30upaTebHOU

KOMHCCHH, KacarloTCid JEATEIbHOCTH OJHOW WM HECKOJbKHX CTOPOHHHX
OpraHu3aluid, K JOKYMEHTY IpWUJIAraeTcs JIUCT COTJIACOBaHUS, B KOTOPOM
YKa3bIBAIOTCA HAMMEHOBAaHUE OpPTaHHU3AIMH, JOJDKHOCTb, MHULIMAIBI U (PamMuiIns
JOJDKHOCTHOTO JIMIA, C KOTOPBIM 3TOT JOKYMEHT COIJIaCOBaH, U CTaBUTCS
ero coOCTBEHHOPYYHas MOAMHUCH.

CornacoBanne oGpopMIISIETCS Ha MTOCIIEAHEM JIUCTE PELICHHsI U30UPaATEIbHOM
KOMUCCHHU.

8.3.7.K odopmneHHOMY IS TIOANMUCAHUS PCEIICHUI0 HW30UpPATEIHLHON
KOMUCCUHM OTBETCTBEHHBIM 32 IMOATOTOBKY 3acelaHus MpUlaraeT OT4yeT
o pasmenieHuu pemennit Cankr-IlerepOyprckoit u30upaTeIbHOW KOMHUCCUU
Ha oduUIHAIBHOM caiite www.st-peterburg.izbirkom.ru, B cereBoMm wu3ganuu
«Bectuuk Cankrt-IleTepOyprckoii  u30upatenbHOM KOMHCCHM» U PACCHLIKE
0 COOTBETCTBYIOIIMM ajapecataMm (naiee — OTyeT), KOTOpPhIM HaIpaBiseTcs
penieHre u3douparenbHoil komuccuu (mpuinoxxenre Ne 10).

B Ortuer BKIIIOYAIOTCS AOJKHOCTHBIE JIMIIA (OpTraHU3alllK), KOTOpbIEe OYyIyT
3aJIeCTBOBAHbl B pealU3alydyd MPUHATOIO JOKYMEHTa WIA JOJDKHBI OBITh
POUH(POPMHUPOBAHBI O €T0 COJIEP)KAHUHN U KOTOPBIM 3TOT TOKYMEHT JIOJDKEH OBbITh
pazociad. CHnuCOK JOJKHOCTHBIX JIMII (OpraHu3aIluii), KOTOPHIM HaIlpaBIseTCs
pelieHrne n3oupaTeIbHON KOMUCCHH, MOKET ObITh TOATOTOBIIEH cpeacTBamu T1]1.

OTuer mNOANUCHIBAETCA OTBETCTBEHHBIM 3a TMOJATOTOBKY 3aCEIaHHs
U YTBEPXKIAETCA CEKpeTapeM M30MpaTeabHON KOMHUCCHU  (MCHOJHSIOIIUM
00s3aHHOCTH CEKpeTapsi M30MpaTelbHOM KOMHUCCUHU, CEKpEeTapeM 3acelaHus
n30MpaTebHON KOMUCCHH).

8.3.8. OcdopmiieHHBIE KOMILIEKT JOKYMEHTOB (peuieHue Hu30uparebHON
KOMHUCCHH, OOO3HAUE€HHbIE B €ro TEKCTe NpuiiokeHus, OT4YeT) HUCHOJIHUTENh
nepefaeT OTBETCTBEHHOMY 3a NOATOTOBKY — 3acelaHusl JJii  MPOBEPKHU
NpaBUIBLHOCTH O(OPMIICHHSI IOKYMEHTOB U TOCIEAYIOIIEr0 MX MpeACTaBICHUS
HAa TOJANUCh TpeAcenaTento  M30MpaTeNbHOM KOMHCCHM M CEKpEeTapro

n30UpaTebHOM KOMHCCHH.
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8.3.9. Pemienue n30uparenbHO KOMHCCUU TMOAMUCHIBAETCS MpeaceaaTeIeM

n30upaTeabHON KOMUCCHH U CEKpeTapeM N30upaTeabHOH KOMUCCHH.

Ecin wna 3aceganum u30MpaTenbHOM KOMHCCHU TMPENICENATEIbCTBOBA
3aMEeCTUTEINb MpecenaTeNss H30UPATEIbHON KOMUCCHH, CEKpeTaph N30MpaTEIbHON
KOMHUCCHUU WIIM OJWH U3 YJICHOB M30UpaATEIbHOW KOMUCCUU C MPABOM PEIIAIOIIETO
rojoca, a TaKXe ecCJId I[OJHOMOYMS CeKpeTapsi H30UpaTeIbHOW KOMHCCHH
OCYULIECTBJISUI OJIMH U3 WICHOB M30MpPaTEeIbHOM KOMHCCHH C IIPaBOM PEIIAIOIIETO
rojoca, TO MOAMUCH B MPOTOKOJIE, HA peHIeHUH OGOPMIISIOTCS CIEAYIOIIUM
oOpazom:

«3aMecTuTens Tpeacenarens U30UMpaTeNbHOW KOMHCCHM» —B  Cllydae
BPEMEHHOI'0 OTCYTCTBHS MpejcenaTens u30upaTesibHON KOMUCCUU;

«Mcnonusomuii 005S3aHHOCTU MpeAceaaTesis H30MpaTeaIbHON KOMUCCUNY» —
B Cllydae OTCYTCTBHs IpejacenaTesis U30uUpaTeabHOW KOMHCCHHM, BPEMEHHOIO
OTCYTCTBUS 3aMECTUTEIS MpeceaaTeNsi H30MpaTeIbHON KOMUCCUU U TTPU HATUYUU
perieHuss M30UpaTeNbHOW KOMHUCCHUM O BO3JIOXKEHMM HA OJHOTO U3 YJIECHOB
n30UpaTeabHOM KOMHCCHMM C IIPaBOM pEILIAIOLIET0 rojioca IOJHOMOYUHN
npejacenaress n30upaTeibHOW KOMHUCCHH;

«Mcnonusomuii 00sS3aHHOCTH CEKpeTaps H30UpaTeIbHOW KOMHCCHUI» —
B CIyyae HaJMuusl pacHopsDKeHMsI TNpejcenareiss W30MpaTelbHOM KOMHUCCUU
WIM UCHOJIHAIOMIEr0 OOSI3aHHOCTH Tpeiacenareis W30UpaTeNbHOW KOMHUCCUU
O BO3JIOKEHHMM Ha OJHOTO W3 WICHOB H30UpATEbHOM KOMHUCCHHM C IPaBOM
pelIaloIero rojioca MOJHOMOYUM CeKpeTaps U30MpaTeibHONM KOMHUCCHUU JHOO
IpU HaJU4YUM pElIeHHUs] M30UpaTeNbHOM KOMHUCCHU O BO3JOKEHHHM Ha OIHOTO
U3 YJICHOB U30MpaTeIbHON KOMHCCHUU C IPABOM PELIAIOIIETO T0J10ca MOJIHOMOYUN
ceKkpeTaps u3oupaTeabHON KOMUCCHH.

«CexkpeTtaphp 3acenanusi U30UpaTEIbHON KOMUCCUI» — B CIIy4ae BPEMEHHOTO
OTCYTCTBUS CEKpeTapsi M30MpaTelibHOM KOMUCCMUM W MpU HAIUYUUA PEIICHHS
n30MpaTeIbHOM KOMUCCHH.

8.3.10. [Tocne  moamucaHust  JTOKYMEHTbl ~ MOTYT  PETUCTPUPOBATHCS

OTBETCTBEHHbIM 3a IOATOTOBKY 3acelaHus C  ucnoib3oBanuem 1]
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Ha noxyMeHTax M ciMcKax pacChbUIKM ITPOCTABISAETCS PETUCTPALMOHHBINA HOMED.

8.3.11. Pemienus n30upaTenbHON KOMHUCCUHU HYMEPYIOTCS
B XPOHOJIOTMYECKON TMOCJEN0BATEILHOCTH B TMpeJenax CpoKa IOJTHOMOYHUN
n30upaTeIbHON KOMUCCHH.

Howmep pemenust n3duparenbHO KOMUCCUU COCTOMT U3 HOMEpa MPOTOKOJIa
3ace/laHus U MOPSAKOBOTr0 HOMepa Bompoca, (Hanpumep: 1-5).

8.3.12. Yka3zaHHbIE BbIIIE PEKBU3UTHI PEUICHUS WM30MpPATEIbHON KOMHUCCUU
BHOcsATCA B PYK, k koTopoil nmpukperuisiercs: ¢ain nokymenta B gpopmare docx
(mmst Tabmui gomyckaroTcs (aitnmel Gopmara xIsx) W, Mpu HEOOXOIUMOCTH,
ANIEKTPOHHBIN 00pa3 JokymeHTta B (opmare pdf, a Takxke nenmaercss CBsi3Ka
C JIOKYMEHTaMH, IOCIY>KMBUIMMU OCHOBAaHHMEM [UIsl PacCMOTPEHHS BOIpOCa
Ha 3acellaHuu n3dupaTenbHor komuccuu (pu Hanuuu ux PYK B I1]1).

8.3.13. Pa3zpemnienne Ha THpPaXUPOBaHUE JOKYMEHTOB B HEOO0XOIUMOM
KOJMYECTBE JaeT Ipeacenarenb (3aMecTUTeNb Npeacenaresis, CeKpeTapb)
n30upaTenbHOM  KOMHUCCHU. JIOKYMEHTBI  TUPAXHUPYIOTCSI  OTBETCTBEHHBIM
3a TIOArOTOBKY 3acelaHusl (BEIEHHE JEJONPOM3BOJICTBA) B COOTBETCTBUU
¢ OrtyeroM, Ha KaXIOH KONUM JOKYMEHTa TPOCTABISAETCA  I€YaTh,
yIIOCTOBEPSIOLIAs MOANNUCH MpecenaTeNs N30MpaTeaIbHOM KOMUCCUH U CEKpeTaps
n30upaTebHONM KoMuccuu (0€3 BOCIIPOU3BEICHUS TTOAMHICEH ).

8.3.14. Konust  pemienust  u30UpaTeNbHOW  KOMHCCHUM  HampaBsieTCs
3agBUTENI0O B Clyyae, €CJIM €ro oOpamieHue B U30UpPATEIbHYI0 KOMHUCCHIO
MOCIY)XKWJIO OCHOBAaHMEM JUIA PACCMOTPEHUs BOMpoca Ha  3acelaHuu
n30MpaTebHOM KOMUCCHH.

8.4. OdopmiieHne MpoTOKOIa 3aceaHusl N30UpaTEIbHOW KOMHUCCHH.

8.4.1. IIporokon 3acemanusi uU30UpaTENbHOW KOMHUCCUU O]opMmiIseTcs
Ha OaHKe ycTaHOBJICHHOU (opMbl (pusioskenne Ne 3) B CpOK, HE TIPEBBIMIAIOIINAN
JIBYX HeIeNb Iocie JHA 3acedaHusi u3OupaTtenbHO komuccuu. IIporokon
3acelaHus M30UpaTeNbHOM KOMUCCHM MOXET ObIThb odopmiieH cpenctBamu [1]]
C HCIOJIb30BAaHUEM COOTBETCTBYIOUIETO I11a0JIOHa OJlaHKa YCTaHOBJICHHOM (OPMBI

(npunosxenue Ne 3).
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8.4.2. IIpoTokoun 3acenanus n30MpaTeaTbHOM KOMUCCUU MOKET OPOPMIISTHCS

B TTOJTHOW WJIM KPaTKO# opme.

8.4.3. Texct mpoTOKOJIa 3acelaHusi U30UpaTENbHOW KOMHCCHH COCTOUT
U3 IByX 4acCTEW: BBOJHOM U OCHOBHOM.

8.4.4. B BBOAHOI YacTU MPOTOKOJIA 3aceAaHUsi M30UpaATEIbHOU KOMHUCCUU
YKa3bIBAIOTCS MHULMAIBI U (aMuivsg mpeacenaTess U30UpaTelbHOH KOMHUCCUU
(mpencenaTeNnbCTBYIOIEr0), a  TaKKe  NPUCYTCTBYIOIIMX:  3aMECTUTENS
npejacenarenas U30MpaTeTbHON KOMHCCHH, CEKpeTapsi M30MpaTesbHOM KOMHCCUU
U 4YJIEHOB HM30MpATEIbHON KOMHCCHHM, B TOM YHCIIE€ C MPABOM COBELIATEIIBHOIO
rojioca, paOOTHUKOB armapaTa u30upaTelbHOM KOMHCCHH M JIWLI, MPUTJIAIIEHHBIX
Ha 3aceJlaHue.

Homyckaercss oQopMieHHUE MPUCYTCTBYIOIIMX  OTACIBHBIM  CIIHUCKOM
C yKa3aHWeM WHUIMAJIOB, ¢aMuiauii u goipkHOocTed. CHHCOK mpuiaraercs
K IPOTOKOJTY 3aceAaHusl.

8.4.5. IloBecTka JHSI BKJIIOYAETCS B BBOJIHYIO YacTh MPOTOKOJA 3aCEIaHUs
n3buparenbHol KoMuccuu. OHa COCTOMT W3 MEPEUYHUCIIEHUS BOIPOCOB, KOTOPHIE
oOCyX)JaloTcsi Ha 3acellaHul U30UpaTeIbHOM KOMHUCCUM, W  3aKpervisieT
MOCJIEIOBATEIHHOCTD UX OOCYXKICHUS U (PaMUIINK TOKJIATYUKOB (BHICTYTAIOIINX ).

Kaxnplii BOIpoC TMOBECTKH JHS 3acelaHusl H30MPaTeIbHOM KOMHCCHU
HymepyeTcsi apaOckoil 1udpoii, ero HauMeHoBaHue (OPMYJIUPYIOT C Mpeajora
«O» mmu «O06». [lo kaxaoMy MYyHKTY YyKa3blBaeTcs JAOKJIAT4uK U (opma
MpeCTaBJICHUs BOIIpoca (JI0KJIal, OTYET, COOOIIeHUE, HH(OPMAIIUS).

8.4.6. OcHOBHasl 4YacTh MPOTOKOJIA 3aceqaHusi M30MpaTeNbHOM KOMHUCCUU
(kak TIOJIHOM, Tak M KpaTKOW (POPMBI) COIAEPKUT CTOJIBKO Pa3/IesioB, CKOJIBKO
MYHKTOB BKJIFOYEHO B MOBECTKY AHS. B COOTBETCTBUU C HEM pa3zienbl HyMEpYyIOTCS.

Kaxneiit  pazgen  coctout w3 Tpex  yacrteil:  «CJIYIIAJIN:»,
«BBICTYIIMJIN:», KOTOpBIE MEYATAIOTCS OT TPAHMIIBI JIEBOTO IMOJS TPOIMKMCHBIMU
oykBamu u «Cankt-IleTepOyprckas n3bupareabHasi KOMUCCUS P € I H JI 4,
KOTOpast MeYaTaeTcsl Mo TEKCTY JOKyMEHTa CTPOYHBIMU OYKBaMH, BBIJIEISISI CIIOBO

«peuIniiay NoJIy>KUPHbIM HauepTaHUEM U UCIIONb3YsI MEXKOYKBEHHBIN MpoOel.
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B uactu «CJIYIHAJIW:» (momHO#l (oOpMBI) KpaTKO U3JIAraercsi TEKCT

BBICTYIUICHHUS JOKJIaguuka. JlomKHOCTh, MHMIMANB W (aMuiIus TOKIaaduKa
[I€YATAI0TCSA C HOBOM CTPOKHU B POJUTENILHOM MajiexkKe. 3aluch JOKJIaga U3jaraercs
OT TPETHETO JIMIA €IUHCTBEHHOIO YUCIA.

Ecnu Teker noknana mpuiaraercs K MpoTOKONY 3acelaHusl N30MpaTeabHON
KOMHCCHH, TO UCIIOJIb3YETCS CChUIKA « TeKCT JoKIIaaa MpuiaraeTcs».

B uactn «CJIYIIAJIM:» (kpatkoit (opMbl) YKa3bIBa€TCA TOJKHOCTB,
UHUIMAJIBI U (paMUIUS TOKJIAJAUUKaA [1€9aTaloTCsl ¢ HOBOM CTPOKU B POJUTEIBHOM
najieXe U yKa3bIBaeTCsl HAMMEHOBAHUE BOIIPOCA.

B vactu « BBICTYIINJIW:» (mpu HAJIMYUKU BBICTYyNAOUIMX) (KpaTKOW QopsbI)
NIEPEYNCIIIOTCS BBICTYNAIONIME W aBTOPBI BOINPOCOB. JlOHKHOCTh, WHUIUAJIBI
U (QamMuiIMs BBICTYNAIOLIErO IE€YATAIOTCS C HOBOM CTPOKM B HMEHHUTEIBHOM
najexe.

B uvactu «Cankr-IlerepOyprckas n3dbuparenbHasi KOMHCCHS P € Il M JI a:»
(kaKk TOJIHOM, Tak M KpaTrkod (OpMbI) OTpakaeTcd MNPUHATOE pelICHUE
10 00Cy>X/1aeéMOMY BOIIPOCY U PE3YIbTAThl TOJIOCOBAHMS.

Hanuune ocoboro MHEHHMs 4jieHa W30MpaTeIbHOM KOMHCCHUU C MPABOM
pelaoIero rojoca oOTpaxaercs B IPOTOKOJIE 3acelaHusi u30upareabHOu
KOMHUCCHUHM M JIOJDKHO OBITh MPHJIOKEHO K PEIIEHUI0 M30MpaTeIbHOM KOMHCCHUH,
B CBSI3M C KOTOPBIM 3TO MHEHHE U3JI0keHO. Oco00e MHEHHE WIeH U30upaTebHON
KOMHCCHH C ITPAaBOM PELIAIOIIEro rojioca JOJIKEH U3JI0KHUTh B MUCbMEHHOM (popme
U MPEJICTaBUTh B U30UpATEIbHYI0O KOMHUCCHIO HE TMO3JHEEe, YeM Ha CIeTyHOUIUn
pabounii 1eHb MOCJIe JAHHOTO 3ace/laHus U30UpaTeIbHON KOMUCCHUHU.

8.4.7. IIpotokon 3acemaHusi M30UpATEIBHOW KOMHCCHHM TOJMUCHIBACTCS
npeacenaTeneM n30upaTenbHOU KOMMCCUU (mpencenaTeNnbCTBYIOIIUM
Ha 3aCe/laHui) U CEeKpeTapeM M30MpaTeIbHON KOMUCCHU (WJIEHOM HM30MpaTenbHON
KOMHUCCHUH, HUCIOJIHSBIIMM OOS3aHHOCTU CEKpeTapsi M30upaTesibHOW KOMHUCCHUH,
WM CEKpeTapeM 3aceIaHus U30MpaTesIbHON KOMUCCHUN).

8.4.8. [locne moanmucanust MPOTOKOJIBI 3aceJaHu N30UpaTETHbHOM KOMUCCUU

PErUCTPUPYIOTCS (MOTYT PErUCTPUPOBATHCS € HcTonb3oBanueM [1]1).
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[Ipotokonsl  3acemaHuii  W30MPATETHLHOM  KOMHCCHM  HYMEPYIOTCS

B XPOHOJIOTHYECKON TOCJIENOBATEILHOCTH B TMpeJenax CpoKa IMOJTHOMOYHUN
U30UpaTeIbHON KOMUCCHH.

8.4.9. IlpoTokonsl 3acemaHuii M30MpPATEITHLHONM KOMHUCCHUH, TPHOOIICHHBIC
K HUM pelieHus u30upaTenbHOM KOMHCCHMH BMECTe C  MaTepuajaMH,
MOCTY)KUBITUMHU OCHOBAaHWEM JUISI WX TMPHUHATHS, OCOOBIMH MHEHUSMH YJICHOB
n30UpaTeTbHOM KOMUCCHH, XpaHATCs B OpraHu3aliiOHHOM YIIPaBJICHUH aImapara
n30UpaTeIbHOW  KOMHCCHH, a 3areM, OQOpMIICHHBIE B  COOTBETCTBUH

¢ TpeboBanusIMU HCTpYKIIMU, IEPEIAIOTCS B APXUB.

9. OpopmiteHne NpuKa30B, pacnopsizKeHUil npeaceaaTe s
U30MpaTeJIbHOI KOMUCCUM

9.1. OdopmiieHre NPUKA30B, PACHIOPSIKEHUHN TIpejcenaTens n3oupareabHOMu
KOMHCCHH TT0 OCHOBHOM JICSITCIIBHOCTH.

9.1.1. [Ipuka3 npexacenarenss U30MpPaTEIbHON KOMUCCUU — UHAUBUAYaJIbHBINI
MPaBOBOM aKT MO BOMpPOCAM BHYTPEHHEW OpraHu3aluud padoThl U30HpaTETHHOMU
KOMHCCHHU (ajiee — MpHuKa3s).

PacniopsokeHust mpeacenaTenss — MpaBOBOM akT MO BOMPOCaM, OTHECEHHBIM
3aKOHOJATE€ILCTBOM M  TMPABOBBIMU  aKTaMH  HM30MPATEILHONM  KOMHUCCUU
K  KOMIIETCHIIMM  Tpeaceaaresss  u30upareabHOM — KOMHccuU  (Jayiee —
pacrnopsbKeHue).

[Ipuka3el, pacrmopsbkeHHE TIpeacenarenss HM30MpaTebHONM  KOMHCCHH
M0 OCHOBHOM JEATEIbHOCTH (Jajiee — pacnopsbkeHue) odopmisieTcss Ha OJIaHke
yCTaHOBJICHHOU (hopmbl (TiprioxeHue Ne 3).

9.1.2. IIpoekTbl  NpPUKA30B, PACHOPSIKEHWA  TOTOBATCA  AIllapaToOM
n30upaTebHOW KOMHUCCHM 1O TIOPYYCHHIO Tpejcenarens (3aMecTUTeNs
npejceaaTens, CeKperaps, WICHOB)  M30UpaTeIbHOM  KOMHCCHUU  JIMOO
10 WHHIMATHBE CTPYKTYPHOTO TIIOApA3JCIICHUs arapata HW30upaTebHON
KOMHCCHH.

HpI/IKaSBI, PaCopsKCHHUA MOI'YT T'OTOBUTLCSA MW COINIACOBBIBATLCSA TAKIKE
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cpeactBamu II/]. Ilpm moxaroroBke mnpukasa, pacropstbkeHus cpeactBamu I1]]

UCIIOJIb3YETCSI COOTBETCTBYIOUIMI 11a0JI0H OJIaHKa JOKYMEHTA.

9.1.3.[lpuka3, pacnopspkeHHE HMEET CJEAYIOUME PEKBU3UTHL: repd
Cankr-lletepOypra; HaVMEHOBAHUE roCyJ1apCTBEHHOTO opraHa
(«Canxkrt-IlerepOyprckass uzOupaTenbHas KOMHUCCHUS»); BUJ JOKyMeHTa (IpHUKa3,
pacnopspKeHHe); Jara, pEeruCTpallMOHHBIA HOMEp; 3aroJIoBOK K TEKCTY; TEKCT;
IIOANMUCH JTOJKHOCTHOTO JIMIA, U3JABIIETO PACTIOPSIKEHUE.

9.1.4. 3aronoBoK K TEKCTy HOJDKEH KPAaTKO M TOYHO OTPa)XaTb OCHOBHOE
COJIEp’KaHME TEKCTA paCIoOpsDKEeHHs. Toyka B KOHIIE 3arojIOBKa HE CTaBUTCSH.
3arojoBOK IeYaTaeTcsl MOJYXKUPHBIM MIPUPTOM UYepe3 OJUH MEKCTPOUHBIN
MHTEpBaJL. 3ar0JIOBOK BBIPABHUBAETCS O LIEHTPY JTOKYMEHTA.

9.1.5. Tekcr  mpukasza, pacHnopsKEHHS  COCTOMT, Kak  IpaBMio,
13 KOHCTaTUPYIOLIEH U PaCOPSAAUTEIbHON YaCTEW U MOXKET UMETh 3ar0JIOBOK.

TekcT npuKasa, pacnopsiKEHUst OTACIISIETCS oT 3aroJoBKa
2—3 MEXCTPOYHBIMU UHTEPBAJIAMH.

B koHcTatupyromiei 4yacTu HM3JaratoTcsl LENW U 3aJayd MPEANUChIBAEMbIX
JNEWCTBUM. EciM OCHOBaHMEM K W3[JaHUI0 TPHKA3a, PACIOPSIKEHHUS SBISETCA
HOPMATUBHBIM  MPAaBOBOM  aKT  WIM  PACHOPSAUTEIIbHBIM  JIOKYMEHT,
TO B KOHCTAaTUPYIOIIEH YacTHM YKa3bIBAIOTCA €ro Ha3BaHWE, Jara, HOMED,
3aroJ0BOK.

B pacniopsauTenbHON YacTH COAEPIKATCS MEPEUUCICHUE MPEANUCHIBAEMbBIX
JICUCTBHI, CPOKM M HCIOJHUTENH. PacnopsautenbHas 4acTb MOXKET JEIUTHCA
Ha MYHKTHI U MOAMYHKTHI, KOTOPhIE HYMEPYIOTCS apaOCKUMH IudpamMu ¢ TOYKOH
Y HE UMEIOT 3ar0JI0OBKOB.

9.1.6. Eciin npukas, pacrnopssKeHHE H3MEHSET, OTMEHSET WM JIOMOJHSET
paHee W3[JaHHOE MPHKaA3, PACHOPSHKEHUE WM €r0 OTAECIbHBIE MYHKTBI, TO OJUH
M3 TIYHKTOB pACHOPSAUTEIBHOM YacTh TEKCTa JOJDKEH COJEpPkKaTh CCBUIKY
Ha OTMEHSEMBIN JTOKYMEHT (MYHKT JOKYMEHTAa) C YKa3aHUEM €ro JaThl U HOMeEpa.
TekcT myHKTa TOJKEH HAaUMHATHCS clioBaMu «lIpu3HaTh yTpaTUBIINM CUITY...».

9.1.7.B MOCJETHEM IIyHKTE pacnopsauTENIbHON 4acTHu,
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npu HGO6XOI[I/IMOCTI/I, YKa3bIBACTCS JOJDKHOCTHOC JIMIIO, HA KOTOPOC BO3JIaracTcs

KOHTPOJIb 33 UCIIOJHEHUEM PACTIOPSKEHUS.

9.1.8.1lpy Hanuuuu NOPUIOKEHUN K IMpHUKa3y, PACHOPSIKEHUIO B TEKCTE
Ha HUX 00513aTEJIbHO JIeJIaeTCs CChUIKA.

9.1.9. Ilpuka3, pacnopspkeHHE M TPUIIOKEHUS K HEMYy BU3HPYIOTCS
HENOCPEACTBEHHBIM  HCIIOJIHUTEIEM,  HadaJbHUKAMM  COOTBETCTBYIOIIMX
CTPYKTYPHBIX MOAPA3/ACIICHUN anmnapara n30upaTebHOW KOMUCCUU, HAYaIbHUKOM
FOpuanueckoro ynpasieHus anmapara U30UpaTeIbHOM KOMUCCUU M HA4aJIbHUKOM
Opranu3aiOHHOTO YIIPaBICHHS anmnaparta n30upaTeIbHON KOMUCCHU.

Ecnu B mpukasze, pacnopsbKeHHH COJAEPXKATCsS BOMPOCH (PMHAHCHUPOBAHHUS
BbIOOPOB, OOecreueHus eATeNbHOCTH M30UpaTeIbHOM KOMHUCCHH, SKCIUTyaTalluu
U Pa3BUTHUS CPEACTB aABTOMATU3AllMM, TMOBBILIEHUS MPABOBOM KYJbTYpPbI
u3buparesneil, OOy4yeHUs OpraHM3aTOPOB BBIOOPOB, pPePEPEHAYMOB U HHBIX
YYaCTHHKOB U30MpPaTENIbHOIO MpOIlecca, TO PACIOPSKEHNUE BU3UPYETCA Y TJIABHOTO
Oyxranrepa.

IIpuka3, pacnopspkeHus, IOATOTOBIEHHBIE cpeactBamu I1/], BuU3Mpyrorcs
aHAJIOTMYHO TPHKAa3aM, paCHOPSIKEHUSM, MOATOTOBICHHBIM Ha OyMa)XHOM
HOCHTEJIE.

Busel mpocTaBnsiorcsi Ha OOOpPOTHOM CTOpPOHE TIOCIEIHEro JIMCTa
JOKyMEHTa (MpHKa3a, pacnopsKEeHUs, MPUIOKEHUS K HEMY) MO YCTaHOBJIECHHOU
dbopme (proxkenue Ne 9).

[Ipy MmOATOTOBKE M COTJIACOBAHMU MPOEKTOB MPUKA30B, PACIOPSHKEHUIMA
cpenctBamu IIJ] nucT cornacoBaHus pacnedyaTblBa€TCsl Ha OOOPOTHOW CTOPOHE
MOCJIEIHETO JIUCTa JTOKyMEHTa (IpHKa3a, paclopsuKeHUs, MPUIOKEHHUS K HEMY).
[Ipy HeoOXOAMMOCTH TOJIYYEHHS BH3bl JOJDKHOCTHOIO JIMIIA Ha JIUCTE
COrJIaCOBaHMWsl IIpHKa3a, paclopsLKEHHs, MOArOTOBIEHHOro cpexacrBamu I1]1,
JOKYMEHT  Tepenaercs Ha  OyMaXHOM  HOCHUTENIE€ Ha  BU3MpPOBaHUE
COOTBETCTBYIOILIEMY JAOJKHOCTHOMY JIUILY.

K nmnpuka3dy, pacnopspKeHMIO TNPHKIAQIbIBA€TCAd  CIIMCOK  PACChUIKH,

aHAJIOTMYHBIA  CIHUCKY  pACChUIKM  pElIeHHs]  U30UMpaTelibHOW  KOMHCCHH
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(npunoxxenne Ne 9), moANMCaHHBIA  HMCHOJHUTENEM W yYTBEPKIECHHBIN

npeacenarenaeM (3aMECTUTENIEM MpeJcenaTens, CeKperapeM) u30upaTenbHOU
KOMUCCHUHU.

CnucoK pacchUIKM, KOTOPBIM HAaMpaBIISIETCS MPUKA3, PACIIOPSIKEHUE, MOXKET
OBITH MOJATOTORJEH cpencTBamu [1/1.

9.1.10. B cimydyae BpeMeHHOro OTCYTCTBUS TMpelcenateis u30upaTeabHOU
KOMUCCHHM  TPHUKa3bl,  paCHOPSDKEHHS  MOAMNMUCHIBAIOTCA  3aMECTUTENIEM
npeacenarenas M30uUpaTebHOM KOMHUCCHU B COOTBETCTBUU C PerimameHToM
u30upaTeIbHON KOMUCCHH.

9.1.11. Ilpuka3el, pacHOpsHKEHHUS]  PETHUCTPUPYIOTCS  OTBETCTBEHHBIM
3a BeJCHHE JENONPON3BOACTBa ¢ ucnonb3oBanueM COJI «/leno» u popmupyrorcs
B JieJa B COOTBETCTBUM C HOMEHKJIATYpOU J1e7 U30MpaTesbHOM KOMHUCCHH BMECTE
C JOKYMEHTaMHM, IIOCIY)XMBIIMMH OCHOBAaHMEM JUIsl M3JaHUs IIpUKa3a,
pacnopstkenud. K PYK npucoenunsitores ¢aiin pacnopsbkenust B popmare docx
(ms  Tabmuu  gomyckaroTcs  (aitnel  dopmara  xIsx), DJIEKTPOHHBIM 0Opa3
pacnopsbkerust B ¢opmare pdf (mpu HeEoOXOaUMOCTH) M JENal0TCS CCBUIKU
HAa  JOKYMEHTBI, [MOCIYXHUBIINE OCHOBAaHMEM Uil  UW3JIaHUA  [IPHKa3a,
pacnopsKEHUsI.

9.1.12. Tlpuka3aM OpHCBaWBAIOTCS PETUCTPALMOHHBIE HOMEpAa B Mpeaesiax
KaJIEHJApHOIO ro/ia.

PacnopspkeHusIM NPUCBAMBAIOTCA PETUCTPALMOHHBIE HOMEpa B Ipenesnax
KaJICHOJApHOrO0 TrojAa, MpU OSTOM K TMOPSAKOBOMY HOMEpY uepe3 aeduc
MPOCTABIIAETCS OYKBEHHBI MHIEKC «PID».

9.1.13. Ilpuxas3sl, pacnopsiKEHUs BMECTE c MPUOOIIICHHBIMHU
K HUM JTJOKYMEHTaMH, MOCITYKUBIIUMU OCHOBAaHUEM ISl UX U3aHMS (B TOM YHUCIE
pacnieyaTaHHBIMU ~ KOMHSMHU  JOKYMEHTOB,  MOCTYMHUBIIUX/TIOITOTOBIEHHBIX
B DJIGKTPOHHOM BHJE), (OPMHUPYIOTCS B Jeia COINIACHO HOMEHKJIAaType el
n30UpaTeNbHOM  KOMHUCCUHU, XpaHSATCS Yy  OTBETCTBEHHOIO 3a  BEJEHHUE
JIEJIONPOU3BOJICTBA, a 3aTeM, O(POPMIICHHbIE B COOTBETCTBUU C TPEOOBAHUAMU

HNHCcTpyKIMy, nEpesaroTcs B apXUB.
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9.2. OdbopmiieHre TPHUKA30B TIpeacenaTenss u30MpaTeTbHONM KOMUCCHH

M0 KaJIpOBBIM BOTIPOCAM.

9.2.1. [lpuka3sl mpencenatenss MU30UpATENbHOM KOMHUCCHUU MO KaJpOBBIM
BOMpocaM (Jajiee — MpUKa3bl) W31AIOTCA MO KOHKPETHBIM BOIPOCAM, CBSI3aHHBIM
C  JCATENbHOCTHIO  WIECHOB  M30MpaTeIbHOM  KOMHUCCHHU,  pabOTaromux
B M30MpaTebHOM KOMHUCCHMM Ha TIOCTOSHHOW (IITaTHOM) oOcHOBe (jaiee
B HACTOAIIEM pa3leie — YieHbl KOMHUCCHH) IPHEMOM Ha TOCYJapCTBEHHYIO
rpaxxaaHckyto ciyx0y Cankrt-IlerepOypra (mamee B HacTOsIIEM pasfene —
rpaXkaaHcKas ciyx0a) B ammapar u30uMpaTenbHOM KOMHCCHH, TPOXO0XKICHHUEM
TPaXTAHCKOW CIYXObl U YBOJIBHEHHEM C TPaXIAHCKOW CIy»XObl B ammapare
n30upaTeabHON KOMUCCHUH.

9.2.2. Ilpuka3el OQOPMISIIOTCA aHATOTMYHO MpUKa3aM MpeaceaaTelis
n30UpaTeIbHON KOMUCCHH 110 OCHOBHOMW J€SITEIbHOCTH.

9.2.3. IlpukazamMu OOPMIISIOTCS Hayajao MCIOJHEHUS O00s3aHHOCTEH
M0 3aMEUIEHUIO0 TOCYJApCTBEHHON OJDKHOCTH M TMpPEKpalleHue MOTHOMOYHIA
YJIEHOB KOMHUCCHH, MPUEM Ha TPAXKIAHCKYIO CIIyXOy, 3aKIIOUEHHUE CIIyKEOHOTO
KOHTPAKTa, UCUUCICHUE CTa)ka TPaXKTAHCKOW CITYKOBbI TPaKJaHCKUM CITY>KaluM
anmapara u3oupaTeabHOM KOMUCCUU, IPUCBOCHHE KIIACCHBIX YMHOB TPaXKIaHCKOU
CIIy>KObl, YCTAaHOBJICHUE HOBBIX YCJIOBHUI OIIaThl TpyJa, NepeBoj (Ha3HAuYEHUE)
HAa MHYI0 JOJDKHOCTh TPAXKIAHCKOW CIIyXObl, HCIOJHEHHE 005 3aHHOCTEN
HaYaJIbHUKA yIpaBieHus (oTaena), U3MEeHeHue (aMuiIny, HWMEHH, OTYECTBa,
YCTaHOBJICHHE HETIOJIHOTO Padouero JHs, BHILIATH €IMHOBPEMEHHOTO MOOIIPEHUS
B CBSI3M C YBOJBHEHHWEM M BBIXOJIOM Ha TEHCHIO 3a BBICIYTY JIE€T, BBIILIATHI
CIMHOBPEMEHHBIX TIOOUIPEHH B COOTBETCTBUU C JIOKAJBHBIMH aKTaMH
U30UpaTeIbHOM KOMUCCHH, MPEIOCTABICHUE €KETOAHBIX, Y4EOHBIX,
JIOTIOJIHUTEIBHBIX OTIYCKOB, OTHyCKa MO OEpeMEHHOCTH U pojJiaM, OTIIyCKa
M0 yXOJly 3a peOECHKOM, OTIYyCKa 0€3 COXpaHEHUs JACHEKHOTO COJIEPKAHUS, BBIXO/T
U3 OTIyCcKa MO YXOXIy 3a peOCHKOM, HaJIO)KEHHE B3BICKAHMsSI, KOMAaHIWPOBAHUE,
OpeKpalieHue  CIyXKEeOHOro  KOHTpakTa, OCBOOOXKIEHHE OT  JIOJDKHOCTH

IPaKJAHCKOM CIYXObl M YBOJBHEHHE C TPAKIAHCKOM CIY>KOBI, MHBIE CIyYaw,
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IIPEAYCMOTPEHHBIE HOPMAaTHUBHBIMU IIPaBOBBIMU akTaMu Poccuiickont Penepanun,

Cankrt-IletepOypra.

[Ipuka3  sABISIETCA  OCHOBAaHWEM  [JJIi  HAYUCJIEHUSA  JCHEXKHOTO
BO3HATPAXKJICHUS  WJIM  COJIEPXKAHUs, OCYIIECTBJICHHMS  BBIILJIAT, JIOIJIAT
WIIN yJIEPKaHUM.

9.2.4. IIpoekThl NpPHUKA30B TOTOBATCS B OpraHuM3allMOHHOM YNPABICHUU
anmapara u30upaTeIbHOW KOMHUCCHM Ha OCHOBAaHWM IOPYYEHUH TMpeaceaaTeis
n30MpaTeIbHOM KOMUCCUH, JTUYHBIX 3asBICHUIN WICHOB KOMUCCUU U TPAXKIAHCKUX
CITy KallliX, MPEJCTABICHUN HAaYaIbHUKOB CTPYKTYPHBIX MOJIpa3/IeICHU anmnapara
M30UPATEIIbHOM KOMUCCHUH, CITY>KEOHBIX 3alIMCOK, UHBIX JJOKYMEHTOB.

9.2.5.B mpukaze o mnpueMe Ha TPAXKITAHCKYIO CIYX)OYy YKa3bIBalOTCA
dbamuius, uUMs, OTYECTBO MNPUHUMAEMOTO TpaxJaHWHA, HAUMEHOBAHHUE
3aMenaeMorM  JIOJDKHOCTM U CTPYKTYpHOTO — TMOApPA3JEiCHUs  armapara
M30UpATEIbHOM KOMHUCCHUM, JlaTa Hauyaja HCIOJHEHUS OOS3aHHOCTEW, YCJIOBUS
OIJIaThl TpyJda (B TOM YHCIE pa3Mep IOJDKHOCTHOIO OKJIajga TIpakIaHCKOro
CIIy’Kalllero, Haja0aBKW W JPYrHe BBIIUIATHI), CPOK JEWUCTBUS 3aKJIHOYaeMOTO
CIIy’)K€OHOTO KOHTpaKTa, YCTAHOBJIEHHBIH CpPOK MCIHBITAaHUS TPaXKIAHCKOTO
CIy’)Kalllero B IEJNsIX MPOBEPKH COOTBETCTBUSI €ro 3aMeIIaeMOil JOJKHOCTHU
TPOKIAHCKOM  CIYXKOBI, €CITU JTO MPEAyCMOTPEHO, OCHOBAaHUE BBHIMyCKa
pacnopsbkeHus (mopy4eHue, 3asBJICHUE, IPEICTaBIICHUE).

0.2.6.B mpukazax o0 TNOpPOMICHUH CpPOKA TPAXKTAHCKOM  CIY>KOBI
M 3aKJIOYCHUH CPOYHOIO CIIYKEOHOTO KOHTpPAaKTa, Ha3HAYCHUM Ha UHYIO
JIOJDKHOCTh TPAXKJIAHCKOM CITY>KObI, YBOJIBHEHUH C TPAXKIAHCKOM CITY>KObI, OTITYCKE
W MO JAPYIMM KaJpOBBIM BOIMPOCAM YKa3bIBAIOTCS (amuius, uUMs, OTYECTBO
IPaKJAHCKOTO  CIYXallero, HauMEHOBaHUE  3aMEIIaeMON  JIOJKHOCTH
IPKIAHCKOMN CITY>KOBI M CTPYKTYPHOTO TOJpa3IeICHHs anmnapara u30upaTebHON
KOMHCCHUH, COJIepKAaHUE PACHOPSAUTEIIBHOTO pemuieHus (IpOaJIUTh  CPOK
IPOKIAHCKON CIY>KOBI, YBOJHMTh C TPAXKIAHCKOW CIYKObI, MPEIOCTABUTH
€XETOAHBIA OTUTAYMBAEMBIA OTIYCK U APYTOe), €cliu TpeOyeTcs, JAeTCsl CChLIKA

Ha HOpMaTHBHBIﬁ HpaBOBOﬁ dKT, Ha OCHOBAaHMH KOTOPOro IIPHUHHUMACTCA
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pacloOpsAUTEIBLHOE pEILICHHE, YCTAaHABIMBAIOTCS CPOKU (KaJeHAapHbIE JaThl)

JNEUCTBUSL  PACTIOPSIUTENBHOTO pEIIeHUsl (IEHCTBUSL CPOYHOTO  CIYKEOHOTO
KOHTpaKkTa, MpEeAOCTaBICHUS OTIIyCKa, KOMAaHAMPOBKH, JlaTa YBOJbHEHUS
u npyroe). B mpukase, kak mpaBUiio, YKa3bIBA€TCsl OCHOBaHHME €ro odopmiieHus
(npencraBneHue, 3asiBlieHUE, Tpa@UK OTIMYCKOB, IJIaH KOMaHIUPOBOK, CITy>KeOHast
3arucKa).

9.2.7. Ilpuka3aM NpPHUCBAaMBAIOTCS NOPSAKOBBIE PErMCTPALlMOHHBIE HOMEpaA
B IIpeleniax KaJIeHJapHOro rojia, a TaKKe MOTYT MPUCBAMBATHCSA CIEAYIOLIUE
OYKBEHHBIC UHCKCHI:

MpUKa3aMm O MpUeMe, MEPEBOIE, YBOJIbHEHUH, MOOUIPEHUHA TOMUMO HOMEPA
MIPUCBANBAETCS] UHAEKC «JIC»;

MpUKa3aM O KOMAaHIMPOBAaHUU MPUCBAUBAETCS UHIEKC WIK»;

npuKazam 00 y4yeOHBIX, IPYTUX OTIYCKAaX MPUCBAUBAETCA UHJEKC «K»;

MpUKa3aM O JUCHUILUIMHAPHBIX B3BICKAHUSX MPUCBAUBACTCA UHIICKC «KJI»;

MpUKa3aM O CIY>KEOHBIX ITPOBEPKAX MPUCBAUBAETCS UHACKC «KID».

9.2.8. Konuu npukazoB Mo KaJpOBBIM BOIPOCAM B 00S3aTEIbHOM MOPSIKE
NepeIarnTCs TJIABHOMY OyXranrepy n30upaTenbHOW KOMHCCHH.

9.2.9. [Ipuka3sl O KaapoBBIM BOMpocaM (POPMUPYIOTCS B Jeja COTJIacHO
HOMEHKJIaType Jell U30upaTeIbHOW KOMHUCCHMM B COOTBETCTBHUM CO CpPOKaMU

XpaHEHUs.

10. OdopMmieHne NpPOTOKOIOB 3acelaHU pad0YHX, IKCIEPTHBIX IPYIII,
KOHCYJIbTATUBHBIX OPraHOB M30MpPaTeJIbHOH KOMHCCHHU

10.1. IIpoTokoisibl 3acenaHuil (Hajee — NPOTOKOJ) PabOyYuX, SKCHEPTHHIX
IpyNI, KOHCYJIbTATUBHBIX OPraHOB M30UpaTeNbHOM KOMHUCCHHU (najee — padbouas
rpynmna) opopMISIOTCS 10 YCTaHOBIEHHOM opme (prtoxeHue Ne 11).

[TpoTokos cocTaBisieTcss HA OCHOBAaHUU 3alKCei, MPOU3BEICHHBIX BO BPEeMsI
3aceljaHusl, TPEACTABICHHBIX TE3UCOB [OKJIAJ0B M BBICTYIUIEHUH, CIIPaBOK,
NPOEKTOB peHIeHH W Jpyrux wmarepuaynoB. [IpoTokonm MoxkeT ohOopMISThCS

cpeaAcCTBaMu HI[ C HUCIIOJIB30BAHUCM COOTBCTCTBYIOHICTO JJICKTPOHHOTIO mabJioHa
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0JIaHKa JOKYMEHTA.

[TpoTOKOIBI MOTYT M37aBATHCSA B TIOJIHOM WM KpaTKoOH (hopme, Tpu KOTOPOit
OITyCKaeTCsl X0l OOCYKJIeHHUs BOIIPoca U (PUKCUPYETCS TOJIBKO MPUHSITOE MO0 HEMY
peleHue.

10.2. TekcT MNOJHOrO MPOTOKOJA COCTOMT U3 JBYX 4YacTei: BBOJIHOU
Y OCHOBHOM.

B BBomHOWM wactm nporokosa mnocie cinoBa «lIpucyrcrBoBamm:»
yKa3blBalOTCA (aMUIMU U HMHUIUAIBl  PYKOBOAUTENsT paboyeil  Tpynisl,
3aMecTUTeNs pabouell Tpymnmbl, YICHOB paboueil Ipynmbl, cekperaps paboueit
TpYIIbl, TPUIVIANICHHBIX Ha 3acefgaHue. [lpu mepeyuciaeHud MNpUrialieHHbIX
00s3aTEIbHO YKa3bIBA€TCA HAMMEHOBAaHUE WX JIOJDKHOCTEH. MHOrocTpouHbIe
HANMMEHOBAHUS JIOJDKHOCTEM NEYaTaroTCsl 4e€pe3 OJWH MEKCTPOUYHBIM WHTEpPBAJ.
[Tocne mepeunciieHus Jull, MPUCYTCTBYIOIIMX Ha pabouel Tpymrme, B MPOTOKOJE
yKa3bIBaeTcs HH(MOpMaIHs O KBOPYME.

Jonyckaetrcst  odopmiieHUE MPUCYTCTBYIOIIUX  OTACIABHBIM  CIIHMCKOM
C yKa3aHWeM WHUIMaJIoB, ¢daMunuii u JopkHocTed. ChnHcok mpuiaraercs
K IIPOTOKOJY U SIBIISIETCA €TI0 HEOTHEMIIEMOU YaCThIO.

10.3. IToBecTKa JHS BKIIFOYAETCS B BBOAHYIO YacTh MPOTOKOaa. OHA COCTOUT
U3 TIEPEUMCIICHUs  BOMPOCOB, KOTOpbIe OOCYXKIAIOTCS Ha  3acelaHuH,
Y 3aKpEeIUISeT MOCJIEI0BATEIbHOCTh UX 00CYXKACHUS.

Kaxxnprit Bompoc MoBeCTKH JHS 3aceIaHusl HymMepyeTcs: apadckoi 1udpoii,
ero HamMeHoBaHue QopmynupyroT ¢ npemiora «O» unmu «O6». Tlo kaxmomy
MYHKTY YKa3bIBAETCSl TOKJIQTUUK.

10.4. OcHoBHass yacTh NPOTOKOJIa MedaTaeTcs uepe3 1,5 MeKCTPOUHBIX
MHTEpBAa.

OcHOBHast 4acCTh MPOTOKOJA COAEPKUT CTOIBKO Pa3aeiaoB, CKOJIbKO MyHKTOB
BKJIFOUEHO B MOBECTKY JHS. B COOTBETCTBUM C HEW pa3Aeibl HyMEPYIOTCS.

Kaxnei  pazmen  cocrout w3 Tpex  yacreil:  «CJIIYIIAJIN:»,
«BBICTVYITNJIN:», «PEIINJIN:», KoTOpbIe MEeYaTAIOTCS OT TPAHUIIBI JIEBOTO TOJIs

MPONUCHBIMU OYKBaMHU.
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B wactm «CJIIYIIAJIM:» KpaTko wu31araercd TEKCT BBICTYIUICHHS

noknagunka. MHunmanel 1 GpaMunus AOKIaAurKa IMEeYaTaroTCsl ¢ KPaCHOMW CTPOKU
B POIUTEIBHOM TaJeKe. 3aluch JAOKJIANa W3Jaraerca OT TPEThEero Juua
€MHCTBEHHOT'0 YHCJIA.

Ecnu TekcT noknama mpwiiaraercss K IMpOTOKOJIY, TO HCIIOJIB3YETCS CCBLIKA
«TeKcT nokiajga npuIaracTcs.

B wactu «BBICTYIIMJIM:» nepeducisaioTcss BBICTYNAIOIMIME WU aBTOPBI
BONPOCOB. MHMUIManel 1 (paMuins BEICTYHAIOLIETO [1€YaTal0TCsl C KPACHOM CTPOKHU
B UMEHUTENbHOM Tmajexe. KpaTkasg 3amuch BBICTYIUIEHHS 10 CYIIECTBY
paccMaTpUBAaEMOI0 BOIPOCA MOXKET ObIThb H3JI0XKEHAa OT TPEThEro JIUIA
€MHCTBEHHOT'O YHCJIA.

Ecnu TeKCT BBICTYIUIEHHS Mpuiaraerca K MPOTOKOIY, TO HCIHOJIb3YeTCs
cchlIKa « TeKCT BBICTYIUICHHUSI IPUIIATAETCSD.

B vactu «PEIINJIN:» oTpakaeTcsi MPUHITOE PEIICHHE MO 00CY KIAEMOMY
BOIIPOCY. TEKCT MOCTAaHOBISIOUIEN YACTH MEYaTaeTCs MOJHOCTRI0. Ecimu pemenne
II0 OJTHOMY BOIIPOCY IOBECTKH JIHS 3aCE€IaHUs COCTOMT U3 HECKOJIBKUX ITyHKTOB,
TO TYHKTBl HYMEPYIOTCS apaOCKUMH UudpaMu, pa3IeJeHHbBIMU TOYKaAMU:
1.1. — mepBBI MyHKT pELICHUsS IO MEPBOMY BOMNPOCY IOBECTKU IHS 3aCEHaHMs,
1.2. — BTOpOM NYHKT PELIEHUS IO IEPBOMY BOIIPOCY IOBECTKU IHS 3aceNaHus
U T.JI.

TeKCThI MyHKTOB PEIIECHUsT U3J1ararTcs C UCIIOIb30BAHUEM HEONPEACIICHHOM
(bopMBlI TI1aroJia: BO3JI0XKUTh, IOPYYUTh, OPraHU30BaATh U T.J1.

Eciu  oauH W3 TMyHKTOB COACPXKUT pEIIEHHE 00  YTBEpPkKIACHHUU
oOCy>KIaBIIerocsi Ha 3aceJaHuM JOKYMEHTa, JTOT JOKYMEHT CTaHOBUTCS
MPUWIOKEHUEM K MPOTOKOIY M Ha HEM O(OpPMIISIETCS CChUIKAa HA HOMEpP M ATy
npotokona. Ilpunoxenue odopmisercs Ha oTAenbHOM Jsucte. [lpu Hanuuum
HECKOJBKHUX MPUJIOKEHUH OHU HYMEPYIOTCSI.

ConepxaHue 0coOOr0 MHEHHS, BBICKA3aHHOTO BO BpeMs OOCYXIEHHS,
3aMKCBIBAETCS B TEKCTE IPOTOKOJIA ITOCJIE COOTBETCTBYIOLIETO PEILICHHUS.

[Tocne wactu «PEIIMJIN:» yxa3biBaeTcss uHboOpMalus O pe3yibTaTax
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rOJIOCOBAHUSI.

10.5. TekcT KpaTKOoro MpPOTOKOJA TaKXKe COCTOMT U3 JBYX 4acTeu.
B BBOAHOW 4acTH yKa3bIBAIOTCS MHUIMAIBI U (DaMHIIdsl pyKOBOIUTENS paboueit
rpynmnsl (MpeceaTesibCTBYIONIEr0), 3aMECTUTENsT padodell TpyMimbl, CEKpeTaps
(MpY HAJTMYKHK ), YWICHOB paboyeil rpynmbl ¥ MPUCYTCTBYIOUIUX JIUILI.

CnoBo «IIpUCyTCTBOBAJIM:» II€4YATACTCS OT I'paHUIBI JICBOI'O IIOJIA, ITOCIIC

CJIOBa CTaBUTCA JABOoeTOouMe. Humke mnmedararoTcsi HaMMEHOBAHHUs JOJDKHOCTEU
MIPUCYTCTBOBABIINX, a CIIpaBa OT HAUMEHOBAHUS JOJDKHOCTEH — MX HWHUIUAJIBI
U (haMuIuu.

B 0CHOBHOI YacTH MPOTOKOJIA YKa3bIBAETCSI HOMEP BOIIPOCA B COOTBETCTBHUHU
C IIOBECTKOM JIHs, COAECPKAHUE BOIIPOCA U IPUHSATHIE PELICHMUS.

HanmMeHnoBaHue Borpoca HyMepyeTcsl pUMCKOM LHU(PPOH M HAYUHAETCS
c mnpemiora «O» («O0O»), meuyataercs UEHTpoBaHO MmpupTOoM 14 MYHKTOB
M TIOMAYEPKUBACTCS OJHOM YEpPTOM HHXKE IOCIECIHEW CTPOKH HaA PACCTOSIHUU
He Oonee oxHoro wuHTepBana. llox deproil yka3biBarOTCA (aMUIUU JIUL,
BBICTYIIUBUIMX MPHU OOCYXACHUM JTaHHOTO Bolpoca. PaMMINK MeYaTaroTcs yepes
OJIMH MEXCTPOYHBI UHTEPBAJL.

3areM yKa3bIBA€TCs IIPUHATOE 0 BONPOCY PEIICHUE, B CIIy4ae FOJIOCOBAHUS —
pE3yNbTaThl TOJIOCOBAHUS.

10.6. IIpoTOoKOJT  MOAMMCHIBAETCS  PYKOBOAUTENEM  pabodeil  Tpynimsbl
(mpeacenaTeNbCTBYIOUIMM) U CEKPETapeM 3aceqaHMsl.

[lognucu OTAENSIOT OT TEKCTa TpeMs MEKCTPOUHBIMU HHTEPBAIAMH.
HanMeHOBaHME AODKHOCTU TE€YaTaeTcs OT TPaHUIlbl JIEBOTO TMOJISA, MOCIEIHSSA
OykBa B (haMIJIMK OTPAHUYMBACTCS MTPABBIM TOJIEM.

10.7. IIpoTOKOJIBI HYMEPYIOTCS B XPOHOJIOTMYECKON MOCIIEI0BATEIbHOCTH
B Mpejeniax KaJeHJapHOoro rojaa Jimbo B IMpeaenax Cpoka JesTeIbHOCTH padoueit
TPYIIIIHIL.

10.8. IIpoTOKOJIbI COBMECTHBIX 3acCelaHMil HECKOJbKUX pado4MX TpyIIIl
opopMIsItOTCST € COOJNIOJIGHWEM PEKBU3UTOB TMpOTOKojia. B pexkBusute

«IIpencenatenbCTBYIOMUMY  yKa3bIBalOTCA (QamMuiaus W WHULNMAIBL  JIMIA
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(MHULIAAIIBI 151 bamumm Ju1), MPECENATENLCTBOBABIIETO

(npencenarenbcTBOBaBIIMX) Ha  3acegaHud. B pexBusure  «Ilogmucey
HAaMMEHOBAaHHUs JTOJDKHOCTEM pacIioararoTcs Ha OJHOM YPOBHE.

10.9. Pemenns,  mpuHsAThIE ~ paboueil  Trpynmod MO  BOIpocam,
paccMaTpuBaeMbIM Ha 3acellaHuu, MOIrYyT ObITb O(QOpPMIIEHBI PpPELICHHUEM
yCTaHOBJIEHHOM (opMmbl (npunoxkeHue Ne 12). Pemenuss mnoanuceiBaroTcs
pykoBoauTeneM pabodueil rpymmbl (MpeAcenaTeNbCTBYIONIMM) U CEKpeTapeM
3acenanus.  PemieHus, npuHsAThle  pa®odeld  rpynmoid IO BOIpOcaM,
paccMaTpuBaeMbIM Ha €€ 3acelaHuu, MOTryT odopMisThcs cpeactBamu I[1]]
C HCHOJBb30BAaHUEM COOTBETCTBYIOLIErO 3JEKTPOHHOrO IIa0ioHa OyaHka
JIOKyMEHTA.

10.10. Pemenus MOT'yT HYMEPOBATHCS B XPOHOJIOTHYECKON
NOCJIEI0BATEIBHOCTH B MpEesiax KaJICHJApHOTO To/a, MO0 CpoKa eATeIbHOCTH
pabouell rpynmel, 100 B Ipeesaax OJHOrO 3acelIaHMs B MOPSIKE PACCMOTPEHUS
BOITPOCOB.

10.11. [IpoTokombl 3acenaHuii U perieHus padodeil TPyNIbl BKIHOYAIOTCS
B HOMEHKJIATypy /el n30upaTenbHOU KOMHCCHH.

[locne moamucaHus NPOTOKOJBI 3ace€JaHMi W pelieHHus padouux Tpymd
PETHCTPUPYIOTCS KaK BHYTPEHHHUE TOKYMEHTHI.

10.12. Ecim B mpoOTOKOJNE €CTh MOPYYEHHUE CO CPOKOM HCITOJHEHUS,
TO OHO CTaBUTCS HA KOHTPOJIb B COOTBETCTBUHM C paszenom 11 MHcTpykumm.

10.13. B cimydyae paccMOTpeHHUsT BONpOca Ha 3acedaHuu HU30upaTeabHOU
KOMHUCCHUH TOJIMHHBIE HK3EMIULSIPHI MPOTOKOJIOB M PELICHU paboyeid TpyIIibl
npUOOIalOTCA K JOKYMEHTaM 3ace/laHus, a B jiena pabodel rpymnibl HOMEatTCs

KOIIMH YKAa3aHHBIX JOKYMCHTOB.

11. KoHTpOJIb MCIIOJIHEHHS JIOKYMEHTOB M NOPY4YeHHuil

11.1. KoHTpot0 UCTIOJTHEHUS TTOAJIEXKAT:
MOPYYEHHUs], COAEpXKAIIMECs] B IIOCTAHOBICHUSAX W JPYIMX JOKYMEHTax

1K Poccuwu;
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MOPYYCHUS, COIEPKAIINECS B PEIICHUIX (MMOCTAHOBJICHUSIX) U30MPATEITHLHOM

KOMUCCHUU;

NOPYYEHHUs], COJEpKAIIMecs B MPHUKA3aX, PACHOPSIKEHUSAX IpeAcenaTens
n30UpaTeTbHOM KOMHUCCHH;

NUCbMEHHBIE TIOPYYEHUS TMPEICENATeNs, 3aMECTUTENd MpeacenaTens,
cekpeTapsi U30UpaTesbHON KOMUCCHUU;

BXOJSIINAE JOKYMEHTBI, B TOM YHUCJE NMHCbMEHHBbIE OOpalieHUsl Tpa)KaaH,
yKa3aHHbIE B [lepeuHe noaexanmux KOHTPOII0 JOKYMEHTOB C YKa3aHUEM CPOKOB
ucnoaHeHus (npuioxenue Ne 13), B COOTBETCTBUU € YKa3aHUSIMU MO UCTIOJIHEHUIO
JTOKyMEHTa npeaceaaTens (3amecTuTens npeaceaaTens, cekpeTapsi)
n30upaTeabHON KOMUCCHH;

UCXOJIAILIME JOKYMEHTBI, TPEOYIOIIUE OTBETA;

HOpY4YEeHUs, COAEpKAIIUEC B IPOTOKOJIAX 3aCEIaHUN U pEelICHUSIX pabouuX,
AKCIIEPTHBIX TPYII, KOHCYJIbTATUBHBIX OPraHOB, OOpa30BaHHBIX H30MPATEILHON
KOMMCCHEI;

IJIaHBI MEPOTIPUSITHI.

11.2. KOHTpONb HWCHOJHEHUS MAOKYMEHTOB, YyKa3aHHbIX B myHKkTe 11.1
WHCcTpyKUuMK (32 MCKIIOYEHHEM HUCXOASIIUX JOKYMEHTOB), IO CYIIECTBY
3aTPOHYTBIX B HHX BOMNPOCOB OCYILECTBISIET Npeaceaareib (3aMecTUTelNb
npejceaaTens, CEKpeTapb) M30UpaTeIbHOM KOMUCCHH.

11.3. KoHTposiib HCHOJHEHUS MCXOIAIIUX JOKYMEHTOB, B TOM 4YHCIIE
32 CBOEBPEMEHHOCTBbIO IMOJYYEHUSI OTBETOB Ha 3alpochl HM30MpaTEbHON
KOMHUCCHUH, OCYIIECTBIISIIOT YJ€Hbl W30MpaTENbHOW KOMHUCCUH, pPaOOTHUKHU
anmapara u30MpaTeNbHON KOMHCCHU, OTBETCTBEHHBIE 3a TOJTOTOBKY JIaHHBIX
JIOKYMEHTOB.

11.4. Cpokr HCHOJHEHUS TOPYYEHUM, COAEpKAIIMXCS B PEHICHUAX
(MOCTaHOBNEHUSAX) M30MPATENBLHON KOMHUCCUHM, TPHUKa3aX, pPaCHOPSIKEHUAX
npejacenaress U30MpaTeaIbHON KOMUCCUM, MUCbMEHHBIX TOPYUYEHHUI TIpeicenaTens
(3aMectuTenss  mpencenaTens, cekperapsi)  M30UpaTeNbHOM  KOMHUCCHH

ONpCACIIAIOTCA 3TUMHU JOKYMCHTAaMU.
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11.5. JIokyMEHT TMOMJIEKUT HCIOJIHEHUI0 HE T[I03HEe, YEeM uepe3

30 kajeHJapHBIX JHEW CO JHS €ro MOCTYIUIEHWS, 338 HMCKIOYEHUEM CIIy4aesB,
MPEAYCMOTPEHHBIX IMTyHKTOM 1 1.6 HacTosmero pasnaena.

Ecnu mocnenHuid AeHb HCIOTHEHUS NPUXOJUTCS HA HEpadouuil JEHb,
TO OH IMOJICKUT UCTIOJHEHHUIO B MPEIIECTBYIONINI eMy pabouuil 1eHb.

JlokyMeHTBl ¢ mnoMmeTkamu «HesamemnmurensHo», «Becbma CcpodHOY,
«CpOYHO» HCHONHSIOTCA B TPEXJHEBHBIA CpPOK, JOKYMEHTBI C IOMETKON
«OnepaTuBHO» — B JECATUIHEBHBIN CPOK.

CpoK HUCIOJHEHMS] MCUMCIAETCA B KaJeHAApHbIX IHAX. JU1d mopydeHud —
OT JaThl TMOJINWCAHUSA NOPYYEHUS, MJISI BXOJAIIMX JTOKYMEHTOB, B TOM YHUCJE
oOpallleHu, — OT AaThl pEruCcTpaIK JOKYMEHTA.

Ecnm mocnenHnii A€HP UCHOJHEHUS JNOKYMEHTA, COIAEPKALIETO MOMETKY
O CPOYHOCTH HCIIOJIHEHUS, NMPUXOAMUTCA Ha HepaOouuil J€Hb, TO OH MOJJIEKUT
WCIIOJTHEHHUIO B CIEAYIONIUI 3a HUM pabOuuid IeHb.

11.6. CpoOKM  HUCHOJIHEHHS]  BXOJSIIMX JOKYMEHTOB W  OOpallleHui
YCTAHABJIIMBAIOTCA  MCXOAS U3  CPOKOB, IpEJIaraéMbIX  OpraHHU3aLUEH,
HaIpaBUBLIEH JOKYMEHT, UM CPOKOB, YKAa3aHHBIX B IPUIOKEHUHU Ne 12.

OOpamienust 0  HapyuleHMM  3aKOHa, IOCTYNUBIIME B  MEPHOJ
COOTBETCTBYIOLIEH  M30MpaTeNbHOM  KaMIlaHUM, KaMIaHuu pedepeHayma,
UCIIOJIHSIIOTCS B CPOKHM, YCTAHOBJIEHHBIE 3aKOHOJATENbCTBOM O BBIOOpax
u pedepeHymax.

11.7. OTBETCTBEHHOCTh 3a CBOEBPEMEHHOE M TONHOE BHeceHue B PYK
CPOKOB HCIIOJIHEHHMSI JJOKYMEHTOB W HMH(POpPMALMU O COCTOSHHUHU HUCIHOJIHEHUS
JIOKYMEHTOB, KOHTPOJIb CPOKOB  HCIIOJHEHHMS JIOKYMEHTOB  BO3JIAraroTCs
Ha OTBETCTBEHHOTI'O 3a BEJICHUE JIEIONPOU3BO/ICTBA.

11.8. B tutanax MepomnpusaTvii, yTBEPKISHHBIX PEHICHUSIMU U30HUpaTEIbHON
KOMHUCCHUM, TpUKa3aMH, PpaCHOPSDKEHUSIMU — mpeacedaTens  u30upaTenbHOU
KOMHCCHH, KOHTPOJIKO  TOJJIEKAT  CPOKM  HCIOJHEHUS  OTHAEIbHBIX
ero nmyHKToB. CBeJ€HUs O XOJI€ U COCTOSTHUU UX UCTIOIHEHUs 3aHocsATcs B PYK.

11.9.1lpyu HeoOXOAMMOCTH TPOJJIEHUS CpPOKA HCIOJHEHUS JIOKYMEHTa
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OTBETCTBEHHBIM 3a MCIOJHCHUE HE Mmo3aHeC 4YCM 3a TPU JHA JO0 MCTCUCHHA CPOKa

UCIIOJTHEHUS TOKyMeHTa (711 oOpallleHuil — 3a OJUH JeHb) MPEICTaBIsSET Ha UMS
npenceaarens (3aMecTUTENs MpeceaaTels, CeKpeTaps) n30upaTeaIbHOW KOMUCCUU
CIIy’KEOHYIO 3allUCKy C MOTHBUPOBAHHOW MPOCHOOW O €ro MpoAJIEHHH, KOTOpas
MOJKET OBITh IOJTrOTOBJIEHA U corylacoBaHa cpencteamu I1/1.

PeructpanmoHHbIii HOMEp M JaTa CIy>KEOHOW 3allMCKU C YKa3aHHUSIMH
0 HCIOJHEHHIO JOKyMEHTa Mpeicenarens (3aMecTUTeNs Ipeacenaress,
CeKpeTapsi) M30MpaTeIbHOM KOMHMCCHM O COIJIACOBAaHMM IMPOJJIEHHUSI CpOKa
VCIIOJIHEHHUSI IOKYMEHTA He3aMeINTENbHO BHOCATCS B PYK.

11.10. JJokyMeHT cUATAETCS UCIIOJIHEHHBIM MU CHAUMAETCS C KOHTPOJIA MOCIE
pelIeHHs BCEX IIOCTABIECHHBIX B HEM BOIPOCOB, COOOLICHUS pPE3YyJIbTaTOB
pPacCMOTPEHHUSI BCEM 3aMHTEPECOBAHHBIM JiiaM W BBoAa B LI u COJ «/lemo»
OTYeTa, COJAEp)KAIIero MH(OPMALMIO O JOKYMEHTaX, SBISIOLIMXCS OCHOBAaHUEM
JUISL CHATHS JOKYMEHTA C KOHTPOJISL.

11.11. OcHOoBaHMSIMU JUIsl CHATHSI TOKYMEHTA C KOHTPOJIS SIBJISTFOTCS:

ciy)xeOHasl 3alucKa O CHATHM JOKYMEHTa (WM OTAEIbHBIX €r0 ITyHKTOB)
C KOHTPOJIS WK 00 UCIOJHEHUU JOKYMEHTa Ha UMs Ipejacenarens (3aMecTUTens
npejceaarens, cekperapsi) H30UpaTeNbHOM KOMMCCHHM, JAaBILEro MOpPYYEHUE,
IIOATOTOBJICHHAs] OTBETCTBEHHBIM 3a HCIIOJHEHHUE, C OTMETKOM JIOJKHOCTHOTO
JMIA, IABIIETO MOPYYEHHUE, O MPUHITUU HCIIOJHEHUS (B CBSI3U C YEM YKa3aHHBIM
JIMLOM NPOCTABIAOTCA 0TMETKH «Cornacen», «Paccmotpeny, «IIpunaTo»);

penieHre u30MpaTebHON KOMUCCUH, MPUKa3, paclopsiKeHUE MpeaceaaTess
n30MpaTeNbHOM KOMUCCHH 110 PE3YJIbTaTaM UCIIOJIHEHUS! JOKYMEHTA,

OTBET Ha BXOJAIINN JOKYMEHT;

OTBEThl OT OpraHu3aluii, B KOTOpbIE JOKYMEHT ObLJI HampaBlieH
JUIL PAacCCMOTPEHHsI II0 CYLIECTBY IIOCTABJIEHHBIX B HEM BOIIPOCOB M OTBETA
3asIBUTEIIIO;

HampaBJeHHe OOpallleHus B JIpyrde OpraHu3alMHu JJIs PACcCMOTPEHUs
10 CYIIECTBY IIOCTABJIECHHBIX B HEM BOMPOCOB U MOCIEAYIOIIEro HHPOPMUPOBaHUS

aBTOpA O Pe3yJIbTaTax PaCCMOTPEHHUS.
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11.12. JIOKyMEHT HE CUUTAETCS UCIIOJIHEHHBIM U OCTA€TCs Ha KOHTPOJIE:

€CIM OH HampapisieTcss B JPyrHe OpraHbl WIM  OpraHU3aluu
JUIS PACCMOTPEHUS C IEJIBI0 TOJIyYeHUS N30HUpaTeIbHON KoMUuccue nHdopMalum,
HEOOXOMMMOW [JII PAacCMOTPEHHUSI IO CYIIECTBY IOCTABJICHHBIX B JOKYMCHTE
BOIIPOCOB. B ciiyyae HeoOXoaumocTn u30upaTeabHass KOMUCCHS HWH(POpMHpYyET
00 9TOM aBTOpa JOKYMEHTA,

€CIM OH HampaBigeTcss B JpPyrHWe OpraHbl WM  OpraHu3aluu
JUISL PacCMOTPEHUsI IO CYIIECTBY IIOCTABJICHHBIX B HEM BOIPOCOB M OTBETa
3asIBUTEI0 C TMOCJEAYIOMUM HWHPOPMUPOBAHUEM HW30UpATEIHHOM KOMHUCCHUU
0 pe3yJibTaTaxX UCIOJHEHHUS;

€CIM Ha HEM HE CTOMT OTMETKa JOJHKHOCTHOTO JIMIAa W30UpaTebHOU
KOMHCCHH, JaBIIEr0 MOPYYEHUE, O MPUHITUU UCTIOTHEHUS.

11.13. OTBEeTCTBEHHBIN 3a BEICHUE JEIONMPOU3BOACTBA E€XKEHEACIHHO
TOTOBUT WMH(OPMAIMIO O COCTOSSHUM WCIIOJIHEHUSI TMOCTABJICHHBIX HA KOHTPOJIb
BXOJSAIIMX W BHYTPEHHUX ITOKYMEHTOB ¢ ucnonb3zoBanueM I[IJI, COJ «/eno»
U TPEJCTaBIsIET €€ MpelceraTeNio (3aMEeCTUTENI0 MpecenarTess, CEeKpeTapro)

n30MpaTeIbHOM KOMHCCHH.

12. PaGoTa ¢ BHyTPEHHMMHM JOKYMEHTAMM

12.1. B u30uparenbHOil KOMHCCHM pabOTa C BHYTPEHHUMH JIOKYMEHTAMH
Benercs no PYK.

B PYK BHOCATCA yKa3aHus TO HCIIOJIHEHUIO JOKYMEHTA, NPOBEPSIETCS
HaJMYue MUMEIOIMNXCA JOKYMEHTOB MO JAHHOMY BOIIPOCY M, TP HAJIIMYMH TaKHUX
JOKYMEHTOB, BHOCSITCS CBEICHUS O HUX.

Ucnonuutenu AOKyMEHTOB BHOCIT Bce HeoOxoaumble aaHHble B PYK
O XOJ€ U pe3yJbTaTax HCIOJIHEHHUS IJOKYMEHTOB JMOO MPEICTABIAIOT JaHHYIO
MH(OpPMAIMIO OTBETCTBEHHOMY 32 BEJICHHUE JICJIONPOU3BOICTBA /1JI1 BHECEHUS BCEX
HeoOxoauMbix JaHHbiX B PYK u mepepatoT emy HCIOJNHEHHbIE JIOKYMEHTBI
Ha OyMa)XHOM HocuTese sl JOPMHUPOBAHUS el B COOTBETCTBUU C YTBEPKICHHON

HOMEHKJIATYPOHU.
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12.2. T[lonrotoBineHHble B  W30UpAaTENbHOW  KOMHUCCHM  BHYTPEHHUE

JOKYMEHTBl [0  BOIPOCAM  CIIY>)KEOHOM  JE€ATENbHOCTH,  aJpECOBAHHbIC
npeaceaarento  (3aMECTUTEN0  IpelacenaTelis, CEKpeTapr) HU30upaTeabHON
KOMHUCCHUH, PErUCTPUPYIOTCS B  COOTBETCTBMM C HOMEHKJIATYpOWd  JIeN
u3zbuparenbHoi komuccuun B COJI «/lemo» ¢ mpuCBOEHHEM JOKYMEHTY HOMepa
U BHeceHueM cBefeHuidl o nokyMeHre B PYK. Eciu B pgokymeHTe copeprkarcs
yKa3aHUsl Ha CBS3b C JPYrUMH JOKYMEHTaMH, TO BBOJSTCS JaHHBbIE B pa3zell
«CBsizkm» PYK.

BHyTpeHHHE JOKYMEHTHI 10 BOIPOCAM CIIY’)KEOHOW JI€ATEIBbHOCTH,
aJipeCOBAaHHbIE  MpeAceNaTeNt0  (3aMECTUTENI0  NpelcenaTens, CeKpeTapro)
n30upareabHOU KOMUCCHH, MOTYT TOTOBUTHCS, COTJIaCOBBIBATHCS
Y MOJINKUCHIBAThCS cpencTBamu T1/].

12.3. Tlocne noknaga JOKYMEHTBI € YKa3aHUSIMH 110 HMCIHOJIHEHHUIO
JIOKyMEHTA, npexacenarens  (3aMecTurens — Ipejacenarens, cekpeTapsi)
n30upaTenbHOM  KOMHUCCUH, O(OpMIIEHHbIE Ha  OyMaXXHOM  HOCHTEIE,
BO3BPAILAIOTCS OTBETCTBEHHOMY 32 BEJICHHE JICJIONPOU3BOJCTBA JJIsI BHECEHUS
YKa3aHHI MO UCTIOJHEHMIO JOKyMeHTa B PYK.

Ilocne nmokiaga JOKYMEHTBI M YKa3aHWS II0 MWCIOJHEHHUIO JOKYMEHTOB
npenceaarens (3aMecTUTENs MpeaceaaTens, CeKkpeTaps) n30upareabHOW KOMUCCUU
MOTYT HANpPaBJIATbCA HUCIOJHUTENSIM B D3JIEKTPOHHOM Buae cpeacrBamu COJ]

«Jemo», I1J] 6e3 opopmiteHHs Kormuu Ha OyMa)KHOM HOCHUTEIIC.

13. U3roToBjieHNE U UCMOJIH30BAHNE MEYaTEeH U IITAMIIOB

13.1. Ins ynoctoBepeHUs MOMJIMHHOCTH JTOKYMEHTOB WJIM COOTBETCTBUS
KOIMUN JTOKYMEHTOB MX MOJJMHHUKAM B U30UpATEIbHOW KOMUCCUU HCTIOIB3YIOTCS
nedaTu ¢ wuzoOpaxkenneMm [ocymapctBeHHoro repba Poccuiickoit denepamuu
(manee — repOOBbIE MEYaTH) U APYTUE MEYATH.

JIns [poCTaBIIEHHST OTMETOK O IIOJIYYEHHHM, PETHCTPALMH, PACCBUIKE,
MOCTAHOBKE HA KOHTPOJb JIOKYMEHTOB, APYTMX OTMETOK MOTYT HPUMEHSTHCS

COOTBCTCTBYIOIIHC IITAMIIBI.
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13.2. U3roTtoBieHUe mnevare M IITaMIIOB OCYIIECTBIIETCS MO YKa3aHUIO

npenceaarens  (3aMecTuTeNsl  IpeaceaaTens, —CeKpeTaps) — M30upaTrenbHOU
KOMUCCHH.

tamobel ¢ (GakCUMUIBHBIM BOCHPOU3BEICHUEM TMOMIMUCH MpeceaaTes,
3aMEeCTUTEIS MpecenaTeNsl, ceKpeTapsi N30MpaTeabHON KOMUCCUU U3TOTOBIISIIOTCS
10 X NOPYYECHHUIO.

13.3. OrTck  repOOBOM  MeuaTd  MPOCTaBIseTCS Ha  (PUHAHCOBBIX
JOKYMEHTaX, TapaHTUMHBIX MHCbMaxX, JOIOBOPaxX, FOCYIapCTBEHHBIX KOHTPAKTaX,
JIOBEPEHHOCTAX, CBEACHUSIX 00 O0IIel 4YHUCICHHOCTH H30upaTened, y4acTHUKOB
pedepeniyma 1Mo cocTosiHUIO Ha 1 siHBapst ¥ 1 MIONA KaXkJA0ro roja v B JAPYTHX
IIPENYCMOTPEHHBIX 3aKOHOAATEIBCTBOM CIy4asiX.

13.4. Ha pacchuiaeMbIX KOMUAX PEIICHUH (OCTaHOBJICHUM) N30UpaTeNbHON
KOMUCCHH, IpUKa3aX, paclopsHKEeHUM MpencenaTenis U30MpaTebHON KOMUCCHUH,
npyu Oo(pOpMIIEHHH [IOKYMEHTOB Ha NIPHEM TOBAPHO-MAaTEPHAIBbHBIX IIEHHOCTEU
Ha CKJIaJl, HA BHOC U BBIHOC TOBAPHO-MAaTEPHAJIbHBIX LIEHHOCTEW Ha HaKJIAJHBIX
npocTaBisieTcss nedyatb ¢ Hagnucbhio «Cankr-lIletepOyprckas wuzbupaTenbHas
KoMuccus. s ToKyMEeHTOBY.

Ha nakerax npu oTIpaBKe JOKYMEHTOB IPOCTABIISIETCS I1€YaTh C HAAIUCHIO
«Cankr-IlerepOyprckast usdbupatenbHas komuccus. [[ist makeToBy.

13.5. llItamoel ¢ (pakCUMHUIBHBIM ~ BOCHPOU3BEACHUEM  MOJANUCEN
npenceaarens (3aMecTUTENs MpeaceaaTels, ceKkpeTaps) n30upareabHOH KOMUCCUU
MOTYT OBITh MCIOJIb30BaHbl JUIsl MPOCTaBICHUS Ha JOyOJMKaTax W KOIMUAX
MOJANMKUCAHHBIX B YCTAHOBJIEHHOM MOPSJIKE TOKYMEHTOB.

13.6. Ileyatn w mrTammobl MOAJIEKAT y4ETy B OTIEIBHOM JKypHAJIE ydera
neyaTeil M IITaMIOB OTBETCTBEHHBIM 3a BEACHHE Jenornpou3BoicTBa. [leuatn
Y IITaMIIbl BBIJAIOTCS MOJ MOANMCH B JKypHAJIEe ydyeTa Medareid M IITaMIIOB.
Ha xypnane mnpocraBusercs otMmerka «J(CII», ero JmcTsl HyMeEpYrOTCH,
MPOIIMBAIOTCS U ONEYATHIBAIOTCS.

13.7. Ileyatn W MWITaMObl JOJKHBI XPAHUTHCS B HAAECKHO 3aKpPhIBAEMbBIX

U OlleYaThIBa€MbIX B Hepabouee BpeMs cer(pax nim MeTalTnyeckux mkadax.
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13.8. KoHTposiib TpaBWIBHOCTH XPAaHEHUSI M UCIOJIb30BaHUsl MedaTei

¥ IITAaMIIOB OCYIICCTBIISIET TPAXTAHCKUN CIyXKalui armapaTta u30upaTebHON
KOMHUCCUHU, HA3HAUYCHHBIN TpeJiceiaTeeM U30MpaTebHON KOMUCCHU.

13.9.06 yrepe mneyaTd WM IITaMOa He3aMEIJIUTEILHO CTaBUTCS
B HU3BECTHOCTh  Ipeiacenaresib  (3aMeCcTUTENb  Mpejcenaress, CeKpeTaphb)
n30MpaTeIbHOM KOMUCCHUHU.

13.10. 'paxxgaHcKkuid  cayKalluMid —ammapata W30UMpaTeNbHOW KOMMCCHH,
OCYILECTBIISIFOIIAN KOHTPOJIb MPAaBUIBHOCTU XPAHEHUS U UCIOJIb30BAHUS MeYaTei
M IITAMIIOB, COCTaBJISIET aKT O BBIJACICHUUM K YHUUTOXKEHUIO MPUIIECAIINX
B HETOJHOCTh NeYaTel 1 MITAMIIOB.

YHUUTOXKEHNE MPOU3BOAUTCSA MOCIE YTBEPKICHUS aKTa MpeaceaaTeaeM
n30MpaTeNbHOM KOMHUCCHMHM. MeTallIMYecKue IMeYaTH YHHUYTOXAKTCA IMyTeM
MIOJIHOTO CIUJIMBAHUS TEKCTA WJIM ONMUJIMBAHUS JBYMS MEPEKPECTHBIMU JIMHUSIMU,
Kay4yKOBBI€ I1€YaTH U IITAMIIBI Pa3pPE3at0TCs HAa MEJIKME YaCTH WUJIU COKUTAKOTCS.

B xypHaiie yuera neyaTei U IITaMIIOB JIENAETCSI OTMETKA 00 YHHUUYTOKEHHH.

13.11. 'paxkgaHCKUM ~ CIIyXKaIllUM arapata HU30UpaTeIbHON KOMHCCHH,
OCYULIECTBIISIOIIUM KOHTPOJIb MPAaBUIBHOCTH XPAaHEHUS U UCIIONb30BaHUS NeyaTen
M IITaMIOB, €XEroJHO TMPOU3BOAUTCS CBEpKa Iedared W  IITaMIIOB,

0 9CM IIPOCTABIIACTCA OTMCTKA B XKYPHAJIC yUCTa reyareil v IITaMIIOB.

14. ®opmupoBaHue AeJ1 M epeaadya ux B apXuB

14.1. CocTaBneHue u yTBEpKIACHUE HOMEHKIIATYPHI AE.

Homenknatypa nen mnpenHasHaueHa [ (OPMUPOBAHMS HUCIOJHEHHBIX
JIOKyMEHTOB B Jena (SJICKTPOHHBIE JeNia), CUCTEMaTH3alui W y4yeTa e,
OTPEICJICHUS] CPOKOB UX XPAHEHUSI U SIBJISIETCS OCHOBOM ISl COCTABJICHUS OMUCEH
Jie], JOKYMEHTOB IOCTOSIHHOTO W JOJroBpeMeHHbIX (cBbimie 10 mer) cpokoB
XpaHEHHs, B TOM 4YHCIE€ TO JMYHOMY COCTaBy, aKTOB O BBbIJEJICHUU
K YHUUYTOXXEHHUIO JIOKYMEHTOB C HMCTEKIIMMH CPOKaMU XpaHEHHUs, a TaKxke IS
ydeTa JieJl B IeJIONPOU3BO/JICTBE.

B HOMeHKHaTypy [nen BKIIOYAKOTCA 3arojIOBKM  JI€, OTpa)karollue
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ACATCIBHOCTD H36HpaTeHBHOﬁ KOMHUCCHH, B TOM YHCJIC NOKYMCHTBI ITOCTOSHHO

WIM BPEMEHHO JEWCTBYIOIIMX OPraHoB (KOMHCCHW, COBETOB, pabO4MX TpYIII),
JMYHBIE JIeN1a, COIPABOYHBIC U YUETHBIE KAPTOTEKU U IPYTHE YUETHBIE (POPMBI.

He Brmowarorcs B HOMEHKIATypy [J€l INEPUOJNYECKUE H3JAHUs,
KHUTH, OPOIITIOPHI.

3aroJIoBOK Jiej1a JOJDKEH YETKO OTPaKaTb OCHOBHOE COJEPKAHUE U COCTaB
nokyMeHToB. He nomyckaercss ymorpebiieHHE HEKOPPEKTHBIX (OPMYIHUPOBOK,
BBOJIHBIX CJIOB U CIOXHBIX 00OPOTOB.

IIpn cocraBaeHMM HOMEHKIATYpBI JI€N1 CIEAYyET PYKOBOACTBOBATHCS
PermamenTom  M30MpaTeNbHON  KOMHUCCHHM, TOJIOKEHHWEM 00  ammapare
n30upaTeabHOM KOMHUCCHM, IITATHBIM paclnucaHUeM H30UpaTesbHOM KOMHCCHUH,
[lepeuHeM THUIOBBIX YIPAaBICHUYECKUX APXHMBHBIX JOKYMEHTOB, OOpa3yOIIUXCS
B IIpoLEecCe [JEATEIIbHOCTH TIOCYAApCTBEHHBIX OpPraHOB, OpPraHOB MECTHOIO
CaMOYTPaBJIEHUS U OPTaHU3aLNN, C YKa3aHUEM CPOKOB XPAHEHHUsI, yTBEPKACHHBIM
npukazom @DenepanbHoro apxuBHoro areHtctBa oT 20 nekabps 2019 roga
Ne 236 (manee — Ilepeuens), [IpaBunamu OpraHu3alHH XpaHEHMS,
KOMILJIEKTOBAHUSI, y4e€Ta M HCIOIb30BaHUS JTOKYMEHTOB ApXMBHOro (oHaa
Poccuiickon denepaunn M Apyrux apXMUBHBIX JOKYMEHTOB B T'OCYJIAPCTBEHHBIX
opraHax, OpraHax MECTHOI'O CaMOYIIPaBJIEHUS M OpraHU3alUAX, YTBEP>KICHHBIX
npukazoM denepanbHOro apxuBHoro areHTcTBa oT 31 wuronmsa 2023 roma Ne 77,
NOpsIKAaMU  XpaHEHWs] M Tepeladyd B apXHMBbl JIOKYMEHTOB, CBSI3aHHBIX
C TOJArOTOBKOM M MpoBeAeHUEM BbIOOpPOB, yTBepxkaeHHbIMU [[UK Poccun
U M30MpaTeIbHOM KOMUCCHEH, HOMEHKIATypaMu Jiel M30UpaTeNbHOU KOMHUCCUU
3a MPEAIIECTBYIOIIUE TOBI.

Homenknatypa gen u30uparelbHOM KOMHUCCHM Ha  MPEACTOSIIUN
KAICHIAPHBIA T'OJl COCTABIIIETCA OTBETCTBEHHBIM 3a BEACHUE EIONPOU3BOACTBA
B TMOCIEIHEM KBapTaje TEKYIIEro TIoOJa, COIJAacOBBIBAETCS C CEKpEeTapeM
n30UpaTebHOM KOMHMCCHHM, pacCMaTpUBaeTCs Ha 3aceJaHuu  ODKCHEPTHOU
KOMHUCCHUHM  M30MpaTeNbHOM  KOMHCCHHM,  YTBEpXKAAETCA  MpeacenaTesieM

M30UpATEeIbHOM KOMUCCUM U BBOJUTCSA B ICUCTBUE ¢ | sSIHBapsl CJIEAYIOIIETO roja.
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Homenknatypa gmen u30upaTenbHOW KOMHCCHM HAa  MPEICTOSIIIHIMA

KUICHIAPHBIA TOJl MOXET COCTaBISATbCS C  KCIOJIb30BAHUEM  MOAYJIsS
«Onextponnbiit apxuy [1]1 (mpunoxxenue Ne 14).

N3buparenpHas KOMHCCHS Tak)Ke BIpaBe pa3paldaThiBaTh THUIIOBBIC
W/WIUM  TPUMEPHbIE HOMEHKIATYphl JAeNl JUIsl HUXKECTOSIIUX H30UpaTeIbHBIX
KOMUCCHH.

Homenknatypa aen u30upateabHON KOMUCCHH HE PeXe OJHOTO pa3a B IMAThH
JIET YTBEPKAACTCS IKCIEPTHO-IIPOBEPOYHOM METOIUYECKON KOMHUCCHUEH (lanee —
OIIMK) Cankt-IlerepOyprckoro ToOCyAapCTBEHHOTO Ka3€HHOTO YUPEKICHHS
«llenTpanpHbiii rocynapctBeHHbii apxuB Cankrt-lletepOypra» (manee — LII'A
CII6).

B ciydae BOZHMKHOBEHHSI B T€UEHHUE rojfia HOBBIX JEJ OHH JIOTIOJHUTEIHHO
BHOCSITCSI B YTBEPKICHHYIO HOMEHKIATYpy /€Nl [0 YKa3aHUIO MpecenaTens
n30uparenbHO Komuccuu. 110 OKOHUaHMM KaJdeHAApHOTO roja OTBETCTBEHHBIN
3a BEJICHHE JIEJIONPOU3BOJICTBA B KOHIIE HOMEHKJIATYPBI JI€JI COCTABIISIET UTOIOBYIO
3aMKiCh O KOJUYECTBE 3aBEJICHHBIX JIeJ (TOMOB, YacTei) OTAEIHHO MOCTOSHHOTO
U BPEMEHHBIX CpPOKOB XpaHEHHMS Ha OyMaKHOM HOCHUTEIE U O KOJIUYECTBE
3aBEJICHHBIX AJICKTPOHHBIX JI€Jl MOCTOSHHOTO M BPEMEHHBIX CPOKOB XpAaHEHUS,
a Takxe 3anoyiHseT rpady 3 HOMEHKIIATYPHI.

Cpok XpaHeHUs] TOKYMEHTOB YKa3bIBAa€TCs B HOMEHKJIATYPE JI€J1 CO CChLIKOM
Ha CcTarblo llepeuHs nin MHOW HOPMATUBHBIA IPABOBOM aKT, YCTAHABIMBAIOLIUN
CPOK XpaHeHus: JokyMeHTa. CpoK XpaHEHUs TOKYMEHTOB, HE YKa3aHHBIX B JaHHOM
[lepeune, ycraHaBIMBaeTCsd ODKCIEPTHOW KOMHMCCUU HW30UPATEIbHOW KOMHUCCHUU
o cornacoBanuto ¢ DIIMK LI'A CII6.

Ucuncnenue CPOKOB XpaHeHUs JIOKYMEHTOB, 3aKOHYEHHBIX
JIEJIONPOU3BOJCTBOM B TEKYIIEM Toly, HauumHaetrcs ¢ 0l sgHBaps cieayromero
roja.

14.2. OdbopmieHue JOKYMEHTOB, 3aKOHUCHHBIX JEJIOMPOU3BOCTBOM,
dbopmupoBaHUE JE.

3aKOHYEHHBIE JENONPOU3BOACTBOM JOKYMEHTBI opopMIISIOTCS
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B COOTBCTCTBHHU C Tpe6OBaHI/I$IMI/I I/IHCTPYKL[I/II/I, CIIUCBIBAIOTCA B  ACIO

npenaceaareneM (3aMecTUTENeM TMpelacenaTesnis, CceKkpeTapeM) u30upaTreabHOn
KOMHUCCUHU, OO0, M0 UX YKa3aHWIO, UCIIOTHUTENIEM, U CHAIOTCS OTBETCTBEHHOMY
3a BEJCHUE JEIONPOU3BOJICTBA HE MOo3aHee yeM yepe3 10 gHer nocne uCnoHeHus
nokymeHTa. I[lpm 5TOM B HIKHEW YacTU JIMIIEBOM CTOPOHBI TEPBOTO JIUCTA
JIOKyMEHTa Ha CBOOOJHOM OT TE€KCTa MECTE CTABUTCS OTMETKA O €ro UCIOJIHEHUH,
nenaercss Haanuch «B  meno», pacmu@poBBIBACTCS MOINUCH HCMOJHUTEINA,
yKa3blBaeTCsi HOMEp Jela 10  HOMEHKJIaType M  Jara  CIUCaHUS.
[Ipu HeoOxomMMOCTHM OTMETKa OO0 HCHOJHEHHMM MOXET OBITh CcJelaHa
Ha OOOpOTHOM CTOpOHE TepBoro jucrta nokymeHta. B PYK BHocutcs orMmerka
O CIMCaHMM JIOKYMEHTa B JEJI0 C YKa3aHWEM HOMepa [eja COIVIACHO
HOMEHKJIAType Aell.

HeucnonneHHble U HENPaBUIBHO O()OPMIIEHHBIE JOKYMEHThI BO3BPALLAIOTCS
UCIIOJTHUTEIIO JIJIs1 JOPaOOTKH (100hOpMIICHUS).

HcnonHeHHble  JTOKYMEHThl  (OPMHUPYIOTCS B J€jla  OTBETCTBEHHBIM
3a BEJICHHE JIEJIONPOU3BOJICTBA B COOTBETCTBUH C YTBEP>KICHHON HOMEHKIATYpOU
Je.

Jlena ¢GopMUpPYIOTCS C  COOJIIOJIGHMEM MPUHIUIIOB  CUCTEMATHU3ALUU
JOKYMEHTOB W MX pacnpeneneHus (TpyNnIupoBKH) Ha JieJa IMOCTOSHHOIO,
JOJITOBpEMEHHBIX (cBbilie 10 JeT) CpOKOB XpaHEHHs] W Ha Jejla BPEMEHHBIX
(1o 10 et BKIIFOUUTEIHHO) CPOKOB XPAHECHHUSI.

Jleno cuuTaeTcs 3aBECHHBIM C MOMEHTA BKJIIOUEHUS B HEro IEpBOro
MCIIOJIHEHHOT'O IOKYMEHTA.

3aKOHYEHHBIE JIETIONPOU3BOICTBOM 3JIEKTPOHHBIE JOKYMEHTHI (POPMUPYIOTCS
B AJIEKTPOHHBIE Jiena (Manku, JUPEKTOPUHN) B COOTBETCTBUM C HOMEHKIIATYpPO J1e.

I[Ipu ¢dopmupoBanuu gena MpoBepsETCS MNPABUIBHOCTh OTHECEHUS
JOKYMEHTOB B JIaHHOE JIeJI0, KauecTBO OQOpMIICHUSI M KOMIUIEKTHOCTb
JOKYMEHTOB, HaJW4yue MOJANUCEH, BU3, PErMCTPALMOHHBIX HOMEPOB, CIIPABOK
WJIA OTMETOK 00 UCIIOJIHEHUH, CIUCAHUHU B I€JIO U APYTHX.

He AOITYyCKAaCTCsA MOMCHICHHUEC B JACJI0 JOKYMCHTOB, COACPKAHUC KOTOPLIX
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HC COOTBCTCTBYCT 3aroJIOBKY JICJIa.

[Tpu popmupoBanuu aen coOIOIAIOTCS CIEAYIOLIIEe TPEOOBAHMS:

JOKYMEHTBI MOCTOSIHHOTO M BPEMEHHOTO0 XpaHEHUs (POpMHUPYIOTCS B JAeia
pa3zienabHo;

B JI€JIO BKJIIOYAIOTCS TOJIBKO HCIOJIHEHHbBIE, NPABWJIBHO O(QOPMIICHHBIE
JIOKYMEHTBI B COOTBETCTBUH C 3ar0JI0BKaMHU JI€J B HOMEHKJIATYPE;

BCE JIOKyMEHTBI, OTHOCSIIHUECS K PEIICHUIO OJHOrO BOMpoca, POpMHUPYIOTCS
B ojfHO jaeno. Eciu monbopka JOKYMEHTOB IO OJHOMY BOIIPOCY HAaCUMTHIBAET
6omee 100 arcTOB, OHA MOKET OBITH BBIJICJIEHA B CAMOCTOSITEIILHOE JI€JIO;

JOKYMEHTBI, TOJIJIeXKAIlINe BO3BPaTy, B JA€JI0 HE TOMEIIAIOTCS;

B JIeJI0 TIOMELIAETCS TOJIBKO OJUH SK3EMIUIAp JOKYMEHTa, UYEPHOBUKH
¥ BapuaHThl IPOEKTOB JOKYMEHTOB B JIeJ0 HE MOAIIMBAIOTCA (32 MCKIIIOUEHUEM
T€X, Ha KOTOPBIX UMEIOTCS BU3bl, YKa3aHUS 110 UCTIOJIHEHUIO IOKYMEHTOB U IpyTUe
OTMETKH, AOTOJIHSIONINE TIEPBbII SK3EMIUISIP);

B JIEJIO BKJIIOYAIOTCS, KaK MPABHIIO, JOKYMEHTBI OJTHOTO KaJ€HJAPHOTO roaa
(MCKJIIOUEHHUE COCTABIISIOT JINYHBIE U MEPEXOAIINeE Jela);

00BeM (HOPMHUPYEMBIX J€N MOCTOSHHOTO XPAaHEHUS U MO JIMYHOMY COCTaBY
He J0JkeH mpeBbimaTh 250 nmuctoB (3—4 M TOJIIUMHBI KOpENIKa Jena), TOJNIUHA
JIeJT BpPEMEHHBIX CPOKOB XpaHEHUsl He AoJpKHa npesbiiaTh 10 cm. Ilpu 6ombiiem
o0beMe JOKYMEHTOB B jeiie (opMUpYyeTCS HECKOJbKO TOMOB (4YacTei).
[Ipy Hanuuuu B JAefe HECKOJbKMX TOMOB (4YacTeil) MHIEKC M 3arojioBOK Jela
MIPOCTABIIAIOTCS HA KAXKJOM TOMe ¢ to0aBneHrnemM o0o3HaueHui «Tom 1», «Tom 2»
U T.1.

DJNEeKTpOHHbIE JOKYMEHTHI Ha TOMa M 4YacTH HE pa3Aelsiorcs.
Bce nanekTpoHHBIE JOKYMEHTBI, OTHOCAIIMECS K OAHOMY HOMEHKJIATypHOMY
UHJIEKCY, HE3aBUCUMO OT UX 00BbeMa, BKIFOYAIOTCS B OHO 3JIEKTPOHHOE JEJI0.

B ciydae HEOOXOAMMOCTH JOKYMEHTHI MO OJHOMY M TOMY K€ BOMPOCY,
HO C pa3IuyHbIM CPOKOM XpaHEHHS MOTYT HAaXOIUThCS B OJHOM JIeNe
0 KOHIIA TEKYyIIEero roja WIM [0 3aBepUICHUs HCHOJHEHUS JAOKyMEHTa,

a 3aTeM MnepeOopMUPOBLIBAIOTCS B JieJa MOCTOSHHOIO M BPEMEHHBIX CPOKOB
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XpaHEHUS.

B neno BKIOYarOTCA BCE JIOKYMEHTHI MO KOHKPETHOMY BOIIPOCY BMECTE
C MNPUWIOXKEHUSMH, YKa3aHHBIMM B TEKCTE€ JOKYMEHTAa; MpHU OTCYTCTBUU
MPUJIOKEHUM, YKa3aHHBIX B TEKCTE IOKYMEHTA, UCTIOJHUTENL 00s13aH OpPraHu30BaTh
UX PO3BICK M B cCilydae HMX OOHapyxeHuss chopMHUpOBaTh B JI€JIO BMECTE
C JOKYMEHTOM, K KOTOPOMY OHM NpwiararTcs. EciM po3bICcK JOKYMEHTOB €l
MOCTOSIHHOTO WJIA JIOJTOBPEMEHHBIX CPOKOB XPAaHECHUS, B TOM YHCIIE MO JUYHOMY
COCTaBy, HE Jal  IOJIOKUTEIBHBIX  PE3YyJbTAaTOB,  COCTaBIIETCS  AKT
0 HEOOHAPYKEHUU IOKYMEHTOB, ITyTH PO3BICKA KOTOPHIX UCUEPIIAHBI.

JIOKyMEHTbl ~ BHYTPM  JIeJla  PacCIojararorcsi B XPOHOJIOTHYECKOU
WJI BOIIPOCHO-JIOTHYECKOU MOCIIEI0BATENIBHOCTY UJIM UX COYETAHUH.

HopmatuBHblE W OpraHM3alMOHHO-PACTIOPSIAUTEIBHBIE  JTOKYMEHTHI
C OTHOCAILIMMUCS K HHUM MPWIOKEHUAMU TPYNIUPYIOTCA B J€jla [0 BUAAM
JIOKYMEHTOB U XpPOHOJIOTHH.

[IpoTokosbl 3acenaHuii M30MPATETBLHOM KOMHCCHUHM PACIONIaratoTCsl B JIEJE
II0 XPOHOJIOTMHA B MOPSAKE BO3pacTaHus HOMEPOB. JIOKYMEHTBHI K 3aCEIaHHIO
n30MpaTeNbHOM KOMHUCCUU IMOMEHIAIOTCA MOCIE COOTBETCTBYIOUIETO IMPOTOKOJIA
B MOPSIIKE PACCMOTPEHHUS BOIIPOCOB HA 3aCEJaHNM.

[Tomoxenus, MHCTPYKLHUH, YTBEPKICHHBIE pacnopsiANTEIbHBIMU
JOKYMEHTAMH, SBJISIOTCA NPWIOKEHUAMU K HHAM M TPYNIUPYIOTCS BMECTE
C YKa3aHHBIMU JJOKYMEHTAMMU.

[ImanoBast © OTYETHAS NTOKYMEHTAIMsI HE3aBUCUMO OT JAThl €€ COCTABIICHUS
BKJIFOYAETCS B JEJIO TOTO ro/ia, K KOTOPOMY OHA OTHOCHUTCSI.

B nene «llepenucka» wucxonsumuii (OTBETHBIN) JTOKYMEHT TOMEIIAETCS
nocie BxoAasmero. Bce JOKYMEHTBI MO OJAHOMY BOMNPOCY, MOCTYIHBIINE
Y PACCMOTPEHHBIE B TEYECHHE KAIEHAAPHOTO roJla, TPYNIIUPYIOTCS BMECTE B OJVH
pa3zen MepenucKd, CUCTEMATU3UPYIOTCA IO XPOHOJOTUH, MPU 3TOM JOKYMEHT-
OTBET MTOMEIIAETCS 33 JOKYMEHTOM-3aIIPOCOM.

[Tpu BO30OHOBJICHUH TTEPEMTMCKH TI0 BOMIPOCY, HAYABIIIEMYCSI B TIPEABIYIIIEM

roay, JOKyYMCHTBI BKIIIOYAIOTCA B JCJIO0 TCKYIICIO roja M YKa3bIBA€TCA HHICKC
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TOro Jcjia 1Mo HOMCHKIIATYpPC ACJI HNPCAbIAYIICTO I'0Jd, B KOTOPOM HAXOIATCA

MPEAIIECTBYIONINE IOKYMEHTHI IO 3TOMY BOIIPOCY.

OOpaiieHus rpaxkJad U AOKYMEHTBI M0 MX PACCMOTPEHUIO (GOPMHUPYIOTCS
B OTACNbHBIE Jiena. OOpamieHusi, JOKyMEHTHI MO0 UX PACCMOTPEHUIO COCTaBJISIIOT
B JIEJIE€ CAaMOCTOSITEIbHBIE TPYIIBI M TOMENIAIOTCS B JI€Ia B COOTBETCTBUU
C HOMEHKJIaTYpOu Jie’ u30upaTesibHON KOMUCCHUHU.

[Ipu QopmupoBanuu jgena U3 HECKOJBKHMX TOMOB (4acTel), Kpome
oOIIero 3arojioBKa Jiejla TMpu HEOOXOJUMOCTH COCTABIISIIOTCA — 3aroJIOBKH
KaXXJI0ro ToMa (4acTu), yTOUHSIOUIME COAepKaHUEe TOMOB (YacTeil) nena.

Ecnu B nene umerorcs oOpanieHus HECKOIbKUX OpraHu3aiuii, TOCTYUBIINE
B pa3HbIE CPOKM M HCIOJHEHHBIE OJIHUM pEIICHHEM, TO OHU TPYHNIHPYIOTCS
CHayajga MO KOPPECHOHAECHTCKOMY TIpU3HAKy, a BHYTPU OTON TPYyMHIbI —
10 XPOHOJIOTUYECKOMY.

Ecnmu x nuceMamM WM K KaKUM-TMOO HHBIM JOKYMEHTaM MPHUIIOKEHBI
nokyMeHTbl ¢ otMmeTkor «JICII», TO BCe MOKYMEHTBI IO 3TOMY BOIPOCY
dbopmupyrotes B jaeno ¢ otmetkon «ICIDy.

B nenax, Haxoagmuxcs B JI€TONPOU3BOJICTBE, TOKYMEHTBI TEKYILETO Toja
pacroiararoTcs 1O XpPOHOJOTHM CHU3Y BBEpPX IO MEPE MOCTYIUICHUS.
[Ipy mOATOTOBKE K cJlad€ B apxuB Jiela C JOKYMEHTaMH IOCTOSIHHOTO
U BpeMeHHbIX (cBbimie 10 JeT) CpokOB XpaHEHHS TepedOPMUPOBLIBAIOTCS
B 00paTHOM MOPSAKE: TOKYMEHT, MMOCTYNUBIINKN B KaJICHIAPHOM TOy TOCIEIHUM,
JIOJDKEH OBITh BHU3Y Jieja, a MEPBBIM JOKYMEHT KaJICHIApHOIO roja — BBEPXY,
MIEPBBIM.

DONEeKTpOHHBIE  JIOKYMEHTHI ~ (QOPMHPYIOTCA B DJICKTPOHHBIE  Jeja
B COOTBETCTBMM C HOMEHKJIaTypod jen. B HomeHkimaType Jen ykas3blBaeTcs,
YTO JIEJI0 BEJETCS B JJIGKTPOHHOU (opme. DIEKTPOHHBIC TOKYMEHTHI TOCIIE
MX HWCIOJHEHUS WM OTHNpPaBKU mojjexar xpaHeHutro B COJ «/emo», I1JI
B TEUEHHE CPOKOB, TMPEIYCMOTPEHHBIX [JI1 AHAJOTMYHBIX JOKYMEHTOB
Ha OymMaXxHOM HocuTene. B ciywae ecnm jgena mpencTaBiieHbl Ha OyMa)KHOM

HOcHUTENEe U B POpME AIEKTPOHHBIX JOKYMEHTOB («THOPHUIHOE JI€JIO») U HE UMEIOT
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JEKTPOHHOTO o00Opaza B coorBercTByromeir PYK, To oHum momiexar

CKaHHPOBAaHUIO C TMOCIEAYIOUIMM MPUCOEIUHEHHEM JJIEKTPOHHOTO 00pa3a
B COOTBETCTBYIOMYI0 PYK.

B HOoMmeHKkmatype Aen 3IeKTPOHHOE Je0 M JelI0 Ha OyMa)KHOM HOCHTENe
OTPAXAIOTCA Kak JBa TOMAa, HMEIOLIME OJWH 3aroJOBOK M CPOK XpaHEHUS.
K uHIIeKCY AJIEeKTPOHHOTIO Jieja MpruoaBisieTcs JuTepa «I».

14.3. Tekyiee XxpaHeHHUE J€.

Jlena ¢ MOMEHTa UX 3aBEICHUS U JI0 MEPENAUYH B apXUB WM YHUUYTOKECHUS
B CBSI3U C HCTEYEHUEM CPOKOB XPAHEHHMS HAXOIATCA y OTBETCTBEHHBIX 34 BEICHUE
JEJONPOU3BOACTBA B CTPYKTYPHBIX MOIPA3/ICIICHUSIX.

[Iporokonbl 3acegaHuii, pelHieHUs U3OUPATENbHON KOMUCCUH, CIHCKHU
IIPUTJIALICHHBIX, MPUJIAraéMble K IPOTOKOJIY IOUIMHHBIE DK3EMIUIAPHI PELICHUN
C COOTBETCTBYIOIIUMU IPUIIOKEHUAMU, IIPOTOKOJIBHBIEC ITOPYYECHUS, JOKYMEHTHI,
IIOCIYKMBIIME OCHOBAHMEM JUII PACCMOTPEHMS BONpPOCAa HAa 3acelaHuu
n30MpaTeNbHOM  KOMMCCHM,  pacmiMpoBaHHas — ayJMO3alHCh  3aceldaHus
(mpu ee Hammuuu), OTUET A0 Nepenayu B apXuB HaxoaiTcs B OpraHu3aliilOHHOM
YIPABJICHHUH alIapara u30upaTeabHO KOMUCCHH.

3a COXpPaHHOCTh JIOKYMEHTOB M JI€J OTBETCTBEHHOCTb HECYT CEKpETaphb
n30upaTeIbHON KOMUCCUHM U OTBETCTBEHHBIN 3a BEACHUE JECJIONPON3BOCTBA.

Jlena JOJKHBI HAXOAMThCS B paboyeil KOMHATE WM B CHEHUAIBHO
OTBEJICHHOM I ATOM IIeJIM MOMEIICHUH U XPAHUThCS B 3alUparoIuxcs mkadax,
MPEAOXPAHAOIIMX JOKYMEHTHI OT MBUIH U BO3JIEUCTBUS COTHEYHOTO CBETA.

B wmenmsx oOecnedeHuss ONEpaTUBHOIO TMOMCKAa JOKYMEHTOB Jeia
pacronararorcs B COOTBETCTBUM C HOMEHKJIATYpOM [J€JI, KONHUSA KOTOPOU
MOMEILIAETCsl Ha BHYTPEHHEW CTOPOHE JBEPLIbI MKada.

Ha xopemikax o00xeK J1eia yKa3bIBalOTCS UHIAEKCHI JIe)l IO HOMEHKJIaType
ned.

Jlena, Haxomsdmuecs Ha TEKYIIEM XpaHEHHH, MNoiuexar ydery. llepen
nepenadyerdl  JOKYMEHTOB B apXWB  IPOBOJWUTCA  IPOBEpPKA  HAIAYMSA

N COCTOSAHHA AOKYMCHTOB M ACJI B HCIIAX YCTAHOBJICHUA (baKTI/I‘IeCKOFO HaJIn4ust
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ACJ U COOTBCTCTBUA UX KOJIMYCCTBY, YHUCIIIIEMYCA 110 HOMCHKIIATYPEC ACII.

[IpoBepka HaJIWYusl M COCTOSIHUS JIOKYMEHTOB M i€ IPOBOJMUTCS
IIpU TEPEMEIICHUN JEJN, BO3BpAaTe€ JEN, CMEHE OTBETCTBEHHOIO 3a BEICHUE
JEJIONPOU3BOCTBA, IIEpE] Nepeaade B apXuB.

[IpoBepka mMpOBOAUTCA IYyTEM CBEPKM CTAaT€d HOMEHKIATYpbl el
C OMKCAHHUEM JIe]l Ha 00JIOKKE, a (PU3NYECKOE COCTOSIHUE JIeT OPEeIAeTCs MyTeM
UX BU3YaJIbHOTO MpPOCMOTpa. Bce oOHapyKeHHBIE HEIOCTAaTKH (PUKCHUPYIOTCS
B aKTE€ NMIPOBEPKU HAIUYHUS U COCTOSIHUS JEIL.

B ciydae yTpaTbl JOKYMEHTOB W JIel MPOBOJUTCS CIy>KeOHas MpOBEpKa,
0 pe3yibTaTaM KOTOPOW JIMIIO, BUHOBHOE B YyTpaTe, HECET OTBETCTBEHHOCTH
B YCTaHOBJIEHHOM Tnopsnke. lIpuHMMAarOTCS MeEpbI 10 3aMEIIEHHUI0 YTPauye€HHOTO
JIOKyMEHTA 3aBEPEHHOI KOMUEH (110 BOZMOXHOCTH).

Ecnu otnenbHBIE JTOKYMEHTBI, YXKE€ BKJIIOYEHHBIE B JIEJ0, BPEMEHHO
TpeOyroTca Il pabOThl, OHM MOTYT OBITh BBIIAHBI W3 Ji€Ja OTBETCTBEHHBIM
3a BEJCHHUE JEJIONPOU3BOACTBA, & HA UX MECTO BKJIAIBIBAETCS JIMCT-3aMECTUTEIND
C YKa3aHUEM, KOTJ1a, KOMY M Ha KaKOM CPOK BbIJJaH JIOKYMEHT.

14.4. OxcnepTr3a HEHHOCTH JOKYMEHTOB.

OKcnepTu3a LEHHOCTM JOKYMEHTOB IPOBOJIWTCS JUIL  YCTAHOBJICHHS
HAyYHOW, HMCTOPUYECKOW W  IPAKTUYECKOM  3HAYMMOCTH  JIOKYMEHTOB,
00pa30BaBIIUXCS B MPOLIECCE AEATEIBHOCTH M30MpATEIbHOM KOMHUCCUH, C LIEJIBIO
oT0opa uX JJi JaJIbHEHIIIEr0 XpaHEeH!sI WM YHUUTOKEHUS.

DKcnepTru3e HEHHOCTH JOKYMEHTOB MOJIJIEXAT BCE JOKYMEHTBI, HE3aBUCUMO
OT BHJOB HOCHUTEJIEH U CIIOCOOOB 3aINCH.

OKcnepTh3a LEHHOCTH JIOKYMEHTOB IIPOBOJUTCA IPU  COCTABJICHHH
HOMEHKJIATyphbl JIeJ, B Ipolecce (GOopMUpOBaHUS Ji€7, MPU MOJATOTOBKE JIEJ
K Ilepefadye B apXuB, NPHU BBLACICHUH K YHHYTOXEHHUIO JEJ, 3JIEKTPOHHBIX
JIOKYMEHTOB, HE MOJIeKALUX XPAHEHUIO.

Jlist  paccMOTpeHHsI TMPOEKTOB HOPMATUBHO-METOJAMYECKUX JOKYMEHTOB
10 BOIIPOCAaM JEJIONPOU3BOACTBA U ApPXWMBHOIO JEJA, ONUCEH JeJ, JTOKYMEHTOB

MOCTOSTHHOT'O U JTIOJTOBpeMEHHBIX (CBbIIIe 10 JI€T) CPOKOB XpaHEHUS, B TOM UHUCIIe



96
o JIMYHOMY COCTaBYy, aKTOB 00 YHHUYTOXKCHUHN ACTI U JOKYMCHTOB, HC MMCIOIINX

HAay4YHOM IEHHOCTU M MPAKTHUYECKOTO 3HAYEHUSI, PACHOPSIKEHUEM MpecenaTens
n30UpaTeIbHOM KOMHUCCHHM CO3JAaeTcsi OKCIEpTHas KOMHUCCHUS H30UpaTesbHON
komuccuu (ganee — OK).

B ee (¢yHKuuMM BXOAUT TaKkKe pACCMOTPEHHE M  COIJIACOBAHHE
HOMEHKJIATYpPHI JIe]1 n30upaTeibHOH KOMUCCHUHU.

B cocraB OK BKII04YaroTCs 4ieHbl U30UpaTeNbHOM KOMUCCHH, TPAKIAHCKUE
ciyKalllhe amnmnapara u30upaTesibHOW KOMHCCHH, TI0 COTJIACOBAHUIO — PAOOTHUKHU
ApxusHoro komutera Cankt-IletepOypra.

DKcrnepTu3za IIEHHOCTU  JIOKYMEHTOB — OCYIIECTBIISIETCS  OTBETCTBEHHBIM
3a  BEIEHHME  JEJONPOM3BOJACTBA B  COOTBETCTBUM C  TpeOOBaHUSIMU
3aKOHOJIaTeJIhLCTBA WU nocraHoBinenussMu ~ [IUK  Poccun,  pemenusimu
n30MpaTeIbHOM KOMUCCHH MO COTJIACOBAHUIO M TI0]T METOJMYECKUM PYKOBOJICTBOM
ApxuBHoro komurteta Cankt-IlerepOypra.

[Ipu mnpoBeneHHM HSKCNEPTU3BI IIEHHOCTH JOKYMEHTOB OCYIIECTBIISIETCS
0oTOOp JIeNl MOCTOSTHHOTO U JOJITOBpEMEHHBIX (CBbIIe 10 JIeT) CPOKOB XpaHEHHS,
B TOM YHCJIE€ MO JIMYHOMY COCTaBy, MOJUICKAIINX apXUBHOMY XpaHEHHUIO; 0TOOp
JIe ¢ BpEMEHHBIMH Cpokamu xpaHeHus (10 10 jeT BKIFOUUTENHHO), TTOAIEHKAIINX
XpaHEHUIO B HM30MPATENbHON KOMHUCCHUHU JI0 HCTCUYECHMS] CPOKOB WX XPaHCHUS;
BBIJICJICHUE K YHUUYTOKEHHUIO JEJ, CPOKU XpaHEHUs KOTOPbIX UCTEeKIU. [Ipu sToMm
OJIHOBPEMEHHO TMPOBEPSIIOTCS KAayeCTBO U IMOJHOTAa HOMEHKJIATYPhl [T,
MPaBUWIBHOCThH OIPEJIEICHUS CPOKOB XPaHEHHUS /1)1, TOKYMEHTOB.

DKcrepTr3a 1EHHOCTH JOKYMEHTOB OCYIIECTBIISETCS MyTEM IOJUCTHOIO
npocmoTpa nen. He nmomyckaercs OTOOp JOKYMEHTOB IS XpaHEHHS
WJIU K YHUUYTOKEHUIO TOJILKO HAa OCHOBaHUU 3ar0JIOBKOB JICJI.

OO6napyxeHHbie B nenax ¢ oTMeTkod «OIIK» moKyMeHThI MOCTOSHHOTO
CpOKa XpaHECHHUS BBIACISIIOTCS U TMPUCOCTUHSIOTCS K OJHOPOJHBIM Jejiam
i GOPMUPYIOTCS B CAMOCTOSITEIILHBIE JIea.

Ocrtansable aena ¢ orMeTkon «OIIK» BKIIOYarOTCS B aKT O BBIIEJIECHUN

K YHHUYTOXCHHIO JOKYMCHTOB, HC ITOAJICKAIIMX XPAaHCHHIO. HpI/I 9TOM OTMCTKa



97
«OIIK» B aKkTe HE yKa3bIBaeTCsl.

OT1Oop  DNEKTPOHHBIX  JTOKYMEHTOB  [JUJIsi  Tepeladyd B apXWB
MOXXET OCYIIECTBIATHCS B aBTOMAaTU3MPOBAHHOM pEXHME IMyTeM O0TOopa
nokyMeHtoB B COJl  «lleno», IIJI mno mnpuznakam «MHaekc nenay,
«CpOoK XpaHEHUS».

JIOKyMEHTBI, yTpaTUBIIHME MPAKTUYECKOE 3HAYECHHE W HE HMEIOLIUE
VCTOPUYECKON WJIM HAYYHOM LEHHOCTH, IO MCTEYEHUH YCTAaHOBJICHHBIX CPOKOB
XPaHEHUS MOJJIEKAT YHUUTOKEHHUIO.

AKTBI O BBIJACICHHH K YHUYTOXEHUIO JOKYMEHTOB pPaccMaTpHBAIOTCA
Ha 3aceqaHussx OK OZHOBPEMEHHO € ONMCSAMH JI€]I. YHUUYTOKEHHE JOKYMEHTOB
JI0 YTBEPXKICHHS aKTOB 3aIllpeliacTCs.

BoieneHHble K = YHUYTOXEHUIO JOKYMEHTBHl YHUYTOXKAIOTCA  IyTEM
U3MeJIbUCHUS, IepepadOTKU WU IPYTUMH YCTAaHOBJICHHBIMU CIIOCOOAMH.

[lo pe3ynbTaTam BKCHEPTU3bl LEHHOCTH JOKYMEHTOB OTBETCTBEHHBIM
3a BEACHUE JEJIONPOU3BOJICTBA COCTABIIAIOTCA ONUCH JEN, JOKYMEHTOB
MOCTOSIHHOTO, BpeMeHHBIX (cBbImIe 10 seT) cpokoB xpaneHus (nmpuioxkeHust Ne 15,
16) u mo nuuHOMY cocTaBy (mpuioxxeHue Ne 17), a TakKe akThl O BBIJCICHUU
K YHHUYTOXKCHHUIO [IeJI, HE TMOJJIekalMX XpaHeHuto (mpuioxeHue Ne 18).
OTU JOKYMEHTHI paccMarpuBaroTcs Ha JK.

Onucu fen, JOKYMEHTOB IIOCTOSIHHOTO CpOKa XpaHEHUS M aKThl
O BBIACICHUM K YHUUYTOXKEHUIO JOKYMEHTOB, HE TMOMJIEXAIIUX XPaHEHUIO,
nomnexar yrBepxkiaeHuto [OIIK ApxuBnoro komutera Cankt-IlerepOypra,
a omMcH Jen 1o Ju4yHOMy coctaBy — yTBepxkaenuo OIIMK HI'A  CII6.
ITocne YTBEPKICHUS LBIIK ApXHUBHOTO KOMUTETA
Cankr-lletepOypra omucu €1 M akTbl O BBIICJIEHUM K YHUYTOKEHHIO
JOKYMEHTOB, HE TOJJISKAIIUX XPAaHEHHUIO, YTBEPXKAAKTCA IMpeAcenareneM
n30MpaTeIbHOM KOMUCCHH.

DNEeKTPOHHBIE JieJla C UCTEKIIUMU CPOKAMH XPaHEHUs TOJJIEKAT BbIIACICHUIO
K YHMYTOKEHUIO Ha OOIIMX OCHOBAaHHUAX, I[IOCJIE€ YEro MpPOU3BOAUTCA

HNX YHHUYTOXCHHC IIPOrpaMMHO-TCXHHUYCCKHMMH CPCACTBAMU C COOTBCTCTBYIOH_ICI\/’I
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OTMETKOI B aKTe O BBIJICJICHUHU 3JICKTPOHHBIX JTJOKYMCHTOB K YHUYTOKCHHIO.

YUepHOBUKM W PYKOMHCH TOATOTABIUBAEMBIX JOKYMEHTOB, KOTIHH
WH(GOPMAIIMOHHBIX M JIPYTUX MaTepHalioB, HE MOJIekKAIIMX BKIIOUYEHUIO
B HOMEHKJIATypy JeJI, 10 MUHOBAaHMHM B HUX HAJOOHOCTH MOTYT YHHUYTOXAThCA
0e3 cocTaBJICHUS aKTa.

[leperuier (moamMBKA) A€l MPOU3BOJUTCS TOJBKO TIOCJIE MPOBEACHUS
AKCIIEPTHU3bI LIEHHOCTH TOKYMEHTOB.

14.5. Odopmienue aein.

Jlena, momyiexaiiyde Tmepefadye Ha XpaHEHHWE B apXWB, JOJDKHBI OBITh
0OpMJIEHBI COOTBETCTBYIOIIUM 00pa3oM.

Odopmiienne nena BKJIIOYaeT B ce0s  MPOBEPKY CHCTEMaTH3allUU
JIOKYMEHTOB BHYTPH JI€Jla, HyMEPALUIO JINCTOB, COCTaBJIEHUWE (B HEOOXOIMMBIX
Clly4yasix) BHYTPEHHEM ONUCH JIOKYMEHTOB Jiefla, JIMCTa-3aBepUTeNisl Jiena,
oopMIIEHHE PEKBU3UTOB O0JI0KKH, TOAMUBKY (TIEpEIIeT) Aea.

B 3aBUCUMOCTH OT CPOKOB XpaHEHHUs MPOBOAUTCS MOJIHOE WJIM YaCTHYHOE
odopMmIIeHUE JIC]I.

Jena BpemeHHBIX (70 10 JeT BKIIOUUTEIHbHO) CPOKOB XPAHEHUS MOJJIEXKAT
gacTU4HOMY odopmiieHuto. [Ipy 3TOM JOKYMEHTBHI JOMYCKAeTCS XPaHUTh
B  MaNKax-CKOPOCIHIMBATENsX, MITKuX  oOnoxkkax. Ilepecucremarusanus
JIOKYMEHTOB B [IeJIe HE MPOBOJAUTCSA, JIUCTHI JieJJla HE HYMEPYIOTCS, JIUCThI-
3aBepUTENIM Jea He cocTaBisiorca. Ha 00mokke jena B COOTBETCTBUU
C HOMEHKJIaTypOH el OpraHu3alid 3alloJIHSIOTCS PEKBU3UTHI: HAUMEHOBAHHE
OpraHu3alliy, HAMMEHOBAHUE MOAPA3/CIICHUs, UHIEKC JIeJa, 3ar0JI0BOK Jielia, CPOK
XpaHEHUs TOKYMEHTOB.

Jlena MoCTOSIHHOTO W JTOJATOBpeMeHHBIX (CBbIle 10 JeT) CpOKOB XpaHEHUs
nojyiexaT nmostHoMy odopmiienuto. [lomnoe odopmiienne nena mpemaycMaTpuBaeT
MPOBEPKY  CHCTEMaTHU3alldd  JOKYMEHTOB BHYTPM Ji€ja, MPaBUILHOCTU
ux oopmieHus (HaIMUYUe He0OOXOAUMBIX TTOANUCEN, BU3, OTMETOK O PErucTpaIuu
¥ WCTOJHEHUH, MPUIOKEHUN), HyMEpaIuio JHCTOB, COCTABJICHHE BHYTPEHHEH

OIMMCH AJOKYMCHTOB J€JIa (JIJIH 0co0o OCHHBIX OCJ, JUYHBIX AOCJI, @ TAaKXKC OCII,
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C(l)OpMI/IpOBaHHBIX M0 PasHOBHUAHOCTSAM JOKYMCHTOB, 3arOJIOBKHM KOTOPbIX

HE pPACKpBIBAIOT KOHKPETHOE COJEpX)aHUE JTOKyMEHTAa), COCTABJICHHE JIHCTa-
3aBepuTeNs Jiena, OoPOpMIICHUE PEKBU3UTOB OOJIOKKH, MOAMIMUBKY (TIEpEIIeT)
nena.

Oo6noxka nena oopmIsieTcs 1o YCTaHOBJICHHOMN dbopme
(npunoxxenne Ne 19). Ilpu sToM 00O03HAUEHHE APXUBHOTO MIKM(pPa, HAHOCUMOE
B [IPaBOM BEPXHEM YTy, NepeBopaunBaercss Ha 180 rpaaycoB MO OTHOIIEHHIO
K O00O03HaUeHHIO B JIEBOM HIDKHEM VIIy €IUHMIBI XpaHeHus. CBeneHus
Ha 00JIOKKY MEPEHOCATCS W3 HOMEHKJIATYPHI 1671 ¢ YTOYHEHUSMH, OTPAKAIOIIAMHU
(haKTHYeCKUil COCTAaB MOMEIIEHHBIX B JIEI0 JOKYMEHTOB.

O6noxka nena odGOpMIIIETCS YEPHBIMH CBETOCTOMKMMHU UYEpPHUIAMH,
pazbopunBo, 0e3 cokpamieHuil. Jlomyckaercs odopmiieHre OOJOXKKHA el
C HCTIOJIb30BAaHUEM KOMIBIOTEPHON TEXHUKH.

Ha o6noxke nena yka3bIBaIOTCS CIEAYIONIME PEKBH3UTHI: HAUMEHOBAHHE
M30UpPATEIIbHOM KOMHUCCHM, JI€JIONPOU3BOJICTBEHHBI HOMeEp (MHIEKC) Jena,
3aroJIOBOK jefa, jarta jena (ToMa, 4acTH), KOJIMYECTBO JIMCTOB B Jelie, CPOK
XpaHCHUS JIeia, apXUBHBIN QP 1ema.

PexBu3uTHI, MpocTaBisieMble Ha 00JIOKKE Aesa, OPOPMIISIOTCS CIAEAYIOIIUM
obpazom:

HaMCHOBaHUE n30upaTeTbHOU KOMHUCCHH YKa3bIBACTCS
B COOTBETCTBUMU C PeriameHToM uszbupatenbHoi komuccuu. [lpu wm3meHeHUU
HAaWMEHOBaHUS W30MpaTeNhbHOW KOMHCCHM B TEUCHHE TEPHOJA, OXBATHIBAEMOTO
JOKyMEHTaMHU Jejla, Ha OOJIO)KKE K CTapoMy HAWMEHOBAHHWIO TPHUITUCHIBACTCS
HOBOE;

JIeJ0NPOU3BOACTBEHHBIM HOMEP (MHJIEKC) Jiesia — MPOCTaBIsieTCs: U(poBoe
o0o3HaueHne (MHAEKC) Jieja M0 HOMEHKJIAType el M YKa3bIBaeTCs HOMEp ToMa
(vactn);

3arojIOBOK (HaMMEHOBAaHME) JieJla TEPEHOCUTCS U3 HOMEHKJIATYphl el
(B HEOOXOJIUMBIX CITyYasiX B 3ar0JIOBOK BHOCSITCSI yTOUHEHUS );

Jgara Acjla — Ha 00JIOKKE ACJIa YKa3bIBAIOTCA [ABC J4aTbl, KOTOPLIC
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HAa3bIBAIOTCS KPAaMHUMM JAaTaMHW U COOTBETCTBYIOT IOy 3aBEACHUS U OKOHYAHUSA

nena. HadvanpHasg pgata —3TO nmara caMoro paHHEro, a KOHE4Has Jara — Jara
CcaMoro IO3JHET0 JOKyMeHTa B jeine. [Ipu 3TOM y4YMTBHIBAIOTCS JaThl BXOISAIIMX
U UCXOISIIMX JOKYMEHTOB (B CiIy4yae HUX OTCYTCTBUS — JaThl PErUCTpalvu
JIOKYMEHTOB) M HE YUYMTBIBAIOTCS JAThl CIUCAHUSI JOKYMEHTOB B JI€JI0, YKa3aHUU
M0 MCTIOJHEHUIO TOKYMEHTOB, OTMETOK HUCIIOJIHUTENS (32 UCKIIOYEHUEM CIIydaes,
KOTJ[a Ha JIOKYMEHTaxX He UMEETCsl APYrux JaT, KpoMe MepeurciieHHbIX). JlaTamu
JIeJ1, COAEepKalIuX MPOTOKOJIBI 3aCEIaHNM, SBIISIIOTCS JAThl MIEPBOTO U MOCIEAHETO
MIPOTOKOJIOB, BOIIEAIINX B JETIO.

[Ipy HanmucaHuM KpallHUX JaT Ha O0JIOKKaxX Jed MOCTOSTHHOIO XpaHEHUSs
YHCJIO U TOJ MPOCTaBISAIOTCS apabckuMu 1udpaMu, a Ha3BaHUE Mecslla MMUIIETCS
MIPOITUCHIO 0e3 COKpAILICHUS. Ha 00J10KKaxX nen BPEMEHHBIX
(1o 5 meT BKIIIOUUTEIBHO) CPOKOB XPAHEHUS YKA3bIBACTCS TOJIBKO TO/I.

Ha oO6noxkkax Jnen, COCTOSIIMX U3 HECKOJbKUX TOMOB (4acTtei),
MPOCTABIISIOTCS KpallHUE AaThl KAXJI0T0 ToMa (4acTH).

KonnuecTBO MpoOHyMEpPOBAaHHBIX B JEJNE JINCTOB MPOCTABISETCA C JUCTa-
3aBepUTENS Aena.

Cpox XpaHEHUs TMEPEHOCUTCS Ha OOJIOKKY Jiefla U3 HOMEHKIATyphl Jell.
Ha nemax nmocrositHHOro XpaneHnus numercs: «[1ocTostHHO.

Ha xopemke pema yka3bIBalOTCS 3arojoOBOK  JI€Jla, HHJAEKC JIeJa
110 HOMEHKJIATYpE, AaTa Jejia U CPOK XPaHEHUS.

B mensx oOecrneueHWss COXPAaHHOCTH U 3aKpEIUICHUS]  TOpSIKa
PaCIIOIOKEHUS JIOKYMEHTOB, BKJTFOUEHHBIX B hi (N (6] MOCTOSTHHOTO
U JTOJITOBpeMEHHBIX (CBbImIe 10 J1eT) CPOKOB XpaHEHHs BCE JIUCTHI, KPOME YUCTHIX,
JUCTa-3aBEpUTENss Jiela W JIMCTOB  BHYTPEHHEH  OMUCH, HYMEPYHIOTCS
B Pa3BEpHYTOM BHjI€ apaOCKumu nudpaMu BasioBOM HymMmepaiuend. UncThie TUCThI
U3 Jiena u3bIMaroTcs (0e3 MOBPEXIEHHUS IEJIOCTHOCTH Jiejia) U YHUYTOXKAKOTCH.
Jluctel HyMepyrOTCs TPOCTBIM KapaHJalloM CBEpPXYy BHHM3 B BO3pacTalolleM
MOpSIIKE HOMEpPOB, HauywHas ¢ nepBoro. [ludpsl mpocTaBisitOTCS B MpPaBOM

BCPXHCM YTy JIMCTA. HYMepaLII/ISI OBCTHBIMHU KapaHJalllaMWu W YCPHUIIAMH
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HC NOIyCKaCTCH.

JIOKYMEHTBI ¢ COOCTBEHHOM HyMmepalueil JIMCTOB, B TOM YHWCJE MeYaTHbIE
U3JIaHUs, HYMEPYIOTCS B OOIIEM TNOpSAKE WIM COXPaHSAIOT COOCTBEHHYIO
HYMEPALIMIO, €CJIM OHAa COOTBETCTBYET IOPSIKOBOMY PACIOJOKEHHUIO JIMCTOB
B JIeJIE.

Cnoxennblit nucT Oonbinoro ¢opmara (A2, A3) paszBopauuBaeTcs
U HyMepyeTcs B MpaBOM 4YacTH BepxHEro mois jucrta. [lpu sTom muct moboro
¢opMaTta, MOAIIMTHIA 3a OAMH Kpail, HymMepyeTrcs KakK OJWH JIUCT, a JIUCT,
CIIOKEHHBI M TOJUIMUTHIA 32 CEpPelHHY, MOMJICKUT NEPEIINBKE U HyMEpyeTcs
KaK OJIMH JIUCT.

Eciu B Jnene ectb KOHBEPT C BIOXKEHUSAMH, TO CHadajga HyMepyercs
KOHBEPT, @ 3aT€M OYEPEIHBIM HOMEPOM — KaXKJ0€ BIIOKEHHE.

dororpapun U JIpyrue WUIIOCTPATHBHBIE MAaTE€pHAIbl HYMEPYIOTCS
Ha 000POTHOI CTOPOHE B JIEBOM BEPXHEM YIIIy.

JIMCT ¢ HarIyXo HaKJIEEHHBIMU JOKYMEHTaMH (BbIpe3KaMu, (hoTorpapusiMu
U JIp.) HyMepyeTcsl KaK OJIMH JIUCT. Ecu K TOKYMEHTY IOJKJIEEHBl OJTHUM Kpaem
JIpyrue JOKYMEHTHl (BCTaBKM TEKCTa, MEPEBOAbI M T.I.), TO KaXKIbId JIMCT
HYMEPYETCS OTAEIIBHO.

Jluct ¢ ykazaHWAMM 10 MUCIIOJIHEHMIO JIOKYMEHTa HyMeEpyercs
KaK OTACHbHBIN JIUCT.

[Ipunoxenue K Jelly, COCTaBIIIOLIEE OTIEIBHBII TOM, HyMeEpyeTcs
OTJIEIBHO.

[Ipy HamMyuu OTHENBbHBIX OWMOOK B HyMepaluu JIMCTOB B Jienax
IIpU TOJArOTOBKE MX K CIadye B apXWB JIONYCKAETCAd IO COMIACOBAHHMIO C HUM
ynoTpebsieHne JIUTEpHbIX (C OYKBEHHBIMH JOMOJHEHUSMHU) HOMEpPOB JIMCTOB.
Ecnu B HyMepaiuu JTUCTOB JOIMYIIEHO O0Jiee MATH OMUO0K, BCE JIEJI0 HyMEpyeTCs
3aHOBO.

B nenax MOCTOSSHHOrO CpoKa XpaHEHUSI U OTIEIbHBIX KAaTeropusiX e
[0 JINYHOMY COCTaBy (JIMYHBIX JeNax, a Takke JesiaX, BKIIYarolMX B cels

TPYIOBBIE JOTOBOPBI, JIOTOBOPHI TPAXKIAHCKO-IIPABOBOIO XapaKTepa M aKThI
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BBIMIOJTHEHHBIX pa0OT K HUM) JJIsl yyeTa M NOUCKa JOKYMEHTOB B Hauaje jaena

MO>KET IMOMELIATHCS BHYTPEHHSS onuCh (mpuiioxkenue Ne 20).

JIucThl BHYTPEHHEN OMKUCH HYMEPYIOTCS OTAEIBHO.

Kaxnoe neno 3akaHUMBaeTCs JHUCTOM-3aBEPUTENIEM yCTAaHOBICHHOW (OPMBI
(mpunoxenue Ne 21,).

B nucre-3aBepurene aena nu@pamMu v MpOMUCHI0 YKa3bIBAETCS (haKTHIECKOE
KOJIMYECTBO JIMCTOB B JAHHOM Jelie, (U3NYECKOE COCTOSIHHE JOKYMEHTOB
(moMapku, Hepa30OpUMBBIA TEKCT, MOPBAaHHBIE JIUCTHI U T.1.), & TAKXKE HaIUYHE
JUTEPHBIX W MPONYIIEHHBIX HOMEPOB JIUCTOB, KOJMYECTBO JIMCTOB BHYTPEHHEU
OMMCH W HAJIWYUE CpPEeOu JOKYMEHTOB Ta3eT, KHHUI, OpOIIIOp, YepTexeH,
¢dororpaduii, pUCYHKOB M T.O., CTaBITCA JaTa M MOAMNKNCH TI'PaKIAHCKOTO
CIIy’Kalero, cOpMHUPOBABILETO JIEJI0, M YKA3bIBAKOTCS €r0 JIOKHOCTh, MHULIUAIIBI
u ¢ammiug. Eciv KOIMYECTBO JUCTOB B J€JI€ U3MEHSETCS, 3aBEpUTENIbHAs
HAJIIUCh COCTABIISIETCS] BHOBb.

[Ipu moaroToBKe A€ K MOJUIMBKE (TIEPEIIETy) IPOBEPAETCS MPaBUIBHOCTD
ux (popmupoBanus, odpopmiaeHUs. MeTauInyecKue U MJIACTUKOBBIE CKPEIUICHHUS,
a TaKXe TEPMOIIEPEIUIETHI U3 JOKYMEHTOB YIAJISIOTCA.

JIOKyMEHTBI TIOJIIITUBAIOTCS TAKUM 00pa3oM, 4TOOBI MOXKHO ObLIO CBOOOIHO
IPOYUTATh TEKCT KaXXJOro JOKYMEHTA, BHU3bl M YyKa3aHUS [0 HWCIIOJHEHHIO
JIOKYMEHTA.

14.6. Ilepenaya nen B apXuB.

Ilepenaua aen nocrosinHoro cpoka xpanenus B LII'A CII6 ocymectBisieTcs
noeaMHUYHO 1o yrBepkaeHHbIM L[DIIK ApxuBHoro komutera Cankt-IlerepOypra
OIHCSIM JIEJT, JTOKYMEHTOB.

[IpueM JOKYMEHTOB Ha MOCTOSIHHOE XpaHeHUe 0(POpPMIISIETCS aKTOM ITprema-
nepeaayu J0KyMeHTOB (nipuioxenue Ne 22).

[Ipu nmepenade nen Ha BCeX HK3EMIUISPAX OMUCH i€, JOKYMEHTOB IPOTHUB
KQKJOTO BKJIIOYEHHOrO B Hee jena B rpade «lIlpumeuanue» cTaBUTCS OTMETKa
O HaIW4yuu Jejla. B KOHIE KaXXIoro 53K3eMIUIIpa OMUCH JAeJN, JOKYMEHTOB

YKa3bIBAIOTCA HUGpaMU ¢ TPOMUCHIO KOJUYECTBO (PAKTHUUECKU MPUHSITHIX
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(nepenannbix) B III'A CII6 nmen, nHUIMANBI U (pamMUIHK JIHI], OCYIIECTBIISIOMINX

IIpueM-Tiepeayy eI, CTaBsITCSA UX NOANMCH U JaTa.
IIpu npueme nen B apXuBe NPOBEPSIETCS MPABUIBHOCTh UX O()OPMIICHUS.
Hena, odopmiileHHBIE ¢ HapylIeHHEM IMpaBWi, YCTAaHOBICHHBIX WHCTpyKIueH,
BO3BpAIlAlOTCSI B M30MpATElIbHYIO KOMHCCHUIO C YKa3aHHMEM HEJIOCTATKOB
JUISL UX YCTPAHEHMS.
N30uparenpHasi KOMUCCUSI UMEET NMPUOPUTETHOE MPaBO Ha HCIOJIB30BaHUE
JOKYMEHTOB, IEPENAaHHBIX €K Ha TOCYJapCTBEHHOE XpAaHEHHE, B TOM YMHCIIE

Ha UX MEPBYIO MyOIMKAIHIO.

15. OTBETCTBEHHOCTDH

15.1. Unenbpl  U30MpAaTENbHONM  KOMHMCCHHM, TPaXIAHCKHUE  CIIyXKallue,
rpakJaHe, 3aMElIAIolUe  JOJDKHOCTH, HE  SIBJSIOIIMECS  JOJDKHOCTSIMH
rOCy/IapCTBEHHOM TIpa)XAaHCKOW CIyXObl, a TakKe TIpa)<JaHe, IMpHUBJIECKaeMble
N0 TPaXkIAHCKO-NPABOBBIM JIOTOBOPAM, HECYT NEPCOHAIBHYI) OTBETCTBEHHOCTh
3a coOmoneHue tpeOoBaHui WHCTpYKLIMH, COXPAaHHOCTh HAXOIALIMXCA Y HHUX
JIOKYMEHTOB.

15.2. OTBETCTBEHHOCTH 3a OpraHU3aLUIo0 JIEJIONPOU3BOACTBA
B M30MpaTeabHON KOMUCCUU, BHEIPEHHE aBTOMATU3UPOBAHHBIX (KOMIIBIOTEPHBIX )
TEXHOJIOTUNA MOJTOTOBKU M 00pabOTKH JOKYMEHTOB, OOECIEUeHUE COXPAHHOCTHU
JIOKYMEHTOB U Iepefadyy UX B apXWB, KOHTPOJb 3a COOJIOACHHEM TpeOOBaHMM

WMHCTpyKIIMU HECET CeKpeTapb U30MPATEIbHON KOMUCCHUH.



ITpunoxxenne Ne 1
K MHCTpYyKIIMU 11O 1€70MIPOU3BOJICTBY
B CankT-IlerepOyprckoit n30oupaTenbHON
KOMHUCCUU

INEPEYEHD
JIOKYMEHTOB, He noajaeskamux perucrpanuu B I u CII «/leao»?

1. CooOmienust 0 3aceAaHusIX, COBEIIAHUSIX U TOBECTKaX JHS.

2. Y4yeOHbIe TPOTPaMMBI, TIJIAHBI.

3. PexiiamHble UW3BEIICHUS, IUIaKaThl (YYUTHIBAIOTCS B  CTPYKTYPHBIX
NoApa3JeiCHUsAX amnmapara u30UpaTeIbHOW KOMHUCCHM TIO  HaIpaBIICHUSIM
JIESITEILHOCTH ).

4. Ilo3apaBUTENIBHBIE TUCHMA U TEJIETPAMMEBL.

5. IlpurnacurtenbHble OWJICTHI, IPUTJIALICHUS] HA Pa3JIMUHbIC MEPONPUITHUS,
HE COZEp Kalllle HAJICKANX PEKBU3UTOB MUCHMA.

6. bByxranrepckue TOKyMEHTHI (YUUTBIBAIOTCS B OyXrajaTepuu, B TOM YHCIIE
B [IY®?). dunancoBble JOKyMEHTHI, MOCTyHamomue depe3 [IY® (yuuTsiBaroTcs
B Oyxrairepuu, B ToM uucie B [ITY D).

7. IleyaTHbIC U3AaHUS.

8. Komuu mnpoTOKONOB 3aceqaHuii OpraHOB TOCYJApCTBEHHOM BJIACTH
Cankrt-IletepOypra npucianHbie B U30UpaTEIbHYI0 KOMUCCHUIO JIJISI CBECHUS.

9. JInuHas KOppeCIOHICHIINS.

10. O6paiienus TpakaaH, MOCTYNUBIIKME Ha aJIpec DJIEKTPOHHOW MOYTHI
info@spbik.spb.ru, He perucTpupyrorcsi B COOTBETCTBUM ¢ DeaepaibHbIM 3aKOHOM
ot 28 nexabps 2024 roga Ne 547 — @3 «O BHeceHnn u3MeHeHnl B DenepanbHbIii
3akoH «O mopsake  paccMoTpeHus —oOpamieHuil  rpaxknaaH — Poccuiickoit

Oenepauuny.

! Ucnionb3yeTcs cokpanienue, NpUBEIEHHOE B yHKTe 1.3 HacTosmel MHcTpyKumy.
2 Vlcnonb3yeTcs COKpaIleHue, IPUBEIEHHOe B IyHKTe 1.3 Hacrosmeit MHcTpyKImy.

3 Ucnionb3yeTcs cokpanieHue, NpuBeJeHHoE B yHKTe 5.1 HacTosmed MHeTpyKuuy.
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ITpunoxxenune Ne 2
K MHCTpYyKIIMHU IO 1€70MPOU3BOJICTBY
B CankT-IlerepOyprckoil n30oupaTenbHON
KOMHUCCUU

AKT

MBbI, HUKEO AU CABIINECS

COCTaBHJIM AKT O TOM, 4YTO « » 20 r. IIpu
BCKPBLITHH IIAKCTAa
06H3py>KeHBI CIICAYIOINEC HCAOCTATKHU!

HacTosimuii akT cOCTaBIEH B ABYX IK3EMIUISpax.

[Toanuce, pacumppoBKa MOAMKUCH:
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ITpunoxxenune Ne 3
Kk MHCTpYKIIMHU TIO IETOTPOU3BOJICTBY
B CankT-IlerepOyprckoit n30oupaTenbHON
KOMHCCUU

®opMbl 0JIAHKOB, HCII0JIb3yeMbIX B H30UPATEIbHOH KOMHUCCHH
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Q + lg

CAHKT-IIETEPBYPI'CKASA UBBUPATEJIBHAS KOMUCCHUA

IIPOTOKOJ 3ACEJAHUA

Ne




Qg

CAHKT-IIETEPBYPI'CKASA UBBUPATEJIBHAS KOMUCCHUA

HPOTOKOJ 3ACEJAHUA

BBIIINCKA
U3 MPOTOKOJIA 3aCeJaHUs
Cankr-IlerepOyprckoil n3oupareJbHOH KOMUCCHH
Ne oT roaa
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Q + I!

CAHKT-IIETEPBYPI'CKASA UBBUPATEJIBHAS KOMUCCHUA

PEIHIEHUE
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CAHKT-IIETEPBYPI'CKAS
N3BUPATEJIBHAS KOMUCCHUA

HWcaakuesckas mi., oM 6, Cankr-IletepOypr, 190107
Ten.: 570-17-77 ®axc: 570-17-77
http://www.st-petersburg.izbirkom.ru
OKIIO 43461734; OI'PH 1027810331801;
WHH/KIIIT 7812050079/783801001

No

Ha Ne



http://www.st-petersburg.izbirkom.ru/
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Q + I!

CAHKT-IIETEPBYPI'CKAS U3BUPATEJIBHAA KOMUCCHUA

NPEJICEJATEJID

IHPUKA3
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Q + l!

CAHKT-IIETEPBYPI'CKASA U3BUPATEJIbBHAA KOMUCCUA

NPEACEJIATEJD

PACITIOPA/XKEHHUE

Ne
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w
| = §

CAHKT-TIETEPBYPI'CKASI U3BUPATEJIBLHASI KOMUCCHS
MPEACEJIATEJD

HcaakueBckasi mjaomagp, 1om 6, Cankr-Ilerepoypr, 190107, Tenedon/paxce (812) 570-17-77
http://www.st-petersburg.izbirkom.ru

Ne
Ha Ne oT




a i!i »
CAHKT-IIETEPBYPI'CKAS U3BUPATEJBHASA KOMUCCHUA
SAMECTUTEJDb TIPEACEJATEJA

Hcaaknesckast niomans, 1om 6, Cankr-Ilerepoypr, 190107, Tenedon/dpaxc (812) 570-17-77
http://www.st-petersburg.izbirkom.ru

Ne
Ha Ne oT




4 i!i »
CAHKT-IIETEPBYPI'CKAS U3BUPATEJBHASA KOMUCCHUA
CEKPETAPDH

Hcaaknesckast niomans, 1om 6, Cankr-Ilerepoypr, 190107, Tenedon/dpaxc (812) 570-17-77
http://www.st-petersburg.izbirkom.ru

Ne
Ha Ne oT
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[Tpunoxenue Ne 4
K MHCTpyKLIUH 110 A€IONPOU3BOACTBY
B Cankrt-IlerepOyprckoii
n30UpaTeIbHON KOMUCCUU

TpedoBaHus K JOKYMEHTAM, H3r0OTOBJIIEMbIM C IOMOIIHI0
MeYaTawiuux YCTPOUCTB, M K (pailsiaM TEKCTOBBIX JOKYMEHTOB

1. TekcTel JOKYMEHTOB Ha OmaHkax ¢opmara A4 medaraloTcs uepes
1,5 MEeXCTpOYHBIX HMHTEpBasia, JAOINYCKAaeTCs IeyaTh JOKYMEHTOB Ha OJlaHKax
dbopmarta A4 yepes 1 MeKCTpOUHBIM MHTEpBaJ, Ha OMaHkax dopmara A5 — yepes
1 MEXCTPOYHBIN UHTEPBAJL

TexcTbl MOKYMEHTOB, MOATOTABIMBAEMBIX K THUIOTPAPCKOMY H3aHUIO,
MeYaTaroTCs Yepe3 2 MEeKCTPOUHBIX HHTEPBAJIA.

2. HaumeHnoBaHue BUa IOKYMEHTA TIeYaTaeTCsl MPOMUCHBIMU OyKBaMHu.

3. Ecnu 3aronoBok k TeKCTy mpeBbimiaeT 150 3HakoB (5 CTpokK), A0MyCKaeTcs
IpoJJieBaTh €ro A0 TpaHUIbl MPaBOro mnojs. Todyka B KOHIIE 3arojioBKa HeE
CTaBUTCS.

4. PacuiupoBka moamucu B pekBuzute «lloamuce» — medaraetcs
Ha YpPOBHE IMOCJIEIHEH CTPOKM HAWUMEHOBAHMS JOJDKHOCTH C HMCIOJIb30BAaHUEM
koMOuHaruu knasui Shift — Ctrl — [IpoGen mexay nHuIMazamMu 1 paMuIuei.

5. Co3nanue, (¢GopmMaTUpOBaHME W BBIBOJ Ha TMe4yaTh JIOKYMEHTOB
MPOU3BOJIUTCS HAa KOMIIBIOTEPAX C HCIOJIb30BAaHUEM TEKCTOBOTO peIaKTopa,
noaaepxkuBatomiero Gopmar docx. BHenpeHne 3JIeKTPOHHBIX TAOJHII, CO3TaHHBIX
B TaOJIMYHBIX pENaKTopax, B JOKyMeHTHl ¢opmara docx He TOMyCKaercs.
JlomyckaeTcsi, mpu HEOOXOJUMOCTH, CO3JaHue, (OopMaTUpPOBAaHUE WM BHIBOJ Ha
nevyaTth TaOJuIl MOCPEACTBOM PEAAKTOPA AIEKTPOHHBIX TAOIUII, TOAACP>KUBAOIINX
dbopmar xIsx.

6.[Ipu  QopmaTupoBaHUM JOKYMEHTOB OOS3aTEIBHO  HCIOIB3YETCS
BKJIFOUEHHAs KHOTIKA 9, 4TOOBI BUJIETh Ha SKpaHe BCE CIYKEOHBIE CUMBOJIBI.

7.1lpu dopmaTUpoBaHWHM TEKCTOB JOKYMEHTOB WCIIOIB3YETCS CTHUIIb,

KOTOPBIN UMEET CIIETyIOUIUE TapaMeTPhI:
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o mpudt PT Astra Serif

o pasMep 14 myHkTOB
o OTCTYII cieBa 0cm
cripaBa 0cMm
o UHTEpBaI nepen 0 myHKTOB
rocie 0 myHKTOB
o MEXCTPOYHBIA HHTEPBAI MOJIyTOPHBIM
o nepBasi CTpoka oTcTyn Ha 1,25 cM
o BbIPABHUBAHUE 0 IIMPHUHE.

8. IIpu QopmaTtupoBaHuM TaOAUL HEOOXOAMMO COOJOATH CIEIYIOUIUE
TpeOOBaHMUS:

Tabiuua Bcerga JODKHA UMETh Ha3BaHUE, KOTOPO€ BBIPABHUBAETCS
10 LIEHTPY AOKYMEHTA,

TabJIMIa BBIPABHUBAETCS TI0 LEHTPY JIUCTA;

3aroJIOBKM CTOJIOIIOB U CTPOK BBIPABHUBAIOTCS IO IIEHTPY STYCHKH;

TaHHBIE B STYCKaX TaOIUIIBI BEIPABHUBAIOTCS CBEPXY MO JIEBOMY Kpalo;

IPOAOKEHNE TAaOJIUIBl HA HOBOM JINCTE BCET/la HAYMHAETCS C 3ar0JOBKOB
ee cTosOLoB (WJIM HOMEpPOB rpad B ciaydae, eciid rpadbl TaONMIbI Ha MEPBOM
JIUCTE MPOHYMEPOBAHBI);

CTPOKHU TaOJUIbI IEPEHOCATCS Ha HOBBIM JIUCT TOKYMEHTA HUCKIIOYUTENLHO
[ETUKOM;

IIMpUHA W BbICOTA TaOJIMLbBI HE AOJDKHBI NIPEBBIIIATH pa3Mephl MOJei
JTIOKYMEHTA.

9. Pazmepsl o€l JOKYMEHTA JOJKHBI UMETh CIIEIYIOIINE apaMeTphI:

o BEpXHEE 2,0 cm
° HIDKHEE 2,0 cm
° JIEBOE 3,0cm

) npaBoe 1,5 cm.

Ot Kpas 0 KOJOHTHUTYA:

o BEPXHETO 1,25 cm
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HIDKHETO 1,25 cm.

10. IIpn moaroToBKe JOKYMEHTOB MCHOJIB3YIOT CIEAYIOIINE PEKBU3UTHI:

KOMHCCHH);

HaJIMY1H)

repd cyowekra Poccuiickoit deneparuu (3MOaeMa u30HpaTeIbHON

HalMEHOBaHUE U30UPaATEIHLHON KOMUCCHH;

HaMMEHOBaHHE JODKHOCTHOIO JINIA;

CIIpaBOYHBIC CBEJICHUS 00 OpraHu3alliu;

HalMEHOBAaHUE BUJA JOKYMEHTA;

JaTa JOKYMEHTA;

PETUCTPAIIMOHHBIA HOMEDP JOKYMEHTA,;

CCBhLJIKA Ha UCXOAIINN pErUCTPAlMOHHBIN HOMEp U JIaTy JTOKYMEHTA,
MECTO COCTaBJICHUS (M3/IaHUsI) TOKYMEHTA,;

rpud (momerka) o0 OrpaHUYEHUH JOCTyNa K JOKYMEHTY; (Ipu

aapecar;
rpu¢ yTBepKACHUS JOKYMEHTA;

3aroJIOBOK K TEKCTY IOKYMEHTA;

yKa3aHus M0 UCIIOJIHEHUIO JOKYMEHTA;

OTMETKA O KOHTPOJIE;

TEKCT TIOKYMEHTA;

OTMETKA O HAJIMYUU MPUIIOKEHHUS;

HOJIINCH;

OTMETKa 00 3JIEKTPOHHON MOIHUCH;

rpud coriacoBaHus TOKYMEHTA;

BU34;

neyvarsb;

OTMETKA 00 UCIIOJHUTEIIE;

OTMETKa 00 MCIIOJIHEHUH JIOKYMEHTA U HaIpaBJICHUH €T0 B JIEJIO;
UACHTU(PUKATOP DIEKTPOHHOU KOMUH JOKYMEHTA (MPY HAJTUYHH);

mtpux-koa (QR-ko1) 1oKymeHTa.
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11. PekBu3utbl (KpoMe€ TEKCTa JIOKYMEHTa U ajpecaTra), COCTOSIIUE

N3 HCCKOJIbKUX CTPOK, II€YaTaroT CO CIACAYIOIINMH ITapaMCTpaMu:

12.

mpudt PT Astra Serif
pasMep 14 nynkToB
OTCTYI cleBa 0 cm

cripaBa 0cMm
WUHTEPBAJ nepen 0 myHKTOB

rnocie 0 myHKTOB
MEKCTPOYHBIN HHTEPBAJ OJIMHAPHBIN
OTCTYII IEPBOU CTPOKHU HET
BbIPaBHUBAHUE 10 LICHTPY.

PexBuszut «AIIpCC&T» neyaTraroT COo CJICAYIOINMHU IIapaMCTPpaMM:

mpudT PT Astra Serif
pasmMep 14 nmynktoB
OTCTYII CJIeBa 7 cMm

cripaBa 0cMm
VHTEPBAI nepen 0 myHKTOB

rocie 0 myHKTOB
MEKCTPOUYHBIM HHTEPBAIL OJVHAPHBIN
OTCTYII IIEPBOU CTPOKHU HET
BBIPABHHUBAHUE IO LIEHTPY.

Ecnu cocraBHble 4acTH pPEKBU3UTOB «Anpecaty, «I'pud yTBepkaeHHs

nokymeHTay, «I'pud cormacoBaHus JOKymMeHTa», «OTMeTKa O HaJIUYUU

MPUJIOKEHUS» HE YMEIIAKTCS HAa OJHOM CTPOKE, TO Pa3pbiB CTPOKU B HYKHOM

MECT€ MPOU3BOJUTCA C MOMOIIbI cuMBoJia «Pa3pbiB cTpoku» (KOMOMHAIUs

kiaBui Shift — Enter), Hanpumep:

COI'JTACOBAHO

PyxoBogurens @enepanbHOTO
ApXMBHOTO areHTCTBA

A.H. Aptuzos
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[Ipu wucnonb3oBaHUM B U30MpATETHLHOM KOMHUCCHUU UACHTH(UKATOpA
AJIEKTPOHHON KOMUU JOKYMEHTa (KOJIOHTHUTYJA), OH IE€YaTaeTcsi B JIEBOM YIIy
HUKHETO TOJIS K&XKI0M CTpaHUIIbl JOKYMEHTA MIPUPTOM § TyHKTOB.

13. IIpu odopmieHNN TOKYMEHTOB Ha IBYX W 0oJjiee CTpaHUIAX BTOpas
U TIOCJIEAYIOUINE CTPaHMIIBl JOJKHBI ObITh MpoHyMepoBaHbl. Homepa cTpanui
MPOCTABIIAIOT MOCEPEIMHE BEPXHETO MOJIS TUCTA apaOCKUMU IUPpamMu 6€3 BCIKUX
3HAKOB MPETMUHAHUS.

Ecnu 1oKkyMeHT UMEET MPUIIOKEHHE, TO OHO MEYATAETCS C HOBOM CTPAHULIBI.

14. Jlyis BBISIBJICHHUS U WCIIPABICHUS BO3MOKHBIX OIIMOOK B MPABOIMCAHUU
B cpOpMHUpPOBaHHBIX (aillax pPEKOMEHIYEeTCs  OCYILIECTBISATh  IMPOBEPKY
JIOKYMEHTOB, UCIIOJIb3YysI CUCTEMBI IPOBEPKH MPABOITUCAHUS.

15. Kaxaplif JTOKYMEHT CO BCEMH MPUIIOKEHUSIMH K HEMY IOMEHIAIOT
B OTIIENBHBIN (Daiisl (eciu NMPUIIOKEHHS CO3JIaHbl OJHUM MpolieccopoM). BHyTpu
daiina cam TOKYMEHT U KaXKJ10€ MPUJIOKEHHE MTOMENIAIOT B OT/IETIbHBIC Pa3/Iebl.

16. Bce pexkBU3UTHI TOKyYMEHTa OTIEISAIOT APYr OT JApyra OJHOW IyCTOU
CTpOKOH, oOpa3yemoii cuMmBojoMm abO3ana (§ — xnaBuma Enter). B Tekcre
HE JIOJDKHO BCTpeuaThes 60Jiee JBYX CUMBOJIOB ad3aria moaps.

17. He nmomyckaeTcst mucath ClIoOBa C pa3ps/IKOM, BCTABIIsASI MPOOETbI MEXKTY
OyKBaMU B CJIOBaX, 32 UCKIIOYECHUEM CIIOBA «PEIINIIa» B PEUICHUSX U MPOTOKOJIAX
3aceqaHui n3duparenbHoi KoMuccuu. He momyckaercs: HCoJib30BaHUE MTPOOEIIOB
JUIsi o0pa3oBaHusl a03alHOTO OTCTyMa (KPacHOM CTPOKM) WIIM IYCTBIX CTPOK.
B TekcTe He NOMKHO BCTpeyaThCcsl MoAapsa 0Oojiee OJHOTO CHMBOJIA Mpooena.
Pa3znenenve nanumanoB U gpamMuianu, cumBoia Ne u yucia, HOpSIKOBOIO HOMepa
CTaTbU, YACTH, ITYHKTA WJIM MOAIYHKTA MPABOBOT0O aKTa, YUCJIA MecsIa U Ha3BaHUs
Mecdlla, YKciia rofa W CJIOBAa «rojay», JIIOOBIX YHMCIIOBBIX 3HAYEHUM W €JIMHUIL
U3MEpPEHHs JENaeTCsl C HCIOJIb30BAaHMEM HEpa3phIBHOTO Mpolena (couyeTraHue
kiaui Shift — Ctrl — ITpo6eu).

18. He nmomyckaeTcst BKIIOYaTh B TEKCT JOKYMEHTA pa3AesIuTeIbHbIE JTUHUH,

COCTAaBJICHHBIE U3 IIETIOYEK CUMBOJIOB (¥, =, -, — 1 1Ip.).
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19. He pomyckaercss HCHOJIB30BAHME B PYCCKHX CJIOBaX CXOJHBIX
Mo HauepTaHuio JaTUHCKUX OYkB (A, a, B, C, ¢, E, e, H, K, M, O, o, P, p, 1, X,
X, Y).

20. He nomyckaercss WCHOJIB30BAHME CHUMBOJA TaOymsuuu (—) s
oOpa3zoBanusi ab3amHOrO OTCTyna (KpacHOM CTPOKHM) WJIM MYCTBIX CTpOK.
AO3alHBIA OTCTYN yCTaHaBIWBAaIOT B MeH0 PDopmar/Ab3all Wik ¢ MOMOUIBIO
BEPXHETO JIBUKKA HA TOPU30HTAJIBHOMN JIMHEUKE.

21. He nomyckaeTcs WCHOJb30BaHUE CHUMBOJIA «-» JUIsi 00O3HAYCHMS
nepeHoca. BmecTo Hero criemyer HCIONBb30BaTh CHUMBOJ MSTKOTO IepeHoca
(xomOuHanwms knasuil Ctrl — «-»).

22. Jlng HamucaHus PUMCKUX HUQP TOJDKHBI HCIOJIB30BATHCS 3aryiaBHbIC
oykBbl jatuHckoro andasuta (I, V, X, C, D, L, M). Mcnons3oBanue ajis 3ToH
[[EJIM PYCCKUX OYKB U apaOCKuX udp HE JOMyCKaeTCsl.

23. Bmecto OykBBI «€» NOJDKHA yHoTpeOssaThcs OykBa «e» (KpomMe HMEH
COOCTBEHHBIX MPU HAJTUYHH ITOATBEPKIAIOIINX JOKYMEHTOB).

24. PekBU3UT «3arojioBOK K TEKCTY JOKYMEHTa» JIOJDKEH OBbITh BBIPOBHEH
0 LIEHTPY W MPEJCTaBIATh OO0 oauH ab3al], TO €CTh BHYTPH TEKCTa PEKBH3UTA
HE JIOJDKHO OBITh cMMBOJIOB a03aria (). He momyckaercs ucnosib30BaHUE CHMBOJIA
ab3ama Il TpepbIBaHUSI CTPOKH B TMPOU3BOJIHLHOM MECTE, ISl 3TOTO CIEIyeT

NPUMEHSATH CUMBOJI pa3pbiBa CTPOKH (komMOuHanus kinaBul Shift — Enter).
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ITpunoxxenne Ne 5
K MHCTpyKINM 10 1eNonpon3BOACTBY
B Cankrt-llerepOyprckoit
M30MpaTEeNbHON KOMUCCUH

Chnucok PACCBIJIKHA UCXOAAIINX JTOKYMEHTOB

Ne HauMeHoBaHue oprana

ITosiHBIN MOYTOBBIN apec
n/n (opranusanuun)

[Ipencenarens (3aMecTUTEND PEICEaATENS, CEKPETAPh) N30HUpaATENbHON
KOMHUCCHH

HUcnomaurenn
« » 20 1.




«

»
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ITpunoxxenne Ne 6
K MHCTpyKINM 10 1eNonpon3BOACTBY
B Cankrt-llerepOyprckoit
n30UpaTeIbHON KOMUCCUH

®opma 0J1aHKA YKA3aHUA 110 UCIIOJTHEHUIO JOKYMEHTA

MPEJCEJATEJDb BAMECTUTEJID
MPEJCEJATEJISI, CEKPETAPD)
U3BUPATEJIBHOW KOMHUCCHUU

HHHUIHAJbI, (l)aMl/IJ'[I/lﬂ

(npocraJsiercsi IpH ohopMIIeHHH
Ha OYMa’KHOM HOCHTeJIe)
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ITpunoxxenne Ne 7
Kk HCTpyKIIMK 1O AETIONPOU3BOACTBY
B Cankrt-llerepOyprckoit
n30MpaTeNbHON KOMUCCUU

Ilepeyennb 00s13aTeILHBIX CBEICHHI 0 JOKYMEHTAX, HCI0JIb3YeMbIX B LEJIsAX
yuera u noucka aokymentos B IIJI! u CIJI «/leao»>

. ABTOD.
. Anpecar.
. JIomKHOCTB, (paMIIIAS 1 MHUIIMAITBI JIUTIA, TTOATMCABIIETO TOKYMEHT.

. HaumenoBanue T'PVIIIIBI U BUOA JOKYMCHTA.

|
2
3
4
5. [lata nokyMeHTa.
6. PeructpaiinoHHbIil HOMEpP IOKYMEHTA.
7. JlaTa OCTYNUBIIETO JOKYMEHTA.
8. PerncrpanronHblii HOMEP MOCTYIMBIIETO JOKYMEHTA.

9. CBeneHMsl O CBSI3aHHBIX JOKYMEHTax (HAMMEHOBAHHWE BHJA JOKYMEHTA,
JlaTa, pErucTpallMOHHBIN HOMED, TUIT CBSI3KH).

10. 3arosioBoOK K TEKCTY (KpaTKoe COJIep>KaHKue TOKYMEHTA).

11. Uuaekc nena mo HOMEHKJIAType Jedl.

12. CBenenus o nepeagpecany JOKyMEHTA.

13. KonuuecTBO JIMCTOB OCHOBHOI'O JIOKYMEHTA.

14. OT™MeTKa 0 IPUIIOKEHUH (KOJTMYECTBO MPUIIOKEHHM, 00IIee KOTUIECTBO
JIMCTOB MPUITOKEHHI ).

15. Ykazanuss 1o HCHOJHEHHIO JOKyMEHTa (MOpy4YeHUEe, HCIOIHUTEND,
JlaTa UCIIOJTHEHHMS ).

16. OTmMeTKa 0 KOHTpOJIE.

17. I'pud (momeTka) 00 OrpaHUYEHUH TOCTYTIA.

18. IIpoBepka 3J1eKTPOHHON MOANUCH (TIPU HATTUYUH).

19. llogpaznenenre — OTBETCTBEHHBIN UCIIOTHUTEb JOKYMEHTA.

! Ucnionb3yeTcs cokpanienue, NpUBEIEHHOE B yHKTe 1.3 HacTosmel MHcTpyKumy.

? Mcnonb3yeTcs cOKpalleHue, IpUBEIeHHOE B MyHKTe 1.3 HacTosmeit MHCTpyKImy.
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[Tponomxenue npuioxenns Ne 7

20. @aitpl  SIEKTPOHHOTO  JOKyMeHTa (KOJW4ecTBO (haiijioB, HMEHA

(baiinoB).
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ITpunoxxenne Ne 8.1

K MHCTpyKINM 10 1eNonpon3BOACTBY
B Cankrt-IlerepOyprckoit
M30MpaTeNbHON KOMUCCUH

KYPHAJI

yueTa JU4YHOro npuema rpaxxaan B Cankr-IlerepOyprekoit
n30MpaTeJbHOH KOMHCCUH

OTmeTka ®.1.0.
IHouToBBI Kpartkoe 0 pe3yJbTarax U NOANHUCH
Ne Hdara D.1.0. P pesy A
ajapec coJep:KaHue npuemMa Juua,
n/n | mpueMa | 3asiBUTeJsI
3asfiBUTENIsI | oOOpalieHus (npuHsTOE NMPOBOJAMBIIET0
peleHue) npueM
1 2 3 4 5 6 7
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ITpunoxxenne Ne 8.2
K MHCTpyKINU 10 1e0npon3BOACTBY
B Cankrt-IlerepOyprckoit
M30MpaTeNbHON KOMUCCUH

KAPTOYKA JIMYHOI'O IPUEMA I'PAKIIAH
B CAHKT-IIETEPBYPI'CKOM U3BUPATEJBbHOU KOMUCCHUU

Jata oOpamienus
Jara npuema

« » 20 T. Ne
daMuns, UM, OTYECTBO 3asIBUTENS JIoJ>KHOCTHOE JIMII0, BEAYLIEE IPUEM
MecTo kuTensCTBA, TeaehOoH Pe3ynbpTaTel paccMoTpeHuUs

Kareropus 3asasurens

Coneprxanue oOpalieHus

A,
BBIPAKAIO

(damunms, UMsL, OTYECTBO 3asIBUTEIIS)
COIVIACHE Ha IPENOCTABICHHE MHE YCTHOIO OTBETa B XOJE JIMYHOIO IpUEMa IO CYIIECTBY
MIOCTaBJIEHHBIX B YCTHOM 0OpaInieHuu Bonpocos. [IncbkMeHHOro oTBeTa HE TpedyeTcs.

(Hata) (ITogmuce 3asBUTENS) (Pacmmdposka noamnucu)

A

2 9

BbIpaxkaro

(damunus, UMsL, OTYECTBO 3asIBUTEIIS)

corJlache Ha BHJ1€0-U (WIH) ayAUOIPOTOKOJIMPOBAHHE JIMYHOIO PUEMA.

(Hata) (ITogmucek 3asBUTENS) (PacumdpoBka moanucu)



CornacoBaHue MPOEKTA:

JIOJKHOCTB

128

ITpunoxxenne Ne 9
K MHCTpYKIIMH 1O 1eTONTPOM3BOJCTBY
B Cankrt-IlerepOyprekoit
M30MpaTeNbHON KOMUCCUH

WHUIAATIBI, (haMITns

(mara)

JIOJ>KHOCTB

(mata)

JIOJKHOCTB

(mata)

Hcrnomuurens:

JIOJ>KHOCTB

(moamucek)

HMHUIIKAJIbI, ¢)aMI/IJ'II/ISI
(moamucek)

HWHHUIHUAJIbI, (baMI/IJ'II/IH
(moxmuce)

HWHUIIUAJIbI, (I)aMI/IJ'II/IH

(mara)

(moxmuck)
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[Ipunoxenne Ne 10
K MHCTpyKINM 10 1eNonpon3BOACTBY
B Cankrt-llerepOyprckoit
M30MpaTEeNbHON KOMUCCUH

YTBEPXIAIO

CeKpeTaph (MCIIONMHSIIOMINNA 00S3aHHOCTH
CeKpeTapsi, CeKpeTapb 3acelaHus )
Cankr-IlerepOyprekoii
U30MpaTETbHOW KOMHCCUH

MHUIHATBI, (paMuins

IIOAIMHUCH

« » 20 I.

OTu4er 0 pa3MelleHNH pelIeHu

Cankr-IlerepOyprckoi n30MpaTeIbHOM KOMHUCCHHA
Ha opuUAIBbHOM caiiTe www.st-petersburg.izbirkom.ru,
B ceTeBoM u3aanum «BectHuk Cankr-IlerepOyprcekoit usdupare/ibHOU
KOMHUCCHM» U PACCBLIKE 10 COOTBETCTBYIOIIUM aJipecaTamM

3acez[aHHe No OT « roaga
Ne Ne pemrenus Apec pa3MelleHus1, aipecaT PacCblIKU Hara
n/n Cankr- pa3melieHus,
IleTepOyprekoi paccbLIKU
u30upaTeIbLHOI
KOMHCCHH
1
2
3

Hcnomuurens:
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[Tpunoxenne Ne 11
Kk HCTpyKIIMK 1O AETIONPOU3BOACTBY
B Cankrt-llerepOyprckoit
n30MpaTeIbHON KOMUCCUH

CAHKT-IIETEPBYPI'CKASA U3BUPATEJIbBHAA KOMUCCUA

PABOYAA I'PYIIIIA

(Ha3BaHHUe)

HPOTOKOJ 3ACEJAHUA

Ne

(mara, Bpems)

IlpucyrcTBOBaIH:

PaGouas rpymnmna:

PykxoBonutens Paboueit rpynmnsbr:

3amectutenb Paboueit rpymnibl (Ipy HATUYHHN):
Cekperapb Paboueii rpynmnsl (Ipy HATUYUHN):

[Ipurinamenusie:
Nudopmanus o kBopyme

[TOBECTKA JJHA:
1.
2.

1. CJIVIIAJIMA:
BBICTVYIINJIN:
PEIINJIN:
T'onmocoBanu:

2. CJIYIIAJIN:
BBICTVYIINJIN:
PEIINJIN:
I'omocosanm:

[IpencenatenscTByrONMiA (pykoBoauTenb Pabodeid rpymnms)
Cekperapp Paboueii rpymnmbl (py HATAYHH )

1581078
Unens! Paboueil rpynmbl
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[Ipunoxenne Ne 12
Kk HCTpyKIIMK 1O AETIONPOU3BOACTBY
B Cankr-IlerepOyprckoii
n30MpaTeIbHON KOMUCCUH

CAHKT-IIETEPBYPI'CKASA UBBUPATEJIBHAS KOMUCCHUSA

PABOYASA I'PYIIIIA
(Ha3BaHHe)
PEINIEHUE
Ne

[IpencenarenscTByromumii (pykoBoautenb Pabodeit rpymmbl)

Cekperapp Paboueit rpynmnsl (Ipy HATUYHUN)
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[Ipunoxenne Ne 13
K MHCTpYKIIMH 110 1eTONTPOU3BOICTBY
B Cankrt-llerepOyprckoit
M30MpaTEeNbHON KOMUCCUH

IHEPEYEHD

MoAJICKAIIUX KOHTPOJJII0 JOKYMECHTOB C YKa3aHHEM CPOKOB HCITOJIHCHHUSA

1. ®enepanbHble KOHCTUTYIIMOHHBIE 3aKOHBI, (elepaabHble 3aKOHBI
Poccniickon @enepanuu — COTIIACHO YKa3aHHOMY B HUX CPOKY.

2. Yka3wl IIpesunenra Poccuiickoit ®@enepauuyn — COTJACHO YKa3aHHOMY
B HUX CPOKY.

3. Pacnopsikenust  I[lpesmpenta Poccuiickoii ®enepauuni — COTJIACHO
YKa3aHHOMY B HUX CPOKY.

4. IlocranoBnenwus, pactiopsbkenus [IpaBurensctBa Poccuiickon denepannm —
COTJIACHO YKa3aHHOMY B HHUX CPOKY.

5. 3akonbl Cankr-IlerepOypra — cornacHo yka3aHHOMY B HUX CPOKY.

6. IlocranoBneHus, peleHus 3aKoHOAATEIBHOTO CobOpanus
Cankr-IleTepOypra — coriiacHO yka3aHHOMY B HUX CPOKY.

7. IlocTaHOBNEHHUS, PACIOPSHKEHUST OpraHa TOCYJIApCTBEHHOM  BIIACTH
Cankr-IleTepOypra — coriiacHO yka3aHHOMY B HUX CPOKY.

8. [IocTaHOBIEHUS, PACTIOPSKEHNS] PYKOBOJAUTENS OpraHa roCcy1apCTBEHHON
Bnactu Cankrt-IleTepOypra — corsiacHO yka3aHHOMY B HUX CPOKY.

9. [Mapnamentckue 3ampocbl CoBera Denepannu Denepansuoro Cobpanus
Poccuiickoit ®enepanuu, ['ocynapctBenHoit Jymbr depepanbHoro Cobpanus
Poccuiickoit @enepanun — HE MO3/IHEE YeM depe3 15 KalleHIapHbIX AHEH cO JHS
MOJYYEHHs]  MAPJAMEHTCKOro  3ampoca WiIM B HWHOW  yCTAHOBJIEHHBIN
cooTBeTcTBYIOMIEeH nanaroi denepansHoro Cobpanusi Poccutickoit denepaimu
CPOK.

10. 3ampocsl CEHaTOpOB Poccuiickon deneparnum, JEIyTaToOB

I'ocynapctBennort [{ymbr @enepansuoro CoOpanusi Poccuiickoit denepanun —
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He no3/iHee yeM yepe3 30 KalleHIapHbIX JHEeW CO JHS €ro MOJIyYEHUs WU B MHOM
COTJIACOBAHHBIN C MHUIIMATOPOM 3aIpoca CPOK.

11. O6pamienuss  ceHatopoB  Poccuiickoit ~ deneparuu,  JAemyTaToOB
['ocymapctBennort Jymer ®denepansHoro CobOpanmsi Poccuiickoit deneparum
[0  BONpOCaM, CBSA3AHHBIM C WX  JEATEIBbHOCTHIO, — HE3AMEIUTEIBHO
(mpu HEOOXOAMMOCTH TOJYYEHHs JOTIOJHUTEIBHBIX MAaTEpUAIOB — HE MO3]HEE
yeM uepe3 30 KaeHJapHbIX THEW CO JHS MOTy4eHUs] OOpalleHust).

12. O6pareHust JIETyTaTOB 3aK0HOIATEIHLHOTO Cob6panus
Cankrt-IletepOypra — B CPOK, YCTaHOBJICHHBIN 3aKOHOIATEILCTBOM
Canxrt-IletepOypra.

13. [Iucekma wu3 Apmunuctpauun IIpesunenta Poccuiickoit dPepepanuu,
[IpaBurenscTBa Poccuiickon ®enepannu, Koncturtynmonnoro Cyna Poccuiickon
Oenepanyu, BepxoBHoro Cyna Poccuiickoii ®@enepanuu, [ 'eHepaabHOU
npokypatypbl Poccuiickoit ®enepanuu, I[IpaButenncrBa Cankrt-IleTepOypra —
B COOTBETCTBMH C YKa3aHUSIMHA 10 HCIOJHEHHUIO JOKYMEHTA MpPeACeaaTels
(3amectuTeNs mpeaceaaTelis, cekperaps) u30upaTeabHOM KOMUCCHUU, €CJIM B HUX
HE YKa3aH CPOK — HE nmo3Hee yeM yepe3 30 KaaeHJapHbIX JHEU.

14. TIpotecT npokypopa — He no3aHee yeM uepe3 10 kaieHaapHbIX THEH.

15. IlpencraBnenue NpoKypopa — B TEYEHUE MECSIA CO THS MOCTYIUICHUSI.

16. OOparieHus, CBsI3aHHBIE C peaM3allMed W 3alUTOM W30UpATEITbHBIX
npaB U TpaBa Ha ydacTue B pedepeHmyme rpaxaaH Poccuiickoit deneparum,
NOCTYNUBIIME B HM30MPATENbHYI0O KOMMCCHIO B XOJI€ COOTBETCTBYHOUIEH
M30UpaTeIbHOM  KaMMaHWuW, KammaHud  pedepeHayma, —B  COOTBETCTBUU
¢ MeepanbHLIM 3aKOHOM 00 OCHOBHBIX TapaHTHAX U30MPaTEIbHBIX IIPaB!.

17. OOpaiieHue, CBA3aHHOE C  COOTBETCTBYIOLIEH  W30MpaTenbHOU
KaMmaHuel, KammaHuedl pedepeHayMa, TMOCTyNuBIIee B HU30HUpaATEIbHYIO
KOMUCCHIO IO YCTAHOBJICHHS €0 UTOTOB FOJIOCOBAHMS, ONPENCIICHUS PE3YJIbTAaTOB
BBIOOPOB, pedepeHymMa U coaepskalliee BOMPOCH], PEIIEHNE KOTOPHIX HE BXOIUT

B KOMIICTCHIHNIO KOMHCCHH, B TCUCHHC IIITH ,[[Heﬁ IMOoCJIC JHA IIOCTYIUICHHA

! Ucnionb3yeTcs cokpanieHue, NpUBEIEHHOE B yHKTe 1.2 Hactosmeit UHcTpyKimm.
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HaIlpaBJIETCI B KOMHCCHUIO, HWHOW OpraH WiId JOJDKHOCTHOMY  JIMLY,
B KOMIIETEHLIHIO KOTOPBIX BXOJIWUT €ro pPacCMOTPEHHE, a NOCTYINHMBIIEE B HWHOU
NepuoJl MO0 HE CBSI3aHHOE C COOTBETCTBYIOLIECH H30MpATENIbHON KaMIaHUEH,
KaMIianuei pedepenayma — B TCUCHUE CEMU JHEN TOCTe THA MOCTYIUICHUS.

OOparieHust, He CBSI3aHHBIE C pean3alyel U 3alUTON U30UpaTeNIbHbIX NIPAB
W mpaBa Ha ydactue B pedepenayme rpaxaaH Poccuiickoit ®enepanuu,
NOCTYNUBIIAE B H30UPATEIbHYI0O KOMHCCHIO B IE€pUOJ COOTBETCTBYIOLIEH
n30MpaTebHONW KaMIIaHWU, KaMIaHuu pedepeHayMa, a TakKe MOCTYHUBILIME BHE
nepuoAa M30MpaATENbHON KaMIlaHWW, KaMIlaHUU pedepeHaymMa WM TocTe
YCTaHOBJICHHSI M30MpPATEIbHON KOMHMCCHEN HTOTOB T'OJIOCOBaHMS, ONpPENENICHUs
pe3ynbTaToB  BBIOOpOB, pedepeHnyma, —B TeueHue 30 paHeld mocne JHA
UX TIOCTYIUICHHUS.

18. OOpamienuss  cpeAcTB  MaccoBOM  HMH@OpMAIMM 1O  BOIpOcaMm
IpeIoCTaBlIeHUs MHPOpMallMu — B TEUEHHE CEMU KalleHAapHbIX AHe. Ecim
TpeOyeMble CBEJIEHHA HE MOTYT OBITh NPEIOCTaBIEHbI B YKa3aHHBIM CpOK,
TO JOIyCKaeTCs OTCpOYKa B IMPEIOCTaBICHUU 3allpalinBaeMoil uHbopmanuu
C BPYYECHHMEM IPEACTABUTEIIO PENAKINN B TPEXJHEBHBIA CPOK CO JAHS MOJIYYEHHUS
NUCBMEHHOr0 3ampoca MHGOpMaluu yBeAOMJIEHHS 00 OTCpOYKEe, B KOTOPOM
YKa3bIBAIOTCA MPUYMHBI OTCPOYKH, Jara, K KOTOpoHl OyneT mperocTaBiieHa
3anpamuBaeMas MH(OpManus, TOJKHOCTHOE JIMIO, YCTAHOBHUBILEE OTCPOUKY,
JaTa MPUHATHUS pelIeHnst 00 OTCPOUKe.

19. 3anmpoc rocymapcTBEHHOr0 OpraHa, OpraHa MECTHOI'O CaMOYITPABIICHMS
WIM  JOJDKHOCTHOTO JIMIA, PAacCMATPUBAIONIEr0  OOpalieHue, — JOKyMEHTBI
U MaTepuaibl, HEOOXOAUMBIE ISl pacCMOTPEHUSI OOpalleHus], MPEAOCTaBISIOTCS
B TeueHue 15 nHel Wi B MHOM CPOK, YKa3aHHBIM B 3ampoce (110 BO3ZMOXHOCTH),
32 UCKJIFOYEHUEM JOKYMEHTOB M MATEPHUANIOB, B KOTOPBIX CONEPIKATCS CBENCHMS,
COCTaBJISIIOLIME TOCYAApCTBEHHYIO WM MHYIO OXpaHsiemylo (enepalbHbIM

3aKOHOM TalHYy, U JJISI KOTOPBIX YCTAHOBJICH OCOOBIN MOPSIOK MPEI0CTABICHMUS.
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[Ipunoxenne Ne 14
K MHCTpYyKIIMU 11O 1€70MIPOU3BOJICTBY
B CankT-IlerepOyprckoit n30oupaTenbHON

KOMHCCHH
Cankr-IlerepOyprckas YTBEPXJIAIO
n30uparenbHasi KOMUCCUS
HOMEHKIIATYPA JEJI [Ipencenarens
Cankr-IlerepOyprckoit
Ne n30upareabHOU KOMUCCUH
(nara)
[Tonnuce Pacmm¢poska noanucu
Jara
Ha Trox
NHunekc Kos-s0 Cpok xpaHeHus
3aroyioBOK Jiena TOMOB, POK Xp Ipumeuanue
nerna . 1 Ne craTeil 110 epEeYHIO
yactei
1 2 3 4 5
Ha3Banue paznena
HaumeHnoBaHMe JOMKHOCTH COCTABUTEIS
HOMEHKJIATypbI ITonnuce Pacmm¢poBka noanucu
Hara
COI'JTACOBAHO YTBEPXJIEHA
IIpoTokos DKCepTHOM KOMUCCUHU IIpoTOKOII HKCIIEPTHO-IIPOBEPOUHOMN
Cankr-IleTepOyprckoii n3douparensHOM METOJINYECKON KOMHCCUU
KOMHUCCUU [leHTpanpHOro rocyAapcTBEHHOTO apXUBa

Cankr-IlerepOypra

oT No oT Ne
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ITponomxenue npuiioxenus Ne 14

HTorosast 3anich 0 KaTeropusix ¥ KOJIMYECTBE /e, 3aBE/ICHHBIX B roay B
Cankr-IlerepOyprckoit n30upaTeIbHON KOMHCCUN

B ToMm uncne
ITo cpokam XpaHeHus Bcero HepeXOAIIIX C OTMETKOM
«IIK»
1 2 3 4

Ha 6ymaxkxnom HocuTene
(pu HANMMYMK TUOPUIHBIX J1e, TOM(a) Ha OyMa)KHOM HOCHUTEIIE YIYUTHIBAIOTCS B pa3fielie
Tabnuuel «Ha OymaxkHOM HOCUTENE», ToM(a) Ha 3JIEKTPOHHOM HOCHUTEIIE YUYUTHIBAIOTCS B
pazziene Tabauibl «IEKTPOHHBIX):

[TocTrossHHOTO
Bpemennoro (cBbie 10 ser)
Bpemennoro (g0 10 net
BKJIIOYUTEIHHO)

DNEeKTPOHHBIX
(mpu HAJIMYMK TUOPUIHBIX J1€], TOM(a) Ha OyMa)KHOM HOCHUTEJIE YUYUTHIBAIOTCS B pa3Jiene
Tabnuuel «Ha OymMa)kHOM HOCUTENE», TOM(a) Ha JIEKTPOHHOM HOCHUTEIE YUYUTHIBAIOTCS B
paznene Tabauibl «IEKTPOHHBIX»):

[TocrossHHOTO
Bpemennoro (cBbimie 10 ser)
Bpemennoro (g0 10 ner
BKJTFOUUTEIIHHO)
NTOI'O:

HanmeHnoBanue JOJDKHOCTH COCTaBUTEIIS
HOMEHKJIaTypbl [Tonnuch PacimdpoBka noamnucu
[Hara



[Ipunoxenne Ne 15

K MHCTpYyKIIMU IO 1€70MPOU3BOJICTBY

B Cankrt-IlerepOyprckoit
M30MUpaTEeIbHON KOMUCCUH

Cankr-IlerepOyprckas YTBEPXJIAIO
n3buparenpbHas KOMUACCHS
DOOHJI Ne [Ipencenarens
ONNCH No CaHKT—HeTeE6prCKaﬁ
n30UpaTeIbHOM KOMUCCUHI
JieN, TOKYMEHTOB ITOCTOSIHHOTO XpaHEHUs
3a roxa TToamuce Pacmudposka noamnucu
[ara
No Nunexc Kpaiinue Koin-Bo | ITpume-
3aroJIoBOK jeiia
/1 neia ATkl JINCTOB | YaHUeE
1 2 3 4 5 6
Hassanue paznena
B nmaHHBIN pa3aenn onucy BHECEHO e

¢ Ne o Ne

(mmpaMu 1 IPOTIHCHIO)

, B TOM YHCJIC:

JIMTCPHBIC HOMCEpaA:

IIPOITYLIEHHbIE HOMEpA!

HanmeHoBaHNe JOTKHOCTH COCTAaBUTEIIA
OITMCHU

HanmeHoBaHue JOIKHOCTH
OTBCTCTBCHHOI'O 3a apXUB

(mara)

COI''TACOBAHO
ITpoTokos DKCepTHOW KOMUCCUHT

Cankr-IleTepOyprckoii n30upaTenTbHON KOMUCCHT

oT Ne

IToanuce PacmmmgpoBka noanucu
IToanuce PacmmmdpoBka noanucu
YTBEPXIEHA

IIporokoi LleHTpanbHON IKCIEPTHO -
MPOBEPOYHON KOMHCCUU
ApxusHoro komurtera Cankt-IlerepOypra

oT Ne




Cankrt-IlerepOyprckas
nu30buparenbHas KOMUCCUS

®OH/JI Ne
OIIUCDH Ne

JACJI, HJOKYMCHTOB JOJITOBPEMCHHBIX

[Ipunoxenne Ne 16
K MHCTpyKINM 10 1eNonpon3BOACTBY
B Cankrt-llerepOyprckoit
M30MpaTEeNbHON KOMUCCUH

YTBEPXJIAIO

[Ipencenarens
Cankr-IleTepOyprekoii
n30UpaTeIbHON KOMUCCUU

(cBblmie 10 1€T) CPOKOB XpaHEHUs ITognuce Pacmm¢poBka noanucu
[ara
3a roj
Cpok
Ne NHunekc Kpaiinue Kon-Bo xpane- | [Ipume-
3aroyioBOK ziena
n/m nena JIaThI JIMCTOB HUSA yaHue
1 2 3 4 5 6 7
HaszBanue paznena
B nauHbBIN pazaen onvucu BHECEHO
nen
(um¢pamu ¥ IPOMUCHIO)
¢ No o Ne , B TOM YHCJIE:
JUTEPHBIE HOMEPA: )
IIPOIYLICHHBIE HOMEpa:
HanmeHnoBanue TOIKHOCTH COCTaBUTENS
OIUCH IToamuce Pacmm¢poBka noanucu
HanMeHoBaHMe TOIKHOCTH
OTBETCTBEHHOI'0 33 apXUB IToanuce PacummgpoBka noanucu

(mata)

COI'JTACOBAHO
IIpoTokos DKkcnepTHOM KOMUCCUU
Cankr-IleTepOyprckoii n3doupaTenbsHOM
KOMHUCCHH

oT No

YTBEPXIEHA
IIporokoi LleHTpanbHON SKCIIEPTHO-
MPOBEPOYHON KOMHUCCUHU
ApxuHoro komurera Cankt-IletepOypra

oT Ne
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[Ipunoxenne Ne 17
K MHCTpYyKIIMU IO 1€70MPOU3BOJICTBY
B CankT-IlerepOyprckoii n30upaTenbHON

KOMHUCCHUHU
Cankr-IlerepOyprckas YTBEPXXJIAIO
n3buparenbHas KOMUACCHS
DOH/ Ne [Ipencenareins
Cankr-IlerepOyprekoii
OIUCH Ne pOYP
n30UpaTenbHO KOMUCCUT
JIeJ1, JOKYMEHTOB I10 TUYHOMY COCTaBY
3a oz IMoamuce Pacmudposka noanucu
Jara
Ne Nunexc Kpaiinue Koin-Bo | ITpume-
3aroyjoBoOK aena
/i Jena JIaThI JIUCTOB | YaHHE
1 2 3 4 5 6
Hassanue paznena
B naunbIN pazaen onvucu BHECEHO nen
(mmpaMu 11 IPOTIIHCHIO)
¢ Ne mo Ne , B TOM YHCJIE:
JUTEPHBIE HOMEPA: )
MPONYILIEHHbIE HOMEPA!
HanmeHnoBaHue JOKHOCTH COCTaBUTENS
OIUCH [Toanuce PacimmmgpoBka noanucu
HanmenoBanue 10KHOCTH
OTBETCTBEHHOI'O 3a ApXUB [Toanuce PacmmdpoBka noamnucu
(nara)
COI'NTACOBAHO YTBEPXJIEHA
[IpoTokos DKCIEPTHONW KOMHCCHH ITpoTOKOI PKCIIEPTHO-NPOBEPOUHOMN
Cankr-IlerepOyprckoii n3duparenbHOM METOANYECKON KOMUCCUU
KOMHCCHH [{eHTpaIbHOTO TOCYTApPCTBEHHOI'O ApXMBa

Cankr-IlerepOypra

oT Ne oT Ne
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[Ipunoxenne Ne 18
Kk MHCTpYKIIMHU TIO IETOTPOU3BOJICTBY
B CankT-IlerepOyprckoit n30oupaTenbHON

KOMHUCCUH
Cankr-IlerepOyprekas YTBEPXJIAIO
n3buparenbHasi KOMUCCHS
AKT [Ipencenarens
Cankr-IlerepOyprckoit
No n30HUpaTeIbHON KOMUCCUU
TToamuce Pacmudposka moanucu

(MecTo coCTaBIICHHS)

O BbII€JIEHUH K YHHYTOKEHH IO Hata
JOKYMEHTOB, He MOJIeKAIUX XPAHEHUIO

Ha ocnoBanuu IlepeuHss THUNOBBIX YIpPaBICHYECKUX apPXUBHBIX JOKYMEHTOB,
00pa3yIolIMXCcsl B IpoLecce IESTEIbHOCTH TOCYIapCTBEHHBIX OPraHOB, OPraHOB MECTHOI'O
CaMOYIIPABJICHNUsT W OpraHU3allii, C YyKa3aHUEM CpPOKOB XPAaHEHMS M HOMEHKJIATYpPBI el
Cankr-IlerepOyprckoit n3d6upareabHON KOMUCCHHM OTOOpPaHbl K YHUUTOXKEHUIO KaK HE UMEIOIINe
HAay4YHO-UCTOPUYECKOM IIEHHOCTH M YTPATHBUIME IIPAKTUYECKOE 3HAYECHHE JIOKYMEHTHI

Cpoxu
3aroyioBOK jena WHuneke aena no N DAHCHIS
No | wnu rpynnooi Kpaiinue HOMEHKJIaType Kon-Bo I/IpHOMe a ITpume-
/1 3aroJIoBOK AaThl WK HOMEp Jenia | e Xp. craTe § JaHHE
JIOKYMEHTOB M0 OIHUCH
110 [IEPEYHIO
1 2 3 4 5 6 7
Hroro: enl. Xp. (e, HIeKTPOHHBIX JIeN) 3a TOJIbI
(undpamMu U MPOMHUCKIO)

Onucu €1 TOCTOSHHOTO — XpaHEHUs 3a TOJbl  YTBEPXKACHBI, IIO

JMYHOMY COCTaBYy COIJIACOBaHBI C DKCIIEPTHO-IIPOBEPOUHON KOMHCCHEW ApPXMBHOTO KOMHUTETA

Cankr-IlerepOypra
(IPOTOKOT OT  «__ » r. Ne )

HanmeHoBaHNe JOIKHOCTH JIk1ia,

IIPOBOJIUBILIETO 3KCIEPTU3Y LIEHHOCTH [Tognuce Pactmmmdposka noanucu
(nara)
COT'JTACOBAHO YTBEPXIEH
[IpoToKOsI DKCIEPTHONM KOMHCCHH [IpoTokoi LleHTpanbHON SKCIEPTHO-
Cankr-IlerepOyprckoii n3duparenbHOM IIPOBEPOYHON KOMUCCUU
KOMHCCHH ApxuHoro komuteta Cankt-IlerepOypra

oT No oT No




JIOKyMEHTBI B KOJINYECTBE
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ITponomxenue npuioxxenus Ne 18

el. Xp. (e, 3JIEKTPOHHBIX JIeN):

- Ha GYMEDKHOM HOCHUTCIIC BECOM KI' CIaHbI B

- Ha 3JICKTPOHHOM HOCHTCJIC CJaHbl HA YHHYTOXCHHUEC

(HauMEHOBaHUE OpPraHU3aLuK)

(cr1ocob yHUUTOXKEHUS)

HanmenoBanne JOJDKHOCTH JIMIa,
CAaBHICTO JOKYMCHTLI HOI[HI/ICB

[ara

N3menenus B YUYCTHBIC JOKYMCHTbI BHCCCHBI
HanmeHnoBanue q0DKHOCTH JIHIIA,

BHECIIIETO U3MEHEHUSI B YUETHBIE

JIOKYMEHTBI Tloamuce

ara

Pacimmdposka moanucu

Pacumudposka noanucu
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[Ipunoxenne Ne 19
K MHCTpYyKIIMK TIO AETIOTIPOU3BOICTBY
B CankT-IlerepOyprckoit n30oupaTenbHON
KOMHCCUU

D Ne
Om. Ne
Pl Ne

Cankr-IleTepOyprckoe rocyiapcTBeHHOE
Ka3eHHOE YUpeKIeHue
«eHTpaJIbHBIN rOCyJapCTBEHHbIN apXUB
Cankr-IlerepOoypra»

CAHKT-IIETEPBYPI'CKAS UBBUPATEJIBHASA
KOMUCCHUA

JAEJIO Ne Tom Ne

(3aros0BOK Jerna)

(xpaiiHue 1aThl)

Ha JINCTax

XpaHUTh
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[Ipunoxenne Ne 20
K MHCTpYyKIIMK TIO AETIOTIPOU3BOICTBY
B CankT-IlerepOyprckoit n30oupaTenbHON

KOMHUCCHHU

BHYTPEHHAA OIINCH

JTOKYMEHTOB jJeJjia Ne

Ne Wunexc [Hara Homepa
3aroio0BOK JIOKYMEHTa [Ipumeuanue
/1 JOKyMEHTa | JOKYMEHTa JIMCTOB Jienia
1 2 3 4 5 6
Hroro: JIOKYMEHTOB
(1mdpamu ¥ IPOTTUCHIO)
KonnuecTBo 1MCTOB BHYTpEHHEN OMUCH
(mpaMu 1 IPOTIHCHIO)
HanmeHnoBaHue nOKHOCTH JIMIIA,
COCTaBHUBILEr0 BHYTPEHHIOK OIKUCH
JIOKYMEHTOB Jiena [Tognuce PacimmdpoBka noanucu

JlaTa
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[Ipunoxxenne Ne 21
K MHCTpYyKIIMHU O A€7I0NMPOU3BOJICTBY

B CankT-IlerepOyprckoit n30oupaTenbHON
KOMHCCUU

JIMCT-3ABEPUTEJIb AEJIA Ne

nucT(oB),

B nene noamuTo u npoHyMeEpPOBaHO
(mdpamMu ¥ IPOTTUCHIO)

c Ne mo Ne , B TOM YHCJIE:

JIMTCPHBIC HOMEpA JIMCTOB

IMPOMMYyHICHHBIC HOMEpPA JINCTOB

+ JIMCTOB BHYTPEHHEHN OIKCH

OcoOeHHOCTH (PU3NYECKOTO COCTOSTHUS U Homepa
dbopMupoBaHHsI J1ena JUCTOB
1 2

HaunmeHnoBanue n0KHOCTH [Moanuce Pacuudposka noanucu

Jara




VTBEPXJIAIO
[Ipencenarens
Canxkr-IlerepOyprekoit
n30UpaTeIbHON KOMUCCUHU
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[Ipunoxenne Ne 22
K MHCTpyKIIMU 11O 1€10MPOU3BOJCTBY
B CankT-IlerepOyprckoit n30oupaTenbHON
KOMHUCCUU

YTBEPXJIAIO
HupekTop
Cankr-IlerepOyprckoro rocy1apcTBEHHOTO
Ka3eHHOro yupexaeHus LlenTpanbHoro
rocynapcTBeHHOro apxusa Cankr-IlerepOypra

[Toanuce Pacmm¢poBka nognucu [Toanuce Pacmm¢poBka nognucu
Hara IIeuaTs [ara [Ieuats

AKT

Ne

IpueMa-repesadn apXuBHBIX
AOKYMCHTOB Ha XpaHCHUC
(ocHOBaHHME TIepeaadn)
(na3Banue nepenaBaeMoro (HoH/a)
crai,
(HaMMEHOBAaHUE OpraHU3AlUH, IepeAaloIIeii JOKYMEHTHI)
TIPUHSI.

(HaI/IMeHOBaHI/Ie OopraHusanuu, HpPIHI/IMaIOIJ_[ei/JI Z[OKyMeHTBI)

HpI/IHI/IMaeT Ha roCcyJapCTBCHHOC XpaHCHUC JOKYMCHTHI 34

Y CIIPaBOYHBIN anmapar
(TOabI)

K HUM:
Ne n/n Ha3Banue, Homep onucu Komngectso Komnuectso IIpumeuanue
OK3CMILIAPOB €a. Xp.
OITUCH
1 2 3 4 5
Hrtoro npunsito eI.Xp.
(tdpaMu 1 IPOMHUCHIO)
[Iepenauy nponssenu [Ipuem nponssenu
JIOJKHOCTB ITlonmucs  PacmmgpoBka  JlomkHOCTB [Tonmucs  PacmmgpoBka
MTOATIMCH MTOATIUCH
Hara [ara
®oHay nmpucBoeH Ne
W3meHenus B yueTHbIE JOKYMEHTBI BHECEHBI
HanmenoBanue 10JKHOCTH
OTBETCTBEHHOI'O 33 apXUB [Toanuce PacmmmdpoBka noanucu

JlaTa
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