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CAHKT-IIETEPBYPI'CKAS UBBUPATEJIBHAS KOMUCCHUSA

PEIIEHUE

31 urous 2026 roga Ne 188-10

O TunoBoil HHCTPYKIUH 110 AEJIONPOU3BOACTBY
B TEPPUTOPHAIbHON N30upaTebHOi Komuccnu B Cankr-IlerepOypre

Cankr-IlerepOyprckas n3dupareiabHasi KOMUCCUS P € I U JI a:

1. YTBepauTh Tunosyro UHCTPYKLUIO 1o JIEJI0NPOU3BOICTBY
B TEppUTOpHAIbHOW  n30HMparenbHOM  komuccuum B Cankt-IlerepOypre,
COIJIaCOBaHHYI0 €  JKCIEPTHO-IIPOBEPOYHOM  METONWYECKOW  KOMUCCHEHN
Cankrt-IlerepOyprckoro roCy1apCTBEHHOTO Ka3eHHOTO YUPEKICHUS
«entpanpHbiii  rocynapctBeHHbld  apxuB  Cankrt-lletepOypra», coriiacHO
IIPWIOKEHUIO K HACTOAILEMY PEIIEHUIO.

2. TepputropuaibHbiM H30MpaTenbHbiM KoMmuccusiM B Cankrt-IlerepOypre
pazpabotatb u yTBepAUTH A0 12 aBrycra 2026 TOma HWHCTPYKIIUIO
10 JIEJONPOU3BOACTBY B COOTBETCTBYIOIIEH TEPPUTOPUATIBHOW H30MpaTENbHOU
komuccun B Cankr-lIlerepOypre Ha ocHoBaHMM THNOBOM  HMHCTPYKUUU
0  JIeJIONIPOU3BOJICTBY B  TEPPUTOPUATIBHOM  M30UpaTENbHOM  KOMHCCHUU
B Cankrt-IlerepOypre, yTBEp:KI€HHON HACTOSILUM PELICHUEM.

3. [lpusznate  yrpatuBmmM  cuiy  pemenue  Cankr-IletepOyprekoit
u3buparenpHoil komuccun ot 06 mekabps 2018 roma Ne 81-1 «O Twumosoi
WHCTPYKIIMU [0 JEJONPOU3BOACTBY B TEPPUTOPUATIBLHON  M30UpaTenbHOU
komuccuu B Cankt-IletepOypre».

4. OnyOnuKoBaTh HACTOSIIEE pelIeHHe B CETeBOM U3JIaHuu «BecTHuK

Cankr-lleTepOyprckoit n30upaTenbHOM KOMUCCHI.
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5. KOHTpOJIB 3a HCIIOJJHCHHECM HaCTOAIIICTO peIcHusA BO3JIOKHUTD

Ha cekpeTaps Cankt-IlerepOyprckoit n30upareabHON KOMHUCCHHU

Acrtadnery E.B.

[Ipencenarens
Canxkrt-IletepOyprckoit

M M.C. Meiikcun
N30MpaTeIIbHOW KOMHUCCHH

Cekpertapb
Cankt-IlerepOyprckoit
n30UpaTeIbHOM KOMUCCHUU E.B. AcradbeBa



[Ipunoxenue
K pemenuto Cankt-IlerepOyprckoit
n30HUpaTeIbHON KOMUCCUU
ot 31 utons 2026 roxa Ne 188-10

YTBEPXJEHA
pemennem Cankrt-IleTepOyprekoi
n30UpaTeIbHON KOMUCCUU
ot 31 urong 2026 roga Ne 188-10

TUIIOBAA HHCTPYKLUSA .
1O AEJOIMPON3BOJACTBY B TEPPUTOPUAJIBHOU
U3EUPATEJIBHON KOMUCCHUU B CAHKT-IIETEPBYPTE

1. O01Iue moJI0KeHus

1.1. NucTpykius o JEI0NPOU3BOACTBY B TeppuropuanbHOU
n30upatenbHO Komuccuu Ne  (manee — MHCTpYKIUS) YyCTaHABIMBAET HOPSIOK
paboThl C JOKyMEHTaMH, OCHOBHBIE TMpaBWJIa WX MOJATOTOBKH U OGOpPMIICHHUS
B TepputopuanbHoit nzduparenbHoit komuccu No  (manee — TeppuToOpUaibHas
KOMHUCCHS).

TepputopuanbHas KOMHCCHS BIIPABE YTBEPKIATh TUIIOBBIE
W/WIM  TIpUMEpHbIE MHCTPYKLIHMH TIO JEJIONPOM3BOJICTBY [UII  YYACTKOBBIX
n30UpaTebHBIX KOMUCCHUH.

1.2. UncTpykuust pa3paboTaHa Ha OCHOBaHUU (pelepaibHBIX 3aKOHOB
ot 12 urons 2002 roga Ne 67-®3 «O06 0OCHOBHBIX FapaHTUSIX U30MPATEIbHBIX MPAB
U TpaBa Ha ydactue B pedepenayme rpaxman Poccuiickoit deneparumn»
(nanee — @enepalibHbI 3aKOH 00 OCHOBHBIX TapaHTHsIX H30MpaTeIbHBIX MpaB),
or 22 oktsa6ps 2004 roma Ne 125-d3 «O6 apxuBHOoM nene B Poccuiickoit
denepanuny, 3akoHoB CankT-IleTepOypra, MOCTAaHOBICHU U UHBIX HOPMATHUBHBIX
aktoB lleHTpanbpHOM M3OUpatenbHOM komuccuu Poccuiickoit denepanuu (nanee —
MUK Poccumn), Cankrt-IlerepOyprckoit m30upaTebHOW KOMHCCHH, pPErIaMeHTa
TEPPUTOPUAIBHON  KOMHCCUM, C MCIIOJIb30BaHUWEM MNpukazoB Pocapxusa
or 22 mas 2019 roma Ne71 «O6 yrtBepxaenuu IIpaBun Aenonpou3BoACTBa

B TOCYyAapCTBCHHBIX opraHax, opraHax MECCTHOTI'O CaMOYIIPAaBJICHUS,
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or 25 ngexabps 2020 roma Ne 199 «O6 yrBepxkaeHuH MeTOIUYECKUX

peKoMeHJanuii Mo  pa3pabOTKe  WHCTPYKIMH MO  JIETOMPOU3BOJICTBY
B TOCYJApCTBEHHBIX  OpraHax, OpraHax MECTHOTO  CaMOYIMPAaBIICHUS,
ot 31 urons 2023 roga Ne 77 «O6 yrBepxkaeHuu [IpaBun opranuzanuu XxpaHeHUs,
KOMITJICKTOBAHMSI, y4€Ta W WCIOIb30BAaHUS JTOKYMEHTOB ApxuBHOTO (hoHIa
Poccuiickoit @enepaiiii U Jpyrux apXUBHBIX JTOKYMEHTOB B TOCYAapCTBEHHBIX
opraHax, oOpraHax  MECTHOTO  CaMOyHOpaBJ€HUS W  OpraHU3alUgX»,
I'OCT P 7.0.97-2025 «HanuonansHeiii  ctangapt Poccuiickoit  depepanuu.
Cucrema cTaHaapToB 10 HH(OpMaANMK, OMOIMOTEYHOMY M U3JATEIBCKOMY
neny.  OpraHuzalMOHHO-pacropsiguTeNnbHass — JAoKyMmMeHTanus.  TpeOoBaHus
kK odopmiieHuto nokymeHtoB», ['OCT P 7.0.8-2025 «HamuonanbHbIli cTaHAApT
Poccuiickoii ®enepanuu. Cuctema cTraHIapTOB 10 UH(MOpPMAIMU, OMOINOTEYHOMY
U H3JaTeNbCcKkoMy Jeny. Jlenonmpou3BOACTBO W apXUBHOE Je70. TepMHHBI
U OTIPENICIICHUS.

Pabota ¢ pokymeHTamu, coaepKallUMU HWH(POpPMALMIO OTrPpaHUYEHHOIO
pacrpoCTpaHEHHUs, OCYIIECTBISIETCSI B COOTBETCTBUM C IOCTAHOBJIECHUEM
[IpaButensctBa Poccuiickoit ®deneparuu ot 03 Hos6ps 1994 roma Ne 1233
«O0 ytBepxaeHuu llonoxkeHuss o0 TOpsSAKE OOpaIlleHHs CO  CIIyKeOHOM
uHdopMaIMet OTpaHWYEHHOTO PACHPOCTPAHEHHS B (eAepalbHBIX OpraHax
WCIIOJTHUTEIBLHOM BJIACTH, YIIOJTHOMOUYEHHOM OpraHe yIpaBJeHUs UCIIOJIb30BAHUEM
aTOMHOM SHEpPruy M YINOJIHOMOYEHHOM OpPraHe MO0 KOCMUYECKOWU AEATEIbHOCTUY,
32 HCKJIIOYEHHEM JIOKYMEHTOB, COJEpKalluX CBEACHHS 00 u30upaTensx,
y4acTHUKaxX pedepeHayma, oOpamaroimmxcs B paMkax (yHKIIMOHUPOBAHUS
['ocynapcTBeHHOW cHCTeMBbl perucTpanuu (ydera) wuzduparesneil, y4acTHHKOB
pedepennyma B Poccutickoit deneparuu.

1.3. ITonoxxenus:t UHCTpyKUMH pacpOCTPAHSIIOTCS HA OpraHu3aluio padoTh
C JOKYMEHTaMH HE3aBUCHUMO OT BUJIa HOCUTENS, B TOM YHUCIE C AJIEKTPOHHBIMU
JIOKYMEHTaMH, BKJIOYas MOJATOTOBKY, PETHUCTpalldio, MPOXOXKIACHUE, XpaHEHUE

H UCIIOJIb30OBAHUC NOKYMCHTOB.
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[Tonoxenuss HCTpyKIMKM HE pacpOCTPaHSIOTCS HAa OpraHu3aluio paboThI

C JIOKYMEHTaMH, COACPKAIMMMHU CBEICHHUs, COCTABIISIOIINE TI'OCYIapCTBEHHYIO
TaNHY.

TpeboBanus MWHcTpykimu Kk pabore ¢ (UHAHCOBOW, B TOM YHCIE
OyXranTepcKOil JOKYMEHTAllMEeW paclpOCTPaHAIOTCS Ha JaHHbIE JIOKYMEHTBI
B YacTU OOUIMX MPHUHIMIOB pabOThl C HUMH, a TAaKKE OpraHU3allud TEKYIIETO
XpaHEHHs JTOKYMEHTOB M IOATOTOBKM MX K Ilepefadye Ha apXHWBHOE XPaHEHHE,
C y4yeToM OCOOCHHOCTEH  OIOJKETHOTO  3aKOHOJATENbCTBA,  HACTOSIICH
Wuctpykiuu, unbix HopMmatuBHbBIX akToB LIUK Poccum, Cankrt-IleTtepOyprekoit
n30MpaTeNbHOW KOMUCCHH, TEPPUTOPUATIBHON KOMUCCHHU.

Paborta ¢ JoOKyMeHTaMu MO OpPraHU3alliy 3aKyNOK TOBapoOB, pabOT M yCIyr
ocyuiecTBisieTcss ¢ ydetom @DenepanbHOro 3akoHa oT S ampens 2013 rona
Ne 44-d3 «O kKOHTpakTHOU cuCTEME B cepe 3aKymnoK TOBAapOB, padOT, yCIayr
Ui 0OecrieueHus] TOCYJapCTBEHHBIX W MYHMIMIAIBHBIX HyXA». OcoOeHHOCTH
OpraHu3alid JOKYMEHTOOOOpOTa, OTHOCSILErocsl K OpraHu3aludd 3aKyINoOK
TOBapoOB, padOT U yCIIYT, MPaBUJIa MOJATOTOBKH U OPOPMIICHUSI TAKMX JIOKYMEHTOB,
a TaKkKe TOpANOK pabOThl C HUMH MOTYT JIOMOJHHUTEIbHO YCTaHABIUBATHCS
COOTBETCTBYIOIIUMHU HOPMAaTUBHBIMU aKTaMHU UK Poccun,
Cankr-IletepOyprckoit n30upaTeibHOW KOMUCCUU, TEPPUTOPUATIEHON KOMHUCCHH,
IIpUKa3aMU MPEICENATENs TEPPUTOPUATBHON KOMUCCHH.

1.4. IlpaBuia moATOTOBKK W O(QOPMIICHUSI IOKYMEHTOB M TOPSJIOK paOOThI
C HHUMH, THpeaycMoTpeHHble WHcTpykimeil, o0s3arenbHbl UIsi  YIEHOB
TEPPUTOPUAIIBHOM KOMHUCCHH W TOCYJAPCTBEHHBIX TPAXKIAHCKUX CITyKaIIUX
amnmapara TeppUTOPUATILHON KOMUCCHUU (Jlajiee — TpakJIaHCKue CIyKalllye) U JuII,
3aMENIAIOIINX JIOJDKHOCTH, HE SIBISIOIIMECS JOJDKHOCTSAMU TOCYAapCTBEHHOU
IPaKJAHCKOM CIIy>KOBbI, a TaK)Ke JIMI], MPUBJIEKAEMbIX O TPaXAaHCKO-IPABOBbBIM
JIOTOBOPAaM.

1.5. Benenue JETOTTPOU3BOACTBA TEPPUTOPUAITBHOMN KOMHCCHUH
OCYILECTBIISIET MPEACENATENIb TEPPUTOPUAIBHOM KOMMCCUM WM T'PaXAaHCKUN

CIyXKallluid anmapata TEpPpPUTOPUAIBHOW KOMHUCCHHM, Ha KOTOPOTO BO3JIOKEHA
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(1)YHKHI/IH BCIACHHA OCJIOIPOU3BOACTBA B COOTBCTCTBHMM C JOJDKHOCTHBIM

peraamMeHToM  (Jganee — paOOTHUK — ammapara, OTBETCTBEHHBIM 3a  BEJACHHE
JIEIONPOU3BOJICTBA).

1.6. PaboTHUKM  ammapaTa,  IOCTYNHUBIIME HAa  TOCYJAapCTBEHHYIO
rpaxaanckyto cayx0Oy Cankr-lIletepbypra B ammapar TeppUTOPHATBHON
KOMHUCCUHU, TUOO HA JIOJDKHOCTH, HE SIBIISIOIIMECS JOHKHOCTSAMHU IOCY1apCTBEHHON
IFPAKIAHCKOM CIIyXOBbl, a TakKe TpakJaHe, MPUBIEKAEMBIE IO TI'PakIaHCKO-
MPaBOBBIM JIOTOBOpPaM, JIOJDKHBI OBITh O3HAKOMJIEHBI TOJ MOJMUCH C TEKCTOM
Wuctpykiun ~ paOOTHUKOM — ammapaTta,  OTBETCTBEHHBIM 32  BeJICHHUE
JEJONPON3BOCTBA.

1.7.B cnyuyae yxoma B OTIIyCK, Bbl€3Ja B KOMaHAMPOBKY, OOJE3HH,
YBOJIBHEHHSI ~ MUCIOJIHUTENS  JOKYMEHTOB  HEUCIIOJHEHHBIE  JTOKYMEHTBI
10 IOPYYEHUIO MPEACENATENS TEPPUTOPHUATIBEHON KOMUCCUU MEPENAIOTCA IPYTOMY
VICIIOJIHUTEIIIO.

1.8. J1enonpon3BOCTBO B TEPPUTOPUAITIBHONM KOMHUCCUU OCYILECTBISACTCS
CpEICTBAaMH IOJICUCTEMBI JIOKyMEHTOOOOpOTa M  YIpaBJICHUS LHUPPOBHIM
KOHTEHTOM ['OCyZapCTBEHHONW aBTOMATU3UPOBAHHOW CUCTEMBbI Poccuiickoi
®enepaunu  «BpiOops» (manee —I1/[), a Takke C HCHIONB30BAHUEM JAPYTHUX
pPETrUCTPALIMOHHO-YUETHBIX (QOopM  (KapTOYHOW WIM KYPHAJIBHOM CHUCTEMBI
perucTpanuu JOKyMEHTOB).

Pabota B I1J] MOXET OCYIIECTBISATHCA KaK B 3aKPBHITOM KOHTYpE, OCTYII
K KOTOPOMY 4YJ€HaM TEPPUTOPUATILHON KOMHUCCHMM M PaOOTHHKaM armapara
TEPPUTOPUAIBHON KOMHCCUHM MPENOCTABISAECTCS B COOTBETCTBHM C MPUKA30M
npejacenarens TEPPUTOPUAIIBHON KOMHUCCHH, TaK U B OTKPBITOM KOHTYpPE, AOCTYI
K KOTOPOMY IIPENOCTABISAETCS B COOTBETCTBUM € pacrnopsikeHnem llpencenarens
UK Poccun, nHopmatuBHbiMH akTamMu Caskt-lleTepOyprckoii u3OupaTenbHON
komuccuu 1o coriacopanuto ¢ [{AK Poccun.

B 3akpbITOM KOHTYype npeaycMoTpeHa oOpabdoTKa MEepPCOHANBHBIX JIaHHBIX
1 MHOM KOH(PUACHIINATLHON HHPOpMAITHH.

JoxymenTsl, coaepxammuecs B 1], MOTyT ObITh MOAMHMCAHBI AJIEKTPOHHOM



MOANMUCHIO JOJKHOCTHOTO JIULA.

Pabota ¢ [OKyMEHTaMH TEPPUTOPUATIBHON KOMHUCCHH OCHOBBIBAETCA
Ha MPUHLNIE OJHOKPATHOW PErUCTpalii JOKYMEHTA.

1.9. UHCTpyKIIMST W U3MEHEHUS B HEE YTBEPKIAIOTCS  PEIICHHEM
TEPPUTOPUAIIBHOM KOMHCCHMM Tiociie coryacoBanus ¢ Caskr-llerepOyprekoi
N30MpaTEeIbHOM KOMUCCUEH.

1.10. B MHCTpYKIIMY UCTIONB3YIOTCS CIEAYIOIINE TEPMHUHBI U OIIPEACIICHU:

OJlaHK JOKYMEHTa; OJJICKTPOHHBIM 11a0J0H OJlaHKa JOKYMEHTA — JIUCT
OyMaru WU DJJCKTPOHHBIM IMAOJOH C PEKBU3UTAMH, HWACHTHU(PUIIUPYIOITUMU
aBTOpa 0(ULIHUATBHOTO JOKYMEHTA, PACIOJIOKEHHBIMH B OIIPEICIIEHHOM MOPSJIKE;

BHYTPEHHHMI JOKYMEHT — JOKYMEHT, ITOATOTOBJICHHBIA B TEPPUTOPUAIBHON
KOMHUCCHH, HE BBIXOAIINI 3a €€ Ipeebl;

BXOJSIINNA JOKYMEHT — JOKYMEHT, MOCTYNUBIIMA B TEPPUTOPHAIBHYIO
KOMMCCHIO;

(27IeKTpOHHOE)  J1e7I0 — pU3MYecKu  000COOJIeHHasT WU JIOTMYECKHU
oIpesesieHHasl eIUHUIA KIacCu(UKALUY U CUCTEMAaTU3allud B JIOKYMEHTAJIbHOM
boHIIe TEPPUTOPHATIBHON KOMHUCCHH, BKIIHOYAIOMIAsl JOKYMEHT MM COBOKYITHOCTb
JIOKYMEHTOB, OTHOCAILMXCS K OJHOMY BOMNPOCY WM YYACTKy JESATEIbHOCTH,
MMEIOIINX OJIMHAKOBBIN CPOK XPAHEHUS;

JEJIOMPOU3BOACTBO — COBOKYITHOCTh MPOLECCOB PabOThl C JOKYMEHTAMH,
BKJItOYasi JIOKYMEHTHpPOBaHHE, JOKYMEHTOOOOPOT, ONEpaTUBHOE XpaHEHHUE
Y UCIIOJIb30BAaHUE JJOKYMEHTOB B JIEATEIBHOCTH TEPPUTOPUATIBHON KOMHUCCHH;

JOKYMEHT — 3a)UKCUpOBaHHAs Ha HOCUTENE MH(OpMalLUsi C PEKBU3UTAMHU
W/WIA METaJaHHBIMU, TO3BOJISIFOIIMMHU €€ UISHTU(DUIUPOBATS;

JOKYMEHTAJIbHbIA  (DOHJ — COBOKYITHOCTh JTJOKYMEHTOB, O0Opa3yrOMIMXCS
B JICATEIbHOCTH U30MPATETHLHON KOMUCCHUY;

JOKYMEHTUPOBAHHUE — CTaJAMs KU3HEHHOI'O LHKJIA JOKYMEHTa, Ha KOTOPOM
OCYUIIECTBJISIETCSl 3alUCh HMH(QOpPMALMKM C PEKBU3UTAMH W/MIM METaJlaHHBIMU

Ha HOCHUTCJIC 110 YCTAHOBJICHHBIM IIPpaBHJIaAM B YCTaHOBHCHHOﬁ (bopMe;



8
JOKYMEHTOOOOPOT — ABUKEHUE IOKYMEHTOB B TEPPUTOPUATILHON KOMHUCCHH

C MOMEHTa HX CO3JaHMS WM TMOJY4YEHUS [JI0 3aBEPIUCHMS HCIOJIHEHUS
WM OTIIPaBKH;

OyOJauKaT JTOKYMEHTa — MOBTOPHBIA 3K3EeMIUIApP MOMJMHHUKA JOKYMEHTAa,
CO3aBa€MbIil C LIEJIbIO 3aMEHBI MOJIMHHUKA;

KU3HEHHBIM LMK JOKYMEHTA — COBOKYIMHOCTh CTaJHil CYIIeCTBOBAHMUS
JOKyMEHTa (JOKyMEHTHUPOBAaHHOW HWH(pOpMAINK), HAYWHAS C €ro (ee) CO3maHus
710 YHUYTOXKEHUS;

3aBEpeHHasl KOIHUA — KONUsl JOKyMEHTa, Ha KOTOpPOM B COOTBETCTBHUH
C YCTaHOBJICHHBIM TNOPSAJKOM MPOCTaBIEHbl PEKBU3UTHI, OOECIEUUBAIOLINE
€€ HOPHUINYECKYIO CHITY;

HCXOASIIMN JTOKYMEHT — IOKYMEHT, OTIIPABISIEMBIA U3 TEPPUTOPHUAIBHOU
KOMUCCHUU;

KOHTPOJIb UCIIOJTHEHHUS JOKYMEHTOB — COBOKYITHOCTb JEHCTBUH,
00€eCIeYnBaOIINX CBOEBPEMEHHOE UCTIOJHEHUE JOKYMEHTOB;

KOIUS JOKYMEHTa — JOKYMEHT, IIOJIHOCTBIO BOCITPOU3BOISIINAN
MH(GOPMaIMIO MOIJIMHHUKA U BCE €0 BHEUTHUE MPU3HAKU WM UX YaCTh;

HOMEHKJIaTypa JeJl — IOKYMEHT, COJEp)Kalluid CUCTEeMaTU3UPOBAHHBIM
IIEPEYCHb 3aroJIOBKOB JIEJI, CO3JAaBAaE€MbIX B TEPPUTOPUAIBHOW KOMUCCHH,
C YKa3aHHUEM CPOKOB UX XpaHEHUs!, O(POPMIICHHBIN B YCTAHOBICHHOM IMOPSIJIKE;

HOpPMaTUBHBIE JOKYMEHTBI — COBOKYITHOCTh HMHCTPYKTUBHBIX MAaTE€pHaJIOB,
paccuMTaHHBIX HAa TOCTOSHHOE WJIM MHOTOKPAaTHOE JEWCTBHE U COJEpKalIuX
Kakue-1100 HOPMbI, MpaBUIa, MPENUCaHNS;

HOCHUTEINIb (JOKYMEHTHPOBAHHOW) HH(POPMAIUKA — MAaTEPUAIBHBIA OOBEKT,
UCTIONB3YeMbIN 1T (PUKCAMK U XpaHEHHs TOKyMEHTUPOBAHHON MH(pOPMAITUH;

oOpamenue B (GopMe  DJIEKTPOHHOTO  JIOKYMEHTa — oOpalieHue,
NOCTyNHBIIEE B (OpME 3JIEKTPOHHOTO JOKYMEHTA C MCIOJIb30BAHUEM CTPAHUIIBI
opurmansHoro  caiita  Cankrt-IlerepOyprckoil  M30MpaTenbHON ~ KOMHCCUU

B HMH(POPMAIMOHHO-TEIEKOMMYHUKAITMOHHOW cetu «WHTepHeT» (manee - ceThb
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WuTepHeT), npeHa3HaueHHOMN JIJIsl HalpaBiieHHus OOpalleHHil B TeppUTOpUAIbHbIE

KOMMCCHH;

OTMETKa 00 3JIEKTPOHHOW MOJIUCHU — PEKBU3ZUT 3JIEKTPOHHOI'O JOKYMEHTA,
HOATBEPKIAAIOIINI €r0 MOANKMCAHUE DJIEKTPOHHON MOAIMUCHIO;

opuIMaTBHBIA JTOKYMEHT — IOKYMEHT, KOTOPBIA CO3/aeTCs, 3aBepseTcs,
BBIZIACTCSI B YCTAHOBJICHHOM 3aKOHOM WJIM MHBIM HOPMAaTHBHBIM aKTOM IIOPSAKE
OpraHOM TOCYJApPCTBEHHOW BJIACTH, WHBIM I'OCYJApPCTBEHHBIM OpPraHOM, OPraHOM
MECTHOTO CaMOYIIPaBJICHUS WJIA HWHOW YIOJHOMOYEHHOM OpraHM3alueH,
YIOJIHOMOYEHHBIM JOJDKHOCTHBIM JIMIIOM U YIOCTOBEPSIET IOPUANIECKU 3HAYNMBbIE
(haKThI;

oopmIIeHHE [TIOKYMEHTA — IPOCTABJICHUE HA JIOKYMEHTE HE0OXOIUMBIX
PEKBU3UTOB,;

oOpanieHre B NMUCbMEHHOW (popMe — HamnpaBIIEHHBIE B TOCYJapCTBEHHBIN
OpraH, OpraH MECTHOI'O CaMOYIpPaBJICHUS WM  JOHDKHOCTHOMY  JIULLY
B IIUCbMEHHOMU (hOpMeE MPEITIOKEHUE, 3asIBICHUE WK Kano0a;

IUChMO — 0000IIEHHOE HAa3BAHUE PA3IMYHBIX 0 COACPKAHUIO IOKYMEHTOB,
CIIy’>KallluX CPEICTBOM OOIICHUS MEXAY OpraHU3alMsIMU, TPaX1aHaMU;

MO/UIMHHUK  JTIOKYMEHTA — IEPBBI  WJIM  €IWHCTBEHHBIA  DK3EMIULIP
JNIOKYMEHTA,

MIOPYYEHHE — TOKYMEHT, NPEANHUCHIBAIOMINAN BBINOJHEHUE TEX WIM HHBIX
3aJIaHUU;

pErHCTpallMOHHO-YYeTHass KapTouka gokymeHta (manee —PYK)— dopwma,
WCIIONb3yeMas Ui 3alliCH CBEAEHUW O JOKYMEHTE B LEAX y4eTa, IOHCKa
Y KOHTpPOJI, CO3JaBaeMas Ipy PErMCTpaLlvu JOKYMEHTA ¢ ucrnosias3oBanueM [1/1;

pEerucTpaloOHHO-y4YeTHass (opMa — CUCTEMA PErUCTpaluu, HCIOJb3yeMast
B TEPPUTOPUAIBHOW KOMHMCCHM Mpu peructpauuu nokymeHtoB (I1Z[, xapTouku
WJIU KypHa);

perucrpauus JOKYMEHTa — 3allUCh YYETHBIX JAaHHbIX (METaJaHHBIX)

O JOKYMEHTE 1O YCTaHOBIIEHHOW (opme, duxcupyromas (akT ero Co3maaHus,
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OTHpAaBJICHUA HIIM IIOJIYUCHHA, WU IMPHUCBOCHHUE €MY PCTUCTPALMOHHOI'O HOMCEpa

U JIaThl;

PEKBU3UT JOKYMEHTa — CTPYKTYpHasi 4YacTh U DJIEMEHT O(OopMIICHHUS
JOKyMEHTa, CIyXallui g HIeHTUPUKAMKU JOKyMEHTa U CojAep Kamieics
B JJOKYMEHTE HH(POpMAaIIH;

CUCTEMa DJJIEKTPOHHOTO JOKYMEHTO000pOoTa — MH(GOPMAIIMOHHASI CHCTEMA,
o0ecrieunBaoIas *XU3HEHHBIA UK JOKYMEHTOB J0 HUX Tepexoja Ha CTaJHIo
aApPXMBHOI'O XPAHEHUS WJIM YHUUTOXKEHUS;

CKaHMPOBaHUE JOKYMEHTa — MOJIyYeHHE dJIEKTPOHHOTO 00pa3a JOKYMEHTA;

CiIykeOHasi 3alKcKa — BHYyTPEHHUM JOKYMEHT, aJpECOBAaHHBIM OJHOMY
JOJDKHOCTHOMY JIMITY TEPPUTOPUAIIBHOM KOMHUCCUU JIPYTHM JIOJ>KHOCTHBIM JIULIOM
TEPPUTOPUAIBHOM KOMHUCCHM M COAEpKalluil  O0OCTOSTENbHOE H3JI0KEHUE
KaKOro-J1100 BOMPOCa C BBIBOJIAMHU U MTPEIJIOKEHUSIMU COCTABUTEIS;

CPOK HCIIOJHEHUS JIOKYMEHTAa — CPOK, YCTAHOBJICHHBII HOPMATHBHBIM
IIPABOBBIM AKTOM, OPraHU3alMOHHO-PACTIOPAIUTENBHBIM JOKYMEHTOM, YKa3aHUSIMU
10 MCIIOJHEHUIO JOKYMEHTA WIN TOPYYEHUEM;

yKa3aHUs MO MCIOJHEHUIO TOKYMEHTa — PEKBU3UT, COCTOSIIINN U3 HAAIUCU
Ha JIOKyMEHTE WJIM Ha OTJEIbHOM JINCTE YCTAHOBJICHHOW (OPMBI, CIeIaHHOMN
JOJKHOCTHBIM JIULIOM;

y4eT  JOKYMEHTOB — (pukcamusi  (akra  TOJYyYEHHS  JOKYMEHTOB
0€3 IPOCTaBIICHNS Ha HUX PETUCTPAIIMOHHBIX IITAMIIOB;

(¢opMupoBaHue  (3JIEKTPOHHOIO)  Jejia — FPYNIUPOBaHUE  JOKYMEHTOB
B (3JIEKTPOHHOE) JICJIO U UX CUCTEMAaTHU3alIUs;

DKCIIEPTU3a LIEHHOCTU JOKYMEHTOB — JESATENBHOCTh II0 YCTAHOBJICHUIO
CPOKOB XpaHEHHUs JIOKYMEHTOB, OTOOpa WuX i AapXUBHOTO XpaHEHUs
WM YHUYTOXXEHHUSI, BBISIBJICHHUIO OCO0O IIEHHBIX W YHHUKaJIbHBIX JIOKYMEHTOB
HAa OCHOBaHMU TpeOOBaHWU HOPMATHUBHBIX IPABOBBIX aKTOB U KPHUTEPUECB
AKCIIEPTU3bI HIEHHOCTH IOKYMEHTOB;

AIIEKTPOHHAS MOAMUCH — UH(POpPMAIIUS B AJICKTPOHHOU (opme, TpeOOBaHMS

KOTOpOﬁ YCTAHOBJICHBI HOPMATHUBHO, MPCIAHA3HAYCHHAA JJId IIOAINMCAHMA,
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corjacoBaHus (BUBMPOBAHUS) U YTBEPKIAEHUS AIEKTPOHHBIX TOKYMEHTOB;

AIIEKTPOHHBIN JTIOKYMEHT — TOKyMEHTUPOBAaHHAS uHbopMarIms,
IpE/ICTaBICHHAS B AJIEKTPOHHOU (hopme;

AJIEKTPOHHBIA JTOKYMEHTOOOOPOT — TOKYMEHTOOOOPOT C HCIIOJIb30BaHUEM
aBTOMATU3UPOBAHHON WH(POPMAIIMOHHOW CHUCTEMBI (CHCTEMBI D3JIEKTPOHHOTO
JIOKYMEHTO000pOTAa);

ANIEKTPOHHBIH  00pa3  JOKyMEHTa — dJICKTPOHHAs  KOMHUSA  JOKYMEHTAa,
W3TOTOBJICHHAS Ha OYMa)XHOM HOCHTETIE;

QJIGKTPOHHBIA  TIa0NoH  OlaHKa JOKYMEHTa — CM. TEpMHUH  «OJaHK

JAOKYMCHTa».

2. Ilpuem, perucrpanusi ¥ NPOX0KIAeHUE MOCTYNAKIINX JOKYMEHTOB

2.1. IOKyMEHTBl B TEPPUTOPHAIBHYIO KOMHCCHIO JOCTABISIOTCSA YEpe3
OTJEJIeHnEe CBs3U (MOYTOM, TenerpadHOM CBs3bI0), OpraHamu (QenepaibHOM
(denpaberepckoi CBSI3U, CHELUATbHOW CBSA3BIO, HAPOYHBIM WM MEPEAAIOTCS
Ha JINYHOM IpUEMeE Tpax/iaH.

JIOKyMEHTBI MOTYT MOCTYIIaTh B TEPPUTOPHUAIBHYI0 KOMHCCHIO CPEICTBAMHU
[, ¢akcuMWIBHOW CBSI3bIO, DJIEKTPOHHOM TouTol B cetu MHTepHeT
(mpeaHa3HauY€Ha HWCKIIOYUTENIBHO I CIYKEOHOMW KOPPECHOHJECHIUH), Yepes3
pazmen «OnexkTpoHHas (¢Gopma oOpaimieHus» Ha  OPUIMATBHOM  caiTe
Cankrt-IlerepOyprckoit  m3bmparenbHOM  KomMuccm B ceth  MHTepHer,
npeIHa3HaYeHHbIN 1715 HanpaBieHUs! 0OpalieHU B TEPPUTOPUATBHYIO KOMUCCHIO.

2.2. llpuem, mnepBu4yHasi O0O0paOOTKa MW PErucTpalusi MOCTYMAOMINX
JOKYMEHTOB IPOU3BOJATCS IpeacenareneM (CeKperapeM) TeppUTOPHAIbHOU
KOMUCCUM WM  paOOTHUKOM  ammapaTa, OTBETCTBEHHBIM 32  BEJICHHUE
JIeIONPOU3BOACTBA ¢ Hcnoib3oBanueM I1/], n1ubo KypHalbHON perucTpamuoHHO-
yaetHo  dopmbl  (mpminoxkenue Ne 1)  exemHeBHO B 4Yachl  pabOThHI
TEPPUTOPUATBHON KOMUCCHUH, KPOME BBIXOJHBIX U HEPAOOUMX MPA3THUYHBIX JHEH.

[Topsimok TOJMydeHHsT M PErHCTpaluy JOKYMEHTOB IIOCJIE OKOHYaHUS

pa60qer0 AJHs1, B BBIXOAHBIC H Hepa6que NpasaHU4YHbIC JHH, B IICPHUOA
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INOATOTOBKKM W  IIPOBCACHHA I/I36I/IpaTeJ'IBHI>IX KaMIIaHUM YCTAaHABJIMBACTCA

mpeacenareyeM TEePPUTOPHAIBHON KOMHUCCHH JHOO0 OMNpenemsieTcs penieHueM
TEPPUTOPUAIIBHON KOMUCCHH.

2.3. [locTynuBiire JOKYMEHTBl MOAPA3ACISIIOTCS Ha PETUCTPUPYEMBIE
U He mnojjexanue peructpanuu. llepedyeHb TOKYMEHTOB, HE MOJICKAIINX
perucTpanuu, OnpeaciicH B NpuiiokeHun Ne 2.

2.4.1lpu BCKpPHITHM KOHBEPTOB, IOCTABJICHHBIX OpraHamMu (emepaabHOM
benpaberepckoit  CBSI3M, CHEUUATBLHOM CBS3bI0, IO TMOYTE WJIA HAPOYHBIM
MPOBEPSIOTCS MPABWIBHOCTh AAPECOBAHUS, KOMIUIEKTHOCTh W LEJIOCTHOCTH
JIOKYMEHTOB, HaJIW4Ue TMPUJIIOKECHUHN, CBEpPSETCS COOTBETCTBHE HX HOMEPOB
YYETHBIM HOMEpPAM, YKAa3aHHbIM Ha KOHBepTax. HemnpaBuiIbHO aJpecOBaHHbBIC
U OHIMOOYHO BJOKEHHBIE JOKYMEHTHI HE PETUCTPUPYIOTCS, MEPEChUIAIOTCS
M0 HA3HAYEHUIO WJIM BO3BPALIAIOTCS OTHPABUTEIIO.

2.5. Ecnu mpu BCKPBHITUM KOHBEPTA OOHAPYXKEHO OTCYTCTBHUE JIOKYMEHTOB
WIM WX OTAEIBHBIX JIUCTOB, TMPHUJIOXKEHUHN, TMOBPEKIECHUE JIOKYMEHTOB
WM HECOOTBETCTBME HOMEPOB JOKYMEHTOB HOMEpAM, YKa3aHHbIM Ha KOHBEPTE,
npexacenareiaeM (CeKperapeMm) TEPPUTOPUATBHOM KOMHUCCHUU WM PabOTHUKOM
anmnapara, OTBETCTBEHHBIM 3a BEJICHHUE JEJONPOM3BOACTBA COCTABIISAETCS aKT
YCTaHOBJIEHHOW  (opMBI B  JBYX JK3eMmIunsipax  (mpuioxkenue — No 3).
OauH 3K3eMIUIAp aKTa TMOChUIAeTCS OTIPaBUTENI0, JAPYyrod MNpuoOIIaeTcs
K MPUHSTHIM JOKYMEHTaM.

Ha o06GopoTHO# CTOpOHE MOCHENHET0 JMCTa TOBPEKIECHHOTO JIOKYMEHTa
B MPABOM HIDKHEM YTy J€laeTcs OTMETKA «J[OKyMEHT MoJiydeH B TOBPEKICHHOM
BUJIEY.

2.6. KoHBepThI OT MOCTYNUBIIUX JOKYMEHTOB HE YHUYTOXKAIOTCS B Cllydae,
€CJIM TOJIbKO TI0 HMUM MOXHO YCTAHOBHUTH aJpecC OTIpaBUTENsS, AaTy OTIPABKU
U TIOJIyYEHUS IOKYMEHTOB, €CJIM OHHU COAEPXKAT JIOKYMEHTBI, KOTOPBIE MOCTYITUIIN
n3-3a TpenenoB teppuropun Poccuiickon denepaunu, U3 CyIA0B, CIEICTBEHHBIX

OpraHoOB, h1%(e10) AOrOBOpPBLI, TIIPCTCH3MH, HWCKOBBIC 3adBJICHUA, HOOKYMCHTHI,
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CBA3AHHBIC C Pa3sMCIICHHUEM 3aKa30B Ha IMOCTAaBKHW TOBApPOB, BBIIIOJHCHUC pa60T,

OKa3aHME YCIIYT JIJIsl TOCYAAPCTBEHHBIX HYXKI.

2.77. ITakeTel ¢ moMmeTkoM «JImyHO» mepenaroTcst agpecaTaM B 3aKpPBITOM
BH/JIE N1O]] TOATIHCK.

2.8. Ilpu perucrtpauuy NOCTYNUBIIETO JIOKYMEHTAa B PETUCTPALIMOHHO-
y4eTHONH (QopMe 0053aTeIbHO BBOJSTCS CIEAYIOIINE PEKBU3UTHI: HMCXOSIIHNA
HOMEp JOKyMEHTa W JaTa, JlaHHbIE O KOoppecrmoHAcHTe (ampecante) (dbamumus,
UM, OTYEeCTBO (MpU HaNU4uM) (PU3NYECKOro JIMIa WM HauMEHOBAaHHE
OpraHu3alliu), KpaTKoe COJepKaHuE ITOKYMEHTa, a TaKXe KOJIMYECTBO JIMCTOB
OCHOBHOI'O JIOKYMEHTa U JIUCTOB MPHUJIOKEHHUSA, KOJUYECTBO SK3EMILUIIPOB, BUJ
nocraBkd. Ilpum  perucTpanmu  BXOZAIIETO JOKYMEHTA  JIEJAETCS  CBA3KA
C UCXOSAIINM JIOKYMEHTOM Ha KOTOPBII 1aeTcs OTBET (€CIH TAKOBOM UMEETCH).

IIpn ocymecTBieHnn peructpaunu cpeacrsamMu 11/l Ha nueBon cTtopone
IEPBOr0 JIUCTA 3apPETUCTPUPOBAHHOIO JIOKyMEHTa Ha OyMa)KHOM HOCHUTEIIE,
KaK MpaBujo, B MPAaBOM HIKHEM YIUIy MPOCTABIISIIOTCS PErHMCTPALMOHHBIN HOMEP
U J1aTa, a TAaK)KE IITPUX-KOJ C YKa3aHUEM HaUMEHOBAaHHUS OpraHU3aliu.

Ecnu mpocTtaBineHue perucTpalioOHHOIO HOMEpa 3aTpyIHSAET NPOYTCHHE
TEKCTa JOKYMEHTa, B TaKOM CJy4yae BXOJAIIMH HOMEp NPOCTaBISAETCA
B CBOOOJHOM OT TEKCTa YIJIy Ha JIMLEBOM CTOpPOHE MEPBOIO JHCTAa JOKYMEHTa,
a ITPUX-KOJI TPOCTABIIAETCS MPU HATUUYUHA TEXHUYECKON BO3MOKHOCTH.

IIpr oOCyIIECTBIEHMH PETUCTPALMU B JIPYrOW PErUCTPALUOHHO-YUETHOU
(dopMe PpEerucTpalMOHHBIM IITAaMI C YyKa3aHWEM BXOJSIIET0 HOMEpA, JAaThl
pEerucTpaluy MPOCTABIAETCS, KaK MPABWIO, B MPAaBOM HWKHEM YIJy JIMLEBOU
CTOPOHBI NEPBOrO JIMCTA 3apEruCTPUPOBAHHOrO JOKyMeHTa. [Ipu HeoOxoaumocTu
YKa3bIBa€TCsl BPEMsI PETUCTPALMK (Yachl U MUHYTHI), a TAKXKE BXOJSIIMA HOMEP
JIOKyMEHTa Ha MPUJIOKEHUH.

Ha xonuu qoxkymMeHTa BXOJAIIAN HOMEP MPOCTABIISIETCS B MPABOM HUKHEM
yIULy JIALIEBOW CTOPOHBI IIEPBOTO JIUCTA.

Hymepanuss nocTynuBIIMX JOKYMEHTOB OCYIIECTBISIETCA B Ipeaesax

KaJICHAAPHOI'O roaa.
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K mnoBTOpHBIM JOKyMEHTaM MpUKIAAbIBACTCS HHPOpMALUS O paHee

MOCTYNHBIINX JOKYMEHTaX W Pe3yJIbTaTaX MX HUCIIOJHEHUS, KOTOpas IMeperacTCs
OTBETCTBEHHOMY 3a HCIIOJHEHHE.

[Ipu peructpanuu gokymeHTa Ha OymaxkHoM Hocutene B I[1J] o moxer
ObITh OTCKaHMpOBaH, a 3aTeM K PYK MokeT ObIThb MpUCOEIWHEH AIEKTPOHHBIN
o0Opa3 T0KyMeHTa U MIPUJIOKEHHS K Hemy B ¢opmaTte pdf.

ITocie peructpaumu cpeacrBamu [1JI moCTynuBIIErO 3JIEKTPOHHOTO
JIOKyMEHTa, B TOM YHCJI€ W3 BBIIIECTOSANICH W WHOM M30MpaTeNbHOM KOMHCCHH,
OH MOXeET OBbITh pacreyaTaH Mpu He0OXOIMMOCTH.

2.9. 3aperucTpupoBaHHbIE JOKYMEHTBI PacCMaTpPUBAIOTCA MPEACEIATEIIEM
TEPPUTOPUAIIBHOM ~ KOMHUCCUM,  3aT€M  IIOCJE  IEPEHECEHUS  yKa3aHusd
[0 HKCIOJIHEHUIO JOKYMEHTa B PETrUCTPAlMOHHO-YYETHYIO (opMmy mepenarorcs
VICTIOJTHUTEIISIM.

IIpu perucrtpaunu noxkymeHtoB B IIJI paccmorpeHue npencenarenem
TEPPUTOPUAIBHON KOMHUCCHHM JOKYMEHTOB W HAMNPABICHUE HX HWCIOJHUTEISAM
B DJIGKTPOHHOM BHJI€ MOXET OCYHICCTBIATHCS cpenactBamu [/ 6e3 opopmueHus
KOIKUU HAa OYMa)KHOM HOCHTEIIE.

2.10. UcnionHEHHbIE JOKYMEHTBI CIIUCBIBAIOTCA B JEJI0 MPEACEIaTeNIeM
TEPPUTOPUAIIBHOM KOMHUCCMHA M TOMELIAKTCI B JEJI0 B COOTBETCTBUM

C HOMEHKJIATYpPOU JI€]T TEPPUTOPHUAIBHON KOMUCCHH.

3. OcHOBHbIE TPeOOBaHUS K MOATOTOBKE U 0()OPMJIEHHIO IOKYMEHTOB

3.1. JIOKyMEHTBI,  CO3/1aBacéMble B  TEPPUTOPUAIIBHOW  KOMHCCHH,
opopmisitoTcst Ha OJlaHKaxX, Ha CTaHAAPTHBIX Juctax Oymarum ¢dopmara A4
(210 x 297 mm) wm AS (148 x 210 mM) 1100 B BUJE AJIEKTPOHHBIX JTOKYMEHTOB
U JIOJDKHBI UIMETh YCTaHOBJICHHBIN COCTaB PEKBU3UTOB.

3.2. JlokymeHTbl O(QOPMIISIIOTCS Ha MPOJOJBHBIX JHUOO YIIOBBIX OJaHKax
YCTAaHOBJICHHOW (DOPMBI, HM3TOTOBJICHHBIX THUITOTPA(PCKUM WU KOMITBIOTEPHBIM

crioco6om (mpusioxkenue Ne 4).
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B TeppuTopuanbHoil KOMHUCCHUM MOTYT OBITh YCTaHOBJICHBI CJEAYIOIINE

BU/JIbI OJTAHKOB:

0JIaHK MPOTOKOJIA 3aCeIaHUsI TEPPUTOPUATLHON KOMUCCHUY;

0JIaHK pelleHUsI TEPPUTOPHUATIBHON KOMHUCCHUU;

ONaHK MpHKa3a mpeaceaaress TepPUTOPHATEHON KOMUCCHUY;

0JIaHK MUChMa TEPPUTOPUATIEHON KOMUCCHUHU.

3.3.Ilpu moarotoBke IOKYMEHTOB ¢ npuMeHeHueM IIJI ucmosb3yrores
AJIEKTPOHHBIE  MIA0JOHBI  OJAHKOB  JOKYMEHTOB, KOTOPbIE  pPaBHO3HAYHBI
Y UJICHTUYHBI TI0 COCTaBY PEKBU3UTOB, MOPSAKY UX PACIIONIOKEHUS U TApHUTYPaM
mpudTa OJaHKaM JTOKYMEHTOB Ha OyMa)XHOM HOCHUTETIE.

3.4. lokymeHTbl  OQOPMIISIFOTCSI B COOTBETCTBUM C T|peOOBaHUSIMU
K JJOKYMEHTaM, U3TOTOBJIIEMBIM C TTOMOILBIO IT€YATAIOIINUX YCTPOICTB, U K (aiaam
TEKCTOBBIX IOKYMEHTOB (mpuiioxkenue Ne 5).

3.5. Ilpu moaroroBke U OGOPMIICHHH JOKYMEHTOB JIOJKHBI COOJIIOAATHCS
npaBuia 0pOpMIIEHUS PEKBU3UTOB, H3JI0KEHHBIE HIXKE.

3.5.1. Ha Onankax nokymeHntoB mnomemaerca rep6 Cankrt-IlerepOypra.
[Topsinok M3TOTOBJICHUS, WCIIOJIb30BaHUs U XpaHEHUs 0JIaHKOB
c BocrpousBeAaeHueM repoa Cankrt-IletepOypra ycranaBiauBaeTcsi 3aKOHOM
Canxkrt-IlerepOypra ot 23 anpens 2003 roma Ne 165-23 «O netaJlbHOM ONKMCaHUU
opuimanbHbeIx cuMBoIOB CaHKT-IleTepOypra u nopsiake ux UCIOIb30BAHUS.

KoHTposb 3a mpaBuiIbHBIM HCTOIB30BAHUEM OJIAHKOB M MX COOTBETCTBUEM
YCTaHOBJIEHHBIM 00pa3liaM OCYIIECTBISIETCS MpelceaaTesieM TeppUTOpPUATIbHON
KOMUCCHUM U pabDOTHUKOM  ammapara, OTBETCTBEHHbIM 32  BEJCHHUE
JEONPOU3BOCTBA.

3.5.2. HaumeHnoBaHue n30uparesbHON KOMUCCHUHU.

HanmMenoBanve wu30upaTeNbHOW KOMHUCCHMM YKa3bIBaeTCs Ha OJlaHKax
B COOTBETCTBUU C pemeHneM CaakT-IleTepOyprckoii n3dupareaIbHON KOMUCCHH.

3.5.3. CripaBouHbIE JaHHBIE 00 N30UPATEIILHOM KOMUCCHH.

CnopaBouHble JaHHBIE O TEPPUTOPUAIBHON KOMHUCCHUU YKa3bIBAIOTCS

B OJ1aHKaX IMHCEM, HalpuMep:
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yi. [Taptuzana ['epmana, 1. 3,
Canxkrt-IletepOypr, 198329
Ten. (812) 241-43-55, ®axc (812) 241-43-55
http://tik6.spbik.spb.ru
OKIIO 15172623; OI'PH 1037819015960;
WHH/KIIIT 7807053839/780701001

3.5.4. HauMeHOBaHUE BU/Ia IOKYMEHTA.

HanvenoBanne Buma JOKYMEHTa YKa3bIBaeTCS Ha BCceX OJIaHKax
H3/1aBa€MbIX JJOKYMEHTOB (IIPOTOKOJI, PEIICHUE U T.1.), 32 UCKIIIOUCHUEM TTHCEM.

3.5.5. JlaTta m1OKyMeHTa.

JlaTol TOKyMEHTa SIBJSIETCS Jara €ro NOANMCAHWs, yTBEp:KAcHusA. [laton
MIPOTOKOJIA SIBJISICTCS J1aTa 3ace/laHus, a aKTa — JaTa COOBITHS.

JIOKyMEeHTBI, W3aHHBIE ABYMsS WK OOJiee OpraHu3alusiMu, JOJKHBI UMETh
onHy (eIWMHYI0) JaTy, COOTBETCTBYIOIIYIO JiaTe IIOJIMCAHHUSA JIOKYMEHTa
TOCJIEIHUM JOJKHOCTHBIM JIUIIOM.

JlaTy noxkymeHTa opopMIISIOT apaOCKUMU U pamMu B TOCIEA0BATEIHLHOCTH:
JIeHb Mecsia, Mecsll, rof. JleHb mecsama u Mecsir ohOpMIISIOTCS ABYMS TapaMu
apabckux uudp, pasneeHHbIMU TOUYKOM, O — YeThIphMs apaOCKuMu Ludpamu,
HaIrpuMmep:

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

09 suBaps 2025 r.

3.5.6. PeructpallnoOHHBII HOMEP TOKYMEHTA.

JUist BXONAIIUX W HUCXONAIIMX JOKYMEHTOB, OOpallleHUN — MHACKC Jera
110 HOMEHKJIATYPE U, YEPE3 KOCYIO YEPTY, MOPSAKOBBIN HOMEP JOKYMEHTA.

PerucrtpauroHHbIli HOMEP MTOKYMEHTA, W3JAHHOIO COBMECTHO, COCTOMUT
U3 pa3leleHHbIX KOCOW YepTON pEerucTpallMOHHBIX HOMEPOB, MPUCBOEHHBIX
OpraHu3alysIMU — aBTOpaMu JIOKyMEHTA u PaCOIOKEHHBIX
B IOCJIEOBATEIbHOCTH, COOTBETCTBYIOIIEH O0003HAYEHHIO HAMMEHOBAaHUU
OpraHU3alM{ B 3ar0JI0BOYHON YaCTU JOKYMEHTA.

3.5.77. Ccpllka Ha PETUCTPAUMOHHBIA HOMEpP M JaTy IOCTYIHUBLIETO

JOKYMEHTA.
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Ccplika Ha pel“I/ICTpaHI/IOHHBII‘/’I HOMCPD M 4Ty HNOCTYIHUBIICIO JOKYMCHTA

BKJIFOYAETCSI B COCTaB PEKBU3WUTOB OyiaHka muchMa. CChUIKA MPOCTABISETCS
UCITOJIHUTEIIEM IIPU MOJrOTOBKE MUChMa-OTBETA.

3.5.8. MecTto cocraBneHus (M31aHus) JOKYMEHTA.

MecTto coctaBneHus (M3AaHUA) JOKyMEHTa YyKa3blBaeTcs Ha OJaHke
KOHKPETHOTO BHJa JIOKyMeHTa. B OilaHkax muceM CBENIEHHUS O MECTE CO3IaHMs
JIOKYMEHTa COJIepKaTCs B PEKBHU3UTE «CnpaBoYHBIC JTAaHHBIC
00 n30MpaTeIbHON KOMUCCUI.

[Ipu npoAOIBLHOM PacHoJIOKEHUH PEKBU3UTOB OJIaHKAa MECTO COCTaBIICHUS
WIM W3JaHusl JOKYMEHTa YKa3blBaeTCsi B CEpeIUHE CTPOKH MEXAY MAaToi
U PErUCTPAllMOHHBIM HOMEpPOM JOKyMEHTa, a NpHU YIJIOBOM PACIOJIOKEHUU
PEKBHU3UTOB — I10J] JTaTOH W PETHCTPAIlMOHHBIM HOMEpPOM JOKYMEHTa, OT Kpas
JIEBOTO TOJIS.

3.5.9. I'pu¢ (mometka) 06 orpaHUYEHUU JIOCTyNA K JOKYMEHTY.

[IpocraBnsiercs Ha JOKYMEHTAX, coaepKalux nH(pOpMaIUIO
OTPaHMYECHHOI'O PACHpPOCTPAHEHUS, Kacalollylocs eATeIbHOCTH OpTraHU3aIui,
OTpaHUYEHMsI HA  PACHPOCTPAHEHHE  KOTOPOM  JMUKTYIOTCA  CIIy>KEOHOM
HEOOXOJMMOCTBIO, a TakKe TIOCTYNUBIIAS B TEPPUTOPHAIBHYIO KOMHUCCHIO
HeceKkpeTHass WHGOpMaIKs, JOCTYIl K KOTOPOM OTrpaHWYeH B COOTBETCTBUHU
¢ denepaabHBIMU 3aKOHAMH.

[TomeTka HaA JOKyMEHTaX, COJEpKAIIMX HWH(OpPMAIUI0 OrpaHUYCHHOTO
pacnpocTpaHeHusi, umeeT Bu « /s ciyxebHoro nmons3oBanus» (manee - JICII).

[TomeTka TpPOCTABISAETCS B BEPXHEM TMPABOM YUy JIHMIEBOH CTOPOHBI
MEPBOTO JINCTA JOKYMEHTA OT TPAaHUIIBI BEPXHETO MOJIS.

3.5.10. Anpecar.

PexBu3uT «Agpecary» pacnoiaraeTcs CrpaBa Mol peKBU3UTaMU OJIaHKa.

JIOKyMEHTBI aApeCyIOTCS B OpTaHU3AINH, UX CTPYKTYpPHBIC MOAPA3ACIICHUS,
JOJDKHOCTHBIM JIMIIAM WM  TpaXkJaHaM TIpd OTBETe Ha WX OOpalieHusl.
HanMeHoBaHusI opraHu3alMi M CTPYKTYPHOTO TOAPA3ACICHUS YKa3bIBAIOTCS

B MMCHUTCIIbBHOM IIaACKEC, HAIIPUMCP!:
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Anmunuctpanus L{enTpanbHOTO paiiona
Canxrt-IletepOypra
HOpuanueckunii otaen

Ecan JOKYMCHT aApCCyCTCA OOJDKHOCTHOMY JIMIY, HAHNMCHOBAHHC
opraHu3al YKa3bIBACTCA B MMCHHUTCIBHOM IIAJCKC, a NJOJDKHOCTb U CbaMI/IJ'H/IH

— B 1aTCJIbHOM. HpI/I 9TOM MHHUIHUAJIBI YKA3bIBAIOTCA ITOCIIC q)aMI/IJII/IH, HaAIIpUMCP:

Anmunnctpanus LlenTpanbHOro paiiona
Cankr-IletepOypra
HavansHuky oOuiero otaena

NBanosy H.IIL

Ecan JOKYMCHT aJIpeCycCTCA PYKOBOIUTCIIIO OpraHu3annuu

Hix C€ro 3aMCCTUTCIIIO, HAMMCHOBAHHC OpraHuU3allkui JOJIZKHO  BXOJHUTH

B HAMMEHOBAHHE JTOJDKHOCTH aJipecaTa, HalpuMep:

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

Cwmupnosy LI

Ecniu  nmoxkymeHT ajpecyercs OpraHu3ald, CHayanga yKa3bIBAETCS

€€ HaMMEHOBAHMUE, 3aTEM ITOYTOBBIN a/Ipec, HAIIPUMED:

LenTpanbHas n3duparenbHas KOMUCCHS
Poccniickon @enepanun

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

JlonmyckaeTrcsi ILEHTPUPOBATh KAXKIYIO CTPOKY PEKBU3HTa «Anpecar

110 OTHOIIEHHIO K CaMOW JUIMHHOM CTPOKE.
JlomyckaeTcsi HMCMHOJIb30BaTh  O(QUIIMAIBHO TPHUHSITBIE  COKpAICHHbBIC

HaMMCHOBAHHUA OPraHoOB FOCYHapCTBeHHOfI BJIaCTH, MCCTHOTO CaMOYIIPaBJICHUA,

OpTraHU3AIUH.
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[ToutoBHBI aJIp€C YKAa3bIBACTCA B IIOCJICAOBATCIBbHOCTH, YCTaHOBHCHHOﬁ

[IpaBmiiamMu OKa3zaHWsl YCIyTr TIOYTOBOM CBSI3M, YTBEPKIECHHBIMU MPUKA30M
MunuctepcTBa HUGPOBOTO Pa3BUTHUSI, CBSI3M M MAaCCOBBIX KOMMYHHUKAITUN
Poccuiickoit ®@enepanuu ot 17 ampens 2023 roga Ne 382 «O0 yTBepxkaeHUU
[IpaBui1 oka3zaHus yCIyT MOYTOBOM CBSI3MY.

Ecnau moxkyMeHT oTnpaBisieTcss B HECKOIBKO OJTHOPOJIHBIX TOCYapCTBEHHBIX

OpraHOB WJIM OPTaHU3ALMI, UX CIEYET YKa3blBaTh 000OIIEHHO, HAIPUMED:

IIpencenarensiM y4acTKOBBIX KOMUCCUU

JIOKyMEHT He JOJDKeH coAepkaTh 0Oojee  4YeThlpex  aJpecaToB.
CnoBO «komus»» nepes BTOPbIM, TPETBUM, YETBEPTHIM a/IpECaTOM HE YKa3bIBACTCH.

[Ipu HampaBneHun AOKyMeHTa Oojiee 4eM B YEThIPE aJpeca COCTaBISAETCS
CIIMCOK pAacChUIKM YCTAHOBIEHHON (opMbl (mpuiioxenue Ne 6), KOTOpPbIT
IOJAINMCHIBAETCA MPEACENATENIEM TEPPUTOPUAIIBHON KOMUCCHH.

[Ipu agpecoBaHMM NOKyMEHTa (PU3NYECKOMY JIMIy BHAdajle yKa3bIBarOTCSA
(bamMuIMs ¥ MHULMAIIBI TT0JIydaTesl, 3aTeM [TOUYTOBBIN ajpec, HapuMep:

®omuuey 11.1.
MockoBckuii np., 1oM 15, k8. 10,

Cankr-IletepOypr,
190005

[Ipu oTmpaBke MUCHMa MO AJCKTPOHHON TMOYTE WM 10 (DaKCUMUIIBHOU CBSI3U
(6e3 MOCBHUIKM IO TIOYTEe) TOYTOBBIN ajipec He yKa3biBaeTcs. [Ipu HEOOX0UMOCTH
MOXET OBITh yKa3aH aJApec OJJICKTPOHHOU mouThl (HoMep TenedoHa/Pakca),
HaIpuMep:

MUHUCTEPCTBO FOCTULIMU
Poccutickon ®eneparuu
mail @minjust.ru
3.5.11. T'pud yTBEepKaeHUS JOKYMEHTA.

I[OKYMCHT YTBEPKAACTCA  OOJDKHOCTHBIM  JIMOIOM  HMJIM  CIICHHUAJIBHO

HN3/1aBaACMbIM TOKYMCHTOM.
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[Ipu yTBEepKII€HUU TOKYMEHTa JOJKHOCTHBIM JIMIIOM TpUQ YTBEPKICHUS

nomxeH coctoaTh u3 ciaoa Y TBEPKJIAKO Ge3 kaBbIuek 1 MpOMUCHBIME OyKBaMu
M Ha  CIeAyIOUmell  CTPOKE — HAMMEHOBAaHWE  JOJDKHOCTH,  IOJIIUCH,
(mpu odopmiieHurn Ha OyMa)XKHOM HOCHUTENE), WHHUIMAIBl W (QamMuiaus JuIa,
YTBEPUBIIETO IOKYMEHT, AaTa yTBEPKIACHUA.

['pud yTBEp>KIeHHS pacIoyiaraloT B MPaBOM BEPXHEM YTy MEPBOTO JIMCTA
nokyMeHTa. B rpude yTBepKIeHHS AOMyCKaeTcs LEHTPUPOBATH JIIEMEHTHI

OTHOCHUTEJIBHO CaMOM I[JIHHHOﬁ CTPOKH, HAITPUMCED:

YTBEPXJIAO
npenacenarens TeppuTopuaibHON
n3buparenbHo komuccuu Ne 6

IIoAITNCH HMHHUIIHUAJIbI, (baMI/IJII/IH
Jara

[Ipu yTBEp)KIEHUU NOKYMEHTA MOCTAHOBJIIEHUEM, MPOTOKOJIOM, PELICHUEM,
pacriopsibkeHueM Tpud  yTBEepxKIeHus coctouT u3 cioBa Y TBEPXJ/IEH
(YVTBEPXIEHA, VYTBEPXJIEHbI wmu VYTBEPXJIEHO) 6e3 kaBbIuek
W TPONUCHBIMA OyKBaMHM, HAaMMEHOBAHHUS  YTBEP)KIAIOIIETO  JIOKYMEHTa

B TBOPUTCIIBHOM IIAJCKE, €T0 JaTbhl © HOMCpPA, HAIIPUMEDP:

YTBEPXIEH
peuienueM TepputopuanbHOU

n30upatenbHOM komuccuu Ne 6
oT 24 suBaps 2025 r. Ne 130-7

3.5.12. Yka3zanus N0 UCIOIHEHUIO JOKYMEHTa (Pe30IoLus).

VYkazaHusi MO HWCHOJHEHUIO JOKYMEHTa MOTYT OBbITh HAamMCaHbl OT PYKH
npejaceaaTeieM TEPPUTOPUAIBHON KOMHUCCHMM Ha MOAJUHHHUKE JOKYMEHTa
Ha CBOOOJHOM OT TEKCTa MECTe WJIM OPOpMIIEHBI Ha OTAEIbHOM JucTe Qopmara
A6 (105 x 147 MM), IpWIOKEHHOM K JIOKYMEHTY. YKa3aHUs IO HCIOJHEHUIO

JOKYMCHTA BKJIFOUAIOT (baMI/IJ'II/II/I 151 HMHHUIHAaJIbI HCHOHHHTCHCﬁ,
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Ipu H€O6XO,III/IMOCTI/I—COI[€p}KaHI/I€ IMopy4dye€Hus, CpOK HCIIOJIHCHUA, IIOAIHUCH

(mpu odopmiteHnr Ha OYMa)KHOM HOCHTEIIE) PYKOBOJIUTENS U 1aTy, HATIPUMED:
CuzoBy A.IO.
['puropreBy B.C.

[Ipoury paccMOTpeTh U 1aTh OTBET
k 14.02.2025

MOJIHKCH
naTta
VYKka3zaHus 1O HWCIOJHEHHIO JTOKYMEHTa TaKXe€ MOTrYT ObITb O(OpPMIIEHBI
c wucnons3oBanueM IIJl ¢ mpuMeHEHHEM »>JEKTPOHHBIX MIA0JOHOB OJaHKOB
JIOKYMEHTOB.
3.5.13. 3aros0BOK K TEKCTY JOKYMEHTa (HAMMEHOBAHUE JIOKYMEHTA).
3aroJioBOK K TEKCTYy JOKYMEHTA JOJDKEH KPAaTKO M TOYHO pPacKpbIBaTh
€ro cojepkaHue M ObITh COIVIACOBAaH C HAaWMMEHOBAHMEM BHJIA JIOKYMEHTA.
3aroJ0BOK MOKET OTBEYATh HA BOIIPOCHI:
«0 yeM (0 KoM)?», HanpuMep:
Pacnopskenune — O cozpannn DKCIEPTHOW KOMUCCHH;
«uero (koro)?», HanmpuMep:
JIOJIKHOCTHOM perjiaMeHT BEIYIIETO CIEelHalIUCTa;

AKT 00 YHUUYTOXXEHHH IOKYMEHTOB C UCTEKIITUMHU CPOKAMHU XPaHEHUSI.

3aroJyIoBOK COCTAaBIISIECTCS JTULOM, TOTOBSIIHUM IIPOEKT JOKYMEHTA.

3aroyioBOK, COCTOSIIIMI M3 ABYX M 0oJjiee CTPOK, MEYaTaeTcs 4yepe3 OJuH
MEXCTPOYHBIM WHTEpBaj, TOYKAa B KOHIIE 3arojOBKa HE CTABUTCH. 3arojIOBOK
pacnoJylaraeéTcsi Ha TI€PBOM JIMCTE HAJ TEKCTOM JIOKYMEHTa IO LEHTpY,
a npu 0(pOPMIIEHUH NKUCbMa — OT TPaAHUIbI JIEBOTO MOJIA.

3.5.14. TekcT fOKyMEHTA.

Texcr nokymeHTa oOGQOPMIISIIOT B BHUAE CBSI3HOTO TEKCTa, TaOIUIBI

WJIA COCIMHEHUS ITUX CTPYKTYP.
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Tekcrt AOKYMCHTA  JOJDKCH n3jiaraTrbCs KpaTKoO n  sCHO, OBITH

apryMEHTHPOBAHHBIM, OO0ECeYnBaTh TOYHOE M OJHO3HAUYHOE BOCIIPHUSITHE
coJeprkalieiicst B HeM HH(pOpMaluu.

Texkecr MOKymMeHTa JOJDKEH, KaK IIPaBWIIO, COCTOSTh M3 JIBYX YAaCTEW.
B mepBoil yacTuM yKa3bpIBalOTCS MPUYHMHBI, OCHOBaHHWA, LEJIH COCTABJICHUS
JOKYMEHTa, BO  BTOPOW — pEIICHHs, BBIBOABI, IPOCHOBI, MPEIOKEHHUS,
pPEKOMEHJAU Y.

TexkcT NOKyMEHTa MOXKET COIEp)KaTh TOJBKO 3aKIIOUYUTEIIBHYIO YacTh
(Hampumep, pacropsKEHUE — PACTIOPSIUTENBHYI0 4acTh 0€3 KOHCTATHPYIOLIEH,
MHUCHhMO, 3asBJICHUE — MPOCHOY O€3 MOSCHEHUS).

B Tekcrte nOoKyMeHTa, NOATOTOBIEHHOIO HAa OCHOBAaHUM 3aKOHOJATEIIBHBIX,
WHBIX HOPMATHBHBIX MPaBOBBIX AaKTOB, W3JAHHBIX OpraHaMy TrOCYJIapCTBEHHOMN
Bnactu u ynpasieHus, [IUK Poccum, Cankr-IlerepOyprckoil m3zOuparenbHON
KOMHCCHEW, paHee W3JaHHbIX TEPPUTOPUATIBHOM KOMUCCUEH, YKa3bIBAKOTCS
HAaMMEHOBAaHHUE BHUJA JOKYMEHTA, HAMMEHOBAaHWE OpraHa, M3JaBIIEro JIOKYMEHT,
JaTa TMPUHATHS WIM YTBEP)KICHUS JIOKYMEHTa, €r0 PErMCTPalMOHHBIA HOMED,
a TAKXe 3aroJIOBOK JOKYMEHTA, 3aKJIIOUEHHBII B KaBBIYKU.

[Ipu ynorpebnenuu B TEKCTE (pamMUIIMIA JIML MHULMAJBI YKa3bIBAIOTCS MTOCIIE
bamunuu.

TekcTbl JOKyMEHTOB OOJIBIIOTO 00bEMa MOTYT JEIUThCA Ha pasJlesbl,
noJipa3elibl U MyHKThI, KOTOPble HyMepYIOTCs apaObckuMu Ludpamu, Hapumep:

1. Paznen
1.1. IToapaznen
[.1.1. ITyHkT

AO3a1pl BHyTPY MYHKTOB HE HYMEPYIOTCS.
B nucemax ucnons3yroT ciaeayronme GopMbl U3JI0KEHHUS:
or l-ro nmma wMHOoxecTBeHHOro uyucina («[Ipocum  HampaBuUTh

uHpopMaluto...», «Harpasisem Ha 3aKiIIOU€HUE TPOEKT...» U 1p.);
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oT 3-ro Juna CIUHCTBCHHOI'O 4YHCIIa (((TeppI/ITOpI/IaJIBHa}I KOMUCCHUA

HE CUMTAET BO3MOXHBIM...», «TE€PPUTOpUATbHAS KOMHCCHS  Mpeasaraer
PaccMOTPETh BOZMOKHOCTb...»).

['padpl ¥ CTpOKM TAOMUIBI MOKHBI HMMETh 3arojIOBKH, BBIPa)KCHHBIC
CYUIECTBUTEIFHBIM B HMEHUTENBbHOM majexe. [lom3aromoBku rpad M CTpPOK
JIOJKHBI OBITH COTTIACOBAHBI C 3ar0JIOBKaMH.

Ecnu Ttabnuiy newararorT Oosee 4eM Ha OJHOM CTpaHMIIE Ha CIEIyHOIIUX
CTpaHMIIaX MOTYT OBbITh Hale4aTaHbl 3arojOBKH rpad uiam ux HoMepa (B ciydae,
ecnu rpadbl TaOJIUIBI HA IEPBOM JIUCTE IPOHYMEPOBAHBI).

3.5.15. OTmMeTKa 0 HATMYUU TPUIIOKEHHI.

OTMmeTKa 0 HAJIMYUM IPUIIOKEHUH pacronaraeTcsi OT TpaHUIlbl JIEBOTO MO
1ocjie TeKCTa Mepe] MOANUCHIO.

CJ0BO «IPHUIIOKEHUE)» TI€YaTaeTCsl B €AWHCTBEHHOM WM MHOXXECTBEHHOM
YHCJI€ B COOTBETCTBUM C KOJIMUYECTBOM MPUIIOKEHUH.

Ecnmu moxkymMeHT wuMeeT NpUIIOKEHHE, Ha3BaHHOE B TEKCTE, OTMETKa

0 €ro HaJm4Yuu opopmIIsIETCs IO CleAyIoIIen Gopme:

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

Ecan AJOKYMCHT HMCCT IIPHUJIOKCHHC, HC HA3BAHHOC B TCKCTC, MJIM CCJIHU
HpI/IJ'IO)KGHI/Iﬁ HECKOJIbKO, X HAWMMCHOBaHHA HGO6XOI[I/IMO NEPEUNCIINTL ITOCJIC
TCKCTAa NOKYMCHTA IICPCI IMOAIMNCHIO C YKA3aHUCM KOJIHNYCCTBA JIUCTOB B KAXKIOM
IMPUITIOKCHUN U KOJIMYCCTBA 3K3CMILIIAIPOB, IIPU HAJTUIHNH HCCKOJIBKUX HpI/IJIO)KeHI/Iﬁ

UX HyMEPYIOT, HAIpUMEp:

[Tpunoxenusi: 1. Ilomoxenue 00 DxcniepTHON KoMuccuu Ha 15 1. B 1 9K3.

2. Ilpumepnast HoMeHKIaTypa aei Ha 14 1. B 1 9k3.

Ecniu  npunokeHuss  cOpOLIOpOBaHbI, TO  KOJIMYECTBO  JIMCTOB
HE YKa3bIBaCTCs.
Ecnu nmpunioxeHne HampaBisieTCsl HE BO BCE YKa3aHHBIE B JOKYMEHTE

azipeca, TO OTMETKA O HAIMYUHU MIPUIIOKEHUST 0POpMIIETCA O clieytonieit popme:
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[Tpunoxxenue: Ha 20 1. B 3 3K3. TOJIBKO B IEPBBIN aapec.

Ecin k pokymeHTy npuiaraercss ApPYrod JTOKYMEHT, TaKKe HMEIOIIHMA
MPWIOKEHUE, TO OTMETKA O HAJIMYUU TMPUIIOKEHHUS O(POpMIISIETCS CIEeAyIOIUM

obOpazom:

[Tpunoxenue: mnuceMo Cankt-lIleTepOyprckoii  U30MpaTeTbHONM  KOMHUCCUU
or 15.11.2024 Ne 01-18/450 wm mnpusoxkeHue K HEMY, BCETO
Ha 15 o

Ecnu npuiioxeHueM sBIeTcsl 000COOJIEHHBI AJIEKTPOHHBIA HOCHUTENb
(KOMIaKT-TUCK, usb-nem-HakonuTens W Ap.), TO OTMETKAa O HAJIWYUH

IPUIIOKEHUS 0POPMIIIETCS CIELYIOIUM 00pa3oMm:

[Ipunoxenune: CD B 1 3k3.

I[Ipu »TOoM Ha Hocutrene (BkiIaabiie (KOHBEPTE)), YKa3bIBAOTCS
HAaUMEHOBAHUS IOKYMEHTOB, 3alMCAaHHBIX HA HOCUTEJIb, WJIM UMEHA (DaisIoB.
B pemeHusix U npukazax CBEICHHS O HAJUYUU MPUIIOKEHUN YKAa3bIBAIOTCS

B TEKCTE, HaIIpUMep:

«Pa3paboTath W TpPEACTaBUTh TMPOEKT IUIaHa 10 (opme, YyKa3aHHOU
B npuiioxeHuu Ne 1»
W

«...JICJIaeTCs 3aIUCh B KypHAJ YCTAaHOBIECHHOUW GopMbI (TpuiioxkeHue Ne 2).»

Ecnrm B pgokymMeHTe, K  KOTOPOMY  OTHOCUTCS  NIPHUJIOXKEHHUE,
OHO HE YTBEPKAAETCA, A IPOCTO COAECPKUTCA CChUIKA HA HETO, TO HA MEPBOM JIUCTE
MPWIOKEHHUSI B TMPABOM BEPXHEM VYIVIy VYKa3bIBACTCA, K KAKOMY PEIICHUIO
(mpuKazy) MPUI0KEHUE OTHOCUTCS, @ CTPOKH MOTYT IIEHTPOBATHCS OTHOCUTEIHLHO
CaMOM JJIMHHOW CTPOKH, HalipuMep:

ITpunoxenue
K MIpUKa3y MnpejceaaTens
TepputopuanbHOil H30MpPATEIIBHOM
Komuccuu Ne 6
ot 14 mapta 2025 1. Ne 27-pnt
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[Ipy HanM4YMM HECKOJbKUX MPUIIOKEHUA OHM HYMEpPYIOTCS, HampuMep,

npwioxenue Ne 1, npunoxxenne Ne 2 u tak nanee.

3.5.16. IToamnuce.

B cocraB moamucu  BXOJAT: HAaMMEHOBAHME  JIOJDKHOCTH  JIMLA,
NOJANMMCABIIET0  JOKYMEHT, €ro COOCTBEHHOpYYHas MOJIHUCh, KOTOpas
opopmiiieTcss CHHMMH WM YEPHBIMH YEpHUJIAMM, paclIM(ppoBKa IOJIIUCH
(MHULIKATBL, (aMIITHA).

Ecin pokymeHT odopmisiercss Ha OJIaHKE TEpPPUTOPUAIBHON KOMMCCHUH,
TO PEKBU3UT BKJIIOYAET HAaUMEHOBAHME JIOJDKHOCTU JIMIA, MOJIMCHIBAIOIIETO
JIOKYMEHT, €ro COOCTBEHHOPYUYHYIO MOJAINHKCH, PACIIU(PPOBKY NOAMUCH (MHULUAIBI

U (haMUITUIO0), HATIPUMED:

[Ipencenarens MHOJITNCH WHULHANBI, (haMIUIIHs

Ecnu 10MKHOCTHOE JMII0, TMOJANUCH KOTOPOrO 3aroTOBJIEHA HA TMPOEKTE
JIOKYMEHTa, OTCYTCTBYET, TO JOKYMEHT IOJIKCHIBAET €r0 3aMECTUTEIIb WM UHOE
JUI0, WCHOJHsAIIEEe ero o0s3aHHOCTH. IIpu 3TOM 00s3aTeNbHO yKa3bIBAKOTCS
dakThyeckas JOJKHOCTh JIMIA, MOJAMKMCABIIET0 JOKYMEHT, U €ro QpamMuius.
He  nmomyckaercs ~ HNOANUCHIBATH  JOKYMEHTBI € MHPEIJIOTOM  «3a»
WJTU TIPOCTABJICHUEM KOCOM UepThl Iepe HAMMEHOBAHUEM JIOJIKHOCTH.

Ecnu nokymeHT odopmiisieTcs He Ha OJ1aHKe, TO PEKBU3UT CONEPKUT MOJTHOE
HAaUMEHOBAHUE JOJKHOCTH JM1Ia, MOAMMUCABIIIETO JIOKYMEHT,
ero COOCTBEHHOPYYHYIO TMOJMHUChH, paciuPpoBKY TOAMUCH  (MHUIUAIIBI

U (haMUITUIO0), HATTPUMED:

[Ipencenarens
TepputopuanbHON U30UPATEITHHON KOMUCCUU
Ne 6 MOANKUCH MHUIIMAIIBI, PaMUIHS

[Ipy noanucaHuM JOKYMEHTA HECKOJBKUMHU JIOJKHOCTHBIMU JIMLIAMU
MX TOJINKWCH PACIOJararoTcs OJHa IOJ JPYrod B IIOCIEI0BATEIBHOCTH,

COOTBETCTBYIOIIIEH 3aHMMaeMOM JOJKHOCTH, HalIPUMED:
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[Ipencenarens MOAIHNCE WHULHABI, (DaMUIIHS

['maBHbI Oyxrantep MOJIHUCH WHUIIAAJIBI, (DaMITHS

HpI/I noAINMMCaHn AJOKYMCHTA HCCKOJbBKHMH JIMOAMH, 3dHUMAIOOINMHU

PaBHBIC JOJIDKHOCTH, HxX IIOAIIMCH  pacliojararor Ha  OAHOM  YPOBHC,

HaIpuMep:
HauanbHuk mpaBoBOro otaena Hauanbuuk
OpraHU3alMOHHO-METOIUYECKOTO
oraea
MOANKCH WHHUITHAIIBI, (haMUITHS MOJMKUCHh WHUIIAAIBI, (DaMILTHS

B nmokymeHnre, moAroTOBIEHHOM KOMUCCHUEN, OAIMCH PACIIOIAratTCs OJHa
noA apyroi. IlepBeIM yKa3bIBaeTCs MpejiceiaTesib KOMUCCUM, a PaMUIIMU YJIEHOB

KOMMCCHUH pacrojaratotTcs B aipaBUTHOM MOPSJIKE, HAITPUMED:

HpGIICCI[aTGJIB KOMHUCCHUH IIOAIINCH HMHHUIIHUAJIBI, (baMI/IJII/IH
YsieHpl KOMHCCUH IIOAIINCH HWHHUIIUAJIIbI, (baMI/IJ'II/IH
IIOAIINCH HMHHUIIHUAJIBI, (baMI/IJII/IH
IIOAIINCH HWHHUIIUAJIbI, q)aMI/IJ'H/IH

Ecnu moxkymeHT cocTaBiieH Kak MpuiaraeMasi K OCHOBHOMY JOKYMEHTY
cnpaBka wiu  uHpoOpMarus, TO OH OQOpPMIIAETCSI B  COOTBETCTBHH
c myHkToM 3.5.15, a BMECTO MOJAMUCHU TOJI TEKCTOM JOKYMEHTA, KaK IMPaBHIIO,
yKa3bIBaeTCs (haMuIusi, UMs, OTYECTBO UCTIOTHUTEIS.

3.5.17. OtmeTKa 00 AJIEKTPOHHOM MOAMKCH.

[IpocTaBisieTcss Ha BU3YaTM3UPOBAHHOM JJIEKTPOHHOM JIOKYMEHTE B MECTE
PaCIOJIONKEHUSI COOCTBEHHOPYYHOM TOJIMCH JIOJDKHOCTHOTO JIMIA B JOKYMEHTE

Ha OyMa)XHOM HOCHUTEJIe, HallpuMep:

[Ipencenarenn AOKYMEHT NOANWCAH
T o NnPOCTON noaonMcCbO
CPPUTOpHATILHON

N30UpaATETHHOM KOMUCCHH N 6 | XYBQCT/PIZL7BQ+ 0+ 6LTHNQPOMVDVLYS= N.B. Upununa

AeRcrenrenes:bes cpoka AeRCTEMA
Bnageneu: Mpwenna Mura Butanwesna
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DONeMEeHTbl OTMETKH 00 AJIEKTPOHHON MOJMUCHU JTOJKHBI ObITh BUIUMBIMU
Y YUTAEMBIMU [IPU OTOOPAKEHUU JOKYMEHTa B HATYpaJIbHOM pa3Mepe.

DneMeHThl OTMETKH 00 3IEKTPOHHON MOJIMUCH HE JOJIKHBI IEPEKPhIBATHCS
WJIM HAKJIA[IBIBAThCS APYT Ha Apyra.

DneMeHTbl OTMETKH 00 3JEKTPOHHOW MOIMHCH HE JOJKHBI MEPEeKpPhIBATH
AJIIEMEHTBl TEKCTa JOKYMEHTa W JpPYyrHue OTMETKHM 00 3JIEKTPOHHON MOANUCH
(Ipu HATMYHH).

B cnywae, ecnu 3JI€KTpOHHAs MOIIUCH COJEPKHUT METKY JTOBEPEHHOIO
BPEMEHH, OTMETKa 00 3JIEKTPOHHOW MOANUCU JOJDKHA 0053aTE€IbHO BKJIKOYATH
uHpOpMaIlMI0O O JaTeé M BPEMEHM MOJNUCAHMUS JOKyMEHTa 3JIEKTPOHHOM
MOANMCHI0. BHENTHUI BUJ METKM JIOBEPEHHOTO BPEMEHHU U BHEIIHHUW BUJ IPOCTON
AIEKTPOHHON MOJINUCH YCTAHABIMBAETCS JIOKAIbHBIMU HOPMATHUBHBIMH aKTaMU
WJIM MO COTJIAIIEHUI0 CTOPOH JOKYMEHTO000pOTA.

3.5.18. I'pud cornacoBaHwusl.

I'pud cornmacoBanusi coctoutr u3 cimoBa COIJTACOBAHO 6e3 kaBbluek
Y NPONUCHBIMU OyKBaMH, HAUMEHOBAHMS TOJKHOCTH JIMIA, KOTOPHIM COTJIACOBAH
JOKYMEHT (BKJIfOYasi HaWMEHOBaHWE OpraHM3allliM), €ro COOCTBEHHOPYYHOMH
noAnucu (mpu odOpMIICHUU Ha OyMaXHOM HOCHUTEJNE), paciIMPOBKHU TMOAMUCH

(vHULIMATBI, (paMUJTKS) U IaThI COTJIACOBAHMS, HAITPUMED:

COT'JIACOBAHO
Cexperapp TepputopralibHON
n3ouparenbHoi komuccuu Ne 6
HOJNUCh MHULKAMIBI, (aMIIns
naTa

Ecim  cormacoBanme OCymIeCTBISIETCS MPOTOKOJIOM WM  MHCHMOM,
TO COTJIacOBaHUE OPOPMIISIETCS CIACAYIOITUM 00pa3oM:

COI''TACOBAHO
IIPOTOKOJIOM 3aCEAaHUS
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aTTECTAllMOHHOW KOMHUCCUU
TepputopuaibHON U30UPATEITHHOM
komuccuu Ne 6

ot 14 ¢gespans 2025 . Ne 16
WIIH:
COTI'JTIACOBAHO
nucbMoM PocapxuBa
ot 05 mapta 2025 r. Ne 4-15/46

I'pud cormacoBanuss MOKyMEHTa B 3aBUCHMOCTH OT BHJIA JOKYMEHTA
1 0COOCHHOCTEH ero 0(hopMIIECHUS MOKET MPOCTABIIATHCS:

Ha MEPBOM JIMCTE JIOKYMEHTa B JIEBOM BEpXHEM YINIy Ha YpoBHE Trpuda
YTBEPKJACHUSI WJIH 110]] HAMMEHOBAHUEM JIOKYMEHTA OJIMKE K HUYKHEMY TOJIIO;

Ha MTOCJIEHEM JIUCTE JOKYMEHTA O] TEKCTOM;

Ha JIMCTE COTJIACOBAHMS, SIBJISIIOIIEMCS] HEOThEMJIEMOM YaCThIO IOKYMEHTA.

3.5.19. Buza.

BuyTpenHee coriacoBaHue NpoekTa JOKyMeHTa 0pOopMIISIETCSl BU3OM.

CormnacoBaHnue NpPOEKTa JAOKYMEHTA MOKET OCYIIECTBIISITHCS CpPEICTBAMU
[11. Ilpu cormacoBaHuM MpOEKTa JOKyYMEHTAa Ha OYMa)XKHOM HOCUTENIE BHU3a
BKJIIOYAET TOJANKWCH BHU3UPYIOIIETO, pPAcCHIMPpPOBKY TOANKUCH (MHUIUAIBI,
bamuwius) W AaTy, OpU HEOOXOIUMOCTH MOXET ObITh yKazaHa JI0JKHOCTh

BU3UPYIOLIET0, HAIPUMED:

Cexperapp TepputopraibHOU
n3ouparenbHo komuccuu Ne 6

IMoAIINCH HWHUIIKAJIbI, (I)aMI/IJ'H/ISI
JgaTa

[Ipn HamMuuu 3aMeuyaHuil K JOKYMEHTY BHU3a OGOPMIIICTCS CICAYIOIIUM
obOpazom:

3ameuaHus NPUJIararTCs

Cexperapp TeppuTopraibHO
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n3buparenbHoi komuccuu Ne 6
MOJIUCH WHUTIAATBI, (pamMims

Jara

3aMe4aHMsl ~ M3JAraroTCs HAa  OTHAEINBHOM  JIUCTE,  MOJIUCBHIBAIOTCS
Y IPWJIAratoTcs K JTOKyMEHTY.

JlormyckaeTcsi HOJIMCTHOE BU3UPOBAHNUE JOKYMEHTOB U MPHIIOKEHUN K HUM.

Ecnu noyiMHHUK JOKYMEHTA OCTAaeTCsl B TEPPUTOPHUATIBHON KOMHCCHH, BU3BI
IPOCTABIIAIOTCS B HIKHEM YacTh OOOpPOTHOW CTOPOHBI TMOCIIEJHEro JIMCTa
IOJUIMHHUKA JIOKYMEHTA.

JUIsi TOKyMEeHTa, MOMJIMHHUK KOTOPOTO OTHPABIISIIOT U3 TEPPUTOPUATBHOM
KOMHUCCHH, BU3bl IPOCTABIISIOTCS B HUYKHEN YAaCTH JHUIEBOM CTOPOHBI IMOCIEIHETO
JIMCTa KOIIMH OTIIPABISEMOT0 JOKYMEHTA.

3.5.20. Ileuyars.

Ileyatp  3aBepsieT MNOJJIMHHOCTh  MOJIMCH  JOJDKHOCTHOTO  JIMIA
Ha JOKYMEHTaX, YAOCTOBEPSIOIIMX MPEAYCMOTPEHHBIE IPABOBBIMU aKTaMH
MOJIHOMOYHSI JTOJDKHOCTHBIX JIML WM (PUKCUPYIOIIMX (DAKThI, CBSI3aHHBIE
C (uHAHCOBBHIMM  CpelICTBaMH, a TakKe€ Ha  HUHBIX  JIOKYMEHTax,
Ipe1yCMaTPUBAIOIINX 3aBEPEHUE MOAJIMHHOMN TOIMUCH.

[leyarp craBUTCS Ha CBOOOJHOM OT TEKCTa MECTE, HE 3axBaTbIBas
COOCTBEHHOPYYHOM MOAMMCHU JOJKHOCTHOrO Jinua. Iledath MOXeT 3axXBaThIBaTh
YacTh HAUMEHOBAHUS JOJKHOCTH JIMIA, TIOJMMCABIIETO JTOKYMEHT.

B nokyMeHTax, MOArOTOBJIEHHBIX HA OCHOBE YHU(ULHPOBAHHBIX (GOpM,
neyaTh CTaBUTCS B MecTe, 0003HaY€HHOM OTMETKON « MID» mnu uabiM 00pazom.

3.5.21. OTMeTKa 0 3aBEPEHNN KOTIHH.

JUist 3aBepeHHs] COOTBETCTBUSl KONHMHM JOKYMEHTA NOJJIUHHUKY HIXKE
pexkBusuta «lloamuch» mpocTaBisieTcss OTMETKA O 3aBEPEHUM  KOMUU —

3aBCPUTCIIbHAA HAIIIHNCh «BepHo», JOJDKHOCTh JIMOa, 3aBCPHUBIICIO KOIIMIO,
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ero COOCTBEHHOpYYHas MOJINUCH, pacurgppoBka NOJINUCH

Y J1aTa 3aBEPEHUsI, HAIIPUMED:
Bephno
[Ipencenarens TEpPpUTOPUAITBHON KOMUCCHU
MOJIITHUCH WHUTIAATBI, (pamMims
nara

JlommyckaeTcsi 3aBepsATh JTOKYMEHTBI OTMETKON «BepHo» mpocTaBieHreM
miTaMrna ¢ yKa3aHWeM — JOJDKHOCTM — JIMIa,  3aBEPUBIIETO  KOIMHUIO,
€ro COOCTBEHHOPYYHO! MOJIUCH, pacIIU(PPOBKU MOJMUCH U JaThl 3aBEPEHUSI.

B cmywasx, npeayCMOTpPEHHBIX  3aKOHOAATENbCTBOM  Poccuiickon
®enepaun 0 BbIOOpaxX M pedepeHayMax, MpH 3aBEPEHUU KOMHUU JOKyMEHTa
TaK)Ke MPOCTABIISIETCS BPEMS 3aBEPEHMUSL.

[Ipu mepechlIKe KOMHUHM JOKYMEHTa B JPyTrHe OpraHU3allMi WU BbIIaye
ee Ha PYKH 3aBEpUTENIbHASI HAIIUCH YIOCTOBEPSIETCA COOTBETCTBYIOIIECH M€YaThIO.

JIMCTBI MHOTOCTPAHMYHBIX KOMHA HYMEPYIOTCS, OTMETKa O 3aBEpPEHHU
KONUM  JIOTIONHSIETCA  yKa3aHWeM  KONWYecTBa JHMCTOB kommu  «Bcero
B KOMHWHU ___ JUCTOB». Ha KOMUAX MHOTrOCTpAaHUYHBIX JIOKYMEHTOB OTMETKa
O 3aBEpPEHHMH KOIMUU TPOCTABISIETCS HAa  KaXKIOM JIMCTE JOKyMEHTa
WIM Ha TOCIEAHEM JIUCTE MPOLIUTOrO0 WM CKPEIIEHHOTO HWHBIM 00pa3oM
JIOKYMEHTA.

3.5.22. OTmeTKa 00 UCTIOTHUTEIIE.

OtmeTka 00 WCHOJSHUTENE BKJIIOYAeT B ceOst (haMuiIni0, UM U OTYECTBO
(Ipy HAMMYKMKM) UCHOJHUTENS JOKYMEHTa U HOMEp €ro ciyxkeOHoro TtenedoHa
C KOJOM pervoHa (B cilydyae HallpaBji€HHUs JOKyMEHTa B aJpec HU30UpaTesbHBbIX
KOMHUCCHII MOXET YyKas3bpIBaTbcsi HoMep ciyxeOHoro Ttenepona ATCB).
OTMeTKy 00 MCIIOTHUTEIE PACTIoNaraloT Ha JIMIIEBON WM, MPU OTCYTCTBUU MECTa,
Ha OOOPOTHOHM CTOPOHE MOCIEIHEro JUCTa JOKYMEHTa B JIEBOM HIDKHEM YLy

mpudTom 10 MyHKTOB, HAITPUMED:
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3yb6apes Brnagumup Uibuu
(812) 356-85-31

3.5.23. OtMeTKa 00 UCTIOTHEHUU JTOKYMEHTA.

OtMmeTka 00 WCHOJHEHUH JOKYMEHTA W HAMNpPaBICHUU €ro B JIEJIO
MOTYT BKJIIOYAET CIJEAYIONIMEe JaHHbIC: KpaTKUE CBEACHHUS 00 HCIOIHEHUH
JIOKyMeHTa (IIpU OTCYTCTBUU JIOKYMEHTA, CBUJETEIbCTBYIOIIETO 00 UCIIOJHEHUHN ),
JaTy 1 HOMEP MMEIOIIErocs T0KyMeHTa 00 MCIOJIHEHHH, ciaoBa «B neno», Homep
nena, B KOTOpoM OyeT XpaHUThCA TIOKYMEHT, JaTy, MOANUCh (IIpu 0hOpMIICHUU
Ha OyMa)KHOM HOCHTEJIE) NpeIceaaTeNsl TEPPUTOPUATBHON KOMHCCHH.

3.5.24. UnentudukaTop IEKTPOHHON KOIMHMH JOKyMEHTa (KOJIOHTHUTYII).

Nnentuduxatop (Mms ¢aiisna Ha MAITMHOYUTAEMOM HOCHUTEJIE) 3JIEKTPOHHOM
KOMHUK JTOKYMEHTa (KOJOHTHUTYJ) MOKET MPOCTABIATHCA B JIEBOM YTy HUXKHETO
MOJIST KKJIOM CTpaHUIIbl JOKyMEHTa PU(GTOM § MyHKTOB, HAIPUMED:

K0305298

3.5.25 tpux-koxa (QR-kox) noKymMeHTa.
[Ipy wucnonp30BaHUM IITPUX-KOJAQ, €r0 CleayeT pa3MellaTb B MPaBOM
HIDKHEM yINly MepBoro Jjucra. Ecnm mecta HEOOCTAaTOYHO, JIOMYCKAaeTCs

Pa3MCIICHUC B IIPAaBOM BCPXHCM YIIY HJIK Ha APYT'OM CBO6OIIHOM MCCTC.

4. Opranu3anus padoThbl ¢ HCXOAAIMMU (OTHIPABJISIEMbIMHU)
TOKYMEHTAMU

4.1. Pabota ¢ oTmpaBiasieMbIMH (MCXOIAIIMMHU) W3 TEPPUTOPUATIHLHOM
KOMHCCUU JOKYMEHTAMH BKJIIOUAE€T UX PETUCTPALMIO, MPOBEPKY MPABUIBLHOCTHU
oopMIICHUS, B TOM YHUCJI€ HAJIWYUE TOJHOTO aJipeca M €ro TOYHOCTh, HAJU4He
MOJIMHHOW ToAMUCH (JJIsI DJIGKTPOHHOTO JOKYMEHTA — IMPOBEPKA TMOJJIUHHOCTH
AIICKTPOHHON TIOJAMMCH), JPYTUX HEOOXOAUMBIX JJIEMEHTOB O(hOPMIICHUS,
YKa3aHHbBIX PUJIOKEHUM, U OTIIPABKY.

4.2. Ucxopsmme JOKYMEHTHl IeYaTarTCs Ha OJlaHKaX yCTaHOBJIEHHOMU
dbopmbl, OQOPMISIFOTCS B  COOTBETCTBHHM C TOJOXKEHHsAIMU  MHCTpyKImn

u peructpupytores B [1J] unu apyrux perucTpaimoHHO-y4eTHBIX (hopMax.
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4.3. OtnpaBka JOKYMEHTOB u3 TEPPUTOPUATHHON KOMHUCCUU

OCYIIECTBIISIETCS. OpraHamu (eaepaibHON (PEeNbIbErepCKON WM  CIIEIUATBLHOM
CBSI3U, TIOYTOBOM, TenerpadHoOi CBs3blo, cpeiactBamu IIJI, mo kaHajmam
(baKkCUMUWIBHON CBSI3U, JIIEKTPOHHOM MOYTOM B ceTH MIHTEpHET Wiu HapOYHBIM.

4.4. Ilpn odopMiIeHHH OTHPABISAEMBIX (MCXOMASIINX) TMHCEM, B TOM YHUCIE
IIpU MOATOTOBKE MPOEKTOB IuceM cpeactBamu II/[, u TenerpaMm HCIOTHUTEND
YKa3bIBa€T TMOJHBIA TOYTOBBIM (BKJIIOYAsh MHAEKC) aJpec OpraHu3aluu
WJIU TPKJIaHWHA.

4.5. OtnpaBnsieMble  (MCXOASIIME)  JIOKYMEHTBI  MOTYT  TOTOBHTHCH,
COTJIACOBBIBATHCS M MOANUCHIBATHCS cpeactBamu [1/1.

HUcxopsmme mnucbMa HAOpaBiIsIOTCA 32  MOAINUCHIO  IpeacenaTens
TEPPUTOPUATILHOM KOMHUCCHUU, B €Tr0 OTCYTCTBHE —3a MOAMHUCHIO 3aMECTUTEIIS
npejceaaTenss WM WHOTO 4JIeHa TePPUTOPUATBLHON KOMMCCHU, HCIOIHSIOIIETO
00s3aHHOCTH  TpeJceaaTeNs, Ha  COOTBETCTBYIOIIEM  OJlaHKe  MHChMa
(Ipu MOJATOTOBKE UCXOASNIMX JTOKYMEHTOB cpenctBamu [1]] — cooTBETCTBYIOMIUX
AJIEKTPOHHBIX MA0JI0HAX OJAHKOB JOKYMEHTOB).

4.6. C ucnons3oBanueM I1J] uam Apyrux perucTpanioHHO-Y4YETHBIX (HOpM
JIOKYMEHTaM MPHUCBAUBACTCS UCXOASIIUNA HOMEp, KOTOPBIM COCTOMT M3 HMHJCKCA
JieJla IO HOMEHKJIAType A€l U TMOPSAKOBOIO HOMEpa JIOKYMEHTA, pa3desIeHHBIX
Kocor yeprToil. Mcxonmdmmii HOMEp yKa3bIBa€TCS TAKXKE Ha KOMHMHM JOKYMEHTA,
ocratouieiicss B gnene. Hymepamuss ucxoAsumx AOKYMEHTOB OCYHIECTBIIAETCS
B [IpeJIeNax KaJeHJapHOoTo roja.

[Ipu peructpanuu HCXOJAIIETO JOKYMEHTa B PErUCTPAllMOHHO-yUYETHOU
dbopme 00s3aTENIbHO YKa3bIBAIOTCS CIACAYIOIINE PEKBU3UTHI: AaHHBIE 00 agpecarte
(pamunms, umsi, oT4ecTBO (IPU HATUYKMHK) (PU3UUECKOTO JIMIIA WM HAMMEHOBaHHUE
OpraHu3alliy, KpaTKoe COACp)KaHHE JOKYMEHTa, HCIOJIHUTEIb JIOKYMEHTA,
€ro COMCIOJIHUTENIM, KEM OH IOJIHUCAH, & TAKXKE KOJIUYECTBO JUCTOB OCHOBHOTO

JAOKYMCHTA U JIMCTOB IIPUITOKCHUA, KOJTMYCCTBO 3K3CMILIAPOB, BUA OTIIPABKU.
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HpI/I perucrpanumn HCXOAAIICTO AJOKYMCHTA ACJIacTCA CBsI3Ka

C BXOJISIIIIUM JOKYMEHTOM Ha KOTOPBIH AaeTCsl OTBET (€CIU TAKOBOU UMEETCH).

4.7. OTnpaBka HUCXOIAIIMX AOKYMEHTOB cpeacTtBamu 1] ocymiecTtBusercs
JIUIIOM, UMEIOIITUM JOCTYM K padote ¢ T1]1.

WNHble NOKYMEHTBI MOTYT OBITh OTIIPaBICHBI OpraHamu (emepaabHOM
dbenpaberepckod WM  CHEeNMAIbHOM CBS3M WM TIOYTOM 10  yKa3aHUIO
MpeIcenaTeNsl TEPPUTOPUATIBHON KOMUCCHH.

4.8. Jlns nepenaun ucxopsiiero nokymenrta I1JI uimy 3J1eKTpOHHOM MOYTOM
B cetu IHTepHeT oTHpaBisieMbli JTOKYMEHT O(OpMIIIeTCS B COOTBETCTBUU
¢ TpeboBaHusiMH MHCTpYKIUH.

B cnyuae perucrpanuu nokymenta B [1/] Tekct nokymenrta B dopmare docx
i XIsx WM 30eKTpoHHBIA 00pa3 AokymeHTa B (opmarte pdf (mpu Hanuuuu
CKAaHUPYIOIIETO YCTPONCTBA) MPUCOCAUHSETCS K PETUCTPALIMOHHOW KapTOUKe
Y OCYLIECTBIISICTCS €ro OTIPAaBKa.

IIpn moaroroBke mAOKymMeHTOB cpeactBamu IIJ[ ¢ umcnons3oBaHueM
AJIEKTPOHHOM NOANMCHU II0CJIE€ TOANMCAHUS JOKYMEHThl MOI'YT aBTOMAaTHYECKU
peructpupoBatbcsi U HampaBisiTeess B LMK Poccumn, @I npu MUK Poccuwn,
PIHHOUT mpu LUK Poccuu, Cankrt-IleTepOyprckyto n3ouparesibHyr0 KOMHUCCHIO,
WHble u30uparenbHBIE KOMHCCHU CcyObekToB  Poccuiickoit  depeparum,
TEPPUTOPUATBHBIE KOMUCCHH.

4.9. Ilpu otmpaBke TenerpaMMmbl OoJiee YeM B YeThIpe agpeca 0hopMIIIeTCs
NOJJINHHUK, KOMUS U JIBa OHK3EMIUIApA NOAMNMCAHHOIO CIUCKA PaCChUIKU
C yKa3aHUEM TIOJHBIX TMOYTOBBIX (BKJIOYAs TOYTOBBIM WHIEKC) aJpecoB.
Ha tenerpad nepenaroTcs MOATUHHUK C OJHUM DK3EMIUIIPOM CIHCKA PACCHUIKU
M KONHS TEJNErpaMMBbl, KOTOpas C OTMETKOM O TIepeladye TeIerpaMmbl
BO3BPAIIAETCA B TEPPUTOPUAIBHYIO KOMUCCHUIO U BMECTE CO BTOPBIM 3K3EMILISIPOM
CITHCKA PACCBHUIKHU MOIIIUBACTCS B JIEJIO.

4.10. Ilpu ormpaBke muchbMa 0Oojiee YeM B YEThIpE ajJpeca COCTABIISETCS
CIIUCOK PACCBUIKM YCTaHOBJEHHOW (opmbl (mpmioxkenue Ne 6), KOTOpBIH

MMOAIMCBIBACTCA IMPCACCAATCIICM, B €TI0 OTCYTCTBUC — 3aMCCTUTCIJICM IIPCACCIATCIIA
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HWJIN HUHBIM YJICHOM TeppI/ITOpI/IaHBHOfI KOMHUCCHUH, HCIIOJHAIOIMINM 00s13aHHOCTHU

npeacenarTens TEeppUTOpUanbHOM Komuccnu. Ilocne perucrpaumm mUcbMO
TUPAXHUPYETCS B HEOOXOJMMOM KOJMYECTBE U oOTmpasisiercs. [Ipu moarortoske,
COTJIACOBAHUM U MOJNHUCAHUU MHCEM cpenctBaMu [IJ[ CriMCOK pacChUIKM Takke
rotoButcs cpeacreamu /1.

Eciu mucbmMo wnu TenerpamMma HarpaBisieTcss He 0oJjiee 4eM B UeThIpe
aapeca, TO IMOANUCHIBACTCS KaXKIbIN DK3EMILILAP.

4.11. OTnpaBka AOKYMEHTOB IPOU3BOJAUTCS €XKEIHEBHO B 4Yachl pabOThI
TEPPUTOPUATBHON KOMUCCHH, KPOME BBIXOJHBIX U HEPAOOUMX MPa3THUYHBIX JTHEH.

OtnpaBka HCXOIAIIMX JTOKYMEHTOB TMOCJIE OKOHYaHUs pabodero Hs,
B BBIXOJHBIE W Hepabouue TMpa3HUYHBIE JIHU, B TEPUOJ MOATOTOBKHU
U TpOBEACHUS W30MpATEIbHBIX KaMIIAHUWA OCYLIECTBISIETCS IO YKa3aHUIO
npejacenareiass TEPPUTOPUATBHOM KOMHUCCUU JIMOO B COOTBETCTBHM C PELICHUEM
TEPPUTOPUAIIBHOU KOMUCCHH.

4.12. JIOKyMEHTBI C OTMETKOM O CPOYHOCTH JIOCTaBKH «BecpMa cpodHO»
u «CpouHo» 0hOpMIIIOTCS HE3aMEMIUTEIBLHO, MOTYT OTIPABIATHCS CPEACTBAMU
[T/1, mo xaHanaM (paxCHUMUIILHOM CBSI3U, AJEKTPOHHOM MOYTOM B cetu MHTEpHer,
HapOYHBIM W/WIIM MEepeaaBaThcs B OTIAET (eNbAbEerepcKoil WK CIIeMAIbHON CBA3U
JUISL JIOCTaBKM B TIEPBYIO O4Yepellb B COOTBETCTBMM C TpadMKOM MapuIpyTOB
dbenbanerepei.

4.13. JlokymeHTbl 0€3 OTMETOK O(QOPMIISIOTCS IO Mepe MMOCTYIUICHUS
U MOTYT OTIpaBIsAThCA cpeacTBamu [1Jl w/mim mepemaBaThCs B OTAEN JOCTABKU
benpaberepckod WM CHEUAIBHOW CBSI3M, TIA€ OTIPABKA OCYIIECTBIISIETCS
B COOTBETCTBHUU C TPaUKOM BBIOTHEHUS MapIIPyTOB B ONTUMAJILHBIE CPOKHU.

4.14. JlIokyMEeHTBI, HampaBisieMble TpaXAaHaM IO IIOYTOBOMY azpecy,
yKa3aHHOMY UMH B OOpalllEeHUH, OTIIPABISIOTCS YEpe3 MOYTOBOE OTJIEJICHUE CBSI3U
MPOCTHIMU MOYTOBBIMH OTIIPABIICHUSIMU WJIU 3aKa3HBIMU MTUCbMaMHU.

4.15. JlokyMeHThI, TepenaBaeMble MO KaHajdaM (haKCUMUIIBHOW CBSI3H,

PETUCTPUPYIOTCA B IOPAAKE, YCTAHOBIICHHOM JIJIA UCXOAAIMIUX JOKYMCHTOB.
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4.16. Vcxonsuire TOKYMEHTHI, O(pOpMIIEHHBIE C HapylIEHUEM TPeOOBAHMIA

NHCTpyKMu, K OTHpaBKE HE NPUHUMAIOTCA W BO3BPALIAIOTCS HMCIIOJIHUTEIAM
Ha a0paboTKy. KoppecnonaeHuus HeciaykeOHOro XapakTepa, B TOM YHUCIIE JTUYHAs
KOPPECIIOHAEHIMS, K OTIPABKE HE IPUHUMAETCS.

4.17. Komuu uUCXOAAIUX JOKyMEHTOB, O(OPMIIEHHBIX Ha OyMakKHOM
HOCHUTEJIC, IIOMEIIAIOTCS B JEJIO B COOTBETCTBUM C HOMEHKIATYypOH Jel

TEPPUTOPUAITBHON KOMUCCHH.

5. Oco0enHOCTH PadOTHI € JJIEKTPOHHBIMHU JOKYMEHTAMU
(ocymecTBiieHHe padoThl ¢ jokymenTamu B I1/1)

5.1. DNIeKTpOHHBIE JOKYMEHTHI SIBIAIOTCA O(UIMATBHBIMU JIOKYMEHTaAMHU.
DneKTpOHHBIEC JOKYMEHTBI CO3/1al0TCs, 00padaThiBatoTcs U Xpausarces B [1]1.

5.2. DNEKTPOHHBIA JOKYMEHT JIOJDKeH ObITh odopmiieH 1o o0mum
npaBWJiaM  JICJIONIPOM3BOJICTBA W HUMETh  PEKBU3HUTHI,  YCTAHOBJICHHBIC
JUTSl aHAJIOTMYHOTO JJOKYMEHTa Ha OyMa>KHOM HOCHUTEJE.

5.3.B  TteppuropuanibHON  KOMHCCHUU  HUCIHOJB3YIOTCS  BJIEKTPOHHBIE
JIOKYMEHTBI, a TakKe DOJIEKTPOHHbIE O00pa3bl JOKYMEHTOB, IOJyYCHHbBIC
B pe3yJibTaTe CKAHUPOBAHUS JOKYMEHTOB Ha OYMa)KHOM HOCHUTEJIE M XPaHSIIHECs
B I1JI.

5.4.1n TOATBEPkKACHUS TMOJJIUHHOCTA TMpPU Mepenade >SICKTPOHHBIX
JIOKYMEHTOB B JIpyTH€ TOCYJapCTBEHHBIE OpraHbl, OpraHbl MyOJMYHOU BIACTU
dbenepanpHoit Tepputopun «CUpPUYC», OpraHbl MECTHOIO CaMOYIPAaBJICHUS,
OpraHu3alvsIM U TPaKIaHaM JOKYMEHTBHI 3aBEPSAIOTCS BJEKTPOHHOM MOIINHUCHIO
JIOJDKHOCTHOTO JIUIIA TEPPUTOPUATBHOM KOMHCCHM, TOAMUCABIIETO JOKYMEHT,
B cootBeTcTBUM ¢ DenepanbHbiM 3akoHOM oT 06 ampenst 2011 roma Ne 63-03
«O0 >7IeKTPOHHOM TTOITHCHY.

5.5.1lpu 00paboTke, pPacCMOTPEHHH, COIJIACOBAaHUM U  TOJNUCAHUU
AJIEKTPOHHBIX JOKYMEHTOB B [IJ[ BO BHyTpeHHEM JTOKyMEHTOOOOPOTE MOTYT
WCIIOJB30BaThCA  CIMOCOOBI  TMOATBEPXKACHUS  JEUCTBUH C  DJIEKTPOHHBIMU
JOKYMEHTaMH, TPH KOTOPBIX OJEKTPOHHAS TMOJNKUCh HE HCIHOJIB3YETCH.

Nnentudukanms TOJDKHOCTHOTO JIHUIA MPOW3BOAUTCS IO €ro y4YeTHOH 3amucH
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B HI[ 00 MOXKET HCIIOJIb30BaThCS ImpocTrad JBJICKTPOHHAsA  IIOAIIHCh.

Takxxe mpocrasi SIEKTPOHHAS MOJIMKUCh MOXKET MCHOJIb30BATHCS MPU HAMPABICHUU
anekTpoHHBIX JokymMeHTOB B IIMK Poccun, ®UU npu IIUK Poccuu, PLIOUT
npu [IUK Poccun, Cankr-lIletepOyprckyto u30UpaTesbHYyl0  KOMHCCHIO,
n30upaTeabHbIe KOMHCCHH CyOBEKTOB Poccuiickoi ®denepanuu,
TEPPUTOPHUAIBHBIE KOMUCCHH.

5.6. CocraBneHue, opOPMIICHHE U COIJIACOBAHUE TMPOEKTOB AJIEKTPOHHBIX
JIOKYMEHTOB ~ OCYIIECTBJISIETCS 1O OOIMM TpaBWjaM  JIeJTONPOU3BOJICTBA,
YCTAaHOBJICHHBIM B OTHOILIECHWU AHAJIOTMYHBIX JIOKYMEHTOB Ha OyMa)kKHOM
HOCHUTEJIE.

5.7. IlepeueHb NOKYMEHTOB, CO3/1aBA€MbIX, XPAaHHUMBIX H HCIOJb3YEMBIX
UCKJIIOYUTEILHO B (OpMe  DJIEKTPOHHBIX  JIOKYMEHTOB,  OIpeAessieTcs
HOMEHKJIATYpPOH JIETT.

5.8.IlppueMm u OTHOpaBKa »BJIEKTPOHHBIX JTOKYMEHTOB OCYIIECTBISIOTCS
JIOJDKHOCTHBIM  JIMIIOM, HMEIOIIUM JocTynn K pabore c IIJI, Takxke Moxer
OCYILECTBIISITECA aBTOMATUYECKasi OTIPABKA JIOKYMEHTOB, MOJAMKUCAHHBIX MPOCTOMN
anekTpoHHOM  moamuchto  cpeactBamu  [[JI B MK  Poccumn, OIU
npu I[MUK Poccun, PIHHOUT npu IIHUK Poccuu, Cankr-IletepOyprckyto
n30UpaTeIbHYI0 KOMHCCHIO, M30MpaTelibHble KOMUCCUU CYOBeKTOB Poccuiickoi
denepaluu, TEPPUTOPHUATIEHBIC KOMUCCHUU.

5.9.1lpu mnonydyeHuu SAEKTpoHHbIX JokyMeHTOB u3 [[UK Poccun,
OIU mpu UK Poccuun, PLHOUT npu LUK Poccum, Cankrt-IlerepOyprckoit
n30MpaTeNbHOM KOMHUCCUHU, HM30MpATENbHBIX KOMHUCCUU CcyOBeKkTOB Poccuiickoit
denepaniv, TEPPUTOPHUAIBHBIX  KOMHCCHM,  IIOJMUCAHHBIX  3JECKTPOHHOMN
MOAMUCHI0, OCYIIECTBIIACTCSI TPOBEPKA JCHCTBUTEIBHOCTH 3JIEKTPOHHOM MOIUCH
cpencramu I1/1.

5.10. Ilpu BKJIIOYEHUU OHIEKTPOHHBIX JHOKyMeHTOB B I[IJl dopmupyrorcs
perucTpaloOHHO-yUYETHBIC JAaHHBIE O JIOKYMEHTE, 00eCIeunBaloOIue yIpaBlIeHUE
JIOKYMEHTOM, B TOM YHCJI€ €r0 MOUCK, JOCTYMN K JTOKYMEHTY, KOHTPOJIb, XpPaHEHUE

U ucnojb3oBanue (mpuoxenne Ne 7).
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5.11.1Ipu  mepemaue  MOCTYNMUBIIMX  AJIEKTPOHHBIX  JIOKYMEHTOB

Ha PAcCMOTPEHHUE, HAIPaBICHUM 3JIEKTPOHHBIX JOKYMEHTOB HCIOJHUTEISAM,
OTHPABKE U XPAHEHUU JJIEKTPOHHBIX JOKYMEHTOB BMECTE€ C HUMH MEPEIAIOTCS
(HampaBJIAIOTCS, XPAHATCA) UX PETUCTPALIMOHHBIC JIAHHBIE.

5.12. Enununeil yyera 3JIEKTPOHHOTO JOKYMEHTa SIBJIIETCS SJEKTPOHHBIN
JIOKYMEHT, 3aperucTpupoBaHHbii B [1]1.

DONEeKTpOHHBIE JOKYMEHTBHI, HMEIOIIME NPWIOKEHUS, PErHCTPUPYIOTCS
Y YUYHUTHIBAIOTCS KAK OJIMH IOKYMEHT.

5.13. DnekTpoHHbIE JAOKYMEHTHl (POPMUPYIOTCS B Jiela B COOTBETCTBUU
C HOMEHKJIATypO#l JeJl TEpPUTOPUATLHON KOMUCCUU U UHIEKCUPYIOTCS B MOPSAKE,
YCTAaHOBJICHHOM B OTHOILIEHUU JEJI, COCTABJICHHBIX U3 JJOKYMEHTOB Ha OyMa)KHOM
HOCHUTETIE.

[Ipn cocTaBiieHMM HOMEHKJIATYPBI J€J YKa3bIBAETCSA, YTO JEJIO0 BEHETCSH
B JJIEKTPOHHOW (opme, 4YTO OTMEuaeTcsi B 3arojioBKe Jeia wid B Tpade
«ITpumeuanue», Hanpumep:

[ToctanoBnenuss llentpanpHOit u30OMpaTenbHOM Komuccuu Poccuiickoit
®enepannn. Konuu. DneKTpoOHHBIE JOKYMEHTBHI.

5.14. DneKTpOHHbIE JTOKYMEHTBI IOCIA€ WX UCIOJIHEHUS  MOJJIexkaT
XPAaHEHUI0 B YCTAHOBJIEHHOM IIOPSAKE B TEYEHHE CPOKOB, MPETYCMOTPEHHBIX
JUTSL aHAJIOTMYHBIX TOKYMEHTOB Ha OyMa)XHOM HOCHUTETIE.

5.15. Mecto XpaHEHHUsI DJJIEKTPOHHBIX JOKYMEHTOB JO UX IMepeaayu
Ha apXWBHOE XpaHEHWE, BHUJ HOCHUTENEH, Ha KOTOPBIX OHU XpaHATCS, (OpMaThi
UX TIOCTOSSHHOTO M JOJITOBPEMEHHOTO XPAHEHHSI ONPEACIAIOTCS C Y4YETOM
UCIOJB3YEMBIX B TEPPUTOPHAIBHOM KOMHUCCHM MPOrPaMMHO-TEXHUYECKHUX
CPEICTB, HOPMATHUBHBIX AaKTOB M METOJAMYECKMX JOKyMEeHTOB Pocapxusa,
ApxuBHoro komuteta Cankt-IlerepOypra.

5.16. DkcriepTu3a LEHHOCTH AJIEKTPOHHBIX JTOKYMEHTOB OCYLIECTBISETCS
B 00IlEM MOpSAKE, YCTAHOBJIEHHOM B OTHOILIEHWU JOKYMEHTOB Ha OyMa)KHOM

HOCHUTCIIC.
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5.17.1locne  ucTeyeHUsT CpOKa, YCTAHOBIEHHOTO  JJisi  XpaHEHUs

ANEKTPOHHBIX €A (MEKTPOHHBIX JOKYMEHTOB), OHHM TMOJJIEKAT YHUUYTOKECHUIO
C COCTaBJICHUEM aKTa YCTaHOBJIECHHOU (popMbl (mpusoxkenue Ne 16).

5.18. DneKTpOoHHBIE JOKYMEHTHI, MOJICKAIIUE JIUTCIBHOMY XPaHCHHUIO,
MIEPEIAOTCSl HA apXWBHOE XPAHECHHE IO OMHCAM C OPOpPMIICHHEM aKTa MpUeMa-

nepeaadu 3JCKTPOHHBIX TOKYMCHTOB HAa dAPpXUBHOC XPAaHCHUC.

6. Oco0enHocTH padOTHI ¢ OOPALIEHUAMY I'PAKIAH.
Opranuzanus JUYHOTO MpHeMa rPaskaaH

6.1. Opranuzaiuss paboThl ¢ OOpalIEHUAMH TPAKJIaH OCYIIECTBISACTCS
B COOTBETCTBUU C pazzesnioM 2 MHCTpyKIMHU ¢ y4eTOM OCOOCHHOCTEH, YKa3aHHBIX
B JJAHHOM pa3Jierie.

6.2. OOpaleHus B TEPPUTOPUATHHYI0 KOMUCCHUIO MOTYT ObITh HaIlpaBJICHBI
B MMUCbMEHHOMU (hopme, a Takke B GopMe PIEKTPOHHOTO TOKYMEHTA.

6.3. OOpamienue B (opMe DJIEKTPOHHOTO JOKYMEHTa HalpaBJisieTCs
C HCIOJb30BaHHWEM CTpaHuilbl oduiuanbHoro caita Cankt-IleTepOyprekoit
n30MpaTebHOM KOMUCCUU B ceTU VIHTepHeT, npeHa3HauYeHHOM /ISl HallpaBIeHUs
oOpallleHuii B TEPPUTOPUAIBHYI0 KOMHUCCHUIO (J1ajiee — JIeKTpoHHas (dopma
oOpareHui).

Hanpasnenue  oOpamenuit B ¢dopmMe  BJIEKTPOHHOIO  JIOKYMEHTa
B TEPPUTOPHAIBHYIO KOMHCCHIO  OCYIIECTBIAETCS TMOCIAE  MPOXOKICHUS
3asiBUTEIEM HJICHTU(DHUKAIMA W ayTeHTU(HKAIMKM TOCPEACTBOM (eaeparbHOM
rocyJ1lapCTBEHHOUM MH(pOpMaIIMOHHOM crucTeMbl «EnnHas cuctema uieHTuUuKauu
u ayTeHTUUKAMKM B UHPpACTpyKType, obecmeuuBaroiieii WHOOpMAIMOHHO-
TEXHOJIOTHYECKOE B3aWMOJCHCTBHE WH(POPMAIMOHHBIX CHCTEM, HCIIOIb3YEMBIX
JUTSL TIPEAOCTABIICHUS TOCYAAPCTBCHHBIX M MYHHUITUIIATBHBIX YCIYT B AJICKTPOHHOMN
dbopme».

DnexTpoHHas ¢opma oOpalleHui JOHKHA MpelycMaTpuBaTh 3aroJHEHUE
ajpeca SJICKTPOHHOW TMOYTHI, Ha KOTOPHIA JIOJDKEH OBITh HANpaBiICH OTBET

Ha O6paHICHI/Ie, CIICOMUaJIbHOI'O II0JIA OJIs1 BBOJA TCKCTA 06paIHGHI/I}I, COACPIKALICTO
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€ro CyTb, BO3BMOXXHOCTb IIPHUITOKCHUA NJOKYMCHTOB N MAaTCPHAJIOB B BJIGKTpOHHOfI

dbopMe, MOATBEPKAAIOIINX JOBOABI OOPAIIEHUS, a TAKXKE MOXKET MPeyCMaTPUBATh
BO3MOXXHOCTh ~ yKa3aHUsl JONOJIHUTEIbHBIX CBEICHUN, YTOUHSIOIMIMX CYTb
oOparreHus.

6.4. Conepykamiyiecss B HAaMpaBICHHBIX B (OPME DIIEKTPOHHOTO JOKyMEHTa
oOpallleHUsIX CBEACHHUSA, a TaKKe IpuiaraeMple marepuanbl (IpU HaJIU4WN)
BBoAsATcs B [IJ[ 5nmubGo B gApyrue perucTpalroHHO-ydeTHbie (opmbl. BBon
CBEJICHUM, COJEpPIKAIMXCSl B HAlpPaBICHHBIX B (POPME FIEKTPOHHOIO JOKYMEHTa
oOpallleHusIX, MpUIaraéMblX MaTepUaloB M HX PEruCTpalysi OCYLIECTBIISIOTCS
HE MO3[HEee TpeX pabdouyux JHEH CO JIHA HANpaBlICHUS OOpallleHHs, a B MEPHOL
IPOBEJCHUS  COOTBETCTBYIOIIMX  M30MpATEIbHBIX  KaMIlaHUM,  KaMIlaHUH
pedepeHaymMa 1O BOIpOcaM MOATOTOBKM M TPOBEACHHS OSTUX BBIOOPOB,
pedbepennyma 1o  oOpalleHusIM,  HalpaBJIECHHBIM 0  YCTaHOBJIEHUSA
TEPPUTOPUAIBHON KOMHCCHEW HTOTOB TOJIOCOBAHMSI, OMPEICIICHUS PE3YyJIbTaTOB
BBIOOpOB, pedepeHayMa — B JI€Hb HallpaBieHUs oOpalleHus JuU00 HE MO3THEe
Clleylolero paboyero JOHA B COOTBETCTBUM C  TIpauKOM  paboOThI
TEPPUTOPUAIIBHON KOMHUCCUH, C YUETOM CPOKOB PACCMOTPEHHSI COOTBETCTBYIOIIMX
oOpalleHHii, YCTaHOBJIEHHBIX 3aKOHOJATEILCTBOM O BbIOOpax U pedepeHayMax.
Perucrtpanus oOpaiiieHui, HarpaBJIEHHBIX B TEPPUTOPHATIbEHBIE KOMUCCUU B (hopMe
ANIEKTPOHHOTO JOKYMEHTa, MOXET OCYIIECTBIATHCS C HcCHoib3oBanueM [1]]
aubo0 ¢ HCMHOJb30BAaHUEM JAPYTUX PErucTpalMoHHO-y4eTHbIX ¢opM. [locne
OCYILIECTBJICHUS! YKa3aHHbBIX JEHUCTBUN OOpalleHue CUMTaeTCs] MOCTYHNUBLINM
B TEPPUTOPHUAIBHYIO KOMHUCCHIO.

OOpamienust B NMUCbMEHHOW (opMe, MOCTYNHUBIIKE B TEPPUTOPUATIBHYIO
KOMHUCCHIO, PETUCTPUPYIOTCA MpeacenaTeneM (CeKpeTapeM) TeppUTOPHAIbHON
KOMUCCUM WM  paOOTHUKOM  ammapaTa, OTBETCTBEHHBIM 32  BEJICHUE
JeNIONpOou3BOACTBa ¢ ucnoib3oBaHueM I/l aubo ¢ wucmonb30BaHHEM JIPYTHX
PEruCTPallMOHHO-YUYETHBIX (OpM HE TNO3JHEE Tpex pabdouux [OHEW Cco JHA
NOCTYIUIEHUsI OOpalieHus, a B T[EpUOJl MPOBEIEHUS COOTBETCTBYIOIIUX

n30UpaTeNbHBIX  KaMIIAHWW, KaMIlaHuid pedepeHayMa 10  YCTaHOBIICHUS
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TeppI/ITOpI/IaHBHOfI KOMHCCHEH HTOTOB roJoCoBaHus, OIPCACICHUA PE3YJILTATOB

BbIOOPOB, pedepeHaymMa —B JeHb MOCTYIUIEHHsS OOpalieHusi JuO0 He MO3JHee
CJIeIyIoiero padodero JHA B COOTBETCTBHM C TpadukoM pabOThl KOMHUCCHUH,
C YYETOM CPOKOB PACCMOTPEHUSI COOTBETCTBYIOIIMX OOpaIeHHM, YCTaHOBICHHBIX
3aKOHO/IaTEJIHLCTBOM O BBIOOpax U pedepeHaymax.

OOpaiieHrs, TMOCTYNHUBIIME B TEPPUTOPUAIBHYIO KOMHCCHUIO, MOTYT
PErHCTPUPOBATHCS B YCTAHOBJICHHBIE BBIIIE CPOKH OTAEIBHO OT APYTHMX BHJIOB
JIOKYMEHTOB.

6.5. B cinydae peructpanuu obOpamenus B IIJI, IOIKHOCTHBIM JHUIIOM,
UMEINUM JocTyn K padote ¢ [1/], 3anonHsroTcss He0OX0IUMBbIE MOJS BO BKJIAJKE
«O6pamenue» I1/] B 3aBucMMOCTH OT MMeIelcs HHOpPMALUKU B OOpaleHUH
HE TO3qHee Tpex pabouyux JHEW €O JHS perucrpauuu  oOpamieHus
B TEPPUTOPUATIBLHOM KOMHUCCMM M B TE€YEHUE OJHOro paboyero JHSA CO JHS
NOCTYIUIEHUs1 0OpallleHus: IO BOIIPOCaM MPOBOJIUMBIX N30MPATEIbHBIX KAMIAHHI.

6.6. [Ipn BCKpBITHMM KOHBEPTOB, COJAEpKAIIUX OOpallleHUs] B MUCbMEHHOM
dopme, mpoBepsieTcss Haiauuume Bcex BiokeHud. KoHBepT —00s3aTenbHO
COXpaHsETC.

OOGpamienuss B NHUCbMEHHOW (opMe, cojepKallue B aJpecHOM YacTu
noMeTKy «JInuHo», paccmaTpuBaloTCsi B 00IIEM IMOPSAKE B COOTBETCTBUU
¢ UucTpykumei.

[Ipu  peructparuu  TOBTOPHBIX  OOpalleHUd UM  TPUCBAUBACTCA
OUEPEHOW PETUCTPAIIMOHHBIH HOMEp, B PErHUCTPAllMOHHO-YYETHOH (opme
nenaercsi orMmetrka «lloBTopHo», a mpu wucnonb3zoBanuu IIJ] ocymectBisercs
cesspiBaHne ¢ PYK mo mnepBuuHbiM oOpamieHusiM, Npd HEOOXOIUMOCTH
opopmiicHUST Ha OyMa)XHOM HOCHUTENE K OOpalleHUI0 MPUKIIAIBIBAIOTCS
nono6pannsle PYK no nepBUuYHBIM 00pallieHUsIM.

Ecnu obparienne nocTynusao OT KOJUIEKTHBA TPaskKJaH, TO MPH PETUCTPaALluU
B PErHCTPALlMOHHO-YYETHOU (popme cTaBUTCS OTMETKA «KOJIEKTUBHOE.

6.7. IIpu ocymecTBiaeHun peructpauuu cpencrsamu [IJ[ Ha nwuneBoit

CTOPOHC TICPBOIO JIMCTA 3apCTUCTPUPOBAHHOI'O JTOKYMCHTA Ha 6YMa)KHOM



41
HOCHUTCIIC, KakK ImpaBulIo, B IIpaBOM HUKHEM yrily IMPOCTaBIIAACTCA

PEerucTpalMOHHBIN HOMEP M Jara, a TakKXKe IITPUX-KOX C YKa3aHUEM
HaNMEHOBAHHUsI OpraHU3aluu.

Ecnu mpocTtaBieHHe perucTpallMOHHOIO HOMEpA 3aTPyAHSET MPOUYTEHUE
TEKCTa JOKYMEHTa, B TaKOM CiIy4ae BXOIMIIMHA HOMEpP IPOCTABIACTCA
B CBOOOJHOM OT TEKCTa YIJIy Ha JIMIIEBOM CTOPOHE MEPBOrO JIMCTA JIOKYMEHTA,
a IITPUX-KOJ MTPOCTABISAETCS NPU HAIMYUHA TEXHUYECKON BO3MOKHOCTH.

[Ipr oOCymIECTBIEHMH PETUCTPALMU B APYroil PErucTpalliOHHO-yYETHOU
dbopMe pEerucTpalMoOHHBIA IITAMII, COCTOSIIMH U3 MOPSAKOBOTO HOMEpa
oOpalieHusi W JaThl PErHCTpallMd, CTABUTCS, KaK MPaBUJIO, HA TEPBOM JIHCTE
oOpallieHus B IPaBOM HIKHEM YTy WM HAa CBOOOJHOM OT TEKCTa MECTE.

Hymepanuss mnocTynuBIIMX OOpamieHud OCYILIECTBISIETCS B Ipenenax
KJIEHIAPHOTO rofa.

6.8. 3aperucTpupoBaHHbIe OOpallleHHUs] pacCMaTpUBAIOTCS B COOTBETCTBUU
C IOPSAZIKOM, ONIPEAEICHHBIM pa3iesioM 2 MHCTpyKIuu.

6.9. OOpaiieHusi, aapecOBaHHbIE YJI€HAM TEPPUTOPUATIBLHOW KOMHCCHUH,
PETUCTPUPYIOTCSA, TOKJIAABIBAIOTCA U IEPEJAIOTCA B COOTBETCTBUHM C IOPSAIKOM,
YCTaHOBJIIEHHBIM MHCTpyKIMEN.

OOpamieHust  pacCMaTpUBAIOTCS B COOTBETCTBMM C  YKa3aHHUSIMHU
[0 HCHOJHEHHWID JIOKYMEHTa MPEACENaTesiss TEePPUTOPUAIIBHOW KOMHCCUHU
B MOPSIIKE, YCTAHOBJIEHHOM 3aKOHOAATeNIbCTBOM Poccuiickont denepanuu.

6.10. OOpamienusi, conepKalire BOMPOCHI, pelIeHne KOTOPHIX HE OTHOCUTCS
K KOMIIETEHIIMM TEPPUTOPUAIBHOM KOMMCCHUH, IOKJIAIBIBAIOTCS MPEACEAATENIO
TEPPUTOPUAIBHON KOMHUCCHM M II0 €r0 YKa3aHWIO II0 WCIIOJHEHUIO JOKYMEHTa
B CpPOKH, YCTAHOBJICHHBIE 3aKOHOJATEILCTBOM O BbIOOpax U pedepeHaymax,
HalpaBJSIIOTC € CONPOBOJAWTENIBHBIM ~ IIMCBMOM 32  €r0  IMOJIHUCHIO
B COOTBETCTBYIOIIMM OpraH WIM COOTBETCTBYIOUIEMY JOJDKHOCTHOMY JIWILY,
K KOMIIETEHIIMM KOTOPBIX OTHOCHUTCSI PEIIECHHE TIOCTAaBJIEHHBIX B OOpalieHun

BOIIPOCOB, C  yBEAOMJIGHMEM  TpaxJaH,  HAmpaBUBIIUX  oOparieHus,
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0 mepeaapecalu oOpanieHuil. B conmpoBOaWUTEILHOM MNUCHME OrOBapUBAETCS

MOPSAZIOK HAMPaBJICHUS OTBETA aBTOPY OOpalleHusI.

Ecnu pemienne mMocTaBiIeHHBIX B OOpallleHMH BOIPOCOB OTHOCUTCSA
K KOMIIETCHIIMM HECKOJIbKUX TOCY/IapCTBEHHBIX OPraHOB, OPraHOB MECTHOTO
CaMOYMPAaBJIEHUS UM COOTBETCTBYIOIIMX JIOJDKHOCTHBIX JIMII, KOMHUS OOpaIieHHs
HaIpaBJsieTCsI B COOTBETCTBYIOIIME  OpraHbl  WUJIM  COOTBETCTBYIOIIUM
JOJDKHOCTHBIM JIMI]AM B CPOKH, YCTaHOBJICHHBIE 3aKOHOJATEIBCTBOM O BbIOOpax
U pedepeHaymax.

6.11. 3anpemaercs  HampaBisATh  OOpallleHHWe  Ha  PacCMOTpPEHHUE
B FOCYJapCTBEHHBIN OpPraH, OpraH MECTHOTO CaMOYTPABIICHUS WU JOJKHOCTHOMY
JUIly, pemieHue wid - JedctBue  (0e3efCcTBHE)  KOTOPBIX — O0XKaiyeTcs,
3a MCKJIIOYEHHEM CJIy4YaeB, YKa3aHHbIX B IyHKTe 6 crarbu 75 denepanbHOrO
3aKOHA 00 OCHOBHBIX FapaHTHIX WU30HpATEIbHBIX IIPAB.

6.12. Ecnm B COOTBETCTBUM C 3alpPeTOM, YKa3aHHbIM B mojpaszzaene 6.11
WHCTpyKIIMM, HEBO3MOXKHO  HANpaBUTh  OOpalieHWE Ha  PacCMOTPEHHUE
B FOCYJapCTBEHHBIN OPIraH, OpraH MECTHOTO CaMOYIIPABIICHUS WU JOJKHOCTHOMY
JUIY, B KOMIIETEHIIUIO KOTOPBIX BXOJUT pEILICHHE MOCTaBJICHHBIX B 0OpallleHun
BOIIPOCOB, OOpaIlleHUe BO3BpallaeTCsl TPaXJAaHUHY C Pa3bsICHEHMEM €ro IpaBa
00aJloBaTh COOTBETCTBYIOILLIEE pEIIEHWE WM JACWCTBUE B YCTAaHOBJIEHHOM
MOPSJIKE B CY/I.

6.13. OOpamienusi, TOCTYNMBIIME B  TEPPUTOPUATBLHYIO  KOMHCCHIO,
paccMaTpuBalOTCS B CPOKH, YCTaHOBJIEHHBIE 3aKOHOIATEIBLCTBOM O BbIOOpax
U pedepeHaymMax, ¢ YYEeTOM OCOOEHHOCTEW, yKa3aHHBIX B mogpazgenax 10.5
u 10.6 Nuctpykuum.

Eciu  HeoOXoauMO  IPOJJIMTH  CPOK  PAacCMOTPEHHUs  OOpalleHus,
UCIIOJIHUTENb HE TMO3/HEE YeM 3a OAMH JACHb JO0 MCTEUYEHHUs CPOKa MOJTOTOBKH
OTBETa TNPEACTABISIET MpelaceAareNto OOBSCHEHHEe, MO0 KAaKOW MpUYMHE
HEBO3MOKHO JIaTh OTBET B YCTAHOBJIEHHBI CpOK. MakcuMaiabHOE MpOJIJIEHUE
CpOKa UCHOJHEHHsI 0OpalleHHs] He JOJKHO MPEBBIIATh YCTAHOBIEHHBIX 3aKOHOM

CPOKOB PaCCMOTPEHUS OOpAIICHHS.
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3asiBUTEIIIO HampaBJIEICTCA YBECAOMIICHHUC O IIPOJJICHUM CPOKA PAaCCMOTPCHUA

ero oOparieHus.

OOpaiiieHrs, Ha KOTOpbIE JAOTCS MPOMEKYTOUHBIE OTBETHI, C KOHTPOJIS
HE CHUMAIOTCS.

6.14.B cnydyae MOCTYIJIEHUST B TEPPUTOPUATBLHYIO  KOMUCCHIO
B YCTAaHOBJICHHOM TOPSJIKE 3alpoca rocyAapCTBEHHOTO OpraHa, opraHa MECTHOTO
CaMOYMpaBJIEHUS WM JOJHDKHOCTHOTO JIMIIA, PAacCMaTPUBAIOIIMX oOOpalieHue,
JIOKYMEHThl W Marepuaybl, HEOOXOJIMMBbIC I pPacCMOTpPEHHUs OOpalieHus,
MIPEICTABIISIOTCS B CPOK, YKa3aHHBIM B 3alpoce WM MHOW CPOK, YCTAHOBJICHHBIN
JEHCTBYIONINM 3aKOHO/IaTEIHCTBOM.

6.15. B oOpatenun q0JKHBI OBITh YKa3aHbl aMuiusi, UMs, OTYECTBO (TIpU
HAJTMYHN) 3asIBUTENS (71 3assBUTEINICH, HE SBJSIOMUXCS (HPU3UYCCKUMU JIIIAMH, —
HauMeHoBaHue). B oOpaiieHnn B NHUChMEHHOW (QopMe HOJKEH OBbITh yKa3aH
MOYTOBBIN aJipec, M0 KOTOPOMY JOJKEH OBITh HAmpaBJICH OTBET Ha oOpalleHue,
TakKe€ JO/DKHBI COJEPKAThCH JIUYHAS TOANKHCH 3asdBUTENS WA  JIWIIA,
YIOJHOMOYEHHOTO JIEWCTBOBATh OT €r0 MMEHH, M JaTa MOAMHCAHUS OOpalleHus.
B oOpamenun B hopme 3IEKTPOHHOTO JOKYMEHTa JOJKEH OBITh YKa3aH aJipec
ANIEKTPOHHON TIOYTHI, MO KOTOPOMY JOJDKEH OBITh HAMpaBJIICH OTBET
Ha oOparieHue.

Eciu B oOpameHun He ykaszanbl (pamuius 3asaBUTeNs (I 3asiBUTENS,
HE SBJISIONIETOCS (PU3NYECKUM JIUIIOM, — HAMMEHOBAHUE) WUJTU aJ[PEC, 10 KOTOPOMY
JOJDKEH OBITh HANpaBJICH OTBET Ha OOpallieHHWe, OTBET Ha TaKoe OOpaleHue
He Jgaerca. Takoe oOpalieHue CHOUCBIBa€TCA B JIeTI0  TpejacenaTesieM
TEPPUTOPUAIIBHON KOMUCCHH.

Eciu B oOpamenun copepkarcs CBEACHHS O TOATOTaBIMBAEMOM,
COBEpIIIAEMOM HWJIM COBEPIICHHOM TMPECTYIUICHHH, a Takke O JIHIIE,
€ro TOJTOTABJIMBAIONIEM, COBEPIIAIONIEM WU COBEPIIUBIIEM, OOpaIieHue
TIOJIJIC)KUT HAIIPABJICHHUIO B TIPABOOXPAHUTEIILHBIC OPTaHHbl.

Ecmu Texcr oOpaienus He MOAAeTCsS MPOUYTEHUIO WM HE TO3BOJISAET

OTIpPENICINTh CyTh OOpalieHusi, OTBET Ha Takoe oOpalieHue He JaeTcs,
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0O 9Y€M B T€CUCHHUC CCMU KaJ'IeHI[apHBIX ,Z[Heﬁ II0CJIC OHA HOCTYHJIGHI/IH O6paHICHI/I$I

YBEJIOMJISIETCSI 3aSBHUTENIb B Clydae, €CIM B OOpAIlCeHUH IMOJIAIOTCS MPOUYTEHUIO
dbamunus 3asBUTens ()14 3asBUTENS, HE SBJSIONMIETocs (U3HUYECKUM JIUIIOM, —
HAaMMEHOBAaHHUE) M aJ[pec, IO KOTOPOMY JOJKEH OBbITh HaNpaBI€H OTBET
Ha oOpalieHue.

He sBasercs  oOpaiieHueM  TEKCT, COJAEpXKalluil  MO3apaBieHHE,
cO0OJIE3HOBAaHUE WM OLIEHKY JIEATENbHOCTH W HE  COOTBETCTBYIOUIHIA
TpeOOBaHUAM, NpebsiBIsieMbIM DeepaibHbIM 3aKOHOM 00 OCHOBHBIX TapaHTHUSIX
n30MpaTeNbHBIX MPaB, U TPEOOBAHUAM K 3ampocy MHGPOPMAIIMH, MPEIbIBISIEMbIM
OenepanbHbiM 3ak0HOM 0T 9 (peBpans 2009 roga Ne 8-O3 «O6 obecneyeHuu
JocTyrna K MH(popMaIuu o JesiTeIbHOCTH TOCYJapCTBEHHBIX OPraHOB U OPTaHOB
MECTHOTO CaMOYITPABIICHUS.

6.16. OOpaiieHusi, B  KOTOPBIX  COJepkKAaTCAd  HEIEH3ypHblE  JIMOO
OCKOpOUTENbHBIC BBIPAKEHUS, Yrpo3bl IKU3HHU, 3JI0POBBI0 M HMYIIECTBY
JOJDKHOCTHOTO JIMIIA WJIM WHBIX JIMIl, OCTAarOTCs 0e3 OTBeTa MO CYIIECTBY
MOCTABJICHHBIX B HUX BOIIPOCOB, a  3asiBUTEIAM coolrmraeTcs
O HEJIOMYCTUMOCTH 3JI0YTIOTPEOICHUS TTPABOM.

6.17. O6paiieHue, B KOTOPOM OOXKaJIyeTcsl CyJeOHOE pEIICHHE, B TCUCHUE
CEMHU KaJleHJApHBIX JIHEW CO JIHS PErucTpallid BO3BPAIIACTCA TPAKIAHUHY,
HaIlpaBUBIIEMY OOpallleHrne, ¢ pPa3bsICHEHHEM TMOpsAAKa O0XKAJTOBAHHS JAHHOTO
Cy1eOHOTO peIICHHUS.

6.18. Ecnmu B oOpailieHuu COJIEPKUTCS BOIMPOC, HA KOTOPBIM 3asBUTEIIO
HEOJHOKPATHO JAaBAIMCh MUCHMEHHBIE OTBETHI IO CYIIECTBY B CBS3U C paHeEe
HaIpaBJIeHHBIMA OOpAIICHUSIMHU, U TIPU ITOM B OOpAIllEHUH HE MPUBOJSATCS HOBBIE
JIOBOJBI M OOCTOSITENTLCTBA, TO TEPENUCKa MO JTaHHOMY BOIIPOCY C 3asBUTEIEM
MOKET OBITh MPEKpaleHa ¢ yBeIOMIICHUEM 00 3TOM 3asBHUTEIIA.

Ecnu oT 3asBuTENs, ¢ KOTOPHIM TEpenucKa Oblia MpeKparieHa, mocTymnaeT
ouepeHOe OOpalleHHe M0 TOMY JK€ BOIPOCY, TO MHUCHBMEHHBIH OTBET Ha HETO
MOKET HE JJaBaThCsl, & CaMO OOpallleHUe HAMPaBISETCS B JIEO.

6.19. OOparienusi, HampaBJICHHBIE B  TEPPUTOPUATBLHYIO  KOMECCHIO
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C HCIOJIb30BAaHUEM DJIEKTPOHHOM  (opMbI  0OpallleHud, pPEerucTpUpyroTCs

U pacCMaTPHUBAIOTCS B YCTAaHOBJICHHOM mopsiake. OTBEThl HA Takue OOpaIeHus
HaIpapisaoTcad B PopMe dJIEKTPOHHBIX JOKYMEHTOB, MOJIMUCAHHBIX 3JIEKTPOHHOM
MOANKUCHI0, TUOO B (PopMe DJIEKTPOHHBIX 00pa3oB JOKyMEHTOB B (dopmare pdf
Mo  ajgpecaM  BJEKTPOHHOW  MOYTHI,  YKa3aHHBIM B OOpalleHUHU.

OOpaiieHus TpakaaH, MOCTYNHMBIIME Ha aApec HJIEKTPOHHOM TMOYTHI
TEPPUTOPUAIIBHOM  KOMHUCCHUU, HE  PETUCTPUPYIOTCS B COOTBETCTBUHU
¢ denepanbHpiM 3akoHOM OT 28 nekadpst 2024 roma Ne 547-03 «O BHeceHUU
u3MeHeHul B @DenepanbHbii 3akoH «O TOpsAIKE PacCMOTPeHHs] OOpalleHui
rpaxxnad Poccutickoit denepanymy.

OOpaiieHus TpaxaaH, MOCTYNUBIIME B TEPPUTOPHAIBHYIO KOMHCCHUIO
n3 [IUK Poccun, peructpupyrorcs ¢ ucnoib3zoBanueM 1] otnensHO OT apyrux
BUJIOB JIOKYMEHTOB.

6.20. B ciaywae ecnu 3anpammBaemas uHbopmals  OnmyOJIMKOBaHA
B CpeACcTBaxX MaccoBoi HHQopmaruu Jub0 pa3menieHa B ceTu HHTepHer,
TEpPUTOPHUAIIbHASI KOMUCCHS B OTBETE Ha 3aMPOC MOKET OFPAHUYHUTHCS YKa3aHUEM
Ha3BaHUs, JaThl BHIXOJIa U HOMEpa CPEJICTBA MAacCOBOW MH(OpPMAIIUU, B KOTOPOM
onmyOJIMKOBaHa 3ampaiivBaeMas WHQOpMAIUs CO CCBUIKOM (aapec CTpaHUIIbI)
Ha uHGOpPMAIINIO, pa3MEIIeHHYI0 B ceTu HTepHeT.

6.21. IIpu peructpanuu oOpamienus B IIJ[ mo wuroramMm paccMoTpeHUs
oOparieHusi JTOJDKHOCTHBIMHM JIMIIAMH, OTBETCTBEHHBIMH 3a BBOJ M 00pabOTKY
undopmaruu B [1]], Bo Bkiagke «O6pamenuey» 1] 3anonusercs none «IIpunsroie
MEphI», a TaKK€ BHOCSTCS CBEICHUSI O pe3yJbTaTaX PacCMOTPEHHS OOpalieHus
B Onoke «Bompock» B TeueHue Tpex paboymx IHEH CO JHS PacCCMOTPECHHS
oOpalieHusi 1 B T€YEHUE OJHOro padoyero IHA AJig OOpalleHHil Mo BOIpocam
MIPOBOAUMBIX U30UpaTEIbHBIX KaMITAaHUH.

6.22. JInuHbIA MpUeM TpaxaaH MO BOMpOcaM, BXOMSIIMM B KOMIETEHIIMIO
TEPPUTOPUATIBHOM  KOMHUCCHUM,  SIBJSIOIMICHCS  TOCYJapCTBEHHBIM  OPTraHOM,
OCYILECTBIISIETCS npeaceaaTeneM TEPPUTOPUATBHOM KOMHCCHH,

M0 TIPEIBApUTENTHHON 3amucu 1O rpaduKy, YTBEPKICHHOMY IIpeacenareaemM
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TEPPUTOPUAIBHOM KOMHUCCUM U peructpupyercs B JKypHane yuera mnpuema

rpaxjaH (npuioxxenue Ne 8.1).

Nupopmanus 0 HOPsIIKE npuema rpakaaH paszmMernaercs
Ha UHQOPMAIMOHHOM CTEH/IE TEPPUTOPUATBHON KOMUCCHH.

[lo mpuOBITUM Ha JUYHBIA NpPUEM TPaXKIaHUH NPEIbSIBISIET JOKYMEHT,
YIOCTOBEPSIOIINI €r0 JUYHOCTb.

Benenne muMyHOro mnpuemMa TpaxIaH MOXKET CONPOBOXKAATHCS ayJauo-
Y BUJICO3AIIMCHIO, O YEM IPakIaHe YBEIOMIIIOTCS O Havaia pueMa.

6.23. Kpatkoe cojaepkaHue yCTHOTO oOOpalleHus, JOJDKHOCTh U (haMuiIus
JMIA, OCYIIECTBISIIOUIErO MPHUEM, pEUIeHUE, MPUHATOE MO0 YCTHOMY OOpalIeHUIO
3aHOCHUTCSI B KAPTOUKY JIMYHOTO MpUeMa rpakjaHuHa (rmpuiioxxenue Ne 8.2).

B xome nuyHOro mnpuema 3asgBUTEIEM TaKKE€ MOMKET OBbITh MOAaHO
oOpalieHre B MNHUCbMEHHOW (hopMe, Ha KOTOpPOE JaeTcsd IUCbMEHHBIA OTBET
B CPOKH, YCTAHOBJICHHBIE JIJIsl PACCMOTPEHHS COOTBETCTBYIOLINX OOpaIlleHUH.

Ecnu 00cToATeNnbCcTBa, N3I0KEHHBIE B YCTHOM OOpalieHUH B XO/€ JTMYHOIO
npueMa, TpeOyIoT NMPOBEPKH, HA Takoe OOpalleHHe AAaeTcsd MUCbMEHHBIH OTBET
B CPOKH, YCTAHOBJICHHBIE JJIsl PACCMOTPEHMS COOTBETCTBYIOLINX 0OpaIlleHUH.

B xozme nu4HOrO npuema 3asiBUTENI0 MOXKET ObITh OTKA3aHO B JaJbHEUIIEM
paccMOTpeHHH OOpallleHusi, €ciau €My paHee OblI JaH OTBET IO CYIIECTBY
MOCTaBJIEHHBIX B 00OpaIlleHUH BOPOCOB.

B cnyuae rpy0oro, arpeccCMBHOIO MOBEACHUS 3asIBUTEISI IPUEM MOKET ObITh
npekpamieH. [Ipy HeoOXoauMOCTH MOXKET OBITh BbI3BAH COTPYJHUK OXPAaHBI
WIM TPAaBOOXPAHUTENbHBIX OpraHoB. HMHdopmaims o mnoBeneHHH 3asiBUTENS
OTpa)XaeTcs B KypHaJe yJyerTa.

6.24. Ilepenannple Ha JUYHOM INpUEME OOpalleHusi B MHUCbMEHHON (opme
PETUCTPUPYIOTCS U PACCMATPUBAIOTCS B YCTAHOBJIEHHOM JJIi COOTBETCTBYIOIIMX

oOpaleHui mopsaKe.
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7. OcobeHHOCTH PA0OTHI C JIOKYMEHTAMM, COAEPKAIUNUMH CJIY:KeOHYI0
HHGOPMALMIO OTPAHUYECHHOT0 PACIIPOCTPAHEHHS
(c mometrkoi «/ly1s1 ¢1y:Ke0HOT0 MOJIL30BAHUS»)

7.1. OcobeHHOCTH PabOTHI C JOKYMEHTaMH, COACpKAUIUMHU CIY>KeOHYIO
UH(OPMAIUIO OTPAHUYEHHOTO PACIIPOCTPAHEHUS.

7.1.1. K cnyxebHOM wuHpOpMaMU OTPaHUYCHHOTO PACHpPOCTPaHEHUS
OTHOCUTCSI HECEKpeTHass HH(pOpMalMsi, HE3aBUCUMO OT BHJA €€ HOCHUTEI,
OTPAaHUYCHHSI HA PACHPOCTPAHEHUE KOTOPOU JHUKTYIOTCA €€ CIIyKeOHO
HEO0OXOTUMOCTHIO.

7.1.2. HeobxogumocTh  mpocTaBiieHUs TOMeTKH  «[ns  cmyskeOHOrO
noib3oBaHus» (nanee — «JICI») Ha 1OOKyMEHTaX W W3JIaHUSIX, COJACPKAIIUX
CIIy’KeOHYI0 HH(OpPMAIMI0O OrPaHUYEHHOTO PACIPOCTPAHEHUS, OIPEILISIETCS
npeacenaTeaeM TEPPUTOPHUATBHOM KOMHCCHH, MOANUCHIBAIOIIUM
WJIU YTBEPKAAIOIIUM JOKYMEHT.

JIOMKHOCTHBIE JIMIIA, TPHUHSBIIKME pEIIeHHe 00 OTHECEHUHU CIIyKeOHOU
uH(popMaIu K pa3psaay OrpaHUUYEHHOTO PACTPOCTPAHEHUSI, HECYT NEPCOHAIBHYIO
OTBETCTBEHHOCTH 32 00OCHOBAaHHOCTH MPUHSATOTO PEIICHUS.

7.1.3. ITometka «ICID» u HOMEp 3K3eMIUIsipa MPOCTABISIOTCS B IPaBOM
BEpXHEM YIUIy TIEpBOM CTpaHUIBl JOKyMEHTa (B cCiydyae HEOOXOIUMOCTH —
U €ro TMpOeKTa), COACpKalIEro CIykeOHyl0 HWH(OpMAIMI0O OTPaHUYECHHOTO
pacrpocTpaHeHus, Ha 00JIOKKE U TUTYJILHOM JIUCTE U3JaHUS, a TAKXKE Ha MEePBOU
CTpaHUIIE COMPOBOJUTEILHOIO MUChbMa K TaKuM JOKyMeHTaM. [Ipu moaroroBke
nokyMenta cpencrBamu I1J] momerka «JICID» mpocTaBusieTcss Ha 3JIEKTPOHHOM
mabyioHe OJaHKa JOKYMEHTA.

7.1.4. PaboTa ¢ JOKyMEHTaMH, COACPXKAIMMHU CIyKeOHYI HH(pOpMaIuio
OTPAHUYEHHOTO PACIpPOCTPAHEHUs, B TOM YHUCJE UX MPHUEM, YUeT (perucrpaiius),
OCYILECTBIISIETCS B TOPSAJKE, YCTAHOBJIEHHOM I HECEKPETHBIX JOKYMEHTOB,
C yd4eToM OCOOCHHOCTEH, W3JI0KEHHBIX B HacrosmeMm paszaene. [lpu stom

K PETUCTPALIMOHHOMY HOMEpPY AOKyMeHTa 100aBisieTcss nomeTka «J{CII».
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7.1.5. loxkymentsl ¢ noMmetkoit «JICID» peructpupyrorcs (Yy4UTHIBAIOTCS)

BMECTE€ C JPYIMMHU HECEKPETHbIMU JOKYMEHTaMHu. B perucrpaumoHHO-y4eTHOU
dbopme npousBoautcs 3anuch «ICID».

7.1.6. CkanupoBaHue, KONUpOBaHUE  (THUPAKUPOBAHUE)  JOKYMEHTOB
c mometkoi «JICII», a Takke pa3MmeleHrue ux npu ocymecTsiaeHu padoTsl B I1]]
MPOU3BOMUTCS TIpefcenaTeseM (CekperapeM) TeppUTOPUATbHON KOMHUCCHM JIOO
pabOTHHMKOM  amnmapara, OTBETCTBEHHBIM 3a BEJIEHUE JIEJIONPOM3BOJICTBA
C HUX MHCBMEHHOIO PAa3pElICHHs, MPU STOM OCYIIECTBISETCS YYET KaXI0TO
HK3EMILISIPA YKA3aHHBIX JOKYMEHTOB.

7.1.7. Joxymentel ¢ mnometrkoi «JICII» Ha OyMaxxHOM HOcCHUTENE
nepenarTcs nol noanuck. IIpu HampaBineHuM DOKYMEHTOB ¢ moMetkou «JICID»
cpeactBamu [IJI B PYK mpocraBnsiercss COOTBETCTBYIOIIMKM YPOBEHb JOCTyIa
K JJOKYMEHTY.

7.1.8. lokymenTobl ¢ nomeTkon «JCID» HampaBisroTcs B Ipyrue OpraHbl
YW OpraHu3aluu opraHamu QeaepanbHONl (enpIbErepckor CBs3U, CIyKO00H
CHELMATIbHON CBSI3U MO0 Hapo4yHbIM. [Ipu HanpaBIeHUHN TOKYMEHTOB C IOMETKOM
«JICII» cpenctBamu 1] B IIUK Poccuu, @I npu MUK Poccuu, PLIOUT
npu I[UK Poccun, Canxkt-IletrepOyprckyto u30uparenbHyl0 KOMHCCHIO,
n30MpaTeNbHbIC KOMUCCHU CyOBEKTOB Poccuiickoit denepanuu,
TeppuTOpHANIbHBIE KOMHCCHUU B PYK mpocraBnsieTcs COOTBETCTBYIOIMM YPOBEHD
JIOCTyIA K JOKYMEHTY. 3anpeniaercs nepeaaBatb JOKYMEHTHI ¢ moMeTko «J[CID»y
10 HE3AIUIICHHBIM KaHaJlaM KOMIIBIOTEPHO-MOJIEMHOMN U (DaKCUMUIIBHOM CBSI3U.

JlokymeHnTsl ¢ nomerkon «JICII» pacceuiaroTcsi HECKOJIBKUM ajpecaTam
COIJIaCHO CIIMCKY pAcCBbUIKA, B KOTOPOM HANpOTHB KaXJOro ajpecara
IIPOCTABJIISICTCS. HOMEP DK3EMILIAPA OTIIPABIIEMOr0 JOKyMeHTa. CIIMCOK PacChUIKU
MOANMCHIBAETCS MPEICENATENIEM TEPPUTOPHUATBHON KOMHUCCHH.

7.1.9. Ucionnennsie gokymeHThl ¢ momeTkoil «JICID» dopmupyrores
B Ji€l1a, B TOM YMCJE DJEKTPOHHBIE, B COOTBETCTBHM C HOMEHKJIATypOH JEll.
JIOKyMEHTBI TpYNNHUPYIOTCA B Jelda BMECT€ C JAPYTMMH HECEKPETHBIMHU

JOKyMEHTaMU TIO OJHOMY M TOMy Xe Bompocy. [lpu dopmupoBanuu paena
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Ha OyMa)XHOM HOCHUTEJE B IMPABOM BEPXHEM YINy OOJIOXKKH Jena, B KOTOPOe

MOMEIIEHbI TAKHE TOKYMEHTHI, mpocTaBiisieTcs: momeTka «JJCIDy».

7.1.10. Hokymentsl ¢ nometkoit «JICID» Ha OyMakHOM HOCHUTENE XPaAHSTCS
B 3aKpBIBAIOIINXCS MIKa(ax.

7.1.11. YHUYTOXKEHUE N€eJ, TOKYMEHTOB M W3JaHuid ¢ mnoMetkon «/CII»,
YTPAaTUBIINX CBOE NPAKTHUYECKOE 3HAYEHHE W HE HUMEKIOIIMX HCTOPUUYECKOU
W HAaydHOW TIICHHOCTH, TIPOM3BOJIUTCA TO AaKTy YCTAaHOBJICHHOH (OpPMBI
C YKa3aHHEM HOMEPOB 3K3eMIUTApOB (mpuioxkenue Ne 16).

7.1.12. Pemenue o cHsatun nometkn «JICID» ¢ mokymeHTa npuHHMAaEeT
JOJKHOCTHOE JIMIIO0, TOANKCABIIEE WM YTBEPIUBILEE JOKYMEHT.

Custue nometkn «/ICII» ¢ mpuCIaHHOTO B TEPPUTOPUAIBHYIO KOMHUCCHIO
JIOKyMEHTa MOXKET OBbITh IPOU3BEAEHO TOJBKO IO COTJIaCOBAHUIO C OpraHU3aALHEH,
HaIlpaBUBILIEH TOKYMEHT.

Custue nometrku «JICID» ¢ AgokymeHTa NpPOU3BOAMUTCS MpeAceAaTeIeM
(cexkperapeM) TEppUTOPUAIBHONM KOMHCCHMU JIMOO pabOTHUKOM amrmapara,
OTBETCTBEHHBIM 3a BEJICHHE JIEJIONPOU3BOJCTBA HA OCHOBAHMM HHUCHbMEHHOTO
yYKa3aHUs JOJDKHOCTHOTO JIMIA, NPUHSBIIETO Takoe pemieHue. [lpu cHsATUM
nometkn  «JICID» Ha [OOKymeHTax, Jenax WM HW3JAaHUSIX, a TaKke
B PETUCTPAIMOHHO-YYETHOU (hOpME ENAI0TCSl COOTBETCTBYIONIUE OTMETKH.

O cuatun nometrkn «JICII» yBemomiAroTCs BCE aapecaTbl, KOTOPBIM
JIOKYMEHT HampaBJIsLICA, TMO0 OpraHu3alys, ero HalpaBUBIIIas.

7.1.13. B ciywyae yTpaThl Aen, JHOKYMEHTOB WA M3JaHUM C TMOMETKOMN
«JICIl» nmubo pasriamieHus cojiepkalieiics B HUX WH(OpMalMM Ha3HAYaeTCs
ciy)keOHasi TPOBEpKa, O pe3yJbTaTaX KOTOPOW JOKIJIAIBIBACTCS MPECeAaTelto
TEPPUTOPUATBHON KOMUCCHH.

O6 ytpare nein, JOKyMeHTOB U u3faHuii ¢ nometkoi «JICID» coctaBnsercs
aKT, HA OCHOBAHUM KOTOPOTO JIEJIAIOTCS COOTBETCTBYIOIIME OTMETKH B YUETHBIX

dbopmax.

8. lloaroroska, opopmiieHue, BBINMYCK, Y4eT JOKYMEHTOB,
paccMaTpMBaeMbIX Ha 3aCeJaHUSIX TEPPUTOPHATIBLHON KOMHCCHHI



50

8.1. ®opMupoBaHUE MPOEKTAa MOBECTKH [IHS 3aCEHaHUs] TEPPUTOPHAIBHOM
KOMMCCHU.

8.1.1. IIpoekT mNOBECTKM [HS 3acelaHHsl TEPPUTOPUATBHON KOMHCCUHU
dbopmupyeTcsi 3a0JIarOBpEMEHHO Ha OCHOBAHHWM IIJIAHOB pabOThl M PEHICHU
TEPPUTOPUAIBHOM KOMHMCCUHU (J1ajiee — pelieHuid), MOpPYYeHUN mpecenarens
TEPPUTOPUAIBHON KOMHUCCHH, MOCTYIUBIINX JOKYMEHTOB U, IIOCJIE COTJIaCOBAaHUS
C IpeacenarTeneM TEPPUTOPUAIBHOM KOMMCCHUHM IIOJIMCHIBAETCS CEKpPETapeM
TEPPUTOPUAITBHON KOMHUCCHH.

Takke NTPOEKT MOBECTKH [HS 3aCElaHusl TEPPUTOPUATBHON KOMHUCCUU
MOXET (opMupoBaThCsi M corjiacoBbiBaTbesl cpeactBamu [/l w  mocne
COIJIaCOBaHMs IIPEACENaTeIeM TEPPUTOPUAIIBHON KOMHCCHHM COTJIACOBBIBACTCS
CEKpeTapeM TEpPUTOPUATIbHON KOMUCCHUH JUJISl BHIHECEHUS HA 3aCE/laHue.

8.1.2. UnteHbl TEPPUTOPHUAIBHONM KOMHUCCUU BHPABE IMPEIJIOKUTh BHECTH
B IIOBECTKY [JHS 3acelaHMsl BOIIPOCHI, HE MPEIyCMOTPEHHbIE IJIAaHAMU PabOTHI
U pELIECHUSIMA TEPPUTOPUAIBHOM  KOMHCCHUHM, TMPU  YCJIOBUM  HaJU4Ms
IIOATOTOBJICHHBIX 10 9TOMY BOIIPOCY JTOKYMEHTOB.

JlaHHBIE BONPOCHI BKJIIOYAKOTCA B IIPOEKT ITOBECTKH JHS 3aCEIaHHUs
TEPPUTOPUAIBHOM  KOMHUCCHMM  NpU  TMUCbMEHHOM  OOpallleHuu  YieHa
TEPPUTOPUAIIBHONM KOMHMCCHUHM, IO HWHULMATUBE KOTOPOTO BOIPOC BBIHOCUTCS
Ha 3acellaHue, Ha UMS IpeAcenaTens TEPPUTOPHATIBHOM KOMHCCHHM, B KOTOPOM
YKa3bIBalOTCS HAaWMMEHOBAaHHWE BOINPOCA, AOKIAAYMK M JaTra IMEpeladd IMpPOEKTa
pElIeHUs] B COOTBETCTBUU C IYHKTOM 8.2 W MaTEepUAIOB K HEMY CEKpPETapro
TEPPUTOPUATBHON KOMUCCHH.

8.1.3. CornacoBanHblii C TpeAcenaTe’IeM TEPPUTOPHAIBHON KOMHCCUU
Y MOJIIMCaHHbIN (coracoBaHHbIM cpencTtBamu [1/]) cekperapem TeppuTOpUaIbHON
KOMHCCUM TIPOEKT TIOBECTKM [HA 3aCENaHUsl TEPPUTOPUATIBHONM KOMUCCUU
TUPAKUPYETCS ISl PACCHUIKM WICHAM TEPPUTOPUATILHON KOMUCCHUHU.

[Ipoekt mOBECTKM [OHS  3aCE€NaHUs]  TEPPUTOPHAIBHOM  KOMHMCCUU
pasmemiaercs Ha  OQUIMAIBHOM  CalT€  TEPPUTOPHAIBHOM  KOMHUCCUU

B MHdopmanmoHHO-TeIEKOMMYHUKAIIMOHHONW ceTH  HTepHeTr B CpoKwH,
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YCTAaHOBJICHHEBIC PermamenTom TeppI/ITOpI/IaJIBHOﬁ KOMHUCCHH, a TAKKEC MOXKET OBITh

pa3ociaH 4jieHaM TEPPUTOPUAIBHOW KOMHCCHHM HAa YKa3aHHbIE UMH 3JIEKTPOHHbBIE
IIOYTOBBIE aJIpeca.

8.2. [loaroroBka AOKYMEHTOB IO BONPOCaM, BKJIKYEHHBIM B IPOEKT
MOBECTKH JTHS 3aCE€IaHUs TEPPUTOPUATIBHON KOMUCCHUU.

8.2.1. JIOKyMEHTBI II0 BOIIpOCaM, BKJIFOYEHHBIM B IIPOCKT ITIOBECTKH IHS
3acelaHns TEPPUTOPUAIBHOM KOMHUCCHUH, TOTOBSATCA pabOYMMH  TpyIHIIaMu
TEPPUTOPHATIBHON KOMUCCHH, npeacenaTenem (cexperapem),
aMb0 TO HX TOPYYEHUI0 HUHBIMM WIEHAMH TEPPUTOPUATBHOM KOMUCCHH,
3a KOTOPBIMH 3aKpEIUIEHbl COOTBETCTBYIOIIME HANPABICHUS JESATEIBHOCTH,
C IpHUBJICYEHUEM, B cllyyae HEOOXOAMMOCTH, pPaOOTHMKOB  ammapara
TEPPUTOPUAIBHON KOMUCCHUU U JIPYTUX CHEIUAIUCTOB (JOKYMEHTBI IO BOIIPOCAM,
BKJIFOYEHHBIM B IMPOEKT MOBECTKH JHS 3acellaHus TEPPUTOPUATIBLHON KOMHUCCHUH,
MOTYT TOTOBUTBCS U COTJIACOBBIBAThHCS cpencrBamu 11/1).

8.2.2. IlpencraBnsieMble K PaCCMOTPEHUIO JOKYMEHTBI JOJDKHBI BKIIFOYAaTh
O3arjaBJICHHbII MNPOEKT pELIEHUs C MNPUOOIIEHHBIMA K HEMY MOJJMHHUKAMU
JOKYMEHTOB (B TOM 4HCII€ pacleyaTaHHBIMH  KONMSMH  JIOKYMEHTOB,
NOCTYNHUBIIKUX/TIOATOTOBICHHBIX B JJIGKTPOHHOM  BHJE),  MOCITY>KHUBIIHX
OCHOBAHMEM JUIsI PAcCMOTPEHHs BONPOCAa HAa 3aCENaHUHA TEPPUTOPHAIBHON
KOMHUCCHUH, JIMOO MPOEKT MHChbMa, MOMAJEXKAIIEro COrjJacoBaHUIO Ha 3acelaHuu
TEPPUTOPUAIBHON KOMMCCHUH, TNPU HEOOXOAMMOCTH — NOSCHUTEIBHYIO 3aUCKY
10 paccMaTpuBaeMOMY BOIIPOCY.

8.2.3. IIpoeKThl TOKYMEHTOB (BKJIHOYAsl MPUIIOKEHHUS), IPEACTABIISIEMbIE 1JIs
pacCMOTpEHHsT Ha 3acelJaHud TEPPUTOPUAIBHOW KOMHCCHH, BU3ZHPYIOTCA
UCIIOJIHUTENIEM M YIEHOM TEPPUTOPUAIBHOM KOMHMCCUHM, OTBETCTBEHHBIM
3a MOATOTOBKY JIOKYMEHTa, KaKk Ha OyMa)XHOM HOCHUTENE, TaK U B AJIEKTPOHHOM
Buzae cpeacreamu [1/1.

[IpoexkThl JOKYMEHTOB (BKJIOYasi MPHIIOKEHHS), COAEpKalIUe BOMPOCHI

dbuHaHcupoBaHusi BBIOOPOB  (pedepeHaymoB), GUHAHCOBOTO  OOECTICYEHUS
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TeKymeﬁ ACATCIBHOCTH TCppHTOpHaHBHOﬁ KOMHUCCHHU, B 00s3aTeILHOM IopsAAKE

BU3HUPYIOTCS T1aBHBIM OYXTaJaTepOM TEPPUTOPUATILHON KOMHUCCHH.

Busel mpocTaBisAIOTCS B KOHIIE TEKCTa IPOEKTa pelieHus Ju0o
Ha OOOpPOTHOM CTOpPOHE IHOCIEAHEr0 JHUCTa IPOEKTa JOKyMEHTa (BKIIIOYas
IPUJIOKEHHUs1) TO ycTaHOBIeHHOWH (opme (mpunokenue Ne 9). Kaxapiit mmct
IIPWIOKEHUS BU3UPYETCS UCIIONHUTENIEM. Br3a mmpocTaBiisieTcst B IpaBOM HUKHEM
yIJIy Ha CBOOOJHOM IOJI€ CTPaHMIIBI TOCe TeKCTa JM00 Ha 000POTHON CTOPOHE.

IIpy mOArOTOBKE M COTJIaCOBAaHUM MPOEKTOB JOKYMEHTOB cpeacrBamu 11J1
JHUCT COTJIACOBAHUS pacleydyaThIBAacTCs U MpUOOIIAeTCsa K MOUIMHHUKY TOKYMEHTA.
[Ipy HeoOXOAMMOCTH TOJYyYEHHsS] BH3bl JOHDKHOCTHOTO JIMLA Ha JIMCTE
COIJIaCOBaHUS JOKYMEHTA, HOATOTOBJIEHHOTO CpECTBAMHU I,
OH paclieyaThIBAETCs, MEPEIAETCI BMECTE C IPOEKTOM JJOKYMEHTA HAa BU3UPOBAHHE
COOTBETCTBYIOILIEMY JAOJKHOCTHOMY JIUILY.

8.2.4. Ucnionnurens obecrneynBaeT KOMIUIEKTHOCTh BCEX JOKYMEHTOB,
0003HAaYEHHBIX KaK B IIPOEKTE PEIICHUS, TaK U B IPUIOKEHUAX K HEMY.

8.2.5. Ilocne mpocmoTpa, a B HEOOXOIUMBIX CIy4yasiXx — BHECEHHsI IIOTIPABOK,
CEKpeTaph TEPPUTOPUATILHOM KOMUCCUU Ha MOATOTOBIECHHBIX U 0(OPMIICHHBIX JISI
pacCMOTpPEHUsS Ha 3aceJaHUuu MPOEKTax JOKYMEHTOB JI€JTaeT  OTMETKY
«Ha 3acenpanue», cTaBuUT noAnuck U Aaty (mpocrapisieT oTMeTKy «Ha 3acenanue»
cpeactBamu I1JI) u mepenaer (HampamisieT cpeiactBamu I[1]]) Bech KOMIUIEKT
JOKYMEHTOB JUIsl THUpPaXHpPOBaHUS pPaOOTHHKY ammapata, OTBETCTBEHHOMY
32 BEJICHHE JIEJI0NPOU3BOJICTBA.

8.2.6. JIOKyMEHTBI K 3aCE€IaHHUI0 MOTYT HAaIpaBIATHCS MO MPOCHOE YJIEHOB
TEPPUTOPUAIIBHONM KOMHMCCHM HAa YKa3aHHbIE MMH 3JIEKTPOHHBIE ITOYTOBBIE ajpeca
W/WIU TIepeaBaThCcs UM TEpel HadyalloM 3acelaHusi, a JUlaM, MPUIIAIIEHHBIM
Ha 3aceJaHue, MaTepualbl IO BOMPOCY, HA KOTOPHIA OHU MPUTJIALICHBI,
NIEPENAOTCS NEPE]T HAYAIOM 3aCEIaHus.

[lanku ¢ JOKyMEHTaMM, MOJJICKAIIUMH PACCMOTPEHUIO B COOTBETCTBHUU

C IMPOCKTOM ITOBCCTKH AHA 3aCCOAAHHNA TeppHTOpHaHBHOﬁ KOMHUCCHUH, KOMIIJICKTYCT



53
N pasgacTt 4YJICHaAM TGppHTOpHaHbHOﬁ KOMHUCCHH IICPCHA Ha4YaJIOM 3acCIaHusd

pabOTHUK anmnapara, OTBETCTBEHHBIN 3a BEJEHUE JEIONPOU3BOJICTBA.

8.2.7. Ilepen Hauanmom 3acenaHus paOOTHUK ammapara, OTBETCTBEHHbBIN
3a BEJCHHUE JEJIONPOU3BOACTBA, JTHOO CEKpeTapb TEPPUTOPUATBLHOM KOMHUCCHUH,
PETHCTPUPYIOT WICHOB TEPPUTOPUAIBHON KOMHCCHHM C MPAaBOM pEHIAIOLIEro
rojioca, MPUCYTCTBYIOIIMX HA 3acCEJaHUM M TMPUTJANIEHHBIX Ha 3aCEeIaHue JIWII,
CIIUCOK KOTOPBIX MPEACTABIIAECTCS MPEICEAATENO TEPPUTOPHUATIBHON KOMUCCHH.

8.2.8. Ha 3acemaHnu TEppUTOPUATIBHONM KOMHCCHUU BEIETCS MPOTOKOI
U MOXET MPOU3BOJUTHCS ayJIMO03aluch (BHUAEO3anuch). B ciayuyae mpou3BojicTBa
ayJIno- WIN BUJICO3AMUCH YIEHBl TEPPUTOPUATIBHON KOMHCCHHM W TNPUIIIALICHHBIE
YBEIOMIISIFOTCSI 00 3TOM /10 OOBSIBICHUS [TOBECTKH JIHS 3aCEIaHusl.

8.3. BBIITyCK JOKYMEHTOB, PACCMOTPEHHBIX Ha 3aCE€JaHNUN TEPPUTOPUATBHON
KOMUCCHUHU.

8.3.1. JIOKyMEHTBI, pacCMOTPEHHbIE HAa 3aCENaHUH TEPPUTOPUAIBHOMN
KOMHCCHH, B cllydae, €Clidi B XOJ€ 3acelaHHs BHOCWJIMCh U3MEHEHUS, JTOJKHBI
OBITh 10pabOTaHBbI, a 3aT€M NOJIITUCAHbI, 3aPETUCTPUPOBAHBI U Pa30CIaHBbI.

8.3.2. Cpok nopabOTKH JOKYMEHTOB HE JOJKEH MPEBBIIATH TPEX pabouux
JTHEH T1ocie JHS 3acelaHus, €ClIM HHOM CpOK He ompefaeneH GeaepalbHbIM
3akoHOM W/miu 3akoHoM CankTt-IlerepOypra, periiaMeHTOM TeppUTOpUATIBLHON
KOMHUCCHHU WJIM HE OTOBOPEH Ha 3aceJaHuMU.

8.3.3.1lpu nmopaboTke JOKyMEHTa HCIOJHHUTEIh BHOCUT B  TEKCT
COrJacOBaHHBIE B XOJ€ 3acelaHus M3MEHEHHs. B cioydae nNpuHATHA
TEPPUTOPUAIBHOM  KOMHUCCHEW  pelieHuss O  HEOOXOAMMOCTH  KOHTPOJIA
32 BBIIIOJIHEHUEM pELIEHUS €ro TEKCT JOMNOJHAETCS IyHKTOM, B KOTOPOM
HA3HA4YarTCs JIMLA, OTBETCTBEHHBIE 32 UCIIOJHEHUE.

8.3.4. JIokyMeHT, noajeXalluii MNOANMUCAHUIO (BKJIOYAs TPHUIIOKEHUS ),
NOJFOTOBJICHHBII HAa OyMa)XHOM HOCHUTENle, BHU3HUPYETCS HCIOJHUTEIEM,
OTBETCTBEHHBIM 32 €r0 MOATOTOBKY.

JIOKyMEHTBI (BKIIFOUAst MPUIIOKEHHUS), CoAEepKaIne BOIIPOCHI

(dbuHaHCUpOBaHUSI BHIOOPOB, (DMHAHCOBOTO OOECTICUCHUS TEKYIIECH NEeATeTbHOCTH
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TeppI/ITOpI/IaHBHOfI KOMHUCCHUHU, B 00s13aTeIIbHOM MOopAOKE BUBHUPYIOTCA TJIABHBIM

OyXrajaTepoM TEPPUTOPHUATBHOW KOMHCCHH.

JIOKYMEHT,  NOJUIeKalluil  NOANUCaHWIO  (BKJIIOYash  MPUIIOKEHHUS),
corjacoBaHHblii cpeactBamu I1J[ U mpuHATHIM 0e3 WM3MEHEHUM Ha 3aceJaHuu
KOMUCCHH, pAaCle4yaThIBACTCSI HA COOTBETCTBYIOIIEM OJIaHKE, K HEMY MPHOOIIaeTcs
JIMCT COIJIaCOBAaHMS, 3aTE€M JOKYMEHT INPEICTABIIETCS HA MOJIUCH CEKPETapro
U IIPEACENATENIO TEPPUTOPUAIBHON KOMUCCHH.

JlopaboTKa M COTJacOBaHHUE JOKYMEHTOB, PACCMOTPEHHBIX HA 3aceJaHUU
KOMHUCCHH, MOXKET OCYILECTBIATHCS cpeacrsamu 111

Bu3bl mpocTaBIAIOTCS aHAJIOTUYHO NOPAJIKY, YKa3aHHOMY B a03alle TPETbeM
nyHKTa 8.2.3.

IIpr mOATOTOBKE M COTIACOBAHHUM IMPOEKTOB JTOKYMEHTOB cpencrBamMu [1/]
JIUCT COTJIAaCOBAaHMS MPHUOOIIAETCS K NOAJTMHHUKY JOKYMEHTA.

8.3.5. PaGoTHMK ammapaTa, OTBETCTBEHHBIM 3a BEICHHE AEIONPOU3BOICTBA
CIEIUT 34 KOMIUIEKTHOCTBIO IIPUJIAraéMbIX K  PEIICHHK JTOKYMEHTOB
U pacroysiaraeT UX B TOU IIOCIENOBATEIBHOCTH, B KOTOPOH OHHM YIIOMHHAIOTCS
B TEKCTE.

8.3.6. Eciu  Bompochl, cojaepXaliecss B PEIICHHH TEePPUTOPUATBHON
KOMMCCHUH, KacCaloTCsA JEATEIBHOCTH OJHOM WM HECKOJIBKMX CTOPOHHHX
OpraHu3alvid, K JOKYMEHTY IIPUJIAracTcs JIUCT COIVIACOBaHUs, B KOTOPOM
YKa3bIBAIOTCS HAMMEHOBAHUE OpraHMU3alllM, JO0JDKHOCTb, MHULMAIBI U (pamMuins
JOJDKHOCTHOTO JIMIIA, C KOTOPBIM OTOT JOKYMEHT COIVIaCOBaH, M CTaBUTCS
ero coOCTBEHHOpYYHas MOAMNUCH.

CornacoBanue MoeT O(QOPMIISATECS Ha TOCIEAHEM JIUCTE pELICHUS
TEPPUTOPUATBHON KOMUCCHH.

8.3.7. K odopMiaeHHOMY pelIEHUI0 TEPPUTOPUATIEHON KOMHUCCHHM PAaOOTHUK
amnrapara, OTBETCTBEHHBIM 3a BEICHHUE JEJIONPOU3BOJACTBA, TOTOBUT OTYET
O PacChUIKE IO COOTBETCTBYIOIIMM aJpecaraM W pPa3MELICHUM pPEUIECHUN

TEPPUTOPHATBHOW KOMHUCCHMU Ha oduimaibHoM caite (mpuioxkenue Ne 10).
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Cnucok JOKHOCTHBIX JIUIl (OpraHu3aiuii), KOTOPbIM HampaBiseTCs] pelIeHUe

TEPPUTOPUATBHON KOMUCCHH, MOKET OBITh MOATOTOBIIEH cpeacTBamu [1/].

B cnincok BkitouaroTes auia, KOTopble OyayT 3aeHICTBOBaHbl B peajin3aluu
IPUHATOTO  JOKYMEHTAa  WIH  JIOJDKHBI OBITH IpOMH(OPMUPOBAHBI
0 €ro COAEpPKaHUU U KOTOPBIM 3TOT JOKYMEHT JIOJKEH OBITh pa30CiaH.

Crucok pacchbUIKM JIOKYMEHTOB IOJAINUCHIBAETCS paOOTHUKOM amnmapara,
OTBETCTBEHHBIM 3a BEJICHHE JEJIONPOU3BOACTBA M YTBEPKIAACTCA IMpeaceaaTeeM
TEPPUTOPUAIIBHON KOMHUCCHH.

8.3.8. OcdbopmileHHBI KOMIUIEKT JIOKYMEHTOB (pelieHue, 0003Hau€HHbIE
B €ro TEKCTE€ MPUIOKEHUs, CIHUCOK pacchulku) pabOTHUK ammapara,
OTBETCTBCHHBI 3a BEICHHME [JEJIONPOU3BOJACTBA, IIepelaeT Ha IOAIUCH
MPEACENATENIO U CEKPETAPIO0 TEPPUTOPUATIBHON KOMUCCHH.

8.3.9. Pemenne  moanuchIBaeTCs  IpeAcCEdaTeleM = M CEKpeETapeM
TEPPUTOPUAIBHOU KOMUCCHH.

Ecnum Ha 3acemaHnu TEppUTOPHUAIBHOM KOMHCCHM IPEACENATENBCTBOBAI
3aMECTUTENb  Ipeacenaresls  TEPPUTOPUAIBHOM  KOMHUCCHM,  CEKpeTaphb
TEPPUTOPUAIBHON KOMUCCHM WIIA OAUH U3 YICHOB TEPPUTOPUAIBHOU KOMHUCCHUU
C TpPaBOM PEMIAIOIIET0 TOJ0ca, a TaKXKE €CIu IOJHOMOYHSA CEeKpeTaps
TEPPUTOPUAIBHON KOMHUCCUM OCYILECTBISUI OJUH W3 WICHOB TEPPUTOPUAIBHOU
KOMMCCHUU C TIPAaBOM PEMIAIOLIEr0 IroJI0ca, TO MOANKUCH B IIPOTOKOJIE, HA PEIICHUN
o(popMIIAIOTCS CIEAYIOUIMM 00pa3oM:

«3aMecTUTENs Tpeacenarenass TEPPUTOPHAIIBHOM KOMHCCHM» — B  Cllydae
BPEMEHHOTO OTCYTCTBUS MPEICENATEINS TEPPUTOPUATBHON KOMHUCCHH;

«Hcnonssronuii 00s3aHHOCTH TIpECeaTeNsl TEPPUTOPHATIBHON KOMHUCCHUNY —
npu Hanmuuuu pemeHus Cankrt-IlerepOyprckoil  u30MpaTenbHON  KOMHUCCUU
O BOB3JIOKEHWHM Ha OJHOTO M3 YJIECHOB TEPPUTOPHUAIBHOW KOMHMCCHUU C IPaBOM
pELIAKoIIEro roj0ca MOJJHOMOYUH IIpeaceaaTesns TEPPUTOPUAIBHON KOMUCCHH;

«IIpencenaTensCTBYOMNM Ha 3aCENaHUU TEPPUTOPHUATIBHOU KOMUCCHH —
B Cllyda€ BPEMEHHOIO OTCYTCTBHs NpPEACEAATENs, 3aMECTUTENS IpeacenaTess

TEPPUTOPUAIBHOW KOMHCCHH, OTCcyTcTBUs pemenus Cankt-IletepOyprekoit



56
H36HpaTCHBHOﬁ KOMHUCCHUHU 0 BO3JIOXKCHUN MOJTHOMOYHM npeaceaarcisa

TEPPUTOPUAIIBHON KOMHCCUU HAa OJHOTO W3 YJIECHOB TEPPUTOPUATBHON KOMUCCUU
C MPaBOM pEIIAIONIEr0 ToJ0ca U MPU HAIUYUU PEUICHUS TEePPUTOPUATHLHOM
n30MpaTeIbHOM KOMUCCHH;

«Hcnonusromuii 0053aHHOCTH CEKpeTapsi TePPUTOPUATHHON KOMHUCCHUN) —
B cllydae HaJW4yusl penieHus TeppuTtopralibHOW KOMHCCHH O BO3JI0KEHUHU
MOJTHOMOYUM CEKpeTapsi TEPPUTOPUATBLHOM KOMMCCHUM Ha OJIHOTO W3 YJICHOB
TEPPUTOPHATBHON KOMUCCHUH C ITPAaBOM PEIIAIOIIEro roJjioca.

«Cekperapp  3aceflaHusl  TEPPUTOPUATBLHOM  KOMHCCHUU» —B  Cllydae
BPEMEHHOTO OTCYTCTBHUSI CEKpeTapsi MU30upaTeIbHOW KOMUCCUM W TPU HAIWYUU
pELIECHUS TEPPUTOPUATBHON KOMHUCCHUHU.

8.3.10. [Iocne noamucaHus pemIeHHUs PETUCTPUPYIOTCA B JKypHaJe
pEruCTpallid PEIICHHI, B KOTOPOM MPEIyCMaTPUBAIOTCS: MOPSIKOBBIA HOMED,
JaTa TPUHATHS PEUICHUs, PETHCTPALMOHHBIM HOMEp, COJIEPKAHUE PEIICHUS
Y HOMED Jejia XpaHEHHUS.

8.3.11. Pemienuss HymMepyroTcsi B XPOHOJOTMYECKON IOCIEI0BATEIbHOCTH
B npeaenax CpoKa MTOJTHOMOYHUI TEPPUTOPUATBHOMN KOMHUCCHH.
HoMmep pemieHusi TeppUTOpUAIbHOM KOMHUCCHHM COCTOMT M3 HOMEpAa MPOTOKOJIA
3acefiaHus U MOPSIKOBOrO HOMEpa Bompoca, (Hampumep: 1-5).

8.3.12. Yka3zaHHbI€ BbIIIE€ PEKBU3UTHI BHOCITCS B PETUCTPALIMOHHO-YYETHYIO
dbopmy. B ciyuae ucnonszoBanus I/ k PYK nmpukperuisiercs TekCT TOKyMeHTa
B (popmate docx (mms Tabnui nonyckarores gaitisl popmata x1sx) v 3IEKTPOHHBIN
obpa3 gokymeHnTa B (hopmare pdf (mpu HEOOXOIMMOCTH), a TAKXKE JIeJIaeTCs CBI3Ka
C JOKYMEHTaMH, TMOCITY>XUBIIMMH OCHOBaHUEM I PACCMOTPEHHUs BOIpoca
Ha 3aceJaHuU TePPUTOPUATIBHON KOMUCCHH.

8.3.13. Pazpemiennie Ha THpPaXUPOBAaHUE JOKYMEHTOB B HEOOXOIUMOM
KOJIMYECTBE [JIAET IIPEACENATENIb TEPPUTOPUATIBHON KOMHUCCUU. JIOKYMEHTHI
TUPOXUPYIOTCS  paOOTHUKOM  ammapaTa, OTBETCTBEHHBIM 33  BEIICHUC

ACIOIIPOMU3BOACTBA, Ha Ka)KILOﬁ KOIIMMU HOOKYMCHTA IPOCTABIACTCA IICUATh,
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YAOCTOBECPAIOIIAs IIOAIINMCH npeaceaareisa TeppI/ITOpI/IaJIBHOﬁ KOMHUCCHUH

U CeKpeTapsi TEPPUTOPUATLHON KOMUCCHH (0€3 BOCTIPOU3BEACHHUSI TOAMMICEN).

8.3.14. Koniusi pemieHusi TEPPpUTOPUATIBHON KOMHMCCUM  HaIlpaBIISIETCA
3asIBUTENI0 B Clly4ae, €Clii ero oOpalieHue B TEPPUTOPUATBHYIO KOMHCCHIO
NOCIY’)KWJIO OCHOBaHHMEM JUII  PACCMOTPEHUS BONpoca Ha  3aceJaHuu
TEPPUTOPUAITBHON KOMUCCHH.

8.4. OopmiieHue MpoTOKOJIa 3acelaHusl TEPPUTOPHATBHON KOMHUCCHU.

8.4.1. [IpoTtokon 3acemaHusi TEPPUTOPUAIBHOW KOMHUCCUU O]opMIIsieTcs
Ha OJ1aHKe ycTaHOBJIIEHHOU QopMbl (puiioskeHre Ne 4) B CpoK, HE IPEBBIIIAIOIINAN
Tpex pabouux JHEW mociie JaHS  3acedaHus. lIpoTtokon  3acenaHus
TEPPUTOPUAIBHOM KOMHUCCUU MOXKET ObITh odopmiien cpenctBamu 1]
C MCIOJIb30BaHMEM COOTBETCTBYIOILETO 1IA0I0HA OJIaHKa JOKYMEHTA.

8.4.2. IIpoTokon 3acenaHus MOKeT O(QOPMIISITHCS B MOJHON WM KpPaTKOU
dbopwme.

8.4.3. TekcT mpoOTOKOJIA 3aCE€NaHUs] TEPPUTOPUATBHON KOMHCCUU COCTOMT
W3 JIBYX 4aCTE€W — BBOJHOW U OCHOBHOM.

8.4.4. B BBOJHOM YacTH MPOTOKOJA YKA3bIBAIOTCS MHHUIMAIBI U (paMUIHUSL
npeacenareiass — TEPPUTOPUATBHOM  KOMHCCHM  (TPEACEAATeNIbCTBYIOIIETO),
a TaKKe NPUCYTCTBYIOIIMUX: 3aMECTUTENs TNpeAcenaTeis TEepPPUTOPUATBLHON
KOMHUCCHH, CEKpeTapsi TEPPUTOPUATILHON KOMHUCCHUHU M YJIEHOB TEPPUTOPUATIBLHOM
KOMUCCHUH, JIUI], PUTJIAIIEHHBIX HA 3ace/laHnne, B aa(aBUTHOM TOPSIJIKE.

JlomyckaeTcsi  oopmiieHHE TMPUCYTCTBYIOIIMX  OTACJIBHBIM  CIIHUCKOM
C YyKa3aHMEeM HWHHIMAIOB, (amwinii u aomxHocTed. CHUCOK mpuiaraeTcs
K IIPOTOKOJTY 3aceaHusl.

8.4.5. TloBecTka JAHS BKJIIOYAETCS B  BBOJAHYKO 4YacTh MPOTOKOJA.
OHa COCTOUT U3 MEPEUUCIIEHUs BOIIPOCOB, KOTOPbIE 00CYKIal0TCsl HAa 3acedaHuH,
U 3aKpeIIieT IMOCIEN0BATeILHOCTh UX OOCYXKIEHUS U (pamMuiiuud TOKIaTYUKOB
(BBICTYMAIOILIUX ).

Kaxxnprii Bompoc MoBeCcTKU JHS 3acelaHuss HymepyeTcs: apabckoit mudpoid,

ero HaumMmeHoBaHue GopmyaupyoT ¢ npemiora «O» umm «O6». Ilo kaxmomy
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IMIYHKTY YKa3bIBA€CTCs JOKJIAI4YHK.

8.4.6. OcHOBHasl 4acTh MPOTOKOJIA COJAEPKHUT CTOJBKO Pa3/EioB, CKOJBKO
MYHKTOB BKJIFOYEHO B MOBECTKY JHS. B COOTBETCTBUU C HEM pa3zienbl HyMEpYyIOTCS.

Kaxneiii  paszmen  coctout w3 Tpex  yacten:  «CIIYITAJIN»,
«BBICTYIIWIN», «PEILINJINY», KOoTOpBIEC MMEYATAIOTCS OT FPAHUIILI JICBOTO OIS
MPONUCHBIMU OYKBaMHU.

B uwactm «CJIYIOAJIM» kpaTKO H31araercd TEKCT BBICTYIUICHHS
nokiaaurka. Maummansl 1 GpamMmims H0KIaT4uKa MMeYaTaloTcs ¢ KpacCHOM CTPOKHU
B HMMEHUTEIBHOM Tajexe. 3aluch JOKIaJa HW3JIaraeTcsi OT TPEThero Juia
€MHCTBEHHOT'0 YHCJIA ¥ OTAEISAETCS OT (PaMUIMK THUPE.

Ecnu Ttekcr nokiana mpuiiaraetcsi K IpOTOKOJNY, TO MCHOJIB3YETCS CChUIKA
«TeKkcT nokaga npuiaraeTcs.

B wactm «BBICTYIIMJIM» nepeyncnsrorcs BBICTYNAKOIIAE W aBTOPHI
BOMPOCOB. MHMIMAaNb! 1 aMUiusi BRICTYNAIOIIETO NEYaTatoTCsl ¢ KPACHOM CTPOKH
B UMEHUTENbHOM Tmajexe. KpaTkas 3amuch BBICTYIUIGHHS 110 CYIIECTBY
paccMaTpuBaeMoro BoIipoca (10 pelIeHHI0 NMPeACceIaTeNbCTBYIOUIET0) U3JlaraeTcs
OT TPETHETO JIMIA €IUHCTBEHHOI'O YUCIIA.

Ecnu TeKCT BBICTYIUIEHMSI MpuUiaraerca K MPOTOKOIY, TO HCIHOJIb3YeTCs
cchliKa «TeKCT BBICTYILICHUS TIPUIIAraeTCs.

B uactu «PEIINJIN» oTpaxkaeTcs MPUHATOE PEIICHUE MO 00CYKIaeMOMY
BOIIPOCY U PE3YJIbTaThl TOJIOCOBAHUSI.

B npotokone 3acenaHus oTpaxkaeTcs HaIMYUE OCOOOTO MHEHHUS Yy 4ieHa
TEPPUTOPUAIIBHOM KOMHCCHH, O(OPMIIEHHOE B NHUCBMEHHOW (opme ocoboe
MHEHHE [TOMEIIAETCS MOCIIE PEIIEHNUs, B CBSI3U ¢ KOTOPBIM 3TO MHEHHE HU3JI0KEHO.

8.4.7. IIpoTokon 3acelaHnusg MMOJIITUCEIBAETCS npeaceaaTeneM
WIN TpeceaaTeIbCTBOBABIIMM Ha 3aceJaHUU M CEKpPEeTapeM TepPUTOPUATbHOU
KOMHCCUU  (WJIM  YJEHOM  TEPPUTOPUATIBHONM  KOMHUCCHUH, HCHOJIHSIBIIUM
00513aHHOCTH CEKpETaps TEPPUTOPHUATBHON KOMUCCHH).

8.4.8. Ilocne moanucanusi NPOTOKOJIbI PETUCTPUPYIOTCS C MCIOJb30BAHHEM

peructpanoHHo-y4eTHo  (opmel.  [IpoTokonbl  3acemaHuii  HyMepyrOTCS
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B XpOHOHOFI/I‘IeCKOﬁ IMOCICAOBATCIIBHOCTH B IIpEAciiaX CpoOKa MMOJTHOMOYM I

TEPPUTOPUAIIBHON KOMUCCHH.

8.4.9. IIpoTokobl 3acejaHuil TEPPUTOPUATBHOM KOMUCCHUHU, MPUOOIIICHHbBIE
K HUM pEUIEHUs BMECT€ C MaTepuajgaMu, MOCIYKUBIIMMH OCHOBaHUEM
JUISL UX TPUHSTUSA, OCOOBIMA MHEHHUSIMU YJIEHOB TEPPUTOPUATILHOW KOMHCCUU
XpaHsTcs y mpejacenarens (cekperapsi WM pabOTHUKaA anmapara, OTBETCTBEHHOTO
3a BEJICHHE JCJIONPOU3BOJCTBA) TEPPUTOPUAIBHOM KOMHUCCHHM, a 3aTeM,
oQopMJIECHHBIE B COOTBETCTBHM C TpeOoBaHUSMU WHCTpyKIMH, TEepenaroTcs
B ApXUB.

9. OpopmiteHne npuka3oB nmpeaceaTesNst
TEPPUTOPHAIBHON KOMUCCUU

9.1. Ilpuka3z mnpexncenaTens TEPPUTOPUAIBHOM KOMHUCCHUU IO OCHOBHOM
NesATeNbHOCTH (fasiee — npuka3) oopmirsieTcsl Ha OJIaHKE YCTaHOBJIEHHOU (hOPMBI
(npunosxxenue Ne 4).

9.1.1 [IpoekTbl NOpPUKA30B TOTOBATCA IO MOPYYEHHIO TMPEACEHATENS
TEPPUTOPUATBHON KOMUCCHH.

[Iprka3pl MOTYT TOTOBUTBCSI M COTJIACOBBIBaThCA Takxke cpeactsamu 11
[Ipn moxaroroBke mnpuka3zoB cpeactsamu [IJ[ mcnonb3yercs COOTBETCTBYHOIIUMN
ma6JIoH OJ1aHKa JIOKYMEHTA.

9.1.2. Texcr mnpukaza COCTOWT, KaK IPaBWIO, U3 KOHCTATUPYIOLIEH
Y PaCOPSAUTEIbHON YaCTEN U JIOJKEH UMETH 3ar0JI0BOK.

9.1.3.B koHcTaTtupymomieid 4YacTd H3JaralTcia I1ead U 33Ja4u
MPEINUCHIBAEMBIX NEUCTBUN. ECIM OCHOBaHMEM K WM3IAHUIO TPUKa3a SIBJISETCS
HOPMATUBHBIM  MPAaBOBOW  aKT  WIM  PACHOPSAUTENIBHBIA  JIOKYMEHT,
TO B KOHCTAaTUPYIOIIEW 4YacTH YKa3bIBAlOTCA €ro Ha3BaHUE, JaTra, HOMED,
3aroJ0BOK.

9.14.B  pacnopsaudTelbHOM  4YacTH  COJEpKATCA  MEPEUHCICHUE
MPEANUCHIBAEMBIX  JEUCTBUM, CPOKM UM UCHOJHUTENW. [lyHKTBI TmpHKasza
HYMEPYIOTCS apaOCKUMH UPPaMH C TOYKON 1 HE UMEIOT 3ar0JIOBKOB.

9.1.5. Ecnu npuka3 u3MeHsIeT, OTMEHSIET WU JOMOJHSAET paHee M3IaHHbIN
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IMpHUKa3 UJIN €ro OTACIbHLBIC ITYHKTBI, TO 3TO OrOBApHUBACTCA B TCKCTC IIPHUKa3a.

9.1.6.B NOCJIETHEM yHKTE pacnopsaIUTEIbHON 4acTH,
IpU HEOOXOAUMOCTH, YKa3bIBa€TCs JOJKHOCTHOE JIMIO, HA KOTOPOE BO3J1araeTcs
KOHTPOJIb 33 HUCIIOJTHEHUEM IIPUKa3a.

9.1.7. Ilpn HaJIMYUU IIPUIIOKEHUN K IIpUKasy B TEKCTE
Ha HUX 0053aTEIbHO JEJIaeTCs CChLIKA.

9.1.8.IIpoexkT mpukaza ©  NOPWIOKEHHS K  HEMY  BU3BUPYIOTCA
HEIOCPEICTBEHHBIM HUCIIOJIHUTEIIEM.

Eciu B mnpukase conepkarcs BOIPOCH (UHAHCHPOBaHMS BBIOOPOB,
oOecrieyeHusi NEATeIbHOCTH TEPPUTOPUATBHOM KOMHUCCHHU, TO OH BHU3HPYETCS
y IJ1aBHOTO Oyxranrepa.

IIpukasel, moaroroBiueHHble cpeacTtBamu I/, BU3HPYIOTCA aHAIOTMYHO
IpUKa3am, MOArOTOBICHHBIM Ha OyMa>KHOM HOCHUTEIE.

Busel mpocTaBnsioTcst Ha OOOpPOTHOM CTOPOHE IOCIEAHEro JIHMCTa
JOKyMEHTa (MpUKaza, NPWIOKEHUS K HEMy) [0 YCTaHOBJIEHHOW (opme
(mpunosxxenue Ne 9).

IIpy NOATOTOBKE M COTJIaCOBAaHUM IIPOEKTOB IIPHUKA30B cpeacTtsaMu [1J] muct
COrJIaCOBaHMUsSl pAacCleyaThIBAETCS Ha OOOPOTHOW CTOPOHE TMOCJIEAHEro JIMCTa
JOKyMeHTa (TpuKasza, NpuiokeHus K Hemy). llpu HeoOXoaumocTd MOJydeHHUs
BU3bI JOJHDKHOCTHOTO JIMIIA Ha JIUCTE COTJIACOBAaHUSA MpPHKa3a, MOATOTOBIEHHOTO
cpenctBamu I1/], tokymeHT nepenaercst Ha OyMa)kHOM HOCHUTEIIE Ha BUSUPOBAHUE
COOTBETCTBYIOILIEMY JAOJKHOCTHOMY JIMILLY.

9.1.9. Ilocne nmoanucaHusi NPUKA3bl PETUCTPUPYIOTCA C HUCIIOJIB30BAHUEM
pEerucTpallMoOHHO-yuYeTHOU (opMbl M (QOPMHUPYIOTCS B JieJa B COOTBETCTBUU
C HOMEHKJATypOl e TEeppUTOPUATBHON KOMHUCCHUU BMECTE€ C JOKYMEHTamH,
MOCITY>KMBIIUMHU OCHOBAHHUEM JIJIsl M3/1aHUs MPUKa3a.

B cnyuae ucnone3oBanus qisa perucrpanuu [1J1 k PYK npucoenunstorcs
TekcT npukaza B dopmare docx wimm XIsx (mas Tabauil AOMycKaroTcs (Qanibl

dbopmara  xIsx), ANEKTpOHHBIH  00pa3 mpukaza B  ¢opmare  pdf
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(HpH HCO6XOI[I/IMOCTI/I) M OCJHAaI0TCA CCBUJIKM Ha JOKYMCHTBI, ITOCIY>XHMBIIUC

OCHOBAHMEM JIJISl U3/IaHUs MIPUKA3a.

9.1.10. Ilpuka3am npuUCBaWBaIOTCS PETMCTPALMOHHBIE HOMEpPA B MIpeAenax
KaJ€HJIapHOTO Trojia, MpU HTOM K IOPSJIKOBOMY HOMEpPY uepe3 aeduc
IPOCTABIIAECTCS OYKBEHHBIA MHIEKC «OJ».

9.2. OpopmiieHne mpHUKA30B TMpeacenaTenss H30MpaTENbHOH KOMHUCCUH
10 KaJpOBBIM BOIIPOCAM.

9.2.1. Ilpukasel npeacenaTessi TEPPUTOPUATIBHON KOMUCCHU TI0 KaJIpPOBBIM
BOIIpOCaM U3JAI0TCS o KOHKPETHBIM BOIIpOCaM, CBSI3aHHBIM
C  JeATEIbHOCTHIO  YJIEHOB  TEPPUTOPUAIBHOW  KOMHUCCHUH,  NPUEMOM
Ha TOCYJAapCTBEHHYIO TIpaxaaHcKyto ciyx0y Cankr-Ilerepbypra B anmapar
TEPPUTOPUAIBHOM  KOMHUCCHUHU,  TNPOXOXKACHUEM  TPAKIAHCKOW  CIIyXkObI
Y YBOJIbHEHHUEM C FPAKJAHCKOW CIY»KOBI B anmnapare TePPUTOPUATBHON KOMHCCHH.

9.2.2. Ilpukasel npeacenaTesss TEPPUTOPUATIBHON KOMUCCHU TI0 KaJIpPOBBIM
BOIpocaM 0(OPMIIIOTCS aHAJIOTMYHO MPHKa3aM MpeaceaaTelis TepPUTOPUaTbHON
KOMHCCHM TI0  OCHOBHOM  JesrenpHOCTH.  Ilpmkasam  mpucBamBaroTcs
pPErUCTpallMOHHBIE HOMEpAa B Mpelenax KajJeHAapHOIo ToAda, MpH 3TOM
K MOPSIAKOBOMY HOMEPY 4epe3 AePUC NpOoCTaBIseTCss OYKBEHHbBIH HHACKC «K».

9.3. Konuu npHuKa3oB 3aBepsOTCS N1€YaThIO TEPPUTOPUATIBHON KOMUCCHUMU.

9.4.Ilpuka3pl BMecT€ C MPUOOILIEHHBIMH K HUM JIOKYMEHTaMH,
NOCTY>KUBIIUMHU OCHOBAaHHMEM ISl UX W3JaHus (B TOM YHMCJE pacreyaTaHHbIMU
KONUSIMU JTOKYMEHTOB, MOCTYHHUBIIMX/TIOATOTOBICHHBIX B 3JIEKTPOHHOM BHJE),
bopMHpYyIOTCA B ielia COTJIaCHO HOMEHKJIAType AeNl TEPPUTOPHATIBHON KOMHUCCHUH,
XpaHATCs y mpenceaaresns win padOTHHKA ammapaTa, OTBETCTBEHHOTO 3a BEACHUE
JIEJIONPOU3BOACTBA B TEPPUTOPUATBHOM KOMMCCHM, a 3areM, O(OpMIEHHbIE

B COOTBETCTBUU C TpeOOoBaHUAMU MHCTPYKIIMHU, IEPEIAIOTCS B ApXUB.

10. KoHTpoOJIb HCIIOJIHEHNS IOKYMEHTOB U NOPYy4eHHUit

10.1. KoHTpoJ110 UCTIOJTHEHUST TIOJICKAT:
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NOPYYEHHUs], COJEpKalMecs B TOCTAaHOBJICHUSIX W JAPYTHX JOKYMEHTax

MUK Poccun, Canxt-IlerepOyprckoit m30uparenbHOW KOMHCCHHU, B PELICHHIX
TEPPUTOPUAIIBHON KOMUCCHH;

NOPYYEHHUsI, COJIEpKAIIUECS B NPHUKA3ax MpeAceaaTesss TEPPUTOPUATIbHOU
KOMUCCHHU;

NUCBbMEHHBIE TOpYYEHUs mpeacenaTens (3aMecTutenss mnpeaceaaTenis,
CeKpeTapsi) TEpPUTOPHATBHONM KOMHUCCHH;

BXOJAIIME JOKYMEHTHI, B TOM YHCJI€ MUCbMEHHBIC OOpaIleHusi Tpa)aaH,
yKa3aHHbIE B [lepeuHe nmojexanmux KOHTPOI JOKYMEHTOB C YKa3aHUEM CPOKOB
ucnojaHeHus (mpuioxenue Ne 11), B COOTBETCTBUU € YKa3aHUSIMU MO UCTIOJIHEHUIO
JOKYMEHTA MpeIceIaTels TEPPUTOPUATBLHON KOMUCCHY;

UCXOJIAIIME JOKYMEHTBI, TPEOYIOIIUE OTBETA;

MOPYYEHHUsI, COJEPKAIMECS B MPOTOKOJAX 3aCEAaHUU TEPPUTOPHUATBHOU
KOMHCCHU;

IJIAHBI MEPOIIPUATHN.

10.2. KoHTposb UCHONHEHUS JOKYMEHTOB, YKa3aHHbIX B moapaszzgeine 10.1
WucTpykiuu (32 HMCKIIIOYEHHEM HCXOASIIMX JOKYMEHTOB), IO CYIIECTBY
3aTPOHYTBIX B HHUX BOINPOCOB OCYILECTBIAECT TMpejacenareiab (CeKpeTaphb)
TEPPUTOPUAIIBHON KOMHUCCHH.

10.3. KOHTpoNb HCHOJHEHUS MCXOIAIIMX JTOKYMEHTOB, B TOM 4YHCIE
32 CBOEBPEMEHHOCTHIO IIOJYYEHHUSI OTBETOB Ha 3alpoChl TEPPUTOPUAIBHON
KOMHCCHUH, OCYIIECTBIsIET pabOOTHUK ammapara, OTBETCTBEHHBIH 3a IMOJTOTOBKY
JTAHHBIX JTOKYMEHTOB.

10.4. Cpokr HCHOJHEHUS TOPYYEHUM, COAEpKAUIMXCS B PEHICHUAX
TEPPUTOPUAIIBHOM  KOMHUCCUHM, TpHUKa3zax MpelcenaTeNss TeppUTOPHATbHON
KOMHUCCHUH, TUCBMEHHBIX MOPYYEHUH mpeacenaTens (3aMecTUTENs Mpeiceaarens,
CEKpeTaps) TEPPUTOPUATBHON KOMUCCHUH OTPEEISIOTCS STUMU TJOKYMEHTaMHU.

10.5. JIokyMEHT TOJJICKUT UCIOJHEHUIO HE TMO3JHEE, YEeM 4Yepes
30 xajlieHIapHbIX JTHEW CO JHSA €ro MOCTYIUICHUS, 32 HCKJIIOYEHHUEM CIy4Yaes,

IPENYCMOTPEHHBIX MyHKTOM 10.6 HacTosIero pasaena.
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Ecnu mocnennuit 1eHb UCTIOTHEHUS TOKYMEHTa MPUXOIUTCS Ha Hepabouuit

JI€Hb, TO OH TOJIJICKHUT UCTIOTHEHHUIO B MIPEANICCTBYIOMNMA eMy paboduii IeHb.

JokymeHTsl ¢ moMeTkamu «BecbMma cpouyHo», «CpoyHO» HCHIOIHSIOTCS
B TPEXJIHEBHBIN CPOK, TOKYMEHTHI C TOMETKON «OnepaTuBHO» — B JIECATHIHEBHBIN
CPOK.

CpoK HCTIOJTHEHUS! UCUYHUCISETCS B KaJeHAApHbIX AHIX. [ mopydeHud —
OT JaThl TMOJMUCAHUS TOPYYEHUS, IJIsI BXOJAIIUX JOKYMEHTOB, B TOM YHCIIC
oOpalieHuii, — OT JaThl pErUCTPAllMU JOKYMEHTA.

Ecnu mocnenuuil IeHb MCHOJHEHUS JOKYMEHTa, COJEpPKalero MOMETKY
O CPOYHOCTH HCHOJIHCHHS, MPUXOAUTCA Ha HEpaOOUUil JI€Hb, TO OH MOJJICKUT
WCIIOJIHEHUIO B CJIEIYIONTUH 32 HUM pabO4uil IeHb.

10.6. CpOKM  UCHOJIHEHHsSI  BXOIAIIMX JOKYMEHTOB W  OOpallleHui
YCTaHABJIMBAIOTCS  HMCXOAsl M3  CPOKOB, IMpeajaraéMblX  OpraHu3alue,
HaIpaBUBLIEH JOKYMEHT, UM CPOKOB, YKa3aHHBIX B IpUiIokeHun Ne 11.

OOpamieHuss 0  HapylIeHUWW  3aKOHA, [OCTYNHUBIIME B  MEPUOJ
COOTBETCTBYIOIIEH  W30MpaTeNIbHOW  KaMIIAaHWM, KaMIIaHUM  pedepeHayma,
UCIIOJIHSIIOTCS. B CPOKH, YCTAHOBJICHHBIE 3aKOHOJATEIILCTBOM O BBIOOpAx
u pedepeHyme.

10.7. OTBETCTBEHHOCTh 32 CBOEBPEMEHHOE UM  TOJIHOE BHECEHHUE
B PETUCTPAIlMOHHO-YYETHYIO (OpPMY CpPOKOB  HCIOJHEHHUS JOKYMEHTOB
u uHbOpPMAIIMM O COCTOSIHUM WCIIOJHEHUS JOKYMEHTOB, KOHTPOJIb CPOKOB
WCIIOJIHEHUSI IOKYMEHTOB BO3JIArarOTCs Ha CEKpeTapsl Wid pabOTHUKA ammapara,
OTBETCTBEHHOTO 3a BEJICHUE JEIOMPOU3BOCTBA.

10.8.B IJIaHaX MEPOIIPUATUH, YTBEPKIECHHBIX PELICHUSIMU
TEPPUTOPUAIBHOM KOMHUCCHM, TpHKa3aMU TMpeacenaresis TepPpUTOpPHATbLHOM
KOMMCCHUH, KOHTPOJTIO TIO/JIEKAT CPOKH UCTIOJIHEHUS OT/ICJIBHBIX €r0 MyHKTOB.

10.9. Ilpy HE0OXOAMMOCTH TPOJJICHUS CpPOKA HCIOTHEHUS JOKYMEHTa
OTBETCTBEHHBIN 3a UCMOJHEHHE HE TMO3JHEe YeM 3a TPH JIHS 10 UCTCUCHUS CpOKa
WCIIOJTHEHHUS JTOKYMEHTA MPEJCTaBIISIET HA UMs MpeAceAaTeiss TEPpPUTOPUATIbHON

KOMHUCCHUH CITY’)KEOHYIO 3alMCKy C MOTHBHPOBAHHOM MPOCKLOOH O €ro MpoJJicHUH,
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KOTOpasa MOKET OBITH IMOATOTOBJICHA M COTJIaCOBaHa CPCACTBAMHA HI[

10.10. ZIoKyMeHT cUMTaeTCsl UCIIOJTHEHHBIM U CHUMAETCSI C KOHTPOJISA NOCIIE
pelIeHHsT BCEX IIOCTABJIEHHBIX B HEM BOIPOCOB, COOOLIEHUS pE3YyJIbTaTOB
PacCMOTPEHHMSI BCEM 3aMHTEPECOBAHHBIM JIMLIAM.

10.11. OcHOBaHUAMM JIJISl CHATHUS JOKYMEHTA C KOHTPOJIS SIBJSIIOTCA:

ciy)xeOHasi 3alucKa O CHATHM JOKYMEHTa (WM OTAEIbHBIX €r0 ITyHKTOB)
C KOHTpPOJs WM 00 HCHOJHEHWHM JOKyMEHTAa Ha UMs Mpejacenarens
TEPPUTOPUAIBHOM KOMHUCCUM, IOATOTOBJICHHAS] OTBETCTBEHHBIM 3a UCIIOJIHEHHE
c ormerkoit («Cormacen», «Paccmotrpen», «llpunaro») mnpencenarens
TEPPUTOPUAIBHOM KOMHUCCUU O MPUHATHUH HUCIHOJHEHHUSA, KOTOpask MOXET ObITh
IIOATOTOBIIEHA U coryiacoBaHa cpeactsamu 11/1;

pelIeHne  TEPPUTOPUANIBHOM  KOMHCCHM,  NPHKa3  NPEACENaTels
TEPPUTOPUAITBHON KOMUCCHH 1O PE3YJIbTaTaAM UCIIOJHEHUS JOKYMEHTA;

OTBET HA BXOJAIIUN JOKYMEHT;

OTBEThl OT OpraHu3aluii, B KOTOpbIE JOKYMEHT ObLJI HalpaBlieH
IUIl PacCMOTPEHHsI II0 CYLIECTBY IIOCTABJICHHBIX B HEM BOIIPOCOB U OTBETA
3a5BUTEIIIO;

HarpaBjeHue oOpallleHusi B Jpyrue OpraHu3alud s PaccMOTPEHUs
10 CYIIECTBY IIOCTABJIEHHBIX B HEM BOMPOCOB U MOCIEIYIOIIEr0 UHPOPMUPOBAHUS
aBTOpa O Pe3yJIbTaTaX PaCCMOTPEHUS.

10.12. JIoKyMEHT HE CUMTAETCS UCIIOJHEHHBIM 1 OCTAE€TCs Ha KOHTPOJIE:

€CJIM OH HalpaBiIeTCs B JpyrWe Oprabl WIM  OpPraHU3aluu
Il PAacCMOTPEHMS C LEIbI0 IIOJYYEHHUS TEPPUTOPUAIBHOM KOMHUCCHEU
uHbOpMallMi, HEOOXOAUMOHN JJIsi PAacCMOTPEHHUS MO CYLIECTBY IOCTaBJIEHHBIX
B JJOKyMEHTE BOINPOCOB. B cilyuae HEOOXOAMMOCTH TEppUTOpUATIbHAS KOMHUCCHUS
uHpopMupyeT 00 3TOM aBTOpa JOKYMEHTA,

€CIM OH HalpasisIeTCs B JpyrHWe OpraHbl WM OpraHu3aluu
JUISL pacCMOTPEHHSI IO CYUIECTBY IIOCTABJIEHHBIX B HEM BOIIPOCOB M OTBETA
3agBUTENI0 C MOCIEAYIOIUM HH(GOPMUPOBAHUEM TEPPUTOPUATBHON KOMHCCHU

0 pC3yJibTaTax UCIIOJITHCHUA.
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11. U3roToBjieHHe U MCNIOJIH30BAHUE MeYaTeil U TAMIIOB

11.1. lnsg ynocToBepeHUs MNOIIMHHOCTH JOKYMEHTOB WJIM COOTBETCTBUS
KOIMM JOKYMEHTOB IIOJUIMHHUKAM, IIPOCTABJIEHUS OTMETOK O IIOJy4YECHUH,
perucTpauuy JTO0KYMEHTOB B TEPPUTOPUAIBHON KOMHUCCHUH HUCIIOJIB3YIOTCS IEYATH
¢ u3zoOpaxkenueMm [ocymapctBeHHoro rep6a Poccuiickoit dexaeparuu (nanee —
repOOBBIE MEYaTH) U APYTHUE MI€YATH U IITAMIIBL.

11.2. 3roToBneHne mnedarel M IITAMIIOB OCYHIECTBIIAETCS MO YKa3aHUIO
npejacenareas TEPPUTOPUATBHOM KOMHUCCUU JIUOO B COOTBETCTBHHM C PEHICHUEM
BBIIIECTOALLEH N30UpATEIbHON KOMHCCHH.

Htamnel ¢ (akCUMUIBHBIM BOCHPOM3BEIECHUEM MOJINUCH Ipeaceaares,
3aMECTUTENII  NPEACENaress,  CEKperaps  TEPPUTOPHAIBHOM  KOMHMCCUU
U3TOTOBJISIIOTCS. 1O MX TMOPYYEHMI0O U MOTYT OBITh  HCIIOJIb30BAHbI
JUISL TIPOCTaBJICHUS Ha yOJMKaTaX W KOMUSAX IMOJIUCAHHBIX B YCTAHOBJIICHHOM
MOPSAKE TOKYMEHTOB.

11.3.'epboBass meuyaTb TEPPUTOPUAIBHON KOMHMCCHUM IPOCTABISAETCS
Ha  (UHAHCOBBIX  JIOKYMEHTax, TapaHTUMHBIX  MNHCbMaX,  JOrOBOPAX,
rOCYJTapCTBEHHBIX KOHTPAKTaX IOBEPEHHOCTAX, U B JPYTHX IPEITYCMOTPEHHBIX
3aKOHOAATEIBCTBOM CIIydasiX.

11.4. Ha paccputaeMbIX KONMUSAX PELUICHHH TEPPUTOPUAIBHOM KOMMCCHH,
IIPUKA30B Ipejcenaress TEppUTOPUaIbHON KOMUCCUM, HA ITAKETax IPU OTIPaBKe
JOKYMEHTOB, TIpU O(OPMJICHUH JOKYMEHTOB Ha MPUEM TOBapHO-MaTepUaTbHbBIX
LHEHHOCTE TMpocTaBiseTcss TepOoBas WM HHAs IMe€4aTh TEPPUTOPHATBHON
KOMMCCHHU.

11.5. ITleyatn ¥ mTaMnbl MNOJIEXKAT y4eTy B OTACIBHOM KypHaJle ydeTa
neyarei 17} LITAMIIOB paboTHUKOM anmnapara, OTBETCTBEHHBIM
3a AENONpPOU3BOACTBO. Ileyatn ¥ mTaMIibl BBIIAKOTCA MOJ MOANKCH B KypHAJIE
ydyeta neyared W wmramnoB. Ha »xypHane mnpocrasuserca otMmeTtka «JCIID»,
€r0 JIMCThl HyMEPYIOTCS, ITPOILIMBAIOTCS U ONIEYATHIBAIOTCS.

11.6. Ileyatn ¥ mTamnbl AOJKHBI XPAHUTHCA B HAJEKHO 3aKPHIBAEMBIX

U OlleYaThIBAEMbIX B Hepabouee BpeMs cer(pax nim MeTalTnyecKux mkadax.
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11.7. Koutponb 3a MpaBUIBHOCTHIO XPaHEHUS W MCIOJb30BaHUS Medaren

¥ IITaMIOB OCYIIECTBISICT PAOOTHUK ammapara TeppPUTOPUATBLHON KOMHUCCHH,
OTBETCTBEHHBIH 3a €TONPOU3BOJICTBO.

CBepka HalMuus MeYaTed W IITAMIIOB OCYIIECTBISIETCS NpPEACEAATEIEM
TEPPUTOPUATBHON KOMUCCHUH OJIUH Pa3 B rOJ.

11.8. [lpumeamue B HErOAHOCTb IE€YATH U IITAMIBl YHUYTOXKAIOTCA,
O YEeM COCTaBJISIETCS aKT, a B JKypHaJe ydeTa IeyaTeid M IITaMIIOB CTaBHUTCS
COOTBETCTBYIOIIAsi OTMETKA.

YHHUUTOXKEHNUE NPOU3BOAUTCSA MOCIE YTBEPKICHHS aKTa MpeAceaaTeIeM
TEPPUTOPUAILHOM KOMHUCCHHM. MeTajsinueckue TeYaTh YHUYTOXKAITCA IyTeM
MOJIHOTO CIUJIMBAHUSI TEKCTA WJIM ONMWUJIMBAHUS JIBYMs NEPEKPECTHBIMU JIMHUSIMU,
Kay4yKOBBI€ I€YATH U IITAMIIBI Pa3pe3ar0TCsl Ha MEJIKUE YaCTH UJIU CHKUTAIOTCS.

11.9.06 yrepe mneyaTd WM IITaMOa HE3aMEIJIUTEIBHO CTaBUTCS
B U3BECTHOCTb MPECENATEND TEPPUTOPUATBHON KOMUCCHUHU.

12. ®opmupoBanme e U nepeaava ux B apxuB

12.1. CocraBnenue u yTBEpKACHUE HOMEHKIATYPhI JEII.

Homenknatypa nen npenHasHaueHa s (OPMUPOBAHMS HMCIOJHEHHBIX
JOKYMEHTOB B Jiea (3JEKTPOHHBIE Jejla), CUCTEMaTU3alMu W ydeTra Jell,
OIPEJIEICHHUS] CPOKOB UX XPAHEHUS U SIBJIAETCS OCHOBOW JJIsi COCTABIICHUS OMHCEH
Jie]l TOCTOSHHOTO U JOJITOBpEMEHHBIX (cBhilie 10 JeT) CpoKOB XpaHEHHs,
B TOM 4YHUCJIE II0 JINYHOMY COCTaBy, aKTOB O BBIJCICHUM K YHUYTOKEHHUIO
JIOKyMEHTOB C MCTEKIIMMU CpPOKaMU XpaHEHWs, a Takxke Uil ydera Jell
B JICJIONTPOU3BOCTBE.

B HOMeHKnaTypy Aesll MOTyT BKJIIOYAThCSl 3aroJIOBKM €, OTPaKarollue
NEATEIbHOCTh TEPPUTOPHUATIBHOM KOMHUCCHHM, B TOM YHCJIE JIMYHBIE Jena,
CHPaBOYHBIE U YUETHbIE KAPTOTEKH U IPYTHe yueTHbIE (POPMBI.

He Bxiroyarorcs B HOMEHKJIATYpy €N NEPUOJUYECKHE H3IaHUs, KHUTH,

OpOITIOPHI.
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3arojIoBOK Jiefia JIOJPKeH YEeTKO M B 0000IIeHHON (opMe oTpaxarth

OCHOBHOE€ COJIEp’KaHHE M COCTaB JIOKYMEHTOB. He momyckaercs ymoTpeOsieHme
HEKOPPEKTHBIX (DOPMYIHUPOBOK, BBOJAHBIX CJIOB U CIOKHBIX O0OPOTOB.

IIpu cocTaBieHUM HOMEHKJIATYphl €N CIEAYET PYKOBOACTBOBATHCS
pErJIaMEHTOM TEPPUTOPUAITIBHOU KOMMCCHH, [lepeunem TUIIOBBIX
YOPaBIEHYECKUX apXUBHBIX JIOKYMEHTOB, OOpa3yloluuxcs B  Ipoliecce
JEATEIbHOCTU TOCYJAapCTBEHHBIX OPraHOB, OPraHOB MECTHOTO CaMOYMpPaBICHUS
M OpraHu3alvii, ¢ YKa3aHHEM CpPOKOB XPaHCHMS, YTBEPKICHHBIM IPUKA30M
denepanbHOro apxuBHOro areHtctTBa oT 20 ngexabps 2019 roma Ne 236
(manee — Ilepeuenn), [IpaBunamu opraHu3anuu XpaHEHUs, KOMILJIEKTOBaHMS,
ydyeTa W HCIOJIb30BaHUS JOKyMEHTOB ApxuBHoro Qonma Poccuiickoit
denepalil M APYTUX ApXUBHBIX JOKYMEHTOB B TOCYJApCTBEHHBIX OpraHax,
OopraHax MECTHOT'O CaMOYMNPAaBJICHUS U OPraHU3alMAX, YTBEPKICHHBIX TPUKA30M
denepanbHOr0 apXUBHOTO areHTcTBa OT 31 mronsg 2023 roga Ne 77, nopsiakamu
XpaHEHHUs] W Tepe/laud B apXWBbI JOKYMEHTOB, CBSI3aHHBIX C IOJTOTOBKOM
U MIPOBEICHUEM BBIOOPOB, YTBEPKICHHBIMU UK Poccun
u Cankrt-IlerepOyprckoil U30UpaTeIbHOM KOMHUCCHU, HOMEHKJIATypamH JieJl
TEPPUTOPUATIBHON KOMHUCCHUU 32 MPEIIESCTBYIOUINE TOJIbI.

[Ipu moAroTOBKE HOMEHKJIATYPHI JIeT HEOOXOJAMMO YYHUTHIBATH XapaKTep
BBIOOPOB, MMPOBOJUMBIX B IIPEACTOSIIIEM TOTY.

Homenknarypa pen TeppUTOPHAIIBHOM KOMHUCCHUM HA  MPEACTOSIIUN
KaJICHTApHBIA TOJI COCTaBIsIeTCS PAOOTHUKOM amnmapara, OTBETCTBEHHBIM
3a BEICHHUE [IeJIONPOMU3BOJICTBA, B TIOCIEAHEM KBapTajie TEKYIIEro Toja,
COTJIACOBBIBAETCSI C CEKPETAPEM TEPPUTOPUAIBHOM KOMHUCCHH, PACCMATPUBAETCS
Ha  3aCeNaHuM  OKCHEPTHOM  KOMHUCCHH  TEPPUTOPHUAIIBHOM  KOMHCCHH,
coriacoBbiBaeTcsi ¢ cekperapem  Cankrt-lleTtepOyprckoid  u30uparenbHON
KOMHCCUHM, YTBEpP)KIAETCs  MpeJcearesieM  TEepPUTOPUATIbHOM  KOMUCCUU
Y BBOJIUTCS B JielcTBUE C | stHBaps cieayromiero roga (mpuioxenue Ne 12).

Homenkiatypa nen He pexe OJHOrO pa3za B ISATh JIET YTBEPKIAETCS

AKCIEPTHO-IIPOBEPOYHOU METOAUYECKOU KOMHUCCHEUN (nanee — 1IMK)
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Cankr-IleTepOyprckoro rocyAapCTBEHHOTO Ka3€HHOTO yUpexACHUS

«enTpanpubiii  rocymapctBeHHbld  apxuB  Cankt-IlerepOypra»  (manee —
LI'A CIIO).

B ciaydae BOZHMKHOBEHMSI B TEUEHUE rofia HOBBIX JEJ OHH JOMOJHHUTEIBHO
BHOCSITCS B YTBEPKICHHYIO0 HOMEHKIIATYpy JI€1 B YCTAHOBJIEHHOM BBIIIE MTOPSIZIKE.

[Io oxoHYaHWU KaJEHAApPHOTO Toja pabOTHUK ammnapara, OTBETCTBEHHBIN
3a BEJCHUE [EJONPOU3BOJCTBA, B KOHLE HOMEHKJIATYPhl JAEH COCTaBISET
UTOTOBYIO 3allUCh O KOJMYECTBE 3aBEACHHBIX Jed (TOMOB, YacTeil), OTAEIbHO
MOCTOSTHHOTO M BPEMEHHBIX CPOKOB XpaHEHUs Ha OyMaXHOM HOCHUTENe
M O KOJMYECTBE 3aBEACHHBIX JJIEKTPOHHBIX J€JI IOCTOSHHOTO M BPEMEHHBIX
CPOKOB XpaHEHHUS, a TAKXKe 3aMOJHIET Tpady 3 HOMEHKIIATYpPHI.

Cpok XxpaHEeHHUsI JOKYMEHTOB YKa3bIBAa€TCS B HOMEHKJIATYpe JIET CO CCHUIKOM
Ha cTaThio llepeyns wim MHOM HOPMATHBHBIM ITPABOBOW aKT, YCTaHABIMBAKOLIUN
CPOK XpaHeHus1 JoKyMeHTa. CpoK XpaHEHUs TOKYMEHTOB, HE YKa3aHHBIX B JAHHOM
[lepeune, ycraHaBiuBaercss 10 coryiacoBaHuto ¢  Cankrt-lleTepOyprekoit
nzouparenbHoit komuccuent u SIIMK LIT'A CII6.

Hcuncnenne CPOKOB XpaHeHus JIOKYMEHTOB, 3aKOHYEHHBIX
JEJONPONU3BOACTBOM B TEKYIIEM T'OJly, HAUMHAETCS C | SHBaps CIEAYIOIIETO roja.

TepputopuanbHas KOMHCCHS TaKKe BIpaBe pa3paldaThiBaTh THUIIOBBIC
W/WIU  TPUMEpPHbIE HOMEHKIATyphl Jed ISl YYacTKOBBIX HM30HMpaTeIbHBIX
KOMUCCHH.

12.2. Opopmnenue JOKYMEHTOB, 3aKOHYEHHBIX JCJIOMPOU3BOJCTBOM,
(GbopMHpOBaHUE U TEKYIIEE XPAaHEHUE JENl B TEPPUTOPUATBHON KOMHCCHH.

3aKOHYEHHBIE JEJI0NPOU3BOACTBOM JOKYMEHTBI opopMIIAIOTCS
B COOTBETCTBHM C TpeOoBaHUSMH WMHCTPYKIMU, CIHCHIBAIOTCS MpeAceaaTesieM
TEPPUTOPUAIIBHOM KOMHUCCHM B JeJio. Ilpr 3TOM B HMKHEM YacTU JIMUEBOM
CTOPOHBI NEPBOIO JIUCTa JOKYMEHTa Ha CBOOOJHOM OT TEKCTa MECTE CTaBHUTCS
OTMETKA O €r0 UCIIOJHEHWH, NEIAETCA HAANHUCh «B 1en0», MOXKET yKa3bIBaThCs
HOMEp Jieja M0 HOMEHKJIaType M jata cnucanus. [Ipu HEoOXoauMoOCTH OTMETKa

00 WCMOJIHEHUH MOXET OBbITh cjellaHa Ha OOOPOTHON CTOPOHE IMEPBOTO JIHCTA
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nokymeHTa. B perucrtpanmonHyio (GopMy BHOCHUTCS OTMETKa O CIUCAaHUHU

JIOKyMEHTA B JIEJIO C YKa3aHUEM HOMEpA Jieja COIIACHO HOMEHKJIATYpE JE.

HcnonHeHHble  AOKYMEHTBl  (OpMHUpPYIOTCA  paOOTHUKOM  ammapara,
OTBETCTBEHHBIM 3a BEACHHUE JICJIONPOU3BOACTBA, B Jejla B COOTBETCTBUHU
C YTBEPK/I€HHOM HOMEHKJIATYpOM Aell.

Jleno cuuTaeTrcs 3aBEIACHHBIM C MOMEHTa BKJIIOYEHHUS B HETO IIEPBOIO
VCIIOJIHEHHOT'O IOKYMEHTA.

3aKOHYEHHBIE JIETTONPOU3BOACTBOM JIEKTPOHHBIE JOKYMEHTBI (POPMUPYIOTCS
pabOTHMKOM  amnmapaTa, OTBETCTBEHHbIM 32 BEACHHE JIEJOIPOU3BOICTBA
B AJIEKTPOHHBIE Jiena (Manku, JUPEKTOPUHN) B COOTBETCTBUM C HOMEHKJIATYpPOM J1e.

IIpu ¢dopmupoBanuu gena MpoBEpsSETCS MNPABUIBHOCTh OTHECEHUS
JOKYMEHTOB B JIJaHHOE JEJI0, KayecTBO OQOpMIIEHUS U KOMIUIEKTHOCTb
JOKYMEHTOB, HaJW4YW€ IMOANMCEW, BU3, PErHMCTPAMOHHBIX HOMEPOB, CIIPABOK
WIA OTMETOK 00 HCIHOJHEHWH, CIHCAHMUW B JeN0 M Jpyrux. HemnpaBuibHO
o OpMIIEHHBIE JTOKYMEHTBI JOKHBI OBITh JOO(OPMIIEHBI, a 3aT€M IOMEIICHBI
B JIEJIO.

He nomyckaercs moMmelieHHe B JI€JI0 AOKYMEHTOB, COJEP:KAHHE KOTOPBIX
HE COOTBETCTBYET 3aroJIOBKY Jiena.

[Tpu popmMupoBaHuM J1e71 COOITIOAAIOTCS CIEAYIOIINE TPEOOBAHMUS:

JOKYMEHTBI MOCTOSIHHOTO M BPEMEHHOT0 XpaHeHusi (opMHUpYIOTCS B JAeia
pa3zienabHo;

B JIeJIO BKJIIOYAIOTCS TOJIBKO MCIIOJIHEHHbBIE, MPABHJIBHO O(POPMIICHHBIE
JIOKYMEHTBI B COOTBETCTBUU C 3aroJIOBKaMH JieJl B HOMEHKJIATYPE;

BCE€ JJOKYMEHTBI, OTHOCSIILIMECS K PELIEHUIO OJHOI0 BOIpoca, (GOpMHUPYIOTCS
B OJIHO JI€JIO;

JOKYMEHTBI, TOJJIeXkKAaIl1e BO3BPaTy, B JA€JI0 HE TOMEILAI0TCS;

B JIEJI0 TIOMEIIAETCA TOJIBKO OJWH 3K3EMIUIAP JOKYMEHTa, YE€PHOBUKH
Y BapUaHThl IPOEKTOB JOKYMEHTOB B JI€J0 HE MOJUIMBAIOTCS (32 MCKIIOUEHHEM
T€X, Ha KOTOPBIX UMEIOTCS BU3bI, YKa3aHUS 110 UCTIOJIHEHUIO IOKYMEHTOB U ApyTHe

OTMETKH, JIOMOJIHSIONINE MEPBBIM K3EMIUISD);
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B ICJIO0 BKIIIOYAKOTCA, KaK IMPaBHUJIO, JOKYMCHTBI OJJHOI'O KaJICHAAPHOI'O roaa

(MCKJIFOUEHHUE COCTABJISIOT JIMUHbBIE U TIEPEXOISIINE J1eJ1a);

00beM QopMHUPYEMBIX €Nl MOCTOSHHOTO XPaHEHHs U IO JIMYHOMY COCTaBY
He J0JkeH mpeBbimaTh 250 nuctoB (3—4 M TOJMIMHBI KOpElIKa Jena), TOJIMHA
JieJT BPEMEHHBIX CPOKOB XpaHEHUsI HE JoJkHA npeBbimarh 10 cm. [Ipu Gosnbiiem
o0beMe JOKyMEHTOB B jene GOpMUPYETCS HECKOJBKO TOMOB (dacTei).
[Ipy Hanmuuuu B JeJie HECKOJBKUX TOMOB (YacTeil) MHJIEKC W 3arojloBOK Jiefna
MPOCTABIIAIOTCS HA KaXKJIOM ToMe ¢ Io0aBienreM obo3znaueHuit «Tom 1», «Tom 2»
U T.JI.

OJIEKTPOHHBIE JIOKYMEHTHI Ha TOMa W YacTH HE pPa3JestoTCs.
Bce »1eKTpOHHBIE JOKYMEHTHI, OTHOCSIIHMECS K OJHOMY HOMEHKJIATypHOMY
WHJIEKCY, HE3aBUCUMO OT UX 00beMa, BKJIIFOYAIOTCS B OJHO JIEKTPOHHOE JIETIO.

B ciyyae HEoOXOAMMOCTH NOKYMEHTHI MO OJHOMY U TOMY 3>K€ BOIPOCY,
HO C pa3M4HbIM CPOKOM XpaHEHUS MOTYT HaxOJWThCS B OJHOM JIEJie
JI0 KOHI[Aa TEKYIIEro Tojia WM JI0 3aBEpILICHUS HCIOJHEHUS JOKYMEHTa, a 3aTeM
nepe(popMUPOBBIBAIOTCS B JieTIa TOCTOSTHHOTO U BPEMEHHBIX CPOKOB XPAHECHHSI.

B neno Bkmo4aroTcs BCcEe JOKYMEHTHI MO KOHKPETHOMY BOIIPOCY BMECTE
C TMPWIOKEHUSIMHU, YyKa3aHHBIMH B TEKCTE€ JOKYMEHTa, MpU OTCYTCTBUU
MIPUJIOKCHHM, YKa3aHHBIX B TEKCTE JJOKYMEHTA, UCTIOHUTENb 00513aH OpraHu30BaTh
UX PO3BICK M B Cily4yae HX OOHapyxeHuss chopMHUpOBaTh B JI€JIO BMECTE
C JOKYMEHTOM, K KOTOPOMY OHHM NpuiararoTcs. Eciu po3biCK JOKYMEHTOB el
MOCTOSIHHOTO WJIM JOJITOBPEMEHHBIX CPOKOB XPAaHEHHS, B TOM YHUCIE MO JTUYHOMY
COCTaBy, HE JaJl  TOJIOKUTEIbHBIX  PE3yJbTaTOB,  COCTaBJISIETCS  aKT
0 HEOOHAPYKEHUH JOKYMEHTOB, ITyTH PO3bICKA KOTOPHIX HCUEPIIaHHbI.

JIOKyMEHTbI ~ BHYTPHM  JleJla  paclojiaraloTcsi B XPOHOJIOTUYECKOU
WJI BOIIPOCHO-JIOTHYECKOM MOCIIEI0BATEIbBHOCTU I UX COYETAHUHU.

HopMmatuBHblE ¥ OpraHU3allMOHHO-PACHOPSIAUTENBHBIE  JTOKYMEHTBI
C OTHOCAIIMUMHUCSA K HHUM TMPUIIOKEHUSAMH TPYNIUPYIOTCS B Jeja MO BHAAM
JIOKYMEHTOB M 110 XPOHOJIOTHH.

[IpoToKoaBI 3acelaHuil TEPPUTOPUATIBHON KOMHUCCUM PACIIOJIATAKOTCS B JIEIIE
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II0 XPOHOJIOTHMKM B IOPAAKE BO3paCTaHUA HOMCPOB. I[OKYMCHTBI K 3aCCIJaHHIO

TEPPUTOPUATILHON KOMHUCCUHU MOMEIIAIOTCS MOCJIE€ COOTBETCTBYIOIIETO MPOTOKOJIA
B MIOPSJIKE pACCMOTPEHHMS BOITPOCOB HA 3aCEIAHUMU.

[Tonoxenus, WHCTPYKLIHH, YTBEPKICHHBIE pacnopsauTEeIbHbIMU
JIOKYMEHTaMH, SIBIIIIOTCA TMPUIIOKEHUAMH K HUM M TPYNIUPYIOTCS BMECTE
C YKa3aHHBIMU JOKYMEHTAMH.

[InaHoBast u oT4ETHAs! JOKYMEHTAIIUSI HE3AaBUCUMO OT JIaThl €€ COCTABJICHUS
BKJIFOYAETCS B JEJIO TOTO ro/ia, K KOTOPOMY OHA OTHOCHUTCSI.

IIpu nHeoOxomumoctu B gene «llepernucka» ucXonsmuii (OTBETHBIN)
JOKYMEHT TIOMelaercss mocie Bxozsiiero. IIlpu BO300OHOBICHUHM MEPENHUCKU
[0 BOIIPOCY, HAYaBIIEHCS B MPEIbIAYIIEM FOAYy, TOKYMEHTBI BKIIOUAIOTCA B JEIIO
TEKYIIET0 Troja M YKa3blBA€TCS HHJEKC TOro Jeja IO HOMEHKIAType el
NpEeAbIAYIIEro TOoJa, B KOTOPOM HaXOJATCS MPEIIICCTBYIOIINE JOKYMEHTBI
10 3TOMY BOIIPOCY.

OOGpamieHust rpaxaadH M JOKYMEHTBHI MO UX PACCMOTPEHUIO (POpMHUPYIOTCS
B oTnenbHbIe fena. OOpamieHus, TOKYMEHThI M0 UX PACCMOTPEHUIO COCTaBJISIOT
B JIEJI€ CAaMOCTOSITEJbHBIE TPYIIBI M TOMENIAIOTCS B JI€la B COOTBETCTBUU
C HOMEHKJIATYPOH JIe]l TEPPUTOPUATHLHON KOMUCCHH.

[Ipu popmupoBanum aena U3 HECKOJIBKUX TOMOB (4acTeit), KpomMe OOIIIero
3aroJioBKa nena npu HEOOXOIMMOCTH COCTaBJISIFOTCS 3aroJ0BKU
KQXJI0TO TOMa (4acTH), YTOUHSIOIINE COJIep>KaHue TOMOB (4acTei) aena.

B nenax, Haxonmsmmxcsi B JEJIONMPOU3BOJACTBE, JOKYMEHThI TEKYIIETro roja
pacroyiaratoTcsi MO XPOHOJOTMM CHHU3Y BBEpX IO Mepe TOCTYIUICHUS.
[Ipy mnOArOTOBKE K clIadye B AapXWB Jejla C JOKYMEHTAaMU IOCTOSIHHOTO
U JI0JITOBpeMEHHBIX (CBhIIe 10 JIeT) CPOKOB XpaHEHUs mnepedhOopMHUPOBBIBAIOTCS
B 00paTHOM MOPSIJIKE: TOKYMEHT, MMOCTYNMUBIIUN B KaJE€HIAPHOM IOy MOCIICIHUM,
JIOJKEH OBITh BHU3Y JieNla, a TEPBBIA JTIOKYMEHT KaJICHJAPHOTO Toja — BBEPXY,
MIEPBBIM.

Jlena ¢ MOMEHTa MX 3aBEICHUS U JI0 MEpeadynd B apXUB WM YHUUTOXKECHUS

B CBS3U C MCTEUECHHEM CPOKOB XpAaHEHUSI HaXOJIATCS y Mpejcenarens (cekperaps
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041 pa6OTHI/IKa amnrapara, OTBCTCTBCHHOI'O 3a BCIACHHC I[CJ'IOHpOI/IBBO,Z[CTBa)

TEPPUTOPUATIBHON KOMHUCCHMU.

DONEeKTpOHHBIE  JIOKYMEHThl ~ (OPMHPYIOTCS B DJIGKTPOHHBIE  Jela
B COOTBETCTBMM C HOMEHKJIATypod nei. B HoOMeHKnaType nen ykKas3blBaercs,
YTO JEeJ0 BEIETCS B AJEKTPOHHOU (popme. DIIEKTPOHHBIE JAOKYMEHTHI IOCIHE
UX HCTOJHEHHS WM OTIPABKU NOAJIEKAaT XpaHeHuio B IIJ[ B TeueHue CpoOKOB,
MPEAYCMOTPEHHBIX JUIsl AHAJOTMYHBIX JOKYMEHTOB Ha OyMa)XHOM HOCHUTEIIE.
B cnydae ecnu Jnena mpencTaBlieHbl Ha OyMakHOM HocuTene WM B (opme
AJIIEKTPOHHBIX JOKYMEHTOB («THOPHIHOE JI€JI0») M HE HMMEIOT 3JIEKTPOHHOTO
obpaza B cootBercTBytomed PVYK, To oHM momiexar CKaHUPOBAaHUIO
C TMOCJEAYIOUUM MPUCOEAMHEHUEM BJIEKTPOHHOIO 00pa3a B COOTBETCTBYIOIIYIO
PVK.

B HOMeHKIaType Jen 3JEKTPOHHOE JENO M JIeJI0 Ha OyMa)KHOM HOCHUTENE
OTPaXAIOTCA Kak JBa TOMAa, HMEIOIIME OJWH 3aroJiOBOK M CpPOK XpaHEHHS.
K MHIIEKCY AIEKTPOHHOIO JeN1a MPUOaBISETCS JIUTEPa «I».

[IpoTokonbl 3acelaHuil, pEIICHUS TEPPUTOPUAIBHOW KOMUCCHH, CIHUCKHU
MPUTJIAICHHBIX, MPUJIAraéMble K MPOTOKOJY MOMJIMHHBIE 3K3EMIUISPHI PEIICHUN
C COOTBETCTBYIOIIUMHU MPUIIOKEHUSIMH, TPOTOKOJbHBIC MOPYUYCHUS, JOKYMEHTHI,
MOCIYKUBIIME OCHOBAHMEM [IJII PACCMOTPEHHMS BONpOCAa Ha 3acedaHuu
TEPPUTOPUATILHON  KOMHUCCHUM, paciiMppoBaHHAs  ayAHO3alUCh  3acedaHus
(mpu ee HAIMYMK), A0 TIEPEAUM B apXHUB HAXOJATCS y mpeaceaarens (padboTHHUKA
ammapara, OTBETCTBEHHOTO 3a BEJEHHUE JIEJIONMPOU3BOJICTBA) TEPPUTOPHAIBHOMN
KOMUCCHH.

3a COXpaHHOCTh JJOKYMEHTOB U JIeJl OTBETCTBEHHOCTh HECET MpeAceaaTelb
TEPPUTOPUATIEHONM KOMHUCCHH.

Jlena AOMKHBI HAXOIUThCS B pabouel KOMHATe WM B CHEIUAIBHO
OTBEJICHHOM IS 3TOW 11e7TM TIOMEIICHUN U XPAHUTHCS B 3alMUPAIONIUXCS IMKadax,
MPEAOXPAHSIONTUX TOKYMEHTHI OT MBUTH U BO3/ICUCTBUS COJTHEYHOTO CBETA.

B menmsx obOecnedeHuss ONEpPaTUBHOTO TIOMCKA JIOKYMEHTOB Jela

pacinojgararorca B COOTBETCTBHH C HOMeHKHaTypOﬁ ACJI, KOIIMA KOTOpOﬁ
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Py HEOOXOIMMOCTH, TOMEIAETCSl HAa BHYTPEHHEW CTOpOHE BEpIIbI MKada.

Ha xopemikax o010xeK Jeya yKa3bIBalOTCs HHJIEKCHI JIeJI IO HOMEHKIIaType
Jed.

Jlena, Haxopnsmuecs Ha TEKYIIEM XpaHEHHUH, Mojuexar ydety. llepen
nepefgadyed  JOKYMEHTOB B apXWB  IPOBOJWUTCA  IPOBEpKa  HAMYMS
U COCTOSTHUSI IOKYMEHTOB M JIeJl B LIEJISIX YCTAHOBJICHUS (PaKTHUECKOTO HaJTUUMs
JIe1 U COOTBETCTBUS UX KOJIMYECTBY, UACISALIEMYCS IO HOMEHKIIATYPE JE.

[IpoBepka HaiIMuuWsi M COCTOSIHHUS JIOKYMEHTOB M JI€JI ITPOBOJMUTCS
Py TNEPEMELICHUN €, BO3BpATE EJI, CMEHE MPEACENATENs] TEPPUTOPHATBHON
KOMHUCCHH, TIEpe]] Iiepeaadeii B apXuB.

IIpoBepka MpPOBOAMTCS IIyTEM CBEPKM CTAaTEd HOMEHKJIATYphl el
C OMHMCAHUEM JIe]l Ha 00JIOKKE, 8 (PU3NYECKOE COCTOSHUE JIET ONPEAEISIETCS IyTeEM
UX BH3yaJIbHOIO HIpocMoTpa. Bce oOHapyXeHHbIE HEAOCTATKH (PUKCHUPYIOTCS
B aKT€ IPOBEPKU HAJIMYMSI U COCTOSIHUSA AL

B cnydae yTpartbl JOKYMEHTOB UM J€JI IPOBOJUTCA  CIyX’eOHOe
paccienoBaHye, IO pe3yjbTaTaM KOTOpPOTO JIMIIO, BUHOBHOE B YTpaTe, HECET
OTBETCTBEHHOCTb B YCTAHOBJIIEHHOM  mopsiake.  lIpuHMMarorcs — Mepsl
M0 3aMEUIEHUI0 YTPAYE€HHOTO JOKYMEHTA 3aBEPEHHOM KOMHEH (110 BO3MOXKHOCTH).

Ecnu otnenbHbIE TOKYMEHTBI, YK€ BKJIIOYEHHBIE B J€JI0, BPEMEHHO
TpeOyrOTCs AJisi paboOThl, OHM MOTYT OBITh BBIJAHBI M3 Ji€Jla, 4 Ha UX MECTO
BKJIAJIBIBAETCS JINCT-3aMECTUTEb C YKAa3aHUEM, KOTJa, KOMy W Ha KAaKOW CpOK
BBIJIaH JJOKYMEHT.

12.3. DxcnepTr3a HIEHHOCTH JOKYMEHTOB.

OKcnepTu3a LEHHOCTH JOKYMEHTOB IPOBOJIWTCS JUIL  YCTAHOBJICHHS
HAay4HOM, MCTOPUYECKOM M  MPAKTUYECKOM  3HAYMMOCTH  JOKYMEHTOB,
0o0pa30BaBIIUXCA B Tpolecce JeATEIbHOCTH TEPPUTOPUAIBHON KOMUCCHH,
C LIeTIBI0 0TOOpa UX VISl JATbHEHUIIEro XpaHeHHs UITH YHUUTOKEHUS.

OKcnepTh3a UEHHOCTH JIOKYMEHTOB MPOBOJUTCS TMPU  COCTaBIICHUU
HOMEHKJIaTypbl JeN, B Ipolecce (POpMUPOBaHUS €], NPU MOJATOTOBKE e

K TIepcaadc B apXHB, IMPHU BBIACICHHU K YHHYTOXCHHUIO JCJI, JJICKTPOHHBLIX
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JAOKYMCHTOB, HE ITOJJICKAIIIUX XPAaHCHUIO.

JUIist paccMOTpEHHsI TMPOEKTOB HOPMATHBHO-METOAMYECKUX JOKYMEHTOB
II0 BOIIPOCaM JEJIONPOU3BOJACTBA U apXMBHOI'O JEJIA, ONUCEH Jel IOCTOSHHOTO
U JIOJITOBpEeMEHHBIX (CBbIIe 10 JIET) CPOKOB XpaHEHHUs, aKTOB 00 YHUUYTOXKEHHUU
Jie1 ¥ JOKYMEHTOB, HE UMEIOIIMX HAYYHOU [IEHHOCTH M MPAKTUYECKOIO 3HAYEHUS,
IIPUKA30M IpeAceaaresiss TEPPUTOPHAIBHON KOMHCCHUU CO3JAeTCs OIKCIIEpTHAas
komuccus (nanee — DK).

B ee pyHKkuMM BXOIUT pacCMOTPEHUE U COTIACOBAaHME HOMEHKJIATYPHI JIE1
TEPPUTOPHAIILHON KOMHUCCHHU.

B cocra DK Moryr BKIOYaTbCs WICHBI TEPPUTOPUAIBHOW KOMHUCCHH,
IpPaKJaHCKHE CIIy>Kallne anmapara TEPPUTOPHUATIEHOU KOMUCCHH,
10 COIJIacOBaHMIO paboTHUKHM anmapara Caskr-lletepOyprckoii n3OupaTenbHON
KOMHUCCHH.

IIpy npoBeNEHHWH SKCHEPTU3bl LEHHOCTH JOKYMEHTOB OCYILIECTBISETCS
0oTOOp /1]l MOCTOSTHHOTO M JIOJATOBPEMEHHBIX (CBbIIE 10 JI€T) CPOKOB XpaHEHHS,
B TOM YHCJIE 110 JUYHOMY COCTaBY, OTOOp A€l C BpEMEHHBIMU CPOKAMU XPAHEHUS,
NOJJICKAIMX XPAHEHUIO, BBIACICHHE K YHMUYTOXECHHUIO [€J1, CPOKH XpaHEHUS
KOTOpbIX UCTEKIU. [Ipyu 3TOM OJHOBPEMEHHO MPOBEPSAIOTCS KAaue€CTBO M IMOJHOTA
HOMEHKJIaTypbl JI€Jl, NPaBWIBHOCTb ONPEIEICHUS CPOKOB XpaHEHUs Jel,
JIOKYMEHTOB.

OKcnepTh3a LEHHOCTH JOKYMEHTOB OCYILIECTBIISIETCA IYTEM IOJHUCTHOTO
npocMotrpa Jnen. He nomyckaercas oTOOp JOKYMEHTOB Ui XpaHEHUS
WIM K YHUUTOKEHUIO TOJIbKO Ha OCHOBaHUM 3ar0JIOBKOB €.

OTOOp  DNIEKTPOHHBIX  JIOKYMEHTOB  JJsi  [epeladyd B apXuB
MOXXET OCYIIECTBIATHCS B ABTOMAaTU3UPOBAHHOM pEXHME MyTeM O0TOopa
nokymeHToB B I1]] mo npusnakam «Munaekc nenay», «Cpok XpaHEHUSD.

JIOKyMEHTBI, YTPATHBIIME NPAKTUYECKOE 3HAYEHHE M HE HWMEIOIINE
UCTOPUYECKON WJIM HAYYHOM LEHHOCTH, MO MCTEYEHUH YCTAHOBJIICHHBIX CPOKOB

XPaHCHUA MTOJICIKAT YHUUITOKCHUIO 110 AKTY.
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AKTEBI 0O BBIACJICHNH K YHUYTOXCHUIO €T U JOKYMCHTOB paCCMAaTPUBAIOTCA

Ha 3acemaHussx OK OJHOBPEMEHHO C ONHUCSIMH J€Nl. YHUYTOXKEHHE JIeN
U JOKYMEHTOB JI0 YTBEP>KICHUS aKTOB 3aIlpeIaeTCs.

[lo pesynapTaTam »SKCHEPTU3Bl IIEHHOCTH JOKYMEHTOB pPaOOTHUKOM
anmapara, OTBETCTBEHHBIM 33  BEICHUE  JICJONPOM3BOJCTBA  €KErOJHO
COCTAaBIISIFOTCS  CBOAHBIE ONUCH JI€JI TOCTOSIHHOTO W JOJITOBPEMEHHBIX
(cBpimie 10 7€T) CpPOKOB XpaHEHHS M IO JUYHOMY COCTaBy (TIPHIIOKEHUS
NoNe 13,14,15), a Takke akThl O BBIACICHUHM K YHHYTOKEHHUIO JIOKYMEHTOB,
HE MOJUIeKAIMX XpaHeHUIo (mpuioxeHue Ne 16).

Onucu gen MOCTOSIHHOTO M JOJTrOBpeMeHHbIX (cBbimie 10 jeT) cpokoB
XpaHEHUsl, a TaKXE€ aKTbl O BBIACICHUM K YHHYTOKECHHUIO JIOKYMEHTOB,
HE MOJICKAIINX XPAHEHUIO, paccMaTpuBaroTcs Ha JK.

Onucu fen, JOKYMEHTOB TIIOCTOSSHHOTO CpOKa XpAHEHUS U aKThl
O BBIIACICHUM K YHUYTOXKEHUIO JOKYMEHTOB, HE TMOMJICKAIIUX XPAHEHHUIO,
MOJIEKAT  YTBEPKACHUIO LIeHTpaJlbHOW AKCHEPTHO-NIPOBEPOYHON KOMMCCUU
(manee — IDIIK) ApxuBHoro komurera Caunkrt-lIlerepOypra, a omucu naen
no JuuHoMy coctaBy — yTBepxkaeHnio DIIMK LII'A CII6. Ilocne yrBepxkacHuUs
LDIIIK ApxuBHoro komuteTta Cankt-IleTepOypra onucu Jen M akThl O BbLACICHUN
K YHHUYTOXEHHUIO JOKYMEHTOB, HE MOIJEKAIIUX XPAHEHUIO, YTBEPKIAIOTCS
npejacenaTesaeM TePPUTOPUaIbHON KOMUCCU.

UepHOBUKM W  PYKOIHCH MOArOTABIUBAEMBIX JOKYMEHTOB, KOIUU
WH(MOPMAIIMOHHBIX M JPYTUX MaTepHalioB, HE TMOJICKANINX BKIIOYEHUIO
B HOMEHKJIATypy JeJI, 0 MUHOBAaHUM B HUX HAJOOHOCTH MOTYT YHHUTOXKAThCS
0€e3 COCTaBJICHUS aKTa.

[leperner (monmmBKa) A€ MPOU3BOAUTCS TOJIBKO TOCIE MPOBEACHUS
AKCIIEPTHU3bI LICHHOCTH IOKYMEHTOB.

12.4. Oopmiienue aenn.

Hena, mnojuexanme IMepefadye Ha XpaHEHUE B apXUB, JOJDKHBI OBITh
o(opmIIEHBI COOTBETCTBYIOLIUM 00pa3oM.

Odopmiienne nenma BKJIIOYaeT B ce0S  MPOBEPKY CHCTEMaTH3allud
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JOKYMCHTOB BHYTPH [€Jd, HyMCpalurO JTUCTOB, COCTABJICHHC BHYTpeHHCﬁ OIINCH

JOKYMEHTOB Jena (mpunoxkeHue Ne 17), nucra-3aBeputens aena (IPUIOXKEHHE
Ne 18), obopmiienre pekBU3UTOB 00JI0KKH, MOIIUBKY (TIEperuieT) Aena.

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

Jlena MOCTOSIHHOTO U JIOJTOBpEeMEHHbIX (cBhilie 10 JeT) CpoKOB XpaHEHUs
noJiyiexkar nonHomy odopmienuto. [lonmnoe odopmiienue aena npexycmaTpuBaeT
MPOBEPKY  CHUCTEMATH3allMd  JOKYMEHTOB BHYTPU Jiela, TPaBWIbHOCTH
ux oopMieHus (HaIM4ure HEOOXOUMBIX MOJMUCEN, BU3, OTMETOK O PETUCTPAIUH
¥ WCTIOJHEHWH, MPUJIOKCHUN), HyMEpaIuio JHCTOB, COCTABJICHHE BHYTPECHHEU
ONMKMCHU JOKYMEHTOB Jiefia (Uisi 0cO00 IEHHBIX NeJl, JUYHBIX JeN, a Takke Je,
COPMHPOBAHHBIX 1O PA3HOBUIHOCTSAM JOKYMEHTOB, 3aroJIOBKM KOTOPBIX
HE PACKpPBIBAIOT KOHKPETHOE COJACpX aHHE JOKyMEHTa), COCTABICHUE JIHCTa-
3aBepuTeNs nena, oGOpMIIEHHE PEKBU3UTOB OOJIOXKKH, MOIIIUBKY (IEpErieT)
nena.

Hena BpemeHHBIX (10 10 €T BKIIOYUTENBHO) CPOKOB XpaHEHHUS MOJJIeKAT
YaCTUYHOMY O(OPMJICHHUIO: JIOMYCKAETCA HE NPOBOAUTH CHUCTEMATU3AINIO
JIOKyMEHTOB B Jejie, JHCTHl Jella He HyMEpOBaTh, 3aBEPHUTEIbHBIC HAJIHACH
HE COCTaBJISITh.

O6noxka nena odopmitsieTcs 1o YCTaHOBJIEHHOM dbopme
(mpunoxxenne Ne 19). Ilpu stom o00603HaueHHME apXWUBHOTO MM(dpa, HAHOCUMOE
B IIPaBOM BEpXHEM YyIy, mepeBopaunBaercs Ha 180 rpagycoB MO OTHOLIEHUIO
K O0OO3HAaYCHWIO B JICBOM HIDKHEM YIJy €IWHWIBI XpaHeHus. CBeacHUS
Ha O0JIOKKY MEPEHOCATCS U3 HOMEHKJIATYPHI JIe]l C YTOYHEHUSIMHU, OTPAKAIOITUMHU
(baKTHYeCKHil COCTaB MOMEIIEHHBIX B JIEI0 JOKYMEHTOB.

O6noxka nena oQOpMIIIETCS YEPHBIMH CBETOCTOMKMMHU YEPHHIIAMH,
pazbopurBo, 6€3 COKpaIICHUM.

Ha o6nokke nema yka3bIBalOTCS CIEAYIONIUE PEKBU3UTHI: HANMEHOBAHUE

TEPPUTOPUAIBHOM KOMUCCHHU, AEJONPOU3BOJCTBEHHbIM HOMEp (MHIEKC) Jena,
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3aroJIOBOK Jc€ja, Jara aciaa (TOMa, ‘{aCTI/I), KOJIUMYECTBO JHUCTOB B ICJC, CPOK

XpaHeHus Jena, apXuBHBIN mHdp aena.

PexBu3uThl, pocTaBiisieMble Ha 00JI0XKKE Aeia, 0QOPMIISIOTCS CIEAYIOLUM
obpazom:

HAUMEHOBAHHUE TEPPUTOPHAILHON KOMHUCCHH YKA3bIBAETCSI B COOTBETCTBUU
C PErIaMeHTOM TEPPUTOPHAIbBHON KoMmHccHM. [IpM HM3MEHEHHH HauMEHOBaHMS
TEPPUTOPUATBHON KOMHUCCHUU B TEUEHHUE MEPHOJa, OXBATHIBAEMOIO JTOKyMEHTAMHU
7ienna, Ha 00JI0KKE K CTapOMY HAaMMEHOBAHHUIO MTPUIHICHIBAETCS] HOBOE;

JIeJIONPON3BOACTBEHHBIN HOMEp (MHIEKC) Jieda — IpocTaBisieTcs nudposoe
o003HaueHue (MHAEKC) Jeja M0 HOMEHKJIAType el M YKa3bIBaeTCs HOMEpP ToMa
(uactn);

3aroJIoBOK (HaMMEHOBAHME) Jiela IEPEHOCUTCS U3 HOMEHKIATYPbl el
(B HEOOXOJIMMBIX CITy4YasiX B 3ar0JI0BOK BHOCSITCSI YTOUHEHHS);

Jata Jena—Ha OOJIOKKE JieJa YKas3blBalOTCS JIBE JaTbl, KOTOpPbIE
HA3bIBAIOTCS KPAHWMHU J1aTaMU U COOTBETCTBYIOT TOJy 3aBEICHUS M OKOHYAHUS
nena. HawanbHas nata—3TO JgaTa camMoro paHHEro, a KOHEYHas JaTta— jara
camMoro Mo3AHEro JOKyMeHTa B jeie. [Ipu 3ToM yuuThIBalOTCA AaThl BXOISIIUX
U HCXOIAIIMX JOKYMEHTOB (B cllydae HMX OTCYTCTBHSI — AaThl PETUCTPAIUU
JOKYMEHTOB) M HE YUYUTBIBAIOTCS J1aThl CIIMCAaHUs JTOKYMEHTOB B JI€J0, yKa3aHUN
M0 WCIIOJIHEHUIO JOKYMEHTOB, OTMETOK HCITOJIHUTENS (32 UCKIIOUYECHUEM CITy4aes,
KOI'Jla Ha JIOKyMEHTaX He UMEETCs IPYrux JaT, KpoMe IepedyuciieHHbIX). JaTtamu
JieJ1, CoAepKaIIUX MPOTOKOJIbI 3aCEAaHHM, SIBISIFOTCS JaThl IEPBOTO U MOCIEIHEr0
MPOTOKOJIOB, BOIIEIIINX B AEIIO.

[Ipy HanucaHuu KpalHUX AaT Ha OOJOXKax JAesl MOCTOSHHOIO XpaHEHUs
YHCIIO W TOJl TPOCTABJISIIOTCS apaOCKUMU IupamMu, a Ha3BaHUE MECAIa MUIIETCS
nponuchbio 0e3 cokpaimieHus. Ha o0moxkax J1e1 BpEeMEHHBIX CPOKOB XPaHEHHs
YKa3bIBAETCS TOJIBKO T'OI.

Ha oO6noxkkax Jen, COCTOSIMX W3 HECKOJbKUX TOMOB (4acteif),

MPOCTABIISIIOTCS KpallHUE JaThl KaXKJ0T0 ToMa (4acTu).
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KomnuectBo IIPOHYMCPOBAHHBIX B JACJIC JINCTOB IMPOCTaBJISICTCA

C JINCTA-3aBEPUTEIIS JIETIA.

Cpox XpaHEHHUs MEPEHOCUTCS Ha OOJIOKKY Jiejla U3 HOMEHKIATyphl Jell.
Ha nenax nocrosHHOro xpaneHus numercs: «I[ocTosHHOY.

ApxuBHBIA mUpP IeTa COCTOUT U3 HoMepa (poHIa, HOMepa ONMHUCH, HOMEpPa
JIeJIa 10 ONMCHU U MPOCTABIISIETCS MOCIIE YTBEPKIACHHUS U COTJIACOBAHUS OIUCEN JIelT
MOCTOSTHHOTO U JTOJITOBpeMEHHBIX (CBbilIe 10 JIeT) CpOKOB XpaHEHUS.

Ha «xopemike pena yka3bIBalOTCS 3arojoOBOK — JI€Jla, HHJAEKC JieJa
10 HOMEHKJIATYpE, aTa JIeJia U CPOK XPaHEHUS.

B memsx oOecrneueHMss COXPAaHHOCTH W 3aKpEIUICHUS]  MOpsJKa
pAacoJIOKEHUSI JOKYMEHTOB, BKIIOYEHHBIX B JEJ0, BCE JIUCTHI, KPOME YHUCTHIX,
JUCTA-3aBEpUTENIL Jelda W JINCTOB BHYTPEHHEHM  OIKMCH, HYMEPYIOTCA
B Pa3BEpPHYTOM BHUJE apaOCKuMu IudpamMu BadoBoll Hymeparued. YUCThie JIUCTHI
U3 jena u3bIMaloTcs (0€3 MOBPEKIEHHUS IEJOCTHOCTH JIejla) U YHUUYTOXKAIOTCS.
JIuctel HyMEpyIOTCS MOPOCTBIM KapaHIAlIOM CBEPXY BHH3 B BO3PacTaroLIEM
MOpsIJIKE HOMEPOB HauMHasi ¢ epBoro. L{udpsl npocTaBisitoTcs B MPaBOM BEpXHEM
yriry jmmcra. Hymepanus niBeTHbIMU KapaHaallaMy, YEPHUIIAMU U HyMepaTopaMu
HE JOITyCKaeTCs.

JIOKyMEeHTBI ¢ COOCTBEHHOM HyMepaluei JIMCTOB, B TOM YHCIIEC TeYaTHBIC
W3aHUsl, HYMEPYIOTCS B OOIIEM TMOpSAJIKE WM COXPAHSIOT COOCTBEHHYIO
HYMEPALMIO, €CIM OHA COOTBETCTBYET MOPSAKOBOMY PACIHOJOKEHUIO JIMCTOB
B JICIIE.

Cnoxennbii  juct Oosbiioro ¢opmata (A2, A3) pasBopauuBaercs
U HyMEpYyeTCs B MPaBOW 4YaCTU BEepxHEro mousis Jmcra. [Ipu 3ToM nuct aroboro
dbopmara, TOAMIMUTHIA 3a OJWH Kpail, HyMepyeTcs Kak OJWH JIMCT, a JIHUCT,
CIOXEHHBIA W TMOJIINATBHIA 3a CEepeIUHY, MOJICKUT MEPEUIMBKE U HYMEPYETCS
KaK OJIMH JIUCT.

Ecniu B pgene ectb KOHBEPT C BIIOXKEHUSIMM, TO CHayajga HyMepyeTcs

KOHBCPT, a 3aTCM OUCPCAHBIM HOMCPOM KaKJI0C BJIOKCHHUC.
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Qdotorpaduu U Apyrue WIUIIOCTPATHBHBIE MaTepHalibl HYMEPYIOTCS

Ha 000POTHOI CTOPOHE B JIEBOM BEPXHEM YIIIy.

JIucT ¢ Harayxo HaKJI€eHHBIMHU JOKYMEHTaMu (BbIpe3KaMu, (hoTorpadusmu)
HyMepyeTcsl Kak OJUH JHCT. Ecau K TOKyMEHTY MOAKJIEEHbI OJTHUM KpaeM JIpyrue
JOKYMEHTBI (BCTABKU TEKCTA, IEPEBO/IBI), TO KaXKIbI JTUCT HyMEPYETCS OTIEIBHO.

[IpunoxkeHne K Jeny, COCTaBJSAIOUIEE OTACIbHBIM TOM, HyMeEpyeTcs
OTJIEIBHO.

[Ipy Hanuuum OTAENBHBIX OMIMOOK B HyMEpaluuu JHUCTOB B Jelax
OpU TMOATOTOBKE HX K CJauy€ B apXWB JIOMYCKAaeTCs IO COTJIAaCOBAHMIO
C HUM YyHOTpeOJICHHE JIUTEPHBIX (C OYKBEHHBIMU JOMOJHEHUSIMHU) HOMEPOB
JIUCTOB.

B nenax MOCTOSTHHOrO CpoKa XpaHEHUS W OTIEIbHBIX KAaTEropusiX e
10 JUYHOMY COCTaBy (JIMYHBIX [€NlaX, a TaKKe JeNlaX, BKIIOYAIIIMX B ce0s
TPYJIOBBIE JIOTOBOPBI, JOIOBOPBHI T'PAXKIAHCKO-IIPABOBOIO XapaKTepa M AaAKThI
BBINIOJIHEHHBIX pa0OT K HUM) JJIA y4yeTa M IOMCKAa JOKYMEHTOB B Hayaie Jesa
MO’KET IOMELIAThCsl BHYTPEHHSISI onuCh (rprioxkenue Ne 17).

JINCTBI BHYTPEHHEN ONKMCH HYMEPYIOTCS OTJIEIBHO.

Kaxxnoe neno 3akaHYMBaeTCsl JTUCTOM-3aBEPUTENIEM YCTAHOBJICHHON (POPMBI
(mpumnoxenue Ne 18).

B nucre-3aBepurene gena nu@pamMu U MPOMUCHI0 YKa3bIBAETCS (DaKTUUECKOE
KOJIMYECTBO JINCTOB B JJAHHOM JIEJI€, @ TAK)KE HAINYUE JIUTEPHBIX U NPOITYIIECHHBIX
HOMEPOB JIUCTOB, KOJMYECTBO JINCTOB BHYTPEHHEH ONHMCHU M HAJIMYUE CPEAU
JIOKYMEHTOB Ta3eT, KHUT, OpoIIop, dyeprexeu, gororpaduii, pucyHkoB U T.1.,
CTaBSITCS JaTa U MOJANHUCH pabOTHHKA, c(HOPMHUPOBABIIETO JENIO, U YKAa3bIBAIOTCS
€ro JAOJDKHOCTb, MHULHMANBl U (amunug. Eciam koinyecTBO JHCTOB B Jiefe
W3MEHSETCS, 3aBepUTEIbHAs HAAUCh COCTABIISIETCS] BHOBD.

IIpu moAroToBKE A€ K MOIIMBKE (MEPEIIETY) NPOBEPSAETCS NPABUIBHOCTD
ux (opMupoBaHusi, opopMieHuss. MeTamnyeckue U IJIACTUKOBBIE CKpPEIUICHUS,

a TaKXXe€ TEPMOIIEPEIUIETHI U3 JOKYMEHTOB yAAISIOTCS.
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I[OKYMCHTBI IIOAIMINBAIOTCA TAKUM O6p8,30M, YTOOBI MOXKHO OBLIIO CBO6OI[HO

IPOYUTATh TEKCT KaXJAOro JOKYMEHTa, BHU3bl M YKa3aHUS II0 HCIHOJHEHHUIO
JOKYMEHTA.

12.5. Ilepenaya nen B apXuB.

Ilepenaua nen nocrosinHoro cpoka xpanenus B LII'A CII6 ocyiectBisieTcs
noeanHU4YHO 1o yTBepkaeHHbIM [[DITK ApxuBHoro komutera Cankr-IlerepOypra
OIHCSIM JI€JT TOCTOSIHHOT'O XPAHEHHS.

[IpueM JOKYMEHTOB Ha TMOCTOSIHHOE XpaHeHHe OQOpMIIIETCS aKTOM
npuema-fnepesayn 10KyMeHToB (putoskerue Ne 20).

[Ipu mepenave Aen Ha BCEX JK3EMIUISIpAX OMUCH JIeN MPOTHB Ka)JI0Tro
BKJIFOUEHHOTO B Hee niena B rpade «lIpuMeuanue» cTaBUTCS OTMETKA O HAJIUYUU
nena. B KOHIE KaXIOro »SK3eMIUsipa ONHCH JIeJ YKa3blBaIOTCSA LudpaMu
U TPOIMHUCHI0 KOJMYECTBO (PAKTUYECKH MPUHATHIX (II€peJaHHbIX) B apXWB e,
UHUIMAIBl 1 (aMUWIMK JIML, OCYIIECTBISIOIIUX NpUEM-NIepesady Jell, CTaBITCA
UX MOJIUCH U J1aTa.

[Ipu npueme nen B apxuBe HpPOBEpsiETCS NMPABUIBHOCTh UX O(OpMIICHUS.
Hena, odopmileHHBIE C HapyILIEHHEM IpaBWJ, YCTAaHOBJIEHHbIX WHCTpyKuMEH,
BO3BPAILAIOTCS B TEPPUTOPUATBHYI0 KOMHUCCHIO C YKAa3aHUEM HEIOCTaTKOB
JUISl UX YCTPAaHEHHMS.

TepputopuanbHas KOMHCCHS uMeeT IPUOPUTETHOE paBo
Ha MCIOJIb30BaHUE TOKYMEHTOB, IIEPEJAHHBIX €10 HA TOCY1apCTBEHHOE XPaHEHHUE,
B TOM YHCJIE€ Ha UX MEPBYIO MyOIMKAIHIO.

12.6. icionHEHHBIE AIEKTPOHHBIE JOKYMEHTBI CUCTEMATU3UPYIOTCS B A€ia
B COOTBETCTBMM C HOMEHKJIATYpOH JI€1 TEPPUTOPHUAIBHON  KOMHCCHH.
[Ipu coctaBiieHHMH HOMEHKJIATYpHI JIeJl B 3aroJIOBOK Jieja BKIIIOYAETCS yKa3aHUe
«DNEKTPOHHBIEC TOKYMEHTBI».

Cpokr XpaHEHMsS DJEKTPOHHBIX JOKYMEHTOB COOTBETCTBYIOT CpPOKaM
XPaHEHUs aHAJIOTMYHBIX TOKYMEHTOB Ha OyMa)KHOM HOCHUTEIIE.

OKcnepTh3a LEHHOCTU  3JEKTPOHHBIX JOKYMEHTOB  OCYILECTBIISECTCS

B 06HI€M MopsAaAKE, YCTAHOBJICHHOM JJIA NOKYMCHTOB Ha 6YMEDI(HOM HOCHUTCIIC.
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Ilocne wucreueHus CpOKa, YCTAHOBJICHHOI'O JId XpaHCHHA OJCKTPOHHBIX JOCJI

(3NMEeKTPOHHBIX  JOKYMEHTOB), Ha  OCHOBAHMHM aKTa O  BBIJCJICHHUH
UX K YHUYTOXEHMIO, YTBEPXKACHHOTO IIpEACelaTeIeM TEPPUTOPUAIBHON
KOMUCCHH, YKa3aHHBIC 3JIEKTPOHHBIE Jiea (3JEKTPOHHBIE TOKYMEHTBI) MOJJIEKAT
YHUYTOKEHUIO.

ONEKTpOHHBIE JOKYMEHTBI IIOCTOSIHHOTO CpOKAa XPaHEHHs IepeaaroTcs
Ha apXUBHOE XpaHEHHWE MO OMHCIM C OQOPMIICHHEM aKTa MpueMa-lepeaadu

QJICKTPOHHBIX TOKYMCHTOB.

13. OTBEeTCTBEeHHOCTH

13.1. YUneHsl TEppUTOPUAIBHON KOMUCCHHM M TPAXKIAHCKHUE CIyXKaIUe
amnmnapara TEpPUTOPHAIBHONM KOMMCCHUU, TpaxkaaHe, 3aMelaroliue JO0JKHOCTH,
HE SIBJIAIONIUECS JOJDKHOCTSIMHU TOCYIapCTBEHHON TPaXKIaHCKOM CITyKOBbI, a TaKxKe
rpakjgaHe, IIPUBJIICKAEMbIE TI0 TPAKIAHCKO-NPABOBBIM  JIOTOBOpPaM, HECYT
MEePCOHAIBHYI0 OTBETCTBEHHOCTh 3a coOtofeHue TpeboBanuii WMHCTpyKIuwy,
COXPaHHOCTb HAXOJISIIUXCA Y HUX JIOKYMEHTOB.

13.2. OTBETCTBEHHOCTh 3a OpTraHU3aLUIO0 JIEJIONPOU3BOJICTBA
B TEPPUTOPUATHHOU KOMHCCHH, BHEJIPCHUE aBTOMATU3UPOBAHHBIX
(KOMITBIOTEPHBIX)  TEXHOJIOTHH  TMOJATOTOBKM W OOpabOTKH  JIOKYMEHTOB,
oOecrieueHUue COXPaHHOCTH JOKYMEHTOB W Tepeaadyy HMX B apXuB, KOHTPOJIb
3a coOmtofienneM  TpeOoBaHUM NucTpykuuu HECET npeaceaaTellb

TEPPUTOPUAIIBHON KOMHUCCHH.



[Tpunoxenue Ne 1

K TUIOBOW MHCTPYKLINHU
IO JICJIONIPOU3BOJICTBY B TEPPUTOPUATIBHON
u3ouparenbHoi komuccun B CankT-IlerepOypre

(I)opMa PErUHCTPANUOHHOIO KYPHaJa BXOAAINHUX TOKYMEHTOB

OtMmeTKa 00
HUCIOJTHEHUH
. | Kpatkoe
Perucrpamu Hcxopammii (mara
N coaepxa- [ImanoBas
Hara OHHBIN Koppec- HOMEp Cmoco6 HUCIOJIHEHUS
HHE Pezomromnsg | HMcnomuurens nara
MOJTy4YCHUS HOMEp HOHJEHT U JaTa MOJTYy4YECHUS U /A
IOKyMEHTa IOKyMEHTA (xo11-BO HMCHOMHCHUA PEKBU3UTHI
y y JIUCTOB)
HUCXOISIIETO
JIOKYMEHTA)
®opMa perucTpalMOHHOIO0 KYPHAJIA HCXOAAIUX JOKYMEHTOB
Kparkoe conepxanue
aTa PerucrpannoHHbIi OKyMEHTAa ®OUO noamnucadTa
A Tpanl Anpecat JIOKY a1 Ucnonaurens Bupg ornpaBku
perucTpanmu | HoMep JOKyYMEHTa (peKBHU3UTHI BXOJIAIIETO JIOKYMEHTa

JIOKYMEHTA), KOJI-BO JINCTOB




[Tpunoxenue Ne 2
K TUIIOBOM MHCTPYKIUU
IO JIEJIONPOU3BOJICTBY B TEPPUTOPUATIEHON
u3oupatenbHoi komuccun B Cankt-IleTepOypre

IHEPEYEHDb
JOKYMEHTOB, He MOVIeKALUX PerucTpanumn

1. CooO1ieHust o 3aceTaHusIX, COBENAHUAX U ITOBECTKAX JIHS.

2. YueOHbIe TpOTrpaMMBbl, TIJIaHBI.

3. PekiraMHble U3BENICHHUS, IIJ1aKaThI.

4. Ilo3npaBUTENBHBIE TUCHMA U TEJIETPAMMEBL.

5. IlpurnacurenbHple OWIICTHI, IPUTJIAIICHUS HA Pa3IMYHbIE MEPOIPUSITHS,
HE COJIEpIKAIIME HAJJIEKAIINX PEKBU3UTOB NTUCHMA.

6. Byxrantepckue 10KyMEHTHI.

7. IleyaTHbIC M31aHUS.

8. OneparuBHass uHpoOpMalusi, TMOCTyMarolas IO KaHajaM  CBSI3U
['ocymapcTBeHHONM aBTOMATHU3UPOBAaHHOM cucTeMbl Poccuiickor ®Denepannu
«BBIOOPHY.

9. OOpaiiieHus TpaXkJaaH, MOCTYUBIINUE HA aJIpeC PJIEKTPOHHOMN MOYTHI.



[Tpunoxenue Ne 3
K TUIOBOW MHCTPYKLIUU
IO JICJIONIPOU3BOJICTBY B TEPPUTOPUAIIBHON
u3oupatenbHoit komuccun B Cankt-IleTepOypre

AKT

MLI, HWKCITIO AN CAaBIINCCA

COCTaBWJIM aKT O TOM, UTO « » 20 r. Mpu
BCKPBITUH TTAKeTa
OOHapy>KEHbI CIETYIOUIUE HETOCTATKH:

HacTosimuii akT cOCTaBIEH B ABYX IK3EMIUISPax.

[Toanucek, pacumppoBKa MOAMKUCH:




[Tpunoxenue Ne 4
K TUIIOBOM MHCTPYKIUU
IO JIEJIONPOU3BOJICTBY B TEPPUTOPUATIEHON
u3oupatenbHoi komuccun B Cankt-IleTepOypre

DopMbl 0JIAHKOB, HCIIOJIb3YeMbIX B TEPPUTOPUAILHON KOMHUCCHU



«

»

TEPPUTOPUAJIBHASA NU3BUPATEJIBHAA KOMUCCHUA Ne

NPOTOKOJ 3ACEAAHUA

20  Tonm Ne

Cankr-IleTepOypr



«

TEPPUTOPUAJIBHASA NU3BUPATEJIBHAA KOMUCCHUA Ne

PEINIEHUE

» 20 ronm No

Cankr-IleTepOypr



«
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TEPPUTOPUAJILHAS N3BUPATEJILHASI KOMUCCHUS No
NPEJCEJAATEJD

ITPUKA3

» 20  rox; No

Cankr-IletepOypr
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TEPPUTOPUAJIBHASL
N3BUPATEJIBHASA KOMUCCHUSA Ne
CAHKT-IIETEPBYPI'
yi. [laptuzana I'epmana, 1. 3,
Cankr-Ilerepoypr, 198329
Temn. (812) 241-43-55, ®@akc (812) 241-43-55
tik6.spbik.spb.ru
OKIIO 15172623; OT'PH 1037819015960;
WHH/KIIIT 7807053839/780701001

No

Ha Ne oT




[Tpunoxenue Ne 5
K TUIOBOW MHCTPYKLIUU
IO JICJIONIPOU3BOJICTBY B TEPPUTOPUAIIBHON
u3oupatenbHoit komuccun B Cankt-IleTepOypre

TpeGoBanus K JOKyMEeHTaM, U3rO0TOBJIAEMbIM € IOMOIIHIO
NMeYaTawiuuxX YCTPOUCTB, U K (pailuiaM TEKCTOBBIX JIOKYMEHTOB

1. TekcTel MOKYMEHTOB Ha OmaHkax ¢opmara A4 medaraloTcs uepes
1,5 MeXCTpOUYHBIX HMHTEpBasia, JAOMYCKAeTCs Ie4YaTh JOKYMEHTOB Ha OJlaHKax
dopmata A4 gepe3 1 MeXCTpOUHBIN MHTEpBaJ, Ha OMaHKax ¢opmata A5 — uepe3
1 MEXCTpPOUHBII UHTEpPBAJL.

TekcTbl JTOKYMEHTOB, MOATOTaBIMBAEMBIX K THUHOTPadCKOMY H3JaHUIO,
neyaTaroTcs Yepe3 2 MEeKCTPOUYHBIX MHTEpBaJa.

2. HaumenoBaHue BUia IOKYMEHTA Nie4aTaeTCsl MPOMUCHBIMU OyKBaMHu.

3. Ecnu 3aronoBok k TekcTy npesbimaet 150 3HakoB (5 CTpoK), 1omycKaeTcst
IpoJjieBaTh €ro J0 TpaHUIbl MpPaBoro mnojs. Touka B KOHUE 3arojioBKa
HE CTaBUTCH.

4. PacuiupoBka moamucu B pekBuzute «lloamuce»  medaraercs
Ha YpOBHE IMOCIEIHEH CTPOKM HAMMEHOBAHUSA MOJKHOCTA C HCIIOJIb30BAHUEM
koMOuHaruu knasui Shift — Ctrl — [IpoGen mexay nHuMasamMu u paMuInei.

5. Coznanue, (¢GopmMaTUpOBaHME W BBIBOJ Ha TMe4yaTh JIOKYMEHTOB
MPOU3BOJIUTCS HAa KOMIIBIOTEPAX C UCIOJIb30BAaHUEM TEKCTOBOIO PENAKTOPA,
noaaepxkuBatoiiero ¢popmar docx. BHenpeHne 3JIeKTPOHHBIX TaOJUII, CO3TaHHBIX
B TaONMYHBIX peNaKkTopax, B JOKyMeHTHl ¢opmara docx He TOMycKaeTcs.
JlomyckaeTcsi, pu HEOOXOIUMOCTH, CO37aHue, (GopMaTUpoBaHWE U BHIBOJ Ha
neyaTh TabJuI OCPEACTBOM PEIaKTOPa JIEKTPOHHBIX TAOJIHIL, MOAACPKUBAOIINX
dbopmar xIsx.

6.Ilpu  popmarupoBaHMM  JOKYMEHTOB  PEKOMEHAYyeTCs  paboTaTh
C BKJIFOUEHHOM KHONKOM 9, 4TOOBI BUJIETh HA SKPAHE BCE CIY>KEOHBIE CUMBOJIBI.

7.1lpu dopmaTUpOBaHHH TEKCTOB JOKYMEHTOB WCIIOIB3YETCS CTHUIIb,
KOTOPBIN UMEET CIIeTyIOUIUE TapaMeTPhI:

o mpudT PT Astra Serif
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o pasMep 14 myHKTOB
o OTCTYII cieBa 0cMm
cripaBa 0cMm
o WHTEpBAJI nepen 0 myHKTOB
nocie 0 myHKTOB
o MEKCTPOYHBIN UHTEPBAJ IOy TOPHBIN
o nepBasi CTpoka oTcTyn Ha 1,25 cMm
o BBIPDABHUBAHUE 10 IIUPHHE.

8. [Ipu dopmatupoBanuu TabIUIl HEOOXOIUMO COOJIOAATH CICAYIOIINE
TpeOOBaHMUS:

Ta0auIla BCerja JOKHA HMMETh Ha3BaHHE, KOTOPOE BbIPABHHUBACTCS
TI0 IICHTPY JTOKYMEHTA;

Ta0IMIIa BRIPABHUBACTCS TI0 IEHTPY JIUCTA;

3aroJIOBKH CTOJIOIIOB M CTPOK BBIPABHUBAIOTCS T10 IIEHTPY SYCHKH;

JTAaHHBIC B sIMEWKaX TaOJIUITHI BRIPABHUBAIOTCS CBEPXY I10 JICBOMY Kpalo;

IPOJIOHKEHUE TAOJUIIBI HA HOBOM JIMCTE MOYKET HAUYMHATHCS C 3ar0JIOBKOB
ee rpad (umum HOMEpoB rpad B ciaydae, eciau rpadsl TaOIMIBI HA TIEPBOM JIUCTE
POHYMEPOBaHbI);

CTPOKH TaOJIUIIBI TIEPEHOCSATCS Ha HOBBIM JIUCT JOKYMEHTA MCKIFOYHUTEIHHO
LIEJTUKOM;

IIMpPUHA W BBICOTA TAOIWIIBI HE JOJDKHBI IIPEBBIINIATh pa3Mephbl IOJCH
JTIOKYMEHTA.

9. Pazmepsl noneu JOKyMeHTa JOJKHBI UMETh CIIETYIOIINE apaMETPhI:

o BEpXHEE 2,0 cm
° HIDKHES 2,0 cm
° JIEBOE 3,0cm
° paBoe 1,5 cm.

OT Kkpas 10 KOJIOHTUTYJA:
° BEPXHETO 1,25 c™m

° HIKHETO 1,25 cm.



92
10. ITpr nOArOoTOBKE TOKYMEHTOB UCHOJIB3YIOT CJIEIYIOIINE PEKBU3HUTHI:
® HAaNMEHOBAaHHE OPTAHU3ALNHY;

e HaWMEHOBAHHUE BHUJA JOKYMEHTA;
® CChUIKAa HAa UCXOMSAIINN PETUCTPALIMOHHBIN HOMEP U JaTy JOKYMEHTa;

® MECTO COCTaBJIECHMs (M3aHUs) TOKYMEHTA;

e rpud (momeTka) 06 OrpaHUYECHUH JAOCTYIA K JOKYMEHTY; (IPU HAJTUIHH)
e ajpecar;

e rpud yTBEpKICHUS TOKYMEHTA,

® 3aroJIOBOK K TEKCTY JOKYMEHTA;

® TEKCT JOKYMEHTA;

® OTMETKa O HAJUYMH MPUIIOKEHUS;

® [OJIIUCE;

® OTMETKa 00 3JIEKTPOHHOM MOANNCH;

e rpud coriacoBaHus JOKyMEHTA;

e OTMETKAa 00 UCIOJIHUTEIIE;

® WJICHTU(PHUKATOP JIEKTPOHHOU KOMHUH JOKYMEHTA (MPY HATUYHH).

11. PexkBu3uthl (KpoMe TEKCTa JOKYMEHTa U ajpecaTra), COCTOSIIUE

N3 HCCKOJIBKHUX CTPOK, II€YaTarl0OT CO CIACAYIOIINMU ITapaMCTpaMU:

o mpudT PT Astra Serif

o pasMep 14 nynktoB

o OTCTYyI cieBa OcMm
CIipaBa OcMm

o WHTEPBAJI nepen 0 myHKTOB
rocie 0 myHKTOB

. MEKCTPOYHBIN UHTEPBAI OJIMHAPHBIN

° OTCTYII IIEPBOU CTPOKH HET
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o BBIPABHUBAHUE 10 LEHTPY.

12. PexBU3UT «ApecaT» neyaTaroT cO CASAYIONMMHU MapaMeTpamMu:

o mpudT PT Astra Serif

o pa3Mep 14 nynkToB

o OTCTYII cleBa 7 cm
cripaBa 0cm

o WHTEpBAJI nepen 0 myHKTOB
rnocie 0 myHKTOB

o MEKCTPOYHBIN HHTEPBAJ OJIMHAPHBIN

o OTCTYII IIEPBOU CTPOKH HET

o BBIDABHUBAHUE 0 LICHTPY.

Ecnu cocraBHble 4acTH peKBU3UTOB «Agpecaty, «I'pud yTBepkIeHUS
nokymeHTay, «l'pu¢d cormacoBaHus JOKymMeHTa», «OTMETKa O HaJIU4uu
NPWIOKEHUS» HE YMEIIAIOTCS HAa OJAHOW CTPOKE, TO Pa3pblB CTPOKU B HYXHOM
MECTE€ MPOU3BOJUTCS C IMOMOIIBI0 cUMBOJa «Pa3pblB CTpoKu» (KOMOMHAIUSA

kiaBui Shift — Enter), Hanpumep:

COI''TACOBAHO

PykoBonurens @enepanibHOTO
ApXMBHOI'O areHTCTBA

A.H. Aptuszos

[Ipy wucnonp30BaHUM B TEPPUTOPHUAIBHON KOMHCCHU HIESHTHU(PHUKATOpA
AJIGKTPOHHOM KONUHM JOKyMEHTa (KOJIOHTUTYJIa) OH Ie€4YaTaeTcs B JIEBOM YTy
HUDKHETO TOJIS KayKJIOW CTPAHULIBI TOKYMEHTa MIPU(TOM 8 IYHKTOB.

13. Ilpu odopmieHnn AOKYMEHTOB Ha JIBYX W Oojee CTpaHMIIaX BTOpas
U TIOCJENYIOIINE CTpPaHMIIBI JOJDKHBI OBITh MpoHymepoBaHbl. Homepa crpanun
MPOCTABIIAIOT MOCEPEIMHE BEPXHETrO MOJIs TMCTa apabckuMu Iudpamu 0e3 3HaKOB
pETUHAHUSI.

Ecan JAOKYMCHT MUMCCT IIPUJIOKCHUC, TO OHO IICHATACTCA C HOBOM CTpaHUIIEI.
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14. Jlyia BBISIBICHUS U UCHPABIEHUS BO3MOKHBIX OIIMOOK B MPABOIMCAHUU
B chopmupoBaHHBIX (aillax pPEKOMEHIYeTCs OCYLIECTBIATH IMPOBEPKY
JIOKYMEHTOB, HCIOJIb3YysI CUCTEMBI IPOBEPKH MPABOITUCAHUS.

15. Kaxaplii JTOKYMEHT CO BCEMH MPUIOKEHHUSIMH K HEMY IOMELIAIOT
B OTIIENBHBIN (Daiin (eciy MpUIIOKEHHs] CO3/IaHbl OAHUM IpolieccopoM). BHyTpu
daiina cam TOKYMEHT U KaXKJ0€ MPUJIOKEHKE MTOMEIIAIOT B OT/IEIbHBIE Pa3/Iebl.

16. Bce pexkBU3UTHI TOKYMEHTa OTIEISAIOT APYr OT Apyra OAHOW ITyCTOM
CTpPOKO#, oOpa3zyeMoii cuMmBojioM abO3ama (9§ — knaBuma Enter). B Tekcre
HE JIOJDKHO BCTpPEYaThesi OoJiee IByX CUMBOJIOB ab3a1ia moapsI.

17. He nmomyckaeTcst mucaTh CI0Ba C pa3psiIKOM, BCTaBIsAA MPOOEITbI MEXKTY
OykBamu B ciioBax. He nomyckaercss ucnosiab3oBaHuE MpoOENoB sl 00pa30BaHUs
a03alHOro OTCTymna (KpacHOM CTPOKHM) WM MyCTBIX CTPOK. B TekcTe HE AOIKHO
BCTpeUaThCsl MoApsAn Oojiee OJHOTrO CHMBOJA MpodOena. PaszneneHue MHULIMATIOB
u Qamuiny, cuMBoia Ne U yMcna, MOPSAIKOBOTO HOMEpPA CTaTbM, YacTH, ITyHKTa
WIM TOJAMYHKTA MPaBOBOrO aKTa, YyMcia MECAlla U Ha3BaHUS MecdAlla, Yyucia roja
U CJIOBAa «roJ», JIIOOBIX YHUCIIOBBIX 3HAUEHUN W EIUHUI] U3MEPEHUs JeNaeTcs
C HCIOJIb30BaHHEM HEpa3phIBHOTO Mpobena (coueranue knaBui Shift — Ctrl —
[TpoGen).

18. He momyckaeTcsi BKIKOYaTh B TEKCT JTOKYMEHTa pa3/IeauTelbHbIC JINHUH,
COCTABJICHHbBIE U3 LIETIOYEK CUMBOJIOB (*, =, -, — U Ipyrue).

19. He pomyckaeTcss HCHOJNB30BAHUE B PYCCKHUX CIOBaX CXOJHBIX
M0 HauepTaHMIO JIATUHCKUX OYKB (A, a, B, C, c, E, e, H, K, M, O, o, P, p, 1, X, X,
)

20. He pnomyckaercs UCHOJIb30BaHUE CHUMBOJIa TaOymsiuu (—) I
oOpa3zoBaHust a03amHOro otcryna (KpacHOM CTPOKHM) MM MYCTBIX CTPOK.
A03anHbIil OTCTYN ycTaHaBIMBalOT B MeHI0O dopmar/Al3all WM C MOMOIIBIO
BEPXHETO JIBUKKA Ha TOPU3OHTAIIbHOMW JINHEUKE.

21. He pnomyckaeTcs WCHOJb30BaHUE CHUMBOJIA «-» JUIsi 0OO3HAUYEHMS
nepeHoca. BmecTo Hero cueayer HCHONb30BaTh CHMBOJI MSTKOTO IIEpPEHOCA

(xomOunarms knaBuil Ctrl — «-»).
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22. Jlns HamucaHust PUMCKHX IUGP TOJKHBI MCHOJIB30BATHCS 3arjlaBHbIC
oykBel nmatuHckoro andasuta (I, V, X, C, D, L, M). Ucnons3oBanue st 3T0i
LEJIH PYCCKUX OYKB U apaOCKUX LUPP HE AOMYCKAECTCs.

23. Bmecto OyKBBI «€» JOJDKHA yHOTpeONsThbCsl OykBa «e» (KpomMe HMEH
COOCTBEHHBIX NPU HAJIMYUH MOATBEPKAAIOIINX TOKYMEHTOB).

24. PexBU3UTHI «3aroJIoBOK K TEKCTY» JOJDKHBI ObITh BBIDOBHEHBI 110 LIEHTPY
U KaXIbIM M3 HUX JOJDKEH MPENICTaBIsATh co00il onuH ab3ail, TO €CTh BHYTPH
TEKCTa Ka)/J0ro PEeKBU3UTA HE JOJDKHO OBbITh cuMBoJa abO3ama. He nomyckaercs
MCITO0JIb30BAaHUE CUMBOJIA ab3a1a Juisl IpephIBaHUsI CTPOKU B MPOU3BOJIBHOM MECTE,
JUISL 3TOTO CJIEIYET MCMOJIb30BATh CUMBOJI pa3pbiBa CTPOKH (KOMOWHALMS KIIaBHILI

Shift — Enter).



[Tpunoxenue Ne 6
K TUIOBOW MHCTPYKLIUU
IO JICJIONIPOU3BOJICTBY B TEPPUTOPUAIIBHON
u3oupatenbHoit komuccun B Cankt-IleTepOypre

Chnucok PACCBIJIKHA UCXOAAIINX JOKYMEHTOB

Ne HauMeHoBaHMe oprana

ITosiHBIN MOYTOBBIA aApec
n/n (opranusanuun)

IIpencenarens TeppuropuanbHOU

n30uparebHOM KoMuccuu No _

(moamuce) (pacmmdpoBKa MOAMUCH)

Hcnionmaurenp

(moamuch) (pacmmdpoBKa MOAMUCH)

« » 20 1.




[Ipunoxenue Ne 7
K TUIOBOW MHCTPYKLIUU
IO JICJIONIPOU3BOJICTBY B TEPPUTOPUAIIBHON
u3oupatenbHoit komuccun B Cankt-IleTepOypre

IlepeueHb 00s13aTeIbLHBIX CBEICHUI 0 JOKYMEHTAX, HCIOJIb3YyeMbIX B LEJIAX
y4yera M nHoucKka gokymenros B I
. ABTOD.
. Anpecar.
. Jlo;KHOCTD, (haMUIus U MHULIMABI JINLA, OIUCABIIETO JOKYMEHT.

. HaumenoBanue I'pymIibl 1 BUJa 1OKyMCHTA.

1
2
3
4
5. Jara nokyMeHTa.
6. PeructpaiimoHHbIil HOMEDP IOKYMEHTA.
7. Jlata moCTyNMUBIIETO JOKYMEHTA.
8. PeructpaniioHHblii HOMEP MOCTYIUBIIETO JOKYMEHTA.

9. CBeneHMsl O CBSI3aHHBIX JOKYMEHTax (HaMMEHOBAaHHUE BUJIA JIOKYMEHTA,
JlaTa, pErucTpalliOHHBIN HOMED, TUI CBSA3KH).

10. 3aroyioBoK K TEKCTY (KpaTKoe COoAepKaHUE JOKYMEHTA).

11. Mupekc nena mo HOMEHKJIAType Jedl.

12. Cenenus o nepeaapecaiuy J0KyMEHTA.

13. KonuuecTBO TMCTOB OCHOBHOTO IOKYMEHTA.

14. OTmMeTKa 0 IPUIIOKEHUH (KOJMYECTBO MPUIOKEHUM, 00111€€ KOJTUYECTBO
JIMCTOB MPUJIOKEHUN).

15. Yka3aHusi o MCMOJHEHUIO TOKYMEHTa (IOpyYEeHHE, UCTIOJIHUTENb, 1aTa
WCIIOJTHEHUS ).

16. OT™MeTKa O KOHTpOJIE.

17. I'pud (momeTka) 00 OrpaHUYEHUH TOCTYMA.

18. IIpoBepka 3JIEKTPOHHON NOAMKUCH (TIPU HATTHUYHH).

19. Tloapaznenenne — OTBETCTBEHHBIN UCIIOJHUTENL JOKYMEHTA.

! Ucnionb3yeTcs cokpanienue, NpuBeIeHHOE B yHKTe 1.8 HacTosmel MHcTpyKumy.



98
20. daiinpl  3AEKTPOHHOTO JOKyMEHTa (KOJWYEeCTBO (pailioB, HMeEHa

daimon).



[Tpunoxenue Ne 8.1

K TUIOBOW MHCTPYKLINU

O JIETIOMPOU3BOJICTBY B TEPPUTOPHUATIBHON
u3bupatenbHoi komuccuu B Cankt-IleTepOypre

KYPHAJI
yuyera JMYHOI0 NpHeMa rpaxaaH
B TeppuropuanbHoii n30MpaTeJbHONH KOMHCCHH Ne

OTmeTka ®.1.0.
IMouToBbIit Kparkoe 0 pe3yJbTaTrax U MOANNCH
Ne | Jlata ®.1.0. P pesy A
ajapec coJepraHue npuemMa JIMna,
n/m | npueMa | 3asiBUTeJIAA
3asfiBUTENIsI | oOOpalieHus (npuHsTOE NMPOBOJAMBIIET0
peluieHue) npueM
1 2 3 4 5 6 7
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[Tpunoxenue Ne 8.2
K TUIOBOW MHCTPYKLINU
IO JICJIONIPOU3BOJICTBY B TEPPUTOPUAIIBHON
u3oupatenbHoi komuccun B Cankt-IleTepOypre

KAPTOYKA JIMYHOI'O IIPUEMA I'PAKIIAH
B TEPPUTOPUAJIBHON N3BUPATEJIBHOU KOMUCCHUHU Ne

Jara obparienus
Jara npuema

« » 20 I. Ne
damunus, UMs, OTYECTBO 3asIBUTEIA JIomKHOCTHOE JIHIIO, BEAyIllee MPUeM
MecTto xuTenbcTBa, TeNnedoH PesynbpTaTel paccMoTpeHus

KaTCrOpI/IH 3as1BUTCIIA

Coneprxanue oOpalieHus

A,
BBIPAXKAIO (pamunus, UMs1, OTYECTBO 3aBUTEIIS)

COIVIACHE Ha IPENOCTABICHHE MHE YCTHOIO OTBETa B XOJE JIMYHOIO IpUEMa IO CYIIECTBY
MIOCTaBJIEHHBIX B YCTHOM 0OpaImieHuu Bonpocos. [lncbkMeHHOro oTBeTa He TpedyeTcs.

(maTa) (moanuck 3asBUTEINS) (pacmm@poBKa MOAMHUCH)

A

2 9

BbIpaxkaro

(damuust, UMsi, OTIECTBO 3aSBUTEIIS)

corJiache Ha BHJ1€0-U (WIH) ayAHOIPOTOKOIMPOBAHHE JIMYHOTO IPUEMA.

(mata) (TOanUCH 3asIBUTEIS) (pacmmdpoBKa MOAMKUCH)
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[Tpunoxenue Ne 9
K TUIOBOW MHCTPYKLINHU
IO JIEJIONIPOU3BOJICTBY B TEPPUTOPUAIIBHON
u3bupatenbHoit komuccuu B Cankt-IleTepOypre

JIucer corsiacoBanus

JIOKHOCTH

dammus,

Hara Ionnucs WHHAIAJIBI

Wcnomuurenn
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[Tpunoxenue Ne 10
K TUIoBOM MHCTPYKLINH
110 JI€JIONPOU3BOJCTBY B TEPPUTOPHUAIBHON
n3buparenbHoi komuccuu B Cankr-IletepOypre

YTBEPXJIAIO

[Ipencenarens TeppuropuanbHOR
u30upaTenbHOM Komuccuu No

(moamnuce) (MHUIMATBI, (aMUITHS)

« » 20 T.

OT14er 0 pacchblIKe 10 COOTBETCTBYIOIIUM a/ipecaTaM U pa3MeleHHH
peuienuii TeppuropuajJbHOH H30MpaTeIbHON KOMUCCHU Ne
HAa O(PpULMAIBHOM CcalTe

3acenanue Ne roja

No Ne pemrenust AgnpecaT pacChbUIKH, aapeC Pa3MEIICHUS Jata

n/m THUK pasmMenieHus

pacChbUIKU

|
2
3

Hcnosmmaurens

(moamuck) (pactumdpoBKa MOAMUCH)
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[Tpunoxenune Ne 11
K TunoBou HHCTPYKIIUH
I10 JI€JIONPOU3BOJICTBY B TEPPUTOPHAIBHON
n3buparenbHoi komuccuu B Cankr-IletepOypre

IHEPEYEHD

MOoAJICKAIIUX KOHTPOJJII JOKYMECHTOB C YKa3aHHEM CPOKOB HCIIOJIHCHHUSA

1. ®enepanbHble KOHCTUTYLIMOHHBIE 3aKOHBI, (pelrepalibHble  3aKOHBI
Poccuiickon denepannu — COriIaCHO YKa3aHHOMY B HUX CPOKY.

2. Yka3nl IIpesunenra Poccuiickoit ®@enepauuyn — COTJaCHO YKa3aHHOMY
B HUX CPOKY.

3. Paciopskenusa  Ilpesumpenta  Poccuiickonn — @enepanuu — cOryiacHO
YKa3aHHOMY B HUX CPOKY.

4. Ilocranosnenus, pactiopsokenus [IpasurenscrBa Poceniickon denepanym —
COIVIACHO YKa3aHHOMY B HUX CPOKY.

5. 3akonsl Cankr-IlerepOypra — cornacHO yka3aHHOMY B HUX CPOKY.

6. IlocranoBneHus, pelieHus 3aKOHOJATEIBbHOTO Cobpanus
Cankr-lleTepOypra — coriiacHoO yKa3aHHOMY B HUX CPOKY.

7. IlocTaHOBNEHUSA, PACIOPSIKEHNsS OpraHa TOCYJapCTBEHHOM BJACTH
Cankrt-IletepOypra — corjiacHO yka3aHHOMY B HUX CPOKY.

8. [TocTaHOBIIEHUS, PACTIOPSKEHUS] PYKOBOJAUTENSL OpraHa rocy1apCTBEHHOMN
Bnactu CankTt-IleTepOypra — corsiacHO yKa3aHHOMY B HUX CPOKY.

9. [MTapnamentckue 3ampocbl CoBera Denepannu Deaepansuoro Cobpanus
Poccuiickoii ®enepauuun, I'ocynapcrtBennoir Jlymbr ®enepanbHoro CobOpanus
Poccuiickoit @enepanuu —HE TMO34HEE YeM uepe3 15 KaneHmapHBIX JHEU
CO JHS TOJYYEHHS IapJIaMEHTCKOTO 3ampoca WIM B HHOW YCTaHOBJICHHBIN
cooTBeTcTBYIOMmIEH manato denepanbHoro Cobpanmsi Poccuiickoit deneparuu
CPOK.

10. 3anpocsl CEHAaTOpOB Poccuiickoit denepanuu, JEMyTaToOB

INocynapctBennoit {ymer ®enepanbHoro CobOpanusi Poccuiickoit ®denepanuu —
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He no3Hee yeM vepe3 30 KaJleHIapHbIX JHEW CO JHS €r0o MOJIyYEHUs WU B MHOUN
COTJIACOBAHHBIN C HHUIIMATOPOM 3aIpoca CpoOK.

11. O6pamienuss  ceHatopoB  Poccuiickoit ~ dexeparuu,  ASnyTaToB
I'ocymapctBennort Jymer ®denepanpHoro CobOpanmsi Poccuiickoit deneparum
II0  BONPOCaM, CBA3AHHBIM C HUX  JEATEJIBHOCTHIO, — HE3AMEIUTEIBHO
(mpu HEOOXOAMMOCTH TOJYYCHHs TOTOJHUTEIbHBIX MAaTEepHaJIOB — HE TO3/IHEe
yem uepe3 30 kaneHIapHbIX JHEH cOo JHS MOJTydYeHHs OOpalleHus).

12. O6parieHus JETyTaTOB 3aK0HOIATEIHLHOTO CobOpanus
Cankr-IletepOypra — B cpok, ycranoiieHHbIN CaHkT-IleTepOypra.

13. [Iucepma wm3 Apmunuctpaunu [Ipesmpenta Poccuiickonn dPepepanum,
[IpaBurenscTBa Poccuiickon ®enepannn, Koncturynmonnoro Cyna Poccniickon
Oenepannu, BepxoBHoro Cyna Poccuiickorn @enepanuu, ['eHepanpHOU
npokypatypbl Poccuiickoit ®deneparuu, IIpaButensctBa Cankt-IleTepOypra —
B COOTBETCTBUM C YKAa3aHUAMHM IO HCHOJHEHHIO JOKYMEHTA IMpeaceaaTens
TEPPUTOPUAIIBHOM  KOMHCCHUH, €CIM B  HHX HE  yKa3aH  CpPOK —
HE no3aHee yeM uepe3 30 KkajneHgapHbIX THEH.

14. IIporect mpokypopa — He o3aHee yeM yepe3 10 kaneHaapHbIX THEH.

15. IIpencrapieHue Npokypopa — B T€YEHUE MeCsIIa CO THS MOCTYIUICHHUS.

16. OOpaiienus, CBsA3aHHBIE C peanu3alMed W 3alUTON HU30MpaTeTbHbBIX
mpaB U TpaBa Ha ydacTue B pedepeHmyme rpaxaaH Poccuiickoit denepaium,
IIOCTYIIUBIIAE B TEPPUTOPUAIBHYI0 KOMHMCCHUIO B XOAE COOTBETCTBYIOLICH
n30upaTeNbHOM  KaMIaHWW, KaMIlaHUM  pedepeHaymMa, —B  COOTBETCTBUU
¢ MenepanbHbIM 3aKOHOM 00 OCHOBHBIX MAPAHTHAX M30MPATENbHBIX IpaB’.

17. Ilepecbiika oOpallleHUl TpaxkaaH, COAEPXKAIIMX BOIMPOCHI, PEIICHUE
KOTOPBIX HE OTHOCUTCA K KOMIIETCHIIMM TEPPUTOPUATIBLHOM KOMHCCHH,
OCYILECTBIISIETCS B TCUCHUE CEMU KAIEHIAPHBIX THEH.

OOparienue, cBI3aHHOE C COOTBETCTBYIOUIEH H30HpaTeNbHON KaMIlaHUEH,
KaMmnaHued pedepeHayMa, TMOCTYyNHUBIIEE B TEPPUTOPUATBHYI0 KOMHCCHIO
JI0 YCTAHOBJICHUSI €10 UTOTOB T'OJIOCOBAHUS, OINpPEACIICHUs Pe3yJbTaTOB BHIOOPOB,

pedepenayma U coaepiKallee BOIMPOCHI, PEIIEHHE KOTOPbIX HE BXOJMT

! Ucnionw3yeTcs cokpanienue, NpuBeIeHHOE B myHKTe 1.2 HacTosmel MHcTpyKumy.
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B KOMIICTCHIIMIO KOMHUCCHM, B TE€UEHHUE MNATU JTHEW MOCJe [HS MNOCTYIUICHUS
HalpaBJSIETCI B  KOMHCCHIO, HWHOW OpraH WM JOJDKHOCTHOMY  JIMILY,
B KOMIIETEHLIHIO KOTOPBIX BXOJHUT €ro pacCMOTPEHHE, a MOCTYNHMBLIEE B WHOMN
nepuoa U0 HE CBSA3aHHOE C COOTBETCTBYIOIICH H30MpaTeNbHON KaMITaHHUEH,
KaMmIianuen pedepennayma — B TeUEHUE CEMU THEH TOCTe THS MOCTYIICHUSI.

OO0parenus, He CBSI3aHHBIC C pealn3aleil U 3alIUTON N30UpaTebHbIX MPaB
W mpaBa Ha ydactue B pedepenayme rpaxaaH Poccuiickoni dDeaeparum,
MOCTYNUBIINE B TEPPUTOPUAIIBHYI0 KOMHCCHUIO B IEPUOJ COOTBETCTBYIOIIEH
n30upaTebHOM KaMMaHUHM, KammaHuu pedepeHayma, a TakKe MOCTYIUBIINE
BHE NepHoJa H30MpaTEeIbHON KaMIaHWW, KaMIaHUU pedepeHayma Wiu IOcie
YCTaHOBJICHHSI TEPPUTOPHAIBHON KOMHMCCHEN UTOrOB IOJIOCOBaHUS, ONpPENEICHUs
pe3yabTaToB BBIOOPOB, pedepenHayma, —B TedeHue 30 pgHel mocne JHA
UX MOCTYTUICHHUS.

18. OOpamieHuss  cpeicTB  MaccoBOM  MHQOpMAIMM 1O  BOIpOCaM
OpEeIOCTaBICHUs HMHQOpPMAIMK —B  TEUEHHE CEMU  KaJCHJIApHbIX  JHEH.
Ecnu TpeOyeMble CBeAEHUS HE MOTYT OBITh NMPEIOCTABIEHBI B YKa3aHHBIM CPOK,
TO JIOMYCKAeTCs OTCPOYKa B IMPEIOCTABICHUM 3alpalluBacMoil HH(OpManuu
C BPYUYEHUEM NPEICTABUTENIO PEAAKUMU B TPEXJIHEBHBIA CPOK CO JHS MOJYyUEHHS
NUCBMEHHOr0 3ampoca MHGOpMaluu yBeAOMJIEHHS 00 OTCpOYKE, B KOTOPOM
YKa3bIBAIOTCA MPUYMHBI OTCPOYKH, Jara, K KOTOpoll OyneT mperocTaBiieHa
3ampamyBaeMas MHQpopMaius, JOHKHOCTHOE JIUI0, YCTAaHOBUBILEE OTCPOUKY,
JlaTa IPUHSTHS peleHus: 00 OTCPOUKe.

19. 3anpoc rocynapcTBEHHOIO0 OpraHa, OpraHa MECTHOI'O CAMOYITPaBIICHMS
WIM JOJDKHOCTHOTO JIMIA, paccMaTpHUBAIOLIEro oOpalleHHe TIpakJaHuHa, —
JOKYMEHTbl W MaTepuaibl, HEOOXOIHWMbIE [UIsl PacCMOTpeHUs oOpalleHus,
MPEAOCTABISAIOTCS B TE€UEHHE 15 HHEN WM MHOM CpPOK, YKa3aHHBIM B 3ampoce
(MO0 BO3MOKHOCTH), 32 HMCKJIOYEHHUEM JOKYMEHTOB M MAaTE€pHAIOB, B KOTOPBIX
COZIEpKATCS CBEICHUS, COCTABIISIOIINE ITOCYTAPCTBEHHYIO WIM UHYIO OXPaHSIEMYIO
dbenepalbHBIM 3aKOHOM TailHy, W JJIi KOTOPBIX YCTAHOBJIEH OCOOBIM MOPSIOK

Ipe0CTaBIICHUS.
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[Tpunoxenue Ne 12
K TunoBou HHCTPYKIIUH

O JIETIONPOU3BOJICTBY B TEPPUTOPHUATIBHON
u3oupatenbHoi komuccun B Cankt-IleTepOypre

TeppuropuanbHas YTBEPXKXIAIO
u30upartenbHas komuccust Ne
HOMEHKIJIATYPA JEJI IIpencenarens
TeppuropuanbsHOU
Ne M30upaTeTbHON KOMHCCHH No
(mara)
(moamnuce) (pacmm@poBka MOIMUCH)
Ha rong (HaTa)
NHupekc Komusecrso Cpok xpaHeHus
A 3aronoBox jena TOMOB POX Xp [IpuMeuanus
nena " u Ne crarei mo nepedHio
(gacrtei)
1 2 3 4 5
HasBanue pa3znena
(HaMMeHOBaHME JOJKHOCTH COCTaBHUTEIIS (momnuchk) (pactmpoBKa MOAMUCH)
HOMEHKJIATypBhl)
(mara)
COI'JTACOBAHO COI'JTJACOBAHO

[TpoTokon DKkcnepTHOW KOMUCCUT
TepputopuansHoit n3bupaTensHOi KomMuccuu Ne

oT Ne

Cekperaps Cankr-IlerepOyprekoit
n30MpaTeIbHON KOMUCCUH

(moamuce) (pacmmdpoBKa MOAMKCH)
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[Iponomxenne npunoxenus Ne 12

Hrorosas 3anuce o KaTCropuAax U KOJIN4YCCTBC ACJI, 3aBCACHHBIX

B roay B TepputopuanbHoit u3duparenbHoil komuccuu Ne .
B ToM uncne
ITo cpokam xpaHeHHs Bcero O — C OTMETKOHI
PEXOAI «OIK»
1 2 3 4

Ha 6ymaxxHoMm Hocutene

(npu HaTM4YMK THOPUIHBIX AeN, ToM(a) Ha OyMa)XHOM HOCHTENIC YYUTBHIBAIOTCS B pas3jelie
Tabmunpl «Ha Oyma)kHOM HoOcuTene», TOM(a) Ha AJIEKTPOHHOM HOCHTENE YYUTHIBAIOTCS B
paszene TabauIpl « DJICKTPOHHBIX»):

IlocTostHHOTO

JonroBpemenHoro (cBbime 10 jer)

Bpemennoro (0 10 et BKIFOYUTEIHHO)

DIEeKTPOHHBIX

(npu HANIMYMKM THOPUIHBIX J1e], TOM(a) Ha OyMa)KHOM HOCHUTEIIE YUUTHIBAIOTCS

B paznene Tabnuubl «Ha OymMmaxHOM HOcUTeNne», TOM(a) Ha 3JIeKTPOHHOM HOCHUTEIE
YUUTBIBAIOTCS B pa3jese Ta0nuIbl « DJIEKTPOHHBIX)):

IlocTostHHOTO

JlonroBpemenHoro (cBoime 10 er)

Bpemennoro (0 10 et BKIFOUUTEIBHO)

HNTOI'O:

(HaMMEHOBaHUE TOJKHOCTU COCTABUTENS (moamuch) (pacmudpoBKa MOAMKCH)
HOMEHKJIATypBhl)

(mara)
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[Tpunoxenue Ne 13
K TunoBou HHCTPYKIIUH
I10 JI€JIONPOU3BOJICTBY B TEPPUTOPHAIBHON
n3buparenbHoi komuccuu B Cankr-IletepOypre

TeppuropuanbHas YTBEPXIAIO
u3zbuparenbHas komucceus Ne

®OHJ Ne IIpencenarens
OITUCb Ne TeppuropuaibHON

n3oupareabHoi Komuccuu Ne
JIeJT, JOKYMEHTOB TIOCTOSIHHOTO XPaHEHUs —

3a roj
(moamuce) (pacmmgpoBKa MOAKCH)
(mara)
Ne WNunexc 3aroyioBoK .
Kpaiinue natel KommuectBo mucroB | Ilpumeyanus
/o nena nena
1 2 3 4 5 6

Hazpanue pasaciia

B nansbIN pazaen onvucu BHECEHO

nen
(uudpaMu 1 NPONKCHIO)
¢ Ne mo Ne , B TOM YHCIIE:
JUTEPHBIE HOMEpA! )
MPONYILEHHbIE HOMEpa!
HaumeHoBaHME NOKHOCTH COCTaBUTEIA MOJINCH pacim@poBKa MOANUCH
OTHCH
HaumeHnoBanue 1OMKHOCTH MOJIHUCH pacirdpoBKa NOANKUCH
OTBETCTBEHHOTI'O 32 apXUB
(mara)
COT'JTIACOBAHO YTBEPXJIEHA
[IpoTokon DKcnepTHOW KOMUCCUH [Tporoxon LleHTpaabHON IKCIEPTHO -
TepputopuaiibHOI U30UpaTENbHOMN IPOBEPOYHON KOMHCCHHU
Komuccuu Ne ApXUBHOTO KOMHTETA

Cankr-IlerepOypra

oT Ne oT Ne
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[Tpunoxenue Ne 14
K TUIoBOM MHCTPYKLINH

0 JIEJIOTIPOU3BOJICTBY B TEPPUTOPUATIBHON
u3oupatenbHoit komuccun B Cankt-IletepOypre

TepputopuansHas
nz0uparenbHas komucens Ne
POH/ Ne
OIUChHb Ne

Jed, JOKYMEHTOB BPEMEHHBIX
(cBbiie 10 neT) cpoka XxpaHeHus

YTBEPXJAIO

[Ipencenarens
TeppuropuanbHON
n30UpaTeIbHOM KOMUCCUHU Ne

(moamuck) (pacmudpoBKa MOAIUCH)

3a roj
(mara)
No Nunekc 3aronoBok Kpaiinue Cpox KonuuectBo
[Ipumeuanus
n/m nena nena JaThl XpaHeHus JUCTOB
1 2 3 4 5 6 7
Hazpanue pazgena

B nanHbIi pa3fen onucu BHECEHO Jien

c Ne
qyucie:

JMTEPHBIC HOMEpA:

o Ne

(mdpamMu ¥ TPOTTHCHIO)
, B TOM

MMPOMYyHICHHBIC HOMCPA:

(HauMEeHOBaHUE JOJKHOCTH COCTABUTEIIS
OIIHUCH)

(moamuce) (pacmudpoBKa MOANKCH)

(HaI/IMeHOBaHI/Ie JOJIXKHOCTH
OTBCTCTBCHHOTI'O 3a apXI/IB)

(mara)

COT'JTACOBAHO
[TpoTokoa DKCepTHOM KOMUCCHHI
TepputopuanbHoit H30UpaTENHHOMI

komuccenu Ne

oT Ne

(moamuce) (pacmndpoBKa MOAMNKCH)

YTBEPXIEHA
IIporokon LleHTpanbHON SKCIEPTHO -
MPOBEPOYHON KOMHCCUU
ApxuHoro komurtera Cankt-IletepOypra

oT Ne



TepputopuansHas
uzbuparenbHas komuceus Ne
POH/ Ne
OIUChH N

JCJ1, JOKYMCHTOB II10 JIMYHOMY COCTaBy
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[Tpunoxenue Ne 15
K TUnoBOM MHCTPYKLINH
10 JI€JIONPOU3BOJCTBY B TEPPUTOPHUAIBHON
n3buparenbHoi komuccuu B Cankr-IletepOypre

YTBEPXJAIO

[Ipencenarens
TeppuropuanbHON
n30UpaTeIbHOM KOMUCCUHU Ne

|___Tol (moamuck) (pacumupoBKa MOITUCH)
(mara)
No Nunekc Kpaiinue Cpox Kon-Bo
3aroJyioBOK Jena [Ipumeuanus
/i nena JIaThI XpaHCHHS JICTOB
1 2 3 4 5 6 7

Hazpanue pasaciia

| | |

| | |

B nannblii pa3aen onucu BHECEHO bi ()
(undpamMu ¥ IPOTUCHIO)

¢ Ne mo Ne , B TOM

YHCIIE:

JUTEepHBIE HOMEpa! )

NpOTMyIIEHHBIE HOMepa:

(HaMMEHOBaHUE JIOJDKHOCTU (moamuce) (pacmmdpoBKa MOAMKCH)

OTBETCTBEHHOTO 32 apXUB)

(HaMMEeHOBaHHUE JOJKHOCTH COCTABUTEIIS (moamucek) (pacurupoBKa MOITUCH)

OTIHCH)

(mara)

COI'JTACOBAHO
IIpoTokos DKcepTHOM KOMUCCUU
TeppuropuanbHOi N30UpaTETHHOM

komuccuu Ne

oT No

COI''TACOBAHO
[IpoTokos s3KCIEPTHO-NPOBEPOYHON
METOANYECKON KOMHCCHH
LlenTpanbHOro TOCY1apCTBEHHOTO apXUBa
Cankr-IlerepOypra

oT No
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[Tpunoxenue Ne 16
K TUnoBOM MHCTPYKLINH
10 JI€JIONPOU3BOJCTBY B TEPPUTOPHUAIBHON
n3buparenbHoi komuccuu B Cankr-IletepOypre

TeppuropuaibHas YTBEPXIAIO
n3bupatenpHas komuceus Ne IIpencenarens
AKT TeppuropuaibHOU
Ne u30uparenbHol komuccuu No

(MecTO cocTaBieHUS)
O BbIICIeHUH K YHHYTOKEHHIO (moamucek) (pactmdpoBKa MOAMKCH)
(apXuBHBIX) 1OKYMEHTOB,
He MOo/JIe:KAIUX XPAHEHUI0

(mara)

Ha ocHoBanum IlepedHsi THIIOBBIX  YIPABICHYECKUX  APXHBHBIX  JIOKYMEHTOB,
0o0pa3yronmxcsi B MPOIECCe JACATEIBHOCTH TOCYAApCTBCHHBIX OPraHOB, OPraHOB MECTHOTO
CaMOYIIPABIICHUST W OpraHMW3alfii, C yKa3aHUEM CpPOKOB XpaHEHUS W HOMEHKIIATYPBI JeI
TepputopuaibHO N30MpaTENbHON KOMUCCHH N 0TOOpaHbl K YHUUYTOXKEHHUIO KaK HE HMEIOIINe
HAYYHO-MCTOPUYCCKOM IIEHHOCTH U YTPATUBIINE MPAKTUICCKOE 3HAUYCHHE JJOKYMEHTHI:

Ne Ne onucu
(ipu
BBIJICTICHUH K
3aronoBok Ne en. xp.
YHUUYTOKEHHUIO Cpoku
nena 0 OTHCH
JOKYMEHTOB Koun-Bo XpaHCHHS
Ne 158078 T oMk (uHzEKC [Ipume-
. A IIPU MOATOTOBKE el1. Xp. U HOMepa
0/ | TpyHHnoBOH o - YaHUS
JIeN K Tiepeiaue (mem) cTaTeit
3aroJIoBOK HOMEHKJIa-
B apXUB I10 [IEPEYHIO
JOKYMEHTOB Type Jei)
OpraHu3aIui,
rpaga He
3aIoJIHSIETCA)
1 2 3 4 5 6 7 8
Hroro ell. Xp. (e, 2IeKTPOHHBIX JIeJT) 3a rOJIbl
(mudpamMu ¥ IPOIUCHIO)
Onucu Jen TMOCTOSHHOTO XpaHEeHus 3a roabl yTBepxkaeHbl ¢ LleHTpanbHON

OKCIIEPTHO -TPOBEpOUHOM Komuccuer ApxuBHoro komutera Cankt-IlerepOypra (TpoTokon
OT «___ » 20 r. No ).

(HaMeHOBaHUE JIOJKHOCTH JIMIIA, (moamuch) (pacmmdpoBKa MOAMKCH)
OTBETCTBEHHOT'O 32 apXUB

(mara)
COI'NTACOBAHO YTBEPX/IEH
IIpoTokos DkcnepTHON KOMUCCUU [{eHTpanbHOM SKCIIEPTHO-IIPOBEPOYHOU
TeppuropraibHON KOMHCCHH APXHUBHOI'O KOMHUTETA
n30upaTenpHOl Komuccuu Ne Cankr-IlerepOypra

oT Ne oT Ne



112

[Iponomxenue npunoxenus Ne 16

JIOKyMEHTBI B KOJIMYECTBE el1. Xp. (Z1en, NEeKTPOHHBIX JIeN):
- Ha OyMa)KHOM HOCHUTEJIE BECOM KT CJIaHbI B

(HaMMEeHOBaHWE OPTaHU3AIIVH )

- Ha 3JICKTPOHHOM HOCHTCJIC CJaHbl HA YHHYTOXCHHUEC

(cioco6 YHUUYTOXKECHHS)

(HauMeHOBaHUE JOJKHOCTH JIMLIA, (moamucey) (pacmmdpoBKa MOAMKCH)
CIABIIETO JOKYMEHTBI)

(nara)

N3menenus B YUYCTHBIC JOKYMCHTbI BHCCCHBI

(HamMeHOBaHUE JOJDKHOCTH JUIIA, (moamuck) (pacumupoBKa MOITUCH)
BHECIIIETO U3MCHCHUS B y4YCTHBIC
JIOKYMEHTHI)

(mara)



113

[Ipunoxenue Ne 17
K TunoBou HHCTPYKIIUH
I10 JI€JIONPOU3BOJICTBY B TEPPUTOPHAIBHON
n3buparenbHoi komuccuu B Cankr-IletepOypre

BHYTPEHHSA OITMCH JOKYMEHTOB JIEJIA

BHyTpeHHsIs1 ONUCH JOKYMEHTOB jiesia Ne

PerucrpauuoHHbIi Homepa
No pall Jara 3aroiaoBok P
HOMED JIUCTOB HpI/IMe‘IaHI/IH
n/n JIOKYMEHTa JIOKYMEHTa
JNIOKYMEHTa Jenna
1 2 3 4 5 6
Uroro: JIOKYMEHTOB
(g pamMu 1 MPOMUCHIO)
Koymnm4ecTBO IMCTOB BHYTPEHHEN ONKUCHU T
(g pamMu ¥ MPOMHUCHIO)
(HauMeHOBaHUE JOJDKHOCTH (moamuce) (pacumdppoBKa MOIHUCH)

JIMIa, COCTaBUBIIETO
BHYTPEHHIOIO OIUCH
JIOKYMEHTOB JIeJIa)

(mara)
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[Tpunoxenue Ne 18
K TunoBou HHCTPYKIIUH

O JIETIOMPOU3BOJICTBY B TEPPUTOPHUATILHON
u3oupatenbHoit komuccun B Cankt-IleTepOypre

JIMCT-3ABEPUTEJIb JEJIA

Jluct - 3aBeputens aena No

B nene noammTo ¥ mpoHyMEpoBaHO

ucT(OB),

(mudpamMu ¥ IPOITUCHIO)

c Ne 1o Ne

, B TOM 4HCJIC:

JIMTCPHBIC HOMCpPA JINCTOB

IPOIIYIICHHBIC HOMCpPA JINCTOB

+ IMCTOB BHYTPEHHEN ONMUCHU

Ocob6enHocTy (pU3NYECKOro COCTOSIHUS Homepa
1 (hopMuUpoBaHUs Jieiia JIICTOB
1 2
(HamMeHOBaHUE (moamucek) (pacuudpoBKa MOITUCH)

JIOJKHOCTH)

(mara)
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[Tpunoxenue Ne 19
K TunoBou HHCTPYKIIUH
I10 JI€JIONPOU3BOJICTBY B TEPPUTOPHAIBHON
n3buparenbHoi komuccuu B Cankr-IletepOypre

T
a\ uQ
W d

Cankr-IlerepOyprckoe rocyiapcTBeHHOE Ka3eHHOE YUpeKAeHne
«IenTpanbHblii rocynapcreennbiii apxus Cankr-Ilerepoypra»

TEPPUTOPUAJIBHASA U3BUPATEJIbBHASA
KOMUCCHUSA Ne

JAEJIO Ne Tom Ne

(3aroJIOBOK jieria)

(KpaitHue 1aThl)

Ha JINCTax

XpaHUTh

D Ne
Omn. e
JI. Neo
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[Tpunoxenue Ne 20
K TUIoBOM MHCTPYKLINH
110 JI€JIONPOU3BOJCTBY B TEPPUTOPHAIIBHON
n3buparenbHoi komuccuu B Cankr-IletepOypre

YTBEPXIAIO YTBEPXIAIO
IIpencenarens HupekTop
n30upareabHOH KOMUCCHH Cankr-IlerepOyprckoro rocyaapcTBEHHOTO

Ka3eHHOTro yupexaeHus L{enTpaibHoro
rocynapcrBeHHoro apxuBa Cankt-IlerepOypra

[Toanuce Pacmdposka moanucu [Toanuce Pacmmmdposka
MOAMHUCH
— [TeuaTs
Tlata ITeuats Tlata
AKT
~ Ne

npueMa-rnepcaadu apXmuBHbIX
AOKYMCHTOB Ha XpaHCHHUC

(ocHOBaHME NEepeIayn)

(Ha3BaHMeE TIepeIaBaeMoro GpoH/a)

chai,
(HaMMEeHOBaHUE OpPraHU3aluHY, TIepeatoIe TOKYMEHTHI)
IIPUHSLL
(HaMMEHOBaHUE OpPraHU3alKy, IPUHUMAIOLIECH TOKYMEHTBI)
[TpyHMMaeT Ha roCyJapCTBEHHOE XPAaHEHNUE JOKYMEHTHI 32 Y CIIPaBOYHBIN anmapar
K HUM: (roel)
Ne n/nn HasBanue, Homep KonunuaecTBo 3K3eMILISIpOB Komnuectso | IIpumeuanus
OIHUCH OIIUCH J€JI, JOKYMEHTOB en. Xp.
1 2 3 4 5
Hrtoro npuHATO en.Xp.
(IM(paMu U IPOIHUCHIO)
Ilepenauy mpoussenu IIpuem npoussenu
JIOJIKHOCTB IMlonmucs  PacmmgpoBka  JlomkHOCTB IToamuce PacmmgpoBka
MTOATIMCH MOATHNCH
Hara [ara
®oHay nmpucBoeH Ne
W3meHeHus B y4eTHbIE JOKYMEHTBI BHECEHBI
HanmenoBanue 10JKHOCTH IToamnuce Pacmm¢poBka noanucu

OTBCTCTBCHHOI'O 3a apXWB

Jara
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