TEPPUTOPUAJIBHASA U3BUPATEJIBHASA KOMUCCHUS Ne 11

PEINEHUE

4 aBrycrta 2026 roaa Ne 16-5

O06 MHCTPYKIUM O JIeJT0NPOU3BOJICTBY
B TeppuropuaabHoii u30upareabHoii komuccum Nell

Ha ocnoBanuu pemenus Cankt-IletepOyprekoii n3dupaTenbHOil KOMUCCUN
ot 31 mronst 2026 roga Ne 188-10 «O TunoBoit HHCTPYKIHH MO IEITONPOU3BOJCTBY
B TeppuTOpuaibHOM  um30OupatenbHoi komuccun B Cankr-IlerepOypre»
TeppuropuansHas nzbuparenbHast komuccus Ne 11 p e mx m a1 a:

1. YrBepaute  TUNOBYHO  HMHCTPYKLUHIO 10  JIEJIOIPOU3BOJCTBY
B TepputopuanbHoii n3buparenbHoit komuccuu Ne 11, corslacHO MPHIIOKEHUIO K
HACTOSILIEMY PELICHUIO.

2. [Ipr3nate  yTpaTMBIIMM  CWIy  peuieHue  TeppUTOpHAIBHOU
u3buparenbHoii komuccun Ne 11 ot 26 pexabps 2018 roma Ne 60-2 «O6
MHCTPYKIIMH IO AJIONPOU3BOACTBY B TeppuTopraibHON N30MpaTEIbHON KOMUCCUN
Ne 11».

3. OnyOnukoBaTh HacToslLIee pelIeHHWEe Ha caiTe TeppuTopHalibHOM
u3oupatenbHoi komuccuu Ne 11 B uMHQPOpPMaMOHHO-TENEKOMMYHHUKAITMOHHON
cetu HTEpHET.

4. Hampasuts xonuto Hactosuiero pemenus B Cankt-IlerepOyprckyto
n30MpaTeNbHYI0 KOMUCCHIO.

5. KoHTpons 3a UCHONHEHWEM HACTOSALIETO PELICHHUS BO3JI0XKHUTh
Ha npenaceaarens THK Ne 11 [Tonosy E.B.

IIpencenarens
TeppuropuanbHOit

. E.B. IlonoBa
n3omparenbHOr Komuccun Ne 11

Cexperapb
TeppuropuanbHOU
n30upatenbHoi komuccuu Ne 11 JLLA. Korya



IIpunoxxenue
K pelieHuto TeppuTopuaibHON
n3buparenbHO kKomuccuu Ne 11
oT 4 aBrycra 2026 roga Ne 16-5

YTBEPXXJIEHA
pewienueM TeppuropuanbHON
n30oupatenpbHOM Komuccuu Ne 11
ot 4 aBrycta 2026 rona Ne 16-5

UHCTPYKLMUS 1O JEJONPOU3BOJICTBY B
TEPPUTOPUAJIBHON UBBUPATEJBHON KOMUCCHUHU Ne 11

1. O01mue moJ10KeHu A

1.1. UaCcTpYyKIIMS o JIEJIOTIPOU3BOJICTBY B TeppuropuasibHOU
u3zouparenbHor komuccuu Ne 11 (manee — MHCTpyKIMsA) yCTaHABIMBAET MOPSIOK
paboThl C TOKyMEHTaMH, OCHOBHBIC NpaBHJIa HMX MOATOTOBKH M O(GOPMIICHHS
B TeppuropuansHoil n3duparenpHoil komuccuu Ne 11 (manee — TeppuropuanbHas
KOMUCCHS).

TeppuropransHas KOMHUCCHS BIIPaBe YTBEPKIATh TUIIOBBIE
W/WIM  TpUMEPHbIE MHCTPYKLIMM 1O JEIONPOU3BOJICTBY JUISI  YYACTKOBBIX
n30MpaTebHBIX KOMUCCUH.

1.2. UHcTpykumst pa3paboTaHa Ha OCHOBAaHUU (peliepalIbHbIX 3aKOHOB
ot 12 urons 2002 rona Ne 67-®3 «O6 0CHOBHBIX rapaHTHSAX U30MpaTeNIbHbIX MTpaB
W TpaBa Ha ydactue B pedepenmyme rTpaxmaH Poccuiickoit ®Depepanmm»
(manee — denepanbHblii 3aKOH 00 OCHOBHBIX T'apaHTHUSX W30UpaTeNbHBIX IIPaB),
or 22 oxta0ps 2004 roma Ne 125-®3 «OO6 apxuBHOM pene B Poccuiickoit
deneparuny, 3akoHoB CaHkT-IleTepOypra, mOCTaHOBICHUM 1 HHBIX HOPMATHUBHBIX
aktoB lleHTpanbHOM wu30upaTenbHON Komuccuu Poccuiickoit  ®deneparuu
(manee — LIMK Poccun), Canxt-IlerepOyprckoit u30uparenbHOW KOMHCCHUH,
perilaMeHTa TEppUTOPUAIILHOM KOMHUCCHH, C HCIIOJIb30BaHUEM IIPHUKa30B PocapxuBa
or 22 mas 2019 roma Ne 71 «OO0 ytBepxnenun [lpaBun aenonpousBoACTBa B
roCy/IapCTBEHHBIX OpraHax, OpraHax MECTHOTO CaMOYIIpaBJICHUA», OT 25 aexadps

2020 rToma Ne 199 «OO6 yrBepkaeHHUHM MeToAUYECKHX pPEeKOMEHJAIUi 1o



pa3paboTke UHCTPYKLUI o JEJIONTPOU3BOCTBY
B TOCYJapCTBEHHBIX  OpraHax, OpraHax MECTHOTO  CaMOYINpaBIICHUND,
ot 31 utons 2023 roga Ne 77 «O6 yrBepxkaenun [IpaBun opranuzanuu xpaHeHus,
KOMIUIEKTOBaHHUS, Yy4yeTa W UCIHOJIb30BaHUS JIOKYMEHTOB ApXHMBHOro (¢oHJIa
Poccuiickon denepaunu U APYTrUX apXMBHBIX JTOKYMEHTOB B I'OCYAApCTBEHHBIX
opraHax, oOpraHax MECTHOIO  CaMOYINpAaBIEHUS M  OpPraHU3ALMIXY,
I'OCT P 7.0.97-2025 «HauuonanbHbiii ctaHpapt Poccuiickoit  ®Denepauui.
Cuctema craHgapToB 1o wuHGOpMalUKM, OUOJIMOTEUHOMY U HU3AATEIBCKOMY
neny.  OpraHu3allMOHHO-pAacTOpsIAUTENbHAST ~ JOKyMeHTauus.  TpeboBaHus
Kk odopmienuro aokymeHtoB», ['OCT P 7.0.8-2025 «HauuoHanbHBIA CTaHAAPT
Poccuiickoit ®enepannu. Cuctema CTaHIapTOB MO HHPOpMALK, ONOINOTEUHOMY
U u3AaTeNbckoMy jeny. Jlenompou3BOACTBO W apXUBHOE Jejo0. TepMHHBI
U OTIPEICIICHUSI.

PaGota ¢ mokymeHTamu, coaepKalmuMu HHPOPMAIUIO OTPAHUYCHHOTO
pacnpoCTpaHEHUsl, OCYIIECTBISIETCSI B COOTBETCTBUM C IIOCTAHOBJIEHHEM
[IpaBurensctBa Poccuiickoit ®enepauun ot 03 HosA0ps 1994 roma Ne 1233
«O6 yrBepxknenun IlonmokeHWss O TOpsAIKE OOpamIeHusT Cco  CIy)KeOHOM
uH(popMalMell OrpaHMYEHHOrO PACHpPOCTPAHEHUS B (eAepalbHbIX OpraHax
UCIIOJIHUTEJILHOM BJIACTH, YIIOJJHOMOYEHHOM OPIaHe YIPaBJiI€HUS UCIOJIb30BAHUEM
ATOMHOM PHEPTUHU U YIIOJTHOMOYEHHOM OpraHe o KOCMHYECKOU e TeIbHOCTIY, 32
UCKJIFOUEHHUEM JOKYMEHTOB, COJIEpKAIlIUX CBEACHUS 00 M30upaTensiX, yHacTHUKAX
pedepenayma, obpamarmmuxcs B pamkax (GyHKIuoHupoBaHusi ['ocynapcTBeHHOM
CUCTEMBbI peructpauuu (ydera) u30OupaTeneil, Y4YaCTHUKOB pedepeHayma B
Poccuiickon ®@enepanumn.

1.3. [Tonoxenust UHCTpyKIMK paciipoCTpaHSIOTCS HA OPraHu3alnio padoThl
C JIOKYMEHTaMHM HE3aBUCHMO OT BHJIa HOCHUTENs, B TOM YHUCJIE C 3JIEKTPOHHBIMU
JOKYMEHTaMH, BKIIIOYasl MOJATOTOBKY, PErMCTPaLMI0, MPOXOKIEHUE, XPaHECHHE

" UCIIOJIb30BAHUC NTOKYMCHTOB.
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[Tonoxenuss MHCTpyKIMK HE pacpoOCTPAHSIOTCS Ha OPTaHHU3aII0 PaOOTHI

C JOKYMEHTaMH, COAEPKAIMMHU CBEJICHHS, COCTABIISIOIINE TOCYIAPCTBEHHYIO
TalHy.

TpeboBanus MWHcTpykumu K pabore ¢ (QUHAHCOBOW, B TOM YHCIE
OyXranTepcKkoil JOKYMEHTAllMeW paclpoCTPaHAIOTCS Ha JaHHbIE JIOKYMEHTBI
B YacTU OOIIMX MPUHIMIOB pabOThl ¢ HUMHU, a TAKKE OpPraHU3allMU TEKYIIEro
XpaHEHUs TOKYMEHTOB M TOJATOTOBKM HMX K IEpeAadye Ha apXWBHOE XpaHEHHE,
C y4YyeToM OCOOEHHOCTE  OIJKETHOTO  3aKOHOJATENbCTBA, HACTOALIEH
HNuctpykiuu, uHbIX HOpMaTuUBHBIX akTOB [[MK Poccuu, Cankr-IleTepOyprekoit
n30UpaTesIbHOM KOMUCCHUU, TEPPUTOPUATBHON KOMUCCHH.

PaboTa ¢ gJOKyMeHTamMHu 1O OpraHU3alKy 3aKyIIOK TOBapoB, pabOT U yCIIyr
ocymectBisieTca ¢ ydetom PenepanbHoro 3akoHa oT S5 ampens 2013 rona
Ne 44-®3 «O koHTpakTHOM cHCTeME B cepe 3aKymnoK TOBapoB, padOT, yCIyT
JUTsT 00eCTieYeHus] TOCYJapCTBEHHBIX W MYHHUIMIAIBHBIX HYXmD». OCOOCHHOCTH
OpraHu3aliy JOKYMEHTO000POTa, OTHOCSIIIETOCS K OpraHU3alliy 3aKyIIOK TOBAPOB,
padoT U yciayr, MpaBuiia NOJATOTOBKM U O(POPMIICHUS TaKUX JTOKYMEHTOB, a TAKKe
NOpAOK  pabOTl C  HHUMH  MOTYT  JOTIOJHUTEIBHO  yCTAHABJIMBATHCS
COOTBETCTBYIOLIUMU HOpPMaTHUBHBIMU aKTamu UK Poccun,
Cankr-IleTepOyprckoii n30upaTeNbHOW KOMHUCCHH, TEPPUTOPHATIEHON KOMHUCCHH,
NpUKa3aMH MPE/ICENATENs TEPPUTOPUATBHON KOMUCCHUHU.

1.4. [IpaBuiia moArOTOBKU U OOPMIICHUS JOKYMEHTOB U MOPSAJIOK padOThI
C HHUMH, TpeaycCMOTpeHHble WHCTpykimer, oOsa3aTeNbHBl IS HYICHOB
TEPPUTOPUAIBHOM KOMHCCUU U TOCYAApPCTBEHHBIX TPAXKIAHCKUX CIyKaIIUX
anmnapara TEppUTOPUAIIBHON KOMHUCCUU (JlaJiee — IPaXkJIaHCKUE CIIyKalllhe) U JIUL,
3aMEUIAIOIINX JIOJDKHOCTH, HE SIBISIIOIIMECS JIOJHKHOCTSMU TOCYAapCTBEHHOU
TPaKIAHCKON CIY>KObI, a TaKXe JIUII, MPUBJIEKAEMbBIX MO I'PakJIaHCKO-IIPABOBBIM
JIOTOBOPaM.

1.5. Benenue JEIONPOU3BOACTBA TEPPUTOPUATBHOU KOMHCCUU
OCYHIECTBIISIET TPEACENATENb TEPPUTOPUATBHON KOMHUCCUU WJIM TPaXKTAHCKUN

CIy’KalllUi anmapata TEPPUTOPUAIIBHOM KOMHCCHHM, Ha KOTOPOTO BO3JIOKEHA
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GYHKIIUS BEJICHHS JICJIONPOM3BOJICTBA B COOTBETCTBUHM C  JOJDKHOCTHBIM

periiaMeHToM  (janee — pabOTHMK — amnmapara, OTBETCTBEHHbIM 3a  BEJICHUE
JEJIONPOU3BOJICTBA).

1.6. PaboTHukn  ammapaTa,  IOCTYIHMBIIME Ha  TOCYJIApPCTBEHHYIO
rpaxaaHckyto ciayx0y Cankt-IleTepOypra B anmapart TeppUTOpUaTILHON KOMUCCHH,
aub0 Ha JOJMKHOCTH, HE ABJISIOMIMECS JOJDKHOCTAMHM TOCYJapCTBEHHOM
IrPaXKIaHCKON CITYKOBI, a TaKXKe rpakJIaHe, MIPUBJIEKAEMBbIE
MO TPaXKIaHCKO-TIPABOBBIM JIOTOBOPAM, JOJIKHBI ObITh O3HAKOMJIEHBI O] MOAMUCH
¢ TekctoM WMHCTpykiuu pabOTHUKOM amnmapara, OTBETCTBEHHBIM 3a BEJCHHUE
JIEJIONPOU3BOICTBA.

1.7.B cmywae yxoma B OTIyCK, BbIe3la B KOMaHIUPOBKY, OOJIe3HH,
YBOJIBHEHHSI ~ UCIIOJIHUTENS  JOKYMEHTOB  HEUCIIOJHEHHbIE  JTOKYMEHTBI
M0 MOPYYEHUIO MpeJceaTeNss TEPPUTOPUATIBHON KOMUCCUU TIEPEAIOTCs IPYTOMY
VCIIOJTHUTEIIO.

1.8. J1enonpou3BoACTBO B TEPPUTOPUATBHON KOMHUCCHUU OCYLIECTBIISETCS
CpelcTBaMM  MOACUCTEMBI JOKYMEHTOOOOpPOTa U  yIpaBi€HUS LHUPPOBBIM
KOHTEHTOM ['OCynapCTBEHHOW aBTOMAaTU3UPOBAHHOW cuUCTeMBbl Poccuiickon
Oeneparuun «Beibope»  (manee — [1J]), a Takke C HCMOIB30BAHUEM JPYTHUX
PErUCTPallMOHHO-YUYETHBIX (opM  (KapTOYHOM WM JKYpHaJbHOW CHUCTEMBI
pErucTpaluu JOKyMEHTOB).

Pabora B IIJ] MOXeT OCYLIECTBISITBCA KaK B 3aKPBITOM KOHTYpE, JOCTYII
K KOTOPOMY 4YI€HaM TEPPUTOPUATLHON KOMHUCCHUM W Pa0OTHHKAM armapara
TEPPUTOPUAIBHOM KOMUCCHHU TPEJOCTABISACTCS B COOTBETCTBUM C IPUKA30M
npeaceaaTens TEPPUTOPUATIBHON KOMUCCHUH, TaK U B OTKPBITOM KOHTYpE, HOCTYII
K KOTOPOMY IPENOCTaBISIETCS B COOTBETCTBUU C pacnopsikeHueM llpencenarens
MUK Poccun, nHopmaruBHbiMH akTamu CaskT-IlerepOyprckoit m3zOupaTenbHON
KoMuccuu 1o corjtacopanuto ¢ [{AK Poccumn.

B 3akpbiToM KOHType mnpeaycMoTpeHa oOpaboTKa MEpPCOHATbHBIX JTaHHBIX
Y MHOU KOH(PUIAEHIIUATBHOU HH(POpMAIUH.

JlokyMeHTHI, comepxaruecs B I1/], MoryT ObITh MOAMHMCAHBI JEKTPOHHON



HOJIMHUCHIO JOHKHOCTHOTO JIMIIA.

PaGota ¢ [OKyMEHTaMU TEPPUTOPUATBLHON KOMHMCCHH OCHOBBIBACTCS
Ha MPUHIUIE OAHOKPATHOW PETUCTPALIUN JOKYMEHTA.

1.9. MHCTpyKIIMST W U3MEHEHUsS B HEE YTBEPKIAIOTCS  pPEIICHUEM
TEPPUTOPUAIBHOM KOMHCCHM Tiociie coryiacoBanus ¢ Cankt-IletepOyprekoit
n30UpaTEeIbHOU KOMUCCUEH.

1.10. B UHCTpYKIMH UCTIONB3YIOTCS CIEAYIONINE TEPMUHBI U ONIPEACIICHUS

0JIaHK TOKYMEHTA;

AJIEKTPOHHBIN 11a0I0H OJaHKA TOKYMEHTA — JTUCT OyMaru Wi 3JIeKTPOHHBIH
mrabloH C  PEKBU3UTAMH, WACHTUOUIUPYIOMIMMU aBTOpa  OQHUIIMAIBHOTO
JOKYMEHTA, PACIIOJIOKEHHBIMH B ONPEJEICHHOM MOPSIIKE;

BHYTPEHHHUM JOKYMEHT — JJOKYMEHT, MOATOTOBIICHHBIH B TEPPUTOPUATBHON
KOMUCCHH, HE BBIXOJAIINH 3a €€ MPeIebl;

BXOJSIINUNA JOKYMEHT — JOKYMEHT, TOCTYNHUBIINA B TEPPUTOPHATHHYIO
KOMUCCHIO;

(27IeKTpOHHOE) 71710 — pu3ndeckd  000COOJIeHHass WM JIOTMYECKHU
ompesereHHasl eJMHMIA KIaCCU(PUKAIIMK U CUCTEMATU3alluu B JOKYMEHTAJIbHOM
doHIIE TEPPUTOPHATEHON KOMUCCHH, BKIIOYAIOIIAs JOKYMEHT WM COBOKYITHOCTb
JOKYMEHTOB, OTHOCSIIIMXCS K OJHOMY BOIIPOCY WJIM YYacTKy JIEsTeNbHOCTH,
UMEIOIIUX OJIMHAKOBBIA CPOK XPAHEHUS;

JEJIOMPOU3BOACTBO — COBOKYITHOCTh MPOLECCOB PabOThl C JOKYMEHTAMH,
BKJIIOYAsl JIOKYMEHTHUPOBAHHUE, JTOKYMEHTOOOOPOT, OIEpaTUBHOE XpaHEHUE
Y MCTIOJTh30BaHKE TJOKYMEHTOB B ICITEILHOCTH TEPPUTOPHATEHON KOMUCCHUH;

JOKYMEHT — 3aKCUpOBaHHAasi Ha HocuTene MHGOpMalus C PEKBU3UTAMU
W/WJIM METaIaHHBIMU, TTO3BOJISIONIMMU €€ UACHTU(DUIIUPOBATh;

JOKYMEHTAIbHBIH  (OHJ — COBOKYITHOCTh  JOKYMEHTOB, 0Opa3yIOIINXCs
B JICSATEIHHOCTH U30MPATETLHON KOMUCCHUH;

JOKYMEHTHUPOBAHUE — CTaAMs KU3HEHHOTO IMKJIa JOKYMEHTa, Ha KOTOPOi
OCYIIECTBIISIETCS 3amuCh HMH(DOpPMAIMM C PEKBU3UTAMHU W/WIM METaJaHHBIMU

Ha HOCHUTEJIE TI0 YCTAaHOBJICHHBIM MPaBUJIaM B YCTAHOBJICHHOU (hopMme;
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JOKyMEHTOOOOPOT — ABUKEHUE TOKYMEHTOB B TEPPUTOPUATHLHON KOMHUCCHH

C MOMEHTa WX CO3JaHUS WM TOJYYEHUs JO 3aBEpIICHUS HCIIOIHEHUS
WJIU OTIPABKY;

nyOIuKaT JTOKYMEHTa — MOBTOPHBIA HJK3EMIUIAP MOJJUHHUKA JOKYMEHTAa,
CO371aBa€MbIi C 11eJIbI0 3aMEHbI MOTMHHUKA;

XKU3HEHHBIA MK JIOKYMEHTa — COBOKYIHOCTh CTaJHWil CYIIECTBOBAHUS
JIOKYMEHTa (JOKyYMEHTHUPOBAHHOW HHQOpMaIMK), HaUMHAs C ero (ee) co3gaHus
JI0 YHUUTOXEHUS;

3aBEpEHHAasl KOIMS — KOMUSl JIOKYMEHTa, Ha KOTOpPOW B COOTBETCTBUU
C YCTaHOBJIEHHBIM TMOPSJKOM IPOCTABJICHbl PEKBU3HUTHI, OOECIECUUBAIOLINE
€€ IOPUINYECKYIO CHILY;

UCXOJSIIUN JIOKYMEHT — IOKYMEHT, OTIPaBJISEMbI U3 TEPPUTOPUATBHOMN
KOMUCCHUU;

KOHTPOJIb HCIIOJTHEHUS JIOKYMEHTOB — COBOKYITHOCTb JNENUCTBUH,
00ecreynBaIINX CBOEBPEMEHHOE UCTIONHEHUE JOKYMEHTOB;

KOTIHS JOKyMEHTa — JOKYMEHT, MOJIHOCTBIO BOCITPOU3BOSAIIHMA
uH(OPMAITUIO MTOJIMHHUKA U BCE €T0 BHEITHUE TPU3HAKH WIIN UX YaCTh;

HOMEHKJIaTypa Jell — TOKYMEHT, COJEpKalluii CHCTeMaTU3UPOBAHHBIN
IIEPEUYEHb 3aroJIOBKOB JI€JI, CO3/JaBAaEMBIX B TEPPUTOPHUAIBHOW KOMUCCHH,
C YKa3aHHEM CPOKOB UX XpaHEHUs, 0POPMIICHHBIN B YCTAHOBICHHOM MOPSIKE;

HOPMATUBHBIE JOKYMEHTHI — COBOKYITHOCTh HMHCTPYKTHUBHBIX MAaTE€pUAJIOB,
pacCUMTaHHBIX HA TOCTOSTHHOE MJIM MHOTOKPATHOE JIEUCTBUE U COJIEPIKAILIUX KaKUe-
a100 HOPMBI, IPABUIIA, IPEANHCAHUS;

HOCHUTENIb (JOKYMEHTUPOBAHHOW) HWH(GOpMAIMU — MaTepUAIbHBIA OOBEKT,
UCIIOJIb3YyEeMbIN JUTsl PUKCALIMK U XPAHEHHS TOKYMEHTUPOBAHHON HH(POpMAIINH;

oOpaiiieHre B popme JIEKTPOHHOTO IOKYMEHTa — 00pallieHue, MoCTYMHUBIIEe
B (hopMe DIIEKTPOHHOTO JOKYMEHTA C MCIIOJIb30BAHUEM CTPAHUIIBI O(UIIUATEHOTO
caira Canxrt-IlerepOyprckoit M30UpaTeIbHOM KOMHUCCHUH

B HMH(QOPMALMOHHO-TEIEKOMMYHUKAIIMOHHON cetn «MHTepHeT» (nanee - ceTh
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WNHuTepHeT), mpenHa3HAYeHHON I HAIIPaBJICHUS O0OpaIlleHuid B TEPPUTOPUATHHBIC

KOMMCCUU;

OTMETKa 00 3JEKTPOHHOW MOAMMCH — PEKBU3UT 3JIEKTPOHHOIO JOKYMEHTA,
IOATBEPXKAAIOIINN €0 NOANMCAHNE IJIEKTPOHHOM ITOAIUCHIO;

opUIHAIBHBIA JOKYMEHT — JOKYMEHT, KOTOpPBIA CO3JaeTcs, 3aBepseTcs,
BBIJJAETCA B YCTAHOBJICHHOM 3aKOHOM WJIM MHBIM HOPMATHBHBIM AKTOM ITOPSAKE
OpraHoM T'OCYJapCTBEHHOM BJIACTH, UHBIM I'OCYJAPCTBEHHBIM OPraHOM, OPraHOM
MECTHOTO CAMOYIIPABJICHUS WM MHOM  YIOJHOMOYEHHOM OpraHu3auuen,
YIIOJIHOMOYEHHBIM JIOJKHOCTHBIM JIMLIOM U YIOCTOBEPSAET IOPUANYECKHA 3HAUYNMBbIC
(bakThl;

oopmiieHHEe [TOKyMEHTa — IPOCTABICHUE HA JOKYMEHTE HEOOXOIUMBIX
PEKBU3UTOB,;

oOpalieHre B NMUCbMEHHOW (popMe — HampaBlIEHHbIE B TOCYJapCTBEHHBIH
OpraH, OpraH MECTHOI'O CaMOYyIIpaBJICHHs WJIHA  JOJDKHOCTHOMY  JIHILY
B IUCbMEHHOHU (hopMe IPeTI0KEHHE, 3asIBIICHUE WIN Kallo0a;

MUCHbMO — 0000IIEHHOE HAa3BaHUE PA3IMYHBIX 110 COAEPKAHUIO TOKYMEHTOB,
CIIy’KallliX CPEJCTBOM OOIICHUS MEXAY OpraHU3alUsIMU, FPaKIaHAMU;

NO/JIMHHUK  JOKYMEHTAa — [IEPBBIA ~ WJIM  €OUHCTBEHHBIM  DK3EMILISP
JNOKYMEHTA;

[IOPYYEHUE — JOKYMEHT, IPEANUCHIBAIOINN BBIIOJHEHUE TE€X WIA WHBIX
3aJaHuM;

pPETHCTpallMOHHO-YYEeTHasT KapTouka nokymeHTa (manee —PYK) — dopma,
UCIIONb3yeMas [Jis 3aliCU CBEAEHUW O JOKYMEHTE B LEIsAX YyyeTa, MOMCKa
Y KOHTPOJIS, CO37aBaeMasi Ipy PETUCTPALMH JOKYMEHTA ¢ UcIoab3oBanueM [1/1;

pErucTpallMOHHO-yueTHast (opMa — CUCTEMa PErucTpaluy, HCIOJIb3yeMas
B TEPPUTOPUAIBHOW KOMHMCCHM Npu perucrpauuud gokymeHtoB (IIZl, kaprouku
WJIN KypHal);

perucTpanus JOKyMEHTa — 3allUCh  YYETHBIX JaHHbIX (METaJaHHbIX)

0 JOKYMEHTE€ IO YCTaHOBJIEHHOM (opme, ukcupyromas (akT ero co3gaHus,



9
OTIIPpaBJICHUA WA IIOJIIYYCHHA, WM IIPHCBOCHHUC CMY PCIruUCTPAaIMOHHOIO HOMCpa

U JaThl;

PEKBU3UT JOKYMEHTAa — CTPYKTYpHasi 4YacTb M JJIEMEHT O(OpMIICHUS
JOKYMEHTa, CIyXalluil a8 UIACHTU(PUKAIMK JOKyMEHTa M cojepxaliencs
B JJOKyMEHTE UH(POPMALIHH;

CHUCTEMa JJIEKTPOHHOTO JOKYMEHTO00OpOTa — MH(OpPMAIIMOHHAS CHCTEMa,
oOecrieunBaroNias >KM3HEHHBIN MK JOKYMEHTOB [0 MX IEpexoja Ha CTaJHio
ApPXMBHOI'O XPaHEHUS WJIM YHUUTOXKEHUS;

CKaHUPOBaHUE JOKYMEHTa — MOJyUYEHHUE 3JIEKTPOHHOT0 00pas3a JOKYMEHTa;

ciyeOHasi 3amnucKa — BHYTPEHHUH JOKYMEHT, aJpeCOBAaHHBIM OJHOMY
JOJDKHOCTHOMY JIMLY TEPPUTOPHAIBHOW KOMUCCUU JAPYTUM JOJKHOCTHBIM JIMLIOM
TEPPUTOPUAIIBHOM KOMHCCHUM M COJEpXKaIMiA  0OCTOATETHLHOE H3JI0KEHUE
KaKoro-Jin0o BOIMpOca C BBIBOJIAMHU U MPEATIOKEHUSIMU COCTABUTEIS;

CPOK HCIIOJHEHUS JOKYMEHTA — CPOK, YCTaHOBJICHHBII HOPMATHBHBIM
IIPaBOBBIM aKTOM, OPTaHU3ALMOHHO-PACIIOPSIUTEIbHBIM TOKYMEHTOM, YKa3aHUSIMU
110 UCTIOJHEHUIO JOKYMEHTA WIH MOPYUYEHUEM;

yKa3aHUs 10 MCIOJHEHUIO TOKYMEHTA — PEKBU3UT, COCTOAIINN U3 HAAIHUCH
Ha JIOKYMEHTE WJIM Ha OTJEJIbHOM JIMCTE YCTAHOBJIICHHOW (DOPMBI, CIeTaHHOU
JOJKHOCTHBIM JIMLIOM;

y4eT  JOKYMEHTOB — ¢ukcanuss  pakrta  MOJy4YeHHUS  JOKYMEHTOB
0€3 IpOCTaBIEHUS Ha HUX PETUCTPALMOHHBIX IITAMIIOB;

(¢opmupoBaHue  (JIEKTPOHHOIO)  Jejia — [PYNIUPOBAaHUE  JOKYMEHTOB
B (RJIGKTPOHHOE) JICJIO U UX CUCTEMAaTHU3alINS;

AKCIIEPTU3a LIEHHOCTU JOKYMEHTOB — JAESATENbHOCTh [0 YCTAHOBJIEHUIO
CPOKOB XpaHEHHUs JOKYMEHTOB, OTOOpa MX Ui apXWBHOIO XpaHEHUs
WIM YHUYTOXEHUS, BBISIBICHUIO OCO0O LEHHBIX W YHUKAJIbHBIX JIOKYMEHTOB
Ha OCHOBAaHMU TpeOOBaHWNW HOPMATHBHBIX MPABOBBIX aKTOB U KPHUTEPUEB
AKCHEPTU3bI HEHHOCTH IOKYMEHTOB;

ANIEKTPOHHAS MOANMUCH — MH(OpMaLUs B AJIEKTPOHHON (opme, TpeOOBaHUS

KOTOpOﬁ YCTAHOBJICHBI HOPMATHUBHO, IIPCAHA3HAYCHHAA I ITOAIIMCAHUA,
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corjlacoBaHus (BU3UPOBAHUS) U YTBEPKICHHUS SJIEKTPOHHBIX JJOKYMEHTOB;

AIIEKTPOHHBIN JOKYMEHT — JOKYMEHTHPOBaHHAs uHpOopMaIus,
IIPEICTABIICHHAS B DJICKTPOHHOU hopMme;

AJIIEKTPOHHBIN JTOKYMEHTOOOOPOT — JOKYMEHTOOOOPOT C HCIOJIb30BAHUEM
ABTOMATU3UPOBAHHON HMH(POPMAIIMOHHON CHCTEMBI (CHCTEMBI JJICKTPOHHOTO
JTIOKYMEHTO000pOTa);

QJIGKTPOHHBIK  00pa3  JTOKyMEHTA — JICKTPOHHAs  KOMHs  JTOKYMEHTa,
W3TOTOBJICHHAS Ha OyMa>KHOM HOCHUTEIIE;

ANEKTPOHHBIM  1abMOH  OJIaHKa  JOKyMEHTa — CM. TEpPMHUH  «OJaHK

JIOKYMEHTa.

2. HpneM, perucrpanusi 1 MpoxXoKJI€HUE MOCTYNAKIMNX JOKYMECHTOB

2.1. IokyMeHTBl B TEPPUTOPUAIBHYIO KOMHCCHUIO JIOCTaBIISIIOTCS 4YEpE3
OTIeTIeHUE CBs3M (MOYTOM, TenerpadHON CBsA3BI0), opraHamu (eaepaibHON
denpaberepckoil  CBsI3M, CHEIHAIbHONW CBSI3bIO, HAPOYHBIM WM TIEPEalOTCs
Ha JINYHOM IpHEME Ipak/iaH.

JIOKyMEHTBI MOTYT IOCTYIIaTh B TEPPUTOPHAIBHYIO KOMHUCCHIO CPEICTBAMHU
[T, ¢akcuMuIbHONW CBSI3bI0, DJIEKTPOHHOM mouTOil B cetu UMHTepHeT
(mpenHa3HauyeHa MCKIIYUTENIBHO JUIS CIYKEOHOM KOPPECIOHJAEHUUH), 4Yepes3
paznmen  «OnexkTtpoHHas (Gopma oOpamieHus’» Ha  OQUIMATIBHOM  CaiiTe
Canxkrt-IlerepOyprckoit  u3buparenbHOM  kKoMuccuu B cetw  MHTepHer,
peaHa3HaYeHHbIN 171 HanpaBiIeHUs 0OpalieHU B TEPPUTOPUATHHYIO KOMUCCHIO.

2.2. llpuem, mnepBuyHasi o0O0pabOTKAa W PETUCTpALMs  TMOCTYHAIOUIUX
JOKYMEHTOB TPOU3BOJATCS MpeJceaTesieM (CEeKpeTapeM) TeppUTOPHAIbHON
KOMUCCUU WM  PaOOTHUKOM  afmapaTta, OTBETCTBEHHbIM 32  BEJCHUE
JIEJIONPOU3BOACTBA ¢ Hcnoiab3oBanueM [1]/], m1ubo KypHanbHON perucTpalvoOHHO-
yaeTHo# dhopmbl (mpuiokenne Ne 1) exxeTHeBHO B 4achl pabOTHI TEPPUTOPHATBHON
KOMHUCCHUHU, KPOME BBIXOAHBIX U HEPAOOUMX MPa3THUUHBIX JHEH.

[lopsimok TOJMydYeHHs] W PErucTpaluy JOKYMEHTOB IIOCJIE€ OKOHYaHHUS

pa6oqer0 AHs1, B BBIXOJIHBIC 1 Hepa60qI/Ie MMpasaHUYIHbIC IHU, B IICPHUO/ IIOAT'OTOBKH
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U TIPOBEJCHHS U30WpaATENbHBIX KaMMaHWN yCTaHABIMBAETCS TMpejceaareneM

TEPPUTOPUAIBHON KOMMCCHU JIMOO ONpENeNsieTcs PElIEHUEM TEpPUTOPHUATIBLHON
KOMUCCHUHU.

2.3. IloctynuBmIE JOKYMEHTHI MOAPA3ACIAIOTCS HAa PETUCTPUPYEMBIE
U He nojanexamue peructpauuu. llepeyeHb TOKYMEHTOB, HE MOMJIEKAIINX
perucTpanuu, onpeaeiacH B NpuioxeHuun Ne 2.

2.4.1lpu BCKpBITMM KOHBEPTOB, JIOCTABJIEHHBIX OpraHamu ¢eaepanbHON
(denbaberepckoil  CBSI3M, CHEUMAIbHOM CBS3bIO, IO TOYTE€ WJIM HAPOUYHBIM
IPOBEPSAIOTCS NPABUIBHOCTh AJPECOBAHUS, KOMIUIEKTHOCTh M LEIOCTHOCTh
JIOKYMEHTOB, HAJIUYUE MPWIOKEHUN, CBEPSAETCS COOTBETCTBUE HX HOMEPOB
YYETHBIM HOMEpaM, YKa3aHHbIM Ha KOHBepTax. HemnpaBuibHO aapecoBaHHbIC
U OLIMOOYHO BJIOKEHHBIE JOKYMEHTbl HE PErHCTPUPYIOTCS, NEpPEChUIAITCS
10 HA3HAYEHUIO WJIM BO3BPAIIAIOTCS OTHPABUTEIIO.

2.5. Ecan npu BCKPBITUM KOHBEpTa OOHApY>KEHO OTCYTCTBHE JOKYMEHTOB
WIH WX OTACIBHBIX JIUCTOB, MPWIOKEHUM, MOBPEKICHUE TOKYMEHTOB
WM HECOOTBETCTBHE HOMEPOB JOKYMEHTOB HOMEpaM, YKa3aHHBIM Ha KOHBEpTE,
npeaceaareneM (CekperapeM) TEppPUTOPUAIBHON KOMHCCHM WM PabOTHHUKOM
anmapara, OTBETCTBEHHBIM 3a BEJIE€HHUE JEJONPOU3BOJICTBA COCTABISIETCS AaKT
YCTAaHOBJIEHHOM  (opMbl B  JBYX OJ3K3emmupipax (mpuioxxkenue — Ne 3).
OavH »HK3eMIUIIp aKTa IIOChUIAETCS OTIPABUTENO, JAPYrol mpuoOIaercs
K MPUHATHIM TOKYMEHTaM.

Ha o006opoTHO# CTOpOHE MOCIEAHEr0 JIMCTa MOBPEXKICHHOTO JIOKYMEHTa
B MPABOM HIKHEM YTIIy JieiaeTcsi OTMETKa «JlOKYMEHT MOJydyeH B MOBPEXKICHHOM
BUJIEN.

2.6. KoHBepTHI OT NOCTYNUBIIMX JTOKYMEHTOB HE YHUUYTOXAIOTCSA B Cllydae,
€CJIM TOJIBKO 1O HUM MOKHO YCTAHOBHUTH aJIpEC OTIPABUTENS, ATy OTIPABKHU
Y TMOJyYEHHs] TOKYMEHTOB, €CJIM OHHM COAEPIKAT JOKYMEHTHI, KOTOPBIE MOCTYIIHIIN
u3-3a npenenos tepputopun Poccuiickoit denepaunu, U3 Cya0B, CIEICTBEHHBIX

OpraHoB, OO0 A0r0BOPLI, IIPECTCH3HWU, NCKOBLIC 3asIBJICHUSA, JOKYMCHTBI, CBA3aHHLIC
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C pasMCIICHUCM 3aKa30B Ha IIOCTABKKU TOBAPOB, BBIIIOJIHCHUC pa60T, OKa3aHUuc< yCJlIyr

JUISI TOCYTaPCTBEHHBIX HYXI.

2.7. ITakeTsl ¢ MOMETKOM «JIMYHO» mEpenaroTcs agpecaram B 3aKpbITOM BHJIE
IO/ IIOJITUCh.

2.8.Ilpn peructpanuym NOCTYNUBIIETO JOKYMEHTAa B PETHCTPALMOHHO-
ydeTHOM Qopme 00s3aTeNbHO BBOAATCA CIEAYIOIIUME PEKBU3HUTHI: HCXOISIINUN
HOMEp JIOKyMEHTA U J1aTa, JaHHbIE 0 KOPPECIIOHIeHTE (apecanTe) (haMuiust, ums,
OT4ECTBO (MpU HaTU4YuM) GU3UYECKOrO JIMIA WM HAMMEHOBaHUE OpPTraHU3allUH),
KpaTKOE COJEepXKaHUE JOKYMEHTa, a TakKe KOJHWYECTBO JIMCTOB OCHOBHOI'O
JOKYMEHTA U JIMCTOB MPUIIOKEHNS, KOJTUYECTBO IK3EMILISIPOB, BUI JOoCTaBKuU. [Ipn
perucTpanun BXOJISIIETO NOKyMEHTa NenaeTcs CBsI3Ka
C UCXOJAIIUM JIOKYMEHTOM, Ha KOTOPBII 1aeTCsl OTBET (€CIIM TAKOBOW UMEETCH).

IIpu ocymectBiieHun peructpauuu cpeacrsaMu lI/] Ha muueBoit cTtopoHe
IEPBOr0 JIUCTA 3apPETUCTPUPOBAHHOIO JOKyMEHTa Ha OyMaKHOM HOCHTEIE,
KaK IIPaBWJIO, B IIPABOM HIKHEM YIUIy ITPOCTABIIIOTCS PETMCTPALMOHHBIM HOMEP
Y J1aTa, a TAaK)Ke IITPUX-KOJ C YKa3aHUEM HAaNMEHOBAHMS OPraHU3aLUN.

Ecnn mpocraBieHHMe perucTpallMOHHOIO HOMEpa 3aTpydHseT NPOYTEHHUE
TEKCTa JOKYMEHTa, B TaKOM ClIydyae BXOISALIIMA HOMEpP NPOCTABISAETCA
B CBOOOJHOM OT TEKCTa yIJly Ha JMIEBON CTOPOHE NEPBOrO JIUCTA JTIOKYMEHTA,
a IITPUX-KOJ TPOCTABJISIETCS IPU HAJTMYUKU TEXHUYECKONH BO3ZMOXKHOCTH.

[Ipr OCymecTBIEHMM PETUCTPALMU B APYrOMl PErMCTPAlMOHHO-YYETHOU
(¢opMe pEerucTpalMoOHHBIM IITAaMI C YKa3aHUEM BXOJALIEr0 HOMEpPa, JaThl
perucTpauuy MpPOCTaBISIETCS, KaK MPABUIO, B MPABOM HIKHEM YIUIy JIMLIEBOU
CTOpPOHBI MEPBOTO JINCTA 3apPETUCTPUPOBAHHOIO JoKyMmeHTa. [Ipn HeoOxonumocTu
YKa3bIBA€TCsl BPEMsl PETUCTPalMU (Yachl U MHUHYTHI), a TaKXKe BXOJALIUN HOMED
JNOKYMEHTA Ha MPHUJIOKEHNH.

Ha xonuu noxyMeHTa BXOIAIIMNA HOMEP MPOCTABIIAETCS B IIPABOM HMKHEM
YTIIy JIMLEBOM CTOPOHBI IIEPBOTO JIUCTA.

Hymepannss nocTynmuBmIMX TOKYMEHTOB OCYLIECTBIIETCS B IIpeAeiiax

KaJICHAApHOI'O roaa.
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K moBTOpHBIM JOKyMEHTaM MpPHUKIAABIBaeTCS HWHPOpMAIMS O paHee

NOCTYNUBIINX JTOKYMEHTaX M PE3yJbTaTax UX HCIIOJHEHHUs, KOTOpas NepenacTcs
OTBETCTBEHHOMY 3a UCIIOJIHEHUE.

[Ipu peructpanuu noKymeHTa Ha OymaxkHoMm Hocutene B [1/] on MoxkeT ObITh
OTCKaHMpoOBaH, a 3areM K PYK MoxeT ObITh NMPHUCOETWHEH 3JIEKTPOHHBIA 00pa3s
JIOKyMEHTAa ¥ MPUJIOKEeHUS K Hemy B opmare pdf.

ITocne peructpamuu cpeacteamu IIJ[ mOCTynmuBIIErO 3IEKTPOHHOIO
JIOKYMEHTa, B TOM YHUCJI€ W3 BBIIIECTOSIEH U MHOW M30UpaTebHOW KOMHUCCHH,
OH MOXET OBITh pacriedyaTan Mpu He0OXOIUMOCTH.

2.9. 3aperucTpupoBaHHbIE JOKYMEHTHI pPAaCCMATPUBAIOTCA IPEICENaATEIEM
TEPPUTOPHUAIIBHOM  KOMHCCHM,  3aT€M  IIOCIE  IEPEHECEHUs  YKa3aHUs
M0 HWCIIOJIHEHHUIO JOKYMEHTa B PETHUCTPAIMOHHO-YYETHYI0 (OpMy TMepeaaroTcs
VICTIOJIHUTEISIM.

IIpu peructpaunu noxkymeHtoB B IIJ] paccmorpeHue mpencenarenem
TEPPUTOPUAIBHON KOMHMCCUU JIOKYMEHTOB M HANPABJICHUE HMX HCIOIHUTEISAM
B DJICKTPOHHOM BHJIE MOXET OCYIIECTBIAThCS cpeacTtBamu [1J[ 6e3 odopmiieHus
KOIMUHU HAa OYMa)KHOM HOCHTEIIE.

2.10. ctionHEHHBIE JTIOKYMEHTBI CIHHCBHIBAIOTCS B JIEJIO0 MPEICENaTesieM
TEPPUTOPUAIIBHOM KOMHCCMM M TOMEMIAIOTCA B JEIO0 B  COOTBETCTBHU

C HOMEHKJIATYpOMl JIeJ1 TepPUTOPUATILHON KOMUCCHUH.

3. OcHoBHBIE TPEOOBAHUS K NOATOTOBKE H 0OPMJICHHIO I0OKYMECHTOB

3.1. JIokyMeHTBI,  cO3/aBacMble B  TCPPUTOPHAIILHOH  KOMHCCHH,
obopmisitoTcsl Ha OJlaHKax, Ha CTaHAApTHBIX JucTtax Oymaru d¢opmata A4
(210 x 297 mm) i AS (148 x 210 MM) 1100 B BUJIE ICKTPOHHBIX JIOKYMEHTOB
Y JIOJDKHBI UMETh YCTaHOBJICHHBIN COCTaB PEKBU3UTOB.

3.2. JlokyMeHTbl O(QOpPMIISIOTCS Ha TPOJOJBHBIX JIMOO YTJIOBBIX OJIaHKaX
YCTaHOBJIICHHONW (DOPMBI, HM3TOTOBJIEHHBIX THUIOTPA(PCKUM UM KOMIIbIOTEPHBIM

criocoboM (rpumnoxxkerue Ne 4).
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B TteppuropuanbHON KOMUCCHU MOTYT OBITh YCTAHOBJICHBI CIIEIYIONINE BUIBI

OJIaHKOB:

0JIaHK MPOTOKOJIA 3aCEeIaHUsl TEPPUTOPUATBHON KOMHCCHH;

OJIaHK pelIeHusl TEPPUTOPUATILHON KOMUCCHUU;

OJIaHK MpuUKa3a Mpejacenaress TEpPUTOPUATbLHON KOMUCCUY;

OJIaHK MIChMa TEPPUTOPUATTELHON KOMUCCHUH.

3.3.Ilpu moAroToBke IOKYMEHTOB c mpumeHeHueM IIJI wucnonb3yrorcs
AJIEKTPOHHBIE  A0JIOHBI  OJIAHKOB  JIOKYMEHTOB, KOTOpPbIE PaBHO3HAYHBI
Y UJCHTUYHBI 110 COCTaBY PEKBU3UTOB, MOPAJIKY UX PACIION0XKEHUS U FaApHUTYpaM
mpudra OJaHKaM JTOKYMEHTOB Ha OyMa)KHOM HOCHUTETIE.

3.4. JlokyMeHTBI OpOPMIISIIOTCS B COOTBETCTBUU C [peOoBaHUAMHU
K JOKyMEHTaM, U3rOTOBJISIEMBIM C TIOMOIIBIO MTEYaTAIONIUX YCTPOMCTB, U K (haiaam
TEKCTOBBIX IOKYMEHTOB (mpuiioxkeHue No 5).

3.5. Ilpu noxarotroBke u OGOPMICHUU JOKYMEHTOB JOJDKHBI COOJIOATHCS
npaBuiia 0QOPMIICHHS PEKBU3UTOB, U3JI0KEHHBIE HIKE.

3.5.1. Ha Onankax npokymeHtoB mnomemaerca repo Cankr-IlerepOypra.
[Topsioox M3TOTOBJICHUS, UCIIOJIb30BaHUS U XpaHEeHUs OJIaHKOB
¢ BocripousBeaeHueM repoa Cankr-IlerepOypra ycranaBnubaercs 3akoHoM CaHKT-
[Terepbypra ot 23 ampens 2003 roma Ne 165-23 «O peTasbHOM OMUCAHWU
odurmanbHeix cuMBosIoB CaHkT-IleTepOypra u mopsiKe ux UCIOIb30BAHUS.

KonTpoas 3a mpaBUJIbHBIM MCIIOJIB30BAHUEM OJaHKOB UM UX COOTBETCTBUEM
YCTaHOBJICHHBIM 00pasilaM OCYIIECTBISICTCS TMpeAceaaTeNieM TEepPPUTOPHATBHON
KOMHCCMM U paOOTHUKOM  afapara, OTBETCTBEHHBIM 3a  BEJCHHUE
JIEJIONTPOU3BOICTBA.

3.5.2. HaumenoBanue u30MpaTeabHON KOMUCCHUH.

HanmMeHnoBanue wu30upaTeNbHOW KOMHUCCHMHM YKa3bIBaeTcs Ha OJiaHKax
B COOTBEeTCTBUU C pemeHneM Cankr-IleTepOyprekoii n3dbupareTbHON KOMUCCHH.

3.5.3. CrpaBouHbIe gaHHbIE 00 U30UPATEIHLHON KOMUCCHH.

CnpaBouHble JaHHBIE O TEPPUTOPUATBHON KOMHUCCHUM YKa3bIBAIOTCS

B OJ1aHKaX MHUCEM, HAIIpUMeEp:
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yn. [laptuzana I'epmana, 1. 3,
Cankr-IletepOypr, 198329
Ten. (812) 241-43-55, ®axkc (812) 241-43-55
http://tik6.spbik.spb.ru
OKTIO 15172623; OI'PH 1037819015960;
MHH/KIIIT 7807053839/780701001

3.5.4. HaumeHoBaHue BHIa IOKYMEHTA.

HanMeHnoBaHue BH1a JOKyMEHTa YKa3bIBA€TCSl HA BCeX OJaHKax M37aBaeMbIX
JOKYMEHTOB (IPOTOKOJI, PEIICHUE H T.1I.), 32 UCKITIOUYECHUEM TTHCEM.

3.5.5. lata 10KyMeHTa.

JlaTol NOKyMEHTA SBIISIETCS aTa €ro MOANWCAHUS, YTBEpKAcHUSA. JlaTou
MIPOTOKOJIA SIBJISIETCS /1aTa 3aCeIaHMsl, a aKTa — JaTa COOBITHS.

JIOKyMEHTBI, W3/IaHHbIC JBYMS WU 0oJiee OpraHu3alUsIMU, JOJKHBI UMETh
OJIHY (€IMHYI0) ATy, COOTBETCTBYIOIIYIO 1aTe TOMMCAHUS JOKYMEHTA TTOCIICTHUM
JOJKHOCTHBIM JTUI[OM.

JlaTty moxymeHTa oOpMIIIOT apaObCKUMU u(paMu B TTOCIICIOBATEILHOCTH:
JIeHb Mecsna, mecsil, roj. [lenp mecsma u mecs opOopMIISIOTCS IBYMS ITapamMu
apabckux mudp, paszaeaeHHbIMU TOYKOM, O/ — YeThIpbMsi apabCckumu Iudpamu,
HaAIpuUMeD:

17.01.2025
JlotmyckaeTtcsi clioBeCHO-1IMGPOBOI crtoco0 0dhOpMIICHHUS AThl, HAPUMED:

09 stuBaps 2025 r.

3.5.6. PeructpalluOHHBIN HOMEP JTOKYMEHTA.

JUis BXOAAIIUMX M MCXONALIMX JIOKYMEHTOB, OOpallleHuH — MHACKC Jelna
110 HOMEHKJIATYype U, Yepe3 KOCYI0 YepTy, MOPSAKOBBII HOMEp JOKYMEHTA.

PerncrpanvoHHslii HOMEP JOKYMEHTa, W3JaHHOIO COBMECTHO, COCTOHUT
U3 Pa3JEICHHBIX KOCOW YEepTOM PEruCTPALMOHHBIX HOMEPOB, IPUCBOEHHBIX
OpraHu3alMsIMU — aBTOPaMU JOKyMEHTa U PacIOJIOAKEHHBIX
B IIOCJIEJOBATEIbHOCTH, COOTBETCTBYIOIIEH O0003HAYCHUI0 HAMMEHOBAHUMN
OpraHu3alii B 3ar0JI0OBOYHOM YacTH JOKYMEHTA.

3.5.7. Ccpuika Ha pETHCTPALMOHHBIA HOMEpP M JaTy IOCTYIIMBILETO

JIOKYMEHTA.
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Ccbllka Ha PErMCTPALlMOHHBIA HOMEpP M ATy MOCTYHUBILIETO JIOKYMEHTa

BKJIIOUAETCSI B COCTaB PEKBU3WTOB OyiaHka mucbMa. (CChUIKA TMPOCTABIISETCS
WCIIOJTHUTEJIEM TIPH MOJTOTOBKE MIChMa-OTBETA.

3.5.8. MecTto coctaBienus (M31aHuUs1) JOKYMEHTA.

Mecto cocraBieHusi (M3daHUs) JOKYMEHTA YKa3blBaeTCd Ha OJlaHKe
KOHKPETHOTO BHJa JOKYMEHTa. B OiaHkax mMUCeM CBEICHHSI O MECTE CO3JaHUs
JOKYMEHTa COJIEPIKATCS B PEKBH3UTE «CripaBo4HbBIE JTaHHBIC
00 U30upaTeIbHON KOMUCCUIY.

[Ipu mpoaOIBLHOM PACIOJIOKEHUN PEKBU3UTOB OJIAaHKA MECTO COCTaBIICHUS
WIM W3JaHUs JOKYMEHTA YKa3bIBAe€TCA B CEpPEAUMHE CTPOKH MEXKIy JaTo
U PETUCTPAIMOHHBIM HOMEpPOM JOKyMEHTa, a TpPH YTIJIOBOM PAaCIOIOKEHUN
PEKBHU3HUTOB — IO/ JaTOW M PETUCTPAIIMOHHBIM HOMEPOM JOKYMEHTa, OT Kpas
JICBOTO TIOJIS.

3.5.9. I'pud (momeTka) 06 orpaHUYEHUN AOCTyNA K JOKYMEHTY.

[TpocTaBisieTcst Ha TOKyMEHTaX, COJIEPKaIINX HHPOPMAITUIO OTPaHUICHHOTO
pactpocTpaHEHUs, Kacarollyrocsl NeATEILHOCTH OpPTaHW3alldid, OTpaHWYCHUS Ha
pacnpocTpaHeHHUE KOTOPOH MUKTYIOTCS CIIyKEOHOW HEO0OXOJAMMOCTBIO, a TaKkKe
MOCTYIHBIIIAS B TEPPUTOPHATBHYI0 KOMHCCHIO HECEKpeTHast HH(OpMaIus, JOCTYIT
K KOTOPOW OTPAaHWYEH B COOTBETCTBHH C (peepaibHbIMH 3aKOHAMMU.

[TomeTka Ha JOKYMEHTaX, COAEpXaIIUX WHPOPMAIUIO OTPaHUICHHOTO
pacrpocTpaHeHus, uMeeT BUuJ «JlJist ciyxeOoHoro nons3oBaHus» (manee - J1CII).

[TomeTka mpocTaBIsAETCA B BEPXHEM MPABOM YTJIY JIMIIEBOW CTOPOHBI TIEPBOTO
JUCTa JIOKYMEHTA OT TPaHUIIbI BEPXHETO ITOJIS.

3.5.10. Anpecar.

PexBu3uT «Anpecary pacrnoiiaraercs crpana 1oJi peKBU3UTaMH OJlaHKa.

JIOKyMEHTBI aJpeCyIOTCsS B OpTraHU3AIHMK, UX CTPYKTYPHBIC MOIPa3CICHHS,
JOJDKHOCTHBIM JIMIIAaM WM TpaXKJaHaM TMpU OTBETe Ha UX OOpaleHusl.
HanMmeHoBaHMsI OpraHm3aliii ¥ CTPYKTYpHOTO TOJpa3ficiieHUs] YKa3bIBAIOTCA
B IMCHUTEIHLHOM TIQJICKEe, HAITPUMED:

Anmunuctpanus LleHTpaibHOro paitona
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Cankr-IletepOypra

IOpuanueckuii otaen

Ecau JOKYMCHT aJApCCyCTCA AOJDKHOCTHOMY JIMIY, HAMMCHOBAHHC
OopraHu3alvi YKa3bIBACTCA B MMCHUTCIBHOM IIAJICKC, a4 NOJDKHOCTHL H (baMI/IJ'H/IH

— B J1aTCJIBHOM. HpI/I 9TOM HMHHUIHAJIbI YKA3bIBAIOTCA I10CIIC (I)aMI/IJ'II/II/I, HaAIIpHUMCP:

Anmunuctpanus LleaTpanbsHOTO palioHa
Cankr-IletepOypra
Havanbauky o6rmiero ornaena

NBanosy H.IL

Ecin JOKYMEHT anpecyercs PYKOBOAMTEIIO OpraHH3alH

Wi €ro 3aMCCTUTCIIIO, HAWMMCHOBAHHC OpraHHU3allkud  OOJIZKHO  BXOIHUTH

B HAMMEHOBAaHHE JTOJDKHOCTH aJipecaTa, HalpuMep:

3amecTtuTento aupekTopa Beepoccuiickoro
Hay4YHO-KCCJIEI0BATENHCKOIO HHCTUTYTA
JIOKYMEHTOBEICHUS U apXUBHOIO JieJia

Cwmupnosy LI

Ecniu  nokymeHT ajpecyercs OpraHu3alllM, CHadyajla YyKa3bIBAETCA

€€ HaMMEHOBAaHUE, 3aTEM MTOYTOBBIN aJIpec, HalpUMep:

LleHnTpanbHas u30uparenbHas KOMUCCHS
Poccuiickon ®@enepanuu

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

JlommyckaeTcsi LIEHTpUpOBaTh KaXAyl0 CTPOKY peKBU3UTa «Ajpecar»

10 OTHOIIEHHIO K CaMOW JUIMHHOM CTPOKE.

JlomyckaeTcsi MCHONb30BaTh  O(PUIIMAIBHO MPUHSATHIE  COKpAIEHHBIE

HanMMCHOBAHHA OPraHOB FOCYI[&pCTBCHHOﬁ BJIaCTHU, MCCTHOI'o CaMOYIIPaBJICHUAI,

OpraHU3aIUu.
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[TouToBBIN anpec yKa3bIBa€TCsl B MOCIEAOBATEIIBHOCTH, YCTAHOBICHHOM

[IpaBunamMu oOKa3aHUg YCIyTr TIOYTOBOM CBSI3U, YTBEPKACHHBIMU IPHUKA30M
MunuctepctBa HUGPOBOrO PpPa3BUTHS, CBSI3M M MACCOBBIX KOMMYHHUKAIIUN
Poccuiickoii ®@enepanmu ot 17 ampenst 2023 roma Ne 382 «OO0 yTBepkaeHUU
[IpaBui oka3aHUsl YCIYT MOYTOBOM CBSI3MY.

Ecnu nokyMeHT oTnpaBisieTcs B HECKOIBKO OJJHOPOJIHBIX TOCYIaPCTBEHHBIX

OpraHOB WJIM OpTraHu3aIlfil, UX CIeayeT YKa3biBaTh 0000IIEHHO, HAITPUMED:

[Ipencenarensam y4acTKOBBIX KOMUCCU

JIOKyMEHT He JOJDKEH CcoJep)KaTb 0Ooyiee  UeThIpeX  aJpecaTos.
CnoBO «Komus» Nepes BTOPbIM, TPETHUM, UYETBEPTHIM aIpECaTOM HE YKa3bIBAETCH.

[Ipu HampaBieHHu AOKyMeHTa Oojiee 4eM B YeThIpEe aJipeca COCTABIIAETCS
CIIMCOK PACCBUIKM YCTAHOBJIEHHON QopMbl (mpuiioxkeHue Ne 6), KOTOpPbIU
NOJINKCHIBAETCA MPEACEAATENEM TEPPUTOPUAIIBHON KOMUCCHH.

[Ipu anpecoBaHuu JOKyMEHTa (PU3MUECKOMY JIMIy BHAYaje yKa3bIBAIOTCS
(baMuIusl ¥ THULMANBI TOJIyYaTelisd, 3aTeM MOYTOBBIN aJpec, HapuMep:

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

Cankrt-IletepOypr,
190005

[Ipu ormpaBke MUCHMA MO SIEKTPOHHOM MOYTE UM MO (PAKCUMHIIIBHOM CBSI3U
(6e3 IOChUIKM 10 MOYTE) MOYTOBBIN ajapec He yKkasbiBaeTcs. [Ipu HEOOXOAMMOCTH
MOXKET OBbITh YKa3zaH aJpec >JEKTPOHHOM mouThl (Homep TenedoHa/pakca),
HaIpumep:

MuHHCTEPCTBO FOCTULIMN
Poccuiickon ®enepanunu
mail@minjust.ru
3.5.11. I'pud yTBepKIeHUS TOKyMEHTA.

I[OKyMeHT YTBCPXKAACTCA  OOJDKHOCTHBIM  JIMIIOM  MJIM CIICINAaJIbHO

N31aBaCMbIM TOKYMCHTOM.
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[Ipu yTBepKIeHUU NOKYMEHTa MOJDKHOCTHBIM JIUIIOM TPHU( yTBEPKICHUS

JOJKEeH cocTosaTh U3 ciioBa Y TBEPXKIAIO 6e3 kaBeIuek u MPONMUCHBIMU OyKBaMU
M Ha  CIEQyIOLEd  CTPOKE — HAMMEHOBAHUE  JIOJDKHOCTH,  ITOJAIMCH,
(mpu odopmieHnn Ha OyMaKHOM HOCUTENE), WHUIMAIBI U (pamMuius JuIa,
YTBEPAMUBILETO JOKYMEHT, JaTa YTBEPKIACHUS.

I'pud yTBEepKaeHUsT pacmoyiaraloT B MPaBOM BEPXHEM YTy TIEPBOTO JIHCTA
nokymeHTa. B rpude yTBepKIeHUsS OMyCKaeTcsd I[EHTPUPOBATh 3JIEMEHTHI

OTHOCHUTEJIBHO CaMOW INIMHHOM CTPOKH, HAITPUMED:

YTBEPXJIAO
npeacenarensb TeppuTopuaibHON
n3buparenbHoi komuccun Ne 11

IO AN Ch HMHUIINAJIbI, (baMI/IJ'II/Iﬂ
Jgara

IIpu yTBEp)KIEHUH NOKYMEHTa MOCTAHOBJIEHUEM, IMPOTOKOJIIOM, PELICHUEM,
pacriopsbkeHueM  Tpud  yTBepkIeHHs coctouT wu3 cioBa YTBEPXJIEH
(YTBEPXIEHA, VYTBEPXJIEHbI wumu VYTBEPXJIEHO) 0e3 kaBbiuek
U TPONUCHBIMH OyKBaMH, HAaWMMEHOBAHHS YTBEPXKIAIOMIETO  JTIOKyMEHTa

B TBOPHUTCIIbHOM IMAACKE, €TO AaThl © HOMEpPA, HAIIPUMEDP:

YTBEPXJIEH
pewienueM TeppuropuanbHOU
n3ouparenbHo Komuccun Ne 11
ot 24 suBapst 2025 r. Ne 130-7

3.5.12. Yka3zaHus 1o UCIOTHEHUIO JOKYMEHTa (PE30TIOIHs).

VYka3zaHusi MO KMCHOJHEHUIO JOKYMEHTa MOTYT OBITh HamMcaHbl OT PYKHU
npeaceaaTeeM TEPPUTOPUATBHOM KOMHCCHMM Ha MOJJMHHHUKE JOKYMEHTa
Ha CBOOOJHOM OT TEKCTa MecTe WIh OpOopMIIEHBbI Ha OTAEIbHOM JucTe (popmara

A6 (105 x 147 mMM), TpPWIOKEHHOM K JOKYMEHTY. YKa3aHUsi MO HCIOJHEHUIO
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JOKYMCHTAa BKJIIKOYAIOT (I)aMI/IJII/II/I u HMHHUIIHMAJIbI HCHOHHHTeHeﬁ,

Ipyu HEOOXOAMMOCTU — COJIEP)KAHUE TOPYUYEHUS, CPOK HCIOJHEHUS, MOIIUCH
(mpu opopmiieHnr Ha OyMa>KHOM HOCHUTEJIEC) PYKOBOJUTENS U JaTy, HAIpUMED:
Cuzony A.IO.
['puropseBy B.C.

[Ipoiry paccMOTpeTh U JaTh OTBET
k 14.02.2025

MOAMUCH
naTa

VYkazaHus 1O HWCIOJHEHHWIO JTOKYMEHTa TaKXE MOTYT OBITh O(QOPMIICHBI
¢ wucnonbzoBanuem IIJI ¢ mnpuMeHEHHEM »JJIEKTPOHHBIX IIabJIOHOB OJIAHKOB
JIOKYMEHTOB.

3.5.13. 3aroyioBOK K TEKCTY IOKYMEHTa (HAUMEHOBaHUE JOKYMEHTA).

3arojJoBOK K TEKCTy JOKYMEHTa JOJDKEH KpPaTKO M TOYHO pPacKphIBATh
€ro cojiep>kaHue U ObITh COTJIACOBAaH C HAMMEHOBAaHUEM BHJIa JIOKYMEHTA.
3aroyioBOK MOXKET OTBEYaTh HA BOIIPOCHI:

«0 yeM (0 KoM)?», HarpuMep:

Pacnopsxenune — O co3ganuu DKCEPTHOW KOMUCCHH;

«4ero (kKoro)?», HarpuMmep:

JIOM>KHOCTHOM PETJIaMEHT BEAYILETO CIEIUANCTA;

AKT 00 YHUUYTOKEHUH TOKYMEHTOB C UCTEKIITUMHU CPOKAMH XPaHEHUSI.

3aroyioBOK COCTaBISE€TCS JUI[OM, TOTOBSIIIUM MPOEKT JOKYMEHTA.

3arojoBOK, COCTOSIIHMN K3 JIBYX M 0oJjiee CTPOK, MedaTaeTcs depe3 OIuH
MEKCTPOUHBI HMHTEpBal, TOYKA B KOHIIE 3aroJioBKa HE CTaBUTCA. 3arojoBOK
pacrojaraeTcss Ha TIEpPBOM JIUCT€ HaJ TEKCTOM JOKYMEHTa 10 IEHTpY,
a pu 0()OPMIICHUH TTHChMA — OT TPAHUIIBI JIEBOTO TIOJIA.

3.5.14. TekcT JOKyMEHTa.

Texkct pokyMeHTa OQGOPMIISIIOT B BHUJE CBSI3HOTO TEKCTa, TaOJIUIIbI

WJIA COEJIUHEHUS dTUX CTPYKTYP.
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Texcr goKymMeHTa JODKEH  M3JIaratbCs Kparko ©  SICHO, OBITh

apryMEHTUPOBAHHBIM, OOECreYrMBaTh TOYHOE M OJHO3HAYHOE BOCIPHUSITHE
cojieprkailieiicsi B HeM UH(pOpMaIuu.

TekcT HOKyMeHTa IOJKEH, KaK MpPaBWIIO, COCTOSTh M3 JBYX YaCTEH.
B nmepBoil 4acTh yKa3blBaIOTCA MPUYUHBI, OCHOBAHUS, LEIU COCTABJIECHUSA
JOKyMEHTa, BO  BTOPOW — pELIEHUS, BBIBOJBI, MPOCBHOBI, MNPEIIOKEHNUS,
PEKOMEHIallMH.

TexkcT OOKyMEHTa MOXET COJIEpKAaTh TOJIBKO 3aKIIOYUTEIBHYIO 4YacTh
(Harpumep, pacropsKEHUE — PACTIOPSIUTENBHYI0 YacTh 0€3 KOHCTaTUPYIOILEH,
MMCHbMO, 3asIBJICHHE — MPOCKOY 0€3 MOSICHEeHMS).

B Tekcre mokymeHTa, MOATOTOBIEHHOIO HA OCHOBAaHWH 3aKOHOAATENBHBIX,
VHBIX HOPMATHUBHBIX MPABOBBIX AKTOB, W3JAHHBIX OpraHaMH TIOCYJIapCTBEHHOU
Bnactu u ynpasienusi, LIUK Poccuun, Cankr-IletepOyprckoit m3zbupatenbHON
KOMHUCCHEHN, paHee W3JaHHBIX TEPPUTOPUATIBHOM KOMHUCCHEH, YKa3bIBAKOTCSA
HAaVMEHOBAHMWE BHJA JOKYMEHTA, HAUMEHOBAHWE OpraHa, WU3JaBILIECTO JIOKYMEHT,
JlaTa TPUHATHS WU YTBEPKICHUS JTOKYMEHTA, €r0 PETrMCTPAlMOHHBIA HOMED,
a TaKXe 3aroJIOBOK JJOKYMEHTA, 3aKJIFOUCHHBIN B KaBBbIUKHU.

[Ipu ynorpe6ieHun B TeKCcTe paMUINi UL MHULHUAIBI YKA3bIBAIOTCS MOCHE
bamunnu.

TexcTbl JOKyMEHTOB OOJIBIIOTO O0BbEMa MOTYT JEIUTHCA Ha pa3iesbl,
N0/Ipa3Iesbl U MMyHKThI, KOTOPbIE HYMEPYIOTCS apaOCKUMU U pamMu, HanpuMep:

1. Paznen
1.1. Tloapaznen
1.1.1. IlyHkT

AG3a11bl BHyTpH IMYHKTOB HE HyMEPYIOTCS.
B nuceMax ucnons3yroT ciaeayronme GopMbl U3JT0KEHUS:
or l-ro nwmma wMHOXxecTBeHHOro uyucina («[Ipocum  HampaBuUTh

uHpopmarlmio...», «Hanpasisem Ha 3aKIIFOU€HUE TPOEKT...» U JIp.);
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OoT 3-r0 Jula €IMHCTBEHHOr0 4Yucia («TeppUTOpuaibHas KOMHCCHS

HE CUUTACT BO3MOXHBIM...», «TE€PpPUTOpUATbHASI KOMHCCHUSA  Ipenasaraer
paccMOTPETh BO3MOMKHOCT...»).

I'padbl ¥ CTpokHM TaOIULBI AOKHBI UMETh 3arojlOBKH, BbIPaKCHHbBIE
CYILIECTBUTENIbHBIM B HWMEHUTEIbHOM mnajaexe. llomzaronoBku rpad u cTpok
JOJKHBI OBITh COTJIACOBAHBI C 3ar0JIOBKaMHU.

Ecnu tabnuiy meuatatroT 0ojiee yeM Ha OJHOW CTpaHMIIE Ha CIEAYIOLIMX
CTpaHMIIaX MOTYT OBbITh HaleyaTaHbl 3aroJIOBKM Ipad WM UX HOMepa (B ciyuyae,
ecyu rpadbl TaOIULBI HA IEPBOM JIMCTE IPOHYMEPOBAHBI).

3.5.15. OT™meTKa 0 HATUYUU TPUIIOKEHHIA.

OTMeTKa 0 HAIMYKK NPUIIOKEHHUI pacloaraercsi OT I'paHULbI JEBOTO MO
HOCJIE TEKCTA Mepesl MOAMHUCHIO.

CnoBo «IpuJIOKEHHE» TNeYyaTaeTcsl B €AMHCTBEHHOM WJIM MHOKECTBEHHOM
YHUCJIE B COOTBETCTBUHU C KOJIUYECTBOM IPUIIOKEHUM.

Ecin 1OKyMEHT HMeeT NpUIIOKEHUE, Ha3BaHHOE B TEKCTE, OTMETKa

0 ero Hanuyuu odpopmIIsIeTCs 1o caeayonei hopme:

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

Ecan JAOKYMCHT HMMCECT IPUITIOKCHHNC, HC HA3BAHHOC B TCKCTC, WM CCJIHU
HpI/IJIO}KCHI/Iﬁ HCCKOJIbKO, MX HaNMMCHOBaHMHI H€O6XOI[I/IMO MMCPCUYUCIINTL II0CJIC
TCKCTa JOKYMCHTA IICPC IMOAINUCBIO C YKAa3aHUCM KOJIMYCCTBA JIMCTOB B KaKJIOM
IMPUIOKCHNH U KOJIMYCCTBA 3K3CMILIAPOB, IIPU HAJIMINH HCCKOJIBKHUX HpI/IJ'IO)KeHI/Iﬁ

UX HyMEPYIOT, HAITpUMEp:

[Ipunoxenus: 1. Ilonoxenue o0 DxcnepTHON KoMHuccHH Ha 15 1. B 1 3K3.

2. IlpumepnHas HOMeHKnaTypa aen Ha 14 1. B 1 2k3.

Ecniu  npunokeHuss ~ cOpoOUIIOpOBaHbI, TO  KOJMYECTBO  JIMCTOB
HE yKa3bIBaCTCA.
Ecnu npuiioxxeHne HanpasIisieTCs He BO BCE YKa3aHHbIE B IOKYMEHTE ajpeca,

TO OTMETKA O HAJIMYUU MPUIIOKEHUST 0opMIIsieTes 1Mo caeayroniei Gpopme:
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[Tpunoxxenue: Ha 20 1. B 3 3K3. TOJIBKO B MEPBBIN apec.

Ecnm x AoKkymeHTy mnpwiiaraercss Ipyrod JOKYMEHT, TakKe€ HMEIOUIUU
OPUIIO)KEHUE, TO OTMETKAa O HAJIWYUM TNPUWIOKEHUS O(OPMIISETCS CIIEAYIOMNUM

obpazom:

[Tpunoxenne: mucemo Cankt-IlerepOyprckoit  n30MpaTENbHON KOMHUCCHH
or 15.11.2024 Ne 01-18/450 u npusio)keHHE K HEMY, BCErO
Ha 15 o

Ecnu npunoxenuem sBisieTcsi 000COOJEHHBIN AIEKTPOHHBIA HOCUTENb
(KOMITaKT-TUCK, usb-(Ieni-HaKomuTeNb U Jp.), TO OTMETKA O HATUYUU TPUII0KEHUS

oopMIIsieTCs CAEAYIOIUM 00pa3oM:

[Ipunoxenue: CD B 1 3k3.

[Ipu »sToMm Ha Hocurene (BKianbpine (KOHBEPTE)), YKa3bIBAIOTCA
HAaVMEHOBAHUS IOKYMEHTOB, 3alIMCAaHHBIX HA HOCUTEJb, MJIM UMEHa (DaiioB.
B pemienusix u npukazax CBEICHUS O HATUYUHU MPUIOKEHUN yKa3bIBAIOTCS

B TCKCTC, HAIIPUMCD:

«Pa3paboTaTh W MpenCTaBUTh NPOEKT IUIaHa MO QopMme, YyKa3zaHHOU
B npusioxkeHuu Ne 1»
WIn

«...JIeIaeTCs 3aIUCh B KypHAJ YCTAaHOBICHHOUW (opMBbI (puiiokeHne Ne 2).»

Ecom B JOKyMeHTe, K  KOTOpPOMY  OTHOCHUTCA  IPHWIOXKCHHE,
OHO HE yTBEP)KIAETCs, a IPOCTO CONEPKUTCS CChIIIKA HA HETO, TO Ha IIEPBOM JIUCTE
IPWIOKEHUS B IPABOM BEPXHEM YIIIy YKa3bIBAETCS, K KAKOMY PELIEHUIO (ITPUKa3y)
IPWIOKEHUE OTHOCUTCSA, a CTPOKM MOTYT LIEHTPOBATbCS OTHOCHUTEIIBHO CaMOM
JUIMHHOM CTPOKH, HaIlpUMep:

[Ipunoxenue
K MpUKa3y MpeaceaaTens
TeppuropuanbHOil H30MpPATEIHHOM
komuccuu No 11
ot 14 mapta 2025 r. Ne 27-pn
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[Ipy HaMYMK HECKONBKUX MPWIOKEHUNA OHU HYMEPYIOTCS, HAIpPUMED,

npunoxenue Ne 1, npunoxkenue Ne 2 u Tak ganee.

3.5.16. Iloanuce.

B cocrtaB noanucu BXoIAT: HAMMEHOBAHUE JTOJKHOCTH JIMIIA, TOIMUCABIIETO
JIOKYMEHT, €r0 COOCTBEHHOpPYYHas MOAMKUCH, KOTOpas oPOopMIISIETCS CUHUMU HIIH
YEpHBIMU YEPHIIIAMHU, pacimu(poBKa MOANUCH (MHUITHAIBI, (haMUITHS).

Ecnu nmoxymeHT odopmisiercss Ha OJlaHKE TEpPUTOPUATBHOM KOMHCCHH,
TO PEKBU3UT BKIIOYACT HAUMEHOBAHHE JOJDKHOCTH JIMIA, TMOJMHUCHIBAIOIIETO
JIOKYMEHT, €ro COOCTBEHHOPYUYHYIO TOJMUCH, PACIIU(PPOBKY MOANMUCH (MHUITUAITBI

U haMUIIUIO), HAIPUMeED:

IIpencenarens IIOATIUCH MHULMAIBL, (haMUIus

Ecnu 0JKHOCTHOE JMI0, NOANKMCH KOTOPOrO 3aroTOBJIEHA HA IIPOEKTE
JOKYMEHTa, OTCYTCTBYET, TO JOKYMEHT MOANUCHIBAET €r0 3aMECTUTEINb WU MHOE
JHI0, UCHOJHSIoNIee ero o0s3aHHOCTH. [Ipu 3TOM 00s3aTENbHO yKa3bIBAIOTCS
(akTHyeckass AOJDKHOCTh JIMIA, IOANMCABIIEro JOKYMEHT, M €ro (amumius.
He  pomyckaercs  moamuchiBaTh — JAOKYMEHTBI € NPEIJIOTOM  «3a»
WIM IIPOCTABJIECHUEM KOCOM YEpTHI IIEpe] HANMEHOBAHUEM JIOJKHOCTH.

Ecnu nokyMeHT opopmiisieTcs He Ha OJIaHKe, TO PEKBU3UT COAECPKUT MOJTHOE
HAaUMEHOBaHUE JOJIKHOCTH aMua, HOJNHCABIIETO JOKYMEHT,
€ro  COOCTBEHHOPYYHYIO IMOJINHUCH, PacHIMPpPOBKY MOANUCH  (MHULUAJIBI

U (hamMuInIO), HApUMeEp:

[Ipencenarens
TepputopuanbHOl U30UPATETHLHON KOMUCCUU
No 11 MOANUCH UHUITUANBI, (pamMumus

IIpy moanmucaHuM JOKYMEHTAa HECKOJBbKHMH JIOJDKHOCTHBIMH JIMIIAMU
WX TOJAMKMCH pacrlojiaraloTcss oOJHa TOoJa Jpyrod B MOCIEI0BATEIbHOCTH,

COOTBETCTBYIOIIEH 3aHUMAEMOM JTOKHOCTH, HAIPUMED:
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[Ipencenarens MOJIHACH WHULMANB, (haMIIHs

['maBHbBIN OyxTantep ITOAITUCH WHULIAATBI, (pamMuiust

HpI/I MMOoANMCAHUH JOKYMCHTA HCCKOJIbKNMM JIMIIaMHU, 3aHUMAaltOIMMHU PAaBHBIC

JIOJKHOCTH, 1504 OITNCH pacrnosiararoT Ha OTHOM YPOBHE,
Hanpumep:
HavanbHuk npaBoBoro otaena Havanpuuk
OpPraHu3alMOHHO-METOANYECKOTO
oTIena
MOANUCH UHUITUAIBI, (pamMuus MOAMUCh WHULMAIIBI, (haMIITHS

B nmokymeHTe, MOAroTOBJIEHHOM KOMHUCCHUEN, TOANMCH PACIIONAraroTCs OqHa
non apyroif. [lepBbeIM yKa3bIBaeTCs MpeceaTeNib KOMUCCUH, a (PaMUITUU YJICHOB

KOMMCCHUH PacIoyiararoTcs B aipaBUTHOM MOPSJIKE, HATTPUMED:

Hpez[cenaTenb KOMHUCCHUH IHoAITnuCh HMHHUIIUAJIBI, (I)aMI/IJ'II/Iﬂ
YJjieHbl KOMHUCCUM IO AIINCH HMHUIINAJIbI, (1)aMI/IJ'II/ISI
IIoAIInCh HMHHUIIUAJIBI, (I)aMI/IJ'II/Iﬂ
IIOAITNUCH HMHUIINAJIbI, (1)aMI/IJII/IH

Ecnu 1OKyMEHT cOCTaBlIeH Kak Ipuiaraemass K OCHOBHOMY JIOKYMEHTY
cupaBka WiIM HUHpopManus, TO OH oOQopMmisieTcs B  COOTBETCTBUU
¢ myHKToM 3.5.15, a BMECTO MOANMCH MOJA TEKCTOM JIOKYMEHTa, Kak IpaBHUIIO,
yKa3bIBaeTCs (paMmins, UMsi, OTIYECTBO UCTIOTHUTEIIS.

3.5.17. OTmeTKa 00 37€KTPOHHON MOAMKCH.

[IpocraBisieTcsi Ha BU3YyaJIU3UPOBAHHOM 3JIEKTPOHHOM JIOKYMEHTE B MECTE
pacnojaokeHus: cOOCTBEHHOPYYHON MOJIMUCH JOHKHOCTHOIO JIMIA B JIOKYMEHTE

Ha OyMa)XHOM HOCHUTEJIE, HalpuMep:
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[Ipencenarens AOKYMEHT NOANWUCAH
T . MPOCTOW NOANWUCHIO
CpPpUTOpHAJILHO
n30UpaTeIbHOM KOMUCCUM No 11 | xY8QCT/PIZL7BQ+0+6LTHNQPOMVDVUYS= N.B. Upununa

feicteuTeneH:be3 cpoka AeACTBUA
Bnapeneu:UpuHuHa UHra ButanseeHa

DJeMEeHTBl OTMETKU 00 3JIEKTPOHHOW MOJAINUCH AOJKHBI ObITh BUIAWMBIMU
Y YUTAEMBIMHU [IPU OTOOPAKEHNHU JOKYMEHTA B HATYpalbHOM pa3Mepe.

DJeMeHTbl OTMETKU 00 AJIEKTPOHHON MOJNUCH HE JOJIKHBI NEPEKPHIBATHCS
WIM HAKJIaIbIBAaThCS IPYT Ha JApyTa.

DJeMeHTbl OTMETKH 00 3JEKTPOHHOW MOAMHCH HE JOJDKHBI NEPeKphIBATh
AJIEMEHThl TEKCTa JOKYMEHTa W JpyrHe OTMETKH OO0 3JIEKTPOHHOW MOANHCH
(Tpu HAJTUYUN).

B cinywae, ecnu 3JIEKTpOHHAs MOIIUCH COJEPKHUT METKY JTOBEPEHHOIO
BPEMEHM, OTMETKA OO AJIEKTPOHHOW MOANUCU JOJDKHA 0053aTeNbHO BKIIIOYATh
UH(OPMAIHIO O JJaTe U BPEMEHU MOANUCAHUS JOKYMEHTA 3JIEKTPOHHOU MOAMHCHIO.
BHeuHui Bug METKH JOBEPEHHOTO BPEMEHU U BHEILIHUM BU/JI IIPOCTOU JIEKTPOHHOM
NOJANKUCH YCTAHABJIMBAECTCS JIOKAJbHBIMHM HOPMATHUBHBIMU aKTaMU WU 110
COIJIAIIEHUIO CTOPOH JIOKYMEHTO000pOTA.

3.5.18. I'pud cornacoBaHwusl.

I'pu¢d cornacoBanust coctout u3 cioBa COI'JTACOBAHO 0e3 kaBbluek
U MPONUCHBIMU OyKBaMH, HAMMEHOBAaHUS JOJKHOCTH JIMIA, KOTOPBIM COTJIacOBaH
JOKYMEHT (BKJIIOYAasi HAaMMEHOBAaHME OpraHU3alliH), €ro COOCTBEHHOPYYHOMU
noanucu (mpu odopmieHUH Ha OyMa)KHOM HOCHUTENE), paciiu(pOBKU MOAMNUCU

(MHUIMAIIBI, (paMUIIHS) U IAThl COTJIACOBAaHUS, HAIIPUMED:

COT'JIACOBAHO
Cexkpetaps TepputopuanbHOl
n3bupatenpbHO kKomuccuu Ne 11
MOAMKICH HHUITHAITBI, (PaMUITHS
nara

Ecium  cornacoBanue OCYIICCTBIACTCA  MPOTOKOJIOM HJIIM  IIHUCbMOM,
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TO COTJIaCOBaHUE OPOPMIISIETCS CIASAYIOLUIIM 00pa3oM:

COT'JTACOBAHO
IIPOTOKOJIOM 3aCE/IaHUs
aTTCCTAI[MOHHOW KOMHCCHH
TepputopuanbHON U30UpPATEITHLHOMN

komuccuu Ne 11
ot 14 despans 2025 . Ne 16

WIIN:
COI'JTACOBAHO
nmiucbMoM PocapxuBa
ot 05 mapra 2025 r. Ne 4-15/46

I'pud cornacoBaHusi NOKyMEHTa B 3aBUCHUMOCTHM OT BHAA JOKYMEHTa
1 0COOCHHOCTE ero 0OPMIICHUS MOKET IPOCTABIISTHCS:

Ha IEpPBOM JIMCTE€ JOKYMEHTa B JIEBOM BEpPXHEM YIJIy Ha ypoBHE Tpuda
YTBEPKJICHUS UJIM TI0JT HAMMEHOBAHHUEM JIOKYMEHTa OJIMKE K HUYKHEMY TI0JTI0;

HAa IIOCJIEHEM JIMCTE JOKYMEHTA M0l TEKCTOM;

Ha JINCTE COTJIACOBAHUS, SBIIIOIIEMCS HEOTHEMIIEMOM YaCThIO JIOKYMEHTA.

3.5.19. Busa.

BHyTpeHHee coriacoBaHuE MPOEKTa TJOKyMEHTa O(pOpMIISIETCS BU3OM.

CornacoBaHne NpPOEKTa AOKYMEHTAa MOXET OCYLIECTBIATHCS CpPEICTBAMU
II1. Ilpu cormacoBaHMM MpPOEKTa JOKyMEHTa Ha OyMa)XKHOM HOCHUTENE BHU3a
BKJIFOUYAET MOANKUCH BU3HPYIOIIETO, paciin(pOBKY MOANUCH (MHULIAAJIBI, (paMIIINs)
U JlaTy, NpU HEOOXOJUMOCTH MOXKET OBbITh yKa3aHa JIOJKHOCTh BU3HMPYIOUIETO,

Harpumep:

Cexperapsp TeppuropuanbHoOn
n3ouparenbHo komuccuu Ne 11

IIoAIINCh HMHHUIIUAJIBI, (I)aMI/IJ'II/Iﬂ
Jara

[Ipn HaNMuWMM 3aMedYaHuil K JOKYMEHTY BH3a O(GOPMIISICTCS CICAYIOIIUM
o0Opazom:
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3ameuaHus MPUIararTCs

Cexpetapp TeppuropuanbHOn
n3buparenbHoi komuccuu Ne 11

oI Ch HWHHUIIUAJIbI, CbaMI/IJII/IH

Jarta

3ameyaHus  U3JIaraloTcs Ha  OTAEIABHOM  JIUCTE,  MOAMUCHIBAIOTCS
Y TIPUJIAraroTCsl K IOKYMEHTY.

JlomyckaeTcsi TOJIMCTHOE BUSUPOBAHUE JOKYMEHTOB U MPUJIOKEHUN K HUAM.

Ecim moamuHHUK TOKYMEHTA OCTAETCSl B TEPPUTOPUATIBHON KOMHUCCHH, BU3bI
MPOCTABJISAIOTCS B HIDKHEM YacTH OOOpPOTHOM CTOPOHBI TIOCJICIHETO JIMCTa
MOJJIMHHUKA JTOKYMEHTA.

JImd noxymeHTa, MOJJIMHHUK KOTOPOTO OTIIPABJISAKOT U3 TEPPUTOPHUAIBHOU
KOMUCCHH, BU3bI MPOCTABIIAIOTCS B HWKHEN 4acCTH JIMLIEBOM CTOPOHBI MOCIEAHETO
JIMCTA KOIUM OTHPABIIIEMOTO IOKyMEHTA.

3.5.20. ITeuars.

[Teyats  3aBepseT MOMJIUHHOCTH  MOANUCH  JODKHOCTHOTO  JIMIA
Ha JIOKYMEHTaX, YJOCTOBEPAIOIINX MNPEAYCMOTPEHHBIE MPABOBBIMU aKTaMH
MOJITHOMOYHUS  JIOJDKHOCTHBIX JIMI WK (pukcupyrommx (akThl, CBsS3aHHbBIC
¢ (pHAHCOBBIMHU CPEICTBAMH, a TAK)KE HA UHBIX IOKYMEHTAX, MPE1yCMAaTPUBAIOIINX
3aBEpEHUE MOJIJIMHHON OAIUCH.

[leyatp crTaBUTCS Ha CBOOOJHOM OT TEKCTa MECTE€, HE 3aXBaThbIBas
COOCTBEHHOPYYHOM TOMIMKMCH JTOJDKHOCTHOTO juia. Iledath MOXKET 3aXBaThIBaTh
4acTh HAUMEHOBAHUSA JIOJIKHOCTH JIMIA, TTOAMUCABIIETO JOKYMEHT.

B nokymeHTax, MOJATOTOBIICHHBIX HAa OCHOBE YHU(MUIIMPOBAHHBIX (opM,
reyaTh CTaBUTCS B MECTE, 0003HaUeHHOM OoTMeTKOU «MII» miau uHbIM 00pa3om.

3.5.21. OTMeTKa 0 3aBEPEHUN KOTIHUH.

JInss 3aBepeHMsT COOTBETCTBHS KONHM JOKYMEHTAa NOMJIMHHUKY HUXKE

PCKBU3UTA <<HO,Z[HHCB)) IMPOCTABJIACTCA OTMCTKa 0 3aBCPCHUU
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KOIIMHU —3aBCPHUTCIIbHAA HAAIIUCH «BepHo», AOJDKHOCTD JIMIA, 3aBCPUBILICTO KOIIHIO,

ero COOCTBEHHOPYYHAas MOJINHUCH, pacmrgpoBKa HOJMUCH

Y J1aTa 3aBEPEHUs, HAITPUMED:
Bepno
[Ipencenarens TEppUTOPUATLHON KOMUCCUA
MOJIMUCH WHULKAIBI, (haMUIIHs
narta

JlommyckaeTrcst 3aBepATb NOKYMEHTBI OTMETKOM «BepHO» NpOCTaBIEHUEM
mramia ¢ yKasaHWeM  JOJDKHOCTM — JIMIA,  3aBEPUBLIETO  KOIIHUIO,
ero cOOCTBEHHOPYUYHOU MOJIMUCH, PaciIuPpPOBKY MOMUCH U AAThl 3aBEPEHHUS.

B ciyuasx, npeayCMOTpEeHHBIX 3aKOHOIaTeNbCTBOM Poccuiickoi Denepanuu
0 BbIOOpax U pedepeHaymMax, TMPU 3aBEPEHUM KOMHUHM JOKYMEHTa TaKkKe
IPOCTABIISIETCS] BPEMSI 3aBEPEHUS.

[Ipu mepecbuike KONMMM JIOKYMEHTA B JIPYrM€ OpPraHW3aluyd WM BblJIaye
€€ Ha PYKH 3aBEpUTEIIbHAs HAJIIUCh YIOCTOBEPSAETCSA COOTBETCTBYIOILIEH E€YAThIO.

JIucThl MHOTOCTPAHUYHBIX KOMIU HYMEPYIOTCS, OTMETKA O 3aBEPEHUN KON
JOTIOTHSETCS YKa3aHUuEM KOJINYECTBA JIMCTOB KOIUU «Bcero
B KONUU ___ JIUCTOB». Ha KomusxX MHOIOCTPAaHMYHBIX JOKYMEHTOB OTMETKA
O 3aBEPEHUM KONMHU NPOCTABIAECTCS HA  KaXKIAOM  JIMCTE JOKYMEHTa
WIM Ha TOCIEAHEM JIMCTE TMPOIIMTOr0 WM CKPEIUIEHHOTO WHBIM 00pazoM
JIOKYMEHTA.

3.5.22. OTmeTKa 00 UCTIOTHUTEIIE.

OtmMmeTKa 00 UCTIOTHUTEIE BKIIOYAET B ce0s (haMUIINIO, UMS U OTYECTBO (TIpU
HaJW4YUU) UCIOJHUTENS JOKYMEHTa M HOMEp €ro ciyxeoHoro TtenedoHa
C KOJIOM peruoHa (B cllydae HampaBJICHHUS JOKyMEHTa B aJapec M30MpaTeIbHBIX
KOMHUCCHUWA MOET YyKa3blBaThbCsi HoMmep chyxeOHoro tenedpona ATCB).

OTMeTKy 00 HCITOJIHUTENE PAcloiaraloT Ha JIMIIEBON WU, IPU OTCYTCTBUU MECTA,
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Ha OOOpPOTHOUW CTOPOHE MOCJEIHEr0 JUCTa JOKYMEHTa B JIEBOM HIDKHEM YTIIY

mpudTom 10 MyHKTOB, HANIPpUMED:

3y6apeB Brnagumup Wnbpud
(812) 356-85-31

3.5.23. OtmeTKa 00 UCTIOTHEHUH JOKYMEHTA.

OTtmeTka 00 HCHOJHEHUM [JOKYMEHTa M HaIpaBI€HUU €ro B eI
MOTYT BKJIIOYAET CJIEAYIOUIME JAHHbIE: KpaTKue CBEAEHUS 00 WCIOJHEHUU
JOKYMEHTa (IIpU OTCYTCTBUHM JOKYMEHTA, CBUJIETEIbCTBYIOLIETO 00 MCIOJHEHUN),
JaTy ¥ HOMEP MMEIONIErocsl JOKYMEHTa 00 UCIONHEeHUH, clioBa «B nemno», Homep
7ena, B KOTOpoM OyeT XpaHUThCS TIOKYMEHT, AaTy, MOANUCH (Tpu 0hOpMIICHUH Ha
OyMa)XHOM HOCHUTEJNE) Ipeiceaaress TEpPUTOPUATIbHON KOMUCCHUU.

3.5.24. UnenTudukatop 3J€KTPOHHOU KOMMHH TOKYMEHTA (KOJIOHTHUTYJI).

UNnentudukarop (ums ¢aiina Ha MAIIMHOYUTAEMOM HOCUTETIE) SIIEKTPOHHOM
KOIIMM JTOKYMEHTa (KOJIOHTUTYJI) MOXET MPOCTABIATHCSA B JIEBOM YIUIy HHUIKHETO
10JIA KaXK/10M CTPAaHMIIbI JOKYMEHTA PUPTOM 8 MMyHKTOB, HAIIPUMED:

K0305298

3.5.25 Mtpux-koxa (QR-koa) nokymeHTa.
[Ipu wucnonp30BaHMM INTPUX-KOJA, €r0 CIeAyeT pa3MelaTh B MPaBOM
HWKHEM yIJIy TMepBOro Jmcra. Ecinm Mecra HEAOCTaTOYHO, JIOMYCKAeTCs

PasMCUICHUC B IIPABOM BCPXHEM YTy WM HA IPYyTOM CBO60I[HOM MCCTC.

4. Opranuzanusi padoThl ¢ HCXOASIIMMH (OTHIPABJISIEMbIMH)
JTOKYMEHTaAMU
4.1. Pabota c oTmpaBiasieMbIMH (MCXOIAIIMMHU) W3 TEPPUTOPUATHHOM
KOMHCCUHU JOKYMEHTaMH BKJIIOYA€T UX PETHCTPAILMIO, MPOBEPKY MPaBUILHOCTU
odopmIIeHUS, B TOM YHUCJIE HAJIMYME MOJIHOTO aJipeca U €ro TOYHOCTh, HAJIUYWE
NOJJIMHHON TOoANUcH (1 SJIEKTPOHHOTO JIOKYMEHTa — MPOBEpPKa IMOIJIUHHOCTH
AJIEKTPOHHOM TOAMHUCH), JAPYrMX HEOOXOJAMMBIX 3JEMEHTOB odopMIieHus,

YKa3aHHBIX IPUII0KEHUM, U OTIIPABKY.
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4.2. Ucxopsiuue JOKYMEHTHI T€YaTaloTCs Ha OJIaHKaX yCTaHOBJIECHHOMU

dbopmbl, ODQOpPMIISIIOTCS B COOTBETCTBHM € TOJIOKeHUsIMU  MHCTpyKIuu
u peructpupyrotcs B [1]] unm qpyrux perucTpaiioHHO-YYETHBIX opMax.

4.3. OrnpaBka JIOKYMEHTOB U3 TEPPUTOPUAIIBHOMN KOMUCCHU
OCYLIECTBJISIETC OpraHamu (enepanbHo (eababerepckord WM CrHelralbHON
CBSI3M, TIIOYTOBOM, TenerpadgHoii cBs3blo, cpeactBamu IIJI, 1o kaHamam
(hakCUMIIBHON CBSI3U, JIEKTPOHHOM MOYTOM B ceTh IHTepHET Ui HAPOUYHBIM.

4.4. I1pu opopmiieHHH OTIPABISAEMBIX (UCXOASAIIUX) TUCEM, B TOM YUCJIE MPU
NOATOTOBKE MpPOEKTOB mnuceM cpeactBamu IIJ[, u TenerpaMMm HCHIOTHUTENb
yKa3blBaeT IIOJHBIM TIOYTOBBIA  (BKJIIOYass MHJACKC) aJpec OpraHu3aluu
WJIU TpaKJJaHUHA.

4.5. OtnpasisiemMble  (MCXOASIIME)  JIOKYMEHTHI  MOTYT  TOTOBHTHCH,
COIJIaCOBBIBATHCS U MOANUCKHIBATHCS cpencrBamu [1/1.

Ucxopsiuue mnuchbMa HAOpaBisIOTCS 32  MOANUCHIO  MpeacenaTens
TEPPUTOPUAIBHOM KOMHMCCHUH, B €Tr0 OTCYTCTBHE —3a TMOJINKCHIO 3aMECTUTENS
npeaceaaTens WM HWHOTO 4YJIeHa TePPUTOPUATBHON KOMMCCHUU, HCTIOJHSIOIIETO
00S3aHHOCTH  TIpelcenaTeNsi, Ha  COOTBETCTBYIOIIEM  OJaHKe  MHChMa
(Ipu MOATOTOBKE MCXOMSIIMX JOKYMEHTOB cpenctBamu [1J] — cooTBETCTBYIOMMX
3JIEKTPOHHBIX IIA0JIOHAX OJIAHKOB IOKYMEHTOB).

4.6. C ucnonp3oBanueM IIJ] mam Apyrux perucTpalliOHHO-Y4ETHBIX (OpM
JIOKYMEHTaM TPUCBAUBACTCS HUCXOASIIUNA HOMEp, KOTOPBIM COCTOMT M3 HMHJCKCA
Jiena 1Mo HOMEHKJIAType AeN W MOPSAKOBOIO HOMEpa JOKYMEHTA, pa3leieHHBIX
Kocoi uepTtoil. Mcxonsmmii HOMEp yKas3bIBaeTCs TaKkKe Ha KOMHHU JOKYMEHTa,
ocraromenicss B aene. Hymepamus HCXOOAmMX JOKYMEHTOB OCYILECTBIISIETCS
B [IpeJieax KaJeHJapHOoro roja.

[Ipu peructpanuu HMCXOIANIETO JOKYMEHTa B PErUCTPaIllMOHHO-YUYETHOU
dbopmMe 00s3aTeIbHO YKa3bIBAIOTCS CICAYIONINE PEKBU3HTHI: JTaHHBIE 00 ajmpecaTe
(bamusust, uMsi, 0TYECTBO (TIPU HATMYKMH) (PU3MUECKOTO JIUIA UM HAUMEHOBaHUE

opraHu3anuvy, KpaTKoC COACPKAHUEC JOKYMCHTA, HWCIIOJHHUTCIIbL AOOKYMCHTA,
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€ro COUCIIOJIHHUTCIIM, KEM OH IIOAIIMCAaH, a4 TaKXKC KOJIMYCCTBO JIHUCTOB OCHOBHOI'O

AOKYMCHTA U JIMCTOB IIPUJIOKCHUSA, KOJIMYCCTBO SK3CMILIAPOB, BU OTIIPABKH.

[Ipu  perucrpaumm  HUCXOOSIIErO0  JOKYMEHTa  JIEJIAETCA  CBsI3Ka
C BXOJIAIUM JOKYMEHTOM, Ha KOTOPbIN AaeTCsl OTBET (€CIU TAKOBOW UMEeTCs).

4.7. OTnpaBka UCXOIAIINX JTOKYMEHTOB cpenactBamu IIJ[ ocyiectBisieTcs
JIUIIOM, UMEIOIITUM J0CTyM K padote ¢ [1/].

WNHble NOKYMEHTBI MOTYT OBITh OTIpaBIEHbl OpraHamu (enepaibHOU
benpaberepcKoi WM CISIUaIbHON CBSI3U WU TIOYTOM 10 YKa3aHHUIO MpeceaTes
TEPPUTOPUAIIBHON KOMHUCCHH.

4.8. lna nepenaun ucxondamero nokymenta [ nny 31eKTpOHHON MOYTON
B cetd UHTepHET OTHpaBisieMblii JOKYMEHT OQOpPMISIETCS B COOTBETCTBUU
¢ TpeboBaHussMu MHCTpyKIINH.

B ciydae peructpanuu gokymenta B I1J] Tekct nokymenrta B popmare docx
win xISX WM 3JIeKTPOHHBIM o0Opa3 gokymeHTa B (opmare pdf (mpu Hamuuuu
CKaHHMPYIOLIEro YCTPOWCTBA) MPUCOEAMHIETCS K PETUCTPALMOHHOM KapTOYKe
Y OCYILECTBIISIETCS €r0 OTIIPABKA.

IIpu mnoaroroBke nOKyMeHTOB cpencrBamu IIJ[ ¢ wucnonb3oBaHueM
3JIEKTPOHHOM MOAIMCHU MOCJE MOAMUCAHUS JOKYMEHTbI MOTYT aBTOMAaTHYECKHU
peructpupoBatbesi U HampasiaTbea B LMK Poccumn, @I npu LUK Poccun,
PIHOUT mpu UK Poccuu, Cankrt-IletepOyprckyro u3doupaTeibHyl0 KOMHUCCHIO,
uHbIe u30upaTenbHbIe KOoMuccuu —CcyOBekToB  Poccuiickoit  deneparuu,
TEPPUTOPUAIBHBIE KOMUCCHH.

4.9. Ilpu otmpaBke TelerpaMMbl Oojiee 4eM B YeThIpe aapeca odopmisercs
NOJJIMHHUK, KOMWS W JIBa OHK3EMIUIIpa TMOANMCAHHOIO CIUCKA PacChUIKU
C YKa3aHWEeM TIOJIHBIX MOYTOBBIX (BKJIIOYAsl TIOYTOBBIM MHAEKC) aApecoB.
Ha Tenerpad mepenaroTcs MOMIMHHUK C OJTHUM DK3EMIUSIPOM CIHCKA PACCHUIKA
Y KOIUA TEJIErPaMMBbl, KOTOpasi ¢ OTMETKOM O Mepeaye TelerpaMMbl BO3BPAIIAETCS
B TEPPUTOPUAIBHYIO KOMHCCHUIO M BMECTE CO BTOPBIM 3JK3EMIUIIPOM CIIMCKA

PACCBIIKH IIOJUINBACTCA B JCJIO.
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4.10. Ilpu ormpaBke mmchbMa OoJiee YeM B YETHIpE aJpeca COCTaBIACTCS

CIIMCOK PACCBHUIKM YCTaHOBIEHHON QopMbl (mpuinoxeHue Ne 6), KOTOpbIH
MOATMCHIBACTCS MPEACENATENEM, B €70 OTCYTCTBUE — 3aMECTUTEIIEM MIPEACENATENS
WIM WHBIM YJICHOM TEPPUTOPUATBHOM KOMHCCHH, HCTIOJIHSIOMIUM OO0S3aHHOCTH
MpeacenareNss TEepPpUTOPUAIIBHOM KoMHuccuHu. llociie perucrpanuu mUCbMO
TUPAXXHUPYETCS B HEOOXOIMMOM KOJIMYECTBE M oTmpasisercsa. [Ipm moaroroske,
COTJIaCOBAHMU WU TNOANMMCAHWU mUceM cpenctBaMu 11/ cnHMCOK pacChUIKA Takke
rorosurcs cpeacrsamu 1171

Ecnu nucbMo unm TenerpaMMa HampasJisieTcst He 6oJiee 4eM B UeThIpe ajpeca,
TO TOANMUCHIBAETCSA KA bl dK3EMILIAP.

4.11. OtnipaBka JOKYMEHTOB MPOU3BOAUTCS €XKEJHEBHO B 4achl padOThHI
TEPPUTOPUATBHON KOMUCCHUH, KPOME BBIXOJHBIX U HEPAOOUMX MPa3THUYHBIX JHEH.

OtnpaBka HCXOIAIIMX JTOKYMEHTOB TMOCJE OKOHYaHUs pabodero [HA,
B BBIXOJIHBIE W Hepabouue TMpa3JHUYHBICE JHHU, B TIEPHOJ MOATOTOBKHU
U TpOBEACHUS W30MpATEIbHBIX KaMIAHUW OCYIIECTBISIETCS MO YKa3aHHIO
npeacenaTens TEPPUTOPUATBHON KOMHUCCHUU JIMOO B COOTBETCTBUM C PELICHUEM
TEPPUTOPUAIIBHOU KOMHUCCHH.

4.12. JIOKyMEHTBI C OTMETKOM O CPOYHOCTH JAOCTaBKH «Becbma cpoyHO»
U «CpoyHO» OPOPMIISIFOTCS HE3aMEeIUTEIbHO, MOTYT OTIPABIATHCS CPEeICTBAMU
ITJ1, mo xanamaMm (haKCHUMHJIBHOM CBSI3U, DJICKTPOHHOM TMOYTOM B ceTu WHTEpHeT,
HapOYHBIM W/WIH NEepeaaBaThbcs B OTEN (eabAberepcKoi Wik CrelualbHON CBSI3U
JUIs JOCTaBKM B NEPBYIO OYepelb B COOTBETCTBHUM C TpapUKOM MapHIPyTOB
benpanerepeit.

4.13. lokyMeHTbl 0€3 OTMETOK OQOpPMISIOTCA MO MEpe MOCTYIUICHUS
U MOTYT OTIpaBisAThCs cpeactBamu [1Jl u/mnu mepemnaBaThCs B OT/AEN JOCTABKH
denbaberepckoil WM  CHEUAJIbHOW CBS3M, I/I€ OTIpPAaBKa OCYIIECTBIISIETCS
B COOTBETCTBUU C Tpa(UKOM BBIIOTHEHHUS MAPIIPYTOB B ONTUMAILHBIE CPOKH.

4.14. JlIokyMEHTBI, HaNpaBJIsIEMbIE TpaXJaHaM MO IOYTOBOMY aJpecy,
yKa3aHHOMY MMU B OOpallleHuH, OTIPABISIOTCA Yepe3 MOYTOBOE OTIAECICHHUE CBS3U

IMPOCTBIMHU ITOYTOBBIMHU OTIIPABJICHUAMU HWJIW 3aKa3HBIMU ITMCbMAaMU.
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4.15. JlokymMeHTBI, TiepenaBacMbie 10 KaHalaM (aKCUMIUIBHOW CBSI3H,

PETUCTPUPYIOTCS B MOPSIIKE, YCTAHOBIEHHOM JUIS UCXOJALIUX TOKYMEHTOB.

4.16. Vcxopsmue TOKYMEHTHI, O(DOPMIICHHBIE C HapylIEHUEM TPeOOBAHMIA
NHCTpyKIMM, K OTIpaBKE HE IPUHUMAKOTCA W BO3BPAILAIOTCSA HCIIOIHUTEISAM
Ha nopaboTKy. KoppecnonaeHuus HeciykeOHOro XapakTepa, B TOM 4HCIIE JIUYHas
KOPPECHIOHACHIINSA, K OTIIPABKE HE IPUHUMAECTCS.

4.17. Konmuu uCXOAAIIUX JIOKYMEHTOB, O(OPMIIEHHBIX Ha OyMa)XHOM
HOCHUTEJIC, IIOMEINAIOTCS B JEJIO B COOTBETCTBMM C HOMEHKIATypOH Jell

TEPPUTOPUATIBHOM KOMHUCCHH.

5. Oco0eHHOCTH PadoThI € JIEKTPOHHBIMY JJOKYMEHTAMU
(ocymecTBiieHne padotThl ¢ JokymenTamu B I1]1)

5.1. DNEKTPOHHBIE JTOKYMEHTHI SIBISAIOTCS O(DUIIMAIBHBIMUA JTOKYMEHTAMH.
DNeKTpOHHBIE JOKYMEHTHI CO3/1al0TCsl, 00OpadatkiBatoTcs u xpansatcs B [1/1.

5.2. DNeKTPOHHBIN JOKYMEHT AOKEH OBITh O(hopMIIeH MO OOLINM MpaBUiIaM
JEI0NPOU3BOACTBA U UMETH PEKBU3UTHI, YCTaHOBJICHHBIE
JUISl aHAJIOTUYHOTO IOKYMEHTa Ha OyMa>KHOM HOCHUTEE.

5.3.B TeppuTopuaqbHOM = KOMHUCCHUM  HCHOJIB3YIOTCS  DJIEKTPOHHBIC
JIOKYMEHTBI, a TaKXe DJIEKTPOHHbIE 00pa3bl JOKYMEHTOB, IIOJTYYCHHBIC
B PE3yJIbTaTe CKAHMPOBAHUS JOKYMEHTOB Ha OyMa)KHOM HOCHUTEIIC U XPaHSIUECS
B I1]I.

5.4.Jlns TOATBEPXKACHUS TMOJUIMHHOCTH TMpU TMepelade dIESKTPOHHBIX
JIOKYMEHTOB B JAPYrHM€ TOCYJapCTBEHHBIE OpraHbl, OpraHbl MMyOJIMYHON BIACTH
dbenepanbHoit Tepputopun «CHpUYC», OpraHbl MECTHOTO CaMOYyIpaBJCHUS,
OpraHu3alusM U TpaxkJaHaM JOKYMEHTBI 3aBEPSAIOTCA SJIEKTPOHHOWU MOJMUCHIO
JOJDKHOCTHOTO JIMIA TEPPUTOPUATBHON KOMHUCCHM, MOAMMUCABIIETO TOKYMEHT,
B coOTBeTCTBHM ¢ DenepanbHbIM 3akoHOM OT 06 ampenst 2011 roga Ne 63-D3
«O0 37eKTPOHHOM TTOTTUCHY.

5.5.1lpu o00paboTKe, pPacCMOTPEHHH, COTJACOBAHUU U TOJIUCAHUU

ANEKTPOHHBIX JOKYMEHTOB B IIJ[ BO BHYTpeHHEM JOKYMEHTOOOOPOTE MOTYT
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UCIIOJIB30BAThCS  CMOCOOBI  MOATBEPXKICHUSI  JIEUCTBHM C  AJICKTPOHHBIMU

JOKYMEHTAMH, TpPH KOTOPBIX J3JIEKTPOHHAs TMOJANKHCh HE HCIOJIb3YyETCH.
Nnentudukanusa AOKHOCTHOTO JHUIA MPOU3BOAUTCA IO €ro Y4YETHOM 3amucu
B IIJl 1nubo MOXKET WCIOIB30BATbCS MPOCTast dSJIEKTPOHHAS  MOJIHUCH.
Takxe mpocTas 3JIEKTPOHHAS MOANUCH MOKET MCIOJIb30BAThCS MPU HAIIPABJICHUU
anekTpoHHbIX JokyMeHTOB B [IMK Poccuu, ®IUU npu UK Poccun, PLIOUT
npu UK Poccuu, Cankr-IlerepOyprckyro u30upaTeabHYyI0  KOMHCCHIO,
n30uparesbHbie KOMUCCUU CyObeKTOB Poccuiickoii denepanuu, TeppUTOpUATIbHBIC
KOMUCCHH.

5.6. CocraBienue, oOpMIIEHHE U COTJIACOBAHUE IMPOEKTOB 3JIEKTPOHHBIX
JOKYMEHTOB ~ OCYIIECTBISIETCS 1O OOHIMM TMpaBWiIaM JAeONPON3BOJICTBA,
YCTaHOBJICHHBIM B OTHOIIICHUH aHAJOTUYHBIX JJOKYMEHTOB Ha OyMakHOM HOCHUTEJE.

5.7. IlepeyeHb NOKYMEHTOB, CO34aBAEMBbIX, XPAHUMBIX U MCIIOIb3YEMBIX
UCKITIOUUTETFHO B (OpMEe  DJIEKTPOHHBIX  JIOKYMEHTOB,  OMpENEseTCs
HOMEHKJIaTypOH Je.

5.8.1lppueM m oOTHpaBKa DdIEKTPOHHBIX JOKYMEHTOB OCYILIECTBIISIOTCS
JOJPKHOCTHBIM  JIUIIOM, HMMEIOIIMM JocTynl K pabore c IIJ[, Takxke Moxer
OCYIIECTBJISITECSI aBTOMATUYECKasi OTHpaBKa JOKYMEHTOB, MOAMUCAHHBIX MPOCTOU
anekTpoHHoM  moamnuchkto  cpencrBamu  [IJIT B UK  Poccun, OLUU
npu MUK Poccun, PLHOUT npu HUK Poccumn, Cankr-Ilerepdyprckyro
U30MpaTeNbHYI0 KOMHUCCHUIO, U30upaTesibHble KOMUCCUU CcyOBekToB Poccuiickoi
denepaunu, TEPPUTOPUATIBHBIE KOMUCCHUU.

5.9.1lpu mnonydyeHun »>aeKTpoHHBIX JokymeHToB u3 [[MK Poccun,
O mpu UK Poccuu, PLHHOUT npu LUK Poccum, Cankrt-IletepOyprckoit
n30MpaTeNIbHOW KOMHUCCUHU, HM30MpATENbHBIX KOMHUCCUU CyOBekToB Poccuiickoi
Qenepaunv, TEPPUTOPUAIBHBIX  KOMHUCCHM, IOANMUCAHHBIX  BJEKTPOHHOMU
MOJITUCHI0, OCYLIECTBIISICTCS MPOBEPKA AEHCTBUTEIBHOCTH AJIEKTPOHHON MOANUCH
cpenctBamu [1/1.

5.10. IIpyn BKJIIOYEHHM O3JIEKTPOHHBIX JO0KyMeHTOB B IIJ[ ¢opmupyrorcs

PETUCTPALMOHHO-YUYCTHBIC JJdHHBIC O JOKYMCHTC, O6CCHC‘-II/IBaIOHII/Ie YIIPaBJICHUC
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AJOKYMCHTOM, B TOM YHMCJIC €T'0 ITOHUCK, JOCTYII K JOKYMCHTY, KOHTPOJIb, XPaHCHHUC

U ucroiab3oBaHue (mpuioxxenue Ne 7).

5.11.1Ipu  nmepemaye  NOCTYNUBIIMX  AJIEKTPOHHBIX  JIOKYMEHTOB
Ha PACCMOTPEHHWE, HAIPABICHUM DSJIEKTPOHHBIX JOKYMEHTOB HCIOJHUTEIAM,
OTIPABKE M XPAHEHUM SJIEKTPOHHBIX JIOKYMEHTOB BMECTE€ C HUMHM MEPEAAOTCS
(HampaBJIAKOTCS, XPAHATCS) UX PETUCTPALIMOHHBIE IaHHBIE.

5.12. Enununeil y4era 3JIEKTPOHHOTO JOKYMEHTa SBJIETCS 3JIEKTPOHHBIH
JNOKYMEHT, 3apeTUCTpUpoBaHHbIN B 11/1.

ONEeKTpOHHBIE JOKYMEHTHI, HMMEIOUIUE MPUIOKEHUS, PETUCTPUPYIOTCA
U YUUTBIBAIOTCS KaK OJMH JIOKYMEHT.

5.13. DnekTpoHHBIE JOKYMEHTHI (POPMHUPYIOTCS B J€la B COOTBETCTBHUH
C HOMEHKJIaTypOil 1eJ1 TEpPUTOPHAIBHON KOMUCCUM U UHJIEKCUPYIOTCS B IOPSJIKE,
YCTaHOBJICHHOM B OTHOILIEHUU JEJI, COCTABJICHHBIX U3 JOKYMEHTOB Ha OyMa)KHOM
HOCHTEJIE.

IIpu cocraBieHMM HOMEHKJIATYpbl €N YKa3bIBAE€TCSA, UTO JEJIO BENETCA
B DJIEKTPOHHOM (opMe, 4YTO OTMEYaeTcss B 3arojioBKE Jena Wik B rpade
«IIpumeuanney», HanpuMep:

[ToctanoBnenust lLlentpanbHOii u30upaTtenbHOM Komuccuu Poccuiickoit
®enepanuu. Konuu. DneKTpoHHBIE JOKYMEHTHI.

5.14. DnekTpoHHbIE JOKYMEHTBI IIOCIIE UX UCIIOIHEHUS NOJIIEKAT XPaHEHUIO
B YCTAaHOBJIIEHHOM TIOpAJIKE B  TEUEHHE CPOKOB, MPEIYyCMOTPEHHBIX
JUTS @HAJIOTMYHBIX JOKYMEHTOB Ha OYMa)KHOM HOCHTEJIE.

5.15. Mecto xpaHeHMsI DJJIEKTPOHHBIX JOKYMEHTOB JO WX Mepeaadu
Ha apXMBHOE XpaHEHHE, BHUJ HOCHUTENCH, HAa KOTOPBIX OHHM XpaHATCS, (popMaThl
UX TIOCTOSHHOIO M JIOJITOBPEMEHHOI'O XPAHEHUS ONPEIECISAIOTCS C  y4EeTOM
UCIOJIb3YEMbIX B TEPPUTOPUATBHON KOMUCCUHU POTPAMMHO-TEXHUYECKHUX CPEJICTB,
HOPMATHBHBIX AaKTOB W METOJWYECKHX JOKyMEHTOB PocapxuBa, ApXUBHOTO
komuteTa Cankt-IlerepOypra.

5.16. OkcnepTH3a LEHHOCTH JJIEKTPOHHBIX JOKYMEHTOB OCYLIECTBISETCS

B 061H€M MopAAKES, YCTAHOBJICHHOM B OTHOHICHHHM IJOKYMCHTOB Ha 6YM3)I(HOM
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HOCHTCIIC.

5.17. Tlocne ucreueHus cpoka, yCTaHOBJIEHHOTO JUIsl XpaHESHUsI DJIEKTPOHHBIX
IS | (2JIEKTPOHHBIX JIOKYMEHTOB), OHHU MOIJIC)KAT YHUYTOXKECHUIO
C COCTaBIICHHEM aKTa YCTaHOBJIEHHOU GopMbl (mpuioxkenue Ne 16).

5.18. DNIeKTpOHHBIE JOKYMEHTHI, IMOJJIEKAIINE IUTEIILHOMY XPaHEHUIO,
MepeIaloTCsl Ha apXWBHOE XpPaHEHHUE MO OMHMCSAM C OQOpMIICHHEM aKTa Ipuema-

nepcaadun 3JICKTPOHHBIX JOKYMCHTOB Hd dPXWUBHOC XPAaHCHUC.

6. Oco0enHOCTH PadOTHI ¢ OOPAILIEHUAMY TPAKIAH.
Opranmnsanus JUYHOTO MpHeMa rPpaxiaaH

6.1. Opranuzamusi paboThl ¢ OOpalIeHUSIMA TPAKIAH OCYIIECTBISETCS
B COOTBETCTBHUU C pazfesioM 2 MHCTpYKIMU C y4eTOM 0COOCHHOCTEH, yKa3aHHBIX
B JJAHHOM pa3Jielie.

6.2. O0parieHusi B TEPPUTOPUATLHYI0 KOMUCCHIO MOTYT OBITh HAIPaBJICHBI
B MMMUCbMEHHOM (hopMe, a Takke B opMe AIEKTPOHHOTO JOKYMEHTA.

6.3. O6pamienue B ¢Gopme DJIEKTPOHHOTO JOKYMEHTa HaIpaBIseTCs
C WHCIOJb30BAHMEM CTpaHUIbl oduimaibHoro caita Cankt-IleTepOyprekoit
n30MpaTeNbHOW KOMUCCUU B ceTU VIHTepHeT, npeiHa3HauYe€HHOM /ISl HallpaBJIeHUs
oOpameHnii B TEpPPUTOPHATBLHYIO KOMHUCCHIO (/anee — snekTpoHHas (opma
oOpalleHui).

HanpaBnenue  oOpamenuii B ¢opmMe  SIEKTPOHHOIO  JOKYMEHTa
B TEPPUTOPUATIBHYIO KOMUCCHIO OCYILECTBIISIETCS MTOCIIE MPOXO0KICHHS 3aIBUTEIEM
uaeHTU(PUKAIINY U ayTeHTU(UKAIIUYA TTOCPEICTBOM (DeiepalibHOM rocyJapCTBEHHOM
uHdpopmarmonHorr  cuctembl  «EmuHas  cuctema  uAeHTUQUKAIMK U
ayTeHTUQUKaIMKM B UH(PpacTpykType, oOecrneunBaromed uHOOPMAIMOHHO-
TE€XHOJOTUYECKOE B3aUMOJIEHCTBHUE NH(POPMALIMOHHBIX CUCTEM, UCTIOIB3YEMBIX JIJIs1
NPEAOCTABICHUSA TOCYJIAPCTBEHHBIX M MYHUIUIAIBHBIX YCIYr B 3JEKTPOHHOU
dbopme».

OnexkTpoHHass ¢opma OOpalleHUuH AOJDKHA MpeaycMaTpuBaTh 3allOJIHEHHE

azgpeca SJIEKTPOHHOM TMOYTHI, HA KOTOPBHIM JODKEH OBITh HampaBlie€H OTBET
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Ha o6pameHHe, CIICOHUAaJIbHOI'O II0JIA OJIA BBOJA TCKCTA O6paHleHI/I$I, COACPIKAIICTO

€ro CyTbh, BO3MOXXHOCTb IPUIIOKEHUS TOKYMEHTOB U MATEPUAIIOB B JJIICKTPOHHOMN
(dopme, MOATBEPKIAIOIINX JOBObBI OOPAILEHNUS, & TAKKE MOXKET MPEyCcMaTpUBaTh
BO3MOJKHOCTb  YKAa3aHHs JONOJIHUTENIBHBIX CBEICHHUM, YTOUHAIOLIUX CYTh
oOpaileHus.

6.4. Conepxamirecsi B HalpaBJIEHHBIX B (OpMe SIEKTPOHHOTO JTOKYMEHTa
oOpallleHusIX CBEACHMs, a TaKXKe IMpuaaraeMple Martepuansl (OpU HATUYUN)
BBOJsATCA B I1]] b0 B pyrue peructpaiiioHHO-y4YeTHbIie (popmbl. BBo cBeneHui,
COJIEpIKalINXCsl B HAMPABICHHBIX B (POPME ANEKTPOHHOTI'O JOKYMEHTa 0OpalleHHsIX,
IIpUIaracMbIx MarepuaioB 51 150, perucrpanus OCYIIECTBIISFOTCS
HE MO3JHEee TpeX padouyux AHEN CO JHA HamNpaBlIEHHUs OOpallleHHs, a B MEPUOJ
OPOBEJCHUSI  COOTBETCTBYIOIIMX  M30MpATEIbHBIX  KaMIlaHWM,  KaMIlaHUN
pedepenayma 1o BompocaM TOJATOTOBKM M MPOBEACHUS H3THX BBIOOPOB,
pedepenayma 1o oOpalleHHsM,  HalpaBJICHHbIM /IO  yCTaHOBJICHHS
TEPPUTOPUAIBHON KOMHUCCHEN HUTOTOB TIOJIOCOBAHUSA, ONPEACIICHUSA PE3YIbTAaTOB
BBIOOPOB, pedepeHayMa — B JI€Hb HalpaBieHUs OOpalleHus 00 HE MO3aHEee
CJIEyIOIIEro paboyero JIHs B COOTBETCTBUU C rpauKoM pabOThl TEPPUTOPUATHLHON
KOMHUCCHUH, C YYE€TOM CpPOKOB pPAacCMOTPEHHS COOTBETCTBYIOUIMX OOpalleHuH,
YCTaHOBJICHHBIX 3aKOHOJATEILCTBOM O BBIOOpax M pedepeHaymax. Peructpanus
oOpallleHul, HamnpaBlICHHBIX B TEPPUTOPUAIbHBIE KOMHCCMM B  (opMme
3JIEKTPOHHOI'O JIOKYMEHTAa, MOXET OCYIUECTBIATBCA C MCIOAb30BaHueM [IJ]
au00 ¢ HCHOJb30BAaHUEM JPYIMX perucTpaluoHHO-y4eTHbIX ¢opM. Ilocne
OCYILIECTBJICHUSI YKa3aHHbIX JEHCTBUU OOpalleHHe CYUTAETCS MOCTYNUBLIUM
B TEPPUTOPUAIBHYIO KOMUCCUIO.

OOparieHuss B NMUCbMEHHOW (hopMe, MOCTYNMBILKME B TEPPUTOPUATIBHYIO
KOMHUCCHIO, PETUCTPUPYIOTCA MpeacenaTesnieM (CeKpeTapeM) TeppUTOpPHUaIbHON
KOMUCCHUM WM  pabOOTHUKOM  ammapaTa, OTBETCTBEHHBIM 32  BEJICHHUE
JEeNIONpPON3BOACTBa € ucnoip3oBaHueM IIJI nubo ¢ ucnonb30BaHHMEM JpYyrux
PErUCTPallMOHHO-YYETHBIX (OpPM HE TNO3[JHEE Tpex pabdouux JOHEH €O JHA

IMOCTYIIJIICHHA O6paHIeHI/I$I, a B IICpuoJa IPOBCACHHA COOTBCTCTBYIOHIIHNX
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u30MpaTeNbHBIX  KaMIIAHWW, KaMIlaHuid pedepeHayMa 0  YCTaHOBJICHUS

TEPPUTOPUAIBHON KOMHUCCHEN HWTOTOB TOJIOCOBAHUS, ONPEACIICHUS PE3YJIbTATOB
BBIOOPOB, pedepeHayMa —B JI€Hb NOCTYIUIEHUS OOpalleHHus MO0 HE MO3aHEe
CleyIolero padoyero JHA B COOTBETCTBMM C TIpadukoM padOThl KOMMCCHUH,
C YYETOM CPOKOB PacCMOTPEHHUSI COOTBETCTBYIOIIMX OOpalIeHUM, YCTaHOBIEHHBIX
3aKOHOJIATEIHLCTBOM O BBIOOpax u pedepeHymax.

OOpailieHus, TMOCTYNHUBIIME B TEPPUTOPHAIBHYIO KOMHUCCHIO, MOTYT
PETUCTPUPOBATLCS B YCTAHOBJICHHBIC BBIIIE CPOKH OTAEIBHO OT JAPYTHMX BHJIOB
JIOKYMEHTOB.

6.5. B cnyuae peructpanuu oOpamieHus B 1], TODKHOCTHBIM JIUIIOM,
uMeroIuM foctyn K padore ¢ I1/], 3anonHar0TCS HEOOXOIUMBIE MOJS BO BKJIAJKE
«O6pamenue» [1J[ B 3aBUCMMOCTH OT uMerolelca HHPOpMaIMK B OOpalieHUun
HE TO3qHee Tpex paboyux JHEW co JHA perucrpauuud oOpauieHus
B TEPPUTOPUATHLHOM KOMHUCCHHM M B TEUEHHWE OJHOrO0 pabodero IHS CO JHS
NOCTYIJIEHUSI 0OpaIieHus 1o BOIPOcaM MPOBOAUMBIX U30MpaTENIbHbIX KaMITaHUM.

6.6. Ilpy BCKpBITUM KOHBEPTOB, COAEpKALIUX OOpallleHUus B MUCbMEHHOU
dbopme, mpoBepseTcs Hamuuue Bcex BiIoxkeHui. KoHBepT o0s3aTenbHO
COXPaHSIETCH.

OOpaienrs B TMCbMEHHOH popMe, CoaepIKaIre B aIpECHON YaCTH IIOMETKY
«Jluuyno»,  paccmarpuBaroTcss B 0O0IIeM  TOpSAAKE B COOTBETCTBUU
¢ MHCcTpyKumen.

[Ipu peructpami  TOBTOPHBIX  OOpalieHUd UM  IPUCBAUBACTCA
OUepeHOW PETrUCTPAlMOHHBIA HOMEp, B PETrUCTPALMOHHO-YYETHON (opme
nenaercst orMmeTka «lloBTopHO», a mpm wucnons3oBanuu IIJI ocymecrBusiercs
ce3piBaHue ¢ PYK mo mnepBuuHbiM oOpamieHusiM, Npu HEOOXOJIUMOCTH
obopmiieHUsT Ha OyMaXHOM HOCUTENe K OOpalleHUIO TPUKJIIAbIBAIOTCS
nono6pannpie PYK mo nmepBuyHBIM 00pamieHusm.

Ecnu oOparnienue nocTynusao oT KOJJIEKTUBA TPaXKIaH, TO MPU PETUCTPALIU
B PETUCTPALMOHHO-YUETHOU (hopMe CTaBUTCS OTMETKA «KOJIIEKTUBHOEY.

6.7. lNpwn ocywecTBneHnn peructpaummn cpegcreamu N Ha nuueson
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CTOPOHE MEepBOro NucTa 3aperucTpUpPoBaHHOIO AOKYMEHTa Ha OyMaXXHOM

HOoCUTene, Kak nMpaBusio, B MpaBOM HWKHEM YNy MpocTaBnsieTcs
pPerMcTpaumoHHbli HOMep W faTta, a TakkKe LWTPUX-Ko4 C YKasaHuem
HaMMeHOBaHNA opraHM3aunn.

Ecnn npocTtaBneHne pernctpauuMoHHOro Homepa 3aTpyaHsieT
npoyYTeHME TeKkcTa [OOKYMEHTa, B TakOM Crlydae BXOAAWWUW HOMep
npocTaBnseTcs
B cBOOGOAHOM OT TeKCTa yriny Ha nuUEBOW CTOpPOHe MepBOro nucrta
AOKYMEHTa,

a WTpUX-Koa NpoCTaBnsaeTCs Npy HanM4mMm TeXHNYECKON BO3MOXHOCTM.

[Mpyn ocyuwlecTBrieHMn peructpauum B OPYron perucrpaumoHHO-
y4eTHOU popmMe pPEerncTpauMOHHbIN WTaMn, COCTOALWMA U3 NOPSLKOBOrO
HOMepa obpalleHuss n gaTbl perncrTpaumm, CTaBUTCS, Kak npaBumio, Ha
nepBoM nmcTe obpalleHns B NPaBOM HUXHEM yriy UnuM Ha cBo6ogHOM OT
TEKCTa MecTe.

Hymepauna noctynueLinx obpalleHn ocyLLecTBndeTca B npegenax
KarneHgapHoro roga.

6.8. 3apeructpupoBaHHble  obpalleHuss  paccmaTpuBaloTca B
COOTBETCTBUMA
C nopsigkom, onpeaeneHHblM pasgenom 2 MHCTpyKunu.

6.9. ObpalweHnsi, agpecoBaHHble  4fneHaMm  TeppuTopuanbHOMn
KOMUCCUN,  PErncTpupyroTcs, OoKnagbiBaloTca W NepegarwTca B
COOTBETCTBUWN C NOPSAKOM, YCTAHOBMEHHBLIM VIHCTPYKUMEN.

Ob6palleHna paccmaTpuMBalOTCA B COOTBETCTBUMM C  YKas3aHUAMMU
No WCNOMHEHWIO OOKYMEHTa npeacefartend TepputopuanbHOM KOMUCCUU
B NopsiAke, yCTaHOBMEHHOM 3akoHoaaTenbcTtBoM Poccuickon denepaumn.

6.10. OOparenus, coaepsKalire BOIMPOCHI, PEIICHUE KOTOPHIX HE OTHOCHTCS
K KOMIIETCHIINU TGppHTOpHaHLHOﬁ KOMHCCHUH, OOKJIAAbIBAIOTCA IIPCACCHAATCIIIO
TEPPUTOPHAIBHON KOMHUCCHHM M II0 €r0 YKa3aHWIO II0 HCIIOJHEHHIO JOKYMEHTa

B CpPOKH, YCTAaHOBJIEHHBIE 3aKOHOJIATEIhLCTBOM O BBIOOpax M pedepeHayMax,



41
HAIIPaBJIAIOTCA C COIIPOBOAUTCIIbHBIM IIMCBbMOM 3a €ro oAU CBIO

B COOTBETCTBYIOUIMH OpraH WJIM COOTBETCTBYIOLIEMY JOJDKHOCTHOMY JIMILY,
K KOMIIETEHIIMA KOTOPBIX OTHOCUTCS PEIICHUE IOCTABJICHHBIX B OOpalieHuu
BOIIPOCOB, C  yBEAOMJIEHMEM  TpaxJaH,  HANpaBUBIIUX  OOpamieHus,
0 Tepeaapecanuu oOpamieHuid. B conpoBoauTeILHOM MHChME OTOBapUBaETCs
NOPSIZIOK HAIMIPABJICHUS] OTBETA aBTOPY OOpaIleHUs.

Ecnu pemienne mocTaBieHHBIX B OOpalleHUH BOIMPOCOB OTHOCHUTCS
K KOMIIETCHIIMM HECKOJIbKUX TOCYJIapCTBEHHBIX OPraHOB, OPraHOB MECTHOIO
CaMOYTIPaBJICHUS WJIM COOTBETCTBYIOIIMX JOKHOCTHBIX JIUI], KOMHs OOparieHus
HaIPaBJISIETCS] B COOTBETCTBYIOIINE OPTaHbl MJIM COOTBETCTBYIOIIUM JOJPKHOCTHBIM
JUIlaM B CPOKH, yCTAaHOBJICHHBIE  3aKOHOJATEIIbCTBOM O  BBIOOpax
u pedepeHymax.

6.11. 3anpemaercss ~ HanmpaBIIATh oOpaiieHHe  Ha  pPacCMOTPEHHE
B F'OCY/IAPCTBEHHBIN OpraH, OpraH MECTHOI'O CaMOYTPABJICHUS WU JTOJKHOCTHOMY
JUIly, pelieHue WM - JaecTBue  (0e3AeicTBHE)  KOTOPBIX — OOXKaryercs,
32 UCKJIFOYEHHEM CIIy4aeB, YKa3aHHBIX B IyHKTE 6 ctatbu 75 denepanbHOro 3aKkoHa
00 OCHOBHBIX TapaHTHUAX U30UPATEIbHBIX MPAB.

6.12. Eciu B COOTBETCTBUHM C 3alpeTOM, YKa3aHHbIM B mojapaszaene 6.11
NHcTpyKiluuM, HEBO3MOXKHO  HampaBUTh  OOpallleHWe Ha  PacCMOTPEHHUE
B F'OCY/IAPCTBEHHBIN OpraH, OPraH MECTHOI'O CAMOYIIPABJICHUS WU JOJKHOCTHOMY
JUIYy, B KOMIIETCHIIUIO KOTOPBIX BXOJUT PEIICHUE MOCTaBJICHHBIX B OOpalleHUU
BOIIPOCOB, OOpaIleHHe BO3BpAIIACTCS TPAXKIAaHUHY C Pa3bsCHEHHUEM €ro Ipasa
00’kaJIoBaTh COOTBETCTBYIOIIEE PEIICHUE WU JCHCTBHUE B YCTAHOBJICHHOM TTOPSIIKE
B Cy/.

6.13. OOpaiieHusi, TOCTYNHUBIINE B  TEPPUTOPUATBLHYIO  KOMUCCHIO,
paccMaTpHUBaIOTCSI B CPOKH, YCTAHOBJICHHBIE 3aKOHOJATEILCTBOM O BBIOOpax
u pedepeHayMax, C y4eTOM OCOOEHHOCTEH, yka3zaHHbIX B mojpazaenax 10.5
u 10.6 MucTpykiumu.

Ecnu HeoO6xoauMo mpoasiuTh CPOK pacCMOTPEHUS OOpaIeHs, UCTIOTHUTEIb

HC IIO3JHCC UYCM 3a OJHMH ACHb OO0 HCTCUCHHA CPOKa IIOAIOTOBKH OTBCTaA
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NpCcaACTaBACT MPCACCAATCIIIO O6’I)$ICHCHI/IG, 10 KaKOﬁ IMPUYINHC HCBO3MOXKHO O4aTh

OTBET B YCTAHOBJICHHBIH CPOK. MakcHMajbHOE MPOJUICHHE CPOKa MCIIOTHEHUS
oOpameHuss HE JODKHO TMPEBBINIATh  YCTAHOBJICHHBIX 3aKOHOM  CPOKOB
pPaccMOTpEHUs 0OpaIleHUS.

3asgBUTEINIO HAMPABIISAETCS YBEAOMIICHHE O MPOJICHUH CPOKa PACCMOTPEHUS
€ro OOpaIeHMS.

OOpaienus, Ha KOTOpPbIE JAlOTCA MPOMEXKYTOUYHBIE OTBETHI, C KOHTPOJIA
HE CHUMAIOTCH.

6.14.B  ciayyae mOCTyIJIEHHSS B~ TEPPUTOPUATBHYIO  KOMHUCCHIO
B YCTaHOBJICHHOM TOPSIJIKE 3alpoca rocyJapCTBEHHOTO OpraHa, OpraHa MECTHOTO
CaMOYNIpPAaBJICHUS WU JTOJDKHOCTHOTO JIMIIA, PAacCMaTPUBAIOIIMX OOpalleHue,
JOKYMEHTBl W MaTrepuayibl, HEOOXOIMMBbIE JMJII PACCMOTPEHUS OOpalleHuUs,
IIPEICTABIAIOTCA B CPOK, YKa3aHHBIM B 3alIpOCe WJIM MHOW CPOK, YCTaHOBJICHHBIN
JIEHCTBYIONTUM 3aKOHOIATEIIHCTBOM.

6.15. B obOpaiiennu 10KHBI OBITh YKa3aHbl (pamMuiIus, UMsl, OT4ECTBO (TIpU
HAJTMYWN) 3asiBUTENS (IS 3asBUTENICH, HE SBISIOMUXCS (U3UYCCKUMU JIMIIAMH, —
HauMeHoBaHue). B oOpameHnn B muchbMeHHOW (opMe MOMKeH OBITh yKa3aH
MIOYTOBBIN aJipec, M0 KOTOPOMY JOJKEH OBITh HaIpaBJICH OTBET HAa OOpalleHue,
TAaKK€ JIOJDKHBI  COJEPXKAThCS JUYHAS TOAMNCH 3asABUTENS WA JINIIA,
YIOJHOMOUYEHHOT'O JIEWCTBOBATh OT €r0 MMEHH, U JaTa MOAMHCAHUS OOpalleHusl.
B ob6pamennn B (¢opMe 3JIEKTPOHHOTO JOKYMEHTa JIOJDKEH OBITh yKazaH aapec
AJIEKTPOHHOM TOYTH, TO KOTOPOMY JOJDKEH OBITh HAmpaBlIeH OTBET
Ha oOpalleHue.

Ecnu B oOpamenun He ykazaHbl (amunusi 3asBUTENs (AJis1 3asiBUTEIS,
HE SBIIAIONIETOCS (PU3NYECKUM JIUIIOM, — HAMMEHOBAHUE) UJTU aJIPEC, IO KOTOPOMY
JIOJDKEH OBITh HAIpaBJIeH OTBET Ha OOpallleHHe, OTBET Ha Takoe oOpalleHue
HEe Jaercsa. Takoe oOpalieHWe CHOUCBIBAaeTCS B JENO  MpejaceaareieM
TEPPUTOPHUATIBHON KOMUCCHH.

Eciu B oOpamenunn copepkarcs CBEACHHS O TOATOTaBIMBAEMOM,

COBEpPIIAEMOM WJIM COBEPIIEHHOM NPECTYIUICHMH, a TaKke O JHUlE,
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C¢ro IMmoAroTaBJIMBAOIICM, COBCpHIAOICM HWJIH COBCPHIMBIICM, 06pameHI/Ie

TIOJIJIC)KUT HAIPABJICHUIO B TIPABOOXPAHUTEIIbHBIC OPTaHbl.

Ecmm Texcr oOpamieHus HE TOAAACTCS MPOUYTEHUIO WIIM HE TIO3BOJISICT
ONpEeNeNIUTh CYTh OOpalleHus, OTBET Ha TakKoe oOpalleHue He JgaeTcs,
0 YeM B TCUCHHE CEMHU KaJICHIAPHBIX JHEW TOCJe JTHS MOCTYIUICHHUS OOparieHus
YBEJOMIIICTCS 3asBUTENb B Clydae, €CIM B OOPAIEHUH IOIAFOTCS MPOUYTEHUIO
dbamMuaus 3asBUTEAsA (IS 3asBUTEISA, HE SBJISIOMEroCS (U3HUYCCKUM JIHIIOM, —
HAUMEHOBAaHHWE) W aJ[peC, IO KOTOPOMY JOJDKEH OBITh HamNpaBJICH OTBET
Ha oOpalieHue.

He sBasercs  oOpaimieHMeM  TEKCT, COACpIKaIIUil  IMO3JpaBiICHHE,
c000J1e3HOBAaHNE WITH OLICHKY JACSITEIBHOCTH M HE COOTBETCTBYIONTUH TPEOOBAHUSM,
npeabsBisieMbiM DeiepaaTbHbIM 3aKOHOM 00 OCHOBHBIX TapaHTHUAX N30MpaTEIbHBIX
npaB, ¥ TpeOOBaHUSAM K 3ampocy WHpopmaiuu, npeabsBiseMbiM DenepabHbIM
3akoHOM OT 9 deBpansg 2009 roma Ne 8-d3 «O06 obecrneueHMH J0CTyna K
uH(OpPMAITUU O JEATEIBHOCTH TOCYJAApCTBEHHBIX OPraHOB M OPraHOB MECTHOTO
CaMOYTIPaBIICHUS.

6.16. OOpamiennsi, B  KOTOPBIX  COAEp)KaTCs  HEIEH3ypHbIE  JIMOO
OCKOpOWTEIbHBIC BBIPAKCHHS, YIPO3bl JKHU3HH, 3J0POBBI0O W HMYIIECTBY
JOJDKHOCTHOTO JIMIA WM WHBIX JIMIl, OCTalOTCS 0€3 OTBeTa MO CYIIECTBY
TIOCTABJICHHBIX B HUX BOIIPOCOB, a  3asABHUTEISIM cooOIaercs
0 HEJIOMYCTUMOCTH 3JI0YTIOTPEOJICHHUS ITPaBOM.

6.17. OOpaienre, B KOTOPOM OOXKaIyeTcsl CyJaeOHOe PEIICHHE, B TCUCHHUE
CeMHU KaJICHIApHBIX JHEW CO JHS PErUCTpallMM BO3BpAIlacTCs TIpakIaHHUHY,
HAIIPaBUBIIEMY OOpaIlieHne, ¢ Pa3bsICHEHHWEM TOpPSAAKa O0XKAJIOBAHUS JAHHOTO
CyJ1e0HOTO pEeIICHUS.

6.18. Ecniu B oOpauieHuu COJEp>KUTCS BOIPOC, HAa KOTOPBIA 3asiBUTENIO
HEOJTHOKPATHO JaBAJINCh MUCHMEHHBIE OTBETHI MO CYIIECTBY B CBSI3U C paHee
HaIPaBJICHHBIMH OOpAICHUSAMH, U TIPH 3TOM B OOpAIllCHUH HE MPUBOAATCS HOBBIC
JIOBOJIBI U OOCTOSITENICTBA, TO TMEPENUCKa MO JAHHOMY BOMPOCY C 3asBHUTEIIEM

MOKET OBITh MPEKpalleHa ¢ YBEJOMICHHUEM 00 3TOM 3asBUTEIIS.
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Ecnu ot 3asBuTENs, ¢ KOTOPHIM Mepenucka Oblia MpeKpaieHa, MmocTynaeT

ouepeaHoe oOpalleHHe 0 TOMY K€ BOIPOCY, TO TUCbMEHHBIN OTBET Ha HET'O MOYKET
HE J1aBaThCs, @ caMO OOpallleHue HapaBJIsIeTCs B AEIIO.

6.19. OOpaiieHusi, HampaBlICHHbBIE B  TEPPUTOPUATBLHYIO  KOMHCCHIO
C UCIOJIb30BAaHUEM JJEKTPOHHOM (OpMBI  OOpallleHHi, PEerucTpUpyroTCcs
U paccMaTpHUBAIOTCS B YCTaHOBIEHHOM mopsiike. OTBETHl Ha Takue oOpallieHus
HAMPaBJISIOTCA B (POpME SIEKTPOHHBIX JOKYMEHTOB, MOANMUCAHHBIX AJIEKTPOHHON
NOJNKCHIO, MO0 B (OpME AJIEKTPOHHBIX 00pa3oB AOKYMEeHTOB B (opmare pdf
no  aapecaM  3JEKTPOHHOW  TOYTHl,  YKa3aHHbIM B OOpaIlCHHH.

OOpaienus TrpaxiaH, IOCTYNHMBIIME Ha aApec AJIEKTPOHHON MOYTHI
TEPPUTOPUAIIBHOM  KOMHUCCUHM, HE  PErUCTPUPYIOTCI B  COOTBETCTBUU
¢ ®enepanbHbiM 3aKkoHOM OT 28 nmekadps 2024 roma Ne 547-03 «O BHeceHUU
u3MeHeHnii B @DenepanbHblii 3akoH «O MOpSAKE PaccMOTpPeHUs OOpalleHui
rpaxnaH Poccuiickon @enepanum.

OOpaienus rpaxaaH, MNOCTYNUBIIME B TEPPUTOPUAIBHYIO KOMHUCCHUIO
n3 [IUK Poccun, peructpupyrorcs ¢ ucnonap3zoBanueM [IJ[ oTnenbHO OT Apyrux
BUJIOB JIOKYMEHTOB.

6.20. B cmywae ecnm 3ampammBaeMas uMHGopManus  OnMyOJIMKOBaHA
B CpencTBax MmaccoBo wuH(popmaruu 1m0 pa3MmemieHa B ceTu VHTepHer,
TEPPUTOPUAIIBHASI KOMUCCHS B OTBETE HA 3aMPOC MOXKET OrPAHUYUTHCA YKa3aHUEM
Ha3BaHMs, AaThl BBIXOJIa U HOMEpa CPeACcTBa MaccoBOM MH(pOpPMAIMHU, B KOTOPOM
onmy0JIMKOBaHa 3ampainiuBacMas HH(OpPMalus CO CCBhUIKOW (aapec CTpaHHUIIbI)
Ha MHGOpPMAIIHIO, pa3MENICHHYIO B ceTH MHTepHeT.

6.21. Ilpu peructpanuu obOpamenuss B IIJ[ mo wuroram paccMoTpeHus
oOparieHusi JTOJDKHOCTHBIMHU JIMIIAMU, OTBETCTBEHHBIMH 32 BBOJ U 00pabOTKY
uHpopmarmu B [1]1, Bo Bknagke «O6pamenue» [1]1 3anonusercs none «IIpunsrsie
MEpPBI», a TaKKe€ BHOCATCS CBEJIEHHUS O pe3yJibTaTaX pacCMOTpPEHHs oOpalleHus
B Oioke «Bompoce» B TeueHue Tpex paboyux JHEW cO AHS PACCMOTPEHUs
oOpamieHuss 1 B TEUEHHUE OJHOTO pabouero AHS Uil OOpallleHud Mo BOIpocam

IMPOBOAHUMBIX I/I36I/IpaTe.]'II>HI>IX KaMIaHUi.
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6.22. JInuHbplii TIpueM rpaxaaH MO BOIPOCAM, BXOJSIINM B KOMIIETEHIIHIO

TEPPUTOPUAIBHOM  KOMHUCCHH,  SBJISIIOIICHCS  TOCYJAapCTBEHHBIM  OPTraHOM,
OCYILIECTBIISIETCS npenacenaTeaemM TEPPUTOPHUATIBHON KOMHUCCHH,
0 TpeABapUTENbHOM 3amucu Mo TpaduKky, YTBEPXKICHHOMY IpejacenaTesieM
TEPPUTOPUAIIBHOM KOMHUCCHM, W peructpupyerca B JKypHane ydera npuema
rpaxaad (nmpunoxenue Ne 8.1).

Nudopmanus 0 MOPSAKE npuemMa rpakJ1aH pazmeniaercs
Ha UH(OPMAILIMOHHOM CTEHJE TEPPUTOPUATILHON KOMUCCHUU.

[To npuObITHM HA JWYHBIA TPHEM TPAXKIAHUH TPEIBSIBISET JOKYMEHT,
yA0CTOBEPSIOIIUI €ro JTUYHOCTb.

Benenne nu4yHOro mnpuemMa TIpaxJaH MOXKET CONPOBOXKAATHCS ayJHO-
Y BUJIEO3aIIUCHIO, O YEM IpakJaHe YBEAOMIISIIOTCS 10 Hayaja mpueMa.

6.23. KpaTkoe cojaep:kaHue YCTHOTO OOpalieHus, JOJKHOCTh U (aMIIHs
JMIIA, OCYIIECTBIISAIONIEIO MpPUEM, peUIeHHe, MPUHITOE MO YCTHOMY OOpalleHuo
3aHOCUTCA B KapTOUKY JIMYHOTO IIpreMa rpaxaanuna (npuinoxenue Ne 8.2).

B xoj1e TnyHOro npuemMa 3asBUTENIEM TaKKe MOKET ObITh MOAaHO OOpaIleHue
B NHCbMEHHOM  (Gopme, HA  KOTOpPO€ JaeTci  NHUCHBMEHHBIH  OTBET
B CPOKH, YCTAHOBJIEHHBIE JIJIsl pACCMOTPEHUSI COOTBETCTBYIOIIUX OOpaIeHU.

Ecnu oOcTosiTenscTBa, U3MI0KEHHBIE B YCTHOM OOpAaIlIeHUH B XOJ€ JTUYHOTO
npuema, TpeOyIOT MPOBEPKH, HA TaKoe OOpallleHHe TAeTCs MUChbMEHHBIN OTBET
B CPOKH, YCTAHOBJIEHHBIE JJIsl PACCMOTPEHUSI COOTBETCTBYIOIIUX OOpaIeHUI.

B xone nuyHOro mpueMa 3asBUTENI0 MOXKET ObITh OTKa3aHO B JajbHeEieM
pPacCMOTPEHUH OOpallleHusl, €CIM €My paHee ObUT JaH OTBET IO CYIIECTBY
MIOCTaBJICHHBIX B OOpAIIEHUH BOIIPOCOB.

B ciyuae rpy0oro, arpeccMBHOT0O MOBEACHUS 3asIBUTEINSI IPUEM MOKET OBIThH
npekpaiied. [Ipu HeoOXOIMMOCTH MOKET ObITb BbI3BAH COTPYIHHUK OXPaHbI
WIN TPaBOOXPAHUTEIbHBIX oOpraHoB. MHbopMmainus O NOBEAECHUH 3asiBUTENs

OTpa)KaeTcs B KypHaJe yyerTa.



46
6.24. [lepenanHpie Ha JUYHOM TpUEMe OOpalieHus: B MUCbMEHHOU (opme

PETUCTPUPYIOTCA U PACCMATPUBAKOTCA B YCTAHOBJIICHHOM IJIsI COOTBCTCTBYIOIIIUX

oOpallleHHnil mopsJiKe.

7. OcobeHHOCTH PadOTHI € JOKYMEHTAMU, COIEPKANUMH CJIYKeOHYI0
HH(OPMALHMIO OTPAHNYEHHOT0 PACTIPOCTPAHEHH S
(c momerkou «/luis ciry:ke0HOr0 MOJIb30BAHMS)

7.1. OcobeHHOCTH PabOThl C JTOKYMEHTaMH, COAEpPKAIUMU CITy>KEOHYIO
uHGOPMAITUIO OTPAHUYEHHOTO PACTIPOCTPAHECHHUS.

7.1.1. K cnyxebHoil uH(}OpMAUMU OrpPaHUYEHHOTIO PACIPOCTPAHECHUS
OTHOCHUTCSI HECeKpeTHass HHQOpMaIus, HE3aBUCHMO OT BHJAa €€ HOCHUTEIs,
OTpaHUYCHHUS Ha PaACHpPOCTPAHEHHWE KOTOPOM JUKTYIOTCS €€ CIy>KeOHOM
HEO0OXOIUMOCTBIO.

7.1.2. HeobxomumocTh  mpocTaBiieHuss ToMmeTku  «[lms  cmykeGHOTO
nosib3oBaHus» (nanee — «/JICII») Ha gokymMeHTax W H3JaHUSAX, COJEPKAIIMX
cinyxeOHyl0 HMH(OpPMAIMIO OTPAaHMYEHHOTO PACHpPOCTPAHEHUS, OMPEICNAeTCs
npecenaTenem TEPPUTOPHATBHON KOMUCCHH, MOIMHUCHIBAIOIINM
WJTH YTBEPKIAFOIITIM JTOKYMCHT.

JIOMKHOCTHBIC JIHMIIA, TPUHSBIINE pEIICHHE 00 OTHECEHWU CITY)KEeOHOU
uH(pOpMAaIMHU K pa3psy OrpaHUYEHHOTO PaCIpOCTPaHEHUs], HECYT NEPCOHATIBHYIO
OTBETCTBEHHOCTH 32 000CHOBAHHOCTH IPUHATOTO PEIICHHS.

7.1.3. Ilometka «JICII» u HOMEp SK3eMIUIsIpa MPOCTABISIOTCS B MPABOM
BEPXHEM YIJIy TEpPBOM CTpaHHIBI OKyMeHTa (B clydae HEOOXOAMMOCTH —
U €ro TMpOEKTa), COACPKAIIEro CIyXeOHYI0 WHPOPMAIUIO OrPAaHUYEHHOTO
pacnpocTpaHeHusi, Ha O0JIOKKE U TUTYJHHOM JINCTE M3/IaHUs, a TAaK)Ke Ha MEepBOM
CTPaHHMIIC COMPOBOAMTEIHLHOIO MHChMa K TakKMM JOKyMeHTam. IIpu moarotoBke
nokyMeHnta cpencrBamu I1J] momerka «JICII» mpocraBisieTcs Ha 3JIE€KTPOHHOM
mabsoHe OJaHKa JTOKyMEHTA.

7.1.4. PaboTta ¢ MOKyMEHTaMH, COJEPKalIMMH CIy>KeOHYI0 HH(OpMaIHio

OTPAaHUYEHHOTO PACIPOCTPAHECHHS, B TOM YHCIIC UX MPUEM, YUeT (perucrpaius),
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OCYHICCTBIIACTCA B IIOPAAKC, YCTAHOBJIICHHOM IJI1I HCCCKPCTHBIX OOKYMCHTOB,

C Y4YeToM OCOOCHHOCTEW, H3JOKEHHbIX B HacrosmeM pazaene. [lpu stom
K PErHCTPAalMOHHOMY HOMEPY JOKyMeHTa no0asisercss nometka «JCID».

7.1.5. lokymentsl ¢ nometkod «JICII» peructpupyrorcst (YUYUTBHIBAIOTCS)
BMECTE C APYTMMH HECEKPETHBIMH JOKYMEHTAaMH. B perucrpanmoHHO-y4YETHOU
dbopme mpousBoautes 3amuch «JCID».

7.1.6. CkanupoBaHue, KONUpOBaHUE  (THUPAKUPOBAHUE) JOKYMEHTOB
¢ nometkoi «JICII», a Takxe pazMeleHne UX IpHu OCYLIECTBICHUU paboTsl B I1/]
NPOU3BOJUTCS MpeaceaarenaeM (CeKpeTapeM) TeppUTOpUaIbHOW KOMHUCCHUU JTMOO
pabOTHUKOM  amnmapara, OTBETCTBEHHBIM 3a BEJEHUE JIEJONPOU3BOJICTBA
C MX IHWCBMEHHOTO pa3pelIeHus, IPU 3TOM OCYIIECTBIAETCS YYET KaKIOro
HK3EMILIAPA YKA3aHHBIX JOKYMEHTOB.

7.1.7. JoxkymenTtsl ¢ nomeTkoit «ICID» Ha OyMaxxHOM HOCUTENE MEepeaatoTCs
noA noanuck. [Ipu nanpaBnenun qokyMeHToB ¢ nomeTkon «JICID» cpenctBamu I1/]
B PYK IPOCTABJISAETCS COOTBETCTBYIOIINI YPOBEHb JOCTyMa
K JIOKYMEHTY.

7.1.8. Joxymentsl ¢ momerkoil «JICII» HampaBisitoTcsi B Apyrue OpraHbl
U OpraHu3aluu opraHaMu QeaepanbHOll (DenbaIberepckord CBSI3HM, CIIyKOOU
CHEelUaIbHOM CBA3M MO0 HapouHbIM. [Ipy HampaBIeHUU JOKYMEHTOB C IOMETKON
«ICII» cpenctBamu IIJ] B IHMK Poccuu, @M npu MUK Poccuu, PLHOUT
npu UK Poccuu, Cankr-IlerepOyprckyro u30upaTeabHy0O  KOMHCCHIO,
n30upaTenbHble KoMuccuu cyobekToB Poccuiickoit Denepanuu, TeppUTOPHATIbHBIC
komuccun B PYK mpocraBnsieTcss COOTBETCTBYIOIIMH YpPOBEHb JOCTyHa K
JIOKYMEHTY. 3ampelaercsi mnepenaBaTh JIOKyMeHTh ¢ mnometkod «JICID» mo
HE3aIUIIEHHBIM KaHaJaM KOMIBIOTEPHO-MOJIEMHON U (PaKCUMHIIBHOW CBS3H.

Joxymentsl ¢ nomeTkon «JICID» pacchuiaroTcs HECKOJBKUM ajpecaram
COIJIACHO CIIUCKY pACCBUIKM, B KOTOPOM HAampOTHB KaXKIOro ajpecara
MIPOCTABJISAETCS HOMEP HK3EMILIAPA OTIPABIAEMOr0O JOKyMeHTa. CIIMCOK PacChUIKA

IMOoANMChIBACTCA IPEACCAATCIICM TCppHTOpH&HBHOﬁ KOMUCCHH.
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7.1.9. Ucnionnennple gokymeHThl c mometkoir «JICID» dopmupyrorcs

B J€la, B TOM YHCIJE 3JEKTPOHHBIE, B COOTBETCTBUM C HOMEHKJIATYpOH eIl
JIOKyMeHTBl TPYNIUPYIOTCS B JieJda BMECT€ C JIPyTMMU HECEKPETHBIMU
JOKyMEHTaMu 1O OJHOMY H TOMy e Bompocy. [lpu dopmupoBanuu pgena
Ha OyMa)XHOM HOCHUTEJE B IMPABOM BEPXHEM YIIIy OOJIOXKKH Jeia, B KOTOpOe
MOMENIEHBI TAKHE TOKYMEHTHI, mpocTaBiisieTcs: mometka «JJCID».

7.1.10. JoxymenTtsl ¢ nmoMetkoit «JICII» Ha OymMa)kHOM HOCHUTEJIE XpaHSITCS
B 3aKpbIBAIOLIMXCS MIKa(ax.

7.1.11. YHuutoxkeHue nen, TOKyMEHTOB M u3aaHui ¢ nomeTkou «JCID»,
yTPAaTUBIIUX CBOE IMPAKTUYECKOE 3HAYEHUE M HE HMEIOLUX HCTOPUYECKON
M HaydyHOM LEHHOCTH, NPOU3BOJUTCS 1O aKTy YCTAHOBJIEHHOW (HOpMBI
C YKa3aHMEM HOMEPOB 3K3eMIUISIPOB (mpuitoxeHue Ne 16).

7.1.12. Pemenne o cHatun nometkn «ICII» ¢ nmokymeHTa npuHHMAaeT
JOJKHOCTHOE JIMLIO, ITOANKCABIIEE WM YTBEPAUBILEE JOKYMEHT.

Cusatue nometku «/ICII» ¢ mpuCIIaHHOTO B TEPPUTOPUATIBHYIO KOMHUCCHIO
JOKyMEHTa MOKET OBbITh IPOU3BEAEHO TOJBKO MO COIIACOBAHUIO C OpraHU3alueH,
HaIpaBUBIIEH JOKYMEHT.

Custue nometrku «JICID» ¢ mokyMeHTa TPOU3ZBOAUTCS MpEICENaTesieM
(cekperapeM) TEppPUTOPHAIBHON KOMHCCHMM JHOO paOOTHHKOM ammapara,
OTBETCTBEHHBIM 32 BEJICHHUE JEJIONPOU3BOJICTBA HAa OCHOBAaHUU IHUCHMEHHOIO
yKa3aHus JOJKHOCTHOTO JIMIA, TPUHIBIIETO Takoe peweHue. [Ipu cHITHr noMeTKr
«J1CII» Ha JIOKYMEHTAX, Jeax 150301 U3JaHUSX, a TaKXKe
B PETUCTPALMOHHO-YYETHON (hOpME IeNal0TCsl COOTBETCTBYIOLIUE OTMETKHU.

O cusatun nometrku «JICII» yBemomisitoTCS BCE ajipecarbl, KOTOPHIM
JIOKYMEHT HampaBIIsICs, MO0 OpraHu3alys, €ro HarpaBUBIIIas.

7.1.13. B cityuae yTpartsl 1€, JOKYMEHTOB WIH U3faHui ¢ nomeTkon «JICID»
a100 pasriamieHus coAepiKaIieiicss B HUX WH(opMaIuyu Ha3HavYaeTcsl CIy>KeOHas
NpOBEpPKa, O  pe3yibTaTax  KOTOPOM  JOKJIAJbIBACTCS  MPEACENATENIO

TEPPUTOPUATIBHON KOMUCCHH.
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OO0 ytpare nmen, JOKyMeHTOB M m3jaHuii ¢ momeTkor «JICII» cocraBmsieTcs

dKT, Ha OCHOBAHHUH KOTOPOro ACJIANOTCA COOTBCTCTBYIOIIHMC OTMCTKH B YHUCTHBLIX

dbopmax.

8. IToaroroBka, opopmiieHue, BBINYCK, Y4eT JOKYMEHTOB,
paccMaTpUBaeMbIX Ha 3aCeJaHUAX TEPPUTOPHATBHON KOMHUCCHH

8.1. ®opMupoBaHHE NPOEKTA MOBECTKU [HS 3aCENaHUs TEPPUTOPHAIBHOMN
KOMMCCHHU.

8.1.1. [IpoekT mMOBECTKH [IHS 3aceJaHusl TEPPUTOPUATBHON KOMUCCHUHU
dbopmupyeTcsi 3a0JIarOBpeMEHHO Ha OCHOBAHMM IIJIAHOB padOThl M PEHICHU
TEPPUTOPUAIBHOM KOMHUCCUM (Jajiee — pelleHnid), MOpy4YeHUN Mpeacenaresns
TEPPUTOPUAIIBHON KOMUCCHH, ITOCTYIHUBIINX JOKYMEHTOB H, IIOCIIE COTJIACOBAHUSA
C TMpeacenareleM TEPPUTOPUATBHON KOMMCCHUU TOJIHCBIBAETCS CEKpPETAPEM
TEPPUTOPUAIIBHOM KOMHUCCHH.

Takrke NpOeKT NOBECTKU AHS 3aCEAAHNS TEPPUTOPHATBHON KOMUCCHN MOKET
dbopmupoBaThCsl M COTJIacoBbIBaThCA cpenctBamu [IJ[ m mocne coriiacoBaHust
npeacenaTe’aeM TEPPUTOPUATIBHOM KOMMCCHUHM  COIVIACOBBIBAETCS CEKpETapeM
TEPPUTOPUAIBHON KOMUCCHH JIJIsI BBIHECEHUS HA 3acCEaHue.

8.1.2. UneHsl TEppUTOPUATBLHON KOMHUCCHHM BIIpaBE MNPEIIOKUTH BHECTH
B IOBECTKY [JHS 3acelaHMsl BOIPOCHI, HE IMPENyCMOTPEHHbIE IUIaHaMU PaOOThI
U pEUICHUSIMA  TEPPUTOPUAIBHOM  KOMHUCCUHM, T[pU  YCIOBUM  HAJIAYUSA
MOJTOTOBJIEHHBIX 110 ’TOMY BOIIPOCY JTOKYMEHTOB.

JlaHHBIE BOMNPOCHI BKJIIOYAKOTCS B IPOEKT TNOBECTKU [IHS 3acelaHus
TEPPUTOPUAIBHON  KOMHCCHM  TpU  THUCBbMEHHOM  OOpAallleHuH  4JIeHa
TEPPUTOPUAIIBHONM KOMMCCHUHM, IO WHULMATUBE KOTOPOIO BOIPOC BBIHOCHUTCSA
Ha 3acCelaHue, Ha UMS NpPEACENaTeNsi TEPPUTOPUATBHON KOMHUCCHHM, B KOTOPOM
YKa3bIBaIOTCS HAMMEHOBAaHWE BONPOCA, JOKJIATUMK M JlaTa Iepeladyd MpOeKTa
pelIeHUsT B COOTBETCTBUU C IIYHKTOM 8.2 M MaTepHaloB K HEMY CEKpETaplo

TEPPUTOPUATIBHON KOMUCCHH.
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8.1.3. CornacoBanHblii C TpeAceAaTeseM TEePPUTOPUAIBHOM KOMUCCUHU

U TIOJINTMCaHHBIN (cormacoBaHHbIN cpenacTBamu [1]]) cekpeTapem TeppuTOpUabHON
KOMHMCCUM TIPOEKT TIOBECTKM [JHSA 3aCENaHUs TEPPUTOPUAIBHOM KOMMCCUU
TUPAXKUPYETCS JJI PACCBUIKH YI€HaM TEPPUTOPHUATIBLHON KOMUCCHUU.

[IpoekT noBecTKH HS 3aceaHusl TEPPUTOPHUATIBHON KOMUCCUN Pa3MeEIaeTCs
Ha odurmanbLHOM cainre TEPPUTOPUATBHON KOMHUCCHUU
B MHdopmanmoHHO-TEIEKOMMYHUKAIIMOHHON ceTH VIHTepHeT B  CpOKW,
yCTaHOBJICHHbIE PernmaMeHToM TeppUTOpHAIbHON KOMHCCHH, a TAaKKE MOXKET ObITh
pasociaH 4jieHaM TEPPUTOPUAIBHOW KOMHCCUHM HAa YKa3aHHBIE UMM 3JIEKTPOHHbBIC
IIOYTOBBIE aJIpeca.

8.2. [lonrotoBka JOKYMEHTOB IIO BOINPOCAaM, BKJIIOYEHHBIM B IIPOEKT
MOBECTKU JHS 3aceaHusl TEPPUTOPHAITBHON KOMUCCHH.

8.2.1. JIokyMeHTBI IO BOIPOCaM, BKJIIOYEHHBIM B MPOEKT ITOBECTKU JIHS
3acejaHusl TEPPUTOPUAIBHOM KOMHUCCHUH, TOTOBSTCS pabouuMu TpyNiaMu
TEPPUTOPUAITBHOM KOMHCCHH, npeacenaTeaeM (cexpetapem),
AM00 MO WX TOPYYEHHID HWHBIMHU WICHAMH TEPPUTOPUATBHON KOMHCCHH,
32 KOTOPBIMHM 3aKpEIUIEHbl COOTBETCTBYIOIIME HANpPABICHUS JEATEIbHOCTH,
C TMpuUBIEYEHHUEM, B Ccllydyae HEOOXOJUMOCTH, paOOTHUKOB  ammapara
TEPPUTOPUAIIBHON KOMHUCCUU U JIPYTUX CHELHAIUCTOB (JJOKYMEHTHI IO BOIIPOCAM,
BKJIFOUYEHHBIM B IPOEKT MOBECTKU [IHS 3aCENaHUsl TEPPUTOPUATBHON KOMHUCCHUH,
MOTYT TOTOBUTBCS U COTJIacOBBIBaThCS cpeactBamu 11]1).

8.2.2. [IpencrapisieMble K pacCMOTPEHUIO JOKYMEHTHI JOJKHBI BKIIOYAThH
03arJiaBJICHHbIA MPOEKT pEIIeHUs C NPUOOIIEHHBIMM K HEMY MOJJIMHHUKAMU
JOKYMEHTOB (B TOM 4YHMCJIE pacleyaTaHHbIMU KOINHUAMH  JOKYMEHTOB,
NOCTYNHUBIIUX/TIOATOTOBICHHBIX B DJIGKTPOHHOM  BMJIE),  MOCIYXUBLIMX
OCHOBAaHHMEM [UJIl PACCMOTPEHHUS BONPOCA HA 3aceJaHuU TEPPUTOPUATIBHOMU
KOMHUCCHH, JTUOO MPOEKT MHChMa, MOAJIEKAIEro COTJacOBAaHMUIO Ha 3aceIaHUU
TEPPUTOPUAIIBHOM KOMHUCCHUU, TPU HEOOXOIUMOCTH — MOSICHUTENbHYIO 3aITUCKY

10 pacCMaTPUBAEMOMY BOIIPOCY.
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8.2.3. [IpoekThl TOKYMEHTOB (BKJItOUAs IPUIIOKEHUS ), IPECTABIIIEMBbIE IS

paccMOTpEHHs] Ha 3aCE€JaHUM TEPPUTOPUAIBHOM KOMHUCCHH, BH3UPYIOTCS
UCTIOTHUTEJIEM U WICHOM TEPPUTOPUAIBHOM KOMHUCCHUM, OTBETCTBEHHBIM
3a IOJIFOTOBKY JOKYMEHTa, Kak Ha O0yMa>KHOM HOCHUTEJIE, TaK U B JJICKTPOHHOM BH/JIE
cpenctamu I1/1.

[IpoekTbl JOKYMEHTOB (BKJIOYasl MPHUIIOKEHHUS), COAEpKAIlHe BOMPOCHI
dbuHa"HCUpoBaHUs BEIOOPOB (pedepeH1yMoB), GMHAHCOBOTO OOSCIICUCHHS TEKYIIEH
NEATEeIbHOCTH TEPPUTOPUATIBHON KOMUCCHH, B 00513aT€IbHOM MOPSIIKE BUSUPYIOTCS
TJIaBHBIM OyXTaJITepOM TEPPUTOPUATLHON KOMUCCHUH.

Buspl mnpocTaBisitoTcsi B KOHIIE TEKCTa TMPOEKTa pelieHust Juodo
Ha OOOpPOTHOM CTOpPOHE TOCJIEAHEro JIUCTAa TPOEKTa JOKyMEHTa (BKJIIOYas
NPWIOKEHHUS]) TO YyCTaHOBIEeHHON ¢dopme (mpunokenune Ne 9). Kaxiplii nuct
MPUJIOKEHUS BUBHPYETCS UCTIOJTHUTENEeM. Br3a npocTaBiisieTcss B IPaBOM HIDKHEM
YTy Ha CBOOOHOM IT0JI€ CTPAHUIIBI TTOCTIE TEKCTa JIMO0 HAa 00OPOTHOM CTOPOHE.

[Ip1 MOATOTOBKE M COrIAaCOBAHHUM MPOEKTOB JTIOKYMEHTOB cpenctBamMu [1/]
JIUCT COTJIACOBAHMS PAcIeyaThlBACTCs U MPUOOIIAETCS K MOJUIMHHUKY JTOKYMEHTA.
[Ipy HEOOXOAUMOCTH TOJYYEHHUS BHU3bl JOJDKHOCTHOTO JIMIIAa Ha JIMCTE
COrJIacOBaHUS JIIOKYMEHTA, HOATOTOBJICHHOI'O cpeacTBamMu I,
OH pacneyaThIBA€TCs, EPEAACTCS BMECTE C MPOEKTOM JOKYMEHTA Ha BUSUPOBAHUE
COOTBETCTBYIOIIEMY JOJKHOCTHOMY JIHILY.

8.2.4. cnonuurens 00€CNEUMBAET KOMIUIEKTHOCTh BCEX JIOKYMEHTOB,
0003HAaYEHHBIX KaK B MMPOEKTE PEIICHHUS, TaK U B MPUIIOKEHUAX K HEMY.

8.2.5. [locne mpocMoTpa, a B HEOOXOAUMBIX CIIydasx — BHECEHHsI MOIMPABOK,
CEKpeTapb TEPPUTOPUATHLHON KOMHUCCUU Ha MOATOTOBJICHHBIX U 0OPMIICHHBIX TS
paccMOTpEHHs] Ha 3acelaHhM MPOEKTaX JOKYMEHTOB JIEJIa€T  OTMETKY
«Ha 3acenanue», cTaBUT MOANKCH U AaTy (mpocTaBisieT oTMeTKY «Ha 3acenanue»
cpeactBamu I1J]) m mnepenmaer (Hampasisier cpenactBamu I1J]) Bech KOMIUIEKT
JOKYMEHTOB JUIsl TUpaXHpPOBaHUS pPAOOTHUKY ammapara, OTBETCTBEHHOMY

3a BEACHUC ACIIOIIPOU3BOJACTBA.
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8.2.6. JIOKyMEHTHI K 3aCE€aHHUI0 MOTYT HAIpPaBISATHCA IO MPOCHOE HUIECHOB

TEPPUTOPUAIBHON KOMHCCHM Ha yKa3aHHbIE UMM 3JIEKTPOHHBIE ITOYTOBBIE aJpeca
W/WIM TIepeaBaThCcsd UM IEpesl HadaloM 3acelaHus, a JUUaM, MpUTIalleHHbIM
Ha 3aceJlaHue, MaTepuabl 110 BOIIPOCY, HAa KOTOPBIA OHU NMPUTJIAIIEHbI, IEPEIAI0TCsS
nepe HayajaoM 3acelaHusl.

[lanku ¢ HOKyMEHTaMH, MOJJIEKAIIMMH PACCMOTPEHUIO B COOTBETCTBHH
C MPOEKTOM IOBECTKH JHS 3aCE€laHusl TEPPUTOPUATIBLHON KOMUCCUU, KOMILIEKTYET
U pa3gaeT 4WieHaM TEpPPUTOPUATIBHOM KOMHUCCHMM TE€pe] HauyajJoM 3aceJaHus
pabOTHUK anmnapaTta, OTBETCTBEHHBIN 3a BEJICHHUE JIEIONPOU3BO/ICTBA.

8.2.7. Ilepen HavasioM 3acenaHusi paOOTHUK arlrapara, OTBETCTBEHHBIM
3a BEIEHUE [EJONPOU3BOJCTBA, JUOO CEKpETapb TEPPUTOPUATIBHON KOMHCCHH,
PETUCTPUPYIOT WIEHOB TEPPUTOPUATBHON KOMUCCHUH C ITPABOM PELIAIOIIEro royioca,
IPUCYTCTBYIOIIMX HA 3aCEIaHMM W MPUIJIAIICHHBIX Ha 3aceJaHue JIMI, CIUCOK
KOTOPBIX MPEACTABISECTCS MIPEICENATEN0 TEPPUTOPUAIIBHON KOMUCCHUH.

8.2.8. Ha 3acepaHum TeppUTOPHAIBHOM KOMHUCCUU BEIETCS IMPOTOKOI
U MOXXET MPOM3BOJUTHCS ayauO3aluch (BUAEO3aNKCh). B ciayuyae mpousBoacTBa
ayJIMo- WU BHUJIC03AIUCH YJIE€HBl TEPPUTOPUATILHON KOMHCCUU UM TPUTIIALICHHbIE
YBEJIOMJISIFOTCSI 00 3TOM J10 OOBSBIICHUS ITOBECTKHU JTHS 3aCeIaHUs.

8.3. BrIlyck 10KyMEHTOB, pACCMOTPEHHBIX HA 3aC€AaHUU TEPPUTOPUATIBHON
KOMUCCHH.

8.3.1. JIoKyMEHTBI, pPACCMOTPEHHBIE Ha 3aCEJaHUM TEPPUTOPHUATBHOMN
KOMHCCHH B CTy4ae, €CJIM B X0/1€ 3aCeJaHUs] BHOCUJIUCh U3MEHEHUS, TOJIKHBI OBITh
nopaboTaHbl, a 3aTEM MOANMMCAHbBI, 3aPETUCTPUPOBAHBI U PA30CIIaHBbI.

8.3.2. Cpok nopabOTKM JOKYMEHTOB HE JOJHKEH MPEBBILATH TPEX padounx
JHEH mociie AHs 3aceJaHusl, €CJIM UHOM CPOK HE onpesiesieH (eepanibHbIM 3aKOHOM
u/unn 3akoHoM Cankrt-IlerepOypra, periiaMeHTOM TEPPUTOPUATIBHON KOMHUCCUU
WJIM HE OTOBOPEH Ha 3aCEJaHuMu.

8.3.3.Ilpu nopaboTKe [JOKyMEHTa HCHOJHUTENIb BHOCUT B  TEKCT
COrJjacoBaHHblE B XOJ€ 3acedaHusi u3MeHeHus. B cioywae npuHATHA

TEPPUTOPUAIBHOM  KOMHCCHEH  pEIIeHHS O  HEOOXOJAMMOCTH  KOHTPOJIS
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3a BBIIIOJIHCHHUCM PCHICHUA €TI0 TCKCT JOIIOJHACTCA IIYHKTOM, B KOTOPOM

Ha3HA4aroTCs JINIA, OTBETCTBEHHBIE 3@ UCIIOJTHEHUE.

8.3.4. JIokyMeHT, TOJICKAIMN TMOAMUCAHUIO (BKJIIOYAsh MPUIOKEHHUS),
MOJATOTOBJICHHBI HAa OyMa)XHOM HOCHUTENE, BHU3UPYETCS HUCIOJHUTEIIEM,
OTBETCTBEHHBIM 32 €0 OATOTOBKY.

JIOKyMEHTBI (BKIIIOYAst MPUIIOKEHHUS), coaepKaiue BOIIPOCHI
¢buHaHCcHpOBaHUST BHIOOPOB, (DMHAHCOBOTO O0ECIEUEHUS TEKYIIEH NeATeTbHOCTH
TEPPUTOPUAIBHOM KOMHCCHUHU, B 00SI3aT€IbHOM MOPSIAKE BUZUPYIOTCS TJIABHBIM
OyXTanTepoM TePPUTOPUATBHON KOMHUCCHH.

JIoOKyMeHT,  TOJUIeKAlllMii  MOAMMCAHUI0  (BKJIOYAsl  MPUIIOKEHUS),
corsiacoBaHHbll cpencrBamu [1J] u mpuHATHIA 0€3 M3MEHEHUM Ha 3aceaHuu
KOMHCCHH, pacrevyaTblBaeTCsl HA COOTBETCTBYIONIEM OJIaHKE, K HEMY MPUOOIIAETCS
JUCT COIJIACOBAHUSA, 3aTEM JIOKYMEHT IPEACTABISAETCS Ha IOANUCH CEKPETAPIO
U TIpeAceaaTeNt0 TEPPUTOPUATIBHON KOMUCCHH.

JlopaboTka M COIJIaCOBaHHME JOKYMEHTOB, PACCMOTPEHHBIX Ha 3aceIaHHUU
KOMUCCHH, MOXKET OCYLIECTBIAThCS cpeacTBamu 11/].

Bu3bl mpocTaBiIAIOTCS aHAJOTUYHO TIOPSAIKY, YKa3aHHOMY B a03aile TPeTbeM
nyHkra 8.2.3.

IIpy mOATOTOBKE M COIIACOBAaHHUM INPOEKTOB TOKYMEHTOB cpexncrBamMu I1/]
JIUCT COTJIACOBAHMS MPUOOIIAETCS K TOJTMHHUKY JOKYMEHTA.

8.3.5. PaboTHUK amnmapara, OTBETCTBEHHBIM 3a BEICHHE JEIONPOU3BOACTBA
CIEAUT 3a KOMIUIEKTHOCTBIO TMPHUJIAra€MbIX K  PEIICHUI0 JOKYMEHTOB
Y pacrnoyiaraeT MX B TOW IOCIEAOBATEIbHOCTH, B KOTOPOW OHU YIOMHUHAIOTCSA
B TEKCTE.

8.3.6. Ecnu Bompochl, cojaepKalluecss B PELUICHHH TEPPUTOPHAIBHOM
KOMHCCHUM, KacCalTCs JEATEIBHOCTM OJHOM WM HECKOJIBKMX CTOPOHHHX
OpraHu3aluii, K JOKYMEHTY MpHUJIaraeTcs JHCT COIJIACOBaHUs, B KOTOPOM
YKa3bIBAIOTCS HAMMEHOBAaHUE OpraHu3alliH, JOJKHOCTb, MHUIMAIBl U (haMuiIus
JNOJDKHOCTHOTO JIMIA, C KOTOPBIM 3TOT JOKYMEHT COIJIaCOBAaH, M CTABUTCA

ero COOCTBEHHOPYYHAas MOAIHCH.
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CornacoBanne MOXeT OG(OPMISITBCS Ha TMOCIACAHEM JIMCTE PEIICHUS

TEPPUTOPUAITBHON KOMUCCHH.

8.3.7. K ohopmMIIEeHHOMY pEHIEHUI0 TEPPUTOPUATBHON KOMUCCUU PAOOTHHK
anmapara, OTBETCTBEHHBI 3a BEJECHHME JIEJIONPOM3BOJCTBA, TOTOBUT OTYET
O pAacChUIKE IO COOTBETCTBYIOLIUMM ajJpecaTaM U pa3MEIIeHUH pEelIeHUu
TEPPUTOPUAIBHOM KOMHUCCHMU Ha oduuuanbHoM caiite (mpuioxenue Ne 10).
Cnucok JOJDKHOCTHBIX JIMIL (OpraHu3aluii), KOTOPBIM HAIpaBiIseTCs pPEelIeHUe
TEPPUTOPUAIBHON KOMUCCHUH, MOKET ObITh MOJArOTOBJIEH cpeacTBamu I1/].

B cnincok BkitouaroTces auiia, KOTopble OyAyT 3aeiiCTBOBAHbI B peain3aluu
OPUHATOTO  JOKYMEHTa WU JOJIKHBI OBITh pouH(OPMUPOBAHBI
0 €ro COAEPKaHUU U KOTOPBIM 3TOT JOKYMEHT JIOJKEH OBbITh pa30CiaH.

Cnucok pacChUIKM JOKYMEHTOB TOJIIMCHIBAETCS PAOOTHUKOM ammapara,
OTBETCTBEHHBIM 3a BEACHHE JEJIONPOU3BOJCTBA M YTBEPKAAETCS MpeAceaarenemM
TEPPUTOPUAIIBHOM KOMHUCCHH.

8.3.8. OgopmIIcHHBIM KOMIUIEKT JOKYMEHTOB (pellieHne, 0003Ha4YeHHBIC
B €0 TEKCTE NMPUIIOKEHHUS, CHUCOK PACChUIKM) PAOOTHUK arapaTa, OTBETCTBEHHbBIN
3a BEJICHUE JIEJONPOU3BOJICTBA, IEPEAAET HA MOAIUCH IIPEACENATEIIO U CEKPETAPIO
TEPPUTOPUAIIBHOU KOMUCCHMU.

8.3.9. Penienne = MOANMCHIBAETCS  MpPEICENATENIeM U CEKpeTapem
TEPPUTOPUAIIBHON KOMUCCHH.

Ecnu Ha 3acenaHuu TeppUTOPUAIBHONW KOMMCCHM TMPENICENATENbCTBOBA
3aMECTUTENIb  MpeAceAaresis  TEPPUTOPUAIBHOW  KOMMCCHHM,  CEKpeTapb
TEPPUTOPUAIIBHOW KOMHUCCHUU WJIM OJUH U3 WICHOB TEPPUTOPHAIBHON KOMHUCCHUU
C MpaBOM pELIAOMIEr0 Trojoca, a TaKXkKe €cld TOJHOMOYHS CEeKpeTaps
TEPPUTOPUAIBHON KOMHUCCHHM OCYILIECTBIISUI OJMH HU3 YICHOB TEPPUTOPUAIBHOU
KOMHUCCHUHU C TIPABOM PEUIAOUIEro rojoca, TO MOANUCH B MPOTOKOJIE, HA PELIEHUN
0 OpPMIIAIOTCS CIEAYIOUUM 00pa3oM:

«3aMecTUTENb MpeacenaTenss TEPPUTOPUAIBHON KOMHUCCHUW» —B CIIy4yae

BPCMCHHOI'O OTCYTCTBUS IMPCACCAATCIIA TCppHTOpHaHBHOﬁ KOMHUCCHUH,
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«McrionHsromuyini 00513aHHOCTH peceIaTess TEPPUTOPHUATTLHOMN

Komuccum» —ipu  Hanmuuu  pemeHusi  Caskt-IletepOyprckoit  u3buparenbHON
KOMMCCUU 0 BO3JIOKEHUH Ha OJTHOTO M3 YJICHOB TEPPUTOPUAIBHON
KOMHCCHH C TPaBOM pEIIAKIIEr0 rojoca IOJHOMOYMM  IpeAcenarens
TEPPUTOPUAIIBHOU KOMUCCHUMU;

«IIpencenaTenbCTBYIOMMIT Ha 3aCE€JaHUU TEPPUTOPUATIBHOM KOMHUCCHH» —
B CJlyda€ BpPEMEHHOTO OTCYTCTBHSI NpEACEAaTeNs, 3aMECTUTENsSl IpelcenaTems
TEPPUTOPUAIBHOM KOMHUCCUHM, OTCcyTcTBUs pemieHus Cankt-lleTrepOyprekoit
U30UpaTeabHOM  KOMHMCCHHM O  BO3JIOKEHHMM  IIOJIHOMOYMH  MpejacenaTens
TEPPUTOPUAIIBHOW KOMHUCCUU Ha OJHOTO W3 WJICHOB TEPPUTOPUATIBLHON KOMHUCCHUU
C NPAaBOM pEIIAIOUIETO TO0JIOCAa M TNPH HAJIWYUU PEIIEHUS TEPPUTOPHUATIBHOU
u30MpaTebHOW KOMUCCHH;

«Mcnonusomuii 0043aHHOCTH CEKpeTapsi TePPUTOPUATBHOM KOMHUCCHUM» —
B cCllydya€ HalIWuus pemieHuss TeppuropuaibHO KOMHUCCHU O BO3J0XKEHUU
MOJIHOMOYHM CEKpeTapsi TEPPUTOPUATIBHOM KOMHUCCHUM Ha OJHOIO W3 YJICHOB
TEPPUTOPHAIIBHON KOMUCCHH € IPABOM PEIIAIOIIETO T0JIOCA.

«Cekperapp  3acellaHsi TEPPUTOPUATBHOM  KOMHCCHUU» —B  CIIy4ae
BPEMEHHOTO OTCYTCTBHUS CEKpeTapsi M30UpaTelbHOM KOMHUCCHUU M TNPU HAIUYUU
pELIeHUs] TEPPUTOPUATIEHON KOMUCCHUU.

8.3.10. ITocne moamucaHus peEUICHUS PETUCTPUPYIOTCS B  KypHAJIe
pEerucTpalnuu peieHuii, B KOTOpOM MpeayCMaTPUBAIOTCS: TOPSIAKOBBINA HOMED, 1aTa
OPUHATUS ~ pELIeHUs, PEruCTPAalMOHHBIA  HOMEp, COAEp’KaHWE pelIeHUs
Y HOMED JIeJIa XPaHEHHS.

8.3.11. Pemiennsi HyMepyrTCs B XPOHOJOTMYECKOHN IOCIEI0BATEILHOCTH
B npeaenax CpOKa ITOJTHOMOYH TEPPUTOPUATBHOM KOMUCCHUHU.
Homep pemieHns TeppUTOpUAIbHOM KOMHUCCHUM COCTOMT M3 HOMEpPA MPOTOKOJIA
3acelaHusl U MOPSAKOBOTO HOMepa Borpoca, (Hampumep: 1-5).

8.3.12. Yka3aHHBIE BBIIIE PEKBU3UTHI BHOCATCS B PETUCTPAMOHHO-YUYETHYIO
dbopmy. B ciyuae ucnonszoBanus I/ k PYK npukperuisiercss TeKCT TOKyMeHTa

B (popmate docx (st Tabnui nonyckarotces ¢aitisl popmata XIsX) U 3JE€KTPOHHBIN
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00pa3 nokymeHrta B popmare pdf (mpu HEOOXOAMMOCTH), a TaK)Ke JACIaeTCs CBsA3Ka

C JOKYMEHTaMH, TMOCIYXUBIIUMH OCHOBAaHUEM [UJII PACCMOTPEHHUs BOMpOCa
HA 3aCeJaHuU TEPPUTOPHUATIBHON KOMHUCCHUHU.

8.3.13. Pa3pemienre Ha THUpaXUPOBAHHE JOKYMEHTOB B HEOOXOIUMOM
KOJIMYECTBE [JIACT NPEACEHATENIb TEPPUTOPUATBHOM KOMUCCUU. JIOKYMEHTHI
TUPAKUPYIOTCA  pabOTHHKOM  ammapaTa, OTBETCTBEHHBIM  3a  BEJICHHE
JEJIONPOU3BOACTBA, HAa KaXJOW KOMUM JIOKYMEHTAa IIPOCTABJISAETCS I1€4YaTh,
yAOCTOBEPSIOIAs  MOJMUCHA  NpeaceaTeNss TEePPUTOPUAIBHOW  KOMHUCCUU
U CeKpeTapsi TEpPUTOPUATILHON KOMUCCUH (0€3 BOCTIPOU3BEICHUS TIOIITUCEH).

8.3.14. Konust pemieHuss TEPPUTOPUAIIBHOM KOMMCCUM  HalpaBJIseTCs
3asBUTEII0 B CIIy4yae, €CIM €ro OOpallleHuEe B TEPPUTOPHUAIBHYIO KOMHUCCHUIO
MOCIYKWJIO OCHOBaHMEM JUIsl PAacCMOTPEHHMS BOIpoca HAa  3acelJaHuu
TEPPUTOPUAIIBHOU KOMHUCCHMU.

8.4. OdopmieHune MpoTOKOIIA 3aCeTaHMs TEPPUTOPHUATLHON KOMUCCHUH.

8.4.1. IlpoTokon 3acenaHus TEPPUTOPHAIBHOM KOMHUCCUU OQOpMIIsETCS
Ha OJaHKe ycTaHOBIEHHOU Gopmbl (puiiokeHue Ne 4) B Cpok, HE MPEBHIIIAIOITUN
Tpex pabouux gHEH nociue aHs 3aceganus. [[poTokoi 3aceanus TeppuTOprHaIbHON
KOMMCCHUU MOXKET OBbITh odopmieH CpeACTBAMH I
C HCIIOJIb30BaHUEM COOTBETCTBYIOLIETO MMIa0ioHa OJaHKa JOKyMEHTA.

8.4.2. IlpoTokon 3acenanusi MOXET OGOPMIIATHCS B MOJTHOM WJIM KpaTKOM
dbopwme.

8.4.3. TekCT mpOTOKOJIa 3aceJaHus TEPPUTOPUATBHON KOMHUCCUU COCTOMUT
M3 JIBYX YaCTEW — BBOJHOM U OCHOBHOM.

8.4.4. B BBOAHON YacTH MPOTOKOJA YKA3bIBAIOTCA MHHUIIMAIBI M (aMUIHS
npeacenarenss  TEPPUTOPUATBHOM  KOMHCCHHM  (IIPEICcenaTeIbCTBYIOIIETO),
a TakKe MPUCYTCTBYIOIIMX: 3aMECTUTENsl MpeIceaaTeNsi TeppUTOPHATIbHON
KOMHCCHUH, CEKpeTaps TEPPUTOPUATBHON KOMHCCUU U WICHOB TEPPUTOPUATBLHOU

KOMHCCHUH, JINI], IPUTIIAIICHHBIX HA 3aCCIAaHUC, B aﬂ(baBI/ITHOM IMOpsAOKE.
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Homyckaercst  opopMieHUE TMPHUCYTCTBYIOIMUX  OTACIBHBIM  CIIHUCKOM

C yKa3aHWEM HWHULMAIOB, GaMuiuii u JopkHOocTed. CHHCOK mpuiiaraeTcs
K IIPOTOKOJY 3aCEIaHUs.

8.4.5. [loBecTka [nHS BKJIKOYAETCd B BBOJAHYKD 4acTh IPOTOKOJA.
OHa cOCTOUT U3 MEePEUHCIIEHUs BOIIPOCOB, KOTOPbIE 00CYkAAIOTCS HA 3aCeaHuM,
U 3aKpeIUIsieT MOCIE0BATEIbHOCTh UX OOCYXACHUS U (DaMUIUHM TOKIATYUKOB
(BBICTYMAIOIINX ).

Kaxxnp1il Bonmpoc MOBECTKU JHS 3acelaHusi HymepyeTcs: apadckoil uudpoii,
ero HauMeHoBaHue GOpMYTUPYIOT ¢ Tipeatora «O» unu «O6». [To kaxa0My MMyHKTY
YKa3bIBa€TCs TOKJIATUHUK.

8.4.6. OcHOBHasl 4acTh MPOTOKOJA COAEPKUT CTOIBKO PA3EIOB, CKOJBKO
IIyHKTOB BKJIFOYEHO B TIOBECTKY JIHS. B COOTBETCTBUM C HEM pa3liesbl HyMEPYIOTCSI.

Kax et pazgen cocrout uz tpex yacret: «CJIVILIAJIN, « BBICTYIINIIN»,
«PEIINJIN», koTopble MedaTarOTCs OT TPAHULBI JIEBOIO IOJA IPONHCHBIMHU
OyKBamH.

B gactu « CJIYIHAJIN kpaTKO U31aracTcs TEKCT BBICTYIUICHUS JOKIIAIIUKA.
Nuunmanst u  damMuiaus JOKJIAaJYUKa T[€YaTaloTcsl C  KpPacHOM  CTPOKHU
B HMMEHUTEJIBHOM MaAeKe. 3alucCh JOKIAJa H3JIaraercss OT TPEThEro Juua
€IMHCTBEHHOTO YUCIIA U OTJENSIeTCS OT (PaMIIIuU THpE.

Ecnu texer noknaga mpuiiaraercsl K NpOTOKOTY, TO MCHOJIB3YETCA CChUIKA
«Tekcr noknaaa npuaaraeTcs».

B wactu «BBICTYIIMJIM» mnepeyucnstorcss BBICTYMNAIOIIME W aBTOPbI
BONPOCOB. MHuIManb! U haMUiusl BHICTYTAIOIIETO NMEeYaTatoTCsl C KPACHOM CTPOKHU
B HMCEHHUTEIBHOM Imajgexe. KparTkasg 3anuch BBICTYIUIEHHS IO CYLIECTBY
paccMaTpuBaeMoro Bompoca (Mo PEelIeHHI0 MPeICeaTeIbCTBYIOIIET0) U3IaraeTcs
OT TPETHETO JULA EAUHCTBEHHOTO YUCJIA.

Ecnu TekcT BBICTYIIEHUS TMPUIIATaeTCs K MPOTOKOIY, TO HMCHOJb3YETCs
ccbuika «TekcT BBICTYIUICHHS IPUIIAraeTCs.

B uactu «PEIINJIN» oTpaxkaeTcs MPUHATOE PEIICHUE MO 00CYKIaeMOMY

BOIIPOCY Y PE3yJbTaThl TOJIOCOBAHUS.
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B IIPOTOKOJIC 3aCCAaHus OTPaAXaCTCA HAJINYHUC 0c000ro MHEHUS Yy 4iCHa

TEPPUTOPHATBHON KOMUCCUH, O(DOPMIIEHHOE B TUCEMEHHON popMe 0c000€ MHEHHE
MOMEIIAETCA MOCIIE PEIICHUS, B CBSI3U C KOTOPBIM 3TO MHEHUE U3JI0KEHO.

8.4.7. IIpoTokon 3acelaHus IIOJITACHIBACTCS IpeJce1aTesieM
WM TIPEICeAaTENbCTBOBABIIMM Ha 3aCEJaHUM U CEKPETapeM TEPPUTOPHUATIBLHOU
KOMUCCHUU (WJIH YWICHOM TEPPUTOPUATBHON KOMUCCHUH, UCTIOTHSBIINM O0sS3aHHOCTH
CeKpeTapsi TepPUTOPUATILHON KOMUCCHUH).

8.4.8. [Tocne moanucanuss MPOTOKOIBI PETUCTPUPYIOTCSI ¢ HUCIOJIB30BAHUEM
perucTpaniuoHHo-y4eTHo  (opmbl.  [IpoTokonbl  3acemaHuii  HyMepyrOTCS
B XPOHOJIOTMUYECKOM TOCJIEAOBATEILHOCTU B IMpelesiax CpOoKa MMOJTHOMOYUM
TEPPUTOPUAITBHON KOMUCCHH.

8.4.9. IlpoTokobl 3aceaHuil TEPPUTOPUATBHON KOMHUCCHHU, MPUOOIIICHHbIE
K HHUM pEHIeHUus BMECT€ ¢ MaTepuajiamMu, MOCIY>KUBIIUMUA OCHOBAaHUEM
JUISl UX TPUHATUS, OCOOBIMU MHEHUSIMH YJIEHOB TEPPUTOPHUAIBHOM KOMHUCCHUH
XpaHsTCs y npezacenarens (cekperaps wid pabOTHHKA anmnapara, OTBETCTBEHHOIO
3a BEJCHHE JCJIONPOU3BOJCTBA) TEPPUTOPUAIIBHOM KOMHUCCHUH, a 3aTeM,
opopMIIECHHBIE B COOTBETCTBHHM C TpeOoBaHUsSMU WHCTPYKIIMHU, TeEpeaaroTCs
B apXUB.

9. OgopMiieHre NPUKA30B MpeaceaaTes
TEPPUTOPUAIHLHOH KOMUCCHH

9.1. Ilpuka3 mnpencenarens TEPPUTOPUAIBHOW KOMHUCCHHM II0 OCHOBHOU
JesTenbHOCTH (Ianee — mpukas) ohopmisieTcs Ha OJlaHKe YCTAaHOBJICHHOU (hOPMBI
(mpunosxxenue Ne 4).

9.1.1 I[IpoekTbl NOpPUKA30B TOTOBATCA IO MOPYYCHUIO IpelcenarTens
TEPPUTOPUAIIBHON KOMUCCHUH.

[Ipuka3pl MOTYT TOTOBUTBCS M COTJIACOBBIBaThCA Takxke cpenactBamu I[1]1.
[Ipu moaroroBke mnpukazoB cpeactBamu I[IJ[ mcmonmb3yercss COOTBETCTBYIOIIMM
m1abyoH OJaHKa TOKYMEHTA.

9.1.2. Texcr mpuKaza COCTOMT, KaK IPABWIO, U3 KOHCTATUPYIOLIEN

Y PACIOPAIUTEIBHON YaCTEN U JOJKEH UMETD 3ar0JIOBOK.
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9.1.3.B koHcTatupyolield YacTH M3JaraloTcs I1edd MW 3aJayu

IIPEANNUCHIBAEMBIX JIeWCTBUM. ECiIM OCHOBaHMEM K WM3JaHUIO IIPUKa3a SIBISETCS
HOPMATUBHBIA  TPaBOBOM  aKT  WJIM  PACHOPSAMTENBHBIM  JOKYMEHT,
TO B KOHCTAaTUPYIOIIEH YaCTH YKa3bIBAIOTCS €0 Ha3BaHUE, 1aTa, HOMED, 3ar0JIOBOK.

9.14.B  pacnopsAaMTeNbHOM  4YacTH  COJEpXKATCA  NEPEUUCIICHUE
MPEANKUCHIBAEMBIX JECUCTBUM, CPOKM W HcnonHuTenun. IIyHKTBI npukasa
HYMEpYIOTCs apaOCKUMU LIU(PpaMu C TOUKON U HE UMEIOT 3ar0JIOBKOB.

9.1.5. Eciin npuka3 M3MEHSET, OTMEHSIET WIH JONOJIHIET paHee W3JaHHbBIN
IIPUKA3 WM €r0 OTAEJBbHBIE IYHKTBI, TO 3TO OrOBAapUBAETCS B TEKCTE MPUKA3a.

9.1.6.B MOCJIETHEM IIyHKTE pacropsauTeIbHON 4acTH,
IpU HEOOXOAUMOCTH, YKa3bIBA€TCS TOJDKHOCTHOE JIUIIO, HA KOTOPOE BO3NAraercs
KOHTPOJIb 32 HCIIOJIHEHUEM TIPHUKa3a.

9.1.7. Ilpn HAJINYUU MIPUIIOKEHU N K IIpUKa3y B TEKCTE
Ha HUX 0053aTeIbHO JeJIaeTCs CChUIKA.

9.1.8. IIpoexkT 1mpukKaza W  IPWIOKEHUI K HEMY  BU3BHPYIOTCA
HEIOCPEACTBEHHBIM UCIIOJIHUTEIIEM.

Ecim B mnpukasze comepkarcs BOIPOCHl (DUHAHCHPOBAHUS BHIOOPOB,
oOecrieueHuss JAESITENIbHOCTH TEPPUTOPUATIBHON KOMHCCHHM, TO OH BU3UpPYETCS
y TJIaBHOT'O OyXranTepa.

IIpukasel, NOArOTOBJIEHHBIE cpenctBamu [IJI, BHU3UpPYIOTCS aHAIOTHYHO
pHUKa3aM, MOArOTOBICHHBIM Ha OyMa>KHOM HOCHUTEJIE.

Bussl npocTaBisitoTcst Ha 000pOTHOW CTOPOHE MOCIEAHETO JUCTAa JOKYMEHTa
(nmpuka3sa, MIPUIIOKEHUS K HEMY) o YCTaHOBJICHHOU dopme
(mpunoxxenue Ne 9).

[Ipu moATrOTOBKE U COINIACOBAaHUM MPOEKTOB NpPUKA30B cpeacTtsamu [1]1 muct
COrJJacOBaHUSl PpacleyaThbIBae€TCs Ha OOOPOTHOW CTOPOHE TMOCJEAHEro JMCTa
JOKyMeHTa (IpuKa3a, MpHIoKeHus K HeMy). [Ipu HeoOXoIMMOCTH OTyUYEHUS BU3BI
JOJDKHOCTHOTO JIMIIA Ha JIMCTE COIJIaCOBaHUSA IIPUKA3a, IOATOTOBICHHOIO
cpeactBamu I1J], 1OKyMeHT nepenaercss Ha OyMa)KHOM HOCHTEJIE HA BUZUPOBAHUE

COOTBETCTBYIOILIEMY JOJKHOCTHOMY JIHILY.
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9.1.9. Ilocne noanucaHusi MPHUKa3bl PETUCTPUPYIOTCA C HMCHOJIB30BAHUEM

pErucTpalluOHHO-Y4YeTHOU (opMbI U (QOPMUPYIOTCS B JejlNa B COOTBETCTBUU
C HOMEHKJATypOil Jel TEeppUTOPUATLHOM KOMHUCCHUU BMECTE€ C JOKYMEHTaMH,
NOCITY>KUBIIMMY OCHOBAHHMEM JUUISl U3/IaHUS [IPUKA3a.

B ciywae ucnonszoBanus s perucrpaunu 111 x PYK npucoeaunsirorcs
TeKcT mpukaza B Qopmare docx wmm xIsx (mmst Tabmury momyckaroTcs (aiisl
dbopmara  xIsx), dJIeKTpOoHHBIM  oOpa3 mpukaza B dopmare  pdf
(mpu HEOOXOOUMOCTH) M JENAIOTCS CCBUIKM Ha JIOKYMEHTBI, MOCIYKUBIIHE
OCHOBAHMEM JIJIsl M3/IaHUs IIPUKA3a.

9.1.10. [IpukazaM NpUCBAUBAIOTCA PETUCTPALIMOHHBIE HOMEpa B Ipejesax
KaJICHIapHOTO T0/1a, IPH ATOM K MOPSAIKOBOMY HOMEPY Yepe3 Ae(rc MpOoCTaBIseTCs
OYKBEHHBIN UHJIEKC 0.

9.2. OpopmiieHre mpuUKa30B TMpeacenarenas u30UpaTebHOW KOMHCCUU
110 KaJPOBBIM BOIIPOCAM.

9.2.1. [lpukassl npeacenaTesss TEPPUTOPUATHLHON KOMHUCCUU MO KaJIPOBBIM
BOIIPOCaM U3JIAI0TCS 1o KOHKPETHBIM BOIIPOCAM, CBA3aHHBIM
C  JeATEIbHOCTBIO  YJEHOB  TEPPUTOPUAIBHOM  KOMHUCCHH,  IPUEMOM
Ha TOCYJIapCTBEHHYIO TpaxaaHckyto ciyx0y Cankr-IlerepOypra B ammapar
TEPPUTOPUAIBHON  KOMHUCCHHM,  MPOXOXKIEHHEM  TPaXTAHCKOW  CIY>KOBI
Y YBOJIbHEHHUEM C TPaKJAHCKOM CITY>KOBI B arnmapare TEppUTOPUATIbLHON KOMUCCHUU.

9.2.2. Ilpukasel mpeacenarenss TEPPUTOPUATBHON KOMHUCCHHM O KaJIPOBBIM
BompocaM 0(GOPMIISIOTCS aHAJIOTUYHO MpHUKa3aM MpeceaaTess TepPUToOpruaIbHON
KOMHUCCUM TO  OCHOBHOM  JesrenbHOCTH.  IIpukazam  mpucBamBaroTCs
pEerucTpallMOHHbIE HOMEpa B IMpeeNax KaJleHJapHOro rojaa, MpU 3TOM
K MOPSIZIKOBOMY HOMEPY 4epe3 AePUC MPOCTABISAETC OYKBEHHBIN MHACKC «K.

9.3. Konuu npuka3oB 3aBEPSAIOTCS NEYAThIO TEPPUTOPUATIBHON KOMUCCHHU.

9.4. [Ipuka3sl BMecTe C MPHOOIIEHHBIMM K HUM JOKYMEHTaMH,
MOCITY>KUBIIMMHU OCHOBaHUEM JJid WX W3AaHus (B TOM 4YHCIE pacledyaTaHHbIMU
KOMUSMH JOKYMEHTOB, MOCTYIHUBILIWX/MIOATOTOBIIEHHBIX B 3JIEKTPOHHOM BHJE),

dbopMHpYyIOTCA B Jielia COTIACHO HOMEHKIIATYpE JeJI TEPPUTOPHATIEHON KOMUCCHUH,
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XpaHsITCs y Tpejcenaress Wik pabOTHHUKA ammapara, OTBETCTBEHHOTO 33 BEJICHUE

ACIOIIPpON3BOACTBA B TCppHTOpHaHBHOﬁ KOMHUCCHUH, a 3aTCM, O(bOpMJIeHHBIG

B COOTBETCTBUU C TpeOoBaHUAMU VHCTpYKIMHU, IEPENAOTCS B ApXUB.

10. KoHTpOJIb MCIIOJTHEHHS IOKYMEHTOB U MOPYYeHUil

10.1. KoHTpoJIt0 UCTIOTHEHUS MOIJIeXKAT:

NOPYYEHHUSI, COJEpKAIIMECd B TMOCTAHOBJIEHUAX U JPYTUX JOKYMEHTaxX
UK Poccuu, Cankt-IlerepOyprckoit n30MpaTebHOM KOMHUCCHUU, B PEIICHUSIX
TEPPUTOPUAIBHOU KOMHUCCHU;

NOPYYEHHUs, COJAEpkKAIIMECSs B NPHUKa3ax MpPEAceNaress TEPPUTOPUATIBLHON
KOMUCCHUU;

NUCBMEHHBIE TOPYYEHHUs mpencenaTens (3aMecTUTenss MpeaceaaTens,
cekpeTapsi) TeppPUTOPUATBHON KOMHUCCHH;

BXOJSIINAE JOKYMEHTBI, B TOM YHCJI€ MUChbMEHHBIC OOpaIeHusi Tpa)KiaaH,
yKa3aHHbIe B llepeuHe noanexanmx KOHTPOI JOKYMEHTOB C YKa3aHUEM CPOKOB
ucrnonaHeHus (mpuioxenue Ne 11), B COOTBETCTBUU € YKa3aHUSIMU 110 UCTIOJIHEHUIO
JOKYMEHTA MPeJICeIaTels TEPPUTOPUATBHON KOMUCCHH;

UCXOJSIIINE TOKYMEHTHI, TPEOYIOIINE OTBETA;

IIOPYYEHHUsI, COAEpKAIIUECS B IPOTOKOJIAX 3AaCEAaHUM TEPPUTOPUAIBHOU
KOMHCCHU;

IIJIAHBI MEPOTIPUATHUN.

10.2. KoHTpoJIb UCHONHEHUS JOKYMEHTOB, yKa3aHHbIX B mozapaszzgene 10.1
Nucrpykimn (32 MCKIIIOYEHMEM HMCXOASIIMX JOKYMEHTOB), IO CYIIECTBY
3aTPOHYTHIX B HHUX BONPOCOB OCYLIECTBIISIET Mpeiceaaresib (CeKpeTapb)
TEPPUTOPUAIIBHON KOMUCCHUH.

10.3. KOHTpOoJIb HCHOJHEHHS MCXOIAIIMX JOKYMEHTOB, B TOM 4YHUCIE
3a CBOEBPEMEHHOCTBIO TOJYYEHHs OTBETOB HA 3alpoChl TEPPUTOPHAIBHON
KOMHUCCHHU, OCYIIECTBIIsIET paOOTHHK ammnapara, OTBETCTBEHHBIH 3a IMOJTOTOBKY

JaHHBIX JJOKYMCHTOB.
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10.4. Cpoku HCHOJHEHUS TOPYYEHUM, COAEpKAIIMXCS B PEHICHUAX

TEPPUTOPUAIBHOM  KOMHUCCHUM, TMpUKa3axX Mpeacenarenas TEeppUTOPUATBHOU
KOMMCCHUH, TUCbMEHHBIX MOPYUYECHHUI mpenacenarens (3aMeCTUTENs Mpejcenarens,
CEKpeTapsi) TEPPUTOPUATBHON KOMUCCHH OTIPEIETSIOTCSA STUMH IOKYMEHTaMHU.

10.5. JokyMEHT TOJJIEKUT HCIOJHEHUIO HE TMO3JHEE, YeM uepe3
30 kaneHOapHBIX JHEW CO JHS €ro IMOCTYIUIEHWs, 3a HCKJIIOYCHUEM CIIy4acs,
IPEAYCMOTPEHHBIX MyHKTOM 10.6 HacTosIIero pa3aena.

Ecnu nmocnennuit 1eHb UCMIOTHEHUS TIOKYMEHTa MPUXOJIUTCS Ha Hepabouuit
JI€Hb, TO OH MOJJICKUT UCTIOTHEHUIO B MIPEANICCTBYIONMINN eMy paOoyuHii IeHb.

JlokyMeHTBl ¢ momeTkamu «BecpMa cpouHO», «CpOYHO» HCIOJHSAOTCSA
B TPEXJHEBHBINA CPOK, IOKYMEHTHI C MOMETKOM «OrepaTuBHO» — B IECATUIHEBHbBIN
CPOK.

CpoOK HCHOJHEHHS] MCUMUCISAETCS B KaJCHIAPHBIX AHAX. [[nd mopydeHui —
OT JaThl MOJNHCAHUS TOPYYEHHUS, JUISl BXOISIIMX JOKYMEHTOB, B TOM YHCIIE
oOpalieHuii, — OT JaThl pErUCTPaLUU JOKYMEHTA.

Ecnn mocnmenHnii A€HP MCHOJHEHUS JOKYMEHTA, COIEPKALIETO IOMETKY
O CPOYHOCTH HCIIOJHEHUS, MPUXOAUTCS Ha HEpaOo4uil JIeHb, TO OH MOJJICKUT
WCIIOJTHEHHUIO B CIEAYIONTUI 32 HUM pabouunii IeHb.

10.6. CpOKM  UCHOJIHEHHMSI  BXOJSIIMX JOKYMEHTOB H  OOpalleHHi
YCTaHABIIMBAIOTCS UCXO/IS1 U3 CPOKOB, MPEIJIara€MbIX OPraHU3allieil, HalpaBUBIIEH
JNOKYMEHT, WJIA CPOKOB, YKA3aHHBIX B NpuiioxeHuu Ne 11.

OOpamenuss 0  HaApyIIeHWH  3aKOHA, TOCTYNHBIIME B  TEPUOJ
COOTBETCTBYIOIIEH  W30WpaTeIbHOM  KaMIaHWM, KaMmmaHuu pedepeHayma,
UCTIONHSIOTCS B CPOKH, YCTAaHOBJICEHHBIE 3aKOHOJATEILCTBOM O BBIOOpax
u pedepenyme.

10.7. OTBETCTBEHHOCTh 32  CBOEBPEMEHHOE UM  IIOJHOE  BHECECHHUE
B PETUCTPAIMIOHHO-YYETHYIO (OpPMy CpPOKOB  HCIOJTHEHHUS  JIOKYMEHTOB
U uHGOpPMAIIMM O COCTOSHHHM MCIOJHEHUS JOKYMEHTOB, KOHTPOJIb CPOKOB
UCIIOJIHEHHS TOKYMEHTOB BO3JIaratOTCs Ha CEKpeTapsl WM pabOTHUKA ammapara,

OTBCTCTBCHHOI'O 3a BSACHUC JACIIOIIPOU3BOACTBA.
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10.8.B IJIaHaX MEPOIPHUSITUH, YTBEPKACHHBIX pELICHUSIMU

TEPPUTOPUAIBHON KOMHUCCHM, TpPUKa3aMu TMpeAcenaTeiss TeppUTOPUAIbHOU
KOMMCCHUU, KOHTPOJIIO TTOJIEKAT CPOKH UCTIOJIHEHUS OT/ACJIBHBIX €r0 MYHKTOB.

10.9. [Ipy HE0oOXOAMMOCTH TPOJJICHUS CpPOKA HWCIOTHEHHUS JIOKYMEHTa
OTBETCTBEHHBIN 3a MCIIOJHEHUE HE MO3/HEE YeM 3a TPH JHS J0 MUCTCUCHHUSI CpOKa
UCIIOJHEHUS JOKYMEHTA MPEJCTABIACT HAa UM IpeAceaaTesisi TEPPUTOPUaIbHON
KOMHUCCHHU CITY>KEOHYIO 3alMCKy ¢ MOTUBHPOBAHHOM MPOCHOOW O €ro MmpojjieHuH,
KOTOpast MOXET ObITh MOATOTOBJIEHA U corjacoBaHa cpencteamu 1.

10.10. JJokyMeHT cuUTaeTCs] UICIIOJIHEHHBIM U CHUMAETCA C KOHTPOJISI IOCTIE
pelieHnusi BCEX IIOCTaBJICHHBIX B HEM BOMPOCOB, COOOIIECHHS PEe3yJIbTaTOB
pPacCMOTPEHHUS BCEM 3aMHTEPECOBAHHBIM JIUIIAM.

10.11. OcHOBaHMSIMM JJ1s1 CHATHSL IOKYMEHTA C KOHTPOJIS SBJISFOTCS:

CIy>keOHasi 3alucKa O CHATUU JOKYMEHTa (WJIM OTIEIbHBIX €ro MYHKTOB)
C KOHTpPOJiA WM 00 UCHOJHCHHH JIOKYMEHTa Ha WMS Mpeaceaarens
TEPPUTOPUAIBHOM KOMHMCCUH, TOATOTOBJIEHHAs OTBETCTBEHHBIM 34 UCIIOJIHEHUE
¢ orMmetkoit («Cormacen», «Paccmorpen», «llpunsto») mnpenacenarens
TEPPUTOPHUAIIBHON KOMHUCCHUU O TPUHATHH HUCIIOJHEHMS, KOTOpas MOXXET OBITb
IIOArOTOBJIEHA U corjlacoBaHa cpencteamu I1/1;

pelieHre  TEePPUTOPHAIBHOM  KOMHUCCHM,  TMPUKA3  Mpelcenarens
TEPPUTOPUAIBHON KOMUCCHH T10 PE3YJIbTAaTaM HCIOJHEHUS JOKYMEHTA;

OTBET Ha BXOJSIIUN JOKYMEHT;

OTBETHl OT OpraHu3aluii, B KOTOPbIE JOKYMEHT ObUT HalpaBJICH
JUISL PACCMOTPEHHUSI IO CYIIECTBY IIOCTABJICHHBIX B HEM BOIPOCOB M OTBETa
3asIBUTEIIIO;

HalpaBJIeHHEe OOpalleHus B Jpyrue OpraHu3aluu s PacCMOTPEHUs
M0 CYIIECTBY MOCTABJICHHBIX B HEM BOIPOCOB U MOCJICYIONIET0 HHPOPMHUPOBAHUS
aBTOpa O pe3yJibTaTaXx paCCMOTPEHHSI.

10.12. JIoKyMEHT HE CUMTAETCSI UCTIOJTHEHHBIM U OCTAETCSl HA KOHTPOJIE:

€CIM OH HampaBiseTcss B JPyrWe OpraHbl WM  OpraHu3aluu

IUIL  PacCMOTPEHUS C LEIbK IIOJNYyYEHUS TEPPUTOPUAIBHOM KOMHUCCHEUN
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uHpoOpMaIK, HEOOXOIUMON MJIT PACCMOTPEHHsI MO CYIIECTBY IMOCTaBICHHBIX

B JIOKYMEHTE BOIIPOCOB. B ciyuae HEOOXOAMMOCTH TE€pPPUTOpPUAIbHASI KOMUCCHUS
uH(popMupyeT 00 ITOM aBTOpa JOKYMEHTA;

€CIM OH HampaBJsIeTCss B JApyrMe OpraHbl WIM  OpraHU3alHH
JUISL PAacCMOTPEHUSI MO CYIIECTBY IIOCTABJICHHBIX B HEM BOIPOCOB U OTBETA
3asBUTENIO0 C TMOCIEIYIOMMM HH()OPMHUPOBAHHEM TEPPUTOPUAIBHON KOMHCCUU
0 pe3yJibTaTax UCIOJHEHUS.

11. U3roroBjieHNe U UCIIOJIb30BaHHE NeYaTeld U TAMIIOB

11.1. Insg ynocToBepeHUs MOJIMHHOCTH JOKYMEHTOB WA COOTBETCTBUS
KONMHUM JTOKYMEHTOB TMOJUIMHHUKAM, MPOCTaBICHUS OTMETOK O TIOJIyYEHUH,
perucTpauuu JOKYMEHTOB B TEPPUTOPUATBHON KOMHUCCHUU UCIIOJB3YIOTCS MEYATH
¢ uzoOpaxenueMm [ocymapctBeHHoro repoa Poccuiickoit ®dexpepanuu (manee —
repOOoBbIC MeYaTH) U APYTHUE MEYATH U IIITAMITHI.

11.2. U3roToBneHnE medareil U IITAMIIOB OCYUIECTBIISIETCS IO YKa3aHUIO
npeacenaTens TePPUTOPUATHHOM KOMHUCCHUU JIMOO B COOTBETCTBHHM C PEIICHUEM
BBIIIIECTOSIIEH N30MPATEIbHOM KOMUCCHH.

[Itamnel ¢ (pakCUMUIBHBIM BOCIPOU3BEACHUEM MOMAMKUCH MpecenaTens,
3aMECTUTENI  NpeAcedaressi,  CeKpeTraps  TEpPPUTOPUATIBHOM  KOMHUCCHUH
U3TOTOBIIAIOTCS 1O HUX TOPYYEHHI0O M  MOTYT OBITh  MCIOJIb30BAHbI
JUISL TIPOCTABJICHUS Ha TyOJIMKAaTax W KOMHUSIX MOJNUCAHHBIX B YCTAHOBJICHHOM
NOPSIAKE TOKYMEHTOB.

11.3.T'epboBass meuaTb TEPPUTOPUATILHOM KOMHUCCHUHU TMPOCTABIISIETCS
Ha  (UHAHCOBBIX  JIOKYMEHTax, TapaHTUHWHBIX  MHChMaX,  JOTOBOPAX,
rOCYJIapCTBEHHBIX KOHTPAKTaX JOBEPEHHOCTSAX, U B JIPYTHX IPETyCMOTPEHHBIX
3aKOHOJATEILCTBOM CITydasiX.

11.4. Ha paccbliaeMbIX KOMUSIX PEIICHHN TEPPUTOPHAIBHON KOMHUCCHUH,
NIPUKA30B IMpeJICceNaTelss TEPPUTOPUATIBHON KOMUCCUHN, HA MAKETaX MPU OTIPABKE

AOKYMCHTOB, IIPpU O(l)OpMJ'IeHI/II/I JOKYMCHTOB Ha IPHEM TOBAPHO-MAaTCPUAJIbHBIX
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IIEHHOCTE TMpOCTaBisgeTCS TepOoBas WM WHAs Te4aTh TEPPUTOPHATBHON

KOMHCCHHU.

11.5. [leyatn ¥ mwTammsl MOJJEKAT YUETYy B OTAECIBHOM >XypHAJEe ydeTa
neyarten u HITaMIIOB pabOTHUKOM amnrapara, OTBETCTBEHHBIM
3a JIeNIONpPOM3BOACTBO. [leyatn U mTaMmbl BBIJAIOTCS TOJ MOANMMCH B JKypHAJIE
ydyeta newyated u mramnoB. Ha »xypHane mnpocrtaBisiercs otmeTka «JCII»,
€r0 JIUCThl HyMEPYIOTCS, MTPOIIMBAIOTCS U ONIEYaThIBAIOTCS.

11.6. Ileyatn ¥ MmTamMnbl JOJDKHBI XPAHUTBCSA B HAAEKHO 3aKPBIBAEMBIX
U OTleUaThIBAEMbIX B Hepabouee BpeMs cer(ax mim MeTaITMIeCcKuX mKadax.

11.7. KonTposib 3a NMpaBUIBHOCTHIO XPAHEHUS M MCIIOJIB30BAHMS IedaTei
U IITaMIOB OCYIIECTBJISICT pPaOOTHUK arapara TePPUTOPUATBLHON KOMUCCHUU,
OTBETCTBEHHBIN 32 JIETONPOU3BOICTBO.

CBepka HaiMuus Te4aTed W IITAMIIOB OCYLIECTBIIIETCS MpeAcenaTeIeM
TEPPUTOPUATIBHON KOMUCCHH OJIMH Pa3 B TO/I.

11.8. ITpumenmrie B HErOAHOCTh IM€YAaTH M IUTAMIIBI YHUYTOXKAKOTCH,
O Y€M COCTaBJISICTCS aKT, a B XypHaJ€ ydeTra IeYared W IITaMIOB CTaBUTCA
COOTBETCTBYIOIIAsl OTMETKA.

YHHAUYTOXKEHNE NPOU3BOAUTCSA MOCIE YTBEPKICHHS aKTa IMpeacenaTeiaeM
TEPPUTOPUAIBHON KOMHUCCHHM. MeETAINIMYECKHE NEYaTH YHUYTOXKAKOTCSA IyTEM
MOJIHOTO CIMJIMBAHUS TEKCTA WJIM ONMWUJIMBAHUS JBYMsS MEPEKPECTHBIMU JIMHUSIMU,
Kay4yKOBBIC [1I€YAaTH Y IITAMIIBI Pa3pe3ar0TCsS HA MEJIKUE YaCTH UJIU CKUTAOTCS.

11.9.06 yrepe mneyaTd WM IITaMIa He3aMEJIUTEILHO CTaBUTCS
B U3BECTHOCTb MPEACEAATENb TEPPUTOPHUATBHON KOMHUCCHH.

12. ®opmupoBaHue AeJ1 M Nepeaaya ux B apXuB

12.1. CocraBiieHUE U YTBEPKACHUE HOMEHKIIATYPHI JIEIL.

Homenknatypa nen mnpenHasHaueHa st (OpPMUPOBAHMSI MCIIOIHEHHBIX
JOKYMEHTOB B Jena (9JIEKTPOHHBIE Jella), CHCTeMaTU3aluud MU YydeTra Jel,
ONPENEIICHNS] CPOKOB UX XPAHEHMS M SIBJISIETCS OCHOBOM ISl COCTABJICHUS OMUCEN

JIeN TIOCTOSIHHOTO M JIOJITOBpeMEHHBIX (cBbilie 10 JeT) CpOKOB XpaHEHus,
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B TOM YHCJIC II0 JHYHOMY COCTAaBY, AKTOB O BBIACJICHHH K YHHYTOXCHHUIO

JOKYMEHTOB C HCTEKIIMMH CpPOKaMU XpaHEHHWs, a TakxKe Uil ydera Jel
B JICJIONPOU3BOJCTBE.

B HOMeHKnaTypy Jienl MOTYT BKJIIOYaThbCSl 3arojIOBKU [I€J, OTpakarollue
NEATeIbHOCTh TEPPUTOPUATIBHOW KOMHUCCHHM, B TOM 4HCJE JHUYHBIE Jea,
CIIPAaBOYHBIE U YUETHbBIC KAPTOTEKU U APYTUE YUETHBIE (POPMBL.

He BiouaroTcss B HOMEHKJIATypy J€Jd NEPUOANMYECKUE WU3JaHUS, KHHUIH,
OpOUTIOPHI.

3aroJIoBOK JieJia JJOJDKEH YETKO U B 00001IeHHOM (hopMe OTpakaTh OCHOBHOE
cojlepkaHMe W cocTaB JokymeHTOB. He nomyckaercs  ynorpeGieHue
HEKOPPEKTHBIX (POPMYJIMPOBOK, BBOJAHBIX CJIIOB U CIOKHBIX 000OPOTOB.

IIpu cocTaBieHMH HOMEHKJIATYphl J€J CIEeAyeT PYKOBOJCTBOBATHCS
perjJaMeHTOM TePPUTOPUATHLHON KOMUCCHUH, [IepedHeM TUITOBBIX yIIPaBICHUYECKUX
ApXUBHBIX  JOKYMEHTOB, O0Opa3ylUIUXCi B  Mpolecce  AeATeIbHOCTU
roCy/apCTBEHHBIX OPTaHOB, OPTaHOB MECTHOI'O CAMOYIIPABJIEHUS U OpPTaHU3alU,
C YyKa3aHMEM CpPOKOB XpaHEHUs, YTBEPXKICHHbIM mpukazoM DenepaibHOTO
ApXHUBHOTO areHTCTBa OoT 20 JeKaops 2019 rojaa Ne 236
(manee — Ilepeuenn), [IpaBunamu opraHu3aluy XpaHEHHS, KOMIUIEKTOBaHMS,
ydeTa U UCIOJIb30BaHUs JOKYMEHTOB ApxuBHOTO ¢onna Poccuiickoit @enepannn
U IPYTUX apXUBHBIX JOKYMEHTOB B TOCYIapCTBEHHBIX OpPraHax, OpraHax MECTHOTO
CaMOYIIPABJICHUSI W OpraHU3alMsAX, YTBEPXKACHHBIX Mpukazom DenepaibHOTO
apxuBHOro areHrcrsa ot 31 wutons 2023 roma Neo 77, mopsigkamu XpaHEHUs U
nepesayd B apXMBBI  JOKYMEHTOB,  CBSI3aHHBIX C  TOJATOTOBKOM
51 IIPOBEACHUEM BBIOOPOB, YTBEPKIACHHBIMU UK Poccun
u Cankr-IlerepOyprckoit M30UpaTEIbHON KOMUCCHM, HOMEHKJIATypamMH Jiell
TEPPUTOPUATIBHOM KOMUCCUU 32 TIPEAIIECTBYIOUIUE TOJIbI.

[Ipy moAroToBKE HOMEHKIATYPHI J€1 HEOOXOJMMO YUYHUTHIBATh XapakTep
BBIOOPOB, MPOBOJAMMBIX B IIPEJICTOSIIIEM TOAY.

Homenknatypa pen TeppUTOPUAIIBHOM KOMHUCCHUM Ha MPEICTOSIIUN

KaJ]eHI[apHBIﬁ rog COCTaBJIACTCA pa6OTHI/IKOM arIiapara, OTBCTCTBCHHBIM
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3a BCACHHC JCIOIIPOU3BOACTBA, B IIOCICAHCM KBapTajI€C TCKYIICIO 1044,

COTJIACOBBIBAETCS C CEKPETAPEM TEPPUTOPUATILHONM KOMHUCCHUH, PACCMATPUBAETCS Ha
3aceaHN| JKCIIEPTHON KOMUCCUU TEPPUTOPUATIBHON KOMHUCCUU, COTJIACOBBIBAETCSA
c cekperapeM Cankt-IlerepOyprckoit M30MpaTenbHON KOMHCCHH, YTBEPKIAETCS
npeacenaTeneM TEPPUTOPUAIIBHOM KOMUCCHH
Y BBOJIUTCS B JieHcTBUE C | sHBaps caeayromero roaa (mpuioxenue Ne 12).

Homenkiiatypa nen He peke OIHOrO pa3a B NATh JIET YTBEPKAACTCS
3KCIEPTHO-IPOBEPOUHOU METOIMYECKOU KOMUCCHUEN (manee — O1IMK)
Cankr-IlerepOyprckoro roCcy1apCTBEHHOTO KAa3€HHOT'0 YUPEKICHUS
«entpanpupiii  rocymapctBeHHbli  apxuB  Cankrt-lletepOypra»  (nanee —
HI'A CIIo).

B cnydae BOZHMKHOBEHHSI B T€UEHUE rofa HOBBIX JEJ OHU JOIMOJHUTEIBHO
BHOCSITCSI B YTBEPKICHHYI0 HOMEHKJIATYpy JIEN B YCTAHOBJIEHHOM BBIIIIE MTOPSJIKE.

[To oxoHYaHWU KaJEHIAPHOTO ToJla pabOTHUK ammapaTa, OTBETCTBEHHBIM
3a BEJCHUE JAEJIONPOM3BOJCTBA, B KOHLE HOMEHKJIATYphl €I COCTaBISET
UTOTOBYIO 3aIlUCh O KOJMYECTBE 3aBEJCHHBIX J€J (TOMOB, 4acTei), OTIEIbHO
MOCTOSTHHOTO M BPEMEHHBIX CPOKOB XpaHEHUs Ha OyMaXHOM HOCHUTEJe
U O KOJIMYECTBE 3aBEACHHBIX JJIEKTPOHHBIX JEJ IOCTOSIHHOIO W BPEMEHHBIX
CPOKOB XpaHEHHS, a TAKXKeE 3aMO0JHsIeT rpady 3 HOMEHKIATYpPHI.

Cpok XxpaHeHUs] JOKYMEHTOB YKa3bIBA€TCS B HOMEHKJIAType JI€Nl CO CChUIKOM
Ha crarbio llepedyHs WM MHOM HOPMATHBHBIM ITPABOBOW aKT, YCTAHABIMBAKOLIUN
CPOK XpaHeHus JokyMeHTa. CpoK XpaHEHHUs IOKYMEHTOB, HE YKa3aHHBIX B JAHHOM
Ilepeune, ycranaBnuBaercss 1o cornacoBanuio ¢ Caskr-IletepOyprekoit
uzbuparensHoit komuccuent u JIIMK HI'A CII6.

Hcuucnenune CPOKOB XpaHEeHUs JIOKYMEHTOB, 3aKOHYEHHBIX
JEIONPOU3BOACTBOM B TEKYLIEM I'OJly, HAUMHAETCS C | SHBaps CIEAYIOLIETO roja.

TepputopuanbHas KOMHCCHS TaKXe BIpaBe pa3paldaThiBaTh THUIIOBBIC
W/WIIU TPUMEPHBIE HOMEHKIIATYPbI JIEN 1151 y4aCTKOBBIX M30MPATENbHBIX KOMUCCUH.

12.2. Odbopmnenre JIOKYMEHTOB, 3aKOHUYEHHBIX JEJIOMPOU3BOICTBOM,

dbopMHpoBaHUE U TEKYyIIEe XpaHEHHUE el B TEPPUTOPUATHHON KOMHUCCHH.
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3aKOHYEHHBIE JEJTOIPOU3BOIACTBOM JIOKYMEHTBI opopMIISIOTCS

B COOTBETCTBMM C TpeOoBaHUSIMU MHCTpyKIMM, CIUCHIBAIOTCS IMpejacenareaemM
TEPPUTOPUAIBHON KOMHUCCHH B J1€J10. [Ipr 3TOM B HM>KHEW YaCTH JIULIEBOM CTOPOHBI
NIEPBOTO JIUCTA JOKYMEHTa Ha CBOOOTHOM OT TEKCTa MECTE CTABUTCSI OTMETKA O €T0
WCIIOJTHEHUH, AeNaeTcss Haamuch «B 7em0», MOXKET yKa3bIBaThCsi HOMEP Jeja o
HOMEHKJaType ®  jgara coucanus. [lpu  HEOOXOAMMOCTH  OTMETKa
00 HCIIOJIHEHHH MOXET OBbITh CJellaHa Ha OOOPOTHOM CTOpPOHE MEpPBOrO JUCTa
JTOKyMeHTa. B peructpaninoHHyro ¢QopMy BHOCHUTCS OTMETKa O CIUCAHUU
JIOKYMEHTA B JIEJIO C YKa3aHUEM HOMEpPA JieJla COrNIACHO HOMEHKJIAType M1l

Ucnonnenuble  1OKYMEHTBI  (QOPMUPYIOTCS  paOOTHUKOM  ammapara,
OTBETCTBEHHBIM 3a BEJCHUE JICIONPOU3BOACTBA, B JieJla B COOTBETCTBUU
C YTBEPXJICHHON HOMEHKJIATYPO JElI.

Jleno cuuTaeTcs 3aBEICHHBIM C MOMEHTA BKJIIOUYEHHMSI B HEro IEPBOIO
UCIIOJTHEHHOTO JOKYMEHTA.

3aKOHUYEHHBIE JIEJIONPOU3BOACTBOM AJIEKTPOHHBIE TOKYMEHTHI (POPMUPYIOTCS
pabOTHMKOM  ammapara, OTBETCTBEHHBIM 3a BEACHUE JEJIONPOU3BOJICTBA
B DJICKTPOHHBIE Jiena (anku, JUPEKTOPUH) B COOTBETCTBUH C HOMEHKIIATYPOM Je.

I[Ipu QopmMupoBaHum nena MNpoBepsSETCS MPABUIBHOCTH  OTHECEHUS
JIOKYMEHTOB B JTAHHOE JI€JI0, KA4ECTBO 0(OPMIICHUS i KOMITJIEKTHOCTh TOKyMEHTOB,
HAJIM4Yne MOJINUCEH, BU3, PETUCTPAIIMOHHBIX HOMEPOB, CIIPaBOK
WIM OTMETOK OO0 WCIOJIHEHUHU, CIHCAHUM B JeJ0 W Jpyrux. HempaBuibHO
o(OpMIICHHBIC JTOKYMEHTBHI JOJDKHBI OBITh JTOOMOPMIICHBI, a 3aTEM IOMEIICHBI
B JIEJIO0.

He nomyckaercs momelieHue B AENO JOKYMEHTOB, COJIEPKAHUE KOTOPBIX
HE COOTBETCTBYET 3aroJIOBKY Jiea.

[Ipu popmupoBaHum 11 COOIIOAAOTCS CIIEAYIOIINE TPEOOBAHMUS:

JOKYMEHTBI TOCTOSIHHOTO M BPEMEHHOTO XpaHeHUs (OpMUPYIOTCS B Jena
pa3zienbHo;

B JIEJIO BKJIIOYAIOTCA TOJIbKO HCIIOJTHEHHBIE, MPAaBUIBLHO O(OpPMIICHHbBIC

JOKYMCHTBI B COOTBCTCTBHH C 3ar0JIOBKaMHU ACJI B HOMCHKIIATYPC,
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BCE€ JIOKYMEHTHI, OTHOCSIIIUECS K PEUIEHUIO0 OJTHOTO BOMpPOca, (OPMHUPYIOTCS

B OJIHO JIEJIO;

JOKYMEHTBI, IO/IJIeXKAIlHe BO3BPATy, B J€JI0 HE IOMEILAIOTCS;

B JI€J0 IOMEIIAETCS TOJBKO OJMH SK3EMIUSIp TOKYMEHTa, YE€PHOBUKHU
Y BapUaHTHI MPOEKTOB JJOKYMEHTOB B JICJIO HE MOIITNBAIOTCS (32 UCKIIIOUCHUEM TEX,
Ha KOTOPBIX HMMEIOTCS BH3bI, YKa3aHUS MO HMCHOJHEHUIO JTOKYMEHTOB W JpYyrue
OTMETKH, JIOTIOJIHSIIOIINE MEePBBINA AK3EMIUISD);

B JIEJIO BKJIIOYAIOTCS, KaK MPAaBUIIO, JOKYMEHTBI OJTHOTO KaJ€HAAPHOIO roaa
(MCKJIFOUEHHME COCTABJISIOT JIMYHBIE U TIEPEXOIAIINE Aeia);

00beM (HOpPMUPYEMBIX JIe)I TTOCTOSIHHOTO XpaHEHUs U 0 JUYHOMY COCTaBY
HE JIOJDKEH mpeBbiath 250 auctoB (3—4 ¢M TOJIIMHBI KOPEIIKa Jea), TOJIMHA
JIeT BPEMEHHBIX CPOKOB XpaHEHUs He JoJbkHa mpeBbimaTh 10 cM. Tlpu Gonbiiem
o0beMe JOKyMEHTOB B Jene (QopMUpYyeTCcs HECKOJIBKO TOMOB (dactei).
[Ipy Hanmuuuu B Jelie HECKOJIBKUX TOMOB (4YacTeil) MHAEKC U 3arojioBOK Jelia
IIPOCTABIIAIOTCS HA KaXKJOM TOMeE ¢ JIoOaBieHreM o0o3HaueHui «Tom 1», «Tom 2»
U T.J.

ONEKTPOHHBIE JIOKYMEHTBI Ha TOMa H YacTH HE pPa3lelsroTCs.
Bce »nekTpoHHBIE JOKYMEHTBI, OTHOCSIIHECS K OJHOMY HOMEHKJIATypPHOMY
UHJEKCY, HE3aBUCHUMO OT UX 00bE€Ma, BKIIFOYAIOTCS B OJTHO AJIEKTPOHHOE JIENIO.

B cnydae HEoOXOIMMOCTH TOKYMEHTBI MO OJHOMY U TOMY 3K€ BOIIPOCY,
HO C pa3IU4YHBIM CPOKOM XpaHEHUsS MOTYT HAaXOAUThCA B OJHOM JeJie
JI0 KOHI[Aa TEKYIIEro ToJa WM JI0 3aBEpIICHUs UCIOJHEHUS TOKYMEHTa, a 3aTeM
nepeOpMUPOBBIBAIOTCS B JI€JIa TOCTOSTHHOTO U BPEMEHHBIX CPOKOB XpaHEHUS.

B neno BKIHOYArOTCS BCE JOKYMEHTHI IO KOHKPETHOMY BONPOCY BMECTE
C MPUJIOKEHUSAMU, YKa3aHHBIMU B TEKCTE JOKYMEHTA, IPU OTCYTCTBUH MTPUIIOKEHHU,
yKa3aHHBIX B TEKCTE JOKYMEHTa, UCIIOJHUTEb 00s13aH OpraHu30BaTh UX PO3BICK U
B ciIy4ae uUx  oOOHapyxeHuss  chopMupoBaTh B  JIeJJO  BMECTE
C JIOKYMEHTOM, K KOTOpOMY OHHM mpuiaraiotcs. Eciau po3bicK JOKYMEHTOB el

IMOCTOSAHHOTO WMJIKM JOJIOBPEMCHHBIX CPOKOB XPaHCHHUS, B TOM YHCJIC IO JIUMYHOMY
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COCTaBy, HC JaJl ITOJIOKUTCIIBHBIX PE3YJIbTATOB, COCTaBJIAACTCA aKT

0 HEOOHApPY>KEHUH TOKYMEHTOB, ITyTH PO3bICKA KOTOPBIX UCUEPIIAHBI.

JIOKyMEHTBI ~ BHYTpH  JIeJla  pacIloiaraloTcs B XPOHOJOTHYECKOM
WA BOIIPOCHO-JIOTHUECKON MOCIEI0BATEIbHOCTH WM UX COYETAHUU.

HopmatwBHBIE W OpraHW3alMOHHO-PACIIOPSAUTCIIBHBIE  JTOKYMEHTBI
C OTHOCSIIMMHUCS K HHUM TPUIOKCHHUSIMH TPYIIHUPYIOTCS B Jejia 1O BUIAM
JIOKYMEHTOB U 110 XPOHOJIOTHH.

[TpoTokombl 3acegaHuii TEPPUTOPUATIBHON KOMHUCCUM pacIioiaratloTcs B Aelie
10 XPOHOJIOTHM B TOPSAKE BO3pacTaHUs HOMEPOB. J[OKyMEHTHI K 3aceIaHHIO
TEPPUTOPUATILHON KOMHCCUHU MOMEIIAITCS MOCIE€ COOTBETCTBYIOIIETO MPOTOKOJIA
B MOPSIJIKE pACCMOTPEHHUS BOITPOCOB HA 3aCEIAHUMU.

[Tonoxenus, UHCTPYKIIUH, YTBEPKJICHHbBIE pacnopsIuTeIbHBIMU
JOKYMEHTaMH, SIBJISIOTCS TPUIOKEHUSIMH K HHM H TPYIIHAPYIOTCS BMECTE
C YKa3aHHBIMHU JJOKyMEHTaMHU.

[InanoBast 1 oTYeTHAs JOKYMEHTAIIMsl HE3aBUCUMO OT JIaThl €€ COCTABJICHHUS
BKJIFOYAETCA B JICJIO TOTO T'0Jia, K KOTOPOMY OHa OTHOCHTCS.

IIpu nHeoOxomumoctn B nene «llepenmcka» wucXonsmuii (OTBETHBIN)
JOKYMEHT TIOMEIIAeTCsl Tociie BXOAAmero. IIpm BO30OHOBICHHM TEPEHCKU
110 BOTPOCY, HAYaBIIEHCS B MPEABIAYIIEM IOy, JOKYMEHTHI BKIIFOUAIOTCS B JIEJI0
TEKYIIEro rojJa W YKa3bIBAaeTCS MHJEKC TOTO Jieja IO HOMEHKIAType el
NPEABIAYIIEro ToAa, B KOTOPOM HAXOIATCSA MPEIIICCTBYIONINE JOKYMECHTHI
110 3TOMY BOIIPOCY.

OOpaieHus rpaxJaaH W JOKYMEHTBI 10 MX PACCMOTPECHHIO (OPMHPYIOTCS
B oTnenbHBIC fena. OOpalieHus, JOKyMEHTBI TI0 UX PAacCMOTPEHHUIO COCTABIISIFOT
B JIeJIe CaMOCTOSATENbHbIE TPYMIbl M TOMEMIAIOTCS B Jiela B COOTBETCTBUU
C HOMEHKJIATYPOH JIeJ1 TepPUTOPHUATHLHON KOMUCCHUH.

[Ipu popmupoBaHum nena U3 HECKOJIBKUX TOMOB (4acTei), Kpome OOIIero
3aroJioBKa nena npu HEO0OXO0IUMOCTH COCTAaBJISIFOTCS 3aroJIOBKH
KaXJI0ro ToMa (4acTu), yTOUHSIOIIUE COAepKaHNe TOMOB (YacTeil) nena.

B AcJIaxX, HaXOoOAIMUXCA B ACIIOIIPOU3BOACTBC, NJOKYMCHTBI TCKYLICTO I'OJa
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paciojararorca 1o  XpOHOJOIrmh CHH3Y BBCPX IO MCPC IIOCTYILICHHA.

[Ipy mnoaroroBke K caade B apxXWB Jena C JOKYMEHTAMU IOCTOSIHHOTO
U JIONTOBPEMEHHBIX (CBbIIE 10 JIeT) CPOKOB XpaHEHUs MepePOpPMHUPOBHIBAIOTCS
B OOpaTHOM TOPSIKE: JOKYMEHT, MOCTYNHBIINIA B KaJ€HAAPHOM TOJly MOCIEIHUM,
JIOJDKEH OBITh BHM3Y Jiefla, a TMEpBbIM JIOKYMEHT KaJCHJApHOIO Tojla — BBEPXY,
MEPBBIM.

Jlena ¢ MOMEHTa MX 3aBEICHUS U 10 NEPEAavY B apXUB WIN YHUUYTOKEHUS
B CBSI3U C MCTEUECHHEM CPOKOB XPaHEHUsSI HAXOJATCS y Mpejcenarens (cexperaps
Wi pabOTHUKA ammapara, OTBETCTBEHHOTO 3a BEACHHUE JIEJIOMPOU3BOJICTBA)
TEPPUTOPUATILHON KOMHUCCHH.

OJIEKTPOHHBIE  JOKYMEHThI  (POPMUpYIOTCST B AJIEKTPOHHBIE  Jefa
B COOTBETCTBUM C HOMEHKJIATypod nen. B HoMeHknaType 1en yKa3bIBaeTcs,
YTO JIeJI0 BEIETCS B JIJIEKTPOHHON (opme. DIEKTPOHHBIE ITOKYMEHTBHI MOCIE
WX HCIOJHEHHS WM OTIPABKH MOJIEKAT XpaHeHuto B II/] B TeueHune CpoOKOB,
IPEIyCMOTPEHHBIX Il AHAJIOTHYHBIX JIOKYMEHTOB Ha OYMa)KHOM HOCHTEIIE.
B ciywae ecnu nena mpeacTaBieHbl Ha OyMaXHOM HOCHUTENE U B (opme
AJIEKTPOHHBIX JJOKYMEHTOB («THOPUAHOE JEJI0») U HE UMEIOT DJIEKTPOHHOTO 00pasa
B COOTBETCTBYIOLLIEH PVK, TO OHH noJuIeKar CKaHVUPOBAHUIO
C MOCJENYIOIUM MNPUCOEAUHEHUEM 3JIEKTPOHHOrO 00paza B COOTBETCTBYIOLIYIO
PYK.

B HOMeHKiaType J1ed 3JeKTPOHHOE €0 U JAeNI0 Ha OyMa)XHOM HOCHUTENE
OTPAKAIOTCA Kak JIBa TOMa, HMMEIOIIWE OJWH 3arojOBOK M CPOK XpaHEHUS.
K unzekcy 31eKTpoHHOro Jieia npubaBisieTcs JuTepa «I».

IIpoTokonsl 3acenaHuii, PEIIEHUS TEPPUTOPUAIBHOW KOMHUCCHUM, CIIHCKHU
MPUTJIAICHHBIX, MPUJIAraéMble K MPOTOKOJY MOJJIMHHBIE SK3EMIUISIPhl PEUICHUN
C COOTBETCTBYIOIIUMHU MPUIIOKEHUSIMHU, MPOTOKOJIbHBIC MOPYUYEHUS, TOKYMEHTHI,
MOCITY>KUBIIME OCHOBAaHMEM [IJII PACCMOTPEHHsSI BONpPOCAa Ha 3aceJaHuu
TEPPUTOPUATILHON ~ KOMHUCCUHM, pacliM(ppoBaHHAs  ayJUO3aNKUCh  3acelaHusd

(mpu ee HANMMYMM), 10 TIEpeadYd B apXUB HAXOAATCA y mpeacenarens (paboTHUKA
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arnmapara, OTBETCTBEHHOTO 3a BEACHHE JEJIONPOM3BOJICTBA) TEPPUTOPHUATILHOU

KOMHCCHHU.
3a COXpaHHOCTh JOKYMEHTOB U JIeJl OTBETCTBEHHOCTh HECET MpejceaTeb
TEPPUTOPUATIBHON KOMHUCCHH.

Jlena AOMKHBI HAXOIUThCS B pabodel KOMHAT€ WIM B CHEHHAIBHO
OTBEJCHHOM JUTSI OTOH eI TTOMEIICHUH U XPAaHUTHCA B 3aMUPAOIIMXCs MKadax,
NPEAOXPAHAIOIIUX JOKYMEHTHI OT MbLJIX U BO3IEUCTBUS COJTHEYHOT'O CBETA.

B memsx oOecrneueHuss OMNEpPaTUBHOIO TOWUCKA JOKYMEHTOB Jielia
pacroiaratorcsi B COOTBETCTBUM C HOMEHKJIATypoM Jell, KOMHUSl KOTOPOWM
Py HEOOXOIMMOCTH, TIOMEIIIAETCA Ha BHYTPEHHEH CTOPOHE JIBEPIIbI ImKada.

Ha kopenikax 00y10%eK Jieja YKa3blBalOTCSI UHJIEKCHI JIe]l IO HOMEHKIAaType
nedn.

Jlena, HaxopsuuMecs Ha TEKYIIeM XpaHEHUM, mojuiexar ydety. Ilepen
nepegayeil  JOKYMEHTOB B apXUMB  MPOBOJUTCS  MpPOBEpKa  HaJIUYUs
U COCTOSIHUSI IOKYMEHTOB M JeJl B LIENSAX YCTAHOBJICHHS (DAKTUUECKOTO HATMYUS
JIe’ U COOTBETCTBUSI X KOJIMUECTBY, YACIAIIEMYCSI IO HOMEHKJIAType JIell.

[IpoBepka HaiIMuusiT W COCTOSIHMS JIOKYMEHTOB U JI€Jl TPOBOAUTCS
pu TEepeMelIeHnn e, BO3Bpare Jeji, CMEHE Mpeaceaareisi TeppUuTOpUabHON
KOMHCCHH, TIEpe]] Iepeaadeii B apXuB.

[IpoBepka mMpPOBOAUTCA TMyTEM CBEPKM CTaTE€d HOMEHKIATYphl el
C OIMCaHMEM JIe] Ha 00JIOKKE, a (PU3NYECKOE COCTOSIHUE JIEN ONMPEEIeTCs MyTeM
UX BH3yaJIbHOTO TpocMoTpa. Bce oOHapykKeHHBbIE HEIOCTATKH (PUKCUPYIOTCS
B aKT€ MIPOBEPKU HAIUYUHUS U COCTOSHUS JCII.

B cmydae yTparthl  JOKYMEHTOB W JeI TPOBOJIUTCA  CIy>KeOHOE
paccienoBaHue, IO pe3yjbTaraM KOTOPOIrO JIMIO, BUHOBHOE B YTpare, HECET
OTBETCTBEHHOCTh B  YCTAaHOBJIIGHHOM  mopsiake.  [IpuHumaroTcss  Mepbl
M0 3aMEIICHUIO0 YTPAYEeHHOTO JOKYMEHTA 3aBEPEHHOM KomueH (110 BO3MOKHOCTH).

Ecnum  ornenbHble JOKYMEHTBI, YK€ BKJIIOUYECHHBIE B JI€JI0, BPEMEHHO
TpeOyIOTCSL AJis pabOThl, OHU MOTYT OBITb BBIJAHBI W3 JieJla, 4 HA UX MECTO

BKJIAABIBACTCA JIMCT-3aMCCTHUTCIIb C YKA3daHUCM, KOI'ZId, KOMY U Ha KaKou CPOK BbIJaH
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JIOKYMEHT.

12.3. DxcnepTu3a IEHHOCTH JTJOKYMEHTOB.

DKCnepTu3a UEHHOCTU TOKYMEHTOB IIPOBOJIUTCS ISl YCTAHOBJICHUS! HAYYHOU,
UCTOPUYECKON M MNPAKTHUYECKOM 3HAYMMOCTH JOKYMEHTOB, OOpa30BaBLIMXCS B
nporecce NEATEIbHOCTU TEPPUTOPUATILHOMN KOMHUCCHH,
C LIeJIbE0 0TOOPA KX IS JANbHEHMIIEro XpaHEHUs NI YHUUYTOKEHHUS.

OKcnepTh3a LEHHOCTH JIOKYMEHTOB IIPOBOJAMTCS IIPM  COCTaBJICHUH
HOMEHKJIATypbl JieJ, B IMpolecce (GopMUpoBaHUS Jesl, NpU MNOATOTOBKE el
K Ilepeladye B AapXuB, NPU BBLACICHUH K YHUUYTOXEHHUIO JAEJN, 3JIEKTPOHHBIX
JIOKYMEHTOB, HE MOJJIEKAINTUX XPAHECHHUIO.

JUIst paccCMOTpeHHsI TMPOEKTOB HOPMATHBHO-METOJAMYECKUX JOKYMEHTOB
II0 BOIIPOCaM JIEJIONPOU3BOJCTBA M apXMBHOI'O J€Na, OMHMCEW AeNl MOCTOSHHOTO
U JIOJITOBpEMEHHBIX (CBbIIE 10 JIeT) CPOKOB XpaHEHUs1, AKTOB 00 YHUUTOKEHUU eI
U JIOKYMEHTOB, HE HMMEIOIIMX HAYYHOM LIEHHOCTH U MNPAKTUYECKOTO 3HAYEHUS,
IIPUKA30M IIpeAcCenaresss TEPPUTOPHAIBHOM KOMHUCCUM CO3LACTCS JKCIEpPTHas
komuccus (nanee — OK).

B ee pyHkuMM BXOAUT pacCMOTPEHHUE U COTIACOBAHME HOMEHKJIATYpPHI el
TEPPUTOPUATIBHON KOMHUCCHH.

B cocraB DK MoryTt BKIIOYAThCS UIEHBI TEPPUTOPUATBHOW KOMHCCHH,
IPaXKJAHCKUE CITy Kalue anmapara TEPPUTOPUATILHOU KOMHUCCHH,
o corjacoBaHuio padboTtHuku amnmapara Caskt-lleTrepOyprckoil m3OuparenbHON
KOMMCCHHU.

[Ipu npoBeneHUH SKCHEPTU3bl LIEHHOCTH JOKYMEHTOB OCYIIECTBIISIETCS
0TOOp J1el MOCTOSTHHOTO M AOJTOBPEMEHHBIX (cBbIie 10 JET) CpOKOB XpaHEHUs,
B TOM YHCIJIE 110 JIMYHOMY COCTaBYy, OTOOp JIeJl ¢ BpEMEHHBIMU CPOKAMH XpaHEHHUS,
NOJJIeKAIIMX XPAHEHUIO, BBIJACIICHUE K YHUYTOXEHHUIO JI€J, CPOKH XpaHEHUs
KOTOPBIX UCTEKIU. [Ipyn 3TOM OJHOBPEMEHHO MPOBEPSIOTCS KAa4e€CTBO M IOJIHOTA
HOMEHKJIATypbl J1€], TPAaBWIBHOCTb ONPEICICHUS CPOKOB XPAaHEHUS Jell,

JOKYMCHTOB.
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3KCHepTI/I33 IIEHHOCTHU I[OKYMGHTOB OCYH_IGCTBJIHGTCH HYTCM ITIOJIUCTHOI' O

npocMoTpa nen. He pomyckaercs OTOOp JOKYMEHTOB JUisl  XpaHEHUs
WU K YHUUYTOKEHUIO TOJBKO HA OCHOBAaHUU 3ar0J0BKOB JIEJI.

OTO6Op  SNEKTPOHHBIX  JOKYMEHTOB  JJid  Tlepeadud B apXuB
MOXKET OCYIIECTBISATHCSI B aBTOMATU3UPOBAaHHOM pEXHUME IIyTeM OTOOpa
nokyMeHToB B I1]] mo npusnakam «Haekc aena», « Cpok XpaHEHUsD.

JIOKyMEHTBI, YTpPaTUBIIHME MPAKTUYECKOE 3HAYEHHE W HE HMEIOILINE
UCTOPUYECKON WJIM HAy4YHOM IIEHHOCTH, MO HCTEYECHUU YCTAHOBJIEHHBIX CPOKOB
XpaHEHUs MOJJIeKaT YHUUYTOKEHHIO 10 aKTy.

AKTBI O BBIJICJICHUU K YHUYTOXKCHUIO JIe] M JIOKYMEHTOB pacCMaTpPUBAIOTCS
Ha 3acemaHusx OK OJHOBPEMEHHO C ONHCIMHU Jel. YHHUYTOXKEHHE Jell
U JOKYMEHTOB JI0 YTBEPKICHUS aKTOB 3aIPEIaeTCs.

[To pe3ynbpTaTaM SKCHEPTU3bI IEHHOCTH JIOKYMEHTOB PAaOOTHUKOM arnapara,
OTBETCTBEHHBIM 3a BEJICHHUE JEJOMPOU3BOICTBA €KETOJHO COCTABISIOTCS CBO/IHBIC
ONUCH Jen OCTOSIHHOTO U JOJITOBPEMEHHBIX
(cBpimie 10 7€T) CpOKOB XpaHEHUs M MO JHUYHOMY COCTaBy (TIPHIIOKEHHS
NoNo 13,14,15), a Takke akThl O BBIICICHUHM K YHHYTOKECHHIO JTOKYMEHTOB,
HE ToJIIeXkKaINX XpaHeHuto (nmpusoxenue Ne 16).

Onucu nen MOCTOSSHHOTO W JOJTOBpeMEHHbIX (cBbimie 10 JeT) cpokoB
XpaHEHUs, a TaKK€ AakTbl O BBIJCICHUH K YHUYTOXEHUIO JOKYMEHTOB,
HE MMOJIJICKAIINX XPAHEHUIO, paccMaTpuBatotcs Ha DK,

Onucu f1en1, JOKYMEHTOB TIOCTOSIHHOTO CpOKa XpaHEHUsT U aKThl
O BBIJICJICHUY K YHUUTOXKEHHUIO JOKYMEHTOB, HE MOJJICKAIINX XPAHEHUIO, TIOIJIekKAT
yTBepkIeHUI0 LleHTpanbHOil 3KcepTHO-IpoBepouHOi komuccuu (nanee — LDIIK)
ApXUBHOTO KOMUTETA Cankr-IletepOypra, a OIMCH Jelt
no nuyHOMy coctaBy — yTBepxkaeHuo DIIMK III'A CII6. Ilocne ytBepkacHUs
LDIIK ApxuBnoro komuteTa Cankt-IleTepOypra onucu Jen v akThl O BbIICICHUN
K YHHUYTOXEHUIO JOKYMEHTOB, HE TMOMJIEKAIIUX XPAHEHUIO, YTBEPKIAKOTCSA

IpecenaTeaeM TEPPUTOPUATBHON KOMUCCHUH.
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LIepHOBI/IKI/I H  PYKOIIMCH IIOArOTaBJIMBACMBIX  ITOKYMCHTOB, KOIIMH

WH(OPMAIIMOHHBIX M JPYTUX MaTepHalioB, HE MOAJICKAIIMX BKIOYCHUIO
B HOMCHKJIATYypy [IeJ, TI0 MHHOBAaHHHM B HUX HAJTOOHOCTH MOTYT YHHYTOXKATHCS
0e3 cocTaBIEHU aAKTA.

[leperner (mommmMBKa) A€M MPOU3BOJUTCS TOJIBKO TIOCIE TPOBEACHUS
AKCIIEPTHU3bI IECHHOCTH JIOKYMEHTOB.

12.4. OdopmiieHue aei.

Jlena, mojiexamue Tmepefade Ha XpaHEHHE B apXuB, JOJKHBI OBITh
0o(opMIIEHBI COOTBETCTBYIOLIUM 00pa3oM.

Odopmienue aena BKIrOYaeT B ce0s IPOBEPKY CUCTEMATHU3AIUU JIOKYMEHTOB
BHYTpH JieJIa, HyMEPAIMIO JTUCTOB, COCTABJIICHHE BHYTPEHHEU OIMWCU TOKYMEHTOB
nena (mpunoxkenue Ne 17), nucra-zaBeputenst naena (mpuioxkeHue Ne 18),
odopmIIeHHE PEKBU3UTOB OOJI0KKH, MTOAIIMBKY (MEperieT) Aea.

B 3aBUCUMOCTH OT CPOKOB XpaHEHUS MPOBOJIUTCS MOJHOE WM YaCTUIHOE
odopMIIeHHE ACI.

Jlena MOCTOSIHHOTO U JOJATOBpeMeHHBIX (CBbIle 10 JeT) cpoKOB XpaHEHUs
nojjexar noiHomy odopmienuto. [lomnoe opopmienue nena mpeaycMaTpuBaet
IMPOBEPKY  CHCTEMATH3alldd  JOKYMEHTOB BHYTPH Jiejla, TIPaBWIBHOCTH
ux oopmieHus (Haau4Ire HEOOXOIUMBIX TIOMUCEH, BU3, OTMETOK O PETHCTPAIlUN
U WCIOJHEHUH, MPUJIOKEHUI), HyMepaluio JUCTOB, COCTaBJICHUE BHYTpPEHHEH
OMHCH JTOKYMEHTOB Jena (IIsi 0cOo00 LEHHBIX e, JTUYHBIX e, a Takke MIel,
c(OPMHUPOBAHHBIX TI0O PA3HOBUAHOCTSAM JOKYMEHTOB, 3arojIOBKM KOTOPBIX
HE PACKPBIBAIOT KOHKPETHOE COJCpX)aHHE JOKYMEHTa), COCTAaBIICHHWE JIHCTa-
3aBEPUTEIIA J1e1a, 0pOpMIICHUE PEKBU3UTOB 00JIOKKH, TOAIMUBKY (TIEpETUIET) Aea.

Hena BpemeHHbIX (10 10 €T BKIIOYUTENHHO) CPOKOB XpaHEHUS MOJJIeKAT
JaCTUYHOMY O(OPMIICHHIO: JIOMYCKAaeTCs HE MPOBOAUTh CHCTEMAaTHU3AIUIO
JIOKyMEHTOB B JieJie, JINCTHI JieJla HE HyMEpOBaTh, 3aBEPUTEIbHBIC HAIINCH
HE COCTaBJISITh.

Oo6noxka nena opopmisercs 1o YCTaHOBJICHHOM dopme

(mpunoxxenue Ne 19). Ilpu sTomM 0003HaUE€HHE ApXWUBHOTO MK(dpa, HAHOCUMOE
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B IIpaBOM BEpXHEM YIiy, nepeBopaunBaercss Ha 180 rpaaycoB MO OTHOIICHUIO

K OO0O3HAaYeHWI0O B JIEBOM HIDKHEM YIJy eIuHUIBl XpaHeHus. CBeneHus
Ha 00JIOKKY MEPEHOCATCS U3 HOMEHKJIATYPBI JIe] ¢ YTOUYHEHUSIMH, OTPaKAIOIIUMU
(akTUUYEeCKUIl COCTaB NOMEUIEHHBIX B JI€J0 JOKYMEHTOB.

O6noxka nena oQoOpMIISIETCS YEPHBIMH CBETOCTOMKUMHU YEPHHIIAMH,
pa3bopunBoO, 6€3 COKpaIleHUH.

Ha o0noxke nena ykas3pIBalOTCS CIEAYIOIINE PEKBU3UTHI: HAaUMEHOBAaHUE
TEPPUTOPUAIIBHOM KOMHUCCHUH, JI€JIONPOU3BOJCTBEHHBIH HOMEp (MHIEKC) Jena,
3arojIoBOK Jeina, Jara jena (Toma, 4acTH), KOJWYECTBO JHUCTOB B JeJie, CPOK
XpaHeHus JieNia, apXuBHbBIN mudp aena.

PexkBu3uThI, poCcTaBiIsieMble Ha 00JO0XKKE Aea, 0OQOPMIISIOTCS CIIEAYIOMNUM
obpazom:

HAaUMEHOBAaHHUE TEPPUTOPHAIBLHON KOMHUCCUHU YKa3bIBa€TCS B COOTBETCTBUU
C pPErjiaMeHTOM TEpPpPUTOPUANBbHON KoMuccuu. llpu M3MeHeHHMM HaMMEHOBaHUS
TEPPUTOPUATBHON KOMHCCUHU B TEUEHHE IMEPUOJIa, OXBATHIBAEMOTO JIOKYMEHTaMH
7ena, Ha 00JI0KKE K CTapOMy HAaMMEHOBAHHUIO MPUIHICHIBAETCSI HOBOE;

JeJIONPON3BOACTBEHHBIN HOMEp (MHIEKC) Jieda — MpocTaBiseTcs nuudpoBoe
o0o3HaueHue (MHAEKC) JieJa MO HOMEHKJIAType AeNl M YKa3bIBaeTCsd HOMEP TOMa
(uactn);

3aroJOBOK (HAaMMEHOBaHHWE) Jejia IMEPEHOCHTCS M3 HOMEHKIATYPBl e
(B HEOOXOIUMBIX CITy4asiX B 3ar0JIOBOK BHOCATCS YTOYHECHHS );

JaTa jenia — Ha 00JIOXKKE JIejia yKa3bIBaIOTCs IBE AaThl, KOTOPbIE HAa3bIBAIOTCS
KpailHUMH JaTaMd M COOTBETCTBYIOT TOJy 3aBElICHHS M OKOHYAHHS Jela.
Havanpnas nmata —2TO Jata caMOro paHHEro, a KOHEYHas Jara— JaTa camoro
HO3/IHET0 JOKyMeHTa B jene. Ilpu 3TOM yduTBIBaIOTCA JaThl BXOJSLIMX
U HCXOIAIINX JOKYMEHTOB (B cCllydae HMX OTCYTCTBHS — IaThl PETUCTPALUU
JIOKYMEHTOB) U HE YUUTHIBAIOTCS JIaThl CHUCAHMSI JOKYMEHTOB B JIEJI0, YKa3aHUH 1O
UCITIOJIHEHUIO JIOKYMEHTOB, OTMETOK HCIIOJIHUTENS (32 HMCKIIOYCHHEM CIydaesB,

KOI'JIa Ha JIOKYMEHTax HE MMEEeTCs JIPYTux JaT, KpoMe MepedyrcieHHbIX). Jatamu
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ACJ, COACPKAIINX IIPOTOKOJIbI 33C€I[aHI/II\/'I, ABJIAIOTCA OATHI IICPBOI'O U IIOCICIHETO

IIPOTOKOJIOB, BOLIEAIINX B AEJIO.

[Ipn HamucaHuM KpalHUX JaT Ha OOJIOKKAX JI€J MOCTOSITHHOTO XPaHEHHUS
YHCJIO U TOJl MPOCTABISIOTCS apaOCKuMu udpaMu, a Ha3BaHUE Mecsla MUIIETCS
nponucbio 0e3 cokpaiieHus. Ha 0050kkax /e BPpEeMEHHBIX CPOKOB XpaHEHUs
YKa3bIBA€TCS TOJIBKO TO.

Ha o6Onoxkax pen, COCTOSIIMX M3 HECKOJIbKUX TOMOB (4acTei),
IPOCTABIIAIOTCS KpaliHUE AaThl KAKIOTO TOMA (YacTH).

KonuuecTBO  MpOHYMEPOBAHHBIX B JIeJI€  JIMCTOB  IPOCTaBIIAETCA
C JIUCTa-3aBEPUTEIA Jea.

Cpox XpaHEHHsI MEPEHOCUTCS Ha OOJOXKKY Jela U3 HOMEHKIATyphl Jel.
Ha nenax nocrosHHOro xpanenus numercs: «[IocTossHHOY.

ApxuBHBIA mu@p Aeaa cOCTOUT U3 HoMepa (poHa, HOMepa OMKCH, HOMEpa
JIeJIa 0 OIMCH U MPOCTABJISIETCS TIOCIIE YTBEPKICHUS M COTJIACOBAHMS OMMUCEH aell
IOCTOSTHHOTO U A0JTOBPEMEHHBIX (CBbILIE 10 JIET) CPOKOB XpAHEHUS.

Ha «kopemke Jena yka3bIBalOTCS 3aroJIOBOK  JieNla, MHAEKC Jena
110 HOMEHKJIAType, 1aTa JAeJla U CPOK XPAaHEHUSI.

B nensix obecriedeHust COXpaHHOCTH U 3aKPETICHUS MOPSAKA PACTIOIOKEHUS
JOKYMEHTOB, BKIIOYEHHBIX B JI€JIO, BCE JINCTHI, KPOME YUCTBIX, JINCTA-3aBEPUTEIS
nena " JIUCTOB BHYTPECHHEM OIIHCH, HYMEPYIOTCS
B Pa3BEpHYTOM BHJE apaOCKUMH LHH(PpaMH BaJIOBOM Hymepauue. YucTble TUCTHI
U3 jena u3bIMaroTcs (0e3 MOBPEeXACHUS LEIOCTHOCTH JIea) U YHUUYTOKAIOTCA.
JIuCTBHl HyMEpYIOTCS MPOCTHIM KapaHAallloM CBEpXY BHU3 B BO3PACTAIOIIEM MOPSIKE
HOMEpOB HauuHas ¢ nepBoro. L{udpel mpocTaBisioTCs B MpaBOM BEPXHEM YTy
aucta. HyMmepanuss 1BETHBIMM KapaHAalllaMH, YEPHWJIAMH W HYMEpPaTOpaMH HE
JIOITYCKAeTCsl.

JIOKyMEeHTBI ¢ COOCTBEHHOM HyMepalueid JIHCTOB, B TOM YHCJIE€ TEYaTHBIC
U3JaHUs,, HYMEPYIOTCS B OOIIEM TNOpSAAKE WIH COXPAaHAIT COOCTBEHHYIO
HYMEpALIMIO, €CIM OHAa COOTBETCTBYET MOPSIKOBOMY pACIOJOKEHHUIO JIMCTOB

B ACIIC.
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Cnoxennpli nucT Oombiioro Qopmata (A2, A3) pa3BopauuBaercs

U HyMepyeTcs B IpaBOM yacTH BepxHero mnojs jaucra. Ilpu stom nuct mrodoro
(dopmara, NOAIIMTHIM 3a OAWH Kpail, HymMepyercd KaKk OJWH JIUCT, a JIUCT,
CJIIOKEHHBI M NOJAIIWTBHIN 3a CEepeuHy, IMOJUICKHUT IEPEUIMBKE U HyMeEpyeTcs
KaK OJIUH JIUCT.

Ecnu B 1ene ecTb KOHBEPT C BIOKEHUSIMHU, TO CHayajaa HyMepyeTcsl KOHBEPT,
a 3aTe€M O4epEHBIM HOMEPOM KaXJ0€ BIIOKCHHUE.

Qdotorpaduu U Apyrue WIUIIOCTPATHBHBIE MaTepuaidbl HYMEPYIOTCA
Ha 00OPOTHOI CTOPOHE B JIEBOM BEPXHEM YTIIy.

JIMCT ¢ HariayXo HaKJIEEHHBIMU JIOKYMEHTaMHU (BbIpe3kaMu, Gororpadusimn)
HYMEpYyeTCsl KaK OJIMH JIUCT. Eciii K TOKYMEHTY MOJAKJIEEHbI OJJHUM KPaeM JIpyrue
JOKYMEHTBI (BCTaBKM TEKCTa, IEPEBO/bI), TO KaXK/IbIM JIUCT HyMEPYETCs OTAEIBHO.

[Ipunoxenue K ey, COCTaBIAIONIEE OTIAEIbHBIA TOM, HyMepyercs
OTJIETBHO.

[Ipy Hanmuuuu OTAENBHBIX OMMOOK B HyMeEpaluu JIUMCTOB B Jejiax
Opy TOJArOTOBKE HUX K CcJadye B apXHB JOIYCKAeTCs IO COIIACOBAHMIO
C HUM yNOTpeOIeHNE TUTEPHBIX (C OYKBEHHBIMU JJOTIOJIHEHUSMU) HOMEPOB JIUCTOB.

B nenax mOCTOSTHHOrO CpoKa XpaHEHUs U OTIEIbHBIX KAaTeropusix e
0 JIMYHOMY COCTaBy (JIMYHBIX J€JaX, a TaKXKe JeslaX, BKIIOYAIIINX B ce0s
TPYJOBBIE JIOTOBOPBI, JOIOBOPBHI I'PAXKIAHCKO-IIPABOBOTO XapakTepa M aKThI
BBINIOJIHEHHBIX pa0OT K HUM) JJI yYeTa U MMOMCKa JOKYMEHTOB B HayaJe Jejia MOXKET
MOMENIAThCSI BHYTPEHHS onuch (nmpuiioxkenue Ne 17).

JIucTel BHYTPEHHEN ONIMCH HYMEPYIOTCS OTAEIBHO.

Kaxmoe neno 3akaHUMBaeTCs JTMCTOM-3aBEPUTEIIEM yCTAHOBIECHHON (OPMBI
(mpunoxxenue Ne 18).

B nucre-3aBepurene gena uu@paMu 1 NpONUCHI0 YKa3bIBaeTCs (DAKTUUECKOE
KOJIMYECTBO JINCTOB B JAHHOM JIEJIE, & TAK)KE HAIMYUE JIUTEPHBIX U MPOITYLIEHHBIX
HOMEPOB JIUCTOB, KOJMYECTBO JINCTOB BHYTPEHHEH OINMCH W HAJIUYHME CpPEIu
JOKYMEHTOB Ta3eT, KHUT, Opoltop, deprexei, ¢ororpaduii, pucyHKOB U T.A.,

CTaBATCA JaTa U MOJMUCh paOOTHHUKA, CPOPMHUPOBABIIIETO JI€TI0, M YKA3bIBAIOTCS €TI0
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JOJDKHOCTh, HHUIINAJBI U (I)aMI/IJ'II/IH. Ecau xoimuyecTBO IUCTOB B ACJIIC UBMCHACTCA,

3aBEpUTEIbHASI HAAUCH COCTABIISIETCS BHOBb.

[Ipu moAroToBKe AeN K NOAIIMBKE (TIEpEIIETy) MPOBEPSETCS MPaBUIBHOCTD
ux (popmupoBanus, opopmiaeHus. Meramnyeckue U IMIACTUKOBBIE CKPEIUICHUS,
a TaK)Ke TEPMOIIEPEIUIETHI U3 TOKYMEHTOB Y IAJISFOTCA.

JIOKYMEHTBI TIOJIIIUBAIOTCS TAKUM 00pa3oM, YTOOBI MOKHO OBLIIO CBOOOIHO
IPOYNUTATh TEKCT KaXJAOro ITOKYMEHTAa, BHU3bl M YKa3aHWUS [0 HCIOJHEHUIO
JOKYMEHTA.

12.5. Ilepenaua nen B apXuB.

ITepenaua nen nocrosiHHoro cpoka xpanenus B LII'’A CII0 ocymectBisieTcs
noeauHU4HO 1o yTBepkaeHHbIM LIDITK ApxuBHoro komurera Cankt-IlerepOypra
OMUCSM JI€NT TIOCTOSTHHOT'O XPaHEHHS.

[IpyeM JOKYMEHTOB Ha TOCTOSHHOE XpaHeHHe OQOpMIIIETCS aKTOM
npueMa-repeayu JoKyMeHToB (rpuioxenue Ne 20).

IIpn mepemade nen Ha BCEX SK3EMIULSIPAX OMUCU JEN MPOTHUB KaKJIOTrO
BKJIFOUEHHOT0 B Hee Jena B rpade «lIpumeuanue» craBUTCS OTMETKA O HAJIMYUU
nena. B KOHIE KaxJ0ro HK3eMIUIsipa ONUCH JIeJd YKa3blBaloTCs LU(paMu
U TPOIHUCHIO KOJIMYECTBO (PAKTUYECKU MPUHATHIX (MIepeAaHHbIX) B apXWB Jel,
UHUIHATB 1 (GaMUIMK JIUI, OCYHIECTBISAIONIUX MpUeM-Tiepenady e, CTaBATCA
UX TOJIKCH U AaTa.

IIpu nmpueme nen B apXWBE NPOBEPAETCS MPABMWIBHOCTh MX O(OPMIICHHS.
Jlena, odopmiileHHBIE C HapyIIEHWEM IMPaBUJl, YCTaHOBIEHHBIX WHCTpyKIHe,
BO3BpAIIAlOTCSI B TEPPUTOPHUAIBHYK) KOMHMCCHUIO € YKa3aHUEM HEAOCTATKOB
JUISl UX YCTPAHEHHS.

TeppuropranpHas KOMUCCUS uMeeT IIPUOPUTETHOE IpaBo
Ha UCIIOJIb30BaHUE JOKYMEHTOB, IIEPENAHHBIX €10 HA TOCYJAPCTBEHHOE XpaHEHUE,
B TOM YHCJIC Ha UX MEPBYIO MyOINKAIHUIO.

12.6. icrionHEHHBIE AIEKTPOHHBIE JOKYMEHTBI CUCTEMATU3UPYIOTCS B JI€a

B COOTBETCTBUM C HOMEHKJIATypOH M€l TEPPUTOPHAIBHOW  KOMMCCHHU.
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HpI/I COCTAaBJICHHMM HOMCHKJIATYPLI JCJI B 3ar0JIOBOK ACJIa BKIIIOYACTCA YKAa3aHHC

«ONEKTPOHHBIE JOKYMEHTBD».

Cpoxkn XpaHEHHS DJJIEKTPOHHBIX JOKYMEHTOB COOTBETCTBYIOT CpOKam
XpaHEHUs! aHAJIOTUYHBIX IOKYMEHTOB Ha OyMa)>KHOM HOCHUTEIIE.

OKcrepTr3a ILEHHOCTH  JJIEKTPOHHBIX  JIOKYMEHTOB  OCYILECTBIISIETCS
B OOLIEM MOpPSAAKE, YCTAHOBJIEHHOM [UIsl IOKYMEHTOB Ha OyMa>XHOM HOCHTEIIE.
Ilocne wucreyeHus CpokKa, YCTAHOBJICHHOI'O Ul XPAHEHMs DIJIEKTPOHHBIX €I
(3NEKTPOHHBIX  JOKYMEHTOB), = HAa  OCHOBAaHMM  aKTa O  BBIJEJICHUHU
UX K YHUYTOKECHUIO, YTBEPKICHHOT O ITpEACEaTeIeM TEPPUTOPHATIbHON KOMUCCHUH,
yKa3aHHbIE  dJJEKTPOHHBbIE JieJda  (PJIEKTPOHHBIE  JIOKYMEHTBI)  MOJyIeKat
YHUYTOKEHUIO.

DONEeKTpOHHBIE JOKYMEHTBI IIOCTOSIHHOTO CpOKAa XpAaHEHMs IepefaroTcs
Ha apXWBHOE XpaHEHWE MO OMUCAM C O(OpMIIEHHEM akTa IpueMa-Nepeaadn

SJICKTPOHHBIX TOKYMCHTOB.

13. OTBEeTCTBEHHOCTH

13.1. UneHbl TEppUTOPUAIBHOM KOMHCCUM U TPAXKIAHCKUE CIIyXkKallue
arnmnapara TEPPUTOPUAIBHOM KOMMCCHUH, TPaKJaHE, 3aMEIAoIIUe JIOJKHOCTH,
HE SBIIAIONIUECS JOJLDKHOCTSAMU rOCYyAapCTBEHHON TPAaXKIaHCKOM CITyOBbI, a TaKKe
rpaXJaHe, IMPUBIEKAEMbIE IO TPAXKIAHCKO-IPABOBBIM JOTOBOpPaM, HECYT
NEePCOHAIBHYI0 OTBETCTBEHHOCTh 3a coONofeHue TpeboBanuii WMHCTpyKIuu,
COXPAaHHOCTh HaXOJAIIUXCA Y HUX JOKYMEHTOB.

13.2. OTBETCTBEHHOCTH 3a OpTaHU3ALMIO JIEJIONPOU3BOCTBA
B TEPPUTOPUATIBHOM KOMHCCHH, BHEJIPEHUE aBTOMAaTU3UPOBAHHBIX
(KOMIIBIOTEPHBIX)  TEXHOJIOTMM TIOJTOTOBKM W 0OpaOOTKH  JIOKYMEHTOB,
obecrieyeHne COXPaHHOCTU JIOKYMEHTOB M Iepefadyy UX B apXuB, KOHTPOJIb
3a cobmoienneM TpeboBanuii THCTPYKITMU HEeCeT IpeiceIaTeNlh TEPPUTOPHATBHON

KOMUCCHH.



[Tpunoxenue Ne 1
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10 AEJIONPOU3BOACTBY B TeppuTopuanbHOM
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dopMa perucTpalMOHHOIO KYPHAJIA BXOAAIIMX JOKYMECHTOB
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MOJTy4YEeHUS HOMED MHOHJEHT U Jata MOJTy4YEeHUS U /uim
JIOKyMEHTa JIOKyMEHTa (kox1-BO HMCHOMHCHHA PEKBU3UTHI
JIUCTOB)
HCXOIAIIETO
JIOKYMEHTA)
@®opMa perucTpalMOHHOIO0 KYPHAJIA UCXOAALIUX TOKYMEHTOB
Kpatkoe conepxanue
aTa PerucrpanuoHHbIN OKyYMEHTAa ®OUO noxamucanTa
A pall Anpecar JOKY A HUcnonuurens Bun ornpaBku
perucTpanuu | HoMep JOKyMEHTa (PEKBU3HUTHI BXOSIIETO JIOKyMEHTa

,Z[OKyMeHTa), KOJI-BO JIUCTOB




[Tpunoxxenue Ne 2
K UHcTpyKunn
10 AEJIONPOU3BOACTBY B TeppuropuanbHOM
n3ouparenbHor komuccuu Ne 11

IHEPEYEHD
AOKYMEHTOB, He MOAJIEKAlIUX PerucTpanun

1. CooOuienust 0 3aceqaHusIX, COBELIAHUAX U IOBECTKAX JHSL.

2. YuyeOHble porpaMMel, IJIaHBI.

3. PexnamHble W3BELICHUS, TUIAKATHI.

4. Ilo3npaBUTenbHbIE MUCbMA U TEJIETPAMMBI.

5. [IpurnacurenbHble OWIIETHI, MPUTJIAIIECHUS HA Pa3IMYHbIE MEPOIPUSATHUSA,
HE CoJIeprKalllie HaUIEKAINUX PEKBU3UTOB MHChMa.

6. byxranrepckrne TOKyMEHTBI.

7. IleyaTHble U30AHUA.

8. OmepatuBHas MH(OpMalMs, [OCTyHarouias IO KaHajlaM CBS3H
l'ocynapcTBeHHOM aBTOMATHU3UPOBAaHHOW cucteMbl Poccuiickonn ®enepannu
«BbI60PBDY.

9. OOpaiteHust TpaXkJiaH, MOCTYUBIINE HA aJIpec AIEKTPOHHOMN MOYTHI.



[Tpunoxenue Ne 3
K UHCcTpyKumn
10 JEJONPOU3BOACTBY B TeppuropuaipHOU
n3ouparenbHo Komuccuu Ne 11

AKT

MBI, HIXKETIO AU CABIIIHECS

COCTaBUJIM aKT O TOM, 4YTO « » 20 r. IIpu
BCKPBITHH MaKETa
OOHapyKeHbI CIETYIOIINE HEAOCTATKU:

HaCTOHHII/Iﬁ aKT COCTABJICH B AIBYX JK3CMILIISApaAx.

[Toamwucs, pactmdppoBKa MOAKUCH:




[Tpunoxxenue Ne 4
K UHcTpyKunn
10 AEJIONPOU3BOACTBY B TeppuropuanbHOM
n3ouparenbHor komuccuu Ne 11

®opmbl 0JIAHKOB, HCOJIb3YEeMbIX B TEPPUTOPHUAIBLHON KOMUCCHU



«

»

TEPPUTOPUAJIBHASA NU3BUPATEJIBHAA KOMUCCHUA Ne 11

HPOTOKOJ 3ACEJAHUA

20  ron No

Cankr-IletepOypr



TEPPUTOPUAJIBHASA U3BUPATEJIBHASA KOMUCCHUS Ne 11

PEIMEHUE

« o » 20 Tonx Ne

Cankr-IleTepOypr



«
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TEPPUTOPUAJIBHASA U3BUPATEJIBHASA KOMUCCHUS Ne 11
HNPEACEAATEJb

IIPUKA3

» 20 ron Ne

Cankr-IleTepOypr
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TEPPUTOPUAJIBHAS
N3BUPATEJIBHASA KOMUCCHSA Ne 11
CAHKT-IIETEPBYPI'
ApcenanbHas HaO., 1. 13/1,
Cankr-Ilerepoypr, 195009
Ten. (812) 576-01-56
tik11.spbik.spb.ru
OKIIO 13810858; OI'PH 1037808036870;
WHH/KIIIT 7804169391/780401001

Ne

Ha Ne oT




[Tpunoxenue Ne 5
K UHCcTpyKumn
10 JEJONPOU3BOACTBY B TeppuropuaipHOU
n3ouparenbHo komuccuu Nell

TpeGoBaHuA K JOKYMEHTaM, H3r0TOBJIIEMbIM C IOMOLIbIO
NMeYaTamux yCTPOHCTB, 1 K ¢ailjilaM TEKCTOBbIX JOKYMEHTOB

1. TexkcTtel HOKyMeHTOB Ha OmaHkax ¢opmara A4 mneyaTaroTcs 4Yepe3
1,5 MeXCTpOYHBIX HMHTEpPBaJIa, JAOIMYCKAETCS I€4aTh JOKYMEHTOB Ha OJaHKax
dbopmaTta A4 dyepe3 1 MeKCTpOUHBIM MHTEpBaJ, Ha OlaHKax dopmara A5 — depe3
1 MEXCTPOUYHBIN MHTEPBAJL.

TexkcThl JOKYMEHTOB, IOATOTABIMBAEMBIX K TUIOTPaQCKOMY H3JaHUIO,
neyaTaroTcsl yepes3 2 MEeKCTPOUHBIX HHTEpBaa.

2. HaumeHoBaHME BUA TOKYMEHTA [1€YATAETCS IPOIUCHBIMU OYKBaMHU.

3. Ecnm 3aronoBok k TekcTy npesbiiiaeT 150 3HakoB (5 cTpokK), AOMyCKaeTcs
OpoJyieBaTh €ro J0 TpaHUIbl MpaBoro mojs. Touyka B KOHLE 3arojioBKa
HE CTaBUTCH.

4. PacuiudpoBka moanucu B pekBusure «lloammch» — medaraercs
Ha YpPOBHE IOCJIEIHEH CTPOKM HAWUMEHOBAHMS JIOJDKHOCTH C HCIOJIb30BAaHUEM
koMOuHanuu kinasuin Shift — Ctrl — [IpobGen mexay nHumanamu u haMuuei.

5. Co3nanue, @QopMaTupoBaHME U BBIBOJ Ha Ie€4aTh JIOKYMEHTOB
IPOU3BOJMUTCS Ha KOMIIBIOTEPaX C MCIOJIB30BAHUEM TEKCTOBOIO PENAKTOPA,
noanepxxuBatoiero gopmar docx. BHenpenue 31eKTpOHHBIX TaOIUIl, CO3JaHHBIX
B TaOJMYHBIX pENaKTopax, B JOKyMeHTHhl (opmara docx HE HOMycKaercs.
JlommyckaeTcsi, mpu HEOOXOJUMOCTH, co3JaHue, (OopMaTUpPOBAHWE M BBHIBOJ Ha
neyarb TabJaul MOCPEICTBOM PEIaKTOPa IEKTPOHHBIX TAOIHIL, MOACPKUBAIOIINX
¢dopmar xlsx.

6.[lpu  dopmaTupoBaHuM  JOKYMEHTOB  pEKOMEHIyeTcss  paboTaTh
C BKJIFOUEHHOM KHOMKOM ¥, 4TOOBI BUIETh HA SKPaHE BCE CITY>KEOHbBIE CUMBOJIBI.

7.1lpu ¢dopMaTUpPOBaHUU TEKCTOB JIOKYMEHTOB UCIOJB3YETCSl CTUJIb,
KOTOPBIM UMEET CIEAYIONIUE TapaMETPhI:

o mpudT PT Astra Serif
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o pasmep 14 myHKTOB
o OTCTYII cieBa 0cMm
CIipaBa 0cMm
o WHTEpBAJI nepen 0 myHKTOB
rocie 0 myHKTOB
o MEKCTPOUYHBIM UHTEPBAIL IOy TOPHBIN
o repBasi CTpoOKa orcTyn Ha 1,25 cMm
o BbIpaBHUBAHUE 1O IIUPUHE.

8. IIpn dopmaTupoBaHUM TaOJIUIl HEOOXOAUMO COOJIOAATH CIICAYIOIIHE
TpeOOBAHMUSL:

Ta0auIla BCeraa JOKHA HMETh Ha3BaHHE, KOTOPOE BBIPABHHUBACTCS
0 IIEHTPY JIOKYMEHTA;

Ta0NHIa BRIPABHUBACTCS TI0 IIEHTPY JINCTA;

3aroJI0BKH CTOJIOIIOB M CTPOK BBIPABHUBAIOTCS T10 IIEHTPY SYCHKH;

JTaHHBIC B sIICWKaX TaOIHITBI BRIPABHUBAIOTCS CBEPXY IO JIECBOMY Kpalo;

IIPOJIOKEHNE TaOIUIbI HA HOBOM JIUCTE MOXKET HAUMHATHCS C 3ar0JIOBKOB €€
rpad (waum HOMEpOB Tpad B ciaydae, ecim rpadpl TaOIUILI HA TEPBOM JIMCTE
IPOHYMEPOBAHBI);

CTPOKH TaOJIHUIBI TIEPEHOCATCS Ha HOBBIM JINCT JOKYMEHTA MCKITIOUYHUTEIBLHO
LEJIUKOM;

IIUPUHA W BBICOTA TaOJMIBI HE JODKHBI TIPEBBINIATH Pa3Mephbl MOJICH
JIOKYMEHTA.

9. Pazmepsl nonei JOKyMEHTA JOJKHBI UMETh CIIEIYIOIINE MapaMeETPhI:

o BEpXHEE 2,0 cm
. HUKHEE 2,0 cm
. JIEBOC 3.0cMm
o IIPaBoe 1,5 cm.

OT Kpast 10 KOJIOHTUTYNA:
o BEPXHETO 1,25 cm

o HUKHETO 1,25 cm.
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10. TIpu moAroTOBKE JOKYMEHTOB MCHOJIB3YIOT CIAEAYIOIINE PEKBU3UTHI:
® HAaWMEHOBAHUE OpPraHU3allNM;

® HaMMEHOBAHME BUJIA JTOKYMEHTA;

® CChUIKAa Ha UCXOSIINMI pErucTpallMOHHBIN HOMEp U JAaTy JOKYMEHTa,
® MECTO COCTaBJICHUs (M3aHUs1) JOKYMEHTA,

* rpud (moMerka) 06 OrpaHMUCHUN JOCTYIIA K IOKYMEHTY; (MPY HATHUYHUHN )
® ajpecar;

® rpud YyTBEpKIACHUS JOKYMCHTA,

® 3aroJIOBOK K TEKCTY JIOKYMEHTA;

® TEKCT JOKYMEHTA;

® OTMETKa O HAIUYUU TPUIOKCHUS;

® [OAMNCH;

® OTMETKa 00 3JEKTPOHHOMU MOANMKCH;

¢ rpud corimacoBaHUs JOKYMEHTA;

® OTMETKa 00 MCIIOJIHUTEIIE;

® upaeHTU(UKATOP IICKTPOHHON KOTTMHU TOKYMEHTa (TIPH HATUYIUH ).

11. PekBusuthl (KpoMe TEKCTa JOKYMEHTa M ajpecara), COCTOSIIHE

M3 HCCKOJIBKHX CTPOK, II€YaTaroT CO CIACAYIOIIUMU IIapaMCTpaMu:

o mpudT PT Astra Serif

o pasmMep 14 myHKTOB

o OTCTYII cieBa 0cm
cripaBa 0cMm

o VHTEPBAI nepexn 0 myHKTOB
1ocie 0 myHKTOB

o MEKCTPOYHBIN HHTEPBAJ OJIMHAPHBIN

o OTCTYI NEPBOM CTPOKHU HET

o BBIPABHUBAHUE 10 LEHTPY.
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12. PexBU3UT «ApecaT» nevyaTaroT cO CAEAYOUMMHU MapaMeTpaMu:

o mpudt PT Astra Serif

o pasMmep 14 myHKTOB

o OTCTYIl cieBa 7 cM
cripaBa 0cMm

o VHTEPBaJ nepen 0 myHKTOB
1ocie 0 myHKTOB

o MEKCTPOYHBIM HHTEPBAJ OJIMHAPHBIN

o OTCTYII IEPBOM CTPOKHU HET

. BbIPABHUBAHUE IO LIEHTPY.

Ecnu cocraBHBle YacTH peKBU3UTOB «Agpecat»y, «I'pud yTBepKIeHUS
nokyMeHTa», «I'pud cormacoBanms JOKyMeHTa», «OTMeTKa O HaJIUYAH
MIPIIOKCHUSD HE YMENIAIOTCS Ha OJTHOM CTPOKE, TO Pa3phiB CTPOKH B HYKHOM MECTE
MIPOU3BOUTCS C TOMOIIBIO cuMBoJia «Pa3psiB cTpokm» (komOuHanus kiasuin Shift

— Enter), nanpumep:

COI''TACOBAHO

PykoBonurens denepanbHOro
apXMBHOI'O areHTCTBA

A.H. Aptuzos

[Ipy wHCHOAB30BaHMM B TEPPUTOPHAIBHOM KOMHUCCUU HACHTH(PUKATOPA
AJIEKTPOHHOM KOIHMH JIOKYMEHTa (KOJOHTHTYJAa) OH I€4aTaercs B JIEBOM YTy
HWDKHETO I0JI KKJOW CTPAaHULbI TJOKYMEHTa HIPU(TOM 8 IIyHKTOB.

13. IIpu odopmieHun AOKYMEHTOB Ha JBYX M Oojiee CTpaHULAX BTOpas
¥ TOCJIEAYIOUIME CTPaHMIBI JOJDKHBI ObITh MpOHyMepoBaHbl. Homepa crpaHun
MPOCTABIIAIOT MOCEPE/IMHE BEPXHEro MOJIs JInCcTa apabckuMu 1udpamu 0e3 3HaAKOB
IIPENUHAHMS.

Ecan AJOKYMCHT UMCCT IIPUJIOKCHHC, TO OHO IICYATACTCA C HOBOM CTpaHUIIbI.
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14. Jlnsa BBISIBJICHUS W WCIPABICHUS BO3MOXKHBIX OIIMOOK B MPAaBOMUCAHUU
B cpopMUpOBaHHBIX (aillax pPEeKOMEHIYeTCs  OCYLIECTBISATh  MPOBEPKY
JIOKYMEHTOB, UCTOJIb3Yysl CUCTEMbI TPOBEPKH MPABOTTUCAHUS.

15. Kaxaplif TOKYMEHT CO BCEMH MPUJIOKEHUSIMH K HEMY IOMEHAI0T
B OTJEIBbHBIN (hailsl (ecim MpUIIOKEHUS] CO3/IaHbl OJJHUM IpoleccopoM). Baytpu
daiina cam TOKyMEHT U KaXKJ10€ MPUII0KEHUE TOMEIIAIOT B OT/ICIbHBIE Pa3Ieibl.

16. Bce pexkBU3UTHI JTIOKYMEHTa OTIEJSIOT JAPYr OT Apyra OAHOW IyCTOM
CTpOKO#, oOpa3yemoii cumBoioM aO3ama (§ — xmaBuma Enter). B Tekcre
HE JIOJDKHO BCTpevaThesi 6oJiee AByX CUMBOJIOB a03aria moapsi.

17. He nomyckaetcst mucaTh ClioBa C pa3psIKOM, BCTaBIIsAS MPOOEITbI MEXKTY
OykBamu B cioBax. He gomyckaercss MCTONb30BaHUE TIPOOEIIOB M7isi 00pa3oBaHUs
ab3alHOTrO OTCTyna (KpacHOM CTPOKM) WM MYCTBIX CTPOK. B Tekcte He MOIKHO
BCTpeYaThcsl MmoApsAn Oojee OAHOro cuMBoja npoOena. Pazgenenne HHULMATIOB
U (pamMuiInu, cuMBoJia Ne 1 4rciia, MOpsiIKOBOIO HOMEpa CTaThH, YaCTH, ITYHKTA WX
NOJAMYHKTAa MPaBOBOTO aKTa, YMcia Mecsila M Ha3BaHUA Mecdlld, Yucia roja
U CIIOBA «TOJ», JIIOOBIX YHUCJIOBBIX 3HAYCHWM W CIUHUI] MU3MEPEHUS eNaeTCs
C HCIOJb30BAHMEM Hepa3phIBHOro mnpobena (couyeranue kimasumn Shift — Ctrl —
[IpoGen).

18. He momyckaeTcsi BKIIIOYaTh B TEKCT JTOKYMEHTA pa3eIUuTEIbHbIC JTHHUH,
COCTaBJICHHBIC U3 IIEMIOYEK CUMBOJIOB (*, =, -, — U IpyTHe).

19. He nmomyckaercs HCHOJNB30BaHHE B PYCCKHX CIIOBAX CXOJHBIX
10 HauepTaHuio JJaTuHCKux OykB (A, a, B, C,c,E,e, HL K, M, 0,0, P, p, 1, X, X, y).

20. He pnomyckaeTcsi HCHOJIb30BaHUE CUMBOJA TaOymsauuu (—) s
oOpa3oBanust a03aITHOTO OTCTyMAa (KPACHON CTPOKH) WIIH IMTYyCTHIX CTPOK. AO3aIHbIN
OTCTYII yCTaHaBIMBaIOT B MeHI0 DopmaT/AG3all Ml ¢ TOMOIIBI0 BEPXHETO IBHXKKA
Ha TOPU30HTAIILHOM JINHENKE.

21. He pmomyckaercss HCIOJIB30BaHHE CHMBOJA «-» JJIs1 OOO3HAYCHUS
nepeHoca. BmecTo Hero criemyer HUCHIONb30BaTh CHUMBOJ MATKOrO IMEpeHoca

(xomOuHanms kiaapui Ctrl — «-»).
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22. Jlng HanmucaHWs PUMCKUX HUGP JIOJDKHBI MCIOJIb30BAThCS 3arjaBHBIC
oykBbI tatuHckoro andasura (I, V, X, C, D, L, M). Ucnons3oBanue 111 3TOU 1IeIH
pycckux OyKB U apaOCKux 1udp HE TOMyCKaeTCH.

23. BmecTo OykBBI «&» AOMKHA yHNOTpeOnsThcs OykBa «e» (Kpome HMEH
COOCTBEHHBIX IIPU HAJTMYHMH MOATBEPKIAIOITUX TOKYMEHTOB).

24. PekBU3HUTHI «3aroJIoOBOK K TEKCTY» JOJKHBI ObITh BEIPOBHEHHI TI0 IIEHTPY
U KaXKJIbIN U3 HUX JIOJDKEH MPEJICTAaBISITE COO0M OJIMH a03all, TO €CTh BHYTPH TEKCTa
KQXKJIOTO PEKBU3UTA HE JOJDKHO OBbITh cuMBOda ab3ama. He npomyckaercs
UCIOJIb30BAaHUE CUMBOJIa ab3alia Jyisi IpephIBaHUs CTPOKU B MPOU3BOJILHOM MECTE,
JUISL DTOTO CJIETyeT UCIOIb30BaTh CUMBOJI pa3phiBa CTPOKHU (KOMOWHAIIMS KIIABUIII

Shift — Enter).



[Tpunoxxenue Ne 6
K UHCcTpyKumn
10 JEJONPOU3BOACTBY B TeppuropuaipHOU
n3ouparenbHoi komuccuu Ne 11

Cnucok PACCBIVIKH MCXOAAIIMNX JOKYMECHTOB

Ne HaumeHnoBaHue oprana

IHoHBII MOYTOBBIN apec
n/n (opranusanumn)

[Ipencenarens TeppuropnanbHOU

n3buparenbHoil komuccun Ne 11

(moanuce) (pacmu@poBKa MOAMUCH)

Ucnonaurens

(moamuce) (pacmmdpoBKa MOANKCH)

« » 20 1.




ITpunoxenue Ne 7
K UHCcTpyKumn
10 JEJONPOU3BOACTBY B TeppuropuaipHOU
n3ouparenbHo Komuccuu Ne 11

Ilepeuennb 00s13aTeJILHBIX CBEIEHUI 0 JOKYMEHTAX, HCIO0JIb3yeMbIX B LEJIAX
ydera u moucka aokymentos B I1JI!
. ABTOD.
. Anpecar.
. JJomKHOCTBD, (hamMIIIHsI 1 MTHUITHAIIBI JIUIIA, TTOAMKUCABIIETO TOKYMEHT.

. HaumenoBanue I'pyHaIibl U BUda JOKYMCHTA.

1
2
3
4
5. [lara nokyMeHTa.
6. PeructpaniioHHbIii HOMEp TOKYMEHTA.
7. Jlata moCcTynuBILIEr0 JOKYMEHTA.
8. PerncrpanOHHBIA HOMEP ITOCTYNMBIIETO JOKYMEHTA.

9. CBeneHusi 0 CBSI3aHHBIX JIOKYMEHTax (HaMMEHOBaHHE BHUJA JOKYMEHTA,
JaTa, pErUCTPALIMOHHBIN HOMED, TUIT CBSI3KH).

10. 3arosoBOK K TEKCTY (KpaTKOE COACpKaHUE TOKYMEHTA).

11. Nunekc nena no HOMEHKJIAType el

12. CBeneHnus o nepeagpecaniu JOKYMEHTA.

13. KonnyecTBO JIMCTOB OCHOBHOI'O JIOKYMEHTA.

14. OT™MeTKa 0 IPUIIOKEHHUH (KOJMYECTBO MPHIIOKEHUM, 00111ee KOJTUIECTBO
JIUCTOB MPUJIOKEHU ).

15. Yka3aHusi o MCIMOJHEHHUIO TOKYMEHTa (TIOpy4YeHHEe, UCTIOJIHUTENb, 1aTa
WCIIOJTHCHUS ).

16. OT™MeTKa 0 KOHTpOJIE.

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

18. IIpoBepka 3J1€KTPOHHOM MOAMUCH (MIPU HAIUYHUH).

19. IlogpazneneHrne — OTBETCTBEHHBIN UCIIOIHUTEND JOKYMEHTA.

20. daitsibl 37EKTPOHHOTO IOKYMEHTA (KOJMYeCcTBO (paitioB, UMeHa (haiisioB).

" Micnonb3ayeTcs cokpalleHue, npuBeaeHHoe B NyHKTe 1.8 HacTosLleh NHCTpyKuuu.



[Tpunoxenue Ne 8.1

K UHCcTpyKunn

IO JICJIONIPOU3BOJICTBY B
TepputopranbHON H30UPATEIHHOM

KYPHAJI

komuccuu No 11

yueTa JJUYHOI0 MpueMa rpaskaiaH
B TeppuropuajibHoii u30upareabHoii komuccum Nell

OT1merka D.1.0.
IHouToBBINM Kparkoe 0 pe3yJabTarax U NOAINCH
Ne | Jlara ®.1.0. P pesy A
azapec coJepiKaHue npuemMa Jmua,
n/nm | npueMa | 3asiBUTeJIsl
3asiBUTeJsl | oOpameHust (mpuHsTOE NPOBOAUBILIEI0
peuieHue) npuem
1 2 3 4 5 6 7
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[Tpunoxenue Ne 8.2
K UHCcTpyKunn
IO JICJIONPOU3BOJICTBY B
TepputopranbHON H30UPATEIHHOM
komuccuu Neo 11

KAPTOYKA JIMYHOI'O ITPUEMA I'PAXKIAH
B TEPPUTOPHUAJIbHOMN U3EUPATEJIBHON KOMUCCHUH Ne 11

JlaTa obparenus
Jara npuema

« » 20 I. No
damuins, UMs, OTYECTBO 3asIBUTEIIA JIOMKHOCTHOE JIUII0, BEAYyIIEe IPHEM
MecTo KUTEThCTBA, TeIehOH Pe3ynbratel paccMoTpeHus

KaTGI‘OpI/IH 3asABUTCIIA

ConeprxaHue oOpaleHus

A,
BBIpaXaro (pamunms, UMst, OTYECTBO 3asIBUTEIIS)

corjacue Ha MpPEeJOCTaBICHHUE MHE YCTHOTO OTBETa B XOJI€ JUYHOrO IpHeMa IO CYIIECTBY
[IOCTABJIEHHBIX B YCTHOM OOpaleHuu BorpocoB. [IncbMeHHOTo 0TBETa He TpedyeTcsl.

(mata) (moamuch 3asBUTEIS) (pacmu@poBKa MOANKCH)

A,
BbIpaKaro

(damumnus, UMsi, OTYECTBO 3asIBUTEIIS)

corJlacue Ha BUJ1€0-U (WIH) ayAMOIPOTOKOIUPOBAHHUE JIMYHOTO IIPUEMA.

(mara) (ToamMCh 3asIBUTEIS) (pactmmdpoBKa MOAMKCH)
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[Tpunoxxenue Ne 9
K UHCcTpyKumn
10 JEJONPOU3BOACTBY B TeppuropuaipHOU
n3ouparenbHo Komuccuu Ne 11

JIucer corsiacoBanus

JIOIDKHOCTD

dammus,

Hara Ioanucs WHHULIAAJIBI

HUcnomuurenn
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[Tpunoxenue Ne 10
K MHCTpYyKIIMH
10 AEJIOIPOU3BOACTBY B TeppuropuanbHOU
n3ouparenbHO komuccun Ne 11

YTBEPX/IAIO

IIpencenarens TeppuTopraIbHON
n3buparenbHoit komuccun Ne 11

(moamucek) (nHUIMATBI, (haMUITHS)

« » 20 r.

OT4eT 0 pacchbuIKe 10 COOTBETCTBYIOIIUM a/ipecaTaM M pa3MelleHun
pemiennii TeppuropuajabHoil u3duparTeabHoil komuccnu Ne 11
Ha opunuaabHoMm caiite tikl1.spbik.spb.ru

3acenanue No OT « » rojia

No No pemrenust AgnpecaT pacChbUIKH, aApeC pa3MELICHUS Jara

n/n THUK pa3menieHus

PacChUIKU

1
2
3

Hcniomaurens

(moamuck) (pacmmdpoBKa MOAMKCH)
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[Tpunoxxenue Ne 11
K MHCTpYyKIIMH
10 AEJIONPOU3BOACTBY B TeppuropuaipHOU
n3buparenbHo komuccuu Ne 11

HEPEYEHD

MOAJIC/KAIINX KOHTPOJJII NOKYMEHTOB C YKa3aHUEM CPOKOB HUCITOJIHCHUS

1. ®enepanbHble  KOHCTUTYIIMOHHBIE 3aKOHBI, (elepalbHble  3aKOHBI
Poccutickon denepanuu — cOracHO yKa3aHHOMY B HUX CPOKY.

2. Yka3sl lIpesugenta Poccuiickoit denepanuu — COMIACHO YKa3aHHOMY
B HUX CPOKY.

3. Pacniopspkenust  IIpesuaenta  Poccuiickoii ~ ®enepariuu — corjiiacHO
YKa3aHHOMY B HUX CPOKY.

4. Tloctanosnenus, pactiopsbkeHus [IpaBurenscrBa Poccuiickoin denepanuu —
COIJIACHO YKa3aHHOMY B HUX CPOKY.

5. 3axonsl Cankt-IleTepOypra — cornacHO yka3aHHOMY B HUX CPOKY.

6. [loctanoBieHus, pemeHus 3aKOHOJATEIBLHOTO CoOpanus
Cankr-IleTepOypra — coryiacHO yKa3aHHOMY B HUX CPOKY.

7. IlocTaHOBIIEHUS, PACHOPSKEHUSI OpraHa TrOCYJapCTBEHHOW BIIACTU
Cankr-IleTepOypra — coriiacHoO yKa3aHHOMY B HUX CPOKY.

8. [TocTaHOBIICHUS, pACTIOPSIAKEHUSI PYKOBOJAUTEIIS OpraHa rocyJapCTBEHHOU
Biactu CaHkT-IleTepOypra — corinacHO yKa3aHHOMY B HUX CPOKY.

9. ITapnamentckue 3anpocsl CoBera Denepanuu DenepansHoro Codbpanus
Poccuiickoii ®enepanun, ['ocymapcrBennort Jlymbr ®denepanpHoro CobOpanus
Poccuiickoii ®Penepanuu —HE MO3QHEE YeM uepe3 15 KaleHIapHbIX JHEH
CO OHS TMOJYyYEeHHUS MapJaMEHTCKOrO 3arpoca WM B HWHON YCTaHOBJICHHBIN
cootBeTcTBYMOIIeH mnanatort denepanbHoro Cobpanusi Poccuiickoit deneparuu
CPOK.

10. 3anpocsr CEHaTOpOB Poccuniickon denepanun, JEITyTaTOB

INocynapctBennoii Jlympr ®denepanprHoro CoOpanusi Poccuiickoit ®deneparmm —
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HE no3aHee yeM yepe3 30 KaleHIapHbIX AHEH CO JHS €ro MOJyYEHHS WU B MHOU
COIrJIaCOBaHHBIN C MHULIMATOPOM 3apoca CpoK.

11. O6pamenuss  cenatopoB  Poccuiickoii ~ @epepauuu, JeNyTaToOB
I'ocynapctBennoii Jlymbr ®enepansnoro CoOpanusi Poccuiickoit deneparuu
0  BONpOCaM, CBSI3aHHBIM C WX  JEATEIbHOCTHIO, — HE3aMEMIUTEIIBHO
(mpy HE0OXOAUMOCTH TIOJTYHYEHHSI IOTOJHUTEIBHBIX MATEPUAIIOB — HE MO3/IHEE YEM
yepes 30 kaneHJapHbIX THEeHW CO JHS MOTy4YeHHs 0OpaleHust).

12. OGparteHus Ty TaTOB 3aKOHOATEIBLHOTO CoOpanus
Cankrt-IlerepOypra — B cpok, ycranoBieHHblit Cankt-IlerepOypra.

13. [lucema u3 Apmunuctpauun Ilpesunenta Poccuiickoit ®enepauuu,
IIpaButennbctBa Poccuiickoit ®@enepannu, Koncturynmonnoro Cyna Poccuiickoit
Oenepaunu, BepxoBHoro Cyna Pocculickoit @enepauuu, ['eHepanbHOU
npokypatypbl Poccuiickoit ®denepanuu, IlpaButenscrBa Cankrt-IlerepOypra —
B COOTBETCTBUM C YKa3aHUSMH [0 HCIOJHEHUIO JOKYMEHTa MpeJceaaTens
TEPPUTOPUAIBHOM  KOMHCCHUH, €CIIM B  HHUX  HE  yKa3aH  CpPOK —
He no3/iHee yeM uepe3 30 KaJleHIapHbIX JHEH.

14. IIpoTecTt mpokypopa — He nio3aHee yeM yepe3 10 KaneHJapHbIX THEH.

15. IIpencraBienne NpoKypopa — B TEYEHUE MeCSIIa CO IHS OCTYIUICHHUS.

16. OOpartieHus, CBSI3aHHbIE C peaau3aliuei 1 3aluToN n30UpaTeIbHbIX MPaB
W mpaBa Ha yyactue B pedepenayme rpaxaaH Poccuiickoit ®enepanuu,
NOCTYNUBIIKE B TEPPUTOPUAIBHYI0 KOMHUCCHUIO B XOJ€ COOTBETCTBYIOLIEH
n30MpaTeNbHOW  KaMIaHWHM, KaMIaHud  pedepeHayMma, —B  COOTBETCTBUU
¢ DenepanbHbIM 3aKOHOM 00 OCHOBHBIX TApAHTHAX U30UpATEIbHBIX IPaB!.

17. Ilepecbiika oOpalleHHil TpakJaH, COAEPKAIIUX BOIPOCHI, pPEIICHUE
KOTOPBIX HE OTHOCUTCA K KOMIICTCHIIMH TEPPUTOPUATILHOW KOMHCCHUH,
OCYILIECTBIISIETCS B TEUCHUE CEMU KaJCHAApPHBIX JHEH.

Obparienne, cBS3aHHOE C COOTBETCTBYIOUICH H30MpaTeIbHON KaMITaHUEH,
KaMmaHuel pedepeHayMa, TMOCTYNHUBIIEE B TEPPUTOPUATBHYIO KOMHCCHIO
JI0 YCTaHOBJICHUSI €10 UTOTOB T'OJIOCOBAHUS, OINPEACIICHUs] PE3yJIbTaTOB BHIOOPOB,

pedepenaymMa U cojeprKaliee BOMPOCHI, PEIIEHHE KOTOPhIX HE BXOJUT

" Micnonb3ayeTcs cokpalleHue, NpuBeaeHHoe B NyHKTe 1.2 HacTosLieh VHCTpyKuuu.
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B KOMIICTCHIIMI0O KOMHUCCHM, B TEUEHHUE MATH JHEW TMociie OHS MOCTYIUICHUS
HalpaBlsIeTCs. B KOMHUCCHIO, WHOM OpraH WM JIOJDKHOCTHOMY  JIMILY,
B KOMIIETEHIIUIO KOTOPBIX BXOJUT €ro pacCMOTPEHHE, a MOCTYNUBIIEE B HMHOU
neproJ; MO0 HE CBSI3aHHOE C COOTBETCTBYIONIEH H30MpPATENbHON KaMIaHUEH,
KaMmmaHuei pedepeHayma — B TEUEHUE CEMU JHEH MOCe THS MOCTYTUICHHUS.

OOpaiieHus, He CBA3aHHBIC C pealn3alyell U 3aluToN N30UpaTebHbIX MPaB
W TpaBa Ha ydactue B pedepeHayme rpaxaaH Poccuiickoit ®enepanuu,
MNOCTYNUBIIKE B TEPPUTOPUAIIBHYI0 KOMHCCHIO B TEPHUOJ] COOTBETCTBYIOLIEH
n30MpaTebHOW KaMIaHWK, KamMmaHuu pedepeHayma, a TakKe TOCTYIMUBIINE
BHE TepHoJa HM30MpATEeNhbHON KaMIaHWW, KaMIIaHUU pedepeHaymMa Wi TOocie
YCTAHOBJICHUSI TEPPUTOPUATIBHON KOMHUCCUEN UTOrOB T'OJIOCOBAHUS, ONPEACICHUS
pe3ynbTaToB BbIOOpOB, pedepenayma, —B TedeHue 30 gHeH 1mocie JIHA
WX TIOCTYIUICHHUS.

18. OOpamienuss  CpeACTB  MaccoBoM  MHQOpMalMu 10O  BOIpocam
npenocTaBieHuss WHGOpPMAIMU —B  TEUEHWE CEMH  KaJCHIApHBIX  JTHEH.
Ecnmu TpeOGyeMble cBefeHUS HE MOTYT OBITH MPEJIOCTaBIEHBI B YKa3aHHBIM CPOK,
TO JIOMYCKAeTCs OTCPOYKa B TMPEIOCTaBICHUHM 3allpaliuBacMoil HHQpoOpMaluu
C BPYYEHHUEM MPEACTABUTENIO PEAAKIIMU B TPEXIHEBHBIN CPOK CO JIHS MOJYUYEHUS
MUCbMEHHOTO 3ampoca WHOOpMalMKM YBEIOMJIEHUS 00 OTCpPOYKE, B KOTOPOM
YKa3bIBAIOTCSL MPUYMHBI OTCPOYKH, JaTa, K KOTOpOWM OylIeT mpeaocTaBicHa
3ampairuBaeMasi HHpOpMaIus, JOJKHOCTHOE JIUI0, YCTAHOBHBIIIEE OTCPOUKY, TaTa
MPUHATHUS PEIICHUsS 00 OTCPOUKE.

19. 3anpoc rocynapcTBEHHOr0 OpraHa, opraHa MECTHOI'O CaMOYIIPaBIICHUS
WIK JOJPKHOCTHOIO JIMIIAa, paccMaTpUBAIOUIEro oOpallleHue TpaxaaHuHA, —
JOKYMEHTBl U MaTepuayibl, HEOOXOIUMBIC JJii PacCMOTpeHHs] oOpaleHus,
MPEIOCTABISAIOTCA B TE€UEHHE |5 NHEH WM MHOM CPOK, YKa3aHHBIA B 3ampoce
(IO BO3MOKHOCTH), 32 MCKJIIOUCHHEM JIOKYMEHTOB U MaTEpHUAJIOB, B KOTOPBIX
COJZIEpKATCS CBEICHUS, COCTABIISIIOIIME TOCYAAPCTBEHHYIO WU UHYIO OXPaHSIEMYIO
dbenepanbHbBIM 3aKOHOM TailHy, M JJii KOTOPBIX YCTaHOBJIEH OCOOBIA MOPSIOK

MpcaoCTaBJICHUA.
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[Tpunoxenue Ne 12
K MHCTpYyKIIMH
10 AEJIONPOU3BOACTBY B TeppuropuaipHOU
n3buparenbHor komuccun Ne 11

TeppuropranbHas YTBEPXIAIO
n3ouparenbHas komuccus Ne 11
HOMEHKIJIATYPA JIEJI IIpencenarens
TeppuropuanbHOit
Ne n30upaTenpHol kKomuccuu Ne 11
(mara)
(moamnuch) (pacmmdpoBKka MOIIMUCH)

Ha roxa (nara)
Nunex Komsectso Cpoxk xpaHeHus

ACKC 3aroJoBOK Jiena TOMOB POK XpaHe [Ipumeuanus

nena . n Ne crareii o nepedHro
(uacreit)
1 2 3 4 5
Ha3zBanue pasznena
(HauMeHOBaHUE JOKHOCTH COCTABUTEIIS (moamucek) (pacundpoBKa MOITUCH)
HOMEHKJIATyphbl)
(mata)
COT'JTIACOBAHO COI'JTACOBAHO
[IpoTokon DxcnepTHOM KOMUCCUI Cekperaps Cankr-IlerepOyprekoit
TeppuropuanbHoit n3dupaTenpbHOM Komuccuu Ne 11 n30HupaTeIbHON KOMUCCUU

oT Ne

(moamuce) (pactdpoBKa MOANUCH)




105

[Iponomxenne npunoxenns Ne 12

NTtorosas 3anuch 0 KATETOPUAX U KOJIUYECTBE J€J1, 3aBEICHHBIX
B roay B TeppuropuanbHOi nzduparenbHoii komuccuu Ne 11

B ToM uucie

[To cpokam xpaHeHus Bcero O C OTMETKOM
PEXOIAIL «OIK»
1 2 3 4

Ha 6ymakHoMm HOcHTeTe

(mpu HanmU4MKM THOPHUIHBIX ned, ToM(a) HA OyMaXHOM HOCHTENE YYHUTHIBAIOTCS B pasielie
tabmuipl «Ha OymakHOM HOcHTeNe», ToM(a) Ha JJIGKTPOHHOM HOCHTENIC YYHUTHIBAIOTCS B
pazjene Tabauibl « DIEKTPOHHBIXY):

TTocTossHHOIO

JonroBpemennoro (cBaime 10 jeT)

Bpemennoro (710 10 yieT BKIFOYUTEIBHO)

DNEKTPOHHBIX

(Tpu HAMTUYUKM TUOPUTHBIX J1e]1, ToM(a) Ha OyMakHOM HOCHUTEIE YUUTHIBAIOTCS
B paszjiene Tabnuiel «Ha GymakHOM HOcHTEse», ToM(a) Ha SJIEKTPOHHOM HOCUTENIE
YUUTBHIBAIOTCS B pa3jiesie Ta0IHIIbl « DIEKTPOHHBIX)):

TlocTossHHOTO

JonroBpemenHoro (cpaime 10 jeT)

Bpemennoro (10 10 j1eT BKIIIOYUTEIHHO)

UTOI'O:

(HaI/IMeHOB AaHHUEC NOJDKHOCTH COCTAaBUTCIIA

HOMEHKJIATyPBhI)

(mara)

(moamuce)

(pacmmudpoBKa MOITUCH)
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[Tpunoxxenue Ne 13
K MHCTpYyKIIMH
10 AEJIONPOU3BOACTBY B TeppuropuaipHOU
n3buparenbHor komuccun Ne 11

TepputopuanbHas YTBEPXIAIO
n3buparenpHas komuccus Ne 11

OOH/ Ne [Ipencenarens
OIIUCb Ne TeppuropuanbHON

ACJ1, JOKYMCHTOB IIOCTOSAHHOI'O XpaHCHUA

n3bupareapHoi Komuccuu Ne 11

3a roJ
(moamuck) (pactudpoBKa MOAIHCH)
(nara)

Ne Hnunekc 3arojIoBoK o
Kpaitnue natel KomuuectBo nmuctoB  [Ipumedanus

/T nena nena

1| 2 | 3 | 4 | 5 | 6

HasBanmue pa3zaena

B nanubIi pa3gen onucu BHECEHO e

(TudpaMu ¥ TPOITHUCHIO)

¢ No o Ne , B TOM YHCJIC:
JTUTEPHBIC HOMEPA: )
MPOIyIIEHHBIC HOMEpa:

HanmeHnoBaHue qOKHOCTH COCTABUTENSA MOAIHUCH pacmudpoBKa MOIMTUCH
OIINCHU

HaumenoBanue nOKHOCTH MOJITHCH paciudpoBKa MOATUCH

OTBCTCTBCHHOI'O 34 apXWB

(mara)

COI'JTACOBAHO
[IpoTokon DkcnepTHOW KOMUCCUH
TeppuropuanbHON N30UpaTETHHOM

komuccun Ne 11

oT No

YTBEPXIEHA
IIporokoun LleHTpanbHON 3KCIEPTHO -
MPOBEPOYHON KOMUCCUU
ApXHUBHOIO KOMUTETA
Cankr-Ilerepbypra

OoT Ne




TeppuropuasnbHas

n3buparenpHas komuccus Ne 11
OOH/J Ne
OIIUCH Ne

Jen, JIOKYMEHTOB

(cBermre 10 7eT) cpoka XpaHEHUS
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[Tpunoxenue Ne 14
K MHCTpYyKIIMH
10 AEJIOIPOU3BOACTBY B TeppuropuanbHOU
n3ouparenbHO komuccun Ne 11

YTBEPXIAIO

[Ipencenarens
TeppuropuanbHon

BPEMEHHBIX n3buparenbHoi komuccuu Ne 11

(mognuce) (pacmm@poBKa MOANKCH)

3a rof
(nara)
Ne HNunexc 3aroyioBOK Kpaiinue Cpok Komnnuectso
[Ipumevanus
n/n nena nerna JaThl XpaHeHus JIUCTOB
1 2 3 4 5 6 7
HazBanue pazaena

B nanubIil paznen onucu BHECEHO el

¢ Ne

(urdpaMu U TPOMHCHIO)
o Ne , B TOM

qHuCic:

JUTEPHBIC HOMEPA:

IponymeHHbBIC HOMCpaA:

(HaMMEeHOBaHWE JOKHOCTH COCTABUTEIIS (monrmucek) (pacumudpoBka moamucy)

OTIHCH)

(HaI/IMeHOBaHI/Ie JOJIXKHOCTH
OTBC€TCTBCHHOI'O 3a apXI/IB)

(mara)

COI'NTACOBAHO

IIpoTokos DKkcnepTHOM KOMUCCUU

(moamuce) (pactudpoBKa MOANUCH)

YTBEPXIEHA
IIporokon LleHTpanbHON 3KCIEPTHO -

TeppuropuanbHOi N30UpaTETHHOU MIPOBEPOYHON KOMUCCUU
komuccun Ne 11

oT

Ne

ApxusHoro komurtera Cankrt-IlerepOypra

oT Ne



TeppuropuasnbHas

nzbuparenbHas komuccus Ne 11
OOH/J Ne
OIIUChb Ne

ACJI, JOKYMCHTOB 110 JINYHOMY COCTaBYy
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[Tpunoxenue Ne 15
K MHCTpYyKIIMH
10 AEJIONPOU3BOACTBY B TeppuropuaibHOU
n3buparenbHoO komuccun Ne 11

YTBEPXIAIO

[Ipencenaresns
TeppuropuaiibHOi
n3ouparenbHoi kKomuccuu Ne 11

a_____ ToA (monrmucek) (pacmmdpoBKa MOANKCH)
(mara)
No HNupexc Kpaiinue Cpok Kon-Bo
3aroJioBOK Jiesa [Ipumevanus
/T nena JAThI XpaHeHUs JIMCTOB
1 2 3 4 5 6 7

HasBanmue pazaena

B nanubIil pa3znen onucu BHECEHO e
(mrdpaMu 1 TPOTHCHIO)

c Ne o Ne , B TOM

quCIe:

JUTEepHBbIE HOMepa: ,

MPOMYIIEHHBIE HOMEpA:

(HamMeHOBaHUE JOIKHOCTH (monmucek) (pacmudpoBka moanucy)

OTBETCTBEHHOTO 32 apXUB)

(HaMMEeHOBaHWE JOKHOCTH COCTABUTEIIS (monmucek) (pacmudpoBka moanucy)

OTIHCH)

(mara)

COI''TACOBAHO
IIpoTokos DKkcnepTHOM KOMUCCUU
TeppuropuanbHOi N30UpaTETHHOU

komuccuu Ne 11

OoT

No

COI''TACOBAHO
IIpoTOKOII SKCIIEPTHO-IIPOBEPOUHON
METOANYECKON KOMUCCUU
LleHTpanpHOro rocyjapCcTBEHHOrO apXuBa
Cankr-Ilerepbypra

oT Ne
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[Tpunoxenue Ne 16
K MHCTpYyKIIMH
10 AEJIONPOU3BOACTBY B TeppuropuaibHOU
n3buparenbHoO komuccun Ne 11

TepputopuanbHas YTBEPXIAIO
n3buparenpHas komuccus Ne 11 IIpencenarens
AKT TepputopuanbHOit
Ne n3oupatensHoi Komuccuu Ne 11

(MecTO cocTaBieHUs)
O BbIIEIEHHH K YHHYTOKEHHIO (moamuck) (pacmdpoBKa MOITUCH)
(apXHUBHBIX) JOKYMEHTOB,
He MO/JIe;KAINX XPAHEHHI0

(mata)

Ha ocHoBanuu IlepedHs THUIIOBBIX  YNpaBIEHYECKUX aApPXUBHBIX JOKYMEHTOB,
00pa3yIoIMXCcsi B IpOLECcCe JAESATEIbHOCTH TOCYJapCTBEHHBIX OPraHOB, OPIaHOB MECTHOT'O
CaMOyINpaBJICHUs] M OpraHu3aliii, C YyKa3aHUEM CPOKOB XpAaHEHUS M HOMEHKJIATypbl [ell
TeppuropuansHoil n36uparenbHoil kKomuccun Ne 11 0ToOpaHbl K YHUUTOKEHHIO KaK HE HMEIOIINe
Hay4YHO-MCTOPUYECKON IEHHOCTH U YTPATUBIINE IPAKTUYECKOE 3HAYCHUE JOKYMEHTBI:

No Ne onncu
(npu
BBIICTICHUH K
3arojIoBoK A No en. xp.
YHUUTOXKEHHUIO Cpoku
nena 0 OTIHCH
JIOKYMEHTOB Kon-Bo XpaHeHUs
No W Tomb (mHOCKC [Tpume-
. A MIPU TIOJITOTOBKE el. Xp. 1 HOMEpa
n/m | TpynmnoBOH 1o - YaHUS
JieN1 K epenaye (mem) craTteit
3arojIoBOK HOMEHKJIa-
B apXuB IO ITePEYHIO
JIOKYMEHTOB Type Aen)
OpraHH3aIlHH,
rpada He
3aM0JIHSACTCS)
1 2 3 4 5 6 7 8
Hroro el1. Xp. (e, AIeKTPOHHBIX JIeN) 3a TOJIBI
(mdpaMu ¥ IPOTIHCHIO)
Onucu Jen MOCTOSTHHOTO XPaHEHHUs 32 rOJIbl YTBEpKJIeHBI ¢ L{eHTpanbHOI SKCTIEpTHO

-IIPOBEPOYHOU KOMHCCHEN ApXUBHOTO KOMHTETA Cankr-IlerepOypra (mpoToxoI
OT &« » 20 1. Ne ).

(HauMeHOBaHWE JOJKHOCTH JINIIA, (moamuck) (pacumdpoBKa MOAMUCH)
OTBETCTBEHHOTO 32 apXUB

(mara)
COI''TACOBAHO YTBEPXIEH
ITpoTokos DKcnepTHOM KOMUCCUU LlenTpanbHOM 3KCIIEPTHO-IIPOBEPOYHOM
TepputopuasibHOMI KOMHUCCUH APXHBHOT'O KOMUTETA
n3bupatensHoi kKomuccuu Ne 11 Cankr-IlerepOypra

oT Ne oT Ne
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[Iponomxenne npusioxenus Ne 16

JIOKyMEHTBI B KOJIMYECTBE el1. Xp. (Z1eN, AIMeKTPOHHBIX JeN):
- Ha OyMa)XHOM HOCHTEJIE BECOM KT CJaHbI B

(HaMMEHOBaHUE OpPraHU3alLNN)

- Ha 3JICKTPOHHOM HOCHTCJIC CJaHbl HA YHUYTOXCHUC

(cioco6 YHHUTOKECHHS)

(HauMeHOBaHWE JOJIKHOCTH JIUIIA, (moaruck) (pacmudpoBka moamucy)
C/ABILIETO JOKYMEHTHI)

(mara)

H3meHeHus B YUYCTHBIC JOKYMCHTBI BHCCCHLI

(HamMeHOBaHWeE JOHKHOCTH JIUIIA, BHECIIIETO (moamuck) (pacumdpoBka moanucu)
W3MEHEHUS B YUETHBIE JOKYMEHTHI)

(mara)
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[Tpunoxenue Ne 17
K MHcTpyKunn
10 AEJIONPOU3BOACTBY B TeppuropuaipHOU
n3buparenbHor komuccun Ne 11

BHYTPEHHSAA OIIMCH JOKYMEHTOB JIEJIA

BHyTpeHHsIAA OIIUCH JOKYMEHTOB Jesa Ne

PerucrpanmonHslii Homepa
No patl JlaTa 3aroJioBoK p
HOMEpP JIUCTOB [Ipumeyanus
n/m AOKYMCHTa JOKYMCHTa
JOKYMCHTA aeia
1 2 3 4 5 6
Uroro: JOKYMEHTOB
(udpaMu 1 IPOITHUCHIO)
KonnuecTBo MUCTOB BHYTPEHHEN OMUCH JUI.
(tudpaMu 1 IPOTUCHIO)
(HauMeHOBaHUE JOJKHOCTU (moAmucCH) (pacmmdppoBKa MOIMUCH)

JINIA, COCTaBUBIIIETO
BHYTPEHHIOIO OIUCH
JIOKYMEHTOB JIeJia)

(nata)
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[Tpunoxxenue Ne 18
K MHCTpYyKIIMH
10 AEJIONPOU3BOACTBY B TeppuropuaipHOU
n3buparenbHor komuccun Ne 11

JIMCT-3ABEPUTEJIb IEJIA

Jlucr - 3aBeputens nena Ne

B nene noammTo 1 MpOHyMEpPOBAHO aucT(oB),

(tmudpaMu ¥ IPOITHUCHIO)

¢ No o Ne , B TOM YHCJIE:

JIUTCPHBIC HOMCpPa JIMCTOB

MPOMYIIEHHbIE HOMEPA JTUCTOB

+ JIMCTOB BHYTPEHHEN ONMUCHU

Ocob6eHHoCcTH (PU3UYECKOTO COCTOSHUSA Howmepa
u hopMHpOBaHUS Jiea JIUCTOB
1 2
(HamMeHOBaHUE (moamucs) (pactmudpoBKa MOAMKCH)
JIOJKHOCTH )

(mata)
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[Tpunoxenue Ne 19

K MHCTpYyKIIMH
10 AEJIONPOU3BOACTBY B TeppuropuaipHOU

n3buparenbHor komuccun Ne 11

N\ o0
N D

Cankr-IlerepOyprckoe rocy1apcTBeHHOE Ka3eHHOE YUpeKIeHHe
«IllenTpajabHbiii rocyaapcreeHHblii apxuB Cankr-Ilerepoypra»

TEPPUTOPUAJIBHASA UBBUPATEJIbHAS

KOMUCCHUA Ne 11

JEJIO Ne Tom Ne
(3aroI0BOK Jiela)
(kpaliHue J1aThI)
Ha JIACTax
XpaHUTh

@D, Neo
O Ne

. Ne
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[Tpunoxenue Ne 20
K MHCTpYyKIIMH
10 AEJIOIPOU3BOACTBY B TeppuropuanbHOU
n3ouparenbHO komuccun Ne 11

YTBEPXJIAIO YTBEPXIAIO
[Ipencenarens Jupextop
n30MpaTeTbHON KOMUCCHH Cankr-IlerepOyprckoro rocy1apcTBEHHOTO

Ka3eHHOTo yupexaeHus LlenTpanbHoro
rocyaapctBeHHoro apxusa Cankt-IlerepOypra

[Toanuce PacmmpoBka noanucu [Tonmnuce PacmmgpoBka
HOJHUCH
_ _ ITeuats
Tlata [TeuaTs Tlata
AKT
Ne

IpUueMa-Inepe1adyn apXuBHbIX
JOKYMEHTOB Ha XpaHEHUe

(OCHOBaHME MepeIayn)

(Ha3BaHMe nepenaBaemMoro GpoHa)

caain,
(HaMMeHOBaHUE OpPTraHU3alUY, TIepeatoIIe TOKYMEHTHI)
MIPUHSLIL.
(HaMMEeHOBaHUE OPraHU3alUY, TPUHUMAIOIIEH TOKYMEHTHI)
[IpuHMMaeT Ha rocyJapCTBEHHOE XpaHEHUE JOKYMEHTHI 3a U CIIPaBOYHBIN aIapar
K HUM: (rojmr)
Ne n/mt HasBanue, Homep KonungecTBo 3k3eMILIsIpOB KomnuectBo | IIpumeuanus
OIUCH OIUCH J€J1, JOKYMEHTOB el Xp.
1 2 3 4 5
Hroro npunsaToO en.Xp.
(mrupaMu U IIPOITUCHIO)
Ilepenauy npownssenu IIpuem npownssenu
JomkHOCTh [Moanuce Pacumudposka  JlomkHOCTB [Moanuce Pacmmdposka
MIOATIUCH MOATHUCHU
JlaTa JlaTa
@onny npucBoeH Ne
N3meHeHus B ydeTHbIE JOKYMEHThI BHECEHBI
HaumeHnoBanue nomkHOCTH [Toanuce Pacmmmdposka moamucu

OTBCTCTBCHHOI'O 34 ApXUB

Jara



115



