TEPPUTOPUAJIBHASA NU3BUPATEJIBHAS KOMUCCHUS Ne 39

PEIIEHUE

12 aBrycra 2026 roga Ne 16-5
Cankr-IletepOypr

OO0 MHCTPYKIUM 10 /1eJIONPOU3BOICTBY
B TeppuropuajbHoii u30MpareabHOH KoMuccuu Ne 39

B cootBerctBun ¢ pemenueM Cankr-IlerepOyprckoit u30HpaTenbHOM
komuccun or 31 wmroma 2026 roma Ne 188-10 «O TumoBoM HHCTPYKUIMU
M0  JICNIONPOU3BOJICTBY B  TEPPUTOPUAIILHOW  M30MpATENbHOW  KOMHCCHU
B Cankr-IlerepOypre», TepputopuanbHas wu3buparenbHass komuccuss Ne 39
peuuia:

1. YTBepauTh HMHCTPYKLHIO IO JEJIONPOM3BOJACTBY B TeppHUTOpHAIIBHON
n3buparenabHoi kKomuccuu Ne 39 coriacHO NPUIIOKEHHUIO K HACTOSILIEMY PELLICHUIO.

2. Ilpu3HaTh yTpaTUBIIUM CUITY penieHne TepputopuaibHO n30upaTenbHOU
komuccun Ne39 or 06 wmronas 2020 roma Ne2-2 «OO0 HMHCTpYyKUUHU
0 JIeTIONPOU3BOJACTBY B TeppuropuanbHoil n3duparenbHoi komuccuu Ne 39y,

3. OnyOnuKkoBaTh  HACTOAIEE  peIIeHHE Ha OQUIUAIBHOM  cailTe
TepputopuanbHoit uzbuparensHoil komuccun Ne 39 B mH(OpmManmoHHO-
TEJICKOMMYHUKAIIMOHHOU ceTtn « THTEepHEeT.

4. KoHTposnb 32 UCIIOJIHEHMEM  HACTOAILIErO0  PEUIEHUS  BO3JIOKHUTH
Ha npencenarens TeppuropuanbHOl — m3OuparenbHOM — komuccuu — Ne 39
QOucsxk E..

[Ipencenarens TeppuropuanbHoOU
n3ouparenpbHor Komuccun Ne 39 E.N.®ucsx

Cexperapp TepputopuanbHOn
u3buparenbHoi komuccuu Ne 39 N.B.Cenuukas



IIpunoxenue
K pelieHuto TepputopuaibHOn
n3bupatensHol Komuccun Ne 39
ot 12 aBrycra 2026 roga Ne 16-5

YTBEPXJIEHA
peuieHueM TeppuTopualbHON
n3buparenpbHO Komuccuu Ne 39
ot 12 aBrycra 2026 roga Ne 16-5

HNHCTPYKIHUA _
I1O AEJOITPON3BOJACTBY B TEPPUTOPUAJIBHOU
N3BEUPATEJIBHOI KOMUCCHH Ne 39

1. O01mme MoJ0KeHus

1.1. UucTpykius o JEJIONPOU3BOACTBY B TeppuropuanbHOii
n3zbuparenbHor komuccuu Ne 39 (nanee — MHCTpyKuMsI) yCTaHABIMBAET MOPSIIOK
paboThl C JOKYMEHTaMH, OCHOBHBIE IMpaBWJa UX MOATOTOBKA U OQPOPMIIECHUS
B TeppuropuasibHoi nzdupatenbHoii komuccun Ne 39 (nanee — TeppuTopuanbHas
KOMHUCCHS).

TepputopuanbHass KOMHCCHS BIOpaB€ YTBEP)KIaTh THUIOBBIE W/HWIIU
IpUMEpPHbIE MHCTPYKIUH IO JEJIONPOU3BOACTBY AJISl YUACTKOBBIX M30MpPATEIbHBIX
KOMUCCHIA.

1.2. UncTpykums pa3paboTaHa Ha OCHOBaHUU (pelrepanbHbIX 3aKOHOB
ot 12 urons 2002 roga Ne 67-03 «O06 0CHOBHBIX TapaHTUSIX U30UPATEIbHBIX TPAB
W TpaBa Ha yudactue B pedepenayme rpaxaaH Poccuiickoit ®Denepauun
(nanee — denepanpHblii 3aKOH 00 OCHOBHBIX TapaHTHSIX W30UpPATEIbHBIX IPaB),
or 22 oktsa0ps 2004 roma Ne 125-®3 «OO6 apxuBHOM nene B Poccuiickoii
Ddeneparuny, 3akoHoB CaHkT-IleTepOypra, IOCTaHOBICHUN U UHBIX HOPMATHUBHBIX
aktoB llentpanpHOil wm30MparensHOl Komuccuu Poccuiickoit  deneparun
(manee — UK Poccun), Cankr-IlerepOyprckoil u30upaTenbHOW KOMUCCHUH,
periiaMeHTa TeppuTOpUaIbHON KOMHUCCHH, C UCTIOIb30BaHUEM IpHKa3oB Pocapxupa
or 22 wmas 2019 roma Ne 71 «OO6 ytBepxkaenuu IlpaBun gemonpousBoaACTBa

B rocyaapCTBCHHBIX opraHax, opraHax MECTHOTIO CaMOYIIpaBJICHUS,
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ot 25 nexabps 2020 roga Ne 199 «O6 yrBepxkaeHnn MeToanuecKux peKoOMeH1alui

1o pa3paboTKe UHCTPYKIMUN MO AEIONPOU3BOJICTBY B IOCYIapCTBEHHBIX OpraHaXx,
opraHax MECTHOTO camoympasieHus’», oT 31 wuroms 2023 roma Ne 77
«O06 ytBepxkaenun [lpaBun opraHuzanuu XpaHEHUs, KOMIUIEKTOBaHUS, ydyeTa
U HCIOJB30BaHMS JOKyMEHTOB ApxuBHOro ¢onna Poccuiickoit deneparuu
U JPYTUX apXUBHBIX JOKYMEHTOB B TOCYAAPCTBEHHBIX OpraHax, OpraHax MECTHOTO
camoynpaBieHus u opranmzanusax», ['OCT P 7.0.97-2025 «HauuoHanbHbIN
craunapt Poccuiickoit ®enepamuu. Cucrema cTaHgapToB Mo uHGOpMaIu,
OMOIMOTEUHOMY W H3AaTeNbcKoMy Jneny. OpraHu3alMOHHO-paciopsauTeIbHas
nokymeHTanusi. TpeboBanus k opopmiieHuto aokymentor», ['OCT P 7.0.8-2025
«Hammonaneubi  ctanmapt Poccuiickont ®depepanun. Cucrema CTaHIapTOB
no uHpopmanuu, OMOIMOTEUHOMY U HU3JATENIbCKOMY Jiedy. Jlenonpous3BoJcTBO
Y apXMBHOE J€J10. TepMHHBI U ONIPECIICHUS.

Pabota ¢ pokymeHTamu, cojaepKalulUMU HWH()OpMALUI0 OrpaHUYEHHOIO
pacnpoCTpaHEHUsl, OCYLIECTBISIETCSI B COOTBETCTBUM C  IIOCTAHOBJICHUEM
[IpaButensctBa Poccuiickoit ®enepanuu ot 03 HosOps 1994 roma Ne 1233
«O06 ytBepxaeHuu llonoxkeHuss o TOpsSAKE OOpaIlleHHs CO  CIIyKeOHOM
uHboOpMalMell OrpaHUYEHHOIO0 pacHpoOCTpaHEeHUs B (eaepajbHBIX OpraHax
VCIIOJIHUTENIbHOM BJIACTH, YIIOJJHOMOYEHHOM OPraHe yIpaBJiIeHUs UCIOJIb30BaHUEM
aTOMHOW 3HEPrMU U YIOJIHOMOYEHHOM OpraHe M0 KOCMHYECKOW AESITEIIbHOCTH,
32 HCKJIIOYEHHEM JIOKYMEHTOB, COJAEpXalluX CBEeACHHs 00 u30uparesx,
y4JacTHUKaxX pedepeHayma, oOpamjarommuxcs B paMkax (yHKIIMOHUPOBAHUS
['ocymapcTBeHHOM cuCTeMBbl peructpanuu (ydera) wu3Ouparesneil, y4acTHUKOB
pedepennyma B Poccutickoit deneparum.

1.3. [Tonoxenust UHCTpyKLIMK pacpOCTPaHAIOTCS HAa OpraHU3aluio padoTh
C TOKYMEHTaMH HE3aBUCHUMO OT BHJIA HOCHUTEIA, B TOM YHCIIE C JIEKTPOHHBIMU
JOKyMEHTaMH, BKJIOYasl TOJTOTOBKY, PEruCTpalldio, MPOXOXKIEHUE, XpaHEHUE

H UCIIOJIb30OBAHHUEC NOKYMCHTOB.
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[Tonoxenuss MHCTpyKIMu HE pacpOCTPAHSIIOTCS HA OPTaHHU3AIUI0 PAOOTHI

C JOKYMEHTaMH, COAEPKAIIMMH CBEJECHHUS, COCTABIIIOIIME TOCYIAPCTBEHHYIO
TalHy.

TpeboBanus WHcTpykiun Kk pabore ¢ (UHAHCOBOW, B TOM YHCIIE
OyXTaJlTepcKOl JOKYMEHTAllMel paclpoCTPaHSIOTCS Ha JaHHBIE JIOKYMEHTBI
B YacTH OOLIMX MPUHIUIOB PaOOTHl C HUMH, a TAKKE OPraHU3alUU TEKYIIETO
XpaHEHUsI JOKYMEHTOB M IOJTOTOBKM WX K IEpeJaye Ha apXMBHOE XpPaHECHHUE,
C yd4eroM ocoOeHHOcTeH OIOKETHOTO  3aKOHOJATeNbCTBA,  HACTOAMICH
WNuctpykuuu, nabix HopMatuBHBIX akToB LUK Poccum, Cankr-lletepOyprekoi
n30UpaTeabHON KOMUCCUH, TEPPUTOPUATBHON KOMUCCHH.

PaboTa ¢ gJOKyMeHTaMHu 1O OpraHU3alyy 3aKylOK TOBapoB, pabOT U yCIIyT
ocyuecTBisieTcs ¢ yueroM PenepanbHoro 3akoHa ot S anpesnst 2013 rona Ne 44-D3
«O KOHTpPakTHOM cHUCTeME B c(depe 3aKymok TOBapoB, paboOT, YyCiIyr
JUIsl o0ecreyeHus rocyJapCTBEHHBIX W MYHUIMINAIBHBIX HYX11». OcoOeHHOCTH
OpraHu3aly T0KyMEHTO000pOTa, OTHOCSILEr0cs K OpraHu3aliy 3aKyoK TOBapoB,
paboT U yCiIyr, paBuja MOArOTOBKH U O(POPMIIEHUSI TAKUX JOKYMEHTOB, a TaKkKe
NopsIoOK ~ pabOTBl  C  HHUMH  MOTYT  JOTNOJHUTEIBHO  YCTaHABIMBATHCA
cooTBeTcTBYIOIMMMH HopMaTtuBHBIMU akTamu [IWK Poccun, Cankr-IleTepOyprekoit
n30UpaTeNbHOW ~ KOMHUCCUHM,  TEPPUTOPUAIBHOW  KOMHUCCHHM,  IPHUKa3aMH
npejcenaresns TEppUTOPUAIbHON KOMUCCUU.

1.4. IIpaBuia noAroTOBKM U OPOPMIIEHUSI TOKYMEHTOB M MOPSAJIOK padOThI
C HHUMH, TpenycMoTpeHHble WHCTpykuuen, o0s3aTebHbl Il YJICHOB
TEPPUTOPUAIIBHOM KOMHUCCUM M TOCYAApPCTBEHHBIX T'PAXKIAHCKUX —CIyXKaIIUX
anmnapara TEppUTOPUAIBHON KOMHUCCHUU (Jlajiee — rpakJIaHCKue CIy>Kalllue) U JuL,
3aMEIIAOMIMNX JOJDKHOCTH, HE SBISIOIIMAECS JOHKHOCTSAMH TIOCYIapCTBEHHON
TPKIAHCKON CITyKOBbI, a TaKXKe JIHI, TPUBIEKAEMBIX M0 TPAXKITAHCKO-TIPABOBBIM
JIOTOBOPAM.

1.5. Benenue JEJIONTPOU3BOACTBA TEPPUTOPUAIIBHOMN KOMUCCHU
OCYUIECTBJISIET MpeAceaaresib TePPUTOPUATBHON KOMHUCCHM WM TPaKIaHCKHMA

CIyXalllil anmapara TEPPUTOPHAIBHOM KOMHUCCHM, Ha KOTOPOIO BO3JIOKEHA
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byHKIMS BEIEHWS JEIONPOU3BOJICTBA B COOTBETCTBHM C JIOHKHOCTHBIM

periiaMmeHToM (jasiee — paOOTHUK — amnmapaTra, OTBETCTBEHHBIA 3a  BEJICHHE
JIEJIOTPOU3BOICTBA).

1.6. PaboTHUKM  ammapaTa,  [OCTYIMBIIME HAa  TOCYJAapCTBEHHYIO
rpaxxaaHckyto ciyx0y Cankt-IlerepOypra B annapart TeppuTOpUaIbHON KOMUCCHH,
anb0 Ha JODKHOCTH, HE SIBISIIOIIMECS JOJDKHOCTSIMH — TOCYAAapCTBEHHOMU
IPKIAHCKOM CIIyKObl, a TakXKe TIpakJaHe, MPUBJIEKAEMbIE IO TI'pakIaHCKO-
IIPaBOBBIM JOTOBOpPaM, JIOJDKHBI OBITh O3HAKOMJIEHBI MOJ MOIIUCH C TEKCTOM
NHcTpykuuun ~ paOOTHUKOM — ammapara,  OTBETCTBEHHBIM 32  BEJICHHUE
JIEJIOIPOU3BOCTBA.

1.7.B cinydae yxoga B OTHYCK, BbI€3la B KOMaHJIUPOBKY, OOJIE3HHU,
YBOJIBHEHUSI ~ MCIOJHUTENS  JIOKYMEHTOB  HEHCIIOJIHEHHBIE  JOKYMEHTBI
10 MTOPYYEHUIO IIpeIceIaTesl TEPPUTOPUATIBHON KOMUCCHH MIEPENAOTCA JPYTOMY
VICTIOJIHUTEITIO.

1.8. Jlemonpon3BoACTBO B TEPPUTOPUATIBHONM KOMHUCCHU OCYIIECTBIIAECTCS
CpPEICTBAMHM  MOJCHCTEMBI JIOKYMEHTOOOOpOTa M  yNpaBiieHUus IU(POBBIM
KOHTEHTOM ['0CynapCTBEHHOM aBTOMAaTH3MPOBAaHHOM cuCTeMbl Poccuiickon
deneparun «Beibope»  (mamee — [1J]), a Takke C HCIOIB30BAaHUEM JPYTHUX
PErHCTPAllMOHHO-YYETHBIX (opM  (KapTOUYHOM WM KYPHAJbHOM CHCTEMBI
perucTpanuu JOKyMEHTOB).

Pabota B IIJ] MOXET OCYLIECTBIATHCA KaK B 3aKPBITOM KOHTYpE, JOCTYM
K KOTOPOMY 4YJ€HaM TEpPUTOPUAIbHOM KOMHUCCHMM M paOOTHHKaM armapara
TEPPUTOPUAIIBHON KOMMCCHUM IIPEIOCTABISAETCS B COOTBETCTBHMM C IPHUKA30M
npejacenaress TEPPUTOPUATIBHON KOMHUCCHH, TaK U B OTKPBITOM KOHTYpE, AOCTYM
K KOTOpOMY IPENOCTABISIETC B COOTBETCTBUM C pacnopsbkeHueM IIpencenarens
MUK Poccun, nHopmatuBHbiMH akTamMu CaskT-lIleTepOyprckoit m3OupaTenbHON
komuccuu 1o cornacopanuto ¢ I{AK Poccun.

B 3akppiToM KOHTYype mpemaycMoTpeHa oOpaboTKa MEepCOHANbHBIX JTAHHBIX
Y MHOM KOH(UAEHIIMaTbHON HHpOpMAITUH.

JloxyMeHnThl, conepxaiuecs B 1], MoryT ObITh MOAMKMCAHBI JIEKTPOHHON



MNOJAMKUCHIO JOJHKHOCTHOT'O JIUIIA.

Pabora ¢ JOKyMeHTaMH TEpPPUTOPUATBHON KOMHUCCUU OCHOBBIBAECTCS
Ha IPUHIIUIE OJHOKPATHOW PErucTpaluy JOKyMEHTA.

1.9. UHCTpYyKIIMT W WU3MEHEHUS B HEE YTBEPKIAKOTCS  PELICHHEM
TEPPUTOPUANIBHON KoMmMuccuu mnocie corjnacoBanuss ¢ Cankr-IletepOyprekoit
n30UpaTeabHON KOMUCCHUEH.

1.10. B MHCTpyKIMM HCTIOIB3YIOTCS CIEAYIOIIME TEPMUHBI U OIIPEIEIICHUS:

OJlaHK JOKYMEHTA; 3JIEKTPOHHBIN 1abIoH O1aHKa TOKYMEHTa — JTUCT Oymaru
WIA DJIEKTPOHHBIA IMAOJOH € PEKBU3UTAMH, UIACHTHQHUIMPYIOINIMMUA aBTOpPa
o(pULIMaTBEHOTO TOKYMEHTA, PAaCIlOIOKEHHBIMH B OIIPE/IEICHHOM HOPSAKE;

BHYTPEHHHMM OKYMEHT — JOKYMEHT, IMOATOTOBJICHHBIA B TEPPUTOPUAIBHON
KOMUCCHH, HE BBIXOAIINM 32 €€ IPEIebl;

BXOIAIIMKA JOKYMEHT — JOKYMEHT, IOCTYNHBIIMA B TEPPUTOPHUAIBHYIO
KOMUCCHIO;

(2JIEKTpOHHOE)  J1e7I0 — PU3HYECKH  000COOJIeHHAass WM JIOTHUYECKH
ONpeJeNieHHas] eIMHULA KIACCU(PUKAIUA U CUCTEMATU3ALMKU B JTOKYMEHTaJIbHOM
boHAe TeppUTOPUATBHON KOMHCCHH, BKIIOYAIOWIAs JOKYMEHT WJIM COBOKYITHOCTb
JOKYMEHTOB, OTHOCAIIMXCS K OJHOMY BONPOCY WM YYaCTKy JAESITEIbHOCTH,
MMEIOIINX OJIMHAKOBBIA CPOK XPAHEHUS;

JeJIONPON3BOACTBO — COBOKYITHOCTh MPOLIECCOB PabOThl € JOKYMEHTaMH,
BKJIIOYAsl JIOKYMEHTHUPOBAHHUE, JIOKYMEHTOOOOpPOT, OIEpaTUBHOE XpaHEHUE
Y UCIOJIb30BaHUE JIOKYMEHTOB B JI€ATEIbHOCTH TEPPUTOPUATBHON KOMHUCCHH;

JOKYMEHT — 3a()MKCUpOBaHHasi Ha HocuTesne MHPOpMalus ¢ peKBU3UTAMU
W/WIU METaJIaHHBIMU, TTO3BOJISIOIIMMHU €€ UACHTU(UIUPOBATH;

JOKYMEHTAIbHBIA  (DOHJ — COBOKYITHOCTh JTOKYMEHTOB, OOpa3youXcs
B JCSITENIbHOCTU N30MPATEIbHON KOMUCCHUH;

JOKYMEHTUPOBAHHUE — CTAAMS KU3HEHHOTO LIMKJIAa JOKYMEHTa, Ha KOTOPOM
OCYILECTBISICTCS 3aluCh HH(OpPMALUKW C PEKBU3UTAMHM W/WIA METaJaHHBIMU

Ha HOCHUTEJIE TI0 YCTAaHOBJICHHBIM ITpaBUJiaM B YCTaHOBJICHHOU (opme;
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JOKYMEHTOOOOPOT — IBMKEHHE JOKYMEHTOB B TEPPUTOPHAIBHON KOMUCCUU

C MOMEHTa HX CO3/JaHMUs WM TOJYYEHHUS [0 3aBEpIICHUS HUCIOJHEHUS
WJIM OTIIPaBKH;

AyOnuKaT JOKyMEHTA — MOBTOPHBIM SK3eMIUISIp MOMJMHHUKA JOKYMEHTa,
CO371aBaE€MbIil C 11E€JIbI0 3aMEHBI MO ITMHHUKA;

KU3HEHHBIA LUK JOKYMEHTa — COBOKYMHOCTh CTaJMi CYIIECTBOBAHUS
JOKYMEHTa (JOKyMEHTHUPOBAHHOW HHQOpMAIMK), HaUYUHAs ¢ ero (ee) co3maaHus
70 YHUYITOKEHUS,

3aBepeHHas KOMUS — KOMUSl JOKYMEHTa, Ha KOTOpPOH B COOTBETCTBUU
C YCTaHOBJICHHBIM TIOPAJIKOM TPOCTaBJIEHbI PEKBU3UTHI, OOCCIEUUBAIONINE
ee IOPUIUIECKYIO CUITY;

UCXOJSIIUN JIOKYMEHT — IOKYMEHT, OTIPaBJIsiEeMbIil U3 TEPPUTOPUATHHOU
KOMUCCHH;

KOHTPOJIb WCTIOJTHEHUS JOKYMEHTOB — COBOKYITHOCTb JCHCTBUH,
00eCreunBaOIINX CBOEBPEMEHHOE UCTIOTHEHUE JOKYMEHTOB;

KOITHS JOKYMEHTa — JOKYMEHT, MOJTHOCTBIO BOCTIPOU3BOISIINAN
uHGOPMAIIMIO TOITMHHUKA M BCE €0 BHEITHUE MPU3HAKU WJIH UX YaCTh;

HOMEHKJIaTypa JIeNl — IOKYMEHT, COJEpKallluii  CHCTeMaTHU3UPOBAHHBIM
nepeueHb 3arojIOBKOB JIEJI, CO3[aBa€MbIX B TEPPUTOPHUATIBLHOW KOMHCCHUH,
C YKa3aHHUEM CPOKOB UX XpaHEeHUs, OPOPMIICHHBIN B YCTAHOBICHHOM IOPSIJIKE;

HOPMATHBHBIC JIOKYMEHTBHI — COBOKYITHOCTh WHCTPYKTHBHBIX MaTepHaJIOB,
paccuMTaHHBIX HA MMOCTOSHHOE MJIM MHOTOKPATHOE JICHCTBUE U COICPIKAIINX KaKHe-
MO0 HOPMBI, IPABUIIA, TIPEATHCAHUS;

HOCHUTENb (JOKYMEHTUPOBAHHOW) HWH(GOPMAIIMU — MaTepUATIbHBIA OOBEKT,
UCITIOJIB3YyEeMbIN JIsl PUKCAIIMK U XPAHEHHS TOKYMEHTUPOBAHHOW MH(POPMAIIUK;

oOpaiieHue B popMe 3IEKTPOHHOTO JOKYMEHTa — oOpallleHre, MOCTYHBIIee
B (hOopMe DIIEKTPOHHOTO JOKYMEHTA C MCIOJIB30BaHUEM CTPAHUIIBI OPHUIIHATEHOTO
caiita Cankrt-IleTepOyprckoii u30MpaTeTbHONM KOMUCCHU B HWH(MOPMAIIMOHHO-
TeIeKOMMYHUKaIlMoHHOM  cetu  «WHTepner»  (nmamee - cetb  MHTEpHET),

NpeIHa3HAYeHHOW JIsl HapaBJIeHUs 0OpallleHui B TEPPUTOPUATIbHBIE KOMUCCHUU;
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OTMETKa 00 3JEKTPOHHOW MOMAIMUCH — PEKBU3UT 3JIEKTPOHHOTO TOKYMEHTa,

MOATBEPIKAAIOIIMI €r0 MOANKMCAHUE DJIEKTPOHHOU MOAIHUCHIO;

opUIMATBHBIA JTOKYMEHT — IOKYMEHT, KOTOPBIA CO3/aeTCs, 3aBepseTcs,
BBIJIAETCSI B YCTAHOBJICHHOM 3aKOHOM WJIM WHBIM HOPMATHBHBIM aKTOM IOPSIJIKE
OpraHOM T'OCYJapCTBEHHOW BIIACTH, MHBIM T'OCYJAPCTBEHHBIM OpPraHOM, OPraHOM
MECTHOTO CaMOYIIPABJICHUS WIM MHOM  YIIOJHOMOYEHHOM OpraHu3alueH,
YIIOJIHOMOYEHHBIM JTOJDKHOCTHBIM JIMLIOM U YAOCTOBEPSET IOPUANYECKN 3HAUMMbIC
(bakThI;

oopmiieHHE [TOKyMEHTa — IPOCTABIICHUE Ha JOKYMEHTE HEOOXOIUMBIX
PEKBU3HUTOB;

oOpanieHre B NUCbMEHHOM (popMe — HamnpaBIIEHHbIE B TOCYJapCTBEHHBIM
Ooprad, OpraH MECTHOIO CAaMOYIpPABJICHHUS WIM  JOJDKHOCTHOMY  JIMILY
B IUCbMEHHOHU (hopMe IpeII0KEHHE, 3asBIICHUE WIIN Kallo0a;

MMCHbMO — 0000LIEHHOE HAa3BaHUE PA3IMYHBIX [0 COACPKAHUIO JOKYMEHTOB,
CIIy’KalllUX CPEICTBOM OOIICHUS MEXAY OPraHU3alMsIMU, [PaXIaHaMU;

MO/JIMHHUK ~ JTOKYMEHTa — IIEPBbIA  WJIM  €AWUHCTBEHHBIM  3K3EMILISP
JIOKyMEHTA;

NOPYYEHHE — JOKYMEHT, INPEANUCHIBAIOIIUN BBIIOJHEHUE TEX WM HHBIX
3aJIaHUM;

pEeruCTpallMOHHO-y4YeTHass Kaprouka mokymeHTa (nmanee —PYK)— dopwma,
UCIIONIb3yeMasi ISl 3aliCH CBEICHMA O JOKYMEHTE B LEJsIX ydeTa, IOHCKa
U KOHTPOJIS, CO3AaBaeMasi IpU pETUCTPALIMK TJOKYMEHTa ¢ ucnojib3oBanuem I1/1;

pEerucTpallMOHHO-y4eTHasi (opMa — CUCTeMa PErucTpaluy, HCIOJb3yeMas
B TEPPUTOPHAIBHOW KOMHCCHM mpu perucrpauuu gokymeHtoB (IIJ[, xapTouku
WJIW JKypHal);

perucrpaurs JOKYMEHTA — 3allUChb  YYETHBIX JAHHBIX (METaJaHHBIX)
O JOKYMEHTE IO YCTaHOBJIEHHOH (opme, duxcupyromas (akT ero cos3maHus,
OTIPABJICHUS WM TOJYYEHUs, U IMPUCBOCHHE €MY PErMCTPallMOHHOTO HOMEpa

Y 1aTHhI;
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PEKBU3UT JOKYMEHTA — CTPYKTYpHasT 4acTb M JJIEMEHT O(OpMIICHUS

JOKYMEHTA, CIy)Xallui i1 WIACHTUQUKAIUM JOKyMEHTa M cojepiKallencs
B JJOKYMEHTE HH(pOpMAIIH;

CUCTEMA 3JIEKTPOHHOTO JOKYMEHTO000pOTa — MH(OPMAIIMOHHASI CHCTEMA,
o0ecrieunBaoIas *XU3HEHHBIM LUK JOKYMEHTOB O HX Iepexoja Ha CTaJHIo
ApPXMBHOI'O XPAHEHUS WJIA YHUUTOXKEHUS;

CKaHUPOBAHUE JOKYMEHTA — IOJyUYEHHUE JIEKTPOHHOTO 00pa3a TOKYMEHTa;

CiIykeOHasi 3alKcKa — BHYyTPEHHUM JOKYMEHT, aJpPECOBAaHHBI OJHOMY
JOJDKHOCTHOMY JIALY TEPPUTOPUATBHOW KOMUCCHU JAPYTUM JOJKHOCTHBIM JIMIIOM
TEPPUTOPUAIBHON KOMHMCCHUM U  COAEpXaluid OOCTOSTENbHOE H3JI0KEHUE
KaKOro-J1100 BOMPOCa C BBIBOJIAMHU U MTPEATIOKEHUSIMU COCTABUTEIS;

CPOK HCIIOJHEHUS JOKYMEHTA — CPOK, YCTAaHOBJICHHBIH HOPMATHBHBIM
IIPABOBBIM AKTOM, OPraHU3alOHHO-PACIIOPAIUTENBHBIM JOKYMEHTOM, YKa3aHUSIMU
110 UCTIOJTHEHUIO JOKYMEHTA WIIH TOPYUYEHUEM;

yKa3aHUs 10 MCIOJHEHUIO JOKYMEHTA — PEKBU3HT, COCTOAIINN U3 HAAIKMCH
Ha JIOKYMEHTE WJIM Ha OTJEJIbHOM JINCTE YCTAHOBJICHHOW (HOPMBI, CIEIaHHOMN
JOJKHOCTHBIM JIULIOM;

yuyeT  JOKYMEHTOB — (ukcauus  (axta  HOJyuyeHUS  JOKYMEHTOB
0€3 IpOCTaBJICHNS Ha HUX PETUCTPALIMOHHBIX ILITAMIIOB;

(¢opMupoBaHue  (3JIEKTPOHHOIO)  Jeljia — FPyNIUPOBaHUE  JOKYMEHTOB
B (RJIEKTPOHHOE) JICJIO U UX CUCTEMAaTHU3alIUs;

AKCIEpPTU3a LIEHHOCTU JOKYMEHTOB — JESTENbHOCTh [0 YCTAHOBJICHHUIO
CPOKOB XpaHEHHUs JOKYMEHTOB, OTOOpa HX s apXUBHOTO XpaHEHMs
WIM YHUYTOXXEHUS, BBISIBJICHUIO OCO0O WEHHBIX W YHUKAJIbHBIX JOKYMEHTOB
Ha OCHOBAaHMM TpeOOBAHMN HOPMATHUBHBIX IIPABOBBIX AaKTOB U KpPUTEPHEB
AKCIIEPTU3bl HEHHOCTH IOKYMEHTOB;

ANIEKTPOHHAS MOANKUCH — UHPOpMaLUg B AJIEKTPOHHOU (opme, TpeOOBaHMS
KOTOPOM YCTAaHOBJIEHbl HOPMATHBHO, NpEIHAa3HA4YCHHAs [UIs [OJAIUCAHUS,
corjacoBaHus (BUBMPOBAHUS) U YTBEPKIAEHUS AIEKTPOHHBIX TOKYMEHTOB;

AIEKTPOHHBIN JOKYMEHT — JOKYMEHTHUPOBaHHas uHpopmarus,
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IpeCTaBICHHAS B AJIEKTPOHHOU (hopme;

AJIEKTPOHHBIA JOKYMEHTOOOOPOT — JOKYMEHTOOOOPOT C HCIOJIb30BAHUEM
ABTOMATHU3WPOBAHHOW HWH(POPMAIIMOHHOW CHCTEMBI (CHCTEMBI 3JICKTPOHHOTO
JIOKyMEHTO000pOTA);

JJICKTPOHHBIA ~ 00pa3  JIOKyMEHTa — 3JICKTPOHHAsT KOMHS  JIOKYMCHTa,
W3rOTOBJICHHAS HA OyMa)KHOM HOCHUTEIIE;

DJICKTPOHHBIA  IA0JOH  OJlaHKa JIOKYMEHTa — CM. TEPMHUH  «OJIaHK

JOKYMEHTa».

2. HpI/IeM, Pperucrpanus M NpPoxXoKIACHUE NMOCTYNNAKINX JOKYMECHTOB

2.1. IokyMEeHTBI B TEPPUTOPUAIBHYIO KOMMCCHIO JOCTABILIFOTCA 4Yepe3
OTHEJIeHnEe CBsA3U (MOYTOM, TenerpadHOM CBs3bI0), OpraHamu (QenepaibHOM
(benbIberepckoil  CBsA3M, CHELMAIbHOW CBS3bI0, HAPOUHBIM WIH IEpPEAA0TCs
Ha JIMYHOM IPHEME IPaXk/IaH.

JIOKyMEHTBI MOTYT IOCTYIIaTh B TEPPUTOPHUAIBHYIO KOMHCCHIO CPEICTBAMHU
[1]1, ¢akcuMWIBHOW CBS3bIO, DJIEKTPOHHOM TouTol B cetu MHTEepHeT
(mpenHa3HauY€HAa MCKIOYUTENBHO MJisl CIY>KEOHOM KOPPECHOHIEHIUHU), Yepes3
pazmen «OnekTtpoHHas ¢Gopma oOpamieHus» Ha  OQUIHUATBHOM  CcaiTe
Cankrt-IlerepOyprckoit  u3OuparenbHoil  komuccu B cetu  MHTepHer,
peIHa3HaYeHHbIN 17151 HalpaBJeHUs! 0OpalieHU B TEPPUTOPUATBHYIO KOMUCCHIO.

2.2. 1lpuem, mnepBuyHas oOpabOTKa W PETUCTpals MOCTYyHAOLIUX
JIOKYMEHTOB TPOU3BOMASATCS TIpelcenaTeseM (CeKpeTapeM) TeppUTOpPHATbHON
KOMUCCHUM WM  pabOOTHUKOM  ammapaTa, OTBETCTBEHHBIM 32  BEACHHUE
JIeJIONPOU3BOACTBA, C Ucnoiab3oBaHueM [1J], 11bo sxypHanbHOW perucTpaiuoHHO-
ydueTHOM popmbl (mpuitoxkenne Ne 1 k MHCTpyKIun) €XeTHEBHO B Yachl paOOTHI
TEPPUTOPUATBHON KOMUCCHH, KPOME BBIXOAHBIX U HEPAOOUMX MPa3THUYHBIX JTHEM.

[Topsimok TOJSydeHHs] W PErHCTpaldd JOKYMEHTOB IIOCJIE€ OKOHYaHUs
pabouero AHs, B BBIXOJHbIE U HepaOoUyue Mpa3qHUYHbIE JHH, B IEPUOJI IOJTOTOBKU
U TIpOBEACHUS U30MpaTEeNbHBIX KaMMAaHUM yCTaHaBIMBAETCSA MpejceaaresieM

TEPPUTOPUATBHON KOMUCCHUU JIMOO OMPENEseTCsl PElIEeHUEM TEePPUTOPHATIBHON
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KOMUCCHH.

2.3. [loctynuBmne JOOKYMEHTBI NOAPA3ACISIOTCS HAa PETUCTPUPYEMBbIE
M HE nojjexamue peructpauuu. l[lepedeHb TOKYMEHTOB, HE MOJICKAIIUX
perucrpauuu, onpeneseH B nprwioxeHnu Ne 2 k MacTpykunn.

2.4. 1lpy BCKpBITUM KOHBEPTOB, IOCTABICHHBIX oOpraHamu (denepaibHOU
dbeapaberepcKkoil  CBSI3M, CIEIUAIBLHOW CBS3bI0, IO TIOYTE WA HAPOYHBIM
MPOBEPSIOTCS MPABWIBHOCTh APECOBAHUS, KOMIUIEKTHOCTh U LEJIOCTHOCTh
JIOKYMEHTOB, HAJIMYAE MPUIIOKEHHM, CBEPSETCS COOTBETCTBUE HMX HOMEPOB
YYETHBIM HOMEpaM, YyKAa3aHHbIM Ha KOHBepTax. HempaBWIIBHO aapecOBaHHBIC
U OIMMOOYHO BIIO)KCHHBIE JOKYMEHTHI HE PETUCTPUPYIOTCS, TIEPEChUIa0TCs
10 HA3HAYCHUIO WM BO3BPAILAIOTCS OTHPABUTEIIIO.

2.5. Ecniu npu BCKPBITMM KOHBEpTa OOHApPY>KEHO OTCYTCTBHE JOKYMEHTOB
WA UX OTHEIbHBIX JIMCTOB, IIPUJIOKEHHM, IIOBPEXKACHUE JOKYMEHTOB
WJIA HECOOTBETCTBHE HOMEPOB JOKYMEHTOB HOMEpaM, YKa3aHHbIM Ha KOHBEPTE,
npeacenarenaeM (CeKperapeMm) TEPPUTOPUATBHOM KOMHUCCHUU WM PabOTHUKOM
arrmapara, OTBETCTBEHHBIM 34 BEICHUE JICJIONPOU3BOJICTBA, COCTABIISIETCA
aKT yCTaHOBJIEHHOM (opMbI B JBYX OJK3eMmiUsipax (mpuioxkenue No 3
Kk Muctpykumn). OAuH SK3EMIUSIp akTa MNOCBUIAETCS OTIPABUTENIO, JIPYTron
MPUOOIIAECTCS K MPUHSITHIM IOKYMEHTaM.

Ha o06opoTHO# CTOpOHE MOCHENIHEr0 JMCTa TOBPEKIECHHOTO JTOKYMEHTa
B IIPABOM HIKHEM YTJIy JEJaeTCsl OTMETKA «JlOKyMEHT MOJy4YeH B MOBPEXKIACHHOM
BUEY.

2.6. KonBepThl OT MOCTYNMUBIIMX JTOKYMEHTOB HE YHUUYTOXKAKOTCA B CIydae,
€CIIM TOJBKO MO HUM MO>HO YCTaHOBHUTBH aJIpe€C OTHPABUTEINS, AATy OTIPABKHU
Y TIOJIyYE€HUs TOKYMEHTOB, €CIIM OHU COAEPHKAT JOKYMEHTHI, KOTOPBIE MTOCTYITHIINA
u3-3a npeaenos teppuropun Poccuiickonn ®denepanuu, U3 CyJa0B, CIEICTBEHHBIX
OpraHoB, IUOO TOTOBOPHI, TPETEH3UHU, UCKOBBIE 3asBJICHUS, TOKYMEHTHI, CBSI3aHHBIE
C pa3MelieHneM 3aKa30B Ha TOCTAaBKHU TOBAPOB, BBHITIOJIHEHHUE Pa0OT, OKAa3aHHUE YCIyT

JUIS1 TOCYJAPCTBEHHBIX HYXKI.
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2.7. ITakeTsl C MOMETKOU «JIMYHO» NepenaroTcs aapecaTtaM B 3aKpPbITOM BUE

MO/, OJINKC.

2.8. Ilpu perucrtpanr NOCTYIHUBIIETO JIOKYMEHTAa B PETUCTPALMOHHO-
y4eTHOH (opMe 0053aTeTbHO BBOMATCS CIECAYIONNE PEKBU3UTHI: HCXOSIINAN
HOMED JOKYMEHTA U J1aTa, IaHHbIE O KOppecToHAeHTe (aapecanTe) (haMuius, ums,
OTYeCTBO (MPY HAINYWHU) (PU3UYECKOTO JIMIA WM HANMEHOBAaHUE OPTaHU3AIUN),
KpaTKOE€ COJEepkKaHUE JOKYMEHTa, a TakKe KOJMYECTBO JIMCTOB OCHOBHOIO
JOKYMEHTa W JIUCTOB MPHIIOKEHHS, KOJIUYECTBO 3K3EMIUISIPOB, BUJ JOCTABKU.
[Ipu peructpamuu BXOIAIIErO0 JOKYMEHTa JENaeTcsl CBA3KAa C HCXOASIINUM
JIOKYMEHTOM Ha KOTOPBIH JaeTcst OTBET (€CIM TAKOBOM UMEETCH).

IIpn ocymecTBieHnnn peructpaunu cpeacrsaMu [/l Ha nuueBon cTtopoHe
IEPBOrO JIUCTA 3apPETUCTPUPOBAHHOTIO JIOKyMEHTa Ha OyMa)KHOM HOCHTEIIE,
KaK IIPaBUJIO, B MPAaBOM HIKHEM YIUIy MPOCTABIIIOTCS PErMCTPALMOHHBIN HOMEP
U JaTa, a TAaK)Ke WTPUX-KOJ C YKa3aHUEM HAaUMEHOBAHUS OPTaHU3aIUH.

Ecnu mpocrtaBineHue perucTpalioOHHOIO HOMEpa 3aTpyJIHSAET IPOYTECHHE
TEKCTa JOKYMEHTa, B TaKOM CJy4yae BXOJAIIMHA HOMEp NPOCTaBISAETCA
B CBOOOJHOM OT TEKCTa YIJIy Ha JIMIEBOM CTOPOHE MEPBOrO JIMCTA JTIOKYMEHTA,
a IITPUX-KOJI ITPOCTABIIAETCS MPU HATUYUHA TEXHUYECKON BO3MOKHOCTH.

[Ipr oOcCymecTBIEHMM PETUCTPALMU B APYrOMl PErucTpalMOHHO-YYETHOU
(dbopMe PpErucTpalMOHHBIN IITAaMI C YKa3aHWEM BXOJIIET0 HOMEpA, MAaThl
pEerucTpaluy MPOCTABIIAETCS, KaK MPAaBUIO, B MPAaBOM HWXHEM YTy JIULIEBOU
CTOPOHBI NIEPBOTO JIUCTA 3aAPETUCTPUPOBAHHOTO JAOKyMeHTa. [Ipu HeoOxonuMocTu
YKa3bIBAa€TCsl BpPEMs PETUCTPALMU (Yachl U MHUHYTBI), a TaKXKe BXOASILUNA HOMED
JIOKyMEHTA Ha MPUJIOKEHUH.

Ha xonmn noxkymeHTa BXOISAIIMNA HOMEP MPOCTABIISIETCS B IPABOM HM>KHEM
YTIIy JINIEBOW CTOPOHBI IIEPBOTO JHUCTA.

Hymepammsi nocTynuBIIMX JOKYMEHTOB OCYILECTBIISIETCS B TIpenesax

KaJICHAAPHOI'O roaa.
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K mnoBTOpHBIM JOKyMEHTaM MpUKIAAbIBAETCS HHPOpMAIMs O paHee

MOCTYNUBIINX JTOKYMEHTaX U PE3yJbTaTax MX UCIOJIHEHUs, KOTOpas MEpenacTcs
OTBETCTBEHHOMY 34 UCITOJIHEHHUE.

[Ipu peructpanuu f0KyMeHTa Ha OymakHoM HocuTene B [1/] oH MoxkeT ObITh
oTckaHupoBaH, a 3areM K PYK moxer ObITh mpucoearHEH 3JEKTPOHHBIA 00pa3
JIOKyMEHTA ¥ MIPUJIOKECHUS K Hemy B opmare pdf.

ITocne peructpamuu cpeacteamu  II/[ mocTynuBLIEro 3JIEKTPOHHOTO
JIOKYMEHTa, B TOM YHUCJI€ W3 BBIIIECTOSIIEH U MHOW M30UpaTeIbHOW KOMUCCHUH,
OH MOXET OBITh pacredaTaH Mpu HEOOXOIUMOCTH.

2.9. 3apeructpupoBaHHbIE JOKYMEHTHI PAacCMATPUBAIOTCS MpeAceaaTeIeM
TEPPUTOPUAIBHOM ~ KOMHCCHHM,  3aT€M  IOCIE  MEPEHECEHUS  yKa3aHusd
M0 HKCIOJIHEHHUIO JOKYMEHTAa B PETUCTPAIMOHHO-YYETHYIO (opmy mepeaarorcs
VCTIOJTHUTEIISIM.

[Ipu peructpaunu noxymeHtoB B IIJ] paccmoTpenue mnpeacenarenem
TEPPUTOPUAIIBHOM KOMHMCCHUU JIOKYMEHTOB M HAMNpPABJICHUE HMX HCIOIHUTEIAM
B DJICKTPOHHOM BHJI€ MOXKET OCYIIECTBIAThCS cpenactBamu [1]1 6e3 odopmieHus
KOITMK HAa OYMa)KHOM HOCHTEIIE.

2.10. UcrionHEHHbIE TOKYMEHTHI CIHCBIBAIOTCS B J€JO0 MpeaceaaTeaeM
TEPPUTOPUAIBHOM KOMHUCCUM W TOMEIIAIOTCS B JIeI0 B COOTBETCTBUU

C HOMEHKJIATYpPOU JI€J1 TEPPUTOPHUAIIBHON KOMUCCHH.

3. OcHOBHbBIE TPeOOBAHUSA K NMOATOTOBKE U 0)OPMJICHHIO IOKYMEHTOB

3.1. JIOKyMEeHTBI,  cO3/laBa€Mbleé B  TEPPUTOPUAIILHOW  KOMHUCCHH,
opopmisitoTcst Ha OJlaHKax, HAa CTaHAAPTHBIX Juctax Oymarum ¢dopmara A4
(210 x 297 mm) unmu AS (148 x 210 mMm) 1100 B BUJE DJIEKTPOHHBIX JOKYMEHTOB
Y JIOJKHBI UMETh YCTAaHOBJIEHHBIN COCTaB PEKBU3UTOB.

3.2. JlokymeHTbl 0GOPMIISIIOTCS Ha TMPOAOJIBHBIX JUOO YTJOBBIX OJIaHKax
YCTAaHOBJICHHOW (DOPMBI, HM3TOTOBJIEHHBIX THUIOTPA(PCKUM WU KOMITBIOTEPHBIM

criocoboM (ripusioxkerue Ne 4 k uctpykuun).
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B tepputopuanbHOl KOMUCCUH MOTYT OBITh YCTAaHOBJICHBI CIEAYIOIINE BUIBI

0JIaHKOB:

OJIaHK MTPOTOKOJIA 3aCEAAHUS TEPPUTOPUATHHON KOMUCCHH;

OJlaHK pelIeHus] TEPPUTOPHATIEHON KOMUCCHUU;

0JIaHK MpUKa3a MpejcenaTess TEPPUTOPUATIbLHON KOMUCCUU;

OJIaHK MMChMa TEPPUTOPHATIBHON KOMHUCCHUHU.

3.3.Ilpu moarotoBke IOKyMEHTOB ¢ mpumeHeHueM IIJ[ ucnonb3yrorcs
AIIGKTPOHHBIEC  IIA0JIOHBI  OJIAHKOB ~ JJOKYMEHTOB, KOTOpPbIE  pPaBHO3HAYHBI
Y UJICHTUYHBI [I0 COCTaBY PEKBU3UTOB, MOPSAKY UX PACIIOIOKEHUS U TapHUTYpaM
mpudTa OJaHKaM TOKYMEHTOB Ha OyMa)KHOM HOCUTETIE.

3.4. lokyMeHTBl O0GOPMIISIIOTCST B COOTBETCTBUU ¢ TpeOoBaHUIMU
K JOKyMEHTaM, U3TOTOBJISIEMBIM C TIOMOIIBIO ITEYATAIOIIUX YCTPOIMCTB, U K (haiaam
TEKCTOBBIX IOKYMEHTOB (npuiioskenue Ne 5 k HcTpykium).

3.5. Ilpu nmoarotoBke U O(QOPMIICHUM JOKYMEHTOB JOJIKHBI COOIIOATHCS
npaBuia opOpMIICHUS PEKBU3UTOB, U3JI0KEHHBIE HIKE.

3.5.1. Ha Onankax nokymeHtoB mnomemaercs repo Cankr-IlerepOypra.
[Topsinok U3rOTOBJICHHS, UCITIOJIb30BaHUS U XpaHEHHUs 0JIaHKOB
c BocmpousBeneHueM repba Cankrt-IlerepOypra ycraHaBnuBaeTcs 3aKOHOM
Cankrt-IletepOypra ot 23 anpeinst 2003 roga Ne 165-23 «O neraqbHOM ONKHCaHUU
odurmanbHeIx cuMBOJIOB CaHkT-IleTepOypra u mopsiaKe ux UCIOIb30BAHUS.

KoHTposib 32 npaBuiIbHBIM HCHOJIB30BAHUEM OJIAHKOB M UX COOTBETCTBUEM
YCTAaHOBJICHHBIM 00pa3liaM OCYIIECTBISIETCS MpeAceaaTeieM TEePPUTOPHATbHON
KOMHUCCUM U pabOOTHHMKOM  ammaparta, OTBETCTBEHHBIM 32  BEJCHUE
JIeJI0MPOU3BOICTRA.

3.5.2. HaumenoBanue u30ouparearHON KOMUCCHH.

HanmvenoBanne wu30upaTeNbHOW KOMHUCCHMU YKa3bIBAaeTCS Ha OJIaHKaX
B COOTBETCTBUU C pemieHneM Cankt-IleTepOyprckoii n3dupareaIbHOl KOMUCCHU.

3.5.3. CnpaBouHble JaHHbIE 00 N30MpaTEIIbHON KOMUCCHUH.

CnpaBoyHbl€ JaHHBIE O TEPPUTOPUAIBHOW KOMHCCUHU YKa3bIBalOTCS

B 0J1aHKaxX MHUCEM, HalIpuMep:
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ApcenanpHas HaO., 1. 13/1,
Cankr-IletepOypr, 195009
Tem. (812) 241-44-91
http://tik39.spbik.spb.ru
OKITIO 44424480; OI'PH 1207800069817,
WHH/KIIIT 7804670382/780401001

3.5.4. HaumeHOBaHHE BUIA JOKYMEHTA.

HaumeHoBaHMe BUJa TOKyMEHTA YKa3bIBA€TCs Ha BCEX OJIaHKaX M3/1aBa€MbIX
JIOKYMEHTOB (IIPOTOKOJI, PELICHHE U T.J.), 38 UCKIIIOUEHUEM TTHCEM.

3.5.5. [lata noKyMeHTa.

JlaToll NOKyMEeHTa SIBJISIeTCSl JaTa €ro HOJNucaHus, yTBep:kaeHus. Jlatoi
MPOTOKOJIA SIBJSIETCS JaTa 3acelaHus, a aKTa — 1aTa COOBITHUS.

JIOKYMEHTBI, U3JJaHHbIE JBYMs WK 00Jiee OpraHu3alusIMHU, JOHKHBI UMETh
OJIHY (€IMHYI0) 1aTy, COOTBETCTBYIOIIYIO JaTe MOMUCAHUS JOKYMEHTA MOCIECTHIM
JOJKHOCTHBIM JIIIOM.

Jlaty nokyMeHTa opopMIISIIOT apaOCKUMu uppamMu B OCIEA0BATEIbHOCTH:
JIeHb Mecsla, Mmecsl, roa. [lenp mecsma u mecsn oGOpMIISIOTCS AByMs HapaMu

apa0Ockux nudp, pa3aeaeHHbIMU TOYKOM, T0Jl — YeThIphbMS apabckuMu 1udpamu,

HaIpumep:
17.01.2025
Jlomyckaetcst cioBecHO-IIUGPOBOH criocod oopMIIeHUsI 1aThl, HAPUMED:
09 suBaps 2025 1.

3.5.6. PeructpanoHHbII HOMEP JOKYMEHTA.

JIns BXOJSAIIMX U MCXONSIIMX JOKYMEHTOB, OOpallleHUul — MHAEKC Jena
110 HOMEHKJIATYPE U, Yepe3 KOCYIO UYePTY, MOPSAIKOBBIN HOMEP TOKYMEHTA.

PerncrpanvoHHblii HOMEP AOKYMEHTa, H3JAHHOIO COBMECTHO, COCTOUT
U3 pa3CCHHBIX KOCOM YEpTOW PErucTpalMOHHBIX HOMEPOB, MPHUCBOCHHBIX
OpraHU3alUsIMU — ABTOPAMU JTIOKyMEHTa u PaCIOIO0KEHHBIX
B TIOCJIEIOBATEIbHOCTH, COOTBETCTBYIOIIEH OOO3HAUYEHUI0 HAWMEHOBAHUU
OpraHu3alyi B 3aroJOBOYHOM YaCTU JOKYMEHTA.

3.5.7. Ccpuika Ha pETrMCTPAUMOHHBIA HOMEP W JAaTy IOCTYHHUBILIETO

JIOKYMEHTA.



16
CcbllKka Ha pPErucTpAallMOHHBIA HOMEp M JaTy MNOCTYNUBIIErO JOKYMEHTa

BKJIIOYAETCSI B COCTaB PEKBU3UTOB OyiaHka nucbMa. CcChUIKa MPOCTaBISETCS
UCTIOJTHUTEINIEM IIPU MOATOTOBKE MUChMa-OTBETA.

3.5.8. MecTto coctaBieHus (U34aHusA) JOKYMEHTA.

Mecro cocraBienus (M3[aHMs) JIOKYMEHTa yKa3blBaeTcsi Ha OJlaHKe
KOHKPETHOTO BHJIa JOKYMEHTa. B OiaHkax muceM CBEJIEHUS O MECTE CO3JaHUs
JIOKyMEHTA coziepKaTcs B PEKBU3UTE «CrpaBouHbIE JTAaHHBIE
00 n30upaTeTbHOU KOMHICCHI.

[Ipu mpOAOTBLHOM PACIIONIOKEHUH PEKBU3UTOB OJIaHKA MECTO COCTaBJICHHS
WIM W3JaHUs JOKYMEHTa YKa3bIBAae€TCS B CEpPeAMHE CTPOKU MEXKIy J1aToi
U PETUCTPAIMOHHBIM HOMEpPOM JIOKyMEHTa, a MpH YIJIOBOM PAaCIOJIOKECHUU
PEKBU3UTOB — MOJI JaTOW M PETUCTPAIMOHHBIM HOMEpPOM JIOKYMEHTa, OT Kpas
JIEBOTO MOJIS.

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

[IpocraBnsieTcst Ha JOKYMEHTaX, COAepKaluX HH(HOPMAIUIO OTPAHUYEHHOTO
pacmpoCTpaHEHHs, Kacalollylocsl JeSTeNbHOCTH OpTaHM3alMid, OTPaHUYCHUS
Ha pacmpoCTpaHEHHE KOTOPOU TUKTYIOTCS CIYKEOHONH HEOOXOIUMOCTBIO, a TaKKe
MOCTYIUBINAS B TEPPUTOPUATHHYI0 KOMUCCHUIO HECEKpeTHast MHGOpMaIus, JOCTYI
K KOTOPOU OrpaHUYEH B COOTBETCTBUU C (peepaTbHBIMH 3aKOHAMH.

[TomeTka HaA JOKyMEHTaX, COJEpKAIIUX HWH(OpPMAIUI0O OrpaHUYCHHOTO
pacrpocTpaHeHus, uMmeeT BuJ «Jis ciyxeoHoro nons3oBanus» (aanee - J1CII).

[TomeTka mpocTaBisieTcs B BEpXHEM IIPABOM YTITy JIMIIEBON CTOPOHBI IIEPBOTO
JIUCTA TIOKYMEHTA OT TPaHUIIbl BEPXHETO TOJIS.

3.5.10. Anpecar.

PexBu3UT «Apecaty pacmoiaracTcsi Crpana MmoJi peKBU3UTaMu OJIaHKa.

JIOKyMEHTBI aipecyIOTCsS B OpraHU3alllM, UX CTPYKTYPHBIC MOAPA3ACIICHNUS,
JNOJKHOCTHBIM JIMIIAM WJIM TpakJaHaM TIpH OTBETe Ha WX OOpalleHus.
HanMeHoBaHusT opraHu3allud M CTPYKTYPHOTO TOAPA3ACICHUS YKa3bIBAIOTCS

B UMCHUTCIIbHOM ITAJCXKE, HAIIPUMCP:
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Anmunuctpanus LlenTpanbHoro paiiona
Cankr-IlerepOypra
KOpuanueckuii otaen

Ecnu  nmokymeHT anpecyercss JOJDKHOCTHOMY — JIMIy, HAWMEHOBAHUE
OpraHu3allid YKa3bIBAaeTCS B MMEHHUTEIBHOM MaJie’ke, a JAOHKHOCTh U (paMuIus

— B 1aTCJIBHOM. HpI/I 9TOM HMHHUIHAJIbI YKA3bIBAIOTCS ITOCIIC (1)aMI/IJII/II/I, HarpuMmcep:

Anmunuctpanus L{enTpaibHOTO paiioHa
Cankr-IleTepOypra
HavansHuky oOmiero oraena

NBanosy H.II.

Ecnu JOKYMEHT aapecyercs PYKOBOJIUTEIIO OpraHu3alHH
WM €ro 3aMEeCTUTENII0, HAaWMEHOBAaHUE OpraHu3allid JOJDKHO  BXOJUTH
B HAMEHOBAHME JI0JHDKHOCTH aipecaTa, Halpumep:

3aMecTuTelo aupekTopa Beepoccuiickoro
HAy4YHO-UCCIIEI0BATEIBCKOIO NHCTUTYTA
JIOKYMEHTOBEICHUS U apXUBHOTIO JIea

Cwmupnosy ILIL

Ecnu  pgokymeHT ajpecyercss oOpraHu3aluy, CHayajga YKa3bIBaeTcs

€e HaMMEHOBaHUE, 3aTEM MTOYTOBBIN aipec, HapUMep:

[{enTpanbHas n3duparenbHass KOMUCCHS
Poccutickon ®enepanuu

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

JlomyckaeTcsi LEHTPUPOBaTh KaXAyl0 CTPOKY pPEKBH3UTa «AJpecaT»
110 OTHOIIEHHIO K CAMOM IJIMHHOM CTpPOKE.

JlomyckaeTcsi UCHOJb30BaTh  OQUIMAIBHO MNPHUHATHIE  COKpAaLICHHbIE
HAaMMEHOBAaHUS OPraHoOB TOCYJapCTBEHHOW BIIACTH, MECTHOTO CaMOYIpaBJIECHUS,

OpraHu3aluu.
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IToyToBBIN azxpec yKa3bIBaeTCSd B IOCIEIOBATEIBHOCTH, YCTAHOBJICHHOU

ITpaBwiaMu oOka3aHMsl YCIOyr IIOYTOBOM CBSI3M, YTBEPKICHHBIMU IPUKA30M
MuHucrepcTBa UU(POBOTO pPa3BUTHS, CBSA3M M MAaCCOBBIX KOMMYHHKAIUI
Poccuiickoii @enepanmu ot 17 ampenst 2023 roma Ne 382 «O6 yTtBepxaeHUn
[TpaBui1 oka3zaHusl ycayr HOYTOBOM CBS3MY.

Ecau 10KyMeHT OTIpaBisieTCss B HECKOJIbKO OJHOPOJIHBIX I'OCY/1apCTBEHHBIX

OpraHOB WJIM OpTaHU3AIMM, UX CJIEeyEeT YKa3bIBaTh 0000IIEHHO, HAITPUMED:

HpeI[CCI[aTCJ'ISIM Y4aCTKOBBIX KOMHMCCHUH

JIOKyMeHT He JIOJDKeH coJiepkaTh 0OoJiee  YeThIpeX  aJpecaTroB.
CI10BO «komus» nepea BTOPbIM, TPETBUM, YETBEPTHIM aPECATOM HE YKA3BIBAECTCA.

[Ipu HampaBieHUU JOKyMEHTa 0Oojiee 4eM B YETHIPE aJipeca COCTaBJISIETCS
CIIMCOK PACCHUIKM YCTAHOBJICHHOW (opmbl (mpuioxkenue Ne 6 k MHcTpykuum),
KOTOPBIU MOJIMKUCHIBAECTCS MPEICEAATEIEM TEPPUTOPUATLHON KOMUCCHM.

[Ipu anpecoBaHuu JOKyMeHTa (U3UYCCKOMY JIMIy BHAYale yKa3bIBAIOTCS
dbaMmIKs ¥ THULHAAIIBI TTOJTyYaTesl, 3aTeM MOUTOBBIN ajipec, HallpuMep:

®omuueny I1.1.
MockoBckuii nip., oM 15, kB. 10,

Cankr-IletepOypr,
190005

IIpu oTnpaBke mucbMa MO 3JIEKTPOHHOW mouTe (0€3 JOCBUIKM IO IOYTE)
NOYTOBBIN ajipec He yKa3biBaeTcs. [Ipu HE0OXOAMMOCTH MOXKET OBITh YKa3aH aJipec
AJIIEKTPOHHOM IIOYTHI, HAIIPUMED:

MUHUCTEPCTBO FOCTULIMU
Poccniickon @enepanun
mail@minjust.ru
3.5.11. I'pud yTBEepkaeHUs JOKyMEHTA.

I[OKYMeHT YTBCPXKAACTCA  OOJDKHOCTHBIM  JIMOOM  HMJIM  CIICHHUAJIBHO

HN3/1aBaACMbIM IOKYMCHTOM.
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[Ipu yTBepKIEeHUU AOKYMEHTa JOKHOCTHBIM JIMIIOM TpU( yTBEp:KIEHUS

JOoJDKEeH cocTosITh U3 ciioBa Y TBEPXKIAIO 6e3 kaBbluek u MPONMUCHBIMUA OyKBaMHU
U Ha  CIEQyIOIIEd  CTPOKE — HAUMEHOBAaHWUE  JIOJDKHOCTH,  ITOJIMCH,
(mpu odopmieHNM Ha OyMaXHOM HOCHUTENE), HHHUIMAIB U (QamMuiIus JIHIa,
YTBEPJMBILETO JOKYMEHT, JaTa yTBEPKIACHUS.

['pud yTBepKIaeHHs pacroyiaraloT B MPaBOM BEPXHEM YTy MEPBOTO JIMCTA
IoKyMeHTa. B rpude yTBepKIeHUsS OMyCKAETCA IIEHTPUPOBATh DIIEMEHTHI

OTHOCHUTEIIBHO CaMOW JNIMHHOM CTPOKH, HAITPUMED:

YTBEPXIAIO
npeacenarens TeppuropuanbHON
u3bupatenbHoi komuccuu Ne 39

IIoAITNCH HWHHUIIUAJIbI, (I)aMI/IJ'H/IH
Jara

[Ipu yTBEp)KIEHUHA NOKYMEHTA MOCTAHOBJICHUEM, MPOTOKOJIOM, PEIICHUEM,
pacriopsbkeHneM rpud  yTBepkiaeHus cocrour wu3 cinoBa YTBEPXJIEH
(YTBEPXIEHA, VYTBEPXJIEHbI wmu VYTBEPXJIEHO) 06e3 kaBbluek
W TNPONUCHBIMM OyKBaMHM, HAWMEHOBAHHUS  YTBEPXKIAIONIETO  JIOKYMEHTa

B TBOPHUTCIBHOM ITaJICIKC, CI'O IAaThl 1 HOMCPA, HAIIPHUMCEDP:

YTBEPX/IEH
pemennem TeppuropuanbHOi

n30upatenbHoi komuccuu Ne 39
oT 24 suBaps 2025 r. Ne 130-7

3.5.12. Yka3zaHus 1o UCTIOJHEHUIO JOKyMEHTA (PE30IOLHS).

VYKkazaHus MO HCIOMHEHUIO JOKYMEHTa MOTYT OBbITh HAmUCaHbl OT PYKHU
npejacenareyaeM TEePPUTOPUATIBHOM KOMHUCCHM Ha MOMJIMHHHUKE JIOKYMEHTa
Ha CBOOOJHOM OT TEKCTa MECTE WIM OPOpPMIICHBI Ha OTAEIBbHOM JucTe opmara
A6 (105 x 147 mm), IpWIOKEHHOM K JTOKYMEHTY. YKa3aHUs MO HCIOJIHEHHIO

JOKYMCHTA BKJIFOYAaIOT (1)aMI/IJ'II/II/I u HMHHUIIHAJIbI HCHOHHHTeHeﬁ,
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npu HEOOXOAMMOCTH — COJEP)KaHUE TMOPYUYECHUS, CPOK HCIIOJHEHUS, MOJAIMUCH

(mpu opopmiieHUH Ha OyMa>KHOM HOCHUTEJIE) PYKOBOAUTEINS U 1Ty, HApUMep:
CuzoBy A.1O.
['puropeey B.C.

[Ipomry paccMOTpETh U JaTh OTBET
k 14.02.2025

MO/IITHCH
JaTta
VYKkazaHus 1O HUCIOJHEHHUIO JIOKYMEHTa TaKXe MOTYT ObITb OQOpMIIEHBI
c wucnoyibzoBanuem IIJ[ ¢ nOpuMeHEHHEM »SIEKTPOHHBIX IIA0JIOHOB OJAHKOB
JIOKYMEHTOB.
3.5.13. 3arojioBOK K TEKCTYy IOKYMEHTa (HAaUMEHOBaHUE JOKYMEHTA).
3arojoBOK K TEKCTY JOKYMEHTa JOJDKEH KPaTKO M TOYHO PaCKpHIBATH
€ro cojiep>kaHue W OBITh COIVIaCOBaH C HAaWUMEHOBAHMEM BHJIA JIOKYMEHTA.
3aroy0BOK MOKET OTBEYATh HA BOIIPOCHI:
«0 9eM (0 KoM)?», HarpuMep:
Pacnopsikenue — O cozgaHuu DKCEPTHOW KOMUCCHH;
«4ero (kKoro)?», HanpuMmep:
JIOM>KHOCTHOM pErjJaMeHT BEAYIIETO CIIEUalINCTa;

AKT 00 YHHUUYTOKCHUN JOKYMCHTOB C HCTCKINMMH CPOKaAMHU XPAHCHH.

3aroJ0BOK COCTaBJISIETCS JTUIIOM, TOTOBSIIIIMM TIPOEKT JOKYMEHTA.

3aroj0BOK, COCTOSIIMK W3 JIBYX M 0OJiee CTPOK, IedaraeTcs uepe3 OAuH
MEXKCTPOYHBIM HMHTEpBajl, TOYKA B KOHIIE 3arojioBKa HE CTaBHUTCS. 3arojOBOK
pacriojaraeTcsi Ha TMEpBOM JIUCT€ HaJ TEKCTOM JOKYMEHTa [0 IIEHTpY,
a Ipu 0(pOPMIICHHH TTUCbMa — OT TPAHMIIBI JIEBOT'O MOJIA.

3.5.14. TekcT nOKyMeHTa.

Texcr nmokymeHnta oOGOPMIISIIOT B BHUAE CBS3HOTO TEKCTa, TaOIUIIBI

WJIA COCIMHEHUS ITUX CTPYKTYP.
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Tekct HOKYMCHTA  JIOJDKCH n3j1araTrbCs;a KpaTKoO u  SCHO, OBITH

apryMEHTHUPOBAHHBIM, OOECIeYMBaTh TOYHOE U OJIHO3HAYHOE BOCIIPHUSATHE
coziepKaIieicst B HeM HHGOPMAIIHH.

TekcT HOKyMEHTa [OJDKEH, KaK MPaBWIIO, COCTOSTh M3 JBYX 4YacTEH.
B nepBoii YacTM yKa3bIBAIOTCS NPUYMHBI, OCHOBAHHUA, LIE€JIM COCTABJICHUS
JOKyMEHTa, BO  BTOPOW — PEIIEHUS, BBIBOJABI, MPOCHOBI, TPEITIOKCHUS,
PEKOMEHAAIMH.

TekCcT HOKyMEHTa MOXET COAEPKAThb TOJBKO 3aKIIOYUTEIBHYI) YacTh
(HampuMep, pPaCHOPSKEHUE — PACTIOPAIUTENbHYI0 YacTh 0€3 KOHCTaTUPYIOILIEH,
MIHCHMO, 3asBJICHUE — MPOCHOY 0€3 MOSCHEHMS).

B texcTe mokyMeHTa, MOATOTOBIEHHOTO Ha OCHOBAaHWM 3aKOHOJATEIbHBIX,
MHBIX HOPMATHUBHBIX MPAaBOBBIX AKTOB, M3JIAHHBIX OpraHaMH TOCYJIapCTBEHHOU
Bractu u ympasieHus, [IUK Poccuun, Cankr-IlerepOyprckoit m3OuparenbHOU
KOMHCCUEH, paHeEe M3JaHHBIX TEPPUTOPHAIBHOM KOMHMCCHUEN, YKA3BIBAKOTCS
HAaUMEHOBAaHUE BUJA JIOKYMEHTa, HAUMEHOBAaHWE OpraHa, W3JaBLIETO JOKYMEHT,
JaTa TPUHATHS WU YTBEPXKICHHUS JIOKYMEHTA, €r0 PErucTpalldOHHBIA HOMED,
a TAaKXe 3aroJIOBOK JOKYMEHTA, 3aKJIFOYECHHBI B KaBBIYKH.

[Ipu ynorpebieHnu B TEKCTE (paMUIIHIA JIUI] MHUITMATIBI YKA3bIBAIOTCS TTOCIIE
bamunuu.

TekcTbl JOKyMEHTOB OOJIBIIOTO O00BbEMa MOTYT JEIUThCA Ha pasJesbl,
MOApAa3/eibl U MYHKTHI, KOTOPbIE HYMEPYIOTCA apaOCKuMu nudpamu, HalpuMep:

1. Pa3znen
1.1. Iloppaznen
[.1.1. ITynkr

A03a11pl BHYTPU ITyHKTOB HE HyMEPYIOTCSL.
B nuceMax ucnonb3yror cienyronpe GopMbl U3I0KEHUS:
or l-ro numa MHOXecTBeHHoro uymcina («[Ipocum  HampaBUTh

uHpopmaruio...», «Hampasisiem Ha 3aKIIIOUEHUE TTPOCKT...» U JIp.);
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OT 3-ro Juua €OUHCTBEHHOIO 4Yucia («TeppUTOpHATbHAs KOMHUCCHS

HE CYMTaeT BO3MOXHBIM...», «TE€PPUTOpPHAIbHAS KOMHUCCUS Mpejjaraer
PacCMOTPETh BO3MOKHOCTb...»).

I'padbl ¥ CTpOKM TaONUIBI MOJDKHBI HMETh 3arojOBKH, BBIPAKCHHBIC
CYILIECTBUTENIbHBIM B HUMEHUTEIbHOM majnexe. llom3aronoBku rtpad U cTpok
JIOJKHBI OBITH COTJIACOBAHBI C 3aT0JIOBKaMH.

Ecnu Tabnmuiy nedararoT Oojiee 4eM Ha OJIHOM CTpaHMIE Ha CIIEIYIOUIUX
CTpaHUIaX MOTYT OBITh Hale4yaTaHbl 3ar0JOBKHU Tpad WM MX HOMEpa (B ciyuyae,
ecny rpadbl TaOIUIIBI HA TIEPBOM JIUCTE TPOHYMEPOBAHBI).

3.5.15. OTmeTKa O HaTMYUU NPUIIOKECHUM.

OTMeTKa 0 HAJIMYMU MPUIIOKEHUN pacIionaraeTcst OT TPaHULbl JIEBOTO MOJIA
IIOCJIE TEKCTA Mepe]] MOAIUCHIO.

CnoBO «IIPHIIOKEHHME» NEYATAECTCS] B €UHCTBEHHOM WJIM MHOKECTBEHHOM
YHUCJIE B COOTBETCTBUU C KOJUYECTBOM MPUIIOKEHUM.

Ecnm HOKyMEHT HMeeT NpWIOKEHHE, Ha3BaHHOE B TEKCTE, OTMETKA

0 €ro HaJau4uu opopMIISIETCS 10 cieayronieit hopme:

[Ipunoxxenue: Ha 15 1. B 3 7K3.

Ecmn JOKYMCHT HMMCCT IMPHUIOXKCHHUEC, HC HA3BAHHOC B TCKCTC, HIIM CCJIIHU
HpI/IJ'IO)KeHI/Iﬁ HCCKOJIbBKO, MX HAMMCHOBaHMHA HGO6XOI[I/IMO MCPCUYNUCIINTDb IIOCJIC
TEKCTa JOKYMCHTA IICPC INOAINMUCHIO C YKAa3aHUCM KOJIMYCCTBA JIMCTOB B KaKIOM
IMPHIIOKCHUHU 1 KOJIMYCCTBA OK3CMINIAPOB, ITPHU HAJTUINH HECCKOJIBKUX HpI/IJ'IO)KeHI/Iﬁ

MX HYMEPYIOT, HallpuMep:

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

2. IlpumepHas HOMeHKaTypa nen Ha 14 1. B 1 k3.

Ecnim  mpunokeHuss  cOpomItopoBaHbl, TO  KOJHWYECTBO  JIMCTOB
HE YKa3bIBacTCs.
Ecnu npuitoxkeHune HarpasisieTcsl HE BO BCE YKa3aHHbBIE B JIOKYMEHTE aJpeca,

TO OTMETKA O HAJMYHUH MPUJIOKEHUS 0hOpMIIIETCS 10 cienyromei hopme:
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[Tpunoxenue: Ha 20 1. B 3 5K3. TOJIBKO B IIEPBBIN aapec.

Ecnn x pokymMeHTy mnpwiaraercst Opyrod AOKYMEHT, TakKe WMEIOLIUU
OPUIIOKEHHE, TO OTMETKA O HAJWYHMH TMPWIOKEHUS OGOPMISIETCS CIEAYIOIUM

obpazom:

[Mpunoxenue: mnucbmo Cankt-IlerepOyprckoit  M30MpaTeNbHON KOMHUCCHH
or 15.11.2024 Ne 01-18/450 u mpunoxeHHe K HEMY, BCETO
Ha 15 oL

Ecniu npunoxenueMm sBisercd 000COOJEHHBIA AJIEKTPOHHBIA HOCHUTEID
(KOMIakKT-IUCK, usb-(aen-HakonuTens 1 ap.), TO OTMETKA O HATMYUU TPUIT0KESHHS

oopmiseTcs cieayrommuM 0opazom:

[Tpunoxenue: CD B 1 3k3.

[Ipu »sroMm Ha Hocurtene (Bkiaabimie (KOHBEPTE)), YKa3bIBAIOTCS
HAaMMEHOBAHUS IOKYMEHTOB, 3alTMCAHHBIX Ha HOCUTEIIb, UJIM UMEHA (haiisioB.
B pemenusx m mpukazax CBEIACHUS O HAJIMYUH MPUIOKCHUHA YKA3bIBAIOTCS

B TCKCTC, HAIIPHUMCDP:

«Pa3paboTtarh M MNpeAcTaBUTh MPOEKT IUIaHAa MO (QopMe, YKa3aHHOMU
B npuiiokeHuun Ne 1
WIn

«...JIeTIaeTCs 3aIMKCh B )KypHAJl yCTaHOBJIECHHOHN (hopMbl (puitoxkeHue Ne 2).»

Ecom B gOKymMeHTe, K  KOTOpOMY  OTHOCHUTCS  IPHIIOXKEHUE,
OHO HE YTBEPKAACTCA, a IPOCTO COACPIKUTCA CCHUIKA Ha HEr0, TO Ha IIEPBOM JIUCTE
MPUIOKEHUS B IPABOM BEPXHEM YTy YKa3bIBAETCs, K KAKOMY PELIEHUIO (IIPUKA3Y)
IIPUJIOKEHUE OTHOCUTCS, 4 CTPOKM MOTYT LEHTPOBATHCS OTHOCUTEIBHO CaMOU
JUIMHHOM CTPOKH, HAIIPUMED:

[Ipunoxenue
K [IpUKa3y npejaceaarens
TeppuropuanbHoit U30UpaTeIbHON
komuccuu Ne 39
ot 14 mapra 2025 1. Ne 27-x
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IIpr HanM4YMM HECKOIBKUX IPUIOKEHUM OHH HYMEPYIOTCs, HaIlpuMep,

npunioxenne Ne 1, npunoxxenue Ne 2 u tak jganee.

3.5.16. Iloanucse.

B cocrtaB noanucu BXoIAT: HAMMEHOBAHUE JIOKHOCTH JIUIIA, IO CABIIETO
JIOKYMEHT, €ro COOCTBEHHOpPYYHAs MOAMKUCH, KOTOpast oPOPMIISIETCS CUHUMH WIH
YEPHBIMU YEPHIJIAMH, Pacimu(poBKa MOAMUCH (MHUITHATBI, (haMUTTHIs ).

Ecnn nmoxymeHT odopmisieTcss Ha OJlaHKE TEpPUTOPUATBHOM KOMHCCHH,

TO PEKBHU3UT BKIIOYACT HAMMEHOBAHHME JOJDKHOCTU JIMIA, IOJIMKCHIBAIONIETO
JIOKyMEHT, €r0 COOCTBEHHOPYYHYIO TOAIHKCH, PACIIH(PPOBKY MOAMKUCH (MHUITAATIBI

U (haMUITUIO0), HATIPUMED:

[Ipencenarens MIOJIITUCH WHULMANBI, (haMUIIHs

Ecnu pgomxHOCTHOE JHIIO, MOANUCH KOTOPOTO 3aroTOBJIEHA HA IPOEKTE
JIOKYMEHTa, OTCYTCTBYET, TO JOKYMEHT MOJIKMCHIBAET €r0 3aMECTUTEIb WIIA UHOE
JIUI0, WCIOJHAIoIIEe ero 00s3aHHOCTH. [Ipu 3TOM 00s3aTenbHO YKa3bIBAIOTCS
dakTuyeckas JOMKHOCTh JIMIA, MOJAMMCABIIETO JOKYMEHT, U €ro GaMuius.
He  nmomyckaeTcss — MOANUCHIBATH  JOKYMEHTBI € TPEIJIOTOM  «3a»
WJTU TIPOCTaBJICHUEM KOCOM UepThl Iepe] HAMMEHOBAHUEM JIOJIKHOCTH.

Ecnu nokymeHT odopmiisieTcs He Ha OJIaHKe, TO PEKBU3UT COJNECPKUT MOITHOE
HAaUMEHOBAHUE JOJKHOCTH J1IA, MOAMUCABILIETO JIOKYMEHT,
€ro COOCTBEHHOPYYHYIO  MOJMHUCH, paciiiPpoBKY TOAMKUCH  (MHUIUAIIBI

U (hamMuIInIO), HAlpUMeEp:

IIpencenarens
TepputopuaibHON U30UPATETHLHON KOMUCCUT
Ne 39 NOJANMKUCH WHULIMAIBI, (pamMuiIus

[Ipy noanucaHuM JOKYMEHTA HECKOJBKHUMHU JOKHOCTHBIMHU JIMLIAMU
MX TIOANKWCH PACIOJararoTcs OJHa IOJ JPYTrod B  IOCIEI0BATEIbHOCTH,

COOTBETCTBYIOIIECH 3aHMMaeMOM JOJKHOCTH, HAIIPUMEp:

[Ipencenarens IMOJIITUCH WHULHABI, (DaMUITHS
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['maBHBIN OyxTantep MOAITHACH WHUTIAATBI, (pamums

HpI/I MMOAIMUCAHNN JOKYMCHTA HCCKOJIbKUMU JIMITAMH, 3aHUMAOITUMU PABHBIC
JOJIDKHOCTH, nux nmoAaImcu pacnojiararoT Ha OJHOM YPOBHC,

Harpumep:

Cnenumanuct 1-i1 kareropuu anmnapata CrenuanucT |- KaTeropyuu — rIIaBHbII

TEPPUTOPUATBHOU KOMHUCCHU Oyxrayrep anmnapara TEppUTOPUATbHON
KOMHUCCUU
NOJANUCH WHULUAAIBI, HaMIITHS MOANKUCH WHULHUAIIBI, (pamMuus

B nmokymeHTe, mOAroTOBJIEHHOM KOMUCCHUEH, OANUCH PACIIOIaratTCs OJHa
noA apyroi. IlepBeIM yKa3bIBaeTCs Mpejicenaresib KOMUCCUM, a PaMUITMU YJIEHOB

KOMMCCHUH PacroiaratoTcs B alipaBUTHOM MOPSJIKE, HAIPUMED:

[Ipencenarens koMuccuu MOJIHCH WHULMANBI, (haMUIHs
YjieHpl KOMHUCCHH MOAIIHUCH WHHITAAIIBI, (haMUIUs
MOAITHCH WHULHABI, (DaMUITHS
MOAIIHUCH MHHITAAIBI, (haMUIIUs

Ecnm moxkymMeHT cocTaBiieH Kak Mpujaraemasi K OCHOBHOMY JTOKYMEHTY
cnpaBka wiu  uHpoOpMarmsA, TO OH OQOpMIIAeTCS B  COOTBETCTBHH
c myHKToM 3.5.15, a BMECTO MOJAMUCHU TOJ TEKCTOM JTOKYMEHTa, KaK IMPaBHIIO,
yKa3bIBaeTCs (haMUJIUs, UMSI, OTYECTBO UCTIOTHUTEIIS.

3.5.17. OtmeTKa 00 AJIEKTPOHHOM MOMKCH.

[IpocTaBnsieTcss Ha BU3YaJIM3UPOBAHHOM JJIEKTPOHHOM JIOKYMEHTE B MECTE
PacoJIOKCHUSI COOCTBEHHOPYYHOW TOITUCH JTOJDKHOCTHOTO JIMIA B JIOKYMEHTE

Ha OyMa)XHOM HOCHUTEJIE, HalpuMep:

[Ipencenarens AOKYMEHT MOAMMUCAH
o nPOCTOMN NOANMUCHIO
TeppuropnanbHo#
n30upaTeTbHOM KOMUCCHH No 39 | XYBQCT/PIZL7BQ+0+6LTHNQPOMVDVLYS= N.O0.®amunus

AeicreuTtenen:bes cpoka aencreus
Bnaneneu:UpuHuHa Uura ButansesHa

DJIeMEHThl OTMETKU 00 3JIEKTPOHHOM MOAMUCH JOJDKHBI OBITh BUAMUMBIMU
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Y YUTAEMBIMH [IPU OTOOPAKEHUU JOKYMEHTA B HATYPAIbHOM pa3Mepe.

DneMEeHThl OTMETKH 00 3JIEKTPOHHOM MOJANUCH HE JAOJHKHBI MEPEKPHIBATHCS
WJIU HAKJIAJIBIBAThCS JPYT Ha Jpyra.

DneMEeHThl OTMETKH 00 3JIEKTPOHHOW IMOIIMUCU HE JIOJDKHBI MEePEKPHIBATH
AJIIEMEHTBhl TEKCTa JOKyMEHTa U JpPyrhe OTMETKHM 00 JJIEKTPOHHON MOAMHUCH
(Ipy HATUYHH).

B cnydae, ecnm SIeKTpOHHAs MOANUCH COAEPKUT METKY JOBEPEHHOTO
BPEMEHHU, OTMETKa 00 JJICKTPOHHOM MOAMMUCH JOJHKHA O00S3aTEeNIbHO BKIIIOYATh
nH(OPMAITUIO O JTaTe U BPEMEHH MOITUCAHUS JOKYMEHTA dJIEKTPOHHON MOMHCHIO.
BHenHnnit BUA METKH JOBEPEHHOI'O BPEMEHU Y BHEILIHUM BUJ ITPOCTOU JIEKTPOHHOU
MOANUCHA  YCTAHABJIMBAETCS  JIOKAJIbHBIMH  HOPMATUBHBIMU  aKTaMUd  WJIHU
10 COTJIAIIEHUIO CTOPOH JOKYMEHTOO0O0pOTA.

3.5.18. I'pud cornacoBaHwus.

I'pud cornacoBanusi coctoutr u3 cioBa COI'JTACOBAHO 6e3 kaBbluek
U MPONUCHBIMU OyKBaMH, HAUMEHOBAHMS JTOJDKHOCTH JIUMIA, KOTOPHIM COTJIACOBaH
JOKYMEHT (BKJIIOYas HAWMEHOBAaHWE OpraHU3allidh), €ro COOCTBEHHOPYUYHOMH
noanucu (mpu oQopmiaeHUH Ha OyMa)XHOM HOCHTEINE), paclu(pOBKUA MOINUCH

(vHUIMANBI, (PaMUJTHS) U IaThl COTJIACOBAHUS, HAIIPUMED:

COI'NTACOBAHO
Cexperapp TepputopralibHOM
n3bupatenbHoi komuccuu Ne 39
[Toamuchk wHULIMATBI, haMUITHS
aata

Ecam  cornmacoBanme OCYIICCTBIACTCA  IIPOTOKOJIOM HJIM ITHCBMOM,

TO COTJIACOBAHHUE O(POPMIISIETCS CIAESAYIOLUIMM 00pa3oM:

COI''TACOBAHO
MIPOTOKOJIOM 3aceaHus
aTTECTAIMOHHON KOMHUCCUHU
TepputopranbHON H30MPATEITHHOM

komuccuu Ne 39
ot 14 ¢espamnst 2025 . Ne 16

HIIn:
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COI'NTACOBAHO
nucbMoM PocapxuBa
ot 05 mapta 2025 r. Ne 4-15/46

I'pu¢ cormacoBanust JAOKyMEHTa B 3aBUCUMOCTH OT BHJA JOKYMEHTa
1 0COOCHHOCTEH ero 0(hopMIIECHUS MOKET MPOCTABIIATHCS:

Ha MEPBOM JIMCTE JIOKYMEHTa B JIEBOM BEpXHEM YIJIy Ha YpoBHE rpuda
YTBEPKICHUS WJTK TI0]T HANMEHOBAHUEM JIOKYMEHTa OJIMKe K HIYKHEMY TIOJTIO;

Ha TIOCJICTHEM JIUCTE TOKYMEHTA MOJT TEKCTOM;

HAa JINCTE COTJIACOBAHUS, SBIIAIONIEMCS HEOTHEMIIEMOM YacThIO IOKYMEHTA.

3.5.19. Busa.

BuyTpenHee coriacoBaHue MpoekTa JOKyMeHTa 0(pOpMIISIETCSl BU3OM.

CornacoBaHH€ MPOEKTa JOKYMEHTa MOXKET OCYIIECTBIAThCA cpeacTBamu [1/].
[Ipu cornacoBaHuM MPOEKTa NOKYMEHTa Ha OyMa)kKHOM HOCHTEJIE BH3a BKJIIOYAET
MOJNKUCH BU3UPYIONIIETO, PaCIIM(PPOBKY MOAMKUCH (MHUIMAIBI, (JaMUJIUs) U JaTy,

MIpU HEOOXOUMOCTH MOXKET OBITh YKa3aHa JOJKHOCTh BU3UPYIOIIET0, HAIIPUMED:

Cexperapp TeppuTopruaibHOM
n3oupatenbHor komuccuu Ne 39

IIOAIIHUCH HMHHUIIUAJIbI, q)aMI/IJ'II/IH
JgaTa

[Ipn HanmMuuMM 3aMeyaHuid K JOKYMEHTY BHU3a OQOpMIIIETCA CIEAYIOIIUM
obOpazom:

3ameuaHus MPUIIararTCs

Cexperapp TepputopraiibHON
n3ouparenbHoi komuccuu Ne 39

IIOJIINCh HWHUIIMAJIbI, (I)aMI/IJ'H/ISI

Jara

3amMeuaHus n3j1araroTcia Ha OTACJIBbHOM JINCTC, IIOAIIMCBIBAOTCs
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" IpUJIararoTcCs K 10KyMCHTY.

JlonyckaeTcsi HOJIMCTHOE BUBUPOBAHUE JOKYMEHTOB U MPUJIOKEHUN K HUM.

Ecnu noaiMHHUK TOKYMEHTa OCTA€TCsl B TEPPUTOPUATIBHON KOMUCCHH, BU3bI
MPOCTABISIIOTCS B HWKHEM YacTH OOOpPOTHOM CTOPOHBI MOCIEIHErO JHUCTa
MOJJIMHHUKA JIOKYMEHTA.

JIns 1OKyMeHTa, MOJJIMHHUK KOTOPOTO OTHPABJISIOT U3 TEPPUTOPUAIBHOU
KOMMCCHUH, BU3bI MIPOCTABISIIOTCSA B HUYKHEW YaCTH JTMUEBOW CTOPOHBI MOCJIEIHETO
JIMCTA KOIUU OTIPABIIIEMOIO TOKYMEHTA.

3.5.20. [1euars.

[leyarb  3aBepse€T MOJJIMHHOCTh  MOJNHCH  JOJDKHOCTHOTO  JIMIA
Ha JIOKYMEHTaX, YJOCTOBEPSIONIMX MPETyCMOTPEHHBIE MPABOBBIMU aKTaMU
MOJIHOMOYHSI  JTIOJDKHOCTHBIX JIMI WM (PUKCUPYIOUMX (DAKThI, CBsSI3aHHBIC
¢ (PMHAHCOBBIMU CPEJICTBAMU, A TAKKE HA MHBIX JIOKYMEHTAaX, IIPEIyCMaTPUBAIOIINX
3aBEPEHUE MOJIMHHOW MOAUCH.

[leyaTts cTaBUTCS Ha CBOOOAHOM OT TEKCTAa MECTE, HE 3aXBaThIBasd
COOCTBEHHOPYYHOU MOJMUCH JOJKHOCTHOTO Jiniia. [leyaTh MOXKeT 3axBaThIBaTh
4acTh HAUMEHOBAHUA JIOJKHOCTH JIMIA, TOAMACABIIETO JOKYMEHT.

B nokxymeHTax, MOATrOTOBJIGHHBIX Ha OCHOBE YHUGDHUIIMPOBAHHBIX (HOpM,
neyaTh CTaBUTCA B MecTe, 0003HaUeHHOM oTMeTKoU « MID» unu uHbIM 00pazom.

3.5.21. OTmeTKa 0 3aBEpEHHUH KOIUHU.

Jlns 3aBepeHHs COOTBETCTBUS KOMHUHM JOKYMEHTA TOJIMHHUKY HUXKE
pekBu3utra «lloanmuce» MpPOCTABIAAETCS OTMETKA O 3aBEPEHUHM  KOMUU —
3aBepuTEIbHAs HaANUCh «BepHO», MOMKHOCTH JMIA, 3aBEPHUBILETO KOIIHIO,
€ro COOCTBEHHOpYYHas MOJMKUCh, pacimMdpoBKa TMOAMUCH U JlaTa 3aBEPEHMUS,

HaIpuMep:
Bepno
[Ipencenarens TeppUTOPpHATEHON KOMUCCUA
MOJIMUCh WHUIHATBI, (DaMUITHS

Jara
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Jlonmyckaetcst 3aBepsiTb JOKYMEHThI OTMETKOW «BepHo» mnpocTaBieHuEM
mrTamMna ¢ yKa3aHWeM  JIOJDKHOCTM — JIMI[A,  3aBEPHUBIIETO  KOMHIO,
ero coOCTBEHHOPYYHOU MOJIUCH, PacIu(PpOBKY TOIMUCH U TaThl 3aBEPCHUS.

B ciyyasx, mpeaxyCMOTpEeHHBIX 3aKOHOIATENBCTBOM Poccuiickon Denepauu
0 BblOOpax U pedepeHaymMax, MpU 3aBEPEHUU KOIMUU JOKYMEHTa TaKxkKe
MPOCTABIISIECTCS] BPEMS 3aBEPEHUSL.

[Ipu mepecblIke KOMUU JOKYMEHTa B JPYrMe OpraHU3allid WU Bbljaude
€€ Ha pyKHU 3aBepUTENIbHAS HAJIIUCh YA0CTOBEPSETCS COOTBETCTBYIOIIEH MMEYaThIO.

JIucThl MHOTOCTPAHUYHBIX KON HYMEPYIOTCSI, OTMETKA O 3aBEPEHUU KON
JIOTIOJIHSIETCSI YKa3aHUEM KOJIMYECTBA JIMCTOB KOMUU «BCero B KOMUU __ JTUCTOBY.
Ha xomusix MHOTOCTpaHMYHBIX JIOKYMEHTOB OTMETKa O 3aBEpPEHUU KOIUU
MPOCTABIISACTCS HA KAXKIOM JIUCTE JOKYMEHTA WM Ha MTOCJIEAHEM JIUCTE MPOIIUTOTO
WM CKPETUICHHOTO MHBIM 00pa3oM JOKYMEHTA.

3.5.22. OTmeTKa 00 UCTIOTHUTEIIE.

OtMeTKka 00 UCTIOTHUTEIIE BKIIIOYAET B ce0s1 (haMUIINIO, UMS U OTYECTBO (TipU
HaJMYUW) UCIOJIHUTENIS JOKYMEHTa M HOMEpP €ero ciyxxebHoro TtenedoHa
C KOJIOM peruoHa (B ciydae HallpaBJICHHs JOKYMEHTa B aJpec U30UpaTesbHBIX
KOMHUCCHUIM MOXET YyKa3pIBaThCsi HoOMep cayxkeOHoro Ttenedona ATCB).
OTMeTKy 00 MCIIOJHUTENE paclojiaraloT Ha JIMIEBOUM WU, MPU OTCYTCTBUU MECTA,
Ha OOOPOTHOHM CTOPOHE MOCJEIHEro JUCTa JIOKYMEHTa B JICBOM HIDKHEM YTIIy

mpudTom 10 MyHKTOB, HATTPUMED:

dammmua Ums OTyecTBO
(812) 241-44-91

3.5.23. OtMmeTKa 00 UCTIOTHEHUHU JOKYMEHTA.

OtmeTka 00 UCHOJHEHUH JOKyMEHTa M HallpaBICHWU €ro B Jel0
MOTYT BKJIIOYAET CIEAYIOUIME [aHHbIE: KpAaTKUE CBEACHHUS 00 HCIOIHEHUH
JOKYMeHTa (IIpH OTCYTCTBUM JOKYMEHTA, CBUJIETEIbCTBYIOLIETO 00 MCHIOTHEHHH),
JaTy ¥ HOMEP MMEIOIIErocs TOKyMeHTa 00 MCIONHeHHUH, cioBa «B neno», Homep
Jiena, B KOTOpOM OyJIeT XpaHUThCS JOKYMEHT, AaTy, HOANUCh (ipu 0OpMIIEHUN Ha

OyMa)KHOM HOCHTENIE) TpeICeaTeNsl TEPPUTOPUATHLHOM KOMHUCCHH.



30
3.5.24. Uneatudukatop 3IeKTPOHHOW KOTHH TOKYMEHTa (KOJIOHTHUTYII).

Nnentudukarop (nMs ¢aiina Ha MAIIMHOYUTAEMOM HOCHUTEIE) SJIEKTPOHHON
KOIMWU JOKYMEHTa (KOJOHTHTYJ) MOXKET MPOCTABJIATHCS B JICBOM YIIIy HIDKHETO
TOJIST K&KJIOW CTPAaHMIIBI JOKYMEHTA MPUGPTOM 8 TyHKTOB, HAIIPUMED:

K0305298

3.5.25 tpux-koxa (QR-ko1) qOKyMeHTa.
[Ipy wWcCnonp30BaHWW IITPHUX-KOAA, €Tr0 CJCAyeT pa3Meniatb B TPaBOM
HIDKHEM YUy TIepBOro Jmcrta. Ecnum Mecta HEZOCTaTOYHO, JOIMYyCKaeTcs

Pa3MCIICHUC B IIPABOM BCPXHCM YIUIY UJIN Ha APYT'OM CBO60I[HOM MCCTC.

4. Opranusanus padorsl ¢ HCXOAAIIUMHU (OTHIPABJISIEMbIMH)
TOKYMEHTAMU

4.1. Pabota c oTmpaBiasieMbIMH (MCXOISAIIUMHU) U3 TEPPUTOPUATHLHOM
KOMHUCCHUM JOKYMEHTAMH BKJIIOYAET HUX PErUCTPALHIO, MPOBEPKY MPABUIBLHOCTH
oopMIICHUS, B TOM YHUCJIE€ HAJIMYUE TOJHOTO aJipeca M €ro TOYHOCTh, HaJU4He
MOJIMHHON Toanucu (JUisi 3JIEKTPOHHOTO JIOKYMEHTa — MPOBEpPKa TMOTMHHOCTH
AJIEKTPOHHON TOAMMCH), JPYTMX HEOOXOJIUMBIX JJIEMEHTOB OhOpMIICHUS,
YKa3aHHBIX IPUJIOKEHHM, U OTIIPABKY.

4.2. Ucxopsume JOKYMEHTHI TeYaTaroTCsl Ha OJlaHKaX yCTaHOBJIEHHOMU
bopmbl, O(QOpPMISIIOTCS B COOTBETCTBMM € NOJOXKEHUsAMU  MHCTpyKumu
u peructpupytorcs B [1]] umu apyrux peructTpaimoHHO-YYeTHBIX (hopMax.

4.3. OrnpaBka JOKYMEHTOB u3 TEPPUTOPHUATBHOU KOMMCCHUHU
OCYIIECTBJISICTCS Opranamu (eaepayibHON (PeNbIbEerepCKOM WM  CIEIUaIbHOM
CBSI3U, TIOUTOBOM, TenerpadHOM CBs3bl0, cpenactBamu IIJI, 1o kaHamam
(aKCUMUJIBHOW CBSI3U, JIEKTPOHHON MOYTOM B ceTH MIHTEpHET niau HapOUYHBIM.

4.4. ITpu opopMIIeHNH OTIIPABISAEMBIX (UCXOSIINX ) MUCEM, B TOM YHUCJIE TTPH
MOATOTOBKE MPOEKTOB mnmuceM cpeactBamu [IJ[, w TenerpaMMm HCIOJHUTEID
YKa3bIBA€T TMOJHBIA TOYTOBBIM (BKJIOYAsh MHAEKC) aJpec OpraHu3aluu
WJIU TPaKJIaHWHA.

4.5. OtnpaBnsiemMble  (MCXOASIIME)  JIOKYMEHTBI ~ MOTYT  TOTOBHTHCH,

COIJIACOBBIBATHCS Y MOANUCHIBATHCA cpeacTBamu 111,
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I/ICXOI[HHII/IG ImucbMa HalpaBJIAOTCA 3a IIOAIIMCBIO npeaceaarcis

TEPPUTOPUAIIBHOM KOMHUCCHUH, B €r0 OTCYTCTBUE —3a MOAMMUCHIO 3aMECTHUTEII
npeaceaaTeNsl WiIM WHOTO YJieHa TEPPUTOPHATBHON KOMUCCHH, HCIOIHSIONIETO
00s3aHHOCTH  TpEACenaTeNs, Ha  COOTBETCTBYIOIIEM  OJlaHKe  MHChMa
(MpU MOATOTOBKE MCXOISIIMX JOKYMEHTOB cpeacTBamu [1J[ — cooTBeTCTBYIOMIMX
AIIEKTPOHHBIX 1IA0I0OHAX OJAHKOB JOKYMEHTOB).

4.6. C ucnons3oBanueM IIJ] uiam Apyrux perucTpaliOHHO-YYETHBIX (hOpM
JIOKYMEHTaM MPUCBAaUBACTCS UCXOASIIUNA HOMEp, KOTOPBIM COCTOMT M3 HMHJEKCA
JieJla 0 HOMEHKJIAaType A€l W MOPSAKOBOIO HOMEpa JIOKYMEHTA, pa3AeieHHBIX
Kocou 4yepTol. Mcxomdmmi HOMEpP YKa3bpIBa€TCS TAKKE HA KONUU JIOKYMEHTA,
ocraromiericss B nene. Hymepamms wncxomsmmx JOKYMEHTOB OCYILIECTBIISIETCS
B [IpeJieax KaJeHJapHOTo roja.

[Ipu peructpauuu HCXOJAIIETO AOKYMEHTa B PErUCTPAllMOHHO-YYETHOU
dbopme 00s13aTeNIBbHO YKA3bIBAIOTCS CIEAYIONIUE PEKBU3UTHI: JaHHBIE 00 ajpecarte
(pamunmsi, umsi, oT4ECTBO (IIPU HATUYKMK) (HUINYECKOTO JIUIIA WM HAUMEHOBAHHE
OpraHu3alliy, KpaTKoe COACp)KaHUE JOKYMEHTa, HCIOJIHUTEIb JIOKYMEHTA,
€ro COMCIOJIHUTENIM, KEM OH IOJIHMCAH, & TAKXE KOJIMYECTBO JUCTOB OCHOBHOTO
JIOKYMEHTA U JINCTOB MPUJIOKEHHUS, KOJIMYECTBO 3K3EMIUISIPOB, BUJ OTIIPABKHU.

I[Ipu  peructpanuu  HUCXOIAIIETO  JOKYMEHTa  JleflaeTcs  CBS3KA
C BXOJISIIUM JOKYMEHTOM, Ha KOTOPBIN 1aeTCsi OTBET (€CIIM TAKOBOW UMEETCsI).

4.7. OTnpaBka MCXOIAIIMX AOKYMEHTOB cpeactBamu II/] ocymectBusercs
JIUIIOM, UMEIOIITUM J0CcTym K padote ¢ [1/1.

WNHble nOKyMEHTBI MOTyT OBITh OTIIpPaBICHB OpraHamu (enepaabHOM
dbenbaberepcKkon Ui CreruaibHON CBSI3U WU TIOUTOM IO YKa3aHUIO TIpeaceaaTes
TEPPUTOPUAIIBHON KOMUCCHH.

4.8. Ins nepenaun ucxojsmero gokymeHnta I/ umu smekTpoHHONW moYTOn
B cetu HHTepHeT oTOpaBisieMbli JOKYMEHT oO(opMiseTcss B COOTBETCTBUU
¢ TpeboBanusMu MHCTpyKIIUH.

B caydae peructpanuu nokymenTta B [1/] Texct nokymenTa B ¢popmate docx

uin xIsx unm 31eKTpoHHBIM 00pa3 aokymeHta B (dopmare pdf (mpu Hanuuuu
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CKAHUPYIOIIEr0 YCTPONCTBA) MNPUCOEIUHSIETCS K PErUCTPAllMOHHON KapTOUKe

1 OCYILIECTBISETCA €r0 OTIPABKA.

IIpn mnoaroroBke mAOKyMeHTOB cpeactBamu IIJ[ ¢ ucnons3oBaHueMm
AIIEKTPOHHOM MOJIMCHU II0CIE NOANMUCAHUA JOKYMEHTBI MOTYT aBTOMAaTHYECKHU
peructpupoBatbcsi U HampaisaThess B LIMK Poccumn, @I npu LUK Poccun,
PHOUT npu LUK Poccun, Cankr-IleTrepOyprckyro n3OupaTebHyH0 KOMHUCCHIO,
WHble u30uparelbHBIe KOMHCCHUU CcyObekToB  Poccuiickoit ~ depeparum,
TEPPUTOPHUAIBHBIE KOMUCCHH.

4.9. Ilpu otmpaBke TererpaMMbl Ooiee 4eM B YEThIpe aapeca ohopmiiseTcs
MOJUIMHHUK, KOIMSA M JBa OK3EMIUIAPA IOANKMCAHHOIO CIIMCKA PAaCCBHUIKU
C YKa3aHMEM TIIOJIHBIX IIOYTOBBIX (BKJIOYas TMOYTOBBIA MHJIIEKC) AaJIPECOB.
Ha tenerpad nepenarorcs NOJIMHHUK C OJHUM HSK3EMIUIIPOM CIHMCKA PACCHUIKU
Y KOIIUA TeJIErpaMMBbl, KOTOpast ¢ OTMETKOM O Ilepeiaye TeerpaMMbl BO3BPAIaeTCs
B TEPPUTOPUAIBHYIO KOMHCCHUI0O M BMECTE CO BTOPBIM JK3EMIUISIPOM CIIMCKA
PACCBUIKU ITOAIIUBACTCS B JEJI0.

4.10. Ilpu ormpaBke muchbMa 0OoJjiee YEM B YETHIPE ajJpeca COCTABIISETCS
CIIUCOK PACCBUIKM YCTAHOBJIEHHON (opMmbl (mpuioxenue Ne 6 k MHcTpykuumn),
KOTOPBIM NOANMCBHIBAETCA IIPEACENATENIEM, B €r0 OTCYTCTBHUE — 3aMECTUTEIIEM
npeacenaTens Wi UHBIM YWIEHOM TEPPUTOPUAIBHOW KOMHMCCHUH, HCIIOJHSIONIUM
00513aHHOCTH TpeJcenareiss TeppuTopuaibHOi kKomuccuu. Ilocie peructpauuu
NUCbMO TUPAXKHUPYETCS B  HEOOXOAMMOM  KOJMYECTBE M  OTIPABISAETCA.
[Ipu moAroToBKe, COrIacoOBaHMU W MOAMUCAHUM THUcEM cpenctBamu [/ crnmcok
PAaCCBUIKM TakXke roToBUurcs cpeacrsamu 1171

Ecnu nucbMo uimu TenerpaMMa HampasJisieTcsl He 00Jiee YeM B YeThIpeE aJpeca,
TO MOAIMUCHIBACTCS KAXIBIN IK3EMILILAP.

4.11. OTnpaBKka JAOKYMEHTOB IPOHW3BOIAUTCS €XKEIHEBHO B Yachl PabOTHI
TEPPUTOPUATBHON KOMHCCHH, KPOME BBIXOJHBIX U HEPAOOUMX MPa3JHUYHBIX AHEH.

OTnpaBka HCXOIMIIMX JIOKYMEHTOB TIIOCJ€ OKOHYaHUs paboyero [HS,
B BBIXOJHbIE W Hepabouue TMpa3JHUYHBIE JHHU, B TEPUOJ MOATOTOBKU

U TpOBEACHUS W30MpATEIbHBIX KaMIAHUW OCYUIECTBISIETCS M0 YKa3aHUIO
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npeacenaress TePPUTOPUATHHOM KOMHUCCHUU JIMOO B COOTBETCTBHH C PEIICHUEM

TEPPUTOPUAIIBHON KOMUCCHH.

4.12. JIokyMEHTbl C OTMETKOM O CpPOYHOCTH HOCTaBKU «BecbMa CpouHO»
u «CpoyHO» OPOPMIISIFOTCSI HE3aMEeUIUTEIHHO, MOTYT OTIPABIATHCS CPEICTBAMU
[1/1, mo xaHamaMm (haKCUMUIILHOW CBS3H, DJEKTPOHHOM MouTol B cetu MHTepHer,
HApOYHBIM W/WIJIM MIepelaBaThCs B OTAE (eNbIbErepcKoil Wi CIeIMaTbHON CBSI3U
JUISL JIOCTaBKM B TMEPBYIO OYEpellb B COOTBETCTBUM C TpadMKOM MapuIpyTOB
benpaperepeit.

4.13. lokyMeHTbl 0€3 OTMETOK OQGOPMIISIOTCS MO Mepe MOCTYIUICHUS
U MOTYT OTIpaBisiThes cpeactBamu I/l n/unu nepenaBaThCsl B OTAEN JTOCTaBKU
(denpaberepckod WM CHEUAIBbHOW CBSI3M, TIA€ OTIPABKA OCYIIECTBIISIETCS
B COOTBETCTBUU C IPa(pKOM BBIIIOJHEHUS MAPUIPYTOB B ONTUMAJIbHBIE CPOKH.

4.14. JIokyMEeHTbI, HampaBJsIEMble TIpaXJaHaM IO IMOYTOBOMY aJpecy,
yKa3aHHOMY UMH B OOpaIllEeHUH, OTIIPABISAIOTCS YEPE3 MOYTOBOE OTIEJICHUE CBS3U
IIPOCTBIMU IIOYTOBBIMH OTIIPABICHUSMHU WJIU 3aKa3HBIMHU ITMCbMaMU.

4.15. JlokyMeHThI, TepenaBaeMble MO KaHajdaM (haKCUMUIIBHOM CBSI3H,
PETUCTPUPYIOTCSA B MOPSAIKE, YCTAHOBJICHHOM JUI HCXOIAIIUX JOKYMEHTOB.

4.16. Vcxonsmue TOKYMEHTHI, O(DOpMIICHHBIE C HapyllleHueM TpeOOBaHMIA
NHCTpyKIMK, K OTHOpaBKE HE NPUHUMAIOTCA W BO3BPALIAIOTCS HCIIOJIHUTEISAM
Ha g0paboTKy. KoppecnonaeHuus HecinykeOHOro XxapakTepa, B TOM YHUCIIE JTUYHAs
KOPPECIOHAEHINS, K OTIPABKE HE MPUHUMAETCS.

4.17. Konun uUCXOQIUIMX JTOKYMEHTOB, O(QOpPMJIEHHBIX Ha OyMa)XHOM
HOCUTEJIE, IOMELIAIOTC B JEJ0 B COOTBETCTBUM C HOMEHKIATYPOH Jell

TEPPUTOPUATBHON KOMUCCHH.

5. Oco0enHocTH padOTHI € YJIEKTPOHHBIMHU JIOKYMEHTAMH
(ocymecTBiieHue padorsl ¢ Jokymentamu B I1]1)

5.1. DNeKTpOHHbIE JTOKYMEHTHI SIBIAIOTCS O(UIMAIBHBIMU JTOKYMEHTAMH.

DneKTpOHHBIC JOKYMEHTHI CO37al0TCs, 00padaThiBatoTcs U Xpausares B [1].
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5.2. DNeKTPOHHBIN JOKYMEHT JAO0KEH ObITh OhopMIleH MO OOLIMM MpaBUiIaM

JIEJIONPOU3BOACTBA M HMMETh PEKBU3UTHI, YCTAHOBJIIEHHBIE MJISI aHAJIOTWYHOIO
JIOKyMEHTa Ha OyMa)KHOM HOCHUTEJIE.

5.3.B TeppuropuambHOM  KOMHUCCUM  HCHOJB3YIKOTCS  JJIEKTPOHHBIC
JIOKYMEHTBI, a TakXKe OJEKTPOHHbIE 00pa3bl JOKYMEHTOB, IIOJyYECHHbIE
B PE3YyJIbTaTE€ CKAHMPOBAHUS JOKYMEHTOB Ha OYMa)KHOM HOCHUTEJIE U XPAHSIIHECS
B I1/I.

5.4. ln1 noATBEpKAEHUS NOMIMHHOCTH TNpH Iepefadye dSIECKTPOHHBIX
JOKYMEHTOB B JIpyTrM€ TOCYJIapCTBEHHBIE OpPraHbl, OpPraHbl MMyOJIMYHON BIACTH
denepanbHOi Tepputopun «CupHyc», OpraHbl MECTHOIO CaMOyIpaBlEHUS,
OpraHu3alysIM M TpaXJaHaM JIOKYMEHTbI 3aBEpSAIOTCS 3JIEKTPOHHON MOIMUCHIO
JOJDKHOCTHOTO JIMIIA TEPPUTOPUAIIBHOM KOMMCCHM, MOJIKCABIIETO JOKYMEHT,
B cooTBercTBUM ¢ DenepanbHbiM 3akoHOM oT 06 ampens 2011 roma Ne 63-D3
«O0 >7IEKTPOHHON MOITHUCH.

5.5.1Ipu 00paboTKe, pacCMOTPEHHM, COIVIACOBAaHMM U MOJNHCAHUU
ANEKTPOHHBIX JOKYMEHTOB B IIJ[ BO BHYTpeHHEM JOKYMEHTOOOOPOTE MOTYT
UCIIOJIB30BAaThCA  CHOCOOBI  MOATBEPXKICHUS  JEHUCTBUA C  DJIEKTPOHHBIMHU
JOKYMEHTaMH, IIpU KOTOPBIX JJIGKTPOHHAs TOMANKCH HE MCHOJb3YyETCH.
Nnentudukanus IOJKHOCTHOTO JUIA MPOU3BOAUTCS IO €ro yYEeTHOM 3amucu
B IIJ mmbGo MoXeT HCIoNb30BaThbCd NPOCTast dJICKTPOHHAs  IMOJIKUCH.
Takske mpocTas 3J1eKTPOHHAs MOANKUCH MOXKET MCIOJIb30BaThCs MPU HANPaBICHUU
anekTpoHHbIX N0KyMeHTOB B LIMK Poccun, @M npu LUK Poccuu, PLIOUT
npu [[UK Poccun, Cankr-IleTepOyprckyto u30MpaTeNbHYI0  KOMECCHIO,
n30upartenbHble KoMUuccun cyobekToB Poccuiickoit denepannu, TeppUTOpHaIbHBIE
KOMUCCHH.

5.6. CoctaBnenne, oOpPMIICHHE U COTJIACOBAHUE MPOCKTOB 3JIEKTPOHHBIX
JIOKYMEHTOB ~ OCYIIECTBIISIETCSl 1O OOLMM TpaBWjaM  JIeJIONPOU3BOJICTBA,

YCTAaHOBJICHHBIM B OTHOIICHHWHN daHAJIOTUYHBIX JOKYMCHTOB Ha 6YMEDKHOM HOCHUTCIIC.
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5.7.1lepeyeHp NOKYMEHTOB, CO3[aBa€MBbIX, XPAaHUMBIX M HCIOJIb3YEMBIX

UCKIIIOUUTENTFHO B (OpMe  DJIEKTPOHHBIX  JIOKYMEHTOB,  ONIpelensercs
HOMEHKJIATYPOU JIE]T.

5.8. IlpueM w© oTOpaBKa BIECKTPOHHBIX JAOKYMEHTOB OCYIIECTBISIOTCA
JOJDKHOCTHBIM  JIMIIOM, HUMEIOIIMM JocTyll K pabore c IIJI, Takke MOXeT
OCYIIECTBIISITECS aBTOMATUYECKas OTIPAaBKa JOKYMEHTOB, MOINUCAHHBIX MTPOCTON
anekTpoHHOM  moamuchto  cpeactBamu  [IJI B MUK  Poccumn, OIU
npu [IMK Poccun, PIHOUT mpu MK Poccuu, Cankr-IlerepOyprckyio
n30MpaTehbHYI0 KOMHCCHIO, M30MpaTebHbIE KOMUCCUU CYOBEKTOB Poccuiickoit
denepanuu, TEPPUTOPUATIBEHBIE KOMUCCHUU.

5.9.1lpu mnonydyeHun 3aeKTpOHHBIX JokymeHToB u3 [IHUK Poccun,
O mpu MUK Poccuu, PLHOUT npu LUK Poccum, Cankrt-IleTepOyprckoit
n30MpaTebHOM KOMHUCCUHU, HM30MpATENbHBIX KOMHUCCUN CyOBekTOB Poccuiickoit
denepani, TEPPUTOPUATBHBIX  KOMHUCCHM, TMOAMUCAHHBIX  SJIEKTPOHHOMU
MOANUCHIO, OCYIIECTBISIETCS IPOBEPKA JECHCTBUTEIBHOCTH 3JIEKTPOHHOW MOIUCH
cpenctBamu [1]1.

5.10. I[Ipu BKJIIOYEHHM 3JIEKTPOHHBIX JOKyMeHTOB B IIJI dopmupyrorcs
pPETUCTPAllMOHHO-YUYETHBIC JaHHBIE O JOKYMEHTE, 00CCIeUMBAIONIUE YIPABICHUE
JIOKYMEHTOM, B TOM YHCJI€ €r0 MOUCK, JOCTYI K JOKYMEHTY, KOHTPOJb, XPAHEHUE
U UCToJIb30BaHue (mpuioxxenue Ne 7).

5.11.1lpu  mepemaye  TOCTYNUBIIUX  DJEKTPOHHBIX  JOKYMEHTOB
Ha pPAcCCMOTPECHHUE, HAMNPABICHUU DJICKTPOHHBIX JIOKYMEHTOB HWCHOJHUTEISM,
OTHPABKE U XPAHEHUU JJIEKTPOHHBIX JOKYMEHTOB BMECTE C HMMHU NEPEAAOTCS
(HampaBIISIOTCS, XPAHITCS) UX PETUCTPALIMOHHBIC JJAHHBIC.

5.12. EnuHunei ydera 3J€KTPOHHOTO JIOKYMEHTA SIBIISIETCS AJIEKTPOHHBIN
JIOKYMEHT, 3aperucTpupoBanHbii B [1/1.

OJIEKTPOHHBIC JOKYMEHTBI, HMMEIOIINE TMPUIOKEHUS, PETUCTPUPYIOTCS
Y YUYUTBIBAIOTCS KaK OJIUH JIOKYMEHT.

5.13. DneKTpoHHBIE JOKYMEHTHI (OPMHUPYIOTCS B Je€ia B COOTBETCTBUU

C HOMEHKJIATypOu AEN TEPPUTOPHUAIBHON KOMUCCUU U MHIIEKCUPYIOTCS B OPSIIKE,
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YCTAHOBJICHHOM B OTHOIONCHUMN ACJI, COCTABJICHHLIX U3 NOKYMCHTOB Ha 6YMa)KHOM

HOCHTEJIE.

[Ipu cocraBiieHHMH HOMEHKJATYpbl JI€J YKa3bIBAa€TCsA, 4YTO JIEJIO BEAETCA
B DJICKTPOHHOW (opMe, 4YTO OTMEuaeTcsi B 3arojioBKe Jeia wid B Tpade
«IIpnmeuanuey», HanpuMep:

[ToctanoBnenust LleHTpanpHON u30MpaTenbHO Komuccuu Poccuiickoit
@enepannn. Konuu. DneKTpoOHHBIE JOKYMEHTBHI.

5.14. DyeKTpOHHBIE JOKYMEHTHI ITOCIIE UX UCIIOTHEHUS MOJIEXKAT XPAHEHHUIO
B  YCTaHOBJIEHHOM TIOpAJIKE B  TEYEHHE CPOKOB, MPEAYCMOTPEHHBIX
JUISL aHAJIOTMYHBIX JJOKYMEHTOB Ha OyMa)KHOM HOCHTEJIE.

5.15. MecTto XpaHeHUs JJIEKTPOHHBIX JOKYMEHTOB N0 MX Iepeaadu
Ha apXMBHOE XpaHEHME, BHUJI HOCHUTEJECH, Ha KOTOPBIX OHU XpaHATCA, (HOpMATHI
UX TIOCTOSHHOIO M JIOJTOBPEMEHHOI'O XPAHEHHUS ONPEIEIAIOTCS € y4ETOM
UCITIOJIb3yEMBIX B TEPPUTOPUATIBHON KOMUCCUH IPOTPAMMHO-TEXHUYECKUX CPEJICTB,
HOPMATHBHBIX AaKTOB M METOJMYECKHX JOKYMEHTOB PocapxuBa, ApXuBHOIO
komuteTa Cankt-IletepOypra.

5.16. OkcnepTH3a LEHHOCTH JJIEKTPOHHBIX JOKYMEHTOB OCYIIECTBISIECTCS
B OOLIEM MOps/KEe, YCTAaHOBJIEHHOM B OTHOIIEHHHM JOKYMEHTOB Ha OyMa)KHOM
HOCHTEJIE.

5.17. Ilocne ucreueHus Cpoka, yCTAaHOBIEHHOTO JIsl XPAHEHHUSI DJIEKTPOHHBIX
nen  (PIEKTPOHHBIX  JOKYMEHTOB), OHM  TOJJIeKAT  YHHUYTOKECHHUIO
C COCTaBJICHUEM aKTa YCTaHOBJIEHHOU GopMbl (puioxkenue Ne 16).

5.18. DneKkTpoHHbIE TOKYMEHTBI, MOJJIEKAIIUE JIUTEILHOMY XPaHEHUIO,
NEpPEeAI0TCS HA apXMBHOE XPAHEHHE MO OMHUCSAM C OPOpPMIICHHUEM aKTa MpUeMa-

nepeaadu 3JICKTPOHHBIX JOKYMCHTOB HAa APXHUBHOC XPaHCHHC.

6. Oco0enHocTH padoTHI ¢ OOPALIEHUAMH IPAKIAH.
Opranuzanys JUHYHOTO IPHeMa IPaKIAH

6.1. Opranuzamnust paboThl ¢ OOpalieHUSMH TPaKIaH OCYIIECTBISCTCS



37
B COOTBETCTBUU C pazzesnoM 2 MHCTpyKmuu ¢ yd4eToM 0COOCHHOCTEH, YKAa3aHHBIX

B JIJAHHOM pa3Jere.

6.2. OOpalieHus B TEPPUTOPUAIBHYI0 KOMUCCHUIO MOTYT ObITh HalpaBJICHBI
B MUCBbMEHHOU (hopMme, a Takke B (popMe 3IEKTPOHHOTO JOKYMEHTA.

6.3. O0pamenre B (QopMe DIIEKTPOHHOIO JOKYMEHTa HaIlpaBiIseTCs
C HCIOJb30BaHHWEM CTpaHMIbl oduiuanbHoro cairta Cankt-IleTepOyprckoi
n30upaTeabHON KoMHUCCUU B ceTH MIHTepHeT, IpelHa3HaueHHON JIJIsl HalpaBJICHUS
oOpareHnii B TEpPUTOPUATBHYIO KOMHUCCHIO (janee — aJeKTpoHHas Qopma
oOparieHuii).

Hanpasnenue  oOpamenuii B (QopMe  3JEKTPOHHOTO  JOKYMEHTa
B TEPPUTOPHUAIIBHYIO KOMUCCHIO OCYIIECTBIISIETCS MOCTIE MPOXOKACHUS 3asBUTEIIEM
UACHTU(UKALIMY U Ay TEHTU(UKALMHU TOCPEACTBOM (PeiepaibHOM TOCy1apCTBEHHOM
UH(POPMaLIMOHHON CUCTEMBI «EnunHas cucrema UACHTU(DUKAITIH
U ayTeHTU(UKAIMKM B HHPPACTPYKType, obOecrneunBaromieldl HH(GOpMauOHHO-
TEXHOJIOTMYECKOE B3aUMOICHCTBUE NH(OPMALIMOHHBIX CUCTEM, UCIIOIb3YEMBIX AJIs
IPENOCTABIEHUSI TOCYAAPCTBEHHBIX M MYHULMIAIBHBIX YCIYr B 3JIEKTPOHHOM
bopme».

DnexTpoHHas ¢opma oOpalleHH JOHKHA IMpelycMaTpuBaTh 3alOJHEHUE
ajpeca DSJEKTPOHHOW TMOYTHl, Ha KOTOPBIA JIOJDKEH OBbITh HAmpaBi€H OTBET
Ha oOpallieHue, crenralbHOro MoJs ISl BBOJA TEKCTa OOpalIeHMs], COJIEpKaIIero
€ro CyTh, BO3MOXHOCTb NMPUJIOKEHUS TOKYMEHTOB U MaTE€PUAJIOB B 3JIEKTPOHHOM
bopme, MOATBEPKIAIOIINX JOBOJBI OOpAILEHNUs, & TAKKE MOXKET MPEyCMaTpUBaTh
BO3MOYKHOCTh ~ yKa3aHHUS JOMNOJHUTENBHBIX CBEIECHUW, YTOYHSIOUIUX CYTb
oOparieHusl.

6.4. Conepxaiiriecsi B HalpaBJICHHBIX B (OpMe SJIECKTPOHHOTO JTOKYMEHTa
oOpallleHusIX CBEACHUS, a TaKKe TMpuiaraeMple Marepuanbl (MpyU HaJIUYMN)
BBOJsATCA B [1]] 160 B Ipyrue peructpaioHHo-y4eTHbie popmbl. BBoa cBeneHui,
COJIEP>KaIMXCS B HAMPABJICHHBIX B (DOPME AJIEKTPOHHOTO IOKyMEHTa 00paIIeHHUsX,
MPUJIAraeMbIX MAaTEpUAIOB M MX PErHCTpallvs OCYIIECTBIIAIOTCS HE MO3IHEE TPEX

pabouux JHEW cO [HS HampapiieHUWs OOpalleHus, a B MEepUoj MPOBEICHUS
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COOTBETCTBYIOIIMX  W30MpATENbHBIX KaMIIaHWW, KaMmmaHuil pedepenayma

Mo BOINpocaM TMOATOTOBKM W TIPOBEIEHMSI OSTUX BBIOOPOB, pedepeHayma
10 OOpalleHusIM, HallPABJICHHBIM J0 YCTAaHOBJICHUS! TEPPUTOPUATBHON KOMHUCCUEH
UTOTOB T'OJIOCOBAHMSI, OTIPEICIICHUS PE3yIbTaTOB BEIOOPOB, peepeHyMa — B ICHb
HarpaBjeHus oOpalieHuss JuO00 He TOo3[Hee CJeAyIolero pabdodero Hs
B COOTBETCTBUU C TpapuKOM pabOThl TEPPUTOPUATBHON KOMHUCCHUHU, C YUETOM
CPOKOB  PAacCMOTPEHHUSI  COOTBETCTBYIOLIMX  OOpalieHui, yCTaHOBJICHHBIX
3aKOHOJIATEILCTBOM O BBIOOpax u pedepeHmymax. Peructpamus oOparieHuid,
HaIlpaBJIEHHBIX B TEPPUTOPUATBHBIE KOMUCCUHU B (POPME IIEKTPOHHOTO TIOKYMEHTA,
MOJKET OCYHIECTBIIATHCS ¢ UcHoab30BaHueM I1J] nmubo ¢ ucnonb3oBaHUEM JIPYTHX
perucTpanmoHHo-yueTHbIX ¢Gopm. [locne ocyliecTBieHUsT yKa3aHHBIX JIEUCTBUN
oOpallleHue CUUTAECTCSI MOCTYIUBIIUM B TEPPUTOPUATIBHYIO KOMHCCHIO.

OOpamieHuss B MUCbMEHHOW (opMe, MOCTYNHUBIIUME B TEPPUTOPUAIBHYIO
KOMHUCCHIO, PETUCTPUPYIOTCS TNpelcenaTesieM (CeKpeTapeM) TeppUTOPHATbHON
KOMUCCHUM WM  pabOOTHUKOM  ammapaTa, OTBETCTBEHHBIM 32  BEJACHHUE
JIeJIONpPOU3BOACTBAa € ucnosib3oBanueM I[IJ] nmubo ¢ wHcmonab30BaHHEM APYrux
PErHCTPAllMOHHO-YUYETHBIX (OpPM HE TMO3AHEE Tpex pabdouyux JHEW Cco JHSA
NOCTYIUIEHUs OOpalieHus, a B T[EpUoJ MPOBEIEHUS COOTBETCTBYIOIIUX
n30UpaTeNbHbBIX ~ KaMIAHWW, KaMIlaHUd pedepeHayma 10  YCTaHOBJIECHHS
TEPPUTOPUAIIBHON KOMHCCHEW HTOTrOB TOJIOCOBAHUS, ONPEICIICHHS pPE3yJIbTATOB
BBIOOpOB, pedepeHayMa —B JI€Hb NOCTYIUIEHUS OOpalleHus 100 He MO3HEe
CIeIyIoEero padovero HA B COOTBETCTBHM € TpaduUKOM pabOThl KOMHUCCHH,
C YYETOM CPOKOB PAaCCMOTPEHMsI COOTBETCTBYIOIIMX OOpAILEHHUH, YCTAHOBICHHBIX
3aKOHOJaTEIBCTBOM O BbIOOpax U pedepeHaymax.

OOpaieHusi, MOCTYNUBUIME B TEPPUTOPUAIBHYI0 KOMHCCHIO, MOTYT
PETHCTPUPOBATHCS B YCTAHOBJICHHBIE BBIIIE CPOKH OTAEIBHO OT APYTMX BHJIOB
JIOKYMEHTOB.

6.5. B cnydae peructpamuu oOpamieHuss B I1J[, MODKHOCTHBIM JIHIIOM,
UMEIINUM JocTyn K padote ¢ [1/], 3amonHstoTcss He0OX0IUMBbIE MOJIsl BO BKJIAJKE

«O0pamenue» I1J[ B 3aBUCUMOCTH OT MMeroueics UHPopMaluu B OOpalieHUH
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HE TMO31Hee Tpex pabouynx JAHEH €O [JHSA PErucTpauuu  oOpaleHus

B TEPPUTOPUATBHOM KOMHUCCMHM U B TEYEHUE OJHOro pabouero AHS CO JHS
NOCTYIJIEHUs1 00palieHus IO BOIIPOCcaM MPOBOJAMMBIX U30MpPaTEIbHBIX KAMITAHUH.

6.6. [Ipu BCKpBITUM KOHBEPTOB, COJEpKaIUX OOpallleHUs] B MUCbMEHHOM
dbopme, mpoBepseTcs HamuuMe Bcex BioxkeHud. KoHBepT 00s3aTenbHO
COXPAaHSIETC.

OO0paiiieHrs B TMCbMEHHOM (popMe, coJieprKalliye B aipeCHON YaCTH MOMETKY
«JIuanoy, paccMaTpuBalOTCs B OOIIEM MOPSJIKE B COOTBETCTBUU ¢ MIHCTpyKIHEil.

[Ipu  peructpanuu  MHOBTOPHBIX  OOpamIeHUd UM  IPUCBAUBAETCA
OYEPETHOM PEruCTPAlMOHHBII HOMEp, B PETUCTPALMOHHO-yYETHOU ¢opme
nemaercsi ormetka «lloBropHOo», a mpu ucnonb3oBanuu 1] ocymectBusiercs
cBsa3biBaHue ¢ PYK mno mnepBuyHbBIM oOOpamieHusiM, OpU HEOOXOAUMOCTH
opopmiieHuss Ha OyMa)XHOM HOCUTEIE K OOpAIleHUI0 IPUKIAIbIBAIOTCS
nonoopannuble PYK no nepBruyHBIM 00pallieHUsIM.

Ecnu obpanienne nocTynusao OT KOJUIEKTUBA TPaKIaH, TO MPU perucTpanuu
B PErHCTPALlMOHHO-YUETHOU (popme cTaBUTCS OTMETKA «KOIEKTUBHOE.

6.7. Ilpu ocymiecTBieHun peructpauuu cpeacrsamu L1/ Ha munieBoit ctopone
NEPBOr0 JIMUCTA 3apETUCTPUPOBAHHOTIO JIOKyMEHTa Ha OyMa)KHOM HOCHTEIE,
KAaK IPaBUJIO, B MPABOM HWDIKHEM YTIIy HPOCTABISETCS PETHUCTPALMOHHBIN HOMEP
Y J1aTa, a TAK)KE IITPUX-KOJ C YKa3aHUEM HaMMEHOBAaHMs OpraHU3alUU.

Ecnm mpocTtaBieHne perucTpalMOHHOIO HOMEpPA 3aTPyAHSET MPOYTEHHUE
TEKCTa JOKYMEHTa, B TaKOM ClIy4ae BXOISAIIMH HOMEP NPOCTABISAETCSA
B CBOOOJHOM OT TEKCTa YIJIy Ha JIMLEBOM CTOpPOHE MEPBOIO JHCTAa JOKYMEHTa,
a IITPUX-KOJI MMPOCTABISAETCS NPU HAIMYUHA TEXHUYECKON BO3MOKHOCTH.

[Ipr ocCymiecTBI€HMH PETUCTPALMU B JIPYTOW PETrUCTPALMOHHO-YUYETHOU
(dbopMe perucTpalMOHHBIN IITaMII, COCTOSIILIUHN U3 OPSAKOBOIO HOMEpPa 0OpaleHHs
W JIaThl PErucTpali, CTAaBUTCS, KaK MpPaBUIIO, HAa TEPBOM JIUCTE OOpalleHHs
B IIPABOM HM)KHEM YTJIy WJIM Ha CBOOOJAHOM OT TEKCTa MECTE.

Hymepamusi mocTynuBIIMX —OOpalieHud OCYIIECTBISIETCS B Ipeneax

KaJICHAApHOTO IroJa.



40
6.8. 3aperucTpupoBaHHbIC OOpaIEHUS PACCMATPHUBAIOTCS B COOTBETCTBHUU

C MOPSAJKOM, ONpEeeIeHHBIM pa3ieiaoM 2 MHcTpyKIuu.

6.9. OOpanieHusi, aJApeCOBaHHbIE WICHAM TEPPUTOPUATIBLHON KOMHUCCHUH,
PETHCTPUPYIOTCS, AOKIAJBIBAIOTCS U NEPENAIOTCS B COOTBETCTBUU C MOPSAIKOM,
yCTaHOBJIEHHBIM HCTpyKIIHEN.

OOpamienuss  paccMaTpUBaIOTCS B COOTBETCTBHM C  yKa3aHUSIMHU
0 UCIHOJHEHUIO JOKYMEHTa Tpelcenareiss TEepPUTOPUATIBHON KOMHCCHH
B IIOPSAJIKE, YCTAHOBJIICHHOM 3aKOHOJATeNbCTBOM Poccurickon denepanuu.

6.10. OOpaienus, coaepskalire BOMpPOCkl, PEIICHUE KOTOPhIX HE OTHOCUTCS
K KOMIIETCHIIMM TEPPUTOPUATIBHOM KOMMCCHUH, IOKJIAIBIBAIOTCS MPEACEAATENIO
TEPPUTOPUAIBHON KOMHUCCHHM W TIO €ro YKa3aHUIO M0 HMCIHOJHEHUIO JTOKYMEHTa
B CpPOKH, YCTAaHOBJICHHBIE 3aKOHOJATEILCTBOM O BbIOOpax u pedepeHaymax,
HalpaBJSIIOTC € CONPOBOJUTENIbHBIM  NHUCBMOM 32  €r0  MOJIHUCHIO
B COOTBETCTBYIOIIMI OpraH WM COOTBETCTBYIOLIEMY JIOJKHOCTHOMY JIMILY,
K KOMIIETEHIIMM KOTOPBIX OTHOCHUTCSI PEIIEHHE TIOCTaBJIEHHBIX B OOpalieHuu
BOIIPOCOB, C  YyBEAOMJIEHMEM  TIpaxJaH,  HaOpaBUBIIUMX  oOpaunieHus,
0 mepeaapecanuu oOpamieHuid. B cOnmpoBOAUTENIHLHOM MHUChME OrOBAapPUBACTCS
MOPSIJIOK HAIIPaBJICHUSI OTBETA aBTOPY OOpaIllCHHUS.

Ecnu  pemieHue mMOCTaBIEHHBIX B OOpalleHUMM BOIPOCOB OTHOCHUTCH
K KOMIIETCHIIMM HECKOJIBKUX TOCYJIapCTBEHHBIX OPraHOB, OPraHOB MECTHOIO
CaMOYIIPaBJIE€HUSI WJIM COOTBETCTBYIOIIMX JIOJKHOCTHBIX JIMI, KONUSL OOpalleHus
HaIpaBJIseTCS B COOTBETCTBYIOLIME OPTaHbl MJIM COOTBETCTBYIOIIMM JOJKHOCTHBIM
JIUIIaM B CPOKH, YCTAHOBJICHHBIE 3aKOHO/IaTETLCTBOM O BHIOOpAx U pedepeHymax.

6.11. 3anpemiaercss ~ HampaBisATh  OOpallleHWE  HA  PACCMOTPEHHUE
B F'OCYIapCTBEHHBIN OpraH, OpraH MECTHOI'O CaMOYTIPABJICHUS WU JOJKHOCTHOMY
JUIly, pemieHue wid - JedctBue  (0e3eicTBHE)  KOTOPBIX — OOXKayercs,
3a HCKJIFOYEHHUEM CJTYy4aeB, YKa3aHHBIX B MTyHKTE 6 ctathbu 75 DenepaibHOTO 3aKOHA
00 OCHOBHBIX TapaHTHUSX U30MPATEIHHBIX MPaB.

6.12. Ecim B COOTBETCTBMM C 3alpeTOM, YKa3aHHbIM B IOApa3/eiie

6.11 HWHcTpykuuu, HEBO3MOXXHO HaNpaBUTh OOpallleHHEe Ha pacCMOTPEHHE
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B FOCYI[apCTBeHHBIﬁ opraH, opraH MECTHOT'O CaMOYIIPaBJICHHA NJIW JOJDKHOCTHOMY

JUIY, B KOMIIETEHLIUIO KOTOPBIX BXOJUT PEILIEHUE TMOCTABJICHHBIX B OOpalleHUU
BOIPOCOB, OOpallleHrne BO3BpAlllaeTCsl TPaXIaHWHY C Pa3bsICHEHHEM €ro Impasa
00KaJIoBaTh COOTBETCTBYIOIIECE PELICHUE WM ICHCTBHUE B YCTAHOBICHHOM MOPSAKE
B Cy/I.

6.13. OOpaileHnsi, TOCTYNUBIIME B  TEPPUTOPUATBHYI0  KOMHMCCHIO,
paccMaTpuBalOTCSl B CPOKH, YCTAHOBJIGHHBIE 3aKOHOJATEILCTBOM O BbIOOpax
u pedepeHaymMax, C YYETOM OCOOEHHOCTEH, YKa3aHHBIX B MOJApa3/enax
10.5 u 10.6 UuCTpyKLIMH.

Ecnu Heo0Xx0quMo POUIUTh CPOK PACCMOTPEHHUs 00pallleHus], UCTIOIHUTEIh
HE TIO3/IHEE YeM 3a OJWH JEHb [0 HCTEYCHHS CpOKa IOATOTOBKH OTBETa
IPEJCTaBISIET MPEACENATENI0 OObSICHEHHUE, IO KAaKOH NPUYMHE HEBO3MOXKHO J1aTh
OTBET B YCTAHOBJICHHBIH CpOK. MakcuMmanbHOE NpPOAJIEHUE CPOKa HCIOJHEHHS
oOpaimieHusi HE JODKHO TPEBBINIATh YCTAHOBJICHHBIX 3aKOHOM  CPOKOB
paccMOTpEHHUsI 0OpaIlCHHUS.

3asiBUTEINIO HAMPABISETCS YBEAOMIICHHUE O MPOJJICHUH CPOKA PACCMOTPECHHS
€ro ooparieHusl.

OOparienus, Ha KOTOpbIE JAIOTCS MPOMEKYTOUYHBIE OTBETHI, C KOHTPOJI
HE CHUMAIOTCS.

6.14.B ciaydyae MOCTyIJIEHHS B TEPPUTOPUAIBHYIO  KOMHUCCHIO
B YCTaHOBJICHHOM TOPSIZIKE 3apoca rocyAapCTBEHHOTO OpraHa, OpraHa MECTHOTO
CaMOYyTpaBlIEHUSI WM JOJDKHOCTHOTO JIMIA, paccMaTpUBAIONIUX OOpalieHue,
JOKYMEHThl W MaTepuaibl, HEOOXOIWMBbIE JUIsl pPacCMOTpeHUs oOpalleHus,
MPEACTABISIIOTCA B CPOK, YKA3aHHBIA B 3alpOCE WJIM UHOW CPOK, YCTaHOBJICHHBIN
NEHCTBYIOINUM 3aKOHO/1aTEIbCTBOM.

6.15. B oOpamennu J0MKHBI OBITh YKa3aHbl (paMUIHs, UM, OTYECTBO (IIPU
HATMYUH) 3asBUTEINS (7151 3asBUTETICH, HE SIBISIFOIIMXCS (PU3NYSCKUMU JIUIIAMU, —
HauMeHOBaHue). B oOpaimieHnn B MHUChbMEHHOW (QopMe TOJDKEH OBITh yKa3aH
MOYTOBBIN aJipec, MO0 KOTOPOMY JIOJDKEH OBITh HAmpaBlIeH OTBET Ha oOpalleHue,

TAKKC  OOJDKHBI  COACPKATHBCA  JIMUHAA IOAINMCHL 3asABUTCIA WM JIMIA,
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YIOJIHOMOYCHHOT O ﬂeﬁCTBOBaTB OT €TI0 UMCHH, N AdaTa IOAIINCAaHUA 06paHIeHI/IH.

B oOpamennn B hopme 3IEKTPOHHOTO JOKYMEHTAa JOJKEH OBITh YKa3aH aJipec
JIEKTPOHHON TIOYTHI, MO KOTOPOMY JOJDKEH OBITh HampaBlieH OTBET
Ha oOpalieHue.

Ecin B oOpamenun He ykaszanbl (pamuius 3asaBUTeNs (s 3asBUTEINS,
HE SBJISIONIETOCS (PU3NYECKUM JIUIIOM, — HAMMEHOBAHHE) WU aJPeC, IO KOTOPOMY
JOJDKEH OBITh HamnpaBlIeH OTBET Ha OOpallleHHWe, OTBET Ha Takoe OOpalleHue
HEe Jaercsa. Takoe oOpalieHHe CHUCBIBAaeTCS B JICNIO  IpejacenareieM
TEPPUTOPUAITBHON KOMUCCHH.

Ecim B oOpameHun copepKaTcs CBEIACHUS O TOJFOTaBIUBAEMOM,
COBEpPIIACMOM WJIA COBEPIICHHOM TMPECTyIUICHHH, a Takke O JIHIIE,
€ro TMOJrOTABJIMBAIONIEM, COBEPIIAIONIEM WM COBEPIIUBIIEM, OOpaIieHue
MO/IJICKUT HAPABJICHUIO B IPABOOXPAHUTEIILHBIE OPTaHbl.

Ecmu Texer oOpamieHus HE MOAAacTCs MPOUYTEHUIO WM HE ITO3BOJISACT
ONpENENUTh CyTh OOpallleHus, OTBET Ha Takoe oOpalleHHe He JaeTcs,
0 YeM B TCUEHHE CEMH KaJICHIAPHBIX JHEH IMOCie AHS MOCTYIUICHUS OOpalleHUs
YBEIOMIISIETCSI 3asBHUTENIb B Clydae, €CIM B OOpAIICHWH IOAMAIOTCS MPOYTECHUIO
dbamunus 3asBUTENs ()1 3asABUTEINS, HE SBISIONMIETOCS (U3UYECKUM JUIIOM, —
HAaWMCHOBAaHHUE) W aJpeC, IO KOTOPOMY JOJDKEH OBITh HANpaBJICH OTBET
Ha oOpareHue.

He sBmsiercss  oOpamieHueM  TEKCT, COJEpXkalluid  Mo3JpaBiieHUE,
co00JIe3HOBAHUE WITH OIICHKY JICSITCIIbHOCTH U HE COOTBETCTBYIOIINI TPEOOBAHMSM,
npeabaBisieMbiM DeiepanibHbIM 3aKOHOM 00 OCHOBHBIX TapaHTHSIX W30UpaTEIbHBIX
mpaB, ¥ TpeOOBaHUSAM K 3ampocy WHGOpMAIH, MpeabsiBiseMbiM DeaepanbHbIM
3akoHOM oT 9 ¢eBpansg 2009 roma  Ne 8-®3  «OO6 obecrnieyeHUr JOCTYyIIA
K MH(POPMAIIUU O ACSITEIBHOCTH TOCYJapPCTBEHHBIX OPTraHOB M OPTraHOB MECTHOTO
CaMOYTIPaBIICHUSD.

6.16. OOpaimennsi, B  KOTOPBIX  COJZEp)KAaTCsd  HEIEH3YpHbIE  JHOO
OCKOpOUTENbHBIC BBIPAKCHUS, YrpO3bl KU3HHW, 3JI0POBBI0 M HMYIICCTBY

JOJDKHOCTHOI'O JIMIla HWJIHW MHWHBIX JIMI, OCTAarTCsAa 0e3 oTBeTa IIO CyHIeCTBY
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IMOCTABJICHHBIX B HHX BOIIPOCOB, 4 3ajdBUTCIISIM COO6IHEICTC$I 0 HCOOIIYCTUMOCTHU

3710YNOTPEOIECHUS TPABOM.

6.17. OGpaiienne, B KOTOPOM OOKaIyeTcsl Cy/le0HOE pelieHue, B TeUCHUE
CEMU KaJEHJApHBIX JHEW CO JHS PErucTpalydyd BO3BpAILIACTCS TPaXIaHUHY,
HaIlpaBUBILIEMY OOpallleHue, C Pa3bsICHEHUEM TMOpsAAKa O0XKaJIOBAHMS JAHHOTO
Cy1eOHOTO pEeIlICHHUS.

6.18. Eciu B oOpaiieHuu COJEp:KUTCS BOIPOC, HAa KOTOPBIA 3asiBUTEIIO
HEOJHOKPATHO JABAJIUCh MUCHMEHHBIE OTBETHI MO CYLIECTBY B CBSI3M C paHee
HaIpPaBJICHHBIMU OOpPAIlICHUSIMU, U TIPU 3TOM B OOpAILIEHUH HE MPUBOISATCS HOBBIC
JIOBOJIBI U OOCTOSITENILCTBA, TO TMEPENUCKa MO JAHHOMY BOINPOCY C 3asBUTEIIEM
MOXET OBITh MPEKpaIieHa ¢ YBEJOMICHUEM 00 3TOM 3asBUTEIS.

Ecnu oT 3asBuTENs, ¢ KOTOPHIM TEpEenucKa Oblia MpekpalieHa, mocTymnaeTr
ouepeHOe 00pallieHrue Mo TOMY K€ BOTPOCY, TO MUCbMEHHBIN OTBET Ha HETO MOXKET
HE JaBaThCs, a caMO OOpallleHUe HAIIPaBJISIETCS B JEIIO.

6.19. O0paiieHusi, HampaBJICHHbIE B  TEPPUTOPUATBHYIO  KOMHCCHIO
C HCIOJB30BAaHUEM DJJICKTPOHHOU (OpMBI  OOpallleHHil, PETUCTPUPYIOTCS
U paccMaTpHUBAIOTCS B YCTAHOBJIEHHOM mopsjke. OTBEThl Ha Takue OOpalieHus
HAIpaBJISIOTCA B (POopMe DIEKTPOHHBIX JOKYMEHTOB, TOJIMMCAHHBIX JJICKTPOHHOM
MOANUCHI0, MO0 B (PopMe SIEKTPOHHBIX 00pa3oB JOKyMEHTOB B (opmare pdf
O aJipecaM AJIEKTPOHHOM MOYTHI, yKa3aHHBIM B OOpAIlICHUN.

OOpamieHusi TpaxaaH, TMOCTYNUBIIME HA aJpec HJICKTPOHHOM MOYTHI
TEPPUTOPUATHLHOU KOMUCCHUH, HE PETUCTPUPYIOTCSA B COOTBETCTBUU ¢ DeiepalibHbIM
3akoHOM oT 28 nekadbpss 2024 roma Ne 547-®3 «O BHECEHHMH H3MCEHEHUU
B @enepanbHblii 3akoH «O TOPSIKE pPacCMOTpPEHHUs] OOpalleHud TpakJIaH
Poccuiickon @enepauum.

OOpamenus TpaxaaH, TOCTYNUBIINE B TEPPUTOPHAIBHYIO KOMHCCHIO
n3 [IUK Poccun, peructpupytorcs ¢ ucnonab3zoBanueM I otaenbHO OT Apyrux
BUJIOB JIOKYMEHTOB.

6.20. B cmywae ecnam 3anpammBaeMas HMHGOpMalMs — OIMyOJIMKOBaHA

B CpeacTBax MaccoBoll uH(opmanuu 5ub0 pa3melieHa B ceTu VHTepHer,
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TeppI/ITOpI/IaIIBHaH KOMHCCHUA B OTBETC HA 3anp0c MOXECT OFpaHI/I‘-II/ITBCH YKaSaHI/IeM

Ha3BaHUs, AaThl BHIXOJIa U HOMEpa CPelICTBA MacCOBOW MH(pOpMalIUU, B KOTOPOM
OImyOJIMKOBaHA 3ampammBaeMas WHGOPMANMs CO CCHUIKOW (aapec CTpaHMIIBI)
Ha nHGOpPMAITIIO, pa3MEIIeHHYO B ceTu HTepHeT.

6.21. [Ipu perucrtpanuu oOpamenus B [IJI mo wuroram paccMoTpeHus
oOpareHusi TOJDKHOCTHBIMH JIMIIAMH, OTBETCTBEHHBIMH 3a BBOJ M 0OpabOTKY
uHdopmaruu B [1]1, Bo Bkianke «Obpamenne» [1]] 3anonasercs none «[IpuHsaThie
MEpBI», @ TaKK€ BHOCSATCS CBEACHHUS O PE3yibTaTax pPacCMOTPEHHs OOpareHus
B Onoke «Bompock» B TedeHue Tpex pabodymx ITHEH CO IHS PaCCMOTPCHHS
oOpalieHusi 1 B T€UEHUE OJHOTO pabouero JaHs s oOpalieHuil Mo BOIpocam
MPOBOAUMBIX U30UPaATEIbHBIX KAMITAHUH.

6.22. JInuHbI{ TIpUEM TpaxaaH MO BOIPOCAM, BXOJSIINM B KOMIIETEHLIHUIO
TEPPUTOPUAIBHOM  KOMHUCCHUM,  SBJSIOIICHCS  TOCYJApCTBEHHBIM  OPTraHOM,
OCYILECTBIISIETCS npejceaaTeneM TePPUTOPUATBHOM KOMUHCCHH,
M0 TpeIBapUTENbHON 3amucu 1o rpaduKy, YTBEPKICHHOMY IIpejcenareiemM
TEPPUTOPUAIBHOM KOMHUCCHM, W peructpupyercs B JKypHalle yyera mnpuema
rpaxaad (mpusioxenue Ne 8.1 k MUuctpykuun).

Nudopmarnus 0 MOpSIAKE npuemMa rpaXkJ1aH pazmeniaercs
Ha UHPOPMAITMOHHOM CTEHJIE TEPPUTOPUATIEHON KOMUCCHUHU.

[To npuObITUM HA JUYHBIM TpUEM TpaKIaHUH TPEAbSIBISET JTOKYMEHT,
YIOCTOBEPSIIOIINI €r0 JIMYHOCTb.

Benenue nuyHOTO mpueMa TpakKJaH MOXKET COMNPOBOXKIATHCA ayJIUo-
Y BHUJIEO3AIIUCHIO, O YEM IpakJaHe YBEJOMIISIIOTCS 10 Hayaja mpueMa.

6.23. KpaTkoe cojiepkaHue YCTHOTO oOpalmieHus, JOJDKHOCTh U (haMuius
JIUTIA, OCYIIECTBIISIONIETO MPUEM, PEIICHHUE, TPUHATOE MO0 YCTHOMY OOpaIlleHHIo,
3aHOCUTCSI B KApTOYKy JIMYHOIO IMpueMa rpaxaaHuHa (mpuioxenue Ne 8.2
Kk UHCTpyKLIMN).

B xoje nuuHOTO Npuema 3asBUTENIeM TaK)Ke MOXKET ObITh MOAaHO OOpaIleHHe
B MHUChbMEHHOW (opMe, Ha KOTOpPOE J1aeTCsi MUCHMEHHBIM OTBET B CPOKH,

YCTaHOBJICHHbIE JJI1 PACCMOTPEHHUS COOTBETCTBYIOLIUX OOpaIlEHUH.
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Ecin O6CTO}ITCHBCTB3, H3JI0KCHHBIC B YCTHOM O6paH_IeHI/II/I B XO0A€ JIMYHOI'O

npueMa, TpeOyrT MPOBEPKH, HAa TaKoe OOpalleHHe AAaeTCsd NMUCbMEHHBIA OTBET
B CPOKH, YCTaHOBJIEHHBIE JIJIsl PACCMOTPEHUSI COOTBETCTBYIOIIMX OOpAICHHIA.

B xozie nM4HOro npuema 3asiBUTENI0 MOXKET ObITh OTKA3aHO B JaJbHEHUIIEM
paccMOTpeHMH oOOpallleHusl, €CId €My paHee ObUl JaH OTBET IO CYLIECTBY
MOCTABJICHHBIX B 00OpaIEHUH BOIPOCOB.

B ciyuae rpy0oro, arpeccCUBHOTO MOBEACHUS 3asIBUTEIIS IPUEM MOKET OBITh
npekpamieH. [Ipy HeoOXoauMOCTH MOKET OBITh BBI3BAH COTPYJHUK OXPaHbI
WIM TPAaBOOXPAHUTENbHBIX OpraHoB. HMHpopmamus o NoBeneHHH 3asiBUTENS
OTpa)XKaeTcs B KypHaJe yJyera.

6.24. [lepenanHble Ha JUYHOM IpUeMe OOpalleHus B MUCbMEHHOU (opme
PETUCTPUPYIOTCA U PacCMATPUBAIOTCSA B YCTAHOBIEHHOM JUII COOTBETCTBYIOIIMX

oOpalleHui MmopsiaKe.

7. Oco0eHHOCTH PadOThI C JOKYMEHTAMHU, COAEPKALIUMH CJIYKEOHYI0
MH(OPMALMIO OTPAHNYEHHOT0 PACIIPOCTPAHEHUS
(c momerkoi «/lJ1s c/1y:Ke0OHOT0 MOJIL30BAHUS»)

7.1. OcobeHHOCTH PabOThl C JOKyMEHTaMH, COJAEPKAIIUMH CIY>KEOHYIO
MH(OPMAIUIO OTPAHUYEHHOTO PaCIPOCTPAHEHUS.

7.1.1. K cmyxebHOU wuHGOpPMAIIMK OTPAHUYECHHOTO PACHpPOCTPAHEHUS
OTHOCUTCS HECEKpeTHas HH(pOpMalMs, HE3aBUCMMO OT BHJAA €€ HOCUTEJS,
OTpaHUYEHMs] HAa PACOpOCTPaHEHUE KOTOPOM JUKTYIOTCS €€  CIy>KeOHOM
HEOOXOMMOCTBIO.

7.1.2. HeobxoaumocTh  mpocTaBlieHHs TOMeTKH  «/[ns  cmykeOHOrO
nonb3oBaHus» (nanee — «JICI») Ha [OOKyMEHTaXx W M3JIaHUSAX, COAEpKallNX
CIIyeOHYI0 HH()OpPMALMIO OrPAaHUYEHHOTO PACHpPOCTPAHEHUs, OIpPEAEIIIeTCs
npeaceaareieM  TEPPUTOPHATBLHOM ~ KOMHCCHHW,  TOJMUCHIBAIOIIMM  WJIH
YTBEPKAAIOIMIUM JJOKYMEHT.

JIOJKHOCTHBIE JIMIIA, MPUHSBIIME pEIIeHHEe 00 OTHECEHUHU CIIyKEOHOU
uHGOpMaIMU K pa3psily OrpaHUUYEHHOTO PacCHpOCTPAHEHUS], HECYT MEPCOHAIBHYIO

OTBETCTBEHHOCTH 32 000CHOBAHHOCTH IIPpHUHATOTO PCIICHUA.
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7.1.3. ITometka «ICII» m HOMEp 3K3eMIUIsipa NPOCTABISAIOTCS B IPaBOM

BEpXHEM YIJIy TIE€PBOM CTpaHUIBl JOKyMEHTa (B ciy4yae HEOOXOJUMOCTH —
U €ro TMPOEKTa), COACPKAIIEro CIyXeOHyI0 HWH(POpPMAIMI0O OTPaHUICHHOTO
pacmpocTpaHeHHs], Ha O0JI0KKE M TUTYJBHOM JIUCTE M3JIaHUS, a TaKXKe Ha TEpBOM
CTpPaHULIE COMPOBOJUTEIBHOIO MUChbMAa K TaKUM JOKyMmMeHTaM. lIpu moaroroBke
nokymenTta cpeactsamu I1/] momerka «/ICII» mpocraBisieTcss Ha 3JIEKTPOHHOM
mabsoHe OJaHKa TOKyMEHTA.

7.1.4. PaGoTa ¢ MOKyMEHTaMH, COJAEpPKAIIUMH CIY>KEOHYI0 HWH(OPMAIIUIO
OrPaHUYEHHOI'0 PACIPOCTPAHEHHSI, B TOM YHCIE UX MPUEM, YUET (perucrparus),
OCYULIECTBJISIETCS B TOPSAJKE, YCTAaHOBJIECHHOM I HECEKPETHBIX JTOKYMEHTOB,
C yyeToM OCOOEHHOCTEH, H3J0KEHHBIX B HacrosuieMm paszaene. llpu stom
K PErUCTPallMOHHOMY HOMEpPY AOKyMeHTa Jto0asisieTcst moMmerka «JJCID».

7.1.5. Hokymentsl ¢ nometkoir «JICID» peructpupyrorcsi (YUYUTHIBAIOTCA)
BMECTE€ C JPYTMMHU HECEKPETHbIMU JOKYMEHTamMHu. B perucrpanmoHHO-y4eTHOU
dbopme nipousBoauTes 3anmuch «JJCIDy».

7.1.6. CkaHupoBaHue, KONUPOBAaHHE  (THPAXXUPOBAHHE)  JIOKYMEHTOB
c nometkoi «/[CII», a Takke pa3MenIeHUe Ux Mpu OcyliecTBIeHUH padboTel B 11/]
IPOU3BOIUTCS TpeacenaresaeM (CeKperapeM) TeppUTOpUaIbHOM KOMUCCUU JHO0
pabOTHUKOM  amnmapara, OTBETCTBEHHBIM 3a BEIEHUE JIeJONPOU3BOJICTBA
C MX IHCBMEHHOI'O pa3pelICHMs, IPU OTOM OCYILECTBIIETCA Y4YeT KaxXZoro
DK3EMIUISIPA YKA3aHHBIX JOKYMEHTOB.

7.1.7. lokymenTsl ¢ nometko# «J{CIT» Ha OyMa)kHOM HOCUTEIIE TIepeatoTCs
noA noanuck. [Ipu HanpaBnenun qokyMeHToB ¢ momeTkon «ICID» cpenctBamu I1/]
B PYK npocraBisieTcss COOTBETCTBYIOIINI YPOBEHB AOCTYIIA K JOKYMEHTY.

7.1.8. Jokymentsl ¢ mometkoil «J[CII» HampaBisitoTCs B APYyrue OpraHbl
W OpraHu3anuu opraHamu QeaepanbHON (eTbIberepckol CBsI3U, CIyK00i
crenuanbHOU CBs3M JIMOO HApOUuHBIM. [Ipu HanmpaBiIeHUN JOKYMEHTOB C TOMETKOMN
«JICII» cpenctBamu IIJ] B IIUK Poccuu, @I npu MUK Poccuu, PLHOUT
npu I[IUK Poccun, Canxkt-IlerepOyprckyro u30uparenbHyl0 KOMHCCHIO,

u30uparenbHble KoMuccun cyobekToB Poccuiickoil denepaniu, TeppUTOpraIbHbIE
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komuccnn B PYK mpocraBnsiercss COOTBETCTBYIOIIMM  YPOBEHb JOCTYIIA

K JIOKYMEHTy. 3amnpelaercs IepeaaBarb TOKyMeHTbl ¢ nomeTkon «ICID»
110 HE3AIUIICHHBIM KaHaJlaM KOMIIBIOTEPHO-MOJIEMHOM U (DaKCUMHUIIBHOM CBSI3H.

Hoxymentsl ¢ nometrkoil «JICID» paccbuiaroTCsi HECKOJIBKHM ajpecaram
COIJIaCHO CIIMCKY pAacCBUIKA, B KOTOPOM HAIpPOTHUB KaXIOro ajpecara
IIPOCTABIIAETCS. HOMEP SK3EMIUISIpa OTIPABIAEMOro JoKyMeHTa. CIIUCOK pacChUIKU
IIOJIKCHIBAETCS NPEACENATENIEM TEPPUTOPUAIBHON KOMUCCHUH.

7.1.9. Ucnionnennbie gokymeHThl ¢ momeTkoil «JICII» dopmupyrotes
B Jiela, B TOM 4YMCJE DJEKTPOHHBIC, B COOTBETCTBHM C HOMEHKJIATYpOM JEll.
JIOKyMEHTBI TPYNNHMPYIOTCS B JieJa BMECT€ C JAPYIMMH HECEKPETHBIMU
JOKyMEHTaMU MO OJHOMYy M ToMy Xe€ Bompocy. I[lpum ¢opmupoBanuu paena
Ha OyMa)XHOM HOCHUTEJE B IPaBOM BEPXHEM YNy OOJIOKKM Jieda, B KOTOpOe
IIOMEIIECHBI TAKHE JOKYMEHTHI, ITpocTaBiisieTcs noMerka «/JCID».

7.1.10. Hokymentsl ¢ nometkoil «ICID» Ha OyMa)kHOM HOCHTENE XPAHSTCS
B 3aKpbIBAIOLIMXCA MIKagax.

7.1.11. YHUUTOXKEHHE 1€, TOKYMEHTOB M H3faHui ¢ nomeTtkon «JICID»,
YTPaTUBIINX CBOE INPAKTHYECKOE 3HAYEHWE W HE HUMEKIMUX HCTOPUYECKOU
U HAyyHOM IIEHHOCTH, TMPOU3BOAMUTCA IO aKTy YCTAHOBJIIEHHON (OpMBI
C YKa3aHHEM HOMEpPOB 3K3eMIUIApoB (npuioxxkenue Ne 16 k MHcTpykuun).

7.1.12. Pemienne o cusatum nometku «JCID» ¢ nokyMeHTa mHpuUHHUMAET
JTOJKHOCTHOE JIMLO, OANMCABIIEE WM YTBEPAUBILIEE TOKYMEHT.

Custue nometrku «JICII» ¢ mpuciaHHOrO B TEPPUTOPUAIBHYIO KOMHUCCHIO
JIOKYMEHTa MOKET ObITh IPOU3BEJIEHO TOJIBKO MO COTJIACOBAHUIO C OpPTaHM3alUEH,
HaIlpaBUBILIEH TOKYMEHT.

Cuatue nometrkn «JICID» ¢ 1okyMeHTa OpPOW3BOAMTCS IpEAcCEeaaTesieM
(cekperapeM) TEppUTOPUAIBHONM KOMHCCHMM JMOO pPaOOTHMKOM  armapara,
OTBETCTBEHHBIM 3a BEJICHHE [EJIONPOU3BOACTBA HA OCHOBAHMM IHCHMEHHOTO
yKa3aHus JOJKHOCTHOTO JIMIA, TPUHIBLIETO Takoe peureHre. [Ipu CHATHN ToOMETKH
«JICII» Ha TOKyMEHTaX, AeJIaxX WIN U3AaHUsAX, a TAKKE B PETUCTPALMOHHO-YUYETHON

dbopme nenaroTcs COOTBETCTBYIOIINE OTMETKH.
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O cuatun nometku «JICII» yBegomisitoTcsl Bce aapecarbl, KOTOPbIM

JIOKYMEHT HamlpapJIsijIcs, TMO0 OpraHu3allys, €ro HalpaBUBIIas.

7.1.13. B cityuae yTpaThl Jiel1, JOKYMEHTOB WK W3AaHuM ¢ moMeTkoi «{CIT»
an00 pasTiamieHus coiepiKamieiics B HUX WH(pOpMaIid HazHAYaeTCs CIy>keOHas
MpoOBEpKa, O  pe3yJbTaTax  KOTOPOM  JOKJAJbIBAETCA  IpelceaaTesto
TEPPUTOPUAITBHON KOMUCCHH.

OG0 yTpare nen, JOKyMeHTOB M u3faHuii ¢ momeTkon «JICII» cocraBnseTcs
aKT, HA OCHOBAHWUU KOTOPOTO AEIAIOTCA COOTBETCTBYIOIIME OTMETKH B YUYETHBIX

dbopmax.

8. IloaroroBka, opopmiieHue, BHINYCK, Y4eT JOKYMEHTOB,
paccMaTpMBaeMbIX Ha 3aCeJaHUAX TEPPUTOPHATbHOH KOMHCCUH

8.1. ®opMHUpOBaHUE TMPOEKTa MOBECTKH JHSA 3acEAaHusi TEPPUTOPUAIBHOU
KOMUCCHUHU.

8.1.1. [IpoekT mMOBECTKH [THS 3ac€JaHus TEPPUTOPHAIBHON KOMHUCCHH
dbopmupyeTcsi 3a0JaroBpeMEHHO Ha OCHOBAaHWU ILJIAHOB PabOThl U PEIICHUI
TEPPUTOPUAIBHOM KOMHUCCUHU (J1ajiee — pelieHuid), MOpy4YeHUN mpeacenares
TEPPUTOPUATBHON KOMHUCCHH, MOCTYIUBIINX JOKYMEHTOB U, IIOCJIE COTJIaCOBaHUS
C TpelacenaTereM TEePPUTOPUATIBHONM KOMHUCCHUU TMOJIUCHIBAETCS CEKpETapeM
TEPPUTOPUAIIBHON KOMUCCHH.

Takxe MPOEKT MOBECTKH JHS 3aCeIaHUs TEPPUTOPUATHBHON KOMUCCHUU MOXKET
dbopMupOBaTbCS U COIJIACOBBIBaThCA cpenctBamu [IJ[ m mocnie coriiacoBaHus
npeaceaaTe’eM TEePPUTOPUATIBHOW KOMHMCCHUU  COTJIACOBBIBAETCS  CEKpETapeM
TEPPUTOPUATBHON KOMUCCHUH JIJ1s1 BBIHECEHUS Ha 3aceaHue.

8.1.2. UsieHbl TEPPUTOPUATIBHOM KOMHCCHM BIPaBe MNPEMJIOKUTh BHECTH
B TOBECTKY JHS 3acCeJaHusi BOMPOCHI, HE MPEAYCMOTPEHHBIC IJIaHAMU PaOOTHI
U pEHICHUSMH  TEPPUTOPUATBHOM  KOMHUCCHHM, TIPU  YCJIOBUU  HaJUYUS
MOATOTOBJIEHHBIX IO 3TOMY BOIIPOCY JIOKYMEHTOB.

JlaHHble BOMPOCHI BKIJIIOYAIOTCS B MPOEKT TMOBECTKH JHS 3acelaHus

TEPPUTOPUAIBHOM  KOMHUCCUM  NPU  NUCBMEHHOM  OOpalieHud  4JjieHa
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TeppHTOpI/IaJIBHOI;'I KOMHUCCHUHM, 110 HHHUIOHUATHBC KOTOPOIO BOIIPOC BBIHOCHUTCA

Ha 3acelaHue, Ha MM IpeAceaaTens TEPPUTOPUATIbHON KOMHUCCHHM, B KOTOPOM
YKa3bIBalOTCS HAMMEHOBAaHWE BONPOCA, JOKIATUMK M JaTa MepeJadd IMpOeKTa
pELICHUSI B COOTBETCTBUU C IIYHKTOM 8.2 M MaTE€pUAIOB K HEMY CEKPETapIO
TEPPUTOPUAIBHON KOMUCCHH.

8.1.3. CornacoBaHHbIil C mHOpelcenaTeNieM TEPPUTOPUATIBHON KOMUCCUU
W TIOJIITMCAaHHBIN (cortacoBaHHbIN cpeacTBamu I1/]) cekperapem TeppuToprUaibHON
KOMUCCHM TPOEKT IOBECTKM JHS 3acCElaHus TEPPUTOPUAIBHON KOMHCCHUU
TUPAXKUPYETCS I PACCHUIKH YJIEHAM TEPPUTOPUATIBHON KOMUCCHUHU.

IIpoeKT MOBECTKY JTHA 3aCElaHNs TEPPUTOPUATIBHON KOMUCCUH Pa3MELIAECTCS
Ha O(UIMAIBHOM CalTe TEPPUTOPUATIBHOM KOMHCCHM B HH()OPMALMOHHO-
TEJIEKOMMYHUKAIIMOHHON ceTu MHTepHET B CPOKH, YCTAaHOBJIEHHbIE PerinameHToM
TEPPUTOPUAIIBHOM KOMHUCCHHU, a TakKe MOXET OBIThb pa3ociiaH dJieHaM
TEPPUTOPUATIBHOM KOMHUCCHH HA YKa3aHHbIE MU 3JIEKTPOHHBIE TOUYTOBBIE a/ipeca.

8.2. [logroroBka JOKYMEHTOB II0 BOIIpOCaM, BKJIIOUEHHBIM B IIPOEKT
MOBECTKH JTHS 3aCE€IaHUs TEPPUTOPUATBHON KOMUCCHUU.

8.2.1. JIokyMEHTBI IO BOIIPOCaM, BKJIFOYEHHBIM B IPOEKT INOBECTKHU JIHS
3acelaHus TEPPUTOPHAIBHOW KOMHUCCHUH, TOTOBSITCA pabOYUMH  TpyIIaMu
TEPPUTOPUAIBHOM KOMHCCUHU, TIpeAcenaTenemM (cekperapeM), JauOO MO HX
MOPYYEHHUIO HWHBIMH YJIECHAMH TEPPUTOPUAIBHOW KOMHUCCHHM, 3a KOTOPBIMHU
3aKpEMIEHbl COOTBETCTBYIOIINE HANPABJICHUS ACSATENBHOCTH, C IPUBIICUYECHUEM,
B Cly4yae HEe0OXOJAMMOCTH, PabOTHUKOB ammapara TEPPUTOPHATIBHOM KOMUCCHU
U JPYTUX CHEIUAJUCTOB (JIOKYMEHTHI MO BOIMPOCAaM, BKJIIOYEHHBIM B IMPOEKT
MOBECTKH JHS 3acelaHusl TEPPUTOPUAIBHOM KOMHUCCUH, MOTYT TOTOBHUTHCS
U cOrJIacoBbIBaThCA cpeactBamu [1/1).

8.2.2. [IpencrapisieMble K pacCMOTPEHUIO JOKYMEHTBHI JIOJKHBI BKJIIOUYATh
O3arJiaBJICHHbI TPOEKT pEIICHUs C MNPUOOIIEHHBIMA K HEMY NOIJUHHUKAMU
JOKYMEHTOB (B TOM 4YHUCI€ pacleyaTaHHbIMU KOMUSIMH  JOKYMEHTOB,
MOCTYNUBIIUX/TIOATOTOBJICHHBIX B DJIGKTPOHHOM  BHJE),  MOCITY>KMBIIMX

OCHOBAaHHUEM JJIA PpaCCMOTPCHHA BOIIPOCa Ha 3aCCAaHUU TeppI/ITOpHaHBHOﬁ
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KOMHUCCHHU, h1%(s0) IMPOCKT IIMCbMA, IIOJJICKAINCTO COINIACOBAHWIO Ha 3aCCIaHHU

TEPPUTOPUAIBHOM KOMUCCHM, TPU HEOOXOJUMOCTH — MOSICHUTEIBHYIO 3aIHUCKY
10 paccMaTpuBaeMOMY BOMPOCY.

8.2.3. [IpoekThl MOKYMEHTOB (BKJIIOYAs MPUIIOKEHUS), MPEICTABISIEMbIC
JUISL pAacCMOTPEHHUSI HA 3aCeaHUU TEPPUTOPUAIIBHOW KOMHMCCUH, BH3UPYIOTCS
UCIIOJIHUTENIEM M WICHOM TEPPUTOPHAIIBHOM KOMHMCCUHM, OTBETCTBEHHBIM
3a MOJIFOTOBKY JIOKYMEHTa, Kak Ha 0yMa)>kHOM HOCUTEJIE, TaK U B JIEKTPOHHOM BHU/IE
cpencrtBamu [1/1.

[IpoekTbl JOKYMEHTOB (BKJIIOUAsl MPHIIOKEHUS), COAEpKaIlle BOMPOCHI
¢dbuHaHcupoBaHus BEIOOPOB (pedepeHnyMoB), pruHaAaHCOBOTO 0OecTIeueHUs TeKy e
JeATEIbHOCTH TEPPUTOPUATIEHON KOMUCCHH, B 0053aTEIbHOM MOPSAKE BUSHPYIOTCA
TJIaBHBIM OyXTaJITEpOM TEPPUTOPUATILHON KOMUCCHUHU.

Busel mpocTaBisAlOTCS B KOHIIE TEKCTa IMPOEKTAa pelieHus Ju0o
Ha OOOPOTHOM CTOpPOHE TMOCJEAHEro JIUCTa MPOEKTa JIOKyMEHTa (BKIOYas
IOPUJIOKEHUS) MO YyCTaHOBIEHHOW ¢opMme (mpuiioxenue Ne 9 k MHcTpykium).
Kaxnplii TUCT NpUIIOKEHUS BU3HPYETCS HCIOJHUTENEM. Bu3a mpocraBnsercs
B IIPAaBOM HWKHEM YIJIy Ha CBOOOJHOM IMOJi€ CTPaHUIbI IOCIE TeKcTa JHOO
Ha 000POTHOM CTOPOHE.

IIpr MOATOTOBKE M COTIAaCOBAaHHUM IMPOEKTOB TOKYMEHTOB cpencrBamMu I1/]
JIUCT COTJIACOBAHUS PACIIEUaThIBACTCA U MPUOOIAETCA K MOMTUHHUKY JTOKYMEHTA.
[Ipy HeoOXoAMMOCTH TOJYyYEHHs] BH3bl JODKHOCTHOTO JIMLA Ha JIMCTE
CcOrJIacOBaHUS JIOKYMEHTA, MOATOTOBJICHHOTO cpelicTBaMU I,
OH pacIieyaThIBaE€TCs, EPENAETCI BMECTE C IPOEKTOM JIOKYMEHTA HAa BU3UPOBAHUE
COOTBETCTBYIOIIEMY AOKHOCTHOMY JIUILY.

8.2.4. Ucnonuutens o00€CleUnBaeT KOMIUIEKTHOCTh BCEX JIOKYMEHTOB,
0003HaYEHHBIX KaK B MIPOCKTE PEIICHUS, TaK U B IPUIIOKEHUAX K HEMY.

8.2.5. Ilocne mpocMoTpa, a B HEOOXOAMMBIX CITydasiX — BHECEHUS MOIMPABOK,
CEKpeTaph TEPPUTOPUATILHON KOMUCCUM HA TOJTOTOBJICHHBIX U O(OPMIICHHBIX
JUISL PacCMOTpPEHHUsI Ha 3acelaHuU TMPOEKTax JOKYMEHTOB JIeJIaeT OTMETKY

«Ha 3acenanue», cTaBUT MOANKCH U AaTy (MpocTaBisieT oTMeTKY «Ha 3acenanue»
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cpeactBamu 11J]) m mepenaer (HampasnsieT cpeactBamu [1/]) Bech KOMILIEKT

JOKYMEHTOB JUIsl THUPAXUPOBAaHUS paOOTHUKY anmnapara, OTBETCTBEHHOMY
3a BEJICHHE JIEJIONPON3BO/ICTBA.

8.2.6. JIOKyMEHTBI K 3aCE€IaHHI0 MOTYT HaIpaBIATHCA MO MPOCHOE YJIEHOB
TEPPUTOPUAIBHON KOMHCCHM Ha yKa3aHHbIE UMM 3JIEKTPOHHBIE ITOYTOBBIE ajpeca
W/WIA TIepeaBaThCs UM TEpe]] HayaloM 3acelaHus, a JHIaM, MPUTIIAIICHHBIM
Ha 3ace/laHue, MaTepuasbl 110 BOIIPOCY, HA KOTOPBIN OHU MPUTJIAIIECHbI, IEPENAIOTCS
nepel HayajaoM 3ace/IaHHsl.

[Tanku ¢ JOKyMEHTaMH, MOJJIEKAIIUMH PACCMOTPEHUIO B COOTBETCTBHH
C IPOEKTOM MOBECTKH JIHS 3aCENaHMs TEPPUTOPHUATBHON KOMUCCHH, KOMIUIEKTYET
U pa3gaeT 4WieHaM TEepPPUTOPUAIBHOM KOMHMCCHHM TMIE€pe/] HadajJoM 3aceJaHus
pabOTHUK anmnapaTta, OTBETCTBEHHBIN 3a BEJCHHUE JEIONPOU3BOICTBA.

8.2.7. Ilepen Hauanom 3acenaHusi paOOTHHMK amnmapara, OTBETCTBEHHBIM
3a BEJECHHUE JEJONPOU3BOACTBA, JHUOO CEKpPETaph TEPPUTOPUATBHON KOMHCCHUH,
PETUCTPUPYIOT  YIEHOB  TEPPUTOPHUAIBHOM  KOMHUCCHH, IPUCYTCTBYIOLIUX
Ha 3acellaHWd W TMPUIJIAIIEHHBIX Ha 3acelaHHue JIML, CIUCOK KOTOPBIX
MPEJICTABISIETCS MPEACEAATENI0 TEPPUTOPHUATBHON KOMUCCHUHU.

8.2.8. Ha 3acemaHum TeppuUTOPUATIBHON KOMHCCHUU BEIETCS MPOTOKOI
U MOKET MPOM3BOAUTHCA ayauO3amuch (BUAECO3alKCh). B cilydae mpou3BojCTBa
ayJlno- WIM BHUJEO3AIUCH YJIECHbl TEPPUTOPUAIIBHON KOMHMCCUM U IPUIJIALLIECHHBIE
YBEJIOMJISIFOTCSI 00 3TOM JI0 OOBSBIICHUS TOBECTKHU JTHS 3aCeaHus.

8.3. BhITyCK TOKYMEHTOB, PACCMOTPEHHBIX Ha 3aCENAHUU TEPPUTOPHUATIBHON
KOMUCCHH.

8.3.1. JIokyMeHTBI, pPACCMOTPEHHBIE HA 3aCE€JaHUHU TEPPUTOPHUAIBHOU
KOMUCCHH B CITy4yae, €CJI B XO/I€ 3ace/laHusl BHOCUJIUCh U3MEHEHUS, TOJKHBI OBITh
nopaboTaHbl, a 3aTeM MOAMNKUCAHbI, 3aPETUCTPUPOBAHBI U PA30CIIaHBI.

8.3.2. Cpok nopabOTKH JOKYMEHTOB HE JOJHKEH MPEBBIIATh TPEX pabouux
JTHEH 1mociie AHs 3aceJaHusl, €CJIM UHOM CPOK He onpezelieH (eepantbHbIM 3aKOHOM
u/umn 3akoHoM CaskTt-IletepOypra, periiaMeHTOM TEpPPUTOPUATILHON KOMHUCCUU

HJIN HC OIr'OBOPCH Ha 3aCCIaHNH.
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8.3.3.Ilpu nmopaboTKe MOKYMEHTAa WCIIOJIHHUTEIb BHOCUT B TEKCT

COIJIaCOBaHHBIE B  XOJ€ 3acelaHusi M3MEHEHMs. B ciydae DOpuUHATHA
TEPPUTOPUAIBHOM  KOMHUCCHUEH  pemeHuss O  HEOOXOJUMOCTH  KOHTPOJIA
3a BBINOJIHEHUEM PELIEHUS €r0 TEKCT JOINOJHAETCS IIYHKTOM, B KOTOPOM
HA3HAYaIOTCH JINLA, OTBETCTBEHHBIE 33 UCIIOJHEHHUE.

8.3.4. JIoKyMeHT, TOJICKAIMMUN MOANUCAHUIO (BKJIIOYAsT TPUIOKEHHUS),
HNOJTOTOBJICHHBI Ha OyMa)XHOM HOCHUTENE, BU3HMPYETCS HCIOJHUTEIIEM,
OTBETCTBEHHBIM 3a €0 OATOTOBKY.

JIOKyMEHTBI (BKIIFOYAst MPUIIOKEHHUS), COoAEepKaIne BOIIPOCHI
(¢uHaHCHpPOBaHUS BBIOOPOB, (PMHAHCOBOIO OOECHEUEHUs TEKYLIEH NeATeIbHOCTH
TEPPUTOPUAIIBHOM KOMHMCCHHM, B 0O0S3aTE€IBbHOM IMOPSIIKE BH3UPYIOTCS TJIABHBIM
OyXrajarepoM TeppUTOPUATBHON KOMHCCHHU.

JIOKYMEHT, TNOJUIeKalluil  moAmucaHuio  (BKJIIOYas  MPUIIOKEHHUS),
corjacoBaHHbli cpenctBamu [1J] w mpuHATBHIA 0e3 M3MEHEHUN Ha 3aceaHuU
KOMUCCHH, pacleuyaThIBA€TCsl HA COOTBETCTBYIOLEM OJIaHKE, K HEMY ITPHOOIaeTcs
JUCT COIJIACOBAHUsA, 3aTEM JOKYMEHT IPEACTABISAETCS Ha IOANUCH CEKPETaplo
Y IIPEACENATENIO TEPPUTOPUAIBHON KOMUCCHH.

JlopaboTka M COTJacoBaHHE JOKYMEHTOB, PaCCMOTPEHHBIX HA 3aceJaHUU
KOMUCCHH, MOXET OCYILIECTBIATHCS cpencTBamu [1/].

Bu3bl npocTaBistoTCs aHATOTUYHO MOPSAJKY, YKa3aHHOMY B a03alle TpeTheM
nyHkra 8.2.3.

IIpr MOATOTOBKE M COTIACOBAHHUM IMPOEKTOB TOKYMEHTOB cpencrBamMu I1/]
JHCT COTJIACOBAHUS MPUOOIIAETCS K MOATMHHUKY JOKYMEHTA,

8.3.5. PaboTHHK amnmapaTa, OTBETCTBEHHBIN 3a BEJIEHUE JEJIONPOU3BOJCTBA,
CJIEUT 33 KOMIIJIEKTHOCTBIO IIPUJIAraéMbIX K PELICHUIO JOKYMEHTOB U PACIOJIaraet
UX B TOM NIOCJIEIOBATEIBHOCTH, B KOTOPOU OHU YIIOMHUHAIOTCS B TEKCTE.

8.3.6. Ecmu BOmpoCHl, COAEpIKAIMECS] B PEIICHUH TEPPUTOPHATBHON
KOMMCCHUH, KacCalTCsA JEATEIBbHOCTH OJHOM WM HECKOJIBKMX CTOPOHHHX
OpraHu3aluid, K JOKYMEHTY IIpUJIAraeTcsi JIUCT COTJIACOBAHUSA, B KOTOPOM

YKa3bIBAIOTCA HAWMMCHOBAHHEC OpraHni3aliiv, AOJKHOCTb, MHHUIHAJIBI U (1)aMI/IJ'H/IH
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AOJDKHOCTHOI'O JinHa, € KOTOPBIM 3TOT JOKYMCHT COIVIACOBAH, W CTAaBHUTCA

ero coOCTBEHHOPYYHas MOAMUCH.

CornacoBanne MOXeT OGOPMISTECS Ha TIOCIAEAHEM JIUCTE PEIICHUS
TEPPUTOPUAITBHON KOMUCCHH.

8.3.7. K opopmiieHHOMY pelIeHUI0 TepPUTOPUATHLHON KOMUCCHUU PAOOTHHUK
anmapara, OTBETCTBEHHBIM 3a BEJIEHHWE JEJONPOU3BOACTBA, TOTOBUT OTYET
O PacChUIKE MO COOTBETCTBYIOIIMM aJpecaraM W pPa3MELICHUH pEUIECHUN
TEPPUTOPUAIBHOM KOMHUCCMM Ha o¢uuuanbHoM caiite (nmpuioxkenue Ne 10
Kk HWuctpykiuu). CHOUCOK JOJDKHOCTHBIX —JiMIl  (OpraHu3ainuii), KOTOPbIM
HAIPaBJISIETCSl PEIICHHE TEPPUTOPUATIEHON KOMHUCCHH, MOXKET OBITh MOJTOTOBJIICH
cpenctBamu [1]1.

B cnimcok BKIIIO4arOTCs MIa, KOTOPhIe OyAYyT 3a/1€iCTBOBaHbI B peau3aluu
MPUHATOTO IOKYMEHTA WM JTOJKHBI ObITH MPOUH(OPMHUPOBAHEI O €r0 COJIePKAHUU
Y KOTOPBIM 3TOT AOKYMEHT JIOJIKEH OBITh Pa30CIiaH.

CHnucok pacchUIKM JOKYMEHTOB TOJIIMCHIBAETCS PaOOTHUKOM armmapara,
OTBETCTBEHHBIM 3a BEJICHHE AEJIOMPOU3BOACTBA U YTBEPKIAETCA IMpeacenaTeaeM
TEPPUTOPUAITBHON KOMUCCHH.

8.3.8. OdopmIleHHBINT KOMILJIEKT JOKYMEHTOB (peiieHue, 0003HaueHHbIE
B €0 TEKCTE MPUJIOKEHHUSI, CIUCOK PACCHUIKM ) paOOTHHK anmnapara, OTBETCTBEHHBIN
32 BEJICHHE JIEJONPOU3BO/ICTBA, IEPEAAET HA MMOAIUCH IPEICENATENIO U CEKPETAPIO
TEPPUTOPUATIBHON KOMUCCHH.

8.3.9. Pemienne  moAmMChHIBaETCS ~— NPEACENATENIEM M CEKPETapeM
TEPPUTOPUAIIBHON KOMHUCCHH.

Ecnn Ha 3acenaHuu TEeppUTOPUANIBHOW KOMHCCHHM MpPEICENaTeNbCTBOBA
3aMECTUTENIb  MpEeACcenaresis  TEPPUTOPHUAIBHOW  KOMHMCCHM,  CEKpeTapb
TEPPUTOPUAIBHOM KOMHUCCUU WM OJWH W3 YJICHOB TEPPUTOPUATBLHON KOMHUCCHH,
a TaK)Ke eClii MOJHOMOYHS CEeKpeTapsi TEPPUTOPUATILHON KOMHCCHH OCYIIECTBIISI
OJIMH W3 WICHOB TEPPUTOPUATIBHON KOMHCCHH C MPAaBOM PELIAOLIEro roJoca,

TO TIOJAMKUCH B MPOTOKOJIE, HA PEIICHUH O(POPMIIIIOTCS CIETYIONIUM 00pa3oM:
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«3aMecTUTENh Npeacenarenas TEPPUTOPHAIIBHOM KOMHUCCHM» — B  Cllydae

BPEMEHHOT'0 OTCYTCTBHS NPEACEAATEN TEPPUTOPUATBHON KOMHUCCHY;

«Hcnonssrommii 003aHHOCTH TIPEACEaTeNs TEPPUTOPHATIBHON KOMUCCUN —
npu Hannuuu pemeHus Cankrt-IlerepOyprckoil  u30MpaTtenbHOM KOMUCCHU
O BO3JIO)KCHUM HA OJIHOTO M3 WICHOB TEPPUTOPHUAIBHON KOMHMCCHH ITOJIHOMOYHUI
npeaceaaTens TEPPUTOPUATIBHON KOMUCCHUY;

«IIpencenaTenbCTBYIOMMI HA 3ace€JaHUU TEPPUTOPHAIBHONM KOMUCCHN» —
B Clly4ya€ BpPEMEHHOIO OTCYTCTBHS NPEACEAATENs, 3aAMECTUTENSA IpPEICeNaTess
TEPPUTOPUAIIBHOM KOMHUCCHHM, OTCyTcTBUA pemenus Cankr-lIletepOyprekoi
n30UpaTeIbHOM  KOMHMCCHHM O  BO3JIOKEHHMM  IOJIHOMOYHMI  mpelceaaress
TEPPUTOPUATBHON KOMHUCCUU Ha OJHOTO M3 YWIECHOB TEPPUTOPUAIBHOW KOMHUCCHU
C IPaBOM pELIAOLIEr0 T0J0ca W IPU HAIWYUU PELIEHUS TEPPUTOPHUATIBHOM
n30upaTeabHON KOMUCCHH;

«Mcnonusommii 0043aHHOCTH CEKpeTapsi TePPUTOPUATIBHOM KOMUCCHM —
B Cllyda€ HaJu4Ms PEIICHUs TEPPUTOPUATIBHOW KOMHUCCHH O BO3JIOKECHUU
MOJIHOMOYMI CEKpeTapsi TEppPUTOPUATIBHON KOMHCCHUM Ha OJHOIO M3 YJIEHOB
TEPPUTOPUAITBHON KOMUCCHH.

«Cekperapp  3acefjaHusi  TEPPUTOPUAIBHOM  KOMHCCHUM» —B  Cllydae
BPEMEHHOT'O OTCYTCTBHUSI CEKpeTapsi M30MpaTeIbHON KOMHCCHUM U TPU HATUYUU
pELICHNS TEPPUTOPUATBHON KOMUCCHUHU.

8.3.10. [locne mnoamuWicaHuss pEUIEHUS PETUCTPUPYIOTCA B  JKypHaJe
perucTpanuu peueHui, B KOTOPOM MPEeAyCMaTPUBAIOTCS: MOPSIAKOBBIN HOMEp, J1aTa
NPUHATUS ~ pPEUICHUs, PETUCTPAUMOHHBIA  HOMEp, COACpPKAHUE  PEUICHUS
Y HOMEp JeJ1a XPaHEHMUS.

8.3.11. PelieHusi HyMepyroTCcsi B XPOHOJOTHYECKOM IOCIEI0BATEILHOCTH
B IIpefesax CpoKa IOJHOMOYMM TEPPUTOPUAIBHON KoMmMuccuu. Homep perieHus
TEPPUTOPUAIBHOM KOMHUCCHUM COCTOMT U3 HOMEpPa MPOTOKOJIA 3acedaHus
U TIOPSIIKOBOTO HOMEpa Bompoca, (Hampumep: 1-5).

8.3.12. Yka3aHHbI€ BbIllI€ PEKBU3UTHI BHOCSITCS B PETUCTPALIMOHHO-YUYETHYIO

dopmy. B cnyuae ucnonszoBanus I1J] k PYK mpukpermsercs Tekct qoKkymeHTa
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B (hopmate docx (st Tabnui qomyckarotes (aitnel popmara x1sx) v 3JIEKTPOHHBIN

obpa3 gokymeHnTa B (hopmare pdf (mpu HEOOXOIUMOCTH), a TAKKE JIeJIaeTCs CBI3Ka
C JIOKYMEHTaMH{, NOCIY>XHUBUIMMH OCHOBAaHHEM JUIsl PAaCCMOTPEHHsI BOIpoOca
Ha 3aCeJJaHuU TEPPUTOPHAIBHON KOMHUCCHUHU.

8.3.13. Pa3perieHue Ha THPaXKUPOBAHHE JOKYMEHTOB B HEOOXOJIWMOM
KOJIMYECTBE JAET MPEACENaTeslb TEPPUTOPUAIBHOW KOMHMCCUH. JOKyMEHTBI
TUPOXUPYIOTCS ~ paOOTHUKOM  ammapaTa, OTBETCTBEHHBIM 33  BEJICHUE
JIEJONPOU3BOACTBA, HA KaXKJIOM KONMHM JOKyMEHTa MpPOCTAaBISETCS I€4aTh,
YAOCTOBEpSIOIIAs  MOANKUCH  TOpeacenaTenss TEePPUTOPUAIBHOW  KOMHUCCUU
U CEKpeTapsi TEPPUTOPUATILHON KOMUCCUH (0€3 BOCTIPOU3BEACHHUSI TTOAMCEN).

8.3.14. Komusi pemeHns TEPPUTOPUAIIBHOW KOMHCCHUM  HANpPaBJIsAETCA
3aBUTENI0 B Cllydyae, €CJIM €ro OOpalleHHEe B TEPPUTOPHAIBHYI0 KOMHUCCHIO
IOCIIY)KWJIO  OCHOBAaHMEM JUII pPacCMOTPEHHMS  BOIpoca Ha  3acelaHuH
TEPPUTOPUAITBHON KOMUCCHH.

8.4. OdopmieHre MPOTOKOIIA 3aCEaHUS TEPPUTOPUATIEHON KOMUCCHUU.

8.4.1. IlpoTrokon 3acenaHus TEPPUTOPHAIIBHOM KOMHUCCUU O(OpMIISIETCS
Ha OylaHke ycTaHOBJIEHHOM (opmbl (mpuioxkeHue Ne 4 x MHCTpyKuMH) B CpOK,
HE TPEBBIIIAIONTNAN TpeX pabouux aHel nocie aHs 3acenanus. [IpoTokon 3aceqanus
TEPPUTOPUAIBHOM  KOMHCCUM  MOXET  ObITh  OQOpMIIEH  CpeACTBaMU
IT/1 ¢ ucnonp30BaHUEM COOTBETCTBYIOIETO 11a0I0Ha OJlaHKa JOKYMEHTAa.

8.4.2. Ilporokon 3acenaHusi MOXET O(OPMIIATHCS B MOJHOM WIM KpPaTKON
dbopwme.

8.4.3. TekcT mpoTOKOJIa 3aceaHus TEPPUTOPUATBHON KOMUCCHH COCTOUT
Y3 ABYX 4acTel — BBOJHOW U OCHOBHOM.

8.4.4. B BBOAHOW 4YacTH NMPOTOKOJIA YKA3bIBAIOTCS MHUIMAIBI U (PaMUIHSL
npeacenarenas TEPPUTOPUATIBHON KOMHUCCHH (IIPEICeNaTeNbCTBYIOMIET0), a TAKKe
NPUCYTCTBYIOIIMX: 3aMECTUTEN MpeaceaaTesiss TeppUTOPUATbHOM KOMHUCCUH,
CeKpeTapsi TEpPUTOPUATIBHOM KOMHCCHUHM M YJIEHOB TEPPUTOPUATIBHON KOMMCCHH,

JIML, IPUTTIAIICHHBIX HA 3aCCIaHNC, B aﬂ(l)aBI/ITHOM IopsAaKeE.
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Homyckaercss odopmiieHHe MPUCYTCTBYIOIIUX  OTAEIBHBIM  CIIUCKOM

C yKa3aHWeM WHUIMAJIOB, ¢GaMuiauii u goipkHocTedl. CHUCOK mpuiaraercs
K IIPOTOKOJTY 3aceaHusl.

8.4.5. [loBecTka mHS BKJIIOYAETCS B BBOJAHYIO 4YacTh MPOTOKOJA.
OHa COCTOUT U3 MEPEUUCIICHUs] BOIIPOCOB, KOTOPhIE 00CYXKIal0TCsl Ha 3acedaHuH,
U 3aKpeIuisieT MOCIEAOBATEIbHOCTh UX O00CYXIEeHUS W (aMUINU JOKJIATIMKOB
(BBICTYMAIOIINX ).

Kaxx1ip1i1 Bompoc MOBECTKU JHS 3acelaHus HymepyeTcs: apadbckoil nudpoid,
€ro HanMeHoBaHue HOpPMYTUPYIOT ¢ ipematora «Oy» umu «O06y». [1o kaxaoMy myHKTY
YKa3bIBa€TCs JOKJIATUHK.

8.4.6. OCHOBHAsg 4acTh MPOTOKOJIA COAEPKHUT CTOIBKO PA3AEIOB, CKOJBKO
IIYHKTOB BKJIFOYEHO B ITIOBECTKY JHS. B COOTBETCTBUM C HEW pa3liebl HyMEPYHOTCS.

Kaxnprit pazaen cocrout u3 tpex yacret: «CJIVITAJIN, « BBICTYITIIN»,
«PELINJINA», KOTOpBIE MEYaTArOTCA OT TPAHULBI JIEBOTO IMOJSA MPONHCHBIMHU
OyKBaMHU.

B yactu « CJIYIIAJIN» kpaTKO U31aracTcsi TEKCT BBICTYIUICHUS JOKIATIMKA.
Nuanmmansl u daMmwinsg — JOKJIAqYMKa TMe4aTaloTcsl € KpacHOM  CTPOKHU
B HMMEHUTEIBHOM TMaJeXe. 3amuch JOKIaJa H3JIaraeTcs OT TPEThEero Jauua
€MHCTBEHHOT'O YHCJIa U OTIEISAETCS OT (PaMUIIMK THUPE.

Ecnu TekcT noknama mpuiaraercss K MpOTOKOJIY, TO HCIIOJIb3YETCS CChLIKA
«TekcT noknaga npugaraeTcs».

B wactm «BBICTVYIIMJIM» nepeyucnstorcss BBICTYNAIOIIAE W aBTOPBI
BONPOCOB. MHUIMAaNbI ¥ (haMuiIMsl BBICTYNAIOLIETO MeYaTaTCs C KPaCHOW CTPOKH
B UMEHUTENbHOM majexe. KpaTkas 3amuch BBICTYIUIEHHMS 10 CYILIECTBY
paccMaTpUBaEMOT0 BONpoca (MO PELICHUIO NMPEACEAATENbCTBYIOIIET0) U3JIaraeTcs
OT TPETHETO JIMLA €IUHCTBEHHOI'O YUCIIA.

Ecnau TekcT BbICTYIUIEHMSI Mpuiaraerca K MPOTOKOIY, TO HMCIOJIb3YeTCs
cchlIKa « TeKCT BBICTYIUICHHSI PUIIATAETCS.

B uactu «PEIINJIN» oTpaxkaeTcs MPUHATOE PEIICHUE MO 00CYyKIaeMOMY

BOIIPOCY M Pe3yJIbTaThl TOJIOCOBAHUS.



57
B nporokone 3acemaHus oTpaxkaeTcss HalW4yhe 0cOOOr0 MHEHMs Yy 4JIeHa

TEPPUTOPUATBHON KOMUCCUH, 0(OPMIIEHHOE B MUCBMEHHOM (popme 0coboe MHEHHE
MOMEIIAETCS MOCIE PEIIEHNUS, B CBSI3U C KOTOPBIM 3TO MHEHHE HU3JIOKEHO.

8.4.7. Ilporokon 3aceaHus IIOATIUCHIBACTCS npeacenaTenemM
WIM TIPEJCENaTeNIbCTBOBABIIMM Ha 3aCeJaHUU U CEKPETapeM TEPPUTOPHATIBHOU
KOMUCCHH (MJIH 4WICHOM TEPPUTOPHAIbHOI KOMUCCHH, UCTIOHSBIIUM 00513aHHOCTH
CEKpeTapsi TEPPUTOPUATILHON KOMUCCHUN ).

8.4.8. Ilocnie moanucaHusi MPOTOKOJBI PETUCTPUPYIOTCA C MUCIOJIb30BAHUEM
peructpanonHo-y4etHo  (opmel.  [IpoTokonmel  3acemaHuwii  HyMEpYrOTCS
B XPOHOJIOTMYECKOM ITOCJIENOBATEIbHOCTH B IPEAENaX CpPOKa IOJTHOMOYMI
TEPPUTOPUAITBHON KOMUCCHH.

8.4.9. [IpoTokoubl 3aceaHuil TEPPUTOPUATIBHON KOMUCCUH, IPUOOILIEHHBIE
K HHM peuleHUus BMECT€ C MaTepuallaMM, MOCIYXUBIIMMHA OCHOBaHUEM
JUISL UX TPHUHATHS, OCOOBIMH MHEHUSMHU YICHOB TEPPUTOPHAIIBHOM KOMHUCCUU
XpaHATCS y mpenacenarens (cexkperaps Wi pabOTHHKA almapara, OTBETCTBEHHOTO
3a BEJCHHE JICNONPOU3BOJICTBA) TEPPUTOPUAIBHOM KOMHCCHHM, a 3aTeM,
oQopMJIEHHBIE B COOTBETCTBHHM C TpeOOBaHUSAMU MHCTpyKLIMH, MEpPEaaroTCs

B APXUB.

9. OdopmiieHNe MPUKA30B Mpe/ceaaTe s TePPUTOPHATBHON KOMUCCHH

9.1. Ilpuka3z mnpencenarens TEPPUTOPUAIBHOM KOMHUCCHUU 110 OCHOBHOM
NesTebHOCTH (fasiee — npuka3) odhopmiisieTcsi Ha OJIaHKE YCTaHOBJICHHOU (HOPMBI
(npunoxxenne Ne 4 k HCTpyKIIMM).

9.1.1 ITpoexTbl NpPUKA30B TOTOBATCA MO TMOPYYEHUIO TMpeacenaTens
TEPPUTOPUAITBHON KOMUCCHH.

[Ipuka3pl MOTYT TOTOBUTHCSI M COTJIACOBBIBAaThCS Takke cpeactBamu I[1]1.
[Ipu nmoaroroBke mnpuka3zoB cpenctBamu [IJ] ucronp3yercs COOTBETCTBYIOLIWN
ma6JIoH OJ1aHKa IOKYMEHTA.

9.1.2. Tekct mpuKaza COCTOUT, KaK [MPaBUIO, U3 KOHCTATUPYIOILIEH

Y PaCIOPSAAUTEIBHON YaCTEN U JIOJKEH UMETH 3ar0JIOBOK.
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9.1.3.B KOHCTaTupyroued 4YacTH U3JAraloTcsia LeId U 3aJa4u

MPEANUCHIBAEMBIX ACHCTBUI. ECIIM OCHOBaHMEM K H3JAHUIO IIpUKa3a SABISETCA
HOPMATUBHBIM  NPAaBOBOM  aKT  WJIH  PACHOPANWUTENBHBIA  JOKYMEHT,
TO B KOHCTAaTUPYIOLIEH YaCTH YKa3bIBAIOTCA €r0 Ha3BAHUE, 1aTa, HOMED, 3ar0JI0BOK.

9.14.B  pacnopsaudTelbHOM  4YacTH  COJEpXKATCA  NEPEUHCICHUE
MPEINKUCHIBAEMBbIX  JCUCTBUM, CpPOKM W ucnoiaHuTenn. [lyHKTBI Tmpukasa
HYMEPYIOTCS apaOCKUMU LIUPPAMH C TOYKON 1 HE UMEIOT 3ar0JIOBKOB.

9.1.5. Ecnn npuka3 M3MEHsET, OTMEHSIET WIH JONOJIHIAET paHee W3JaHHbBIN
IIPUKA3 UM €ro OTAEIbHBIE IYHKTHI, TO 3TO OTOBAPHUBAECTCS B TEKCTE MPHUKA3a.

9.1.6. B nocnenHeM MyHKTE pacopsIuTeNIbHON YacTH, IPU HEOOXOAMMOCTH,
YKa3bIBA€TCsl  JTOJDKHOCTHOE  JIMIIO, HAa KOTOPOE  BO3JAraercsi KOHTPOJIb
3a UCIIOJIHEHUEM IIPUKA3a.

9.17.1lpy HanmMuMu TPUIOKEHUNW K TPHUKA3y B TEKCT€ HA HHUX
00s13aTENBHO JENAETCsl CChUIKA.

9.1.8.IlpoekT mpukKaza W  NOPWIOKEHUS K HEMY  BU3BHPYIOTCS
HEIMOCPEACTBEHHBIM UCIIOJIHUTEIEM.

Ecim B mnpukasze coaepkarcss BOOpoOChl (UHAHCHUPOBAaHHSA BBIOOPOB,
o0ecrieueHus: NeATENbHOCTH TEPPUTOPUANIBHON KOMHCCHUH, TO OH BHU3UPYETCS
y TJIaBHOTO OyXraiTepa.

[Ipukassl, moaroroBiieHHbIE cpenactBamMu [I/[, BU3MPYIOTCS aHAJIOTUYHO
IpUKa3am, MOAroTOBICHHBIM Ha OyMa>KHOM HOCHUTEJIE.

Bu3bl npocTaBistoTca Ha 000POTHOM CTOPOHE MOCIEAHETO JIMCTA JOKYMEHTA
(mpukaza, TPWIOKEHUS K HEMY) IO YCTAaHOBJICHHOW Qopme (IpHiioKeHHE
Ne 9 k MncTpykumn).

[Ipyr moATOTOBKE U COTIACOBAHUM MPOEKTOB NIPUKa30B cpeacrBamu 111 mucr
COTJIACOBAaHUSl pacleydarblBacTcsi Ha OOOPOTHOM CTOPOHE TOCIEAHEro JIHCTa
JOKyMeHTa (IIpuKasa, IpuiIoKeHus K HeMy). [Tpr HeoOXoaAMMOCTH NOTydYeHUs BU3bI
JOJDKHOCTHOTO JIMIIA Ha JIUCTE COrJIaCOBaHWs MPHUKA3a, ITOATOTOBJIEHHOIO
cpenctBamu 1/, nokyMeHT nepenaercsd Ha OyMa)KHOM HOCUTEJIE Ha BU3UPOBAHUE

COOTBETCTBYIOIIEMY JAOJKHOCTHOMY JIUILY.
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9.1.9. Ilocne moanucaHusi MPUKa3bl PETHUCTPUPYIOTCA C HCIOIb30BAHHEM

pPEruCTpalluOHHO-YYeTHOU (QOopMbI M (QOPMHUPYIOTCS B Jela B COOTBETCTBUU
C HOMEHKJIATypOl i€ TEeppPUTOPUATBHON KOMHUCCUU BMECTE€ C JOKYMEHTaMH,
MOCIIYKUBLIIMMHU OCHOBAHHUEM JIJIS1 M3/1aHUS MPUKa3a.

B ciyuae ucnonszoBanust qis peructpauuu 111 k. PYK npucoenunsiorcs
TeKCT mpukaza B (opmare docx wmu xlsx (st Ta®mui AomyckaroTcs (aitis
dbopmara xIsx), aneKTpoHHBIN 00pa3 npukasa B ¢popmate pdf (mpu HeoOX0UMOCTH)
U JIENIAI0TCS CCBUIKM Ha JTOKYMEHTBI, MOCIIYXXUBIIME OCHOBAHHUEM JUISl M3JAHUS
pUKasa.

9.1.10. IIpuka3am npuUCBauWBaIOTCS PETUCTPALMOHHBIE HOMEpA B Mpeaesiax
KaJICHJAPHOTO Iro/1a.

9.2. OpopmiieHne TpUKA30B TMpeaceaaTeass W30UpaTebHOW KOMHMCCHU
10 KaJpOBBIM BOIIPOCAM.

9.2.1. Ilpukasel npeacenaTenss TEPPUTOPUATIBHON KOMHUCCHM IO KaJPOBBIM
BOIIPOCAM M3JIAIOTCS 10 KOHKPETHBIM BOIIPOCAM, CBSI3aHHBIM C JEATEIBHOCTHIO
YIEHOB TEPPUTOPUATIBHOM  KOMHCCHUHM, TMPUEMOM Ha T[OCYJapCTBEHHYIO
rpaxkaaHcKyto cinyk0y Cankr-IletepOypra B annapat TeEppUTOPUATIEHON KOMHUCCHH,
IPOXOXKJACHUEM TPaKIaHCKON CITy>KObl U YBOJIBHEHHUEM C T'PAXKIAHCKOM CITy OBl
B allfapaTe TeppUTOPUATILHON KOMUCCHUHU.

9.2.2. Ilpukassl mpeaceaaTenss TEPPUTOPUATIBHON KOMUCCHUH MO KaJIpOBBIM
BOIpocaM 0(GOPMIIIIOTCS aHAJIOTMYHO MIPHUKa3aM MpeaceaaTeis TePPUTOpUaIbHON
KOMHUCCHUM TIO  OCHOBHOM  JesarenbHOCTH.  [Ipukasam  mpucBaumBaroTcs
pPErHCTpAallMOHHBIE HOMEpa B IpeAesax KaJeHJapHOro Troja, IpU 3TOM
K MOPSIAKOBOMY HOMEPY 4epe3 AePUC NpOoCTaBseTcss OYKBEHHbBIN MHACKC «K».

9.3. Konuu npuKa3oB 3aBEpsIOTCS M1€YaThIO TEPPUTOPUATIBHON KOMUCCHUMU.

9.4.lIpuka3sl BMecTe C MPUOOMIEHHBIMM K HUM JOKYMEHTaMH,
MOCIIYKUBIIUMU OCHOBAaHMEM MJid UX HW3JaHus (B TOM 4YHCIIE€ pacliedyaTaHHBIMU
KOIMUSMH JIOKYMEHTOB, TOCTYITMBIINX/TIOATOTOBIICHHBIX B JJIEKTPOHHOM BHJIE),
bopMupyIOTCA B Jiejia COTJIAaCHO HOMEHKJIATYpe AeN TEPPUTOPHAIBHON KOMHUCCHUH,

XpaHATCs y Mpeacenaress Wik paboTHUKA anmnapara, OTBETCTBEHHOTO 3a BEJICHUE
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JIETIOTIPOU3BOJICTBA B TEPPUTOPUATHLHOM KOMHCCHHM, a 3areM, O(opMIICHHBIC

B COOTBCTCTBHH C Tpe60BaHI/I}IMI/I HHCTpYKI_II/II/I, NepeaarOTCAa B apXuB.

10. KoHTpPOJIb HCIIOJTHEHHS JOKYMEHTOB U NOPYYeHUI

10.1. KoHTpoJ10 UCTIOJTHEHUSI TTOJIEXKAT:

MOPYUYCHHUSI, COJIepXkKAlIMecs B TOCTAHOBJIEHUSX U JPYTrUX JOKYMEHTax
MUK Poccuu, Cankr-IlerepOyprckoil m3OupaTenbHOW KOMHUCCHUHU, B PEIICHHSIX
TEPPUTOPUAIIBHON KOMUCCHH;

MOPYUYEHHUSI, COJIepkaluecs B MpUKa3zax MIpeaceaaTess TePpUTOPUATbHON
KOMHCCHU;

MUCbMEHHBIE TIOpYYEHUs TIpeacenaTens (3aMeCTUTENsl MpeacenaTens,
CeKpeTapsi) TEPPUTOPHATBHON KOMUCCHH;

BXOJIAIIIME JOKYMEHTBI, B TOM YHCJI€ MHUCbMEHHBIC OOpaIieHUs] TPpa)xjaaH,
yKka3aHHble B [lepeuHe mojjexaniux KOHTPOJO0 JOKYMEHTOB ¢ yKa3aHUEM CPOKOB
ucrnonnenust (npusoxenue Ne 11 k MHCTpyKkimu), B COOTBETCTBUU € yKa3aHUSIMU
110 UCIIOJIHEHUIO IOKYMEHTA Ipe/iceaTelisl TEPPUTOPUATIbLHON KOMUCCHUU;

HCXOSNINE JOKYMEHTHI, TpeOYIOIINe OTBETA;

NOPYYEHHUSI, COAEpKAIIMECs B MPOTOKOJIAX 3aCENAHUN TEPPUTOPUATIBHOU
KOMUCCHU;

IIJIAHBI MEPOTIPUATHMN.

10.2. KonTposnbs HUCHOJHEHUS JOKYMEHTOB, YKa3aHHbIX B moapaszaeine 10.1
NHcTpykiuu (32 UCKIIOYEHUEM MCXOJSIIMX JOKYMEHTOB), IO CYIIECTBY
3aTPOHYTHIX B HHUX BONPOCOB OCYIIECTBISIET MpeacenaTeiab (CEeKpeTaph)
TEPPUTOPUATIBHON KOMUCCHH.

10.3. KoHTposib HCHOJHEHHUS MCXOJAIIMX JTOKYMEHTOB, B TOM YHCIE
32 CBOEBPEMEHHOCTHIO IIOJYYEHUSI OTBETOB Ha 3alpoChl TEPPUTOPUAITIBHON
KOMHCCHUH, OCYIIECTBJISECT paOOTHUK ammapaTa, OTBETCTBEHHBIM 3a MOATOTOBKY
JTAHHBIX JTOKYMEHTOB.

10.4. Cpoku WCHOJTHEHUS TOPYYEHHM, COACPKAIIMXCI B PEIICHUSAX

TEPPUTOPUAIIBHOM  KOMHUCCUHM, TpHUKa3zax MpelcefaTesss TeppUTOPHAIbHON
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KOMHCCHH, TUCBMEHHBIX MOPYYEHUH MpeacenaTens (3aMecTUTENs Mpeaceaaresis,

CEKpeTaps) TEPPUTOPUATILHON KOMUCCUH OIPENETSAIOTCS ITUMU JOKYMEHTaMHU.

10.5. JIOKyMEHT MOMJIEKUT WCHOJHEHUIO HE TMO3AHEE, 4YeM 4Yepe3
30 xaJleHIapHBIX THEW CO JHA €ro IOCTYIUIEHUS, 32 UCKIIOYEHHUEM CIy4dacs,
IIPENYCMOTPEHHBIX IMyHKTOM 10.6 HacTosmero pasaena.

Ecnu nmocnenHuii 1eHp MCIIONHEHMS TOKYMEHTa MPUXOAUTCS Ha HepaOouuid
JI€Hb, TO OH IOJUIEKUT UCIIOJIHEHUIO B IPEALIECTBYIOIIMI eMy paOouuil 1eHb.

JlokymeHTsl ¢ noMeTkamu «BecbMma cpouHO», «CpOYHO» HCIOIHSAIOTCS
B TPEXJIHEBHBIN CPOK, TOKYMEHTHI C IOMETKOM «OnepaTuBHO» — B I€CATHIHEBHBIN
CPOK.

CpoK HCHOJTHEHUS UCUYUCISETCS B KaJeHAApHbIX AHX. s mopyuyeHui —
OT JAaTbl MOJANMWCAHUSA TNOPYYEHHMs], UIsl BXOMISIIHUX JTOKYMEHTOB, B TOM YHCIIE
oOpallleHul, — OT AaThl pErUCTPaIUK JOKYMEHTA.

Ecnn mocnenHnii A€HP MCHOJHEHUS JOKYMEHTA, COIAEPIKALIETO IOMETKY
O CPOYHOCTH HCIIOJIHEHUS, MPUXOAUTCA Ha HepaOouuid N1€Hb, TO OH IOIJICHKUT
VCITOJIHEHHIO B CJIEIYIOLIUHI 32 HUM paObOUYuil I€Hb.

10.6. CpoKM  UCHOJIHEHHSI  BXOIAIIMX JOKYMEHTOB W  OOpalleHui
YCTaHaBJIMBAIOTCS KCXOIs U3 CPOKOB, IIPEIJIaraéMbIX OpraHu3alel, HallpaBrUBILIEH
JOKYMEHT, WJIA CPOKOB, YKa3aHHBIX B IpuiokeHUu Ne 11 k MucTpyKknnn.

OOpamienuss O  HapyLIeHMH  3aKOHA, [OCTYNHMBLIME B  IEPUOA
COOTBETCTBYIOIIEH  M30MpaTeNbHOW  KaMIIaHWM, KaMIIaHUM  pedepeHayma,
UCIIOJIHSIOTCS B CPOKHM, YCTAHOBJICHHBIE 3aKOHOAATEIbCTBOM O BBIOOpAX
u pedepeHayme.

10.7. OTBETCTBEHHOCTh 32  CBOCBPEMEHHOE UM  IIOJJHOE BHECCHHE
B PETUCTPAllMOHHO-Y4YE€THYI0 (OpMy CPOKOB  HCIIOJIHEHUS  JOKYMEHTOB
U HUHQOpPMAIMM O COCTOSHHUU HCIOJHEHHUS] JOKYMEHTOB, KOHTPOJb CPOKOB
WCIIOJIHEHUS IOKYMEHTOB BO3JIaratoTCsi Ha CEKpeTapsl Wid padOTHHMKA amnmnapara,
OTBETCTBEHHOTO 3a BEJCHUE IEIONPOU3BOACTBA.

10.8.B IJIaHax MEpOIPUATH, YTBEPKIECHHBIX pELIEHUAMU

TEPPUTOPUAIIBHON KOMHCCHM, TPHKa3aMH MPEICENATeNi TEPPUTOPUATBHON
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KOMHUCCHUH, KOHTPOJIIO MMOAJICKAT CPOKH UCIIOJIHCHUA OTACIIbHBIX CI'0 ITYHKTOB.

10.9. ITpy HeoOXOOUMOCTH TPOAJIECHUS CpPOKAa MCIOJHEHUS JOKyMEHTa
OTBETCTBEHHBIN 32 UCIOJHEHUE HE MO3JHEE YEM 3a TPU JHS A0 MCTEUEHUS CPOKa
UCITOJIHEHHS IOKYMEHTa MPEACTAaBISIET HA UMS IpeAcenaTesss TepPUTOPUATbHON
KOMHUCCHH CITy’)KE€OHYIO 3allMCKy C MOTMBHUPOBAHHOM MPOCHOOI O €ro mpojJIeHuH,
KOTOpasi MOXET ObITh NOATOTOBJIEHA U corjacoBaHa cpencteamu I1J1.

10.10. JIoKyMEHT CUMTAETCsl UCIIOJTHEHHBIM U CHUMAETCSI C KOHTPOJIS 1IOCIIE
pEelIeHUs] BCEX IOCTaBJIEHHBIX B HEM BOIPOCOB, COOOIIEHHUS PpPE3YJIbTATOB
PacCMOTPEHHUS BCEM 3aMHTEPECOBAHHBIM JIMLAM.

10.11. OcHOoBaHUSIMU ISl CHAITUS IOKYMEHTA C KOHTPOJIS SIBJISIFOTCS:

CiIykeOHasi 3alucKa O CHSATHHU JOKYMEHTa (WJIU OTAEIbHBIX €ro IMYHKTOB)
C KOHTpPOJsi WIM 00 WCIOJNHEHWH JOKYMEHTa Ha WMs Ipeicenaress
TEPPUTOPUAIIBHON KOMHUCCHUM, IOATOTOBJICHHAS! OTBETCTBEHHBIM 3a UCIIOJIHEHHE
c ormetrkoi («Cormacen», «Paccmotpen», «lIpunsato») mnpencenarTens
TEPPUTOPUAIBHON KOMHUCCUU O NPHUHSITUM MCIIOJHEHHUS, KOTOpas MOYKET OBITh
IIOATOTOBJIEHA U coryiacoBaHa cpeactsamu 11/1;

pelieHrue  TEPPUTOPUAIBHOM  KOMHUCCHUM,  TpHKa3  Ipeacenarens
TEPPUTOPUAIIBHOM KOMHUCCHH T10 PE3YyJIbTaTaM HUCIIOJHEHMS TOKYMEHTA;

OTBET Ha BXOJSUIUI TOKYMEHT;

OTBETHl OT OpraHM3alMii, B KOTOpbIe JOKYMEHT ObUI HampaBjeH
JUISL PacCMOTPEHUsSI MO CYIIECTBY IOCTABJIECHHBIX B HEM BOIPOCOB U OTBETa
3asIBUTEIO;

HamnpaBjieHUe oOpalieHuss B Jpyrue OpraHu3alud JJIsi pPacCMOTPEHHS
M0 CYILECTBY MOCTABJICHHBIX B HEM BOIPOCOB M MOCIIEAYIOIIEr0 HH()OPMUPOBAHHUS
aBTOPA O pe3yJIbTaTax pacCMOTPEHUS.

10.12. JIoKyMEHT HE CUMTAETCS UCTIOJHEHHBIM U OCTAETCSI HA KOHTPOJIE:

€CIM OH HampaBisieTcss B JpyrHWe oOpraHbl WIM  OpraHu3aluuu
JUISL PAacCMOTPEHHUsT C LEJNbI0 IMOJY4YEHUS TEPPUTOPUATIBHOM KOMHUCCHEH

uH(popManuu, HEOOXOIMMOM Ji PACCMOTPEHHUS IO CYIIECTBY MOCTaBICHHBIX
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B TOKYMCHTC BOIIPOCOB. B ciy4dac HCO6XOI[I/IMOCTI/I TCppUTOpHUAJIbHAsA KOMUCCHA

uHpopmMupyer 00 3TOM aBTOpa JOKYMEHTA;

€CIM OH HampaBJsIeTcsi B  JApyrHMe€ OpraHbl WIM  OpraHU3alHH
JUISL PacCCMOTPEHUSI IO CYIIECTBY IOCTAaBJIEHHBIX B HEM BOIIPOCOB M OTBETa
3asIBUTENI0 C MOCIEAYIOIMM HHPOPMUPOBAHUEM TEPPUTOPHAIBHON KOMUCCHUU

O pe3yJbTaTax UCIIOJTHECHHUS.

11. I3roToBJjieHHE M MCII0JIL30BaHHE MeYyaTed U ITAMIIOB

11.1. Ins yaocToBepeHUs MOMJIUHHOCTH JIOKYMEHTOB WJIM COOTBETCTBUS
KOIUWA JOKYMEHTOB IMOJUIMHHUKAM, MPOCTABJIECHUA OTMETOK O IMOJIYYEHUH,
pPEruCTpalvy JTOKYMEHTOB B TEPPUTOPHAIBHOW KOMHUCCUU HCIIOJIB3YIOTCS IE€YaTH
¢ u3zoOpaxenueMm [ocymapctBeHHoro rep6a Poccuiickoit ®epeparuu (naiee —
repOOBbIE MEYaTH) U APYTHUE MI€YATH U IITAMIIBIL.

11.2. I3roTtoBieHue mnevare W IITaMIIOB OCYIIECTBIIAETCS IO YKa3aHHUIO
npejacenareias TEPPUTOPUATBHOM KOMUCCHU JIHOO B COOTBETCTBUHM C PELIEHUEM
BBIILIECTOSIIIIEN N30MPaTEIbHON KOMUCCHUH.

Htamnel ¢ (akCUMUIBHBIM BOCHPOU3BEIECHUEM MOJINUCH MpeaceaaTes,
3aMECTUTeNId  MpeAcenarelis,  CeKperapss  TeppUTOPUATIBHON  KOMHUCCUU
U3TOTOBJISIIOTCS. 1O MX  TMOPYYEHHI0O U MOTYT OBbITh  HCIOJIb30BAaHbI
JUIsl TIPOCTAaBJIEHUSI Ha OyOJIMKaTaXx M KOMUSAX MOJNUCAHHBIX B YCTAaHOBJICHHOM
NOpsJIKE TOKYMEHTOB.

11.3.T'epboBass medarb TEPPUTOPUATBLHON KOMUCCUM TPOCTABISETCS
Ha  (UHAHCOBBIX  JIOKYMEHTax, TapaHTUMHBIX  MHCbMaX,  JOTrOBOPAX,
rOCyJapCTBEHHBIX KOHTPAKTaX JIOBEPEHHOCTSX, U B JAPYTMX IMPELyCMOTPEHHBIX
3aKOHOJIATEIbCTBOM CIIyYasX.

11.4. Ha paccputaeMblX KONMUSIX PELIEHUW TEPPUTOPUAIIBHOW KOMHCCHH,
IIPUKA30B MpeJceaaTeNss TEpPUTOPUATIbHON KOMUCCUH, HA NTAKETax IPH OTIIPaBKE
JIOKYMEHTOB, TIPH OQOPMJICHUU JOKYMEHTOB Ha MPUEM TOBAPHO-MATEPHUAIbHBIX
LEHHOCTEH TMpocTaBisieTcss TepOoBas WM UWHAs TMedyaTb TEePPUTOPUATHLHOU

KOMHUCCHH.
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11.5. ITeyatn ¥ mTaMnbl MOAJIEKAT YUETy B OTACIBHOM KypHAlle ydeTa

neyaTeil ¥ mTamMnoB pabOTHUKOM armapara, OTBETCTBEHHBIM 3a JeJIONPOU3BOICTBO.
[leyaTu 1 IWITaMITBI BBIIAFOTCS MO/ OJIKCH B )KypHAJIE ydeTa eyaTeil ¥ [ITaMIIOB.
Ha xypnaie mnpocrtaBiaserca otMmerka «JICID», ero mamcTel HyMepyroTcs,
MPOIIMBAIOTCS U ONEYATHIBAIOTCS.

11.6. Ileyatn ¥ mTamobel AOJDKHBI XPAHUTHCA B HAJIEKHO 3aKPhIBAEMBIX
U OlleYaThIBa€MbIX B Hepabouee BpeMs cer(pax nim MeTalTnyeckux mkadax.

11.7. KonTponb 3a MpaBUIBHOCTHIO XPAHEHUS W MCIIOJIB30BAHUS I€YaATE
U IITaMIIOB OCYHIIECTBIIsIET PaOOTHHK ammapara TeppUTOPHAIBHON KOMHCCHUH,
OTBETCTBEHHBIN 3a JIEIONPOU3BOICTBO.

CBepka HaJIM4YMS TE€YATEH W IITAMIIOB OCYIIECTBISIETCA MPEACEAATEIIEM
TEPPUTOPUAIIBHOM KOMHUCCHH OJMH pa3 B FOJ.

11.8. Ilpumeamue B HErOAHOCTh II€YaTH M IITAMIIBI YHUYTOXAKOTCH,
O 4YeM COCTaBIIIETCA aKT, & B JKypHaJe yyeTa IeyaTeil M IITaMIIOB CTaBHUTCS
COOTBETCTBYIOIIAsI OTMETKA.

YHUYTOXKEHHUE TPOU3BOJUTCS IMOCJIE YTBEPKACHHUS aKTa MpeaceaaTesieM
TEPPUTOPUAIBHOM KOMHUCCHHU. MeTalsinyeckue IeyaTH YHUYTOXKAIOTCS IyTeM
IIOJIHOTO CIWJIMBAaHUSA TEKCTA WIM ONUJIMBAHUA JIBYMsl IIEPEKPECTHBIMU JIUHUSIMU,
KAay4YyKOBBI€ I1€YATH U IITAMIIBI Pa3pe3at0TCsl HA MEJIKME YaCTU UJIN COKUTAIOTCS.

11.9.06 yrepe mneyaTd WM IITaMIa HE3aMEIMTEIBHO CTaBHUTCS

B U3BECTHOCTH MPEACEAATENh TEPPUTOPHUATILHON KOMUCCHHU.

12. ®opmupoBaHue JeJI M Nepeaada ux B apXuB

12.1. CocraBneHue u yTBEpKACHUE HOMEHKIATYphI J€l.

Homenknatypa nen npenHasHaueHa s (OPMUPOBAHMS HMCIOJHEHHBIX
JIOKyYMEHTOB B Jena (3JIeKTPOHHbIE Jelia), CUCTEMaTU3allukM M yd4eTa Jell,
OIPEIENICHNS] CPOKOB UX XPAHEHUS W SIBJIIETCS OCHOBOW JJISI COCTABIICHHS OMMCEN
JieJT TOCTOSSHHOTO U JOJITOBpEeMEHHBIX (CBhIme 10 J€T) CpOKOB XpaHEHWs,

B TOM HYHCJIC II0 JIMYHOMY COCTaBy, AKTOB O BBIACIICHUMW K YHHYTOXCHHIO
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JAOKYMCHTOB C HCTCKINIMMHU CPOKAMH XPAHCHHUSA, a TaKXKE UL Yy4dCTa LI

B JICJIONIPOU3BOICTBE.

B HOMeHKIaTypy A€l MOTYT BKIIIOYAThCS 3aroJIOBKH €N, OTPaKAIOIIHE
JEATEeIIbHOCTh TEPPUTOPUATIBHOM KOMHUCCHHM, B TOM YHCIE JHUYHBIC JIela,
CIIPABOYHBIE M YYETHBIE KAPTOTEKU U JPYTUE YUYETHBIE POPMBI.

He BkitoyaroTcsi B HOMEHKJIATYpPY €7 NMEPUOAUYECKUE W3JIaHUS, KHUTH,
OpOIITIOPHI.

3aro0BOK JieJia TOJKEeH YETKO U B 00001eHHOH (opMe OTpakaTh OCHOBHOE
colep)kaHMe M cocTaB JOKymMeHTOoB. He momyckaercs ymotpeOieHue
HEKOPPEKTHBIX (DOPMYJIUPOBOK, BBOJAHBIX CJIOB U CIOKHBIX 00OPOTOB.

IIpu cocTaBieHUM HOMEHKJIATYphl M€l CIEAyeT PYKOBOACTBOBATHCS
pEerIaMeHTOM TEPPUTOPHUATBLHON KOMUCCHUH, IEPEYHEM TUIIOBBIX YIIPABICHYECKUX
apXUBHBIX  JIOKYMEHTOB, OO0pa3ylomuxcsi B  Tpolecce  JeATebHOCTU
roCyapCTBEHHBIX OPraHOB, OPTaHOB MECTHOTO CaMOYyIPaBJICHUSI U OpraHU3allNi,
C YKa3aHHMEM CPOKOB XpaHEHUs, YTBEPKICHHbIM mpukazom DenepanbHOro
apxuBHOro arerctBa ot 20 gekabps 2019 roma Ne 236 (manee — Ilepeuens),
[IpaBunaMu opraHu3aiuu XpaHEHUs, KOMIUIEKTOBaHUSA, YUye€Ta U MCIOJIb30BaHUS
ToKyMeHTOB ApxuBHOTO (oHma Poccuiickoit denepanuu U Apyrux apXuBHBIX
JIOKYMEHTOB B T'OCYJIapCTBEHHBIX OpraHax, OpraHaX MECTHOI'O CaMOYMpPaBJICHUS
U OpraHu3alusX, yTBEpKICHHbBIX MprUKa3oM PDenepanbHOr0 apXuBHOTO areHTCTBA
ot 31 wuronsa 2023 roma Ne 77, mopsakaMu XpaHEHUs M IEPENAYd B APXUBBI
JIOKYMEHTOB, CBSI3aHHBIX C TMOJTOTOBKOM H  TPOBEICHUEM  BBIOOPOB,
ytBepkaeHHbiMu  [IUK  Poccum u  Cankr-IletepOyprckoit  m3bupareabHOM
KOMUCCHH, HOMEHKJIATypaMHU nen TePPUTOPHUATIBHOM KOMHUCCUHU
3a IPEAIIECTBYOLINE TOBI.

[Ipu moAroTOBKE HOMEHKJIATYPHI JIe7T HEOOXOJAMMO YUYHUTHIBATh XapaKTep
BBIOOPOB, MMPOBOJUMBIX B IIPEACTOSIIEM TOTY.

Homenknarypa pen TeppUTOPHAIBHOM KOMHUCCHUM Ha IPEACTOSIIUN
KJICHIAPHBIA TOJ COCTaBJsAE€TCS pPa0OTHUKOM ammapara, OTBETCTBEHHBIM

3a BCACHHUC MOCJIOIPOHU3BOACTBA, B IIOCICAHCM KBapTal€ TCKYIICro ro/ja,
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COTJIACOBBIBAETCSl C CEKPETAPEM TEPPUTOPUAIIBHOM KOMHUCCHH, PACCMATPUBAETCS

Ha  3aCeNaHuM  OKCHEPTHOM  KOMHUCCHHM  TEPPUTOPUAIIBHOW  KOMHCCHH,
cornacoBbiBaeTcs ¢ cekperapeM Cankt-IletepOyprekoii n3dupareabHON KOMUCCHH,
yTBEpXKJIAaeTcsd MpeacefaTeieM TEPPUTOPUATIbHONM KOMHCCUM UM BBOJUTCSA
B JieiicTBue ¢ | ssHBaps cienytouiero roja (npuioxkenue Ne 12 k UacTpykuun).

HoMmeHknaTypa nen He pexe OJHOro pa3a B MATh JIET YTBEPKIAeTCs
AKCIIEPTHO-IIPOBEPOYHOU METOIUYECKOU KOMUCCUEN (manee — OIIMK)
Cankrt-IlerepOyprckoro roCyJ1IapCTBEHHOTO Ka3eHHOTO YUPEKICHUS
«llentpanpHbiii  rocynapctBeHHbli  apxuB  Cankrt-llerepOypra»  (manee —
LI'A CIIO).

B ciydae BO3ZHMKHOBEHHSI B T€UEHHUE rojia HOBBIX JI€J OHH JIOTIOJHUTEIHHO
BHOCSITCSI B YTBEPKJICHHYO HOMEHKIIATYpy JI€N B YCTAHOBJIEHHOM BBIIIE MOPSIZIKE.

[To oxoHYaHWU KaJeHAAPHOrO Toja pabOTHUK ammnapara, OTBETCTBEHHBIN
3a BEJEHUE JIeIONPOMU3BOJCTBA, B KOHIE HOMEHKJIATYpPhl JEJN COCTABIISIET
UTOTOBYIO 3aIllUCh O KOJMYECTBE 3aBEACHHBIX Jed (TOMOB, YacTeil), OTACIHHO
MOCTOSSHHOTO Y BPEMEHHBIX CPOKOB XpaHEHUs Ha OyMaXHOM HOCHUTEIE
U O KOJIMYECTBE 3aBEJCHHBIX DSJICKTPOHHBIX JI€J1 MOCTOSHHOTO M BPEMEHHBIX
CPOKOB XpaHEHHS, a TAKXKE 3aMOJHIET Tpady 3 HOMEHKIATYPHI.

Cpok xpaHeHHs] JOKYMEHTOB YKa3bIBa€TCSl B HOMEHKJIATYPE JI€T CO CChLIKON
Ha cTarblo llepeuHst niM MHOM HOPMATHUBHBIM MPABOBOM aKT, YCTAHABIIMBAIOLIUN
CPOK XpaHeHus1 JokyMeHTa. CpoK XpaHEHUs TOKYMEHTOB, HE YKa3aHHBIX B JAHHOM
[lepeune, ycraHaBnuBaercss 10 coryacoBanuto ¢  Cankrt-lleTepOyprcekoit
usbupatenpHoit komuccueit u IIMK LIT'A CTI6.

Ucuucnenue CPOKOB XpaHeHus JIOKYMEHTOB, 3aKOHYEHHBIX
JI€JIONPOU3BOJCTBOM B TEKYIIEM I'OJly, HAUMHAETCS C 1 IHBaps CIEAYIOUIEro roja.

TepputopuanbHas KOMHCCHS TaKKe BIpaBe pa3paldaThiBaTh THUIIOBBIC
W/WJIM PUMEPHBIE HOMEHKJIATYPHBI ACJ JI Y4aCTKOBBIX U30UpaTEIbHBIX KOMUCCHUH.

12.2. Opopmnenue JOKYMEHTOB, 3aKOHYCHHBIX JCJIIOMPOU3BOJCTBOM,

dbopMUpOBaHUE U TEKYIIIEE XPAHECHHE JIe]T B TEPPUTOPUATHLHON KOMUCCHH.
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3aKOHYEHHBIE JENONPOU3BOACTBOM JOKYMEHTBI oQopMIIAIOTCS

B COOTBETCTBMM C TpeOoBaHUSAMH WHCTpyKLMH, CIHMCBIBAIOTCS IpEAcenaTeeM
TEPPUTOPUAIIBHON KOMHUCCHUH B J1€J10. [[pr 5TOM B HM>KHEN YaCTH JTULIEBOM CTOPOHBI
NIEPBOTO JINCTA JOKYMEHTA Ha CBOOOIHOM OT TEKCTA MECTE CTABUTCSI OTMETKA O €T0
VCIIOJIHEHHH, JEJIaeTCsi HaANUCh «B 1emo», MOXEeT yKa3plBaTbCSd HOMEp Jelia
0 HOMEHKJaType u jara cnucaHus. Ilpy HEOOXOOUMOCTHM  OTMETKa
00 HCIOJIHEHWH MOXET OBbITh ClielaHa Ha OOOPOTHOH CTOPOHE IMEPBOrO JIUCTA
nokymeHnta. B peructpanmonnyio ¢GopMy BHOCHUTCS OTMETKa O CIHHCAHHUU
JIOKyMEHTA B JIEJIO C YKa3aHWEM HOMEpa JIea COTIaCHO HOMEHKJIIAType Je.

HcnonHeHHble  AOKyMEHTBl  (OpMHUPYIOTCA  paOOTHUKOM  ammapara,
OTBETCTBEHHBIM 32 BEJCHHME JCJIONPOM3BOJCTBA, B J€la B COOTBETCTBUU
C YTBEPKJICHHON HOMEHKJIATYPOU JEII.

Jleno cuuTaeTcs 3aBEACHHBIM C MOMEHTA BKIIOUYEHHS B HErO0 IIEPBOIO
UCIIOJIHEHHOT'O IOKYMEHTA.

3aKOHYEHHBIE JIETONPOU3BOACTBOM 3JIEKTPOHHBIE JOKYMEHTHI (POPMUPYIOTCS
pabOTHUKOM  amnmapara, OTBETCTBEHHbIM 3a BEJCHHE  JEJIOIPOU3BOJICTBA
B AJIEKTPOHHBIE Jiena (anku, JUPEKTOPUH) B COOTBETCTBUM C HOMEHKJIATYPOU J1e.

IIpu ¢QopmupoBanuu gena MpoBepseTCs MNPAaBUIBHOCTh OTHECEHUS
JIOKYMEHTOB B JIAHHOE JIENI0, KaYeCTBO 0(OPMIIEHUS U KOMILJIEKTHOCTh IOKYMEHTOB,
HaJM4MEe TMOANMUCEN, BU3, PETHCTPALMOHHBIX HOMEPOB, CIPABOK WM OTMETOK
00 WCHOJIHEHWH, CIHMCAHMM B JeJ0 W Apyrux. HenpaBuibHO o0hOpMIIEHHBIE
JOKYMEHTBI JI0JKHBI ObITH J0O(GOPMIIEHBI, & 3aT€M TOMEILIEHBI B JIETIO.

He nomyckaercs nmoMmelieHHe B JI€J0 AOKYMEHTOB, COJEP>KAHHE KOTOPBIX
HE COOTBETCTBYET 3aroJIOBKY Jena.

[Tpu popMupoBaHuM J1e7 COOTIOAAIOTCS CIETYIOIINE TPEOOBAHMUS:

JOKYMEHTBI MOCTOSIHHOTO M BPEMEHHOTO XpaHEHHs (POpMHpYIOTCS B JAela
pa3zienbHo;

B JIEJI0O BKJIIOYAIOTCS TOJBKO HCIOJHEHHbIE, MPaBWIBHO O(GOpPMIICHHbBIE

JAOKYMCHTEI B COOTBETCTBHHU C 3aroJIOBKaMHu €I B HOMCHKIIATYPC;
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BCE JIOKyMEHTBI, OTHOCSIIHECS K PEIIEHUIO OJHOIO BOIpoca, GOPMHUPYIOTCS

B OJIHO JIEJIO;

JTIOKYMEHTBI, TIOJJICKAINE BO3BPATY, B JIEJI0 HE MOMEIIAIOTCS;

B JIEJI0 TOMEMIAETCS TOJIbKO OJIMH 3K3EMIUISIP JIOKYMEHTa, YE€pPHOBHUKHU
U BapHaHThl IPOEKTOB JOKYMEHTOB B JI€J0 HE MOJUIMBAIOTCS (32 MCKIIIOUEHHEM
T€X, Ha KOTOPBIX UMEIOTCS BU3bI, YKa3aHUS MO UCIIOJIHEHUIO IOKYMEHTOB U JPYyTHe
OTMETKH, JIOTIOJIHSIONINE MEePBbIN IK3EMIUISP);

B JIEJIO BKJIIOYAIOTCS, KaK MPABUIIO, TOKYMEHTHI OJHOTO KaJ€HJApHOTO Toja
(MCKJIFOUEHHUE COCTABJISIOT JIMUHBIC U TIEPEXOISIINE JIeTIa);

00beM (QOopMHUPYEMBIX €Nl MOCTOSSHHOTO XPaHEHUs U IO JIMYHOMY COCTaBy
HE JIOJDKEH mpeBbimarh 250 auctoB (3—4 ¢M TOJIIUMHBI KOPENIKa Jieia), TOJIMHA
JIell BPEMEHHBIX CPOKOB XpaHEHUs He NoJbkHa mpesbimaTh 10 cM. Ilpu Gosbiiem
o0beMe JTOKyMEHTOB B Jeie (OpMHpPYETCs HECKOJIbKO TOMOB (uacteid). [lpu
HaJIMYMM B JIeJIe HECKOJBKMX TOMOB (YacTeil) HWHIAEGKC M 3arojoBOK Jenia
MIPOCTABIIAIOTCS HA KaXKJIOM TOMe ¢ obaBineHremM odo3HaueHuit «Tom 1», «Tom 2»
U T.J.

OJIEKTPOHHBIE JIOKYMEHThI Ha TOMa M 4YacTU HE Pa3JeisioTcs.
Bce »51eKTpOHHBIE JOKYMEHTBHI, OTHOCSIIHMECS K OJHOMY HOMEHKJIATypHOMY
WHJIEKCY, HE3aBUCUMO OT X 00beMa, BKJIIFOYAIOTCS B OJHO JIEKTPOHHOE JIETI0.

B cnydae HEOOXOMUMOCTH MOKYMEHTBHI MO OJHOMY M TOMY >K€ BOIPOCY,
HO C pa3jIM4YHbIM CPOKOM XpaHEHUs MOTYT HAaXOAUThCA B OJHOM eI
JI0 KOHI[Aa TEKYIIEro Tojia WK JI0 3aBEpILICHUs HCIOJHEHUS JOKYMEHTa, a 3aTeM
nepepopMUPOBBIBAIOTCS B JieIa TOCTOSTHHOTO U BPEMEHHBIX CPOKOB XPAHECHHSI.

B neno BkirowaroTcs Bce JIOKYMEHTHI MO KOHKPETHOMY BOIPOCY BMECTE
C MPUJIOKEHUSIMU, YKa3aHHBIMU B TEKCTE JOKYMEHTA, PY OTCYTCTBUU MPHUIIOKEHUH,
yKa3aHHBIX B TEKCTE JOKYMEHTA, UCTIOJHUTENh 00s13aH OPraHU30BaTh UX PO3BICK
U B Cllydyae uX OOHapy>KeHHUs CPOpMHUpPOBATH B JI€JI0O BMECTE C JIOKYMEHTOM,
K KOTOpOMY OHHM mnpuiaraiotcs. Eciu po3bICK JTIOKYMEHTOB JI€J TOCTOSIHHOTO

WM AOOJITOBPEMCHHBIX CPOKOB XpaHCHHA, B TOM YHUCIIC II0 JIMYHOMY COCTaBY,
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HE Jaj TMOJIOKUTEIbHBIX PE3yJIbTaTOB, COCTaBISIETCA aKT O HEOOHapyXEHHU

JOKYMEHTOB, ITyTH PO3bICKA KOTOPHIX UCUEPIaHBbI.

JIOKyMEHTBl ~ BHYTpH  JleJa  paclojiaralorcs B XPOHOJOTMYECKOM
WM BOIIPOCHO-JIOTMYECKON MOCIIEA0BATEIbHOCTH HIIM UX COYETAHUU.

HopMatuBHblE M OpraHM3allMOHHO-PACIOPAIUTENIBHBIE  JIOKYMEHTHI
C OTHOCSIIMMHCS K HHM MPWIOKEHUSMH TPYNIUPYIOTCS B Jena IO BHUAAM
JIOKYMEHTOB U 110 XPOHOJIOTHH.

[IpoTokoibl 3acenannii TEPPUTOPUATBHON KOMUCCUU PACIIONIaratoTCs B JIEJe
[0 XPOHOJIOTUM B TMOPSAKE BO3pacTaHUs HOMEpPOB. J[OKyYMEHTHI K 3aceIaHHIO
TEPPUTOPHUAIIBHON KOMHUCCUHU MTOMEUIAIOTCS MOCIE COOTBETCTBYIOIIETO MPOTOKOJIA
B MOPSIIKE pAaCCMOTPEHUS BOIIPOCOB Ha 3aCEJaHUU.

ITonoxenus, UHCTPYKILIVH, YTBEPKICHHbIE pacnopsAUTEIbHBIMU
JOKYMEHTaMH, SBJISIOTCS MPWIOKEHUAMH K HUM U TPYNINHUPYIOTCS BMECTE
C YKa3aHHBIMHU JOKYMEHTAMH.

[InanoBas ¥ OTYETHAsA JOKYMEHTALMs HE3aBUCHMO OT J1aThl €€ COCTABIICHHUS
BKJIFOYAETCS B JIEJIO TOTO roJia, K KOTOPOMY OHA OTHOCHUTCS.

IIpu nHeoOxomumoctu B gene «llepenuckay UCXOASIIUN (OTBETHBIN)

JOKYMEHT [OMeIlaercss mnociie Bxojsmero. llpu BO300HOBIEHUHM NEPENUCKU
10 BOMPOCY, HAYaBIIEHCS B MPEIbIIYIIEM TOY, JOKYMEHTHI BKIIIOUAIOTCS B JEIIO
TEKyIIer0 TOoAa M YKa3blBaeTCsl HMHAEKC TOro Jeja MO HOMEHKJIaType el
OPEIBIIyIIero roja, B KOTOPOM HAaXOAATCA TPEAMISCTBYIONINE TOKYMEHTHI
110 3TOMY BOMPOCY.

OOparieHus rpaxxaaH U AOKYMEHTBI 10 MX PACCMOTPEHHUIO (HOPMHUPYIOTCS
B oTnAenbHbIe fena. OOpamieHus, JOKYMEHThI M0 UX PACCMOTPEHUIO COCTAaBJISIOT
B JIeJIe CaMOCTOSTENbHBbIE TPYIIbl W MOMEUIAIOTCS B Jejla B COOTBETCTBUU
C HOMEHKJIATYpPOU JIe€J1 TEPPUTOPHUAIIBHON KOMUCCHH.

[Ipu popmupoBaHum aena U3 HECKOJIBKUX TOMOB (4YacTei), Kpome 0OIero
3arojioBKa Jejla Mpu HEOOXOAMMOCTH COCTAaBJISIOTCS 3arojOBKH Ka)JAOro TOMa
(yactu), yTOUHSIOLIME COJlepKaHUe TOMOB (JacTeil) fena.

B AcIax, HaXOoOAIUXCs B ACIOMPOMU3BOACTBE, NJOKYMCHTLI TCKYIICTO I'OJa
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pacrosararoTcsi MO XPOHOJOTMM CHU3Y BBEPX 1O MeEpe NOCTYIUICHHS.

[Ipy mnOATrOTOBKE K cHadye B apXWB Jena C JAOKYMEHTAMU IOCTOSIHHOIO
U JTOJITOBpeMEHHBIX (CBbImEe 10 j1€T) CpoKOB XpaHEHHS MepedOPMUPOBBIBAIOTCS
B 0OpaTHOM TOPSIKE: JOKYMEHT, MIOCTYNHUBIIANA B KaJCHIAPHOM TOTy TTOCIICIHUM,
JOJDKEH OBITh BHHU3Y Jiefla, a MEepBbIA JIOKYMEHT KaJICHJApHOro Tojia — BBEPXY,
MIEPBBIM.

Jlena ¢ MOMEHTA MX 3aBEICHUS U 10 MEPENAYN B apXHUB WM YHUUYTOKECHUS
B CBS3U C MCTEUCHHEM CPOKOB XpAaHEHUsS HAXOJATCS y Mpejacenarens (cexperaps
Wi pabOTHHKA ammapara, OTBETCTBEHHOTO 3a BEIACHHUE JIEJOMPOU3BOJICTBA)
TEPPUTOPUATIEHON KOMHUCCHHU.

OJIEKTPOHHBIE  JOKYMEHTHI  (POPMUPYIOTCSI B DJIGKTPOHHBIE  Jieja
B COOTBETCTBMM C HOMEHKJIATypod neia. B HoMeHknaType Jen yKas3blBaercs,
YTO JIEJI0 BEAETCS B DJIEKTPOHHOU ¢dopme. DIEKTPOHHBIE JOKYMEHTHI TMOCIE
WX WCTOJHEHMUS WM OTNPaBKU TMOAJIeKaT XpaHeHuio B IIJ[ B TedeHue CpoOKOB,
MPEAYCMOTPEHHBIX JIJI1 aHAJIOTHYHBIX JIOKYMEHTOB Ha OyMa)KHOM HOCHTETIE.
B cnyuae ecnm pgena mpeacTtaBieHbl Ha OyMaXHOM HocuTene U B ¢dopme
ANIEKTPOHHBIX TOKYMEHTOB («THOPUIHOE JEJI0») U HE UMEIOT 3JIEKTPOHHOT0 00pasa
B cootBeTcTByIomed PYK, To OHM mojjiexaT CKaHMPOBAHUIO C MOCIEAYIOINM
MPUCOEAUHEHUEM DJIEKTPOHHOTO 00pasa B cooTBeTCTBYMOITYI0 PYK.

B HOMeHKkIaType nen dJeKTPOHHOE JEJIO0 U JIeJI0 Ha OyMa>KHOM HOCHTEINe
OTPaXKAIOTCA KakK JBa TOMa, HMEIOLIME OJWH 3arojioBOK M CPOK XpaHEHHS.
K uHAeKCy 31eKTPOHHOTO Jiea TpuOaBsieTcs JuTepa «IO».

[Iporokoisibl 3acenaHuii, PEUICHHUS TEPPUTOPUAIBHOM KOMHUCCHUM, CIUCKHU
MPUTJIANICHHBIX, MpUJIaraéMble K MPOTOKOJY MOJIMHHBIE AK3EMIUIAPHI PEIIeHUN
C COOTBETCTBYIOIIMMU MPUIIOKEHUSIMH, TPOTOKOJbHBIE MOPYYECHUS, JOKYMEHTHI,
MOCIYKUBIIME OCHOBAHMEM [IJII PACCMOTPEHHMS BONpPOCAa Ha 3aceaHuu
TEPPUTOPUATILHON  KOMHUCCHUM, paciiMppoBaHHAs  ayAuO3allUCh  3aceldaHus
(mpu ee HAIMYKUK), A0 TIEPEAUr B apXHWB HAXOJATCS y mpeaceaarens (paboTHHUKA
ammapara, OTBETCTBEHHOTO 3a BEICHHE JCJIONPOU3BOJICTBA) TEPPUTOPHATBHON

KOMUCCHH.
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3a COXpPaHHOCTh JOKYMCHTOB M €] OTBECTCTBCHHOCTb HCCCT IIPCACCIATCIIb

TEPPUTOPUATIEHON KOMHUCCHHU.

Jlena AOMKHBI HAXOIUThCS B pabouel KOMHATe WA B CHEIUAIBHO
OTBEJCHHOM IS OTOW €T TIOMEIICHUN U XPAHUTHCS B 3alMUPAIOIINXCS IMKadax,
MPEAOXPAHAOIIUX TOKYMEHTHI OT MBUIH U BO3JICUCTBUS COJTHEYHOTO CBETA.

B mensx oOecrneueHuss ONEpaTUBHOIO IOWMCKAa JOKYMEHTOB Jefia
pacronaratorcsi B COOTBETCTBUM C HOMEHKJIATypoW JeN, KOMUs KOTOpOM
IpY HEOOXOTMMOCTH, TTIOMEIIAETCSI Ha BHYTPEHHEHW CTOPOHE BEPIIHI MKada.

Ha xopemikax o0n0keK Jieia yKa3bIBalOTCsd MHACKCHI e 0 HOMEHKIIAType
nel.

Jlena, HaxopjsuiuMecss Ha TEKYIIEeM XpaHEHHMM, mojuiexar yuety. llepen
nepegayeil  JOKYMEHTOB B apXWB  MPOBOJUTCS  MOPOBEPKA  HaIWYus
Y COCTOSIHUS TOKYMEHTOB U JIeJI B IIEJISIX YCTaHOBJIEHUSI (PAKTUUYECKOTO HATMYUS 17T
Y COOTBETCTBUS UX KOJIMYECTBY, YUCIISIIIIEMYCS IO HOMEHKJIATypeE /eI

[IpoBepka HaimMuusi U COCTOSIHHUS JIOKYMEHTOB M JI€J1 IIPOBOJMUTCS
IpU MEepEMELIEHUN JIe]l, BO3BpaTe J€J, CMEHE Ipejacenareis TeppUTOpUaIbHOU
KOMHCCHH, TIepe]] Iepeadeii B apXuB.

[IpoBepka mnOpoBOAUTCA MYTEM CBEPKU CTaT€d HOMEHKIATYpPbl €l
C OMMCAHUEM JIe]l Ha 00JI0KKE, 8 PU3NYECKOE COCTOSHUE JIET ONPEAEIISIeTCS MyTeM
WX BH3yaJIbHOTO TpocMoTpa. Bce oOHapykeHHBbIE HEAOCTATKH (PUKCHUPYIOTCS
B aKTE€ MPOBEPKU HAIUYUS U COCTOSIHUS JICII.

B cnydae yTparthl JOKYMEHTOB U J€ll IPOBOJUTCA  CIIy»KeOHOe
paccieoBaHue, MO Pe3yiabTaTaM KOTOPOTO JIMIIO, BUHOBHOE B YTpaTe, HECET
OTBETCTBEHHOCTh B  yCTaHOBJIEHHOM  mopsiake. [IpuHumarorcss  Mephl
0 3aMEIIECHUI0 YTPAuYEeHHOTO JOKYMEHTA 3aBEPEHHOUN KOMHeH (110 BO3MOXKHOCTH).

Ecnu  oTrnenbHble JOKYMEHTBI, YK€ BKJIIOUYECHHbIE B JI€JI0, BPEMEHHO
TpeOyIOTCS AJiss paboOThl, OHM MOTYT OBITh BBIJAHBI M3 Ji€Jla, @ Ha HUX MECTO
BKJIQ/IBIBAETCS JIUCT-3aMECTUTENB C YKa3aHHEM, KOTja, KOMY M Ha KaKOW CPOK BbIJIaH
JIOKYMEHT.

12.3. DxcnepTr3a IEHHOCTH JOKYMEHTOB.
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3KCHCpTI/ISa HNCHHOCTH JOKYMCHTOB ITPOBOAUTCA MJIsI YCTAHOBJICHUS Haquoﬁ,

UCTOPUYECKON U TMPAKTUYECKOM 3HAYMMOCTH JOKYMEHTOB, OOpa30BaBILHXCS
B TpOLIECCe ACSITENbHOCTH TEPPUTOPHATBHON KOMHUCCHH, C IIeNIbI0 0TOOpa MX IS
JATbHENIIEro XpaHEeHUs NI YHUUYTOKECHHUS.

OKcnepTh3a UEHHOCTH JOKYMEHTOB IIPOBOJAUTCS IIPM  COCTaBIICHUU
HOMEHKJIATypbhl JIeN, B Ipolecce (POpMUPOBAHUS €], NPHU MOATOTOBKE el
K Ilepefadye B AapxuB, NPHU BBIACICHUH K YHUYTOXKCHHUIO JEJ, 3JIEKTPOHHBIX
JIOKYMEHTOB, HE MOJIEKAIUX XPAHEHUIO.

JUIst  paccMOTpEHHsI TMPOEKTOB HOPMATMBHO-METOAMYECKUX JOKYMEHTOB
II0 BOIIPOCaM JIEJIONPOU3BOJCTBA U apXMBHOI'O JEJIA, OMUCEH JIeNl IOCTOSHHOTO
U I0JITOBpEMEHHBIX (cBbIIIE 10 JIET) CPOKOB XpaHEHUs, AKTOB 00 YHUUTOKEHUU /1T
U JIOKYMEHTOB, HE MMEIOIINX HAYYHOW LEHHOCTU M NPAKTUYECKOTO 3HAYECHUS,
IIPUKa30M Mpeaceaaresis TEPPUTOPHAIIBHON KOMHUCCHUU CO3JAeTCs IKCIIepTHAas
komuccus (ganee — DK).

B ee pyHKuMM BXOIUT pacCMOTPEHUE U COIJIACOBaHWE HOMEHKJIATYPhI €T
TEPPUTOPUATIEHON KOMHUCCHHU.

B cocra DK Moryr BKIOYaTbCs 4WICHBI TEPPUTOPUAIBHOW KOMHUCCHH,
IpPaKJaHCKHE CITyXKalue anmnapara TEPPUTOPHUATIBHOU KOMHCCHH,
10 COIJIacOBaHMIO paboTHUKHM amnmapara Caskr-lletepOyprckoii n3OupaTenbHON
KOMHCCHH.

[Ipu npoBeneHWH BKCHEPTU3bl LEHHOCTH JOKYMEHTOB OCYILIECTBISETCA
0TOOp /1]l MOCTOSTHHOTO M JI0JATOBPEMEHHBIX (CBbIIEe 10 JI€T) CPOKOB XpaHEHHS,
B TOM YHCJIE 110 JUYHOMY COCTaBYy, OTOOp JI€Jl C BpEMEHHBIMU CPOKAMU XPaHEHUS,
NOMJIeKAIINX XPAHEHUIO, BBIACICHUE K YHUUYTOXEHHUIO €1, CPOKH XpaHEHHs
KOTOpBIX UCTeKIU. [Ipyn 3TOM OJHOBPEMEHHO NPOBEPSIOTCS KAa4e€CTBO M IOJIHOTA
HOMEHKJIaTypbl JI€Jl, NPaBWIBHOCTb ONPEIEICHUS CPOKOB XpaHEHUs Jell,
JIOKYMEHTOB.

DKcnepTh3a LEHHOCTH JOKYMEHTOB OCYILIECTBIISIETCA IYTEM MOJHUCTHOTO
npocmotpa gnen. He nmomyckaercs oTOOp JOKYMEHTOB JJIi  XPaHEHHS

WA K YHUYTOKCHHUIO TOJIbKO Ha OCHOBAaHHWH 3aroJIOBKOB ICJI.
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OTOOp  DNMEKTPOHHBIX  JOKyMEHTOB  JJs  Meperadyd B apXxuB

MOKET OCYIIECTBISTbCS B aBTOMAaTHU3MPOBAHHOM pEXHME MyTeM O0TOopa
nokymeHToB B I1]] mo npusnakam «MHaekc nenay», « Cpok XpaHEHHsD.

JIOKyMEHTBI, YTPATHBIIME NPAKTUYECKOE 3HAYEHWE M HE HUMEIOIINE
MCTOPUYECKOM WJIM HAYYHOM LIEHHOCTH, IO HCTEYEHUU YCTAHOBJIIEHHBIX CPOKOB
XPaHEHMSI MOJJIEKAT YHUUTOKEHUIO 10 aKTy.

AKTBI O BBIICJICHUU K YHUYTOKEHUIO I U JOKYMEHTOB PacCMATPUBAIOTCS
Ha 3acemaHussx OK OJHOBPEMEHHO C ONHUCSIMH J€N. YHHUYTOXKEHHE JIeN
Y JOKYMEHTOB JI0 YTBEPKJACHUS aKTOB 3aIpELIaeTCsl.

ITo pe3ynbraTraM 3KCHEPTU3bI IEHHOCTH IOKYMEHTOB pa0OTHUKOM aIlapara,
OTBETCTBEHHBIM 3a BEJICHHE JICJIONPOU3BOJICTBA €KETOTHO COCTABIISIIOTCS] CBOJHBIE
OIMCH €N MOCTOSIHHOTO M JIOJITOBpeMEHHBIX (cBbiie 10 J€T) CPOKOB XpaHEHUs
U 110 TMYHOMY cocTaBy (mputoskeHust NeNe 13,14,15 k UHCcTpyKIIMM), a TaKKe aKTh
O BBIJIEICHUM K YHHUYTOXKEHUIO JIOKYMEHTOB, HE MOMJIEKAIIUX XPAHEHUIO
(mpunoxenue Ne 16 k MacTpyKIIum).

Onucu el MOCTOSHHOTO M JOJTOBpeMEHHBbIX (cBbimie 10 JeT) CpokoB
XpaHEHMs, a TaKKe AakThl O BBIICICHUM K YHUYTOXKEHHUIO JIOKYMEHTOB,
HE NoJJIeXKaIlINX XPaHEeHUI0, paccMaTpuBaroTcs Ha OK.

Onucu  fen, JOKYMEHTOB TOCTOSIHHOTO CpOKa XpaHEHUsT M aKThl
O BBIJICJICHUY K YHUUTOXEHUIO JIOKYMEHTOB, HE MOJIEKAINX XPAHEHHIO, TOJIEkKAT
yTBepkAeHUI0 LlenTpanbHoil akcnepTHO-IpoBepouyHor komuccuu (manee — LIDIK)
ApxuBHoro komurera Caunkr-IlerepOypra, a omucu JAen 00  JUYHOMY
coctaBy — ytBepxkaeanio JOIIMK III'A  CII6. Ilocme yrBepxkaenus [IDIIK
ApxuBHoro komutera Cankt-IleTepOypra ommcu Jen W akThl O BbLICICHUU
K YHUYTOXKEHUIO JIOKYMEHTOB, HE MOJJIEKAIINX XPAHEHUIO, YTBEPXKIAKOTCS
npejceaTeaeM TEPPUTOPUATILHON KOMUCCUU.

YepHOBUKM W  PYKONHCH TMOJATOTABIMBAEMbIX JOKYMEHTOB, KOMHHU
UHPOPMAIIMOHHBIX W JAPYTUX MaTepHalioB, HE MOMJIEKAIIUX BKIIOUYEHUIO
B HOMEHKJIATYypy [I€], TI0 MUHOBAaHHM B HHMX HAJIOOHOCTHM MOTYT YHUYTOXAThHCS

0€e3 coCcTaBJICHU aKTa.
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[leperuier (MOAMIMBKA) JA€ NPOU3BOAUTCH TOJBKO IOCJHE IPOBEACHHS

AKCIIEPTHU3bI LIEHHOCTH IOKYMEHTOB.

12.4. Opopmnenue ned.

Jlena, momyiexaiiyde Imepeaadye Ha XpPaHEHHE B apXHB, JOJDKHBI OBITh
o opMIIEHBI COOTBETCTBYIOIIUM 00pa3oM.

Odopmitenne aena BKIIOYAET B ce0s TPOBEPKY CUCTEMATU3AINH JIOKYMEHTOB
BHYTpH JieJla, HyMEPAILMIO JIMCTOB, COCTABJICHUE BHYTPEHHEH OMUCU JOKYMEHTOB
nena (npunoxkenue Ne 17 k UHCTpykuun), nucra-3aBepurenia Aena (IpUioKeHHne
Ne 18 xk UuaCTpYyKIINM), 0hOpMIICHHE PEKBU3UTOB OOJIOKKH, MOAIIMBKY (TIEPETUIET)
nena.

B 3aBUCUMOCTH OT CPOKOB XpaHEHUSI MPOBOAUTCS MOJHOE WJIM YaCTUYHOE
odopmIIeHUE JIC]I.

Jlena MOCTOSIHHOTO M JOJTOBpPEMEHHbIX (cBbllIe 10 j€eT) CpOKOB XpaHEHHs
nojJIexaT nmoHoMy odopmiieHuto. [lomHoe opopmiieHne nena nmpenycMaTpuBaeT
OPOBEPKY  CHCTEMAaTH3allMd  JIOKYMEHTOB BHYTpU Jejla, IPaBUIbHOCTU
ux opopMieHus (HaIM4ue HEOOXOIUMBIX MOJMUCEN, BU3, OTMETOK O PETUCTPALIH
U WCIOJHEHUH, MPUIOKEHUN), HyMEpalUuIO JIMCTOB, COCTABICHHE BHYTPEHHEU
ONKCU JOKYMEHTOB jena (g 0co00 LEHHBIX e, JUYHBIX JeN, a TaKkkKe Jed,
cOPMHUPOBAHHBIX MO PAa3HOBUAHOCTSAM JIOKYMEHTOB, 3arojoBKH KOTOPBIX
HE PACKpPBIBAIOT KOHKPETHOE COJEpXKaHHe JOKyMEHTa), COCTaBJICHUE JIMCTa-
3aBepuTeNs Aena, opopMiIeHne PEKBU3UTOB 00JI0KKHU, TOAIIMBKY (TIeperieT) aena.

Jena BpemeHHBIX (10 10 JIeT BKIIOYMTENBHO) CPOKOB XpPAHEHHUS MOJJIEKAT
YaCTUYHOMY O(OPMIIEHHIO: JOMYyCKAaeTCs HE NPOBOAUTH CUCTEMAaTH3ALUIO
JIOKyMEHTOB B JieJie, JIMCTBl JieJla HE HYMEpOBaTh, 3aBEPUTENbHBIE HAJINUCU
HE COCTABJIAT.

O6oxKa nena odopmsieTcs o YCTaHOBJICHHOM dopme
(npunoxxenne Ne 19 k Unctpykuun). [Tpu a3Tom o003HaueHne apxuBHOro mudpa,
HAaHOCMMOE B IPaBOM BEpXHEM YIriy, nepeBopaunBaercs Ha 180 rpamycoB

10 OTHOIIEHWIO K OOO3HAYEHHIO B JICBOM HH)KHEM yriay CAWHHUObLI XpPaHCHHA.
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CBenmeHusi Ha OOJIOKKY MEPEHOCITCS U3 HOMEHKIATYphl €7 C YTOYHEHUSIMHU,

OTpaKaIMUMHU (HaKTUIECKUI COCTaB IOMEIICHHBIX B JIEJI0 JOKYMEHTOB.

O6noxka nena oQOpMIIIETCA YEPHBIMH CBETOCTOMKMMHU YEpHHIIAMH,
pa30opurBoO, 6€3 COKpaIeHuH.

Ha o06mokke nema yka3bIBalOTCS CIEAYIONIME PEKBU3UTHI: HANMEHOBAaHUE
TEPPUTOPUATBHON KOMHUCCHUH, ICIOMPON3BOACTBEHHBIN HOMeEp (MHIEKC) Jena,
3aroJIOBOK Jefia, jara jJena (Toma, 4acTH), KOJUYECTBO JIMCTOB B JIeNiE, CPOK
XpaHeHus Jena, apXuBHBIN mudp aena.

PekBu3uThI, MpocTaBisgeMble Ha 00J0XKKE /1eNa, 0GOPMIISIOTCS CIEAYIOIUM
obpazom:

HAUMEHOBAHHE TEPPUTOPHAITHEHON KOMHUCCHH yKAa3bIBAETCS B COOTBETCTBUU
C periaMeHTOM TEepPpUTOpPHaIbHOW KomHuccuu. llpu nM3MeHeHHH HauMEHOBaHUS
TEPPUTOPUATHHON KOMHCCUU B T€UCHHE IMEPHUOJa, OXBATHIBAEMOTO JIOKYMEHTaMH
7iena, Ha 00JI0KKE K CTapoOMy HAaMMEHOBAHUIO MTPHUITHCHIBAETCS HOBOE;

JIeJIONPON3BOACTBEHHBIN HOMEp (MHIEKC) Jieda — mpocTaBisiercs uudposoe
o003HaueHue (MHAEKC) Jieja M0 HOMEHKJIAType el M YKa3bIBaeTCs HOMEpP ToMa
(qactn);

3arojIoBOK (HaMMEHOBaHME) Jejla TEePEHOCUTCS W3 HOMEHKIATYpbl el
(B HEOOXOAMMBIX CIy4asiX B 3ar0JIOBOK BHOCATCS YTOYHECHHUS);

Jarta Jiena — Ha 0OJIOJKKE Jiea YKa3bIBalOTCS IBE IaThl, KOTOPBIE HA3bIBAIOTCS
KpallHUMH JaTaMd M COOTBETCTBYIOT TOJy 3aBEJICHUS W OKOHYAHHS Jela.
Havanpnast gata —2TO Aara caMOro paHHETO, a KOHEYHasl Jara — JaTa camoro
MO3IHETO JOKyMeHTa B gnene. [Ipym 3TOM YUYUTHIBAIOTCS JAaThl BXOMASIINX
U HCXOIANIMX JOKYMEHTOB (B cllydae HMX OTCYTCTBHS — AaThl PETUCTpAIUU
JOKYMEHTOB) M HE YYUTBIBAIOTCS JAThl CIIMCAHUS JOKYMEHTOB B JIEJIO, YKa3aHHA
10 WCIIOJIHEHUIO JOKYMEHTOB, OTMETOK HCIIOJIHUTEINS (32 UCKIIOYEHUEM CITy4aes,
KOTJla Ha JOKyMEHTaX He UMEETCs IPYTUX JaT, KpoMe MepedyrcieHHbIx). JaTtamu
JIeJ1, COAep KaIluX MPOTOKOJIBI 3aCEaHUM, SIBISIFOTCS JaThl IEPBOTO U MOCIETHEr0

IMPOTOKOJOB, BOMICAIINUX B ACJIO.
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[Ipn HanucaHuu KpaWHUX AAT HA OOJIOKKAX JeN MOCTOSHHOTO XpaHEeHHs

YHCJIO U T'OJl IPOCTABIIAIOTCS apaOCKUMU IUPpaMy, a Ha3BaHUE Mecsla MUILETCs
nponuchio 0e3 cokpameHus. Ha o0sokkax 1€ BPEMEHHBIX CPOKOB XPaHEHHS
YKa3bIBAE€TCS TOJIBKO TOJI.

Ha o0noxkax nen, COCTOSIIMX W3 HECKOJNBKUX TOMOB (4acTei),
IPOCTABIIAIOTCS KpallHUE AaThl KAKJIOTO TOMa (YacTH).

KonndyecTBO  NpOHYMEPOBAHHBIX B JI€J€  JIMCTOB  IIPOCTABIIAETCS
C JINCTA-3aBEPUTEIIS JIETIA.

Cpok XpaHEeHHs TEPEHOCUTCS Ha OOJOXKKY Jelia U3 HOMEHKJIATyphl Jedl.
Ha nemax noctossHHOrO XpaneHus numercs: «I[1ocTossHHOY.

ApxuBHBINA mU)p Jena coOCTOUT U3 HoMmepa PoHaa, HOMEpa OMUCH, HOMEpa
JieNa MO0 OIMCH U MPOCTABJISIETCS TIOCIIE YTBEPKICHHSI M COTJIACOBAHUS OMMCEN J1eT
MOCTOSTHHOTO U AOJTOBPEMEHHBIX (CBbIIE 10 JIeT) CPOKOB XpAHEHHUS.

Ha xopemke pema yka3bIBalOTCS 3arojoOBOK  JI€JIa, HHJAEKC JIeJa
110 HOMEHKJIAType, J1aTa JAeJia U CPOK XPAaHEHUSI.

B nensix obecriedyeHust COXpaHHOCTH U 3aKPETUICHUS MTOPSAKA PACTIOTIOKEHUS
JIOKYMEHTOB, BKJIIOUYEHHBIX B J€JIO, BCE JINCTHI, KPOME YUCTHIX, JINCTA-3aBEPUTEIIS
Jiesia ¥ JUCTOB BHYTPEHHEH OoNnMcH, HyMEpYIOTCS B pa3BEpHYTOM BHUE apaOCKUMHU
uuppaMu  BaJIOBOM Hymepauuei. UYucTtble JUCTBI M3 Jena  M3bIMaloTCA
(0e3 moBpeX)AEHUs LEJIOCTHOCTU JeNla) U YHHUTOXKarTcsa. JIMCThI HymMepyroTcs
IPOCTHIM KapaHIAIlOM CBEPXY BHM3 B BO3PACTAIOIIEM MOPSAIKE HOMEPOB HAUMHAs
¢ nepBoro. Ludps! npocTapisioTca B MpaBOM BepxXHeM yriy jucta. Hymepanus
LBETHBIMH KapaHJallaMH, YEPHWIAMHA U HyMepaTOpaMu He JOIyCKAETCS.

JIOKyMeHTBI ¢ COOCTBEHHOM HyMepaluei JIMCTOB, B TOM YHCIIE MEYaTHbIC
U3JIaHUs, HYMEpPYIOTCS B OOIIEM TOpSAKE WM COXPaHSAIOT COOCTBEHHYIO
HYMEPALIMIO, €CJIM OHAa COOTBETCTBYET NOPSJIKOBOMY PACIOJIOKEHUIO JIMCTOB
B JIEIE.

Cnoxennplii nucT Oombmmoro ¢opmara (A2, A3) pasBopaymBaeTcs
U HyMepyeTcs B MPaBOW 4YacTU BepxHero mnousis jmcra. [Ipu 3ToM juct maroboro

dbopmara, TOALIMTHIM 3a OAMH Kpail, Hymepyercs KaKk OJUH JIUCT, a JIUCT,
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CJIO)KCHHBIM M IOAIIMTBIM 33 CEPENHHY, NMOJJIEKUT IEPEIIMBKE U HyMEPYeTCs

KaK OJINH JIUCT.

Ecnu B nene ecTb KOHBEPT C BIOXKEHUSIMH, TO CHayajaa HyMepyeTcsl KOHBEPT,
a 3aTe€M OYepEeIHBIM HOMEPOM KaXK/10€ BIIOKEHHUE.

dororpapun U Jpyrue WUIOCTPaTUBHBIE MaTepHallbl HYMEPYHOTCS
Ha 000OPOTHOI CTOPOHE B JIEBOM BEPXHEM YIIIy.

JIucT ¢ Harayxo HaKJI€EHHBIMHM JOKYMEHTaMu (Bblpe3kamu, ¢potorpadusMn)
HyMEpyeTcsl KaKk OJIMH JIUCT. Eciiu K TOKyMEHTY MOJKJIEEHbI OJHUM KpaeM Apyrue
JIOKYMEHTBI (BCTaBKU TEKCTA, IEPEBOJIBI), TO KaXKIbIi JTUCT HYMEPYETCS OTIEIBHO.

[Ipunoxenue K Jelly, COCTABIBIIOUIEE OTIEIbHBIM TOM, HyMEpYyeTcs
OTJIEIBHO.

[Ipy Hanuuuu OTHEIBHBIX OIIMOOK B HyMEpaluu JHCTOB B Jelax
IpU TOArOTOBKE HUX K CJade B apXHWB JOIYCKAETCd IO COINIACOBAHUIO
C HUM yIOTpeOJIeHUE TUTEPHBIX (C OYKBEHHBIMU JIOMOJIHEHUSIMU ) HOMEPOB JIMCTOB.

B nenax IMOCTOSIHHOIO CpOKa XpaHEHUS M OTHEIbHBIX KATETOPHSIX el
0 JUYHOMY COCTaBy (JIMYHBIX JI€JlaX, a TaKKe JieJlaX, BKIIOYAIOIIHUX B ce0s
TPYJIOBbIE JTOTOBOPBI, JIOTOBOPBI T'PAKJAHCKO-IIPABOBOTO XapakTepa M aKThl
BBITMIOJIHEHHBIX pa0OT K HUM) JJIsl yU€Ta U OMCKa TOKYMEHTOB B HauaJjle ej1a MOKET
MOMENIATHCS BHYTPEHHSsI onuch (mputoxenue Ne 17 k MHCTpyKiun).

JIucThl BHYTPEHHEN ONUCH HYMEPYIOTCS OTAEIBHO.

Kaxnoe neno 3axkaHYMBAaeTCsl JTMCTOM-3aBEPUTENIEM YCTAHOBJIEHHON (POPMBI
(mpunoxxenue Ne 18 k UHCTpyKIMM).

B nucte-3aBepurene nena undpamMu 1 Nponuchio yka3plBaeTcs (pakTHueckoe
KOJIMYECTBO JINCTOB B JAHHOM JIEJI€, @ TAK)KE HAIMYUE JIUTEPHBIX U MPOIYIIEHHBIX
HOMEPOB JIUCTOB, KOJMYECTBO JINCTOB BHYTPEHHEH ONHWCH M HAJIMYUE CPEAU
JIOKyMEHTOB Ta3eT, KHUT, Opormmop, uepTexei, Qororpaduii, puCyHKOB
M T.J., CTaBiATCsS Jara M TMOANUCh pabOTHUKA, CHOPMUPOBABLIETO €O,
U YKa3bIBAIOTCS €T0 JIOJDKHOCTb, MHUIMANBI U (haMuiusi. Eciiu KOIM4ecTBO JINCTOB

B ICJIC UBMCHSCTCS, 3aBCPUTCIIbHAA HAAIIUCh COCTABJIISACTCSA BHOBD.
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[Ipu moAroToBKE A€ K MOJAIMIMBKE (MEPEIIETY) NPOBEPAETCA NIPABUIBHOCTD

ux (popmupoBanus, opopmiacHus. MeTasInyeckue U IMJIACTUKOBBIE CKPEIUICHHUS,
a TAKXKE TEPMOIEPEIUIETHI U3 JOKYMEHTOB YIAJISIFOTCS.

JIOKYMEHTBI TIOJIIIIMBAIOTCS TaKUM 00pa3oM, YTOOBI MOXKHO OBLIO CBOOOJIHO
IIPOYUTATh TEKCT KaXIOro JOKYMEHTa, BHU3bl M YyKa3aHUS II0 MCIOJIHEHHIO
JIOKYMEHTA.

12.5. Ilepenaya nen B apXuB.

ITepenaua aen nocrosinHoro cpoka xpaneHus B III'A CII6 ocyiecTBisieTcs
noenHU4YHO 1o yTBepkaeHHbIM L[DITK ApxuBHoro komutera Cankr-IlerepOypra
OIMCSIM JI€JI HOCTOSIHHOT'O XPAHEHHS.

[IppueM MAOKYMEHTOB Ha IOCTOSHHOE XpaHEHHe OQOpMIIIETCS aKTOM
npuemMa-nepenauu Jo0KkyMeHToB (npunoxenue Ne 20 k Mnctpykuun).

IIpn mepenade Aesn Ha BCEX JK3EMIULIPAX ONMUCH JI€] INMPOTHB Ka)JI0ro
BKJIFOYEHHOTO B Hee Jena B rpade «IIlpuMeuanue» cTaBUTCA OTMETKA O HAIMYUHU
nena. B KOHIE KaxJ0ro HK3eMIUIsipa ONUCH JIeJ YKa3blBaloTCs IU(ppaMu
U TPOINHUCHI0 KOJMYECTBO (PAKTUYECKH MPUHATHIX (MI€peJaHHbIX) B apXWB e,
WHULMANBl U (aMUJIMU JIUL, OCYIIECTBISIOIIMNX IMpUEM-TIepeaady Jei, CTaBATCA
UX MOJIUCH U J1aTa.

IIpu mpueme nen B apXWBe MPOBEPSAETCS MPABWIBHOCTh MX O(OPMIICHHS.
Hena, odbopmiieHHBIE C HapyIlIeHHWEM IMpaBUJl, YCTaHOBIEHHBIX WHCTpyKIneH,
BO3BpAILAIOTCS B TEPPUTOPUAIBHYI0 KOMHUCCHIO C YKa3aHMEM HEIOCTaTKOB
JUTSL UX YCTPAHEHHS.

TeppuTopranbHas KOMUACCHS UMEET IPUOPUTETHOE MPABO HA UCIIOIb30BAHNE
JIOKYMEHTOB, TEPEaHHbIX €K Ha TOCYJapCTBEHHOE XpAaHEHHE, B TOM YMHCIIE
Ha UX MEPBYIO MyOJIUKAITHIO.

12.6. icnonHeHHbIE 3JEKTPOHHBIE JOKYMEHTBI CUCTEMATU3UPYIOTCS B JI€iia
B COOTBETCTBUM C HOMEHKIATypOH Jie1 TEepPPUTOPUAIBHOW KOMHUCCHUHU.
[Ipu cocraBiieHNH HOMEHKJIATYPHI €]l B 3aroJIOBOK JIeja BKJIFOYAETCS yKa3aHHUE

«DIIEKTPOHHBIEC TOKYMEHTBD».
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Cpokr XpaHEHHsSI DSJEKTPOHHBIX JOKYMEHTOB COOTBETCTBYIOT CpPOKaM

XpaHEHHs AHAJIOTUYHBIX JJOKYMEHTOB Ha OyMaKHOM HOCHUTEJE.

OKclepTr3a I[EHHOCTH  3JIEKTPOHHBIX  JIOKYMEHTOB  OCYIIECTBIISICTCS
B 0OIIEM MOpsIKe, YCTAHOBIECHHOM ISl TOKYMEHTOB Ha OYMa)KHOM HOCHTEJIE.
Ilocie wucTEYeHUsI CPOKa, YCTAHOBJIEHHOI'O U XPAaHEHUs DJIECKTPOHHBIX JIEl
(3JIEKTPOHHBIX IOKYMEHTOB), HA OCHOBAHUH aKTa O BBIJICJICHUH UX K YHUUTOXKEHHUIO,
YTBEPKACHHOIO  IPEACENATeNIeM TEePPUTOPUAIIBHOM KOMUCCUM, YKa3aHHBIE
ANIEKTPOHHBIE JieNa (3JEKTPOHHBIE JOKYMEHTHI) OJICKAT YHUUTOKEHUIO.

OJIEKTPOHHBIE JOKYMEHTBl MOCTOSTHHOTO CpOKa XpaHEHUs MepefaroTcs
Ha apXWBHOE XpaHEHUE MO OMUCAM C O(OpMIICHHEM aKTa MpHueMa-liepeaadu

SJICKTPOHHBIX JOKYMCHTOB.

13. OTBETCTBEHHOCTH

13.1. YUneHbl TEpPUTOPHAIBHOM KOMHCCHUM H TPAXKIAHCKUE CITyXKallue
anmnapara TEpPPUTOPUATIBHOM KOMHUCCUM, TPaXKIaHE, 3aMEINAIOIINE JIOJKHOCTH,
HE SIBJSIOIIUECS JOHKHOCTAMH TOCYAApCTBEHHOU TPaXAaHCKOM CITy»KOBbI, a TaKxkKe
rpakJaHe, IMpPUBJIEKAEMblE [0 T'PaKIAHCKO-IIPABOBBIM JOTOBOPAM, HECYT
NEPCOHAIBHYIO OTBETCTBEHHOCTh 3a coOitofeHue TpeboBanuit WHcTpykuuy,
COXPaHHOCTb HAXOMSIINUXCS Y HUX JOKYMEHTOB.

13.2. OTBETCTBEHHOCTH 3a OpraHu3alIo JEJONTPOU3BOACTBA
B TEPPUTOPUATBHON KOMHUCCHH, BHEJIPEHUE aBTOMATU3UPOBAHHBIX
(KOMIBIOTEPHBIX)  TEXHOJIOTM  TOATOTOBKM W 0OpabOTKM  JOKYMEHTOB,
o0ecrieueHrne COXPaHHOCTH JOKYMEHTOB M TNiepefadyy UX B apXuB, KOHTPOJb
3a coOmoieHneM TpedoBannii THCTpyKIMK HeceT mpeiceaTenb TEPPUTOPHATBHON

KOMUCCHH.



[Tpunoxxenne Ne 1

K MHCTpYKIIMHU O A€T0IPOU3BOICTBY
B TepputopuaibHON U30UpaTEbHON

komuccuu Ne 39

(I)opMa PETrUHCTPANMOHHOIO KYPHaAJa BXOAAINUX JOKYMEHTOB

OtMeTKa 00
HUCIOJIHEHUH
. | Kparkoe
Perucrpamu Hcxonsammui (mara
N cozaepxa- [lnanoBas
Hata OHHBIN Koppec- HOMED Crnioco6 WCIIOJTHCHUS
HUE Pezomrorng | Hcnonnurens nara
MOJIyYEHUs HOMEp MOHAEHT U JaTta NOJIyYEHUS U /uim
OKYMEHTA JTOKyMEHTa (xox1-BO HMCHONHCHHA PEKBU3HUTHI
HOKY y JINCTOB)
HUCXOJIAIIETO
JIOKYMEHTA)
(I)OpMa PEruCcTPAlIMOHHOIO KYPHAJIa UCXOAAIIUX JOKYMEHTOB
Kpatkoe conepxanue
ara PerucrpanuoHHbBIN OKyMEHTa ®UO noxamucaHTa
A pan Anpecat JIOKY A Ucnonaurens Bun otnpaBku
perucTpanyu | HoMep JOKyMEHTa (pEKBU3UTHI BXOSIIETO JIOKYMEHTa

IIOKYMCHTE[), KOJI-BO JIUCTOB




[Tpunoxenue Ne 2
K MHCTpyKIMM 1O JeN0NPOU3BOACTBY
B TeppuropuanbHoOil n30MpaTeIbHON
komuccun Ne 39

IHEPEYEHDb
JOKYMEHTOB, He MOVIeKALIUX PerucTpanumn

1. CooOmienust o 3aceTaHusIX, COBEIAHUAX U MOBECTKAX JHS.

2. YueOHbIe IPOTpaMMBbl, TIJIAHBI.

3. PexiiaMHBIC M3BEIICHMS, TJIAKATHI.

4. Ilo3apaBUTENBHBIE TUCHMA U TEJIETPAMMEBL.

5. [IpurnacurensHble OWIICTHI, MPUTJIAIICHNAS HA PA3IUYHBIC MEPOIPHUSITHS,
HE COAEPIKAIIME HAJIEKAIIUX PEKBU3UTOB MUChMA.

6. byxranrepckrne TOKyMEHTBI.

7. IleyaTHbIC U30aHUA.

8. OnepatuBHas wuHbOpMaIMs, TMOCTyMawIas IO KaHajlaM  CBS3H
['ocynapcTBeHHONM aBTOMATHU3WPOBAaHHOM cucTemMbl Poccuiickon ®Denepannun
«BbIOOPBIY.

9. OOpaiieHus TpaXkaaH, MOCTYMUBIINE HA aIpeC AJIEKTPOHHOMN MOYTHI.



[Tpunoxenue Ne 3
K MHCTpyKIMM 1O JeN0NPOU3BOACTBY
B TeppuropuanbHoOil n30MpaTeIbHON
komuccun Ne 39

AKT

MLI, HWKCITIO AN CaBIINCCA

COCTAaBUIM aKT O TOM, 4YTO « » 20 r. Ipu
BCKPBITUM IIAKETa
OOHapy»KeHbI CIENYIOIINE HEAOCTATKU:

HaCTOHHII/Iﬁ dKT COCTABJICH B IBYX JK3CMILIISIpax.

[Toanuce, pactdppoBKa MOAMUCH:




[Tpunoxenue Ne 4
K MHCTpyKIMM 1O JeN0NPOU3BOACTBY
B TeppuropuanbHoOil n30MpaTeIbHON
komuccun Ne 39

®opMbl 0JIAHKOB, HCII0JIb3YeMbIX B TEPPUTOPUAILHON KOMHUCCHU



«

»

TEPPUTOPUAJIBHASA NU3BUPATEJIBHASL KOMUCCHUSA Ne 39

IIPOTOKOJ 3ACEAAHUNUA

20  ron No

Cankr-IletepOypr



TEPPUTOPUAJIIBHASA NU3BUPATEJIBHASL KOMUCCHUSA Ne 39

PEINIEHHUE

« » 20 rong No

Cankr-IletepOypr



«
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TEPPUTOPUAJILHAS U3BUPATEJLHASI KOMUCCHS Ne 39
NPEJCEJAATEJD

INPUKA3

» 20 ron Ne

Cankr-IletepOypr
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TEPPUTOPHUAJIBHAS
N3BUPATEJIbBHAS KOMUCCUS Ne 39
CAHKT-IIETEPBYPI'
ApcenanpHas Ha0., 1. 13/1,
Cankr-ITerepOypr, 195009
Ten. (812) 241-44-91
http://tik39.spbik.spb.ru
OKIIO 44424480; OI'PH 1207800069817,
MHH/KITIIT 7804670382/780401001

Ne

Ha Ne oT




[Tpunoxenue Ne 5
K MHCTpyKIMM MO JeN0NPOU3BOJACTBY
B TeppuropuanbHoOil n30MpaTeIbHON
komuccun Ne 39

Tpe6oBaHus K JOKYMeHTaM, H3rOTOBJIIEMbIM C IOMOIIb IO
Nne4YaTalux yCTPOICTB, U K (pailjiaM TEKCTOBBIX JOKYMEHTOB

1. TekcTel MOKYMEHTOB Ha OmaHkax ¢opmara A4 medararoTcs uepes
1,5 MEXKCTpOUYHBIX HMHTEpBaJia, JOIMYyCKaeTcsd IMe4yaTh JIOKYMEHTOB Ha OJaHKax
dbopmara A4 yepe3 1 MeKCTpOUHBIM MHTEpBaJ, Ha OnaHkax ¢opmara A5 — yepes
1 MEXCTPOYHBIN UHTEPBAIL.

TekcTbl MOKYMEHTOB, MOATOTaBIMBAEMBIX K THUHOTPapCKOMY H3JAHUIO,
MeYaTaroTCsl Yepe3 2 MEeKCTPOUHBIX HHTEPBAJIA.

2. HaumeHoBaHue BUja TOKYMEHTA MEYaTACTCs IPOIMCHBIMU OYKBaMHU.

3. Ecnu 3arosioBok K TeKCTy npeBsbimmaeT 150 3HakoB (5 CTPOK), TOITycKaeTcs
npojJieBaTh €ro 10 TpaHUIbl MpaBoro mosis. Todyka B KOHIE 3arojioBKa
HE CTaBUTCH.

4. PacuiupoBka moamucu B pekBuzute «lloamuce»  medaraetcs
Ha YpOBHE IMOCIEAHENH CTPOKM HAMMEHOBAaHUS JOJDKHOCTH C HCIOJIb30BaHUEM
koMOuHaruu knasui Shift — Ctrl — [IpoGen mexay nHunmazamMu u paMuInei.

5. Co3nanue, ¢opmaTUpoBaHHE U BBIBOJ HA TMe4aTh JOKYMEHTOB
MPOU3BOJIUTCS HAa KOMIIBIOTEPAX C UCIOJIb30BAaHUEM TEKCTOBOIO PENAKTOPA,
noaaepkuBatomiero gopmar docx. BHenpeHne 3JIeKTPOHHBIX TAOJHII, CO3TaHHBIX
B TaOJIMYHBIX pENaKkTopax, B JOKyMeHTHl ¢opmara docx He TOIMyCcKaeTcs.
JlomyckaeTcsi, Tpu HEOOXOJUMOCTH, CO37aHue, (QopMaTUpPOBaHHE U BBIBOJ
Ha TeyaTh TaOJWI[ TMOCPEICTBOM  peIaKTopa  JJICKTPOHHBIX  TaOJUII,
nojaepxxuBarommx Gopmar xIsx.

6.[lpu  dopmaTupoBaHHM  JOKYMEHTOB  PEKOMEHIyeTcsl  paboTraTh
C BKJIFOUEHHOM KHONKOM 9, 4TOOBI BUJIETh HA HKPaHE BCE CIY>KEOHBIE CUMBOJIBI.

7.1lpu dopMaTUpOBaHWM TEKCTOB JOKYMEHTOB WCIOJIb3yETCSI CTHIIb,
KOTOPBIN UMEET CIEAYIOIIUE TapaMeTpPhl:

o mpudT PT Astra Serif
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o pasMep 14 myHKTOB
o OTCTYII cieBa 0cm
cIipaBa 0cMm
o WHTEpBAJI nepen 0 myHKTOB
rocie 0 myHKTOB
o MEKCTPOYHBIN UHTEPBA IOy TOPHBIN
o nepBasi CTpoka oTcTyn Ha 1,25 cMm
o BBIPDABHUBAHUE 10 IIUPUHE.

8. Ilpu QopmaTupoBaHUM TaOIUI] HEOOXOIUMO COOJIOAATH CIEIYIOIINE
TpeOOBaHMUS:

TabnuWIa BCeraa JOJDKHA WMETh Ha3BaHHWE, KOTOPOE BBIPABHUBACTCS
O IIEHTPY JTOKYMEHTA;

Ta0JIMIIa BBIPABHUBAETCS 1O IEHTPY JIUCTA;

3aroJIOBKHU CTOJIOIIOB Ml CTPOK BEIPABHUBAIOTCS 110 IICHTPY SIYCHKH;

JTAaHHBIC B sTYCHMKaAX TaOJIUIIBI BHIPABHUBAIOTCSI CBEPXY 10 JIEBOMY Kparlo;

MIPOJIOJDKEHNE TaOIUITbI HA HOBOM JINCTE MOYKET HAUYMHATHCS C 3ar0JIOBKOB
ee rpad (umu HOMEpoB rpad B ciydae, eciu rpadbl TaOIUIBI HA TIEPBOM JIHCTE
MIPOHYMEPOBaHbI);

CTPOKH TaOJHUIILI MIEPEHOCATCS HA HOBBIM JIUCT JOKYMEHTA MCKIIOYUTEIBHO
HETKOM;

IIUPUHA W BBICOTA TaONWIBI HE JO/DKHBI TPEBBINIATH Pa3Mepbl IOJCH
JIOKyMEHTA.

9. Pazmepsl noneil JOKyMEHTa JOJKHBI UMETh CIIEAYIOIINE MapaMeTpPhbl:

o BEpXHEE 2,0 cm
° HUKHEE 2,0cm
° JIEBOC 3,0cMm
o IpaBoe 1,5 cm.

Ot kpas A0 KOJOHTHUTYJIA:
° BEPXHETO 1,25 cm

° HWKHETO 1,25 cm.
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10. ITpu moAroTOBKE TOKYMEHTOB UCIOJIb3YIOT CJIEYIOUIUE PEKBUZHUTHI:
® HaWMEHOBAHUE OPTaHU3ALINY;

e HaWMEHOBAHHUE BHUJA JOKYMEHTA;
® CChUIKA HAa UCXOMSIINN PETUCTPALIMOHHBIN HOMEP U JaTy JOKYMEHTa;

® MECTO COCTaBJIECHMS (M3aHUs) TOKYMEHTA;

e rpud (momeTka) 06 OrpaHMYECHUH JAOCTYIA K JOKYMEHTY; (IIPH HAJTHYWN)
e ajpecar;

e rpud yTBEpKICHUS TOKYMEHTA,

® 3aroJIOBOK K TEKCTY JOKYMEHTA;

® TEKCT JOKYMEHTA;

® OTMETKA O HAJUYHMH MPUIIOKEHUS;

® [OJIIUCH;

® OTMETKa 00 3JIEKTPOHHOM MOANNCH;

e rpud coriacoBaHus JOKYMEHTA;

e OTMETKa 00 UCIOJIHUTEIIE;

® WJICHTU(PUKATOP SJIEKTPOHHOU KOMUU JOKYMEHTA (MPU HATUYHH).

11. PexkBu3utsl (KpoMe€ TEKCTa JIOKYMEHTa U ajpecaTra), COCTOSIINE

N3 HCCKOJIbBKUX CTPOK, I€YaTar0T CO CIACAYIOINMU ITapaMCTpaMu:

o mpudT PT Astra Serif

o pasmep 14 myHkTOB

o OTCTYII cieBa 0cm
cripaBa 0cMm

o WHTEPBAJI nepen 0 myHKTOB
rnocsue 0 myHKTOB

. MEKCTPOUYHBIN UHTEPBAI OJMHAPHBIN

° OTCTYII IIEPBOU CTPOKH HET
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o BBIPABHUBAHUE 10 LIEHTPY.

12. PekBu3uT «Aqpecar» MevararoT co CIASAYIOMUMU TapaMeTpamMu:

o mpudT PT Astra Serif

o pa3Mep 14 myHkTOB

o OTCTyIl cieBa 7 cM
cripaBa 0cMm

o UHTEpBa nepen 0 myHKTOB
1ocie 0 myHKTOB

o MEKCTPOYHBIN HHTEPBAJ OJIMHAPHBIN

o OTCTYII IIEPBOU CTPOKH HET

o BBIPABHUBAHNE 10 LIEHTPY.

Ecnm cocraBHble 4acTHM pPEKBU3UTOB «Anpecat», «I'pud yTBepKaeHUs
nokyMmeHTa», «I'pud cormacoBaHust JOKyMeHTa», «OTMeTKa O HaJU4uu
IPWIOKEHU» HE YMEIIAKOTCS HAa OJJHOM CTPOKE, TO Pa3pblB CTPOKHU B HY’KHOM MECTE
MIPOU3BOAMTCS C TOMOILBIO CUMBOJIA «Pa3peiB cTpokm» (koMOnHanus kinaBu Shift

— Enter), Hanpumep:

COI'JTACOBAHO

PykoBonurens @enepanibHOTO
ApXUBHOT'O areHTCTBA

A.H. AptuzoB

[Ipu wucmonb30BaHUM B TEPPUTOPHAIBHON KOMHUCCHUU HACHTH(PUKATOPA
DJIEKTPOHHON KOMWU JOKyMeHTa (KOJOHTHUTYJA) OH IIeYaTaeTCs B JIEBOM YIIIy
HUKHETO TTOJISI KQKIOH CTPAaHMIIB JOKYMEHTA MIPUGTOM 8 TyHKTOB.

13. Ilpu odopmieHNM HTOKYMEHTOB Ha JBYX M 0oJjiee CTpaHUIaX BTOpas
U TIOCIICTYIONIME CTPAaHUIIBI JO/DKHBI OBITh MPOHYMepoBaHbl. Homepa cTpanwml
MIPOCTABJIAIOT MTOCEPEIMHE BEPXHETO TOJIS TUCTa apaOCKuMu IudpamMu 0e3 3HaKOB
npenuHaHUs.

Ecmu JAOKYMCHT UMCCT IMPUJIOKCHUC, TO OHO II€YATACTCA C HOBOM CTpaHHIIbIL.
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14. Jlnia BBISIBJICHUS U KCIPABIEHUS BO3MOXKHBIX OLIMOOK B MPABOINMCAHUU
B cPOpMHUpPOBaHHBIX (paillax PEKOMEHIYEeTCS  OCYIIECTBISATH  MPOBEPKY
JTIOKYMEHTOB, HCIIOJIb3YsI CUCTEMBI ITPOBEPKHU MPABOIIHCAHUSI.

15. Kaxaplif TOKYMEHT CO BCEMH MNPUIOKEHUSIMH K HEMYy I[OMEIIAIOT
B OTJENbHBIN (haii (ecnu MpUIOKEHUS CO3[aHbl OJHUM IpolieccopoM). BuyTpu
daitna caMm JOKyMEHT U KaXKJ0€ MPHUIIOKEHNE TOMEIIAIOT B OTJENIbHBIC pa3/Iebl.

16. Bce pexkBU3UTHI JIOKYMEHTa OTHESIOT JAPYr OT Apyra OAHOW ITyCTOM
CTpOKOH, oOpa3yemoil cumBoioMm abO3auna (Y — knaBuma Enter). B Tekcre
HE J0JHKHO BCTpeyaThesi OoJiee ABYX CUMBOJIOB a03aria moapsij.

17. He nomyckaeTcsi mucaTh CJIOBa C pa3psAKOM, BCTABIAS MPOOEIbl MEXKITY
OykBamu B ciioBax. He jomyckaercst HCHOIb30BaHUE MPOOETOB 711 00pa30BaHMS
a03alHOro OTCTyMNa (KpacHOM CTPOKH) WJIM MYCTHIX CTPOK. B Tekcre HE MOIKHO
BCTpeUaThCsl MOAPsAA OoJjiee OJHOTO CHMBOJA Tpodena. PasneneHue nHUIIMATIOB
U Gamunnu, cuMBoia Ne u yncia, mopsIKOBOTO HOMEpPA CTaThH, 9YaCTH, ITyHKTA WU
HOJIITYHKTa IPaBOBOrO aKTa, YUCJIA Mecsla U Ha3BaHUs Mecsla, 4ucia rojaa
U CJOBa «TrOJ», JIIOOBIX YHUCIOBBIX 3HAUEHWH W €IUHUI] U3MEPEHHs eNaeTcs
C HCIOJBb30BaHUEM Hepa3pbIBHOro mpobena (coueranue kiaBum Shift — Ctrl —
[TpoGen).

18. He nomyckaercs BKIHOYATh B TEKCT TOKYMEHTA Pa3ACIUTENbHBIE TUHUU,
COCTaBJICHHBIC U3 IIETIOYEK CUMBOJIOB (*, =, -, — 1 apyrue).

19. He pomyckaeTcs HCHOJNB30BAaHHE B PYCCKHX CIIOBaX CXOJHBIX
10 HaYepTaHuio JaTuHcKux OykB (A, a, B, C,c,E,e, HL K, M, O, 0, P, p, 1, X, X, y).

20. He pmomyckaercs UCHOJIb30BAaHUE CHMBOJIAa TaOymsiiuu (—) JUid
oOpa3oBaHus a03alHOTO OTCTYyIA (KPaCHOM CTPOKM) WITM MMYCThIX CTPOK. AO3aIHBIi
OTCTYI yCTaHABIUBAIOT B MeHIO PopMaT/Ab3a1] WK ¢ TOMOIIbIO BEPXHETO JBUKKA
Ha T'OPU30HTAILHOMU JIMHEHKE.

21. He pomyckaeTcsi HWCHOJIB30BaHHWE CHUMBOJA «-» Ui OOO3HAYCHUS
nepeHoca. BmecTo Hero criemyer HCIOJIb30BaTh CHUMBOJ MSTKOTO IepeHoca

(xomOunarms knaBu Ctrl — «-»).
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22. JIns HamMcaHUsA PUMCKUX HUEGP MOJDKHBI WCIOJIB30BAThCS 3aryiaBHbBIE
oykBbl natuHckoro andasura (I, V, X, C, D, L, M). Ucnoas3oBanue 1 3TOU LeIU
pycckux OyKB B apaOCKuX UG HE TOMyCKaeTCs.

23. BMecTo OYKBBI «&» JOJKHA YMHOTpeOnsaThes OykBa «e» (KpomMe HMMEH
COOCTBEHHBIX MPU HAJTUIHH ITOATBEPIKIAIOIINX JOKYMEHTOB).

24. PekBU3HUTHI «3arojIoBOK K TEKCTY» JOJIKHBI ObITh BRIPOBHEHEI TI0 IIEHTPY
Y Ka)K]IBI U3 HUX JIOJDKEH MPEACTABIIATh COOOM OJIMH a03all, TO €CTh BHYTPH TEKCTa
KOKIOTO pPEKBH3UTa HE JOKHO OBITh cuUMBOia ab3ama. He pomyckaercs
UCTIONIb30BaHUE CUMBOJIA ab3aria sl IPephIBaHUs CTPOKH B MTPOU3BOJILHOM MECTE,
JUTSL 9TOTO CJIEIyEeT UCTIOIB30BaTh CUMBOJI pa3pbiBa CTPOKHU (KOMOWHAIIMS KIIABHIII

Shift — Enter).



[Tpunoxenue Ne 6
K MHCTpyKIMM 1O JeN0NPOU3BOACTBY
B TeppuropuanbHoOil n30MpaTeIbHON
komuccun Ne 39

Cnucok PACCBUIKH UCXOAAIUX NOKYMEHTOB

Ne HaumenoBanue oprana

ITosiHBIN MOYTOBBIA apec
n/n (opranusanumn)

IIpencenarens TeppuropuaibHOU

nu30upatenbHoi komuccuu Ne 39

(moamuce) (pacmmdpoBKa MOAMUCH)

Hcnomaurtens

(moamuce) (pacmudpoBKa MOAMUCH)

« » 20 1.




[Tpunoxenue Ne 7
K MHCTpyKIMM 1O JeN0NPOU3BOACTBY
B TeppuropuanbHoOil n30MpaTeIbHON
komuccun Ne 39

IlepeyeHb 00s13aTeILHBIX CBEACHUI 0 JOKYMEHTAX, HCIOJIb3YeMbIX B LeJIAX
y4era u noucka gokymenros B I
. ABTOD.
. Anpecar.
. Jlo;KkHOCTD, (haMuIus M MHULKAMBI JIMLA, TIOJIUCABIIETO JOKYMEHT.

. HaumenoBanue rpyniibl 1 BUJa 10KyMCHTA.

1
2
3
4
5. Jlata nokyMeHTa.
6. PeructpaninoHHbIi HOMEpP TOKYMEHTA.
7. JlaTa mocTynmuBIIETO JOKYMEHTA.
8. PeructpainOHHbBI HOMEP MOCTYIUBIIETO TOKYMEHTA.

9. CBenieHust 0 CBSI3aHHBIX JIOKYMEHTax (HaMMEHOBaHHE BHUJA JIOKYMEHTA,
J1aTa, pErUCTPALIMOHHBIA HOMEpP, TUI CBA3KH).

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

11. Mupekc nena mo HOMEHKIIAType Jedl.

12. CBenenus o nepeagpecanuy JOKyMEHTA.

13. KonnuecTBO JIMCTOB OCHOBHOT'O IOKYMEHTA.

14. OtmeTKa 0 IPUIIOKEHUH (KOJMYECTBO MPUIOKEHUM, 00111€€ KOJTUYECTBO
JIMCTOB MPUJIOKEHUI).

15. Yka3aHusi o MCMOJHEHUIO TOKYMEHTa (TIOpyYEeHHE, UCTIOJIHUTENb, 1aTa
WCTIOJTHEHUS).

16. OT™MeTKa 0 KOHTpOJIE.

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

18. ITpoBepka 371eKTpOHHOM MOAUCH (TIPU HATTUYINH).

19. ITonpa3nenenue — OTBETCTBEHHBIN UCIIOJIHUTENb JOKYMEHTA.

20. daitsbl 2JIEKTPOHHOTO TOKYMEHTA (KOJIMYECTBO (paitioB, MMeHa (haityios).

! Ucnone3yeTest COKpalenue, IpUBEAEHHOE B yHKTe 1.8 HacTosmmel MHCTpyKIwy.



B TeppuropuajbsHoii n30MparebHO Komuccuu Ne 39

[Tpunoxenue Ne 8.1

K MHCTpyKIMM 1O JeN0NPOU3BOACTBY
B TeppuropuanbHoOil n30MpaTeIbHON
komuccun Ne 39

KYPHAJI

yueTa JUIHOI0 IMpuemMa rpaskaaH

OT1meTka D.1.0.
IHouToBBbIii Kpartkoe 0 pe3yJbTarax U NOANHUCH
Ne Mara ®.1.0. P pesy A
aapec coJep:KaHue npuemMa JIMna,
n/m | mpueMa | 3asiBUTeJs
3asiBUTEJISI | oOOpalleHus (npuHsTOE NMPOBOAUBIIET0
pelieHue) npuem
1 2 3 4 5 6 7
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[Tpunoxenue Ne 8.2
K MHCTpyKIMM MO JeN0NPOU3BOJACTBY
B TeppuropuanbHoOil n30MpaTeIbHON
komuccun Ne 39

KAPTOYKA JIMYHOI'O IPUEMA I'PAKIAH
B TEPPUTOPUAJIbHOU U3BUPATEJBHON KOMUCCHHU Ne 39

Iara oOpamienus
Jara npuema

« » 20 T. Ne
DaMuns, UM, OTYECTBO 3aIBUTENS JloMmKHOCTHOE JIMIO, BEAYILIEE IPUEM
MecTo xuTenscTBa, TeaehoH Pesynbrarsl paccMoTpeHust

Kareropus 3asButeis

Coneprxkanue oOpaleHus

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

COIVIACHE Ha IPENOCTABICHHE MHE YCTHOIO OTBETa B XOJE JIMYHOIO IpUEMa IO CYLIECTBY
MIOCTaBJIEHHBIX B YCTHOM 0OparieHuu Bonpocos. [IucbkMeHHOro oTBeTa HE TpedyeTcs..

(mara) (monmuck 3asBUTETIS) (pacuudpoBka moamMcH)

A,
BbIpaxkaro

(damunust, UMs1, OTIECTBO 3aSBUTEIIA)

corJlache Ha BHJ1€0-U (WIM) ayAMOIPOTOKOIMPOBAHHE JIMYHOTO PUEMA.

(mata) (TOaNUCH 3asBUTEIS) (pacmmdpoBKa MOAMKUCH)
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[Tpunoxenue Ne 9
K MHCTpyKIMM 1O JeN0NPOU3BOACTBY
B TeppuropuanbHoOil n30MpaTeIbHON
komuccun Ne 39

JIucer coryiacoBanus

JomKHOCTD

damunus,

Hara Tonmmcen WHULAAJIBI

Hcnomuurenn
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[Tpunoxenne Ne 10

K MHCTpyKIMM MO JeN0NPOU3BOACTBY
B TeppuropuanbHoOil n30MpaTeIbHOM

komuccuu Ne 39

VTBEPXJIAIO

IIpencenarens TeppuTOpHAIBHON
n3bupareabHor komuccuu Ne 39

(moamucek) (MHUIMATBL, (haMUITHS)

« »

20 T.

OTtuer 0 PACCHLIKE 110 COOTBETCTBYIOIIIUM aJipecaTaM H pasMEeIICHUHN

pemienuii TeppuropuajbHoil H30MpaTebHONH Komuccuu Ne 39

Ha opunuaabHoMm caiite http://tik39.spbik.spb.ru

3acenanue Ne OT « » roja

No No pemrenust AnpecaT pacChbUIKH, aApeC Pa3MEICHUS ara

n/n THUK pa3MeleHus

PAaCCBUIKH

|
2
3

HUcnonaurens

(moamuck) (pactumdpoBKa MOAMHUCH)
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[Tpunoxenne Ne 11
K MHCTpyKIMM O JeN0NPOU3BOIACTBY
B TeppuropuanbHOii H30HpaTeIbLHOM
komuccun Ne 39

HEPEYEHD

nmoAJIC;KalmuX KOHTPOJJIK JOKYMEHTOB € YKa3aHUEM CPOKOB HCITOJIHCHUS

1. ®enepanbHble KOHCTUTYIIMOHHBIE 3aKOHBI, (elepajabHble 3aKOHBI
Poccuiickon denepanuu — COriIaCHO YKa3aHHOMY B HUX CPOKY.

2. Vxa3wl Ilpesunenta Poccuiickoit ®denepaliud — COTJIACHO YKa3aHHOMY
B HUX CPOKY.

3. Pacnopsikenust  IIpesmpnenra  Poccumiickorn ~ denepanuu — COTJIacHO
YKa3aHHOMY B HUX CPOKY.

4. ITocranoBnenus, pactiopspkenus [IpaBurensctBa Poccuiickor denepanmm —
COIUIACHO YKAa3aHHOMY B HUX CPOKY.

5. 3akonsl Cankt-IlerepOypra — corjgacHO ykazaHHOMY B HUX CPOKY.

6. [TocraHnoBieHMs, pelLIeHus 3aKOHOJATEIBLHOTO CoOpanust
Cankrt-IletepOypra — corjiacHO yka3aHHOMY B HUX CPOKY.

7. llocTaHOBNEHUS, PACHOPSHKEHUST OpraHa TOCYJapCTBEHHOM  BIIACTH
Cankrt-IletepOypra — corjiacHoO yka3aHHOMY B HUX CPOKY.

8. [locTaHOBIIEHUSI, PACTIOPSKEHUS PYKOBOAUTENSI OpraHa rocy1apCTBEHHOMN
Bnactu Cankt-IleTepOypra — corjiacHO yKa3aHHOMY B HUX CPOKY.

9. [MTapnamentckue 3ampocbl CoBera Denepannu Deaepansuoro Codpanus
Poccuiickoii ®enepauuu, I'ocymapctBennoit Jlymbr ®enepanbHoro CobOpanus
Poccuiickoit @enepanuu —HE TMO3AHEE YeM uepe3 |5 KaneHIapHBIX JHEH
CO JHA TOJNYyYEHUS NapIaMEHTCKOTO 3ampoca WM B HWHOW YCTAHOBJIEHHBIN
cooTBeTcTBYIONIEH manatoi denepanbHoro Cobpanmsi Poccuiickoit deneparyu
CPOK.

10. 3anpocsl CEHAaTOpOB Poccuiickoit denepanuu, JEMyTaToOB

INocynapctBennoit {ymbl ®denepansHoro CobOpanusi Poccuiickoit ®denepauuu —
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He no3/iHee yeM yepe3 30 KalleHIapHbIX JHEW CO JHS €ro MOJIyYEHUs WU B MHOMN
COTJIACOBAHHBIM C HMHULIMATOPOM 3aIIpoca CpOK.

11. O6pamienuss  cenatopoB  Poccuiickoit ~ deneparuu,  JAemyTaToOB
I'ocynapctBennoit Jlymer ®DenepanpHoro CobOpanusi Poccuiickoit depeparuu
0  BONpOCaM, CBSA3AHHBIM C WX  JEATEIbHOCTBIO, — HE3AMEIUTEIBHO
(mpu HEOOXOAUMOCTH TOIYUSHHUS JJOTIOTHUTEIBHBIX MaTEPHATIOB — HE MO3/THEE YeM
yepe3 30 KaeHJapHbIX THEW CO JAHS MOJy4YEHUs 0OpalleHus).

12. O6pamenus JIETyTaTOB 3aK0HOIATEIHLHOTO Cobpanust
Cankr-IletepOypra — B CPOK, YCTaHOBJICHHBIN 3aKOHOAATEIBCTBOM
Cankr-IletepOypra.

13. [lucekma wu3 Apmunuctpauun IIpesunenta Poccuiickoit @epepanuu,
[IpaBurenscTBa Poccuiickon ®enepannu, Koncturtynuonnoro Cyaa Poccuiickon
Oenepannu, BepxoBHoro Cynma Poccuiickori @enepauuu, [ 'eHepanpHOU
npokypatypbl Poccuiickoit ®enepauuu, IlpaButensctBa Cankt-lleTepOypra —
B COOTBETCTBUM C YKa3aHUSAMU II0 HCIIOJHEHHWIO JIOKYMEHTa IIpeicenaress
TEPPUTOPUAIIBHON KOMHMCCHH, €CJIM B HUX HE YKa3aH CPOK — HE MO3/IHEE YEM Uepe3
30 kaneHaapHbBIX AHEH.

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

15. IlpeacraBnenue npoKypopa — B TEYEHUE MECSIA CO JHS MOCTYIICHUS.

16. OOpaieHus, CBI3aHHbIE C peain3aluei U 3alUTON N30UpaTEeNbHBIX MPaB
U mpaBa Ha ydactue B pedepenayme rTpaxaaH Poccuiickoii deneparuu,
NOCTYIIUBIIME B TEPPUTOPUAIBHYID KOMHCCHIO B XOJI€ COOTBETCTBYIOLIEH
n30upareabHOW  KaMIlaHWM, KaMmIaHuu  pedepeHnyma, —B  COOTBETCTBHHU
¢ MenepanbHbIM 3aKOHOM 00 OCHOBHBIX MAPAaHTHAX M30MPATENbHBIX TPaB’.

17. Ilepecbiika oOpallleHU TpaxkaaH, COAEPKAIIMX BOIMPOCHI, PEIICHUE
KOTOPbIX HE OTHOCUTCA K KOMIIETEHIIMH TEPPUTOPHAIILHOM KOMHCCHH,
OCYULIECTBJISIETCS B TEYEHUE CEMU KaJIEHIAPHBIX JHEN.

OOparienue, CBI3aHHOE C COOTBETCTBYIOIIEH M30MpaTENbHON KaMIlaHUEH,
KaMIlaHuend pedepeHayMa, TMOCTYNUBIIEE B TEPPUTOPHAIBHYI0 KOMHUCCHIO

710 YCTaHOBJICHUS €10 MUTOTIOB I'OJIOCOBAHUS, ONPEIEIICHUS PE3YJIbTaTOB BBIOOPOB,

! Ucnone3yeTest COKpalenue, NpUBEAEHHOE B yHKTe 1.2 HacTosmmel UHCTpyKIwy.
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pedepeHaymMa M coAepiKallee BOMPOCHL, pEIIEHHEe KOTOPhIX HE BXOJHUT
B KOMIICTCHIIMIO KOMHUCCHM, B TEUEHUE MATHU JHEW Mocie JHS MNOCTYIUICHUS
HalpaBisieTCs] B KOMHCCHIO, HWHOM OpraH Wid JODKHOCTHOMY  JIMILY,
B KOMIIETEHIIMIO KOTOPBIX BXOAUT €ro pPacCMOTpPEHHE, a IMOCTYNHBIIEE B WHOM
nepuoJl MO0 HE CBSI3aHHOE C COOTBETCTBYIOIIEW H30MpATENIbHON KaMIaHUEH,
KaMmIianuei pedepennayma — B TeUEHUE CEMU THEH TOCTe THS MOCTYTUICHUSI.

OO0parenus, He CBSI3aHHBIC C pean3alreil U 3alIUTON n30upaTeNbHbIX MPaB
U TpaBa Ha ydactue B pedepenayme TpaxaaH Poccuiickoir deneparumu,
MOCTYIUBIINE B TEPPUTOPUATBLHYI0 KOMHUCCHUIO B TE€PHOJI COOTBETCTBYIOIICH
n30upaTebHOM KaMMaHWHM, KaMIaHuu pedepeHayma, a TakKe MOCTYIMUBIINE
BHE TepHojJa M30MpaTEeNbHON KaMIaHWHW, KaMIaHuu pedepeHayma WU IOcie
YCTaHOBJICHHSI TEPPUTOPHAIBHOM KOMHCCHEN UTOrOB TOJIOCOBaHUS, ONpPEIEICHUS
pe3yJbTaToB BBIOOPOB, pedepeHayma, —B TedeHue 30 pgHed mocne JHA
WX TOCTYIICHHUS.

18. OOpamienuss  cpencTB  MaccoBOo  MH(OpMalMM 1O  BOIpOcam
npenocTaBiieHuss UH(OpMAIuu —B  TEUEHHE CEMU  KaJICHJApHBIX  JIHEW.
Ecnu tpebyemble cBefeHUS HE MOTYT OBITh MPEIOCTaBIEHBI B yKa3aHHBIM CPOK,
TO JIOMYCKAeTCs OTCPOYKa B MPEIOCTaBICHUM 3alpaiinuBacMoil HH(oOpManuu
C BPYYEHUEM NIPEACTABUTENIO PEAAKIIUHA B TPEXIHEBHBIA CPOK CO JHS MOJYyUECHHS
MMCBMEHHOIO 3arpoca WH(OpMaluu yBEeJOMIIEHHS 00 OTCpOUYKE, B KOTOPOM
YKa3bIBAlOTCS NPUYMHBI OTCPOYKM, Jara, K KOTOpoW OyaeTr mpenocTaBiieHa
3ampariuBaeMasi “tHpopMalus, JoIKHOCTHOE JIMIIO, YCTAaHOBUBIIIEE OTCPOUKY, /1aTa
MPUHSATHUS PEIICHUs] 00 OTCPOUKE.

19. 3anpoc rocyaapCTBEHHOr0 OpraHa, OpraHa MECTHOTO CaMOYIIPABJICHUS
WIM JOJDKHOCTHOIO JIMIIA, paccMaTpHUBAIOLIEro oOpalleHHe TIpakKJaHuHa, —
JOKYMEHTbl W Marepuaybl, HEOOXOJIMMBbIE I PacCMOTpPEHHUs OOpauieHus,
MPEAOCTABISIOTCS B TE€UEHHE 15 JHEN WM MHOM CpPOK, YKa3aHHBIM B 3ampoce
(M0 BO3MOKHOCTH), 32 HCKJIIOUECHHEM JOKYMEHTOB W MaTEpHalioB, B KOTOPBIX
COJIEp>KaTCsl CBEIEHUS, COCTABJISIOIINE F'OCYJaPCTBEHHYIO UM MHYIO OXPaHIEMYIO
(benepaibHBIM 3aKOHOM TailHy, W JJIi KOTOPBIX YCTAHOBJIEH OCOOBIM MOPSIIOK

IPe0CTaBIICHUSI.
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[Tpunoxenne Ne 12
K MHCTpyKIMM O JeN0NPOU3BOIACTBY
B TeppuropuanbHOii H30HpaTeIbLHOM
komuccun Ne 39

TeppurtopranbHas YTBEPXIAIO
n3buparenpHas komuccus Ne 39
HOMEHKIJIATYPA JEJI IIpencenarens
TepputopuanbHOU
Ne n3oupaTenpHOl Komuccuu Ne 39
(mara)
(moamucek) (pacmudpoBka MmoanUcH)
Ha roxa (mara)
" KonunuecTBo C
HJICKC | 3aromoBok jena TOMOB POK XpaHCHUA [pumedaHus
Jena o 1 Ne crareil 1o nepeyHo
(dacreii)
1 2 3 4 5
Hazpanue paznena
(HaMMEeHOBaHUE JTOJKHOCTU COCTABUTENS (moamnuce) (pacmm@poBKa MoANKUCH)
HOMEHKJIATypBhl)
(mara)
COT'JTACOBAHO COT'JIACOBAHO
[IpoTokon DKcnepTHOW KOMUCCHH Cekperapp Cankr-IlerepOyprekoit
TeppuropuanbHoi n3dupaTenbHOM Komuccuu Ne 39 n30UpaTeIbHON KOMUCCUU
oT Ne

(mogmuce)  (pacmudpoBKa MOJIMUCH)
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[Tponomxenune npunoxxerus Ne 12

Hrorosas 3amnuch o KaTCTOPHAX U KOJIMUICCTBE ACJI, 3aBCACHHBIX

B rony B TepputopuanbHoii u3dbupareabHoit komuccuu Ne 39
B toM uncne
ITo cpokam xpaHeHus Bcero O — C OTMETKOM
PEXOIAIL «OIIK»
1 2 3 4

Ha 6ymakxnoMm Hocutene

(mpu HaMUUUU TUOPUIHBIX e, ToM(a) Ha OyMa)XHOM HOCHTENIEC YUYUTHIBAIOTCS B pasJieie
tabnuupl «Ha OymaxkHOM HocuTene», ToM(a) Ha 3JIEKTPOHHOM HOCHTEJE YYHMTHIBAIOTCS B
pazziesnie Tabauibl « JIEKTPOHHBIX)):

ITocTossHHOTO

HonrospemenHoro (coime 10 neT)

Bpemennoro (10 10 et BKIIOUUTENBHO)

DNIEKTPOHHBIX

(mpu HAJIMYMK TUOPUAHBIX J1€]1, TOM(2) Ha OYMa)KHOM HOCHUTEJIE YUUTBIBAIOTCS

B pazjesne Tabnuibl «Ha Oyma)kHOM HOcUTeley, ToOM(a) Ha 3JIEKTPOHHOM HOCHUTENe
YUUTBIBAIOTCS B pa3zesie TadIuIbl « DIEKTPOHHBIX)):

ITocTosstHHOTO

Joarospemensoro (cspiue 10 sier)

Bpemennoro (10 10 et BKJIIOUUTENBHO)

HNTOI'O:

(HaMMEHOBaHUE JIOJKHOCTH COCTABUTEIS (moamuce) (pacmmdpoBKa MOAMHUCH)
HOMEHKJIATypBhl)

(mara)




TeppuropuaibHas
n3bupareapHas komuccus Ne 39
®OHJ Ne
OIIUCH N

JIe1, TOKYMEHTOB MOCTOSIHHOTO XPaHEHUS
3a roj
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[Tpunoxenue Ne 13
K MHCTpyKIMM O JeN0NPOU3BOIACTBY
B TeppuropuanbHOii H30HpaTeIbLHOM
komuccun Ne 39

YTBEPX/IAIO

[Ipencenarens
TepputopuasibHOM
n3bupatensHol Komuccun Ne 39

(moamuck) (pacmmdpoBKa MOMUCH)

(mara)
Ne Nunexc 3aroJjioBok .
Kpaiiaue natet KonunuectBo nucroB | Ilpumedanus
/o neiaa neiaa
1 2 3 4 5 6
HaszBanue pasnena
B nmaHHBIM pazgen onvcu BHECEHO el

(mdpaMu 1 TPOTHCHIO)

c Neo mo Ne , B TOM 4YHCIIE:
JTUTEpHBIE HOMEpA: )
MPOMYIIEHHbIE HOMepa:

HaunmenoBanue TODKHOCTH COCTABUTEIS IIOJIITUCH pacmidpoBKa MOIMUCH
OITHCH

HaumenoBanue TOKHOCTH IIOJIIHUCH pactdpoBKa MOATUCH

OTBCTCTBCHHOI'O 3a ApXUB

(mara)

COI''TACOBAHO
[Iporokos DkcnepTHOM KOMUCCUHT
TeppuropuanbHOi N30UpaTETHHOM

xomuccuu Ne 39

oT Ne

YTBEPXIEHA
IIporokou LleHTpanbHON IKCIEPTHO -
MIPOBEPOYHON KOMUCCUU
ApPXHMBHOTIO KOMUTETA
Cankr-IlerepOypra

oT Ne




TepputopuanbHas
n3bupatensHas komuccus Ne 39
®OHJ Ne
OIIUChH Ne

1€, JOKyMEHTOB BPEMEHHOT'O
(cBbitie 10 neT) cpoka XpaHeHUs
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[Tpunoxenue Ne 14

K MHCTpyKIMM O JeN0NPOU3BOACTBY

B TepputopuanbHOi H30MpaTeIbHON
komuccun Ne 39

YTBEPXIAIO

[Ipencenarens

TepputopuanbHOit
n30uparenbHoi komuccuu Ne 39

(moamuce) (pacmmgpoBKa MOAKCH)

3a roj
(mara)
No WNunexc 3arosoBoOK Kpaiinue Cpok KonunuecTtBo
[Ipumeyanus
n/n nena nerna JIaThl XpaHEeHUs JIUCTOB
1 2 3 4 5 6 7
Ha3Banue paznena

B nannblii pa3znen onucu BHECEHO aen

¢ Ne

(mudpamMu 1 TPOIUCHIO)

o Ne

YHUCIIC:

JIUTCPHBIC HOMECPA:

, B TOM

MIPOMYIIEHHbIE HOMEpa:

(HaI/IMeHOBaHI/Ie JOJDKHOCTH COCTABUTCIIA

OTIHCH)

(HauMeHOBaHHE JJOKHOCTH
OTBETCTBEHHOTO 32 apXUB)

(mara)

COTI'JTACOBAHO

(moamuce)

IIpoTokoa DKCEPTHON KOMUCCHH
TepputopuaibHON H30UpaTENBbHOM

komuccuu Ne 39

oT Ne

(moamuce)

(pacmudpoBKa MOAMHUCH)

(pacumudpoBKa MOAMKCH)

YTBEPX/IEHA

[IpoTokoi LleHTpanbHON SKCIEPTHO -

MPOBEPOYHON KOMUCCUU

ApxuHoro komutera Cankt-IlerepOypra

OoT

No



TepputopuanbHas
n3zbupatensHas komuccus Ne 39
®OHJ Ne
OIIUChb Ne

A€, HIOKYMEHTOB I10 IMYHOMY COCTaBYy
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[Tpunoxenne Ne 15
K MHCTpyKIMM MO JeN0NPOU3BOJACTBY
B TepputopuanbHOi H30MpaTeIbHON
komuccun Ne 39

YTBEPXIAIO

[Ipencenarens
TeppuropuaibHOn
n3bupareapHoi komuccuu Ne 39

|____Tod (monmuce) (pacmudpoBka moanucK)
(mara)
No Nunexc Kpaiinue Cpok Koin-Bo
3aroyioBOK siea [Ipumeuanus
n/n nena JIaThI XpaHEHUS JMCTOB
1 2 3 4 5 6 7
HaszBanue paznena
B nmanubIii pa3gen onucyu BHECEHO hi ()

(mudpamMu 1 TPOIUCHIO)

c Neo mo Ne , B TOM

qHCIIe:

JTUTEPHBbIE HOMepa: ,
MPOIYIIIEHHBIC HOMEpA:

(HaMMEHOBaHUE JIOJKHOCTH (moamuce) (pacmmdpoBKa MOAMHUCH)

OTBETCTBEHHOTO 32 apXUB)

(HanMeHOBaHUE JOHKHOCTU COCTABUTEIS
OTIHCH)

(mara)

COTI'JTACOBAHO
IIpoTokOoa DKCEPTHON KOMUCCHH
TeppuTtopuaibHON H30UpaTENBLHOM

komuccuu Ne 39

oT Ne

(moamuce) (pactmmdpoBKa MOAMHUCH)

COI''TACOBAHO
IIpoTOKOI PKCIIEPTHO-NPOBEPOUHOMN
METOINYECKON KOMUCCUU
LleHTpambHOrO rOCyAapCTBEHHOTO apXHUBa
Cankr-IlerepOypra

oT Ne
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[Tpunoxenue Ne 16
K MHCTpyKIMM MO JeN0NPOU3BOJACTBY
B TepputopuanbHOi H30MpaTeIbHON
komuccun Ne 39

TeppuropuaibHas YTBEPX/IAIO
n3buparenapHas komuccus Ne 39 [Ipencenarens
AKT TeppuropranbHON
No n3buparenbHO Komuccuu Ne 39

(MecTo cocTaBeHU)

O BbLICICHHH K YHHYTOKCHHIO (moamucek) (pacmmdpoBKa MOAMKUCH)
(apXUBHBIX) IOKYMEHTOB,
He MO/JIeKANUX XPAHEHU D
(mara)
Ha ocHoBanum IlepedHsi THIIOBBIX YIPABICHYSCKUX  APXHUBHBIX  JIOKYMEHTOB,

o0pa3yronmxcsi B MPOLECCe JEATEIbHOCTH TOCYJIapCTBEHHBIX OpPraHoOB, OPraHOB MECTHOT'O
CaMOYTIPaBJICHUSI M OpraHu3alui, C YyKa3aHUEM CPOKOB XpaHEHHS W HOMEHKIATYpbl el
TepputopuanbHoii n3buparensHoit komuccuu Ne 39 0TOOpaHbI K YHUUTOKEHHUIO KaK HE UMEIOIINe
Hay4YHO-MCTOPUYECKON IEHHOCTH U YTPATUBIIIKE MPAKTUUECKOE 3HAUCHHUE JOKYMEHTHI:

No Ne onucu
(mpu
BBIJICTICHUH K
3aroja0BoK 8 Ne en. xp.
YHUUTOXKEHHUIO Cpoku
nerna M0 OIUCH
JIOKYMEHTOB Kon-Bo XpaHeHus
Ne WU TombI (uHzIEeKC IIpume-
. 2 IIPH MIOATOTOBKE el Xp. 1 HOMepa
/Tl | TPYIIOBOM 1o o YaHUS
JIeN K Tiepenaye (mem) craren
3aroJI0BOK HOMECHKJIa-
B apXUB IO MTePEYHIO
JIOKYMEHTOB Type Aen)
OpraHu3aIni,
rpada He
3aMoIHsIEeTCs])
1 2 3 4 5 6 7 8
Utoro e/1. Xp. (Z1en, SIeKTPOHHBIX JIeN) 3a TOJTBI

(mmdpamMu ¥ IPOIUCHIO)

Omnucu ACII ITOCTOSAHHOT'O XPAHCHUS 3a TOAbI YTBCPIKICHEI C L[eHTpaHBHOﬁ 9KCIICPTHO

-IIPOBEPOYHOM KOMUCCHEN ApXUBHOTO KOMHUTETA Cankr-IleTepOypra (poToKoI
OT «__ » 20 r. No ).
(HaMeHOBaHUE JTOJDKHOCTH JIMIIA, (moamuch) (pacmudpoBKa MOAMKCH)
OTBETCTBEHHOTI'O 32 apXUB
(mara)
COT'JTACOBAHO YTBEPXEH
IIpoTokOoa DKCEPTHON KOMUCCHH leHTpanbHOM 3KCIEPTHO-ITPOBEPOYHOMN
TepputopuanbHOi KOMHCCHH APXHUBHOTO KOMHUTETA

n3bupareapbHor Komuccuu Ne 39 Cankr-IletepOypra

oT Ne oT No
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JIOKyMEHTBI B KOJTUYECTBE el1. Xp. (e, JIeKTPOHHBIX Je):
- Ha OyMa)XHOM HOCHTEJIE BECOM KT C/IaHbI B

(HaMMEHOBaHUE OPraHU3aLNIN)

- Ha 3JICKTPOHHOM HOCHUTCJIC CAaHbI HA YHUYTOKCHUC

(crIoco0 YHUUTOKEHUSN)

(HamMeHOBaHHWE JOJKHOCTH JINIIA, (moamucek) (pacmudpoBka moanucy)
CABILEr0 JOKYMEHTHI)

(mara)

HN3meHeHus B YUYCTHBIC TOKYMCHTBI BHCCCHDI

(HaMeHOBaHUE JIOJHDKHOCTH JIMIIA, BHECILIETO (monmucek) (pactmmdpoBKa MOAMKUCH)
M3MEHEHHUS B yUYETHBIE JOKYMEHTHI)

(mara)
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[Tpunoxenne Ne 17
K MHCTpyKIMM O JeN0NPOU3BOIACTBY

B TeppuropuanbHOii H30HpaTeIbLHOM
komuccun Ne 39

BHYTPEHHSSA OITMCH JOKYMEHTOB JIEJIA

BHyTpeHHsI1 OTUCH TOKYMEHTOB J1ejia Ne

Perucrpanmonnbii Howmepa
No pal Jlara 3arojioBok p
HOMCDP JIUNCTOB HpI/IMe‘IaHI/IH
n/a JIOKYMEHTa JIOKYMEHTa
JIOKYMEHTa zena
| 2 3 4 5 6
Hroro: JIOKYMEHTOB
(g pamMu ¥ MPOTUCHIO)
KonunyecTBo MCTOB BHYTPEHHEN ONUCH JUIL.
(urdpamMu 1 MPOMUCHIO)
(HauMeHOBaHUE JOJKHOCTHU (moamucs) (pacmudpoBKa MOMKCH)

JINIIa, COCTAaBUBIIIETO
BHYTPEHHIOIO OIHCH
JIOKYMEHTOB JieJa)

(nata)
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[Tpunoxenne Ne 18
K MHCTpyKIMM O JeN0NPOU3BOIACTBY

B TeppuropuanbHoOil n30upaTeIbHOM
komuccun Ne 39

JIMCT-3ABEPUTEJIb AEJIA

Jlucr - 3aBeputens aema No

B nene noammTo ¥ mpoHyMEpOBaHO JTUCT(OB),

(mudpamMu ¥ MPOITUCHIO)

c Ne 1o No , B TOM YHCJIE:

JIUTCPHBIC HOMCpa JIMCTOB

MIPOIYIIIEHHBIE HOMEpa JIUCTOB

+ JINCTOB BHYTPEHHEW OMUCH

OcobenHocTy (pU3UYECKOro COCTOSIHUS Homepa
1 (hopMupoBaHuUsl jieia JIMCTOB
1 2
(HauMeHOBaHUE (moamucek) (pacurudpoBKa MOAIKICH)
JTIOJ>KHOCTH)

(mata)
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[Tpunoxenne Ne 19
K MHCTpyKIMM O JeN0NPOU3BOIACTBY
B TeppuropuanbHoOil n30upaTeIbHOM
komuccun Ne 39

. Mo
Omn. N
. Ne

Cankr-lIlerepOyprckoe rocyiapcTBeHHOE Ka3eHHOE yUpeKaeHne
«IlenTpaabHblii rocynapcrBennbiii apxus Cankr-Ilerepoypra»

TEPPUTOPUAJIBHASA U3BUPATEJIBHASA
KOMHUCCHUA Ne 39

JAEJIO Ne Tom Ne

(3aroJyioBoOK jena)

(kpaitHue nathl)

Ha JIUCTaX

XpaHUTh




YTBEPXIAIKO
IIpencenarens
n30upareabHON KOMUCCHH
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[Tpunoxenue Ne 20
K MHCTpyKIMM O JeN0NPOU3BOACTBY
B TeppuropuanbHoOil n30MpaTeIbHOM
komuccun Ne 39

YTBEPXIAIO
Jupexrop
Cankr-IlerepOyprckoro rocy1apcTBEHHOTO
Ka3€HHOI'0 yupexacHus LlenTpaibHoro
rocynapctBeHHoro apxusa Cankr-IlerepOypra

[Toanuce Pacmdposka noanucu [Moanuce Pacmmdposka
MOAUCH
[lewars Ieuars
Hara Hara
AKT
Ne
npreMa-fepe1ayl apXuBHBIX
JIOKyMEHTOB Ha XpaHEHUE
(ocHOBaHME NEepeIayun)
(Ha3BaHUe mepenaBaeMoro (poH/a)
caain,
(HaMMEeHOBaHUE OpraHU3AIINH, ITepeAatoNIel JOKYMEHTHI)
MPUHSLIL

(HaMMEHOBaHUE OpraHU3AINH, IPUHUMAIOIICH TOKYMEHTHI)

HpI/IHI/IMaCT Ha rocy1apCTBCHHOC XpaHCHUC JOKYMCHTHI 3a

u cnpaBquHﬁ arrmapar
(romer)

K HUM:
Ne i/ Hassanue, Homep KonunuecTBo 3Kx3eMIsspoB KomunuectBo [Ipumeuanus
onucu ONKUCH JIeJ, JOKYMEHTOB el. Xp.
1 2 3 4 5
Hroro npunaro eI.Xp.

(A (paMH 1 IPOINCHIO)

ITepenauy nmpousBenu

IIpuem npoussenu

JoipKHOCTB [Tonmuce  PacmmdpoBka  JIOMKHOCTD [Tognuce PacimmidpoBka
MOATHNCH MOATIUCH
Hara Hara
®oHay npucBoeH Ne
N3meHeHns B ydeTHbIE JOKYMEHTBI BHECEHBI
HanmenoBanue nomkHOCTH IToanuce Pacmm¢poBka noanucu

OTBCTCTBCHHOI'O 3a apXUB

Hara



