TEPPUTOPUAJIBHASA U3BUPATEJIbBHAA KOMUCCHUA Ne 47

PEHIEHUE
05 aBrycra 2026 roga Ne 23-9

Cankr-IletepOypr

OO0 MHCTPYKINUH 10 1eJI0NPOU3BOACTBY
B TepputopuanbHoii u3duparenbHoil komuccum Ne 47

B cootBerctBun ¢ pemenueM Cankr-IlerepOyprckoil n30upaTenbHOM
komuccun oT 31.07.2026 Ne 188-10 «O TumoBol HHCTPYKUMU IO
JIETIONPOU3BOJICTBY B TEPPUTOpPUANIBHONW U30MpaTesbHOM Komuccuu B CaHKT-
[TerepOypre», TepputopuansHas ndupatenbHas komuccus Ne 47 pemmia:

1. Tlpu3HaTh yTpaTUBIINM CUITY pellieHre TepputopraibHON H30UpaTeIbHON
komuccun Ne 47 ot 25.06.2020 Ne 2-3 «O06 UHCTPYKIMU TIO ACTOMPOU3BOICTBY B
TeppurtopuanbHON U30UpaTEIHLHON KOMUCCHH Ne 475

2. YTBepAUTh WHCTPYKIHIO MO JEIOMPOU3BOACTBY B TeppHTOpHAIBHOM
n3ouparenbHoi komuccuu Ne 47 coriacHO MPUIIOKEHHIO, K HACTOSIIEMY PEIICHUIO.

3. PasmectuTs Hacrosimee pemieHMe Ha  OQUIMATBLHOM — calTe
TepputopuanbHoii u3oupartenbHoil kKomuccuu Ne 47 B uH(OpPMaIMOHHO-
TEJICKOMMYHUKAIIMOHHOU ceTtn « THTEpHEeT.

4. KoOHTpOJb 3a HCIOJHEHUEM HACTOSIIIETO PEIICHHUS BO3JIOXHUTh
Ha Tnpeacenarens TeppuTopuanbHOM u3OuparenbHOM komuccun Ne 47

Aiipanetsina 1O.C.

[Ipencenarens TeppuropranbHON
n30uparenbHoi komuccun Ne 47 10.C. Alipanersn

Cexperapp TepputopuanbHOU
n3ouparenpbHOr Komuccuu Ne 47 H.B. ITuenunueBa



[Ipunoxenue
K pemienuto TeppuropuanbHOR
n3buparenbHO Komuccuu Ne 47
ot 05 aBrycra 2026 roga Ne 23-9

YTBEPXJEHA
pewenreM TepputopranbHON
n3bupatensHol Komuccuu Ne 47
ot 05 aBrycra 2026 roma Ne 23-9

TUIIOBAA HHCTPYKLUSA
11O JEJIONIPOU3BOACTBY B TEPPUTOPUAJILHON
N3BUPATEJIBHOU KOMUCCHUU B CAHKT-IIETEPBYPTE

1. O01mue moJ10KeHus

1.1. Uuctpykuus o JEI0NPOU3BOACTBY B TeppuropuanbHol
u30upatenbHo Komuccuu Ne 47 (manee — IHCTpyKUHMsI) YCTaHABIIMBAET MOPSIOK
paboThl C JOKyMEHTaMH, OCHOBHBIE TMpaBWJIa WX MOJATOTOBKH U OGOPMIICHUS
B TeppuropuanbHoit n3duparenbHoit komuccuu Ne 47 (nmanee — TeppuTopUaIbHas
KOMUCCHSA).

TepputopuanbHas KOMHUCCHS BIIPABE YTBEPKIATh TUIIOBbIE
W/WIA  TPUMEpPHbIE HWHCTPYKIIMU MO JCJONPOU3BOJACTBY JUISl  YYaCTKOBBIX
n30MpaTeNbHBIX KOMUCCUH.

1.2. Uuctpykius paszpaboTaHa Ha OCHOBaHMHM (eAepalbHbIX 3aKOHOB
ot 12 utons 2002 roga Ne 67-®3 «O06 OCHOBHBIX rapaHTUSIX U30MPATEIbHBIX MPAB
W TpaBa Ha ydactue B pedepenayme rpaxman Poccuiickoit deneparumn»
(manee — @enepalibHBI 3aKOH 00 OCHOBHBIX TapaHTHSIX HM30MpaTeIbHBIX MpaB),
or 22 oktsa6ps 2004 roga Ne 125-®3 «O6 apxuBHOM Jene B Poccuiickoi
denepanuny, 3akoHoB CankT-IleTepOypra, MOCTAaHOBICHHUN I HHBIX HOPMATHUBHBIX
aktoB lleHTpanbHOM wu30upaTenbHOM Komuccuu Poccuiickoit  denepanuu
(manmee — UK Poccun), Cankr-IlerepOyprckoit u3OupaTenbHOW KOMUCCHUH,
perjiaMeHTa TeppUTOpUaIbHON KOMUCCHH, C UCTIOJIb30BaHUEM MpHKa30B PocapxuBa

or 22 mas 2019 roma Ne 71 «OO6 ytBepxaenuu IIpaBun Aenonpou3BOACTBa
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B rocyaapCTBCHHBIX opraHax, opraHax MCCTHOTI'O CaMOYIIPpaBJICHU,

ot 25 nexabps 2020 roga Ne 199 «O6 yrBepxkaeHnn MeToanuecKux peKOMeH1alui
o pa3paboTke UHCTPYKUUH o JIEJIONPOU3BOCTBY
B TOCYJIapCTBEHHBIX  OpraHax, OpraHax MECTHOTO  CaMOYIpPaBJICHUI,
ot 31 urons 2023 roga Ne 77 «O6 yrBepxkaenun [IpaBun opranuzanuu XxpaHeHus,
KOMIUIEKTOBAHUSA, Yy4y€Ta W UCIOJb30BaHUS JIOKYMEHTOB ApXHMBHOTrO (oHIa
Poccniickonn denepannu U IpYyrUX APXUBHBIX JTOKYMEHTOB B TOCYAAapPCTBEHHBIX
OpraHax, OpraHax MECTHOIO  CaMOYIpPAaBJIEHUS U OpraHU3alusax»,
I'OCT P 7.0.97-2025 «HamuonaneHbiii cranmapt Poccuiickoit ®enepanuu.
Cuctema ctaHgapToB 1o wuHboOpMalUu, OUOJIMOTEUYHOMY U U3IATEIHCKOMY
neny.  OpraHu3allMOHHO-pacHopsiAMTENbHAs — JIOKyMeHTauusa.  TpeOoBaHus
k odopmieHnto mokymeHtoB», ['OCT P 7.0.8-2025 «HarmmoHambHBIH CcTaHAApT
Poccuiickoii ®enepanuu. Cuctema craHaapToB 10 UH(MOpMAIMK, OMOINOTEYHOMY
U H3JaTeIbCKOMY Jeily. JleJonmpou3BOACTBO W AapXUBHOE Je10. TepMHHBI
U OTIPEJCTICHUS.

Pabora ¢ nokymeHTaMu, cojepKalluMH HWHGOPMALMIO OrPaHUYEHHOTO
pacnpoCTpaHEHUsl, OCYLIECTBISIETCSI B  COOTBETCTBUM € IIOCTAHOBJICHUEM
[TpaButensctBa Poccmiickoii ®eneparuun ot 03 HosOps 1994 roma Ne 1233
«O06 ytBepxkaeHuu IlomokeHuss O TOpsAKE OOpaIICHHS CO  CIYKEOHOM
uH(popManuer OrpaHUYEHHOrO PACHpPOCTPAHEHUS B (eAepalibHbIX OpraHax
UCIIOJTHUTENIbHOM BJIACTH, YIOJHOMOYEHHOM OpraHe yIpaBJIEHUS! UCIIOJIb30BaHUEM
aTOMHOM SHEPTUU U YIIOJTHOMOUYEHHOM OpraHe 10 KOCMUYECKOU e TEeIbHOCTHY, 32
UCKIIFOUEHHEM JOKYMEHTOB, COJIepKaIIUX CBEACHUS 00 n30upaTensiX, yHacCTHUKAX
pedepenayMa, oOpamarmuxcs B paMmkax GyHKIHOHUpOoBaHUS ['ocymapcTBeHHON
CUCTEMBbI peructpauuu (ydera) wusz0upareyeld, Y4YaCTHUKOB pedepeHayma B
Poccuiickon denepanum.

1.3. [Tonoxxenuss IHCTpYKIIMU pacpoCTPaHSIIOTCA Ha OPraHU3aliio paboTh
C JIOKYMEHTaMH HE3aBHUCHUMO OT BHJIa HOCHUTEIIA, B TOM YHCII€ C JIEKTPOHHBIMU
JOKYMEHTaMH, BKJIIOYas TOJATOTOBKY, PETUCTPALMIO, MPOXOKICHUE, XpaHEHHE

H UCIIOJIb30OBAHUEC NOKYMCHTOB.
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[Tonoxenuss MHCTpyKIMKM HE pacHpOCTPaHSAIOTCS HAa OpraHU3aluio paboThl

C JOKYMEHTaMH, COJACPKAIIMMM CBEIECHUs, COCTABIIAIOLIME TOCYAAPCTBEHHYIO
TaNHY.

TpeboBanus MWHcTpykuuu Kk paboTe ¢ (QUHAHCOBOW, B TOM YHCIIE
OyXranTepcKkoil JOKYMEHTAllMEeW paclpOCTPaHAIOTCS Ha JaHHbIE JIOKYMEHTBI
B YacTU OOUIMX MPHUHIMIOB pabOThl C HUMH, a TAKKE OpraHU3allUd TEKYIIETOo
XpaHEHHs1 TOKYMEHTOB M NOJATOTOBKM HMX K I€pelade Ha apXUBHOE XpaHEHUE,
C y4yeToM OCOOCHHOCTEH  OIOJKETHOTO  3aKOHOJATENbCTBA,  HACTOSIICH
WNuctpykiuu, unbix HopMmatuBHBIX akToB LIUK Poccum, Cankrt-IleTtepOyprekoit
n30MpaTeNbHOM KOMUCCHH, TEPPUTOPUATIBHON KOMUCCHH.

PaboTa ¢ gJoKyMeHTaMHu MO OpraHu3aldy 3aKylOK TOBAapOB, pabOT U yCIyT
ocyuiecTBisieTcs ¢ ydetom @DenepanbHOro 3akoHa oT S ampens 2013 rona
Ne 44-®3 «O koHTpakTHOU cucCTeME B cepe 3aKynoK TOBAapOB, padOT, yCIyr
Ui 0OecTieueHs] TOCYJapCTBEHHbIX W MYHMIMIAIBHBIX HYyX1». OcobGeHHocTH
OpraHu3alyy J0KYMEHTO000pOTa, OTHOCSILEr0Cs K OpraHu3aluy 3aKyIIOK TOBapOB,
paboT u yciayr, npaBuiia MOJTOTOBKH U OPOPMIICHUS TaKUX JIOKYMEHTOB, a TAKKe
NOpSIOK  pabOTl  C  HUMHU  MOTYT  JIOTIOJHUTEIBHO  YCTAHABIMBATHCS
COOTBETCTBYIOIIUMHU HOPMAaTUBHBIMU aKTaMHU UK Poccun,
Cankr-IletepOyprckoit n30upaTeibHOW KOMUCCUU, TEPPUTOPUATIEHON KOMUCCHH,
IIpUKa3aMU MPEICENATENS TEPPUTOPUATBHON KOMUCCHH.

1.4. IlpaBuna moAroTOBKH U O(QOPMIICHUS] JOKYMEHTOB U MOPSAOK PabOThI
C HUMH, TpenycMoTpeHHble WHCTpykiuen, oO0s3aTeNbHbl [JIi  YJICHOB
TEPPUTOPUAIBHOM KOMHUCCHHM W TOCYJAPCTBEHHBIX TPAXKIAHCKUX CITyKaIIUX
amnmapara TeppUTOPHAIILHON KOMUCCHUU (Jlajiee — TpakJIaHCKue CIyKalllye) U JII,
3aMENAIOIINX JIOJDKHOCTH, HE SBISIOIIMECS JOJHKHOCTSAMU TOCYAapCTBEHHOM
IPaKIAHCKOM CIIy>KOBbI, a TaK)Ke JIMI], MPUBJIEKAEMbIX MO TPaXJIaHCKO-TPABOBBIM
JIOTOBOPAM.

1.5. Benenue JIEIOTIPOU3BOICTBA TEPPUTOPUATHHOM KOMUCCHU
OCYILECTBIISIET MPECENATe]Ib TEPPUTOPUATIBHOM KOMHUCCUU WM Tpa)xAaHCKUI

CIyXKallluid anmapata TEpPpPUTOPUAIBHOW KOMHUCCHHM, Ha KOTOPOrO BO3JIOKEHA
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q)YHKHI/IH BCIACHHA ACJIOIMPOMU3BOACTBA B COOTBCTCTBHMM C JOJDKHOCTHBIM

peraamMeHToM  (Janee — paOOTHUK — ammapara, OTBETCTBEHHBIM 3a  BEACHHE
JIEJIONPOU3BOJICTBA).

1.6. PaGoTHuku  anmapara,  MOCTYNMBIIME  HAa  TOCYJApPCTBEHHYIO
rpaxkaaHcKytro ciryx0y Cankr-IlerepOypra B annapar TeppuTOprUaIbHON KOMUCCHH,
amb0 Ha JOHKHOCTH, HE SBISIOIIMECS JOJDKHOCTSMU —TOCYAapCTBEHHOU
TPAKIAHCKOW CIIyXOBbl, a TaKKe TpakJaHe, MNPUBICKAEMBbIE IO TIPakIaHCKO-
MPaBOBBIM JOTOBOpPaM, JIOJDKHBI OBITh O3HAKOMJIEHBI TOJI MOJMNUCH C TEKCTOM
Wuctpykiun ~ paOOTHUKOM — ammaparta,  OTBETCTBEHHBIM 32  BeJICHHUE
JEJONPON3BOCTBA.

1.7.B cnydyae yxoma B OTHYCK, BbI€3Jla B KOMAaHJIHUPOBKY, OOJIE3HH,
YBOJIBHEHHSI ~ HUCIOJHUTENS  JOKYMEHTOB  HEWCIIOJHEHHBIE  JOKYMEHTBI
10 MIOPYYEHUIO MPEACENATENS TEPPUTOPHUATIBEHON KOMUCCUU NEPENAIOTCA IPYTOMY
VICIIOJIHUTEIIIO.

1.8. Jlenonpou3BOACTBO B TEPPUTOPHUATBHON KOMHUCCHH OCYIIECTBIISETCS
CpeICTBAaMH  TOJICUCTEMBl JIOKYMEHTOOOOpOTa U  yNpaBlieHUs IU(POBBIM
KOHTEHTOM ['OCyZapCTBEHHOW aBTOMATU3UPOBAHHOW CUCTEMBbI Poccuiickoi
®enepauun  «BpiOopb» (manee —I1/[), a Takke C HCHIONB30BAHUEM JAPYTHUX
pPErUCTPAllMOHHO-YYETHBIX (opM (KapTOUYHOM WJIM IKYpPHaJbHOM CHCTEMBI
perucTpanuu JOKyMEHTOB).

Pa6ota B I1J] MOXET OCYIIECTBIATHCA KaK B 3aKPBHITOM KOHTYpE, JIOCTYII
K KOTOPOMY 4YJ€HaM TEPPUTOPUATILHON KOMHUCCHMM M PaOOTHHKAM armapara
TEPPUTOPUAIIBHON KOMHCCHUHM TMPEIOCTABISAETCS B COOTBETCTBHM C IPUKA30M
IpecenaTeNsl TEPPUTOPUAIBLHOM KOMUCCUHU, TAK U B OTKPBITOM KOHTYpE, IOCTYII
K KOTOPOMY ITPENOCTABJISAETCS B COOTBETCTBUM C pacrniopsikeHueM lIpencenarens
UK Poccun, nHopmaruBHbiMH akTamu Caskt-lleTepOyprckoii u3OupaTenbHOU
komuccuu 1o coriacopanuto ¢ I{AK Poccun.

B 3akpbITOM KOHTYype npeaycMoTpeHa oOpabdoTKa MEPCOHANBHBIX JIaHHBIX
1 MHOM KOH(pUACHIINATbHON HH(POpMAITUH.

JokymeHTsl, conepxammuecs B [1J[, MoryT ObITh OAMKMCAHBI JIEKTPOHHOU



MOJAMKUCHIO AOHKHOCTHOTO JIMIIA.

Pabota ¢ [OKyMEHTaMH TEPPUTOPUATIBHON KOMHCCHH OCHOBBIBAETCS
Ha IPUHIIUIE OJJHOKPATHOW PErucTpaluu JOKyMEeHTa.

1.9. Unctpykuus W HU3MEHEHHS B HEE YTBEPXKIAIOTCS pelIeHUEM
TEPPUTOPUAIIBHOM KOMHUCCUM Tiociie coryiacoBanus ¢ Caskr-lletepOyprekoi
HN30MPaTEIIbHOM KOMUCCHUEH.

1.10. B MHCTpYKIINHU HUCTIONB3YIOTCS CAEAYIOIIUE TEPMUHBI U OTIPEACTICHUS:

0JIaHK JIOKYMEHTA; 3JIeKTPOHHBIN M1a0JI0H OJaHKa JOKyMEHTa — JJUCT Oymaru
WIM DJEKTPOHHBIA MIabJIOH C pPEKBU3UTAMHU, HWACHTU(PUIUPYIOIMIUMH aBTOpa
OQHUIIMANTBHOTO TOKYMEHTA, PACIIOIO0KEHHBIMU B ONPEIEICHHOM MOPSIKE;

BHYTPEHHHMI JOKYMEHT — JOKYMEHT, ITOATOTOBJICHHBIA B TEPPUTOPUATBHON
KOMHUCCHH, HE BBIXOSAIINI 3a €€ Npeeibl;

BXOJSIINNA JOKYMEHT — JOKYMEHT, IOCTYNUBIIMA B TEPPUTOPHAIBHYIO
KOMUCCHIO;

(2JIeKTpOHHOE)  J1e7I0 — PU3NYEeCKU  000COOJIeHHasT WM JIOTMYECKHU
olpesesieHHasl eIUHUIA KiIacCu(UKalMU U CUCTEMATU3allMd B JOKYMEHTAJIbHOM
doHIle TEPPUTOPHATIBHON KOMHUCCHH, BKIIHOYAIOIIAsl JOKYMEHT MM COBOKYITHOCTb
JIOKYMEHTOB, OTHOCAILLMXCS K OJHOMY BOMNPOCY WM YYacTKy JAESITEIbHOCTH,
MMEIOIINX OJIMHAKOBBIN CPOK XPAHEHUS;

JEJIOMPOU3BOACTBO — COBOKYITHOCTh MPOLECCOB PabOThl C JOKyMEHTaMH,
BKJItOYasi JIOKYMEHTHpPOBaHHE, JOKYMEHTOOOOPOT, ONEpaTUBHOE XpaHEHUE
Y UCIIOJIb30BAaHUE JJOKYMEHTOB B JI€ATEIBHOCTH TEPPUTOPHUATIBHON KOMHUCCHH;

JOKYMEHT — 3a)MKCUPOBaHHAsl Ha HOCUTENE HMH(OpMaluUs C PEKBU3UTAMHU
W/WIM METaJaHHBIMU, TTO3BOJISIFOIIMMHU €€ UACHTU(DUIUPOBATD;

JOKYMEHTAJIbHBIA  (DOHJ — COBOKYITHOCTh JTOKYMEHTOB, OOpa3yrouIuxcs
B JICATEILHOCTH U30UPATETHLHON KOMUCCHUY;

JOKYMEHTUPOBAHHUE — CTaAMs KU3HEHHOIO LIMKJIA JOKYMEHTA, Ha KOTOPOM
OCYUIECTBJISIETCS 3alUCh HMH(OpPMALMKM C PEKBU3UTAMH W/MIM METaJlaHHBIMU

Ha HOCHUTCJIC 110 YCTAHOBJICHHBLIM IIpaBHUJIAM B YCTaHOBHeHHOﬁ (bopMe;



;
JOKYMEHTOOOOPOT — ABUKEHUE IOKYMEHTOB B TEPPUTOPUATILHON KOMHCCHU

C MOMEHTa HX CO3JaHHMS WM T[OJY4YEHHUS [0 3aBEPIICHHUS HWCIOJHEHHUS
WM OTIIPAaBKH;

nyOauKaT JTOKYMEHTa — MOBTOPHBIA S3K3EeMIUIApP MOMJIMHHUKA JOKYMEHTa,
CO37aBa€MbIil C LIEJIbIO 3aMEHBI MOJIMHHUKA;

KU3HCHHBIA MK JOKYMEHTA — COBOKYMHOCTh CTaJMil CYIIeCTBOBAHMUS
JOKyMeHTa (JOKyMEHTHPOBAaHHOW HWH(pOpMAINK), HAYWHAS C €ro (ee€) COo3maHus
JI0 YHUYTOXKEHUS;

3aBepeHHasl KOIHUA — KOMUsl JOKyMEHTa, Ha KOTOpPOM B COOTBETCTBHUH
C YCTaHOBJICHHBIM TNOPAJKOM IPOCTABJIEHbI PEKBU3UTHI, OOECIEUYUBAIOLINE
€€ IOPHUINYECKYIO CHITY;

HUCXOASIIMN JTOKYMEHT — IOKYMEHT, OTIIPABISIEMBIA U3 TEPPUTOPHUAIBHOU
KOMUCCHH,

KOHTPOJIb VCIIOJTHEHHUS JOKYMEHTOB — COBOKYITHOCTb JeNCTBUI,
00€eCIeYnBaIOIINX CBOEBPEMEHHOE UCTIOJHEHNE JOKYMEHTOB;

KOMUs JIOKyMEHTa — JOKyMEHT, MOJIHOCTBIO BOCITPOU3BOISIINAN
uH(OpMAIUIO MOAJIMHHUKA U BCE €r0 BHEUTHUE IPU3HAKK WIN UX YaCTh;

HOMEHKJIaTypa JeJl — IOKYMEHT, COJEp)Kalluid CUCTEeMaTU3UPOBAHHBIM
nepeyeHb 3arojIOBKOB JI€JI, CO3JaBa€MbIX B TEPPUTOPHUATIBLHOW KOMMCCHUH,
C YKa3aHHUEM CPOKOB UX XpaHEHUs!, O(POPMIICHHBIN B YCTAHOBICHHOM IMOPSIIKE;

HOPMATUBHBIC JTIOKYMEHTHI — COBOKYITHOCTh HHCTPYKTUBHBIX MaTEpPHAJIOB,
pPACCUMTAHHBIX HA MOCTOSTHHOE UJIM MHOTOKPATHOE JIEHCTBUE U COJIEP KAINX KaKue-
JI1M00 HOPMBI, IPABUIIA, TPEANUCAHUS;

HOCHUTENIb (JOKYMEHTHPOBAHHOW) HH(GOpPMAIHN — MaTepUATbHBIA OOBEKT,
UCTIONB3YEeMBIN T (PUKCAIMK U XpaHEHHS TOKyMEHTUPOBAHHON MH(pOPMAIINH;

oOpaiiieHue B popMe JIEKTPOHHOTO IOKYMEHTa — o0palieHue, NoCTynuBIIee
B (hopMe PIIEKTPOHHOTO JOKYMEHTa C MCIOJB30BAHUEM CTPAHUIBI OPHUIIHATEHOTO
caira Cankrt-IlerepOyprekoit n30UpaTebHOM KOMUCCHU

B HMH(POPMAIMOHHO-TEIEKOMMYHUKAITMOHHOW cetu «WHTepHeT» (manee - ceThb
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WuTepHeT), npelHa3HaueHHOMN JIJIsl HapaBiieHHus OOpalleHHil B TeppUTOpUAIbHBIE

KOMMCCHU;

OTMETKa 00 3JEKTPOHHOW MOJIMUCHU — PEKBU3UT 3JIEKTPOHHOI'O JOKYMEHTA,
IOATBEPIKAAIOIINI €ro MOANMCAHUE JIEKTPOHHOU IMOJIUCHIO;

opUIMATBHBIA JTOKYMEHT — IOKYMEHT, KOTOPBIA CO3/aeTCs, 3aBepseTcs,
BBIZIACTCSI B YCTAHOBJICHHOM 3aKOHOM HWJIM WHBIM HOPMATHBHBIM aKTOM ITOPSIJIKE
OpraHOM TOCYJApPCTBEHHOW BJIACTH, WHBIM I'OCYJApPCTBEHHBIM OpPraHOM, OPraHOM
MECTHOTO CaMOYIPaBJICHUS WIA HWHOW YIOJHOMOYEHHOM OpraHM3alueH,
YIOJIHOMOYEHHBIM JOJDKHOCTHBIM JIMLIOM M yIOCTOBEPSIET IOPUANIECKU 3HAYNMBbIE
(haKThL;

oopmIIeHHE [TOKYMEHTA — IPOCTABJICHUE HA JIOKYMEHTE HEOOXOIUMBIX
PEKBU3UTOB,;

oOpanieHre B NUCbMEHHOW (popMe — HamnpaBlIEHHbIE B TOCYJapCTBEHHBIM
OpraH, OpraH MECTHOI'O CaMOYIpPaBJICHUA WU  JOJDKHOCTHOMY  JIMLLY
B IIUCbMEHHOMU (pOopMeE MPEITIOKEHUE, 3asIBICHUE WU Kano0a;

NUChMO — 0000IIEHHOE HAa3BAHNUE PA3JIMYHBIX 10 COACPKAHUIO JOKYMEHTOB,
CIIy>KalllUX CPEICTBOM OOIICHUS MEXAY OpTaHU3alMsIMU, TPaX1aHaMU;

MO/UIMHHUK  JIOKYMEHTA — IEPBBI  WJIM  €IWHCTBEHHBIA  JK3EMIULIP
JNIOKYMEHTA,

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

pEeruCTpallMOHHO-YYeTHass KapTouka gokymeHta (nanee —PYK)— dopwma,
UCIIONb3yeMas Ui 3allCH CBEACHUW O JOKYMEHTE B LEAX y4eTa, IOWCKa
Y KOHTpPOJI, CO3JaBaeMasi Ipyu PEruCTpalu JOKyMEHTa ¢ ucronb3oBanueM [1/1;

pEerucTpalMoHHO-y4YeTHast (opMa — CUCTEMA PErucTpaluu, HCIHOJb3yeMast
B TEPPUTOPUAIBHOW KOMHCCHM Mpu perucrpauuu gokymeHtoB (IIJ[, xapTouku
WJIU KypHa);

perucrpauus JOKYMEHTa — 3allUCh  YYETHBIX JAaHHbIX (METaJaHHBIX)

O JOKYMEHTE 1O YCTaHOBIIEHHON (opme, duxcupyromas (akT ero Co3maaHus,
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OTHPpAaBJICHUA HIIM IIOJYUCHHA, WU IMPHCBOCHUE C€MY PCTUCTPALMOHHOI'O HOMCEpaA

U J1aThl;

PEKBU3UT JOKYMEHTa — CTPYKTYpHasi 4YacTh U DJIEMEHT O(OopMIICHHUS
JIOKyMEHTa, CIyXaluil s WACHTUPUKAUUU JIOKYMEHTa W COJepKalencs
B JJOKYMEHTE HH(POpMAIIH;

CUCTEMa JJIEKTPOHHOTO JOKYMEHTO000pOoTa — MH(GOPMAIIMOHHASI CHCTEMA,
o0ecrieunBaoIas *XU3HEHHBIM LUK JOKYMEHTOB 0 HX Iepexofa Ha CTaJHI0
aApXMBHOI'O XPAHEHUS WJIM YHUUTOXKEHUS;

CKaHMPOBaHHUE JOKYMEHTa — MOJIy4eHHE dJIEKTPOHHOTO 00pa3a JOKYMEHTA;

CiIykeOHasi 3alnMucKa — BHYTPEHHUM JOKYMEHT, aJpECOBAaHHBIM OJHOMY
JOJGKHOCTHOMY JIMITY TEPPUTOPUAIIBHONM KOMHUCCUU JIPYTHM JIOJ>KHOCTHBIM JIULIOM
TEPPUTOPUAIBHOM KOMHUCCHM M COAEpKallui  OOCTOSATENbHOE H3JI0KEHUE
KaKOro-1100 BOMpOCa C BBIBOJIAMU U MPEAIOKEHUSIMU COCTABUTEIS;

CPOK HCIIOJIHEHUs JIOKYMEHTAa — CPOK, YCTAHOBJICHHBIII HOPMAaTHUBHBIM
IIPABOBBIM AKTOM, OPraHU3alMOHHO-PACTIOPAIUTENBHBIM TOKYMEHTOM, YKa3aHUSIMU
10 MCIIOJHEHUIO JOKYMEHTA WIH TOPYYEHUEM;

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

y4eT  JOKYMEHTOB — (pukcanmusi  (akra  TOJYyYEHHS  JOKYMEHTOB
0€3 IPOCTaBJICHNS Ha HUX PETUCTPAIIMOHHBIX IITAMIIOB;

(¢opMupoBaHue  (3NMEKTPOHHOIO)  Jejla — [PYNIUPOBAaHUE  JOKYMEHTOB
B (RJIEKTPOHHOE) JICJIO U UX CUCTEMAaTHU3alIUs;

JKCIIEPTU3a LIEHHOCTU JOKYMEHTOB — JEATENBHOCTh 110 YCTAHOBIICHHUIO
CPOKOB XpaHEHHUs JIOKYMEHTOB, OTOOpa UX JJs apXUBHOTO XPaHEHHUS
WM YHUYTOXXEHHUsSI, BBISIBJICHHUIO OCO0O IIEHHBIX W YHHUKAJIbHBIX JIOKYMEHTOB
HAa OCHOBaHMU TpeOOBaHWN HOPMATHUBHBIX TMPABOBBIX aKTOB U KPHUTEPUECB
AKCIIEPTU3bI HEHHOCTH IOKYMEHTOB;

ANIEKTPOHHAS TOAMUCH — UHPOpPMAIIUA B AJICKTPOHHOU (opme, TpeOOBaHMS

KOTOpOﬁ YCTAHOBJICHBI HOPMATUBHO, IIPCAHA3HAYCHHAA IS TMOAIIMCAHU,
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corjacoBaHus (BUBMPOBAHUS) U YTBEPKIEHUS FIEKTPOHHBIX TOKYMEHTOB;

AIEKTPOHHBIN JIOKYMEHT — TOKyMEHTUPOBAaHHAS uHbopmaIms,
IpEJICTaBICHHAS B AJIEKTPOHHOU (hopme;

AJIEKTPOHHBINA JTOKYMEHTOOOOPOT — TOKYMEHTOOOOPOT C HCIHOJIB30BaHHUEM
aBTOMATU3UPOBAHHON HMH(POPMAITMOHHOW CHUCTEMBI (CHCTEMBI D3JIEKTPOHHOTO
JTIOKYMEHTO000pOTa);

ANIEKTPOHHBIH  00pa3  JOKyMEHTa — SJICKTPOHHAs  KOMHUSA  JOKYMEHTAa,
W3TOTOBJICHHAS Ha OYMa)XKHOM HOCHTETIE;

QJNIGKTPOHHBIA  TIa0ioH  OJMaHKa JOKYMEHTa — CM. TEpMHUH  «OJaHK

JAOKYMCHTAa».

2. Ilpuem, perucrpanusi ¥ NPOX0KIAeHUE MOCTYNAKIINX JOKYMEHTOB

2.1. IOKyMEHTbl B TEPPUTOPUATBHYIO KOMHCCHUIO JOCTaBISIIOTCS Yepes
OTJEJIeHnEe CBS3U (MOYTOM, TenerpaHOM CBs3bI0), OpraHamu (QenepaibHOM
(denpaberepckoil CBsSI3U, CHEUAIbHONW CBS3bIO, HAPOYHBIM WIIM TEPEIAIOTCS
Ha JJUYHOM IIPUEME TPAXK/IaH.

JIOKyMEHTBI MOTYT MOCTYIIaTh B TEPPUTOPHUAIBHYI0 KOMHCCHIO CPEICTBAMHU
[, ¢akcuMWIBHOW CBS3bIO, DJIEKTPOHHOM TouTo B cetu MHTepHeT
(mpeaHa3HauY€Ha HWCKIIOYUTENIBHO I CIYKEOHOMW KOPPECHOHJIEHIUH), Yepes3
pazmen «OnekTpoHHas ¢Gopma oOpamieHus» Ha  OopUIIMATBHOM  caiTe
Cankr-IletepOyprckoit  m3OupaTenbHOM  KoMuccuun B ceth  VHTepHer,
peIHa3HaYeHHbIN 17151 HalpaBJeHUs] 0OpalieHU B TEPPUTOPUATBHYIO KOMUCCHIO.

2.2. lpuem, mnepBuuyHasi 00pabOTKa ¥ PETUCTPAlUs TOCTYIAIOIINX
JOKYMEHTOB IPOU3BOJATCS TMpeacenaTeneM (CEeKpeTapeM) TeppUTOPHATIbHON
KOMHUCCUM WM  paOOTHUKOM  ammapaTa, OTBETCTBEHHBIM 32  BEJICHHUE
JIeIONPOU3BOACTBA ¢ Hcnoib3oBanueM I1/1, 1160 KypHalbHON perucTpanuoHHO-
yueTHOH Gopmbl (pusoxenne Ne 1) exxeTHeBHO B 4achl pabOThI TEPPUTOPUATHHOM
KOMHUCCHUH, KPOME BBIXOAHBIX U HEPAOOUMX MPA3qHUUYHbBIX THEH.

[Topsimok TOJydeHHsT W PErHCTpaluy JOKYMEHTOB IIOCJIE OKOHYaHUS

pa60qer0 AHs1, B BBIXOJHBIC 1 Hepa6oqI/Ie MpasaHUYIHBIC IHU, B IICPHUO ITIOATOTOBKH
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N TIPOBCACHUA I/I36I/IpaT€JIBHBIX KaMITaHUU YCTAaHAaBJIIMBACTCA IMPCACCAATCIIEM

TEPPUTOPUATBPHON KOMUCCHU JMOO OMPENEseTCs PEIIeHUEeM TePPUTOPUATHHOU
KOMUCCHHU.

2.3. IloctynuBiime JOKYMEHTHI TOJPA3JEISAIOTCd Ha PErUCTPUPYEMBbIe
U He mnojjexanme peructpanuu. l[lepedyeHb TOKYMEHTOB, HE MOJJICKAIINX
perucTpanuu, onpeaeicH B mpuiiokeHun No 2.

2.4. Tlpu BCKpPBITHM KOHBEPTOB, JOCTaBICHHBIX OpraHamu QeaeparbHON
dbenpaberepckoit  CBSI3M, CHELUUATbHOM CBSI3bI0, IO TOYTE WJIA HAPOYHBIM
MPOBEPSIOTCS MPABWIBHOCTh AJPECOBAHUS, KOMIUIEKTHOCTh M LEJIOCTHOCTh
JIOKYMEHTOB, HaJIW4Ue TMPUIIOKECHUHN, CBEpPSETCS COOTBETCTBHE HX HOMEPOB
YYETHBIM HOMEpPAM, YKAa3aHHbIM Ha KOHBEpTax. HemnpaBuibHO aapecOBaHHbIC
U OHIMOOYHO BJIOKEHHBIC JIOKYMEHTHI HE PETUCTPUPYIOTCA, MNEPECHUIAOTCS
110 HA3HAYEHUIO MJIM BO3BPALIAIOTCS OTHPABUTEIIO.

2.5. Ecnu nipu BCKpBITUM KOHBEPTA OOHAPYKEHO OTCYTCTBHUE JTIOKYMEHTOB
WIM WX OTAEIBHBIX JIUCTOB, TMPHUJIOXKEHUHN, TMOBPEKIECHHUE JIOKYMEHTOB
WM HECOOTBETCTBME HOMEPOB JIOKYMEHTOB HOMEpaM, yKa3aHHbIM HAa KOHBEPTE,
npeacenarenaeM (CeKperapeMm) TEpPUTOPUATBHOM KOMHUCCHUU WIH PabOTHUKOM
anmnapara, OTBETCTBEHHBIM 3a BEJICHHE JEJONPOM3BOACTBA COCTABIIAECTCS aKT
yCTaHOBIICHHOH  (opMbl B JIBYX  9K3emiuiipax  (npuioxenue — Ne 3).
OauH 3K3eMIUIIp aKTa NOChUIAETCS OTIPaBUTENIO, JAPYrod MpHoOIIaeTcs
K MPUHSTHIM JOKYMEHTaM.

Ha o6GopoTHO# CTOpOHE MOCHENHEr0 JUCTa TOBPEKIECHHOTO JTOKYMEHTa
B MPABOM HIKHEM YTy J€IaeTcs OTMETKA «J[OKyMEHT MoJiydeH B TOBPEKICHHOM
BUJIEY.

2.6. KoHBEepTHI OT MOCTYNUBIIUX JOKYMEHTOB HE YHHUYTOXKAIOTCS B ClIydae,
€CJIM TOJIbKO TO0 HHUM MOKHO YCTAHOBHUTH aJpeC OTIPABUTEINS, JaTy OTIPaBKU
Y TIOJIyYEHUS IOKYMEHTOB, €CJIM OHHU COAEPKAT IOKYMEHTBI, KOTOPBIE MOCTYITHIIN
n3-3a TpenenoB teppuropun Poccuiickon denepaunu, U3 CyIA0B, CIEICTBEHHBIX

OpraHoOB, h1%(s10) JA0TrOBOPLI, IPCTCH3NH, UCKOBLIC 3asIBJICHUA, IOKYMCHTBI, CBA3aHHBIC
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C pasMCIICHUEM 3aKa30B Ha ITIOCTaABKH TOBAPOB, BLINTIOJIHCHHUC pa60T, OKa3aHHuE€ yCIyr

JUISl TOCYTapCTBEHHBIX HYXI.

2.7. TTakeTsl ¢ momMeTKOM «JIMUHOY» MepenaroTcs aapecaTam B 3aKPhITOM BU/IE
MO/ OJIIHKCH.

2.8. [Ipn peructpanuyd MNOCTYNHUBIIETO JOKYMEHTa B PETHCTPAIMOHHO-
y4eTHONH QopMe 0053aTeIbHO BBOJATCS CIEAYIONUE PEKBU3UTHI: HUCXOMSIIAN
HOMED JOKYMEHTA | JIaTa, TaHHbIE O KOppeCIoHAeHTe (aapecanTe) (haMuius, ums,
OTYECTBO (MPU HAIWYUHU) (PU3UYECKOTO JIMIA UM HAMMEHOBaHWE OpraHU3allvu),
KpaTKOE COJEpkKaHUE JOKYMEHTa, a TakKe KOJMYECTBO JIMCTOB OCHOBHOIO
JIOKYMEHTA U JIMCTOB MPHJIOKEHUS, KOJTMYECTBO 3K3EMILUIAPOB, BUJ JOCTaBKU. [lpu
perucTpanuu BXOJIAILETO JOKyMEHTa JienaeTcs CBA3Ka
C UCXOASAIINM JIOKYMEHTOM Ha KOTOPBII 1aeTcsa OTBET (€CJIM TAKOBOW UMEETCH).

IIpn ocymecTBineHnn peructpaunu cpeacrsamMu 11/l Ha nuneBon cTtopoHe
IEPBOrO JINCTA 3apPETUCTPUPOBAHHOIO JIOKyMEHTa Ha OyMa)KHOM HOCHTEIIE,
KaK MpaBujo, B MPAaBOM HIKHEM YIUIy MPOCTABIISIIOTCS PErHMCTPALMOHHBIN HOMEP
U JaTa, a TAK)Ke TPUX-KOJ C YKa3aHUEM HaMMEHOBaHUs OpraHu3aluu.

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

[Ipr oOCyIIECTBIEHMH PETUCTPALMU B JIPYrOW PETrUCTPALUOHHO-YUETHOU
dopMe PpErucTpalMOHHBIM IITAaMI C YyKa3aHWEM BXOJSIIET0 HOMEpA, AaThl
pEerucTpaluy MPOCTABIAETCS, KaK MPAaBWIO, B MPAaBOM HWXHEM YIJy JIMLEBOU
CTOPOHBI NEPBOTO JIMCTA 3apEruCTPUPOBAHHOrO JOKyMeHTa. [Ipu HeoOxoaumocTu
YKa3bIBa€TCsl BPEMsI PETUCTpAlMK (Yachl U MUHYTHI), a TAKXKE BXOJSIIUA HOMEP
JIOKyMEHTA Ha MPUII0KEHHH.

Ha xonnu noxkymeHTa BXOIAIIMNA HOMEP MPOCTABIISIETCS B IPABOM HHM>KHEM
YIUIy JIMLIEBOW CTOPOHBI IIEPBOTO JIMCTA.

Hymepanuss nocTynuBIIMX JOKYMEHTOB OCYIIECTBISIETCA B Ipenaesax

KaJICHAAPHOI'O roaa.
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K mnoBTOpHBIM JOKyMEHTaM NpPHUKIAAbIBACTCS HHPOpMaLUg O paHee

MOCTYNUBIIUX JOKYMEHTaX U Pe3yibTaTax MX UCIOIHEHUS, KOTOpas mepeaaeTcs
OTBETCTBEHHOMY 3a HCIOJIHEHUE.

[Ipu peructpanuu 1oKkymeHTa Ha OymaxkHoM HocuTesne B [1]] oH MokeT ObITh
oTcKaHUpoBaH, a 3ateM K PYK moker OBbITh NMpHCOCAMHEH 3JEKTPOHHBIA 00pa3
JOKYMEHTA M MPHJIOKEHUS K HeMy B (popmare pdf.

[Tocie peructpaumu cpeacrBamu [1JI moOCTynmuBIIErO 3JIEKTPOHHOTO
JIOKyMEHTa, B TOM YHCJIE€ W3 BBIIIECTOSIICH M MHOM M30MpaTeNbHON KOMHUCCHUH,
OH MOXET OBbITh pacreyaTaH Mpu He0OXOIMMOCTH.

2.9. 3aperucTpupoBaHHbIE JTOKYMEHTHI PAacCMaTPHUBAIOTCS TpejcenareieM
TEPPUTOPUAIIBHOM  KOMHUCCHM,  3aT€M  I[OCI€  TEPEHECEHHs  yKa3aHus
[0 HKCIOJHEHUIO JOKYMEHTa B PErHCTPAllMOHHO-YYETHYIO (opMmy mepenarorcs
WCTIOJTHUTEIISIM.

IIpu peructpauun nokymentoB B IIJ[ paccmoTpenue mpencenarenem
TEPPUTOPUAIBHOM KOMHUCCHUU JIOKYMEHTOB M HAMNpaBJICHUE HMX HCIOIHUTEIIM
B DJIEKTPOHHOM BHJI€ MOXET OCYHIECTBIAThCS cpenactBamu [1J] 6e3 opopmueHus
KOIWU Ha OYMa)KHOM HOCHTEIIE.

2.10. UcrionHeHHBIC JTOKYMEHTHI CITMCHIBAIOTCS B JIEJIO TIpejacenareeM
TEPPUTOPUAIIBHOM KOMHUCCUM U TOMEIIAOTCI B JE€I0 B COOTBETCTBUU

C HOMEHKJIATYpPOU JIeTT TEPPUTOPHUAIBHON KOMUCCHH.

3. OcHoBHbIE TPeOGOBAHUS K MOATOTOBKE H 0OPMIIEHUIO JOKYMEHTOB

3.1. JlIokyMeHTbI,  cO3/JaBacéMble B  TEPPUTOPUAIILHOM  KOMHCCHUH,
opopmisitoTcsi Ha OJlaHKaxX, Ha CTaHAAPTHBIX Juctax Oymarum ¢dopmara A4
(210 x 297 mm) i AS (148 x 210 mM) 1100 B BUJE DJIEKTPOHHBIX JTOKYMEHTOB
U JIOJDKHBI UIMETh YCTaHOBJICHHBIN COCTaB PEKBU3UTOB.

3.2. JlokyMeHTbl O(GOpPMIISIOTCS Ha TPOJOJIbHBIX JIMOO YIJIOBBIX OJIaHKaxX
YCTaHOBJICHHOW (DOPMBI, HM3TOTOBJCHHBIX THITOTPA(PCKUM WU KOMITBIOTEPHBIM

criocoboMm (mputoskenue Ne 4),
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B tepputopuanbHOii KOMUCCUU MOTYT ObITh YCTAHOBJIEHBI CIEAYIOIINE BUIBI

0JIaHKOB:

0JIaHK MPOTOKOJIA 3aCeIaHUsl TEPPUTOPUATHLHON KOMUCCHUY;

0JIaHK pelleHUsI TEPPUTOPUATIBHON KOMHUCCHUU;

ONaHK MpHKa3a mpeaceaaTesns TepPUTOPHATEHON KOMUCCHUY;

0JIaHK MUChMa TEPPUTOPUATIEHON KOMUCCHUHU.

3.3. I[Ipu moaroroBke AOKyMEHTOB C mpuMmeHenueM IIJ] wucmonb3yroTcs
AJIEKTPOHHBIE  MIA0JOHBI  OJAaHKOB  JOKYMEHTOB, KOTOpPBhIE  pPaBHO3HAYHBI
Y UJICHTUYHBI IO COCTaBY PEKBU3UTOB, MOPSAKY UX PACIIONIOKEHUS U TApHUTYPaM
mpudTa OJaHKaM TOKYMEHTOB Ha OyMa)XHOM HOCHTEJIE.

3.4. JlokyMeHTbl OpOpMIISIIOTCS B COOTBETCTBUUM C TpeboBaHUSMU
K JOKyMEHTaM, U3TOTOBJIIEMBIM C MIOMOIIBIO MTEYATAIOIMINX YCTPOUCTB, U K (aiiniam
TEKCTOBBIX JJOKYMEHTOB (npuiioxenue Ne 5).

3.5. IIpu noxaroroBke U OGOPMICHUH JOKYMEHTOB JOJKHBI COOIIOJATHCS
npaBuiia 0OPMIICHHUST PEKBU3UTOB, N3JI0KEHHBIEC HIKE.

3.5.1. Ha Onankax npokymeHntoB mnomemaercs rep0 Caunkrt-IlerepOypra.
[Topsimok U3TOTOBJICHUS], MCIIOJIb30BAHUS u XpaHEHUS 0JIaHKOB
¢ BocnipousBeneHuemM repda Cankr-IlerepOypra ycranaBiuBaercs 3akoHOM CaHKT-
[TerepOypra ot 23 ampens 2003 roma Ne 165-23 «O neraqbHOM OINKMCAHUU
opummansabix cuMBoJIoB CaHkT-IleTepOypra u mopsiake ux UCMOIb30BAHUS.

KoHTposb 3a mpaBuiIbHBIM HCTIOIB30BAHUEM OJIAHKOB M MX COOTBETCTBUEM
YCTaHOBJICHHBIM 00pasilaM OCYIIECTBIISIETCS TpeaceaaTeieM TEePPUTOPHATHHON
KOMUCCMM U  pabOTHUKOM  ammapaTa, OTBETCTBEHHBIM 32  BEJICHHE
JEJIONPOU3BOCTBA.

3.5.2. HaumenoBanue u30MpaTeabHOl KOMUCCUU.

HanmMenoBanuve wu30upaTenbHOW KOMHUCCHMM YKa3bIBaeTCs Ha OJlaHKax
B COOTBETCTBUU C pemeHneM CankT-IleTepOyprckoii n3dbupareIbHON KOMUCCHH.

3.5.3. CnpaBouHbIe gaHHBIE 00 U30UPATEITHHON KOMUCCHH.

CrpaBo4yHbIE JaHHBIE O TEPPUTOPHUAIBHOW KOMHCCHUH YKa3bIBAIOTCS

B 0J1aHKaX IMHCEM, HaIlpuMep:
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yi. [Taptuzana ['epmana, 1. 3,
Canxkr-IletepOypr, 198329
Ten. (812) 241-43-55, ®axkc (812) 241-43-55
http://tik6.spbik.spb.ru
OKIIO 15172623; OI'PH 1037819015960;
WHH/KTIIT 7807053839/780701001

3.5.4. HaumeHoBaHue BUIa IOKYMEHTA.

HanmMenoBanme BuIa JOKyMEHTa YKa3bIBAETCS HA BCEX OJaHKAX M3aBaeMbIX
JIOKYMEHTOB (IMIPOTOKOJI, PEIICHHE U T.]I.), 32 UCKIIOUESHUEM TTHUCEM.

3.5.5. Jlara nokymeHTa.

JlaTol TOKyMEHTa SIBJIETCS Jara €ro NOANMCAHWsA, yTBEp:KAeHusA. [larton
MIPOTOKOJIA SIBJISICTCS J1aTa 3ace/laHus, a aKTa — JaTa COOBITHS.

JIOKyMEHTBI, W3IaHHBIE ABYMS WM OOJiee OpraHU3alUsIMH, JTOJDKHBI UMETh
0JIHY (€IMHYI0) ATy, COOTBETCTBYIOIIYIO JIaTe MOAMUCAHUS JOKYMEHTA MOCIICTHIUM
JIOJLKHOCTHBIM JTUIIOM.

Haty mokymeHTa oopMIIIOT apabCKuMu 1udpaMu B TIOCIICIOBATEIIPHOCTH:
JIeHb MecsIa, Mecsll, rod. JleHp mecsia u mecsil ohOopMIISIOTCS ABYMS IapaMu
apaOckux mudp, pa3aeIeHHBIMA TOYKOM, TOJ — YeTHIPhbMS apabCKuMu Iudpamu,
HaIpuMep:

17.01.2025
JlommyckaeTcst ciioBecHO-IUGPOBOI criocod oopMIIeHUsI 1aThl, HAIIPUMED:

09 saBaps 2025 r.

3.5.6. PeructparmonHbiii HoMep JOKyMEHTA.

JUist BXOIAIIUX W HUCXOIAIIMX JOKYMEHTOB, OOpallleHUN — MHACKC Jera
110 HOMEHKJIATYpE U, Yepe3 KOCYI0 UepTy, MOPSIKOBLII HOMEDP TIOKYMEHTA.

PeructpauroHHbIl HOMEP MOOKYMEHTA, HW3JAHHOIO COBMECTHO, COCTOMUT
W3 pa3/ICICHHBIX KOCOM YEpTOW PErucTpalldOHHBIX HOMEPOB, MNPHUCBOCHHBIX
OpraHU3aIsIMHU — aBTOPAMHU JIOKyMEHTa u PaCIOI0KEHHBIX
B  TOCJENAOBATEILHOCTH, COOTBETCTBYIONIEH OO0O3HAYEHUI0 HAMMEHOBaHUI
OpraHU3aIM{ B 3ar0OJIOBOYHOM YaCTU JOKYMEHTA.

3.5.7.Ccpimka Ha pPETUCTPAIMOHHBI HOMEpP M JaTy TMOCTYIHUBIIETO

JOKYMEHTA.
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CcbUlKka Ha PErUCTPALMOHHBIA HOMEpP M JaTy MOCTYNUBIIEro JOKYMEHTa

BKJIIOYAETCSI B COCTaB PEKBU3UTOB OyaHka mnucbMa. (CchbulKa TMPOCTaBIISETCS
UCTIOJTHUTEIIEM TIPH MTOATOTOBKE MMChMa-OTBETA.

3.5.8. Mecto cocraBieHus (U3aaHus) JOKYMEHTA.

MecTto coctaBneHus (M34aHUA) JOKYMEHTa YKa3bplBaeTcs Ha OJaHKe
KOHKPETHOTO BHJIa JOKYMEHTa. B OlaHKax MuceM CBEIEHHUS O MECTE CO3IaHWUs
JTIOKYMEHTa coJiepKaTcs B PEKBU3HTE «CnpaBoYHBIC JAaHHBIC
00 130MpaTEIbHON KOMUCCUI.

[Tpu IPOOTBLHOM PACIIOIOKEHUH PEKBU3UTOB OJIAHKA MECTO COCTaBJICHHSI
WIM W3JaHusl JOKYMEHTa YKa3bIBa€TCsi B CEPEOUHE CTPOKH MEXKIy JaTol
U PErUCTPAllMOHHBIM HOMEpPOM JOKYMEHTa, a NpPHU YIJIOBOM PACIOJIOKEHUU
PEKBU3UTOB — IT0J] JaTOH W PErHCTPAIMOHHBIM HOMEpPOM JOKYMEHTa, OT Kpas
JIEBOTO TTOJIS.

3.5.9. I'pud (momeTka) 06 orpaHUYEHUU AOCTYyNA K JOKYMEHTY.

[IpocraBisieTcst Ha TOKyMEHTaX, COIePKaIUX HHPOPMAITUIO OTPAHUYEHHOTO
pacrpocTpaHeHus, Kacalollyrocsl NeATeIbHOCTH OpraHU3allhii, OTpaHUYCHHUS Ha
pacnpoCTpaHEHUE KOTOPOH IUKTYIOTCS CIy:KEOHOM HEOOXOJUMOCTBIO, a TaKXKe
MOCTYNUBIIIAS. B TEPPUTOPHUATBHYIO KOMHCCHUIO HECEKPETHAss MH(OpMAIIHs, JOCTYII
K KOTOpOH OrpaHU4eH B COOTBETCTBUU
¢ ¢enepanbHBIMU 3aKOHAMM.

[TomeTka Ha JOKyMEHTaX, COJEpKAIUX HWH(OpPMAIUI0O OrpaHUYCHHOTO
pacnpocTpaHeHusi, umeeT Buj « s ciyxebHoro nmons3oBanus» (manee - JCII).

[TomeTka mpocTaBisieTCs B BEpXHEM MIPABOM YTITy JIMIIEBOW CTOPOHBI TIEPBOTO
JIUCTa TOKYMEHTA OT TPaHUIIbl BEPXHETO TOJIS.

3.5.10. Aapecar.

PexBu3uT «Aapecary» pacmojiaraeTcs Crpana Mo peKBU3UTaMHU OJIaHKa.

JIOKyMEHTBI apeCyIOTCS B OpraHU3allNM, UX CTPYKTYPHBIC MOAPA3ACIICHNUS,
JIOJDKHOCTHBIM JIMI[AM WM TpakJaHaM TpH OTBET€ Ha WX OOpalleHus.
HavMeHoBaHusi opraHu3alMi M CTPYKTYPHOTO TOAPA3AEICHUS YKa3bIBAIOTCS

B MMCHUTCIIbBHOM IIaACKEC, HAIIPUMCP:
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Anmunuctpanus L{enTpanbHOTO paiiona
Canxkrt-IletepOypra
HOpuanueckuii otaen

Ecan AJOKYMCHT aApCCyCTCA OOJDKHOCTHOMY JIMIY, HAHNMCHOBAHHC
opraHu3aly YKa3bIBACTCA B MMCHUTCIBHOM IIaZICKC, 4 NJOJDKHOCTb U ClJaMI/IJII/Iﬂ

— B 1aTCJIBbHOM. HpI/I 9TOM MHHUIHUAJIBI YKA3bIBAOTCA ITOCJIC (I)aMI/IJII/II/I, HaAIIpUMCpP:

Anmunnctpanus LlenTpanbHOTO paona
Cankr-IletepOypra
Havansauky oOuiero otaena

NBanosy H.IIL.

Ecnu JOKYMEHT agpecyercs PYKOBOJIUTEIIO OpraHu3aluu
WIM €ro 3aMECTUTENII0, HAaUMEHOBAaHUE OpraHU3allid JOJDKHO BXOIUTh
B HAMMEHOBAHHE JTOJDKHOCTH aJipecaTa, HalpuMep:

3amMecTuTelno gupekTopa Beepoccuiickoro
Hay4YHO-HCCJIEI0BATEIbCKOTO HHCTUTYTA
JIOKYMEHTOBEJACHUS M apXUBHOTO JIeTia

Cwmupnosy ILII

Ecniu  noxkymeHT ajpecyercs OpraHu3ald, CHayanga yKa3bIBAETCS

€€ HaMMEHOBAHMUE, 3aTEM ITOYTOBBIN aipec, HAIIPUMED:

[enTpanbHas n3duparenbHas KOMUCCHS
Poccniickon @enepanun

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

JlomyckaeTcsi IEHTPUPOBaTh KaXAYIH0 CTPOKY pEKBU3UTA «Anpecar»
110 OTHOIIEHHIO K CaMOW JUIMHHOM CTPOKE.

JlomyckaeTcsi HMCMHOJIb30BaTh  OQUIMAIBHO TMPHUHSITHIE  COKpAICHHbBIC
HAaNMEHOBAHUSI OPraHOB T'OCYJApPCTBEHHOM BJIACTHM, MECTHOIO CaMOYIIPABJICHUS,

OpTraHU3AIUN.
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[ToutoBHBIN aJp€C YKa3bIBACTCA B IIOCICAOBATCIbHOCTH, YCTaHOBHCHHOﬁ

[IpaBmiiamMu oOKa3zaHWsl YCIyT TOYTOBOM CBSI3M, YTBEPKIECHHBIMHU IPUKA30M
MunuctepcTBa HUGPOBOTO Pa3BUTHUS, CBSI3M M MACCOBBIX KOMMYHHUKAITUN
Poccuiickoit ®@enepanuu ot 17 ampens 2023 roga Ne 382 «OO06 yTBepkIeHUH
[IpaBui1 oka3zaHus yCIyT MOYTOBOM CBSI3H.

Ecnu moxkyMeHT oTnpaBisieTcss B HECKOIBKO OJTHOPOJIHBIX TOCYIapCTBEHHBIX

OpraHOB WJIM OPTaHU3ALMMI, UX CIEYET YKa3blBaTh 0000IIEHHO, HAIPUMED:

IIpencenarensiM y4acTKOBBIX KOMUCCUU

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

[Ipu HampaBieHun AOKyMeHTa Oojiee 4eM B YEThIPE ajpeca COCTaBISAETCS
CIIMCOK PACCBUIKH YCTaHOBJCHHOW Qopmbl (nmpuinoxenue Ne 6), KOTOpbIid
MIOJIKCBIBAETCS MPEACEAATENIEM TEPPUTOPHUATIBHON KOMUCCHH.

[Ipun agpecoBaHMM NOKYMEHTa (PU3MUECKOMY JIMI[y BHAYalle YKa3bIBAIOTCS
(bamMuIMs ¥ MHULMAIIBI TT0JIy4aTes, 3aTeM ITOUYTOBBIN ajpec, HalpuMep:

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

Cankr-IleTepOypr,
190005

[Ipu oTmpaBke MUCbMa MO 3JAEKTPOHHOM MOYTE WK MO (PaKCUMUIBHOU CBSI3U
(0e3 mOoCBhUIKM MO MOYTE) MOYTOBBIN anpec He yka3biBaeTcs. [Ipu HeoOXoaumMocTH
MOXET OBITh yKazaH aJpec OHJIEKTPOHHOU mouThl (HoMep TenedoHa/Pakca),
HaIpumep:

MuHHUCTEPCTBO FOCTULIAU
Poccutickon ®enepanuu
mail@minjust.ru
3.5.11. I'pud yTBEpKI€HUS TOKYMEHTA.

I[OKYMCHT YTBEPKAACTCA  JOJDKHOCTHBIM  JIMIOM  HWJIIM  CIICHHUAJIBHO

N3/1aBaACMbIM TOKYMCHTOM.
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[Ipu yTBEpKII€HUU TOKYMEHTa JOJKHOCTHBIM JIMLIOM TpUQ YTBEPXKICHUS

nomxeH coctoaTh u3 caoa Y TBEPKJIAKO Ge3 kaBbiuek v MpOMUCHBIMHU OyKBaMu
M Ha  CIeAyllled  CTpOKEe — HAMMEHOBAaHUE  JOJDKHOCTH,  IIOJIIHUCH,
(mpu odopmiieHnr Ha OYMa)XHOM HOCHUTEIC), WHHUIMANBl W (QamMuiaus auIa,
YTBEPUBIIETO IOKYMEHT, AaTa yTBEPKIACHUA.

['pud yTBepkaeHus: pacnoiarailoT B IpaBOM BEPXHEM YTy MEPBOTO JIUCTA
nokyMeHTa. B rpude yTBepKIeHHS AOMyCKaeTcs LEHTPUPOBATH JIIEMEHTHI

OTHOCHUTEJIBHO CaMOM I[JIHHHOﬁ CTPOKH, HAIIPUMCD:

YTBEPXJIAO
npeacenarens TeppuropuanbHO
n3buparenbHo komuccuu Ne 6

IIOAITNCH HMHHUIIHAJIbI, (1)aMI/IJII/IH
Jara

[Ipu yTBEp)KIEHUU NOKYMEHTA MOCTAHOBJIEHUEM, MPOTOKOJIOM, PELICHUEM,
pacriopsikeHueM Tpud  yTBEepxKIeHus coctouT u3 cioBa Y TBEPXJ/IEH
(YTBEPXIEHA, VYTBEPXJIEHbI wmu VYTBEPXJIEHO) 6e3 kaBbiuek
W TPONMUCHBIMA OyKBaMHM, HAaWMMEHOBAHHUS  YTBEPXKIAIOMIETO  JTIOKYMEHTa

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

YTBEPX/IEH
pewenueM TepputopranbHOU

n3ouparenbHo Komuccun Ne 6
ot 24 suBaps 2025 r. Ne 130-7

3.5.12. Yka3aHus 1o UCMOIHEHUIO TOKYMEHTA (PE30TIOLINS).

VYKkazaHus MO HCIOMHEHHWIO JTOKYMEHTAa MOTYT OBITh HANUCaHbl OT PYKHU
npejacenareyeM TEePPUTOPUATIBHOM KOMHUCCHM Ha TOJJIMHHUKE JIOKYMEHTa
Ha CBOOOJHOM OT TEKCTa MECTE WJIM OPOpPMIIEHBI Ha OTAEIbHOM JucTe popmara
A6 (105 x 147 MM), TIpUIOKEHHOM K JOKYMEHTY. YKa3zaHusi MO HCIHOJHEHUIO

JOKYMCHTA BKJIFOUAIOT (baMI/IJ'II/II/I 151 Z05050005E:R105)1 HCHOHHHTCHCﬁ,
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Ipu H€O6XO,III/IMOCTI/I—COI[€p}KaHI/IC IMopyucHus, CpOK HCIOJIHCHHA, IIOAIINCH

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

[Iporry paccMOTpeTh U 1aTh OTBET
k 14.02.2025

MOJIHKCH
JaTta
VYKa3zaHus 1O HUCIOJHEHHIO JTOKYMEHTa TAaKX€ MOTrYT ObITb O(OpPMIICHBI
c wucnons3oBaHueM I/l ¢ mpuMeHEHHEM >JEKTPOHHBIX MIA0JOHOB OJaHKOB
JIOKYMEHTOB.
3.5.13. 3aroyioBOK K TEKCTY TOKyMEHTa (HAaMMEHOBAaHUE JTOKYMEHTA).
3aroJioBOK K TEKCTy JOKYMEHTA JOJDKEH KpAaTKO M TOYHO pPacKpbIBaTh
€ro cojep)kaHue M ObITh COIVIACOBAaH C HAaWMMEHOBAHMEM BHJIA JIOKYMEHTA.
3aroJ0BOK MOKET OTBEYATh HA BOIIPOCHI:
«0 yeM (0 KoM)?», HarpuMep:
Pacnopsikenune — O cozpannn DKCEPTHOW KOMUCCHH;
«uero (Koro)?», HampuMep:
JIOMKHOCTHOM PETJIaMEHT BEAYIETO CIEIUAIACTA;

AKT 00 YHUUYTOXXEHUH IOKYMEHTOB C UCTEKIITUMHU CPOKAMHU XPaHEHUSI.

3aroJyIoBOK COCTAaBIISIECTCS JTULOM, TOTOBSIIHUM IPOEKT JOKYMEHTA.

3aroyioBOK, COCTOSIIMI M3 ABYX M 0oJjiee CTPOK, MEYaTaeTcs yepe3 OJIuH
MEXCTPOYHBI WMHTEpBaj, TOYKAa B KOHIIE 3arojOBKa HE CTABUTCH. 3arojIOBOK
pacnojlaraeéTcsi Ha TI€PBOM JIMCTE HAJ TEKCTOM JIOKYMEHTa IO LEHTY,
a npu 0(OPMIIEHUU MKUCbMa — OT TPAHUIIBI JIEBOTO MOJIA.

3.5.14. TekcT JOKyMEHTA.

Texcr nokymeHTa oGOPMIISIOT B BHUAE CBSI3HOTO TEKCTa, TaOIUIBI

WJIA COCIMHEHUS ITUX CTPYKTYP.
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Tekcrt AOKYMCHTA  JOJIKCH n3jiaraTrbCs KpaTKO n  sCHO, OBITH

apryMEHTHPOBAHHBIM, O0ECleunBaTh TOYHOE M OJHO3HAUYHOE BOCIIPHUSITHE
coJeprkanieiicst B HeM UH(pOopMaluu.

Texkecr MOKymMeHTa JOJDKEH, KaK IIPaBWIIO, COCTOSTh M3 JIBYX YAaCTEW.
B mepBoil yacTuM yKa3pIBalOTCS MPUYHMHBI, OCHOBaHHWSA, ILEJIH COCTABJICHUS
JOKYMEHTa, BO  BTOPOW — pEIICHUs, BBIBOABI, MPOCHObI, MPEIIOKEHHUS,
pPEKOMEHJAU Y.

TexkcT NOKyMEHTa MOXKET COIEp)KaTh TOJBKO 3aKIIOYUTEIIBHYIO YacTh
(Hampumep, pacropsKEHUE — PACTIOPSIUTENBHYI0 4acTh 0€3 KOHCTATHPYIOIIEH,
MHMCHhMO, 3asBJICHUE — MPOCHOY O€3 MOSICHEHUS).

B Tekcre nOKyMeHTa, MOATOTOBIEHHOIO HAa OCHOBAaHUM 3aKOHOJATEIIBHBIX,
WHBIX HOPMATUBHBIX IPaBOBBIX aKTOB, W3JAHHBIX OpraHaMu TOCYJapCTBEHHOMN
Bnactu u ynpasiaeHus, [IUK Poccum, Cankrt-IlerepOyprckoil m3z0OuparenbHON
KOMHCCHEW, paHee W3JaHHbIX TEPPUTOPUATIBHOM KOMUCCUEH, YKa3bIBAKOTCS
HAaMMEHOBAaHHUE BHUJA JOKYMEHTA, HAMMEHOBAaHWE OpraHa, W3JaBIIErO JIOKYMEHT,
JaTa TMPUHATHS WIM YTBEPKICHUS JIOKYMEHTa, €r0 PErMCTPAallMOHHBIA HOMED,
a TAKXe 3aroJIOBOK JOKYMEHTA, 3aKJIIOUEHHBIN B KaBBIYKU.

[Ipu ynorpebneHuu B TEKCTE (paMUIIMIA JIML MHULMAJIBI YKa3bIBAIOTCS MTOCIIE
bamunuu.

TekcTbl JOKYMEHTOB OOJIBIIOTO 00bEMa MOTYT JEIUThCA Ha pa3Jiesbl,
noJipa3zelibl U MyHKThI, KOTOPble HyMEpYIOTCs apaObckuMu nudpamu, HapuMmep:

1. Paznen
1.1. TToapaznen
1.1.1. ITyHkT

AO3a1ipl BHyTPHY IIYHKTOB HE HYMEPYIOTCS.
B nucemax ucnonb3yroT ciaeayromnme GopMbl U3JI0KEHHUS:
or l-ro nmma wMHoxecTBeHHOro uyucina («[Ipocum  HampaBuUTh

uHpopMaluto...», «Harpasisem Ha 3aKiIfoueHUE TPOEKT...» U Ip.);
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oT 3-ro Juna CIUHCTBCHHOI'O 4YHCIIa («TeppI/ITopI/IaJILHa}I KOMUCCHUA

HE CYMTAeT BO3MOXHBIM...», «TE€PPUTOPHAIbHAS KOMHUCCHS Mpeajaraer
PaccMOTPETh BO3MOXKHOCTb...»).

I'padbl ¥ CTpOKM TaOIUIBl JOJKHBI HMMETh 3arojOBKH, BBIPAKCHHBIE
CYUIECTBUTEIFHBIM B HWMEHUTENbHOM majexe. [lom3aronoBku rpad u CTpoK
JIOJIKHBI OBITh COIJIACOBAHbI C 3ar0JI0BKaMH.

Ecnu Ttabnuiy nedararor Oosee 4eM Ha OJHOM CTpaHMIIE Ha CIEIyHOIIUX
CTpaHUI[aX MOTYT OBITh Hall€4yaTaHbl 3arojOBKHU Ipad WM UX HOMeEpa (B ciyyae,
ecyiu rpagbl TaOINILIBI HA IEPBOM JIMCTE IPOHYMEPOBAHBI).

3.5.15. OT™MeTKa 0 HaTMYUU TPUITOKEHUI.

OTMmeTKa 0 HAJIMYWU NPUIIOKEHUN PACIIOaraeTcst OT TPaHULbI JIEBOT'O ITOJIA
II0CJIE TEKCTA MepeJT MOANUCHIO.

CnoBo «IIpHIIOKEHHE)» TeYaTaeTcsl B €AUHCTBEHHOM WM MHO>KECTBEHHOM
YUCJIE B COOTBETCTBUU C KOJIMYECTBOM ITPUIIOKEHUN.

Ecnn JOKyMEHT HMeeT NpHIOKEHHE, Ha3BaHHOE B TEKCTE, OTMETKa

0 €ro HaJm4uu opopmIIsIETCs TIO CleAyIoIIen Gopme:

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

Ecan AJOKYMCHT HMCCT IIPHUJIOKCHHUC, HC HA3BAHHOC B TCKCTC, MJIN CCIIHU
HpI/IJ'IO)KGHI/Iﬁ HECKOJIbKO, X HAWMMCHOBaHHA HCO6XOI[I/IMO NEPEUNCIINTL ITOCJIC
TCKCTAa NOKYMCHTA IICPCI IMOAIMNCHIO C YKA3aHUCM KOJIHYCCTBA JIMCTOB B KAXKIOM
IMPUITOKCHHUHN U KOJIMYCCTBA 3K3CMILIIPOB, IIPU HAJTUMINH HCCKOJIBKHUX HpI/IJ'IO)I(eHI/Iﬁ

UX HyMEPYIOT, HAIIPUMED:

[Tpunoxenus: 1. Ilonoxenue o0 DxcnepTHON KoMuccuu Ha 15 1. B 1 9K3.

2. Ilpumepnas HoOMeHKIaTypa aen Ha 14 1. B 1 9k3.

Eciu  npunokeHuss  cOpOLIOpOBaHbl, TO  KOJIMYECTBO  JIMCTOB
HE YKa3bIBaCTCs.
Ecnu npumnosxeHne HanpasIsieTCsl HE BO BCE YKa3aHHbBIC B JOKYMEHTE ajpeca,

TO OTMETKA O HAJIMYUU MPUJIOKEHUST 0opMIIsieTCs 1o cheayroniei Gpopme:
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[Tpunoxxenue: Ha 20 1. B 3 3K3. TOJIBKO B EPBBIN ajapec.

Eciu k ngokymeHTy mpuiiaraercss ApPYyrod JTOKYMEHT, TaKKe HMEIOIIHMA
NPWIOKEHUE, TO OTMETKAa O HAJIMYUU TMPUIOKEHUS O(OPMIIIECTCS CIEIYIOIIUM

oOpazom:

[Ipunoxenue: mnuceMo Cankt-IleTepOyprckoii HU30MpaTeTbHON  KOMHUCCUU
or 15.11.2024 Ne 01-18/450 u mnpuiiokeHHUE K HEMY, BCEro
Ha 15 1.

Ecnu npuiioxkenueM sBiseTcss 000COOJEHHBI AJIEKTPOHHBIA HOCHUTENb
(KOMITaKT-TUCK, usb-Qien-HaKonuTeNb U Jp.), TO OTMETKA O HATMYUH MPUITOKECHUS

oopMIISIETCS CIEAYIOITUM 00pa3oM:

[Ipunoxenune: CD B 1 3k3.

I[Ipu »o>TOM Ha Hocurtene (BKIaabIIIe (KOHBEPTE)), YKa3bIBAIOTCS
HAaUMEHOBAHUS IOKYMEHTOB, 3alMCAaHHBIX HA HOCUTEJIb, WJIK UMEHA (DailIoB.
B pemieHusix U npukaszax CBEICHHS O HAJIUYUU MPUIIOKEHUN YKA3bIBAIOTCS

B TEKCTE, HaIpUMep:

«Pa3paboTath W TpEACTaBUTh MPOEKT IUIaHa 1o Gdopme, yKa3aHHOU
B npusioxeHuu Ne 1»
W

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

Ecrm B gokymMeHTe, K  KOTOPOMY  OTHOCHUTCA  MPHIOKECHUE,
OHO HE YTBEPKAAETCA, 4 MIPOCTO COAECPKUTCA CChUIKA HA HETO, TO HA MEPBOM JIUCTE
IPHUIOKEHHUS B IIPABOM BEPXHEM YTy YKa3bIBAETCS, K KAKOMY PEIICHUIO (TIPUKa3y)
MPUJIOKEHUE OTHOCHUTCSI, @ CTPOKM MOTYT LIEHTPOBATHCA OTHOCUTEIBHO CaMOMU
JUTMHHOW CTPOKH, HAITPUMED:

ITpunoxenue
K MIPUKa3y MnpejceaaTens
TepputopuanbHOil H30MpPATEIBHOM
komuccuu Ne 6
ot 14 mapta 2025 1. Ne 27-pn
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[Ipy HanmMYMM HECKOJbKHX MNPUIIOKEHUM OHM HYMEpPYIOTCS, HampuMmep,

npwioxenue Ne 1, npunoxxenne Ne 2 u tak nanee.

3.5.16. [Toamuce.

B cocTaB noanucu BXoAST: HAUMEHOBAaHHUE JTOJKHOCTH JIMIIA, IO CABILIETO
JIOKYMEHT, €ro COOCTBEHHOpPYYHas MOAMKUCH, KOTOpast 0)OpMIISIETCS CHHUMHU WIN
YEPHBIMHU YEPHIJIAMH, pacIIU(PPOBKA MOANUCH (MHUITUATIBI, (PaMuIus).

Eciu pokymenT odopmisiercss Ha OllaHKE TEPPUTOPHUAIBHON KOMMCCHUH,
TO PEKBHU3UT BKJIIOYACT HAMMEHOBAHUE JOJDKHOCTU JIMIA, MOAMUCHIBAIOLIETO
JIOKYMEHT, €ro COOCTBEHHOPYUYHYIO TOJNUCH, pAaCIIU(PPOBKY MOANUCH (MHUIUAIIBI

1 (hamMuIInIO), HAIpUMeEp:

HpeI[CCIIaTGJIB IIOAIINCH HMHHUIIHUAJIBI, (baMI/IJII/IH

Ecin [OKHOCTHOE JMIO, MOANMCH KOTOPOTO 3aroTOBJIEHA HA IPOEKTE
JIOKyMEHTa, OTCYTCTBYET, TO TOKYMEHT MOAMNHUCHIBAET €r0 3aMECTUTEh WM UHOE
JMIO0, UCHOJHSIOUIEe ero o0s3aHHOCTH. [Ipm 3TOM 00s3aTENbHO YKa3blBaIOTCA
(dakThueckas JOJKHOCTb JIMLA, MOANMCABIIET0 JOKYMEHT, U €ro QamMuius.
He  pomyckaercss — NMOANMCHIBATH  JOKYMEHTBI  C  IPEUIOTOM  «3a»
WUIM IPOCTABJIEHUEM KOCOU YEPTHI ITEpe] HANMEHOBAHUEM JIOJKHOCTH.

Ecnu nokyMeHT odopmiisieTcs He Ha OJIaHKE, TO PEKBU3UT COJIEPIKUT MOJTHOE
HAaUMEHOBaHUE JOJDKHOCTH Jvna, NOJINHCABIIETO JOKYMEHT,
€ro COOCTBEHHOPYYHYIO MOAMNHUCh, pacliMPpOBKY TOANHCH (MHULIUAIIBI

U (haMUITUIO0), HATIPUMED:

IIpencenarens
TeppuTtopuanbHONU U30UPATEITHLHON KOMUCCHI
No 6 MOJNMUCH WHUIHAIBI, (pamMums

[Ipu mnoamucanuy JOKYMEHTa HECKOJBKUMHU JIOJDKHOCTHBIMHU  JIUIIAMH
WX TIOAMHWCH pacrlojiaraloTcss OJHa TMOJ JpPYyrod B TMOCJIEAOBATEIBLHOCTH,

COOTBETCTBYIOIIEH 3aHUMAEMOW JI0JKHOCTH, HAITPUMED:

Hpez[cez(aTenb HoAIInuCh HMHHUIIWAJIBI, (I)aMI/IJ'II/IH
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['naBHbIN OyxTantep MOJINKCH WHULIKATBI, (pamMuius

HpI/I MMOoANMCAHNH JOKYMCHTA HCCKOJIbKUMM JIMIaMHU, 3aHUMAatOIIUMU PAaBHBIC

JIOJKHOCTH, 170:¢ MOATUCH pacrnojaratot Ha OJTHOM YPOBHE,
HaIpuMep:
HauvansHuk mpaBoBOTO OTIETA Havansuuxk
OpPraHU3allMOHHO-METOANYECKOTO
oTzeIna
NOJANUCH WHULUAIBI, (pamMuius MOJANKUCH WHULUAIBI, (pamMuims

B noxyMeHTe, mOArOTOBIEHHOM KOMHUCCHEH, TOAMUCH PaCIoiaraloTcsl OHa
nox apyroi. IlepBeIM yKa3bIBaeTcs Mpejicenaresib KOMUCCUH, a (aMUIIMKA YJICHOB

KOMMCCHUU PacnoiaratoTcs B alipaBUTHOM MOPSJIKE, HAIPUMED:

[Ipencenarens koMuccuu MOJIHNCH WHULMANBI, (haMUIHs
YJieHb KOMHUCCHH MOAITHCH WHULHABI, (DaMUITHS
MOAIINCE WHULMANBI, (haMUIHs
MOAITHCH WHUIHATBI, (DaMUITHS

Ecnmu nmoKymMeHT cocTaBieH Kak mnpuiaraéMass K OCHOBHOMY JOKYMEHTY
cnpaBka wiu  uHbopmarus, TO OH O0QGOpMIAeTCSI B  COOTBETCTBHH
¢ nyHktoMm 3.5.15, a BMECTO MOANMUCH MOJ TEKCTOM JOKYMEHTA, KaK IpPaBwIIO,
yKa3bIBaeTcs haMuivsl, UMs, OTYECTBO UCTIOJTHUTES.

3.5.17. OTmeTka 00 2JEKTPOHHON MOAMKCH.

[IpocraBnsieTcss Ha BU3yaJIM3UPOBAHHOM 3JIEKTPOHHOM JOKYMEHTE B MECTE
pPacroyIOKeHUs] COOCTBEHHOPYYHOW TMOJIMCH JIOJDKHOCTHOTO JIMIA B JIOKYMEHTE

Ha OyMa)XHOM HOCHUTEJIe, HallpuMep:

[Ipencenarens AOKYMEHT MOAMMUCAH
T o nPOCTOMN NOANMUCHIO
CpPUTOPHATILHON

n30MpaTeNbHOM KOMUCCUM N 6 | XYBQCT/PIZL7BQ+0+6LTHNQPOMVDVUYS = N.B. Uprununa

[DevictButeneH:be3 cpoka aAencTBusa
Bnapeneu:puHuHa UHra ButanbesHa
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DNEeMEeHTBl OTMETKH 00 SHCKTpOHHOﬁ IHoAInMnucCu AOJIKHBI OBITH BUINMBIMHA

Y YUTAEMBIMH [TPU OTOOPAKEHUU JOKYMEHTA B HATYPATHHOM pa3Mepe.

DneMEeHThl OTMETKH 00 3JIEKTPOHHOM MOJNUCH HE JOJHKHBI MEPEKPHIBATHCS
WJIM HAKJIA/IBIBAThCS APYT Ha Apyra.

DneMEeHThl OTMETKH 00 3JIEKTPOHHOW IMOINUCU HE JOJDKHBI MEePEKPHIBATH
AJIIEMEHTBHl TEKCTa JOKYMEHTa U JpPYyrue OTMETKHM 00 3JICKTPOHHOM IOIIUCH
(Ipy HATUYHH).

B cnydae, ecnm SIeKTpOHHAs MOANUCH COAEPKUT METKY JOBEPEHHOTO
BPEMEHHU, OTMETKa 00 3JIEKTPOHHON MOJANMHUCH JIOJKHA 0053aTeNIbHO BKIIOYATh
MH(pOpMAIINIO O AaTe U BPEMEHU MOANUCAHUS TOKYMEHTA JIEKTPOHHOM MOJIMUCHIO.
BHenHuit BUJ METKHU JOBEPEHHOTO BPEMEHU Y BHEIIHUHM BU IPOCTOU JIEKTPOHHOU
MOANUCH YCTAHABIMBAECTCS JIOKAJIbHBIMU HOPMATHUBHBIMU aKTaMU WIH IO
COIJIAIIEHUIO CTOPOH IOKYMEHTOO0OpOTA.

3.5.18. I'pud cornacoBaHnwus.

I'pud cornacoBanusi coctoutr u3 cioBa COI'JTACOBAHO 06e3 kaBbluek
U MPONUCHBIMU OyKBaMH, HAUMEHOBAHUS JTIOJDKHOCTH JIMIA, KOTOPHIM COTJIACOBaH
JOKyMEHT (BKJIFOYAasi HAaWMEHOBAHHME OpraHU3alliH), €ro COOCTBEHHOPYYHOU
noanucu (mpu oPopmieHUH Ha OyMa)XHOM HOCHTEINE), pacliu(pOBKUA MOINUCH

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

COI'JTACOBAHO
Cexperaps TeppuropuaibHOil
n3ouparenbHo komuccuu Ne 6
MONUCh UHUITUAIBI, (pamMuus
naTa

Ecium  cornacoBanme OCYHICCTBIACTCA  IMPOTOKOJIOM HWJIM  IIMCBMOM,

TO COTJlacOBaHUE OPOPMIISIETCS CIACAYIOITUM 00pa3oM:

COI'JTACOBAHO
MIPOTOKOJIOM 3aceaHus
aTTECTAIMOHHON KOMHUCCUHU
TepputopraibHON H30MPATEITHHOM

komuccuu Ne 6
ot 14 ¢gespans 2025 . Ne 16
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HIIN.

COI''TACOBAHO
nucbMoM PocapxuBa
ot 05 mapta 2025 1. Ne 4-15/46

I'pud cornmacoBaHusi TOKyMEHTa B 3aBUCMMOCTH OT BHJA JOKYMEHTa
1 0COOEHHOCTEH ero 0(hopMIIECHUS MOKET MPOCTABIIATHCS:

Ha MEPBOM JIMCTE JIOKYMEHTa B JIEBOM BEpXHEM YINIy Ha YpoBHE Trpuda
YTBEPKIICHUS WJTK TI0]T HANMEHOBAHUEM JIOKyMEHTa OJIMKe K HIYKHEMY TIOJTIO;

Ha TOCJIETHEM JINCTE JOKYMEHTA MO TEKCTOM;

HAa JINCTE COTJIACOBAHUS, SIBIISIOIIEMCS HEOTHEMIIEMOM YacThIO IOKYMEHTA.

3.5.19. Buza.

BayTpenHee coriacoBaHue MpoeKkTa JOKyMeHTa OpOpMIISIETCS] BU3OM.

CornacoBanue NpoeKTa JJOKYMEHTa MOXKET OCYIECTBIAThCA cpeacTBamu [1]1.
[Ipu cornacoBaHuM MPOEKTa NOKYMEHTa Ha OyMa)KHOM HOCHTEJIE BH3a BKIIOYAET
MOJMKUCH BU3UPYIOIIETO, PACIIMPPOBKY MOAMUCH (MHUIUAIBI, (paMUJIUs) U JaTy,

IpU HEOOXOUMOCTH MOXKET OBITh YKa3aHa JOJKHOCTh BU3UPYIOIIET0, HAIIPUMED:

Cexperapp TeppuTopualibHOM
nu30upatenbHon komuccuu Ne 6

IMoAIINCh HWHUIIKAJIbI, (baMI/IJ'H/IH
Jara

[Ipn HamMuuMM 3aMeyaHuid K JOKYMEHTY BHU3a OQOpMIIIETCA CIEAYIOIIUM
obpazom:

3ameuaHus MPUIararTCs

Cexperapp TepputopralibHOU
nu3buparenbHoi komuccuu Ne 6

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

Jara
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3amMevaHus n3j1araroTcia Ha OTACIIBHOM JHUCTE, IHOAITUCBIBAIOTCsL

U TIPUJIAratoTCs K JOKYMEHTY.

Jlonyckaercsi HOJIMCTHOE BUBMPOBAHUE JOKYMEHTOB U MPUJIOKEHUN K HUM.

Ecnu noaiMHHUK TOKYMEHTa OCTAETCSL B TEPPUTOPUATIBHON KOMUCCHH, BU3bI
MPOCTABISIOTCS B HWKHEM YacTH OOOpPOTHOM CTOPOHBI MOCIEIHErO JHUCTa
MOJJINHHUKA IOKYMEHTA.

JInsi 1OKymMeHTa, MOJJIMHHUK KOTOPOTO OTHPABISIOT U3 TEPPUTOPUAIBHOU
KOMMCCHUH, BU3bI MPOCTABIIIOTCA B HUYKHEW YaCTH JIMLEBOW CTOPOHBI MOCIEIHETO
JIMCTa KOMHUU OTHPABIISIEMOTO IOKYMEHTA.

3.5.20. IleyaTs.

[leyatp  3aBepseT MOJJIMHHOCTh  MOJANKWCH  JOJDKHOCTHOTO  JIMIA
Ha JIOKYMEHTaX, YJOCTOBEPSIOIIUX MPEIyCMOTPEHHBIE TMPABOBBIMU aKTaMU
MOJTHOMOYHUS JIOJDKHOCTHBIX JIUI[ WM (UKCUPYIOIIUX (DAKTHI, CBA3aHHBIC
¢ (PMHAHCOBBIMU CPEJICTBAMU, A TAKKE HA MHBIX JIOKYMEHTAaX, IIPEIyCMaTPUBAOIINX
3aBEpEHUE MOJIMHHON MOAUCH.

[leyats crTaBUTCS Ha CBOOOJAHOM OT TEKCTa MECTE, HE 3aXBaThIBas
COOCTBEHHOPYYHOM MOJAMUCH JTOJDKHOCTHOTO juia. Iledarh MokeT 3axBaThIBaTh
4acTh HAUMEHOBAHUA JIOJKHOCTH JIMIA, TTOAMUACABIIETO JOKYMEHT.

B nmoxymeHTax, MOATOTOBJICHHBIX Ha OCHOBE YHHQHUIIMPOBAHHBIX (HOpM,
nevyaTh CTaBUTCA B MecTe, 0003Ha4YeHHOM OTMeTKoW « MII» uinu uabiM oOpazom.

3.5.21. OTmeTKa 0 3aBepEeHHUH KOITHUHU.

JIns 3aBepeHHs] COOTBETCTBUS KONHHM JOKYMEHTA TMOJIMHHUKY HUXKE
pekBu3utra «lloamuce» MNpPOCTABIAAETCS OTMETKA O 3aBEPEHUM  KOMUU —
3aBepuTEIbHAs HaANUCh «BepHO», MOMKHOCTH JMIA, 3aBEPUBIIETO KOIIHIO,
ero COOCTBEHHOPYUYHAs MOJIIUCH, pacuudpoBka MOAMHUCH

Y JlaTa 3aBEPEHUsI, HAIPUMED:
Bepno
[Ipencenarens TEpPpUTOPUAITBHONM KOMUCCHU

IIOAITNCH HMHHUIIUAJIbI, (baMI/IJII/ISI
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naTa

JlommyckaeTcsi 3aBepsATh JTOKYMEHTBI OTMETKON «BepHo» mpocTaBieHreM
mramMna ¢ yKa3aHueM  JIOJDKHOCTHM — JIMI[A,  3aBEPHBIIET0  KOIMIO,
ero COOCTBEHHOPYYHO! MOJIITUCH, paCIIU(PPOBKY MOMUCH U JAThl 3aBEPEHUSI.

B cnydasix, mpenycMOTpeHHBIX 3aKOHOIATENBCTBOM Poccurickon denepanuu
0 BbIOOpax © pedepeHayMax, MpPU 3aBEPEHUHM KOMUM JIOKyMEHTa TaKkKe
MPOCTABIIAETCS BPEMsI 3aBEPEHUSL.

[Ipu mepecblIke KOMUU JOKYMEHTa B JPYrUe OpraHU3allid WU Bbljade
€€ Ha pyKHU 3aBEpUTENIbHAS HAJIIUCh YIOCTOBEPSETCS COOTBETCTBYIOIIEH ME€YATHIO.

JIMCTBI MHOTOCTPAHUYHBIX KOIUIA HYMEPYIOTCS, OTMETKA O 3aBEPEHUH KOTTHH
JOTIOJTHSAETCS yKa3aHUeM KOJIMYECTBA JUCTOB KOIUU «Bcero
B KONHWU ___ JIMCTOB». Ha KOMMSX MHOTOCTPAaHUYHBIX JOKYMEHTOB OTMETKa
O 3aBEpEHHMM KONMM IIPOCTABIIETCS HA  KaXJIOM  JIUCTE  JOKYyMEHTa
WIM Ha TOCIEOHEM JIMCTE€ MNPOIIMTOrO0 WM CKPEIUIEHHOIO HWHBIM 00pa3oM
JIOKyMEHTA.

3.5.22. OtmeTka 00 UCTIOTTHUTETIE.

OtmMmeTka 00 UCTIOTHUTEINE BKIIOYAET B ce0s (paMUIINIO, UMSI U OTYECTBO (TIpH
HAJIMYMM) UCIIOJIHUTENS JOKyMEHTa M HOMEp €ero ciyxeOHoro tenedoHa
C KOJOM peruoHa (B cilydyae HamnpaBJICHHUs AOKYMEHTa B aJpec M30MpaTeIbHBIX
KOMHUCCHUIM MOXET YyKa3bIBaThCs HoOMep cayxkeOHoro Ttenedpona ATCB).
OTMeTKy 00 MCIIOJITHUTEIIE paclojaraioT Ha JIMLEBON WM, P OTCYTCTBUU MECTa,
Ha OOOPOTHOI CTOPOHE MOCJEIHEro JUCTa JIOKYMEHTa B JIEBOM HIKHEM YTy

mpudTom 10 MyHKTOB, HATTPUMED:

3yb6apes Bragumup Uik
(812) 356-85-31

3.5.23. OT™meTKa 00 UCTIOTHEHUH TOKYMEHTA.

OTtmeTka 00 UCIOJHEHUH JIOKYMEHTa M HaIpaBICHWU €ro B Jel0
MOTYT BKJIIOYAET CIEAYIONIME JaHHbIE: KpaTKue CBEACHUS 00 HCIOIHEHUN
JIOKyMeHTa (IIPU OTCYTCTBUM JIOKYMEHTA, CBUAETENIbCTBYIOIIETO 00 UCIIOJHEHUN),

AaTy 1 HOMCPp MMCHOIICTOCA JIOKYMCHTA 00 HUCIIOJIHCHHNH, CJI0Ba «B ACJI0», HOMCP
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Jiena, B KOTOpOM OYyJIeT XpaHUThCS JOKYMEHT, AaTy, HOANUCh (Tipu 0OpMIIEHUN Ha

OyMa)KHOM HOCHTENIE) TpeICeaATENs] TEPPUTOPHUATHHON KOMHICCHH.
3.5.24. nentuduxatop 3J€KTPOHHOU KOTIMU JOKYMEHTA (KOJIOHTUTYM).
Nnentudukatop (uMs (aiina Ha MAITTHOYNTAEMOM HOCHUTEJIE) DICKTPOHHOK
KOIMWU JOKYMEHTa (KOJOHTHTYJ) MOXKET MPOCTABJIATHCSA B JICBOM YTy HIDKHETO
MOJIST K&KJIOW CTPAaHMIIBI JOKYMEHTA MIPUPTOM 8 TyHKTOB, HAIIPUMED:

K0305298

3.5.25 Wtpux-koxa (QR-kox) mokymeHTa.
[Ipu wWCcHOMB30BaHWM ITPHUX-KOJA, €r0 CIeAyeT pa3MemaTh B TPaBOM
HIUOKHEM YIJIy TiepBOro Jmcra. Ecioum Mecta HEZOCTaTOYHO, JOMYCKaeTCs

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

4. Opranu3anus padoThbl ¢ HCXOAAIMMU (OTHIPABJISIEMbIMHU)
AOKYMEHTAMU

4.1. Pabota c otnpaBiasieMbIMd (MCXOISIIMMH) W3 TEPPUTOPUATIBLHON
KOMHMCCUM JOKYMEHTAMH BKJIOYAET HUX PETUCTPALMIO, MPOBEPKY IMPABUIBHOCTH
oopmiieHHUs, B TOM UHMCJE€ HaJUYME€ IOJHOTO aJpeca M €ro TOUYHOCTb, HAINYHE
NOJJIMHHON TmoAnucu (IUisl 3JIEKTPOHHOTO JIOKYMEHTA — MPOBEpPKa IMOIMHHOCTU
ANICKTPOHHON TOAMMCH), JPYTHMX HEOOXOIUMBIX JJIEMEHTOB OGOPMIICHUS,
YKa3aHHbBIX IPUJIOKEHU, U OTIIPABKY.

4.2. Vicxondamme JTOKYMEHTHI IedaTaroTcsi Ha OJaHKaX yCTaHOBJICHHOMN
dopMbl, oOdopMIIIIOTCI B COOTBETCTBUM C TMOJOXKEHUsSMU MHCTpyKIMH
u peructpupyrores B [1J] unu Apyrux perucTpaimoHHO-y4eTHBIX (POpMax.

4.3. OtmpaBka JOKYMEHTOB u3 TEPPUTOPHUATBHOU KOMHUCCHUU
OCYIIECTBIISIETCS. OpraHamu (eaepaibHON  (PeNbIbEerepCKON WM  CIEIUaIbHOM
CBS3M, TIOYTOBOHM, TenerpagHoil cBsaA3blo, cpeactBamu IIJI, mo kaHamam
(baKCUMUIBHON CBSI3U, DJICKTPOHHOUN MOUYTOM B ceTH MIHTEpHET Wiu HapOYHBIM.

4.4. TTpu opopMIIeHNH OTIPABISAEMBIX (MCXOASIINX ) MUCEM, B TOM YHUCJIE MTPU
MOATOTOBKE MPOEKTOB mnmuceM cpeactBamu [IJ[, m TenerpaMMm HCIOJHUTEID
YKa3blBa€T IIOJHBIA IOYTOBBIA  (BKJIIOYas MHACKC) aapec OpraHu3aluuu

HJIN T'paKJaHrHa.
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4.5. OrnpapnsieMble  (UCXOIAIIME)  JIOKYMEHTBI ~ MOTYT  TOTOBHUTHCH,

COTJIACOBBIBATHCS U MOANUCHIBATHCS cpeacrtBamu [1/1.

Hcxonsdmue mnucbMa HANpaBISIOTCA 334  TMOJNUCHIO  MpeJceaTes
TEPPUTOPUAIBHOM KOMHUCCHUHU, B €ro OTCYTCTBUE —3a TMOJIUCHI0O 3aMECTHUTEIIs
npenaceaarens WIM WHOTO 4I€HAa TEePPUTOPUATBHON KOMHCCHH, UCIOIHSIOUIETO
00s3aHHOCTH  TpeacenaTeNs, Ha  COOTBETCTBYIOIIEM  OJlaHKe  mHUCchMa
(pu MOATOTOBKE MCXOIANINX JOKYMEHTOB cpenactBamu [1J] — cooTBeTCTBYIOMIMX
AIIEKTPOHHBIX 11a0J0HAX OJJAHKOB JOKYMEHTOB).

4.6. C ucnonp3oBanueM IIJ] uam Apyrux perucTpanmoHHO-Y4YETHBIX (HOpM
JIOKYMEHTaM TPHCBAaMBACTCs] MUCXOMAAIIUN HOMEp, KOTOPBIA COCTOMT U3 HMHJIEKCA
Jiena 1Mo HOMEHKJIAType el U TMOPSAKOBOTO HOMEpa JIOKYMEHTA, pa3/eleHHBIX
Kocou yeprToil. Mcxonmdmmii HOMEP YKa3bIBA€TCS TAKXKE Ha KOMHMM JOKYMEHTA,
ocraromiericss B nene. Hymepamus wncxomsnmx AOKYMEHTOB OCYLIECTBIIETCS
B TIpejieliax KaJeHAapHOro roja.

[Ipu perucTpami MCXOIAIIETO JOKYMEHTa B PETUCTPALMOHHO-YUETHOU
(dopMe 00s3aTeNIbHO YKa3bIBAIOTCS CIEAYIOIINE PEKBU3UTHL: JaHHbIE 00 ajapecaTe
(pamunms, umsi, oT4ecTBO (TIPU HATUYKMK) (HU3UUIECKOTO JIMIIA WM HAMMEHOBaHUE
OpraHM3aliM, KpaTKoe COJAep)KaHWe JOKYMEHTa, WCIHOJHUTENb JOKYMEHTa,
€ro COMCIIOJIHUTENH, KEM OH MOJNHUCaH, a TaKkKe KOJIMYECTBO JINCTOB OCHOBHOTO

JAOKYMCHTA U JIMCTOB IIPUIIOKCHUA, KOJTMYCCTBO 3K3CMIIIAPOB, BUA OTIIPABKU.

I[Ipu  perucrtpanu  HUCXOOAIIETO  JOKYMEHTa  JICJIAETCS  CBSI3KA
C BXOJISIIIIUM JOKYMEHTOM Ha KOTOPBIM TaeTCsl OTBET (€CIU TAKOBOM UMEETCH).

4.7. OtnpaBka UCXOIAIIMX JOKYMEHTOB cpeactBamu IIJ[ ocymiecTBisieTcs
JIUIIOM, UMEIOIITUM JOCTyM K padote ¢ T1]1.

NHple 10KyMEHTBI MOTYT OBITH OTIIpaBJICHbl OpraHamu (denepaibHON
beapabperepcKoi Ui CIeIUaIbHOM CBSI3U WIIM TTOYTOM 10 YKA3aHHIO TPeCeaaTes

TEPPUTOPUAIIBHOM KOMUCCHHU.
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4.8. Ins nepenaun ucxojsuiero Aokymenrta 1]l umu snekTpoHHON MOYTON

B cet VHTepHET OTHpaBIsIeMbld JTOKYMEHT O(OpPMISETCS B COOTBETCTBUU
¢ TpeboBanusiMU MHCTpYyKIIUU.

B cnydae perucrpanuu gokymenta B [1J] Tekct nokymenrta B ¢popmare docx
win XIsX WM 3MeKTpoHHBIH 00pa3 nokymeHTa B (popmare pdf (mpu nHammdwm
CKaHHUPYIOIIETO YCTPOMCTBA) MPUCOEAMHSIETCS K PErUCTPAMOHHON KapTOuKe
Y OCYLIECTBJISIETCS €r0 OTIPABKA.

[Ipu mnoaroroBke moKymMeHTOB cpenactBamu [IJI ¢ wucnons3oBanuem
AJIIEKTPOHHON TMOJIUCU TOCJE MOANUCAHUS JTOKYMEHThI MOTYT aBTOMATHYECKH
peructpupoBatbesi U HanpaBiaTbea B LIUK Poccun, LM nmpu LMK Poccun,
PIHOUT npu LUK Poccuu, Cankr-IleTepOyprckyro n30upaTebHyI0 KOMHCCHIO,
uHble n30UpaTenbHble KOMHccHH — CcyOBekToB  Poccuiickoii  ®denepanuu,
TEPPUTOPUATHHBIE KOMUCCHH.

4.9. IIpu otmpaBke TeaerpaMMmbl OoJiee YeM B YeThIpe ajpeca 0hopMIIIeTCs
NOJJIMHHUK, KOMUS W [IBa SK3EMIUIApa MOANUCAHHOTO CIUCKA PACCHUIKU
C yKa3aHMEM TIOJHBIX IOYTOBBIX (BKJIOYas TIOYTOBBIA MHJIIEKC) aJIPECOB.
Ha tenerpad nepenaroTcs MOATUHHUK C OJHUM DK3EMIUIIPOM CIHCKA PACCHUIKU
Y KOMHS TeJIErpaMMbl, KOTOpasi C OTMETKOM O Mepeiaye TeerpaMMbl BO3BPALIAETCS
B TEPPUTOPUATBHYIO KOMHCCHUIO M BMECTE CO BTOPBIM 3K3EMIUISIPOM CIIHCKA
PAaCCBUIKH MOIIMBAETCS B AEIIO.

4.10. Ilpu otmpaBke muchMa Oojiee 4eM B YETHIPE ajpeca COCTABIISECTCS
CIIUCOK PACCBUIKM YCTaHOBJIEHHOW (opmbl (mpuinoxkenue Ne 6), KOTOpbIi
MOJNKCHIBAECTCS MPENCEATEIEM, B €0 OTCYTCTBUE — 3aMECTUTENEM MpEACcCeaaTeNs
WM WHBIM YJICHOM TEPPUTOPHATBHOW KOMMCCHH, UCIIONHSIONIUM OOSI3aHHOCTH
npeacenareias TEeppUTOpUAIbHOW Komuccuu. Ilocne peructpaium MUCEMO
TUPAXUPYETCS B HEOOXOJIMMOM KOJIMYECTBE U OTmpasisercs. [Ipu moaroTtoske,
COTJIACOBAHUM W MOJNHUCAHUU MHceM cpenctBaMu [IJ[ criMCOK pacChUIKK Takxke
rorosurcs cpeacrsamu [1/1.

Ecnu nmucbMo uinmm TenerpaMMa HampasJsieTcst He 60J1ee 4eM B 4eThIpe aapeca,

TO IMMOAIIMUCBIBACTCA K&)I(,[[BII;‘I 9K3CMILLAD.
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4.11. OtnipaBKka JOKYMEHTOB MPOW3BOIAUTCS €XETHEBHO B 4Yachl PadOThHI

TEPPUTOPUATBHON KOMUCCHH, KPOME BBIXOAHBIX U HEPAOOUNX MPa3THUYHBIX THEH.

OtnpaBka HCXOIAIIMX JTOKYMEHTOB TMOCJE OKOHYaHUs pabodero Hf,
B BBIXOJIHbIE W Hepabouue TMpa3JHUYHBIE JHHU, B TEPUOJ MOATOTOBKHU
U TpOBEACHUS HW30MpATEIbHBIX KaMIIAHUWA OCYLIECTBISETCS M0 YKa3aHUIO
npejacenaress TEPPUTOPUATBHON KOMUCCHUU JIUOO B COOTBETCTBUHU C PEIICHHUEM
TEPPUTOPUAITBHON KOMUCCHH.

4.12. JIokyMEHTbl ¢ OTMETKOM O CpOYHOCTH JOCTaBKU «BecbMa cpouHO»
u «CpouHo» 0hOpMIISIOTCS HE3aMEMJIUTEIbHO, MOTYT OTHPABIATHCS CPEACTBAMU
[1/1, mo xaHanaM (paxKCHUMUIIBHON CBSI3U, IEKTPOHHOM MOYTOM B cetu MHTEpHer,
HapOYHBIM U/WJIH MIEpPEelaBaThCs B OTAE (ENbIBErepCKO N CHELMATbHOMN CBSI3U
JUIsL JIOCTaBKM B TMEPBYIO OYEpPEb B COOTBETCTBHM C TIpa)MKOM MapUIpyTOB
benbanerepeil.

4.13. JlokyMeHTbl 0e3 OTMETOK O(QOpPMIISIOTCS IO Mepe MMOCTYIUICHUS
U MOTYT OTIpaBisATbCsA cpeactBamu I/l w/mim nepenaBaTbCs B OTAEN JAOCTAaBKU
(GenbIberepckoil WM CHEUMATBbHOW CBSI3U, TJ€ OTIpPaBKa OCYIIECTBISETCS
B COOTBETCTBUU C IPa(pKOM BBIIIOJHEHUS MAPUIPYTOB B ONTUMAJIbHBIE CPOKH.

4.14. JlokyMeHTbI, HampaBiseMble TIpaXJaHaMm II0 MOYTOBOMY aJIpecy,
yKa3aHHOMY UMH B OOpallleHUH, OTIPABISIOTCS Yepe3 MOUYTOBOE OTIEICHHUE CBS3U
MPOCTHIMU TOYTOBBIMH OTIIPABICHUSMHU WJIM 3aKa3HBIMU TUCbMaMHU.

4.15. JlokymMeHThI, TiepenaBacMbie 10 KaHalaM (aKCUMIUIBHOW CBSI3H,
PETUCTPUPYIOTCS B OPAJIKE, YCTAHOBICHHOM JUISl HCXOASAIIMX JOKYMEHTOB.

4.16. Ucxonsmme JOKYMEHTHI, O)OpPMIICHHBIE C HapylleHHEeM TpeOoBaHUM
MHCTpyKIuy, K OTIPAaBKE HE IMPUHUMAIOTCS M BO3BPAILAIOTCS HCIHOJHUTEISAM
Ha 10paboTKy. KoppecnoHAeHIMS HEeCTy>KEOHOT0 XapaKkTepa, B TOM YHCIIe JTUYHAs
KOPPECTIOHJEHIUS, K OTIPABKE HE TPUHUMAETCSI.

4.17. Konmun UCXOAIINX JTOKYMEHTOB, O(GOPMIIEHHBIX Ha OyMa)XHOM
HOCHUTENIe, TOMEIIAITC B JEJI0 B COOTBETCTBUM C HOMEHKIATYypOH Jen

TEPPUTOPUAIIBHON KOMUCCHH.

5. Oco0enHOCTH PadOTHI € JJIEKTPOHHBIMHU JOKYMEHTAMH
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(ocymecTBiieHne padorsl ¢ JokymenTamu B I1]1)

5.1. DneKkTpoHHbIE JTOKYMEHTBI SBISIIOTCS OQPUIUMATBHBIMU JOKYMEHTAMH.
DJeKTpOHHBIE JOKYMEHTHI CO3Aat0TCsl, 00pabarbiBatoTcs u xpanstces B [1/].

5.2. DIeKTPOHHBIN TOKYMEHT JOJHKEH OBITh 0pOpMIIEH IO OOIIUM MpaBUiIaM
JEJONPOU3BOJCTBA u UMETH PEKBU3UTHI, YCTaHOBJICHHBIE
JUISL aHAJIOTHYHOTO IOKyMEHTa Ha OyMa)KHOM HOCHTEJIE.

5.3.B  TeppuTOpHanbHONW  KOMHUCCHUU  HCIOJB3YIOTCS  DJIEKTPOHHBIC
JIOKYMEHTBI, a TakXKe DOJIEKTPOHHbIE 00pa3bl JOKYMEHTOB, IOJIyYCHHbIC
B pe3yJIbTaTe€ CKAHUPOBAHUS JOKYMEHTOB Ha OyMa)KHOM HOCHTEJIE U XpaHsIIUECS B
IT1.

5.4.]lna TOATBEP)KIEHUSA TMOMJIMHHOCTA TMIPU TMeperaye 3JIEKTPOHHBIX
JOKYMEHTOB B JpYyrH€ TOCYJapCTBEHHBIE OpIaHbl, OpPraHbl IyOJIMYHOW BIIACTH
denepanbHOi Tepputopun «CupHyc», OpraHbl MECTHOIO CaMOYyHpaBJIEHUS,
OpraHu3alysIM M TpaXJaHaM JIOKYMEHTBI 3aBEpSAIOTCS 3JIEKTPOHHON MOIIMUCHIO
JOJDKHOCTHOTO JIMIIA TEPPUTOPUAIIBHOM KOMMCCHM, MOJIKCABIIETO JOKYMEHT,
B coorBercTBuu ¢ DenepanpubiM 3akoHOM 0T 06 ampens 2011 roma Ne 63-03
«O0 2JIEKTPOHHON MOITUCH.

5.5.1lpu 00paboTKe, pPaCCMOTPEHHH, COTJACOBAHUU U TOIIUCAHUU
ANEKTPOHHBIX JOKYMEHTOB B IIJ[ BO BHYTpeHHEM JOKYMEHTOOOOPOTE MOTYT
UCIIOJIb30BAaThCSl  CIOCOOBI  MOJATBEPXKIEHUS  JIEUCTBUH C  DIIEKTPOHHBIMU
JOKYMEHTaMH, IIpU KOTOPBIX JJIEKTPOHHAs TNOMANKUCH HE  MCHOJb3YETCH.
Nnentudukaius TOJKHOCTHOTO JHIA MPOU3BOAUTCS IO €ro y4YeTHOH 3amucH
B IIJI mbGo MoOXeT HCIoNb30BaThCsl MPOCTast dOJEKTPOHHAs  IOAINMUCH.
Tak>ke mpocTas 3J1eKTPOHHAs MOAMKUCH MOXKET UCIOJIb30BaThCS MPU HAIIPaBICHUU
anekTpoHHbIX JokyMeHTOB B [IMK Poccuu, ®IU npu UK Poccun, PLIOUT
npu [[UK Poccumn, Cankr-lIletepOyprckyto wu30MpaTenbHYyl0  KOMHCCHIO,
n30upartenbHble KoMuccuu cyobekToB Poccuiickoit denepatyiu, TeppUTOpHUAIbHBIE

KOMUCCHH.
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5.6. CocraBnenue, oopmiIeHHE U COIJIACOBAHUE IMPOEKTOB 3JIEKTPOHHBIX

JIOKyMEHTOB  OCYIIECTBJISIETCS 1O OOmMM TIpaBWJIaM  JIEJIOMPOU3BOJICTBA,
YCTaHOBJICHHBIM B OTHOILIEHUY aHAJIOTUYHBIX IOKYMEHTOB Ha OyMaKHOM HOCHTEJIE.

5.7. IlepeueHb JTOKYMEHTOB, CO3JaBAaE€MbIX, XPAHUMBIX W HCIOIb3yEMBbIX
UCKITIOUUTETLHO B (OpME  DJIEKTPOHHBIX  JIOKYMEHTOB,  OIpPEIeIseTCs
HOMEHKJIaTypOu Je.

5.8.1lpuem wu oTOpaBKa OJJIEKTPOHHBIX JTOKYMEHTOB OCYIICCTBIISIOTCS
JOJDKHOCTHBIM  JIMIIOM, HMMEIOIIMM JocTyn Kk padore c IIJI, Takke MoOXer
OCYILECTBIISITECA aBTOMATUYECKasi OTIPABKA JIOKYMEHTOB, OAMKUCAHHBIX MPOCTOMN
anekTpoHHOM  moamuchkto  cpeacrBamu  [IJI B WK  Poccumn, OLHU
npu IIUK Poccun, PIHOHUT npu UK Poccun, Cankr-IlerepOyprekyto
M30UPATEIIbHYI0 KOMHUCCHIO, M30UpaTesibHble KOMHUCCUU CyOBEeKTOB Poccuiickoi
depnepaluu, TEPPUTOPUATIEHBIC KOMUCCHUU.

5.9.1lpu mnonyueHuu dneKTpoHHBIX gokymeHToB u3 [IMK Poccun,
O nmpu UK Poccuu, PIHOUT npu LUK Poccum, Caunkrt-IletepOyprckoit
n30MpaTebHOM KOMHUCCUHU, HM30MpATENbHBIX KOMHUCCUN CyOBeKkTOB Poccuiickoit
denepanuu, TEPPUTOPUATBHBIX  KOMHUCCUW, TOAMMUCAHHBIX  3JEKTPOHHOMN
MOAMUCHIO, OCYIIECTBIIAECTCS IPOBEPKA JCHCTBUTEIBHOCTH 3JIEKTPOHHOM MOIUCH
cpenctBamu [1/1.

5.10. [Ipn BKJIIOYEHUHW DIEKTPOHHBIX JOKyMeHTOB B I[IJl dhopmupyrorcs
pErUCTPAllMOHHO-YUYETHBIC JaHHBIE O JIOKYMEHTE, 00eCIeUrBaIONe yIpaBIeHNe
JIOKYMEHTOM, B TOM YHCJIE€ €r0 MOUCK, AJOCTYII K JOKYMEHTY, KOHTPOJIb, XPAaHEHUE U
UCIOJIb30BaHue (MpritokeHune Ne 7).

5.11.Tlpu  mepemaue  TOCTYNUBIIMX  AJIEKTPOHHBIX  JIOKYMEHTOB
Ha pacCMOTPEHUE, HANpPaBJICHUU DJCKTPOHHBIX JOKYMEHTOB HCIIOJHUTESM,
OTHPABKE U XPAHEHUU JJICKTPOHHBIX JOKYMEHTOB BMECTE€ C HUMH IEpeIaroTCs
(HampaBIISIOTCS, XPAHSITCS) UX PETUCTPALIMOHHBIC JJAHHBIE.

5.12. Enununeil yyera 3JIEKTPOHHOTO JOKYMEHTa SIBIIIETCS SJEKTPOHHBIN

JIOKYMEHT, 3aperucTpupoBanubii B 11/].
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DONEeKTpOHHbIE JOKYMEHTBHI, HMEIOIIME MPWIOKEHHUS, PErUCTPUPYIOTCS

Y YYUTBIBAIOTCS KaK OJIUH JTOKYMEHT.

5.13. DneKTpoHHbIE JOKYMEHTHl (POPMUPYIOTCS B Jiela B COOTBETCTBUU
C HOMEHKJIATypOil JeJl TepPUTOPUATILHON KOMUCCHUU U UHIEKCUPYIOTCS B MOPSAKE,
YCTaHOBJICHHOM B OTHOILEHUU JEJI, COCTABICHHBIX U3 JTOKYMEHTOB Ha OyMa)KHOM
HOCHTEJIE.

[Ipn cocraBiieHHMM HOMEHKJATYpbl JI€7 YKa3bIBA€TCSA, YTO JEJIO BEAETCA
B DJIEKTPOHHOW (opMe, 4YTO OTMEYaeTcss B 3aroJioBKe Jena Wik B rpade
«IIpumeuanuey, HapUMep:

[loctanoBnenust LleHTpanpHON u30MpaTenbHOM Komuccuu Poccuiickoii
®enepannu. Konuu. DneKTpOHHBIE JOKYMEHTBHI.

5.14. DneKkTpoHHbIE JOKYMEHTHI TIOCJI€ UX UCTIOTHEHUS MOJICKAT XPaHEHUIO
B  YCTAaHOBJIIEHHOM TIOpAJIKE B  TEYEHHE CPOKOB, MPEAYCMOTPEHHBIX
JUTSI aHAJIOTMYHBIX IOKYMEHTOB Ha OyMa)KHOM HOCHUTETIE.

5.15. Mecto XpaHEHHsI DJJIEKTPOHHBIX JOKYMEHTOB JI0 HUX Iepenadu
Ha apXMBHOE XpaHEHWE, BHUJ HOCHUTENEH, HAa KOTOPBIX OHHU XpaHATCS, (OpMaThl
UX TIOCTOSHHOIO M JIOJTOBPEMEHHOI'O XPAHEHHUS ONPEIEISAIOTCS C y4EeTOM
UCITIOJIb3YEMBIX B TEPPUTOPUATIEHON KOMUCCUH IPOTPAMMHO-TEXHUYECKUX CPEJICTB,
HOPMATHUBHBIX AaKTOB W METOJIMYECKUX JIOKyMEHTOB PocapxuBa, ApXuUBHOTO
komuteTa Cankt-IletepOypra.

5.16. DkcrniepTU3a LEHHOCTH AJIEKTPOHHBIX JTOKYMEHTOB OCYIIECTBISETCS
B OOLIEM MOps/KE, YCTAHOBJICHHOM B OTHOUIEHMHM JOKYMEHTOB Ha OyMa)kKHOM
HOCHTEJIE.

5.17. Tlocne ucreueHus: Cpoka, yCTAHOBIEHHOTO JIJIsi XpPaHEHUS DJIEKTPOHHBIX
nen  (SJEKTPOHHBIX  JOKYMEHTOB), OHM  TOANIEKAT  YHUUYTOKEHUIO
C COCTaBJICHHEM aKTa YCTaHOBJICHHOU (opmbI (Tprtoskenue Ne 16).

5.18. DneKTpOHHBIE JOKYMEHTHI, MOJJICKAIINE JIUTSILHOMY XpaHEHUIO,
NepealoTCsl Ha apXMBHOE XPAHEHHE IO OMHCSAM C OPOPMIICHHUEM aKTa MpUeMa-

nepeaadun 3JICKTPOHHBIX NTOKYMCHTOB Ha apXHUBHOC XpPAHCHHUC.
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6. OcobeHHOCTH PAadOTHI C O0OpalIeHUSIMU TPAKIAAH.
Opranuzanys JTUHYHOTO IpHeMa rPakKaaH

6.1. Opranuzamust paboTbl ¢ OOpalIeHUSIMU TpaxIaH OCYIIECTBISIETCS
B COOTBETCTBUU C pazzaesioM 2 MHCTpykuuu ¢ yueToM 0COOCHHOCTEH, YKa3aHHbBIX
B JIJAHHOM paszJiere.

6.2. OOparieHus: B TEppUTOPUATIEHYIO KOMUCCHUIO MOTYT OBbITh HAIPaBIICHbI B
NUChMEHHOHU (hopMe, a Takke B (popMe IEKTPOHHOTO JOKYMEHTA.

6.3. O6pamienne B (opmMe BIEKTPOHHOrO JOKYMEHTAa HallpaBisiercs
C HCIOJb30BaHHWEM CTpaHuilbl oduimanbHoro caita Cankt-IleTepOyprekoit
n30MpaTeNbHOM KOMUCCUU B ceTU VIHTepHET, NpeHa3HauYe€HHOM /ISl HallpaBIeHUs
oOpallleHuil B TEPPUTOPUATBHYIO KOMHUCCHIO (Jajiee — JeKTpoHHast (¢dopMma
oOpalieHuit).

Hanpasnenue  oOpamenuit B ¢dopMe  3JIEKTPOHHOIO  JIOKYMEHTa
B TEPPUTOPHATIbHYIO KOMUCCHIO OCYHIECTBIIIETCS OCIIE MIPOXOKACHUS 3asIBUTEIIEM
UACHTU(UKALIMYI U 2y TEHTU(PUKALIMHI TOCPEICTBOM (hesiepanbHOM rocy1apCTBEHHON
uHdopmarmonHor  cuctembl  «Emunas  cucrema  uAeHTUGUKAIMK U
ayTeHTUPUKanuu B UHOPACTPYKType, obOecneunBaromed HHGOPMAIIMOHHO-
TEXHOJIOTHYECKOE B3aUMO/IeHCTBUE NH(OPMALIMOHHBIX CUCTEM, HCTIOIB3YEMbIX AJIs
MPENOCTABIIEHUSI TOCYJAAPCTBEHHBIX M MYHHUIMIAIBHBIX YCIYT B 3JIEKTPOHHOM
dbopmer.

DnexTpoHHas ¢opma oOpalleHHi JOHKHA MpelycMaTpuBaTh 3aIll0JHEHUE
azpeca DJIEKTPOHHOM TMOYTHI, Ha KOTOPBIM JOJKEH OBITh HAINpaBlIeH OTBET
Ha oOpalieHne, CrenruaiIbHOro MO ISl BBOJa TeKCTa OOpaIeHHs, COIEPKaIIero
€ro CyTh, BO3MOKHOCTb MPUJIOKEHHS TOKYMEHTOB U MaTEpHUAaJIOB B AJIEKTPOHHOM
dbopMe, MOATBEPKAAFOIINX JOBOIBI OOPAIICHUS, a TAK)KE MOXKET MPeyCMaTpPHBATh
BO3MOXXHOCTh ~ yKa3aHUSl JOTOJIHUTEIBHBIX CBEICHUW, YTOYHSIIONIMX CYyTh
oOpareHus.

6.4. Conepxainiriecss B HalpaBJICHHBIX B (OpMe 3JIEKTPOHHOIO JTIOKYMEHTa
oOpalieHusIX CBEJCHUS, a TaKXKe IMpuiIaraeMple MaTepuainbl (Mpu HATUYUHN)

BBOJIsiTCA B [1]] 60 B pyrue peructpainonHo-y4eTHeie popmbl. BBoa cBenenui,
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COJIepKalllUXCsl B HAITPABJICHHBIX B (POPME AIEKTPOHHOTO JOKYMEHTA 00paIleHUsX,

OPWIAraeMbIX  MaTEpPHAIOB M MX  PErUCTpamus  OCYIIECTBISIOTCS
HE T03/IHee TpeX padouux JHEW cO JHS HallpaBlICHHUsS OOpAIleHMs, a B MEPUOJ
IOPOBEJCHUS  COOTBETCTBYIOIIMX  M30MpATEIbHBIX  KaMIIAaHUM,  KaMIIaHUH
pedepeHaymMa MO BOMpOcaM TMOATOTOBKM M IPOBENEHUS 3TUX BHIOOPOB,
pedepenayma 1o oOpalleHHsM, — HallpaBICHHbIM /10  YCTAHOBJICHHUSA
TEPPUTOPUAIBHOM KOMHCCHEW HMTOTrOB TOJIOCOBAaHHUA, ONPENEICHUS PE3YJIbTATOB
BbIOOPOB, pedepeHymMa —B J€Hb HalpaBlIeHHUs oOpalleHus Jub0 HE IMO3JHee
CJIEYIOILEro padoyero JHs B COOTBETCTBUM C IpapUKOM pabOThl TEPPUTOPUATBHOM
KOMHUCCHHM, C YYETOM CpPOKOB PacCMOTPEHHUS COOTBETCTBYIOIIMX OOpalleHHH,
YCTaHOBJIEHHBIX 3aKOHOAATEIBCTBOM O BbIOOpax M pedepeHaymax. Perucrpanus
oOpallleHHii, HanpaBJICHHBIX B TEPPUTOpPUAIbHBIE KOMHUCCMU B  (opme
AIEKTPOHHOTO JOKYMEHTAa, MOXKET OCYIIECTBIATHCSI C HCHoib30BaHueM [1]]
aub0 ¢ HCHOJIb30BAaHUEM JPYTUX PErUCTpallMOHHO-y4eTHbIX ¢opM. [locne
OCYULIECTBJIECHHUS! YKAa3aHHBIX JCHCTBUH OOpalllEHWE CUHMTAETCS MOCTYMHUBIINM
B TEPPUTOPUAIBHYIO KOMHUCCHIO.

OOpamieHuss B MUCbMEHHOW (opMe, MOCTYNHUBIIUE B TEPPUTOPUAIBHYIO
KOMUCCHIO, PErHMCTPUPYIOTCS IpeacenaTesieM (CEeKpeTapeM) TEeppUTOpUaIbHON
KOMUCCHUM WM  pabOOTHUKOM  ammapaTa, OTBETCTBEHHBIM 32  BEJACHUE
JeONpOU3BOACTBAa ¢ ucnosib3oBanueM IIJ[ nubo ¢ wucmonb3oBaHHEM APYrHx
pPErUCTPALlMOHHO-YUETHBIX (OpM HE TNO3/[HEe Tpex pabouux JAHEH co JHA
NOCTYIUIEHUsI OOpalieHus, a B T[EpUuoJ MPOBEIEHUS COOTBETCTBYIOIIUX
n30MpaTeNbHbIX ~ KaMIAHWW, KaMIlaHUd pedepeHayMa [0  YCTAaHOBJICHUS
TEPPUTOPUAIIBHON KOMHCCHEW HMTOIOB TOJIOCOBAHUS, ONPEIECICHUS PE3YJIbTATOB
BbIOOPOB, pedepeHayMa —B J€Hb IOCTYIUIEHHs oOpalleHus Jub0 He MO3]Hee
clenyroumero padodero HA B COOTBETCTBHM C TpadukoM pabOThl KOMHUCCHH,
C Y4€TOM CPOKOB PAaCCMOTPEHHsI COOTBETCTBYIOUIMX OOpallleHuH, YCTaHOBIECHHBIX

3aKOHOJIaTEIBCTBOM O BbIOOpax U pedepeHymax.
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OOpailieHrs, TMOCTYNHMBIIME B TEPPUTOPHAIBHYIO KOMHUCCHUIO, MOTYT

PETUCTPUPOBATHCA B YCTAHOBJICHHBIE BBIIIE CPOKH OTAEIBHO OT JIPYTHX BHJIOB
JIOKYMEHTOB.

6.5. B cnyuae peructpamuu oOpamienuss B I1J], TOJKHOCTHBIM JIMIIOM,
UMEIONINM JocTyn K pabote ¢ I1]], 3amonusatoTcss HeoOX0uMbIe TIOJS BO BKIIAIKE
«O0pamenue» I1J[ B 3aBUCUMOCTH OT HMerolIeics UHPopMalud B OoOpalieHUH
HE TMO31Hee Tpex paboynmx JAHEHW CcO [JHSA PETrUCTpaluu  oOpalieHus
B TEPPUTOPUATIBLHOM KOMHUCCMUM M B TEUYEHUE OJHOro pabodero IHS CO JHS
MOCTYIIJIEHUs1 0OpalieHus o BOIpocaM MPOBOJAUMBIX N30MpaTENIbHBIX KaMITaHUH.

6.6. [Ipu BCKpBITUH KOHBEPTOB, COACpIKAIIMX OOparieHus B MUCHMEHHOMN
dopme, TmpoBepseTcs Haiauuue Bcex BiokeHud. KoHBepT —00s3aTenbHO
COXpaHsEeTCA.

OOGparnieHusi B TUCbMEHHOM (hopMe, copiepKallie B aIpeCHON YaCTH MOMETKY
«Jlmgyno»,  paccmarpuBaroTcs B OOmIeM  TMOpSAKE B COOTBETCTBHUH
¢ UucTpykumei.

[Ipu  peructpanuu  TOBTOPHBIX  OOpaleHUd UM  IPUCBAUBACTCA
OYEPETHOW PErUCTPAllMOHHBII HOMEp, B PETUCTPALMOHHO-YYETHOU ¢opme
nenaercsi orMmetrka «lloBTopHo», a mpu ucnonb3zoBanuu IIJ] ocymectBisercs
cesepiBaHne ¢ PYK mo mnepBuuHbiM oOOpamieHusiM, NpU HEOOXOIUMOCTH
opopmiicHUST Ha OyMa)XHOM HOCHUTENIE K OOpalleHUI0 MPUKIIAILIBAIOTCS
nono6pannabie PYK no nepBuyHBIM 00patieHusm.

Ecnu oOparienre mocTymnuso oT KOJIJIEKTUBA TPaXaaH, TO MPU PErUCTPAIINH
B PErHCTPALlMOHHO-YUETHOU (popme cTaBUTCS OTMETKA «KOIEKTUBHOEY.

6.7. Ilpu ocymectBiennn peructpanuu cpencrsamu [1/] Ha muneBoit cropone
NEPBOT0 JIMCTA 3aPErMCTPUPOBAHHOTO JOKyMEHTa Ha OyMa)KHOM HOCHUTENE, Kak
paBUJIO, B MPABOM HMXKHEM YTITy MIPOCTABIISIETCS] PETUCTPALlMOHHBIN HOMED U J1aTa,
a TAKXKe IITPUX-KOJ C YKa3aHUEM HaUMEHOBAHUSI OpraHU3alUu.

Ecnu mpocrtaBneHue perucTpalliOHHONO HOMEpa 3aTpy[IHSET IMPOYTEHUE
TEKCTa JOKYMEHTa, B TaKOM CJIy4yae BXOISIIMA HOMEpP MPOCTABISAETCA

B CBOOOJHOM OT TEKCTa YIJIy Ha JIMIIEBOM CTOPOHE MEPBOTO JINCTA JIOKYMEHTA,
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a ITPUX-KOA IPOCTABJIACTCA IIPU HAJTUINHU TEXHUYECKOM BO3MOKHOCTH.

IIpr ocCymiecTBIEHMM PETUCTPALMU B APYIOM PErucTpalOHHO-YYETHOU
(dopMe perucTpalMOHHbIN LITAaMII, COCTOSIIIUN U3 TIOPSAKOBOIO HOMEPA OOpaIleHUS
U JaTbl PETUCTPALUU, CTABUTCS, KaK IMPaBWJIO, Ha IEPBOM JIMCTE OOpalleHUs B
[IPaBOM HI>KHEM YIUIy WJIM Ha CBOOOJTHOM OT TEKCTa MECTE.

Hymepanuss nocTynuBIIMX OOpallleHUH OCYILECTBISETCS B IMpeaesax
KQJICHIAPHOIO roja.

6.8. 3apeructpupoBaHHble OOpallleHUsT PACCMATPUBAIOTCS B COOTBETCTBUM
C MOPSIAKOM, ONPEIEICHHBIM pa3eiaoM 2 MHCTpyKuuu.

6.9. O6pameHusi, aapecoBaHHbIE YJICHAM TEPPUTOPUATHHON KOMHUCCHH,
PETUCTPUPYIOTCS, IOKJIAABIBAIOTCA U IEPEJAIOTCA B COOTBETCTBUHU C IOPSAIKOM,
YCTaHOBJICHHBIM MHCTpyKIMEN.

OOpaiieHns  paccMaTpUBAKOTCSI B COOTBETCTBHMM €  yYKa3aHUSIMU
II0 HCIOJHEHWIO JIOKYMEHTa Mpeacenaresiss TEePPUTOPUAIBHOW KOMHMCCUHU
B IIOPSZIKE, YCTAHOBJIIEHHOM 3aKOHOATeNbCTBOM Poccuiickon @enepanun.

6.10. OOpamienus, copepkaliue BOIPOCHI, PEIIEHUE KOTOPbIX HE OTHOCHUTCS
K KOMIIETCHIIMM TEPPUTOPUAIBHOW KOMHCCHH, IOKJIAJBIBAIOTCS MPEICEHATENIO
TEPPUTOPUAIIBHON KOMHUCCHHM M IO €ro YKa3aHWIO IO HWCIOJHEHUIO JOKYMEHTa
B CpPOKHM, YCTAHOBJICHHbIE 3aKOHOJATEILCTBOM O BbIOOpax U pedepeHaymax,
HalpaBJSIIOTC € CONPOBOJIWTENIBHBIM ~ IIMCBMOM 32  €r0  IOJIHUCHIO
B COOTBETCTBYIOIIMN OpraH WIM COOTBETCTBYIOUIEMY JOJDKHOCTHOMY JIMILY,
K KOMIIETEHIMHM KOTOPBIX OTHOCHUTCSI pELICHHE IMOCTaBJICHHBIX B OOpallleHuu
BOIIPOCOB, C  YyBEAOMJIEHMEM  TpaxJaH,  HampaBUBIIUMX  oOpaunieHus,
0 Tepeaapecanuu oOpamieHui. B cOmpoBOAMTENIHFHOM IHChME OTrOBapUBACTCS
MOPSIJIOK HAIlpaBJIEHUSI OTBETA aBTOPY OOpaIlleHHUS.

Ecnu  pemienne mMoOCTaBIEHHBIX B OOpallleHMH BOIPOCOB OTHOCUTCA
K KOMIIETEHIIMM HECKOJBKUX TOCYIapCTBEHHBIX OPraHOB, OPraHOB MECTHOI'O
CaMOYIIPABJIEHUSI WJIM COOTBETCTBYIOIIMX JIOKHOCTHBIX JIMI[, KOMUSI OOpalieHus

HarpaBJIAACTCA B COOTBCTCTBYIOIINC OpTaHbl MJIM COOTBCTCTBYIOIINUM JOJDKHOCTHBIM
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JINIIaM B CPOKH, YCTAaHOBJICHHEIC 3aKOHOOAaTCJIbCTBOM 0) BI)I60an

u pedepeHmymax.

6.11. 3anpemaercss ~ HampaBiATh ~ OOpalleHUE  HAa  PACCMOTPEHUE
B FOCYJJapCTBEHHBIN OpraH, OpraH MECTHOTO CaMOYTPABIICHUS WU JOJIKHOCTHOMY
JUIly, permeHue wid  JedcTtBue  (0e3meicTBHE)  KOTOPBIX — OOXKayeTcs,
3a UCKJIIOUECHUEM CITy4aeB, YKa3aHHbIX B yHKTE 6 cTathu 75 DenepanbHOTO 3aKOHA
00 OCHOBHBIX TapaHTUAX U30MPATEIbHBIX MPaB.

6.12. Ecam B COOTBETCTBMM C 3alpeToM, YKa3aHHbIM B mojpaszene 6.11
WHcTpyKIMu, HEBO3MOXKHO  HANpaBUTh  OOpalieHWe Ha  PacCMOTpPEHUE
B TOCYIapCTBEHHBIN OpTraH, OpraH MECTHOTO CaMOYIPABICHUS WIH JOIKHOCTHOMY
JUIY, B KOMIIETCHIIUIO KOTOPBIX BXOJUT PEIIEHUE TMOCTABJICHHBIX B OOpalieHUun
BOIIPOCOB, OOpallieHrne BO3BpAallaeTCsl TPaXIaHWHY C Pa3bICHEHHEM €ro Impasa
00KaloBaTh COOTBETCTBYIOIIIEE PEIICHIE WIIN ICUCTBHE B YCTAHOBICHHOM MOPSIIKE
B CyJ.

6.13. OOpamieHus, TMOCTYIUBIINE B TEPPUTOPUATHHYIO  KOMHCCHIO,
paccMaTpuBalOTCSI B CPOKH, YCTAHOBIIGHHBIE 3aKOHOJATEIBCTBOM O BBIOOpax
U pedepenaymax, ¢ ydyeToM OCOOEHHOCTEH, yKa3aHHBIX B mojapasaenax 10.5
u 10.6 UucTpykiuu.

Ecnu Heo0XoquMo MpOUIUTh CPOK PACCMOTPEHHUS 00pallleHus], UCTIOJIHUTEIb
HE TIO3/HEE YeM 3a OJWH JEHb [0 HCTEYCHHS CpOKa IOATOTOBKH OTBETa
IpEJCTaBISIET MPEACENaTeN0 OObsICHEHHE, 10 KaKOH MpUYMHE HEBO3MOXKHO J1aTh
OTBET B YCTAHOBJIEHHBIN CpOK. MakcuManabHOE MPOJICHHWE CPOKa HCIOJHCHUS
oOpaimieHusi HE JODKHO TIPEBBINIATh YCTAHOBJICHHBIX 3aKOHOM  CPOKOB
paccMOTpEHUs 0OpaIleHuUS.

3asiBUTEIIO HAMPABISETCS YBEIOMIICHHUE O MPOJJICHUH CPOKA PACCMOTPEHUS
€ro ooparieHusl.

OOpaienrs, Ha KOTOpPbBIE JAIOTCS MPOMEKYTOUHBIE OTBETHI, C KOHTPOJIS
HE CHUMAFOTCS.

6.14.B ciayyae TOCTyIUICHHS B TEPPUTOPHAIBHYIO  KOMHCCHIO

B YCTAHOBJICHHOM IOPAAKE 3aIIpoCa roCyaapCTBEHHOI'O OpraHa, opraHa MCCTHOI'O
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CaMOyIpaBJICHUA MM AJOJDKHOCTHOTO JiMId, pacCMaTpuUuBarOmimux O6paHICHI/I€,

JOKYMEHTBI W MaTepuaibl, HEOOXOIWMBIE IS PACCMOTPEHUs OOpamieHus,
MPEICTABIIAIOTCS B CPOK, YKa3aHHBIM B 3alpoce WM MHOW CPOK, YCTAHOBJICHHBIN
JEHUCTBYIOLIUM 3aKOHOIaTEIHCTBOM.

6.15. B oOpatieHuu 10JKHBL OBITh yKa3aHbl (paMuius, UMsi, OTYECTBO (IIpH
HAJIMYMK) 3asiBUTENS (JJ1s1 3asBUTEINICH, HE SBISIOMUXCS (PU3UUYECKUMU JIMIIAMH, —
HauMeHOBaHHEe). B oOpameHnn B MHChbMEHHOW (QopMe TOJDKEH OBITh yKa3aH
MOYTOBBIN aJipec, M0 KOTOPOMY JOJIKEH ObITh HamlpaBlIeH OTBET Ha oOpalleHue,
TaKKe€ JOJDKHBI  COJIEpXKAThCS JMYHAs TMOAMNUCH 3asBUTENS WM  JIMIIA,
YIOJHOMOYEHHOTO JIEWCTBOBATh OT €r0 MMEHH, M JaTa MOAMHCAHUS OOpaIieHus.
B oOpamenun B hopme AIEKTPOHHOTO JOKYMEHTa JOJKEH OBITh YKa3aH aJipec
AJMIEKTPOHHON TIOYTHI, MO KOTOPOMY JOJDKEH OBITh HAmpaBJIICH OTBET
Ha oOpallleHueE.

Eciu B oOpamienun He ykaszanbl (pamwuius 3asaBUTeNs (I 3asBUTEINS,
HE SIBJISIIOIIETOCS (PM3MYECKUM JIUIOM, — HAUMEHOBAHUE) WM aApeC, IO KOTOPOMY
JOJDKEH OBITh HAmpaBJIeH OTBET Ha OOpallleHue, OTBET Ha Takoe oOpalleHue
He Jaerca. Takoe oOpallleHHMe CHOUCBIBAaETCS B JEJIO  IpejceaaresieM
TEPPUTOPUATIBHON KOMHUCCHH.

Ecniu B oOpameHun copepkarcs CBEJACHUS O TOJTOTaBIMBAEMOM,
COBEpIIIAEMOM WJM COBEpPUICHHOM TMPECTYIUICHHH, a TaKke O JIHIIE,
€ro TOJrOTABJIMBAIONIEM, COBEPIIAIONIEM WM COBEPIIUBIIEM, OOpaIieHue
MO/IJICKUT HATIPABJICHUIO B IPABOOXPAHUTEIILHBIE OPTaHHbl.

Ecmu Texcr oOpamieHus HE TOAAacTCs MPOUYTEHUIO WM HE ITO3BOJIACT
OTpEeNeNIuTh CYTh OOpallleHHWs, OTBET Ha Takoe OOpallleHHWe He JaeTcs,
O YeM B TCUEHHE CEMH KaJICHIAPHBIX JHEH IMOCie AHS MOCTYIUICHUS OOpalleHUs
YBEIOMJISIETCSI 3asIBUTENIb B Ciydae, €ClM B OOpaIleHUH MOATAIOTCS MPOYTECHHUIO
dbamunus 3asBUTeNs (VIS 3asABUTEINS, HE SBISIOMETocs (U3UYECKUM JTUIIOM, —
HAaMMCHOBAaHHWE) W aJIpeC, IO KOTOPOMY JOJDKEH OBITh HamNpaBJICH OTBET

Ha oOparieHue.
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He sBnsercs  oOpamieHueM  TEKCT, COJEepXkalluid  Mo3apaBiieHue,

cO00JIE3HOBAHUE WM OIIEHKY JIESITEIbBHOCTU U HE COOTBETCTBYIOIINI TPEOOBAHMSIM,
npeabsBiIsieMbiM DeeparbHBIM 3aKOHOM 00 OCHOBHBIX TapaHTHUAX N30HMPaTEITbHBIX
npaB, U TPeOOBAHMIM K 3ampocy HHpopmamuu, npeabsaBisieMbiM DenepaibHbIM
3akoHOM OT 9 depass 2009 roga Ne 8-d3 «O6 obecneyeHuM goCTyma K
uHPOpPMAIIUU O ACSITETLHOCTH TOCYAAPCTBEHHBIX OPTraHOB M OPTaHOB MECTHOTO
CaMOYTIPaBIICHUS.

6.16. OOpaiiennsi, B  KOTOPBIX  COJAEp)KAaTcsd  HEUEH3ypHble  JHOO
OCKOpPOWTEIbHBIC BBIPAKEHUS, YIPO3bl JKU3HU, 3JIOPOBBI0O M HMYIIECTBY
JTOJDKHOCTHOTO JIMIA WM HWHBIX JIMIl, OCTalTCs 0Oe3 OTBeTa IO CYIIECTBY
MOCTABJICHHBIX B HUX BOTIPOCOB, a  3asBUTEIAM coolrmraeTcs
0 HEJIOTTYCTUMOCTH 3JI0YITOTPEOICHUS TTPABOM.

6.17. OGpaiienne, B KOTOPOM OOKaIyeTCsl CyIeOHOE pEIICHHUE, B TCUCHUE
CeMHU KaJIeHJApHbIX JIHEW CO JHS PErucTpallid BO3BPAIAETCA TPAKIAHUHY,
HaIlpaBUBIIEMY OOpalleHne, ¢ Pa3bsICHEHHWEM TMOpSAAKa O0XKAJTOBAHHS JAHHOTO
CyJ1eOHOTO peIICHHUS.

6.18. Ecntu B oOpaliieHuu COJEPKUTCS BOIPOC, HA KOTOPBIA 3asiBUTEIIO
HEOJHOKPATHO JAaBAMCh MUCHMEHHBIE OTBETHI IO CYIIECTBY B CBS3U C paHeEe
HaIpaBJICHHBIMU OOpAIICHUSIMHU, U TIPU ITOM B OOpAIllEHUH HE MPUBOJSATCS HOBBIC
JIOBOJIBI U OOCTOSITENBCTBA, TO TMEPEMUCKa MO0 JAaHHOMY BOMPOCY C 3asBHTEIIEM
MOXET OBITh MPEKpaIleHa ¢ YBEAOMICHHUEM 00 3TOM 3asBUTEIIS.

Ecnu oT 3asBuTENS, ¢ KOTOPHIM TEpEenucKa Oblaa MpeKparieHa, mocTymnaeTr
ouYepeHOe OOpaIeHHE TI0 TOMY K€ BOTIPOCY, TO TUCHMEHHBIN OTBET Ha HETO MOYKET
HE JIaBaThCs, a cCaMO OOpallleHue HAIIPaBJISIETCS B ACIIO.

6.19. O0OpaiieHusi, HampaBjieHHbIE B  TEPPUTOPUAIBHYIO  KOMHCCHIO
C HCIOJIb30BaHUEM DJJICKTPOHHOH (OpMBI  OOpalieHud, pPEeTUCTPUPYIOTCS
U pacCMaTpHUBAIOTCS B YCTAaHOBJICHHOM mopsiake. OTBEThl Ha Takue OOpalleHus
HaIpaBJIAIOTC B (popMe 3ICKTPOHHBIX JOKYMEHTOB, TOJIMUCAHHBIX AJICKTPOHHOMN
MOJMKCHIO, OO B (OpME AIEKTPOHHBIX 00pa3oB JOKYMEHTOB B dopmare pdf

o azgpecam AJIEKTPOHHOM  MOYTHI, YKa3aHHbBIM B oOparieHu.



44
OOpaiieHus TpakaaH, MOCTYNHMBIIME Ha aApec HJIEKTPOHHOM TMOYTHI

TePPUTOPUAIIBHOW  KOMHCCHUH, HE  PETUCTPUPYIOTCI B  COOTBETCTBUU
¢ ®denepanbHpiM 3akoHOM OT 28 nekabpst 2024 roma Ne 547-03 «O BHeceHUU
u3MeHeHut B @DenepanbHbiii 3akoH «O TOpsAIKE PacCMOTPeHHs] OOpalleHui
rpaxnan Poccuiickon @enepanum.

OOpaieHus TpaxaaH, MOCTYNUBIIME B TEPPUTOPHAIBHYIO KOMHUCCHUIO
n3 [IUK Poccun, peructpupyrorcs ¢ ucnonp3zoBanueM 1] otnensHO OT apyrux
BUJIOB JJOKYMEHTOB.

6.20. B ciywae ecnu 3anpammBaeMas HHQoOpMamus  ONMyOJMKOBaHA
B CpeAcTBaxX MaccoBoi uHQpopmaiuu Jub0 pa3menieHa B ceTu HHTepHer,
TEPPUTOPHATbHAS KOMUCCUS B OTBETE Ha 3aIIPOC MOXKET OIPAHUYUTHCS YKa3aHUEM
Ha3BaHUs, JaThl BBIXOJIa U HOMEpa CPEICTBAa MacCOBOW MH(POPMAIIMH, B KOTOPOM
OIMyOJIMKOBaHA 3ampamirBaemMasi HH(POpMalHs CO CChUIKOW (aapec CTpaHMIIbI)
Ha uHGOpPMAIINIO, pa3MEIIeHHYI0 B ceTu HTepHeT.

6.21. Ilpu peructpaunu obpamenus B [IJ[ mo wurToram paccMoTpeHUs
oOpaIieHusi JTOJDKHOCTHBIMHM JIMIIAMH, OTBETCTBEHHBIMH 3a BBOJI M 00pabOTKY
undopmaruu B [1]1, Bo Bkiagke «O6pamenuey» 1] 3anonusercs none «IIpunsroie
MEphI», @ TaKK€ BHOCATCA CBEACHHUS O pE3ysbTaTaX pacCMOTPEHHs OOpaleHus
B Onoke «Bompock» B TeueHue Tpex paboymx ITHEH CO JHS PaCCMOTPEHHS
oOpalieHus 1 B T€YEHUE OJHOro padoyero HA AJig OoOpalleHHil Mo BOIpocaM
MIPOBOJIUMBIX U30UPATETHHBIX KAMITAHHM.

6.22. JInuHbIii TIpHiEM TpakJaH MO BOMPOCaM, BXOJISAIIMM B KOMIIETCHIIHIO
TEPPUTOPHAIBHOW  KOMHUCCHH, SBJISIOMIEHCS TOCYJAapCTBEHHBIM  OPTraHOM,
OCYLIECTBIISIETCS npencenareaemM TEPPUTOPHATBHON KOMHCCHUH,
M0 TMPEeIBAPUTEIILHONW 3amucu 10 Trpaduky, YTBEpKIACHHOMY IIpejceaaTeIeM
TEPPUTOPHATBHON KOMUCCHH U perHCTpupyeTcs B JKypHaie yuera npruemMa rpaxkian
(mpunmoxkerue Ne 8.1).

Nudopmarus 0 TTOPSIIKE npuemMa rpaXkJaaH pa3mMeraercs

Ha WHOOPMAITMOHHOM CTEHJIE TePPUTOPUATLHON KOMUCCHUH.
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[To npuObITUM HA JIMYHBIA NpUEM TpakIaHUH MPEAbSIBISET JOKYMEHT,

YAOCTOBEPSIOMINN €70 JIMYHOCTD.

Benenue nuyHOrO TpHeMa TpaKAaH MOXKET COMPOBOXKIATHCS —AYAHO-
¥ BUJICO3AIKCHIO, O YeM TPpaKJlaHe YBEOMIISIOTCS JI0 Hadalla mprueMa.

6.23. Kpatkoe conmepkaHue YCTHOTO OOpaimieHus, JOHKHOCTh W (haMUIIUs
JWIIa, OCYIIECTBIISIONIETO MPHUEM, PEIICHHUE, MPUHITOS TI0 YCTHOMY OOpalieHuto
3aHOCHUTCS B KQpTOUKY JIMYHOTO MpUeMa rpakiaHuHa (rmprtoskenne Ne 8.2).

B xozae nuuHOTO preMa 3asBUTEIIEM TaK)Ke MOXKET OBITh IT0/1aHO oOpalieHne
B TNUCbMEHHOW  QopmMe, Ha KOTOpO€ JaeTcs IMHCBMEHHBIM  OTBET
B CPOKH, YCTAHOBJICHHBIE JIJIsl PACCMOTPEHHS COOTBETCTBYIOIINX OOpaIieHui.

Eciu oOcTosiTenscTBa, N3II0KEHHBIE B YCTHOM OOpAIICHHH B XOJC JTMYHOTO
npuema, TpeOyIOT MPOBEPKH, HA TaKoe OOpalleHHe MAaeTCsd MUCHbMEHHBIH OTBET
B CPOKH, YCTAHOBJICHHBIE JIJIsl PACCMOTPEHHS COOTBETCTBYIOIINX OOpaIieHui.

B xome mTUYHOTO TIpreMa 3asBHTEII0 MOXKET ObITh OTKA3aHO B JATbHEHUIIIEM
pacCMOTpPEHUU OOpallleHusl, €CIU €My paHee ObLI JaH OTBET IO CYIIECTBY
MOCTABJICHHBIX B 0OpaIeHUH BOTIPOCOB.

B cnyuae rpy0oro, arpecCHBHOTO MOBEACHUS 3asBUTEISI IIPUEM MOKET OBITh
npekpamieH. [Ipu HEOOXOIUMOCTH MOXKET OBITh BBI3BAaH COTPYIHUK OXPaHBI
WIH TIPaBOOXPAHHUTEIBHBIX OpraHoB. MHpopMamus o TMOBEACHUH 3asBUTEII
OTpakaeTcs B )KypHaJle ydeTa.

6.24. [lepenanHpie Ha JUYHOM IpueMe oOpalieHus B MUCbMEHHOU (opme
PETUCTPHUPYIOTCSI U PACCMATPUBAIOTCS B YCTAHOBJICHHOM JUISI COOTBETCTBYIOIIHMX

oOpalleHui mopsiaKe.

7. OcoOeHHOCTH PadoOThI ¢ JOKYMEHTAMM, COJAEPKAIMUMH CJIYKEeOHYI0
HHGOPMALIMIO OTPAHUYEHHOT0 PACTIPOCTPAHEHUS
(c mometrkoi «/ly1s1 ci1y:Ke0HOT0 MOJIL30BAHUS»)

7.1. OcobenHocTu pabOThl C JIOKYMEHTaMH, COJEPXKAIUMU CIIYKEOHYIO

MH(OPMAIUIO OTPAHUYEHHOTO PACIPOCTPAHEHUS.
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7.1.1. K cuyxeOHolt wuHOPMALMK OTrPAHUYEHHOTO PACIPOCTPAHCHUS

OTHOCHUTCS HECeKpeTHas HHQOpMalus, HE3aBUCUMO OT BHJA €€ HOCHUTEH,
OTpaHUYEHMs] Ha PACHpPOCTpaHEHUE KOTOPOM JUKTYIOTCS €€  CIy>KeOHOi
HEO0OXOIUMOCTBIO.

7.1.2. Heo6xonuMoCTh ~ TpOCTaBiCHHS TNOMETKH «Jlyig  cimy:keGHOoTro
nosib3oBaHus» (manee — «JICII») Ha noKkymMeHTaXx W H3AAHUSAX, COJEpIKAIIUX
CIIy’)keOHYI0 HMH(OPMAILIMIO OTPAaHHUUYEHHOTO PACTIPOCTPAHEHMSI, OIPEACTAETCS
npejcenareaemM TEPPUTOPHUATBHON KOMHUCCHUH, MOIMUCHIBAIOIIUM
WIN YTBEPKAAIOUIUM JTOKYMEHT.

JIOJDKHOCTHBIEC JIUIA, TPUHSBIIME PEIICHHE 00 OTHECEHHH CIIyXKeOHOMH
uH(MOpMAIUU K pa3psly OTPaHUYEHHOTO PACIPOCTPAHEHUsI, HECYT MEPCOHATBHYIO
OTBETCTBEHHOCTH 32 00OCHOBAHHOCTbH IPUHSATOTO PEIICHHUS.

7.1.3. ITometka «JICII» m HOMEp SK3eMIUIsApa MPOCTABISIOTCS B IMPaBOM
BEpXHEM YIUIy TIEpPBOM CTpaHUIBI JOKyMeHTa (B cilydyae HEOOXOJIUMOCTH —
U €ro IMpOEKTa), COJACPKAIIECTO CIYXEOHYI0 HWHPOPMAIUIO OrPAHUYCHHOTO
pacmpocTpaHeHus, Ha O0J0XKKE U TUTYJILHOM JIMCTE U3/aHMs, a TAaKXKe Ha MEPBO
CTpPaHUILIE COMPOBOJUTEIBLHOIO MUChbMAa K TakKuM JOKyMmMeHTaM. lIpu moaroroBke
nokyMeHra cpencrsamu I1J] momerka «JICID» mpocraBisiercst Ha 3JIEKTPOHHOM
mabyioHe Oj1aHKa JOKYMEHTA.

7.1.4. Pabota Cc AOKYMEHTaMH, COJEpKalUMH CIY>KeOHYI0 HHOOpPMAIIUIO
OTPaHUYEHHOTO PACTIPOCTPAHCHHMSI, B TOM UYHUCIIE UX MPUEM, YUeT (perucrparius),
OCYULIECTBIISIETCS B TOPSAJKE, YCTAHOBJIEHHOM JJII HECEKPETHBIX JTOKYMEHTOB,
C y4yeToM OCOOEHHOCTEH, M3J0KEHHbIX B HacrosueM paszaene. llpu stom
K PErHCTPallMOHHOMY HOMEPY JOKyMeHTa no0aBisieTcs: momeTka «JJCIy.

7.1.5. lokymentsl ¢ mometkoit «JICID» peructpupyrorcsi (yUUTHIBAIOTCS)
BMECTE€ C JIPYTUMU HECEKPETHbIMU JOKYMEHTamMHu. B perucrpanuoHHO-y4eTHOU
dhopme npousBoautcs 3amuch «J{CIDy».

7.1.6. CkanupoBaHue, KONUpPOBaHUE (TUPKUPOBAHUE)  JIOKYMEHTOB
¢ nometkoi «J[CIl», a Takke pa3MerieHrue Ux Mpu OCylecTBIeHU: padboTsl B I1]]

MPOU3BOMUTCS TIpescenaresaeM (CeKkperapeM) TEeppUTOPUATbHON KOMHUCCHH JTOO
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pa6OTHI/IKOM alrIiapara, OTBCTCTBCHHBLIM  3a BCACHHUC  JCIOIIPOMU3BOACTBA

C HUX MHUCHBMEHHOTO pAa3peIICHHs, MPU STOM OCYIIECTBISETCS YYET KaxJI0ro
HK3EMILUISIPA YKA3aHHBIX JOKYMEHTOB.

7.1.7. Hoxymentsl ¢ mometkon «{CIT» Ha OymMa)kHOM HOCHUTEIIE IepeIat0TCs
nox noanuck. [Tpu HanpaBnenuun 1okyMeHToB ¢ momeTkol «ICID» cpencreamu I1]]
B PYK IPOCTABJISETCS COOTBETCTBYIOIIHIA YPOBEHB JOCTyTIa
K JIOKYMEHTY.

7.1.8. lokymentsl ¢ nometkon «JICII» HampaBisitoTcs B Jpyrue OpraHbl
W OpraHu3aluu opraHamu QeaepaibHON (enbaberepckor CBs3U, CIyKO00H
CHeuanbHOU CBs3M JIMOO HApOUYHBIM. [Ipy HanmpaBiIeHUN JOKYMEHTOB C TOMETKOM
«JICII» cpenctBamu 111 B IIUK Poccuu, @M npu MUK Poccuu, PLHOUT
npu [IUK Poccuu, Canxr-IlerepOyprckyro u30upaTeabHyl0O  KOMUCCHIO,
n30upaTenbHble KoMuccun cyOobekToB Poccuiickoit denepannu, TeppUTOpHaIbHBIE
komuccun B PYK mpocraBnsieTcs COOTBETCTBYIOIIMI YpPOBEHb JOCTyHa K
JOKYMEHTY. 3ampeniaercsi nepefgaBaTbh AOKYMEHThl ¢ mnomerkor «/ICID» mo
HE3aIIUIIEHHBIM KaHalaM KOMIIBIOTEPHO-MOJIEMHON U (haKCUMHIJIBHON CBSI3U.

Joxymentsl ¢ momerkoil «JICII» pacchuiatoTcsi HECKOJIBKUM ajpecaTaM
COrJacHO CIIMCKY pAacChUIKA, B KOTOPOM HANpOTHUB KaXIOro ajapecara
MPOCTABIISIETCS. HOMEP AK3EMILIAPA OTIPABIAEMOro JOKyMeHTa. CIIHUCOK PacChUIKU
MOJANKCHIBAETCS MPEACEAATENIEM TEPPUTOPUATIBHON KOMUCCHUHU.

7.1.9. Ucnonmnennsie nokymMeHTH ¢ mnomeTkor «JICID» dopmupyrorcs
B J€Ja, B TOM YMCJE SJEKTPOHHbIE, B COOTBETCTBHM C HOMEHKJIATypOH eIl
JIOKyMeHTBbl TPYNIUPYIOTCS B Jejia BMECTe C JPYTMMH HECEKPETHBIMU
JOKyMEHTaMU TO OJHOMY M TOMy Xe Bompocy. [lpu dopmupoBanuu paena
Ha OyMa)XHOM HOCHUTEJE B IMPABOM BEPXHEM YIJy OOJIOKKH Jena, B KOTOPOe
ITOMEIIEHBI TAKHE TOKYMEHTHI, pocTaBiisieTcs: momeTtka «JCID».

7.1.10. loxymenTsl ¢ momeTko# «JICID» Ha OyMakxHOM HOCUTETIE XPaHSITCS B
3aKPBIBAIOIIMXCS IIKadax.

7.1.11. YHnuTOoxkeHue aen, JOKYMEHTOB U u3faHuil ¢ noMetkoil «J[CII»,

yTpaTUBOIMX CBOC IIPAKTHUYCCKOC 3HAUCHHUEC W HC HMCHOOIUX HCTOpH‘-IGCKOﬁ
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U HAay4yHOM IIEHHOCTH, TPOU3BOJUTCA MO aKTy YCTAHOBJIEHHOH (OpMBI

C YKa3aHHEeM HOMEPOB IK3eMIUTIPOB (TipuiiokeHue Ne 16).

7.1.12. Pemiennie o cHsatuum noMmetku «JCII» ¢ noxkymeHTa mNpuHUMAaET
JTOJKHOCTHOE JIMLO, TTOANMCABILIEE UM YTBEPAUBILIEE TOKYMEHT.

Custue nometku «/ICII» ¢ mpuciaHHOrO B TEPPUTOPUATIBHYIO KOMHUCCHIO
JIOKyMEHTa MOXKET OBbITh IPOU3BEIEHO TOJIBKO IO COTJIACOBAHUIO C OpraHU3alUEH,
HaIlpaBUBIIEH TOKYMEHT.

Cusatue mnometrku «JICID» ¢ AoKymeHTa MNpPOU3BOAMUTCS IPEACEAATEIEM
(cexkpeTapeMm) TEpPPUTOPUAIBHOW KOMHCCHMM JMOO pabOTHUKOM ammapara,
OTBETCTBEHHBIM 3a BEJICHHE JEJIONPOU3BOACTBA HA OCHOBAHUM IMHCbMEHHOTO
yYKa3aHHUsI JOJKHOCTHOTO JIMIA, IPUHSABIIErO TaKoe pelieHue. [Ipu CHITHM moMeTKr
«ACII» Ha JOKYMEHTaX, Jenax WU U3JAHUsX, a TaKXe
B PETHCTPALMOHHO-YUYETHOU (hOpPME IE€NAI0TCSI COOTBETCTBYIOLINE OTMETKHU.

O cusatun nometrku «JICII» yBemomiIloTCS BCE aJpecaTbl, KOTOPBIM
JIOKYMEHT HampaBIsUICs, TM00 OpraHu3alys, €ro HalpaBUBILAs.

7.1.13. B ciiyuae yTpartsl Jiel1, TOKyMEHTOB Uik u3fganuit ¢ momeTkoi «1CID»
an00 pasrianieHus: cojeprKaiieiicss B HUX MH(OpMaIMyi Ha3HAYaeTcs Ciy>KeOHas
IIPOBEpPKA, O  pe3yabTaTax  KOTOPOM  JOKJIAABIBACTCS  NPEACEHATENIO
TEPPUTOPHUATBHON KOMHUCCHH.

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

dbopmax.

8. loaroroBka, opopmiieHHe, BBIMYCK, Y4eT IOKYMEHTOB,
paccMaTpuBaeMbIX Ha 3aCeJaHUSAX TEPPUTOPHATILHOI KOMHCCHHI
8.1. ®opmupoBaHre MPOEKTAa MOBECTKU JHS 3aCEIaHHsl TEPPUTOPUATHLHOMN
KOMUCCHHU.
8.1.1. IlpoekT TOBECTKHM JOHS 3acelaHusl TEPPUTOPUATBLHON KOMHUCCUHU
dbopmupyeTcsi 3a0JIarOBPEMEHHO HAa OCHOBAHWM IIJIAHOB Pa0OTHI M PEIICHUM

TEPPUTOPUAIBHOM KOMHUCCUHU (Zajiee — pelIeHUi), MOpPYyYeHUN mnpeacenarens



49
TeppI/ITOpI/IaHBHOfl KOMHUCCHM, ITOCTYIMUBIINX JOKYMCHTOB U, ITIOCJIC COIJIaCOBAHUS C

MPECENATENEM TEPPUTOPUAIBHOM KOMHUCCHHM IOAIKCBIBACTCS  CEKpPETapeM
TEPPUTOPUAITBHON KOMUCCHH.

Takke MpOEKT MOBECTKU JHS 3aCE€aHUs TEPPUTOPHUATBHON KOMUCCHUHA MOXKET
dbopMupoBaThCca U coriacoBbIBaThCs cpeacTBamu [1J] m mocrne cornacoBaHus
npeAceqaTe’IeM TEPPUTOPUAIBHOW KOMHUCCHUH  COIJIACOBBIBAETCS CEKpPETapeEM
TEPPUTOPUAIIBHON KOMUCCHHU JJIs1 BRIHECEHUSI HA 3aCEJaHME.

8.1.2. UneHsl TeppUTOPHAIILHOM KOMHCCHHM BIpaBe MPEAJIOKUTh BHECTU
B IOBECTKY [HS 3acelaHusi BOMPOCHI, HE MPEAYCMOTPEHHBIC IJIaHAMU PaOOTHI
M PCUICHUSMU  TEPPUTOPUAIBHOM  KOMMCCHM, TNPU  YCJIOBHH  HAJIUYUA
ITOATOTOBJICHHBIX 10 3TOMY BOIPOCY JTOKYMEHTOB.

JlaHHBIE BOMNPOCHI BKJIIOYAKOTCA B TMPOEKT MOBECTKA JHA 3acCeIaHus
TEPPUTOPUAIBHOM  KOMUCCHMM  TPU  NHCBbMEHHOM  OOpallleHMd  4JieHa
TEPPUTOPUAIIBHON KOMHCCUH, II0 HHULHMATUBE KOTOPOTO BOIPOC BBIHOCUTCS
Ha 3acelaHue, Ha UM IpeAcenaTens TEPPUTOPHUATIBHOM KOMHCCHHM, B KOTOPOM
YKa3bIBalOTCS HAMMEHOBAaHHWE BOIIPOCA, AOKIAJUMK M Jara Iepeaadyd IIPOEKTa
pelIEHHUsI B COOTBETCTBMU C NYHKTOM 8.2 W MaTepUajOB K HEMY CEKPETapIo
TEPPUTOPUATBHON KOMUCCHH.

8.1.3. CormacoBanHbIii ¢ TmpeacenaTeyeM TEPPUTOPHATIBLHON KOMHCCHUU
Y MOJNTMCaHHbIN (coracoBaHHbIN cpencTBamu [1/]) cekperapem TeppuTOoprUaibHON
KOMHUCCHM IIPOCKT TOBECTKH JHSA 3aCEJaHUsl TEPPUTOPUATBHOW KOMHUCCHUU
TUPAXKUPYETCS I PACCBUIKM YJIEHAM TEPPUTOPHUATIBHOU KOMHUCCHUH.

[TpoekT moBeCTKH JHS 3aCeNaHUs TEPPUTOPHUATIBHON KOMHUCCUN PA3MEIIACTCS
Ha ouImaILHOM canre TEPPUTOPUAIBHON KOMUCCUH
B MHdopManmoHHO-TENEKOMMYHUKAIIMOHHON ceTu  MHTepHeT B  CpOKH,
YCTaHOBJICHHbIC PeriiaMeHTOM TeppUTOpUAIbHON KOMHUCCHH, & TAKKE MOXKET OBITh
pa3ociaH 4jieHaM TEPPUTOPUAIIBHOM KOMUCCUM HA YKAa3aHHBIE UMH JJIEKTPOHHBIE
MIOYTOBBIE aJIpeca.

8.2. IlonrotoBka JOKYMEHTOB IO BOMPOCAaM, BKIIOUYEHHBIM B TMPOEKT

MMOBECTKU JHS 3aCEIaHUS TEPPUTOPUATBHON KOMUCCHUHU.
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8.2.1. I[OKYMGHTBI 10 BOIIpOCaM, BKIIOYCHHBIM B IIPOCKT IMOBCCTKH IOHS

3acejaHusl TEPPUTOPUATBHONM KOMHCCHUH, TOTOBSATCS pabOYMMH TpyNIaMu
TEPPUTOPUATHHOM KOMHCCHUH, npezcenaTenem (cexpeTapem),
00 MO HX TMOPYYEHHUIO HHBIMH UWIEHAMH TEPPUTOPHATBFHOW KOMHCCHUH,
32 KOTOPBIMH 3aKpeIJICHbl COOTBETCTBYIOIIME HAMpaBICHUS JESITEIbHOCTH,
C TpUBJICYCHHEM, B cly4yae HEOOXOIUMOCTH, pabOOTHUKOB ammapara
TEPPUTOPUATBHON KOMHCCHUU U JPYTHX CHEIHMATUCTOB (JOKYMEHTHI IO BOIPOCaM,
BKJIIOYCHHBIM B TPOEKT IMOBECTKH IIHS 3aCElaHUsl TEPPUTOPUAIBHON KOMHUCCHH,
MOTYT TOTOBUTKCS U COTIIaCOBBIBAaThCS cpenctBamu 11]1).

8.2.2. IlpencraBnsgeMble K PacCMOTPEHHUIO JAOKYMEHTHI TOJDKHBI BKIIOYAThH
O3arjaBJICHHbII MPOEKT pELIeHUs C MNPUOOIIEHHBIMA K HEMY MOJJMHHUKAMU
JOKYMEHTOB (B TOM 4HCIIE€ pacleyaTaHHBIMH  KOMHSIMH  JIOKYMEHTOB,
MOCTYNUBIIMX/TIOATOTOBICHHBIX B DJIEKTPOHHOM  BHJE),  MOCITYXHUBIIHX
OCHOBAaHUEM U1 PacCMOTPEHHUS BOIpOCa Ha 3aceaHuU TEePPUTOPUATBHOMN
KOMHUCCHH, JIMOO TMPOEKT MHChMA, MOAJEKAIIEro COTJIACOBAHMIO Ha 3aceIaHHU
TEPPUTOPUAIBHON KOMMCCHUHU, TNPU HEOOXOAMMOCTH — NOSICHUTEIBHYIO 3aUCKY
10 pacCMaTpUBAaEMOMY BOIIPOCY.

8.2.3. IIpoeKTsl TOKyMEHTOB (BKJIIOYAs MPUIIOKEHHS ), PEACTABISIEMBIC IS
pacCMOTpEeHHs Ha 3aceJaHMM TEPPUTOPUAIBHOM KOMHCCHM, BU3UPYIOTCA
UCTIONTHUTENIEM W YJEHOM TEPPUTOPUATBHOW KOMHCCHH, OTBETCTBEHHBIM
3a MOATOTOBKY JIOKYMEHTA, Kak Ha OyMa>KHOM HOCHUTEJIE, TaK U B SJIEKTPOHHOM BHJIE
cpencteamu [1/1.

[IpoekTbl MOKyMEHTOB (BKJIIOYas TMPHIOKEHHS), COJAEpKAIIMe BOMPOCHI
dbuHaHcupoBaHus BEIOOPOB (pedepeHnyMoB), pruHaAaHCOBOTO 0OeCTIeueHUsI TeKYIIeH
JESTEIIEHOCTH TEPPUTOPHATIEHON KOMUCCHH, B 00513aTEIILHOM MOPSIKE BUBUPYIOTCS
TJIABHBIM OyXTaJITepOM TEPPUTOPHATBHON KOMHUCCHH.

Buszel mpocTaBisiOTCS B KOHIIE TEKCTa IMPOEKTa pelieHus Ju0o
Ha OOOpPOTHON CTOpPOHE TOCIEAHETO0 JHUCTa TMPOEKTa JOKyMEHTa (BKIOYas

NPUJIOXKEHHSI) TI0 ycTaHOBICHHON (opme (nmpuioxenune Ne 9). Kaxmpiit mucrt
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MMPHUIIOKECHUA BUBUPYETCA UCIIOJTHUTCIICM. Buza IMPOCTABIIACTCA B IIPpaBOM HHMXKHEM

yIi1y Ha CBOOOJHOM MOJI€ CTPaHMIIBI TOCe TeKCTa JM00 Ha 000POTHON CTOPOHE.

[Ipy MOATOTOBKE M COTJIACOBAHMM MPOEKTOB TOKYMEHTOB cpeiactBamu I1]]
JIMCT COTJIACOBAHUS pacIedaThIBACTCs U MPUOOIIACTCS K TOUITMHHUKY TOKYMEHTA.
[Ipy HeoOXoAMMOCTH TIOMYyYCHHs] BH3BI JOHDKHOCTHOTO JIMIIAa HAa JIHCTE
COTJIACOBaHUS JTOKYMEHTA, MIOJITOTOBJICHHOTO CpeICcTBaMuU IT/1,
OH pacIieyaThIBACTCs, TIEPEIACTCS BMECTE C IPOSKTOM JIOKYMEHTA Ha BU3UPOBAHHE
COOTBETCTBYIOIIEMY JTOJDKHOCTHOMY JIHILY.

8.2.4. Uctionuutenbs oOeCreunBacT KOMIUIEKTHOCTh BCEX JIOKYMEHTOB,
0003HaYEHHBIX KaK B MIPOCKTE PEIICHHUS, TaK U B MMPUIIOKEHUAX K HEMY.

8.2.5. [locne mpocMoTpa, a B HEOOXOIUMBIX CIIy4asiX — BHECEHUS TOMPAaBOK,
CEKpeTaph TEPPUTOPHATHLHON KOMUCCUH Ha TIOJITOTOBJICHHBIX U O(OPMIICHHBIX IS
pacCMOTpEeHHs Ha 3acelJaHhHM TPOEKTaX JOKYMEHTOB JIENAeT OTMETKY
«Ha 3acenanue», cTaBUT MOANKCH U JaTy (MpocTaBisieT OTMETKY «Ha 3acenanue»
cpeactBamu I11J1) u mepenaer (HampamisieT cpeactBamu I[1]]) Bech KOMILIEKT
JIOKYMEHTOB JUJIsl TUPaXUpOBaHUsS PaOOTHUKY ammapara, OTBETCTBEHHOMY
3a BEJICHUE JIeI0IPOU3BO/ICTRA.

8.2.6. JlIokyMeHTHI K 3aceJaHHI0 MOTYT HAIMpaBJIATHCS MO MPOChOE WICHOB
TEPPUTOPHATBHON KOMHCCHH Ha YKa3aHHbIC UMHU DJICKTPOHHBIE MTOYTOBBIE ajpeca
W/WU TIepeaBaThcs UM TIEpe] HavyalloM 3acelaHus, a JUIaM, MMPUTIAIICHHBIM
Ha 3acelaHre, MaTepHalIbl 110 BOMPOCY, Ha KOTOPHIN OHU MPUTJIAIIECHBI, TEPEIAI0TCS
nepe1 HayajaoM 3ace/IaHusl.

[Tamku ¢ MOKYMEHTaMH, TOJJICKAIMUMH PACCMOTPEHUIO B COOTBETCTBHH
C MPOEKTOM TMOBECTKH JIHS 3aCEIaHMs TEPPUTOPHUATHHON KOMUCCUU, KOMIUIEKTYET
U pa3aeT WieHaM TEePPUTOPHAILHOM KOMHCCHU TIepell HavajloM 3acelaHus
pabOTHHK amnmapara, OTBETCTBEHHBIHN 3a BEJEHUE JICIIONPONU3BOJICTBA.

8.2.7. Ilepen wavasiom 3acemanusi pabOOTHUK ammapara, OTBETCTBEHHBIM
3a BelIEHHE JCIONMPOU3BOJACTBA, JMOO CEKpeTaph TEPPUTOPHAIHLHOM KOMHCCHUH,

PETUCTPUPYIOT WIEHOB TEPPUTOPHUATBHON KOMUCCUH C TTPABOM PEILIAIOIIET0 roj0ca,
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MNPUCYTCTBYIOIIMX HA 3aCCAAHMKM W IIPUITIAIICHHBIX Ha 3aCCJaHHC JIMI, CIIMCOK

KOTOPBIX MPEICTABISAETCS MPEICENATENI0 TEPPUTOPHUATBHON KOMUCCHUH.

8.2.8. Ha 3acemanuu TeppuUTOpPHAIBHOW KOMHUCCHUU BEIETCS MPOTOKOI
U MOXKET MPOU3BOJUTHCS ayJIuO03alucCh (BHUAEO3amuch). B ciayuyae mpousBojicTBa
ayJMo- WU BUJEO3AMHUCH YICHBl TEPPUTOPUATHLHON KOMHUCCHUU U TPUTIIAIICHHbIC
YBEIOMIIAIOTCSL 00 3TOM JI0 OOBSIBIICHUSI TOBECTKU JTHS 3aCEIaHUs.

8.3. Brlltyck JOKYMEHTOB, pACCMOTPEHHBIX Ha 3aCelaHuU TePPUTOPHATIBLHOM
KOMUCCHHU.

8.3.1. JlIokyMeHTBl, pacCMOTpPEHHbIE Ha 3acelaHUM TEPPUTOPHUAIBHOU
KOMUCCHH, B ClTydae, €CIIU B XOJI€ 3acelaHusl BHOCUIINCh U3MEHEHUS, TOJDKHBI OBITh
opabOoTaHbl, a 3aTeM MOANMKUCAHBI, 3aPETUCTPUPOBAHBI U PA30CIIAHbI.

8.3.2. Cpok 1opaboTKH TOKYMEHTOB HE JOJDKEH MPEBBINIATH TPEX paboumx
JTHEH TocIie THS 3aceaHusl, €CJIM UHOM CPOK He ompezeieH GeaepatbHbIM 3aKOHOM
u/umu 3akoHoM CankTt-IletepOypra, periiaMeHTOM TEpPPUTOPUATILHON KOMHUCCUU
WJIM HE OTOBOPEH HA 3aCeaHuM.

8.3.3.IIpu nmopaboTke JOKyMEHTa HCIOJHUTEIh BHOCHUT B  TEKCT
COrjacoBaHHbIE B XOJ€¢ 3acelaHus M3MEHEeHHs. B  cioydae mnpuHATHS
TEPPUTOPUAIBHOM  KOMHUCCHUEM  pelieHus O  HEOOXOAUMOCTH  KOHTPOJIS
32 BBIMIOJIHCHUEM pEIIEHUsT €ro TEKCT JOMOJHSAETCS IyHKTOM, B KOTOPOM
HA3HAYAIOTCS JIMIA, OTBETCTBEHHBIC 32 UCIIOJHEHHE.

8.3.4. JlokyMeHT, TOAJeXaIlIMi TOAMUCAHUIO (BKJIIOYAs TPUIIOKEHUS ),
MOATOTOBJICHHBIH HAa OyMa)XHOM HOCHUTEJNE, BU3BMPYETCS HUCIHOIHHUTEIIEM,
OTBETCTBEHHBIM 32 €T0 MMOATOTOBKY.

JIOKyMEHTBI (BKITIOUAst MPUIOKEHUS), coeprKaIlne BOIIPOCHI
(dbuHaHCHpOBaHUsI BHIOOPOB, (DMHAHCOBOTO OOECHEUECHMS TEKYIIEH NeATeIbHOCTH
TEPPUTOPUATHHON KOMHUCCHH, B 00S3aTETLHOM MOPSAKE BU3UPYIOTCS TIaBHBIM
OyXTanTepoM TepPUTOPHUATHHON KOMHUCCHH.

JIOKyMEHT, TOIJISKalINi  TOAMUCaHWIO  (BKIIOYas  MPUIOKECHHS),
corjacoBaHHbIM cpenctBamMu I1J[ m mpuHATBEIM 0e3 M3MEHEHUH Ha 3aceJaHuu

KOMHUCCHH, PACIICYATBIBACTCA HA COOTBCTCTBYIOIICM 6J'IaHKe, K HCMY HpI/IO6HIaeTC$[
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JUCT CorjjacoBaHu:A, 3aT€M AOKYMCHT IPCACTABICTCA Ha IMOAINHCH CEKPETApIO

Y IIPEICENATENI0 TEPPUTOPUATIEHON KOMUCCHUHU.

Jlopa®oTKa M COTJIaCOBAHHUE JOKYMEHTOB, PACCMOTPEHHBIX HA 3aceJaHUU
KOMHUCCHH, MOXKET OCYILECTBIATHCS cpeacrsamu [11.

Bu3bl npoCTaBIAIOTCS aHAJIOTUYHO NOPAJKY, YKa3aHHOMY B a03alle TPETbeM
nyHkTa 8.2.3.

IIpr mOATOTOBKE M COrIACOBAHMM IMPOEKTOB TOKYMEHTOB cpencrBamMu [1/]
JMCT COTJIACOBAHMUS MPUOOIIAETCS K MOATMHHUKY JOKYMEHTA.

8.3.5. PaboTHuK amnmapaTa, OTBETCTBEHHBIN 3a BEIEHHUE JEIONPOU3BOICTBA
CIEIUT 3a KOMIUIEKTHOCTBIO TMpWJIaraeMblX K PEHICHHI0 JOKYMEHTOB
U pacrojaraerT Ux B TOW IOCJIENOBAaTEIbHOCTH, B KOTOPOW OHHM YIIOMHHAKOTCS
B TEKCTE.

8.3.6. Ecmu Bompochl, coaepxamuyecs B PEIICHUH TEPPUTOPHUATHHOMN
KOMHCCHH, KacaloTCi JEATEIbHOCTH OJHOM WM HECKOJIbKHX CTOPOHHHUX
OpraHu3aluid, K JOKYMEHTY MpUJaraeTcsi JHUCT COrJacoBaHUsA, B KOTOPOM
YKa3bIBAIOTCS HAUMEHOBAHUE OpraHM3alllM, OJDKHOCTb, MHULMANBI U (pamMuius
JOJDKHOCTHOTO JIMIA, C KOTOPBIM 3TOT JOKYMEHT COIJIACOBAH, M CTaBUTCSA
€ro coOOCTBEHHOpPYYHas MOAMNUCH.

CornacoBaHue MoeT O(QOPMIISATECS Ha TIOCIEAHEM JIUCTE pELICHUS
TEPPUTOPUATIBHON KOMUCCHH.

8.3.7. K odopmieHHOMY pelIeHnt0 TEPPUTOPUATIEHON KOMHUCCHH PaOOTHUK
anmnapara, OTBETCTBEHHBIM 3a BEJIECHHE JEJONPOU3BOACTBA, TOTOBUT OTYET
O pacchbUIKE€ IO COOTBETCTBYIOIIMM aJpecaraM U pa3MEIICHUU pEelIeHUuN
TEPPUTOPUATBHON KOMHCCHU Ha oduimanbHoMm caite (mpunokenue Ne 10).
Cnucok JOJKHOCTHBIX JIUI[ (OpraHu3aiuii), KOTOPbIM HampaBiIIeTCs pelIeHUe
TEPPUTOPUATIBHON KOMUCCHH, MOXKET ObITh MOJTOTOBIIEH cpenctBamu T1/1.

B cnicok BkirouaroTes auia, KOTopble OyayT 3aeiiCTBOBaHbI B peain3aluu
OPUHATOTO  JOKYMEHTa  WJIM  JIOJDKHBI ~ OBITh  MNPOUH(OPMHUPOBAHBI

0 €TO0 COACPIKAaHNN U KOTOPBIM 3TOT NOKYMCHT JTOJIDKCH OBITH pa30cCiiaH.
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Crucok PACCBUIKKM OOKYMCHTOB IIOAIMHMCBIBACTCSA pa6OTHI/IKOM alriapara,

OTBETCTBEHHBIM 3a BEJICHHE JEIONPOU3BOACTBA M YTBEPKIAACTCA IMpeaceaaTeeM
TEPPUTOPUAIIBHON KOMUCCHH.

8.3.8. OdopmiIeHHBINF KOMIUIEKT JOKYMEHTOB (pelieHue, 0003HaueHHBIC
B €0 TEKCTE MPUJIOKEHHUS, CIUCOK PACCHUIKM) pa0OTHHK anmnapara, OTBETCTBEHHBIN
3a BEJICHUE JIEIONPOU3BOJICTBA, IEPEIAECT HA OANKCH MPEACEAATENIO U CEKPETAPIO
TEPPUTOPUAITBHON KOMUCCHH.

8.3.9. Pemienne  moamuchiBaeTca  MpejAcenareieM = M CeKpeTapeM
TEPPUTOPUAIIBHON KOMUCCHH.

Ecnm Ha 3acemaHnu TEppUTOPHUAIBHOW KOMHCCHM IPEACENATENBCTBOBAI
3aMECTUTENb  IpEacenaresis  TEPPUTOPUAIBHOM  KOMHUCCHM,  CEKpeTaphb
TEPPUTOPUAIBHON KOMUCCHHM WA OAWH U3 YIEHOB TEPPUTOPUAIBHON KOMHUCCHH
C TPaBOM PEMIAIOLIETO TOJ0ca, a TaKXKE €CId IOJHOMOYHSA CEeKpeTaps
TEPPUTOPUAIBHON KOMHUCCUM OCYILECTBISUI OJUH W3 WICHOB TEPPUTOPUAIBHOU
KOMMCCHUH C TIPAaBOM PEMIAIOIIEr0 IroJoca, TO MOANKUCH B IIPOTOKOJIE, HA PEIICHUN
0(pOpMIIAIOTCS CIEAYIOUIMM 00pa3oM:

«3aMecTUTENs Tpeacenarenass TEPPUTOPHAIBHOM KOMHCCHM» —B  ClIydae
BPEMEHHOTO OTCYTCTBUS MPEICENATENS TEPPUTOPUATBHON KOMHUCCHH;

«Hcnonssronuii 00s3aHHOCTH TIpEICeaTeNsl TEPPUTOPHATIBHON KOMUCCHNY —
npu Hanmuuuu pemeHus Cankrt-IlerepOyprckoil  u30MpaTenbHON  KOMHUCCUU
O BO3JIOKEHHHM Ha OJHOIO M3 YICHOB TEPPUTOPHUAIBHOW KOMMCCHUM C IIPaBOM
pELIaroIIero rojoca MOoJIHOMOYUH IIpeaceaaTesst TEPPUTOPUAIIBHON KOMUCCHH,

«lIpencenaTensCTBYOMNM Ha 3aCENaHUU TEPPUTOPUAIBHOU KOMUCCHM —
B Clly4ya€ BPEMEHHOIO OTCYTCTBHs IIPEACEAATess, 3aMECTUTEN Ipeacenaress
TEPPUTOPUAIBHOM KOMHCCUHM, OTCyTcTBUsS pemieHus Cankt-IletepOyprekoit
n30UpaTebHOM  KOMHUCCHHM O  BO3JIOKEHMHM  TOJHOMOYMM  MpeaceaaTens
TEPPUTOPUAIBHON KOMHMCCUU HA OJHOIO M3 YICHOB TEPPUTOPHAIBHON KOMHUCCHU
C MPAaBOM pELIAIIIETO TOJ0oca W MPU HAIUYUU PELICHHUS TEPPUTOPHUATBHON

N30MpaTeIbHOM KOMUCCHH,
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«Mcnonusomuii 00s3aHHOCTH CEKpeTapsi TePPUTOPUATBLHOM KOMUCCUMD —

B Cily4yae Halu4us peuieHus TeppuTopuasbHOM KOMHCCHU O BO3JIOKEHHUU
MOJIHOMOYMM CEeKpeTapsi TeppPUTOPUATBLHOM KOMHCCHMM Ha OJIHOTO M3 YJIEHOB
TEPPUTOPUATBHON KOMUCCHUH C ITPAaBOM PEIIAIOIIEro roJjioca.

«CekpeTtapp  3acelaHusi TEPPUTOPUATHLHOW  KOMHCCHU» —B  CIydae
BPEMEHHOTO OTCYTCTBHUS CEKpeTapsi M30MpaTebHOM KOMHUCCHUU WM TPU HAIWYUU
pelieHus: TEPPUTOPHATIBHON KOMHUCCHHU.

8.3.10. Ilocne moamucaHusi PEIICHHS PETUCTPUPYIOTCS B IKypHale
pPETUCTpALUU PEIICHUI, B KOTOPOM MPEAyCMaTPUBAIOTCS: MOPSAIKOBBIM HOMED, AaTa
OPUHATUSL  PEIICHUs, PETUCTPAIMOHHBIM  HOMEp, COJACpKAaHUE  PeIICHUS
¥ HOMeEp Jiejia XpaHeHHUs!.

8.3.11. PemieHnsi HyMepyroTCs B XPOHOJOTHYECKOW TMOCIEIO0BATEIHHOCTH
B npejaenax CpoKa MIOJITHOMOYHIA TEPPUTOPHUATBHON KOMUCCHHU.
Homep pemieHusi TEppUTOPHAIBHON KOMHCCHHM COCTOUT M3 HOMEpa IMPOTOKOJIA
3ace/IaHus M MOPSIKOBOrO HOMepa Bompoca, (Hanpumep: 1-5).

8.3.12. Yka3zaHHBIC BBIIIIE PEKBU3UTHI BHOCATCS B PETUCTPAITIOHHO-YIECTHYIO
dbopmy. B ciyuae ucnonwszoBanus 1] k PYK npukperuisiercss TEKCT TOKYMEHTa
B opmate docx (auis Tabimil gqonyckaroTes daiibl popmara XISX) ¥ 371eKTpOHHBIIH
o0Opa3 gokymeHTa B (hopmare pdf (mpu HE0OXOUMOCTH), a TAKKE JIeNIaeTCsl CBSI3Ka
C JIOKYMEHTaMH, TOCIY>XHBIIMMH OCHOBAaHHUEM JUIsl PACCMOTPEHHs BOIpOCa
Ha 3ace/laHu1 TePPUTOPHUATILHON KOMHUCCHUHU.

8.3.13. Pazpemienne Ha THPaKHUPOBAHWE JOKYMEHTOB B HEOOXOIUMOM
KOJIMYECTBE JAaeT TMpeJAcenareib TEePPUTOPUATBHON KOMUCCUU. JIOKyMEHTHI
TUPOKUPYIOTCA  paOOTHUKOM  ammapaTa, OTBETCTBEHHBIM 32  BEJCHHE
JICIONPOU3BOJCTBA, HA KAKIOW KOMUH JOKYMEHTa TMPOCTaBISETCS IeYaTh,
yIOCTOBEpSIOLIasl  MOAMUCH  TpeAcenaTeNis  TEPPUTOPUATIBLHOM  KOMHCCHUU
U CeKpeTapsi TeppUTOPUATIBLHON KoMHUCcCHH (0€3 BOCIPOU3BEICHUS MOAUCEN ).

8.3.14. Konust pemieHus: TEPPUTOPHAIBHOW KOMHUCCHUU  HaIPaBISETCS

3as4BUTCIIIO B CJiydac, CCJIU C€TO O6paIHCHI/IC B TCPPUTOPHUAIIBHYIO KOMHCCHIO
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IMMOCIYIKWJIO OCHOBaHUEM JIIA pacCMOTpPCHUA BOIIpOCa Ha 3aCCaaHN

TEPPUTOPUAIIBHON KOMUCCHH.

8.4. OdopmiieHrEe MPOTOKOJIA 3aCeJaHUsI TEPPUTOPHUATIBHON KOMUCCHH.

8.4.1. IlpoTtokos 3acemaHusi TEPPUTOPHUATIBLHONM KOMHUCCHU O(opMIIsIeTCs
Ha OJIaHKe yCTaHOBIJIEHHOU GopmbI (TipritoskeHrne Ne 4) B CpoK, HE TPEBBITIAOIIHNA
Tpex pabouux qHeH nocie aHs 3aceaanus. [Iporokon 3acenanusi TeppuUTOpUATHLHON
KOMHUCCUU MOET OBITh odopmiieH CpEIICTBAMHU I
C MCTOJIb30BaHUEM COOTBETCTBYIOIIETO 11a0I0Ha OJIaHKa IOKYMEHTA.

8.4.2. Ilpotokon 3acemanusi MOXET O(QOPMIIATHCS B IOJHOM WM KpaTKOH
dbopwme.

8.4.3. TekcT mpoTokoJyia 3acefdaHusi TEPPUTOPUATBHON KOMHCCUU COCTOMT
U3 IByX 4acCTel — BBOJTHOW U OCHOBHOM.

8.4.4. B BBOJHOW 4YacTH MPOTOKOJIA YKa3bIBAIOTCS MHHUIMAIBI U (HaMUIHS
npeaceaarens — TEPPUTOPUANBHOM  KOMHUCCUU  (NIPEACENaTeNIbCTBYIOIIETO),
a TakXKe MPHUCYTCTBYIOIIMX: 3aMECTUTENS Tpeaceaares TeppPUTOPHAIBHOM
KOMHUCCHH, CEKpeTapsi TepPpUTOPHAIBHON KOMHUCCHUU M 4YIEHOB TEPPUTOPHAIBHOM
KOMUCCHH, JIUILI, IPUTJIAIIEHHBIX Ha 3ace/laHue, B ali()aBUTHOM TOPSIJIKE.

JlomyckaeTcsi  oopmiieHHe TPUCYTCTBYIOIIUX  OTACIBHBIM  CIIHCKOM
C YKa3aHUEM HHHLIMAJIOB, (QamMuiuii U AoKHOCTeM. CHHCOK Mpuiaraercs
K POTOKOJTY 3aceAaHusl.

8.4.5. [loBecTka 1HA BKJIIOYAETCSs B BBOJHYIO YacTh IIPOTOKOJIA.
OHa cOCTOUT M3 MEePEeUYHCIIEHUs] BOIIPOCOB, KOTOPbIE OOCYKIAIOTCS Ha 3ace/laHuM,
U 3aKpeIIIeT IMOCIEeI0BATENbHOCTh UX OOCYXIEHUs U (pamMuIvuKd TOKIAAYUKOB
(BBICTYTIAIOIIINX ).

Kaxxnp1ii Bompoc MoBeCTKU AHS 3aceiaHusi HymepyeTcs: apabckoil mudpoit,
€ro HauMeHoBaHue GopMyIupPyIOT ¢ ipeasiora «O» unu «O6». I1o kaxaoMy MyHKTY
YKa3bIBAETCS TOKJIAIUHK.

8.4.6. OcHOBHAasl 4acTh MPOTOKOJIA COJIEPKHUT CTOJBKO Pa3liesioB, CKOJIBKO
MYHKTOB BKJIFOUEHO B IMOBECTKY JHA. B COOTBETCTBUU C HEW pa3aesibl HyMEpyOTCS.

Kaxnprit pa3aen cocrout u3 Tpex yacten: «CJIVITAJIN», «k BBICTYITJIN»,
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«PEHIMJIN», kOTOpBIE MEYATAOTCA OT TPaHUIbBl JIEBOTO IMOJSI MPOMUCHBIMU

OyKBaMU.

B yactu «CJIYHIAJIN» kpaTKo u3naraeTcs TEKCT BBICTYTUICHUS JOKJIATUMKA.
Wunnuanel v QamMuwius  JOKJIAQTYMKa T[e4YaTaloTcsd C KPAacHOM  CTPOKH
B HMCHUTEIBHOM Majexe. 3aluch JIOKJIaJa U3JIaraercsi OT TPEThEro JuIa
€IMHCTBEHHOTO YMCIIa U OTIEISAETCS OT (PaMUIINK TUPE.

Ecmu Teker mokiama mpuiiaraeTcs K MPOTOKOIY, TO MCIOJB3YETCS CChLIKA
«Texcr nokiana mpuiaraeTcs».

B uwactu «BBICTYIIMJIM» nepeyucnstoTcss BBICTYHAIOMIAE W aBTOPbI
BOIPOCOB. MHUIMANGI U (haMIIKs BBICTYIIAOIIETO MEYaTal0TCs ¢ KPACHOM CTPOKHU
B HMEHUTEIbHOM majexe. KpaTkasg 3anmuch BBICTYIUIEHHS MO CYILIECTBY
paccMaTpUBaEMOro Bompoca (M0 PElICHHUIO MPEeICeaaTeNbCTBYIOIIET0) U3IaraeTcs
OT TPETHETO JIUIA €AUHCTBEHHOTO YKCIIA.

Ecmu TekcT BBICTYIUIEHHS NPUIAraeTcss K IPOTOKOIY, TO HCIOJIb3YETCS
ccbuIka « TeKCT BBICTYIIIICHHS TTPUIIAracTCs».

B wactu «PELIMJIN» oTpaxkaeTcsi MPUHATOE pEUICHUE MO 00CYKIaeMOMY
BOIIPOCY U PE3YyJIbTAThI TOJIOCOBAHUSI.

B mpotokone 3acenaHusi oTpakaeTcss HaJIM4ue 0COOOTO MHEHHMS Yy 4JieHa
TEPPUTOPHATBHON KOMUCCUU, O(POPMIICHHOE B TUCbMEHHOM (hopMe 0c000€ MHEHHUE
MTOMEIIAETCS MOCJE PEMIEHHUS], B CBSI3U C KOTOPBIM 3TO MHEHHE U3JIOXKEHO.

8.4.7. IIpotokon 3aceaHus MOAMUCHIBACTCS npeacenaTenemM
WU TpeAceaTebCTBOBABIIMM Ha 3aC€JaHUU U CEKpPEeTapeM TEPPUTOPUATIBHON
KOMHCCHUH (WJIH YICHOM TEPPUTOPUATBLHON KOMUCCHUH, UCTIOTHSBIIINM O0S3aHHOCTH
CeKpeTapsi TEpPUTOPUATLHON KOMUCCHH ).

8.4.8. [locne noanucanus MPOTOKOJIBI PETUCTPUPYIOTCS C UCIIOJIb30BAHUEM
perucTpanydoHHo-ydeTHO  ¢opmbl.  [IpoTokonbl  3acemaHuii  HyMEpyrOTCS
B XPOHOJIOTUYECKOM TMOCJIEA0BATENBHOCTA B IIpeleslaX CpPOKa IOJHOMOYUU
TEPPUTOPUAIIBHOM KOMHUCCHUMU.

8.4.9. [IpoTokomsl 3aceanuii TEpPUTOPUATEHON KOMUCCHH, TPHUOOIIICHHBIC K

HHUM  pPCHICHUA BMCCTC C MaTcpHualaMu, IMMOCITYKUBINNMHA OCHOBAaHHUCM
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sl UX TIPUHATHA, OCOOBIMM MHCHHSIMH YJICHOB TCppI/ITOpI/IaJIbHOfl KOMHUCCHUH

XpaHATCs y mpeacenarens (cekperaps wid pabOTHHKA amnmapara, OTBETCTBEHHOTO
3a BEJCHHE JICNOMPOM3BOJICTBA) TEPPUTOPUAIBHOM KOMHCCHM, a 3aTeM,
oQopMJIECHHBIE B COOTBETCTBHM C TpeOoBaHUSIMU WMHCTpyKIMH, TepenaroTcs
B apXUB.
9. OdopmiieHue NPpUKA30B NpeaceaaTe s
TEPPUTOPUAITBHOM KOMUCCHHU

9.1. Tlpuka3z mnpencenarenss TEPPUTOPUATBHOM KOMHCCHM 10 OCHOBHOM
JeATEIIbHOCTH (faee — nmpukas) opopmiisieTcss Ha OJJaHKe YCTaHOBJICHHON (OpMBI
(mpunoxenue Ne 4).

9.1.1 [IpoexTsl MOpPUKA30B TOTOBSATCS IO TOPYYECHHIO TIpejacenaTens
TEPPUTOPUATBHON KOMUCCHH.

[IprKa3sl MOTYT TOTOBUTBCA U COTIACOBBIBATHCA Takke cpeactamu 111, [Tpu
MOJTOTOBKE MpUKa30B cpenctBamu [1]] ucnonb3yercs COOTBETCTBYIOIMIMM 1M1A0JI0H
0JIaHKa JOKYMEHTA.

9.1.2. TekcT mpHKaza COCTOUT, KaK MPaBUIO, U3 KOHCTATUPYIOIIEH
U PacnopsiANTENBHON YacTeN U JOJIKEH UMETh 3ar0JIOBOK.

9.1.3.B KoHcTaTHpyloIel dYacTu W3JaralTcsa Wend ¢ 33Jadd
MPEANKUCHIBAEMBIX JIEUCTBUM. ECIM OCHOBaHMEM K WM3JIaHUIO IIPUKa3a SBISIETCS
HOPMATUBHBIM  TPAaBOBOM  aKT  WJIA  PACHOPANWUTENBHBIA  JOKYMEHT,
TO B KOHCTAaTUPYIOILIEH YaCTU YKa3bIBAIOTCS €r0 Ha3BaHUE, J1aTa, HOMEP, 3ar0JI0BOK.

9.14.B  pacnopsauTeNbHOM ~ YacTH  COJEp)KaTcsl — TEepeurcleHue
MPEANUCHIBAEMBIX  JECUCTBUM, CpPOKM W HcnodHuTenu. [IyHKTBI Tmpukasa
HYMEPYIOTCS apaOCKUMH IUPPaMH C TOYKON 1 HE UMEIOT 3ar0JIOBKOB.

9.1.5. Ecnu mpuka3 u3MeHseT, OTMEHSET WJIW JOMOJHACT paHee W3JAaHHbIN
MIPUKa3 WK €ro OTJAeIbHbIE TyHKTHI, TO 3TO OTOBApUBAETCS B TEKCTE MPUKa3a.

9.16.B MOCJEAHEM MyHKTE pacropsiAuTeIbHON 4acTu,
IIpU HEOOXOJUMOCTH, YKa3bIBAETCS JOJKHOCTHOE JIUII0, HA KOTOPOE BO3JaraeTcs
KOHTPOJIb 32 UCTIOJIHEHHEM TTPUKA3a.

9.1.7.Tlpu HAJIMYNU MPUJIOKECHU N K MpUKa3y B TEKCTE
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Ha HUX 00s3aTCIBLHO ACJIacTCA CChIIIKA.

9.1.8. IlpoexkT mpukaza © MNPWIOKEHHS K HEMYy  BU3HUPYIOTCA
HEIOCPEICTBEHHBIM UCIIOJIHUTEIIEM.

Ecin B mnpukaze conepkarcs BOIPOCH (PUHAHCUPOBAaHMS BBIOOPOB,
o0ecrieueHuss NIEATEIbHOCTH TEPPUTOPUATBHON KOMHCCHH, TO OH BHU3HUPYETCS
y IJ1aBHOTO OyXranrepa.

IIpukassl, moaroroBineHHble cpeacTtBamu I/, BU3MPYIOTCA aHAIOTMYHO
pUKa3aM, OJArOTOBJIEHHBIM Ha OYMa)KHOM HOCUTEJE.

Bu3ssl mpocTaBiastoTcss Ha 000POTHOM CTOPOHE MOCIIEAHETO JTUCTA JOKYMEHTA
(mpukasa, MIPUIOKECHUS K HEMY) o YCTaHOBJIEHHOU dbopme
(mpumoxkerue Ne 9).

[Ipy moaroToBKe M COracOBaHWU MPOEKTOB MPUKa30B cpencrBamu [1J] mucr
COrJIaCOBaHMUSl pAaCIeyaThIBAETCS Ha OOOPOTHOW CTOPOHE TMOCIEAHEro JIMCTa
JOKyYMEHTa (IIpHKa3a, MpUIoKeHUs K HeMy). [Ipu HeoOX01MMOCTH OJTyYEHUS BU3bI
JOJDKHOCTHOTO JIMIIA Ha JIMCTE COrJacOBaHUsS IpUKa3a, MOATOTOBJIEHHOIO
cpeanctBamu I1/], tokymeHT nepenaercst Ha OyMa)kHOM HOCHUTEIIE Ha BUSHPOBAHUE
COOTBETCTBYIOIEMY JAOJKHOCTHOMY JIMILLY.

9.1.9. Ilocne moamucaHusi MPHUKA3bl PETUCTPUPYIOTCS C HCIOIH30BAaHUEM
pEerucTpallMoOHHO-yu4eTHOU (opMbl M (QOPMHUPYIOTCS B JieJa B COOTBETCTBUU
C HOMEHKJATypOl i€ TEeppUTOPUATBLHON KOMHUCCHUU BMECTE€ C JOKYMEHTamH,
NOCITY?>KMBLIIMMHU OCHOBAHMEM JUJISl M3/IaHUs IIPUKa3a.

B cnyuae ucnonp3oBanus s perucrpanuu [1JI k. PYK npucoenunstorcs
TeKCT mpukaza B ¢opmare docx mmm xIsx (mns tabmuy gomyckarorcs (aiibl
dopmara  XISX),  omekTpoHHBIH  00pa3 mpukaza B (Qopmare  pdf
(mpu HEOOXOJUMOCTH) M JENAIOTCS CChUIKM Ha JIOKYMEHTBI, MOCIYKUBIIHE
OCHOBAHMEM JIJIsl U3/IaHUS MIPUKA3a.

9.1.10. [IpukazaM NpUCBaMBaIOTCA PETHCTPALlMOHHbIE HOMEpa B Mpesesax
KaJICHJAPHOT0 TO/ia, TP 3TOM K MOPSAKOBOMY HOMEpY dyepe3 Aedrc MpoCTaBiIseTCs
OYKBEHHBIN HHIIEKC «O1.

9.2. ObopMmiienne TpuKa30B TpeAcedaTeNss H30UpaTeIbHOH KOMHCCHH
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1O KaAPOBBIM BOIIPOCAM.

9.2.1. Tlpukassl mpencenatenss TEPPUTOPHAIBHON KOMHUCCHM IO KaIpOBBIM
BOIIPOCaM U3J1al0TCs o KOHKPETHBIM BOIIPOCaM, CBSI3aHHBIM
C  JeATEIbHOCTHIO  YJICHOB  TEPPUTOPUAIBHOM  KOMHUCCHUH,  MPUEMOM
Ha TOCYAAapCTBEHHYIO TpaxaaHckyio ciuyx0y Cankt-Ilerepbypra B ammapar
TEPPUTOPUAIBHOM  KOMHUCCUH,  TMPOXOXKACHUEM  TPAKIAHCKOW  CIIykObI
Y YBOJIbHEHHEM C IPAKJAHCKOW CIYKOBI B anmnapare TePpUTOPUATBHON KOMHUCCHH.

9.2.2. [lpukassl npejacenaresiss TEPPUTOPUATBHON KOMHUCCUHU MO KaIpOBBIM
BoIpocaM 0hOPMIISIOTCSI aHAJIOTUYHO TIPUKa3aM MpeaceaaTelis TePPUTOPUaTbLHON
KOMHUCCHUM TI0O  OCHOBHOM  JesarenbHOCTH.  Ilpukasam  mpucBamBaroTcs
pErUCTpallMOHHBIE HOMEpa B IMpeAenax KaJIeHAApHOro ToJa, NP 3TOM
K MOPSIAKOBOMY HOMEPY Yepe3 AePUC NpOoCTaBIseTCss OYKBEHHBIH HHACKC «K».

9.3. Komuu nprka3oB 3aBEpSIFOTCS MEYATHIO0 TEPPUTOPHATBHON KOMHUCCHH.

9.4. Tlpuka3zpl BMecTe C MPUOOIIEHHBIMH K HHM  JIOKYMEHTaMH,
NOCIIY’)KUBLIIMMH OCHOBAaHUEM JJI1 UX W3IaHus (B TOM YHCIIE pacledyaTaHHbIMHU
KOIMUSAMH JOKYMEHTOB, MOCTYIHWBIINX/TIOJATOTOBIICHHBIX B JJIEKTPOHHOM BHJIE),
(bopMupyrOTCA B Ji€Ja COTJIaCHO HOMEHKJIAType J1el TEPPUTOPUAIbHON KOMHCCHUH,
XpaHATCs y IpeacenaTes Wik pabOTHUKA amnmnapara, OTBETCTBEHHOTO 3a BEJICHUE
JIEJIONPOU3BOJCTBA B TEPPUTOPHAIBHON KOMHUCCUHM, a 3aTeM, O(OpMIIEHHBIE

B COOTBETCTBUU C TpeOOoBaHUsAMU MHCTPYKIIMU, IEPENAIOTCS B apXUB.

10. KoHTpoJIb MCIIOJTHEHHSI JOKYMEHTOB M NOPY4eH Ui

10.1. KoHTpOJTI0 UCTIOTHEHUS TIOIJIC)KAT:

IIOPYYEHUSA, COJAEPKAIIMECS B IIOCTAHOBJICHUSAX W JPYTUX JOKYMEHTax
UK Poccuu, Canxt-lIlerepOyprckoit n30uparebHOM KOMHMCCUH, B PEHICHUSIX
TEPPUTOPHUAITBHOU KOMUCCHH,

MOPYYEHHUs], COAEpXKAIIMECs B MPUKA3axX Mpeaceaaress TEPPUTOPUATbHOU
KOMUCCHH;

MHUCbMEHHbIE TIOpYYEHUs TpeAcenaTenss (3aMecTUTeNsl MpelcenaTens,

CEKpeTaps) TEPPUTOPHATBHON KOMUCCHH;
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BXOJAIME AOKYMCHTBI, B TOM YHMCJIC IINCBbMCHHBIC O6paHICHI/IH I'paxxaaH,

yka3zaHHble B [lepeune moiexxammx KOHTPOIO JOKYMEHTOB C YKa3aHHUEM CPOKOB
ucnoyniHenus (npusioxxkenue Ne 11), B COOTBETCTBUU € yKa3aHUSMHU 110 UCTIOTHEHHUIO
JOKYMEHTA MPEeICEeNaTels TEPPUTOPUATBHON KOMUCCHU;

UCXOSIINE JOKYMEHTHI, TpeOyIOINe OTBETA;

NOPYYEHHUSI, COAEPKAIIMECH B IMPOTOKOJIAX 3ACENAHUN TEPPUTOPUATIBHOU
KOMUCCHU;

IIJIaHBI MEPOTIPUSITHI.

10.2. KoHTpoJib MCHOJHEHHUS JTOKYMEHTOB, yKa3aHHBIX B mojpasiaene 10.1
NucTtpykimu (32 UCKIIOYEHUEM HCXOISIIUX JOKYMEHTOB), IO CYIIECTBY
3aTPOHYTBIX B HHUX BONPOCOB OCYIIECTBISICT Mpeacenareiab (CEKpeTapb)
TEPPUTOPUAITBHON KOMUCCHH.

10.3. KoHTpOsb HCTOTHEHUS WCXOASAIMX JOKYMEHTOB, B TOM YHCJC
32 CBOEBPEMEHHOCTHIO IIOJYYEHHUS OTBETOB Ha 3alpoChl TEPPUTOPUAIBHON
KOMMCCHUH, OCYIIECTBISET PaOOTHUK ammapaTra, OTBETCTBEHHBINM 3a MOATOTOBKY
JAHHBIX JTOKYMEHTOB.

10.4. Cpok UCHOJIHEHUS TOPYYEHUH, COJEPKAIIUXCS B  PEHICHUSIX
TEPPUTOPUAIBHOM  KOMHUCCHUM, TpUKA3aX TMpeaceaTesis TeppUTOPUATBHOM
KOMHCCHUH, TUCbMEHHBIX MOPYYEHHI Mpencenareis (3aMeCTUTENs MpeIcenaTes,
CEKpeTaps) TEPPUTOPUATHLHON KOMUCCUU OTIPEICIISIOTCS S TUMU TJOKYMEHTaMHU.

10.5. JIokyMEeHT TIO/JIC)KUT HCIOJHEHWIO HE TIO3[IHEEe, YeM uepes
30 xalleHIapHbIX JTHEW CO JHA €ro MOCTYIUIEHHUS, 3a HCKJIIOUYEHHEM CIIy4acs,
IIPEAYCMOTPEHHBIX ITyHKTOM 10.6 HacTosIIero pa3aena.

Ecnu mocnennuii 1eHb MCTIONHEHHS TOKYMEHTa MPUXOAUTCS Ha HepaOouuii
JIeHb, TO OH MOJJICKUT UCIIOJHEHUIO B MIPEIICCTBYIOMINN eMy paOoduil JCHb.

JlokymeHTbl ¢ moMeTkamu «BecbMa cpouHo», «CpoOdyHO» HCHOJHSIOTCS
B TPEXJHEBHBINA CPOK, TOKYMEHTBI C MOMETKON «OnepaTuBHOY» — B IECSITUAHEBHbBIN

CPOK.
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CpOK HNCIIOJITHCHUA HMCUHUCIIACTCA B KaJICHAAPHBLIX OHMAX. I[J'IH HOpy‘{CHHﬁ—

OT AaThl TMOJNUCAHUS TOPYYCHHs], ISl BXOMSIIUX JTOKYMEHTOB, B TOM YHCIIE
oOpaIlieHui, — OT AaThl pErUCTPaI TOKYMEHTA.

Ecnmu mocnemnuii 1eHh MCHOTHEHHS JOKYMEHTA, COJEpPIKAaIIero MOMETKY
O CPOYHOCTH HCIIOJHCHHS, MPUXOIUTCA HAa HEpaOOUMi JC€HBb, TO OH TOJJICKHT
WCTIOJTHEHHIO B CIICIYIONINI 32 HUM paOO4Mii IeHb.

10.6. Cpoku  HCHONHEHUS BXOJNAIIMX JOKYMEHTOB U  OOpalieHui
YCTaHABIMBAIOTCS UCXO/ISI U3 CPOKOB, TIpeIIaraeMbIX OpraHu3anyeii, HarpaBUBIICH
JIOKYMEHT, WJIK CPOKOB, YKa3aHHBIX B MpuiioxkeHuu Ne 11.

OOpamennss 0  HApYIICHWH  3aKOHA, TIOCTYNUBIIME B  TEPHOJ
COOTBETCTBYIOIIEH  W30MpaTENIbHOW  KaMIIAaHWM, KaMIIaHUM  pedepeHayma,
UCTIONHSIOTCS B CPOKH, YCTaHOBJIEHHBIE 3aKOHOAATENHLCTBOM O BBIOOpax
u pedepeHyme.

10.7. OTBETCTBEHHOCTh 32  CBOEBPEMEHHOE€ U  IIOJIHOE  BHECEHUE
B  PETUCTPAIMIOHHO-YYETHYIO (GOpMy CpPOKOB  HCIIOJTHCHHUS  JTOKYMEHTOB
u uHbOpPMAIIMM O COCTOSHHMHM WCIOJHEHUSI JOKYMEHTOB, KOHTPOJIb CPOKOB
WCIIOJIHEHUSI JIOKYMEHTOB BO3JIararOTCsl Ha CEKpeTaps WId padOTHHKA ammapara,
OTBETCTBEHHOTO 32 BEJICHUE JCIOMPON3BOICTRA.

10.8.B MJIaHax MEpONPUSATUH, YTBEPAKIAECHHBIX pEeLIEHUSIMU
TEPPUTOPHAIBHOH KOMHCCHM, TIpUKa3aMu TpeaceaaTeNsi TepPUTOPHATBHON
KOMHUCCHUU, KOHTPOJTIO MOJIEKAT CPOKH UCTIOTHEHUS OT/IETBHBIX €r0 MyHKTOB.

10.9. TIpu HEOOXOAUMOCTH TMPOJICHUS CPOKAa MCHOJHEHUS JOKyMEHTa
OTBETCTBEHHBIN 3a MCIOJHEHNE HE TO3HEE YeM 3a TPU JHS 0 UCTECUCHHUS CpOKa
WCIIOJIHEHUS IOKYMEHTa MPEACTAaBISET HAa UM TMpeceaaTesis TepPUTOpUATbHON
KOMHUCCHH CITy>)KEOHYIO 3alMCKy ¢ MOTHBHPOBAHHOM MPOCKOOI O ero mpojyIeHuH,
KOTOpasi MOXeT OBbITh MOJITOTOBJIEHA U coTjlacoBaHa cpeactBamu [1/1.

10.10. JIokyMeHT cuMTaeTCs UCIIOJTHEHHBIM M CHUMAETCSI ¢ KOHTPOJIS TIOCTIe
pelieHusT BCEX TIOCTABIICHHBIX B HEM BOIIPOCOB, COOOIICHHS PE3yJIbTaTOB
PacCMOTPEHHUS BCEM 3aMHTEPECOBAHHBIM JIUIIAM.

10.11. OcHoBaHUSMHU JJIsl CHATUS JOKYMEHTA C KOHTPOJIS SIBJISIOTCS:
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CiIyeOHasi 3almucKa O CHSATHHU JOKYMEHTa (UJM OTHAENbHBIX €ro MYHKTOB)

C KOHTPOJS WM 00 WCHOJHEHWW JOKyMEHTAa Ha UMS Tpeacenarens
TEPPUTOPHAIIBHOH KOMHUCCHH, ITOATOTOBIICHHAS OTBETCTBEHHBIM 3a UCIIOJIHCHUE
c ormetrko («Cormacen», «Paccmotpen», «lIlpunaro») mpeacenaTens
TEPPUTOPUATBHON KOMHUCCHUU O TPUHATHH HUCIOJHEHUS, KOTOpas MOXKET OBITh
IIOJITOTOBJICHA U coTJlacoBaHa cpenctBamu [1/1;

pericHue TePPUTOPHUATHHOU KOMHCCHH, IPHUKa3 npeacenaTens
TEPPUTOPHATBHON KOMHUCCHH I10 Pe3yJIbTaTaM HCITOJTHCHHS JIOKYMEHTA;

OTBET Ha BXOJAIIUI JIOKYMCHT;

OTBETHI OT OpraHW3aluii, B KOTOpHIE JOKYMEHT OBLI HAampaBliCH
JUI pacCMOTPEHUsI IO CYIIECTBY IIOCTABJICHHBIX B HEM BOIIPOCOB M OTBETa
3asBUTENIO;

HalpaBjeHUE OOpalieHusl B JAPYyTU€ OpPTraHM3aIlMd IS PacCMOTPEHUS
10 CYIIECTBY ITOCTABJICHHBIX B HEM BOIPOCOB U MOCIICIYIONMIET0 HHPOPMHUPOBAHUS
aBTOpa O pe3yJbTaTax pacCMOTPECHHUS.

10.12. JIokyMeHT HE CUUTAETCS UCIIOTHEHHBIM U OCTaeTCS Ha KOHTPOJIE:

€CIM OH HampaBlIsgeTcs B JPyrHe Opradbl WM  OpraHU3aIuu
Ul  PAacCMOTPEHMs] C LEIbI0 IIOJYYEHHS TEPPUTOPUAIBHOM KOMHUCCHEU
nHpopMaruu, HEOOXOIUMON JJIi PACCMOTPEHHUS IO CYIIECTBY ITOCTaBJICHHBIX
B JJOKyMEHTE BOIPOCOB. B cilyqae HEOOXOAMMOCTH TeppUTOpHATbHAS KOMHUCCHUS
uHdopmMupyeT 00 3TOM aBTOpa JOKYMEHTA,

€CIM OH HampaBlIseTcs B JPyrHe OpraHbl WM  OpraHu3aIuu
JUISL PAaCCMOTPEHHUS IO CYIIECTBY IOCTaBICHHBIX B HEM BOIPOCOB W OTBETa
3aSBUTEIIIO0 C TIOCIECAYIOMUM HH(OOPMHUPOBAHUEM TEPPHUTOPHUATILHON KOMHUCCHHU
O pe3ynbTaTax UCIIOTHCHHUS.

11. M3roroBjieHME U MCIIOJIHL30BAHME MeYaTeH U IITAMIIOB

11.1. Ins ymoCTOBEpEHMS MOJJIWHHOCTH JOKYMEHTOB WJIM COOTBETCTBUS
KOMHWI JTOKYMEHTOB TMOJUIMHHUKAM, IPOCTABICHUS OTMETOK O TMOJy4YEeHUH,

perucTpanyu JOKYMEHTOB B TEPPUTOPUATIBHON KOMHCCUHU HUCIIOJIB3YIOTCS MeYaTu
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¢ u3zoOpaxenueMm [ocymapctBeHHoro rep6a Poccuiickoit deneparuu (nanee —

repOOBbIE MIEYATH) U APYTHE MI€YaTH U HITAMIIBI.

11.2. 3roToBiieHne medaredl M IITaMIOB OCYILECTBISETCS MO YKa3aHUIO
npejaceaarens TEppUTOPUATbHON KOMHUCCHUU JTMOO B COOTBETCTBUM C PEIICHUEM
BBIIIECTOALLEH N30UPATEIbHON KOMHCCHH.

Itamnel ¢ (akCUMUIBHBIM BOCHPOU3BEIECHUEM MOJAINMUCU Ipelceaarens,
3aMECTUTENII  MNpeACeNarelis,  CeKpeTaps  TEppUTOPUATIBHON  KOMHUCCUU
U3TOTOBJSIIOTCS. 1O HMX TMOPYYEHMIO U MOTYT OBITh  HCIIOJIB30BAHbI
JUIs TIPOCTaBJIEHMsI Ha JAyOJMKAaTax M KONMSAX MOJNUCAHHBIX B YCTaHOBJIEHHOM
NOPSJIKE TOKYMEHTOB.

11.3. T'epboBasi meuyaTh TEPPUTOPHATBHOM KOMHUCCHUU IPOCTABISIETCS
Ha  (UHAHCOBBIX  JIOKYMEHTax, TapaHTUMHBIX  MNHCbMaX,  JOTrOBOPAX,
roCyJapCTBEHHBIX KOHTPAaKTaX JOBEPEHHOCTSX, U B JPYIUX MPETyCMOTPEHHBIX
3aKOHOJATEIBCTBOM CIIyYasX.

11.4. Ha pacchulaeMbIX KOINUAX PEUIEHUH TEepPUTOPUAIBHON KOMUCCHH,
IIPUKA30B MpeJceaaTess TEpPUTOPUATIbHON KOMUCCUH, HA NIAKETax IPH OTIIPaBKE
JOKYMEHTOB, IIpU O(OPMIICHUH JOKYMEHTOB Ha MPUEM TOBApHO-MaTepUaTbHbBIX
LEHHOCTE TMpocTaBiseTrcss TrepOoBas WM HMHAs TMe4aTh TEPPUTOPHATBHON
KOMUCCHH.

11.5. Tleyatn ¥ WITaMIbl MOAJIEKAT YYETy B OTACIBHOM >XypHalle ydeTa
neyarei 17} LITAMIIOB paboOTHUKOM anmnapara, OTBETCTBEHHBIM
3a JeJ0onpou3BoAcTBO. IleyaTw M ImTaMIbl BBLAAKOTCS IOJ HNOANKCH B XKypHaje
ydyeta newyared u wmramnoB. Ha »xypnane mnpocraBuserca otMmeTtka «/JCII»,
€r0 JIMCTBl HyMEPYIOTCS, IPOLINBAKOTCS U OIEYAThIBAIOTCS.

11.6. [leyaTn ¥ 1ITaMImbl JOJKHBI XPAHUTBCS B HAJEKHO 3aKPbIBAEMBIX
U OlleYaThIBAEMbIX B Hepabouee BpeMs cer(pax nim MeTalTnYecKux mkadax.

11.7. KoHTpoJdib 3a MPaBUIBHOCTHIO XPAHEHUS U HCMOJb30BAHUS IeYaTeu
¥ IITaMIOB OCYIIECTBISIET PAaOOTHUK amnmapara TeppUTOPUATBHOM KOMHUCCHUH,

OTBETCTBCHHBIN 3a ACIOIIPOU3BOJACTBO.
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CBepKa HaJW4us MedyaTed M IUTaMIIOB OCYHICCTBICTCA IIpEaAcCCaaTCiICM

TEPPUTOPUAIIBHONM KOMUCCHH OJMH pa3 B FOJ.

11.8. Ilpumenie B HErOJHOCTh I€YaTH W INTAMIIbl YHUYTOXKAIOTCS,
O YeM COCTaBIIIETCS aKT, a B JKypHaje ydeTa IeyaTell M IITaMIIOB CTaBUTCS
COOTBETCTBYIOIAsl OTMETKA.

YHUYTOKEHHE IPOU3BOAUTCS IIOCJIE YTBEPXKACHUS aKTa IpeiceaareiieM
TEPPUTOPUAIBHOM KOMHUCCHH. MeTalsInyeckue IeyaTH YHUYTOXKAIOTCS ITyTeM
IOJIHOTO CIIMJIMBAHUS TEKCTa WM ONUJIMBAHUS JBYMsI MIEPEKPECTHBIMU JIMHUSIMU,
Kay4yKOBBI€ I1€YaTH U IITAMIIBI Pa3pe3atoTCs Ha MEJIKUE YACTH WU COKUTAOTCS.

11.9. O6 yrepe meyaTH WIM IITaMIa HE3aMEMJIUTEIBHO CTaBUTCA
B U3BECTHOCTB IIPEACENATEND TEPPUTOPUATBHON KOMUCCHUH.

12. ®opmupoBaHue Ae] U Nepegadya ux B apXuB

12.1. CocraBnenue u yTBep>KJIeHUE HOMEHKIIATYPHI JIe]I.

Homenknatypa nen npenHasHaueHa s (OPMUPOBAHMS HMCIOJHEHHBIX
JIOKyMEHTOB B Jena (dJEKTPOHHbIE Jelia), CUCTEMaTH3aluu | YydeTra Jell,
OTpEICNICHUS] CPOKOB UX XPAHEHUSI U SIBJIAETCS OCHOBOM JJISI COCTABIICHUS OMUCEH
JieJl TOCTOSSHHOTO U JOJITOBpEMEHHBIX (CBhImIe 10 J€T) CpPOKOB XpaHEHUs,
B TOM YHCJE IO JIMYHOMY COCTaBy, aKTOB O BBIJCICHUM K YHUYTOKECHUIO
JIOKyMEHTOB C HCTEKIIMMH CpPOKaMM XpaHCHHWS, a Takke Uil ydeTra el
B JIETIONPOU3BOJICTBE.

B HOMeHKnaTypy Aen MOTryT BKIIIOUAThCSI 3aroJIOBKH €N, OTPaKaroIIue
NEeATEeILHOCTh TEPPUTOPUATHLHON KOMHUCCHHM, B TOM UYHCJE JIMYHBIE Jena,
CIIPABOYHBIE M YYETHBIC KAPTOTEKU U JPYTUE YUETHBIE (POPMBI.

He BxmrowaroTcs B HOMEHKJIATYPY €7 TEPUOAUYECCKUE W3IaHMS, KHUTH,
OpOITIOPHI.

3aroJIOBOK JIeJIa JIOJDKEH YETKO M B 00001meHHOM (opMe OTpakaTh OCHOBHOE
cojepkaHWEe U COCTaB JOKyMeHTOoB. He momyckaercs ymnoTpebiieHUE
HEKOPPEKTHBIX (DOPMYIUPOBOK, BBOJAHBIX CJIOB U CIOKHBIX 00OPOTOB.

IIpu cocTaBieHUM HOMEHKJIATYphl JAEl CIeAyeT PYKOBOACTBOBATHCS

pErJIaMEHTOM TEPPUTOPUAIBLHON KOMUCCUH, [IepedHeM TUTIOBBIX YIIPABJICHYECKHUX
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APXUBHBIX AOKYMCHTOB, 06pa3y}01u1/1xc;1 B IIponecce ACATCIIbHOCTH

roCy/1apCTBEHHBIX OPraHOB, OPTaHOB MECTHOTO CaMOYIPaBJICHUSI U OpTraHU3alNi,
C YKa3aHHEM CPOKOB XpaHEHUs, YTBEPKICHHbIM IpukazoMm DenepanbHOro
apXUBHOTO areHTCTBa oT 20 Jekaops 2019 rojga Ne 236
(nanee — Ilepeuenn), [IpaBunamu opraHu3anuu XpaHEHUs, KOMILJIEKTOBaHMS,
ydeTa ¥ UCI0JIb30BaHUsl IOKYyMEeHTOB ApxuBHOTO (hoHaa Poccuiickoit denepanuu
U IPYTUX apXUBHBIX JOKYMEHTOB B TOCYJapPCTBEHHBIX OpraHax, OpraHax MECTHOTO
CaMOYIIPaBJICHUS M OpraHU3alusX, YTBEPKICHHBIX Mpukazom dDenepanbHOTO
apxuBHoro areHtcrBa oT 31 wurons 2023 roma Ne 77, mopsiiKkamMu XpaHEHHUS U
nepefayd B apXUBBI  JIOKYMEHTOB,  CBSI3aHHBIX C  MOJTOTOBKOM
U MIPOBEICHUEM BBIOOPOB, YTBEPKICHHBIMU UK Poccun
u Cankr-IlerepOyprckoil M30MpaTeNbHOM KOMHUCCHHM, HOMEHKJIATypamH JIeJl
TEPPUTOPUATIBHON KOMHUCCHUU 32 MPEIIIESCTBYIONINE TOJIbI.

[Ipu moAroTOBKE HOMEHKJIATYPHI JIeT HEOOXOJAMMO YYHUTHIBATh XapaKTep
BBIOOPOB, MPOBOJUMBIX B IIPEACTOSIIIEM TOTY.

HoMmenknatypa Jnen TEppUTOPUAIBHONM KOMHCCHUM Ha MPEACTOSAIIUNA
KaJICHJApHBIA TOJI COCTaBIsieTCS paOOTHUKOM amnmapara, OTBETCTBEHHBIM
3a BEICHHUE [IeJIONPOU3BOJICTBA, B TIOCIEAHEM KBapTajie TEKYIIEro Troja,
COTJIACOBBIBAETCS C CEKPETAPEM TEPPUTOPUATLHON KOMUCCHH, PACCMATPUBAETCS Ha
3acelaHn JKCIIEPTHON KOMUCCUU TEPPUTOPUATIBHON KOMUCCUU, COTJIaCOBBIBACTCS
c cekperapem Cankrt-IlerepOyprckoit n3dHupaTreIbHON KOMUCCHUM, YTBEPKIACTCS
npeacenaTeneM TEPPUTOPUATIBHOM KOMMCCHUU
Y BBOJIMTCSA B JICKCTBHE ¢ | sTHBaps cieayrolero roja (nmpuioxkenue Ne 12).

Homenkiiatypa nen He pexe OJHOro pa3za B MSTh JIET YTBEPKIAETCA
AKCTIIEPTHO-NPOBEPOYHOM METOIUYECKON KOMHCCHUEH (manee — OIIMK)
Cankrt-IlerepOyprckoro roCyJ1IapCTBEHHOTO Ka3eHHOTO YUPEKICHUS
«llentpansubiii  rocynmapctBennbii  apxuB  Cankt-lletepOypra»  (manee —
LI'A CII6).

B ciyyae BOZHMKHOBEHHSI B T€UEHUE rofia HOBBIX JEJ OHH JIOTIOJHUTEIBHO

BHOCATC B YTBCPIKICHHYIO HOMCHKIIATYPY ACJI B YCTAHOBJICHHOM BBIIIC ITOPSAAKE.
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IIo oxoHuYaHMHU KaJICHAapHOI'0 roga pa6OTHI/IK alirapara, OTBETCTBEHHBIN

3a BEJCHUE JIeJIONPOU3BOJICTBA, B KOHIIE HOMEHKJIATYPhl JE€HI COCTaBISET
UTOTOBYIO 3allUCh O KOJMYECTBE 3aBEACHHBIX Jed (TOMOB, 4acTeil), OTAEIbHO
MOCTOSTHHOTO M BPEMEHHBIX CPOKOB XpaHEHUs Ha OyMa)XHOM HOCHUTENe
U O KOJIMYECTBE 3aBEJACHHBIX DSJICKTPOHHBIX JI€J1 MOCTOSHHOTO M BPEMEHHBIX
CPOKOB XpaHEHHMS, a TAaKXKe 3aMO0JHIET Tpady 3 HOMEHKIATYpPHI.

Cpok xpaHeHUs] JOKYMEHTOB YKa3bIBA€TCS B HOMEHKJIAType JIeNl CO CChUIKOM
Ha cTaTthio llepedHs uiM MHOM HOPMATUBHBIM MPABOBOW aKT, YCTAaHABJIMWBAIOIINMN
CPOK XpaHeHUs1 JOKyMeHTa. CpOK XpaHEHUsI TOKYMEHTOB, HE YKa3aHHBIX B JAHHOM
[lepeune, ycrtanaBnuBaercs mno coryacoBanuto ¢ Caskr-lletepOyprekoi
nzouparenpHoit komuccuent u SIIMK LIT'A CII6.

Ucuncnenune CPOKOB XpaHeHUs JIOKYMEHTOB, 3aKOHYEHHBIX
JIEIIOMTPOU3BOJCTBOM B TEKYIIEM 'Oy, HAUMHAETCA C | sTHBapsl CIEAYIOLIEro roja.

TepputopuanbHas KOMHCCHS TaKKe BIpaBe pa3paldaThiBaTh THUIIOBBIC
W/WJIA IPUMEPHBIE HOMEHKJIATYPHI JEJ 1JI1 y4aCTKOBBIX U30UpaTebHBIX KOMUCCHUH.

12.2. OdbopmiieHre  JTOKYMEHTOB, 3aKOHUEHHBIX  JIEJIONPOU3BOJICTBOM,
dbopMHpoBaHUE U TEKYIIEE XpaHEHHUE JeJl B TEPPUTOPHATHHON KOMHUCCHH.

3aKOHYECHHBIEC JIEJIONPOU3BOACTBOM JIOKYMEHTBI ohopMIISIOTCS
B COOTBETCTBHHM C TpeOoBaHUsSMH WHCTPYKIIMHU, CIHCHIBAIOTCS MpejceaaTesieM
TEPPUTOPUAITBHON KOMHUCCHUH B J1€J10. [[pr 5TOM B HM>KHEN YaCTH JIMLIEBOM CTOPOHBI
MEPBOTO JINCTA JJOKYyMEHTa Ha CBOOOIHOM OT TEKCTa MECTE CTABUTCSI OTMETKA O €T0
WCIIOJTHEHUH, AENaeTcsl HaAnuCh «B 1eno», MOXKeT yka3bIBaTbCsi HOMEP Jeja Mo
HOMEHKJaType W  jara  cnucaHusi. [lpy  HEoOOXOAMMOCTHM  OTMETKa
00 WCHOJIHEHUH MOXKET OBbITh cjellaHa Ha OOOPOTHOM CTOPOHE IMEPBOTO JIHCTA
TOoKyMeHTa. B perucrpanvonHyro (opMy BHOCHUTCS OTMETKa O CIHCaHUU
JIOKYMEHTA B J€JI0 C YKa3aHHUEM HOMEpaA Jiejia COTJIACHO HOMEHKJIAType Jell.

HcnonHeHHble  TOKYMEHTHI  (POPMHUPYIOTCS  paOOTHUKOM  ammapara,
OTBETCTBCHHBIM 3a BEJCHHUE JICJIONMPOU3BOJACTBA, B Jiela B COOTBETCTBUU

C YTBEPXKIACHHOW HOMEHKIIATYPOU JE.
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I[CJ'IO CUUTACTCA 3aBCACHHBIM C MOMCHTA BKIIOYCHHMSA B HETO IICPBOIO

MCIIOJTHEHHOTO JOKYMEHTA.

3aKOHUYEHHBIE JIETONPOU3BOACTBOM JIEKTPOHHBIE TOKYMEHTHI (POPMUPYIOTCS
pabOTHUKOM  ammapara, OTBETCTBEHHBIM 3a BEJCHHME JIEJIONPOU3BOJICTBA
B BJICKTPOHHBIE Jiefia (anku, TMPEKTOPUHN) B COOTBETCTBUU C HOMEHKJIATYPOU JIeT.

[Ipu dopmupoBaHuu Jena MOPOBEpSETCS MPaBUIBHOCTh  OTHECEHHMS
JIOKYMEHTOB B JTAHHOE JIeJI0, Ka4eCTBO 0(OPMIICHUS i KOMIJIEKTHOCTh TOKYMEHTOB,
HaJIU4ue MOJIMUCEH, BU3, pPErUCTPaIMOHHBIX HOMEPOB, CIPaBOK
WIK OTMETOK 00 WCIOJIHEHWH, CIHCAHUM B JeJI0 W JApyrux. HempaBuiibHO
Oo(OpMIICHHBIE JTOKYMEHTBI JOJKHBI OBITh JT00(OPMIICHBI, a 3aT€M IOMEIECHbI
B JIETIO.

He nomyckaercst momeleHne B A0 AOKYMEHTOB, COJIEPYKAHUE KOTOPBIX
HE COOTBETCTBYET 3aroJiOBKY Jiea.

[Tpu popMupoBaHuM J1€7 COONIOAAIOTCS CIIEAYIOIINE TPEOOBAHMUS

JIOKYMEHTBI MOCTOSIHHOTO M BPEMEHHOTO0 XpaHEHUs (HOpMHUPYIOTCS B Jeia
pa3AeibHO;

B JICJI0 BKJIIOYAIOTCS TOJIBKO HCIIOJIHEHHbBIC, MPAaBHIBHO O(OpMIICHHBIC
JIOKYMEHTBI B COOTBETCTBUU C 3arojIOBKaMU JieJ B HOMEHKJIAType;

BCE€ JIOKYMEHTBI, OTHOCSIIUECS K PEHICHUIO OJHOTO BOIpoca, POpMUPYIOTCS
B OJIHO JIEJIO;

JOKYMEHTBI, TOJIEKAIE BO3BPATY, B €0 HE MOMEIIAIOTCS;

B JIEJ0 IOMEIIAETCS TOJBKO OJIMH SK3EMIUISIp JOKYMEHTAa, YE€PHOBUKHU
Y BapUaAHTHI MPOEKTOB JOKYMEHTOB B JI€JIO HE MOIIMBAIOTCS (32 UCKIIIOUCHUEM TEX,
Ha KOTOPBIX HMMEIOTCS BH3bl, YKa3aHUS IO WUCIOJHEHHIO JTOKYMEHTOB M APYrue
OTMETKH, JIOTIOJTHSIOIINE TTIEPBBIM dK3EMIUID);

B JICJIO BKJIFOYAIOTCS, KaK MPaBUJIO, IOKYMEHThI OJHOTO KaJeHJapHOTO Troja
(MCKIJTIOUEHHE COCTABIISIOT JIMYHBIC U TTEPEXOIAIINE Aeia);

00beM (POopMHUPYEMBIX JIe]1 TOCTOSTHHOTO XPaHEHUSI U TIO IMYHOMY COCTaBY HE
JOJKEH TnpeBblath 250 nmuctoB (3—4 cM TONIIMHBI KOPEUIKa Aea), TOJNIUHA e

BPEMEHHBIX CPOKOB XpaHEHUs He JokHa rpeBbimath 10 cm. [Ipu 6onbmiem oobeme
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JOKyMEHTOB B jene  (oOpMHpyeTCs  HECKOJbKO  TOMOB  (4acTeil).

[Ipn Hamuuuu B Je€ HECKOJBKMX TOMOB (YacTeil) MHAEKC M 3arojoBOK Jena
IPOCTABJISIIOTCS Ha KaXKJI0M TOMeE ¢ jo0aBieHneM o0o3HaueHuid «Tom 1», «Tom 2»
U T.J.

DONeKTpOHHBIE JOKYMEHTBI Ha TOMa M YacTH HE Pa3lesstoTCs.
Bce 5snekTpoHHBIE JOKYMEHTBI, OTHOCAINMECS K OJHOMY HOMEHKIJIATypHOMY
UHJIEKCY, HE3aBUCUMO OT UX 00bEeMa, BKIFOUAIOTCS B OHO 3JIEKTPOHHOE JIEIIO.

B ciyyae HE0OXOAMMOCTH JOKYMEHTBHI IO OJHOMY M TOMY K€ BONpPOCY,
HO C pa3jiuyHbIM CpPOKOM XpPaHEHUS MOIYT HAaXOJIUTbCS B OJHOM JEJie
70 KOHIIa TEKYILEro roja Win 0 3aBEPLICHUs UCIOJIHEHUs JNOKYMEHTa, a 3aTeM
nepeopMUPOBBIBAIOTCS B Ji€ja OCTOSHHOTO U BPEMEHHBIX CPOKOB XPAHEHHUSI.

B neno BkiIOYArOTCS BCE JOKYMEHTHI MO KOHKPETHOMY BONPOCY BMECTE
C IPUIIOKEHHUSIMH, YKa3aHHBIMH B TEKCTE JOKYMEHTA, TIPX OTCYTCTBHUH MPUIIOKECHUH,
YKa3aHHBIX B TEKCTE IOKYMEHTA, UCIIOJIHUTEIb 00513aH OPraHu30BaTh UX PO3bICK U B
ciyJae 1754 oOHapyKeHus chopMHUPOBAThH B hi () (! BMECTE
C JIOKyMEHTOM, K KOTOPOMY OHHU mpuiaratorcsi. Ecim po3bICK JOKYMEHTOB el
MOCTOSIHHOTO WJIM JIOJITOBPEMEHHBIX CPOKOB XpaHEHHs, B TOM YMCJIE MO JUYHOMY
COCTaBy, HE€ Jal  I[OJIOKUTEIbHBIX  pE3yJIbTaTOB,  COCTABIIAETCS  aAKT
0 HEOOHAPYKEHUU JTOKYMEHTOB, ITyTH PO3bICKa KOTOPBIX UCUEPIIAHBI.

JIOKyMEHTBl ~ BHYTpU  JieJa  pacloyiaralorcs B XPOHOJOTHYECKOM
WJIA BOMPOCHO-JIOTUYECKON MOCIIEI0BATEIbHOCTH MIIM UX COUETaHUH.

HopMatuBHblE U OpraHM3allMOHHO-PACIOPAIUTENbHBIE  JIOKYMEHTHI
C OTHOCSAIIMMHCS K HHUM MPWIOKEHUSMU TPYNIUPYIOTCA B Jela 1O BUAAM
JIOKYMEHTOB U 110 XPOHOJIOTHH.

IIpoToKOBI 3aceaHuil TEPPUTOPUATIEHON KOMUCCHH PACIIONIAraroTCs B JIENe
N0 XPOHOJIOTUU B TMOPSAKE BO3pacTaHUsi HOMEpPOB. JIOKyMEHTHI K 3aceIaHHIo
TEPPUTOPHUATIEHON KOMHCCHH ITOMENIAIOTCS MOCIE COOTBETCTBYIOIIErO IPOTOKOJIA B
HOPSKE PACCMOTPEHUS BOIIPOCOB HA 3aCEAAHUU.

[Tonoxenus, UHCTPYKIUH, YTBEPXKICHHbIC pacnopsiAUTENbHBIMU

JAOKYMCHTAMM, ABJIANOTCA TMPHIIOKCHHUAMU K HHUM MW TIPYHIIUPYROTCS BMCCTC
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C YKa3aHHBIMH TOKYMCHTAMM.

[limanoBast 1 OTYETHAS TOKYMEHTAMs HE3aBUCUMO OT JAThl €€ COCTABIICHUS
BKJIFOYAETCS B JIE€JI0 TOTO rojia, K KOTOPOMY OHa OTHOCHTCS.

IIpu nHeoOxomumoctu B jaene «llepernucka» ucXonsmuii (OTBETHBIN)
JOKYMEHT TIOMEMIaeTcsl mocie BXopsamiero. [Ipu BO30OHOBICHUHM TMEPEHTUCKA
110 BOMPOCY, HAYABILICKUCS B MPEABIAYIIEM TO1Y, JOKYMEHTHI BKJIIOYAIOTCS B JICJIO
TEKyIIEr0o roja M YKa3blBa€TCS HMHIEKC TOTO Jejla 10 HOMEHKJIAType el
MNPEIbIAYIIEro TojJa, B KOTOPOM HaXOMSTCA IMPEAIICCTBYIONIME JOKYMEHTHI
110 3TOMY BOIIPOCY.

OOGpamieHust rpaxkaad M JOKYMEHTHI MO UX PACCMOTPEHUIO (POpMHUPYIOTCS
B OT/AcHbHBIC nena. OOpalieHus, JOKyMEHThI M0 WX PACCMOTPEHHUIO COCTaBIISIIOT
B JIEJIE CaMOCTOATENIbHBIC TPYNIbl W MOMEMIAIOTCS B JI€Jla B COOTBETCTBUHU
C HOMEHKJIATYpPOU JIe]T TEPPUTOPHUATIBHON KOMUCCHH.

[Ipu dbopmupoBaHuu jaeia U3 HECKOJIBKMX TOMOB (4acTei), KpoMe OOIIero
3aroJioBKa nena npu HEOOXOIMMOCTH COCTAaBJISIIOTCS 3aroJIOBK1
Ka)XJIOro ToMa (4acTH), yTOUHSIOIIME COAep)KaHNuEe TOMOB (JacTeil) mena.

B nmemax, HaxomAmmxcs B JEJIONPOU3BOJACTBE, JTOKYMEHTBHI TEKYIIETO roja
pacrojiaraloTcss IO XPOHOJOTMM CHHU3Yy BBEpPX IO Mepe TMOCTYIUICHHUS.
[Ipy moaroroBke K caade B apXWB Jejda C JOKYMEHTaMH IOCTOSIHHOTO
U JI0JITOBpeMEHHBIX (CBhIIe 10 JIeT) CPOKOB XpaHEHUs mNepedhOopMHUPOBBIBAIOTCS
B 00paTHOM TOPSJIKE: TOKYMEHT, IMTOCTYIUBIINN B KaJ€HIAPHOM IOy TOCIICTHUM,
JIOJDKEH OBITh BHHM3Y JIejla, a NEpBbIH JIOKYMEHT KaJICHIApHOTO Tojla — BBEPXY,
MIEPBBIM.

Jlena ¢ MOMEHTa WX 3aBEJICHUS W J0 Mepefayd B apXUB WIM YHUUTOXKEHUS
B CBSI3U C MCTEUCHHEM CPOKOB XpaHEHUSI HAXOJATCS y Tpejcenarenis (cekperaps
uiu pabOTHHMKA arfmapara, OTBETCTBEHHOI'O 3a BEJCHUE JEIOMPOU3BOJICTBA)
TEPPUTOPUATIBHON KOMHUCCHH.

OJIEKTPOHHBIE  JOKYMEHThI  (OPMUPYIOTCSI B DJIGKTPOHHBIE  Jeja
B COOTBETCTBMHA C HOMEHKJIATypou Jeia. B HOMEHKnarype Oen yKa3bIBaerTcs,

YTO JIEJI0 BEIETCS B JJIGKTPOHHOU (opme. DIEKTPOHHBIC TOKYMEHTHI TOCIe
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HNX HCIIOJIHCHHUA HIIM OTIIPABKH IIOAJICKAT XPAHCHHIO B HI[ B TCUYCHHC CPOKOB,

IPEeIyCMOTPEHHBIX [JI AHAJIOTMYHBIX JIOKYMEHTOB Ha OyMa)KHOM HOCHTEIE.
B cnyuae ecnum gena mpeiacTaBieHbl Ha OyMaKHOM HOCHUTENE M B (opme
AJIEKTPOHHBIX JJOKYMEHTOB («THOPUIHOE AEJI0») U HE UMEIOT 3JIEKTPOHHOTO 00pas3a
B coorBercTByromenn  PYK, TO OHUM  IIOMJIE)KAT  CKAaHUPOBAHUIO
C HOCIEAYIOLUUM IMPUCOECAUHEHUEM 3JIEKTPOHHOTO 00pa3a B COOTBETCTBYIOLIYIO
PVK.

B HOoMeHKnaType Aen 3JeKTPOHHOE JIEN0 M J1e]10 Ha OyMa)KHOM HOCHUTEIE
OTpaXKaroTCsd Kak JBa TOMa, MMEIOIIME OJIMH 3aroJIOBOK M CPOK XpaHEHUS.
K MHIIEKCY AJIEKTPOHHOIO JeNa MPUOaBISETCS JIUTEPa «I».

IIpoTokosbl 3acelaHuil, PEIICHUSA TEPPUTOPUAIBHOW KOMUCCHUH, CIHUCKHU
MIPUTJIALICHHBIX, MPUJIAraéMble K IPOTOKOJY NOMJIMHHBIE JK3EMIUISAPHI PEIICHUN
C COOTBETCTBYIOIIMMU IPUIIOKEHUSAMH, IPOTOKOJBHBIE MMOPYYECHUS, JOKYMEHTHI,
IIOCIY)KMBIIME OCHOBAHMEM JUII PAaCCMOTPEHMS BOIpOCAa Ha 3acelaHuu
TEPPUTOPUATIBHOM ~ KOMHUCCUH, pacliM(ppOoBaHHAs  ayIHMO3alKMCh  3aceJaHus
(Ipu ee HaIM4MU), 10 MEPENAYU B apXUB HAXOAATCA y npeacenaTens (paboTHUKA
afnmaparta, OTBETCTBEHHOIO 3a BEJICHUE JEJIONPOM3BOJCTBA) TEPPUTOPUATIBLHOM
KOMMCCHU.

3a COXpaHHOCTh JOKYMEHTOB M JEJI OTBETCTBEHHOCTh HECET IPEACENaTelb
TEPPUTOPUATIEHON KOMHUCCHH.

Jlena MOKHBI HaxXOOUThCsl B paboueld KOMHATe WIM B CHEHAJIbHO
OTBEJICHHOM I ATOM 1IeJIM MOMEIICHUH U XPAHUTHCS B 3alIUPAIOIIUXCS 1IKadax,
MPEAOXPAHAOIIUX JOKYMEHTHI OT MBUIH U BO3JIEUCTBUS COTHEYHOTO CBETA.

B memsix ofOecrneueHuss ONEpaTUBHOIO IOMCKAa JOKYMEHTOB Jela
pacmnosiararorcsi B COOTBETCTBMM C HOMEHKJIATypOW [€JI, KOIHS KOTOpPOH
Py HEOOXOIMMOCTH, TOMEIIAETCSl HAa BHYTPEHHEW CTOpOHE IBEpIIbl MKada.

Ha xopemikax o010xeK Jieya yKa3bIBalOTCs MHJIEKCHI JIeJl IO HOMEHKIIaType
Jen.

Jlena, Haxomfmuecs Ha TEKyIIEM XpaHEHHMM, Mojuexar ydery. llepen

nepenadyer  JOKYMEHTOB B apXWB  IPOBOJUTCS  IMPOBEPKA  HAJIUYUA
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N COCTOSAHUA JOKYMCHTOB U J€J1 B LICJIAX YCTAHOBJICHU A (l)aKTI/I‘{CCKOFO HaJIn4uAg €11

Y COOTBETCTBUS UX KOJIUMYECTBY, YUCIISIIIIEMYCS IO HOMEHKJIATYpE AEI.

[IpoBepka HalIU4YUsi M COCTOSIHUS JIOKYMEHTOB M [l MPOBOJIUTCA
py MEepeMElIEHU Jiell, BO3BpaTe JeJ, CMEHE Ipejcenaresss TeppUTOopUaIbHON
KOMHCCHH, TIepe]] Iepeadeii B apXuB.

[IpoBepka MPOBOAMUTCS TMyTEM CBEPKU CTATed HOMEHKJIATYphl el
C OMHMCAHKEM JIe]T Ha 00JIOXKKE, a ((U3NIECKOE COCTOSHHE NI OTPEALISCTCS MyTeM
X BH3yaJIbHOTO TpocMoTpa. Bce oOHapykeHHbIe HEIOCTATKH (DUKCUPYIOTCS
B aKT€ MPOBEPKU HAJMYMS U COCTOSTHUS JelI.

B cmywae yrTpaThl JIOKYMEHTOB W Je€Jd HPOBOJUTCS  CIIy>KeOHOE
pacciieoBaHue, MO pe3yjibTaTaM KOTOPOrO JIMIIO, BUHOBHOE B YTpaTe, HECET
OTBETCTBEHHOCTh B  yCTaHOBJIEHHOM  mopsiake. [IpuHumarorcss  Mephl
10 3aMEIICHUIO0 YTPAYEHHOTO JOKYMEHTA 3aBEPEHHOM KOTHEH (110 BO3MOXKHOCTH).

Ecnu  ornenbHble JOKYMEHTBI, YK€ BKJIIOUCHHBIE B JI€JI0O, BPEMEHHO
TpeOyloTCs AJis pabOThl, OHM MOTYT OBITh BBIJAHBI M3 Ji€Jla, a Ha UX MECTO
BKJIQ/IBIBAETCS JIUCT-3aMECTUTEND C YKa3aHUEM, KOTJa, KOMY M Ha KAKOW CPOK BbIJIaH
JIOKYMEHT.

12.3. DkcnepTr3a MEHHOCTH IOKYMEHTOB.

DKcnepTu3a HEHHOCTH IOKYMEHTOB IIPOBOJIUTCS AJI1 YCTAHOBJICHUS] HAYYHOM,
HUCTOPUYECKOM W TPAKTUUYECKON 3HAYMMOCTH JTOKYMEHTOB, OOpa30BaBIIUXCS B
npoiiecce NEeSATENbHOCTH TEPPUTOPUATIBHON KOMHCCHH,
C IIeJIbIO 0TOOpA UX IS JATbHEHIIIEr0 XpaHEHUs UM YHUUYTOKCHHUS.

DKcIepTr3a IEHHOCTU JIOKYMEHTOB TMPOBOAMUTCS TMPU  COCTABJICHUU
HOMEHKJIATyphl JIeJ, B Tpoiiecce (GOpMUpOBaHHS Ji€7, MPU TOJATOTOBKE JIeT
K Iepegaye B apXWB, MPU BBIJCICHUM K YHUUTOXEHUIO JEJ, JJICKTPOHHBIX
JIOKYMEHTOB, HE MOJIJICKAITUX XPAHCHHUIO.

JInst paccMOTpeHHUsI MPOEKTOB HOPMATUBHO-METOJAMYECKUX JOKYMEHTOB
M0 BOIMpOCaM JAEJONPOU3BOACTBA M APXUBHOIO Jeja, OMUCEH JIeJI TMOCTOSIHHOTO
U TOTOBpeMEHHBIX (CBBIIe 10 JIeT) CPOKOB XpaHEHUs, AKTOB 00 YHUUTOKEHUH JIETT

N OTOKYMCHTOB, HC HMCHOHIUX HaquOﬁ OCHHOCTH M IIPAKTHYCCKOI'O 3HAYCHMHA,



73
IIPpHUKAa30M IpeACCaaTCIIA TeppHTOpHaHBHOﬁ KOMHUCCHH CO3JacTCA OKCIICPpTHAsA

komuccus (nanee — DK).

B ee dbyHKIMHM BXOAUT pacCMOTPEHUE U COTIACOBAHME HOMEHKJIATYPHI el
TEPPUTOPUATIEHON KOMHUCCHUHU.

B cocrap DK Moryr BKIIOYATBHCS WIEHBl TEPPUTOPUATIBHON KOMUCCHH,
IPpaXKIAHCKHE CITyKallue amnmnapara TEPPUTOPUAIIEHON KOMHCCHH,
1o corjacoBaHuio pabotHuku ammapara Cankrt-IletepOyprckoit nzbuparenbHOU
KOMUCCHHU.

[Ipy mnpoBeneHHHM SKCIEPTU3bl LIEHHOCTH JOKYMEHTOB OCYLIECTBIIETCS
0TOOp /€]l MOCTOSTHHOTO M JIOJTOBPEMEHHBIX (CBbIIe 10 JI€T) CPOKOB XpaHEHHS,
B TOM YHCJIE 110 JUYHOMY COCTaBY, OTOOp A€l C BpEMEHHBIMU CPOKAMU XPAHEHUS,
MOJUIEKAIINX XPAHECHUIO, BBIICICHUE K YHUYTOXKEHUIO JAEN, CPOKH XPAHEHUS
KOTOPBIX MCTEKJIH. IIpu 3TOM OTHOBpPEMEHHO MPOBEPSAIOTCS KA4ECTBO M MOJHOTA
HOMEHKJIATypbl JI€Jl, TNPaBWIBHOCTb ONPEICICHUS CPOKOB XpaHEHUs e,
JOKYMEHTOB.

OKcnepTh3a LEHHOCTH JOKYMEHTOB OCYILIECTBIISICTCA IIYTEM IOJHUCTHOTO
npocMotrpa Jnen. He nomyckaerca oTOOp JOKYMEHTOB Ui XpaHEHUS
WJIM K YHAUYTOKEHUIO TOJIBKO HA OCHOBAHUU 3ar0JIOBKOB JIEIL.

OTOOp  DNEKTPOHHBIX  JIOKYMEHTOB  JJs  [epeladyd B apXuB
MOXET OCYIIECTBIATbCS B aBTOMAaTU3UPOBAHHOM pEXHME MyTeM O0TOOopa
nokyMeHToB B I/ mo npusnakam «MHaekc aena», «Cpok XpaHEHUSD.

JIOKyMEHTBI, YTPATHBIIME NPAKTUYECKOE 3HAYEHHE M HE HMEIOIIHE
VUCTOPUYECKOM WJIM HAYYHOM LIEHHOCTH, IO UCTEYEHUU YCTAHOBJIIEHHBIX CPOKOB
XPAaHEHMS MOJIEKAT YHUUTOKEHUIO 110 aKTy.

AKTBI O BBIICJICHUU K YHUYTOKEHUIO JE1 U JOKYMEHTOB PaCCMATPUBAIOTCS
Ha 3acegaHusx OK OJHOBPEMEHHO C ONUCAMHU [IeJl. YHUUTOXKEHUE el
Y JOKYMEHTOB JI0 YTBEPKACHUS aKTOB 3aIpELIAeTCs.

[To pe3ynpTaTaM sKCepTU3bl HEHHOCTH TOKYMEHTOB PaOOTHHUKOM arapara,
OTBETCTBEHHBIM 3a BEJCHUE JIEJIONPOU3BOICTBA €KETOJHO COCTABIIIIOTCS CBOIHBIE

OITNCH A€ ITIOCTOAHHOTI'O u JOJITOBPCMCHHBIX
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(cBpimie 10 7€T) CPOKOB XpaHEHUS M MO JMYHOMY COCTaBy (IIPHIIOKEHUS

NeNe 13,14,15), a Takxke akThl O BBIACICHHM K YHHYTOKCHUIO JIOKYMCHTOB,
HE MOJUIeXKAMX XpaHeHHU!o (Tpriioxenue Ne 16).

Onucu gen MOCTOSIHHOTO M JOJTOBpeMeHHBIX (cBbimie 10 7eT) cpokoB
XpaHEHHUs, a TakKe akTbl O BBIJCICHUA K YHUYTOXKEHUIO JOKYMEHTOB,
HE MOJUIeKAIINX XPaHEHUI0, paccMaTpuBaroTcs Ha JK.

Onucu fien, JOKYMEHTOB TIOCTOSIHHOTO CpOKa XpaHEHUs U aKThl
O BBIJICTIEHUY K YHUUTOKEHUIO JOKYMEHTOB, HE MOJIEKAIINX XPAHEHUIO, MOIJIEHKAT
yTBepxkaeHuI0 LleHTpanpHoi 3KcnepTHO-TIpoBepouHor komuccuu (nanee — [{DI1K)
ApXHUBHOTO KOMHUTETA Canxrt-IletepOypra, a OIIACH nel
no JuuHoMy coctaBy — yTBepxkaeHno DIIMK LII'A CII6. Ilocne yrBepxkacHus
LDIIIK ApxuBHoro komuteTa CankT-IleTepOypra onucu Jen u akThl O BbIACICHUN
K YHMUYTOXXEHUIO JOKYMEHTOB, HE TMOJJIEKAIIUX XPAHEHUIO, YTBEP>KIAIOTCS
npeaceaaTeaeM TEPPUTOPUATIBHON KOMUCCHH.

UepHOBUKM W  PYKONMCH TMOJTOTABIUBAEMBIX JOKYMEHTOB, KOIUHU
WH(GOPMAIIMOHHBIX M JIPYTUX MaTepHalioB, HE TMOJIekKAIINX BKIIOYEHUIO
B HOMEHKJIATYpYy [I€J], IO MHUHOBAaHHHM B HHMX HAJIOOHOCTH MOTYT YHUYTOXATHCS
0€e3 coCcTaBJICHUS aKTa.

[leperner (moammMBKA) M€ MPOM3BOAUTCA TOJIBKO TOCIE MPOBEACHUS
AKCTIEPTU3BI LICHHOCTH IOKYMEHTOB.

12.4. Odopmnenue ned.

Hena, mojuiexamniye Tmepeiaadye Ha XpaHEHHWE B apXWB, JODKHBI OBIThH
0(OpMJIEHBI COOTBETCTBYIOILIUM 00pa3oM.

OdopmiieHue aena BKIIOYAET B ce0s1 MPOBEPKY CUCTEMATU3AIMH TOKYMEHTOB
BHYTpPH JIeJla, HyMEpalluio JIMCTOB, COCTABJICHUE BHYTPEHHEH OMUCH JIOKYMEHTOB
nema (mpwioskenne Ne 17), nwmcra-3aBeputens jaena (npuiaokenue Ne 18),
odopMIIeHUE PEKBU3UTOB O0JIOKKHU, TTOAIINBKY (TIEPEIUIET) Jea.

B 3aBHCHMOCTH OT CPOKOB XpaHEHHS MPOBOJIUTCS MOJTHOE WM YaCTUYHOE
odopMIICHHE JIC]I.

Jlena MOCTOSIHHOTO U JTOATOBpeMEHHBIX (cBbIe 10 €T) CpoKOB XpaHEHUs
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nojJiexat nosHoMy odopmiieHuto. [lonmnoe odopmiieHue nena nmpeaycMaTpuBaeT

OPOBEPKY  CHCTEMaTH3allid  JOKYMEHTOB BHYTpU Jefla, MNPaBUIBHOCTH
ux oopmiieHUs (HATMIHEe HEOOXOAMMBIX MOAMKCEH, BU3, OTMETOK O PEerUCTpaIiH
¥ WCIIOJIHCHWH, TMPHIOKEHUN), HyMEpaIuio JIMCTOB, COCTaBICHHUE BHYTPCHHEU
OMKCU JOKYMEHTOB Jena (g 0co00 HEHHBIX e, JUYHBIX JeNd, a TaKkKe e,
COPMUPOBAHHBIX MO PA3HOBUIHOCTSAM JOKYMEHTOB, 3arojIOBKH KOTOPBIX
HE PACKpPBIBAIOT KOHKPETHOE COJACpX aHHE JIOKyMEHTa), COCTaBIICHUE JIHCTa-
3aBepuUTeINA Jena, 0hopMIIECHHE PEKBU3UTOB 00JI0KKH, MOAIIUBKY (TIepEIuieT) ena.

Jlena BpeMeHHBIX (70 10 €T BKIFOUHUTEIHHO) CPOKOB XpPaHEHHS TMOJJISKAT
4aCTHYHOMY O(OPMIICHHIO: JIOMYCKAeTCI HE MPOBOAUTH CHCTEMATU3AIUIO
JOKYMEHTOB B JeJie, JHUCThl Jela HEe HyMepoBaTh, 3aBEPUTENIbHbIE HAANHUCU
HE COCTaBJISTh.

Oo6noxka nena oopmIsieTcs 1o YCTaHOBJIEHHOMN bopme
(mpunoxxenne Ne 19). Ilpu sTom 0003HaueHHE apXUBHOTO MM(dpa, HAHOCUMOE
B MPaBOM BEpPXHEM yIiy, mepeBopaunBaeTcs Ha 180 rpagycoB MO OTHOIICHHIO
K OOO3HAaYeHMIO B JIEBOM HW)XKHEM YIJy €AMHULBI XpaHeHud. CBeaeHus
Ha 00JIOKKY NMEPEHOCATCA U3 HOMEHKJIATYpPbl JIe C YTOUYHEHHUSIMH, OTPa)KatoIuMHU
(dakTUYECKUil COCTAaB TOMEIICHHBIX B JIET0 JOKYMEHTOB.

O6noxka nena odOpMIISIETCS YEPHBIMH CBETOCTOMKUMHU YEPHHIIAMH,
paz0opunBO, 6€3 COKpaIICHUMN.

Ha o06noxke nena yka3bIBalOTCS CIEAYIOLIUE PEKBU3UTHI: HAUMEHOBAHUE
TEPPUTOPUAIBHON KOMHUCCHUH, JIEJIONPOM3BOACTBEHHbINI HOMeEp (MHIEKC) Jena,
3arojIOBOK Jefa, jJara jJena (Toma, 4acTH), KOJUYECTBO JIHCTOB B JIeNE, CPOK
XpaHEeHUs JieJia, apXUBHBIN MHUGP ena.

PexBU3UTHI, IpOCTaBIsiEMbIE Ha 00JIOKKE Aesa, OPOPMIISIOTCS CIAEAYIOIIUM
obOpazom:

HAaUMEHOBAHHUE TEPPUTOPHAIBHON KOMHUCCHHM YKa3bIBA€TCSl B COOTBETCTBUU
C PErIaMEeHTOM TEPPUTOPHAIBHON KoMmHccHH. [IpW W3MEHEHWHW HaWMEHOBAHWUSI
TEPPUTOPUATBHON KOMHCCUU B TEUEHHUE IMEPHOa, OXBAThIBAEMOI0 JTOKyMEHTAMU

Jca, Ha 00JI0KKE K CTapOMy HAMMCHOBAHHWIO ITPUITHUCBIBACTCA HOBOC,
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JIEJIONPOU3BOACTBEHHBIN HOMEp (MHAEKC) JieJia — MpocTaBisieTcs: HudpoBoe

o0o3HaueHHEe (MHIEKC) Jieja M0 HOMEHKJIAType Aell M yKa3blBaeTcs HOMEp ToMa
(gactnm);

3aroJioBOK (HaWMMEHOBAaHME) Jiela TEPEHOCUTCS W3 HOMEHKIATYphl el
(B HEOOXOMMBIX CITy4asX B 3ar0JIOBOK BHOCSITCS YTOUHEHUS);

JaTa Jieyia — Ha 00JIOKKe Jieja YKa3bIBaloTCs ABE 1aThl, KOTOPbIE HA3bIBAIOTCS
KpalHUMH JaTaMd W COOTBETCTBYIOT TOJy 3aBEJCHUS M OKOHYAHUS Jena.
HavanbHast gata —3TO Jara camMoro paHHEro, a KOHEYHas JaTa — JlaTa CcaMoro
MO3JHEr0 JOKyMeHTa B jene. [Ipu 3TOM y4YUTHIBAIOTCS JIaThl BXOMSIIMX
U HUCXOIANIMX JOKYMEHTOB (B Ciydae WX OTCYTCTBHS — JIaThl PETHCTPAIAN
JIOKYMEHTOB) U HE YYUTBIBAIOTCS AaThl CIUCAHUS TOKYMEHTOB B JI€JIO, YKa3aHUH 110
UCITOJIHEHUIO JIOKYMEHTOB, OTMETOK HCIOJHUTENS (32 UCKIIOYEHUEM CIIy4aes,
KOT/Ia Ha JIOKYMEHTax HE MMEETCS JIPYTuX JaT, KpoMe MepeUrCIICHHbIX). JlaTamu
JIeN1, CoJiepKallluX MPOTOKOJIbI 3aCeIaHUM, SBISIOTCS JaThl IEPBOTO U MOCIETHETO
MPOTOKOJIOB, BOWIEAIINX B AEIIO.

[Ipu Hamucanuu KpalHUX AaT Ha OOJIOKKAX €1 MOCTOSHHOTO XpaHEHUs
YHCJIO U TOJ MPOCTABISAIOTCS apabckumu 1udpamMu, a Ha3BaHUE MecCsIla MMUIIETCS
nponuchio 0e3 cokpaimieHus. Ha o0soxkax J1e1 BpEeMEHHBIX CPOKOB XPaHEHHS
YKa3bIBA€TCS TOJIBKO TO/I.

Ha oO6noxkkax Jen, COCTOSIIMX W3 HECKOJbKUX TOMOB (4acteif),
MIPOCTABJIAIOTCS KpalHUE AaThl KAKIOTO TOMa (YacTH).

KonuyecTBO  mMpoOHYMEpOBAaHHBIX B JIeJie  JIUCTOB  IPOCTABIIACTCS
C JIUCTa-3aBEPUTEIIA Jea.

Cpox XpaHeHUs TMEPEHOCUTCS Ha OOJIOKKY Jiejia U3 HOMEHKIIATyphl Jell.
Ha nenax nocrosiHHOrO Xpanenus nuiercs: «[locTostHHOY.

ApxuBHBIN mUp Aena coCTOUT U3 HoMmepa (hoHaa, HOMepa OINKCH, HOMepa
Jiesa o OMUCH U MIPOCTABIISIETCS TTOCJIEC YTBEPKIACHUS U COTIIACOBAHUS OMUCEH el
MTOCTOSTHHOTO U JIOJITOBPEMEHHBIX (CBBIIIE 10 JI€T) CPOKOB XpaHEHUS.

Ha «xopemke genma yka3bIBalOTCS 3aroJIOBOK  Jiefla, HMHACKC Jena

10 HOMCHKJIATYPC, JaTa AcJIa U CPOK XPAHCHUA.
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B nmemsax oOecrneueHus COXPaHHOCTH U 3aKPCIIICHUSA ITOPAAKA PACIIOIIOXKCHUA

JIOKYMEHTOB, BKJIIOUEHHBIX B JI€JIO, BCE JIUCTHI, KPOME YUCTHIX, JINCTA-3aBEPUTEILS
nena U JIUCTOB BHYTpPEHHEU OTIHCH, HYMEpYIOTCS
B pa3BepHYTOM BHjI€ apaOCKuMU LM(paMu BasioBoil HyMepalueid. YucTobie JTUCThI
U3 Jena u3bIMaroTcs (0€3 MOBPEXIEHUS LEIOCTHOCTH JI€Ja) U YHUYTOXKAIOTCA.
JIucThl HyMEpYIOTCS POCTHIM KapaHAallloM CBEpXY BHU3 B BO3PACTAIOIIEM MOPSIKE
HOMEPOB HauyuHas ¢ nepBoro. Lludpsl MpoCTaBIAIOTCS B MPaBOM BEPXHEM YTy
mucta. Hymepanusi 1IBETHBIMU KapaHAalllaMH, YEpHUJIAMU M HyMepaTopaMu He
JIOITyCKaeTCsl.

JIOKyMEeHTBI ¢ COOCTBEHHOW HyMepaluel JIMCTOB, B TOM YHCIIE IME€YaTHBIE
U3JIaHUs, HYMEPYIOTCS B OOIIEM TOpSAKE WIM COXPaHSAIOT COOCTBEHHYIO
HYMEpALIMIO, €CJIM OHAa COOTBETCTBYET MOPSIKOBOMY PACIOJIOKEHUIO JIMCTOB
B JIEJI€.

Cnoxennbli nuct Oosbiioro ¢opmara (A2, A3) paszBopauuBaeTcs
U HyMepyeTcs B MPaBOM 4YacTW BepxHero mnouss jucrta. [Ipu sTom nmcr moboro
¢opmaTta, MOAIIMTHIA 3a OAMH Kpail, HymMepyercs KakK OJWH JIUCT, a JIUCT,
CJIIOKEHHBI M TOAIIMUTBHIM 32 CEpPEeAMHY, IOMJICKUT IEPEIIMBKE U HYMEpYeTCs
KaK OJIMH JIUCT.

Ecnu B 1ene ecTh KOHBEPT C BIOXKEHUSMH, TO CHaYajaa HyMEepyeTcsl KOHBEpT,
a 3aTe€M OYepeIHBIM HOMEPOM KaXK/10€ BIIOKEHHUE.

dororpapun W JIpyrue WUIIOCTPaTUBHbIE MaTepHalibl HYMEPYIOTCS
Ha 00OOPOTHOI CTOPOHE B JIEBOM BEPXHEM YIIIy.

JIMCT ¢ HAarayxo HaKJIEEHHBIMU JOKYMEHTaMU (BbIpe3Kamu, (pororpadusiMm)
HYMEpPYETCSl KaK OJIMH JIUCT. ECiM K TOKYMEHTY IOAKJIEEHBI OJJHUM KPaeM Ipyrue
JIOKYMEHTBI (BCTaBKU TEKCTA, MEPEBOJIbI), TO KaXKIbI TUCT HyMEPYETCs OTIIEIBHO.

[Ipunoxenue K Jeny, COCTaBIAIONIEE OTIAEIbHBI TOM, HyMepyercs
OTJIIEIBHO.

[Ipy HamMuuu OTHENBbHBIX OWMOOK B HyMepaluu JIMCTOB B Jienax
Opy TNOArOTOBKE HUX K CcJadye B apXUB JOIYCKAETCS IO COIVIACOBAHMIO

C HUM yIOTpeOIeHUE TUTEPHBIX (C OYKBEHHBIMU JIOTIOJTHEHUSIMHU ) HOMEPOB JIUCTOB.
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B AcjIaxX IMOCTOAHHOI'O CpOKa XpaHCHHUSA M OTACIBbHBIX KaTCropuiax 1acil

M0 JMYHOMY COCTaBy (JIMYHBIX JeflaX, a TaKXKe JeliaX, BKIIOYAIIINX B Ce0s
TPYJOBbIE JIOTOBOPHI, JOTOBOPHI T'PAKIAHCKO-IIPABOBOIO XapakTepa M aKThl
BBITIOJIHEHHBIX pa0OT K HUM) I y4YeTa U MOKCcKa JOKYMEHTOB B Hauaje Jejia MOKET
MIOMEIIATHCSl BHYTPEHHSIS ONUCh (Tipuiioxenue Ne 17).

JIuCThI BHYTpEHHEHN ONMKUCH HYMEPYIOTCSI OTJIETBHO.

Kaxnoe neno 3akaHUMBaeTCs JIMCTOM-3aBEPUTENIEM YCTAHOBIECHHOU (hOpPMBI
(mpuioxxerne Ne 18).

B nucre-3aBepurene aena nugpamMu v MPOMUCHI0 YKa3bIBAETCS (haKTHUECKOE
KOJIMYECTBO JINCTOB B JIAHHOM JIEJI€, a TAK)Ke HAJUYUE JIMTEPHBIX U MPOMYIICHHBIX
HOMEPOB JIUCTOB, KOJIMYECTBO JMUCTOB BHYTPEHHEH ONUCH M HAJIUYUE CpEIU
JIOKYMEHTOB Ta3eT, KHUT, OpoIIop, dyeprexeu, gororpaduii, pucyHKoB U T.1.,
CTaBATCA JaTa ¥ MOANUCH paOOTHHUKA, C(POPMUPOBABIIETO JIET0, U YKA3BIBAKOTCS €T0
JOJDKHOCTH, MHUITMABI U (haMuinsi. Eciu KkonruecTBO JTUCTOB B Jieie U3MEHSIETCH,
3aBEpUTEIIbHAS HAIIIUCh COCTABJISAETCS BHOBbD.

[Ipu moaroToBKe /el K MOJIIMBKE (MEPEIIETy) MPOBEPSETCS MPaBUIBHOCTD
ux (opMupoBaHusi, opopmieHuss. MeTainyeckue U IJIACTUKOBBIE CKPETUICHUS,
a TaKXe TEPMOIIEPEIUIETHl U3 JOKYMEHTOB YIAJSIOTCA.

JIOKyMEHTBI TIOJIITUBAIOTCS TAKUM 00pa3oM, YTOOBI MOXKHO OBLIO CBOOOHO
MPOYUTATh TEKCT KaXAOro JTOKYMEHTa, BU3bl M YKa3aHWUS IO HCIOJHEHUIO
JIOKYMEHTA.

12.5. Tlepenaua nen B apXuB.

[lepenaua aen nocrosiHHoro cpoka xpanenus B LII'A CII6 ocymectBisieTcs
noeauHn4YHO 10 yTBepkaeHHbIM [[DITK ApxuBHoro komutera Cankr-IlerepOypra
OIKCSIM JIeJT TOCTOSIHHOT'O XPAHEHHS.

[IppueM HOKYMEHTOB Ha TOCTOSIHHOE XpaHEeHHe OQOpMIISIETCS aKTOM
npuemMa-repeaadn J10KyMeHToB (nmpuioxenue Ne 20).

[Ipu nepemave Aen Ha BCEX JK3EMIUISIpAX OMUCH JIeN MPOTHB Ka)JI0Tro
BKJIFOUEHHOTO B Hee Jena B rpade «lIpumeuanue» cTaBUTCS OTMETKA O HAIMYUU

nena. B KOHIlE KaXIOro »SK3eMIUIsipa ONHWCH JIe7 yKas3bIBalOTCs Iudpamu
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U TPOIMUCHI0 KOJMYECTBO (PAKTUYECKU MPUHATHIX (MEepeaHHbIX) B apXWB e,

UHUIMAIBI 1 (aMUIMK JIML, OCYIIECTBISIOIIUX MpUEM-Tiepeaady Iel, CTaBATCA
UX IOJIIUCH U J1aTa.

IIpu npueme nen B apXuBE NPOBEPSIETCS MPAaBUIBHOCTh UX O(POPMIICHHUS.
Hena, odopmiileHHBIE C HapyIICHHEM IpaBWJ, yCTaHOBJICHHBIX WHCTpyKIMEH,
BO3BPAIAIOTCSI B TEPPUTOPUAIBHYI0 KOMHCCHIO C YKA3aHUEM HEIOCTaTKOB
JUISl UX YCTPAHEHMUS.

TeppuropransHas KOMHCCHSI uMeeT IIPUOPUTETHOE PaBo
Ha MCIOJIb30BAHNE JOKYMEHTOB, IIEPEAAHHBIX €10 HA TOCYAAPCTBEHHOE XPaHEHHE, B
TOM YHCJIE€ HA UX MEPBYIO MyOJIUKAIHIO.

12.6. VicrionHEHHBIE IIEKTPOHHBIE JOKYMEHTBI CUCTEMATU3UPYIOTCA B JI€NIA B
COOTBETCTBMM €  HOMEHKIATYpOM  J€l  TEPPUTOPUAIBHOM  KOMHCCHH.
[Ipu cocraBileHMH HOMEHKJIATYpBI ACJI B 3arOJIOBOK J€JIa BKJIOYACTCS YKa3aHHE
«ONEKTPOHHBIE TOKYMEHTBD».

Cpoku XpaHEHHS DJJIEKTPOHHBIX JOKYMEHTOB COOTBETCTBYIOT CpPOKaM
XpaHEHUs aHAJIOTUYHBIX TJOKYMEHTOB Ha OyMa)kKHOM HOCHUTEIIE.

OKcnepTh3a LEHHOCTH  JJEKTPOHHBIX  JOKYMEHTOB  OCYLIECTBISETCS
B OOLIEM MOpSJKE, YCTAHOBJIEHHOM JUJIsl IOKYMEHTOB Ha OyMa>XHOM HOCHTEIIE.
Ilocne wucredeHus CpPOKa, YCTAHOBJICHHOIO JUIsI XPAHEHUs DIEKTPOHHBIX €Il
(3NMEeKTPOHHBIX ~ JOKYMEHTOB), Ha  OCHOBAHMM aKTa O  BBIJCJICHUH
UX K YHUYTOKECHUIO, YTBEPKICHHOIO ITpeACcCe aTeeM TEPPUTOPUATIbBHON KOMUCCHUH,
yKa3aHHbIE  JJIEKTPOHHBIE  Jiena  (PJIEKTPOHHBIE  JOKYMEHTBI)  IMOJJIEXaT
YHUYTOKEHUIO.

ONEeKTpOHHBIE JOKYMEHTBI IIOCTOSIHHOTO CpOKAa XPaHEHHs MepeaaroTcs
Ha apXMBHOE XpaHEHUE MO OMUCAM C O(OpPMIICHHEM aKTa MpueMa-Tiepeaadu

QJICKTPOHHBIX JOKYMCHTOB.

13. OTBEeTCTBEHHOCTH

13.1. Ynensl TEeppUTOPUATHEHON KOMHUCCUM W TPAXKIAHCKUE CIYyXKalue

amnmnapara TEpPUTOPHUAIBHON KOMHCCUU, TpaxkJaHE, 3aMelIalollue JOJIKHOCTH,
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HC ABJIIOIMHUECCA OOJDKHOCTIAMU FOCY,Z[&pCTBCHHOfI Fpa)KHaHCKOﬁ CJIY)K6LI, a TaKKeC

rpakjiaHe, [MPHUBIEKAEMble IO TPAXKIAHCKO-TIPABOBBIM JOTOBOpaM, HECYT
NEPCOHANIHYIO OTBETCTBEHHOCTh 3a coOmtojieHne TpeboBanuii WHcTpykiuw,
COXPaHHOCTh HAXOMSIIUXCS Y HUX JOKYMEHTOB.

13.2. OTBETCTBEHHOCTH 3a OpraHU3aIUuI0 JIEJI0NPOU3BOICTRA
B TEPPUTOPHUATIBHON KOMHUCCHH, BHEJIpEHUE aBTOMATU3UPOBAHHBIX
(KOMIIBIOTEPHBIX)  TEXHOJIOTMA TIOATOTOBKM W  OOpabOTKHM  JOKYMEHTOB,
oOecrieyeHne COXPAaHHOCTH JTOKYMEHTOB W Iepefadyy HX B apXuB, KOHTPOJb
3a cobmoienneM TpeboBannii THCTpyKIMK HeceT nmpeiceaTeb TEPPUTOPHATBHON

KOMUCCHH.



[Tpunoxxenune Ne 1

K THUIIOBOW MHCTPYKIUU
IO JIEJIONIPOU3BOJICTBY B TEPPUTOPUATIEHON
u3bupatenbHoit komuccun B Cankt-IletepOypre

(I)OpMa PETrHCTPAINMOHHOIO KYPHaJa BXOAAINUX TOKYMEHTOB

OtMeTKa 00
HCIIOJTHEHUHU
. | Kpartkoe
Perucrpanu Ncxonammii (nara
N cojepxka- [lnanoBas
Jara OHHBIN Koppec- HOMEP Cmoco6 HCIIOJTHEHUS
HUE Pesomronna | McnomHurenab JaTa
MOJTYYCHUS HOMED MOHIEHT U Jara TOTyYEHUS U /1
(xos-BO WCTIOTHEHUS
JOKyMEHTA JIOKyYMEHTa PEKBU3UTHI
JUCTOB)
UCXOSIIETO
JIOKYMEHTA)
®opMa perucTpalMOHHOIO0 KYPHAJIA HCXOAALIUX JOKYMEHTOB
Kpatkoe cogepxanue
ara PerucrpaninoHHbII OKyMEHTa ®OUO noxnucanra
A pan Anpecar JIOKYM a Ucnonaurens Bun ornpaBku
pEerucTpaluu | HOMep JOKYMEHTa (pEKBU3UTHI BXOASIIETO JIOKYMEHTa

JIOKYMEHTA), KOJI-BO JIICTOB




[Tpunoxxenue Ne 2
K THUIIOBOM MHCTPYKINU
IO JIEJIONPOU3BOJICTBY B TEPPUTOPUATIBHON
u3oupatenbHoit komuccun B Cankt-IleTepOypre

IHEPEYEHDb
JOKYMEHTOB, He IOVIeKALUX PerucTpanumn

1. CooOmienus o 3aceJaHuAX, COBEIIAaHNUAX U IMOBECTKAaX JTHA.

2. Y4yeOHble TPOrpaMMBbl, TTAHbI.

3. PexytaMHBIe U3BEIICHMS, TNTAKATHI.

4. Tlo3npaBUTENbHBIC TUCHMA U TEIETPAMMEBI.

5. [IpurnacurenbHple OWIIETHI, IPUTJIAIICHUS HA Pa3IMYHbIE MEPOIPUSITHS,
HE cojieprKalllie HaJIeKAIUX PEKBU3UTOB MUChMA.

6. byxranTepckrue JOKyMEHTHI.

7. IleyaTHble U3MaHus.

8. OmepatuBHass wWH(pOpMANUs, IMOCTyMAOMas 10 KaHalaM  CBS3H
['ocypapcTBeHHONW aBTOMATHU3WPOBAaHHOM cucTeMbl Poccuiickon ®Denepannu
«BBIOOPHIY.

9. O6pammenus rpak/iaH, MOCTYITUBIINAE HA afpec dJACKTPOHHON MOYTHI.



[Tpunoxxenune Ne 3
K TUIOBOW MHCTPYKIIUHU
IO JICJIONIPOU3BOJICTBY B TEPPUTOPHUATIBHON
u3oupatenbHoit komuccun B Cankt-IletepOypre

AKT

MLI, HWKCITIO AN CAaBIIHNCCA

COCTaBUJIM aKT O TOM, YTO « » 20 r. Mpu
BCKPBITUH TTAKeTa
O0OHapy>KEHbI CIEYIOUIUE HEAOCTATKH:

Hacrosimuii akT cOCTaBIEH B ABYX IK3EMIUISPax.

[Toanuce, pactmdpoBKa MOAMUCH:




[Tpunoxenue Ne 4
K THUIIOBOM MHCTPYKINU
IO JIEJIONPOU3BOJICTBY B TEPPUTOPUATIBHON
u3oupatenbHoit komuccun B Cankt-IleTepOypre

®opMbl 0JIAHKOB, HCIIOJIb3YEeMbIX B TEPPUTOPUAJILHONH KOMHUCCHU



«

»

TEPPUTOPUAJIBHASA U3BUPATEJIBHAA KOMUCCHUA Ne

NPOTOKOJ 3ACEAAHUA

20  Tonm Ne

Cankr-lleTepOypr



«

TEPPUTOPUAJIBHAA U3BUPATEJIBHAA KOMUCCHUA Ne

PEINIEHUE

» 20 roxm No

Cankr-lleTepOypr



«
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TEPPUTOPUAJILHAS N3BUPATEJIBLHASI KOMUCCHUS No
NPEJCEJAATEJD

ITPUKA3

» 20  ron No

Cankr-IletepOypr
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TEPPUTOPUAJIBHAS
N3BUPATEJIBHASAA KOMUCCHUSA Ne
CAHKT-IIETEPBYPI'
yi. Ilaprusana ['epmana, 1. 3,
Cankr-Ilerepoypr, 198329
Ten. (812) 241-43-55, ®@akc (812) 241-43-55
tik6.spbik.spb.ru
OKIIO 15172623; OI'PH 1037819015960;
WHH/KIIIT 7807053839/780701001

No

Ha Ne oT




[Tpunoxenue Ne 5
K TUIOBOW MHCTPYKIIUHU
IO JICJIONIPOU3BOJICTBY B TEPPUTOPHUATIBHON
u3oupatenbHoit komuccun B Cankt-IletepOypre

TpeGoBanus K JOKyMEeHTaM, U3rO0TOBJIAEMbIM € IOMOIIHIO
MeYaTawiuuxX YCTPOUCTB, U K (pailuiaM TEKCTOBBIX JOKYMEHTOB

1. TexcThl MOKyMEHTOB Ha OjaHkax ¢opmara A4 rmeyaTaloTcs dYepes
1,5 MEXCTPOUHBIX HHTEpBajia, JOMYCKAeTcsi IMedaTh JOKYMEHTOB Ha OJiaHKaxX
dopmata A4 depe3 1 MeKCTpOUHBIN MHTEpBaJ, HAa OJaHKax ¢opmata A5 — uepe3
1 MEXCTpPOUHBII UHTEPBAJL.

TekcTbl JTOKYMEHTOB, MOATOTaBIMBAEMBIX K THHOTPapCKOMY H3JaHUIO,
neyaTaroTcs yepes3 2 MEeKCTPOUYHBIX HHTEpBaa.

2. HauMeHoBaHU€ BHIa TOKYMEHTA M€4aTaeTCs MPONUCHBIMUA OyKBaMH.

3. Ecm 3aromoBok k TekcTy npesbimaeT 150 3HakoB (5 CTpOK), AOMyCKaeTCs
IpoJJieBaTh €ro J0 TpaHUIbl MNpaBoro mnojs. Touyka B KOHIE 3arojioBKa
HE CTaBUTCH.

4. PacumdpoBka monamucu B pekBusute  «lloammce»  mewaraercs
Ha YpOBHE MOCJEIHEH CTPOKM HAMMEHOBAaHUS JOJKHOCTH C HCIIOJIb30BAHUEM
komOuHanuu kiaasuin Shift — Ctrl — IIpoden mexxay nuuimanamMu u haMuIHeH.

5. Cozmanue, (¢GopmMaTUpOBaHME W BBIBOJ Ha TMe4aTh JIOKYMEHTOB
IPOU3BOAUTCS Ha KOMIBIOTEPAX C HCIOJB30BAHUEM TEKCTOBOTO pEIAKTOpa,
noaaepxkuBatoiiero ¢popmat docx. BHenpeHue 371eKTpOHHBIX TabJINII, CO3IaHHBIX B
Ta0JIMYHBIX PEIaKTOpax, B JOKyMeHTH (opmata docx He mOImycKaercs.
HomyckaeTcsi, mpu HEOOXOAUMOCTH, CO37aHue, (OpMaTUPOBAHUE U BBIBOJ Ha
neyaTh TabJUIl MOCPECTBOM PEIAKTOPA IEKTPOHHBIX TaOIHI], MOAAEP>KUBAIOIIIX
dbopmar xIsx.

6.[Ipu  dopmaTupoBaHMM  JOKYMEHTOB  pEKOMEHIyeTcs  paboTaTrh
C BKJIFOUEHHOM KHONKOM Y, 4TOOBI BUJIETh HAa SKpaHE BCE CIY>KEOHbIE CUMBOJIBI.

7. Ilpu dopMaTupoBaHWM TEKCTOB JOKYMEHTOB WCIOJIb3YETCS] CTHIIb,
KOTOPBIN UMEET CIIETyIOUIUE TapaMeTphI:

o mpu@T PT Astra Serif
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o pasMep 14 nyHKTOB
o OTCTYI cleBa 0cm
crpaBa 0cm
o UHTEpBaI nepen 0 myHKTOB
nocJie 0 myHKTOB
o MEKCTPOYHBIN UHTEPBAJ IOy TOPHBIN
o nepBasi CTpoka oTcTyn Ha 1,25 cMm
o BbIpaBHUBAHUE O MIMPUHE.

8. [Ipu ¢opmatupoBanuu TaOIUI HEOOXOIMMO COONIOAATH CIEAYIOIINE
TpeOOBaHMUS:

Tabiuua Bcerja JOJDKHA UMETh Ha3BaHUE, KOTOPOE BBIPABHUBAETCS
0 LIEHTPY AOKYMEHTA,

TabJIMIla BEIPAaBHUBAETCS TI0 LIEHTPY JIMCTA;

3aroJIOBKU CTOJIOLIOB U CTPOK BBIPABHUBAIOTCS M0 LICHTPY SUYECHKY;

TaHHbBIE B STYCHKaX TaOIUIIBI BEIPABHUBAIOTCS CBEPXY IO JIEBOMY Kpalo;

IPOAOKEHNE TaOIHUIIBI HA HOBOM JINCTE MOYKET HAUMHAThCSI C 3aT0JI0BKOB €€
rpad (uaum HOMepoB rpad B ciiydae, ecau rpadbl TabIMLBI HA TEPBOM JIMCTE
IPOHYMEPOBaHbI);

CTPOKHU TaOJUIbl IEPEHOCATCS Ha HOBBIM JIUCT TOKYMEHTA UCKIIOYUTEIBHO
IETUKOM;

IIMpUHA W BbICOTA TaOJMLbBI HE AOJDKHBI MIPEBBIIATH pa3Mephl MOJeH
JIOKYMEHTA.

9. PazMepsl mosnieit JOKyMEeHTa JOJIKHBI UMETH CIEAYIOLIUE TapaMeTphI:

° BEpXHEE 2,0 c™m
° HIDKHEE 2,0 c™m
° JIEBOE 3,0 cm
° paBoe 1,5 cm.

OT Kkpas 10 KOJIOHTUTYJA:
o BEPXHETO 1,25 cMm

° HIKHETO 1,25 cm.
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10. [Ipu moAroTOBKE TOKYMEHTOB UCHOIB3YIOT CIEAYIONINE PEKBUZUTHI:
® HAaNMEHOBAaHHE OPTAHU3ALNHY;

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

® MECTO COCTaBJIECHMs (M3aHUs) TOKYMEHTA;

e rpud (momerka) 06 OrpaHMYCHUH JAOCTYIA K JOKYMEHTY; (IPU HATUIHUH)
e ajpecar;

e rpud yTBEpKICHUS TOKYMEHTA,

® 3aroJIOBOK K TEKCTY JJOKYMEHTA;

® TEKCT JOKYMEHTA;

® OTMETKA O HAJUYMH MPUIIOKEHUS;

® [OJIIUCH;

® OTMETKa 00 3JIEKTPOHHOM MOANNCH;

e rpud coriacoBaHus JOKyMEHTA;

e OTMETKAa 00 UCIOJIHUTEIIE;

® WJACHTU(PHUKATOP PJIEKTPOHHOU KOMHUH JOKYMEHTA (MPY HATUYHH).

11. PekBu3uThl (KpoMe TEKCTa JOKYMEHTa U ajpecara), COCTOSIIHUE

N3 HCCKOJIBKHUX CTPOK, II€YaTalOT CO CIACAYIOIINMU ITapaMCTpaMU:

o mpudT PT Astra Serif

o pasMep 14 nyHKTOB

o OTCTYII cieBa 0cm
cripaBa 0cm

o WHTEpBaJI nepes 0 myHKTOB
rnocJje 0 myHKTOB

. MEKCTPOUYHBIN UHTEPBAI OJMHAPHBIN

° OTCTYII IIEPBOU CTPOKH HET
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o BBIPABHUBAHNE 10 LIEHTPY.

12. PexBU3UT «AnpecaTy MmeyaTaroT CO CICTYIONTUMHU TapaMeTPaMH:

o mpudT PT Astra Serif

o pazmep 14 nyHKTOB

o OTCTYII cleBa 7cMm
crpaBa 0cm

o WHTEpBAJI nepen 0 myHKTOB
rnocie 0 myHKTOB

o MEKCTPOYHBIN HHTEPBAJ OJIMHAPHBIN

o OTCTYII IIEPBOU CTPOKH HET

o BBIPDABHUBAHUE 0 LICHTPY.

Ecnu cocraBHble YacTH peKBU3UTOB «Agpecaty, «I'pud yTBepKIeHUS
nokyMeHTa», «['pud cormacoBanusi Jg0KyMeHTa», «OTMETKa O HaJIW4YUU
PUIOKEHUS» HE YMEIIAIOTCS HAa OJTHOM CTPOKE, TO Pa3phbiB CTPOKH B HY’KHOM MECTE
IIPOM3BOJIUTCS C IIOMOIIbIO CUMBOJIA «Pa3prIB cTpokm» (komOuHaIus kinaBuin Shift

— Enter), nanpumep:

COI''TACOBAHO

PykoBonurens @enepaibHOTO
ApXMBHOI'O areHTCTBA

A.H. Aptuzos

[Ipy wucnonp30BaHUU B TEPPUTOPHUAIBHON KOMHCCHUU HIECHTH(HUKATOpA
AJIGKTPOHHOM KONHUHM JOKyMEHTa (KOJIOHTUTYJIa) OH Ie4YaTaeTcs B JIEBOM YTy
HIDKHETO TOJIS KaKJIOW CTPAHULIBI TOKYMEHTa MIPU(TOM 8 IYHKTOB.

13. Ilpu odopmiieHHH TOKYMEHTOB Ha JABYX U 0OoJjiee CTpaHMIAX BTOpas
U TIOCJENYyIOIINe CTpPaHMIIBI JOJDKHBI OBITH MpoHyMmepoBaHbl. Homepa crpanui
MPOCTABIIAIOT MOCEPEIMHE BEPXHETrO MOJIsl TUCTa apabckuMu I pamu 0e3 3HaKOB
peTrHAHUSI.

Ecan JAOKYMCHT UMCCT ITPUIIOKCHUC, TO OHO IICHYATACTCA C HOBOM CTpaHUIIEI.
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14. JIns BBISBICHUS M MCHPABJICHHS BO3MOXHBIX OIIMOOK B MPaBONUCAHUU
B chopMHpOBaHHBIX (paiilax PEKOMEHIYETCS  OCYIIEeCTBISATH  MPOBEPKY
JIOKYMEHTOB, MUCIIOJIB3YSl CUCTEMbI IPOBEPKU MPABOMUCAHUS.

15. Kaxnaplii JOKYMEHT CO BCEMH IMPWIOKEHUSIMH K HEMY ITOMEIIA0T
B OTIIENBHBIN (Daiin (eciy NMpUIIOKEHHsI CO3/IaHbl OAHUM IpolieccopoM). BHyTpu
daiina cam TOKYMEHT U KaXKJ0€ MPUJIOKEHNE MTOMEIIAIOT B OT/IEIbHBIE pa3/Iebl.

16. Bce pexBU3UTHI JOKYMEHTAa OTACISIOT APYr OT JApyra OTHOW ITyCTOH
CTpPOKO#, oOpa3zyeMoii cuMmBojioM abO3ama (9§ — kmaBuma Enter). B Ttekcre
HE JIOJDKHO BCTpEYaThes O0Jiee IByX CHMBOJIOB ab3a1ia moapsI.

17. He nomyckaercs mucaTh CJIOBa C pa3psaKON, BCTABIISS MPOOEIIbI MEXITY
OykBamu B ciioBax. He gomyckaercst uCHofib30BaHUE MPOOEIOB Il 00pa3oBaHUs
a03alHOro OTCTyNna (KpacHOM CTPOKHM) WM MyCTBIX CTPOK. B TekcTe HE JOJIKHO
BCTpeYaThCsl Mojpsia Oojee OAHOrO CMMBOJa mnpobena. Pazjenenre MHUITMATIOB
U aMuum, cuMBoJia Ne U 4rclia, HOpPsSIKOBOI0 HOMEpa CTaThH, YaCTH, ITYHKTa WU
MOJAMYHKTa TPABOBOTO aKTa, YHWCIa Mecslla M Ha3BaHWS Mecsla, YUcia Toja
U CIIOBA «TOJ», JIIOOBIX YHUCJIOBBIX 3HAUYCHUM W EIUHUIl MU3MEPEHUS JeJaeTcCs
C HCIOJIb30BaHHWEM Hepa3pbIBHOTO Mpobena (coderanue kmaum Shift — Ctrl —
[TpoGen).

18. He nomyckaercst BKJIIOYATh B TEKCT JOKyMEHTA pa3/ieUTelIbHbIC TUHUH,
COCTaBJICHHBIE U3 IIEMOYEK CUMBOJIOB (*, =, -, — U apyrue).

19. He nomyckaeTcss UCIIOJNB30BAaHUE B PYCCKUX CIIOBAX  CXOIHBIX
1o HadYepTaHuio JJatTuHckux OykB (A, a, B, C, ¢, E, e, H, K, M, O, 0, P, p, 1, X, X, y).

20. He pmomyckaeTcsi WCMOJB30BaHWE CHMBOJA TaOymsamuu (—) A
oOpa3oBaHus a03aIHOTO OTCTYIA (KPACHOM CTPOKH) WITK MYCTHIX CTPOK. AO3aIHBIHA
OTCTYN YCTaHaBIMBAIOT B MeHIO DopmaT/AG3all MM ¢ TOMOIIBI0 BEPXHETO JIBMKKA
Ha TOPU30HTAIBHOMU JINHENKE.

21. He npomyckaeTcsi WCIOJIL30BAHME CUMBOJA «-» I 0003HAYEHUS
nepeHoca. BmecTo Hero ciemyer HCIONb30BaTh CHMBOJ MSTKOTO TepeHoca

(xomOuHarus kiaasuir Ctrl — «-»).
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22. ]Ins HamucaHUS PUMCKHX IU(P TOHKHBI MCIOJIb30BATHCS 3arjlaBHbIC
oykBwI matuHckoro andasura (I, V, X, C, D, L, M). Mcnionp3oBanue A1 3TOH 11eTu
pycckux OyKB M apabCKuxX 1udp HE TOIMyCKaeTCsl.

23. Bmecto OykBBI «&» NODKHA yHnoTpeOnsiThesi OykBa «e» (Kpome HMEH
COOCTBEHHBIX NPH HAJTHMYUH MOATBEPKAAIOIIUX JOKYMEHTOB).

24. PekBU3UTHI «3arojioBOK K TEKCTY» JIOJKHBI ObITh BBIPOBHEHBI 110 LIEHTPY
¥ KaXX]IbI U3 HUX JIOJDKEH MPEACTaBIIATh COOOM OJIMH ab3all, TO €CTh BHYTPH TEKCTa
KaXJIOTO pEKBU3UTAa HE JODKHO ObITh cuMBosia ab3ama. He pomyckaercs
UCIIOJIb30BaHUE CUMBOJIA ab3a1ia AJsl IpephIBaHUs CTPOKHU B MIPOU3BOJILHOM MECTE,

JUISL 3TOTO CJIEIYET MCMOIb30BATh CUMBOJI pa3pbiBa CTPOKHU (KOMOWHAIMS KIIaBHILI

Shift — Enter).



[Tpunosxxenune Ne 6
K TUIOBOW MHCTPYKIIUHU
IO JICJIONIPOU3BOJICTBY B TEPPUTOPHUATIBHON
u3oupatenbHoit komuccun B Cankt-IletepOypre

Chnucok PACCBIJIKHA UCXOAAIINX JOKYMEHTOB

Ne HaumenoBanue oprana

ITosiHBIN MOYTOBBIA aApec
n/n (opranusanuun)

IIpencenarens TeppuropuanibHOU

n30upatenbHON komuccun No

(moamuce) (pacmmdpoBKa MOAMUCH)

Hcnionmaurenp

(moamuch) (pacmmdpoBKa MOAMUCH)

« » 20 1.




[Tpunoxenue Ne 7
K TUIOBOW MHCTPYKIIUHU
IO JICJIONIPOU3BOJICTBY B TEPPUTOPHUATIBHON
u3oupatenbHoit komuccun B Cankt-IletepOypre

IlepeyeHnb 00s13aTEJIbHBIX CBEEHUI 0 IOKYMEHTAaX, HCMOJIb3yeMbIX B IeJIfIX
y4era u nmoucka aokymentos B I

1. ABToOp.

2. Anpecar.

3. JomKHOCTh, paMuIKs ¥ MHUIHAJIBI JIUIIA, TOAMKMCABIIETO JOKYMEHT.

4. HauMeHOBaHUE TPYIIIBI M BUJIA IOKYMEHTA.

5. JlaTa noKyMeHTa.

6. PeructpaiioHHbIii HOMEp JOKYMEHTA.

/. JlaTa mOCTyNMBLIETr0 JOKYMEHTA.

8. PerucrpaiimoHHblii HOMEp MOCTYNHUBIIETO JOKYMEHTA.

9. CBeneHMs O CBS3aHHBIX JMOKyMEHTax (HAaMMEHOBAaHWE BHJIA JTOKYMEHTA,
JlaTa, perucTpallMOHHBIN HOMED, TUI CBSA3KH).

10. 3arosoBoK K TEKCTY (KpaTKOe CoJiepKaHue JIOKYMEHTA).

11. unekc nena no HOMEHKIaType Jed.

12. Ceaenus o nepeaapecauy J0KyMEHTa.

13. KonnaecTBo TUCTOB OCHOBHOTO JIOKYMEHTA.

14. OT™MeTKa 0 NPUIOKEHUHU (KOJTMYECTBO MPUIIOKEHUH, 00I1Iee KOJIUUECTBO
JIMCTOB MPUJIOKEHUI).

15. Yka3aHus Mo MCIOJHEHUIO TOKYMEHTa (Opy4YeHUe, UCTIOIHUTENb, AaTa
WCIIOJTHEHUS ).

16. OT™MeTKa 0 KOHTpOJIC.

17. I'pud (momerka) 06 OrpaHMYEHUHN JOCTYIIA.

18. TIpoBepka »7eKTPOHHON MOAMKCH (TIPU HATHYUHN).

19. TlogpazneneHrie — OTBETCTBEHHBIN UCTIOJHUTENb JOKYMEHTA.

20. ®ailsibl 3JEKTPOHHOTO TOKYMEHTA (KOJMYECTBO (pailiioB, MMeHa (aiiios).

! Ycnonw3yercs cokpanienue, npuBeeHHoE B yHKTe 1.8 HacTosmed MHcTpyKuuy.



[Tpunoxxenune Ne 8.1

K TUIOBOW MHCTPYKIINHU

O JIETIOMPOU3BOJICTBY B TEPPUTOPHUATIBHON
u3oupatenbHoit komuccun B Cankt-IletepOypre

KYPHAJI
ydyera JIMYHOr0 IpueMa rpaskaaH

B TeppuropuajbHOil M30UpaTeIbHOM KOMHUCCHH No

OTmeTKa D.1.0.
IHouToBBbIi Kparkoe 0 pe3yJbTaTax U NOANHUCH
Ne Hara D.1.0. P pesy A
ajapec coJep:KaHue npuemMa JInna,
n/n | npuemMa | 3asiBUTeJs
3asiBUTENIsI | oOpaleHusi (npuHATOE NMPOBOAUBIIET0
pelieHue) npuem
1 2 3 4 5 6 7
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[Tpunoxxenune Ne 8.2
K TUIOBOW MHCTPYKIINHU
IO JICJIONPOU3BOJICTBY B TEPPUTOPUAIIBHON
u3oupatenbHoit komuccun B Cankt-IletepOypre

KAPTOYKA JIMYHOI'O IIPUEMA I'PAKJIAH
B TEPPUTOPUAJIBHOM U3BUPATEJIBHOM KOMUCCHUHA Ne

Jara obparienus
Jara npuema

« » 20 T. Ne
damuinus, UMs, OTYECTBO 3asIBUTEIA JlomKHOCTHOE JIUII0, BEAYyIIee TPHEM
MecTo ®uUTeNnbCTBa, TeNeHoH Pesynbrathel paccMoTpeHust

KaTeropI/m 3as1BUTCIIA

Coneprxanue oOpalieHus

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

COIVIACH€ Ha IPENOCTABICHHE MHE YCTHOI'O OTBETa B XOJE JIMYHOIO IpUEMa IO CYIIECTBY
MIOCTaBJIEHHBIX B YCTHOM 0OpaIieHuu Bonpocos. [IncbkMeHHOro oTBeTa HEe TpedyeTcs.

(mara) (moanuch 3asBUTEINS) (pacmmdpoBKa MOAMHUCH)

A

2 1

BbIpaxxaro

(damunust, UMsi, OTIECTBO 3ASBUTEIIS)

coryiacue Ha BHIEO0-H (MJIH) ayJHONPOTOKOINPOBAHHE JIMYHOTO TIpHEMa.

(mata) (TOaNUCH 3asBUTEIS) (pacmmdpoBKa MOAMKUCH)
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[Tpunoxxenune Ne 9
K TUIOBOW MHCTPYKIINHU
IO JICJIONIPOU3BOJICTBY B TEPPUTOPHUATIBHON
u3oupatenbHoit komuccun B Cankt-IletepOypre

JIucer coryiacoBanus

JomKHOCTD

damunus,

Hara Tonmucs HHUIAJIB]

Hcnomuurenn
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[Tpunoxxenue Ne 10
K TUnoBOM MHCTPYKLINH
110 JIEJIONPOU3BOJCTBY B TEPPUTOPHUAIBHON
n3buparenbHoi komuccuu B Cankr-IletepOypre

VTBEPXJIAIO

IIpencenarens TeppuropuanbHOM
n30upaTenbHO Komuccuu No

(moamucek) (MHUIMAITBL, (haMUITHS)

« » 20 T.

OT14er 0 pacchblIKe 10 COOTBETCTBYIOIIUM aJipecaTaM U pa3MeleHNH
peuieHuiit TeppuropuajbHO H30UpaTeJbHOM KOMUCCHH Ne
Ha O(PULMAIBHOM CcalTe

3acenanue Neo OT « roja

No No pemrenust AgnpecaT pacChbUIKH, aApec Pa3MEICHUS ara

n/n THUK pa3MeleHus

PAaCCBUIKH

1
2
3

HNcnonaurens

(TToamuch) (pactmdpoBKa MOAMHUCH)
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[Tpunoxenue Ne 11
K TunoBou HHCTPYKIIUH
I10 JI€JIONPOU3BOJCTBY B TEPPUTOPHUAIBHON
n3buparenbHoi komuccuu B Cankr-IletepOypre

IHEPEYEHD

NOoAJICKAIIUX KOHTPOJJII JOKYMECHTOB C YKa3aHHEM CPOKOB HCIIOJIHCHHUSA

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

2. Ykaswl [lpesuaenta Poccuiickoit depepanud — COIMVIACHO YKa3aHHOMY
B HUX CPOKY.

3. Paciopsixkenust  Ilpesmmenta  Poccmwiickoit  ®eaepanuu — COTIIACHO
YKa3aHHOMY B HUX CPOKY.

4. ITocranoBnenus, pacnopsikenus IpasurenscTBa Poccuiickoit @enepanuu —
COIUIACHO YKa3aHHOMY B HUX CPOKY.

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

6. [TocTanoBnenus, peleHus 3aKOHOJATEIBLHOTO CobOpanus
Cankr-lleTepOypra — coriiacHO yKa3aHHOMY B HUX CPOKY.

7. IlocTaHOBJIEHHSI, PACHOPSKEHUS OpraHa ToOCyJapCTBEHHOW BIIACTH
Cankr-lleTepOypra — coriiacHO yKa3aHHOMY B HUX CPOKY.

8. [TocTanoByeHMS, pacOPSHKEHUS PYKOBOIUTEINSI OpraHa rocyJapCTBEHHOM
Biactu Cankt-IleTepOypra — corsiacHO yKa3aHHOMY B HUX CPOKY.

9. [Napmamentckue 3anmpockl Coeta Denepannu Denepansuoro Codbpanus
Poccuiickoii ®enepauuu, I'ocymapctBennoit Jlymbr ®enepanbHoro CobOpanus
Poccuiickoit @enepanuu — HE TMO3AHEE YeM uepe3 15 KaneHmapHBIX JTHEU
CO JHS TMOJYYEHHsS IapJIaMEHTCKOTO 3ampoca WIM B HHOW YCTaHOBJICHHBIN
cooTBeTcTBYIOMmIEH manatoi dexepanbHoro CoOpanusi Poccmiickoit deneparm
CPOK.

10. 3anpockr CEHaTOpPOB Poccuiickon denepanuu, JEyTaTOB

INocynapctBennoit ymeli ®enepansHoro CobOpanusi Poccutickoit ®denepanuu —
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He no3Hee yeM vepe3 30 KaJleHIapHbIX JHEW CO IHS €r0 MOJIyYEHUs WU B MHOUN
COTJIACOBAHHBIN C HHUIIMATOPOM 3aIpoca CpPoK.

11. O6pamenuss  cenaropoB  Poccuiickoii ~ denepanum, JI€MyTaTOB
[l'ocymapctBennort ymer ®denepansHoro CobOpanms Poccuiickoit deneparum
0  BOMNpPOCaM, CBS3aHHBIM C UX  JIEATEJIbHOCTBIO, — HE3aAMEIJIUTEIHHO
(mpu HEOOXOAUMOCTH TOYUYCHHSI JOTIOTHUTEIBHBIX MaTEPHAIOB — HE TMO3/IHEE YeM
yepe3 30 KaJeHAapHbIX THEN CO THA MOTy4YeHUs: 0OparieHus ).

12. O6pamenus Ty TaTOB 3aK0HOIATEIHHOTO CobOpanus
Cankr-IleTepOypra — B cpok, ycranoBiieHHbIN CaHkT-IleTepOypra.

13. Ilucekma wu3 Anamuauctpanmm [Ipesmnmenta Poccuiickoit deneparum,
[IpaBurenscTBa Poccuiickonn ®enepanmu, Koncturynmonnoro Cyna Poccuiickon
Oenepannu, BepxoBHoro Cynma Poccuiickon @enepauuu, ['eHepanbHOU
npokypatypbl Poccuiickoit ®deneparuu, IIpaButensctBa Cankt-IleTepOypra —
B COOTBETCTBUM C YKAa3aHUAMH MO HCHOJHEHHIO JOKYMEHTA IMpeacenaTens
TEPPUTOPUAIIBHOM  KOMHCCHMH, €CIM B  HHX HE  yKa3aH  CpOK —
HE no3aHee yeM uepe3 30 kajieHaapHbIX THEH.

14. TIpoTecT npokypopa — He no3aHee yem uepe3 10 KaneHaapHbIX JHEH.

15. TlpencraBneHue NpoKypopa — B TEUEHHE MecsiIia CO AHS NOCTYIUICHUS.

16. OGparieHusi, CBSI3aHHBIE C peaTu3aliel U 3aUTON N30UpaTeIbHbBIX ITPaB
W mpaBa Ha ydactue B pedepenayme rtpaxaaH Poccuiickoii deneparuu,
NOCTYIIUBIIME B TEPPUTOPUAIBHYID KOMHCCHIO B XOJI€ COOTBETCTBYIOLICH
M30UpaTeIbHOM  KaMMaHWW, KamMnaHuu  pedepeHayma, —B  COOTBETCTBUHU
¢ denepanbHBIM 3aKOHOM 00 OCHOBHBIX TapaHTHUAX M30MpaTeIbHbIX IpaBl,

17. Tlepecbuika oOpallleHUld Tpa)xAaH, COJEPXKAIIUX BOIPOCHI, PEUICHUE
KOTOPBIX HE OTHOCUTCA K KOMIIETCHIIMM TEPPUTOPUATIBHON KOMHCCHH,
OCYILECTBJISIETCSI B TEUCHHE CEMU KAJICHIAPHBIX JTHEH.

OOparienue, CBI3aHHOE C COOTBETCTBYIOUIEH H30MpaTeNbHON KaMIlaHUEH,
KaMmrnaHued pedepeHayMa, IMOCTYNHUBIIEE B TEPPUTOPUAIBHYIO KOMHUCCHIO
JI0 YCTAHOBJICHUSI €10 UTOTOB T'OJIOCOBAHUSA, OINPEACIICHUs Pe3yJbTaTOB BHIOOPOB,

pedepenaymMa U coaepXallee BOMPOCHI, pEIIEHHE KOTOPhIX HE BXOIUT

! Yicnonw3yercs cokpanienue, npuBeeHHoe B myHkTe 1.2 HacTosmed MHCTpyKumy.
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B KOMIICTCHIIMIO KOMHUCCHHM, B TE€UYEHHUE MATU JTHEW MOCJI€ IHS NOCTYIUICHUS
HalpaBJIIETCSI B KOMHCCHIO, HWHOW OpraH WM JOJDKHOCTHOMY  JIMILY,
B KOMIIETEHLIHUIO KOTOPBIX BXOJHUT €ro PacCMOTPEHHE, a MOCTYNHMBLIEE B WHOMN
nepuoa U0 He CBS3aHHOE C COOTBETCTBYIOIICH H30MpaTeIbHON KaMIaHHEH,
KaMmIianuei pedepenayma — B TeUCHUE CEMU JTHEN TOCTe THS MOCTYIUICHUS.

OO0parenus, He CBSI3aHHBIC C pealn3alyeil U 3alIUTON N30upaTebHbBIX MPaB
W mpaBa Ha ydactue B pedepenayme rpaxaaH Poccuiickonr dDepeparum,
MOCTYIUBIINE B TEPPUTOPUAIBHYI0 KOMHCCHUIO B IMEpPUOJ COOTBETCTBYIOLIEH
n30upaTeNbHOW KaMMaHWM, KammaHuu pedepeHayma, a TakkKe IMOCTYIHUBIINE
BHE NepHoJa H30MpaTEeIbHON KaMIaHWM, KaMIaHUU pedepeHayma Wiu MOcie
YCTaHOBJICHHSI TEPPUTOPHAIBHON KOMHCCHEN UTOrOB IOJIOCOBAHUS, ONpPENEICHUS
pe3yabTatoB BBIOOPOB, pedepenayma, —B TedeHue 30 pgHed mocne JHA
UX TIOCTYIUICHHUS.

18. O6pamenuss  cpeAcTB  MaccoBod  wHGOpPMAlMM IO  BOIpOcCam
npenocTaBiieHuss UH(OpMAIuu —B  TEUEHHE CEeMU  KaJICHJApHBIX  JIHEW.
Ecnu TpeOyeMble CBeAEHUS HE MOTYT ObITh NPENOCTABIEHBI B YKa3aHHBIM CPOK,
TO JIONMYCKAeTCs OTCpOYKa B NPEIOCTABICHUM 3alpalinuBacMoil HH(oOpManuu
C BPYUYEHUEM NPEICTABUTEINIO PEAAKIIUU B TPEXIHEBHBIA CPOK CO JHS MOJYyUEHHS
NUCBMEHHOr0 3ampoca MH(GOpMaluu yBEAOMJIEHHS 00 OTCpOYKE, B KOTOPOM
YKa3bIBAIOTCS NPUYMHBI OTCPOYKM, Jara, K KOTOpoW OyaeTr mpenocTaBiieHa
3ampaniuBaeMasi ”HpopMalus, J0JKHOCTHOE JIMIIO, YCTAHOBUBIIIEE OTCPOUKY, /1aTa
IPUHATHUS PEIICHUs 00 OTCPOUKE.

19. 3anpoc rocymaapcTBEHHOTO OpraHa, OpraHa MECTHOTO CaMOYIPaBIICHUS
WIM JOJDKHOCTHOIO JIMIIA, paccMaTpHUBAIOLIEro oOpalleHHe TIpakKJaHuHa, —
JIOKYMEHTBl W MaTepuaibl, HEOOXOIWMBbIE JUISI PACCMOTPEHUSI OOpaIleHUs,
NPEAOCTABISIOTCS B TE€UEHHE 15 JHEN WM MHOM CpPOK, yKa3aHHBIM B 3ampoce
(IO BO3MOKHOCTH), 32 HCKJIIOUEHHEM JOKYMEHTOB W MaTEpHalioB, B KOTOPBIX
coJiep>KaTcsi CBEJIEHHUs, COCTABJISIOIINE FTOCYJaPCTBEHHYIO UM MHYIO OXPaHIEMYIO
dbenepalibHBIM 3aKOHOM TallHy, M JJI1 KOTOPBIX YCTaHOBJIEH OCOOBIA MOPSIAOK

IPe0CTaBIICHUSI.
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[Tpunoxxenue Ne 12
K TunoBou HHCTPYKIIUH
I10 JI€JIONPOU3BOJCTBY B TEPPUTOPHUAIBHON
n3buparenbHoi komuccuu B Cankr-IletepOypre

TeppuropuanbHas YTBEPXIAIO
nu3ouparenabHas komuccus Ne
HOMEHKIJIATYPA JIEJI IIpencenarens
TepputopuanbHOU
Ne U30MpaTeIbHON KOMHUCCHH No
(maTa)
(momuchk) (pacumdpoBKa MOJITKCH)
Ha FOI[ (ﬂa’ra)
WNupekc Komuuecrso Cpok xpaHeHuUs
A 3aronoBox jena TOMOB POK Xp [Mpumeyanus
nena . 1 Ne craTeii 1o nepevHio
(gacreit)
1 2 3 4 5
Haspanue pa3nena
(HaMMEHOBaHHE JIOJKHOCTH COCTaBHTEIIS (moamnuck) (pacudpoBKa MOIMNUCH)
HOMEHKIIATYPhI)
(mara)
COI'JTACOBAHO COI'JTACOBAHO
[IpoTokos DKkcnepTHON KOMUCCUU Cekperappb Cankt-IlerepOyprckoit
TepputopuansHOit n30MparenbHO Komuccuu No U30HUpaTeNIbHON KOMUCCUH
oT Ne

(mogmucek)  (pacmudpoBKa MOIMUCH)
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[Iponomxenue mpunoxxkenus Ne 12

Hrorosas 3anuce o KaTCropuAax U KOJIN4YCCTBC ACJI, 3aBCACHHBIX

B roay B TepputopuanbHoit n306uparenbHoil komuccuu Ne
B ToMm uncne
ITo cpokam xpaHeHus Bcero O — C OTMETKOM
PEXOIAML «OIK»
1 2 3 4

Ha Oymaxxaom HOCHTETE

(mpu HaTMYMKM THOPUIHBIX AeN, ToM(a) Ha OyMa)XHOM HOCHTENIC YYHUTBHIBAIOTCS B pas3fele
tabimubl «Ha OymMa)kHOM HOCUTENE», TOM(a) Ha SJICKTPOHHOM HOCHTENE YYHTHIBAIOTCS B
pazzene Tabauibl « QNEKTPOHHBIX»):

ITocTossHHOTO

HonroBpemenHoro (coimie 10 jeT)

Bpemennoro (10 10 et BKIIIOUNTENBHO)

DIIEKTPOHHBIX

(mpu HaJIMYMK TUOPUAHBIX J1e], TOM(a) Ha OyMa)KHOM HOCHUTEJIE YUUTHIBAIOTCS

B pazjesne Tabnuiel «Ha 6ymakHOM HocuTeney», ToM(a) Ha 3JIEKTPOHHOM HOCHUTENe
YUUTBIBAIOTCS B pasjiesne Ta0nuIbl « DJIEKTPOHHBIX)):

ITocTossHHOTO

HonroBpemenHoro (caime 10 jeT)

Bpemennoro (10 10 et BKIIIOUNUTENBHO)

NTOI'O:

(HaMMEHOBaHUE JTOJKHOCTH COCTABUTEIS (moamuce) (pactmmdpoBKa MOAMHUCH)
HOMEHKJIATyphl)

(mara)
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[Tpunoxxenue Ne 13
K TunoBou HHCTPYKIIUH
I10 JI€JIONPOU3BOJCTBY B TEPPUTOPHUAIBHON
n3buparenbHoi komuccuu B Cankr-IletepOypre

TeppuropuaibHas YTBEPXIAIO
n3bupatenpHas komucceus Ne

®OHJ Ne IIpencenarens
OIIUCb Ne TepputopuanbHOH

n3buparenbHO KoMUCCUU No
JeJ1, TOKYMEHTOB MTOCTOSIHHOTO XPaHCHHS —

3a roj
(moamuck) (pacurgpoBKa IMOAUCH )
(mara)
Ne HNnnexc 3aroyioBoK .
Kpaiiaue natet Konunuectso nucroB | Ilpumedanus
/o neiaa neiaa
1 2 3 4 5 6

Haspanue pasaciia

B nanHBIN pa3aen onucyu BHECEHO

aen
(unpamu ¥ IPOTUCHIO)
c Ne o Ne , B TOM 4HUCJIE:
JIUTEPHBIE HOMEpA:! :
MPOIYILEHHbIE HOMepa:
HaumenoBaHMe OIKHOCTH COCTaBUTEIS HOJINCH pacmm@poBKa MOAMNUCH
OnucH
HaumeHnoBanue n0mKHOCTH MOJNUCH pacundpoBKa NOAMUCH
OTBETCTBEHHOTO 32 apXUB
(mara)
COI''TACOBAHO YTBEPXJIEHA
[IpoTokon DkcnepTHON KOMUCCUU [Iporokoun LleHTpanbHOIi SKCIIEPTHO -
TeppuropuanbHoil H30UpaTenbHOMN MIPOBEPOYHON KOMUCCHUU
komuccuu Ne ApPXHUBHOTO KOMUTETA

Cankr-IlerepOypra

oT Ne oT Ne
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[Tpunoxenue Ne 14
K TUnoBOM MHCTPYKLINH

0 JIEJIOTIPOU3BOJICTBY B TEPPUTOPUATIBHOMN
u3oupatenbHoit komuccun B Cankt-IletepOypre

TeppuropuanbHas
nzbupatenpHas komuceus Ne
®OH/J Ne
OIUCHb Ne

aed, JTOKYMEHTOB BPEMEHHBIX
(cBbitie 10 neT) cpoka XpaHeHHUs

YTBEPXIAIO

[Ipencenarens
TeppuropuaibHOn
n3bupaTeIpHON KoMuccuu Ne

(monmucek) (pacurudpoBKa MOITUCH)

3a roj
(mara)
No WNunekc 3arojoBoK Kpaiinue Cpox KonuuecTBo
[Ipumeyanus
n/m nerna nena JIaThl XpaHeHUs JUCTOB
1 2 3 4 3) 6 7
Hazpanwue pazgena

B naHHBIN pa3gen onucu BHECEHO Jen

¢ Ne
YHCHE:

JUTEPHBIC HOMEPA:

o Ne

(tmudpaMu ¥ TPOITHUCHIO)
, B TOM

MPpONMYIMICHHBIC HOMEpA:

(HaMMEHOBaHUE JIOJDKHOCTHA COCTABHTEIIS
OTIHCH)

(moamuce) (pacmm@poBKa MoANUCH)

(HaI/IMCHOBaHI/Ie JOJIDKHOCTH
OTBE€TCTBCHHOTI'O 3a apXI/IB)

(mara)

COI'NTACOBAHO
IIpoToKOa DKCEPTHON KOMUCCHH
TepputopuaibHON H30UpaTENBLHOM

komucenu Ne

oT Ne

(moamuce) (pacmm@poBKa MOANKUCH)

YTBEPXIEHA
IIporokoi LleHTpanbHON IKCIEPTHO -
MPOBEPOYHON KOMHUCCUU
ApxusHoro komurtera Cankr-IlerepOypra

oT Ne



TepputopuanbHas
nzbupatenpHas komucceus Ne
®OHJ Ne

Ol ChH N

A€, HIOKYMCHTOB I10 IHYHOMY COCTaBy
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[Tpunoxenue Ne 15

K TUIoBOM MHCTPYKLINH
110 JI€JIONPOU3BOJCTBY B TEPPUTOPHUAIBHON
n3buparenbHoi komuccuu B Cankr-IletepOypre

YTBEPXIAIO

[Ipencenarens
TeppuropuaibHOn

n30upaTeIbHON KoMuccuu Ne

|____Tod (monmuce) (pacuudpoBka moanmcK)
(mara)
No Nunekc Kpaiinue Cpox Komn-Bo
3aroyioBOK Jiea [Ipumeuanus
n/n nena JIaThI XpaHCHHUS JIUCTOB
1 2 3 4 5 6 7
Ha3zBanue pa3aena
B naHHBIIi pa3zen onucu BHECEHO Jen

¢ Ne
YHCIIE:

JIMTCPHBIC HOMEpA:

o Ne

(mudpamMu 1 TPOIMUCHIO)

, B TOM

MIPONMYLIEHHbIE HOMEpA:!

(HauMeHOBaHHE JJOKHOCTH
OTBETCTBEHHOTO 32 apXUB)

(HaMMEHOBaHUE JIOJDKHOCTHA COCTABHUTEIIS
OTIHCH)

(mara)

COI''TACOBAHO
ITpoTokos DKCIepTHOW KOMUCCUHT
TepputopuanbHON U30UpaATETHHOMN

komuccuu Ne

oT Ne

(moamuce)

(pacmudpoBKa MOAMHUCH)

(moamuce)

(pacmm@poBKa MOANKUCH)

COI''TACOBAHO

[IpoTOKOI IKCIEPTHO-IIPOBEPOYHOM
METOINYECKOI KOMHCCHH
[{eHTpaIbHOTO TOCYIapCTBEHHOI'O ApXMBa

OoT

No

Cankr-IlerepOypra
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[Tpunoxxenue Ne 16
K TUIoBOM MHCTPYKLINH
110 JI€JIONPOU3BOJCTBY B TEPPUTOPHUAIBHON
n3buparenbHoi komuccuu B Cankr-IletepOypre

TeppuropuanbHas YTBEPXJIAIO
nu3zbuparenbHas komucceus Ne [Ipencenarens
AKT TeppuropranbHON
Ne n30uparenbHoi Komuccuu No

(MecTo cocTaBeHU)
O BbLICICHHH K YHHYTOKCHHIO (ToArKCH) (pacuudpoBKa MOIKCH)
(apXUBHBIX) IOKYMEHTOB,
He MO/JIeKANUX XPAHEHU )

(mara)

Ha ocHoBanum IlepedHsi THIIOBBIX  YIPABICHUYECKUX  APXHBHBIX  JIOKYMEHTOB,
00pa3yronMxcsi B MPOIECCe JACATEIBHOCTH TOCYJAApCTBEHHBIX OPraHOB, OPraHOB MECTHOTO
CaMOYIIPaBIICHUSI W OpTraHM3alHid, C YyKa3aHUEM CPOKOB XpaHCHHWS W HOMEHKIATYphl eI
TepputopualibHON N30MpaTeNbHON KOMUCCHH N 0TOOpaHbl K YHUYTOXKEHHUIO KaK HE HMEIOIINe
HAYYHO-MCTOPUYCCKOM IIEHHOCTH U YTPATUBIINE PAKTUYCCKOE 3HAUCHUE JOKYMCHTBI:

Ne Ne onucu
(pu
BBIJICIICHUH K
3arojaoBoK No en. xp.
YHUUYTOKEHUIO Cpoku
nerna M0 OIUCH
JIOKYMEHTOB Kon-Bo XpaHEHHS
Ne WU Tombl (uHzIEeKC IIpume-
. A IIPH MOATOTOBKE el. Xp. U HOMepa
I/l | TPYNIOBOM 1o . YaHUS
JIeN K Tiepenaye (mem) craTei
3aroJIoBOK HOMEHKJIa-
B apXUB IO NIEPEYHIO
JIOKYMEHTOB Type Jiein)
OpraHu3aIny,
rpada He
3aMoIHSETCs])
1 2 3 4 5 6 7 8
Hroro ell. Xp. (€1, 2IeKTPOHHBIX JIeJT) 3a TOJIbl
(mmdpamMu ¥ IPOIHCHIO)
Omnwcu 1e1 NOCTOSHHOTO XPaHEHHs 3a rofibl yTBepKJIeHbI ¢ LleHTpanbHOil SKciepTHO

-IIPOBEPOYHOU KOMUCCHEN ApXHBHOTO KOMHUTETA Cankr-IlerepOypra (mpoToKoI
OT «__ » 20 r. No ).

(HaMMEHOBAHUE JTOJDKHOCTH JIMIIA, (moamwuch) (pacmmdpoBKa MOAMKCH)
OTBETCTBEHHOT'O 32 apXUB

(mara)
COI'TTACOBAHO YTBEPX/EH
ITpoTokos DKCIepTHOW KOMUCCUHT [eHTpanbHOM SKCIIEPTHO-IIPOBEPOYHOU
TeppuropnanbHON KOMHCCHH APXHUBHOTO KOMHUTETA
n30upaTenbHON Komuccu Ne Cankr-IlerepOypra

oT Ne oT Ne
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[Tponomxenue mpunoxxenus Ne 16

JIOKyMEHTBI B KOJIMYECTBE el1. Xp. (Z1e, AIIEeKTPOHHBIX JE):
- Ha OyMa)XHOM HOCHUTEJIE BECOM KI' CJTaHBI B

(HaMMEHOBAaHWE OPTaHU3AIIIH )

- Ha 3JICKTPOHHOM HOCHUTCJIC CAaHbI HA YHHUYTOXCHUEC

(cioco6 YHUUYTOXKECHHS)

(HaMMEHOBaHHUE JIOJHKHOCTH JIUIIA, (IO ATIHCH) (pacuudpoBKa MOIIKCH)
CIaBIIETO JOKYMEHTHI)

(mata)

HN3menenus B YUYCTHBIC JTOKYMCHTBI BHCCCHBI

(HaMEeHOBaHUE JIOJDKHOCTH JIMIIA, BHECIIIETO (moamuce) (pacmudpoBka moanucy)
U3MCHCHHS B YYCTHBIC JOKYMCHTHI)

(mara)
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[Tpunoxenue Ne 17
K TunoBou HHCTPYKIIUH
I10 JI€JIONPOU3BOJCTBY B TEPPUTOPHUAIBHON
n3buparenbHoi komuccuu B Cankr-IletepOypre

BHYTPEHHSA OITMCH JOKYMEHTOB JIEJIA

BHyTpeHHsIs ONUCH JOKYMEHTOB Jiejia Ne

Perucrpanmonubii Howmepa
No pal [ara 3aroJioBoK p
HOMCDP JINCTOB HpI/IMe‘IaHHH
n/m JIOKYMEHTa JIOKYMEHTa
JIOKYMEHTa zena
1 2 3 4 5 6
Uroro: JIOKYMEHTOB
(g pamMu ¥ MPOMHUCHIO)
KonnyecTBo IMCTOB BHYTPEHHEN ONUCH JUIL.
(g pamMu 1 MPOTUCHIO)
(HauMeHOBaHUE JOJKHOCTU (TOAMHKCH) (pacimdpoBKa MOMTUCH)

JIULA, COCTABUBIIErO
BHYTPEHHIOIO OIIKChH
JOKYMEHTOB JIeJia)

(mara)
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[Tpunoxxenue Ne 18
K TunoBou HHCTPYKIIUH

O JIETIOMPOU3BOJICTBY B TEPPUTOPHUATIBHON
n3oupatenbHoi komuccun B Cankt-IleTepOypre

JIMCT-3ABEPUTEJIb JEJIA

Jluct - 3aBepuTtens aena No

B nene noammTo ¥ mpoHyMEpOBaHO

JucT(OB),

(mudpamMu ¥ MPOITUCHIO)

c Ne 47 o Ne 47

, B TOM 4HCJIE:

JIMTCPHBIC HOMCpPA JINCTOB

IPOIIYIICHHBIC HOMCpPA JINCTOB

+ IMCTOB BHYTPEHHEN ONMUCHU

OcobenHocTy (pU3UYECKOro COCTOSIHUS Homepa
1 (hopMupoBaHuUs jieia JIMCTOB
1 2
(HaMMEHOBaHUE (rToarucs) (pacuugpoBKa MOIHCH)

JOJDKHOCTH)

(mara)
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[Tpunoxxenue Ne 19
K TunoBou HHCTPYKIIUH
I10 JI€JIONPOU3BOJCTBY B TEPPUTOPHUAIBHON
n3buparenbHoi komuccuu B Cankr-IletepOypre

w I
oy "Iy
EL
Cankr-IlerepOyprckoe rocyapcTBeHHOE Ka3eHHOE YUpeKAeHne
«IlenTpanbHblii rocynapcrBennbiii apxus Cankr-Ilerepoypra»
TEPPUTOPUAJIBHASA U3BUPATEJBHASA
KOMHUCCHUA Ne
JAEJIO Ne Tom Ne
(3aroJyioBoOK jena)
(kpaitHue nathl)
Ha JMCTax

XpaHUTh

D Ne
Omn. e
J. Neo




[Tpunosxxenue Ne 20
K TUnoBOM MHCTPYKLINH

0 JIEJIOTIPOU3BOJICTBY B TEPPUTOPUATILHOMN
u3oupatenbHoit komuccun B Cankt-IletepOypre

YTBEPXIAIO
IIpencenarens
n30upareabHON KOMUCCHH

IMoamuce Pacmdposka noanucu

Ileuatn
Hara

AKT
Ne
preMa-Ttiepeiaun apXuBHbBIX
JIOKYMEHTOB Ha XpaHEHHUE

YTBEPXIAIO
Jupexrop
Cankr-IleTepOyprckoro rocyaapcTBEHHOTO
Ka3eHHOTo yupexaeHus LlenrpansHoro
rocynapctBeHHoro apxupa Cankt-IlerepOypra

[Moanuce Pacmmdposka
MOAUCH
[Ieuars
Jara

(ocHOBaHME NEepeIayn)

(Ha3BaHMe TIepeIaBaeMoro GpoH/Ia)

chai,

(HaMMEeHOBaHUE OpraHU3AIINH, ITepeAatoNIel JOKYMEHTHI)

PUHSLIL

(HaMMEHOBaHUE OpPraHU3alNU, IPUHUMAIOLIECH TOKYMEHTBI)

HpI/IHI/IMaeT Ha roCyJapCTBCHHOC XpaHCHUC JOKYMCHTHI 3a

u CHp&BO‘IHLIﬁ amrapar
(romsr)

K HUM:
Ne n/nt HazBanue, Homep KonmnuaecTBo 3K3eMILISIpOB Komnuectso | Ilpumeuanus
OTHCH OIKCH JIeN1, JOKYMEHTOB ell. Xp.
1 2 4 5
Hroro npuHsTO en.Xp.

(LM (paMHU 1 TIPOINCHIO)

[Tepenauy npoussenu

ITpuem npoussenu

JoJKHOCTB [Tognucs  PacmmdpoBka  JlomxHOCTB IToanuce PacmmgpoBka
MTOATIMCH MTOATIUCH
Hara Hara
®oHay npucBoeH Ne
N3meHeHns B ydeTHbIE JJOKYMEHTBI BHECEHBI
HanmenoBanue nomkHOCTH IToanuce Pacmm¢poBka noanucu

OTBCTCTBCHHOI'O 3a apXUB

Hara
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