TEPPUTOPUAJIBHASA I/I3BPATEJII>HA$[ KOMMUCCHUS Ne 47
PEIIEHUE
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Cankr-IleTepOypr

OO0 MHCTPYKIUH 10 1eJI0NPOU3BOACTBY

B TeppuropuajnbHoii n30upareabHoi Komuccuu Ne 47

Ha ocnoBanuu pemenust Cankr-IletepOyprckoit n3dupaTenbHO KOMHCCHH
ot 6 nexadps 2018 roga Ne 81-1 «O TumoBoi HHCTPYKLMH IO I€TONPOU3BOICTBY B
TEppUTOpUANBbHON  u30uparenpHOM  komuccun B Cankrt-IletepOyprey,
TeppuropuanbHas uzdouparenbHas Komuccust Ne 47 p e m1 u J1 a:
1. VTBepAuTh HWHCTPYKIUIO 1O JAEJNONPOU3BOACTBY B TeppuropuanibHON
n3bupareabHOl Komuccuu Ne 47 corinacHo NPUIIOKEHUIO K HACTOSIILIEMY PEILIECHUIO.
2. HarmpaBute kommro Hactosimero pemieHuss B Cankr-IletepOyprekyro
n30MpaTebHYI0 KOMUCCHIO.
3. KonTponb 3a UCHOJHEHHEM pELIeHHUs] BO3JIOXKHMTb Ha CeKperaps

TepputopuanbHoii u3dbuparenbHoit komuccuu Ne 47 TpeckyHoBy E.B.
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n3oupatenbHoi komuccuu Ne 47 M.B.CrpensuoBa
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YTBEPXIEHA

pemennemM TeppuropuanbHOn

n30OupatenbHo kKomuccuu Ne 47
ot 25.06.2020 Ne 2-3

UHCTPYKLMS 1O JEJTONPOU3BOJICTBY
B TEPPUTOPUAJIBHON U3BUPATEJBHONU KOMUCCHUHU Ne 47

1. O0mue mos10KeHus

1.1. Uuctpykuus o JEJIONPOU3BOACTBY B TepputopranbHOU
u3oupatenbHoi komuccun Ne 47 (manee — MHCTpyKIMs) yCTaHABIMBAET MOPSIOK
paboThl C JOKYMEHTAMH, OCHOBHBIC MpaBujia HMX MOJATOTOBKU U O(OpMIIEHUS
B TepputopuansHoit nzduparenbuoin komuccuu Ne 47 (nanee — TeppuropuanbHas
KOMUCCHSA).

[Topsimok  pa®OTBI €  DJIEKTPOHHBIMU  JIOKYMEHTaMH, JOKYMEHTaMU
[0 BEJCHUIO KaJpOBOTO JIEIIONPOMU3BOJCTBA  OMNPEAEISIETCS  OTAEIbHBIMU
UHCTPYKLHSMU.

WucTpykiust  pa3pabotana Ha ocHoBaHuM DenepanbHbIX  3aKOHOB
«O0 OCHOBHBIX TapaHTUSAX M30UpATENbHBIX TMpaB W TpaBa Ha ydacTHe
B pedepenayme rpaxiaaH Poccuiickoit ®epeparun», «O0 apXuBHOM Jefie
B Poccuiickoit denepammny, «O mopsake pacCMOTpeHHs OOpallleHU Trpa)aaH
Pocculickon denepanum», 3aKOHOB Cankr-IletepOypra, [IpaBun
JEeJIONPOU3BOACTBA B  (pefepalibHBIX  OpraHax MCIHOJHUTEIBHOM  BIACTH,
YTBEPXKJICHHBIX TOcTaHOBJIeHUEM IIpaBurenscrBa Poccuiickont denepanun
or 15 wutons 2009 roma Ne 477, ¢ ydyetoM MeTOAMYECKUX PEKOMEHIALIMIA
Mo pa3pabOTKe WHCTPYKUHMM MO JEIONPOM3BOACTBY B (eliepalbHbIX OpraHax
WCIIOJTHUTENILHOM BIJIACTH, YTBEPKICHHBIX MpukazoM dDenepanbHOro apXWBHOTO
areHTcTBa oT 23 nexabps 2009 roga Ne 76, mOoCTaHOBIEHUM M MHBIX HOPMATUBHBIX
aktoB [IUK Poccun, Cankr-IlerepOyprckoit u30uparensHON  KOMHUCCHH,
pernamenta TeppuropuanbHOM  KoMUccHHM, ¢  ucnoias3oBaHueM ['OCTa

P 7.0.8-2013 «CHUBU. Jlenonpou3BOACTBO U apXUBHOE Jei0. TepMUHBI
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u onpexaenenus», ['OCTa P 7.0.97-2016 «CUBU/I. YauduiupoBaHHble CUCTEMBI
JOoKyMeHTauu. OpraHu3alioOHHO-PaCIIOPAIUTENIbHAS JOKYMEHTALIH.

PabGota ¢ pokymeHTamu, cojepKaliuMu HHGOPMAIMIO OTPAHUYEHHOTO
pacupoCTpaHEHUs, OCYIIECTBISIETCSI B COOTBETCTBHM € IIOCTAHOBJIEHUEM
[IpaButensctBa Poccuiickoit ®denepanum ot 3 HosOps 1994 roma Ne 1233
«O06 yrBepxaeHun [lomoxeHuss o TOpsiAKe OOpameHus: Cco  CIyKeOHOM
uH(popMaIMelt OTPAaHWYCHHOTO PACTIPOCTPAHCHHS B (eaepaabHBIX OpraHax
VCIIOJTHUTEIIbHOM BJIACTH, YIIOJJTHOMOYEHHOM OpPTaHEe YIIPABIICHHS UCIIOIb30BaHUEM
ATOMHOW YHEPTUU U YIIOJHOMOYEHHOM OpraHe Mo KOCMUYECKOHN JESITENIbHOCTI, 32
UCKIIIOUEHHUEM JOKYMEHTOB, COJIEpKAIIUX CBEACHUS 00 M30upaTeisiX, y4acTHUKAX
pedepenayma, obpalammuxcs B paMmkax GyHKIUOHUPOBaHUs ['ocymapcTBeHHOM
CUCTEMBI peructpauuu (ydera) wu30Oupareneld, Yy4YaCTHUKOB pedepeHayma
B Pocculickon ®denepanuu.

1.2. [IpaBuna odopMiaeHUs] IAOKYMEHTOB U TMOPAIOK paboOThl C HHUMH,
NpEeNyCMOTPEHHbIE HacTosmerd VHCTpykuue, oO0s3aTeNbHbl JIJII  YJICHOB
TeppuTopralbHOW KOMHUCCHM W TOCYJAPCTBEHHBIX TPAXKIAHCKUX CIYKAIIUX
ammapara TeppuTopruatbHON KOMHCCUH (Jlajiee — TPaKIAHCKHE CITYKAIIUE), 8 TAKKE
JIU1, TPUBJIEKAEMBIX 10 TPAXKIAHCKO-TTPABOBBIM JIOTOBOPAM.

1.3. PaGoTHUKH, TOCTYNHBINIHME HA TOCYAAPCTBEHHYIO TPAXTAHCKYIO CITYKOY
B anmapaT TeppuTopuaibHOM KOMUCCHH, JOJIXKHBI ObITh 03HAKOMJIEHBI IO TTOATTUCH
C TeKCTOM Hacrosien Mucrpykiuu.

1.4. Benenue JETTONTPOU3BOCTBA TeppuropuasibHON KOMUCCHH
OCYIIECTBISIET MpeAcenaresib TeppuTOpUaIbHOM KOMHUCCUM WM TPa)XTaHCKUU
CIy)Kalluy amrmapara TeppuTopraibHOW KOMHCCHM B COOTBETCTBUU CO CBOUM
JOJKHOCTHBIM PETJIAMEHTOM.

1.5.B cmydae yxoma B OTHYCK, BbI€3Ja B KOMAaHJIHUPOBKY, OOJIE3HH,
YBOJIBHEHMSI  MCIIOJIHUTENS  JOKYMEHTOB Ipejacenarenb TeppuTopualibHON
KOMHCCUU JIaeT YyKa3aHHWE Iepe/aTb HEUCIOJHEHHbIE JOKYMEHTBHI JIPyroMy

HUCITIOJTHUTCIIIO.
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1.6. lenonpou3BoACTBO B TeppUTOPHAIBHON KOMHUCCHUU OCYIIECTBIISIETCS
C MCIOJIb30BAHUEM ITPOTPaMMHOTO H31enus «/Jleo» moacucreMsl aBTOMaTU3aluU
aAMUHUCTPATUBHON  JEATENBHOCTH ['OCyHapCTBEHHOM  aBTOMAaTU3UPOBAHHOM
cuctembl Poccuiickoit denepannn «BriOops», BXOAAIIEH B COCTaB CIEIIHATBHOTO
nporpammHoro odecnedenus (manee — [ JIEJIO).

Hoctyn x I JEJIO ocymiecTBisieTcsi B COOTBETCTBUM C PeriameHTOM
UCIIONb30BaHUSl  MH(OPMAIIMOHHBIX  PECYpCOB  KOMILJIEKCA aBTOMAaTH3alluU
TepputopraibHON u3ouparensHoil komuccuu (nanee — KCA TUK) nmo mpukasy
npexacenarens TeppuTopranbHOl KOMUCCUMU.

Pabora ¢ pokymentamu TeppuTopuanbHOM KOMHCCHM OCHOBBIBAETCS
Ha IPUHIMIE OJHOKPATHOW PEruCTpalry JOKYMEHTA.

1.7. 111 AEJIO mpenocTaBisieT BO3MOXXHOCTb padOTaTh C AJIEKTPOHHBIMU
oOpa3namMu JTOKYMEHTOB U 3JIEKTPOHHBIMU JOKYMEHTaMH, OCYLIECTBISATh B 0a3e
JAHHBIX aBTOMATU3UPOBAHHBIA TMOMCK JOKYMEHTOB IO Pa3jIUYHBIM KPUTEPHSIM,
OpraHU30BbIBaTh KOHTPOJIb HCIIOJHEHUS JOKYMEHTOB M IOPYYEHMH, a TaKXKe
NOJIy4yaTh CTATUCTHUYECKHE OTYETHl MO JTOKyMEHTO000poTy B TeppuropuanbHOu
KOMUCCHUHU.

1.8. UucTpyKius yTBepkaaercs peneHuem TeppuropuaibHON KOMUCCHU.

1.9. B UHCTpyKIIMK UCTIONB3YIOTCS CIEAYIOIINE TTOHSTHS:

OJlaHK JOKyMEHTa — Ha0Op pEKBU3HMTOB, HJCHTU(DUIMPYIOUIUX aBTOpa
o(pULIMaTBFHOTO MUCBMEHHOTO TOKYMEHTA;

BHYTPEHHHMU TOKYMEHT — JOKYMEHT, TOATOTOBIIEHHBIN B TeppuTOpranbHON
KOMHCCHH, HE BBIXOAIINM 32 €€ IPeebl;

BXOJISIIMA JIOKYMEHT — HOKYMEHT, MOCTYNMBIIUM B TeppUTOPHAIBHYIO
KOMUCCHIO;

JIEJI0 — COBOKYITHOCTh JJOKYMEHTOB WJIM OTIEIbHBIA JOKYMEHT, OTHOCSIIIHECS
K OJHOMY BOINpPOCY WM YYacTKy J€STEeIbHOCTH, MOMEIIECHHbIE B OTIEIbHYIO
00JIOXKKY;

JEJIONPOM3BOACTBO  —  JIEATENBHOCTh,  OOECIeuuBarolas  Co3/aHue

0(1)I/II_II/Ia.HBHBIX JOKYMCHTOB M OpPraHu3alunro pa6OTI:>I C HUMU,
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NOKJagHas  3amMcKa —  BHYTPEHHUMM  JOKYMEHT,  aJpPECOBAaHHBIN
BBILIECTOSEMY JIOJDKHOCTHOMY JIMILy OT HHKECTOSIIETO JIOJKHOCTHOTO JIMIA
U coJepKaluid 00CTOSTEILHOE H3JIOKEHUE KaKOro-mubo BOMpOca C BBIBOJAMHU
Y IIPEUIOKEHUSIMU COCTABUTEIIS;

JOKYMEHT — O(UIUaIbHBIA JIOKYMEHT, CO3JIaHHBIH TOCYJapCTBEHHBIM
OpraHoM, OpraHOM MECTHOTO CaMOYIMpPAaBICHUS, IOPUAMUECKUM WM (PU3NIECKUM
JUIOM, O(QOPMIICHHBI B  YCTAHOBJICHHOM TIOpSAKE W BKIIOUYEHHBIN
B IOKyMEHTOO00pOT TeppUTopranbHO KOMUCCHH;

JOKYMEHTUpPOBaHUE — (puKcanus nH(GOpMaly Ha MaTepHAIbHBIX HOCHUTEISIX
B YCTQHOBJICHHOM IOPSJIKE;

JOKYMEHTOOOOPOT — JABM)KEHUE TOKYMEHTOB C MOMEHTA MX CO3JIaHUsl WIIU
ITOJTYYEHHUSI 10 3aBEPIICHUS UCTIOJIHEHUS WM OTIIPABIICHMUS;

nyOauKaT JOKyMEHTa — MOBTOPHBIM 3K3EeMIUIAp MOJJIMHHUKA JIOKYMEHTAa,
MMEIOIINHN IOPUINYECKYIO CHITY;

3aBEpEHHAss KONMUA — KONUA JOKYMEHTa, Ha KOTOPOM B COOTBETCTBUU
C YCTaHOBJICHHBIM IOPSAIKOM IPOCTABIISIIOT HEOOXOAMMbIE PEKBU3UTHI, IPUIAIOLIIE
el FOPUIUYECKYIO CUITY;

UCXOIAIINN JOKYMEHT — JIOKYMEHT, OTHPABIIEMbId U3 TeppUTOPHAIBHON
KOMMCCHU;

KOHTPOJb  MCIIOJIHEHUSA  JOKYMEHTOB —  COBOKYNIHOCTH  JIEWCTBHU,
00ecreunBaoIIUX CBOEBPEMEHHOE UCTIOTHEHUE JOKYMEHTOB;

KOIHUS TOKYMEHTa — TIOKYMEHT, OJIHOCTBIO BOCHPOU3BOAAIINN HHPOPMALIKIO
IIOJUIMHHUKA U €70 BHEIIHUE IIPU3HAKU, HE UMEIOLUI IOPUIUYECKON CUIIBL;

HOMEHKJIaTypa J1eJl — CUCTEMAaTU3UPOBAHHBIN IIEpEYeHb HAUMEHOBAHUM JIEll,
3aBOAMMBIX B TeppuTOpHanbHON KOMHUCCHHM, C YKa3aHHUEM CPOKOB MX XPaHEHMS,
0(pOpMIIEHHBIH B YCTAHOBJICHHOM HOPSIKE;

HOPMaTUBHBIE JOKYMEHTBl — COBOKYITHOCTb MHCTPYKTHBHBIX MAaTEpHUAIOB,
PaCcCUNTAHHBIX HA TIOCTOSTHHOE WJIM MHOTOKPATHOE JENCTBUE U COJICPHKALIUX KaKUe-

100 HOPMBI, IPABUIIA, TIPEANUCAHMUS;
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oopmiieHHE JOKYMEHTa — MPOCTaBICHHE HEOOXOIUMBIX PEKBU3HTOB,
YCTaHOBJICHHBIX ITPaBUJIAMH IOKYMEHTUPOBAHUS;

NUCbMEHHOE O0pallleHHue TpaxAaHNHAa — HAMPaBIEHHOE B TOCYapCTBEHHBIM
OpraH, OpraH MECTHOIO CaMOYIPAaBJIEHUS WU JOJDKHOCTHOMY JIMIy TUCBMEHHOE
NpeIOKEHHE, 3asBJICHUE WM 5Kao0a;

MMCBbMO — 0000IIEHHOE Ha3BAHHUE PA3JIMYHBIX 110 COAEPKAHUIO JOKYMEHTOB,
CIIy’KallluX CPEJACTBOM OOIICHHS MEXy OPraHU3alUsIMHU, FPAKIAHAMU;

NOJJIMHHUK JOKYMEHTa — TME€pPBbIA WM €IUHCTBEHHBIA JK3EMILISAP
JIOKYMEHTA;

NOPYYEHUE — JOKYMEHT, MPEANUCHIBAIONINI BBINOJIHEHUE TEX WIIA HWHBIX
3aJaHu;

perucTpalrMoHHasl kKapTouka nokymeHta (nanee — PK) — perucrtpaimonHo-
ydeTHast opMa, B TOM UHKCJIE B JIEKTPOHHOM BHUJE, UCIOJIb3yeMas JUIsl 3aluCh
CBEJEHUN O JOKYMEHTE B IEIIX y4yeTa, IMOHCKAa M KOHTpOJIs, CO3/aBaeMmasi
IIPU PETUCTPALIMK JOKYMEHTA ¢ ucnoiab3oBanueM 11 JIEJIO;

peructpauus JOKYMEHTa — IPUCBOCHHUE JIOKYMEHTY PEruCTPAllMOHHOIO
HOMEpPA U BHECEHHE CBEACHUI O JOKYMEHTE B PETUCTPALIMIOHHO-YUYETHYIO (popMmy;

peructpandonHas ¢opMa — CHCTeMa pPErucTpalud, MCIOoJb3yeMast
B TeppuTopuaibHON KOMUCCUH MPU PETUCTPALIUU TOKYMEHTOB (KypHa);

PEKBU3UT JIOKYMEHTA — 00s13aTeIbHBIN 2JIeMEHT oopMIIeHHS OPUITUATEHOTO
JIOKYMEHTA;

CUCTEMA 3JIEKTPOHHOI'O JOKYMEHTOOOOpOTa — MH(pOpPMAalMOHHAsI CHCTEMa,
oOecrieunBaroIiasi cOOp JTOKYMEHTOB (BKIIOUEHHE TOKYMEHTOB B CHUCTEMY), HX
00paboTKy, yrpaBiieHne JOKYMEHTaMH U JIOCTYII K HHM;

CKaHMpPOBaHUE JOKYMEHTA — MOJIyYeHHE dJIEKTPOHHOT0 00pa3a JOKYMEHTA;

CPOK HCHOJHEHHS JOKYMEHTa — CpOK, YCTAHOBJICHHBbI HOPMATHUBHBIM
MPaBOBBIM aKTOM, OPraHU3aIIMOHHO-PACTIOPSAUTEIILHBIM JIOKYMEHTOM, YKa3aHUSIMU

10 UCITOJIHCHUIO JOKYMCHTA WUJIU ITIOPYUYCHUCM;



YKa3aHUS M0 UCIOJHEHUIO TOKYMEHTA — PEKBU3UT, COCTOSIINMA U3 HAAMNMHUCU
Ha JIOKyMEHTE WJIM Ha OTJEIIbHOM JIUCTE YCTaHOBJIEHHOW (hopMbI, chenaHHON
JOIKHOCTHBIM JIMIIOM;

y4eT JOKyMEHTOB — (Qukcamus Qaxta TMOJy4eHHUs JOKYMEHTOB 0e3
NPOCTaBICHHUS HA HUX PETUCTPAIIMOHHBIX IITAMIIOB;

dopMupoBaHue Jena — rpynnupoBaHUE UCTIOIHEHHBIX JTOKYMEHTOB B JIENO
B COOTBETCTBUU C HOMEHKJIATYypOHl N1e1 M CHCTeMaTu3alus JOKYMEHTOB BHYTpPU
nena;

AKCIIEPTH3a LIEHHOCTH JOKYMEHTOB — M3Y4YCHHE JOKYMEHTOB Ha OCHOBAaHUU
KPUTEPUEB MX LIEHHOCTH B LIENSAX OINpPEAENICHUS CPOKOB XpPAaHEHUS JOKYMEHTOB
¥ 0TOOpa UX JJIs AAJIbHEHIIET0 XPAHEHUS WM YHUUTOKEHUS;

AIIEKTPOHHBIN JOKYMEHT — JOKYMEHT, B KOTOPOM HH(OpMaIns MpecTaBlIeHa
B DJIEKTPOHHO-IIU(PPOBOIT popMme;

ANIEKTPOHHBIA 00pa3 JOKYMEHTa — OJIIEKTPOHHAs KOMUSA JIOKyMEHTa,

HN3TOTOBJICHHAA Ha 6YM2DKHOM HOCHTCIIC.

2. Ilpuem, perucTpanusi ¥ NPOX0KAeHUE MOCTYNAIIIHNX JOKYMEHTOB

2.1. lokymeHTsl B TeppuUTOpHaIbHYI0O KOMHCCHIO JOCTaBISIOTCS dYepes
oTneseHre CBa3u (mouToi, Tenerpadom), (Genpaberepckod WM CHeluaIbHOU
CBS3bI0, HAPOUYHBIM WJIM MEPEJAIOTC Ha JIMYHOM MpPUEME TPaKIaH MpeIcenaTento
TeppuropraibHON KOMUCCHH.

JIOKyMEHTBI MOTYT ITOCTYIIaTh B TeppuUTOpHAIbHYI0 KOMUCCHUIO IO KaHaJIaM
cBsi3u ['ocygapCTBEHHON aBTOMATU3UPOBAHHOM cuctembl Poccuiickoit deneparuu
«Bw10ops» cpenctBamu dnektporHor moutsl [IU JIEJIO, uepe3 oduimanbHyro
AJIEKTPOHHYIO MOUTY, MO0 (PaKCUMUIBHOMN CBSI3H.

2.2. Ilpuem, mnepBuuHas o00pabOTKa M pEerucTpauus MOCTYMAIOIMINX
JOKYMEHTOB MPOU3BOIATCA MpeacenarTesieM TeppuTopuaibHO KOMUCCHUU  WITU

OTBETCTBEHHBIM 3a BeqeHue nesnonpousBojactsa ¢ [T JIEJIO exxenHeBHO B 4achl



pabotsl TeppuTopualbHON KOMHUCCHHM, KpOME BBIXOJAHBIX M HEpabo4nx
Mpa3IHUYHbIX JHEM.

B nepuon moaroToBKH W MpOBEACHUS U30MPATENbHBIX KaMITAHUM MOPSA0K
MOJyYeHUSI M PErucTpali JOKYMEHTOB TIOCIE€ OKOHYaHHs pabodyero [H,
B BBIXOJIHbIE U Hepabouue Mpa3gHUYHbIC JHH, YCTaHABIMBAETCS Mpejce/aTeseM
TepputopruaibHON KOMUCCHH.

OOparienus, Kacaromiyecss HapylleHHH W30UpaTeNbHBIX MpaB TpakIaH
B [1I€PUO/I MOJATOTOBKU U MPOBEACHUS BHIOOPOB U PEPEPEHIYMOB, PETUCTPUPYIOTCS
B JICHb MOCTYIUIEHUS B TeppUTOpHATbHYI0 KOMUCCHIO WM Ha CIEAYIOMUN pabouunit
JICHb.

Perucrpanuss JOKYMEHTOB OCYILIECTBIISIETCSI B COOTBETCTBHUU CO CPOKAMH
U MOPSIKOM, YCTAaHOBJIEHHBIX B COOTBETCTBUHU C 3aKOHOJIATEIBCTBOM O BhIOOpax
u pedepenaymax Juist pacCCMOTPEHMSI OOpaIleHU.

2.3. [locTynuBie MOKYMEHTBl MOAPA3ICIAIOTCS Ha PETUCTPUPYEMBIE
U He nojytexarnue peructpaiuu B [TW JIEJIO (mpunoskenue Ne 1).

2.4.[Ipn BCKpBITUM KOHBEPTOB, IOCTYHAIOMIMUX (EIbIBErepCKOr WiIH
CIEHHAIBHOW CBSI3bI0, IO IIOYTE, IPOBEPSAETCS MPABWIBHOCTH AJPECOBAHMS,
KOMIIJIEKTHOCTb M ILIEJIOCTHOCTh JOKYMEHTOB, HAJIMYHWE NPUIIOKEHHM, CBEPSIETCS
COOTBETCTBHE HX HOMEpPOB YYETHBIM HOMEpaM, YKa3aHHbIM Ha KOHBEpPTAaX.
HenpaBunbHO  ajgpecoBaHHble U OMIMOOYHO  BJIOKEHHBIE  JIOKYMEHTBI
HE PErUCTPUPYIOTCS, NEPECBUIAIOTCS MO HA3HAYEHUI0 WM BO3BpALAIOTCA
OTHPABUTEIIO.

2.5. Ecnu mipu BCKPBITUM KOHBEPTA OOHAPYKEHO OTCYTCTBHUE JTOKYMEHTOB
WIM WX OTHENbHBIX JIUCTOB, NPUIIOKEHHUM, NOBPEXKJICHUE JOKYMEHTOB WM
HECOOTBETCTBUE HOMEpPOB JOKYMEHTOB HOMEpaM, YyKa3aHHbIM Ha KOHBEpTE,
npexacenarenaeM TeppUTOPUATIBHON KOMHCCHHM WJIM OTBETCTBEHHBIM 34 BEICHUE
JIEIOMPOU3BOCTBA COCTABIISIETCS aKT YCTAHOBJIEHHON (POPMBI B ABYX IK3EMILISIPAX
(mpunoskenre Ne 2). OOuH 3K3EMIUIAP aKTa MOCBUIACTCS OTIPABHUTENIO, JPYrOd

HpI/I06H_[aeTC$I K IIPUHATBIM JOKYMCHTAM.
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Ha o0opoTHO# CTOpOHE MOCIETHEro JIMCTa TMOBPEXKICHHOTO TOKYMEHTa
B [IPaBOM HMKHEM YTJIy J€NaeTCs OTMETKA «/{OKyMEHT MoJy4eH B MOBPEKIECHHOM
BUJIE.

2.6. KouBepThl OT MOCTYNUBIINX JOKYMEHTOB HE YHHUTOXKAIOTCA B Cyd4ae,
€ClIi TOJBKO 10 HUM MOKHO YCTaHOBMTH aJpPEC OTIPAaBUTENS, ATy OTIPaBKH
Y TIOJyYEHHUs] JOKYMEHTOB, €CJIM OHHM COAEPKAT JOKYMEHTBI, KOTOPbIE MOCTYIHIN
n3-3a npeaenoB teppuropun Poccuiickon denepanuu, U3 Cya0B, CICICTBEHHBIX
OpraHoB, 1100 JOrOBOPHI, IPETEH3UH, HCKOBBIE 3asIBICHHUS, TOKYMEHTBHI, CBSI3aHHbIE
C pa3MeIlleHnEM 3aKa30B Ha TOCTABKH TOBAPOB, BHITMOHEHKE PaboT, OKa3aHUE yCIyT
JUISl TOCYTapCTBEHHBIX HYXI.

2.7. [lakeTbl ¢ MOMETKON «JIMYHO» YyUMTHIBAIOTCS MO MAKETHOMY >KypHAIy
U TIEpeIatoTCs aJpecaTaM B 3aKPhITOM BUJIE TIOJI TOAMHCH.

2.8. [Ipn peructpauuu mnocrynuiiero aokymeHta B PK o0s3atenbho
BBOJISATCA CIEAYIOIINE PEKBU3HUTHI: BUJl JOKYMEHTA, €r0 UCXOIALIMNA HOMED U J1aTa,
JaHHBIE O KOppecmnoHjeHTe (aapecante) (pamMuiusi, uMs, OTYECTBO (PUIUIECKOTO
JUlla WIA Ha3BaHUE OpraHU3allud, MECTOHAXOXKIACHHE OTIPABUTENs), a TaKKe
KpaTKOe COAEp)KaHUE ITOKYMEHTA, KOJMYECTBO JIMCTOB OCHOBHOI'O JOKYMEHTA
Y JINCTOB MPUJIOKEHUS, KOJTUYECTBO SK3EMILISPOB.

PerucrpaiinoHHbIN ITAMI C YKa3aHUEM BXOSIIEr0 HOMEPA, 1aThl, BPEMEHU
(mpu HEOOXOAMMOCTH) PETrUCTpPalMU NPOCTABISAETCS, KaK MpaBUiIO, B MPaBOM
BEPXHEM YTJIy JINLIEBOM CTOPOHBI IIEPBOTO JINCTA 3aPETUCTPUPOBAHHOIO IOKYMEHTA.
[Ipy HeoOXOAMMOCTH YKa3bIBA€TCSd BpEMSl PErUCTpalMM (Yacbl U MHUHYTHI).
Ha npunoxeHnn npocTaBiisIeTCs BXOMAIIMNA HOMEp JTOKYMEHTa, K KOTOPOMY OHO
OTHOCHUTCH.

Ha xommm poxymenta Bxoasumuii Homep, para, @D.M.0O., noanuce
U JOJDKHOCTh JIMLA, IPHUHSIBLIETO JOKYMEHT, MPOCTABIISIETCS B MPABOM BEPXHEM
yIULy JIALIEBOW CTOPOHBI IIEPBOTO JIUCTA.

Hymepanusi mocTynuBIIMX JOKYMEHTOB OCYILIECTBIISIETCA B IIpenaeax

KaJICHAAPHOI'O roaa.
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IIpu peructpaunn pokymenta B I JIEJIO, sBisronierocs OTBETOM
HAa UCXOJSAIIMN JOKYMEHT WIM MNPHUCIAHHOTO B JOMNOJHEHHE K paHee
HarpaBjeHHOMY JokyMeHTY, B PK nenaercs cooTBeTCTByIOIIas CChlIKa (CBSI3KA).

K moBTOpHBIM JOKyMEHTaM MPUKIAABIBACTCS HHPOpPMAIUS O paHee
MOCTYNUBIINUX JTOKYMEHTaX U PE3yJbTaTax MX UCIOIHEHUSA, KOTOpas MEpeaacTcs
OTBETCTBEHHOMY 32 €r0 MCIIOJIHEHUE.

[Tocne perucrTpanuu JOKyMEHTa Ha OyMa)XHOM HOCHTENIE OH MOXKET OBITh
oTckaHupoBad, a 3aTem K PK B [T JIEJIO moskeT ObITh MPpUCOEANHEH 3IEKTPOHHBIN
o0pa3 TOKyMEeHTa 1 PHJIOKEHUs K HeMy B (hopmare .pdf,

2.9. 3aperucTpupoBaHHbIe JTIOKYMEHTBI PacCMaTpHUBAIOTCS IpeJCcenaTeIeM
TeppuTopHalbHOM KOMHMCCHHM, 3aT€M IIOCJIE€ TEPEHECEHMs] yKa3aHus 10
ucrnonHennto gJokymenta B PK (B ciywae peructpamuu nokymenrta B I JIEJIO)
NIEPENAOTCS UCHIOJIHUTENSAM OJT MTOATHKCH.

2.10. UcrionHeHHBIC JTOKYMEHTHI CITMCHIBAIOTCS B JIEJIO TIpejcenareaeM
TeppuTopHalbHOM KOMHCCHM M TOMEIIAIOTCS B JIEJO B COOTBETCTBUU

C HOMEHKJIATYpOu Jie1 TeppuTopruaibHON KOMUCCHH.

3. OcHOBHbIE TPeOGOBAHUS K MOATOTOBKE H 0OPMIIEHUIO JOKYMEHTOB

3.1. JlokyMeHTbl oQopMIsitoTcsT Ha OJaHKaX YCTaHOBJICHHOW (OpMBI,
M3TOTOBJICHHBIX KOMIIBIOTEPHBIM CIIOCOOOM (TprioskeHue Ne 3).

B TeppuropuaibHON KOMUCCUU MOTYT ObITh YCTAHOBJICHBI CIEAYIOIINE BUIbI
0JIaHKOB:

OJIaHK TPOTOKOda 3acenanus TeppuTopuaTbHOW KOMHUCCUM (MPUIIOKEHUE
Ne 3.1);

onank perrenust TepputopuanbHoii Komuccuu (puaoxenue Ne 3.2);

OJiaHK MpuKasa npejacenarens TepputopuanbHOM KoMuccuu (puioxenne Ne
3.3);

Onank nmuceMa TepputopuanbHOl Komuccuu (puiioxerue Ne 3.4).
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3.2. Ha Onankax pokymeHtoB momeniaercs repd Cankrt-IlerepOypra
B cooTBercTBUM C 3akoHOM Cankrt-IletepOypra «O [eTaqbHOM ONUCAHUU
oduimanbHbeIX cuMBOJIOB CaHkT-IleTepOypra u nmopsiike ux UCIOIb30BAHUS.

3.3. KouTponr 3a mpaBWIBHBIM HCIOJIb30BaHWEM OJIAaHKOB U UX
COOTBETCTBHEM YCTaHOBJICHHBIM OOpa3liaM OCYUIECTBISETCS MpeaceaTesieM WU
OTBETCTBEHHBIM 32 BEJICHUE JICTONPOU3BOJICTBA.

3.4. loxymeHTbl OGOpPMIISIIOTCS. B COOTBETCTBUUM C TpeOOBaHUSIMHU K
JIOKyMEHTaM, U3TOTOBJISIEMBIM C MOMOIIBIO NeYaTaloUMX YCTPOUCTB U K (aitnam
TEKCTOBBIX JJOKYMEHTOB (npuiioxenue Ne 4)

3.5. Ilpu noaroroBke v 0hOPMIIEHUN JOKYMEHTOB YJEHBI TeppUTOpHATBHON
KOMHUCCHUU U TPa)XJTaHCKUE CIIyXkallue ammapara TeppuTopuaabHON KOMHCCHH, a
TakKe JIMIIA, MPHUBJICKaeMble IO TPaKIAHCKO-TIPABOBBIM JOTOBOPAM, JIOJKHBI
co0II01aTh MpaBuiia OPOPMIICHUS PEKBU3UTOB JOKYMEHTOB, U3JI0’KEHHBIE HUXKE.

3.5.1. laTta tokymMeHTA.

JlaToii MOKyMEHTa SIBJISIETCSl JlaTa €ro MOJIUCaHus, yTBepxaeHus. [laToii
MIPOTOKOJIA SIBJISIETCS IaTa 3aceaHus, a akTa — JjaTa COOBITHS.

JlaToil TOKyMEHTa, U3JaHHOTO COBMECTHO JBYMS U 00Jiee OpraHu3alUsIMU,
SBJISIETCS 1aTa OoJjiee MOo3JHeH MOANNCH.

Jlaty nokymMeHTa opopMIISIFOT apaOCKuMU 1udpamMul B TOCIEA0BATEIHHOCTH:
JIeHb Mecsla, Mecsll, rof. [lenp mecsma u mecsr opOpMIISIOTCS ABYMs HapaMu
apa0Ockux 1udp, pa3faeIeHHBIMA TOYKOHW, TOJl — YETHIPhbMS apaOCKuMu Iudpamu,
HanpuMmep:

17.01.2011
JlonyckaeTcst ciioBecHO-IIM(PpoBoi crtocod oopMIICHHS AaThl, HAPUMED:

17 suBaps 2011 1.

3.5.2. PerucTpannoHHblii HOMep TOKYMEHTA.
JUiss BXOZSAIMX M MCXOASIIMX JOKYMEHTOB — 3TO HMHAEKC Jena II0

HOMEHKJIaType U, YEPE3 KOCYIO YepTy, NOPSAKOBBI HOMEP JOKYMEHTA.
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Perncrpanvonsslii HOMEP ITOKYMEHTA, M3JIAHHOTO COBMECTHO, COCTOUT M3
pa3EeNeHHBIX KOCOM 4YEepTOM PErMCTPAllMOHHBIX HOMEPOB, IPUCBOEHHBIX
OpraHu3alldssMM  —  aBTOpaMHM  JIOKYMEHTa M pAaCIOJOXKEHHBIX B
[0CJIEIOBATEIbHOCTH,  COOTBETCTBYIOIIEH  O0O3HAYeHHWI0O  HAaMMEHOBaHWN

OpI‘aHI/ISaIlHﬁ B 3ar0JIOBOYHOM YaCTH JOKYMCHTA.

3.5.3. CcpLIka Ha HCXOASIIIMIA HOMeEP U ATy TOKYMEHTA.

Ccpulka Ha MCXOISIIMI PErUCTPAllMOHHBIA HOMEp M JaTy JOKYMEHTa
BKJIFOYAETCSl B COCTaB PEKBU3UTOB OylaHKa mnucbMma. CcChlUIKa HAa HMCXOMASIIUN
PErHCTPAllMOHHBI HOMEP M JaTy JOKYMEHTa MPOCTABIISIETCS MCIIOJHHUTENIEM MpU

IIOAT'OTOBKC ITMCbMAa-0OTBCTA.

3.5.4. Anpecar.

PexBu3uT «Ampecary pacmoiaracTcsi B IpaBOM BEPXHEM YTITY.

JIOKyMEHTBI aJpeCcyIOTCsS B OPTaHU3aIMK, UX CTPYKTYpPHBIC MOApa3eICHNUs,
JOJDKHOCTHBIM JIMIIAaM WM TpakKJaHaM TMpHd OTBETE Ha WX OOpalieHusl.
HaumenoBanune opraHu3zaliid W CTPYKTYPHOTO IOAPA3JCICHUS YKa3bIBAIOTCS B

HMCHHUTCIIbHOM IIaJICKC, HAIIPUMCP:

[IpaBuTenbcTBO CTAaBpOMOJIBCKOTO Kpast
[IpaBoBoe yrpaBieHue

Ecmn nmokymeHT anpecyercss JOJDKHOCTHOMY JIMIY, HAMMEHOBAHUE
OpraHU3allii YKa3bIBa€TCS B MMEHUTEIBLHOM Tajexe, a JOJDKHOCTh U (pamMumus —
B faTebHOM. [Ipu 3TOM MHUIIMATBI YKA3BIBAIOTCA MOCHE (paMUInK, HapuMep:

IIpaBuTensCTBO

Mypwmanckoit o0iacTu
3aBenyroleMy OTAEI0M

Aunexkcanapory A.B.
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Ecnm  pgoxkymeHT amgpecyeTcs pPyKOBOOUTENIO OPraHU3allMM WM €T0
3aMECTUTEN0, HAMMEHOBAHUE OpPraHU3allMyd JOJDKHO BXOAUTH B HAaUMEHOBAaHUE

AJOJDKHOCTH aapecaTta, HalIpuMcEp:

3amecTtuTento aupektopa Beepoccuiickoro
HAy4YHO-UCCJIEI0BATEIBCKOTO HHCTUTYTA
JIOKYMEHTOBEICHUS U ApXUBHOTO JIeJia

3umuny B.C.

Ecan AJOKYMCHT aIpCCyCTCA OpraHu3alnu, CHadajJlad YKa3bIBACTCA C€C
HanMMCHOBAHHC, 3aTCM MMOYTOBBIN aJIpcC, HAIIPUMCP:

LlenTpanbHas n3duparenbHas KOMUCCHUS
Poccuniickon @enepanun
b. Uepkacckwuii nep., 1. 9, Mocksa, 109012

JlomyckaeTcsi IEHTPUPOBATh KaXAYH CTPOKY PEKBU3UTA «Anpecar» o
OTHOUIEHUIO K CAMOW JNIMHHOM CTPOKE.

JlomyckaeTrcsi KCHONBb30BaTh  O(PUIMAIBHO MPUHSATHIE COKpAILEHHBIE
HAaUMEHOBAHUSI OPraHOB TOCYJAPCTBEHHOW BJIACTH, MECTHOTO CaMOYIIpaBJICHUS,
OpraHu3aIuu.

[TouTOBBIN ajpec yKa3bIBa€TCs B MOCIEIOBATEIBHOCTH, YCTAHOBJIECHHOU
[IpaBmiiamMu OKa3zaHWsl YCIyT TOYTOBOM CBSI3M, YTBEPKIECHHBIMU MPUKA30M
Munkomcsizu Poccnn ot 31 mromnst 2014 roma Ne 234 «OO0 yTBepKICHHH TPABHIT
OKa3aHMsI YCIYT TTOYTOBOM CBS3HU».

Ecnu mokyMeHT oTnpaBisieTcs B HECKOJIBKO OJTHOPOJIHBIX TOCYJapCTBEHHBIX

OpraHoOB WJIM OpTaHU3ALMM, UX CIEIYET YKa3blBaTh 0000IIEHHO, HATPUMED:

IIpencenarensM y4aCTKOBBIX KOMUCCHN

JIOKyMEHT He TOJKEH CofiepKaTh Ooiee 4eThipex agpecaToB. CIIOBO «KOTHUS)

nepes BTOPbIM, TPETbUM, YETBEPTHIM aAPECATOM HE YKa3bIBAETCH.
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[Ipu HampaBneHun AOKyMeHTa Ooyiee 4eM B YEThIpE ajpeca COCTaBISETCS
CIIMCOK PAaCChUIKM YCTaHOBJCHHOW (opmbl (npuioxenue Neb5), KkoTopslii
MOJAMKCHIBAETCS MpezceaaresieM TeppuTopruaibHON KOMUCCHHU.

[Ipu anmpecoBaHuu JOKyMEHTa (pU3MUeCKOMy JIMIly BHAYaje YKa3bIBalOTCS

q)aMI/IJ'II/IH N MHUIAJIBI I10JIYYaTCJIsA, 3aTCM MMOYTOBBIHN apcC, HAIIPUMCP:

AreeBoit A.1.
yi. KocMonaBToB, 1. 42, r. [TonbicaeBo,
Kemepogckas o01actb, 652560

3.5.5. I'pu¢ yrBep:kaeHNs JOKYMEHTA.

JIOKyMEHT  YTBEp)KJAaeTCs JOJDKHOCTHBIM  JIUIIOM WM CHEHHAIBHO
H3/1aBa€MbIM JIOKYMECHTOM.

[Ipu yTBepKIEHUHU MTOKYMEHTa TOJDKHOCTHBIM JIUIIOM TPHU( YTBEPKICHUS
JOJKEeH cocTosTh U3 cioBa Y TBEPK/IATO 6e3 kaBbIueK U 3ariaBHBIMUA OyKBaMu U
Ha CJEAyIOIeH CTPOKE — HAMMEHOBAHHE JIOJHKHOCTH, IOJINHUCH, WHHUITHATIBI U

(bamMunus auia, yTBEpAUBLIErO JOKYMEHT, JaTa YTBEPKACHUS, HAIPUMED:

YTBEPXIAIO
IIpencenarens TeppuTopHaIbHON
n30uparenbHO Komuceuu No
JINYHasi nNoAIINCh HHUITHUAIIbI, (I)aMI/IJ'H/IH

JlaTta

[Ipu yTBepkKaeHUU TOKYMEHTA PEIICHUEM, TPOTOKOJIOM, TpU( YTBEPKACHUS
cocrour u3 cinoBa YTBEPX/EH (YTBEPXIEHA, YTBEPXJEHbI wunu
YTBEPXJIEHO) 06e3 kaBblueK | 3arjlaBHbIMU OyKBaMH, HaWMEHOBaHUS
YTBEPKIAIOIIETO JOKYMEHTa B TBOPHUTEIBHOM TaJeXke, €ro JaThl U HOMeEpa,
HaIrpuMmep:

YTBEPX/EH
pewenueM TeppuropuanbHOU

n30uparenbHO komuccuu Ne
ot 15 despans 2011 r. Ne 28- 5
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['pud yTBepkaeHUs pacmoiarailoT B IPaBOM BEPXHEM YNy JOKYMEHTA.
B rpude yTBepkaeHHs MOMYyCKAaeTCAd LIEHTPUPOBATh AJIEMEHTbl OTHOCHUTEIHHO
CaMOM JIJIMHHOW CTPOKH.

3.5.6. Yka3zaHus 110 HCIIOJTHEHHIO IOKYMEHTA (Pe30JI01usl).

VYKazaHus MO HCMIOMHEHUIO JOKYMEHTAa MOTYT OBITh HAIUCaHbl OT PYKH
npexacenareiaeM TeppUTOpHANIbHOW KOMUCCUM HAa NOJJIMHHUKE JOKYMEHTa Ha
cBOOOIHOM OT TEKCTa MecTe WU O(OpMIICHBI Ha OTAEIbHOM JucTe ¢popmara A 6
(105x147), npuno>xeHHOM K JIOKYMEHTY. YKa3aHHus IO HCIIOJIHCHHUIO JIOKYMEHTa
BKJIIOYAIOT (aMUIMM WM WHUIUANBl HCIOJHUTENCH, MpH HEOOXOAMMOCTH —
COJICp’)KaHUE TOPYYEHHMsI, CPOK HCIIOIHEHMS, NOANHUCH PYKOBOAMUTENS W ATy,
HanpuMep:

Cuzoy A.10.
I'puropsey B.C.

[Tpomry paccMOTpeTh U 1aTh OTBET
k 15.02.2011

JInynas noanuce
JlaTa
3.5.7. 3aro/10BOK K TEKCTY J0KYMEHTA (HAaUMeHOBaHUeE IOKYMEHTA).
3aroJioBOK K TEKCTY JTOKYMEHTa JIOJDKEH KPaTKO M TOYHO PACKphIBaTh €ro
coJiep>KaHre U OBITh COIVIACOBAH C HAMMEHOBAaHUEM BHJIa JOKYMEHTA. 3aroJIOBOK

MOJKCT OTBCYATb HAa BOIIPOCHI:

«0 4eM (0 KoM)?», HarpuMep:

IIpukas
O co3nanuu DKCepTHOM KOMUCCUU

«uero (koro)?», Hampumep:

JIOMKHOCTHOM perjaMeHT
BEYILETO CIEeNUAINCTA

3aroJ0BOK COCTaBIISIETCS JTULOM, TOTOBSIIIIUM MPOEKT JOKYMEHTA.
3aroj0BOK, COCTOSIIIMK W3 JBYX M 0OJiee CTPOK, IMedaTraeTcss uepe3 OAuH

MG)I(CTpO‘—IHBIﬁ HHTCPBAJI, TOYKAa B KOHIOC 34aroJIOBKa HC CTaBUTC. 3aroJIoBoK
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pacrnoJiaraeTcsi Ha IMEpPBOM JMCTE HaJ TEKCTOM JOKYMEHTa IO LEHTPY, a NpHU
o(opmIIEeHNHN HCbMa — OT TPAHUIIBI JIEBOTO MOJIS.

3.5.8. TekeT n10KyMeHTA.

Texct moxymeHTa O(OPMIIAIOT B BUJIE CBSI3HOTO TEKCTa, TAOIULBI WIH
COEIMHEHHUS ITUX CTPYKTYD.

TexkcT 1OOKyMeHTa JOJKEH U3JaratbCsi KpaTKO W SICHO,  OBITh
apryMEHTHPOBAHHBIM, OO0ECeuYnBaTh TOYHOE M OJHO3HAUYHOE BOCIPHUSITHE
coJeprkanieiicst B HeM UH(pOopMaluu.

TekcT MOKyMeHTa JOJDKEH, KaK MPaBUIIO, COCTOATh U3 IBYX YacTel. B nmepBon
YacTH YKa3bIBAKOTCS IMPUYMHBI, OCHOBAHWS, L€ COCTABIEHUS TOKYMEHTa, BO
BTOPOI1 — peleH s, BBIBOBI, IPOCHOBI, IPEATI0KEHUS, PEKOMEHAALHH.

TexkcT NOKyMEHTa MOKET COJEp)KaTh TOJBKO 3aKIIOUUTEIBHYIO 4YacTh
(Hampumep, MpHUKa3 — PACMIOPAIUTENbHYIO YacTh 0€3 KOHCTAaTUPYIOLIEH, MHChMO,
3asBJICHUE — IPOCKOY 0€3 MOSICHEHUS).

B Tekcrte nOoKyMmeHTa, IMOATOTOBJIEHHOIO HAa OCHOBAaHUHU 3aKOHOAATEINIBHBIX,
VHBIX HOPMAaTUBHBIX ITPABOBBIX aKTOB, H3AAHHBIX OpraHaMy BJIACTH U YIIPaBJICHUS,
UK Poccun, Cankr-IlerepOyprckoil wu30MpaTenbHON KOMHCCHEH, paHee
V3IaHHBIX TeppuTOpHaIbHOW KOMHUCCHEH, YKa3bIBAETCSI HAUMEHOBAaHHWE BHUJA
JIOKyMEHTa, HAaMMEHOBAaHHUE OpraHa, M3JaBIIEro0 JOKYMEHT, JaTa NPUHATUS WU
YTBEPXKJICHUSI JTOKYMEHTA, €ro PETrMCTPAllMOHHBIA HOMEp, a TaKXe 3arojloBOK
JOKYMEHTA, 3aKJIFOUECHHBIN B KABBIUKH.

TekcTbl JOKYMEHTOB OOJIBIIOTO 00bEMa MOTYT JEIUThCA Ha pasJiesbl,

MO/Ipa3/IeIbl U MMyHKTHI, KOTOPBIE HYMEPYIOTCS apaOCcKkumu 1udpamu, Halpumep:

1. Pazgen
1.1. Ilonpaznen
1.1.1. ITynkt

AG3a11bl BHYTpH IMMYHKTOB HE HYMEPYIOTCS.
B nucemax ucnons3yroT ciaeayronme GopMbl U3JI0KEHUS:
or l-ro nmma wMHoxecTBeHHOro uyucina («[Ipocum  HampaBuUTh

uHpopManuto...», «Hampasisem Ha 3aKII04€HUE TPOEKT...» U JIp.);
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oT 3-ro nuua eAuHCTBeHHOro uucia («TeppuropuanbHas KOMHCCHUS HE
CUMTAET BO3MOXHBIM...», «TeppuropuaibHasi KOMHCCHUS TPEIJIaraeT pacCMOTPETh
BO3MOYHOCTb...»).

I'padbl ¥ CTpOKM TaOMUIBI MOJDKHBI HMMETh 3arojOBKH, BBIPAKCHHBIC
CYIIECTBUTEILHBIM B HMMEHUTENbHOM majexe. lloazaromoBku rpad M CTpoK
JIOJKHBI OBITH COTJIACOBaHBI ¢ 3arosioBkamu. Ecnu Tabnuiyy nmedararoT Oosiee yeM
Ha OJHOW cTpaHuIe, rpadbl TaOMUIBI JOMKHBI OBITH MPOHYMEpPOBAaHBI U Ha

CICAYIOIHX CTpaHHUIIaX OOJIKHBI OBITH HalleYaTaHbl TOJIHKO HOMCpPaA 3TUX rpa<1).

3.5.9. OT™MeTKa 0 HAJTMYMH NPUITOKEHHIA.

OTMmeTKa 0 HAIMYWU MPUJIOKEHUHA PACIIOaraeTcsi OT TPAHHUIIBI JICBOTO ITOJIS
1ocJie TEKCTa Mepesi MOAMNUCHIO.

Ecnu noxkymMeHT mMeeT MpuiIoKeHUs, Ha3BaHHBIC B TEKCTE, OTMETKAa 00 uX

Hanuuuu oopmIIsieTcs 1o ciaeayoniei hopme:

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

Ecan JOKYMCHT HMCCT IIPUIIOKCHHUA, HC HA3BAHHBIC B TCKCTC, HX
HAaNMMCHOBaHHUA HCO6XOI[I/IMO NNEpCUYNCIIUTL IIOCJIC TCEKCTa MAOOKYMCHTA IICPCH
MNOANMCHIO C YKA3aHHUEM KOJIMYCCTBA JIMCTOB B KAXKJIOM IMPHUIIOKCHHUHU U KOJINYCCTBA

DK3EMIUISPOB, IPU HAJTUYMU HECKOJBKUX MPUIIOKEHUN UX HYMEPYIOT, HallpUMeEp:

IIpunoxxenue: 1. Tlonoxenue o6 3KkcrepTHOM KoMuccuu Ha 15 1. B 1 3K3.
2. Ilpumepnas HoMeHKIaTypa nen Ha 14 1. B 1 9K3.
Ecnu npunosxxenus cOponmtopoBaHbl, TO KOJUYECTBO JTUCTOB HE YKA3BIBACTCS.
Ecan IMPUIIOKCHUEC HAITPABJIACTCA HE BO BCC YKA3aHHBIC B JIOKYMCHTC aJpcca,

TO OTMETKA O HAJIMYUU MPUJIOKEHUsT oopmIIsieTes 1o cheayroniei Gpopme:

[Tpunoxenue: Ha 20 1. B 3 9K3. TOJBKO B MEPBHIN ajapec.

Ecnmn x mokymeHTy mnpwiaraercst Opyrod AOKYMEHT, TakKe WMEIOLIUU
NPUWIOKEHUE, TO OTMETKA O HAJIMYUU TMPUIIOKEHUS O(OPMIISIETCS CJIeAYIOIIUM

obpazom:
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[Tpunoxenue: nuceMo  [leTpomaBnoBck-KamMyarckoli  ropoackod  TeppUTOPUATIBHOU
komuccuu ot 15.11.2010 Ne 01-21/450 u mpunoxeHune K HEMY, BCETO Ha
12 n.

B penienusix u npuka3ax cBeJACHUS O HAIMYUU MPUIIOKEHUN YKA3bIBAIOTCA B
tekcte. Hanmpumep:

«Pazpabotath W  TpEACTaBUTH  NPOEKT IUlaHa 1o  ¢opme,  yKa3zaHHOH
B MpUJIOKEHUU Ne 1.

Ecmm B JOKyMeHTE, K KOTOPOMY OTHOCUTCS NPHUJIIOXKEHHUE, OHO
HE YTBEPXKIACTCs, a MPOCTO COAEPKUTCSA CChUIKA HAa HETO, TO B IIPABOM BEPXHEM
yIJy YKa3bIBaeTCA, K KAaKOMY peEHIeHui0 (MpUKa3zy) MOPWIOKEHUE OTHOCUTCH,
Hanpumep:

IIpunoxenue
K pemieHuo TeppuropuaibHOH
n30uparenbHod kKomuccuu Ne
ot 11 suBaps 2011 r. Ne 11-5

IIpunoxenne
K MIpUKazy npezcenarens TeppuropuaibHON
n30uparenbHoi komuccuu Ne.
ot 15 maprta 2010 1. Ne 27

[Ipy HaMMUYMM HECKOJNBKUX MPWIOKEHUNA OHU HYMEPYIOTCSA, HampuMmep,

npunoxenue Ne 1, mpunoxxenue Ne 2 u Tak nanee.

3.5.10. loanuch AOKHOCTHOTO JINLIA.

B cocTaB noanucu BXoAAT: HAUMEHOBAHUE JOJKHOCTH JIMLA, TOAIUCABILIErO
JOKYMEHT, €ro JIMYHasi MOJNHUCh, KOTopass o(popMiIsieTcss CHHUMH WM YEpHBIMU
YepHWIaMH, paciiu@poBKa NoANUCH (MHUIUANbI, (aMuus).

Ecnu nokyment odopmisiercst Ha 6manke TepputopuaibHOM KOMUCCUU, TO
PEKBU3UT BKIIIOYA€T HAUMEHOBAaHUE JODKHOCTU JIMLA, [OJNUCHIBAIOILIETO
JIOKYMEHT, €0 JJMYHYIO MOJIMUChH, PaCIIM(PPOBKY MOANUCH (MHULUAIBI U (PaMUITUIO),

Hanpumep:

[Ipencenarens JINYHAA TTOAIMUCH WHULIAAIIBI, paMUITHs
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Ecnu 1OIKHOCTHOE JMI0, MOANHUCH KOTOPOrO 3arOTOBJIEHA HA TMPOEKTE
JOKYMEHTa, OTCYTCTBYET, TO TOKYMEHT ITOJANUCHIBAET €TI0 3aMECTUTEIb WM MHOE
JMILO0, UCHOJHSIoUIEE ero o0s3aHHOCTH. [Ipum 3TOM 00s3aTENbHO yKa3bIBAIOTCS
dakTHyeckass TOJDKHOCTH JIMIIA, MOJMUCABIIET0 JOKYMEHT, u ero ¢damuius. He
JIOTTYCKAeTCsl MOJIUCHIBATh JOKYMEHTBI C MPEIJIOTOM «3a» WM MPOCTABICHUEM
KOCOH 4epThl Nepe] HAMMEHOBAHUEM JOJHKHOCTH.

Ecnu nokymeHT odopmiisercs He Ha OJaHKE, TO PEKBU3UT COACPKUT IMOTHOE
HAaUMEHOBAHUE JOJKHOCTH JIMLIA, TOAIUCABILErO JOKYMEHT, €r0 JINYHYIO MOJIIHUCH,

pacmmdpoBKy nmoanucy (MHULIKAIBL U hamunnio). Hanpumep:

3amMecTuTeNb npeceaaTest
TepputopuanbHON H30UpaTETHLHOMN
komuccun No JUYHAs TOJMUCH WHUIUAITEI, (pamMuius

HpI/I IMOAIMMCAaHNH OOKYMCHTA HCCKOJIBKMMH OOJIZKHOCTHBIMHU JIMIOAMH HX
IIoAIINCH paciojaararoTcs OJHa 1o g npyroﬁ B IIoCJICA0BAaTCIBHOCTH,

COOTBETCTBYIOIIEH 3aHMMAEeMOM JOJKHOCTH, HAlIPUMEp:

Hpez[cezlaTeJIL JIM4YHas nmoAInuch HWHHUIIUAJBI, q)aMI/IJ'II/IH

['maBHBII OyxTanTep JIMYHAs MOJINKCH WHULAAIBI, pamMuus

B mokymeHre, mOAroTOBJIEHHOM KOMUCCHUEN, OAIMCH PACIIOIAratoTCs OJHa
noA apyroi. IlepBeIM yka3bIBaeTCs MpeiceiaTesib KOMUCCUM, a PaMUIIMU YJIEHOB

KOMHCCUHU pacrojiaratorcs B ajndaBUTHOM mnopsiike. Hampumep:

Hpez[cez[aTeJIL KOMHUCCHHU JIM4YHas noAnuch HWHHUIINAJIBI, (l)aMI/IJ'II/IH

YneHsl KOMUCCUH JIMYHas IoAnuch HWHHUIINAJIBI, (l)aMI/IJ'II/ISI
JIM4YHas 1nmoJnnuchb MHUIIHUAJIBI, (1)3MI/IJ'[I/I$[

Ecaun nokymeHT cocTaBieH Kak Ipuiaraemas K OCHOBHOMY JOKYMEHTY
CIpaBKa WU MHGOPMAIIHSI, TO OH MOAMUCHIBACTCS COCTABUBIIINM €TO JIMIIOM.

3.5.11. I'pud corsiacoBaHus.

I'pud cormacoBanus cocroutr u3 cioBa COIJIACOBAHO 0e3 KaBBIYCK
W 3arjJjaBHBIMH OyKBaMH, HaWMMCHOBAHHS JO/DKHOCTH JIUIA, C KOTOPBIM

COTJIACOBBIBAETCS IOKYMEHT (BKJIFOUasi HANMEHOBAHUE OPTaHU3AINM), €r0 JUYHOM
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MOJMKUCH, paciu@POBKHA TOANUCHA (MHUIUAIBI, ()aMUJTUsS) U TaThl COTJIACOBAHUS,

HaIpumep:

COI'JTACOBAHO
3aMecTuTeNb IJ1aBbl AMUHUCTPAIUH
KpacHocennckoro paiiona Cankr-IlerepOypra

JUYHAS TTOANMCH WHUITHAIBI, (DaMUITHS
Hara

Ecaun cornacoBanue OCyHICCTBIACTCA IIPOTOKOJIOM, ITMCbMOM WJIM APYTI'MM

JOKYMCHTOM, TO COI'JIaCOBAHUC O(i)OpMJ'ISICTCSI CJICcayromumM 06p330M:

COI'JTJACOBAHO
MPOTOKOJ 3aceIaHus
aTTECTAIIMOHHON KOMUCCHH
TeppuropuanbHON HU30MpATEILHON KOMUCCHT

No
ot 05 deBpamst 2011 r. Ne 16
WIH:
COI'JTACOBAHO

nrceMo PocapxuBa
ot 05 mapta 2011 r. Ne 4-15/46

I'pu¢ cornacoBanus pacnonaraercst noj pexksusutoM «lloamuce» B ieBOM
HWKHEM 110JIE JOKYMEHTA.

3.5.12. Bu3za.

BHyTpeHHee corjacoBaHuMe MpPOEKTa JOKyMEHTa O(OpPMIISETCS BH30M.
Buza Bkitouaer moAnuCh BU3UPYIOLIET0, Pacliu@poOBKY MOAMUCH (MHUIUAIIBI,
bamMunusi) W gary, Opu HEOOXOAMMOCTH MOXKET OBbITh yKa3aHa JOJIKHOCTb
BHU3UPYIOLLEr0, HaIlpUMED:

[Ipencenarens TepputopuanbHOil H30MPATENBHON KOMHCCUN
JINYHAS TOJIMUCH WHUIHAAIIBI, (aMUITUs
Hara

[Ipy Hamuuuy 3aMe4aHui K TOKYMEHTY BU3a o(popMIIsIeTcs CleayomuM o0pa3om:

3ame4aHus IPUJIararTCs

[Ipencenarens TeppuropuanbHO U30UpATENEHON KOMUCCUU
JINYHAS TOJMHUCH WHUIHAAIIBI, (aMUTUs

Harta
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3amevanus U3JIaratoTcs Ha OTJIETTLHOM JIUCTE, MOJIMUCHIBAIOTCS
U TIPUJIAratoTCs K JOKYMEHTY.

JlomyckaeTcsi HOJIMCTHOE BU3UPOBAHUE JOKYMEHTOB U MPUIIOKEHUN K HUM.

Ecnu noayiuHHMK TOKyMeHTa octaercs B TeppuTopruanbHOl KOMUCCHH, BU3bI
MPOCTABISIIOTCS B HWKHEM YacTH OOOpPOTHOM CTOPOHBI MOCIEIHErO JHUCTa
MO/JIMHHUKA JIOKYMEHTA.

JIJist TOKyMeHTa, MOJJIMHHUK KOTOPOTO OTHPABIIAIOT U3 TEPPUTOPUATBHOU
KOMMCCHUH, BU3bI IPOCTABIISIOTCA B HUYKHEW YaCTH JIMIEBOM CTOPOHBI MOCJIEIHETO

JINCTA KOIIMU OTIIPABIIICMOTO JOKYMCHTA.

3.5.13. OTTHCK neuaTH.

[leyatp 3aBepseT MOJJIMHHOCTH TOAMHCH JOJDKHOCTHOTO JIMIIa Ha
JOKyMEHTaX, yIOCTOBEPSIONINX MPEIYCMOTPCHHBIE TMPABOBBIMA  aKTaMHU
MOJTHOMOYHS  JIOJDKHOCTHBIX —JIMIT WM (DUKCHUPYIOMIUX (DAKThI, CBsS3aHHBIC
¢ (PMHAHCOBBIMU CPEJCTBAMH, & TAKKE HA MHBIX JIOKYMEHTAX, IIPEIyCMaTPUBAIOIINX
3aBEPEHUE MTOJIMHHON MOAUCH.

IleuaTs cTaBUTCA Ha CBOOOJHOM OT TEKCTa MECTE, HE 3aXBaTbhIBas JTUYHOU
MIOAINACHU JOJDKHOCTHOrO juia. [ledats MOXKET 3aXBaTbIBATh YaCTh HAMMEHOBAHUS
JIOJDKHOCTH JIMIIA, TTIOIACABIIETO JOKYMEHT.

B nmokymeHTax, MOATOTOBJICHHBIX HAa OCHOBE YHU(MHUIIMPOBAHHBIX (opM,

neyaTh CTaBUTCA B MecTe, 0003HaUeHHOM oTMeTKOoU « MID» ninu nHbIM 00pa3oMm.

3.5.14. OTMeTKa 0 3aBepeHUH KONMH.

JIist  3aBepeHMs] COOTBETCTBHSl KOMHWHM JOKYMEHTA TOJJUHHUKY HIDKE
pexBu3uta «l[logmuce» TpoOCTaBISETCS OTMETKAa O 3aBEPEHUM KOMUU —
3aBepuTeNbHas Haamuch «BepHo» wunmu «Komus BepHa», MODKHOCTH JIHIIA,
3aBEPUBIIETO KOIUIO, €r0 JIMYHAs TMOAMUCH, pacim@ppoBKa MOANUCH W JaTa

3aBEpEHUs, HAIPUMED:
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Bepno

[Ipencenarens TeppuropuanbHOl
n3buparenbHOI KoMuccuu No

JINYHAsI TIO/IMHUCH WHUIUANBI, pamMuus
Hara

[Ipn HeoOXoauMOCTH TpPU 3aBEPEHUHM KOMUU JIOKYMEHTa MOXKET OBITh
IIPOCTABJIEHO BpeMS 3aBepeHus (HapuMep, Npy 3aBEPEHUU KOIIUI MPOTOKOJIOB 00
UTOTaX TOJIOCOBAHMS).

Ecnum komus NOKyMEHTa M3rOTaBIMBAECTCS HAa HECKOJIBKMX JIMCTAX, TO
3aBEpSETCS KAl JIMCT TOKyMEHTa JMOO JOKYMEHT MpOIIMBAETCS U HAa MECTE
NPOILIMBKY CTAaBUTHCS 3aBepUTeNbHAs Haanuch «BepHo» mmm «Komusi BepHa»,
JOJDKHOCTh JIMIIA, 3aBEPHUBIIET0 KONHWIO, €ro JUYHas NOJANUCH, pacuIr(ppoBKa
NOJIKCH U 1aTa 3aBEPEHUS.

[Ipu nepecbuiKe KOMUHU IOKYMEHTA B IPYTH€ OpraHU3alliK UK BbIIaye €€ Ha
PYKM 3aBEpUTENIbHAs HAJNUCh YJIOCTOBEpsETCs Medarbio «TeppuropuaibHast
u3OuparenbHas komuccus Ne  »  jgubO 1OpUM  HAIWYMK  N€YaThIO

«TepputopuanbHas nuzduparenbHas komuccus Ne . 151 IOKyMEHTOB»
3.5.15. OT™MeTKa 00 HUCHIOJHUTEIIE.

OTtMeTka 00 UCHOJHUTENE BKIOYAaeT B ce€0d HMHULMAIBI U (PaMUIIUIO
UCIIOJTHUTENSI JOKYMEHTa U HOMEp €ro CiayeOHOro TejaeoHa ¢ KOJOM pEruoHa.
OTMeTKy 00 MCIIOJIHUTEIIE paclojaraioT Ha JIMLEBON WM, P OTCYTCTBUU MECTa,
Ha OOOpPOTHOI CTOPOHE IOCJIEJHETO JIMCTa JOKYMEHTa B JIEBOM HIDKHEM YIUIY

pazmepom mmpudrta 10 myHKTOB, HATTpUMED:

3y6apes B.JL.
(499) 356-85-31

3.5.16. OT™MeTKa 00 UCTIOJHEHUH JOKYMEHTA.

OTtmeTka 00 UCIOJHEHUU JIOKyMEHTa M HaIlpaBJICHUHW €ro B JeJ0
BKJIIOUAET CIICIYIONINE JaHHBbIC: KpaTKue CBeJAeHHUS 00 MCIONHEHWH TOKYMEHTa
(mpu OTCYTCTBUHM JOKYMEHTA, CBUICTEIHCTBYIOIIETO OO HCIIOJHEHUH), NaTy |

HOMCP UMCIOIICTOCS JOKYMCHTA 00 HCIIOJITHEHHUH, CJIOBA «B ACJI0», HOMEpP J€Jia, B
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KOTOpOM OymeT XpaHUThCA JOKYMEHT, JaTy, TMOANHUCh MpeiceaaTens

TeppuropualibHOM KOMUCCHHU.

4, Opranmamm paﬁoTl:.I C HCXoaAmMmMHu (OTl'lpaBJIHeMbIMI/I) AOKYMEHTAMHU

4.1. cxonamme JOOKYMEHTHI Ie4aTaroTcsl Ha OJaHKaX yCTaHOBJIEHHOM
(dbopMbI 1 OPOPMIISIFOTCSI B COOTBETCTBUU C MOJIOXKEHUSAMU HacTosel MHCTpyKIuu.

4.2. OrmpaBka JIOKYMEHTOB u3 TeppuropranbHOU KOMMCCHUU
OCYILECTBISIETCS  (PENIbABETEPCKOM WM  CIIELMAIbHOW CBSA3bIO, IOYTOHM, IIO
tenerpady, kananam cBszu ['AC «Bwidopsi», [ JIEJIO, kananam dhakCUMUITBHON
CBSI3H, CETH MIHTEpHET MM HAPOYHBIM.

4.3. Ilpu opopMIECHUM TUCEM U TEJETPaMM UCIIOJHUTEIb YKa3bIBACT OJHBIN
MOYTOBBIN (BKJIFOUYAsi MHIEKC) aApec OpraHu3alii Wi rpaKJaHuHa.

4.4. Vicxondiue mnHCbMa HANpaBJSIIOTCS 32 MOJIMUCBHIO  IIpelcenarens
TepputoprallbHOW KOMHUCCHHM, B €r0 OTCYTCTBHE — 3a IOANMUCHIO 3aMECTUTEIS
npeacenaTens WM WHOTO 4ieHa TeppUTOPHAIIBHOW KOMHMCCHH, HCIOJHSAIOLIErO
00513aHHOCTH TIpejceaaTesis, Ha OJaHKe MUChMA.

4.5. Ilonnucanuble mucbMa U TenerpaMmbl peructpupyrores B [T JIEJIO
WJIM JKypHaJIe.

Eciu otnipaBiisieMblil TOKYMEHT SIBJISIETCSI OTBETOM Ha BXOJASIIHNM JIOKYMEHT,
HEOOXOAMMO TPHOOMIUTH MOJIMHHUK BXOJSIIEr0 JIOKYMEHTa K KOIUHU
OTIPABIISAEMOI0 TOKYMEHTA, OCTAKOLIEHCA B JIEIIE.

4.6. JlokyMeHTaM MPUCBAUBACTCS MCXOMASIIUN HOMEpP, KOTOPBIA COCTOUT W3
MHJEKCa JieJla 10 HOMEHKJIAType Jel M IOPSAKOBOIO HOMEpa JOKYMEHTa,
pa3gEeNeHHbIX KOCOM 4epTo. Mcxonsdmmii HoMep yKa3bIBaeTCsl TAaKXKE HA KOIUU
JOKyMEHTa, ocrarouieicas B gene. Hymepanus #Hcexogsmmx JOKYMEHTOB
OCYILECTBIISIETCS B MPEEIax KAJICHIapHOIO roja.

[Ipu peructpan HCXOASIIET0 JOKYMEHTa B PETUCTPALMOHHOM (dopme
00s3aTENIbHO  YKa3bIBAIOTCS CJEAYIOIIME PEKBU3UTHI: JaHHbIe 00 aapecare
(pamunus, ums, OTYECTBO (PU3MUECKOro JHIlA WM Ha3BaHHWE OpraHU3aluy,

MECTOHAXO0XACHHUC HonyanensI), a TaKXC KpaTkKoE€ COACPKAHHUEC AOKYMCHTA,
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KOJIMYECTBO JIMCTOB OCHOBHOI'O JOKYMEHTA W JIMCTOB IPUJIOKEHUS, KOJIUYECTBO
DK3EMIUISIPOB, UCIIOJHUTENb JOKYMEHTA, €r0 COMCIIOJHHUTENH, a TaKXKE KEM OH
IOJIMCAH.

4.7. JlokymMeHTBI IO BompocaM (popMupoBanus TeppUTOpHaIbHON KOMUCCHU
U OCYUIECTBJICHUS €€ (PMHAHCUPOBAHUS, HArpaXkI€HUS U MOOILIPEHUS WIECHOB U
pabOTHUKOB anmapara TeppUTOpPHATIBHOM KOMHUCCHHU, B OOS3aTEIBHOM IOPSAKE
HaIIPaBJISIIOTCS HAPOYHBIM.

WNHuble 10KyMeHTBl MOTYT ObITh oTHpaBiieHbl 1o cpenactsam [T JIEJIO wnu
MOYTOM IO YKA3aHUIO npeaceaareiis TepputopuaibHO KOMUCCHUMU.

4.8.1lo xaHanam (akCUMWIBHON CBSI3W  JOKYMEHTBHl NEpeNaroTcs
OTBETCTBEHHBIM 3a BEACHUE JEIONPOU3BOACTBA IIOCIIE UX PETUCTPALIUM.

4.9. Tlpu oTmpaBke TelaerpaMMbl 0OJiee YeM B YEThIpe aapeca 0hOpMIIIEeTCS
IIO/UIMHHUK, KOIHS W JBa OK3EMIULIpA IIOANMCAHHOIO CIIMCKA pacCBUIKU C
yKa3aHUEM IOJHBIX MOYTOBBIX (BKJIFOYAs MOYTOBBIN MHJIEKC) aapecoB. Ha tenerpad
[IEpEAOTCs IOJJIMHHUK C OJHHMM DJK3EMIUIIPOM CIIMCKA pPacChUIKM W KOIMA
TeJerpaMMBbl, KOTOpas ¢ OTMETKOHW O Iiepelaye TelerpaMMbl BO3BPAlAcTCs B
TeppuTOoprallbHYI0 KOMHCCHIO M BMECTE CO BTOPBIM JK3EMIUIAPOM CIIACKA
PACCBUIKU ITOAIINUBAETCS B AETIO0.

4.10. [Ipn oTnpaBke mUchMa Oojiee 4eM B HYETHIpE ajpeca COCTABISETCS
CIIMCOK pAaCChUIKM YCTaHOBIEHHON (opMmbl (mpuinoxenue Ne D), KOTOpbIH
IIOAIMCHIBACTCS IIPEACENATENIEM, B €r0 OTCYTCTBUE — 3aMECTUTENIEM TNIPEICeNaTeNs
WIN WHBIM 4jieHOM TeppUTOpHaNbHOW KOMHUCCHUU, MCHOJHSIOIIUM OOSI3aHHOCTH
npencenarens TeppuropuanbHoM Komuccud. llocne perucrpamum  OucbMO
TUPAKUPYETCS B HEOOXOAMMOM KOJIMUYECTBE U OTHPABIISETCS.

Ecnu nucbMo uimu TenerpaMMa HampasJisieTcsl He 00Jiee YeM B YeThIpe ajpeca,
TO TOANMUCHIBACTCS KAXKIABIN IK3EMILILAP.

4.11. OtnpaBka AOKYMEHTOB IPOU3BOJUTCS €XKEIHEBHO B 4Yachl PadOThI
TeppuropraibHON KOMUCCUU, KPOME BBIXOJHBIX U HEPAOOUHX MPa3AHUYHBIX JTHEH.

[Topsanok OTHpaBKU MCXONALIMX JTOKYMEHTOB IOCII€ OKOHYaHHs pabodero

JIHS, B BBIXOJHBIE M Hepabouue Mpa3IHUYHbIC JHH, B TEPUOJ IOATOTOBKH U
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NpOBEJCHUS M30MpaTeNbHBIX KAMIIAHUW  YCTAHABIMBAETCS TMpejacenaTeeM
TeppuropualibHOM KOMUCCHHU.

4.12. JIokyMEHTbI C OTMETKON O CPOYHOCTH J0CTaBKU «Becbma cpouHo» H
«CpouHo» OGOpMISIOTCS HE3aMEUINTEIbHO, OTIPABISIIOTCS 1O  KaHallaM
dakcummnbHOU cBsi3u, [IW JIEJIO unu HapOYHBIM.

4.13. JIoKyMeHTBI, HalpaBisieMble TpaXJAaHaM IO JOMAaIIHEMY aJipecy,
OTIPABISIIOTCSL 4YEpe3 MOYTOBOE OTAEJIEHUE CBS3M, KAaK MPaBHIO, 3aKa3HBIMH
MACbMaMHU.

4.14. JlokyMeHThI, TepenaBaeMble MO KaHaidaMm (aKCUMUIIBHOW CBsI3H,
PETUCTPUPYIOTCS B MTOPSIIKE, YCTAHOBIEHHOM JUIS UCXOSAIIUX TOKYMEHTOB.

4.15. Vicxopsmiue TOKyMEHTHI, OpOpMIICHHBIE C HapylIeHWEeM TpeOOBaHMIA
WMHCcTpyKIuy, K OTIPABKE HE NMPUHUMAIOTCS M BO3BPAILIAIOTCS MCIOJHHUTENAM Ha
nopabotky. KoppecnonaeHusi Hecly>)KeOHOro XapakTepa, B TOM 4YHCIIE JUYHAs
KOPPECTIOHJEHIUS, K OTIPABKE HE TPUHUMAETCS.

4.16. Konuu ncxoasmmx JOKyMEHTOB ITOMEIIAIOTCS B JI€JI0 B COOTBETCTBUU

C HOMEHKJIATYpou Jen TeppuTopruarbHON KOMUCCHUH.

5. Ocob0enHoCcTH PadOTHI ¢ OOPALIEHUAME I'PAXKIAH

5.1. Opranuzamusi paboThl ¢ OOpaIllEeHUsSIMU TPaKIAH OCYIIECTBISETCS
B COOTBETCTBUU C pa3ziesioM 2 HacTosAlmeld MHCTPYKIMU C y4eTOM OCOOEHHOCTEM,
YKa3aHHBIX B JAaHHOM pasJelie.

5.2. [TucemenHbIe oOpalieHus rpakaaH (aanee — oOpalieHusl ), MOCTYHUBIINE
B TepputopuanbHyr0 KOMHMCCHIO, PETMCTPUPYIOTCS C  HCIHOJIb30BAaHUEM
PErUCTPALMOHHBIX (POPM OTAEIBHO OT APYTUX BUIOB JOKYMEHTOB HE MO3IHEE TPEX
OHEeH ¢ MoMeHTa noctymieHus. OOpamieHusi, Kacaroliyecsi HapylleHUun
n30upaTeIbHbIX npas rpaKaaH B NEPUOJT NOJATOTOBKHU
Y TIPOBEJIEHUS BBIOOPOB U pepepeHIyMOB, PETUCTPUPYIOTCS B IEHb MOCTYIUICHHUS B
TeppuTopralibHYI0 KOMUCCHIO WK Ha CIAEAYIONTUN pabounii 1eHb.

5.3. [Ipu BCKpBITMM KOHBEPTOB IPOBEPSETCS HAJIMUYME BCEX BIIOKEHUH.

KonBepT 00513aT€THHO COXPAHIETCS.
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OOpamenus, comepkammue B QAPECHOM YacTh TIOMETKY «JIuaHO»,
paccMaTpuBalOTCs B 00IIEM MOPSIKE B COOTBETCTBUU ¢ MHCTpyKIIUEH.

[Ipu peructpauuu nNoBTOpHBIX  OOpalieHudt UM TPUCBAUBACTCS
OUEpEeHOW PEruCTPAlMOHHBI HOMEp, B PErHCTPAlMOHHOW (opMe nenaercs
ormeTKka «[IoBTOpHOY.

Ecnu O6patenne mocTynuiao OT KOJUIEKTHBA TPaKaH, TO MPU PETUCTPALIUU
B pETHCTpaIMOHHON popMme cTaBUTCS 0TMETKA «KOIEeKTHBHOEY.

5.4. PerucTpalluOHHBIM IITaMIl, COCTOSIIIMA M3 MOPSAKOBOTO HOMEpa
oOpallieHus U JaThl PErHCTpallM, CTaBUTCSA, KaK IMPaBWJIO, Ha TEPBOM JIHCTE
OOpaitieHus B MPaBOM BEPXHEM YIUIy WJIM Ha CBOOOJHOM OT TEKCTa MECTE.

Hymepamuss moctynuBmux OOpallleHHii OCYIIECTBIsIETCS B TIpenesax
KJIEHIAPHOTO rofa.

5.5. 3apeructpupoBannbie OOpallleHUsT paccMaTpUBAIOTCS TMpeJceaTeeM
TepputoprallbHOM KOMHMCCHH, 3aT€M IIOCIE TEPEHECEHUs] YKAa3aHWs 10
WCITOJIHEHUIO JJOKYMEHTa B PErUCTPAIMOHHBIE (DOPMBI TTEPEAIOTCA UCTIOTHUTESIM
10/, TIOJAITHCh.

5.6. OOpamienusi, agpecoBaHHbIC UJEHaM |eppUTOPHAIBHON KOMHUCCHH,
PETUCTPUPYIOTCA B YCTAHOBIICHHOM TOPSAKE, IOKJIAABIBAIOTCA IPEICENATEIIO
TepputoprallbHOW KOMMCCHUHM, 3aT€M IIOCIE€ TIEPEHECEHHs] YKa3aHWs IO
VCITOJIHEHHUIO JOKYMEHTa B PErUCTPALIMOHHBIE (DOPMBI MEPEAAIOTCA UCTIOTHUTENSIM
10/, TIOAIIHCh.

OOpaieHnss paccMaTpuBalOTCS B COOTBETCTBHM C  YKa3aHUSMHU 110
WCIIOJTHEHUIO JOKYMEHTA npejncenaresis TepputopuaibHOl KOMUCCUU B TIOPSIIIKE,
YCTaHOBJIEHHOM 3aKOHOJAaTesIbcTBOM Poccuiickoit denepaunu.

5.7. OOpaiienus, coaepskaliie BOIpoCkl, peleHre KOTOPhIX HE OTHOCUTCS K
KOMIETEHIUH TeppUTOpUAIbHOW KOMHCCHUH, JIOKJIAJIBIBAIOTCA MpEACEAaTENtO
TepputoprallbHOM KOMHCCUHM U IO €r0 YKa3aHWIO MO HCIOJHEHUIO JOKYMEHTA B
TEUEHHE CEMHU KAJICHAAPHBIX JHEH CO JHS PETHCTPALMU HAIpPaBIIOTCA C
COIIPOBOJUTEIIBHBIM IMMCHMOM 32 €r0 MOJANMUCHI0 B COOTBETCTBYIOLIMM OpPraH WA

COOTBCTCTBYIOIEMY MJOJDKHOCTHOMY JIMIY, K KOMIICTCHIHUHW KOTOPBIX OTHOCHUTCA
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pelieHre mnoctaBieHHbIX B OOpalleHuu BOIMPOCOB, C YBEIOMIICHHEM TIPaXK]IaH,
HarnpaBuBux OOpatienus, o nepeaapecaruu OOpaiienuii. B conpoBoauTeasHOM
MMCbME OrOBApUBAETCS MOPSIOK HaNpaBieHUs: oTBeTa aBTopy OOparieHus.

Ecnu pemenne mnocraBiieHHbIX B OOpalieHUs X BONPOCOB OTHOCHUTCS K
KOMIIETEHIIMA HECKOJIBKUX TOCYJApPCTBEHHBIX OPraHOB WJIM JOJKHOCTHBIX JIHI,
korust OOpalnieHuss B T€YEHUE CEMM KaJIGHIApHBIX JHEH CO JHS pEerucTparuu
HaIpaBJISIETCS] B COOTBETCTBYIOIIKE OPTaHbl UM COOTBETCTBYIOIIUM JOJKHOCTHBIM
JIULAM.

5.8. 3ampermaeTcsi  HampaBIATh O6pamienue Ha  pacCMOTPEHHUE
B F'OCY/IApCTBEHHBIN OpraH, OPraH MECTHOT'O CAMOYIIPABIICHUS WU JOJKHOCTHOMY
JUIly, pelieHue win JedctBue (0e3deiicTBME) KOTOPBIX —O0Xamyercs, 3a
VCKJIFOYEHNEM CIIy4acB, YKa3aHHBIX B ITyHKTE 6 cTratbu 75 PenepanbHOro 3aKOHa
«O0 OCHOBHBIX TapaHTHUSIX HW30MpaTEIbHBIX IMpaB W IMpaBa Ha YydyacTUe B
pedepennyme rpaxaan Poccuiickoit deneparum.

5.9. Ecniu B COOTBETCTBUHM C 3allpeToM, YKa3aHHbIM B Tojpasuene 5.8
WucTpykiuu, HEBO3MOXXHO HampaBuTh OOpaliieHue Ha pacCMOTpEHHE B
rOCyJapCTBEHHBI OpraH, OpraH MECTHOI'O CaMOYIpPaBJIEHUS WU JOJKHOCTHOMY
JUITY, B KOMIETEHIIMIO KOTOPBIX BXOJUT PEIICHHE MOCTAaBICHHBIX B OOpalieHuun
BOnpocoB, OOpamieHrue BO3BpallAeTCs I'PaKJAaHUHY C Pa3bsICHEHHEM €ro Ipasa
00anoBaTh COOTBETCTBYIOIIEE PEIICHHUE U JEHCTBUE B YCTAHOBICHHOM MOPSJIKE
B CyJI€.

5.10. OOpamenusi, MOCTyNUBIIME B  TeppPUTOPHAIBHYIO KOMHCCHIO,
paccMaTpUBaIOTCS B CPOKH, YCTAHOBJIEHHBIE Mopa3aenamu 8.5 u 8.6 MHCTpyKIuu.

B mnepuon moAroToBKM W TpOBENEHUS BBHIOOPOB U pedepeHIyMOB CpPOKU
paccMOTpEHUS OOpaimieHuit  ycTaHaBIMBAIOTCS B COOTBETCTBHUM  C
3aKO0HOJAaTeILCTBOM Poccuiickoit deneparuu o BeIOOpax u pedepeHymax.

Ecnu HeoOxoaumo npoiiuTh Cpok paccmotpenust OOpaliieHust, UCTIOTHUTETh
HE T03HEE YeM 3a TPH JHS 10 UICTEUEHHs CPOKA MOATOTOBKM OTBETA MPECTABIISET
Ha uMs mpeacenarenss TeppuTOpUATbHON KOMHCCUU JOKJIAIHYIO 3alHCKy C

06’b$ICHeHI/ICM, 10 KaKkou IMPUYIUHEC HCBO3MOXKHO JaTb OTBCT B YCTaHOBHeHHBIﬁ CpOK.
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MakcumanbHOE TpoaiieHne cpoka paccMmoTrpenus OOpamienusi coctaBisier 30
KaJICHJAPHBIX JTHEH.

3asBUTENIO HAMPABIISETCA YBEJAOMIICHUE O MPOJICHUU CPOKA PACCMOTPEHUS
ero OOpareHus.

OOpaiiieHurs, Ha KOTOPBIE TAIOTCS IPOMEXKYTOUHBIE OTBETHI, C KOHTPOJISL HE
CHUMAIOTCH.

5.11. B cnydae mocrtymieHuss B TeppuUTOpUAIbHYIO KOMHUCCHUIO B
YCTAaHOBJICHHOM MOPSJKE 3allpoca TOCYAapCTBEHHOIO OpraHa, opraHa MECTHOTO
CaMOYIIpaBJIEHUSI WM JODKHOCTHOIO JMIa, paccMmarpuBarommx OOparieHue,
JIOKYMEHTBl W MaTepualbl, HeoOXxoaumble Mg paccMorpeHus OOpaieHus,
MIPE/ICTABIIAIOTCS B T€UCHUE 15 KaneHAapHbIX THEH.

5.12. OtBet Ha OOparenne, B KOTOPOM He YKa3aHbl (haMUJIUs TPaKTaHWHA U
€ro MOYTOBBINA aPeC WK aipec dIEKTPOHHOU MOUTHI, IO KOTOPOMY JOJIKEH OBITH
HalpaBJ€H OTBET, He jnaercs. Takoe OOpalieHHe CHOUCBIBAE€TCA B JEJ0
npenacenareiaem TeppuropuanbHoil komuccuu. B cimydae ecnmu B OOparnieHuu
coJiep>KaTcsl CBEJICHUS O TOJIFOTABIMBAEMOM, COBEPIIAEMOM WIIM COBEPIICHHOM
NPOTUBONPABHOM JIESIHUM, a TakXke O JIMIE, €ro IOJAroTaBIuBAIOIIEM,
COBEPIIAIONIEM WJIM COBEPIIMBIIEM, OOpallleHue TOJJICKUT HAMPABICHUIO B
rOCyAapCTBEHHBIA OpraH B COOTBETCTBUU C €T0 KOMITETEHITHCH.

Ecnu Tekct OOpaiiienus He moA1aeTcsl IpoUTeHH0, OTBET Ha OOpalieHue He
JTAETCS ¥ OHO HE TOJJICKUT HANPABJICHUIO HA PAaCCMOTPEHHUE B TOCYAAPCTBEHHBIN
OpraH, OpraH MECTHOTO CaMOYIIPaBJICHHS WIH JOJDKHOCTHOMY JIMILy B
COOTBETCTBHUH C UX KOMIIETCHIIUEH, O YEM B TEUEHUE CEMH KaJICHJIAPHBIX JTHEH CO
nHst  peructpammu  OOpaiieHuss CcooOIIaeTcss TpakJIaHWHY, HaIlpPaBUBIIEMY
O6pamienue (eciu ero pamMuans ¥ MOYTOBBIN aipec MOAIAI0TCS IPOUYTECHHUIO).

5.13. OOpamienusi, B  KOTOPBIX  COJEp)KATCA  HEIEH3YpHbIE  JHOO
OCKOpOUTENbHBIC BBIPAKCHUS, Yrpo3bl IKU3HH, 3JI0POBBI0 M  HMYIICCTBY
JOJDKHOCTHOTO JIMIA, a TaKXe YJIEHOB €ro CEMbH, OCTaloTcs 0e3 OTBeTa Mo
CYIIECTBY TIOCTaBJICHHBIX B HEM BOIPOCOB, a 3asBHUTEISAM COOOIIAETCS

0 HEAOIMYCTUMOCTH 3J'IOYHOTpe6J'ICHI/IH IIpaBOM.
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5.14. OGpamienne, B KOTOpOM OOXalnyeTcs CyneOHOe pelieHue, B TeUeHHe
CEMHU KaJleHIApHbIX JIHEW CO JHS PErucTpalldd BO3BPAILACTCA TPAKIAHUHY,
HaIlpaBUBILIEMY OOpallleHue, C Pa3zbsiCHEHHWEM TMOopsAaKa O00XKajloBaHUS JAHHOTO
CyZIeOHOTO peIIeHUS.

5.15. Ecnu B OOpaiieHun CoAep UTCS BOIPOC, HA KOTOPBIM TpaxaaHUHY
HEOJHOKPATHO (1Ba pa3a U 0oJiee) TaBaJIMCh MUCbMEHHBIE OTBETHI MO CYIIECTBY B
CBSI3U C paHee HampaBieHHbIMU OOpaimieHusiMd, U mpu 3ToM B OOpalieHun He
MPUBOJISITCS] HOBBIE IOBOJBI M OOCTOSITENIBCTBA, TO MEPEMUCKA MO JAHHOMY BOIIPOCY
C IpaXkJIaHMHOM IIPEKPALIAETCS, O YEM €MY HaIIPaBJISETCS YBEAOMIICHHUE.

5.16. JInynblii mpUeM TpaKJaH BeAeTcs mpenacenareieM TeppuTopruanbHON
KOMUCCHH.

Nudopmanms o mnopsake mOpuemMa  TpakgaH — pa3Meniaercss  Ha
MH(POPMAILIMOHHOM CTEHJIE U opUIMaTIbHOM caiiTe TeppuropruanbHOH KOMHCCUU B
MH(OPMAIMOHHO-TEIEKOMMYHUKALIMOHHOM ceTn MHTepHeT.

[Ipy nMYHOM IIpUEME IPAKIaHNH NPEIBABISET JOKYMEHT, YAOCTOBEPSIOIIMIMA
€ro JIMYHOCTb.

Benenne nu4yHOro mnpueMa TpakJaH MOMKET CONPOBOXKIATHCSA ayJInuo- U
BHJICO3aIIACHIO, O YEM IPaXKIaHE YBEIOMIIIFOTCS O Havaia pueMa.

5.17. Bo Bpemsi mpuema TpaxJaH BeIeTCd >KypHal ydeTa, B KOTOPBIU
BHOCSITCA JJaHHBIE O TPaXKJIaHUHE, KPATKOE CO/IepKaHue oOpalleHus], pe3yabTaT ero
paccMOTpPEHHUs, a TAKXKE JOJKHOCTh M (PaMUIINS JIULA, TPOBOJISILIETO IPUEM.

Ecnu  wusnoxennole B yctHoM  OOpameHuu  ¢GakThl He TpeOYyrOT
JIOTIOJIHUTEIBHON IPOBEPKH, 0TBET Ha OOpalieHre ¢ coracus rpaXxaaHiHa MOKET
OBITh J1JaH YCTHO B X0J1€ JINYHOTO IIPUEMA, O YeM JIETIAeTCsl 3alUCh B )KypHaJe yuerTa.
B ocTanbHBIX cilydasx JaeTcs MUCbMEHHBIA OTBET MO CYIIECTBY MOCTABJICHHBIX B
OO0paiiieHuy BOIIPOCOB.

B xoze nuyHOro npuema rpakJlaHuHy MOKET ObITh OTKa3aHO B JaJIbHEHIIeM
paccMOTpeHUH oOOpalleHus, €Ciu €My paHee ObLI JaH OTBET MO CYIIECTBY

nocTaBiIeHHBIX B OOpaliieHuu BOIPOCOB.
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B cmywae rpyboro, arpecCHBHOTO TOBEIACHUS TPaKIaHWHA TPUEM MOXKET
ObITh TIpekpatieH. [Ipyn HeoOX0UMOCTH MOXKET OBITh BBI3BAH COTPYIHUK OXPaHBI.
Wudopmaliis o MOBEACHUN TpaXKTaHWHA OTPAXKACTCA B KypHAJIE yUueTa.

5.18. [lepenanusie Ha mpuemMe OOpamieHUss  PETrUCTPUPYIOTCA €
UCTIONIb30BAaHUEM PETHCTPAIMOHHBIX (OPM M pPacCMaTPHUBAIOTCS B TOPSIKE,

YCTAHOBJICHHOM HACTOAIIUM Pa3aciIOM.

6. Oco0enHOCTH PadOTHI C JOKYMEHTAMHU, COAEPKALNIUMH CJIYKEOHYI0
HHGpOPMALNIO OTPAHUYEHHOT0 PACIIPOCTPAHeHHs (B TOM 4MCJIe CBeJeHusl 00
n30UparTesfX, yY4aCTHHKAX pedepeHayma, 00pamanuuMucs B paMKax
¢pynkunonupoBanns ['ocyapcTBeHHOM CHCTEMbI PerucTpanuu (y4uera)

usduparesiel, y4yacTHUKOB pedepenayma B Poccuiickoii @enepanun)

6.1. OcobeHHOCTH PAOOTHI C JOKYMEHTaMH, COJCPXKAIIUMH CITYXCOHYIO
uH(OPMAIUIO OTPAHUYECHHOTO PACIIPOCTPAHEHUS.

6.1.1. K cuyxeOHOl wuHbOpPMAIIMK OTPAHUYEHHOTO PaACHPOCTPAHEHUS
OTHOCHUTCS HECEeKpeTHas WH(GoOpMalus, HE3aBUCMMO OT BHJA €€ HOCHUTEIS,
OTpaHUYCHHUSI Ha pacmpocTpaHeHue KOTOpOH yCTaHaBJIMBAIOTCS
3aKoHOJaTenbCcTBOM Poccuiickoii @enepauuu, pemieHUsIMUA (MIOCTaHOBJICHUSIMU)
BBITIICCTOSAIINX H30MUPATEITLHBIX KOMHCCHHA.

6.1.2. HeoOxoguMoCTh  TIpocTaBiCHUS TOMETKH  «Jlmsa  ciaykeOHOro
nonb3oBaHus» (ganee — «JICID») Ha mOKyMeHTaX M HW3JaHUSX, COJACPKAIIUX
CIIyKeOHYI0 HH(OpPMAIMI0O OTPAHWYECHHOTO PACIPOCTPAHEHUS, OMPEAEIICTCS
npeacenareieM  TeppuTopuasbHOM ~ KOMHCCHH,  MOJIUCHIBAIOIIAM  WJIH
YTBEPKIAIOIIUM JTOKYMEHT.

JIOMKHOCTHBIC JIHIlA, TPUHSBIINE pEIICeHHEe 00 OTHECEHUU CIIyKeOHOU
nHpopMaIu K pa3psaay OrpaHMUYEHHOTO PAaCPOCTPaHEHUsI, HECYT MEPCOHAIBHYIO
OTBETCTBEHHOCTH 32 000OCHOBAHHOCTbH IMPUHSIITOTO PEIICHUS.

6.1.3. [lometka «JICIl» m HOMEp SK3eMIUIsipa MPOCTABISIOTCS B MPaBOM

BEPXHEM YTIy NEPBOM CTpaHMIIBI TOKYMEHTa (B Ciiydae HEOOXOAMMOCTH — U €0
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MPOEKTA), colmepkamero  ciuykeOHyro — uH(OpMaIuioo  OTPaHUYEHHOTO
pacrpocTpaHeHusi, Ha 00J0XKKE U TUTYJIbHOM JIUCTE W3/IaHMs, a TaK)Ke Ha MEpBOM
CTpaHMIIE COMTPOBOJUTEIHHOTO MUChMA K TAKMUM JIOKYMEHTaM.

6.1.4. PaboTta ¢ mOKyMEHTaMH, COJAEPKAIIMMH CIIYKEOHYI0 HH(POPMAIIHIO
OTPaHUYEHHOI'0 PACTIPOCTPAHECHMSI, B TOM UYHUCIE UX MPUEM, YUeT (perucrparus),
OCYULIECTBJISIETCS. B IMOPSAKE, YCTAHOBIECHHOM JUIsI HECEKPETHBIX JAOKYMEHTOB, C
Y4E€TOM OCOOEHHOCTEH, W3JIOKEHHBIX B HactodmeM pasgene. llpu stom K
PErUCTPallMOHHOMY HOMEPY JOKyMeHTa go0aBisiercs nomeTka «JICIDy».

6.1.5. loxymentsl ¢ mometkoit «JICID» peructpupyrorcs (y4uTHIBAIOTCS)
BMECTE C JIPYTMMHU HECEKPETHBIMU JOKYMEHTaMU. B perucrpalioHHON KapTOYKe
JTOKyMEeHTa npou3BoauTcs 3anuch «J[CID».

6.1.6. CkanupoBaHue, KOMHUPOBAHHE (THPAXUPOBAHUE) JOKYMEHTOB C
nomMetkoil «JICII», mpoW3BOAWUTCS HMCHOJHUTENEM IJOKYMEHTa C MNUCbMEHHOTO
paspemieHust  npeacenarenss  TeppuTopuanbHOM — KOMHUCCUH, TPA  ATOM
OCYILECTBIISIETCS YUET KaXKI0T0 SK3EMILISIPA YKa3aHHBIX JOKYMEHTOB.

6.1.7. Hokymentst ¢  nomerkort  «JICID»  mepenmaroTcss  4dieHam
TeppuropraibHOH  KOMUCCMM M TPaXIAHCKUM  CIYXallMM  ammapara
TeppuropraibHOM KOMUCCHH MO/ MOJAIUCH.

6.1.8. loxymentsl ¢ mometkoit «J{CII» HampaBisitoTCs B IpyrHe OpraHbl U
opraHuzanuu opraHamu (eaepanbHOM  (eIbIbETepCKOM  CBSI3U,  CIIYXKOOi
CHEIUMATBHON CBSI3M JIMOO HApOYHBIM. 3ampelnaercs MepeaaBaTtbh TOKYMEHTHI C
nomeTkord «JICID» mo He3amMIIEeHHBIM KaHajlaM KOMIIbIOTEPHO-MOJAEMHOU H
(haKCUMUIBHOMN CBSI3H.

Joxymentsl ¢ momerkoi «JICID» paccbuiatoTcsi HECKOJBKUM ajpecaTaM
COrJacHO CIIMCKY pAacChUIKA, B KOTOPOM HANpOTHUB KaXIOro ajpecara
MPOCTABIISICTCSI HOMEP AK3EMILIAPA OTIPABIAEMOTO JOKyMeHTa. CIHCOK PacChUIKU
MOJNKCHIBACTCS UCTIOTHUTENEM U TpescenareneM TeppuTtopuanbHOl KOMUCCHUHU.

6.1.9. Mcnonnennsie 1okymMeHTHI ¢ moMeTkon «J[CII» dhopmupyrores B nena
B COOTBETCTBUU C HOMEHKJIATYpoOii Jie7l. B mpaBoM BepxHeM yriry 0OJI0KKH Jena, B

KOTOpPOE MOMEILIEHBI TaKue JOKYMEHTHI, TpocTaBiisieTcs nomerka «JCID».
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6.1.10. Hokymentsl ¢ mometrkoir «J{CII» XpaHATCS B 3aKpbIBAIOLIUXCS
nikadax.

6.1.11. YHuuTOXeHue aen, TOKYMEHTOB U u3AaHui ¢ moMetkoin «J[CIIy,
YTPATUBIIUX CBOE MPAKTUYECKOE 3HAUYCHHE M HE HUMEIOIIMX HCTOPUYECKOU U
HAyYHOM LEHHOCTH, MPOU3BOIUTCS MO aKTy YCTAaHOBJICHHOW (DOPMBI C yKa3aHHEM
HOMEPOB K3eMIUIIpoB (Tprtoxenue Ne 13). B yueTHbIX popMax nenaeTcss OoTMETKA
00 YHUYTOXXEHHUH CO CCHUIKOM HA COOTBETCTBYIOIIUH aKT.

6.1.12. Pemennie o cHsatuum nometku «JCII» ¢ noxkymeHTa NpuHUMAaET
JOJKHOCTHOE JIUIIO, TTOAMKCABIIIECE UM YTBEPAUBILIEE IOKYMEHT.

Custue nometku «JICID» ¢ mpucnannoro B TeppuTopuaibHyr0 KOMUCCHIO
JIOKyMEHTa MOXKET OBITh IPOU3BEACHO TOJBKO IO COTJIACOBAHUIO C OpraHU3AIUEH,
HaIlpaBUBILIEH TOKYMEHT.

Custue nometku «JCII» ¢ mokyMeHTa MpPOW3BOIAUTCS OTBETCTBEHHBIM 3a
BEJICHUE JICJIONPOU3BO/ICTBA HA OCHOBAHUHU MUCHbMEHHOI'0 YKAa3aHUs T0KHOCTHOTO
Juna, npuHsBIIero takoe pemenue. [pu castun nometku «JICI» Ha qOKyMeHTaxX
U JIeNlaX, a TakKe B PETUCTPAIMOHHONW KApPTOUKE JNENAI0TCS COOTBETCTBYIOIIHE
OTMETKH.

O cuarun mnometku «JICII» yBegomisitoTCs Bce ajpecarbl, KOTOPHIM
JIOKYMEHT HampaBJIsijIcs, MO0 OpraHu3alius, €ro HalpaBUBIIas.

6.1.13. B ciryqae yrpatsl e, TOKyMEHTOB WiIu u3aaHuil ¢ momeTkoi «J1CIT»
100 pasriamieHus cojeprKaiieiicss B HUX WH(pOpMaIyd Ha3HAYaeTCs CIy>KeOHas
npoBepkKa, O  pe3yibTaTax  KOTOPOW  JIOKJAAbIBACTCS  MPEICEaaTeNro
TeppuropuaibHOM KOMUCCHH.

O6 yrtpare men u gokymeHTOB ¢ moMetkoi «JICID» cocraBisercs akT, Ha
OCHOBAHUU KOTOPOTO JEJIAI0TCsI COOTBETCTBYIOIINE OTMETKU B YYETHBIX (hopmax.

6.2. Pabora ¢ moxkymeHTaMu, COAEpKAIlMMU CBEICHUS 00 u30uparessx,
ydJacTHUKax pedepeHayma, oOpaljalomuMucsis B paMKax (yHKIIMOHHUPOBAHUS
['ocynapcTBeHHOM cHCTeMBbI peructpanuu (ydera) wusz0Ouparesned, y4aCTHUKOB

pedepenayma B Poccuiickoit deneparuu.
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6.2.1. K nokymeHTam, coaepsKaliuM CBeACHUs 00 N30MpaTesix, yyacTHUKAX
pedepenayma, oOpamiaronuMucs B pamkax QyHKImonupoBanus ['ocyaapcTBeHHON
CUCTEMBI peructpanuu (ydera) wusz0upareield, Y4aCTHUKOB pedepeHiyma B
Poccutickon Odenepanuu, OTHOCSATCS JIOKYMEHTHI, IOCTYNAKOLINE
B TeppuTOpuanbHyl0 KOMHCCHIO OT MUCIOJHUTEIBHBIX OPraHOB rOCYAapCTBEHHON
Biaactu Cankt-llerepOypra, TeppUTOpHATBHBIX OpPraHoB (eaepaabHBIX OPTraHOB
VCITOJIHUTENbHON BiacTu, LleHTpanbHON HM30MpaTenbHOl KoMuccun Poccuiickoit
Odeneparuu, OI'KY «DenepanpHbiii nieHTp nHGOpMaTU3auu npu LlenTpanbHoit
uzbuparenbHoli komuccuu Poccuiickoit ®enepanun», Cankt-IleTepOyprekoii
n30UpaTeabHOM  KOMMCCHHU, H30UpaTeIbHBIX KOMHUCCHUH  BHYTPUTOPOJCKUX
MYHULIMIIATIbHBIX 00pa3oBanuil Cankt-IlerepOypra, CHCTEMHBIX aIMUHUCTPATOPOB
KOMIUIEKCOB CPEACTB aBTOMAaTH3alMU | OCyZapCTBEHHOW aBTOMATHU3WPOBAHHOU
cuctembl Poccuiickoit @enepanuu «Boioopb» (anee — ICTOYHUKH HHPOPMALIUHN),
HarpaBisieMble U30MpaTebHOM KOMHCCHEH MCTOYHHMKAM HH(OpMalUHU, a TAKXKEe
JOKYMEHTBI, IIEPEChUIAEMBIE MEXAY KOMIUIEKCAMHU CpPEICTB AaBTOMAaTHU3aLUU
TEppUTOpPHUANBbHBIX H30UpaTenbHbIXx Komuccuil B Cankr-IlerepOypre (nanee — KCA
TUK), Cankrt-IleTepOyprckoii uzduparenbaoi komuccuei (nanee — KCA UKCP®)
u llentpansHoii m3buparenbHOM Komuccuen Poccuiickont depeparuu (nanee —
KCA IIUK Poccumn) B pamkax peanuzaiiuu Lejed u 3amad ['ocymapcTBEeHHOU
CUCTEMBI peructpauuu (ydera) wuszOupareield, Y4YaCTHUKOB pedepeHayma B
Poccutickon ®@enepanuu.

JIOKyMeHTbl MOTYT OQOpPMISATBCA KaKk Ha OYMaXHbIX, TaK M Ha
MalIMHOYNTAEMbIX HOCUTENSX.

6.2.2. Pabora ¢ mOKyMeHTaMH, COACP)KAIIMMHU CBEACHUS 00 HM30MpaTessx,
y4acTHHKaX pedepeHayMa, JODKHA OCYHIECTBISATBCA C  YYETOM  HOpPM
®denepanpHoro 3akoHa ot 27 wutonsa 2006 roma Ne 152-03 «O mepcoHaIbHBIX
NaHHBIX», [lonoxeHuss 00 0cCOOEHHOCTSIX OO0paOOTKM MEPCOHANBHBIX JaHHBIX,
OCYUIIECTBISIEMOI 0€3 MCMOJb30BAHMS CPEACTB ABTOMATH3ALMM, YTBEPKIECHHOTO
IIOCTAHOBJIEHUEM IIpaBurenbcTBa Pocculickon denepanyun

ot 15 centsiO6ps 2008 roma Ne 687, Ilonoxkenuss o I'ocyaapcTBEHHOW cHUCTEME
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peructpanuu (ydera) m30Oupartelieid, y4acTHHKOB pedepeHmyma B Poccuiickoi
denepauuu, YTBEPKIECHHOTO IIOCTAHOBJIECHUEM 1K Poccun
ot 6 HOsOpst 1997 roma Ne 134/973-11, PerimamMenTa HCIIOJIB30BAHUS TOACHCTEMBI
«Peructp  um3bupateneit, ywyacTHUKOB pedepenayma»  [ocymapcTBEHHOM
aBTOMaTH3UpOBaHHOW  cucTtembl  Poccuiickoit ~ ®denepanmu  «BwriOopsy,
yTBepkieHHOro mnocraHoBiaenueM IIMK Poccunm ot 26 wmapra 2014 rona
Ne 223/1437-6, Tlonoxenuss o0 oOecneueHun Oe3omacHOCTH WHGOpPMAIMHA B
['ocynapcTtBeHHONM aBTOMATU3UpPOBAHHOW cucreMe Poccuiickont ®denepauuun
«Bw160ope», yTBepknenHoro mnocraHoBineHueM [IUK Poccum ot 23 utons 2003
roga 19/137-4.

6.2.3. JIOKyMeHTBI, cojAepIKallue CBeleHUS 00 H30MpaTessX, y4yaCTHHUKAX
pedepeniyMa 10KHBI 00padbaThIBaThCA B peKUME KOH(PHUACHIIMATLHOCTH.

6.2.4. Peructpanuio U XpaHeHUE JIOKYMEHTOB, COAEp KalluX CBelIEeHUs 00
n30uparensx, ydyacTHHKax pedepeHayma, TMOCTYMAIOMUX OT HMCTOYHUKOB
uHOpPMAIIMU U HANpPaBISEMBIX MM, OCYIIECTBISIOT TPaKJAHCKHE CIy>Kalue
anmnapara TeppuTOpHaIbHON KOMUCCHH.

6.2.5. Cimcok  yvIl, yHOOJHOMOYEHHBIX TIOJy4aTb OT HCTOYHHKOB
uHdopMaluu U TepenaBaTh UM JOKYMEHTBI, COJep)Kalllhue CBEIeHUs 00
n30Uparesix, ydacTHUKaX peepeHayma, YTBEpKIaeTcsl MPUKa3oM MpescenaTens

TeppuropraibHON KOMUCCHH.

6.2.6. [lomyunB oT ucTOoyHMKA MHMDOPMAIIMKA TOKYMEHT Ha OyMa)XHOM JTHOO
MalIMHOYUTAEMOM HOCUTENIE, COJIep KAl CBEEHUS 00 N30UpaTesiX, yHaCTHUKAX
pedepenyma, COTpyAHUK arnaparta TepputopuaibHON KOMUCCUM, OTBEYAIOIINM 32
JIeJIONIPOU3BOJICTBO, MPOCTaBIIsieT MoMeTKY «JICID»:

Ha OyMa)XHOM HOCHUTEJI€ - B IPaBOM BEPXHEM YIJIy MEPBOM CTpPaHUIIBI

JIOKYMEHTA,;
Ha MAIIMHOYATAEMOM HOCHUTEJIIE - B IIPaBOM BEPXHEHM  YacCTH

MAallTMHOYHUTACMOI'O HOCUTCIIA I/IH(I)OpMaI_II/II/I.
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[Tometka «JICII» mpocraBisieTcss TakXe Ha MEPBOM  CTPAHMIIE
COMPOBOJAMUTENILHOIO TMHChbMa K JIOKYMEHTaM, COJAEpKalluM CBelIeHUs 00
n30upaTesix, yuacTHUKax pedepeHayma.

6.2.7. Bce mOKyMEHTBI, coJieprKalie CBeIeHUs 00 n30upaTensix, yyacTHUKAX
pedepenayma, U CONMPOBOAUTENbHBIE MUChbMA K HUM MpPH HX MOJYYEHHH JMOO
OTHPABKE PETUCTPUPYIOTCS COTPYIHUKOM anmnapaTta TeppuTopUaibHOM KOMUCCHH,
OTBEUAIOLIMM 3a JIJOMPOU3BOJACTBO B OTAEIBHOM JKypHale Mo ¢opme,
YCTAaHOBJICHHOM  COOTBETCTBYIOIIMM  MPaBOBBIM  aKTOM TeppUTOpHANIbHOU
Komuccuu. [Ipu 3TOM K pErucTpallMOHHOMY HMHACKCY JOKyMEHTa J00aBliIeTCs
nomeTka «{CID».

6.2.8. CompoBojiuTeIbHBIE MHUChbMA K MAIIMHOYUTAEMBIM  HOCUTEIISIM,
COJICp>KalllMM HM3MEHEHUsI PEruoHaIbHbIX (¢parmMeHTOB Perucrtpa wuzbuparenei,
YYaCTHUKOB pedepeHayMa perucTpUpyroTCsS OTBETCTBEHHBIM 32 BEJICHUE
JEJIONPOU3BOACTBA B TeppuropuanbHol  komuccuu. Ilpm  sTOoM  Ha
CONPOBOJIUTEIBHOM MHUCBME M MAIIMHOYMTAEMOM HOCHUTEINIE MPOCTABIIAETCS
nomeTka «CID».

MaiiHounTaeMble HOCUTENH, COJACpKAIME WM3MEHEHUS PErMOHAIBHBIX
dbparmMeHToB Peructpa nu30uparenei, YYaCTHUKOB pedepenayma,
COMPOBOJIUTEIIbHBIC MUChMA K HUM JIOCTABJISIIOTCSA B TeppUTOpHaIBHYI0 KOMUCCUIO
MOCPEJICTBOM 3aIUIIIEHHBIX cepTUUIIMPOBAaHHBIMU CpeAcTBaMU
KpUnTorpaduuecKoi 3anuThl TEICKOMMYHUKAITMOHHBIX KaHalloB ['AC «Bwibops»,
opranamu ¢eaepanbHoil (enbaIberepcKoi CBsI3u MO0 HAPOUHBIM.

6.2.9. JlIokyMeHTBI, coAepiKallue CBeleHUs 00 u30Mparessik, y4aCTHHUKaX
pedepernymMa, Ha OyMaXHBIX JHOO MAITMHOYMTAEMBIX HOCHTENSX XPaHATCS B
ceiibax WM B HAJEKHO 3aMHMPAEMbIX M OINEYaThIBaeMbIX IIKadax (SuIuKax,
XpaHUIUIIAX ).

ITo ucTteuennu cpoka XpaHeHUs] U PaCCMOTPEHUS HA IKCIEPTHOU KOMHUCCUU
TepputopralbHOW KOMHCCHUH YyKa3aHHBIE JIOKYMEHThI YHUYTOXXKAIOTCS IO aKTy

(mpumosxkerue Ne 13).
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6.2.10. JlokyMeHTbI, conepKalue CBEACHUS 00 M30MpaTeisX, y4yaCTHHKAX
pedepeHyma, NEpeNaloTcs COTpyAHUMKaM TeppUTOpHAaTbHOM KOMHUCCHHM O]
HOJIITUCH.

[lepenaya MOKYMEHTOB, COJEpKaluX CBEAEHUS 00 wu3buparensx,
ydacTHUKax pedepeHayma, OT OJHOro pabOTHUKA APYroMy OCYLIECTBIIIETCS C
paspemieHusi Tmpeaceaarens TeppUTOpUaTbHOW KOMUCCHU WM JIMIA, €ro
3aMeIaloLIero.

JIOKYMEHTBI, COJep’Kallie CBeAeHUs 00 wu30upaTensx, ydacTHHUKax
pedepeHaymMa, THPAKHUPYIOTCS C TMHCBMEHHOTO pa3pelieHusl MpejaceaaTenis
TeppuTopHabHON KOMHCCHUN WM JIULA, €T0 3aMEILAOLIEr0. YUeT TUPAKUPYEMBIX
JOKYMEHTOB OCYILECTBISIETCS MO3K3eMIusipHo. Ha oOopoTe mocnennero smcra
KaXXIO0TO IK3EMIUISIpa MCIOIHUTENb JODKEH YKa3aTh KOJWYECTBO OTIEYATaHHBIX
HK3EMILISIPOB, CBOIO (PaMUIIMIO U ATy TUPAKUPOBAHUS JOKYMEHTOB.

6.2.11. O d¢akrax yTpaThl AOKYMEHTOB, COJEP)KAIUX CBEACHHUS 00
n30uparessax, ydacTHUKax pedepeHnyma, 1100 pasrialieHus coaepKamieiics B HUX
UH(GOpPMaIlMU CTABUTCS B U3BECTHOCTb MpeCeaTeNb TeppuTOpHalIbHON KOMUCCUU
WIM JMLo, ero 3aMematoniee. Ilpencemarens wiam Jmno, €ro 3aMemiarollee,
Ha3HayaeT KOMMCCHUIO JJIi paccleOoBaHMsl OOCTOATENbCTB yTpaThl WIIU
pasrnamenus.  Pe3ynprathl  MpPOBEpKH  JOKJIAJBIBAIOTCS  IMpEAcCeaaTellto
TeppuToprallbHOM KOMUCCHH WU JIMIY, €70 3aMEIIAIOIIEMY.

/. IloaroroBka, ogopmiieHue, BBIYCK, Y4eT JOKYMEHTOB, pACCMATPHBAaEeMbIX

Ha 3aceqaHusaX TeppuTopuaJIbHOH KOMUCCHH

7.1. ®opMupoBaHue NMPOEeKTAa NOBECTKH THSA 3aceqaHusA
TeppuropuajbHOil KOMHCCHH.

7.1.1. TIpoekT mOBECTKH MHS 3aceqaHus TeppUTOpUAbLHOW KOMHCCUU
dbopmupyetcs npencenareneM (cekperapeM) TepputopuaibHON KOMUCCUH B CPOKH,
YCTAHOBJICHHBIC pErJaMEHTOM TeppuTOpHUaibHOW KOMUCCHHM, Ha OCHOBAHUU
IaHOB paboThl W pemieHudl TeppUTOpHaIbHOW KOMHUCCHH, TMOPYYCHHUI

npeacenarens TeppuropuaibHON KOMUCCHH, MOCTYNUMBIINX JOKYMEHTOB U, TIOCIIE
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COTJIACOBAHMSA C IpeacenareneM TeppuTopuanibHOM KOMHMCCHH, NOAIUCHIBACTCS
cekperapeM TeppuropuanbHOl KOMUCCHUHU.

7.1.2. Ynenst TepputopuanbHOW KOMHCCHHM BIIPaBE MPEIJIOKUTH BHECTH B
IIPOEKT ITOBECTKU IHS 3aCEaHus BOIPOCHI, B TOM YHUCIE, HE IMPEAYCMOTPECHHBIE
mwiaHaMu paboOThl W peleHus MU TeppUTOpuanbHOM KOMHUCCHHM, TPU YCIOBHUH
HaJIM4us MOArOTOBIICHHBIX 11O 3TOMY BOIIPOCY TOKYMEHTOB.

JlaHHBIE BONIPOCHI BKJIIOYAKOTCS B IIPOEKT TMOBECTKU [JHSA 3acelaHus
TeppuropualibHOW KOMHCCHM TIPpU TMHCBMEHHOM oOpaimieHud (B TOM YHCIEC
HAMpaBJICHHOTO IO CPEJCTBaM JJCKTPOHHOW IOYTHI) WieHa TeppUTOpUATbHON
KOMMCCHUM I10 MHHUIMATUBE KOTOPOI'O BOIPOC BBIHOCHUTCS Ha 3acelaHue, Ha UMs
npeacenarens TeppuTopualbHOM KOMHCCUH, B KOTOPOM YKa3bIBACTCS HAa3BaHUE
BOIIPOCA, AOKJIAAYMK M JaTa Iepeladd IMOATOTOBJIEHHOIO IPOEKTA PELICHHS B
COOTBETCTBUM C IYHKTOM 7.2 WHCTpyKUMH W MarepuaioB K HEMY CEKpETapro
TeppuropraibHON KOMUCCHH.

7.1.3. CornacoBanHblii ¢ mpejacenareneM TeppUTOPHATIBHONM KOMHUCCHHM U
IIOANIMCAaHHBIA CeKpeTrapeM TeppuTopuaibHONM KOMHUCCHUM IIPOEKT IMOBECTKH JHS
3acenanusl TeppUTOPHAIBHON KOMHUCCHM THUPAKHUPYETCA Ul PACCBUIKM YIEHAM
TeppuropuaibHOM KOMUCCHH.

[TpoekT moBecTKH THA 3aceTaHus U30UpaTEIbHON KOMUCCHUU Pa3MEIaeTCs Ha
opumanbHOM  caiitTe  M30MpaTeNbHOM  KOMUCCHMM B MH(POPMALMOHHO-
TEJICKOMMYHUKAIIMOHHOUN ceTu MHTepHeT.

7.2. IlloAroToBKa AOKYMEHTOB MO BONPOCAM, BKJIOYEHHBIM B NMPOEKT
NOBECTKHM JHA 3acefaHuss TeppuTOpHAIbLHOM KOMHUCCHH.

7.2.1. JIOKyMEHTBI IO BOIPOCAM, BKJIIOYEHHBIM B IMPOEKT IMOBECTKH JHS
3acenanusl TeppUTOpUATIBHOW KOMHMCCUH, TOTOBITCS WIeHaMu TeppuUTOopraibHON
KOMHMCCUHM, 34 KOTOPBIMM 3aKpEIUIEHbl COOTBETCTBYIOIHME  HANPABJICHUS
NEeSATEIbHOCTH, C IPUBJICYCHUEM, B CIyyae HE0OOX0AUMOCTH, paOOTHUKOB armapara
TepputopraibHONM KOMUCCHUU U APYTUX CHELHAAIUCTOB.

7.2.2. TlpeacraBnsieMble K PaCCMOTPEHHUIO JTOKYMEHTBI JTOJKHBI BKIIOYATh

03arjaBJICHHbIN IMPOCKT PCUICHUA C HpI/IO6H_[eHHBIMI/I K HEMY MNOJJIMHHUKaAMH
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JIOKyMEHTOB, TIOCTY)KHBIIMX OCHOBAaHHMEM [IJII PACCMOTPEHHUS BOMpoca Ha
3aceaHuud TeppUTOpUaIbHOW KOMHUCCHUH, JIMOO MPOEKT MUChMA, MOJICKAIIETO
COrJJacoBaHWI0  HA  3acefJaHuu  TeppuTopuaibHOM  KOMHCCHHM,  IpHU
HEOOXOMMOCTH — MOSICHUTENBHYIO 3aITUCKY 110 PACCMaTPUBAEMOMY BOIIPOCY.

7.2.3. TIpoekThl JOKYMEHTOB (BKJIFOYAs MPUII0KEHUS ), IPECTABIISIEMBIC IS
paccMOTpEHHsT Ha 3aceJaHnu [eppUTOpHAIIBHOW KOMHCCHUM, BH3HUPYIOTCS
WCIIOJTHUTENIEM, W WICHOM TeppUTOPHAIBPHOW KOMHCCHH, OTBETCTBEHHBIMH 3a
MOJTOTOBKY JIOKYMEHTA.

[IpoeKkThl JOKYMEHTOB (BKJIOYasi HPHIOKEHHS), COAEpKAIIUE BOMPOCHI
(dbuHaHCUpOBaHUSI BBIOOPOB, OOECHEUYEHHS JESITENbHOCTH TeppUuTopUabHON
KOMHUCCHUU, OOYYEHUSI OpraHWU3aTOpPOB BHIOOPOB M YYaCTHUKOB H30MpATEIHLHOTO
mporiecca, B 00S3aTeNbHOM TOPSAKE BH3UPYIOTCSA TJaBHBIM OyXraarepom
TeppuropualibHOM KOMUCCHH.

Bussl mpocTaBisroTCs B KOHIIE TEKCTA MPOEKTa PemIeHus TMO0 Ha 000pOTHOM
CTOPOHE TOCIJIETHEr0 JIUCTAa MPOEKTa JIOKyMEHTa (BKJIOYas MPWIOKEHUS) IO
ycraHoBlieHHOH Qopme (mpmitoskenue Ne 6). Kaxnaplid JIMCT  MPHIOKCHHS
BU3UPYETCS WCHOJHUTEIEM. Bu3a MmpocTaBisieTcss B NMPaBOM HWXKHEM YTy Ha
CBOOOJTHOM I10JI€ CTPAHUIIBI TTOCJIE TEKCTA MO0 HAa 0OOPOTHOM CTOpPOHE.

7.2.4. IIpoeKThl TOKYMEHTOB JJII BU3MPOBAHUS JODKHBI MPEICTABIATHCS B
CPOKH, YCTAaHOBJIEHHBIE PETJIAMEHTOM TeppUTOPHATIbHON KOMHUCCHHN.

7.2.5. UcnonauTens obecrnieunBaeT KOMIUIEKTHOCTh BCEX JOKYMCHTOB,
0003HaYEHHBIX KaK B MMPOCKTE PEIICHHUS, TaK U B MMPUIOKEHUAX K HEMY.

7.2.6. Tlocne mpocMOTpa, a B HEOOXOAUMBIX CITydasiX — BHECEHUS MOIPABOK,
cekpeTapb TeppUTOpHaIbHOW KOMUCCHUU HA MOJATOTOBICHHBIX U O()OPMIICHHBIX JIJIS
paccMOTpEeHHs Ha 3aceJaHWM MPOEKTax JOKyMEHTOB JenaeT oTMeTky «Ha
3ace/laHney», CTAaBUT TOJIIIUCh U JaTy M TepelaeT BECh KOMIUIEKT JIOKYMEHTOB
OTBETCTBEHHOMY 3a BEJICHHE JIETONPOU3BOJICTBA (32 MOATOTOBKY 3aCCHaHUS) IS
TUPAKUPOBAHHUS.

7.2.7. Ilpoextsl pemenuit Komuccun m apyrue HEOOXOIUMBIE MaTEpHAIbI

npeaocTaBisioTes wieHaMm Komuccuu He mo3jHee, yeM 3a JBa padouux JHS [0
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3acenanusi Komuccuu, a B UCKIIOUUTENBHBIX CIIy4asix — HE MOo3/IHee 4eM 3a 1 yac jo0
Hayaza 3acenanus Komuccun.

7.2.8. OTBEeTCTBEHHBI 3a BEJEHHE JICJIONPOM3BOJACTBA  (TMOJATOTOBKY
3aceaHusl) KOMIUICKTYET ManKy ¢ JOKYMEHTaMHU, MO JICKAIIMMU PACCMOTPEHUIO, B
COOTBETCTBHHM C MPOEKTOM MOBECTKU AHS 3acelaHus TeppuTopralbHONM KOMUCCUU
M pa3lacT MX WieHaM [eppUTOPHAIBHOM KOMHMCCHHM, B CpPOK, YCTAaHOBJICHHBIN
pernaMeHToM TeppuTopruaibHOM KOMUCCHH.

Ecmu wunen TeppuropuanbHOM KOMHCCHUM HAxXOIWUTCS B OTIYCKE,
KOMaHJAUPOBKE WJIM OTCYTCTBYET MO 0OJI€3HU, MpeJHa3HAUEHHAs JJIsl HEro Mamnka
JOKYMEHTaMHU OCTaeTCsl J0 €ro BO3Bpall€HUsS Y OTBETCTBEHHOIO 3a BEICHUE
JIEIONPOU3BOICTBA (32 TOATOTOBKY 3aceAaHusl).

Unenam TepputopranbHONM KOMUCCUHU C IIPAaBOM COBEIIATEIIBHOIO IOJIOCA U
JU1aM, IPUTJIAIIEHHBIM Ha 3aC€JJaHNEe, COOTBETCTBYIOIINE MAaTepUalibl MEPEIAIOTCS
nepe HayajuoM 3aCeIaHus.

7.29.Tlepen  HayaioM  3acelaHuss  OTBETCTBEHHBIM  3a  BEJICHHUE
JIETIONPOU3BOJCTBRA (3a MOATOTOBKY 3aCE/laHMs) pETUCTPUPYET MPUTIIALICHHBIX Ha
3aCe€laHle  JMI,  CIOUCOK  KOTOPBIX  MPEICTABISIETCS  MPEICEIaTelto
TepputopualibHOM KOMUCCHU.

7.2.10. Ha 3acemanuu TeppuUTOpHATbHON KOMHCCHUU BEAETCS MPOTOKON H
MOXET TMPOU3BOJUTHCS ayauo3anuch (BHUAeo3anuch). B ciyudae mnpousBojicTBa
ayJIno- Uiy (BUI€0) 3aITUCH YIeHBI TeppUTOpHAIbHON KOMUCCUU U MPUTIIAIICHHBIC

YBEJIOMJISIFOTCSL 00 3TOM JI0 OOBSBIICHUS ITOBECTKU JTHS 3aCEaHus.

7.3. Boinyck JTOKYMEHTOB, PaccMOTPEHHBIX HA 3acelaHUuM
TeppuropuajbHOil KOMHCCHH.

7.3.1. JIoKyMeHTBI, pPAcCCMOTPEHHBIE Ha 3aceJaHuu |eppuTOpHUaTLHON
KOMHCCHH, B CJIy4ae, €CJIM B X0JI€ 3aCeJaHUsI BHOCHJIMCh U3MEHEHUS, JOJIKHBI ObITh
0paboTaHbl, a 3aTEM MOANMKMCAHBI, 3aPETUCTPUPOBAHBI U PA30CIIaHBbI.

7.3.2. Cpox 10pabOTKM JTOKYMEHTOB HE JOJIKEH MPEBBINIATh TpeX pabouux

JTHEH 1ociie THs 3acelaHus, €ClIM MHOM CPOK He orpeelieH (heaepalbHbIM 3aKOHOM
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u (wm) 3akoHOM cyObekta Poccuiickoit = ®Depepanun, perIaMEHTOM
TepputopuaibHON KOMUCCUU UJIM HE OTOBOPEH Ha 3acelaHuu.

7.3.3.Ilpu nopaboTKe JOKyMEHTAa HWCIOJHUTEIb BHOCUT B TEKCT
COTJIaCOBaHHBIC B XOJ€ 3acelaHWs M3MEHECHHWs. B  cioydae NpUHATHS
TeppuropralbHOM KOMHCCHUEW pEHIeHUST O HEOOXOJUMOCTH KOHTpPOJIS 3a
BBITIOJTHCHUEM PEIIICHUS €r0 TEKCT JOTIONHSACTCS ITYHKTOM, B KOTOPOM Ha3HAYAIOTCS
JINIIA, OTBETCTBCHHBIC 32 UCIIOJHEHHE, U B CITydae HEOOXOAMMOCTH OMPEAEIIIeTCS
CPOK UCTIOJTHEHHUSI.

[Ipu HEOOXOAUMOCTH, B CiIydac BHECEHHUS B JIOKYMEHT COTJIACOBAHHBIX Ha
3acellaHud U3MEHEHUU, OH BU3UPYETCS Yy WICHOB TeppuUTOpHaIbHOM KOMHUCCHUH,
BHECIIIMX HA 3aCEAaHUH COOTBETCTBYIOUIUE TIPEITIOKECHHUS.

Bussl mpocTaBiasiroTcst Ha 000pOTHOM CTOPOHE MOCIIEAHETO JTUCTa TOKYMEHTa
(peleHus:, MPUIIOKEHHS ) TI0 YCTaHOBJICHHOH (popme (mputoskerue Ne 6).

7.3.4. VIcTIOTHATENH CIIEIUT 3a KOMIUIEKTHOCTBIO MPUJIAraeMbIX K PEIICHHUIO
JIOKyMEHTOB M pacroJiaraeT MX B TOHM IMOCIEAOBATEIbHOCTH, B KOTOPOH OHU
YIOMHHAIOTCS B TEKCTE.

7.3.5. Ectm  BompoChl, cojepKamuecs B pEHICHUH | eppUTOpHaTbHOU
KOMHUCCHUM, KacaloTCid JIEATEIbHOCTH OJHOW WM HECKOJbKUX CTOPOHHHUX
OpraHu3anuid, K JOKYMCHTY TMpHUJIaracTcsl JHCT COTJacoBaHHUS, B KOTOPOM
yKa3bIBaCTCS HAMMEHOBAHWE OpPTaHU3AIWH, TOJDKHOCTh, MHHUITHANBI W (HaMUIIUS
JOJDKHOCTHOTO JIUIA, C KOTOPBIM ATOT JOKYMEHT COIJIACOBAH, U CTABUTCS €ro
JUYHAS TIOJITHCh.

CornacoBanue MOXKeT OGOPMIISITBCS Ha TMOCIEIHEM JIUCTE peUICHUs
TeppuropuaibHOM KOMUCCHH.

7.3.6. K odopmiaeHHOMY mJi1 TOMNMWCAHUS PEIICHUIO | eppUTOPHATBHON
KOMUCCUM WCTIOJHUTENh TpHWJIaraeT OT4eT O pa3MEIICHWHW pelieHusT Ha
opunarbHOM  caiite  TeppuTopuUalbHOW  KOMHMCCMHM M PacChUIKe  TIO
COOTBETCTBYIOIIUM aJipecaTaM, KOTOPBIM HAINpaBIIACTCS pEIICHUE N30HUpaTeIbHON

komuccnu (nanee — Otuet) (mpunoskenue Ne 7).
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B Ortuer BrimoUaroTCs JOMKHOCTHBIE JHUIA (OpraHU3aIlK), KOTOpble OyIyT
3aJICUCTBOBAHbBl B pEaIM3alldy TPUHATOTO JIOKYMEHTAa WM JIOJDKHBI OBITh
MPOUH(POPMHUPOBAHBI O €0 COJECPKAHUHU U KOTOPBIM ATOT TIOKYMEHT JIOJKEH OBITh
pa3ociaH.

OTyer NOAMHCHIBAETCS MCIIOJIHUTENEM M YTBEPKIAACTCA IPEACEAaTeIeM
TepputopruaibHON KOMUCCHH.

7.3.7. ObopMIICHHBIT KOMIUIEKT JOKYMEHTOB (pelieHue, 0003HAYCHHBIC B
€ro TekcTe mnpuiokeHus, OT4eT) UCMOJHUTENh TEpelaeT OTBETCTBEHHOMY 3a
BEJICHUE JEJONPOU3BOACTBA (32 TOArOTOBKY 3acedaHusi) M MPOBEPKHU
MPaBUILHOCTH O(POPMIICHUS TOKYMEHTOB U MOCJEAYIOEro UX MPeICTaBICHUs Ha
IIOAIHUCH NPEACENATENI0 U CEKpeTapro TeppuTopraibHON KOMUCCHUM.

7.3.8. Pemmenne  mOAMUCHIBAETCSA ~— TpeaceqaTeleM M CEeKpeTapeM
TeppuropualibHOM KOMUCCHH.

Ecnn na 3acemanum TepputopmanbHOM KOMHCCHUM TIPEACENATEIHCTBOBAI
3aMEeCTUTENb  mpeacenarenss  TeppUTOpuanbHOM  KOMHCCHUHM,  CEKpPETaph
TeppuTopraibHOW KOMUCCHUH WM OJIMH U3 4JIE€HOB TeppUTOpraIbHON KOMUCCHU C
IIPAaBOM  pEIIAIOIIETO ToJI0ca, a TakKE€ €CIM IOJHOMOYHMSA  CEKperaps
TeppuropruaibHOM KOMHCCUH OCYIIECTBISUI OAWH W3 YICHOB TeppuUTOpHaIbHOU
KOMMCCHUH C TIPAaBOM PEMIAIOLIEr0 IroJoca, TO NOANKUCH B IIPOTOKOJIE, HA PELIEHUN
0(OPMIISIFOTCSI CJIETYIOIINM 00pa3oMm:

«3amectutens npeaceaarens TeppuTOpUaIbHON KOMUCCHM» — B Ciydae
BPEMEHHOTO OTCYTCTBUS Npeacenareis TeppuTopruanbHO KOMUCCHUHU;

«Hcnonssrommii  00s13aHHOCTH TIpesicenaTesst TeppuTopuaibHOl KOMUCCUN —
npu Hanmuuuu perieHus Cankt-IlerepOyprckoit uU30MpaTeNbHON KOMUCCUU O
BO3JIOKEHHMM HA OJHOTO W3 WICHOB TeppUTOPHATIBHOM KOMHCCHM C IIPAaBOM
pELIAIOIIEro ToJI0ca MOJIHOMOYHM npeacenareiist TeppuropuaabHON KOMUCCHH;

«lIpencenaTensCTBYOMNM HA 3aceqanun TeppUTOprUaIbHON KOMHCCUN» - B
Cllydya€ BPEMEHHOIO OTCYTCTBHS MPEACENATENs], 3aMECTUTENs NpeAcenaTens
TepputopuanbHoit Komuccuu, otcyTcTBus pemenus Cankt-IletepOyprekoit

n30MpaTeNbHOM KOMUCCHH O BO3JIOXKEHUH HAa OJHOTO U3 WIEHOB TepputopranibHON
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KOMHMCCUM C IIPaBOM PELIAIOLIEr0 TOJoca IIOJHOMOYMM  IpeacenaTesns
TepputopualibHOM KOMHUCCUM W TIPU HAJIWYAM peIIeHHUs TeppUTOpHaIbHON
n30MpaTeIbHOM KOMHUCCHH;

«Mcnonusomuii 0043aHHOCTH ceKpeTapss TeppuTopruanbHOM KOMUCCUNY —
B Clly4ae HaIU4usl peueHus TeppuTOpHaIbHOM KOMHUCCHUM O BO3JI0KECHUU Ha
OJHOTO U3 WICHOB TeppHUTOpHaIbHOM KOMHMCCHM C IIPAaBOM PELIAOLIETO roJioca
ITOJTHOMOYHNHU cekpeTaps TeppuTOpraIbHOM KOMUCCHH.

«Cekperapp 3acenaHuss TeppuTOpHaIbHOM KOMHUCCHHW» — B Clyyae
BPEMEHHOTO OTCYTCTBHUS CEKpeTaps M30MpaTeIbHOW KOMHUCCHUU M TPH HAIUYUHU
pelieHus n30upaTeabHO KOMUCCHUH.

7.3.9. Ilocne mnoxamucaHusi peLIEHUs PErUCTPUPYIOTCS MpeaceaaTeaeM
(OTBETCTBEHHBIM 3a BEACHHE AEIONPOU3BOACTBA) TeppuTOpUaIbHON KOMUCCHH C
UCIIOJIb30BaHUEM peructpanroHHol ¢opmbl. Ha nmokymentax u  Ortuere
MIPOCTABIIAETCS PETUCTPALIMOHHBIN HOMED.

7.3.10. PemeHust HyMepyrTCsl B XpOHOJIOTHYECKOM MOCIIeI0BATEILHOCTH B
npenenax cpoka mnoiaHomouuid TeppurtopuanpHOM kKomuccuu. Homep perieHwus
COCTOMUT M3 HOMEpA MPOTOKOJA M MOPSAKOBOIO HOMEpA PELICHUS, Pa3IelICHHBIX
neducom, Hanpumep: 1-5.

7.3.11. Yka3zaHHbBIC BHIIIC PEKBU3UTHI BHOCSATCS B PETHCTPAITMOHHYIO (GOpMY.

7.3.12. Pa3perienne Ha THpPaXUPOBAHUE JOKYMEHTOB B HEOOXOIUMOM
KOJIMYECTBE JAaeT IMpeaceaarenab TeppuTopuaibHOM KOMHUCCUU. JIOKyMEHTBI
TUPAXUPYIOTCSA OTBETCTBEHHBIM 32 BEACHHUE AEIIONPOU3BOJACTBA (32 MOArOTOBKY
3acelaHrs) B COOTBETCTBMM C OT4eTOM, Ha KaXJOH KOIHHM JIOKYMEHTa
IIPOCTABIIAETCS reyarsb, YAOCTOBEPSIOLIAs MOAIHCH npeacenaTens
TeppuropuaibHOM KOMHCCHMM M cekpeTaps TeppuTopuanbHOl komuccuu (0e3
BOCIIPOU3BECHUS MMOJIIUCEN ).

7.3.13. Konust pemenuss TeppuTropHaibHOM KOMHUCCHUU  HampaBisieTCs
rpaXJaHUHY B Ciy4ae, €clii ero oOpalieHue B TeppUTOPHATIbHYIO KOMHCCHIO
NOCIIY’)KWJIO  OCHOBAaHMEM JUII PAacCMOTPEHHMS  BOIpoca Ha  3aceldaHuH

TeppuropruaibHOM KOMUCCHH.
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7.4. OdopMiaeHnne nNpoTokoJia 3aceqanns TeppuropuajbHOil KOMUCCHH.

7.4.1. Tlporokon 3acenanus TepputopuaibHONH KOMUCCHHM OGOPMIISIETCS Ha
OJIaHKe B CPOK, YCTAHOBJICHHBIN perjaMmeHToM TeppuTopuaibHOM KOMUCCHH.

7.4.2. TIpoTokon 3acegaHus MOXET O(QOpPMIIATHCA B MOJHOW MU KPaTKOM
dbopme.

7.4.3. Tekct mpoTokoia 3aceanus TeppuTOpruanbHON KOMUCCUN COCTOUT U3
JIBYX 4acTe€! — BBOJHOM U OCHOBHOM.

7.4.4. B BBOJHOI YacTH TMPOTOKOJIA YKa3bIBAIOTCS (haMUIIUSI W WHHUIIUAJIBI
npeacenarenbCTByomero  (mpeaceaarens  TeppuUTOpUanbHOM  KOMHUCCHH,
3aMECTUTENIb  mpenacenarenss  TeppUTOPHAIBHOM  KOMHMCCHHM,  CEKpEeTaphb
TeppuTopralibHON KOMHCCHM) U MPUCYTCTBYIOUIMX HA 3aCEAAHHUU: 3aMECTUTEIS
npeacenarens TeppUTOpHATIBHOM KOMHUCCHH, CeKpeTaps TeppuTopualibHOU
KOMHCCHH M WICHOB TeppUTOpPHAIIBHOM KOMHMCCHUHM, B TOM YHCIIE C IIPaBOM
COBEIIATEJILHOTO TOJ0Ca W JIML, MPUIJIAIICHHBIX Ha 3acel]aHue, B al(paBUTHOM
IIOPSIKE.

JlomyckaeTcsi OQOpMIIEHHE MNPUCYTCTBYIOUIMX OTAEIbHBIM CIHCKOM C
yKa3aHUEM HWHUIMANIOB, (GamMwinii W JomkHocTedl. Chucok mnpuiiaraercs K

MIPOTOKOJTY 3aCEeIaHUsl.

Hanpumep:
IIpencenarenscTBOBAI: [Tpencenarens TepputopuanbHOil H30UpaTENbHOM
komuccun No @ .N.0.
IIpucyrcrBoBanu:
3aMeCcTUTENb NPEeCceaTeNs ®.1.0.

TeppuropuaibHON N30UpaATETHHOM
komuccuu Ne_

Unensl TepputopuanbHoit uzdouparensuon  O.1.0.
komuccuu Ne_

Unens! TepputopuansHoit u3dbuparensuoit  ®©.1.0.
koMuccuu Ne_ ¢ IpaBOM COBEIATEIIEHOTO
rojoca
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[Ipurnamenusie ®.1.0.

7.4.5. TloBecTka JHS BKIIIOYAETCS B BBOJIHYIO YaCTh MPOTOKOJIa. OHA COCTOUT
U3 NIEPEUHCIICHNS BOIIPOCOB, KOTOPBIE 0OCYKIAIOTCS Ha 3aCEAAHUM, U 3aKPEILISET
MOCJIEIOBATEIBHOCTD UX O0CYXACHHS U PaMUIUK TOKJIAYUKOB (BBICTYHAIOIINX ).

Kaxxapiit Bormpoc MOBECTKM JHS 3acefaHusi HyMepyeTcsl apaOckoi 1udpoi,
€ro HanMeHoBaHue GopMyYIUPYIOT ¢ Tipeatora «Oy» umu «O6». [1o kaxaoMy MyHKTY
yKa3blBaeTCs JOKIAAUuK W (opma mpeacTaBieHuss Bompoca (JIOKIa, OTYeT,
coobrienne, nHpopmarus).

7.4.6. OcHOBHAsl 4acTh MPOTOKOJIA COJEPKUT CTOJBKO Pa3/IeNioB, CKOJbKO
MIYHKTOB BKJIFOYEHO B IOBECTKY JIHS. B COOTBETCTBHM C HEM pa3aeiabl HyMEPYIOTCS.

Kax e paznen cocrout uz tpex yacre: «CIIYILIAJIN», « BBICTYIINJIN»,
«TepputopuanbHasi wu3zbuparenbHas komuccuss No  pemmiay, KOTOpPbIE
II€YATAIOTCSA OT TPAHUIIBI JIEBOTO MOJIA.

B yactu « CJIYIIAJIM KpaTKO U37araeTcsi TEKCT BBICTYIUICHUS JOKJIaIUMKA.
WNuunnanel u paMuiius 10K TYUKa IIEYaTaloTCs C KPACHOM CTPOKHU B POJIUTEIHHOM
najie)xe. 3anuch JOKIAAa U3JaraeTcs OT TPETHEro JIMIA €IWHCTBEHHOrO 4YUCia U
OTIIEJSIeTCS OT (PaMMIIUK TUPE.

Ecnu Texer noknazga mpuiiaraercs K NPOTOKOIY, TO MCHOJIB3YETCSl CChUIKA
«Texer nokiaga mpuiaraeTcs.

B wactu «BBICTYIIMJIM» mnepeyucnstorcss BBICTYNAIOIME W aBTOPbI
BONIPOCOB. MHUIMAanb! 1 (paMUiusl BBICTYAIOIIETO NEYaTatoTCsl ¢ KPACHOM CTPOKHU
B HMEHUTEIbHOM majexe. KpaTkas 3anuch BBICTYIUIEHUS 10 CYIIECTBY
paccMaTpUBaEMOI0 BONpOca (MO PELICHUIO MPEACENATENbCTBYIOIIET0) U31araeTcs
OT TPETHETO JUIA EAUHCTBEHHOTO YUCJIA.

Ecnu TekcT BBICTYIJIEHHUS] MPUIIAra€Tcsd K MPOTOKOIY, TO HMCIOJIb3YETCs

cchlika « TekceT BBICTYIIJICHUS ITPHIIAracTCs.
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B gactu «TeppuropuansHas uzbuparenbHas komuccus Ne  pemmmna:»
OTpaXkaeTcsi TNPHUHATOE pEHIeHHEe MO 00CYyX JAaeMOMY BOIIPOCY W PE3YJIbTAThI
rOJIOCOBaHHS.

ConepxxaHue 0coOOro MHEHHS, BBICKa3aHHOTO BO BpeMs OOCYXIEHUs,
3alUCHIBAETCSI B TEKCTE IPOTOKOJIA IOCIE COOTBETCTBYIOUIETO PEIICHUS WIIN
oopmiiieTcss Ha OTIECIBHOM JIUCTE M TMOMEIIAETCs IMOCJe COOTBETCTBYIOLIETO
pEILICHMS.

7.4.7. IIporokon 3acenanusi TeppUTOpPUATIBLHOW KOMHUCCHUU TOJIMCHIBAETCS
npeacenareneM TeppuTopuanbHOM KOMHUCCUU (WM MOPEICENaTeNIbCTBYIONIUM) U
cekperapeM TeppuropuaibHON KOMHCCHU (4jeHOM TeppUTOpHalIbHOM KOMHCCHUH,
UCHOJHSABUINM OOSI3aHHOCTH CeKpeTaps TeppuTOpuanbHOM KOMHUCCUH, WIH
cekperapeM 3acenanus TepputopuaibHONH KOMUCCHUN).

7.4.8. IlpoTokonbl  3acelaHuUil ~ HYMEpPYIOTCSI B XPOHOJIOTMYECKOU
IIOCJIEAOBATENBHOCTH B IIPEIENIax CpoKa IMOoJHOMOuMM TeppuTopHalbHOU
KOMUCCHH.

7.4.9. IIporokonsl 3acenanuii TeppuTopuanbHOi KOMUCCUH, MPUOOIIICHHbBIE
K HUM pElIeHUs BMECTE C MaTepuajamu, MOCITYXUBIIMMU OCHOBAaHHUEM I HMX
OPUHATHSA, 0COOBIMU MHEHUSIMU 4iI€HOB TeppUTopHasbHOW KOMUCCUH XPaHATCS Y
npeacenatenss TeppuTopuanibHOM KOMHCCUH, a 3areM, OQOpPMIICHHBIE B

COOTBETCTBUHM C TpeOoBaHUAMU NHCTPYKIIMY, IEPENAIOTCS B ApXUB.

8. OdopmiieHue mpuka3oB npeacenarens TeppuTopuaibHOil KOMUCCHT

8.1. Ilpuxa3z mnpencenatenss TeppuTopuanbHONM KOMHCCHMM TIO OCHOBHOM
NEATEeILHOCTH UM JMYHOMY cocTaBy (nmanee-Ilpukas) odopmisiercss Ha OnaHke
yCTaHOBJICHHOM (hopMbI (rpritoskenne Ne 3.3).

8.2. Tekct Ilpukaza cocToUT, KakK MPABUIIO, U3 KOHCTATUPYIOIIEH U
pacropAAUTEIIbHON YaCTEW U JOJKEH UMETh 3ar0JI0BOK.

8.3. B KoHcTarupymomei 4YacTh  M3NaralTcs  UeaM M 3aJa4d

MpEeANUChIBAEMBIX ACHUCTBUN. Eciu ocHOBaHueMm k u3naHuio [lpuwkaza siBisiercs
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HOPMATUBHBIM IIPABOBOM AaKT WM PACIOPSAAUTEIbHBIA JOKYMEHT, TO B
KOHCTAaTUPYIOIIEH YaCTH YKa3bIBAIOTCS €r0 Ha3BAHUE, 1aTa, HOMEP, 3ar0JIOBOK.

8.4.B pacropsauTEIbHON 4acTu coziepKarcs MIEPEYUCIICHNE
IPEANUCHIBAEMBIX JEUCTBUM, CpPOKM U ucnojgHurenu. Ilynkrer Ilpukasa
HYMEPYIOTCS apaOCKUMK IUPPaMH C TOUKON U HE UMEIOT 3ar0JI0BKOB.

8.5. Ecnu Ilpuka3 u3meHsieT, OTMEHSET WM JOIOJIHAET paHee W3IaHHBIN
[Ipuka3 wim ero oTAeNbHbIE MYHKTHI, TO 3TO OroBapuBaercs B Tekcte IIpukasa.

8.6. B mocnenneM myHKTe pacnopsIMTEIbHON 4acTu, TP HEOOXOIUMOCTH,
yKa3bIBa€TCs JOJKHOCTHOE JMLO, Ha KOTOpPOE BO3JIAraeTCst
KOHTPOJIb 32 ucroiaHenueM Ipukasa.

8.7.1lpu wHamuuum npunoxenud Kk Ilpukazy B Tekcre Ha HHUX
00s13aTENBHO JENAETCsl CChUIKA.

8.8. Ecmu B Ilpukase comepxarcsi BOMPOCH (DUHAHCHUPOBAHUSI BBHIOOPOB,
oOecrieyeHus: JeATeIbHOCTH TeppUTOPHAIIBHOM KOMHMCCHHM, OJKCIUTyaTallud |
pa3BUTHSA CPEACTB AaBTOMATH3allMM, OOyYEHHUsI OpraHU3aTOpoB BBIOOPOB U
YYaCTHUKOB U30MPaATEIBHOIO MPOIiecca, TO OH BUBHPYETCA y TJIABHOTO OyXrairepa.

Busbl mpocTaBisitoTcst HAa 000pOTHOM cTOpoHE nocneaHero aucra [Ipukasa,
NPUJIOKEHUS K HEMY TI0 yCTaHOBJICHHOM (opme (mpuioskerue Ne 6).

8.9. Ilocne monmucanus Ilpukassl PETHCTPUPYIOTCS TpeaceaaTeeM
(OTBETCTBEHHBIM 3a BEACHHE AEJIONPOU3BOACTBA) TeppuTOpUaIbHON KOMUCCHH C
WCIIOJIb30BAaHUEM PETHCTPAIIMOHHON (HopMBbI (KypHaIT) U (OPMUPYIOTCS B Jeia B
COOTBETCTBMM C HOMEHKJIATypod Jen TeppuTopuanbHOW KOMHUCCHH BMECTE C
JNOKYMEHTaMHU, MOCITYKMBILIMMH OCHOBaHHUEM JU1s u3aanus [Ipukasa.

8.10. [IpukazaM mpHCBaUBAIOTCS PETUCTPAIIMOHHBIE HOMEpPA B TIpejeiax
KJIEHIAPHOTO roja.

8.11. Komuu IIprka3oB 3aBepsItOTCS MEYaThIO.

8.12. [Ipuka3bl BMecTe C JOKYMEHTaMH, OCIY>KUBIIMMHU OCHOBAaHUEM JIJISI UX
U3JlaHus, XpaHATCA Yy  mpeacedarens — (OTBETCTBEHHOrO 32 BEJCHHUE
JIEIONPOU3BOJCTBA), a 3aTeM, O(POPMIICHHbIE B COOTBETCTBHUHM C HACTOSIIEH

HNHcTpyKLIMen, repeiatoTcs B apXuB.
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9. KoHTpOJIb HCIOJIHEHUS JOKYMEHTOB M MOPY4eHUi

9.1. KOHTpOJIIO UCIIOTHEHUSI TIOJIJIeXkKAT:

NOPYYEHHUSI, COIEpKAILMECS B TOCTAHOBJIEHUAX U Apyrux nokymenrtax [{UK
Poccun, Cankrt-IletepOyprckoit u30uMpaTenbHOM KOMHUCCHHM, B  PEHICHUSAX
TeppuropuaibHOM KOMUCCHU;

- mopy4eHnus, conepxkamuecs B [Ipukazax npeacenarens TeppuropuanbHon
KOMUCCHH;

- MUCbMEHHbIE MOPYUYCHUS TIpeAceaaTens TeppuTopruaibHOW KOMUCCHH,

- BXOJSIIIIME JOKYMEHTHI, B TOM YHCJI€ MUChbMEHHbIC OOpallleHUs] rpaxkaaH,
yKa3zaHHble B [lepeune moaexxammx KOHTPOIKO JOKYMEHTOB C YKa3aHUEM CPOKOB
ucrnosHenust (rnpuoxenue Ne 8), B COOTBETCTBUU C YKA3aHUSIMU 10 UCIIOJIHEHUIO
JNOKyMEHTa npencenareis TeppuTopruaibHO KOMHACCHH;

- HCXOJISIINE TOKYMEHTBI, TPEOYIOIEe OTBETA;

- MOPYYEHHUs], COAEPKAIIMECS B MPOTOKOJIAX 3aceIaHui TeppUTopuaIbHON
KOMUCCHH;

- IUTaHbl MEPOIIPUSTUH.

9.2. KoHTpoNh WCTHOMHEHUS TOKYMEHTOB, YKa3aHHBIX B moxapasmene 8.1
HacTosimer WHCTpykumuu (32 HCKIIOYEHHEM HCXOASAIINX JOKYMEHTOB), TIO
CyLIECTBY 3aTPOHYTBIX B HHUX BOIPOCOB OCYUIECTBIIIET IpEACENATEND
TepputopraibHON KOMUCCHH.

9.3. KoHTpoJIb WCHONHEHHUS MCXOMASIIUX JIOKYMEHTOB, B TOM YHCIE 3a
CBOECBPEMEHHOCTBIO MOJIYYE€HHSI OTBETOB HA 3alIPOCHl T eppUTOPUATILHON KOMUCCHH,
OCYIIECTBIISIOT PaOOTHUKH, OTBETCTBEHHBIE 32 MOATOTOBKY JTAHHBIX JIOKYMEHTOB.

9.4. Cpoku WCTHONHEHUS TOPYYCHUH, COJEPKAIIUXCS B  PEIICHUIX
TeppuropuanbHoit komuccuu, lIpukazax npenceparens TeppuTopuaabHOU
KOMUCCHH, NMMCbMEHHBIX MOPYYEHUN Tpeacenarens TeppuTopruaibHOM KOMHUCCUU

ONpCACIIAOTCS STUMHU JOKYMCHTAaMMU.
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9.5. JIOKYMEHT HOJJIeKUT UCTIOJHEHHIO B TeueHue 30 KajJeHIapHbIX THEH COo
JTHSL €r0 PETUCTpalvu, 32 UCKIIOYEHHUEM CITy4aeB, MPEAYCMOTPEHHBIX TOAPA3AEIOM
9.6 HacrosIero pasena.

Ecnu mocneaHuil 1eHb WCMIONMHEHUS JTOKYMEHTA MPUXOJUTCS Ha HEpaOOuHii
JI€Hb, TO OH MOJIJICKUT UCTIOTHEHUIO B MPEAIIECTBYIOMNM eMy paboduil 1eHb.

JlokymeHTbl ¢ omeTkamMu «BecbMma cpouHO», «CpOYHO» HUCHOJHSIOTCS B
TPEXJAHEBHBINA CPOK, TOKYMEHTBI ¢ MOMETKON «OrepaTuBHO» — B JIECATHUIHECBHBIM
CPOK CO JIHSI YKa3aHUS 110 UCIIOJIHEHUIO.

Ecnu nmocnenHuii 1eHb WCHOJHEHUS JTOKYMEHTA, COJIEPKAIIETO MOMETKY O
CPOYHOCTH HCIIOJIHEHUS, NPUXOJIUTCS Ha HEpaObO4YMil JI€Hb, TO OH MOMJICKUT
UCIIOJTHEHUIO B CJICAYIOIIUHI 32 HUM pabO4Mil 1eHb.

9.6. Cpoku  HCTHONHEHHS BXONAIIUX JOKYMEHTOB YCTAaHOBJICHBI B
npuioxkeHuu Ne 8.

OOpameHus o BompocaM BBIOOPOB U pePepeHIyMOB, MOCTYIUBLIME B
nepuoa M30MpaTeNbHON KaMIIaHWW, HUCIOJHSIOTCS B CPOKH, YCTAHOBJICHHBIE
denepaabHbIM 3aKOHOM «O0 OCHOBHBIX rapaHTHUSIX M30UpaATEIBHBIX MPaB U MpaBa
Ha ydacTue B pedepenayme rpaxaad Poccutickoit denepaniny.

9.7. OTBETCTBEHHOCTh 32 CBOEBPEMEHHOE M TIIOJHOE€ BHECEHHE B
perucTpauMonHyro ¢opmy (KypHaJ1) CpPOKOB HCHOJHEHUS JOKYMEHTOB U
uH(OpMAIMU O COCTOSIHUM MCIOJIHEHHUSI JOKYMEHTOB, KOHTPOJb CPOKOB
WCIIOJIHEHHSI JIOKYMEHTOB BO3JIaral0TCs Ha OTBETCTBEHHOI'O 34 BEJCHUE
JETOTPOU3BOJCTBA.

9.8. B mnanax MeponpusTUid, yTBEPKICHHBIX PEIICHUSIMU T eppUTOpHATBHON
KOMHCCHH, TIpUKa3aMH mpeacenaresns TeppuTopHanbHON KOMHCCHHM, CpPOKH
VCITOJIHEHHSI OTAENbHBIX TYHKTOB MOTYT OBITh OCTABJIEHBI HA KOHTPOJb.

9.9.Tlpu HeoOXOAMMOCTH TPOMJICHUS CPOKAa MCIOJHEHUS JOKyMEHTa
OTBETCTBEHHBIN 32 WCIOJHEHHUE HE MO3JHEE YEM 3a TPH JIHS 10 UCTEUEHHS CpPOKa
WCIIOJIHEHNS JTOKYMEHTA MPEICTABISET HAa UM Ipeacenarens TepputopruaibHON

KOMHUCCHH JTOKJIJIHYIO 3aITUCKY C MOTUBHUPOBAHHOM MPOCHOOI O €ro MpoIJICHUH.
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9.10. JIokyMeHT cuMTaeTCs] UCMOJHEHHBIM M CHUMAETCS C KOHTPOJIA MOCie
pelieHus BCEX TIOCTABJICHHBIX B HEM BOIIPOCOB, COOOIIECHHS PE3YJIbTaTOB
paccMOTPEHHUS BCEM 3aMHTEPECOBAHHBIM JIULIAM.

9.11. OcHOBaHUAMH JJI CHATHUS JOKYMEHTa C KOHTPOJIS SIBJSIFOTCSI:

pemienne  TepputropuanbHOM  KOMHUCCHM,  IPUKA3  MPEACENATEIIs
TepputopralbHON KOMUCCUU IO PE3yJbTaTaM UCIIOJHEHHS TOKYMEHTA;

OTBET Ha BXOJSALINI TOKYMEHT IO CYLIECTBY;

MOJIyYeHHE OTBETa OT OpPraHMU3alui, B KOTOpPbIE JOKYMEHT ObUI HalpaBlieH
JUISL PAacCCMOTPEHUSI IO CYIIECTBY IMOCTABJIEHHBIX B HEM BONPOCOB W OTBETa
3asIBUTEIIO;

HaIpaBJIeHUEe OOpallleHus B JPYrue OpraHu3aliu JIJisi PacCMOTPEHHUS IO
CYILIECTBY IMOCTAaBJIEHHBIX B HEM BOIPOCOB M MOCIEAYIOIIEr0 MH(OPMUPOBAHUS
aBTOPA O pe3yJbTaTax pacCMOTPEHMUS;

BU3a npeaceaareis Ha JokyMeHTe «B neno», «CHATh ¢ KOHTPOJIsD.

9.12. JIokyMEeHT HE CUMTAETCSl UCTIOJTHEHHBIM U OCTAE€TCsI Ha KOHTPOJIE:

€CJIM OH HamlpaBisieTCs B JPYTHME OPraHbl WIM OpPraHu3aldd C LEJIbI0
noiayuyeHus: TeppuTopualibHOM KoMuccued uHPOpMAIUK, HEOOXOAUMOUN IS
PacCMOTPEHHsI IO CYIIECTBY IOCTaBJICHHBIX B JOKYMEHTE BOIIPOCOB. B ciydae
HeoOxoaumocTu TepputopuanbHas KOMHCCUS HHGOPMUPYET 00 3TOM aBTopa
JIOKYMEHTA;

€CJIM OH HalpaBisSIeTCsI B JAPYrM€ OpraHbl WIM OpPraHu3aluu s
PacCMOTPEHUS IO CYIIECTBY ITOCTABJIECHHBIX B HEM BOIIPOCOB U OTBETA 3asSBUTEIIIO C
NOCIeAYIOIUM HHPOopMUpoBaHueM TeppUTOpHabHOM KOMHUCCHUU O pe3yjbTaTax
WCIIOJTHEHNS,

€CJIM Ha HEM HE CTOUT OTMETKa npejaceaaresns TepputopuanbHOl KOMUCCUU

O MMIPUHATHUHU UCIIOJTHCHHA.

10. M3roroBjieHME U MCIIOJIHL30BAHME MeYaTEeH U IITAMIIOB

10.1. Inst ymocToBepeHHs] MOMJIWHHOCTH JOKYMEHTOB WJIM COOTBETCTBUS

KOITUM JOKYMCHTOB IIOAJIMHHHUKAM, IIPOCTABJIICHHUA OTMCTOK O IIOJYUYCHHUMH,
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perucTpanu  JIOKYMEHTOB B TeppUTOPHAIBHOW KOMHUCCHU HCIIOIB3YIOTCS
repOOBbIC U IPYTUE TIEYATH U IITAMIIBI.

10.2. UzroroBieHue medatreid U IITAMIIOB OCYHIECTBISETCS MO YKa3aHHIO
npeacenaress TeppuTopuanbHO KOMUCCHH.

10.3. I'epboBass mewats mnpoctaBisercs Ha [loyeTHbIX TrpamMoTax W
OmaromapHOCTsSIX, (PUHAHCOBBIX JOKYMEHTaX |eppUTOPHAIBHOW KOMHCCHH,
TapaHTHHHBIX MMHUCHhMAaX, JOTOBOpPaX, TOCYAApCTBEHHBIX KOHTPAKTaX M B JIPYTHX
MPETYCMOTPEHHBIX 3aKOHOAATEIIbCTBOM CIyUasix.

10.4. Ha paccpliaeMbIX KOMUAX pemieHui TeppuTopuanbHOH KOMHCCHH,
npuKasax mnpejacenaress TeppuTopuaibHON KOMUCCUU, HA MAaKETaX MPU OTIPABKE
JIOKYMEHTOB, TIPY O(QOPMJICHUU JOKYMEHTOB Ha IMPUEM TOBAPHO-MaTEPHUAIbHBIX
IIEHHOCTEH, Ha BHOC M BBIHOC TOBAPHO-MaTePHUAIBLHBIX IIEHHOCTEH, Ha HAKJIQHBIX
MIPOCTABIIAETCS NIeHaTh ¢ HAAMUChIO « TeppuTopuanbHas u3doupareabHas KOMUCCHUS
Ne  .» wim mpu HaMWYWK TIeYaTh ¢ HAIMUCKHIO « TeppuToprabHas n30upaTeabHast
komuccus Ne . J[iist JOKYMEHTOB»

10.5. [leyatn 1 mTamMmbl MOJJIEKAT PETUCTpAIIMU B OTIACIBHOM >KypHaje
ydeTa redyaTeit u mramMioB. [legaTu v mraMItbl BBIIAFOTCS 0T TTOANHKCH B )KypHAIIe
ydyera Iedared W mramnoB. Ha xypHane mnpocraBisiercs nomerka « /s
CIIy’)K€OHOTO  TIOJIb30BAHUA», €r0 JIUCTBI HYMEPYIOTCS, TMPOIIUBAIOTCA W
OTICYaTHIBAIOTCS.

10.6. Ileyatn u 1mTAMIIBl JOKHBI XPAaHUTHCS B HAJEKHO 3aKPhIBAEMBIX
U OTIeYaThIBAEMBIX B Hepabouee BpeMs ceripax M MEeTaNTHISCKUX IKadax.

10.7. IIpencenarens TeppuTopuaibHON KOMUCCHUU OCYIIECTBISIET KOHTPOIb
3a MPaBUILHOCTBIO XPAHEHUSI M UCTIOJIB30BAHUS TT€UaTEN U IITAMIIOB.

10.8. IIpunrenmue B HETOTHOCTH IMEYATH M IITAMITBI YHHUTOXKAOTCS, O YeM
COCTaBJISIETCSl aKT, a B JKypHaje yuyera IeyaTeii W IITAaMIIOB CTaBHUTCS
COOTBETCTBYIOIIAst OTMETKA.

YHUYTOKEHHUE TPOU3BOJIUTCS IIOCIEC YTBEPXKIACHHUS aKTa TIpeJceaaTeieM

TeppuropuaibHOM KOMHCCUH. MeTalulMdyecKre IedYaTd YHUYTOXKAKTCA IyTEM
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IMOJIHOTO CIIMJIMBAHHA TCKCTA WJIM OIIHWIJIMBAHUWA ABYMS IICPCKPECCTHBIMU JIMHUSAMMU,

Kay4dyKOBBIC IT€YaTH U IITAMITBI pa3pe3aroTcs Ha MEJIKUE YACTH WU COKUTAIOTCSI.
11. ®dopmupoBaHue AeJ1 U Nepeaada uX B apXUB

11.1. CocraB/ieHue U yTBepKJAeHHMEe HOMEHKJIATYPHI J1eJl.

Homenknatypa nen mnpenHasHaueHa Juisi (GOPMHUPOBAHUS HCIIOTHEHHBIX
JIOKYMEHTOB B Ji€Jla, CUCTEMAaTH3alMyd M y4yeTa JeJl, ONpElEIeHUsT CPOKOB HX
XpaHEHUs] M SIBISETCS OCHOBOM JIJIi COCTABJICHUS OMMCEH /e MOCTOSHHOIO U
BpeMmeHHOTO (10 jeT u 6oJee) XpaHeHUS.

B HoMmeHKkNaTypy Jed BKJIIOYAKOTCS 3arojIOBKH [N, OTpa)kalollue BCeE
JIOKyMEHTUPYEMbIE Y4acTKu paboThl TepputopralibHOW KOMHUCCHUHU, B TOM YHCIIE
JIMYHBIE JeJ1a, CIIPABOYHbIE U YYETHBIC KAPTOTEKU U JIPYTUE YUETHBIE (POPMBI.

3aroioBOK Jelia JIOJDKEH YETKO OTpakaTb OCHOBHOE COJAEpP’KAaHUE U COCTaB
nokymeHToB. He momyckaercs ymorpeblieHHEe HEKOPPEKTHBIX (POPMYIHPOBOK,
BBOJIHBIX CJIOB M CJIOKHBIX OOOPOTOB.

[Ipy cocTraBaeHUM HOMEHKJIATYpbl JIeNl CIEAYyET PYKOBOICTBOBATHCS
pernamentoM TepputopuaibHOl KoMuccud, [lepeuHeM TUIOBBIX yIIPaBICHYECKUX
apXUMBHBIX  JOKYMEHTOB,  OOpa3yrouxcsi B  Hpouecce  JIeATEeIbHOCTH
roCyJJapCTBEHHBIX OPraHOB, OPTrAaHOB MECTHOT'O CAMOYIIPAaBJIEHUS U OPTaHU3ALINI, C
YKa3aHUEM CPOKOB XpaHEHUsI, yTBEPKACHHBIM MpUKa30oM MUHUCTEPCTBA KYJIbTYPHI
Poccuiickoit ®@enepanuu ot 25 aprycra 2010 roma Ne 558 (manee — Ilepedens),
NOpSiAKAMM  XpPaHEHUsT W TepeAayd B apXUBbl JIOKYMEHTOB, CBSI3aHHBIX C
MOJATOTOBKOM U MpoBeaeHHEM BbIOOpOB, yTBepkaeHHbIMU [I1K Poccun u Cankt-
[TerepOyprckoii U30MpaTeIbHOM KOMUCCHEH, HOMEHKJIaTypamMu nen
TeppuropranbHON KOMUCCHH 3a NPEAIIECTBYIOLINAE TOBbI.

[Ipy mOArOoTOBKE HOMEHKIIATYPHI 1€ HA MPEACTOSIIAN KaJCHAAPHBIA TOJl
HEO0OXOMMO YUYUTHIBATH XapaKTeP BHIOOPOB, TPOBOJIUMBIX B MPECTOSIIIEM TOY.

Homenkmarypa npen TeppuTOpHabHOM KOMUCCUMHA HA MPEACTOSAIIUNA
KaJICHJApHBIA TOJ COCTaBJIETCS B TMOCJIEAHEM KBapTaje TEKYyLIero roja,

COTJIACOBBIBAETCS C ceKkpeTapeM TepputopuaibHON KOMUCCHH, pACCMATPUBAETCS Ha
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3acelaHnd JKCHEPTHOM Komuccuu TeppuTopraibHON KOMHCCUU IO AKCHEPTHU3E
IEHHOCTH JOoKyMeHTOB (mamee — OK) yTBepxkmaercs mpejacenaresieM
TeppuTtopuanbHOl  KOMHCCHHM, COIJIACOBBIBaeTCA C  cekperapem  CaHKT-
[lerepOyprckoil n30UpaTebHOM KOMUCCHUM U BBOJUTCA B JeMCTBUE C | siHBaps
cieaytoriero roaa (mpunokenue Ne 9).

[Ipr moaroToBKke HOMEHKIATYPHI AN HA NPEACTOSIIMN KAJICHIAPHBIA T'OJ
HEOOXOMMO YUYHUTHIBATH XapaKTeP BHIOOPOB, TPOBOIUMBIX B IMPECTOSIIIEM TOY.

B ciiyyae BOBHMKHOBEHUS B TEUEHHUE T'OJa HOBBIX JI€JI, OHU JOIOJIHHUTEIBHO
BHOCSITCSI B YTBEP)KICHHYIO HOMEHKJIATYpy J€l II0 YKa3aHUIO Ipeacenaresns
TeppuropuanbHOM  KOMHCCHMHA  IIOCJIE  COTJIACOBAaHHS  C  CEKpeTapem
Canxkrt-IletepOyprckoit n30upaTreIbHOM KOMUCCHH.

[To oOxOHYaHMM KaJEHIAPHOTO TOJa B KOHIE HOMEHKJIATYPhl JET
COCTAaBJISIETCSI UTOTOBAas 3alKCh O KOJWYECTBE 3aBEJICHHBIX JeNl (TOMOB, yacTei),
OTAEJIBHO IO J€JIaM MOCTOSIHHOTO M BPEMEHHOT'O XPAHEHUS.

Cpok xpaHeHHS] TOKYMEHTOB YKa3bIBAa€TCS B HOMEHKJIAType JIeT CO CChUIKOM
Ha ctaThlo Ilepeuns. Cpok XpaHEHHs JOKYMEHTOB, HE YKa3aHHbIX B JaHHOM
[lepeune, ycranaBmuBaercs OIIK mo cormacoBanuto c¢ Cankrt-lIletepOyprekoit
n30UpaTeTbHOM KOMUCCHEH.

Ncuncnenne CpPOKOB XpaHEHUS JIOKYMEHTOB, 3aKOHYEHHBIX
JEJONPOU3BOACTBOM B TEKYIIEM I'O/ly, HAUMHAETCS C | SHBaps CIEAYIOIIETO roja.

11.2. O¢opmiieHue TOKYMEHTOB, 3aKOHYEHHBIX [1€JIOMPOU3BOJICTBOM,
¢popmupoBaHue U TeKkyliee XpaHeHue e B TeppuTopuaibHOi KOMHUCCHH.

3aKOHYEHHBIE JEJIOITPOU3BOACTBOM JOKYMEHTHI oOopMIISIOTCS
B COOTBETCTBUM C TpeOOBaHWSAMHU HacTosmed WHCTpYKIuU, CHUCBHIBAIOTCA
npeacenareneM TeppuToprualibHON KOMHUCCHH B Aeno. [Ipu 3TOM B HUKHEN 4acTu
JIUIIEBON CTOPOHBI TEPBOrO JHUCTa JIOKYMEHTa Ha CBOOOJHOM OT TEKCTa MECTe
CTAaBUTCSl OTMETKA O €r0 UCIIOJTHEHUH, paciIu(pOBLIBACTCS MOAMKUCH TIpeceaaTes
TepputopuaibHON KOMHUCCHUH, YKA3bIBAETCS HOMEpP J€ja M0 HOMEHKJIAType U JaTta
cnucanus. [Ipu He0OX0IMMOCTH OTMETKA 00 MCTIOTHEHUH MOKET OBITH ClleJlaHa Ha

O00OpOTHOM CTOPOHE NEPBOrO JIMCTAa JOKYMEHTa. B perucrpaunonnyroo ¢opmy
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BHOCUTCS OTMETKa O CIMCAaHUM JIOKYMEHTa B JIEJI0 C yKa3aHUEM HOMepa Jena
COIJIACHO HOMEHKJIaType JEIl.

HcnonHeHHbIE JOKYMEHTHI (OPMHUPYIOTCS B J€lla B COOTBETCTBUU C
YTBEPKACHHON HOMEHKJIATypOH JEII.

Jleno cuuTaeTrcs 3aBEACHHBIM C MOMEHTa BKJIIOYEHHUS B HET0 IEPBOIO
VCIIOJIHEHHOT'O IOKYMEHTA.

[Ipu ¢dopmupoBanun gena MpoBEpsSETCS MNPABUIBHOCTh OTHECEHUS
JOKYMEHTOB B JIaHHOE JI€JI0, Ka4€CTBO 0(OPMIIEHHS M KOMIUIEKTHOCTh JOKYMEHTOB,
HaJIM4We MOJINUCEW, BU3, PETHCTPALMOHHBIX HOMEPOB, CIIPABOK WJIM OTMETOK 00
UCTIOJIHEHUH, CTIUCAHUM B €10 U Apyrux. HenpaBuibHO 0(OpMIIEHHBIE JOKYMEHTBI
JIOJDKHBI OBITH JOO(OPMIIEHBI, & 3aTEM ITOMEIIEHBI B JEJI0.

He nonyckaercs noMeleHue B €10 TOKYMEHTOB, COACPKaHUE KOTOPBIX HE
COOTBETCTBYET 3aroJIOBKY J€na.

[Ipu popmMupoBaHUM J1€7 COONIOAAIOTCS CIEAYIOIINE TPEOOBAHMUS:

JOKYMEHTBI TOCTOSSHHOTO M BPEMEHHOTO XpaHEeHHs (POpMHUPYIOTCS B jAeia
pa3lenbHo;

B JIEJI0 BKJIIOYAIOTCS TOJIBKO HCIIOJHEHHBIE, MPABUIBHO OQPOPMIICHHBIE
JIOKYMEHTBI B COOTBETCTBUH C 3ar0JIOBKaMHU JieJ B HOMEHKJIATYpE;

BCE€ JIOKYMEHTBI, OTHOCSILKECA K PELIEHUIO0 OJJHOTO BOIpoca, (GOpMHUPYIOTCS
B OJIHO Jeno. B ciydae ecnum moaOopka IOKYMEHTOB MO OJHOMY BOIPOCY
HacuuThiBaeT Oosice 100 IUCTOB, OHA MOMKET OBITH BBIJIEJICHA B CAMOCTOSITEIILHOE
bi (23 (O

JOKYMEHTBI, IOJIJIEKaIIe BO3BPATY, B JIEJIO HE MIOMEIIAIOTCS;

B JIEJI0 TOMEMIAETCS TOJBKO OJUH 3K3EMIUISIP JOKYMEHTa, YEPHOBHUKH U
BAapUAHTHI IPOEKTOB JOKYMEHTOB B JI€JI0 HE MOJAIIMBAIOTCS (32 UCKIIOUEHUEM TEX,
Ha KOTOPBIX MMEIOTCS BH3bl, YKa3aHHs MO MCIIOJHEHUIO JOKYMEHTOB WM JIPYTHE
OTMETKH, JAOTOJIHSIONINE TIEPBHIN dK3EMIUISIP);

B JIEJIO BKJIIOYAIOTCA, KaK MPaBUJIO, JOKYMEHTBI OJJHOTO KaJeHIapHOTO roja

(MCKIJTIOUEHHE COCTABIISAIOT JIMYHBIE U MTEPEXOIAIINE Aeia);
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KaXX70€ JeNI0 He JOJDKHO mpeBblmath 250 aucToB, npu 00sblieM o0beme
JIOKYMEHTOB B JieJie POPMUPYETCsI HECKOJIBKO TOMOB (4acTei).

[Ipu BKJIIOYEHHHU B J€JI0 (paKCOTpamMMbl JEJIAeTCsl €€ KCEPOKOMUs, KOTopas
nojmuBaeTcs B aeno. [lomHHuK hakcorpaMMbl YHUUTOXKAETCS C IPOCTABICHUEM
OTMETKH 00 YHUUTOKEHUHU Ha KCEPOKOIIHUH.

B ciyuae HE0OXOAMMOCTH JOKYMEHTHI IO OJHOMY M TOMY K€ BOIIPOCY, HO C
pPa3IMYHBIM CPOKOM XPaHEHHWs, MOTYT HAaXOAUTHCA B OJHOM Jeie 10 KOHIA
TEKyLIer0 TOAAa WM [0 3aBEPIICHMs] HCIIOJHEHMS JOKYMEHTa, a 3aTeM
nepeopMUPOBBIBAIOTCS B JieJia MOCTOSHHOTO U BPEMEHHOTO XPaHEHUSI.

B nmeno BKIIIOYAIOTCA BCE JOKYMEHTBHI II0 KOHKPETHOMY BOIIPOCY BMECTE C
IIPUIOKEHUSMH, YKa3aHHBIMU B TEKCTE JOKYMEHTA, IIPU OTCYTCTBUM IIPUIIOKEHUH,
YKa3aHHBIX B TEKCTE JOKYMEHTa, HCIOJHUTENb OO0sA3aH CHeNarTh 3aluch Ha
JOKYMEHTE 00 X MECTOHAXOKICHUU.

JIOKyMEHTbl BHYTPH J€la pPAaCIOJIAraloTCsl B XPOHOJIOTMYECKOM WIIN
BOIIPOCHO-JIOTUYECKON ITOCIEA0BATEIIBHOCTU WIIA UX COUETAHUM.

HopMmaruBHbIE U  OpraHM3alMOHHO-PACHOPAIUTEIBHBIE JTOKYMEHTBI C
OTHOCSIIIIUMUCA K HUM MNPWIOKEHUSIMU TPYNNUPYIOTCA B Jela 10 BUIAAM
JOKYMEHTOB U 110 XPOHOJIOTHH.

[IpoTokodel 3acenannii TeppUTOpHUATBHONM KOMUCCUH PACIIONIATAIOTCS B EIIE
[0 XPOHOJIOTMM B TOPSIAKE BO3pACTaHUS HOMEPOB. J[OKYMEHTBHI K 3aCEIAHUIO
TeppuropuaabHON KOMUCCUU ITOMELIAIOTCS TIOCJIE COOTBETCTBYIOLETO IIPOTOKOJIA.

[Tonoxenus, WHCTPYKLIHH, YTBEPKICHHBIE pacropsaAuTEIbHBIMU
JOKYMEHTAaMHU, SIBJSIIOTCS IPWIOKEHUSAMU K HHUM U TPYNIMPYIOTCS BMECTE C
YKa3aHHBIMH IOKYMEHTaMHU.

[InaHoBas u oT4ETHAs NTOKYMEHTALUSI HE3aBUCUMO OT JAThl €€ COCTABICHUS
BKJIKOYAETCs B JEJIO TOTO rojia, K KOTOPOMY OHa OTHOCHUTCHI.

B nene «Ilepenucka» ucxoasdiuii (OTBETHBIN) JOKYMEHT ITOMEIIAETCSI MOCIIe
Bxozsero. Ilpu BO30OHOBIEHUM TMEPENUCKA 1O BOIPOCY, HayaBIIEHCS B

npeaAbIAYIIEM I'OJly, JOKYMCHTBI BKIIFOYAROTCA B JICJIO TCKYHICTO I'0Id U YKA3bIBACTCS
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MHJIEKC TOT'O JIeJIa IO HOMEHKIJIAType e NPEABIAYIIETO Irofa, B KOTOPOM HaXOASATCS
IIPEALIECTBYIONINE JOKYMEHTBI I10 3TOMY BOIIPOCY.

OOpamienust rpakaaH U JOKYMEHTBI [0 MX PAacCMOTPEHUIO (HOPMUPYIOTCS
B oTAenbHbIe fena. Kaxkmoe obparieHne U Bce JOKYMEHTHI TI0 €r0 pacCMOTPEHHIO
COCTaBJISIIOT B JIEJIE CAMOCTOSITENIbHYIO IPYIIy M pacHojlaratorcsi B ajipaBUTHOM
NOPSJIKE MO0 NEepPBbIM OyKkBaMm (paMUIMi aBTOPOB 0OpaLEHU.

B nemax, HaxoOAmuUXCA B JIEIONPOU3BOJACTBE, TOKYMEHTBI TEKYILIETO roja
pacroJsiararoTcsl MO0 XPOHOJIOTMM CHH3Y BBEpX MO Mepe mnocrtymieHus. llpu
MOJATOTOBKE K Ca4€ B apXMB JIeJIa C JOKYMEHTaMH IMOCTOSIHHOTO U BpeMeHHOoro (10
JeT u 6ojee) XpaHeHUs nepeopMUPOBBIBAIOTCS B 0OpPATHOM MOPSAKE: JOKYMEHT,
NOCTYNUBIIMM B KaJE€HJApHOM TOAY MOCJIEIHUM, JTOJDKEH OBbITh BHHU3Y J€ja, a
IIEPBBIA JOKYMEHT KaJIEHAAPHOTO TOJa — BBEPXY, IEPBBIM.

Jlena ¢ MOMEHTa UX 3aBEJICHUS U J0 MEPEJayl B ApXUB UM YHUYTOXKECHUS B
CBA3M C MCTEYECHHEM CpPOKOB XpaHCHHMS HAXOOATCS Yy Ipeacenaress
(OTBETCTBEHHOTO 3a BEJIEHUE JI€JI0Npon3BoicTBa) TeppuropruanbHOil KOMUCCHU.

IIpoTokonsl 3acenanHui, pemieHus TeppUTOPUAIBHON KOMHMCCUH, CIMCKHU
IIPUTJIALICHHBIX, IPUJIATa€MbIE€ K MPOTOKOILY, NOJJIMHHBIE 3K3EMIUISIPBI PELIECHUN C
COOTBETCTBYIOIIMMU TPWIOKEHUIAMH, NPOTOKOJBHBIE IOPYYEHHUs, JOKYMEHTHI,
MIOCIYKMBIIME OCHOBAHUEM JUII PACCMOTPEHMS BONpPOCAa Ha 3aceldaHuu
TeppuTopranbHOl KOMUCCHH, paciiMdpoBaHHas ayJM03alUCh 3aceaHus (Mpu ee
HAJIMYUM), CIHUCKH PACCBUIKM PEUICHUH 10 Meperadyd B apXWB HAXOUATCA Y
npenacenaress (OTBETCTBEHHOIO 32 BEJIEHUE IeN0Npou3BoicTBa) TepputopuaibHOn
KOMMCCHHU.

3a COXpaHHOCTh JOKYMEHTOB M JEJI OTBETCTBEHHOCTh HECET IPEACceNaTelb
TepputopuanbHON KOMMCCUU M OTBETCTBEHHBIM 3a BEIEHUE JIEJIONPOU3BOJICTBA B
TeppuropuaibHOM KOMUCCHH.

Jlena JOJKHBI HAXOAMThCS B pabodeid KOMHATE WM B CHEHUAIBHO
OTBEJICHHOM I 3TOM LIeNIM MOMEIEHUH U XPAHUTHCS B 3alUparoluxcs mkadax,

NpCaoXpaHArOInX JOKYMCHTBI OT IIbIJIN U BOS,Z[GI;'ICTBHH COJIHCYHOI'O CBCTA.
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B menmsx oOecredeHusi OMEpaTUBHOTO TIOWCKAa JOKYMEHTOB Jeia
pacroyiaratorcsi B COOTBETCTBHM C HOMEHKIATYpOH JieJ, KOIHUS KOTOPOM
TIOMEIIAeTCsl Ha BHYTPEHHEH CTOPOHE JBEPIIBI Kada.

Ha xopemkax o00g0oXKeK Jefla YKa3bIBAIOTCS HMHICKCHI AN IO
HOMCHKJIAType JCII.

Jlema, HaxopmsmIuecss Ha TEKYIIEM XpaHEHWH, MOJuIekar ydery. llepen
nepeaadeii JOKYMEHTOB B apXWB IPOBOJUTCSA IMPOBEpKA HATWYUS W COCTOSIHHS
JOKYMCHTOB M JIeJI B IEIAX YCTAaHOBJICHUS (PAKTHYCCKOTO HAIWUYHMS JeT U
COOTBETCTBHS X KOJUYCCTBY, YUCIISAIIEMYCS 110 HOMEHKJIAType AL

[IpoBepka HaMM4Msi W COCTOSIHUSA JIOKYMEHTOB W JIEJ TPOBOJMUTCS TpU
NepeMenieHn Jiell, BO3BpaTe Jell, CMEHe mpejacenarens TepputopuaibHON
KOMUCCHH.

[IpoBepka MPOBOIUTCSA IyTEM CBEPKH CTaTell HOMEHKIATyphl Jell ¢
OTMCAHKEM JIENT Ha 00JIOKKE, a (PU3UIECKOE COCTOSTHHE JCIT ONPEACIISIETCS IMMyTEM UX
BU3YaJIbHOTO MPOCcMOTpa. Bce oOHapykeHHBbIE HEJOCTATKU (PUKCHUPYIOTCS B aKTe
MIPOBEPKHU HAIMYUS U COCTOSIHUS JIETI.

B cmydae yTpaTthl JOKYMEHTOB U JCI IPOBOJUTCA CIIyX)eOHOE
paccienoBaHude, MO pe3yibTaTaM KOTOPOTO JIMIIO, BUHOBHOE B yTpare, HeceT
OTBETCTBEHHOCTH B YCTAHOBIICHHOM TIOPSIJIKE.

Ecnu otnmenpHBIE MOKYMEHTBI, YK€ BKJIIOUYCHHBIC B JEJI0, BPEMEHHO
TpeOYIOTCS JJIS pabOThl, OHM MOTYT OBITh BBIJAHBI M3 JieJla, @ Ha WX MECTO
BKJIQJILIBACTCS JIUCT-3aMECTUTEIb C YKa3aHUEM, KOT/Ia, KOMY U Ha KaKOW CPOK BbIJIaH
JIOKYMEHT.

11.3. DkcnepTH3a IEHHOCTH IOKYMEHTOB.

DKcnepTr3a IEHHOCTH TOKYMEHTOB ITPOBOIUTCS VISl YCTAHOBJICHUST HAYYHOM,
HUCTOPUYECKOW M TMPAKTHUYECKOW 3HAYMMOCTH JIOKYMEHTOB, OOpa30BaBIIUXCS B
mporecce JIeATeIbHOCTH TeppUTOpHATbHON KOMHCCHH, C IEIbI0 0TOOpa WX IS

I[aJ'IBHCI\/’IHICFO XpaHCHHA NI YHUYTOXCHUA.
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OKcnepTh3a UEHHOCTH JIOKYMEHTOB IPOBOJAUTCS IIPU  COCTaBIICHUU
HOMEHKJIATyphl JIe, B Ipouecce (OpMUPOBAHUSA J€1, NMPU HOATOTOBKE JEJI K
repesaye B apXus.

JUIst pacCMOTpPEHHUsI TPOEKTOB HOPMATUBHO-METOJIUYECKUX JOKYMEHTOB IO
BOIIPOCAaM JIEJIONPOM3BOJICTBA U APXMBHOIO J€Jla, ONUCEH JeN MOCTOSHHOTO M
BpemenHoro (10 mer um Oonee) XpaHEHUWS, aKTOB Ha YHHYTOXEHUE IET H
JOKYMEHTOB, HE€ HMMEIOLIIMX HAyYHOM LEHHOCTH M MPAKTHUYECKOro 3HAYCHHS,
IIPUKa30M Ipexacenarenss TeppUTOPUAIBHONM KOMHUCCUM CO3JaeTCs DKCIIepTHas
komuccus (nainee — IK).

B ee ¢pyHKIIMM BXOOUT Takke pacCMOTPEHUE U OA0O0pEHHE HOMEHKJIATYpPbl
nen TeppurtoprualibHOM KOMHUCCHH.

B cocraB OK BxmoyaroTcs 4ineHbl TeppUTOpHAIbHOM  KOMUCCHH,
IrPOKJAHCKHE CIIy)KallUe — anmapara [ eppUTOPUAIIBHOM  KOMHCCHH, YJICHBI
Cankr-lletepOyprckoii M30MpaTebHOM KOMHCCUM WM COTPYIHUKH armapara
Cankr-IlerepOyprckoil n30upaTenbHOM KOMUCCUU (TI0 COTJIACOBAHMUIO).

IIpy npoBeNEeHWH OSKCHEPTU3bl LEHHOCTH JIOKYMEHTOB OCYIIECTBISETCS
oTOOp 1€ MOCTOSTHHOTO U BpemeHHoro (10 yer u Gonee) xpaHenus, otO0p 1€ C
BPEMEHHBIMU CPOKaMH XPAHEHHUs, IMOMJIECKAUIMX XPAHEHUIO, BBIJCICHUE K
YHUUTOXEHUIO JIE] 32 PEAbLAYLIUE T'0JIbl, CPOKH XPaHEHUSI KOTOPBIX, ucTeKu. [Ipu
TOM OJHOBPEMEHHO MPOBEPSIOTCS KayeCTBO M MOJHOTA HOMEHKIIATYpPbI Jell,
IIPaBUIBHOCTH OIIPEAEIICHNS CPOKOB XPaHEHHUS JE.

DKcnepTh3a LEHHOCTH JOKYMEHTOB OCYILECTBIISETCS IMYTEM MOJMCTHOIO
npocmotpa gen. He nomyckaerca oTOOp AOKYMEHTOB Uil XpaHEHHUS WM K
YHUUYTOXEHHUIO TOJIBKO HA OCHOBAHUU 3ar0JIOBKOB JIE]I.

JIOKyMEHTBI, yTpAaTHBIIME NPAKTUYECKOE 3HAYEHHE UM HE HMEIOIIHe
VCTOPUYECKON WJIM HAYYHOM LEHHOCTH, IO MCTEYEHUH YCTAaHOBJICHHBIX CPOKOB
XPaHEHUS MOJJIeKAT YHUUTOXKEHUIO 10 aKTy.

AKTBI O BBIJICJICHUHM K YHUUYTOXXEHHUIO JIe U JIOKYMEHTOB paccMaTpUBalOTCA
Ha 3acepaHusx OK OJHOBpEMEHHO € ONUCAMM JEll. YHHUYTOXKEHHE el U

JIOKYMEHTOB JI0 YTBEPKACHHUS aKTOB 3alPeIIacTCsl.
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[To pesynbraram SKCHEPTU3bl LIEHHOCTH JOKYMEHTOB OTBETCTBEHHBIM 32
BEJICHUE JIEJIONPOU3BOACTBA €XKErOJHO COCTABISIOTCA CBOAHBIE ONUCH JIEII
NOCTOSTHHOTO U BpeMeHHOTOo (10 set u 6onee) xpanenus (mpuinoxenus Ne 10, 11) u
o JUYHOMY cocTaBy (mpuioxeHue Ne 12), a Takke akThl O BBIJICICHUU K
YHUYTOKEHHIO JIeJT, HE MOJUIeKAIMX XpaHeHuo (prioxenne Ne 13).

Omnucu aen nmocTossHHOTO U BpeMeHHOoTO (10 jet u 6onee) XpaHeHUs], a TaKKe
aKThl O BBIJICJICHUH K YHUYTOXEHHUIO ATUX JieNl paccmarpuBairoTcs Ha OK
U YTBEPXKAAIOTCS Npeacenarenem TeppuropruanbHON KOMUCCHH.

ITpu YHUYTOKEHUH JIOKYMEHTOB co CPOKOM XpaHEeHUs
«/lo muHOBaHus HamoOHOCTH», «1 TOA», «3 TOHAa», «S5 JIET» COCTABJISETCS aKT
(mpunoxenue Ne 14), KOTOpBIN MOAMUCHIBACTCS HE MEHEE YeM JBYMS WICHAMH
TeppuTopraibHOM KOMUCCUUA M YTBEPXKAAETCA MpeacenaresiemM TepputopruaibHOM
KOMHCCHH.

UepHOBUKM W  PYKONHMCH TMOJATOTABIUBAEMBIX JOKYMEHTOB, KOIUU
WHGOPMAIIMOHHBIX W JPYrMX MAaTEpHalioB, HE TMOJUICKAIIMX BKIIOYCHHUIO B
HOMEHKJIATYpy JieJl, T0 MUHOBaHUM B HUX HAJIOOHOCTH MOTYT YHUYTOXAThCs 0€3
COCTAaBJICHUS aKTa.

BpourtopoBka e Mpou3BOAUTCS TOJBKO MOCIE MPOBEIECHUS SKCIEPTU3BI

HECHHOCTHU JOKYMCHTOB.

11.4. Odopmiienue geJ.

Hena, mojuiexaniue Tmepeiaadye Ha XpaHEHHWE B apXWB, JOJDKHBI OBITh
o(opmIIEHBI COOTBETCTBYIOLIUM 00pa3oM.

Odopmienue aena BKIIOYaeT B ce0s MPOBEPKY CUCTEMATHU3AIUU IOKYMEHTOB
BHYTpH JieJia, HyMEPAINIO JIUCTOB, COCTABJICHHE BHYTPEHHEW OINMUCU JOKYMEHTOB
nema (mpwioskenne Ne 15), nmcra-3aBeputens gena (npuiiokenue Ne 16),
oopmiieHrEe peKBU3UTOB 00JI0KKH, MOAMIMBKY (TIEpeIieTeHre) ea.

B 3aBUCUMOCTH OT CPOKOB XpaHEHUS MPOBOJUTCS MOJHOE WJIM YACTUYHOE

odopmIIeHUE JIEII.
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llena BpemenHoro (nmo 10 yer BKJIIOYMTENBHO) XpaHEHUs MOJJIekKAT
YaCTUYHOMY O(OPMIICHHMIO: JIONYyCKAaeTCs JIMCThl Jiela He HYMEpOBaTh,
3aBEpUTEINIbHBIE HAJIIIUCU HE COCTaBIATh. [Ipu 3TOM MOKYMEHTBHI JOMYyCKaeTcCs
XPAaHHUTh B MAKax-CKOPOCIIUBATENAX, MIATKUX 00JIOKKAX.

Jlena MOCTOSIHHOTO XpaHEHWs MOoJJIekaT MoJHOMY odopmieHuto. [lomHoe
oopmiieHne Jena MpeaycMaTpUBAET MPOBEPKY CHUCTEMATH3alMU JOKYMEHTOB
BHYTpH JieJ1a, MPaBUIBHOCTU UX OhopMIIeHHS (HaIUYie HEOOXOUMBIX MOANUCEH,
BU3, OTMETOK O PETUCTPALMH U WUCIIOTHEHUH, MPUIIOKEHUN), HyMEpaluIo JIMCTOB,
COCTABJICHHE BHYTPEHHEH OIKMCH JOKYMEHTOB J€Ja, COCTAaBJCHUE JIMCTa-
3aBepuTeld Aena, 0pOpMIIEHUE PEKBU3UTOB 00JI0KKH, MOJIIUBKY (IIEpEIIETCHHE)
nena.

Oo6noxka nena oopmisercs 1o YCTaHOBJICHHOU dopme
(mpunoxenue Ne 17). CeneHust Ha 00JI0KKY MEPEHOCATCS U3 HOMEHKIIATYPBI JICI C
YTOYHEHUSAMH, OTpPAXAIOMMUA (AKTHUYECKUI COCTaB IOMEIICHHBIX B JEJO0
JIOKYMEHTOB.

OO6noxKa nena HaIIMUCHIBAETCS YEPHBIMH CBETOCTOMKHUMHU YEpHHUIIAMU,
pazbopunBo, 0e3 cokpaieHuil. Jlomyckaercss odopmieHue OOJIOKKH Jelia ¢
UCIIOJIb30BaHUEM KOMIIBIOTEPHOUN TEXHHKHU.

Ha o00noxke pgena yka3blBalOTCA CJHEAYIOIIME PEKBU3UTHI: Ha3BaHUE
TepputopralbHOH KOMHCCHH, JEJIONPOU3BOJCTBEHHBI HOMEpP (MHIEKC) Jena,
3arojIOBOK Jefia, jJara Jena (Toma, 4acTH), KOJUYECTBO JIHCTOB B JI€NE, CPOK
XpaHEHHUs JIena.

PekBu3uThl, IpocTaBisgeMble Ha 00JI0XKKE Jeia, 0QOPMIISIOTCS CIIETYIOIIUM
obpazom:

Ha3BaHue TeppuUTOpUANBHON KOMHUCCHUU YKa3bIBAETCSI B COOTBETCTBHM C
periiameHToM  TeppuTopualibHOM KOMHCCHHM. Ilpy W3MEHEHMM  Ha3BaHMS
TeppuropraibHON KOMUCCHUU B TE€UEHHE MEPUOJAA, OXBATHIBAEMOTO JOKYMEHTAMHU

Jiena, Ha 00JI0KKE K CTapOMYy Ha3BaHUIO MPUIUCHIBAETCS HOBOE;
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JIeJIONPON3BOACTBEHHBIN HOMEp (MHIEKC) Jieda — mpocTaBisieTcs uudposoe
o0o3HaueHue (MHAEKC) Jieja M0 HOMEHKJIAType el M YKa3bIBaeTCs HOMEp ToMa
(gactnm);

3arojioBOK (HaMMEHOBaHHE) Jella TEePEHOCHTCA W3 HOMEHKIATYpPhI el
(B HEOOXOJIUMBIX CITydasiX B 3ar0JI0BOK BHOCSITCSI YTOUHEHHUS);

JaTa fiena — Ha 00JIOJKKe Jiesia YKa3bIBalOTCs JIBE AAaThl, KOTOPbIE HA3bIBAIOTCS
KpallHUMH JaTaMd M COOTBETCTBYIOT TOJy 3aBEJICHUS U OKOHYAHMS Jena.
HavanbHast gata — 3TO JaTa camMoro paHHEro, a KOHEYHas Jara — Jiara caMmoro
MO3/IHETO JOKyMeHTa B jejie. [Ipm 3TOM ydMTHIBAIOTCS MAaThl BXOMASIIUX U
UCXOJSIIMX JIOKYMEHTOB (B CiIy4ae HX OTCYTCTBHSL — JaThl PETUCTPALUU
JOKYMEHTOB), U HE YUUTBIBAIOTCS JaThl CIIMCAHUS JOKYMEHTOB B JI€JI0, YKa3aHHUM 110
UCTIOTHEHUIO JTOKYMEHTOB, OTMETOK HCIIOMHHUTENS (32 HCKIIOUYEHHEM CIy4aes,
KOTI'Jla Ha IOKyMEHTaxX He UMEETCs APYTuX J1aT, KpOMeE IePEeUUCIECHHBIX).

[Ipn HamwmcaHuu KpalHUX AAaT HA OOJIOKKAX JAEN MOCTOSHHOTO XpaHCHHS
YKCIIO U TOJ] MPOCTaBIIsAIOTCS apabckumu nudpamu. Ha 060kax ey BpeMeHHOTO
XpaHEHUs YKa3bIBa€TCs TOJIBKO TOJ.

Ha o06noxkax €7, COCTOSIIIMX ©3 HECKOJbKHX TOMOB (4acTteil),
IPOCTABJISIIOTCS KpaliHUE JaThl KaX/10ro ToMa (4acTu).

KonnuecTBO MpOHYMEpOBAaHHBIX B JieJi€ JTUCTOB MPOCTABISETCS C JIMCTa-
3aBEpUTENIA Jea.

Cpok XpaHEHHs NEPEHOCUTCS Ha OOJIOKKY Jesla 13 HOMEHKIaTypsl aAen. Ha
JieNiax MOCTOSTHHOTO XpaHeHusl muieTcs: «[locTosHHOY.

Ha xopenike aena yka3pIBaroTCs 3ar0JI0BOK JeJia, TOJ JeJia U TOM Jena.

B nensix obecrieueHns COXpaHHOCTH U 3aKPETIIICHUS TTOPSsIIKa PaCOI0KEHUS
JIOKYMEHTOB, BKJIFOUEHHBIX B JIENIO, BCE JINCTHI, KPOME YHCTHIX, JINCTA-3aBEPUTEIIS
JieNia ¥ JINCTOB BHYTPEHHEW OMHCH HYMEpPYIOTCS B Pa3BEPHYTOM BHJIE apaOCKUMU
nudpamu BasioBOM Hymepauuei. Yuctele nucThl M3 Jena u3biMaroTes (0e3
MIOBPEKACHUS IIEJIOCTHOCTH JIe1a) M YHUUTOXKAIOTCA. JINCTBI HyMepyIOTCS IPOCTHIM

KapaHaamoM, CBCPXY BHH3 B BO3pPACTAOIICM IOPAAKEC HOMCPOB, HA4YWHasA C
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nepBoro. Lludper mpocraBnsioTcs B MpaBOM BepxHEM yriny jucta. Hymeparus
LBETHBIMU KapaHJalllaMH, YEPHUJIAMU U HyMEPAaTOpPaMHU HE JI0IyCKAETCH.

JIOKyMEHTBI ¢ COOCTBEHHOW HyMmepalueil JIMCTOB, B TOM YHUCIE NEYaTHbIE
U3JIaHUs, HYMEpPYIOTCS B OOIIEM TOpSAKE WM COXPaHSAIOT COOCTBEHHYIO
HyMEpaluio, €Clii OHAa COOTBETCTBYET MOPSAKOBOMY PAaCIOJIOKEHUIO JHCTOB B
nee.

Cnoxennplii Jmct Oombmoro ¢opmara (A2, A3) pa3BopauumBaeTcs U
HyMepyeTcs B IpPaBOil 4acTW BepXHEro mnousig jucta. [Ipm 3ToM JucT r000ro
dopmaTta, MOAIIMTHIA 3a OAMH Kpail, HyMepyeTcs KaK OJWH JIUCT, a JIUCT,
CJIO’KCHHBIN U MOJIIMTHIN 3a CepeluHy, MOJIEKUT MEPEIINBKE U HyMEpYyeTcs Kak
OJIUH JIUCT.

Ecnu B fene ecTh KOHBEPT C BIOXKEHUSAMHU, TO CHa4ajaa HyMEpyeTCsl KOHBEPT,
a 3aTeM O4YepeAHBIM HOMEPOM Ka)KJ0€ BIIOKEHUE.

dortorpadun U Apyrue WIIIOCTPATUBHBIE MaTepHAbl HYMEpPYIOTCS Ha
00OpOTHOM CTOPOHE B JIEBOM BEPXHEM YIIIy.

JIucT ¢ Harayxo HaKJI€EHHBIMHM JOKYMEHTaMu (Bblpe3kamu, ¢potorpadusiMn)
HyMepyeTcsl KaKk OJUH JHCT. Ecau K TOKyMEHTY MOAKICEHbI OTHUM KpaeM JIpyTrHe
JIOKYMEHTBHI (BCTaBKH TE€KCTa, IEPEBO/bI), TO KAXK/IbIM JTUCT HyMEPYETCS OTACIBHO.

[IpunoxkeHne K JeTy, COCTaBISIONIEE OTICNbHBI TOM, HyMepyercs
OTJENBHO.

[Ipy Hanuuuu OTHAEIBHBIX OIIMOOK B HyMEpalUH JHCTOB B JeNax MpH
MOJITOTOBKE WX K clIade B apXuB JIOMYCKAeTCA  YMOTpeOJIeHHWE JHUTEPHBIX
(c OyKBEeHHBIMH JTOTIOTHEHUSIMU ) HOMEPOB JIUCTOB.

B genax mNOCTOSHHOTO XpaHEHUs MJI y4yeTa M TIOMCKa JOKYMEHTOB
B HayaJie Jejia MOXKET TIOMEIIAThCS BHYTPEHHss onuch (mpusioxenne Ne 13).

JIucThl BHYTpEHHEN ONMCH HYMEPYIOTCS OTAEIIBHO.

Kaxmoe memno 3akaHUMBAETCS JTMCTOM-3aBEPUTENIEM YCTAHOBIECHHOW (OPMBI
(mpunoxxerne Ne 16).

B nucte-3aBepurene nena urdpamMu ¥ Nponuchio yka3plBaeTcs (pakTuueckoe

KOJIHMYCCTBO JIUCTOB B JaHHOM JICJIC, 4 TAKKE HATMYHUC JIMTCPHLIX W IMMPONYIICHHBIX
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HOMEPOB JIUCTOB, KOJMYECTBO JIMCTOB BHYTPEHHEH ONHWCH M HAJIM4YUE CPEAU
JIOKYMEHTOB Ta3eT, KHUT, OpolIop, deprexei, gororpaduii, pucyHKOB U T.A.,
CTaBUTCSA JaTa U MOANKUCH paOOTHHUKA, CPOPMUPOBABIIETO JEJI0, U YKa3bIBAETCS €T0
JOJKHOCTh, MHUIHAIBL ¥ amuins. Eciu KoIn4ecTBO JUCTOB B JI€Nie U3MEHSETCH,
3aBEpUTEIIbHAS HANMUCH COCTABIISIETCS BHOBbD.

[Ipu moAroToBKE /A€ K MOIIMBKE (MEPEIIETY) NPOBEPAETCS NPABUIBHOCTD
ux (popmupoBaHus, 0GOpPMIICHHS, METAUIMYECKUE CKPEIUICHUS U3 JOKYMEHTOB
YAQISIIOTCS.

JIOKYMEHTBI TIOJIIIIMBAIOTCS TAKUM 00pa3oM, YTOOBI MOXKHO OBLIO CBOOOJIHO
IIPOYUTATh TEKCT KaXIOro JOKYMEHTa, BHU3bl M YKa3aHUS II0 MCIHOJIHEHHIO
JIOKyMEHTA.

11.5. Ilepenaua ey B apxus.

Ilepenada aes1 IOCTOSHHOTO XpaHEHUs B apXuB TeppuTopranbHOil KOMUCCHH
OCYULIECTBIISIETCS MOEAUHUYHO O yTBepkAeHHBIM JIIK onucsam nen mocTtossHHOro
XpaHEHHS.

[Ipuem noxkymMeHTOB Ha mocTosiHHOe XpaHeHue B Cankrt-IlerepOyprckytro
M30UPATEIIBHYI0 KOMHUCCHIO O(POpMIIIETCS aKTOM MpHeMa-Tiepeadyl JOKYMEHTOB
(mpumokerue Ne 18).

B apxuB Cankr-IletepOyprckoit n3duparenbHO KOMUCCUU B COOTBETCTBUU
C HOMEHKJIaTypou nen TeppuTopuanbHOW KOMHUCCUHA Ha TMOCTOSIHHOE XPAHEHUE
NEPENAOTCH:

JUYHOE [eJ0 Tmpeaceaarens TeppUTOpHaIbHOW KOMHCCHM B Cilydae
OKOHYaHHs CpOKa MOJHOMOYUHN WM OCBOOOXKICHHS OT JOJKHOCTHU /10 UCTEUCHHUS
CpOKa IMOJIHOMOYHI;

JUYHOE [€J0 TOCYJAapCTBEHHOIO TPa)XAaHCKOTO CHYXallero armapara
TeppuTopralbHOM KOMHMCCHUM B CIIy4ae €ro YBOJBHEHMsS C TOCYAAapCTBEHHOU
CITYKOBI;

JOKYMEHTBI MOCTOSTHHOTO U BpeMeHHoro (10 sieT u 6oiiee) CpoKoB XpaHEHUs

B cllydae peopraHuzaiuu (JIuKkBuaanuu) TepputopuaaibHON KOMUCCHUHU.
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IIpn mepemade nen Ha BCEX HIK3EMIUIIPAX ONMCH J€JI NPOTHUB KaXIOro
BKJIFOUEHHOTO B Hee niena B rpade «lIpumedyanue» cTaBUTCS OTMETKA O HAJIWYUH
nena. B KoHIlE KaXA0ro 3K3eMIUIsIpa ONMCH JeNl yKas3blBaloTcad LHUdpaMu U
IPOIMHUCHI0 KOJIMYECTBO (DaKTHUECKH MNPUHATHIX (IIEPEAaHHBIX) B apXUB Jell,
MHUIMAJIBI U (aMWINU JIUL], OCYILECTBISIONINX [IPUEM-TIEpeaayy e, CTaBsITCs UX
IIOANVCH U J1aTa.

[Ipu mpueme naen mnpoBepseTcs MNpaBWIBHOCTh HX odopmieHus. Jlena,
oopmileHHBIE C HapyLIEHHMEM IpaBWJI, YCTAaHOBJEHHbIX MHCTpyKuueH,
BO3BpalaoTcs B TeppuTOpHaIbHy0 KOMUACCHIO C YKa3aHUEM HEAOCTATKOB I UX
YCTpaHEHHs.

N30uparenpHas nOKyMeHTalUMs XpaHuTcs B TeppuropuanbHOW KOMUCCUH B
coorBeTcTBUM ¢ [lopsAOKOM XpaHEHUWs, Iepeladyd B apXUB M YHUUYTOKCHUS
JOKYMEHTAllU¥, CBS3aHHOW C MOATOTOBKOM M IIPOBEJEHUEM BBIOOPOB U
pedepeHayMoB B Cankr-IlerepOypre, YTBEPKACHHBIM pelIeHueM
Cankr-IletepOyprckoit  u3buparenbHoit komuccuu, [lopsimkoM XpaHeHus U
[epeayd B apXuBbl JTOKYMEHTOB, CBS3aHHBIX C IIOATOTOBKOM M IIPOBEACHUEM
BbIOOpOB IIpesuaenta P®, I[lopsakom XpaHeHuss W TNepenayd B apXHUBBI
JIOKYMEHTOB, CBSI3aHHBIX C IOATOTOBKOW M TPOBEIECHHUEM BBIOOPOB JAEIYTaTOB
['ocynapctBennoit [Jymbr @®C PO, yTBEpKIEHHBIMH COOTBETCTBYIOIIUMU

noctanoBieHusimu LK P®.

11.6. ITopsiok padoThI € 3JIEKTPOHHBIMH JOKYMEHTAMHU.

VcrionHeHHbIE AJIEKTPOHHBIE JIOKYMEHTBI CHUCTEMAaTHU3UPYIOTCS B J€lia B
COOTBETCTBMM C HOMEHKJIATYypou nen TeppuropuanbHOM Komuccuu. Ilpum
COCTaBJICHWH HOMEHKJATYpbl [J€J B 3arojIOBOK JeJa BKIIIOYAECTCS YKa3aHHUE
«ONEKTPOHHBIE JOKYMEHTBD».

Cpoku XpaHEHHMS DJIEKTPOHHBIX JOKYMEHTOB COOTBETCTBYIOT CpOKam
XpaHEHUs aHAJIOTUYHBIX TOKYMEHTOB Ha OyMa)KHOM HOCHUTEIIE.

DKcnepTr3a EHHOCTH IEKTPOHHBIX JOKYMEHTOB OCYIIECTBIISIETCS B O0IIEM

NOpSJKE, YCTAHOBIEHHOM [UIsl JOKYMEHTOB Ha OymaxkHoM Hocurene. llocie
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VCTEYEHUS CPOKA, YCTAHOBJIIEHHOTO TSI XPAHEHUS 3JIEKTPOHHBIX J€1 (3JIEKTPOHHBIX
JOKYMEHTOB), Ha OCHOBAaHMHM aKTa O BBIJICICHUMM UX K YHHUYTOKEHHUIO,
YTBEPXKIAECHHOIO IpeacenareneM TeppUTOpUAIBHOM KOMMCCUM, YKAa3aHHbIC
AIIEKTPOHHBIE JIeJ1a (3IEKTPOHHBIE TOKYMEHTHI) MOAJIEKAT YHUUTOKEHHIO.
DIEKTPOHHBIE JOKYMEHTHI [IOCTOSIHHOTO XPAHECHMS [IEPEAAOTCS HA apXUBHOE
XpaHEeHHuEe MO OomHucsIM ¢ OGOPMIICHHMEM aKTa MpHeMa-Tlepeaadyu 3JIEKTPOHHBIX

JIOKYMEHTOB.
12. OTBeTCTBEHHOCTDH

12.1. Unenst TeppuTOpHANbHOH KOMHCCHUM M TPOKIAHCKUE CIYyXKAIIUe
annapara TeppuTopraabHOM KOMUCCHUU HECYT IIEPCOHAIBHYIO OTBETCTBEHHOCTH 32
coOoieHre TpeboBaHui HacToseld MHCTPYKIIMK, COXPaHHOCTh HAXOASIINUXCS Y
HUX JIOKYMEHTOB.

12.2. OTBETCTBEHHOCTh ~ 3a  OpraHM3allMI0  JEJONPOM3BOJICTBA B
TeppuropraibHON KOMUCCUU, BHEPEHUE ABTOMATU3UPOBAHHBIX (KOMIIBIOTEPHBIX )
TEXHOJOTMM MOATOTOBKM M OOpaOOTKH JOKYMEHTOB, 00ECIIEUEHHE COXPaHHOCTU
JOKYMEHTOB U Tepeladyy MX B apXuB, KOHTPOJb 3a COONIOJCHUEM TpeOOBaHUMN

Hacrosmend MHCTpyKIMy HeCceT npeicenaresb 1T eppuTopruatbHO KOMUCCUH.
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[Tpunoxenune Ne 1
K TUoBOM MHCTPYKIUU IO IETIONPOU3BOJICTBY
B TeppuropuanbHOil H30MpaTETLHON KOMUCCHUU
B CankT-IlerepOypre

HEPEYEHDb

JAOKYMEHTOB, HC IIOJICKAIIINX PEruCcTpanuum

Coo0mienuns o 3aceIaHnsX, COBEIaHUIX 1 MMOBECTKAX JTHS.

YueOHble TporpaMMBl, TIIaHBI.

PexnaMHbIe U3BEIEHNS, IUIAKATHI (33 UCKIIFOYCHUEM aruTallMOHHBIX ).
[To3mpaBuTEIBHBIC TMCHMA U TEJIECTPAMMEI.

[IpurinacurenbHbIe OUICTHI.

byxranrepckne TOKyMEHTBI.

[lewaTHbie U3gaHUS.

OmneparuBHas uHpOpMaIMs, Mocrynarolias mo kaHaiam cBs3u [AC

«BpI10OPBD.
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[Tpunoxenune Ne 2
K TUoBOM MHCTPYKIUU IO IETIONPOU3BOJICTBY

B TeppuropuanbHOil H30MpaTETLHON KOMUCCHUU
B CankT-IlerepOypre

AKT

MBI, HUKEO AU CABIIINECS

COCTaBHJIM aAKT O TOM, 4YTO « » 20 r. IIpu
BCKPBITHH IIAKCTAa
B HCM HC 0Ka3aJIOCh

Hacrosimuii akT cOCTaBIEH B ABYX IK3EMIUISPax.

[Hommuicu:
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[Tpunoxenne Ne 3
K THUIIOBOM MHCTPYKLUU IO JEJIONPOU3BOACTBY
B TeppuropuansHoii U30MpaTEIHLHON KOMUCCHH
B Cankrt-IlerepOypre

DopMbl 0JIaHKOB, HCIIOJIb3yeMbIX B H30HMPaTeJIbHOH KOMUCCHH
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[Tpunoxenune Ne 3.1

TEPPUTOPHUAJIBHASA UBBUPATEJIBHASA KOMUCCHUSA Ne_

INPOTOKOJ 3ACEJAHUA

20 rox Ne

Cankr-IleTepOypr
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[Tpunoxenune Ne 3.2

TEPPUTOPHUAJIBHASA UBBUPATEJIBHASA KOMUCCHUSA Ne_

PEIHNIEHUE

20 roxq Ne

Cankr-IletepOypr
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[Tpunoxenune Ne 3.3

TEPPUTOPUAJILHAS N3BUPATEJLHASI KOMHUCCHS No
NPEACEJAATEJD

ITPUKA3

20 roJ Ne

Cankr-lleTepOypr
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[Tpunoxenue Ne 3.4

TEPPUTOPUAJIBHASA
MN3BUPATEJIBHASA KOMUCCUA Ne
CAHKT-IIETEPBYPT

yiL , ., Cankr-IlerepOypr, 198
Ten. (812) , Pakc (812)
http://www.
OKIIO ; OTPH
VIHH/KIIIT
Ne

Ha Ne oT
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[Tpunoxxenue Ne 4
K TunoBol HHCTPYKIUU IO IEIONPOU3BOJICTBY
B TepputopuanbHOi H30MpaTeIbHON KOMUCCUU B
Canxkr-IlerepOypre

TpeGoBanus K JOKyMEHTaM, U3rO0TOBJISAEMBIM € IOMOIIHIO

MeYaTawiuux YCTPOUCTB, M K (pailsiaM TEKCTOBBIX JOKYMEHTOB

1. TekcTsl JOKYMEHTOB Ha OnaHkax ¢opmara A4 medaratorcs dyepes 1 -
1,5 MEXCTpPOUHBIX MHTEPBAJIA.

2. TexkcThl JOKYMEHTOB, MOJITOTABIIMBAEMBIX K TUTIOTPadCKOMY U3IaHHUIO,
neyaTaroTcs 4Yepe3 iBa MEKCTPOUYHBIX MHTEpBaJIa.

3. HazBanue Buja TOKyMEHTA [€YaTAETCS IPOMKUCHBIMU OYKBaMHU.

4. Ecnu 3aronoBok K Tekcty mnpebimaer 150 3HakoB (5 CTpOK),
JIOMyCKaeTCsl MPOJJIeBaTh €ro JO0 TpaHWIlbl MpaBoro mois. Touka B KOHIIE
3aroJIOBKa HE CTaBHUTCH.

5. PacumgpoBka mnognucu B pekBusute «llogmuce» neyaraercs
Ha yYpOBHE MOCJIEIHEH CTPOKM HAMMEHOBAHUS JOJKHOCTH C HCIOJIb30BAHUEM
xomOuHanuu kinasum Shift — Ctrl — TIpoOen mexay nHUIMATaMA U (haMUITHEH.

6. Coznmanue, QopMaThpoBaHHWE U BBIBOJ Ha Ie4aTh JOKYMEHTOB
MPOM3BOJATCS HA KOMITBIOTEpAX C HMCIHOJIB30BAaHUEM TEKCTOBOTO MpoIeccopa
MS Word. Bueapenue »3JCKTPOHHBIX TaOJHIl, CO3JaHHBIX B TaOJIHMYHBIX
nporeccopax, B gokymentel MS Word e momyckaercs. Jlomyckaercs, mpu
HEOOXOJMMOCTH, co37aHue, (opMaTUpPOBaHWE M BHIBOJ, Ha Te4YaTh TaOJIUII
nocpeacTBoM TabauuHoro npoieccopa MS Excel.

7. Tlpu dopMaTupoBaHUU JOKYMEHTOB OO0S3aTEIBHO HCIOIb3YETCS
BKJTFOUCHHAS KHOTIKA 9TOOBI BUJETH HA DKPaHE BCE CIYKEOHBIE CHMBOJIBI.

8. Ilpu QopmaTupoBaHMM TEKCTa JIOKYMEHTOB HCIOJIb3YeTCS CTHUIIb,
KOTOPBII UMEET CIEAYIONIUE TapaMeTphI:

o Ilpudr TimesNewRomanCyr

e Pasmep 14 nyHkTOB
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e Orcryn cieBa 0cm
crpaBa 0 cm

e Uurepnan nepen 0 myHKTOB
nocJie 0 myHKTOB

e  MEeXCTpOUYHBI UHTEPBAII OJAWHAPHBIM, IMOJYTOPHBIN

e [lepmas cTpoka oTcTyn Ha 1,25 cM

e BripaBHHBaHUE 0 IUPUHE

9. Ilpu popmaTtupoBaHuu TaOIUIl HEOOXOAUMO COOJIIOAATH CIAEAYIOITUE
TpeOOBaHUS:

TabnMila BCerja JOJDKHA HWMETh Ha3BaHHWE, KOTOPOE BBIPAaBHUBACTCS
IO MPAaBOMY TIOJTIO IOKYMEHTA;

Ta0IMIa BEIPABHUBACTCS TI0 IIEHTPY JIUCTA;

3aroJIOBKU CTOJIOIIOB M CTPOK BBHIPABHUBAIOTCS TI0 LIEHTPY SUCHUKH;

JTAaHHBIC B sIMEUKaX TaOIUITHI BRIPABHUBAIOTCS CBEPXY 10 JICBOMY Kparo;

IPOJI0JDKEHUE TaOJIUIIBI HA HOBOM JIMCTE BCET/1a HAUMHAETCS C 3ar0JIOBKOB €€
CTOJIOIOB (WJIM HOMEPOB rpad B ciayyae, eciu rpadbl TAOTUIBI HA TIEPBOM JIUCTE
IIPOHYMEPOBaHbI);

CTPOKH TAaOJUIIBI MEPEHOCSITCS HA HOBBIM JIUCT JOKYMEHTA UCKIIOYUTEIHHO
IIETTUKOM;

IIUPUHA W BBICOTA TaONMIBI HE JODKHBI TIPEBBINIATH Pa3Mepbl IOJCH
JIOKyMEHTA.

10. Pa3mepsI mosneii JOKyMeHTa TOJDKHBI UMETh CIISAYIOIINE TapaMeTph:

®  BepxHeEe 2,0 cm

e  HIDKHEE 2,0 cm

e JieBOE 2,0 cm (Ha TOKYMEHTax CpOKOM XpaHeHus cBbimie 10 ier
—3,0 cm)

e 1paBoe 1,0 c™m

Ot Kpast 10 KOJIOHTHUTYA:

®  BEPXHEro 1,25 cm
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1,25 cm

11. ITpu NOATrOTOBKE TOKYMEHTOB UCIOIB3YIOT CICAYIOIINE PEKBU3UTHI:

rep0 cyowsekTa Poccuiickoit deneparumy;
HauMEHOBaHHE N30MPATEIHLHON KOMUCCHH,
HAaMMEHOBAHUE JIOJDKHOCTHOTO JIMIIA;
CIPAaBOYHBIC CBEJICHUS 00 OpraHHU3aIlNY;
HAaNMEHOBAHKE BHJIA JIOKYMCHTA,

JaTa JOKyMEHTa;

PETUCTPAIIMOHHBIA HOMED JOKYMEHTA,;

CCBIJIIKa Ha I/ICXOI[SIIHI/Iﬁ pGFI/ICTpaIJ;I/IOHHblf/'I HOMCD U

AaTy JOKYMCHTA,

12. PeKBUBHUTHI

ajpecar;,

rpu¢ yTBepkKACHUS JOKYMEHTA;
3aroJIOBOK K TEKCTY JOKYMEHTA;
yKa3aHUs M0 UCTIOJIHEHUIO JJOKYMEHTA,;
OTMETKA O KOHTPOJIE;

TEKCT JOKYMEHTA,

OTMETKA O HAJTMYUU MIPUIIOKEHUS;
MOJIMTUCH;

rpud coriacoBaHus TOKYMEHTA;
B34,

[e4aTsb;

OTMETKA 00 MCITOJTHUTEIIC;

UACHTU(PUKATOP DIEKTPOHHOU KOMMUH JOKYMEHTA.

(KpoMe TekcTa JOKyMEHTa U ajpecaTra), COCTOSIIUE

N3 HCCKOJIbKHUX CTPOK, II€YaTarOT CO CIACAYIOIINMU IIapaMCTpaMU:

[IpudTt
Pa3zmep

Orctyn

TimesNewRomanCyr
14 nyHkTOB
cieBa OcMm

cripaBa 0cm
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HNurtepBan nepen 0 myHKTOB
nocJie 0 myHKTOB
MexcTpOouHbI HHTEPBAI OJIMHAPHBIN
OTcTyn nepBoM CTPOKH HET
BripaBHUBaHNE 0 LIEHTPY
. PekBHU3UT «AnpecaTy nevaTaroT co CAEAYIOIMMHA MapaMeTpaMu:
Ipudt TimesNewRomanCyr
Pazmep 14 nyHkTOB
Otctyn cieBa 12 cm
cripaBa 0cm
WHuTepBan nepen 0 myHKTOB
rocie 0 myHKTOB
MexcTpOouHbI HHTEPBAI OJIMHAPHBIN
OTtcTyn nepBoM CTPOKH HET

BripaBHrBaHue

II0 JICBOMY Kparw HWIH HOCHTPYCTCA

Ecnu cocraBHBle YacTH peKBU3UTOB «Agpecat», «I'pud yTBepKIeHUS

nokymeHTay, «I'pu¢d cormacoBaHus JOKymMeHTa», «OTMETKa O HaJIU4uu

IMPHUIIOKCHUA» HC YMCIIAIOTCA Ha OI[HOfI CTPOKCEC, TO pa3pbIB CTPOKHU B HY’KHOM MCCTC

MPOM3BOIUTCS C IIOMOIIBIO CHMBOJIA «Pa3phiB cTpoku» (koMOuHalus KinaBuii Shift

— Enter),

Harpumep:

COI''TACOBAHO
[Ipencenarens koMuTeTa
UMYIIECTBEHHBIX OTHOIICHUIN

Cankr-IleTepOypra

A.H. BaHnoB

14. TIpu opopmieHnn JOKYMEHTOB Ha JBYX M 0oJiee CTpaHUlaX BTOpas U

MOCJIEYIONIME CTPAHMIIBI JOJKHBI ObITh MpOHyMepoBaHbl. Homepa crpanul
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IPOCTABJISIIOT TOCEPEIUHE BEPXHEro IMOJs JIMCTa apadCKuMu mudpamu 6e3
BCSKHMX 3HAKOB ITPEMMHAHUS.

Ecan AOKYMCHT UMCCT IIPUJIOKCHHUC, TO OHO IICYATACTCA C HOBOH CTpaHUIIbI.

15. JI;1s1 BBISIBICHHS U UCIIPABJICHISI BO3MOKHBIX OIMMOOK B MPABOIMCAHUN
B CchOpMHUPOBAHHBIX (alaXx PEKOMEHIYETCS OCYIIECTBIATH IPOBEPKY
JTIOKYMEHTOB, HCIIOJIb3Ysl CUCTEMBI ITPOBEPKHU MTPABOIMKCAHUSI.

16. Kaxxap1ii TOKYMEHT CO BCEMHU NPUIIOKEHUSMU K HEMY MOMEIIAIOT
B OTJICTBHBIN (Daii (ecu MPUIIOKEHUS CO3/JTaHbl OJTHUM MPOIIecCOpoM). BHyTpH
daitna caMm JOKYMEHT U KaXKJ0€ MPHIOKEHNE TOMEIAIOT B OTENIbHBIC Pa3/IeIbl.

17. Bce pekBU3UTHI TOKyMEHTa OTAEISAIOT JPYr OT JIpyra OJHOM IMyCTOM
CTpOKOH, oOpasyemoi cumBoyioM ab3ama (Y — kmaBuma Enter). B Tekcte
HE JIOJDKHO BCTpeuaThes 60Jiee BYX CUMBOJIOB ad3aria moapsI.

18. He nomyckaercst mucaTh CIIOBa C pa3psiIKOM, BCTaBJISS MPOOEIIBI MEKITY
OyKBaMH B CJIOBaX, 32 HCKIFOUECHUEM CJIOBA «PEIINIa» B PEIICHUAX U TPOTOKOJIAX
3acejaHuil m30uparenbHOW Komuccuu. He nomyckaercs UMCHOJIb30BaHUE
po0esIoB Jyuisi 00pa3oBaHus a03aIHOrO OTCTyMa (KPACHOW CTPOKU) HIIUA ITYCThIX
CTpoK. B Tekcre He MOMKHO BCTpedaThcs MOApsia Oojee OIHOTO CHMBOJIA
npoOena. Pasnenenue mnuinumanoB u  ¢damuinuu, cuMBoida Ne u©  yucna,
MOPSZIKOBOTO HOMEpa CTAaThH, YaCTH, MyHKTA WM MOAIMYHKTa MPaBOBOTO aKTa,
qyclia MecsiIia ¥ Ha3BaHUS MECSIIa, YUCIIa TOJIa U CII0BA «TOJ1», JTFOOBIX YHCIOBBIX
3HAYEHUN U €IMHULl U3MEPEHMs JIEeNaeTCs C HMCIOJIb30BAaHUEM HEpas3aeuMoro
npo6ena (coueranue kiaasuin Shift — Ctrl — ITpoGen).

19. He pomyckaercst BKJIIOYATh B TEKCT JIOKYMEHTa pa3eiiuTeIbHBIC
JUHUH, COCTABJICHHBIC U3 IIETIOYEK CUMBOJIOB (¥, =, -, — ¥ JIp.).

20. He nomyckaercsi MCHOJB30BAaHME B PYCCKUX CJIOBAaX CXOIHBIX TIO
HauepTaHuio JatuHckux OykB (A, a, B, C, ¢, E, e, H, K, M, O,0,P, p, 1, X, X, y).

21. He nomyckaercss HCHOJIB30BaHME CHMBOJa TaOysiuuu (—) s
oOpa3oBaHus a03alHOrO OTCTyna (KpacHOM CTPOKM) WM MYCTBIX CTPOK.
A03anHblil OTCTYN ycTaHaBiuBaloT B MeHI0 dopmar/Ab3an win ¢ MOMOUIbIO

BEPXHETO JIBUKKA Ha TOPU30HTAIbHOM JIMHEHNKE.
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22. He nomyckaeTcs WCHOJB30BaHUE CHUMBOJIA «-» [JI1 O0O3HAYCHUS
nepeHoca. BMecTto Hero ciemyeT MCHOJIb30BaTh CHUMBOJ MSATKOrO MEpeHoca
(xkomOuHarus kiaaBuir Ctrl — «-»).

23. Jlns HamMcaHus pUMCKUX LMD JOKHBI HCTIONb30BAThCS 3arjiaBHbIC
oykBbl natuHckoro andasuta (I, V, X, C, D, L, M). Mcnons3oBanue st 3TOM
IIEIN PYCCKUX OYKB M apaOCKuX 1udp HE JOMyCKaeTCs.

24. Bmecto 6ykBbl «E» nomkHa ynorpebnarscsa Oykpa «E» (Kpome UMeH
COOCTBEHHBIX MPU HAJTUYUH MOTBEPKAAIONINX JOKYMEHTOB).

25. PexBusutel «HanMeHoBaHWe BHIA JTOKYMEHTa» JOJDKHBI OBIThH
BBIPOBHEHBI 110 LIEHTPY. He nomyckaercs ucnosib30BaHUE CUMBOJIA ab3ama Juis
IpEpbIBaHUS CTPOKU B MPOU3BOJILHOM MECTE, JJIsi 3TOTO CJIEAYyeT MPUMEHSTH

CHUMBOJI pa3pbiBa CTPOKH (KoMOuHarwms kiapuir Shift — Enter).



[Tpunoxenune Ne 5

K TUoBOM MHCTPYKIUU IO IETIONPOU3BOJICTBY
B TeppuropuanbHOil H30MpaTEITLHON KOMUCCHU
B CankT-IlerepOypre

Cnucok pacchblJIKH HCXOIAIIMX TOKYMEHTOB

Ne HaunmenoBanue oprana . .
P ITostHBINH MOYTOBBIN agpec
n/n (opranuszaumu)
[Ipencenarens

TepputopuanbHON U30UPATEIHLHON KOMUCCHHU Ne

Hcnomaurenn

«

»

20 r.




CornacoBaHue MPOEKTA:
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[Tpunoxenue Ne 6
K TUoBOM MHCTPYKIUU IO IETIONPOU3BOJICTBY
B TeppuropuanbHOil H30MpaTETLHON KOMUCCHUU
B CankT-IlerepOypre

HWHHUIIHWAJIbI, (baMI/IJII/IH

JIOJKHOCTB

(mata)
JIOJ>KHOCTB

(mata)
JIOJKHOCTD

(mata)
Hcnonnurens:
JIOJ>KHOCTB

(mara)

(romuce)

HWHUIIUAJIbI, (baMI/IHI/IH
(moamucsk)

HWHHUIIUAJIbI, (baMI/IJ'II/Iﬂ
(mmoamuce)

HWHUIIUAJIbI, (baMI/IJ'II/IH
(moamuce)
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[Tpunoxenune Ne 7

K TUoBOM MHCTPYKIUU IO IETIONPOU3BOJICTBY
B TeppuropuanbHOil H30MpaTETLHON KOMUCCHUU
B CankT-IlerepOypre

YTBEPXJIAIO

[Ipencenarens TeppuropuanbHoii komuccun Ne

WHUIUANTBI, pamMuTus

(noonucy)

« »

20 T.

KoMuccuu Ne

caiite www.tik__ .spbik.spb.ru,

Otuer o pa3memiennu pemeHuil TeppuropuanbHoil H30MpaTeJIbHOM

B pa3aene «{0OKyMeHTbD» H pacChLIKe 0 COOTBETCTBYIOIIUM aJpecaTaM

3acenanne Ne OT « » roaa
No No pemrenust Agnpec pa3MmenieHus, aapecar pacChbUIKU ara
n/n THUK pa3mMenieHus,
PAaCCBUIKH
1
2
3

Hcnomaurens:




[Tpunoxenne Ne 8
K TUIIOBOM MHCTPYKLUU IO JEJIONPOU3BOACTBY
B TeppuropuansHoii U30MpaTEIHLHON KOMUCCHH
B Cankr-IlerepOypre

HEPEYEHD

nmoaJaeKamuX KOHTPOJJIK JOKYMECHTOB €C YKa3aHUEM CPOKOB HCITOJTHCHHUS

1. ®enepanbHblE KOHCTUTYIHOHHBIC 3aKOHBI, (elepaibHbIe 3aKOHBI
Pocculickon ®@enepanuy — cOracHO YKa3aHHOMY B HUX CPOKY.

2. Yxkassl [Ipe3unenta Poccuiickoit @enepainuu — COTIacHO YKa3aHHOMY B
HUX CPOKY.

3. Pacnopsoxkenus Ilpesugenta Poccuiickoit denepanuii — COTJIACHO
YKa3aHHOMY B HHX CPOKY.

4. llocranoBnenus, pacnopsbkenust — IIpaButensctBa  Poccuiickoii
denepanuu — COrJacHO YKa3aHHOMY B HUX CPOKY.

5. 3akonbl Cankt-lleTepOypra — coriiacHO yKa3aHHOMY B HUX CPOKY.

6. TlocranoBnenus 3akonomatenbHOro CoOpanus Cankrt-IlerepOypra —
COTJIACHO YKa3aHHOMY B HHUX CPOKY.

7. TlocranoBnenusi IlpaButensctBa Cankt-IlerepOypra — corjacHo
YKa3aHHOMY B HHX CPOKY.

8.  Pacmopsxenuss ['yOepnaropa Canxt-IlerepOypra —  COTJIacHO
YKa3aHHOMY B HUX CPOKY.

9. [Ilapnamentckue 3ampocel CoBera @enepanuu DeaepaabHOTO
CoOpanus Poccuiickoit ®enepanuu, ['ocynapctBenHoit [ymbr dDenepalibHOTO
Co6panust Poccuiickoii Denepanun — He IO3HEE YeM depes 15 kaneHaapHbIX THer
CO JHS TMOJY4YEHHsS TMapJIaMEHTCKOTO 3ampoca WIM B HHOW YCTAaHOBJIEHHBIN
cooTBeTcTBYIOMIEeH manaroit denepansHoro Cobpanus Poccuiickoit denepanuu

CPOK.
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10. 3ampocer unenoB Cosera @enepaunu Denepanpsuoro Cobpanus
Poccuniickonn ®enepanun, nenyratoB locymapctBeHHou Jymbl @PenepanbHOro
Co6panus Poccuiickoit deaeparuu — He o3iHee yeM depe3 30 KajaeHJapHbIX JHel
CO JHS €r0 MOJTYYEeHUS WM B MHOW COTJIACOBAHHBIA C HHULIMATOPOM 3aMpoca CPOK.

11. Oo6pamenus uineHoB CoBera Denepanuu DenepanbHoro ColOpaHus
Poccuiickon @enepaunu, aenyraroB [ocymapctBeHHoun Jlymbr denepaibHOTO
Cobpanust Poccuiickoit @eaepanm 1o BOpocaM, CBSI3aHHBIM C UX JACSTEIHHOCTHIO,
— Oe3oTnararenbHO (2 TMpPU  HEOOXOJUMOCTH TIOJNYUYEHHMS JIOMOJHHUTEIbHBIX
MarepuagoB — He mno3gHee 4yeM uepe3 30  KaleHAApHBIX  JHEU
CO JIHSI IOJIyYEHUsI 0OpallieHus).

12. OGpatenus JEIyTaToOB 3aKOHOATEIBLHOTO Cobpanus
Cankrt-IletepOypra — B CPOK, YCTAHOBJICHHBIM 3aKOHOJATEIbCTBOM
Cankr-IletepOypra.

13. TMucema u3 Anmunuctpanuu Ilpesunenta Poccuiickoit denepanum,
[IpaBurenscTBa Poccuiickon ®enepannu, Koncturtynunonnoro Cyna Poccuiickon
Oenepannu, BepxoBHoro Cyna Poccuiickoii ®@enepauuu, ['eHepaabHOU
npokypatypsl Poccuiickoit ®enepanuu, aamunuctpauuu ['yoepunaropa CaHKT-
[lerepbypra — B COOTBETCTBMU C YKa3aHUSIMHU TI0 HCIIOJHEHHUIO JOKyMEHTa
npeacenatenss TeppUTOpUAIBHON KOMHUCCHH, €CJIM B HMX HE YKa3aH CPOK, — HE
no3Hee yeM uepes 30 KaJIeHIapHbIX THEM.

14. TIpotect nmpoxkypopa — He o3Hee YeM uepe3 10 KalleHaJapHbIX THEH.

15. TIlpexacraBiaeHue mpoKypopa — He no3aHee yeM yepes 30 KajneHaapHbIX
JTHEH.

16. OOpamenuss rpakaad IO BoIpocaM BBIOOPOB U pedepeHAyMOB —
10 30 KaneHAapHbIX THEW, a TOCTYNUBILIKE B MEPUO M30UpATEIbHOW KaMITAHUH —
B cooTBeTcTBUU ¢ DenepaiibHbIM 3aKOHOM «O0 OCHOBHBIX TapaHTUSX
n30MpaTeNbHBIX TIPaB M IpaBa Ha ydactue B pedepenayme rpaxaan Poccuiickoit

Oenepauumny.
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17. Tlepecbuika oOpamieHHH TpaKIaH, COAEPIKAIIMX BOIMPOCHI, PELICHUE
KOTOPBIX HE OTHOCUTCS K KOMIIETCHIIMH TeppUTOpHUATbHON KOMHCCHH,
OCYIIIECTBIISIETCS B TCUCHUE CEMU KaJICHAAPHBIX JTHEH.

18. OOpamenust cpeACTB MaccoBOW uH(pOpMANMM MO  BOMpPOCaM
NPEIOCTaBICHUST MH(POPMAIIMK — CEMb KaJeHIapHbIX nHei. Ecimm TpeOyembie
CBEJCHHUS HE MOTYT OBITh MPEIOCTABICHBI B YKA3aHHBIM CPOK, TO JOITyCKaeTCs
OTCpOYKa B TMPEIOCTABICHHUM 3alpalirBaeMoil MH(POpPMAIMU C BpydYCHHEM B
TPEXIHEBHBIA CPOK CO JHS TOJydYeHHUs NHCBMEHHOTO 3ampoca uHbopmammu
yBEIOMJICHUSI 00 OTCPOYKE MPEJACTABUTEIO PEAAKIIMU, B KOTOPOM YKa3bIBAOTCS
NpUYMHA OTCPOYKH, JlaTa, K KOTOpOi OymeT MpeaocTaBieHa 3alpamriBacMast
uHpOpMaIus, IODKHOCTHOE JIUIO, YCTAHOBHBILIEE OTCPOYKY, Jara TMPUHITHS
penieHust 00 OTCPOUKe.

19. 3anpoc rocynapcTBEeHHOTO OpraHa, OpraHa MECTHOTO CaMOYTIPaBJICHUS
WIA JOJDKHOCTHOTO JIMIIA, PacCMAaTPHUBAIOIIErO OOpalleHne TIpakIaHHHA,
JOKYMEHTBI W MaTepuaibl, HEOOXOIMMBIC Ui pPAacCMOTPEHHUs OOpalieHus,
NpPEJOCTABIAIOTCS B TeueHHe 15 pJHel, 3a HCKIIOYEHHEM [OKYMEHTOB H
MaTEepHAIIOB, B KOTOPBIX COAEPIKATCS CBEICHUS, COCTABIISIONINE TOCYIaPCTBEHHYIO
WIH WHYIO OXpaHseMyro defepaabHbIM 3aKOHOM TaliHYy, U JUISI KOTOPBIX YCTaHOBJICH

0COOBII MOPSIIOK MPEOCTABICHHUSI.
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[Tpunoxenune Ne 9
K TUoBOM MHCTPYKIUU IO IEJIONPOU3BOJICTBY
B TeppuropuanbHOil H30MPaTETLHON KOMUCCUU
B CankT-IlerepOypre

YTBEPXJAIO

[Ipencenarens TeppuropuanbHOl
n30oupaTensHOl KomMuccuu Ne

MOJNNCh  pacu(pPOBKA HOAIUCH

20 T
HOMEHKJIATYPA JEJI
TeppuTopuaibHOil N30MpaTeIbHOI KOMUCCHT Ne Ha 20 rojg
THIeKe Kon-Bo Cpoxk xpaHeHus jena
;{Ia 3aronoBoxk siena nen (ToMOoB, (Toma, yacTH) [Tpumeuanue
A (Toma, JacTn) yacreil) 1 Ne crareil 1o TiepeyHio
1 2 3 4 5
Haspanwue paznena
HaunmeHnoBaHue OJKHOCTH COCTaBUTEIISI [Moanuce Pacumdposka
HOMEHKJIATyphI HOJITUCH
Jara
COT'JTACOBAHO COT'JTIACOBAHO
[Tporokon DK Cexperapp Cankt-IlerepOyprckoit

oT No H36HpaTeJ'IBHOfI KOMHUCCHHU

IToanuce pacuidpoBKa MOAMUCH
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[Tponomxenue npunoxenus Ne 9

Ntorosas 3ammuch 0 KaTeropusaix U KOJIUYECTBE JIE]1, 3aBEICHHBIX B roay B
TeppuropuaibHOl U30UpaTeabHON KOMUCCUU Ne

B ToMm uucie

ITo cpokam xpaneHus Bcero HepeXOIIIX C OTMETKOM
«IIK»
1 2 3 4
[TocrosiHHOTO

Bpemennoro (cBbimie 10 sier)

Bpemennoro (10 10 et BKIIOYUTENBHO)

UTOI'O:

HaunmeHnoBaHue OJKHOCTH COCTaBUTEIIS [Tonnuce Pactmmdposka
HOMEHKJIATypbI MOANUCH

ara




Teppurtopuansnas komuccust No

OIIUCDb Ne
JIeJ1 IIOCTOSTHHOTO XPaHEHUs
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[Tpunoxxenne Ne 10
K TUoBOM MHCTPYKIUU IO IEJIONPOU3BOJICTBY
B TeppuropuanbHOil H30MPaTETLHON KOMUCCUU
B CankT-IlerepOypre

YTBEPX/IAIO

[Ipencenarens
TepputopuanbHoil Komuccun No

3a roa IToamuce Pacmm¢poBka noamucu
Jara
Ne Nunexc Kpaithue | Kon-Bo
3aroyioBok Jciia HpI/IMe‘laHI/Ie
/o aena JaThl JINCTOB
1 2 3 4 B 6

B naHHBIN pa3gen onucu BHECEHO

¢ Ne

JIMTCPHBIC HOMEpA:

(yughpamu u nponucsio)

mo Ne , B TOM 4YUCJIC:

MIPONMYLIEHHbIE HOMEpaA!

HanmenoBanmne JOJIDKHOCTH COCTaBHUTCIIA

OMHCH
Jara
COI''TACOBAHO
[Ipotokon DK
oT Ne

[Tognuce Pacimmdposka noanucu

YTBEPXIEHO
IIporokon LleHTpabHOM YKCIIEPTHO-
IIPOBEPOYHON METOINYECKON KOMUCCUH
ApxuBHoro komuteta Cankt-IlerepOypra

oT Ne




Teppurtopuanshas komuccust No

OIIUCDb Ne
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[Tpunoxxenue Ne 11

K TUoBOM MHCTPYKIUU IO IETIONPOU3BOJICTBY
B TeppuropuanbHOil H30MpaTETLHON KOMUCCHUU

nen spemerHoro (10 et u 6oJee) XpaHeHUs

B Cankr-IlerepOypre

YTBEPXIAIO

[Ipencenarens
TeppuropuanbHoii Komuccuu Ne

3a roa [Toamuce Pacmm¢poBka noamucu
JlaTa
No Nunexc Kpaiinne | Kon-Bo Cpok
3aroJyioBOK jena [Ipumeuanue

n/n zena JIaThI JIMCTOB XpaHeHUs

1 2 3 4 3) 6 7
B naHHBIN pa3gen onucu BHECEHO

(yughpamu u nponucwio)

¢ No o Ne , B TOM YHCJIE:
JUTEpHBIE HOMEpA:
MIPONMYLIEHHbIE HOMEpaA!
HanmeHnoBaHMe TOIKHOCTH COCTaBUTENS [Tognuce PactmmmdpoBka noanucu

OITNCHU

Jara

COI'TTACOBAHO
IIporoxon DK

oT No

COTI'JTACOBAHO
Cexperapp Cankr-IlerepOyprekoit
n30HUpaTeTbHON KOMUCCUU

®.N.0.




Teppurtopuansuas komuccust No_

OIIUCDb Ne

ACII 110 JINYHOMY COCTaBy
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[Tpunoxxenue Ne 12
K TUoBoOi MHCTPYKIUU 11O IEJIONPOU3BOJICTBY
B TeppuropuanbHOil H30MPaTETLHON KOMUCCUU
B CankT-IlerepOypre

YTBEPXJIAIO

[Ipencenarens
TepputoprnanbHOil KOMHCCUU No

3a roxa [loamuce Pacmm¢poBka noamucu
[ara
No Nunexc Kpaiinne | Kon-Bo Cpok
3aroJyioBOK Jena [Ipumeuanue
/1 nena JIaThI JIUCTOB XpaHeHUs
1 2 3 4 5 6 7

B nanHBIN pa3aen onucyu BHECEHO

¢ Ne

JMTEPHBIC HOMEPA:

(yughpamu u nponucwio)

o Ne , B TOM YHCJIE:

MIPONMYLIEHHbIE HOMEpA!

HanmenoBanmne JOJIKHOCTH COCTaBHUTCIIA
OIINCHU

Jara
COT'JTACOBAHO
IIporoxon DK
oT Ne

[Tognuce PacummdpoBka noanucu

COTI'JTACOBAHO
IIporokon LleHTpabHON HKCIIEPTHO-
MPOBEPOYHON METOJUYECKON KOMHUCCUU
ApxusHoro komurtera Cankt-IlerepOypra

oT Ne
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[Tpunoxxenue Ne 13
K TUoBoi HHCTPYKIUU IO IEJIONPOU3BOJICTBY
B TeppuropuaibHOl W30UpaTEILHON KOMUCCUT
B Cankr-IlerepOypre

YTBEPXIAIO
Tepputopuanbaas koMuccust Ne
AKT
[Ipencenarens
No TepputopuanbHoii komuccuu No
(mecmo cocmasnenus) TIOJTITHCh Pacmm¢poska
HOIITHUCH
Jlata
O BbIe/ICHUN K YHUYTOKEHHIO JOKYMEHTOB,
He NOAJIeKAIMX XPAHEHUIO
Ha ocHoBanum IlepeyHs THNOBBIX  YIPABJICHYECKHX APXMBHBIX JIOKYMEHTOB,

o0Opa3yromuxcsi B Ipolecce AESITeIbHOCTH TOCYAAPCTBEHHBIX OPraHOB, OPraHOB MECTHOTO
CaMOYIPAaBJIEHUS. M OpraHM3alMii, C yKa3aHUEM CPOKOB XpPaHEHUS M HOMEHKJIATYphbl el
TepputopuanbHoii u3buparenbHo komuccuu Ne  0oTOOpaHbl K YHHYTOXKEHHUIO Kak He
MMEIOLINE HAyYHO-UCTOPUYECKON IEHHOCTHU U YTPATUBILNE IPAKTUYECKOE 3HAYEHHUE JOKYMEHTHI.

3aroJI0BOK Jiena WHpeke nena no
. . Cpoku XxpaHeHus
Ne WJIY TPYIIIOBOM Kpaiinue HOMEHKJIaType Kon-Bo . | IIpnme-
¥ HOMepa cTaTei
n/n 3aroJIOBOK JIaThl WJIM HOMED Aelia en. Xp. YaHHe
110 IIEPEYHIO
JOKYMEHTOB 110 OIIMCH
1 2 3 4 5 6 7
Hroro: el. Xp. 3a TOJIbI

(yughpamu u nponucwro)

Omnucu ACJI TOCTOSAHHOI'O XpaHCHUSA 3a

coriacoBannl ¢ DK

(MpOTOKOI OT

C»

T. No

TOJbI YTBEPKACHBI, 110 INYHOMY COCTaBY
Cankr-IlerepOyprckoit u3duparenbHO KOMUCCUN

(Haumeno8anUe OONHCHOCU TUYA, NPOBOOUBUE20 IKCHEPIMUIY YEHHOCIU OOKYMEHNO08)

Jara

(noonucv)

(unuyuanvl, pamunus)
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[Tponomkenne npunoxxkennst Ne 14

COI'JTACOBAHO COI''TACOBAHO
[Ipotokon DK Cekperapp Cankr-IlerepOyprckoit
U30MpaTEeIbHON KOMHCCUH
o1 Ne @®.1.0.
JIOKyMEHTBI B KOJINYECTBE JielT, TOMOB

BECOM KI' CAaHbI B

Ha nepepa60TKy 10 HpHCMOCHaTOqHOfI HaKJagHOM OT

HanmenoBanne J10IKHOCTH JIMILa,
CAaBHICTO0 JOKYMCHTDBI

Jara Toonuce

HN3meHeHus B YUYCTHBIC TOKYMCHTBI BHCCCHBI

HaunmeHoBanue JOIKHOCTH JINIA ,
BHECIIIETO U3MEHEHUS B YUCTHBIC
JIOKYMEHTBI

Jlara Iloonuce

(HaumeHosanUe opeanuzayul)

No

(0ama)

Pacwugposra noonucu

Pacwughposra noonucu
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[Tpunoxxenue Ne 14
K TUoBOM MHCTPYKIUU IO IEJIONPOU3BOJICTBY
B TeppuropuanbHOil H30MPaTETLHON KOMUCCUU
B CankT-IlerepOypre

TeppuropuanbHas usdbupareabHas komuccus No

YTBEPXIAIO
AKT [Ipencenarens
20 r. Ne TeppuropraibHON N30UpaTETHHON

komuccuu Ne
MECTO COCTABJICHUS

Toanuch pacmdpoBKa IOIIMTUCH

OO0 yHMUTOKEeHUH TOKYMEHTOB
€ OrPAHUYEHHBIM CPOKOM nata
XpaHeHust
(JIMH, 1 rox, 3 roxa, 5 net)

Ha ocnoBanum IlepeuHs THIIOBBIX YNPABJIEHYECKHMX APXUBHBIX JIOKYMEHTOB,
00pa3ylomMXcsi B IPOLECCE IESATEIbHOCTH TIOCYJapCTBEHHBIX OPraHOB, OPraHOB MECTHOIO
CaMOYIIPABJIEHUS M OpraHM3alMi, C yKa3aHUEM CPOKOB XPaHEHUS M HOMEHKJIATYphbl el
TepputopuanbHoii u3dbuparenbHOM Komuccuu Ne  oToOpaHbl K YHHUTOKEHHUIO Kak He
MMEIOLINE HAYYHO-UCTOPUYECKON IEHHOCTU U YTPATUBILNE PAKTUYECKOE 3HAYCHHUE JOKYMEHTBHI.

3aronoBok Jena Wupekc gena no -
Ne U rpynn(J)IBoﬁ Kpaitnue HoﬁquKiaType EOH > Cpoxn XPaTCHIA IIpume-
M. Xp- ¥ HOMepa craTeil
n/n 3aroJIOBOK JIaThl WJIM HOMEp Jiena YaHue
JIOKYMEHTOB O OIUCH (J1ucTOB) [0 IICPEHHIO
1 2 3 4 5 6 7
Utoro en.xp. (Jiucron) 3a roj
(1),
(undpamu, NPONKCHIO)
Becom KT ClIaHbl B Ha
(HanMEeHOBaHHME OPraHU3AIIH)
nepepaboTKy M0 MPHUEMO-CATOYHOM HaKIaJHOU OT Ne

(I/IJ'II/I YHUYTOXKCHBI ITYTEM U3MCIIBUCHU A (H.IpeI[I/IPOBaHI/ISI) Ha ClicuaJIn3npoOBaHHOM

000pyI0BaHUU 0€3 BO3MOKHOCTH BOCCTAaHOBJICHUS ).
Jara BpEMA
COT'JTACOBAHO COT'JTIACOBAHO
[Tporokon DK Cexpertapp Cankr-IlerepOyprckoit
n30upaTenTbHON KOMUCCUHI

®.1N.0.

oT No
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[Tpunoxxenne Ne 15
K TUoBOM MHCTPYKIUU IO IEJIONPOU3BOJICTBY
B TeppuropuanbHOil H30MPaTETLHON KOMUCCUU
B CankT-IlerepOypre

BHYTPEHHSA OIIUCH

AOKYMEHTOB JieJia Ne

No HNunexc JHara Homepa
3aroyioBOK JOKyMEHTa [Ipumeuanue
n/0 | JOKyMEHTa | JOKyMEHTa JIUCTOB JIeNIa
1 2 3 4 5 6
Hroro: JAOKYMCHTOB
(mmpaMu ¥ IPOTTUCHIO)
KonnuecTBo IMCTOB BHYTpEHHEN OITUCH
(mdpaMu 1 TPOMUCHIO)
HanmMeHnoBaHue JOJDKHOCTH JIMIa, -
IToanuce PacmmdpoBka noamnucu

COCTaBHMBUICTO BHYTPCHHIOIO OIMUCH
JOKYMCHTOB /JI€JIa

Jara
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[Tpunoxxenue Ne 16
K TUoBOM MHCTPYKIUU IO IETIONPOU3BOJICTBY
B TeppuropuanbHOil H30MpaTETLHON KOMUCCHUU
B Cankr-IlerepOypre

JIMCT-3ABEPUTEJIb JIEJIA Ne

B neno noammro 1 npoHyMepoBaHO JIUCTOB(a),
(undpamu ¥ MPONHUCHIO)

B TOM YHCJIC:

JIMTCPHBIC HOMEPA JIMCTOB

IIPOMYyHICHHBIC HOMEpPA JINCTOB

+ JINCTOB BHYTPEHHEHN OIKUCH

OcoOeHHoCTH (PU3HYECKOTO COCTOSIHUS H Howmepa
bopmupoBaHus jena JIUCTOB
1 2

HaunmenoBaunue 10IKHOCTH

IMoxamnuce Pacmm¢poBka noamucu

Hara
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[Tpunoxxenue Ne 17
K TUoBOM MHCTPYKIUU IO IEJIONPOU3BOJICTBY
B TeppuropuanbHOil H30MPaTETLHON KOMUCCUU
B CankT-IlerepOypre

TEPPUTOPHUAJIBHASN U3BUPATEJIbBHAS KOMUCCHSA Ne
CAHKT- IETEPBYPI'

JTEJIO Ne

(3a2011060K dena, mom denaq)

(kpatinue oamsi)

Ha  gmer
@ Ne
On. Ne
A Ne

XpaHUThb



YTBEP/XKJIAIO
[Ipencenarens
TeppuropuabHON
nu30upareabHol KoMuccuu No_

IIOAITHUCH pacmn(l)pOBKa IIoAIMUCHU
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[Tpunoxxenue Ne 18
K TUoBOM MHCTPYKIUU IO IEJIONPOU3BOJICTBY
B TeppuropuanbHOil H30MPaTETLHON KOMUCCUU
B CankT-IlerepOypre

YTBEPX/IAIO
[Ipencenarens
Cankr-IlerepOyprekoit
n30HUpaTeIbHON KOMUCCUU

IIOAIMHUCH paCHII/I(l)I)OBKa NOAIMUCH

Hara [Ieuats [ara [Ieuats
AKT Ne
npueMa-mnepeaain
APXUBHBIX TOKYMEHTOB HA
XpaHeHHe
(ocHosanue nepedauu)
(razsanue nepedasaemozo ponoa)
TeppuropuajabHasi usduparejbHasi KOMMCCHS Ne B JuIe
cmaia, a

JomxHocTh,  (amMmIns, HHULHAIE]

Cankr-IlerepOyprekas u3buparteabHas KOMMCCHS B Jvie

JIOIDKHOCTD, (haMUITUS], HUITHATIBI

MpHUHsIIA JOKYMEHTBI HA3BaHHOTO ()OHJIa U CIIPABOYHOT0 MaTepuana K HUM:

Ne n/mt HasBanue, Homep onucu Konnuectso KomnuectBo | Ilpumeuanue
IK3EMIUISIPOB en. Xp.
OIHUCH
1 2 3 4 5
Hrtoro npunaro eI.Xp.
Ilepenauy npoussenu:
JoiKkHOCTB [Toanuce PacummdpoBka  J1omKHOCTH [Tonmuce  PacmmdpoBka
[ara [ara
®onny nprcBoeH No
N3meHeHns B ydeTHbIE JJOKYMEHTBI BHECEHBI
JIOJKHOCTB ITognuce PacmmgpoBka

JlaTa
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[Mpunoxenne Ne 19
K TUIIOBOM MHCTPYKLUU IO JEJIONPOU3BOACTBY
B TeppuropuansHoii U30MpaTEIHLHON KOMUCCHH
B Cankrt-IlerepOypre

dopma perucTpaOHHOI0 KYPHAJIA BXOASIINX JOKYMEHTOB

Hata Peructpa | Koppecnn | Homep wu | Conepx | Pesomo | Ucnon | Cpok | Ormer | Hom

MoJiyye | IMOHHBINA | OHJIEHT | Jara aHue s HUTENIb | UCIIONT | Ka 00 | ep

HUS HOMEp JIOKYMEHT HEHUS | MCION | Jela

a HEHUU
(I)opMa PErUCTPAINMOHHOIO KYPHAJIAa UCXOAAIIUX JOKYMECHTOB

Hara Peructparnmonnsiii | Aapecar | Kpatkoe Kto Ucnonuutens | Homep aena

OTIPABIICHUS | HOMEP coJiepKaHue | MOJIucal C  Komuewu

JOKYMEHTa JOKYMEHTa | JTOKYMEHT UCXOJISIIETO
JIOKYMEHTA




