YTBEPX/IEHA
peenreM TeppuTopranbHON
n3buparenbHO KoMuccuu Ne 26
ot 10 aBrycra 2026 roma No 7-1

NHCTPYKIUA
1O AEJOIMTPON3BOJACTBY B TEPPUTOPUAJIBHOU
W3BEUPATEJIBHONH KOMUCCHUHM Ne 26 B CAHKT-IETEPBYPI'E

1. O0ue MoJI0KeHNUA

1.1. UncTpykuus o NEJNONPOU3BOACTBY B TeppuropnanbHOi
n3zbuparenbHor komuccuu Ne 26 (manee — MHCTpyKIMsI) yCTaHABIUBAET MOPSIOK
paboThl C JTOKyMEHTaMH, OCHOBHbIE NpaBHUJia MX MOATOTOBKU U OQPOPMIIECHHUS
B TeppuropuanbHoil n30uparenbHoi komuccuu Ne 26 (nanee — TeppuTOpUaibHas
KOMUCCHSA).

TeppuropuanbHas KOMHCCHS BIIPABE YTBEPKIATh TUIIOBBIE
W/WIUM  TpUMEPHbIE MHCTPYKLUMU MO JI€JONMPOU3BOJACTBY JUISI y4aCTKOBBIX
n30MpaTeIbHBIX KOMUCCHUH.

1.2. Uuctpykius paszpaboTaHa Ha OCHOBaHMHM (eAepalbHbIX 3aKOHOB
ot 12 urons 2002 roga Ne 67-®3 «O06 0OCHOBHBIX FapaHTUSIX U30MPATEIbHBIX MPAB
W TpaBa Ha ydactue B pedepenayme rpaxman Poccuiickoit deneparumn
(nanee — @enepalibHbI 3aKOH 00 OCHOBHBIX TapaHTHsIX HM30MpaTeIbHBIX MpaB),
or 22 oktsa6ps 2004 roma Ne 125-d3 «O6 apxuBHoM nene B Poccuiickoit
denepanuny, 3akoHoB CaHkT-IleTepOypra, MOCTaHOBICHHUN 1 HHBIX HOPMATHUBHBIX
aktoB LleHTpanbHOM M3bUpatenbHOM komuccuu Poccuiickoit denepanuu (nanee —
MUK Poccun), Cankrt-IlerepOyprckoit m30upaTenbHOW KOMHCCHH, pPErIaMeHTa
TEPPUTOPUAIBHON  KOMHCCUM, C  MCIIOJIb30BaHUMEM [pukazoB Pocapxusa
or 22 mas 2019 roga Ne 71 «O6 yrtBepxnaenuu IIpaBun aenonpou3BOACTBa
B TOCYJAapCTBEHHBIX  OpraHax, OpraHax MECTHOIO  CaMOYNPAaBIICHUSD,
or 25 npexabps 2020 roma Nel199 «O6 ytBepxkaeHUM MeTOoAMYECKUX

pekoMeHganuii Mo  pa3paboTKe  WHCTPYKIMH MO  JEJIOMPOU3BOJICTBY
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B TOCyAapCTBCHHBIX opraHax, opraHax MECTHOI'O CaMOYIIPABJICHUS,

ot 31 urons 2023 roga Ne 77 «O6 yrBepxkaeHuu [IpaBun opranuzanuu XxpaHeHus,
KOMITJICKTOBAHMSI, y4€Ta W WCIOIb30BaHUS TOKYMEHTOB ApxuBHOTO (hoHIa
Poccniickonn denepannu U IpyTUX APXUBHBIX JTOKYMEHTOB B T'OCYJIapCTBEHHBIX
opraHax, OpraHax MECTHOTO  CaMOYMNpaBJIE€HUS W  OpraHU3ALMIXY,
I'OCT P 7.0.97-2025 «Hanwonaneueiii crangapt Poccuiickoit  ®Deneparumu.
Cucrema cranHaapToB 10 HH(pOpManUU, OUOIMOTEYHOMY U H3JATEIHCKOMY
neny.  OpraHu3alMOHHO-pacnopsIWTENbHass  JOKymeHTauus.  TpeOoBaHus
K odopmiieHnro nokymeHtoB», ['OCT P 7.0.8-2025 «HamumoHanbHbIH CcTaHAApT
Poccuiickoit deneparuu. Cuctema ctaHaapToB 1o HHGOpMaI, OMOINOTEHHOMY
U H3JaTeNbCcKOMy Jeny. Jlenonmpou3BOACTBO W apXUBHOE Je70. TepMHHBI
U ONIPEICIICHUS».

PaGota ¢ pokymeHTamu, cojaepKalluMu HWH(OpPMAIKI0 OTrpaHUYEHHOTO
pacnpoCTpaHEHUsl, OCYIIECTBISIETCSI B  COOTBETCTBUM C  MOCTAHOBJIEHUEM
[IpaButensctBa Poccuiickoit ®denepamuu ot 03 Hos6ps 1994 roma Ne 1233
«O06 ytBepxaeHuu llonoxkeHuss o TOpsSAKE OOpaIlleHHs CO  CIIyKeOHOM
uH(popManme OrpaHMYEHHOTO pPACIPOCTPAHEHHS B (eaepaibHbIX OpraHax
WCIIOJTHUTEIIbHOM BJIACTH, YIIOJJHOMOYEHHOM OpPTaHe YIPaBICHUS UCIIOIb30BaHUEM
aTOMHOW PHEPrUU U YNOJIHOMOYEHHOM OpraHe Mo KOCMHYECKOW AESTeNIbHOCTH,
3a HCKJIIOYEHHEM JIOKYMEHTOB, COJAEpXKaIluX CBEeACHHs 00 u30upaTensx,
y4JacTHUKax pedepeHayma, oOpamjarommuxcs B paMkax (yHKIIMOHUPOBAHUS
['ocynapcTBeHHOM cHCTeMBbI peructpanuu (ydera) wus0uparesneil, y4aCTHUKOB
pedepennyma B Poccutickoit denepanum.

1.3. [Tonoxenus MHCTPYKITMU pacipoOCTPaHSAIOTCS HA OPTaHU3AIIAI0 PaOOTHI
C JOKYMEHTaMH HE3aBUCHUMO OT BHJA HOCHUTENS, B TOM YHUCIE C AJIEKTPOHHBIMU
JOKYMEHTaMH, BKJIOYas MOJATOTOBKY, PErHUCTpallvI0, MPOXO0XKICHUE, XpaHEHUE
Y UCIOJIb30BaHUE JIOKYMEHTOB.

[Tonoxenuss MHCTpyKIMKM HE pacpOCTPAHSIIOTCS HA OPTaHHU3AIMI0 PAOOTHI
C JOKYMEHTaMH, COJEpP)KAIIUMHU CBEJEHUS, COCTABISIOIINE TOCYAapCTBEHHYIO

TalHY.
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TpeboBanus WHCTpykiimu Kk pabote ¢ (QUHAHCOBOW, B TOM YHCIIE

OyXraJlTepcKoOil JOKYMEHTAllMel paclpOCTPaHAIOTCS Ha JaHHBIE JIOKYMEHTBI
B YaCcTH OONIMX MPHUHIIUIOB pabOThl ¢ HUMH, a TAK)KE€ OpPraHU3alUHA TEKYIIETO
XpaHEHUs JTOKYMEHTOB M MOJTOTOBKM HMX K Iepe/laue Ha apXUBHOE XpaHEHUE,
C y4yeToM OCOOCHHOCTEH  OIOJUKETHOrO  3aKOHOJATENbCTBA,  HACTOSIICH
WNuctpykuuu, nHbix HopMatuBHBIX akToB LUK Poccum, Cankr-lletepOyprekoi
n30MpaTeIbHOM KOMUCCUH, TEPPUTOPUATBHON KOMUCCHHU.

PaboTa ¢ gJOKyMeHTaMHu IO OpraHU3alyy 3aKylOK TOBapoB, pabOT U yCIIyT
ocymectBisieTcs ¢ ydetom @DenepanbHOro 3akoHa oT S5 ampens 2013 rona
No 44-d3 «O koHTpakTHOM cucTeMe B c(epe 3aKymnmok TOBapoB, pabOT, ycCiayr
JUIs. 00ecreueHrsl TOCYJapCTBEHHBIX W MYHHUIIMOAIBHBIX HYX1». OCOOEHHOCTH
OpraHu3alid JOKYMEHTOOOOpOTa, OTHOCSIIEroCcs K OpraHu3aldd 3aKyNoK
TOBapoOB, padOT U yCIIyT, MpPaBUJIa MOATOTOBKH U O(POPMIICHUS TAKUX JIOKYMEHTOB,
a TaKkKe NOpAIOK padOTbl C HUMHU MOTYT JOINOJHHUTENIBHO YCTaHABIMBATHCS
COOTBETCTBYIOIIUMU HOPMaTUBHBIMH aKTamMu UK Poccun,
Cankrt-IletepOyprckoit n30upaTenbHOM KOMHUCCUU, TEPPUTOPUATILHON KOMKCCHH,
pUKa3amMu NpeaceaaTesst TepPUTOPUATbHON KOMUCCHH.

1.4. [IpaBuna moAroToBKH U O0QOPMIICHUS] JOKYMEHTOB U MOPSAOK PabOThI
C HHUMH, TpeaycMoTpeHHble WHCTpykumei, o0s3aTelbHbl JJI8  YJICHOB
TEPPUTOPUAIIBHOM KOMHUCCHU W TOCYIJAPCTBEHHBIX TPAXKIAHCKUX CITY KX
anmnapara TEppUTOPHUAIBHON KOMHUCCHUU (Jlajiee — rpakJIaHCKue Clly>Kalllue) U Jul,
3aMEIIAIOMINX JOJDKHOCTH, HE SIBISIOIIMECS JOHKHOCTAMH TOCYIapCTBEHHON
IPKIAHCKON CIIyKObI, a TaKXKe JIHI], IPUBIEKAEMBIX IO TPaXIAHCKO-TIPABOBBIM
JIOTOBOPAM.

1.5. Benenue JEJIONTPOU3BOACTBA TEPPUTOPUAIIBHOMN KOMUCCHU
OCYILECTBIISIET MPE/ICENATeNIb TEPPUTOPUATBHOM KOMHUCCUU WM Tpa)XAaHCKUI
CIyXalllil anmapara TEPPUTOPHAIBHOM KOMHUCCHM, Ha KOTOPOIO BO3JIOKEHA
byHKIMS BEIEHUS JICIIONPOU3BOJICTBA B COOTBETCTBHM C  JIOHKHOCTHBIM
pernamMeHToM  (majee — paOOTHUK — amnmapara, OTBETCTBEHHBIM 3a  BEJICHUE

JIEJIOTIPOU3BOICTBA).
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1.6. PaGoTHukm  ammapara,  TMOCTYNUBIIME  HAa  TOCYJApPCTBEHHYIO

rpaxaanckyro  cinyx0y Cankt-lIletepOypra B ammapar TeppUTOpUATIBHON
KOMHCCHUH, TUOO Ha JOJLKHOCTHU, HE SIBJIIONIUECS TOKHOCTSIMUA TOCYyAapCTBEHHOM
rpaXJIaHCKOW CIYKOBbI, a TaKXe TpakJaHe, MPHUBICKAEMbIE MO TPaXIAHCKO-
MPaBOBBIM JOTOBOpaM, JIOJDKHBI OBITH O3HAKOMJIEHBI O] IMOJIUCH C TEKCTOM
NHcTpykiimu ~ paOOTHUKOM  amnmapaTta,  OTBETCTBEHHBIM 32  BEJACHUE
JIeJIONIPOM3BOICTBA.

1.7.B cnydae yxola B OTIYCK, Bbi€3Ja B KOMAaHAHPOBKY, OOJE3HH,
YBOJIbHEHUSI ~ HCHOJIHUTENSA  JOKYMEHTOB  HEHUCHOJIHEHHBIE  JIOKYMEHTBI
10 TIOPYYECHUIO MpeAcenaTelss TEPPUTOPUAIIBHON KOMUCCHUU MEPEAAIOTCS IPYTroOMy
HCTIOJTHUTEIO.

1.8. [1enonpou3BOACTBO B TEPPUTOPHAIBHON KOMHCCHH OCYIIECTBIISETCS
CpEICTBAaMH  TOJICUCTEMBl JIOKYMEHTOOOOpOTa M  yNpaBiieHUs IU(POBBIM
KOHTEHTOM ['0CynapCTBEHHOM aBTOMAaTH3MPOBAaHHOM cuCTeMbl Poccuiickon
deneparun «Beioope»  (manee — [1J]), a Takke C HCIOIB30BAaHUEM JPYTHUX
pPErUCTpPallMOHHO-YUETHBIX (OpM  (KapTOYHOM WJIM JKypHAJIbHONH CHCTEMBI
perucTpanuu J0KyMEHTOB).

Pabota B I1J] MOXET OCYIIECTBISATHCA KaK B 3aKPBHITOM KOHTYpE, JOCTYM
K KOTOpPOMY 4YJIeHaM TEPPUTOPUATIBLHON KOMHUCCHU M paOOTHHMKAM armmapara
TEPPUTOPUAIIBHON KOMHUCCUU TMPENOCTABIIETCA B COOTBETCTBUM C MIPUKA30M
npeacenarTenss TEppUTOPUATBHON KOMUCCUHU, TaK U B OTKPBITOM KOHTYpE, JIOCTYII
K KOTOpPOMY MpPEIOCTABISECTCS B COOTBETCTBUM C pacnopsbkeHuem llpeacenarens
MUK Poccun, nopmaruBHbiMH akTamMu Caskt-lIleTepOyprckoit m3OupaTenbHON
komuccuu 1o cornacopanuto ¢ [H{HAK Poccun.

B 3akpeiToM KOHTYpe mpeaycMoTpeHa oOpaboTKa MEePCOHANBHBIX JTaHHBIX
1 MHOM KOH(pHUACHIINATbHON HHPOpMAITUH.

JlokyMeHnThl, conepxainuecs B 1], MoryT ObITh MOAMKMCAHBI JIEKTPOHHON
MOAIUCHIO JOJDKHOCTHOTO JIMLIA.

PaGora c JoOKyMeHTaMu TEPPUTOPUATILHON KOMHUCCHM OCHOBBIBACTCS

Ha MMPUHLNIE OJHOKPATHOW PETUCTpPallii JOKYMEHTA.
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1.9. Uactpykiius W W3MEHEHHWS B HEE YTBEPXKIAIOTCS perieHuEM

TEPPUTOPUANBHON KoMmMuccuM mocie cornacoBanuss ¢ Cankr-IletepOyprekoit
n30UpaTeIbHON KOMUCCHUEH.

1.10. B HCTpYKIIMHU HCTIONB3YIOTCS CAEAYIONIUE TEPMUHBI U ONIPEACTICHUS:

OJlaHK JOKYMEHTa; »JJEKTPOHHBbIM MAa0JOH OlaHKa JOKyMEHTa — JIUCT
OyMarn WiId OSJIEKTPOHHBIA IIAaOJOH C PEKBU3UTAMH, HJICHTUPUIUPYIOUTIMH
aBTOpa O(PULIMATIBHOTO JOKYMEHTA, PacIOJIOKEHHBIMH B OIIPEICIIEHHOM MOPSIIKE;

BHYTPEHHHMM OKYMEHT — JJOKYMEHT, ITOATOTOBJICHHBIA B TEPPUTOPHUAIBHOU
KOMHUCCHH, HE BBIXOSIINI 3a €€ Npeebl;

BXOIAIIMKA JOKYMEHT — JOKYMEHT, IOCTYNHBIIMA B TEPPUTOPHUAIBHYIO
KOMUCCHIO;

(2JIEKTpOHHOE)  J1e7I0 — PU3HYECKH  000COOJIeHHAass WM JIOTUYECKH
olpesesieHHas: eIUHUIA KIacCU(UKALUU U CHUCTEMAaTU3alld B JIOKYMEHTAJIbHOM
boHAe TeppUTOPUATBHON KOMHCCHH, BKIIOYAIOWIAs JOKYMEHT WM COBOKYITHOCTb
JOKYMEHTOB, OTHOCAIIMXCS K OJHOMY BONPOCY WM YYacCTKy JAESITEIBbHOCTH,
MMEIOIINX OJIMHAKOBBIA CPOK XPAHEHUS;

JEJIOMPOU3BOACTBO — COBOKYITHOCTh MPOLECCOB PabOThl C JOKYMEHTAMH,
BKJIOYasi JIOKYMEHTHpPOBaHHE, JOKYMEHTOOOOPOT, OINEpaTUBHOE XpaHEHHUE
Y UCIOJIb30BaHUE JIOKYMEHTOB B JI€ATEIbHOCTH TEPPUTOPUATBHON KOMHUCCHH;

JOKYMEHT — 3a()MKCUpOBaHHasi Ha HocuTelne MHPOpMalusi ¢ peKBU3UTAMU
W/WIU METaJaHHBIMU, TTO3BOJISIOIIMMHU €€ UACHTU(UIUPOBATH;

JOKYMEHTaIbHbI  (DOHJ — COBOKYITHOCTh JTJOKYMEHTOB, 00pa3yroUIMXcs
B JCSITENIbHOCTH N30MPATETbHON KOMUCCHH;

JOKYMEHTUPOBAHHUE — CTAAMS KU3HEHHOTO LIMKJIAa JOKYMEHTa, Ha KOTOPOM
OCYILIECTBISICTCS 3alluCh HHMOpPMALKUKM C PEKBU3UTAMHM W/WIA METaJaHHBIMU
Ha HOCHUTEJIE M0 YCTAaHOBJICHHBIM IIPaBUJIaM B YCTAHOBJIEHHOH (popme;

JOKYMEHTOOOOPOT — ABUKEHUE IOKYMEHTOB B TEPPUTOPUATILHON KOMHCCHH
C MOMEHTa HMX CO3JaHHMS WM T[OJY4YEHUS [0 3aBEPLICHHUS WCIOJHEHHUS

HJIN OTIIPABKH,
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AyOnuKaT JOKyMEHTA — MOBTOPHBIM SK3eMIUISIp MOAJMHHUKA JOKYMEHTa,

CO3[IaBAEMBIII C LIEJBbIO 3aMEHbI TOJJIMHHUKA;

KU3HEHHBIA IHUKJI JIOKYMEHTA — COBOKYIHOCTh CTaJHMil CYIIECTBOBaHUS
JIOKyMEHTa (JOKyYMEHTHUPOBAHHOW HHQOpMAIMKU), HaUYUHAs C ero (ee) co3aaHus
JI0 YHUUTOXEHUS;

3aBEpEHHasl KOIHWA — KONUs JOKyMEHTa, Ha KOTOpPOM B COOTBETCTBHH
C YCTaHOBJICHHBIM TOPSAJKOM TIPOCTaBJIEHbI PEKBU3UTHI, OOECIEUUBAIOLINE
€€ IOPHIUYECKYIO CUITY;

HUCXOJAIINN JOKYMEHT — JOKYMEHT, OTHPABIIEMbIA U3 TEPPUTOPUATBHOU
KOMHCCHU;

KOHTPOJIb VCIIOJTHEHU S JIOKYMEHTOB — COBOKYITHOCTh NEeNUCTBUH,
00eCcreunBaoIIUX CBOEBPEMEHHOE UCTIOTTHEHUE JOKYMEHTOB;

KOIIHS JOKYMEHTA — IOKYMEHT, MTOJTHOCTBIO BOCITPOU3BOISIINAN
MH(pOpMAIINIO MOJIMHHUKA U BCE €T0 BHEIIHUE MPU3HAKU WJIM UX YaCTh;

HOMEHKJIaTypa Jed — JOKYMEHT, COAEpKAIllMil CHUCTEMaTU3UPOBAHHBIN
IIEPEUYCHb 3aroJIOBKOB JI€JI, CO3JaBAaE€MbIX B TEPPUTOPUAIBHOW KOMHCCHUH,
C YKa3aHHUEM CPOKOB UX XpaHEHUs, O(POPMIICHHBIN B YCTAHOBICHHOM IOPSIJIKE;

HOPMAaTUBHbBIE JTOKYMEHTBI — COBOKYTHOCTh WHCTPYKTHUBHBIX MaT€pUAJIOB,
pPacCCUMTAHHBIX HA MOCTOSHHOE WM MHOTOKpPAaTHOE JECMCTBHE U COJEpKAIIMX
Kakue-11M00 HOPMBI, MpaBUiia, MPEIIMCaHuUS;

HOCHUTENb (JOKYMEHTUPOBAHHOW) HWH(GOPMAIIMU — MaTepUATIbHBIA OOBEKT,
WCIIOJIB3YEMBIN [T (PUKCALIMY U XpPaHEHUS! JOKYMEHTUPOBAHHOU UH(POpMAIIUK;

obpamenne B (opMe  DJIEKTPOHHOTO  JIOKYMEHTa — oOpalieHue,
NOCTymnuBIIEee B (OpME 3IEKTPOHHOIO JOKYMEHTa C MCIOJIb30BAHUEM CTPAHMULIBI
opurmmanpHoro  caiita  Cankrt-IlerepOyprckoit  M30MpaTreTbHONM  KOMHCCUHU
B HMH(POPMAIMOHHO-TEIEKOMMYHUKAITMOHHOW cetu «HTepHeT» (manee - ceTh
WuTepHeT), npeHa3HaueHHOMN JIJIsl HalpaBiieHus OOpalleH’il B TeppUTOpUaIbHbIE
KOMHCCUHU;

OTMETKa 00 3JEKTPOHHOW MOAMHUCH — PEKBU3UT JJIEKTPOHHOTO JOKYMEHTA,

MOJITBEPKIAIOIIMNA €T0 MOAIUCAHUE FJIEKTPOHHOM TOIIUCHIO;
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opUIMANTBHBIA TOKYMEHT — IOKyMEHT, KOTOpBII CO3/1aeTcs, 3aBepsercs,

BBIJIAETCSL B YCTAHOBJIEHHOM 3aKOHOM WJIM WHBIM HOPMATHUBHBIM aKTOM MOPSJAKE
OpPraHOM TOCYAApCTBEHHOW BJIACTHU, HHBIM TOCYJapCTBEHHBIM OPTaHOM, OPTraHOM
MECTHOTO CaMOYIIPABJICHUS WM MHOM  YIIOJHOMOYEHHOM OpraHu3alueH,
YIOJIHOMOYEHHBIM JI0JKHOCTHBIM JIMLIOM U yJIOCTOBEPSIET IOPUINYECKU 3HAUYUMbBIE
(bakThI;

oopmIIeHHE JTIOKyMEHTA — IPOCTABIEHUE HA JIOKYMEHTE HEOOXOIUMBIX
PEKBU3HUTOB;

oOpaiieHue B MUCHbMEHHOW (hopMe — HampaBJICHHbIE B TOCYIapCTBEHHBIN
OpraH, oOpraH MECTHOTO CaMOYIPaBJICHUS WM  JIOJDKHOCTHOMY  JIMILY
B MUCHbMEHHOHU (hopMe TIpeIIoKEHHE, 3asBIICHUE MK Kano0a;

IUChMO — 0000IIEHHOE HAa3BAHUE PA3JIMYHBIX 10 COACPKAHUIO JOKYMEHTOB,
CIIy’KalllUX CPEICTBOM OOIICHUS MEXAY OPTraHU3alMsIMU, [PaX1aHaMU;

NOJJMHHUK  JOKYMEHTA — IIEPBBI WM  €IUHCTBEHHBIH  SK3EMIUISIP
JIOKYMEHTA;

MOpyYeHUE — JOKYMEHT, NPEANUCHIBAIONINN BBIMOJIHEHUE TEX WM WHBIX
3aJIaHUM;

pEruCTpallMOHHO-Y4YeTHass Kaprouka mokymeHTa (nmanee —PYK)— dopwma,
UCTIONb3yeMasi JUIs 3aluCH CBEIACHHM O JOKyMEHTEe B IEIsIX ydera, IMOMCKa
U KOHTPOJISA, CO3/1aBaeMasi IIpU PErucTpaluu JOKyMeHTa ¢ ucrosb3oBanueM I1/1;

pETUCTpAIIMOHHO-y4eTHasT (OpMa — CHUCTEMa PETUCTpAIliH, HCIOJIb3yeMas
B TEPPUTOPUAIBHOW KOMHCCHM Mpu perucrpauuu gokymeHtoB (IIJ[, xapTouku
WJIW JKypHa);

perucTpamus JOKyMEHTa — 3allUCh  YYETHBIX JaHHBIX (METaJaHHBIX)
O JOKYMEHTE 10 YCTaHOBIEHHOU (opme, duxcupyromas (akT ero co3maaHus,
OTIIPABJICHUS WU TIOJY4YEHHUS, U TPUCBOECHUE €My PErucTpaliOHHOTrO HOMepa
Y J1aTHI,

PEKBU3UT JOKYMEHTA — CTPYKTypHasT 4acTb M JJIEMEHT O(OpPMIICHHUS
JOKYMEHTa, CIYXallui g WACHTHQUKAIMN JOKYMEHTa M  COAep Kalencs

B JJOKyMEHTE UH(POPMALIHH;
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CHUCTEMa JJIEKTPOHHOTO JOKYMEHTO00OpOTa — MH(OpPMALMOHHAs CHUCTEMA,

oOecreunBaroiasi >KU3HEHHBIM UK JOKYMEHTOB J0 MX Mepexoja Ha CTaJlUio
ApPXUBHOTO XPAHEHUS WIH YHUUTOXKEHUS;

CKaHUPOBAHUE JOKYMEHTA — MOJyUYeHHUE IIEKTPOHHOTO 00pa3a TOKYMEHTa;

CiIy)keOHasi 3alnKcKa — BHYyTPEHHUN JOKYMEHT, aJIpECOBAaHHBIM OJHOMY
JOJKHOCTHOMY JIUIYy TEPPUTOPHATIEHOM KOMUCCHH APYTUM JTOJKHOCTHBIM JTUIIOM
TEPPUTOPUAIBHOM KOMHUCCHUM M COZAEpKaluil  0OCTOSITEIbHOE  M3JI0KEHUE
KaKOro-J1100 BOMpOoca C BBIBOJIAMHU U MPETIOKEHUSIMU COCTABUTEIS;

CPOK HCHOJHEHHsS] JOKYMEHTa — CPOK, YCTAHOBJICHHBI HOPMATHBHBIM
IPaBOBBIM aKTOM, OPTaHU3alMOHHO-PACTIOPAIUTEIBHBIM JOKYMEHTOM, YKa3aHUSAMU
10 UCIIOJIHEHUIO JOKYMEHTA WM TIOpYUYEHHUEM;

YKa3aHUs M0 MCIIOJHEHUIO TOKYMEHTa — PEKBU3UT, COCTOALIMN U3 HaANUCU
Ha JOKYMEHTE WIM Ha OTIEJIIbHOM JMCTE YCTaHOBJIEHHOW (OPMBI, CIEIaHHOM
JOJKHOCTHBIM JIUIIOM;

y4eT  JOKYMEHTOB — (ukcauus  (akta  IOJyuyeHUS  JOKYMEHTOB
0e3 mpocTaBlIeHUsI HA HUX PETUCTPAIIMOHHBIX [ITAMIIOB;

dbopmupoBaHue  (JIEKTPOHHOTO)  JieJia — TPYIIUPOBAHUE  JTOKYMEHTOB
B (3JIEKTPOHHOE) JIEJI0 M UX CUCTEMAaTU3aLus;

AKCIEPTU3a LIEHHOCTU JOKYMEHTOB — JESTENbHOCTh [0 YCTAHOBJICHHUIO
CPOKOB XpaHEHHUs JOKYMEHTOB, OTOOpa HX s apXUBHOTO XpaHEHMs
WIA YHAYTOXXEHUS, BBIIBICHHIO OCO0O IICHHBIX W YHUKAJIbHBIX JOKYMEHTOB
HAa OCHOBAaHMM TpPeOOBAaHWH HOPMATHUBHBIX TIPABOBBIX AaKTOB U KpPUTEPHEB
HKCIEPTU3bI HIEHHOCTH TI0KYMEHTOB;

ANIEKTPOHHAS MOAMKUCH — UHPOpMaLUa B AIEKTPOHHOU (opme, TpeOOBAHMS
KOTOPOW YCTAQHOBJIGHbI HOPMATHUBHO, TMpeJHa3HAUCHHAas JJs TOANHCAHUS,
COTJIaCOBaHUS (BU3MPOBAHNS) U YTBEPKACHUS SJIEKTPOHHBIX JOKYMEHTOB;

AIIEKTPOHHBIN JOKYMEHT — TOKyMEHTHPOBaHHAS uHbopMaIus,
IpeJICTaBICHHAs B AJIEKTPOHHOU (hopme;

AJIEKTPOHHBIN JIOKYMEHTOOOOPOT — JOKYMEHTOOOOPOT € HCIOJIb30BAaHUEM

aBTOMATU3UPOBAHHON HMHQPOPMALMOHHON CHUCTEMBI (CHCTEMBI 3JIEKTPOHHOTO



JIOKyMEHTO000pOTA);

AJIEKTPOHHBIA  00pa3  JOKYMEHTa — 3JIEKTPOHHAsi KOMMsS  JTOKYMEHTa,
W3rOTOBJICHHASI HA OyMa)XHOM HOCHUTEJIE;

ANEKTPOHHBIA  MAOJOH OJIaHKa JOKYMEHTa —CM. TEPMHUH  «OJIaHK

JOKYMCHTaA».

2. HpI/IeM, perucrpanus 1 NMPoxXoKJACHUE NMOCTYNAKIINX JOKYMCHTOB

2.1. IOKyMeHTbl B TEPPUTOPUANBHYIO KOMHCCHIO JOCTAaBIISIOTCS dYepes
OTIeNIeHnEe CBsI3U (MOYTOM, TenerpadHOl CBS3BIO), OpraHamMu (QenepaibHOMI
(denbIberepckoil  CBsA3M, CHELMAIBHOW CBS3bI0, HAPOUHBIM WIH MEpPEAAOTCS
Ha JIMYHOM IpHEME IPpak/iaH.

JIOKyMEHTBI MOTYT IIOCTYIIaTh B TEPPUTOPHUAIBHYIO KOMHCCHIO CPEICTBAMHU
[T, dakcuMmIbHONW CBSI3bIO, OJIGKTPOHHOM TouTOM B cetu VHTepHer
(mpenHa3HauY€HAa MCKIIOYUTENBHO MJis1 CIY>KEOHOM KOPPECHOHIEHIUHU), Yepes3
pazmen  «OnekTpoHHas (Gopma  oOpaiieHus» Ha  OQUIMAIBHOM  caiiTe
Cankrt-IlerepOyprckoit  u3OuparenbHoid  komMuccu B ceth  MHTepHer,
NpeIHa3HAYeHHBIN JUIsl HAPaBJIEHUS 0OpaIlEHU B TEPPUTOPUATIBHYIO KOMHUCCHIO.

2.2. llpuem, mepBUYHas O00pabOTKAa ¥ pETHCTpallvs TOCTYIMAIOIIUX
JIOKYMEHTOB TPOU3BOMASITCS TpelcenaTeseM (CeKpeTapeM) TeppUTOPHATbHON
KOMUCCHUM WM  pabOOTHUKOM  ammapaTa, OTBETCTBEHHBIM 32  BEJACHHUE
JIeJIONPOU3BOACTBA ¢ Hcnoib3oBanueM I1/], n1ubo KypHalbHON perucTpauoHHO-
yaetHol  Qopmbl  (mpuinoxkerre Ne 1)  eKeAHEBHO B 4Yachkl  paOOThI
TEPPUTOPUATBHON KOMUCCHH, KPOME BBIXOAHBIX U HEPAOOUUX MPa3THUYHBIX JHEH.

[Topsimok TOJMydYEeHHs] W PErHCTpalMy JOKYMEHTOB IOCJIE€ OKOHYaHUS
paGouero [1HS, B BBIXOJHbIE M HepaOouMe Mpa3gHUYHBIE [HU, B TEPUOJ
NOJTOTOBKM W TPOBENEHUS W30MpaTeNbHBIX KaMIIaHUW  yCTaHaBJIMBAETCA
npejacenareieM TEePPUTOPUATIBHON KOMHMCCHM JIMOO OMpENesieTcsl pelIeHHeM
TEPPUTOPUAIIBHON KOMUCCHH.

2.3. IloctynuBiIMe JOKYMEHTBHI TMOJPA3JEISIOTCd Ha PErucTpUupyeMble

N HE IMoaICKalue perucrpangnuu. HepequB AOKYMCHTOB, HC IMOAJICIKAIIHUX
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pETHCTpaIliu, OTPEIEIICH B MPUIoKeHn: No 2.

2.4.Tlpu BCKpBITUM KOHBEPTOB, JOCTaBIEHHBIX OpraHamu ¢eaepaibHON
beapaberepcKkoil  CBSI3M, CIEIUATBLHOW CBS3bI0, IO TIOYTE WJIA HAPOYHBIM
MPOBEPSIOTCS MPABWIBHOCTh AJPECOBAHUS, KOMIUIEKTHOCTh U IIEJIOCTHOCTH
JOKYMEHTOB, HaJIW4UE MPUJIOKEHUHN, CBEPAECTCS COOTBETCTBUE HX HOMEPOB
YYETHBIM HOMEpaM, YKa3aHHbIM Ha KOHBepTax. HemnpaBuibHO aapecOBaHHbBIC
U OIMMOOYHO BIIO)KEHHBIE JOKYMEHThl HE PETUCTPUPYIOTCS, IEePEChUIal0TCs
M0 HA3HAYECHUIO WJIM BO3BPAIIAIOTCSI OTIPABUTEIIO.

2.5. Ecnu mipu BCKPBITHM KOHBEPTA OOHAPY)KEHO OTCYTCTBHE JTOKYMEHTOB
WIM WX OTHEIBHBIX JINCTOB, MPUIOXKEHUH, MOBPEKIECHUE JIOKYMEHTOB
WM HECOOTBETCTBHUE HOMEPOB JOKYMEHTOB HOMEpaM, YKa3aHHbIM Ha KOHBEpTE,
npeacenareiaeM (CeKperapeMm) TEpPUTOPUATBHOM KOMHUCCHUU WIH PabOTHUKOM
amnrapara, OTBETCTBEHHBIM 3a BEICHHE JIEIONPOU3BOJICTBA COCTABISETCA AKT
YCTAaHOBJICHHOH  (opMbI B  JABYX  OSK3eMIuisipax  (mpmiokenue — Ne 3).
OauH 9K3eMIUIIP aKTa TOChUIACTCS OTIPaBUTENIO, JAPYyrod MpuoOIIaeTcs
K MPUHATHIM JOKYMEHTaM.

Ha 000poTHOI CTOpOHE MOCHEIHEr0 JMCTa MOBPEKIECHHOTO JIOKYMEHTa
B IPABOM HMKHEM YTIy J€JaeTcs OTMETKA «/JOKyMEHT MOy4eH B TOBPEKIECHHOM
BUJIEY.

2.6. KoHBepThl OT MOCTYNUBIINX JTOKYMEHTOB HE YHMUTOXKAIOTCS B CIydae,
€CJIM TOJIbKO TO0 HHUM MOHO YCTAHOBHUTH aJpEC OTIPABUTEIS, ATy OTIPaBKU
Y TIOJTyY€HHUs IOKYMEHTOB, €CJIM OHU COJAEPKAT IOKYMEHThI, KOTOPBIE MOCTYITHIIN
n3-3a TpenenoB teppuropun Poccuiickon denepannu, U3 CyJI0B, CIEICTBEHHBIX
OpraHoB, JM0O JOTOBOPBI, MPETEH3UM, WCKOBBIC 3asBJIICHUS, JOKYMEHTHI,
CBSI3aHHBIC C Pa3MEIEHWEM 3aKa30B HA MOCTAaBKH TOBAPOB, BBIMIOJHEHUE PabOT,
OKa3aHue yCIYT JUIsl TOCYJapPCTBEHHBIX HYXI.

2.7. ITakeTsl ¢ moMeTkol «JImyHO» mepemaroTcst ajpecaTaM B 3aKpPHITOM
BH/JIE 1101 TOATMUCK.

2.8. Ilpu peructpanvul MOCTYIHUBIIETO JOKYMEHTA B PETrUCTPAIMOHHO-

y4eTHOM (opMe o00s3aTeTbHO BBOJSATCS CIAEAYIONIME PEKBU3UTHI: HCXOIALTUAN
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HOMEpP JOKyMEHTa W JaTa, JIaHHbIE O KoppecmoHaeHTe (aapecante) (dbamumus,

UM, OTYEeCTBO (MpU HaNU4uM) (U3NYECKOro JIMIa WIM HauMEHOBAaHHE
OpraHu3allii), KpaTKOe COJAEpaHUE IJOKYMEHTa, a TaKXe KOJIUYECTBO JIMCTOB
OCHOBHOTO JOKYMEHTA W JINCTOB IPHJIOKEHMS, KOJIUYECTBO DK3EMIUIIPOB, BUJ
nocraBkd. Ilpu  perucrtpaumm BXOIAIIETO JOKyMEHTa JI€JIaeTCsA  CBA3Ka
C UCXOASIINM JIOKYMEHTOM Ha KOTOPBII 1aeTcs OTBET (€CJIM TAKOBOW UMEETCH).

[Ipu ocymectBiennn peructpauuu cpeacrsamu [1/] Ha mumeBort cTopoHe
NEPBOr0 JIUCTA 3APErMCTPUPOBAHHOTO JOKYMEHTa Ha OYMa)XKHOM HOCHTEIIE,
KaK IPaBWJIO, B IIPAaBOM HM)KHEM YIUIy NPOCTABIIIOTCA PETUCTPALIMOHHBIA HOMED
Y J1aTa, a TAaK)Ke IITPUX-KOJ C YKa3aHUEM HaMMEHOBAaHMs OpraHU3alU.

Ecnm mpocTtaBineHne perucTpalMOHHOIO HOMEpPA 3aTpyAHSET MPOYTEHHUE
TEKCTa JOKYMEHTa, B TaKOM Clly4yae BXOIALIUHA HOMEp IPOCTABIAETCS
B CBOOOJHOM OT TEKCTa YIJIy Ha JIMLIEBOH CTOpPOHE MEPBOIO JHMCTA JOKYMEHTa,
a IITPUX-KOJI MMPOCTABIISAETCS NPU HAIMYUHA TEXHUYECKON BO3MOKHOCTH.

IIpr ocymecTBIeHUMM PETUCTPALMUM B APYIOM PErucTparoOHHO-YYETHOU
(dbopMe pEerucTpallMOHHBIM IITaMIl € YyKa3aHUEM BXOJAILIErO0 HOMEpa, JaThl
pEerucTpauuy IMpOCTABISAECTCS, KAK IMPABWIO, B IIPABOM HIKHEM YIUIy JIMLIEBOU
CTOPOHBI NEPBOTO JIMCTA 3apErUCTPUPOBAHHOrO JOoKyMeHTa. [Ipu HeoOxoaumocTu
YKa3bIBa€TCSl BPEMsI PETUCTpALMK (Yachl U MUHYTHI), a TAKXKE BXOJSIIMA HOMEP
JOKYMEHTa Ha IPUJIOKEHUH.

Ha xonuum noxyMeHTa BXOIAIIANM HOMEP MPOCTABIIETCS B MPABOM HUKHEM
yIIIy JTULEBOW CTOPOHBI IIEPBOTO JIUCTA.

Hymepanuss mnocTynmuBmIMX JOKYMEHTOB OCYLIECTBIIIETCS B IIpeAesax
KJIEHIAPHOIO rofa.

K mnoBTOpHBIM JOKyMEHTaM MpUKIAAbIBaeTCs HHPOpMAIMs O paHee
IIOCTYNUBIINX JTOKYMEHTaX M PE3yJibTaTax UX MCIOIHEHUs, KOTOpas IepenacTcs
OTBETCTBEHHOMY 3a HUCIIOJHEHHE.

[Ipu peructpanmu gokymeHTa Ha OymaxkHoMm Hocutene B 1] o moxer
ObITh OTCKaHMpOBaH, a 3aTeM K PYK MoxkeT ObITh MPUCOEAMHEH AJIEKTPOHHBIH

o0pa3 JOKyMeHTa U NMPUJIOKEeHUs K Hemy B popmare pdf.
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ITocie peructpaunu cpeacrBamu [IJI DOCTynMBIIErO 3JIEKTPOHHOTO

JOKYMEHTa, B TOM 4YHCJI€ U3 BBILIECTOSIIEH M MHOM M30MpaTEIbHON KOMMCCHH,
OH MOJKET OBITh pacrevyaraH mpu He0OXOIUMOCTH.

2.9. 3aperucTpupoBaHHbIC JTOKYMEHTHI PacCMaTPHUBAIOTCS TMpejcenaTeieM
TEPPUTOPUANBHOM  KOMHCCHUHM, 3aT€éM  I[IOCJI€  TEPEHECEHUs  yKa3aHus
M0 WCHOJHEHHUIO OKYMEHTa B PErHCTPaIlMOHHO-YYETHYIO (GopMy TMepenaroTcs
UCIIOJTHUTEIISIM.

IIpn perucrtpauun noxkymentoB B IIJI paccmoTrpenue mnpencenarenem
TEPPUTOPUATBHON KOMHUCCHUU JOKYMEHTOB W HAIlPAaBJICHUE WX HUCHOIHUTEISM
B 3JIEKTPOHHOM BHJE MOXET OCYIIECTBIAThCs cpenctBamu I1J] 6e3 odopmiienus
KOITMU HAa OYMa)KHOM HOCHTEJIE.

2.10. VicnonHeHHblE JOKYMEHTBI CIMCBIBAIOTCA B JENO IpEeJcenaTeieM
TEPPUTOPUANBHON KOMHCCHMM W TIOMELIAIOTCA B JEJIO B COOTBETCTBHHU

C HOMEHKJIATYpPOU JIe]T TEPPUTOPHUAIBHON KOMUCCHH.

3. OcHOBHbIE TPeOOBaHUS K MOJATOTOBKE U 0()OPMJIEHUIO IOKYMEHTOB

3.1. JlIokyMeHTbI,  cO3AaBaeéMble B  TEPPUTOPUAIBHOM  KOMHCCHH,
opopmisitoTcst Ha OJlaHKaX, HAa CTaHAAPTHBIX Juctax Oymaru ¢dopmara A4
(210 x 297 mm) wm AS (148 x 210 mM) 1100 B BUJE AJIEKTPOHHBIX JTOKYMEHTOB
U JIOJDKHBI UIMETh YCTaHOBJICHHBIN COCTaB PEKBU3UTOB.

3.2. loxymMeHTbl O(OPMIISIOTCS Ha TPOAOJBHBIX JTIMOO YTIOBBIX OJMaHKax
YCTAaHOBJICHHOM (DOPMBI, HM3TOTOBJIEHHBIX THUIOTPA(PCKUM WU KOMIIbIOTEPHBIM
criocoboM (mpuitoskenue Ne 4),

B TeppuTopuanbHOil KOMHUCCHM MOTYT OBITh YCTAaHOBJIEHBI CIEAYIOIIHME
BU/IbI OJIAHKOB:

OJIaHK MTPOTOKOJIA 3aCeAaHUS TEPPUTOPUATHLHON KOMUCCHH;

0JIaHK pelleHUsl TEPPUTOPUAIBHON KOMHUCCHUU;

OJlaHK MpHKa3a Mmpeaceaaress TepPUTOPUATEHON KOMUCCHUY;

0JIaHK MHChMa TEPPUTOPUATIBHON KOMHUCCHUHU.
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3.3. [Ipu moaroroBke MOKyMEHTOB C mpuMmeHeHueM IIJ] wucmonb3yrorcs

AJIEKTPOHHBIE  MIA0JOHBI  OJAHKOB  JOKYMEHTOB, KOTOpbI€  PAaBHO3HAUHBI
U UJECHTUYHBI IO COCTABY PEKBHU3UTOB, MOPSIKY MX PACHOJIOKEHHUS U TApHUTYpam
mpudTa 61aHKaM JOKYMEHTOB Ha OyMa)KHOM HOCHUTEJIE.

3.4. lokyMmeHTBl OGOPMIISIIOTCS B COOTBETCTBUHM ¢ TpeboBaHUIMHU
K JOKyMEHTaM, U3TrOTOBJIIEMBIM C MIOMOIIBIO MEYATAIOIIUX YCTPOHCTB, U K (aiiiam
TEKCTOBBIX JJOKyMEHTOB (mpuiioxenue Ne 5).

3.5. [Ipu moaroroBke u OGpOpMIIEHUH JOKYMEHTOB JOJKHBI COOIIOAATHCS
npaBuiia 0POPMIICHUS PEKBU3UTOB, N3JI0KEHHBIE HIXKE.

3.5.1. Ha Onankax npokymentoB mnomemaercs rep0 Cankrt-IlerepOypra.
[Mopsimox U3TOTOBJICHHS, MCIIOJIb30BaHUs u XpaHEHUs OJaHKOB
c BocmpousBeneHueM repba Cankr-IlerepOypra ycraHaBiuBaeTca 3aKOHOM
Cankrt-IlerepOypra ot 23 anpens 2003 roma Ne 165-23 «O netasbHOM ONKMCAaHUU
opummansabix cuMBOJI0B CaHKT-IleTepOypra u mopsiaKe uX UCIOIb30BAHUSD.

KoHTponb 3a npaBUIBHBIM HCIIONIB30BAaHUEM OJAHKOB M MX COOTBETCTBUEM
YCTaHOBJICHHBIM 00pa3liamM OCYIIECTBISIETCA MpeceaaTesieM TEepPUTOPUaTbLHON
KOMUCCMM U  pabOTHUKOM  ammapaTa, OTBETCTBEHHBIM 32  BEJICHHUE
JIeJIONPOU3BOICTBA.

3.5.2. HammeHnoBanue n30MpaTeIbHON KOMHCCHH.

HaumenoBanue wu30MpaTelbHOM KOMHUCCHHM YyKa3blBaeTcsl Ha OJlaHKax
B COOTBETCTBUU C pemieHneM CankT-IlerepOyprckoii n30upaTeabHOl KOMUCCHHU.

3.5.3. CpaBouHbIe AaHHBIE 00 M30UPATEILHON KOMHUCCHH.

CrpaBouHble JlaHHBIE O TEPPUTOPHAIBHON KOMHCCHM YKa3bIBAIOTCS
B 0J1aHKaxX MHUCEM, HaIIpUMep:

yn. [Taptuzana I'epmana, 1. 3,
Canxkrt-IletepOypr, 198329
Ten. (812) 241-42-28, ®axkc (812) 241-43-55
http://tik26.spbik.spb.ru
OKITIO 15172600; OT'PH 1037819015959;
MHH/KIIIT 7807053821/780701001

3.5.4. HaumeHnoBaHue BUIa JOKyMEHTA.
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HaumenoBanue BHJa AJOKYMCHTA YKa3bIBACTCA Ha  BCCX OaHKax

U3/1aBa€MBbIX JTJOKYMEHTOB (IIPOTOKOJI, PEIICHUE U T.[I.), 3a UCKIIOYEHUEM IHCEM.

3.5.5. Jlata nokyMeHTa.

JlaTol TOKyMEHTa SIBJIETCS Jara €ro NOANMCAHWs, yTBepKaeHus. [laron
IPOTOKOJIA SIBJISIETCS J]aTa 3ace/laHus, a aKTa — /1aTa COOBITHUS.

JIOKyMEHTBI, U3/IaHHbIE ABYMS WM OOJee OpraHu3alusIMH, JTOJKHBI UMETh
OJHY (eIuHYyl0) JaTy, COOTBETCTBYIOLIYK JaTe€ MOJANUCAHHUs JOKyMEHTa
MOCJIEAHUM JOJDKHOCTHBIM JIMLIOM.

Jlaty qokyMeHTa opOopMIISIIOT apaOCKuMU 1uppamMu B OCIEA0BATEIHHOCTH:
JeHb Mecdla, Mecsl, rol. [leHp mecsna u mecsi opOopMIISIFOTCS IByMsl IapaMu
apaOckux tudp, pa3geNeHHbIMU TOYKOM, rOJ — YEeThIpbMs apaOckuMu 1udpamu,
HaIlpuMep:

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

09 saBaps 2025 r.

3.5.6. PeructparmonHbiii HoMep JOKyMEHTA.

JIns BXOISAIIMX WU MCXOISIIMX JOKYMEHTOB, OOpallleHul — MHAEKC Jena
IO HOMEHKJIATYpPE |, Yepe3 KOCYI0 YepTy, MOPSAKOBBII HOMEp JOKYMEHTA.

PeructpauroHHbIl HOMEP MOOKYMEHTA, W3JAHHOIO COBMECTHO, COCTOMUT
U3 pa3leleHHBIX KOCOW YEepPTON pEerucCTPallMOHHBIX HOMEPOB, IPHUCBOSHHBIX
OpraHu3alusIMU — aBTOPaMu JIOKyMEHTA u PaCIOJIOKEHHBIX
B  TOCJENAOBATEIbHOCTH, COOTBETCTBYIOIIEH OOO3HAYEHUIO HAMMEHOBaHUI
OpraHu3alyi B 3aroJJOBOYHOM YaCTH TIOKYMEHTA.

3.5.7. Ccpimka Ha PETUCTPAIMOHHBI HOMEpP M JaTy MOCTYIHUBIIETO
JIOKyMEHTA.

CchUlka Ha PETUCTPAIMOHHBIA HOMEp M JIaTy MOCTYIHUBIIETO JOKYMEHTA
BKJIFOYAETCSI B COCTaB PEKBU3WUTOB Oyianka muchMa. CChUTKa MPOCTABISETCS
WCITOJTHUTEJIEM TIPH MOTOTOBKE IMHChMa-OTBETA.

3.5.8. Mecro cocraBnenus (M31aHusI) TOKyMEHTA.

Mecro cocraBienus (W3aHMs) JIOKYMEHTa yKas3blBaeTcsi Ha OJlaHKe

KOHKPETHOTO BHJa JOKyMeHTa. B OJlaHKax MHUCEM CBEJCHUS O MECTE CO3JIaHUs
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JAOKYMCHTA COACPIKATCA B PCKBHU3UTC «CHpaBO‘-IHBIC JaHHBIC

00 M30MpaTEIbHON KOMUCCUI.

[Ipu mpOJOTBLHOM PACIIONIOKEHUH PEKBU3UTOB OJIaHKA MECTO COCTaBJICHHS
WIM W3JIaHusl JOKyMEHTa YKa3blBaeTCs B CEpeJUHE CTPOKH MEXAY MAaToi
U PETUCTPAIMOHHBIM HOMEpPOM JIOKyMEHTa, a MpPH YIJIOBOM PAaCIIOJIOKCHUU
PEKBU3HUTOB — IO JaTOW M PETUCTPALIMOHHBIM HOMEPOM JOKYMEHTa, OT Kpas
JICBOTO TTOJIA.

3.5.9. I'pud (momeTka) 06 OrpaHUUCHUN AOCTYTA K JOKYMEHTY.

[IpocraBusieTcs HA  JIOKyMEHTax, COJIeprKaIInX uH(pOpPMAIUIO
OTPaHUYEHHOI'O PACIPOCTPAHEHUS, KACAIOLIYIOCS JEATEIbHOCTH OpraHU3aluy,
OTPaHWYEHUS HA  PACHpPOCTpAHEHHE  KOTOPOW  JUKTYIOTCA  CIIyKeOHOM
HEOOXOJMMOCTBIO, a TaKKe IIOCTYNHUBIIAS B TEPPUTOPUATIBHYIO KOMHCCHIO
HECEKpeTHas HHQopMalus, AOCTYl K KOTOpPOH OIpaHMYE€H B COOTBETCTBUU
¢ ¢eepanbHBIMU 3aKOHAMM.

[TomeTka Ha JOKyMEHTaX, COJAEpXKallluX HHPOPMAILUI OTPaHUUYEHHOTO
pacrpocTpaHeHus, uMeeT BuJ «JJisa ciyxeOHoro nons3oBanus» (aaiuee - J1CII).

[TomeTka TpPOCTAaBISAETCS B BEPXHEM TMPABOM YNy JHIIEBOH CTOPOHBI
HEPBOIO JHUCTA JOKYMEHTA OT TPaHUIIbl BEPXHET0 MOJIs.

3.5.10. Anpecar.

PexBu3uT «Anpecaty pacnoiaraeTcsi Clpana moji peKBU3UTaMu OJIaHKa.

JIOKYMEHTBI aIpeCyIOTCsI B OpTaHU3aI|H, UX CTPYKTYypHBIE TOIpa3esieHus,
JNOJDKHOCTHBIM JIMIIAM WJIM TpaXkJaHaM TMpH OTBETe Ha uX OOpalleHus.
HaumeHoBaHMsS OpraHu3allid U CTPYKTYPHOIO TOAPA3JEICHUS YKa3bIBArOTCS
B UMEHUTEIILHOM MaJIeKe, HallpuMep:

Anmunuctpanus LleHTpanbHOro paitona
Cankr-IleTepOypra
IOpunuueckuii ornen

Ecin JOKYMCHT aJIpCCyCTCiA  JOJDKHOCTHOMY  JIMIY, HAWMMCHOBAHUC
opraHv3al YKa3bIBACTCA B MMCHHUTCIBHOM IAaACKE, a NJOJDKHOCTb U (baMI/IJ'H/IH

— B 1aTCJIBHOM. HpI/I 9TOM MHHUIHAJIbI YKA3bIBAIOTCs ITOCIIC (baMI/IJ'II/II/I, HarpuMmep:
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Anmunuctpanus LlenTpanbHoro paiiona
Cankr-IleTepOypra
HauanbHuky oO1ero otaena

HNBanosy H.II.

Ecin JOKYMCHT aJIpeCyCTCA PYKOBOIHUTCIIIO OopraHu3anunuun
nWim c€ro 3aMCCTHUTCIII0O, HAMMCHOBAHHUC OpraHu3alnu JOJKHO  BXOIHWTH
B HAUMCHOBAHHUC JOJDKHOCTH aJApCCaTta, HAIIPUMCP:

3amecTtuTento aupektopa Beepoccuiickoro
Hay4YHO-HCCJIEI0BATEILCKOTO HHCTUTYTA
JOKYMEHTOBEICHUS U apXUBHOTIO JI€a

Cwmupnosy ILIL

Ecnim  noxkymMeHT aJpecyercss OpraHu3allM, CHayala YyKa3blBAETCS

¢C HAaMMCHOBAHUC, 3aTCM IMOYTOBBIM aJIpcC, HAIIPUMCDP:

[lenTpanbHas n3duparenbHas KOMUCCHS
Poccutickon ®@enepanuu

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

JlonmyckaeTrcsi I1EHTPUPOBATh KAXKIYIO CTPOKY PEKBU3HTA «Anpecar
110 OTHOILICHUIO K CaMOU IJIMHHOU CTPOKE.

JlomyckaeTcsi MCHONb30BaTh  O(PUIIMAIBHO MPUHSATHIE  COKpAIEHHBIE
HaMEHOBAHHUSI OPraHOB T'OCYJAapCTBEHHOM BJIACTH, MECTHOIO CAMOYIIPABJICHUS,
OpraHu3aIuu.

[TouToBBI anpec yKa3bIBae€TCsl B TMOCIEAOBATEIBHOCTH, YCTAHOBJIECHHOU
[IpaBmwiiamMu oOKa3zaHWsl YCIyr TIOYTOBOM CBSI3M, YTBEPXKIECHHBIMU MPUKA30M
MunucTtepcTBa 1HUGPOBOTO pa3BUTHUSI, CBSI3U M MAaCCOBBIX KOMMYHHUKAIUN
Poccuiickoit ®@enepanuu ot 17 ampens 2023 roga Ne 382 «O06 yTBepkIacHHUH
[IpaBwi1 oka3zaHus YCIYT OYTOBOM CBSI3WY.

Ecnu mokyMeHT oTnpaBisieTcs B HECKOIBKO OJJHOPOJIHBIX TOCYIaPCTBEHHBIX

OpPraHoOB WM OpraHu3alil, UX cleAyeT yKa3blBaTh 0000IIEHHO, HallpUMep:
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IIpencenarensiM y4aCTKOBBIX KOMUCCUU

JIOKyMEHT He JOJDKeH coAepKaTh 0Oojee  4YeThlpex  aJpecaToB.
Cr0BO «Komus» nepes] BTOPbIM, TPEThUM, YETBEPTHIM aIpECaToM HE YKa3bIBACTCA.

[Ipu HanpaBieHuH TOKyMEHTa 0ojiee 4eM B UEThIpE aJpeca COCTaBIIACTCS
CIIMCOK PACCBUIKH YCTaHOBJICHHOW Qopmbl (nmpuinoxenne Ne 6), KOTOpbIid
MOJMKCHIBACTCS MpeEJCeaaTeNIeM TEPPUTOPHATBHON KOMUCCHH.

[Ipu agpecoBaHuM AOKYMEHTa (PU3MUECKOMY JIMI[y BHAYalle YKa3bIBaIOTCS
dbamMuIMs ¥ MHUIMAIBI TTOJTyYaTess, 3aTeM IMOYTOBBIN ajpec, HampuMep:

®omuuesy I1.1.
MockoBckuii np., 1oM 15, k8. 10,

Cankrt-lletepOypr,
190005

[Ipu oTmpaBke MUcbMa MO 3JIEKTPOHHOM MOYTE WK MO (PaKCUMUIBHOU CBSI3U
(0e3 nOChUIKM 1O MOYTE) MOUYTOBBIN ajapec He yKasbiBaeTcs. [Ipu HEOOX0AUMOCTH
MOKET OBITh YKa3aH aJpec >JEKTPOHHOM mouThl (Homep TenedoHa/dakca),
HaIlpuMep:

MuUHHCTEPCTBO IOCTULIMN
Poccutickon ®enepanuu
mail@minjust.ru

3.5.11. I'pud yTBepkIeHUS TOKYMEHTA.

JIOKyMEHT  yTBEpXKAAeTcsl JOHKHOCTHBIM — JIMIIOM WM CHEUUaIbHO
U3/1aBa€MbIM JOKyMEHTOM.

[Ipu yTBepKIE€HUU AOKYMEHTa JOKHOCTHBIM JIMIIOM Tpu( yTBEp:KIEHUS
noykeH coctodath u3 cinoBa Y TBEPK/IARO Oe3 kaBbluek v MPONUCHBIMU OyKBaMU
M Ha  CIEAYWOIIEHW  CTPOKE — HAMMEHOBAaHWE  JOJDKHOCTH,  IOJIUCH,
(npu odopmiieHnM Ha OyMa)XHOM HOCUTEJE), MHHMLIMAIBI W (pamMuius Juua,

YTBCPAHUBLICTO JOKYMCHT, JaTa YTBCPIKACHUA.



18
['pud yTBepkIaeHHs pacroyiiaratoT B MPaBOM BEPXHEM YTy MEPBOrO JIMCTA

noKyMeHTa. B rpude yTBepKIeHUsS OMyCKAETCA IIEHTPUPOBATh DIIEMEHTHI

OTHOCHUTEIIBHO CaMOW JNIMHHOM CTPOKH, HAITPUMED:

YTBEPXJAIO
npeaceaaresb TeppuTopruaibHOU
n30upatenbHoi komuccuu Ne 26

IIoAITNCH HMHHUIIHUAJIbI, Q)aMHHI/ISI
Jara

[Ipu yTBEp)KIEHUHU NOKYMEHTA MOCTAHOBJIECHUEM, MPOTOKOJIOM, PEIICHUEM,
pacriopsbkeHneM  rpud  yTBepkiaeHus cocrour wu3 cinoBa YTBEPXJIEH
(YVTBEPXIEHA, VYTBEPXJIEHbI wmu VYTBEPXJIEHO) 06e3 kaBbluek
M T[PONUCHBIMM OyKBaMH, HAWMEHOBAHUSA YTBEPXKIAIONIETO JIOKYMEHTa

B TBOPHUTCIBHOM ITaJICIKC, CI'O IAaThl U HOMCPA, HAIIPHUMCDP:

YTBEPXJIEH
peuenueM TepputopranbHOU

n30upaTenpbHONU KoMuccuu No26
ot 24 suBaps 2025 r. Ne 130-7

3.5.12. Yka3zaHus 1o UCIOTHEHUIO JOKYMEHTA (PE30TFOLIHS ).

VYKkazaHus MO HCIOMHEHUIO JTOKYMEHTa MOTYT OBbITh HAmUCaHbl OT PYKHU
npeacenareyaeM TEePppPUTOPUATIbHOM KOMHUCCHM Ha MOMJIMHHHUKE JIOKYMEHTa
Ha CBOOOJHOM OT TEKCTa MECT€ WM OPOpPMIICHBI Ha OTAEIBbHOM JucTe popmara
A6 (105 x 147 mm), IpWIOKEHHOM K JTOKYMEHTY. YKa3aHUs MO HCIOJHEHHIO
JOKYMEHTa BKJIFOYAIOT bamunuu u VMHUIMAIIBI UCIIOJTHUTEIIEH,
Ipyu HEOOXOAMMOCTU — COJIEP)KAaHUE MOPYUYEHUSI, CPOK MCHOJHEHUS, IOIUCH
(npu odopmileHUH HA OYMa)KHOM HOCHTEJIE) PYKOBOJIUTENS U 1aTy, HAIPUMeED:

CuzoBy A.1O.
I'puropresy B.C.

IIpomry paccMOTpeTh U JaTh OTBET
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x 14.02.2025

MOJIHKCH
JaTta
Vka3aHusl 10 UCHOJHEHHIO JOKYMEHTa TaKKe€ MOTYT OBbITh O(QOPMIIECHBI
c wucnonb3oBanueM IIJI ¢ mnpuMeHEHHEM »BIIEKTPOHHBIX IIA0JOHOB OJIAHKOB
JIOKYMEHTOB.
3.5.13. 3aroyioBoK K TEKCTy JOKyMEHTa (HAMMEHOBaHUE TOKYMEHTA).
3aroyioBOK K TEKCTYy JAOKYMEHTAa JIOJDKEH KpAaTKO M TOYHO pPacKpbIBaTh
€ro coJiepkaHue M OBITh COIJIACOBaH C HAUMEHOBAHHMEM BHJa JOKYMEHTA.
3aroJ0BOK MOKET OTBEYATh HA BOIIPOCHI:
«0 9eM (0 KoM)?», HarpuMep:
Pacnopskenune — O cozganun DKCIEPTHOW KOMUCCHH;
«4ero (kKoro)?», HanpuMmep:
JIOJDKHOCTHOM PETIIAaMEHT BEYIETO CIELUAINCTA;

AKT 00 YHHUUYTOKCHUN JOKYMCHTOB C HCTCKINMMH CPOKAMU XPAHCHMA.

3aroJiIoBOK COCTABIIACTCS JIUIIOM, TOTOBSIIIUM MPOEKT TOKYMEHTA.

3aroyioBOK, COCTOSIIMI W3 JABYX M 0oJiee CTPOK, MEYaTaeTCs yepe3 OJuH
MEXKCTPOUHBIM MHTEpPBaJ, TOYKA B KOHIE 3arojioBKa HE CTaBUTCA. 3arojOBOK
pacroJjiaraeTcss Ha IEpBOM JIMCT€ HAJ TEKCTOM JIOKyMEHTa MO LEHTPY,
a mpu 0OPMIICHUU TTHChMa — OT TPAHUIIBI JIEBOTO TOJIA.

3.5.14. TekcT JOKyMeHTA.

Texcr nokymeHnta oGOPMIISIOT B BHUAE CBS3HOTO TEKCTa, TaOIUIIBI
WJIA COCIMHEHUS ITUX CTPYKTYP.

TekcT JOKyMeHTa [JOJDKEH U3JlaraTbCsl KpaTko M SICHO, OBITh
apryMEHTUPOBAHHBIM, OOECIEYMBaTh TOYHOEC U OJHO3HAYHOE BOCHPHITHE
coJieprKalleiicsi B HeM UH(pOpMaIuu.

TekcT HOKyMEHTa [OJDKEH, KaK MPaBWIIO, COCTOSTh M3 JBYX 4YacTeH.
B nepBoii YacTuM yKas3pIBalOTCS NPUYUHBI, OCHOBAHHUA, LIEJIM COCTABJICHUSA
JIOKYMEHTa, BO  BTOPOW — pPEIICHUs, BBIBOJBI, NPOCHOBI, MPEIIOKEHUS,

PEKOMEHTAIUH.
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Tekct AOKYMCHTA MOXKCT COJACPKATH TOJBKO 3aKIOYUTCIbHYO YacCTb

(Hampumep, pacropsKEHUE — PACTIOPSIUTENBHYI0 4acTh 0€3 KOHCTATUPYIOILEH,
MUCHMO, 3asBIIEHUE — TPOCHOY O€3 MOSICHEeHN).

B Tekcte nOoKyMeHTa, MOATOTOBIEHHOIO HAa OCHOBAaHUMU 3aKOHOJATENbHBIX,
MHBIX HOPMAaTUBHBIX IPaBOBBIX AKTOB, W3JIaHHBIX OpraHamMH TIOCYJIapCTBEHHOMN
Bnactu u ynpasiaeHus, [IUK Poccum, Cankrt-IlerepOyprckoil m3z0OuparenbHON
KOMHUCCHEN, paHee W3JaHHbIX TEPPUTOPUAIBHON KOMHMCCHUEH, YKa3bIBAIOTCS
HAaMMEHOBAaHHE BHUJA JOKYMEHTA, HAMMEHOBAaHWE OpraHa, M3JaBLIErO JTOKYMEHT,
JaTa MPUHATUS WIH YTBEPKICHUS JTOKYMEHTa, €ro PErucCTPaluOHHBIA HOMeEp,
a TaK)Ke 3arojIOBOK IOKyMEHTA, 3aKJIFOUEHHBIN B KABBIYKH.

[Ipu ynorpebneHnu B TEKCTE (pamMUIIMIA JIML MHULMAIBI YKa3bIBAIOTCS MOCIIE
bamunuu.

TexkcThl 1OKyMEHTOB OO0JbLIOrO O0BEMA MOTYT JEJIUTHCA Ha pasJiedibl,
NO/IPa3/IeIbl U MyHKTHI, KOTOPbIE HYMEPYIOTCS apaOCKuMu 1 pamu, HalpuMep:

1. Paznen
1.1. ITonpaznen
1.1.1. ITyHkT

AG3a11bl BHyTpH IMyHKTOB HE HyMEPYIOTCSL.

B nucbmax ucnonb3yroT ciaeayronme GopMbl U3JI0KEHUS:

or l-ro mmma wMHoxecTBeHHOro uyucina («[Ipocum  HampaBuUTh
uH(popmaiuio...», «Hanpasisem Ha 3aKJIIOUYEHUE TTPOEKT...» U JIp.);

oT 3-ro Jula eIMHCTBEHHOro 4ucia («TeppUTOpUabHasi KOMUCCHS
HE CUMTAET BO3MOXHBIM...», «TEPPUTOPHUAIIBHAS KOMHUCCHUS  IpEIJiaraer
PacCMOTPETh BO3MOKHOCTb...»).

I'padpr u cTpokm TAOMUIIBI JOJKHBI MMETH 3arojOBKH, BBIPAKCHHBIC
CYIIIECTBUTEILHBIM B HWMEHUTEIbHOM manexe. l[lom3aronmoBku rtpad u CTpok
JIOJKHBI OBITH COTJIACOBAHBI C 3aT0JIOBKAMU.

Ecnu Tabmuity medararoT Oojiee 4emM Ha OJIHOM CTpaHMIIE Ha CIICTYIONTUX
CTpaHHUIIaX MOTYT OBITh HalleuaTaHbl 3aroJIOBKU rpad win ux Homepa (B ciyyae,

eciu rpadpl TaOIUIBI HA IEPBOM JIUCTE TPOHYMEPOBAHBI).
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3.5.15. OT™MeTKa 0 HaTMYUU TPUTIOKEHHI.

OTMeTKa 0 HaJU4YUU HpHJIO)KGHHI?I pacnojaaracTcAa OT I'paHUIbI JICBOT'O I1OJIA
IMOCJIC TCKCTA IICPCa IMOAIINCHIO.

CnoBo KIIPHUIIOKCHUC) TI€HATACTCA B CAMHCTBCHHOM HMJIM MHOXCCTBCHHOM
YHCJIC B COOTBCTCTBUH C KOJIMYCCTBOM HpHJ’IO)KGHHfI.

Ecmn JOKYMCHT MMCCT [MPHIIOKCHUC, HA3BAHHOC B TCKCTC, OTMCTKA

0 €ro HamM4uu opopmIIsieTcs 1o cleayrolen Gopme:

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

Ecin AJOKYMCHT HMMCCT IIPHJIOKCHHUC, HC HA3BAHHOC B TCKCTC, HJIN CCIIHU
HpI/IJ'IO)KeHI/Iﬁ HECKOJIbKO, UX HAWMMCHOBaHHA HCO6XOI[I/IMO NEPCUNCIINTL I10CJIC
TCKCTAa NOKYMCHTaA IICPCH IIOAIUCHIO C YKA3aHUCM KOJIHYCCTBA JIMCTOB B KAXXKIOM
IMPUIOKCHUN U KOJIMYCCTBA 3K3CMILIIIPOB, IIPU HAJTUMINH HCCKOJIBKHX HpI/IJIO}KeHI/Iﬁ

UX HyMEPYIOT, HAIPUMED:

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

2. Ilpumepnas HOMeHKIaTypa jien Ha 14 1. B 1 2k3.

Ecim  npunokeHuss  cOpOLIIOPOBaHbI, TO  KOJIMYECTBO  JIMCTOB
HE YKa3bIBaCTCs.
Ecnun npuimokeHne HampaBisieTCsl HE BO BCE YKa3aHHbIE B JIOKYMEHTE

ajipeca, TO OTMETKA O HAIMYUHU TIPUIIOKEHUST 0OPMIISIETCA 110 Clieytome hopme:

[Tpunoxenue: Ha 20 1. B 3 5K3. TOIBKO B IIEPBBIN aapec.

Ecin k nokyMeHTy mnpwiaraercs Ipyroul JIOKYMEHT, TaKK€ HWMEIIIUN
MPUJIOKEHUE, TO OTMETKA O HAJIUYUU MPUIIOKEHUS O(POopMIIIeTCS CIeAYIONUM

obOpazom:

[Tpunoxenue: mnuceMo Cankt-lIleTepOyprckoii  M30MpaTeTbHONM  KOMHUCCUU
or 15.11.2024 Ne 01-18/450 w mnpunoxxeHue K HEMY, BCETO
Ha 15 1.

Ecnun mpunoxenuem sBiseTcsi 000COOJEHHBIN AIEKTPOHHBIH HOCHUTENb
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(KOMIaKT-TUCK, usb-(Jenr-HakomuTeab W JIp.), TO OTMETKa O HaJUYHH

MPUIOKEHUST OPOPMIISIETCS CIAEAYIOMUM 00pa3oM:

[Tpunoxenune: CD B 1 k3.

[Ipu »>TOoM Ha HocuTene (BKiIazbime (KOHBEPTE)), YKa3bIBAIOTCS
HAaMMEHOBAHUS IOKYMEHTOB, 3alTMCAHHBIX Ha HOCUTEIb, UJIM UMEHA (haiisioB.
B pemienusix U npukazax CBEICHHS O HAJIUYUU MPUIIOKEHUN YKa3bIBAIOTCS

B TCKCTC, HAIIPUMCDP:

«Pa3paboTtatb M mpeACTaBUTH MPOEKT IulaHa Mo ¢opMe, YyKa3aHHOM
B npuiiokeHuun Ne 1
1705

«...JIeTIaeTCA 3aIKCh B )KypHaJl yCTaHOBIECHHOHN (hopMbl (puitoxkeHue Ne 2).»

Ecnou B OoKkyMeHTe, K  KOTOPOMY  OTHOCUTCS  TPUIIOKEHUE,
OHO HE YTBEPKAETCS, @ IPOCTO COAEP>KUTCS CChUIKA HAa HETO, TO HA IIEPBOM JIUCTE
NPUJIOKEHUSI B TPABOM BEPXHEM YINIy YKa3bIBACTCA, K KaKOMY PEIICHUIO
(mpuKa3y) NMPUIIOKEHHUE OTHOCHUTCS, @ CTPOKH MOTYT IICHTPOBAThCSI OTHOCHTEIBHO
CaMOM JUIMHHOM CTPOKH, HAIPUMED:

[Ipunoxenue
K [IpUKa3y npeaceaaresns
TeppuropuanbHoi U30UpPATEIIHHOM
komuccuu Ne 26
ot 14 maprta 2025 1. Ne 27-pn
[Ipy HaTMYMU HECKOJIBKUX MPHUIOKEHUN OHU HYMEPYIOTCS, HalpuMmep,

npuioxenue Ne 1, mpunoxxenue Ne 2 1 Tak naiee.

3.5.16. IToamnucek.

B cocraB moamwcu  BXOAAT: HaWMEHOBAHHWE JIOJDKHOCTH  JIMIIA,
NOJIMHUCABUIETO  JOKYMEHT, €ro COOCTBEHHOpYyYHasi [MOANHUCh, KOTOpas
opopMIsSETCS CHUHUMH WM YEPHBIMH YEpHWIAMH, paciii(poBKa IOATUCH
(MHUIMANBI, (PaMUITHS).

Ecnum moxymeHT odopmisieTcs Ha OJlaHKE TEPPUTOPUATBLHOM KOMHCCHH,

TO PCEKBHU3UT BKIKOYACT HAMMCHOBAHUC MOOJLDKHOCTH JiMLA, IMOAIMCBIBAIOIICTO
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JIOKyMEHT, €r0 COOCTBEHHOPYYHYIO TTOANHKCH, PACIIH(PPOBKY MOAMKUCH (MHUITAATIBI

1 (hamMuIInIO), HAIpUMep:

[Ipencenarens MTOIINCH UHUIMAIBI, (paMuTus

Ecian 10KHOCTHOE JMI0, MOJANKUCH KOTOPOrO 3aroTOBJIEHA HA IMPOEKTE
JIOKyMEHTA, OTCYTCTBYET, TO JIOKYMEHT MOAMHUCHIBAET €r0 3aMECTUTEIh WM UHOE
JUIO0, MCHOJHsAIIEEe ero o0s3aHHOCTH. lIpu 3TOM 00s3aTeNbHO yKa3bIBarOTCSA
dakTuyeckass JOJKHOCTh JIMIA, MOAMKMCABIIETO JOKYMEHT, U €ro QpamMuius.
He  nmomyckaeTcss — MOANUCHIBATH  JOKYMEHTBI € TPEIJIOTOM  «3a»
WJIU TIPOCTABJICHUEM KOCOM UepThl IIEpe HAMMEHOBAHUEM JIOJIKHOCTH.

Ecnu nokymeHT odopmiisieTcs He Ha OJIaHKE, TO PEKBU3UT COJNECPKHUT MOITHOE
HaUMEHOBAHUE JOJKHOCTH J1IA, MOAMCABILIETO JIOKYMEHT,
€ro COOCTBEHHOPYUYHYIO  MOJMHUCH, pacliiPpoBKY TMOANUCH  (MHUIIUAIIBI

U (haMUITUIO0), HATIPUMED:

[Ipencenarens
TepputopuanbHOl M30UPATEIHLHON KOMUCCUU
Ne26 MOANKUCh MHHUIMAIIBI, PaMUIHUS

[Ipy noanucaHuM JOKYMEHTA HECKOJBKUMHU JIOJKHOCTHBIMHU JIMLIAMU
MX TMOAIKACH PACHOJAraroTcs OJIHAa 0]l JAPYrod B MOCIEIOBATEIIBHOCTH,

COOTBETCTBYIOIICH 3aHMMaeMOM JOJKHOCTH, HAllPUMeEp:

[Ipencenarens MMOJIHNCH WHULHABI, (DaMUIIHS

['maBHbIN OyxTrantep MOJIKUCH WHUIMAJBI, haMuIns

HpI/I noanvuCaHuM AJOKYMCHTAa HCCKOJbBKHMMH JIMOAMH, 3aHHMAarolniuMHn
PaBHBIC JOJDKHOCTH, nux IoAImncHu paciojararoT Ha OJHOM YPOBHC,

Harpumep:
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HauansHuk nmpaBoBoro oTaemna HauansHuk
OpPTraHU3alMOHHO-METOANYECKOTO
oTAena
MOANKCH WHHUITHAIIBI, (haMUITHS MOJMKUCHh WHUIAAIBI, (DaMITHS

B AOKYMCHTC, IIOATOTOBJICHHOM KOMHCCHCﬁ, MMOAIINCHU PACIIoIararoTCsa OJiHa
1o ,ZIPYFOP'I. HepBBIM YKa3bIBACTCA IIPCACCHATCIIb KOMUCCHUHU, A q)aMI/IJII/II/I YJICHOB

KOMHCCHH PACIIOJIararoTCAa B aﬂ(l)aBI/ITHOM IMOPAAKE, HAIIPUMCP:

HpCI[CCI[aTCJIL KOMHUCCHUH IIOJIINCH HWHHUIIUAJIbI, q)aMI/IJII/IH
YJieHbl KOMHUCCHUH IIOJIIMCH HMHHUIIHWAJIbI, (baMI/IJII/IH
IIOAIINCH HWHHUIIUAJIIbI, d)aMI/IJ'II/IH
IIOJIINCH HMHHUIIHUAJIBI, (baMI/IJII/IH

Ecnmn [OKyMEHT cocTaBieH Kak npuiaraeMasi K OCHOBHOMY JTOKYMEHTY
cnpaBka uiu  uHpopmaius, TO OH O0QGOpMIIAeTCSI B  COOTBETCTBHUHU
¢ myHKTOM 3.5.15, a BMECTO MOANMCH MOJ TEKCTOM JOKYMEHTA, KaK IPaBUIIO,
yKa3bIBaeTcs aMuiIusi, UMsi, OTYECTBO UCTIOJTHUTETIS.

3.5.17. OTmeTKa 00 7EKTPOHHOMN MOAMKCH.

[IpocraBnsieTcss Ha BU3yaJIU3UPOBAHHOM 3JIEKTPOHHOM JOKYMEHTE B MECTE
PaCIoJIOKEHUS] COOCTBEHHOPYYHOW TMOJIUCH JTOJDKHOCTHOTO JIMIA B JIOKYMEHTE

Ha OyMaXHOM HOCHUTEJIE, HallpuMep:

Hpeﬂceﬂa”[eﬂb AOKYMEHT NOAMNUCAH
o npPoCTOM noaAnNUCbLIO
TeppuropnanbHoi
M30MPaTETbHON KOMUCCUH No26 | XYBQCT/PIZL7BQ+O+6LTHNQPOMVDVUYS= N.B. UpunuHa

[eicreutenen:bes cpoka aencreuns
Bnapeneu:UpvHuHa UHra ButanbesHa

DJIEMEHTBI OTMETKH 00 3JICKTPOHHOHN IOAIHUCH JOJDKHBI OBITh BHIMMBIMHU
Y YUTAaCMBIMH ITPU OTOOPKECHUH JOKYMEHTA B HATYpPaJIbHOM pa3Mepe.

DJIeMEHTBI OTMETKH 00 3JICKTPOHHOM MOJIMKMCH HE JOJDKHBI IIEPEKPHIBATHCS
WJIM HAKJIaJABIBaThCS IPYT Ha ApyTa.

DNeMEeHThl OTMETKH 00 3JICKTPOHHOW ITOJIUCH HE JIOJDKHBI MEePEKPhIBAThH

9JICMCHTBI TCKCTa AOKYMCHTA M APYTIHC€ OTMCTKHU 00 BHGKTPOHHOﬁ moAIInucu
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(Tpu HAJTMYHM).

B cinyuae, ecnau »ieKTpOHHas MOIMUCH COJEPKUT METKY JOBEPEHHOIO
BPEMEHH, OTMETKa OO0 AJIEKTPOHHOW MOMIMUCH AOJDKHA 00s3aTENIbHO BKIIOYAThH
uHbOpMAIlMI0O O JaTe W BPEMEHH TMOINUCAHMS JOKyMEHTa 3JIEKTPOHHOM
NOANKUCHI0. BHENIHMIA BUT METKH JOBEPEHHOTO BPEMEHH M BHEIIHUN BUJ IIPOCTOM
AJIEKTPOHHON TOAMKCH YCTAHABJIMBACTCS JIOKATHHBIMA HOPMATHUBHBIMH aKTaMH
WJIM 1O COTJIAIIEHUIO CTOPOH JTIOKYMEHTO000pOTA.

3.5.18. I'pud cormacoBanus.

I'pu¢ cornmacoanust cocroutr u3 cinoBa COI'JIACOBAHO 6e3 kaBbluek
U MPONMUCHBIMU OyKBaMH, HAUMEHOBAHMS JTOJDKHOCTH JIUMIA, KOTOPHIM COTJIACOBaH
JOKYMEHT (BKJIIOYas HAWMEHOBAaHWE OpraHU3alliHh), €ro COOCTBEHHOPYUYHOMH
noanucu (mpu oPopMiIeHUH Ha OyMa)KHOM HOCHUTEINE), pacludpOBKUA TOJIUCH

(I/IHI/II_[I/IaJIBI, q)aMI/IJ'II/ISI) " JaTbl COITIaCOBAHMA, HAIIPHUMCED:

COT'JIACOBAHO
Cexperapp TepputopralibHOM
n3buparenbHoO komuccuu Ne 26
MOANKCH WHHUITHAIIBI, (haMUITHS
nata

Ecim  cornmacoBanme OCYHICCTBIACTCA  IIPOTOKOJIOM HJIM ITHCBMOM,

TO COTJIACOBaHUE O(POPMIISIETCS CIAEAYIOLUIMM 00pa3oM:

COI''TACOBAHO
MIPOTOKOJIOM 3aceaHus
aTTECTAIMOHHON KOMHUCCUHU
TepputopranbHON H30UPATEITHHOM

komuccuu Ne 26
ot 14 ¢enpamns 2025 . Ne 16

HJIn:

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

I'pud cornmacoBanusi NOKyMEHTa B 3aBUCMMOCTH OT BHJAA JOKYMEHTa

1 0COOCHHOCTEH ero 0(hopMIIEHUS MOXKET MPOCTABIIATHCS:
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Ha MEpPBOM JIUCTE JOKYMEHTa B JIEBOM BEpXHEM YTy Ha ypoBHE Tpuda

YTBEPKACHUSI WU 110/, HAUMEHOBAaHUEM JIOKYMEHTA OJIMKE K HIPKHEMY I10JIO;

Ha MOCJIEAHEM JIMCTE JOKYMEHTA M0l TEKCTOM;

Ha JIMCTE COIIACOBAHUS, SBJIIIOIIEMCS HEOTHEMIIEMOM YaCThIO IOKYMEHTA.

3.5.19. Buga.

BHyTpeHHee coriacoBaHuE MPOEKTa TOKyMEHTa 0(OPMITSIETCS] BU3OM.

CorylacoBanne NIpOEKTa JAOKYMEHTA MOKET OCYLIECTBIISTHCS CpPEACTBAMU
[T1. Ilpu cormacoBaHuMM NpOEKTa TOKyMEHTa Ha OyMa)XHOM HOCHUTENE BH3a
BKJIIOYAET TMOJAMUCH BHU3UPYIOLIETO, pPAacUu(pOBKY MOANUCH (HMHUIIAATIBI,
bamunus) U JaTy, Npd HEOOXOJUMOCTH MOXKET OBbIThb YyKa3aHa JOJKHOCTD

BU3UPYIOILETO, HAIPUMED:

Cexperapp TepputopualibHOM
n3buparenbHo komuccuu Ne 26

IIOAITHUCH HMHHUIHUAJIbI, (baMI/IJ'II/IH
Jara

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

3ameuaHus MpUIararTCs

Cexperapp TepputopraibHON
n3bupatenpbHOU Komuccuu Ne 26

IMoAIINCH HWHUIIKAJIbI, (baMI/IJ'H/ISI

Jara

3amMeuaHus n3j1araroTciAa Ha OTACJIBbHOM JINCTC, IHOAITMCBIBAOTCs
" IIpUujIararoTcs K 10KyMCHTY.

I[OHYCK&GTCH IMOJIMCTHOC BU3UPOBAHHUEC NOKYMCHTOB 1 HpI/IJ'IO)KeHI/Iﬁ K HUM.
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Ecny nommMHHUK TOKyMEHTa OCTAETCS B TEPPUTOPUAIIBHON KOMUCCHU, BU3bI

MPOCTABIIAIOTCS B HIDKHEM YacTh OOOpPOTHOW CTOPOHBI TMOCIEIHEro JIMCTa
MOJJIMHHUKA JIOKYMEHTA.

JInsi 1OKyMeHTa, MOJJIMHHUK KOTOPOTO OTHPABISIOT U3 TEPPUTOPUAIBHON
KOMHCCHUH, BU3bI IPOCTABISIIOTCSA B HUYKHEW YaCTH JTMUEBOW CTOPOHBI MOCJIEIHETO
JIMCTA KOMUU OTIPABIIIEMOIO TOKYMEHTA.

3.5.20. Ieyats.

[lewatp  3aBepseT MNOMJIMHHOCTh  NOANWCH  JOJDKHOCTHOTO  JIMIIA
Ha JOKYMEHTax, YJIOCTOBEPSIONIMX MPEAYCMOTPEHHBIC IIPABOBBIMU aKTaMHU
MOJIHOMOYHMSI  JTOJDKHOCTHBIX JIMI WM (PUKCUPYIONMX (DAKThI, CBSI3aHHBIC
c  (uHAHCOBBIMU  CpEICTBAaMH, a TakXKe€ Ha  HUHBIX  JIOKYMEHTax,
IpeyCMaTPUBAIOLINX 3aBEPEHUE MOJIMHHOM ITOAIUCH.

[leyaTts cTaBUTCS Ha CBOOOAHOM OT TEKCTAa MECTE, HE 3aXBaThIBasd
COOCTBEHHOPYYHOU MOJMUCHU JOJKHOCTHOTO Jiniia. [leyaTh MOXKET 3aXBaThIBaTh
4aCcTh HAMMEHOBAHUS JOJKHOCTH JIULA, TOANMCABILIETO JOKYMEHT.

B nokymeHTax, MOJATOTOBJICHHBIX Ha OCHOBE YHU(MDUIIMPOBAHHBIX (opM,
reyaTh CTaBUTCA B MecTe, 0003HaUeHHOM oTMeTKoU « MID» unu nHbIM 00pazom.

3.5.21. OTmeTKa 0 3aBepEeHHUH KOITHHU.

JInsi 3aBepeHMsT COOTBETCTBHUS KOINHM JIOKYMEHTA TOJIMHHUKY HUXKE
pekBusura «lloamuce» MpoOCTaBIAETCS OTMETKA O 3aBEPEHUM  KOIUU —
3aBEpUTENIbHAS HAINUCh «BepHO», MOOMKHOCTH JIMIA, 3aBEPUBILIETO KOIMUIO,
ero COOCTBEHHOPYYHAs MOJIIHCH, pacuudpoBka MOJITHUCH

Y JlaTa 3aBEPEHUs], HalIpUMeED:
Bepno
IIpencenarens TEppUTOPUATIBHON KOMUCCUU
MOJINCH MHUIMAIIBI, (paMuTus

JgaTta
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JlomyckaeTcsi 3aBepATh JTOKYMEHTBI OTMETKON «BepHO» mpocTaBieHneM

mrTamMna ¢ yKa3aHWeM  JIOJDKHOCTM — JIMI[A,  3aBEPHUBIIET0  KOMMIO,
ero cOOCTBEHHOPYYHOU MOJIUCH, PacIu(PpOBKY TOIMUCH U TaThl 3aBEPCHUS.

B caywasx, nOpeayCMOTpPEeHHBIX  3aKOHOAATENbCTBOM  Poccuiickon
®denepanuu 0 BbIOOpax U pedepeHayMax, MPU 3aBEPEHUU KOMUU JOKYMEHTa
TaK>K€ MMPOCTABJISIETCS] BPEMS 3aBEPEHHUSI.

[Ipu mepecblike KOMUU JOKYMEHTa B JPYrHe OpraHu3allid WU Bbljade
€€ Ha pyKHU 3aBEpUTEIbHAs HAIIUCh YA0CTOBEPSETCS COOTBETCTBYIOIIEH M€YATHIO.

JIucThl MHOTOCTPAHMYHBIX KOMHU HYMEPYIOTCA, OTMETKAa O 3aBEpPEHUU
KONMM  JIOTIOJHSETCS  yKa3aHWEM KOJMYecTBa JUCTOB komuu  «Bcero
B KONWUM ___ JIUCTOB». Ha KOMUAX MHOTOCTPAHUYHBIX JOKYMEHTOB OTMETKa
O 3aBEpEHUHU KOMNHHM TMPOCTABISICTCS HA  KaXJOM JIMCTE JIOKYMEHTa
WIM Ha TOCIHEIHEM JIMCTE TMPOIIMTOrO0 WM CKPEIJIEHHOTO HWHBIM 00pa3oM
JIOKYMEHTA.

3.5.22. OTmeTKa 00 UCTIOTHUTEIIE.

OtMeTka 00 HCHOJHUTENE BKIIOYAEeT B ceOsl (paMHIIMIO, UM U OTYECTBO
(Ipy HAMMYKMKM) UCIOJHUTENS JOKYMEHTa U HOMEp €ro ciykeOHoro TtenedoHa
C KOJIOM pervoHa (B ciilydyae HampaBlICHUS JOKYMEHTa B ajpec H30upaTesbHbIX
KOMHCCUH MOXET yKa3blBaTbcsi HOMep ciykeOHoro Ttenedona ATCB).
OTMeTKy 00 MCITOJIHUTENIE PACIoIaraloT Ha JUIEBOM WM, IPU OTCYTCTBUU MECTA,
Ha OOOPOTHOI CTOPOHE MOCJEIHEro JUCTa JTOKYMEHTa B JIEBOM HIKHEM YTy

mpudTom 10 MyHKTOB, HaTTpUMeED:

3y6apes Brnagumup Wnbpuu
(812) 356-85-31

3.5.23. Ot™meTKka 00 UCTIOTHEHUH JOKYMEHTA.

OTtmeTka 00 WCMOMHEHWH JOKYMEHTa M HalpaBJICHWHW €ro B JeI0
MOTYT BKJIIOYAeT CJENyIOUIMe MJaHHbIE: KpaTKUe CBEACHHUS OO0 HCIOJIHEHUU
JOKyMeHTa (IIpH OTCYTCTBUH JOKYMEHTA, CBUJIETEIbCTBYIONIETO 00 MCTIOTHEHHH ),

JlaTy ¥ HOMEP UMEIOIIErocsl JOKyMeHTa 00 MCIOJIHEHUH, cjioBa «B neno», Homep
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Jiena, B KOTOPOM OyJeT XpaHUThCS JOKYMEHT, AaTy, HOANUCH (Mpu 0pOpMICHUN

Ha OyMa)XHOM HOCHUTEJIe) IpeceaTelisi TePPUTOPHATIbHON KOMICCHH.
3.5.24. Unentudukatop 3M€KTPOHHON KOMMUU JOKYMEHTA (KOJOHTHUTYII).
WNnentuduxatop (umsa (aiina Ha MAITTHOYUTAEMOM HOCUTEJIE) DIIEKTPOHHOMN
KOMHUU JOKyMEHTa (KOJOHTHUTYJI) MOKET MPOCTABIATHCSA B JICBOM YIUIy HUKHETO
MOJISL KaXKAO0W CTPaHUIBl JOKYMEHTa MPUGPTOM § MyHKTOB, HAIPUMED:

K0305298

3.5.25 lltpux-kon (QR-kom1) TOKyMEHTA.
[Ipy wWcnonp30BaHWW IITPUX-KOAA, €0 CJICAyeT pa3Meniatbh B TIPaBOM
HIDKHEM YUy TIepBOro JmcTa. Ecnm Mecta HEZOCTaTOYHO, JOIMYCKaeTCs

pa3MelIeHue B MPaBOM BEPXHEM YTIIy WM Ha APYroM CBOOOIHOM MECTE.

4, Opranu3anusi paéoThbl ¢ HCXOAAIIMMHU (OTIIPABJISIEMbIMHU)
TOKYMEHTAMU

4.1. Pabota c oTmpaBiasieMbIMH (MCXOISAIIUMHU) U3 TEPPUTOPUATHLHOM
KOMHCCUU JOKYMEHTAMH BKJIOYAE€T HUX PETUCTPALMIO, NPOBEPKY IMPABUIBHOCTH
odopmIIeHUS, B TOM YHCJIE€ HAJIUMYHME MOJIHOTO aJpeca U €ro TOYHOCTh, HaJTU4YUe
MOJIMHHON Toanucu (JUisi 3JIEKTPOHHOTO JTOKYMEHTa — MPOBEpPKa TMOTMHHOCTH
AJIEKTPOHHON TOAMMCH), JPYTMX HEOOXOIUMBIX JJIEMEHTOB OGOpMIIEHUS,
YKa3aHHbBIX PUIOKEHUM, U OTIIPABKY.

4.2. Ucxonsmue MOKYMEHTHI TedaTaiTcs Ha OJaHKax YCTaHOBJICHHOM
dbopmbl, OQOPMIISIIOTCST B COOTBETCTBUU C  TOJIOKEHUsIMH ~ MHCTpyKIUM
u peructpupytorcs B [1J] umu apyrux peructTpaimoHHO-YYeTHBIX (hopMax.

4.3. OTnpaBka JOKYMEHTOB u3 TEPPUTOPHUATBHOU KOMHCCHUU
OCYILIECTBIISIETCS opraHamu (eaepanbHON (eNbIberepckod WM  CrelruaIbHON
CBS3M, TIOUTOBOM, TelerpadHOM CBs3bl0, cpenactBamu IIJI, mo KkaHamam
(aKCUMUIBHOU CBSI3U, JIEKTPOHHOM MOYTOM B ceTh MIHTEpHET niu HapOYHBIM.

4.4, Tlpu opopMIeHUN OTHPABISIEMBIX (MCXOIAIINX) MHCEM, B TOM YHUCIE
MpU MOJATOTOBKE MPOEKTOB mucem cpeactBamu [1/[, u TenerpaMm HCIOTHUTENb
yKa3bIBa€T TMIOJHBIA TIOYTOBBIM (BKJIIOYAs MHAEKC) aJpec OpraHu3aluu

HJIK I'paXKJaHrHaA.
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4.5. OrnpasnsieMble  (MUCXOISLIME)  JIOKYMEHTBI ~ MOTYT  TOTOBUTHCH,

COTJIaCOBBIBATHCS M MONUCKIBATHCA cpeacTBamu [1]1.

Ucxopsuue mnuchkMa HampaBisIOTCS 3@  MOANUCHIO  MpeJcenaTens
TEPPUTOPUAIBHOM KOMHUCCHUU, B €r0 OTCYTCTBUE —3a MOAMHUCHIO 3aMECTUTEIIS
npejacenareiass WM WHOTO 4jeHa TEPPUTOPUATIBHONM KOMHUCCHUU, UCIOJIHSIOIIETO
00s3aHHOCTH  TpeAcenaTeNs, Ha  COOTBETCTBYIOIIeM  OJlaHKe  MHChMa
(MpU MOATOTOBKE MCXOISIIMX JOKYMEHTOB cpeacTBamu [1J[ — cooTBeTCTBYIOMIMX
AIIEKTPOHHBIX 11a0I0OHAX OJJAHKOB TOKYMEHTOB).

4.6. C ucnonp3oBanueM I1J] wnmm apyrux perucTpaniioOHHO-YUYETHBIX (HOpM
JIOKYMEHTaM MPUCBAUBACTCS HUCXOASIIUNA HOMEp, KOTOPBIM COCTOMT M3 HMHJEKCA
JieJla 0 HOMEHKJIAaType Jed W MOPSAKOBOIO HOMEpa JIOKYMEHTA, pa3AeieHHBIX
Kocou 4yeprTol. Mcxomdmmi HOMEpP YKa3bIBA€TCS TAKKE HA KONUU JIOKYMEHTA,
ocraroliericss B nene. Hymepanuss ucXoAsmmx JAOKYMEHTOB OCYUIECTBIISAECTCS
B MpeJienax KajJeHJapHoTo roja.

[Ipu peructpauuu HCXOJAIIETO AOKYMEHTa B PErUCTPAlMOHHO-YYETHOU
dbopme 00s13aTeNIBbHO YKA3bIBAIOTCS CIEAYIONIUE PEKBU3UTHI: JaHHBIE 00 ajpecarte
(pamunms, umsi, oTuecTBO (IPU HATUYKMK) (HUINYECKOTO JIMLA UM HAMMEHOBAHHUE
OpraHu3alliy, KpaTKoe COAEp)KAHHE JOKYMEHTa, HCIOJIHUTEIb JIOKYMEHTA,
€ro COMCIOJIHUTENIM, KeM OH MOJIMCAaH, & TAKXKE KOJIMYECTBO JUCTOB OCHOBHOTO

AOKYMCHTA U JIMCTOB IIPUJIOKCHHUA, KOJITNYCCTBO SK3CMILIAPOB, BU OTIIPABKH.

[Ipu  perucTpauuu  HUCXOASIIET0O  JOKyMEHTa  JellaeTcsi  CBsI3Ka
C BXOJSILMM JOKYMEHTOM Ha KOTOPBIN AaeTcs OTBET (€CIH TaKOBOM UMeEeTcs).

4.7. OTnpaBka UCXOAAMIMX JOKYMEHTOB cpeactBamu I1J] ocymiectBisercs
JIUIIOM, UMEIOIINM J0oCcTyT K padote ¢ T1]1.

WNHple OOKYMEHTHI MOTYT OBITH OTIIPaBJICHBI OpraHaMu (QeaepanbHOR
dbenpaperepckod  WIM  CHEeUUAIBHOM CBS3M WIM TOYTOM 10  yKa3aHUIO

npeaceaaTeNs: TEPPUTOPUATIEHON KOMUCCHUHU.



31
4.8. JIns mepenaun ucxonsuiero AokyMmenta 1/l mim 31eKTpoHHON MOYTOMN

B cetd MHTepHET OTHpaBisieMbld JOKYMEHT O(OpMIISIETCSS B COOTBETCTBHUU
¢ TpeboBaHusAMH MHCTpyKIUH.

B cnyuae perucrpanuu nokymenta B [1J] Tekct nokymenrta B ¢opmare doCx
WK XISX WIM 3JCKTPOHHBIH 00pa3 gokymeHnta B (opmare pdf (mpu Hamuumn
CKaHHUPYIOUIEr0 YCTPOMCTBA) MPUCOEAHUHSETCS K PErUCTPALMOHHON KapTOUKe
Y OCYIIECTBIISIETCA €r0 OTIPABKA.

IIpn moaroroBke mAoOKyMeHTOB cpeactBamu IIJ[ ¢ ucnons3oBaHuem
AIEKTPOHHOM MOJIMCHU II0CIE NOANMUCAHUA JOKYMEHTBI MOTYT aBTOMAaTHYECKH
peructpupoBatbcsi U HampabisaThess B LIMK Poccun, @I npu LUK Poccun,
PIHHOUT mpu UK Poccuu, Cankrt-IleTepOyprckyro n30oupaTesibHyr0 KOMHUCCHIO,
uHble  u30upaTenbHble KoMuccuu —CcyOBekToB  Poccuiickoit  deneparuu,
TEPPUTOPHUATBHBIE KOMUCCHH.

4.9. ITpu oTmpaBKe TelaerpaMMbl 0OJiee YeM B YeThIpe ajpeca 0hOpMIIIEeTCS
NOJJINHHUK, KOMHA MW [JIBa OHK3EMIUIApa MOJNHCAHHOTO CIUCKA PAaCChUIKU
C YKa3aHMEM TIIOJIHBIX IIOYTOBBIX (BKJIOYas T[OYTOBBIA MHJIIEKC) AaJIPECOB.
Ha Tenerpad nepenaroTcs MOAJTUMHHUK C OJHUM 3K3EMIUIIPOM CIHCKA PACCHUIKU
M KONMsl TellerTpaMMBbl, KOTOpas C OTMETKOW O Mepenade TelerpaMMbl
BO3BPALIAETCSA B TEPPUTOPHUAIBHYI0 KOMUCCHUIO M BMECTE CO BTOPBIM 3K3EMILISIPOM
CIIMCKA PACCBUIKH MOJIIUBAETCS B JEIO.

4.10. [Ipn oTnpaBke mUchMa Oojiee 4eM B HYETHIpE ajpeca COCTaBISETCS
CIHCOK PACCBUIKM yCTaHOBJICHHOW (opmbl (mpunokenne Ne 6), KOTOPBIH
IIOAIMCBHIBAETCS MPEACENATENIEM, B €70 OTCYTCTBUE — 3aMECTUTEIIEM TIPEACENaTEeNs
WIM UHBIM YJIEHOM TEPPUTOPUATBHOW KOMMCCHH, HMCIOJIHSIOMIMM OO0S3aHHOCTU
npeacenarenas TEPpPUTOPUATBHOW Komuccuu. Ilocnme perucrpanuu  MUCBMO
TUPAKUPYETCS B HEOOXOAWMOM KOJIMYECTBE W oTmpasisercs. [Ipu moaroroske,
COTJIACOBAHUM W MOJNHUCAHUM NHceM cpenactBamu I1J] cmcok pacchUIKM TakxKe
rotoBurcs cpeacrsamu [1/1.

Ecnu nucbMo win TenerpamMma HampaBisieTcss He 0oljiee 4eM B 4eThIpe

azpeca, TO MOAMUCHIBACTCS KaXK IbIN AK3EMILISP.
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4.11. OtnpaBka IOKyMEHTOB MPOU3BOAMUTCS €XKEIHEBHO B 4achl PabOTHI

TEPPUTOPUATBHON KOMUCCHH, KPOME BBIXOJHBIX U HEPAOOUMX MPA3THUYHBIX JTHEH.

OTnpaBka HCXOIIMIMX JTOKYMEHTOB TIOCJ€ OKOHYaHUS paboyero [HS,
B BBIXOJHBIE M Hepabouue Mpa3gHUYHBIE JHU, B TMEPHUOJ] MOJATOTOBKHU
U TpOBEACHUS U30MpATEIbHBIX KaMIAHUW OCYIIECTBISIETCS M0 YKa3aHUIO
npejacenarenas TEPPUTOPUATBHOM KOMHUCCUU JIMOO B COOTBETCTBHM C PELICHUEM
TEPPUTOPUAITBHON KOMUCCHH.

4.12. JIOKyMEHTBI C OTMETKOM O CpPOYHOCTH JOCTaBKu «Becbma cpodHO»
u «CpoyHO» OPOPMIISIFOTCSI HE3aMEUIUTEIHHO, MOTYT OTIPABIATHCS CPEICTBAMU
[1/1, mo xaHanaM (paKCUMHUIBHOMN CBSI3U, JIEKTPOHHOW MOYTON B cetu MHTepHer,
HapOYHBIM W/WJIM MEePeaBaThCs B OTIAEN (EeNbAbErepcKOil WK CIIELMATIBHON CBA3U
JUIsL JIOCTaBKM B TEPBYIO OYEpe/lb B COOTBETCTBHM C TpadMKOM MapuIpyTOB
benpaberepeil.

4.13. lokyMeHTbl 0€3 OTMETOK OQGOPMIISIOTCS MO Mepe TMOCTYIUICHUS
U MOTYT OTIpaBIsAThCsA cpeactBamu [1J w/mim nepenaBaThCs B OTHAEN JOCTaBKU
(denpaberepckod WM CHEUAIBHOW CBSI3M, IA€ OTIPABKA OCYIIECTBIISIETCS
B COOTBETCTBUU C I'PAPUKOM BBITIOJHEHUS] MAPIIPYTOB B ONTUMAaJIbHBIE CPOKH.

4.14. JlIokyMeHTbI, HampaBisieMble TpaXjaaHaM IO TIOYTOBOMY ajpecy,
yKa3aHHOMY UMU B OOpalllEeHUH, OTIIPABISIOTCS YEpe3 MOYTOBOE OTNIEJICHUE CBSI3U
MPOCTHIMHU MTOYTOBBIMH OTIIPABIICHUSIMU WJIM 3aKa3HBIMU MTUCbMaMU.

4.15. JlokyMeHTbI, TepenaBaeMble MO KaHajlaM (PaKCUMWIBHOW CBS3H,
PETUCTPUPYIOTCS B IOPAJIKE, YCTAHOBICHHOM JJIsl HCXOASAIIMX JOKYMEHTOB.

4.16. Vcxopsmue TOKyMEHTHI, O(DOpMIICHHBIE C HapyllleHueM TpeOOBaHMIA
NHCcTpyKIIMu, K OTHpaBKe HE NPUHUMAIOTCA W BO3BPALIAIOTCS HMCIIOJTHUTEISM
Ha 10paboTKy. KoppecrnoHaeHITNS HeCTy>KeOHOTO XapaKTepa, B TOM YHCIIC JTUIHAS
KOPPECMOHAEHIIUS, K OTIPABKE HE MPUHUMAETCS.

4.17. Koy UCXOASIIMX JOKYMEHTOB, O(MOPMJIECHHBIX Ha OyMaKHOM
HOCHUTEJIC, TOMEIIAITCS B JEJIO0 B COOTBETCTBUM C HOMEHKJIATYpOH el

TEPPUTOPUAIIBHOM KOMUCCHHU.

5. Oco0enHocTH PadOTHI € IJIEKTPOHHBIMHU IOKYMEHTAMH
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(ocymecTBiieHue padoThl ¢ fokymeHTamu B I1/1)

5.1. DneKkTpoHHbIE JTOKYMEHTHI SABISIIOTCA O(PUUUATBHBIMA JOKYMEHTAMH.
DneKTpOoHHBIE JOKYMEHTHI CO3J1al0TCs, 00padaThiBatoTcs U Xpausarces B [1]1.

5.2. DNEKTPOHHBIA JOKYMEHT JIOJDKeH ObITh odopmiieH 1o o0muMm
MpaBWjaM  JICJIONPOM3BOJICTBA W HUMETh  PEKBU3HUTHI,  YCTAHOBJICHHbBIC
JUTSl aHAJIOTMYHOTO JJOKYMEHTa Ha OyMa)KHOM HOCHUTEJE.

5.3.B  TeppuTopMambHON  KOMHUCCHU  WCIOJB3YIOTCS  DJIEKTPOHHBIC
JOKYMEHTBI, a TaKXe DJICKTPOHHbIE 0Opa3bl JOKYMEHTOB, IOJIYYCHHbIC
B Pe3yJIbTaTe CKAHUPOBAHUS JOKYMEHTOB Ha OYMa)KHOM HOCHUTEJIE M XPaHSIIUECS
B I1JI.

5.4.]lnsg TOATBEPXKJIEHUS TMOJIMHHOCTH TIPU Tepelaye 3IIEKTPOHHBIX
JIOKYMEHTOB B JIpyrH€ TOCYJapCTBEHHBIE OpraHbl, OpraHbl MyOJUYHOU BIACTU
dbenepanpuoit Tepputopun «CUpPUYyC», OpraHbl MECTHOIO CaMOYIPABJICHUS,
OpraHu3alysM M TpakJaHaM JIOKYMEHTBHI 3aBEpSAIOTCS JJIEKTPOHHOM MOJIHCHIO
JIOJDKHOCTHOTO JIUIIA TEPPUTOPUATILHOM KOMHCCHM, MOAMUCABIIETO JIOKYMEHT,
B cooTBercTBUM ¢ DepepanbHbiM 3akoHOM OT 06 ampenst 2011 roma No 63-D3
«O0 >7IeKTPOHHOMU TTOITHACH.

5.5.Ilpu 00paboTke, pPacCMOTPEHHM, COIJIACOBAaHUM U  TOJNUCAHUU
AJIEKTPOHHBIX JOKYMEHTOB B [IJ[ BO BHYTpeHHEM JOKyMEHTOOOOPOTE MOTYT
UCIIOJI30BAaThCA  CHOCOOBI  MOATBEPXKIECHUS  JEHUCTBUA C  DJIEKTPOHHBIMHU
JOKYMEHTaMHu, TpH KOTOPBIX OJEKTPOHHAS MOJNHUCh HE HCIOJIb3YETCH.
Nnentudukanus TOJDKHOCTHOTO JIHMIA MPOU3BOAUTCS IO €ro y4YeTHOM 3amucH
B IIJl 1mmbGo MOXET HCIOIb30BAThCS MPOCTasi dBJIEKTPOHHAS  MOJIUCH.
Taxoke mpocTas IeKTPOHHAS MOAMKUCH MOXKET MCIOJb30BAaThCS MPU HAMIPABICHUH
anekTpoHHbIX N0KyMeHTOB B LIMK Poccun, @MU npu UK Poccuu, PLIOUT
npu [IUK Poccuu, Cankt-IlerepOyprckyto u30upaTeabHYy0  KOMHCCHIO,
n30HMpaTeIbHbIC KOMHCCHUU CcyOBEKTOB Poccuiickoit denepanum,
TEPPUTOPUATHHBIE KOMUCCHH.

5.6. CoctaBnenue, ohopMIICHHE W COTJIACOBAHHME IMPOEKTOB 3JIEKTPOHHBIX

JIOKyMEHTOB ~ OCYIIECTBJISIETCSI 1O OOMMM TIpaBWJIaM  JIEJIOMPOU3BOJICTBA,
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YCTAHOBJICHHBIM B OTHOHNICHHMHW AHAJOTMYHBIX JOKYMCHTOB Ha 6YM3)KHOM

HOCHUTETIE.

5.7. IlepeueHb NOKYMEHTOB, CO3/1aBa€MbIX, XPAaHUMBIX M HCIOJb3YEMbIX
UCKITIOUUTETLHO B (OpME  DJIEKTPOHHBIX  JIOKYMEHTOB,  OIpPEIeIseTCs
HOMEHKJIaTypOH Jen.

5.8.1lpuem wu oTHpaBKa OdIEKTPOHHBIX JTOKYMEHTOB OCYIICCTBIISIIOTCS
JOJDKHOCTHBIM  JIMIIOM, HMMEIOIIMM JocTyll K pabore c IIJI, Takke MOXeT
OCYIIECTBIISITECS aBTOMATUYECKasi OTIPAaBKa JOKYMEHTOB, MOMUCAHHBIX MTPOCTON
anekTpoHHoM  moamuchkto  cpeacrBamu  [IJI B MUK  Poccumn, OUU
npu I[IUK Poccun, PLHOUT npu UK Poccuun, Cankr-IlerepOyprckyio
M30UPATEIIbHYI0 KOMUCCHIO, M30HUpaTelibHble KOMHUCCUU CyOBbeKTOB Poccuiickoi
denepanuu, TEPPUTOPUATIBEHBIE KOMUCCHUU.

5.9.1lpu mnonyuenuu >neKTpoHHBIX gokymeHToB u3 [IMK Poccun,
O nmpu MUK Poccuu, PLHOUT npu LMK Poccun, Cankrt-IletepOyprckoit
n30UpaTebHOM KOMHUCCUHU, HM30MpATENbHBIX KOMHUCCUN CyOBeKkTOB Poccuiickoit
Oenepanyi, TEPPUTOPUATBHBIX  KOMHUCCHM, TMOAMUCAHHBIX  SJIEKTPOHHOMU
MOJIUCHIO, OCYILLIECTBISECTCS MPOBEPKA NECUCTBUTEIBLHOCTU JIEKTPOHHON MOAIUCH
cpencteamu [1/1.

5.10. [Ipn BKJIIOYEHUHW ODIEKTPOHHBIX JOKyMeHTOB B I[IJ] dhopmupyrorcs
pPETUCTPAllMOHHO-YUYETHBIC JaHHBIE O JIOKYMEHTE, 00SCIeYHBAIOINE YIPaBIICHNE
JIOKYMEHTOM, B TOM YHCJI€ €r0 MOUCK, JOCTYI K JOKYMEHTY, KOHTPOJb, XPAHEHUE
U UCIOJIb30BaHue (TpuitoxeHue Ne 7).

5.11.Tlpu  mepemaue  TOCTYNMBIIMX  AJIEKTPOHHBIX  JIOKYMEHTOB
Ha pPAcCMOTPEHHUE, HAMNPABICHUU DJICKTPOHHBIX JIOKYMEHTOB HWCHOJHUTENSM,
OTHPABKE U XPAHEHUU JJIEKTPOHHBIX JOKYMEHTOB BMECTE C HMMHU NEPEAaOTCs
(HampaBISAIOTCS, XPAHITCS) UX PETUCTPALIMOHHBIC JJAHHBIE.

5.12. Enununeit yyera 3JIEKTPOHHOTO JOKYMEHTA SIBJISETCS SJEKTPOHHBIN
JIOKYMEHT, 3apeructpupoBannbii B 11/1.

OJIEKTPOHHBIC JOKYMEHTBI, HMMEIOIINE MPUIOKEHUS, PETUCTPUPYIOTCS

N YYHUTBIBAIOTCA KaK OAWH JOKYMCHT.
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5.13. DneKTpoHHBIE TOKYMEHTHI (OPMHUPYIOTCS B JieJa B COOTBETCTBHUH

C HOMEHKJIaTypO# A€l TEPPUTOPUATIBHON KOMUCCHUN U UHIEKCUPYIOTCS B ITOPSIKE,
YCTAaHOBJICHHOM B OTHOILICHUU JI€JI, COCTABJICHHBIX U3 JOKYMEHTOB Ha OyMa)kHOM
HOCHTEJIE.

IIpyn cocraBileHHMM HOMEHKJIATYpbl J€J YKa3bIBAa€TCs, 4YTO JIEJIO BEAETCS
B DJICKTPOHHOW (opMe, YTO OTMEYaeTcsi B 3arojioBKe Jeia wid B Tpade
«IIpumeuanuey», HanpuMep:

[ToctanoBnenust LleHTpanbHON u30MpaTenbHO Komuccuu Poccuiickoit
®enepaunu. Konuu. OneKTpoHHBIE JOKYMEHTBHI.

5.14. DnexTpOHHBIE JOKYMEHThl IIOCJA€ WX HCIOJHEHUS TOJJIekKaT
XpPAaHEHUI0 B YCTAHOBJEHHOM IOPSAKE B TEYEHHE CPOKOB, MPETYyCMOTPEHHBIX
JUISL aHAJIOTMYHBIX JJOKYMEHTOB Ha OyMa)KHOM HOCHTEJIE.

5.15. MecTo XpaHEHUs OSJIEKTPOHHBIX JIOKYMEHTOB JI0 HX Iepenayu
Ha apXMBHOE XpPaHEHUE, BHJI HOCUTEJEH, HA KOTOPBIX OHHM XpaHATCA, (opMaThl
UX TIOCTOSHHOIO M JIOJTOBPEMEHHOI'O XPAHEHHUS ONPEIEIAIOTCS € y4ETOM
UCIIOJIB3YEMBIX B  TEPPUTOPUATIBHOM KOMHCCHUM  MPOTPAMMHO-TEXHUYECKHX
CPEICTB, HOPMATHUBHBIX AaKTOB M METOAMYECKUX JOKYMEeHTOB Pocapxusa,
ApxuBHoro komureta Cankt-IlerepOypra.

5.16. DkcmepTH3a IIEHHOCTH DJEKTPOHHBIX JOKYMEHTOB OCYIIECTBISICTCS
B OOLIEM MOpsKEe, YCTAaHOBJIEHHOM B OTHOIIEHMHM JOKYMEHTOB Ha OyMa)KHOM
HOCHTETIE.

5.17. Tlocne  ucTeyeHUsT CpOKA, YCTAHOBJIEHHOTO  JJii  XpaHEHUus
AJIEKTPOHHBIX /€7 (PJIEKTPOHHBIX JTOKYMEHTOB), OHM MOJUIEkKAT YHUUYTOKEHUIO
C COCTaBJICHHEM aKTa YCTaHOBJICHHOU (opmbI (Tprtoskenue Ne 16).

5.18. DnexTpoHHBIE TOKYMEHTHI, MOJIeXKAIlUe JUIMTEILHOMY XpaHEHHIO,
NEepealoTCs Ha apXMBHOE XpaHEHHUE MO OMUCAM C OPOpPMIIEHHEM aKTa IpuemMa-

nepeaadun 3JICKTPOHHBIX TOKYMCHTOB Ha apXHMBHOC XpaHCHHUC.

6. Oco0enHocTH PadOTHI ¢ OOPALIEHUAMH IPAKIAH.
Opranusanys THYHOIO NIPHEMa IPaKAAH
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6.1. Opranuzanus paboOThl C OOpaIlEHUSIMH TpaKJaH OCYIIECTBISETCS

B COOTBETCTBUU C pazzesioM 2 MHCTpyKIMH ¢ y4eTOM OCOOCHHOCTEH, YKa3aHHbIX
B JJAaHHOM pa3Jelie.

6.2. OOparmieHuss B TEPPUTOPHUATHLHYI0 KOMUCCHIO MOTYT OBITh HAIpPaBJICHBI
B IMUCbMEHHOMU (hopme, a Takke B GopMe FIEKTPOHHOTO JOKYMEHTA.

6.3. O6pamenne B (opmMe DSISKTPOHHOTO JOKYMEHTa HaIPaBIACTCS
C HUCIOJb30BaHHWEM CTpaHuilbl oduimanbHoro caita Cankt-IleTepOyprekoit
n30upaTeabHON KOMHUCCUU B ceTH MHTepHeT, mpelHa3HauYeHHON ISl HalpaBJICHUS
oOpamieHrii B TEPPUTOPHUATBHYIO KOMHUCCHIO (janee — 3JeKTpoHHas Qopma
oOpareHui).

Hanpasnenue  oOpamenuit B ¢dopMe  BJIEKTPOHHOIO  JIOKYMEHTa
B TEPPUTOPHAIBHYIO KOMHCCHUIO  OCYIIECTBISIETCS  MOCIE  IPOXOKIACHUS
3asiBUTENEM MJICHTU(DUKAIMKM U ayTeHTU(UKAIMU TIOCPEIACTBOM (eaepalbHOi
rocy1apCTBEHHON HMHPOpMAIIMOHHOM cucTembl «EnnHas cuctema uaeHTUdUKauu
U ayTeHTHGUKAMK B HHPpACTpyKType, obecrneuuBaronieii uHOOpMaAIMOHHO-
TEXHOJIOTHYECKOE B3aMMOJECHCTBUE HH()POPMALMOHHBIX CHUCTEM, HCIIOIb3YEMBIX
JUISL TIPEIOCTABJICHUSI TOCYAapPCTBEHHBIX U MYHUIIMIATBHBIX YCIYT B 2JIEKTPOHHOU
dbopme.

OnexkTpoHHas ¢opma oOpallleHuH AO0JDKHA MpeaycMaTpuBaTh 3alOJIHEHHE
ajpeca SJICKTPOHHOW TMOYTHI, HAa KOTOPBIA JIOJDKEH OBITh HANpaBi€H OTBET
Ha o0pallleHre, CIeUaIbHOro MOJIs JUIsl BBOJIA TEKCTA OOpAaIlEHUs], COIePKAILIETO
€ro CyTh, BO3MOXHOCTb NMPUJIOKEHUS TOKYMEHTOB U MaTE€PUAJIOB B 3JIEKTPOHHOM
dbopme, MOATBEPKIAIOMINX JOBOJBI OOpAIIEHNs, & TAK)KE MOXKET MPEeyCcMaTpUBaTh
BO3MOXXHOCTh  yYKa3aHHsI JIOMOJHUTENBHBIX CBEICHUM, YTOUHSIOIIUX CYTh
oOpareHus.

6.4. Comepxarmuiecss B HalpaBJICHHBIX B (pOpME SJIECKTPOHHOTO JTOKYMEHTa
oOpallleHUsIX CBEJICHMS, a TaKXKe IMpuiaraeMble MaTepuaibl (MpU HAJTUYUH)
BBogsiTcs B [IJ[ nmbo B gpyrue peructpalmoHHO-y4eTHble (opmbl. Bron
CBEJICHUH, COJEPKAIIMXCS B HANpPaBJICHHBIX B (OpME SJIEKTPOHHOIO JOKYMEHTa

06paH_ICHI/IHX, npujiaraCMblX MAaTCpHUAIOB M HX PCrUCTpalusd OCYIICCTBIIAIOTCA
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HE T03/IHee TpeX padouux JHEW cO JHS HampaBlieHus oOpalleHus, a B MEPHUOA

IPOBEICHUS  COOTBETCTBYIOIIMX  W30MpATENbHBIX  KaMIaHWW,  KaMIIaHWUN
pedepeHaymMa 1O BOMpOcaM TMOATOTOBKM M TPOBENEHUS 3TUX BBIOOPOB,
pepepenayma 1o  oOpallleHWsM,  HampaBJICHHBIM  JI0  YCTAHOBJICHUS
TEPPUTOPUATBHON KOMHUCCHEH HTOTOB TOJIOCOBAHMS, OINPENIEICHUsI Pe3yIbTaToB
BBIOOPOB, pedepeHaymMa —B JIeHb HalpaBieHHUs OOpamleHusi JTuO0 He TMO3JHee
cleayromiero pabodero JOHS B COOTBETCTBUM C  TpapukoM  paboTbI
TEPPUTOPUATBHON KOMUCCHH, C YIETOM CPOKOB PaCCMOTPEHUSI COOTBETCTBYIOIIMX
oOpallleHu#, YCTaHOBJICHHBIX 3aKOHOJATEIHCTBOM O BBIOOpax U pedepeHaymax.
Perucrpanus oOparieHuii, HapaBJIeHHBIX B TEPPUTOPUAIIbHBIE KOMHCCUU B (popMe
AIIEKTPOHHOTO JIOKYMEHTa, MOKET OCYIIECTBIATHCS C HCHoiab30BaHueM [1]]
aub0 ¢ HCHOJIb30BAaHUEM JPYTHX PErUCTpallMOHHO-y4eTHhIX ¢opM. [locne
OCYIIECTBIICHUS YKa3aHHBIX JEHCTBHI oOOpalleHHe CUUTAeTCs IOCTYIHBIIUM
B TEPPUTOPHAIBHYIO KOMHUCCHIO.

OOpamenust B MHCbMEHHOW (opMe, TOCTYIUBIINE B TEPPUTOPHAIBHYIO
KOMHUCCHIO, PETHCTPUPYIOTCA TpeacenaTesieM (CeKpeTapeM) TeppUTOpUaIbHON
KOMUCCHMM WM  paOOTHUKOM  ammapaTa, OTBETCTBEHHBIM 32  BEJACHHE
JIeJIONpPOU3BOACTBA ¢ ucnosb3oBaHueM I[IJ] nmbo ¢ wucnonb30BaHHEM JIPYTHX
pPETUCTPALIMOHHO-YUYETHBIX (QOpM HE TOo3[Hee Tpex paboumx [HEH co [HSA
NOCTYIUIEHUsI OOpalieHus, a B T[EepuoJ MPOBEIEHUS COOTBETCTBYIOIIMX
n30UpaTeabHBIX  KaMIlaHWW, KaMmmaHud pedepeHmymMa A0  YCTaHOBICHUS
TEPPUTOPUATBHON KOMHCCHEW WTOTOB TOJIOCOBAHUS, OIMPEACTCHHUS pPe3yIbTaToB
BBIOOPOB, pedepeHayMa — B JIeHb TOCTYIUICHUS oOpalieHusl Ju00 He TMOo3THee
CIeIyIoIero padovero HA B COOTBETCTBHM € TpaduUKOM pabOThl KOMHUCCHH,
C YYETOM CPOKOB PAaCCMOTPEHHsI COOTBETCTBYIOIIMX OOpAILEHUH, YCTAaHOBICHHBIX
3aKOHOJIaTEIHLCTBOM O BBIOOpax u pedepeHymax.

OOparennsi, MOCTYNUBIINE B TEPPUTOPHAIBHYI0 KOMHCCHIO, MOTYT
PETUCTPUPOBATHCS B yCTAHOBIICHHBIE BBINIE CPOKU OTHEIHHO OT JIPYTHIX BHJOB

JIOKYMEHTOB.
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6.5. B cnydae peructpamum oOpamienuss B I1J[, MOJDKHOCTHBIM JIHIIOM,

UMEIOLMM JocTyn K padote ¢ 1/, 3amonHsaroTcss HeoOX0UMBbIE TIOJISL BO BKJIAKE
«O6pamenue» [1/] B 3aBucuMocTH OT MMeoIelcs nHGOpPMALUU B OOpalieHUH
HE TMO31Hee Tpex paboynmx JAHEHW CcO [JHSA PETrUCTpaluu  oOpalieHus
B TEPPUTOpPUATBHOM KOMHUCCMM M B TEYEHHE OJHOrO pabodero JHA cO MIH
NOCTYIJIEHUs1 00palieHus IO BOIIPOCcaM MPOBOJAMMBIX U30MpPaTENIbHBIX KAMITaHUH.

6.6. [Ipy BCKpBITMM KOHBEPTOB, COJAEpPIKAIIMX OOpaIICHUs B MUCbMEHHOU
dbopme, TpoBepseTcS HaTWM4Me Bcex BiokeHuWd. KoHBepT 00s3aTennHO
COXPAaHSIETCH.

OOpamienuss B NHCbMEHHOH (opme, coiepxaimme B aJpecHOH 4YacTH
NOMETKY «JInuHO», paccmaTpuBarOTCd B OOLIEM IMOPSJAKE B COOTBETCTBUHU
¢ MHCTpYyKLIMEN.

[Ipu  peructpauuu  TOBTOPHBIX  OOpalleHUd UM  NPUCBAUBAETCS
OUEpPEHOW PETUCTPALMOHHBIA HOMEpP, B PEruCTPAallMOHHO-YYETHOH (opme
nenaerca orMmerka «lloBropHo», a mpu wucnoab3oBaHuu IIJ] ocymecTBisercs
ces3piBaHue ¢ PYK mno mnepBuuHbIM oOOpamieHusiM, Npu HEOOXOJIUMOCTH
opopmiicHUST Ha OyMa)XHOM HOCHUTEJIE K OOpalleHUI0 MPUKIAILIBAIOTCS
nono6pannbie PYK no nepBuyHBIM 00patiieHusm.

Ecnu oOparnienue nocTynusao oT KOJIJIEKTUBA TpaXaaH, TO MPU PErUCTPALIMH
B PETUCTPALMOHHO-YyYeTHOU (hopMe cTaBUTCS OTMETKA «KOJIJIEKTUBHOEY.

6.7. Ilpu ocymecTBaeHnn peructpamuu cpeacrsamu [1J[ Ha muneBoi
CTOPOHE TIEPBOr0 JIUCTA 3aPETUCTPUPOBAHHOIO JIOKYMEHTa Ha OyMa)XHOM
HOCHUTEJIE, KAaK INpaBWiIO, B IPaBOM HWXKHEM YIJy  IPOCTaBISAETCH
PErMCTPallMOHHBIA HOMEP M Jara, a TakKXKe IITPUX-KOI C YyKa3aHWEM
HAaMMEHOBaHHs OpraHn3aluy.

Ecnn mpocrtaBineHne perucTpalMOHHOIO HOMEpPA 3aTpyAHSET MPOYTEHHUE
TEKCTa JOKYMEHTa, B TaKOM ClIy4ae BXOISALIMH HOMEP NPOCTABISAETCSA
B CBOOOJHOM OT TEKCTa YIJIy Ha JIMIEBOM CTOpPOHE MEPBOIO JHCTAa JOKYMEHTa,

a ITPUX-KOA IPOCTABJIACTCA IIPU HAJTUINHU TEXHUYECKOM BO3MOXKHOCTH.
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IIpr ocymecTBI€HMM PETUCTPALMU B APYTrOM PErucTpalOHHO-YYE€THOU

dopMe pErucTpallMOHHBIA IITaMI, COCTOSIIMNA W3 TOPSAIKOBOrO HOMeEpa
oOpalieHus U JaThl PErHCTpallM, CTaBUTCA, KaK IMPaBWJIO, Ha TEPBOM JIUCTE
oOpailieHus! B IPaBOM HIKHEM YTy WM Ha CBOOOJHOM OT TEKCTa MECTE.

Hymepanuss noctynuBmIMX OOpallleHUH OCYIIECTBISETCS B Ipeaenax
KJIEHIAPHOIO roja.

6.8. 3apeructpupoBaHHble OOpallleHUs PACCMATPUBAIOTCS B COOTBETCTBUU
C IOPSAZIKOM, OIIPEAEIECHHBIM pa3iesioM 2 MHCTpyKIuu.

6.9. O6pamenusi, aapecoBaHHbIE UYJICHAM TEPPUTOPUATHLHOW KOMHCCHUH,
PETUCTPUPYIOTCS, JOKJIAABIBAIOTCS W IMEPEAAIOTCS B COOTBETCTBHM C IOPSAJIKOM,
YCTaHOBJICHHBIM MHCTpyKIMEN.

OOpamieHuss  pacCMaTpUBAalOTCS B COOTBETCTBMM C  YKa3aHHUSIMHU
II0 UCIHOJIHEHHIO JOKyMEHTa Npeacenareiass TEePPUTOPUAIBHOM KOMMCCHUM
B MIOPSZIKE, YCTAHOBJICHHOM 3aKOHOATENbCTBOM Poccuiickon @enepanum.

6.10. OOpamienus, copepxKalinue BOIPOCHI, PEIIEHUE KOTOPbIX HE OTHOCHUTCS
K KOMIIETEHIIMM TEPPUTOPUATBHOW KOMHCCHH, IOKJIAJBIBAIOTCS MNPEICEHATENIO
TEPPUTOPUAIBHON KOMHUCCHHM W TIO €r0 YKa3aHUIO M0 HMCHOJHEHUIO JTOKYMEHTa
B CpPOKHM, YCTAaHOBJICHHbIE 3aKOHOJATEILCTBOM O BbIOOpax U pedepeHmymax,
HaIpaBJsOTCd C  CONPOBOAMTENIBHBIM  MHCbMOM 332  €ro  MNOJINUCHIO
B COOTBETCTBYIOIIMA OpraH WM COOTBETCTBYIOIIEMY JIOJDKHOCTHOMY JIMILY,
K KOMIIETEHIIMM KOTOPBIX OTHOCHUTCSI PEIIECHUE IOCTABJIEHHBIX B OOpalIeHUun
BOIIPOCOB, C  YyBEAOMJIEHMEM  TpaxJaH,  HampaBUBIIUMX  oOpaunieHus,
0 Tepeaapecanuy oOpamieHui. B cOmpoBOAMTENIFHOM IHCHME OTrOBapUBACTCS
MOPSIJIOK HAIlpaBJIEHUSI OTBETA aBTOPY OOpaIlleHHUS.

Ecnu pemenne mnocTaBieHHBIX B OOpalleHUHM BOMPOCOB OTHOCUTCS
K KOMIIETEHIIMM HECKOJBKUX TOCYJAapCTBEHHBIX OPraHOB, OPraHOB MECTHOI'O
CaMOYIIPaBJIEHUSI WJIM COOTBETCTBYIOIIMX JIOJXKHOCTHBIX JIMII, KOMUSI OOpalleHus
HaIlpaBJsIeTCI B COOTBETCTBYIOLIME  OpraHbl WM  COOTBETCTBYIOLIUM

AOJDKHOCTHBIM JIMIaM B CPOKH, YCTAHOBJICHHBIC 3aKOHOJATCILCTBOM O BBI60an

u pedepeHymax.
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6.11. 3anpemaercs ~ HampaBiATh ~ OOpaleHWe  HAa  PACCMOTPEHUE

B FOCYJIapCTBEHHBIN OpraH, OpraH MECTHOTO CaMOYTPABIICHUS WU JOJIKHOCTHOMY
JUIly, pemieHue wid  JedcTtBue  (0e3meicTBHE)  KOTOPBIX — OOXKaryeTcs,
32 HMCKJIOYEHUEM CIIy4yaeB, YKa3aHHbIX B MYyHKTe 6 crtateu 75 DenepalibHOro
3aKOHa 00 OCHOBHBIX FapaHTHIX U30UpaTEIbHBIX MTPAB.

6.12. Ecam B COOTBETCTBHM C 3ampeToM, YKa3aHHBIM B mojapasnaene 6.11
NHCTpyKIMu, HEBO3MOXKHO  HANpaBUTh  OOpalieHWe Ha  PaccMOTpPEHHUE
B FOCYJapCTBEHHBIN OpPraH, OpraH MECTHOTO CaMOYIPABIIEHUS WU JOJKHOCTHOMY
JUITy, B KOMIIETCHIIMIO KOTOPBIX BXOJUT PEIICHWE TOCTABJICHHBIX B OOpaIeHUN
BOIIPOCOB, OOpaIeHre BO3BpallaeTCs TPaXJIaHUHY C Pa3bsiCHEHWEM €ro Ipasa
00XanoBaTh COOTBETCTBYIOIIEE pEIICHWE WM JIEUCTBHE B YCTAHOBJIECHHOM
HOPSAJIKE B CY.

6.13. OOpaiieHusi, TOCTYIUBIIME B  TEPPUTOPUATBHYI0  KOMHCCHIO,
paccMaTpHUBAIOTCSI B CPOKH, YCTAHOBJIEHHBIE 3aKOHOJATENIBCTBOM O BbIOOpax
U pedepenaymax, ¢ yuyeToM OCOOEHHOCTEH, yKa3zaHHBIX B moapasaenax 10.5
u 10.6 UucTpykiuu.

Ecnu  HeoOXoauMo  mpoasiuTh  CPOK  pPacCMOTpEHUsl — oOparieHus,
UCIIOJIHUTENh HE TO3/IHEE YeM 3a OAWH JCHb JO MCTEUCHHUS CPOKa TOJTOTOBKH
OTBETa MPEJCTABISET NpeAceNaTento OObSICHEHHE, M0 KaKOW MpUYUHE
HEBO3MOJKHO JIaTh OTBET B YCTAHOBJIEHHBINM CpOK. MakcuManbHOE MPOJJICHUE
CpOKa MCIOJIHEHUs] OOpalleHHs] HE JTOJDKHO MPEBBIATh YCTAHOBIEHHBIX 3aKOHOM
CPOKOB pPacCMOTpPEHHMSI OOpaIleHHUS.

3asBUTENIO HAMPABIIACTCA YBEAOMIICHUE O MPOJICHUN CPOKA PaCCMOTPEHUS
ero ooparieHusl.

OOpaiienns, Ha KOTOpbIE JAOTCS MPOMEXKYTOUHBIE OTBETHI, C KOHTPOJS
HE CHUMAIOTCS.

6.14.B ciaydyae TMOCTYyIUIEHHS B TEPPUTOPUATBHYIO  KOMHUCCHUIO
B YCTAaHOBJICHHOM TIOPSJIKE 3aIpoca TOCyJapCTBEHHOTO OpraHa, opraHa MECTHOTO
CaMOYIIpaBJI€HUs WIA JOJHDKHOCTHOTO JIMIIA, paccMaTpUBarONIMX oOpaiieHue,

JOKYMEHTbl W Marepuaibl, HEOOXOJIMMBbIE I PacCMOTpPEHHUs OOpalieHus,
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IIPEACTABIIOTCA B CPOK, YKA3aHHBIM B 3alpOCE WJIM MHOW CPOK, YCTAHOBJICHHBIN

JEUCTBYIOIIUM 3aKOHOJIATEIHCTBOM.

6.15. B oOpatieHuu 10KHBL OBITh yKa3aHbl (paMuiIus, UMsi, OTYECTBO (IIpH
HAJTMYHN) 3asIBUTENS (JJ1s 3assBUTENICH, HE SBISIOMUXCS (HU3UYCCKUMU JIHIIAMH, —
HauMeHOBaHue). B oOpaiieHnn B NMHUCbMEHHOW (opMe JOoJKeH OBbITh yKa3aH
MOYTOBBIN aJIpec, MO0 KOTOPOMY JOJDKEH OBITh HANpaBJICH OTBET HA OOpalieHue,
TaKKe€ JOJDKHBI  COJIEpXKAThCS JUYHAs TMOAMNMCH 3asBUTENS WM JIMIIA,
YIOJIHOMOYEHHOTO JIEWCTBOBATh OT €r0 MMEHH, M JaTa MOAMHCAHUS OOpaIeHusI.
B oOpamiennu B dopMe 3IEKTPOHHOTO JOKYMEHTa JOJDKEH OBITh yKa3aH ajpec
AJNIEKTPOHHOM  TOYTHI, MO KOTOPOMY JOJDKEH OBITb HampaBlieH OTBET
Ha oOpallleHue.

Eciu B oOpamenun He ykaszanbl (pamuius 3asaBUTeNs (I 3asBUTEINS,
HE SABJIAIONIETOCS (PU3NYECKUM JIMIIOM, — HAMMEHOBAHKE) UITK aJIpeC, 0 KOTOPOMY
JIOJDKEH OBITh HaIpaBlIEH OTBET Ha OOpallleHWEe, OTBET Ha Takoe oOpalieHue
He Jaerca. Takoe oOpallleHHE€ CHOHUCBIBAaeTCS B JICJIO  IpejcenareieM
TEPPUTOPUAITBHON KOMUCCHH.

Eciu B oOpamenun copepkarcs CBEACHHS O TOATOTaBIMBAEMOM,
COBEpIIAEMOM HJIM  COBEPIIEHHOM TMPECTyIUICHHH, a Takxke O JIHIIE,
€ro TMOATOTABJIMBAIOIIEM, COBEPIIAIONIEM WJIA COBEPIIMBIIEM, OOpaIleHUE
MO/IJICKUT HAPABJIICHUIO B IPABOOXPAHUTEILHBIE OPTaHbl.

Ecmm Texer oOpamieHus He MOAAacTCs MPOUYTEHUIO WM HE ITO3BOJIACT
ONpPENEeNTUTh CyTh OOpalleHus, OTBET Ha Takoe oOpalieHue He JaeTcs,
O 4YeM B T€UEHHE CEeMH KaJICHJApHBIX JHEH IMOCie AHS MOCTYIUICHUS OOpalieHus
YBEAOMJISIETCS] 3asIBUTENIb B CiIy4ae, €ClM B OOpaIleHWH MOJIAOTCS MPOYTEHHUIO
dbamunus 3asBUTENs ()1 3asBUTEINS, HE SBISIOMETocs (U3UYECKUM JTUIIOM, —
HAaMMEHOBAaHMUE) W aJ[peC, IO KOTOPOMY JOJDKEH OBITh HANpaBJICH OTBET
Ha oOpalleHue.

He sBmsgercs  oOpamieHHMeM  TEKCT, COJEpXKaIui  TOo3apaBiicHUE,
COOOJIE3HOBAaHME WM OILICHKY JIEATEIHbHOCTH W HE  COOTBETCTBYIOIIHUMA

Tpe6OBaHI/I$IM, MMPCABABIIACMbIM cDC)ICp&J'H:HBIM 3aKOHOM 00 OCHOBHBIX rapanTuax
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n30upaTeabHBIX MpaB, U TPEOOBAHUIM K 3arpocy MHPOpPMAIUH, NPEAbIBIIEMbIM

®denepanbubiM 3akoHOM 0T 9 deBpans 2009 rona Ne 8-®3 «O6 obecrneueHuun
J0CTyIa K WH(pOpMaIuu O JeATEIPHOCTH TOCYJapCTBEHHBIX OPTaHOB M OPTaHOB
MECTHOTO CaMOYTIPaBICHUS.

6.16. OOpaiienusi, B  KOTOPBIX  COJAEp>KAaTCsd  HEUEH3YpHbIE  JMOO
OCKOPOUTENbHBIC BBIPAKCHUS, YTPO3bl KU3HH, 3JI0POBBI0 M HMYIIECTBY
JOJDKHOCTHOTO JIMIIAa WM WHBIX JIMII, OCTAlOTCS 0e3 OTBeTa IO CYIIECTBY
MTOCTABJICHHBIX B HUX BOTIPOCOB, a  3asBUTCIIM coobmaercs
0 HEJIOTTYCTUMOCTH 3JI0YTIOTPEOICHUS TTPABOM.

6.17. O0Opaiienue, B KOTOPOM OOXKaIIyeTcs CyJAeOHOE pEIICHHE, B TCUCHHUE
CeMHU KaJIeHIApHBIX JHEW CO JHS PErHCTPAalldd BO3BPAIIACTCS TPaKIAHUHY,
HaIpaBUBILIEMY OOpallleHHue, C Pa3bsICHEHUEM TMOpsAKa O0XKaJIOBaHUS JAHHOTO
CyJ1IeOHOTO pEeIICHHUS.

6.18. Ecmu B oOpaimieHun COAECPKHUTCS BOMPOC, HA KOTOPBIM 3asBUTEIIO
HEOJHOKPATHO JaBAIMCh MUCHMEHHBIE OTBETHI MO CYIIECTBY B CBSA3U C paHee
HaIpaBJICHHBIMHA OOPAICHUSAMH, U TIPA 3TOM B OOpAIIEHUN HE TIPUBOISITCS HOBBIC
JIOBOJIBI U OOCTOSITENIBCTBA, TO TMEPENMUCKa MO JAaHHOMY BOTPOCY C 3asBHTEIIEM
MOXET OBITh MPEKpaIleHa ¢ YBEIOMICHHUEM 00 3TOM 3asBUTEIIS.

Ecnu oT 3asBUTENA, ¢ KOTOPHIM TEpenucKa Oblaa MpeKparieHa, MmocTyImaeT
ouepeHOe OOpalleHre MO0 TOMY K€ BOMPOCY, TO MHUCHMEHHBIN OTBET Ha HETO
MOKET HE JaBaThCs, & CaMO OOpallleHUEe HAMPaBIISETCS B JEO.

6.19. OOpaiieHnsi, HamNpaBJICHHBIE B  TEPPUTOPUATBHYIO  KOMHCCHIO
C HCIOJIb30BaHUEM DJIGKTPOHHOW (OpMBI  OOpallieHul, PpPEeTUCTPUPYIOTCS
U pacCMaTPHUBAIOTCS B yCTAaHOBJICHHOM Mopsake. OTBETHl Ha Takue oOparieHus
HaIpaBJIAIOTCA B (popMe dIEKTPOHHBIX JOKYMEHTOB, TIOJMUCAHHBIX AJIEKTPOHHOMN
MOJMKUCHIO, OO B (OpME AIEKTPOHHBIX 00pa3oB JAOKYMEHTOB B ¢opmare pdf
Mo  ajapecaM  DJJIGKTPOHHOM  TMOYTBHI,  yKa3aHHBIM B OOpalleHUH.

OOpamenns TpaXaaH, TMOCTYNHBIINE HA aApec JJICKTPOHHOM IMOYTHI
TEPPUTOPHAIBHOW  KOMHCCUH, HE  PETUCTPHPYIOTCS B COOTBETCTBHUHU

c denepanbubiM 3akoHOM OT 28 nekadpst 2024 roma Ne 547-03 «O BHeceHUU
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u3MeHenui B @enepanpHblii 3akoH «O MOpsiIKE PacCMOTPEHHs] OOpaleHHi

rpaxaan Poccuiickoit Penepanumny.

OOpaieHns rpaxaaH, MOCTYNUBIIME B TEPPUTOPHAIBHYIO KOMHUCCHIO
n3 [IUK Poccun, peructpupyrorcs ¢ ucnonp3zoBanuem [l otnenbHO OT apyrux
BUJIOB JJOKYMEHTOB.

6.20. B cmywae ecnm 3ampammBaeMas uWHGOpMANMs — OIMyOJIMKOBaHA
B CpeacTBax MaccoBoll uH(opmanuu 5ub0 pasmelnieHa B ceTd VHTepHer,
TEPPUTOPHAIbHASL KOMUCCHS B OTBETE HA 3aIIPOC MOXKET OIPAaHUYUTHCS YKa3aHUEM
HA3BaHUA, JaThl BBIXO/JAa U HOMEpPA CPEICTBa MAacCOBOW MH(OpMAaIMK, B KOTOPOM
onyOJIMKOBaHa 3ampaiirBaemMas HWH(GOpMalUs CO CChUIKOW (apec CTpaHHIIbI)
Ha uH(pOpMaIHIO, pa3MElIEHHYIO0 B ceTu MHTepHeT.

6.21. [Ipu peructpanuu oOpamenus B [IJI mo wuroram paccMoTpeHus
oOpallleHusi JTOJDKHOCTHBIMM JIMIIAMU, OTBETCTBEHHBIMU 3a BBOJI M 00pabOTKy
uHpopmanuu B [1]], Bo Bkiagke «O6pamenuey» 11]1 3anonusercs none «IIpunsarsie
MEpPBI», a TaKKE€ BHOCATCSA CBEJICHHUS O Pe3yJibTaTaX pacCMOTPEHHs OOpalleHus
B Onoke «Bompocel» B TeyeHue Tpex paboyumx JHEH €O JHS PacCMOTPEHHS
oOpalieHusi 1 B T€YEHUE OJHOro padoyero IHA AJig OoOpalleHHil Mo BOIpocam
IPOBOIMMBIX M30MpaTEeIbHBIX KaMIIaHUI.

6.22. JIluyHbI TIpUeM TpaxkJaH MO BOMPOCaM, BXOSIIMM B KOMIETECHIIUIO
TEPPUTOPUAIBHONM  KOMHCCUM,  SIBISIOUICICS  TOCYIapCTBEHHBIM  OPraHOM,
OCYUIECTBJISIETCS npenacenareaemM TEPPUTOPUATBHON KOMUCCHH,
N0 TpeIBapUTENbHON 3amucu Mo rpaduKy, YTBEPXKICHHOMY IIpejacenareaemM
TEPPUTOpPUANBHON KOMHUCCHMM U peructpupyercs B JKypHane ydera mnpuema
rpaxnas (npuioxenue Ne 8.1).

Nudpopmanus 0 MOpsIKE npuema rpaxaaH pa3Meniaercs
Ha UHPOPMAIIMOHHOM CTEHJIE TEPPUTOPUATHBHON KOMUCCHH.

[To mpuOBITUM HA JUYHBIA MPUEM TPaKIaHWH TPEIBIBISIET JOKYMEHT,
YAOCTOBEPSIIOIINMI €r0 JINYHOCTD.

Benenne nuyHOro mnpuema TrpaxIaH MOXET COMNPOBOXKAATHCS ayIuo-

N BUACO3AIlINCBhI0, O YEM I'pAXXKAAHC YBCAOMIIAIOTCA 10 Ha4YalJla IIpucMma.
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6.23. Kpatkoe comepkaHue yCTHOTO OOpamieHus, AOHKHOCTh W (haMuIus

JMIA, OCYHIECTBIISIONIEIO NPUEM, PELICHHE, MPUHIATOE MO YCTHOMY OOpallleHHUIo
3aHOCHTCS B KAPTOUKY JIMYHOTO MTpHeMa TpakaannHa (mpuioxenue Ne 8.2).

B xome nuyHOrO mpHema 3asBUTEIEM TaKXKe MOXET ObITh IMOJaHO
oOpallleHue B NUCBMEHHOW (opMe, Ha KOTOPOE JaeTcsi NMHUCbMEHHBIM OTBET
B CPOKH, YCTaHOBJICHHBIE JIJIsl PACCMOTPEHUSI COOTBETCTBYIOIIMX OOpaICHUIA.

Ecnu o0cTosTenscTBa, N3/I05)KEHHBIE B YCTHOM OOpallleHUH B XOJA€E JIUYHOTO
npueMa, TpeOyIoT MPOBEPKH, HA TaKoe OOpalleHHe MaeTcsd MUChbMEHHBIH OTBET
B CPOKH, YCTaHOBJICHHBIE JIJIsl PACCMOTPEHUSI COOTBETCTBYIOIIMX OOpaIICHHIA.

B xone nuyHOro nmpruemMa 3asBUTEI0 MOKET ObITh OTKA3aHO B JaJbHEWUIIEM
paccMOTpEHUU OOpallleHusl, €CIM €My paHee ObUI JaH OTBET IO CYIIECTBY
MIOCTaBJICHHBIX B OOpaIIEHUH BOIIPOCOB.

B cnyuae rpy0oro, arpecCUBHOTO MOBEACHUS 3asIBUTEIIS IPUEM MOKET OBbITh
npekpamieH. [Ipy HeoOXOoIUMOCTH MOXKET OBITh BBI3BAH COTPYIHUK OXPaHbI
WIM TPaBOOXPAHUTEIbHBIX OpraHoB. MHpopmanmus o mnoBeACHUU 3asBUTEN
OTpaXaeTcs B KypHaJe yJyera.

6.24. Ilepenannple Ha JTUYHOM TpueMe oOpallleHus B MUCBMEHHOUN (opme
PETUCTPUPYIOTCS U PACCMATPUBAIOTCS B YCTAHOBJIEHHOM JUIsl COOTBETCTBYIOLIMX

oOpalleHui mopsiaKe.

7. OcoOeHHOCTH PadOThI ¢ JOKYMEHTAMM, COJIEPKAIMUMH CIYKeOHYI0
UHGOPMALMIO OTPAHUYEHHOT0 PACTTIPOCTPAHEHUS
(c momerkoi «/Li1s1 ci1y:ke0HOI0 MOJIL30BAHUS»)
7.1. OcobeHHocTu pabOThl C JIOKYMEHTaMH, COJIEPXKAIUMU CIIY>KEOHYIO
HH(pOpPMAIINIO OTPAHUYEHHOTO PAaCIIPOCTPAHCHUSI.
7.1.1. K cuyxeOHOU wuHGOpPMAIIMK OTPAHUYCHHOTO PACHpPOCTPAHEHUS
OTHOCHUTCS HECEKpeTHas WHGOpMalus, HE3aBUCMMO OT BHJA €€ HOCHUTEIS,
OTpaHUYCHHsI HAa pPACHpOCTpaHEHHUE KOTOPOM TUKTYIOTCS €€  CIy>KeOHOM

HEO0XOIMMOCTBIO.
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7.1.2. HeobxonuMocTh ~ mpocTaBi€HHS MOMETKH «Jliga  cimyskeGHOoro

nosib3oBaHus» (manee — «JICII») Ha ngokymMeHTaXx W H3AAHUSX, COJEpIKAIIUX
CIIy’)keOHYI0 HH(OPMALIMIO OTPAHMYEHHOTO PACIPOCTPAHECHUS, OIpeaeseTCs
npejacenareaemM TEPPUTOPUATBHON KOMUCCHH, HOMHCHIBAIOIIAM
WM YTBEPKAAIOUIUM JOKYMEHT.

JIOIDKHOCTHBIE JIMIA, MPUHSBIINE pEIIeHHe 00 OTHECEHUU CIIyKeOHOi
uH(pOpMAIUU K pa3psly OrPaHUYEHHOTO PACIPOCTPAHEHUsI, HECYT MEPCOHATBHYIO
OTBETCTBEHHOCTH 32 00OCHOBAaHHOCTbH IPUHSATOTO PEIICHHUS.

7.1.3. TTometka «JICII» m HOMEp SK3eMIUIsipa MPOCTABISIOTCS B IMPaBOM
BEPXHEM YINIy MEpBOM CTpaHMIBl JOKyMEHTa (B cllydae HEOOXOIUMOCTH —
U €ro IMpOEKTa), COJACPKAIIECTO CIYyX)EOHYI0 HHPOPMAIUI0 OrPAHUYCHHOTO
pacnpocTpaHeHus, Ha 00J0XKKE U TUTYJIbHOM JIMCTE WU3/IaHus, a TakKKe Ha MepBOU
CTPAaHHMIIE COIPOBOJMTEIBHOIO MHCbMAa K TaKUM JOKyMeHTaM. IIpu moaroroske
nokyMmeHnta cpencrBamu I1J] momerka «JICID» mpocraBisieTcst Ha 3JIEKTPOHHOM
m1absioHe OJ1aHKa TOKyMEHTA.

7.1.4. PaboTta C AOKyMEHTaMH, COJIEpPXKAIIUMU CIIyKEeOHYI0 HHGOpPMAIIUIO
OTPaHUYEHHOI'0 PACIPOCTPAHEHHMSI, B TOM UYHUCIE UX MPUEM, YUET (perucrparus),
OCYULIECTBJISIETCS B TOPSAJKE, YCTAaHOBJIEHHOM /I HECEKPETHBIX JTOKYMEHTOB,
C y4yeToM OCOOCHHOCTEH, H3J0KEHHbIX B Hacrosuiem paszaene. llpu stom
K PErucTpallMOHHOMY HOMEpY AOKyMeHTa Jto0asisieTcst mometka «J{CID».

7.1.5. lokymentsl ¢ nometkoi «ICII» peructpupyrorcsi (YUUTBHIBAIOTCA)
BMECTE€ C JPYTMMH HECEKPETHbIMU JOKYMEHTaMHu. B perucrpanmoHHO-y4eTHOU
dbopme nipousBoauTes 3anmuch «JJCIDy».

7.1.6. CxanupoBaHue, KOMHpPOBaHUE  (TUPAKUPOBAHHE)  JOKYMEHTOB
¢ nometkoi «J[CII», a Takke pa3MmerieHre ux Mpu ocymecTBieHnn padboTsl B 11]]
IPOU3BOAUTCS TpeacenaresaeM (CeKpeTrapeM) TeppUTOpUaIbHOM KOMUCCUU JHO0
pabOTHUKOM  amnmapara, OTBETCTBEHHBIM 3a BEJIEHHE JIeJONPOU3BOJICTBA
C HMX NHUCBMEHHOTO pa3pelIeHUs, NPH 3TOM OCYIIECTBISIETCA Yy4YeT KaKIO0ro
HK3EMIUISIPA YKa3aHHBIX JOKYMEHTOB.

7.1.7. Hokymentsl ¢ mnometkod «JICID» ©Ha OymMaxkHOM HOcHUTENE
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nepenarTcs noj noanuck. IIpu HanpaBieHun AOKYMEHTOB ¢ nmomeTkoil «ICID»

cpeactBamu IIJI B PYK mpocraBnsiercss COOTBETCTBYIOIIMIM YPOBEHb JIOCTYyIIA
K JIOKYMEHTY.

7.1.8. Joxymentsl ¢ nometkor «JICII» HampaBisioTcs B Apyrue OpraHsl
W OpraHu3aluu opraHamu QeaepaibHON (denbaberepckor CBs3u, CIyK00H
CHeuaibHOU CBs3M JIMOO HAapouyHbIM. [Ipy HanmpaBiIeHUN JOKYMEHTOB C TOMETKON
«JICII» cpenctBamu II1J] B LUK Poccuu, @M npu MUK Poccumn, PLHOUT
npu [[UK Poccun, Cankr-lIleTepOyprckyo um30upaTeibHYI0  KOMHCCHIO,
n30upaTebHbIC KOMHUCCUU CyOBEKTOB Poccutickon Oenepanuu,
TeppuTopHalibHble KoMrccuu B PYK mpocrtaBisieTcs COOTBETCTBYIOIINI YPOBEHb
JIOCTYIIA K JOKYMEHTY. 3anpeiaeTcs nepenaBarb JOKyMEHTHI ¢ MoMeTKou «J{CII»
M0 HE3aIUIIEHHBIM KaHallaM KOMITbIOTEPHO-MOJAEMHOM U (PAKCUMUIILHOM CBSI3H.

Joxymentsl ¢ momerkoil «JICII» pacchuiatoTcsi HECKOJIBKUM ajpecaTaM
COrJacHO CIIMCKY pAcCBhUIKA, B KOTOPOM HANpOTHUB KaXJOro ajpecara
MPOCTABIISIETCS. HOMEP AK3EMILIAPA OTIPABIAEMOTO JOKyMeHTa. CIHCOK PaCcChUIKU
MOJANKCHIBAETCA MPEACEAATENIEM TEPPUTOPUATIBHON KOMUCCHUU.

7.1.9. Ucnionaennple  MokyMeHTBI ¢ moMmeTkord «JICII» dopmupyroTcs
B J€Ja, B TOM YMCJE SJEKTPOHHbIE, B COOTBETCTBHM C HOMEHKJIATypOH eIl
JIOKyMEHTBl TPYNIUPYIOTCST B Jeia BMECTe C JPYTMMH HECEKPETHBIMU
JOKyMEHTaMU TO0 OJHOMYy M TOMy e Bompocy. I[lpu dopmupoBanuu paena
Ha OyMa)XHOM HOCHUTEJE B IMPABOM BEPXHEM YINIy OOJIOKKHM Jena, B KOTOPOe
ITOMEIIEHBI TAKUE TOKYMEHTHI, pocTaBisieTcs momerka «/JCID».

7.1.10. HoxymeHntsl ¢ mometkoit «J[CIT» Ha OymakHOM HOCHTENE XpaHSITCS
B 3aKPBIBAIOLIMXCS MIKa(ax.

7.1.11. YHnuToxkeHue aen, JOKYMEHTOB U u3iaHuil ¢ noMetkoil «JJCII»,
YTPaTUBIIMX CBOE MPAKTUYECKOE 3HAYEHHWE U HE HUMEIIIHNX HCTOPUYECKOU
W HAy4YHOW I[EHHOCTHU, WPOU3BOJUTCS IO AaKTy YCTAHOBJIICHHOW (OpMBI
C yKa3aHHEM HOMEPOB IK3eMILISPOB (mpuioxenue Ne 16).

7.1.12. Pemienne o cusatun nometku «JICID» ¢ goxkyMeHTa mpuHHUMAET

AOJDKHOCTHOC JIMIIO, IMMOAIIMCABIICEC UJIN YTBEPAHUBIICEC JOKYMCHT.
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Custue nometku «JICII» ¢ mpuciiaHHOTO B TEPPUTOPUATIBEHYIO KOMHUCCHIO

JIOKyMEHTa MOKET OBITh IPOU3BEACHO TOJBKO MO COMIACOBAHMIO C OpraHHU3aIUEH,
HaIlpaBUBIIEH TOKYMEHT.

Custue mnometku «JICID» ¢ gokymMeHTa NpPOU3BOAMUTCS MpeaceaaTeemM
(cexkpeTapeM) TEpPPUTOPUAIBHOW KOMHCCHMM JMOO pabOTHUKOM ammapara,
OTBETCTBEHHBIM 3a BEJIECHHE JEJIONPOU3BOACTBA HA OCHOBAaHUM IMHCbMEHHOTO
yKa3aHusl JIOJDKHOCTHOTO JIMIA, MPHUHSBLIEro Takoe pemieHue. llpu cHsATUM
nometku «JCII» Ha goKyMeHTax, Jeiax WM M3JaHUSIX, a TaKxke
B PETUCTPALIMOHHO-YYETHOU (hOpME JeNIat0TCs COOTBETCTBYIOIINE OTMETKH.

O cusatun nometrku «JICII» yBemoMisiroTCs BCE aJpecaThl, KOTOPBIM
JIOKYMEHT HampaBJslIcs, TM00 opraHu3alys, €ro HalpaByBILAs.

7.1.13. B cnydae yTpaTbl 1€, JAOKYMEHTOB WM H3JAaHUN C TMOMETKOMN
«JICIl» nmbo paszrinamieHusi cojepkaiieicss B HUX HHGOpMAIMM Ha3HA4aeTCs
ciyeOHasi MpOBEpKa, O pe3yJibTaTax KOTOPOW MOKJIAJbIBACTCS IMPEACEAAaTEII0
TEPPUTOPUAITBHON KOMUCCHH.

OG6 yTpare nein, JOKyMeHTOB U u3fganuil ¢ momeTkoi «JICID» coctaBnsercs
aKT, HA OCHOBAHHUU KOTOPOTO JENAOTCS COOTBETCTBYIOIIME OTMETKUA B YUETHBIX

dbopmax.

8. [loaroroBka, opopmiieHHe, BBIMYCK, Y4eT JIOKYMEHTOB,
paccMaTpHUBaeMbIX HA 3aCeIaHUAAX TEPPUTOPHATbHON KOMUCCHH

8.1. ®opmupoBaHHE MPOCKTA MOBECTKU IHS 3aCENaHUs TEPPUTOPHATBHON
KOMUCCHH.

8.1.1. [IpoekT mMOBECTKM JHS 3aceaHHsl TEPPUTOPHATHHOW KOMHUCCHUU
dbopmupyeTcsi 3a0JIarOBPEMEHHO HAa OCHOBAHHMM IIJIAHOB pPa0OTHI M PEIICHHMA
TEPPUTOPUAIBHOM KOMHUCCUHU (Z1ajiee — pelIeHuid), MOpYy4YeHUN Mpecenarens
TEPPUTOPUATBHON KOMUCCHH, TOCTYNUBIINX JOKYMEHTOB M, MOCJIE COTJIACOBAHMS
C IMpeacenaTesieM TEPPUTOPUAIBHOM KOMUCCHM TOJNMCHIBAETCS CEKPETaApEM

TEPPUTOPUAIIBHOM KOMUCCHHU.
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Takke NPOEKT NOBECTKH [HS 3acelaHHsl TEPPUTOPHAIBHONM KOMHCCHH

MOKET (OpMHUpPOBaThCA M corjacoBbiBaThesi cpeactBamu [/l u  mocne
COTJIACOBAHMS TMPEACENATENEM TEPPUTOPUATIBHOM KOMHUCCHUH COTJIACOBBIBAECTCS
CEKpETapeM TEPPUTOPUATBHON KOMHUCCHUH I BBIHECEHUS HA 3aCEIaHHUE.

8.1.2. UneHbl TEPPUTOPHAIIBHON KOMHCCHM BIIPABE MPEIOKHUTh BHECTH
B IOBECTKY [JHS 3ace€laHHsl BOMNPOCHI, HE MPEAYCMOTPEHHBIE IJIAaHAMU PaOOTHI
U pELICHUSMU TEPPUTOPUAIBHOM  KOMMCCUM, IIPM  YCJIOBMM  HaJWu4Ms
IIOATOTOBJIEHHBIX 10 3TOMY BOIIPOCY TOKYMEHTOB.

JlaHHBIE BONIPOCHI BKJIIOYAKOTCS B IIPOEKT TMOBECTKM [JHA 3acelaHus
TEPPUTOPUAIBHON  KOMHUCCUM  NpU  NHCBbMEHHOM  OOpalleHHMM  YieHa
TEPPUTOPUAIBHON KOMMCCHUM, II0 HWHULIMATHBE KOTOPOTO BONPOC BBIHOCUTCS
Ha 3acellaHue, Ha UMA IpeAcenareis TEPPUTOPUATIBHON KOMHUCCHHM, B KOTOPOM
YKa3bIBalOTCA HAMMEHOBAHHUE BOIIPOCA, AOKIAAYMK M Jara Iepeladyd IpOeKTa
pELICHUSI B COOTBETCTBMU C IIYHKTOM 8.2 M MaTE€pUAIOB K HEMY CEKPETapIO
TEPPUTOPHUAITBHON KOMUCCHH.

8.1.3. CornacoBaHHBI ¢ TpeaceAaTeNieM TEePPUTOPHATBEHONM KOMUCCUHU
Y TIOJNKMCAHHBIN (coriacoBaHHbIN cpencTtBamu 11J[) cekperapeM TeppUTOpUaTBHON
KOMMCCUM IIPOEKT IIOBECTKM [JHA 3aCENaHus TEPPUTOPHAIBHON KOMHUCCUU
TAPAXKUAPYETCS JUIs1 PACCHUIKH WICHAM TEPPUTOPUATIBHON KOMHUCCHUMU.

[IpoekT 1OBECTKM JOHS  3ace€JaHUsl  TEPPUTOPUATIBHOW  KOMHUCCHUU
pasMemiaercas Ha  OQUIMAIbHOM  CalWT€  TEPPUTOPHAIBHOM  KOMHUCCUU
B MHdopManmoHHO-TENTEKOMMYHUKAIIMOHHON ceTH VIHTepHET B  CpOKW,
yCTaHOBJICHHbIE PeriiaMeHToM TeppuTOprUaIbHOW KOMUCCUH, a TAKKE MOXKET OBbITh
pa30cCiiaH 4jeHaM TEPPUTOPUATIBHON KOMHMCCUH HA YKa3aHHBIE UMH DJIEKTPOHHBIE
IIOYTOBBIE aJpeca.

8.2. IlonroroBka JOKYMEHTOB IO BOMPOCaM, BKJIIOYEHHBIM B MPOEKT
MOBECTKU JHS 3aCeaHus TEPPUTOPUATBHON KOMHUCCHUH.

8.2.1. JlokyMeHTBI 1O BOMpPOCAaM, BKJIIOYEHHBIM B TMPOEKT MOBECTKH IHS
3acellaHds TEPPUTOPUAIBHOM KOMHUCCHUH, TOTOBSTCA pabOUYUMH  TpyIIaMu

TEPPUTOPUATHHOM KOMHCCHH, npejceaaTeaemM (cexperapem),
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b0 1o HuX MNOPYYCHUIO HWHBIMHU YJICHAMU TeppHTOpHaHBHOﬁ KOMHUCCHH,

3a KOTOPBIMH 3aKpEIUICHbl COOTBETCTBYIOIIME HANPABJICHUS JEATEIBHOCTH,
C TpHUBJICYCHHEM, B clyyae HEOOXOAMMOCTH, paOOTHHKOB  ammapara
TEPPUTOPHAIBHON KOMUCCHUH U JIPYTUX CHEIUAIHMCTOB (JOKYMEHTBI IO BOIIPOCAM,
BKJIFOYCHHBIM B ITPOEKT ITOBECTKM JHS 3aCEIaHus TEPPUTOPUATIBHOM KOMHCCHUH,
MOTYT TOTOBUTBCS U COTJIACOBBIBAThHCA cpencrBamu 11/1).

8.2.2. IlpencraBnsgeMble K PaCCMOTPEHHUIO JOKYMEHTBI JTOJKHBI BKIIIOYATh
O3arJIaBJICHHbI TPOEKT pELIEHUs C MPUOOIIEHHBIMU K HEMY HOJJIMHHUKAMH
JOKYMEHTOB (B TOM 4YHCJE€ pacleyaTaHHbIMHU KONHUAMH JIOKYMEHTOB,
NOCTYNUBIIMX/MIOATOTOBICHHBIX B DJIEKTPOHHOM  BHJE),  HOCITY>KUBLIMX
OCHOBAHHMEM JUIsl PAcCMOTPEHHS BONpPOCAa HAa 3aCENaHUd TEPPUTOPHAIBHON
KOMHUCCHH, JIMOO MPOEKT MHUCHhMA, MOJJIEKAIIEr0 COIJIaCOBAHUIO Ha 3acellaHuu
TEPPUTOPUANBHON KOMMCCHUU, NPU HEOOXOAMMOCTH — NOSICHUTEIbHYIO 3aIIUCKY
110 paccMaTpuBaeMOMY BOMPOCY .

8.2.3. [IpoeKThl JOKYMEHTOB (BKJIFOUasl MPUIIOKEHHUS ), TIPECTABIISIEMBIE IS
pacCMOTpEHHsT Ha 3aceJaHud TEPPUTOPUATIBHOM KOMHUCCHH, BU3HPYIOTCA
UCIIOJIHUTENIEM M WIEHOM TEPPUTOPUAIBHOM KOMHUCCUH, OTBETCTBEHHBIM
3a MOJIFOTOBKY JIOKyMEHTa, KaKk Ha OyMa)XHOM HOCHUTENE, TaK U B AJIEKTPOHHOM
Buze cpeacreamu 1171

IIpoeKThl JOKYMEHTOB (BKJIOYas MPWIOKEHHS), COAEP/KAIIUE BOMPOCHI
(¢uHaHcupoBaHusi BbBIOOPOB  (pedepeHaymoB), (UMHAHCOBOTO  OOECHEYEHUS
TEKyILIEH AEATENbHOCTU TEPPUTOPUATBHOW KOMHMCCHH, B 00s3aTEIBHOM MOPSIKE
BU3HUPYIOTCS IJIaBHBIM OYXTaaTepOM TEPPUTOPUATILHON KOMUCCHUH.

Busbl npocTaBisilOTCST B KOHIIE TEKCTa MPOEKTa peleHus Jubo
Ha OOOPOTHOW CTOPOHE TIOCJIETHEr0 JIMCTAa TMPOEKTa JAOKYMEHTa (BKJIHOYas
NPUJIOXKEHHS) 10 ycTaHOBICHHON ¢opme (nmpuioxenne Ne 9). Kaxmpiit mucrt
MPUIOKEHUSI BUBUPYETCS UCTIOIHUTENIeM. Bu3a mpocTaBiiseTcsi B IpaBOM HUKHEM
YTy Ha CBOOOJIHOM I0JI€ CTPaHMIIbI TOCie TeKCTa JM00 Ha 000POTHON CTOPOHE.

IIpn moAroToBke M COIVIACOBAHUM IIPOEKTOB NOKYMEHTOB cpencrBamu 11/]

JIMCT COTrJIaCOBaHMA pacCri€d4aTbIlBaCTCA U npn06maeTcs1 K NOJJIMHHUKY JOKYMCHTA.
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HpI/I HGO6XOI[I/IMOCTI/I MOoJIy4€HrusA BHU3bl JOJDKHOCTHOI'O JiIMDa Ha JIMCTC

COTJIaCOBaHUS JIOKyMEHTa, MOJITOTOBJIEHHOTO CpelICTBAMH I,
OH pacIieyaThIBACTCS, TIEPEIACTC BMECTE C IPOSKTOM JIOKYMEHTA Ha BU3UPOBAHHE
COOTBETCTBYIOIIEMY JOKHOCTHOMY JIUITY.

8.2.4. Ucnionuutenb oOecrieunBaeT KOMIUIEKTHOCTh BCEX JOKYMEHTOB,
0003HaYEHHBIX KaK B MIPOCKTE PEIICHUS, TaK U B MIPUIIOKEHUAX K HEMY.

8.2.5. Ilociie mpocMmoTpa, a B HEOOXOAUMBIX CIydasiX — BHECEHHUS MOMPABOK,
CEKpeTaph TEPPUTOPHUATHLHON KOMUCCUU Ha TIOJITOTOBIEHHBIX U O(OPMIICHHBIX IS
pacCMOTpEHHS Ha 3aceJaHWU TMPOCEKTaX JOKYMEHTOB JIETIA€T OTMETKY
«Ha 3acenanue», CTaBUT MOANKCH U JaTy (MpocTaBisieT oTMeTKY «Ha 3acenanue»
cpeactBamu I1]]) um mepenaer (HampamisieT cpeactBamu [1/]) Bech KOMILIEKT
JIOKyYMEHTOB JUIsl TUpaXHUpOBaHUS PAOOTHUKY ammapara, OTBETCTBEHHOMY
3a BEJICHHE JIeJIONPON3BOICTBA.

8.2.6. JlokyMeHTHI K 3aceHaHHI0 MOTYT HAMpaBJIATHCS MO MPOChOE WICHOB
TEPPUTOPHATIBHON KOMHCCHM Ha YKa3aHHbIE UMU DJICKTPOHHBIE TIOYTOBBIE ajipeca
W/WIU TIepeaBaThcs UM TIEpe] HavdalloM 3acelIaHus, a JUIaM, MPUTIIAIICHHBIM
Ha 3aceJaHWe, MaTepuajibl 10 BOMPOCY, HAa KOTOPHIA OHU TPUTJIAIICHBI,
NepeIaroTCs Iepe]l Ha4aIoM 3ace/laHus.

[Taku ¢ MOKyYMEHTaMH, TOJICKAIIUMH PACCMOTPEHHIO B COOTBETCTBHH
C MPOEKTOM TOBECTKH JIHS 3aCEIaHMs TEPPUTOPHUATHHON KOMUCCUU, KOMIUIEKTYET
U pa3gacT WICHaM TEPPUTOPHUATBHOW KOMHCCHH TIepe] HadajoM 3aceaaHus
pabOTHUK amnmapara, OTBETCTBEHHbIN 3a BEJICHUE JIETONPOU3BOICTBA.

8.2.7. Ilepen wavasioM 3acemaHusi pabOOTHUK amnmapara, OTBETCTBEHHBIM
3a BEACHHUE JEIONMPOM3BOACTBA, JHOO CEKpeTaph TEPPUTOPHUATBLHOW KOMHCCHH,
PETUCTPUPYIOT WICHOB TEPPUTOPUATILHON KOMHCCHH C TPAaBOM PEIIAIONIEro
rojioca, MPHUCYTCTBYIOIIMX Ha 3aceJaHWU WU TPUTJANICHHBIX Ha 3aceJaHue JIUII,
CITUCOK KOTOPBIX MPEACTABIISICTCS TIPEICEAATEITIO TEPPUTOPHATEHON KOMHUCCHH.

8.2.8. Ha 3acemanuu TeppuUTOpPHAIIBHOW KOMHCCHU BEIETCS IPOTOKOI

U MOXKET MPOW3BOAUTHCA ayauO3amuch (BUACO3alNCh). B cilydae mpou3BojCTBa
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aAyJIn0- NI BHUACO3AIINCHU YJICHBI TGppHTOpHaHBHOﬁ KOMHUCCHUHN U MPUTTIAIICHHBIC

YBEAOMJISIOTCSI 00 3TOM /10 OOBSIBICHUS TOBECTKU JIHS 3aCEIaHUs.

8.3. Brllmyck JOKYMEHTOB, pACCMOTPEHHBIX Ha 3aCelaHuU TePPUTOPHATBEHOM
KOMUCCHUH.

8.3.1. JlokyMeHTBI, pPAcCMOTPEHHbIE Ha 3aCE€JaHUM TEPPUTOPHAIBHOM
KOMHUCCHH, B CIIy4ae, €ClId B XOJ€ 3aCelaHHs BHOCWINCh W3MEHEHUS, JTOJKHBI
OBITh 10pa0OTaHBbI, a 3aT€M IOJIIUCAHbI, 3aPETUCTPUPOBAHBI U Pa30CIaHBbl.

8.3.2. Cpok 10pabOTKH TOKYMEHTOB HE JOJDKEH IMPEBBIIIATH TPEX pabounx
JHEH TMocie OHS 3acelaHus, €ClIM WHOM CpPOK HE ompefeneH (eaepalbHbIM
3akoHOM W/miu 3akoHoM CankTt-IlerepOypra, periiaMeHTOM TeppUTOpUATIBLHON
KOMHUCCHHU WJIM HE OTOBOPEH Ha 3aCEaHuU.

8.3.3.IIpu nmopaboTke JOKyMEHTa WCIOJHUTENh BHOCHUT B  TEKCT
COIJIaCOBaHHbIE B XOJ€ 3acelJaHus M3MeHeHus. B ciydyae mnpuHITHS
TEPPUTOPUAIBHOM  KOMHUCCHUEH  pelmieHuss O  HEOOXOJUMOCTH  KOHTPOJIA
32 BBINOJHEHHEM pEIIEHUSI €ro TEKCT JOIMOJIHAETCS IIyHKTOM, B KOTOPOM
HA3HAYaIOTCs JIMLA, OTBETCTBEHHBIE 32 UCIIOJIHEHHUE.

8.3.4. JlokymMeHT, moOIexaluii MOANUCAHUIO (BKIIIOYAs MPHIOXKEHNUS),
NOJIFOTOBJICHHBII HAa OyMa)XHOM HOCHUTENIe, BHU3HUPYETCS HCIOJHUTEIIEM,
OTBETCTBEHHBIM 32 €r0 MOATOTOBKY.

JIOKyMEHTBI (BKITIOUAst MPUIOKEHUS), coeprKallne BOIIPOCHI
(uHaHCHpOBaHUsI BHIOOPOB, (DMHAHCOBOIO OOECHEUEHMs TEKYIIEH NeATeIbHOCTH
TEPPUTOPUATIBHOM KOMHMCCHHM, B 00S3aTE€IBbHOM MOPSIKE BU3UPYIOTCS TJIABHBIM
OyXraiarepoM TeppUTOPUATBHON KOMHCCHHU.

JIOKyMeHT, Tmoajexaluil  MNOANHCAaHWI  (BKJIOYas  MHPUIIOKEHHS),
corjlacoBaHHbIM cpenctBamMu I1J] m mpuHATBEIM 0e3 M3MEHEHUH Ha 3aceJaHuu
KOMUCCHH, pacledyaThIBa€TCsl HA COOTBETCTBYIOIEM OJIaHKE, K HEMY MPHOOIIaeTcs
JUCT COTJacOBaHMs, 3aT€M JOKYMEHT MPEJCTaBIsACTCd Ha TMOIIMUCH CEKPETapro
Y TIPEICENATENI0 TEPPUTOPHUATIBHON KOMUCCHUHU.

JlopaboTka M cOIJIacOBaHHWE JOKYMEHTOB, PACCMOTPEHHBIX Ha 3acellaHuu

KOMHUCCHH, MOXKET OCYIIECTBIATLCS cpencrBamu [1/1.
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Bu3bl mpocTaBISIOTCS aHATIOTUYHO TIOPSAJIKY, YKa3aHHOMY B a03a1le TpeTbeM

nyHkTa 8.2.3.

IIpr mOATOTOBKE M COIIACOBAHMUM IMPOEKTOB TOKYMEHTOB cpencrBamu I1/]
JUCT COTJIACOBAHUSA MPHUOOIIAETCS K MOATMHHUKY JOKYMEHTA.

8.3.5. PaboTHuK anmapaTa, OTBETCTBEHHBIN 3a BEJEHHUE JEIONPOU3BOICTBA
CIEIUT 3a KOMIUIEKTHOCTBIO MpWJIaraéMblX K PEHICHHI0 JOKYMEHTOB
U pacrojaraerT Ux B TOW IOCIIENOBATEIbHOCTH, B KOTOPOW OHHM YIIOMHHAKOTCS
B TEKCTE.

8.3.6. Ecmu Bompochl, coaepxamuyecss B PELUICHUH TEPPUTOPUATBHOMN
KOMHCCHH, KacaloTCi JEATEIbHOCTH OJHOM WM HECKOJIbKHX CTOPOHHHUX
OpraHu3alyid, K JOKYMEHTY MpUJIaraercsl JHCT COIJIacoBaHUs, B KOTOPOM
YKa3bIBalOTCS HAUMEHOBAaHUE OpraHM3alllM, JTOJDKHOCTb, MHULMANBI U (pamMuius
JOJDKHOCTHOTO JIMIIA, C KOTOPBIM 3TOT JOKYMEHT COIJIACOBAH, M CTaBUTCS
€ro coOOCTBEHHOpYYHas MOAIUCH.

CornacoBanue MoeT O(QOPMIIATECS Ha TOCIEAHEM JIUCTE pELICHUS
TEPPUTOPHUAITBHON KOMUCCHH.

8.3.7. K odopMieHHOMY pPEIICHUIO TEPPUTOPUATHHON KOMUCCHUU PaOOTHHUK
anmnapara, OTBETCTBEHHBIM 3a BEJIECHHE JEJONPOU3BOACTBA, TOTOBUT OTYET
O pacchbUIKE€ IO COOTBETCTBYIOUIMM ajJpecaraM U pa3MEIIEHUU pEelIeHUN
TEPPUTOPUATBHON KOMHCCHU Ha oduimanibHoMm caite (mpunokenue Ne 10).
Cnucok JOJKHOCTHBIX JIMI[ (OpraHu3ainuii), KOTOPbIM HampaBieTCs pelIeHue
TEPPUTOPUATIBHON KOMHUCCHH, MOXKET ObITh OJTOTOBIIEH cpenctBamu T1/1.

B cnucok BkitouaroTes auiia, KOTopble OyayT 3a7eiiCTBOBAaHbI B peaanu3aluu
OPUHATOTO  JOKYMEHTa  WJIM  JIOJDKHBI ~ OBITh  MNPOUH(OPMHUPOBAHBI
0 €ro CoJIep’KaHUU M KOTOPBIM 3TOT TOKYMEHT JOJDKEH OBITh Pa30CciaH.

Crucok pacChbUIKM JIOKYMEHTOB MOJINUCHIBACTCS paOOTHUKOM ammnapara,
OTBETCTBEHHBIM 3a BEJICHME EJIOMPOU3BOACTBA M YTBEPXKIAETCA MpejacenaTeaemM
TEPPUTOPUAIIBHON KOMHUCCHH.

8.3.8. OpopmieHHBI KOMIUIEKT JOKYMEHTOB (pelieHue, 00O3HaueHHbIE

B €ro TEKCTe NPWIOKEHMs, CIHUCOK pPAacChUIKM) paOOTHUK  armapara,
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OTBETCTBEHHBLIM  3a BCIACHHUC  JICIIONMPOMU3BOACTBA, IICPCAACT HaA IOAIHNCH

MpEACENATENIO U CEKPETAPIO TEPPUTOPUATIBHON KOMUCCHH.

8.3.9. Pemenne  moammchIBaeTCA — TpeAcemareieM = M CeKpeTapeM
TEPPUTOPUAITBHON KOMUCCHH.

Ecnu Ha 3acemaHnu TEppUTOPUATIBHOW KOMHUCCHHM MPEACENATENHCTBOBAI
3aMECTUTENIb  MNPENCEnaresis  TEPPUTOPUAIBHOM  KOMHUCCHHM,  CEKpEeTaph
TEPPUTOPUAIBHON KOMHUCCHHM WJIA OAWH U3 YIEHOB TEPPUTOPHAIBHON KOMHUCCHH
C TpPaBOM PEMIAIOLIETO TOJ0ca, a TaKXKe €Cad IOJHOMOYHSA CEeKpeTaps
TEPPUTOPUAIBHON KOMHUCCUU OCYILIECTBISJ OJWH W3 YJICHOB TEPPUTOPHUAIBHOMN
KOMUCCHH C IIPAaBOM PEILIAIOLIETO I'0JI0Ca, TO MOANKUCH B NMPOTOKOJIC, HA PELICHUU
0(OPMIISIFOTCSI CJIETYIOIIUM 00pa3oMm:

«3aMecTUTENb MpeaceaTess TEPPUTOPUATBHON KOMHCCUU» —B ClIydae
BPEMEHHOI'0 OTCYTCTBUS IpeIcEAaTeNsl TEPPUTOPUATIBHON KOMUCCHUY;

«Vcnonusirouii 00s13aHHOCTH TIPEICcEAaTeNs] TEPPUTOPHUATLHON KOMUCCUI —
npu Hanmuuuu pemieHus Cankrt-IlerepOyprckoil u30MpaTenbHON  KOMHUCCHUU
O BO3JIO)KEHHM HAa OJHOTO W3 YJIECHOB TEPPUTOPUAIBHON KOMHCCHH C TPaBOM
PEMIAKOIIET0 TOJI0Ca MOJIHOMOYUI ITpEACcCEnATENS TEPPUTOPUATBHON KOMUCCHH;

«IIpencenarenbCTBYOMUM Ha 3aCENAHUN TEPPUTOPUATBHOM KOMUCCUND —
B Clly4ya€ BpPEMEHHOIO OTCYTCTBHS NPEACEAATENs, 3aAMECTUTENS IpPEICceNaTels
TEPPUTOPHAIBHOM KOMHCCHHM, OTcyTcTBUs pemienus Cankt-IletepOyprekoit
n30MpaTeNbHOM  KOMHUCCHM O  BO3JIOKEHMHM  TOJHOMOYMM  Tpejacenaress
TEPPUTOPUAIBHON KOMHUCCUU HA OJHOTO U3 WICHOB TEPPUTOPHATBLHOW KOMHUCCHU
C MPAaBOM pELIAIIIETO TOojoca W MPU HAIUYUU PELICHHUS TEPPUTOPHUATBHOM
M30UpaTEIbHON KOMUCCUH;

«Mcnonusrommii 00S13aHHOCTH CEKpeTapsi TePPUTOPUATHLHOM KOMUCCUM —
B Cllydyae HaJIWuusl pemnieHuss TepputopuaibHOM KOMHUCCUM O BO3JIOKEHUU
MOJTHOMOYMN CEKpeTapsi TEPPUTOPUATBHOM KOMHCCMU HAa OJIHOTO M3 YJICHOB
TEPPUTOPUAIIBHON KOMUCCHUU C ITIPABOM PEMIAIOMIETO I'OJI0CA.

«Cekperapp  3acelaHvsi  TEPPUTOPUAIIBHOM  KOMHUCCHUHW» —B  ClIydae

BPEMEHHOT'O OTCYTCTBHUSI CEKpeTapsi M30MpaTeIbHON KOMHCCHUM U TPU HATUYUU
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pelIeHus TePPUTOPUATIBHON KOMUCCHH.

8.3.10. Ilocie monmucaHus peEMICHHWs PETHCTPUPYIOTCS B OKypHAie
perucTpalui peuieHui, B KOTOPOM MpeaycMaTpUBAIOTCSA: TMOPSIAKOBBI HOMeEp,
JaTa TPUHATHS PEIICHUS, PETUCTPAIIMOHHBIA HOMEp, COJAEp)KAaHUE pEeLICHUs
¥ HOMEp Jiena XpaHeHHUS.

8.3.11. Pemmienuss HyMepyrTCSi B XPOHOJOTHYECKON IOCIIEA0BATEILHOCTH
B npeaenax CpoKa MTOJTHOMOYUH TEPPUTOPUATBHON KOMHUCCHH.
Homep pemieHus TeppUTOpHATBHOM KOMHCCHH COCTOMT W3 HOMEpa IMPOTOKOJA
3ace/IaHus M MOPSIKOBOrO HOMepa Borpoca, (Hanpumep: 1-5).

8.3.12. YkazaHHBIC BBIIIIE PEKBU3UTHI BHOCATCS B PETUCTPAITMOHHO-YICTHYIO
dbopmy. B ciyuae ucnonszoBanus 1] k PYK npukperuisieTcs TeKCT TOKyMEHTa
B ¢opmate docx (a1 Tabnui qonmyckaroTes daiinbl popmara XISX) ¥ 371eKTpOHHBIH
o0Opa3 gokymeHnTa B (popmare pdf (mpu HEOOXOUMOCTH), a TAKKE JIeNIaeTCs CBSI3Ka
C JIOKYMEHTaMH, TOCIY>XKHBIIMMH OCHOBAaHHUEM JUIsl PACCMOTPEHHsI BOIpoOca
Ha 3aCeIlaHu1 TEPPUTOPHATHHONH KOMHUCCHH.

8.3.13. PazpenieHue Ha TUPAKUPOBAHUE JOKYMEHTOB B HEOOXOJIUMOM
KOJMYECTBE JaeT TpeJacenareib TEePPUTOPUATBHON KOMUCCHUHU. JIOKyMEHTHI
THPOXUPYIOTCS ~ paOOTHUKOM  alapaTa, OTBETCTBEHHBIM 33  BEIICHUC
JIEJIOTIPOU3BOJICTBA, HA KaXKIOW KOMHHM JOKyMEHTa TMPOCTABISETCS TeYath,
YAOCTOBEPSIONMIAs  TOMMHUCH  TIpPEaceaaTeNss  TEePPUTOPUATBHOW  KOMHUCCHHU
U CeKpeTaps TepPUTOPUATBLHON KOMHUCCHH (0€3 BOCTIPOU3BEICHHUS TTOITUCEH ).

8.3.14. Konusi pemieHus: TEPPUTOPUAIBHOW KOMHUCCUHU  HaIpaBIIsETCS
3agBUTENI0 B CIllydae, €CIM €ro oOpalieHHe B TEPPUTOPHAIBHYI0 KOMHCCHIO
MOCIYKWJIO OCHOBAaHMEM JUII  PAacCMOTPEHHS  BONpoca Ha  3acedaHud
TEPPUTOPUAIIBHON KOMUCCHH.

8.4. OdopmiieHre MPOTOKOJIA 3aCeJaHUsl TEPPUTOPHUATIBHON KOMHUCCHH.

8.4.1. [Ipotokon 3acemaHusi TEPPUTOPUATHHOM KOMHUCCUU OQOpMIISETCS
Ha OJIaHKe YCTaHOBJICHHOU (opMbl (TipritoskeHre Ne 4) B CpoK, HE MPEBBIIIAOIIHIA

Tpex pabouux JHeW mocie JaHS  3acedaHus. IIpoTtokon  3acenaHus
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TEPPUTOPUANBHON KOMHUCCHUH MOXeT ObiThb odopmien cpeactBamu  [1]]

C MCTOJIb30BaHUEM COOTBETCTBYIOIIETO 11a0I0Ha OJIaHKa TOKYMEHTA.

8.4.2. IlpoTokon 3acegaHuss MOXET Oo(pOpPMIIATHCA B MOJHOW MU KPATKOM
dbopme.

8.4.3. TekcT MpoOTOKOJA 3aceaHusi TEPPUTOPUATILHON KOMHUCCHUU COCTOUT
13 JABYX 4aCTEl — BBOJHOW U OCHOBHOM.

8.4.4. B BBOJHOM YacTH MPOTOKOJIA YKa3bIBAIOTCS HHUIMAIBI U (aMIIIHS
npeacenarenas — TEPPUTOPUATIBHOM  KOMHCCHM  (IIPEACeNaTeabCTBYIOLIETO),
a TakKe NPUCYTCTBYIOIIMX: 3aMECTUTENsl MpeACeNaresss TEepPUTOPUATIBLHOM
KOMHUCCHH, CEKpeTapsi TeppUTOPHAIBHON KOMHUCCHUU M 4YIEHOB TEPPUTOPHAIIBHOM
KOMUCCHH, JIUI], IPUTJIAIIEHHBIX HA 3acelaHne, B aja()aBUTHOM IOPSIJIKE.

Homyckaercss odopmiieHHe MPUCYTCTBYIOIIUX  OTAEIbHBIM  CIHUCKOM
C yKa3aHWeM WHUIMaJIoB, ¢aMuiauii u goipkHocTed. CHUCOK mpuiaraercs
K POTOKOJTY 3aceaHusl.

8.4.5. [loBecTka 1HA BKJIIOYAETCS B BBOJHYIO 4YacTh IIPOTOKOJIA.
OHa COCTOUT U3 MEPEUHCIIEHUs BOIIPOCOB, KOTOPbIE 00CYXKIal0TCSI Ha 3aceaHuH,
U 3aKpeIIIeT IMOCIEeI0BATEIbHOCTh MX OOCYXXIeHUs U (aMHIMK JOKJIAJTYMUKOB
(BBICTYTIAIOIIINX ).

Kaxnapiii Bompoc MOBECTKHU JIHA 3acelaHusi HyMepyeTcs apabckoil nudpoid,
ero HauMmeHoBaHue (opmynupyior ¢ mpemiora «O» miau «O6». Ilo kaxgomy
MYHKTY YKa3bIBAETCS TOKJIaTUUK.

8.4.6. OcHOBHAs YacTh MPOTOKOJIA COJEPIKUT CTOJIBKO Pa3esioB, CKOJBKO
IMYHKTOB BKJIFOUEHO B IOBECTKY JIHA. B COOTBETCTBUU C HEl pa3esibl HyMepyOTCs.

Kaxnei  pazmen  coctout w3 Tpex  yacrei:  «CIIVIIAJINY,
«BBICTYIINJIN», «PEILINJIN», KOTOpbIEC MEYATAIOTCA OT TPAHUIIBI JIEBOTO OIS
IPOMUCHBIMU OYKBaMH.

B wactm «CJIYIIAJIM» Kkparko W37ara€Tcs TEKCT BBICTYIUIEHUS
nokiaaurka. Maummansl 1 GamMmims TOKIaTIiKa MMeYaTaloTcs ¢ KPaCHOM CTPOKHU
B HMMEHUTEIBHOM TMajexe. 3amuch JOKIaJa H3JIaraeTcsi OT TPEThero Juia

CAUHCTBCHHOI'O YHCJia U OTACIIACTCA OT (baMI/IJ'H/II/I THPC.
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Ecan Tekct AOKJIada npujaaracrcsa K IPOTOKOJIYy, TO HCIOJIb3YCTCA CCbhbLIKA

«Teker noknana mpuiaraeTcs.

B wyactu «BbBICTYIIMJIM» mnepeducnstorcs BBICTYNAONIME W aBTOPBI
BOMPOCOB. MHUIMANBI ¥ (haMuJIHsl BBICTYMAIOLIETO MEYaTaloTCs C KPACHOM CTPOKHU
B HMCEHUTEIBbHOM Tnajexe. KpaTkasg 3anuch BBICTYIUIEHHUS 110 CYIIECTBY
paccMaTpUBaEMOI0 BONpoca (MO PEIICHHUIO MPEICENaTENbCTBYIOIIET0) U3IaraeTcs
OT TPETHETO JULA EAUHCTBEHHOTO YUCJIA.

Ecny TexkcT BBICTYIUICHHSI NPUIIAraeTcs K IMPOTOKOIY, TO HMCHOJIb3YETCS
cchuIKa «TeKCT BBICTYIUICHUS IPUIIATAETCS.

B wactu «PELIMJIN» oTpakaeTcst MPUHATOE PEHICHHE MO 00CYKIaeMOMY
BOIIPOCY U PE3YJIbTAThI TOJIOCOBAHUS.

B mportokose 3acemanus oTpaxkaeTcs HaJMuuMe O0CoOOro MHEHHS y 4ieHa
TEPPUTOPUAIBHON KOMMCCHU, O(OpPMIIEHHOE B MHUCBMEHHOW (opme ocoboe
MHEHHME TTOMENTAETCS MOCIIE PEMIEHUS, B CBA3U C KOTOPBIM 3TO MHEHHE U3JI0KEHO.

8.4.7. IIpotokon 3acelaHus ITOAITHUCHIBACTCS npeacenareneM
WM TPEACENATENBCTBOBABIIMM HA 3aCEJaHUU WU CEKpPETApeEM TEPPUTOPHUAIBHOU
KOMHCCUU  (WJIM  YJE€HOM  TEPPUTOPUAIBHON  KOMHUCCHUH,  MCHOJHSBIIUM
00s13aHHOCTH CEKpETaps TEPPUTOPHATBHON KOMUCCHH).

8.4.8. Ilocne moanucanusi MPOTOKOJIBI PETUCTPUPYIOTCS C HCTIOIH30BAaHUEM
peructpanmonHo-y4etHo  ¢opmel.  [IpoTokonsl  3acemaHuii  HyMepyrOTCS
B XPOHOJIOTUYECKOW MOCHEAOBATEIBHOCTH B IIpeleiax CpoKa IOJHOMOYUHI
TEPPUTOPUATIBHON KOMUCCHH.

8.4.9. [IpoTokomsl 3aceaHuil TEPPUTOPUATHBHON KOMUCCUU, TPUOOIIICHHbBIE
K HHAM pEUICHHS BMECT€ C MaTepualaMH, IMOCIYXUBIIMMH OCHOBAHUEM
JUIST UX TPUHITHS, OCOOBIMH MHEHUSMH YICHOB TEPPUTOPHAIBHONW KOMHUCCUU
XpaHsATCs y npejaceaarens (cekperaps wid pabOTHHKA amrmapara, OTBETCTBEHHOTO
3a BEJCHHE JICNONPOU3BOJICTBA) TEPPUTOPUAIBHOM KOMHCCHM, a 3aTeM,
oopMJICHHBIE B COOTBETCTBMM C TpeboBaHWsMU WHCTpyKIMH, TepenaroTcs
B APXWB.

9. O¢dopmiieHue NPpUKA30B NpeaceaaTe s
TEPPUTOPHAIBHON KOMUCCUU
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9.1. [Ipuka3z mpenacemarenss TEPPUTOPUATHHOW KOMHCCHM IO OCHOBHOM
JeATEIIbHOCTH (faee — mpukas) opopmiisieTcss Ha OJJaHKe YCTaHOBJICHHON (OpMBI
(mpunoxenue Ne 4).

9.1.1 [IpoexkTsl TPHUKA30B TOTOBATCS IO TOPYYCHHUIO TMpeACeaaTess
TEPPUTOPUATBHON KOMHUCCHH.

[Ipuka3sl MOTYT TOTOBHUTBCS M COTJIACOBBIBATHCS Takke cpeactBamu [1]1.
[Ipu nmoaroToBke mnpukazoB cpenctBamu [1J] ucmonb3yeTcss COOTBETCTBYIOIIUMN
m1abJIoH OJlaHKa TOKyMEHTA.

0.1.2. TekcT TpHWKa3a COCTOWT, KaK MPaBHIO, W3 KOHCTATUPYIOIICH
U PACTIOPSIUTENBHON YacTeN U IOJKEH UMETh 3ar0JI0BOK.

9.1.3.B KoHcTaTHpyIOLIel dYacTH W3JaraloTcia IeId ©  33Jadd
MPENKUCHIBAEMBIX JIEUCTBUN. ECM OCHOBaHHEM K WM3/IAHUIO TPUKA3a SIBJISETCS
HOPMATHUBHBIM  TMPAaBOBOM  aKT WM  PACHOPAIUTEIbHBIM  JIOKYMEHT,
TO B KOHCTATHPYIOIIEH dYacTH YKa3bIBalOTCS €ro Ha3BaHWE, JaTa, HOMeED,
3aroJIOBOK.

9.14.B  pacnopsauTeNbHON ~ YacTH  COAEpXaTcs  MepeunucicHHe
MPEANUCHIBAEMBIX  JECUCTBUM, CpPOKM MW HcnoiaHuTenu. [IyHKTBI Tmpukasa
HYMEPYIOTCS apaOCKUMH IUPPAMH C TOYKON 1 HE UMEIOT 3ar0JIOBKOB.

9.1.5. Ecnim mpuka3 u3MeHseT, OTMEHSICT WM JIOTOJHSACT PaHee W3JIaHHBIA
MIPUKa3 WK €ro OTAEIbHBIE MYHKTBI, TO 9TO OTOBAapPUBACTCS B TEKCTE MPUKa3a.

9.16.B MOCJIEAHEM MyHKTE pacnopsAuTeIbHON 4acTu,
Ipu HEOOXOAUMOCTH, YKa3bIBACTCS JOJKHOCTHOE JIUI0, HA KOTOPOE BO3JIaraeTcs
KOHTPOJIb 32 UCTIOJTHEHUEM TIPHUKa3a.

9.1.7. 1lpu HaJIMYuu MIPUIIOKEHU I K IIpUKa3y B TEKCTE
Ha HUX 0053aTeNhHO JeJIaeTCs CChIIKA.

9.1.8. [IpoekT mpuWKaza W TOPWIOKEHUS K HEMY  BHU3HPYIOTCS
HEIOCPEICTBEHHBIM UCTIOJIHUTEIIEM.

Ecim B mpukasze comepkarcss BONpOChl (DMHAHCHPOBAHUS BBIOOPOB,
oOecrieueHuss NESITeIbHOCTH TEPPUTOPUATHHOM KOMHCCHUU, TO OH BHU3HPYETCS

y TJIaBHOTO OyXranTepa.
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IIpukasel, nmoaroroBiueHHble cpeacTtBamu [IJl, BU3HMpPYIOTCA aHAJIOTMYHO

pUKa3am, MoJAroTOBICHHBIM Ha OyMa>KHOM HOCHUTEIE.

Busbl mnpocTaBistoTcs  Ha OOOPOTHOM CTOpPOHE TOCJIEOHEro JIMCTA
JOKyMeHTa (TpuKa3a, NPWIOKEHWS K HEMYy) II0 YCTaHOBIEHHOW Qopme
(mpunoxenrie Ne 9).

IIpy moaroToBKe M COracOBaHWM MPOEKTOB MpUKa30B cpencrBamu [1J] muct
COTJIaCOBaHMSl pacCleyaThIBAETC Ha OOOpPOTHOW CTOpPOHE TMOCJIEAHEro JIMCTa
JOKyMeHTa (TpuKasza, MpuiIokeHus K Hemy). Ilpu HeoOXoIuMOCTH MOJIydeHHUs
BU3bI JOJDKHOCTHOIO JIMLA HAa JIMCTE COTJIACOBAaHUSA IpPHKa3a, MOATOTOBIEHHOIO
cpenctBamu I1/], tokymeHT nepenaercst Ha OyMa)KHOM HOCHUTEIIE Ha BUSHPOBAHUE
COOTBETCTBYIOIIEMY JAOKHOCTHOMY JIUILY.

9.1.9. TIlocne moanucaHusi NMPHUKa3bl PETUCTPUPYIOTCS € HUCHOIb30BAaHUEM
pErucTpaliMOHHO-y4eTHOM (opMbl M (QOPMHUPYIOTCS B J€jJa B COOTBETCTBUHU
C HOMEHKJATypOl i€ TEeppUTOPUATBHON KOMHUCCUU BMECTE€ C JOKYMEHTamH,
HOCITY>KUBIIUMHU OCHOBaHUEM JJIsl M3/1aHUS NTPUKa3a.

B ciywae ucnonszoBanus s perucrpannu I1J1 x PYK npucoenunsrorces
TeKCT npukaza B (opmare docx wimm xIsx (st Tabauil AOMyCKaroTCs (Palibl
dopmara  XISX),  omekTpoHHBIH ~ 00pa3  mpukaza B (dopmare  pdf
(mpu HEOOXOOUMOCTH) M JENAIOTCS CCBUIKM Ha JIOKYMEHTBI, MOCIYKUBIINE
OCHOBAHUEM JIJIsl U3JaHUsI PUKa3a.

9.1.10. [Tpuka3zaM MpPUCBAaWBAIOTCA PErHCTPAIMOHHBIE HOMEpa B Tpejaenax
KAJIGHOJApHOrO TojAa, TMpU OSTOM K TMOPSAKOBOMY HOMEpy uepe3 jaeduc
IpOCTaBIsIETCSl OYKBEHHBIM HHACKC «O/1».

9.2. OdopmiieHne MpUKA30B MpeacenaTeNis W30UpaTeIbHOW KOMHUCCHHU
110 KaJpOBBIM BOIIPOCAM.

9.2.1. Tlpukassl mpencenarenss TEPPUTOPUAIBHON KOMHUCCHM IO KaJpOBBIM
BOIIPOCaAM U3JIal0TCs o KOHKPETHBIM BOIIPOCaM, CBSI3aHHBIM
C  JeATENbHOCTHIO  YJIEHOB  TEPPUTOPUAIBHOW  KOMHUCCHUH,  IPUEMOM
Ha TOCYJapCTBEHHYIO TpaxaaHckyto ciyx0y Cankr-lIletepOypra B ammapar

TEPPUTOPUAIBHOM  KOMHUCCUH,  TNPOXOXKACHUEM  TPAXKIAHCKOW  CITyXObl
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¥ YBOJIbHEHHEM C TPaKIaHCKOM CITy>KOBI B armapaTe TeppUTOpruaIbHON KOMUCCHH.

9.2.2. Ilpukassl npejacenaresiss TEPPUTOPUATBHOM KOMHUCCUU MO KaJIpOBBIM
BOMpocaM 0(OPMIISIOTCS aHAJIOTUYHO MPHUKa3aM IpeceaaTeNsl TePPUTOPUATEHON
KOMHUCCHM TI0O  OCHOBHOM  JesArenpHOCTH.  IIpukasam  mpucBamBaroTcs
pEerucTpallMOHHbIE HOMEpa B TMpefenax KajJeHJAapHOro Toja, MpU ITOM
K MOPSAIKOBOMY HOMEpY uepe3 erc IpoCcTaBisIeTcs OYKBEHHBIA HHACKC «K».

9.3. Konuu npuka3oB 3aBepsIIOTCA M€YaThI0 TEPPUTOPUATBHON KOMUCCHH.

9.4. Tlpuka3zel BMeCTE C TNPUOOIMIEHHBIMH K HHUM  JIOKYMCHTaMH,
NOCIIYKUBIIMMU OCHOBAaHHWEM JJI1 UX W3JaHHs (B TOM 4YHCIIE pacliedyaTaHHbIMHU
KOIMUSAMH JOKYMEHTOB, MOCTYIMBIINX/TIOATOTOBIIEHHBIX B JJIEKTPOHHOM BHJIE),
(bopMHpYyIOTCA B J€JIa COTJJAaCHO HOMEHKJIATYpe AEN TEPPUTOPHAIBHON KOMHUCCHUH,
XpaHsTCs y TpejicenaTens Wik paboTHHKA anrmapara, OTBETCTBEHHOTO 3a BEJICHUE
JIEJIONPOU3BOJCTBA B TEPPUTOPHAIBHOM KOMHUCCHUHM, a 3aTeM, O(OpMIICHHBIE

B COOTBETCTBUU C TpeOOBaHUAMU MHCTPYKIMHU, IEPENAIOTCS B APXUB.

10. KoHTpoJIb MCTIOJIHEHUS] IOKYMEHTOB M NOPYYeHU

10.1. KoHTpOJTI0 UCTIOTHEHUS TIOIJIC)KAT:

NOPYYEHHUSI, COJEpKaIIUecs B IOCTAHOBJIECHUSAX W APYTUX JIOKYMEHTax
UK Poccuu, Canxt-lIlerepOyprckoit n30UpateibHOM KOMHCCHUU, B PEIICHUSIX
TEPPUTOPUAIIBHON KOMUCCHH;

MOPYUYCHHUsI, COJIepkKaluecs B MpHUKa3zax NpeaceaaTess TeppUTOpUaTIbHON
KOMUCCHU;

NUCbMEHHBIE MOpYYEeHUs TmpeacenaTens (3aMeCcTUTENsl MpeacenaTens,
CEKpeTaps) TEPPUTOPUATHLHON KOMUCCHH;

BXOJISIIIIAE JOKYMEHTHI, B TOM YHCJI€ MUCbMEHHBIC OOpaIieHusi Tpa)iaaH,
yka3aHHble B [lepeuHe nojexanux KOHTPOIO JOKYMEHTOB C YKa3aHUEM CPOKOB
ucnojaHeHus (mpuioxenrue Ne 11), B COOTBETCTBUU ¢ YKa3aHUSIMU 110 UCTIOJIHEHUIO
JIOKYMEHTa Mpe/iceaTelis TePPUTOPUATbHON KOMUCCHY;

UCXOJISIIIINE TOKYMEHTHI, TpeOYyIOIe OTBETA,
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MOPYUYEHHUSI, COJEpKaIIuecs B MPOTOKOJAX 3acCeAaHUil TEepPPUTOPUATIBHOU

KOMUCCHUU;

IIJIAHBI MEPOIIPUATHUN.

10.2. KoHTponp MCHOTHEHUS JOKYMEHTOB, yKa3aHHbIX B moapaszzaene 10.1
WHCcTpykuun (32 MCKIIOYEHHEM HCXOASIIUX JOKYMEHTOB), IO CYIIECTBY
3aTPOHYTBIX B HHX BOIPOCOB OCYILIECTBIIET Hpejacenareiab (CEKpeTaps)
TEPPUTOPUAIBHON KOMHUCCHH.

10.3. KoHTpoNb HWCIIONHEHUS HCXOIANIMX JOKYMEHTOB, B TOM UHCIE
3a CBOEBPEMEHHOCTBIO IIOJYyYEHHUS OTBETOB Ha 3alpoChl TEPPUTOPUAIBHOU
KOMHUCCHH, OCYLIECTBIIIET paOOTHHUK ammapara, OTBETCTBEHHBIH 3a IMOATOTOBKY
JAHHBIX JTOKYMEHTOB.

10.4. Cpoku WUCHOJIHEHMS] MOPYYEHUH, COAEpXKAILIUXCS B PELICHUSIX
TEPPUTOPUAIBHOM  KOMHUCCHM, IIPUKa3ax Ipelacenareiss TeppUTOPUAIBHOU
KOMHCCHUH, TUCBMEHHBIX MOPYYEHUH NpeacenaTens (3aMecTUTENs Mpeaceaarens,
CEKpeTapsi) TEPPUTOPUATILHON KOMUCCHH OIPENETAIOTCS ITUMU JOKYMEHTaMHU.

10.5. JIokyMeHT TMOAJICKHUT HWCIOJIHEHHWIO HE TMO3JHee, YeM dYepes
30 xaJleHIapHBIX OHEW CO JHA €ro MOCTYIUIEHWS, 32 UCKIIOYEHHUEM CIy4dacs,
MpEeAyCMOTPEHHBIX MTyHKTOM 10.6 HacTosIIero pa3aena.

Ecnu nmocnennuii eHb MCMIONHEHMS TOKYMEHTa MPUXOAUTCS Ha Hepabouuid
JI€Hb, TO OH TOJIEKUT UCIIOJIHEHUIO B MPEAIIECTBYIOMINI eMy pabouuil 1eHb.

JlokymeHTbl ¢ moMeTkamu «BecbMa cpouHo», «CpO4YHO» HCHOJHSIOTCS
B TPEXIHEBHBIN CPOK, JOKYMEHTHI C MOMETKOW «OTIEpaTUBHO» — B JIECATUIHEBHBIN
CPOK.

CpoOK HUCHONMHEHUS UCUYUCHAETCA B KaJeHIApHBIX NHsX. s mopydeHwuit —
OT JaThl IOJIHACAHUSA MOPYYEHUs, Uil BXOIAIIMX JOKYMEHTOB, B TOM YHCIIE
oOpallleHu, — OT AaThl pErUCTPaAIK TOKYMEHTA.

Ecnu mocnenHuii A€Hb UCHOJHEHUS JOKYMEHTA, COJEPKAIIETO MOMETKY
O CPOYHOCTH HCIOJIHEHUS, MPUXOAUTCA Ha HEpaOOuuid N1€Hb, TO OH TOMJICHKHT

WCIIOJTHEHUIO B CIEAYIONTUI 32 HUM pabouunii IeHb.
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10.6. Cpoku  HCHONHEHUS BXONAIIMX JOKYMEHTOB U  OOpalieHui

yCTaHABJIMBAIOTCSI  MCXOAsl M3  CPOKOB, TIpeajiaraéMblXx  OpraHu3alue,
HaIlpaBUBILIEN JOKYMEHT, UJIM CPOKOB, YKa3aHHBIX B MpuiioxeHun Ne 11.

OOpamienuss 0  HapylIeHUW  3aKOHA, [IOCTYNHUBIIME B  MEPUOJ
COOTBETCTBYIOIIEH  M30MpaTeNbHOW  KaMIIaHWM, KaMIIaHUM  pedepeHayma,
UCIIOJIHSIOTCS B CPOKHM, YCTAHOBJIEHHBIE 3aKOHOJATEIbCTBOM O BBIOOpAx
u pedepeHayme.

10.7. OTBETCTBEHHOCTh 332 CBOCBPEMEHHOE M  IIOJIHOE  BHECCHUE
B PETUCTPAMOHHO-YYETHYI0 (OpMYy CPOKOB  HCIIOJIHEHUS JOKYMEHTOB
U HMHQOpPMAIMM O COCTOSHUM HCIOJHEHHUS] JOKYMEHTOB, KOHTPOJb CpPOKOB
VCITOJIHEHHS IOKYMEHTOB BO3JIaratOTCs Ha CEKpeTapsl WM padOTHHKA amnmnapara,
OTBETCTBEHHOTO 3a BEJICHUE JEJIOIPOU3BOCTBA.

10.8. B TIaHax MEpONPUATHH, YTBEPKIECHHBIX pELIEHUSMU
TEPPUTOPUAIBHOM KOMHUCCHUM, TMpUKa3aMu MpeaceaaTeNss TeppUTOpUATbHOU
KOMHCCHH, KOHTPOJIIO MTOAJIEKAT CPOKH MCIIOJTHEHUS OTIEIBHBIX €r0 IyHKTOB.

10.9. Tlpu HEOOXOAMMOCTH TMPOJJICHHUS CpPOKa HCIOJHEHUS JTOKyMEHTa
OTBETCTBEHHBIN 3a MCIOJHEHNE HE MO3HEE YEM 3a TPU JHS A0 MCTEYEHUS! CpOKa
WCIIOJTHEHUS JTOKYMEHTa MPEACTABIIIET HA UMS IpPEACEeNaTessi TEPPUTOPUATIBHON
KOMHUCCHUH CITY>KEOHYIO 3alMCKy ¢ MOTUBHPOBAHHOW MPOCHOOW O €ro MmpoJJjeHuH,
KOTOpasi MOXKET OBITh MOJITOTOBJICHA M coTjlacoBaHa cpeactBamu I1/1.

10.10. lokyMeHT cuuTaeTcs UCTIOTHEHHBIM U CHUMAETCS C KOHTPOJIS MOCIIe
pelIeHUs] BCEX IOCTaBJIEHHBIX B HEM BOIPOCOB, COOOIIEHUS pPE3YyJIbTATOB
PacCMOTPEHHUs BCEM 3aMHTEPECOBAHHBIM JIMLAM.

10.11. OcHoBaHHSIMH JJIsI CHATUS JJOKYMEHTA C KOHTPOJIS SIBIISIOTCS:

CIIy>keOHasi 3aMucKa O CHSATHHU JOKYMEHTa (UJU OTAENBHBIX €r0 IMYHKTOB)
C KOHTpPOJii WIM 00 WCIOJIHEHWH JOKYMEHTa Ha WM Tpeicenares
TEPPUTOPUAIBHOM KOMHUCCUH, TMOATOTOBJICHHAS! OTBETCTBEHHBIM 32 UCIIOJIHEHUE
c orMmetrkoit («Cormacen», «Paccmotpen», «lIpunaro») npeacenaTens
TEPPUTOPUATBHOM KOMHUCCUU O MPUHATUM HUCIHOJHEHHUS, KOTOpask MOXKET ObITh

MOJITOTOBJIEHA U coriacoBaHa cpeacreamu [1/1;
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pelieHne  TePPUTOPUATBHOM  KOMHUCCHM,  MOpHKa3  MpeaceaaTesis

TEPPUTOPHATBHON KOMHUCCHH I10 Pe3yJIbTaTaM HUCITOJTHCHHS JIOKYMCHTA;

OTBET Ha BXOJAIIUI TOKYMCHT;

OTBETHI OT OpraHu3alyii, B KOTOpHIE JOKYMEHT OBLI HampaBlieH
JUISL PACCMOTPEHUS IO CYIIECTBY IIOCTAaBJICHHBIX B HEM BOIPOCOB W OTBETa
3asBUTEIIO;

HaIpaBJICHUEC OOpaIllCeHUs B JPyrue OpraHU3alMH I PAacCMOTPCHUS
0 CYIIECTBY MOCTABJICHHBIX B HEM BOIPOCOB M TIOCIEIYIOIIETO HH()OPMUPOBAHHSI
aBTOpa O pe3yJIbTaTax PacCMOTPECHHUSI.

10.12. IokyMeHT HE CUUTAETCS UCIIOTHEHHBIM U OCTaeTCS Ha KOHTPOJIE:

€CM OH HampaBsIeTCss B JPyrHWe OpraHbl WIA  OpraHW3alyd
JUIL  PAacCMOTPEHHMS ¢ IIEJIbI0  IIOJYYCHHS TEPPUTOPHAIBHONM  KOMHCCHEH
nHpopMaruu, HEOOXOIUMON JJIi PACCMOTPEHHUS IO CYIIECTBY IOCTABJICHHBIX
B JJOKyMEHTE BOIPOCOB. B cilyqae HEOOXOAMMOCTH TEeppUTOpHAIbHAS KOMHUCCHS
uHpopMupyeT 00 3TOM aBTOpa JTOKYMEHTA,

€CM OH HampaBsIeTCss B JAPYrHEe OpraHbl WIM  OpTraHU3AIHH
JUTSL PAaCCMOTPEHHUS IO CYIIECTBY TIOCTaBICHHBIX B HEM BOIPOCOB W OTBETa
3aSBUTEIII0 C TIOCICAYIOMMM HHG)OPMHUPOBAHUEM TEPPHUTOPHUATILHON KOMHUCCHHU
0 pe3yibTaTax UCIIOTHCHHUS.

11. A3roroBJieHHE U UCIOJIb30BAHUE MEYATEH U IITAMIIOB

11.1. Jlna ypocroBepeHUs] MOJIMHHOCTH JOKYMEHTOB HWJIM COOTBETCTBHS
KOIIMK JOKYMEHTOB IIOJUIMHHUKAM, NPOCTABIEHUS OTMETOK O IIOJYYEHUH,
perucTpaluuu JTOKyMEHTOB B TEPPUTOPHATIBHON KOMHUCCHHU UCIOJB3YIOTCA MeYaTu
c m3o0paxenueM ['ocymapctBenHoro repba Poccuiickoii ®enepannu (nanee —
repOOBBI€ M€YATH) U IPYTHE MeYaTH U IITAMIIbI.

11.2. VzroToByieHUE TeyaTed M IITAMIIOB OCYIIECTBISETCS IO YKa3aHUIO
npeaceaarens TEPPUTOPUATBHON KOMHUCCHUU JTMOO B COOTBETCTBHHM C PEIICHUEM
BBIIIECTOALLEH N30HUpaATENbHOU KOMUCCHH.

tamobel ¢ (pakCUMUIBHBIM BOCHPOU3BEICHUEM MOMIMUCH MpeceaaTes,

3aMEeCTUTENl  MpelIcenares,  CeKperaps  TEepPUTOPUATBHON  KOMHUCCUU
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HU3TOTOBJIAIOTCA o nux MMOPYYCHUTIO n MOT'YT OBITh HUCIIOJIb30BAaHBbI

JUIs TIPOCTaBJIEHMsI Ha AyOJMKAaTax M KONMSAX HOJIMUCAHHBIX B YCTAHOBJIEHHOM
MOpSIKE TOKYMEHTOB.

11.3. T'epOoBasi medaTh TEPPUTOPUATHHON KOMHUCCHH TMPOCTABIAETCS
Ha  (UHAHCOBBIX  JOKYMEHTaX, TapaHTHUMHBIX  [UChbMaX, JOrOBOpax,
TOCY/apCTBEHHBIX KOHTpAaKTaX JOBEPEHHOCTSX, M B JIPYTHX IPEIyCMOTPEHHBIX
3aKOHO/IATEIbCTBOM CITydasiX.

11.4. Ha pacchulaeMbIX KONUAX PEUIEHUH TEPPUTOPUAIBHOW KOMUCCHH,
PUKA30B TpeCceaaTeNs] TEPPUTOPUATEHON KOMUCCUH, Ha MAaKeTax MpU OTIpPaBKe
JOKYMEHTOB, TIpU O(GOPMIICHUH JOKYMEHTOB Ha MPUEM TOBapHO-MaTepUaTbHbBIX
[EHHOCTEH TMpOCTaBisieTcss TepOoBas WM WHAS TMe4aThb TEPPUTOPUATHLHOU
KOMUCCHH.

11.5. Tleyatn 1 mWTaMnbl NOJIEkKAT Y4YETy B OTICIBHOM JKypHaje ydera
nevaren U IITaMIIOB paboTHHKOM ammapara, OTBETCTBEHHBIM
3a J1enonpou3BoACcTBO. [leyaTw M mITaMibl BBIJAIOTCS IMOJ MOANKCH B KypHAaJe
ydyeta meyated u wmramnoB. Ha »xypnane mnpocraBuserca otmertka «/CII»,
€r0 JINCThI HyMEPYIOTCS, MPOIUBAIOTCS U ONEYaTHIBAIOTCS.

11.6. Ileyatn U ImTaMIIBl JOKHBI XPAaHUTHCS B HAJEKHO 3aKpHIBAEMBIX
U OTleYaThIBaeMbIX B Hepabouee BpeMs cer(ax mim MeTAIIMUECKUX IKadax.

11.7. KoHuTpoib 3a TPaBUIBHOCTHIO XpPAaHEHUS M WCIIOJIb30BAaHMS TeyaTei
¥ IITaMIIOB OCYIIECTBIsIET PaOOTHHK ammapara TeppUTOPHATBHON KOMHCCHUH,
OTBETCTBEHHBIH 3a JIETOMPOU3BOJICTBO.

CBepka Hanmuuusl mevaTedl M IITAMIOB OCYUIECTBIISIETCS MpeJceaaTeeM
TEPPUTOPUATBHON KOMHCCHUU OJIMH Pa3 B TOI.

11.8. Ilpumenye B HErOJHOCTh IMEYAaTH W INTAMIIbl YHUYTOXKAIOTCS,
O YeM COCTaBIISIETCS aKT, a B JKypHaje ydeTa reyaTel M IITaMIOB CTaBUTCS
COOTBETCTBYIOIIAs OTMETKA.

VYHUUTOKEHHE MPOU3ZBOIUTCS TOCIE YTBEPXKICHHUS aKkTa mpeaceaaTeaeM

TeppHTopHaanoﬁ KOMHMCCHU. MeTananyeckue medaTu YHHUYTOKAKOTCA IIyTEM
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IMOJIHOTO CIIMJIMBAHHA TCKCTA WJIM OIMWJIMBAHUWA ABYMS IICPCKPECCTHBIMU JIMHUSAMMU,

Kay4yKOBbI€ I1€YaTH U LITAMIIbI Pa3pe3at0TCs Ha MEJIKUE YAaCTH WU COKUTAOTCS.
11.9. 06 yrtepe meyaTH WM IITaMIa HE3aMEMJIUTEIBHO CTABUTCA
B U3BECTHOCTb MPEACEIATEND TEPPUTOPUATBHON KOMUCCHUH.

12. ®opmupoBaHue aeJ1 U Nepeaada UX B apXUB

12.1. CocraBnenue u yTBep>KJIeHNE HOMEHKIIATYPHhI JIe.

Homenknarypa nen mnpenHasHaueHa s (OPMUPOBAHUS HCIOJHEHHBIX
JOKYMEHTOB B Jeia (3JIEKTPOHHBIE Jelia), CUCTEMaTH3alluk M yd4eTa Jell,
OTIPEJICIICHHS] CPOKOB UX XpaHEHUS U SIBIISETCS OCHOBOM JIJIsSi COCTABIICHUS OMHCEH
JIe]T TOCTOSSHHOTO U JOJITOBpeMEHHBIX (CBbImie 10 J€T) CpOKOB XpaHEHUs,
B TOM 4YHUCJE [0 JIMYHOMY COCTaBy, aKTOB O BBIJCJICHUH K YHUYTOKEHHUIO
JOKYMEHTOB C MCTEKIIMMU CpPOKaMU XpaHEHWs, a Takxke Uil yuyera Jell
B JICJIONIPOU3BOICTBE.

B HOMeHKNaTypy Aen MOTryT BKIIIOYAThCS 3aroJIOBKH €N, OTPasKaroIlue
JEeATEIbHOCTh TEPPUTOPUATIBHOM KOMHUCCHUM, B TOM 4YHUCJE JIMYHBIE JIela,
CIIPABOYHBIE M YYETHBIC KAPTOTEKU U JPYTUE YUYETHBIE POPMBI.

He BxitowaroTcs B HOMEHKIATYPY JI€J MEPUOIUYECKUE W3IAHMS, KHUTH,
OpOUIOPHI.

3arojoBOK Jiefia JOJDKEH YEeTKO W B 0000mIeHHOW ¢dopme oTpaxaThb
OCHOBHO€ COJIEp’)KaHME U COCTaB JNOKyMeHTOB. He nomyckaercsi ynoTpeOJieHue
HEKOPPEKTHBIX (DOPMYJIHPOBOK, BBOAHBIX CJIOB U CIOKHBIX O0OPOTOB.

[Ipu cocraBieHHMM HOMEHKJIATYpPHI JEN CIEAyeT PYKOBOACTBOBATHCS
pErJIaMEHTOM TEPPUTOPUATIBHON KOMMCCHH, [Tepeunem TUITOBBIX
yIOPaBIEHYECKUX apXUBHBIX JIOKYMEHTOB, OOpa3ylIIMXcs B  TIpolecce
NEATEeNIbHOCTA TOCYJIapCTBEHHBIX OPraHOB, OPTaHOB MECTHOT'O CAMOYIPABIICHUS
U OpraHu3aliii, C yKa3aHHEM CpPOKOB XpaHEHHUs, YTBEPKICHHBIM MPUKA30M
®denepanbHoro apxuBHOro arearctBa ot 20 mexabps 2019 roma Ne 236
(manee — Ilepeuenn), [IpaBuiiamu opraHu3alnuu XpaHEHUs, KOMIUICKTOBAHUS,
ydeTa M HCIOJB30BaHMUS JOKYMEHTOB ApxuBHOro ¢onaa Poccuiickoii

CDez[epauI/IH U JPYIrux apXuBHBIX AOKYMCHTOB B TOCYAAPCTBCHHBIX OpraHax,
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opraHax MCCTHOI'O CaMOYIIPABJICHUA N OpraHU3aluiaX, YTBECPKACHHBIX IIPHUKA30M

denepanbHOro apxuBHOro areHTcTBa oT 31 urong 2023 roma Ne 77, nopsiakaMu
XpaHEHHUsI W Tepellaud B apXWBbl JOKYMEHTOB, CBSI3aHHBIX C IOJTOTOBKOI
51 [IPOBEACHUEM BBIOOPOB, YTBEPKIACHHBIMA UK Poccun
u Cankr-IlerepOyprckoit u30uUparebHON KOMHCCHHM, HOMEHKJIATypaMH Jiell
TEPPUTOPUATIBHON KOMHUCCHUU 32 MPEANICCTBYIONINE TOIbI.

[Ipy MoOAroTOBKE HOMEHKJIATYPhI Jed HEOOXOJIWMO YUYHTHIBATh XapakTep
BBIOOPOB, MPOBOJMMBIX B MIPEACTOSIIEM TOTY.

Homenknatypa pen TeppUTOPHUAIIBHOM KOMHUCCUM HA MPEACTOSIIUN
KAICHIApHBIA TOJ COCTaBIAeTCS pPaOOTHUKOM ammapara, OTBETCTBEHHBIM
3a BEJICHHUE [IeJIONPOU3BOJICTBA, B TIOCIEAHEM KBapTalie TEKYIIEro Troja,
COTJIACOBBIBAETCSI C CEKPETAPEM TEPPUTOPUAIIBHOM KOMHUCCHH, PACCMATPUBAECTCS
Ha  3ace€laHuM  OKCHEPTHOM  KOMHUCCHUU  TEPPUTOPHUAIBHOM  KOMMCCHUH,
coriacoBbiBaeTcsi ¢ cekperapem  Cankrt-lletepOyprckoii  u30uparenbHON
KOMHUCCHM, YTBEpPXKIAETCS  MpEACeaTreieM  TEePPUTOPUATBHOM  KOMHUCCHU
Y BBOJIUTCSA B JICKCTBHE ¢ | STHBaps cieayrolero roja (nmpuiokenue Ne 12).

Homenkiatypa nen He pexe OJHOrO paza B MATh JIET YTBEpPKIAeTCs
AKCIIEPTHO-TIPOBEPOYHOU METOAUYECKOU KOMHUCCHEUN (manee — DIIMK)
Cankrt-IlerepOyprckoro roCyAapCTBEHHOTO Ka3eHHOTO YUPEKICHUS
«llenTpanpHblii  TOcymapcTBeHHBIM — apxuB  Cankt-IlerepOypra»  (manee —
LI'A CII06).

B ciydae BO3ZHMKHOBEHHSI B T€UEHHUE rojia HOBBIX JI€JI OHM JIOTIOJTHUTEIHHO
BHOCATCS B YTBEP)KICHHYIO HOMEHKJIATYPY JieJl B YCTAaHOBJICHHOM BBIIIIE MOPSIJIKE.

[To okoHYaHWU KaJIEHIApPHOTO roja paOOTHUK ammnapaTra, OTBETCTBEHHBIN
3a BEJCHUE [IEeJIONPOU3BOJICTBA, B KOHIIE HOMEHKJIATYphl M€ COCTaBISET
UTOTOBYIO 3aIMCh O KOJMYECTBE 3aBEACHHBIX Jed (TOMOB, YacTei), OTACIBHO
MOCTOSSHHOTO M BPEMEHHBIX CPOKOB XpaHCHUs Ha OyMaXHOM HOCHUTEJE
M O KOJMYECTBE 3aBEJCHHBIX DJCKTPOHHBIX J€JI MOCTOSSHHOTO U BPEMEHHBIX

CPOKOB XpaHEHHMS, a TAKXKEe 3aMO0JHET Tpady 3 HOMEHKIATYPHI.
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Cpok xpaHeHUs] JOKYMEHTOB YKa3bIBA€TCS B HOMEHKJIAType JIeNl CO CChUIKOM

Ha cTaTthio llepedHs uiaM MHOM HOPMATUBHBIM MPAaBOBOW aKT, YCTAHABIUBAIOIIMMN
CPOK XpaHeHus: JoKyMeHTa. CpoK XpaHEHUs TOKYMEHTOB, HE YKa3aHHBIX B JAHHOM
[lepeune, ycraHaBnuBaercss 10 coryacoBanuto ¢  Cankr-lIleTepOyprekoit
u3buparenbHoi komuccuent u IIMK LT'A CIIO.

Ucuncnenune CPOKOB XpaHECHUS JIOKYMEHTOB, 3aKOHYEHHBIX
JIEJIONPOU3BOACTBOM B TEKYIIEM I'O/ly, HAUMHAETCS C 1 SHBaps CIEAYIOUIETO roja.

TepputopuanbHas KOMHUCCHS TakKe BIpaBe pa3padaTbiBaTh THUIIOBBIE
W/WIW  TPUMEpPHBIE HOMEHKJIATYPBI JCN JUIsl YYaCTKOBBIX H30HMpaTEIbHBIX
KOMUCCHH.

12.2. OdbopmiieHre  TOKYMEHTOB, 3aKOHUCHHBIX JIEJIOMPOU3BOJICTBOM,
dbopMHpoBaHUE U TEKYIIEE XpaHEHUE el B TEPPUTOPUATBHON KOMHUCCHH.

3aKOHYEHHBIE JEJIOIIPOU3BOACTBOM JOKYMEHTHI opopMIISIOTCS
B COOTBETCTBHM C TpeOOBaHUAMHU WMHCTPYKIMU, CHUCHIBAIOTCS MpeceaaTeneM
TEPPUTOPUAIIBHON KOMHUCCUU B Jeio. [Ipm 3TOM B HMXKHEW 4YacTH JIMIEBOU
CTOPOHBI TEPBOr0 JIUCTA JOKYMEHTA Ha CBOOOJHOM OT TEKCTa MECTE CTaBUTCS
OTMETKa O €r0 MCIOJHEHUHU, NIENIACTCAd HaANUCh «B N1e510», MOXKET yKa3bIBaThCs
HOMED JIeJia TI0 HOMEHKJIaType W Jara cnucanus. [Ipu HeoOXoamMocTu OoTMeTKa
00 HCMOJHEHUH MOXKET OBbITh ClieJlaHa Ha OOOPOTHOM CTOPOHE MEPBOrO JHCTa
nokymeHTa. B perucrtpanmonHyro QopMy BHOCHUTCS OTMETKa O CIUCAaHUU
JIOKYMEHTA B JEJI0 C YKa3aHHUEM HOMEpPA JIeJIa COTJIACHO HOMEHKJIAType Ae.

Ucnonnennbie  DOKyMEHTHI  (OpMUPYIOTCSA  pabOOTHMKOM  ammapara,
OTBETCTBEHHBIM 33 BEJICHUE JEJIONPOU3BOJCTBA, B J€a B COOTBETCTBUU
C YTBEPX IECHHOW HOMEHKIIATYPOU JE.

Jleno cuMTaeTcs 3aBEICHHBIM C MOMEHTA BKJIIOUECHHUS B HErO IEPBOTO
WCIIOJIHEHHOTO JJOKYMEHTA.

3aKOHYEHHBIE JICJIONTPOU3BOCTBOM AJICKTPOHHBIE TOKYMEHTHI (DOPMUPYIOTCS
pabOTHUKOM  ammapara, OTBETCTBEHHBIM 3a BEJCHHE JEJIOMPOU3BOJICTBA

B AJICKTPOHHBIE Jiena (Manku, AUPEKTOPUHN) B COOTBETCTBUM C HOMEHKJIATYPOl J1e.
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[Ipu ¢dopmupoBanuu gena mnpoBepseTCs MNPABUIBHOCTh OTHECEHUS

JIOKyMEHTOB B JIaHHOE JeJI0, KauyecTBO OQGOpMIIEHUS U KOMIUIEKTHOCTb
JOKYMEHTOB, HaJM4YW€ IMOANHCENH, BU3, PErHMCTPAMOHHBIX HOMEPOB, CIIPABOK
WIA OTMETOK 00 HCHOJHEHWM, CHHCAHWW B JEN0 M Jpyrux. HempaBuibHO
oopMIICHHBIE JTIOKYMEHTBI JODKHBI OBbITh JOO(MOPMIIEHBI, a 3aT€M IOMEIIECHbI
B JIETIO.

He nomyckaercs momelieHne B AENO AOKYMEHTOB, COJIEPKAHUE KOTOPBIX
HE COOTBETCTBYET 3aroJIOBKY JIEJIa.

[Tpu popmupoBanuu aen coOIIOIAIOTCS CIEAYIOUTIE TPEOOBAHMS:

JOKYMEHTBI MOCTOSSHHOTO M BPEMEHHOTO XpaHEHUs (POpMHUpYIOTCS B JAela
pa3lEeNbHO;

B JI€JIO0 BKJIIOYAIOTCS TOJIBKO MCIIOJIHEHHBIE, NPAaBUJIBHO O(OPMIICHHBIE
JIOKYMEHTBI B COOTBETCTBUH C 3ar0JIOBKaMH JIeJI B HOMEHKIIATYPE;

BCE€ JIOKYMEHTBI, OTHOCSIIHECA K PELIEHUIO OJTHOTO BOIpoca, (OPMUPYIOTCS
B OJIHO JIEJIO;

JOKYMEHTBI, TOJJIeXKAIINE BO3BPATy, B €10 HE TOMEIIAOTCS;

B JIEJI0 TIOMEIIAETCS TOJIbKO OAMH 3K3EMIUIAP JOKYMEHTa, YE€PHOBUKH
Y BapUaHThl IPOEKTOB JOKYMEHTOB B JIE€J0 HE MOJUIMBAIOTCS (32 MCKIIOUEHHEM
T€X, Ha KOTOPBIX UMEIOTCS BU3bl, YKa3aHHS 110 UCIIOJIHEHUIO JOKYMEHTOB U IpYTUe
OTMETKH, JIONOJIHSIOIINE MEPBbIN IK3EMIUIP);

B JIEJIO BKJIIOYAIOTCS, KaK MPaBUJIO, JOKYMEHTBI OJJHOTO KaJeHIapHOTO roja
(MCKJIIOYEHUE COCTABIIAIOT JINYHBIE U MEPEXOISALIUE JIETIa);

00beM (OPMUPYEMBIX J€J1 IOCTOSHHOTO XPaHEHHUs] U 1O JIMYHOMY COCTaBy
He J0JoKeH mpeBblaTh 250 nmuctoB (3—4 M TOJNIMHBI KOpElIKa Jena), TOJIIMHA
JIeJT BpPEMEHHBIX CPOKOB XpaHEHUs! He J0oJbKHa npeBbimaTth 10 cm. Ilpu Gombiiem
o0beMe JOKyMEHTOB B jeie (OpMHUpPYeTCS HECKOJbKO TOMOB (4acTei).
[Ipn Hanuuuu B Jeie HECKOJbKUX TOMOB (YacTeil) MHIAEKC M 3arojoBOK jena
IIPOCTABJISIOTCS Ha KaXKJI0M ToMe ¢ JobaBiaeHneM o6o3HadueHuil «Tom 1», «Tom 2»

" T.JI.
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3J’ICKTp0HHI)Ie AOKYMCHTBI Ha TOMa W YaCTH HC  Pa3AaCIIAIOTCA.

Bce 53nekTpoHHBIE JOKYMEHTBI, OTHOCALIMECS K OJHOMY HOMEHKJIATYpHOMY
UHJIEKCY, HE3aBUCUMO OT UX 00beMa, BKIFOUAIOTCS B OHO 3JIEKTPOHHOE JIEIIO.

B ciydae HE0OXOAMMOCTH JOKYMEHTBHI MO OJHOMY M TOMY K€ BOIMpPOCY,
HO C pa3jiuyHbIM CpPOKOM XpPaHEHUS MOIYT HAaXOJIUTbCS B OJHOM [EJie
70 KOHIIA TEKYIIEro roja Win 10 3aBEPLICHHs UCIOJIHEHUs JNOKYMEHTa, a 3aTeM
nepedopMHUPOBBIBAIOTCS B Ji€ja IOCTOSSHHOTO U BPEMEHHBIX CPOKOB XPaHEHUSI.

B neno BKIIOYAOTCS BCE JOKYMEHTBI MO KOHKPETHOMY BOIPOCY BMECTE
C TMPWIOKEHUSAMH, VYKa3aHHbIMA B TEKCT€ JOKYMEHTa, MpU OTCYTCTBUH
NPUIIOKEHUM, YKa3aHHBIX B TEKCTE JOKYMEHTA, UCIIOJHUTENb 0053aH OpraHU30BaTh
UX PO3BICK M B ciyyae HMX OOHapyxeHuss chopMHUpOBaTh B JI€JIO BMECTE
C JIOKYMEHTOM, K KOTOPOMY OHHM Ipuiararorca. Eciu po3bICK JTOKYMEHTOB €l
IIOCTOSIHHOTO WJIM JIOJTOBPEMEHHBIX CPOKOB XPaHEHMs, B TOM YHCIE IO JINYHOMY
COCTaBy, HE€ Jal IOJIO)KUTEIBHBIX  pE3yJIbTaTOB,  COCTABIIIETCS  aKT
0 HEOOHAPY>KEHUHU JTOKYMEHTOB, IIyTH PO3bICKa KOTOPBIX UCUEPIIAHBI.

JIOKyMEHTBl ~ BHYTpU Jl€Ja  paclojiaralorci B XPOHOJOTMYECKOM
WJIA BOIPOCHO-JIOTMYECKON MOCIIEI0BATEILHOCTH WIIA UX COUETaHHH.

HopmaTuBHBIE ¥ OpPraHU3alMOHHO-PACHOPSAAUTENBHBIE  TOKYMEHTHI
C OTHOCSIIMMHCS K HHUM MPWIOKEHUSMHU TPYNIUPYIOTCS B Jena IO BHUAAM
JOKYMEHTOB U 110 XPOHOJIOTHH.

ITpoToKOIBI 3aceaHuil TEPPUTOPUATIEHON KOMUCCHH PACIIOAraroTCs B JIENe
[0 XPOHOJIOTMU B TMOPSAKE BO3pacTaHUsi HOMEpPOB. J[OKyMEHThI K 3acelaHHIo
TEPPUTOPHUATIBHON KOMHUCCUHU MTOMEUIAIOTCS MOCIE COOTBETCTBYIOIIETO MPOTOKOJIA
B IIOPSIZIKE PACCMOTPEHUS BOIIPOCOB HA 3aCEAAHUH.

[Tonoxenus, UHCTPYKLIVH, YTBEP>K/ICHHbIE pacnopsAIuTEIbHBIMU
JOKYMEHTaMH, SBJSIOTCA MPUWIOKEHUAMH K HHM M TPYIIIAPYIOTCS BMECTE
C YKa3aHHbIMHU JOKYMEHTAMH.

[InaHoBast U OTYETHAsA JOKYMEHTALMsSI HE3aBUCUMO OT J1aThl €€ COCTABIICHHUS
BKJIFOUAETCS B JIEJI0 TOTO rojia, K KOTOPOMY OHA OTHOCHUTCH.

IIpu neoOxomumoctn B nene «llepenucka» wucxoadmui (OTBETHBIN)
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AOKYMCHT IIOMCHIACTCA II0CJIC BXOJALICTO. HpI/I BO300HOBJICHUU MCPLIINCKA

II0 BOIIPOCY, HaYaBLIEHCS B MPEABIAYIIEM IOy, JOKYMEHThI BKIIOYAIOTCS B JIEIIO
TEKYILIEro roja W YKa3blBAa€TCS HMHJEKC TOrO JieJa [0 HOMEHKIAType JAel
OpEeabIAYIIEro roaa, B KOTOPOM HaXOASATCS MPEAIIECTBYIOIINE JIOKYMEHTHI
II0 3TOMY BOIIPOCY.

OOparmienus rpakaaH U AOKYMEHTBI 10 MX PACCMOTPEHHUIO0 (HOPMHUPYIOTCS
B OTJeNbHbIE Jena. OOpalieHus, JOKYMEHTbl 0 UX PACCMOTPEHUIO COCTaBISIOT
B JI€JIE CaMOCTOSITENIbHbIE TPYyHIbl W TMOMEIIAIOTCS B JieJa B COOTBETCTBUU
C HOMEHKJIaTypOU JIe]1 TepPUTOPUATILHON KOMUCCHH.

[Ipu dopMupoBaHuU Jie1a U3 HECKOJIBKMX TOMOB (4YacTeil), KpoMe OOILero
3aroJioBKka  Jela  1IpH HE00X0AUMOCTHU COCTAaBJISIFOTCS 3aroJIOBKU
Ka)KJ0ro ToMa (4acTu), yTOUHSIOLIUE COAepKaHUEe TOMOB (JacTeil) iena.

B nenax, HaxoIAIuxcs B JEJIONPOU3BOJCTBE, JOKYMEHTHI TEKYLIEro roaa
pacrmojiararoTcsi IO XPOHOJIOTMM CHU3y BBEpPX IO MeEpe MOCTYIUICHUS.
[Ipy mnoaroroBke K caade B apxXWB Jejla C JOKYMEHTaMU ITOCTOSIHHOTO
U JTOJITOBpeMEHHBbIX (cBbIE 10 J€eT) CpokoB XpaHEHHs MepedOpMUPOBBIBAIOTCS
B 0OOpaTHOM MOpPSJKE: JOKYMEHT, MMOCTYNHUBIINKA B KaJ€HAAPHOM IOy MOCIEIHUM,
JOJDKEH OBbITh BHU3Y JleNla, a MEPBBbIA JTOKYMEHT KaJIeHJapHOro roja — BBEpXY,
NIEPBBIM.

Jlena ¢ MOMEHTa MX 3aBEJICHHS U JI0 NIEpelayd B apXHUB WIH YHUUYTOKEHUS
B CBSI3M C MCTEYEHUEM CPOKOB XpaHEHUsSl HAXOHITCsS y mpenacenarens (cexkperaps
Wi pabOTHHKA amnmapara, OTBETCTBEHHOTO 3a BEICHHUE JIEJIONPOU3BOJICTBA)
TEPPUTOPUATIBHON KOMUCCHH.

DONEeKTpOHHBbIE  JTIOKYMEHThl ~ (OPMHPYIOTCSI B  DJIGKTPOHHBIE  Jela
B COOTBETCTBMM C HOMEHKJIATypol nen. B HoMeHKiatype nen ykasblBaercs,
YTO [0 BEIETCS B AJIEKTPOHHOU (popme. DIIEKTPOHHBIE JOKYMEHTHI IOCIE
UX WUCIIOJIHEHMSI WJIM OTHPABKU Mojyiekar xpaHeHuto B IIJ] B TeueHue CpokoB,
IPEeIyCMOTPEHHBIX MJI AHAJIOTMYHBIX JIOKYMEHTOB Ha OyMa)KHOM HOCHTEJE.
B cinywae eciu Jnena mpencraBlieHbl Ha OyMakKHOM HocuTene W B (dopme

ANIEKTPOHHBIX JOKYMEHTOB («THOpHUIIHOE JE0») M HE HMEIOT JJIEKTPOHHOTO
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obpaza B cootBercTBytomieii PYK, To oHM momnmexar CKaHMPOBAHUIO

C HOCIEAYIOLUM MPUCOEAUHEHUEM 3JIEKTPOHHOIO 00pa3a B COOTBETCTBYIOIIYIO
PYK.

B HOMeHKIIaType [en 3JEKTPOHHOE JEN0 U JIeJI0 Ha OyMa>KHOM HOCHTEIE
OTpaXKaroTCsd Kak JBa TOMAa, MMEIOIIME OJIMH 3aroJIOBOK M CPOK XpaHECHMS.
K unaexcy 371eKTpoHHOTO Jenna MprOaBiseTcs IuTepa «O.

IIpoTOKONBI 3aceqaHuil, PELICHUsS TEPPUTOPUATIBHOW KOMHUCCHUH, CIIMCKH
IIPUIJIALICHHBIX, MPUJIAraéMble K IPOTOKOJIY IMOJUIMHHBIE DK3EMIUIAPHI PEIICHUN
C COOTBETCTBYIOLIMMU IPUIIOKEHUSAMH, IPOTOKOJBHBIE NMOPYYECHUS, JOKYMEHTHI,
IIOCIY’KMBIIME OCHOBAHMEM [UII PAaCCMOTPEHMs BOIpOCa Ha 3acelaHuu
TEPPUTOPUATIBHOM ~ KOMHUCCUH, pacliM(ppOBaHHAs  ayJHWO3aNKMCh  3aceJaHus
(pu ee HaIM4YUM), 10 MEPEAAYU B apXUB HAXOAATCA y npeacenatens (paboTHHKA
afnmaparta, OTBETCTBEHHOTO 3a BEJICHUE JEJIONPOM3BOJCTBA) TEPPUTOPUATIBLHON
KOMMCCHU.

3a COXpaHHOCTh JOKYMEHTOB M J€JI OTBETCTBEHHOCTbh HECET IPENCENaTEelb
TEPPUTOPUATIEHON KOMHUCCHHU.

Jlena JOJKHBI HAXOAMThCS B pabodeid KOMHATE WM B CHEHUATBHO
OTBEJICHHOM I ATOM LIeJIM MOMEIIEHUH U XPAHUTHCS B 3alIUPAOIIUXCS 1IKadax,
MPEAOXPAHAOIIUX JTOKYMEHTHI OT MBUIH U BO3JECUCTBUS COJTHEYHOTO CBETA.

B memsix ofOecrneueHuss ONEpaTUBHOIO IOUCKAa JOKYMEHTOB Jela
pacronararorcs B COOTBETCTBUM C HOMEHKJIATYpOM €], KONUS KOTOPOU
IpY HEOOXOIMMOCTH, TOMEILIAETCSl HAa BHYTPEHHEW CTOpOHE IBEpIIbI MKada.

Ha xopemikax o010xeK /1eya yKa3bIBalOTCsS MHIEKCHI JIe 0 HOMEHKIIAType
Jen.

Jlena, Haxomfmuecs Ha TEKyIIEM XpaHEHMM, Mojuexar yuery. llepen
nepefayer  JOKYMEHTOB B apXHMB  NPOBOJWTCS  NPOBEPKA  HaJIWYus
U COCTOSTHUSI IOKYMEHTOB M JIeJl B LIENSAX YCTaHOBJICHUS (PaKTHUECKOTO HAJTUUMS
JIe]1 ¥ COOTBETCTBHSI UX KOJIMYECTBY, YACIIAIIEMYCS IO HOMEHKIIATYpeE AEl.

[IpoBepka HanMuMsi M COCTOSHHUS JOKYMEHTOB M JI€J1 IIPOBOJMUTCS

IpU MEePEeMEIICHUN JIeJ, BO3BpaTe e, CMEHE NpeicenaTelss TepPUTOPUATBHOM
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KOMHCCHUH, TIEpe]] IeEpeaadeii B apXuB.

[IpoBepka mpoOBOAUTCA TMyTEM CBEPKM CTaT€d HOMEHKJIATypbl el
C OMKCAHUEM JIeT Ha O0J0XKKE, a PU3NUECKOE COCTOSTHUE JIEN ONPEACISIeTCs MyTeM
UX BHU3YaJIbHOTO MPOCMOTpa. Bce oOHapykeHHBIE HEIOCTAaTKH (PUKCHPYIOTCS
B aKTE€ MIPOBEPKU HAINYHUS U COCTOSIHUS JEIL.

B cmywae yTpaThl JOKYMEHTOB UM JIe1 MPOBOIUTCS  CIyX)eOHOe
pacciieoBaHue, IO Pe3yJbTaraM KOTOPOIrO JIMIO, BUHOBHOE B YTpaTe, HECET
OTBETCTBEHHOCTb B YCTaHOBJIEHHOM  mopsiake.  IlpuHumarorcs — mepsl
10 3aMELIEHUIO YTPAYEHHOTO JOKYMEHTA 3aBEPEHHOMN KOMHUEH (110 BO3MOXKHOCTH).

Ecnu otnensHbIE JTOKYMEHTBI, YXKE€ BKJIKOYEHHBIE B JI€JI0, BPEMEHHO
TpeOyIOTCs AJisi pabOThl, OHM MOTYT OBITh BBIJAHBI M3 Ji€Jla, @ Ha UX MECTO
BKJIAJIBIBACTCS JINCT-3aMECTUTENb C YKAa3aHUEM, KOTJa, KOMy M Ha KAaKOW CpOK
BBIJIAH JOKYMEHT.

12.3. DxcnepTu3a EHHOCTH JOKYMEHTOB.

OKcnepTu3a LEHHOCTH JOKYMEHTOB IPOBOJWUTCA JJI  yCTaHOBJICHMSI
HAy4YHOM, HMCTOPUYECKOM M  IPAKTUYECKOM  3HAYMMOCTH  JOKYMEHTOB,
0o0pa30BaBIIMUXCA B Tpolecce AEATEIbHOCTH TEPPUTOPUAIBHON KOMUCCHH,
C LIeJIbI0 0TOOpa UX JUISl JalMbHEUILEro XpaHeHHs UJTH YHUUTOXKECHHUSL.

OKcnepTh3a UEHHOCTH JIOKYMEHTOB MPOBOJUTCS TMPU  COCTaBIICHUU
HOMEHKJIaTypbl JeJ, B Ipolecce (POpMUPOBaHUS €], NPU MOJATOTOBKE el
K Tepefadye B apxuB, MNPU BBIICICHUM K YHHUTOXKEHHUIO JeJ, 3JEKTPOHHBIX
JIOKYMEHTOB, HE MOJIEKALUX XPAHEHUIO.

JUIsL paccCMOTpPEHHsI TMPOEKTOB HOPMATMBHO-METOAMYECKUX JOKYMEHTOB
0 BOIPOCaM JEJIONPOM3BOJICTBA U apXMBHOIO JENa, OMUCEW JeNl MOCTOSHHOTO
U JTOATOBpeMeHHBIX (CBhIme 10 JIeT) CpOKOB XpaHEHHUS, aKTOB 00 YHHUTOXCHHHU
JIe1 ¥ JOKYMEHTOB, HE NMEIOIIMX HAYYHOU [IEHHOCTH M MPAKTUYECKOI0 3HAYEHUS,
MPUKA30M TMpeJceaaresis TEPPUTOPUATBHON KOMHUCCHUU CO3[AeTCs AKCIepTHas
komuccus (ganee — IK).

B ee ¢pyHKUMM BXOIUT pACCMOTPEHUE U COTJIACOBAHWE HOMEHKIIATYPbI Je

TEPPUTOPUATIBHON KOMUCCHH.
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B cocraB DK Moryr BKIIOYATBHCS WIEHBl TEPPUTOPUATIBHOM KOMHCCHH,

rpaKJaHCKHE CITyXKaIue arnmnapara TEPPUTOPUATIEHOM KOMHUCCHUH,
1o corjacoBaHuio pabotHuku ammapara Cankrt-IletepOyprckoit nzbuparenbHON
KOMUCCHHU.

[Ipu npoBeleHUH SKCHEPTU3bl IEHHOCTH JOKYMEHTOB OCYILECTBISETCS
0oTOOp /1]l MOCTOSTHHOTO M JIOJATOBPEMEHHBIX (CBbIIE 10 JI€T) CPOKOB XpaHEHHS,
B TOM YHCJIE 110 JUYHOMY COCTaBY, OTOOP €l C Bp€MEHHBIMU CPOKaMU XpaHEHUS,
MOJICKAIMX XPAHEHUIO, BBIJICTICHUE K YHUUYTOXKEHUIO JEJ, CPOKH XpaHEHUSs
KOTOpbIX UCTeKNU. [Ipyn 3TOM OJHOBPEMEHHO NMPOBEPSAIOTCS KAa4E€CTBO M IOJIHOTA
HOMEHKJIATypbl €N, TIPaBUIBHOCTh ONPEACICHUS CPOKOB XpaHEHHUs JIell,
JIOKYMEHTOB.

DKcrepTr3a LEHHOCTH JOKYMEHTOB OCYIIECTBISIETCS IMyTEM IOJHCTHOTO
npocmotpa Jnen. He momyckaercss oTOOp JOKYMEHTOB I XpaHEHHS
WIN K YHUYTOKEHHUIO TOJIbKO Ha OCHOBaHUH 3ar0JIOBKOB €.

OTOGOp  DJNEKTPOHHBIX  JOKYMEHTOB  JJid  Tepefadud B apXuB
MOXXET OCYIIECTBISITbCS B ABTOMAaTHU3HMPOBAHHOM pEXHME MyTeM O0TOOpa
nokymeHToB B I1J] mo npuznakam «Haekc nena», «Cpok XpaHEHUS .

JIOKYMEHTBI, YTpaTUBIIME MPAKTHYECKOE 3HAYEHWE U HE UMEIOIIUE
HUCTOPUYECKONW WJIM HAy4YHOW IIEHHOCTH, MO HCTEYEHUU YCTAHOBJICHHBIX CPOKOB
XpaHEHUs MOJJIEKAT YHUUTOKEHUIO 110 aKTY.

AKTBI O BBIICJICHUU K YHUYTOXKEHUIO el U JOKYMEHTOB PacCMaTPUBAIOTCS
Ha 3acegaHusx OK OJHOBPEMEHHO C ONUCAMHM [I€JI. YHHUUYTOXKEHUE el
Y JJOKYMEHTOB JI0 YTBEP>KICHUS aKTOB 3aIpPEIAeTCS.

I[To pe3ynpTaTaM »HKCOEPTU3bI I[IEHHOCTH JOKYMEHTOB PabOOTHUKOM
ammapara, OTBETCTBEHHBIM 3a  BEJECHHE  JICJIONPOU3BOJICTBA  €XKETrOJIHO
COCTAaBIISIFOTCS ~ CBOAHBIE OMUCHU JIeI TOCTOSIHHOTO M JOJITOBPEMEHHBIX
(cBbime 10 7€T) CPOKOB XpaHEHUS W MO JIMYHOMY COCTaBy (MPUIIOKEHUS
NeNe 13,14,15), a Takke aKThl O BBIJICICHHUM K YHHUYTOXCHUIO JIOKYMEHTOB,

HE MOJUIeXKAMX XpaHeHuU!o (Tprioxenue Ne 16).
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Onucu faen MOCTOSHHOTO M JOJATOBpeMEHHbIX (cBbimie 10 JeT) cpokoB

XpaHEHMs, a TakKe akKThl O BBIJCICHUM K YHUUYTOXKEHHUIO JIOKYMEHTOB,
HE NOoJIeXKAalINX XpPaHEeHUI0, paccMaTpuBaroTest Ha K.

Onucn  fen, JOKYMEHTOB IIOCTOSIHHOTO CpPOKa XpaHEHUsST M aKThl
O BBIJICJICHUM K YHHUUYTOXKEHHMIO JOKYMEHTOB, HE MOJJISKAIIUX XPaHEHUIO,
MOJIEKAT  yTBEPKACHUIO LleHTpasbHOM HKCHEPTHO-NIPOBEPOYHON KOMMCCUU
(manee — IQIIK) ApxuBHoro komurera Caunkrt-IlerepOypra, a omnucu naen
no guaHOMy coctaBy — yTBepkaeanio DIIMK II'A CII6. Ilocne ytBepkaeHus
[SIIIK ApxuBHoro komuteTa CankT-IleTepOypra onucu aen ¥ akThl O BbIACICHUN
K YHUYTOXKEHUIO JIOKYMEHTOB, HE MOJUICKAINUX XPAHEHUIO, YTBEPXKIAKOTCS
npejceaTe’aeM TEPPUTOPUATBLHON KOMUCCHU.

YepHOBUKM UM  PYKONMCH IOATOTABIMBAEMBIX JOKYMEHTOB, KOIHMH
MHPOPMAIIMOHHBIX W JAPYTUX MaTepualioB, HE MOMJIEKAIIUX BKIIOUYEHUIO
B HOMEHKJIATypy [I€J], 10 MUHOBAaHHHM B HHMX HAJOOHOCTHM MOTYT YHUYTOXAThCS
0€3 COCTaBJICHUS aKTa.

[leperner (moammBKa) e MPOU3BOJUTCA TOJIBKO TIOCHE MPOBEIACHUS
AKCIIEPTU3bI LIEHHOCTH TOKYMEHTOB.

12.4. Odopminenue ned.

Jlena, momyiexaiyde Tmepefadye Ha XpaHEHHE B apXWB, JOJDKHBI ObITh
o(opmIIEHBI COOTBETCTBYIOLIUM 00pa3oM.

Odopmnenue gemna BKIOYaEeT B ce0s MPOBEPKYy CHUCTEMaTU3AIUMU
JIOKYMEHTOB BHYTPH JI€Jla, HyMEPALMIO JTMCTOB, COCTABJIICHUE BHYTPEHHEN ONMUCH
TOKyMeHTOB jena (mpuiniokenune Ne 17), mucra-3aBeputens jaena (MpUIIOKEHUE
Ne 18), opopmiienre peKBU3UTOB OOI0KKH, MOAIINUBKY (TIEpeIieT) Aena.

B 3aBUCUMOCTH OT CPOKOB XpaHEHUS MPOBOAUTCS MOJHOE WJIA YaCTUYHOE
odopMIICHHE JIC]I.

Jlena MOCTOSIHHOTO U JIOJATOBpEMEHHBIX (cBhilie 10 J€eT) CpoKOB XpaHEHUs
noJyiekar nonHomy ogopmienuto. [lonnoe odopmiienue aena npexycmMaTpruBaeT
IPOBEPKY  CHCTEMaTH3alMyd  JOKYMEHTOB BHYTPU  J€la, TPaBWIbHOCTH

ux oopmieHus (HAIMUYUEe HEOOXOAUMBIX TTOAMUCEN, BU3, OTMETOK O PErUCTpaIluu
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Y WCIOJHEHUH, MPUIOKEHUN), HyMEpaluUuIO JIMCTOB, COCTABICHHE BHYTPEHHEU

ONKCH JOKYMEHTOB jena (s 0co00 IEHHBIX eI, JUYHBIX TN, a TaKkKe e,
COPMHPOBAHHBIX 1O PA3HOBUIHOCTSAM JOKYMEHTOB, 3aroJIOBKM KOTOPBIX
HE PACKpPBIBAIOT KOHKPETHOE COJACpX aHHE JIOKyMEHTa), COCTaBIICHUE JIHCTa-
3aBepuTeNs Jiena, OQOpMIICHHE PEKBU3UTOB OOJOXKKH, TOIIIMBKY (TIEpEIUIeT)
nena.

Jlena BpeMeHHBIX (70 10 €T BKIIOYHUTEIHHO) CPOKOB XpaHEHHS TMOJJISKAT
YaCTUYHOMY O(OPMIICHHIO: JIOMYCKAaeTcs HE MPOBOAUTh CHCTEMATU3AIUIO
JIOKYMEHTOB B JeJie, JHUCTBl Jela He HyMepoBaTh, 3aBEpPUTEIIbHbIC HAAMHUCU
HE COCTaBJISITh.

O610xkKa nena odopmitsieTcst o YCTaHOBJICHHOM dbopme
(npunoxxenne Ne 19). Ilpu sTom o0003HaueHHE apXUBHOTO MM(dpa, HAHOCUMOE
B MPaBOM BEpPXHEM Yriy, mepeBopauyuBaeTcs Ha 180 rpaaycoB MO OTHOIIECHHUIO
K O0OO3HAaYCHHWIO B JICBOM HIDKHEM YIJy €IWHWIBI XpaHeHus. CBeacHUS
Ha O0JIOKKY MEPEHOCSITCS U3 HOMEHKJIATYPBI JIe]l ¢ YTOUYHEHUSIMU, OTPaKAIOIIUMHU
(baKTHIeCKHil COCTaB MOMEIIEHHBIX B JIEI0 JOKYMEHTOB.

O6noxka nena oQoOpMIISIETCS YEPHBIMH CBETOCTOMKMMHU YEpHHIIAMH,
pazbopurBo, 6€3 COKpaIIECHUM.

Ha o6noxkke nena yka3bIBaIOTCS CIEAYIOIIME PEKBU3UTHI: HAUMEHOBAHHE
TEPPUTOPHAIIBHOW KOMHUCCHH, JI€JIONPOU3BOJCTBEHHBI HOMEp (MHIEKC) Jena,
3arojIOBOK Jefa, jJara Jena (Toma, 4acTH), KOJUYECTBO JIHCTOB B JIeNE, CPOK
XpaHCHUS JIeia, apXUBHBIN QP Iena.

PexBu3uTHI, IpocTaBisieMble Ha 00JIOKKE Aesa, OPOPMIISIOTCS CIAEAYIOIINM
obOpazom:

HAaWMEHOBAaHHUE TEPPUTOPHAILHON KOMHUCCUHU YKa3bIBAE€TCS B COOTBETCTBHUH
C PErjiaMeHTOM TEPPUTOPHAIBHOW KOMHUCCUU. [Ipu WM3MEHEHWM HaUMEHOBAHWSI
TEPPUTOPHATBHON KOMHUCCUU B TEUCHHUE TEPHOJIa, OXBATHIBAEMOTO JTOKYMEHTaMHU

Jcja, Ha 00JI0KKE K CTapOMy HAMMCHOBAHHWIO ITPUITUCBIBACTCA HOBOC,
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JIEIONIPOU3BOACTBEHHBIN HOMEP (MHIEKC) JieJia — MPOCTAaBISETCS ITU(pPOBOE

o0o3HaueHue (MHAEKC) Jieja M0 HOMEHKJAType el M yKa3bIBaeTCs HOMEp Toma
(gactn);

3aroJIoBOK (HaWMMEHOBAHME) Jiela MEPEHOCUTCS W3 HOMEHKIATYpPbl el
(B HEOOXOJIUMBIX CITy4YasiX B 3ar0JI0BOK BHOCSITCSI YTOUHEHHS);

Jata Jena—Ha OOJOKKE JieJa YKa3bIBalOTCS JIBE JaThl, KOTOpPbHIE
HA3bIBAIOTCS KPAHUMU JJaTaMU M COOTBETCTBYIOT T'OJly 3aBEJEHUS M OKOHYAHUS
nena. HavanmpHasg pata—3To Jara camMoro paHHEro, a KOHEYHas Jiara — Jara
CaMoOro MO3JHEro JOKyMeHTa B jeine. [Ipu 3ToM y4dUTBIBAIOTCS AAThl BXOJSAIIUX
U UCXOISIIMX JOKYMEHTOB (B Ciydae HUX OTCYTCTBHUS — JIaThl PEruCTpalvu
JIOKYMEHTOB) U HE YUWUTHIBAIOTCS AAThl CIIUCAHUS JOKYMEHTOB B JI€JI0, YKa3aHUU
[0 MCTIOJHEHUIO JOKYMEHTOB, OTMETOK HUCIIOIHUTENS (32 UCKIIOYCHUEM CIIy4acs,
KOI'JIa Ha JIOKYMEHTax HE UMEETCs JPYTuX JlaT, KpoMe MepeurcieHHbIx). Jaramu
1€, CoJIep KallluX MPOTOKOJIbI 3aCEIaHNUM, BISIOTCS JAThl IEPBOrO U MOCIEIHETO
MIPOTOKOJIOB, BOLIEIIUX B JEJO0.

[Ipy HanmucaHuM KpallHUX JaT HA OOJIOXKKAaX JIeJI MOCTOSTHHOTO XpaHEHHS
YUCJIO U TOJ MPOCTABISAIOTCS apaOCKUMU u(pamMu, a Ha3BaHUE MecsIa MUIIETCS
nponuchio 6e3 cokpaiieHus. Ha oOnmokkax 1€l BpPEeMEHHBIX CPOKOB XPAaHECHHSI
YKa3bIBAETCS TOJIBKO TO/I.

Ha oOnoxkax fen, cOCTOSAIMMX ©3 HECKOJIBKUX TOMOB (4acTeil),
MPOCTABIIAIOTCS KpallHUE AaThl KAKJIOTO TOMa (YacTH).

KonuuectBO  mpoHYMEpOBaHHBIX B JieJie  JIUCTOB  MPOCTABJISIETCS
C JINCTa-3aBEPUTEIIS JIeTIa.

Cpox XpaHEHHs TMEPEHOCUTCS Ha OOJIOKKY Jelia U3 HOMEHKIATypbl Jell.
Ha nemax nocrostHHOro Xpanenus numercs: «I[1ocTostHHOY.

ApxuBHBIN mudp aeIa COCTOUT U3 HoMepa (oHIa, HOMepa ONUCH, HOMEpa
Jiesa Mo OMUCH U MPOCTABIISIETCS TIOCIIE YTBEPXKICHUS M COTJIACOBAHUS OMKCEN el
MOCTOSTHHOTO U JIOJITOBpeMEHHBIX (CBbilIe 10 JIeT) CpOKOB XpaHEHUS.

Ha «kopemke Jfena yka3bIBalOTCS 3arojIOBOK  Jiefla, MHAEKC Jena

10 HOMCHKIJIATYPEC, AaTa Acjia U CPOK XpaHCHHUSI.
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B memax obecrmeueHuss COXpaHHOCTM M 3aKpEIUICHUA  TOpsAKa

pPacIoJIOKEHUSI IOKYMEHTOB, BKJIOYEHHBIX B JI€NI0, BCE JIUCTHI, KPOME UHUCTHIX,
JUCTa-3aBEpUTENsl JieJJla W JIMCTOB  BHYTPEHHEW  ONHCH, HYMEPYIOTCS
B Pa3BEpHYTOM BHJI€ apaOCKuMu nrdpaMu BaloBOM HyMmeparueid. UncThie JTUCTHI
U3 Jena u3bIMaloTcs (0€3 MOBPEKIEHHUs IEJOCTHOCTH JIeja) U YHUUYTOXKAIOTCS.
Jluctel HyMepylOTCSl TPOCTBIM KapaHJallOM CBEpXy BHHM3 B BO3pacTarolIEM
NOpsiJIKE HOMEPOB HauMHas ¢ epBoro. Lludpsl MpocTaBIsSIOTCS B IPAaBOM BEpXHEM
yrity nucta. Hymepaius BETHBIMU KapaHJallaMi, YepHUIAMH U HyMepaTopaMu
HE JOIyCKAETCS.

JIokyMeHTBI ¢ COOCTBEHHOM HyMepaluei JIMCTOB, B TOM YHCIIC NeYaTHBIC
U3IaHUsl, HYMEPYIOTCS B OOIEM TMOpSAJIKE WM COXPAHSIOT COOCTBEHHYIO
HyMEpalul, €CIH OHa COOTBETCTBYET MOPSAKOBOMY PACIIOJIOKEHUIO JIMCTOB
B JIEJIC.

Cnoxennbli  juct Oousbiioro dopmata (A2, A3) pa3BopauuBaercs
U HyMepyeTcs B MpPaBOW 4YacTU BepxHero mousis jmcra. [Ipu 3ToM Juct ar06oro
dbopmara, TOAMIMUTHIA 3a OJWH Kpail, HyMepyeTcs Kak OJWH JIMCT, a JIHUCT,
CJIO)KCHHBIM M TOAIIMTBIA 3a CEPEIUHY, TMOJJICKHUT MEPEUIMBKE U HYMEPYeTCs
KaK OJMWH JIUCT.

Ecnu B gnene ecTh KOHBEPT C BIIOKEHUSIMH, TO CHaudalla HyMeEpyeTcs
KOHBEPT, a 3aT€M OYEPEIHBIM HOMEPOM Ka)kJ0€ BIOKECHHE.

®dotorpadburt U Jpyrue WILIIOCTPATHUBHBIE MaTepUaibl HYMEPYIOTCS
Ha 000POTHOM CTOPOHE B JIEBOM BEPXHEM YTIIy.

JIuCT ¢ Harmyxo HaKJIEEHHBIMU IOKYMEHTaMH (BbIpe3kamu, (pororpadusimm)
HYMEpYEeTCsl KaK OJUH JIUCT. ECIM K TOKYMEHTY MOJKJIEEHbI OJHUM KpaeM Apyrue
JIOKYMEHTBI (BCTaBKH TEKCTA, MEPEBO/IbI), TO KaXKIbIA JTUCT HyMEPYETCS OTACIBHO.

[IpunoxxeHue K Je€ay, COCTAaBISIONIEE OTACIbHBI TOM, HyMEpYyeTcs
OTJIEIBHO.

[Ipy HamUuuU OTACNBHBIX OMIMOOK B HyMepalu JIMCTOB B Jielax

IIpu IMOATOTOBKE HX K CJad4€ B apXHB JAOIYCKACTCA II0 COIJIaCOBAHHIO
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C HUM yHoTpeOJIeHHE JUTEPHBIX (C OYKBEHHBIMH JOTOJHEHUSMH) HOMEPOB

JHCTOB.

B nenax MOCTOSSHHOrO CpOKa XpaHEHUS M OTIEIbHBIX KAaTErOpHsX el
0 JUYHOMY COCTaBy (JIMUHBIX J€NlaX, a TaKKe JelaX, BKIIYaroumxXx B cels
TPYZOBBIE JIOTOBOPBI, JOIOBOPbI TI'PaKJAHCKO-IIPABOBOTO XapaKTepa U aKThl
BBIIIOJIHEHHBIX pa0OT K HUM) JJIA y4yeTa M IOMCKAa JOKYMEHTOB B Hayaie Jena
MOXET TIOMEIIAThCsl BHYTPEHHSISI ONUCH (Tpritoxkenne Ne 17).

JIucThl BHYTpEHHEN ONIMCH HYMEPYIOTCS OTIEIIBHO.

Kaxnoe neno 3akaHUMBaeTCs JTMCTOM-3aBEPUTENIEM yCTaHOBIEHHOW (OpPMBI
(mpuoxkerne Ne 18).

B nucre-3aBepurene aena nu@paMu U MPOMUCHI0 YKAa3bIBAETCS (DaKTUUECKOE
KOJIMYECTBO JINCTOB B JJAHHOM JIEJIE, @ TAK)KE HAINYUE JTUTEPHBIX U IPOITYILICHHBIX
HOMEPOB JIUCTOB, KOJMYECTBO JINCTOB BHYTPEHHEH ONKWCH M HAJIMYUE CPEAU
JOKYMEHTOB Ta3€T, KHUT, OpolIop, deprexeil, gororpaduii, pucyHKoB U T.A.,
CTaBSITCS JaTa U MOJANUCH pabOTHHKA, c(HOPMHUPOBABIIETO JENIO, U YKAa3bIBAIOTCS
€ro JOJDKHOCTh, WMHULMANBI U (amunug. Eciau KoinyecTBO JHCTOB B Jeie
U3MEHSETCS, 3aBepUTEIbHAS HAAUCh COCTABIISIETCS] BHOBb.

[Tpu moaroroBke /e K MOIIMBKE (EPEIJIETY) MPOBEPSAETCS MPaBUIbHOCTh
ux (opMupoBaHusi, opopMiieHUss. MeTaminyecknue U IUIACTUKOBBIE CKPEIUICHUS,
a TAKXKE TEPMOIIEPEIUIETHI U3 JOKYMEHTOB YIAJISIFOTCS.

JIOKyMEHTBI IOJIIIMBAIOTCS TAKUM 00pa3oM, YTOObI MOKHO ObLIO CBOOOAHO
IPOYUTATh TEKCT KaXIAOro JOKYMEHTa, BHU3bl M YyKa3aHUS IO HCIHOJIHEHUIO
JIOKyMEHTA.

12.5. Tlepenaya nien B apxuB.

[Tepenada gen moctossHHOTO cpoka xpaHeHus B [[['A CII6 ocymecTBisercs
noeanHnYHO 110 yTBepkaeHHbIM [[DITK ApxuBHoro komuteta Cankr-IlerepOypra
OIKCSIM JIeJ1 TOCTOSIHHOT'O XPAHEHHS.

[IpueM JOKYMEHTOB Ha TIOCTOSSHHOE XpaHEHHEe OQOpMISIETCSI aKTOM

npuemMa-repeaaun J10KyMeHToB (mpusoxenue Ne 20).
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HpI/I nepeaadyc AcJ Ha BCCX IBK3CMIUIApPAX OIMMCH ACJT IIPOTUB KaAKIOI'O

BKJIIOYEHHOTO B Hee Jiena B rpade «IIpuMeuanue» cTaBUTCS OTMETKA O HATUYHUU
nena. B KOHIE KaXA0ro HK3eMIUIIpa OMUCH JeN YKa3bIBalOTCS IH(paMu
U TPONHUCHI0 KOJIMYECTBO (PAKTHUUECKH MPHUHATHIX (IIEPEIaHHBIX) B apXuB e,
WHULMATB 1 (aMUIIMU JIUL, OCYIIECTBISIOMIUX IMpUEM-Tiepeaady e, CTaBATCA
MX TIOAIMCH U JaTa.

[Ipu mpueme nen B apXWBe MPOBEPSETCS MPABWIBHOCTh MX O(OPMIICHHS.
Hena, odopmiileHHBIE C HapyUICHHEM IpaBWI, yCTaHOBJICHHBIX WHCTpyKIMEH,
BO3BpPAlalOTCSl B TEPPUTOPUAIBHYIO KOMMCCHUIO C YKa3aHUEM HEIAOCTATKOB
JUISL UX YCTPAHEHMUS.

TeppuropuanbHas KOMMCCHSA UMEET IIPUOPUTETHOE IIPaBo
Ha UCIIOJIb30BaHUE JOKYMEHTOB, IIEPEJaHHbIX €10 Ha TOCYJapCTBEHHOE XpaHEHHUE,
B TOM YHCJIE€ HA UX IEPBYIO ITyOIUKAIHUIO.

12.6. cnionHEHHBIE 3JIEKTPOHHBIE TOKYMEHTBHI CUCTEMATHU3UPYIOTCS B Jeia
B COOTBETCTBUM C HOMEHKJIATypOH J€JI TEPPUTOPUAIBHOW  KOMMCCHUHU.
[Ipy cocTaBlieHMM HOMEHKJIATYPHI JI€JI B 3aroJIOBOK JI€JIa BKJIIOYAETCS yKa3aHUE
«ONEKTPOHHBIE JOKYMEHTBD».

Cpokr XpaHEHMsS DJEKTPOHHBIX JOKYMEHTOB COOTBETCTBYIOT CpPOKaM
XPAaHEHUs aHAJIOTUYHBIX TOKYMEHTOB Ha OyMa)KHOM HOCHUTETIE.

OKcnepTh3a LEHHOCTH  JJEKTPOHHBIX  JOKYMEHTOB  OCYILECTBIISETCS
B OOLIEM MOpSJKE, YCTAHOBIEHHOM [UIsl TOKYMEHTOB Ha OYMa)KHOM HOCHTEIE.
[locne wucTeyeHuss CpOKa, YCTAHOBJIEHHOTO ISl XPAHEHHs DJIEKTPOHHBIX JIEJI
(97IEKTPOHHBIX  JIOKYMEHTOB), = Ha  OCHOBAaHMM  aKTa O  BbLICJICHHUH
UX K YHUYTOKECHUIO, YTBEPKIACHHOTO IIPEACENATENEM TEPPUTOPUAIBHON
KOMHCCHH, YKa3aHHBIE AJIEKTPOHHBIE Jieda (3JIEKTPOHHbIE JOKYMEHTBI) MOAJIEKAT
YHUUYTOXKEHUIO.

DJIEKTPOHHBIE JOKYMEHTBI ITOCTOSIHHOTO CpOKa XpAaHEHUs IEpeHaroTCs
Ha apXMBHOE XpaHEHUE MO OMHCIM C O(OpPMIICHHEM aKTa IMpueMa-Tepesadn

QJICKTPOHHBIX JOKYMCHTOB.

13. OTBEeTCTBEHHOCTH
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13.1. Unensl TeppUTOPUATLHOM KOMHUCCHU U TPAXKIAHCKHE CIyXKaIlue
anmnapara TEppPUTOPUATBLHOM KOMHUCCUH, TpPaKJIaHEe, 3aMEIlalollue JO0KHOCTH,
HE SBIIAIONINECS TOJDKHOCTAMU TOCYJAPCTBEHHOM Ipa)XTaHCKON CITy>KOBI, a TaKkKe
rpakJaHe, IMpPUBJIEKAeMble [0 TIPaXXJIaHCKO-IIPABOBBIM JOTOBOPAaM, HECYT
MEPCOHANILHYIO OTBETCTBEHHOCTh 3a coOmtojeHue TpeboBanuii WHCTpykiuwy,
COXPaHHOCTb HAXOMSIINUXCSA Y HUX JOKYMEHTOB.

13.2. OTBETCTBEHHOCTH 3a OpraHU3aLNI0 JIEJIONPOU3BOICTBA
B TEPPUTOPHUATIBHON KOMHUCCHH, BHEJIpEHHE aBTOMATU3UPOBAHHBIX
(KOMIIBIOTEPHBIX)  TEXHOJIOTUM  MOJATOTOBKM U  OOpabOTKHM  JIOKYMEHTOB,
o0ecrieueHne COXPaHHOCTH JOKYMEHTOB M Iepefadyy UX B apXuB, KOHTPOJIb
3a  coOmroneHueMm  TpeboBanmii  MHCTpykuum  HeceT — mpeaceaaTelib

TEPPUTOPHUAITBHON KOMUCCHH.



(I)opMa PETrHCTPANMOHHOIO KYPHaAJa BXOAAINUX TOKYMEHTOB

[Tpunoxenue Ne 1
K WHCTPYKIIUH TIO
JIeJIONPOU3BOJICTBY

B TeppuropuanbHOu

n30upaTeTbHOU
komuccuu Ne 26 B
Cankr-IlerepOypre

OtMmeTKa 00
HUCIIOTHECHUH
. | Kpartkoe
Perucrpanu Hcexondmuii (mata
N coaepxa- [TmanoBas
Hata OHHBIN Koppec- HOMED Crnioco6 WCTIOTHEHUS
HHE Pe3oatonusa | McnoaHuTenb Jarta
MOJTyYEHUs HOMED MMOHJIEHT " JaTa MOJTyYEHUs U /unm
(kos-BO WCTIOJTHECHUS
JIOKYMEHTAa JIOKYMEHTa PEKBUBHUTHI
JUCTOB)
HUCXOJSIIEr0O
JIOKYMEHTA)
(I)OpMa PErucTPpaliMOHHOIO KypHaJIa UCXOASIIUX JOKYMEHTOB
Kpatkoe conepxxanue
aTa PerucrpanunoHHbIH OKyMEHTa ®HUO noxnucanta
A pall Anpecar JOKY I HUcnonaurens Bun ornpaBku
perucTpanuu | HoMep JOKyMEHTa (PEKBU3HUTHI BXOJISIIIETO JIOKyMEHTa

,I[OI(YMCHTa), KOJI-BO JIUCTOB




[Tpunoxxenue Ne 2
K MHCTPYKLHH IO JICIOTPOU3BOJICTBY
B TeppuropuanbHoOil n30MpaTeIbHOM
komuccun Ne 26 B Cankr-IlerepOypre

HEPEYEHDb
JOKYMEHTOB, He MOJJIeKAIMX PerucTpaluu

1. CooO1mienus o 3aceJaHuAX, COBEIIAaHNUAX U IMOBECTKAaX JHA.

2. Y4yeOHbIe TPOrpaMMBbl, TTAHBI.

3. PexstaMHbIe U3BEIIEHHUS, INIAKATHI.

4. Tlo3apaBUTENIbHBIC THCHMA U TEICTPAMMBI.

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

6. byxranTepckue TOKyMEHTHI.

7. IleuaTHble N30aHUA.

8. OmepatuBHass wWH(pOpMANWs, TOCTYMAOIIAas 1O KaHajlaM CBSI3U
['ocynapcTBeHHONW aBTOMATHU3WPOBAaHHOM cucTeMbl Poccuiickon ®Denepannu
«BBIOOpEI».

9. O6patenust rpak/iaH, MOCTYIMBIINE HA aJPeC SJICKTPOHHON MOYTHI.



[Tpunoxxenue Ne 3
K MHCTPYKLHH IO JICIOTPOU3BOJICTBY
B TeppuropuanbHoOil n30MpaTeIbHOM
komuccun Ne 26 B Cankr-IlerepOypre

AKT

MLI, HWKCIIO AN CaBIIHCCA

COCTaBHJIM aKT O TOM, 4YTO « » 20 . IIpHu
BCKPBITHH IIAKCTAa
06Hapy>KGHLI CIICAYIOIHEC HCAOCTATKHU:

Hacrosimuii akT cOCTaBIEH B ABYX DK3EMIUISpax.

[Toanuce, pacumppoBKa MOANHUCH:




[Tpunoxxenue Ne 4
K MHCTPYKLHH IO JICIOTPOU3BOJICTBY
B TeppuropuanbHoOil n30MpaTeIbHOM
komuccun Ne 26 B Cankr-IlerepOypre

DopMbI 0JIAaHKOB, HCII0JIb3YEeMbIX B TEPPUTOPUAIBLHONH KOMHCCHU



«

»

TEPPUTOPUAJIBHAS U3BUPATEJIBHASI KOMUCCHUSA Ne 26

IIPOTOKOJ 3ACEAAHUNUA

20  rox No

Cankr-IletepOypr



«

TEPPUTOPUAJIBHAS U3BUPATEJIBHASI KOMUCCHUSA Ne 26

PEINIEHHUE

» 20 ronm No

Cankr-IletepOypr



«
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TEPPUTOPUAJILHAS N3EUPATEJILHASI KOMUCCHS Ne 26
NPEJCEJAATEJD

INPUKA3

» 20  ron No

Cankr-IletepOypr
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TEPPUTOPUAJIBHAS
N3BUPATEJIBHAA KOMUCCUS Ne
CAHKT-IIETEPBYPI'
ya. [laptuzana I'epmana, 1. 3,
Cankr-IlerepOypr, 198329
Ten. (812) 241-42-28,tik26.spbik.spb.ru
OKTIO 15172600; OT'PH 1037819015959;
WHH/KIIIT 7807053821/780701001

No

Ha Ne oT




[Tpunoxxenue Ne 5
K MHCTPYKLHH IO JICIOTPOU3BOJICTBY
B TeppuropuanbHoOil n30MpaTeIbHOM
komuccun Ne 26 B Cankr-IlerepOypre

TpeGoBanus K JOKyMEeHTaM, U3rO0TOBJIAEMBbIM € IOMOIIbIO
MeYaTawiluX YCTPOUCTB, U K (pailjiaM TEKCTOBBIX JOKYMEHTOB

1. Texctbl nOKyMEHTOB Ha OijaHkax ¢opMara A4 rmevaTaloTcs dYepes
1,5 MEXCTPOUHBIX HWHTEpBajia, JOMyCKaeTcsl IedaTh JOKYMEHTOB Ha OJlaHKax
dopmata A4 yepe3 1 MeKCTpOUHBIN MHTEpBaJ, Ha OJaHKax ¢opmata A5 — uepe3
1 MEXCTPOUYHBIN UHTEPBAJL.

TekcTbl JTOKYMEHTOB, MOATOTaBIMBAEMBIX K THHOrPACKOMY H3JaHUIO,
neyaTaroTcs Yepes3 2 MeKCTPOUHBIX MHTEpBaJa.

2. HaumeHoBaHu€ BHJIa TOKyMEHTA MeYaTaeTCs MPOMUCHBIMUA OyKBAMH.

3. Ecim 3aromoBok k TekcTy npesbimaeT 150 3HakoB (5 CTpOK), OMyCKaeTCs
IpOJUIEBAaTh €ro JO0 TpaHUIbl MpaBoro mnojs. Todyka B KOHLE 3arojioBKa
HE CTaBUTCA.

4. PacuiudpoBka mnognucu B pekBusure «llommuce» — medaraercs
Ha YPOBHE IIOCJIEIHEW CTPOKM HAWNMEHOBAHMS JOJDKHOCTH C HCIOJIb30BAaHUEM
xomOuHanuu kinasum Shift — Ctrl — TIpoOen mexay nHuIMaTaMu U haMUITHEH.

5. Co3manme, ¢opMaTUpoBaHWE W BBIBOJL Ha TMedYaTh JIOKYMEHTOB
IIPOU3BOJMTCS HA KOMIBIOTEPAX C HCIIOJIB30BAHUEM TEKCTOBOIO PENAKTOPA,
noaaepxkuBatoiiero popmar docx. BHenpeHne 3JIeKTPOHHBIX TaOJUII, CO3TaHHBIX
B TaOJNIMYHBIX pENakTopax, B JOKYMeHTHl ¢opmara docx HE TOMyCKaeTcs.
JlomyckaeTcsi, pu HEOOXOJUMOCTH, CO3JaHue, (opMaTUpOBaHUE U BHIBOJA Ha
neyaTh TabJUIl OCPEICTBOM PEIaKTOPa IEKTPOHHBIX TAOJHIL, MOAAECPHKUBAIOIINX
dbopmar xIsx.

6.[lpu  QopmaTupoBaHMM  JOKYMEHTOB  pPEKOMEHIyeTcsl  paboTaTrh
C BKJIFOUEHHOM KHOMKOH Y, 4TOOBI BUJIETh HA DKpPaHE BCE CITY>KEOHBIE CUMBOJIBI.

7. Ilpu dopMaTupoBaHWM TEKCTOB JOKYMEHTOB WCIIOJIb3yETCSI CTHIIb,

KOTOPBIN UMEET CIIeTyIOUIUE TapaMeTphI:
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o mpudT PT Astra Serif
o pasMep 14 nyHKTOB
o OTCTYT cleBa 0cm
crpaBa 0cm
o UHTEpBaI nepen 0 myHKTOB
nocJie 0 myHKTOB
o MEXCTPOYHBIN UHTEPBAJ MOy TOPHBI
o nepBasi CTpoka oTcTyn Ha 1,25 cMm
o BbIPaBHUBAHUE 1O IIUPUHE.

8. IIpu QopmatupoBaHuu TAOIUI] HEOOXOIUMO COOJIIOAATH CIEAYIOIINE
TpeOOBaHMUS:

Tabiuia Bcerna JODKHa WMETh Ha3BaHWE, KOTOPOE BBIPABHUBACTCS
O IIEHTPY JTOKYMEHTA;

TabJIMIla BEIPAaBHUBAETCS TI0 LIEHTPY JIUCTA;

3aroJIOBKU CTOJIOIIOB M CTPOK BBHIPABHUBAIOTCS 110 LIEHTPY SUCHUKHU;

JTAaHHBIC B sTYEHMKaX TaOJIUIIBI BHIPABHUBAIOTCS CBEPXY 10 JIEBOMY Kparlo;

MPOJIOIHKEHNE TaOIMIIBI HA HOBOM JIMCTE MOKET HAUMHATHCS C 3arOJIOBKOB
ee rpad (umu HOMEpoB rpad B ciydae, eciu rpadbl TaOIUIBI HA TIEPBOM JIHCTE
IPOHYMEPOBaHbI);

CTPOKHU TaOIUIIBI IEPEHOCATCS HA HOBBIM JTUCT TOKYMEHTA UCKIIOUYUTEIBHO
HETKOM;

IIUPHHA W BBICOTA TaONWMIBI HE JO/DKHBI TPEBBINIATH Pa3Mepbl IOJICH
JIOKyMEHTA.

9. Pa3mepsl noJiel JOKyMEHTA JIOJKHBI UMETh CJIEIYIOIIME TapaMeTphl:

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

OT Kpast 10 KOJIOHTUTYA:

o BEPXHETO 1,25 cMm
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. HIDKHETO 1,25 cm.

10. HpI/I IMOATrOTOBKE NOKYMCHTOB HUCIIOJIB3YIOT CIICAYIOIINC PCKBU3HUTHI:
¢ HANMMCHOBAHHC OPraHU3alluH;

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

® MECTO COCTaBJICHHMS (M3JIaHUsI) IOKYMEHTA;

e rpud (momerka) 06 OrpaHMYECHUH JAOCTYIA K JOKYMEHTY; (IIPH HAJTHYNN)
e ajpecar;

e rpud yTBEpKICHUS TOKYMEHTA,

® 3aroJIOBOK K TEKCTY JJOKYMEHTA;

® TEKCT JOKYMEHTA;

® OTMETKa O HAJUYHH MPUIIOKEHUS;

® T[IOJIINCE;

® OTMeETKa 00 3JIEKTPOHHOM MOANNCH;

e rpud coriacoBaHus JOKYMEHTA;

e OTMETKA 00 MCIIOJHHUTEIIC;

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

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

N3 HCCKOJIbBKUX CTPOK, I€YaTarOT CO CIACAYIOINMU ITapaMCTpaMu:

o mpudT PT Astra Serif

o pa3Mep 14 nyHKTOB

o OTCTYTI cieBa 0 cMm
cripaBa 0cm

o UHTEpPBaJ nepen 0 myHKTOB
nociie 0 myHKTOB

° MEKCTPOUYHBIN UHTEPBAII OJIMHAPHBIN
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o OTCTYII IIEPBOU CTPOKH HET

o BBIPABHUBAHUE 10 LIEHTPY.

12. PexBU3UT «ApecaTy MeyaTaroT co CICIYIOUMMHU TapaMeTPpaMHu:

o mpudT PT Astra Serif

o pazmep 14 nyHKTOB

o OTCTYTI cjeBa 7 cm
cripaBa 0cm

o UHTEpBaI nepen 0 myHKTOB
1ocie 0 myHKTOB

o MEKCTPOYHBIN HHTEPBAJ OJIMHAPHBIN

o OTCTYII IEPBOU CTPOKHU HET

o BbIPaBHUBAHUE 10 LICHTPY.

Ecnm cocraBHble 4acTH pPEKBU3UTOB «Agnpecar», «I'pud yTBepKaeHUS
nokyMmeHTa», «I'pud cormacoBaHust JOKyMeHTa», «OTMeTka O HaJU4uu
NPWIOKEHUS» HE YMEIIAIOTCS HAa OJHOW CTPOKE, TO Pa3pblB CTPOKU B HYKHOM
MECTEe MPOU3BOJUTCS C MMOMOIIBI0 cUMBOJa «Pa3pblB CTPOKW» (KOMOWMHAIUS

kinau Shift — Enter), nanpumep:

COI'JTACOBAHO

PykoBonurens @enepanibHOTO
ApXMBHOI'O areHTCTBA

A.H. Aptuzos

[Ipy wucnonp30BaHUU B TEPPUTOPUATBHON KOMHUCCHUHU HIEHTU(UKATOpPA
DIIGKTPOHHOW KOMHUH JOKyMEeHTa (KOJOHTUTYJIa) OH IeJaTraercs B JICBOM YTy
HIDKHETO TOJIS KaKJOW CTPAaHULbI JOKYMEHTa MIPU(TOM 8 MyHKTOB.

13. Ilpu odopmiieHHH JOKYMEHTOB Ha JABYX M 0oJjiee CTpaHMIAX BTOpas
U TIOCJIEAYIONINE CTPAHMIIBI JOJDKHBI OBITH MpOoHyMepoBaHbl. Homepa crpanuil
MIPOCTABIIAIOT MTOCEPEIMHE BEPXHETO TOJIs TUCTa apaOCKuMu I pamMu 0e3 3HaKOB

MNpCIIMHAHMAA.
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Ecnu nokyMeHT uMeeT npuiioKeHUe, TO OHO MeYaTaeTcsl C HOBOM CTPaHUIIBI.

14. JIns BBISIBIICHUS M UCHPABJICHHUS BO3MOXHBIX OMIMOOK B MPaBOMUCAHUU
B chopMmupoBaHHBIX (aillax pPEKOMEHIYETCs OCYILIECTBIATH  IMPOBEPKY
JIOKYMEHTOB, UCIIOJIB3Y$sl CUCTEMbI IPOBEPKU NMPABOMUCAHUS.

15. Kaxnaplii JOKYMEHT CO BCEMH IMPWIOKEHUSIMH K HEMY ITOMEIIA0T
B OTJENbHBIN (haii (ecnu MpUIIOKEHUS CO3[aHbl OJHUM IpolieccopoMm). BHyTpu
daiina cam TOKYMEHT U KaXKJ0€ MPUJIOKEHNE MTOMENIAIOT B OT/IEIbHBIE pa3/Iebl.

16. Bce pexBU3UTHI JOKYMEHTa OTACISIOT APYT OT Jpyra OJIHON MyCTOM
CTpOKOH, oOpa3yemoii cuMmBojoMm abO3ana (Y — knaBuma Enter). B Tekcre
HE JIOJHKHO BCTpevaThesi OoJiee ABYX CUMBOJIOB a03aria moapsij.

17. He nomyckaercs nmucaTh CJIOBa C pa3psaKON, BCTaBJIsAs MPOOEIbI MEXKTY
OykBaMu B ciioBax. He gomyckaercst HCHOb30BaHUE MPOOENOB Il 00pa3oBaHUs
a03alHOro0 OTCTyMNa (KpacHOM CTPOKHM) WM MYCTBhIX CTPOK. B TekcTe HE AOIKHO
BCTpeUaThCsl MOApsAA OoJjiee OJHOTO CHMBOJA TpodOena. Paznenenune nHUIIMATIOB
u damuiauu, cuMBosia Ne M 4ucia, MOPAJIKOBOIO HOMEpa CTaThbU, YacTH, ITyHKTA
WIN TIOAMYHKTa MPAaBOBOTO aKTa, YMCa Mecsla U Ha3BaHMUS MECSIla, YUCHa roja
U CIIOBA «TOJ», JIOOBIX YHUCJIOBBIX 3HAUYCHUM W EIUHUI] U3MEPEHUS JeIacTcs
C HCIOJIb30BaHHWEM Hepa3pbIBHOTO Mpobena (codyeranue kmaum Shift — Ctrl —
[TpoGen).

18. He nomyckaercst BKJIIOYATh B TEKCT JOKYMEHTA pa3/ieUTeNIbHbIC INHUH,
COCTaBJICHHBIE U3 IIEMOYEK CUMBOJIOB (*, =, -, — U apyrue).

19. He nomyckaeTcsi UCIOJIb30BAaHUE B PYCCKUX CIIOBaX CXOJHBIX
10 HauepTaHuio JJaTHHCKUX OykB (A, a, B, C, ¢, E, e, H, K, M, O, 0, P, p, 1, X, X,
y)-

20. He nmomyckaeTcsi WCMIOAB30BaHME CHUMBOJa Talymsauuu (—) s
oOpa3zoBaHusi ab3amHOro oTcryna (KpacHOM CTPOKHM) WM MYCTBIX CTPOK.
AO3alHBIA OTCTYN yCTaHaBIMBAaIOT B MeHI0 Popmar/Ad3anl wiM ¢ MOMOUIBIO

BEPXHETO JIBUKKA Ha TOPU30HTAIILHOM JINHEMKE.
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21. He pomyckaeTcsi HCNOJb30BAHME CHUMBOJA «-» g 00O3HAYEHUs
nepeHoca. BmecTto Hero ciemyer HCIONb30BaTh CHUMBOJ MSTKOTO TIEpeHOca
(komOuHarus kiaaBuir Ctrl — «-»).

22. JIns HamucaHus PUMCKHX LU(p AOHKHBI HCIOJNb30BATHCS 3arjaBHbIE
oyksel nmatuHckoro andasuta (I, V, X, C, D, L, M). Ucnons3oBanue st 3T0OM
IIEJTN PYCCKUX OYKB U apaOCKux 1udp HE AOMyCKaeTCsl.

23. BmecTto OyKBBI «&€» JOJDKHA YIOTPEONSIThCA OyKBa «e» (KpoMe HMEH
COOCTBEHHBIX MPU HATTUIUH TMOITBEPIKIAFOIINX JOKYMEHTOB).

24. PexBU3UTHI «3arojoBOK K TEKCTY» JOKHBI ObITh BHIPOBHEHBI 110 IIEHTPY
U KaXAbld U3 HUX JOJDKEH MPEACTaBISATH CO00W oIuH ab3al, TO €CTh BHYTPH
TEeKCTa KaXJIOTO PEKBH3UTA HE JTOJDKHO OBITh CMMBOJIa ab3ama. He momyckaercs
MCITI0JIb30BAaHUE CUMBOJIA ab3alia Jyisi IpephIBaHUS CTPOKU B MPOU3BOJILHOM MECTE,

JUISL 3TOTO CJIEIyEeT UCIOIb30BATh CUMBOJI pa3pbiBa CTPOKHU (KOMOWHALMS KIIABHILI

Shift — Enter).



[Tpunoxxenue Ne 6
K MHCTPYKLHH IO JICIOTPOU3BOJICTBY
B TeppuropuanbHoOil n30MpaTeIbHOM
komuccun Ne 26 B Cankr-IlerepOypre

Cnucok paccblIKH MCXOISIIIIUX TOKYMEHTOB

Ne HaumenoBanue oprana

ITosiHBIN MOYTOBBIA apec
n/n (opranuszanumn)

IIpencenarens TeppuropranbHOU

n3ouparenbHOM Komuccun Ne 26

(moamuce) (pacmmdpoBKa MOAMUCH)

Hcniomaurenp

(moamuce) (pacmudpoBKa MOAMUCH)

« » 20 r.




[Tpunoxxenue Ne 7
K MHCTPYKLHH IO JICIOTPOU3BOJICTBY
B TeppuropuanbHoOil n30MpaTeIbHOM
komuccuu Ne 26 B Cankr-IlerepOypre

IlepeueHb 00s13aTeILHBIX CBEJACHUI 0 JOKYMEHTAX, HCIOJIb3YeMBbIX B LeJIAX
y4era u MmoucKa aokymentos B I
. ABTOD.
. Anpecar.
. Jlo;KHOCTD, (haMUIIUs M MHULIMAJIBI JIMLIA, TIOIUCABIIETO JOKYMEHT.

. HaumenoBanue r'pyniibl 1 BUJa J10KyMCHTA.

1
2
3
4
5. JlaTa nokyMeHTa.
6. PeructparnmoHHbIi HOMEp JOKyMEHTA.
7. JlaTa MOCTyNUBIIETO JOKYMEHTA.
8. PerucrpaiimoHHblii HOMEP MOCTYNHUBIIETO JOKYMEHTA.

9. CBeneHHs O CBS3aHHBIX JOKyYMEHTax (HaMMEHOBaHWE BHJA JOKYMCHTA,
JlaTa, peruCTPAIMOHHBINA HOMEp, TUII CBS3KH).

10. 3aroyoBoK K TEKCTy (KpaTKOe CoJiep KaHue TOKYMEHTA).

11. Unnekc nena no HOMEHKIaType Jed.

12. Ceaenus o mepeaapecarui JOKyMEHTA.

13. KonuecTBO TMCTOB OCHOBHOTO JIOKYMEHTA.

14. OtmeTKa 0 MPUIIOKEHUHU (KOJUYECTBO MPHIIOKEHUH, 00111ee KOJINMYECTBO
JIMCTOB MPUJIOKEHUN).

15. Yka3aHus Mo MCMOJHEHUIO TOKYMEHTa (opydYeHue, UCTIOIHUTENb, 1aTa
WCTIOJTHEHUS ).

16. OT™MeTKa O KOHTpOJIE.

17. T'pud (momeTtka) 06 OrpaHUYCHUN JOCTYIIA.

18. IIpoBepka 37EKTPOHHON MOAKUCH (TIPU HATHYUHN).

19. Iloapa3aeneHue — OTBETCTBEHHBIN UCTIOJIHUTEIb IOKYMEHTA.

! Mcnionb3yercs cokpanieHue, NpUBeJEHHOE B yHKTe 1.8 HacTosmel MHCTpyKuuy.
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20. @Daiinpl  AAEKTPOHHOTO JOKyMEHTa (KojuuecTBo (pailioB, HMeEHa

Gbaiinos).



[Tpunoxxenue Ne 8.1
K MHCTPYKLHH IO JICIOTPOU3BOJICTBY
B TeppuropuanbHoOil n30MpaTeIbHOM
komuccun Ne 26 B Cankr-IlerepOypre

KYPHAJI

yuyeTra JHYHOI0 NpHeMa IrpaxiaaH
B TeppuropuanbHoii n30MpaTeJbHONH KOMHCCHH Ne

OTmeTka ®.1.0.
IHouToBBIi Kpartkoe 0 pe3yJbTaTrax U NOANHUCH
Ne Jlara D.N.0. P pesy A
aapec coJepKkaHue npuemMa JIMna,
n/m | npueMa | 3asiBUTEJIsA
3asiBUTEJIS oOpaieHust (npuHsTOE NMPOBOJAMBIIET0
peluieHue) npueM
1 2 3 4 5 6 7
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[Tpunoxxenue Ne 8.2
K MHCTPYKLHH IO JICIOTPOU3BOJICTBY
B TeppuropuanbHoOil n30MpaTeIbHOM
komuccun Ne 26 B Cankr-IlerepOypre

KAPTOYKA JIMYHOI'O IIPUEMA T'PAKIAH
B TEPPUTOPUAJIBHON N3BUPATEJIBHOU KOMUCCHUHU Ne

Jara oOpamienus
Jara npuema

« » 20 T. Ne
daMuns, UM, OTYECTBO 3aIBUTENS JIOJ>KHOCTHOE JIMII0, BEAYILEE PUEM
MecTo xuTenscTBa, TeaehoH Pesynbratel paccMoTpeHus

Kareropus 3asButeis

Coneprxanue oOpaiieHus

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

COIVIACH€ Ha IPENOCTABICHHE MHE YCTHOI'O OTBETa B XOJE JIMYHOIO IpUEMa IO CYLIECTBY
MIOCTaBJIEHHBIX B YCTHOM 0OparieHuu Bonpocos. [lucbkMeHHOro oTBeTa HEe TpedyeTcs.

(mara) (moamuch 3asBUTEINS) (pacmmdpoBKa MOAMHUCH)

A

2 1

BbIpaxkaro

(damunusi, UM, OTYECTBO 3asIBUTENIS)

corjiacue Ha BHIEO0-H (MJIH) ayJHOIPOTOKOINPOBAHHE JIMYHOTO TIpHeMa.

(mara) (TOaNUCH 3asBUTEIS) (pacmmdpoBKa MOAMKUCH)
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[Tpunoxxenue Ne 9
K MHCTPYKLHH IO JICIOTPOU3BOJICTBY
B TeppuropuanbHoOil n30MpaTeIbHOM
komuccun Ne 26 B Cankr-IlerepOypre

JIucer coriiacoBanus

Damuiius
JIOJKHOCTB Jlata THopmucs MHALHAB]

Hcnomuurenn
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[Tpunoxxenue Ne 10
K MHCTPYKLUH I10 JIeJIOIPOU3BOJCTBY
B TeppuTtopuaibHOI U30UpaTEbHON
komuccun Ne 26 B Cankr-IlerepOypre

YTBEPXJIAIO

[Ipencenarens TeppuropraibHOR
n30upatenbHoi komuccuu Ne 26

(moamucek) (vHUIMATBI, (HhaMUITHS)

« » 20 T.

OT14er 0 pacchblIKe 10 COOTBETCTBYIOIIUM a/ipecaTaM U pa3MeleHUH
pemennii TeppuTopuajabHOi H30UpaTeIbHOI KOMHUccUN Ne26

Ha 0opUIHAJIBHOM caiiTe

3acenanue Ne OT « » roja
No Ne pemenunst AgnpecaT pacChblIKH, aJpec pa3MeICHUs JlaTa
n/m THUK pa3menieHus
pPACCBUIKH
1
2
3
HUcnoanurenn

(moamuce) (pacmm@poBKa MOAMUCH)
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[Tpunoxxenue Ne 11
K MHCTPYKLHUU IO JEJIONPOU3BOICTBY
B TeppuropuanbHoii n30upaTeaIbHOM
komuccun Ne 26 B Cankr-IlerepOypre

IHEPEYEHD

MOAJICKAIIUX KOHTPOJJII JOKYMEHTOB C YKa3aHUEM CPOKOB HCITOJIHCHHUSA

1. ®enepanbHble  KOHCTUTYLHMOHHBIE 3aKOHBI, (efepalbHble  3aKOHBI
Poccuiickon ®denepamnuuy — COriacHO yKa3aHHOMY B HUX CPOKY.

2. Yxka3wel Ilpesuaenta Poccuiickoit deaepanmnu — COTTACHO YKa3aHHOMY
B HUX CPOKY.

3. Paciopsixkenust  Ilpesmmenta  Poccuwiickoit  ®Deaepamnuu — COTIIACHO
YKa3aHHOMY B HHX CPOKY.

4. TTocranosnenus, pacrnopspkenus [IpaBurensctBa Poccuiickoit denepanm —
COTJIACHO YKAa3aHHOMY B HHUX CPOKY.

5. 3akonsl CaHkT-IleTepOypra — corinacHo yKa3aHHOMY B HUX CPOKY.

6. [loctanoBnenus, peneHus 3aKOHOIaTETLHOTO CoOpanus
Cankrt-IletepOypra — corjiacHO yka3aHHOMY B HUX CPOKY.

7. IlocTaHOBJIeHMSI, PACHOPSDKEHUS OpraHa TOCYJapCTBEHHOM BIIACTH
Cankr-IleTepOypra — coryiacHO yKa3aHHOMY B HUX CPOKY.

8. [TocTanoBeHMS, pacOPSKEHUS PYKOBOJIUTENSI OpraHa rocy1apCTBEHHOM
Bractu CaHkT-IleTepOypra — coriacHO yKa3aHHOMY B HUX CPOKY.

9. [TapmamenTtckue 3anpockl CoBeta denepannu denepanpHoro CoOpaHus
Poccuiickoit ®denepanuu, ['ocynmapctBenHoit [dymber denepanbHoro CoOpanus
Poccuiickoit ®@epnepainuu —HE MO3QHEE 4YeM uepe3 15 KaleHIapHbIX JHEW
CO JHS TMOJY4YEHHsS MapJIaMEHTCKOTO 3ampoca WIM B HMHOW YCTAHOBJICHHBIM
cooTBeTcTBYIONIEH manatoi denepanbHoro Cobpanmsi Poccuiickoit deneparuu
CPOK.

10. 3ampocsl CEHATOpOB Poccuiickoi denepanuu, JEeNyTaToB

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

11. O6pamenuss  cenaropoB  Poccuiickoii ~ denepanum, JI€MyTaTOB
I'ocynapctBennoit Jlymer ®DenepanpHoro CobOpanusi Poccuiickoit depeparuu
0  BONpOCaM, CBSA3AHHBIM C WX  JEATEIbHOCTBIO, — HE3AMEIUTEIBHO
(mpu HEOOXOAMMOCTH TOJYUYEHUS IOMOTHUTEIBHBIX MaTepUAJIOB — HE TO3THEE
yeM yepe3 30 KaJeHAapHbIX JHEH CO THS MOIyYeHUsT OOpaIeHMs).

12. ObparmeHus JIEIyTaTOB 3aKkoHOAATEIBLHOTO Cobpanust
Cankr-IletepOypra — B cpok, ycranoBieHHbIi CankT-IleTepOypra.

13. Ilucema w3 Anmunauctparuu Ilpesmmenta Poccuiickoit deneparmm,
[IpaButennscTBa Poccuiickoit ®enepannn, Konctutynuonnoro Cyaa Poccuiickoi
Oenepannu, BepxoBHoro Cynma Poccuiickori @enepauuu, [ 'eHepanpHOU
npokypatypbl Poccuiickoit ®enepauuu, IIpaButensctBa Cankt-lleTepOypra —
B COOTBETCTBUM C YKa3aHUAMH IO HCHOJHEHUIO JOKYMEHTA TMpeacenaTens
TEPPUTOPUAIIBHOM  KOMHCCHUH, €CIM B  HHX HE  yKa3aH  CpOK —
He Mo3/Hee yeM uepe3 30 KaJleHIapHbIX JHEH.

14. TIpoTecT npokypopa — He no3aHee 4yem uepe3 10 kaneHaapHbIX JHEH.

15. IlpencraBnenue NpoKypopa — B TEUEHHE MecsIa CO JHS NOCTYIJICHUS.

16. OGparieHus, CBSI3aHHBIE C pealn3alMedl W 3amUTON W30HMpaTEThbHBIX
npaB U MpaBa Ha ydactue B pedepeHmyMme rpaxaanH Poccuiickoit dexneparuu,
MOCTYNUBIINE B TEPPUTOPUAIBHYI0O KOMHUCCHUIO B XOAE COOTBETCTBYIOIIEH
n30upaTebHOM  KaMIaHWW, KaMIlaHud  pedepeHayMa, —B  COOTBETCTBUU
¢ MeepanbHBIM 3aKOHOM 00 OCHOBHBIX MAPaHTHAX M30MpPaTEIbHBIX IpaB’.

17. Tlepecbuika oOpallleHUid TpaxJaH, COJEPXKAIIUX BOIPOCHI, PEUICHUE
KOTOPBIX HE OTHOCUTCA K KOMIICTCHIIMM TEPPUTOPUATLHON KOMMCCHH,
OCYILIECTBIISIETCSI B TCUCHHE CEMU KaJICHIAPHBIX JTHEH.

OOparenue, CBI3aHHOE C COOTBETCTBYIOIIEH HM30MpaTENbHON KaMIlaHUEH,
KaMmmaHueln pedepeHayMa, TMOCTYNHBIIEE B TEPPUTOPUATHHYIO KOMHCCHIO
JI0 YCTAHOBJICHUSI €10 UTOTOB TOJIOCOBAHUS, OINPEACIICHUS Pe3yJbTaTOB BHIOOPOB,

pedepenayma U coAepXallee BOMPOCHI, PEIIEHHE KOTOPhIX HE BXOJMT

! Mcnionb3yercs cokpanieHue, NpUBeEHHOE B yHKTe 1.2 HacTosmel MHCTpyKuuy.
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B KOMIIETCHIIMIO KOMHUCCHM, B TEUEHUE MATHU JHEW Mociie JHS MNOCTYIUICHUS
HalpaBJsieTCs] B KOMHCCHIO, HMHOW OpraH Wid JODKHOCTHOMY  JIMILY,
B KOMIIETEHIIMIO KOTOPBIX BXOAUT €ro pPacCMOTpPEHHE, a MOCTYNHBIIEE B WHOM
NepuoJl MO0 HE CBSI3aHHOE C COOTBETCTBYIOIIEW H30MpATENIbHOM KaMIaHUEH,
KaMmnaHuel pedepeHayma — B TeUEHUE CEMU JHEH mocie AHS MOCTYIUICHHUS.

OO0parienus, He CBSI3aHHBIC C pean3alyeil U 3alIUTON N30UpaTebHbIX MPaB
U TpaBa Ha ydactue B pedepenayme TpaxaaH Poccuiickoir deneparuu,
NOCTYIHBIIAE B TEPPUTOPUATIBHYI0 KOMHUCCHIO B MEPUOJ COOTBETCTBYIOLIEH
n30upaTebHOW KaMIaHWKM, KammaHuu pedepeHayma, a TakkKe IOCTYIHUBIIUE
BHE TepHojJa M30MpaTEeNbHON KaMIaHWHW, KaMIaHuW pedepeHaymMa WU IMOcie
YCTaHOBJICHUSI TEPPUTOPUAIBHON KOMHUCCHEN UTOTOB TOJIOCOBAHUS, ONPEACICHUS
pe3yJbTaToB BBIOOPOB, pedepeHayma, —B TedeHue 30 pgHed mocne JHA
WX TOCTYIICHHUS.

18. Obpamiennst  cpeACTB  MaccoBOM  MH(pOpMAnMd 1O  BOMpOcaM
npenocTaBiieHuss UH(OpMAIuu —B  TEUEHHE CEeMU  KaJICHJApHBIX  JIHEW.
Ecnu tpebyemble cBeZeHUS HE MOTYT OBITh MPEIOCTaBICHBI B yKa3aHHBIM CPOK,
TO JIOMYCKAeTCs OTCPOYKAa B TPEIOCTaBICHUM 3arpaiimBacMoir HHQpoOpManuu
C BPYUYEHUEM NIPEICTABUTENIO PEAAKIIUUA B TPEXIHEBHBIA CPOK CO JHS MOJYyUECHHS
MMCBMEHHOIO 3arpoca WH(OpMaluu yBEJOMIIEHHS 00 OTCpOUYKE, B KOTOPOM
YKa3bIBalOTCA NPHUYMHBI OTCPOYKH, Jara, K KOTOpod OyaeTr mpenocTaBiieHa
3ampamniuBaeMasi uHGOpMaIus, JOJDKHOCTHOE JIMIIO, YCTAHOBUBIIEE OTCPOUKY,
JaTa IPUHSITHS pelieHus 00 OTCpoUKe.

19. 3ampoc rocyaapcTBEHHOrO OpraHa, OpraHa MECTHOTO CaMOYIpaBJICHUS
WIM JOJDKHOCTHOIO JIMIIA, paccMaTpHUBAIOLIEro oOpalleHHe TIpakKJaHuHa, —
JIOKYMEHTbl W Marepuaybl, HEOOXOJIMMBbIE I PacCMOTpPEHHUs OOpalieHus,
MPEIOCTABISIIOTCA B TE€YEHHWE |5 NHEN WM MHOM CPOK, YKAa3aHHBIM B 3alpoce
(M0 BO3MOKHOCTH), 32 HCKJIIOUECHHEM JOKYMEHTOB M MaTEpHalioB, B KOTOPBIX
COJIep>KaTCsl CBEIEHUS, COCTABJISIOIINE F'OCYJaPCTBEHHYIO UJIM MHYIO OXPaHIEMYIO
dbeneparbHBIM 3aKOHOM TailHy, W JJIi KOTOPBIX YCTAHOBIIGH OCOOBIN MOPSIIOK

IPe0CTaBIICHUSI.
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[Tpunoxxenue Ne 12
K MHCTPYKLUH I10 JIeJIOIPOU3BOJCTBY
B TeppuTtopuaibHOI U30UpaTEbHON
komuccun Ne 26 B Cankr-IlerepOypre

TeppuropuanbHas YTBEPXJAIO
u30upartenbHas komuccus Ne26
HOMEHKIJIATYPA JEJI IIpencenarens
TeppuropuaabHOU
Ne n30upatenbHoi komuccuu Ne 26
(nmata)
(moxmuch) (pacumppoBKa MOITHCH)

Ha roxg (mara)
Nupexe Komuuectso Cpox xpaHeHus

A 3aronoBox jena TOMOB POK Xp [puMeyanus

aciia o u Ne crareii mo IICPCUHIO
(gacreit)
1 2 3 4 &)
HazBanue pasaeiia
(HaMMEHOBaHUE TOJKHOCTU COCTABUTENS (moATHCh) (pactmpoBKa MOIMTUCH)
HOMEHKJIATYPhI)
(mara)
COI''TACOBAHO COI''TACOBAHO
[TpoToxon DKcnepTHOW KOMUCCUUT Cekperapb Cankr-IlerepOyprekoit
TepputopuansHoit u3dbupaTensHoil komuccun Ne n30upaTeIbHON KOMUCCHH

oT No

(moamnuce) (pacmmdpoBKa MOAMKCH)
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[Iponomkenne npunoxenus Ne 12

HTorosas 3anuch 0 KATETOPUAX U KOJUYECTBE JI€T1, 3aBEACHHBIX
B roay B TepputopualibHO# n30upaTenbHOi Komuccun Ne

B ToMm uucie

ITo cpokam xpaHeHus Bcero O — C OTMETKOM
PEXOUII «OIK»
1 2 3 4

Ha 6ymaxkxnom HocuTene

(mpy HaMM4MK THOPHIHBIX A€, ToM(a) Ha OyMa)XHOM HOCHTENIE YYMTBIBAIOTCS B pasfelie
tabmunpl «Ha OymaxxHoM HocuTene», ToM(a) Ha SJIEKTPOHHOM HOCHUTEJE YUYUTBIBAIOTCS B
pazzaesne Tabauibl « DICKTPOHHBIXY):

IlocTostHHOTO

JonroBpemennoro (cBoiie 10 jer)

Bpemennoro (0 10 et BKIIOYUTENBHO)

DNEKTPOHHBIX

(pu HANTUYUKM TUOPUIHBIX J1e]1, TOM(a) Ha OyMa)kHOM HOCHUTEIIE YUUTHIBAIOTCS
B paznene Tabnuubl «Ha OyMakHOM HOcHTeNne», ToM(a) Ha 3JIEKTPOHHOM HOCHUTEIE
YUUTBIBAIOTCS B pasjiese TaOuuibl « DIEKTPOHHBIX)):

TlocTostHHOTO

JonroBpemennoro (cBaiie 10 jer)

Bpemennoro (0 10 et BKIIOYUTENBHO)

UTOI'O:

(HaI/IMeHOBaHI/Ie JOJIDKHOCTH COCTAaBUTECIIA

HOMEHKJIaTypbl)

(mara)

(moamnuce)

(pacurupoBKa MOITUCH)




TepputopuanbHas
nu3buparenpHas komuccus Ne 26
®OHJ N
OI1UChb N

A€, JOKYMCHTOB IIOCTOAHHOI'O XpaHCHUA
3a roa
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[Tpunoxxenue Ne 13
K MHCTPYKLUH I10 JIeJIOIPOU3BOJCTBY
B TeppuTtopuaibHOI U30UpaTEbHON
komuccun Ne 26 B Cankr-IlerepOypre

YTBEPXIAIO
[Ipencenarens

TeppuropuaibHOn
n3bupareapHoi Komuccuu Ne 26

(monmuck) (pacuudpoBKa IMOITUCH)

(mara)
Ne Nunexc 3aroa0BoK .
Kpaiinue nater KomaudgectBo muctoB | Ilpumeuanus
/a nena nena
1 2 3 4 5

Hazpanue pasaciia

B nansbIli pazaen onyucH BHECEHO

(undpamu 1 MPONUCHIO)

Jca

¢ Ne o Ne , B TOM YHCJIE:
JTUTEPHBIC HOMEPA: ;
MPOIYLIEHHbIE HOMEpa!

HaI/IMeHOBaHI/Ie JTOJIDKHOCTHU COCTABUTCIIA IIOAIINCH pacum(prBKa IIOAITNCHU
OITHCH

HanmenoBanue J0IKHOCTH MMOAINCH pacmudpoBKa MOAMKUCH

OTBCTCTBCHHOI'O 3a apXUB

(nata)

COI'NTACOBAHO
[TpoTokoa DKCepTHOM KOMUCCHHI
TepputopuaibHON H30UpaTENBLHOM

komuccuu Ne 26

oT Ne

YTBEPX/IEHA

IIpotokon LleHTpanbHON SKCIEPTHO -

MIPOBEPOYHON KOMHCCUU
ApXUBHOTO KOMHUTETA
Cankr-IlerepOypra

oT Ne




TeppuropuaibHas
n3buparenpHas komuccus Ne 26
DOH/J N
OIIUCH N

A€, JOKYMCHTOB BPCMCHHBIX

(cBeimre 10 jeT) cpoka XpaHEHHS
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[Tpunoxenue Ne 14
K MHCTPYKLUH I10 JIeJIOIPOU3BOJCTBY
B TeppuTtopuaibHOI U30UpaTEbHON
komuccun Ne 26 B Cankr-IlerepOypre

YTBEPX/IAIO

[Ipencenarens
TeppuropranbHON
n3buparenpbHO KoMuccuu Ne 26

(moamuck) (pacmudpoBKa MOAIUCH)

3a roJ
(mara)
No Nunekc 3aronoBok Kpaiinue Cpox KonuuectBo
ITpumeuanus
n/m nena nena JaThl XpaHeHus JUCTOB
1 2 3 4 &) 6 7
HazBanue pazgena

B nansbIli pa3zaen onmucH BHECEHO Jen

c Ne
YHCe:

JMTEPHBIC HOMEpA:

(dpamMu ¥ TIPOITHCHIO)
o Ne , B TOM

MMPOMMyIICHHBIC HOMEpA:

(HaMEeHOBaHHUE JOJKHOCTH COCTABUTEIIS
OIIHCH)

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

(mara)

COI'JTACOBAHO
IIpoTokos DKkcnepTHOM KOMUCCUU
TeppuropuanbHOi N30UpaTETHHOM

komuccuu Ne 26

oT Ne

(moamnuce) (pacmudpoBKa MOAMKCH)

(moamnuce) (pacmudpoBKa MOAMNKCH)

YTBEPXJEHA
IIporokon LleHTpanbHON IKCIEPTHO -
MPOBEPOYHON KOMHCCUU
ApxusHoro komurtera Cankt-IlerepOypra

oT Ne



TepputopuanbHas
nuzbuparenpHas komuccus Ne 26
®OHJ N
OI1UChb N

A€, IOKYMEHTOB I10 JIMYHOMY COCTaBy
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[Tpunoxxenue Ne 15
K UHCTPYKUUU MO ACTONPOU3BOACTBY
B TeppuropuansHoii U30UpaTeIbHON
komuccun Ne 26 B Cankr-IlerepOypre

YTBEPXIAIO

[Ipencenarens
TeppuropranbHON
n3buparenpbHO KoMmuccuu Ne 26

|___Tol (moamuck) (pacumupoBKa MOITUCH)
(mara)
Ne Nunexc Kpaitnue Cpok Kon-Bo
3aroJyioBOK sena [Tpumeuanus
n/n nena JIaThl XpaHEeHUS JIMCTOB
1 2 3 4 5 6 7
HasBanue pazznena
B nansbIii pa3znen onucH BHECEHO Jen

(mdpamMu ¥ IPOITHCHIO)

¢ Ne o Ne , B TOM

qucIe:

JTUTEPHBIC HOMEPA: ,

MPOIYLIEHHbIE HOMEpa!

(HaMEeHOBaHUE JOJIKHOCTH (moamucek) (pacurupoBKa MOITUCH)

OTBCTCTBCHHOTI'O 3a apXI/IB)

(HaMMEeHOBaHUE JOJKHOCTH COCTABUTEIIS
OIIHCH)

(mara)

COI'JTACOBAHO
IIpoTokos DkcnepTHOM KOMUCCUT
TeppuropuanbHOi N30UpaTETHHOM

komuccuu Ne 26

oT No

(moamnuce) (pacmmdpoBKa MOAMNKCH)

COTI'JTACOBAHO
[IpoTokoi s3kCeEPTHO-NPOBEPOYHON
METOANYECKOI KOMHUCCHH
LlenTpanbHOr0O rOCyAapCTBEHHOTO apXUBa
Cankr-IlerepOypra

oT Ne



TepputopuaibHas
nu3buparenpHas komuccus Ne 26
AKT

Ne

(MecTo cocTaBJIEHHUS)
O BbIIC/ICHUH K YHHUYTOKCHHIO
(apXMBHBIX) JOKYMEHTOB,
He NMOAJIeKAIUX XPAHCHHIO

Ha ocnoBanun Ilepeuns

THUIIOBBIX
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[Tpunoxxenue Ne 16
K UHCTPYKUUU MO ACTONPOU3BOACTBY
B TeppuropuansHoii U30UpaTeIbHON
komuccun Ne 26 B Cankr-IlerepOypre

YTBEPXIAO
[Ipencenarens
TepputopuanbHOit

n3buparenbHoOl Komuccuu Ne 26

(moamuce) (pacuudpoBKa MOIIHCH)
(mara)
YIPABICHYECKUX ~ APXUBHBIX  JIOKYMEHTOB,

o0pasyloHmMxcsi B IpOLECcCe MAEATENbHOCTH TIOCYJApCTBEHHBIX OPraHOB, OPIaHOB MECTHOIO
CaMOYIIPaBJICHUS W OpraHMU3alMii, C YKa3aHUEM CpPOKOB XpaHEHUS W HOMEHKJIATyphl Jell
TepputopuaiibHO U30MpaTeIbHON KOMUCCHH Ne 0TOOpaHbI K YHUYTOXKEHHUIO KaK HE MMEIOIIHIE

Hay‘lHO'HCTOquCCKOﬁ HCHHOCTH U YTPAaTUBIINEC NPAKTHUYCCKOC 3HAYCHNEC JOKYMCHTBI:

Ne Ne onnen
(npu
BBIJICIICHUH K
3aroyI0BOK 8 Neo en. xp.
YHUUYTOXKEHHUIO Cpoku
nena 0 OTIUCH
JOKYMEHTOB Kon-Bo XpaHEHHS
Ne WIN TotbI (uHOEeKC [Tpume-
o A IpU HOJATOTOBKE enl. Xp. U HOMepa
n/n | TpynmoBOi o - YaHUs
JIeJl K repeiayue (mem) cTareu
3aroJ0BOK HOMEHKJIa-
B apXMB 10 TIEPEYHIO
JIOKYMEHTOB Type aen)
OpraHu3aIui,
rpaga He
3aIoJIHSIeTCS )
1 2 3 4 5 6 7 8
Htoro ell. Xp. (e, 2IeKTPOHHBIX JIelT) 3a TOJIbl

(mudpamMu ¥ IPOIUCHIO)

Omnucu ACI TMOCTOAHHOI'O XpaHCHHUA 3a

roasl yTBEepKIeHbl ¢ LleHTpanbHOU

OKCIIEPTHO -TPOBEpOUHOM Komuccuer ApxuBHoro komutera Cankt-lIletrepOypra (TpoTokon

OT « » 20

r. Ne ).

(HaI/IMCHOBaHI/IC JOJIDKHOCTH JId1ia,
OTBCTCTBCHHOI'O 3a apXUB

(mara)

COI''TACOBAHO
IIpoTokos DkcnepTHON KOMUCCUU
TeppuropraibHON
u3buparenbHoi Komuccuu Ne 26

oT Ne

(moamwuch)

YTBEPX/EH

(pacungpoBKa MOAMHUCH)

[{eHTpanbHON dKCIIEPTHO-IIPOBEPOYHOU

KOMHUCCHU ApXI/IBHOFO KOMHUTETA

Cankr-IlerepOypra

oT Ne
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[Tponomxkenue npunoxenus Ne 16

JIOKyMEHTBI B KOJIMUECTBE el. Xp. (e, 3AEeKTPOHHBIX Ae):
- Ha OyMa)XKHOM HOCHUTEJIE BECOM KT CJTaHbI B

(HaMEeHOBaHUE OPraHU3ALINN)

- Ha 3JICKTPOHHOM HOCHUTCJIC CAaHblI HA YHUYTOKCHHUC

(crIoco0 YHUUTOKEHUS)

(HamMeHOBaHHWE JOJKHOCTH JINIIA, (roarucs) (pacmudpoBKa MOIIHCH)
CHIABILIETO JOKYMEHTHI)

(mara)

HN3meHeHus B YUYCTHBIC TOKYMCHTBI BHCCCHDI

(HauMeHOBaHUE JOJKHOCTH ImMua, (moamnuce) (pacmmdpoBKa MOIHICH)
BHECILIETO U3MEHEHMsT B Yy4YeTHbIE
JIOKYMEHTBHI)

(mara)
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[Tpunoxxenue Ne 17

K HHCTPYKIHHU I10 ACIOIIPOU3BOACTBY

B TeppuTtopuaibHOI U30UpaTEbHON

komuccun Ne 26 B Cankr-IlerepOypre

BHYTPEHHSA OITMCH JOKYMEHTOB JIEJIA

BHyTpeHHsIs1 ONUCH JOKYMEHTOB j1ejia Ne

Perucrpanmonssii Howmepa
No patl [ara 3aroJioBoK p
HOMEp JIMCTOB [Ipumeuanus
/1 JIOKYMEHTa JIOKyMEHTa
AOKYMCHTa Aciia
1 2 3 4 5 6
Uroro: JTOKYMEHTOB
(mudpaMu ¥ POIUCHIO)
KoymmuecTBo IMCTOB BHYTPEHHEN ONKUCHU JU1.

(tmudpamMu ¥ IPOITUCHIO)

(HauMeHOBaHUE JOJKHOCTH

JIAIIA, COCTABUBILIETO
BHYTPEHHIOIO OIIHChH
JOKYMEHTOB Jiejia)

(mara)

(moarucs)

(pacimpoBKa MOIKHCH)
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[Tpunoxxenue Ne 18
K MHCTPYKLUH I10 JIeJIOIPOU3BOJCTBY
B TeppuTtopuaibHOI U30UpaTEbHON
komuccun Ne 26 B Cankr-IlerepOypre

JIMCT-3ABEPUTEJIb AEJA

Jluct - 3aBeputenb aena No

B nene noammTo 1 MpoOHyMEpPOBAHO auct(oB),

(mudpamMu ¥ MPOITUCHIO)

¢ No mo Ne , B TOM YHCJIE:

JIMTCPHBIC HOMCpPA JINCTOB

IIPOIIYMCHHBIC HOMCpA JINCTOB

+ TMCTOB BHYTPEHHEN ONMKUCHU

OcobenHocTy (PU3UYECKOro COCTOSIHUS Homepa
u popMupoBaHUS Jea JINCTOB
1 2
(HauMeHOBaHUE (mmoaruce) (pacimppoBKa MOIHCH)
JOJI’KHOCTH)

(mara)
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[Tpunoxxenue Ne 19

K HHCTPYKIHHU I10 ACIOIIPOU3BOACTBY

B TeppuTtopuaibHOI U30UpaTEbHON

komuccun Ne 26 B Cankr-IlerepOypre

N i
o\ "Iy
WP

Cankr-IlerepOyprckoe rocyrapcTBeHHOE Ka3eHHOE yUpeKIeHne
«enTpajbHblii rocynapcreeHHblii apxuB Cankr-IlerepOypra»

TEPPUTOPUAJIBHASA U3BUPATEJIBHASA

KOMUCCHUSA Ne 26

JAEJIO Ne Tom Ne
(3aroJIOBOK Jiena)
(KpaitHue 1aThl)
Ha JIMCTax
XpaHUTh

D Ne
Omo. Ne
1. Ne




YTBEPXIAKO
IIpencenarens
n30upareabHOH KOMUCCHH
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[Tpunoxxenue Ne 20
K MHCTPYKLUH I10 JIeJIOIPOU3BOJCTBY
B TeppuTtopuaibHOI U30UpaTEbHON
komuccun Ne 26 B Cankr-IlerepOypre

YTBEPXIAIO
Jupekrop
Cankr-IlerepOyprckoro rocy1apcTBEHHOTO
Ka3eHHOro yupexaeHus LlenTpanbHoro
rocyapctBeHHoro apxusa Cankr-IlerepOypra

[Toanuce Pacmdposka noanucu [Toanuch Pacmmmdposka
MOAMUCH
Ileuats ITeyats

Hara [ara

AKT

Ne
npreMa-fepe1ayl apXuBHBIX

JIOKyMEHTOB Ha XpaHEHUE
(ocHOBaHME NEepeIayun)
(Ha3BaHMe nepegaBaeMoro GpoHa)
caai,
(HaMMeHOBaHUE OpPraHU3alUU, TIEPEArOIIe TOKYMEHTHI)
TIPHUHSLIL.

(HaI/IMeHOBaHI/IC OopraHu3anuvu, HpI/IHI/IMaIOH_[eﬁ L[OKYMCHTBI)

IIpuHMMaeT Ha roCcyAapCTBEHHOE XpaHEHUE JOKYMEHTHI 32

Y CIIPAaBOYHBIN anmapar
(rompr)

K HUM:
Ne n/nt HasBanue, Homep KonmnuaecTBo 3K3eMILISIpOB Komnuectso | IIpumeuanus
OIHUCH OIHUCH JAeJI, JOKYMEHTOB en. Xp.
1 2 3 4 5
Hrtoro npuHATO ea.xp.
(O (ppaMu U IPOINCEIO)
Ilepenauy mpoussenu IIpuem npoussenu
JIOJKHOCTB IMonmucs  PacmmgpoBka  JlomkHOCTB IToamuce PacmmgpoBka
MTOATINCH MTOATIMCH
Hara Hara
®oHy npucBoeH Ne
W3meHenus B y4eTHbIE JOKYMEHTBI BHECEHBI
HanmenoBanue 10JKHOCTH IToamnuce Pacmm¢poBka noanucu

OTBCTCTBCHHOI'O 3a apXWB

Jara
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