TEPPUTOPUAJIBHASA UBBUPATEJIBHASA KOMUCCHUSA Ne 8
PEINIEHUE

11 aBrycra 2026 rona No 12-2
Cankr-IletepOypr

OO0 MHCTPYKINH 10 1eJTONMPOU3BOIACTBY
B TeppuropuajbHoii n30MpatebHONH KoMuccHu Ne 8

Ha ocHoBanuu pemenus Cankt-IlerepOyprckoil n30MpaTeabHOl KOMUCCUU
ot 31 uronga 2026 roma Ne 188-10 «O TurnoBoi HHCTPYKUUH MO JETOIPOU3BOJACTBY
B TeppuTOpHaIbHON  u3buparenbHo komuccun B Cankrt-lletepOyprey,
TeppuropuanbHas udbuparenbHas komuccust Ne 8§ pemuJia:

1. YTBEpAUTh MHCTPYKLUIO 110 JEIONPOU3BOACTBY B TeppUTOpPHATIEHON
n30uparenbHoM komuccun Ne 8 COTJIacCHO MPUIIOKEHUIO K HACTOSIIEMY PEIICHUIO.

2. [Ipu3Hate  yTpaTUBIIMM  CWJy  peuieHue TeppuTopuasbHOU
n3oupatenbHoi komuccuu Ne 8 ot 27 nexadpst 2018 roga Ne 66-5 «O06 uHcTpyKumn
0 JIeTI0NPOU3BOJACTBY B TeppuropuanbHoil n3duparenbHoi komuccuu Ne 8y.

3. Hamnpapute komuto Hacrosmero pemieHus B CaHkT-IlerepOyprckyio
M30MpaTeNbHYI0 KOMUCCHIO.

4. Pazmectutrs Hacrosiiee peuieHue Ha calrte TeppuropuaibHOU
n30upatenbHoi Komuccuu Ne 8 B nH(POpPMaAIMOHHO-TENIEKOMMYHHUKAIITMOHHON CETU
NuTtepHer.

5. KOHTposb 32 HMCHOJHEHWMEM HACTOSLIETO PELICHHSI BO3JIOXKUTH Ha
npeacenatens TeppuropuanbHoi n3dbuparenbHoi komuccun Ne 8 Epmory M. A.

IIpencenarens TeppuropuanbHOU
n30upatenbHo kKomuccuu Ne 8 N.A. EpmioBa

Cexkpertaps TepputopuanbHO
n3omparenbHOM Komuccuu Ne 8 T.H. ITonsaxoBa



[Ipunoxenue
K peleHnio TepputopruanbHOn
n30upaTenpbHON Komuccuu No 8
ot 11 aBrycra 2026 roga Ne 12-2

YTBEPXJIEHA
pemeHreM TeppuTopuaIbHOU
u30upatenbHoi komuccuu Ne 8
ot 11 aBrycra 2026 roga Ne 12-2

HHCTPYKIMHA 11O AEJIONTPOU3BOACTBY
B TEPPUTOPUAJIBHOMN U3EUPATEJIBHON KOMUCCHH Ne 8

1. O0mMe moJI0KeHus

1.1. MuCTpYKIIMSA o JEJIONIPOU3BOACTBY B TeppuropuansHOU
n3zbuparenbHor komuccuu Ne 8 (manee — MHCTpyKLMsl) yCTaHABIMBAET TOPSIIOK
paboThl C JOKYMEHTaMH, OCHOBHbIE IMpaBWJAa UX MOATOTOBKA U OQPOPMIIECHUS
B TeppuropuasibHOl H30MparenbHOil Komuccuu Ne 8 (nanee — TeppuTOpUaIbHas
KOMHUCCHS).

TepputopuanbHas KOMHUCCHS BIIpaBe YTBEPK1aTh TUIIOBbBIC
W/WIN IPUMEPHBIE  MHCTPYKUMUM IO  JAEJIONPOM3BOACTBY JJsl  YYACTKOBBIX
n30MpaTeIbHBIX KOMUCCHUH.

1.2. MucTpykiusi pa3paboTaHa Ha OCHOBaHWU (elepalibHbIX 3aKOHOB
ot 12 urons 2002 rona Ne 67-O3 «O6 OCHOBHBIX TapaHTHUSIX W30UPATEIHHBIX MPaB
M paBa Ha ywactue B pedepeHayme rpaxaaH Poccuiickoit denepauum»
(nanee — @enepalibHbI 3aKOH 00 OCHOBHBIX TapaHTHsIX HM30MpaTeIbHBIX MpaB),
ot 22 oktsi0pst 2004 roma  Ne 125-®3  «O06 apxuBHom Jnene B Poccuiickoit
Ddeneparuny, 3akoHoB CankT-IleTepOypra, mOCTaHOBICHUN U UHBIX HOPMATUBHBIX
akToB lleHTpanpHOM wm30MpaTenbHOM Kommccuu Poccmiickori  ®denepanmm
(manee — UK Poccun), Cankr-IlerepOyprckoil  m30MpaTtebHOM  KOMHCCHH,
periiaMeHTa TeEppuTOpUaAIbHON KOMUCCHH, C UCTIOIb30BaHUEM IPHKa30B Pocapxupa
ot 22 mast 2019 rona Ne 71  «OO0 yTtBepxknenun I[lpaBun  aenonpou3BoACTBa
B FOCYJapCTBEHHBIX ~ OpraHax, oOpraHax MECTHOTO  CaMOYINpaBIICHUAY,

otT 25 nexabps 2020 romza Ne 199 «O6  ytBepxkaenun  MeToauuecKkux
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peKOMeHJaui Mo  pa3pabOTKe  MHCTPYKUMH MO  JEJNONPOU3BOACTBY

B TOCYJJapCTBEHHBIX ~ OpraHax, oOpraHax MECTHOTO  CaMOYINpaBIICHUY,
ot 31 urons 2023 rona Ne 77 «OO0 yrBepxaenuu [IpaBun opranuzanuu XpaHeHus,
KOMIUIEKTOBAHUSA, Yy4yeTa W UCIOJb30BaHUS JOKYMEHTOB ApXHMBHOTO (¢oHIa
Poccuiickoit @enepaiii U Jpyrux apXUBHBIX JTOKYMEHTOB B TOCYJapCTBEHHBIX
opraHax, OpraHax  MECTHOTO  CaMOYINpAaBJIEHUS UM  OpPraHU3ALMIXY,
I'OCT P 7.0.97-2025 «HanuonansHbii  ctangapt Poccuiickoit  depepanuu.
Cucrema cTaHaapToB 1o MHPOpPMAIUH, OMOIMOTEYHOMY U H3/IaTEIbCKOMY JEIy.
OpraHu3aimoHHO-pacoOpAUTENbHAs JOKyMeHTaus. TpedoBanus K 0(pOPMICHUIO
nokymentoB», ['OCT P 7.0.8-2025 «HauuonaneHblid cTangapT Poccuiickoit
®enepauun. Cucrtema CTaHIapTOB 1O  HHPOpMaNMH, OUOIMOTEYHOMY
Y U3J1aTEIbCKOMY Jeny. Jlemonpou3BOACTBO M apXMBHOE Jen0. TepMHHBI
Y ONIPEICIICHUS.

Pabota ¢ pokymeHTamu, cojaepKalulUMU HWH()OpMALUI0 OrpaHUYEHHOIO
pacnpoCTpaHEHUsl, OCYLIECTBISIETCSI B COOTBETCTBUM C  IIOCTAHOBJICHUEM
[IpaButensctBa Poccuiickoit  ®enepamunn ot 03 HOs10psa 1994 roga Ne 1233
«O0 ytBepknennun [lonoxeHuss o TOpsiAKE OOpallleHUsT CO  CIIyKeOHOM
uHboOpMalMell OrpaHUYEHHOIO0 pacHpoOCTpaHEeHUs B (eaepajbHBIX OpraHax
VCIIOJIHUTENIbHOM BJIACTH, YIIOJJHOMOYEHHOM OPraHe yIpaBJiIeHUs UCIOJIb30BaHUEM
ATOMHOW 3HEPrMU U YIOJIHOMOYEHHOM OpraHe M0 KOCMHYECKOW JESITEIIbHOCTH,
32 UCKJIIIOYEHUEM JOKYMEHTOB, COJAEpKaluX CcBeleHus o0 u30upareisx,
y4JacTHUKaxX pedepeHayma, oOpamjarommuxcs B paMkax (yHKIIMOHUPOBAHUS
['ocymapcTBeHHOM cuCTeMBbl peructpanuu (ydera) wu3Ouparesneil, y4acTHUKOB
pedepennyma B Poccutickoit deneparum.

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

H UCIIOJIb30BAHUC NTOKYMCHTOB.



4
[Tonoxenuss MHCTpyKIMu HE pacpOCTPAHSIIOTCS HA OPTaHHU3AIUI0 PAOOTHI

C JOKyMEHTaMH, COJEpKAaIIUMU CBEJCHUS, COCTABISIIOLIUME TOCYJAPCTBEHHYIO
TalHy.

TpeboBanus WHcTpykiun Kk pabore ¢ (UHAHCOBOW, B TOM YHCIIE
OyXTaJlTepcKOl JOKYMEHTAllMel paclpoCTPaHSIOTCS Ha JaHHBIE JIOKYMEHTBI
B YaCTU OOIIMX MPUHIMUIOB pabOThl C HUMH, a TaKXKE OpraHU3allMU TEKYIIETO
XpaHEHUsI JOKYMEHTOB M IOJTOTOBKM WX K IEpeJaye Ha apXMBHOE XpPaHECHHUE,
C ydeToM  ocoOeHHOCTel  OIO/PKETHOTO  3aKOHOJAATENIbCTBA,  HACTOAIICH
WNuctpykuuu, uHbix HopMatuBHBIX akToB LIMK Poccum, Caskr-lletepOyprekoi
n30MpaTeIbHOW KOMUCCUH, TEPPUTOPUATBHON KOMUCCHHU.

PaboTa ¢ gJOKyMeHTaMHu 1O OpraHU3alyy 3aKylOK TOBapoB, pabOT U yCIIyT
ocylecTBisieTcs ¢ yueroM @eaepanbHoro 3akona ot 5 anpesst 2013 roga Ne 44-D3
«O KOHTpakTHOM cuctemMe B cdepe 3aKymok TOBapoB, paboOT, YyCIyr
JUIsl O0ecrieyeHusl TOCYNAapCTBEHHBIX W MYHHUIMNANBHBIX HYXI». OcoOeHHOCTH
OpraHu3aly T0KyMEHTO000pOTa, OTHOCSILEr0cs K OpraHu3aliy 3aKyoK TOBapoB,
paboT U yCiIyr, paBuja MOArOTOBKH U O(POPMIIEHUSI TAKUX JOKYMEHTOB, a TaKkKe
NopsIoK  pabOTBl  C  HHUMH  MOTYT  JOTNOJHUTEIBHO  yCTaHABIMBATHCA
COOTBETCTBYIOLLIUMU HOPMaTHUBHBIMU aKTamu MK Poccun,
Cankrt-IletepOyprckoit n30uparenbHOM KOMHUCCUU, TEPPUTOPHUATLHON KOMMCCHH,
IIpUKa3aMu NpeIcenaTeIsi TEpPUTOPUATBHON KOMUCCHH.

1.4. IIpaBuia noAroTOBKM U OPOPMIIEHUSI TOKYMEHTOB M MOPSAJIOK padOThI
C HUMH, TMpeaycMoTpeHHble  MHCTpykiued, o00s3aTenbHbl s YJICHOB
TEPPUTOPUAIIBHOM KOMHUCCHU U TOCYIJAPCTBEHHBIX TPAXKIAHCKUX CITyKAIIUX
anmnapara TEppUTOPUAIBHON KOMHUCCHUU (Jlajiee — rpakJIaHCKue CIy>Kalllue) U JuL,
3aMEIIAOMIMNX JOJDKHOCTH, HE SBISIOIIMAECS JOHKHOCTSAMH TIOCYIapCTBEHHON
TPKIAHCKON CITyKOBbI, a TaKXKe JIHI, TPUBIEKAEMBIX M0 TPAXKITAHCKO-TIPABOBBIM
JIOTOBOPAM.

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

CIyXalllil anmapara TEPPUTOPHAIBHOM KOMHUCCHM, Ha KOTOPOIO BO3JIOKEHA
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GyHKIHS BEIEHUS JEJIONPOM3BOJICTBA B COOTBETCTBHHM C JIOJDKHOCTHBIM

periiaMeHToM  (janiee — pabOTHHK  amnmapara, OTBETCTBEHHbIM 3a  BEJICHUE
JIEJIOTPOU3BOICTBA).

1.6. PaboTHUKM  anmapaTa,  HOCTYIMBIIME HAa  T'OCYJAapCTBEHHYIO
rpaxxaaHckyto ciyx0y Cankr-IlerepOypra B annapat TeppuTOpUaIbHON KOMUCCHH,
anb0 Ha JODKHOCTH, HE SIBISIIOIIMECS JOJDKHOCTSIMH — TOCYAAapCTBEHHOMU
IPKIAHCKOM CIIyKObl, a TakKe TpakKJaHe, IMPHUBIEKAEMbIe MO T'PaKIAHCKO-
IIPaBOBBIM JOTOBOpPaM, JIOJDKHBI OBITh O3HAKOMJIEHBI MOJ MOIIUCH C TEKCTOM
WucTpykumn ~ paOOTHMKOM  ammapaTa,  OTBETCTBEHHBIM 32  BEJICHHUE
JEJIONPOU3BOICTBA.

1.7.B cinydae yxoga B OTHYCK, BbI€3la B KOMaHJIUPOBKY, OOJIE3HHU,
YBOJIBHEHUSI ~ MCIOJHUTENS  JIOKYMEHTOB  HEHCIIOJIHEHHBIE  JOKYMEHTBI
10 MIOPYUYEHHUIO NpEACEAATENss TEPPUTOPUAIBHON KOMUCCHN MIEPENAOTCS APYTOMY
VICTIOJIHUTEITIO.

1.8. Jlemonpon3BoACTBO B TEPPUTOPUATIBHONM KOMHUCCHU OCYIIECTBIIAECTCS
CpPEICTBAMHM  MOJCHCTEMBI JIOKYMEHTOOOOpOTa M  yNpaBiieHUus IU(POBBIM
KOHTEHTOM ['OCynapCTBEHHOM aBTOMAaTH3MPOBAHHOW cucTeMbl Poccuiickon
Odeneparun «Beibope»  (manee — [1J]), a Takke ¢ HCIOIB30BAaHUEM JPYTHUX
PErHCTPAllMOHHO-YYETHBIX (opM  (KapTOUYHOM WM KYPHAJbHOM CHCTEMBI
perucTpanuu JOKyMEHTOB).

Pabota B IIJ] MOXET OCYLIECTBIATHCA KaK B 3aKPBITOM KOHTYpE, JOCTYM
K KOTOPOMY WJIE€HaM TEpPPUTOPUATIbHOM KOMHCCMM M paOOTHUKAaM ammapara
TEPPUTOPUAIIBHON KOMMCCHUM IIPEIOCTABISAETCS B COOTBETCTBHMM C IPHUKA30M
npejacenaress TEPPUTOPUATIBHON KOMHUCCHH, TaK U B OTKPBITOM KOHTYpE, AOCTYM
K KOTOPOMY NPEIOCTaBIISETCS B COOTBETCTBHM ¢ pacnopstkeHueM llpencenaresns
MUK Poccun, nopmatuBHbIMH akTamMu CankT-IleTepOyprckori m3OupaTenbHON
komuccuu no coriacopanuto ¢ [IUK Poccuu.

B 3akppiToM KOHTYype mpemaycMoTpeHa oOpaboTKa MEepCOHANbHBIX JTAHHBIX
Y MHOM KOH(UACHIIMATbHON HHPOpMAITUH.

JloxyMeHnThl, conepxaiuecs B 1], MoryT ObITh MOAMKMCAHBI JIEKTPOHHON



MNOJAMKUCHIO JOJHKHOCTHOT'O JIUIIA.

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

1.9. UHCTpYyKIIMT W WU3MEHEHUS B HEE YTBEPKIAKOTCS  PELICHHEM
TEPPUTOPUAIBHON KoMuUCCHMM mocie corjacoBanuss ¢ Cankr-IletepOyprekoit
n30UpaTeabHON KOMUCCHUEH.

1.10. B MHCTpyKIMM HCTIOIB3YIOTCS CIEAYIOIIME TEPMUHBI U OIIPEIEIICHUS:

OJlaHK JOKYMEHTA; 3JIEKTPOHHBIN 1abIoH O1aHKa TOKYMEHTa — JTUCT Oymaru
WIN SJIEKTPOHHBIA Ia0JOH C PEKBU3UTAMH, HWIACHTU(PUIMPYIOMIUMUA aBTOpPa
o(pUIIMaTBEHOTO JOKYMEHTA, PAacIlOIOKEHHBIMH B OIIPEICIICHHOM HOPSAKE;

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

BXOIAIIMKA JOKYMEHT — JOKYMEHT, IOCTYNHBIIMA B TEPPUTOPHUAIBHYIO
KOMUCCHIO;

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

JeJIONPON3BOACTBO — COBOKYITHOCTh MPOLIECCOB pabOThl € JOKYMEHTaMH,
BKJIIOYAsl JIOKYMEHTHUPOBAHHUE, JIOKYMEHTOOOOpPOT, OIEpaTUBHOE XpaHEHUE
Y UCIOJIb30BaHUE JIOKYMEHTOB B JIEATEIbHOCTH TEPPUTOPUATBHON KOMHUCCHH;

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

JOKYMEHTAIbHBIA  (DOHJ — COBOKYITHOCTh JTOKYMEHTOB, OOpa3youXcs
B JCSITEIbHOCTU N30MPATEIbHON KOMUCCHH;

JOKYMEHTUPOBAHHUE — CTAAMS KU3HEHHOTO LIMKJIAa JOKYMEHTa, Ha KOTOPOM
OCYILECTBISICTCS 3aluCh HHMOpPMALKUKU C PEKBU3UTAMHM W/WIM METaJaHHBIMU

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

C MOMEHTa UX CO3[aHUs WIM TOJy4YeHHUs O 3aBEPIICHUS] HCIIOJIHEHHUS
WIN OTIPABKH;

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

KU3HEHHBIA LUK JOKYMEHTa — COBOKYMHOCTh CTaJMi CYIIECTBOBAHUS
JOKYMEHTa (JOKyMEHTHUPOBAHHOW HHQOpMAIMK), HaUYUHAs ¢ ero (ee) co3maaHus
710 YHUUYTOKEHUS;

3aBepeHHas KOMHUS — KOMUSl JOKYMEHTa, Ha KOTOpPOH B COOTBETCTBUU
C YCTaHOBJICHHBIM TOPSIIKOM TPOCTaBJICHbl PEKBU3UTHI, OOECIeUYUBAIOLIUE
ee IOPUIUIECKYIO CUITY;

UCXOSIIUN JTOKYMEHT — IOKYMEHT, OTIIPABISEMbI W3 TEPPUTOPUAIBHOM
KOMUCCHH;

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

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

HOMEHKJIaTypa JIeJl — IOKYMEHT, COJepXalluii CHCTeMaTU3UPOBAHHBIN
nepeueHb 3arojIOBKOB JIEJI, CO3[aBa€MbIX B TEPPUTOPHUATIBLHOW KOMHCCHUH,
C YKa3aHHEM CPOKOB UX XpaHEHUs, OPOPMIICHHBII B yCTAHOBJIEHHOM IMOPSIKE;

HOPMAaTUBHBIE JTOKYMEHTHI — COBOKYITHOCTh HMHCTPYKTHBHBIX MAaTE€pHAJIOB,
paccuMTaHHBIX HA MMOCTOSHHOE MJIM MHOTOKPATHOE JICHCTBUE U COICPIKAIINX KaKHe-
A100 HOPMBI, IPaBUJIa, IPEANUCAHNUS;

HOCHUTENb (JOKYMEHTUPOBAHHOW) WH(GOPMAIMU — MaTePUATIbHBIA OOBEKT,
UCIOJIb3YEMBIN I (PUKCAllMU U XpaHEHUs IOKyMEHTUPOBAaHHON MH(pOpMAIUH;

oOpaiieHue B popme 3IeKTPOHHOTO JOKYMEHTa — oOpallleHre, MOCTYHBIIee
B (hopMe IIEKTPOHHOTO JOKYMEHTa C MCIOJIh30BAHUEM CTPAHUIIBI OPHUIIHATEHOTO
caiita Cankt-IlerepOyprckoit u3OuUpaTeNbHOW KOMHUCCHU B WH(OPMAITMOHHO-
TeJeKOMMYHUKallMOHHONM  cetn  «WHTepuer»  (manee - cetb  WMHTepHer),

NpeIHa3HAYeHHOW JIsl HapaBJIeHUs 0OpallleHui B TEPPUTOPUATIbHBIE KOMUCCHUU;
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OTMETKa 00 B3JIEKTPOHHOW MOJIMUCH — PEKBU3UT 3JIEKTPOHHOTO TOKYMEHTa,

MOATBEPIKAAIOIIMI €r0 MOANKMCAHUE DJIEKTPOHHOU MOAIHUCHIO;

opUIMATBHBIA JTOKYMEHT — IOKYMEHT, KOTOPBIA CO3/aeTCs, 3aBepseTcs,
BBIJIAETCSI B YCTAHOBJICHHOM 3aKOHOM WJIM WHBIM HOPMATHBHBIM aKTOM IOPSIJIKE
OpraHOM T'OCYJapCTBEHHOW BIIACTH, MHBIM T'OCYJAPCTBEHHBIM OpPraHOM, OPraHOM
MECTHOTO CaMOYINPABJIECHUS WM HWHOM  YNOJHOMOYEHHOM OpraHW3alHel,
YIOJIHOMOYEHHBIM JOJDKHOCTHBIM JIMLIOM U YAOCTOBEPSIET FOPUANYECKU 3HAUNMBbIC
(bakThI;

oopmiieHHE [TOKyMEHTa — IPOCTABIICHUE Ha JOKYMEHTE HEOOXOIUMBIX
PEKBU3HTOB;

oOpanieHre B NUCbMEHHOM (popMe — HamnpaBIIEHHbIE B TOCYJapCTBEHHBIM
Opral, OpraH MECTHOT'O CaMOYIIPABJICHHUS WU TOJDKHOCTHOMY JIMILy B TMCBMEHHOM
bopMe npeIoKEHHE, 3asIBICHUE WIN Kallo0a;

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

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

NOPYYEHHE — JOKYMEHT, IMPEANUCHIBAIOIIUN BBIIOJHEHNE TEX WM HHBIX
3aJIaHUM;

pEruCTpallMOHHO-y4YeTHass Kaprouka gokymeHTa (nmanee —PYK)— dopma,
UCIIONIb3yeMasi ISl 3aliCH CBEICHMA O JOKYMEHTE B LEJsIX ydeTa, IOHCKa
U KOHTPOJIS, CO3aBaeMasi Py PETUCTPALMK TJOKYMEHTa ¢ ucrnoiib3oBanuem I1/1;

pEerucTpallMOHHO-y4eTHasi (opMa — CUCTeMa PErucTpaluy, HCIOJb3yeMas
B TEPPUTOPUAIIBHOW KOMHUCCUU Tpu peructpauuu gokymeHtoB (I1[1, kaptouku
WJIW KypHa);

perucrpaurs JOKYMEHTA — 3allUChb  YYETHBIX JAHHBIX (METaJaHHBIX)
0 JIOKYMEHTE TI0 YCTaHOBJIEHHOU ¢dopme, (ukcupyromas ¢GakT €ro Co3aaHus,
OTIPABJICHUS WM TOJYYEHUs, U IMPUCBOCHHE €MY PErMCTPallMOHHOTO HOMEpa

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

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

CUCTEMA 3JJIEKTPOHHOTO JOKYMEHTO000pOoTa — MH(OPMAIIMOHHASI CHCTEMA,
o0ecrieunBaoIas *XU3HEHHBIM LUK JOKYMEHTOB O HX Iepexoja Ha CTaJHIo
ApPXMBHOI'O XPAHEHUS WJIA YHUUTOXKEHUS;

CKaHUPOBAHUE JOKYMEHTA — IOJyUYEHHUE JIEKTPOHHOTO 00pa3a TOKYMEHTa;

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

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

yKa3aHHUs 10 MCIOJHEHUIO JOKYMEHTA — PEKBU3HT, COCTOAIINN U3 HAAIKMCH
Ha JJOKYMEHTE€ WJIM Ha OTIEJIbHOM JIMCTE€ YCTAHOBJICHHOW (OpPMBI, CIETaHHOMN
JOJKHOCTHBIM JIULIOM;

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

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

AKCIEpPTU3a LIEHHOCTU JOKYMEHTOB — JESTENbHOCTh [0 YCTAHOBJICHHUIO
CPOKOB XpaHEHHUs JOKYMEHTOB, OTOOpa HX s apXUBHOTO XpaHEHMs
WIM YHUYTOKEHHUS, BBISIBJICHUIO 0OCO00 ILIEHHBIX W YHUKAJIbHBIX JOKYMEHTOB
HA OCHOBaHUM TpeOOBaHUM HOPMATUBHBIX MPABOBBIX AaKTOB M KpPUTEPHEB
AKCIIEPTU3bl HEHHOCTH IOKYMEHTOB;

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

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

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

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

DJICKTPOHHBIA  IA0JOH  OJlaHKa JIOKYMEHTa — CM. TEPMHUH  «OJIaHK

JOKYMEHTa».

2. HpI/IeM, perucrpanus 1 MPoxXoKACHUE NMOCTYNAKIINX JOKYMCHTOB

2.1. IokyMEHTBI B TEPPUTOPUAIBHYIO KOMMCCHUIO JOCTAaBILIIOTCA 4Yepe3
OTJeNIeHne CBs3U (MOYTOM, TenerpaHOM CBs3bI0), OpraHamu (QenepaibHOM
(denpaberepckoil CBsI3U, CHEUAIbHOW CBS3bIO, HAPOYHBIM WM TEPEIAIOTCS
Ha JIMYHOM IpHEME IPak/iaH.

JIOKyMEHTBI MOTYT IOCTYIIaTh B TEPPUTOPHUAIBHYIO KOMHCCHIO CPEICTBAMHU
[111, ¢akcuMWIBHONW CBSI3bIO, DJJIEKTPOHHOM mTouToll B cetu MHTepHeT
(mpeaHa3HauY€Ha HWCKIIOYUTENIBHO I CIY>KEOHOM KOPPECHOHJIEHIIMHU), Yepes3
pazmen «OnektpoHHas (¢Gopma oOpamieHus» Ha  OPUIIMATBHOM  caiiTe
Cankrt-IlerepOyprckoit  u3buparenbHoOi  komuccu B cetu  MHTepHer,
peIHa3HaYeHHbIN 1715 HalpaBJeHUs! 0OpalieHU B TEPPUTOPUATBHYIO KOMUCCHIO.

2.2. 1lpuem, mnepBuyHas oOpabOTKa W PETUCTpalMs MOCTYyHAOLIUX
JOKYMEHTOB IPOU3BOJATCS IMpelIcenaTeneM (CEeKpeTapeM) TeppUTOPHATIbHON
KOMUCCHUM WM  pabOOTHUKOM  ammapaTa, OTBETCTBEHHBIM 3a  BEJICHHUE
JIeJIONPOU3BOACTBA ¢ Hcnoib3oBanueM I1/], n1ubo KypHalbHON perucTpauoHHO-
yueTHOU (hopmbl (pusiokenne Ne 1) exxeTHEBHO B 4achl pabOTHI TEPPUTOPHATBHON
KOMHUCCHUH, KPOME BBIXOAHBIX U HEPAOOUMX MPA3THUYHBIX THEW.

[Topsimok TOJydeHHs] W PEruCTpaldd JOKYMEHTOB IIOCJIE€ OKOHYaHUs
pabouero AHs, B BBIXOJHbIE U HepaOOUyHe Mpa3HUYHbIEe JHH, B IEPUOJI TIOJATOTOBKU
Y IPOBEJICHUsT M30MpaTeIbHBIX KaMIIAHWM YyCTaHaBIIMBAETCs MpeceaaTesieM
TEPPUTOPUATBHON KOMHCCHUU JTHUOO OMPENENsIeTCs PElIeHUEM TEepPUTOpUATHHON

KOMUCCHH.
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2.3. IlocTynuBIIME JOKYMEHTHI MOAPA3ACIAIOTCS Ha PErUCTPUPYEMBIE

U HE NoJuIeKale perucrpaunu. llepedeHb MOKYMEHTOB, HE MOMJIECKAIINX
perucTpauuu, ONpenesieH B IpruiIoKeHnu Ne 2.

2.4.Tlpu BCKpBITMM KOHBEPTOB, [IOCTABICHHBIX OpraHamH (QeaepanbHOI
dbenbaberepckoit  CBSI3M, CHEUUAIBLHOM CBSI3bI0, IO TOYTE WJIA HAPOYHBIM
IIPOBEPSAIOTCSA MPABWIBHOCTh AJAPECOBAHUS, KOMIUIEKTHOCTh M LEJIOCTHOCTH
JOKYMEHTOB, HaJIW4YHE MPUIOKEHUHN, CBEPAETCS COOTBETCTBUE WX HOMEPOB
YYETHBIM HOMEpPAM, YKAa3aHHBIM Ha KOHBeEpTax. HempaBuibHO aapecoBaHHBIE
¥ OIIMOOYHO BIIOKEHHBIE JIOKYMEHTBI HE PETUCTPUPYIOTCS, TEPEChLIAIOTCS
10 HA3HAYEHUIO WJIA BO3BPALLIAIOTCS OTIPABUTEIIO.

2.5. Ecniu npu BCKPBITHM KOHBEpTa OOHApYy>KEHO OTCYTCTBHE JOKYMEHTOB
WIM UX OTACNIBHBIX JIUCTOB, MPWIOXKEHUH, NOBPEXKICHUE JOKYMEHTOB
VI HECOOTBETCTBHE HOMEPOB JIOKYMEHTOB HOMEpaM, yKa3aHHbBIM Ha KOHBEpTE,
npeacenaaTeneM (CekpeTapeM) TEPPUTOPUATBLHOM KOMHUCCHM WIM PAOOTHUKOM
anmapara, OTBETCTBEHHBIM 32 BEJICHHE JEJIONPOMU3BOJACTBA COCTABIIAECTCS AaAKT
yCTaHOBJIEHHOU (hOpMBI B IBYX 3K3eMIUIsipax (mpunoxkerue Ne 3). OnuH 3K3eMIUIsIp
aKTa MOChUIAETCS OTHPABUTEIIIO, IPYTOil MPUOOIIAETCA K IPUHATHIM JOKYMEHTaM.

Ha o06opoTHO# CTOpOHE MOCHENHEr0 JMCTa TOBPEKIECHHOTO JTOKYMEHTa
B [IPABOM HWKHEM YTJIy JENAETCA OTMETKA «/JOKyMEHT NOJIy4eH B MTOBPEKIEHHOM
BUJIEY.

2.6. KoHBepThl OT MOCTYNUBIIMX JOKYMEHTOB HE YHUYTOXKAKOTCA B CIIydae,
€CIIM TOJIbKO MO HHM MOKHO YCTaHOBHTH AJpPEC OTIIPABUTEINS, ATy OTHPABKU
Y TIOJIy4E€HHMSI TOKYMEHTOB, €CJIIM OHU COJEpXkKAT JTOKYMEHTbI, KOTOPbIE MOCTYIIHIIN
n3-3a npeaenoB teppuropun Poccuiickorn denepanuu, U3 CyJ0B, CICICTBEHHBIX
OpraHoB, 1100 JOTOBOPHI, IPETEH3UH, HCKOBBIE 3asIBICHUS, TOKYMEHTHI, CBSI3aHHbIE
C pa3MellleHnEeM 3aKa30B Ha TOCTaBKH TOBAPOB, BHINOJIHEHKE PabOT, OKa3aHUE yCIIyT
JUIS1 TOCYJAPCTBEHHBIX HYXKI.

2.7. ITakeTsl ¢ moMeTKOM «JIMUHOY» TIepenaroTcs ajipecaraM B 3aKpbITOM BUJIE

o noAIMcCh.
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2.8. 1lpu perucTpauuMyd NOCTYIHMBILIENO JOKYMEHTa B PErHCTPALOHHO-

y4eTHOM (opMme 00sA3aTeIbHO BBOAATCSA CIEAYIOIIME PEKBU3ZHUTHL: HCXOASIINN
HOMED JOKYMEHTA | J]aTa, TaHHbIE O KOppecrnoHAeHTe (aapecante) (haMumus, ums,
OTYeCTBO (MPU HATMYWHN) (PU3UYECKOTO JIMIAa WM HANMEHOBAaHWE OpPraHU3alllu),
KpaTKOe COJEpKaHWE JOKYMEHTa, a TaKXe KOJMYECTBO JIMCTOB OCHOBHOIO
JOKYMEHTa W JIUCTOB MPHIIOKEHHS, KOJUYECTBO 3K3EMIULSIPOB, BUJ JOCTABKU.
IIpu peructpan  BXOZASIIETO JOKYMEHTa J€lacTCsl CBS3Ka € UCXOISIINM
JOKYMEHTOM Ha KOTOPBIN JA€TCsl OTBET (€CIU TAKOBOM UMEETCH ).

IIpn ocymecTBieHnn peructpaunu cpeacrsaMu [/l Ha nuueBor cTtopoHe
IEPBOrO JIUCTA 3apPETUCTPUPOBAHHOTO JIOKyMEHTa Ha OyMa)KHOM HOCHTEIIE,
KaK IPAaBWJIO, B MPABOM HW)KHEM YTy IPOCTABIIIOTCS PETHMCTPALMOHHBIA HOMEP
U JaTa, a TAK)KE ITPUX-KOJ C YKa3aHUEM HaUMEHOBAHHS OPTaHU3aLUU.

Ecnu mpocrtaBineHue perucTpalioOHHOIO HOMEpa 3aTpyIHSAET IPOYTECHHE
TEKCTa JOKyMEHTA, B TAKOM CJIy4ae BXOJAIIMNA HOMEP MPOCTABISIETCA B CBOOOHOM
OT TEKCTa YIUIy Ha JIMIEBOW CTOPOHE IEPBOTO JIMCTA JOKYMEHTA, a IITPUX-KOJ
MPOCTABIIAETCS MPU HATUYUH TEXHUYECKON BO3MOKHOCTH.

[Ipr ocymecTBIEHMM PETUCTPALMU B APYTOM PErucTpalOHHO-YYETHOU
(dopMe PpErucTpalMOHHBIM IITAaMI C YKa3aHWEM BXOJSIIET0 HOMEpA, MAaThl
pEerucTpaluy MPOCTABIAETCS, KaK MPAaBWIO, B MPAaBOM HUKHEM YTy JIMLEBOU
CTOPOHBI NEPBOTO JIMCTA 3apErHCTPUPOBAHHOrO JOKyMeHTa. [Ipu HeoOxoaumocTu
YKa3bIBa€TCSl BPEMsI PETUCTpalMK (Yachl U MUHYTHI), @ TaKK€ BXOISALIUNA HOMEP
JIOKYMEHTA Ha MPUII0KEHHH.

Ha konmn noxkymeHTa BXOISAIIMNA HOMEP MPOCTABIISIETCS B IPABOM HM>KHEM
yIIIy JTULEBOW CTOPOHBI IIEPBOTO JIUCTA.

Hymepamuss nocTynuBIIMX JOKYMEHTOB OCYILIECTBIISIETCS B Ipenaesax
KaJIEHJAPHOIO ro/1a.

K mnoBTOpHBIM JOKyMEHTaM NpPHUKJIAAbIBACTCS HHPOpMalUsg O paHee
NOCTYIHBIIKX JTOKYMEHTaX M pe3yJibTaTaX WX HCIIOIHEHHS, KOTOPasl MepeaaeTcs

OTBCTCTBCHHOMY 3a UCIIOJIHCHHC.
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[Ipu peructpanuu foKkyMeHTa Ha OymakHoM HocuTene B [1/] oH MoxkeT ObITh

OTCKaHMpOBaH, a 3areM K PYK MoeT ObITh NpHCOEAMHEH 3JIEKTPOHHBIA 00pa3
JIOKyMEHTA ¥ TIPUJIOKCHUSI K HeMy B opmare pdf.

ITocie peructpaunu cpeacrBamu [1J[ mOCTynuBIIErO 3JIEKTPOHHOTO
JIOKYMEHTa, B TOM YHCJI€ W3 BBIIMIECTOSIIEH U MHOM M30UpaTeabHOW KOMHUCCHH,
OH MOXET OBITh pacriedaTan Mpu HEOOXOIMMOCTH.

2.9. 3aperucTpupoBaHHbBIE JOKYMEHTBl pPAacCMATPUBAIOTCA IIpPEICEIaTeIeM
TEPPUTOPUATBHON KOMHUCCHUH, 3aTEM I1OCJIE IEPEHECEHHS YKA3aHU IO UCTIOJIHEHUIO
JIOKyMEHTA B PETUCTPAITMOHHO-YIECTHYIO (POPMY MepearoTCs UCTIOTHUTEIISIM.

IIpu peructpauuu goxkymeHToB B IIJ[ paccmoTpeHue mpeacenarenem
TEPPUTOPUAIBHON KOMHUCCHHM JOKYMEHTOB W HAMNPABICHHE HX HWCIOJHUTEISAM
B DJICKTPOHHOM BHJIE MOXKET OCYIIECTBIAThCS cpenctBamu I1J] 6e3 odopmieHus
KOIMMH Ha OYMaKHOM HOCHTEIIE.

2.10. crionHeHHBIE JTOKYMEHTBI CIHHCBIBAIOTCS B JIEJIO0 MPEACENATENEM
TEPPUTOPHUAIIBHOM KOMHUCCHUM M TOMEIIAIOTCA B JIEJI0 B  COOTBETCTBUU

C HOMEHKJIATYPOU JI€JI TEPPUTOPUAITBHON KOMUCCHH.

3. OcHoBHBIE TPEOOBAHUS K NOATOTOBKE U 0OPMJICHHIO JOKYMEHTOB

3.1. JIOKymMeHTBI,  CO3[1aBa€Mbleé B  TEPPUTOPHUAIBHOW  KOMHCCHH,
opopmisitoTcsi Ha OllaHKaxX, HAa CTaHAAPTHBIX Juctax Oymarum ¢dopmarta A4
(210 x 297 mm) nim AS (148 x 210 Mm) 100 B BUAE DJEKTPOHHBIX JIOKYMEHTOB
U JIOJKHBI UMETh YCTAaHOBJICHHBIN COCTaB PEKBU3HUTOB.

3.2. JlokyMeHTBl O(OPMIISIOTCS Ha MPOIOJIBHBIX JHUOO YTJIOBBIX OJIaHKax
YCTAaHOBJICHHONW (POPMBI, HM3TOTOBJICHHBIX THUITOTPA(PCKUM WU KOMITBIOTEPHBIM
criocoboM (ripustoxkerue Ne 4).

B TepputopuanbHON KOMUCCHHA MOTYT OBITh YCTAHOBJICHBI CICTYIOIINE BUIBI
0JIaHKOB:

0JIaHK TPOTOKOJIA 3aCeIaHUs TEPPUTOPUATHLHON KOMUCCHUH;

OJIaHK pelIeHUsT TEPPUTOPHATBHON KOMUCCHH;

OJIaHK TpUKa3a MpeacenaTess TEPPUTOPUATILHON KOMUCCUU;

0JIaHK MIChMa TEPPUTOPUATTEHON KOMHUCCHUH.
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3.3.Ilpu moarotoBke JIOKyMEHTOB ¢ npumeHeHueM IIJ[ wmcnonb3yrorcs

JJIEKTPOHHBIE  IIA0JIOHBI  OJIAHKOB ~ JOKYMEHTOB, KOTOpPbIE  pPaBHO3HAYHBI
Y UJCHTUYHBI 110 COCTaBY PEKBU3UTOB, MOPSJIKY UX PACHOJIOKEHUS U TAPHUTYpPAM
mpudTa 61aHKaM JOKYMEHTOB Ha OyMa)KHOM HOCHUTEJIE.

3.4. lIokyMeHTbl OQOpPMIISIIOTCS B  COOTBETCTBUM C TpebGoBaHUSIMU
K JOKYMEHTaM, H3TOTOBJIIEMBIM C IIOMOIIIBIO MTEYaTAIOIIUX YCTPOUCTB, U K (ailiam
TEKCTOBBIX JJOKYMEHTOB (npuiiokeHue Ne 5).

3.5. Ilpu moxaroroBke M O(GOpPMIICHUHM JOKYMEHTOB JOJKHBI COOIIOAATHCS
npaBuiia 0POPMIICHUS PEKBU3UTOB, N3JI0KEHHBIE HIXKE.

3.5.1. Ha Onankax pnokymeHTOoB mnomemaercss repo Canxr-IletepOypra.
[Topsinok U3rOTOBJICHHUS], HCIIOJIb30BaHUS U XpaHEHHUs 0JIaHKOB
c BocripousBeeHueM repba Cankr-lIletrepOypra ycraHaBiauBaeTcsi 3aKOHOM
Cankr-IletepOypra ot 23 anpens 2003 roga Ne 165-23 «O neranbHOM OMUCaHUU
opumanbHbIX cuMBOJIOB CaHKT-IleTepOypra u nopsake ux UCIOIb30BAHUS.

KoHTponb 3a npaBUIBHBIM HCIIOJIB30BAaHUEM OJAHKOB M MX COOTBETCTBUEM
YCTAaHOBJICHHBIM 00pa3liaM OCYIIECTBISIETCS MpEACeAaTeIeM TEePPUTOPHATbHON
KOMHUCCHUM U pabOTHUKOM  ammapaTta, OTBETCTBEHHbIM 32  BEJCHHUE
JEJIONPOU3BOCTBA.

3.5.2. HaumeHoBaHue n30UpaTeIbHOM KOMUCCHH.

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

3.5.3. CnpaBouHbIe JaHHbIE 00 N30MpaTEIbHON KOMUCCHHU.

CnpaBo4yHbIE JaHHBIE O TEPPUTOPUAIBHOW KOMHMCCHUHM YKa3bIBarOTCS
B 0J1aHKaxX MHUCEM, HapUMep:

yn. Kanununckas, 1. 7, r. Ilereprod,
Canxkr-ITetepOypr, 198510
Ten. (812) 576-01-77, ®axc (812) 450-74-05
http://www.tik8.spbik.spb.ru
OKTIO 13810841; OI'PH 1037841005510;
MHH/KIIIT 7819029196/781901001
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3.5.4. HaumeHOBaHME BU/IA JOKYMEHTA.

HanmMeHnoBanue BU1a JOKyMEHTa YKa3bIBA€TCSl HA BCeX OJaHKaX M3/1aBaeMbIX
JIOKYMEHTOB (IIPOTOKOJ, PEIICHHE U T.]I.), 32 UCKIIOUCHUEM TTHUCEM.

3.5.5. [lata noKyMeHTa.

JlaToif TOKyMEHTa SIBJISI€TCSl JlaTa €ro MOJANUCaHMs, yTBepxKiaeHus. [laToii
IIPOTOKOJIA SIBJSIETCS JAaTa 3acCeAaHus, a aKTa — JaTa COOBITHS.

JIOKyMEHTBI, W3/IaHHbIE ABYMSI WM OOJiee OpraHU3alusIMH, TOJKHBI UMETh
OJIHY (€IMHYI0) ATy, COOTBETCTBYIOIIYIO 1aT€ MOAMUCAHUS JOKYMEHTA MOCIEAHUM
JOJKHOCTHBIM JIULIOM.

Haty nokymenTta ohopMIIIoT apabCckuMu udpaMu B OCIE0BATEIbHOCTH:
JIeHb Mecsla, Mecsll, rod. JleHb mecsna u Mecsl opopMIISIIOTCS BYMsl TTapaMu

apaOckux nudp, pa3aeseHHbIMA TOYKOM, TOJl — YEeThIphbMS apabckuMu Iudpamu,

HaIpumep:
17.01.2025
Jlomyckaetcst ciioBecHO-IIMGPOBOI criocod oopMIIeHUsI 1aThl, HAIPUMED:
09 suBaps 2025 r.

3.5.6. PeructpallnOHHBIN HOMEpP JIOKYMEHTA.

JIns BXOJSIIMX M MCXOIAIIUX JIOKYMEHTOB, OOpallleHUi — MHAEKC Jena
110 HOMEHKJIATYPE U, YePE3 KOCYIO YEPTY, MOPSAIKOBBII HOMEP IOKYMEHTA.

PerncrpanvoHHblii HOMEP AOKYMEHTa, H3JAHHOIO COBMECTHO, COCTOUT
U3 pa3deNeHHBIX KOCOM YepTOM PErucTpallMOHHBIX HOMEpPOB, MPHUCBOCHHBIX
OpraHU3alUsIMU — ABTOPAMU JTOKyMEHTa u PaCIOI0KEHHBIX
B MOCJIEIOBATEILHOCTH,  COOTBETCTBYIOIIEH  00O3HAYEHHWIO  HAMMEHOBAHUU
OpraHu3alyi B 3arojJOBOYHOM YaCTHU JIOKYMEHTA.

3.5.7. Ccpuika Ha pETrMCTPAUMOHHBIA HOMEP W JAaTy ITOCTYHHUBILIETO
JTIOKYMEHTA.

CcbUika Ha PETrMCTPALMOHHBIA HOMEpP M J1aTy MOCTYIHUBIIETO JOKYMEHTa
BKJIIOYAETCSI B COCTaB PEKBU3UTOB OyiaHka mucbMa. CcbUIKa MPOCTABISETCS

HCIIOJHUTCIICM IIPH ITOATOTOBKE ITMCbMA-0OTBCTA.
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3.5.8. MecTto coctaBieHus (U3AaHusA) JOKYMEHTA.

Mecro cocraBieHus (M3AaHMs) JIOKYMEHTa yKa3blBaeTcsi Ha OJlaHKe
KOHKPETHOTO BHJA JIOKYMEHTa. B OylaHKax MUCEM CBEIEHHUS O MECTE CO3JaHUs
JIOKYMEHTa cojepkarca B pekBusute «CrpaBouHble JaHHbIE 00 M30MpaTenbHON
KOMHUCCUNY.

[Ipy mpoAOABLHOM PacHoJIOKEHUH PEKBU3UTOB OJIAHKA MECTO COCTaBIICHUS
WIM W3JaHUs JOKYMEHTAa YKa3bIBAae€TCS B CEpPEAMHE CTPOKU MEXKIY JaTou
Y PETUCTPAIMOHHBIM HOMEPOM JIOKYMEHTa, a HpPH YIJIOBOM pPacCHOJIOKEHUH
PEKBU3UTOB — [10J] J1aTOM M PErMCTPALlMOHHBIM HOMEpPOM JIOKYMEHTa, OT Kpas
JIEBOTO TIOJIS.

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

[IpocraBiseTcst Ha TOKyMEHTax, COJIEpPKaluX HHPOPMALIUIO OTPAHUYEHHOTO
pacnpoCTpaHEHUs, KAacaloIllylcs JeATEJIbHOCTH OpraHu3aliii, OrpaHUYEHHUs
Ha PAcpOCTPAHEHHE KOTOPOH TUKTYIOTCS CIY>K€OHOM HEOOXOAMMOCTBIO, a TAKXKE
NOCTYIUBIIAS B TEPPUTOPUAIBHYIO KOMUCCHIO HECEKpETHAas: HH(OpMaLus, 10CTyIl
K KOTOPOW OIpaHUYEH B COOTBETCTBUM C (PeiepaaIbHbIMU 3aKOHAMH.

[lomeTka Ha JOKyMEHTaX, COJAEpKAIMX HH(POpPMAIUIO OrpaHUYEHHOIO
pacnpocTpaHeHusi, umeeT Bu « s ciyxxebHoro nonp3zoBanus» (nanee - JJCII).

[TomeTka mpocTaBIIseTCA B BEpXHEM MPABOM YTITy JIMLIEBOW CTOPOHBI IEPBOTO
JMCTa JOKYMEHTA OT I'PAaHUIbl BEPXHETO MOJIS.

3.5.10. Anpecar.

PexBU3UT «ApecaTy pacnoiaraeTcsi Cipana MnoJi peKBU3UTaMu OJIaHKa.

JIOKYMEHTBI aIpeCcylOTCsl B OpraHu3alliy, X CTPYKTYpHbIE MOIpa3iesieHus,
JOJDKHOCTHBIM  JIMIIAM ~ WJIM  TpakJaHaM TIpd OTBET€ Ha HUX OOpalleHus.
HaumeHoBaHMsS OpraHu3allid U CTPYKTYPHOI'O TOAPA3JEICHUS YKa3bIBArOTCS
B UMEHUTENILHOM MaJIeKe, HallpUMep:

Anmunuctpanus L{enTpanbHOTO paiona
Cankr-IletepOypra
IOpunuueckuii ornen
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Ecin AOKYMCHT aJpCCyCTCiad JOJDKHOCTHOMY  JIMIY, HAMMCHOBAHUC

opraHuisanunun YKa3bIBaCTCsA B HMCHUTCIBHOM naacixke, a JOJDKHOCTD

n (I)aMI/IJ'II/ISI — B JaTCJIBHOM. HpI/I 9TOM HMHHUIHAJIbl YKA3bIBAIOTCA ITOCJIC CbaMI/IJ'H/II/I,

Hanpumep:
Anmunuctpanus L{enTpaibHOTO paiioHa
Cankr-IleTepOypra
Havansauky oOuiero ornena
NBanosy H.II.
Ecmn JOKYMEHT aapecyercs PYKOBOJUTEIIO OpraHU3aluN

WJIU €r0 3aMECTUTENI0,  HAaUMEHOBAaHUE  OpPraHu3aldd  JOJDKHO  BXOJUTh
B HAMMEHOBAHHE JTOJDKHOCTH aJipecaTa, HalpuMep:

3aMecTuTelo aupekTopa Beepoccuiickoro
Hay4YHO-UCCJIEI0BATEIBLCKOTO HHCTUTYTA
JIOKYMEHTOBE/ICHUS U apXUBHOTIO JIeia

Cwmupnosy 1111

Ecim  nokymMeHT aJpecyercss OpraHu3aliHd, CHayalda YyKa3blBAETCS

€€ HaMMEHOBAHUE, 3aTEM MTOYTOBBIA aJipec, HApUMeEp:

LlenTpanbHas n3duparenbHas KOMUCCHS
Poccniickon @enepanun

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

JlomyckaeTcsi LIEHTpUPOBaTh KaXAyl0 CTPOKY pEKBH3UTa «AJpecaT»
10 OTHOIIEHUIO K CaMOW JJIMHHOM CTPOKE.

JlomyckaeTcsi MCHONBb30BaTh  O(PUIIMAIBHO MPUHSATHIE  COKpAIEHHBIE
HAaMMEHOBAaHUS OPraHoOB TOCYJapCTBEHHOW BIJIACTH, MECTHOTO CaMOYIpaBJIECHUS,
OpraHU3aIuu.

[TouToBBIN ajpec yKa3bIBa€TCs B MOCIEIOBATEIBHOCTH, YCTAHOBJIECHHOM
[IpaBunamMu OKa3aHus YCIOyr TOYTOBOM CBSI3U, YTBEPXKACHHBIMU IPUKA30M

MunucrepctBa 1M(POBOTO pPa3BUTHSI, CBS3M M MACCOBBIX KOMMYHHUKAITUI
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Poccuiickoit @enepaunn ot 17 anpens 2023 roga Ne 382 «O0 yTBepkIeHHH

HpaBI/IJI OKa3aHusAg yCJIyr IIOYTOBOM CBSI3U».
Ecmn JAOKYMCHT OTIIPABJICTCA B HCCKOJILKO OAHOPOAHBIX I'OCYAapCTBCHHBIX

OpraHOB WJIM OPTaHU3ALMI, UX CIEIYET YKa3blBaTh 000OIIEHHO, HAIPUMED:

HpeI[CCI[aTCJ'ISIM Y4aCTKOBBIX KOMHMCCHH

JIOKyMEHT He JIOJDKEH Co/IepKaTh 0oJiee 4eThipex aapecaTtoB. CI0BO «KOIHUSDY
nepe1 BTOPbIM, TPETHUM, YETBEPTHIM aPECaTOM HE YKa3bIBACTCHI.

[Ipu HanmpaBieHUU AOKyMEHTa OoJiee 4eM B YETHIPE ajipeca COCTaBIISIETCS
CIIUCOK PACCBUIKM  YCTaHOBJIEHHOM (opMbl (mpuiokeHue Ne 6), KOTOpPBIH
MOJIHUCHIBACTCS MPEACEIATENEM TEPPUTOPUATIBHON KOMUCCHH.

[Ipu anpecoBanuu JOKyMeHTa (PU3UYECKOMY JIMIy BHA4ajle yKa3bIBAIOTCS
dbaMuIisa ¥ HTHULHAJIBI TTOJTy4YaTeIsl, 3aTeM IIOYTOBBIN ajipec, HalpuMep:

®omuueny I1.1.
MockoBckuii nip., oM 135, kB. 10,

Cankr-IletepOypr,
190005

[Ipu oTmpaBke MUcbMa MO AJIEKTPOHHON MOYTE WM MO (PaKCUMUIBHOU CBSI3U
(0e3 moChUIKM MO MOYTEe) MOYTOBBIN azpec He ykasbiBaercs. [Ipu HeoOxoaumMocTH
MOXXET OBITh YyKa3aH aJpec DdJIEKTPOHHOM mouThl (HoMmep Tenedona/dakca),
HaIpumep:

MWUHHCTEPCTBO FOCTUIIUU
Poccniickont @enepanun
mail@minjust.ru
3.5.11. I'pud yTBEpkaeHUS JOKYMEHTA.
JIOKyMEHT  YTBEpXAAE€TCS JOHKHOCTHBIM  JIMIIOM WM CHEUUAIbHO
U3/1aBa€MbIM JOKYyMEHTOM.
[Ipu yTBepKI€eHUU TIOKYMEHTa JOJKHOCTHBIM JIULIOM TpU( yTBEPKICHUS
noikeH coctoATh u3 cinoa Y TBEPKJIAIO Ge3 kaBbiuek v MpOMUCHBIMUA OyKBaMuU

U Ha cne):[y}omeﬁ CTPOKE — HAMMCHOBAHUC JOJIDKHOCTH, IIOAIINCH,
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(mpu opopmiieHnn Ha OyMa)KHOM HOCHTEJE), HHHULIMAIBl W GaMuius JIHIa,

YTBEPIMBILETO JOKYMEHT, JaTa yTBEPKACHUS.
['pud yTBEepKIaeHHS pacroyiaraloT B MPaBOM BEPXHEM YTy MEPBOTO JIUCTA
nokymeHta. B rpude yTBepkIeHHS MOMyCKaeTcs LEHTPUPOBATh JIIEMEHTHI

OTHOCHUTEJIBHO CaMOM I[J'IHHHOfI CTPOKH, HAITPUMCEDP:

YTBEPXJIAIO
npeaceaaresb TeppuTopuaibHON
n30upaTenbHON KoMmuccuu Ne 6

IIoAIInuCh HWHHUIIUAJIIbI, CbaMI/IJ'H/IH
Jara

[Ipu yTBEp)kIEHUHU NOKYMEHTA MOCTAHOBJIECHUEM, MPOTOKOJIOM, PEIICHUEM,
pacriopsikeHueM Tpud  yTBepxkaeHus coctouT u3 cioa Y TBEPXJ/IEH
(VTBEPXIEHA, VYTBEPXJIEHbI wmu VYTBEPXJIEHO) 6e3 kaBbIuek
U IPOMUCHBIMU ~ OyKBaMH,  HAWMMEHOBAaHMS  YTBEPKAAIOUIEr0  JOKYMEHTa

B TBOPHUTCIBbHOM ITaJICIKC, CI'O IAaThl U HOMCPA, HAIIPHUMCEDP:

YTBEPXIEH
pemennemM TeppuropuanbHOi
n3ouparenbHo komuccuu Ne 8
oT 24 suBaps 2025 r. Ne 130-7

3.5.12. Yka3zaHus o UCIOJHEHHUIO JOKYMEHTA (PE30IIOIus).

VYka3aHusi MO HCHOJHEHUIO JOKYMEHTa MOTYT OBbITh HAalMCaHbl OT PYKH
npeacenareyaeM TEePPUTOPUATbHOM KOMHUCCHM HAa MOMJIMHHHUKE JIOKYMEHTa
Ha CBOOOJTHOM OT TEKCTa MecTe Win ohOpMIIEHBI Ha OTJEIBLHOM JHUCTEe (popmaTa
A6 (105 x 147 Mmm), TPWIOKEHHOM K JOKYMEHTY. YKa3aHHsl MO HCIOJTHEHHUIO
JIOKyMEHTA BKJIIOUAIOT bamunuu u WHULIAAIIBI UCITOJIHUTEIEH,
Ipu HEOOXOUMOCTHU — COACPKAHUE TMOPYUYEHHUs, CPOK HCIOIHEHUS, MOJIMUCH

(mpu opopmiieHrH Ha OYMa)KHOM HOCHUTEJIE) PyKOBOJIUTENIS U JIaTy, HAIpUMED:
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Cuzony A.IO.

I'puropsery B.C.

[Ipomry paccMOTpeTh U 1aTh OTBET
k 14.02.2025

MOJTHCH
naTa

VYKkazaHus 1O HUCHOJHEHHUIO JTIOKYMEHTa TaKXe MOTYT ObITb OQOpPMIIEHBI
c ucnoip3oBanueM IIJ[ ¢ mnpuMeHEHHEM »HIEKTPOHHBIX I1a0JOHOB OJIAHKOB
JIOKYMEHTOB.

3.5.13. 3aroyioBOK K TEKCTY IOKyMEHTa (HAaMMEHOBAaHUE JOKYMEHTA).

3arojoBOK K TEKCTy JOKYMEHTa JOJDKEH KpPaTKO M TOYHO PaCKphIBATH
€ro cojepkaHue M ObITh COTJIAaCOBaH C HAaWMEHOBAaHHMEM BHJIa JIOKYMEHTA.
3aroJ0BOK MOKET OTBEYATh Ha BOIPOCHI:

«0 yeM (0 KoM)?», HarTpuMep:

Pacnopsikenue — O cozgaHuu DKCEPTHOW KOMUCCHH;

«4ero (kKoro)?», HanpuMmep:

JIOMKHOCTHOM PETIIaMEHT BEAYIIETO CIEUAIACTA;

AKT 00 YHUUYTOXXEHUH TOKYMEHTOB C HCTEKIITUMHU CPOKAMH XPaHEHUSI.

3aroyIoBOK COCTaBJISCTCS JTUIIOM, TOTOBSIIIIUM MPOCKT JOKYMEHTA.

3aroy0oBOK, COCTOSIIIMK W3 ABYX W OoJiee CTPOK, MeyaTaeTcs depe3 OAHH
MEXCTPOYHBIM WHTEpBaj, TOYKAa B KOHIIE 3arojloBKa HE CTAaBUTCS. 3arojloBOK
pacrmoyiaraeTcsi Ha TIEPBOM JIMCTE HaJ TEKCTOM JOKYMEHTa TIO IIEHTpY,
a mpu 0OPMIICHUU MTHChMa — OT TPAHUIIBI JIEBOTO TOJIA.

3.5.14. TekcT JOKyMEHTA.

Texcr mokymeHTa OGOPMIISIOT B BHAE CBS3HOTO TEKCTA, TaOIHIIBI
WM COCTUHEHUS dTUX CTPYKTYP.

Texcr JgOoKyMeHTa JIODKEH  M3/IaraThCss KpaTko ©  sCHO, OBITh
apryMEHTUPOBAHHBIM, OOCCIICYMBATh TOYHOEC W OJHO3HAYHOEC BOCHPHATHE

coJiepKaIieics: B HeM HHGOPMAIIHH.
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TekcT noKyMeHTa AOJKEH, KaK ITPAaBUIIO, COCTOSATH U3 ABYX YacTel. B nepBon

4acTH YKa3bIBAIOTCS IIPUYMHBI, OCHOBAHMS, LEJIHM COCTaBJICHUSA JIOKYMEHTa,
BO BTOPOU — PEIICHHUS, BBIBOJIBI, TPOCHOBI, MPEIOKESHHSI, PEKOMEHIAIUH.

TekcT MOKyMEHTa MOXKET COAEpKaTh TOJBKO 3aKIIOUHUTEIBHYIO YacThb
(Hampumep, pacropsKEHUE — PACTIOPSIIUTENBHYI0 4YacThb 0€3 KOHCTaTUPYIOILIEH,
MUCHMO, 3asBJIEHUE — TPOCHOY O€3 MOSICHEeHN).

B Tekcre nOKyMeHTa, NOATOTOBJIEHHOIO HAa OCHOBAaHUMU 3aKOHOJATEIIBHBIX,
WHBIX HOPMATHBHBIX IPAaBOBBIX AaKTOB, W3JAHHBIX OpraHaMU TIOCYJapCTBEHHOMN
Bractu u ynpasneHusi, UK Poccun, Canxt-IlerepOyprckoit uzbuparenbHOU
KOMHCCHEH, paHee WU3JaHHbIX TEPPUTOPUATIBHOM KOMHUCCHEHN, YKa3bIBAIOTCS
HAaMMEHOBAaHHUE BHUJA JOKYMEHTAa, HAUMEHOBAaHWE OpraHa, M3JaBIIEro JTOKYMEHT,
JaTa TMPUHATUS WIA YTBEPKIACHUS JTOKYMEHTa, €ro PErMCTPalMOHHBIA HOMEp,
a TAKX€E 3aroJIOBOK JOKYMEHTA, 3aKJIIOUEHHBIN B KaBBIYKU.

[Ipu ynorpebneHnu B TEKCTE (paMUIIMIA JIML MHULMAIBI YKa3bIBAIOTCS MTOCIIE
bamunuu.

TekcTbl JOKyMEHTOB OOJIBIIOTO 00bEMa MOTYT JEIUThCA Ha pasJieibl,
NO/IPa3/Ieibl U MyHKTHI, KOTOPbIE HyMEPYIOTCS apaOCKuMu 1 pamu, HalpuMep:

1. Paznen
1.1. ITonpaznen
1.1.1. ITyHkT

AO3a1pl BHyTpPY MYHKTOB HE HYMEPYIOTCS.

B nucbmax ucnonb3yroT ciaeayronme GopMbl U3TI0KEHUS:

or l-ro nmma wMHoxecTBeHHOro uyucina («[Ipocum  HampaBUTh
uH(popmaiuio...», «Hanpasisem Ha 3aKIIIOUEHUE TTPOEKT...» U JIp.);

OT 3-ro0 Juua EeIWHCTBEHHOrOo 4ucia («TEeppUTOpUATIbHAS KOMHCCHUS
HE CYUTAET  BO3MOXHBIM...»,  «TEPPUTOpPHATbHAS  KOMHUCCHS  Mpeiaraer
paccMOTpPETh BO3MOXKHOCTb...»).

I'padpr u cTpokm TAOMUIIBI JOJKHBI MMETH 3arojOBKH, BBIPAKCHHBIC
CYIIECTBUTEJIbHBIM B HMMEHHUTENIbHOM majaexe. l[lomzarosioBku rpad U CTpPOK

JOJIXKHBI OBITH COTJIACOBAHBI C 3ar0JIOBKaAMH.
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Ecnu Tabmuity medararoT Oojiee 4em Ha OJIHOW CTpaHMIIE Ha CIICTYIONTUX

CTpaHUIaX MOTYT OBITh Hale4aTaHbl 3arojOBKHU Ipad WM MX HOMEpa (B ciyuyae,
ecny rpadbl TaOIUIIBI HA TIEPBOM JIUCTE MTPOHYMEPOBAHbI).

3.5.15. OT™eTKa 0 HAIMYWU TPUIIOKEHUH.

OTmeTKa 0 HAJIMYUU TIPUIIOKEHUI pacroiaraeTcsi OT TpaHUIlbl JIEBOTO MO
II0CJIE TEKCTA Mepet MOAUCHIO.

CH0BO «IIPUIIOKEHUE) MEYATAaeTCsl B €UHCTBEHHOM WJIM MHOXECTBEHHOM
YHUCJIE B COOTBETCTBUU C KOJUYECTBOM IPUIIOKEHUM.

Ecnm HOKyMEHT HMeeT NpWIOKEHHE, Ha3BaHHOE B TEKCTE, OTMETKa

0 €ro Hamm4uu oopmIIsieTcs o cleayrolien gopme:

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

Ecan AJOKYMCHT HMMCCT IIPHJIOKCHHUC, HC HA3BAHHOC B TCKCTC, HJIN CCIIHU
HpI/IJ'IO)KCHI/Iﬁ HECKOJIbKO, UX HAWMMCHOBaHHA HCO6XOI[I/IMO NEPEUNCIINTL I10CJIC
TCKCTAa NOKYMCHTaA IICPCH IIOAIUCHIO C YKA3aHUCM KOJHYCCTBA JIMCTOB B KAXXKIOM
IMPHIIOKCHUHU N KOJIMYCCTBA OK3CMINIAPOB, ITPU HAJTUINH HCCKOJIBKUX HpI/IJ'IO)KeHI/Iﬁ

UX HyMEPYIOT, HAIpUMED:

[Tpunoxenus: 1. Ilonoxenue 00 DxcnepTHON KoMuccuu Ha 15 1. B 1 9K3.

2. IlpumepHast HOMeHKIaTypa fen Ha 14 1. B 1 3k3.

Ecnu npunosxxenus cOponmtopoBaHbl, TO KOJIUYECTBO JUCTOB HE YKA3bIBACTCS.
Ecnu npuitokeHune HarpasisieTcsl HE BO BCE YKa3aHHbBIE B IOKYMEHTE aJpeca,

TO OTMETKA O HAJIMYUU MPUJIOKEHUsT oopmIIsieTes 1o cheaytoniei Gpopme:

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

Ecimn k nokyMeHTy mpwiaraercs Ipyrov JIOKYMEHT, TaKXe HWMEIOLIUN
OPUJIO’KEHUE, TO OTMETKAa O HAJWYMM TMPWIOKEHUS OGOPMIISIETCS CIEAYIOLIUM

obOpazom:
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[Ipunoxenue: mnucbmo Cankt-IlerepOyprckoil  M30MpaTeNbHON KOMHUCCHH
ot 15.11.2024 Ne 01-18/450 u mnpumoxxeHue K HEMY, BCETO
Ha 15 ;.

Ecnun npuiioxeHueM sBiseTcss 000COOJIEHHBI AJIEKTPOHHBIA HOCHUTENb
(KOMITaKT-TUCK, usb-QIien-HaKomuTeb U Jp.), TO OTMETKA O HATUYUU MPUI0KCHHS

oopMIIsieTCs CIEAYIOIUM 00pa3oM:

[Tpunoxenue: CD B 1 3Kk3.

I[Ipy »ToM Ha Hocutrene (BKJIaubIne (KOHBEPTE)), YKa3bIBAHOTCS
HAaWMEHOBAHUS JIOKYMEHTOB, 3alTMCAHHBIX Ha HOCUTEIb, UM UMeHa (haiJioB.
B pemenusax u npukazax CBEACHHUS O HAIMYWW MPUIOKEHUN YKa3bIBAIOTCS

B TCKCTC, HAITPUMCDP:

«Pa3pabotath M TpenCTaBUTh MPOEKT IUIaHa 1o (opme, YyKa3aHHOU
B IIprutoxeHuu Ne 1»
1705

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

Eciom B gOKyMmMeHTe, K  KOTOpOMY  OTHOCHUTCS  IIPHIIOXKEHUE,
OHO HE YTBEPKIAETCs, a IIPOCTO COAEPIKUTCS CCBIIIKA HA HEro, TO Ha IIEPBOM JIUCTE
IPUIIOKEHUS B IPABOM BEPXHEM YIITy YKa3bIBa€TCsl, K KAKOMY PELIEHUIO (TIpUKa3y)
IIPUJIOKEHUE OTHOCUTCS, 4 CTPOKM MOTYT LEHTPOBATHCS OTHOCUTEIBHO CaMOU
JUIMHHOM CTPOKH, HAIIpUMEp:

[Ipunoxenue
K MpUKa3y NpeacenaTens
TepputopuanbHON N30UPATEITHHOM
komuccuu Ne 8
ot 14 mapra 2025 1. Ne 27-pn
[Ipy HaTMYMU HECKOJIBKUX MPHUIOKEHUN OHU HYMEPYIOTCS, HalpuMmep,

npuioxenue Ne 1, mpunoxxenue Ne 2 1 Tak nainee.

3.5.16. Iloamuce.

B cocrtaB noanucu BXoIAT: HAUMEHOBAHUE JI0KHOCTH JIUIIA, TTOITHUCABIIETO
JIOKyMEHT, €r0 COOCTBEHHOpYYHasi MOJIMHUCH, KOTOpas OQOpPMISETCS CUHUMU

WM Y€PHBIMH YEPHWIAMH, paCIIM(PPOBKA NOANMUCH (MHULUAIBI, (DaMUIINSA).
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Ecnmu pokymenT odopmisiercss Ha OllaHKE TEPPUTOPUAIBHON KOMMCCHUH,

TO PEKBU3UT BKJIKOYACT HAMMEHOBAHUE [JOJDKHOCTH JIMLA, IOANKUCHIBAIOLIETO
JIOKyMEHT, €r0 COOCTBEHHOPYYHYIO TOAINHKCH, PACIIH(PPOBKY MOAMUCH (MHUITAAIIBI

1 (hamMuIInIo), HaIpUMep:

[Ipencenarens MOAITHCE WHULHABI, (DaMUITHS

Eciu [OKHOCTHOE JUIO, MOANMCh KOTOPOTO 3aroTOBJIEHA HA IPOEKTE
JOKYMEHTa, OTCYTCTBYET, TO IOKYMEHT IOJANUCHIBAET €T0 3aMECTUTEIb WM MHOE
JWLO, UCHOJHSAIOUmEE €ro o0sA3aHHOCTH. [Ipm STOM 00s3aTEBHO yKa3bIBAIOTCS
dakTUyeckass JOKHOCTH JIMIA, TOAMHMCABILIETO JOKYMEHT, M €ro Qamuius.
He nomyckaercst noaqnuceIBaTh JOKYMEHTHI C PEJIOTOM «3a» WM MPOCTaBICHUEM
KOCOH 4epThl Nepe] HAMMEHOBAHUEM JOJKHOCTH.

Ecnu nokyMeHT odopmiisiercss He Ha OaHKe, TO PEKBU3UT COACPKUT IMOTHOE
HAauMEHOBaHUE JOJKHOCTH Jvna, MOJIHCABIIETO JOKYMEHT,
€ro COOCTBEHHOPYYHYIO  NOJANHCh,  PAaCIIM(PPOBKY  MOANUCH  (MHULIAAIIBI

U (haMUITUIO), HATTPUMED:

[Ipencenarens TeppuropuanbHOU
n30upatenbHON komuccun Ne 8 MOJAMKUCH WHULUAIBI, (HaMIIUs

[Ipy noanucaHuuM JOKYMEHTA HECKOJBKUMHU JIOJKHOCTHBIMU JIMLIAMU
UX MMOJANMCH  PACIIOJAraroTCs OJHA IMOJ JPYyrod B  IOCIEIOBATEIBLHOCTH,

COOTBETCTBYIOIICH 3aHMMaeMOM JOJKHOCTH, HAIIPUMED:

[Ipencenarens IToanuce WHULMANBI, (haMUITHS

['maBHbI OyxTranTep [Tonnuce WHULMANBI, (haMUITHS
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HpI/I MMOANMCAHNH JOKYMCHTA HCCKOJIBKHUMMU JIMIaMHU, 3aHUMAatOIIIUMU PABHBIC

JOJDKHOCTH, UX MOAIIMCH pacCIiojararoT Ha OJHOM YPOBHE, HAIIPUMEDP:

Havanpauk Havanbauk
IIPaBOBOTO OTJENA OpPraHU3allMOHHO-METOANYECKOTO
oTIeia
MOJAMUCh WHUILMAIBI, (DaMUITHS MOANUCh WHULHABI, (haMIITHS

B mokymeHTe, MOAroTOBJIEHHOM KOMHUCCHUEHN, MOAMUCH PACIIONIAralTCs OJHA
noA apyroi. IlepBeIM yKa3bIBaeTCs MpejiceaTesib KOMUCCUH, a (PaMUITMU YJIEHOB

KOMHCCHH PACIoJIaratoTcs B aji)aBUTHOM TOPSIIKE, HATIPUMED:

[Ipencenarens KOMUCCUU MOJIHCH WHHITAAIBI, (haMUIIUs
YJieHb KOMHUCCHH MOAITHCH WHULHABI, (DaMUITHS
MOAIIHNCH MHHITAAIBI, (haMUIIUs
MOAITHCH WHULHABI, (DaMUITHS

Ecnmu moxkyMeHT cocTaBlieH Kak NpujaraeMas K OCHOBHOMY JOKYMEHTY
CTpaBKa WU HHPOPMAIHS, TO OH 0(POPMIIIETCS B COOTBETCTBHH C ITyHKTOM 3.5.15,
a BMECTO IOJIIUCH T0JT TEKCTOM JIOKYMEHTA, KaK MPaBHIIO, YKa3bIBaeTCs (paMuius,
UM, OTYECTBO UCTIOJTHUTEIIA.

3.5.17. OTmeTKka 00 JEKTPOHHOMN TTOATMKCH.

[TpocTraBiseTcss Ha BU3YaIM3UPOBAHHOM DJICKTPOHHOM JIOKYMEHTE B MECTE
pacrojIoKeHUsI COOCTBEHHOPYYHOM MOIIUCH JODKHOCTHOTO JIMIA B JIOKYMEHTE

Ha OyMa)XHOM HOCHUTEJIE, HallpuMep:

[Ipencenarens AOKYMEHT NOANWUCAH
. NPOCTOM NOANUCHIO
TepputopuanbHOU

30MpaTENbHOU KOMUCCHH No 8 | XYBQCT/PIZLIBG 404 6LTHNQPOMVDVUYE - N.B. Upununa

AeRcrunrenss:Bes cpoxa AEACTEMN
Brapeneu:Upwena Hura ButansesHa

DJIeMEHTBI OTMETKH 00 3JICKTPOHHOHN IOAIMCH JOJDKHBI OBITh BHIMMBIMHU
Y YMTACMBIMH ITPH OTOOPKECHUH JOKYMEHTA B HATYpaJIbHOM pa3Mepe.
DNeMEeHThl OTMETKH 00 3JICKTPOHHOM MOJIUCH HE JAODKHBI MTEPEKPHIBATHCS

WJIN HAKJIaAbIBATHCA APYT HA ApyTa.
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DneMeHTbl OTMETKH 00 3JEKTPOHHOW MOIMHCH HE JOJKHBI NEPEeKpPhIBATH

AJIIEMEHTBl TEKCTa JOKyMEHTa U JpPyrue OTMETKM 00 HIIEKTPOHHON MOAMHUCH
(Ipy HATUYHH).

B cnydae, ecnm 2IEKTpOHHAs MOANUCH COAEPKUT METKY JOBEPEHHOTO
BPEMEHHU, OTMETKa 00 3JIEKTPOHHON MOJANMHUCH JIOJKHA 0053aTeNIbHO BKJIIOYATh
nH(OPMAITUIO O JTaTe U BPEMEHH MOITUCAHUS JOKYMEHTA dJIEKTPOHHON MOAMHCHIO.
BHenHnuit BUa METKH JOBEPEHHOI'O BPEMEHU Y BHEILIHUM BUJ ITPOCTOU JJIEKTPOHHOU
MOANUCHA  YCTAHABJIMBAETCS  JIOKAJIbHBIMM  HOPMATUBHBIMU  aKTaMU  WJIU
10 COMVIAIIEHUIO CTOPOH JOKYMEHTO00O0pOTA.

3.5.18. I'pud cormnacoBaHwus.

I'pu¢d cornacoBanusi coctoutr u3 cioBa COI'JTACOBAHO 6e3 kaBbluek
Y TIPOIUCHBIMU OyKBaMU, HAMMEHOBAHUS JOJKHOCTH JIMIA, KOTOPHIM COTJIaCOBaH
JOKyMEHT (BKJIIOYAasi HAaWMEHOBAHHME OpraHU3alluH), €ro COOCTBEHHOPYYHOMU
noanucu (mpu oQopmiaeHUH Ha OyMa)KHOM HOCHTEINE), pacliu(pOBKUA MOINUCH

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

COI'JTACOBAHO
Cexperapsp TepputopuanbHOU
n3ouparenbHoi komuccuu Ne 8
MOANKUCh MHUIMAIIBI, (paMUITUS
naTa

Ecnmu cormacoBanume OCymIeCTBISETCS MPOTOKOJIOM WM  THCHMOM,
TO COTJIaCOBaHUE OPOPMIISIETCS CIAEAYIOITUM 00pa3oM:

COTI'JTJACOBAHO
MIPOTOKOJIOM 3aceaHus
aTTeCTAllMOHHOW KOMHCCUH
TepputopranbHON H30UpPATEITHHOM
komuccuu Ne 8
ot 14 gespans 2025 . Ne 16

WIIN:

COI'JTACOBAHO
nuceMoM PocapxuBa
ot 05 mapta 2025 r. Ne 4-15/46

I'pud cornmacoBanusi NOKyMEHTa B 3aBUCMMOCTH OT BHJAA JOKYMEHTa
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¥ 0COOCHHOCTEH ero 0(pOPMIICHUS MOKET IPOCTABIISITHCS

Ha TIEPBOM JIMCTE JOKYMEHTa B JIGBOM BEPXHEM YIJIy Ha ypoBHe Tpuda
YTBEPKJCHUS WIIH 110]] HAMMEHOBAHUEM JIOKYMEHTA OJIMKE K HUKHEMY IOJIIO;

Ha MOCJEIHEM JTUCTE JOKYMEHTA MOJT TEKCTOM;

Ha JIMCTE COTJIACOBAHMSI, SIBJISIOIIEMCS] HEOThEMJIEMOM YacThIO IOKYMEHTA.

3.5.19. Buza.

BuyTpennee coriacoBaHue npoeKkTa JOKyMeHTa 0(hOpMIISIEeTCs] BU3OM.

CornacoBaHue IPOEKTa JOKYMEHTa MOKET OCYIIECTBIAThCS cpeacTBamu [1/].
[Ipu cornacoBaHuM MpOEKTa JOKYMEHTA Ha OyMa)XHOM HOCUTEJIC BH3a BKJIIOYACT
MOANKUCHh BU3UPYIOLIETo, paciiu@poBKY MOANUCH (MHUIIUAJBI, (paMuus) U Jary,

IPU HEOOXOUMOCTH MOXKET OBITh YKa3aHa JOJKHOCTh BU3UPYIOIIET0, HAIIPUMED:

Cexperapp TepputopuanbHOn
n3buparenbHoOM Komuccuu Ne 8

IIOAITHUCH HHHHH&HH,@&MHHHH

Jara

[Ipn HanmMuuu 3aMeyvaHuid K JOKYMEHTY BHU3a O(QOpPMIIIETCA CIEAYIOIIUM
obpazom:

3ameuaHus NMPUJIararTCs

Cexperapsp TepputopuanbHOU
n3ouparenbHou komuccuu Ne 8

IMoAITNCH HHHHH&HH,@&MHHHH

Jara

3amMeuaHus  UW3JIAraloTcsi Ha  OTAECIBHOM  JIUCTE, MOJANHUCHIBAIOTCS
U TIPUJIAraroTCs K JOKYMEHTY.

JlonyckaeTcsi HOJIMCTHOE BU3UPOBAHUE JOKYMEHTOB U MPUIIOKEHUN K HUM.

Ecnu noaIMHHUK TOKYMEHTa OCTAE€TCSl B TEPPUTOPUATIBHON KOMUCCHH, BU3bBI
MPOCTABJISIOTCS B HIKHEM YacTH OOOpPOTHOM CTOPOHBI TMOCIEIHErO JIUCTa

MMOAJIMHHUKA NOKYMCHTA.
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JIns MOKyMEHTa, MOJJIMHHHUK KOTOPOTO OTIPABISAIOT M3 TEPPUTOPUATIBHOU

KOMHUCCHH, BU3bI IIPOCTABISIOTCS B HWYKHEH YAaCTH JIMLEBOM CTOPOHBI ITOCIEIHETO
JIMCTa KONMH OTHPABIISIEMOIO TOKYMEHTA.

3.5.20. [Ieuars.

Ileyate  3aBepseT NOJJIMHHOCTh  IMOJIMCH  JOJDKHOCTHOTO  JIMLA
Ha JOKYMEHTAX, YJAOCTOBEPSIOIIMX MPEIyCMOTPEHHBIE IPABOBBIMH aKTaMU
NOJHOMOYMSI JOJDKHOCTHBIX JIML] WM  (PUKCUpPYIOIMX (aKThl, CBS3aHHBIE
C pMHAHCOBBHIMM  CpEACTBaMH, a  Takke Ha  HMHBIX  JIOKYMEHTaXx,
IIpeayCMaTPUBAIOIINX 3aBEPEHUE TTOJIMHHON ITOITNCH.

[leyatp craBuTCA Ha CBOOOJHOM OT TEKCTa MECTE, HE 3axBaThbIBas
COOCTBEHHOPYYHON MOJANKCH JOJKHOCTHOTO Jjula. Ileyat MoOeT 3axBaThIBaTh
4acTh HAMMEHOBAHUS JOJDKHOCTH JIMIA, IOAIMCABIIErO JOKYMEHT.

B nokyMeHTax, MOArOTOBJIEHHBIX HAa OCHOBE YHU(ULHPOBAHHBIX (GOpM,
neyaTh CTaBUTCS B MecTe, 0003HaY€HHOM O0TMETKOM « MID» min nHbIM 00pazom.

3.5.21. OTmeTKa 0 3aBEpEHHUH KOIUHU.

JUist 3aBepeHHs] COOTBETCTBUSI KONHMHM JOKYMEHTA NOJJUHHUKY HIKE
pekBusuTa «llogmmuce» mpocCTaBiIsAE€TCS OTMETKAa O 3aBEPEHUM  KOIMU —
3aBepUTENIbHAsg Haanuch «BepHO», AOKHOCTH JIMIA, 3aBEPUBIIETO KOIMIO,
ero coOOCTBEHHOpYYHas MOANKCh, paclIM(ppoBKa MOJANUCH U JaTa 3aBEpEHUS,

HaIpuMep:
Bepno
[Ipencenarens TeppuTOpHATEHON KOMUCCUA
ITOJITUCH WHULHABI, (DaMUITHS
narta

Jlomyckaercst 3aBepATh NOKYMEHTBI OTMETKOM «BepHO» MpOCTaBIECHUEM
mraMmna ¢ yKa3aHueM  JOJDKHOCTHM  JIMIA,  3aBEPUBIIETO  KOIIHUIO,

ero coOCTBEHHOPYYHOU MOJINUCH, Paciiu(PPOBKH MOMUCH U IaThl 3aBEPEHUS.
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B ciyyasx, mpenycMOTpEeHHBIX 3aKOHOIATENBCTBOM Poccuiickon Denepanuu

0 BbIOOpax U pedepeHaymMax, TPH 3aBEPEHUN KOIMHUU JOKYMEHTa TaKXKe
MIPOCTABIIICTCS BPEMsI 3aBEPEHUSI.

[Ipu mepechlIke KONMMHM JOKyMEHTa B JPYTHE OpraHW3allid WU BbIade
¢¢ Ha PyKHU 3aBEPHUTEIIbHAS HAJIIHUCh YI0CTOBEPSACTCS COOTBETCTBYIOIICH ITEUaThIO.

JIMCTBI MHOTOCTPAHUYHBIX KO HyMEPYIOTCSI, OTMETKA O 3aBEPCHUH KOTTHH
JOTIOJTHSACTCS yKa3aHUEM KOJIMYECTBA JIUCTOB KOIMUHU «Bcero B KOMUU _ JIUCTOBY.
Ha komusx MHOTOCTpAaHWYHBIX JOKYMEHTOB OTMETKa O 3aBEPEHUU KOTHH
MIPOCTABIIACTCS HA KAXKJOM JIUCTE TOKYMEHTA WIJIH Ha TIOCJICTHEM JINCTE TIPOIITUTOTO
WM CKPETUICHHOT'O MHBIM 00pa3oM JOKYMEHTA.

3.5.22. OTMeTKa 00 UCIIOJIHUTEIIE.

OtMeTka 00 HMCIOJHHUTENEC BKJIIOYaeT B ceOs (aMHIIMIO, UMS M OTYECTBO
(Ipu HATMYKMM) HWCIIOIHUTENS JOKYMEHTa M HOMEp €ro ciyxeOHoro TtenedoHa
C KOJIOM perrnoHa (B CiIy4yae HampaBlIeHUs JOKYMEHTAa B aJpec M30MpaTeIIbHBIX
KOMHCCUH MOXET YyKasbIBaThCs HOMep ciykeOHoro tenedona ATCB). OtmeTky
00 UCIIOJIHUTENIE pACTIOaraloT Ha JUIEBOM WM, TPH OTCYTCTBHU MECTa,
Ha 000POTHON CTOPOHE TOCJIETHEro JIMCTa JOKyMEHTAa B JIEBOM HIDKHEM YTIIY

mpudTom 10 MyHKTOB, HATTPUMED:

3yb6aper Bragumup Uibnd
(812) 356-85-31

3.5.23. OtMeTKa 00 UCTIOTHEHUHU JOKYMEHTA.

OtMeTka 00 WCMOJHEHMM JOKYMEHTa W HANpPaBJICHUH €r0 B JIEI0 MOTYT
BKJIIOUYATh CJIEAYIOIIME JaHHbIC: KpaTKue CBeJeHUsS 00 HCIOJHEHUU JTOKYMEHTa
(Ipu  OTCYTCTBHM JOKYMEHTA, CBHJICTCIBCTBYIOMIETO OO0 WCIOJHEHUH), ATy
¥ HOMEp MUMEIOIIErocs JOKyMEHTa 00 MCIIOIHEHHH, ciioBa «B neno», HoMmep nena,
B KOTOPOM OYJET XpaHUThCS JTOKYMEHT, JaTy, HOANnuch (mpu oQopMIeHUU
Ha OyMa)KHOM HOCHTEJIE) MpeiceaTesl TEPPUTOPHUATHHOM KOMUCCHH.

3.5.24. Unentudukarop 37€KTPOHHON KOMUU JOKYMEHTA (KOJIOHTUTYI).
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Unentuduxatop (uma (aiina Ha MAITMTHOYUTAEMOM HOCHUTEJIE) AIIEKTPOHHOM

KOIIUM JTOKyMEHTa (KOJIOHTUTYJI) MOXET MPOCTABIATHCS B JIEBOM YIJIy HUXKHETO
MOJISL KXKA0W CTPAHUIBI JOKYMEHTa MPUGPTOM § MMyHKTOB, HAPUMED:

K0305298

3.5.25 Wtpux-xoxa (QR-ko1) JOKyMeHTa.
[Ipy wucnonap30BaHWM IITPUX-KOAQ, €r0 CIEAyeT pa3MellaTh B IIPaBOM
HIDKHEM YUy TepBoro Jjucrta. Ecinm mecrta HEZOCTaTOYHO, JIOMYCKaeTCs

pa3MelIeHre B MPaBOM BEPXHEM YTIIy WM Ha APYroM CBOOOIHOM MECTE.

4. Opranusanusi padoTbl ¢ HCXOASAIIMMHU (OTHPABJISIEMbBIMH)
TOKYMEHTaAMU

4.1. PaGota ¢ oTnpaBiasieMblMU (MCXOJALIMMH) M3 TEPPUTOPUATBHON
KOMHCCHH JOKYMEHTAMM BKJIKOYAET WX PErHMCTPALMIO, MPOBEPKY NPABUIBHOCTH
oopMiIeHHUS, B TOM YHUCJI€ HAJIMYUE MOJHOTO aJpeca U €ro TOYHOCThb, HAJU4He
HOJUIMHHOM TOANUCH (IUIsl 3JEKTPOHHOTO JOKYMEHTa — IPOBEpKa IMOMJIMHHOCTU
AJIEKTPOHHON TOAMHUCH), JPYTHMX HEOOXOIUMBIX JJIEMEHTOB OhOpMIICHUS,
yKa3aHHBIX IPWIOKEHUH, U OTIIPABKY.

4.2. Ucxondime JOOKYMEHTHl Ie4aTaloTcsi Ha OJaHKaX yCTaHOBJIEHHOMN
bopmbl, O(OpPMISIIOTCS B  COOTBETCTBMM € TNOJOXKEHUsAIMU  MHCTpyKumu
u peructpupytorcs B [1]] umm 1pyrux perucTpanoHHO-y4eTHBIX (hopMax.

4.3. OrnpaBka JOKYMEHTOB u3 TEPPUTOPUAITBHON KOMHUCCHUH
OCYUIECTBISIETCS OpraHamu (eaepaibHON (PenbIberepcKo WM CHelUaIbHOU
CBSI3U, TIOUTOBOM, TenerpadHOM CBs3bl0, cpenactBamu IIJI, 1o kaHamam
(aKCUMUJIBHOU CBSI3U, JIEKTPOHHON MOYTOM B ceTH MIHTEpHET niau HapOYHBIM.

4.4. ITlpu opopMIeHUU OTHPABISIEMBIX (UCXOISIINX) MHCEM, B TOM YHUCIE
IIPU MOJATOTOBKE IMPOEKTOB NuceMm cpeacrBamu [IJ[, m TemerpamMMm HCIIOJHHUTEIND
yKa3bIBa€T TMOJHBIA TOYTOBBIM (BKJIIOYash MHAEGKC) aApec OpraHu3alnuu
WJIU TPaXKJIaHWHA.

4.5. OtnpaBnsiemMble  (MCXOASIIME)  JIOKYMEHTBI ~ MOTYT  TOTOBHTHCH,

COIJIACOBBIBATHCS Y MOANUCHIBATHCA cpeacTBamu [1/1.
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I/ICXOI[HHII/IG ImucbMa HalpaBJIAOTCA 3a IIOAIIMCBIO npeaceaarcis

TEPPUTOPUAIBHOM KOMHUCCUHU, B €ro OTCYTCTBHE —3a IOJIUCHIO 3aMECTHUTENs
npenaceaarens WIM WHOTO YJ€HAa TEePPUTOPUATBHON KOMHCCHH, HCIOJHSIOLIETO
OOS3aHHOCTH  TpejAcenaTeNs, Ha  COOTBETCTBYIOIEM  OJlaHKe  MHChMa
(pY MOATOTOBKE UCXOMSIIUX JOKYMEHTOB cpenctBamu [1J] — cooTBeTCTBYIOMIMX
AIIEKTPOHHBIX 1IA0I0OHAX OJAHKOB JOKYMEHTOB).

4.6. C ucnons3oBanueM IIJ] uiam Apyrux perucTpaliOHHO-YYETHBIX (hOpM
JIOKYMEHTaM MPHCBAaNBACTCS HCXOAAIIUN HOMEp, KOTOPBIA COCTOMT U3 HHJEKCA
JieNa M0 HOMEHKJIAType el M MOPSAIKOBOTO HOMEpa JTOKYMEHTa, pa3IeleHHBIX
Kocoll ueproil. Mcxoasmmii HOMEp YyKa3bIBaeTCs TaKKe Ha KOMHUHM JIOKYMEHTa,
ocraromiericss B nene. Hymepamms wncxomsmmx JOKYMEHTOB OCYILIECTBIISIETCS
B TIpeJieliax KaJeHAapHOro roja.

[Ipu perucrpanuu HUCXOJIAIIETO JOKyMEHTa B PETrUCTPALMOHHO-YUYETHOM
dbopme 00s13aTeNIBbHO YKA3bIBAIOTCS CIEAYIONIUE PEKBU3UTHI: JaHHBIE 00 ajpecarte
(pamunmsi, umsi, oT4ECTBO (IIPU HATUYKMK) (HUINYECKOTO JIUIIA WM HAUMEHOBAHHE
OpraHM3aliM, KpaTKoe CoJep)KaHWe JOKYMEHTa, HCIOJHUTENIb JOKYMEHTa,
€r0 COMCIIOJTHUTENIM, KEM OH TOJMHUCAaH, a TAaKKe KOJINYECTBO JIUCTOB OCHOBHOTO

AOKYMCHTA U JIMCTOB IIPUJIOKCHHUSA, KOJIMICCTBO 9K3CMILIAPOB, BU OTIIPABKH.

[Ipu peructpanuu UCXOASIIETO JOKYMEHTA AENAETCS CBSI3Ka C BXOISALIUM
JIOKYMEHTOM Ha KOTOPBIN JaeTCsl OTBET (€CIU TAKOBOM UMEETCH ).

4.7. OTnpaBka MUCXOIAIIMX AOKYMEHTOB cpeactBamu [I/] ocymecTtBusercs
JUIIOM, UMEIOIITUM J0CTyM K padote ¢ I1/1.

WNHble nOKyMEHTBI MOTyT OBITh OTIpaBJIEHbl OpraHamu (penepaibHOM
benbaberepcKor WM CeIMaIbHON CBSI3U WU TIOUTOM 0 YKa3aHUIO TIPeIceaaTels
TEPPUTOPUAIIBHON KOMUCCHH.

4.8. Jlns nepenaun ucxopadmero nokyMmenta I1J[ nimy 31€eKTpOHHOM MOYTOM
B ceTu VIHTepHET OTIpaBiIsieMblii JOKYMEHT O(QOpPMIISIETCS B COOTBETCTBUU

¢ TpeboBanusiMu MHCTpyKUUU.
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B cnydae peructpanuu nokymenta B [1/] Tekct noxkymenrta B popmare docx

Wiu xISX WM SJIEKTPOHHBIM 00pa3 nokymeHTa B dopmare pdf (mpu Hamuuuu
CKaHHPYIOUIEr0 YCTPOMCTBA) MPUCOEAHUHSIETCS K PErUCTPALMOHHON KapTOUKe
Y OCYLIECTBJISIETCS €r0 OTIPABKA.

[Ipu mnoaroroBke MAOKyMEHTOB cpeactBamu IIJ[ ¢ wucnonbs3oBaHueM
AJIIEKTPOHHOM MOJNUCH IOCJTE MOANUCAHUS JTOKYMEHThI MOI'YT aBTOMAaTHYECKH
peructpupoBatbcsi W Hampaiatbes B LMK Poccun, ®IU npu [IUK Poccuwu,
PHOMUT npu UK Poccun, Canxt-lIleTepOypreckyro n30HpaTenbHYH0 KOMHCCHIO,
uHble n30uparenbHble KoMuccHH — cyOBekToB  Poccuiickoini  ®Denepanuu,
TEPPUTOPHUAIBHBIE KOMUCCHH.

4.9. ITpu otmpaBke TenerpaMMbl 0OJie€ YeM B YEThIpe ajpeca 0hopMIIIeTCs
NOJUIMHHUK, KONHMS W [JBa DJK3EMIUIIpa IOANMCAHHOIO CIHMCKAa PAaCCBUIKU
C YKa3aHHEM TIIOJHBIX IOYTOBBIX (BKJIIOYAs IIOYTOBBIA HHJIEKC) aJpecoB.
Ha Tenerpad nepenaroTcss NOJJIMHHUK C OJHUM S3K3EMIUISIPOM CIIHCKA PAaCCHUIKU
Y KOIIUS TEeJIETPaMMBl, KOTOpasi C OTMETKOM O IIEpeiaye TeJIerpaMMbl BO3BPALAETCS
B TEPPUTOPUAIBHYI0O KOMHUCCHIO M BMECTE CO BTOPBIM HK3EMIUISIPOM CIIHCKA
PACCBUIKH MOIIMBAETCS B AEIIO.

4.10. Ilpu ormpaBke muichMa OoJjiee 4eM B YETHIPE ajpeca COCTABIISECTCS
CIIMCOK PAaCChUIKM YCTaHOBIEHHON (opmbl  (mpuioxeHue Ne 6),  KOTOpbII
NOJNHKCHIBAETCS MIPENCENATENEM, B €0 OTCYTCTBUE — 3aMECTUTENEM MPEACENATENS
WIN UHBIM YJIEHOM TEPPUTOPUATIBHOM KOMMCCHHM, WCHOJHAIOMIMM OOS3aHHOCTH
npeacenarenas TeppUTOpUANIbHOW Komuccuu. Ilocne peructpanuum MUCBMO
TUPAKUPYETCS B HEOOXOJMMOM KoJMYecTBe U oTmpanisercs. [Ipu moaroroske,
COrJIaCOBaHUM W MOANMCAHUM TuceM cpeacTBaMu IIJ] cnHMCOK pacchUIKK Takxke
rotoBurcs cpeacrsamu [1/1.

Ecnu nucbMo iy TenerpaMMa HarpasisieTcst He 6oJiee 4eM B UeThIpe ajpeca,
TO MOJMUCHIBAETCS KAXKIbIN K3EMILIAP.

4.11. OTnpaBKka JAOKYMEHTOB MPOM3BOAUTCS €XKEIHEBHO B Yachl PabOTHI

TeppHTopHaanoﬁ KOMHUCCHUHN, KPOMC BBIXOJHBIX U Hepa60‘H/IX mpa3aJHUYIHbIX HHeﬁ.
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OTHpaBKa HCXOOAINUX MOOKYMCHTOB IIOCJIC OKOHYAHM:A pa60qer0 JHA,

B BBIXO/IHbIE U HEpAOOUME Mpa3IHUYHbIE IHHU, B IEPUOJ] TIOJTOTOBKU U IIPOBEICHUS
U30UpaTeabHBIX KaMIaHWM OCYHIECTBISIETCS IO YyKa3aHUIO Mpelceaarens
TEPPUTOPHAIBHON KOMUCCHH JTUO0 B COOTBETCTBHUU C PELIEHHUEM TEPPUTOPUATBHON
KOMUCCHH.

4.12. JIokyMEHTbI C OTMETKOM O CpPOYHOCTH HOCTaBKU «BecbMa CpouHO»
1 «CpodHO» OQOPMIIAIOTCS HE3aMEJIMTEIbHO, MOTYT OTIIPABJIATHCS CPEJICTBAMU
[T/1, mo kanamam (hakCUMHIBHOM CBSI3U, IEKTPOHHOU MmouToil B cetn UHTEepHeT,
HApOYHBIM W/WIM MIepelaBaThCs B OTAET (ENbIbErepCKOi Uiu CIeIMaTbHON CBSI3U
JUIs. TOCTaBKM B IIEPBYIO O4Y€peAb B COOTBETCTBUM C Ipa)MKOM MaplIpyTOB
dbenbanerepeil.

4.13. lokyMeHTbI 0€3 OTMETOK O(POPMIISIFOTCSI IO MEPE MOCTYIUIEHUS U MOTYT
otnpaBiiAThest cpeacrBamu  I[1J] w/mnm  nmepenaBaTbCs B OTHEN  JJOCTAaBKH
(denpaberepckod WM CHEUAIbHOW CBSI3M, TIA€ OTIPABKA OCYIIECTBIISIETCS
B COOTBETCTBUU C IPa(pKOM BBIIIOJHEHUS MAPUIPYTOB B ONTUMAJIbHBIE CPOKH.

4.14. JlIokyMEHTBI, HampaBJsIEMBIE TpaXkJaaHaM IO IIOYTOBOMY aJapecy,
yKa3aHHOMY UMH B OOpalllEeHUH, OTIIPABISIOTCS YEPE3 MOYTOBOE OTIEJIECHUE CBSI3U
IIPOCTBIMH IIOYTOBBIMU OTIIPABJICHUSMU WJIM 3aKa3HBIMU ITMCbMaMU.

4.15. JlokyMeHThI, TmepenaBaeMble MO KaHajdaM (haKCUMUIIBHOM CBSI3U,
PErUCTPUPYIOTCS B IMOPSAIKE, YCTAHOBJICHHOM I UCXOIALIUX JOKYMEHTOB.

4.16. Vcxopsmue TOKYMEHTbI, O(pOpMIIEHHbIE C HapylIEHUEM TPeOOBAHMIA
NHCTpyKIIMK, K OTHpaBKE HE NPUHUMAIOTCA W BO3BPALIAIOTCS HMCIIOJIHUTEISAM
Ha 10paboTKy. KoppecnonneHuus HecayKeOHOro Xxapakrepa, B TOM YHCIIE JIUYHAs
KOPPECIOHAEHINS, K OTIPABKE HE MPUHUMAETCS.

4.17. Komuu ucXoadiux JOKYMEHTOB, O(OpPMIIEHHBIX Ha OyMakKHOM
HOCUTEJIE, NOMEUIAIOTC B JE€J0 B COOTBETCTBUM C HOMEHKIATYPOU Jell

TEPPUTOPUAIIBHOM KOMUCCHHU.
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5. OcobenHOCTH PadOTHI € JJIEKTPOHHBIMHU JOKYMEHTAMU
(ocymecTBiieHue padoThl ¢ fokymenTamu B I1/1)

5.1. DneKTpOHHbIE AOKYMEHTHI SIBISIOTCS OQUIHUAIBHBIMU JOKYMEHTaMHU.
DneKTpOoHHBIE JOKYMEHTHI CO3J1al0TCs, 00padaThiBatoTcs U Xpausarces B [1]1.

5.2. DNEeKTPOHHBIN TOKYMEHT JOJIKEH ObITh OPOPMIIEH MO OOIIMM MTpaBUIaM
JIEJIONPOU3BOACTBA M HUMETh PEKBHU3UTHI, YCTAHOBJIEHHBIE JUIsl AaHAJOTUYHOTO
JIOKyMEHTa Ha OyMa)KHOM HOCHUTETIE.

5.3.B TeppuropuMambHOM  KOMHUCCHM  HCHOJIB3YIOTCA  JJIEKTPOHHBIC
JOKYMEHTBI, a TaKXe DJICKTPOHHbIE 0Opa3bl JOKYMEHTOB, IOJIYYCHHbIC
B pe3yJibTaTe CKaHUPOBAHMS IOKYMEHTOB Ha OyMa)XHOM HOCHUTEJIE M XpaHsSIIHecs
B I1JI.

5.4. lns TDOATBEpKACHUS TMOJJIMHHOCTUA TMpU TMEpenade dSIECKTPOHHBIX
JIOKYMEHTOB B JIpyrH€ TOCYJapCTBEHHBIE OpraHbl, OpraHbl MyOJUYHOU BIACTU
dbenepanpuoit Tepputopun «CHUpPUYC», OpraHbl MECTHOIO CaMOYIPABJICHUS,
OpraHu3alysIM U TPaKIaHaM JOKYMEHTHI 3aBEPSIOTCS 3JEKTPOHHOM MOIIHUCHIO
JOJDKHOCTHOTO JIMIIA TEPPUTOPUATBHON KOMHUCCHUH, TMOIIUCABLIEIO JIOKYMEHT,
B cooTBeTcTBUU € DenepanbHbiM 3akoHOM OT 06 anpens 2011 roma Ne 63-03
«O0 >7IeKTPOHHOM MOITHUCH.

5.5.1lpu 00paboTke, pacCMOTPEHUU, COIVIACOBAHUU U TOANUCAHUU
AJIEKTPOHHBIX JOKYMEHTOB B [IJ[ BO BHYTpeHHEM JOKyMEHTOOOOPOTE MOTYT
UCIIOJI30BAaThCA  CHOCOOBI  MOATBEPXKIECHUS  JEHUCTBUA C  DJIEKTPOHHBIMHU
JOKYMEHTaMHu, TpH KOTOPBIX OJEKTPOHHAS MOJNHUCh HE HCIOJIb3YETCH.
Nnentudukaius ITOJDKHOCTHOTO JIUIA MPOU3BOIUTCS IO €r0 yYEeTHOW 3aIlucu
B [1J] 1160 MOXKET UCTIONB30BATHCS TPOCTAs AIEKTPOHHAS OAMKUCH. TaKkxke npocTas
ANIEKTPOHHAS TOAMKUCH MOYKET HCIOJIb30BATHCS MPU HANPABICHUU SJIEKTPOHHBIX
nokymeHnToB B [{K Poccun, @I npu [IUK Poccuu, PLIOUT npu LUK Poccun,
Cankr-IleTepOyprckyto mM30upaTelbHyl0 KOMHUCCHIO, M30MpaTebHble KOMUCCUU
cyonekToB Poccutickoii denepanuu, TEppUTOPHATBHBIE KOMUCCHH.

5.6. CocraBnenue, o)OpMIICHUE U COTJIACOBAHUE MPOEKTOB 3JIEKTPOHHBIX
JIOKyMEHTOB ~ OCYIIECTBJISIETCSI 1O OOIMM TIpaBWJIaM  JIEJIONPOU3BOJICTBA,

YCTAaHOBJICHHBIM B OTHOIICHHWHN daHAJIOTUYHBIX TJOKYMCHTOB Ha 6YM21}KHOM HOCHUTCIIC.
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5.7.1lepeyeHp NOKYMEHTOB, CO3[aBa€MBbIX, XPAaHUMBIX M HCIOJIb3YEMBIX

UCKIIIOUUTENTLHO B (OpME  DJIEKTPOHHBIX  JIOKYMEHTOB,  ONpEIeseTCs
HOMEHKJIATYPOU JIEJI.

5.8. IlpueM w© oTOpaBKa BIECKTPOHHBIX JAOKYMEHTOB OCYIIECTBISIOTCA
JIOJDKHOCTHBIM  JIMIIOM, HMEIOIIMM JocTynl Kk padore c IIJI, Takke Moxker
OCYIIECTBIISITECS aBTOMATUYECKas OTIPAaBKa JOKYMEHTOB, MOINUCAHHBIX MTPOCTON
anexkTpoHHo# noanuckto cpeactsamu I1/] B LIMK Poccuun, LU nipu LUK Poccun,
PHOMUT npu UK Poccun, Canxt-lIleTepOypreckyro n30HpaTenbHYH0 KOMHCCHIO,
nu30uparenabHble Komuccun cyobekToB Poccuiickoit denepaiinu, TeppuTopraibHbIe
KOMUCCHHU.

5.9.1lpu nonydyeHun SIEKTPOHHBIX JOKymeHTOB u3 LMK Poccun,
OIU npu LUK Poccun,  PLHHOUT npu LIUK Poccun,  Cankrt-IleTepOyprckoit
n30MpaTebHOM KOMHUCCUHU, HM30MpATENbHBIX KOMHUCCUN CyOBekTOB Poccuiickoit
denepanyi, TEPPUTOPUATBHBIX  KOMHUCCHM, MOAMUCAHHBIX  AJIEKTPOHHOMU
MOAIHUCHIO, OCYLLECTBIISACTCS IIPOBEPKA JCUCTBUTEIBHOCTU 3JIEKTPOHHOM MOAIMCH
cpenctBamu [1]1.

5.10. IIpu BKJIIOYEHHM 3JIEKTPOHHBIX JOKyMeHTOB B IIJI dopmupyrorcs
pPETUCTPAllMOHHO-YUYETHBIC JaHHBIE O JOKYMEHTE, 00CCIeUMBAIONIUE YIPABICHUE
JIOKYMEHTOM, B TOM YHCJI€ €r0 MOUCK, JOCTYI K JOKYMEHTY, KOHTPOJb, XPAHEHUE
U UCToJib30oBaHue (mpuioxenue Ne 7).

5.11.Ilpuy  mepemadye  MOCTYNUBIIMX  JJEKTPOHHBIX  JOKYMEHTOB
Ha PaCCMOTPEHME, HAIPABICHUH DJEKTPOHHBIX JIOKYMEHTOB HCIIOJHUTENSM,
OTHPABKE U XPAHEHUU JJIEKTPOHHBIX JOKYMEHTOB BMECTE C HMMHU NEPEAAOTCS
(HampaBIISIOTCS, XPAHITCS) UX PETUCTPALIMOHHBIC JJAHHBIC.

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

DJIEKTPOHHBIE JIOKYMEHTBI, HMEIOIINE MPUIOXKEHUS, PETUCTPUPYIOTCS
Y YUYUTBIBAIOTCS KaK OJIUH JIOKYMEHT.

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

C HOMEHKJIATYpPOH JIeJI TEPPUTOPUATIBHON KOMUCCUM U UHAECKCUPYIOTCS B MOPSJIKE,
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YCTAHOBJICHHOM B OTHOIONCHUMN ACJI, COCTABJICHHLIX U3 NOKYMCHTOB Ha 6YMa)KHOM

HOCHTEJIE.

[Ipu cocraBiieHHMH HOMEHKJATYpbl JI€J YKa3bIBAa€TCsA, 4YTO JIEJIO BEAETCA
B DJIGKTPOHHOM ¢opMe, UYTO OTMEYaeTcs B 3arojloBKe jena uiu B Tpade
«IIpnmeuanuey», HanpuMep:

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

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

5.15. MecTto XpaHeHUs JJIEKTPOHHBIX JOKYMEHTOB N0 MX Iepeaadu
Ha apXMBHOE XpaHEHWE, BUJ HOCUTENIEW, Ha KOTOPBIX OHM XpaHATCH, (popmatsl
UX IIOCTOSIHHOTO W JIOJITOBPEMEHHOTO XPAaHEHHsI ONPENEIIIOTCA C  Yy4EeTOM
UCITIOJIb3YEMBIX B TEPPUTOPUATIEHON KOMUCCHUU POTPAMMHO-TEXHUYECKUX CPEJICTB,
HOPMATHBHBIX AaKTOB M METOJMYECKHX JOKYMEHTOB PocapxuBa, ApXuBHOIO
komuteTa Cankt-IletepOypra.

5.16. OkcnepTH3a LEHHOCTH JJIEKTPOHHBIX JOKYMEHTOB OCYIIECTBISIECTCS
B OOLIIEM TMOpSJKE, YCTAHOBJICHHOM B OTHOIIEHHWU JOKYMEHTOB Ha OyMa)KHOM
HOCHTEJIE.

5.17. Ilocne ucreueHus Cpoka, yCTAaHOBIEHHOTO JIsl XPAHEHHUSI DJIEKTPOHHBIX
nen (3NMEeKTPOHHBIX JOKYMEHTOB), OHU MOJJIEXKAT YHUUTOKEHUIO C COCTABIIEHUEM
aKTa yCTaHOBJIEHHOM (hopmbl (puitoskerue Ne 16).

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

nepeaadu 3JICKTPOHHBIX JOKYMCHTOB HAa APXHUBHOC XPaHCHHC.

6. OcobenHOCTH PadOTHI ¢ OOPAIIEHUAMY IPAKIAH.
Opranuzanus JUYHOTO MPHeMa IPaKaaH

6.1. Opranuzamusi paboTel ¢ OOpaIICHUSMHU TPaXIaH OCYIIECTBISICTCS
B COOTBETCTBUU € pazaesiioM 2 MHCTPYKIIMHU C y4€TOM OCOOEHHOCTEH, YKa3aHHBIX

B JIAHHOM pa3zjeie.
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6.2. O0parieHuss B TEPPUTOPUATHBHYI0 KOMUCCHIO MOTYT OBITh HAIpPaBJICHBI

B MIUCbMEHHOMU (hopMme, a Takke B popMe ANEKTPOHHOTO JOKYMEHTA.

6.3. O6pameane B (opMe DJICKTPOHHOTO JOKYMEHTAa HaIpaBiIseTCs
C UCTIONIb30BAaHMEM CTpaHulbl oduumansHoro caita Cankt-IlerepOyprekoit
n30upaTebHOM KOMUCCUU B ceTU VIHTepHeT, npeHa3HauYeHHOM /ISl HallpaBIeHUs
oOpameHrii B TEPPUTOPUATBLHYIO KOMHCCHIO (Zanee — 3JeKTpoHHas Qopma
oOpareHui).

HampaBnenue  oOpamenuii B ¢GopMe  DIEKTPOHHOTO  JOKYMEHTA
B TEPPUTOPHUAIBHYIO KOMHCCHIO OCYIIECTBIISIETCS MOCIIE MPOXOKACHUS 3asBUTEIIEM
uAeHTUGUKALIMY U ayTeHTUDUKALIMKI TTOCPECTBOM (hesiepanbHO rocy1apCTBEHHOM
MH(OPMAITMOHHOU CUCTEMBI «Enunas cucrema UJEeHTUPUKALTIT
U ayTeHTUPUKauuu B HUHPPACTPYKType, obecreunBamome uHOOPMAIMOHHO-
TEXHOJIOTMYECKOe B3aMMOJCHCTBHE HH()POPMALMOHHBIX CHUCTEM, HCIIOJIb3YEMBIX
JUTSL IPEIOCTAaBIEHUS TOCYITapPCTBEHHBIX U MYHHUIIMIAIBHBIX YCIYT B 3JEKTPOHHOU
dbopme.

OnexkTpoHHass ¢opma OOpalleHUuH JO0JDKHA MpeaycMaTpUBaTh 3alOJIHEHHE
ajpeca SJEKTPOHHOW IOYTHI, HAa KOTOPBIA JIOJDKEH OBITh HAlpaBi€H OTBET
Ha oOpalleHre, CIeHalIbHOTO MOJIs Ui BBOAA TEKCTa OOpaleHUs], COIEPIKaLIETo
€ro CyTh, BO3MOXHOCTb NMPUJIOKEHUS TOKYMEHTOB U MaTE€PUAJIOB B 3JIEKTPOHHOM
dbopMe, NOATBEPKAAIOIINX JOBOIbI OOPAIEHUS, a TAK)KE MOKET MpPeyCMaTpUBaTh
BO3MOYKHOCTh ~ yKa3aHUSl JOMOJHUTENbHBIX CBEJIECHUW, YTOUHSIIOUIUX CYTb
oOparieHusl.

6.4. Conepxaiiriecsi B HalpaBJICHHBIX B (OpME SJIEKTPOHHOTO JTOKYMEHTa
oOpalleHMsIX CBEIEHUs, a TaKXke IMpuiaraeMble Marepuanbl (MpU HAIUYUN)
BBOJIsiTCA B [1]] 60 B pyrue peructpainonHo-y4ueTHsie popmel. BBoa cBenenui,
COJIEP>KAIMXCS B HAMPABJICHHBIX B (HOPME AJIEKTPOHHOTO IOKyMEHTa 0OpaIleHUsIX,
MPUJIAraeMbIX MaTepUajoB U UX PETUCTpAlUsl OCYILECTBIIAIOTCS HE MO3JHEE TPeX
pabouux 1HEW CcO [HSA HalpaBieHUs OOpalieHHs, a B MEPUOA TPOBEACHUS
COOTBETCTBYIOIIMX  M30UpATENbHbIX  KaMIaHUM, KamnaHuid pedepeHayma

10 BOIIpocaM  TMOATOTOBKM M TMPOBEACHUS OSTUX BBIOOPOB, pedepeHayma
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1o 0OpaIeHNusM, HaMpaBJICHHBIM 10 YCTAHOBJICHUS TEPPUTOPUAIBHON KOMUCCHEH

UTOTOB I'OJIOCOBaHUS, ONPEICICHUS PE3YJIbTaTOB BHIOOPOB, pedepeHayMa — B JIEHb
HampaBlieHus oOpaieHuss JTUO0 HE TO3/[HEE CIEAYIOUIeEro pabouyero JgHs
B COOTBETCTBUU C TpaduKoM pabOTHl TEPPUTOPUATHLHOW KOMHUCCHUHU, C YYETOM
CPOKOB  PAacCMOTPEHHUSI  COOTBETCTBYIOLIMX  OOpalieHui, yCTaHOBJICHHBIX
3aKOHOJATEILCTBOM O BBIOOpax u pedepeHmymax. Peructpamus oOparmeHuid,
HaIpaBJICHHBIX B TEPPUTOPUATBHBIE KOMUCCUU B (POpPME DIIEKTPOHHOTO TIOKYMEHTA,
MOJKET OCYIIECTBIISITHCS ¢ Mcoiab30BaHueM I1J[ mubo ¢ ucmnonbp3oBaHUEM JIPYTHX
perucTpanoHHo-y4eTHbIX ¢Gopm. [locie ocymiecTBieHHs] yKa3aHHBIX JEHCTBUN
oOpalieHre CUUTaeTCs MOCTYNUBIINM B TEPPUTOPUATIEHYIO0 KOMUCCHIO.

OOparmennss B MUChMEHHOW (OopMe, MOCTYNHUBIINE B TEPPUTOPHATBHYIO
KOMHUCCHIO, PErHCTPUPYIOTCA TIpejacenaTesieM (CeKpeTapeM) TeppUTOpUaIbHON
KOMHUCCUM WM  paOOTHUKOM  amnmapara, OTBETCTBEHHBIM 3a  BEICHHE
JIeJIONpPOU3BOACTBAa € ucnosib3oBanueM IIJ] nmubo ¢ wHcmonab30BaHHEM APYrUX
PErUCTPallMOHHO-YUYETHBIX (OpM HE MO3AHEE Tpex pabouyux JAHEH co JHA
MOCTYIUICHHsI OOpamieHus, a B TEpUOJ MPOBEICHUS COOTBETCTBYIOIINX
n30UpaTeabHBIX  KaMIIaHWW, KaMmmaHud pedepeHaymMa A0  YCTaHOBICHUS
TEPPUTOPUAIBHON KOMHCCHEW HTOTOB TOJIOCOBAHUS, ONPEAETCHUS Pe3yibTaTOB
BBIOOPOB, pedepeHaymMa —B JeHb MOCTYIUICHHs] oOpaiieHusi JTub0 He TO3IHee
CJIeIyIONEro padovero MHS B COOTBETCTBHHM C TpaduKoM pabOThl KOMHUCCHH,
C YYETOM CPOKOB PACCMOTPEHHUsSI COOTBETCTBYIOIIUX OOpAICHHH, yCTAHOBICHHBIX
3aKOHOJIaTEIBCTBOM O BbIOOpax U pedepeHaymax.

OOpaiieHus, MOCTYNUBUIME B TEPPUTOPUAIBHYI0 KOMHCCHIO, MOTYT
pPETUCTPUPOBATHCSI B YCTAHOBIIGHHBIC BBIIIE CPOKH OTIEIBHO OT APYTHX BHUIOB
JIOKYMEHTOB.

6.5. B cnmydae peructparuu obpamienuss B I1J[, MOJDKHOCTHBIM JIHIIOM,
UMEIOINUM JocTyn K padote ¢ [1]/], 3anonHsAr0TCs HEOOXOJUMBIE MO BO BKIIAJIKE
«O6pamenue» [1J[ B 3aBUCUMOCTH OT HMerolIeics nHPopMaluu B oOpaIieHUH

HEe mo3JgHee Tpex pabouynx JHEHW Cco JHS  perucTpauud  oOpaiieHus
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B TEPPUTOPHAIIBHOW KOMHUCCHM W B TEUCHHE OJHOTO pabodyero mHS CO JHS

NOCTYIUIEHUs1 0OpallleHusl IO BOIIPOCaM MPOBOJAUMBIX M30MPATEIbHBIX KAMIIAHU.

6.6. IIpu BCKpBITUM KOHBEPTOB, COJEpKalUX OOpallleHUs] B MUCbMEHHOM
dbopme, TpoBepseTCcS HaTM4Me Bcex BiokeHuWd. KoHBepT 00s3aTennHO
COXpaHETCH.

OO6parienns B TUCbMEHHOH (opMe, colieprKalie B aApECHON 4acTH MOMETKY
«JImuHO», paccMaTpuBaroOTCs B OOIIEM MOPSJIKE B COOTBETCTBUU ¢ MIHCTpYyKIMEil.

[Ipu perucTpanyii MOBTOPHBIX OOpAaIICHH MM MPUCBAMBAETCS OYEPETHOM
pPErUCTPaLlMOHHBIA HOMEpP, B PETUCTPAIMOHHO-YUYETHON (hopMe JeaeTcsi OTMETKA
«IloBTOpHO», a mnpum wucnoas3oBanuu IIJ] ocymecTBisieTcsl  CBA3BIBAaHUE
c PYK no nepBuunbIM  OOpaiieHusM, TOpH  HEOOXOAUMOCTH  O(OpMIICHHS
Ha OyMa)XHOM HocuTesle K oOpalleHHI0 MpHKiIaabIBatoTcs mnogoOpanHbie PYK
10 IEPBUYHBIM OOpAIICHUSIM.

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

6.7. Ilpu ocymiecTBieHun peructpauuu cpeacrsamu L1/ Ha munieBoit ctopone
NEPBOr0 JIUCTA 3aPErMCTPUPOBAHHOTO JOKYMEHTa Ha OyMa)KHOM HOCHTEIIE,
KaK IIPABWJIO, B MPAaBOM HWKHEM YIJIy IIPOCTABIIAETCS PErMCTPALMOHHBIM HOMED
U JaTa, a TAaK)Ke WITPUX-KOJ C YKa3aHUEM HAaMMEHOBAHUS OpPTaHU3aLUU.

Ecnu mpocTtaBieHue perucTpalioOHHOIO HOMEpa 3aTpyIHSAET IPOYTECHHE
TEKCTa JOKyMEHTA, B TAKOM CJIy4ae BXOJAIIMNA HOMEP MPOCTABIISIETCA B CBOOOHOM
OT TEKCTa yIJIly Ha JMIEBOM CTOPOHE MEPBOIO JHMCTA JOKYMEHTA, a IITPUX-KOJ
IIPOCTABIIAECTCS NPU HAJTMYUH TEXHUYECKON BO3MOKHOCTH.

[Ipr ocCymecTBIEHMM PETHCTPALMU B APYrOMl PErucTpalMOHHO-YYE€THOU
(dbopMe perucTpallMOHHBIN IITaMII, COCTOSIILIUHI U3 MOPSAKOBOIO HOMEpPa 0OpaleHHs!
U JaTbhl PETUCTpAllUM, CTAaBUTCS, KAaK MPaBHJIO, HA TEPBOM JHCTE OOpalieHHs
B [TPAaBOM HM)KHEM YIUIy WJIM Ha CBOOOJHOM OT TEKCTa MECTE.

Hymepanuss nocTynuBmIMX OOpallleHUH OCYIIECTBISIETCS B TMpeaenax

KaJICHAApHOTO roja.
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6.8. 3aperucTpupoBaHHbIC OOpaIEHUS PACCMATPHUBAIOTCS B COOTBETCTBHUU

C MOPSAKOM, ONPEJEICHHBIM pa3fieioM 2 MHcTpyKIuu.

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

OOpamienuss  paccMaTpUBaIOTCS B COOTBETCTBHM C  yKa3aHUSIMHU
M0 UCTIOJTHEHUIO  JIOKYMEHTa  MpejAcenareiss  TeppUTOPUATBLHON  KOMHCCHH
B IIOPSAJKE, YCTAHOBJIICHHOM 3aKOHOJATeNbCTBOM Poccurickon denepanuu.

6.10. OOpaienus, coaepskalire BOMpPOCkl, PEIICHUE KOTOPhIX HE OTHOCUTCS
K KOMIIETCHIIMM TEPPUTOPUATBHOW KOMMCCHH, IOKIAJBIBAIOTCS MPECeaaTeNto
TEPPUTOPUAIBHON KOMHUCCHHM W TIO €ro YKa3aHUIO M0 HMCIHOJHEHUIO JTOKYMEHTa
B CPOKH, YCTAHOBJICHHBIE 3aKOHOAATEIBCTBOM O BbIOOpax U pedepeHaymax,
HaIIpaBJISAIOTCA C  CONPOBOAMTENIBHBIM  INHCBMOM 332 €0  IOJIHCHIO
B COOTBETCTBYIOUIMII OpPraH WM COOTBETCTBYIOLIEMY JOJKHOCTHOMY JIMILY,
K KOMIIETEHIIMM KOTOPBIX OTHOCHUTCSI PEIICHHE IIOCTABJIEHHBIX B OOpAalllEHUU
BOIIPOCOB, C YBEIOMJICHUEM I'PAKJIaH, HAITPaBUBILIKX 0OpalIeHUs, O IIepeaipecanun
oOpaiienuii. B conmpoBoUTEILHOM NUCEME OIOBApUBAETCS MOPSIOK HAPABICHUS
OTBETa aBTOPY OOpaIleHHUs.

Ecnu  pemieHue mMOCTaBIEHHBIX B OOpalleHUMM BOIPOCOB OTHOCHUTCH
K KOMIIETEHIIMM HECKOJIBKUX TOCYJIapCTBEHHBIX OPraHoOB, OPraHOB MECTHOIO
CaMOYTIPABJI€HUSI WJIM COOTBETCTBYIOIIMX JOJXKHOCTHBIX JIMI, KONUS OOpalieHus
HaIpaBJIseTCS B COOTBETCTBYIOLIME OPTaHbl MJIM COOTBETCTBYIOIIUM JAOKHOCTHBIM
JUIaM B CPOKH, YCTaHOBJICHHBIE 3aKOHOIaTEIbCTBOM O BBIOOpaxX U pedepeHaymax.

6.11. 3anpemiaercss ~ HampaBisATh  OOpallleHME  HA  PACCMOTPEHHUE
B FOCY/IApPCTBEHHBIN OpraH, OPraH MECTHOT'O CAMOYIIPABIICHUS WU JOJKHOCTHOMY
JUIly, pemieHue wid - JedctBue  (0e3eicTBHE)  KOTOPBIX — OOXKayercs,
32 UCKIIFOUEHUEM CIIyYaeB, YKa3aHHBIX B MYHKTE 6 cTathu 75 @eaepabHOro 3aKOHa
00 OCHOBHBIX TapaHTHUSX U30MPATEIHHBIX MPaB.

6.12. Ecin B COOTBETCTBHM C 3alpeTOM, yKa3aHHbIM B moapaszaene 6.11

WHCTpyKIMM, HEBO3MOXKHO  HAampaBUTh  oOOpalieHWe Ha  pacCMOTPEHHE
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BT OCYI[apCTBeHHBIﬁ opraH, oprad MCCTHOI'O CaMOYIIPaBJICHUA WUJIN JOJDKHOCTHOMY

JMILY, B KOMIETEHIIMIO KOTOPHIX BXOJUT PEIICHUE MOCTABIECHHBIX B OOpallleHUU
BOIPOCOB, OOpallleHrne BO3BpAlllaeTCsl TPaXIaHWHY C Pa3bsICHEHHEM €ro Impasa
00KaJloBaTh COOTBETCTBYIOIIEE PEUICHIE WIN ICUCTBUE B yCTAHOBICHHOM MOPSIIKE
B Cy/I.

6.13. OOpaileHnsi, TOCTYNUBIIME B  TEPPUTOPUATBHYI0  KOMHMCCHIO,
paccMaTpuBalOTCsl B CPOKH, YCTAaHOBJICHHBIE 3aKOHOJATEILCTBOM O BbIOOpax
u pedepeHaymax, ¢ yaeToM 0COOCHHOCTEH, yKka3zaHHbIX B mojapaszzaenax 10.5 u 10.6
HNHcTpykumu.

Ecnu Heo6xo1uMo npoaJIuTh CPOK pacCMOTPEHUS OOpaIleHHs], UCTIOTHUTENb
HE TIO3/IHEE YeM 3a OJWH JEHb [0 HCTEYCHHS CpOKa IOATOTOBKH OTBETa
IpEJCTaBISIET MPEACENATEN0 O0bSICHEHNE, IO KaKOM MPUYMHE HEBO3MOXHO JaTh
OTBET B YCTAHOBJICHHBIH CpOK. MakcumanbHOE NpPOAJIEHUE CPOKA HCIOJHEHUS
oOpaimieHusi HE JODKHO TPEBBINIATh YCTAHOBJICHHBIX 3aKOHOM  CPOKOB
paccMOTpEHHUsI 0OpaIlCHHUS.

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

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

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

6.15. B oOpamieHuu MODKHBI OBITh yKa3zaHbl (aMuiausi, UMs, OTYECTBO
(npu HaMuKMK) 3asBUTENS (IJIs1 3asBUTENICH, HE SBIAIONIUXCS (U3UYECKUMHU
JUIaMHU, — HauMEHOBaHue). B oOpaiieHuun B MUChMEHHON (GopMe TOJDKEH OBITh
yKa3aH TIOYTOBBIK ajpec, MO KOTOPOMY JOJDKEH OBITh HaIlpaBlI€H OTBET

Ha 06pa1ueHHe, TAKKC JOJIZKHBI COACPIKATHCA JIMUHAA ITOAINMNUCH 3adBUTCIISA UJIN JIMLA,
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YIOJIHOMOYCHHOT O ﬂeﬁCTBOBaTB OT €TI0 UMCHH, N AdaTa IOAIINCAaHUA 06paHIeHI/IH.

B oOpaiiennn B gopme 3JIEKTPOHHOTO JOKYMEHTa JOJDKEH OBbITh yKa3aH ajJpec
3JIEKTPOHHOM MOYTHI, 10 KOTOPOMY JOJKEH OBITh HampaBlieH OTBET Ha OOpalleHHe.

Eciu B oOpamenun He ykazanbl (Gamwims 3asBUTENs (I 3asBUTEIS,
HE SIBJISIONIETOCs (PU3UYECKUM JIMIIOM, — HAMMEHOBAHUE) UITU aJIpec, 0 KOTOPOMY
JIOJKEH OBITh HaIpaBJIeH OTBET Ha OOpallleHWe, OTBET Ha Takoe oOpalleHue
He gaetcs. Takoe oOpallleHHe  CHOHCBHIBaeTCs B €O MpejceaareneM
TEPPUTOPUAITBHON KOMUCCHH.

Ecim B oOpamieHuu coaepKaTcs CBEAEHUS O IOJArOTaBIMBAEMOM,
COBEpIIAEMOM HJIM  COBEPIIEHHOM TMPECTyIUICHHH, a Takke O JIHIIE,
€ro MOJrOTABIMBAIOLIEM, COBEPIIAIOIIEM WM  COBEPIIMBIIEM, OOpalleHHue
MOJIC)KUT HAIIPABJIECHUIO B TPABOOXPAHUTEIIBHBIE OPTaHbl.

Ecnu Ttekcr oOpamieHus HE MOANAETCS NPOYTEHUIO MM HE TMO3BOJISET
ONMpENENNUTh CyTh OOpallleHHs, OTBET Ha Takoe oOpalleHre He JaeTcs,
O YeM B TE€UEHHE CEeMH KaJICHIApHBIX JTHEH IMOcie JHS MOCTYIUICHUS OOpalieHus
YBEIOMIISIETCSI 3asBUTEIb B Clydae, €CIM B OOpallleHHH MOAJAIOTCS MPOYTEHUIO
bamunus 3asBuTens (AN 3aABUTENS, HE SBISIOIErocs (PU3HMUECKUM JIHUIIOM, —
HAMMEHOBAaHHUE) W aJ[peC, IO KOTOPOMY JOJKEH OBITh HampaBieH OTBET
Ha oOpalieHue.

He saBasercs  oOpaiieHueM  TEKCT, COJAEpXKaIluil  MO3apaBicHHE,
c000JIE3HOBAHUE UITM OLIEHKY JIESITEIbHOCTU U HE COOTBETCTBYIOIINI TPEOOBAHMSIM,
npeabsBisgeMbiM DeiepanbHbIM 3aKOHOM 00 OCHOBHBIX TaPAHTHUSIX U30MPATEIHHBIX
mpaB, U TpeOOBaHUSM K 3ampocy HHGOpMaIK, MpeabsBisieMbiM DenepaabHbIM
3akoHOM OT 9 deBpansg 2009 roma Ne 8-®3 «OO0 obecnieueHun AOCTYyIIA
K UH(pOpMAIIUK O JESTEIHLHOCTH TOCYIapPCTBEHHBIX OPTaHOB M OPraHOB MECTHOTO
caMOyTpaBJICHUSD.

6.16. OOpaiieHnsi, B  KOTOPBIX  COAEp>KaTcid  HEUEH3ypHble  JMOO
OCKOPOUTENbHBIC BBIPAKEHUS, YTPO3bl IKU3HH, 3JI0POBBI0 M HMYIIECTBY

JOJDKHOCTHOI'O JIMIla HWJIHW MHWHBIX JIMI, OCTAarTCsA 0e3 oTBeTa IIO CyHIeCTBY
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IMOCTABJICHHBIX B HHX BOIIPOCOB, a 3ajiBUTCIIAM COO6IHaCTC$I 0 HCAOITYyCTUMOCTHU

3710YNOTPEOIECHUS TPABOM.

6.17. OGpaiienne, B KOTOPOM OOKaIyeTcsl Cy/le0HOE pelieHue, B TeUCHUE
CEMHU KaJIeHIApHbIX JIHEH CO [HS PErucTpaldd BO3BPAILIAETCA TPAKIAHUHY,
HaIlpaBUBILIEMY OOpallleHue, C Pa3bsICHEHUEM TMOpsAAKa O0XKaJIOBAHMS JAHHOTO
Cy1eOHOTO pEeIlICHHUS.

6.18. Eciu B oOpaiieHuu COJEp:KUTCS BOIPOC, HAa KOTOPBIA 3asiBUTEIIO
HEOJHOKPAaTHO JAaBaJMCh NUCBMEHHBIE OTBETHI IO CYIIECTBY B CBA3M C paHee
HaIlpaBJICHHbIMH OOpAIICHUSIMH, U MIPA 3TOM B OOpPAILLEHUN HE IPUBOMASTCS HOBBIE
JIOBOJIbI U OOCTOSITENILCTBA, TO TMEPENUCKa MO JAHHOMY BOINPOCY C 3asBUTENIEM
MO>KET OBbITh MPEKPAIEHA C YBEAOMIIEHUEM 00 3TOM 3asBUTEJIS.

Ecnu ot 3asBuTens, ¢ KOTOPBIM Mepenucka Obula MpeKpallieHa, MocTynaeT
ouyepeIHOE 0OpalleHHE IO TOMY e BOIPOCY, TO MUCbMEHHBIN OTBET HAa HETO MOYKET
HE JaBaThCs, a caMO OOpallleHue HaIpaBJIsieTCs B AEJIO.

6.19. O0paiieHusi, HampaBJICHHbIE B  TEPPUTOPUATBHYIO  KOMHCCHIO
C UCTIOJIb30BAHUEM  3JIEKTPOHHOW  (OpMBbI  OOpallleHHid, PErUuCTPUPYIOTCS
Y paccMaTpUBAIOTCA B YCTAHOBJIEHHOM Tmopsiake. OTBETbl Ha Takue OOpalieHus
HaNpaBJsAlOTCA B (hOpME 3JIEKTPOHHBIX JOKYMEHTOB, MOJIUCAHHBIX 3JIEKTPOHHOM
NOJANKCHIO, MO0 B (OpME AJIEKTPOHHBIX 00pa3oB AOKYMEHTOB B ¢opmare pdf
0 aJjpecaM AJIEKTPOHHOM MOYTHI, yKa3aHHBIM B OOpallleHuH.

OOpaienns TrpaxkaaH, MOCTYNHMBIIME Ha aApec JJIEKTPOHHOM IMOYTHI
TEPPUTOPUAIBHOM  KOMHUCCUM, HE  PETrUCTPUPYIOTCA B COOTBETCTBUU
c ®enepanpubiM  3ak0oHOM OT 28 nexadps 2024 roga  No 547-d3  «O BHeceHUU
u3meHeHuii B DenepanbHblii 3akoH «O MOpsAIKE PAaCCMOTPEHHs] OOpalleHUi
rpaxnaH Poccuiickon @enepanum.

OOparmienust rpaxjaH, MOCTYNHBIIME B TEPPUTOPUATBHYIO KOMHCCHIO
3 [IUK Poccuu, peructpupyrorcs ¢ ucnoib3zoBanueMm 1] oTaensHO OT Apyrux
BUJIOB JOKYMEHTOB.

6.20. B cmywae ecnam 3anpammBaeMas HMHGOpMalMs — OIMyOJIMKOBaHA

B cpe/icTBaXx MaccoBoil uH(opmaruu 1ubO0 pa3MmelnieHa B ceTtu HHTepHer,
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TeppI/ITOpI/IaIIBHaH KOMHCCHUA B OTBETC HA 3anp0c MOXECT OFpaHI/I‘-II/ITBCH YKaSaHI/IeM

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

6.21. [Ipu perucrtpanuu oOpamenus B [IJI mo wuroram paccMoTpeHus
oOparieHusi TOJDKHOCTHBIMH JIMIIaMHU, OTBETCTBEHHBIMH 33 BBOJ M OOpabOTKY
undopmaruu B [1]1, Bo Bkinaake «O6pamenue» [1]] 3anonusercs nosue «[Ipunsrteie
MEphI», a TaKKe BHOCSTCS CBEICHUSI O PE3yJbTaTaX PAacCMOTPEHHS OOpalieHus
B Oj0ke «Bompochkl» B TeueHHE Tpex pabouux JHEH CO JHS PACCMOTPEHUS
oOpalieHusi 1 B T€UEHUE OJHOTO pabouero aHs s oOpalieHuil Mo BoIpocam
MPOBOAUMBIX U30UPaATEIbHBIX KAMITAHUH.

6.22. JInuHbI{ TIpUEM TpaxaaH MO BOIPOCAM, BXOJSIINM B KOMIIETEHLIHUIO
TEPPUTOPUAIIBHOM  KOMHUCCHUH,  SBJISIIOLIECWCS  TOCYAApCTBEHHBIM  OPTraHOM,
OCYILECTBIISIETCS npeacenaTeneM TePPUTOPUATBHOM KOMUHCCHH,
10 MPEIBAPUTENIHLHON 3amucu 1Mo TrpaduKy, YTBEPXKICHHOMY TIpejcenaTeaeM
TEPPUTOPUATHLHON KOMUCCHUU U perucTpupyetcs B JKypHalie yuera npuema rpax/ian
(mpuoxenue Ne 8.1).

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

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

Benenue nuyHOTO mpueMa TpakKJaH MOXKET COMNPOBOXKIATHCA ayJIUo-
Y BHJICO3AIMCHIO, O YEM IrpaXkJAaHe YBEJOMIISIIOTCS 0 Hayaja IpueMa.

6.23. KpaTkoe coaepkaHue YCTHOTO oOpalieHus, JOJDKHOCTh U (haMuius
JIUIIA, OCYIIECTBIISIONIETO TMPUEM, PEIICHHUE, MPUHITOE IO YCTHOMY OOpalleHuIo,
3aHOCUTCSI B KAPTOUKY JIMYHOTO MpUeMa rpaxaanuHa (mpuioxenue Ne 8.2).

B xoje nuyHOTO Nprema 3asBUTEIEM TaK)Ke MOXKET OBITh IMOJIaHO OOpalleHre
B TNHUChMEHHOW (opme, Ha KOTOpOE JaeTCsi MHUCHbMEHHBIM OTBET B CPOKH,

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

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

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

B ciyuae rpy0oro, arpeccCUBHOTO MOBEACHUS 3asIBUTEIIS IPUEM MOKET OBITh
npekpamieH. [Ipy HeoOXoauMOCTH MOKET OBITh BBI3BAH COTPYJHUK OXPaHbI
WIN NIPAaBOOXPAHUTENBHBIX OpraHoB. HMHQopmanuss o TMOBEACHUM 3asBUTENS
OTpa)kaeTcs B )KypHaJle yueTa.

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

oOpalleHui MmopsiaKe.

7. Oco0eHHOCTH PadOThI C JOKYMEHTAMHU, COACPKALIUMH CJIYKEOHYI0
MH(OPMALNIO OTPAHNYEHHOT0 PACIIPOCTPAHEHUS
(c momerkoi «/Jis c/1y:Ke0OHOT0 MOJIL30BAHUS»)

7.1. OcoOeHHOCTH PabOThl C JOKYMEHTaMH, COJAEPKAIIUMH CIY>KEOHYIO
UHGOPMAITUIO OTPAHUYEHHOTO PaCTIPOCTPAHEHUSI.

7.1.1. K cmyxeOHOU wuHGOpPMAIIMK OTPAHUYCHHOTO PaACHpPOCTPAHEHUS
OTHOCHUTCS HEeceKpeTHass wWH(oOpMamms, HE3aBHCHUMO OT BHJAa €€ HOCHTEIS,
OTPaHUYEHHUS] Ha PacCHpOCTPAHEHHWE KOTOPOM JHKTYIOTCS €€ CIIyXeOHOM
HEO0OXOIUMOCTBIO.

7.1.2. HeobxoaumocTh  mpocTaBlieHHs TOMeTKH  «/[ns  cmykeOHOrO
nonb3oBaHus» (nanee — «JICI») Ha [OOKyMEHTaXx W M3JIaHUSAX, COAEpKallNX
CIIyeOHYI0 HH()OpPMALMIO OrPAaHUYEHHOTO PACHPOCTPAHEHUs, OIpPEAEINIIeTCs
npenceaaTrenemM TEepPPUTOPUATHHON KOMUCCHH, MOJITUCHIBAIOIIUM
WIH YTBEPKIAIOIIUM JOKYMEHT.

JIOIKHOCTHBIE JTWIIA, TPUHSBIINE pEIIeHHe 00 OTHECEHWH CIIyKeOHOM
uHGOpMaIMU K pa3psiy OrpaHUUYEHHOTO PacCHpOCTPAHEHUS], HECYT MEPCOHAIBHYIO

OTBETCTBEHHOCTH 32 000OCHOBAHHOCTD IMPUHATOI'O PCIICHMA.
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7.1.3. ITometka «ICII» m HOMEp 3K3eMIUIsipa NPOCTABISAIOTCS B IPaBOM

BEpXHEM YIJIy TIEPBOM CTpaHUIBl JIOKyMEHTa (B cliydyae HEOOXOIUMOCTH —
U €T0 TIPOCKTa), COACPIKAIIETro CIy)KeOHYyr0 HWHGOPMAIMI0  OTPAaHUYECHHOTO
pacmpocTpaHeHHs], Ha O0JI0KKE M TUTYJBHOM JIUCTE M3JIaHUS, a TaKXKe Ha TEpBOM
CTpPaHULIE COMPOBOJUTEIBHOIO MUChbMAa K TaKUM JOKyMmMeHTaM. lIpu moaroroBke
nokymenTta cpeactsamu I1/] momerka «/ICII» mpocraBisieTcss Ha 3JIEKTPOHHOM
mabsoHe OJaHKa TOKyMEHTA.

7.1.4. PaGoTa ¢ MOKyMEHTaMH, COJAEpPKAIIUMH CIY>KEOHYI0 HWH(OPMAIIUIO
OrPaHUYEHHOI'0 PACIPOCTPAHEHHSI, B TOM YHCIE UX MPUEM, YUET (perucrparus),
OCYILECTBIISIETCA B TMOPSAJKE, YCTAHOBJIEHHOM i1 HECEKPETHBIX JIOKYMEHTOB,
C y4eToM OCOOEHHOCTEH, H3JIOKEHHBIX B HactodmeM paszzaene. llpu sTom
K PErUCTPAaLlMOHHOMY HOMEpPY AOKyMeHTa Jto0aBisieTcst moMmeTka «JICII».

7.1.5. Hokymentsl ¢ nometkoir «JICID» peructpupyrorcsi (YUYUTHIBAIOTCA)
BMECTE C APYTMMHM HECEKPETHBIMM JTOKYMEHTAMH. B perucrpanmoHHO-y4EeTHOU
dbopme nipousBoauTes 3anmuch «JJCIDy».

7.1.6. CkaHupoBaHue, KONUPOBAaHHE  (THPAXXUPOBAHHE)  JIOKYMEHTOB
c nometkoit «J{CII», a Takxke pa3MelleHne ux Mpu ocyuiecTBieHnd padoTel B 11/]
IPOU3BOIUTCS TpeacenaresaeM (CeKperapeM) TeppUTOpUaIbHOM KOMUCCUU JHO0
pabOTHUKOM  amnmapara, OTBETCTBEHHbIM 3a BEJEHUE JEJIONPOU3BOICTBA
C UX IMCBMEHHOI'0 pa3pelIeHMs, IIPU OTOM OCYLIECTBIIETCA YYeT KaX[oro
DK3EMIUISIPA YKA3aHHBIX JOKYMEHTOB.

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

7.1.8. Jokymentsl ¢ mometkoil «J[CII» HampaBisitoTCs B APYyrue OpraHbl
W OpraHu3alui opraHamMu QeaepanbHOil  (PenbIberepckoil  CBS3U, CIYXO00H
crenuanbHOU CBs3M JIMOO HApOUuHBIM. [Ipu HanmpaBiIeHUN JOKYMEHTOB C TOMETKOMN
«JICII»  cpenctBamu  IIJI B LUK Poccun, PN npu UK Poccun,
PHOMUT npu UK Poccun, Canxt-lIleTepOypreckyto n30upaTenbHyr0 KOMHCCHIO,

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

K JOKyMEHTy. 3ampeuniaercsi IepeaaBaTb JOKyMeHTBl ¢ nomeTkon «ICID»
10 HE3AIUIICHHBIM KaHaJlaM KOMIIBIOTEPHO-MOJIEMHOM U (DaKCUMHIIBHOM CBSI3U.

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

7.1.9. Ucnionmaennbpie TOKyMeHTHI ¢ momeTkoi «JICII» popmupyrorcs B aena,
B TOM YHCJE DJIEKTPOHHBIC, B COOTBETCTBMM C HOMEHKJIATYpOou Aen. JlOKyMEHTHI
IPYIIIMPYIOTCS B JIe]a BMECTE C APYTUMH HECEKPETHBIMU IOKYMEHTAMH 110 OJHOMY
U TOMY ke Bompocy. [Ipu ¢popmupoBannu nena Ha OyMa)XHOM HOCHUTEJIE B PABOM
BEPXHEM YIIy OOJOXKKH JieJda, B KOTOpPO€ TIOMEUIEHbl TaKue JOKYMEHTHI,
npoctasisiercs moMetka «{CIDy».

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

7.1.11. YHUUTOXKEHHE 1€, TOKYMEHTOB M H3faHui ¢ nomeTtkon «JICID»,
YTPaTUBIINX CBOE INPAKTHYECKOE 3HAYEHWE W HE HUMEKIMUX HCTOPUYECKOU
Y Hay4YHOU IIEHHOCTH, TPOU3BOJIUTCS 110 aKTy YCTAHOBJIECHHON (POPMBI C YKa3aHUEM
HOMEPOB 3K3eMIUISPOB (mpuiioxkenue Ne 16).

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

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

Cuatue nometrkn «JICID» ¢ 1okyMeHTa OpPOW3BOAMTCS IpEAcCEeaaTesieM
(cekperapeM) TEppPUTOPHAIBHON KoMHccHHM JHOO0 pabOTHUKOM — ammapara,
OTBETCTBEHHBIM 3a BEJICHHE [EJIONPOU3BOACTBA HA OCHOBAHMM IHCHMEHHOTO
yKa3aHus JOJKHOCTHOTO JIMIA, IPUHSBLIETO Takoe perenue. [Ipu cHATHH ToMeTKH
«JICII» Ha TOKyMEHTaX, AeJIaxX WIN U3AaHUsAX, a TAKKE B PETUCTPALMOHHO-YUYETHON

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

JIOKYMEHT HamlpapJIsijIcs, TMO0 OpraHu3allys, €ro HalpaBUBIIas.

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

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

dbopmax.

8. lloaroroBka, opopmiieHue, BHINYCK, Y4eT JOKYMEHTOB,
paccMaTpUBaeMbIX HA 3aCeJaHUAX TEPPUTOPUATBHON KOMUCCUU

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

8.1.1. [IpoekT moOBECTKM [IHS 3aceNaHusl TEPPUTOPUAIBHOU KOMUCCHH
dbopmupyeTcsi 3a0JIarOBPEMEHHO Ha OCHOBAHMM IIJIAHOB pabOThl M PEIICHUM
TEPPUTOPUAIBHOM KOMHUCCUHU (J1ajiee — pelieHuid), MOpy4YeHUN mpeacenares
TEPPUTOPUAIBHON KOMHUCCHH, MOCTYIUBIINX JOKYMEHTOB M, MOCIIE COTIACOBAaHUS
C MpeJceaaTeNieM TEPPUTOPUAIIBHOM KOMHUCCUM TOJIMCHIBAETCS CEKpETapeM
TEPPUTOPUATBHON KOMUCCHH.

Takxe MpOEKT MOBECTKU JHS 3aCEIaHUs TEPPUTOPUATBHON KOMUCCUU MOKET
dbopMupOBaTbCS U COIJIACOBBIBaThCA cpenctBamu [IJ[ m mocnie coriiacoBaHus
IpeAcenaTeNeM TEPPUTOPUAIIBHOW KOMHMCCHH  COIJIACOBBIBAETCS  CEKPETApEM
TEPPUTOPUAIBHON KOMUCCHH JIJIs1 BBIHECEHUS HA 3aceaHue.

8.1.2. UneHbl TEPPUTOPUAIIBHON KOMHUCCUM BHPABE MPEIJIO0KUTh BHECTH
B MTIOBECTKY JIHS 3acellaHus BOMPOCHI, HE MPETyCMOTPEHHBIC IUIaHAMHU PaOOTHI
U pEIICHUSIMH  TEPPUTOPUATIBHOM  KOMHUCCHUM, TPH  YCIOBHUM  HaJU4Ms
MOJATOTOBJIEHHBIX 110 3TOMY BOIIPOCY JTIOKYMEHTOB.

JlaHHbIE BOMNPOCHI BKJIIOYAKOTCS B MPOEKT TMOBECTKU [HA 3acelaHus
TEPPUTOPUAIBHOM  KOMHUCCHUM  NPU  NUCBMEHHOM  OOpalieHud  4jieHa

TeppHTOpI/IaHI)HOﬁ KOMHCCHH, II0 HHHIHUATHBC KOTOPOI'O BOIIPOC BBIHOCHTCA
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Ha 3acellaHre, Ha UM MpeAceaaresiss TEPPUTOPUAIBHOW KOMHCCHHM, B KOTOPOM

YKa3bIBAIOTCS HAWMMEHOBAaHHWE BOIpOCA, AOKIAAYMK M JaTa IMepeladyd IMpOEeKTa
pELICHUSI B COOTBETCTBMM C IYHKTOM 8.2 W MaTepUalioB K HEMY CEKPETapro
TEPPUTOPUAITBHON KOMUCCHH.

8.1.3. CornacoBaHHbIi C TIpeaCenaTeIeM TEPPUTOPUATBLHON KOMHUCCUU
Y TIOJINHUCAHHBIN (cornacoBaHHbI cpenctBamu 11J]) cekperapemM TeppUTOpHUATBHON
KOMHCCUU TIPOEKT TIOBECTKM [HA 3aCENaHUsl TEPPUTOPUATIBHON KOMUCCUU
TUPAXKUPYETCS I PACCHUIKH YJIEHAM TEPPUTOPUATIBHON KOMUCCHUU.

[IpoeKT MoBECTKM JTHA 3aCelaHNs TEPPUTOPHATIBHON KOMUCCUU Pa3MEIAETCS
Ha opuUIMAIbHOM calTe TeppuTopuaibHO Komuccun B HMHbopmanmoHHO-
TEJIEKOMMYHUKAITMOHHON ceTu VHTEpHET B CPOKH, YCTaHOBJIEHHbIE PernamenTom
TEPPUTOPUATIBHON KOMHUCCUHM, a TaKKe MOXET ObITh pa3ociiaH YIeHaM
TEPPUTOPUAIIBHON KOMHCCHM HA YKa3aHHbIE UMM JIEKTPOHHBIE ITOUYTOBBIE aJ1peca.

8.2. [logrotoBka JOKYMEHTOB MO BONpPOCAaM, BKJIIOYECHHBIM B MPOEKT
IIOBECTKH JTHS 3aCE€IaHNsI TEPPUTOPUATIBHON KOMUCCHUU.

8.2.1. JIokyMEHTBI IO BOIIPOCaM, BKJIIOYEHHBIM B IPOEKT IMOBECTKU JIHS
3acelaHds TEPPUTOPUAIBHOM KOMHUCCHUH, TOTOBSTCA pabOYMMH  TpyIIaMu
TEPPUTOPHATBHON KOMUCCHH, npecenaTenemM (cekperapem), 1100
10 UX MOPYYEHUIO WHBIMU YJIEHAMH TEPPUTOPUATILHON KOMHUCCHH, 32 KOTOPBIMU
3aKpEIUIEHbl COOTBETCTBYIOIIME HANPABJICHHS ACSITEIBHOCTH, C IPUBICYEHHUEM,
B CIyyae HEOOXOJUMOCTH, PabOTHUKOB amnmapara TEppPUTOPUATBHOW KOMHUCCUU
U IPYTUX CHEHUAINCTOB (JIOKYMEHTBI IO BOIPOCAM, BKIIOYEHHBIM B IPOEKT
NOBECTKH JHS 3acelaHusl TEPPUTOPUAIBHON KOMHCCUH, MOTYT TOTOBHUTBCS
U corjacoBbIBaThCs cpencteamu 11]]).

8.2.2. llpencraBisieMble K pPaCCMOTPEHUIO JOKYMEHTBHI JOJKHBI BKJIIOUYATh
O3arjaBJCHHbII MPOEKT pELIEeHUS C MNPUOOIIEHHBIMA K HEMY MOJJIMHHUKAMH
JOKyMEHTOB (B TOM 4YHCJ€ pacleyaTaHHbIMH  KOINHUAMH  JIOKYMEHTOB,
NOCTYNUBIIMX/TMIOJATOTOBICHHBIX B DJIEKTPOHHOM  BHJE),  MOCTY>KUBIIMX
OCHOBAaHMEM JUIsl PAacCMOTPEHHS BONpPOCAa HAa 3aCEelaHUd TEPPUTOPHAIBHON

KOMHCCHHU, 00 IMPOCKT IIHMCbMaA, IIOJJICKAIICTO COIJIaCOBAHWIO Ha 3aCCIaHHU
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TEPPUTOPUANBHON KOMHMCCHUU, MPU HEOOXOAMMOCTH — MOSICHUTEIbHYIO 3aITUCKY

10 paCCMaTPUBAEMOMY BOIPOCY.

8.2.3. [IpoeKThl TOKYMEHTOB (BKJIIOYAs MPUIIOKEHUS ), MPEJCTABIISIEMBIE IS
pacCMOTpEHHs Ha 3aceJaHud TEPPUTOPUAIBHOM KOMHCCHUH, BU3BHPYIOTCA
UCIIOJTHUTEJIEM W  WICHOM TEPPUTOPHAIBHOM KOMHUCCHHM, OTBETCTBEHHBIM
32 MOATOTOBKY JOKYMEHTA, KaK Ha OyMa)XHOM HOCHUTEJIE, TaK U B 3JIEKTPOHHOM BUJIE
cpenctamu [1/1.

[IpoeKkThl JOKYMEHTOB (BKJIIOYash IPHIOKEHHS), COAEpKaIIUe BOMPOCHI
¢dbuHaHCHpOBaHUS BEIOOPOB (pedepeHayMoB), (GMHAHCOBOTO OOECTICUCHUS TEKYIIEH
NeSATEeIbHOCTH TEPPUTOPUATIEHON KOMUCCHH, B 0053aTEIbHOM MOPSAKE BUSUPYIOTCS
[JIABHBIM OyXraiaTepoM TEPPUTOPUATIEHON KOMHUCCHUU.

Bu3bl npocTaBisioTCs B KOHIIE TEKCTA MPOEKTA PELIEHUs TU00 Ha 000POTHOU
CTOPOHE TMOCJIEJHEr0 JHCTa TMPOEKTa JOKyMEeHTa (BKJIHOYas IPUIIOKEHUS)
M0 yCTaHOBJIEHHON Qopme (mpunoxkeHue Ne9). Kaxapli JHUCT NPUITIOKEHUS
BU3UPYETCS HUCIOTHUTENEM. Buza mnpocTaBisieTcss B IMPAaBOM HUXKHEM YIIIy
Ha CBOOOHOM TI0JI€ CTPAHMUIIBI MTOCTIE TEKCTA JIMOO HA 0OOPOTHOM CTOPOHE.

IIpr mOATOTOBKE M COTIACOBAaHMUM IMPOEKTOB TOKYMEHTOB cpencrBamu I1/]
JIUCT COTJIACOBAHUS PACIEUaThIBACTCA U MPUOOIIAETCA K MOMTUHHUKY JTOKYMEHTA.
[Ipy HeoOXoAMMOCTH TOJYYEHHsS] BH3bl JODKHOCTHOTO JIMLA Ha JIMCTE
COIJIACOBAHUA JIOKYMEHTA, [OJATOTOBJIEHHOTO cpencTBamu I/,
OH pacrneyaTbIBaeTcsl, IEPEeJaeTCsl BMECTE C IPOEKTOM JOKYMEHTA HAa BU3UPOBAHKE
COOTBETCTBYIOIIEMY AOKHOCTHOMY JIUILY.

8.2.4. Ucnonuutens o00€CeUnBAeT KOMIUIEKTHOCTh BCEX JIOKYMEHTOB,
0003HAaYEHHBIX KaK B IPOEKTE PELIEHUS, TaK U B IPUIIOKEHUAX K HEMY.

8.2.5. Ilocne mpocmMoTpa, a B HEOOXOAMMBIX CITydasiX — BHECEHUS MOIPABOK,
CEKpeTaph TEPPUTOPUATLHON KOMUCCUM HA TOJTOTOBJIECHHBIX U O(OPMIICHHBIX
JUISL pACCMOTPEHHUsSI Ha 3acelJaHud MpPOeKTaX JAOKYMEHTOB JIeJIaeT OTMETKY
«Ha 3acemanue», cTaBUT NOANKCH U JaTy (mpocTtasisieT otMeTKy «Ha 3acenanue»

cpeactBamu I1J]) um mepenaer (HamparmisieT cpeiactBamu [1/]) Bech KOMILIEKT
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JAOKYMCHTOB IJIsI  THUPAKUPOBAHUA pa6OTHI/IKy amnrapartra, OTBCTCTBCHHOMY

3a BeJICHHE JIEJIONPOU3BOJICTBA.

8.2.6. JIOKyMEHTBI K 3aCE€aHHI0 MOTYT HaIlpaBJATHCA MO MPOCHOE YJIEHOB
TEPPUTOPUAIIBHON KOMHCCHHM HAa YKa3aHHbIE UMU AJIEKTPOHHBIE TIOYTOBBIE ajipeca
W/WIU TIepeaBaThCcs UM TIEepe]l HavyalloM 3acelaHusi, a JUIaM, MPUIIAIeHHbIM
Ha 3aceJlaHne, MaTepuaJbl 0 BOIPOCY, HA KOTOPBII OHU MPUTIIAILEHBI, IEPEIAFOTCS
nepe/i HayajaoM 3ace/laHusl.

[Tanku ¢ JOKyMEHTaMH, MOJJIEKAIIUMH PACCMOTPEHUIO B COOTBETCTBHH
C MPOEKTOM MOBECTKU JHS 3aCEIaHUsl TEPPUTOPHAIBHON KOMUCCUU, KOMIUIEKTYET
U pa3facT 4WieHaM TEPPUTOPUAIbHOW KOMMCCHM Tepe]l HayaloM 3acelaHus
pabOTHUK ammapara, OTBETCTBEHHbIN 3a BEJICHUE JIETONPOU3BOJICTBRA.

8.2.7. Ilepen HauanmoMm 3acenaHus paOOTHHK arrapara, OTBETCTBEHHBIN
3a BEJICHUE JIEJIOMpPOU3BOJCTBA, JIMOO CEKpeTapb TEPPUTOPHAIBHON KOMMCCHH,
PETHCTPUPYIOT WICHOB TEPPUTOPUATILHON KOMUCCHUHU C IPABOM PEILIAIOIIETO TOJI0Ca,
MPUCYTCTBYIOIIUX HAa 3aCEaHMM W TPUTJIAIICHHBIX HA 3acellaHue JIMIl, CIUCOK
KOTOPBIX NPEJCTABISAECTCA MPEACEAATENI0 TEPPUTOPHATIBHON KOMUCCHH.

8.2.8. Ha 3acemanuu TEeppUTOPUAIBHOM KOMHUCCHUM BEAETCA MPOTOKOJI
¥ MOXKET MPOU3BOJIUTHCS ayAMO3aluch (BHIE03amuch). B ciyuyae mpousBojcTBa
ayJlIno- WM BUJIEO3AMKUCH YJIEHBl TEPPUTOPUATIBHON KOMHCCHUHM W TPUIIIALLICHHBIE
YBEJIOMIISIFOTCSI 00 9TOM JI0 OOBSIBIICHUSI TOBECTKU JTHS 3aCEIaHUS.

8.3. BBITyCK TOKYMEHTOB, PACCMOTPEHHBIX Ha 3aCENAHUU TEPPUTOPHUATIBHON
KOMUCCHUHU.

8.3.1. JIoKkyMeHTBI, pPACCMOTPEHHBIE HAa 3aC€JaHUU TEPPUTOPUAIBHOU
KOMHUCCHH, B CIy4ae €CJIM B XOJI€ 3aCeJaHusl BHOCUIIMCh U3MEHEHHS], IOJKHBI ObITh
opaboTaHbl, a 3aTEM MOANMKUCAHBI, 3aPETUCTPUPOBAHBI U PA30CIIAHBbI.

8.3.2. Cpok n0opabOTKU JOKYMEHTOB HE JOJDKEH MPEBBINIATh TPEX pabounx
JTHEH 1ociie IHs 3acelaHus, €ClIM MHOU CPOK He orpeelieH (heaepalbHbIM 3aKOHOM
u/umu 3akoHoM Cankt-IleTepOypra, periiaMeHTOM TEpPUTOPUATILHON KOMHUCCUU

HJIN HC OIr'OBOPCH Ha 3aCCIaHNH.
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8.3.3.Ilpu nopaboTKe MOKYMEHTAa WCIOJHHUTEIh BHOCHUT B TEKCT

COTJIACOBAHHBIE B XOJE€ 3acelaHuss U3MEHeHHs. B cioydae npuHATHS
TEPPUTOPUAIBHOM  KOMHUCCHUEH  pemeHuss O  HEOOXOJUMOCTH  KOHTPOJIA
3a BBIIIOJJHCHUEM PEIICHUST €r0 TEKCT JIONOJHAETCA IYHKTOM, B KOTOPOM
HAa3HAYaroTCs JINIA, OTBETCTBEHHBIE 3a UCIIOJTHEHUE.

8.3.4. JIoKyMeHT, TOJICKAIMMUN MOANUCAHUIO (BKJIIOYAsT TPUIOKEHHUS),
MOJATOTOBJICHHBIH Ha OyMa)XHOM HOCHUTEJNE, BU3BHUPYETCS HUCIIOJHUTEIEM,
OTBETCTBEHHBIM 3a €r0 NOJATOTOBKY.

JIOKyMEHTBI (BKIIFOYAst MPUIIOKEHHUS), COoAEepKaIne BOIIPOCHI
(dbuHaHCHpOBaHUSI BHIOOPOB, (DMHAHCOBOTO OOECHEUECHUsS TEKYIIEeH NeATeTbHOCTH
TEPPUTOPUATHLHOM KOMHCCHHU, B 00SI3aTEIIbHOM MOPSAKE BU3UPYIOTCS TJIABHBIM
OyXrajnTepoM TePPUTOPHUATHHON KOMHUCCHH.

JIOKyMEeHT,  ToaJeXalui  MOAMHCAHWIO  (BKJIIOYas  MPUIIOKEHHUS),
corjacoBaHHbli cpenctBamu [1J] w mpuHATBHIA 0e3 M3MEHEHUN Ha 3aceaHuU
KOMHUCCHHU, pacreyaThIBaeTCsl HA COOTBETCTBYIOIIEM OJIaHKE, K HEMY MPUOOIIAETCS
JUCT COIJIACOBAHUsA, 3aTEM JOKYMEHT IPEACTABISAETCS Ha IOANUCH CEKPETaplo
U IIPEACENATENIO TEPPUTOPUAIBHON KOMUCCHH.

JlopaboTka M cOrJIacOBaHHUE JOKYMEHTOB, PACCMOTPEHHBIX Ha 3ace/laHuu
KOMUCCHH, MOXET OCYILIECTBIATHCS cpencTBamu [1/].

Busbl mpocTaBisrOTCS aHATOTUYHO TIOPAJIKY, YKa3aHHOMY B a03alle TPEeThbeM
nyHkra 8.2.3.

IIpr MOATOTOBKE M COTIACOBAHHUM IMPOEKTOB TOKYMEHTOB cpencrBamMu I1/]
JIUCT COTJIACOBAHMS MPUOOIIACTCS K OAJTMHHUKY JOKYMEHTA.

8.3.5. PaboTHHK ammapaTa, OTBETCTBEHHBIN 3a BEJIEHHE JI€IONMPOU3BOJICTBA
CJHEUT 3a KOMIUIEKTHOCTBIO MPUJIATAEMBIX K PELIEHUIO JOKYMEHTOB U PACIIOIaraet
MX B TOW MOCJIEA0BATEIBHOCTH, B KOTOPOW OHU YIIOMUHAIOTCSI B TEKCTE.

8.3.6. Ecmu BOmpoCHl, COAEpKAIIMECS] B PEIICHHH TEPPUTOPHATBHON
KOMHUCCHM, KacaroTCs JESITEIbHOCTH OJHOW WM HECKOJBKUX CTOPOHHHX
OpraHu3anui, K JOKYMEHTY MpWiIaraercs JHUCT COIJIaCOBaHUSA, B KOTOPOM

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

€ro COOCTBEHHOPYYHas! MOIHCH.

CornacoBanne MOXeT OGOPMISTECS Ha TIOCIAEAHEM JIUCTE PEIICHUS
TEPPUTOPUAITBHON KOMUCCHH.

8.3.7. K odopmiieHHOMY pelIeHHI0 TEPPUTOPUATIBHOM KOMHCCUU PAOOTHUK
anmapara, OTBETCTBEHHBIM 3a BEJIEHHWE JEJONPOU3BOACTBA, TOTOBUT OTYET
O pacChUIKE II0 COOTBETCTBYIOUIMM ajgpecaTaM W PpasMEUICHUU PELICHUM
TEPPUTOPUANBHON KOMHUCCHU Ha odunuaabHoM caifte (mpunoxenue Ne 10).
Cnucok JOJKHOCTHBIX JIMI[ (OpraHu3anuil), KOTOPbIM HAalpaBiIIETCS pELICHUE
TEPPUTOPUATBHON KOMUCCHH, MOKET OBITh MOATOTOBIIEH cpeacTBamu 11/,

B cnmcok BKIIIOUAIOTCS JMIa, KOTOpbIe OyAyT 3a/1€iCTBOBaHbI B peau3aluu
IPUHATOTO TOKYMEHTA WIH JOJIKHBI OBITh IPOUH(POPMHUPOBAHBI O €r0 COJEPKAHUU
¥ KOTOPBIM 3TOT IOKYMEHT JOJIKEH OBITh pa3ociiaH.

CHnHcoK pacchUIKM JOKYMEHTOB MOJIKCHIBA€TCA paOOTHUKOM anmapara,
OTBETCTBEHHBIM 3a BEJICHHE JCIIONPOU3BOACTBA M YTBEPKIAETCA IPEACcenaTeIeM
TEPPUTOPHUAITBHON KOMUCCHH.

8.3.8. OpopMIICHHBIM KOMIUIEKT JOKYMEHTOB (pelieHue, OO003HAUYCHHBIC
B €0 TEKCTE MPUJIOKEHUS, CIIMUCOK PACCHIIIKN) paOOTHHK arapara, OTBETCTBEHHBIN
3a BEJICHHE JIEJIONPOU3BO/ICTBA, NIEPEAAET HA MOAIMUCH IPEICENATENIO U CEKPETAPIO
TEPPUTOPUAIIBHON KOMHUCCHH.

8.3.9. Pemienne  moAmMChHIBaE€TCS ~— NPEACENATENIEM M CEKPETApeM
TEPPUTOPUATIBHON KOMUCCHH.

Ecnum Ha 3acenaHuy TEppUTOPHANIBHONW KOMHMCCHHM NPEICENATENbCTBOBAI
3aMECTUTENIb  MpeAcenaresis  TEPPUTOPUAIBHOW  KOMHMCCHM,  CEKpeTapb
TEPPUTOPUAIIBHON KOMHUCCHH WM OJUH U3 WICHOB TEPPUTOPUAIBHON KOMHCCHU
C MIPaBOM pEIAIONIEr0 Tojoca, a TakKe €ClIM IOJHOMOYMS CEeKpeTaps
TEPPUTOPUATBHOM KOMHMCCHM OCYIIECTBIIST OJMH W3 WICHOB TEPPUTOPHAIBHOU
KOMHCCHH € TIPABOM PELIAIOLIETO T0J0Ca, TO MOANKMCH B MMPOTOKOJIE, HA PEILICHUH

0(OPMIISIFOTCSI CJIETYIOIINM 00pa3oMm:
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«3aMecTUTENh Npeacenarenas TEPPUTOPHAIIBHOM KOMHUCCHM» — B  Cllydae

BPEMEHHOT'O OTCYTCTBHS NPEACEAATEN TEPPUTOPHATBHON KOMHUCCHY;

«Hcnonssrommii 003aHHOCTH TIPEACEaTeNs TEPPUTOPHATIBHON KOMUCCUN —
npu Hamnuuu pemeHua Cankr-IlerepOyprckoil  M30MpaTenbHON  KOMHUCCUU
O BO3JIOXKEHUU HAa OJHOTO W3 YJIEHOB TEPPUTOPUAIBHOM KOMHCCHU C IPAaBOM
pPEMIAKOIIET0 TOJI0Ca MOJIHOMOYUH IIpeAcenaTeNsl TEPPUTOPUAIBHON KOMUCCHH;

«IIpencenaTenbCTBYIOMMI HA 3ace€JaHUU TEPPUTOPHAIBHONM KOMUCCHN» —
B Clly4a€ BPEMEHHOIO OTCYTCTBHUS IpEACeNaTeNs, 3aMECTUTENs MpeacenaTess
TEPPUTOPUAIIBHOM KOMHUCCHHM, OTCyTcTBUA pemenus Cankr-lIletepOyprekoi
n30UpaTeabHOW  KOMHMCCHHM O  BO3JIOKEHUMM  IIOJIHOMOYHMI  Ipelcenaress
TEPPUTOPUAIBHON KOMHMCCUU HA OJHOTO W3 YIEHOB TEPPUTOPHUATBHON KOMHUCCUU
C IPaBOM pEIIAOLIEr0 TroJI0Ca W INPU HAIWYUM PEIICHHUS TEPPUTOPUAIBHOM
n30upaTeabHON KOMUCCHH;

«Mcnonusommii 0043aHHOCTH CEKpeTapsi TePPUTOPUATIBHOM KOMUCCHM —
B CIy4yae HalW4usl peleHus TeppUTOpHAIIBHOM KOMHMCCHUM O BO3JIOKEHUU
ITOJTHOMOYHM CEKpeTapsi TEPPUTOPUAIBHOM KOMHMCCHM Ha OJHOIO H3 YJICHOB
TEPPUTOPUATBHON KOMUCCHH C IPABOM PELIAKOMIErO I'OJI0CA.

«Cekperapp  3acefjaHusi  TEPPUTOPUAIBHOM  KOMHCCHUM» —B  Cllydae
BPEMEHHOT'O OTCYTCTBHUSI CEKpeTapsi M30MpaTeIbHON KOMHCCHUM U TPU HATUYUU
pELIEHUS TEPPUTOPUATIBHON KOMUCCHUMU.

8.3.10. [locne mnoamuWicaHuss pEUIEHUS PETUCTPUPYIOTCA B  JKypHaJe
pPEruCTpanuy peIeHN, B KOTOPOM IIPEAYCMAaTPUBAKOTCS: OPSIKOBBI HOMED, /1aTa
NPUHATUS PELICHMS, PETUCTPALMOHHBIA HOMED, COAEP/KaHWE PEUICHUS U HOMEP
Jiera XpaHeHUsl.

8.3.11. PelieHusi HyMepyroTCcsi B XPOHOJOTHYECKOM IOCIEI0BATEILHOCTH
B [IpefiesiaXx CpoKa IOJHOMOYMN TEeppUTOpUAIbHON KoMuccuu. Homep pemieHus
TEPPUTOPUAIIBHOM KOMMCCHUM COCTOMT W3 HOMEpa IIPOTOKOJIA 3acelaHus
U TIOPSIIKOBOIO HOMEpa Bompoca, (Hampumep: 1-5).

8.3.12. Yka3aHHbIE BbIIIE PEKBU3UTHI BHOCATCS B PETUCTPALIMOHHO-YUYETHYIO

dopmy. B ciyuae ucnonszoBanus I1J] k PYK mpukpemnsercs Tekct qokymeHTa
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B (popmare docx (st Tabnui qomyckatores (aiinsl popmara x1Sx) v 3JEKTPOHHBIN

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

8.3.13. Pa3perieHue Ha THPaXKUPOBAHHE JOKYMEHTOB B HEOOXOJIWMOM
KOJIMYECTBE JAET MPEACENaTeslb TEPPUTOPUAIBHOW KOMHMCCUH. JOKyMEHTBI
TUPOXUPYIOTCS ~ paOOTHUKOM  ammapaTa, OTBETCTBEHHBIM 33  BEJICHUE
JIEJONPOU3BOACTBA, HA KaXKIOM KOMHHM JOKyMEHTa MpPOCTAaBISETCS I€YaTh,
YAOCTOBEpSIOIIAs  MOANKUCH  TOpeacenaTenss TEePPUTOPUAIBHOW  KOMHUCCUU
U CeKpeTaps TeppUTOpUaTILHON KoMuccuy (0€3 BOCTIPOU3BEICHUS MOITUCEN ).

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

8.4. OdopmieHre MPOTOKOIIA 3aCEaHUS TEPPUTOPUATIEHON KOMUCCHUU.

8.4.1. IlpoTrokon 3acenaHus TEPPUTOPHAIIBHOM KOMHUCCUU O(OpMIISIETCS
Ha OJIaHKe yCTaHOBJIEHHOM (hopMmbl (mpuiiokeHne Ne 4) B CpOK, HE IPEBBIILIAIOIINN
Tpex pabouux qHeH nocie aHs 3aceaanus. [Iporokon 3acenanusi TeppuUTOpUATHLHON
KOMUCCUM MOXeT ObiTh odopmiien cpeactBamu IIJ[ ¢ wucnonab3oBaHueM
COOTBETCTBYIOIIETO 11a0JI0Ha OJIaHKa JOKYMEHTA.

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

8.4.3. TekcT mpoTOKOJIa 3aceaHus TEPPUTOPUATBHON KOMUCCHH COCTOUT
13 ABYX 4acCTel — BBOJHOW U OCHOBHOM.

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

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

C YKa3aHueM WHHUIMaNoB, (amuinii u gokHocTed. CHUCOK Mpuaraercs
K IIPOTOKOJY 3aCEIaHUs.

8.4.5. IloBecTka AHS BKIIOYAETCS B BBOAHYIO YAaCTh MPOTOKOIA. OHA COCTOUT
U3 MEePEUYMCIICHHs BOIIPOCOB, KOTOPHIE OOCYKIAI0TCSl Ha 3aCelaHuU, U 3aKpEeTIsieT
MOCIIEI0BATEIBHOCT UX 00CYXKIECHUS U (PaMHIIINU JOKIATUYUKOB (BBICTYHAIOIINX ).

Kaxxnp1ii Bompoc moBecTKu JHS 3acelaHus HymepyeTcs: apabckoil 1mudpoit,
€ro HauMeHOBaHue PopMyHPYIOT ¢ peyiora «Ox» mwim «O6x. [To kaxaoMy MyHKTY
YKa3bIBA€TCsl TOKJIAIUUK.

8.4.6. OCHOBHasl 4acTh MPOTOKOJA COHEPKUT CTOIBKO PA3IEIOB, CKOJBKO
IIYHKTOB BKJIFOYEHO B IOBECTKY JIHs. B COOTBETCTBUM C HEN pa3leibl HyMEPYIOTCS.

Kaxnprit pazaen cocrout u3 tpex yacret: «CJIVITAJIN, « BBICTYITIIN»,
«PEIINJIN», koTOpble MedaTarOTCs OT TIPAaHULBI JIEBOTO IIOJS IPOINUCHBIMU
OyKBaMHU.

B yactu « CJIYIIAJIN» KpaTKO U37araeTcsi TEKCT BBICTYIUICHUS JOKIATINKA.
Nuanmmansl u daMmwinsg  JOKJIAJYMKa TMe4aTaloTcsl € KpacHOM  CTPOKHU
B AIMEHUTEIBHOM TaAeXKe. 3anuch JOKIANa W3JaraeTcs OT TPEThEro Juua
€IMHCTBEHHOTO YHCIIa U OTIEISETCS OT (paMmInu TUpe.

Ecnu Texer noknanga mpuiiaraetcs K MPOTOKOIY, TO MCHOJIB3YETCS CChUIKA
«TekcT nokiaaa npuiIaraeTcs,.

B wactm «BBICTVYIIMJIM» nepeyucnstorcss BBICTYNAIOIIAE W aBTOPBI
BONIPOCOB. MHUIMAaNb! U (paMUITUsl BBICTYIAOIIETO NEYaTatOTCsl ¢ KPACHOM CTPOKHU
B HMMEHUTEIBbHOM mnajexe. Kparkas 3amuce BBICTYIUIEHUMS IO CYIIECTBY
paccMaTpUBaEMOT0 BOMpoca (MO PEIICHUIO NMPEACeAaTeNIbCTBYIOIIET0) U3J1araeTcs
OT TPETHETO JIULA €AUHCTBEHHOIO YHCIIA.

Ecin TekcT BBICTYIUIEHHS NPUIAraeTcss K IMPOTOKOIY, TO HCIHOJIb3YETCS
cchuika «TekeT BBICTYIUICHHS IPUIIATAETCs).

B wactu «PELINJIN» oTpakaeTcs: MPUHATOE PEIICHUE MO0 00CYKIaeMOMY

BOIIPOCY M Pe3yJIbTaThl TOJIOCOBAHUSI.
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B nporokone 3acemaHus oTpakaeTcsi HAJIM4YME OCOOOrO0 MHEHUS y 4JIeHA

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

8.4.7. Ilporokon 3aceaHus IIOATIUCHIBACTCS npeacenaTenemM
WUIM MIPEJCENATENbCTBOBABIIMM HA 3aCE€JaHUM M CEKpeTapeM TEepPPUTOPHAIBHON
KOMUCCHH (MJIH 4WICHOM TEPPUTOPHAIbHOI KOMUCCHH, UCTIOHSBIIUM 00513aHHOCTH
CEKpeTapsi TEPPUTOPUATILHON KOMUCCHUN ).

8.4.8. Ilocnie moanucaHusi MPOTOKOJBI PETUCTPUPYIOTCA C MUCIOJIb30BAHUEM
peructpanonHo-y4etHo  (opmel.  [IpoTokonmsr  3acemaHuwii  HyMEpYHOTCS
B XPOHOJIOTMYECKOM ITOCJIEIOBATEIBHOCTH B IIPElesiax CpoKa IOJIHOMOYHUI
TEPPUTOPUAITBHON KOMUCCHH.

8.4.9. [IpoTokoubl 3aceaHuil TEPPUTOPUATIBHON KOMUCCUH, IPUOOILIEHHBIE
K HIM pEIIEeHUus BMECTE ¢ MaTepuajgami, IOCIYXUBUIMMU OCHOBaHUEM
JUISL X TIPUHATUSA, OCOOBIMM MHEHHMSIMU WICHOB TEPPUTOPUATIBHON KOMHUCCUHU
XpaHATCS y mpenacenarens (cexkperaps Wi pabOTHHKA almapara, OTBETCTBEHHOTO
3a BEJCHHE JICNONPOU3BOJICTBA) TEPPUTOPUAIBHOM KOMHCCHHM, a 3aTeM,
oopMJIEHHBIE B COOTBETCTBHM C TpeOoBaHUsIMU WMHCTpyKumMu, nepenarorcs

B APXUB.

9. OdopmiieHre NPUKA30B MpeaceaaTe s
TEPPUTOPHAIBHON KOMUCCUU

9.1. Ilpuka3z mnpexncenarenss TEPPUTOPUAIBHOM KOMHUCCHUU 110 OCHOBHOM
JeATEIIbHOCTH (fajnee — nmpuka3) opopmiisieTcsi Ha OJJaHKe YCTAaHOBJICHHOUN (opMbl
(mpunoxxenue Ne 4).

9.1.1 IIpoekTbl MOpPUKA30B TOTOBATCA MO TOPYYEHHIO TMPEACEHATENS
TEPPUTOPHUATBHOU KOMHUCCHHU.

[Iprka3pl MOTYT TOTOBUTBCS M COTJIACOBBIBaThCs Takxke cpeactBamu [1]1.
ITpu moaroroBke mnpukazoB cpeacrBamu 1] mcnonb3yeTcss COOTBETCTBYIOIIMHI
m1aby10H OJ1aHKa TOKyMEHTA.

9.1.2. Texcr mpukaza COCTOMT, KaK IPaBHWIIO, U3 KOHCTATUPYIOLIEH

Y PacCIoOpSAUTEILHON YaCTEN U JIOJKEH UMETH 3ar0JIOBOK.
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9.1.3.B KOHCTaTupymroumied 4YacTd U3JAraloTcsi LeJId U 3aJa4u

IIPEANKUCHIBAEMBIX JIEUCTBUM. ECIM OCHOBaHMEM K H3JAHMIO NPHUKaA3a SBISAECTCS
HOPMATUBHBIM  NPAaBOBOM  aKT  WJIH  PACHOPANWUTENBHBIA  JOKYMEHT,
TO B KOHCTaTUPYIOLIEN YaCTH yKA3bIBAIOTCS €TI0 HA3BaHUE, 1aTa, HOMEP, 3ar0JIOBOK.

9.14.B  pacnopsauTeNbHOM  4YacTH  COAEPXKATCA  IEPEUMCIICHUE
NPEANUCHIBAEMBIX JIEUCTBUW, CPOKM W HUcCnojHUTENW. IIyHKTBI npukasa
HYMEpYIOTCS apaOCKUMU LIUPpaMU ¢ TOYKON U HE UMEIOT 3ar0JI0BKOB.

9.1.5. Ecnin nipuka3 u3MeHsEeT, OTMEHSET WIN JONOJIHAET paHee W3AaHHBIN
IIPUKA3 UM €ro OTAEIbHBIE IyHKTHI, TO 3TO OTOBAPHUBAETCS B TEKCTE MPHUKA3a.

9.1.6. B nocienHeM MyHKTE pacopsIuTEIbHON YaCTH, TPU HEOOXOJUMOCTH,
YKa3bIBAETCS JNOJKHOCTHOE JULO, Ha KOTOpPOE BO3JIAraeTcs
KOHTPOJIb 33 UCIIOJHEHUEM IIPUKA3a.

9.1.7. Ilpy HanUUYuM NPUIIOKEHUIN K MPHUKA3y B TEKCTE€ HA HUX 00s3aTENbHO
JIETAETCS CCBLIKA.

9.1.8. IIpoexkT mpuKa3a W OPWIOKEHUS K HEMY  BU3BHPYIOTCA
HEIMOCPEACTBEHHBIM UCIIOJIHUTEIEM.

Ecim B nmnpukasze coaepkarca BONpOChl (DMHAHCHUPOBAaHUS BBIOOPOB,
o0ecrieueHuss NeATENbHOCTH TEPPUTOPUANIBHON KOMHCCHUH, TO OH BHU3UpPYETCS
y TJIaBHOTO OyXraiTepa.

[Ipukassl, moaroroiieHHbIE cpeactBamu 1], BU3MPYIOTCS aHAJIOTHYHO
IpUKa3am, MOArOTOBICHHBIM Ha OYMa>KHOM HOCHUTEJIE.

Bu3bl npocTaBistoTca Ha 000POTHOM CTOPOHE MOCIEAHETO JIMCTA JOKYMEHTA
(mpukasza, mprIoKEeHHUsS] K HEMY) 10 yCTaHOBJICHHON (hopme (mpusiokenue Ne 9).

IIpy moaroToBKe U COrnacoBaHWM MPOEKTOB MPUKa30B cpeacteamu I/ muct
COIJIACOBAHUSl pacleydarblBacTcsi Ha OOOPOTHOM CTOPOHE TOCIEAHEro JIHCTa
JIOKyMeHTa (IIpuKa3a, MpUIoKeHUs K HeMy). [Ipu HeoOX0IMMOCTH OTyUYEHUS BU3BI
JOJDKHOCTHOTO JIMIIA Ha JIMCTE COrJIAaCOBAaHMS IMpPHKa3d, MOATOTOBJIEHHOIO
cpenctBamu I1/], mokymeHT nepenaercst Ha OyMa)KHOM HOCHUTENIE Ha BU3SHPOBAHUE

COOTBETCTBYIOIIEMY JAOJKHOCTHOMY JIUILY.
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9.1.9. Ilocne moanucaHusi NMpUKa3bl PETHCTPUPYIOTCS C HCIOJIb30BAHUEM

pPErucTpalluOHHO-YYeTHOU (QopMbl U (QOPMUPYIOTCS B Jejla B COOTBETCTBUU
C HOMEHKJIATYypOl JeJl TEPPUTOPHAIIBHOM KOMHUCCUU BMECTE C JOKYMEHTaMH,
MOCITY>KUBIIUMHU OCHOBAaHUEM JIJIsl M3/IaHUS MTPUKA3a.

B ciyuae ucnonszoBanust qis peructpauuu 111 k. PYK npucoenunsiorcs
TeKCT mpukaza B (opmare docx wmm xlsx (st TaGmui AomyckaroTcs (aitis
dbopmara xIsx), aneKTpoHHBIN 00pa3 npukasa B popmare pdf (mpu HE0OXOTUMOCTH)
Y JICJIAI0TCSl CCBUIKM Ha JOKYMEHTBI, MOCIY>XUBIIME OCHOBAHHMEM I H3AAHUS
npuKasa.

9.1.10. Ilpukazam mpUCBAaMBAIOTCS PErHMCTPAlIMOHHBIE HOMEpPA B IMpejenax
KaJIEHJAPHOT0 TO/a, IPH 3TOM K MOPSAKOBOMY HOMEpPY 4yepe3 Aeduc MpOCTaBISETCS
OYKBEHHBIN HHIIEKC «O.

9.2. Opopmiienne TpUKaA30B TMpeacenaaTeass W30UpaTebHOW KOMHMCCHHU
10 KaJpOBBIM BOIIPOCAM.

9.2.1. [Ipukassl npeacenaTesss TEPPUTOPUATHLHON KOMHUCCUU TIO KaJIpPOBBIM
BOIIPOCAM M3JAIOTCA 1O KOHKPETHBIM BOIIPOCAM, CBSI3AHHBIM C JIEATEIBHOCTBIO
YIEHOB  TEPPUTOPUAIBHOM  KOMHCCHHM, IPUEMOM  Ha rOCYJapCTBEHHYIO
rpaxxaaHckyto ciyx0y Cankt-IlerepOypra B anmapart TeppUTOpUATBHOM KOMUCCHUH,
MPOXOXKJICHUEM TPAKTAHCKOM CIIYX Obl U YBOJBHEHUEM C TPAXAAHCKON CITyKObI
B arrapare TeppUTOpUaILHON KOMUCCHHU.

9.2.2. Ilpukasel npeacenaTenss TEPPUTOPUAIBHON KOMHUCCHH MO KaIpPOBBIM
BOIpocaM 0(OPMIIIIOTCS aHAJIOTMYHO MPHUKa3aM IMpeAceaaTelis TEPPUTOPHAIbHON
KOMUCCHMM  TI0  OCHOBHOW  JeITeNbHOCTH.  lIpukasam  mpuCBaMBarOTCA
pEerucTpallMOHHbIE HOMEpa B TMpeeNnax KaJleHJApHOTO Trojaa, MpU 3TOM
K MTOPAIKOBOMY HOMEpY uepe3 Jierc IpocTaBisieTcs OyKBEHHBIH HHACKC «K».

9.3. Konuu npuka3oB 3aBepsIOTCS MEYaThI0 TEPPUTOPHUATBHON KOMHUCCHHU.

9.4. Ilpukazpl BMecT€ C MNPUOOIIEHHBIMM K HHUM JIOKYMEHTaMHu,
MOCITYKUBITUMU OCHOBAaHWEM I UX W3MaHus (B TOM YHCIIE pacreyaTaHHBIMU
KOIUSIMH JIOKYMEHTOB, TOCTYITMBIINX/TIOATOTOBIICHHBIX B JJICKTPOHHOM BHJIE),

(GopMupyIOTCA B JieTa COTJIaCHO HOMEHKJIAType J1e]1 TEPPUTOPHAIBHON KOMHUCCHH,
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XpaHATCA y Mpenceaarens Wik pabOTHHKA allapara, OTBETCTBEHHOTO 3a BEICHUE

JIEJIONPOU3BOJCTBA B TEPPUTOPUATILHOM KOMHMCCHM, a 3areM, O(opMIeHHbIE

B COOTBETCTBUU C TpeOOBaHUAMH MHCTPYKIMHU, IEPENAOTCS B APXUB.

10. KoHTpOJIb HCIIOJTHEHHUS JOKYMEHTOB U NOPYYeHUI

10.1. KoHTpOIItO UCHOTHEHUS MTOJIEXKAT:

NOPYYEHHUSI, COJEpKAIIUEeCs B IOCTAHOBJICHUSAX W APYTMX JIOKYMEHTax
MUK Poccun, Cankr-IlerepOyprckoil m30upaTebHOM KOMHCCHHM, B PELIEHUSAX
TEPPUTOPUAIIBHON KOMUCCHH;

NOPYYEHHUs, COJEpKAIIMECSs B MNpPHUKa3ax MpPEICceNaresisi TEPPUTOPUATIbHON
KOMHCCHU;

NUCbMEHHBIE MOpPYYEHUs mpeacenaTens (3aMecTUTENsl MpeacenaTens,
CeKpeTapsi) TEPPUTOPHATBHON KOMHUCCHH;

BXOJSIIIME JOKYMEHTHI, B TOM YHCJI€ NMHUCHMEHHBIC OOpallleHUsl TpakliaH,
yka3aHHbI€ B [lepeuHe nojexanux KOHTPOI JOKYMEHTOB C YKa3aHUEM CPOKOB
ucnoaHeHus (mpuioxenue Ne 11), B COOTBETCTBUU € YKa3aHUSIMU 110 UCTIOJIHEHUIO
JOKyMEHTa MpeIceIaTels TEPPUTOPUATBLHON KOMUCCHY;

UCXOJIAIIME JOKYMEHTBI, TPEOYIOIIUE OTBETA;

MOPYYEHUS], COAEpKaLIMecs B MPOTOKOJIAX 3acedaHuil TeppUTOPUATIBLHOM
KOMHCCHU;

IJIAHBI MEPOTIPUATHH.

10.2. KoHTposib MCHOJHEHUS JOKYMEHTOB, YKa3aHHbBIX B mnoapaszaene 10.1
NHcTpykimu (32 UCKIIOYEHUEM HCXOIAIIMX JOKYMEHTOB), IO CYLIECTBY
3aTPOHYTBIX B HHUX BOIPOCOB OCYILIECTBIIAET Tpejacenareiab (CeKpeTaphb)
TEPPUTOPUAIIBHON KOMHUCCHH.

10.3. KoHTposiib MCHOTHEHUS UCXOMAIIUX JOKYMEHTOB, B TOM YHCIIE
32 CBOEBPEMEHHOCTBIO TMOJYYEHUSI OTBETOB Ha 3alpoChl TEPPUTOPUATBHOU
KOMHUCCHUH, OCYIIECTBIISIET PabOTHUK ammapara, OTBETCTBEHHBIN 3a IMOATOTOBKY
JTAHHBIX JIOKYMEHTOB.

10.4. Cpokr HCHOJIHEHUS TOPYYEHHM, COAEpKAUIMXCS B PEHICHUAX

TEPPUTOPUAIIBHOM  KOMHUCCHUM, TMpUKa3ax [MpeacenaTenss TeppUTOPUATIbHON
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KOMHCCHH, TUCBMEHHBIX MOPYYEHUH MpeacenaTens (3aMecTUTENs Mpeaceaaresis,

CEKpeTaps) TEPPUTOPUATILHON KOMUCCUH OIPENETSAIOTCS ITUMU JOKYMEHTaMHU.

10.5. JIOKyMEHT MOMJIEKUT WCHOJHEHUIO HE TMO3AHEE, 4YeM 4Yepe3
30 kaneHgapHBIX JHEHW CO JHSA €ro IIOCTYIUIEHHWS, 34 MCKIIOYEHUEM CIIydacs,
IIPENYCMOTPEHHBIX IMyHKTOM 10.6 HacTosmero pasaena.

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

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

CpoK HUCHONMHEHUA HCUYUCHAETCA B KaJEHIApHBIX NHX. s mopydeHwuit —
OT JaThl TOANUCAHUSA IOPYYEHHS, I BXOASAIIMX JOKYMEHTOB, B TOM YHCIE
oOpallleHul, — OT AaThl pErUCTPaIUK JOKYMEHTA.

Ecnn mocnenHnii A€HP MCHOJHEHUS JOKYMEHTA, COIAEPIKALIETO IOMETKY
O CPOYHOCTU HCHOJHEHMsSI, NMPUXOAUTCS Ha HEpabOuuil J€Hb, TO OH MOIJIEKHUT
VCITOJIHEHHIO B CJIEIYIOLIUHI 32 HUM paObOUYuil I€Hb.

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

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

10.7. OTBETCTBEHHOCTh 32  CBOCBPEMEHHOE UM  IIOJJHOE BHECCHHE
B PETUCTPALIMOHHO-YYETHYI0  (JOPMYy  CpPOKOB  HCIIOJIHEHUS  JOKYMEHTOB
¥ UHPOpPMAIIM O COCTOSHUM MCIOJHEHHUs] JOKYMEHTOB, KOHTPOJb CPOKOB
WCIIOJIHEHHS IOKYMEHTOB BO3JIaratoTCsi Ha CeKpeTapsl Wid pabOTHHKa ammapara,
OTBETCTBEHHOTO 3a BEJCHUE IEIONPOU3BOACTBA.

10.8.B IJIaHax MEpOIPUATH, YTBEPKIECHHBIX pELIEHUAMU

TEPPUTOPUAIIBHON KOMHCCHM, TPHUKa3aMU MPEACENaTeNss TEepPUTOPUATBHON
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KOMHUCCHUH, KOHTPOJIIO MMOAJICKAT CPOKH UCIIOJIHCHUA OTACIIbHBIX CI'0 ITYHKTOB.

10.9. Ilpy HeoOXOAMMOCTH MPOJJICHUS CpOKa HCIOIHEHUS JAOKYMEHTa
OTBETCTBEHHBIN 32 UCIOJHEHHE HE MO3JHEE YEM 3a TPH JIHS 10 UCTEUCHHsS CpPOKa
WCIIOJTHEHHUS JTOKYMEHTa MPEJCTaBIIICT HAa UM IpEAceaaTesisi TePPUTOPUATIbHON
KOMHUCCUU CITY>KEOHYIO 3alMCKy ¢ MOTUBHPOBAHHOM MPOCKOOW O €ro MmpoJjicHuH,
KOTOpasi MOXET ObITh NOATOTOBJIEHA U corjacoBaHa cpencteamu I1J1.

10.10. JJoKyMEHT cUATAETCS UCIIOJIHEHHBIM U CHUMAETCSI C KOHTPOJIA MOCIE
pelieHrs BCEX IOCTaBIECHHBIX B HEM BOIPOCOB, COOOIIEHUS PE3YIhTATOB
PacCMOTPEHUS BCEM 3aMHTEPECOBAHHBIM JIUIIAM.

10.11. OcHOBaHUSIMU ISl CHATHS IOKYMEHTA C KOHTPOJIS SIBJIIFOTCS:

CIy>keOHasi 3aMuCcKa O CHATUU JOKYMEHTA (WJIM OTIEJbHBIX €ro MYHKTOB)
C KOHTpOJS WM 00 HWCIOJHEHUH JOKyMEHTAa Ha UMs [pelcenaTes
TEPPUTOPUAIIBHOM KOMHUCCHUH, MOATOTOBJICHHASI OTBETCTBEHHBIM 32 UCIIOJIHEHHE
c otrmetkoir  («Cornmacen»,  «Paccmotpen»,  «llpunsaro»)  mpeacenaTens
TEPPUTOPUAIIBHON KOMHUCCHUU O TMPUHATUM HUCIOJHEHHUS, KOTOpask MOXKET OBbITh
IIOATOTOBJIEHA U coryiacoBaHa cpeactsamu 11/1;

pelieHue  TePPUTOPUATBHOM  KOMHUCCHHM,  MpPUKa3  MOpelcenarelis
TEPPUTOPUAITBHON KOMUCCHUH MO PE3YJIbTaTaM UCIOJIHEHUS JOKYMEHTA;

OTBET Ha BXOJSIIUNA TOKYMEHT;

OTBEThl OT OpraHu3aluii, B KOTOpbIE JOKYMEHT OBbLJI HampaBlieH
JUIS. PACCMOTPEHUSI MO CYIIECTBY IIOCTaBJIEHHBIX B HEM BOIPOCOB U OTBETa
3asIBUTEIO;

HampaBJIeHUE OOpallleHus B JIpyrde OpraHU3alMHh [JIi PAacCMOTPEHUS
0 CYIIECTBY MOCTABJICHHBIX B HEM BOIPOCOB U MOCJICAYIONIETO HHPOPMHUPOBAHUS
aBTOpa O pe3yJibTaTax pacCMOTPEHUS.

10.12. JIoKyMEHT HE CUMTAETCS UCTIOJHEHHBIM U OCTAETCSI HA KOHTPOJIE:

€CIM OH HalpaBigeTcs B JIpyrWe OpraHbl WIM  OpraHU3aIuu
JUISl PACCMOTPEHUSI C  LENbI0  MOJYyYEHUS  TEPPUTOPUATBHONM  KOMHUCCHEU

uH(popManuu, HEOOXOIMMOM Ji PACCMOTPEHHUS IO CYIIECTBY MOCTaBICHHBIX
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B JOKYMEHTE BOMPOCOB. B cimyuae HEOOXOIUMOCTH TEpPPUTOpPUATBbHAS KOMHCCHUS

uHpopmMupyer 00 3TOM aBTOpa JOKYMEHTA;

€CIM OH HampaBJsIeTcsi B  JApyrHMe€ OpraHbl WIM  OpraHU3alHH
JUISL pACCMOTPEHHSI MO CYIIECTBY ITOCTABJIEHHBIX B HEM BONPOCOB M OTBETa
3asIBUTENI0 C MOCIEAYIOIMM HHPOPMUPOBAHUEM TEPPUTOPHAIBHON KOMUCCHUU

O pe3yabTaTax UCIIOJIHECHHS.

11. U3roroB/ieHME U MCIIOJIB30BAHNE NMeYaTed U IITAMIIOB

11.1. lng ynocTtoBepeHUs MNOJIMHHOCTH JOKYMEHTOB WJIM COOTBETCTBUS
KON JOKYMEHTOB IOJJIMHHUKAM, IPOCTABIEHUS OTMETOK O TMOJy4YECHUH,
perucTpaluuu JTOKyMEHTOB B TEPPUTOPHAIIBHON KOMHCCHUHU HCIOJB3YIOTCSA MeYaTu
c uzobpaxkenueM [ocymapcrBenHoro rep6a Poccuiickort depeparuu (manee —
repOOBbIE MIEYATH) U APYTHE M€YATH U IITAMIIBL.

11.2. U3roToBneHNne medaTel W IITAMIIOB OCYUIECTBIISICTCS IO YKa3aHUIO
npejaceaarenss TeppUTOPUATbHON KOMUCCUU JIMOO B COOTBETCTBUM C PEIICHUEM
BBIIIECTOAILEH N30UPATENbHOU KOMHCCHH.

Htamnel ¢ (akCUMUIBHBIM BOCHPOM3BEIECHUEM MOJINUCH IpelaceaaTes,
3aMECTUTENII  NPENCENaress,  CEKperaps  TEPPUTOPHUAIBHOM  KOMHMCCUU
W3TOTOBJIIOTCS 110 UX MOPYUYEHHUIO U MOTYT ObITh HCIIOJIb30BaHbI JIJIsl IPOCTABICHUS
Ha 1yOJIMKaTax U KOMUAX MOANMCAHHBIX B YCTAHOBICHHOM MOPSAKE T0KYMEHTOB.

11.3.T'epOoBasgs medarb TEPPUTOPUATBHON KOMUCCHUM MPOCTABISETCS
Ha (PMHAHCOBBIX JIOKYMEHTaXx, rapaHTUHHBIX MUChMax, JIOTOBOpAx,
rOCyJapCTBEHHBIX KOHTPAKTaX JOBEPEHHOCTIX, U B APYIHMX MPEAYCMOTPEHHBIX
3aKOHOAATENBCTBOM CITyYasiX.

11.4. Ha paccbuiaeMblXx KOMNUSIX PELICHUM TEPPUTOPUAIBHOW KOMHCCHH,
MPUKA30B MpeaceaaTes TepPUTOPUAIbHON KOMUCCUH, Ha TTAKEeTax MpH OTIIPaBKe
JIOKYMEHTOB, TIPH OQOPMJICHUU JOKYMEHTOB Ha MPUEM TOBAPHO-MATEPHUAIbHBIX
LEHHOCTEH TMpocTaBisieTcs TepOoBas WM UMHas Ie4aTh TEPPUTOPUATBHOMN
KOMHUCCHH.

11.5. Tleyatn m mTamnosl MOMJIEKAT YYETy B OTIAEIBHOM JKypHAJIE ydeTa

reyaTeil ¥ ITaMIIoB pa6OTHI/IKOM aliapara, OTBCTCTBCHHBIM 3a ACJIOIIPON3BOACTBO.



64
IIeyatn 1 mTaMIibl BBLIAKOTCA 1O/ ITOAIIMCH B JKYPHAJIC YUCTA reyaTeil v IITaMIIOB.

Ha xypnane mnpocraBusercs otMmerka «JCII», ero nmcTel HymepyroTcs,
MPOIIMBAIOTCS U OI€YATHIBAKOTCA.

11.6. Ileyatn u mTamnbl AOJDKHBI XPAHUTHCA B HAEKHO 3aKPhIBAEMBIX
U OlleYaThIBa€MbIX B Hepabouee BpeMs cer(pax nim MeTalTnyecKux mkadax.

11.7. KonTponb 3a MpaBUIBHOCTHIO XPAHEHUS W MCIIOJIB30BAHUS I€YaTE
U HITAMIIOB OCYUIECTBIISIET PaOOTHUK arapaTa TeppUTOPUATLHON KOMHUCCHUH,
OTBETCTBEHHBIN 3a JICJIONPOU3BOJICTBO.

CBepka HaJMuusl Me4aTed W IITAMIIOB OCYUIIECTBISECTCS MpeaceaaTeiemM
TEPPUTOPUAITBHON KOMUCCHUH OJIUH Pa3 B TOJ.

11.8. [Ipumeamme B HETOJHOCTh II€YATH W IITAMIIBI YHHYTOXKAKOTCH,
O UEM COCTaBJISIETCA AaKT, & B JKypHaje ydeTa INeyaTeid W IITaMIOB CTaBUTCS
COOTBETCTBYIOIIAsA OTMETKA.

YHUYTOKEHUE TPOUZBOAUTCS TOCIE YTBEPKIACHHUS AKTA MPEIACEIATEIEM
TEPPUTOPUAIBHON KOMHUCCHH. MeTallInuecKue IeYaTh YHUYTOXKAKTCA IIyTEM
MOJIHOTO CIUJIMBAHUSI TEKCTA WJIM OMUJIMBAHUS JBYMS MEPEKPECTHHIMU JIMHUSIMU,
Kay4yKOBBIC MI€YaTH U IITAMIIBI Pa3pe3ar0TCsS HA MEJIKME YaCTH UJIU CKUTAKOTCS.

11.9.06 yrepe mneyaTd WM IITaMIa HE3aMEIMTEIBHO CTaBHUTCS

B U3BECTHOCTh MPEACEAATENh TEPPUTOPUATILHON KOMHUCCHHU.

12. ®opmupoBaHue JeJ1 M Nepeaada ux B apXuB

12.1. CocraBneHue u yTBEpKACHUE HOMEHKIATYPhI J€I.

Homenknatypa nen mnpenHasHadueHa st (OPMUPOBAHMS HMCIOJHEHHBIX
JIOKYMEHTOB B Jena (3JeKTPOHHbIE Jelia), CUCTEMaTU3alluk M yd4eTa Jell,
OMpEICJICHNUS] CPOKOB UX XPAHEHUS U SIBJIIETCS OCHOBOW JJISI COCTABIICHUS ONUCEH
JIeJT TOCTOSSHHOTO U JOJITOBpEMEHHBIX (CBhImIe 10 J€T) CpOKOB XpaHEHus,
B TOM YHCJIE TI0 JIMYHOMY COCTaBy, aKTOB O BBIJICJICHUM K YHUYTOKCHUIO
JOKYMEHTOB C HCTEKIIMMU CpPOKaMH XpaHEHHUs, a Takxke sl ydera Jell

B JCJIOIIPOU3BOACTBCE.
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B HOMeHKnaTypy [en MOTyT BKJIIOYAThCS 3arojOBKM J€J, OTPAKAIOLIME

NEeATEIbHOCTh TEPPUTOPUATBHOM KOMHUCCHMM, B TOM 4YHUCJE JIMYHBIE JIena,
CHPAaBOYHBIE M YUETHBIC KAPTOTEKH U JIPYTHE YUE€THBIE (POPMBI.

He BxitoyaroTcs B HOMEHKIATYPY €1 NEPUOAUYECKUE HW3JIaHUS, KHUTH,
OpOIITIOPHI.

3aroJ0BOK JieJia TOJKEH YETKO U B 00001eHHOH (opMe OTpakaTh OCHOBHOE
colepXaHue U coctaB JokymMeHToB. He gomyckaercs ynoTpeOiieHue
HEKOPPEKTHBIX (DOPMYJIHPOBOK, BBOAHBIX CJIOB U CIOKHBIX O0OPOTOB.

IIpn cocTaBlieHMM HOMEHKIATYpPBHl JeJI CIEAyeT PYKOBOACTBOBATHCS
periaMeHTOM TePPUTOPUAIIBHON KOMUCCHH, [IepedHeM TUTIOBBIX YIIPaBICHUYECKUX
apXMBHBIX  JIOKYMEHTOB, 00pa3yloolluxcd B  MpolLecce  JeATEeIbHOCTU
rOCYJapCTBEHHBIX OPTraHOB, OPTaHOB MECTHOI'O CAMOYIIPABJICHHS U OpTraHU3alN 1,
C YKa3aHMEM CpPOKOB XpaHEHHMs, YTBEPKICHHBIM npukazom DenepanbHOro
apxuBHOro areHtctBa oT 20 nexaOps 2019 roma Ne 236 (manmee — Ilepeudens),
[IpaBunaMu opraHu3aluy XpaHEHUsI, KOMILUIEKTOBAHUSA, YUY€Ta U MCIOJIb30BaHUS
JTOKyMeHTOB ApxuBHOTO (QonHma Poccuiickoit denepauuu v ApYrux apXUBHBIX
JIOKYMEHTOB B TOCYAapCTBEHHBIX OpraHax, OpraHax MECTHOTO CaMOYIIpaBJICHUS
Y OpraHn3alusaX, yTBEPKACHHBIX NpruKka3zoM denepanbHOro apXMBHOIO areHTCTBA
ot 31 wmronsa 2023 roma Ne 77, mopsakaMHu XpaHEHUS WU NEpeAaYd B apXUBBI
JOKyMEHTOB, CBSI3aHHBIX C TMOATOTOBKOM M  TPOBEJECHUEM  BHIOOPOB,
ytBepxkaeHHbiMu  [IUK Poccun  u  Cankt-IletepOyprckoit  m3bupaTenbHOU
KOMMCCHH, HOMEHKJIaTypaMu nen TEPPUTOPUATIBHON KOMHCCHUU
32 MPEAIECTBYIOIINE TOBI.

[Ipy moAroTOBKE HOMEHKJIATYPHI JI€ HEOOXOAMMO YUYHUTHIBaTh XapaKTep
BbIOOPOB, IPOBOJIUMBIX B MIPEJCTOSILIEM TOAY.

Homenknarypa pen TeppUTOPHAIBHOM KOMHUCCHUM Ha IPEACTOSIIUN
KaJICHOApHBIA TOJl  COCTaBIsieTCs paOOTHUKOM ammapara, OTBETCTBEHHBIM
3a BEICHHE JEJIONPOU3BOACTBA, B IOCIEIHEM KBapTaje TEKYIIEero Troja,
COTJIaCOBBIBAETCSI C CEKPETApEM TEPPUTOPUAIBHOM KOMMCCHH, PACCMATPUBAETCS

Ha 3acelaHun DKCIEPTHOU KOMHUCCUH TEPPUTOPUAIIBHOMN KOMUCCHH,
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cornacoBbiBaeTcs ¢ cekperapeM Cankt-IletepOyprekoii n30uparenbHON KOMHUCCHUH,

YTBEP)KIAETCS  IpeacenaTesieM TEepPUTOPUATBbHOW KOMUCCHMM U BBOJUTCS
B fieiicTBre ¢ | ssHBaps cienyroniero roja (npuioxenue Ne 12).

Homenknatypa nen He pexe OJHOIO pas3a B ISTh JIET YTBEPXKAAETCA

AKCIIEPTHO-IIPOBEPOYHOU METOJIMYECKOU KOMUCCHEN (manee — OIIMK)
Cankrt-IlerepOyprckoro roCyJIapCTBEHHOTO Ka3eHHOTO YUPEKICHUS
«llenTpanbHbIN roCyAapCTBEHHBIN apxuB Cankr-IlerepOypra»

(manee — LII'A CII0).

B cimyyae BOZHMKHOBEHHSI B TEUCHHME I'OJla HOBBIX A€ OHU JONOJIHUTEIBHO
BHOCSITCSI B YTBEPKJICHHYO HOMEHKIIATypy JI€ B YCTAHOBJIEHHOM BBIIIIE TTOPSIJIKE.

[To okoHYaHMU KaJleHIAPHOTO roja paOOTHUK armapara, OTBETCTBEHHBIM
3a BEJICHUE JICJIONPOU3BOACTBA, B KOHIE HOMEHKJIATypbl €I COCTAaBIISIET
UTOTOBYIO 3allUCh O KOJMYECTBE 3aBEACHHBIX Jed (TOMOB, HacTeil), OTACIBHHO
MOCTOSSHHOTO Y BPEMEHHBIX CPOKOB XpaHEHUS Ha OyMaXHOM HOCHUTEIE
Y O KOJIMYECTBE 3aBEJICHHBIX JJEKTPOHHBIX JI€J NOCTOSHHOIO M BPEMEHHBIX
CPOKOB XpaHEHHUS, a TAKXKE 3aMOJHICT rpady 3 HOMEHKJIATYPHI.

Cpok xpaHEeHMS IOKYMEHTOB YKAa3bIBAETCA B HOMEHKJIATYPE AEI CO CCBUIKOU
Ha cTarblo llepeuHst niM MHOM HOPMATHUBHBIM MPAaBOBOM aKT, YCTAHABIIMBAIOLIUN
CPOK XpaHeHUs IoKyMeHTa. CpOK XpaHEHHUs] JOKYMEHTOB, HE YKa3aHHBIX B IAHHOM
[lepeune, ycraHaBnuBaercss 10 coryiacoBanuto ¢  CankTt-IleTepOyprcekoit
uzouparenbHoit komuccuent u SIIMK II'A CII6.

Ucuncnenue CpPOKOB XpaHEeHUS JIOKYMEHTOB, 3aKOHYEHHBIX
JI€JIONPOU3BOJCTBOM B TEKYIIEM I'OJly, HAUMHAETCS ¢ | SHBaps ClIeAyOUIEro roja.

TepputopuanbHas KOMUCCHS TakKe BIIpaBe pa3padaThiBaTh THUIIOBBIC
W/WIY IPUMEPHBIE HOMEHKIATYpbl Jed IS Y4YacTKOBBIX  M30MpaTEIbHBIX
KOMUCCHH.

12.2. OdbopmieHnue JTOKYMEHTOB, 3aKOHUYEHHBIX JEJIONMPOU3BOACTBOM,
dbopMHpoOBaHUE U TEKYIIEE XpaHEHHUE JC)I B TEPPUTOPHUATHHON KOMHUCCHH.

3aKOHYEHHBIEC JETOTTPOU3BOACTBOM JTOKYMEHTBI ohopMIISIOTCS

B COOTBETCTBUU C TpeOoBaHUsIMU WMHCTPYKUIMH, CHUCHIBAIOTCS MpeceaaresieM
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TEPPUTOPUAIIBHON KOMHUCCHUH B J1€J10. [ [py 5TOM B HM>KHEN YaCTH JTMLIEBOM CTOPOHBI

MIEPBOTO JINCTA JOKYMEHTa Ha CBOOOJHOM OT TEKCTa MECTE CTaBUTCS OTMETKa
0 €ro UCIIOJHEHUH, AeNIaeTCA HAAMKUCh «B 1emo», MOKeT yKa3bIBaThCI HOMEp Jeia
110 HOMEHKJIaType U nata cnucanus. [Ilpu HeoOXoaMMocTH OTMETKA 00 UCTIOTHEHUHT
MOXKET OBITh clelaHa Ha OOOpOTHOW CTOpOHE IMEPBOrO JIMCTAa JOKYMEHTA.
B peructpannonnyio (GopMy BHOCHUTCS OTMETKA O CIUCAHWUU JOKYMEHTa B JIEIO
C yKa3aHHEeM HOMeEpa Jielia COTJIACHO HOMEHKJIIAType JIe.

HcnonHeHHBIE  TOKYMEHTBHI  (OPMHUPYIOTCS  pabOTHUKOM  ammapara,
OTBETCTBCHHBIM 32 BEJCHHE JICJIOMPOU3BOJCTBA, B J€la B COOTBETCTBHUH
C YTBEP)KIACHHON HOMEHKJIATYPOU JIEII.

Jleno cumTaeTcs 3aBECHHBIM C MOMEHTA BKIIOUCHHS B HETO IIEPBOTO
UCIIOJIHEHHOTO JIOKYMEHTA.

3aKOHUYEHHBIE JICTIOPOU3BOACTBOM JIEKTPOHHBIE TOKYMEHTHI (POPMUPYIOTCS
pabOTHUKOM  ammapara, OTBETCTBEHHBIM 3a BEJCHHE JECJIONPOU3BOJICTBA
B AJICKTPOHHBIE Jiena (anku, JUPEKTOPUH) B COOTBETCTBUH C HOMEHKIIATYPOM J1e.

[Ipu dopMupoBaHuMM Jgela TPOBEPSETCS MPABHUIBHOCTH OTHECCHHUS
JIOKYMEHTOB B JTAHHOE JIeJI0, KA4eCTBO 0OPMIICHHUS i KOMIJIEKTHOCTh TOKyMEHTOB,
HaJIM4YWe TOAMNHUCEH, BU3, PETUCTPAIMOHHBIX HOMEPOB, CIPABOK WM OTMETOK
00 UCTIOJTHEHWH, CIHCAaHWW B JeJ0 W Jpyrux. HenpaBwibHO odopmiteHHBIE
JIOKYMEHTBI JIOJDKHBI OBITH 100(OPMIICHBI, & 3aT€M TTOMEIIIECHBI B JIETIO.

He nmomyckaercsi momenieHrne B AENO JOKYMEHTOB, COJEpKaHHE KOTOPBIX
HE COOTBETCTBYET 3aroJIOBKY JIeJa.

[Tpu popMupoBaHuM J1e7 COOTIOAAIOTCS CICTYIOIINE TPEOOBAHMUS:

JOKYMEHTBI TTOCTOSIHHOTO M BPEMEHHOTO XpaHEHUs (HOPMHUPYIOTCS B JAeia
pa3lienbHo;

B JICJI0 BKJIOYAIOTCS TOJBKO HCIIOJTHEHHBIC, TPABWIHHO OQOPMIICHHBIC
JIOKYMEHTBI B COOTBETCTBUH C 3aroJIOBKaMH JIeJl B HOMEHKJIIATYpe;

BCE€ JIOKYMEHTBI, OTHOCSIIUECS K PEIICHUIO0 OJTHOTO BOMpoca, OPMHUPYIOTCS
B OJIHO JIEJIO;

JOKYMEHTBI, TOJJIeXKAIINE BO3BPATy, B JIEJI0 HE TOMEIIAOTCS;
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B ACJIO TOMCEIIACTCA TOJBKO OAWH OJSK3CMIULIAP JOKYMCHTA, YCPHOBUKHU

Y BapUaHThI IPOEKTOB JIOKYMEHTOB B JI€JI0 HE OAIIMBAIOTCS (32 UCKIIOUEHUEM TEX,
Ha KOTOPBIX MMEIOTCS BH3bI, YKa3aHUS IO HUCIOJHEHHUIO JTOKYMEHTOB WU JPYrue
OTMETKH, JIOMOJIHSIONINE TMEPBBIM K3EMIUISD);

B JIEJIO BKJIKOYAIOTCS, KaK MPABUIIO, TIOKYMEHTBHI OJHOTO KaJE€HJApHOTO roja
(MCKIIFOUEHHUE COCTABIISIOT JIMUHBIC U TIEPEXOISIINE JIeJIa);

o0beM QopMHUPYEMBIX €Nl MOCTOSHHOTO XPaHEHUs U O JIMYHOMY COCTaBy
HE JOJDKEH mpeBbimarh 250 muctoB (3—4 cM TONIIMHBI KOPEIIKa Jea), TOJIMHA
JieJ BPEMEHHBIX CPOKOB XpaHEHUs! He J1obkHa mpeBbimath 10 cM. Ilpu Gonbiem
o0beMe JOKyMEHTOB B jeine ¢GOpMUPYETCS HECKOJBKO TOMOB (dacTei).
[Ipu Hamuuuu B JieJ€ HECKOJbKMX TOMOB (YacTed) MHJEKC M 3arojoBOK Jiefia
MIPOCTABJIAIOTCS HA KAXKJIOM TOMe ¢ 1o0aBieHueM obo3HaueHu «Tom 1», «Tom 2»
U T.J.

OJIEKTPOHHBIE JIOKYMEHTHI Ha TOMa MW 4YacTU HE Pa3JeistoTcs.
Bce 351eKTpOoHHBIE  JTOKYMEHTBI, OTHOCSIIUECS K OJHOMY HOMEHKJIATypHOMY
WHJIEKCY, HE3aBUCUMO OT X 00beMa, BKJIIFOYAIOTCS B OJHO JIEKTPOHHOE JIETIO.

B ciyyae HEoOXOAMMOCTH JTOKYMEHTHI MO OJIHOMY M TOMY € BOIPOCY,
HO C pa3JIMYHBIM CPOKOM XPaHEHHsS MOTYT HaxXOIWUThCS B OJHOM JI€J€ OO KOHIa
TEKYIIero Toja WIM JI0 3aBEPIICHUS MCIOJHEHUS JOKYMEHTa, a 3aTeM
nepepopMUPOBBIBAIOTCS B JieTIa TOCTOSTHHOTO U BPEMEHHBIX CPOKOB XPAHECHHSI.

B neno BkirowaroTcs Bce JIOKYMEHTHI MO KOHKPETHOMY BOIPOCY BMECTE
C IPUWJIOKEHUSIMHU, YKa3aHHBIMH B TEKCTE TJOKYMEHTA, PY OTCYTCTBUU MPUIIOKEHUH,
yKa3aHHBIX B TEKCTE JOKYMEHTA, UCTIOJHUTENb 00s13aH OPTaHU30BaTh UX PO3BICK U B
cily4yae ux oOHapy»keHusi copMUpPOBATH B JIEJI0 BMECTE C JJOKYMEHTOM, K KOTOPOMY
OHM MPUIIATAIOTCS. Ecmmn PO3BICK JIOKYMEHTOB Jen MTOCTOSIHHOTO
WJIU IOJITOBPEMEHHBIX CPOKOB XpAaHEHUS, B TOM YHUCJE€ MO JIMYHOMY COCTaBY,
HE JlaJ1 MOJIOKUTENIbHBIX ~ PE3yJIbTaTOB, COCTABJISETCS aKT O HEOOHapyXEHUU
JIOKYMEHTOB, ITyTH PO3bICKA KOTOPHIX UCUEPIIAHBI.

JIOKyMEHTbI ~ BHYTPH  JleJla  pacliojlaraloTcsi B XPOHOJOTHYECKOU

501041 BOHpOCHO-HOFI/I‘IeCKOI\/'I IIOCJICAOBATCIIBHOCTH NJIN UX COUCTAaHHU.
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HOpMaTI/IBHBIe u OpTraHn3allMOHHO-PACIIOPAINTCIIbHBIC JAOKYMCHTBI

C OTHOCSIIIIUMUCA K HHUM MPUIIOKEHUAMH TPYNIHUPYIOTCA B Jeda IO BHUAAM
JIOKYMEHTOB U 10 XPOHOJIOTHH.

[TpoToKOIBI 3aceqaHuil TEPPUTOPUATIBHOM KOMUCCUH PACIiOiaraioTcs B Aelie
[0 XPOHOJIOTMM B TOPSAKE BO3pACTaHUs HOMEPOB. J[OKYMEHTBI K 3aCE€IaHUIO
TEPPUTOPUATILHON KOMHUCCUU MOMEIIAIOTCA MOCJI€ COOTBETCTBYIOIIETO MPOTOKOJIA
B MOPSJIKE pACCMOTPEHHMS BOITPOCOB HA 3aCEIAHUMU.

[Tonoxenus, WHCTPYKIINH, YTBEPKICHHbBIC pacropsAuTEIbHBIMU
JOKYMEHTaMH, SIBIIIOTCA MPUIIOKEHUSAMH K HUM M TPYNIOUPYIOTCA BMECTE
C YKa3aHHbIMU JOKYMEHTAMH.

[InanoBast 1 oT4YETHASI TOKYMEHTAIIUSI HE3AaBUCUMO OT JIaThl €€ COCTABJICHUS
BKJIFOYAETCS B JEJIO TOTO roJia, K KOTOPOMY OHa OTHOCHTCSI.

I[Ipu nHeoOxomumoctu B gnene «llepenucka» wucxondmuid (OTBETHBIN)
JOKYMEHT TIOMelaeTcs Tmnocie Bxozsiiero. IIlpu BO30OHOBICHUHM MEPENUCKU
10 BOIIPOCY, HAYABIICICS B MPEABIAYIIEM IOy, JOKYMEHTBI BKIIOYAKOTCS B JIEJIO
TEKYyIIeT0 roja M YyKa3blBa€TCd HHJEKC TOro Jeja IO HOMEHKIAType el
NpEeAbIIYIIET0 TOoJa, B KOTOPOM HaXOJATCS MPEAUIECCTBYIOMINE JOKYMEHTHI
110 3TOMY BOIIPOCY.

OOGpamieHust rpaxaadH ¥ JOKYMEHTHI MO MX PAacCMOTPEHHIO (DOpMUPYIOTCS
B OT/IeNIbHBIE jaena. OOpaiiieHus, JOKYMEHTBI M0 UX PACCMOTPEHUIO COCTABIISIFOT
B JIeJIe CaMOCTOSITEIbHBIE TPYIIbl M TOMEIIAIOTCA B Jiela B COOTBETCTBUU
C HOMEHKJIATYPO J1eJ1 TEPPUTOPUAIBHOM KOMUCCHH.

[Ipu popmupoBaHum gena U3 HECKOIBKUX TOMOB (YacTeil), Kpome oO0Iero
3aroJioBKa Jiejia MpU HEOOXOJMMOCTH COCTABJISIIOTCS 3arOJIOBKM KaXKJIOr0 TOMa
(yactu), yTOUHSIONIUE CONIepKaHUEe TOMOB (YacTeil) aena.

B nenax, Haxomsimmxcsi B JEIONPOU3BOJCTBE, JOKYMEHTBI TEKYIIETro rojia
pacrosiararoTcss IO XPOHOJOTUM CHHU3Y BBEpPX IO MEpe TMOCTYIUICHHUS.
[Ipu moAroToBKE K cJadye B apxXuB Jena C JOKYMEHTAaMU IOCTOSIHHOTO
U 1I0JTOBpeMeHHBIX (cBbilie 10 JeT) CpoKOB XpaHEHHUs MepedOpMUPOBBIBAIOTCS

B O6paTHOM MMopsAAKE: TOKYMCHT, HOCTYHI/IBH_II/Iﬁ B KAJICHAAPHOM TOoAy IMOCJICIHUM,
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JOJDKeH OBbITh BHU3Y J€Nia, a MEPBBbI JTOKYMEHT KaJeHJapHOTO rofa — BBEPXY,

IIEPBBIM.

Jlena ¢ MOMEHTA UX 3aBEICHUS U 110 NEPENAYH B apXUB MM YHUUYTOKECHUS
B CBSI3U C MCTEYEHUEM CPOKOB XPAaHEHUs HAXOJATCA y Ipencenartens (cekperaps
Wi pabOTHHMKA amnmapara, OTBETCTBEHHOI'O 3a BEACHUE JIE€JIONPOU3BOJICTBA)
TEPPUTOPUATIEHON KOMHUCCHHU.

DNEKTPOHHBIE  JOKYMEHTbl  (OPMHUpPYIOTCS B  DJIGKTPOHHBIE  Jeja
B COOTBETCTBMM C HOMEHKIATypou Jen. B HomeHkimarype paen ykasblBaeTcs,
YTO JeNI0 BENETCS B DICKTPOHHON (opme. DIEKTPOHHBIE JOKYMEHTBHI IOCIE
VX WCIIOJHEHUSI WIM OTIPABKU NOJJIEXKAaT XxpaHeHuto B IIJ[ B TedeHue CpOKOB,
NPETYCMOTPEHHBIX Il AHAJIOTMYHBIX JIOKYMEHTOB Ha OyMa)XHOM HOCHTETE.
B ciyyae ecnm gena mpeacTaBieHbl Ha OyMakKHOM HocuTene U B (opme
AJIEKTPOHHBIX JJOKYMEHTOB («THUOPUIHOE AENI0») U HE UMEIOT 3JIEKTPOHHOTO 00pa3a
B coorBercTByronien PYK, To OHM momyiexar CKaHMPOBAaHUIO C IMOCHEAYOIIUM
IPUCOEMHEHNEM IEKTPOHHOT0 o0pa3a B cOOTBETCTBYMOMYI0 PYK.

B HOMeHKIIaType [en 3JEKTPOHHOE JENO0 U 0 Ha OyMa>KHOM HOCHUTEIE
OTPaXKAKOTCA Kak JBa TOMAa, WMMEIOIIME OJWH 3aroJIOBOK M CPOK XpaHEHWS.
K unaexcy ai1ekTpoHHOTo Jena npuOaBiseTcs IuTepa «O.

[IpoTokonsl 3acenaHuii, PELIEHUS TEPPUTOPUAIBHOW KOMHUCCHUH, CIHACKHU
IIPUIJIALLIECHHBIX, MPUJIAracéMble K IPOTOKOJY ITOJIMHHBIE JK3EMILISAPBI PEIICHUN
C COOTBETCTBYIOIIMMHU NPWIOKEHUSIMHU, MPOTOKOJbHBIE NOPYYEHHUS, JOKYMEHTHI,
MIOCIYKMBIIME OCHOBAHMEM [UI PACCMOTPEHMS BONpOCAa Ha 3aceldaHuu
TEPPUTOPUATILHOM ~ KOMHCCUHM, pacliM(poBaHHAs  ayauo3aluch  3acelaHus
(npu ee HANM4YMK), IO MEpeJayl B apXHUB HAXoIATCA y npeacenaresns (padoTHHKa
afnmaparta, OTBETCTBEHHOTO 3a BEJICHUE JEJIONPOU3BOJCTBA) TEPPUTOPUATIHLHON
KOMMCCHHU.

3a COXpaHHOCTh JOKYMEHTOB U JI€JI OTBETCTBEHHOCTh HECET IMpPEACEAATEND
TEPPUTOPUATIBHON KOMHUCCHH.

Jlena JOJKHBI HAXOAMThCS B pabodeid KOMHATE€ WM B CHEHUAIBHO

OTBCACHHOM IJIs1 ATOU HEJIN IMOMCIICHNH U XPAHUTLCA B 3alIMPAOIINUXCS mKa(bax,
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NpCaoXpaHArOInX JOKYMCHTBI OT IIbIJIN U BOBHeﬁCTBHH COJIHCYHOI'O CBCTA.

B nemsax obOecneueHuss ONEpaTHUBHOIO IOMCKAa JIOKYMEHTOB Jela
pacronararorcs B COOTBETCTBUM C HOMEHKJIATYpOM €], KONUS KOTOPOU
IpU HEOOXOIMMOCTH, MTOMEIIAETCS Ha BHYTPEHHEH CTOpOHE ABEpPIb mKada.

Ha xopemikax o0n0xeK Jieia yKa3bIBalOTCsl UHIAEKCHI JeJl IO HOMEHKJIAType
hich

Jlena, Haxojfmuecs Ha TEKyIIeM XpaHEHHM, Hojuiekar ydery. llepen
nepenavyeil JOKYMEHTOB B apXUB MPOBOJUTCS MPOBEpKA HAIMYUS U COCTOSHUSA
JIOKYMEHTOB M Jell B LENAX YCTaHOBJCHHS (DAKTHUECKOTO HaIWYHs el
Y COOTBETCTBHSI UX KOJIMYECTBY, YUCISAIIEMYCS IO HOMEHKJIAType Aell.

[IpoBepka HamW4Msi W COCTOSHHUS JOKYMEHTOB H JeNl TPOBOJUTCS
IpU [IEPEMEILIEHUH /1€, BO3BpaTe Jejl, CMEHE NpeJceAaresss TeppUTOPHATBLHON
KOMUCCHH, [Iepe]l Iepeadyeii B apXuB.

[IpoBepka mMPOBOAWTCS TMyTeM CBEPKH CTaTe HOMEHKIATYphI el
C OIMCAHUEM JIe] Ha O0JIOXKKE, a PU3NYECKOE COCTOSHUE JIEN ONPEEIsIeTCs MyTeM
UX BU3YAIbHOTO MPOCMOTpa. Bce 0OHapykeHHBIe HETOCTATKH (PUKCUPYIOTCS B aKTE
MIPOBEPKU HAIUYHS U COCTOSIHUSA JIEII.

B ciywae yTpaThl JOKYMEHTOB U JIeJ MPOBOIUTCS CIyXeOHOe
pacciefoBaHue, MO pe3yjbTaTaM KOTOpPOTO JIMIIO0, BUHOBHOE B yTpare, HECeT
OTBETCTBEHHOCTb B YCTAHOBJIEHHOM Topsiake. [[pyHuMatoTcss Mephl 10 3aMELICHUIO
YTPauy€HHOTO JOKYMEHTA 3aBEPEHHOM KOMHel (110 BO3MOKHOCTH).

Ecimn oTnenpHBIE JOKYMEHTHI, YK€ BKIIOUEHHBIE B JIENIO, BPEMEHHO
TpeOYIOTCSA JJIS pabOThl, OHM MOTYT OBITH BBIJAHBI M3 JieJla, a Ha WX MECTO
BKJIA/IBIBAETCS JIUCT-3aMECTUTENh C YKa3aHUEM, KOT/1a, KOMY M Ha KaKOW CPOK BBIIaH
JIOKYMEHT.

12.3. DkcnepTr3a IEeHHOCTH TOKYMEHTOB.

DKcrepTr3a NEHHOCTH JOKYMEHTOB MPOBOAMTCS /1711 YCTAHOBJICHUST HAYYHOH,
UCTOPUYECKOM U TPAKTUYECKON 3HAYMMOCTH JIOKYMEHTOB, OOpPa30BaBIIMXCS
B IIPOIECCE  JEATEIBHOCTH TEPPUTOPHAIBLHOM KOMHUCCHH, C IIeNblI0  0TOOpa

ux aJjis ):[aaneﬁmero XPaHCHUA WIW YHHUYTOXKCHUA.
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3KCHepTI/I33 OCHHOCTHU AOKYMCHTOB IPOBOAWUTCA IIPHU COCTABJICHUU

HOMEHKJIATyphl JIeJ, B TMpolecce (OPMHUPOBAHUS €], NPHU TOATOTOBKE e
K IIepeflaue B apXWB, MPHU BBIICICHUU K YHHUTOXKCHHIO JEJ, DSJICKTPOHHBIX
JIOKyMEHTOB, HE MOICIKAITUX XPAHEHHIO.

s paccMOTpEHHUsI TPOCKTOB HOPMATUBHO-METOAMYECKUX JTIOKYMEHTOB
10 BOIIPOCaM JI€JIONIPOU3BOJICTBA M ApPXMBHOTO JIela, OMUCEH JeN MOCTOSHHOTO
¥ JIONTOBPEMEHHBIX (CBbIIIE 10 JIET) CPOKOB XpaHEHHUS, aKTOB 00 YHUUITOKCHHUH JEIT
U JIOKYMEHTOB, HE HMMEIONINX HAYYHOW IIEHHOCTH M TPAKTHYECKOTO 3HAYCHUS,
MIPUKA30M TpeACeaaTesis TEePPUTOPHATBHON KOMHUCCHU CO3JAeTCS DIKCIIepTHAsS
komuccus (nanee — JK).

B ee dbyHKIMM BXOIUT PacCMOTPEHUE W COTIIACOBAHWE HOMEHKIIATYPHI JEI
TEPPUTOPUATIEHON KOMHUCCHUHU.

B cocra DK moryT BKIIOYATHCS YIIEHBI TEPPUTOPUATEHOM KOMHUCCHH,
TpaXTaHCKHE CITy>Kalllie anmnapara TeppUTOPHATIbEHON KOMUCCHH, TT0 COTIIACOBAHUIO
pabotHuku anmnapara Cankt-IlerepOyprckoit u30uparenbHON KOMUCCHUHU.

[Ipu mpoBemeHWH SKCIEPTU3BI IIEHHOCTH JOKYMEHTOB OCYIIECTBIISCTCS
0TOOp JENT MOCTOSTHHOTO M JIOJTOBPEMEHHBIX (CBbImIe 10 JI€T) CPOKOB XpaHEHWSI,
B TOM YHCJIE TI0 JIMYHOMY COCTaBy, OTOOp JIeJl C BpEMEHHBIMU CPOKAMU XpaHEHUS,
MO/IJICXKAIMX XPAHCHHWIO, BBIACICHUEC K YHHYTOXCHHUIO €7, CPOKH XpaHCHHS
KOTOpbIX UCTeKIU. [Ipy 3TOM OJHOBpPEMEHHO MPOBEPSIOTCS KA4e€CTBO M IMOJHOTA
HOMEHKJIATYpbl ~JIeJl, TIPaBWJIBHOCTH OTPEACICHUS CPOKOB XpaHEHUS e,
JIOKyMEHTOB.

DKkcnepTu3a EHHOCTH TOKYMEHTOB OCYIIECTBIISIETCS IMYTEM MOJHUCTHOTO
npocMotpa nen. He momyckaercs oTOOp JMOKYMEHTOB Ui XpaHEHHS
WM K YHUUTOXXCHHIO TOJIbKO Ha OCHOBAHHUH 3ar0JIOBKOB JIEI.

OTOOp DIEKTPOHHBIX JOKYMEHTOB JUIsl TepeJayd B apXuB MOXKET
OCYIICCTBJIATHCA B aBTOMATH3UPOBAHHOM pEXUME MyTeM OTOOpa JOKYMEHTOB

B [1J] mo npusnakam «Muaekc nenay», « Cpok XpaHSHUS».
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JIOKYMEHTBI, YTpPaTUBIIME IIPAKTUYECKOE 3HAYEHWE MW HE HUMEIOLIUe

MCTOPUYECKON WJIM HAYYHOM LEHHOCTH, MO MCTEYEHUH YCTAHOBJICHHBIX CPOKOB
XPAaHEHMSI MOJJIEKAT YHUUTOKEHUIO 10 aKTy.

AKTBI O BBIJICJICHUHM K YHUUTOXEHUIO JIE U JIOKYMEHTOB pacCMaTpUBarOTCA
Ha 3acemaHusx OK OJHOBPEMEHHO C ONUCSIMH Jell. YHUYTOXKEHHUE JIeJl
Y JOKYMEHTOB JI0 YTBEPKACHUS aKTOB 3aIpELIaeTCsl.

1o pe3ynbpTaTaM SKCIepTU3bl IEHHOCTH IOKYMEHTOB pa0OTHUKOM ammapara,
OTBETCTBEHHBIM 32 BEJICHHUE JI€TONPOU3BOJICTBA €KETOIHO COCTABIISIFOTCS CBOIHBIE
OMKCH €1 MOCTOSIHHOTO W JOJTOBpeMEHHBIX (cBbIIe 10 J1eT) CpOKOB XpaHEHHS
U 110 TMYHOMY cocTaBy (mpuioxeHust NeNe 13,14,15), a Takke akThl O BbIJICICHUN
K YHUUTOKEHUIO TOKYMEHTOB, HE MOJIeKAIUX XpaHEHUIO (TTpuioxkeHue Ne 16).

Onucu nen HOCTOSSHHOIO M JIOJIroBpeMeHHBIX (cBbime 10 jieT) cpokoB
XpaHEHHs, a TaKKe akTbl O BBIJCICHUM K YHUUYTOXXECHHUIO JIOKYMEHTOB,
HE MOJICKAIINX XPAHEHUIO, paccMaTpuBatoTcs Ha JOK.

Omnucu zesn, TOKyMEHTOB IIOCTOSTHHOTO CPOKA XPAHEHUS U aKThI O BBIICJICHUN
K YHUYTOXEHUIO JOKYMEHTOB, HE NOMJEXAIIMX XPaHECHUIO, MOJIEekKAT
yTBepkIeHuI0 LlenTpanbHoil SKcepTHO-IpoBepouYHOr koMmuccuu (manee — LIDIK)
ApxuBHoro komurera Cankr-IlerepOypra, a omucu Jen 1O JUYHOMY
coctaBy — yrBepxkaennto  OIIMK III'A CII6. Ilocne ytBepxaenus [DIIK
ApxuBHoro komurera Cankr-lIlerepOypra omucu Jen M akThl O BBIIEICHUU
K YHUUYTOKEHUIO JIOKYMEHTOB, HE€ MOMJIEKAIIUX XPAHEHUIO, YTBEPKIAOTCS
npejceaTesaeM TePPUTOPUaIbHON KOMUCCHHU.

YepHOBUKM W  PYKONMCH IOATOTABIMBAEMBIX JOKYMEHTOB, KOIHH
WH(OPMALIMOHHBIX M JPYTUX MAaTepUalioB, HE MOMJIEKAIIMX BKIOYECHUIO
B HOMEHKJIaTypy J€J, 10 MUHOBAaHMM B HMX HAJOOHOCTH MOTYT YHHUYTOXKATbCS
0€e3 COCTaBIICHUS aKTa.

[leperier (moammuBKa) A€l MNPOU3BOJUTCS TOJBKO TMOCJIE MPOBEACHUS
AKCIIEPTU3bI LIEHHOCTH IOKYMEHTOB.

12.4. Oopmnenue aenn.

Jlena, mojyiexaiiyde Tmepeaadye Ha XpaHEHHE B apXWB, JOJDKHBI OBITh
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0(hOpMIIEHBI COOTBETCTBYIOLIUM 00pa30M.

Odopmiienue aena BKIIOYAET B ce0s MPOBEPKY CUCTEMATU3ALNH IOKYMEHTOB
BHYTpPH Ji€Jla, HyMEPALMIO JIMCTOB, COCTABJIEHUE BHYTPEHHEH ONMUCU JOKYMEHTOB
nena  (mpunoxkenue Ne 17),  nucra-zaBeputenss naena  (mpuioxkenue Ne 18),
odopMIIEHHE PEKBU3UTOB 00JI0KKH, TTOAMIUBKY (TIEpEIieT) aea.

B 3aBUCUMOCTH OT CPOKOB XpaHEHHUS MPOBOAUTCS MOJHOE WJIA YaCTUYHOE
odopmiIeHHE JIC]I.

Jlena mOCTOSIHHOTO M JI0JATOBPEMEHHBIX (CBhIlIe 10 J€T) CPOKOB XpaHEHHUS
noJyiekar nonHomy odopmienuto. [lonnoe odopmienue aena nmpexycmaTpruBaeT
NPOBEPKY  CHUCTEMaTH3allMd  JOKYMEHTOB BHYTPU  Ji€la, TPaBUIbHOCTH
ux oopmiieHus (HanM4Me HEOOXOJUMBIX MOAIUCEHN, BU3, OTMETOK O PETUCTPALIUH
U HCIIOJIHEHUH, MPWIOKEHUMN), HyMEpalHio JIMCTOB, COCTaBJICHHE BHYTpPEHHEH
ONKCU JOKYMEHTOB fena (g 0co00 LEHHBIX e, JUYHBIX Jel, a TaKkKe e,
c(OPMUPOBAHHBIX [0 PAa3HOBUIHOCTSAM JOKYMEHTOB, 3aroJIOBKA KOTOPBIX
HE PacKphIBAlOT KOHKPETHOE COJAEpKAHME JIOKyMEHTa), COCTaBJIEHUE JIUCTa-
3aBepuTens Aena, ohopMIiIeHne PEKBU3UTOB 00JI0KKHU, MTOAIIUBKY (TIeperieT) aena.

Hena BpemeHHBIX (10 10 JIeT BKIIOYUTEIBHO) CPOKOB XpPAHEHUS MOJJIEKAT
YaCTUYHOMY O(OPMIIEHHIO: JOMYyCKAaeTCs HE NPOBOAUTH CUCTEMAaTH3ALUIO
JIOKyMEHTOB B JieJie, JIMUCTbl JieJla HE HYyMEpOBaThb, 3aBEPHUTENbHBIEC HAJIUCU
HE COCTaBJISATh.

O6n0xKa nena odopmitsieTcst o YCTaHOBJICHHOM dbopme
(mpuwinoxenue Ne 19). Ilpu sToM 0003HaYeHHE apXUBHOrO Mmudpa, HAHOCUMOE
B [IPAaBOM BEPXHEM YTy, NepeBopaunBaeTcs Ha 180 rpamycoB MO OTHOIICHHIO
K 0003HA4YEHUIO B JIEBOM HM)KHEM YTIIIy €IMHULIBI XpaHeHusl. CBeIeHUs Ha O0JI0KKY
NEPEHOCTCS U3 HOMEHKIJIATYPbI JIEJ1 C yTOUHEHUSMH, OTPaKaroIUMHU (PaKTHUYECKUI
COCTaB OMEIIEHHBIX B JI€JI0 JOKYMEHTOB.

O6noxka nena oQoOpMIISIETCS YEPHBIMH CBETOCTOMKMMHU YEpHHIIAMH,
pazbopunBo, 6€3 COKpaIICHUM.

Ha o0noxke nena ykasplBaloTCA CIEAYIONIME PEKBU3UTHI: HAMMEHOBAHUE

TEPPUTOPUAIIBHOM KOMHUCCHUH, JI€JONPOU3BOJCTBEHHBI HOMEp (HMHIEKC) Jena,
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3arojJoOBOK A€Jj1a, AdaTta AfcJjia (TOMa, ‘-IaCTI/I), KOJIMYCCTBO JIMCTOB B JCJIC, CPOK

XpaHeHUs Jieia, apXUBHBIN mudp nena.

PekBu3uTHI, MpoCTaBisgieMble Ha 00J0XKKE /1eNa, 0GOPMIISIOTCS CIEAYIOIUM
oOpazom:

HaNMEHOBAaHUE TEPPUTOPHUATHLHOW KOMHCCHH YKa3bIBAaCTCSI B COOTBETCTBUU
C periiaMeHTOM TEeppPUTOpPUANBbHON KomHuccud. [Ipy HM3MEHEeHMM HaWMEHOBAHHUS
TEPPUTOPUATBHON KOMHCCHUU B TEUEHHUE TMEPHOA, OXBATHIBAEMOTO TOKYMEHTaMHU
7iena, Ha 00JI0KKE K CTapoOMy HAaMMEHOBAHUIO MTPHUITHCHIBAETCS] HOBOE;

JIeJIONPON3BOACTBEHHBIN HOMEp (MHIEKC) Jieda — mpocTaBisieTcs nuudposoe
o0o3HaUeHUE (MHJEKC) Niejla M0 HOMEHKJIAType el M yKa3blBaeTCs HOMEp ToMa
(qactn);

3arojIoBOK (HaMMEHOBaHME) Jejla TEPEHOCUTCS W3 HOMEHKIATYpPbl el
(B HEOOXOIMMBIX CIy4asiX B 3ar0JIOBOK BHOCATCSA YTOYHEHHUS);

JaTa fiena — Ha 00JIOKKE JIea yKa3bIBAIOTCS IBE JaThl, KOTOPbIE HA3bIBAIOTCS
KpallHUMH JaTaMM M COOTBETCTBYIOT TOJy 3aBEJCHUS W OKOHYAaHMS Jena.
HavanpHast gata —2TO Jara caMOrO paHHEro, a KOHEYHasl Jara — JjaTa camoro
MO3/HETO JOKyMeHTa B gnejie. [lpu 3TOM yYHMTHIBAIOTCS JaThl BXOJSIIMX
U UCXOMSIIUX JOKYMEHTOB (B cCllydae HMX OTCYTCTBHSI —AaThl PETUCTpaLUU
JIOKYMEHTOB) M HE YUYUTHIBAIOTCS JAThl CIIMCAHUs JTOKYMEHTOB B JIEJ0, YKa3aHUH
10 UCIIOJIHEHUIO JOKYMEHTOB, OTMETOK MCIOJHUTENS (32 UCKIIOYEHHEM CIIy4aes,
KOTJla Ha JOKyMEHTaX He MMEETCs IPYTUX JaT, KpoMe MepedyrciieHHbIx). JaTtamu
JIeIT, COAepKAIIUX MPOTOKOIIBI 3aCEaHHM, SIBISIFOTCS JAThl TIEPBOTO U TMOCIETHEr0
IPOTOKOJIOB, BOLIEIINX B AEJIO.

[Ipn HamwcaHuu KpalHWUX AAaT HA OOJIOKKAX JAEN MOCTOSHHOTO XpaHCHHS
YHCIIO U TOJl IPOCTABIISAIOTCS apaOCKUMU IU(ppaMu, a Ha3BaHHWE Mecsla MUILETCs
nponuceio 6e3 cokpamieHus. Ha o06nokkax Aenm BPEeMEHHBIX CPOKOB XpaHEHHs
YKa3bIBAETCS TOJIBKO TO/I.

Ha oOnoxkax gen, coOCTOAIMMX W3 HECKOJBKUX TOMOB (4acTeil),

MPOCTABIIAIOTCS KpallHUE AaThl KAXKJIOTO TOMa (YacTH).
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KonuuectBo MMPOHYMCPOBAHHBIX B JICJIC JIMCTOB IIPOCTABIIACTCA C JIMCTA-

3aBepUTEIIA Jea.

Cpok XxpaHEeHHs TEPEHOCUTCS Ha OOJOXKKY Jella U3 HOMEHKJIATYyphl Jedl.
Ha nenax noctossHHOrO Xpanenus numercs: «[locTostHHOY.

ApxuBHbII uQp Jena COCTOUT U3 HoMepa (oHJIa, HOMEPA OMKMCH, HOMEpa
Jiesa Mo OMMCH U MPOCTABIISIETCS NTOCIIE YTBEPHKICHHS U COTJIacOBaHUS OMMUCEH el
HOCTOSTHHOTO U A0JTOBPEMEHHBIX (CBbIIE 10 JIeT) CPOKOB XpPAHEHUS.

Ha «kopemke Jfena yKa3bIBalOTCS 3aroJIOBOK  JieJla, MHAEKC Jena
110 HOMEHKJIATYpe, J1aTa JAejia U CPOK XPaHEHUSI.

B nensx obecnieueHns COXpaHHOCTH U 3aKPETIIICHUS TTOPSsIIKAa PACIOI0KEHUS
JIOKYMEHTOB, BKJIIOUEHHBIX B J€JIO, BCE JIUCTHI, KPOME YUCTHIX, JINCTA-3aBEPUTEIIS
JieJia ¥ JJUCTOB BHYTPEHHEN ONMMCH, HYMEPYIOTCA B pa3BEpPHYTOM BHUJE apaOCKUMHU
mubpamMu  BaJloBoM Hymepauued. UYuctble JMCTBI U3 Jleda  U3BIMAKOTCA
(0e3 moBpekAeHUsl LETOCTHOCTU JIeJla) U YHUYTOXKaroTcs. JIMCTBI HyMepyroTcs
IIPOCTBIM KapaHJAIIOM CBEPXY BHH3 B BO3PACTAIOIIEM NOPSAIKE HOMEPOB HAaUMHAs
c nepBoro. [{udpel npocraBisitoTcs B IpaBoM BepxHEM yriny jucta. Hymepanus
LBETHBIMU KapaHJallaMH, YEPHWIAMHA U HyMepaTopaMu He JA0IMYCKAETCS.

JIokyMeHTBI ¢ COOCTBEHHOM HyMepaluei JIMCTOB, B TOM YHCIIC TeYaTHBIC
U3JIaHUS, HYMEPYIOTCS B OOUIEM TMOPSAAKE WM COXPAHSIOT COOCTBEHHYIO
HYMEPALMIO, €CJIM OHAa COOTBETCTBYET NOPSIKOBOMY PACIIOJIOKEHUIO JIMCTOB
B JIeJI€.

Cnoxennblid nuct Oonbiioro ¢opmara (A2, A3) pa3BopauuBaeTcs
U HyMepyeTcsi B MpaBoil 4acTW BepxHero mojs jaucra. [Ipu 3tom auct no0oro
dbopmara, TOALIMTHIA 3a OAMH Kpail, Hymepyercs KaKk OJUH JIUCT, a JIUCT,
CJIIOKEHHBI M TOMIIMUTBHIA 32 CEpPEeAMHY, IMOMJICKUT IMEPEIIMBKE U HYMEpYyeTCs
KaK OJIMH JIUCT.

Ecnu B nene ecTh KOHBEPT C BIOXKEHUSIMU, TO CHayajga HyMepyeTcsl KOHBEPT,
a 3aTe€M OYepEeIHBIM HOMEPOM KaXK/10€ BIIOKEHHUE.

Qotorpaduu U Apyrue WUIIOCTPATHBHBIE MaTepUalbl HYMEpPYIOTCS

Ha 000POTHOM CTOPOHE B JICBOM BEPXHEM YTIIY.
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JIuct ¢ Harmyxo HaKJIEEHHBIMH JOKYMEHTaMu (BbIpe3kamu, ¢poTorpadusiMn)

HyMepyeTcs Kak OJuH JHUCT. Ecau K TOKyMEHTY MOAKIEEHbI OJTHUM KpaeM JIpyrue
JTIOKYMEHTHI (BCTaBKH TE€KCTa, IEPEBObI), TO KAXKIBIM JTUCT HyMEPYETCS OTACIBHO.

[IpunoxkeHne K [y, COCTaBISIONIEe OTACIBHBIM TOM, HyMEpyeTcs
OTJIEJIBHO.

[Ipy Hanmuuuu OTHEIBHBIX OIIMOOK B HyMEpaluu JHCTOB B Jeiax
IOpU IOATOTOBKE KX K CJadye B apxXWB JIOMYCKAaeTcsd [0 COIJIACOBAHMIO
C HUM ynoTpeOJeHue TUTEPHBIX (¢ OYKBEHHBIMH JOTIOTHEHUSAMU) HOMEPOB JIUCTOB.

B nemax mOCTOSIHHOTO CpoKa XpaHEHUS M OTACTbHBIX KaTErOpusx aem
[0 JUYHOMY COCTaBy (JMYHBIX JeNlaX, a TaKXKe Jejax, BKIYAIOIMMUX B ce0s
TPYZOBBIE JTOTOBOPHI, JOTOBOPHI TPAKIAHCKO-TIPABOBOTO XapakTepa W aKThl
BBITNIOJTHEHHBIX pa0OT K HUM) AJIs yU€Ta U IOMCKa TOKYMEHTOB B HayuaJje 1ej1a MOKET
NOMEIIATHCS BHYTPEHHsIS1 OnUCh (mpuioxenue Ne 17).

JIucThl BHYTpEHHEN ONTMCH HYMEPYIOTCS OTIEIBHO.

Kaxnoe neno 3akaHuMBaeTCs JMCTOM-3aBEPUTENIEM yCTaHOBIEHHOW (OpPMBI
(mpunoxenue Ne 18).

B nucte-3aBepurene nena nudpamMu u MpoNKUCHIO YKa3bIBaeTcs (pakTHueckoe
KOJIMYECTBO JINCTOB B JJAHHOM JIeJe, a TAK)KE HAJIMUME JIUTEPHBIX U MPOMYIIEHHBIX
HOMEpOB JIUCTOB, KOJWYECTBO JIMCTOB BHYTPEHHEH ONWCH W HAIUYUE CPEIH
JIOKYMEHTOB Ta3eT, KHHT, OpoImop, ueprexei, ¢otorpaduii, pucyHKOB H T.1.,
CTaBSTCS JaTa W MOJNUCH paboTHHKA, c(HOPMHUPOBABIIETO ENO, U YKAa3bIBAIOTCS
€ro JIOJDKHOCTh, WHULMANBl U Qammimsa. Eciam KomuyecTBO IMCTOB B Jieje
U3MEHSETCS, 3aBEPUTEIbHAS HAAMKUCh COCTABIISIETCS] BHOBbD.

[Tpu moaroToBke /ei K MOAMKBKE (TIEPEIIeTy) MpOBEPSETCS MPaBIUIBHOCTh
ux (opmupoBanus, opopmiacHus. MeTasinyeckue U IJIACTUKOBBIE CKPEIUICHUS,
a TaKkKe TePMONEPEIIEThl U3 JOKYMEHTOB YAAJSIOTCS.

JIOKyMEHTBI IOJIIIMBAIOTCS TAKUM 00pa3oM, YTOObI MOKHO ObLIO CBOOOAHO
OPOYUTATh TEKCT KaXIOro JOKyMEHTa, BHU3bl W YKa3aHHA [0 HCIOJIHEHHIO

JIOKYMEHTA.
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12.5. Ilepenaya nen B apXuB.

ITepenaua aen nmocrossHHOro cpoka xpanenus: B LII'A CII6 ocyiiecTBisieTcs
noeuHU4YHO 1o yTBepkaeHHbIM L[DITK ApxuBHoro komutera Cankr-IlerepOypra
OIHCSIM JI€JT TOCTOSIHHOT'O XPAHEHHS.

[IpueM JOKYMEHTOB Ha MOCTOSIHHOE XpaHeHHe 0(POPMIISIETCSI aKTOM IIprema-
nepenadn JoKyMeHTOB (rpuioxenue Ne 20).

IIpy mepemade nen Ha BCEX SK3EMIUISIPAX OMHUCH JI€JT MPOTHUB KaXIOTO
BKJIIOUEHHOTO B Hee nena B rpade «lIpuMeyanue» cTaBUTCS OTMETKA O HAIUYUU
nena. B KOHIE KaXJ0ro OHK3eMIUIAIpa OMUCH JeN YKa3bIBalOTCS IHdpaMu
Y TIPOIUCHIO KOJIMYECTBO (PAKTUYECKU NPUHSTHIX (MEpPEIaHHbIX) B apXuB Jell,
MHULMANB U (aMUIMU JIUL, OCYIIECTBISIOIINX IMpUEM-TIepeaady Jei, CTaBATCA
UX MOJIUCH U J1aTa.

[Ipu npueme aen B apXxuBe NpOBEpsieTCS MPABUIBHOCTh UX O(OpMIICHUS.
Hena, odopmileHHBIE C HapyLIEHUWEM IMpaBUJl, YCTAaHOBIEHHBIX WHCTpyKUUeEH,
BO3BPAILAIOTCSI B TEPPUTOPUAIBHYI0 KOMHCCHIO C YKAa3aHUEM HEIOCTaTKOB
JUTSL UX YCTPAHEHHS.

TeppuTopranbHas KOMUCCUS UMEET IPUOPUTETHOE MPABO HA UCIIOJIH30BAHUE
JOKYMEHTOB, NEPENAaHHBIX €K Ha TOCYJapCTBEHHOE XpaHEHHE, B TOM YMHCIIE
Ha UX MEPBYIO MyOIUKAIHIO.

12.6. icrionHEHHBIE 3JEKTPOHHBIE JOKYMEHTBI CUCTEMATU3UPYIOTCA B J€ja
B COOTBETCTBMM C  HOMEHKJATYypodl  Jed  TEeppUTOPUAIBHOM  KOMHUCCHUHU.
[Ipu cocTaBiieHMH HOMEHKJIATYpPBI JI€J B 3arojOBOK Jelia BKJIIOYAETCS yKa3aHUe
«NEKTPOHHBIE JOKYMEHTBI».

Cpoku XpaHEHMsS] DJEKTPOHHBIX JOKYMEHTOB COOTBETCTBYIOT CpOKaM
XpaHEHUs aHAJIOTUYHBIX IOKYMEHTOB Ha OyMa)KHOM HOCHUTEIIE.

DKcnepTr3a EHHOCTH IEKTPOHHBIX JOKYMEHTOB OCYILIECTBIISIETCS B OOIIEM
MOpSJIKE, YCTAaHOBJIIGHHOM JJisi JIOKYMEHTOB Ha OymaxkHoM Hocurene. Ilocre
VCTEYEHUS CPOKA, YCTAHOBIIEHHOI'O JIJISI XPAaHEHUS 3JIEKTPOHHBIX JEJ (3JEKTPOHHBIX

I[OKyMeHTOB), Ha OCHOBAaHMM dKTa O BBIACIICHHMH HX K YHHWYTOXCHUIO,
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YTBEPKIAECHHOIO  IPEACENATENIEM TEPPUTOPUAIBHOM KOMHUCCHH, YKAa3aHHBIC

AJIEKTPOHHBIE Jiefia (JIEKTPOHHBIE IOKYMEHTHI) MOJIEkKAT YHUUTOKEHHUIO.
OJIEKTPOHHBIE JIOKYMEHTBl TOCTOSIHHOTO CpOKa XpaHEHUs MepefaroTcs
Ha apXMBHOE XpaHEHHWE M0 OMmHUCSAIM C O(OPMIICHHEM aKTa IpueMa-lepeaadn

QJICKTPOHHBIX NOKYMCHTOB.

13. OTBEeTCTBEHHOCTH

13.1. UnieHbl TEpPPUTOPUAIBHOM KOMHMCCHM M TPaXKIAHCKHUE CITy>Kalllhe
amnrapara TEppPUTOPHAIBHOM KOMMCCUH, TpaXkJaHE, 3aMelalollne JOJIKHOCTH,
HE SIBJISIONINUECS JOJDKHOCTSIMU TOCYIapPCTBEHHOMN IpaXkIaHCKOM CITY>KOBI, a TaKxkKe
rpakIaHe, IPUBIIEKAEMBbIE IO TPAXKIAHCKO-NIPABOBBIM  JIOTOBOPAM, HECYT
NEPCOHAIBHYIO OTBETCTBEHHOCTh 3a coOitoAeHue TpeboBanuit WHcTpykuuy,
COXPaHHOCTb HAXOMSIINUXCS Y HUX JOKYMEHTOB.

13.2. OTBETCTBEHHOCTH 3a OpraHU3aLUIo0 JEJIONPOU3BOCTBA
B TEPPUTOPUAIBHOMN KOMUCCHUH, BHEJIPEHUE ABTOMATU3UPOBAHHBIX
(KOMITBIOTEPHBIX)  TEXHOJIOTUM  MOJATOTOBKM U  OOpabOTKHM  JIOKYMEHTOB,
o0ecrieueHne COXPaHHOCTH JOKYMEHTOB M Iepefadyy UX B apXuB, KOHTPOJb
3a coOmoieHreM TpeOoBannii THCTPYKIIMKM HECET NpeaceaaTeNlb TEPPUTOPUATIBHON

KOMUCCHH.



[Tpunoxenue Ne 1
K MHCTpyKUIHHU 1O 1€TONPOU3BOJICTBY

B TepputopuasibHOM U30upaTeabHON KoMuccuu Ne 8

(I)opMa PETrUHCTPANUOHHOIO KYPHaAJa BXOAAINUX JOKYMEHTOB

OtMeTKa 00
HUCIOJIHEHUH
. | Kparkoe
Perucrpamu Hcxonsamui (mara
N cozaepxa- [lnanoBas
Hata OHHBIN Koppec- HOMED Crnioco6 WCIIOJTHCHUS
HUE Pezomrorng | Hcnomnurens nara
MOJIyYEHUs HOMEp MOHAEHT U JaTta NOJIyYEHUS U /uim
OKYMEHTA NOKYMEHTa (xox1-BO HMCHOMHCHHA PEKBU3HUTHI
HOKY y JINCTOB)
HICXOJISIIIETO
JIOKYMEHTA)
(I)OpMa PEruCcTPAaliMOHHOIO KYPHaJIa UCXOAAIIUX JOKYMEHTOB
Kpatkoe conepxanue
ara PerucrpanuoHHbIN OKyMEHTa ®UO noxamucaHTa
A pan Anpecat JIOKY A HUcnomaurenn Bug otnipaBku
perucTpanyu | HoMep JOKyMEHTa (pEKBU3UTHI BXOSIIETO JIOKyMEHTa

I[OKy'MeHTa), KOJI-BO JIUCTOB




[Tpunoxxenue Ne 2
K MHCTpyKIMHU 110 1€T0NPOU3BOJICTBY
B TeppuropraibHON N30MpaTeIbHON
komuccun Ne 8

HEPEYEHDb
JOKYMEHTOB, He MOJJIeKAIMX PerucTpanuu

1. Coob1ienus o 3ace/laHusIX, COBEIIAHUIX U MTOBECTKAX JHSI.

2. Y4eOHble MPOTrpaMMBbl, IJIaHBI.

3. PeknamHbI€ U3BEIICHHUS, 1aKaThI.

4. TIlo3npaBUTENBHBIE INCbMA U TEJIETPAMMBI.

5. [lpurnacurenbHble OWIETHI, MPUTJIALICHUS HA Pa3IU4YHbIE MEPOIPUSITHS,
HE CoJIep Kalllfe HaUIeKAINX PEKBU3UTOB ITHChMA.

6. byxranrepckrne TOKyMEHTBI.

7. IleuaTHBIC N30aHUA.

8. OmepaTuBHas HMHQOpMalMs, MOCTyHarouias IO KaHajlaM  CBSI3U
['ocynapcTtBeHHOM aBTOMAaTtH3WpoBaHHOW cuctembl Poccuiickonn ®denepanuu
«BbIOOPHY.

9. OOGparnenus rpaxk/iaH, MOCTYIUBIINE HA aJPEC SJICKTPOHHON MOYTHI.



[Tpunoxenue Ne 3
K MHCTpyKIIMHU 1O J€I0NPOU3BOCTBY
B TepputopuaibHOIl H30UpaTeNbHOIM
komuccun Ne 8

AKT

MBI, HUKEO MU CABIIINECS

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

HaCTOHHII/Iﬁ dKT COCTABJICH B IBYX 3K3CMILIIAIpaAx.

[Toanucek, pacumppoBKa NOANUCH:




[Tpunoxenue Ne 4
K MHCTpyKIMHU 110 1€T0NPOU3BOJICTBY
B TeppuropraibHON N30MpaTeIbHON
komuccuu Ne 8

®opMbl 0JIAHKOB, HCII0JIb3YeMbIX B TEPPUTOPUAJILHONH KOMHUCCHHI



«

»

TEPPUTOPUAJIBHASA U3BUPATEJIBHASA KOMUCCHUSA Ne 8

NPOTOKOJ 3ACEAAHUA

20  Tonm Ne

Cankr-IletepOypr



TEPPUTOPUAJIBHASA U3BUPATEJIBHASA KOMUCCHUSA Ne 8

PEINIEHHUE

« » 20 Ton Ne

Cankr-IletepOypr



«
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TEPPUTOPUAJILHAS U3BUPATEJILHASI KOMUCCHS Ne 8
NPEJCEJAATEJD

INPUKA3

» 20 ron Ne

Cankt-IlerepOypr
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TEPPUTOPUAJIBHAS
MN3BUPATEJIBHASA KOMUCCHUS Ne 8
CAHKT-IIETEPBYPT

yi. Kanunauackas, a. 7 r. [lereprod,
Cankt-IletepOypr, 198510
Ten. (812) 576-01-77, ®axc (812) 450-74-05
http://www.tik8.spbik.spb.ru
OKIIO 13810841; OI'PH 1037841005510;
MHH/KIIIT 7819029196/781901001

Ne

Ha Ne oT




[Tpunoxenue Ne 5
K MHCTpyKIMHU 110 1€T0NPOU3BOJICTBY
B TeppuropraibHON N30MpaTeIbHON
komuccun Ne 8

TpebGoBaHuA K JOKYMEHTaM, H3rOTOBJIIEMbIM C IOMOIIb IO
Nne4YaTalux yYCTPOICTB, U K (pailjiaM TEKCTOBBIX JOKYMEHTOB

1. TekcTbl JOKYMEHTOB Ha OnaHkax ¢opmara A4 medaraloTcs uepes
1,5 MEeXKCTpOYHBIX HMHTEpBaJia, JOMyCKaeTCAd IedaTh MTOKYMEHTOB Ha OJaHKax
dbopmara A4 yepe3 1 MeKCTpOUHBIM MHTEpBaJ, Ha OiaHkax ¢opmara A5 — yepes
1 MEXCTPOUYHBIN UHTEPBAIL.

TekcThl JTOKYMEHTOB, MOATOTaBIMBAEMBIX K TUNOrpad)CKOMYy H3/IaHUIO,
MEYaTAIOTCS YEPE3 2 MEKCTPOUHBIX UHTEPBAJIA.

2. HauMmeHoBaHue BHUIa IOKYMEHTA NI€YaTAETCS MPOMUCHBIMU OYKBAMH.

3. Ecnu 3arosioBok K TeKCTy npeBbimmaeT 150 3HakoB (5 CTPOK), TOITycKaeTcs
MPOJIEBATh €T0 10 TPAHUIIBI TPABOTO MOoJIsl. TOYKa B KOHIIE 3ar0JI0BKA HE CTaBUTCHL.

4. PacumdpoBka noanucu B pexkBusute «lloanuce» nedyataeTcss Ha ypoBHE
MoCJIeTHEH CTPOKM HAMMEHOBAHUS JIODKHOCTH C HMCIOJB30BaHHEM KOMOWHAIIUU
kiaui Shift — Ctrl — [Ipoben Mexny nHunranamMu u hamuinei.

5. Co3nanue, d¢opmaTUpoBaHHE U BBIBOJ HA TMe4aTh JOKYMEHTOB
MPOU3BOJIUTCS HAa KOMIIBIOTEpAX C MCIOJIb30BAaHUEM TEKCTOBOIO PENAKTOPA,
noaaepxkuBatoiiero ¢popmat docx. BHenpeHue 35eKTpOHHBIX TabJINII, CO3IaHHBIX B
TaOJIMYHBIX PEIaKTOpax, B JOKyMeHTh (opmata docx He momycKaercs.
Jonyckaercsi, nmpu HEOOXOJIMMOCTH, CO3/IaHHe, (popMaTHUpOBaHUE M BBHIBOJ HAa
nevyaTth TaOJauIl TOCPEACTBOM PEAAKTOPa MIEKTPOHHBIX TAOIUII, TOAACP>KUBAIOIINX
dbopmar xlIsx.

6.[Ipu  dopmMatupoBaHuM  JIOKYMEHTOB  pPEKOMEHIyeTCs  padoTarth
C BKJIFOUEHHOUN KHOMKOH Y, 4TOOBI BUJIETh HA DKpPaHe BCE CITY>KEOHBIC CUMBOJIBI.

7.1lpu dopMaTUpOBaHWM TEKCTOB JOKYMEHTOB WCIOJIb3yeTCSI CTHIIb,
KOTOPBIN UMEET CIEAYIOIIUE TapaMeTphl:

o 1mpudT PT Astra Serif

e pasmep 14 myHkTOB
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® OTCTYN cieBa 0cm
cIipaBa 0cMm
e MHTEpBAI nepen 0 myHKTOB
rocie 0 myHKTOB
® MEKCTPOYHBIM MHTEPBAJ IOy TOPHBIN
e IiepBas CTPOKa orctyn Ha 1,25 cm
® BBIPABHUBAHUE IO IIPUHE.

8. Ilpu QopmaTupoBaHuM TAOIUI HEOOXOIUMO COOIOAATH CIEIYIOIINE
TpeOOBaHMUS:

TabiMia Bcerna JO/DKHa HWMETh Ha3BaHHWE, KOTOPO€ BBIPABHUBAETCS
10 LIEHTPY AOKYMEHTA;

TabJIMIa BBIPABHUBAETCS TI0 LEHTPY JIUCTA;

3aroJIOBKM CTOJIOIIOB U CTPOK BRIPABHUBAIOTCS IO IIEHTPY STYCHKH;

JaHHbIE B sTYelKax TaOJUIIbl BEIPABHUBAIOTCS CBEPXY IO JIEBOMY Kpalo;

IPOAOKEHNE Ta0IHIIBI HA HOBOM JIUCTE MOXKET HAUMHATHCS C 3ar0JIOBKOB €€
rpadg (uam HOMEpPOB rpad B ciyyae, eciu rpadbl TaONMIBI HA TEPBOM JIUCTE
IPOHYMEPOBaHbI);

CTPOKHU TaOIUIBI IEPEHOCATCS HA HOBBIM JTUCT TOKYMEHTA UCKIIOYUTEIBHO
IETUKOM;

IIMpUHA W BbICOTA TaOJMLbBI HE AOJDKHBI MIPEBBIIATH pa3Mephl MOJeH
JTIOKYMEHTA.

9. Pazmepsl noneil JOKyMEHTa JOJKHBI UMETh CIIEYIOIINE MapaMeTpPhbl:

® BEpxXHEe 2,0 cm
® HIDKHEE 2,0cm
e JeBOE 3,0cmMm
® IIpaBoe 1,5 cm.

Ot kpas A0 KOJOHTHUTYJIA:
® BEPXHETO 1,25 cm

® HIDKHETO 1,25 cm.
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10. ITpu moAroTOBKE TOKYMEHTOB UCIOJIb3YIOT CJIEYIOUIUE PEKBUZHUTHI:
® HaMMEHOBAaHUE OpraHU3aAlIUH;

¢ HANMMCHOBAHHNC BUJ4d JOKYMCHTA,

® CCbhblJIKa Ha HCXO,ZI?IIHI/Iﬁ peFI/ICTpaHI/IOHHLIﬁ HOMCDp H A4ty

JIOKYMEHTA,
® MECTO COCTaBJIEHUS (M31aHUs) JOKYMEHTA;

e rpud (momeTka) 00 OrpaHUUYCHHUH JOCTYIA K JTOKYMEHTY; (MpH

HaJIMYuu)
e ajpecar;
e Tpud yTBEpKACHUA JOKYMEHTA;
® 3aroJIOBOK K TEKCTY JJOKYMEHTa;
® TEKCT JOKYMEHTAa;
® OTMETKa O HAIMYUH MIPUIIOKEHUS;
® TIOJITUCE;
® OTMETKa 00 3JIEKTPOHHOU MOIIHUCH;

e rpud coriracoBaHUs JOKYMEHTA;
e OTMETKa 00 HCIIOJIHUTEIE;
® UIECHTU(MUKATOP DJIEKTPOHHON KOMUU  JIOKYMEHTa (IIpH
HAJTUYHHN).
11. PekBu3utbl (KpoMe€ TEKCTa JIOKYMEHTa U ajpecaTra), COCTOSIIUE

N3 HCCKOJIbBKUX CTPOK, I€YaTarOT CO CIACAYIOINMU ITapaMETpaMu:

o mpudT PT Astra Serif
e pasmep 14 myHkTOB
® OTCTYN cieBa 0 cm

cripaBa 0cMm
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UHTEpBAJ nepes 0 MyHKTOB
rnocie 0 myHKTOB
MEXCTPOYHBIN UHTEPBAJ OJIMHAPHBIH
OTCTYII TIEPBOM CTPOKHU HET
BbIpaBHUBAHUE O LIEHTPY.

12. PekBU3UT «Aqpecar» NevaTaoT cO CIASAYIOMUMU ITapaMeTpamMu:

mpudT PT Astra Serif

pa3Mep 14 myHkTOB

OTCTyIl cieBa 7 cM
cripaBa 0 cm

MHTEpBaI nepen 0 myHKTOB
1ocie 0 myHKTOB

MEKCTPOYHBIN HHTEPBAJ OJIMHAPHBIN

OTCTYII IIEPBOU CTPOKH HET

BbIPABHUBAHUE 10 LEHTPY.

Ecnm cocraBHble 4acTHM pPEKBU3UTOB «Anpecat», «I'pud yTBepKaeHUs

nokymeHTta», «I'pud cormacoBaHus JOoKymMeHTa», «OTMETKa O HaJIUYUU

MPUJIOKEHUS» HE YMEILIAIOTCSA Ha OHOM CTPOKE, TO Pa3pbIB CTPOKH B HY’)KHOM MECTE

MPOU3BOAMUTCS C MOMOIIBIO cUMBoOjda «Pa3pbiB CTpOKM» (KOMOWHALMS KJIABMIL

Shift — Enter), nHanpumep:

[Tpu

COI'JTACOBAHO

PykoBonurens PenepanibHOTO
ApXMBHOT'O areHTCTBA

A.H. Aptuzos

WCIIOJIb30BAaHUU B TEPPUTOPUATBLHOM KOMHUCCHM HUIAEHTU(UKATOpa

AJIIEKTPOHHOM KOIMUU JOKyMEHTa (KOJOHTUTYJA) OH IeYaTaeTcsi B JIEBOM YIIIy

HIDKHETO TIOJISI KaXKJ0W CTPAHUIIhI IOKYMEHTa MIPUQPTOM 8 MyHKTOB.
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13. IIpu odopmieHun AOKYMEHTOB Ha JBYX M 0o0Jiee CTpaHUIAX BTOpas
Y TIOCJIETyIOIIME CTpaHUIbl JOJKHBI ObITh MpOHyMepoBaHbl. Homepa crpanuiy
IPOCTABJISIIOT TOCEPEAMHE BEPXHETO OIS JTUCTa apaOCKuMu nudpamu 6e3 3HaKOB
npenuHaHusl.

Ecnu 1o0KyMeHT uMeeT MpHUIoKeHre, TO OHO TIeYaTaeTCsl C HOBOM CTPAHMUIIBI.

14. Jlyis BBISIBJICHUS W WCIIPABICHUS BO3MOJKHBIX OIMMOOK B MPABOIMCAHUN
B chopmMupoBaHHBIX  (aillax ~ pPEeKOMEHAYETCS  OCYIIECTBIATH  MPOBEPKY
JTIOKYMEHTOB, HCIIOJIb3YsI CUCTEMBI ITPOBEPKHU MPABOIIMCAHUSI.

15. Kaxaplif TOKYMEHT CO BCEMH MNPUIOKEHUSIMH K HEMYy I[OMENIAIoT
B OT/ICJIbHBIN (aiin (ecau MpUIIOKEHHUsS CO3/aHbl OJHUM Ipoiieccopom). BayTpu
daitna caMm JOKyMEHT U KaKJ10€ MPHUIIOKEHNE TTOMEIIAIOT B OTJENIbHBIE pa3/Iebl.

16. Bce pexkBU3UTHI JIOKYMEHTa OTIEISIOT APYr OT JApyra OJHOW MyCTOH
CTPOKOi1, 0Opa3zyeMoii cuMBoJioM ad3ania (f — knaBuiia Enter). B Tekcte He TOKHO
BCTpeuaThbcs 00Jiee IBYX CUMBOJIOB ad3aria moAps/I.

17. He nomyckaercs mucath CJIOBa C pa3psaKoi, BCTaBIsAS IPOOEIBbI MEXKITY
OykBamu B ciioBax. He jomyckaercsi HCHOIb30BaHUE MPOOETOB 711 00pa30BaHMUS
a03alHOro OTCTyMNa (KpacHOM CTPOKM) WJIM MYCTHIX CTPOK. B Tekcre HE MOIKHO
BCTpeYaThcsl MOApsia Oojee OJHOrOo CHMMBOJA MpodOena. PaszneneHue MHHUIMAIOB
u ¢pamminn, cumBosia No W 4Ymcia, MOPSIKOBOrO HOMEpa CTaThH, YacTH, MMyHKTa
WJIM TIOJIITYHKTA MPAaBOBOIO aKTa, YyMCia Mecslla U Ha3BaHUS MeEcslla, Yyucia roja
U CIIOBA «TOJ», JIOOBIX YHCIOBBIX 3HAYCHUW W €IWHUI] M3MEPEHHUS IeNaeTcs
C UCIIOJIb30BAaHUEM HEPa3pbIBHOTO npo0ena (coueranue KJIaBUIII
Shift — Ctrl — ITpoGemn).

18. He nomyckaercs BKIHOYATh B TEKCT TOKYMEHTA Pa3AcIUTENbHBIE TUHUU,
COCTAaBJICHHBIE U3 LIETI0YEK CUMBOJIOB (¥, =, -, — 1 ipyrue).

19. He pomyckaeTcs HCHOJNB30BAaHHE B PYCCKUX CIOBaX CXOJIHBIX
1o HaYepTaHuto JaTuHCKuX OykB (A, a, B, C,c,E,e, HL K, M, O, 0, P, p, 1, X, X, y).

20. He gomyckaeTcss  MCHOJB30BaHWUE CUMBOJNA  TaOymsamuu  (—)

JUIst 0Opa3oBaHus a03alHOTO OTCTyNa (KpacHOW CTPOKHU) WMJIM IYCThIX CTpOK.
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AO3alHBIA OTCTYN yCTaHaBIMBAaIOT B MeHIO Popmar/Ab3all wiv ¢ MOMOUIBIO
BEPXHETO JABUKKA HA TOPU3OHTAIBHOM JTMHEHKE.

21.He pomyckaercs HCHOJI30BAaHUE CHMBOJIA «-» JUIsl OOO3HAYEHHS
nepeHoca. BmecTto Hero ciemyer HCHONb30BaTh CHUMBOJI MSITKOTO TIE€peHOca
(xomOuHamms kaaBuil Ctrl — «-»).

22. JIns HamMcaHUA PUMCKUX LMD TOJDKHBI MCIOJIB30BATHCS 3arjiaBHbBIC
oykBbl natuHckoro andasura (I, V, X, C, D, L, M). Ucnonas3oBanue 1 3TOU LU
pycckux OyKB B apaOCKuX UG HE TOMyCKaeTCs.

23. BMecTo OYKBBI «&» JOJKHA YHOTpeOnsaThes OykBa «e» (KpomMe HMMEH
COOCTBEHHBIX MPU HAIMYUH MOATBEPHKAAIOIINX TOKYMEHTOB).

24. PekBU3UTHI «3arojIoBOK K TEKCTY» JOJKHBI ObITh BBIPOBHEHBI 10 LIEHTPY
Y KaX]IbI U3 HUX JI0JKEH MPEACTABIIATh COOOM OJIMH ab3all, TO €CTh BHYTPHU TEKCTa
KOKJIOTO PEKBH3UTAa HE JAOKHO ObITh cuMBona a63ama. He pomyckaercs
MCITI0JIb30BaHUE CUMBOJIA ab3a1a Juisl IpephIBaHUsl CTPOKU B MPOU3BOJIBHOM MECTE,
JUISL 3TOTO CJIEYET UCIOJb30BaTh CUMBOJI pa3pblBa CTPOKU (KOMOMHAIUS KJIaBHIL

Shift — Enter).



[Tpunoxenue Ne 6

K MHCTpyKIMHU 110 1€T0NPOU3BOJICTBY
B TeppuropraibHON N30MpaTeIbHON

komuccuu No 8

Cnucok pacchblJIKH HCXOIAILIMX T0KYMEHTOB

n/n

HaumeHnoBanue oprana
(opranuszanumn)

IToJiHbBI MOYTOBBIN aapec

[Ipencenarens TeppuropuanbHOU
n3ouparenbHo komuccuu Ne 8

Hcnomaurens

«

»

(moamuce) (pacmndpoBKa MOAMUCH)

(moamuce) (pacmm@poBKa MoANuUcH)

20 r.




[Tpunoxxenue Ne 7
K MHCTpyKIMHU 110 1€T0NPOU3BOJICTBY
B TeppuropraibHON N30MpaTeIbHON
komuccun Ne 8

IlepeyeHnb 00s13aTEJIbHBIX CBEACHUI 0 TIOKYMEHTAaX, HCMOJIb3yeMbIX B LEJISIX
ydeTa M IoMcKa K0KymenTos B ITJ1!
. ABTOD.

. Anpecar.
. JIomKHOCTD, (pamMIIIAS U MHUIIMAITBI JIATIA, TIOAIMUCABIIETO TOKYMEHT.

. HaumenoBanue I'PYIIIBI U BUO4d JOKYMCHTA.

1
2
3
4
5. Jlata nokyMeHTa.
6. PeructpanonHblii HOMEpP JTOKYMEHTA.
7. Jlata moCTynMUBIIEr0 JOKYMEHTA.
8. PerncrpanOHHBI HOMEP MTOCTYIUBIIETO TOKYMEHTA.

9. CBeneHust 0 CBSI3aHHBIX JIOKYMEHTax (HaMMEHOBaHHE BHUJAA JIOKYMEHTA,
JlaTa, perucTpallMOHHBIA HOMEp, TUIT CBA3KH).

10. 3aroy0BoK K TEKCTY (KpaTKOE COACpKAHUE JOKYMEHTA).

11. Uaaekc aena mo HOMEHKJIAType Jedl.

12. CBenenus o nepeagpecany JOKyMEHTA.

13. KosnnuecTBO JINCTOB OCHOBHOT'O IOKYMEHTA.

14. OT™MeTKa 0 IPUIIOKEHUH (KOJTMYECTBO MPUIIOKEHUM, 00ITIee KOJTUIECTBO
JIMCTOB MPUIIOKEHH ).

15. Yka3aHus o MCIOJIHEHUIO TOKYMEHTa (IIOpy4YEeHHE, UCIIOJIHUTENb, 1aTa
WCIIOJTHEHUS).

16. OT™MeTKa 0 KOHTpOJIE.

17. I'pud (momeTka) 00 OrpaHUYCHUH JIOCTYTIA.

18. ITpoBepka 371eKTpOHHOM MOoANUCH (TIPU HATTUYUH).

19. ITonpasnenenue — OTBETCTBEHHBIN UCIIOJIHUTENb JOKYMEHTA.

20. daitpl 2JIEKTPOHHOTO TOKYMEHTa (KOJM4uecTBO (aitioB, MMeHa (haision).

! Ucnone3yeTest COKpalenue, IpUBEAEHHOE B yHKTe 1.8 HacTosmmel MHCTpyKIwy.



[Tpunoxenue Ne 8.1
K MHCTpyKIMHU 110 1€T0NPOU3BOJICTBY
B TeppuropraibHON N30MpaTeIbHON
komuccun Ne 8

KYPHAJI

y4eTa JMYHOI0 PHeMa IPakIaH
B TeppuropuanbHoii n3dupareabHoil komuccuu Ne 8

OTMeTKa d.N1.0.
IHouToBLIN Kpartkoe 0 pe3yJabTaTax M NOANHUCH
Ne Jara D.N.0. P pesy A
aapec coJep;KaHue npuemMa JuIa,
n/n | npueMa | 3asiBUTEJIA
3asiBHTEJIS oOpamenust (npunsToe NMPOBOIUBIIET0
peleHue) npuemM
1 2 3 4 5 6 7




97

[Tpunoxxenue Ne 8.2
K MHCTpyKIMHU 110 1€T0NPOU3BOJICTBY
B TeppuropraibHON N30MpaTeIbHON
komuccun Ne 8

KAPTOYKA JIMYHOI'O IPUEMA I'PA’KJIAH
B TEPPUTOPUAJIBHOMN U3EUPATEJIBHON KOMUCCHH Ne 8

Iara oOpamienus
Jara npuema

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

Kareropus 3asButeis

Coneprxanne oOpanieHus

A,
BBIPAKAIO (pamunust, UMs1, OTYECTBO 3aBUTEINS)

corjiacu€ Ha MNOpeaoCTaBJICHUC MHC YCTHOTO OTBETa B XOJA€C JMYHOro IMnpueMa 10 CYHECTBY
IMMOCTABJICHHBIX B YCTHOM O6paH_[eHI/II/I BOIIPOCOB. IIuceMeHHOTO OTBETA HE Tpe6yeTc5{.

(mata) (moamuch 3asBUTENS) (pactmmdpoBKa MOAMHUCH)

A,
BbIpaXaro

(Damunusi, UMs, OTYECTBO 3asIBUTEIIS)

corjiaCuc€ Ha BUACO-U (I/IJ'II/I) AYyJJUONPOTOKOJIIMPOBAHUC JIMYHOT'O ITpHUEMa.

(mara) (moamnuch 3asBUTEINA) (pacmm@poBKa MOANUCH)



ITpunoxenue Ne 9
K MHCTpyKLIKK 1O JeONPON3BOACTBY
B TepputopuaiibHOIl H306UpaTeNbHOM
xomuccuu Ne 8

JIucer coryiacoBanus

JomKHOCTD

damunus,

Hara Tonmmcn WHHULAAJIBI

HUcnomuurenu
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ITpunoxenune Ne 10
Kk MHCTpyKLIMU 110 1€TONPOU3BOJICTBY
B TeppuropraibHON N30MpaTeIbHON
komuccun Ne 8

YTBEPX/IAIO

[Ipencenarens TeppuTopraIbHON
n30upaTenpbHON Komuccuu No 8

(moamucek) (mHUIIMATBI, (HaMIITHS)

« » 20 T.

OTtuer 0 PACCHLJIIKE 110 COOTBETCTBYIOIIIMM a/ipecaTaM U PasMEIlICHUH

pemienuii TeppuropuajbHoil H30MpaTebHONH KoMuccuu Ne 8
Ha opuuuaabHoM caiite http://tik8.spbik.spb.ru

3acenanne Ne OT « » roga

No Ne perrenust AgnpecaT pacChbUIKH, apecC pa3MeIICHUs Jarta

n/m THUK pa3MeleHus

PacChUIKH

1
2
3

HUcnonaureis

(moamuck) (pactumdpoBKa MOAMHUCH)
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ITpunoxxenune Ne 11
Kk MHCTpyKLIMU 110 1€TONPOU3BOJICTBY
B TeppuropraibHON N30MpaTeIbHON
komuccun Ne 8

HEPEYEHD
MOAJIEKAIMX KOHTPOJIIO JOKYMEHTOB ¢ YKa3aHHEM CPOKOB HCIIOJIHeHHS

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

2. Yka3bl IIpesugenta Poccuiickoit ®Denepaiuu — COIVIaCHO YKa3aHHOMY
B HUX CPOKY.

3. Pacnopsikenust  IIpesmpgenra  Poccuiickorn ~ ®Denepanuu — COTrJIacHO
YKa3aHHOMY B HUX CPOKY.

4. IlocranoBnenusi, pacriopsbkenus [IpasurensctBa Poccuiickoit denepanmu —
COTJIACHO YKAa3aHHOMY B HHUX CPOKY.

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

6. [TocranoBneHus, peleHuns 3aKOHOJATEIBHOTO Cobpanus
Cankrt-IletepOypra — corjiacHO yka3aHHOMY B HUX CPOKY.

7. IlocTaHOBNEHUSA, PACHOPSDKEHUS OpraHa TOCYJApCTBEHHOW BIJIACTH
Cankr-IleTepOypra — coryiacHO yKa3aHHOMY B HUX CPOKY.

8. [locTaHOBIIEHHUS], PACTIOPSIKEHUS PYKOBOJUTEINSI OpraHa rocy1apCTBEHHOM
Bnactu Cankt-IleTepOypra — corjiacHO yKa3aHHOMY B HUX CPOKY.

9. Ilapnamentckue 3anpocbl CoBeta Denepanuu DeaepaibHoro Codpanus
Poccuiickoit ®enepauuu, l'ocynapctBennoit Jymbl ®enepanbHoro Cobpanus
Poccuiickoit @enepanuy — HE TMO3AHEE YeM uepe3 15 KaneHmapHBIX JHEU
CO JIHS IOJIYYEHUsI TMAapJaMEHTCKOTO 3alpoca WIA B HMHOW YCTaHOBJICHHBIN
cooTBeTcTBYIOIIEH manatoi denepanbHoro Cobpanmsi Poccuiickoit deneparum
CPOK.

10. 3ampocsl CEHaTOpOB Poccuiickon deneparnum, JEIyTaToOB

INocynapctBennoit {ymber ®denepansHoro CoOpanusi Poccuiickoit denepanuu —
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He no3aHee yeM yepe3 30 kaneHgapHbIX AHEH CO JHS €ro MOJYy4YEeHUsl WU B MHOMN
COTJIACOBAHHBIM C HMHULIMATOPOM 3aIIpoca CpOK.

11. O6pamienuss  cenatopoB  Poccuiickoit ~ deneparuu,  JAemyTaToOB
I'ocynapctBennoit Jlymer ®DenepanpHoro CobOpanusi Poccuiickoit depeparuu
[0 BOIIpOCaM,  CBS3aHHBIM C  HMX  JEATEIbHOCTHIO, — HE3AMEJIUTEIBHO
(mpu HEOOXOAMMOCTH TIOJIYYEHHUSI JIOMOJHUTEIBHBIX MaTEpPUAIOB — HE TO3]IHEE
yeM yepe3 30 KaleHJapHbIX THEW CO JHS MOTy4YeHUs] OOpalleHus ).

12. O6pamenus JIETyTaTOB 3aK0HOIATETHLHOTO CoOpanus
Cankr-IletepOypra — B cpok, ycTaHOBJIEHHBIHN 3akoHOM CaHkT-IleTepOypra.

13. [lucekma u3 Apmunuctpauun IIpesunenta Poccuiickoit d@epepanuu,
[IpaButennscTBa Poccuiickoit ®enepannn, Konctutynuonnoro Cyaa Poccuiickoi
Oenepannu, BepxoBHoro Cynma Poccuiickori @enepauuu, [ 'eHepanpHOU
IIPOKYpaTyphl Poccniickon denepanum, IIpaBuTenbCcTBaA
Cankrt-IletepOypra — B COOTBETCTBUU C YKa3aHUSIMU 10 MCIOJHEHUIO TOKYMEHTA
npeacenaTenss TEPPUTOPUATIBHOW KOMHUCCHHM, €CIIM B HUX HE YKa3aH CpOK —
He 1o3/Hee yeM uepe3 30 KaJeHIapHbIX JHEH.

14. IIpoTtect mpokypopa — He no3aHee yeM yepe3 10 kaneHIapHbIX THEH.

15. IlpencraBnenue npoKypopa — B TEYEHUE MECSIA CO JHS MOCTYIUICHUS.

16. OOpaieHus, CBI3aHHbIE C peain3aluel U 3alUTON N30UpaTEIbHBIX MPaB
M IpaBa Ha Yywyactue B pedepenayme rpaxaaH Poccuiickoir ®Depaeparuu,
MOCTYNUBIINE B TEPPUTOPUAIBHYI0O KOMHUCCHUIO B XOAE COOTBETCTBYIOIIEH
n30upaTebHOM  KaMIaHWM, KaMIaHud  pedepeHayma, —B  COOTBETCTBUU
¢ MeepanbHLIM 3aKOHOM 00 OCHOBHBIX FapaHTHAX U30MPaTEIbHBIX IIPaB!.

17. Ilepecbiika oOpallleHUl TpaxkaaH, COAEPKAIIMX BOIMPOCHI, PEIICHUE
KOTOPBIX HE OTHOCUTCA K KOMIIETCHIIMM TEPPUTOPUATLHON KOMMCCHH,
OCYILIECTBIISIETCSI B TCUCHHE CEMU KAJICHIAPHBIX JTHEH.

OOparenue, CBI3aHHOE C COOTBETCTBYIOIIEH HM30MpaTENbHON KaMIlaHUEH,
KaMmmaHueln pedepeHayMa, TMOCTYNHBIIEE B TEPPUTOPUATHHYIO KOMHCCHIO
JI0 YCTAHOBJICHHUSI €0 UTOTOB TOJIOCOBAHMSI, OTPEICTICHUSI PE3yJIbTaTOB BHIOOPOB,

pedepenayma U coAepXallee BOMPOCHI, PEIIEHHE KOTOPhIX HE BXOJMT

! Ucnone3yeTest COKpalenue, NpUBEAEHHOE B yHKTe 1.2 HacTosmmel UHCTpyKIwy.
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B KOMIICTCHIINIO KOMHCCHH, B TEUYCHHE ISATH JHEH TMOCie JHS TOCTYIUICHUS
HaITPaBJISETCS B KOMUCCUIO, HHOM OpraH WM JOJDKHOCTHOMY JIMILY, B KOMIIETEHIIAIO
KOTOPBIX BXOJUT €ro pacCMOTpPEHHE, a TOCTYINUBIIEE B MHOW mepuoi Jmbo
HE CBA3aHHOE C COOTBETCTBYIOLIEH M30MpaTeNbHON KammaHuel, KammnaHuen
pedepenaymMa — B TeUEHUE CEMH JTHEH MOCIIe JTHS MOCTYTUICHUS.

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
n30upaTebHOM KaMMaHUHM, KamMIaHuu pedepeHayma, a TakKe MOCTYIMUBIINE
BHE lepHoJia M30UpATETbHON KaMITaHWM, KaMIlaHuW pedepeHayMa WA IOcie
YCTaHOBJICHUSI TEPPUTOPUAIBHON KOMHCCHEN UTOTOB TOJIOCOBAHUS, ONpPEICICHUS
pe3yJbTaToB BBIOOpPOB, pedepenayma, —B TedeHue 30 pgHel mocne JHA
WX TIOCTYIUICHHUS.

18. OOpamienuss  cpeACTB  MaccoBod  uH(OpManmuu MO  BOIpocam
penocTaBiieHuss WHGOpMAIMK — B TEUYEHHE CEMHU KaJeHJapHbIX naHei. Ecmu
TpeOyeMble CBEJIEHHS HE MOTYT OBITh MPEJOCTaBICHBI B YKa3aHHBIA CPOK,
TO JIOMyCKaeTCsd OTCPOYKa B TPEIOCTABICHUM 3alpaiimBacMoil HHpoOpMaluu
C BpYUYCHHEM MPEJACTABUTENIO PEAAKIIMU B TPEXHEBHBIA CPOK CO JHS MOJTYyUYCHHS
MMCBMEHHOIO 3arpoca WH(OpMaluu yBEJOMIIEHHS 00 OTCpOUYKE, B KOTOPOM
YKa3bIBalOTCA NPHUYMHBI OTCPOYKH, Jara, K KOTOpod OyaeTr mpenocTaBiieHa
3armpariuBaeMasi ”HpopMalus, J0IKHOCTHOE JIIIO, YCTAHOBUBIIIEE OTCPOUKY, /1aTa
MPUHSATHUS PEIICHUsI 00 OTCPOUKE.

19. 3anpoc rocynapcTBEHHOIO0 OpraHa, OpraHa MECTHOI'O CaMOYIIPaBIICHHS
WIM JOJDKHOCTHOIO JIMIA, paccMaTpUBAIOUIEro OOpallleHHe TpaxaaHuHa, —
JOKYMEHTbl W Marepuaibl, HEOOXOJIMMBbIE I PacCMOTpPEHHUs OOpalieHus,
MPEIOCTABISIOTCA B TE€YEHHE |5 NHENM WM WHOW CPOK, YKAa3aHHBIM B 3ampoce
(TT0 BOBMOYKHOCTH), 332 HWCKIIOUYCHHEM JTOKyMEHTOB M MAaTE€pPHAIOB, B KOTOPBIX
COJIEpKaTCsl CBEJICHUS], COCTABIISIOLINE TOCYIAPCTBEHHYIO WJIM UHYIO OXPaHSAEMYIO
dbeneparbHBIM 3aKOHOM TailHy, W JJIi KOTOPBIX YCTAHOBIIGH OCOOBIN MOPSIIOK

IPe0CTaBIICHUSI.
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[Tpunoxxenue No 12
K MHCTpyKLIMY 1O J€I0NpOU3BOACTBY
B TeppuropraibHON N30MpaTeIbHON
komuccun Ne 8

TeppuropranbHas YTBEPXIAIO
n3omparenbHas KoMuccus Ne 8
HOMEHKIJIATYPA JEJI IIpencenarens
TepputopuanbHOM
Ne n30uparenbHO komuccun Ne 8
(mata)
(moamuck) (pacundpoBKa IMOIITUCH)
Ha roz (nata)
n Komriecrso Cpok XxpaHeHus
HAeKe 3aronosok niena TOMOB POKXp [IpumMeyanus
nena . u Ne crareii 1o nepevHro
(uacreii)
1 2 3 4 5

Haspanwue paznena

(HaMMEHOBaHUE JTOJKHOCTU COCTABUTEINS (moamuce) (pacmm@poBKa MOANUCH)
HOMEHKJIaTyphbl)
(mara)
COT'JTACOBAHO COT'JIACOBAHO
IIpoTokos DkcepTHOM KOMUCCUU Cexperapb Cankr-IlerepOyprekoit
TeppuropuanbHOl 30UpaTeIbHON KOMUCCHU Ne 8 n30UpaTeTbHON KOMUCCUU
oT Ne

(mogmuce)  (pacmudpoBKa MOJIMUCH)
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[Iponomxenue npunoxeHust Ne 12

Hrorosas 3amuch o KaTCTOPHAX U KOJIUMUICCTBE ACJI, 3aBCACHHBIX

B roay B TepputopuanbHoil n3dbuparensHoit komuccuu Ne 8
B ToM uncne
ITo cpokam xpaHeHus Bcero ) TR C OTMETKOM
PEXOUI «OIIK»
1 2 3 4

Ha 6ymaxkxnoMm Hocutese

(mpu HaMUUUU TUOPUIHBIX Jei, ToM(a) Ha OyMaKHOM HOCHTENIEC YUYUTHIBAIOTCS B pasJieie
tabmuubl «Ha OymaxkHOM HocuTene», ToM(a) Ha 3JEKTPOHHOM HOCHTEJIE YYHMTHIBAIOTCS B
pazziesne Tabauibl « JIEKTPOHHBIX)):

ITocTosiHHOTO

Honrospemennoro (cBaiiie 10 jer)

Bpemennoro (10 10 sieT BKIIOYUTENBHO)

DNEeKTPOHHBIX

(mpu HANMWYUK TUOPUIHBIX JIeN, ToM(2) Ha OyMa)KHOM HOCHUTEIE YUYUTHIBAIOTCS

B paznene Tabmuibl «Ha OymakHOM HOcUTENEeY, TOM(a) Ha SJIEKTPOHHOM HOCHUTEIE
YUUTBHIBAIOTCS B pa3jiesie Ta0uIbl « DIEKTPOHHBIXY):

ITocTossHHOTO

Honrospemennoro (casiiie 10 jeT)

Bpemennoro (10 10 et BKIIOYUTENBHO)

HUTOI'O:

(HaMMEeHOBaHUE JOJKHOCTH COCTABUTEIIS (monmucek) (pacuudpoBka moanucy)
HOMEHKJIATypBhl)

(mara)




TepputopuanbHas
n3buparenpHas komuccus Ne 8
®OHJ Ne
OIUChH Ne

A€, TIOKYMEHTOB IIOCTOSSHHOI'O XpaHCHUA
3a roa
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ITpunoxxenue Ne 13
K MHCTpyKLIMY 1O J€I0NpOU3BOACTBY
B TeppuropraibHON N30MpaTeIbHON
komuccun Ne 8

YTBEPXIAIO
[Ipencenarens

TeppuropuanbHON
n3bupareapHor Komuccuu Ne 8

(moamuck) (pacrudpoBKa MOAMCH)

(mara)
No Hunexc 3aroJyiIoBoK o
Kpaiiaue natbt KonuyecTtBo nmucroB | Ilpumedanus
/1 zena nena
1 2 3 4 5 6
HaszBanue pasnena
B nanub1i pa3nen onucyu BHECEHO el

(mdpamMu ¥ TIPOIHCHIO)

¢ No o Ne , B TOM YHCJIE:
JTUTEpPHBIC HOMEpA: )
MPOMYIIEHHbIE HOMEpa:

HaI/IMeHOBaHI/IC JOJPKHOCTU COCTAaBHUTECIIA IIOAITNUCH pacmmprBKa IIOAITNCHU
OITMCH

HanmeHoBanne J0IKHOCTH MO IITNCH pacmidpoBKa MOIMUCH

OTBCTCTBCHHOI'O 3a apXWB

(nata)

COTI'JTACOBAHO
IIpoTokOoa DKCEPTHON KOMUCCHH
TepputopuansHoil H30UpaTENHHOMI

komuccun Ne 8

oT Ne

YTBEPX/IEHA
[IpoTokoa LleHTpanbHON SKCIIEPTHO -
MIPOBEPOYHON KOMUCCUU
ApPXHMBHOTIO KOMUTETA
Cankr-IlerepOypra

oT Ne
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ITpunoxenune Ne 14
K MHCTpyKLIMY 1O J€I0NpOU3BOACTBY
B TeppuropraibHON N30MpaTeIbHON
komuccun Ne 8

TepputopuanbHas YTBEPXIAIO
n3buparenpHas komuccus Ne 8

D®OH/ Ne [Ipencenarens

OnucCh Ne_ TeppuropuaibHON H3OUpPATETBHON
Jell, JIOKYMEHTOB BPEMEHHBIX xomuccuu Ne 8

(cBbilie 10 neT) cpoka XpaHeHUs

(monmuck) (pacurudpoBKa MOIITUCH)

3a roj
(mara)
Ne WNnupexe 3aroyioBoK Kpaitnue Cpok Koanuectso
[Ipumeyanus
n/m nerna nena JaThl XpaHeHUs JUCTOB
1 2 3 4 5 6 7
Hazpanue pazgena
B nanHBII pa3aen onucu BHECEHO Jen
(tudpaMu ¥ TPOITHUCHIO)
c Ne mo Ne , B TOM
qHCle:
JIUTEPHbIE HOMEpaA:! )
MPOMYIIEHHbIE HOMEpa:
(HauMeHOBaHUE JOJKHOCTH COCTABUTEIIS (monmucek) (pacuudpoBka moanucy)
OTIHCH)
(HamMeHOBaHUE JOJIKHOCTH (monmucek) (pacuudpoBka moanucy)
OTBETCTBEHHOTO 32 apXHB)
(mara)
COTI'JTACOBAHO YTBEPXIEHA
[TpoTokoa DKCnepTHOU KOMUCCHH [TpoTokoun L{eHTpasibHOM SKCTIEPTHO -
TepputopuaibHON H30UpaTENBLHOM MIPOBEPOYHON KOMUCCUU
komuccun Ne 8 ApxuBHoro komuteta Cankr-IlerepOypra

oT Ne oT Ne
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ITpunoxenune Ne 15
K MHCTpyKLIMK 1O €I0NpPOU3BOACTBY
B TeppuropraibHON N30MpaTeIbHON
komuccuu Ne 8

TeppuropuaibHas YTBEPXJAIO
n3bupareapHas komuccus Ne 8

OOHJ Ne [Ipencenarens

OIIUCb Ne TeppuropraibHON N30UpaATETHHOM

komuccuu Ne 8
JelT, JOKYMEHTOB I10 INYHOMY COCTaBY

|m____rod (moamnuce) (pactudpoBKa MOIHCH)
(mara)
Ne Nunexc Kpaiinue Cpok Koin-Bo
3aroyoBOK zena [Ipumeuanus
n/n nena JIaThl XpaHEeHUs JUCTOB
1 2 3 4 5 6 7

HaszBanue paznena

| | | | | |

B nanHBII pa3nen onucu BHECEHO Jen
(tmudpaMu ¥ TPOITHUCHIO)

c Ne mo Ne , B TOM

qHCle:

JHUTEpHbIE HOMEpa! )

MPpOMYIICHHBIC HOMEpA:

(HamMeHOBaHUE JOJIKHOCTH (monmucek) (pacuudpoBka moanucu)
OTBETCTBEHHOTO 32 apXHB)

(HaMEHOBaHUE TOJKHOCTU COCTABUTENS (moamuce) (pactmmdpoBKa MOAMHUCH)
OTIHCH)
(mara)
COTI'JTACOBAHO COI'NTACOBAHO
IIpoToKOa DKCEPTHON KOMUCCHH IIpoTOKOI PKCIIEPTHO-NPOBEPOUHOMN
TeppuTtopuansHoi U30MpaTeIHLHON METOANYECKON KOMUCCUU
komuccun Ne 8 [HeHTpaIbHOTO TOCYIAPCTBEHHOI'O ApXMBa

Cankr-IlerepOypra

oT Ne oT Ne
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ITpunoxxenue Ne 16
K MHCTpyKLIMK 1O €I0NpPOU3BOACTBY
B TeppuropraibHON N30MpaTeIbHON
komuccuu Ne 8

TepputopuanbHas YTBEPXIAIO
nu30uparenbHas komuccus Ne 8 IIpencenarens
AKT TeppuropuanbHON U30MpaTETHLHOMN
Ne komuccun Ne 8

(MecTo cocTaBeHUs)
O BbIIeJIeHUH K YHHYTOKEHHIO

(apXHBHBIX) JOKYMEHTOB,
He MOJJIeKAIMUX XPAHEHHIO

Ha

OCHOBaHHMH

[lepeuns

(moamucek) (pacmudpoBka moanucy)
(mara)
TUIIOBBIX  YIPAaBJICHYCCKMX AapXUBHBIX  JIOKYMEHTOB,

o0Opa3yromuxcsi B IPOLECCE JEATEIbHOCTH TOCYJIAapCTBEHHBIX OpPraHoB, OPraHOB MECTHOI'O
CaMOYIpaBIIEHUSI W OpraHu3alMii, C YKa3aHUEM CpPOKOB XpaHEHHs] M HOMEHKIATyphl Jell
TepputopuanbHoii n3duparenbHoi Komuccuu Ne 8 0ToOpaHbl K YHUUTOXKEHHIO KaK HE MMEIOIINe
Hay4YHO-UCTOPUYECKON IEHHOCTU U YTPATUBIIKE TPAKTUYECKOE 3HAUCHUE JOKYMEHTHI:

No No oniucu
(npu
BBIJICTICHUH K
3aroioBok I No en. xp.
YHUUTOKEHHUIO Cpoku
nena 10 OTTUCH
JIOKYMEHTOB Kon-Bo XpaHeHus
No WIH Tosl (nHIEKC [Tpume-
. A MIPU TIOJITOTOBKE el. Xp. 1 HOMEpA
/Tl | TPYIIIOBOM 1o o JaHWS
JIeN K Tiepenaye (mem) craren
3aroJI0BOK HOMEHKJIa-
B apXUB IO MTePEYHIO
JIOKYMEHTOB Type Aen)
OpraHu3aIni,
rpada He
3aMoIHSIEeTCs])
1 2 3 4 5 6 7 8
Hroro eld. xp. (1men, SJIEKTPOHHBIX JeI) 3a TOJIbI

(undpamu 1 MPONUCHIO)

Onucu ACT TMOCTOAHHOI'O XpaHCHHA 3a

roipl yTBEpKJIeHbl ¢ LleHTpanbHOU

HKCHEPTHO-MPOBEpOYHON Komuccued ApxuBHoro komutera Cankt-IlerepOypra (mpoTokoi

OT « »

20

(HamMeHOBaHWE JOJKHOCTH JIUIIA,

OTBCTCTBCHHOI'O 3a apXUB

(mara)

OoT

COT'JTACOBAHO
IIpoTokOoa DKCEPTHON KOMUCCHH
TeppuTtopuaibHON H30HpaATEILHON

komuccuu Ne §

No

r. Ne ).

(moanuce) (pacmudpoBKa MOAMUCH)

YTBEPXIEH
[leHTpanbHOM 3KCIEPTHO-ITPOBEPOYHOMN
KOMHUCCUU ApXUBHOTO KOMUTETA
Cankr-IlerepOypra

oT No
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[Tponomxkenue npunoxenust Ne 16

JIOKyMEHTBI B KOJIMUECTBE ead. Xp. (e, 3IeKTPOHHBIX JIeN):
- Ha OyMa)XKHOM HOCHUTEJIE BECOM KT CITaHbI B

(HaMMEHOBaHUE OPraHU3aLNN)

- Ha 3JICKTPOHHOM HOCHUTCJIC CAaAHbI HA YHUYTOKCHHUC

(crIoco0 YHUUTOKEHUS)

(HamMeHOBaHUE JOJKHOCTH JIUIIA, (moamuck) (pacmudpoBka moanucy)
CABILEr0 JOKYMEHTHI)

(mara)

HN3meHeHus B YUYCTHBIC TOKYMCHTBI BHCCCHDI

(HauMeHOBaHUE JIOJHDKHOCTH JIMIIA, BHECILIETO (moamucek) (pactmmdpoBKa MOAMKUCH)
M3MEHEHUS B yUETHBIEC JJOKYMEHTHI)

(mara)
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[Tpunoxxenune No 17
Kk MHCTpyKIIMU 1O 1€TONPOU3BOJICTBY
B TepputopuaiibHOI U30UpaTeNbHOIM
komuccuu Ne 8

BHYTPEHHSA OITMCH JOKYMEHTOB JIEJIA

BHyTpeHHsI1 ONUCH JOKYMEHTOB J1es1a Ne

Peructpanmonubii Howmepa
No part Jlara 3arojioBoK p
HOMEpP JIUCTOB [Ipumeuanus
n/m AOKYMCHTa JAOKYMCHTa
AOKYMCHTa aeia
1 2 3 4 5 6
Hroro: JIOKYMEHTOB
(mudpamMu ¥ IPOTUCHIO)
KonnyecTBo IUCTOB BHYTPEHHEN ONUCH JUI.
(urdpamMu 1 MPOMUCHIO)
(HaUMEHOBaHHUE JIOKHOCTH (moamuchk) (pacmmgpoBKa IMOITHCH )

JINIIa, COCTaBUBIIIETO
BHYTPEHHIOIO OIKCH
JIOKYMEHTOB JieJia)

(nata)
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[Tpunoxxenue Ne 18
Kk MHCTpyKIIMU 1O 1€TONPOU3BOJICTBY

B TepputopuaiibHOI U30UpaTeNbHOIM

komuccuu Ne &

JIMCT-3ABEPUTEJIb AEJIA

Jluct - 3aBeputenb aena No

B nenme noammTo U npoHyMEpPOBAHO

ucT(OB),

(tmudpaMu ¥ IPOITHUCHIO)

c Ne 1o Ne

, B TOM 4HCJIE:

JIUTCPHBIC HOMCpa JINCTOB

MIPOIYIIIEHHBIE HOMEpa JIUCTOB

+ JIMCTOB BHYTPEHHEN ONMUCH

Ocob6eHHocTr (hHU3MIECKOr0 COCTOSHUS Howmepa
1 GOpMUPOBAHUS JeIia JICTOB
1 2

(HauMeHOBaHUE (moamnucs)
JOJIKHOCTH)

(mata)

(pacumpoBKa MOAMKCH)
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[Tpunoxxenune Ne 19
Kk MHCTpyKIIMU 1O 1€TONPOU3BOJICTBY
B TepputopuaiibHOI U30UpaTeNbHOIM
komuccuu Ne 8

Cankr-IlerepOyprckoe rocyiapcrBeHHOe Ka3eHHOE yUpe:KIeHue
«enTpanabHblii rocynapcreeHnblii apxus Cankr-IlerepOypra»

TEPPUTOPUAJIBHASA U3BUPATEJ/IbBHASA
KOMMUCCHUS Ne 8

JAEJIO Ne Tom Ne

(3aroJIoOBOK jena)

(kpaitHuE 1aThl)

Ha JIUCTaX

XpaHHUTh
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[Tpunoxxenune Ne 20
K MIHCTpYyKIIUH 11O AENONPOU3BOACTBY
B TepputopraibHOM W30HpaTeIbHON
komuccuu Ne 8

YTBEPXAIO YTBEPXAIO

IIpencenarens Hupekrop
TeppuropraibHON H30UpaTETBLHON Cankr-IleTepOyprckoro rocy1apcTBEHHOTO

komuccun Ne 8 Ka3eHHOTr0 yupexieHus L{enrpanbHoro

rocyaapctBeHHoro apxupa Cankt-IlerepOypra

[Toanuce Pacmudposka noanucu [Moanuce Pacmmdposka
MOAUCH
—_— [leyats
Tlata [Teuats Tlata
AKT
Ne

InpueMa-1epeaaiu apXuBHBIX
AOKYMCHTOB Ha XpaHCHUEC

(ocHOBaHME NEepeIayun)

(Ha3BaHMe TIepeIaBaeMoro GpoH/Ia)

chai,
(HaMMEHOBaHUE OpPraHU3alluHY, IepeatoIed TOKYMEHTHI)
IIPUHSLL
(HaMMEHOBaHUE OPraHU3alUY, IPUHUMAIOLIEH TOKYMEHTHI)
[TpyHMMaeT Ha roCyJapCTBEHHOE XPAHEHUE JOKYMEHTHI 32 Y CIIPaBOYHBIN amnmapar
K HUM: (romer)
Ne n/nt HasBanue, Homep KonnuecTBo 3K3eMILISIpOB Komnuectso | IIpumeuanus
OIHUCH OIMCH JIeJl, JOKYMEHTOB en. Xp.
1 2 3 4 5
Hroro npunsaro en.xp.
(OM(ppamMu U IIPOINCEIO)
Ilepenauy npoussenu IIpuem npoussenu
JoJKHOCTB [Tognucs  PacmmdpoBka  JlomkHOCTB IToanuce PacmmgpoBka
MTOATIMCH MTOATIUCH
Hara Hara
®oHay npucBoeH Ne
N3meHeHns B ydeTHbIE JOKYMEHTBI BHECEHBI
HanmenoBanue nomkHOCTH IToanuce Pacmm¢poBka noanucu

OTBCTCTBCHHOI'O 3a apXUB

Hara



