[IpunoxxeHue K pereHuto
TepputopuanbHO H30UPATENHHOM
xomuccun Nel6

ot 11 aBrycra 2026 roma Ne 7-2

NHCTPYKIUSA
O JEJOIPOU3BOJICTBY B TEPPUTOPHUAJIBHOM
W3BUPATEJBHON KOMUCCHUH Ne 16

1. O01mue moJ10KeHuA

1.1. Uuctpykuus o JEJIONPOU3BOACTBY B TepputopuanbHoOl
nu3zbuparenpbHor komuccuu Ne 16 (manee — MHCTpyKIMs) yCTaHABIUBAET MOPSIIOK
paboThl C JOKyMEHTaMH, OCHOBHBIE TMpPaBWJIa WX MOJATOTOBKH U OGOpPMIICHUS
B TeppuropuanbHoit nzduparenbHoit komuccuu Ne 16 (nanee — TeppuTopraibHas
KOMUCCHSA).

TepputopuanbHas KOMHUCCHS BIIPABE YTBEPKIaTh TUIIOBBIE
W/WIA TPUMEpPHbIE HHCTPYKIIMU 10 JEJIONPOU3BOJCTBY JUISl  YYaCTKOBBIX
n30MpaTeIbHBIX KOMUCCHUH.

1.2. Uuctpykius paszpaboTaHa Ha OCHOBaHMHM (eAepalbHbIX 3aKOHOB
ot 12 utons 2002 roga Ne 67-®3 «O06 OCHOBHBIX rapaHTHUSIX U30MPATEIbHBIX MPAB
U TpaBa Ha y4dactue B pedepenayme rpaxman Poccuiickoit deneparumn»
(nanee — @enepalibHbI 3aKOH 00 OCHOBHBIX TapaHTHsIX HM30MpaTeIbHBIX MpaB),
or 22 oktsa6ps 2004 roga Ne 125-®d3 «O06 apxuBHOM Jene B Poccuiickoi
denepanuny, 3akoHoB CankT-IleTepOypra, MOCTaHOBICHHUN 1 HHBIX HOPMATHUBHBIX
aktoB lleHTpanbHOM M3buparenbHOM komuccuu Poccuiickoit denepanuu (nanee —
UK Poccun), Cankrt-IlerepOyprckoit m30upaTebHOW KOMHCCHH, pPErIaMeHTa
TEPPUTOPUAIBHOM  KOMHUCCHUHM, C HCIOJIb30BaHMEM TIpuKa3oB PocapxuBa
or 22 mas 2019 roma Ne 71 «O6 ytBepxaeHuu IIpaBun Aenonpou3BOACTBa
B TOCYJAapCTBEHHBIX  OpraHax, oOpraHax MECTHOIO  CaMOYyHIpaBJICHUID,
or 25 ngexabps 2020 roma Nel199 «OO6 yrBepxkaeHuu MeToaUYECKUX

peKoMeHJauuMii 1o pa3paboTKe  HMHCTPYKUUMH MO  JEJIONPOU3BOJCTBY
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B rocyaapCTBCHHBIX opraHax, opraHax MCCTHOTI'O CaMOYIIPaBJICHUS,

ot 31 urons 2023 roga Ne 77 «O6 yrBepxkaenuu [IpaBun opranuzanuu XxpaHeHus,
KOMILJIEKTOBAHUSI, y4€Ta U HCIOJb30BaHUA JTOKYMEHTOB ApxXuBHOro (oHaa
Poccuiickoit denepaliii U Jpyrux apXuUBHBIX JOKYMEHTOB B TOCYAapCTBEHHBIX
opraHax, OpraHax  MECTHOTO  CaMOYIPaBJIEHUS ©  OpPTaHU3AIHIXY,
I'OCT P 7.0.97-2025 «HamuonaneHbiii cranmapt Poccuiickoit ®deneparumu.
Cucrema crtaHmapToB 10 uH(pOpMAIUK, OWOJIMOTEYHOMY H H3IATEIHCKOMY
neny.  OpraHMzalmOHHO-paclopsiMTeNbHas  JOKyMmeHTamusi.  TpeOoBaHus
K odopmienuro aokymeHtoB», ['OCT P 7.0.8-2025 «HaumoHanbHBIM cTaHAApT
Poccuiickoii ®enepanuu. Cuctema craHgapToB 10 UH(GOpMAIMU, OMOINOTEYHOMY
U u3gaTesNbckoMy jeny. Jlenompou3BOACTBO W apXuBHOE Jeio0. TepMUHBI
U OTIPEIICTICHISI .

Pabota ¢ nokymeHTamu, coAepKallUMU HH(QOPMALMIO OTPAHUUYEHHOTO
pacmpoCTpaHEHHUsl, OCYIIECTBIISIETCSI B COOTBETCTBUM C IIOCTaHOBJICHHEM
[TpaButensctBa Poccmiickoii ®epeparuun ot 03 HosOps 1994 roma Ne 1233
«O06 ytBepxkaeHuu IlomokeHuss o0 TOpsAKE OOpaIlCHHS CO  CIIYKEOHOM
uH(popMaIMelt OTpaHUYEHHOTO PACTIPOCTPAHEHHS B (eaepalbHbIX OpraHax
WCITOJTHUTEIILHOMN BJIACTH, YIIOJITHOMOYCHHOM OPTaHe YIPABJICHHSI HCTIOIb30BaHHEM
ATOMHOW DHEPTUHU U YIOJHOMOYEHHOM OpraHe M0 KOCMHYECKOW JESTEIbHOCTH,
32 HCKJIIOYCHHEM JIOKYMEHTOB, COJACpXKAaIlluX CBEACHHS 00 u30MpaTesx,
ydacTHHKax pedepenayma, oOpamarwomuxcss B paMkax (DyHKIIMOHUPOBAHUS
['ocymapcTBeHHOW cHCTeMBbl peructparuu (ydera) wuzOmparesneil, y4acTHHKOB
pedepenayma B Poccuiickoit deaeparumu.

1.3. [Monoxxenus MHCTPYKIIMU pacipoCTPaHSIOTCS HAa OPraHU3aIUI0 PaOOTHI
C JTOKYMEHTaMH HE3aBHCHMO OT BHJIa HOCHTEIISA, B TOM YHCIIC C DJICKTPOHHBIMHU
JOKyMEHTaMH, BKIJIIOYasl TOJTOTOBKY, PETHCTPAIIO, MPOXOXKIACHUE, XpaHEHUE
Y UCTIOJIb30BaHUE JIOKYMEHTOB.

[Tonoxenuss HCTpyKIMKM HE pacrpoOCTPaHSIOTCS HAa OPTaHHM3aIldi0 PaOOTHI
C MOKyMEHTaMH, COJEPKAIMMU CBEJEHHUS, COCTaBIIIONINE TOCYAapCTBEHHYIO

TaHYy.
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TpeGoBanus MHWHcTpykuuu Kk paboTe ¢ (QUHAHCOBOW, B TOM YHCIIE

OyXranTepcKkoil JOKYMEHTAllMEeW paclpOCTPaHAIOTCS Ha JaHHbIE JIOKYMEHTBI
B YacTU OOUIMX MPHUHIMIIOB pabOThl C HUMH, a TAaKKE OpraHU3alUHd TEKYIIETOo
XpaHEHUs JOKYMEHTOB M IOJTOTOBKM HX K IEpeJaye Ha apXMBHOE XpPaHECHHE,
C y4eToM OCOOCHHOCTEH  OIOKETHOTO  3aKOHOJATENbCTBA,  HACTOSIICH
Wuctpykiuu, unbix HopMmatuBHBIX akToB LIUK Poccum, Cankrt-IleTtepOyprekoit
n30upaTeabHON KOMUCCHH, TEPPUTOPUATHHON KOMHUCCHH.

PaboTa ¢ gJOKyMeHTaMHu MO OpraHU3alliy 3aKylOK TOBAapOB, padOT U yCIyT
ocyiecTBisieTcs ¢ ydetom @DeaepanbHoro 3akoHa ot 5 ampens 2013 roga
Ne 44-®3 «O KoHTpakTHOU cucCTEME B cepe 3aKymnoK TOBAapOB, padOT, yCIyr
Ui 0OecrieueHus] TOCYJapCTBEHHBIX W MYHMIMIAIBHBIX HyX1». OcobGeHHocTH
OpraHu3alid JOKYMEHTOOOOpOTa, OTHOCSILErocsl K OpraHu3aludd 3aKyloK
TOBapoOB, padOT U yCIIyT, MPaBHJIa MOATOTOBKH U OPOPMIIEHUSI TAKMX IOKYMEHTOB,
a TaKkkKe TOpANOK pabOThl C HUMH MOTYT JIOMOJHHUTEIBHO YCTaHABIUBATHCS
COOTBETCTBYIOIIUMHU HOPMAaTUBHBIMU aKTaMHU UK Poccun,
Cankr-IletepOyprckoit n30upaTeibHOW KOMUCCUU, TEPPUTOPUATIEHON KOMHUCCHH,
IIpUKa3aMu NpecenaTeIsi TEpPUTOPUATBHON KOMUCCHH.

1.4. IlpaBuna moAroToBKH M 0(OPMIIEHHSI JOKYMEHTOB U MOPSAOK pabOThI
C HUMH, npenycMoTpeHHble MHcTpykiueil, o0s3artenbHbl ISl YJICHOB
TEPPUTOPUAIIBHOM KOMHUCCUM M TOCYAAPCTBEHHBIX TPaXXIaHCKUX CIyXKaIIuX
anmapara TeppUTOPHAIILHON KOMUCCHUU (Jlajiee — TpakJIaHCKue CIyKalllye) U JII,
3aMEIIAOIMIMNX JOJDKHOCTH, HE SBISIOIIMECS JOHKHOCTAMH TIOCYIapCTBEHHON
IPaKIAHCKOM CIIy>)KObI, a TaKXKe JIMI], MPUBJIEKAEMbIX O T'Pa)XJIaHCKO-TPABOBBIM
JIOTOBOPAM.

1.5. Benenue JIEIOTPOU3BOICTBA TEPPUTOPUATHHOM KOMUCCHU
OCYUIECTBIISIET TMPEACENATENb TEPPUTOPUAIIBHOM KOMHUCCHM WJIA TPAXKIAHCKUAMN
CIy)KalllMii anmnapara TEppPUTOPHAIBHOM KOMHCCHHM, Ha KOTOPOIO BO3JIOXKEHA
GyHKUMS BeIEHUs JIEJIONPOM3BOJACTBA B COOTBETCTBHUM C  JOKHOCTHBIM
peraamMeHToM  (Janee — paOOTHUK — ammapara, OTBETCTBEHHBIM 3a  BEJACHHE

JIEJIONPOU3BOICTBA).
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1.6. PaGoTHuku  anmapara,  MOCTYNMBIIME  HAa  TOCYJApPCTBEHHYIO

rpaxaaHckyto  ciayx0y Cankr-IlerepOypra B ammapaT TeppUTOPHATBHOU
KOMHUCCUH, TUOO HA JIOJDKHOCTH, HE SIBIISIOIIMECS HOHKHOCTIAMHU IOCY1apCTBEHHON
IPKIAHCKON CIIy’)KObI, a TakKe TpaKJaHe, IMPHUBIEKAEMbIE IO TPAKIAHCKO-
IIPaBOBBIM JOTOBOpPaM, JIOJKHBI OBITh O3HAKOMJIEHBI MOJ MOIIMUCH C TEKCTOM
Wuctpykiun ~ paOOTHUKOM — ammaparta,  OTBETCTBEHHBIM 32  BEJICHHUE
JEJONPOU3BOCTBA.

1.7.B cnydyae yxoma B OTHYCK, BbI€3la B KOMAaHJIHUPOBKY, OOJIE3HH,
YBOJIBHEHUSI ~ MCIOJHUTENIS  JIOKYMEHTOB  HEUCIIOJIHEHHBIE  JOKYMEHTBI
10 IOPYYEHUIO MpEACEaaTeNsl TEPPUTOPHUATIBHON KOMUCCUH NIEPENAIOTCA IPYTOMY
VICIIOJIHUTEIIIO.

1.8. Jlenonmpou3BOACTBO B TEPPUTOPHUATBHON KOMHUCCHH OCYIIECTBIISETCS
CpPEICTBAMH  MOJCHCTEMBI JIOKYMEHTOOOOpOTa M  yINpaBiieHUs U(POBBIM
KOHTEHTOM ['OCyZapCTBEHHOW aBTOMATU3UPOBAHHOW cUCTEMBbI Poccuiickoi
Oenepauun  «BwiOope» (manee —I1J[), a Takke C HCHNOJIB30BAHUEM JPYTUX
pPETrUCTPALIMOHHO-YUETHBIX (QOopM  (KApTOUYHOM WM KYPHAJIBHOM CHUCTEMBI
perucTpanuu JOKyMEHTOB).

Pabota B IIJ] MOXeT OCyHIECTBIATHCA KaK B 3aKPBITOM KOHTYpE, IOCTYI
K KOTOpPOMY 4WIE€HaM TEPPUTOPUAIbHON KOMHUCCHMM M pabOTHUKaM amnmapara
TEPPUTOPUAIIBHON KOMMCCUHM TPEIOCTABIAETCS B COOTBETCTBHM C IPHUKA30M
npejacenarens TEPPUTOPUAIBHON KOMHCCHH, TaK U B OTKPBITOM KOHTYpPE, AOCTYI
K KOTOPOMY IIPEOCTaBISAETCS B COOTBETCTBUM C pacnopstkeHueM lIpencenarens
UK Poccun, nHopmaruBHbiMH akTamu Caskt-lleTepOyprckoit m3OupaTenbHOU
komuccuu 1o coriacopanuto ¢ I{AK Poccun.

B 3akpbITOM KOHTYpe npeaycMoTpeHa oOpabdoTKa MEPCOHANbHBIX JIaHHBIX
Y MHOM KOH(UAEHIIMaTbHON HHpOpMAITUH.

JoxymenTsl, conepxamuecs B [1J[, MoryT ObITh OAMHMCAHBI DJIEKTPOHHOM
MOANMUCHIO JOJKHOCTHOTO JIUIA.

Pabota ¢ [OKyMEHTaMH TEPPUTOPUATIBHON KOMHCCHH OCHOBBIBAETCS

Ha MPUHIUIE OJHOKPATHOW PETUCTPALUU TOKYMEHTA.
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1.9. Unctpykuus W H3MEHEHHUS B HEE YTBEPXKIAIOTCS pElIeHUEM

TEPPUTOPUAIBHOM KOMHUCCUU Tmociie coriacoBanus ¢ Cankt-IlerepOyprekoit
N30MpaTEIIbHOM KOMUCCHUEH.

1.10. B UHCTpYyKIIMU UCTIONB3YIOTCS CIAEAYIONIUE TEPMUHBI U ONPEICTICHUS:

OJJaHK JOKYMEHTa;, OJJICKTPOHHBIN 11a0M0H OJlaHKa JOKYMEHTa — JIUCT
OyMaru WU DBJICKTPOHHBIA MMIA0JOH C PEKBU3UTAMH, HUACHTU(DUIUPYIOIIUMHU
aBTOpa OPUIIUAIIBHOTO TOKYMEHTA, PACIIOJIOKEHHBIMU B ONPE/IETICHHOM MOPSIKE;

BHYTPEHHHUUN TOKYMEHT — JJOKYMEHT, MOATOTOBJICHHBIA B TEPPUTOPUATBHON
KOMHCCHUH, HE BBIXOJISIIINI 3a €€ MPEeeIbl;

BXOJSIIUNA  JJOKYMEHT — JJOKYMEHT, TOCTYNUBIIUA B TEPPUTOPHATLHYIO
KOMUCCHIO;

(2JIEKTpOHHOE)  J1e7I0 — PU3NYEeCKU  000COOJIeHHasT WU JIOTMYECKHU
omnpeiesieHHas: eAMHUIAa KiIacCU(UKAUK U CUCTEMATH3alluk B JTOKYMEHTaJIbHOM
dboHae TepPUTOPUATHLHOM KOMHUCCHH, BKIIOYAIONIAsA JOKYMEHT WJIM COBOKYITHOCTb
JIOKYMEHTOB, OTHOCSIIIUXCS K OJHOMY BOIPOCY WM YYacTKy JEATEIbHOCTH,
MMEIOUIUX OJIMHAKOBBIN CPOK XPAHECHUS;

JIEIONIPOU3BOICTBO — COBOKYITHOCTh TPOIECCOB PabOThI C JOKyMEHTaMH,
BKJIIOYas JIOKYMEHTHUPOBaHUE, JOKYMEHTOOOOpPOT, ONEpaTUBHOE XpaHEHUE
Y UCIIOJIb30BaHUE JOKYMEHTOB B ICSITEIbHOCTH TEPPUTOPUATIBHON KOMUCCHUU;

JIOKYMEHT — 3a)MKCUPOBaHHAsi Ha HOcuTene WMHMOpMalUs C PEKBU3UTaAMU
W/WIU METaIaHHBIMU, TTO3BOJISIONIMMU €€ UACHTU(DHUIIUPOBATH;

JOKYMEHTAJIbHBIA  (DOHJ — COBOKYITHOCTh JJOKYMEHTOB, OOPa3yHOIINXCS
B JICATEJIbHOCTH U30HpaTeIbHON KOMUCCHH;

JOKYMEHTHPOBAHUE — CTAJANSI KU3HEHHOIO IUKJIAa JTOKYMEHTAa, Ha KOTOpPOM
OCYIIECTBIISIETCA 3amuch HMHPOPMAIMKM C PEKBU3UTAMU W/WIW  METaJaHHBIMU
Ha HOCHUTEJIE TI0 YCTAaHOBJICHHBIM IMIpaBUJiaM B YCTaHOBJICHHOU dopme;

JIOKyMEHTOOOOPOT — ABMKEHUE IOKYMEHTOB B TEPPUTOPUATLHON KOMHUCCHH
C MOMEHTa WX CO3JIaHUsl WA TIOJYYEHHUS] O 3aBEPIUICHUS] HCIIOTHEHUS

HJIN OTIIPABKH,
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,Z[Y6JII/IK8,T ,Z[OKYMCHT&—HOBTOPHBII\/'I OK3CMIIIAP MOMJJIMHHUKA OOKYMCHTA,

CO3/1aBa€MbIH C LIEJIbIO 3aMEHBI MTOATUHHUKA;

KU3HEHHBIA LMK JOKYMEHTA — COBOKYMHOCTh CTaJMi CYIIECTBOBAHUS
JIOKyMEHTa (JOKYMEHTHPOBAaHHOW HHQOpMAIMK), HaUUHAs ¢ ero (ee) co3maaHus
70 YHUYITOKEHUS;

3aBEpeHHas KOIHUA — KONUsl JOKyMEHTa, Ha KOTOpPOH B COOTBETCTBHUH
C YCTaHOBJICHHBIM TMOPSAJIKOM TPOCTABICHBl PEKBU3UTHL, OOECIEUNBAIOIINE
ee HOPUIUYECKYIO CHUITY;

UCXOJSIIIUN JIOKYMEHT — JIOKYMEHT, OTIIPaBJIsiEeMbIil U3 TEPPUTOPUATHHOU
KOMHCCHUU;

KOHTPOJIb UCIIOJIHCHUS JIOKyMEHTOB — COBOKYITHOCTh JENCTBUH,
00eCTIeunBaIOIINX CBOEBPEMEHHOE UCTIOTHEHHUE JOKYMEHTOB;

KOITHS JTOKyMEHTa — JOKyMEHT, MOJTHOCTBIO BOCTIPOM3BOISAIIUI
uH(OpMAIUIO MOAJIMHHUKA U BCE €r0 BHEUTHUE IPU3HAKK WIIN UX YaCTh;

HOMEHKJIATypa JieJd — JOKYMEHT, COJepKalliii CHUCTeMaTU3HUPOBAHHBIN
MEePEUYCHb 3aroJIOBKOB JIEJI, CO3/JaBAaE€MbIX B TEPPUTOPHAIBHONW KOMHUCCHH,
C YKa3aHHUEM CPOKOB UX XpaHEeHUs, OPOPMIICHHBIN B YCTAHOBICHHOM TOPSIJIKE;

HOPMATHBHBIC JIOKYMEHTBHI — COBOKYITHOCTh WHCTPYKTHBHBIX MaTEpHaJIOB,
pPACCUMTAHHBIX HA TOCTOSHHOE WJIM MHOTOKpPAaTHOE JCHCTBHE U COJEpKAIINX
KaKue-1m00 HOPMBI, TPaBUJiIa, TIPS IACAHNS,

HOCHUTEINIb (JOKYMEHTHPOBAHHOW) HWH(GOpPMAINMHN — MaTePUATbHBIA OOBEKT,
WCITIOJIB3YyEeMbIN JIsl PUKCAIIMK U XPAHCHHS TOKYMEHTUPOBAHHOW MH(POPMAIINU;

oOpamenue B (opMe  DJIEKTPOHHOTO  JIOKYMEHTa — oOpalieHue,
MOCTymnuBIIee B (OpPME IJIEKTPOHHOTO JOKYMEHTA C MCIOJIb30BAaHUEM CTPAHUIIBI
opurmanbHoro  caiita  Cankrt-IlerepOyprckoil  M30MpareabHOM  KOMHCCHH
B WH(OPMAIMOHHO-TEIIEKOMMYHHUKAIIMOHHON ceTn «MHTepHeT» (manee - ceTh
WuTepHeT), npeHa3sHaueHHON JIJIsl HampaBlieHUs OOpaIleHU B TePPUTOPUATIEHBIC
KOMHUCCHUU;

OTMETKa 00 3JEKTPOHHOW MOJIMUCH — PEKBU3ZHUT 3JIEKTPOHHOIO JOKYMEHTA,

MOATBEPKAAOIINN €ro NOANMUCAHUE AJIEKTPOHHOM MOIHUCHIO;



;
opuIMaNbHBIA JTOKYMEHT — IOKYMEHT, KOTOPBIA CO3/aeTcs, 3aBepsercs,

BBIIAETCS B YCTAHOBJICHHOM 3aKOHOM WJIM WHBIM HOPMATHUBHBIM aKTOM TMOPSAKE
OpraHOM TOCYJapCTBEHHOW BIACTH, UHBIM T'OCYIapCTBEHHBIM OPraHOM, OpraHOM
MECTHOTO CaMOYIpaBJi€HUS WJIM WHOM YIOJHOMOYEHHON OpraHu3aiue,
YIOJIHOMOYEHHBIM JIOJKHOCTHBIM JIMIIOM M YJIOCTOBEPSIET IOPUINYECKH 3HAYNMbIC
(bhaKThI;

oopmiileHHE [TOKyMEHTa — IPOCTABICHUE Ha JIOKYMEHTE HEOOXOIUMBIX
PEKBU3UTOB;

oOpailleHue B NUCbMEHHOM (hOpMe — HANpaBICHHbIE B TOCYIAapCTBEHHBIN
OpraH, oOpraH MECTHOTO CaMOYIpPABICHUS WM JOJDKHOCTHOMY  JIHILY
B IUCbMEHHOHU (hopMe IpeI0KEHHE, 3asBIICHUE WIIN Kallo0a;

MMCHMO — 0000LIEHHOE HAa3BaHUE PA3IMYHBIX [0 COAECPKAHUIO JOKYMEHTOB,
CITy’KaIllUX CPEICTBOM OOIICHUS MEXIY OPTaHU3AIMSIMHE, TPaXTaHAMU;

HOJUIMHHUK ~ JOKYMEHTa — EpBBIH WM €QUHCTBEHHBIH  HK3EMILLIp
JTIOKYMEHTA;

HOpYy4YEHUE — JOKYMEHT, MPEANUCHIBAIOLINI BBIIIOJHEHUE TE€X WM HHBIX
3aJIaHUU;

pEerucTpalMOHHO-yUeTHas KapTouka jgokymeHTa (nanee —PYK)— dgopma,
UCIIONIb3yeMasi Ul 3aluCH CBEICHHM O JIOKyMEHTE B LEISIX YydeTa, IOMCKa
¥ KOHTPOJISA, CO3/1aBaeMasi Py PEruCTpaiy JOKyMeHTa ¢ ucnonb3oBanuem [1/1;

perucTpallMoHHO-y4eTHasi (opMa — CcUCTeMa PErucTpaluy, HCIOoJb3yeMas
B TEPPUTOPHUATBHON KOMHCCUU TIpu peructparuu gokymentoB (IIJ[, xkaprouku
WM JKypHa);

perucTpauus JOKyMEHTa — 3allUCh  YUYETHBIX JaHHBIX (METaJaHHBIX)
O JOKYMEHTE IO YCTaHOBJIEHHOH (opme, duxcupyromas (akT ero co3maHus,
OTIIPABJICHUS WU TIONY4YEHUS, U TPUCBOCHUE €My PETHCTPAIlMOHHOTO HOMeEpa
U J1aThI;

PEKBHU3UT JOKYMEHTA — CTPYKTYpHasT 4YacTh H JJIEMEHT OQOPMIICHHUS
JOKYMEHTa, CIyXalluid g HUASHTU(PHUKAIUU JOKyMEHTa M COepiKalencs

B JJOKYMEHTE HH(POpMAaIH;
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CUCTEMA OJICKTPOHHOI'O ,IIOKYMCHTOO60pOTa—I/IH(i)OpMaHI/IOHHaSI CUCTEMA,

o0ecrieunBaoIas XU3HEHHBIM UK JOKYMEHTOB 0 HX Mepexofa Ha CTaJHI0
aApXMBHOTI'O XPAHEHUS WJIM YHUUTOXKEHUS;

CKaHMPOBaHHUE JOKYMEHTa — MOJIyYeHHE dJIEKTPOHHOTO 00pa3a JOKYMEHTA;

ciy)xeOHasi 3alucKa — BHYTPEHHUM JOKYMEHT, aJpPECOBAHHBIA OJHOMY
JIOJDKHOCTHOMY JIMIY TEPPUTOPUATBHOU KOMUCCHUU JAPYTUM JOJKHOCTHBIM JIMIIOM
TEPPUTOPUATBHON KOMHCCHUM U  COJAEpX AU OOCTOSTENTbHOE H3JI0KEHUE
KaKoro-J1100 BOMPOCa C BBIBOJIAMU U MPEAJIOKEHUSIMU COCTABUTEIS;

CPOK HCIIOJIHEHUS JIOKYMEHTAa — CpPOK, YCTAHOBJICHHBII HOPMATHUBHBIM
IIPABOBBIM AKTOM, OPraHU3alMOHHO-PACTIOPAIUTENBHBIM TOKYMEHTOM, YKa3aHUSIMU
10 MCTIOJHEHUIO JOKYMEHTA WIN TOPYYEHUEM;

yKa3aHus M0 MCIHOJHEHHUIO IOKYMEHTA — PEKBU3UT, COCTOSIIIMN U3 HAIAIUCU
Ha JIOKYMEHTE WJIM Ha OTJEJIbHOM JIMCTE YCTAHOBJICHHOW (HOPMBI, CIeIaHHOMN
JOJKHOCTHBIM JIULIOM;

y4eT  JOKYMEHTOB — (pukcamusi  (akra  TOJYyYEHHS]  JOKYMEHTOB
0€3 IPOCTaBIICHNS Ha HUX PETUCTPAIIMOHHBIX IIITAMIIOB;

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

JKCIIEPTU3a LIEHHOCTU JOKYMEHTOB — JEATENBHOCTh I10 YCTAHOBIICHHUIO
CPOKOB XpaHEHHUs JIOKYMEHTOB, OTOOpa UX HJis apXUBHOTO XpPaHEHHUS
WM YHUYTOXXEHUS, BBISIBJICHUIO OCO0O I[EHHBIX U YHUKAJIbHBIX JOKYMEHTOB
HAa OCHOBaHMU TpeOOBaHWN HOPMATHUBHBIX TMPABOBBIX aKTOB W KPHUTEPUECB
AKCIIEPTU3bI HEHHOCTH IOKYMEHTOB;

ANIEKTPOHHAS TOAMUCH — UH(POpPMAIIUS B IICKTPOHHOU (opme, TpeOOBaHMS
KOTOPOM YCTAaHOBJIEHbl HOPMATUBHO, TIpEIHAa3HA4Y€HHAs [JIsl TOJIUCAHUS,
corjacoBaHus (BUBMPOBAHUS) U YTBEPKAEHUS FIEKTPOHHBIX TOKYMEHTOB;

AJIIEKTPOHHBIN JOKYMEHT — TOKYMEHTHPOBAHHAas uHdopmarus,
MPEICTABICHHAS B DJIEKTPOHHOU (popMe;

AIIEKTPOHHBIA JJOKYMEHTOOOOPOT — TOKYMEHTOOOOPOT C HCIOJIB30BaHUEM

aBTOMATHU3UPOBAaHHOW HMH(POPMAIIMOHHOM CHUCTEMBI (CHCTEMBI 3JIEKTPOHHOTO



JIOKYMEHTO000pOTa);

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

QJIGKTPOHHBIA  TIa0NoH  ONaHKa  JOKYMEHTa — CM. TEPMHUH  «OJaHK

JOKYMEHTA».

2. [Ipuem, perucTpanusi ¥ NPOXo:KIeHUE MOCTYNAINIUX IOKYMEHTOB

2.1. JIokyMEHTbl B TEPPUTOPUATIBHYIO KOMHUCCHIO JIOCTaBIISIIOTCS 4Yepe3
OTIIeJIeHUE CBsi3M (MOYTOM, TenerpadHOl CBsI3bIO), OpraHamu (QeaepaabHOU
dbenbaberepckoi CBSA3M, CHEIUATBHOW CBSI3bI0, HAPOYHBIM WM TEpPEaloTCs
Ha JJUYHOM IIPUEME TPAXK/IaH.

JIOKyMEHTBI MOT'YT MOCTYIIaTh B TEPPUTOPUATBHYIO KOMUCCHIO CPEJICTBAMU
[, ¢akcuMWIBHOW CBSI3bIO, DJIEKTPOHHOM TouToM B ceth MHTEepHeT
(mpenHa3Hau€Ha WCKIIOYUTENBHO JJIsi CIY>KEOHOM KOPPECHOHJIEHIINN), dYepes3
pazmen «OnektpoHHas (¢Gopma oOpamieHus» Ha  OopUIMATBHOM  CcaiTe
Cankrt-IlerepOyprckoit  u3bmparenbHOM  KomMuccmn B ceth  MHTepHer,
MpeIHa3HAYCHHBIN SISl HAPABIICHUS 0OpaIlleHu B TEPPUTOPHATIBHYIO KOMHUCCHIO.

2.2. [lpuem, mnepBuuyHasi 00pabOTKa ¥ PETUCTpAlUs TOCTYIAIOIINX
JOKYMEHTOB TPOU3BOJATCS TMpeAcenaTeraeM (CeKpeTapeM) TeppUTOpPUATIbHON
KOMHCCUM WM  paOOTHUKOM  afmapara, OTBETCTBEHHBIM 3a  BEJCHUE
JIEIONIPOU3BOICTBA ¢ Mcnoib3oBanueM [1]/], 1o KypHanbHON perucTpanuoHHO-
yueTHOH  (opmbl  (mpunokenne Nel)  exemgHeBHO B 4achl  pabOTHI
TEPPUTOPUATHBHON KOMUCCHUH, KPOME BBIXOJHBIX U HEPAOOUUX MPA3THUYHBIX THEH.

[Topsimox moOJiydeHUsT M PErucTpaluy JIOKYMEHTOB IIOCJI€ OKOHYAHHS
pabodero 1Hs, B BBIXOJAHBIE M HepabouWe Mpa3gHUYHBIE JHU, B TEPUOJ]
MOATOTOBKM M  TIPOBEJCHUS] H30MpATENIbHBIX KaMIaHUW  yCTaHABIUBACTCS
mpeacenareyeM TEePPUTOPHAIBHON KOMHCCHH JIMOO OMpENesieTcss perieHueM
TEPPUTOPUAIIBHON KOMUCCHUHU.

2.3. IloctynuBmme JOKYMEHTHI TOJPA3IEISAIOTCS Ha PETUCTPUPYEMBIE

N HC IoaJICKaIue PpCerucrpannuu. HepequL AOKYMCHTOB, HC IMOIJICIKAIINX
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perucTpanuu, onpeaeiacH B npuiiokeHun No 2.

2.4. Tlpu BCKpPBITHM KOHBEPTOB, JOCTaBJICHHBIX OpraHamu QeaeparbHON
dbenpaberepckolt  CBSI3M, CHELUUAIBLHOM CBSI3bI0, IO TOYTE WJIA HAPOYHBIM
MPOBEPSIOTCS MPABWIBHOCTh APECOBAHUS, KOMIUIEKTHOCTh W LEJIOCTHOCTh
JIOKYMEHTOB, HaJIW4UE TMPUJIOKEHUHN, CBEpPSETCS COOTBETCTBUE HX HOMEPOB
YYETHBIM HOMEpPAM, YKAa3aHHbIM Ha KOHBEpTax. HenpaBuiIbHO aapecOBaHHbBIC
U OMMOOYHO BIIO)KCHHBIC OKYMEHTHI HE PETUCTPHUPYIOTCS, IEePEChUIA0TCS
10 HA3HAYECHUIO WJIM BO3BPALIAIOTCS OTIPABUTEIIO.

2.5. Ecnu nipu BCKpBITUM KOHBEPTA OOHAPYKEHO OTCYTCTBUE JIOKYMEHTOB
WIM WX OTAEIBHBIX JIUCTOB, TMPHUJIOXKEHUHN, TMOBPEKIECHHUE JIOKYMEHTOB
WM HECOOTBETCTBME HOMEPOB JIOKYMEHTOB HOMEpaM, yKa3aHHbIM HAa KOHBEPTE,
npeacenaaTeneM (CekpeTapeM) TEPPUTOPUATILHOM KOMHUCCHM WIM PaOOTHUKOM
anmnapara, OTBETCTBEHHBIM 3a BEJICHHUE JEJONPOU3BOICTBA COCTABISIETCS AaKT
yCTAaHOBIICHHOH  (opMbl B JIBYX  9K3emiuiipax  (npuwioxenue — Ne 3).
OauH 3K3eMIUIIp aKTa TNOChUIAETCS OTIPAaBUTENIO, JAPYrod MNpHoOIIaeTcs
K MPUHSTHIM JOKYMEHTaM.

Ha o6GopoTHO# CTOpOHE MOCHENHETr0 JMCTa TOBPEKIECHHOTO JTOKYMEHTa
B MPABOM HIDKHEM YTy J€laeTcs OTMETKa «J[OKyMEHT MoJiydeH B TOBPEKICHHOM
BUJIEY.

2.6. KoHBEpTHI OT MOCTYNUBIINX JTOKYMEHTOB HE YHHUYTOXAIOTCS B ClTydae,
€CJIM TOJIbKO MO HHM MOHO YCTAHOBHUTH aJpeC OTIPABUTENS, NATy OTIPaBKHU
Y TIOJIyYEHUS IOKYMEHTOB, €CJIM OHU COAEPXKAT JIOKYMEHTBI, KOTOPBIE MOCTYIHUIIN
n3-3a TpenenoB teppuropun Poccuiickon denepaunu, U3 CyI0B, CIEICTBEHHBIX
OpraHoB, JMOO JIOTOBOPBI, TPETEH3UHM, WCKOBBIC 3asABICHUSA, JOKYMEHTHI,
CBSI3aHHBIC C pa3MEIICHHWEM 3aKa30B Ha MOCTABKU TOBApOB, BBIMOJHEHHUE PadoT,
OKa3aHWe yCJIYT JJIsl TOCYAapPCTBEHHBIX HYXI.

2.7. Tlaketsl ¢ momeTkoN «JIMuHO» mTepemaroTcst aapecaraM B 3aKPBITOM
BU/JIC 11O/ TIO/TTHC.

2.8.Ilpu peructpanuu TMOCTYNUBIIETO JOKYMEHTa B PETUCTPAIIMOHHO-

y4eTHOU (opMe 0053aTeTbHO BBOIATCS CIEAYIONINE PEKBU3UTHI: HCXOSIINAN
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HOMEp JOKyMEHTa W JaTa, JaHHble O KoppecnoHaeHTe (aapecante) (hamumus,

UM, OTYECTBO (IIpH HaNU4uM) (U3UYECKOTO JIMIa WM HAaMMEHOBaHHE
OpraHM3aliM), KpaTKoe COJAEpKaHHE JOKYMEHTA, a TAaKXKe KOJUYECTBO JIMCTOB
OCHOBHOT'O JOKYMEHTAa W JIUCTOB IIPUJIOKEHMSA, KOJIUYECTBO DJK3EMIUIPOB, BUJ
nocraBku. Ilpm  perumcTpanmm  BXOZSAIIEro JOKYMEHTa JIEJIAE€TCS  CBA3KA
C UCXOJSLIUM IOKYMEHTOM Ha KOTOPBIM 1aeTCsl OTBET (€C/IM TAKOBOM UMEETCS).

IIpn ocymecTBneHnn peructpauuu cpeacrsamMu 11/l Ha nuueBoi cTtopoHe
IEPBOrO JINCTA 3apPETUCTPUPOBAHHOTIO JIOKYMEHTa Ha OyMa)KHOM HOCHUTEIIE,
KakK IIPaBWJIO, B IIPAaBOM HIKHEM YIUIy IPOCTABIIAIOTCA PETHCTPALIMOHHBIA HOMED
Y J1aTa, a TAaK)KE IITPUX-KOJ C YKa3aHUEM HaNMEHOBAHUS OpraHU3alUu.

Ecnu mpocraBieHHe perucTpalMOHHOIO HOMEpPA 3aTpyAHSET INPOYTCHUE
TEKCTa JOKYMEHTa, B TaKOM ClIy4ae BXOIAIIMH HOMEP NPOCTABISAETCSA
B CBOOOJHOM OT TEKCTa YIJIy Ha JIMLEBOM CTOPOHE IEPBOIO JMCTA JOKYMEHTA,
a IITPUX-KOJ IIPOCTABIAETCS IIPU HAIMYUU TEXHUYECKON BO3MOKHOCTH.

[Ipr OCymIEeCTBIEHMM PETUCTPALMU B APYrOMl PErucTpalOHHO-YYETHOU
dopMe PpErucTpalMOHHBIM IITAaMI C YyKa3aHWEM BXOJSIIET0 HOMEpA, MAaThl
perucTpauuy IpOCTaBIAETCS, KAK IPAaBWIO, B IIPABOM HIKHEM YIUIy JIMLIEBOU
CTOPOHBI MIEPBOTO JINCTA 3aPETUCTPUPOBAHHOTO JOKYMeHTa. [Ipu HeoOxonuMocTu
YKa3bIBAETCSl BpPEMs PETUCTPALMU (Yachl U MHUHYTBI), a TaKXKe€ BXOASILUNA HOMED
JOKYMEHTA Ha PUJIOKEHHH.

Ha xomuu noxymeHTa BXOIAIIAN HOMED NPOCTABIIAETCSA B IPABOM HUXKHEM
YTIIy JIMLEBOW CTOPOHBI IIEPBOTO JIUCTA.

Hymepannss noctynmuBmmMx JOKYMEHTOB OCYLIECTBIIETCS B IpeAesax
KQJIEHIAPHOIO roja.

K mnoBTOpHBIM JOKyMEHTaM NpPHUKIAAbIBACTCS HMHPOpMaLUg O paHee
MOCTYNUBIINX JTOKYMEHTaX U PE3ylbTaTax MX UCIOIHEHUSA, KOTOpas MEPENAcTCs
OTBETCTBEHHOMY 32 MCIIOJIHEHHUE.

[Ipu peructpauumu gokymeHTa Ha OymaxkHoM Hocutene B 1] on moxer
ObITh OTCKaHMpoOBaH, a 3aTeM K PYK MokeT ObIThb MpUCOEIWHEH AJIEKTPOHHBIN

o0pa3 TOKyMeHTa U MPUJIOKEHUs K HeMy B (popmare pdf.
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[locne peructpauuu cpeactBamu IIJ] mocTynuBIIero 3JI€KTPOHHOIO

JIOKYMEHTa, B TOM YHUCJI€ U3 BBIIIECTOSIIECH U MHOW M30UpaTeIbHOW KOMHUCCHH,
OH MOJKET OBITh pacrieuaTaH Mpyu HeOOXOIUMOCTH.

2.9. 3aperucTpupoBaHHbIC JIOKYMEHTBI pPacCMaTpUBAIOTCS IIpejaceaaTesieM
TEPPUTOPUAIIBHOM  KOMHUCCHM, 3aT€M  [OCJI€  TEPEHECEHMs  yKa3aHus
M0 WCIOJIHEHHUIO JOKYMEHTAa B PETHCTPAllMOHHO-YYETHYHO (OopMy IepelaroTcs
HCIIOJTHUTEISAM.

IIpu peructpauuu goxkymeHToB B IIJ] paccmoTpeHue mpeacenarenem
TEPPUTOPUAIBHON KOMHMCCHUM JOKYMEHTOB M HAMNpPaBJICHUE HX HCIOJHUTEISAM
B DJICKTPOHHOM BHJI€ MOXKET OCYIIECTBIAThCS cpenactBamu [ 6e3 odopmieHus
KOIMMH Ha OYMa)KHOM HOCHTEIIE.

2.10. UcrionHeHHBIC JTOKYMEHTHI CITMCHIBAIOTCS B JIEJIO TIpeJcenaTeeM
TEPPUTOPUAIBHOM KOMHUCCUM U TOMEIIAIOTCS B JIeI0 B  COOTBETCTBUU

C HOMGHKHaTypOﬁ ACII TGppHTOpHaJIBHOP'I KOMUCCHH.

3. OcHOBHbIE TPeOGOBAHUS K MOATOTOBKE H 0OPMIIEHUIO JOKYMEHTOB

3.1. JlIokyMeHTbI,  cO3/JaBacMble B  TEPPUTOPUAIILHONM  KOMHCCHUH,
opopmisitoTcst Ha OJlaHKax, HAa CTaHAAPTHBIX Juctax Oymarum ¢dopmara A4
(210 x 297 mm) unmu AS (148 x 210 mM) 1100 B BUJE DIIEKTPOHHBIX JOKYMEHTOB
Y JI0JDKHBI IMETh YCTaHOBJICHHBIN COCTaB PEKBU3UTOB.

3.2. JlokyMeHTbl O(OpPMIISIIOTCS Ha TPOJOJIbHBIX JIMOO YIJIOBBIX OJIaHKaX
YCTAaHOBJICHHOW (DOPMBI, H3TOTOBIEHHBIX THUIOTPA(PCKUM WU KOMITBIOTEPHBIM
criocodoMm (mpuinoxenue Ne 4),

B TeppuTopuansHoii KOMHCCHM MOTYT OBITh YCTAaHOBJICHBI CJEAYIOIINE
BUJIbI OJIAHKOB:

OJlaHK MTPOTOKOJIA 3aCEAAHUS TEPPUTOPUATHHON KOMUCCHH;

OJIaHK peIIeHUsI TEPPUTOPHUATIBHON KOMHUCCHUU;

OnaHK MpHKa3a mpeaceaaTess TepPUTOPHATEHON KOMUCCHY;

OJlaHK MUChMa TEPPUTOPHUATIEHON KOMUCCHUHU.
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3.3. Ilpu moaroToBke ITOKyMEHTOB ¢ mpumeHeHueM IIJ[ umcnonb3yroTcs

DIIGKTPOHHBIE  IIA0JIOHBI  OJIAHKOB ~ JOKYMEHTOB, KOTOpbIe  paBHO3HAYHBI
Y UJICHTUYHBI TI0 COCTaBY PEKBU3UTOB, MOPSAKY UX PACIIONIOKEHUS U TApHUTYPaM
mpudTa OJ1aHKaM TOKYMEHTOB Ha OyMa)KHOM HOCHUTEIIE.

3.4. lokyMeHTbl OQOpPMIISIIOTCSI B COOTBETCTBUM C  TpeOoBaHUSIMHU
K JOKYMEHTaM, U3TOTOBJISIEMbIM C TTIOMOIIBIO MEYATAIOIIUX YCTPOICTB, U K (aiaam
TEKCTOBBIX JJOKYMEHTOB (npuiioxenue Ne 5).

3.5. [Ipu moarotoBke U oGOpMIICHUH JOKYMEHTOB JOJKHBI COOIIOIATHCS
npaBuia opOpMIICHUS PEKBU3UTOB, U3JI0KEHHBIE HIKE.

3.5.1. Ha Onankax pokymeHToB mnomemaercs rep0 Cankr-IlerepOypra.
[Topsimox U3TOTOBJICHMUS, MCIIOJIb30BAHUS u XpaHEHUS 0JIaHKOB
c BocnpousBeaenuem repdba Cankr-IlerepOypra ycraHaBnuBaercss 3aKOHOM
Cankrt-IletepOypra ot 23 anpens 2003 roma Ne 165-23 «O netajibHOM ONMHCaHUU
oduimanbHbeIx cuMBOJIOB CaHkT-IleTepOypra u nmopsiike ux UCIOIb30BAHUS.

KoHTponb 3a mpaBHIBHBIM HCTIONB30BAHUEM OJAHKOB M MX COOTBETCTBUEM
YCTaHOBJIEHHBIM 00pa3liamM OCYIIECTBISIETCS IMpelceaaTesieM TeppUTOPUATIBLHON
KOMHUCCUM U pabOOTHUKOM  ammapara, OTBETCTBEHHBIM 32  BEJCHUE
JeJI0MPOU3BOACTBA.

3.5.2. HaumenoBanue u30mpareabHON KOMUCCHUH.

HanmMenoBanve wu30upaTenbHOW KOMHUCCHMM YKa3bIBaeTCs Ha OJIaHKax
B COOTBETCTBUU C pemieHneM CankT-IlerepOyprckoii n3dbupareaIbHON KOMUCCHHU.

3.5.3. CnpaBouHbI€ TaHHBIE 00 N30MpaTEIIbHON KOMUCCHHU.

CrpaBouHBIE [JIaHHBIE O TEPPUTOPHAIBHON KOMHCCHH YKa3bIBAIOTCS
B OJ1aHKaX IMHCEM, HaIlpuMep:

Hesckwuit np., 1. 176
Cankr-IletepOypr, 191167
Ten. (812) 241-43-55, dakc (812) 576-01-615
http://tik16.spbik.spb.ru
OKTIO 15172095, OT'PH 1037869000036
MHH/KIIIT 7842000050/784201001

3.5.4. HaumeHnoBanme BUIa TOKyMEHTA.
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HaunmenoBanue BHJa AJOKYMCHTA YKa3bIBACTCA Ha  BCCX OJaHKax

M3/1aBaCMbIX JJOKYMEHTOB (IIPOTOKOJI, PEIICHHE | T.1.), 3a HCKITIOYCHUEM THCEM.

3.5.5. Jlara nokymeHTa.

JlaToii MOKyMEeHTa sIBIISIETCSl JaTa €ro TOJIUCaHus, yTBepkaeHus. Jlatoi
MIPOTOKOJIA SIBJISETCS AaTa 3aceAaHus, a aKTa — JJaTa COOBITHS.

JIOKYMEHTBI, U3JJaHHbIC JBYMsI WJIM OOJiee OpTraHU3alUsIMHU, JOKHBI UMETh
OlHY (eAWHYyI0) JaTy, COOTBETCTBYIONIIYIO JlaT€ TMOJINUCAHUS JIOKYMEHTa
TIOCIICTHUM JIOJKHOCTHBIM JIMIIOM.

Haty noxymeHTa ohopMIIIOT apabCckumMu 1udpaMu B IOCIE0BATEIbHOCTH:
JIeHb MecsIa, Mecsll, roa. [lenp Mecsama n mecsam ohOpMIISIOTCS IBYMS ITapaMu

apaOckux nudp, pa3faeeHHbIMU TOYKOM, T0Jl — YeThIphbMS apabckuMu Iudpamu,

HaIpuMep:
17.01.2026
Jlomyckaetcst cioBecHO-IIMGPOBOI criocod ohopMIIeHHUsI 1aThl, HAIPUMED:
09 suBaps 2026 r.

3.5.6. Perucrparnmonnplii HOMEp TOKyMEHTA.

JUis BXOAAIIMX M MCXOAAIIUX JIOKYMEHTOB, OOpallleHHWd — UHJEKC [ena
10 HOMEHKJIATYPE U, YEPE3 KOCYIO YEPTY, MOPSAKOBBII HOMEP JTOKYMEHTA.

PerncrpanvoHHblii HOMEP AOKYMEHTA, HM3JAHHOIO COBMECTHO, COCTOMUT
U3 Pa3leleHHBIX KOCOW YEepTOM pErucTPallMOHHBIX HOMEPOB, IPUCBOEHHBIX
OpraHu3alMsIMU — aBTOPaMu JIOKyMEHTA u PaCOIOAKEHHBIX
B  IOCJEA0BATEIbHOCTH, COOTBETCTBYIOIIEH OOO3HAYEHUI0 HAMMEHOBaHUM
OpraHu3alyi B 3aroJJOBOYHOM YaCTU JOKYMEHTA.

3.5.7. Cchlmka Ha pPEruCTPAllMOHHBIA HOMEpP M JaTy MOCTYHUBLIETO
JOKYMEHTA.

CcbUlKka Ha pPErucTpAallMOHHBIA HOMEpP M J1aTy MNOCTYNUBIIErO JOKYMEHTa
BKJIIOYAETCSI B COCTaB PEKBU3UTOB OsiaHka nucbMa. CchbUIKa MPOCTaBISETCS
VCITOJIHUTEJIEM ITPU MOArOTOBKE MHUChbMa-OTBETA.

3.5.8. Mecto cocraBienus (U3aaHus) JOKYMEHTA.

Mecro cocraBieHus (M3AaHMs) JIOKYMEHTa YyKa3blBaeTcsi Ha OJlaHKe

KOHKPETHOIO0 BHJa AOKYMCHTA. B Omankax mmcem CBCACHUA O MCCTC CO34aHUsA
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JOKYMCHTA coacpiKaTcsa B PCKBU3UTC ((CHpaBO‘{HBIC JaHHBIC

00 n30upaTeTbHOU KOMHUCCHI.

[Tpu IPOOTBLHOM PACIIOIOKEHUN PEKBU3UTOB OJIAHKA MECTO COCTaBJICHHSI
WIA W3JIaHusl JIOKYMEHTa YKa3bIBaeTCsi B CEPEeOUHE CTPOKH MEXKIYy JaToi
U PETHCTPAIlMOHHBIM HOMEpPOM JOKyMEHTa, a TpPH YIJIOBOM PACIOJIOKEHUN
PEKBHU3UTOB — IMOJ] JATOW M PETHCTPAIIMOHHBIM HOMEPOM JTOKYMEHTa, OT Kpas
JIEBOTO TOJIS.

3.5.9. I'pud (momerka) 06 orpaHMYEHUH AOCTYIIA K JOKYMEHTY.

[IpocraBnsieTcs HA  JOKyMEHTaXx, coJiepKaIImx uHdOpMaITUIO
OTPaHUYCHHOTO PACHpPOCTPAHCHUS, KaCaIOIIYIOCS eATCIbHOCTH OpTaHU3aInH,
OTpaHUYEHMsI HA  PACHPOCTPAHCHHE  KOTOPOM  JUKTYIOTCS  CIy>KEeOHOM
HEOOXOJMMOCTBIO, a TakKe TIOCTYNUBIIAS B TEPPUTOPHAIBHYIO KOMHUCCHIO
HeceKkpeTHass WHGOpMAIHs, TOCTYII K KOTOPOM OTpaHWYeH B COOTBETCTBUU
¢ (eqepabHBIMU 3aKOHAMH.

[TomeTka Ha JOKyMEHTaX, COJEPKAMUX HWH(QOpPMAIUI0 OTrpaHUICHHOTO
pacnpocTpaHeHusi, umeeT Buj « /s ciyxebHoro nmons3oBanus» (manee - JICII).

[TomeTka mpocCTaBisieTCS B BEPXHEM MPABOM YIIIy JIHMIIEBOM CTOpPOHBI
MIEPBOTO JINCTA JOKYMEHTA OT TPAHUIIBI BEPXHETO TTOJIS.

3.5.10. Anpecar.

PexBu3uT «Aapecary» pacnoiaraercs Crpana Mmoj peKBU3UTaMU OJIaHKa.

JIOKyMEHTBI apecyIOTCS B OpraHU3allluM, UX CTPYKTYPHBIC MOApPa3ACIICHNUs,
JOJDKHOCTHBIM  JIMIIAM ~WJIM  TpaXKJaHaM TMpUd OTBET€ Ha UX OOpaimieHus.
HavMeHOBaHMSI OpraHW3allMM M CTPYKTYPHOTO TMOAPA3ACIICHUS YKa3bIBAIOTCS
B IMCHUTEILHOM TaJICKE, HATTPUMED:

Anmunuctpanus LlenTpanbHOTO paiioHa
Cankr-IletepOypra
IOpunuueckuii oraen

Ecnu  nmokymeHT anpecyercs JOJDKHOCTHOMY JIMIy, HAWMEHOBaHUE
OpraHW3alliid YKa3bIBAETCS B MMEHUTEIBHOM IANIekKe, a JOJHKHOCTh W (paMUIIHS

— B 1aTCJIBbHOM. HpI/I 9TOM MHHUIIHAJIbI YKA3bIBAIOTCA I1OCJIC (baMI/IJII/II/I, HarpuMmcep:
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Anmunuctpanus L{enTpanbHOTO paiioHa
Cankr-IletepOypra
HavansHuky oOuiero otaena

NBanosy H.I1.

Ecnu JOKYMEHT aapecyercs PYKOBOJIUTEIIO OpraHu3alyH
WIM €ro 3aMECTUTENI0, HaUMEHOBAHHE OpraHu3ali JOJDKHO  BXOIUTh
B HAMMEHOBAHHE JTOJDKHOCTH aJipecaTa, HalpuMep:

3aMecTuTelo aupekTopa Beepoccuiickoro
HAy4YHO-UCCIIEI0BATENBCKOIO HHCTUTYTA
JOKYMEHTOBE/ICHUS U apXUBHOTO JieJia

Cwmupsosy ILII.

Ecan JOKYMCHT  aJpCCyCTCA  OpraHu3allviu, CHa4daJla  YKa3bIBaACTC:A

€€ HaMMEHOBAHUE, 3aTEM MTOYTOBBIN aJipec, HapUMeEp:

LlenTpanbHas n3duparenbHas KOMUCCHS
Poccniickont @enepanun

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

Jlomyckaercst LEHTPUPOBATh KAKIYI0 CTPOKY pPEKBU3MTA «Anpecar»
10 OTHOIIEHHIO K CaMOW JUIMHHOM CTPOKE.

JlomyckaeTcsi MCHOJb30BaTh  OQUIMAIBHO HNPUHATHIE COKpAaLICHHbIE
HAaMEHOBAHUs OpPraHOB T'OCYJApPCTBEHHOW BJIACTH, MECTHOIO CAMOYIIPABIICHUS,
OpraHU3aIUN.

[TouToBBI azmpec yKa3bIBae€TCAd B MOCIENOBATENBHOCTH, YCTAHOBJICHHOU
[IpaBunamu OKa3aHus YCIAYyr T[OYTOBOW CBSA3M, YTBEPKICHHBIMU IPHKA30M
MunucrepcTBa IU(PPOBOTO PpPa3BUTHs, CBSI3M U MAacCOBBIX KOMMYHHUKaIUi
Poccuiickoit ®@enepaunn ot 17 ampens 2023 roga No 382 «O0 yTBepKIAeHUH
[IpaBui1 0Ka3aHMs yCIIyT IOYTOBOU CBSI3HY.

Ecnu 1OKyMEHT OTIPaBIIsAETCs B HECKOJIBKO OJHOPOIHBIX I'OCY1apCTBEHHBIX

OpraHoOB WJIM OpTaHU3AIMM, UX CIEeYEeT YKa3bIBaTh 0000IIEHHO, HAITPUMED:
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HpGI[CCI[aTCHSIM Y4aCTKOBBIX KOMHMCCHH

JIoKkyMEeHT He [IOJDKeH cojJiepkaTh 0oJiee  YeThIpeX  aJpecaTroB.
CI10BO «KOTIHs» MEPE] BTOPBIM, TPETHUM, YETBEPTHIM aJIPECATOM HE YKA3bIBACTCS.

[Ipu HampaBieHuu AOKyMEHTa Oojiee 4eM B YETHIPE aJipeca COCTaBIISIETCS
CIMCOK PACCHUIKM yCTaHOBJCHHOH (opmbl (mpminokenne Ne 6), KOTOpPBIi
MOJIHUCHIBACTCS MPEACEIATENIEM TEPPUTOPUATIBHON KOMUCCHH.

[Ipu anpecoBaHuu JOoKyMeHTa (DU3MYECKOMY JIMIy BHAYajle yKa3bIBAIOTCS
dbaMuIisa ¥ MTHULHAIIBI TTOJTydaTes, 3aTeM IOYTOBBIN ajipec, HalpuMep:

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

Cankr-IletepOypr,
190005

[Ipu oTmpaBke MUcbMa MO 3JIEKTPOHHOM MOYTE WK MO (PaKCUMUIBHOU CBSI3U
(6e3 MOCHUIKH 1O TOYTE) MOYTOBBIN aJpec He ykasbiBaeTcs. [Ipu HEOOXOAMMOCTH
MOXXET OBITh YKa3aH aJpec DdJIEeKTPOHHOM mouThl (HOoMmep Tenedona/dakca),
HanpuMep:

MUHHCTEPCTBO FOCTUIIUU
Poccniickont @enepanun
mail@minjust.ru

3.5.11. I'pucd yrBepx)aeHUs TOKYMEHTA.

JIOKYMEHT  YTBEp)KIAeTCsl JIOJDKHOCTHBIM  JIMIIOM WJIM  CHEHHUAIBHO
U3/1aBa€MbIM JOKYMEHTOM.

[Ipu yTBepkIeHUU AOKYMEHTa JOKHOCTHBIM JIMIIOM Tpu( yTBEp:KICHUS
noikeH coctoATh u3 cinoBa Y TBEPKJIAIO Ge3 kaBbiuek v MpOMUCHBIMU OyKBaMu
U Ha  CIHeAyIoUmell  CTPOKE — HAMMEHOBAaHWE  JOJDKHOCTH,  IOJIIHUCH,
(mpu odopmieHnn Ha OyMaXHOM HOCUTEJIE), WHHUIHMAIBI W (QamMuwius JuIa,

YTBEPAUBLICTO JOKYMCHT, JaTd YTBCPIKACHNA.
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I'pud yTBepkaeHust pacnoliaraioT B IpaBOM BEPXHEM YTy MEPBOTrO JIUCTA

JTOKyMeHTa. B rpude yTBEepKICHHsI MOMyCKAeTCS ICHTPUPOBATH AJIEMEHTHI

OTHOCHUTEJIBHO CaMOM IIHHHHOﬁ CTPOKH, HAITPUMCDP:

YTBEPXJIAKO
npeacenarens TeppuropuanbHO
n3bupatenpHOM Komuccuu Ne 16

IoAIIMnCh HWHHUIIUAJIbI, CI)aMI/IJ'H/IH
JdaTta

IIpu yTBEp)KIEHUU NOKYMEHTa MOCTAHOBJIIEHUEM, MPOTOKOJIOM, PELICHUEM,
pacriopsibkeHueM Tpud  yTBEepxKIeHus coctouT u3 cioBa Y TBEPXJ/IEH
(YTBEPXKJAEHA, VYTBEPXJIEHbBI wmu VYTBEPXJJIEHO) 06e3 kaBbluek
U TPONUCHBIMA OyKBaMH, HaWMMEHOBAHHUS  YTBEPKIAIOIIETO  JIOKyMEHTa

B TBOPHUTCIIBHOM II4JCKEC, €TI0 1aThl © HOMCpPA, HAIIPUMEP:

YTBEPX/IEH
pemeHneM TeppuropuanbHOR

n3buparenbHo komuccuu Ne 16
ot 24 suBaps 2026 r. No 1-7

3.5.12. YkazaHus 1o UCTIOJTHEHUIO TOKYMEHTA (PE30TIOIHNS).

VYka3aHusi MO HCHOJHEHUIO JOKYMEHTa MOTYT ObITh HAalMCaHbl OT PYKH
npejaceaaTeseM TEPPUTOPUAIBHON KOMHUCCHMM Ha TMOAJUHHHUKE JOKYMEHTa
Ha CBOOOJHOM OT TEKCTa MECTE WJIM OPOpPMIIEHBI Ha OTAEIbHOM JucTe popmara
A6 (105 x 147 MM), TpUIOKEHHOM K JOKYMEHTY. YKa3zaHusi MO HCIHOJHEHUIO
JIOKyMEHTa BKJTIOUYAIOT bamumn U WHUIHAITBI UCTIOJTHUTEIICH,
opu HEOOXOAMMOCTH — COJIEpP)KaHUE TMOPYUYEHUS, CPOK HCIIOJHEHUS, MOJIUCH
(mpu opopmiieHnu Ha OyMa>KHOM HOCHUTEIIE) pyKOBOJIUTENS U JaTy, HAIpUMED:

Cuzosy A.1O.
['puropeeBy B.C.

[Iporry paccMOTpeTh U 1aTh OTBET
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k 14.02.2026

MOJIHKCH
JaTta

VYKkazaHusg TO0 WCIOJHCHHWIO JTOKYMEHTa TaKXe€ MOTYT OBITh O(QOPMIICHBI
c wucnonb3zoBanueM IIJ[ ¢ mnpuMeHeHHEeM »HJIEKTPOHHBIX I1a0JOHOB OJIAHKOB
JIOKYMEHTOB.

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

3aroyioBOK K TEKCTYy JOKYMEHTa JIOJDKEH KpaTKo M TOYHO pPacKphIBaTh
ero cojJiepkaHne W OBITh COTJIACOBaH C HAMMEHOBAHHWEM BHJA JOKYMEHTA.
3aroy0BOK MOKET OTBEYaTh Ha BOIIPOCHI:

«0 yeM (0 KoM)?», HarpuMep:

Pacniopsikenune — O coznanun DKCIEPTHOW KOMUCCHU,

«uero (koro)?y», HanpuMep:

JIOMKHOCTHOM PETJIaMEHT BEAYILETO CIEIUAIIACTA;

AKT 00 YHUUYTOXXEHUH IOKYMEHTOB C UCTEKIITUMHU CPOKAMHU XPaHEHUSI.

3aroJyIoBOK COCTAaBIISIECTCS JTULOM, TOTOBSIIHAM ITPOEKT JOKYMEHTA.

3aroyioBOK, COCTOSIIIMI W3 ABYX M 0oJjiee CTPOK, MEYaTaeTcs yepe3 OJuH
MEXCTPOYHBI WMHTEpBaj, TOYKAa B KOHIIE 3arojOBKa HE CTABUTCS. 3arojIOBOK
pacnojiaraeTcsi Ha TI€PBOM JHCT€ HAJ TEKCTOM JOKYMEHTa 10 UEHTpY,
a npu 0(OPMIIEHUH MHUCbMa — OT TPAHULbI JIEBOTO MOJIA.

3.5.14. Tekct nOKyMeHTA.

Texcr nokymeHTa oOGOPMIIIIOT B BHUAE CBSI3HOTO TEKCTa, TaOIUIBI
WIN COEIMHEHUS 3TUX CTPYKTYP.

TexkcT 1OKyMeHTa JOJKEH M3JaraTtbCsi KpaTko MW SICHO, OBIThH
apryMEHTUPOBAHHBIM, OOECHeYrBaTh TOYHOE U OJHO3HAYHOE BOCHPUSITHE
coJiepKaIieicst B HeM HHGOPMAIIHH.

Texct nOKyMeHTa JOJIKEH, KaK NpaBWJIO, COCTOSTh M3 JIBYX YacTe.
B nmepBoil yacTu yKa3bpIBalOTCS IPUYHMHBI, OCHOBAaHHWSA, LEJIH COCTABJICHUS
JOKYMEHTa, BO  BTOPOW — PEIICHUs, BBIBOABI, MPOCHOBI,  MPEIIOKECHHUS,

pPEeKOMEH/ AU H.
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Tekcrt JOKYMCHTA MOXCET COACPKATh TOJBKO 3aKIOYUTCIBHYIO 4YacCTb

(HampuMep, pPaCHOPSKEHUE — PACTIOPAIUTENbHYI0 4YacTh 0€3 KOHCTAaTUPYIOUIEH,
MHCHhMO, 3asBJICHUE — MPOCHOY O€3 MOSCHEHUS).

B Tekcre nokymeHTa, MOATOTOBJIEHHOIO HA OCHOBAaHWU 3aKOHOAATENBHBIX,
WHBIX HOPMATHBHBIX IPAaBOBBIX AaKTOB, W3JAHHBIX OpraHaMU TIOCYJIapCTBEHHOMN
Bnactu u ynpasieHusi, [{UK Poccuu, Cankrt-IlerepOyprckoit uzOuparenbHON
KOMHMCCUEH, paHEEe M3JaHHBIX TEPPUTOPUAIBHOM KOMMCCHEHN, YKA3BIBAKOTCS
HAaMEHOBAaHHUE BUJA JIOKYMEHTAa, HAUMEHOBAaHWE OpraHa, W3JaBLIErO JOKYMEHT,
JaTa MPUHATHS WIM YTBEP)KICHUS JOKYMEHTa, €r0 PErMCTPAallMOHHBIA HOMED,
a TaKXe 3arojIOBOK JOKYMEHTA, 3aKJIIOUYEHHBII B KaBbIYKU.

[Tpu ynotpebnennn B TeKkcTe (haMUINi ULl HHULIUAJIBI YKa3bIBAIOTCS TIOCTIE
bamunuu.

TekcTbl JOKyMEHTOB OOJIBIIOTO O0bEMa MOTYT JEIUThCA Ha pa3Jiesbl,
1oJIpa3elibl U MyHKThI, KOTOPbIE HyMEpYIOTCs apaObCcKuMU LudpamMu, HapuMmep:

1. Pa3znen
1.1. IToppaznen
1.1.1. ITynkT

AG3a1bl BHYTpH MYHKTOB HE HYMEPYIOTCSL.

B nuceMax ucnonb3yror cienyromnme Gopmbl U3T0KEHUS:

or l-ro numa MHOXectBeHHoro uymucna («[Ipocum  HampaBUTH
uHpopMaruio...», «Harmpasisiem Ha 3aKkiIfOu€HUE TPOEKT...» U Ip.);

OT 3-r0 JuUa E€OUHCTBEHHOIO 4Yucia («TeppUTOpHAIbHAs KOMHUCCHS
HE CUMTAeT BO3MOJXHBIM...», «TEPPUTOpHUATbHAs KOMMCCHs Ipeasaraer
paccMOTPETb BO3MOKHOCTB...»).

I'padpr 1 cTpokM TAOMUIBI JOJKHBI MMETh 3arojOBKH, BbIPA)KEHHbBIE
CYILIECTBUTEIbHBIM B HWMEHUTEIbHOM majexe. llox3aronoBku rpad U CTpok
JOJIKHBI OBITH COTJIACOBAHbI C 3ar0JI0BKaMH.

Ecin tabmuiy neuatatroT 0osiee yeM Ha OJHOW CTPAHUIIE HA CIIETYHOIIHUX
CTpaHUIaX MOTYT OBITh Hame4aTaHbl 3ar0JOBKHU Tpad WM UX HOMeEpa (B ciyyae,

ecny rpadbl TaOIUIIBI HAa IEPBOM JIMCTE TPOHYMEPOBAHBI).
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3.5.15. OTmeTKa 0 HaTMYUHU NPUIIOKCHUH.

OTMeTKa 0 HaJINYUH HpI/IJIO)KeHI/Iﬁ pacnojiaracrcs OT rpaHUIbI JICBOT'O ITOJIA
ITOCJIC TCKCTA IICPCH ITOAIIUCHIO.

CnoBo IIPUIIOKCHUC) IICHATACTCA B CAMHCTBCHHOM HMJIM MHOXCCTBCHHOM
YHUCJIC B COOTBECTCTBHUH C KOJIMYCCTBOM HpPIJ'IO)KCHHfI.

Ecan JOKYMCHT HMCCT IIPHIIOKCHHUC, HA3BAHHOC B TCKCTC, OTMCTKA

0 ero Hanu4uu oopMIIeTCs TIO0 clexyromien Gopme:

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

Ecan AJOKYMCHT HMMCCT IIPHUIIOKCHHUC, HC HA3BAHHOC B TCKCTC, HIJIN CCJIHU
HpI/IJIO}KeHI/Iﬁ HCCKOJIbKO, NX HAMMCHOBAaHMHA HGO6XOI[I/IMO IICPCUYUCIINTDL IIOCJIC
TCKCTa JOKYMCHTA IICPC IOAIMUCBIO C YKAa3aHUCM KOJIMYCCTBA JIUCTOB B KaKJ10OM
IMPHUIIOKCHUH 1 KOJIMYCCTBA OK3CMINIAPOB, ITPU HAJTUINH HCCKOJIBKUX HpI/IJ'IO)KeHI/Iﬁ

HNX HYMCPYIOT, HAIIpUMCDP:

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

2. Tlpumepnast HOMeHKJIaTypa aen Ha 14 1. B 1 9k3.

Ecnim  npunokenuss  cOpomrtopoBaHbl, TO  KOJMYECTBO  JIMCTOB
HE YKa3bIBaCTCS.
Ecmu mpunoxkeHne HampaBiSIETCS HE BO BCE YKa3aHHbIE B JOKYMEHTE

ajzpeca, TO OTMETKA O HAIMYUU MPUIIOKEHUST 0POpMIISETCA 0 clieytonieit popme:

[Tpunoxxenue: Ha 20 1. B 3 9K3. TOJILKO B IIEPBBIM aapec.

Ecmn k nokyMeHTy mnpwiaraercs Ipyroul IOKYMEHT, TAaKKE€ HMMEIOLUN
OPUJIO’)KEHUE, TO OTMETKAa O HAJWYMH MPWIOKEHUS OGOPMIISIETCS CIEAYIOLUM

obpazom:

[Tpunoxenue: mnucbmo Cankr-IleTepOyprckoit  M30MpaTenbHON  KOMUCCUU
or 15.11.2026 No 01-18/450 u mpuiaoxeHHMe K HEMY, BCETO
Ha 15 o

Ecan IMPHUIIOKCHUEM SABJISICTCA 000CO0ICHHBII BJIeKTpOHHBIﬁ HOCHUTCIJIb
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(KOMITaKT-AUCK, usb-duen-HakonuTeab ©W  Ap.), TO OTMETKa O HaJu4Yuu

IPUIIOKEHUST 0POPMIIAETCS CIEIYIOMUM 00pa3oMm:

[Tpunoxenue: CD B 1 3Kk3.

[Ipu »o>TOM Ha Hocurtele (BKIaabIIe (KOHBEPTE)), YKa3bIBAIOTCS
HAaWMEHOBAHUS IOKYMEHTOB, 3aITMCAHHBIX Ha HOCUTEIb, HJIM UMEHa (HaiJIoB.
B pelenusx u npukazax CBEJACHUS O HAJIMYUU MPUIIOKEHUN YKa3bIBAIOTCS

B TEKCTE, HAIIpUMeEp:

«Pa3zpaboTath M TpEACTaBUTh IMPOEKT IUIaHAa MO (opme, yKa3zaHHOU
B IprtoxkeHuu Ne 1
W

«...JIeJIaeTCsl 3aIUCh B KypHAJ YCTAaHOBICHHOUW GopMbI (TpuiioxkeHue Ne 2).»

Ecrm B gokymMeHTe, K  KOTOPOMY  OTHOCHUTCA  MPHIOKECHUE,
OHO HE YTBEPKAAETCA, & MPOCTO COAECPKUTCA CChUIKA HA HETO, TO HA IEPBOM JIUCTE
NPWIOKEHHUSI B TIPAaBOM BEPXHEM VYIVIy VYKa3bIBACTCI, K KAaKOMY PEIICHUIO
(mpukasy) MpUIIOKEHHE OTHOCHTCS, & CTPOKH MOTYT IICHTPOBAThCS OTHOCUTEIIBHO
CaMOM JUIMHHOW CTPOKH, HAIPUMED:

[Ipunoxenue
K MIpUKa3y MnpejceaaTens
TepputopuanbHoii H30MpATEIHHOM
komuccun Ne 16
ot 14 mapta 2026 r. Ne 27-pn

IIpy HanmuYMM HECKOJBKMX MNPUIIOKEHUA OHM HYMEPYIOTCS, HalpuMep,
npunoxenue Ne 1, mpunoxxenue Ne 2 u tak nanee.

3.5.16. INoamuce.

B cocraB moamucu  BXOIAT: HAaMMEHOBAaHWE JOJDKHOCTH  JIMIIA,
MOJANMMCABIIET0  JOKYMEHT, €ro COOCTBEHHOpYYHas MOJIHUCh, KOTopas
oopmiiieTcss CHUHMMH WM YEPHBIMH YEpHUJIAMH, pPacUIM(PpPOBKA MOIIUCH
(MHUIMANBI, (aMUITHS).

Ecnu noxymeHT odopmisieTcs Ha OJlaHKE TEpPUTOPUATBLHOM KOMHCCHH,

TO PCKBU3UT BKIKOYACT HAMMCHOBAHUC MOOJIKHOCTH JiMIA, IMOAIIMCBIBAOIICTO
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JIOKYMEHT, €ro COOCTBEHHOPYUHYIO MOJANUCH, PACIIU(PPOBKY NMOANUCU (MHUIIAATIBI

1 (haMUITHIO), HATIPUMED:

[Ipencenarens MIOJIINCH WHULHABI, (DaMUITHS

Eciu [0MKHOCTHOE JUIO, MOJNMCh KOTOPOTO 3aroTOBJIEHA HA MPOEKTE
JIOKyMEHTA, OTCYTCTBYET, TO JIOKYMEHT MOAMNHUCHIBAET €r0 3aMECTUTEIb WM UHOE
JMIO0, UCHOJHSIOUIEE €ro o0s3aHHOCTH. [Ipm 3TOM 00s3aTenbHO YKa3bIBAIOTCA
dakTUyeckass JOKHOCTH JIMIA, TMOAMHMCABINETO JOKYMEHT, M €ro Qamuius.
He  pomyckaercss — NOANMCHIBATH  JOKYMEHTBI  C  TPEUIOTOM  «3a»
WJIM MIPOCTABJIECHUEM KOCOU YEPTHI IIEpe] HANMEHOBAHUEM JIOJKHOCTH.

Ecnu nokyMeHT oopmiisieTcs He Ha OJIaHKE, TO PEKBU3UT CONEPKUT MOJTHOE
HAaUMEHOBaHUE JOJKHOCTH Jvna, HOJIHCABIIIETO JOKYMEHT,
€ro COOCTBEHHOPYYHYIO MOJNHUCh, pACHIU(PPOBKY MOANUCH  (MHHULIHAJIBI

1 (haMuUIINIO), HAIPUMED:

[Ipencenarens
TepputopranbHON M30MPATEITHHON KOMUCCHH
Neo 16 MOANKUCH WHUIHAIIBI, (aMUITHS

HpI/I MMOAINMUCAHNH OJOKYMCHTA HCCKOJbBKHMMH OOJIZKHOCTHBIMU JIMIAMH
HX TIOAIMCHU pacrojararoTcsa oJaHa I1oA I[pyerI B IIOCJICAOBATCIBHOCTH,

COOTBETCTBYIOIIEH 3aHUMAEMON JI0JKHOCTH, HAITPUMED:

HpCI[CGI[aTeHB IIOAIIMCH HMHHUIIHUAJIbI, (1)aMI/IJII/I$I

['maBHbI Oyxrantep MOJIIUCH WHULMANBI, (DaMUIIus

[Ipy noanucaHuym JTOKYMEHTAa HECKOJIBKUMH JIMIAMH, 3aHUMAKOIIUMU
paBHBIE  JIOJDKHOCTH, UWX TMOJNKWCU  paclojiaratdT Ha  OJHOM  YPOBHE,

Hanpumep:
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HauanbHuk mpaBoBOro otaena HauvanbpHuk
OpraHu3alMOHHO-METOUYECKOTO
oraeia
MOJAMUCh WHULHABI, (DaMUITHS MOANUCh WHULMABI, (haMUITHS

B nmokymeHnre, moAroTOBJIEHHOM KOMUCCHUEN, OAIMCH PACIIOIaratTCs OJHa
nox npyroii. [lepBeIM yKa3wIBaeTCs mpeaceaTeNlb KOMUCCHH, a (paMUJINK YJICHOB

KOMHCCHH PACIIOJIararoTCAa B aJI(I)aBI/ITHOM IMOPAAKE, HAIIPUMCP:

[Ipencenarens koMuccuu MOJIHNCH WHULMANBI, (DaMUITHS
YjieHpl KOMHUCCHH MOAITHUCH WHULMANBI, (haMUITHs
MOAITHCH WHULHABI, (DaMUITHS
MOAITHUCH WHULMANBI, (haMUIIHs

Ecnu AOKyMEHT coCTaBl€H Kak Ipuiaraemas K OCHOBHOMY JOKYMEHTY
cnmpaBka wuiu  uHboOpMaluig, TO OH OQOpMIISIETCSI B  COOTBETCTBUU
c myHKTOM 3.5.15, a BMeCTO MOANMUCH TOJ TEKCTOM JIOKYMEHTA, KakK IPaBHIIO,
yKa3bIBaeTcs haMuivsl, UMs, OTYECTBO UCTIOJTHUTES.

3.5.17. OTmeTKa 00 JEKTPOHHON MOATHCH.

[IpocTraBnsercss Ha BU3yaTU3UPOBAHHOM 3JIEKTPOHHOM JOKYMEHTE B MECTE
PaCIIOJIOKEHUST COOCTBEHHOPYYHOM MOJMUCH JOJKHOCTHOIO JIMIA B JOKYMEHTE

Ha OyMa)XHOM HOCHUTEJIe, HallpuMep:

IIpencenarens AOKYMEHT MOAMNUCAH
T o npPoCTOM noaAnNUCbLIO
CppUTOpHATIHEHON
n30upaTeTbHOM KOMUCCHH No 16 | XYBQCT/PizL78Q+0+6LTHNQPOMVDVUYS= N.B. Upununa

[eicreutenen:bes cpoka aencreuns
Bnapeneu:UpvHuHa UHra ButanbesHa

DJIeMEHThl OTMETKU 00 AJICKTPOHHON MOAMUCH JOJDKHBI OBITh BUAMMBIMU
Y YUTAEMBIMU [IPU OTOOPAKEHUU JOKYMEHTA B HATYPAIHHOM pa3Mepe.

DJIeMEHThl OTMETKU 00 JIEKTPOHHOM MOJMKUCH HE JOJKHBI IEPEKPHIBATHCS
WJIU HAKJIAJIBIBAThCS APYT HA Apyra.

DneMEeHThl OTMETKH 00 SJIEKTPOHHOW MOIINWCH HE JOJHKHBI MEPEKPHIBATH

9JIEMCHTBI TCEKCTa AOKYMCHTA M APYIrH€ OTMCTKHU 00 3J'ICKTpOHHOI>i Mo AIMMnCHu
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(Tpu HATKYHH).

B cinywae, ecnu 3JIEKTpOHHAs MOIIUCH COJEPKHUT METKY JOBEPEHHOIO
BPEMEHH, OTMETKa OO0 AJIEKTPOHHOM MOJINUCU AOJDKHA 00S3aTENIbHO BKIIIOYATh
uHPOpMAIlMI0O O JaTe U BPEMEHU NOJANUCAHUS JOKYMEHTa JJIEKTPOHHOM
MOANMCHI0. BHENTHUI BUJ METKM JIOBEPEHHOTO BPEMEHHU U BHEIIHHUW BUJ IPOCTON
JIEKTPOHHOM IOANKMCH YCTAHABJIMBACTCS JIOKAIBHBIMA HOPMATHUBHBIMU aKTaAMH
WM 1O COTJIAIIEHUIO CTOPOH JTOKYMEHTO000pOTa.

3.5.18. I'pud cornacoBanwus.

I'pud cornmacoBanusi coctout u3 cimoBa COI'JTACOBAHO 06e3 kaBbluek
Y NPONUCHBIMU OyKBaMH, HAUMEHOBAHMS TOJDKHOCTH JIMIA, KOTOPHIM COIIACOBAaH
JOKYMEHT (BKJIIoUasi HaWMEHOBAaHUE OpraHM3allliM), €ro COOCTBEHHOPYYHOMH
noanucu (mpu oQopmieHUH Ha OyMa)KHOM HOCHUTEINE), paclu(pOBKHA MOINUCH

(vHULIMAIBI, (PaMUJTKS) U IAThl COTJIACOBAHMS, HAITPUMED:

COT'JIACOBAHO
Cexperapp TepputopralibHON
n3bupatenpHO kKomuccuu Ne 16
HNOJNUCh MHULIKAIBI, (paMIIns
naTa

Ecnun  cormacoBanuwe OCymecTBISE€TCS MPOTOKOJIOM WM  MHChbMOM,
TO COTJIacOBaHUE OPOPMIISIETCS CIACAYIOITUM 00pa3oM:

COI'JTACOBAHO
MPOTOKOJIOM 3aCeIaHus
aTTeCTAallMOHHON KOMHCCHUU
TepputopuaibHON U30UPATEITHHOM

komuccuu Ne 16
ot 14 ¢gespans 2026 r. Ne 16

HIIn:

COT'JIACOBAHO
nuceMoM PocapxuBa
ot 05 mapta 2026 r. Ne 4-15/46

I'pu¢d cormacoBanusi AOKyMEHTa B 3aBUCMMOCTH OT BHJA JOKYMEHTa

¥ 0COOEHHOCTEH ero 0(hOPMIICHHS MOKET MTPOCTABIISTHCS:
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Ha MEePBOM JIMCTE JIOKYMEHTa B JIEBOM BEpXHEM YIUIy Ha YpoBHE Trpuda

YTBEPKICHUS WITH TI0]T HANMEHOBAHUEM JIOKYMEHTA OJIMKe K HIKHEMY TIOJTIO;

Ha TIOCJICTHEM JIUCTE TOKYMEHTA MOJT TEKCTOM;

Ha JINCTE COTJIACOBAHUS, SBIIAIONIEMCS] HEOThEMIIEMOH YacThIO JOKYMEHTA.

3.5.19. Busa.

BayTpeHnHee coriacoBaHue NpoekTa JOKyMeHTa 0(pOpMIIsIeTCSl BU3OM.

CornacoBaHue MPOEKTa JOKYMEHTAa MOXET OCYIIECTBISTHCS CpEICTBAMU
[11. Ilpu coriacoBaHuM MNPOEKTa TOKyMEHTa Ha OYMa)KHOM HOCHUTEJE BHU3a
BKJIIOYAECT TOJANKUCH BHU3UPYIOIIETO, pPACIHIUPPOBKY TOANMUCH (MHUIUAIBI,
dbammwius) W AaTy, OpU HEOOXOIUMOCTH MOXET ObITh yKazaHa JIO0JKHOCTh

BHU3HUPYIOIICTO, HAIIPUMCP:

Cexperapp TepputoprabHON
n3bupartenpHOM Komuccuu Ne 16

IMoAITNCH HWHUIIMAJIbI, (baMI/IJ'H/ISI
JgaTa

[Ipn Hanmuuuu 3aMeyaHuil K JOKYMEHTY BHU3a O(OPMIIAETCS CIEAYIOIINM
obOpazom:

3ameuaHus MPUJIararTCs

Cexperapp TeppuTopraibHOM
n3bupatenpHoOi komuccuu Ne 16

IMOAITNCH HMHHUIIUAJIbI, (baMI/IJII/ISI

JgaTta

3aMeuaHusi  W3JaraloTcsi Ha  OTACIBHOM  JIUCTE€,  TOJANMMCHIBAIOTCS
Y TIPWIATAOTCS K IOKYMEHTY.

JlonyckaeTcst HOJIMCTHOE BUBUPOBAHUE JOKYMEHTOB U MPUIIOKEHUN K HAM.
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Ecan MNOAJIMHHUK JOKYMCHTA OCTACTCA B TeppI/ITOpHaHBHOﬁ KOMHUCCHUH, BU3BI

MPOCTABISIIOTCS B HWKHEM YacTH OOOpPOTHOM CTOPOHBI MOCIEIHErO JHUCTa
MOJIMHHUKA IOKYMEHTA.

JIns MOKyMEHTa, MOJJIMHHUK KOTOPOTO OTHPABISAIOT U3 TEPPUTOPUAIBHOU
KOMUCCHH, BUA3bI MPOCTABIIAKOTCS B HKHEN YAaCTH JIMLIEBOM CTOPOHBI MOCIECIHETO
JIMCTa KOMHUU OTHPABIISIEMOTO IOKYMEHTA.

3.5.20. IeyaTs.

[leyatp  3aBepseT MOJJIMHHOCTh  MOMANKWCH  JOJDKHOCTHOTO — JIMIA
Ha JIOKYMEHTaX, YJOCTOBEPSIOIIMX MPEIyCMOTPEHHBIE MPABOBBIMU aKTaMU
MOJTHOMOYHUS  JIOJDKHOCTHBIX —JIUI[ WM (UKCUPYIOMIUX (DAKTBI, CBA3aHHBIC
c  (GUHAHCOBBIMM  CpEICTBAMHM, a TaKke Ha  HHBIX  JIOKYMEHTax,
MPEyCMAaTPUBAIOIINX 3aBEPEHNE NOIJIMHHOM MTOIHCH.

[leyatp crTaBUTCS Ha CBOOOJHOM OT TEKCTa MECTE, HE 3aXBaThIBas
COOCTBEHHOPYYHOM MOJAMUCH JIOJDKHOCTHOTO juia. Iledath MokeT 3axBaThIBaTh
4aCcTh HAUMEHOBAHUA JIOJKHOCTH JIMIA, TOAMUCABIIETO JOKYMEHT.

B noxymeHTax, MOATOTOBJICHHBIX Ha OCHOBE YHHQHUIIMPOBAHHBIX (GOpM,
1eyaTh CTaBUTCS B MecTe, 0003HAYCHHOM OTMeTKOW «MII» niu uHBIM 00pa3oM.

3.5.21. OT™meTKa 0 3aBepEeHUHN KOIIHH.

JIns 3aBepeHHs] COOTBETCTBUS KOMNHWHM JOKYMEHTA TMOJIMHHUKY HUXKE
pekBu3utra «llogmuce» MNpPOCTABIAAETCSA OTMETKA O 3aBEPEHUM  KOMUU —
3aBepuTEIbHAs HaANUCh «BepHO», MOMKHOCTH JMIA, 3aBEPUBIIETO KOIHIO,
ero COOCTBEHHOpYYHAas MOAMUCH, pacmudpoBKa NOAMUCH

Y JlaTa 3aBEPEHUsI, HAIPUMED:
Bepno
[Ipencenarens TeppUTOPHATEHON KOMUCCUA
ITOJITUCH WHULHABI, (DaMUITHS

maTta
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JlomyckaeTcsi 3aBepsATh JTOKYMEHTBI OTMETKON «BepHo» mpocTaBieHreM

mramMna ¢ yKa3aHueM  JIOJDKHOCTM — JIMI[A,  3aBEPHUBIIET0  KOIMIO,
ero coOCTBEHHOPYUYHOU MOJIIKCH, paciu(PpOBKY MOMUCH U IaThl 3aBEPEHUS.

B  ciuydasx, nOpeayCMOTPEHHBIX  3aKOHOAATEIbCTBOM  Poccuiickon
®denepauuu 0 BbIOOpax M pedepeHayMax, MpPU 3aBEPEHUU KONUU JOKYMEHTa
TaK)Ke MPOCTABJISIETCS BPEMSI 3aBEPEHHUSI.

[Ipu mepechUIke KONMUU JOKYMEHTa B JPYyrue OpraHu3alliy WU BblJaye
€€ Ha pyKHU 3aBEpUTENIbHAs HAJIIUCh YAOCTOBEPSETCS COOTBETCTBYIOINIEH MeUaTho.

JIucThl MHOTOCTPAHMYHBIX KONHM HYMEPYIOTCA, OTMETKAa O 3aBEpPEHUU
KOIMM  JIOTIOJHSETCS  yKa3aHMeM  KOJIMYecTBa JHUCTOB  kommu  «Bcero
B KONWM ___ JIUCTOB». Ha KONMUAX MHOTOCTPAaHUYHBIX JTOKYMEHTOB OTMETKA
O 3aBEpEHHUM KOMUM IMPOCTABIAETCS HA  KaXJAOM JIMCTE JIOKYMEHTa
WIM Ha TOCIEOHEM JIMCTE MPOIIMTOIO0 WIM CKPEIJIEHHOTO HWHBIM 00pa3oM
JOKYMEHTA.

3.5.22. OtmeTka 00 UCTIOTTHUTEIIE.

OtmeTka 00 WCHOJSHUTENE BKIIOYAeT B ceOst (haMuinio, UM U OTYECTBO
(MpyY HaTWUYHMK) UCTIOTHUTENS JTOKYMEHTa M HOMEp ero ciykeOHoro rtenedoHa
C KOJOM pervoHa (B cilyyae HampaBlIeHUs JOKYMEHTa B ajpec N30upaTesbHbIX
KOMHUCCHUNM MOXET YyKa3bIBaThCs HoOMep cayxkeOHoro Ttenedona ATCB).
OTMmeTKy 00 MCIIOJIHUTENIE PACIIONaralT Ha JUIEBON WU, TIPU OTCYTCTBUU MECTA,
Ha OOOPOTHOIM CTOPOHE MOCJEIHEro JUCTa JOKYMEHTAa B JIEBOM HWKHEM YTy

mpudTom 10 MyHKTOB, HATTPUMED:

3y6apes Bragumup Uitk
(812) 356-85-31

3.5.23. OT™meTKa 00 UCTIOTHEHUU JOKYMEHTA.

OTtmeTka 00 HCIOJHEHUU JIOKYMEHTa M HaIlpaBICHWU €ro B JeJo
MOTYT BKJIIOYAET CJICAYIONIME JaHHbIE: KpaTKuE CBEIACHUS 00 MCHOJHEHUU
JOKYMEeHTa (IIpY OTCYTCTBHH JOKYMEHTA, CBUJETEIbCTBYIOIIETO 00 MCIIOTHEHHH),

JaTy ¥ HOMEpP MMEIOUIErocs TOKyMeHTa 00 UCTIOJHEeHUH, cioBa «B nemno», Homep
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nena, B KOTOpoM OyeT XpaHUThCA TIOKYMEHT, JaTy, MOANUCh (pu 0hOpMIIEHUU

Ha OyMa)KHOM HOCHTEJIE) MpeIceaaTeNsl TEpPUTOPUATBHON KOMHUCCHH.
3.5.24. nenTuduxaTop 3JeKTPOHHOU KOTIMHU JOKyMEHTa (KOJIOHTHUTYII).
Nnentudukatop (uMs (aiina Ha MAITTHOYNTAEMOM HOCHUTEJIE) DIICKTPOHHOK
KOIUM JTOKyMEHTa (KOJOHTHUTYJI) MOXET MPOCTABISATHCS B JIEBOM YITy HUKHETO
MOJISL KXKAO0W CTPaHUIBl JOKYMEHTa MIPU(GTOM § MyHKTOB, HAIIPUMED:

K0305298

3.5.25 Wtpux-koxa (QR-komx) noKymeHTa.
[Ipu wWCHOMB30BaHWM IMTPHUX-KOJA, €r0 CIeAyeT pa3MemaTh B TPaBOM
HIUOKHEM YIJIy TiepBOro Jmcra. Ecioum Mecta HEZOCTaTOYHO, JOMYCKaeTCs

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

4. Opranu3anusi padoThbl ¢ HCXOAAIIMMU (OTHIPABJISIEMbIMHU)
JOKYMEHTAMHU

4.1. Pabota ¢ oTopaBiasieMbIMH (MCXOIAIIMMHU) W3 TEPPUTOPUATIBLHOM
KOMHUCCHUHU JOKYMEHTAMH BKJIIOYAET UX PErUCTPALMIO, MPOBEPKY MPABUIBLHOCTH
oopmiieHHUs, B TOM UHMCJE€ HaJU4ME MOJHOTO ajpeca U ero TOYHOCThb, HaJIUuue
NOJJIMHHON ToAnucH (IUIsl 3JIEKTPOHHOTO JTOKYMEHTa — MPOBEpPKa IMOIMHHOCTU
ANICKTPOHHON TOAMMCH), JPYTHMX HEOOXOIUMBIX JJIEMEHTOB OGOPMIICHUS,
YKa3aHHbBIX IPUJIOKEHU, U OTIIPABKY.

4.2. Vicxondamme JTOKYMEHTHI IedaTaroTcsi Ha OJaHKaX yCTaHOBJICHHOMN
dopMbl, OodOopMIIIIOTCI B COOTBETCTBUM C TMOJOXKEHUsSMU MHCTpyKIMH
u peructpupytorces B [1J[ unu apyrux peructpaimoHHO-y4eTHBIX (hopMax.

4.3. OtnpaBka JOKYMEHTOB u3 TEPPUTOPHUATBHOM KOMMCCUU
OCYIIECTBIISIETCS. OpraHamu (eaepaibHON  (PebIbErepCKON WM  CIIEIUATBLHOM
CBS3M, TIOYTOBOHM, TenerpadHoil cBs3plo, cpeactBamu IIJI, mo kaHamam
(baKCUMUIBHON CBSI3U, JIEKTPOHHOM MOYTOU B ceTn MIHTEpHET niu HapOYHBIM.

4.4, ITpu odopmiieHHH OTHPABISAEMBbIX (MCXOMSIINX) MUCEM, B TOM YHCIIC
IIpU MOATrOTOBKE MPOEKTOB IuceMm cpeactBamu II/[, u TenerpaMm HCIOTHUTEND
YKa3blBa€T IMOJHBIA IOYTOBBIA (BKJIIOYAas MHAEKC) aapec OpraHu3aluuu

WA T'pa)KIaHUHA.
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4.5. OrnpapnsieMble  (UCXOIAIIME)  JTIOKYMEHTBI ~ MOTYT  TOTOBHUTHCH,

COTJIACOBBIBATHCS M MOANMUCHIBATHCS cpeacrtBamu [1/1.

Hcxongmpe mnucbMa  HANpaBIAIOTCS 32  MOJIUCHIO  MpeJceaTes
TEPPUTOPUAIBHOM KOMHUCCHUHU, B €ro OTCYTCTBUE —3a IOJIUCHI0O 3aMECTHUTEIs
npenaceaarens WIM WHOTO YJeHAa TEePPUTOPUATBHONM KOMHCCHH, HCIOJHSIOLIETO
00s3aHHOCTH  TpeacenaTeNs, Ha  COOTBETCTBYIOIIEM  OJlaHKe  mHUCchMa
(Tp1 MOATOTOBKE MCXOSIIMX JOKYMEHTOB cpeacTBamu [1J[ — cooTBeTCTBYROMIMX
AIIEKTPOHHBIX 11a0J0HAX OJJAHKOB JOKYMEHTOB).

4.6. C ucnonb3oBanueM [1J] wim apyrux perucTpaliioHHO-YYETHBIX (HOpM
JIOKyMEHTaM TPUCBANBACTCS UCXOJANIUN HOMEpP, KOTOPBIM COCTOMT W3 HMHICKCA
Jiena Mo HOMEHKIIAType el U TMOPSAKOBOTO HOMEpa JIOKYMEHTA, pa3/ielICHHBIX
Kocou yeprToil. Mcxonmdmmii HOMEP YKa3bIBA€TCS TAKXKE Ha KOMHMM JOKYMEHTA,
ocraromeiicss B gene. Hymepamuss HCXOAAMIMX JOKYMEHTOB OCYIIECTBIISIETCS
B TIpejieliax KaJeHAapHOro roja.

[Ipu perucTpamuu HUCXOIAIIETO JTOKYMEHTAa B PETHUCTPAMOHHO-YYETHOM
dbopme 00s3aTENIbHO YKA3bIBAIOTCS CIEAYIONINE PEKBU3UTHI: JIaHHbIE 00 ajapecare
(pamunmsi, umsi, oT4ecTBO (IIPU HATUYKMK) (HUINIECKOTO JIUIIA WM HAMMEHOBAHHE
OpraHM3aliM, KpaTKoe COJAep)KaHWe JOKYMEHTa, WCIOJHUTENb TOKYMEHTa,
€ro COMCITOJIHUTENH, KEM OH TOJIMUCAH, a TAaKKe KOJIMYECTBO JIUCTOB OCHOBHOTO

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

IIpu  peructpanum  HUCXOISALIETO  JIOKYMEHTa  JleNlaeTca  CBA3KA
C BXOJISIIIIUM JOKYMEHTOM Ha KOTOPBIM TaeTCsl OTBET (€CIU TaAKOBOM UMEETCH).

4.7. OTnpaBka UCXOIAIIMX JTOKYMEHTOB cpenactBamu IIJ[ ocymectBisieTcs
JIUIIOM, UMEIOIITUM JOCTyM K padote ¢ T1]1.

NHple M0KyMEHTBI MOTYT OBITH OTIIpaBJIeHbl OpraHamu (denepaibHON
denpbaberepckoll WM CHENUAIbHOM CBS3M WM TOYTOM TIO  YKa3aHUIO

npejacenaress TeppUTOpUaIbHON KOMUCCUU.
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4.8. Ins nepenaun ucxojsuiero Aokymenrta 1]l umu snekTpoHHON MOYTON

B cetu HHTepHET oOTHpaBiIsieMbld JOKYMEHT O(OpMIIIETCS B COOTBETCTBUU
¢ TpeboBanusiMU MHCTpYyKIIUU.

B cnydae perucrpanuu gokymenta B [1J] Tekct nokymenrta B ¢opmare doCxX
win XIsX wiM AMeKTpoHHBIA 00pa3 mokymeHTa B ¢opmare pdf (mpu wammdamm
CKaHHUPYIOIIETO YCTPOMCTBA) MPHUCOCAUHSETCS K PEruCTPallMOHHOM KapTouke
Y OCYLIECTBJISIETCS €r0 OTIPABKA.

[Ipu mnoaroroBke moKymMeHTOB cpenactBamu [IJI ¢ wucnons3oBanuem
AIEKTPOHHON MOJNHUCH TOCIE MOANHCAHUS JOKYMEHTHl MOTYT aBTOMAaTHYECKU
peructpupoBatbesi U HanpaBiATbea B LIUK Poccun, @M nmpu LUK Poccun,
PIHOUT npu LUK Poccuu, Cankr-IleTepOyprckyro n30upaTebHYI0 KOMHCCHIO,
uHble n30UpaTenbHble KOMHccHH — CcyOBekToB  Poccuiickoii  ®denepanuu,
TEPPUTOPUATHHBIE KOMUCCHH.

4.9. IIpu oTmpaBke TejaerpaMMbl OOJiee YeM B YeThIpe ajpeca 0hopMIIIeTCs
NOJJIMHHUK, KOMMS W JBa DOK3EeMIUIApa NOANHMCAHHOIO CIHUCKAa PAaCCHUIKU
C YKa3aHWeM TIOJHBIX TIOYTOBBIX (BKJIOUas TOYTOBBIM MHJIIEKC) aJpPECcOB.
Ha tenerpad nepenaroTcs MOATUHHUK C OJHUM DK3EMIUIIPOM CIHCKA PACCHUIKU
U KONHUA TeJNerpaMMbl, KOTOpass C OTMETKOM O T[epefgavye TeJerpaMMbl
BO3BpALIAETCA B TEPPUTOPUAIBHYIO KOMUCCHUIO U BMECTE CO BTOPBIM 3K3EMILISIPOM
CIUCKA PACCBUIKH MOIINBAETCS B JEIO.

4.10. Tlpu otmpaBke muichMa 0OoJjiee YeM B UETHIpE ajJpeca COCTABIISICTCS
CIIUCOK PACCBUIKM YCTaHOBJIEHHOW (opmbl (mpmioxenue Ne 6), KOTOpbIi
MOJNKCHIBAECTCS MPECEIaTeIeM, B €ro OTCYTCTBUE — 3aMECTUTENIEM MpeceaaTens
VI WHBIM YJICHOM TEPPUTOPHATBHOW KOMHMCCHH, UCIIONTHSIONUM OOsI3aHHOCTH
npeacenareias TeppUTOpUaNbHOW Komuccuu. I[locne peructpanuum  MUCHMO
TUPAXHUPYETCS B HEOOXOJMMOM KOJIMYECTBE U oTmpasisercs. [Ipu moaroToske,
COTJIACOBAHUM W MOJNUCAHUU muceM cpeactBamu 1] cnucok pacChbUIKM Takke
rorosurcs cpeacrsamu [1/1.

Ecnu nuceMo wnu TenerpamMma HampasiisieTcsi HE 0Oojiee YeM B 4EThIpe

aapeca, TO MoaAIrcCbIBacTCA K&)Kﬂblﬁ 9K3CMILIIAD.
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4.11. OtnipaBKka JOKYMEHTOB MPOW3BOIAUTCS €XKEIHEBHO B 4Yachl PadOTHI

TEPPUTOPUATBHON KOMUCCHH, KPOME BBIXOAHBIX U HEPAOOUNX MPa3THUYHBIX JHEH.

OtnpaBka HCXOIAIIUMX JTOKYMEHTOB TIOCJE€ OKOHYaHUs padodero [Hs,
B BBIXOJIHbIE W Hepabouyue TMpa3JIHUYHBIE JHH, B TEPUOJ MOATOTOBKHU
U TpOBEACHUS HW30HMpATEIbHBIX KaMIIAHUW OCYLIECTBISETCS M0 YKa3aHUIO
npejacenaress TEPPUTOPUATBHOM KOMUCCHUU JIMOO B COOTBETCTBUHU C PEIICHUEM
TEPPUTOPUAITBHON KOMUCCHH.

4.12. JIokyMEHTbl ¢ OTMETKON O CpOYHOCTHU JOCTaBKU «BecbMa CpouHO»
U «CpoyHO» OPOPMIISIFOTCS HE3aMEUIMTEIbHO, MOTYT OTIPABIATHCS CPEICTBAMU
[1/1, mo xaHamaM (QakKCUMHIBHOM CBSI3U, 3JEKTPOHHOW MOYTOW B cetu MHTepHer,
HapOYHBIM U/WJIM NIEPEelaBaThCs B OTAEI (ENbIbErepCKOi Wi CEUaTbHOMN CBSI3U
JUIsl JIOCTaBKM B TIEPBYIO OYEpPEIb B COOTBETCTBUM C TpaUMKOM MaplIpyTOB
benbanerepeil.

4.13. JlokyMeHTbl 0e3 OTMETOK O(QOpPMIISIOTCS IO Mepe MMOCTYIUICHUS
¥ MOTYT OTIpaBisAThCs cpeactBamu 11/l w/mnm nepenaBaTbCs B OTAEN JOCTABKU
Genbaberepckoil WM CHEUMaTbHOW CBSI3M, TJ€ OTIpaBKa OCYIIECTBISETCS
B COOTBETCTBUU C IPa(UKOM BBIIIOJHEHUS MApLUIPYTOB B ONTUMAJIbHBIE CPOKH.

4.14. JlokyMeHTbI, HampaBiseMble TIpaXJaHaMm II0 MOYTOBOMY aJIpecy,
yKa3aHHOMY UMH B OOpallleHUuH, OTIPABISIOTCS Yepe3 MOUYTOBOE OT/EICHHUE CBS3U
MPOCTHIMU TOYTOBBIMH OTIIPABICHUSMHU WJIM 3aKa3HBIMU TUCbMaMHU.

4.15. JlokymMeHThI, TiepenaBacMbie 10 KaHalaM (aKCUMIIBHOW CBSI3H,
PETHCTPUPYIOTCS B OPAJIKE, YCTAHOBICHHOM ISl HCXOASAIIMX JOKYMEHTOB.

4.16. Vcxopsuiye TOKYMEHTBI, O(pOpMIIEHHBIE ¢ HapylIEHUEM TPeOOBAHMIMA
WMHCTpyKIMKM, K OTIPAaBKE HE MPUHUMAIOTCS M BO3BPAILAIOTCS HCIHOJHUTEISAM
Ha 10paboTKy. KoppecnoHAeHIMS HECTy>KEOHOT0 XapaKkTepa, B TOM YHCIIe JTUYHAs
KOPPECTIOHJEHIUS, K OTIPABKE HE TPUHUMAETCSI.

4.17. Konuu MCXOANINX JTOKYMEHTOB, O(GOPMIIEHHBIX Ha OyMa)KHOM
HOCHUTENIe, TOMEIIAITC B JEJI0 B COOTBETCTBUM C HOMEHKIATYypOH Jen

TEPPUTOPUAIIBHON KOMUCCHH.

5. OcobenHOCTH PadOTHI € JJIEKTPOHHBIMHU JOKYMEHTAMU
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(ocymecTBiieHne padotsl ¢ JokymenTamu B I1]1)

5.1. DneKTpoHHbIE JTOKYMEHTHI SBISIIOTCS OQPUIMATBHBIMU JOKYMEHTAMH.
DNeKTpOHHBIC JOKYMEHTHI CO3Al0TCs, 00padaTreiBatoTcs U Xpansares B 111,

5.2. DNEKTPOHHBIN JTOKyMEHT JOJKeH ObITh OQOpMIIEH Mo 00Ium
npaBuiaM  JICTIONPOM3BOJICTBA W UMETh  PEKBHU3UTHI,  YCTAHOBJICHHBIE
JUISL aHAJIOTHYHOTO IOKyMEHTa Ha OyMa)KHOM HOCHTEJIE.

5.3. B  TeppuropHanbHOW  KOMHUCCHUU  HMCIOJB3YIOTCS  DJIEKTPOHHBIC
JIOKYMEHTBI, a TakXKe DJEKTPOHHbIE O00pa3bl JOKYMEHTOB, IOJIyYCHHbIC
B pe3yJbTaTe CKaHUPOBAHUS IOKYMEHTOB Ha OyMa)KHOM HOCHUTEJIC U XPaHSIIUECS
B I1JI.

5.4. ]lns TmOATBEPkKACHUS TMOJJIUHHOCTA TPU TMepenade dSICKTPOHHBIX
JIOKyMEHTOB B JIpyTHM€ TOCYJIapPCTBEHHBIC OpTraHbl, OpPraHbl MMyOJMYHON BIACTH
dbenepanbHoit Tepputopun «CHpUYC», OpraHbl MECTHOTO CaMOYIpaBJICHUS,
OpraHM3alvsIM M TPakKJIaHaM JOKYMEHTHI 3aBEPSIOTCS AJICKTPOHHON MOAMHUCHIO
JOJDKHOCTHOTO JIMIA TEPPUTOPUATBHOM KOMHCCHM, MOANUCABIIETO JTOKYMEHT,
B cooTBercTBUM ¢ DepepanbHbiM 3akoHOM OT 06 ampenst 2011 roma Ne 63-D3
«O0 2JIEKTPOHHON MOITUCH.

5.5.1lpu 00paboTKE, paCCMOTPEHHH, COTJIACOBAHWU U TMOJNUCAHUU
AIIEKTPOHHBIX JOKyMEHTOB B IIJ[ BO BHYTpEHHEM JTOKYMEHTOOOOPOTE MOTYT
UCIIOJIb30BAThCS  CIMOCOOBI  MOATBEPXKICHUS  JEHUCTBUIM C  DJIEKTPOHHBIMHU
JOKYMEHTaMH, TpPH KOTOPBIX OJEKTPOHHAs MOJNHCh HE HCHOJIb3YETCH.
Nnentudukaius AOTKHOCTHOTO JIHMIA MPOU3BOAUTCA MO €ro y4eTHOM 3amucu
B IIJI 1mb0o MOXET WCHOJb30BaThCS TPOCTAast DJICKTPOHHAS  IOJIHCH.
Takke mpocras SJeKTPOHHAS MOJMKUCH MOXKET MCIOJIb30BATHCS MPU HAMPABICHUU
anekTpoHHbIX JokyMeHTOB B [IMK Poccuu, ®IU npu UK Poccun, PLIOUT
npu [[UK Poccun, Cankr-lIletepOyprckyto u30upartenbHyl0  KOMHCCHIO,
Hn30UpaTesIbHbIC KOMHUCCHUU CyOBEKTOB Poccutickoi denepanuu,
TEPPUTOPUATHHBIE KOMUCCHH.

5.6. CocraBnenue, oopmiIeHHE U COTJIACOBAHUE IMPOEKTOB AJIEKTPOHHBIX

JOKYMCHTOB  OCYHICCTBJIACTCA  IIO 06HII/IM npaBujiaM  JCJIOIMPOU3BOACTBA,
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YCTAHOBJICHHBIM B OTHOHICHHMHM AaHAJOIHMYHBIX JOKYMCHTOB Ha 6YM8,}KHOM

HOCHTEIE.

5.7. IlepeueHb NTOKYMEHTOB, CO3JaBAaE€MbIX, XPAHUMBIX U HCIOJb3yEMBbIX
UCKIIIOUUTENTFHO B (OpMe  DJIEKTPOHHBIX  JIOKYMEHTOB,  OIpelemsercs
HOMEHKJIATYpPOU JIEJI.

5.8.IlpueMm u oTOpaBKa OdJIEKTPOHHBIX JOKYMEHTOB OCYIIECTBIISIOTCS
JOJUDKHOCTHBIM  JIMIIOM, HMEIOIUM JocTynn K padore c IIJI[, Takxke Moxker
OCYILECTBIISITECA aBTOMATUYECKasi OTIPaBKa JTOKYMEHTOB, MOANUCAHHBIX IIPOCTON
anekTpoHHOM  moamuchto  cpeactBamu  [IJI B UK  Poccum, OIU
npu UK Poccun, PIHOUT npu IIMUK Poccuu, Cankr-IlerepOyprekyto
n30MpaTebHYI0 KOMHCCHIO, M30UpaTelbHbIE KOMUCCUU CYOBeKTOB Poccuiickoit
denepanyiv, TEPPUTOPUATIBHBIE KOMHUCCHUH.

5.9.llpu mnonmyuyeHum »>nekTpoHHBIX AokymeHToB wu3 [[MK Poccun,
O mpu UK Poccuu, PLHHOUT npu LUK Poccum, Cankrt-IleTepOyprckoit
M30UpaTEeIbHOM KOMHCCUHU, M30MpaTeIbHBIX KOMHUCCHM CyOBekTOB Poccuiickoi
Qdenepaliiv, TEPPUTOPHUAIBHBIX  KOMHUCCHM, IOJNUCAHHBIX  3JEKTPOHHOMU
MOANUCHIO, OCYIIECTBIIAETCS IPOBEPKA ACHCTBUTEIBHOCTH 3JIEKTPOHHOW MOIUCH
cpeactBamu [1]1.

5.10. ITpu BKJIIOUECHHH DJIEKTPOHHBIX JOKymMeHTOB B IIJ] dopmupyrorcs
pPEruCTpallMOHHO-YUETHBIC JaHHBIE O JOKYMEHTE, 00eCIeUnBaroIue ynpaBicHUE
JIOKYMEHTOM, B TOM UYHCJI€ €r0 MOUCK, JOCTYI K JOKYMEHTY, KOHTPOJb, XpPAaHECHHE
U HCIoIb30BaHue (mpuitoskenue Ne 7).

5.11. Tlpu  mepemaue  MOCTYNMUBIIMX  AJIEKTPOHHBIX  JIOKYMEHTOB
Ha pacCMOTPEHUE, HANpPaBJICHUU DJIECKTPOHHBIX JOKYMEHTOB HCIOJIHUTENSM,
OTHPABKE U XPAHEHUU HJICKTPOHHBIX JOKYMEHTOB BMECTE€ C HUMHU IMEpearoTCs
(HampaBIISIOTCS, XPAHATCS) UX PETUCTPALIMOHHBIC JTAHHBIC.

5.12. Enununieii yuera 3JIEKTPOHHOTO JOKYMEHTA SIBIISCTCS DJICKTPOHHBIN
JIOKYMEHT, 3aperucTpupoBasHbii B 11/1.

DJIEKTPOHHBIE JOKYMEHTBI, HUMEIOIINE TMPUIIOKEHUSA, PETUCTPUPYIOTCS

N YUUTBIBAIOTCA KaK OAWH JOKYMCHT.



35
5.13. DneKkTpoHHbIE JTOKYMEHTHI (OPMHUPYIOTCS B Jiejla B COOTBETCTBUU

C HOMEHKJIaTypOH JIeJ1 TEPPUTOPUATHBHON KOMUCCUU U UHACKCUPYIOTCS B OPSIJIKE,
YCTaHOBJICHHOM B OTHOILEHUU JEJI, COCTABJICHHBIX U3 JJOKYMEHTOB Ha OyMa)KHOM
HOCHTEJIE.

[Ipu cocraBiieHMH HOMEHKJATYpbl JI€J YKAa3bIBA€TCSA, 4YTO JIEJIO BEAETCA
B DJIEKTPOHHOW (hopMe, 4YTO OTMEYaeTcss B 3aroJioBKe Jena Wik B rpade
«ITpumeuanue», Hanpumep:

[TocranoBnenus llenTpanpHoil wu30UpaTenbHOM Komuccun Poccuiickoi
®epnepanuu. Konnn. D1€KTPOHHBIE JOKYMEHTHI.

5.14. DNeKTpOHHBIE JIOKYMEHTBI MOCI€ MX HWCHOJHEHHS MOJJjIexar
XPAHEHUIO B YCTAHOBJICHHOM MOPSJAKE B TEUEHHUE CPOKOB, MPEIYCMOTPEHHBIX
JUTSL aHAJIOTMYHBIX TOKYMEHTOB Ha OyMa)XHOM HOCHUTEJIE.

5.15. Mecto XpaHEHHsI DJJIEKTPOHHBIX JOKYMEHTOB JI0 HUX Iepenadu
Ha apXWBHOE XpaHEHWE, BHUJ HOCHUTENEH, Ha KOTOPBIX OHHU XpaHATCs, (HOpMaThl
UX TIOCTOSHHOTO M JIOJTOBPEMEHHOIO XPAHEHHUsS OMNPENEISIOTCS € Y4EeTOM
UCIIOJB3YEMBIX B TEPPUTOPHAIBHOM KOMHUCCHM MNPOrpPaMMHO-TEXHUYECKHUX
CPEACTB, HOPMAaTUBHBIX AaKTOB W METOJUYECKUX JIOKYMEHTOB Pocapxusa,
ApxuBHoro komuteta Cankt-IlerepOypra.

5.16. DkcrnepTu3a LEHHOCTH AJIEKTPOHHBIX JTOKYMEHTOB OCYIIECTBIISETCS
B 00IlEM MOpSAKE, YCTAHOBJIEHHOM B OTHOIIEHWU JOKYMEHTOB Ha OyMa)KHOM
HOCHTEJIE.

5.17.Ilocne  wWcCTEUYeHUS] CPOKA, YCTAHOBJIEHHOTO JUIsi  XPaHECHUS
AIIEKTPOHHBIX Jed (JMEKTPOHHBIX JOKYMEHTOB), OHHM TMOJJICKAT YHUUYTOXKCHUIO
C COCTaBJICHMEM aKTa YCTaHOBJICHHOU (opmbl (Tpuitoskernue Ne 16).

5.18. DneKkTpoHHbBIC JOKYMEHTHI, TOJICKAIINUE JIUTCIBHOMY XPaHECHHIO,
NepPealoTCsl Ha apXMBHOE XPAHEHHE IO OMHUCAM C OPOPMIICHHUEM aKTa MpUeMa-

nepeaadun 3JICKTPOHHBIX NTOKYMCHTOB Ha apXHUBHOC XpPAHCHHUC.

6. Oco0ennocTH PadoTHI ¢ OOpaIIEeHUMH TPAMKIAAH.
Opranu3anys JUYHOI0 NpHeMa rpaxKIaH
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6.1. Opranuzamnust paboThl ¢ OOpalleHUSIMH TPaKIaH OCYIIECTBIACTCS

B COOTBETCTBUU C pazjesioM 2 MHCTpyKIIMU ¢ y4eTOM OCOOCHHOCTEH, YKa3aHHBIX
B JJAHHOM pa3Jiere.

6.2. O6paieHust B TEpPpUTOPUAIBHYI0 KOMUCCUIO MOTYT OBITh HAIlpaBJICHBI
B MUCbMEHHOHU (hopMme, a Takke B (popMe IIEKTPOHHOTO JOKYMEHTA.

6.3. O6pamienne B (opmMe BIEKTPOHHOrO JOKYMEHTAa HallpaBisercs
C HCIOJb30BaHHWEM CTpaHMIbl oduiuuanbHoro cairta Cankr-lIleTepOyprekoi
n30upaTeabHON KoMHUCCUU B ceTH MHTepHeT, IpelHa3HaueHHON ISl HalpaBJICHUS
oOpallleHuii B TEPPUTOPUATBHYIO KOMHCCHIO (Janee — 3JIeKTpoHHast ¢opMa
oOpalieHuit).

HanpaBnenue  oOpamenuii. B (QopMe  3JIEKTPOHHOTO  JOKYMEHTa
B TEPPUTOPUAIBHYIO KOMHUCCHUIO  OCYIIECTBIIIETCS  MOCIE  IPOXOKICHUS
3asiBUTENEM MJICHTU(PUKAIMKU W ayTeHTU(PHKAUUKU TOCPEACTBOM (heaepabHON
rocy1apCTBEHHOM MH(OpMaLMOHHON cucTeMbl «Efaunas cucreMa uaeHTU(pUKauu
U ayTeHTUUKAMM B HHPpACTPyKType, obOecrneunBarouiell MHOOpMaMOHHO-
TEXHOJIOTMYECKOe B3aMMOJEHCTBHE HH()POPMALMOHHBIX CHUCTEM, MCIIOJIb3YEMBbIX
JUTSL TIPEAOCTABIICHUS] TOCYAAPCTBEHHBIX U MyHULMIIAIBHBIX YCIYT B 3JIEKTPOHHON
dbopmer.

DnexTpoHHas ¢opma oOpalleHHi JOHKHA MpelycMaTpuBaTh 3allOJHEHUE
ajpeca SJEKTPOHHOW TMOYTHI, Ha KOTOPBIA JIOJDKEH OBbITh HAmpaBi€H OTBET
Ha oOpallieHue, crenruaibHOro Mo ISl BBOJA TEKCTa OOpaleHMs], COJEpKaIIero
€ro CyTh, BO3MOXHOCTb IPUJIOKEHUS TOKYMEHTOB U MaT€pUaOB B AJIEKTPOHHOMN
dbopme, MOATBEPKIAIOIINX JOBOJBI OOpAIEHNUS, & TAKKE MOXKET MPEeyCcMaTpUBaTh
BO3MOYKHOCTh  YKa3aHHWS JONOJHUTENbHBIX CBEICHUW, YTOUYHAIOIIMX CYTh
oOparieHus.

6.4. Conepxainiriecss B HalpaBJICHHBIX B (OpMe 3JIEKTPOHHOIO JTIOKYMEHTa
oOpallleHUsIX CBEACHUSA, a TaKkKe TMpuiIaraéMble Marepuanbl (MpyU HaJIUYMN)
BRojsATca B [IJI 71mbo B Japyrue perucTpaloHHO-ydeTHble (opmbl. BBon
CBEJCHUI, COJEPKAIIMXCS B HAMpaBICHHBIX B (POpME 3IEKTPOHHOTO JOKYMEHTa

O6paH_[eHI/I}IX, npujiaracMblX MaATCpHUaIOB U HX PCTrUCTpAlMA OCYIICCTBIIAIOTCS
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HEe Mo3AHee TpexX pabouyux AHEW CO JIHsS HaIpaBlieHHs OoOpallleHHs, a B MEPHO

NPOBEJCHUSI  COOTBETCTBYIOIIMX  W30MpATEIbHBIX  KaMIIaHWHM,  KaMIlaHUH
pedepeHaymMa 1o BOIpocaM IOATOTOBKM U MPOBEAECHUS JTUX BBIOOPOB,
pedepenayma 1o OOpalleHHUsM,  HalpaBICHHbIM /10  YCTAHOBJICHHUSA
TEPPUTOPUATBHON KOMHCCHEW HTOTOB TOJIOCOBAHMS, OMPEICIICHUS PE3yIbTaTOB
BbIOOPOB, pedepeHymMa —B JI€Hb HalpaBlICHHUs oOpalleHus Jub0 HE IMO3JHee
ClleyIomero paboyero JHS B COOTBETCTBHM C  rpadukoM  paboOThI
TEPPUTOPUATBHON KOMUCCUH, C YIETOM CPOKOB PACCMOTPEHUSI COOTBETCTBYIOLINX
oOpallleHull, YCTaHOBJIEHHBIX 3aKOHOAATEIBCTBOM O BBIOOpax U pedepeHayMax.
Peructparus o6paieHuii, HapaBJIEHHBIX B TEPPUTOPHATIEHBIE KOMUCCUU B hopMme
AJIEKTPOHHOTO JIOKYMEHTa, MOET OCYIIECTBIAThCS € UCHoJab30BaHUuEM [1]]
au00 ¢ WCHOIB30BAaHUEM JPYTHX PETUCTpPAlMOHHO-y4eTHhIX ¢opMm. Ilocrie
OCYIIECTBICHUS YKa3aHHBIX JEUCTBUH OOpalleHHe CUMTAeTCS MOCTYIUBIINM
B TEPPUTOPHAIBHYIO KOMHUCCHIO.

OOparmiennss B MUChMEHHOW (opMe, MOCTYIHUBIIHNE B TEPPUTOPHATHHYIO
KOMHUCCHIO, PETHCTPUPYIOTCS IpejacenaTesieM (CeKkperapeM) TeppUTOpUaIbHON
KOMUCCHUM WM  pabOOTHUKOM  ammapaTa, OTBETCTBEHHBIM 32  BEICHUE
JeONpOU3BOACTBAa ¢ ucnosib3oBanueM IIJ[ nubo ¢ wucmonb3oBaHHEM APYyrHx
pPErUCTPALlMOHHO-YUETHBIX (OpM HE TNO3/AHEEe Tpex pabouyux JAHEH co JHA
MOCTYIUICHUsI OOpamieHus, a B TEpUOJ MPOBEICHUS COOTBETCTBYIOIINX
u30upaTeabHbIX KaMIlaHWW, KaMmmaHuid pedepeHaymMa 10  YCTAHOBJICHHUS
TEPPUTOPUATBHON KOMHCCHEW HTOTOB TOJIOCOBAHHUSA, ONPEACNICHUS pPe3yJIbTaTOB
BBIOOPOB, pedepeHayMa —B JeHb TMOCTYIUICHHS OOpaimieHusi JTub0 He TO3IHee
CJIEIYIONIEro pabodero MHS B COOTBETCTBHHM C TpadukoMm pabOThl KOMHUCCHH,
C Y4€TOM CPOKOB PAaCCMOTPEHHS COOTBETCTBYIONINX OOpallieHni, YyCTaHOBIECHHBIX
3aKOHOJIaTEIBCTBOM O BbIOOpax U pedepeHymax.

OOpamienusi, MOCTYNUBILINE B TEPPUTOPUAIBHYI0 KOMHCCHIO, MOTYT
PETUCTPUPOBATHCS B YCTAHOBJICHHBIC BHINIE CPOKH OTACIHHO OT JIPYTHUX BHUIOB

JIOKYMEHTOB.
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6.5. B cayuae peructparuu oOpamienus B I1J[, JOTKHOCTHBIM JIAIIOM,

UMEIoNM J1ocTyn K padote ¢ 1], 3amonusroTcss HeoOX0uMBbIEe TIOJST BO BKIIATKE
«O0pamenue» I1J[ B 3aBUCUMOCTH OT HMerolIeics UHPopMaluu B oOpalieHUH
HE TO3aHEe Tpex pabouumx JHEW €O JAHS perucrpaiuu  oOpalieHHs
B TEpPPUTOpPUATBHON KOMHUCCHM U B TEUYEHHE OJHOTO paboyero IHS CO JHSA
MOCTYIIJIEHUs1 0OpaIieHus o BOIpocaM MPOBOJAUMBIX N30MPATEIIbHBIX KaMITaHUH.

6.6. [Ipy BCKpBITHM KOHBEPTOB, COJEPKAIIMX OOpAaIlEHUS B MHUCHMEHHOU
dbopme, mpoBepseTcs HamuuMe Bcex BioxkeHud. KoHBepT 00s3aTenbHO
COXpaHsETCH.

OOGpamienuss B NHUCbMEHHOW (opMe, cojaepkaliue B aJpPECHOW dYacTu
NOMETKY «JInuHO», paccmaTpuBaloTCsl B O0OIIEM IMOPSJKE B COOTBETCTBUU
¢ UucTpykumei.

[Ipu  peructpanuu  MHOBTOPHBIX  OOpalmIeHUd UM  IPUCBAUBACTCA
OYEPETHON PEruCTPAllMOHHBII HOMEpP, B PETUCTPALMOHHO-YYETHOU ¢opme
nenaercsi orMmetrka «lloBTopHo», a mpu ucnonb3zoBanuu IIJ] ocymectBisercs
cesepiBaHue ¢ PYK mo mnepBuuHbIM oOpamieHusiM, Npu HEOOXOJIUMOCTH
obpopmilcHHST Ha OyMa)XHOM HOCHUTEJIE K OOpalleHHUI0 MPHUKJIAILIBAIOTCS
nonoopannsie PYK no nepBUYHBIM 00pallieHUsIM.

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

6.7. Ilpu ocymectBienun peructpanuu cpencrsamu [1J[ Ha mnuneBoi
CTOPOHE TEPBOr0 JIMCTa 3apETUCTPUPOBAHHOTO JOKyMEHTa Ha OyMakHOM
HOCHUTENIe, KaK TpaBWiO, B TMPaBOM HWXKHEM YyIidy [POCTaBISETCS
pPErUCTpPallMOHHBII HOMEP M Jlata, a TakKXKe IITPUX-KOJ C YyKa3aHUEM
HAaMMEHOBAHUS OpraHU3aluu.

Ecnu mpocTtaBieHue perucTpalliOHHOrO HOMEpa 3aTpyIHSET MPOYTEHUE
TEKCTa JOKYMEHTa, B TaKOM Ciy4dae BXOJSIIMA HOMEpP MPOCTaBISETCA
B CBOOOJHOM OT TEKCTa YIJIy Ha JIMIEBOH CTOPOHE MEPBOrO JIUCTA JIOKYMEHTA,

4 IMTPUX-KOA HNPOCTABJIACTCA IIPU HAJTUINHU TEXHUUYECKOM BO3MOKHOCTH.
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[Ipu ocCylIecTBIEHUU pPEruCTpallid B APYrOM PErucTpallMOHHO-YYETHOM

dbopMe PETUCTPAIMOHHBIA IIITAMII, COCTOSIIUN W3 TOPSAKOBOTO HOMEpa
oOpalieHusi U J1aThl PErHCTpaliu, CTABUTCS, KaK MpaBUJIO, HAa TIEPBOM JIHCTE
oOpalieHus B IpaBOM HMKHEM YTJIy HJIM Ha CBOOOJIHOM OT TEKCTa MECTE.

Hymepamnuss mocTynuBIIMX OOpamieHUd OCYLIECTBISETCS B Ipelenax
KQJICHIAPHOTO roja.

6.8. 3apeructpupoBaHHbBIC OOpaIIEHUS PACCMATPHUBAIOTCS B COOTBETCTBUU
C IOPSIAKOM, ONPENENICHHBIM pa3aesioM 2 MHCTpyKIuu.

6.9. OOparmeHusi, aJpecoBaHHbIE WICHAM TEPPUTOPUATILHON KOMHUCCHUH,
PETUCTPUPYIOTCS, TOKJIAIBIBAIOTCA M TMEPEAl0TCsl B COOTBETCTBUM C TMOPSIKOM,
YCTaHOBJIEHHBIM MHCTpYyKIIHEH.

OOpamieHuss  paccMaTpUBaIOTCS B COOTBETCTBHM C  YKa3aHUSIMHU
M0 HCHOJHEHHWIO JIOKYMEHTa TMpeAcenaresisi TEePpPUTOPUAIBHOM KOMHCCUU
B MIOPSJIKE, YCTAHOBJIICHHOM 3aKOHOJIaTeNIbcTBOM Poccuiickoit @eaeparum.

6.10. OGpammenus, coaepskaiire BOMPOCHI, pEIICHUE KOTOPBIX HE OTHOCUTCS
K KOMIIETCHIIMM TEPPUTOPUATIBHOM KOMMCCHUH, IOKJIAIbIBAIOTCS MPEACEAaTENIO
TEPPUTOPUAIIBHOM KOMHUCCHHM M IO €ro YKa3aHWIO 0 HCIOJHEHUIO JOKYMEHTa
B CpOKH, YCTAaHOBJICHHBIE 3aKOHOJIATEILCTBOM O BbIOOpax W pedepeHaymax,
HalpaBJISIIOTC € CONPOBOJUTENIbHBIM  IHUCBbMOM 32  €r0  MOJIHUCHIO
B COOTBETCTBYIOIIMN OpraH WIM COOTBETCTBYIOIIEMY JOJKHOCTHOMY JIUILY,
K KOMIIETEHIIMH KOTOPBIX OTHOCHUTCSI PEIIEHHE TIOCTaBJIEHHBIX B OOpalieHuu
BOIIPOCOB, C  yBEAOMJIGHMEM  TpaxJaH,  HampaBUBIIUX  OOparieHus,
0 Tmepeaapecanuu oOpamieHud. B cOmpoBOAWTENHFHOM MHUChME OTrOBAapPUBACTCS
MOPSIJIOK HAIIPaBJICHUSI OTBETA aBTOPY OOpaIICHHUS.

Ecnu pemieHue mocTaBAEHHBIX B OOpalleHUd BOIMPOCOB OTHOCHUTCS
K KOMIIETCHIIMM HECKOJIbKUX TOCYJapCTBEHHBIX OPraHOB, OPraHOB MECTHOTO
CaMOYTIPABJICHUSI WJIM COOTBETCTBYIOIIMUX JTODKHOCTHBIX JIMII, KOMUS OOpaIieHUs
HampaBJISIETCSI B~ COOTBETCTBYIOIIME  OpraHbl WM  COOTBETCTBYIOIIUM

AOJDKHOCTHBIM JIMIIaM B CPOKH, YCTAHOBJICHHBIC 3daKOHOIATCILCTBOM O BBI60an

u pedepeHmymax.
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6.11. 3anpemiaercss ~ HampaBIATh  OOpallleHME  HA  PACCMOTPEHHUE

B TOCYJaPCTBEHHBIN OpPTaH, OPraH MECTHOTO CaMOYTIPABIICHUS WX JOKHOCTHOMY
JUIly, pelieHue uid  JelcTBue  (0e3deiCTBHE) KOTOPBIX  OOXKalyeTcs,
3a HMCKJIIOYEHUEM CIIydyaeB, yKa3aHHBIX B MyHKTe 6 crathu 75 denepaibHOTO
3aKO0HA 00 OCHOBHBIX TapaHTHIX U30MpATEIHHBIX TIPAB.

6.12. Ecam B COOTBETCTBMM C 3alpeToM, YKa3aHHbIM B mojpaszene 6.11
WHCTpyKIMu, HEBO3MOXKHO  HANpaBUTh  oOOpaleHue Ha  PacCMOTPECHHE
B FOCYJJapCTBEHHBIN OpraH, OpraH MECTHOTO CaMOYTIPABIICHUS WU JOJIKHOCTHOMY
JUITY, B KOMIIETCHIIUIO KOTOPBIX BXOJUT PEIIEHUE TMOCTABJICHHBIX B OOpalleHUun
BOMIPOCOB, OOpallieHrne BO3BpAalllaeTCsl TPaXIaHWHY C Pa3bICHEHHEM €ro Impasa
00XanoBaTh COOTBETCTBYIOIIEE pEIICHWE WM JIEUCTBHE B YCTAaHOBJICHHOM
MOPSIKE B CY/I.

6.13. OOpamieHus, TMOCTYNMBIINE B TEPPUTOPUATBHYIO  KOMHCCHIO,
paccMaTpuBalOTCSl B CPOKH, YCTAHOBIIGHHBIE 3aKOHOJATEIHCTBOM O BBIOOpax
u pedepeHaymax, ¢ yd4eToM OCOOCHHOCTEH, yKa3aHHbIX B mojapasnaenax 10.5
u 10.6 UncTtpykumu.

Ecniu  HeoOXogumo  WPOJIMTH  CPOK  PACCMOTPEHHS  OOpalleHus,
UCTIOTHUTENIb HE TMO3JHEEe YeM 3a OJUH JCHb 10 MCTCUEHUS CPOKa MOATOTOBKH
OTBETa TMPEJCTABISET TpelAcenaTe 0o OOBSICHEHHE, M0 KaKoW MpUYrHE
HEBO3MOXKHO JaTh OTBET B YCTAHOBJIGHHBIM CPOK. MaKcHUMalbHOE MpPOIJICHUE
CpOKa MCTIOJTHEHUS] OOpaIIeHHs] HEe JTOJDKHO MPEBBIIATh YCTAHOBIEHHBIX 3aKOHOM
CPOKOB PaCCMOTPEHUS OOpAIIICHHS.

3asiBUTEIIO HAMPABISETCS YBEIOMIICHHE O MPOJJICHUH CPOKA PACCMOTPEHUS
€ro oOpaIicHusI.

OOpaieHrs, Ha KOTOpPBIE JAOTCS IMPOMEKYTOUHBIE OTBETBI, C KOHTPOJIS
HE CHUMAFOTCSI.

6.14.B ciayyae TOCTyIUICHHS B TEPPUTOPHAIBHYIO  KOMHCCHIO
B YCTAHOBJICHHOM TOPSIZIKE 3apoca rocyAapCTBEHHOTO OpraHa, OpraHa MECTHOTO
CaMOYMpAaBJIEHUSI WM JOJHDKHOCTHOTO JIMIIA, PAacCMaTPUBAIOIIMX OOpalleHue,

JOKYMEHThl W MaTepuaibl, HEOOXOJWMBbIE [UIsi PaccMOTpeHus oOpalleHus,
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MPEICTABIISIOTCS B CPOK, YKa3aHHBIM B 3alpoce WM MHOW CPOK, YCTAHOBJICHHBIN

JEHCTBYIONTUM 3aKOHOIaTEITLCTBOM.

6.15. B oOpamennu 10KHBI ObITh YKa3aHbl (DaMuIus, UMs, OTYECTBO (TIpH
HAJIMYMUK) 3asiBUTENS (JJ1s1 3asBUTEINICH, HE SBISIOMUXCS (DU3UUYECKUMU JIUIIAMH, —
HauMEHOBaHHE). B oOpameHnn B MHChbMEHHOW (opMe TOJDKEH OBITh yKa3aH
MOYTOBBIN aJipec, MO KOTOPOMY JOJIKEH ObITh HampaBlIeH OTBET Ha oOpalleHue,
TAaKK€ JODKHBI CONEP)KAThCS JUYHAS TOANNCH 3asABUTENS WA JIWIIA,
YIOJHOMOYEHHOTO JIEWCTBOBATh OT €r0 MMEHH, U JaTa MOAMHCAHUS OOpalleHusl.
B oOpamenun B hopme AIEKTPOHHOTO JOKYMEHTa JOJKEH OBITh YKa3aH aJipec
AJIEKTPOHHOM TIOYTHI, MO KOTOPOMY JOJDKEH OBITh HANpaBJIICH OTBET
Ha oOparieHue.

Ecnu B oOpamenun He ykazaHbl (GamMuiusi 3asBUTENs (AJIsI 3asiBUTEIA,
HE SIBJISIIOIIETOCs (PM3UYECKUM JIUIOM, — HAMMEHOBAHKE) WIH aJpec, IO KOTOPOMY
JIOJDKEH OBITh HamNpaBJIeH OTBET Ha OOpallleHuWe, OTBET Ha Takoe oOpalleHue
He gaerca. Takoe oOpalieHWe CHOUCBIBa€TCA B JIeTI0  TpejaceaaTesieM
TEPPUTOPUAIIBHON KOMUCCHH.

Ecim B oOpameHun copepkarcs CBEJACHUS O TIOJTOTaBIMBAEMOM,
COBEpPIIACGMOM WJIA COBEPIICHHOM TMPECTYIUICHWH, a Takke O JIHIIE,
€ro TOJrOTABJIMBAIONIEM, COBEPIIAIONIEM WM COBEPIIUBIIEM, OOpaIieHue
TIO/IJIC)KUT HATIPABJICHUIO B TIPABOOXPAHUTEIILHBIC OPTaHHbl.

Ecnu Texcr oOpaienus He MOAJaeTCs MPOUYTEHUIO WM HE TO3BOJISAET
OTpPENCNNTh CyTh OOpalmieHusi, OTBET Ha Takoe oOpalieHue He JaeTcs,
O YeM B TCUCHHEC CEMH KaJICHIAPHBIX THEH IMOCie AHS MOCTYIUICHUS OOpalleHHs
YBEJOMIISIETCSI 3asSBHUTENIb B Clydae, €CIM B OOpAIeHUH TMOJIAIOTCS MPOUYTEHUIO
bamunus 3asBUTEN (VIS 3asBUTEINSA, HE SBJSIOMErocs (U3UYECKUM JIUIIOM, —
HAaWMMCHOBAaHHWE) M aJIpeC, IO KOTOPOMY JOJDKEH OBITh HamNpaBJICH OTBET
Ha oOparieHue.

He sBasercs  oOpamieHneM  TEKCT, COJACpIKAIIUi  IO3paBJICHHUE,
COOOJIC3HOBAHUE WM OIEHKY JCATEIbHOCTM W HE COOTBETCTBYIOIIHMA

Tpe6OBaHI/I$IM, MMPCABABIIACMBbIM (DeﬂepaJ'H)HBIM 3aKOHOM 00 OCHOBHBIX rapaHTUuAaXx
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n30MpaTeNbHBIX TPaB, U TPEOOBAHUAM K 3ampocy MH(POPMALIMH, MPEAbIBISIEMbIM

®enepanbabiM 3akoHOM 0T 9 deBpans 2009 roma Ne 8-d3 «O6 obecreueHun
JnocTyrna K MH(popManuu o JesiTeIbHOCTH TOCYJapCTBEHHBIX OPraHOB U OPTaHOB
MECTHOTO CaMOYIIPaBICHUS.

6.16. OOpamennsi, B  KOTOPBIX  COACp)KATCA  HEIEH3YpHBIE  JHOO
OCKOpOUTENbHBIE BBIPAKEHUS, Yrpo3bl KU3HHU, 3JI0POBbI0 M HMYIIECTBY
JOJKHOCTHOTO JIMIA WJIM MHBIX JIMI, OCTAarOTCs 0Oe3 OTBeTa MO CYIIECTBY
MOCTABJICHHBIX B HUX BOIIPOCOB, a  3asiBUTEISIM coobmraeTcs
O HEJIOMYCTUMOCTH 3JI0YTIOTPEOICHUS TPABOM.

6.17. OGpaienne, B KOTOPOM OOKaIyeTCsl CyIeOHOE pEIIcHHUE, B TCUCHUE
CeMHU KaJIeHJApHBIX JIHEW CO JHS PErucTpalldd BO3BPAILAETCA TPaKIAHUHY,
HaIlpaBUBIIIEMY OOpaIleHne, ¢ Pa3bsICHEHHUEM TMOpPSAIKa O0XKAJTOBAHHS JAHHOTO
Cy1€0HOTO pEeIlICHHUS.

6.18. Ecntu B oOpalieHuu COJEPKUTCS BOIPOC, HA KOTOPBIA 3asiBUTEIIO
HEOJHOKPATHO JAaBAJMCh MUCHMEHHBIE OTBETHI IO CYIIECTBY B CBS3U C paHeEe
HaIpaBJICHHBIMU OOpAICHUSIMHU, U TIPU ATOM B OOpaIlleHUH HE MPUBOJSATCS HOBBIC
JIOBOJIBI U OOCTOSITENILCTBA, TO TMEPEMUCKAa MO JAaHHOMY BOMPOCY C 3asBUTENIEM
MOXET OBITh MPEKpaIleHa ¢ yBEJOMICHUEM 00 3TOM 3asBUTES.

Ecnu oT 3asBuTENs, ¢ KOTOPHIM TEpEnUcKa Oblia MpeKparieHa, mocTymnaeTt
ouepeHOe OOpalleHHe M0 TOMY JK€ BOIPOCY, TO MHUCHBMEHHBIH OTBET HA HETO
MOKET HE JJaBaThCs, & CaMO OOpallleHUe HAMpPaBIseTCs B JEO.

6.19. OOpaiiennsi, HampaBJICHHBIE B  TEPPUTOPUATBHYIO  KOMHCCHIO
C HCIOJIb30BAaHUEM DJICKTPOHHOH (OpMBI  OOpalieHui, PETUCTPUPYIOTCS
U pacCMaTpHUBAIOTCS B YCTAaHOBJICHHOM mopsiake. OTBEThl Ha Takue OOpaleHus
HaIPaBJIAIOTC B (pOopMe 3JICKTPOHHBIX JOKYMEHTOB, TIOJIMUCAHHBIX AJICKTPOHHOMN
MOANUCHI0, MO0 B (PopMe SJIEKTPOHHBIX 00pa3oB JOKyMEHTOB B (opmare pdf
Mo  ajapecaM  DJIGKTPOHHOM  TMOYTHI,  yKa3aHHBIM B OOpAIllCHUU.

OOpameHnss TpaKaaH, ITOCTYNMHMBIINE HA aApec AJICKTPOHHOW TOYTHI
TePPUTOPUAIIBHOW  KOMHCCHUH, HE  PETUCTPUPYIOTCI B  COOTBETCTBUU

c ®enepanbHbIM 3aKOHOM OT 28 gexabps 2024 roma Ne 547-d3 «O BHeceHuun
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n3MeHeHnii B DenepanbHbiii 3akoH «O TOpsAKE paccMOTpPeHUs] oOpalieHun

rpaxnad Poccurickoit denepanymy.

OOpaiieHus TpaxaaH, MOCTYNUBIIME B TEPPUTOPHAIBHYIO KOMHCCHUIO
n3 [IUK Poccuu, peructpupyrorcsi ¢ ucnoib3zoBanuem 1] otnenbHO OT apyrux
BUJIOB JIOKYMEHTOB.

6.20. B ciywae ecnm 3anpammBaeMas HHQoOpMamus  ONMyOJIMKOBaHA
B CpeACTBaxX MaccoBoi HH(popmaiuu b0 pa3menieHa B ceTu HHTepHer,
TEPPUTOPHUAIbHASI KOMUCCHS B OTBETE HA 3aIPOC MOKET OrPAHUYHUTHCS YKa3aHUEM
Ha3BaHUs, JaThl BHIXOJIa U HOMEpa CPEJICTBA MacCOBOW MH(OpPMAIIUU, B KOTOPOM
OIMyOJIMKOBaHAa 3ampamiuBaemMasi HH(POpMalMs CO CChUIKOW (aapec CTpaHMIIbI)
Ha uHGOpPMAIINIO, pa3MEIIeHHYI0 B ceTu HTepHeT.

6.21. Ilpu peructpaumu obpamenus B I[IJ[ mo wuroram paccMoTpeHUs
oOpallieHusi JTOKHOCTHBIMHM JIUIIAMHU, OTBETCTBEHHBIMH 32 BBOJI U OOpabOTKY
undopmaruu B [1]], Bo Bkiagke «O6pamenue» [1]1 3anonusercs none «IIpunsreie
MEphI», a TaKXKe€ BHOCSTCS CBEJICHUS O pe3yJbTaTaX PAcCMOTPEHHSI OOpaIieHus
B Onoke «Bompoce» B TeueHue Tpex paboymx IHEH CO JHS PaCCMOTPECHHS
oOpalieHusi 1 B T€UEHHWE OJHOTO pabouero aHs s oOpalieHuil Mo BOIpocam
MPOBOAUMBIX U30UPaATEIbHBIX KAMITAHUH.

6.22. JInuHblii TIpHiEM TpakJaH MO BOMPOCaM, BXOJISAIIMM B KOMIIETCHIIHIO
TEPPUTOPUATIBHOM  KOMHUCCHUM,  SIBJISIONMICHCS  TOCYJApCTBEHHBIM  OPraHOM,
OCYLIECTBIISIETCS npeacenaTenemM TEPPUTOPUATBHOM KOMHCCHH,
M0 TPEIBApUTETHHON 3amucu 1o rpaduKy, YTBEPKICHHOMY TpelceaaTeseM
TEPPUTOPUAIBHOM KOMHCCUU W peructpupyercs B JKypHaie yuera mnpuema
rpakaad (npuaoxenne Ne 8.1).

Nudopmarnus 0 MOPSIIKE npuemMa rpakJaaH pa3mMeraercs
Ha UHPOPMAITMOHHOM CTEHJIE TEPPUTOPHUATIEHON KOMHUCCHHU.

[To npuObITUM HA JUYHBIA TpPUEM TPaKIaHUH TPEABSIBISET JTOKYMEHT,
YIAOCTOBEPSIOIIUN €T0 JINYHOCTb.

Benenue nuyHOrO mnpuema TpakJaH MOMKET COMPOBOXKIATHCS ayaHo-

M BUACO3AIINCBIO, O YEM I'pAXKAAHES YBECAOMIIAIOTCA 10 HA4YaJIa IIpruema.
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6.23. KpaTkoe coaepkaHue yCTHOTO oOpalieHus, JOJDKHOCTh U (haMuius

JWIA, OCYHIECTBIIIONIETO MPHUEM, PELICHHE, MPUHITOE MO YCTHOMY OOpalleHuIo
3aHOCHUTCS B KAPTOYKY JIMYHOTO MTpHeMa TpakaaHuHa (mpuioxerue Ne 8.2).

B xome mu4HOrO TmpHeMa 3asBUTEIIEM TaKXKe MOXET OBITh IOIaHO
oOparieHrie B TNHUCBMEHHOW (opMe, Ha KOTOpOE MaeTcs IHUCHMEHHBIA OTBET
B CPOKH, YCTaHOBJICHHBIC JIJIsl PACCMOTPEHHSI COOTBETCTBYIOIINX OOpaIieHui.

Ecnu o6cTosTenbcTBa, N3I0KEHHBIC B YCTHOM OOpaIieHuH B XOJ/1€ JTUIHOTO
npueMa, TpeOyIOT TPOBEPKH, HA TaKoe OOpalleHHWe MacTCsS MUCHhbMEHHBIA OTBET
B CPOKH, YCTAHOBJICHHBIE ISl PACCMOTPEHHSI COOTBETCTBYIOIIUX OOpAIICHH.

B xome nudHOTO TIpHeMa 3asiBUTEIIO MOXKET OBITh OTKA3aHO B JaJbHEHIIIEM
paccMOTpeHHH OOpallleHusl, €CJIM €My paHee ObUI JaH OTBET IO CYIIECTBY
MTOCTABJICHHBIX B 0OpaICHNH BOTIPOCOB.

B ciyuae rpy0oro, arpecCUBHOTO MOBEACHUS 3asBUTEISI IPUEM MOKET OBITh
npekpamied. [Ipu HEOoOXOIUMOCTH MOKET OBbITh BBI3BAaH COTPYJHUK OXpaHBI
WM TPAaBOOXPAHUTEIBHBIX OpraHoB. HMHdbopmarus o TOBEICHWH 3asBUTEISA
OTpa)XkaeTcs B KypHaJe ydyeTa.

6.24. [lepenanHpie Ha JUYHOM IpueMe oOpalieHus B MUCbMEHHOU (opme
PETHCTPUPYIOTCS M PACCMAaTPUBAIOTCS B YCTAHOBJICHHOM JIJII COOTBETCTBYIOIIHMX

oOpalleHui mopsaKe.

7. OcoOeHHOCTH PadOThI ¢ JOKYMEHTAMM, COEPKAIMUMH CJIYKeOHYI0
HH(OPMALNIO OTPAHNYEHHOT0 PACTIPOCTPAHEHUS
(c nomeTko# «JIJ151 CIIyKeOHOT0 MOJIb30BAHUS)

7.1. OcobenHocTr PabOTHI C JOKyMEHTaMH, COJIEPKAIIUMH CIYKEOHYIO
UH(OPMAITUIO OTPAHUYCHHOTO PACIIPOCTPAHCHHUS.

7.1.1. K cuyxebHOU wuHGOpPMAIIMK OTPAHUYCHHOTO PACIpPOCTPAHEHUS
OTHOCUTCSI HECEKpeTHass WH(OpMalusi, HE3aBUCUMO OT BHJA €€ HOCHUTEI,
OTpaHUYCHHMSI HAa PACHpPOCTPaHCHHUE KOTOPOW JUKTYIOTCS €€  CIY)KeOHOM
HEOOXOIMMOCTBIO.

7.1.2. HeoOXoauMOCTh ~ IpOCTaBiEHUsA TOMeTKH «Jlima  ciaykeOHoro

nonb3oBaHus» (nanee — «JICI») Ha JOKyMEHTaX W U3JIaHHSAX, COAEpKallInX
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CIIy’)kK€OHYI0 HH(OpPMAIMIO OrPaHUYEHHOTO PACIPOCTPAHEHUS, OIpPEAEsIeTCs

npejacenareaemM TEPPUTOPUATBHOU KOMUCCHH, HOMHUCHIBAIOIIAM
WJIU YTBEPKAAIOIIUM TOKYMEHT.

JIOMKHOCTHBIE JIMIIA, TPUHSBIIME pEIIeHHEe 00 OTHECEHUHU CIIyKEOHOU
uHGOpPMAIIMU K pa3psily OrPaHUUYECHHOTO PacCHpOCTPAHEHUS, HECYT MEPCOHATBHYIO
OTBETCTBEHHOCTH 32 000OCHOBAHHOCTH MPUHSATOTO PEIICHUS.

7.1.3. TTometka «JICII» m HOMEp SK3eMIUIsApa MPOCTABISIOTCS B IMPaBOM
BEpXHEM YIUIy TIEpBOM CTpaHUIBl JOKyMeHTa (B cllydyae HEOOXOJUMOCTH —
U €ro IpOEKTa), COJAEpKaIIero CilIyXeOHyl0 HHPOpPMAIMI0 OTPaHUYEHHOTO
pacnpocTpaHeHus1, Ha O0JIOKKE U TUTYJIbHOM JINCTE M3/IaHUS, & TaKXKE Ha MEepBOU
CTPAaHHMIIE COIPOBOJMTEIBHOIO MHCbMAa K TaKUM JOKyMeHTaM. IIpu moaroroske
nokyMeHra cpencrBamu I1J] momerka «JICID» mpocraBisiercst Ha 3JIEKTPOHHOM
mabyioHe OJaHKa JOKYMEHTA.

7.1.4. PaGota ¢ AOKyMEHTaMH, COJIEp)KalllUMH CIY>KeOHYI0 HHGOPMAIIUIO
OTPaHUYEHHOI'0 PACIPOCTPAHEHHMSI, B TOM UYHUCIE UX MPUEM, YUET (perucrparus),
OCYULIECTBIISIETCS. B TOPSAJKE, YCTAHOBJIEHHOM JJII HECEKPETHBIX JTOKYMEHTOB,
C yd4eToM OCOOCHHOCTEH, W3JI0KEHHBIX B Hacrosiimem paszaene. [lpu stom
K PEruCcTpalluOHHOMY HOMEpPY JOKyMeHTa fno0aBisercs: nomeTka «J{CIDy».

7.1.5. loxymentsl ¢ nometkon «JICID» peructpupyrorcsi (YUYUTHIBAIOTCS)
BMECTE€ C JPYTUMHU HECEKPETHbIMU JOKYMEHTamMHu. B perucrpanmoHHO-y4eTHOU
dhopme nipousBoautcs 3anuch «JCIDy».

7.1.6. CkanupoBaHue, KOMUPOBAaHHWE (TUPAXKUPOBAHHE) JIOKYMEHTOB
c nometkoi «J[CII», a Takke pazMelnieHUe UxX Mpu ocyliecTBiIeHU padboTsl B 11/]
IPOU3BOAUTCS TpeacenaresaeM (CeKperapeM) TeppUTOpUaIbHOW KOMUCCUU JHO0
pabOTHUKOM  amnmapara, OTBETCTBEHHBIM 3a BEJIEHHE JIeJIONPOU3BOJICTBA
C WX MHCHBMEHHOTO pa3pelieHusi, MPU ITOM OCYIIECTBISAETCS Yy4YeT KaxKJIoro
AK3EMIUISIPA YKa3aHHBIX JOKYMEHTOB.

7.1.7. Hokymentsl ¢ mnometkod «JICIl» Ha OyMaxkHOM HOcUTENE
nepenarTcs noA noanuck. IIpu HampaBineHun HOKYMEHTOB ¢ moMeTkou «JICID»

cpeactBamu [IJI B PYK mnpocraBnserca cOOTBETCTBYIOIIMK YPOBEHb JTOCTyNa
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K IOKYMEHTY.

7.1.8. Joxymentsl ¢ nometkor «JICID» HampaBisioTcsi B Apyrue OpraHbl
U OpraHu3aluu opraHamu QeaepaibHON (enbIberepckor CBs3H, CIYKO00H
CHeIUaIbHON CBsI3M JIMOO HApOouHBbIM. [Ipu HampaBiIeHUU JOKYMEHTOB C TOMETKOMN
«ICIl» cpencrBamu I B IIUK Poccun, @I npu LUK Poccun, PIIOUT
npu [UK Poccumn, Cankr-lIletepOyprckyto u30upaTelibHyl0  KOMUCCHIO,
n30upaTebHbIC KOMHCCHUU CcyOBEKTOB Poccuiickoit ®denepanuu,
Tepputopranbible komuccuu B PYK mpocraBiisercss cooTBETCTBYIOMIMI ypOBEHb
JIOCTyNa K JOKYMEHTY. 3alpeliaercs nepeaaBarb J0KyMeHThI ¢ ToMeTKON «JCII»
M0 HE3AIUIICHHBIM KaHaJlaM KOMITbIOTEPHO-MOAEMHOMN U (haKCUMUIIBHOU CBSI3H.

Joxymentsl ¢ momerkoil «JICII» pacchuiatoTcsi HECKOJIBKUM ajpecaTaM
COTJIACHO CIIUCKY pAacChUIKM, B KOTOPOM HANpOTHUB KaXJIOTO ajpecara
MPOCTABIISCTCSI HOMEP AK3EMILIAPA OTIPABIAEMOro JOKyMeHTa. CIIMCOK PacChUIKU
MOANMCHIBAETCS MPEICEIATEIIEM TEPPUTOPUATBHON KOMUCCHHU.

7.1.9. Ucnionaennple  HokyMeHTBl ¢ moMmeTkor «JICII» dopmupyroTcs
B J€ja, B TOM YMCJE SJEKTPOHHbIE, B COOTBETCTBHM C HOMEHKJIATypOH eIl
JIOKyMeHTBl TpPYNIUPYIOTCS B Jeia BMECT€ C JpPYyrUMH HECEKPETHBIMU
JOKYMEHTaMU TI0 OJHOMY M ToMmy ke Bompocy. I[Ipu dopmupoBanum nena
Ha OyMa)XHOM HOCHUTEJE B MPAaBOM BEPXHEM YTy OOJIOKKH Jena, B KOTOPOe
ITOMEIIEHBI TAKUE TOKYMEHTHI, pocTaBisieTcst momeTka «JCID».

7.1.10. Joxymentsl ¢ momeTkoit «J[CIT» Ha OymakHOM HOCHTENE XpaHSITCS
B 3aKPBIBAIOIINXCS MIKa(ax.

7.1.11. YHuuTOX)eHue aei, TOKYMEHTOB U u3daHui ¢ nmoMmetkoil «J[CII»,
YTPATUBIIMX CBOE MPAKTUYECKOE 3HAYEHHWE U HE HUMEIIINX HCTOPUYECKOU
W HAy4yHOW IIEHHOCTHU, WIPOU3BOJUTCS IO AaKTy YCTAHOBJIICHHOW (OpMBI
C YKa3aHUEM HOMEPOB IK3eMILISIPOB (mpuiioxenue Ne 16).

7.1.12. Pemenne o cusatun momeTku «JICIl» ¢ moxkymeHTa mnpuHUMaeT

AOJDKHOCTHOC JIMIIO, IMMOAIMCABIICEC NJIM YTBEPAUBIICEC JOKYMCHT.
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Custue nometku «JICII» ¢ mpuciaHHOro B TEPPUTOPUATBHYIO KOMHCCHIO

JIOKyMEHTAa MOXET OBbITh IPOU3BEIAEHO TOJBKO IO COIJIaCOBAHUIO C OpraHU3ALHEH,
HaIlpaBUBIIEH JOKYMEHT.

Cuatue nometrkun «JICID» ¢ mokyMeHTa NIPOMU3BOAMTCS IIpEACEaaTesieM
(cexpeTapeM) TEPPUTOPHUATHHOW KOMHCCHH JHOO pabOTHHKOM ammapara,
OTBETCTBEHHBIM 3a BEJICHHE JCJIONPOU3BOACTBA HA OCHOBAHUM ITHCBMEHHOTO
yKa3aHus JOJDKHOCTHOTO JIMIA, NPUHSABLIEro Takoe pemenue. llpu cHaTtum
nometkn «/JICID» Ha gOKyMmeHTax, Jelnax WIM U3JaHUAX, a TaKXKe
B PETUCTPALIMOHHO-YYETHOU (hOpMeE JeNIat0TCs COOTBETCTBYIOIINE OTMETKH.

O cuatun nometrkn «/ICII» yBemomusIroTCs BCE aapecaTbl, KOTOPBIM
JIOKYMEHT HampaBJisijics, TMO0 OpraHu3alys, ero HalpaBHUBILas.

7.1.13. B cmyuae yTpaThl Jei, JOKYMEHTOB WJIM H3IaHUNA C TMOMETKOU
«ACII» nubo pasriameHusi cojepkallencss B HUX MHGOPMALMKM Ha3HA4aeTCs
cily>)keOHasi TPOBEpPKa, O pe3ylbTarax KOTOPOM JOKIIAAbIBAECTCS IMPEACENaTENto
TEPPUTOPUATBHON KOMUCCHH.

O6 ytpare nmen, JOKyMEHTOB M m3faHui ¢ nmoMmetkoi «JCII» cocraBmsercs
aKT, HA OCHOBAaHHWU KOTOPOIO JENAKOTCS COOTBETCTBYIOIIME OTMETKHA B YYETHBIX

dbopmax.

8. IloaroroBka, opopmiieHHE, BBIMYCK, YUeT IOKYMEHTOB,
paccMaTpuBaeMbIX Ha 3aCelaHUSIX TEPPUTOPHAJTILHOI KOMHCCHHI

8.1. ®opmupoBaHUEe MPOCKTA MOBECTKU JHS 3aCElaHUsl TEPPUTOPHAIBHOU
KOMHCCHH.

8.1.1. [IpoekT mMOBECTKM JHS 3acelaHusi TEPPUTOPHATHHOW KOMHUCCUU
dbopmupyeTcsi 3a0JaroBpeMEHHO Ha OCHOBAaHWU IIJIAHOB PabOTHl U PEIICHUI
TEPPUTOPHAIBPHON KOMHUCCUHU (Jajiee — PEIICHU), MOPYYCHUH TMpeaceaaTens
TEPPUTOPHATBHON KOMUCCHUH, TTOCTYIUBIINUX JOKYMEHTOB H, MOCJIE€ COTJIACOBAHUS
C TpelcenaTereM TEePPUTOPUATBHONM KOMHUCCHMU TMOAMNKMCHIBACTCS CEKpETapeM

TEPPUTOPUAIIBHON KOMUCCHH.
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Taxxe IIPOCKT IIOBCCTKHM OHS 3aCCAaHus TCppI/ITOpI/IaJIBHOﬁ KOMHUCCHUU

MOXKET (OpMHUpPOBAThCA M  corjacoBbiBaThesi cpeactBamu  [IJI u  mocme
COTJIACOBAHMS TMPEICENATENIEM TEPPUTOPUATIBHON KOMHUCCHUU COTJIACOBBIBAECTCS
CEKpPETApEM TEPPUTOPUATBLHON KOMHUCCHUH 1JI1 BBIHECEHUS HA 3aCE/IaHHUeE.

8.1.2. UneHbl TEppPUTOPHAIBHON KOMHCCHHM BIIPaBe MPEIOKHUTh BHECTH
B IOBECTKY [HS 3acelaHusi BOMPOCHI, HE MPEAYCMOTPEHHBIC IJIaHAMU PaOOTHI
U pELICHUSMA TEPPUTOPUAIBHOM  KOMHUCCHUHM, TMpPU  YCJIOBUM  HaJWU4Ms
MOATOTOBJIEHHBIX IO 3TOMY BOIIPOCY TOKYMEHTOB.

JlaHHBIE BONPOCHI BKJIIOYAKOTCA B IIPOCKT IIOBECTKH JHS 3aCEIaHUs
TEPPUTOPUAIBHOM  KOMHUCCHUM  NpPU  NUCBMEHHOM  OOpalieHud  4jieHa
TEPPUTOPUAIBHONM KOMHMCCHUHM, IO HHUIMATUBE KOTOPOTO BOIPOC BBIHOCHUTCS
Ha 3acelaHue, Ha UM IpeAcenaTenis TEPPUTOPHUATBHON KOMHCCHHM, B KOTOPOM
YKa3bIBalOTCS HAWMMEHOBAaHHWE BOINPOCA, AOKIAAYMK M Jara Iepeladd IpPOeKTa
peuIeHusl B COOTBETCTBUM C ITYHKTOM 8.2 M MarepualoB K HEMY CEKpETapro
TEPPUTOPUATBHON KOMUCCHH.

8.1.3. CornacoBaHHblii € TIpeAcenareyieM TEePPUTOPHAIBHOW KOMHCCHH
Y TIO/IMMCAHHBIN (COoTTIacoBaHHBIN cpencTBamu [1]]) cekperapem TeppuTOpUaTBHON
KOMUCCHUM TPOEKT TMOBECTKM JHS 3acCelaHus TEPPUTOPUATIBHON KOMUCCHUU
TUPAXKUPYETCS U1 PACCBUIKH YJIEHAM TEPPUTOPHUAIBHON KOMUCCHU.

[IpoekT TmOBECTKM JAHS  3acelaHusl  TEPPUTOPUATLHOM  KOMHCCHH
pasMemaercas Ha  OQUIMATBLHOM  CaliTeé  TEPPUTOPHAIBHONW  KOMHUCCUU
B MHdopmanmoHHO-TeIEKOMMYHUKAIIMOHHON ceTn  MHTepHeT B CpoKW,
yCTaHOBJICHHbIE PernaMeHToM TeppuTOpUaATbHON KOMUCCHH, a TAKKE MOXKET OBITh
pa3ociaH 4jeHaM TEPPUTOPUAIBHOW KOMHCCHHM Ha YKa3aHHbIE UMH 3JIEKTPOHHBIC
MIOYTOBBIE aJIpeca.

8.2. IlonrotroBka JOKYMEHTOB IO BONPOCaM, BKJIIOUYEHHBIM B TIPOEKT
MOBECTKH JTHS 3aCE€IaHUs TEPPUTOPUATIBHON KOMUCCHUU.

8.2.1. JlokyMeHTBhl MO BOMPOCaM, BKJIIOYEHHBIM B MPOEKT MOBECTKU JIHSA
3acellaHusl TEPPUTOPUATBHONM KOMHCCHUH, TOTOBSATCS pabOYMMH TpyNIaMu

TEPPUTOPHATBHON KOMUCCHH, npejacenaTeaemM (cexperapem),
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b0 10 uX INOPYYCHHUIO HHBIMHU YJICHAMHU TeppHTOpHaHBHOﬁ KOMHCCHH,

32 KOTOPBIMH 3aKpEIUIEHbl COOTBETCTBYIOIIME HANPABICHUS JESATEIBHOCTH,
C IpHUBJICYEHUEM, B cCllyyae HEOOXOAMMOCTH, pPaOOTHMKOB  ammapara
TEPPUTOPUATBHON KOMHCCHUU U IPYIMX CHELMAIUCTOB (JOKYMEHTHI IO BOIpOCaM,
BKJIFOUEHHBIM B TPOEKT MOBECTKU IHS 3acelaHHsl TePPUTOPHATBLHOM KOMHCCHUH,
MOTYT FOTOBUTBCS M COTJIaCOBBIBAaThCA cpeactBamu 11]1).

8.2.2. IlpencraBnsgeMble K PacCMOTPEHHUIO JOKYMEHTHI JTOJDKHBI BKIIOYAThH
O3arjaBJICHHbII MPOEKT pELIEHUs C MNPUOOIIEHHBIMU K HEMY IOJJMHHUKAMU
JOKYMEHTOB (B TOM 4YHCII€ pacleyaTaHHbIMH  KONHMSMH  JIOKYMEHTOB,
MOCTYNUBIIMX/TIOATOTOBICHHBIX ~ B DJIEKTPOHHOM  BHJE),  MOCITYXHBIIHX
OCHOBAaHUEM U1 PacCMOTPEHHUS BOIpOCa Ha 3acelaHud TEePPUTOPUATBHOMN
KOMHUCCHH, JIMOO MPOEKT MHChbMa, MOJJIEXKAIIEro COrJacoBaHUIO Ha 3acelaHuu
TEPPUTOPUAIBHOM KOMHUCCHH, TPU HEOOXOJUMOCTH — MOSICHUTENBHYIO 3aIIUCKY
10 pacCMaTpUBAaEMOMY BOIIPOCY.

8.2.3. IIpoeKThl TOKyMEHTOB (BKJIIOYAs MPUIIOKEHHS ), PEACTABISIEMBbIC /IS
pacCMOTpEeHHs Ha 3aceJaHMM TEPPUTOPUAIBHOM KOMHCCHM, BU3UPYIOTCA
UCIIOJTHUTENIEM U  YJICHOM TEPPUTOPUATIBHOW KOMMCCHU, OTBETCTBEHHBIM
3a MOATOTOBKY JIOKYMEHTa, KaK Ha OyMaXHOM HOCHUTENE, TaK U B AJIEKTPOHHOM
Bue cpeacrtBamu I1]1.

[IpoekThl JOKYMEHTOB (BKJIOYash MPHIOKEHHS), COAEpKAIIUE BOMPOCHI
¢buHaHcupoBaHusi BBIOOpPOB  (pedepeHaymoB), (GUHAHCOBOTO  OOeCreYeHUs
TEKyIIeH NEeSTEIbHOCTH TEPPUTOPUATHLHON KOMHUCCHH, B 0053aTEIbHOM MOPSIKE
BU3HUPYIOTCS TIIaBHBIM OYXTanTepOM TEPPUTOPHATHLHOM KOMUCCHHU.

Buszbel mpocTaBisiOTCS B KOHIIE TEKCTa IMPOEKTa pelieHus Ju0o
Ha OOOpPOTHOM CTOPOHE TOCIEIHEro0 JIMCTAa MPOEKTa JAOKYMEHTa (BKIHOYas
NPUJIOKCHUS) TI0 yCTaHOBICHHON ¢opme (mpuioxenue Ne 9). Kaxaprit muct
IPUIIOKEHUST BU3UPYETCS UCTIONIHUTENeM. Bu3a npocrasiisieTcss B IpaBOM HUXKHEM
yTJIy Ha CBOOOHOM T10JI€ CTPAHMUIIBI ITOCTIE TEKCTa JIMOO Ha 0OOPOTHOM CTOPOHE.

IIpr mOATOTOBKE M COIIACOBAHHUM INMPOEKTOB TOKYMEHTOB cpencrBamMu I1/]

JIMCT COIJIaCOBaHMs pacCriC4aTblBACTCS U npno6maeTc;1 K NOJJIMHHUKY OTOKYMCHTA.



50
HpI/I H€O6XO,Z[I/IMOCTI/I NoJIyd€HusA BHU3bl JOJDKHOCTHOIO JIMOAa Ha JIMCTC

COIVIACOBAaHUA IIOKYMEHTA, IIOArOTOBJICHHOI'O CpeacTBaMHU I,
OH paclieyaThIBaECTCs, MEPEIaeTCs BMECTE C IPOEKTOM JIOKYMEHTAa Ha BUSUPOBAHKE
COOTBETCTBYIOIIEMY JOJKHOCTHOMY JIUILY.

8.2.4. UctionauTens o0OECIeunBacT KOMIUICKTHOCTh BCEX JIOKYMEHTOB,
0003HAaYEHHBIX KaK B IMPOEKTE PEIICHHUs, TaK U B MPUIOKEHUAX K HEMY.

8.2.5. Ilocne mpocmoTpa, a B HEOOXOIUMBIX CITy4yasiXx — BHECEHHsI MOTPABOK,
CeKpeTapb TEPPUTOPUATHLHON KOMUCCUU Ha TOJITOTOBIEHHBIX U O(OPMIICHHBIX IS
pacCMOTpEeHMsI Ha 3acellaHMd TMPOEKTaX JIOKYMEHTOB JIellaeéT  OTMETKY
«Ha 3acemanuey, cTaBUT MOANMKCH U JaTy (MPOCTaBIsAeT OTMETKY «Ha 3acemanue»
cpenctBamu I1J[) u mepenaer (Hampasiser cpeiactBamu [IJ]) Bech KOMIUIEKT
JOKYMEHTOB ISl THUPAXHPOBaHWS pPAOOTHUKY ammapara, OTBETCTBCHHOMY
3a BeJICHUE JICTOMPOM3BOICTRA.

8.2.6. JlIokyMeHTBI K 3acCeJaHHI0 MOTYT HAMpaBJIATHCS MO MPOChOE UICHOB
TEPPUTOPHATBHON KOMHCCHH Ha YKa3aHHBIC UMHU JJICKTPOHHBIC MTOYTOBBIE ajpeca
W/WIU TIepeaBaThCcs UM TIEpe] HavyalloM 3acelaHusi, a JUIaM, MPUTIAICeHHBIM
Ha 3aceJaHue, MaTepuaibl IO BOMPOCY, HA KOTOPHI OHU MPUTJIAIICHBI,
nepeIaloTCs TIepe]] HauajaoM 3aceJaHusl.

[larnku ¢ HOKyMEHTaMM, MOJJICKAINIUMH PACCMOTPEHUI0O B COOTBETCTBHUHU
C MPOEKTOM TIOBECTKH JIHS 3aCEIaHMs TEPPUTOPHATHHOW KOMUCCHU, KOMIUIEKTYET
U pa3gaeT 4WieHaM TEePPUTOPUAIBHOM KOMHCCHH TIEpe] HadajoM 3acelaHus
pabOTHUK anmapara, OTBETCTBEHHBIH 3a BEJEHUE JICIONPOU3BOJICTBA.

8.2.7. Ilepen HauajgoMm 3acefaHus paOOTHHK ammapaTa, OTBETCTBEHHBIN
3a BEJCHHUE JEJIONPOU3BOACTBA, JUOO CEKpeTapbh TEPPUTOPUATHLHON KOMHCCHUH,
PETUCTPUPYIOT YJIICHOB TEPPUTOPHAIBHONW KOMHCCHH C IPAaBOM PEIIAOIIETO
rojioca, MPHUCYTCTBYIONMIMX Ha 3aceJaHWuW W TPUTJIANICHHBIX Ha 3aceqaHue JIUII,
CITUCOK KOTOPBIX MPECTABIACTCS IPEICEAATEITIO TEPPUTOPUATIEHON KOMUCCHH.

8.2.8. Ha 3acemanuu TeppUTOpPHAIIBHOW KOMHUCCHUU BEIETCS MPOTOKOI

U MOKET MPOM3BOAUTHCA ayJMO3amuch (BUAEO3aluCh). B ciiyyae mpou3BojcTBa



51
ayJuo- WKW BHUACO3AIINCHU YJICHBI TGppHTOpHaHLHOﬁ KOMHCCHUHN U MPHUIIAIICHHBIC

YBEIOMIIAIOTCS 00 3TOM JI0 OOBSABIECHUS TOBECTKH JTHS 3aCEIAHHUS.

8.3. BhInyck JOKYMEHTOB, pACCMOTPEHHBIX Ha 3aCE€JaHUU TEPPUTOPHAIBLHON
KOMUCCHUHU.

8.3.1. JlokyMeHTBI, pPAacCMOTPEHHBbIE Ha 3aceJaHUH TEPPUTOPHAIBHOM
KOMHUCCHUH, B cllydae, €clidi B XOJ€ 3acellaHus BHOCHJIMCh U3MEHEHUS, JTOJKHBI
OBITH 10pabOTaHBbI, a 3aT€M MOJITUCAHBI, 3aPETUCTPUPOBAHBI U Pa30CIaHBbI.

8.3.2. Cpok 1opabOTKH JTOKYMEHTOB HE JOJDKEH IPEBBIMIATh TpeX pabouux
JHEW T1ocje JHS 3acelaHus, €ClIM WHOM CpPOK He ormpeseseH GdeaepalbHbIM
3akoHOM W/ 3akoHOM CankT-IlerepOypra, periiaMeHTOM TeppUTOPUATHLHON
KOMHUCCHHU WJIM HE OTOBOPEH Ha 3ace/JaHuMu.

8.3.3.Ilpu nmopaboTke JOKyMEHTa WCIOJHUTEIh BHOCHT B  TEKCT
COTJIaCOBaHHBIE B XOJ€ 3acelaHusi W3MEHeHWs. B ciydae mpuHITHS
TEPPUTOPUAIBHOM  KOMHUCCHEH  pemieHuss O  HEOOXOJUMOCTH  KOHTPOJIA
32 BBIMTOJITHCHUEM PEIIEHUS €ro TEKCT JOTOJHSACTCS ITyHKTOM, B KOTOPOM
HA3HAYaIOTCH JIMIA, OTBETCTBEHHBIE 32 UCIIOJIHEHUE.

8.3.4. JlokyMeHT, TOMJeXaIlIui TMOAMUCAHUIO (BKJIIOYAs TPUIIOKEHUS ),
MOJITOTOBJICHHBI HAa OyMa)XHOM HOCHUTENe, BHU3HUPYETCS HCIOJHUTEIEM,
OTBETCTBEHHBIM 32 €0 MOJATOTOBKY.

JIOKyMEHTBI (BKITIOYast MPUIOKEHUS), coJeprKalue BOITPOCHI
¢buHaHCUpOBaHUSI BHIOOPOB, (DMHAHCOBOTO OOECTIEUECHUS TEKYIIECH NeATeTbHOCTH
TEPPUTOPHATBHON KOMHCCHH, B 00S3aT€TLHOM TMOPSIIKE BU3UPYIOTCS TJIABHBIM
OyXranarepoM TeppUTOPUATHHON KOMHICCHH.

JIOKyMeHT,  HOJUIeXalllMii ~ MOANMHCAHWUI0  (BKJIOYAsl  MOPUIIOKEHUS),
corjlacoBaHHbll cpenctBamu [1J[ u mipuHATHIE 0e3 M3MEHEHUW Ha 3aceaHuu
KOMUCCHH, pacliedyaThIBAETCsI HA COOTBETCTBYIOIIEM OJIaHKE, K HEMY MPHOOIIaeTcs
JUCT COTJIACOBAaHMS, 3aT€M JTOKYMEHT TMPECTABISACTCS Ha TMOJIIUCH CEKpeTapio
U TIpeJICeIaTeNI0 TEPPUTOPUATEHON KOMUCCHUH.

JlopaboTka M COTJacoBaHHE JOKYMEHTOB, PAaCCMOTPEHHBIX HA 3aceJaHUH

KOMUCCHH, MOXKET OCYLIECTBIAThCS cpencrBamu [1/].
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Buzni MMPOCTABJIAIOTCA aHAJIOTUYHO IIOPAIAKY, YKA3aHHOMY B 3.633H€ TPETHLEM

nyHkTa 8.2.3.

[Ipu moAroToBKE M COTJIACOBAaHUU MPOEKTOB JOKYMEHTOB cpeactBamu [1]]
JIUCT COTJIaCOBAHMS MPUOOIIACTCS K MOATUHHUKY JOKYMEHTA.

8.3.5. PaboTHuK ammapaTa, OTBETCTBEHHBIN 3a BEICHHUE JEIONPOU3BOICTBA
CIEIUT 32 KOMIUIEKTHOCTBIO TMpHUJIaraeMblX K PEHICHHIO JOKYMEHTOB
U pacrnojaraer Mx B TOW IOCJIEI0BAaTEIbHOCTH, B KOTOPOW OHHM YIIOMHUHAKOTCS
B TEKCTE.

8.3.6. Ecniu Bompochl, cojepkamuecs B pEHICHUH TEPPUTOPUATIHLHOM
KOMHUCCHUH, KacaloTCid JEATEIbHOCTH OJHOM WM HECKOJIbKHX CTOPOHHHUX
OpraHu3alvid, K JOKYMEHTY IMpUJIaraeTcs JIUCT COIJIACOBaHUs, B KOTOPOM
YKa3bIBAIOTCS HAMMEHOBAaHUE OpraHu3aliy, AOJKHOCTb, MHUIMAIBI U (haMUIUs
JOJDKHOCTHOTO JIMIA, C KOTOPBIM 3TOT JOKYMEHT COIJIACOBAaH, M CTaBUTCSA
€ro COOCTBEHHOPYYHas! MOIHCH.

CormnacoBanue MOXeT O(OPMIISITBCS Ha TMOCIEAHEM JIUCTE pELIEHUs
TEPPUTOPUAIIBHON KOMHUCCHH.

8.3.7. K odpopmieHHOMY pelIeHHI0 TEPPUTOPUATIEHON KOMHUCCHH PaOOTHUK
anmapara, OTBETCTBEHHBIM 3a BEJIEHUE JEJONPOU3BOACTBA, TOTOBUT OTYET
O pacchUIKE II0 COOTBETCTBYIOIIMM aJpecaraM M pa3MEIIEHUH pELIEHUN
TEPPUTOPUATBHON KOMHCCHMU Ha odunmanbHoM caiite (mpuioxkenue Ne 10).
Cnucok JOKHOCTHBIX JIUIL (OpraHu3aliuii), KOTOPbIM HAMpaBJISETCS peIIeHUe
TEPPUTOPHAITHPHOM KOMHUCCHH, MOXKET OBITh ITOATOTOBIICH cpeacTBamu I1/1.

B cnmcok BKIIIOYAIOTCS JIHIA, KOTOpPbIE OyAYT 3a/1€CTBOBaHbI B peain3aliu
OPUHATOTO  JOKYMEHTa  WJIM  JIOJDKHBI  OBITh  TPOUH(OPMHUPOBAHBI
0 €ro COAEpP>KaHUU U KOTOPHIM ATOT JOKYMEHT JIOJKEH OBbITh pa30CciaH.

CnHcoK pacchUIKM JOKYMEHTOB TMOJIUCHIBA€TCSA PaOOTHUKOM anmnapara,
OTBETCTBEHHBIM 3a BEJICHHE EJIONPOU3BOACTBA M YTBEPXKAAETCS MpEACENATENEM
TEPPUTOPUAIIBHON KOMHUCCHUMU.

8.3.8. OpopmieHHBII KOMIUIEKT JOKYMEHTOB (pelieHne, 00O3HAYCHHBIC

B C€ro TCKCTC IIPUIIOKCHUA, CIIMCOK paCCBIJ'IKI/I) pa6OTHI/IK alrrapara,
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OTBETCTBCHHBIM 3a BEICHHUEC ACJIOIMPOU3BOACTBA, IICPCAACT HA IIOAIHCH

IIPEACENATENIO U CEKPETAPIO0 TEPPUTOPUATIBHON KOMUCCHH.

8.3.9. Pemienne  moamMchIBaeTCs  IpeacedaTeieM U CEKpeTapeM
TEPPUTOPUAIBHON KOMHUCCHH.

Ecnun Ha 3acemaHuu TEppUTOPHUAIBHOM KOMHCCHM IIPEACENATENBCTBOBAI
3aMECTUTENIb  MpeAcCenaress  TEPPUTOPUAIBHOW  KOMMCCHM,  CEKpeTapb
TEPPUTOPUAIBHON KOMUCCHM WJIA OAWH U3 YIECHOB TEPPUTOPUAIBHOU KOMHUCCHU
C TMPaBOM PEIIAIIET0 TIoJI0CA, A TaKKe €eCId IOJHOMOYMS CeKpeTaps
TEPPUTOPUAIBHON KOMHUCCUM OCYILECTBISUI OJUH W3 WICHOB TEPPUTOPHUAIBHOU
KOMMCCHUH C TIPAaBOM PEMIAIOIIErO IroJ0ca, TO MOANKUCH B IIPOTOKOJIE, HA PEIICHUN
0(pOpMIIAIOTCS CIEAYIOUIMM 00pa3oM:

«3aMeCcTUTENh Mpeacenarens TEPPUTOPUATBHON KOMHMCCHUW» —B  CIIydae
BPEMEHHOTO OTCYTCTBUS MPEICENATEINS TEPPUTOPUATBHON KOMHUCCHH;

«Vcnonustronnii 00513aHHOCTH TIpe/iceIaTeNsl TEPPUTOPHATBHON KOMHUCCUID —
npu Hanmuuuu pemeHus Cankrt-IlerepOyprckoil  u30MpaTenbHON KOMHUCCUU
O BO3JIOKEHHHM Ha OJHOIO M3 WICHOB TEPPUTOPUAIBHOW KOMMCCHUU C IIPaBOM
pELIaroIIero rojoca NoJJHOMOYUH IIpeaceaaTesst TEPPUTOPUAIBHON KOMUCCHY,

«lIpencenaTensCTBYOMNM Ha 3aCENAHUU TEPPUTOPUAIBHOU KOMUCCHM —
B Clly4ya€ BPEMEHHOIO OTCYTCTBHs IIPEACEAATeNs, 3aMECTUTENA Ipelcenaress
TEPPUTOPUAIBHOM KOMHUCCHHM, OTCyTcTBUsS pemienus Cankt-IletepOyprekoi
u30upaTeabHOW  KOMHMCCHM O  BO3JIOKEHHMM  IIOJIHOMOYMH  MpejacenaTess
TEPPUTOPUAIBHON KOMHMCCUU HA OJHOIO M3 YICHOB TEPPUTOPHAIBHON KOMHUCCUU
C MPAaBOM pELIAOMIETO TOJ0CAa W MPU HAJUYUU PEIICHHUS TEPPUTOPUATBHOMN
N30MpaTeIbHOM KOMUCCHH,

«Mcnonusommii 00S3aHHOCTH CEKpeTapsi TePPUTOPUATIBHOM KOMUCCHUM —
B ClIydya€ HaJIW4YMs pemeHus TeppuTopuasbHOM KOMHUCCHM O BO3JIOKEHUU
IIOJITHOMOYHM CEKpeTapsi TEPPUTOPUAIBHOM KOMHMCCHUM Ha OJHOIO H3 YJICHOB
TEPPUTOPUAITBHON KOMUCCHH C IPABOM PELIAKOLIETO IOJI0CA.

«Cekperapp  3acefjaHusi  TEPPUTOPUAIBLHOM  KOMHCCHUM» —B  Cllydae

BPEMEHHOTO OTCYTCTBHS CEKpeTaps M30MpaTeIbHOM KOMHCCUU M TPH HATUYUHU
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peluIeHust TEPPUTOPUATILHON KOMHUCCHUU.

8.3.10. Ilocie monmucaHuss pEMICHUS PETHCTPUPYIOTCS B IKypHase
pEerucTpalui peuieHui, B KOTOPOM MPEeayCMaTPUBAIOTCSA: TMOPSIAKOBBI HOMeEp,
JaTa TPUHATUAA PEIICHUS, PETUCTPAIMOHHBIA HOMEp, COJAEp)KaHWE pEelIeHUs
¥ HOMED JiejIa XpaHEHUSI.

8.3.11. Pemiennst HyMepyroTCs B XPOHOJOTHYECKOW MOCIEI0BATEIHHOCTH
B npenenax Cpoka MOJITHOMOYH TEPPUTOPHATBHOU KOMUCCHUHU.
Homep peleHuss TeppUTOpUATBHOM KOMHCCHUU COCTOMT K3 HOMEpa IMPOTOKOJa
3ace/IaHusl ¥ MOPSIKOBOTO HOMEpa Borpoca, (Hanpumep: 1-5).

8.3.12. Yka3zaHHbI€ BbIIIIE PEKBU3UTHI BHOCATCS B PETUCTPAIITMIOHHO-YUYETHYIO
dbopmy. B ciyuae ucnonwszoBanus 1] k PYK npukperuisiercs TEKCT TOKyMEHTa
B opmate docx (muist Tabnmi qomyckarores (haiinbl popmara XISX) ¥ 37eKTpOHHBIIH
obpa3 gokymeHnTa B (hopmare pdf (mpu HEOOXOIMMOCTH), a TAKXKE JIeJIaeTCs CBI3Ka
C JOKYMEHTaMH, TOCIY)XKMBIIMMUA OCHOBAaHHUEM [UJIs PAcCCMOTPEHHS BOIpoca
Ha 3ace/laHuy TePPUTOPHUATIBHON KOMHUCCHUHU.

8.3.13. Pazpemienne Ha THUPKUPOBAHWE JOKYMEHTOB B HEOOXOIUMOM
KOJIMYECTBE JAaeT TMpelceaaTeiab TEPPUTOPUATBHON KOMHUCCUU. JlOKYMEHTHI
TUPOXHUPYIOTCS  paOOTHUKOM  ammapaTa, OTBETCTBEHHBIM 33  BEJICHUE
JICNIONPOU3BOJCTBA, HA KAXKIOM KOMUHM JOKYMEHTa TMPOCTaBISETCS TIe4YaTh,
yIOCTOBEpSIOLIAsl  MOANMUCH  TpeAcenaTesis  TEPPUTOPUATIBHOM  KOMHMCCUHU
U CEKpeTaps TeppUTOPUATIHLHON KOMHUCCHH (0€3 BOCTIPOU3BEICHUS MTOITUCEH ).

8.3.14. Koniusi peuieHus: TEPPUTOPUAIBHOW KOMHUCCUU  HaIlpaBJsieTCs
3agBUTENI0 B Cllyyae, €CJIIM €ro oOpalleHHe B TEPPUTOPHAIBHYI0 KOMHUCCHIO
NOCIYKWJIO OCHOBAaHMEM JUII  pPAacCMOTPEHHs  BONpoca Ha  3acelaHuu
TEPPUTOPUAIIBHON KOMUCCHHU.

8.4. OdopmiieHne NpoToKoJa 3acelaHusl TEPPUTOPHATIBHON KOMHCCHU.

8.4.1. [Ipotokon 3acegaHusi TEPPUTOPUAIBHOM KOMHUCCUU OQopMIIseTcs
Ha OJIaHKe YCTaHOBJICHHOU GopMbl (mputokeHre Ne 4) B CpoK, HE MPEBBIIIAOIIHIA

Tpex pabouumx JHell mocne AHS 3acenanHus. IIpoTokonm  3acemanHus
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TEPPUTOPUAIBHOM KOMHUCCUU MOXKeT ObITh odopmiien cpenctBamu 1]

C UCIOJIb30BaHUEM COOTBETCTBYIONIETO 11a0J0Ha OJIaHKa JOKYMEHTA.

8.4.2. Ilpotokon 3acemanusi MOXET O(POPMIIATHCS B IOJTHOM WM KpaTKOH
dbopme.

8.4.3. TekcT MpOTOKOJA 3aceqaHus TEPPUTOPHAIBHON KOMHUCCHUHU COCTOUT
W3 JIBYX YaCTE€W — BBOJHOW U OCHOBHOM.

8.4.4. B BBOIHOI YacTH MPOTOKOJA YKa3bIBAIOTCS WHUITHATBI W (aMUITUS
npeacenareiass — TEPPUTOPUATBLHOM — KOMHCCHHM  (NIPEACcEeAaTeNIbCTBYIOIIETO),
a TaKKe NPUCYTCTBYIOIIMX: 3aMECTUTENs TMpeAcenaTeiss TEPPUTOPUATIBLHON
KOMUCCHH, CEKpeTapsi TEPPUTOPUAIBHON KOMHUCCHU U YJIEHOB TEPPUTOPHATBLHOU
KOMUCCHUH, JIUII, PUTJIAIIEHHBIX HA 3ace/laHne, B aja()aBUTHOM TOPSIJIKE.

Jlonyckaetrcst  odopmiieHUE MPUCYTCTBYIOUIUX  OTACIBHBIM  CIIMCKOM
C yKa3aHMEeM HWHHIMAIOB, (amwinii u aomxHocTed. CHUCOK TpuiaraeTcs
K IIPOTOKOJIY 3aCEIaHus.

8.4.5. [loBecTka mHA BKJIIOYAETCSd B BBOJHYIO YacTh IIPOTOKOJA.
OHa COCTOUT U3 MEPEUUCIICHUsT BOIIPOCOB, KOTOPhIE 00CYKIAI0TCSl HA 3aceaHuH,
U 3aKpeIiIeT IMOCIEeN0BATEILHOCTh MX OOCYXKIEHUS W (DaMHIMUA JTOKJIATYUKOB
(BBICTYMAIOILIUX ).

Kaxxnprii Bompoc MmoBecTKU JHS 3acelnaHus HymepyeTcs: apabckoit 1udpoit,
ero HamMeHoBaHue QopmynupyroT ¢ npemiora «O» unu «O06». Ilo kaxaomy
MYHKTY YKa3bIBa€TCs JOKIaAUUK.

8.4.6. OcHOBHAs YacTh MPOTOKOJIA COJEPIKUT CTOJIBKO Pa3esioB, CKOJBKO
MYHKTOB BKJIFOYEHO B MOBECTKY AHA. B COOTBETCTBHMM C HEW pa3aeibl HyMEPYIOTCHI.

Kaxnpiii  pasgen  coctout w3 Tpex  uactei:  «CJIIYITAJIN»,
«BBICTYIINJIN», «PEILINJIN», koTOphIE EUATAIOTCS OT TPAHUIIBI JIEBOTO TMOJIA
MPOMUCHBIMU OyKBaMH.

B uwactm «CJIVYIOAJIM» KpaTKO H31araercd TEKCT BBICTYIUICHHS
nokjamquuka. Maunuanel 1 GpaMuins T0KJIaurKa MeYaTarTCcs ¢ KPacCHON CTPOKHU
B HMEHUTEIBHOM Majexe. 3aluch JIOKJIaJa U3JIaraercsi OT TPEThEro Jula

CANMHCTBCHHOI'O YHUCJIa U OTACIIACTCA OT (baMI/IJ'II/II/I THUPC.
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Ecau Tekct JOKJIaga Ipuiaaracrcsa K IIPOTOKOJIY, TO HCIOJIB3YCTCA CCbhbLIKA

«TekcT noknaaa npuiiaraeTcs.

B wactu «BBICTYIIMJIM» nepeyucnstoTcss BBICTYHAIOMIUE W aBTOPBI
BOINPOCOB. MHMUIMAaNb! 1 (aMuiusi BBICTYIAIONIETO NIEYaTatOTCsl C KPACHOM CTPOKHU
B UMEHUTEIbHOM Tmajexe. KpaTkas 3amuch BBICTYIUIEHHS 110 CYILIECTBY
paccMaTpuBaeMoro Bompoca (1o pelIeHuIo MpeICeaTeNIbCTBYIONIET0) U31araeTcs
OT TPETHETO JULA EAUHCTBEHHOTO YUCJIA.

Ecnu TekcT BBICTYIUICHHS] NPUIIAraeTcsa K MPOTOKOIY, TO HMCHOJIb3YETCS
cchliKa «TeKCT BBICTYILICHUS IPUIIAraeTCs».

B uactu «PEIINJIN» oTpaxkaeTcs MPUHATOE PEIICHHUE MO 00CYyXIAEMOMY
BOIIPOCY U PE3yJIbTAThl TOJIOCOBAHUSI.

B mportokone 3acemaHusl OTpaykaeTcs HaJIW4YMe OCOOOro MHEHHMS y WieHa
TEPPUTOPUAIBHOM KOMHCCHH, O(OPMIIEHHOE B NHUCbMEHHOW (opme ocoboe
MHEHHE ITOMEIIAETCS MOCIIE PEIIEHNUs, B CBSI3U ¢ KOTOPBIM 3TO MHEHHUE U3JI0KEHO.

8.4.7. IlpoTokon 3aceaHus MTOATMCHIBACTCS npeaceaaTenemM
WU TpeAceaTeIbCTBOBABIIMM Ha 3aCE€JaHUU U CEKpPETapeM TEepPPUTOPUAIBHON
KOMHCCUM  (WJIM  YJE€HOM TEPPUTOPUAIBHON  KOMHUCCHUH, HCHOJIHSIBIIUM
00513aHHOCTH CEKpETapsl TEPPUTOPHUATBHON KOMHUCCHH).

8.4.8. [locne moanucanus MPOTOKOJIBI PETUCTPUPYIOTCS C UCIIOJIH30BAHUEM
peructpanmoHHo-yuetHod  gopmbl.  [IpoTokonwsl  3acemaHuii  HyMEpYROTCS
B XPOHOJIOTUYECKOW TMOCIEAOBATEILHOCTH B TMpelesax CpoKa IOJHOMOYUN
TEPPUTOPUAIIBHON KOMHUCCHH.

8.4.9. IIpoToKoJIbI 3aceaHuil TePPUTOPUATIBHOM KOMHCCHUH, MPUOOIIEHHbIE
K HUM pEUIeHUs BMECT€ C MaTepuajiaMu, MOCIYKUBIIUMH OCHOBaHUEM
JUIS. UX TPUHATHSA, OCOOBIMU MHEHHUSMHM YJICHOB TEPPUTOPUAIBHOW KOMHUCCHUU
XpaHsTCs y npezaceaarens (cekperaps wid pabOTHHKA anmapara, OTBETCTBEHHOTO
32 BEJCHHE JICJONPOM3BOJICTBA) TEPPUTOPUAIBHOM KOMHCCHHM, a 3aTeM,
oopMJIEHHBIE B COOTBETCTBMM C TpeOoBaHMsIMU WHCTpyKUMH, NepenaroTcs
B apXUB.

9. OdopmiieHue NPUKA30B NpeaceaaTe s
TEPPUTOPHAIBHON KOMUCCUU
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9.1. [Ipuka3z mnpenacenarenss TEPPUTOPUATBHOW KOMHUCCHUM IO OCHOBHOM
JeSITENIbHOCTH (anee — npukas) opopmiisercs Ha OaHKe YCTaHOBJICHHON (POPMBI
(mpuoxenue Ne 4).

9.1.1 IlpoekTel MpUKAa30B TOTOBATCA IO MOPYYEHHUIO IpEeJCcenaTes
TEPPUTOPUAITBHON KOMUCCHH.

IIpuka3el MOTYT TOTOBHUTBCSI M COIVIACOBBIBATHCS Takke cpeactsamu I1J1.
[Ipn moxaroroBke mnpuka3zoB cpeactsamu [IJ ucnonp3yercs COOTBETCTBYHOIIUMI
m1a0JIoH OJ1aHKa IOKYMEHTA.

9.1.2. Tekct mnpuKasza COCTOMT, KaK IpPaBWIO, U3 KOHCTaTUPYIOLIEH
Y PacCHoOpSIANTENBHON YaCTEN U JOJDKEH UMETh 3ar0JIOBOK.

9.1.3.B KoHcraTupylomel dYacTu U3jaralTcd LeId M 33Ja4d
IPEANNCHIBAEMBIX JE€UCTBUI. ECaM OCHOBaHMEM K WM3JaHUIO IIpUKa3a SBISETCA
HOPMATUBHBIM  TIIPAaBOBOM  aKT  WJIA  PACHOPANWUTENBHBIA  JOKYMEHT,
TO B KOHCTATHPYIOUIEH 4YacTH YKa3blBAalOTCS €ro Ha3BaHWE, [aTa, HOMeEp,
3aroJIOBOK.

9.14.B  pacnopsauTeNbHOM ~ YacTH  COJEpXKaTcsl — TEepeurcleHue
IPEANUCHIBAEMBIX JIEUCTBUM, CPOKM U HUCHOJHUTENHU. IlyHKTBI IpuKasa
HYMEPYIOTCS apaOCKUMU LIU(PPAMHU C TOYKON U HE UMEIOT 3ar0JIOBKOB.

9.1.5. Ecniu mpuka3 u3MeHseT, OTMEHSIET WJIU JIOTOJIHAET PaHee W3IaHHbBIN
MPUKa3 WK €ro OTAENIbHbIE TYHKThI, TO 3TO OFOBAapUBAETCS B TEKCTE MPHUKa3a.

9.16.B MOCJIETHEM IIYHKTE pacnopsauTEIbHON YacTu,
Ipu HEOOXOAUMOCTH, YKa3bIBAE€TCS JOJKHOCTHOE JIMIO, HA KOTOPOE BO3Jaraercs
KOHTPOJIb 32 UCTIOJTHEHUEM IIPHUKa3a.

9.1.7.Tlpu HAJINYNU MPUIOKECHUN K MpUKa3y B TEKCTE
Ha HUX 0053aTeIbHO JeJIaeTCs CChLIKA.

9.1.8. IIpoekT mpuKaza W  OPWIOKEHUS K HEMY  BU3HUPYIOTCSH
HEIOCPEICTBEHHBIM UCIIOJIHUTEIIEM.

Ecin B mnpukase conepkarcs BOIPOCH (PUHAHCUPOBaHMS BbIOOPOB,
o0ecrieyeHusl JIEATENbHOCTH TEPPUTOPUAIBHON KOMHCCHUH, TO OH BU3UPYETCS

y TJIaBHOTO Oyxrayrepa.
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HpI/IKaSBI, IMOATOTOBJICHHBIC CpEACTBAMU HI[, BHU3UPYIOTCA aHAJIOTUYHO

pUKa3aM, MOJArOTOBIEHHBIM Ha OyMa)XHOM HOCHUTEJIE.

Busbl mpoctaBistorcss Ha  OOOpPOTHOM CTOpOHE TIOCIETHEro JIMCTa
JOKyMeHTa (TpUKa3a, NPWIOKEHHs K HEMYy) [0 YCTaHOBIEHHON Qopme
(mpunoxenue Ne 9).

[Ipu moAroTOBKE M COrJIacOBaHUU MPOEKTOB MPHKa30B cpeacTtBamu [1J] muct
COTJIACOBAaHUSl pacleydaThblBacTcsi Ha OOOPOTHOM CTOPOHE TOCIEAHErO JIHCTa
JIOKyMeHTa (Tmpukasa, MpuioxkeHus K Hemy). [Ipu HeoOXoAMMOCTH MOJTy4YEHUS
BU3BI JIOJDKHOCTHOTO JIMIIA HAa JIUCTE COTJIACOBAaHUA MpPHKa3a, MOJATOTOBIEHHOTO
cpenctBamu 1/, mokymeHT nepenaercst Ha OyMa)kHOM HOCHUTENE Ha BU3HPOBAHHE
COOTBETCTBYIOLLIEMY JTOJDKHOCTHOMY JIMILY.

9.1.9. Ilocne moamucaHusi MPHUKA3bl PETUCTPUPYIOTCS C HCIOIH30BAaHHEM
pEeTUCTPaIMOHHO-yueTHOW (opMBI M (QOPMHUPYIOTCS B JeJa B COOTBETCTBHUHU
C HOMEHKJIATypOu JieJ1 TeppPUTOPUATHLHOM KOMHUCCHU BMECTE€ C JOKYMEHTaMH,
MOCITY>KMBIITUMH OCHOBAHHMEM JIJIS1 U3/IaHUS MTPUKa3a.

B cnyuae ucnonp3oBanus s perucrpanuu [1JI k. PYK npucoenunstorcs
TeKCT mpukaza B ¢opmare docx wmm xIsx (mms tabmury momyckaroTcs (aiibl
dopmara  XxISX), onekTpoHHBIH  00pa3 mpukaza B (Gopmare  pdf
(mpu HEOOXOJUMOCTH) M JENAIOTCS CCBUIKM Ha JIOKYMEHTBI, TOCIYKHBIIIHE
OCHOBAHUEM JIJIsl M3JaHUsI IPUKa3a.

9.1.10. Ilpukazam TpHCBAUBAIOTCS PETHCTPALIMOHHBIE HOMEpA B Mpejenax
KaJeHJapHOTO ToJa, MpU OSTOM K TMOPSAKOBOMY HOMepy uepe3 aeduc
MIPOCTABISIETCSI OYKBEHHBIN HWHACKC «O/I».

9.2. ObopMiieHre TpUKa30B TpeAcedaTeNss H30UpaTeIbHOH KOMHCCHH
10 KaJIPOBBIM BOTIPOCAM.

9.2.1. Ilpukassl npeaceaaresiss TEPPUTOPUATBHON KOMHUCCUHU MO KaJIpOBBIM
BOIIpOCaM U3JIAI0TCS o KOHKPETHBIM BOTIPOCaM, CBSI3aHHBIM
C  JEATETHHOCTHIO  YJICHOB  TEPPUTOPHAIBHOM  KOMHCCHU,  MPHEMOM
Ha TOCYJAapCTBEHHYIO TpaxaaHckyio ciuyxOy Cankt-Ilerepbypra B ammapar

TEPPUTOPUANBHON  KOMHUCCHH,  MPOXOXKIECHHEM  TPaXTAHCKOW  CIY>KOBI
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Y YBOJIbHEHHUEM C FPAKJIAHCKOU CITY>KOBI B anmapare TeppUTOPUATBHON KOMUCCHH.

9.2.2. Tlpukassl mpencenarenss TEPPUTOPUAIBHON KOMHUCCHH IO KaIpOBBIM
BOMpocaM O(GOPMIISIFOTCS aHAJIOTUYHO MPHUKa3aM IMpeceiaTelis TepPUTOPUATBHON
KOMHCCUM  TI0  OCHOBHOM  fgestenbHOCTH.  [Ipukaszam  mpucBauBaroTCs
perucTpalMoHHbBIE HOMEpa B Ipejenax KaJeHAApHOro ToAa, MpHU 3TOM
K IOPSIKOBOMY HOMEpY uepe3 Aeduc MpocTaBiisieTcsi OyKBEHHBINH HHICKC «K».

9.3. Komnuu npurka3oB 3aBepsIFOTCS MEUAThIO0 TEPPUTOPHUATBHON KOMHCCHHU.

9.4. Ilpuka3pl BMecTe C TpUOOUIEHHBIMH K HHUM JIOKyMEHTaMH,
NOCTY>KUBIIMMHU OCHOBAaHHMEM ISl UX W3JaHus (B TOM YHMCJE pacleyaTaHHbIMU
KONUSIMU JTOKYMEHTOB, MOCTYMHUBIIHNX/TIOATOTOBICHHBIX B SJIEKTPOHHOM BHJE),
(bopMupyrOTCA B JieJa COTJIaCHO HOMEHKJIAType JIel TepPUTOpUAIbHON KOMHCCHUH,
XpaHATCS y Tpenceaarens wid padOTHHKA ammapaTa, OTBETCTBEHHOTO 3a BEACHHE
JIeNIOTIPOU3BOCTBA B TEPPUTOPUATBHOM KOMHMCCUH, a 3areM, O(OpMIICHHBIE

B COOTBCTCTBHHU C Tpe6OBaHI/I}IMI/I HHCTpYKHI/II/I, Iepecaar0TCA B apXHB.

10. KoHTpoJIb MCIIOJTHEHHSI TOKYMEHTOB M MOPY4eH Ui

10.1. KoHTpOJII0 UCTIOHEHUS TIOJIJIEKAT:

MOPYYEHHUSI, COJIepXKaluecss B TOCTAHOBJIEHUSX U JPYTrUX JOKYMEHTax
MUK Poccuu, Cankt-IlerepOyprckoil m3OupaTebHOW KOMHUCCHUHU, B PEIICHUSX
TEPPUTOPUAIBHON KOMUCCHH;

MOPYYCHHUSI, COJEpKaIllMecss B TMpHUKa3ax MpeaceaaTessi TepPUTOPUaTbLHOM
KOMUCCHUU;

NMUMCbMEHHBIE TMOpYYEeHHUs TpeacenaTens (3aMeCcTUTENsl MpeaceaaTens,
CeKpeTapsi) TEPPUTOPHATHHON KOMHUCCHH;

BXOJISAIINME JOKYMEHTHI, B TOM YHCJIC NMHUCHMCHHBIC OOpaIicHUs Tpa)kaaH,
yKa3aHHbIC B [lepeuHe mojjiexaniux KOHTPOJ0 JOKYMEHTOB ¢ YKa3aHUEM CPOKOB
ucnonaHeHus (npuwioxeHue Ne 11), B COOTBETCTBUU € YKa3aHHUSIMU 10 UCTIOJIHEHUIO
JIOKYMEHTa MpeJiceaTeliss TePPUTOPUATBLHON KOMUCCHY;

UCXOJIAIINE JOKYMEHTHI, TPEOYIOINE OTBETA;
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NOPYYEHHUsI, COAEpIKAIIUECs B MPOTOKOJIAX 3acelaHuil TeppUTOPUATIBLHOM

KOMUCCHHU;

IJIaHBI MEPOTIPUSITHI.

10.2. KoHTpoJib MCHOJHEHHUS JTOKYMEHTOB, yKa3aHHBIX B mojpasiaene 10.1
NucTtpykimu (32 UCKIIOYEHUEM HCXOISIIUX JOKYMEHTOB), IO CYIIECTBY
3aTPOHYTBIX B HHUX BOIPOCOB OCYILIECTBIAECT Tpejacenareiab (CeKpeTaph)
TEPPUTOPUAITBHON KOMUCCHH.

10.3. KoHTpONb HCHOTHEHUS MCXOASIIMX JIOKYMEHTOB, B TOM YHCJE
32 CBOEBPEMEHHOCTHIO IIOJYYEHHUSI OTBETOB Ha 3alpoChl TEPPUTOPUAIBHON
KOMMCCHUH, OCYIIECTBISICT paOOTHUK ammapaTa, OTBETCTBEHHBINM 3a MOATOTOBKY
JAHHBIX JTOKYMEHTOB.

10.4. Cpoku WUCHONTHEHHsS] TOPYYCHUU, COACPKAIUXCSI B PEIICHUSIX
TEPPUTOPUAIBHOM  KOMHUCCHUM, TpUKA3aX TMpeaceaTesis TeppUTOPUATBHOM
KOMHCCHUH, TUCbMEHHBIX MOPYYEHHI Mpenacenareis (3aMeCTUTENs MpeIcenaTens,
CEKpeTaps) TEPPUTOPUATHLHON KOMUCCUU OTIPECIISIOTCS S TUMU JOKYMEHTaMHU.

10.5. JIokyMEeHT TIO/UIC)KUT HCIOJHEHWIO HE TIO3[IHEEe, YeM uepes
30 xalleHIapHbIX JTHEW CO JHA €ro MOCTYIUIEHUS, 32 HCKJIOYEHHUEM CIIy4aes,
IPEAYCMOTPEHHBIX ITyHKTOM 10.6 HacTosIIero pa3aena.

Ecnu mocnennuii 1eHb MCTIONHEHHS TOKYMEHTa MPUXOAUTCS Ha HepaOouuii
JIeHb, TO OH MOJIJICKUT UCIIOJHEHHUIO B MIPEIIECTBYIOMINN eMy paOoduil JeHb.

JlokyMeHTBl ¢ momeTkamu «BecbMa cpouHo», «CpOUHO» HCIOTHSAIOTCSA
B TPEXJHEBHBINA CPOK, TOKYMEHTBI C MOMETKON «OnepaTuBHOY» — B IECSITUAHEBHbBIN
CPOK.

CpOK UCIHONTHEHUS UCUYUCISETCA B KaJeHAApHbIX AHsIX. s mopyuyeHuii —
OT JaThl TMOJMUCAHUS TOPYYEHHUs, ISl BXOJAIIUX JOKYMEHTOB, B TOM YHCIIC
oOpallleHui, — OT 1aThl PETUCTPAIIUU JOKYMEHTA.

Ecnu nmocnennuii AeHb UCHOJHEHUS JOKYMEHTA, COJEPKAIIEro MOMETKY
O CPOYHOCTH HCTIOJIHCHMS, MPUXOAUTCA HAa HEpaOOUUil JI€Hb, TO OH MOJJICKHUT

UCIIOJTHEHHIO B CIICAYIONINI 32 HUM paOo4Hil 1EeHb.
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10.6. Cpokn  UCHOJIHEHHUS  BXOJSAIIMX  JOKYMEHTOB W  oOpalleHui

YCTaHABIMBAIOTCS  HMCXOAsl M3  CPOKOB, IpEajaraéMblX  OpraHu3aluen,
HalpaBUBILEN JOKYMEHT, UJIU CPOKOB, YKa3aHHBIX B NpuiiokeHuu Ne 11,

OOpamieHuss 0  HapylIeHMH  3aKOHA, [OCTYNUMBIIME B  IEPUOA
COOTBETCTBYIOIIEH  M30MpaTeNbHOM  KaMIlaHWW, KaMIlaHUU  pedepeHayMma,
UCIOJIHAIOTCS B CPOKHM, YCTaHOBJICHHBIE 3aKOHOJATEIBCTBOM O BBIOOpAx
u pedepeHayme.

10.7. OTBETCTBEHHOCTh 32 CBOEBPEMEHHOE U  IIOJHOE BHECEHHE
B PETUCTPAllMOHHO-YYETHYI0 (OpMYy CPOKOB  HCIIOJIHEHUS JOKYMEHTOB
U uHGbOpPMAIMM O COCTOSIHUM WCIOJHEHUs JOKYMEHTOB, KOHTPOJIb CPOKOB
UCIIOJTHEHUS IOKYMEHTOB BO3J1araroTcs Ha CeKperaps Wiu paOOTHMKa ammapara,
OTBETCTBEHHOTO 3a BEJICHUE JEIOMPOU3BOACTBA.

10.8. B TIaHax MEpPOIIPUATUH, YTBEP>KICHHBIX pelIeHUsIMU
TEPPUTOPUANIBHON KOMMCCUHM, TpUKa3aMH Mpeacefaresis TEeppPUTOPUATIBLHON
KOMHUCCHUH, KOHTPOJIIO MOAJIEKAT CPOKH MCTIOTHEHUS OTJIETbHBIX €r0 MyHKTOB.

10.9. TIpu HEOOXOAUMOCTH TMPOJICHUS CPOKAa HCIHOJHEHUS JOKyMEHTa
OTBETCTBEHHBIN 32 UCIOJIHEHNE HE MO3JHEE YEM 3a TPH JIHSA 1O MCTEUEHHUs CpPOKa
UCIIOJIHEHHS TOKYMEHTa MPEACTaBISET HAa UMs MpeAcenaresnss TeppUTOpUaIbHOU
KOMHUCCHH CITYy’KEOHYIO 3allMCKy C MOTUBHUPOBAHHOM MPOChOOI O €ro mpojuieHuH,
KOTOpasi MOXET ObITh MOATOTOBJIEHA U corjacoBaHa cpencteamu I1J1.

10.10. TokyMeHT cuuTaeTCsl UCIIOJHEHHBIM U CHUMAETCS C KOHTPOJIS TIOCIIe
pelieHusi BCEX IIOCTABJIEHHBIX B HEM BOINPOCOB, COOOIICHHS pPE3yIbTaTOB
PacCMOTPEHHUS BCEM 3aMHTEPECOBAHHBIM JIMLIAM.

10.11. OcHoBaHUSMHU JJIsl CHATUS JOKYMEHTA C KOHTPOJIS SIBJISIOTCS:

CiIyeOHasi 3alucKa O CHSATHHU JOKYMEHTa (UM OTAENbHBIX €ro IMYHKTOB)
C KOHTpPOJs WM 00 WCHOJHEHWH JOKYMEHTa Ha UMs [pelceaaTes
TEPPUTOPUATBHON KOMHUCCUHM, TOJArOTOBIIEHHAS OTBETCTBEHHBIM 3a UCIIOJIHEHHE
c ormetrkort («Cormacen», «Paccmorpen», «llpunaro») mpeacenatesns
TEPPUTOPUATBHON KOMHUCCHUU O TPHUHITUHA HCIOJHEHHs, KOTOpas MOXET OBITb

MOArOTOBJIEHA U coTJlacoBaHa cpenctBamu [1/;
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pelieHrue  TEePPUTOPUAIBHOM  KOMHUCCHUM,  NpHKa3  Mpejacenarens

TEPPUTOPUAIIBHON KOMHUCCHH T10 PE3yJIbTaTaM HUCIIOJHEHHS TOKYMEHTA;

OTBET Ha BXOJALIUHN TOKYMEHT;

OTBETHl OT OpraHu3aluii, B KOTOpbIE JOKYMEHT ObUI HamlpaBlieH
JUISL PAacCCMOTPEHUSI IO CYIIECTBY IIOCTABJIECHHBIX B HEM BOIPOCOB M OTBETA
3asIBUTEIO;

HampaBlieHUE OOpalleHus B JpyrHe OpraHu3alud ISl PACCMOTPEHHS
IO CYIIECTBY IIOCTABJIEHHBIX B HEM BOIPOCOB U MOCIEIYIOIIEr0 MHPOPMUPOBAHUS
aBTOpA O pe3yJbTaTax pacCMOTPEHMUS.

10.12. JlokyMeHT He CYUTAETCSA NCTIOTHEHHBIM U OCTAETCSl Ha KOHTPOJIE:

€CIM OH HampaBJsIeTCss B JApPyrHME€ OpraHbl WIA  OpraHU3aluu
JUII  PAacCMOTPEHMs] C LEIbI0 IIOJYYEHHS TEPPUTOPUAIBHOM KOMHUCCHEW
uH(popManuu, HEOOXOIMMOM I PACCMOTPEHHS IO CYIIECTBY NOCTAaBICHHBIX
B JIOKYMEHTE BOIIPOCOB. B ciyyae HEOOXOAMMOCTH TEppPUTOpUATIbHAS KOMHCCHUSA
uH(popMupyeT 00 3TOM aBTOpa JOKYMEHTA;

€CIM OH HampaBJsIeTCss B JAPyr'ME€ OpraHbl WIM  OpraHU3alMH
JUISL PACCMOTPEHUS IO CYIIECTBY IIOCTABJIECHHBIX B HEM BOIIPOCOB U OTBETA
3asIBUTENI0 C MOCIAEAYIOIHUM HHPOPMUPOBAHUEM TEPPUTOPUAIBHON KOMHUCCHUU
O pe3yibTaTax UCIOJTHECHHUS.

11. M3roroBjieHME U MCIIOJIHL30BAHME MeYaTe U ITAMIIOB

11.1. JIns ymocTOBEpEeHHS TOJIMHHOCTH JTOKYMEHTOB HJIHM COOTBETCTBHS
KONWK JOKYMEHTOB IIOJUIMHHUKAM, IIPOCTaBIICHUS OTMETOK O IIOJTYYCHUH,
perucTpanuy T0KyMEHTOB B TEPPUTOPHAIBHON KOMHCCHHU WCIIOJIB3YIOTCS TeYaTh
c u3zoOpaxenueMm [ocymapctBenHoro rep6a Poccuiickoit ®depeparuu (nanee —
repOOBBIC MEUATH) U IPYTHE TTEYATH U IIITAMITHI.

11.2. V3roToBiieHHE TeyYaTeid W IMITAMIOB OCYIIECTBISIETCS IO YKA3aHHIO
npeacenaress TePPUTOPUATBLHOM KOMHUCCHU JIMOO B COOTBETCTBHM C PEIICHUEM
BBIIIECTOSIIIEH N30MPaTEIHbHON KOMUCCHH.

tamnbl ¢ (pakCUMHIBHBIM BOCIPOU3BEICHUEM MOJIUCU TpEACcCeaaTes,

3aMCCTHUTCIIA npeaceaareiis, CCKpeTapa TeppPITOpPIaJIBHOfI KOMHUCCHUHU
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N3TOTOBJIAIOTCA I10 ux IMOPYYCHUIO )41 MOI'yT OBITH HCIIOJIb30BaHbI

JUTSl TIPOCTAaBJICHUS Ha MyOJIMKaTaX W KOMHUSAX TOIIMUCAHHBIX B YCTaHOBJICHHOM
MOPSIJIKE IOKYMEHTOB.

11.3. 'epboBasi medaTh TEPPUTOPHATBHONM KOMHCCHU IPOCTABIISAETCS
Ha  (UHAHCOBBIX  JIOKYMEHTaxX, TapaHTUWHBIX  MHChMaX,  JOTOBOPAX,
rOoCyapCTBEHHBIX KOHTPAKTaX JOBEPEHHOCTSIX, U B JIPYTUX MPETyCMOTPEHHBIX
3aKOHOJATEIbCTBOM CIIydasiX.

11.4. Ha paccbhuiaeMbIX KOIUSX PEUICHUN TEePPUTOPUATBHOW KOMHUCCHUH,
MIPUKA30B MpeJiceaTelsi TePPUTOPUATLHON KOMUCCUH, Ha TIAKeTax MpPH OTIIpaBKe
JIOKYMEHTOB, TIpH O(OPMJICHUH JOKYMEHTOB Ha MPUEM TOBapHO-MaTEpUATbHBIX
[IEHHOCTE TMpocTaBiseTcss TepOoBas WIM HHAs T[e4aTh TEPPUTOPHATBHON
KOMHCCHHU.

11.5. Tleyat ¥ WITaMIbl MOAJIEKAT YYETy B OT/ACJIBHOM >XypHalle ydeTa
neyarei u IITAMIIOB PabOTHUKOM amnmapara, OTBETCTBEHHBIM
3a AeN0npou3BoACTBO. Ileyatn M mTaMibl BBIIAIOTCA TOJ MOJANMKUCH B KypHAJe
ydyeta mneyarted W wmramnoB. Ha »xypnHane mnpocrtaBisierca otMmeTka «JCID»,
€ro JIMCThl HyMEPYIOTCS, MPOIINBAIOTCS U OTIEYaThIBAIOTCS.

11.6. [leyaTn ¥ IITaMIbl JOJDKHBI XPAaHUTHCS B HAIEKHO 3aKPHIBACMBIX
U OTleYaThIBaEMbIX B HEpabouee BpeMs cerpax uiim MeTaTHIeCKuX ImKadax.

11.7. KoHTpoab 3a NpaBUIBHOCTBIO XpaHEHUS M HCIOJIb30BaHUS TeyaTen
U IITAaMIIOB OCYIIECTBISICT PaOOTHUK amnmapara TepPUTOPUATIBLHOM KOMUCCHH,
OTBETCTBEHHBIH 32 JIEJI0NPOU3BOICTRO.

CBepka HaJMuusl Te4aTedl W IITAMIIOB OCYIIECTBISCTCS IpeaceaaTeiemM
TEPPUTOPUATBHON KOMUCCHUH OJIUH Pa3 B TOJ.

11.8. llpumieniie B HEroJHOCTh MEYaTH W IITAMIIbl YHUYTOXAKOTCH,
O YeM COCTaBJISIETCS aKT, a B JKypHajJe ydeTra TeyaTeid M IITaMIIOB CTaBUTCS
COOTBETCTBYIOIIIAs] OTMETKA.

YHUUTOXKEHHE MPOU3ZBOJAUTCS TMOCIE YTBEPXKICHMUS akTa MpeiaceaaTeeM

TEPPUTOPUAIBHON KOMHUCCHHM. MeTaJlINYeCKue IIeYaTh YHUYTOKAKTCA ITyTEM
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INOJHOI'O CIIMJIIMBAHHA TCKCTA WK OIIMJIMBAHUA ABYMS IICPCKPCCTHBIMUA JIMHUAMU,

Kay4qyKOBBIC IT€UATH U IITAMITHI Pa3pe3at0TCsl Ha MEJIKME YaCTH UM COKUTAIOTCS.
11.9. 06 yrepe mneyaTd WIM IITaMIa HE3aMEMJIUTEILHO CTaBUTCS
B U3BECTHOCTH MPEJICEAATENb TEPPUTOPUATEHON KOMHUCCHH.

12. ®opmupoBaHue e U Nepegadya ux B apXuB

12.1. CoctaBneHue u yTBep>KACHHE HOMEHKIATYPHI 7.

Homenknarypa nen mnpenHasHaueHa s (OPMHUPOBAHUS HCHOJHEHHBIX
JOKYMEHTOB B Jena (9JEKTpPOHHBIE Jefla), CHUCTeMaTH3aluud M ydera Jell,
OTIpEe/IeTICHUS] CPOKOB MX XPaHEHHSI U ABIISCTCS OCHOBOM JIJISI COCTABIICHUS OIMHUCEH
JieJl TOCTOSIHHOTO U JIOJITOBpeMEHHBIX (cBbilie 10 J1eT) CpPOKOB XpaHEHHS,
B TOM YHCJE€ MO JHMYHOMY COCTaBy, aKTOB O BBIJCICHUUW K YHUYTOXCHHIO
JOKYMEHTOB C MCTEKIIMMU CPOKAMH XpaHEHHUs, a TakkKe Uil ydera Jell
B JICJIONPON3BOJICTBE.

B HOMeHKNaTypy J[en MOTYT BKJIIOYAThCS 3arojOBKH e, OTpakarollue
JeSITEIbBHOCTh TEPPUTOPUATIBHOW KOMHUCCUHM, B TOM 4YHCIIE JIMYHbIE Jieja,
CTHPaBOYHBIE M YUETHBIC KAPTOTEKH U IPYTHE yUIeTHbIE (POPMBEI.

He BkmrouaroTcs B HOMEHKJIATYPY JA€N TEPUOAUYECKUE HW3JaHUS, KHUTH,
OpOITIOPHI.

3arojoBOK Jefa JOJDKEH YEeTKO W B 0000meHHoW ¢opme oTpaxaThb
OCHOBHOE CojJiepKaHUE U cocTaB JAOKyYMeHTOB. He pomyckaercs ynotpeOseHue
HEKOPPEKTHBIX (POPMYIHPOBOK, BBOJHBIX CIOB U CJIOKHBIX 0OOPOTOB.

[Ipu cocTaBieHHMH HOMEHKIATYphl Jell CIeAyeT pPYKOBOJCTBOBATHCS
perjiaMeHToOM TEPPUTOPUATIEHOMN KOMHUCCHH, [Tepeunem TUIIOBBIX
YIOPaBJICHUYECKNX AapXUBHBIX JTOKYMEHTOB, OOpasylomuxcsi B  Mporecce
NEeSTeIbHOCTH TOCYAapCTBEHHBIX OPraHOB, OPIraHOB MECTHOTO CaMOYIpaBJICHHS
U OpraHu3alMi, C YKa3aHUEM CPOKOB XPAaHEHHUsS, YTBEPXKICHHBIM IPUKA30M
®denepanbHOro apxuBHoro areHtctBa oT 20 npexabps 2019 roma Ne 236
(nanee — Ilepeuenn), IlpaBunamu opraHu3alMK XpaHEHHS, KOMIUJIEKTOBAHUS,
ydyeTa M MHCHOJb30BaHMUS JIOKYMEHTOB ApxuBHOro ¢onaa Poccuiickoii

depepalii ¥ JIPYyruX apXUBHBIX JOKYMEHTOB B TOCYAapCTBEHHBIX OpraHax,
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opraHax MCCTHOI'O CaMOYIIPAaBJICHHA N OpraHu3anuiax, YTBEPXKACHHBIX IIPHUKAa30M

denepanbHOro apXuBHOTO areHTcTBa OT 31 mroma 2023 roga Ne 77, mopsaakamu
XpaHEHUs W MepeJaud B apXWBbl JOKYMEHTOB, CBSI3aHHBIX C IIOJATOTOBKOW
U IPOBEJIEHUEM BBIOOPOB, YTBEPKJICHHBIMU MUK Poccun
u Cankr-IlerepOyprckoil M30MpaTeNbHOM KOMHUCCHH, HOMEHKJIATypamH JIeJl
TEPPUTOPHUAIBHON KOMUCCUU 32 MPEAIIECTBYIOLINE TO/IBI.

[Ipy MOArOTOBKE HOMEHKJIATYPHI A€ HEOOXOJMMO YYHUTHIBATH XapakKTep
BbIOOPOB, IPOBOIUMBIX B IIPEJICTOSIILIEM TOAY.

Homenknatypa nea TeppuUTOpUAIbHOM KOMHUCCHUM Ha MPEICTOSIIUN
KaJCHAApHBIA TOJ COCTaBJsieTCS pa0OTHUKOM ammapara, OTBETCTBEHHBIM
3a BEJIEHUE JEJIONPOM3BOACTBA, B IOCIEAHEM KBapTajle TEKYyIIEro Troja,
COTJIACOBBIBACTCS C CEKPETapeM TEPPUTOPHAIBLHOM KOMHCCHUU, PAacCMaTpUBAETCs
Ha  3aCeNaHUM  OKCHEPTHOM  KOMHUCCHH  TEPPUTOPHUAIBHOM  KOMMCCHH,
cornacoBeiBaercst ¢ cekperapeM  Cankr-IlerepOyprckoil  m3buparenbHON
KOMHUCCHH, YTBEpXKIAeTCsl  TpeaceaareieM  TeppUTOPUATBHOM  KOMHCCHU
Y BBOJUTCS B iclicTBHUE ¢ | SHBaps cienyroiero rojaa (nmpuioxenue Ne 12).

Homenknatypa nen He pexe OJHOro pas3a B ISTh JIET YTBEP)KIAETCS
AKCTIIEPTHO-MPOBEPOYHOM METOIUYECKON KOMHCCUEH (manee — IIIMK)
Cankr-IlerepOyprckoro roCyJ1lapCTBEHHOI'O Ka3eHHOTO YUPEXKICHUS
«Uentpanpubiii  rocynapctBeHHbli  apxuB  Cankrt-lletepOypra»  (nmanee —
LII'A CIIO).

B cimyyae BO3HMKHOBEHHS B TE€UEHHUE T'OJa HOBBIX JI€] OHHU JIOTIOJHUTEIHHO
BHOCSITCS B YTBEP)KJICHHYIO HOMEHKJIATYPY JIe7T B yCTAHOBJICEHHOM BBIIIIE TIOPSIIKE.

[Io okOHUaHMHM KaJIeHJApHOrO rojaa pabOTHUK ammapara, OTBETCTBEHHBIM
3a BEICHHME [EJONMPOM3BOJCTBA, B KOHIIE HOMEHKJIATYpHl N COCTaBISET
UTOTOBYIO 3allMCh O KOJMYECTBE 3aBEJACHHBIX M€ (TOMOB, YacTeil), OTIEIbHO
IOCTOSSHHOTO W BPEMEHHBIX CpPOKOB XpaHEHHUsT Ha OyMaXHOM HOCHUTEJe
U O KOJIIMYECTBE 3aBEJICHHBIX JJIEKTPOHHBIX €] MOCTOSHHOTO ¥ BPEMEHHBIX

CPOKOB XpaHEHHsI, a TAKXKE 3amoJHsAeT rpady 3 HOMEHKIATYPHI.
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CpOK XpaHCHUA JOKYMCHTOB YKA3bIBACTCA B HOMCHKIIATYPE ACII CO CCBIJIKOM

Ha cTaThlo llepeyHs wim MHOM HOPMATHUBHBIM ITPABOBOW aKT, YCTAaHABIMBAKOLIUN
CpOK XpaHeHust JokyMeHTa. CpoK XpaHEeHUs! JOKYMEHTOB, HE YKa3aHHBIX B JJaHHOM
[lepeune, ycranaBnuBaercss 1o coryacoBaHuto ¢ Caskr-IletepOyprekoit
uszbuparensHoi komuccueit u IIMK LI'A CII6.

Ncuucnenune CPOKOB XpaHEeHHUsI JIOKyMEHTOB, 3aKOHYEHHBIX
JIEIOTIPOU3BOCTBOM B TEKYIIIEM IOy, HAUMHACTCS C 1 SHBaps CISAYIOMIEro roa.

TepputopuanbHas KOMHCCHS TakKe BIpaBe pa3paldaThiBaTh THUIIOBBIC
W/WIU  TPUMEpPHbIE HOMEHKJIATYPbl JeN JUIsl YYacTKOBBIX H30HUpaTEIbHBIX
KOMUCCHI.

12.2. OdbopmiieHre  JTOKYMEHTOB, 3aKOHUEHHBIX JIEJIONPOU3BOJICTBOM,
dbopMHpOBaHUE U TEKYIIEE XpaHEHUE JENT B TEPPUTOPHATHHON KOMHICCHH.

3aKOHYCHHBIE JIEIIOTTPOU3BOICTBOM JTOKYMEHTBI 0pOPMIISIOTCSI
B COOTBETCTBHHM C TpeOoBaHUSIMU WHCTpYKIIMHM, CIHCHIBAIOTCS MpejceaaTesieM
TEPPUTOPUAIBHON KOMHCCHU B Jeno. [Ipm 3ToM B HMXKHEW YacTH JIMIIEBOU
CTOPOHBI TIEPBOTO JHCTa JOKyMEHTa Ha CBOOOJHOM OT TEKCTa MECTE CTaBHUTCS
OTMETKa O €r0 WCIOJHEHUH, JeNaeTcsi Haamuch «B 1eno», MOXKeT yKa3bIBaThCs
HOMED JeJIa TI0 HOMEHKJIAType W jJara crucaHus. [Ipum HeoOXoamMocTH OTMETKa
00 WCMOJIHEHUH MOXKET OBbITh cjellaHa Ha OOOPOTHON CTOPOHE IMEPBOTO JIHCTA
JTOKyMeHTa. B permcrpannonHyro (GopMy BHOCHTCS OTMETKa O CIMCAaHWU
JIOKyMEHTA B JIEJIO C YKa3aHWEM HOMeEpa Jiejia COTJIaCHO HOMEHKJIIAType Je.

HcnonHeHHble  MOKyMEHTHI  (OPMHUPYIOTCS  paOOTHUKOM  ammapara,
OTBCTCTBCHHBIM 3a BEJCHHE JCIIONPOW3BOJCTBA, B Jela B COOTBETCTBUU
C YTBEPXKIAECHHOW HOMEHKIIATYPOU JE.

Jleno cuuTaeTcs 3aBEJACHHBIM C MOMEHTA BKIIFOUCHHS B HETO IIEPBOTO
UCIIOJTHEHHOTO JIOKYMEHTA.

3aKOHUYEHHBIE JISTIOPOU3BOACTBOM JIEKTPOHHBIE TOKYMEHTHI (POPMUPYIOTCS
pabOTHUKOM  ammapara, OTBETCTBEHHBIM 3a  BEJCHHE JICJIOMPOU3BOJICTBA

B BJIEKTPOHHBIE Jiefia (anKu, TMPEKTOPUHN) B COOTBETCTBUU C HOMEHKIIATYPOU JIeT.
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[Ipu dopmupoBaHum Jena NPOBEpSAETCS MPaBUIBHOCTh  OTHECEHMS

JOKYMEHTOB B JaHHOE JeJI0, KadyeCcTBO OQGOpMIICHUS W KOMIUIEKTHOCTh
JIOKYMEHTOB, HaJlMyue TOAMNHUCEH, BU3, PETUCTPAIMOHHBIX HOMEPOB, CIIPaBOK
WM OTMETOK 00 WCIIOJHEHUH, CIHCAaHUM B JIeJI0 W Jpyrux. HempaBuibHO
oopMIICHHBIE TOKYMEHTBI JODKHBI OBITh JOO(MOPMIICHBI, a 3aT€M ITOMEIICHbI
B JIEJIO.

He nomyckaercst momenieHre B A0 JOKYMEHTOB, COJIEPKAHUE KOTOPBIX
HE COOTBETCTBYET 3aroJIOBKY Jiea.

[Tpu hopmupoBaHuu A1 COOMIOIAIOTCS CIICAYIONINE TPEOOBAHUS:

JIOKYMEHTBI MOCTOSIHHOTO M BPEMEHHOT0 XpaHEHUs (HOpMHUPYIOTCS B Jeja
pa3aenbHO;

B JIEJIO BKJIIOYAIOTCA TOJIKO MCIIOJIHEHHBIE, MPABUIBLHO O(OpPMIICHHbBIC
JIOKYMEHTBI B COOTBETCTBUU C 3aroJIOBKaMU JieJ B HOMEHKIJIAaType;

BCE JOKYMEHTBI, OTHOCSIIHECS K PEIICHUIO OJTHOTO BOIpoca, PopMHUpPYIOTCS
B OJTHO JEJI0;

JIOKYMEHTBI, TTOJJICKAIUE BO3BPATY, B J1€JI0 HE MOMEIIAI0TCS;

B JIEJIO TIOMENIAETCS TOJIbKO OJWH OK3EMIUIAP JOKYMEHTa, YEPHOBUKHU
U BapUaHThl MPOEKTOB JOKYMEHTOB B JI€JI0 HE MOJIIMBAIOTCA (32 UCKIIOUCHHEM
TeX, Ha KOTOPBIX UMEIOTCS BU3bI, YKa3aHHS 110 UCIIOJTHEHUIO JIOKYMEHTOB U JPYTHe
OTMETKH, JIOTIOJIHSIOIINUE TEPBBIM K3EMIUID);

B JICJIO BKJTFOYAIOTCS, KaK MPaBHUIIO, TOKYMEHTBI OJHOTO KaJeHIapHOTO Tojia
(MCKIJTIOUEHHME COCTABIISIOT JIMYHBIC U TTEPEXOIAIINE Aeia);

00beM (HOPMHUPYEMBIX JI€JT TTOCTOSIHHOTO XpaHEHHUs W IO JUYHOMY COCTaBy
HE JIOJDKEH mpeBbIarh 250 nuctoB (3—4 ¢M TOMIIMHBI KOPENIKa Jiea), TOJIMHA
JieJT BPEMEHHBIX CPOKOB XpaHEHUsl HE JoJbkHa mpeBbimath 10 cM. [Ipu Gosnbiiem
o0beMe JOKyMEHTOB B jeine ¢GOopMUPYETCS HECKOJbKO TOMOB (dacTel).
[Ipn Hamuuuu B Jelle HECKOJIBKMX TOMOB (4YacTei) MHJIEKC W 3arojoBOK Jeja
MIPOCTABJISIFOTCS HA KaXXJI0M ToMe ¢ JobaBieHrneM o0o3HaueHuit «Tom 1», «Tom 2»

UT.AO
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9HCKTpOHHBIC AOKYMCHTBI Ha TOMa M 4YaCTW HC  Pa3ACIAarOTCA.

Bce »nekTpoHHBIE NOKYMEHTBI, OTHOCSIIMECS K OJHOMY HOMEHKIIATYPHOMY
WHJIEKCY, HE3aBUCUMO OT UX 00beMa, BKIIFOUAIOTCS B OJTHO AJIEKTPOHHOE JIETIO.

B cnydae HEoOXOIUMOCTH TOKYMEHTBHI MO OAHOMY M TOMY K€ BOIPOCY,
HO C pa3IM4YHbIM CPOKOM XpPAaHEHUS MOTYT HAaXOIHUTbCA B OJHOM JEJe
JI0 KOHI[Aa TEKYIIEro Tofa WIH 0 3aBEPUICHUS WCIOIHEHUS JOKYMEHTa, a 3aTeM
nepepOpMUPOBBIBAIOTCS B JieIa TIOCTOSTHHOTO W BPEMEHHBIX CPOKOB XPAHCHHSI.

B neno BkmowaroTcs Bce JOKYMEHTHI MO KOHKPETHOMY BOIIPOCY BMECTE
C TNPWIOXKECHUSAMH, YKa3aHHBIMM B TEKCTE€ JOKYMEHTa, IPU OTCYTCTBUHU
MPUJIOKEHUM, YKa3aHHBIX B TEKCTE IOKYMEHTA, UCTIOJHUTEh 00s13aH OPraHU30BaTh
WX PO3BICK M B Ciy4ae HX OOHapyxeHuss chopMUpOBaTh B JE€JI0 BMECTE
C JOKYMEHTOM, K KOTOPOMY OHM Mpwiaratorcs. ECiam po3bICK JTOKYMEHTOB €l
MMOCTOSIHHOTO WJIA JIOJTOBPEMEHHBIX CPOKOB XPAaHEHUS, B TOM YHCIIE TIO JTUYHOMY
COCTaBy, HE€ Jall  IIOJOXKWUTEJIbHBIX  pPE3yJbTAaTOB,  COCTABJISETCS  aKT
0 HEOOHAPYKEHUH IOKYMEHTOB, ITyTH PO3BICKA KOTOPHIX UCUEPITAHBI.

JIOKyMEHTBI ~ BHYTpH  JieJla  paclioJlaratoTcsi B XPOHOJOTHYECKOH
WJI BOIIPOCHO-JIOTHYECKOU MOCIIEI0BATENBHOCTH UM UX COYETAHUH.

HopmatuBHble ¥ OpraHM3alMOHHO-PACTIOPSIAUTEIBHBIE  TOKYMEHTBI
C OTHOCSAIIMMUCS K HHUM MPWIOKEHUAMU TPYNNUPYIOTCA B Je€jla [0 BUAAM
JIOKYMEHTOB M IO XPOHOJIOTHHU.

[IpoToKOIBI 3acelaHUil TEPPUTOPUAIBHON KOMHUCCUHM PACIIOJIATAKOTCS B JIEIIE
[0 XPOHOJIOTMH B MOPSAKE BO3pacTaHus HOMEPOB. JJOKYMEHTBI K 3aCeIaHHIO
TEPPUTOPUATIBHOM KOMHMCCHUM TTOMEIIAKOTCS MOCE€ COOTBETCTBYIOIIETO MPOTOKOJIA
B MOPSIIKE PACCMOTPEHHUS BOIPOCOB HA 3aCEAaHNH.

[Tonoxenus, WHCTPYKIIUH, YTBEPKICHHBIC pacnopsiAuTeIbHbBIMU
JOKYMEHTAMH, SBJISIIOTCA NPWIOKECHUAMU K HHUM M TPYNIUPYIOTCS BMECTE
C YKa3aHHBIMU JOKYMEHTAMMU.

[InanoBast © OTYETHAS] TOKYMEHTAIMs HE3aBUCUMO OT JAThl €€ COCTaBJICHUS
BKJIFOUAETCS B €TI0 TOTO roAa, K KOTOpOMY OHa OTHOCHUTCS.

[Ipu neoOxomumoctn B nene «llepemmckay wucxoasmuii (OTBETHBIN)



69
JOKYMCHT IIOMCIIACTCA II0CJIC BXOIAILICTO. HpI/I BO300HOBJICHUU MNEPEIUCKH

10 BOMPOCY, HAYaBLIEHCS B MPEABIAYIIEM I'O/ly, TOKYMEHTBI BKIIOYAIOTCS B JEJIO
TEKYLIEro roja W YKa3bIBaeTCS MHJEKC TOTO JieJla 0 HOMEHKIAType el
NpEeAbIAYIEro roia, B KOTOPOM HaXOISATCS MPEAIIECTBYIOMIME JOKYMEHTHI
110 3TOMY BOIIPOCY.

OOpaiieHus rpaxkJaH U JOKYMEHTBI M0 MX PACCMOTPEeHUI0 (GOPMHUPYIOTCS
B oTzeNbHbIE Jena. OOpamieHus, JTOKYMEHThI [0 UX PACCMOTPEHHUIO COCTABJISIOT
B JIeJIE CaMOCTOSITeNIbHbIE TPYMNMbl W TOMEIIAIOTCS B JieJJa B COOTBETCTBUU
C HOMEHKJIaTYpOU el TEpPUTOPUATIEHON KOMUCCHUU.

[Ipu popmMupoBaHuM Aena U3 HECKOJIBKHX TOMOB (4acTei), Kpome OOIIero
3arojloBKa  Jiena  1pu HEOOXOAUMOCTH COCTaBJISIOTCS 3aroJIOBKU
Ka)XJI0ro ToMa (4acTu), yTOUHSIIOIIUE COAEpKaHuEe TOMOB (JacTeil) nena.

B nenax, Haxondmuxcsi B JEIONPOU3BOJICTBE, JOKYMEHTHI TEKYIIEro roaa
pacrnoiararoTcsi IO XPOHOJIOTMM CHU3Y BBEpX IO Mepe IOCTYIJICHHUS.
[Ipy mnoaroroBke K caadye B apXWB JieJa C JOKYMEHTaMU MOCTOSIHHOTO
U JTOJITOBpeMEHHBIX (cBbIme 10 7€eT) cpokoB XpaHeHHs MepedOpMUPOBBIBAIOTCS
B 00paTHOM MHOpPSAKE: JOKYMEHT, HOCTYNMBIIUN B KaJ€HIaPHOM TOJly MOCIEIHUM,
JOJDKEH OBITh BHU3Y Ji€fla, a MEepBbIM JTOKYMEHT KaJIEHJApHOrO Tofa — BBEPXY,
HEPBbHIM.

Jlena ¢ MOMEHTa MX 3aBEICHUS W J0 NEpeJavyd B apXWUB MU YHUUTOKCHHUS
B CBSI3U C MCTEUCHHEM CPOKOB XpaHEHUsS HaxOJATCS y Ipenacenarens (cekperaps
Wi paOOTHHMKA amnmapara, OTBETCTBEHHOTO 3a BEICHHME JEJONPOU3BOICTBA)
TEPPUTOPHUATIBHON KOMUCCHH.

DNEeKTPOHHBIE  JOKYMEHThl  (OPMHUPYIOTCS B  DJIGKTPOHHBIE  Jefia
B COOTBETCTBMM C HOMEHKJIATypoul Jen. B HoMeHkiaType Jnen yka3bIBaercs,
YTO JIeJI0 BEHETCS B DJIEKTPOHHOU (opme. DJIEKTPOHHBIE TOKYMEHTHI TMOCIE
UX HCIOJHEHHUS WJIM OTHpPaBKH mojjexar xpaHeHuto B IIJ] B TeueHue cpokos,
NPEAYCMOTPEHHBIX Il AHAJIOTHYHBIX JIOKYMEHTOB Ha OyMa)KHOM HOCHTEIE.
B cnyuyae ecnu gena mpenctaBieHbl Ha OyMaKHOM HocuTene M B ¢dopme

AJIEKTPOHHBIX JOKYMEHTOB («THOPHIHOE J[€J10») M HE HMMEKT 3JEKTPOHHOIO
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oOpaza B cootBercTBytonieit PVYK, To oHM mnomnmexar CKaHMpPOBaHHUIO

C MOCJIEAYIOIUM MNPUCOEAMHEHUEM 3JIEKTPOHHOrO0 00pa3a B COOTBETCTBYIOLIYIO
PVK.

B HOMeHKnaType Aen 3JeKTPOHHOE JIEN0 M JIe]10 Ha OyMa)KHOM HOCHUTEIE
OTPAXAKOTCA Kak JBa TOMA, HMMEIOIIME OJMH 3aroJIOBOK M CPOK XPaHEHWS.
K unaexcy anekTpoHHOro Jesna npulaBisieTcs IuTepa «I.

[IpoTokonsl 3acelaHuii, PEIICHUS TEPPUTOPUAIBHOW KOMHUCCHUH, CIHCKU
IIPUTIIALICHHBIX, IPWIAraéMble K MPOTOKOJY IOJUIMHHBIE 3K3EMIUIIPBl pELICHUN
C COOTBETCTBYIOIIUMU IPUIIOKEHUAMH, IPOTOKOJBHBIEC IOPYYECHUS, JOKYMEHTHI,
MIOCIYKMBIIME OCHOBAHMEM JUII PACCMOTPEHMS BONpPOCAa HAa 3acelaHuu
TEPPUTOPUATIBHOM  KOMHCCUHM, paclIM@poBaHHAs  ayJauo3alUCh  3acelaHus
(npu ee HaIM4YMK), A0 MEPEAAYN B apXUB HAXOJATCA y mpeaceaarens (paboTHHKA
anmapara, OTBETCTBEHHOIO 3a BEJIEHHUE JIEJONPOM3BOJCTBA) TEPPUTOPHAIBHON
KOMMCCHHU.

3a COXpAaHHOCTh JOKYMEHTOB U JI€JI OTBETCTBEHHOCTh HECET IpEACENaTENb
TEPPUTOPUATIBHON KOMUCCHH.

Jlena MOJKHBI HAXOOUThCsl B paboueld KOMHATe WIM B CHEUAJIbHO
OTBEJCHHOM IS 3TOM L€ MOMEIEHUN U XPAHUTHCS B 3alMparoluxcs mkadax,
IIPEAOXPAHAIOLINX JOKYMEHTHI OT IBUIM U BO3JIEUCTBUS COJTHEYHOTO CBETA.

B wmensx obOecnedeHuss ONEpPaTUBHOIO TIOMCKA JIOKYMEHTOB Jela
pacronararorcs B COOTBETCTBUM C HOMEHKJIATYpOM J€JI, KONUSA KOTOPOU
IpU HEOOXOIMMOCTH, TIOMEIIAETCS HA BHYTPEHHEH CTOpOHE ABEpIb MKada.

Ha xopemikax o0noxkeK Jiefa yKa3bIBalOTCA UHACKCHI [ 110 HOMEHKIAType
ned.

Jlena, Haxopnsmuecs Ha TEKYIIEM XpaHEHHMH, Moiuexar yuery. llepen
nepefayel  JOKYMEHTOB B apXWB  NPOBOJWTCS  NPOBEPKA  HaIW4us
U COCTOSIHUSI IOKYMEHTOB M JIeJ B IIEJIIX YCTaHOBJECHUS (PAKTUUECKOTO HAIUYHUS
JI€JI MU COOTBETCTBHSI UX KOJIMYECTBY, YACIALIEMYCSI IO HOMEHKJIATypE JIEIT.

IIpoBepka HanmMuMsi MW COCTOSHHMS JOKYMEHTOB M J€JI IIPOBOAMUTCS

MpU TNEpPEMENIEHUU e, BO3Bpare Jeji, CMEHE MpeAcenarelisi TePPUTOPHATbHON



71
KOMHUCCHUH, TIEpe]] liepeadeii B apXuB.

[IpoBepka mNpPOBOAMTCS IyTEM CBEPKM CTATEd HOMEHKJIATYphl el
C OMMCAHHEM JIe]l Ha 00JI0KKE, a (U3NYECKOE COCTOSHUE JIET ONPELISIeTCs MyTeM
X BH3yaJIbHOTO TpocMoTpa. Bce oOHapykeHHble HEAOCTATKH (DUKCUPYIOTCS
B aKT€ MMPOBEPKU HAJMYHSI U COCTOSTHUS JEJI.

B cnydae yTparthl JOKYMEHTOB UM Jell MPOBOJUTCA  CIIyX’eOHOe
paccienoBaHue, MO pe3yibTaTaM KOTOpPOrO JIMLO, BUHOBHOE B YTpaTe, HECET
OTBETCTBEHHOCTh B YCTAHOBIIGHHOM  mopsinke.  IlpuHumarorcs — Mepsl
10 3aMEILEHUI0 YTPAUEHHOT'0 IOKYMEHTA 3aBEPEHHOM Komuen (110 BO3MOXKHOCTH).

Ecnu otnenbHble TOKYMEHTBI, YK€ BKJIIOYEHHBbIE B J€J0, BPEMEHHO
TpeOyroTCsl AJii pabOThl, OHU MOTYT OBbITh BBIIAHBI U3 JieJa, a Ha HUX MECTO
BKJIQJIBIBAETCS JINCT-3aMECTUTEh C YKa3aHUEM, KOTJa, KOMy U Ha KAaKOW CpOK
BBIJIAH JOKYMEHT.

12.3. DkcnepTu3a EHHOCTH IOKYMEHTOB.

DKcnepTuza LEHHOCTM JOKYMEHTOB MPOBOJUTCS JJIi  YCTAHOBJICHUS
HAyYHOW, MWCTOPUYECKOW W  MIPAKTUYECKOM  3HAYUMOCTH  JOKYMEHTOB,
0o0pa30BaBIIMXCS B TMpolLEcCe JEATEIbHOCTH TEPPUTOPUATBHON KOMMCCHUH,
C 1IeJIbI0 0TOOpA UX IS JaNbHEHIIEro XpaHeHUs UM YHUUYTOKEHHUS.

OKcnepTh3a UEHHOCTH JIOKYMEHTOB IIPOBOJAUTCS IIPU  COCTaBIICHUU
HOMEHKJIaTypbl JIeJ, B IMpolecce (GOpMUpOBaHUS Ji€], NMPU MOJATOTOBKE JIEJ
K Ilepefadye B AapxuB, NPHU BBUICIECHUH K YHHUYTOXECHHUIO J€J, 3JEKTPOHHBIX
JIOKYMEHTOB, HE MOJIEKALUX XPAHEHUIO.

JUist  paccMOTpeHHUsI TMPOEKTOB HOPMATUBHO-METOAMYECKUX JOKYMEHTOB
110 BOIIPOCaM JIEJIONPOM3BOJCTBA U apXMBHOI'O JENa, OMUCEW JIeNl IMOCTOSHHOIO
U J10AroBpeMeHHbIX (cBbiie 10 J1eT) CpOKOB XpaHEHHUs, aKTOB 00 YHHUTOXKEHHUU
Jie1 ¥ JOKYMEHTOB, HE UMEIOIIMX HAYYHOU IIEHHOCTH U MPaKTUYECKOTO 3HAYECHUS,
IIPUKa30M Mpeaceaaresis TEPPUTOPHAIIBHON KOMHUCCHUU CO3JAeTCs SKCIEpTHas
komuccus (nanee — IK).

B ee pyHkunu BXOIUT pacCMOTPEHHE U COTIACOBAaHWE HOMEHKJIATYPHI €T

TEPPUTOPUATIBHON KOMHUCCHHU.
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B cocrap DK MoryTr BKIIOYATHCS YIEHBI TEPPUTOPUATLHOM KOMHUCCHUH,

rpakJIaHCKHE CITyXalue arnrmnapara TEPPUTOPUATIEHON KOMHCCHH,
M0 COrjiacoBaHui0 paboTHukHU anmapara Caskr-lIletepOyprckoii uzOupaTenbHON
KOMUCCHHU.

[Ipy mnpoBeneHHM HKCNIEPTU3BI IIEHHOCTU JOKYMEHTOB OCYIIECTBIISIETCS
0TOOp JieJl MOCTOSTHHOTO U JIOJTOBpEMEHHBIX (CBbImIe 10 JIeT) CPOKOB XpaHEHWS,
B TOM YHCJIE TI0 JIWIHOMY COCTaBy, OTOOp JIeJ C BpEMEHHBIMH CPOKaMH XpaHEHUS,
MOJICKAIINX XPAHCHUIO, BBIICICHUE K YHUYTOXEHUIO JEN, CPOKH XpAaHECHUS
KOTOPBIX UCTEKIJIH. [Ipy 3TOM OJTHOBpPEMEHHO MPOBEPSAIOTCS Ka4y€CTBO U MOJHOTA
HOMEHKJIATyphl J€J, TMPaBUIBHOCTh OMNPEACICHUS CPOKOB XpaHEHUs e,
JIOKYMEHTOB.

DKcIepTr3a 1EHHOCTH JOKYMEHTOB OCYIIECTBISIETCS MyTEM IOJMCTHOTO
npocMoTpa nein. He pmomyckaercs OTOOp JOKYMEHTOB ISl XpaHEHUS
WJIU K YHUUYTOKEHUIO TOJIBKO HA OCHOBAHUU 3ar0J0OBKOB JIE]L.

OT6op  OSNEKTPOHHBIX  JOKYMEHTOB  JUjIsi  TepeJauyd B apXuB
MOXXET OCYIIECTBJIATHCS B aBTOMAaTH3HUPOBAHHOM pEXHME IMyTeM O0TOopa
nokyMeHToB B I/ mo npusnakam «Haekc aena», «Cpok XpaHEHUSD.

JIOKyMEHTBI, yTpaTUBIIHME TMPAKTUYECKOE 3HAYEHHE U HE HMEIOLIUe
HUCTOPUYECKONW WJIM HAYyYHOM LIEHHOCTH, IO HCTEYEHUU YCTAHOBJIIEHHBIX CPOKOB
XpaHEeHUs MOJIJIekKAT YHUYTOKEHUIO 10 aKTy.

AKTBI O BBIJICJICHUU K YHUYTOKEHUIO J€]1 U JOKYMEHTOB paccMaTpUBAIOTCS
Ha 3acenanusix OK OJHOBPEMEHHO C ONUCAMHM Je€d. YHUUYTOXKEHUE el
U JJOKYMEHTOB JI0 YTBEP>KICHUS aKTOB 3aIperiaeTcs.

[To pesynapTaTam DSKCHEPTU3BI IIEHHOCTH JOKYMEHTOB PaOOTHUKOM
ammapara, OTBETCTBEHHBIM 3a  BEJEHHME  JICJIONPOM3BOJICTBA  €XKETOJHO
COCTAaBJISIFOTCS ~ CBOAHBIE OMUCH JIeI TOCTOSIHHOTO M JOJITOBPEMEHHBIX
(cBbime 10 7eT) CpPOKOB XpaHEHUS W MO JHUYHOMY COCTaBy (MPUIIOKEHUS
NeNe 13,14,15), a Takke aKThl O BBIICICHHHM K YHHYTOXKCHHIO JOKYMEHTOB,

HE MO ISKAIIMX XpaHEeHUIO (prtokeHue Ne 16).
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Onucu gen MOCTOSIHHOTO M JOJrOBpeMeHHbIX (cBbimie 10 jeT) cpokoB

XpaHEHHs, a TaKKe AakKThl O BBIACICHUM K YHHYTOXKCHHUIO JIOKYMEHTOB,
HE ToJJIeXKaIINX XpaHeHU10, paccMatpuBatoTcs Ha JK.

Onucu fen, JOKYMEHTOB TIOCTOSSHHOTO CpOKAa XpaHEHUS U aKThl
O BBIJICJICHUM K YHHUYTOXKCHHIO JOKYMEHTOB, HE TOJJICKAIMNX XPaHCHUIO,
nojJjiexaT yTBepKIeHuto LleHTpanbHOW HSKCIEPTHO-POBEPOYHON KOMHUCCUU
(manee — LIDIIK) ApxuBHoro xkomurera Cankt-lIletepOypra, a omucu pgen
no jguyHoMy coctaBy — yTBepxkaenuio DIIMK HI'A CII6. Ilocne ytBepkaeHus
[IDTIK ApxuBHoro komuteTa Cankt-IleTepOypra onucu Jien 1 akThl O BBIICICHUN
K YHUYTOKEHUIO JIOKYMEHTOB, HE TOJJICKAMNX XPAaHEHUIO, YTBEPKIAFOTCS
npejcenaresaeM TepPUTOPUaILHON KOMUCCHUH.

YepHOBUKM W PYKOMHWCH IOATOTABIMBACMBIX JOKYMEHTOB, KOIIHH
WHOOPMAIMOHHBIX H JPYTUX MaTepHalioB, HE MOMJICKAIINX BKIIOYCHHUIO
B HOMEHKJIATYpYy [IeJ], IO MHUHOBAaHHHM B HHUX HAJIOOHOCTH MOTYT YHUYTOXATHCS
0e3 cocTaBJICHUS aKTa.

[leperuier (mommwuBKa) A€l TPOU3BOJUTCS TOJBKO TIOCJIE TMPOBEACHUS
AKCIIEPTHU3bI IICHHOCTH JIOKYMEHTOB.

12.4. Ocpopmnenue aen.

Jena, mojuiexamniyue Tmepeiadye Ha XpaHEHHWE B apXWB, JODKHBI OBITh
0o(OpMJIEHBI COOTBETCTBYIOILIUM 00pa3oM.

Odopmiienne nenma BKJIIOYaeT B ce0S  MPOBEPKY CHCTEMaTH3allud
JIOKyMEHTOB BHYTPH JIe€Jia, HyMEPAIMIO JTMCTOB, COCTABJIICHUE BHYTPEHHEU OIMUCH
JOKYMEHTOB Jena (nmpuiokenue Ne 17), nmucra-3aBeputens aena (IPUIOKEHHE
Ne 18), ohopmiierre pekBU3UTOB 00JI0KKH, TOITUBKY (TIEpETieT) Aena.

B 3aBHCHUMOCTH OT CPOKOB XpaHEHHS MPOBOJIUTCS MOJTHOE WK YaCTUYHOE
odopmIIeHUE JIEII.

Jlena MOCTOSIHHOTO M OJATOBpeMeHHBIX (cBbiie 10 JeT) cpokoB XpaHEHUs
nojJiexar nosHoMy odopmiieHuto. IlomHoe odopmiieHue nena nmpeaycMaTpuBaeT
MPOBEPKY  CHCTEMATH3allid  JOKYMEHTOB BHYTPU  J€la, TPaBWIBHOCTH

ux oopmiieHus (HaIM4Yre HEOOXOAMMBIX MOAMKUCEH, BU3, OTMETOK O PErUCTpaIiH



74
U HCHOJHEHUH, MPUIIOKEHUI), HyMepaluio JUCTOB, COCTABICHHE BHYTPEHHEU

OMKCU JOKYMEHTOB Jena (g 0co00 HEHHBIX e, JUYHBIX JeNd, a TaKkkKe e,
chOpPMHUPOBAHHBIX MO PAa3HOBUIHOCTSAM JIOKYMEHTOB, 3aroJIOBKM KOTOPBIX
HE pPaCKpBIBAIOT KOHKPETHOE CoJiepKaHUE JOKYMEHTa), COCTaBJIEHUE JIMCTa-
3aBepuTeNs nena, OPOpMIICHHE PEKBU3UTOB OOJIOKKH, TMOIIIHUBKY (TIEPEIUIeT)
nena.

Hemna BpeMeHHBIX (10 10 JIeT BKIIOYMTENBHO) CPOKOB XPAHEHHUS MOJJIEKAT
YaCTUYHOMY O(QOPMIICHHUIO: JIOMYCKAETCd HE NPOBOAUTH CHUCTEMATU3ALMIO
JOKYMEHTOB B JeJie, JHUCThl Jela HEe HyMepoBaTh, 3aBEPUTENIbHbIE HAANHUCU
HE COCTaBJISTh.

O6noxKa nena odopmIsieTcs 1o YCTaHOBJICHHOM dbopme
(mpunoxxeane Ne 19). Ilpu sTomM 0003HaUYeHHWE apXWBHOTO MmM(dpa, HAHOCUMOE
B MPaBOM BEpPXHEM yIiy, mepeBopauuBaeTcs Ha 180 rpaaycoB MO OTHOIICHHIO
K OOO3HAaYeHHMIO B JIEBOM HW)XKHEM YIIy €AMHULBI XpaHeHusd. CBeneHus
Ha 00JIOKKY MEPEHOCATCS U3 HOMEHKIIATYPHI JIe] C YTOYHEHHUSIMH, OTPasKatOIUMHU
(akTHYeCKUil COCTaB IOMELIEHHBIX B JIEJ0 JOKYMEHTOB.

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

Ha o06noxke nena yka3bIBalOTCS CIEAYIOLIUE PEKBU3UTHI: HAUMEHOBAHUE
TEPPUTOPUATBHON KOMHUCCHH, JIEIOMPON3BOACTBEHHBI HOMEp (MHIEKC) Jena,
3arojIOBOK Jefa, jJara Jena (Toma, 4acTH), KOJUYECTBO JIMCTOB B JEJie, CPOK
XpaHEeHUS JIeJia, apXUBHBIN MHUdp 1ena.

PexBU3UTHI, TpOCTaBIsiEMbIEe Ha 00JIOKKE Aesa, OPOPMIISIOTCS CIAEAYIOIIUM
obpazom:

HaNMEHOBAaHUE TEPPUTOPHUATLHOW KOMHCCHH YKa3bIBa€TCSI B COOTBETCTBHUU
C PErIaMeHTOM TEPPUTOPHAIBHON KoMHccHH. [IpW M3MEHEHWHM HaWMEHOBAHWSI
TEPPUTOPUATBHON KOMHUCCUU B TEUEHHUE IMEPHOa, OXBAThIBAEMOIO JTOKyMEHTAMU

nena, Ha 00JI0KKE K CTapOMY HAaMMEHOBAHUIO MPUITHCHIBAETCS HOBOE;
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JIEJIONPOU3BOACTBEHHBIN HOMEp (MHAEKC) JieJia — MpocTaBisieTcs: HudpoBoe

o0o3HaueHUEe (MHIEKC) Jeja MO0 HOMEHKJIAType el M yKa3blBaeTcs HOMEp ToMma
(gactnm);

3aroJioBOK (HaWMMEHOBAaHME) Jiela TEPEHOCUTCS W3 HOMEHKIATYphl el
(B HEOOXOMMBIX CITy4asiX B 3ar0JIOBOK BHOCSITCS YTOUHEHUS);

Jata Jeia—Ha OOJOXKe Jiella YKa3bhlBaloTCAd JIB€ JIaThl, KOTOpHIE
HA3bIBAIOTCS KPaWHUMU J1aTaMU U COOTBETCTBYIOT T'OJly 3aBEICHUS M OKOHYAHUSA
nena. HavanbHas pata—3To Jara camMoro paHHEro, a KOHEYHas Jlara — Jara
camMoro MO3JHEro JOKyMeHTa B jeie. IIpu 3ToM y4MTBIBAOTCS AThl BXOJISILIMX
U HCXOIAIIMX JOKYMEHTOB (B cllydae HMX OTCYTCTBHS — AaThl PETUCTPAIUU
JIOKYMEHTOB) M HE YYMTHIBAIOTCS JaThl CIHCAHUS JOKYMEHTOB B JI€J0, YKa3aHUMN
[0 MCIOJHEHUIO TOKYMEHTOB, OTMETOK HUCIIOIHUTENA (3a UCKIIOYEHUEM CIIy4aes,
KOTJla Ha JOKyMEHTaX He UMEETCs JAPYTuX NaT, KpoMe MepeuncieHnbix). Jlaramu
JeJ1, COAep KaIIUX MPOTOKOJIbI 3aCEAaHUM, SIBISIFOTCS JaThl IEPBOTO U MOCIEIHEr0
MPOTOKOJIOB, BOLIEAIINX B AEJIO.

[Ipu Hamucanuu KpaHUX JaT Ha OOJIOKKAX €l MOCTOSHHOTO XpaHEHUs
YHUCJIO U TOJ IPOCTABISAIOTCS apabckumu 1udpamMu, a Ha3BaHUE MeCsIla MUIIETCS
nponuchio 0e3 cokpaimieHus. Ha o0soxkax J1e1 BpEeMEHHBIX CPOKOB XPaHEHHS
YKa3bIBAETCS TOJIBKO T'OJI.

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

KonnuectBo  mMpoHyMEpOBaHHBIX B  Jiel€  JIUCTOB  MPOCTABISAETCA
C JIUCTa-3aBEpUTEIIA Jea.

Cpok XxpaHEHHs TMEPEHOCUTCS Ha OOJIOKKY JieJa U3 HOMEHKJIATypbl Jedl.
Ha nenax nocrosiHHOrO Xpanenus nuiercs: «[locTostHHOY.

ApxuBHBIN mUp Aena coCTOUT U3 HoMepa (HoHaa, HOMepa OMUCH, HOMEPA
JieJ1a Mo OIMKCH U POCTABIISIETCS MOCJE YTBEPKICHHUS U COIIaCOBAaHUS ONMUCEH el
MIOCTOSTHHOTO U JAOJTOBPEMEHHBIX (CBbIMIe 10 JIeT) CPOKOB XpaHEHUS.

Ha «kopemke Jena yKa3bIBalOTCS 3aroJIOBOK  JieJla, MHAEKC Jena

10 HOMCHKJIATYPCE, AaTa Acjia U CPOK XPAHCHUSI.
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B 1521520, € obecneyeHus COXpaHHOCTHU u 3aKpCIIJICHUA InmopsAaaxka

pPAaCHOJIOKEHHUS] JTOKYMEHTOB, BKJIIOYEHHBIX B JI€J0, BCE JIMCTHI, KPOME YHUCTHIX,
JUCTa-3aBepUTENsl  Jejla M JIMCTOB  BHYTPEHHEM  ONHCH, HYMEpPYITCA
B Pa3BEpPHYTOM BHJI€ apaOCKUMHU IU(ppaMy BajJOBOM HyMepanueun. YucToie JTUCTHI
U3 Jena u3bIMaroTcs (0e3 MOBPEXACHHUS IIEJIOCTHOCTH JeJia) M YHHUYTOXKAIOTCA.
JIMcTBl HYMEpYIOTCS TPOCTBIM KapaHJAIIOM CBEpPXy BHHU3 B BO3pacTarolleM
MOpsIKE HOMEPOB HaunHasi ¢ mepBoro. Lludpsl mpocTaBisioTCs B MPaBOM BEPXHEM
yriay aucta. Hymepauusi BETHbIMU KapaHAAlllaMH, YEpHWIAMU U HyMepaTopaMu
HE J0ITyCKAETCS.

JIOKyMEeHTBI ¢ COOCTBEHHOW HyMepaluel JUCTOB, B TOM YHUCIE IE€YaTHBIE
U3JIaHUs, HYMEPYIOTCS B OOIIEM TOpSAKE WIM COXPaHSAIOT COOCTBEHHYIO
HYMEpALIMIO, €CJIM OHAa COOTBETCTBYET MOPSJIKOBOMY PpAaCIOJIOKEHUIO JIMCTOB
B JIEJI€.

Cnoxennbli nuct Oosbiioro ¢opmara (A2, A3) paszBopauuBaeTcs
¥ HyMepyeTcs B MPaBOM 4YacTW BepxHero mnoss jucrta. [Ipu sTom nuct moboro
dopmarta, MOAIIMTHIA 3a OAMH Kpail, HyMmepyeTrcs KakK OJWH JIUCT, a JIUCT,
CJIIOKEHHBI M TOMIIMUTHIA 32 CEpPEeAMHY, IMOMJICKUT IMEPEIIMBKE U HYMEpYyeTcCs
KaK OJIMH JIUCT.

Ecnu B gnene ectb KOHBEPT C BIIOXKEHUSMH, TO CHaydala HyMEpPYeTcs
KOHBEPT, a 3aT€M OYepeAHBIM HOMEPOM KaXK/10€ BIIOKEHHUE.

dororpapun W JIpyrue WUIIOCTPaTUBHbIE MaTepHalibl HYMEPYIOTCS
Ha 00OPOTHOI CTOPOHE B JIEBOM BEPXHEM YTIIy.

JIMCT ¢ HAarayxo HaKJIEEHHBIMU IOKYMEHTaMU (BbIpe3kaMu, (pororpadusimm)
HyMEpPYETCsl KaK OJIMH JIUCT. ECii K TOKYMEHTY MOAKJIEEHbI OJJHUM KPaeM Jpyrue
JIOKYMEHTBI (BCTaBKU TEKCTA, MEPEBOJIbI), TO KaXKIbI TUCT HyMEPYETCs OTIIEIBHO.

[Ipunoxenue K Jeny, COCTaBISIONIEE OTIACIbHBIM TOM, HyMepyeTcs
OTJIIEIBHO.

[Ipy HamMuuu OTHENBbHBIX OWMOOK B HyMepaluu JIMCTOB B Jienax

Inpru IMOATOTOBKC HX K CJa4€ B apXUB MOOIYCKACTCA II0 COIIaCOBAHHIO
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C HUM ynoTpeOJeHHue JUTEPHBIX (C OYKBEHHBIMHU JIOTIOJIHEHUSIMH) HOMEPOB

JIUCTOB.

B nemax mOCTOSHHOrO CpoOKa XpaHEHUS U OTHEIbHBIX KATErOpHsX el
10 JUYHOMY COCTaBy (JIMYHBIX JieflaX, a TakKe JieNlaX, BKIIOYAIOIIMX B ce0s
TPYJOBBIE JIOTOBOPBI, JIOTOBOPBI T'PAXKIAHCKO-IIPABOBOTO XapakTepa M aKThl
BBITIOJIHEHHBIX pa0OT K HUM) JJIA y4yeTa W IOMCKa JOKYMEHTOB B Hayaie jesa
MOJKET ITOMEIAThCs BHYTPEHHSIS OMHCH (Tprutoskenue Ne 17).

JIucThl BHYTpEHHEN ONMCH HYMEPYIOTCS OTIEIIBHO.

Kaxnoe neno 3akaHuMBaeTCs JIMCTOM-3aBEPUTENIEM YCTAHOBIEHHOW (POPMBI
(mpmtoskernue Ne 18).

B nucre-3aBepurene nena urdpamMu ¥ Nponuchio yKa3bplBaeTcs (pakTHUIEeCKoe
KOJIMYECTBO JINCTOB B JJAHHOM JIEJI€, @ TAK)KE HAIUYUE JTUTEPHBIX U MPOIYIICHHBIX
HOMEPOB JIUCTOB, KOJUYECTBO JIUCTOB BHYTPEHHEH OMNUCU M HAJIMYHME CpPeau
JOKYMEHTOB Ta3eT, KHUT, Opomitop, depTexen, ¢ororpaduil, pucyHKOB U T.H.,
CTaBATCA JaTa U MOANHCH PabOTHHKA, C(POPMUPOBABIIETO JIE€J0, U YKA3bIBAIOTCA
€ro JOJDKHOCTb, MHMLIMAIB WM (amuwinsa. Ecium KoOIW4ecTBO JHUCTOB B Jiene
WU3MEHSETCS, 3aBEpUTENIbHAS HAAMUCh COCTABIISIETCS] BHOBB.

[Ipu moAroToBKe A€l K MOIIMBKE (MEPEIIETY) NPOBEPSAETCS NPABUIBHOCTD
ux (popmupoBanusi, opopmiaeHus. Metamnyeckue U MIACTUKOBBIE CKPEIUICHHUS,
a TaKXe TEPMOIIEPEIUIETHI U3 JOKYMEHTOB YIAJISIOTCA.

JIOKyMEHTBI TIOJIIITUBAIOTCS TAKUM 00pa3oM, YTOOBI MOYKHO OBLIO CBOOOHO
IPOYUTATh TEKCT KaXIOro JOKYMEHTa, BHU3bl M YKa3aHUS II0 MCIHOJIHEHHIO
JIOKYMEHTA.

12.5. Tlepenaua nen B apXuB.

Ilepenaua gen nmocrosiHHoro cpoka xpaneHus B LII'A CII6 ocymecTBisieTcs
noeanHU4HO 1o yrBepkaeHHbIM L[DITK ApxuBHoro komutera Cankr-IlerepOypra
OIMCSIM JI€JT TOCTOSIHHOT'O XPAHEHHMS.

[IpueM JOKYMEHTOB Ha TOCTOSIHHOE XpaHeHHe OQOpMIIIETCS aKTOM

npuemMa-repenadn J0KyMeHToB (nmpuioxenue Ne 20).
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HpI/I nepeaadc aAcJ Ha BCEX OBK3CMIUIApax OIMHMCH ACI IIPOTHUB KaXKA0ro

BKJIIOUEHHOTO B Hee nena B rpade «lIpumeyanue» cTaBUTCS OTMETKA O HAIUYUU
nena. B KOHIE KakIIOro OSK3eMIUIsipa OMNHUCH JIeJ YKa3bIBalOTCs Iudpamu
U TPOIMUCHI0 KOJMYECTBO (PAKTUYECKHU TMPUHATHIX (MEepeaHHbIX) B apXWB e,
UHUIMAIB 1 (aMUIMK JIUL, OCYIIECTBISIOIIUX MpUEM-TIepenady e, CTaBATCA
YX TIOANUCH U JaTa.

[Ipu mpueme gen B apXuBe MPOBEPSIETCS MPAaBUIBHOCTh UX O(POPMIICHHUS.
Hena, odbopmiieHHbIE C HapylIEHWEM IMpaBUJl, YCTaHOBIEHHBIX WHCTpyKIueH,
BO3BpAlalOTCs B TEPPUTOPUAIBHYIO KOMMCCUIO C YKa3aHUEM HEIOCTATKOB
JUISl UX YCTPAHEHMUS.

TeppuropransHas KOMUCCHS uMeeT IPUOPUTETHOE IIpaBo
Ha WCIIOJIb30BaHUE JOKYMEHTOB, IIEPEIAHHBIX €10 HA TOCYJAapCTBEHHOE XPAaHEHHUE,
B TOM YHCJIE€ HA UX MEPBYIO MyOJIUKAIIHIO.

12.6. cnonHEeHHBIE 3JEKTPOHHBIE JOKYMEHTBI CHCTEMATU3UPYIOTCS B JI€iIa
B COOTBETCTBUM C HOMEHKJIATypOH JEN TEPPUTOPUAIBHOM  KOMMCCHHU.
IIpu cocraBileHMH HOMEHKJIATYphl €Nl B 3arojOBOK JeJla BKIKOYAETCS YKa3aHHE
«ONEKTPOHHBIE JOKYMEHTBD».

Cpoku XpaHEHHMS DJJEKTPOHHBIX JOKYMEHTOB COOTBETCTBYIOT CpPOKAaM
XpaHEHUs aHAJIOTUYHBIX IOKYMEHTOB Ha OyMa)kHOM HOCHUTEIIE.

OKCIepTr3a LEHHOCTH  DJIEKTPOHHBIX  JIOKYMEHTOB  OCYLIECTBIIIETCS
B O0IIEeM MOpsSAKE, YCTAHOBJICHHOM JJisi TOKYMEHTOB Ha OyMa)XHOM HOCHUTEIE.
[locne wucTedeHUs CpoOKa, YCTAHOBJIEHHOIO [UIsl XpaHEHWsS 3JEKTPOHHBIX €T
(3NMEeKTPOHHBIX ~ JOKYMEHTOB), = HAa  OCHOBAHMM  aKTa O  BBIJCJICHUU
UX K YHUYTOXKEHHUIO, YTBEPKIECHHOTO MpeACeAaTelIeM TEPPUTOPHATBHON
KOMHUCCHH, YKa3aHHBIE AJIEKTPOHHbIE JieNa (JIEKTPOHHBIE JOKYMEHTBI) MOJIEKAT
YHUYTOKEHUIO.

DONEeKTpOHHBIE JOKYMEHTBI IIOCTOSIHHOTO CpOKAa XpaHEHHs MepeAaroTcs
Ha apXMBHOE XpaHEHUE MO OMUCAM C O(OpPMIICHHEM aKTa MpHUeMa-Tiepeaadu

SJICKTPOHHBIX JJOKYMCHTOB.

13. OTBEeTCTBEHHOCTH
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13.1. UneHbl TEppUTOPHUATBLHOW KOMHCCHHM W TPaXTAHCKHE CIyXKallue
amnmapata TEpPUTOPHATBHOM KOMMCCHUHW, Tpa)aaHe, 3aMEIIAaloIfe JIOJDKHOCTH,
HE SBIIIOIINECS TOJDKHOCTSMHU TOCYJApPCTBEHHOMN TPa)KTAHCKOU CITY>KOBI, a TakKe
rpaxkJIaHe, WpPHUBIEKAEMbIE TI0 TPAKIAHCKO-TIPABOBBIM JOTOBOpaM, HECYT
NEPCOHAIIBHYI0 OTBETCTBEHHOCTh 3a coOrojeHue TpeboBanuii WHCTpykuuwy,
COXPaHHOCTh HaXOJSIINXCS Y HUX TOKyMEHTOB.

13.2. OTBETCTBEHHOCTH 3a OpraHU3aIUuI0 JIEJIONPOU3BOICTRA
B TEePPUTOPUATHHOMN KOMUCCHH, BHEJPEHUE aBTOMAaTHU3UPOBAHHBIX
(KOMIIBIOTEPHBIX)  TEXHOJIOTMM  TOJATOTOBKM W 0OpabOTKHM  JOKYMEHTOB,
o0ecrieueHrne COXPaHHOCTH JOKYMEHTOB M Tiepeqady WX B apXuB, KOHTPOJb
3a  coOmoneHueM — TpeOoBaHuil ~ MHCTpykumm  Hecer — IpejacenaTelib

TeppHTOpHaJIBHOﬁ KOMUCCHH.



[Tpunoxenue Ne 1
K MHCTpyKIIMH

1O JIETIOMPOU3BOJICTBY B TEPPUTOPHUATIBHON
u30upatenbHoi komuccuu Ne 16

(I)OpMa PETrHCTPAINMOHHOIO KYPHaJa BXOAAINUX TOKYMEHTOB

OrMmeTrka 00
HUCIOJIHEHUH
. | Kparkoe
Perucrpamu Ucxonsmuii (mara
N coaepxa- [TmanoBas
ara OHHBIN Koppec- HOMEp Cmoco6 HUCIIOJIHEHUS
HHE Pe3oatonusa | McnoaHutenb Jarta
MOJTy4YECHUS HOMEp HOHJIEHT U J1aTa MOJTy4YECHUS U /M
(kos-BO WCTIOJTHECHUS
JIOKyMEHTA JIOKyMEHTA PEKBUBHUTHI
JUCTOB)
HUCXOJIAIIETO
JIOKYMEHTA)
®DopMa perucTpauMOHHOIO0 KYPHAJIA HCXOAALIUX JOKYMEHTOB
Kparkoe conepxanue
ara PerucrpannoHHbIi OKYMEHTa DUO noxnucanra
A pall Anpecar JIOKYM a1 HWcnonanrenn Bupg ornpaBku
pEerucTpaluu | HoMep JOKYMEHTa (PEKBU3UTHI BXOJSILIETO JIOKyMEHTA

JIOKYMEHTA), KOJI-BO JINCTOB




[Tpunoxenne Ne 2
K MHCTpyKIIMH
IO JIEJIONPOU3BOJICTBY B TEPPUTOPUAIIBHON
n30upatenbHoi komuccuu Ne 16

IHEPEYEHDb
JOKYMEHTOB, He MOVIeKALUX PerucTpanumn

1. Coobnienus o 3aceqaHusIX, COBEIIAHMAX M ITOBECTKAX JIHA.

2. Y4yeOHble TPOrpaMMBbl, TTAHbI.

3. PexytaMHBIe U3BEIICHMS, TNTAKATHI.

4. Tlo3npaBUTENBHBIC MICHMA U TEJIETPAMMBI.

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

6. byxranTepckrue JOKyMEHTHI.

7. IleyaTHble M3MaHUs.

8. OnmepatuBHass wH(pOpMANUs, TOCTYyMAOIIas 1O KaHajlaM  CBSI3U
['ocynapcTBeHHONW aBTOMAaTU3UPOBAaHHOM cucteMbl Poccuiickont depepanuu
«BBIOOPHIY.

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



[Tpunoxxenune Ne 3
K MHCTpYyKIIMH
IO JICJIONIPOU3BOJICTBY B TEPPUTOPUAIIBHON
u30upatenbHoi komuccuu Ne 16

AKT

MBI, HMKCIIOAITNCAaBIINCCSL

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

Hacrosimuii akT cOCTaBIEH B ABYX IK3EMIUISPax.

[Toanuce, pacumppoBKa MOAMKUCH:




[Tpunoxenue Ne 4
K MHCTpyKIIMH
IO JIEJIONPOU3BOJICTBY B TEPPUTOPUAIIBHON
n30upatenbHoi komuccuu Ne 16

DopMbl 0JIAHKOB, HCII0JIb3YEeMbIX B TEPPUTOPUAIBLHON KoMuccuu Ne 16



«

»

TEPPUTOPUAJIBHAS NU3BUPATEJIBHAS KOMUCCHUS Ne 16

IIPOTOKOJ 3ACEAAHUA

20  rTonm Ne

Cankr-lleTepOypr



«

TEPPUTOPUAJIBHAS NU3BUPATEJIBHASA KOMUCCHUS Ne 16

PEINIEHUE

» 20  roxm No

Cankr-lleTepOypr



«
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TEPPUTOPUAJILHAS N3BUPATEJIBHASI KOMUCCHS Ne 16
NPEJCEJAATEJD

ITPUKA3

» 20 ron No

Cankr-IletepOypr
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TEPPUTOPUAJIBHASA
MN3BUPATEJIbHASI KOMUCCHSA Ne 16
CAHKT-IIETEPBYPT

mp. Hesckwmit, 1.176, Canxt-IlerepOypr, 191167
ten./pakc (812) 576-01-61
www.tik16.spbik.spb.ru
OKIIO 15172095, OI'PH 1037869000036
WHH/KIIIT 7842000050/784201001

No

Ha Ne oT



http://www.tik16.spbik.spb.ru/

[Tpunoxenue Ne 5
K MHCTpYyKIIMH
IO JICJIONPOU3BOJICTBY B TEPPUTOPUATIBHON
u3oupatenbHoi komuccun Ne 16

TpeGoBanus K JOKyMEeHTaM, U3rO0TOBJIAEMbIM € IOMOIIHIO
NMeYaTawiuux YCTPOUCTB, M K (pailsiaM TEKCTOBBIX JOKYMEHTOB

1. TexcThl MOKyMEHTOB Ha OjaHkax ¢opmara A4 rmeyaTaloTcs dYepes
1,5 MEXCTPOUHBIX HHTEpBajia, JOMYyCKaeTcs IedaTh JAOKYMEHTOB Ha OJlaHKax
dopmara A4 yepe3 1 MeKCTpOUHBI MHTEpBAJ, Ha OmaHkax (Gopmata AS — yepe3
1 MEXCTpPOUYHBII UHTEPBAJL.

TexcThl JOKYMEHTOB, MOATOTABIMBAEMBIX K THUIOTpa(CKOMY H3AaHMUIO,
neyaTaroTcs yepes3 2 MEeKCTPOUYHBIX HHTEpBaa.

2. HanMeHoBaHU€ BHIa TOKyMEHTA MeYaTaeTCs MPONMUCHBIMUA OyKBAMH.

3. Ecm 3aromoBok k TekcTy npesbimaeT 150 3HakoB (5 CTpOK), AOMyCKaeTCsI
IpoJJieBaTh €ro J0 TpaHUulbl MpaBoro nojisa. Todyka B KOHLE 3arojoBKa
HE CTaBUTCH.

4. PacumudpoBka mnoanucu B pekBuszure «lloamuce» — medaraercs
Ha YpOBHE MOCJEIHEH CTPOKM HAMMEHOBAaHHUS JOJDKHOCTH C HCIIOJIb30BAHUEM
xomOuHanuu kiaasuin Shift — Ctrl — IIpoden mexxay nuuimanamMu u haMuIHeH.

5. Cozmanue, (¢GopmMaTUpOBaHME W BBIBOJ Ha TMe4aTh JIOKYMEHTOB
IIPOU3BOJMTCS HA KOMIBIOTEPAX C HCIOJIB30BAHUEM TEKCTOBOIO PENAKTOPA,
noaaepxkuBatoriero popmar docx. BHenpeHune 3JIeKTPOHHBIX TaOJUII, CO3TaHHBIX
B TaONMYHBIX pENaKkTopax, B JOKyMEeHTHl ¢dopmata docx HE IOMyCKaeTcs.
JlomyckaeTcsi, mpu HEOOXOJUMOCTH, CO37aHue, (OpMaTUPOBAHHUE U BBIBOJ Ha
neyaTh TabJUIl TOCPEICTBOM PEIaKTOPa IEKTPOHHBIX TAOJIHIL, MOAAECPHKUBAIOIINX
dbopmar xIsx.

6.[Ipu  dopmaTupoBaHMM  JOKYMEHTOB  pPEKOMEHIyeTcs  paboTrarh
C BKJIFOUEHHOM KHONKOM Y, 4TOOBI BUJIETh HAa SKpaHE BCE CITY>KEOHbBIE CUMBOJIBI.

/. Ilpu ¢dopMaTUpOBaHUU TEKCTOB JIOKYMEHTOB HCIOJb3YETCS CTUJIb,
KOTOPBIN UMEET CIIeTyIOUIUE TapaMeTphI:

o mpudT PT Astra Serif
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o pasMep 14 nyHKTOB
o OTCTYI cleBa 0cm
crpaBa 0cm
o UHTEpBaI nepen 0 myHKTOB
nocJie 0 myHKTOB
o MEKCTPOYHBIN UHTEPBAJ IOy TOPHBIN
o nepBasi CTpoka oTcTyn Ha 1,25 cMm
o BbIpaBHUBAHUE 10 IIMPUHE.

8. [Ipu QopmatupoBaHuu TAOIUI] HEOOXOIUMO COOJIIOAATH CIEAYIOIINE
TpeOOBaHMUS:

Tabnuila BCerja JOJDKHA HWMETh Ha3BaHHWE, KOTOPOE BBIPAaBHUBACTCS
0 LIEHTPY AOKYMEHTA,

TabJIMIIa BEIPABHUBAETCS TI0 LIEHTPY JIMCTA;

3aroJIOBKU CTOJIOIIOB M CTPOK BBIPABHUBAIOTCS 110 LIEHTPY SUCHUKH;

TaHHBIE B STYCKaX TaOIUIIBI BEIPABHUBAIOTCS CBEPXY MO JIEBOMY Kpalo;

IPOJI0JDKEHNE TaOIUIbl HA HOBOM JIUCTE€ MOKET HAUYMHATHCS C 3ar0JIOBKOB
ee rpad (umum HOMepoB rpad B ciaydae, eciau Trpadbl TaOIUIBI HA TIEPBOM JIUCTE
IPOHYMEPOBaHbI);

CTPOKH TAaOJUIIBI MEPEHOCSITCS HA HOBBIM JIUCT JOKYMEHTA UCKIIOYUTEIHHO
IETUKOM;

IIUPUHA W BBICOTA TAONMIBI HE JODKHBI TMPEBBINIATH Pa3Mephbl MOJICH
JIOKyMEHTA.

9. Pa3mepsl noJiel TOKyMeHTa I0KHBI UMETh CIEAYIOLIUE apaMeTphl:

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

OT Kpas 10 KOJOHTHUTYJIA:
o BEPXHETO 1,25 cm

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

e HaWMEHOBAHHUE BHUJA JOKYMEHTA;
® CChUIKA HAa UCXOJSIINNA PETUCTPALMOHHBIA HOMEP U JaTy JOKYMEHTA;

® MECTO COCTaBJIECHMs (M3aHUs) TOKYMEHTA;

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

e rpud yTBEpKICHUS TOKYMEHTA,

® 3aroJIOBOK K TEKCTY JJOKYMEHTA;

® TEKCT JOKYMEHTA;

® OTMETKa O HAJUYHMH MPUIIOKEHHUS;

® T[IOJIUCE;

® OTMETKa 00 3JIEKTPOHHOM MOANNCH;

e rpud coriacoBaHus JOKyMEHTA;

e OTMETKAa 00 UCIOJIHUTEIIE;

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

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

N3 HCCKOJIBKUX CTPOK, IeYaTaroT CO CICAYIOIIUMU ITapaMCTpaMu:

o mpudT PT Astra Serif

o pa3Mep 14 nyHKTOB

o OTCTYII cieBa 0cm
cripaBa 0cm

o UHTEpBaI nepen 0 myHKTOB
rocye 0 myHKTOB

o MEKCTPOYHBIN UHTEPBA OJIMHAPHBIN

o OTCTYII IIEPBOU CTPOKH HET
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o BBIPABHUBAHNE 10 LIEHTPY.

12. PexBU3UT «AnpecaTy MmevaTaroT cO CICTYIONTUMHU TTapaMeTPaMH:

o mpudT PT Astra Serif

o pazmep 14 nyHKTOB

o OTCTYII cleBa 7cMm
crpaBa 0cm

o WHTEpBAJI nepen 0 myHKTOB
rocie 0 MyHKTOB

o MEKCTPOYHBIN HHTEPBAJ OJIMHAPHBIN

o OTCTYII IIEPBOU CTPOKH HET

o BBIPDABHUBAHUE 0 LICHTPY.

Ecnu cocraBHble YacTH peKBU3UTOB «Agpecaty, «I'pud yTBepKIeHUS
nokyMeHTa», «['pud cormacoBanusi Jg0KyMeHTa», «OTMETKa O HaJIW4YUU
NPUWIOKEHUS» HE YMEIIAITCS HAa OJAHOW CTPOKE, TO Pa3pblB CTPOKU B HYXKHOM
MECTe TMPOU3BOJUTCA C TMOMOIIbIO cuMBosia «Pa3pbiB cTpoku» (KoMOWHaIMs

knasum Shift — Enter), manpumep:

COT'JIACOBAHO

PykoBonurens @enepaibHOTO
ApXMBHOI'O areHTCTBA

A.H. Aptusos

[Ipy wuCMONAB30BaHUM B TEPPUTOPUAIIBHOM KOMHUCCUU HACHTHPUKATOpA
AJIIEKTPOHHOM KOIWH JTOKYMEHTa (KOJOHTHUTYJIA) OH I1€YaTaeTcs B JIEBOM YIUIy
HIDKHETO TOJIS K&KJOW CTPAaHULbI JOKYMEHTa MIPU(TOM 8 IMyHKTOB.

13. Ilpu odopmiieHHH JOKYMEHTOB Ha JABYX M OOJiee CTpaHMIAX BTOpas
U TIOCJENYyIOIINe CTpPaHMIIBI JOJDKHBI OBITH MpoHyMmepoBaHbl. Homepa crpanui
IPOCTABJISIIOT IOCEPEANHE BEPXHETO M0JIs JIUCTa apaOCKUMHU LiMdpaMu 0e3 3HAKOB
IpENUHAHUS.

Ecan JAOKYMCHT MMCCT ITPUJIOKCHUC, TO OHO II€HYATACTCA C HOBOM CTpaHHIIbI.
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14. JIns BBISABICHUS W MCHPABJICHHS BO3MOXHBIX OIIMOOK B MPaBONUCAHUU
B chopMmupoBaHHBIX (aillax pPEKOMEHIYeTCs OCYHIECTBIATH IMPOBEPKY
JIOKYMEHTOB, MCIIOJIb3Ysl CUCTEMBI POBEPKU MPABOMUCAHUS.

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

16. Bce pexBU3HUTHI TOKyMEHTa OTICISIOT JPYr OT Jpyra OJHOW IyCTOM
CTpOKOH, oOpa3yemoii cuMmBojioMm abO3ana (Y — xmaBuma Enter). B Tekcre
HE JIOJDKHO BCTpeuaThes 6oJiee JBYX CUMBOJIOB a03aria moaps.

17. He nomyckaercs mucaTh CIOBa C pa3psaKoON, BCTABIAS MPOOEIIBI MEXITY
OykBamu B ciioBax. He jmomyckaercss ucnosiab3oBaHuE MpoOesioB A 00pa30BaHUs
a03alHOro OTCTyNna (KpacHOM CTPOKHM) WM MyCTBIX CTPOK. B TekcTe HE AOIKHO
BCTpeUaThCsl MOApsA] Oojiee OJHOIO CHMBOJIA MpodOena. PaszneneHue MHULKMATIOB
U damunauu, cuMBosia Ne U Yucia, MOPAJIKOBOIO HOMEpa CTaThbU, YaCTH, ITyHKTA
WIN TIOAMYHKTa MPaBOBOTO aKTa, YHMCa MecsIa U Ha3BaHUS MECSIla, YUCHa roja
U CJIOBa «roJ», JIIOOBIX YHUCJIOBBIX 3HAUEHUH W EIUHUI] U3MEPEHUs JeNlaeTcs
C HCIOJIb30BaHHWEM Hepa3pbIBHOTO Mpobena (coderanue kmaum Shift — Ctrl —
[TpoGen).

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

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

20. He pmomyckaeTcsi WCHOJB30BaHME CHUMBOJIa TaOymsmuu (—) s
oOpa3zoBaHusi ab3amHOro otcryna (KpacHOM CTPOKHM) WM MYCTBIX CTPOK.
A03anHbIif OTCTYyNn ycTaHaBIMBalOT B MeHI0 Dopmar/Al3all Wil ¢ MOMOIIBIO
BEPXHETO JIBUKKA Ha TOPU30HTAIILHOM JINHEMKE.

21. He pomyckaeTcsi HCIOJb30BAHME CUMBOJA «-» g 0003HAYEHUsA
nepeHoca. BmecTo Hero ciemayeT HCHONb30BaTh CHMBOJ MATKOrO IIEpEeHOca

(xomOuHarus kiaaui Ctrl — «-»).
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22. ]Ins HamucaHus pUMCKHX IUQP TODKHBI HCTOJIb30BATHCS 3arjlaBHbIC
oykBel nmatuHckoro andasuta (I, V, X, C, D, L, M). Ucnonws3oBanue st 3T0M
IeJIM pyCcCKUX OYKB U apabckux nudp He JomycKaeTcs.

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

24. PekBU3UTHI «3arojIoBOK K TEKCTY» JIOJKHBI ObITh BBIPOBHEHBI 110 LIEHTPY
U KXIpIM M3 HUX JOJDKEH MPENICTaBiIsATh co00il onuH ab3ail, TO €CTh BHYTPH
TEKCTa KaX/J0ro PEKBU3UTA HE JOJKHO OBITh cuMBoJa abO3ama. He nomyckaercs
MCIIOJb30BaHUE CUMBOJIA ab3a1ia JJisl IPephIBaHMs CTPOKHU B MPOU3BOJIEHOM MECTE,
JUISL 3TOTO CJIEYeT UCIOIB30BaTh CHMBOJ pa3phiBa CTPOKH (KOMOWHAIUS KIIaBHIII

Shift — Enter).



[Tpunoxxenue Ne 6
K MHCTpYyKIIMH
IO JICJIONPOU3BOJICTBY B TEPPUTOPUATIBHON
u3oupatenbHoi komuccun Ne 16

Cnucok PACCBIJIKHA UCXOAAIINX TOKYMECHTOB

Ne HauMeHoBaHMe oprana

ITosiHBIN MOYTOBBIA aApPeC
n/n (opranuszanumn)

IIpencenarens TeppuropuanbHOU

n3ouparenbHoO Komuccun Ne 16

(moamuce) (pacmmdpoBKa MOAMKCH)

HUcnoaaurein

(moamnuce) (pacmmdpoBKa MOAMKCH)

« » 20 T.




[Tpunoxenue Ne 7
K MHCTpYyKIIMH
IO JICJIONPOU3BOJICTBY B TEPPUTOPUATIBHON
u3oupatenbHoi komuccun Ne 16

IlepeyeHnnb 00s13aTEJIbHBIX CBEIEHUI 0 IOKYMEHTAX, HCIOJIb3YeMbIX B I€JIAX
y4eTa U OMCKA JOKYMEHTOB B H,Z[l
1. ABToOp.
2. Anpecar.
3. lomkHOCTB, (haMUITS ¥ MHUITAAJIBI JIUIIA, TIOIMHUCABIIETO TOKYMEHT.

4. HameHOBaHME IPYIIbI U BUAA JOKYMEHTA.

o1

. [lara noxkymeHra.

6. PeructpanuoHHbIi HOMEp JOKYMEHTA.

/. JlaTa mOCTyNMBLIETrO JOKYMEHTA.

8. PerucrpaiimoHHblii HOMEp MOCTYNHUBIIETO JOKYMEHTA.

9. CBeneHMs O CBS3aHHBIX JMOKyMEHTax (HAaMMEHOBAaHWE BHJIA TOKYMEHTA,
JaTa, perUCTPAIIMOHHBIN HOMEp, TUII CBS3KH).

10. 3aronoBoK K TEKCTY (KpaTKOe CoJiepKaHUe IOKYMEHTA).

11. unekc aena no HOMEHKIaType Jed.

12. Ceaenus o nepeaapecauy J0KyMEHTa.

13. KonngecTBo TUCTOB OCHOBHOTO JIOKYMEHTA.

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

15. Yka3aHus M0 MCIOJHEHUIO JTOKYMEHTa (MOopy4YeHUe, UCTIOTHUTENb, JaTa
WCTIOJTHEHUS ).

16. OT™MeTKa O KOHTpOJIE.

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

18. TIpoBepka »7EKTPOHHON MOAMHUCH (TIPU HATHYUHN).

19. Tlogpaznenenrie — OTBETCTBEHHBIN UCTIOJHUTEND TOKYMEHTA.

20. @aiinpl  AIEKTPOHHOTO JTOKyMEHTa (KOJMM4ecTBO (paiiyioB, HMeHa

¢aiinos).

1 o
HCHOJ’ILSyeTCH COKpaliCHUE, MPpUBCACHHOC B ITYHKTC 1.8 HaCTOAIICHU I/IHCprKIII/II/I.



[Tpunoxxenune Ne 8.1

K MHCTpyKIIMH

IO JIEJIONTPOU3BOJICTBY B
TEPPUTOPUATHLHOU M30UpaTEIHLHON

KYPHAJI

komuccuu Ne 16

yueTa JJMYHOI0 MPUeMa IrPakIaH

B TeppuropuanbHoii u3énpareabHoi komuccuu Ne 16

OTMeTKa d.N.0.
IHouToBBIN Kpatkoe 0 pe3yJbTarax 1 MOANNCH
Ne Jlara D.1N.0. P pesy A
aapec coJep:KaHue npuemMa Juua,
n/m | npueMa | 3asiBUTEJIA
3asiBUTEJIS o0pameHus (npunsATOE NPOBOAUBIIETO
peleHue) npueM
1 2 3 4 5 6 7
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[Tpunoxxenue Ne 8.2
K MHCTpyKIIMH
IO JIEJIONTPOU3BOJICTBY B
TEPPUTOPUATHLHOU M30UpaTEIHLHON
komuccuu Ne 16

KAPTOYKA JIMYHOI'O IPUEMA I'PA’KJIAH
B TEPPUTOPUAJILHON U3EUPATEJIBHOM KOMUCCHH Ne 16

Jara oOparieHus
Jara npuema

« » 20 T. No
daMuIIHs, UM, OTYECTBO 3asIBUTEIIS JI0J>KHOCTHOE JIMII0, BEAYLIEE IPUEM
MecTo kuTenbCTBA, TeIePOH Pesynbprarel paccMoTpeHus

Kareropus 3asBurens

Copep:xanue oOpalieHus

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

COIVIacH€ Ha IMPENOCTaBICHHE MHE YCTHOIO OTBETa B XOJE JIMYHOIO IpUEMA IO CYIIECTBY
MOCTaBJIEHHBIX B YCTHOM 0OOpaiieHuu Bonpocos. [luceMeHHOro oTBeTa HE TpedyeTcs.

(mata) (monmnuce 3asBUTES) (pacmmdpoBKa MOAMHCH)

A,
BbIpaXaro

(Damunms, UMsI, OTUYECTBO 3asIBUTEIIS)

corjacue Ha BHJeO-H (MJIH) ayIUOMPOTOKOIMPOBAHHE JIMYHOTO TPHEMa.

(mara) (monmuch 3asBUTETIS) (pacmmdpoBKa OAMHUCH)
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[Tpunoxxenune Ne 9
K MHCTpYyKIIMH
IO JICJIONPOU3BOJICTBY B TEPPUTOPUATIBHON
u3oupatenbHoi komuccun Ne 16

JIucer coryiacoBanus

damunusa
JIOJIKHOCTh Jata Honmuck MHULIHATb]

Wcnomuurenn
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[Tpunoxxenue Ne 10
K MHCcTpyKIInn
IO JIEJIONPOU3BOJICTBY B TEPPUTOPUAIIBHON
n30upatenbHoi komuccuu Ne 16

YTBEPXJIAIO

[Ipencenarens TeppuropuanbHON
n30upatenbHoi komuccuu Ne 16

(moamnuce) (MHUTMAITBI, (aMUITHS)

« » 20 T.

Otuer o pacchbliIKe 110 COOTBETCTBYIOLIUM ajpecaTaM U pa3MelleHHH
pemienuii TeppuropuanbHoii u3dupareabHoi komuccun Ne 16

Ha O(PULMAIBHOM CcalTe

3acenanue Neo OT « » roja
No No pemrenust AgnpecaT pacChbUIKH, aapec pPa3MEILICHUS Jara
n/m THUK pa3mMenieHus
pacchUIKU
1
2
3
Hcnomaurens

(monmucek) (pactmmdpoBKa MOAMHUCH)
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[Tpunoxenue Ne 11
K MHCTpYyKIMN
IO JICJIONIPOU3BOJICTBY B TEPPUTOPUATIBEHON
u3oupatenbHoi komuccun Ne 16

IHEPEYEHD

MOoAJICKAIIUX KOHTPOJJII JOKYMECHTOB C YKa3aHHEM CPOKOB HCIIOJIHCHHUSA

1. ®enepanpHble  KOHCTHUTYIIMOHHBIE 3aKOHBI, (e[epalbHbIE  3aKOHBI
Poccuiickon denepanuu — COriIacCHO yKa3aHHOMY B HUX CPOKY.

2. Ykaszwl [lpesuaenta Poccuiickoit depepaniud — COIMIACHO YKa3aHHOMY
B HUX CPOKY.

3. Paciopsikenust  Ilpesmmenta  Poccuiickoit  ®Deaepanuu — COTIIACHO
YKa3aHHOMY B HUX CPOKY.

4. ITocranosnenus, pacnopsikenus [IpasurensctBa Poccuiickoit @enepanmu —
COIUIACHO YKa3aHHOMY B HHUX CPOKY.

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

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

7. IlocTaHOBJIEHUS, PACHOPSDKEHUSI OpraHa TOCYJapCTBEHHOW BJIACTH
Cankr-lleTepOypra — coriiacHO yKa3aHHOMY B HUX CPOKY.

8. [TocTanoBeHMs, pacOPsHKEHUS PYKOBOJIUTENSI OpraHa rocy1apCTBEHHOM
Biactu Cankt-IleTrepOypra — corjiacHO yKa3aHHOMY B HUX CPOKY.

9. [Napmamentckue 3anpockl Coeta Penepanuu DenepanprHoro CoOpaHus
Poccuiickoit ®Deneparnuu, ['ocymapctBenHoit [ymbr ®denepanbHoro CoOpanus
Poccuiickoit @enepanuy — HE TMO3AHEE YeM uepe3 15 KaneHJapHBIX JTHEH
CO JHA TOJYyYEHUs NapIaMEHTCKOTO 3ampoca WM B HWHOW YCTAHOBJICHHBIN
cooTBeTcTBYIOMmIEH manato denepanbHoro Cobpanmsi Poccuiickoit deneparym
CPOK.

10. 3anpocer CEHaTOpPOB Poccuiickon denepanuu, JEyTaTOB
INocynapctBennoit {ymer ®denepanbHoro CobOpanusi Poccutickoit denepanuu —
He no3Hee yeM vepe3 30 KaJleHIapHbIX JHEW CO HS €r0o MOJIyYEHHs WIA B MHOU

COTJIACOBAHHBIN C HMHHUIUATOPOM 3aIlipocCa CPoOK.
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11. O6pamenuss  cenaropoB  Poccuiickori ~ denepauum, J1€MyTaTOB
I'ocynapctBennoit Jymel ®DenepansHoro CobOpanusi Poccuiickoit depeparuu
[0  BONpPOCaM, CBA3AHHBIM C WX  JEATEJIbHOCTHIO, — HE3AMEIUTEIBHO
(mpu HEOOXOAMMOCTH TONYYCHUS IOMOTHUTEIBHBIX MaTepUAJIOB — HE TIO3THEE
yeM yepe3 30 KaJeHAapHbIX JHEH CO THS MOIyYeHHUs! OOpaICHMS).

12. O6pamenus JEIyTaTOB 3akoHOAATEIBLHOTO Cobpanust
Cankr-IletepOypra — B cpok, ycranoBiieHHbIN CankT-IleTepOypra.

13. ITucema w3 Anmunuctparuu Ilpesuaenrta Poccuiickoit denepanmm,
[TpaButensctBa Poccuiickoit ®enepannn, Konctutynmonnoro Cyna Poccuiickoit
Oenepannu, BepxoBHoro Cyma Poccuiickon @enepauuu, ['eHepanbHOU
npokypatypbl Poccuiickoit ®enepauuu, IIpaButensctBa Cankt-lleTepOypra —
B COOTBETCTBMM C YKa3aHUSIMU 10 HCIOJHEHUIO JOKYMEHTa IMpeiceaaresns
TEPPUTOPUAIIBHOM  KOMHCCHUH, €CIM B  HHX  HE  yKa3aH  CpOK —
He Mo3/Hee yeM uepe3 30 KaJeHIapHbIX JHEH.

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

15. TlpencraBnenue npoKypopa — B TEHEHHE MecCsIa CO JHS MOCTYIICHUS.

16. OGpareHus, CBSI3aHHBIE C pealM3alleil W 3amUTON W30HUpaTEThHBIX
mpaB U MpaBa Ha ydactue B pedepeHmyme rpaxaanH Poccuiickoit depepariuu,
MOCTYNUBIINE B TEPPUTOPHAIBHYI0O KOMHUCCHUIO B XOJE€ COOTBETCTBYIOUIEH
n30upaTebHOM  KaMIaHWM, KaMIlaHud  pedepeHaymMa, —B  COOTBETCTBUU
¢ DeiepabHBIM 3aKOHOM 00 OCHOBHBIX FAPAHTHSIX H30MPATEIBHBIX TIPaB .

17. Tlepecbuika oOOpallleHUld TpaxaaH, COJEpXKAIIUX BOIMPOCHI, pPEUICHUE
KOTOPBIX HE OTHOCUTCA K KOMIICTCHIIMM TEPPUTOPHUATIBLHON KOMMCCHH,
OCYIIECTBIISIETCSI B TCUCHHE CEMU KaJICHIAPHBIX JTHEH.

OOparienue, CBSI3aHHOE C COOTBETCTBYIOUICH H30MpaTeIbHON KaMIlaHUEH,
KaMmmaHue pedepeHayma, TMOCTYNHBIIEE B TEPPUTOPUATBHYIO KOMHUCCHIO
JI0 YCTAHOBJICHUSI €0 UTOTOB TOJIOCOBAHUS, OIPEACIICHUS PE3yJbTaTOB BHIOOPOB,
pedepenaymMa U coaepiKallee BOMPOCHI, PEIICHHE KOTOPbIX HE BXOJIMT
B KOMIICTCHIIMIO KOMHUCCHM, B TE€UEHHUE MATU [HEW MOCJI€ IHS MNOCTYIUICHUS

HanpaBJIAACTCA B KOMHUCCHIO, WHOU Oopran HWJIHM  OOJDKHOCTHOMY  JIMIY,

! Hcnons3yercs cokpalleHue, NpuBeeHHOE B MyHKTe 1.2 HacTosmel MHCTpyKuu.
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B KOMIIETEHLHIO KOTOPBIX BXOJUT €ro pPacCMOTPEHHE, a NMOCTYNHMBLIEE B WHOMN
nepuoJl MO0 HE CBSI3aHHOE C COOTBETCTBYIOLIEH H30UpATENIbHON KaMIaHUEH,
KaMmnaHuel pedepeHayma — B TeUEHUE CEMU JAHEH MOCye THS MOCTYIIICHHUS.

OO0partienus, He CBSI3aHHBIC C pean3alieil U 3alIUTON N30UpaTebHbBIX MPaB
W TpaBa Ha ydactue B pedepenayme rtpaxaaH Poccuiickoii deneparuu,
NOCTYIHBIIAE B TEPPUTOPUATBHYI0 KOMHUCCHIO B IEPUOJI COOTBETCTBYIOLIEH
n30upaTeNbHOW KaMMaHWM, KamnaHuu pedepeHayma, a TakkKe IOCTYIUBIINE
BHE TepHoJa M30MpaTEeNbHON KaMIaHWHW, KaMIaHuW pedepeHaymMa WU IMOcie
YCTAHOBJICHUSI TEPPUTOPUAIBHON KOMHUCCHUEN UTOrOB TOJIOCOBAHMS, ONPEACICHUS
pe3yabTaToB BBIOOPOB, pedepenayma, —B TedeHue 30 gHel mocne JIHA
WX TIOCTYILICHHUS.

18. Obpamennst  cpeACTB  MaccoBOM  MH(pOpMAnMu MO  BOIMpOcaM
npenocTaBiieHuss MH(OpMAIuu —B  TEUEHHE CEeMU  KaJICHJIApPHBIX  JIHEH.
Ecnu TpebGyembie cBefeHUS HE MOTYT OBITH MPEJAOCTABICHBI B YKa3aHHBIN CPOK,
TO JIOMYCKAeTCs OTCPOYKa B MPEIOCTABICHUM 3alpalimBacMoi HHQpopManuu
C BPYUYEHUEM NPEICTABUTEINIO PEAAKIIUUA B TPEXIHEBHBIA CPOK CO JHS MOJyUEHHS
MMCBMEHHOIO 3arpoca WH(OpMaluu yBEJOMIIEHHS 00 OTCpOUYKE, B KOTOPOM
YKa3bIBAIOTCA NPHUYMHBI OTCPOYKH, Jara, K KOTOpoH OyAeTr mpenocTaBieHa
3ampamniuBaeMasi uHGOpMaIus, TO0JDKHOCTHOE JIMIIO, YCTAHOBHUBILEE OTCPOUKY,
JaTa IPUHSITHS pelieHus 00 OTCpoUKe.

19. 3ampoc rocygapcTBEHHOr0 OpraHa, OopraHa MECTHOTO CaMOYIPaBJICHUS
WIM JOJDKHOCTHOTO JIMIIA, paccMaTpHUBAIOLIEro oOpalleHHe TIpakKJaHuHaA, —
JOKYMEHThl W Marepuaibl, HEOOXOJUMblE MJII PACCMOTPEHHs OOpalleHus,
MPEIOCTABIISIIOTCA B TE€UEHHE |5 NHENM WM MHOM CPOK, YKAa3aHHBIM B 3ampoce
(IO BO3MOKHOCTH), 32 HCKJIIOUEHHEM JOKYMEHTOB W MaTEpHalioB, B KOTOPBIX
COJIEp>KaTCsl CBEIEHUS, COCTABJISIOIINE IOCYJaPCTBEHHYIO UJIM MHYIO OXPaHAEMYIO
dbenepasbHBIM 3aKOHOM TailHy, W I KOTOPBIX YCTAaHOBJICH OCOOBIA MOPSIOK

Ipe0CTaBIICHUS.
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[Tpunoxxenue Ne 12
K MHCTpYyKIMN

1O JIETIOMPOU3BOJICTBY B TEPPUTOPUATIBHON

u3oupatenbHoi komuccun Ne 16

TeppuropuanbHas YTBEPXJIAIO
u3zouparenbHas komuccus Ne 16
HOMEHKIJIATYPA JEJI [Ipencenarens
TeppuropuaibHOU
Ne u3duparenbHoi komuccuu Ne 16
(nmaTa)
(monmuch) (pactmppoBKa MOITHCH)
Ha ron (IIaTa)
Nupexe Komuuectso Cpox xpaHeHus
A 3aronoBox jena TOMOB POX Xp [puMeuanus
aciia o u Ne crareit mo IICPCUHIO
(gacreit)
1 2 3 4 5)
HazBanue paszaeiia
(HaMMEHOBaHUE TOJKHOCTU COCTABUTENS (moATHCh) (pactpoBKa MOAMUCH)
HOMEHKJIATYPBI)
(mata)
COI''TACOBAHO COI''TACOBAHO

IIpoTokOoa DKCEPTHON KOMUCCHH
TepputopuanbHoil n36upaTenbHoi Komuccuu Ne 16

oT Ne

Cekperaps Cankr-IlerepOyprekoit
U30MpaTeTbHON KOMUCCHH

(moamuce) (pacmmdpoBKa MOANKCH)
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[Iponomxenue mpunoxxenus Ne 12

Hrorosas 3anuce o KaTCropuAax U KOJIN4YCCTBC ACJI, 3aBCACHHBIX

B rony B TepputopuanbHoii u3dbupareabHoit komuccuu Ne 16
B ToMm uncne
Ilo cpoxam xpaHeHus Bcero O — C OTMETKOMN
PEXOAI «OIK»
1 2 3 4

Ha 6ymaxxHoMm Hocutene

(npu HaTM4YMKM THOPUIHBIX AeN, ToM(a) Ha OyMa)XHOM HOCHTENIC YUYUTBHIBAIOTCS B pasieiie
tabmuupl «Ha OymakHOM HoOcuTene», TOM(a) Ha DJIEKTPOHHOM HOCHTENE YYUTHIBAIOTCS B
pazfene Tabauibl « ANEKTPOHHBIXY):

TlocTostHHOTO

JlonroBpemenHoro (cBoime 10 jer)

Bpemennoro (0 10 et BKIFOYUTEIBHO)

DNEKTPOHHBIX

(npu HAJIMYMKM THOPUIHBIX J1e], TOM(a) Ha OyMa)KHOM HOCHUTEJIE YUUTHIBAIOTCS

B pazzene Tabnuubl «Ha 6ymaxHOM HOcUTeNe», TOM(a) Ha 3JIEKTPOHHOM HOCUTENe
YUUTBIBAIOTCS B pa3zielie TadIUIbl «DJICKTPOHHBIX)):

IlocTostHHOTO

JlonroBpemenHoro (cBoime 10 jer)

Bpemennoro (0 10 et BKIFOUUTEIBHO)

UTOTO:

(HaMMEHOBaHUE TOJKHOCTUA COCTaBUTENS (moamuce) (pacmmdpoBKa MOAMKCH)
HOMEHKJIATypBhl)

(mara)




105

[Tpunoxxenue Ne 13
K MHCTpYyKIMN
IO JICJIONIPOU3BOJICTBY B TEPPUTOPUATIBEHON
u3oupatenbHoi komuccun Ne 16

TeppuropuanbHas YTBEPXIAIO
n3buparenpHas komuccus Ne 16
D®OH/J Ne [Ipencenarens
OIIUCHb Ne TeppuropuanbHOU
n3buparenbHol Komuccuu Ne 16
JIeJ1, JOKYMEHTOB MOCTOSIHHOI'O XpaHEHUs
3a roJ
(moamuce) (pacmmdpoBKa MOAHCH)
(mara)
Ne WNunexc 3aroyioBoK .
Kpaiinue natel KommuectBo ymucroB | Ilpumeyanus
/a nena nena
1 2 3 4 5) 6
Hazpanue pazgena
B nannbIiN pa3aen onucu BHECEHO e

(tmudpamMu 1 TPOTMUCHIO)

¢ Ne o Ne , B TOM YHUCJIE:
JUTEpHBIE HOMEpa! ,
MpOIIyILIIEHHEIE HOMEpa:

HaumeHoBaHMEe NOKHOCTU COCTABUTEIS MOAIUCH pacmudpoBKa MOAMUCH
OIIUCH

HanmeHnoBanue J0KHOCTH MMOAIUCH pactudpoBKa MOAIUCH

OTBCTCTBCHHOI'O 3a apXUB

(mara)

COI'JTACOBAHO
IIpoTokos DKkcnepTHOM KOMUCCUU
TepputopuanbHON U30UpaATETHLHOMN

komuccuu Ne 16

oT Ne

YTBEPX/IEHA
IIporokoi LleHTpanbHON IKCIEPTHO -
MPOBEPOYHON KOMHCCUU
ApXUBHOTO KOMUTETA
Cankr-IlerepOypra

oT Ne




TepputopuanbHas

nu3buparenpHas komuccus Ne 16

®OH]|
ONUCh

AcI,

Ne
Ne

JOKYMEHTOB

(cBbimie 10 neT) cpoka XxpaHeHus
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[Tpunoxenue Ne 14
K MHCcTpyKIInn

0 JIETIOTPOU3BOJICTBY B TEPPUTOPUATIBHON
n30upatenbHoi komuccuu Ne 16

BPEMCHHBIX

YTBEPXIAIO

[Ipencenarenp
TeppuroprabHON
n3buparenpHOi Komuccuu Ne 16

(moamuck) (pacmmdpoBKa MOAIUCH)

3a roj
(mara)
No Nunekc 3aroiaoBok Kpaiinue Cpox KonunuectBo
[Ipumeuanus
n/m nena nena JaThl XpaHeHus JUCTOB
1 2 3 4 S) 6 7
Hazpanue pazgena

B nanHBII pa3fen onucH BHECEHO Jen

c Ne

qUCJIC:

JIMTEPHBIC HOMEpA:

MMPOMYyHICHHBIC HOMCPA:

(unpamu U MPOMUCHIO)

(HaMEeHOBaHUE JOJIKHOCTH COCTABUTEIIS
OIIHCH)

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

(mara)

oT

COI''TACOBAHO
[TpoTokoa DKCEepTHON KOMUCCHHI
TepputopuansHoil H30UpaTENHHOM

komuccuu Ne 16

Ne

o Ne , B TOM
(moamnuce) (pacmmdpoBKa MOANKCH)
(moamnuce) (pacmmdpoBKa MOAMKCH)

YTBEPX/IEHA

IIporokon LleHTpanbHON IKCIEPTHO -
MPOBEPOYHON KOMHCCUU
ApxusHoro komurtera Cankr-IlerepOypra

oT Ne



TepputopuanbHas
nu3buparenpHas komuccus Ne 16
DOHJ N
OIINCb N

JCJ1, JOKYMCHTOB I10 JIMYHOMY COCTaBy
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[Tpunoxenue Ne 15
K MHCcTpyKIINn

10 JIETIOTNPOU3BOJICTBY B TEPPUTOPUATIBHON

n30upatenbHoi komuccuu Ne 16

YTBEPXIAIO

[Ipencenarenb
TeppuropuabHON
n3buparenpHOi Komuccuu Ne 16

|___Tol (moamuck) (pacurupoBKa MOITUCH)
(mara)
Ne WNunexc Kpaiitnue Cpok Kon-Bo
3aroJyioBOK jena [Tpumeuanus
n/m nena JaThl XpaHeHus JUCTOB
1 2 3 4 5) 6 7
Hazpanue pazgena
B nannbIi pa3aen onucu BHECEHO Jen

(mdpamMu ¥ IPOTUCHIO)

c Ne o Ne , B TOM

qrce:

JUTEpPHBIE HOMEpa! '
MPOMyIIEHHBIC HOMEepa:

(HaMMEeHOBaHUE JTOJDKHOCTU (moamuce) (pacmmdpoBKa MOAMKCH)

OTBETCTBEHHOTO 32 apXUB)

(HaMMEeHOBaHHUE JOJKHOCTH COCTABUTEIIS
OTIHCH)

(mara)

COI'JTACOBAHO
IIpoTokos DKkcepTHON KOMUCCUHT
TeppuropuanbHOi N30UpaTETHHOM

komuccuu Ne 16

oT Ne

(moamuce) (pacmmdpoBKa MOAMNKCH)

COT'JTJACOBAHO
[IpoToKOJ SKCTIEPTHO-TIPOBEPOUHOM
METOANYECKON KOMHCCHH
LlenTpanbHOr0O rOCY1apCTBEHHOTO apXUBa
Cankr-IletepOypra

oT Ne
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[Tpunoxxenue Ne 16
K MHCcTpyKIINn
IO JIEJIONPOU3BOJICTBY B TEPPUTOPUATILHOMN
n30upatenbHoi komuccuu Ne 16

TeppuropuanbHas YTBEPXIAIO
n3buparenpHas komuccus Ne 16 [Ipencenarens
AKT TeppuropuaibHoOn
Ne n3bupareapbHoi komuccuu Ne 16

(MecTO cocTaBIEHUS)
O BbIICIeHUH K YHHYTOKEHHIO (moamnuce) (pacuudpoBKa MOIHCH)
(apXMBHBIX) JOKYMEHTOB,
He MOJIeKAIMX XPAHEHH )

(mara)

Ha ocHoBanum IlepedHsi THIIOBBIX  YIPABJICHYECKUX  APXHMBHBIX  JIOKYMEHTOB,
00pa3ylonmMxcsi B MPOIECCe JACATEIBHOCTH TOCYAApCTBEHHBIX OPraHOB, OPraHOB MECTHOT'O
CaMOYIIPaBIICHUST W OpraHMW3alWii, C yKa3aHUEM CpPOKOB XpaHEHUS W HOMEHKIIATYPBI eI
TepputopuanbHoil n3duparenbHoil komuccuu Ne 16 0TOOpaHbl K YHHUTOKEHHUIO KaK HE UMEIOIINe
HAYYHO-MCTOPUYCCKOM IIEHHOCTH U YTPATUBIINAE MPAKTUYCCKOE 3HAUCHUE JOKYMCHTBI:

Ne Ne onnen
(ipu
BBIJICIICHUH K
3aroioBok Ne en. xp.
YHUUYTOKEHHUIO Cpoxu
nena 0 OTIUCH
JOKYMEHTOB Kon-Bo XpaHEHHS
Ne WU TomEL (uHzEKC [Ipume-
. A IIPY NTOATOTOBKE el. Xp. U HOMepa
/0 | TpyHmnoBoOi o o YaHus
JIen K Tiepeiaue (nem) craTei
3aroJIoBOK HOMEHKJIa-
B apXMB IO NIEPEYHIO
JOKYMEHTOB Type Jein)
OpraHu3aIui,
rpaga He
3aIoJIHSIETCS)
1 2 3 4 5 6 7 8
Hroro ell. Xp. (e, IeKTPOHHBIX JIeJT) 3a TOJIbI
(mmdpamMu ¥ IPOTIHCHIO)
Onucu J1en TMOCTOSHHOTO XpaHEHus 3a rofbl yTBepxkaeHbl ¢ LleHTpanpHON

OKCIIEPTHO -TIPOBEpOYHON Komuccuer ApxuBHOro komutera Cankt-lIletepOypra (TpoTokomn
OT «___ » 20 1. Ne ).

(HaMMEHOBaHUE JTOJDKHOCTH JIMIIA, (moamwuck) (pacmmdpoBKa MOAMKCH)
OTBETCTBEHHOT'O 32 apXUB

(mara)
COI''TACOBAHO YTBEPXIEH
IIpoTokos DKcepTHOM KOMUCCUHU I{eHTpanbHOM SKCIIEPTHO-IIPOBEPOYHOU
TepputopraibHOI KOMUCCUH APXHBHOTO KOMUTETA
u3buparenbHoit Komuccuu Ne 16 Cankr-IlerepOypra

oT Ne oT Ne
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[Iponomkenne npunoxenns Ne 16

JIOKyMEHTBI B KOJIMYECTBE el1. Xp. (Z1en, MEeKTPOHHBIX JIeN):
- Ha OyMa)XHOM HOCHUTEJIE BECOM KT CJIaHbI B

(HauMEeHOBaHWE OPTaHU3AIIHH )

- Ha 3JICKTPOHHOM HOCHUTEJIC CAaHbI HA YHHUYTOXXCHUEC

(cioco6 YHUUYTOXKEHHS)

(HaMMEHOBaHUE JIOJKHOCTH JIMLIA, (moamuchk) (pactmdpoBKa MOAMUCH)
CIIABIIIETO IOKYMCHTBI)

(mata)

HN3menenus B YUYCTHBIC JOKYMCHTbI BHCCCHBI

(HaMMEeHOBaHUE JOJDKHOCTH JU1Ia, (moamuce) (pacumupoBKa MOITUCH)
BHECIIIECTO U3MCHCHHUS B y4YCTHBIC
JTIOKYMEHTBHI)

(mara)
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[Tpunoxenue Ne 17
K MHCTpYyKIMN
IO JICJIONIPOU3BOJICTBY B TEPPUTOPUATIBEHON
u3oupatenbHoi komuccun Ne 16

BHYTPEHHSAA OIIMCH JOKYMEHTOB JIEJIA

BHyTpeHHsIs1 ONUCH JOKYMEHTOB jiejia Ne

PerucrpanmonHublit Homepa
No pall [ara 3aroJioBoK p
HOMCP JIUCTOB HpI/IMe‘IaHHH
n/n JIOKYMEHTa JIOKYMEHTa
JNIOKYMEHTa Jienna
1 2 3 4 5 6
Uroro: JTOKYMEHTOB
(g pamMu 1 MPOTUCHIO)
Koymm4ecTBo 1MCTOB BHYTPEHHEN ONKUCHU JU1.
(mdpamMu ¥ MPOTUCHIO)
(HaMMEHOBaHUE JOJDKHOCTH (moamnuch) (pactdpoBKa MOIIMHUCH)

JIMIIA, COCTABUBIIIETO
BHYTPEHHIOIO OIIHChH
JOKYMEHTOB Jiejia)

(mara)
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[Tpunoxxenue Ne 18
K MHCTpYyKIMN
IO JICJIONIPOU3BOJICTBY B TEPPUTOPUATIBEHON
u3oupatenbHoi komuccun Ne 16

JIMCT-3ABEPUTEJIb JEJIA

Jluct - 3aBeputens aena No

B nene noqmmTo U NpOHYMEpPOBAHO JTUCT(OB),

(mudpamMu ¥ IPOITUCHIO)

¢ No mo Ne , B TOM YHCJIE:

JIMTCPHBIC HOMCpPA JINCTOB

IPOIIYIICHHBIC HOMCpPA JINCTOB

+ IMCTOB BHYTPEHHEN ONMUCHU

OcobenHocTy (pU3UYECKOro COCTOSIHUS Homepa
u (hopMUpOBaHUsI JieJia JINCTOB
1 2
(HaMMEHOBaHUE (moarmcs) (pacimppoBKa MOIIHCH)
JO/KHOCTH)

(mara)
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[Tpunoxxenue Ne 19
K MHCTpYyKIMN
IO JICJIONIPOU3BOJICTBY B TEPPUTOPUATIBEHON
u3oupatenbHoi komuccun Ne 16

N
oy "Iy
L

Cankr-IleTepOyprckoe rocyiapcTBeHHOE Ka3eHHOE y4peKIeHHe
«enTpajbHblii rocyaapcreeHHblii apxuB Cankr-IlerepOypra»

TEPPUTOPUAJIBHASA U3BUPATEJIbHASA
KOMUCCHUSA Ne 16

JAEJIO Ne Tom Ne

(3aroJIoBOK jieina)

(kpaitHue 1aThl)

Ha JINCTaX

XpaHUTb

D Ne
On. Mo
. Ne
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[Tpunoxxenue Ne 20
K MHCcTpyKIInn
IO JIEJIONIPOU3BOJICTBY B TEPPUTOPUATIBHON
n30upatenbHoi komuccuu Ne 16

YTBEPXIAIO YTBEPXIAIO
[Ipencenarens Jupekrop
n30upareabHOH KOMUCCHH Cankt-IlerepOyprckoro rocyaapcTBEHHOTO

Ka3eHHOro yupexaeHus L{enTpaibHoro
rocynapcrBeHHoro apxuBa Cankrt-IlerepOypra

[Toanuce Pacmudposka noanucu [Tonnuch Pacmmmdposka
MOAMHUCH
EE——— [Teuats
Tlata IleuaTs Tlata
AKT
Ne

npueMa-1rnepcaaiu apXmuBHbIX
AOKYMCHTOB Ha XpaHCHUC

(ocHOBaHME MEepeIayun)

(Ha3BaHMeE TIepeaBaeMoro GpoH/Ia)

caai,
(HaMMEeHOBaHUE OpPraHU3alNHY, TIepeatoIe TOKYMEHTHI)
IIPUHSLL
(HaMMEeHOBaHUE OpPraHU3alliy, TPUHUMAIOLIEH TOKYMEHTBHI)
IIpuHUMaeT Ha TOCYAapCTBEHHOE XPAaHEHUE JTOKYMEHTHI 32 U CIIPAaBOYHBIN ammapar
. (rone)
K HHM: FOAEL
Ne n/nt HasBanue, Homep KonmnuaecTBo 3x3eMILISIpOB Konnuectso | Ilpumeuanus
OIUCH OIUCH JEeJI, JOKYMEHTOB en. Xp.
1 2 3 4 5
HrToro npuHATO en.xp.
(Iu(paMu U IPOIINCHIO)
Ilepenauy npoussenu IIpuem npoussenu
JIOJIKHOCTB IMonmucr  PacmmdpoBka  JlomkHOCTB ITogmnuce PacmmgpoBka
MTOATINCH MOATNCH
Hara Hara
®oHay mpucBoeH Ne
W3meHenus B yueTHbIE JOKYMEHTBI BHECEHBI
HanmenoBanue 10/KHOCTH IToamuce Pacmm¢poBka noanucu

OTBCTCTBCHHOI'O 34 apXHWB

Jara
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