[Ipunoxenue
K PELICHHIO TEPPUTOPUAIIBHON
n30upatenbHoi komuccuu Ne 16
ot 20.12.2018 roma Ne 56-1

HHCTPYKIUA 11O AEJOIIPOU3BOACTBY
B TEPPUTOPUAJILHON U3BUPATEJIBHON KOMUCCHU Ne 16

1. O0mue mosoKeHus

1.1. Uuctpykums o JIETTONTPOU3BOACTBY B TEPPUTOPUATBLHON
n3oupatenbHoi komuccuu Ne 16 (manee — UHCTpyKIus) ycTaHABIMBAET MOPSIOK
paboThl C JOKYMEHTaMH, OCHOBHBIC TpaBWJia UX MOATOTOBKHM M O(OpPMIICHUS B
TeppUTOpUAILHOU M30MpatenbHOM Komuccuu No 16 (nmanmee — TeppuUTOpHUAIbHAS
KOMUCCHSA).

[Topsimox pabGOThl C BIEKTPOHHBIMU JIOKYMEHTaMH, JOKYMEHTaMU IO
BEICHUIO  KaJpOBOIO  JEJONPOU3BOJACTBA  OMNPENENIAETCS  OTIAEIbHBIMU
UHCTPYKLHSIMU.

Wuctpykiust  pa3pabotana Ha ocHoBaHuM DenepanbHbIX  3aKOHOB
«O0 OCHOBHBIX TapaHTHUSIX W30MpaTEIbHBIX IMpaB W TMpaBa Ha YydacTUe B
pedbepennyme rpaxnaan Poccuiickoit denpepanmu», «O0 apXuBHOM Jeie B
Poccuiickoit ®enepanun», «O TOpSIKE PaACCMOTPEHUs] OOpallleHUN TpaxkiaaH
Pocculickon denepanum», 3aKOHOB Cankr-IletepOypra, [IpaBun
JIEJIONPOU3BOJCTBA B  (PeAepasibHBIX OpraHax HCIOJIHUTEILHON  BIIACTH,
YTBEPXKAECHHBIX TMocTtaHoBlieHueM [IpaBurenscrBa Poccuiickonn ®denepanun
or 15 urons 2009 roma Ne 477, ¢ yuetom MeTOAMYECKUX PEKOMEHIALMMN 10
pa3paboTKe MHCTPYKIIMH MO JCJONPOU3BOJACTBY B (helepalibHbIX OpraHax
WCIIOJTHUTENIbHOM BJIACTH, YTBEPXKACHHBIX MpuKazoM DeneparbHOro apXUBHOTO
areHTcTBa oT 23 nexadbps 2009 roma Ne 76, mOCTaHOBJICGHUM U UHBIX HOPMATHUBHBIX
aktoB [IUK Poccun, Cankr-IlerepOyprckoit u30uparensHON  KOMHUCCHH,
periaMeHTa TEeppPUTOPUAIBHOM  KOMHUcCHHM, C  ucnoib3oBanueM ['OCTa
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omnpenenenusi», ['OCTa P 7.0.97-2016 «CUBUM. YuuduuupoBaHHbIE CHUCTEMBbI
nokymeHTanuu. Opranu3alMoOHHO-PACTIOPSIUTENbHAS TOKYMEHTALIH.

PabGota ¢ pokymeHTamu, cojepKalluMu HHGOPMALMIO OTPAHUYEHHOTO
paclpoCTpaHEHHUs, OCYIIECTBISICTCSI B COOTBETCTBHM C MOCTAaHOBJICHUEM
[IpaButensctBa Poccuiickoit ®denepanum ot 3 HosOps 1994 roma Ne 1233
«O06 yrBepxaeHun [lomoxeHuss o TOpsiAKe OOpameHusi €O CIyKeOHOM
uH(popMaIMelt OTPAaHWYCHHOTO PACTIPOCTPAHCHHS B (eaepaabHBIX OpraHax
WCIIOJIHUTENIHOM BJIACTH, YIIOJITHOMOYEHHOM OpTaHe YIPaBJiICHUs UCIIOJIb30BAaHUEM
aTOMHOM SHEPrUy M YIOJHOMOUYEHHOM OpPraHe MO0 KOCMHUYECKOU ACATETbHOCTUY,
3a HCKJIIOYEHHEM JIOKYMEHTOB, COJAEpXKalluX CBeACHHs 00 u30upaTesx,
ydyacTHHKax pedepeHayma, oOpamalomuxcss B pamMkax (yHKIMOHUPOBAHUSA
['ocynapcTBeHHOM cHCTeMBbI peructpanuu (ydera) wusz0Ouparesied, y4aCTHUKOB
pedepenayma B Poccuiickoit deaeparumu.

1.2. [IpaBuna odopMiaeHUs] IAOKYMEHTOB U TMOPAIOK paboOThl C HHUMH,
NpPEeNyCMOTPEHHbIE HacTosmerd MHCTpykuuei, oO0s3aTeNbHbl 1 YJICHOB
TEPPUTOPUAIBHOM KOMHUCCUM U TOCYJAPCTBEHHBIX TPAXKIAHCKUX CIIyKaIIUX
amnrmapata TEPPUTOPUATIBHOW KOMHUCCHM (Hajiee — TpakJaHCKHUE CIyXallue), a
TaK)Ke JIUII, MPUBJIEKAEMBIX IO TPAKIaHCKO-TIPABOBBIM JOTOBOPAM.

1.3. PaGoTHUKH, TOCTYNHBINIHME HA TOCYAAPCTBEHHYIO TPAXTAHCKYIO CITYKOY
B afmapar TEPPUTOPUATIBHOM KOMUCCHH, JIOJDKHBI OBITh O3HAKOMJICHBI MO/
MOJIMUCH C TEKCTOM HacTosen MHcTpyKumy.

1.4. Benenue JETOTTPOU3BOACTBA TEPPUTOPUAIIBHOMN KOMMCCHH
OCYILECTBIISIET MpECeNaTellb TEPPUTOPUAIBHON KOMHUCCUM WU TPaKJaHCKUN
CIyXKallluid amnmapara TePPUTOPUATBHON KOMHUCCHM B COOTBETCTBUU CO CBOUM
JIOJDKHOCTHBIM PErJIaMEHTOM.

1.5.B cmydae yxoma B OTHYCK, BbI€3Ja B KOMAaHJIHUPOBKY, OOJIE3HH,
YBOJIBHEHHSI ~ UCTIOJHUTENS JOKYMEHTOB MpEAcCeNaresib  TEePPUTOPUATHHOU
KOMHCCUU JIaeT YyKa3aHHWE Iepe/aTb HEUCIOJHEHHbIE JOKYMEHTBHI JIPyroMy

HUCITIOJTHUTCIIIO.
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1.6. Jlenonpou3BOACTBO B TEPPUTOPUATHHON KOMHCCHU OCYIIECTBISIETCS C
VICITOJIB30BAaHUEM IMPOIPAMMHOIO M3Jeus «Jleyno» MOJCHCTEMBl aBTOMATH3ALUU
aIMUHUCTPATUBHOW  JE€ATEIBHOCTHM 1'OCYyapCTBEHHOM aBTOMAaTU3MPOBAHHOM
cucteMmsl Poccuiickoit deneparu «BeIOOpBDY, BXOASAIIEH B COCTAB CIIEHHUAIBLHOTO
nporpammHoro odecnedenus (manee — [ JIEJIO).

Hoctyn x I JEJIO ocymiecTBisieTcss B COOTBETCTBUU C PerimameHTtom
UCIIONb30BaHUSl  MH(OPMAIIMOHHBIX  PECYpCOB  KOMILJIEKCA aBTOMAaTH3alluU
TepputopraibHON n3ouparensHoil komuccuu (nanee — KCA TUK) nmo mpukasy
npejacenaress TeppUTOpUaIbHON KOMUCCUU.

PabGora ¢ nOKyMmMeHTaMU TEppPUTOPHAIBHON KOMHCCHU OCHOBBIBA€TCS Ha
IIPUHIUIE OJHOKPATHOW PErMCTpalvy JOKYMEHTA.

1.7. 111 AEJIO mpenocTaBisieT BO3MOXXHOCTb padOTaTh C AJIEKTPOHHBIMU
oOpa3amMu JTIOKyMEHTOB U 3JIEKTPOHHBIMU JOKYMEHTaMH, OCYILECTBISATh B Oaze
JAHHBIX aBTOMATU3UPOBAHHBIA TMOMCK JOKYMEHTOB IO Pa3jIUYHBIM KPUTEPHSIM,
OpraHU30BbIBaTh KOHTPOJIb HCIIOJHEHUS JOKYMEHTOB M IOPYYEHMH, a TaKXKe
MOJIy4yaTh CTATHUCTUYECKUE OTYETHI MO JOKYMEHTOOOOPOTY B TEPPUTOPHAIBHON
KOMUCCHUHU.

1.8. UuCTpyKIIMS yTBEPKAACTCS PEIICHUEM TEPPUTOPUATIEHON KOMHUCCHUHU.

1.9. B UHCTpyKIIMK UCTIONB3YIOTCS CIEAYIOIINE TTOHSTHS:

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

BHYTPEHHHMU JOKYMEHT — JOKYMEHT, IMOATOTOBJICHHBIA B TEPPUTOPUAIIBHON
KOMUCCHH, HE BBIXOAIINI 32 €€ Ipeebl;

BXOJSIIIMA JOKYMEHT — JOKYMEHT, MOCTYNUBIUMHA B TEPPUTOPHAIBHYIO
KOMUCCHIO;

JeJN0 — COBOKYIIHOCTh JIOKYMEHTOB WJIH OTIEIbHBIM  JOKYMEHT,
OTHOCAIIMECS K OJIHOMY BOIIPOCY WJIM Y4YacTKy AESTENbHOCTH, MOMEIICHHBIE B
OTJICJIBHYIO OOJIOXKKY;

JEJIONPON3BOACTBO  —  JIEATENBHOCTh,  OOECIeUuBaIolas  CO3/aHue

0(1)I/II_II/Ia.HBHBIX JOKYMCHTOB M OpPraHu3alunro pa6OTI:>I C HUMU,
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NOKJagHas  3amMcKa —  BHYTPEHHUM — JOKYMEHT,  aIpECOBAaHHBIN
BBILIECTOSAIIEMY JOKHOCTHOMY JIMIY OT HUKECTOSIIErO0 JOJKHOCTHOTO JIMIA U
coJiepKaliuii 00CTOSATENBHOE H3JI0KEHUE KAKOro-TMOO0 BONpPOCa C BBIBOJAMHU U
IIPEUIOKEHUSIMUA COCTABUTEIS;

JOKYMEHT — O(UIUaIbHBIA JOKYMEHT, CO3JIaHHBIH TOCYJapCTBEHHBIM
OpraHoM, OpraHOM MECTHOI'O CaMOYIpaBJECHUS, IOPUINYECKUM WU (PU3NYECKUM
JAUIOM, OQOPMIICHHBII B YCTaHOBJICHHOM TMOPAAKE M  BKJIIOYCHHBIH B
JIOKyMEHTOOOOPOT TEPPUTOPUATILHON KOMUCCHY;

JOKyYMEHTHpOBaHuE — (Qukcamuss wuHbOpMAMU HA  MAaTEPUAIbHBIX
HOCHUTEJISIX B YCTAHOBJIIEHHOM HOPSIIKE;

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

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

3aBEpEHHAs KOMHUS — KONMsS JOKYMEHTa, Ha KOTOPOHM B COOTBETCTBUU C
YCTaHOBJICHHBIM TOPSJIKOM MPOCTABIISIIOT HEOOXOIMMBIE PEKBU3HTHI, MPUJIAIOIINE
el FOPUIUYECKYIO CUITY;

UCXOJSAIINN TOKYMEHT — JIOKYMEHT, OTIIPABJSIEMBIM W3 TEPPUTOPUATBLHOU
KOMMCCHU;

KOHTPOJb  HUCIIOJHEHUS  JOKYMEHTOB —  COBOKYNHOCTb  JIEWCTBHU,
00ecreunBaoIIUX CBOEBPEMEHHOE UCTIOTHEHUE JOKYMEHTOB;

KONMS  JTOKYMEHTa —  JOKYMEHT, MOJHOCTBIO  BOCHPOWU3BOISAIINN
uHDOpMAIMIO TIOJJIMHHUKA ¥ €ro BHENIHWE TMPU3HAKK, HE UMEIOIIUN
FOPUIAYECKON CHIIBI,

HOMEHKJIaTypa JIeJl — CUCTEMAaTU3HPOBAHHBIN ITEpEYEHbh HAMMEHOBAHUM JIEII,
3aBOJIUMBIX B TEPPUTOPUAIBHONM KOMHUCCHH, C YKa3aHHEM CPOKOB HMX XPaHEHU,
O(QOpPMJICHHBIN B YCTaHOBJIEHHOM MOPSIKE;

HOPMATHBHBIE JOKYMEHTBI — COBOKYITHOCTh MHCTPYKTHMBHBIX MATEPHUAJIOB,
PACCUMTAHHBIX HA IIOCTOSHHOE WJIM MHOTOKPAaTHOE JEWCTBHE M COJEPIKALINX

Kakue-1M00 HOpMBI, TTpaBUJiia, IPEAITUCaHUS;



5

oopmiieHHE JOKYMEHTa — MPOCTaBICHHE HEOOXOIUMBIX PEKBU3HTOB,
YCTaHOBJICHHBIX NPABWJIAMH JOKYMEHTUPOBAHMSI;

NUCHbMEHHOE OOpalleHNe TpaXklaHnHa — HAIIPaBJICHHOE B TOCY1apCTBEHHbBIN
opraH, OpraH MECTHOIO CaMOYIPABJIEHUS WU JOJDKHOCTHOMY JIMIy MHUCbMEHHOE
IpEJI0KEHHE, 3asBIICHNUE WIH KaJl00a;

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

NOJJIMHHUK JOKYMEHTa — IIE€PBBIM WIM €AWHCTBEHHBIM JK3EMIULIP
JIOKyMEHTA;

HOPYYEHHE — JOKYMEHT, IPEANHCHIBAIOIINK BBIIIOJIHEHUE TE€X WM WHBIX
3aJIaHUU;

perucTpalMoHHas kKapTouka nokymeHta (nanee — PK) — perucrtpammonHo-
yueTHasi ¢opMa, B TOM UHCJE B IJIEKTPOHHOM BHJE, UCIOJIb3yeMas JUlsl 3alkcu
CBEJICHUN O JOKYMEHTE B LIENSAX y4yeTa, MOMCKA M KOHTPOJS, CO3JaBaeMasl IpH
peructpauuu J1o0KyMeHTa ¢ ucnolibzoBanuem 111 JIEJIO;

perucrpanys JOKyMEHTa — IPUCBOCHUE JOKYMEHTY PErMCTPALOHHOIO
HOMEpPA U BHECEHHE CBEACHUI O JOKYMEHTE B PETUCTPALIMOHHO-YUETHYIO (popMmy;

peructpaliMoHHass (gopma — cuUcCTeMa pEerucTpaluu, HCIoIb3yeMas B
TEPPUTOPUATBHON KOMHUCCHH MPU PETUCTPALMU JOKYMEHTOB (KypHaln);

PEKBU3UT  JOKyMEHTa —  O0s3aTelbHBIA  3JeMEHT  O(OopMIIEHUS
OQUITMATBHOTO TOKYMEHTA;

CUCTEMA 3JIEKTPOHHOI'O JOKYMEHTOOOOpOTa — MH(pOpPMAalMOHHAsI CHCTEMA,
oOecnieunBaromas cOOp JOKYMEHTOB (BKIIOYEHHE TOKYMEHTOB B CHUCTEMY), HMX
00paloTKy, yrpaBieHHe JOKYMEHTaMHU U IOCTYI K HUM;

CKaHMpPOBaHUE JOKYMEHTa — MOJIyYeHHE dJIEKTPOHHOT0 00pa3a JOKYMEHTA;

CPOK MCIOJIHEHHS JIOKYMEHTa — CpOK, YCTAHOBJICHHBIH HOPMAaTHBHBIM
MIPABOBBIM AKTOM, OPraHU3alMOHHO-PACTIOPAIUTEIBHBIM JOKYMEHTOM, YKa3aHUSIMU

10 UCITOJIHCHUIO JOKYMCHTA WUJIU ITIOPYUYCHUCM;
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YKa3aHUS M0 UCIOJHEHUIO TOKYMEHTA — PEKBU3UT, COCTOSIINMA U3 HAAMNMHUCU
Ha JIOKyMEHTE WJIA Ha OTIEJbHOM JIUCTE YCTAaHOBJICHHOW (OPMBI, ClIEITaHHON
JOJKHOCTHBIM JTULIOM;

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

(dopMupoBaHue Aena — rpyninupoBaHre UCTIOJTHEHHBIX TOKYMEHTOB B JIEJO B
COOTBETCTBHMHM C HOMEHKJIATYpOW JeJl W CHCTeMaTH3alus JTOKYMEHTOB BHYTPH
nena;

AKCIIEPTH3a IEHHOCTH JOKYMEHTOB — M3YYCHHE JOKYMEHTOB Ha OCHOBAHUU
KPUTEPUEB UX LEHHOCTU B LIEJSAX OINpPENEICHUs] CPOKOB XPaHEHUS! JOKYMEHTOB U
oT0opa uX JJi JaJIbHEHIIEr0 XpaHEH!s WIM YHUUTOXKEHUS;

ANIEKTPOHHBIA  JOKYMEHT — JOKYMEHT, B KOTOpOM HuH(pOpMaIus
IpeJICTaBICHA B AIEKTPOHHO-LIU(POBOI dopMme;

ANIEKTPOHHBIA 00pa3 JOKYMEHTa — OJIIEKTPOHHAs KOMUSA JIOKyMEHTa,

HN3TOTOBJICHHAA Ha 6YM2DKHOM HOCHTCIIC.

2. Ilpuem, peructpanusi ¥ NPOX0KAeHUE MOCTYNAIIIHNX JOKYMEHTOB

2.1. IOKyMEHTbl B TEPPUTOPUATBHYIO KOMHCCHIO JOCTaBJSIIOTCS 4Yepes
oTneseHre CBa3u (mouToi, Tenerpadom), (Genpaberepckod WM CHeluaIbHOU
CBSA3bI0, HAPOYHBIM WJIM MEPEJAIOTCS HA JIMYHOM MpUEME TpakKJaH MpeaceaaTelnto
TEPPUTOPUAITBHON KOMUCCHH.

JIOKyMEHTBI MOTYT MOCTYIaTh B TEPPUTOPHAIBHYIO KOMHCCHIO TIO KaHaJIam
cBs3U ['oCynapCTBEHHOM aBTOMAaTU3MPOBAaHHOM cucTeMbl Poccuiickon denepanuu
«Bw100ope» cpenctBamu dnektporHon moutel [ JIEJIO, uepe3 oduimanbHyro
AJIEKTPOHHYIO TIOUTY, IO (PAaKCUMUIILHOMN CBSI3H.

2.2. Ilpuem, mnepBuuHas o00pabOTKa M  PErucTpalus MOCTYNAIOUIUX
JIOKYMEHTOB MPOU3BOSTCA TMpEJCeNaTeieM TEePPUTOPHATBHON KOMUCCHUH WM

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



paboThl  TEPPUTOPUATIBHOW KOMHCCHM, KpPOME BBIXOJHBIX U  Hepabodmx
Mpa3IHUYHbIX JHEM.

B mepuon moAaroToBKH M MpOBEAEHUS M30UpPATENbHBIX KaMIaHW MOPSA0K
MOJyYeHUS! W PETUCTPALMU JOKYMEHTOB TIOCIE OKOHYaHHs padoyero AHs, B
BBIXOJIHbIE W Hepabouue Mpa3AHUYHBIC JHW, YCTAaHABIMBACTCS IMpejcenaTeeM
TEPPUTOPUAITBHON KOMUCCHH.

OOparenus, kKacarolmuecs HapylUICHUN H30MpaTENbHBIX MpaB TpaxAaH B
NEePHUO/T TOATOTOBKU U MPOBEACHUS BEHIOOPOB U pePEPEeHIyMOB, PETUCTPUPYIOTCS B
JI€Hb TIOCTYIUIEHUS! B TEPPUTOPUATIbHYIO KOMUCCHUIO WJIM Ha CIIEAYIOMINI pabounii
JICHb.

Perucrpanys TOKyMEHTOB OCYILECTBIISAETCS B COOTBETCTBUM CO CPOKAMH U
MOPSJIKOM, YCTAaHOBJIEHHBIX B COOTBETCTBHM C 3aKOHOJATEILCTBOM O BBIOOpax U
pedepenaymax A pacCMOTPEHUs: 0OpalleHu .

2.3. [locTynuBie TOKyMEHTHI TOJPA3ACAIOTCA Ha PETUCTPUPYEMbIE U HE
noyiexartue peructpaiuu B [1W JIEJIO (mpunoskenune Ne 1).

2.4.Tlpu BCKpBHITUM KOHBEPTOB, MOCTYHAIOMUX (ENbIBETEPCKON WIIH
CIIEHHAIBHOW CBSI3bIO, IO IIOYTE, IPOBEPSAETCS MPABWIBHOCTH AJIPECOBAHMS,
KOMIUIEKTHOCTb M LEJIIOCTHOCTH JOKYMEHTOB, HAJIIMYMUE IPUIOKEHHUM, CBEPAECTCS
COOTBETCTBHE HMX HOMEPOB YYETHBIM HOMEpPAM, YKAa3aHHbIM Ha KOHBEpTaXx.
HemnpaBunbHO aapecoBaHHblE W OMMOOYHO BIJIOKEHHBIE JOKYMEHTBI HE
PErUCTPUPYIOTCS, MEPECBUIAIOTCA 110  HA3HAYEHWI0 WM BO3BPAILLAIOTCS
OTHPABUTEIIO.

2.5. Ecnu npu BCKpBITUHM KOHBEpTa OOHAPYXEHO OTCYTCTBHE JOKYMEHTOB
WA HX OTHCIbHBIX JIMCTOB, NPUJIOXKEHUW, MOBPEKIACHHE JIOKYMEHTOB WU
HECOOTBETCTBME HOMEPOB JOKYMEHTOB HOMEpPAM, YKa3aHHbIM Ha KOHBEPTE,
IpeacesaTeseM TEPPUTOPUATIBHOM KOMHUCCUM WM OTBETCTBEHHBIM 34 BEICHHUE
JIEIOMPOU3BOCTBA COCTABIISIETCS aKT YCTAHOBJIEHHON (POPMBI B ABYX IK3EMILISIPAX
(mpunoskenre Ne 2). OOuH 3K3EMIUIAP aKTa MOCBUIACTCS OTIPABHUTENIO, JPYrOd

HpI/I06H_[aeTC$I K IIPUHATBIM JOKYMCHTAM.
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Ha o0GopoTHO# cTOpOHE MOCIEIHEro JIMCTa MOBPEKACHHOTO JOKYMEHTa B
MIPABOM HWKHEM YIJIy JIEJIAETCS OTMETKA «JIOKYMEHT MOJIy4eH B MOBPEKICHHOM
BUJIEY.

2.6. KouBepThl OT MOCTYNUBIINX JOKYMEHTOB HE YHHUTOXKAIOTCA B Cyd4ae,
€CJIM TOJIBKO M0 HUM MOKHO YCTAHOBHUTH AJIpEC OTHPABUTENSA, AaTy OTHPABKU U
NOJIYYEHHUs] JOKYMEHTOB, €CIIH OHU COJAEPkKAT JOKYMEHTBI, KOTOPbIE MOCTYIHIN
n3-3a npeaenoB teppuropun Poccuiickon denepanuu, U3 Cya0B, CIEICTBEHHBIX
OpraHoB, JMOO JIOTOBOPHI, TPETEH3UH, HUCKOBBIC 3asBICHUS, JIOKYMEHTHI,
CBS3aHHBIE C Pa3MEILEHUEM 3aKa30B HA MOCTAaBKM TOBAPOB, BBINOJHEHUE PaloT,
OKa3aHue yCIYT JJIsl TOCYAAapPCTBEHHBIX HYXI.

2.7. ITakeTsl ¢ MOMETKOM «JIMYHO» YUUTHIBAIOTCA MO MAKETHOMY KypHAIY U
NepeNarnTCs aJpecaTtaM B 3aKPhITOM BHJIE MO/ MOAIHCH.

2.8. Ilpu peructpamuu mnoctynuBiiero aokymeHtra B PK o0s3aTensHO
BBOJISATCA CIEAYIOIINE PEKBU3HUTHI: BUJl JOKYMEHTA, €r0 UCXOIALIMNA HOMED U J1aTa,
JaHHBIE O KOoppecnoHjeHTe (aapecante) (pamumus, uMs, OTYECTBO (HUIUYECKOTO
JUIa WKW Ha3BaHHME OPraHU3AlMHM, MECTOHAXOXKICHHE OTIPABUTENS), a TaKKe
KpaTKoe coAepKaHue TOKYMEHTa, KOJIMYECTBO JINCTOB OCHOBHOTO JOKYMEHTa W
JIMCTOB MPUJIOKEHHUSI, KOJIMYECTBO 3K3EMILIIPOB.

PerucrpaiimoHHbBIN ITAMI C YKa3aHUEM BXOJSIIET0 HOMEPA, 1aThl, BPEMEHU
(mpu HEOOXOAMMOCTH) PETUCTPALMU NPOCTABIAETCS, KaKk MpaBWiIO, B IMPaBOM
BEPXHEM yIJIy JIMUEBOM CTOPOHBI II€PBOrO JIUCTA 3aPErMCTPUPOBAHHOIO
nokymeHTa. Ilpy HEOOXOIMMOCTH YyKa3bIBAE€TCS BpeMsl perucrpauuu (4acbl U
MUHYTHI). Ha TOpuioKeHUuM NpOoCTaBISETCA BXOIAIIMA HOMEpP JTOKYMEHTa, K
KOTOPOMY OHO OTHOCHUTCH.

Ha xommm pokymenTta Bxomgmmii Homep, nara, ®.M.O., noanuce u
JIOJKHOCTD JIMIA MPUHSBUIETO JOKYMEHT, MPOCTABIISIETCS. B IPABOM BEPXHEM YTy
JUIEBON CTOPOHBI IEPBOTO JIUCTA.

Hymepanusi mocTynuBIIMX JOKYMEHTOB OCYIIECTBIISIETCS B Ipenaenax

KaJICHAAPHOI'O roaa.



IIpu perucrtpanum noxkymenta B IIM JIEJIO, sBasromierocst oTBETOM Ha
UCXOISIINI TOKYMEHT WIM MPHUCIAHHOTO B JOMOJHEHHUE K pAaHEE HANIPABICHHOMY
nokymeHTy, B PK nenaercs cooTBeTcTByIOIIas CChUIKa (CBSI3KA).

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

[Tocne perucrTpanuu JOKyMEHTa Ha OyMa)XHOM HOCHTENIE OH MOXKET OBITh
orckanupoBad, a 3areMm k PK B [IM JEJIO wmoxer ObITh mNpUCOEAUHEH
AIIEKTPOHHBIN 00pa3 JOKYMEHTa U MPHIOKEHHs K HeMy B (hopmate .pdf.

2.9. 3aperucTpupoBaHHbIe JTIOKYMEHTBI PacCMaTpHUBAIOTCS IpeJCcenaTeIeM
TEPPUTOPUAIIBHOM KOMHUCCHM, 3aTe€M II0CJI€ IIEpEHECEHUs YKa3aHus IO
ucnosHeHnto Jokymenta B PK (B ciyuae peructpauuu nokymenrta B 1114 JIEJIO)
[IEPEAOTCS UCIIOITHUTENAM IO IOAIUCH.

2.10. UcrionHeHHBIC JTOKYMEHTHI CITMCHIBAIOTCS B JIEJIO TIpejcenareaeM
TEPPUTOPUAIIBHOM KOMHUCCUM M IIOMELIAIOTCA B JIEJI0 B COOTBETCTBUU C

HOMEHKJIATYPOU JIeJ1 TEPPUTOPUAIIBHON KOMUCCHUMU.

3. OcHoBHbIE TPeOGOBAHUS K MOATOTOBKE U 0OPMIIEHUIO TOKYMEHTOB

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

B TeppuTopuanbHOil KOMHUCCHM MOTYT OBITh YCTaHOBJIEHBI CJIEAYIOIINE
BUJIbI OJIAHKOB:

OlaHK MPOTOKOJIA 3acelaHvs TEPPUTOPUATHLHOW KOMHCCUU (TIPUIIOKEHUE
Ne 3.1);

OJIaHK peIIeHUs] TEPPUTOPHATIbHON KoMuccuu (rprokerue Ne 3.2);

OnmaHK TpuKaza Tpeaceaarens TePPUTOPUATHHON KOMHUCCHHU (TIPHUIIOKEHUE
Ne 3.3);

OJIaHK MHChMa TePPUTOPHATILHON KomMuccuu (rpuiioxenue Ne 3.4).
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3.2. Ha Onankax pokymeHTtoB mnomemniaercss r1epd Cankrt-IlerepOypra
B cooTBercTBUM C 3akoHOM Cankt-IletepOypra «O neTranbHOM ONUCAHUU
oduimanbHbeIX cuMBOJIOB CaHkT-IleTepOypra u nmopsiike ux UCIOIb30BAHUS.

3.3. KouTponr 3a TpaBWIBHBIM  HCIIOJIb30BAaHHEM OJIAaHKOB U UX
COOTBETCTBHEM YCTaHOBJIEHHBIM OOpasllaM OCYIIECTBISETCA Mpe/ceaaTe’IeM Uiu
OTBETCTBEHHBIM 32 BEJICHUE JICTONPOU3BOJICTBA.

3.4. JlokyMeHTBI O(OPMIISIIOTCS B COOTBETCTBHU C TpeOoBaHUSIMU K
JIOKyMEHTaM, U3TOTOBJISIEMBIM C MOMOIIBIO NeYaTaloUMX YCTPOUCTB U K (aitnam
TEKCTOBBIX JJOKYMEHTOB (npuiioxenue Ne 4)

3.5. Ilpu noaroroBke U 0OPMIICHUU TOKYMEHTOB WICHBI TEPPUTOPUATILHOM
KOMHUCCUM U TPaXKJIAHCKHE CIIy)KalllUe armapara TePPUTOPHAIbHOM KOMHCCHH, a
TakKe JIMIA, MPHUBJICKaeMble IO TPaXIAHCKO-TIPABOBHIM JOTOBOPaM, JIOJKHBI
coOJII01aTh TIpaBmiIa 0QOPMIICHHS] PEKBU3UTOB JOKYMEHTOB, U3JI0KEHHBIE HIKE.

3.5.1. laTta tokymMeHTA.

JlaToii MOKyMEHTa SIBJISIETCSl JlaTa €ro MOJANUCAaHUs, yTBepxKiaeHus. [laToii
MIPOTOKOJIA SIBJISICTCS IaTa 3acCeAaHus, a akTa — JjaTa COOBITHS.

JlaToii TOKyMEHTa, U3JaHHOTO COBMECTHO JByMsi U OoJjiee OpraHu3alusIMH,
SBJISIETCS 1aTa OoJjiee MOo3JHeH MOANUCH.

Jlaty nokymMeHTa opopMIISIFOT apaOCKuMU 1udpamMul B TOCIEA0BATEIHHOCTH:
JIeHb Mecsla, Mecsll, ToA. [leHp mecsma u mecsi oGOopMIISIOTCS ABYMsS HapaMu
apa0Ockux 1udp, pa3faeIeHHBIMA TOYKOHW, TOJl — YETHIPhbMS apaOCKuMu Iudpamu,
HanpuMmep:

17.01.2011
Jlomyckaercst clioBeCHO-1IU(POBOI crtocod ohopMIIeHHsI 1aThl, HATPUMED:

17 suBaps 2011 1.

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

HOMEHKJIaType U, YEPE3 KOCYIO YepTy, NOPSAKOBBI HOMEP JOKYMEHTA.
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Perncrpanvonsslii HOMEP NOKYMEHTA, W3AAHHOTO COBMECTHO, COCTOMT M3
pa3EeNeHHBIX KOCOM 4YEepTOM PErMCTPAllMOHHBIX HOMEPOB, IPUCBOEHHBIX
OpraHu3alydsMM  —  aBTOpaMHM  JIOKYMEHTa M paCIOJOXKEHHBIX B
[0CJIEIOBATEIbHOCTH,  COOTBETCTBYIOIIEH  O0O3HAYeHHWI0O  HAaMMEHOBaHWN

OpI‘aHI/ISaIlHﬁ B 3ar0JIOBOYHOM YaCTH HJOKYMCHTA.

3.5.3. CcpLIka Ha HCXOASIIIMIA HOMeEP U ATy TOKYMEHTA.

Ccbulka Ha MCXOISIIMI PErMCTPALMOHHBIA HOMEpP M JaTy JIOKyMEHTa
BKJIFOYAETCSl B COCTaB PEKBU3UTOB OylaHKa mnucbMma. CcChlUIKa HAa HMCXOMASIIUN
PErHCTPAllMOHHBI HOMEP M JaTy JTOKYMEHTa MPOCTABIISIETCS MCIIOJHUTENIEM MpPU

IIOAT'OTOBKC ITMCbMAa-0TBCTA.

3.5.4. Anpecar.

PexBu3uT «Ampecary pacmoiaracTcsi B IpaBOM BEPXHEM YTITY.

JIOKyMEHTBI aJpecyIOTCs B OpPTaHHU3allMK, UX CTPYKTYpPHBIC TTOAPA3CICHU,
JOJDKHOCTHBIM JIMIIAaM WM TpakKJaHaM TMpHd OTBETE Ha WX OOpalieHusl.
HanmeHnoBaHne opraHu3aliid M CTPYKTYPHOTO IOJpa3/iefieHus] yKa3bIBaIOTCS B

HMCHHUTCIIbHOM IIaJIC)KC, HAIIPUMCP:

[IpaBuTenbcTBO CTAaBpOMOJIBCKOTO Kpast
[IpaBoBoe yrpaBieHue

Ecmn nmokymeHT anpecyercss JOJDKHOCTHOMY JIMIY, HAMMEHOBAHUE
OpraHU3alliy YKa3bIBACTCS B UMEHUTEIBLHOM MaJIeKe, a IOJHKHOCTh U (haMIIHs — B
natenbHOM. [Ipu 3TOM MHUIIMAIIBI YKA3bIBAIOTCS MOCIE (aMUIINK, HAIIPUMED:

IIpaBuTensCTBO

MypmaHcko# obnactu
3aBenyroleMy OTAEI0M

Aunexkcanapory A.B.
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Ecnm  pgoxkymeHT amgpecyeTcs pPyKOBOOUTENIO OPraHU3allMM WM €T0
3aMECTUTEN0, HAMMEHOBAHUE OpPraHU3alMyd JOJDKHO BXOJIWUTH B HAaMMEHOBAHUE

AJOJDKHOCTH aapecaTta, HalIpuMcEp:

3amecTtuTento aupektopa Beepoccuiickoro
HAy4YHO-UCCIIEI0BATEIBCKOTO HHCTUTYTA
JIOKYMEHTOBEICHUS U ApXUBHOTO JIeJia

3umuny B.C.

Ecan AJOKYMCHT aJIpCCyYCTCA OpraHu3alnK, CHadajJlada YKa3bIBACTCA CC
HanMMCHOBAHHC, 3aTCM IMOYTOBBIM apcC, HAIIPUMCP:

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

JlomyckaeTcsi LEHTpUPOBATh KAXKIYK0 CTPOKY pEKBU3UTa «Ajapecar» IO
OTHOILIEHUIO K CaMOM JNIMHHOU CTPOKE.

JlomyckaeTrcsi MCHONb30BaTh  O(DHUIMAIBHO TMPUHSATBHIE COKpAIEHHBIE
HAaMMEHOBAaHUS OPraHoOB T'OCYAApCTBEHHOW BJIACTH, MECTHOTO CaMOYIpaBJECHUS,
OpraHu3aIuu.

[TouTOBBIN ajpec yKa3bIBa€TCs B MOCIEIOBATEIBHOCTH, YCTAHOBJIECHHOU
[IpaBunamMu OKa3aHus YCIAYyr TOYTOBOM CBSI3M, YTBEPXKACHHBIMU IPUKA30M
Munkomcsizu Poccun ot 31 urons 2014 roga Ne 234 «OO6 yTBEepKICHUU TIPABHUII
OKa3aHUs yCIYT MOYTOBOM CBSI3M».

Ecnu JOKyMEHT OTIIpaBisieTCss B HECKOJIBKO OJHOPOIHBIX I'OCY/1apCTBEHHBIX

OpraHoOB WJIM OpTaHU3ALMM, UX CIEeYET YKa3blBaTh 0000IIEHHO, HAITPUMED:

IIpencenarensm y4aCTKOBBIX KOMUCCHU

JIOKyMEeHT HE JO0JDKEH cojepkaTh Oosiee deTbipex anpecaToB. CioBo

«CKOIIMA» MEPEC BTOPBIM, TPETbUM, UCTBEPTHIM aApCCaTOM HC YKA3bIBACTCH.
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[Ipu HampaBneHun AOKyMeHTa Ooyiee 4eM B YEThIpE ajpeca COCTaBISETCS
CIIMCOK PAaCChUIKM YCTaHOBJCHHOW (opmbl (npuiioxenue Neb5), koTopslii
MOJMKCHIBACTCS MpEJCeaaTeNIEM TEPPUTOPUATBHON KOMUCCHH.

[Ipu anmpecoBaHnu JOKyMeHTa (PU3MUECKOMY JHUI[y BHaudajie YKa3bIBAIOTCS

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

AreeBoit A.1.
yi. KocMonaBToB, 1. 42, r. [TonbicaeBo,
Kemepogckas o6mactb, 652560

3.5.5. I'pu¢ yrBep:kaeHNs JOKYMEHTA.

JIOKyMEHT  YTBEpP)KJIAaeTCs JOJDKHOCTHBIM  JIMIIOM WM  CHEHUAIbHO
H3/1aBa€MbIM JIOKYMECHTOM.

[Ipu yTBepkKIEHUH MTOKYMEHTa TOJDKHOCTHBIM JIMIIOM TPHU( YTBEPKICHUS
noJkeH coctosiTh u3 ciaoBa Y TBEPXKIIAIO Oe3 kaBbluek U 3arjiaBHBIMU OyKBaMU
U Ha CJICAYIIICH CTpOKE — HAaWUMEHOBAHHE JIOJKHOCTH, IMOIIWCH, MHUIIUAIBI U

(baMI/IJ'II/IH Jna, yTBEpAUBIICTIO JOKYMCHT, AaTa YTBCPXKIACHUA, HAIIPUMCEP:

YTBEPXJIAO
IIpencenarens TeppUTOpUATBLHON

n3buparenbHoil komuccuu Ne 16
JJMYHas 1moAIncCh HWHHUIIUAJIBI, (1)3.MI/IJ'II/IH
JlaTta

[Ipu yTBepkKaeHUU TOKYMEHTA PEIICHUEM, TPOTOKOJIOM, TpU( YTBEPKACHUS
coctout u3 cioBa YTBEPXJIEH (YTBEPXJIEHA, VYTBEPXJEHbI wumu
VYTBEPXJIEHO) 06e3 kaBbluek U 3aryiaBHbIMA OyKBaMHM, HaWMEHOBAHUS
YTBEPKIAIOIIETO JOKYMEHTa B TBOPHUTEIBHOM TaJeXke, €ro JaThl U HOMeEpa,
HaIrpuMmep:

YTBEPXJIEH
peLIeHUEM TEPPUTOPUATILHOU
n3ouparenbHot komuccuu Ne 16
ot 15 despans 2011 r. Ne 28- 5
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['pud yTBepkaeHUs pacmoiarailoT B IPaBOM BEPXHEM YINIy JOKYMEHTA.
B rpude yTBepkaeHHs MOMYyCKAaeTCAd LIEHTPUPOBATh AJIEMEHTbl OTHOCHUTEIHHO
CaMOM JIJIMHHOW CTPOKH.

3.5.6. Yka3zaHus 110 HCIIOJTHEHHIO IOKYMEHTA (Pe30JI01usl).

VYKkazaHus MO HCIOJMHEHUIO JOKYMEHTa MOTYT OBbITh HANUCaHbl OT PYKHU
npeacenareaeM TEPPUTOPUATIBHONM KOMHCCHMM Ha MOJIMHHHUKE JIOKYMEHTa Ha
cBOOOIHOM OT TEKCTa MecTe WU O(OpMIICHBI Ha OTAEIbHOM JucTe ¢popmara A 6
(105x147), npunoKeHHOM K JOKYMEHTY. YKa3aHUs MO HCIOJIHEHUIO JOKYMEHTa
BKJIIOYAIOT ()aMWJIMM W HWHULUAIBl HCIOJHUTENEH, MpU HEOOXOAUMOCTH —
COJICp’)KaHUE TOPYYEHHMsI, CPOK HCIIOIHEHMS, NOANHUCH PYKOBOAMUTENS W ATy,
HanpuMep:

Cusosy A.IO.
I'puropseny B.C.

IIpoury paccMOTpeTh U AaTh OTBET
k 15.02.2011

JIngHas noanuch
Jara
3.5.7. 3aro/10BOK K TEKCTY J0KYMEHTA (HAaUMeHOBaHUeE IOKYMEHTA).
3aroJioBOK K TEKCTY JTOKYMEHTa JIOJDKEH KPaTKO M TOYHO PACKphIBaTh €ro
coJiep>KaHre U OBITh COIVIACOBAH C HAMMEHOBAHUEM BHJIa IOKYMEHTA. 3aroJiOBOK

MOJKCT OTBCYATb Ha BOIIPOCHI:

«0 4eM (0 KoM)?», HarpuMep:

ITpukas
O co3nannn DKCepTHOM KOMUCCUU

«4ero (koro)?», Hanmpumep:

JIOJKHOCTHOM perjiaMeHT
BEJYLIETO CIELUATIUCTA

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

MC)KCTpO‘-IHBIfI HHTCPBAJI, TOYKAa B KOHIIC 34roJIOBKa HC CTAaBHTCA. 3aroJIoBoK
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pacrnoJiaraeTcsi Ha IMEpPBOM JIHMCTE HaJ TEKCTOM JOKYMEHTa IO LEHTPY, a MpHU
0o OpMJIECHUU TUChMA — OT TPAHULIBI JIEBOTO TOJIS.

3.5.8. TekeT n10KyMeHTA.

Texct moxymeHTa O(OPMIIAIOT B BUJIE CBSI3HOTO TEKCTa, TAOIULBI WIH
COEIMHEHUS ITUX CTPYKTYP.

Texct JgOKyMeHTa JOJDKEH  H3J1aratbCd  Kparko H  SCHO, OBbITh
apryMEHTHPOBAHHBIM, OO0ECeuYnBaTh TOYHOE M OJHO3HAUYHOE BOCIPHUSITHE
coJieprkaleicst B HeM HHGOpMaIIii.

TekcT AOKyMEHTa NOJDKEH, KaK IPABUIIO, COCTOSTH W3 JIByX dYacteu. B
IIEPBOM YaCTH YKa3bIBAIOTCS PUYMHBI, OCHOBAHUS, LIEIM COCTABIICHUS IOKYMEHTA,
BO BTOPOU — pEIICHHUs, BBIBOJIbI, TPOCHOBI, MPEI0KEHHSI, PEKOMEHIALIUH.

TexkcT NOKyMEHTa MOXKET COJEPKaTh TOJBKO 3aKIIOUYHUTENIbHYI0 YacTh
(Hampumep, MpHUKa3 — PACMIOPAIUTENbHYIO YacTh 0€3 KOHCTAaTUPYIOLIEH, MHChMO,
3asBJICHUE — IPOCKOY 0€3 MOSICHEHUS).

B Tekcrte nOKyMeHTa, NOATOTOBIEHHOIO HAa OCHOBAaHUM 3aKOHOJATEIIBHBIX,
WHBIX HOPMAaTUBHBIX [TPABOBBIX aKTOB, U3AHHBIX OpraHaMu BJIAacTH U YIIPaBJICHUS,
UK Poccun, Cankr-IlerepOyprckoil wu30MpaTenbHONl KOMHCCHEH, paHee
W3JIaHHBIX TEPPUTOPUAIBHOW KOMMCCHEN, YKa3bIBAa€TCSi HAMMEHOBAaHUE BHJA
JIOKyMEHTa, HAaMMEHOBAaHHWE OpraHa, M3JaBIIEro JOKYMEHT, AaTa NPUHATUS WU
YTBEPXKJICHUSI JTOKYMEHTa, €ro PETrUCTPALlMOHHBIA HOMEp, a TaKKe 3aroJIOBOK
JOKYMEHTA, 3aKJIFOUECHHBIN B KABBIUKH.

TekcTbl JOKYMEHTOB OOJIBIIOTO 00bEMa MOTYT JEIUThCA Ha pasJiesbl,

MO/IPa3/IeIbl U MMyHKTHI, KOTOPBIE HYMEPYIOTCS apaOCckumu 1udpamu, Halpumep:

1. Pasnen
1.1. [Toxpaznen
1.1.1. ITyHKT

AG3a11bl BHYTpH IMMYHKTOB HE HYMEPYIOTCS.
B nucemax ucnons3yroT ciaeayromnme GopMbl U3JT0KEHUS:
or l-ro mma wMHoxecTBeHHOro uyucina («[Ipocum  HampaBuUTh

uHpopMaluto...», «Harpasisem Ha 3aKiIIOU€HUE TPOEKT...» U 1p.);
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oT 3-ro nuua eAuHCTBeHHOro uucia («TeppuropuanbHas KOMHCCHUS HE
CUMUTAET BO3MOXKHBIM...», «TeppuropranbHas KOMUCCUS IPEIaraeT pacCMOTPETh
BO3MOXKHOCTb...»).

I'padbl ¥ CTpOKM TaOMUIBI MOJDKHBI HMMETh 3arojOBKH, BBIPAKCHHBIC
CYLIECTBUTEIBHBIM B HMEHUTENIbHOM majexe. Ilon3aronoBku rpadp U cTpok
JIOJKHBI OBITH COTJIACOBaHBI ¢ 3arosioBkamu. Ecnu Tabnuiyy nmedararoT Oosiee yeM
Ha OJHOW CcTpaHuue, rpadbl TaOMMUIBI JOJDKHBI OBITH NPOHYMEPOBAaHbI M Ha

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

3.5.9. OT™MeTKa 0 HAJTMYMH NPUITOKEHHIA.

OTMmeTKa 0 HAIMYWU MPUJIOKEHUHA PACIIOaraeTcsi OT TPAHHUIIBI JICBOTO ITOJIS
HIOCJIE TEKCTAa MePEJ] MOAMUCHIO.

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

Hanuuuu oopmIIsieTcs 1o ciaeayoniei hopme:

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

Ecan AJOKYMCHT HMCCT IIPUIIOKCHHUA, HC HA3BAHHLBIC B TCKCTC, HX
HAaNMMCHOBaHUA HCO6XOI[I/IMO NEpCUNCIINTL TIIOCJIC TCEKCTAa OOKYMCHTA IICPC
MNOANMCHIO C YKA3aHHUEM KOJIMYCCTBA JIMCTOB B KAXKJIOM IMPHUIIOKCHHUHU U KOJINYCCTBA

DK3EMIUISIPOB, IIPU HAJTMYMU HECKOJBKUX MPUIIOKEHUN UX HYMEPYIOT, HAllpUMED:

[Tpunosxenue: 1. Tlonoxenue 00 sKcrepTHOM KOMHCccHM Ha 15 1. B 1 9K3.
2. IlpumepHas HoMeHKNaTypa en Ha 14 1. B 1 9K3.
Ecnu npwinoxenus cOpoOIIIOPOBaHbI, TO KOJHYECTBO JIMCTOB HE
YKa3BIBACTCS.
Ecim npunoxeHue HampaBisieTC HE BO BCE YKa3aHHbBIE B JOKYMEHTE

ajpeca, TO OTMETKA O HAIMYUHU TIPUIIOKEHUS 0OPMITSIETCS TI0 ClIeyroIieit hopme:

[Tpunoxenue: Ha 20 1. B 3 5K3. TOJIBKO B NIEPBbIN aJIpec.

Ecmn k nokyMeHTy mnpwiaraercs Ipyroul ITOKYMEHT, TAaKKE HMMEIOLIUN
OPUJIO’)KEHUE, TO OTMETKA O HAJWYMH MPWIOKEHUS OGOPMIISIETCS CIEAYIOLUM

obpazom:
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IIpunoxenue: nuceMo  IlerponaBnoBck-KaMuaTckoi  ropoacKol — T€ppUTOpPUAIBbHOMN
komuccun ot 15.11.2010 Ne 01-21/450 u mpunokeHHe K HEMY, BCETrO Ha
12 .

B PCIICHUAX W IIPHUKa3axX CBCACHUA O HAJIMYNU HpHHO)KeHI/II;'I YKa3bIBAlOTCA B

tekcte. Hanmpumep:

«Pazpaborarte W mOpeAcTaBUTH  NPOEKT IJaHa 1o  (opMme,  yKa3aHHOM
B IIpui10>keHun Ne 1.

Ecmm B goOKyMeHTE, K KOTOPOMY OTHOCUTCS NPHUJIOKEHHUE, OHO
HE YTBEPXKIACTCs, a MPOCTO COAEPKUTCSA CChUIKA HAa HETO, TO B IIPABOM BEPXHEM
VIJy YKa3bIBaeTCA, K KaKOMy pelieHuI0 (MpUKa3zy) MOPWIOKEHUE OTHOCUTCH,
Hanpumep:

[Ipunoxxenne
K PELICHUIO TEPPUTOPUAIBHOU
uz0uparenbHoi Komuccuu Ne 16
ot 11 suBaps 2011 r. Ne 11-5

[Ipunoxenune
K [IPUKa3y MpejcenaTens TeppUuTopruaIbHon
n3buparenbHoii kKomuccuu Ne 16
ot 15 mapra 2010 1. Ne 27

[Ipy HanMMUMM HECKOJBKUX MPUIOKEHUN OHU HYMEPYIOTCS, Halpumep,

npunoxenue Ne 1, mpunoxxenue Ne 2 u Tak nanee.

3.5.10. IToanuck A0JKHOCTHOTO JIMIIA.

B cocraB moamucu  BXOIAT: HAaMMEHOBAaHHWE JOJDKHOCTH  JIMIIA,
HOJIMCABUIET0 JOKYMEHT, €ro JHMYHas MOJIUCh, KOTOopas o(popmisieTcss CHHUMU
WM Y€PHBIMH YEPHUIAMH, paciIMppoBKa NOANKUCH (MHULIUAIIBI, (pamMuius).

Ecnu noxymeHnt odopmiisiercss Ha OJaHKE TEPPUTOPUAIBHON KOMHUCCUH, TO
PEKBU3UT BKIIOYA€T HAUMEHOBAaHUE JODKHOCTU JIMLA, MOJNUCHIBAOIIETO
JIOKYMEHT, €ro JIMYHYK TOJANKHCh, pacMpoBKYy MNOANUCK (MHULMAIBI U

dbaMuInio), HapUMep:

HpCI[CC,Z[aTeJIL JJUYHasA noAInrcChb HWHUIIUAIBI, (I)aMI/IJ'II/I}I
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Ecnu m0mKHOCTHOE NUIO, MOANUCH KOTOPOTO 3aroTOBJIEHA HAa MPOEKTE
JOKYMEHTa, OTCYTCTBYET, TO JTOKYMEHT IMOJAINUCHIBAET €r0 3aMECTUTENh U UHOE
JMIIO0, MCIONHSIONIEe ero oOs3aHHOCTH. [Ipu 3TOM 00s3aTENbHO YKa3bIBAIOTCA
dakTHyeckass TOJDKHOCTH JIMIIA, MOJMUCABIIET0 JOKYMEHT, u ero ¢amuims. He
JIOTyCKAeTCsl MOIKUCHIBATh JOKYMEHTBI C MPEAJIOTOM «3a» WM IPOCTaBICHHEM
KOCOM 4epThI Mepei HANMEHOBAHUEM JOJHKHOCTH.

Ecnu nokymeHT odopmiisercss He Ha OJaHKe, TO PEKBU3UT COACPKUT IMOTHOE
HAaNMEHOBAHME JOJDKHOCTH JIMIA, MOJNHMCABIIETO JIOKYMEHT, €ro JIMYHYIO

NOJNKCH, pacIIM(PPOBKY MOANUCH (MHULMANBI U (hamuinio). Hampumep:

3aMecTUTENb MpeaceaaTels
TEePPUTOPUATHHON N30MpATEITHHON
komuccuu Ne 16 JINYHAA IOAIUCH WHULIAAIIBI, paMuIus

HpI/I IMOAIMMCAaHNH AOKYMCHTA HCCKOJIBKMMHU JOJIKHOCTHBIMH JIMIIAMH HX
IIoAIINCH paciojaararoTcs OJHa 1o g npyroﬁ B IIoCJICA0BAaTCIIbHOCTH,

COOTBETCTBYIOIIEH 3aHMMAEeMOM JOJKHOCTH, HAlIPUMEp:

[Ipencenarens JINYHAA TTOAIUCH WHULIAAIBI, pamMuTus

['maBHbI Oyxranrep JIMYHAs TMOANNCH MHUIKAIbI, (haMunus

B nokymeHTe, moaroToBJIEHHOM KOMUCCHUEN, OAIMCH PACIIOIAratoTCs OJHa
noA aApyroi. IlepBeIM yKa3bIBaeTCs MpeaceaaTesib KOMUCCHH, a (haMIIUK YJICHOB

KOMHCCUHU pacrojiaratorcs B ajndaBUTHOM mnopsiike. Hampumep:

[Ipencenarens komMmuccuu JINYHAA TTOAIMUCH WHUIHAIIBI, (aMUIus

YieHBl KOMUCCUH JIUMYHas 1nmoJnunchb HWHHUIIUAJIBI, (1)3MI/IJ'[I/I$[
JIM4YHas IIoAIucCh HWHHUIIUAJIBI, (baMI/IJ'II/ISI

Ecnu moxkymeHT cocTaBiieH Kak mpuiaraeMasi K OCHOBHOMY JOKYMEHTY
CIpaBKa WU MHGOPMAIIHSI, TO OH MOAMUCHIBACTCS COCTABUBIIINM €TO JIMIIOM.

3.5.11. I'pud corsiacoBaHus.

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

COTJIACOBBIBAETCS IOKYMEHT (BKJIIOUAsi HANMEHOBAHUE OPraHU3AIMM), €r0 JTUYHOMN
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MOJMKCH, pacu@POBKHA MOANUCH (MHUIUAIBI, (haMUJTUs) U TaThl COTIIACOBAHUS,

HaIpumep:

COI'JTACOBAHO
3amMecTUTENb IJ1aBbl AJIMUHUCTPALIUU
IlenTpanpHoro paiiona Cankr-IlerepOypra

JUYHAs TOANMNUCHh WHUIHAIIBI, (PaMuus
Hara

Ecaun cornacoBanue OCyHICCTBIACTCA IIPOTOKOJIOM, ITMCbMOM WJIM APYTI'MM

JIOKYMEHTOM, TO COTJIacOBaHUe O(hOpPMITSIETCS CIIETYIONTUM 00pa3oM:

COI'JTACOBAHO
IIPOTOKOJI 3aCEaHUs
aTTECTAlMOHHOW KOMUCCUU
TePPUTOPUATILHON U30MPATETEHON KOMUCCUU

Ne 16
ot 05 deBpanst 2011 r. Ne 16
WITH:
COI'JTJACOBAHO

nucbMo Pocapxua
ot 05 mapra 2011 r. Ne 4-15/46

I'pu¢ cormacoBanus pacronaraercst noJ pexkBusutoM «lloamuce» B 1eBOM
HWKHEM 110JIE JOKYMEHTA.

3.5.12. Bu3za.

BHyTpeHHee corimacoBaHHME MPOEKTa JOKyMEHTa O(OopMIISeTcs BH30M.
Buza Bkitouaer moAnuCh BU3UPYIOLIET0, Pacliu@poOBKY MOAMUCH (MHUIUAIIBI,
dbamunusi) W npary, Opud HEOOXOAMMOCTH MOKET OBbITh yKa3aHa JOJIKHOCTb
BHU3UPYIOLLEr0, HAIlPUMED:

[Ipencenarens TeppUTOPHATHHON H30MPATETHHON KOMUCCHUN
JIMYHAas OANKUCH WHUIUANBI, paMuus
Hara

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

3ameuaHus IpUJIaraloTcs

[Ipencenarens TeppUTOPHATHHON H30MPATETEHON KOMUCCHUN
JTUYHAas NOANKUCH WHUIUANTBI, paMuus

Hara
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3ameuaHus M3JIararTcs Ha OTZIEJIBHOM JIUCTE, MOAMKUCHIBAIOTCS
U TIPUJIAratoTCs K JOKYMEHTY.

JlomyckaeTcsi HOJIMCTHOE BU3UPOBAHUE JOKYMEHTOB U MPUIIOKEHUN K HUM.

Ecnu nogmuHHNK JOKYMEHTA OCTAeTCsl B TEPPUTOPUATBHON KOMUCCHH, BU3bI
MPOCTABISIIOTCS B HWKHEM YacTH OOOpPOTHOM CTOPOHBI MOCIEIHErO JHUCTa
MO/JIMHHUKA JIOKYMEHTA.

JIisi TOKyMeHTa, MOJJIMHHUK KOTOPOTO OTHPABIAIOT U3 TEPPUTOPUATIHLHOM
KOMMCCHUH, BU3bI IPOCTABIISIOTCA B HUYKHEW YaCTH JIMIEBOM CTOPOHBI MOCJIEIHETO

JINCTA KOIIMHU OTIIPABJIICMOI'O JOKYMCHTA.

3.5.13. OTTHCK neuaTH.

[leyatp 3aBepseT MOJJIMHHOCTH TOAMHCH JOJDKHOCTHOTO JIMIIa Ha
JOKyMEHTaX, yIOCTOBEPSIONINX MPEIYCMOTPCHHBIE TMPABOBBIMA  aKTaMHU
MOJTHOMOYHS JIOJDKHOCTHBIX JIMIT WKW (UKCUPYIOMIUX (DaKThl, CBS3aHHBIC C
(WHAHCOBBIMU CPEACTBAMH, a TAK)KE€ Ha MHBIX IOKYMEHTaX, MPeyCcMaTPUBAIONTIX
3aBEPEHUE MOJIMHHOW MOAHUCH.

IleuaTs cTaBUTCA Ha CBOOOAHOM OT TEKCTa MECTE, HE 3aXBaTbIBas JTUYHOU
MIOAINACU JOJDKHOCTHOrO Juia. [ledaTs MOXKET 3aXBaTbIBATh YaCTh HAMMEHOBAHUS
JOJDKHOCTH JIMIIA, TTOITHMCABIIETO JOKYMEHT.

B nmokymeHTax, MOATOTOBJICHHBIX HAa OCHOBE YHH(MUIIMPOBAHHBIX (opm,

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

3.5.14. OT™MeTKA 0 3aBepEHUHU KOMUU.

Jlns 3aBepeHHs COOTBETCTBUS KOIMHUM JOKYMEHTAa TOJIMHHUKY HUXKE
pekBuzuta «lloamuce» TPOCTaBIAETCS OTMETKA O 3aBEPEHHH KONUU —
3aBepuTeNbHasg Haanuch «BepHo» wumum «Komusi BepHa», TOJDKHOCTh JIMIIA,
3aBEPUBIIETO KOIUIO, €r0 JIMYHAs TMOAMUCH, pacim@ppoBKa MOANUCH W JaTa

3aBEpEHUs, HAIPUMED:
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Bepno

[Ipencenarens TeppUTOpPUATIEHON

n3buparenpHoOil Komuccuu Ne 16

JIMYHAas NOANKCH WHULUANbI, pamMuus
Hara

[Ipu  HeoOxoaummocTH, a Takke B  ClOydasx, YCTAHOBJICHHBIX
3aKoHOJaTeNbCTBOM Poccuiickoit denepanuu o BbiOOpax u pedepeHaymax, mpu
3aBEPEHUH KOMHH JOKYMEHTa MPOCTABJISIETCS BpPEMs 3aBEpeHMs (Harpumep, Mpu
3aBEpEHUH KOMHIA MTPOTOKOJIOB 00 UTOrax TOJIOCOBAHHUS).

Ecnu kommst QOKyMEHTa M3rOTaBIMBAETCS HA HECKOJBKUX JIUCTaX, TO
3aBepsIeTCs] KaXIbIH JIMCT JTOKYMEHTa JIMOO JTOKYMEHT MPOIIMBAETCS M HAa MECTE
IPOILIMBKY CTAaBUTHCS 3aBepUTeNbHAsg Haanuch «BepHo» mmm «Komusi BepHa»,
JOJDKHOCTh JIMLA, 3aBEPHUBIIETO KOIHIO, €ro JIMYHas MOJIHUCh, paciudpoBka
MOJINKCH U ]aTa 3aBEPEHUS.

IIpu nepecpuike KONUU JOKYMEHTAa B IPYrMe OpraHu3aliy WIM BblIade €e
Ha pyKU 3aBEpUTEIbHAs HAAINCH yJNOCTOBEpsieTcs nedarbio «TeppuropranbpHas
u3OuparenbHas komuccus Ne  »  gubO 1OpUM  HAIMYMM  [I€YaThIO

«TepputopuanbHas u3dupaTenbHas KoMuccus Ne . [nsd moKyMeHTOBY
3.5.15. OTMeTKa 00 MCTIOJIHUTEJIE.

OtMeTka 00 WUCHOJHUTENE BKIOYAeT B €0 HUHUIMAIBI U (HaMUIIHIO
WCIIOJIHUTENISI TOKYMEHTAa U HOMEpP €ro ciy>keOHOro TenedoHa ¢ KOJIOM PEruoHa.
OTMeTKy 00 MCITOJTHUTEIIE PACIoIaratoT Ha JIUIICBON WJIH, IPH OTCYTCTBUU MECTA,
Ha OOOPOTHOH CTOPOHE MOCJEIHEro JHUCTa JIOKYMEHTa B JICBOM HIDKHEM YTy

pazmepom mpudTa 10 myHKTOB, HaITpUMeED:

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

3.5.16. OT™MeTKa 00 UCTIOJHEHUH JOKYMEHTA.

OTtmeTka 00 WCMONHEHWW JIOKYMEHTa M HaIpaBJICHWHW €ro B JeIO0
BKJIIOYAET CJIEIYIOIIME JaHHbIe: KpaTKue CBEAEHUs 00 MCIIOIHEHHWU JOKYMEHTa
(mpu OTCYTCTBUHM JOKYMEHTA, CBUICTEIHCTBYIOIIETO OO0 HCIIOJHEHUWH), NaTy |

HOMCP UMCIOIICTOCSA JOKYMCHTA 00 HCIIOJJTHCHHUH, CJIOBa «B ACJ0», HOMEp AcJia, B
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KOTOpOM  OyZIeT XpaHUThCS JTOKYMEHT, JaTy, MOAMNHCh TMpeacemaTess

TEPPUTOPUATBHON KOMHCCHH.

4. Opranu3anusi padéoThl ¢ UCXOAAIIMMHU (OTHPABJIsIEMbIMHU) JOKYMEHTAMHU

4.1. Ucxonsmme JOKYMEHTHI TMedaTaioTcsl Ha OJaHKax YCTaHOBJIECHHOM
dbopMbl W OQOPMISIOTCSI B COOTBETCTBHHM C TIOJOKCHUSMH HACTOSIICH
HNHucTpykuum.

4.2. OtnpaBka JOKYMEHTOB u3 TEPPUTOPUATBHOU KOMHCCHUU
OCYIIECTBISIETC  (PEebABETEPCKON WM CHEUUATBHOM CBA3BIO, TOYTOM, IIO
tenerpady, kananam cBszu 'AC «Bwidopsi», [IW JIEJIO, kananam dhakcuMUIbHON
CBsI3U, ceTy VIHTEepHEeT Wi HAapOYHBIM.

4.3. Tlpu odopmieHHNM THCEM U TEJIETpaMM HCIOJHUTEIh YKa3bIBAaeT
MIOJIHBIN TIOYTOBBIN (BKJIIOYAsI MHACKC) aJpec OpraHu3aliK WK TpaKJaHuHa.

4.4. Ucxopsume mnHChbMa HANpaBJSIOTCS 3a MOANUCHIO MpeacenaTens
TEPPUTOPUAIBHON KOMHMCCHH, B €r0 OTCYTCTBHE — 3a MOAMUCHIO 3aMECTUTENS
Ipeacenarenss WM UHOIO WIeHAa TEPPUTOPUAIBHOM KOMHUCCUHU, HWCIOIHSIOLIErO
00sI3aHHOCTH TIpeJiceiaTelisl, Ha OJaHKe MUChMA.

4.5. Ilonmucannple McbMa U TenerpamMmbl peructpupytorces B [T JJEJIO
WJIU KypHAJIE.

Ecnu otnpaBiisieMblii TOKYMEHT SIBJISIETCSI OTBETOM HA BXOISIIAN JOKYMEHT,
HEOOXOAMMO TPUOOIIUTH TMOJIMHHUK BXOJSIIETO JIOKYMEHTa K  KOIHUHU
OTIPABIISIEMOrO JOKYMEHTA, OCTAIOIIEHCS B JIETIE.

4.6. JlIokyMEeHTaM MPUCBAUBACTCSA UCXOJSIINUNA HOMEP, KOTOPBIM COCTOUT U3
VMHJIEKCA [IeJIa 10 HOMEHKIATYype Jell M NOPSAKOBOTO HOMEpPA JIOKYMEHTA,
pPA3[EIEHHBIX KOCOW 4epTor. McXomdmmi HOMEp YKa3blBaeTCsl TAKKE HA KOMUU
JOKYMEHTA, OcCTawuencs B xene. Hymepamus wucxomsmux JTOKYMEHTOB
OCYILIECTBIISIETCA B TIpEJIeNiax KaJeHIapHOIO roja.

[Ipu peructpanuu HCXOASIIETO JOKYMEHTa B PEruCTpanioHHON (dopme
00s13aTEIPHO  YKa3bIBAIOTCS CJEAYIONIME PEKBU3UTHI: JaHHBIE 00 ampecare

((I)aMI/IJ'II/I}I, HUMs, OTYCCTBO (I)I/IBI/I‘IGCKOI‘O Juia HWJIM Ha3BaHUC OpraHu3aluu,
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MECTOHAXO0XKJACHUE TOJIydaTelsi), a TaKKe KpaTKOe COAECpKAaHUE JTOKYMEHTA,
KOJIMYECTBO JIMCTOB OCHOBHOI'O JTOKYMEHTa M JIMCTOB IPHWJIOKEHMS, KOJIMYECTBO
DK3EMIUISIPOB, UCIIOJHUATENb JOKYMEHTA, €r0 COMCIIOJHHUTENH, a TaKXKE KEM OH
MOJMHCAH.

4.7. JlokymMeHTHI 110 BonpocaMm (GOPMUPOBAHUS TEPPUTOPUATIEHON KOMUCCUU
U OCYIIECTBIICHUS €€ (PUHAHCUPOBAHMS, HArpaXKIACHUS M NOOUIPEHHS WICHOB WU
pabOTHUKOB amnmnapara TEpPPUTOPUATBHON KOMHUCCHH, B OOS3aTEIBHOM IMOPSIKE
HaIIPaBJISAIOTCS HAPOUHBIM.

WNHble 1OKYMEHTBI MOTYT ObITh OoTHpaBiieHbl 1o cpeactsam 11 JIEJIO wnm
IIOYTOM IO YKa3aHUIO MPEACENATEINS TEPPUTOPUATBHON KOMUCCHH.

4.8.1lo xaHanam (akCUMWIBHON CBSI3W  JOKYMEHTBHl  NEpeNaroTcs
OTBETCTBEHHBIM 32 BEJICHUE JCIIONPOU3BOICTBA MOCIE UX PETUCTPALIUU.

4.9. Ilpu otmpaBke TenerpaMMmbl 0oJiee YeM B YeThIpe ajpeca 0hopMIIIeTCs
NO/JJIMHHUK, KONUS W JBa HK3EMIUISIpa MOJIMMCAHHOTO CIHCKA PACCBUIKH C
yKa3aHWEM TIOJHBIX TOYTOBBIX (BKJIIOYas MOYTOBBIM MHIEKC) anapecoB. Ha
Tenerpad nepenaroTcs MOMAJMHHUK C OJHUM SK3EMIUIIPOM CIUCKA PACCBhUIKU U
KOIKA TeJerpaMMbl, KOTOpasi ¢ OTMETKOM O mepenaye TeJllerpaMMbl BO3BPAILAETCS
B TEPPUTOPUATIBHYI0 KOMHCCHIO M BMECTE CO BTOPBIM JK3EMIUISIPOM CIIHCKA
PAaCCBUIKH MOIIMBAETCS B AEIIO.

4.10. [Ipn oTtmpaBke muchMa Oojiee 4yeM B YETHIPE ajapeca COCTaBIISACTCS
CIIUCOK PACCBUIKM YCTaHOBJEHHOW Qopmbl (mpmnoxenue Ne5), KOTOpbIi
MOJNKCHIBAETCS MPEICENATENEM, B €T0 OTCYTCTBUE — 3aMECTUTENIEM MpEACEeaaTeNs
WIM WHBIM YICHOM TEPPUTOPHAIBHON KOMHMCCHUU, UCTIOJIHSIONIMM O0S3aHHOCTU
npeacenarenas TEPPUTOPUAIBHOW Komuccuu. Ilocnme perucrpanuu  MUCBMO
TUPAXUPYETCS B HEOOXOANMMOM KOJIMYECTBE U OTIPABIISETCA.

Eciu nucbmMo uim TenerpaMMa HampaBisieTcsi He OoJjiee 4eM B UeThIpe
ajzipeca, TO MOAMUCHIBACTCS KaXAbIA AK3EMIUISP.

4.11. OtnpaBka AOKYMEHTOB MPOU3BOAUTCS €XKEIHEBHO B 4Yachl pPabOThI

TEPPUTOPHATBHON KOMHUCCHH, KPOME BBIXOJHBIX U HEPAOOUMX MPA3THUIHBIX JTHEH.
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[Topsimok OTMPaBKU HCXOMAIMIMX JOKYMEHTOB TOCIIE OKOHYaHUS paboyero
JTHSI, B BBIXOJHBIE M Hepabouue Mpa3JHUYHBIE JHH, B MEPUOJ MOATOTOBKH U
NPOBENCHUST M30MpPATENbHBIX KaMIAHWW  yCTaHABJIMBAETCA IMpejcenareseM
TEPPUTOPUAITBHON KOMUCCHH.

4.12. JIokyMEHTBbI C OTMETKOH O CPOYHOCTH J0CTaBKU «Bechbma cpouHo» u
«CpouHo» 0oGOpMISIOTCS HE3aMEUIUTEIbHO, OTIPABISIIOTCS IO  KaHajlaM
daxkcumunbHOU cBs3u, [IU AEJIO unn HapOo4YHbBIM.

4.13. JlokyMeHThI, HampaBisieMble Tpa)KJaaHaMm IO JOMAIlIHEMY aJIpecy,
OTIIPABIISIIOTCSL 9Yepe3 TOYTOBOE OTACIEHUE CBSI3M, KaK MPaBWIO, 3aKa3HBIMH
MUCbMaMH.

4.14. JlokyMeHThI, TiepenaBacMble MO0 KaHalaM (aKCUMIIBHONW CBSI3H,
PETUCTPUPYIOTCS B MOPSIIKE, YCTAHOBICHHOM JJIsI HCXOSIINX TOKYMEHTOB.

4.15. Vicxopsmiue TOKyMEHThI, Oo(pOpMIICHHBIE C HapylIeHWEeM TpeOOBaHMIA
WHCTpYyKIMHU, K OTHPaBKEe HE MPUHUMAIOTCS W BO3BPAIIAIOTCS WCIIOJHHUTEISAM Ha
nopaboTky. KoppecnoHaeHIMs HeCIy>KeOHOTO XapakTepa, B TOM YHCIIE JUYHAs
KOPPECTIOHIEHITUS, K OTIPABKE HE TPUHUMAETCH.

4.16. Kontnu ucxomsmuyx JOKyYMEHTOB ITOMEIIAIOTCS B /IS0 B COOTBETCTBHUH

C HOMEHKJIATYPOU JI€J1 TEPPUTOPHUAIIBHON KOMUCCHH.

5. Ocob0enHocTH padoThI ¢ 00pPAIEHUAMU IPAKIAH

5.1. Opranuzamusi paboThl ¢ OOpaIllEeHUSIMU TPAKIAH OCYIIECTBISETCS
B COOTBETCTBUU C pa3ziesioM 2 Hactosed MHCTPYKIMU ¢ y4eTOM O0COOEHHOCTEH,
yKa3aHHBIX B JJAHHOM pas3Jere.

5.2. IlucekMennble  oOpamieHust rpaxnaH (maiee —  oOparieHus),
NOCTYNUBIINE B  TEPPUTOPHUAIBHYIO  KOMHCCHIO,  PETUCTPUPYIOTCS  C
UCIIOJIb30BAaHUEM  PETUCTPALMOHHBIX (OpPM  OTAENBHO OT JAPYTUX BHIIOB
JOKYMEHTOB HE TMO37Hee TpeX AHEe Cc MomeHTa mnocTyruieHus. OOpalieHus,
Kacaroluecss HapylmeHnd U30UpaTelbHBIX MpaB TPa)xaaH B MEPHO MOATOTOBKH
U MPOBEACHUS BHIOOPOB U pedepeHlyMOB, PETUCTPUPYIOTCS B JI€Hb MOCTYILJICHUS

B TEPPUTOPHAIbHYIO KOMUCCHIO UJIM Ha CIAEAYIOIHI pabounii AeHb.
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5.3. IIpu BCKpBITHM KOHBEPTOB IPOBEPSETCS HAJIMYME BCEX BIIOKEHUH.
KonBepT 00s13aTEIbHO COXpaHsAETCs.

OOpamienus, coiepxalue B aIPECHOM dYacTh MNOMETKy «JInaHow,
paccMaTpHUBaIOTCS B O0IIEM HOPSAIKE B COOTBETCTBUU ¢ MHCTpyKIIMEH.

IIpu peructpanuu  noBTOpHBIX  OOpameHuii HUM  NpPUCBAUBAETCA
OUEpEHON PEruCTPAallMOHHBI HOMEp, B PETHCTPAUMOHHOW (opMe aenaercs
otMeTKa «[1oBTOpHOY.

Ecnu O0patenue nocTynuio oT KOJUIEKTUBA TPaKIaH, TO MPU PErUCTpaluu
B PErHCTPAallMOHHON popMe cTaBUTCA OTMETKA «KOIEKTUBHOEY.

5.4. PeructpalluOHHBIA IITaMIl, COCTOSIIMA W3 TOPSIKOBOIO HOMeEpa
oOpallleHus] W JaThl pPErucTpalyu, CTaBUTCSA, KaK IpaBWIO, Ha IEPBOM JIUCTE
OOpaieHus B IpaBOM BEPXHEM YIUIy WIM Ha CBOOOJHOM OT TEKCTa MECTE.

Hymepanuss mnoctynuBmux OOpaiieHuil OCyIIEeCTBISIETCS B Ipeaenax
KaJIEHJApPHOIO ro/1a.

5.5. 3apeructpupoBannbie OOpalieHusi paccMaTpUBAIOTCS IpelceaaTenemM
TEPPUTOPUAIBHONM  KOMHCCHH, 3aT€M IIOCJIE€ IEPEHECEHUs YKa3aHus [0
VCIIOJIHEHHUIO JOKYMEHTa B PErUCTPALMOHHBIE (POPMBI MEPENAIOTCA UCTIOTHUTESIM
NIOJ1 TTOATIHCH.

5.6. OOpamienusi, aapecOBaHHbIE YJ€HAM TEPPUTOPHAIBLHOM KOMHCCHUH,
PETHCTPUPYIOTCS B YCTAaHOBJIEHHOM THOPAJIKE, AOKIAJbIBAIOTCS MPEACENaTEeNIo
TEPPUTOPUAIIBHOM  KOMHCCHHM, 3aT€M IIOCJIE€ IIEPEHECEHHs yKa3aHus IO
VCIIOJIHEHHUIO JOKYMEHTa B PErUCTPALIMOHHBIE (POPMBI MEPEAAIOTCA UCTIOTHUTENSIM
NOJ1 TTOATIHCH.

OOparmieHust paccMaTpUBaIOTCSI B COOTBETCTBUU C  YKa3aHUSMHU IO
UCIIOJIHEHUIO TOKYMEHTA MpeAceaaresiss TeppUTOPUaIbHON KOMUCCHM B TMOPSIKE,
YCTaHOBJICHHOM 3aKOHOJaTenbCcTBOM Pocculickont denepanyu.

5.7. OOparienusi, cojieprKaiiyie BOIPOChl, pEIIeHne KOTOPHIX HE OTHOCUTCS
K KOMIIETEHIIMH TEPPUTOPUATILHOM KOMHMCCHUH, JTOKJIAIbIBAIOTCS MpPeacenaTesto
TEPPUTOPUAIIBHONM KOMHUCCUU M II0 €r0 YKa3aHUIO IO HCIIOJHEHUIO JTOKYMEHTa B

TCUCHUEC CCMHU KaJICHAAPHBIX ,Z[HGI‘/’I CO AHA perucrpainrvy HaAIMpaBIAIOTCA C
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COMPOBOJIUTENILHBIM MUCHMOM 32 €T0 MOJIUCHI0 B COOTBETCTBYIOIIUN OpPraH WU
COOTBETCTBYIOIIEMY JOJKHOCTHOMY JIMILY, K KOMIIETECHIIMM KOTOPBIX OTHOCHUTCS
pelieHrue nocTaBieHHbIX B OOpallleHHHd BOIPOCOB, C YBEIOMIICHHEM TpaXkIaH,
HanpasuBiux OOparienus, o nepeaapecanuu O6pameHuii. B conpoBoguTensHoM
MMCbME OTOBApUBAETCS MOPSAAOK HalpaBieHUs 0TBeTa aBTopy OOpatieHus.

Ecnu pemenue mnocrtaBieHHbIX B OOpalieHUAX BOMPOCOB OTHOCHUTCS K
KOMIIETEHIIMU HECKOJIbKUX TOCYJApPCTBEHHBIX OPraHOB WJIU JOJKHOCTHBIX JIUII,
korusg OOpanieHuss B T€YEHUE CEMHU KaJeHIApHbIX JIHEW CO JHS pPETUCTpaliu
HampaBJISIETCSI B~ COOTBETCTBYIOIIME  OpraHbl  WJIU  COOTBETCTBYIOIIUM
JOJKHOCTHBIM JIALIAM.

5.8. 3ampemiaeTcsi  HanpaBlsTh OO6paieHue Ha  pAacCMOTPEHHUE
B F'OCY/IapCTBEHHBIN OpraH, OpraH MECTHOT'O CAMOYIIPABJICHUS WU JOJXKHOCTHOMY
JUIly, pelieHue win JedctBue (0e3deiicTBME) KOTOPBIX —O0Xamyercs, 3a
VCKJIFOYEHNEM CIIy4acB, YKa3aHHBIX B IyHKTE 6 cTtaTtbu 75 PDenepaabHOrO 3aKOHA
«O0 OCHOBHBIX TapaHTHUSIX HW30MpaTEIbHBIX IMpaB W IpaBa Ha YydyacTUe B
pedepenayme rpaxkaan Poccuiickoit @eaepanmm.

5.9. Ecmu B COOTBETCTBMH ¢ 3alpeToM, YKa3aHHBIM B Tojapasuene 5.8
WucTpykiuu, HEBO3MOXXHO HampaBuTh OOpaleHue Ha pacCMOTpPEHHE B
roCyJIapCTBEHHBIM OpraH, OpraH MECTHOTO CaMOYMPABJICHUS WIH JOJKHOCTHOMY
JIUIlYy, B KOMIETEHIIUIO KOTOPHIX BXOAUT pEelIEHUE MOCTaBJIeHHbIX B OOpalieHuu
BompocoB, OOpaleHrue BO3BpallaeTCsl TPaKIAaHUHY C Pa3bsICHEHHEM €ro Ipasa
00XanoBaTh COOTBETCTBYIOILIEE PEIICHUE WIA JEUCTBUE B YCTAHOBJIEHHOM
NOPSIZIKE B CYJIE.

5.10. OOpamiennsi, TOCTYNMUBIINE B  TEPPUTOPUATBHYIO  KOMHCCHIO,
paccMaTpuBalOTCs B CPOKHM, YCTaHOBJEHHbIe moapazaenamMu 9.5 u 9.6
HNHcTpykuum.

B nepuon moAroroBku U MpOBEACHUS BBIOOPOB M peepeHIYMOB CPOKHU
paccMoTpenust ~ OOpamieHuii  yCTaHaBIMBAIOTCS B COOTBETCTBUU  C

3aKO0HOJAaTeILCTBOM Poccuiickoit deneparuu o BeIOOpax u pedepeHaymax.
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Ecniu  wHeoOxomumMo  mpomiuth  cpok  paccmorpenus — OOpaiueHus,
UCIIOJTHUTEIIb HE MO3/IHEE YEM 3a TPU JHS 10 UCTEUEHUS CPOKA MMOATOTOBKH OTBETA
OpEJICTaBIsIET Ha MMsI NpeAcenareiss TEPPUTOPHAIBHON KOMHUCCHM JIOKJIAJHYIO
3alUCKYy C OOBACHEHHEM, [0 KaKOW NPHUYMHE HEBO3MOXKHO J1aThb OTBET B
YCTaHOBJEHHbI CpOK. MakcuMaiabHOE MNPOJJIECHHE CPOKAa PAcCMOTPEHHUs
OOpamenus coctapiseT 30 KaneHIapHbBIX THEH.

3asiBUTENIO HANPABIAECTCS YBEAOMIICHUE O MPOMJIEHUH CPOKA PACCMOTPEHHUS
ero OOparieHus.

OOpaieHus, Ha KOTOPbIE TAIOTCS POMEXYTOUHBIE OTBETHI, C KOHTPOJIS HE
CHUMAIOTCH.

5.11. B cnydae mnOCTyIUIEHHS B TEPPUTOPHAIBHYI0 KOMHCCHIO B
YCTAaHOBJIICHHOM MOPSJKE 3alpoca TOCYyJapCTBEHHOIO OpraHa, opraHa MECTHOTO
CaMOYyNpaBJIEHUs] WIM JOHDKHOCTHOIO JMIa, paccMmarpuBampomux OOpaiueHue,
JOKYMEHTBl W MaTepuaibl, HeoOXoAaumble sl paccMoTpeHus OOpaieHus,
IIPEICTABIIAIOTCS B TEUEHHUE 15 KaneHaapHbIX THEH.

5.12. OtBet Ha OOpalieHue, B KOTOPOM HE yKa3aHbl (pamMiuims rpak/laHuHa
U €ro MOYTOBBIA apec WM aApec SJIEKTPOHHOW MOYTHI, MO KOTOPOMY IOJKEH
ObITh HallpaBJIeH OTBET, He jaaerca. Takoe OOpalleHHe CHHCHIBAETCS B JEJI0
npejceaaTeseM TeppuTopuaibHoll komuccur. B ciaydae ecnu B OOparneHuu
coJlep>KaTcsl CBEJIEHUS O TOJrOTABIMBAEMOM, COBEPIIAEMOM WIIM COBEPLICHHOM
IPOTUBOIIPABHOM JIESIHUM, a TaKXe O JIMUIE, €ro IOATrOTaBJIMBAIOLIEM,
COBEPILIAIOIIEM WJIH COBEPIIMBILIEM, OOpallleHHE TMOJJICKUT HANpPaBICHUIO B
rOCyAapCTBEHHBI OpPraH B COOTBETCTBUU C €T0 KOMIIETEHIIUEH.

Ecnu texct OOpaiieHuss He mojaaeTcss MpouTeHuio, oTBeT Ha OOpaileHue
HE JaeTcsi M OHO HE TNOMJIEKHUT HaNpaBICHUI0 HA pPACCMOTPEHUE B
rOCyAapCTBEHHBIA OpraH, OpraH MECTHOI'O CAMOYIPABJIEHUS WU JOJKHOCTHOMY
JMILy B COOTBETCTBUM C MX KOMIETEHIIMEH, O YEM B T€UEHUE CEMU KaJICHJAPHBIX
IHeH co HA peructparuu OOpalieHusi cooOUaeTcsl rpak/IaHuHY, HallpaBUBILIEMY

OO6paienue (ecnu ero GpamMuIvs ¥ MOYTOBBINA aPEC MOAAIOTCS TPOUTEHUIO).
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5.13. OOpamennsi, B  KOTOPBIX  COAEp)KATCA  HEIEH3YpHBIE  JHOO
OCKOpOUTENbHBIE BBIPAKEHUS, Yrpo3bl KU3HHU, 3JI0POBbI0 M HMYIIECTBY
JOJDKHOCTHOTO JIMIA, a TaKXe YJIECHOB €ro CEMbH, OCTaloTcs 0e3 OTBeTa M0
CYIIECTBY IIOCTaBJICHHBIX B HEM BOINPOCOB, a 3asgBUTEIISIM COOOIIACTCS
O HEJIOMYCTUMOCTH 3JI0YTIOTPEOICHUS TPABOM.

5.14. OGparmienne, B KOTOpOM OOXaldyeTcs CyneOHOe pelieHue, B TCUCHUE
CeMHU KaJIeHIAPHBIX JHEW CO JHS PErHCTPallid BO3BPAIIACTCS TPaKIAHUHY,
HaIlpaBUBILEMY OOpallleHHue, C Pa3bsICHEHUEM MOpsAaKa O00XaJoBaHUS JTaHHOTO
Cy1e0HOTO peIlICHHUS.

5.15. Ecnu B OOpaiieHun CoAepKUTCS BOIPOC, HA KOTOPBIM TpaxaaHUHY
HEOJIHOKPATHO (71Ba pa3a u 0oJiee) TaBaliuCh MUCbMEHHBIE OTBETHI MO CYIIECTBY B
CBS3M C paHee HampaBieHHbIMH OOpameHusMu, ¥ Tpu 3ToM B OOpalieHun He
IMPUBOMASTCS HOBBIE JOBOJBI M OOCTOATENHCTBA, TO IEpEnucKka IO JaHHOMY
BOIIPOCY C TPaKTaHMHOM IIPEKpaIacTcs, 0 YeM €My HaIlpaBJIseTCs yBEIOMIICHHUE.

5.16. JInunblii TIpueM TpaxkaaH BEACTCS MpeceaaTeNieM TepPUTOPUATIHLHOM
KOMHCCHHU.

Nudopmarus o0 mopsake TmpueMa  TpaxaaH — pa3MeliaeTcs — Ha
UH()OPMAITMOHHOM CTEHJIe U OPUIIMATIFHOM CaiiTe TePPUTOPUATLHON KOMUCCUU B
WH(OPMAITMOHHO-TEJICKOMMYHUKAIIMOHHOM ceTn MHTEepHeT.

[Ippy  nuyHOM  TIpUEME  TpaXIaHWH  TPEABSBISICT  JOKYMEHT,
YIOCTOBEPSIONIUNA €T0 JINYHOCT.

Benenne nu4HOrOo mpueMa TpaKIaH MOXKET COMPOBOXKIATHCS ayauo- |
BUJICO3AIKCHIO, O YEM TPaKIaHe YBEIOMIISIFOTCS JI0 Havaia mprueMa.

5.17. Bo BpeMs mnpueMa TpakJlaH BEIETCs >XKypHal yd4eTa, B KOTOpPBIi
BHOCSITCS JIaHHBIC O TpakKIaHWHE, KPaTKOE COACpKaHWE OOpaIleHHUs, pe3ybTaT
€r0 PACCMOTPEHUS, a TAKKE JTOJDKHOCTD U (haMUITUS JIUIA, IPOBOJISIIETO TIPHEM.

Ecnu  wusnoxennole B yctHoM  OOpamenuu  ¢GakThl He  TpeOYyrOT
JOTIOJTHUTEIFHOU MPOBEPKH, OTBET Ha OOpaIieHne ¢ Cormacus rpaxaaHinHa MOKET

OBITh JaH YCTHO B XOJIC JIMYHOI'O IIpuceMa, O 4eM ACJIACTCA 3allUChb B KXYpPHAJIC
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yuyera. B ocTanbHBIX Ciy4yasxX [JaeTcsi IMCbMEHHBIM OTBET 110 CYIIECTBY
nocTaBjieHHbIX B OOpallieHuu BOIPOCOB.

B xoze nuyHOro npuema rpakJlaHiHy MOKET ObITh OTKa3aHO B JaJIbHEHIIIEM
paccMOTpEHUU OOpallleHusl, €CIu €My paHee ObLI JaH OTBET MO CYIIECTBY
nocTaBieHHbIX B OOpallieHuu BOIPOCOB.

B cnywae rpy0oro, arpecCMBHOrO MOBEACHUS TPakJIaHHMHA IMPHUEM MOXKET
ObITh NpekpaieH. [Ipu HeoOX0AUMOCTH MOKET OBITh BBI3BaH COTPYIHHUK OXPAHBI.
Nudopmanus o moBeIeHUN TpaKJaHUHA OTPAXKACTCS B AKypHAJE ydeTa.

5.18. [lepenanusie Ha mpueMe OOpamieHHs  PETUCTPUPYIOTCA €
UCIIOJIb30BAaHUEM PErUCTPAllMOHHBIX (OPM U PpaccMaTpUBAIOTCS B IMOPAJKE,

YCTAHOBJICHHOM HACTOAIINM pPa3aciOM.

6. Oco0enHOCTH PadOTHI C JOKYMEHTAMHU, COAEPKANIUMH CJIYKeOHYI0
HH(POPMALMIO OTPAHUYECHHOT0 PACIIPOCTPAHEHMS (B TOM YHCJIe CBeleHHs 00
n30UparTesfX, yY4aCTHHKAX pedepeHayma, 00pamanuuMucs B paMKax
¢pynxkunonupoBanns ['ocygapcTBeHHOM CHCTEeMbI perucTpanuu (yuera)

u3duparesieid, ysacTHUKOB pedepenayma B Poccuiickoit @enepanun)

6.1. OcoGeHHOCTH PAbOTHI C JOKYMEHTaMH, COJACPKAIIUMH CIYKESOHYIO
UH(OPMAITUIO OTPAHUYCHHOTO PACTIPOCTPAHCHUS.

6.1.1. K cmyxeOHOl wuHbOpPMAIIMK OTPAHUYEHHOTO PacCHpOCTpaHEHHUs
OTHOCUTCS HECEKpeTHas WH(OpMalns, HE3aBUCHMO OT BHJA €€ HOCUTE,
OTpaHUYCHHUSI Ha pacmpocTpaHeHue KOTOpOH yCTaHABIMBAIOTCS
3aKoHoAaTenbCcTBOM Poccuiickoit ®denepanuu, peumieHUusIMu (IMIOCTAHOBICHUSIMU)
BBIIICCTOSAIINX H30UPATEITbHBIX KOMHCCHHA.

6.1.2. HeobxomumocTh  mpocTaBiieHus ToMeTku  «[{ms  cimykeGHOTO
nosib3oBaHus» (manee — «JICII») Ha OOKyMeHTax M M3JaHUSAX, COJEp Kallux
CIIy’)K€OHYI0 HH(OpPMALMIO OTrPAaHUYEHHOTO PACHPOCTPAHEHUs, OMNPEEIIETCS
npeacenareyieM  TePPUTOPHATBHOW  KOMHUCCHHW,  MOJAMUCHIBAIONIUM  WJIU

YTBECPKAAOIUM JOKYMCHT.



30

JIOJDKHOCTHBIE JIMLIA, TPUHSBIINE pEIIeHHe 00 OTHECEHHH CIIyKeOHOH
uH(OpMAIUU K pa3psly OTPaHUYEHHOTO PACIPOCTPAHEHUsI, HECYT MEPCOHATBHYIO
OTBETCTBEHHOCTH 32 00OCHOBAHHOCTh NMPUHSATOTO PEIICHUS.

6.1.3. ITometka «/JICII» u HOMEp 3K3eMILIsipa MPOCTABISAIOTCA B IMPaBOM
BEPXHEM YTIy MEPBOM CTpaHMIIBI IOKYMEHTa (B Ciiydae HEOOXOAMMOCTU — U €0
MPOEKTA), comepkamero  caykeOHylo — uH(OpMaIuio  OTPaHUYEHHOTO
pacmpocTpaHeHHs], Ha O0JI0KKE M TUTYJIHHOM JIMCTE M3JaHUs, a TaKXKe Ha MEepBOM
CTpaHMIIE COMTPOBOJUTEIHHOTO MUChMA K TAKHUM JIOKYMEHTaM.

6.1.4. PaGota ¢ MOKyMEHTaMH, COJAEPKAIIMMH CIYXEOHYI0 HH(OPMAIINIO
OTPaHUYECHHOT'O PACTIPOCTPAHECHHMSI, B TOM UYHUCIE UX MPUEM, YUeT (perucrparius),
OCYLIECTBIISIETCS B IOPSAKE, YCTAHOBICHHOM JUISI HECEKPETHBIX JAOKYMEHTOB, C
Y4€TOM OCOOEHHOCTEH, H3JI0KEHHBIX B HacTodmeM pasgene. Ilpu stom k
pEerucTpaliMOHHOMY HOMEpPY JOKYMeHTa 1o0asisercs nomerka «{CII».

6.1.5. loxkymentsl ¢ mometkoit «JICID» peructpupyrorcs (y4uTHIBAIOTCS)
BMECTE C JIPYTMMHU HECEKPETHBIMU JOKYMEHTaMU. B peructpaulnioHHOW KapTOYKe
JIOKYMEHTa mpou3BoauTcs 3anuch «JICIDy».

6.1.6. CkanupoBaHue, KOMHUPOBaHHWE (THPAXKUPOBAHUE) TOKYMEHTOB C
nometrkoil «JICII», mpou3BOAWUTCS HMCHOJHUTENEM JOKYMEHTa C HUCbMEHHOTO
paspelieHus  OpeiacenaTesss  TEePPUTOPUATIBHOM  KOMHUCCHHM, TPU  3TOM
OCYUIECTBJISIETCS YUET KaXKJIOTO IK3EMIUISIPA YKa3aHHBIX JOKYMEHTOB.

6.1.7. Hoxkymentst ¢  mnomerkort  «JICIl»  mepemaroTcss — dneHam
TEPPUTOPUAIBHOM  KOMHCCHMM M TPaXJAHCKUM  CIyXKalllUM  annapara
TEPPUTOPUAIIBHON KOMHCCHH IO OIHUCH.

6.1.8. loxymentsl ¢ mometkon «JICID» HampaBisitoTCsl B Ipyrue OpraHbl U
opraHuzanuu opraHamu (QeaepasbHOM  (EIbIBETePCKOM  CBSI3U,  CITYXKOOi
CHELMATLHOM CBsI3UM JIMOO HAPOUHBIM. 3ampeniaeTcsl mnepeaaBaTh TOKYMEHTHI C
nomeTkorl «JICID» mo He3amMIIEeHHBIM KaHajlaM KOMIIbIOTEPHO-MOAEMHOU H
(haKCUMMIIBHOM CBSI3H.

Joxymentsl ¢ momerkoi «JICIID» paccbuiatoTcsi HECKOJBKUM aJpecaTaM

COri1aCHO CIIMCKY PpPacCCbUIKM, B KOTOPOM HAIIPpOTHB KaXXIAO0ro ajgpececara
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IPOCTABJISIETCS. HOMEP 3K3EMIUISIpa OTIPABISIEMOro TOKyMeHTa. CIIMCOK PacChUIKU
MOJMKUCHIBACTCS UCTIOTHUTENIEM U MpeACceaaTeNIeM TEPPUTOPHUATIBHON KOMUCCHH.

6.1.9. Ucnonnennsle qokymMeHThI ¢ momeTko# «JICID» dhopmupytorcs B aena
B COOTBETCTBUU C HOMEHKJIATYpoO#l Aen. B mpaBom BepxHeM yriry 00JI0KKH Jiefa, B
KOTOpOE MIOMEIIIEHBI TaKKue JOKYMEHTHI, TpocTaBiisieTcs nomerka «ICID».

6.1.10. Hokymentsl ¢ mometrkoir «J{CII» XpaHATCS B 3aKpbIBAIOLIUXCS
mkagax.

6.1.11. YHuuTOXEeHue aei, TOKYMEHTOB U W3AaHui ¢ moMetkoi «J[CII»,
YTPATUBIIMX CBOE MPAKTHYECKOEC 3HAYCHHWE W HE HMMEIONMUX HCTOPHUYECCKOW W
HAyYHOW IEHHOCTH, MPOU3BOIUTCS MO aKTy YCTAaHOBJICHHOW (HOPMBI C yKa3aHHEM
HOMEpPOB 3k3eMIUIsIpoB (mpuiiockenune Ne 13). B yuerHsix Qopmax penaercs
OTMETKa 00 YHHUTOKEHUH CO CCHUTKON Ha COOTBETCTBYIOIIHMA aKT.

6.1.12. Pemmennie o cHstuum noMetku «JCII» ¢ moxkymeHTa mnpuHUMaeT
JOJKHOCTHOE JIMIIO, TOMHCABIIEE WA YTBEPIUBIIICE TOKYMEHT.

Cusatue nometku «JICID» ¢ mpuciaHHOrO B TEPPUTOPUATBLHYIO KOMHUCCHIO
JIOKyMEHTa MOXKET OBITh TIPOU3BEJCHO TOJIBKO IO COTJIACOBAHUIO C OpraHU3AIUECH,
HaIlpaBUBIIEH TOKYMEHT.

Custue nometku «JICII» ¢ mokymMeHTa MpOW3BOIAUTCS OTBETCTBEHHBIM 3a
BEJICHHE  JEJONPOM3BOACTBA HAa  OCHOBAaHWM  TNHCHMEHHOTO  yKa3aHUs
JOJKHOCTHOTO JIMIA, PUHSBLIErO Takoe peuenue. [Ipu casatun nometku «CII»
Ha JOKyMEHTaxX M JiellaX, a TakKe B PETrUCTPAIMOHHON KapTOUYKE JENIar0TCs
COOTBETCTBYIOIIINE OTMETKH.

O cuatun mometku «JICII» yBemomistoTcs Bce ajpecarbl, KOTOPHIM
JIOKYMEHT HaMpaBJISIICA, THO0 OpraHU3allys, ero HalpaBUBIIIas.

6.1.13. B cnydae yrtparbl nes, JOKYMEHTOB WM M3JJaHUM C TMOMETKOMN
«ICIl» nmbo pasrnamieHusi cojepkamieicss B HUX HHGOPMAIMM Ha3HA4YAETCS
ciy>keOHasi TPOBEpPKa, O pe3yibTaTax KOTOPOW JOKIAIbIBACTCS TMPEACEIATENIO
TEPPUTOPUAIIBHON KOMHUCCHUMU.

O6 yrpare nmen u nmokymeHToB ¢ mometkoil «JICID» cocraBnsercs akT, Ha

OCHOBAHHMH KOTOPOTO JIETAI0TCS COOTBETCTBYIOIINE OTMETKH B YUETHBIX (hopmax.
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6.2. Pabora ¢ mokymeHTaMu, COAEp)KAIIMMU CBEICHHUS 00 u30mparessx,
y4acTHHKaX pedepeHaymMa, oOpalaimuMiucs B paMkax (YHKIMOHUPOBAHUS
['ocynapcTBeHHOM cHUCTeMbl perucTpanuu (ydera) wuzouparesneil, y4acTHHKOB
pedbepenayma B Poccuiickoit deneparuu.

6.2.1. K nokyMeHTaM, cofepsKalliM CBeJCHUs 00 U30MpaTesiX, y4aCTHUKAX
pedepenayma, oOpallaroIUMHUCS B paMKax (GyHKIIMOHUPOBAHUS
['ocynapcTBeHHOM cHCTeMBbl peructpanuu (ydera) wusz0Ouparesied, yY4aCTHHKOB
pedepenayma B Poccuiickoit denepaniv, OTHOCATCS JOKYMEHTBI, MOCTYIAIOIINE
B TEPPUTOPUAIBHYIO KOMUCCHUIO OT HCIOIHUTEIBHBIX OPraHOB IOCYAapCTBEHHOU
Brnactu Cankt-IleTepOypra, TeppUTOpUATBLHBIX OPTraHOB (enepaibHbIX OPraHOB
UCIIOJIHUTENbHON BiacTu, LleHTpanbHON M30MpaTenbHOM KoMuccun Poccuiickoit
®enepauun, OI'KY «Denepanbhblii nentp uHpopmatuzaunu npu LleHTpanbHoit
n3buparenbHoi Komuccuu Poccuiickoit ®eneparnuny», Cankrt-IleTepOyprcekoit
M30UpATEIbHOM  KOMHUCCHUM, HW30UPATENIbHBIX KOMHMCCHUH  BHYTPUTOPOACKHUX
MYHULHUATBHBIX o0OpazoBaHMii Cankr-IletepOypra, CHUCTEMHBIX
aAMUHUCTPATOPOB KOMIIJIEKCOB CPEICTB aBTOMAaTH3aluu [ 'ocymapcTBEHHOMN
aBTOMaTh3upoBaHHOU cuctembl Poccuiickoit ®@enepanun «BwiOopey (manee —
UCTOYHUKU  WHPOpMAIMK),  HalpaBisieMble  HM30MpPATENbHONM  KOMHUCCHEH
UCTOYHUKAM HHQPOpMAIIMU, a TaKXKe JOKYMEHTHI, IMEpechlIaeMble MEXIy
KOMIUIEKCAaMH  CPEJICTB  aBTOMAaTH3AIlMU TEPPUTOPUATIBHBIX  H30UPATEIIbHBIX
komuccuii B Cankr-Ilerepoypre (manee — KCA THUK), Canxt-IleTtepOyprckoii
u3oOuparenbHoii komuccuel (manee — KCA HKCP®) wu ILenrpanbHoi
n3bupatenpHOU kKomuccueit Poccuiickoit @eneparuu (nanee — KCA UK Poccun)
B paMKax peajau3aluy Lejerd U 3a1ad ['ocyJapCTBEHHOW CUCTEMBbI PETHCTPALUU
(yuera) uzbupareneii, yuactTHukoB pedepenayma B Poccuiickoit @deneparui.

JIOKyMEHTBI MOTYT OQOpMIIATbCS Kak Ha OyMaXHbIX, TaKk U Ha
MaIlIMHOYUTAEMbIX HOCUTEISAX.

6.2.2. Pabota ¢ MOKyMEHTaMH, COJEpKaIllMMU CBeJeHUsS 00 u30upareisx,
ydacTHHKaX pedepeHayMa, JODKHA OCYIIECTBISTHRCA C  YYETOM  HOPM

®denepanpHoro 3akoHa ot 27 wurois 2006 roga Ne 152-®3 «O mepcoHaNbHBIX
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naHHbIx», [lomokeHns 00 0coOEHHOCTSIX 00pabOTKM MEPCOHATBHBIX JaHHBIX,
OCYHIECTBISIEMOI 0€3 MCIOJIB30BAHUSI CPEICTB aBTOMATU3ALMM, YTBEP>KIECHHOTO
OCTAHOBJICHUEM [IpaBuTenbCcTBa Poccuiickoi Oenepannun
ot 15 centsiOps 2008 roma Ne 687, Ilonoxkenuss o I'ocyaapcTBEHHOW cHUCTEME
peructpauuu (ydera) uzOupaTeneil, y4acTHUKOB pedepeHayma B Poccuiickoi
denepannu, YTBEPKIECHHOTO IIOCTAaHOBJICHUEM MUK Poccun
ot 6 HosO0pss 1997 roma Ne 134/973-11, PerimameHTa HCITOJIB30BaHHS TIOJICUCTEMBI
«Peructp  umsbupateneif, ywyacTHUKOB pedepenayma»  ['ocymapcTBEHHOM
aBTOMAaTU3UpOBaHHON  cucteMbl  Poccuiickoii ~ ®eneparuun  «Bbp1OOpHDY,
yTBepxaeHHoro mnocrtaHoBieHuem I[MK Poccun ot 26 wmapra 2014 rona
Ne 223/1437-6, Tlonoxenuss o0 oOecneueHur Oe30macHOCTH HHGOpPMAIMHA B
['ocynapcTtBeHHOM aBTOMAaTU3MpOBaHHOM cucteMe Poccuiickonn denepanuu
«Bw100pB», yTBepKAeHHOro mnoctaHoBieHueM [IMK Poccuu ot 23 utons 2003
roga 19/137-4.

6.2.3. JIOKyMeHTBI, coAep Kallue CBEIEeHUS 00 H30MpaTeNnsix, y4aCTHHUKaX
pedepenyMa 10KHBI 00pabaThIBaTHCS B pEKUME KOH(PHICHITNATLHOCTH.

6.2.4. Peructpanuio U XpaHEHHWE JNTOKYMEHTOB, COACpPIKAIIUX CBEICHUS 00
n30upaTeNnsXx, YyYacTHHKax pedepeHayma, TMOCTYMAIMX OT HCTOYHUKOB
uHQOpPMAIIMU W HANpaBISEMbIX MM, OCYIISCTBISIOT TPAXKIAHCKUE CITy)KaIlue
amnmapara TeppPUTOPHATBHON KOMHCCHH.

6.2.5. Ciucok i, yHNOJHOMOYEHHBIX TIOJy4aTb OT HCTOYHHKOB
uHQopMaIMu ® TiepenaBaTh WM JOKYMEHTBHI, COJCpJKallue CBEACHUS 00
n30upaTeNsix, ydacTHUKaxX pedepeHayma, yTBEpKIaeTcsl MprUKa3oM IpeacenaTess

TEPPUTOPUAIIBHON KOMHUCCHH.

6.2.6. [lomyynB OT UCTOYHMKA WHPOPMAIUUA JOKYMEHT Ha OYMa)KHOM JIMOO
MalIMHOYUTAEMOM  HOCHUTEJIE, COJEp)KallMi CcBeAeHuss 00 u30uparensx,
y4JacTHUKaxX pedepeHayma, COTPYAHUK ammapara TeppUTOPHUATBLHON KOMHUCCHH,
OTBEUAIOIINN 32 JIEJIONPOU3BOACTBO, MPOCTaBiAeT MOMETKY «JICII»:

Ha OyMa)XHOM HOCHUTEJE - B MPABOM BEPXHEM YTy MEPBON CTPAHUIIBI

JIOKYMEHTA;
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Ha MAallMHOYMTAEMOM HOCUTENE - B IIPaBOM BEPXHEW  4YacTu

MaIIMHOYMUTAEMOT'0 HOCUTEIIS UHPOPMALIUK.

ITomerka «JICID» mpocTaBisieTcss TakXke Ha TEPBOM  CTpaHULE
CONPOBOJIUTENILHOTO THChbMA K JOKYMEHTaM, COJEp)KAIlUM CBEICHUS 00
n30upaTesx, yuacTHUKax pedepeHayma.

6.2.7. Bce  IOKyMEHTBI, COJEp)Kallue CBEICHUA 00 W30MpaTelsx,
ydacTHHKaxX pedepeHaymMa, M COMPOBOAWTEIbHBIE NHChMa K HHUM TIPH HX
NOJIydeHUH MO0  OTHpPaBKE  PErHMCTPUPYIOTCS  COTPYAHUKOM  armapara
TEPPUTOPUATHLHOM KOMUCCHH, OTBEYAIOIIUM 3a JIEJIONMPOU3BOJICTBO B OT/ACIBHOM
XKypHaje 1o (opme, YCTaHOBIEHHOW COOTBETCTBYIOIIMM IPAaBOBBIM aKTOM
TepputopuanbHoii komMuccu. IIpm 3TOM K pPETUCTPALIMOHHOMY HHAECKCY
nokyMeHTa no6asinsercs nometka «[CIDy.

6.2.8. CompoBojiuTeIbHBIE MHUChbMA K MAIIMHOYUTAEMBIM  HOCUTEIISIM,
COJICpKalllUM HM3MEHEHUsI PEeruoHaIbHbIX (¢parmMeHTOB Perucrtpa wuzbuparenei,
YYaCTHUKOB pedepeHayMa pEerucTpUpYyIOTCS OTBETCTBEHHBIM 32 BEJICHUE
JIEJIONPOM3BOACTBA B TEPPUTOpPHAIbHOW  Komuccuu. llpm  3tOoM  Ha
COMPOBOJIUTEIBHOM MHUCbME€ M MAIIMHOYMTAEMOM HOCUTENIE MPOCTABIACTCS
nomeTtka «{CID».

MaiiHounTaeMble HOCUTENM, COJACpKAIUEe WM3MEHEHUS PErMOHAIbHBIX
(dbparmMeHToB Peructpa nu30uparenei, YYaCTHHUKOB pedepenayma,
CONPOBOJIUTEIIbHBIE MUChMA K HUM JIOCTABIISIFOTCS] B TEPPUTOPUATIBHYIO KOMUCCHIO
MOCPEJACTBOM 3aIUIIIEHHBIX cepTudUIMPOBAaHHBIMU cpeAcTBaMHU
Kpunrorpad@uueckod  3alluThl  TEIEKOMMYHUKAITMOHHBIX  KaHamoB  ['AC
«Bw100pBI», Opranamu QeaepaabHON (ebIbErepCKON CBI3H TUOO0 HAPOUHBIM.

6.2.9. JlokyMeHTBI, coiaep Kallyie CBeIeHUs 00 H30HMpaTesiX, Y4aCTHHKaxX
pedepenayMa, Ha OyMaXHbIX JMOO MAIIMHOYUTAEMBIX HOCUTENSX XPAHATCS B
ceiipax wam B HAACKHO 3alUpacMbIX M ONeYaThiBaeMbIX IKadax (SIIUKax,

XpaHWINIIAX).
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[lo ncreyennu cpoka XpaHEHHsI U PACCMOTPEHUS Ha SKCIIEPTHON KOMHCCHUU
TEPPUTOPUATHHON KOMHCCHHM YKa3aHHBIC TOKYMEHTHl YHHUYTOXKAIOTCS IO aKTy
(mpuoxkenue Ne 14).

6.2.10. JlokyMeHTbI, comepKalue CBEACHHUS 00 M30MpaTeisX, y4aCTHHKAX
pedepeHayma, TMepemarTcss COTPYAHHKAM TEPPUTOPHUAIBHON KOMHUCCHH IO
MIOJIITUCH.

Ilepemaua MOKYMEHTOB, coOJepXkalux CcBeAeHUus 00 u30uparensx,
ydacTHUKax pedepeHayma, OT OJHOTO pabOTHUKA APYroMy OCYIIECTBISCTCS C
paspeiieHusi TpeacenaTeNis TEPPUTOPUATBHOW KOMHCCHM WU JIMIA, €Tro
3aMeUIaloIIero.

JIOKYMEHTBI, COJep’Kallie CBeAeHUs 00 u30upaTensax, ydacTHUKAX
pedepeHaymMa, THUPAKHUPYIOTCS C MHCBMEHHOTO pa3pelieHusl MpeacenaTelis
TEPPUTOPUATBHON KOMUCCUU WM JIMIA, €r0 3aMELAIOUIET0. YUeT TUPAKUPYEMBIX
JIOKYMEHTOB OCYIIECTBISICTCS TMOdK3eMIUsipHO. Ha o0opoTe mocnemHero smcra
KaXKJ0r0 3K3EMIUISIpa UCHOJHUTENb J0JKEH YKa3aThb KOJMYECTBO OTIEYaTaHHBIX
HK3EMILISIPOB, CBOIO (PaMUIIMIO U JaTy TUPAXKUPOBAHUS JOKYMEHTOB.

6.2.11. O d¢akrax yTpaThl AOKYMEHTOB, COJEP)KAIUX CBEACHHUS 00
n30upaTensix, ydyacTHUKax pedepeHayMma, OO0 pas3rialieHusi cojaepiKalieics B
HUX WHGOpMAlMK CTaBUTCS B W3BECTHOCTh MpEJCEeNaTelb TEPPUTOPHATHLHON
KOMUCCHHM WM JIMIO, ero 3amemiaromee. I[Ipencegarens wiM JUIO, €ro
3aMeliaroiiee, Ha3HauaeT KOMHUCCUIO JJIsS paccieloBaHUsl 0OCTOSITENIbCTB yTpaThl
WIA pa3riamieHus. Pe3ynbTaTel TPOBEPKU JIOKIAABIBAIOTCA TPEICEAATEIIO
TEPPUTOPUATBHON KOMUCCHH WJIH JIUILY, €T0 3aMeUIaloIIeMy.

7. IloaroroBka, ogopmiieHue, BIYCK, Y4eT JOKYMEHTOB, pacCMaTpHBaeMbIX

HA 3aCeIaHUAAX TEPPUTOPHUATBHOI KOMUCCUN

7.1. ®opmupoBanue NMPoeKTa NMOBECTKHU AHS 3acelaHusA
TEPPUTOPHAIBHON KOMUCCHH.
7.1.1. TIpoeKT NOBECTKH [JHS 3acelaHus TEPPUTOPUATBLHON KOMHCCUU

dbopmupyeTcss mpenacenareyieM (CeKpeTapeM) TEepPUTOPUAIHLHONM KOMHUCCUU B
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CPOKH, YCTAaHOBJIEHHBIE PErJIAMEHTOM TEPPUTOPHUAIIBHON KOMHCCHH, HA OCHOBAaHUU
IUIAaHOB  pabOThl M pEUICHUH TEepPUTOPUATBHON KOMHUCCUH, MOPY4YEHUU
npeacenaTenss TEPPUTOPUATIBHON KOMUCCHH, MMOCTYNUBIINX JOKYMEHTOB U, MOCIIE
COrJIaCOBaHUS C MPEICENATENEM TEPPUTOPUATBHON KOMHUCCHH, IOJIUCHIBAETCS
CEKpETapeM TEPPUTOPUATIBHON KOMHUCCHHU.

7.1.2. UneHsl TeppUTOPHAILHON KOMHCCHM BIpPaBE MPEJIOKUTh BHECTHU B
IIPOEKT MOBECTKHU JIHS 3acelaHusl BOMPOCHL, B TOM YHUCIE, HE MPEAYCMOTPEHHbBIE
iaHaMu paboThl M PEUICHUSIMU TEPPUTOPUATLHON KOMHMCCHUM, TPU YCIOBUHU
HaJIM4YUsl MOATOTOBJIEHHBIX IO 3TOMY BOIIPOCY JOKYMEHTOB.

JlaHHBIE BONPOCHI BKJIIOYAKOTCA B IIPOEKT ITOBECTKH JHS 3aCEIaHHUS
TEPPUTOPHATIBHOW KOMHCCHHM TIPU IUCBMEHHOM oOpamieHnu (B TOM YHCIIE
HAMPABJICHHOTO TIO0 CPEICTBAM AJICKTPOHHOW IOYTHI) WICHA TEPPUTOPUATEHON
KOMHCCHH I10 MHUIMATUBE KOTOPOTO BOIPOC BBIHOCHUTCA HA 3acelaHHe, HA UM
npeacenarenas TePPUTOPUATIBHON KOMHCCHHM, B KOTOPOM YKa3bIBa€TCS Ha3BaHUE
BOIIPOCA, JOKJIAJUMK M Jara IepeAadd IOATrOTOBICHHOTO NPOEKTAa PEUICHUS B
COOTBETCTBUM C IYHKTOM 7.2 WHCTpyKIMHM W MarepuaioB K HEMY CEKpETapro
TEPPUTOPUAITBHON KOMUCCHH.

7.1.3. CornacoBanHbIil C mMpeacenaTesieM TEePPUTOPUATBHOW KOMHUCCHH U
MOJANHUCAHHBIA CEKPETApEM TEPPUTOPUAIBHON KOMHUCCHUM MPOEKT MOBECTKU JHS
3ace/laHds TEPPUTOPUATBHON KOMHUCCHUU THUPAKUPYETCS ISl PACCBUIKUA YJIE€HAM
TEPPUTOPUAIIBHON KOMHUCCHH.

[IpoekT moBecTKU AHS 3acelaHusi U30UpaTEIbHON KOMUCCUM pa3MellaeTcs
Ha oduIMasbHOM caiiTe u30MpaTenTbHONM KOMHCCHMM B HWH(OpMaAIMOHHO-
TEJIEKOMMYHUKAIIMOHHOMN ceTu VIHTepHeT.

7.2. IllonroToBKa JOKYMEHTOB 10 BONPOCAM, BKJIIYEHHBbIM B NPOEKT
MOBECTKH JHA 3aCeIaHUsI TEPPUTOPHAIBHON KOMHMCCHH.

7.2.1. JIOKyMEHTBI 1O BOIpPOCaM, BKJIIOYEHHBIM B MPOEKT IMOBECTKH JHS
3ace/laHds TEPPUTOPUAIBHOM KOMHUCCHH, TOTOBATCS WIEHAMH TEPPUTOPHATBHOU

KOMHUCCHHU, 3a KOTOpPBIMH 3aKpPCILICHBI COOTBCTCTBYIOIIIUC HaIlpaBJICHUA
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JESITEIbHOCTH, C IPUBIICYCHUEM, B CITyyae HEOOXOAMMOCTH, paOOTHUKOB armnapara
TEPPUTOPUATBHON KOMUCCHH U APYTUX CIIELIUATIUCTOB.

7.2.2. TlpeacraBisieMble K PAaCCMOTPEHUIO JTOKYMEHTBI JIOJDKHBI BKIIOYATh
O3arJIaBJICHHbI MPOEKT PELICHHsS C MNPUOOIIEHHBIMA K HEMY MOIJUHHUKAMU
JOKYMEHTOB, TOCIYXHUBIIMX OCHOBAaHMEM I PAcCMOTPEHMsI BOIIpoca Ha
3aceJaHUH TEPPUTOPHAIBHON KOMHUCCHH, JIMOO TPOEKT MUChMA, MOAJEKAIIErO
COTJIACOBAHUIO HA 3aCETaHUU TEPPUTOPUATBHON KOMHUCCHH, TPU HEOOXOAUMOCTH —
HOSICHUTEIBHYIO 3alMCKY [0 pacCMaTpUBaEMOMY BOIIPOCY.

7.2.3. TIpoexThl TOKyMEHTOB (BKJIIOUasi MPUIIOKEHHUS ), TPEICTABIISIEMbIC IS
pacCMOTPEHMsI Ha 3acCEJaHUM TEPPUTOPUAIBHOM KOMHMCCHM, BH3UPYIOTCS
UCIIOJIHUTENIEM, W YIEHOM TEPPUTOPHUAIBHOW KOMHCCHUH, OTBETCTBEHHBIMH 32
MOJATOTOBKY TOKYMEHTA.

[IpoekTbl JTOKyMEHTOB (BKJIOYas MPUIOKEHHS), COJAEprKaIlMe BOMPOCHI
(¢uHaHCUpOBaHUSI BBIOOPOB, OOECHEUYEHHS JEATEIBHOCTH TEPPUTOPHUATIBHON
KOMHUCCHH, OOY4YEHMsI OpPraHuM3aTOpOB BbIOOPOB M YYAaCTHMKOB H30MPATEIbHOIO
nporecca, B 00s3aTeIbHOM TOPSAKE BHU3UPYIOTCS TIJIAaBHBIM OyXrajiTepom
TEPPUTOPUAITBHON KOMUCCHH.

Busbel mpocTaBisitoTcs B KOHIIE TEKCTa IMPOEKTa pelleHus Jubo Ha
OOOpOTHOM CTOpPOHE TMOCJETHEro JIMCTa TPOEKTa JOKyMEeHTa (BKJIIOYas
NPUJIOKCHUS) TI0 yCTaHOBIEHHON ¢opme (mpunoxenue Ne 6). Kaxmprit muct
NPWIOKEHUS BU3UPYETCS UCIIONHUTENIEM. Br3a nmpocTaBiiieTcsi B IpaBOM HUKHEM
yTJIy Ha CBOOOHOM T10JI€ CTPAHMUIIBI TTOCTIE TEKCTa JIMOO HA 0OOPOTHOM CTOPOHE.

7.2.4. TIpoexThl TOKyMEHTOB JIJIsl BU3UPOBAHUS JOJHKHBI MPEICTABIATHCS B
CPOKH, YCTAHOBJICHHBIE PETJIAMEHTOM TEPPUTOPHUATIEHON KOMUCCHUMU.

7.2.5. UcnonauTenb oOecrneunBaeT KOMIUIEKTHOCTh BCEX JIOKYMEHTOB,
0003HAUYEHHBIX KaK B IPOEKTE PEIICHHUS, TaK U B MPUIOKEHHUIX K HEMY.

7.2.6. Ilocne mpocMOTpa, a B HEOOXOAUMBIX CITydasiX — BHECEHUS MOIPABOK,
CeKpeTapb TEPPUTOPUATLHON KOMUCCUU Ha MOJTOTOBIEHHBIX U O(OPMIIEHHBIX IS
pacCMOTpPEHHsI Ha 3acelaHMM MPOEKTax JAOKYMEHTOB JenaeT oTMeTrky «Ha

3aCCIaHUC», CTABUT IIOAINCH U 1aTy W IICPCAacT BECb KOMIUICKT JOKYMCHTOB
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OTBETCTBEHHOMY 3a BEJCHHE JCIIONPOU3BOJICTBA (32 MOATOTOBKY 3acelaHusl) s
TUPAKUPOBAHUS.

7.2.7. Ilpoexthl pemenuit Komuccuu u apyrue HEOOXOJMMBIE MaTepHAIbI
MIPEIOCTABIIAIOTCS WieHaM Komuccuu He mo3aHee, 4eM B JeHb, TPEANIeCTBYIOMNN
THIO 3acenanus Komuccuu, a B HCKIIIOUUTENIBHBIX CIIy4asiX — He MOo3/Hee 4eM 3a |
yac 0 Havasa 3acenanusa Komuccenn.

7.2.8. OTBeTCTBEHHBI 32 BEICHHE JICIOMPOU3BOJCTBA  (IIOATOTOBKY
3ace/laHrs) KOMIUIEKTYeT Manku ¢ JTOKYMEHTaMH, MOAJIekKAIIUMH PacCMOTPEHHUIO,
B COOTBETCTBHM C TIPOEKTOM TIOBECTKHM JHS 3acCeaHus TEePPUTOPHATHHOU
KOMHUCCUM U pa3aeT HUX WICHaM TEPPUTOPUATILHON KOMHUCCHUH, B CPOK,
YCTaHOBJICHHBIN PETJIAMEHTOM TEPPUTOPUATILHON KOMUCCHUH.

Ecnmm d4nen TeppuTOpHATIbHOW KOMHCCHM HAXOAWTCS B OTITYCKeE,
KOMaHJIUPOBKE UM OTCYTCTBYET 110 00JIe3HH, MpeTHa3HAYCHHAS! JJIs1 HETO IarKa ¢
JOKyMEHTaMH OCTAaeTCs J0 €ro BO3BpAIICHUS y OTBETCTBEHHOTO 3a BEIICHUC
JIEIONPOU3BOICTBA (32 TOATOTOBKY 3aceAaHusl).

UnieHaM TEpPUTOPUATHHOM KOMHUCCHU C TIPABOM COBENIATEILHOTO Tojioca U
JUIaM, TPUTJIAIEHHBIM Ha  3aceJaHue, COOTBETCTBYIOIIUE  MaTepHabl
NepeIatoTCs TIepe]l Ha4aIoM 3ace/laHus.

7.2.9.Tlepen  HawamoMm  3acefJaHWsi  OTBETCTBEHHBI 32  BEJCHHE
JIETIOTIPOM3BOICTBA (3a MOATOTOBKY 3aceIaHus) PETUCTPUPYET MPUTIIAMIEHHBIX Ha
3acelaHde  JIMI,  CIOUCOK  KOTOPBIX  TMPEJACTaBISETCS  MpelceaaTeltto
TEPPUTOPUATBHON KOMHUCCHHU.

7.2.10. Ha 3acemanuu TeppUTOPUATHHOM KOMHUCCHUHU BEIETCS MPOTOKON W
MOKET MPOU3BOJIUTHCA ayAHO3amuch (BUIEO3amuch). B cimydae mpouw3BOICTBa
ayJIno- WK (BUEO) 3aITUCH WICHBI TEPPUTOPHUATHLHON KOMUCCHH M TIPUTJIAIIICHHBIS

YBEJOMIISTFOTCSI 00 9TOM JI0 OOBSIBIICHUS TTIOBECTKH JTHS 3aCEIaHMUS.

7.3. Boinyck JOKYMEHTOB, PacCMOTPEHHBIX Ha 3acelaHuM

TEPPUTOPHUATBHOM KOMHUCCHH.
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7.3.1. JIokyMeHTbI, pacCMOTPEHHBbIE Ha 3aceJaHUd TEPPUTOPHAIBHOM
KOMHUCCUHU, B Cllyyae, €Clid B XOJI€ 3acellaHWs BHOCWIMCH M3MEHEHUS, JOJIKHBI
OBITH JJOPaOOTaHbI, a 3aTEM MOJANKUCAHBI, 3aPETUCTPUPOBAHBI U PA3OCIIAHBI.

7.3.2. Cpok 1opabOTKH TOKYMEHTOB HE JOJDKEH IMPEBBIIATH TPEX pabouux
JHEW T1ocje JHS 3acelaHus, €ClIM HHOM CpOK He ormpezelieH (denepaibHbIM
3aKOHOM M (WJn) 3aKOHOM cyOwekra Poccuiickoit denepanuu, periaMeHTOM
TEPPUTOPHAIBHON KOMHCCHH WJIM HE OTOBOPEH HA 3aCE/IaHUU.

7.3.3.Ilpu nopaboTKe JOKyMEHTa HWCIOJHUTEIb BHOCUT B TEKCT
COrjacoBaHHbIE B XOJ€ 3acelaHus M3MEHEeHHs. B  cioydae mnpuHATHA
TEPPUTOPUAIBHON KOMHUCCHEH pelieHuss O HeOoOXOJUMOCTH KOHTPOJIS 3a
BBIMIOJTHEHUEM PELICHHs] €ro TEKCT [JOMOJHSETCS IYHKTOM, B KOTOPOM
HA3HAYalOTCs JIUIA, OTBETCTBEHHBIE 32 MCIIOJHEHUE, U B CIIy4ae HEOOXOAMMOCTU
OIPENENSIETCS CPOK UCIIOTHEHMUS.

[Ipn HEOOXOOUMOCTH, B CIIy4a€ BHECEHHUS B JIOKYMEHT COIJIaCOBAaHHBIX Ha
3aceJaHMM M3MEHEHUH, OH BU3HUPYETCS Yy WICHOB TEPPUTOPUAIBHOM KOMHCCHH,
BHECIIMX Ha 3aC€IaHUU COOTBETCTBYIOIINE TPEITOKECHHUSL.

Busbl mnpocTaBistoTcs Ha OOOpPOTHOM CTOpPOHE TOCIEOHEro JIMCTa
JOKyMeHTa (pelieHus, TPWIOKEHHs) MO YCTaHOBJICHHOW (opMe (MpUIIoKEeHUE
Ne 6).

7.3.4. icmonHUTENh CHAEAUT 32 KOMIUIEKTHOCTHIO TIPUIAraeMbIX K PEIICHUIO
JOKYMEHTOB M paclojiaraeT UX B TOH IOCIEIOBAaTENbHOCTH, B KOTOPOW OHHU
YIIOMUHAIOTCS B TEKCTE.

7.3.5. Ecntu Bompochl, cojaepiKaliecss B PEIICHHH TEePPUTOPHATHHOU
KOMHUCCHH, KacaroTCsl JEATEIbHOCTH OJHOM MM HECKOJbKHX CTOPOHHHUX
OpraHu3alui, K JOKYMEHTY TMpujaraercsi JHCT COIJacoBaHUs, B KOTOPOM
YKa3bIBA€TCS HAMMEHOBAaHWE OPraHU3alMM, AODKHOCTh, WHUIMANBI M (paMHiIus
JOJDKHOCTHOTO JIMIA, C KOTOPBIM ATOT JOKYMEHT COIJIACOBAaH, M CTaBUTCSA €r0
JMYHAs TIOJIMHUCH.

CornacoBanue MoeT OGOPMIISATECS Ha TOCIEAHEM JIMCTE pPELICHHUS

TEPPUTOPUAIIBHOM KOMHUCCHUMU.
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7.3.6. K odopmneHHOMYy [1s1 MOAMMCAHUS PEIICHUIO TEPPUTOPHAIBHOM
KOMUCCUM MWCHOJHUTENb TNpUJIaraeT oOT4eT O pPa3MELICHUU pelIeHusT Ha
opuIManbHOM  CcaliTe  TEPPUTOPUATILHOM  KOMHUCCMM M PACChUIKE IO
COOTBETCTBYIOIIUM ajipecaTaM, KOTOPHIM HaIlpaBIISIeTCA pelIeHrne U30upaTeabHON
komuccuu (nayiee — Otuet) (mpusoskenue Ne 7).

B Ortuyer BKiIIOUaroTCS JOMKHOCTHBIC JIUIA (OpraHU3AIK), KOTOpbIe OYIyT
3aJIeliCTBOBaHbl B peaju3allid MNPHUHATOTO JOKYMEHTAa WU JOJKHBI OBITh
MPOUH(POPMHUPOBAHBI O €0 COJECPKAHUHM U KOTOPBIM 3TOT TIOKYMEHT JIOJKEH OBITh
pa3ocinas.

OT4eTr NOANMCHIBAETCS HCHOJHUTEIEM W YTBEPKIACTCS IpeceaaresieM
TEPPUTOPUAIBHON KOMHUCCHH.

7.3.7. ObopMIICHHBINT KOMIUIEKT JOKYMEHTOB (pelIeHue, 0003HAUCHHBIC B
€ro TEeKCTe NpwIokeHus, OT4eT) UCIOJHUTENb NEPENAECT OTBETCTBEHHOMY 3a
BEJICHUE JEJIONPOU3BOACTBA (32 TOArOTOBKY 3acedaHusi) M MPOBEPKHU
IPAaBUWIBHOCTH O(OPMIIEHHUSI TOKYMEHTOB M MOCIEAYIOLIEr0 UX MPEACTAaBICHUS Ha
NOJIHKCH MPEACEAATENO U CEKPETAPIO TEPPUTOPUATBHON KOMUCCHH.

7.3.8. Pemenne  moamuchIBaeTCA ~— TpeaceqaTeleM = M CeKpeTapeM
TEPPUTOPUAIIBHON KOMHUCCHH.

Ecnu Ha 3acemaHuu TeppUTOPUANBHOW KOMHCCHHM MpPEICENaTeNbCTBOBAI
3aMECTUTENIb ~ MpeAcenaresis  TEPPUTOPUANIBHOW  KOMHMCCHM,  CEKpeTapb
TeppuropraibHOM KOMUCCUU WIM OJUH U3 YIECHOB TEPPUTOPUAIIBHON KOMUCCHUU C
IpaBOM pEILIAIOIIEr0 ToJioca, a TaKXe €clIM IOJHOMOYHUS  CeKperaps
TEPPUTOPUAIIBHOM KOMMCCHM OCYIIECTBISUI OAWMH M3 WIEHOB TEPPUTOPHAIBHON
KOMHCCHH € TIPABOM PELIAIOLIETO T0J0Ca, TO MOANKMCH B MMPOTOKOJIE, HA PEIICHUH
0(OPMIISIFOTCSI CJIETYIOIINM 00pa3oM:

«3aMecTUTENb Tpeacenareiass TEPPUTOPHATIBHOM KOMHCCHM» — B Cllydae
BPEMEHHOT'O OTCYTCTBHUSI MpECEAATeNs TEPPUTOPUATBHON KOMHUCCHH;

«HcnonHsaommii  00s13aHHOCTH TpeJIceIaTeNs] TEPPUTOPHATIBHON KOMUCCUI —

npu Hammuuu perneHus Cankt-IlerepOyprckoit u30MpaTeTbHON KOMUCCUU O
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BO3JIO)KEHHMM HAa OJHOTO W3 YJIEHOB TEPPUTOPUAIBHON KOMHUCCHUU C IPaBOM
pelaronero rojoca MOJIHOMOYUH MpeceaaTeNsi TepPUTOPUATILHON KOMUCCHUY;

«IIpencenaTenbCTBYIONIMI Ha 3aceaHUU TEPPUTOPUATIBHON KOMHUCCHUUY» - B
cllydya€ BpPEMEHHOIO OTCYTCTBUS THpelIceaTeNs, 3aMECTHTENsd NpelcenaTess
TEPPUTOPUAIBHOM KOMHUCCUHU, OTCyTcTBUsl pemienus Cankt-IletepOyprekoit
n30upaTeabHOW KOMUCCHU O BO3JIOKEHUU Ha OJIHOTO U3 YICHOB TEPPUTOPUATHLHON
KOMHUCCHM C TPaBOM pEIIAIOLIEro rojioca IMOJHOMOYMI — IpeacenaTens
TEPPUTOPUAIIBHOM KOMHUCCHMM W TP HAJIWYUU PEIICHUS TEePPUTOPHATBHOU
M30UpaTEIbHOM KOMUCCUH;

«Mcnonusomuii 005S3aHHOCTH CEKpeTapsi TEPPUTOPUATIEHON KOMHUCCHI) —
B Clly4a€ HaJIMYUs PEUICHUS TEPPUTOPHAIBHOM KOMHCCHUU O BO3JIOKEHHHM Ha
OJIHOTO W3 YJIEHOB TEPPUTOPHAIIBHOM KOMHUCCHUHU C MPAaBOM PELIAIOLIErO rojioca
MOJTHOMOYHUN CEKpeTapsi TEPPUTOPUATIBHON KOMUCCHH.

«Cekperapp 3aceaHusi TEPPUTOPHUAIBHOW KOMHUCCHU» — B Clydae
BPEMEHHOTO OTCYTCTBHUSI CEKpeTapsi M30MpaTeIbHONM KOMHCCHUM U TPH HAJTUYUH
perieHus: n30upaTeibHON KOMUCCHUHU.

7.3.9. Tlocne moamucaHusl PEIICHUS PETUCTPUPYIOTCS TMpejacenareieM
(OTBETCTBEHHBIM 3a BEJCHUE JIEJONPOU3BOJICTBA) TEPPUTOPUATILHOU KOMHUCCHUH C
UCIIOJIb30BaHUEM peructpaiuoHHod ¢opmbl. Ha nokymentax wu  Otuere
MPOCTABIIAETCS PETUCTPALIMOHHBIN HOMED.

7.3.10. Pemenuss HyMepyrOTCS B XpOHOJIOTMYECKOW TOCIIEIOBATEIHLHOCTH
B Mpelesiax CpoKa MOJHOMOYMK TEPPUTOpPUAIbHOM Komuccuu. Homep pemenus
COCTOMT M3 HOMEpPA MPOTOKOJA U MOPSIKOBOrO HOMEpa pELIEHUs, Pa3iesIeHHbIX
neducom, Hanpumep: 1-5.

7.3.11. YkazaHHbI€ BBIIIEC PEKBU3UTHI BHOCSATCS B PETUCTPALIMOHHYIO (hOpMY.

7.3.12. Pa3zperieHne Ha THPaXUPOBAHUE JOKYMEHTOB B HEOOXOIUMOM
KOJIMYECTBE [JIAET TPEACENATENIb TEPPUTOPUATIBHON KOMHUCCUU. JIOKYMEHTHI
TUPAXUPYIOTCSA OTBETCTBEHHBIM 3a BEACHHUE AEJIONPOU3BOJACTBA (32 MOArOTOBKY
3acefaHusi) B COOTBETCTBUM ¢ OT4yeTOM, HA KaXJAOW KOMUHU JOKYMEHTa

IMPOCTaBJISICTCA [IcyarTh, YAOCTOBEpAIOIIas Ioanucu npeaceaareis
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TEPPUTOPUAITBPHOM KOMHUCCHHM W CEKpeTaps TeppUTOpHaIbHOM Komwuccuu (0e3
BOCITPOU3BEICHUS TTOAMHCEN ).

7.3.13. Koniust  pemieHus TEPPUTOPHAIBHOM KOMHCCHM  HaIlpaBIIACTCS
TpOXIAaHUHY B CIlydae, €CIH €ro OOpaleHHe B TEPPUTOPUATBLHYIO KOMHCCHIO
MOCIYKWJIO OCHOBAaHMEM JUII  PAacCMOTPEHHs  BONpoca Ha  3acelaHuu
TEPPUTOPUAITBHON KOMUCCHH.

7.4. OdopMiieHNe POTOKOJIA 3acelaHNs TEPPUTOPHAIHLHON KOMUCCHH.

7.4.1. TIpoTokona 3acelaHusl TEPPUTOPHUATILHON KOMHCCUU O(GOpMIISICTCS Ha
OJIaHKE B CPOK, YCTAHOBJICHHBIN PErJIAMEHTOM TEPPUTOPUATILHON KOMUCCHUHU.

7.4.2. TIpoTtokon 3acenanus MOXKET OQOpPMIIATHCS B MOJHOM WJIM KpaTKOH
dbopwme.

7.4.3. TexcT MpOTOKOJIA 3aCeTaHMs TEPPUTOPUATTEHON KOMUCCHHA COCTOUT U3
JIByX 4aCT€H — BBOJHOW U OCHOBHOM.

7.4.4. B BBOJHOI YacTU MPOTOKOJIA YKA3bIBAIOTCS (paMUIIMS U WHUIHAAIIBI
npeacenareabCTBytonero  (mpeacenareiab — TEPPUTOPUATIBHONM  KOMHUCCHUH,
3aMECTUTENIb  TpeAcCeNaresis  TePPUTOPHAIBHOW  KOMHCCHH,  CEKpeTapb
TEPPUTOPHATBHON KOMHCCHH) M TPUCYTCTBYIOIIMX Ha 3aCCIaHWUU: 3aMECTHUTEIIS
npeacenarenss TEPPUTOPUATIBHONM  KOMHUCCHH, CEKpeTaps TeppUTOPHATBHOU
KOMHUCCHUM W UJICHOB TEPPUTOPHUALHON KOMHUCCHH, B TOM YHCIIE C IPAaBOM
COBEIIATEILHOTO TOJ0Ca W JIWII, TPUTJIAICHHBIX Ha 3aceflaHue, B al(aBUTHOM
MOPSIZIKE.

Homyckaetrcst ohopMIICHHE TPHUCYTCTBYIOIIUX OTACIBHBIM CIIHMCKOM C
yKa3aHUEM WHUIUATIOB, GaMuinuii W 1goipkHocTed. CHHCOK mpuiaraercs K

IMPOTOKOJY 3aCCIaHusl.

Hanpumep:

ITpencenarenscTBOBAI: [Ipencenatens TeppuTOpHAIBLHON N30UpaTEIbHON
komuccuu Ne 16 @.1.0.

ITpucyrcrBOBaNM:

3aMmecTuTeNb NpeAceaTels ®.1.0.

TEPPUTOPUATEHON H30UpaTEeTbHON
komuccuu Ne 16
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Unens! TeppuTopHaibHoil m3duparensuoit  O.M.0.
komuccuu Ne 16

Usnensl TeppuToprasibHol n3buparenpHorn ~ ®.M.O.
xomuccuu Ne 16 ¢ nmpaBom
COBEILIATEJILHOTO TOJI0ca

[Ipurnamenubie ®.1N.0.

7.4.5. TloBecTka AHS BKJIIOYAeTCs B BBOJHYIO 4YacTh MpoTokojia. OHa
COCTOUT M3 IEPEUYUCIICHHS] BOIPOCOB, KOTOphIE OOCYXAAIOTCA HA 3aCelNaHUU, U
3aKpeIIIeT MOCJIEN0BATEILHOCTh MX OOCYXKJIeHUs U (pamMmiuu JOKJIaA4YUKOB
(BBICTYTAIOIIIUX ).

Kaxxnip1il Bompoc MOBECTKU JHS 3acelaHus HymepyeTcs: apadbckoil mudpoid,
ero HaumMmeHoBaHue Gopmyaupyor ¢ npemiora «O» umm «O6». [lo kaxmomy
NYHKTY YKa3bIBaeTcAd MOKIAAYMK M (opma MpeAcTaBiIeHUs Bompoca (JOKIal,
OT4eT, CO00IIeHUE, HH(OpMALIUS).

7.4.6. OcHOBHAsI 4acTh MPOTOKOJIA COJEPKUT CTOJIBKO Pa3/IeNoB, CKOJbKO
MYHKTOB BKJIFOYEHO B MTOBECTKY AHS. B COOTBETCTBUU C HEW pa3ziesbl HyMEpYIOTCS.

Kaxnapii  pazmen  coCTOMT W3 TpPEX  4acTew: «CJIIYHIAJIN»,
«BBICTYIIWINY», «TepputopuanbHas uzOupatenbHas komuccus No
pelmiia», KOTOpble MeYaTatoTCsl OT TPAHUIIBI JIEBOTO MOJIS.

B uwactu «CJIYIIAJIM» KpaTko wW37araercss TEKCT BBICTYIUICHUS
nokiaaurKa. Maummans! u GamMuivsg T0KIaguuKa NeyaTatoTcsl ¢ KpaCHOM CTPOKH B
pOIUTENHLHOM MajeXke. 3aluch JOKJIaJa M3Jaraercs OT TPEThero Jinia
SAMHCTBEHHOTO YHCIIa U OTIEISAETCS OT (pamMminu Tupe.

Ecnu TekcT noknama mpuiiaraeTcsi K MpOTOKOJY, TO MCIOJB3YETCSl CChLIKA
«Texcr nokiana mpuiaraeTcs.

B wactn «BBICTVYIIMJIN» nepeyucnstorcss BBICTYNAIOIIAE W aBTOPBI
BONPOCOB. MHMIManb! 1 (paMuiusi BHICTYIAIOIIETO NEYaTatOTCsl ¢ KPACHOM CTPOKHU

B HMCHHUTCIIBHOM IIaACKC. KpaTKa;{ 3aIlIMChb BBICTYIUICHHA 110 CYIICCTBY
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paccMaTpUBaEMOro BONpoca (MO PELICHUIO MPEICENATENbCTBYIOIIET0) U3IaraeTcs
OT TPETHETO JIMIA €AUHCTBEHHOI'O YUCIIA.

Ecnu TeKCT BBICTYIUIEHMsI NpUiIaraercsa K IIPOTOKOIY, TO HCIOJIB3YETCs
cchlTKa « TeKCT BBICTYIICHUSI IPUIIATAETCS.

B yactu «TeppuropuansHas uzbuparenbHass komuccus Ne  pemmmna:»
OTpaXKaeTcsl NPHUHATOE pEHIeHHE MO O00CYX’AAEMOMY BOIIPOCY W PE3YJIbTATHI
rOJIOCOBAHUS.

CopepxaHue 0coOOr0 MHEHHS, BBICKA3aHHOIO BO BpeMs OOCYKIECHHUS,
3aMKMCBIBAETCSI B TEKCTE MNPOTOKOJA MOCIE COOTBETCTBYIOLIErO PEUICHUS WU
oopmiiieTcss Ha OTHECIBHOM JIMCTE M IOMEILAETCS IOCJIE COOTBETCTBYIOLIETO
peuieHusl.

7.4.7. IIpoTokon 3aceqaHusi TEPPUTOPHUAIBHOW KOMHMCCHM TOJIUCHIBAETCS
npencenareneM TeppuTOpUanbHOM KOMHUCCUM (WM NPEACENATENIbCTBYIOMINM) U
cekperapeM TeppuUTopuanibHON KOMUCCHUM (WICHOM TEPPUTOPUATBLHON KOMUCCHUH,
UCIHOJHSBUIMM OOSI3aHHOCTU CEKpeTapsi TEPpPUTOPUATIBHOW KOMHUCCHM, WIH
CEKpEeTapeM 3ace/laHusl TEPPUTOPHAIBHON KOMHCCUN).

7.4.8. IlpoTokonpl  3acemaHuii  HYMEpPYIOTCS B XPOHOJIOTHUYECKOM
IIOCJIENOBATEIBHOCTH B IPEAEIax CpPOKa IOJHOMOYMI  TE€pPUTOPHATIBHON
KOMUCCHUHU.

7.4.9. TIpoTokobl 3aceaHuil TePPUTOPUATBHON KOMHCCHH, TIPHOOIICHHBIC
K HUM pEUIEHUs BMECTE C MaTepuajamu, MOCIYXUBIIMMH OCHOBAaHHEM I HMX
NPUHATHUS, OCOOBIMH MHEHHSIMU WJICHOB TEPPUTOPHUAIBHON KOMHUCCHH XPAHSTCS Y
npejaceaarens TEpPPUTOPUANIBHOM KOMHUCCHUHM, a 3areM, O(OpPMIICHHbIE B

COOTBETCTBHH C TpeOoBaHUSIMU VHCTPYKITNH, IEPEIAtOTCS B ApXUB.

8. OdopmiieHHe NPUKA30B NpeaceaaTe/s] TEPPUTOPUATBHOH KOMUCCHH

8.1. Ilpuka3z mpexacenarenss TEPPUTOPUATBHOM KOMHMCCHHM 10 OCHOBHOM
NEATeIbHOCTH W JIMYHOMY cocTaBy (manee-Ilpukas) odopmiisiercs Ha OnaHke

yCTaHOBIICHHOM (hopmbl (mpritokeHue Ne 3.3).
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8.2. Texct Ilpukaza cOCTOMT, Kak MpaBUJIO, U3 KOHCTATUPYIOIIEH H
pacnopsiIMTEeNTLHOM YacTel U JOJKEH UMETh 3ar0JIOBOK.

8.3. B KoHcratupymomei 4YactTu  M3naralTcs  UeIM M 3aJa4d
MPENKUCHIBAEMBIX JIeWCTBUM. Ecnu ocHOoBaHweM Kk wm3nanuto llpukasza sBisieTcs
HOPMATHUBHBIM TPABOBOW aKT WM PACHOPAIUTEIbHBIM JOKYMEHT, TO B
KOHCTaTUPYIOIIEH YaCTH YKa3bIBAIOTCS €r0 Ha3BaHUE, J1aTa, HOMEp, 3aroJIOBOK.

84.B pacropsauTEIbHON 4acTu coaepKarcs [IEPEUNCIICHUE
NPEANKUCHIBAEMBIX  JI€UCTBUM, cpoku W wucnonnurenu. I[lyukrter [Ipukasza
HYMEPYIOTCS apaOCKUMU LIUPPAMHU C TOYKON 1 HE UMEIOT 3ar0JIOBKOB.

8.5. Ecnu Tlpuka3z u3MeHsieT, OTMEHSET WM JIOTIONHSET paHee W3JaHHBIM
[Ipuka3 win ero oTAeIbHbIE IYHKTHI, TO 3TO OroBapuBaercs B Tekcte Ilpukasa.

8.6. B mocienneM myHKTe pacHOpSAUTENHHON YacTH, MIPH HEOOXOIUMOCTH,
YKa3bIBACTCS JOJDKHOCTHOE JIULIO, Ha KOTOpO€e BO3JIaraeTcs
KOHTPOJIb 32 ucnoiaHeHnueMm Ipukasa.

8.7.1lpu wHamuuum npunoxenuid Kk Ilpukazy B Tekcre Ha HHUX
00s13aTENIBHO JIETAeTCsI CChLIKA.

8.8. Ecnim B Ilpukaze comepkarcs BOMpOCH (UHAHCHPOBAHHUS BBIOOPOB,
o0ecrieyeHuss JeATENbHOCTH TeppUTOpHaTbHOM KOMHCCHM, DJKCIUTyaTallud |
pa3BUTHS CPEACTB aBTOMATH3AllMM, OOYYEHHs] OpPraHU3aTOpPOB BHIOOPOB U
YYaCTHUKOB UW30MpaTEeNbHOrO TMpolecca, TO OH BHU3UPYETCA Yy TJABHOTO
Oyxranrepa.

Busbl mpocTaBisitoTcst Ha 000pOTHOM cTOpoHE nocieaHero jgucra [Ipukasa,
NPUJIOKEHUS K HEMY TI0 yCTaHOBJICHHO# (opme (mpunoskerue Ne 6).

8.9. Ilocne monmucanus Ilpukassl PEruCTpUPYIOTCS TpelceaaTeIeM
(OTBETCTBEHHBIM 3a BEJICHUE ACIIONPOU3BOACTBA) TEPPUTOPUAIBHOU KOMHUCCHH C
UCIIOJIb30BaHUEM PETUCTPALMOHHON (PopMbl (KypHaNI) U (POPMHUPYIOTCS B Jiea B
COOTBETCTBHUM C HOMEHKJIATypOH [eJ TEePPUTOPHUAIIBHOM KOMHCCHUU BMECTE C
JIOKyMEHTaMU, TOCITYKUBIIMMHU OCHOBaHUEM 15 u3aanus [Ipukasa.

8.10. [IpukazaM TpHCBAaUBAIOTCS PETUCTPAIMOHHBIE HOMEpPA B TIpejeiax

KaJICHAApHOTO IroJa.
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8.11. Konnu [Ipuka3oB 3aBepstoTcs Mevyarbio.

8.12. Ilpuka3pl BMeCTE C JOKYMEHTaMH, MOCIYKUBIIUMU OCHOBaHHEM IS
UX W3JaHMA, XpaHATCA y Inpenaceaarens (OTBETCTBEHHOIO 32 BEJCHUE
JIeNIONIPON3BOACTBA), a 3aTreM, O(OpPMIIEHHbIE B COOTBETCTBUM C HACTOALICH

NucTpyKumen, nepeaarTcs B apXuB.

9. KoHTpOJIb HCIOJIHEHUS JOKYMEHTOB U NMOPYYeHu i

9.1. KoHTpOIIO MCTIOTHEHUS TTOJICKAT:

NOPYYEHUSI, COJIEpKaIMECs B IOCTAHOBJIEHUAX U Apyrux nokyMentax [{UK
Poccun, Cankrt-IletepOyprckoit u30upaTenbHOM KOMHUCCHHM, B  PEHICHUAX
TEPPUTOPUAIBHON KOMUCCHH;

- nopy4deHus, coaepxkamuecs B [Ipukaszax mpencenarens TEPPUTOPUATBLHON
KOMUCCHU;

- MUCbMEHHBIE IOPYYEHUS TIPEACEAATENS TEPPUTOPUATIBHON KOMUCCHH;

- BXOJSIIME JOKYMEHTHI, B TOM YHCJI€ MUChbMEHHbIC OOpallleHUs] rpaxkaaH,
yKa3aHHbI€ B [lepeuHe nojnexanumx KOHTPOI JOKYMEHTOB C YKa3aHUEM CPOKOB
ucrnoysiHeHus (rpusnoxenue Ne 8), B COOTBETCTBUM C YKA3aHHUSIMU TI0 UCIIOJTHEHHUIO
JIOKYMEHTa MpeJiceaTelis TePPUTOPUATLHON KOMUCCHY;

- HCXOISIINE TOKYMEHTBI, TPEOYIOIe OTBETA;

- IOPYYCHHUSI, COJEpKaIIUecs B MPOTOKOJAX 3aCeIaHUil TepPUTOPUATBLHOMN
KOMUCCHU;

- IUTAaHBI MEPOITPUSITHH.

9.2. KoHTpoJIb UCIIONHEHUS JOKYMEHTOB, YKa3aHHBIX B mojapazzaene 9.1
Hactosmed WMHCTpykuuu (3a UCKIIOYEHUEM MCXOJAIIUX JOKYMEHTOB), IO
CYIIECTBY 3aTPOHYTBIX B HHUX BOIPOCOB OCYUIECTBIAECT MpeAceaaTelb
TEPPUTOPUAIIBHON KOMHUCCHMU.

9.3. KoHTpoih WCMONMHEHHUS HMCXOMSIIUX JOKYMEHTOB, B TOM YHCIE 3a
CBOECBPEMEHHOCTBIO  TIOJIYYEHHs] OTBETOB Ha 3alpoChl  TEPPUTOPUATILHOU
KOMMCCHUH, OCYIIECTBIISIIOT PaOOTHUKHU, OTBETCTBEHHBIE 3a IMOJTOTOBKY JIaHHBIX

JIOKYMEHTOB.
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9.4. Cpoku HCHONHEHUS TOPYUYEHUH, COAEPKAIIUXCSI B  PELICHUSIX
TEPPUTOPUAIIBHOM  KomuccuM, lIpukaszax nmpeacemarens TeppUTOPUATBHOU
KOMHCCHH, TUCBMEHHBIX MOPYYEHUH INpeAceaaresss TEPPUTOPUAIBHON KOMHUCCHU
ONPEAENSIOTCA 3TUMU JOKYMEHTAMH.

9.5. JIOKyMEHT HOJIEKUT UCIIOJIHEHHIO B TeueHue 30 KaJeHIapHbIX THEH COo
JHS €ro perucrpaluy, 3a HCKIIOYEHHEM CIy4aeB, MPEIyCMOTPEHHBIX
nojpaszienom 9.6 HacTosAIEro pasaena.

Ecnu nocneanuii 1eHb UCIIOJIHEHUSI JOKYMEHTA NMPUXOAUTCA HAa HEpabouuii
JI€Hb, TO OH MOJJIEKUT UCTIOTHEHUIO B MPEAIIECTBYIOMINMA eMy pabouuil 1€Hb.

JlokyMeHTBI ¢ noMeTKaMu «BecbMa cpouHo», «CpOYHO» HCHOJIHAKOTCS B
TPEXIHEBHBIN CPOK, JTOKYMEHTBI C IIOMETKON «OIepaTUBHO» — B JIECATHIHEBHBIN
CPOK CO JHS YKa3aHUs 110 UCIIOJHEHUIO.

Ecnu nmocnenHuil JeHb MCHOJHEHUS JOKYMEHTA, COJEp KAlllero IMOMETKY O
CPOYHOCTH HCIIOJHEHUS, NPUXOAMUTCS Ha HEpaOOuMil N€Hb, TO OH HOJJIEKHT
UCIIOJTHEHUIO B CJIEAYIOIIUI 32 HUM paOOuuil 1eHb.

9.6. Cpoku  HCHOJHEHHS  BXOJNAIIUMX JOKYMEHTOB  YCTAHOBJIEHBI B
npuinoxeHuu Ne 8.

OOpaiienus 1Mo BompocaM BBIOOPOB U pedepeHIyMOB, MOCTYIUBIIUE B
NepuoJl HM30MPATENbHON KaMIaHWUM, HUCIHOJIHAIOTCA B CPOKH, YCTAHOBJICHHBIE
®denepanabHbIM 3aKOHOM «O0 OCHOBHBIX rapaHTHUSX M30MpaTEIbHBIX MPaB U MpaBa
Ha yudactue B pedepeHayme rpaxkaan Poccuiickoit denepanumy.

9.7. OTBETCTBEHHOCTh 32 CBOCBPEMEHHOE U TIOJHOE€ BHECEHHE B
perucTpauuoHHyo Gopmy (KypHaia) CpPOKOB HCHOJHEHHS JOKYMEHTOB U
uHGOpMAIlMU O COCTOSIHUM MCIIOJIHEHUS JIOKYMEHTOB, KOHTpPOJIb CpPOKOB
UCIIOJIHEHMSI JIOKYMEHTOB BO3JIaraloTCd Ha OTBETCTBEHHOI'O 3a BEJCHUE
JEJONPOU3BOCTBA.

98.B rJIaHax MEpPOTIPUATHH, YTBEPKIE€HHBIX pELICHUSIMU
TEPPUTOPUATIBHOM KOMHUCCHUM, TIpUKa3aMu MpeacefaTesss TeppUTOpUaIbHOU
KOMHUCCHH, CPOKU HCIIOJIHEHUS! OTAEIbHBIX MYHKTOB MOTYT OBITH IOCTaBJIEHBI Ha

KOHTPOJIb.
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9.9.[Ipn HEOOXOIMMOCTH TPOJUICHUS CPOKA HCIOJHEHHUS JIOKyMEHTa
OTBETCTBEHHBIN 3a UCIOJHEHNE HE TO3JHEE YeM 3a TPU JHS JO0 MCTEUEHUS CpOKa
UCIIOJIHEHUS IOKYMEHTa MpPEACTaBIsET Ha UMS Mpejcenaresss TeppUTOpUaIbHON
KOMHCCHUU JOKJIAIHYIO 3alUCKY ¢ MOTUBUPOBAHHOM IPOCHOOI O €ro NpojICHUHN.

9.10. IoKyMEHT CUYMTAETCs] UCIIOJIHEHHBIM M CHUMAETCA C KOHTPOJIS MOCTe
pEelIeHUs] BCEX IOCTaBJIEHHBIX B HEM BOIPOCOB, COOOIIEHUS PpPE3yJbTaTOB
PacCMOTPEHHUS BCEM 3aMHTEPECOBAHHBIM JIUIIAM.

9.11. OcHOBaHUSIMU JIJISl CHATHS JOKYMEHTA C KOHTPOJIS SIBJISIOTCS:

pelieHrue  TEPPUTOPUAIBHOM  KOMHUCCHUM,  TpHKa3  Ipeacenaress
TEPPUTOPUAIIBHONM KOMHUCCHH I10 PE3YyJIbTaTaM HUCIIOJHEHMS TOKYMEHTA;

OTBET Ha BXOALINI TOKYMEHT IO CYLIECTBY;

MOJIy4YeHUE OTBETa OT OpraHU3aluid, B KOTOpPbIE JOKYMEHT ObLI HampaBiieH
JUISL PacCCMOTPEHUS II0 CYIIECTBY IIOCTABJICHHBIX B HEM BOIPOCOB WU OTBETA
3asIBUTEIO;

HampaBjieHUE OOpalleHus] B JIpyrUe OpraHu3aluy AJi PacCMOTPEHHUs IO
CYLIECTBY IOCTABJICHHBIX B HEM BOIIPOCOB W MOCIEAYIOLIEro MH()OPMUPOBAHMS
aBTOpA O pe3yJbTaTax PacCMOTPEHMUS;

BU3a Npeaceaaresns Ha JokymeHTe «B neno», « CHATb ¢ KOHTPOJIS».

9.12. JIokyMEeHT HE CUMTAETCSI UCTIOJTHEHHBIM M OCTAeTCsI Ha KOHTPOJIE:

€CIM OH HAaNpaBJsIeTCs] B JIPYrM€ OpPraHbl WM OpPraHU3alMh C UEIbIO
MOJIYYCHHUS] TEPPUTOPUATIBLHOM KOMHCcHeW uH)opmaluu, HEOOXOAUMON i
pPacCMOTpPEHHUs O CYIIECTBY IMOCTaBJIEHHBIX B JIOKYMEHTE BONpPOCOB. B ciyuae
HEOOXOIMMOCTH TeppUTOpUalibHAS KoMuccus WHOOpMuUpyeT o0 3TOM aBTOpa
JOKYMEHTA;

€CIM OH HamlpaBlsieTCs B JIpyrMe€ OpraHbl WIM OpraHU3alMu IS
PacCMOTPEHHUS 1O CYLIECTBY MOCTABJICHHBIX B HEM BOIPOCOB U OTBETA 3asIBUTEIIO
C MOCJeayOIUM HHHOPMUPOBAHUEM TEPPUTOPUATBHON KOMUCCUU O Pe3yJibTaTax
UCITOJIHEHHUS,

€CJIM Ha HEM HE CTOUT OTMETKA MPEICENaTeNs] TEPPUTOPUATIBHON KOMHCCHU

O IIPUHATHUN UCITOJITHCHUS.
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10. U3roroBJIeHHE U MCII0JIb30BAHUE MEYATEe U IITAMIIOB

10.1. lna ymocroBepeHUs] MOJIMHHOCTU JOKYMEHTOB HWJIM COOTBETCTBHUS
KOMHUIM JTOKYMEHTOB TMOJJIMHHUKAM, MPOCTABIEHUS OTMETOK O TMOJy4YECHUH,
perucTpanuM JOKYMEHTOB B TEPPUTOPUAIBHOM KOMHUCCHUU HCIOJB3YHOTCS
repOOBbIC U IPYTUE TIEYATH U IITAMIIBI.

10.2. UMsroroBneHre medareid W IITAMIIOB OCYIIECTBIISETCS MO yKa3aHHIO
npeaceaaTens TEPPUTOPUAIBHON KOMUCCHUU.

10.3. T'epboBasi meuate mnpocraBisierca Ha [loyeTHBIX TpamMoTax WU
OJlarogapHOCTSIX, (PUHAHCOBBIX JIOKYMEHTaX TEPPUTOPUATILHOM  KOMUCCHUH,
rapaHTUHHBIX MHCbMaX, IOrOBOpPAax, TOCYAAapCTBEHHBIX KOHTPAKTaX U B JAPYIHUX
MPEAYCMOTPEHHBIX 3aKOHOAATEIBCTBOM CITyYasiX.

10.4. Ha pacceutaeMbIX KOMUSX PEHICHUH TEPPUTOPHAIBHON KOMHUCCHUH,
MpUKa3ax Mpeacenaress TeppUTOpUaIbHON KOMUCCUHU, HA MIAKETaX MPH OTIPABKE
JIOKYMEHTOB, TIpU O(OPMJICHUU JOKYMEHTOB Ha MPUEM TOBapHO-MaTEpUATbHBIX
LIEHHOCTEM, Ha BHOC U BBIHOC TOBapHO-MaTEPHUAIbHBIX IEHHOCTEM, Ha HAKIaJHBIX
MIPOCTABIIAETCS TIeYaTh C HAAMUChI0 « TeppuTopuanbHas u3doupareabHas KOMUCCHUS
No  » wunmu npu HaIMYMM TNedaTh C  Haamuchio  «TeppuropuanbHas
nu3OuparenbHas komuccus Ne | JI7st JOKYMEHTOBY

10.5. TleyaTnn w mTamMIbl MOJICKAT PETUCTPAIIMH B OTIACIHHOM >XypHaJe
ydyeTa meuyared u mramnoB. [leyaTw W mTammbl BBIJAIOTCS TMOJ TMOJINUCH B
JKypHaJie y4yera rnedyared u mramioB. Ha skypHaine npocrasisiercs nomerka « /s
CIIy’K€OHOTO  TOJIb30BaHUS», €ro JMCThl HYMEPYIOTCS, MPOIIMBAIOTCA H
OMEeYaThIBAIOTCS.

10.6. [leyaTn ¥ mITaMIbl JOJDKHBI XPAHUTHCS B HAJEKHO 3aKPHIBAEMBIX
W OTieyaThIBAEMbIX B Hepabouee BpeMs celipax win MeTalInueckux Imkadax.

10.7. TIpencenarens TEPPUTOPHATHHON KOMHUCCHUHU OCYIIIECTBIISET KOHTPOIh

3a MMPaBUJIbHOCTBIO XPAaHCHUA U UCITOJIb30BaHUS rneyaTeu U ITaMIoB.
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10.8. IIpumiennue B HETOJHOCTH MEYATH U IITAMITBl YHHUYTOXKAOTCS, O YEM
COCTaBJISIETCSl aKT, a B JKypHajJe yuera IeyaTedl W IITaMIIOB CTaBUTCS
COOTBETCTBYIOIIAsI OTMETKA.

YHUYTOXKEHNE TNPOU3BOAUTCS IIOCIE YTBEPXKACHHUS aKTa MpeceaTesieM
TEPPUTOPUAIBHON KOMHUCCHM. MeTaminyeckue IeYaTd YHUYTOXKAIOTCS IyTeM
MOJIHOTO CIWJIMBAHUSI TEKCTA WJIM OMUJIMBAHUS JBYMS MEPEKPECTHHIMU JIMHUSIMU,

Kay4qyKOBBIC IT€UATH U IITAMITHI Pa3pe3at0TCsl Ha MEJIKUE YaCTH UM COKUTAIOTCS.
11. ®dopmupoBaHue aeJ1 U Nepeaada UX B apXuB

11.1. CocraB/ieHue U yTBepK/AeHHMEe HOMEHKJIATYPHI J1eJl.

Homenknatypa paen npenHazHadeHa Juisi (OpPMHpPOBAHUS HCIOJIHEHHBIX
JOKYMEHTOB B Ji€Jla, CUCTEMAaTH3allMd WM ydyeTa JeJl, ONpPEIEICHUs CPOKOB HX
XpaHEHUs] M SIBISETCS OCHOBOM JIJIi COCTABJICHMS OMMCEH 1€ MOCTOSHHOIO H
BpeMeHHOTO (10 siet u GoJiee) XpaHeHUsI.

B HoMmeHKNaTypy [ed BKJIIOYAIOTCS 3aroJIOBKM [€J1, OTpa)karollue BCe
JOKYMEHTUPYEMbIE Y4aCTKH pabOThl TEPPUTOPUATBHON KOMHCCHHM, B TOM YHUCIE
JIMYHBIE JIeN1a, COIPABOYHbIE U YUETHbBIE KAPTOTEKH U IPYrHe y4eTHbIE (POPMBI.

3aroyioBOK Jiefia TOJDKEH YETKO OTPakaTb OCHOBHOE COJIEPKAHUE U COCTaB
nokyMeHTOoB. He nomyckaercs ynorpeOiieHHE HEKOPPEKTHBIX (OPMYIUPOBOK,
BBOJIHBIX CJIOB M CJIOKHBIX OOOPOTOB.

[Ipu cocTaBieHHMM HOMEHKIATYphl JIeJ CJEAyeT pPYKOBOJCTBOBATHCS
PErJIaMEHTOM TEPPUTOPUATBHON KOMHUCCHH, [lepeuyHeM TUMOBBIX yIPAaBIEHUECKUX
apXUMBHBIX  JOKYMEHTOB,  OOpa3ylouxcsi B  Ipolecce  JIeATeIbHOCTH
rOCyapCTBEHHBIX OPraHOB, OPIraHOB MECTHOT'O CaMOYIPABJICHHUS U OpraHU3aluH,
C YKa3aHUEM CPOKOB XPAHEHMs, YTBEPKIACHHBIM IpUKa3oM MwuHucTepcTBa
KynbTyphel Poccuiickoii @enepauuu ot 25 aBrycra 2010 roma Ne 558 (manee —
[lepedens), NOpsAAKAMHU XPAHEHMSI U TIEPEaYd B apXUBBI JOKYMEHTOB, CBS3aHHBIX
C TOATOTOBKOW M mpoBeneHueM BbIOOpOB, yTBepxkaeHHbIMU LMK Poccun wu
Cankr-lletepOyprckoit  M30MpaTenbHON  KOMHUCCHEW, HOMEHKJIATypamu el

TEPPUTOPUAIIBHON KOMUCCHU 32 IPEAIIECTBYIOLINAE TOJbI.
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IIpr moaroToBke HOMEHKJIATYPHI A€ Ha NPEACTOSIIMN KAJICHIAPHBIA IO
HEO0OXOMMO YUYUTHIBATH XapaKTep BHIOOPOB, TPOBOJUMBIX B MPECTOSIIEM TOY.

Homenknatypa [en TeppUTOPHUAIBHOW KOMHUCCHHM HA  MPEACTOSAIIUN
KAJIGHOApHBIA TOJ COCTaBIIIETCS B IIOCIEAHEM KBapTaje TEKYyLIero roja,
COTJIACOBBIBAETCSI C CEKPETAPEM TEPPUTOPUAIBHOW KOMHUCCHH, PACCMATPUBACTCS
Ha 3aceJaHuu OKCIEPTHOM KOMHUCCHHM TEPPUTOPUATIBHOM KOMHUCCHH 10
AKCIEPTU3E LIEHHOCTU JOKYMEHTOB (nanee — OK) yTBepxkmaeTcs: npeaceaarenemM
TEPPUTOPUAIIBHOM  KOMHCCHM, COTJIacOBbIBaeTcsi C  cekperapeM  CaHKT-
[TerepOyprckoil n30UpaTebHOM KOMUCCHUM U BBOJUTCA B JeHCTBUE ¢ 1 siHBaps
cieayroriero rojaa (mpunoskenue Ne 9).

[Ipy moAroToBKe HOMEHKJIATYphI AEN Ha MPEACTOSIINN KaJICHIAPHBIA TOJl
HEO0OXOMMO YUYHUTHIBATh XapaKTep BHIOOPOB, TPOBOJUMBIX B MPEJCTOSIIEM TOY.

B cilyyae BOBHUKHOBEHUS B TEUEHHUE T'0Ja HOBBIX JI€JI, OHU JOMOJIHHUTEIBHO
BHOCATCS. B YTBEP)KICHHYIO HOMEHKIATYpy [el MO YKa3aHHWIO Mpeiceaaress
TEPPUTOPUAIIBHOM  KOMHUCCHUM  IIOCJIE  COIVIACOBAHHA  C  CEKpETapeM
Canxkrt-IletepOyprckoit n30upareIbHOM KOMUCCHH.

[lo OKOHYaHMM KaJEHJAPHOTO TOJa B KOHLE HOMEHKIATyphl JAel
COCTaBJISIETCS] UTOTOBAsi 3alMCh O KOJMYECTBE 3aBEJIEHHBIX JIeN (TOMOB, 4acTei),
OTJIEJBHO M0 AeJIaM MOCTOSIHHOTO U BPEMEHHOI'O XPaHEHHUS.

Cpox xpaHeHHs] JOKYMEHTOB YKa3bIBA€TCSl B HOMEHKJIATYpPE /1€l CO CChUIKOM
Ha ctaTblo Ilepeuns. Cpok XpaHEHUs JOKYMEHTOB, HE€ YKa3aHHbIX B JaHHOM
[lepeune, ycranaBmuBaercs OIIK mo cormacoBanuto ¢ Cankrt-lIletepOyprekoit
n30UpaTeTbHOM KOMHUCCHEH.

Hcuucnenue CPOKOB XPaHEHUS JIOKYMEHTOB, 3aKOHYEHHBIX
JIEJIONPOU3BOACTBOM B TEKYILIEM Ir'O/ly, HAUMHAETCs ¢ 1 SIHBaps ClEeAYIOLIEro roa.

11.2. OdopmiieHne AOKYMEHTOB, 3aKOHYEHHBIX [1eJONPOU3BOACTBOM,
(popMupoBaHUe U TeKylee XPAHEHHE J1eJl B TEPPUTOPHATBbHOH KOMHCCHM.

3aKOHYEHHbIE JEJIONPOU3BOICTBOM JTOKYMEHTBI opopMIISIOTCS
B COOTBETCTBHUM C TpeOOBaHUAMU Hactosuled WHCTpykuuu, CHOHCHIBAIOTCA

MPEACENATENEM TEPPUTOPUATIBHON KOMUCCUM B A€N0. [Ipr 3TOM B HUKHEN YaCTH
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JIUIIEBON CTOPOHBI TEPBOTO JMCTa JMOKYMEHTa Ha CBOOOJHOM OT TEKCTa MECTe
CTaBHUTCS OTMETKA O €0 UCIIOJTHEHUH, paciIu(@poBbIBaCTCS MOAMUCH MpeceaaTens
TEPPUTOPUATHPHOM KOMHUCCHH, YKa3bIBACTCS HOMED Jiejia TI0 HOMEHKJIaType M J1aTa
crucanus. [Ipu He0OX0IMMOCTH OTMETKA 00 MCIIOTHEHUH MOKET OBITH CllejlaHa Ha
00OpPOTHOM CTOPOHE IMEPBOrO JIMCTa JOKyMEHTa. B perucrpanuoHHyo GopMmy
BHOCUTCSI OTMETKa O CIIMCAaHWW JOKYMEHTa B JICJI0 C yKa3aHHEM HOMepa Jena
COTJIACHO HOMEHKJIaType Jel.

Hcnonnennble TOKyMEHTHI (OPMHUPYIOTCS B JiejJa B COOTBETCTBHU C
YTBEPKACHHON HOMEHKJIATYpOH JEII.

Jleno cumTaeTcs 3aBEICHHBIM C MOMEHTA BKJIIOUCHHUS B HEro IIEPBOTO
HCITOJTHEHHOTO JOKYMEHTA.

[Ipu dopMupoBaHuM Jgela TPOBEPSETCS MPABHUIBHOCTH OTHECCHHUS
JIOKYMEHTOB B JIaHHO€ JI€J0, KayecTBO O(opMIeHHS U KOMIUICKTHOCTD
JOKYMEHTOB, HAJIMYKME TOINCEH, BU3, PETUCTPAIIMOHHBIX HOMEPOB, CIPABOK WA
OTMETOK 00 HWCIOJHEHWH, CHOUCAaHWM B JIeJI0 W JApyrux. HenpaBuiabHO
o(OpMJICHHBIC JOKYMEHTHI JOJDKHBI OBITH JTOO(OPMIICHBI, a 3aTeM ITOMEIICHBI B
Jieo.

He nomyckaercs momereHre B J1eJ1I0 TOKYMEHTOB, COACP)KaHUE KOTOPBIX HE
COOTBETCTBYET 3aroJIOBKY Jea.

[Ipu popMupoBaHUM J1€7 COONIOAAIOTCS CIEAYIOIINE TPEOOBAHMUS:

JOKYMEHTBI MOCTOSSHHOTO M BPEMEHHOTO XpaHEHUs (OpMHPYIOTCS B Jiela
pa3leNbHO;

B JICJO BKIJIIOYAIOTCS TOJBKO HCIIOJIHEHHBIC, MPAaBUIBLHO O(OpPMIICHHBIC
JIOKYMEHTBI B COOTBETCTBUU C 3ar0JIOBKaMH JIeJl B HOMEHKJIIATYPE;

BCE JIOKYMEHTBI, OTHOCSIIUECS K PEIICHUIO OJHOTO BOMpoca, GOpMUPYIOTCS
B OJIHO Jeno. B cimydae ecnm moabopka MOKYMEHTOB IO OJIHOMY BOIPOCY
HacuHuThiBaeT 0ojee 100 JTHCTOB, OHA MOXKET OBIThH BBIJEIIEHA B CAMOCTOSITEIILHOE
Jeo;

JOKYMCHTHI, ITOJJIC)KAIIEC BO3BPATY, B ACJIIO HC ITIOMCIIIAOTCH
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B JIEJIO IMOMENIAETCS TOJIBKO OJUH 3K3EMIULIP JOKYMEHTA, YEPHOBUKH H
BapHaHThI IPOEKTOB JOKYMEHTOB B JIEJIO HE MOJIIMBAIOTCS (32 UCKIIOUEHUEM TEX,
Ha KOTOPBIX MMEIOTCS BU3bl, YKa3aHMs IO HCIIOJHEHUIO JIOKYMEHTOB WM JIPyTHE
OTMETKH, JIOMOJIHSIOIINE NEPBbIN IK3EMIUISP);

B JI€JI0 BKJIIOYAIOTCS, KaK MPaBWIO, JOKYMEHThI OJTHOTO KaJIEHAAPHOIO roja
(MCKJIFOUEHUE COCTABIIAIOT JINYHBIE U MIEPEXOJALINE JENA);

KaXX70€ JeN0 He JOJKHO mpeBblmath 250 JaucToB, mpu 00iblieM o0beme
JIOKYMEHTOB B JieJie POPMUPYETCsI HECKOJIBKO TOMOB (4acTei).

[Ipu BKIJIFOUEHHH B J1€710 PaKkcorpaMMbl JEJIAETCA €€ KCEPOKOIHUs, KOTOpas
nonmuBaercss B Aeno. [logiMHHUK — dakcorpaMMbl  YHHUYTOXKAETCS  C
IPOCTaBJICHUEM OTMETKH 00 YHUUTOXEHUU HA KCEPOKOITUU.

B ciyyae He0OX0IMMOCTH JOKYMEHTHI IO OJJHOMY M TOMY € BOIIPOCY, HO C
pa3IM4YHBIM CPOKOM XPaHEHHUs, MOTIYT HaxOIWUTbCA B OJHOM J€Jl€ J0 KOHIA
TEKylIero TroJa WM JI0 3aBEpIICHHsS] HCIOJHEHHMS JOKyMEHTa, a 3aTeM
nepeopMUPOBBIBAIOTCS B JI€jIa IOCTOSHHOTO U BPEMEHHOT'O XPaHEHUSI.

B neno BKIIOYAKOTCS BCE JOKYMEHTBI IO KOHKPETHOMY BOIIPOCY BMECTE C
MPUIOKEHUSIMH, YKa3aHHBIMU B TEKCTE JOKYMEHTA, PU OTCYTCTBUU MPUIIOKEHUH,
yKa3aHHBIX B TEKCTE JIOKyMEHTa, HUCIOJIHHUTENIb OOs3aH cJlenaTh 3aluch Ha
JOKYMEHTE 00 UX MECTOHAXOKICHUU.

JIOKyMEHTBl BHYTpPM JI€Jla paclojaraiTcss B XPOHOJOTMYECKON WM
BOIIPOCHO-JIOTUYECKOM MOCIEA0BATEIBHOCTH UM UX COUYETAHUU.

HopmaTuBHBIE U  OpraHU3aLMOHHO-PACTIOPSAUTENbHBIE JOKYMEHTBI C
OTHOCALUMMUCA K HHUM MPWIOKECHHUSIMH TPYNIUPYIOTCS B JieJa IO BUIAAM
JOKYMEHTOB U 110 XPOHOJIOTHH.

IIpoToKOBI 3aceaHnil TEPPUTOPUATIBHON KOMHMCCUU PACIOJararoTcs B JIeNe
10 XPOHOJIOTMM B TOPSAKE BO3pacTaHUs HOMEPOB. J[OKyMEHTHI K 3aceIaHHIO
TeppuTopHabHON KOMHCCHU IOMEILIAOTCS TIOCIIE COOTBETCTBYIOLIETO MPOTOKOJIA.

[Tonoxenus, WHCTPYKIIUH, YTBEP>KJICHHbIE pacnopsIuTeIbHBIMU
JOKYMEHTaMH, SIBISIIOTCS NPWIOKEHUSAMU K HUM M TPYHIHUPYIOTCS BMECTE C

YKa3aHHBIMHA JOKYMCHTAMM.
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[limanoBast © OTYETHAS] TOKYMEHTAMs HE3aBUCUMO OT JAThl €€ COCTABIICHUS
BKJIFOYAETCS B JEJIO TOTO ro/ia, K KOTOPOMY OHA OTHOCHUTCSI.

B nene «llepenucka» wucxomsimuii (OTBETHBIM) TOKYMEHT TMOMEIIAETCs
nocie Bxojdiiero. [Ipy Bo300OHOBIEHUM MEPEMUCKHU MO BOIMPOCY, HAYaBIICHCS B
NpeAbIIyIIEM TOAYy, JOKYMEHTBl BKJIIOYAIOTCA B JIEJI0 TEKYLIEro rojga u
YKa3bIBACTCSI MHJIEKC TOTO Jeja [0 HOMEHKJIAType AEed MPEAbIAYLIEro roja, B
KOTOPOM HaXOJSITCS MPEALIECTBYIOIIME IOKYMEHTBI [0 3TOMY BOIIPOCY.

OOpaiieHus rpakjgaH U JOKYMEHTBI IO UX PacCMOTPEHHUI0 (POPMHUPYIOTCS
B OT/eNbHBIC Jiena. Kaxaoe oOpalieHrue u Bce JOKYMEHTHI 10 €r0 pacCMOTPEHUIO
COCTaBJISIIOT B JI€JIE CAMOCTOSITEIBHYIO TPYIIIY M pacnojiaralorcs B andaBUTHOM
MOPSIJIKE 10 TIepBhIM OykBaMm daMUIuii aBTOPOB 0OpaIeHu .

B nenax, Haxomsimmxcs B JEJIONPOU3BOJICTBE, JOKYMEHTHI TEKYIIETO roAa
pacmnoyiararorcsi IO XpPOHOJIOTMM CHU3Y BBEpX M0 Mepe mnoctyiuieHus. [lpu
MOJArOTOBKE K CHay€ B apXuWB JieJla ¢ JOKYMEHTAMHU MOCTOSIHHOTO M BPEMEHHOIO
(10 mer u Oosee) xpaHeHUs MepeOPMUPOBBHIBAIOTCS B OOPATHOM TOPSJIKE:
JIOKYMEHT, MOCTYNUBIIUN B KaJICHIAPHOM TOAY MOCJIEIHUM, TOJDKEH OBITh BHU3Y
JleNia, a MepBbId JOKYMEHT KaJEHIapHOIr0 TO/1a — BBEPXY, IEPBBIM.

Jlena ¢ MOMEHTA MX 3aBEJICHUS U JI0 Nepeayu B apXUB WM YHHUUTOXKEHUS B
CBSI3M C HUCTEUEHUEM CPOKOB XPaHEHUA HAXONATCA Yy Mpeaceaarens
(OTBETCTBEHHOTO 32 BEJICHUE JCIONPOU3BOICTBA) TEPPUTOPUATIBHON KOMUCCHH.

[IpoTokoibl 3acenaHuid, pPEIIEHUS TEPPUTOPUAIBHOM KOMHUCCUHU, CIUCKHU
MPUTJANICHHBIX, PUJIAra€MbIE K TPOTOKOIY, MOJIMHHBIE SK3EMIUISPBI PEIIEHUM C
COOTBETCTBYIOIIMMHU TMPWIOKEHUSIMHU, MNPOTOKOJbHBIE MNOPYYEHHUS, JOKYMEHTHI,
MOCIY)KUBIIIME OCHOBAHMEM JUISI PACCMOTPEHHS BOIIPOCA HA 3acelaHuu
TEPPUTOPUATBHON KOMUCCHH, paciindpoBaHHAs ayAHO3aliCh 3aceanus (pu ee
HaJM4yuM), CIHCKU PACCBUIKM PEIICHHN [0 Mepelayd B apXUB HAXOMATCA Y
npejcenarens (OTBETCTBEHHOTO 3a BEJICHUE JIEIOTPOU3BOICTBA)

TEPPUTOPUAIIBHON KOMHUCCHUMU.
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3a COXpaHHOCTh JOKYMEHTOB M J€JI OTBETCTBEHHOCTh HECET IMpPEACENaTeb
TEPPUTOPUAIIBHON KOMHCCUU M OTBETCTBEHHBIN 3a BEACHUE JIEIONPOU3BOJICTBA B
TEPPUTOPUAITBHON KOMHUCCHH.

Jlena JOJDKHBI HAXOAMThCS B pabodeid KOMHATE WM B CHEUUAIBHO
OTBEJICHHOM IS 3TOM 1IeJM MOMEIIEHUU U XPAaHUTHCS B 3alUparoluxcs mkadax,
NPENOXPAHSIIONINX JOKYMEHTBI OT MbLIM M BO3ACHCTBUS COJIHEYHOT'O CBETA.

B wmemsax olOecniedeHWs ONEpPaTUBHOIO TIOMCKAa JOKYMEHTOB Jena
pacronaratorcsi B COOTBETCTBUM C HOMEHKJIATypoW Jes, KOIUA KOTOpOi
MOMEILIAETCsl HA BHYTPEHHEW CTOPOHE ABEPLIbI MIKada.

Ha «kopemkax o0noxek Jena yKa3bplBalOTCS HHACGKCHI JeNl 0
HOMEHKJIAType eIl

Jlena, HaxonsduiMecs Ha TEKYLIEM XpaHEHWW, Mnoiiexar yuety. llepen
nepenadell JOKYMEHTOB B apXWB IPOBOJUTCSA IIPOBEPKA HAMUMYMUSA U COCTOSIHUS
JOKYMEHTOB M JieJl B LENAX YCTAHOBJIEHUA (PAKTUYECKOTO Halu4us JAell U
COOTBETCTBUS UX KOJUYECTBY, YUCIIAIIEMYCS [10 HOMEHKIIAType AL

[IpoBepka HaMM4Msl M COCTOSHUS JOKYMEHTOB W JEJ IMPOBOAMTCS IIPU
NepeMelieHn Jel, BO3Bpare JieJ, CMEHE MpelceaaTeNsl TeppUTOpHATbHON
KOMUCCHH.

IIpoBepka mHpPOBOAMTCS IIyTEM CBEPKM CTAaT€ HOMEHKJIATYphl JEN C
OMMCAHHUEM JIe]l Ha OOJIOKKE, a PU3NUECKOE COCTOSIHUE JIeT ONMpEeaesieTcs] MyTeM
UX BU3YyaJbHOro mpocMoTpa. Bce oOHapyxeHHbIe HEIOCTaTKU (PUKCUPYIOTCS B
aKTe MPOBEPKU HAIIMYMUSA U COCTOSHHUS JIETI.

B cmywae ytpaThl JOKYMEHTOB UM Ji€ MPOBOIUTCS  CiIykeOHOe
paccienoBaHue, MO pe3yibTaTaM KOTOPOrO JIMLO, BUHOBHOE B yTpaTe, HECET
OTBETCTBEHHOCTh B YCTAHOBJIEHHOM TOPSIJIKE.

Ecnu otnenbHble TOKYMEHTBI, YXKE€ BKJIIOYEHHBIE B J€J0, BPEMEHHO
TpeOyIOTCs AJis paboOThl, OHU MOTYT OBITH BBIJAHBI M3 JieJla, @ HAa UX MECTO
BKJIQJIBIBACTCS JINCT-3aMECTUTENh C YKa3aHUEM, KOTJa, KOMYy U Ha KaKOW CpOK
BBIJIAaH JOKYMEHT.

11.3. OkcnepTH3a EHHOCTH IOKYMEHTOB.
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OKcnepTu3a LEHHOCTH JOKYMEHTOB MPOBOJAUTCS JUIsl  YCTAHOBJICHUS
HAay4YHOM, HUCTOPUYECKOM M  MPAKTUYECKOM  3HAYUMOCTH  JOKYMEHTOB,
o0pa30BaBIIUXCS B TIpoliecce AEATEIBHOCTU TeppUTOPHAIBHOM KOMUCCHH, C
LETBI0 0TOOpa UX NSl JAaTbHEUIIIETO XPAHECHUS WM YHUUTOXKEHUS.

DKcrepTr3a UEHHOCTH JIOKYMEHTOB IMPOBOAUTCA IPU  COCTABJICHUU
HOMEHKJIATyphl JieJ, B mpolecce (HOPMUpPOBAHMS €, MPU MOATOTOBKE NN K
nepeaye B apXuB.

JIns paccMOTpeHHUs] IPOEKTOB HOPMATUBHO-METOJNYECKUX TOKYMEHTOB IO
BOIIPOCaM JIEJIONPOU3BOJCTBA M APXMBHOIO JI€JIa, ONWCEW JeNI MOCTOSHHOTO M
BpeMeHHoro (10 5er u Oozee) XpaHEHHUs, AKTOB HA YHUYTOXKEHUE e U
JOKYMEHTOB, HE€ HWMEIOINIMX HAYYHOM I[EHHOCTH M MPAKTUYECKOTO 3HAYCHUS,
MPUKa30M TMpeaceaaTessi TEPPUTOPUATIBHOM KOMHUCCHM CO3JA€TCs ODKCIEpTHas
komuccus (nanee — IK).

B ee ¢yHKIIMU BXOIUT TakKe pacCMOTPEHHE U OJI00pEHUE HOMEHKJIATYPhI
nenn TeppuropuaibHOM KOMUCCHUU.

B cocrap DK BKIIOYAKOTCS UJEHBl TEPPUTOPUAIBHON  KOMHUCCHH,
IpOKIAHCKUE CIYXKalllUe ammapara TEePPUTOPUATBHOM KOMHUCCHUM, YJICHBI
Cankr-IleTepOyprckoit 30MpaTenbHON KOMHCCHH WM COTPYAHUKM ammapara
Cankr-lleTepOyprckoii n30upaTenbHOM KOMUCCHH (IO COTJIIACOBAHUIO).

[Ipu mnpoBeneHHM HKCMEPTU3BI IIEHHOCTH JOKYMEHTOB OCYIIECTBIISIETCS
oTOOp 1€ mocTOsTHHOTO M BpemeHHoro (10 et u Gonee) xpaHeHus, oTO0p 1ei C
BPEMECHHBIMU CpPOKaMHM XpaHECHUS, TMOJUICKAIINX XPAHCHHUIO, BBIJCICHUE K
YHUYTOXXEHUIO JIeJl 3a MPEAbIAYIINE TOJbl, CPOKU XPAaHEHUS KOTOPBIX, HUCTEKIIU.
[Ipu >TOM OHOBPEMEHHO MPOBEPSIIOTCS KAYECTBO U MOJTHOTA HOMEHKIATYPHI JIed,
MPAaBUWIBHOCTh OIPEJIETICHUS CPOKOB XPaHEHHUS JICII.

DKclepTr3a LEHHOCTH JOKYMEHTOB OCYIIECTBISIETCS MyTEM MOJKMCTHOTO
npocmotpa gen. He nomyckaercss oTOOp JOKYMEHTOB [JIsi XpaHEHUS WU K

YHUYTOKCHHUIO TOJbKO HAa OCHOBAHHWH 3aroJIOBKOB ACJI.
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JIOKyMEHTBI, YTPATHBIINE NPAKTUYECKOE 3HAUYCHWE ¥ HE HMEIOIINE
MCTOPUYECKON WIJIM HAYYHOM HEHHOCTH, MO MCTEYEHUH YCTAaHOBJIICHHBIX CPOKOB
XpaHEHHUSI TOJIeKAT YHUUTOXKEHHUIO 10 aKTy.

AKTBI O BBIJICICHHH K YHUYTOKEHUIO JIe] U JOKYMEHTOB PacCMaTPHBAIOTCS
Ha 3acemanusix OK OJHOBpEMEHHO ¢ ONUCSAMHM Jell. YHHUUYTOXKEHHE el H
JIOKYMEHTOB JIO YTBEPKJCHUS aKTOB 3aMpPeIaeTCs.

[To pesymbpratam 3KCIEPTU3BI IIEHHOCTH JOKYMEHTOB OTBETCTBECHHBIM 32
BEJICHUE JIEJIONPOU3BOJICTBA €KETOJHO COCTABIISIIOTCSI CBOJAHBIC OIUCH 1T
noctostHHOro U BpeMeHnHoro (10 yet u Oonee) xpanenus (mpunoxenus Ne 10, 11)
U TI0 JIMYHOMY cocTaBy (mpuioxkenue Ne 12), a Takke akTbl O BBIJCICHUU K
YHUYTOKEHHIO JIeJT, HE MOJIIekKAIIMX XpaHeHUo (mprioxenne Ne 13).

Onucu nen mocrossHHOro u BpemeHHoro (10 yner u Oozee) XpaHeHus, a
TaK)K€ aKThl O BBIJICICHUM K YHMUTOXXCHHIO 3THX JeJ paccmaTrpuBatorcs Ha DK
U YTBEPKIAIOTCS MPEACEAATENIEM TEPPUTOPUATBHON KOMHCCHH.

[Tpu YHUYTOXCHUH JTIOKyMEHTOB co CPOKOM XpaHeHus
«/lo muHOBaHust HamoOHOCTHY, «1 TOm», «3 TOHa», «S5 JIET» COCTaBISETCS aKT
(mpunmoskenne Ne 14), KOTOpBIM MOINKMCHIBACTCS HE MEHEE YeM JBYMS WICHAMH
TEPPUTOPUATILHON KOMUCCUU U YTBEPXKIAETCs TMpejceiaTesIeM TeppUTOpruaIbHON
KOMHCCHH.

YepHOBUKM W PYKOMHCH  IOATOTABIMBACMBIX  JOKYMEHTOB, KOIHH
WH(GOPMAIIMOHHBIX W JPYIMX MAaTEpHaliOB, HE TMOJUICKANIMX BKIIOYCHUIO B
HOMEHKJIATYpy ZeJ, T0 MUHOBAaHUHM B HUX HAJIOOHOCTH MOTYT YHHUYTOXAThCS 0€3
COCTaBJICHUS aKTa.

BbpomrropoBka e MPOU3BBOAUTCS TOJIBKO TOCJE TPOBEICHUS IKCIIEPTHU3BI

HNEHHOCTHU JOKYMCHTOB.

11.4. Odopmiienue geJ.
Jlena, mojjiexamiue Iepenade Ha XpaHEHHE B apXuB, JOJDKHBI OBITh

0o(OpMJIEHBI COOTBETCTBYIOILIUM 00pa3oM.
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Odopmnenne fena BKIIOYaeT B ce0s MPOBEPKY CHUCTEMaTH3AIUH
JIOKYMEHTOB BHYTpH JIeJia, HyMEpAIUIO JIMCTOB, COCTABIICHUE BHYTPEHHEH OMucH
JTOKYMEHTOB Jena (mpuiokeHue Ne 15), nmucra-3aBeputens jaena (IPUIOKECHHE
Ne 16), opopmiieHre peKBU3UTOB O0T0KKH, MOIMINUBKY (NIEpETICTCHHUE) AeTa.

B 3aBHCHMOCTH OT CPOKOB XpaHEHHUs MPOBOJUTCS MOJHOE WM YaCTUIHOE
odopmIIeHHE JIeTT.

llena BpemenHoro (mo 10yeT BKJIIOYUTENBHO) XpaHEHUs MOJJIekKAT
qacTUYHOMY OQOPMJICHHIO: JIOMYCKAaeTCs JIUCTHI Jella He HyMepoBarth,
3aBEpUTENbHBIC HAIMNCH HE COCTAaBNIATH. lIpu 3TOM MOKYMEHTHI OMYCKaeTcs
XPaHUTh B MANMKAX-CKOPOCIIMBATENSIX, MATKUX 00JI0KKaX.

Jlena MOCTOSIHHOTO XpaHEHHs TojjiexkaT nojiHomy odopmienuto. [lomHoe
oopmiieHne ena MpeaycMaTpUBAET MPOBEPKY CHUCTEMATH3alMU JOKYMEHTOB
BHYTpH JieNia, MPABUIBHOCTU UX OQOpMIICHUS (HaTMYMe HEOOXOAUMBIX IOJITUCEH,
BU3, OTMETOK O PETUCTPAIMH W UCTIOJHEHUH, IPUIIOKEHUH ), HyMEpAIUIO JHCTOB,
COCTABJICHME BHYTPEHHEH OIKMCH JOKYMEHTOB Ji€ja, COCTaBJCHHUE JIMCTa-
3aBepuTes jiena, opopmMIIeHHE PEKBU3UTOB OOJI0KKH, MOAMIUBKY (TIEPETUICTCHHE)
nena.

O6noxKa nena odopmisieTcst o YCTaHOBJICHHOM dbopme
(mpunoxenue Ne 17). CBefieHuS Ha OOJIOXKKY TIEPEHOCATCS M3 HOMCHKJIATYPBI JIC
C YTOYHCHHUSMH, OTpAKArOMUMH (HAKTHUECKHUH COCTaB TIOMEIICHHBIX B JIEJIO
JIOKYMEHTOB.

OO6mokka Jgena HAAMUCHIBACTCS YEPHBIMA CBETOCTOMKMMH YEpHUIIAMH,
pazbopunBo, 6e3 cokpamenuid. Jlomyckaercs odopmiieHHEe OOJIOKKH Jena ¢
WCIIOJIb30BAaHUEM KOMITBIOTEPHON TEXHHKH.

Ha o0noxke penma yKas3bIBalOTCS CICAYIONIME PEKBU3UTHI: Ha3BaHHE
TEPPUTOPUAIBHON KOMHUCCHH, NEIOMPOU3BOJICTBEHHBIH HOMEp (MHIEKC) Jena,
3arojIOBOK Jefa, jJara Jena (Toma, 4acTH), KOJUYECTBO JIMCTOB B JEJie, CPOK
XpaHeHus Jena.

PexBu3uTHI, mpocTaBisieMble Ha 00JIOKKE Aesa, OPOPMIISIOTCS CIAEAYIOIINM

obOpazom:
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Ha3BaHUE TEPPUTOPUAIBHOW KOMHUCCHUHM YKa3bIBA€TCS B COOTBETCTBHH C
periiaMeHTOM  TEppUTOPUANIbHOM  KoMmMuccuu. [lpu u3MeHeHHH Ha3BaHUsA
TEPPUTOPUATBHON KOMHUCCUU B T€UEHHUE MEPUOJIa, OXBATHIBAEMOI'O JIOKYMEHTaMHU
Jiena, Ha 00JI0KKE K CTapOMY Ha3BaHUIO MPUITMCHIBAETCS HOBOE;

JIEJIONPOU3BOACTBEHHBIN HOMEp (MHAEKC) JieNia — MpOCTaBisieTcs: udpoBoe
o0o3HaueHUE (MHIEKC) Jea M0 HOMEHKJIAType el M yKa3blBaeTcs HOMEp ToMma
(gactn);

3aroJioBOK (HaWMMEHOBAaHME) Jiela TEPEHOCUTCS U3 HOMEHKIATYphl el
(B HEOOXOJIMMBIX CITy4YasiX B 3ar0JI0BOK BHOCSITCSI YTOUHEHHS);

mata Jena — Ha OOJOXKKE Jiea YKa3bIBalOTCS JBE JIaThl, KOTOpPBIE
HA3bIBAIOTCSl KPAHUMH JJaTaMU M COOTBETCTBYIOT T'OJIy 3aBEJCHUS M OKOHYAHUS
nena. HavanpHas mara — 3TO JaTa camMoro paHHEro, a KOHEYHas Jara — Jjara
camMoro Mmo3AHEro JOKyMeHTa B fiene. [Ipu 3ToM yuuThIBaroTCsl JaThl BXOJSAIIUX U
UCXOJAIIMX JIOKYMEHTOB (B cCllydyae HMX OTCYTCTBHSI — JaThl pPErucTpaluu
JIOKYMEHTOB), U HE YUUTHIBAIOTCS JaThl CIIMCAaHUSI JOKYMEHTOB B JI€JIO, YKa3aHUMN
10 MCIOJHEHUIO TOKYMEHTOB, OTMETOK HCIIOJIHUTEINA (3a UCKIFOYEHUEM CIIydacs,
KOI'/Ia Ha JOKyMEHTaX He UMEeTCs IPYruX J1aT, KpOME NEePEeUUCICHHBIX ).

[Ipu Hamucanuu KpaHUX AaT HA OOJIOKKAX €l MOCTOSHHOTO XpaHEHUs
YUCJIO U TOJ] IPOCTaBIIIOTCS apadbckumu ruppamu. Ha o0moxxkax e BpeMEHHOTO
XPaHEHMs! YKa3bIBAETCS TOJIBKO T'O/I.

Ha oOnoxkax fen, coOCTOAIMMX U3 HECKOJBKUX TOMOB (4acteil),
MPOCTABIISIOTCS KpaltHUE AaThl KAXI0T0 ToMa (4acTH).

KonnuecTBo MpoHyMEpOBaHHBIX B Ji€J€ JUCTOB MPOCTABISETCS C JIMCTa-
3aBEpUTEIIS Jea.

Cpox XpaHeHHUs MEPEHOCUTCSI Ha 00JIOKKY Jieia U3 HOMEHKIaTypsl Aen. Ha
Jiesiax MOCTOSIHHOTO XpaHeHust nuieTcs: «[locTosHHo».

Ha kopemnike aena yka3bpIBaroTCs 3aroJIOBOK Jieja, roj1 eja U TOM Jea.

B wmemsax  oOecniedeHHsT COXPAaHHOCTM M 3aKpeIUICHUS  MOpsIKa
pacmojoXKeHus] JOKYMEHTOB, BKIIFOUEHHBIX B JI€NIO, BCE JIMCTHI, KPOME YMCTHIX,

JMCTa-3aBEpUTENS Jelia U JINCTOB BHYTPEHHEN ONUCU HYMEPYIOTCS B Pa3BEPHYTOM
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BUJe apabckumu 1upamMu BaloBOM Hymepauued. UucTble JHCTHI U3 Jena
U3bIMAlOTCsl (0€3 MOBPEXIEHUS LEJIOCTHOCTU JieJa) M YHMUYTOXKarTcsA. JIMCTh
HYMEPYIOTCS IIPOCTBIM KapaHAAIlOM, CBEPXy BHHM3 B BO3DPACTAIOIIEM IOPSAKE
HOMEpOB, HauMHasA C nepBoro. Ludpsl mpocTaBisAioTCS B MPABOM BEPXHEM YTy
mucta. Hymepanus 1BETHBIMM KapaHAAllaMH, YEPHUJIAMU M HyMEpaTOpaMy He
JOITYCKaeTCsl.

JIOKyMEHTBI ¢ COOCTBEHHOM HyMepaluei JIMCTOB, B TOM YHCIIE ME€YaTHBIC
U3JIaHUsl, HYMEPYIOTCS B OOIIEM TNOpSAKE WIM COXPaHSAIOT COOCTBEHHYIO
HYMEPALIMIO, €CJIH OHAa COOTBETCTBYET MOPSAIKOBOMY PpACIOJIOKEHHIO JIUCTOB B
nene.

Cnoxennbli nuct Oombmioro ¢dopmara (A2, A3) pa3BopauuBaeTcs U
HyMEpyeTcsi B NPaBOM 4YacTU BepxHEro mojis jucta. llpu 3toM muct mroboro
¢opmaTta, MOAIIMTHIA 3a OAMH Kpail, HyMmMepyercs KaK OJWH JIUCT, a JIUCT,
CJIOKEHHBIN U MOAIIUTHIN 3a cepeArHy, NOMJIEKUT MNEPEIIMBKE U HyMEpPYeTCsa Kak
OJIVH JIUCT.

Ecnu B Jnene ectb KOHBEPT C BIOXKEHUSMH, TO CHayala HyMmepyercs
KOHBEPT, a 3aT€M OYepEeAHBIM HOMEPOM KaXK/10€ BIIOKEHHUE.

®dortorpapun U Apyrue WIUIIOCTPATUBHBIE MaTepHallbl HYMEpPYIOTCS Ha
00OpOTHOI CTOPOHE B JIEBOM BEPXHEM YTIIy.

JIMCT ¢ HAarayxo HaKJIEEHHBIMU IOKYMEHTaMU (BbIpe3KaMu, (pororpadusimm)
HYMEPYETCS KaK OJIMH JINCT. EciM K TOKYyMEHTY NOJKJIEEHBI OJHUM KPAaeM Apyrue
JIOKYMEHTBI (BCTaBKU TEKCTA, IEPEBO/IBI), TO KaXKIbI JTUCT HyMEPYETCS OTIEIBHO.

[Ipunoxenue K Jeny, COCTaBIAIONIEE OTHACIbHBIA TOM, HyMEpyeTcs
OTJIIEIBHO.

[Ipy HamWYuU OTHENBbHBIX OMIMOOK B HYMEpalMH JUCTOB B JeNax Mpu
NOJrOTOBKE HX K cJlade B apXuB JIOMYCKAETCA  YMOTpEOJIEHHWE JHUTEPHBIX
(c OyKBEHHBIMH JIOTIOJTHEHUSIMH ) HOMEPOB JIUCTOB.

B nenax mnOCTOSIHHOrO XpaHEHWs MJisi ydyeTa W TIOMCKa JOKYMEHTOB
B HaYaJe Jiejia MOKET MOMEIIAThCsl BHYTPEHHsIs onuch (npuoskeHue Ne 13).

JIucTel BHYTPEHHEN ONMCH HYMEPYIOTCSI OTAEIBHO.
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Kaxxmoe nemo 3akaHYMBaeTCs JMCTOM-3aBEPUTEIIEM YCTAaHOBJICHHON (POPMBI
(mpuioxxerne Ne 16).

B nucre-3aBepurene aena nugpamMu v MPOMUCHI0 YKa3bIBAETCS (haKTHUECKOE
KOJIMYECTBO JINCTOB B JITAHHOM JI€JIE, a4 TAKXKE HATUYUE JINTEPHBIX U MPOITYILECHHBIX
HOMEPOB JIMCTOB, KOJMYECTBO JMUCTOB BHYTPEHHEH ONWUCH WM HAJIUYUE CpPEOu
JOKYMEHTOB Ta3eT, KHUT, Opomrop, deprexei, ¢ororpaduii, pucyHKOB 4 T.1.,
CTaBUTCS JaTa M TOJNMUCH paOOTHHKA, CHOPMHUPOBABIIETO JIET0, U YKa3bIBACTCS
€ro JOJDKHOCTb, WMHULMANGl U (amumiua. Eciau KolIW4yecTBO JIMCTOB B Jele
M3MEHSETCS, 3aBEPUTEIbHAS HAAIUCh COCTABIISIETCS BHOBb.

[Ipu moaroToBKe /el K MOIIIMBKE (MEPEIIETy) MPOBEPSETCS MPABUIBHOCTD
ux ¢GopMupoBaHus, 0HOPMIICHUS, METAUIMUYECKUE CKPEIJICHUS U3 JIOKYMEHTOB
YAQISIIOTCSL.

JIOKyMEHTBI TIOJIIIUBAIOTCS TAKUM 00pa3oM, YTOObI MOKHO ObLIO CBOOOIHO
MPOYUTATh TEKCT KAXKAOrO JOKYMEHTAa, BU3bl M YKa3aHUs 110 MCIIOJIHECHUIO
JIOKYMEHTA.

11.5. Ilepenaua e B apxXuBs.

[lepenaua gem MOCTOSSHHOTO XPaHEHUST B aApXUB TEPPUTOPHUATBLHOMU
KOMHCCUHU OCYILIECTBIISIETCS MOEAMHUYHO MO yTBepkaeHHbIM JIIK ommcsam npen
MMOCTOSIHHOTO XPaHEHMUSI.

[Ipuem nokymMeHTOB Ha mocTosiHHOEe XpaHeHue B Cankt-IletepOyprckyto
n30UpaTeIbHYI0 KOMUCCUIO O(OpPMIISIETCSI aKTOM TpHUeMa-Tnepeadyl JOKYMEHTOB
(mpunoxenue Ne 18).

B apxuB Cankt-IlerepOyprckoil n3dbupareabHON KOMUCCUHA B COOTBETCTBHUH
C HOMEHKJIATYpOW JeJ TEPPUTOPUATIBHOW KOMHMCCHHM Ha IOCTOSIHHOE XPaHEHUE
MepeNArOTC:

JIMYHOE JIeJI0 MNpPEeACEenaresiss TEPPUTOPUAIBHOM KOMHMCCHM B  Clly4yae
OKOHYAaHHUS CPOKA MOJTHOMOYMM WJIM OCBOOOXIEHHUS OT JOJDKHOCTU JIO UCTCUCHUS

CPOKa MOJIHOMOYMH;
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JUYHOE JEN0 TOCYAAPCTBEHHOI'O TPa)XXJAHCKOrO CIIy’Kalllero armapara
TEPPUTOPUAIBHON KOMHCCHH B CIIy4ae €ro YyBOJIBHEHHMS C TOCYAapCTBEHHOU
CITY>KOBI;

JOKYMEHTBI IIOCTOSTHHOTO M BpeMeHHOTO (10 neT u 6oiee) CpOKOB XpaHECHUS
B CJIy4ae peopranu3anuy (JIMKBUAALNN) TEPPUTOPUATIEHON KOMUCCHUHU.

IIpn mepemade nen Ha BCEX HIK3EMIUIAPAX OMNMCH J€JI NPOTHUB KaXIOTO
BKJIIOUEHHOTO B Hee nena B rpade «lIpuMeyanue» cTaBUTCS OTMETKA O HATUYUU
nena. B KoHIlE KaXA0ro SK3eMIUIsipa ONMCH JEN yKa3blBaloTCid LHU(paMu U
IPOIMUCHIO KOJIMYECTBO (DAKTHUECKH MNPUHATHIX (MIEPEIaHHBIX) B apXHB JEd,
MHUIMAJIBI U (aMIINU JIUL], OCYILECTBISAIONINX IpUeM-TIepeaayy e, CTaBsITCs UX
IOJIMKCH U J1aTa.

[Ipu npueme pgen mnpoBepseTcs MNpPaBUIBHOCTH HUX odopmiienus. [ena,
oopmileHHBIE C HapyLIeHHMEM IpaBWJ, YCTaHOBJEHHbIX MHCTpyKuueH,
BO3BPALAIOTCS B TEPPUTOPUAIBHYI0 KOMUCCHIO C YKa3aHUEM HEJIOCTAaTKOB JUIS UX
YCTPaHEHHS.

N30uparenpHasi JOKYMEHTAIUs] XpPAHUTCS B TEPPUTOPUATBLHON KOMUCCUU B
cooTBeTcTBUM C llopsnkoM XpaHeHus, Nepefauyd B apXuUB M YHUUYTOKEHHUS
JOKYMEHTAllUM, CBS3aHHOW C TMOATOTOBKOM M MPOBEJEHUEM BBIOOPOB U
pedepeHayMoB B Cankr-IlerepOypre, YTBEPKIACHHBIM pelIeHueM
Cankrt-IletepOyprckoit  u3bupatenbHolt komuccuu, llopsakom XxpaHeHUs U
Iepelayd B ApXUBbI JIOKYMEHTOB, CBSI3aHHBIX C IOATOTOBKOM W ITPOBEICHHEM
BbIOOpOB IIpesuaenta P®, I[lopsakom XpaHeHuss W TNepelayd B  apXHUBbI
JIOKYMEHTOB, CBSI3aHHBIX C TOATOTOBKOW M TPOBEIECHUEM BBHIOOPOB JAEMYTaTOB
l'ocynapcteennoit Jympr ®C PO, yTBEpkICHHbIMHU COOTBETCTBYIOIINMU

noctanoBieHusimu LK P®.

11.6. Iopsaaok padoThI € 3JIeKTPOHHBIMH JOKYMEHTAMH.
HcnonHeHHbIe AIEKTPOHHBIE JTOKYMEHTHI CHCTEMaTH3UPYIOTCS B Jelia B

COOTBETCTBMM C HOMEHKJATYpOM [eJI TEPpPUTOpHaiIbHOW Komuccuu. llpu
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COCTABJICHMM HOMEHKJIATyphl JEJ B 3arojoBOK [€Ja BKJIIOYAETCS YKa3aHUE
«ONEKTPOHHBIE JOKYMEHTBD».

Cpoku XpaHEHHMsI DJJIEKTPOHHBIX JOKYMEHTOB COOTBETCTBYIOT CpPOKaM
XpaHEHUs aHAJIOTUYHBIX IOKYMEHTOB Ha OyMa)kHOM HOCHUTEIE.

DKclepTr3a I[EHHOCTU DJJIEKTPOHHBIX JOKYMEHTOB OCYIIECTBIISIETCS B
O0IIeM TMOpsIIKe, YCTAHOBJIEHHOM [UIsl JIOKYMEHTOB Ha OyMa)KHOM HOCHUTEIE.
[locne wucTedeHWss CpoOKa, YCTAHOBJIEHHOIO [JIsl XpPaHEHUsS SJEKTPOHHBIX JIEJ
(PNMEKTPOHHBIX JOKYMEHTOB), Ha OCHOBAaHMM aKkTa O BBIJEJICHUUM UX K
YHUUTOXEHUIO, YTBEP)KIECHHOTO MPEJICENATENeM TEPPUTOPUATBHON KOMKCCHH,
yKa3aHHbIE  JJEKTPOHHBIE Jesa  (PJIEKTPOHHBIE  JOKYMEHTBHI)  IOAJIeXKAaT
YHUYTOXKEHUIO.

DNEeKTpOHHBIE JOKYMEHTHl MOCTOSHHOIO XpAaHEHHsS MEpealoTcs Ha
apXUBHOE XpaHEHHE IO ONUCAM C O(QOpPMIICHHEM aKTa MpHeMa-lepeaadn

DJIEKTPOHHBIX TOKYMEHTOB.
12. OTBeTCTBEHHOCTDH

12.1. YneHsl TEppUTOPUATHLHON KOMHUCCHU M TPAKIAHCKUE CIYyXKaIue
amnrapara TEppUTOPUATILHON KOMUCCUHU HECYT NIEPCOHATBHYIO OTBETCTBEHHOCThH 3a
coOmtoienne TpeboBaHuil HacToseln NHCTpYKIIUU, COXPAaHHOCTh HAXOSAIIUXCS Y
HUX JOKYMEHTOB.

12.2. OTBETCTBEHHOCTH 3a OpraHU3aIuI0 JIeJIOTPOU3BOICTBA B
TEPPUTOPUATIBHON KOMUCCUH, BHEIPEHUE aBTOMATU3UPOBAHHBIX (KOMITBIOTEPHBIX )
TEXHOJIOTUNA MOJATOTOBKM M 00OpaOOTKH JOKYMEHTOB, O0OECIIEUeHHE COXPAHHOCTU
JIOKYMEHTOB W TIepefadyy MX B apXuB, KOHTPOJIb 3a COOJIOJIEHHEM TpeOOBaHUM

HacTtosierd MHCTpyKIIMM HECET MpeacenaTenb TEPPUTOPUATIBHON KOMUCCHH.
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[Ipunoxenne Ne 1
K MHCTPYKLUH 110 A€TONPOU3BOJICTBY
B TEPPUTOPUAIBHON N30HpaTETbHON
xomuccuu Ne 16

HEPEYEHDb

AOKYMEHTOB, HC IIOVIC/KAIIINX PErucTpanuu

Coo0mienuns o 3aceIaHnsX, COBEIaHUIX 1 MMOBECTKAX JTHS.

YueOHbIe mporpaMMBl, TIIaHBI.

PexnaMHbIe U3BEIEHNS, IUIAKATHI (33 UCKIIFOUCHUEM aruTallHOHHBIX ).
[To3mpaBuTEIBHBIC TMCHMA U TEJIECTPAMMEI.

[IpurinacurenbHbIe OUICTHI.

byxranrepckne TOKyMEHTBI.

[lewaTHbie U3gaHUS.

OmneparuBHas uHpOpMaIMs, Mocrynarolias mo kaHaiam cBs3u [AC

«BBI60OpEI.
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[Tpunoxenune Ne 2
K HMHCTPYKLHUH IO JACIONPOU3BOICTBY
B TEPPUTOPUATHLHON H30MpPATEILHON
komuccuu Ne 16

AKT

MLI, HWKCIIO AN CaBIIHNCCA

COCTAaBUJIM aKT O TOM, 4YTO « » 20 r. Ipu
BCKPBITUH TTAKETA
B HEM HE OKa3aJIOCh

HaCTOHHII/Iﬁ aKT COCTABJICH B IBYX 3K3CMILIAIpaAX.

IHoxmucnu:
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[Tpunoxenne Ne 3
K MHCTPYKLUH I10 JeJIONPOU3BOJICTBY
B TEPPUTOPUAIIBHON N30HpaTETbHON
komuccuu Ne 16

®opMbl 0JIAHKOB, HCII0JIb3yeMbIX B H30UPATEIbHOH KOMUCCHHA
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ITpunoxxenne Ne 3.1

TEPPUTOPUAJIBHAA UBBUPATEJIbBHASA KOMUCCHUS Ne 16

HPOTOKOJ 3ACEJAHUA

20 ron Ne

Cankr-IletepOypr
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[Tpunoxenne Ne 3.2

TEPPUTOPHUAJIBHASA UBBUPATEJIBHAS KOMHUCCHUSA Ne 16

PEIHNIEHUE

20 roa Ne

Cankr-IletepOypr
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[Tpunoxenne Ne 3.3

TEPPUTOPUAJIBHAS UBBUPATEJILHASI KOMUCCHS Ne 16
NPEJACEJIATEJD

ITPUKA3

20 roj Ne

Cankr-lleTepOypr



TEPPUTOPUAJIBHAS

MN3BUPATEJIBHASA KOMUCCUS Ne 16
mp. HeBckuit, 1.176, Cankt-IletepOypr, 191167
tein./dake (812) 717-02-17
www.tik16.spbik.spb.ru
OKIIO 15172095, OI'PH 1037869000036
WVHH/KIIIT 7842000050/784201001

Ne

Ha Ne oT
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ITpunoxxenne Ne 3.4


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

71

ITpunoxxenune Ne 4
K MHCTPYKLIUH I10 IEIONPOU3BOJICTBY
B TEPPUTOPUAIIBHON N30HpaTEIbHON
xomuccuu Ne 16

TpeGoBaHus K JIOKyMEeHTaM, U3rO0TOBJISAEMbIM € IOMOIIbIO

NnevyaTauux yCTPOicTB, U K ¢ailjiaM TEKCTOBBIX TOKYMEHTOB

1. TekcTbl TOKyMEHTOB Ha OnaHkax ¢opmara A4 medararoTcs yepes 1 -
1,5 MEKCTPOUYHBIX HHTEPBAJIA.

2. TekcTbl JOKYMEHTOB, TIOJTOTABIMBAEMBIX K THUIOTPaPCKOMY
U3JIaHUIO, TICUATAIOTCS Yepe3 ABa MEKCTPOUHBIX MHTEPBAIA.

3. HazBanue BuJa TOKyYMEHTA IeYaTacTCs MPOMMCHBIMU OYKBaMHU.

4. Ecnu 3arosioBok K TekcTy nmpeBbimaer 150 3HakoB (5 CTPOK),
JIOMYCKAeTCsl MPOJJIeBaTh €ro J0 TPaHMIIBI MPaBoro moyia. Toduka B KOHIE
3aroJioBKa He CTaBUTCS.

5. PacumdpoBka mnoanucu B pekBusute «llogmuce» medaraercs
Ha YPOBHE MOCIIEAHEH CTPOKH HAaWMEHOBAHHS JIOJDKHOCTU C HCIOJIB30BAaHUEM
komOuHanuu kiaasuin Shift — Ctrl — IIpoden mexxay nuuimanamMu u haMuIHEH.

6. Cosmanue, QopMaThpoBaHWE W BBIBOJ Ha IIe4aTh JOKYMCHTOB
MPOU3BOIATCS Ha KOMIIBIOTEPAX C KCIOJIB30BAHMEM TEKCTOBOTO MPOIIEccopa
MS Word. Bueapenue »3ICKTPOHHBIX TaOJHIl, CO3JAaHHBIX B TaOJIMYHBIX
nporeccopax, B jgokymeHTel MS Word He nomyckaercs. [lomyckaercs, mpu
HEOOXOIMMOCTH, CO3/laHue, (popMaTUpOBaHHE W BHIBOJ Ha TMe4YaTh TaOJIHII
nocpeacTBoM TabauuHoro nporeccopa MS Excel.

7. Ilpu ¢opMaTtupoBaHUU JOKYMEHTOB O00S3aTE€IbHO HCIOJIb3YeTCs
BKJTFOUCHHAS] KHOTIKA 9TOOBI BUACTH HA KPAHE BCE CITY>KEOHBIE CUMBOJIHI.

8. Ilpu QopmaTupoBaHMM TEKCTa JTOKYMEHTOB HCIOJIb3yeTCS CTHIIb,
KOTOPBIN UMEET CIICTYIONTNE TTapaMeTPhI:

o Ilpudr TimesNewRomanCyr

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

e Uurepan nepen 0 myHKTOB
nocJie 0 myHKTOB

e  MeXCTpOUHBIM HHTEPBAI OJWHAPHBIN, TIOTYTOPHBIN

e [lepBas cTpoka orcTtyn Ha 1,25 cm

e BripaBHUBaHUE 0 MIUPUHE

9. Ilpu popmaTtupoBaHuu TaOIUIl HEOOXOAUMO COOJIIOAATH CIAEAYIOITUE
TpeOOBaHMUS:

TabnMila BCerja JOJDKHA HWMETh Ha3BaHHE, KOTOPOE BBIPAaBHUBAETCS
0 MIPaBOMY TOJIIO JOKYMEHTA,

Ta0IMIa BEIPABHUBACTCS TI0 IIEHTPY JIUCTA;

3aroJIOBKU CTOJIOIIOB M CTPOK BBHIPABHUBAIOTCS TI0 LIEHTPY SUCHUKH;

JTAaHHBIC B sIMEUKaX TaOIUITHI BRIPABHUBAIOTCS CBEPXY 10 JICBOMY Kparo;

IPOJI0JDKEHUE TaOIHIIBI HA HOBOM JIMCTE BCETJ]a HAYMHAETCS C 3aroJOBKOB
ee CToJOIoB (WM HOMEpOB rpad B ciydae, eciau rpadsl TaOIUIBI HA TIEPBOM
JIUCTE MPOHYMEPOBAHBI);

CTPOKH TAaOJUIIBI MEPEHOCSITCS HA HOBBIM JIUCT JOKYMEHTA UCKIIOYUTEIHHO
[ETUKOM;

IIUPUHA W BBICOTA TaONWIBI HE JO/DKHBI TPEBBINIATH Pa3Mepbl IOJCH
JIOKyMEHTA.

10. Pa3mepsI mosnei JOKyMeHTa T0JKHBI UMETh CIIEIYIOIINE TapaMeTPhI:

® BEpXHEe 2,0 cm

®  HIDKHEE 2,0 c™m

® JIEBOE 2,0 cM (Ha TOKyMEHTax CpOKOM xpaHeHus cBbiiie 10 jet
—3,0 cm)

® TMpaBoe 1,0 cm

Ot Kpast 10 KOJIOHTHUTYA:

®  BEpXHErO 1,25 cMm
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1,25 cm

11. ITpu NOATrOTOBKE TOKYMEHTOB UCIOIB3YIOT CICAYIOIINE PEKBU3UTHI:

repb cyonekta Poccutickoit deneparnyu;
HalMEHOBaHHUE U30UpaTEIbHON KOMUCCHH;
HaNMMEHOBAHHE JTOJKHOCTHOTO JIMLA;
CIIPaBOYHBIE CBEJCHUS 00 OpraHU3allNy;
HAaMEHOBAHUE BUA JOKYMEHTA;

JaTa JOKYMEHTA,

PETUCTPALMOHHBIA HOMEP JOKYMEHTA;

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

AaTy JOKYMCHTA,

12. PekBU3UTHI

ajpecar;

rpud yTBepKACHHUS JOKYMEHTA;
3aroJIOBOK K TEKCTY JOKYMEHTA;
yKa3aHus M0 UCIIOJIHEHUIO JOKYMEHTA;
OTMETKA O KOHTPOJIE;

TEKCT JOKYMEHTA,

OTMETKA O HAJIMYUH MTPUIIOKEHUS;
HOJITHUCH;

rpud coriacoBaHus TOKYMEHTA;
BU3AQ,

[e4aTsb;

OTMETKA 00 UCIIOJHUTEIIE;

UACHTU(PUKATOP DJIEKTPOHHOU KOMMH TOKYMEHTA.

(KpoMe TekcTa JIOKyMEHTa U ajpecaTra), COCTOSIIUE

N3 HCCKOJIbKHUX CTPOK, II€YaTarOT CO CIACAYIOIINMU IIapaMCTpaMU:

[IpudTt
Pa3zmep

Orctyn

TimesNewRomanCyr
14 nyHkTOB
cieBa OcMm

cripaBa 0cm
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HNurtepBan nepen 0 myHKTOB
nocJie 0 myHKTOB
MexcTpOouHbI HHTEPBAI OJIMHAPHBIN
OTtcTyn nepBoi CTPOKHU HET
BripaBHUBaHNE 0 LIEHTPY
. PekBH3UT «AapecaTy nedararoT co CIEAYIOIIMMU TapaMeTPaMH:
Mpudt TimesNewRomanCyr
Pasmep 14 nyHKTOB
Otctyn cieBa 12 cm
cripaBa 0cm
HNutepBan nepex 0 myHKTOB
rocie 0 myHKTOB
MeXCTpOUHBI UHTEPBAI OJVMHAPHBIN
OTcTyn 1epBoOM CTPOKH HET

BripaBHUBaHME

[0 JIEBOMY Kpaw WM LEHTPYyeTCs

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

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

MPUJIOKEHUS» HE YMEIIAIOTCS HAa OJHOM CTPOKE, TO Pa3pbiB CTPOKU B HYKHOM

MECTe TMPOU3BOJUTCA C TMOMOIIbIO cuMBOJia «Pa3pbiB cTpoku» (KOMOMHAIUS

knasu Shift — Enter), Hanpumep:

COI''TACOBAHO
[Ipencenarens komuTeTa
MMYILECTBEHHBIX OTHOLICHUM

Cankr-IletepOypra

A.H. BaHnoB

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

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

Ecan JOKYMCHT UMCCT IIPUJIOKCHHUC, TO OHO IICYATACTCA C HOBOM CTpaHUIIbI.

15. /Ins  BBIABIIEHHS M  UCHOpPAaBJICHUS BO3MOXHBIX OIIMOOK B
paBONUCaHUU B CHOPMHUPOBAHHBIX (QaillaXx PEKOMEHIYETCsl OCYIIECTBIATh
MPOBEPKY JTOKYMEHTOB, HCTIOIB3YSI CHCTEMBI TIPOBEPKH MPABOITHUCAHN.

16. Kaxnaplii TOKYMEHT CO BCEMH MPUJIOKCHHUSIMH K HEMY IMTOMEIIAI0T
B OTJEJbHBIN (ailsl (eciau mpuIokKEeHUs! CO3/IaHbl OJTHUM MpolieccopoM). BuyTpu
daiima caM JOKYMEHT M KaXIO€ TMPUIOKEHHE TOMEIIAI0T B OTICIbHBIC
paszensl.

17. Bce pekBU3UTHI JOKYMEHTA OTIEJSIOT APYT OT JIpyra OJHOM MyCTOMH
CTpOKO#l, oOpa3yemoil cumBoioMm aO3ama (9§ — knaBuma Enter). B Tekcrte
HE JIOJHKHO BCTpevaThesi OoJiee AByX CUMBOJIOB a03aria moapsij.

18. He nmomyckaercs mwmcaTh CJIOBa C Pa3psIKOW, BCTABISIS TMPOOEIHI
MeXIy OyKBaMHU B CJIOBAX, 3a MCKJIIOYEHUEM CJIOBA «PEUIUIa» B PEUICHUAX U
MPOTOKOJNAaX 3acelaHuii u30WparenbHOM  Komuccuu. He  gomyckaercs
UCIIOJB30BaHUE TpoOesioB Jyuisi oOpa3oBaHUsi a03allHOrO OTcTymna (KpacHOM
CTPOKH) WJIM MYCTBIX CTPOK. B TekcTe He JAOMKHO BCTpedaThbcsl MOAps OoJiee
OJIHOTO CUMBOJIa TipoOena. Pasznenenune nHuIMaIoB U GamMuianu, cuMmBosia Ne u
Yucia, TOPSIKOBOIO HOMEpA CTaThH, YaCTH, ITYHKTA WM TOAIYHKTA TIPABOBOTO
aKTa, 4KMclia Mecslla U Ha3BaHMS MecsIa, YMCia rojia U CJIOBa «Troj», JTHOOBIX
YUCJIOBBIX 3HAYCHWW W EIUHUI] W3MEPECHHS JeNaeTCsl C HCIOJIh30BaHUEM
HepasaenumMoro mpodena (coueranue kinasui Shift — Ctrl — ITpoGen).

19. He pomyckaercst BKJIIOYATh B TEKCT JIOKYMEHTa pa3ielUTEIbHBIC
JIMHUU, COCTABJICHHBIC U3 IIETIOYEK CUMBOJIOB (*, =, -, — ¥ JIp.).

20. He pmomyckaercss WMCIOJB30BAHME B PYCCKUX CJIOBAX CXOJHBIX TIO
HauepTaHuio JatuHckux OykB (A, a, B, C,c, E, e, H, K, M, O, 0, P, p, 1, X, X, y).

21. He nomyckaercss HCHOJIb30BaHME CHUMBOJA TaOymsauuu (—) s

oOpa3zoBaHus a03alHOTO OTCTyna (KPacHOW CTPOKM) WM MYCTBIX CTPOK.
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AO3anHblil OTCTYN ycTaHaBIMBaloT B MeHIO Dopmar/Ab3an wid ¢ MOMOUIBIO
BEPXHET0 JBU)XKA HA TOPU30HTAJIBHOM JIMHEMKE.

22. He pomyckaeTcsi HCHOJIB30BAHHME CHMBOJA «-» JUIsl 00O3HAYEHMSI
nepeHoca. BMecTto Hero ciemyer HCHOJIb30BaTh CHMBOJ MSTKOTO MEpeHoca
(xkomOuHarus kiaauir Ctrl — «-»).

23. Jlns HamMcaHus pUMCKUX HU(P JOKHBI MCTIONb30BAThCS 3arjiaBHbIC
oykBel matuHckoro andasuta (I, V, X, C, D, L, M). Mcnons3oBanue ajis 3Tou
LEJIH PYCCKUX OYKB U apaOCKUX IIU(P HE AOIyCKAECTCS.

24. Bmecto 6ykBbl «E» nomkHa ynorpebnarscsa O0yksa «E» (Kpome HMeH
COOCTBEHHBIX NPU HAIMYUH MOATBEPHKAAIOIINX TJOKYMEHTOB).

25. PexBusutsl «HanmeHoBaHue BHIa JTOKYMEHTa» JOJDKHBI OBIThH
BBIPOBHEHBI TI0 TIeHTPY. He momyckaercs MCHOIb30BaHUE CHUMBOJIA ab3ama Jjis
IpephIBaHUsI CTPOKU B MPOU3BOJBLHOM MECTE, JUISl 3TOTO CIEAYET MPUMEHSThH

CHUMBOJI pa3pbiBa CTPOKH (KoMOuHarus kiapuir Shift — Enter).



ITpunoxxenne Ne 5

K MHCTPYKIUH IO JETIONPOU3BOICTBY
B TEPPUTOPUAIIbHON N30HpaTEIbHON

xkomuccuu Ne 16

Cnucok PACCBIIKHA UCXOAAIINX JOKYMEHTOB

Ne HaumenoBaHnue oprana N N
IMosHbli MOYTOBBII agpec
n/n (opranuszaumu)
[Ipencenarens

TEpPUTOPHUAIBHON M30UpaTenbHOU kKomuccuu No 16

Hcnionmaurenp

«

»

20 T.




CornacoBanue IIPpOCKTA:

JIOJ>KHOCTB
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[Tpunoxenne Ne 6
K MHCTPYKLIUH I10 IEIONPOU3BOJICTBY
B TEPPUTOPUAIIBHON N30HpaTEIbHON
komuccuu Ne 16

HMHHNIHWAJIbI, (I)aMI/IJ'II/UI

(mata)

JIOJDKHOCTD

(mata)

JIOJ>KHOCTB

(mata)

Hcnomaurens:

JIOJDKHOCTB

(moamucsk)

HWHHUIIHUAJIbI, (1)aMI/IJ'II/I$I
(mmoamuce)

HMHUIIUAJIbI, ¢)aMI/IJII/I}I
(momucek)

HWHHUIIHUAJIbI, (I)aMI/IJ'II/ISI

(mata)

(moamuce)
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ITpunoxxenne Ne 7
K MHCTPYKLIUH I10 IEIONPOU3BOJICTBY
B TEPPUTOPUAIIBHON N30HpaTEIbHON
xomuccuu Ne 16

YTBEPXIAIO
[Ipencenarens TepputopuaibHoi kKomuccuu Nel6

WHHUIIUAIBI, q)aMI/IJ'II/ISI

(noonucs)

« » 20 I.

OT14eT 0 pasMelIleHUH pPelieHU TEPPUTOPHATBHON M30UPaTeIbHOI
Komuccum Ne
caiite www.tik___.spbik.spb.ru,
B pa3ieie «Jl0KyMeHTbI» H pacchlIKe 10 COOTBETCTBYIOIIUM aJpecaTaM

3acenanue Neo OT « » roja
Ne Ne pemienus Anpec pa3melieHus, ajjpecaT pacChUIKU Hata
n/m THUK pa3menieHus,
PacChUIKU
1
2
3

Hcnonuurens:
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[Tpunoxenue Ne 8
K HMHCTPYKLHUH IO JACIONPOU3BOICTBY
B TEPPUTOPHATBHONU M30MpPATETHLHOMN
komuccuu Ne 16

HNEPEYEHD

NOoAJICKAIIUX KOHTPOJJII0 JOKYMECHTOB C YKa3aHHEM CPOKOB HCIIOJIHCHHUSA

1. ®epnepanbHble KOHCTUTYLHOHHBIE 3aKOHBI, (helepalibHble 3aKOHbI
Poccurickon ®@enepanuu — COrIacHO yKa3aHHOMY B HUX CPOKY.

2.  VYkaswl IIpe3unenta Poccuiickoit deneparinu — COracHO yKa3aHHOMY
B HUX CPOKY.

3. Pacnopsokenust Ilpesupenta Poccmiickoit denepanmu — corjacHo
YKa3aHHOMY B HUX CPOKY.

4. TlocranoBnenus, pacnopspkenuss  I[IpaBurensctBa  Poccuiickoit
denepanyiy — COTJIACHO YKa3aHHOMY B HUX CPOKY.

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

6. IlocranoBnenust 3akoHonarenbHoro Cobpanust Cankt-IlerepOypra —
COIJIACHO YKAa3aHHOMY B HUX CPOKY.

7. TlocranoBnenusi IlpaButennctBa Cankrt-IlerepOypra — cormacHo
YKa3aHHOMY B HUX CPOKY.

8.  Pacnopsbkenuss ['yOepnatopa Cankr-IlerepOypra —  COIJIaCHO
YKa3aHHOMY B HHX CPOKY.

9. TIlapnamentckue 3ampockl CoBera Denepannu DegepabHOTO
CoOpanust Poccuiickoit ®enepanun, ['ocymapcrBennor Jlymbr denepaibHOTO
CoOpanus Poccuiickoit denepanni — He MO3AHEE YeM 4depe3 15 KajneHaapHBIX
JIHEW CO JIHS MOJIyYEHMSI MapJIaMEHTCKOTO 3ampoca WM B MHOW YCTAHOBJICHHBIN
cooTBeTcTBYIOMIEH manatoi denepansHoro CoOpanusi Poccuiickoit denepanmn

CpOK.
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10. 3ampocer unenoB Cosera @enepaunu DenepanpHoro Cobpanus
Poccutickon ®enepaunu, nenyratoB [ocymapctBenHon Jlymbl DenepanbHOTO
CoOpanusa Poccuiickoit denepannn — He mo3aHee yeM udepe3 30 kaneHAapHBIX
JTHEW CO JTHS €r0 MOJyYEHHUs WM B HTHOM COTJIACOBAHHBIM C MHHUIIMATOPOM 3arpoca
CPOK.

11. Oo6pamenus uineHoB CoBera Denepanuu DenepanpbHoro ColOpaHus
Poccuiickon ®enepannu, nenyratoB [ocymapctBenHon Jlymbl DenepanbHOTO
CoOpanust  Poccuiickoit ®@enepanii 1O BOMpOcaM, CBSI3aHHBIM € HX
NeATEIbHOCThIO, — Oe30TjiaraTeNibHO (2 MpU  HEOOXOAMMOCTH MOIMYYEHUS
JIOTIOJTHUTENIBHBIX MAaTepHaloB — HE Mo3AgHee dyem yepe3 30 KaJleHIapHBIX THEU
CO JTHSI TIOJTyYeHUS] OOpaICHUS).

12. OGpamieHus JenmyTaToB 3aK0HOIATEIHLHOTO CoOpanus
Cankr-IletepOypra — B CpPOK, YCTAaHOBJICHHBIM 3aKOHOAATEIHCTBOM
Cankr-IletepOypra.

13. Tlucema u3 Angmunuctpanun llpesunenta Poccuiickoit ®exeparum,
[IpaButennsctBa Poccuiickoit ®enepaunn, Konctutynnonnoro Cyna Poccuiickoi
Oenepaunu, BepxoBHoro Cyna Poccuiickonn @enepauuu, ['eHepanbHOU
npokypatypbl Poccuiickoit ®deneparnuu, anmunuctpanuu ['yoepnaropa CaHKT-
[lerepbypra — B COOTBETCTBMU C YKa3aHHSIMHU IO HCIIOJHEHHUIO JOKyMEHTA
npejaceaaTesnss TePPUTOPUATBLHON KOMHUCCHHU, €CJIM B HUX HE yKa3aH CPOK, — HE
no3ziHee yeM uepe3 30 KaJleH1apHbIX THEH.

14. Tlporect npokypopa — He mo3aHee yem uepe3 10 kajieHaapHbIX JHEH.

15. TIlpexacraBiaeHue mpoKypopa — He no3aHee yeMm yepes 30 KajieHaapHbIX
JTHEM.

16. OOpamenust TpaxaaH IO BOMpOcaM BBIOOPOB U pedepeHAyMOB —
10 30 KajIeHIapHBIX THEH, a TOCTYIUBIINE B TIEPUO N30UPATEILHON KaMIIaHUU —
B cooTBeTcTBUH ¢ DenepanbHbiM  3aKOHOM «OO OCHOBHBIX TapaHTUSX
M30UpaTeNIbHBIX MPaB M MpaBa Ha ydacTtue B pedepenayme rpaxiaan Poccuiickoi

denepanumny.
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17. Tlepecbuika oOpamieHHH TpaKIaH, COAEPIKAIIMX BOIMPOCHI, PELICHUE
KOTOPBIX HE OTHOCUTCS K KOMIETCHIUH TEPPUTOPUAIBHON KOMHCCHUH,
OCYIIECTBISIETCS B TCUCHUE CEMU KaJICHAAPHBIX JTHEH.

18. OOpamenust cpeACTB MaccoBOW uH(pOpMANMM MO  BOMpPOCaM
NPEIOCTaBICHUST MH(POPMAIIMK — CEMb KaJeHIapHbIX nHei. Ecimm TpeOyembie
CBEJICHUS HE MOTYT OBITh NPEIOCTABICHBI B yKa3aHHBIM CPOK, TO JOITYyCKAaeTCs
OTCpOYKAa B TMPEIOCTABICHUH 3alpalinBaeMoil WH(POPMAIUU C BpPYYCHHUEM B
TPEXIHEBHBIA CPOK CO JHS TOJydYeHHUs NHCBMEHHOTO 3ampoca uHbopmammu
yBEIOMJICHHSI 00 OTCPOYKE MPEJICTABUTEIIO PEAAKIIMU, B KOTOPOM YKa3bIBAKOTCS
NpUYMHA OTCPOYKH, JlaTa, K KOTOpOH OyaeT mpeocTaBiieHa 3alpaninBacMast
uHpOpMalUs, IODKHOCTHOE IUI0, YCTAaHOBMBIIEE OTCPOYKY, JaTa NPUHITHS
penieHust 00 OTCPOUKe.

19. 3anpoc rocynapcTBEeHHOTO OpraHa, OpraHa MECTHOTO CaMOYTIPaBJICHUS
WIA JOJDKHOCTHOTO JIMIIA, PacCMAaTPHUBAIOIIErO OOpalleHne TIpakIaHHHA,
JOKYMEHTBI W MaTepuajbl, HEOOXOAMMBIC JIi PACCMOTPEHHUs oOpalieHus,
NpPEJOCTABIAIOTCS B TeueHWe 15 pJHel, 3a HCKIIOYEHHEM JOKYMEHTOB U
MaTEepHAIIOB, B KOTOPBIX COACPIKATCS CBEICHUS, COCTABIISIONINE TOCYIaPCTBEHHYIO
WIH  WHYI0 OXpaHIeMYIO (QeJepalbHBIM 3aKOHOM TalHy, M JJIs KOTOPBIX

YCTaHOBJIEH O0COOBIN TOPSAIOK MPETOCTABICHUS.
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[Tpunoxenne Ne 9

K HMHCTPYKLHUU MO JeIIONPON3BOACTBY

komuccuu Ne 16

B TEPPUTOPUAITBHON N30MpaTETbHON

YTBEPXJIAIO

[Ipencenarens TeppUTOpUATIEHON
n3buparenbHOM Komuccuu Ne 16

pacmgpoBKa ITOIIMTUCH

IIOAITHUCH
20 T
HOMEHKJIATYPA JAEJI
TepPPUTOPHAIBbHOI H30upaTeabHON KomMuccuu Ne 16 na 20 roa
Mrueke Kon-Bo Cpoxk xpaHeHus jena
e[JlIa 3aronoBoxk siena nen (TOMOB, (ToMma, yacTH) [Tpumeuanve
a (Toma, wacTn) vacreif) 1 Ne crareil 1o TiepeyHio
1 2 3 4 5
HaszBanue paznena
HanmeHnoBanue JOKHOCTH COCTaBUTENSA [Tonnuce Pacumdposka
HOMEHKJIATYPbI MIOJIINCHU
Mara
COI'JTACOBAHO COT'JIACOBAHO
Cekperapp Cankrt-IlerepOyprckoit

[Ipotokon DK

oT

No

H36HpaTeJ'IBHOfI KOMUCCHHU

ITonmuce

pacmugpoBKa HOAIICH
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[Tponomxenue npunoxenus Ne 9

Hrtorosas 3anuce 0 KaTeropusix U KOJUYECTBE JIEJI, 3aBEJICHHBIX B roay B
TEPPUTOPUATBHON U30UpaTEIbHON KOMUCCUU Ne

B ToMm umucie

ITo cpokam xpaHeHus Bcero HepeXOAIIIX C OTMETKOM
«OIK»
1 2 3 4
[TocrossaHOTO

Bpemennoro (cBoimie 10 ser)

Bpemennoro (70 10 et BKIIOUYUTENBHO)

HUTOI'O:

HaunmeHnoBanue qOJKHOCTH COCTaBUTENSA [Moanuce PacmmugpoBka
HOMEHKJIaTypbl MOAIUCH

[ara
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[punoxenne Ne 10
K MHCTPYKLUH I10 IEIONPOU3BOJICTBY
B TEPPUTOPUAITBHON N30MpaTETbHON
komuccuu Ne 16

TeppuropuanbHas komuccust Ne 16 YTBEPXIAIO
[Ipencenarens
OIACB N TeppuTOopuaIbHOil komuccuu Ne 16
JIeJ TIOCTOSTHHOTO XPaHEHUSI
3a rox Ioanuce PacmmdpoBka nmoanucu
Jara
No Wnnekc Kpaitnue | Kon-Bo
3aroyioBOK Jiea [Ipumeuanue
/11 nena JIaThI JIUCTOB
1 2 3 4 5 6

B nannbIN pazaen onvucu BHECEHO

(yughpamu u nponucwio)

¢ No o Ne , B TOM YHCJIE:
JTUTEPHBIC HOMEPA:

MPOIYIIEHHbIE HOMEpA!

HanmeHoBaHue JOIKHOCTH COCTABUTEINS IToxamce PacimmdpoBka noamnucu

OITMCHU

JlaTa

COI''TACOBAHO
ITpoToxon DK

OoT

YTBEPXIEHO
IIporokou LleHTpanbHON YKCIIEPTHO-
MIPOBEPOYHON METOANYECKON KOMUCCHH
ApxuHoro komurera Cankt-IletepOypra

oT Ne




Tepputopuanbaas komuccus Ne 16

OITUCD Ne
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nen BpemerHoro (10 et u 6osee) XxpaHeHUS

[Ipunoxenne Ne 11

K HMHCTPYKIUH IO JCTONPOU3BOJICTBY
B TEPPUTOPUAITBHON N30MpaTETEHON

komuccuu Ne 16

YTBEPXIAIO

[Ipencenarens
TeppuTOopuaIbHO Komuccuu Ne 16

3a roja [oxmucek Pacmmudposka nmoamnucu
[ara
Ne WNunexc Kpaitnue | Kou-Bo Cpok
3aroJioBOK Jiea [Ipumeuanue

n/m nena JIaThI JIUCTOB XpaHEHUs

1 2 3 4 5 6 7
B naunbIN pazaen onvucu BHECEHO

(yughpamu u nponucwio)

¢ Ne mo Ne , B TOM YHCJIE:
JIMTEPHBIE HOMEpA:
MPONYILIEHHBIE HOMEPA!
HanmeHoBaHue JOKHOCTA COCTABUTEIS [Toanuck Pacimmdposka moanucu

OITMCHU

JlaTa

COI'NTACOBAHO
IIporokon OK

oT Ne

COI'NTACOBAHO
Cekperaps Cankr-IlerepOyprekoit
n30MpaTeNbHON KOMUCCHH

®.1.0.




Teppuropuanbras komuccus Ne 16

OIIUCD Ne

JCJI 110 JIMYHOMY COCTaBy
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[punoxenne Ne 12
K MHCTPYKLUH I10 JEJIONPOU3BOICTBY
B TEPPUTOPUAITBHON N30MpaTETbHON
komuccuu Ne 16

YTBEPXIAIO

[Ipencenarenp
TeppuTOpUaNbHON Komuccuu Ne 16

3a roxa Tloamuce PacmmdpoBka noammcu
JlaTa
Ne Nunexe Kpaitnne | Kon-Bo Cpok
3aroyioBOK Jiea [Ipumeuanue
/11 nena JIAThI JIUCTOB XpaHEHUS
1 2 3 4 5 6 7

B nansbIN pazaen onvucu BHECEHO

(yughpamu u nponucwvio)

¢ Ne mo Ne , B TOM 4HCJIE:
JUTEPHBIE HOMEPA:
IIPOIYLIEHHBIE HOMEpA!
HanmenoBanue 10IKHOCTH COCTaBUTENS [Toanuce PacimdpoBka noanucu
OIUCH
Jara
COI''TACOBAHO COI''TACOBAHO
ITporoxon DK IIporokou LleHTpanbHON SKCIIEPTHO-

oT Ne

MIPOBEPOYHON METOANYECKON KOMUCCHH
Apxusraoro komuteTa Cankr-IlerepOypra

oT Ne
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TeppuropuanbHas komuccus Ne
AKT

Ne

(mecmo cocmagnenus)

O BbIIEJIEHUH K YHAUYTOKCHUIO JOKYMCHTOB,
HE IOMJICKAIUX XPAHCHUIO

Ha

OCHOBaHHH

[Tepeuns

THUITIOBBIX

[Tpunoxxenue Ne 13

K MHCTPYKLHUH IO JACTONPOU3BOICTBY
B TEPPUTOPHATBHON M30MpPATEIHLHOMN

komuccuu Ne 16

YTBEPXIAIO

[Ipencenarens

TeppuTOpUaIbHON KoMuccuu Ne 16

MHOJITHCH

Jlata

YIIPABJIICHYCCKUX

Pacmmdposka

MOJITUCH

APXHBHBIX

JAOKYMCHTOB,

oOpa3yromuxcsi B IpoLecce AESITEIbHOCTH TOCYJAapCTBEHHBIX OPraHOB, OPraHOB MECTHOTO
C yKa3aHHEM CpPOKOB XpaHEHUS M HOMEHKIATYphbl el

CaMOYIIpaBJICHUS U OpraHHSaHHﬁ,

TEPPUTOPUATBHON H30UpaTeNbHOM KoMuccuu No OTOOpaHbl K YHHYTOXEHUIO KaK HE
MMEIOLIME HAYYHO-UCTOPHUYECKOM LEHHOCTH W yTpPaTHBIIME IPAKTUYECKOE 3HAUYEHUE
JIOKYMEHTBI.
3aroyIoBOK zena WNupekce nena no
N . Cpoku XxpaHeHHUs
Ne WJIY TPYIIIOBOM Kpaiinue HOMEHKJIAType Kon-BO . | Ilpume-
Y HOMEpA CTaTen
n/n 3aroJIOBOK JaThI UJIM HOMED Jea el. Xp. yaHue
I10 TIEPEYHIO
JIOKYMEHTOB I10 OIIHCH
1 2 3 4 5 6 7
Hroro: el. Xp. 3a TOJIbI

(yughpamu u nponucwsio)

Omnucu ACI IOCTOSAHHOI'O XpaHCHUA 3a

coriacoBansl ¢ DK

(IPOTOKOJ OT

« »

I. Ne

TOJbl YTBEPKICHBI, IO TMYHOMY COCTaBY
Cankr-IlerepOyprckoit n30uparenbHON KOMUCCUU

(HaumeHnosanUe OOIAHCHOCTIU TUYA, NPOBOOUBULE20 IKCNEPMUSY YEHHOCTU OOKYMEHMO8)

Jara

(noonucv)

(unuyuansl, pamunus)




89

[Iponomxkenue npunoxenns Ne 13

COI'JTACOBAHO COI''TACOBAHO
[IpoTokon DK Cexkpetapp Cankr-IlerepOyprekoit
n30UpaTenbHO KOMUCCUU
or No ©.1.0.
JIOKyMEHTBI B KOJINYECTBE 7ieJl, TOMOB

BECOM KI' CIaHbl B

Ha nepepaboTKy MO MPUEMOCAATOYHON HAKIIATHOW OT

HanmeHoBaHKe JOKHOCTH JINIIA,
CHABIIETO JOKYMEHTBI

JlaTa Tloonuce

N3menenus B ydeTHbIC JOKYMEHThI BHECEHBI
HanmeHoBaHue JOIKHOCTH JUIIA ,
BHECILIETO U3MEHEHHUS B YUETHbBIE

JIOKYMEHTBI

Mara Hoonuce

(HaumeHo8anUe Opeanu3ayu)

Ne

(Oama)

Pacwughposka noonucu

Pacwugposra noonucu
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[Ipunoxenne Ne 14
K MHCTPYKLUH I10 IEIONPOU3BOJICTBY
B TEPPUTOPUAITBHON N30MpaTETbHON
komuccuu Ne 16

TepputopuanbHas n3duparenbHast KoMuccus Ne

YTBEPXIAIO
AKT [Ipencenarens
20 r. Ne TEPPUTOPUATBHON H30UpaTEIbHON

komuccuu Ne 16

MecCTO COCTaBJICHUS

TTO/IHCh pacippoBKa MOAMHCH
0o YHUYITOKCHUHU JOKYMECHTOB
C OrpaHH4Y€HHBIM CPOKOM ara
XpaHeHust
(JIMH, 1 rox, 3 roxaa, 5 net)
Ha ocHoBanun HepellH}I THUIIOBBIX  YIIPABJICHYCCKUX APXUBHBIX HOKYMCHTOB,

00pa3ylonMXcsi B IIPOLIECCE JEATEIbHOCTH TOCYIapCTBEHHBIX OPraHOB, OPIaHOB MECTHOIO
CaMOYIPABJIEHUS M OpraHM3alMi, C yKa3aHUEM CPOKOB XPaHEHUS M HOMEHKJIATYpbI el
TEPPUTOPUATBHON H30MpaTenbHON Komuccud Ne  OTOOpaHBl K YHHYTOXKEHUIO KakK He
UMEIOLIME HAYYHO-UCTOPHUYECKOM LEHHOCTU U yTpPaTHBIIME IPAKTUYECKOE 3HAUYEHUE
JIOKYMEHTBI.

3aronoBok jena Wnpekc nena mo -
IR rpynr{(leofx'I Kpaiinue Hoi[/leHKiaType Ie(on >0 Cpoxit xp aHeHHA [Mpume-
A. Xp. M HOMepa crarteit
n/m 3aroJIOBOK JIaThl WJIN HOMED JIena YaHue
JIOKYMEHTOB 110 OTIHCH (ymcroB) 110 HIEpEHHIO
2 3 4 5 6 7
Htoro en.xp. (JiucToB) 3a roj
(1),
(umpamu, IPOITUCHIO)
Becom KI" C1aHbI B Ha
(HaMMEeHOBaHME OpraHU3aLNH)

nepepadoTKy MO MPUEMO-CIATOYHOW HAKIaHOU OT No

(MM YHUYTOXKEHBI TyTeM U3MeJIbueHUs (IIpeAUpOBaHUs) Ha CIIEIMATIM3UPOBAHHOM

o0opynoBaHuu 06€3 BO3MOXKHOCTH BOCCTAHOBJICHHS ).
Jara BpeEMA
COI''TACOBAHO COI''TACOBAHO
ITporoxon DK Cexkpertapp Cankr-IletepOyprekoit
or No n30uparenbHON KOMUCCUU

©.N.0.
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[Ipunoxenne Ne 15
K MHCTPYKLUH I10 JeJIONPOU3BOJICTBY
B TEPPUTOPUAITBHON N30MpaTETEHON
komuccuu Ne 16

BHYTPEHHSA OIIUCH

AOKYMEHTOB JI¢JIa Ne

Ne NHunekc Hara Howmepa
3aroyIoBOK I0KyMEHTA [Ipumeuanue
n/n | JOKYMEHTa | JOKYMEHTa JMCTOB JIeIa
1 2 3 4 5 6
Hroro: HOKYMCHTOB
(tmdpamu ¥ IPOTTUCHIO)
KonnyecTBo TMCTOB BHYTPEHHEN ONKUCHU
(mpaMu ¥ IPOIHCHIO)
HaumeHnoBanue JOJDKHOCTH JIMIIA, e
IToanuce Pacmm¢poBka noammcu

COCTAaBUBIICTO BHYTPCHHIOIO OIMNCH

AOKYMCHTOB JCJIa

Jara
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[Tpunoxxenue Ne 16
K HMHCTPYKLHUH IO JACTONPOU3BOICTBY
B TEPPUTOPHATBHONU M30MpPATETHLHOMN
komuccuu Ne 16

JIMCT-3ABEPUTEJIb JJEJIA Ne

B neno nmoammTo 1 mpoHyMepOBaHO JUCTOB(Q),
(mmpaMu 1 IPOIHCHIO)

B TOM YHCJIC:

JIMTCPHBIC HOMECpPA JINCTOB

MPOITYIIICHHBIE HOMEPA JINCTOB

+ JIUCTOB BHYTpCHHCI‘/'I OIINCH

Oco6eHHOCTH (PU3NYECKOTO COCTOSTHUS U Homepa
dbopMupoBaHHsI J1ena JUCTOB
1 2

HanmeHnoBaHue J0IKHOCTH

IMoxmmce Pacudposka nognucu

Hara
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[Ipunoxenne Ne 17
K MHCTPYKLUH I10 JEJIONPOU3BOICTBY
B TEPPUTOPUAIBHON N30MpaTETbHON
komuccuu Ne 16

TEPPUTOPUAJIBHAS U3BUPATEJIbHAA KOMUCCHUSA Ne 16
CAHKT- IIETEPBYPT

JEJIO Ne

(3a2011080K Oena, mom denaq)

(kpatinue oamol)

Ha JIACT
D. Ne
Omn. Ne
A Ne

XpaHUTH
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[Tpunoxenne Ne 18
K MHCTPYKLUH I10 JIJIONPOU3BOJCTBY
B TEPPUTOPUAIBHON N30MpaTETbHON
komuccun Ne 16

YTBEPX/JIAIO YTBEPXKIAIO
[Ipencenarenn [Ipencenarenb
TEPPUTOPUATIBHOU Cankr-IlerepOyprekoit
n3bupareapbHoi Komuccuu Nel6 n30UpaTeTbHOM KOMUCCUHI
IOAIIUCH paCIIII/I(l)pOBKa IOAIIMCH IIOAIINCH paCIlII/I(l)pOBKa IIoAIINCHU
JHara IIeuaTs Jara ITeuaTn
AKT Ne

npueMa-nepeaaun
APXUBHBIX /IOKYMEHTOB Ha

XpaHeHue
(ocHosanue nepedauu)
(nazsanue nepedasaemozo gponoa)
TeppuropuaabHas usdupareabHas KOMHUCCHS Ne 16 B nue
crana, a
Jl0KHOCTD, (hamMwITHs, HHUTTHATIBI
Cankr-IlerepOyprekas n3ouparebHas KOMHUCCHSA B Iue
Jlo/mKHOCTD, haMUITKst, HHUAIHAIIBI
NPUHsIA JOKYMEHTBI Ha3BaHHOTO ()OHJIa U CIIPAaBOYHOT'O MaTepHuaia K HUM:
Ne n/n HasBanue, Homep onucu KomnuectBo KommuectBo | IIpumeuanue
JK3EMILISPOB el. Xp.
OIUCH
1 2 3 4 5
Hrtoro npunsATO en.Xp.
[Iepenauy nponssenu:
JIOJKHOCTB IToanuce Pacmm¢poBka  J{omKHOCTD [onmucy  Pacmmdposka
Hara Jara
®oHay npucBoeH Ne
W3meHenus B yueTHbIE JOKYMEHTBI BHECEHBI
JoJKHOCTB IToamnuce PacmmgpoBka

Hara



(I)opMa PETrUCTPANUOHHOIO KYPHaJa BXOAAINUX TOKYMEHTOB
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[Tpunoxxenue Ne 19

K HMHCTPYKLHUH IO JACIONPOU3BOICTBY
B TEPPUTOPHATBHON M30MpPATETHLHOMN
komuccuu Ne 16

Hata Perucrtpa | Koppecn | Homep u | Comepx | Pezomo | Ucnon | Cpok | Otmer | Hom

MOJIy4e | IMOHHBIM | OHJIEHT | Jara aHue s HUTENb | UCTIONT | Ka 00 | ep

HUS HOMED JIOKYMEHT HEHUs | UCHoJa | Jena

a HEHUU
(I)opMa PETrHCTPAINMOHHOIO KYPHaAJa HCXOAAIIUX NTOKYMEHTOB

[ara Peructpanmonnsiit | Aapecar | Kpatkoe Kto Hcnonuurens | Homep nena

OTMPABJICHUS | HOMEP COJIEpXKaHUe | MOJIUCAT C  Komuewu

JIOKYMEHTA JIOKYMEHTa | JIOKYMEHT HCXOJISIIETO
JIOKyMEHTA




