TeppuropuajabHas nzdupareabHass komuccus Ne 20

PEIHIEHUE

26 nexadops 2018 roxa Ne 16-1

Cankr-IletepOypr

OO0 yrBep:xaennn TuUnoBoi HHCTPYKIUH 10 Ae10NPOU3BOICTBY
B TeppuropunanbHoii u3duparteabHoil komuccumn Ne 20

B coorBerctBun ¢ ®enepanbHbiMu 3akoHaMU «OO0 OCHOBHBIX TapaHTHSX
n30upaTenbHbIX MpaB W IpaBa Ha ydacThe B pedepeHayme rpaxnan Poccuiickoi
Oenepaunny, «OO0 apxuBHoM nene B Poccuiickoit ®Deneparun», «O mopsiake
paccMoTpeHusi  oOpamieHuid  rpaxkngaH — Poccuiickoit  ®denmepanum»,  3aKOHOB
Cankrt-Ilerepbypra, IlpaBun  genompousBojacTBa B (enepalbHBIX  OpraHax
UCIIOJIHUTENBHOM  BJIACTH,  YTBEPXKIEHHBIX  IOocTaHoBieHHEM  [IpaBuTenncTBa
Poccuiickoit ®emeparmun ot 15.06.2009 Ne 477, ¢ yderom MeToanmuecKkux
pEKOMEHIANM 10 pa3pabOTKe MHCTPYKIMI MO JENONPOU3BOACTBY B (eaepaibHbIX
OpraHax MCIIOJHUTEIBHOM BJACTH, YTBEPXKACHHBIX npukazoM DenepanibHOTO
apxuBHoro arenrctsa ot 23.12.2009 Ne 76, mocTaHOBIEHUH M WHBIX HOPMATHUBHBIX
aktoB [IUK Poccun, Cankrt-IlerepOyprckoii n30upareabHO KOMUCCHH, PETIaMeHTa
Teppuropuansaoii komuccuu Ne 20:

1. VrtBepauts Tunosyro MHCTPYKIIUIO o JIETIONPOU3BOJICTBY
B TeppuropuanbHoii u3duparenbHoil kKomuccuu Ne 20  corylacHO —MPHIIOKEHHIO
K HACTOSLLEMY PEILLCHUIO.

2. Ilpmznare yrpatuBmieli cwiny WHCTpyKIMIO 1O  J€IONPOU3BOJICTBY
B TepputopuanbHoil u3bupaTenbHOM KoMuccuu Ne 20», yTBEp)KIEHHYIO pPELICHHEM
TepputopuansHoii uzbuparenbuoit komuccuu Ne 20 ot 30 nmexabpst 2013 1. Ne 37-2
«O0 MWHCTpyKIMHM 1O J€JONPOU3BOACTBY B TeppuUTOpUaNbHON M30HMpaTeNbHON

komuccuu Ne 20».



3. OmnybnukoBaTh HACTOfAIIEE pelIeHHEe Ha caiTe TeppUTOpHUaTbHON
n3zbuparenpHoil komuccun Ne 20 B MH(pOpPMaMOHHO-TEIEKOMMYHUKALIMOHHON CceTH
HNurtepHer.

4. KoHTpoJIb 32 MCHOJIHEHUEM HACTOSILEr0 PELICHHs BO3JIOKUTh Ha IpeacenaTess

TeppuropuansHOi n30MpaTenpHoi koMmuccuu Ne 20 A.I'. iBaHOBY.

IIpencenarens TeppuUTOPHAILHOIM
H30MpaTeJbHOH KOMUCCHHU A.I'. UBanoBa

Cekperapb TeppUTOPHATILHOM
U30MpaTeJbHOH KOMUCCHU E.H. Banronen



IIpunoxenue
K PEILICHUIO TEPPUTOPUATBEHON
n3buparenpHOM Komuccuu Ne 20
or 26.12.2018 roma Ne 16-1

TUIIOBAA UHCTPYKLMUS 110 AEJIOITPOU3BOACTBY
B TEPPUTOPUAJILHON U3EUPATEJIBHON KOMUCCHUHA
B CAHKT-IIETEPBYPTE

1. Oo0umue noJioKeHus

1.1. Uuctpykuus 1o  JENONpOM3BOACTBY B TeppuropuaibHOU
u3oupatenbHoi komuccuu Ne20 (manee — MHCTpyYKIIUS) yCTaHABIUBAET MOPSIOK
paboThl C JOKYMEHTAMH, OCHOBHBIC IIpaBUJia UX MOJTOTOBKU U O(DOPMIICHHUS B
TeppuropuanbHoi uzduparensHoit komuccun Ne20 (manee — TeppuTopuanbHas
KOMUCCHSA).

[Topsimoxk pabOTBl € DBJIEKTPOHHBIMH JOKYMEHTAMH, JIOKYMEHTaMU IO
BEICHUIO  KaJpOBOrO  JIEJIONPOU3BOJACTBA  OMNPEAENISAETCA  OTACIbHBIMHU
UHCTPYKIUSIMU.

WUuctpykiust  pazpaboraHa Ha ocHoBaHuUM DejiepalibHbIX  3aKOHOB
«O0 OCHOBHBIX TapaHTUSX U30MpaATENbHBIX TpaB U TMpaBa Ha ydyacTue B
pedbepennyme rpaxaan Poccuiickoir ®denepaunn», «OO0 apxXuBHOM jejie B
Poccuiickoit @eneparun», «O MOpsAIKEe pacCMOTPEHUs OOpAIlCeHW TpaKIaH
Poccutickon denepanumy, 3aKOHOB Canxkr-IletepOypra, ITpaBun
JIEJIONPOU3BOJCTBA B  (pefiepaibHBIX OpraHax HWCIOJHUTEILHOM  BJIACTH,
YTBEPXKJCHHBIX TOocTaHoBieHUEM I[IpaButensctBa Poccuiickonn dDenepanuu
ot 15 ntons 2009 roga Ne 477, ¢ yuetom MeToAMYECKUX PEKOMEHAALMN IO
pa3pab0OTKe WHCTPYKIMI TIO JEJTOMpPOU3BOJICTBY B (eaepalibHbIX OpraHax
WCIIOJTHUTEILHON BIIACTH, YTBEPKACHHBIX MpUKazoM PDenepanibHOTr0 apXWBHOTO
areHTtctBa oT 23 mekabps 2009 roma No 76, NOCTaHOBIEHUW W HHBIX
HopmatuBHBIX akToB [[MK Poccumu, Canxr-IlerepOyprckoit m3zOupaTenbHON
KOMHCCHUH, periiaMmeHTa TeppuTOpUaIbHOM KOMHUCCHHM, C HCIOJIb30BaHUEM

I'OCTa
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P 7.0.8-2013 «CUBUJI. Jlenonpou3BOACTBO W apXWMBHOE JAen0. TepMHHBI U
onpenenenusi», [OCTa P 7.0.97-2016 «CUBU/I. YHudbuuupoBaHHble CUCTEMbI
nokyMeHTauu. Opranu3alMOHHO-PaCIOPSANTEIbHAS TOKYMEHTALIHS.

PabGota ¢ mokymeHTaMu, cojepKalluMU WH(GOPMALUIO OTPAaHUYEHHOTO
pacnpocTpaHEHHusl, OCYIIECTBISETCS B COOTBETCTBUU C TIOCTAHOBJIEHUEM
[TpaButensctBa Poccuiickoit @eneparuu ot 3 HosOps 1994 roma Ne 1233
«O0 ytBepxaeHun [lomoxeHuss o mopsake oOpalleHus Cco CIy:KeOHOH
uHbopMaIMell OrpaHWYCHHOTO paclpoCTpaHeHUus B QeAepalabHbIX OpraHax
UCTIOJTHUTENIbHOM BJIACTH, YIOJIHOMOYEHHOM oprase yIpaBICHUS
UCIIOJIb30BAaHUEM ATOMHOM SHEpPrud U  YINOJIHOMOYEHHOM OpraHe 1o
KOCMHUYECKOU JEeSATENbHOCTH», 3a HCKIIOYEHHEM JOKYMEHTOB, COJEP)KaIuX
cBeeHUs 00 wu30MparensX, y4acTHHKaX pedepeHayma, oOpallaroluxcs B
paMkax (PYHKIIMOHHpPOBaHUS [ OCYTapCTBEHHON CUCTEMBI pEerHUCTpaluu (ydera)
nu3bupareneu, yaactHukoB pedepenayma B Poccuiickoii denepanuu.

1.2. llpaBuna odopmiieHHs] JOKYMEHTOB U TMOPSJOK pabOThl C HUMH,
IpeaycCMOTpEeHHbIE Hactosiuiell MHcTpykiueid, oO0s3aTenbHbl JUIsl  YIEHOB
TepputopraqbHOM KOMHUCCHM W TOCYJApPCTBEHHBIX TPAXKIAHCKHX CITY>KaIIX
anmnapata TeppuTOpUaNbHONM KOMHUCCUU (fajiee — TpakJaHCKUE CIyKallue), a
TaKKe JIUI, TPUBJIEKAEMBIX IO TPaXKTAHCKO-TIPABOBBIM JIOTOBOPAM.

1.3. PaGoTHUKM, TOCTYNMBIIME HAa TOCYJAPCTBEHHYIO T'PaKIaHCKYIO
ciy:k0y B ammapar TeppuTopuanbHOH KOMHCCHH, TOJDKHBI OBITh 03HAKOMIICHBI
IO/, MOJIKCH C TEKCTOM HacTosmen MucTpykunm.

1.4. Benenue JEJI0NPON3BOACTBA TepputopuasibHO KOMMCCHUU
OCYIIIECTBISIET TMpeacenaTeNib TeppuTopraaIbHOM KOMUCCUU WU TPaKIAHCKUIN
CIy)Kaluy amnmapara TeppuTopHaibHOM KOMHMCCHUM B COOTBETCTBUM CO CBOUM
JOJKHOCTHBIM PETJIaMEHTOM.

1.5.B cnydae yxoma B OTHYCK, Bbi€3la B KOMAaHJIMPOBKY, OOJIE3HH,
YBOJBHEHUS! HCIOJHUTENS JIOKYMEHTOB Tpeaceaareib |epputropuaibHON
KOMHUCCHHM JlaeT yKa3aHWe TMepenaTh HEUCIOTHEHHBIE IOKYMEHTBI JPYroMy

HUCITIOJTHUTCIIIO.
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1.6. lenonpou3BoactBo B TeppUTOpHambHO KOMUCCHUU OCYIIECTBISETCS
C  HWCHOJIb30BAHMEM  MPOrpaMMHOrO  m3aenus  «Jleno»  moacucTeMbl
ABTOMATHU3aLUU aIMUHUCTPATUBHOU NEATEIIbHOCTU l'ocynapcTtBenHOM
aBTOMATU3UPOBAaHHOU cucTembl Poccuiickoit denepanuu «BeiOopsl», BXOasIIEH
B COCTaB CIEIMaIbHOrO nporpaMMmHoro oobecneuenus (naiee — [I1 AEJIO).

Hoctyn x 1IN JIEJIO ocyuiecTBisieTcss B COOTBETCTBUU ¢ PeriameHToMm
UCIIOJIb30BaHUSI MH(DOPMAIMOHHBIX PECYpPCOB KOMILJIEKCA aBTOMATHU3AIUU
TeppuTopualibHON M3OuparenbHoi komuccuu (nanee — KCA TUK) no npukaszy
npeacenarens TeppuTopuaibHON KOMUCCHH.

PaGota ¢ moxymentamu TepputopuanbHOW KOMHUCCHU OCHOBBIBACTCSl Ha
MIPUHIIUIIE OJJHOKPATHOM PErUCTPALIMU JOKYMEHTA.

1.7. II1 AEJIO mpenocTaBisieT BO3MOXKHOCTh paboOTaTh C AJIEKTPOHHBIMU
oOpa3liaMu JIOKYMEHTOB U 3JIEKTPOHHBIMU JIOKYMEHTaMU, OCYIIIECTBIISATH B Oa3e
JTAHHBIX ABTOMATU3UPOBAHHBIM MOUCK JOKYMEHTOB IO PA3JIMYHBIM KPHUTEPUSIM,
OPraHU30BBIBATH KOHTPOJIb HUCIIOJHEHUS JOKYMEHTOB U IIOPYYECHUH, a TaKXKe
MOJIy4yaTh CTATUCTUYECKUE OTUETHI MO JOKYMEeHTOooOOpoTy B TeppuropuanbHoit
KOMUCCHH.

1.8. UucTpyKius yTBepkaaeTcs peneHuemM TeppuropuaibHON KOMUCCHHU.

1.9. B UHCTpyKIIMK UCTIONB3YIOTCS CIETYIOIINE TTOHSITHS:

OJlaHK JOKyMEHTa — Ha0Op PEKBU3UTOB, HACHTUPHUIIUPYIOIIUX aBTOPA
O0(UIIUATIBHOTO MTUCEMEHHOTO JOKYMEHTA;

BHYTPEHHUM  JIOKYMEHT  —  JIOKYMEHT, MOATOTOBJICHHBIN B
TepputopuaiibHOM KOMUCCHU, HE BBIXOAIINMN 34 €€ IPEIECIIbI;

BXOJAIIMN JOKYMEHT — JOKYMEHT, MOCTYNUBIIMK B TeppuTopranbHyrO
KOMUCCHIO;

JEJI0 — COBOKYIIHOCTb JIOKYMEHTOB WM OTHACJIbHBIA JOKYMEHT,
OTHOCSIIMECS K OJHOMY BOIPOCY WJIM YYACTKY JESITEIbHOCTH, MOMENICHHBIE B
OTIICTLHYIO OOJIOXKKY;

JIEJIONPOU3BOACTBO —  JACSATENbHOCTh, OOECHeuyuBaromias CO3JaHHE

0(1)I/II_II/Ia.HBHBIX JOKYMCHTOB 1M OpPraHu3alunro pa6OTI:>I C HUMU,
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NOKJaaHas  3alMcKa —  BHYTPEHHMM  JOKYMEHT, aJIpECOBAaHHBIN
BBILIECTOSIIEMY JTOKHOCTHOMY JIMIY OT HUYKECTOSAIIETO JOJKHOCTHOTO JIMLA U
coJepKalii 00CTOSITETFHOE M3MI0KEHUE KaKOro-IMOO BOMPOCa C BBHIBOJAAMH U
IIPEIOKEHUSIMU COCTABUTES;

JOKYMEHT — OQUIHUAIBHBIM JTOKYMEHT, CO3JaHHBIi TOCYJapCTBEHHBIM
OpPraHoM, OpPTraHOM MECTHOTO CaMOYIIPABJICHUS, IOPUINUYECKUM I (PU3NIECKUM
JUIOM, O(OPMJICHHBI B YCTAaHOBJICHHOM TIOpSAJKE U BKJIIOYEHHBIM B
JIOKYMEHT0000poT TeppuTOpHaibHON KOMHCCUU;

JOKYMEHTUpOBaHHE — ¢uKkcanuss HHQOpMAIMK HAa MaTepHATIbHBIX
HOCUTEIISIX B YCTAHOBJICHHOM IIOPAIKE;

JOKYMEHTOOOOPOT — JABMKEHHE JTOKYMEHTOB C MOMEHTA X CO3JaHUs WIH
IIOJIYYEHHUs 10 3aBEPIICHUS UCIIOJIHEHUS WIK OTIIPABIICHMUS;

OyOnuKaT JOKYMEHTa — MOBTOPHBIM AK3EMIUISAP MOAJMHHUKA JTOKYMEHTA,
MMEIOIINHN IOPUINYECKYIO CHITY;

3aBEpPEHHAsl KONMUA — KOIHsS JOKYMEHTAa, Ha KOTOPOW B COOTBETCTBUH C
YCTAaHOBJIICHHBIM  MOPSIAKOM  NPOCTABISIIOT ~ HEOOXOJIMMBIE  PEKBU3UTHI,
MPUIAOIINE €U IOPUINYECKYIO CUILY;

UCXOISIINN JOKYMEHT — JOKYMEHT, OTIPABJIsAeMbIi U3 TeppuTopuaIbHOU
KOMMCCHU;

KOHTPOJIb ~ HCIIOJHEHHsS JOKYMEHTOB — COBOKYIIHOCTb JEHCTBUH,
00€eCIeynBaOIINX CBOEBPEMEHHOE UCTIOJHEHNE JOKYMEHTOB;

KONUS  JOKYMEHTAa — JIOKYMEHT, IIOJIHOCTBIO  BOCHPOWU3BOISALINN
uHGOpMaIlMIO TOMJIMHHUKA M €ro BHEIIHWE TPU3HAKH, HE HMEIOIUN
FOPUANYECKOUN CUJIBI;

HOMEHKJIaTypa el — CUCTEMAaTU3UPOBAHHBIM IIEPEYCHb HAMMEHOBAHUI
Jel, 3aBOOUMBIX B TeppUTOPHAIBHOM KOMMCCHUH, C YKA3aHMEM CpPOKOB HX
XpaHeHus1, 0(pOPMIICHHBIN B YCTAHOBJICHHOM MOPSIJIKE;

HOPMAaTUBHBIE TOKYMEHTBI — COBOKYITHOCTh MHCTPYKTHMBHBIX MATEPHAJIOB,
PAaCCUNTAHHBIX HA TOCTOSIHHOE WJIM MHOTOKPATHOE IEHCTBUE W COAEp KaIIUX

Kakue-1M00 HOPMBI, TTpaBUiia, IPEAITUCaAHMUS;
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opopMiieHHE JTOKYMEHTa — MPOCTABJICHHE HEOOXOIMMBIX PEKBU3UTOB,
YCTaHOBJICHHBIX MTPaBUJIAMH IOKYMEHTUPOBAHUS;

MUCbMEHHOE  oOpalieHue  rpakJjaHuHa  —  HampaBJIE€HHOE B
rOoCyJIapCTBEHHBIN OpraH, OpraH MECTHOTO CaMOYITPABIICHUS WU JTOJKHOCTHOMY
JUIYy MUCbMEHHOE MPEJIOKEHHUE, 3asBICHUE WM 5Kao0a;

MUCbMO — OOOOIIEHHOE HAa3BaHHE PA3JIUYHBIX [0 COACPKAHUIO
JIOKYMEHTOB, CJIYXKalluX CPEACTBOM OOIIEHUS MEXKAYy OpraHU3alUsIMU,
rpakJaHaMu;

MO/UIMHHUK JOKYMEHTa — TIEPBBIA WM E€IUHCTBEHHBIM AK3EMILISIP
JIOKYMEHTA;

MOPYYEHHE — JOKYMEHT, MPEANUCHIBAIONIUN BBITIOTHEHUE TE€X WJIM HHBIX
3aJIaHUU;

perucTpanrMoHHas kaprouka JokymenTa (nanee — PK) — perucrparmonso-
ydyeTHass opma, B TOM UYHCJI€ B 3JIECKTPOHHOM BHUJE, UCTIOJb3yeMas JJIsl 3aliCh
CBEJICHHI O JIOKYMEHTE B IIEJSIX y4eTa, IOUCKAa M KOHTPOJIA, co3JaBaemas IpHu
perucrpanuu 10KyMmeHTa ¢ ucnons3oBanneM 1A JIEJIO;

peructpainus JAOKyMEHTa — IPUCBOCHUE JOKYMEHTY PErucTpardoOHHOTO
HOMEpPA U BHECEHHE CBEJCHUI O JOKYMEHTE B PErUCTPAIMOHHO-YUETHYIO (hopmy;

peructpanuonHas (opMa — cuCTeMa PETUCTpPAlMM, HUCMOJb3yemasi B
TepputopuanibHON KOMUCCUU TIPU PETUCTPALIMH IOKYMEHTOB (SKypHaI);

PEKBU3UT  JIOKYMEHTa —  O00S3aTeNbHbI  3JeMEHT  Oo(opMIIeHUS
0(pUIIUATIBHOTO TOKYMEHTA;

CUCTEMA DJIEKTPOHHOTO JOKYMEHTO000pOTa — MH(OPMAIIMOHHASI CHCTEMA,
obOecrnieunBaroiasi cOop MTOKYMEHTOB (BKJIFOUEHUE JOKYMEHTOB B CHUCTEMY), UX
00paboTKy, yrpaBiieHue JOKYMEHTaMH U JIOCTYII K HUM;

CKaHMPOBaHWE JOKYMEHTA — MOJIyYCHHE dJIEKTPOHHOTO 00pa3a JOKYMEHTa,

CPOK HCIIOJHEHHUSI JOKYMEHTa — CpPOK, YCTAHOBJICHHBIM HOPMATHUBHBIM
MPaBOBBIM aKTOM, OpraHU3alMOHHO-PACTIOPSAUTEIBHBIM JIOKYMEHTOM,

YKa3aHUSAMM 110 UCIIOJTHCHHUIO JOKYMCHTA UJIN IIOPYUCHUEM,



YKa3aHHUA [0 HCIIOJHEHUIO JOKYMEHTa — PEKBU3HUT, COCTOSIIMHA U3
HAJAMUCH Ha JOKYMEHTE WJIM Ha OTACIbHOM JIUCTE YCTAaHOBJICHHOH (HOpPMBI,
CJICJIAaHHOM JOIKHOCTHBIM JIUIIOM;

y4eT JOKyMEHTOB — (Qukcamus Qaxkta MOJy4eHHUS JOKYMEHTOB 0e3
NPOCTABICHHUS HA HUX PETUCTPAIIMOHHBIX IITAMIIOB;

dopMupoBaHue fena — FPyNIUpOBaHUE UCTIOTHEHHBIX TOKYMEHTOB B J€IIO
B COOTBETCTBUU C HOMEHKJIATYpPOH J1e1 U CUCTeMaTh3alus JOKYMEHTOB BHYTPH
nena;

SKCIIEPTH3a LIEHHOCTH JOKYMEHTOB — H3y4YeHHE JOKYMEHTOB Ha
OCHOBAaHUM KPUTEPUEB MX LIEHHOCTU B IIEJIAX OMNPECIICEHUS CPOKOB XpPaHEHUS
JIOKYMEHTOB M 0TOOpa UX IS TajbHEHIIEro XpaHEHHUS WM YHUITOXKCHHUS;

AJIEKTPOHHBIA  JOKYMEHT — JIOKyMEHT, B KOTOpOM HH(popMauus
IpeJICTaBJICHA B AIEKTPOHHO-LIU(POBOI dopMe;

AIIEKTPOHHBIA 00pa3 JOKyMEHTa — DJJCKTpPOHHAas KOMHs JOKyMEHTa,

HN3TOTOBJICHHAA Ha 6YM2DKHOM HOCHTCIIC.

2. HpneM, Perucrpanus 1 MPoxXoKACHUE NMOCTYNNAKIINX JOKYMECHTOB

2.1. loxymenTsl B TeppUTOpHAaTbHYI0 KOMHCCHIO JOCTAaBIISIFOTCS 4epe3
OTIIeJICHUE CBS3M (MOYTOM, Tejerpadom), Qenbaberepckoil Wi CIeNUaTbHON
CBA3bIO, HApPOYHBIM WM TMEPENAIOTCAd Ha JIMYHOM IIpUEME TpaxaaH
npeacenarento TeppuTopruaibHON KOMUCCHH.

JIOKyMEHTBI MOTYT MNOCTyHaTb B TeppUTOpHANBHYIO KOMHUCCHUIO IO
KaHallaM CBsI3M | O0CyJlapCTBEHHOW aBTOMATHU3WPOBAHHOM CHCTEMBbI Poccuiickoi
®enepanuu «Be1ioope» cpeactBamu anektponHoit noutsl 1A JIEJIO, wepes
oQUIIMANTBHYIO 3JIEKTPOHHYIO TOUTY, 110 (PaKCUMUJIBHOU CBSI3U.

2.2. llpuem, mnepBuuHass o00pabOTKa ¥ PETUCTpAIMs MOCTYIAIOIINX
JIOKYMEHTOB IIPOU3BOJAATCA MpeaceaareyaeM [eppuTopuaibHOM KOMHUCCHUHM WIIH

OTBETCTBEHHBIM 3a BeaeHue aenonpousBoactsa ¢ [11M JIEJIO exenHeBHO B yachl



pabotel TeppuTopuanbHON KOMHUCCHH, KpPOME BBIXOJIHBIX H HEpabOdmx
Mpa3IHUYHbIX JHEMH.

B nepuos moaroToBKY M MPOBEACHUS U30UPATEIbHBIX KaMIIAHUM MOPSA0K
MOJIYYCHUSI W PETUCTpalMd JOKYMEHTOB TIOC]Ie OKOHYaHUS padouero mHs, B
BBIXOJIHbIE U Hepabouue Mpa3HUYHBbIC JHH, YCTAHABIIMBACTCS MpejcenareieM
TepputopruaibHON KOMUCCHH.

OOpaieHus, Kacarouecss HapyleHu M30upaTeIbHBIX IMpaB I'paKIaH B
MIEPHUO/T IOATOTOBKH ¥ TIPOBEICHUS BHIOOPOB U pedepeHIYMOB, PETUCTPUPYIOTCS
B JICHb NOCTYIUICHHS B TeppUTOPUAIBHYI0 KOMMCCHUIO WJIM Ha CJEAYIOIINI
pabouuii eHb.

Peructpanus TOKyMEHTOB OCYIIIECTBISICTCS B COOTBETCTBUM CO CPOKAMH U
MOPSIJIKOM, YCTAHOBJIEHHBIX B COOTBETCTBUH C 3aKOHOJATEIHCTBOM O BHIOOpaxX U
pedepenaymax st pacCMOTPEHUS OOpaIICHH.

2.3. IloctynuBime JOKYMEHTHI TTOAPA3ICTSIOTCS Ha PETUCTPUPYEMbIC U HE
noyiexarue peructpaiuu B [T JIEJIO (mputosxenue Ne 1).

2.4.IIpn BCKpBITUM KOHBEpPTOB, MOCTYMAOIMUX (ETbAbETePCKON WM
CIELUAIBHOW CBSI3bI0, MO TOYTE, MPOBEPSETCS MPAaBUIBLHOCTH aJIPECOBAHMUS,
KOMIUIEKTHOCTh M LEIOCTHOCTh JOKYMEHTOB, HAJIUYHE MPUIOKEHUM, CBEpSIETCS
COOTBETCTBHE HMX HOMEpPOB YUYETHBIM HOMEpPAM, YKa3aHHbIM Ha KOHBEpTax.
HempaBunbHO anpecoBaHHblE M OIMIMOOYHO BJIOKEHHBIE JOKYMEHTHI HE
PETHCTPUPYIOTCS, TEPECHUIAIOTCA 10 HA3HAYEHUIO WJIM  BO3BpallaOTCs
OTIIPABUTETIIO.

2.5. Ecnu mipy BCKpBITUM KOHBEpPTa OOHAPY>KEHO OTCYTCTBHUE JIOKYMEHTOB
WU WX OTIEIbHBIX JIMCTOB, MPHUJIOXKEHUHN, MOBPEXKIACHUE JTOKYMEHTOB WU
HECOOTBETCTBUE HOMEPOB JIOKYMEHTOB HOMEpaM, YKa3aHHbIM Ha KOHBEpTE,
npeacenareneM TeppUTOpUATIBHOW KOMUCCHUM WM OTBETCTBEHHBIM 3a BEICHUE
JIEJIOTIPOU3BOJICTBA  COCTABJISICTCSI aKT yCTAHOBJIEHHOW (OpMBI B  JIBYX
sk3eMmIuIsApax (mpuwiokenue Ne?2). OauH JK3eMIUIIp aKTa MOChLIaeTCs

OTMPABUTEIIO, APYTOW MPUOOIIAETCS K MPUHATHIM TOKYMEHTAM.
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Ha 00opoTHO# CTOpOHE MOCIETHETO JHUCTa MOBPEKACHHOTO JOKYMEHTa B
IIPABOM HUKHEM YTJIy JENAeTCs OTMETKA «/JOKYMEHT MOJIy4YeH B MOBPEXKIACHHOM
BUE».

2.6. KouBepThl OT MOCTYNUBIINX JOKYMEHTOB HE YHHUTOXKAIOTCS B CIyYae,
€CJIM TOJIBKO TI0 HUM MOHO YCTaHOBUTH aJpEC OTHPABUTENSA, JATy OTHPABKU U
IIOJIyYEHHUsI JOKYMEHTOB, €CJIM OHM COJEPKAT JTOKYMEHTBI, KOTOPbIE IMOCTYIINIIN
n3-3a npeaenos teppuropuun Poccuiickont @enepanuu, U3 CyA0B, CIEICTBEHHBIX
OpraHoB, JWOO JOTOBOpBI, MPETEH3UH, HCKOBBIC 3asBJICHUSA, JIOKYMEHTHI,
CBSI3aHHBIC C pa3MEIICHHEM 3aKa30B Ha MOCTABKU TOBAPOB, BBHIMOJIHEHUE PadoT,
OKa3aHUE YCIYT JUIsl TOCYAAPCTBEHHBIX HYXI.

2.7. TTakeTsl ¢ MOMETKOU «JIMYHO» YUHUTHIBAIOTCS IO MMAKETHOMY KYpPHATY
U IIepEefaroTCs ajpecaraM B 3aKPbITOM BHJIE IO IIOAIUCE.

2.8. Ilpu peructpanuu mnoctynusiiero gokymeHta B PK o6s3arensho
BBOJISITCSL CIIEAYIOIIME PEKBU3UTHL: BUJA JOKYMEHTA, €ro MCXOMSIIUNA HOMEDP U
JaTta, JlaHHbIE O KoppecmnoHaeHTe (ampecante) (damuiinsg, WM, OTYECTBO
¢u3nyeckoro  JMIa WM Ha3BaHUE  OpraHu3alid, MECTOHAXOXICHHE
OTIPABUTENS), @ TAKXKE KPATKOE COJIepKaHUE JOKYMEHTA, KOJIWYECTBO JHMCTOB
OCHOBHOT'O JOKYMEHTA U JINCTOB IPUJIOKEHUS, KOJIMYECTBO IK3EMILISAPOB.

PerncrpanvoHHbId IITaMO € YKAa3aHHEM BXOASLIETO HOMEPA, JaTHhI,
BpeMeHHU (ITpu HEOOXOJIMMOCTH) PETUCTPAIIUU MPOCTABIAETCS, KaK MPABHUIIO, B
IIPAaBOM BEPXHEM YTy JIMLEBOM CTOPOHBI NEPBOTO JIMCTA 3aPETUCTPUPOBAHHOTO
nokymeHTa. Ilpu HEOOXOOUMOCTH yKa3bIBaeTcs BpeMsl perucrpauuu (4acol U
MUHYTBI). Ha mnpuiokeHun MpoCTaBiIsSETCS BXOMAIIMNA HOMEpP TOKYMEHTa, K
KOTOPOMY OHO OTHOCHUTCHI.

Ha xommm pokyMmeHTa BXxonsmuid Homep, nara, ®.MN.O., nmoanuchk wu
JIOJKHOCTD JIMIA IPUHSBIIETO JOKYMEHT, MPOCTABISETCS B MPAaBOM BEPXHEM
YIUIy JIMLIEBOW CTOPOHBI IIEPBOTO JIMCTA.

Hymepanuss nocTynuBIIMX JOKYMEHTOB OCYIIECTBISIETCS B MpeAenax

KaJICHAApHOTO IroJa.
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IIpu perucrpaumn noxymenta B IIM JIEJIO, sBisromerocs OTBETOM Ha
UCXOJSAIIMI JOKYMEHT WJIM IIPUCIIAHHOTO B IOTIOJIHEHUE K paHee HAlIPABICHHOMY
nokymeHTy, B PK aemaercs cooTBeTCTBYyIOIIAs CChUIKA (CBSI3KA).

K mnoBTOpHBIM JOKyMEHTaM MpHKIaIbIBacTCs HWHGOpMaLUsi O paHee
IIOCTYIIHUBIIKX JTOKYMEHTAaxX U pe3yJIbTaTax UX MCIIOJHEHUS, KOTOpas IepenacTcs
OTBETCTBEHHOMY 3a €r0 UCIOJHEHUE.

[Tocne perucTpanuu A10KyMEHTa Ha OyMa)KHOM HOCHUTENIE OH MOXET OBITh
orckanupoBad, a 3areM Kk PK B I[IM JIEJIO MoxeTr ObITb NpHCOETUHEH
AIIEKTPOHHBIN 00pa3 JOKYMEHTa U MPHIOKEHMs K HeMy B (hopmate .pdf.

2.9. 3aperucTpupoBaHHbIE JOKYMEHTBHl pacCMAaTpPUBAIOTCS IpECcenaTeIeM
TeppuropraibHOM KOMHMCCHM, 3aT€M I[OCJI€ IEPEHECEHUsl yKa3aHus I10
ucnonHeHuto Jokymenta B PK (B cinyuae peructpanuu gokymenta B [T JIEJIO)
NIEPENAOTCS UCHIOJHUTENSAM TOJT MTOAHKCH.

2.10. UcrionHeHHBIE TOKYMEHTHI CIHCHIBAIOTCS B IO TMpeAceaaresieM
TeppuTOpHaIbBHOM KOMHUCCHHM W TIOMEIIAIOTCS B JI€JI0 B COOTBETCTBUU C

HOMEHKJIaTypou aen TeppuropuaibHON KOMHUCCHUU.

3. OcHOBHbIE TPeOGOBAHUS K MOATOTOBKE H 0OPMIIEHUIO JOKYMEHTOB

3.1. JlokymeHTbl OMOpMIISIFOTCS Ha OJaHKax YCTAHOBJIEHHOU (HOPMBI,
M3TOTOBJICHHBIX KOMIIBIOTEPHBIM CIIOCOOOM (TiprioskeHue Ne 3).

B TeppuropuanbHOli KOMHUCCUU MOTYT OBITh YCTAHOBJIEHBI CJIEAYIOIINE
BUJIbI OJIAHKOB:

OJlaHK TIPOTOKOJIa 3acenanusi TepputopuaibHOH KOMUCCUH (TIPUTIOKEHUE
Ne 3.1);

Onank perrenus: TepputopuanbHoi Komuccuu (puioxenne Ne 3.2);

O5aHK TpuKa3za npejacenatens TeppuTopHalbHON KOMUCCUU (TPUIIOKEHUE
Ne 3.3);

onank nmuceMa TepputopuanbHOl Komuccuu (rpuiioxerue Ne 3.4).
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3.2. Ha Omamkax pokymeHToB mniomemiaercs Trep0d Cankr-IlerepOypra
B cooTBercTBUM C 3akoHOM Cankrt-lIletepOypra «O neransHOM ONUCAHUU
opunmansabix cuMBOJI0B CaHkT-IleTepOypra u mopsake X UCIOIb30BAHUSY.

3.3. Koutponr 3a mpaBUIbHBIM HUCHOJIB30BaHUEM OJAHKOB H  UX
COOTBETCTBHEM YCTAHOBIIEHHBIM 00pa3iiaM OCYIIECTBIISETCS MpejiceiaTeNieM Uiu
OTBETCTBEHHBIM 32 BEJICHUE JICTONPOU3BOJICTBA.

3.4. lokyMmeHTBl O(OPMIISIIOTCSI B COOTBETCTBUM ¢ TpeOOBaHUAMH K
JIOKYMEHTaM, U3TOTOBJISIEMBIM C TIOMOIIBIO MEYATAIONMINX YCTPOUCTB U K (aitiam
TEKCTOBBIX JJOKYMEHTOB (npuiioxenue Ne 4)

3.5.1lpy  moarotoBke U OQOPMIIEHMH  JOKYMEHTOB  YJICHBI
TepputopralbHOM  KOMHCCHMM M TPaXIJAHCKUE  CIy)KalllMe  armapara
TeppuropralibHOW KOMHCCHH, a TaKKe JIMIa, MPUBJIEKAEMbIe MO TPakIaHCKO-
MPaBOBBIM JIOTOBOPAM, JOJDKHBI COOJIIONATh MpaBuia 0(QOpMIICHHUS PEKBU3UTOB
JTIOKYMEHTOB, U3JI0)KCHHBIE HIXKE.

3.5.1. Jlata nokymeHnTa.

JlaTol TOKyMEHTa SIBJISIETCS JaTa €ro NOANMCAHUsA, YTBEp:KAeHusA. [laTton
MPOTOKOJIA SIBJISIETCS J]aTa 3ace/laHus, a aKTa — 1aTa COOBITHUS.

JlaToit JOKyMeHTa, U3JaHHOTO COBMECTHO JBYMsI M OoJiee OpraHu3alusMu,
SIBIISIETCS 1aTa OoJiee MO3HEH MOAMHCH.

Haty TOKyMEHTa oGopMIISTIOT apaOCKuMu udpamu B
MOCTIEIOBATEIPHOCTH: JIEHh Mecsia, Mecsn, roi. JleHb Mecsia W MecsI|
oopmIIAIOTCST IBYMsI mapamMH apaOCKuX IUQp, pa3aeNeHHBIMH TOYKOHW, TOI —
YeThIphMS apabCKUMU U dpaMu, HATPUMED:

17.01.2011
JlonyckaeTcst ciioBecHO-IIM(poBoii crtocod oopMIICHHS AaThl, HAIPUMED:

17 ssuBapst 2011 1.

3.5.2. PerucTtpanuoHHblii HOMeP TOKYMEHTA.
JUIsE BXOIAIMX M HCXOMSIIUX JOKYMEHTOB — OTO MHJEKC Jelia II0

HOMEHKJIaType U, YEPE3 KOCYIO YepPTY, HOPSAKOBBI HOMEP JOKYMEHTA.
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Perncrpanyvonsslii HOMep TOKyYMEHTA, U3JaHHOIO COBMECTHO, COCTOUT M3
pa3ENEHHBIX KOCOM 4YEepTOM PETUCTPAMOHHBIX HOMEPOB, IPUCBOEHHBIX
OpraHu3alysMHd  —  aBTOpaMH  JOKYMEHTAa M  pPaCIOJOKEHHBIX B
[OCJIEI0BATEIbHOCTH,  COOTBETCTBYIOIIEH  O0O3HAUEHHIO  HAaMMEHOBaHWN

OpI‘aHI/ISaIlHﬁ B 3aro0JIOBOYHOM 4acTH JOKYMCHTA.

3.5.3. CcbliIKa HA HCXOASIIUI HOMEP U 1ATy JOKYMEHTA.

Ccbulka Ha MCXOISIIMM PErUCTPALMOHHBIA HOMEp M JaTy JIOKyMEHTa
BKJIIOYAETCSI B COCTAB PEKBU3UTOB OyiaHka mnuchbMma. CChbUIKa Ha HCXOMASIIUI
PETUCTPalMOHHBIN HOMEp U AaTy JOKYMEHTa MPOCTABIISIETCA UCIIOJHUTEIEM HPU

IIOATOTOBKC ITMCbMAa-0OTBCTA.

3.5.4. Anpecar.

PekBu3uT «Aapecar» pacnoiaraercs B IpaBOM BEPXHEM YTITy.

JIOKyMEHTBl ~ aJpecyloTcs B OpraHu3alMd, HX  CTPYKTYpHbIE
noJipa3feNieHus, JODKHOCTHBIM JIMIIAM WM Tpa)KIaHaM IPH OTBETE Ha HX
oOpamienusi. HanmeHoBaHue opraHu3alMyd U CTPYKTYpPHOTO MOJpa3AeiIeHUs

YKa3bIBalOTCA B UMCHHUTCIIbHOM IIAACKE, HAITPUMCP:

[TpaButenbcTBO CTaBPOMOJIBCKOTO Kpast
[IpaBoBoe yrpaBieHue

Ecnmn  noxkyMeHT anapecyercs JODKHOCTHOMY JIMIy, HauMEHOBAaHUE
OpraHu3alliy YKa3bIBAETCS B UMEHUTEIBHOM MaJIeXke, a JOHDKHOCTD U (paMuUiIus —
B AatenbHOM. [Ipy 3TOM MHUIIMANBI YKa3bIBAtOTCS MOcie (paMUIIuu, HallpuMep:

IIpaBUTENBHCTBO

Mypmanckoit o0iacTu
3aBenyroleMy OTAEI0M

AnekcangpoBy A.B.
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Ecnm  nokymeHT azapecyercss pPyKOBOIMTENIO OpraHM3aluyd WM €T0
3aMECTUTEN0, HAMMEHOBAHUE OPraHU3alUu JOJDKHO BXOJWTh B HAUMEHOBAaHUE

JIOJDKHOCTH aJipecara, HalpuMep:

3aMEeCTUTEII0 AUPEKTOPA
Bcepoccuiickoro
Hay4YHO-HCCJIEI0BATEIBCKOTO HHCTUTYTA
JOKYMEHTOBEICHUS U apXUBHOTIO JIea

3umuny B.C.

Ecan JOKYMCHT aJApCCyCTCA OpraHu3allid, CHaddllda YKa3bIBACTCA CC
HAaNMMCHOBAHHUC, 3aTCM IMOYTOBBIM aapec, HaIIpuMcEp:

LenTpanbHas n3duparenbHas KOMUCCHS
Poccuniickon @enepanun
b. Uepkacckuii nep., 1. 9, Mockaa,
109012

JlomyckaeTcsl [EHTPUPOBATh KAXKIYIO CTPOKY pEKBU3UTA «Ajapecary Mo
OTHOULIEHUIO K CAMOW JNIMHHOM CTPOKE.

JlomyckaeTrcsi HCMOJIb30BaTh OQUUUAIBHO TMPUHATHIE COKPAILEHHBIE
HAaUMEHOBAHUSI OPTaHOB IOCY/IapCTBEHHOM BJIACTH, MECTHOTO CAMOYIIPABJICHUS,
OpraHu3aIuu.

[TouToBBIN agpec yKa3bIBAa€TCS B IOCIEA0BATEILHOCTH, YCTaHOBJIEHHOU
[IpaBmiiamMu oOKa3aHHsl YCIYr TOYTOBOM CBSI3M, YTBEPKIAECHHBIMU IPUKA30M
MunkomcBsizu Poccun ot 31 uronst 2014 rona Ne 234 «O0 yTBEpKI€HUN MPABHII
OKa3aHUs YCIYT MOYTOBOM CBSI3M».

Ecnu  nmokymMeHT — oTmpaBisieTcsi B HECKOJBKO  OJHOPOAHBIX
rOCYJapCTBEHHBIX OPTraHOB WM OpraHu3alui, UuX CJeAyeT YKa3blBaTh

000011IeHHO, HATTpUMED:

[Ipencenarensam y4acTKOBBIX KOMUCCUU
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JIOKyMEHT He JOJDKEH cojaep)kaTh Oosiee deThlpex ajapecaTtoB. CioBO
«KOIHUS» Mepes BTOPbIM, TPETHUM, YETBEPTHIM a/IPECATOM HE YKa3bIBAETCSI.

IIpu HampaBieHHH NOKYMEHTa 0OJiee 4eM B YETHIPE aApeca COCTABISAETCS
CIIMCOK PACCBUTKM yCTaHOBIIEHHOW (opMbl (mpuioxeHne Ne 5), KOTOpHIi
HOJIUCBIBaeTCA npencenareneM TeppuTopuaabHOU KOMUCCHH.

[Ipu agpecoBanuu AOKyMeHTa (PU3NYECKOMY JIMILY BHAUaJe yKa3bIBAIOTCS

q)aMI/IJ'II/IH N MHUIAJIBI I1I0JIYYaTCJIA, 3aTCM MMOYTOBBIMN aaApcC, HAIIPUMCP:

AreeBoit A 1.
yi. KocmonasTos, 1. 42, r. [loasicaeso,
Kemeposckas ob6nacts, 652560

3.5.5. I'pu¢ yrBep:kaeHNs JOKYyMEHTA.

JIOKyMEHT yTBEPXKHAETCA JOKHOCTHBIM JIMIOM WA CHEHUAAIBHO
M3/1aBA€MbIM JOKYMEHTOM.

[Ipu yTBEep>KIEHUM NOKYMEHTA JOJLKHOCTHBIM JIMIIOM TpU( yTBEpKACHUS
nomkeH coctosaTh u3 cioBa YTBEPXJIAKO 6e3 kaBbluek U 3arjlaBHBIMU
OykBaMH W Ha CIEAYIOIIeH CTpOKE — HAMMEHOBAHHE JIOJDKHOCTH, IOJITUCH,
WHULMAQIBl U (aMWIds JUA, YTBEPAUBIIETO JOKYMEHT, JaTa YTBEpPKICHHUS,

Hanpumep:

YTBEPXIAIO
IIpencenarens TeppuropuanbHOU

n3ouparenbHOM Komuccuu No
JJMYHas 1moAImncCh HHHUIUABI, (1)3.MI/IJ'II/I5I
[lata

[Ipu  yTBepkKIEHHWHM JOKYMEHTa pEHIeHHEM, MPOTOKOJIOM, Tpud
yrBepkaenuss cocrour w3 cinoa YTBEPXIEH (YTBEPXJIEHA,
YTBEPXIAEHbI nnu YTBEPX/IEHO) Oe3 kaBbluek W 3arjiaBHbIMU OYKBaMU,

HAaMMCHOBAHH YTBCPKAAOMICTO JOKYMCHTA B TBOPHUTCIIbHOM ITAACKE, €ro AaThl

¥ HOMEpa, HarpuMep:
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YTBEPXJEH
pemennem TeppuropuanbHOU
n3OuparenbHO Komuccuu No
ot 15 ¢epans 2011 r. Ne 28- 5
I'pud yTBepkaeHUs pacmojaraioT B MPaBOM BEPXHEM YTy TOKYMEHTA.

B rpude yTtBepkmeHHs MOMyCKaeTCs IEHTPUPOBATH 3JIEMEHTHI OTHOCHTEIIHHO
CaMOM JIJIMHHOW CTPOKH.

3.5.6. Yka3zaHus 110 HCIIOJTHEHHIO TOKYMeHTAa (Pe30JII01usl).

VYKkazaHus MO HCHOJHEHHUIO JOKYMEHTAa MOTYT OBbITh HAlMCaHbl OT PYKHU
npexacenareiaeM TeppUTopHalibHOW KOMHCCHHM Ha MOMJIMHHHUKE JOKyMEHTa Ha
cBOOOHOM OT TE€KCTa MecTe Wi 0OpMIICHBI Ha OTJEIBbHOM JHcTe hopmara A 6
(105x147), npunokeHHOM K JOKYMEHTY. Y Ka3aHUs M0 MCIIOJHEHUIO JOKyMEHTa
BKJIIOYAIOT (aMWIMM W WHUIMAIBl HWCIOJHUTENICH, MpU HEOOXOAUMOCTH —
COJIep)KaHUE TOPYYEHHsI, CPOK HCIIOJIHEHUS, MOJANUCH PYKOBOAMUTENS W Jarty,
HaIpuMep:

Cusosy A.1O.
I'puropsesy B.C.

IIpoury paccMOTpETh U 1aTh OTBET
k 15.02.2011

JIngHas noamnuch
Jara

3.5.7. 3aro/10BOK K TEKCTY I0KYMEHTAa (HAaUMeHOBaHUeE IOKYMEHTA).
3aroyoBOK K TEKCTY JOKYMEHTA JTOJKEH KPAaTKO U TOYHO PACKPBIBATh €r0
COJEpPKaHUE U OBITH COTJIACOBAH C HAMMEHOBAHUEM BHJIA JOKYMEHTA. 3arojIOBOK

MOXKCET OTBCUYATH Ha BOIIPOCHI:

«0 4eM (0 KoM)?», HarpuMep:

ITpukas
O co3nannn DKCepTHOM KOMUCCUU

«4ero (kKoro)?», Hampumep:

JIOJDKHOCTHOM peryiaMeHT
BEJYLIETO CIELHATUCTA
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3aroyIoBOK COCTaBJISIE€TCS JTULOM, TOTOBSIIHUM IMPOEKT JOKYMEHTA.

3aroyioBOK, COCTOAIIMN U3 JABYX M 0oJjiee CTPOK, MeyaTaeTcsl yepe3 OJIMH
MEXCTPOYHBIM HMHTEpBaJ, TOYKAa B KOHLE 3aroJIOBKa HE CTABUTCS. 3arojIOBOK
pacrionaraeTcsi Ha MEpBOM JMCTE HaJ TEKCTOM TOKYMEHTa IO LIEHTPY, a NpH
o OpMJICHUU TUChMa — OT TPAHULIBI JIEBOTO TOJIS.

3.5.8. Teker nokymeHTa.

Texcr nokymeHTa O(QOPMIISIOT B BHJI€ CBSI3HOTO TEKCTA, TAOJMIIBI WM
COEIMHEHUS ITUX CTPYKTYP.

Texct JOKyMeHTa [OJDKEH H3JaratbCd Kparko M SCHO, OBITh
apryMEHTUPOBAaHHBIM, OO€cleYrBaTh TOYHOE M OJHO3HAYHOE BOCIPHUSITHE
coJieprKallieiicsi B HeM UH(pOpMaIuu.

TekcT NOKyMeHTa IOJIKEH, KAaK IPaBUIIO, COCTOSTh M3 JBYX 4dacteu. B
IIEPBOM YaCTU YKa3bIBAIOTCS IPUYMHBI, OCHOBAHHUs, LEJIU COCTABICHUS
JIOKyMEHTa, BO BTOPOM — pEIIEHUSA, BBIBOJbI, NPOCHOBI, MPEITIOKEHNUSA,
PEKOMEHAIUN.

TekcT HOKyMEHTa MOXKET COAEPKAThb TOJBKO 3aKIIOYUTEIBHYIO YaCTh
(HanpuMmep, MpUKa3 — pacloOPSIAUTENbHYIO YacTh 0€3 KOHCTATUPYIOUIEH, MUCHMO,
3asBJICHUE — ITPOCKOY 0€3 MOSICHEHHUS ).

B Tekcre nokymeHTa, MOArOTOBIEHHOTO HA OCHOBAaHWHU 3aKOHOJIATEIIbHBIX,
WHBIX HOPMATHBHBIX MPABOBBIX AaKTOB, W3/IaHHBIX OpraHaMH BJIAacTU U
ynpasnenusi, LIUK Poccun, Cankr-IlerepOyprckoil n3duparenbHON KOMUCCHEH,
paHee W3JaHHBIX TeppuTOpUATBLHOW KOMHMCCHUEH, YKA3bIBA€TCSI HANMEHOBAHUE
BHUJA JOKYMEHTA, HAUMEHOBAHUE OpPraHa, U3JaBLIEr0 JTOKYMEHT, 1aTa IPUHIATHUS
WJIM YTBEPKACHUS JOKYMEHTA, €T0 PETUCTPALIMOHHBIN HOMED, & TAKKE 3ar0J0BOK
JIOKYMEHTA, 3aKJIFOUYCHHBIN B KaBBIUKHU.

TexkcThl TOKyMEHTOB OOJBIIOTO O0OBEMa MOTYT ICJIUTHCS Ha pasledbl,

NO/Ipa3/iebl U MyHKTHI, KOTOPhIE HyMEPYIOTCS apaOCKUMU I pamu, HalpuMep:

1. Pasnen
1.1. [Toxpaznen
1.1.1. ITyHkT

AG3a11pl BHYTpH IMYHKTOB HE HYyMEPYIOTCS.
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B nuceMax ucnonb3yror ciaenyromnme GopMbl U3T0KEHUS:

or 1l-ro gnuuma MHOXecTBeHHOro uucna («IIpocum  HampaBuUTH
nHpopmarmio...», «Hampasisiem Ha 3aKIIIOUEHUE TTPOCKT...» U JIp.);

oT 3-ro JMua eauHcTBeHHoro uucna («TeppuropuanbHas KOMHCCHS HE
CUMTACT  BO3MOXHBIM...»,  «TeppuropuajibHas  KOMHUCCUS  MpeJiaraet
PacCMOTPETh BO3MOKHOCTb...»).

I'padpr 1 cTpokH TAOIUIIBI JOJKHBI HMMETh 3aroJIOBKHM, BBIPAKEHHBIC
CYIIECTBUTEIFHBIM B WMEHUTENIbHOM majexe. [lom3aronoBku rpad M CTpOK
JOJDKHBI OBITH COTJIACOBAHBI C 3arojioBKamMu. Eciu Tabnuily meyaTtarot 0osee ueM
Ha OJHOW cTpaHuile, rpadbl TAOJUIBI JTOJDKHBI OBITH TMPOHYMEPOBAHBI M Ha

CJIEIYIOLIMX CTPAHULIAX JOJLKHBI OBITh Halle4yaTaHbl TOJIBKO HOMEpA 3TUX rpad.

3.5.9. OTmMeTKa 0 HATHYNH MPUJIOKEHMIA.

OTMeTKa O HaJIM4YUU NPUIIOKEHUI pacrojiaraercs OT TPaHMIIbI JIEBOTO
HOJIS TIOCJIE TEKCTa Iepesl MOIMHUChHIO.

Ecnu mokymMeHT nMeeT MpuIoKeHHs, Ha3BaHHBIE B TEKCTE, OTMETKa 00 UX

HaJauuuu oopMIISETCS T0 caeayroIiei hopme:

[Tpunoxxenue: Ha 15 1. B 3 2K3.

Ecan AOKYMCHT HMCCT IIPHJIOKCHHA, HC HA3BAHHBIC B TCKCTC, HX
HAaNMMCHOBaHHUA HCO6X0)II/IMO MNEPEUUCIINTL II0CJIC TCKCTa AOKYMCHTaA IICPC/
INOAIMUCBIO C YKAa3aHHMCM KOJHMYCCTBA JIMCTOB B KaXIOM IIPUIOKCHHUHN U
KOJIHMYCCTBA OK3CMIIISIPOB, IIpU HAJIWYUKM HCCKOJBKHX HpI/IJ'IO)KGHI/Iﬁ nux
HYMEpPYIOT, HalIpuMeED:

IIpunoxenue: 1. TlonoxeHue 00 3kcrepTHOM Komuccuu Ha 15 1. B 1 9K3.
2. Ilpumepnas HOMeHKIaTypa nen Ha 14 1. B 1 9K3.

Eciu  npuniokeHuss cOpOUIIOpOBaHbI, TO KOJUYECTBO JIUCTOB HE
yKa3bIBaeTCs.

Ecmu MMPUIIOKCHUC HAIIPABIACTCA HC BO BCC YKAa3aHHBIC B AOKYMCHTC

ajpeca, TO OTMETKAa O HAJIMYMU TPWIOKEHHUS O(DOpMISIETCS MO ClEIyIOIei

dbopme:
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[Ipunoxenue: Ha 20 1. B 3 3K3. TOJBKO B MEPBHIN aapec.

Ecnm x nokymeHTy mnpwiaraercs Ipyrod AOKYMEHT, TaKK€ HMEIOLIUN

IMPUIOKCHUC, TO OTMCTKA O HAJIWMYHUU IIPUIIOKCHUA OQ)OpMHHGTCSI CICAYOIINM

oOpazom:

[Tpunoxenue: nuceMo  IlerponaBioBck-KamMuaTckoil  ropoAckoi  TeppUTOpUATIBLHOM
komuccuu ot 15.11.2010 Ne 01-21/450 u mpuiiokeHHEe K HEMY, BCETO Ha
12 .

B PCHICHUAX W IIPpHUKa3aX CBCACHUSA O HAJIMYUU HpI/IJ'IO}KeHI/Iﬁ YKa3bIBAIOTCA

B Tekcte. Hanpumep:

«Pazpaborarh W  mpeACTaBUTH MPOEKT IulaHa 1o  Qopme,  yKa3aHHOM
B NpuiiokeHuu Ne 1.

Ecnu B J0OKymMeHTe, K KOTOPOMY OTHOCUTCA MPHUJIOKEHUE, OHO
HE YTBEPKJIAETCS, a IPOCTO COJACPKUTCS CChUIKA HA HETO, TO B MPABOM BEPXHEM
YTy YKa3bIBaeTCs, K KAaKOMYy pelieHuto (TpHUKaszy) MPUIIOKEHHE OTHOCUTCH,
HaIpuMep:

IIpunoxenue
K pemieHuo TeppuropuaibHON
n30uparenbHoi komuccuu Ne
ot 11 suBaps 2011 r. Ne 11-5

[Ipunoxxenue
K NpuKa3y npeacenarens TepputopraabHON
u30upaTenbHol komuccuu Ne
ot 15 mapra 2010 1. Ne 27

[Ipy HamMuUMKM HECKOJBKUX NPUIOXKEHUW OHU HYMEPYIOTCS, HalpUumep,

npuioxenue Ne 1, nmpunoxxenue Ne 2 1 Tak nainee.

3.5.10. Moanuck A0KHOCTHOTIO JINIIA.

B cocraB moamucu BXOOAT: HAaMMEHOBAaHUE  JOJDKHOCTH — JIMIIA,
MO/IMMKUCABIIETO IOKYMEHT, €r0 JUYHAs TOJINCh, KOTOpas 0pOopMIISIETCS CHHUMU
WJIM YSPHBIMH YepHUIIAMH, paciin(poBKa MOANMCH (MHUIUAIBI, (DaMUIHs).

Ecnmu nokymeHT odopmiisercst Ha 61anke TeppuTopraibHOM KOMUCCUH, TO

PCKBU3UT BKIHOYACT HAMMCHOBAHHMEC OOJDKHOCTH JIMIA, ITOAIMCBIBAIOIICTO
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JOKYMEHT, €ro JHUYHYI TMOJMNUCh, PAaCHIM(PPOBKY MOANUCH (MHUIHUAIBI U

bamumio), HarpuMep:

[Ipencenarens JINYHAS [OJIINCH WHULIAAIIBI, paMuIus

Ecnu 10/KHOCTHOE JMII0, MOANKUCH KOTOPOrO 3aroTOBJIEHA HA MPOEKTE
JIOKyMEHTa, OTCYTCTBYET, TO JOKYMEHT MOJIIMUCHIBAET €r0 3aMECTUTENb WJIM UHOE
JIMI0, MCHOJHsOIIEe ero o0si3aHHOCTH. [Ipu 3TOM 00s3aTeNbHO YKa3bIBAIOTCA
dakTHdeckas JOKHOCTH JIMIA, TTOANMKUCABIIETO JOKYMEHT, W ero ¢gamwunms. He
JOMYCKaeTCsl MOAMUCHIBATh IOKYMEHTBI C MIPEAJIOTOM «3a» WIH MPOCTaBICHUEM
KOCOM 4epThI Mepe]l HAMMEHOBAHUEM JIOJKHOCTH.

Ecnu nokymeHT odopmisieTcs He Ha OJIaHKE, TO PEKBU3UT COJACPIKUT
MOJIHOE HAWMMEHOBAHHWE [OJDKHOCTH JIMLA, MOAMMUCABIIETO JOKYMEHT, €ro

JUYHYIO MOJIUCH, pacin(PpoBKY MOANKUCH (MHULHAIBI U Gamunnio). Hanpumep:

3aMecTUTeNb NpeaceaaTes
TeppuropuanbHON N30UpaTEIHHOM
Komuccuu No JUYHAas NOANKUCH WHUIUANbI, paMuIus

HpI/I MoAIMMCaHNH JOKYMCHTA HCCKOJBKHMHU OOJKHOCTHBIMHU JIMOAMHU HX
INOAIMUCKU  pacIojararoTcsa oaHa  II0A ,Z[perﬁ B IIOCJICOOBATCIIBHOCTH,

COOTBETCTBYIOIIIECH 3aHMMaeMOM JOJKHOCTH, HAlIPUMEp:

[Ipencenarens JINYHAA TTOAIMUCH WHULAAIBI, pamMuTus

['maBHbI Oyxranrep JIMYHAas MOANUCH MHUIHAIbI, (haMunus

B nmokymeHTe, mOATOTOBIEHHOM KOMMCCHUEM, IMOIINKUCH PaCHOJIArarOTCs
onHa nof apyroi. IlepBeIM yka3bIBaeTcs mpejcenaresib KOMUCCUH, a (haMIIUU

YJICHOB KOMHUCCHH pacriojiaratloTcst B ajipaBuTHOM rnopsiake. Hampumep:

[Ipencenarens komMmuccun JINYHAA TTOIIUCH WHUIAAIIBI, (aMUTUs

YUsieHbl KOMHCCHU JIMYHas 1nmoAnucCh MHHUIIUAIBI, (i)aMI/IJ'II/Iﬂ
JIM4YHas IIoAIucCh HWHHUIUAIBI, d)aMI/IJ'II/ISI

Ecan HOKYMCHT COCTABJICH KaK IIpHJiaracMass K OCHOBHOMY IOKYMCHTY

CIIpaBKa UJIN I/IH(l)OpMaHI/IH, TO OH IIOAITMCBIBACTCA COCTABUBIINM €TI0 JIUIIOM.
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3.5.11. I'pud cor1acoBanu.

I'pud cormacoBanus cocroutr u3 cioBa COIJIACOBAHO 0e€3 KaBBIYEK
W 3arjJaBHBIMH OyKBaMM, HAaWMEHOBAaHHS JODKHOCTH JIUIA, C KOTOPHIM
COTJIACOBBIBACTCS JOKYMEHT (BKJIIOYAash HAaWMEHOBAHHME OpTaHM3AIMH), €ro
JUYHON TOAMMCH, paciIMGPOBKU MOAMUCH (MHULMAIBI, (aMuiusg) W AaThl

COrJIacoBaHUs, HAIIPUMED:

COI'JTACOBAHO
3amMecTUTENb I1aBbl AJIMUHUCTPALIUU
Kpacnocennckoro paitona Cankr-IlerepOypra

JIUYHAs TOANMKUCh WHHUITHAIIBI, (aMUIUs
ara

Ecau cornacoBanmue OCYIICCTBIACTCA IIPOTOKOJIOM, IMMCbMOM WM APYT'UM

JIOKyMEHTOM, TO COTJIaCOBaHHE O(HOPMIISIETCS CIIETYIOITUM 00pa3oM:

COI'JTACOBAHO
IIPOTOKOJI 3aCEJaHUs
aTTECTAalMOHHOW KOMUCCUU
TeppuropuaibHON N30UpATETHLHON KOMUCCUU
No
ot 05 despamns 2011 r. Ne 16
WJIN:
COI'JTACOBAHO
nucbMo PocapxuBa
ot 05 mapta 2011 r. Ne 4-15/46

I'pud cornmacoBanus pacnonaraerca noj pekBu3utToM «Iloanuce» B ieBoM
HWKHEM T10JIE JJOKYMEHTA.

3.5.12. Buza.

BHyTpeHHee corjacoBaHue NpoeKTa JIOKyMeHTa OQOpMIIIeTCS BHU30M.
Buza BkItOYaeT MOAMUCH BU3UPYIOUIETO, PACIIU(GPOBKY MOAMNUCH (MHULIMAJIBI,
dbamunusi) U Aary, npd HEOOXOJUMOCTH MOXET OBITh YKa3aHa JIOJKHOCTh
BU3UPYIOLLEr0, HAIlPUMED:

[Ipencenarens TepputopuanbHO H30UpPATENEHON KOMUCCUN
JINYHAS TOJMHUCH WHUIHAAIIBI, (aMUTUs
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Hara

[Ipy Hanuuum 3aMevyaHWii K JOKYMEHTY BH3a O(OPMIISETCS CIEAYIOIUM

obpazom:

3ameuaHus IpUIIaraloTcs
[Ipeacenarens TeppuropuanbHO H30MPATEITLHON KOMUCCUU

JINYHAsI TIO/IMHUCH WHUIUANTBI, paMuTus
Hara
3amMeuaHus n3Jj1araroTcsda Ha OTOCJIIBHOM JIUCTE, IIOAIINCBIBAKOTCA

Y IPWJIAratoTcs K JTOKyMEHTY.
JlommyckaeTcsi HOJMCTHOE BU3UPOBAHUE JOKYMEHTOB U MPUJIOKEHUHN K HUM.
Ecnu nmouyiMHHMK JOKYMEHTa ocTaeTcsi B TeppUTOpHaIbHOM KOMMCCHH,
BU3bI MPOCTABJISAIOTCA B HUKHEH 4acTH OOOPOTHOM CTOPOHBI MOCIEAHETO JUCTA
NOJUIMHHUKA JIOKYMEHTA.
JUIsL TOKyMEHTa, OJUJIMHHUK KOTOPOr0 OTHPABIISIIOT U3 TEPPUTOPUAIBHON
KOMHUCCHUH, BH3bl TMPOCTABISAIOTCA B HIKHEW 4YacTU JIMLEBOM CTOPOHBI

IMOCJICAHCTO JIMCTA KOIINU OTIIPABJIACMOI'O JOKYMCHTA.

3.5.13. OTTHCK euaTH.

ITeyatp 3aBepseT NOMIMHHOCTH IOJINUCH JOJDKHOCTHOTO JIMIla Ha
JOKYMEHTaX, yJOCTOBEPSIONIUX MPEAYCMOTPEHHBIC TMPABOBBIMH  aKTaMHU
MTOJTHOMOYHS JIOJDKHOCTHBIX JIMI WM (UKCUPYIONIUX (haKThl, CBSI3aHHBIC C
(HHAHCOBBIMU CpelcTBaMH, a  Takxe Ha MHBIX JTOKyMEHTaX,
MIPEIyCMaTPUBAIOIINX 3aBEPECHUE MTOJTMHHOMN TIOIITHCH.

IleuaTh cTaBUTCS HA CBOOOJHOM OT TEKCTa MECTE, HE 3aXBaTbIBas JIMYHOM
MNOAIMNACHA  JODKHOCTHOro Jmmma. Iledatb  MOET  3axBaTbhIlBaThb  4acTh
HaUMMEHOBAHUS JIOJHDKHOCTH JIMIIA, TOIMHUCABIIETO JOKYMECHT.

B nokymeHTax, MOATOTOBIEHHBIX Ha OCHOBE YHUDHUIIMPOBAHHBIX (HOPM,

nevyaTh CTaBUTCA B MecTe, 0003Ha4YeHHOM oTMeTKOoU «MID» ninu nHbIM 00pa3oMm.

3.5.14. OT™MeTKA 0 3aBepEHUHU KOMUU.
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I[JIH 3aBCPCHUA COOTBCTCTBHA KOIIMHW JOKYMCHTA IIOJUIMHHUKY HHIKC
PCKBHU3UTA «HO,ZIHI/ICI)» MpOCTAaBJIACTCA OTMCTKAa O 3aBCPCHHH KOIIMHK —
3aBCPUTCIIbHAA HAAIIHUCh «BepHo» nm  «Konus BCPHa», AOJLKHOCTL JIMIIQA,
34aBCPUBHICTO KOIIMIO, €ro JIM4Has IIOAIIUCD, pacmu(prBKa ImoanmrMcu " agarta

3aBEpEHMsI, HAIPUMED:

Bepno

[Ipencenarens TeppuropuanbHOii
n30uparenbHOi KoMucCHU No

JINYHAs HOAIUCH WHUIUANTBI, pamMuTus
Hara

[Ipy HeoOXOIUMOCTH NHpPU 3aBEPEHUM KOIMHU JOKYMEHTa MOXET ObITh
IIPOCTABJICHO BpeMs 3aBepeHus (HampuMep, IMpU 3aBEPEHUU KOMUN MPOTOKOJIOB
00 UTOrax roJ0COBaHUsA).

Eciu komusi JOKyMEHTa H3rOTaBIMBACTCSI HA HECKOJIBbKUX JIUCTAaX, TO
3aBepSETCS KaXIbIi JTUCT TOKyMEHTa JHOO0 JTOKYMEHT MPOIIMBACTCS U HAa MECTE
IPOLIMBKU CTaBUTBHCS 3aBepuTeibHas Haanuch «BepHo» mnn «Komus BepHay,
JOJKHOCTh JIMIIA, 3aBEPHUBIIETO KOIMWIO, €ro JMYHAs TOJMUCH, pacHm@poBKa
MOJIMTMCH ¥ JIaTa 3aBEPEHUS.

[Ipu nepechbuike KONUKU AOKYMEHTa B Ipyrue OpraHu3aluy Wil Bbllaye ee
Ha PYKH 3aBEpHUTENbHAS HAAMKUCHh YIOCTOBEpsieTCA MedaThio «TeppuTopuaiibHas
u3buparenbHas komuccus Ne  »  qubO TOpM  HAIUYUM  TI€YAThIO

«TepputopuanbHas nuzduparenbHas komuccus Ne . 111 IOKyMEHTOB»
3.5.15. OT™MeTKa 00 UCTIOJHUTEIIE.

OtMmeTka 00 WCIHOJHHUTENE BKJIIOYAeT B ce0s WMHULUAIB U (HaMUIHUIO
WCIIOJTHUTENISL TOKYMEHTa U HOMEP €ro CIIy>)KeOHOTO TeyieoHa ¢ KOJOM peruoHa.
OTtmeTKky 00 WCHOJHUTENE pachojiaraloT Ha JUIEBOM WJIH, TIPU OTCYTCTBHH
MecTa, Ha 00OPOTHON CTOPOHE TOCJIETHEro JIMCTA JOKYMEHTA B JICBOM HUKHEM

yray pasmepoM mpudra 10 myHKTOB, HanpuMep:

3y6apes B.JL.
(499) 356-85-31
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3.5.16. OT™MeTKA 00 HCIIOJIHEHUM IOKYMEHTA.

OtmeTka 00 WCTHOJHEHWHW JOKYMEHTa W HAMpaBIEHWHW €ro B JeJ0
BKJIIOUAET CJICIYIOIINE JaHHBIC: KpaTKUE CBEJCHHS 00 HMCIIOJIHEHWH TOKYMEHTa
(pu OTCYTCTBUHU JOKYMEHTA, CBUICTEIHCTBYIOIIETO OO0 HCIIOJHEHUH), NaTy |
HOMEp MMEIOIIEToCs JOKYMEHTa 00 HCIIOJIHEHUH, cloBa «B neno», Homep jena,
B KOTOpOM OyIeT XpaHUThCS JOKYMEHT, JdaTy, TOJIUCh TpeaceaaTens

TepputopruaibHON KOMUCCHH.

4. Opranu3anusi padéoThbl ¢ HCXOAAIIMMU (OTHPABJISIEMbIMHU) JOKYMEHTAMU

4.1. Ucxondime OOKYMEHTBHI TEYaTaroTCs Ha OJIaHKaX YCTaHOBJIEHHOU
dopMbl U OQOPMIISIFOTCS B COOTBETCTBUM C IIOJIOKEHUSIMU  HACTOSILEH
HNHCcTpyKkimuy.

4.2. OtpaBKa  JIOKyMEHTOB W3  TeppuropuaibHOW  KOMHUCCHUHU
OCYyILECTBISIETCS (PENbIbErepCcKOl WM CHEIUAIbHON CBS3bl0, IIOYTOM, IO
tenerpady, kaHamam cBsizsu ['AC  «Beiboper»y, I JIEJIO, kaHamam
(akCcHUMUIIBHOM CBSA3M, ceTU VIHTepHET Ui HApOUHBIM.

4.3.Tlpu odopmieHHH MHCEM U TEJIErpaMM HCIIOJIHUTENb YKa3bIBAaeT
MOJIHBIN TTOYTOBBIN (BKJIIOYAs MHACKC) aApec OpraHu3allK WK TpaKJaHUuHa.

4.4. Vicxonamue TMHChbMa HAMpaBiSIOTCS 3a MOANUCHIO Tpelceaarens
TeppuToprallbHOW KOMHCCHHM, B €T0 OTCYTCTBHE — 3a NOANMUCHIO 3aMECTUTEIS
npeacenaTens WM MHOTO wieHa TeppuTopuaibHOM KOMUCCHH, UCITOIHSIOIIETO
00513aHHOCTH TpejceaaTess, Ha OJaHKe MUChMA.

4.5. IlonnucanHble MUCbMa U TenerpaMmmbl peructpupytores B [TW JIEJIO
WJIU KypHAJIE.

Ecmu ornpasnsgemMpiii  JOKYMEHT SIBJISIETCSI OTBETOM Ha  BXOIALIMHN
JIOKYMEHT, HEOOX0JMMO MPUOOIIMUTH MOJUIMHHUK BXOJAIIET0 TOKYMEHTA K KOIUU
OTHPABJISAEMOI0 TOKYMEHTA, OCTAOLIEHCA B JIEIIE.

4.6. JIoKkyMEeHTaM MPUCBAUBAETCS UCXOIAUIUN HOMEP, KOTOPbI COCTOUT U3

WHJIEKCa JieJla M0 HOMEHKJIAType Jiel M MOPSAJIKOBOTO HOMEpa JIOKYMEHTA,
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pa3ieNIeHHbIX KOCOU yepTou. Mcxomsmmii HoMep yKa3bIBaeTCs TaKKE HAa KOIUHU
JOKyYMEHTa, ocTtawpmeiicas B Jnene. Hymepanusa wcxoasumx JTOKYMEHTOB
OCYULIECTBJISIETCS B MIpeIeiiax KaJeHAapHOIo ro/a.

[Ipu peructpauuu UCXOASIIETO JOKYMEHTa B PETUCTPALMOHHON (opme
00s3aTEIbHO YKA3bIBAIOTCSL CJIEAYIOLIME PEKBU3UTHL: JaHHbIE 00 ajapecare
(pamunus, uMs, OTYECTBO (PU3UYECKOrO JHUIA WM HA3BaHHE OpraHU3alluy,
MECTOHAXOXJACHUE TOJydaTesisi), a TakKe KpaTKoe COJep)KaHHe JIOKYMEHTa,
KOJIMYECTBO JIMCTOB OCHOBHOT'O JIOKYMEHTA U JIUCTOB MPHIIOKEHUS, KOJIMYECTBO
AK3EMIUISIPOB, MCIOJHUTENb JOKYMEHTA, €r0 COUCIIOJIHUTENU, a TAKXKE KEM OH
HOJIHCAH.

4.7. lJokyMeHTBl 1O BompocaM (opMupoBaHusi TeppuTopuaIbHOM
KOMHUCCHH M OCYILECTBJICHUS €€ (PMHAHCUPOBAHUS, HArPaKJICHUS U MOOLIPEHUS
4JIEHOB M pabOTHUKOB anmnapaTta TeppuropuaabHOH KOMHUCCHH, B 00S13aTEIILHOM
NOPSIJIKE HAMPABIISFOTCS HAPOUHBIM.

WNHbie 1oKyMeHTBI MOTYT OBIThH OTHpaBiieHbl 1o cpenctsam [T JAEJIO unu
MOYTOM IO YKAa3aHUIO npeacenares TepputopruaibHO KOMUACCHUH.

4.8.Tlo xanamam (HaKCUMUIBLHOM CBSI3W  JOKYMEHTHI TIEPEIAlOTCS
OTBETCTBEHHBIM 32 BEJICHUE JEIIONPOU3BOICTBA MOCIIE UX PETMCTPALIUN.

4.9. TIpu oTmpaBKe TeerpaMmbl 0oJiee 4eM B YEThIpe aapeca 0hopMIIICTCS
NOJJIMHHUK, KOIUSA M JBa 3K3EMIUIApa IOANMCAHHOIO CIIMCKA PACCBUIKH C
yKa3aHUEM TIOJIHBIX IOYTOBBIX (BKJIIOYasi MMOYTOBBIM WHAEKC) aapecoB. Ha
Tenerpad nepenaroTcs MOJIMHHUK C OAHUM 3K3EMIUIIPOM CIIMCKAa PACCBUIKU U
KOIIMSA TeJerpaMMbl, KOTOpas C OTMETKOM O mepenadye  TeaerpaMMbl
BO3Bpallaercs B TeppuTOpUanbHyl0 KOMHMCCHIO K BMECTE CO BTOPBIM
HK3EMIUISIPOM CITMCKA PACCBUIKU MOIIIMBAETCS B JEINO.

4.10. [Ipu ormpaBke muchbMa Oojiee YeM B YETHIpE aJpeca COCTaBISETCS
CIIMCOK pAaCChUIKM YCTaHOBJIEHHOW ¢opmMbl (mpuiioxkeHue Ne5), KOTOpbId
NOJANKCHIBAETCS  NpelIcenaTenaeM, B €ro OTCYTCTBHE — 3aMECTHUTENEM

npeaceaaTciisi N MHbIM YJICHOM TCppHTOpHaHBHOﬁ KOMHUCCHUH, UCITOJIHAIOIINM
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oOs3aHHOCTH TIpeiacenarens TepputopuanbHo kommccuu. [locie perucrparum
MUCHMO TUPAKUPYETCS] B HEOOXOIMMOM KOJIMYECTBE U OTIIPABIISIETCS.

Ecnm mucemMo mim TenerpaMma HarpaBisieTcss He Oojiee 4eM B 4YeThIpe
ajpeca, TO MOAMUCHIBACTCS KaXIbIA IK3EMILIISP.

4.11. OtnpaBka JAOKYMEHTOB NPOU3BOJUTCS €XKEAHEBHO B Yachl PabOTHI
TepputopradbHONH KOMHCCHH, KPOME BBIXOAHBIX W HEPAOOUMX Mpa3THUIHBIX
JTHEH.

[Topsimok OTIPaBKH MCXOIAIINX JTOKYMEHTOB IOCIIE OKOHYAHUS paboyero
JHS, B BBIXOJHBIC M HepaOouyWe Mpa3qHUYHBIC JTHH, B TIEPHOJ TMOATOTOBKH W
MPOBENCHUsS] M30MpATENIbHBIX KaMIIAHWM  YCTAHABIMBACTCS IMpejcenaTeeM
TepputopraibHON KOMUCCHH.

4.12. JIokyMEHTBI ¢ OTMETKON O CPOYHOCTH JTIOCTaBKH «BecbMa CpoyHO» U
«CpouHo» OGOpPMIISIOTCS HE3aMEUIMTENIbHO, OTIPABJISIOTCS [0  KaHajlaM
dakcumunbHOU cBsi3u, [TW JIEJIO nnu HapOYHBIM.

4.13. JIokyMeHTbI, HampaBlisieMble TpaKJaHaM IO JOMAaIlHEMY aJipecy,
OTIIPABIIAIOTCS Yepe3 TOUYTOBOE OTACIICHUE CBS3M, KaK IPABUIIO, 3aKa3HBIMHU
MTUCbMaMH.

4.14. JlokyMeHThI, TMepeaaBaeMble MO KaHajlaM (DaKCUMUIIBHOM CBSI3H,
PETHCTPUPYIOTCS B TIOPSJIKE, YCTAHOBICHHOM JIJISI UCXOSIINX TOKYMEHTORB.

4.15. Vicxopsmue qOKyMEeHThI, OOPMIICHHBIE C HAPYIICHUEM TPeOOBaHMIA
WHCTpyKIMH, K OTIIPaBKEe HE MPUHUMAIOTCS W BO3BPAIIAIOTCS UCIIOJIHUTEIISIM Ha
nopabotky. Koppecnonaenmus Hecy>keOHOTO XapakTepa, B TOM YHCIEe JTHYHAS
KOPPECTIOHIEHITNS, K OTIIPABKE HE TPUHUMAETCS.

4.16. Komun wucxomdmux JTOKYMEHTOB IIOMEMIAIOTCS B JIEIO B

COOTBETCTBHM C HOMEHKJIATYpPOU A€l TeppuTOpruagIbHON KOMHUCCUH.

5. Ocob0enHoCTH PadOTHI ¢ OOPALIEHUAMU I'PAXKIAH

5.1. Opranuzamus paboThl ¢ OOpaIIeHUSIMU TPakKJIaH OCYIIECTBISETCS
B COOTBETCTBUU C pazzesioM 2 HacTodeld NHCTpyKIMU ¢ y4eTOM 0COOEHHOCTEN,

YKa3aHHBIX B TaHHOM pa3JcJic.
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5.2. IluceMenHble  oOpamieHuss Tpaxman (mamee —  oOparieHus),
MOCTyNUBIINE B  TEeppUTOpPHUATIBHYIO  KOMHUCCHIO, PETUCTPUPYIOTCS  C
WCITOJIb30BAHUEM PETHCTPAIMOHHBIX (OPM  OTIAEIBHO OT JAPYTHX BHJIOB
JOKYMEHTOB HE NO3JHEE TpeX AHEH ¢ MoMeHTa mnocTymieHus. OOpaieHus,
Kacaronyecs: HapyluIeHuH M30MpaTeNbHBIX MPaB TpaxaaH B MEPHUO]] MOATOTOBKU
U TIPOBEICHUSI BBIOOPOB U pePEePEeHIyMOB, PETUCTPUPYIOTCS B ICHb MOCTYTIIICHUS
B TeppUTOpHaIbHYI0O KOMHCCHIO WJIM HA CIEAYIOMUN pabounii JeHb.

5.3. Ilpu BCKpHITHM KOHBEPTOB MPOBEPSIETCS HAJIUYHME BCEX BJIOKCHHUM.
KonBepT 00s13aTeIbHO COXpaHsIeTCsl.

OOpaiienus, cojepkale B aIpecHOW YacTH TIOMETKY «JIuuHOW,
paccMaTpHUBaIOTCS B O0IIEM MOPSAIKE B COOTBETCTBUU ¢ MHCTpyKIMEH.

[Ipu perucrpamuum noBTOopHbIX OOpamieHUt UM TPHUCBAUBACTCS
OUEpEHONM PETUCTPAIMOHHBIM HOMEpP, B PETUCTPAlMOHHON ¢dopme nenaeTcs
otMeTKa «[IoBTOpHOY.

Ecin OOpamenne nocTynuiao OT KOJJIEKTHBA TpaxkaaH, TO TMpHU
pEerucTpanuy B perucTpaluoHHON Gpopme ctaBuTca oTMeTKa «KOMIeKTUBHOEY .

5.4. PerucTpalluOHHBIA IITAMII, COCTOSIIIUMA W3 TMOPSAJIKOBOTO HOMEpa
oOparieHusi U JaThl PETUCTPAIMH, CTABUTCS, KaK MPABUIO, HA TIEPBOM JIHCTE
OOpaiieHus B IpaBOM BEPXHEM YIIIy WJIM Ha CBOOOITHOM OT TEKCTa MECTE.

Hywmepamus moctynuBmmx OOpamieHuil OCyIIECTBISETCS B Tpenenax
KaJIEHJApPHOIO ro/1a.

5.5. 3apeructpupoBannbie OOpallleHUsi pacCMaTPUBAIOTCS TIpeiceaaTeieM
TepputoprualibHOW KOMHCCHUHM, 3aT€M TIOCJIE€ TIEPEHECEHHs] YKa3aHWUs [0
UCIIOJIHEHUIO ~ JOKYMEHTa B  PErHCTpalMOHHBIE  (QOpMBI  NEpenaroTcs
WCIIOJHUTENSIM 0] TOAMUCK.

5.6. OOparenus, aapecoBaHHbIE YIEHAM TeppUTOPHATBHON KOMHCCHH,
PETUCTPUPYIOTCS B YCTAHOBJIECHHOM TIOPSAIKE, JOKIAABIBAIOTCS MpPEACeNaTesto
TepputopralbHOW KOMHUCCHM, 3aTE€M TIOCJI€ TEPEHECEHHs] YyKa3aHus [0
UCIIOJIHEHUIO ~ JOKYMEHTa B  PErucTpalMOHHbIE  (QOpMBI  TNEpenaroTcs

HUCIIOJTHUTEIIAM IO IIOAIINCH.
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OOparmienust paccMaTpuUBaOTCS B COOTBETCTBHUM C YKa3aHHUSAMH IO
UCITOJIHEHUIO JIOKYMEHTA Mpejceaaresns TeppuTopruaibHON KOMUCCHUU B TTOPSIIKE,
YCTaHOBJICHHOM 3aKOHOJATeNnbCTBOM Pocculickoit denepanyu.

5.7.  OOpamenus, coAepKalyue BOIMPOCH, PEIICHHE KOTOPBIX HE
OTHOCUTCS K KOMIIETCHIIMH TeppUTOPUANIbHOW KOMHCCHM, JOKJIAJbIBAIOTCS
npeacenarento  TeppUTOpHaIbHOM KOMUCCHMM MW II0  €ro  YKa3aHHK [0
UCIIOJIHEHUIO JOKYMEHTa B TEYEHHE CEMH KaJeHJApHbIX JIHeW cO JHS
pErucTpalyy HAMPaBJISIOTCS C CONPOBOAUTENBHBIM MUCHbMOM 32 €r0 MOJIUCHIO B
COOTBETCTBYIOIIUA OpraH WM COOTBETCTBYIOIIEMY JODKHOCTHOMY JHULY, K
KOMIIETEHIIUM KOTOPBIX OTHOCHUTCSl pelleHHWe NocTaBieHHbIX B OOpaleHuun
BOIIPOCOB, C YBEJAOMJIEHMEM TIpaxkaaH, HamnpaBuBmux OOpaiueHus, o
nepeagpecauun OOpamieHuil. B conmpoBOAMTENTPHOM MHUCHBME OrOBAPUBAETCS
MOPSIJIOK HaIlpaBieHus1 0TBeTa aBTopy OOpalieHusl.

Ecnu pemenne mnocrabiieHHbIX B OOpamieHUsX BONPOCOB OTHOCHUTCS K
KOMIIETEHIIMA HECKOJIbKUX TFOCYJapCTBEHHBIX OPTaHOB WJIM JOJKHOCTHBIX JIUII,
korug OOpanieHusi B TEUEHHE CEMHU KaJICHJApHBIX JHEH CO JHS pEerucTpanuu
HalpaBJsieTCsI B COOTBETCTBYIOUIME OpraHbl WM  COOTBETCTBYIOIIUM
JOJ>KHOCTHBIM JIULIAM.

5.8. 3ampemaeTcs  HampaBnaTh — OOpameHne  Ha  pacCMOTpPCHHUE
B TOCYJapCTBEHHbId OpraH, OpraH MECTHOTO CaMOYIpPaBJEHUS  WJHU
JOJDKHOCTHOMY — JIMILy, pEIIeHHEe WIK JelcTBUe (0e3leicTBHUE) KOTOPBIX
o0OXxanyercs, 3a UCKIIOYEHHUEM CIIy4yaeB, YKa3aHHbIX B NyHKTe 6 cTtaTbu 75
denepanbHOro 3akoHa «O0 OCHOBHBIX TapaHTUAX M30MpPATENHHBIX TIPAB U TpaBa
Ha ydacTue B pedepenayme rpaxaad Poccutickoit denepanviny.

5.9. Ectu B coOoTBEeTCTBHMH C 3alperoM, YKa3aHHBIM B Iojapaszaeie 5.8
WucTpykiuu, HEBO3MOXXKHO HampaBuTh OOpaiieHne Ha pPacCMOTPEHHE B
rOCyAapCTBEHHBI OpPTraH, OPraH MECTHOTO CaMOYIIPABIEHUS UM JOJKHOCTHOMY
JUITY, B KOMIETEHITUIO KOTOPHIX BXOJUT PeIlIeHNE MOCTaBIeHHbIX B OOpatieHnn

BOIpocoB, OOpalieHue BO3BpaIIACTCs TPAKJAHUHY C Pa3bsICHEHUEM €ro IpaBa
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00KaJloBaTh COOTBETCTBYIOILEE pEIIEHUE WIM JEHCTBHE B YCTaHOBJICHHOM
MOPSIAKE B CY/IE.

5.10. Ob6pamienns, mNOCTYNMUBIINE B TeppUTOPHAIBHYI0 KOMHCCHIO,
paccMaTpUBAaIOTCST B CPOKHM, YCTAaHOBJIEHHBIE Toapazgenamu 9.5 u 9.6
NucTtpykunm.

B mepuon moAroToBku M MpoBeneHHUs BHIOOPOB U pedepeHayMOB CPOKHU
paccMoTpenust ~ OOpaileHuid  yCTaHaBIMBAIOTCS B COOTBETCTBHM  C
3aKOHOJAaTeNbCTBOM Poccuiickoilt denepanuu o BbIOOpax U pedepeHymax.

Ecim  HeoOXomumo mpomiuTh CpokK  paccMoTpenuss —OOparieHws,
VCIIOJIHUTENIb HE IO3/JHEE YEM 3a TPHU JHA JIO MCTEUYECHMS] CPOKa IOATOTOBKH
OTBETa MPEACTABISIET HAa WMS Mpeaceaaress TeppuTopuanbHO KOMHCCUU
JOKJIaTHYIO 3alUCKy C OOBSCHEHHMEM, [0 KaKOM NPUYMHE HEBO3MOXKHO J1aTh
OTBET B YCTAaHOBJICHHBIN CPOK. MakcHMalIbHOE MPOAJICHHE CPOKA PACCMOTPEHHMS
OOpamenus coctapisieT 30 KaneHIapHbBIX THEH.

3asBUTEII0  HAIPaBJSIETCA  yBEJAOMIIEHHE O  NPOUICHHMM  CpPOKa
paccMmoTtpenust ero O6parnieHus.

OOpaieHuns, Ha KOTOpbIE JAl0TCA MPOMEXKYTOUHBIE OTBETHI, C KOHTPOJIS HE
CHUMAIOTCH.

5.11. B cayuae mocTtymieHuss B TeppUTOpUaibHY0 KOMHCCHIO B
YCTaHOBJICHHOM IOPSAKE 3a1poca roCyJapCTBEHHOIO OpraHa, OpraHa MeCTHOTO
CaMOYIIpaBJI€HUsI WIM JOJDKHOCTHOTO JUIA, paccMarpuBarommx OOpaiieHue,
JOKYMEHThl M Marepuaibl, HeoOXOoIuMble sl paccMoTpeHus OOpaieHus,
MPEJICTABIISIOTCS B T€UCHHUE 15 KalleHIapHbIX JTHEH.

5.12. OtBet Ha OOparieHue, B KOTOPOM HE yKa3aHbl (haMuius rpakjaHuHa
W €ro IOYTOBBIM aJPEC WM AJPEC 3JIEKTPOHHON MOYTHI, IO KOTOPOMY JIOJIKEH
ObITh HampaBjieH OTBET, He naercs. Takoe OOpalleHHe CHUCHIBACTCA B JEIIO
npeacenaareneM TepputopualibHOM Komuccuu. B ciydae ecnu B OOpateHumn
COJIep>KaTCsl CBEJIEHUS O MOATrOTaBIMBAEMOM, COBEPIIAEMOM WJIH COBEPILIEHHOM

IIPOTHUBOIIPABHOM JICIHMHM, a TakKXC O JIMOC, CEro mnoAroTaBJIMBAIOIICM,
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COBEPIIAIONIEM WA COBEPIIUBIIEM, OOpalieHue MOJICKUT HAIMpPaBICHUIO B
roCyAapCTBEHHBIA OpraH B COOTBETCTBUU C €r0 KOMIIETEHIIUEH.

Ecmu tekct OOparieHus He MoAmaeTcs MPOUTeHUI0, OTBET Ha OOparieHue
HE JAaeTCsd W OHO HE TOMICKHUT HAMPaBICHUIO HAa PACCMOTPEHHE B
roCyAapCTBEHHBI OpraH, OpraH MECTHOT'O CaMOYIIPABJICHUS WU JOJKHOCTHOMY
JIUITy B COOTBETCTBUH C UX KOMIIETCHIIMEH, O YeM B TCUCHHE CEMU KaJICHIAPHBIX
nHe co  gHs  peructpaumu  OOpaineHuss  cooOliaercss  TpaxAaHUHY,
HanpasusiieMy OOpaienue (eciau ero ¢pamMuwinsg U MOYTOBBIN aapec MoAalTCs
IPOYTEHUIO).

5.13. O0Opamierusi, B  KOTOPBIX COJACP)KATCS  HEICH3YpPHBIE  JHOO
OCKOpOUTENbHBIC BBIPAKEHUS, YIPO3bl JKU3HU, 3J0POBBI0O M HMYIICCTBY
JIOJDKHOCTHOTO JIMIIA, @ TaKKe WIEHOB €ro CeMbH, OCTAIOTCS 0e3 OTBeTa I0
CYIIECTBY IIOCTaBJICHHBIX B HEM BOIIPOCOB, a 3agBUTEISAM COOOIIACTCS
0 HEJIOTTYCTUMOCTH 3JI0YITOTPEOICHUS TTPABOM.

5.14. O6parieHue, B KOTOPOM 0OXKamyeTcsl cyJae0HOe peIlIeHHE, B TCUCHUE
CeMHU KaJleHIAApHBIX JTHEW CO MHS PETHCTPallid BO3BPAIIACTCS TPaKIAHUHY,
HaIlpaBUBIIIEMY OOpallleHue, ¢ Pa3bICHCHHEM TOpsIKa 00KaJOBaHHS JAHHOTO
Cy1eOHOTO peIICHHUS.

5.15. Ecnu B OOpauieHuu coAepxKUTCS BOIPOC, HA KOTOPBIM TpaXaaHUHY
HEOJHOKPATHO (Z1Ba pasa u 0oJiee) JaBaIlCh MUCHMEHHBIE OTBETHI IO CYIIECTBY B
CBsI3M C paHee HampaBieHHbIME OOpamieHusiMu, U mpu 3ToM B OOpamieHnn He
MIPUBOMSITCS HOBBIC JOBOJBI M OOCTOSITENILCTBA, TO TEPENHUCKa IO JaHHOMY
BONIPOCY C TpaXJIaHMHOM TIPEKpaIlaeTcsa, O YeM €My HampaBiseTcs
YBEIOMIICHHUE.

5.16. JInunbIi pueM TpakJaH BeJeTCs npejceaareneM TepputopruaibHON
KOMUCCHHU.

Nudopmarus o mopsiake TmpueMa  TpakIaH — pa3MelaeTcs  Ha
nH()OPMAITMOHHOM CTEHJIe U OpUIIHATBFHOM caiiTe TeppuTopraibHON KOMUCCUU

B MH(POPMAIIMOHHO-TEIEKOMMYHUKAIIMOHHOM ceTn MHTepHeT.



31

I[Ipy  nuyHOM  TWpUeMe  TPaXJAaHUH  NOPEAbSIBISECT  JOKYMEHT,
YIOCTOBEPSIONINNA €ro JTUYHOCTb.

Benenne nu4yHOro npuemMa rpakJaH MOMKET CONPOBOXKAATHCS ayauo- U
BUJICO3AIIHACHIO, O YEM IPaXKJAaHe YBEIOMIISIIOTCS JO Hadajia NprueMa.

5.17. Bo BpeMsa mpuema TrpaxlaH BEIETCS KypHaJl ydyera, B KOTOPBIU
BHOCSITCA JIAHHBIE O TPakKlaHWHE, KPaTKOE COJEpKaHUE OOpalleHUs, pe3yiabTaT
€ro PaCCMOTPEHUS, a TAKKE JOHKHOCTD U (haMIIIUS JTUIA, TPOBOISIIETO PUEM.

Eciu wu3noxennsle B yctHOM OOpameHun (akTel He TpedyroT
JOTIOJTHUTENBHOW MPOBEPKH, OTBET Ha (OOpalmieHue c corjiacus IpakJaHuHA
MOKET OBITh JaH YCTHO B XOJI€ JINYHOIO NpUeMa, O 4YeM JENaeTcs 3aluch B
KypHaje ydyera. B ocTaabHBIX CllydasX AaeTcsl MMCbMEHHBIA OTBET MO CYLIECTBY
nocrtaBiieHHbIX B OOpalieHny BOIpOCOB.

B xome nuyHOro mnpueMa TpakKJaHUHY MOXET OBITh OTKa3aHO B
JaNbHEHIIEM PAacCMOTPEHUHU OOpaIlleHUs, €ClId €My paHee ObLI JaH OTBET I10
CYLIECTBY IOCTaBJIEHHBIX B OOpalieHnn BOIPOCOB.

B cnywae rpy0oro, arpecCUBHOrO MOBEACHUS IPakJJaHWHA MPUEM MOKET
ObITh mpekpaiied. [Ipu HeEoOXOaUMOCTH MOXKET OBbITh BBI3BAH COTPYIHUK
oxpansl. UHopmarus o moBeneHnn rpakjaHiHa OTPAXKAETCs B KypHaJe yueTa.

5.18. llepenanusiec Ha mnpueme OOpamieHUs PETUCTPUPYIOTCS €
UCIIOJIb30BaHUEM PETUCTPALIMOHHBIX (OPM M paccMaTpUBAIOTCS B HOPSIKE,

YCTAaHOBJICHHOM HACTOAIIUM PAa3aCIOM.

6. Oco0enHOCTH PadOTHI C JOKYMEHTAMHU, COIEPKANUMH CJIYKEOHYI0
uHGoOPMALMIO OTPAHUYEHHOT0 PacpocTPaHeHHsl (B TOM 4K cJIe CBeJeHusl 00
U30UparTesIfX, yY4aCTHHKAX pedepeHayma, 00pamanuuMucs B paMKax
¢pynxkunonupoBanus ['ocygapcTBeHHOM cucTeMbl perucrpannu (yuera)

u3duparesieid, ysacTHukoB pedepenayma B Poccuiickoit @enepanun)

6.1. OcobenHocT pabOTHl C JOKYMEHTaMH, COACPKAIIMMH CITY>KEOHYIO

MH(OPMAIUIO OTPAHUYEHHOTO PACIPOCTPAHEHUS.
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6.1.1. K cnyxebHOl wuHPOpMAIIMK OTPAaHHMYEHHOTO PACIPOCTPAHEHHUS
OTHOCHUTCSI HECEKpeTHass HHQOpMalus, HE3aBUCUMO OT BHJA €€ HOCHUTEH,
OrpaHUYCHHS Ha pacnpocTpaHeHue KOTOpOI YCTaHaBIUBAIOTCS
3aKoHOAaTeNbCTBOM Poccuiickoit denepaliuu, pemieHUsIMUA (ITOCTAaHOBICHUSIMU )
BBIILIECTOSIIIUX U30UPATENIbHBIX KOMUCCHIA.

6.1.2. Heo6xomuMOCTh  MpOCTaBieHUS] TMOMETKH «Jlyig  ciykeOHOro
nonbs3oBanus» (nanee — «JCII») Ha JOKyMeHTaXx M M3AAHUAX, COJAEPIKALINX
CIIy’)keOHYI0 HMH(OpPMAIMIO OrPAaHUYCHHOTO PACIPOCTPAHECHHUS, OIPEACIACTCS
npexacenareiaeM  TeppUTOPHATIBHOM  KOMHCCHH,  IMOJNUCBHIBAIOIIUM  WJIU
YTBEPKIAIOIINM TOKYMEHT.

JIOJDKHOCTHBIE JIMIIA, TPHUHSIBLIIME peuieHue 00 OTHECEHHH CIYXeOHOM
uHbpopMaluu K  paspsay  OTPaHUYEHHOTO  PAcCIpOCTPaHEHMs,  HECYT
NEPCOHAIBHYIO OTBETCTBEHHOCTh 32 000CHOBAHHOCTh IPUHSATOTO PELICHHUS.

6.1.3. ITometka «JICII» u HOMEp IK3eMIUISIpa MPOCTABISAIOTCA B MPaBOM
BEPXHEM YIUIy MIEPBOM CTpaHULbl JOKYMEHTA (B cilydae HEOOXOJUMOCTU — U €ro
MPOEKTa),  COJAEpKallero  ClyxeOHylo  uHGOpPMAlUI0  OrPAHUYEHHOTO
pacnpocTpaHeHusl, Ha 00JI0KKE U TUTYJIbHOM JIUCTE U3JaHus, a TAKKE Ha MEPBOI
CTPaHHMIIE COITPOBOJUTEIBHOIO MMChMA K TAKMM JIOKYMEHTaM.

6.1.4. PaGoTa ¢ mOKyMEHTaMH, COACPXAIIMMHU CITy>KeOHYI0 WH(OpPMAIIHIO
OTrPaHUYEHHOIO PAaCIPOCTPAHEHUs, B TOM YHCIIE UX MPHUEM, YUeT (perucrpauus),
OCYUIECTBIISIETCS. B MOPSAKE, YCTAHOBICHHOM JJISI HECEKPETHBIX JOKYMEHTOB, C
y4€TOM OCOOEHHOCTEH, H3JIOXKEHHBIX B Hacrosimiem paszaene. llpu stom k
pEerucTpalliOHHOMY HOMEpPY AOKyMeHTa 1o0asisercs nomerka «{CII».

6.1.5. loxymentsl ¢ nmometkoit «JICII» peructpupyrorcsi (yUuThIBAIOTCS)
BMECTE C APYTMMH HECEKPETHBIMHU JOKyMEHTaMH. B peructpanioHHON KapTo4Ke
JTOKyMEeHTa npou3BoauTcs 3anuch «J[CID».

6.1.6. CkanupoBaHue, KONMUPOBAHHE (TUPAKUPOBAHHUE) JIOKYMEHTOB C
noMetkoit «JICII», mpou3BOAUTCA HCIOTHUTENIEM JTOKYMEHTa C MUCbMEHHOTO
paspeuieHuss  mpencenarenss  TeppuTOopuaIbHOM  KOMHUCCHUH, IPU  3TOM

OCYHICCTBIIACTCA YUCT KAXKJO0T'O OK3EMINIAPA YKa3aHHBIX JOKYMCHTOB.
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6.1.7. loxymeatet ¢  momeTtkort  «JICIl»  mepemaroTcs  uneHam
TepputopralibHOM  KOMHCCMM W TPaXIAHCKUM  CIyXKalldM  anmapara
TepputopralbHOM KOMUCCUH MO TIOANUCH.

6.1.8. loxymentsl ¢ mometkoii «JICID» HanpaBnsitoTcs B Apyrue OpraHsl U
OpraHu3alud opraHamMu (QeaepasbHON  (QenbaberepcKol  CBs3H, CIYKO00H
CHEMATBFHON CBsI3U MO0 HAPOUHBIM. 3ampeniaeTcsl mepeaaBaTh JOKYMEHTHI C
noMetko «JICII» mo He3alMIIeHHBIM KaHajlaM KOMIBIOTEPHO-MOJIEMHOW U
(haKCUMUITHHOU CBSI3H.

HoxymenTsl ¢ nomerkor «/ICII» pacceuiatoTcs HECKOJIBKHM ajpecaTram
COIVIACHO CIIUCKY pPAacChbUIKM, B KOTOPOM HAlpOTUB KaXIOro ajpecara
IIPOCTABIISICTCSI HOMEpP OJK3EMIUIAPA OTHPABIAEMOro JOKyMeHTa. Crnmcok
PACCBUIKM MOAIMCHIBACTCS MCIOJHUTENIEM U IpefcenareneM TeppuTopuaibHOu
KOMUCCHH.

6.1.9. Ucnmomaennpie qokymMeHTHI ¢ moMeTkon «JICID» dhopmupyrorcs B
Jiena B COOTBETCTBUU C HOMEHKJIATYypo# Jies. B mpaBoM BepxHeM yriy 00JI0KKU
Jieia, B KOTOPOE MOMEIIEHBI TAaKKE JOKYMEHTHI, mpocTaBiisieTcsa nomerka «JICIDy».

6.1.10. Hokymentsl ¢ momeTkoi «JICID» xpaHsTCS B 3aKpBIBAIOIINXCS
mkagdax.

6.1.11. VaudtoxxeHue nei, JOKyMEHTOB W m3fnaHuii ¢ momeTkon «JICIDy,
YTPAaTUBLIMX CBOE€ NPAKTUYECKOE 3HAYEHHE M HE HMMEKIOUIUMX HCTOPUUYECKOU U
HAay4YHOU IIEHHOCTH, MMPOU3BOJIUTCS IO aKTy YCTAaHOBJIEHHOU (POPMBI C YKa3aHUEM
HOMEPOB JK3eMIUIpoB (mpuiioxenue Ne 13). B yueTHbix ¢dopmax jgenaercs
OTMETKa 00 YHUYTOKEHHH CO CCHIJIKOM Ha COOTBETCTBYIOIINM aKT.

6.1.12. Pemenne o cusatunm momeTkn «JCII» ¢ mokymeHTa mpuHUMAaET
JIOJKHOCTHOE JIULIO, IMIOANMUCABIIEE UM YTBEPAUBIIEE TOKYMEHT.

Custue nometkn «JICID» ¢ npucnanHoro B TepputopuaibHyt0 KOMUCCHIO
JOKyMEHTa MOKET OBITh MPOU3BEACHO TOJBKO IO COTJIACOBAHUIO C
OpraHu3anyen, HalpaBUBILIEH JOKYMEHT.

Cusarue nometku «JICID» ¢ qokymMeHTa mpOU3BOAUTCS OTBETCTBEHHBIM 3a

BCICHUC ACJIOIIPOU3BOACTBA Ha OCHOBAaHHUH IIMCBMECHHOTI'O YKa3aHusa
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JIOJDKHOCTHOTO JIMIIA, TMPUHSBIIETO Takoe pelieHue. [Ipu cHATUM NOMETKH
«ICIl» Ha [OOKyMEeHTaXx U Jenax, a TAaKKe B PETHCTPALMOHHOW KapTOYKe
JIENAI0TCS COOTBETCTBYIOIINE OTMETKH.

O cusarun nometrku «J[CID» yBemomisitoTcsi BCe ajpecarbl, KOTOPHIM
JIOKYMEHT HampaBJIsUICs, TMO0 opraHu3aliys, €ro HalpaBUBIIIas.

6.1.13. B cmydae yTpaThl Ael, JOKYMEHTOB WM HW3JaHUA C TMOMETKON
«CIl» nmbo paszriamieHusi cojepikaiieicss B HUX MHGOpMAIMK Ha3HA4aeTcs
CiIy’)keOHasi MPOBEPKA, O PE3yJIbTaTax KOTOPOM JOKIAAbIBAETCA NPEICENATENIO
TepputopruaibHOM KOMUCCHH.

O6 ytpate nen u nokymeHToB ¢ nometkon «JICID» coctaBnsieTcst akt, Ha
OCHOBAHUU KOTOPOTO JEIAI0TCSI COOTBETCTBYIOIINE OTMETKU B YUETHBIX (hopMax.

6.2. Pabota ¢ gokymMeHTamu, COJAEpKAIIUMHU CBEIACHHUS 00 HU30MpaTensx,
ydacTHHKax pedepeHayma, oOpallaloimmMUcs B paMKax (QYHKIIMOHUPOBAHUS
['ocynapcTBeHHOM cucTeMbl peructpanuu (ydera) uzOupareneid, y4aCTHHUKOB
pedepenayma B Poccuiickoit deaeparumu.

6.2.1. K mokyMeHTam, coJepKamuM CBEACHUS 00 W30MpaTelsx,
y4acTHUKaxX pedepeHayma, oOpallaroiMucs B paMkax (yHKIIMOHUPOBAHUS
['ocynapcTBeHHOW cucTeMbl peructpanuu (yuera) u30OupaTenieldl, y4acTHHKOB
pedepennyma B Poccuiickoit denepainiv, OTHOCITCS TOKYMEHTBI, MOCTYIAIOIINE
B TeppuropuaibHyt0 KOMUCCHUIO OT UCIIOTHUTEIBHBIX OPraHOB FOCY/1apCTBEHHOMN

Bractu Cankt-IletepOypra, teppuropuanbHbIx OpraHoB  (emepagbHBIX — OPTaHoB
UCTIOJIHUTENbHON BiacTu, LlenTpanbHoll u3buparenbHoil komuccun Poccuiickoit denepanuu,
OI'KY «DenepanbHblil 1IeHTp UHopMaTH3anuu npu LleHTpanbHoi n30upaTenbHON KOMUCCUU
Poccuiickoit ®eneparuny», Cankt-IleTepOyprekoii u30MpaTenTbHON KOMUCCHU, U30UpATEThHBIX
KOMHUCCHI BHYTPUTOPOACKUX MyHUIMNAIbHBIX oOpa3zoBanuii Cankr-IlerepOypra, cucTeMHBIX
aJMUHUCTPATOPOB KOMIIJIEKCOB CPEICTB aBTOMaTU3ALUHU I'ocynapcrBeHHOM

aBTOMATU3MPOBaHHOW cucTteMbl Poccuiickoit @eneparnuu «BeiOopsl» (anee — UCTOYHUKH

unpopmanun),  HANpaBlgeMble  HW30MpATETHLHOM  KOMHUCCHUEH  MCTOYHHUKAM
uHpopMalK, a TakKe JOKYMEHTBHI, IE€pechbUIaeMble MEXKAY KOMIUIEKCAMHU
CPEIICTB aBTOMATH3allUH TEPPUTOPUATLHBIX H30MpATEIbHBIX KoMUccUid B CaHKT-

[Terepoypre (manee — KCA THUK), Caukr-IlerepGyprekoil n3buparenbHOii KoMUCCHER
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(manee — KCA MKCP®) u llenrpansHoii uzbupatenpHoi komuccuen Poccuiickoit denepanun
(maee — KCA IIMK Poccun) B paMKax peanu3aiuu Lenen u 3aaad ['ocynapcTtBeHHON
CHUCTeMBbI peructpauuu (yuera) wu3OHpaTeneld, y4acTHUKOB pedepeHaymMa B
Poccuiickon @enepanum.

JlIokyMeHTBI MOTyT OQOpPMIISATECS KAk Ha OyMaXHbIX, TaK H Ha
MaIlIMHOYUTAEMbIX HOCUTEISX.

6.2.2. PaboTa ¢ mOKyMeHTaMHu, COACPIKAIUMU CBEIICHUS 00 M30MpaTelsx,
y4acTHHKaX pedepeHayMa, TODKHA OCYIIECTBIATHCS C YYETOM HOPM
®denepanpHOoro 3akona oT 27 uronsg 2006 roma Ne 152-03 «O mepcoHalbHBIX
JNaHHBIX», llomoxeHus: 00 0COOEHHOCTAX OOpPaOOTKM NMEPCOHAIBHBIX JTAHHBIX,
OCYIIECTBISIEMOI 0€3 MCIOJIb30BaHUs CPEJICTB aBTOMATU3AIUHU, YTBEPKICHHOTO
IIOCTAHOBJICHUEM IIpaBurenbcTBa Poccuiickon ®denepanuu
ot 15 centsops 2008 roma Ne 687, Ilonoxenust o ['ocymapcTBeHHON cucteme
peructpanuu (ydera) uzbupareneld, ydyacTHUKOB pedepeHayma B Poccuiickoii
denepannu, YTBEPKIECHHOTO ITIOCTAaHOBJICHUEM UK Poccun
ot 6 Hos1Opst 1997 roma Ne 134/973-11, PernamenTa MCIOJIb30BaHUS TOJCUCTEMBI
«Peructp wu3bupareneid, ydacTHHKOB pedepeHayma» ['ocynapcTBeHHON
aBTOMaTU3upoBaHHOW  cuctembl  Poccuiickoiri  @enepanuu  «BbiOOpbI»,
yTBepxaeHHoro mnocraHoBiennem [IUK Poccum or 26 mapra 2014 rona
Ne 223/1437-6, Tlomoxxenuss o0 obOecriedeHUH O€30macHOCTH WHGOpPMAIMKU B
['ocymapcTBeHHOM aBTOMaTtU3upoBaHHOM cucTteMe Poccuiickoit denepauun
«Bw100ps», yTBepxkaeHHoro noctaHosienneMm MK Poccuu ot 23 urons 2003
roga 19/137-4.

6.2.3. JIoOKyMeHTBI, coJiep)Kalllue CBEICHUS 00 M30MpaTensx, Y4aCTHUKAX
pedepeHyMa 10KHBI 00pabaThIBaTHCS B pEKUME KOH(PHUICHITNATLHOCTH.

6.2.4. Peructpaiyio U XxpaHeHHUEe JTOKYMEHTOB, COJEpKaIIuX CBEICHUS 00
n30upaTensix, ydacTHHKaxX pedepeHayMa, TOCTYMAIMX OT HWCTOYHHUKOB
HHpOpMAIIMM U HAIpPaBISIEMbIX MM, OCYIIECTBIAIOT Tpa)KJaHCKHUE CIyKallue

arnrapara TeppuTopuaabHOU KOMUCCUH.
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6.2.5. Cnucok  JMIl, YMOJHOMOYEHHBIX IMOJy4aTb OT HCTOYHHKOB
uHbpopMalluu U TepeAaBaTb UM JOKYMEHTBI, COJEp’Kallue CBEACHHUS 00
u30uparensix,  ydyacTHHUKax  pedepeHayma,  yTBEpXKIaeTcs  MPUKA30M

npeacenatens TeppuropuaibHON KOMHUCCHHU.

6.2.6. [Toxy4uuB oT uCTOYHHMKA HH(OPMALIUN TOKYMEHT Ha OyMakHOM JTHOO
MAIlMHOYUTAEMOM HOCHTEJNE, COJepXalluil cBeneHus 00 u30uparensx,
y4acCTHHKaxX pedepeHayma, COTpyIHUK ammapara TeppUTOpUatbHON KOMHCCHUH,
OTBEYAIOIIMI 32 JEJIONPOU3BOICTBO, IPOCTABISAET MOMETKY «/ICII»:

Ha OyMa)XHOM HOCHUTENIE - B NMPABOM BEPXHEM YTy MEPBOM CTpaHHIIbI

JIOKYMEHTA;
Ha MAalIMHOYMTAEMOM HOCHUTEJIE - B IIPaBOM BEPXHEH 4ACTH

MaITMHOYNTAEMOT0 HOCUTEIS HHPOPMAIIUK.

ITomerka «JICIl» mnpocraBisieTcs TakKe Ha IIEpBOM  CTpaHULIE
COMPOBOJIUTEIILHOTO TIHMCbMa K JIOKYMEHTaM, COJEp)KallluM CBEICHHUS 00
n30upaTesix, yuacTHUKaxX pedepeHayma.

6.2.7. Bce TOKyMEHTBI, coHep)Kallhue CBEICHUS 00 M30mparensx,
y4acTHUKaxX pedepeHaymMa, U COMPOBOJAUTENbHbIE MHChbMAa K HHUM IIPU HUX
MOJIYYCHUH  JIMOO  OTIpaBKE  PETUCTPUPYIOTCS  COTPYAHMKOM  ammapara
TeppuTopHalbHONM KOMUCCHH, OTBEYAIOLIUM 34 JEJIONPOU3BOACTBO B OTJICIBHOM JXYpHaJe
nmo  ¢opMe, YCTaHOBIEHHOM  COOTBETCTBYIOIIMM  MPAaBOBBIM  aKTOM
TeppuropuanbHot komuccuu. Ilpy 3TOM K pPErMCTPAlMOHHOMY HWHJIEKCY
nokyMeHTa no0asinsercs nomeTtka «[CIDy.

6.2.8. ConpoBoIUTENIbHBIE THMChbMAa K MAITHHOYUTAEMBIM HOCHUTEIISIM,
COJIEp KalllMM HU3MEHEHHS] PETHOHANIbHBIX (PparMeHTOB Perucrpa uzbuparenei,
YYaCTHUKOB pedepeHaymMa pPErucTpUPYIOTCS OTBETCTBEHHBIM 3a BEJCHUE
JeNIonpou3BoAcTBa B TeppuropuansHor  komuccuu. Ilpm  3TOoM  Ha
CONIPOBOJUTEIIBHOM TIHUChbME€ W MAIIMHOYUTAEMOM HOCHUTENIEC MPOCTABIACTCS
nomeTtka «{CID».

MamuHoYnuTaeMble HOCHUTENH, COAEPKAIIME H3MEHEHUS PETHOHATBHBIX

dbparMeHToB Peructpa u30upareneu, YYaCTHUKOB pedepenayma,
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CONPOBOJUTENbHBIE MHCbMAa K HUM JIOCTaBISIOTCA B TeppUTOPHAIBHYIO
KOMHUCCHIO TIOCPEICTBOM 3aIMILIEHHBIX CEPTUPHUIMPOBAHHBIMU CPEICTBAMU
KpunTorpaguueckoil  3alMTBl  TENEKOMMYHUKAIMOHHBIX  KaHaioB ['AC
«Bw160pBDY, Opranamu ¢eaepanbHON (enbaberepckoi CBsI3U JM00 HAPOUHBIM.

6.2.9. JlokyMeHTBI, coaepsKallre CBeIeHUsI 00 M30upaTeNsiX, ydacTHHUKAX
pedepenayma, Ha OyMaXKHBIX JHOO MAIIMHOYUTAEMBIX HOCHTEISX XPaHITCS B
ceiipax WM B HAJSKHO 3alMPAaEMbIX M OIEYaThIBAEMbIX IIKadax (sIIMKax,
XpaHUJIUIIAX ).

Ilo wucreueHnn cpoka XpaHEHMST W PACCMOTPEHUS HA OKCIIEPTHOM
KOMUCCHH TeppuTOpUaNbHON KOMHUCCUU yKa3aHHbIE JOKYMEHThl YHHUUTOKAIOTCS
1o akTy (mpuinoxenue Ne 13).

6.2.10. JIokyMeHThI, copep Kalme cBeJAeHUs: 00 n30upaTesx, ydacTHUKaX
pedepeHayma, IMepeaaroTcsl COTpyJHUKaM TeppuTOpuanbHOM KOMHMCCHUU TIOA
MOJIITUCH.

[lepenaya JOKYMEHTOB, COAEpXalllUX CBeIEHUs 00 u30HpaTesx,
ydacTHUKax pedepeHayma, OT OJHOTO0 pabOTHHKA APYroMy OCYIIECTBISETCS C
paspemieHust mpeacenarens TeppuUTOpUANTBHON KOMHCCHMM WM JIMIA, €ro
3aMEILAOIIETO.

JIOKyMEHTBI, COAEp)Kalllue CBEACHUS 00 u30Mparensix, ydacTHHKaX
pedepeHymMa, TUPAKUPYIOTCS C MUCBMEHHOTO pa3pelleHus MpeacenaTeis
TepputoprallbHOW  KOMHMCCHUM WM  JIMIA, €ro  3aMellarolmero. Y4yer
TUPOKUPYEMBIX JOKYMEHTOB OCYIIECTBISIETCS ModK3eMIuisipuo. Ha oGopote
MOCJIEAHETO JIUCTAa KaXAOr0o OSK3eMIUIIpa HCHOJHUTENb JOJDKEH YyKasaTh
KOJIMYECTBO  OTIEYATAHHBIX  DJK3EMIUISIPOB, CBOIO  (QaMuiIdi0 W JaTy
TUPAKUPOBAHUS JOKYMEHTOB.

6.2.11. O Qakrax yTpaTbl [IOKyMEHTOB, COJAEpXallUX CBEIEHUs 00
n30Mparesx, yuacTHUKax pedepeHayma, b0 pasrialieHus coAepKalleics B
HUX HHQOpPMAIMK CTaBUTCS B M3BECTHOCTh MpejacenaTesb TeppuTopuaibHON
KOMUCCUM WM JIMLO, ero 3amMematomee. [lpeacemarens uiM Juno, €ro

3aMCIIaromec, Ha3HaAa4YacT KOMUCCHUIO IJIs1 paCClICA0BaHMA 00CTOSITEILCTB yTpaThbl
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WM pasriaiieHusi. Pe3ynbTaThl NPOBEPKH JOKJIAJBIBAIOTCS MPEICENATENI0
TeppuropraibHON KOMUCCHUU WJIH JIUILY, €70 3aMEIIA0IIEMY .
7. IlloaroroBKa, opopmjieHHe, BHINMYCK, Y4€T JOKYMEHTOB,

paccMaTpuBacMbIX Ha 3aC€AaHUAX TeppnTopnanLHOﬁ KOMHCCHH

7.1. ®opmupoBanmne NPOeKTa MOBECTKHU JTHA 3aceJaHusA
TeppuTopraJbHOH KOMHCCHH.

7.1.1. IIpoekT mnoOBeCTKM MAHS 3acefaHusi TeppUTOpHATIBHOM KOMHUCCUU
dbopmupyeTcs mpencenaTeneMm (cekperapeMm) TeppuUTOpHATBHONW KOMHCCHHU B
CPOKHM, YCTaHOBJICHHBIE pPENIAMEHTOM TeppUTOpHUAIBHOM KOMHUCCHHM, Ha
OCHOBAHHMM IUTAHOB pPabOThl W pemeHuil TeppuropHalbHOM KOMMCCHH,
IIOpYYEHU mpexncenaresss TeppUTOpUAIbHON  KOMMCCUM,  IIOCTYIIHBIIMX
JOKYMEHTOB M, IIOCI€ COIVIaCOBaHUA C IIpeacenareneM TeppuTopuaibHOU
KOMMCCHUH, TOAMCHIBAETCS CEKpeTapeM TeppUTOPHAIIBHON KOMUCCHH.

7.1.2. Unensl TeppuTopuanbHON KOMHCCHUU BIIpaBe MPEJIOKUTh BHECTH B
IIPOEKT MOBECTKH JTHS 3aCEIaHMs BOIIPOCHI, B TOM YHCIIE, HE IIPEAYCMOTPEHHBIE
miaHaMu paboThl M peleHussMH TeppuUTOopuaibHOM KOMHUCCUH, TPH YCIOBUU
HaJIMYus MOArOTOBIICHHBIX 110 3TOMY BOIIPOCY TOKYMEHTOB.

JIaHHBIE BONPOCHI BKJIIOYAKOTCS B IPOEKT TMOBECTKH [HSA 3acelaHus
TepputopraibHOM KOMHUCCUU TpPH MHUCBMEHHOM OOpamieHuu (B TOM 4YHCIe
HaIPaBJIEHHOTO MO CPEACTBAM 3JIEKTPOHHOM MOYTHI) uieHa TeppuTopHanbHON
KOMMCCHUU 110 MHULMATUBE KOTOPOTO BONPOC BBIHOCHUTCS HA 3aCENAaHME, HA UM
npeacenarens TeppuTOpUAIbHON KOMHUCCUHM, B KOTOPOM YKa3bIBa€TCs HA3BaHUE
BOIIPOCA, JOKJIAAYMK MU J1aTa NEpPeAadyd NOATOTOBIEHHOIO NMPOEKTa pEelIEeHUs B
COOTBETCTBUM C NMYHKTOM 7.2 WHCTpyKIMU W MaTepuajgoB K HEMY CEKPETapro
TeppuropuaibHOM KOMUCCHH.

7.1.3. CornacoBanHblii ¢ mpenacenareiaemM TeppuTOpUanbHON KOMUCCHUU U
MOAIKUCAHHBIA CEeKpeTapeM TeppUTOPUAIBHON KOMHUCCHUU MPOEKT MOBECTKU JHS
3acenanusl TeppUTOpHATIBHOW KOMHUCCUU THUPAXKUPYETCS IS PACCBUIKA YJ€HaM

TepputopruaibHOM KOMUCCHMU.
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[TpoexT moBecTKH JAHS 3aceTaHus N30UPATETHHOM KOMUCCHUU PA3MEIaeTCs
Ha oQUIMATBHOM caiiTe Uu30upaTelibHOM KOMHCCMM B HWH(GOPMAIIMOHHO-
TEJIEKOMMYHUKAIMOHHOMN ceTu VHTepHeT.

7.2. IloaroToBKa JOKYMEHTOB IO BOINPOCAM, BKJIIYEHHBIM B MPOEKT
MOBECTKHM JAHS 3aceqaHust TeppuropuajibHOl KOMUCCUM.

7.2.1. JIOKyMEHTBHI 1O BOIMPOCAM, BKIIOYCHHBIM B MPOCKT IMOBECTKU THS
3acenanusl TeppUTopuaibHON KOMUCCHH, TOTOBITCS Yi€HaMU TeppuTopranbHON
KOMHUCCHH, 32 KOTOPBIMU 3aKpEIUIEHbl COOTBETCTBYIOUIME HaIpaBICHUS
NEeATEIbHOCTH, C TMPHUBJICYEHHEM, B ClIy4ae HEOOXOAMMOCTH, PaOOTHHKOB
anmnaparta TeppuTOpUaIbHOW KOMUCCHH U JIPYTHUX CIIEIIUATNCTOB.

7.2.2. TlpeacraBnsieMble K PaCCMOTPEHHUIO TOKYMEHTHI JOKHBI BKIIOYATh
03arJiaBJICHHbI TPOEKT pEIICHUS C MPUOOMICHHBIMH K HEMY MOJJIMHHUKAMU
JIOKYMEHTOB, TIOCIYXXHUBIIMX OCHOBAHMEM [IJII PACCMOTPEHHUs] BOIpoca Ha
3aceaHuu TeppUTOpUATBHOW KOMHUCCHH, JIMOO MPOEKT MUCHhMA, MOIJIEKALIErO
COTJIACOBAHMIO  HA  3ace€laHuu [ eppuUTOpHANIbHOM  KOMHUCCHH,  IIpHU
HEO0OXOMMOCTH — MOSACHUTENIbHYIO 3alIMCKY IO paCCMaTPUBAEMOMY BOIIPOCY.

7.2.3. IIpoeKThl JTOKYMEHTOB (BKJIIOUAs TPHWIOKCHHS), MPEACTABIISICMbBIC
JUISL pacCMOTPEHHUsI Ha 3aceJaHud TeppUTOpUAIbHOW KOMHCCHH, BH3UPYHOTCS
UCIIOJIHUTENIEM, U 4JieHOM TeppuTopuasbHOl KOMHUCCUHM, OTBETCTBEHHBIMH 32
MOJATOTOBKY TOKYMEHTA.

[IpoekThl AOKYMEHTOB (BKJIIOUash MPUIIOKEHHMS), COJEp Kalllhie BOMPOCHI
(dbuHaHCUpOBaHUSI BBIOOPOB, OOECIEUEHUs JEeATeNbHOCTH TeppuTropHanbHON
KOMHUCCHUU, OOYYEHHUS] OpraHU3aTOPOB BHIOOPOB M YyYACTHUKOB H30MPATEIHHOTO
nmpoiecca, B 00s3aTEIbHOM TOPSAIKE BHU3HPYIOTCA TJIaBHBIM OyXraiarepom
TepputopuaibHOM KOMUCCHH.

Busbl mpocTaBigrOTCS B KOHIIE TEKCTa IMPOEKTa pEIIeHHs b0 Ha
00OpOTHOI CTOpOHE TOCJIEIHEro JIMCTa TMPOEKTa JIOKyMEHTa (BKJIIOYas
NPUJIOKEHHs) 10 ycTaHOBICHHON (opme (nmpuioxenune Ne 6). Kaxapiit guct

IMPHUIIOKCHUA BH3UPYCTCA HMCIIOJIHUTCIICM. Buza IMPOCTaBJKICTCA B IIPpaBOM
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HIDKHEM YTy Ha CBOOOZHOM TOJI€ CTPAHMIIBI MOCHIE TeKCTa MO0 Ha 00OPOTHOM
CTOpOHE.

7.2.4. ITpoeKThI TOKYMEHTOB JIJIsl BU3UPOBAHUS JOJIKHBI TIPEICTABIISATHCS B
CPOKH, YCTaHOBJIEHHBIE PETJIAMEHTOM TeppUTOPHATIbHON KOMHUCCHH.

7.2.5. UcnionHuTtens oOeCneYrBaeT KOMIUIEKTHOCTh BCEX JOKYMEHTOB,
0003HaYEHHBIX KaK B MIPOEKTE PEIICHHUS, TaK U B MPUIIOKEHUAX K HEMY.

7.2.6. Ilocne mpocMoTpa, a B HEOOXOJUMBIX CiIy4dasX — BHECCHHS
MOTIPABOK, CEKpeTapb | eppUTOpHUATBHOM KOMHCCHH Ha TOATOTOBIEHHBIX U
o(OpMIIEHHBIX I PAaCCMOTPEHUS Ha 3aceJaHUH MPOEKTaX TOKYMEHTOB JEIaeT
otMeTKy «Ha 3acemanue», CTaBUT MOAMKUCH U JIaTy U TEpe/laeT BECh KOMIUIEKT
JIOKYMEHTOB OTBETCTBEHHOMY 3a BEJICHHE JETONMPOU3BOJCTBA (32 MOATOTOBKY
3ace/laHus) Uil TUPAKUPOBAHMUS.

7.2.7. IIpoexTsl pemenunit Komuccuu u apyrue HeoOX0IUMbIE MaTepUabl
penocTaBIsOTCA wieHam Komuccun He mo3gHee, yeM 3a aBa paboumx JHS 10
3acenanus Komuccuu, a B HCKITIOYUTENBHBIX CIy4asix — HE MO3/Hee YeM 3a 1 yac
110 Havaua 3acenanns Komuccun.

7.2.8. OTBeTCTBEHHBI 32 BEIACHUE JEIOMPOM3BOACTBA (IIOATOTOBKY
3acelaHvs)  KOMIUIEKTYeT  Tanmkd ¢ JOKYMEHTaMH,  MOJICKAITUMU
PacCMOTPEHHIO, B COOTBETCTBHM C TIPOEKTOM IIOBECTKH JHS 3aceaaHus
TeppuropualibHOM KOMHCCHUM M pPa3daeT HX wWIeHaM T[eppuTopuaIbHOU
KOMMCCHUH, B CPOK, YCTAHOBJICHHBIN PEMIAMEHTOM TeppUTOpHaIbHON KOMUCCHH.

Ecnmu wunen TeppuTopnallbHOM KOMHCCHHM HAaXOAUTCA B  OTIYCKE,
KOMaHJIMPOBKE WJIM OTCYTCTBYET MO OOJIE3HU, MpeHA3HAYEHHAs Il HETO Tarka
C OKyMEHTaMH OCTAaeTCsA JI0 €ro BO3BpAIICHHUS y OTBETCTBEHHOTO 3a BEJICHUE
JIETIONIPOU3BOICTBA (32 TOATOTOBKY 3aceAaHus).

Unenam TeppuTOprabBHONM KOMHUCCHU C MPABOM COBEILIATEIIBHOTO TOJIOCA
W JMIaM, TPUTJIANIEHHBIM Ha 3aceJaHue, COOTBETCTBYIONIME MaTepHaIbl
NepeIar0TCs TIepe]l Ha4aIoM 3acelaHus.

7.2.9.Tlepen  HayajgoM 3aceJaHus OTBETCTBEHHBIM 3a  BEJCHUE

JIEJIONPOU3BOCTBA (32 MOATOTOBKY 3aC€aHusl) PErUCTPUPYET MPUTJIAIEHHBIX
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HAa 3acelaHWe JIUI, CIHCOK KOTOPBIX TPEACTABISIETCA IMPEACeNaTelNto
TepputopralibHOM KOMUCCHU.

7.2.10. Ha 3acenanun TepputropuanbHO KOMUCCHH BEIETCS MPOTOKOJI U
MOJKET TPOM3BOAMUTHCA AyIMO3aMUCh (BHIE03amuch). B ciydae mpowusBojcTBa
ayquo- WM (BUIEO) 3amucU wWieHbl TeppUTOpHATbHOM KOMHMCCHU U
NpUTJTAIIEHHBIE YBEIOMIIAIOTCS 00 ATOM /0 OOBSIBICHHS TIOBECTKH JHS

3aCcCaaHus.

7.3. Bolmyck  JO0KYMEHTOB, PAaCCMOTPEHHBIX Ha  3aceJaHUH
TeppuToprajJbHOM KOMHCCHH.

7.3.1. JIokyMeHTBI, pacCMOTpEHHBICE Ha 3acelaHuu TeppUTOpPHATBHOM
KOMHCCHH, B ClIy4ae, €ClIM B XOJE 3aceJaHusl BHOCWINCHh W3MEHEHUS, JTOJKHBI
OBITh 10pabOTaHBbl, a 3aT€M MOIUCAHbI, 3aPETUCTPUPOBAHBI U PA30CIIaHBbI.

7.3.2. Cpok 1opaboTKH TOKyMEHTOB HE JOJDKEH MPEBBIIIATh TPEX pabouux
JHEN mocie JHS 3acelaHus, €CIM HMHOM CpOK He omnpeneneH ¢eaepaibHbIM
3aKOHOM M (WJiM) 3aKOHOM cyObekta Poccuiickoil denepanuu, periaMeHToOM
TepputopraibHOM KOMUCCHH WM HE OTOBOPEH HA 3aCEIaHUH.

7.3.3.Ilpu nopaboTke MOKYMEHTa WCIOJHUTEIh BHOCHUT B TEKCT
COrjacoBaHHbIE B XOJI€ 3acelaHus U3MEHeHWs. B ciydae mnOpuUHATHS
TepputopuadbHONW KOMHUCCHEH pEIICHUS O HEOOXOJUMOCTH KOHTPOJIS 3a
BBINIOJIHEHUEM PEIICHHUS €ro TEeKCT JONOJHAETCS MYHKTOM, B KOTOPOM
HA3HA4YalOTCs JIMIA, OTBETCTBEHHBIE 32 UCIIOJHEHUE, U B ClTydyae HEOOXOIMMOCTH
OIPEIENSIETCS CPOK UCIIOTHEHMUS.

[Ipu HEOOXOAUMOCTH, B CIy4ae BHECEHUS B JOKYMEHT COIVIACOBAHHBIX Ha
3aC€JaHNM U3MEHEHUM, OH BU3UPYETCS Y WICHOB TeppUTOPUAIBHONM KOMHUCCUH,
BHECILMX HA 3aCEAaHUHN COOTBETCTBYIOLIUE NIPEIIOKEHHUS.

Buszbl mpocraBisitoTcsi Ha OOOPOTHOM CTOPOHE TMOCJEIHEro JIMCTa
JOKyMEHTa (peIlIeHus, MPUIIOKEHUS) 10 YCTAaHOBJICHHOU (opMe (MPUIIOKEHUE

Ne 6).
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7.3.4. UctionHATENh CHEIUT 32 KOMIUIEKTHOCTBIO TMPUJIAraeMbIX K
PELIEHUIO TOKYMEHTOB M pacIiojaraeT ux B TOM MOCIEI0BaTENbHOCTH, B KOTOPOU
OHH YITOMHUHAIOTCS B TEKCTE.

7.3.5. Ectm  BOmpOCHI, coaepkamuecs B PEIICHUH 1eppUTOpHATbHON
KOMHUCCHUH, KacaloTCsi JEeATEIbHOCTH OJHOW WJIM HECKOJBKUX CTOPOHHMX
OpraHu3anuii, K JOKYMEHTY TMpWIaraeTcsi JUCT COTJacOBaHUSA, B KOTOPOM
yKa3bIBaeTCs HAMMEHOBAHUE OpPraHW3allid, JOHKHOCTb, MHUIMAIBI U (haMUIIus
JOJDKHOCTHOTO JIMIIA, C KOTOPBIM 3TOT JOKYMEHT COTJIACOBAaH, U CTABUTCS €T0
JUYHAS TIOJIITHCh.

CornacoBanne MOXeT OGOPMIIATHCS HA TOCIEAHEM JIMCTE pelIeHUs
TepputopraibHON KOMUCCHH.

7.3.6. K odbopmiieHHOMY MJi MOJNUCAHUS pEHICHUIO0 TeppuTopHabHOU
KOMUCCUM WCIOJHUTENh NPUJIAraeT oOTYeT O pa3MEIIEHUU penieHus Ha
opunpanbHoM  caiite TepputopuaibHOM KOMUCCUM UM PacChUIKE IO
COOTBETCTBYIOIIUM azpecaram, KOTOPBIM HaIpaBJsieTCs penieHue
nu3oupareabHol komuccuu (Haiee — Oryer) (mpuioxenue Ne 7).

B Ortduer BriIOYArOTCS IOJDKHOCTHBIC JUIA (OpraHU3alnu), KOTOPHIC
OyIyT 3aIeMiCTBOBAHBI B peaju3alliy MPUHSATOTO JOKYMEHTA WU JOJIKHBI OBITH
POUH(OPMHUPOBAHBI O €T0 COACPKAHUUW M KOTOPBIM ATOT JAOKYMEHT JOJIKEH
OBITH pa30CIIaH.

OT4eT MOANMUCHIBAETCS WCIIOJIHUTENIEM W YTBEPXKIAeTCs MpeiceaaresieM
TeppuropraibHON KOMUCCHH.

7.3.7. ObopmiieHHBI KOMIUIEKT JIOKYMEHTOB (pelieHue, 0003HaUCHHbBIE B
€ro TeKcTe TpriIoxkeHus, OT4eT) UCIOJHUTETh TEpPeaacT OTBETCTBEHHOMY 3a
BEJICHHWE JCJIONPOU3BOJACTBA (32 TMOATOTOBKY 3acelaHus) JUIg MPOBEPKHU
MPaBUILHOCTH O(GOPMIICHUS JOKYMEHTOB M TMOCJIEAYIONIEr0 WX MPECTaBICHUS
Ha TIOJIMTUCH MPECEAATEII0 U CeKpeTapio TeppuTopraibHOW KOMHCCHH.

7.3.8. Pemenne  moamuchIBaeTCSA — MpEAcCemareieM = M CeKpeTapeM

TeppuropuaibHOM KOMUCCHMU.
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Ecnn Ha 3acemanum TeppuropuanbHONM KOMUCCHHM IPEACENATENBCTBOBAI
3aMECTUTENIb  Ipeacenarenss  TeppuTOpHambHOM ~ KOMHCCHHM,  CEKpETaph
TepputopralbHOM KOMHUCCUM WJIW OJUH U3 YWICHOB TeppUTOpHAIbHON KOMUCCUN
C TPaBOM pPEHIAIOIIEr0 TOJI0Ca, a TaKKE €CIM IOJHOMOYHMS CEKpeTaps
TeppuTOpHaIBHON KOMHMCCUM OCYLIECTBIISUI OJMH W3 WICHOB TeppUTOpPUAIIBHON
KOMMCCHUH C IPABOM PELIAKOLIEr0 Ioj0ca, TO MOAIKUCH B IPOTOKOJIE, HA PEILIEHUN
o(pOpMIIAIOTCS CIEAYIOLUIUM 00pa3oM:

«3amMecTutens npeaceaarens TeppuTopUaTIbHON KOMHCCHH» — B Cllydae
BPEMEHHOT'0 OTCYTCTBUSA Npeacenaresns TeppuTopuanbHON KOMUCCHUH;

«Ucnonustronnii  06s13aHHOCTH TIpeaceaaTens TeppuTopuaabHOM KOMUCCHN
—npu Hanmuuuu pemenuss CaskT-lleTtepOyprckoit m30upaTenbHOW KOMHCCHH O
BO3JIOKEHHM HA OJHOTO U3 4WICHOB TeppUTOpHAIIBHOW KOMHCCUU C IIPaBOM
PELIAOIIETO I'0JI0Ca IOJIHOMOYMH ITpeacenarens TeppuTopruabHON KOMUCCHY,

«IIpencenarenbCTBYIOMNN HA 3aC€IaHUU TepPUTOPUATIBHON KOMUCCHUNY -
B Clly4ae BPEMEHHOI'0 OTCYTCTBMSA IIpeAcenaTess, 3aMECTUTENs IpeiceaaTes
TeppuropuanbHol KoMuccHH, OTCYTCTBUS pemieHus Cankr-lleTepOyprekoi
n30MpaTeNbHOM  KOMHUCCMM O  BO3JOKEHMM Ha OJHOIO U3  YIECHOB
TepputopualibHOM KOMHMCCHM C TMPABOM PEIIAIOIIETO T0J0Ca IMOJHOMOYUMN
npeacenarens TeppuTOpuaibHOM KOMHUCCMM W TPU  HAJU4YUU  PELICHUS
TepputopraibHON U30MPATEITHFHON KOMUCCHH;

«Mcnonusommii  00s3aHHOCTU  cekpeTapst TeppuTopruanbHO KOMUCCHI)
— B CJIyyae HAJIN4YWs PEUICHHsS TeppUTOPUATIBHON KOMHCCHHM O BO3JIOKEHUU HA
OJIHOTO W3 4JICHOB TeppUTOpHAIbHOM KOMMCCHUU C IIPABOM PELIAOLIErO rojioca
MTOJTHOMOYHNH cekpeTaps TeppuTOpUaIbHON KOMUCCHH.

«Cekperapp 3acenanuss TeppUTOPHAIBHONM KOMHCCHM» — B Cllydae
BPEMEHHOI'O OTCYTCTBUSI CEKpeTaps M30MpaTeIbHOM KOMHCCHM W MPU HATUYUU
penieHus: n30upaTesbHON KOMUCCHUHU.

7.3.9. [locne moanucanus peUIeHUsT PErUCTPUPYIOTCS TMpejceaaTeieM

(OTBETCTBEHHBIM 3a BEJICHUE JICJIONPOU3BOJICTBA) TeppUTOpHaTILHON KOMUCCUH C
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UCIIONb30BaHUEM perucTpauuoHHod ¢opmbl. Ha pmokymentax u  Otuere
IPOCTABJISIETCS PETUCTPALIMOHHBIA HOMED.

7.3.10. Pemmenus HYMEPYIOTCA B XPOHOJIOTHYECKOU
IIOCJIEAOBATEIPHOCTH B IpPEAeNax CpokKa nojJHoMouud TeppuropuaibHON
komuccuu. Homep pemieHus cOCTOUT M3 HOMEpPA MPOTOKOJIA U IMOPAIKOBOTO
HOMeEpa pelIeHHus], pa3AesieHHbIX Aeducom, Harpumep: 1-5.

7.3.11. YkazaHHbIe BBIIIE PEKBU3UTHI BHOCITCS B PETUCTPALIMOHHYIO
dbopmy.

7.3.12. Pa3perienne Ha TUPAKUPOBAHUE JTOKYMEHTOB B HEOOXOIMMOM
KOJIMYECTBE JaeT Ipejiceaareyib TeppuTOpHaTIbHOM KOMHUCCUHU. JIOKyMEHTBI
TUPAXUPYIOTCA OTBETCTBEHHBIM 32 BEJICHUE JIEIONPOU3BOACTBA (32 MOATOTOBKY
3acejaHusl) B COOTBETCTBMM C OTueToM, Ha KaXJOW KOMNHUU JOKYMEHTa
IPOCTaBIACTCS  Ile4aTh,  YJOCTOBEpsrOUlas  IMOANMCH  IIpejacenaress
TepputopuaibHOM KOMHUCCHHM U ceKperaps TeppuropualibHOM kKoMuccuu (0e3
BOCIPOMU3BECHUS MOANHUCEN).

7.3.13. Kormust pemenust TeppuropuanbHOi KOMHUCCHU HAmpPaBIsSETCS
TpaKJAaHUHY B Clydae, €Clu ero ooOpaiieHue B TeppuUTOpHaIbHYyI0 KOMHCCHIO
NOCIIY)KWJIO OCHOBAaHMEM JUII PAcCMOTPEHHsI BONpPOCAa Ha  3aceJaHUuu
TeppuropraibHON KOMUCCHH.

7.4. Odopmiaenne  mpoTokoaa  3acenanuss  TeppuropuajabHOM
KOMUCCHH.

7.4.1. IIporokon 3aceqanust TeppuTopUanbHON KOMUCCUU OPOPMIISIETCS Ha
OJlaHKE B CPOK, YCTAHOBJICHHBIN perjaMeHToM TeppuTopuanbHO KOMUCCHH.

7.4.2. TIpoTokon 3acemanus MOXET O(POPMIIATHCS B TIOJTHOW WM KPATKOM
dbopme.

7.4.3. Texct npoTOKOJa 3acenanus TeppuTopuarbHOM KOMUCCHU COCTOUT
M3 JIBYX 4aCTE€W — BBOJHOW U OCHOBHOM.

7.4.4. B BBOIHOW YacTH MPOTOKOJA YKa3bIBAIOTCSA (haMUIUSI U WHUIUAIIBI
npejacenareabCTBytomero  (mpexacenarens — TeppuTopuanbHOM — KOMUCCHH,

3aMecTUTeNlb  mnpexacenarenss  TeppuTopuaibHOM  KOMHCCHM,  CEKpETaph



45

TeppuTopHalbHOM KOMHCCHH) U MPUCYTCTBYIOIIMX HA 3aCEIaHHMM: 3aMECTHUTENS
npeacenarenss TeppUTOpHAIIBHOM KOMHUCCHM, CEKperaps TeppuTropuaibHON
KOMUCCHHM W 4JIeHOB TeppuUTOpHaIbHOM KOMHCCHHM, B TOM YHUCJIE C IPaBOM
COBEIIATEILHOTO T0JIOCa U JIMII, TPUIJIAICHHBIX Ha 3acelaHue, B al()aBUTHOM
MOPSAKE.

HomyckaeTcsi oopmiieHHe NPUCYTCTBYIOIIUX OTAEIBHBIM CIIHCKOM C
yKa3aHUEM HWHULUANIOB, (GaMuiuii u goikHocTedl. CHUCOK mpuiaraercs K

IMPOTOKOJY 3aCCaaHusl.

Hamnpumep:

[IpencenarenscTBOBA: [Mpencenarens TepputopuanbHON H30UPATETBHOM
komuccun Ne . @.N.0.

[IpucyrcrBoBanu:

3amecTuTenb MpeaceiaTes ®.1.0.

TepputopuabHON N30UpaTETBLHOMN
komuccnn Ne_

Unenst Tepputopuanbnoit uzdbuparensuoit  ©.1.0.
komuccnn Ne_

Uinensl TepputopuanbHoit uzbuparenson  ©.1.0.
Komuccuu No_ ¢ IIpaBoOM COBEILATENLHOTO
rojuoca

[TpurnameHHele ©.1.0.

7.4.5. TloBecTka JHSA BKJIIOYAETCS B BBOJHYIO 4YacTh MpoTokoia. OHa
COCTOUT M3 MEPEUUCICHUS BOIPOCOB, KOTOPbIE OOCYKJIalOTCsl HA 3acCellaHuU, U
3aKpeIUIIeT MOCJIEeN0BATEIbHOCTh MX OOCYXKIACHUS M (PaMUIUU JTOKIATIHNKOB
(BBICTYMNAIOILIUX ).

Kasxxnprit Bompoc moBeCcTKH JHS 3aceIaHusi HyMepyeTcs: apaOckoit 1udpoit,
ero HamMmeHoBaHue (GopmynupyroT ¢ mpemiora «O» umu «O06». [lo kaxmomy
NYHKTY YKa3bIBaeTcad MOKJIAAUMK M (opMa MpeACTaBiICHHUS Bompoca (AOKIA,

oT4eT, coo0IIeHUe, HH(OOPMAIIHS ).
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7.4.6. OcHOBHAsI 4acCTh MPOTOKOJIA COAEPIKUT CTOJBKO Pa3AesIOB, CKOJIBKO
IIYHKTOB BKJIIOYEHO B IMIOBECTKY [JHSI. B cooTBeTcTBUM ¢ HEH pasjaelibl
HYMEPYIOTCS.

Kaxnprii  pasmen  cocrout w3  T1pex yacreid: «CIIYIHAJIN»,
«BBICTYIIW/IN», «TepputopuanbHas uzbuparenbHas komuccuss Ne
pemmiay, KOTOpbIE IeYaTatoTCs OT TPAHUIIBI JIEBOTO TOJIA.

B uyactm «CIIYIOAJIM» KpaTKO W37ara€rcsi TEKCT BBICTYIUICHUS
nokiaguuka. MHummManel 1 GamMmins JOKIa 9uKa MeYaTaloTcs ¢ KPaCHON CTPOKU
B POIUTENBHOM TNaJeXe. 3aluch JOKIaJa HW3JIaraeTcsi OT TPEThEero JIuua
€IMHCTBEHHOTO YUCJIA U OTAENIeTCS OT (PaMUIINU THpE.

Ecnm Texcr mokitama mpuiaraeTcss K MpOTOKOILY, TO UCIOJB3YETCs CChLIKA
«Texcr nokiana mpuiaraeTcs.

B wyactu «BBICTYIINJIN» mnepedncisitoTcss BBICTYNAIOIMIME W aBTOPbI
BONpocoB. MHunmansl M QamMuins BBICTYHAIOUIEr0 IMEYaTAIOTCS C KpPacHOM
CTPOKM B MMEHUTEIbHOM majexe. Kparkas 3amuch BBICTYIUIEHUS MO CYIIECTBY
paccMaTpuBaeMoOro Bompoca (MO  PELIICHUI0  MPEJCeAaTeNIbCTBYIOIIETO)
M3JIaraeTcst OT TPETHETO JIMIA €AMHCTBEHHOTO YHCIIA.

Ecnu TekcT BBICTYIUIEHUS MPUIIAraeTcs K MPOTOKOIY, TO HMCHOJIb3YETCS
cchuIKa «TeKCT BBICTYIICHHS IPUIIATAETCS.

B yactu «Teppuropuanbhasi usdbupareiabHas KoMuccus Ne  permma:y
OTpaXKaeTcsli MPHUHATOE pElIeHHEe MO O00CYX AAaeMOMY BOIIPOCY W PE3yJIbTAThl
rOJIOCOBAHHSI.

Conepxanue 0co0Oro MHEHHS, BBICKA3aHHOTO BO BpEeMs OOCYKIEHUS,
3aIIUCBIBAETCS B TEKCTE IPOTOKOJIA TOCJIE COOTBETCTBYIOWIETO PELICHUS WU
oopmiisieTcss Ha OTAENBHOM JIMCTE M MOMEIIAETCs IMOC]e COOTBETCTBYIOIIETO
peLeHus.

7.4.7. IIporokon 3acenanust TeppuTopruaibHOM KOMHCCHH TOJIMACHIBAETCS
npexacenareiaeM TeppUTOPUAIIBHON KOMHUCCUM (WIJIM MPEICENaTENbCTBYIOMIMM) U

cekperapeM  TeppuTopualibHOM  KoOMHCCHMU  (ujleHoM  TeppuropuaibHON
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KOMHUCCHH, HCHOJHSIBIIMM  OOS3aHHOCTH  ceKpeTaps TeppuropuasbHOU
KOMUCCHH, WM CEKpeTapeM 3aceaHusl TeppuTopraibHON KOMUCCHN).

7.4.8. [IpoToKOIBI  3acemaHWii HYMEPYIOTCS B XPOHOJOTHYECKOU
IIOCJIEAOBATEIPHOCTH B IpEAeNiax Cpoka MnojJHoMouun TeppuropuanbHOU
KOMHUCCHH.

7.4.9. TIpoTtokobl 3aceaHui TepputopranbHOU KOMMCCHH,
OPUOOILEHHBIE K HUM pEIICHUsS BMECTE C MaTepUallaMy, IOCITYKUBIIUMU
OCHOBAHMEM JJIs1 UX MPUHATHS, 0COOBIMU MHEHUSAMH 4JieHOB TeppuTopuanbHOM
KOMHMCCUM XpaHATCS y mpeacenarens TeppUTOpHaTbHOM KOMHUCCHM, a 3aTeM,
oopmIIeHHBIE B COOTBETCTBUU C TpeOoBaHusAMM MHCTpykuuu, nepenarorcs B

apXHB.

8. Odopmiienune npuka3os npejacenarens TeppuropuaibHoil KOMUCCHT

8.1. [Ipuka3z mpencenatens TeppUTOpHATEHON KOMHUCCHU TIO OCHOBHOM
JESATENIbHOCTH U JUYHOMY cocTaBy (nanee-Ilpuka3) odopmiusiercs Ha OiaHke
yCTaHOBJICHHOM (hopMbI (Tprutoskenne Ne 3.3).

8.2. Tekcr Ilpmkaza cocTouT, Kak TPaBHIIO, U3 KOHCTATUPYIOUIEH W
PacoOpSIANTENBHON YaCTEN U TOJKEH UMETH 3ar0JIOBOK.

8.3. B koHcTaTupylomiei YacTM UW3NAralTcs LedM W 3a]aud
MPEANUCHIBAEMBIX JEUCTBHM. Eciu OCHOBaHWMEM K u3faHuto lIpukasza sBisercs
HOPMATUBHBIM MPABOBOM aKT WIM pACHOPSAAUTEIBHBIA JOKYMEHT, TO B
KOHCTAaTUPYIOIIEN YaCTH YKa3bIBAKOTCS €r0 Ha3BAHUE, 1aTa, HOMEP, 3ar0JIOBOK.

8.4.B  pacnopsauTensHOM ~— YacTH  COJAEPXKATCA  IMEPEUUCIICHHE
IPEANUCHIBAEMBIX JEHUCTBUM, Cpoku u wucnojgHurend. Ilynkrer Ilpukasa
HYMEPYIOTCS apaOCKUMH LHUPPAMU C TOUKON U HE UMEIOT 3ar0JIOBKOB.

8.5. Ecim Tlpuka3 m3MeHseT, OTMEHSCT WM JOIOJIHSICT paHee M3JaHHBIN
[Ipuka3 nnum ero OTaeIbHbBIE MyHKTHI, TO 3TO OroBapuBaeTcs B TekcTe [Ipukasa.

8.6. B mocmemHeM  TyHKTE  paCHOPSAMTENILHONW  4YacTh,  TIpH
HEOOXOJAMMOCTH, YKa3bIBaeTCAd IOJKHOCTHOE JMIIO, HA KOTOpPOE BO3Jaraercs

KOHTPOJIb 3a UCITOJTHCHUEM HpI/IKaBa.
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8.7.1lpu wamuuum mnpunoxkenud k Ilpukazy B Tekcre Ha HHX
00513aTEIBHO JIEJIaeTCs CChLIKA.

8.8. Eciu B Ilpukase comepskarcsi BOIMPOCH (hMHAHCUPOBAHUS BBHIOOPOB,
o0ecriedyeHuss ACSITETbHOCTH TeppUTOpHATbHOM KOMHCCHHM, S3KCIUTyaTallud |
pa3BUTHS CPENCTB aBTOMATH3alMM, OOYYEHMs OPIraHU3aTOpPOB BHIOOPOB U
YYaCTHHKOB W30MpaTENbHOrO IMpOIecca, TO OH BHU3UPYETCA Yy TJABHOIO
oyxranrepa.

Busbl mpocTaBisitoTcs HA 000POTHOM cTOpoHE nocieaHero nucrta [Ipukasa,
NPUJIOKECHUS K HEMY TI0 yCTaHOBIICHHOH (opme (mprioskenue Ne 6).

8.9. [locne mnonmucanus Ilpukasel perucTpupyroTcs MpeacenaTeseM
(OTBETCTBEHHBIM 32 BEJICHUE JIETONPOU3BOJCTBA) TeppUTOPHAIIBHON KOMHUCCHH C
UCIIOJIb30BaHUEM PETUCTPALIMOHHON (POopMBI (3KypHai) U GOPMUPYIOTCA B J€Na B
COOTBETCTBUM C HOMEHKJIATYpoul naen TeppUTOpUaJIbHONM KOMHMCCHM BMECTE C
JOKyMEHTaMHU, MOCITY>KMBIIMMH OCHOBaHUEM s m3aanus [Ipukasa.

8.10. Ilpuka3zaM mNpUCBaMBAIOTCA PErUCTpallMOHHBIE HOMEpPA B Tpejaeax
KaJIEHJApPHOIO ro/1a.

8.11. Konnu [Ipuka3oB 3aBepsroTCs MeYaThio.

8.12. [Ipuka3sl BMECTE C TOKYMEHTaMH, MMOCTY>KUBIIUMH OCHOBAaHUEM JIJIS
UX WU3JIaHud, XpaHATCA Yy TMpeacedarens (OTBETCTBEHHOTO 3a BEICHUE
JIEJIONPOU3BOACTBA), a 3aTeéM, O(POPMIIEHHbIE B COOTBETCTBHM C HACTOSIIEH

HNHcTpykimen, nepeaatoTcst B apXuB.

9. KOHTPOJIb MCIIOJTHEHHUS JOKYMEHTOB U IOPYYeHU

9.1. KoHTpOJII0 MCTIOTHEHUS TTOJIeKAT:

MOPYYCHUS, COJCPKANIUECS B TIOCTAHOBICHUAX WM IPYTHX JTOKyMEHTaX
MUK Poccuu, Cankt-IleTepOyprckoii n30upaTeIbHON KOMHUCCHH, B PEIICHUSX
TepputopuaibHOM KOMUCCHU;

- mopyyeHus,  coaepxammecs B Ilpmkasax  mpeacemarens
TeppuropruaibHOM KOMUCCHH;

- MUCbMEHHBIE NMOPYYECHUS IpeacenaTens TeppuTopruaibHON KOMUCCHH;
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- BXOJISIIIIAE JOKYMEHTHI, B TOM YHCJIC€ TUCHMEHHBIE OOpaIeHNs TPaK/aH,
ykazaHHble B llepeuHe mnojiexanmx KOHTPOJK JTOKYMEHTOB C YKa3aHUEM
CPOKOB HcCHOJIHEHUS (mpuiiokeHue Ne 8), B COOTBETCTBUM C YKa3aHUSAMH 10
VCIOJIHEHUIO JOKYMEHTA Mpejicenarens TepputopuaibHOM KOMUCCHU;

- UCXOISIIIME TOKYMEHTBI, TPeOYIOIe OTBETA;

- TNOpYy4YEHUs, coJieprKaIuecs B NPOTOKOJAX  3acelaHui
TeppuropuaibHOM KOMUCCHUU;

- IUTAHBI MEPONIPUATHUH.

9.2. KoHTpoib HCHONHEHUs JOKYMEHTOB, yKa3aHHBIX B mojpaszzaene 9.1
HacTosimer WMHCTpykumuu (32 HUCKIIOUEHHEM HCXONAIIUX JIOKYMEHTOB), II0
CYIIECTBY 3aTPOHYTBIX B HHUX BONPOCOB OCYIIECTBIAECT MpeaceaaTeib
TeppuropuaibHOM KOMUCCHH.

9.3. KoHTposIb WCIONHEHUS MCXOMSIIUX JIOKYMEHTOB, B TOM YHCIE 3a
CBOCBPEMEHHOCTBIO TIOJYYE€HUSI OTBETOB Ha 3ampochl TeppuTopHanbHOU
KOMHUCCHUHU, OCYIIECTBIISIIOT paOOTHUKH, OTBETCTBEHHBIC 3a MOJTOTOBKY JTaHHBIX
JIOKYMEHTOB.

9.4. Cpokr HWCHOJNHEHUS TOPYYCHHUN, COACPKAIIUXCSI B PEIICHUAX
TeppuropuanbHot komuccuu, IIpukazax mnpencenarenss TeppuropuanbHOU
KOMHMCCUM, TIHMCBMEHHBIX IIOPYYEHMH TMpeacenarens [eppuTopuasbHOU
KOMUCCHH ONIPEAEISAOTCA 3TUMU IOKYMEHTAMMU.

9.5. JIokyMeHT TO/JICKUT UCTIOJHEHUIO B TeueHrne 30 KaJeHIapHBIX THEH
CO JHA €ro pEerucTpaluuy, 3a HUCKIIOUYEHUEM CIIy4aeB, MNPEAYyCMOTPEHHBIX
noApaszaeiaom 9.6 HacTosIEro pa3aena.

Ecnmu nocnegnuidi n[€Hb WCHOJHEHHUS JOKYMEHTA NPUXOAUTCA Ha
Hepabouuil JIeHb, TO OH TOJJICKUT HCIOJHEHUIO B TMPEIIIECTBYIONIUN eMy
pabounii 1eHb.

JlokyMeHTBI ¢ ToMeTkaMu «Becbma cpouHo», «CpOYHO» HCIOJHSAIOTCA B
TPEXJAHEBHBIN CPOK, IOKYMEHTHI C TOMETKOM «OmnepaTUBHO» — B I€CSTUHEBHBIM

CpPOK CO AHA YKa3aHHUA 11O UCIIOJTHCHHIO.
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Ecnu nociienHuil A€Hp UCHOJHEHUS TOKYMEHTA, COJIEPKAILIETO ITOMETKY O
CPOYHOCTH HCIIOJHEHHUS, MPUXOAUTCA Ha HepaOouuil J€Hb, TO OH MOIJICKHUT
UCTIOJTHEHHIO B CIICAYIONINI 32 HUM paboumil 1eHb.

9.6. CpokM  WCIIOJIHEHUS BXOASIIMX JOKYMEHTOB YCTAaHOBJICHBI B
npusioxeHuu Ne 8.

OOparmienust Mo BOMpocaM BBIOOPOB U pedepeHAyMOB, MOCTYIUBIIUE B
nepuoj HU30MpaTEIbHON KaMIIaHUHM, HCIOJIHSIOTCS B CPOKH, YCTAHOBJICHHBIC
®enepanbHbiM 3aKOHOM «OO0 OCHOBHBIX TapaHTHUSIX H30MpATENIbHBIX MpaB |
npaBa Ha yyacTue B pedepernyme rpaxkaad Poccuiickoit denepanum.

9.7. OTBETCTBEHHOCTh 32 CBOEBPEMEHHOE M IIOJIHOE BHECEHUE B
pEruCTpallMOHHYI0 (QopMy (KypHall) CpPOKOB MCIHOJHEHUS JOKYMEHTOB U
uHpOpMAllMU O COCTOSHUU HCIIOJHEHUS JOKYMEHTOB, KOHTPOJb CpPOKOB
UCIIOJIHEHHSI JTOKYMEHTOB BO3JIaralOTC Ha OTBETCTBEHHOIO 34 BEICHUE
JeJIOMPOU3BOACTBA.

98.B IUIaHax MEpPOIIPUATHH, YTBEPKICHHBIX pELICHUSIMU
TeppuToprallbHOM KOMHCCHM, NpPHUKA3aMH Mpeacenaresss 1eppuTopuasbHOU
KOMHUCCHUH, CPOKH MCIIOJHEHHUS OTJEIbHBIX MIYHKTOB MOTYT OBITh ITOCTaBJIEHBI Ha
KOHTPOJIb.

9.9. [Ipn HEOOXOAMMOCTH TPOJJICHUS CpPOKa HWCIONHEHUS JOKyMEHTa
OTBETCTBEHHBIN 32 MCIIOJHEHUE HE MO3/IHEE YEM 3a TPU JHA 1O UCTEUYECHMS CPOKa
WCIIOJIHEHHS JOKyMEHTA MPEeACTaBIseT Ha UMs npeacenarens TepputopruaibHOn
KOMHCCHUH JOKJIAIHYIO 3alUCKY ¢ MOTUBUPOBAHHOM MTPOCHOOI O €ro MpoJICHUH.

9.10. JIokyMeHT cuMTaeTCs UCIIOJHEHHBIM U CHUMAETCS ¢ KOHTPOJIS TTOCIIE
pelIeHUs] BCEX TMOCTaBJIEHHBIX B HEM BONPOCOB, COOOIIEHUS pPe3yJbTaTOB
PacCMOTPEHHUS BCEM 3aMHTEPECOBAHHBIM JIMLIAM.

9.11. OcHOBaHUAMH AJIsl CHATHUS JOKYMEHTA C KOHTPOJIS SIBJISFOTCSL:

pemieHne  TeppUTOPUAIIBHOM  KOMHUCCHUH, MpPUKA3  MPEACEHaTess
TeppuTtopHaIbHOM KOMUCCHH IO pPe3yJIbTaTaM UCIIOJHEHMS TOKYMEHTA;

OTBET Ha BXOJAIINI JOKYMEHT IO CYIIECTBY;
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MOJIyYEHUE OTBETA OT OPraHU3ALMii, B KOTOPbIE TOKYMEHT ObLI HApaBJIEH
JUISl pAaCCMOTPEHHS MO CYIIECTBY IOCTABICHHBIX B HEM BOIPOCOB MU OTBETA
3a5IBUTEIIIO;

HalpaBjeHUuE oOpalleHHs] B APYrHe OpraHu3aluu ISl paCCMOTPEHHS 10
CYILIECTBY IMOCTaBJIECHHBIX B HEM BOIIPOCOB M MOCIEAYIONIEr0 MH()OPMUPOBAHUS
aBTOpa O pe3yJbTaTaxX PacCMOTPEHNS;

BU3a Ipecenarens Ha JoKyMeHTe «B neno», « CHATb ¢ KOHTPOJIIS».

9.12. JIokyMEHT HE CUMTAETCS UCTIOJHEHHBIM M OCTaeTCsS Ha KOHTPOJIE:

€CIM OH HAaIlpaBJIETCS B JPYTHE OPTraHbl WM OPTaHU3ALMH C LEIbIO
nosiyueHus: TeppuTopuaibHOM KOMHCCHEH HH(pOpManuu, HEOOXOAUMOU s
pPacCMOTPEHNUS IO CYIIECTBY ITOCTABJICHHBIX B JOKYMEHTE BOIPOCOB. B cirydyae
HeoOxoaumocTu TeppuTopualibHas KoMuccusi MHGopMupyeT o0 3TOM aBTOpa
JIOKYMEHTA,

€CIIM OH HAaNpaBJIsETCd B JpPyrue€ OpraHbl WIA OpPraHU3aluM  JUls
pacCMOTpPEHHsT 10 CYLIECTBY IIOCTaBJICHHBIX B HEM BOIPOCOB U OTBETA
3asIBUTENIO € MOCIEAYIOMUM HHPOpMHUpPOBaHUEM TeppuTopraibHOl KOMUCCHU O
pe3yabpTaTax UCIOJHEHHUS;

€CIM Ha HEM HE CTOMT OTMETKa IMpenacenarens [eppuTopruaibHON

KOMHUCCHH O IPUHATHUH UCITIOJITHCHHA.

10. U3roroBJ/ieHME U MCIIOJIB30BAHME MeYaTed U MMTAMIIOB

10.1. JInst ymocToBepeHHs] TOJIMHHOCTH JOKYMEHTOB HJIM COOTBETCTBHUS
KOMUWA JOKYMEHTOB MOJJIMHHUKAM, TIPOCTaBICHUS OTMETOK O TMOJIYYEHUH,
perucrpauMd JOKYMEHTOB B TeppUTOpPHAIIBHOM KOMHCCHH HCIIOJIB3YHOTCS
repOOBbIE€ U IPYTUe NE€YaTH U [ITAMIIbI.

10.2. M3roToBieHne nevyaTeil U MITAMIIOB OCYIIECTBISIETCA MO YKa3aHUIO
npeacenarens TeppuropuaibHOM KOMUCCHH.

10.3. I'epboBasi meuaTh mnpocTaBisiercss Ha IlodeTHbIX TpamMoTax U

OaromapHoOCTsSIX, (PUHAHCOBBIX JIOKYMEHTax TeppUTOPHAIILHON KOMHCCHH,
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TrapaHTUMHBIX MMHMCbMAxX, OrOBOPAX, TOCYAAPCTBEHHBIX KOHTPAKTAX U B JIPYTHX
IIPENYCMOTPEHHBIX 3aKOHOAATEIBCTBOM CIIydasiX.

10.4. Ha paccbutaeMbIX KOMHSIX pelieHui TeppuTopHalbHON KOMHCCHUH,
IIpuKa3ax mnpexacenaresss TeppuTOPHAIBHOM KOMHMCCHUH, Ha MakeTax IpHu
OTIIpaBKE JOKYMEHTOB, NHpU OQPOPMIEHMHM JOKYMEHTOB Ha IPHUEM TOBapHO-
MAaTepUAIBHBIX IIEHHOCTEW, HAa BHOC M BBIHOC TOBAapHO-MaTEPHAIbHBIX
LIEHHOCTE, HAa  HAKJIAQIHBIX  MPOCTABJISETCS  Ie4aTb C  HAAIHCHIO
«TeppuropuanbHas n3duparenbHas KomMuccHs Ne ) WM IpH HAIUYUU [1€YaTh
¢ Haamucbto «TeppuropuanbHas wu3OuparenvHas komuccua Ne . Jlng
JIOKYMEHTOBY

10.5. TleyaTn u mWTaMIbl MOAJIEKAT PETUCTPALMUA B OTIACIBHOM >KypHaje
ydyera medared W mramioB. lledatm u mTamIiel BBIJAIOTCA O MOIIUCH B
YKypHaJle y4dera redarei u mramioB. Ha sxxypHaine npocrasisiercst noMeTka «Jis
CIIy’K€OHOTO TOJIb30BAHMS», €ro JHCTBl HYMEPYIOTCS, NPOUIMBAIOTCS U
OIIEYaTBIBAIOTCS.

10.6. IleyaTtn ¥ mTamMmobl JOJDKHBI XPAaHUTHCS B HAJIEKHO 3aKPHIBAEMBIX
Y OIleYaThIBAEMBIX B Hepabouee BpeMs cer(ax Wiin METAIMYECKUX MKadax.

10.7. Ilpencenarens  TeppuTopuaibHOM  KOMHCCHM  OCYIIECTBIISICT
KOHTPOJIb 32 MPAaBUJIBHOCTBIO XPAHEHHUS U UCIIOJIB30BAHUS NI€YaTEN U IITAMIIOB.

10.8. [Ipumienniue B HErOJHOCTH MIEYATH U MITAMITBI YHUYTOXKAIOTCS, O YEM
COCTAaBIIIETCSI AaKT, a B JKypHAJE YydeTa Ie4aTed W IITAMIIOB CTaBUTCS
COOTBETCTBYIOIIAS] OTMETKA.

YHHAUYTOXKEHNE MPOU3ZBOAMUTCS IOCIE YTBEP)KICHHs aAKTa IpefcenareaeM
TepputoprallbHOW KOMHUCCHH. MeETaJUIMYECKUE IE€YaTH YHUUYTOXKAIOTCS IIyTEM
IIOJIHOTO CIMJIMBAHUS TEKCTA WIHA ONUIMBAHUSA JBYMS [I€PEKPECTHBIMU JIMHUSIMH,

KAay4yKOBBI€ II€YaTH U IITAMIIBI Pa3pe3ar0TCs Ha MEJIKUE YaCTH WU CHKUTAKOTCS.
11. ®opmupoBaHue AeJ1 M Nepeaada ux B apXuB

11.1. CocTaBjieHHe M YTBEePKACHHE HOMEHKJIATYPHI J1el.
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Homenknatypa nen mpenHasHaueHa Juisi (GOPMUPOBAHUS HCHOTHEHHBIX
JOKYMEHTOB B JI€Jla, CUCTEMATH3allMl U y4eTa JeJl, ONPENEICHUSI CPOKOB HX
XpaHEHUS] U SBJIAETCS OCHOBOW [JIsl COCTABJICHHMSI OMMCEH JEN MOCTOSHHOTO U
BpeMeHHOTO (10 jeT u 6o1nee) XpaHeHUsl.

B HOMeHKNaTypy el BKIIOYAKOTCS 3aroJIOBKA €N, OTPakarolUe BCE
JIOKYMEHTUPYEMbIE y4acTKU paboThl TeppuTOpHAIbHON KOMUCCHH, B TOM YHCIIE
JIMYHBIE JIeJ1a, CIIPABOYHbIC U YUETHBIE KAPTOTEKH U PYTUe y4eTHbIE (POPMBI.

3aroJIoBOK Jelia I0JKEH YETKO OTpa)kaTb OCHOBHOE COJIEPKaHUE U COCTaB
nokyMeHTOB. He nomyckaercs ynoTpebiieHHE HEKOPPEKTHBIX (OPMYIHUPOBOK,
BBOJIHBIX CJIOB U CJIOXHBIX 00OPOTOB.

[Ipu cocraBieHMH HOMEHKJIATYphl Jel CJHEAYeT PYKOBOJCTBOBATHCS
perIaMeHTOM TeppuropuanpHOit KOMUCCHH, Ilepeunem TUITOBBIX
YIPaBICHUYECKUX apXMBHBIX JIOKYMEHTOB, 0OpasylomMxcsi B  Ipoliecce
JEeSATEIbHOCTH TOCYAAPCTBEHHBIX OPraHOB, OPraHOB MECTHOTO CaMOYIPaBIEHUS
Y OpraHu3allMi, ¢ YKa3aHUEM CPOKOB XPAaHEHHS, YTBEPKICHHBIM IPHKA30M
MununcrepctBa KynpTypsl Poccniickonn ®enepamuu ot 25 aBrycra 2010 ropa
Ne 558 (manee — Ilepedenn), mopsiAKaMu XpaHEHUS W Mepedayd B apXUBbI
JOKYMEHTOB, CBSI3aHHBIX C TOATOTOBKOW M  MPOBEIEHUEM  BHIOOPOB,
ytBepxkaeHHbiMu  [{UK Poccun wu Cankr-lIlerepOyprckoit  u30upatenbHOM
KOMHUCCHEN, HOMEHKJIATypaMu Jed  [eppuTropuaibHOM  KOMMCCHM 34
MPEAIECTBYIOLINE TOIbI.

[Ipn moaroToBke HOMEHKIATYPHI AN HA MPEACTOAIINN KaJeHAAPHBIN IO
HEOOXOJMMO YUUTHIBATh XapaKkTep BbIOOPOB, MPOBOJUMBIX B IIPEJICTOSILEM TOY.

Homenknatypa npen TepputopuaibHOM KOMHMCCHM Ha MPEACTOSIIUN
KAJICHOAPHBIA TOJ COCTaBJISIETCS B MOCIEAHEM KBapTaje TEKYyIIEero roaa,
COIJIaCOBBIBAETCS € CeKpeTapeM TeppuTopranbHON KOMHCCHH, PACCMaTPUBAETCS
Ha 3acelaHhM OKCHEPTHOM KOMHCCUU TEeppUTOPUAIIBHOW KOMHMCCHH IO
AKCIEPTHU3E LIEHHOCTU AOKYMEHTOB (nanee — OK) yTBepkaaercs npeaceaarenem

TeppuropradibHOM KOMHCCHH, COIJIaCOBBIBaeTCsI C cekperapeM CaHKT-



54

[TetepOyprckoit n30MpaTeTbHOW KOMUCCUU U BBOJUTCS B JACWCTBUE ¢ | stHBaps
cieaytoriero roaa (mpunoskenue Ne 9).

IIpy moaroToBKe HOMEHKIATYPhI AEN HA NPEACTOAMNNA KaJeHIapHbBINA IO
HEOOXOJMMO YUUTHIBATh XapaKTep BEIOOPOB, MPOBOIUMBIX B IIPEICTOSIIEM TOIY.

B ciyuae BO3HHKHOBEHHS B TEUEHHE T'OJIa HOBBIX J€J1, OHH JOMOJHUTEIBHO
BHOCSITCSI B YTBEPKICHHYIO HOMEHKIIATYpy J€l M0 YKa3aHUIO IpeacenaTens
TeppuTtopuanbHOW  KOMHUCCHHM  TIOCIE€  COTJJaCOBaHMSI C  CEKpeTapeM
Cankr-lleTepOyprckoii n30upaTenbHOM KOMUCCHH.

Ilo OKOHYaHMM KAJIEHJZAPHOIO ToJa B KOHILE HOMEHKJIATYpbl €Il
COCTABJISIETCSI UTOTOBAsI 3aIIMCh O KOJIMYECTBE 3aBEACHHBIX JI€] (TOMOB, YacTel),
OTJEJIBHO IO JAEJaM MOCTOSIHHOTO M BPEMEHHOTO XPAHEHUSL.

Cpok xpaHeHUs JOKYMEHTOB YKa3bIBAETCSI B HOMEHKJIATYpE eI CO
cchulKOM Ha ctaTthio llepeuns. Cpok XpaHEHUs TOKYMEHTOB, HE YKa3aHHBIX B
nanHoMm llepeune, ycranaBmuBaercs OJIIK mo cormacoBannio ¢ CaHKT-
[TeTrepOyprckoit n36MpaTeTLHON KOMUCCUEH.

Ncuncnenne CPOKOB XpaHEHUs JNOKYMEHTOB, 3aKOHYEHHBIX
JEJONPOU3BOACTBOM B TEKYLIEM TOJAY, HAUYMHAETCA ¢ | SHBaps ClEemyrOIIEero
roja.

11.2. OopmiieHne TOKYMEHTOB, 3aKOHYEHHBIX [1€JIONPOU3BOICTBOM,
(opmupoBaHue U TeKyliee XpaHeHue e B TeppuTopuaibHO KOMHUCCHU.

3aKOHYEHHBIE JENONPOU3BOACTBOM JOKYMEHTBI opopMIISIOTCS
B COOTBETCTBUM C TpeOOBaHUSAMM HacTosimer WHCTpyKuuu, CHOUCHIBAIOTCA
npeacenareseM TepputopraibHOM KOMUCCUH B J1€10. [Ipy 5TOM B HU>KHEN YacTH
JMIEBON CTOPOHBI MEPBOTO JIMCTA JOKYMEHTa Ha CBOOOJHOM OT TEKCTa MECTE
CTaBUTCA OTMETKa O €ro HCIHOJHEHUHU, pacmu(poBbIBAETCS MOANUCH
npeacenarens TeppuTOpUAIbHON KOMHCCHM, YKAa3blBa€TCs HOMEp Jelia 110
HOMEHKJIaType W JaTta cnucanus. [Ipm HeoOXoAMMOCTH OTMETKA 00 UCTIOTHEHUHU
MOJKET OBITh clieJlaHa Ha OOOpPOTHOM CTOpPOHE MEPBOrO JHCTa JAOKyMeHTa. B
PEruCTpallMOHHYI0 (DOPMY BHOCUTCS OTMETKA O CHHCAHUM JOKYMEHTA B JIEJO C

YKa3aHuEeM HOMEpa JCjia COIJTIaCHO HOMCHKIIATYpPE ACII.
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HcnonHeHHble NOKYMEHTHI (OPMHUPYIOTCS B Jiefa B COOTBETCTBUU C
YTBEPKIACHHOW HOMEHKJIATypOH eIl

Jleno cuuTaeTcsi 3aBECHHBIM C MOMEHTa BKJIIOYEHHUS B HEro MEPBOTO
WCIIOJTHEHHOTO JOKYMEHTA.

[Ipu dopmupoBanuu jeina TPOBEPSETCS MPaBUIBHOCTh OTHECEHUS
JOKYMEHTOB B JIlaHHOE JeJI0, KadecTBO OQOpMIICHUS ¢ KOMIUIEKTHOCTD
JIOKYMEHTOB, HAJIMUWE MOJIIUCEH, BU3, PETUCTPAIIMOHHBIX HOMEPOB, CIIPABOK HJIU
OTMETOK 00 WCIOJMHCHWH, CHHCAaHWUM B JeJ0 W Jpyrux. HempaBuibHO
oopMIICHHBIC JOKYMEHTHI JOJKHBI OBITh JOO(GOPMIICHBI, a 3aTE€M TOMEIICHBI B
JIeTI0.

He pomyckaercst momeneHue B A0 JOKYMEHTOB, COJIEPKAHUE KOTOPBIX
HE COOTBETCTBYET 3arojIOBKY Jea.

[Tpu hopmupoBaHuu e COOMIOIAIOTCS CICAYIONINE TPEOOBAHUS:

JIOKYMEHTBI MTOCTOSIHHOTO M BPEMEHHOTO XpaHEHUs (POPMUPYIOTCS B Jielia
pa3aenbHO;

B JIEJIO BKJIIOYAIOTCS TOJBKO HCIOJHEHHbIC, MPABUIBLHO O(OpPMIICHHBIC
JIOKYMEHTBI B COOTBETCTBUU C 3arojIOBKaMu JieJ B HOMEHKIJIAaType;

BCE JOKYMEHTBI, OTHOCSIIMECS K PEIIEHUI0 OJHOr0  BOIpOCca,
dbopmupyroTcs B 0AHO nesio. B ciydae ecnu moadopka JOKYMEHTOB MO OJTHOMY
BOIIpOCYy HacumThiBaeT Oosiee 100 mmcTOB, OHA MOXET OBITh BBIJCICHA B
CaMOCTOSITEJILHOE JIEIIO;

JIOKYMEHTBI, TIOJJIeKAIUE BO3BPATY, B JEJI0 HE MOMEIIAIOTCS,

B JICJIO TIOMEIIAETCS TOJBKO OJMH JIK3EMIUISIP JTOKYMEHTA, YEPHOBUKHU U
BApUAHTHI MPOEKTOB JOKYMEHTOB B JI€JI0 HE MOJIIUBAIOTCS (32 HCKIIOYCHUEM
TE€X, Ha KOTOPHIX MMEIOTCA BM3bI, YKa3aHUsA IO HCHOJHEHHUIO JTIOKYMEHTOB U
JIpyTrrue OTMETKH, JOTIOTHSAIOIIUE NEPBBIN AK3EMILIAP);

B JIeJI0 BKJIFOYAIOTCS, KAaK MPaBWIO, JOKYMEHTHl OJHOTO KaJeHIApHOTO
roja (MCKJIFOUEHHE COCTABJISAIOT JIMYHBIC U TIEPEXOIAIINE AeTa);

KaXJl0€ JIeJI0 He JOJDKHO MpeBbimath 250 JTUCTOB, pU 00JibllIeM 00beMe

JIOKYMEHTOB B Jiejie ((OpMUPYETCSE HECKOJIBKO TOMOB (4acTei).
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[Tpu BrIIOYEHHH B 170 (PaKCOrpaMMBbl JENaeTcs €€ KCePOKOIusl, KoTopast
noammuBaercss B geno. [lognmuHHMK — (dakcorpaMMbl — YHUYTOXAETCS €
IPOCTaBJICHUEM OTMETKH 00 YHUUTOKEHUU HA KCEPOKOIHUH.

B ciydae HeoOX0MMOCTH JOKYMEHTHI 110 OTHOMY M TOMY K€ BOIIPOCY, HO
C pa3JIMYHBIM CPOKOM XPaHEHHs, MOTYT HaXOOUTbCA B OJHOM JI€Jie 10 KOHIA
TEKYyIIEr0 TOoJa WM JO 3aBEpPUICHUS HCIIOJHEHUs JIOKYMEHTa, a 3aTeM
nepepopMUPOBBIBAIOTCS B JieJia IOCTOSTHHOTO U BPEMEHHOTO XpaHEHUSI.

B neno Bkmro4aroTcs BCe JOKYMEHTHI IO KOHKPETHOMY BOIIPOCY BMECTE C
NPWIOKECHUSIMH, YKa3aHHBIMM B TEKCTE€ JOKYMEHTa, IMpPU OTCYTCTBUU
NPUJIOKEHHUM, yKa3aHHBIX B TEKCTE JOKYMEHTA, MCIOJHHUTENIb 00s3aH CJesaTh
3aMKCh HA JOKYMEHTE 00 UX MECTOHAXOXKICHHH.

JIOKyMEHTBl BHYTPH J€Jla pacHoJlaraloTcsi B XPOHOJOTMYECKON WM
BOIIPOCHO-JIOTUYECKOM MOCIIEA0BATEIBHOCTH UIIN UX COUYETAHUU.

HopmaTuBHBIE ¥ OpPraHM3alMOHHO-PACHOPSAIUTEIbHbBIE JTOKYMEHTBHI C
OTHOCALIMMUCA K HHUM NPWIOKEHUSAMHU TPYNIHPYIOTCA B Jena IO BUIAM
JOKYMEHTOB U 110 XPOHOJIOTHH.

IIpoTtokomel 3acemanuii TeppUTOpHMAIBbHONM KOMMCCHM PACIOJIAraroTcs B
JieJie O XPOHOJIOTMM B TOPSAAKE BO3pacTaHusl HOMEpPOB. JIOKyMEHTBHI K
3aCeIlaHHIO TeppuropuanbHon KOMUCCHH MOMEIIAI0TCS rnocie
COOTBETCTBYIOILETO ITPOTOKOJIA.

[lonoxeHusi,  MHCTPYKLMUH,  YTBEPKACHHBIE  PacCHOpPAIUTEIbHBIMU
JOKYMEHTaMH, SIBJIAIOTCS MPWIOKEHUSMU K HUM M TPYNIHPYIOTCS BMECTE C
YKa3aHHBIMH JIOKYMEHTaMHU.

[InaHoBass M oOT4YeTHas JOKYMEHTalMs HE3aBUCUMO OT JaThl €€
COCTABJICHMSI BKJIFOUAETCS B JIEJI0 TOTO ToJja, K KOTOPOMY OHA OTHOCHUTCHI.

B nene «llepenucka» wucxopsmuii (OTBETHBIN) TOKYMEHT MOMENIAETCS
nocye Bxoasiero. [Ipu Bo300HOBIIEHUH MEPENUCKU IO BOMPOCY, HAYaBUICHCS B
OpeabIAyIEM IOy, JOKYMEHTHl BKIIIOYAKOTCS B JEJIO TEKYLIEro rojaa |
YKa3bIBa€TCsl MHIAEKC TOTO JIeJla 10 HOMEHKJIAType AEN MPEAbIAyLIEro roaa, B

KOTOPOM HaxXOJATCs MPECACCTBYIOIUE JOKYMCHTEI I10 3TOMY BOITIPOCY.
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OOpamienus rpakaadH U JOKYMEHTHI [0 UX PACCMOTPEHUIO (hOPMUPYIOTCS
B oT/IeNbHbIE Aena. Kaxkoe oOpalienne u Bce TOKYMEHTHI 110 €r0 paCCMOTPEHHIO
COCTaBJISIIOT B JIeJI€ CAMOCTOSITEIbHYIO TPYIIIY U pacrojiaraiTcs B ali(aBUTHOM
NOPSJIKE MO NEpPBbIM OyKBaM (paMUIIMi aBTOPOB 0OpalIEHU.

B nenmax, HaxoaAmuxcs B I€IONPOU3BOJICTBE, TOKYMEHTBI TEKYILIETO roja
pacronararorcsd 0 XpPOHOJOTMHM CHH3y BBEpPX MO Mepe mnocryruieHus. llpu
MOATOTOBKE K Cllay€ B apXUB JIeJla ¢ JOKYMEHTAMHU MOCTOSIHHOTO U BPEMEHHOTO
(10 mer m Oonee) xpaHeHus MepehOPMHUPOBHIBAIOTCS B OOPAaTHOM TOPSIKE:
JOKYMEHT, TOCTYHUBIINNA B KaJICHIAPHOM IOy MOCIEIHUM, JOJDKEH OBITh BHU3Y
Jiena, a MepBbIi TOKYMEHT KaJIEHJapHOIO I0/J1a — BBEPXY, IEPBBIM.

Jlena ¢ MOMEHTa UX 3aBEACHUS U [0 Nepelayd B apXUB WIH YHUUYTOKECHUS
B CBA3M C HCTCUYCHUEM CPOKOB XpaHEHUs HaxOAATCAd Yy Npeacenaress
(OTBETCTBEHHOTO 3a BEJIEHUE JIeJ0Npon3BoicTBa) TeppuropruanbHON KOMUCCHU.

[IpoTokonsl 3acemanuii, pemieHus TeppUTOPUATIBHON KOMHCCHH, CIIHCKU
IPUTIIALIEHHBIX, IPUJIaracMple K IPOTOKOILY, MOJJIMHHBIE K3EMIUIIPbI PEIICHUN
C COOTBETCTBYIOIIMMH MPHUJIOKEHUAMH, IPOTOKOJIBHBIE IOPYUEHUS, JOKYMEHTHI,
IIOCTYKMBIIME OCHOBAaHMEM JUIsI PACCMOTPEHHUS BONpPOCA HA 3aCEIaHUU
TeppuropuanbHOi KOMHUCCUH, pacUIM(ppoBaHHAs ayIMO3aMUCh 3aceqaHus (mpu
€€ HaJIM4YWHU), COUCKUA PACChUIKM PEUIEHUH 10 Mepefauyd B apXUB HAXOIATCS Y
npeacenaTenns (OTBETCTBEHHOTO 3a BEJICHUE JIEJIONTPOU3BOICTBA)
TeppuTopuanbHON KOMUCCHUMU.

3a COXpaHHOCTh JOKYMEHTOB U JI€JI OTBETCTBEHHOCTh HECET NPEACENATED
TepputopraibHOM KOMHCCUM U OTBETCTBEHHBIN 3a BEICHUE JEIIONPOU3BOICTBA B
TeppuropruaibHON KOMUCCHH.

Jlena MOMKHBI HaxXOIUThCS B pabouell KOMHAT€ WM B CIEUUATbHO
OTBEJICHHOM JIJISI TOM LI€JIM MOMEIICHUN U XPAaHUTHCS B 3aITUPAIOIIUXCS MKadax,
MPEAOXPAHAOIIUX TOKYMEHTHI OT MBUIH U BO3JICUCTBUS COJTHEYHOTO CBETA.

B 1menax oOecriedyeHus ONEpaTUBHOTO TIOMCKA JOKYMEHTOB Jena
pacnosiararorcsi B COOTBETCTBUM C HOMEHKJIATYpOW [€JI, KOIHS KOTOpPOH

MOMEINIAETCsl Ha BHYTPEHHEH CTOPOHE JABEPIIhI IIKada.
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Ha xopemkax o00moKeK [ena YKa3bIBAIOTCS HHIEKCHl JIeN  TIO
HOMEHKJIAType Jell.

Jlena, HaxopjsmuMecss Ha TEKYIIEM XpaHEHHM, Mojuiexar ydety. Ilepen
nepegayeil JOKyYMEHTOB B apXUB MPOBOAUTCS MPOBEPKA HAIUYUS U COCTOSIHUS
JIOKYMEHTOB W JIed B LEJNSAX YCTAHOBJICHUS (AKTHUUECKOrO0 HAIMYUs JIeT U
COOTBETCTBHUS UX KOJIMYECTBY, UACIAIIEMYCSI IO HOMEHKJIAType JIeJI.

[IpoBepka Haau4Msi M COCTOSHMSI JOKYMEHTOB M JieJl MPOBOJAUTCA TMpHU
MEepEMEILICHUH JIeJI, BO3BpaTe Jell, CMEHE IMpeacenarens TeppuTopraibHON
KOMUCCHHU.

[IpoBepka MPOBOIUTCSA IyTEM CBEPKH CTaTell HOMEHKJIATYphl Jell ¢
OMMCaHUEM JIeJI Ha 00JIOKKE, a (PU3UUECKOE COCTOSTHUE JIeTT ONPEACIISIETCS MMyTeM
WX BU3yaJIbHOTO MpocMoTpa. Bce oOHapykeHHbIE HEIOCTATKH (PUKCUPYIOTCS B
aKTe MPOBEPKU HAIMYUS U COCTOSHHUS JIETI.

B ciywae yTpaThl JOKYMEHTOB U J€Jd TPOBOJUTCS CIIy>KeOHOE
pacciiefoBaHHe, MO pe3yJbTaraM KOTOPOro JIMII0, BUHOBHOE B yTpaTe, HECEeT
OTBETCTBEHHOCTh B YCTAHOBJICHHOM MOPSIJIKE.

Ecnu oTnenbHBIE JOKYMEHTBI, YK€ BKJIIOUYEHHBIE B JI€JI0, BPEMEHHO
TpeOYyIOTCS 111 paboThl, OHM MOTYT OBITH BBIJIAaHBI W3 JieJla, a Ha UX MECTO
BKJIQJIBIBACTCS JIMCT-3aMECTUTENh C YKa3aHUEM, KOTJa, KOMy M Ha Kakod CpOK
BBIJIaH JJOKYMEHT.

11.3. DkcnepTH3a HEHHOCTH I0OKYMEHTOB.

OKcnepTu3a IIEHHOCTH JOKYMEHTOB TMPOBOAMUTCS [IJIsi YCTAHOBJICHUS
HAyYHOW, MCTOPUYECKOM W  NPAKTUYECKOM 3HAYMMOCTH  JOKYMEHTOB,
00pa3oBaBIIUXCA B MPOIECCE NEATCIBHOCTH TeppUTOpUAIBHOW KOMHMCCHH, C
1eJIbI0 0TOOpa UX IS aJbHEHIIIET0 XPaHEHUs WU YHUUYTOXKECHHUS.

DKcrepTr3a I[EHHOCTH JIOKYMEHTOB TMPOBOJUTCS TMPU COCTABICHHUH
HOMEHKJIATyphl Jiell, B mponecce (GopMUpOBaHUS 1€, MPU MOATOTOBKE Jei K
nepenaye B apXuB.

JI71s1 pacCMOTpEHHUs TPOEKTOB HOPMATUBHO-METOJUYECKUX JOKYMEHTOB 10

BOIIpoCaM JACJIOIIPONU3BOACTBA U APXHUBHOTO 1CJA, omnucer Jea MOCTOSIHHOTO M
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BpemeHHoro (10 nmer m Oomnee) XpaHEHHs, aKTOB Ha YHHUYTOXCHHE JIe1 U
JOKYMEHTOB, HE UMEIONIUX HAYYHON LIEHHOCTHM M IPAKTUYECKOTO 3HAYECHUS,
IIPUKa30M Ipencenarens TeppuTopuanbHOM KOMHMCCHUM CO3JAETCS JKCIEPTHAs
komuccus (nanee — DK).

B ee ¢pyHKIIMU BXOIUT TaKKe pacCCMOTPEHUE U 0JI00pEHNE HOMEHKIATYPhI
nen TeppuropuaabHOW KOMUACCHUMU.

B cocra DK Bxiouarorcss wWieHbl TeppUTOpUATIBHOM KOMUCCHUH,
TPAKIAHCKHE CIy)Kallue anmnapara TeppUTOpHATbHONM KOMHUCCUH, YJIEHBI
Cankr-IletepOyprckoit n30upaTenbHONM KOMHCCHU WM COTPYAHMKH ammapaTa
Cankr-IleTepOyprckoit u30upaTebHOW KOMHUCCHH (TTO COTIIACOBAHUIO).

[Ipu nmpoBefeHUM S3KCHEPTU3BI LEHHOCTH JOKYMEHTOB OCYIIECTBISETCA
0TOOp Je)1 MOCTOSIHHOTO U BpeMeHHoro (10 et u 6onee) xpaneHus, 0TOOp e C
BPEMEHHBIMU CPOKaMH XPAHEHHs, MOMJEKAIIUX XPAHCHUIO, BBIJIEIICHUE K
YHUUTOXEHUIO JIeJ 33 MPEbIIYIINE TOAbl, CPOKU XPAHEHUSI KOTOPBIX, HCTEKIIH.
[Ipr >TOM OJHOBPEMEHHO IMPOBEPSIOTCA KAYECTBO M TOJHOTa HOMEHKJIATYphI
J1eJ1, IPABUIIBHOCTD ONIPEAEIICHUS CPOKOB XPAHEHUS JIETT.

DKcrnepTr3a UEHHOCTH TOKYMEHTOB OCYIIECTBIISIETCS ITyTEM IOJHCTHOTO
npocmoTpa nen. He pomyckaercs oTOOp MOKYMEHTOB HJisi XPaHEHHs] WU K
YHUYTOKEHUIO TOJIBKO HA OCHOBAHUH 3ar0JIOBKOB €.

JIOKyMEHTBI, yTpaTUBIINE NPAKTUUECKOE 3HAYEHUE U HE HMEIOLIUE
UCTOPUYECKON WJIM HAYYHOU LEHHOCTH, MO MCTEYEHUU YCTAHOBJIICHHBIX CPOKOB
XpaHEHUSI MOJJIKAT YHUUTOXKEHUIO 10 aKTy.

AKTBI O BBIIEIECHMH K YHHUTOXKEHHUIO JIe1 MU  JOKYMEHTOB
paccmaTpuBalrOTCd Ha 3acemaHusax OK  OJHOBPEMEHHO C ONHCSAMH  JIEJ.
YHHUUTOXEHUE JIET U JOKYMEHTOB JI0 YTBEPKICHUS aKTOB 3aIlIPELIACTCS.

ITo pe3ynpTaram 3KCHEepTH3bl EHHOCTU JIOKYMEHTOB OTBETCTBEHHBIM 3a
BEJICHUE JEJIONPOU3BOACTBA €XKETOJHO COCTABIIAKOTCA CBOJHBIE OIMCH eIl
nocTostHHOro 1 BpemenHoro (10 yret u 6onee) xpanenus (npunoxenns Ne 10, 11)
U MO0 JMYHOMY cocTaBy (mpuioxkeHue No 12), a Takke akThl O BBIJCJICHUM K

YHUYTOXKEHUIO JIeJI, HE MOJUISKAIINX XpaHeHUo (Tipuioxenue Ne 13).
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Onucu nen mocrossHHOTO U BpemeHHoro (10 mer m Gomnee) XpaHeHus, a
TaKX€ aKThl O BBIICJIICHUH K YHHUTOXEHUIO 3TUX JeN paccMarpuBarorcs Ha DK
Y YTBEPXKAAIOTCS Ipeacenaresem TeppuropuanbHO KOMUCCHH.

[Tpu YHUYTOKEHUU JIOKYMEHTOB Cco CPOKOM XpaHEHUs
«/lo muHOBaHus HamoOHOCTU», «1 TOIY», «3 TOoma», «S5 JET» COCTABISETCS aKT
(npunoxxenue Ne 14), KOTOpbI MOANMKUCHIBACTCS HE MEHEE YeM JBYMsS WICHAMU
TeppuropuanbHOil ~ KOMHCCHH M yTBEpXKAAETCS  IpEAceaareiieM
TeppuTopuanbHOM KOMUCCHH.

UepHOBUKM ¥ PYKONHUCH TMOATOTABIMBAEMBIX JIOKYMEHTOB, KOIUU
WH(OPMAIIMOHHBIX W JPYrHMX MAaTepHalioB, HE TMOJUICKAIUX BKIIOYCHUIO B
HOMEHKJIaTypy JeJl, 10 MUHOBAHUU B HUX HaJI0OHOCTU MOTYT YHHUYTOKaTbcs O€3
COCTaBJICHUS aKTa.

BpomropoBka /1€ NpOU3BOJUTCS TOJBKO IOCIE NPOBEIEHUS DKCIIEPTU3BI

HNECHHOCTHU JOKYMCHTOB.

11.4. Odopmiienue geJ.

Jlena, mojiexamniue mnepefadye Ha XpaHEHWE B apXUB, JIOJDKHBI OBIThH
0o(OpMJIEHBI COOTBETCTBYIOIIUM 00pa3oM.

Odopmiienne Jnena BKIOYAaeT B ce0d MPOBEPKY CHCTEMaTH3allUU
JIOKYMEHTOB BHYTPH JleJia, HyMEpAaIMIo JUCTOB, COCTABIIEHUE BHYTPEHHEH OMUCH
JTOKyMEeHTOB jena (mpuioxkenue Ne 15), mucrta-3aBeputens Aena (MPUIIOKEHUE
Ne 16), odopmiteHne peKBU3UTOB OOJIOXKKH, MOAIIMBKY (TIEpEIUICTCHHE) JIea.

B 3aBHCHMOCTH OT CPOKOB XpaHEHHS TPOBOUTCS MOJHOE UM YaCTHYHOE
odopMIICHHE JIC]I.

Hena BpemeHHOro (0 10 meT BKIIIOUMUTENBHO) XpaHEHUs MOMJIekKaT
qacTUYHOMY OGOPMIICHHIO: JOIyCKAeTCsl JIMCTHI Jiela HE HyMEpOoBaTh,
3aBEpUTENIbHbIC HAIMNCH HE COCTaBIATH. lIpu 3TOM NOKyMEHTHI NOMyCKaeTcs

XPAaHUTH B MMAIIKaxX-CKOPOCIINBATECIIAX, MATKHUX 00JI0KKaX.
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Jlena MOCTOSTHHOTO XPaHEHHUs MOAJeXAaT moysHoMy odopmienuro. [lonnoe
oopMiIeHHE Jella MpEeayCMaTpUBAET IMPOBEPKY CHUCTEMAaTH3allUUd JOKYMEHTOB
BHYTpH JieJla, TPAaBWIBHOCTH WX odopmieHUs (HamMYne HEO0OXOIUMBIX
NOJMUCEH, BU3, OTMETOK O pErucTpali ¥ UCHOJHEHHUH, TNPUIOKCHHH),
HYMEpAIMIO JIUCTOB, COCTABJICHHE BHYTPEHHEW OMHCH JOKYMEHTOB JIela,
COCTaBJICHHE JIMCTa-3aBEpPUTENsl Jena, OGOpPMIICHHE PEKBU3UTOB OOJIOXKKH,
MOAIIMBKY (TIeperyieTeHue) aea.

O6moxka  mena  odopmisieTcss 1O YCTAHOBJICHHOM dbopme
(npunoxxenue Ne 17). CBeneHust Ha OOJIOKKY NEPEHOCATCS W3 HOMEHKIIATYPBI
JIe ¢ YTOUHEHUSIMHU, OTPaKArOMMHU (PaKTUYECKHU COCTaB MOMEIIEHHBIX B JIEJI0
JTOKYMEHTOB.

OO6noxKka Jena HaJIMKUCHIBAETCS YEPHBIMH CBETOCTOMKMMH YEpPHUIAMH,
pa3zbopunBo, 0e3 cokpameHuid. Jlomyckaercs ogopmieHHe OOJOXKKHU Jena C
MCTIOJIb30BaHNEM KOMIBIOTEPHON TEXHUKH.

Ha oOnoxxke nenma yka3bIBalOTCS CIEAYIOIIME PEKBU3UTHI: Ha3BaHHE
TepputopHabHOM KOMHUCCHUH, IEJIONPOU3BOJICTBEHHBIH HOMEp (MHAEKC) nena,
3aroJIOBOK Jiesia, JaTa Jena (Toma, 4acTd), KOJMYECTBO JIMCTOB B JENE, CPOK
XpaHEeHHUs JieTa.

PexBu3uthl, mpocTaBisieMble Ha  OOJOXKE Jena, o(opMIIsIOTCA
CJICTYIOIIUM 00pa3oMm:

Ha3BaHHE TeppUTOPHATEHON KOMHCCHUHU YKa3blBa€TCsS B COOTBETCTBHH C
pernameHToM TeppuropuasnibHONM KoMuccuu. [Ipm H3MEHEHMM Ha3BaHUA
TepputopuanbHON KOMUCCUHU B TE€UEHUE TIEPHOJIA, OXBATHIBAEMOTO JJOKyMEHTaMU
7iena, Ha 00JIOKKE K CTapOMy Ha3BaHHUIO MPHUIHCHIBAETCS HOBOE;

JICIONIPOU3BOACTBEHHBIN  HOMEp (MHAEKC) Jella — MPOCTaBISETCS
udpoBoe o003HaUeHHE (MHICKC) Jieia MO0 HOMEHKIAType JeNl U YKa3bIBaeTcCs
HOMED TOMa (YacTu);

3aroJioBOK (HaWMMEHOBAaHME) Jelia TEePEHOCHUTCS W3 HOMEHKIATYPBI Jel

(B HEOOXOJIUMBIX CITy4YasiX B 3ar0JI0BOK BHOCSITCSI YTOUHEHHS);
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Jata jaena — Ha OOJOKKE JeNa YKas3bIBAalOTCA JIBE JAaThl, KOTOPHIE
Ha3bIBAIOTCS KPAaWHUMH JTaTAMU U COOTBETCTBYIOT T'OJly 3aBEICHUS U OKOHYAHUS
nena. HavampHas nata — 3TO mara caMoro paHHEro, a KOHEYHas JaTa — Jara
CaMoOro Mo3AHEro JOKyMeHTa B Aene. [Ipu 3ToM yuuThIBatOTCS JaThl BXOASIIUX U
UCXOJSAIIUX JIOKYMEHTOB (B CiIydae HUX OTCYTCTBUS — JaTbl PETUCTpaIUu
JIOKYMEHTOB), M HE€ YUYUTHIBAIOTCS JJaThl CIIUCAHUS JOKYMEHTOB B JI€JI0, YKa3aHUN
M0 UCTIOJHEHUIO TOKYMEHTOB, OTMETOK HUCIIOTHUTENA (32 UCKITIOUEHUEM CITyYaes,
KOTJla Ha JJOKYMEHTaX HE UMEETCs APYTUuX AT, KPOME MEPEUNUCICHHBIX ).

[Ipy Hanmucanuu KpailHUX NaT Ha OOJIOXKKAX JIeJl TTOCTOSIHHOTO XPaHECHUS
YUCJIO U TOJA TMPOCTaBIAIOTCS apabckumu I1mdpamu. Ha o6noxkax ngen
BPEMEHHOT'0 XPaHEHHS YKA3bIBAETCA TOJIBKO TOJI.

Ha oOnoxkax 1en, COCTOAIIMX W3 HECKOJBKUX TOMOB (uacTei),
MIPOCTABJIAIOTCS KpalHUE AaThl KAKIOTO TOMa (YacTH).

KonnyecTBO mpoHYMEPOBAaHHBIX B AEJE JUCTOB MPOCTABIISIETCA C JIMCTa-
3aBEpUTEIS Aea.

Cpox xpaHeHHs IEPEHOCUTCS Ha 00JIOKKY JleJia U3 HOMEHKJIaTyphl aei. Ha
JleJiax MOCTOSHHOTO XpaHneHus numercs: «lloctosHHo».

Ha xopenike gena yka3plBaroTcs 3arojIoBOK J€ja, TOJ1 JIeJIa U TOM JieJa.

B memsix oOecriedeHuss COXpPaHHOCTH M 3aKpeIUICHUS  TMOpPsAKa
PAaCIIOJIOKEHUS JOKYMEHTOB, BKIIFOUEHHBIX B J€JI0, BCE JIMCTHI, KPOME UYMUCTHIX,
JMCTAa-3aBEpPUTENI JleJla W JIMCTOB BHYTPEHHEW ONKWCU HYMEPYIOTCS B
pa3BEepHYTOM BHJIe apaOckuMu udpaMu BajgoBOM Hymepalnuen. UnucTbie JUCThI
U3 Jiena u3bIMaroTcs (0e3 MOBPEeXACHUS IEIOCTHOCTH JIeJla) U YHUYTOKAIOTCA.
JIucTel HYMEpPYIOTCSI TPOCTBIM KapaHJAlIOM, CBEPXY BHHU3 B BO3PaCTarOLIEM
MOpsiIKE HOMEpPOB, HauuHasi ¢ nepBoro. [{udpel mpocraBnsitorcss B mpaBom
BEpXHEM yriy Jmcrta. Hymepauuss 1BETHbBIMH KapaHJalllaMu, YE€pHWIAMHA U
HyMEpaTOpaMu He JOMYCKaeTCs.

JIOKyMEHTBI ¢ COOCTBEHHOUN HyMepalyei JTUCTOB, B TOM YHCIIC MeYaTHBIC

U3JIaHUS, HYMEPYIOTCS B OOLIEM TOpPAIKE WM COXPAaHSAIOT COOCTBEHHYIO
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HYMEPALIMIO, €CJIA OHA COOTBETCTBYET MOPSIKOBOMY PAaCIOIOKEHUIO JIMCTOB B
Tenie.

Cnoxennpiii nuct Oonpimoro ¢opmarta (A2, A3) pa3BopauuBaeTcs U
HyMepyeTcs B IMpaBOM 4acTh BepxHero mois jucta. [lpu stom muct mobdoro
¢opMaTta, MOAWIMTHIA 3a OAMH Kpad, HyMepyeTcsi Kak OAMH JIUCT, a JIUCT,
CJIOKEHHBIN U MOJIIUTHIN 32 CEpEANHY, MOMJIEKUT NEPEIINBKE U HYMEPYETCS KaKk
OJIUH JIUCT.

Ecnu B nmenme ecTh KOHBEPT C BJIOXKEHHUSAMH, TO CHayajla HyMepyercs
KOHBEPT, a 3aT€M OY€pPEAHBIM HOMEPOM KaK/10€ BIIOKEHHUE.

dortorpapun U Apyrue WIUIIOCTPATUBHBIE MaTepuaibl HYMEPYIOTCS Ha
00OpPOTHOI CTOPOHE B JIEBOM BEPXHEM YTIIy.

Jluct ¢  Harayxo  HAaKJIEEHHBIMM  JIOKYMEHTaMHM  (BBIpE3KaMH,
¢dororpadusiMu) HymepyeTcsl Kak OAMH JIMCT. Eciau K JAOKyMEHTY MOJKJIEEHbI
OJIHUM KpaeM Apyrue JOKYMEHTBI (BCTABKU TEKCTA, EPEBOJIbI), TO KaXKIbIi JUCT
HYMEPYETCS OTAEIIBHO.

[Ipunoxenue K ey, COCTaBJSIOLIEE OTAEIbHBI TOM, HyMepyeTcs
OTJIEIBHO.

[Ipy HanMuMM OTHENBHBIX OLIMOOK B HyMEpaluu JIMCTOB B J€NIax IpHU
NOATOTOBKE HMX K CJadye B apXuB JIOMYCKaeTrcad  YHNOTpeOJeHUEe JUTEPHBIX
(c OyKBEeHHBIMH JTOTIOTTHEHUSIMUA ) HOMEPOB JIUCTOB.

B nenax mOCTOSSHHOrO XpaHeHus JUisl y4deTa M TOHCKa JOKYMEHTOB
B HayaJe Jieja MOKET OMEIIAThCS] BHYTPEHHSIsI onuch (mpuiioxkenue Ne 13).

JIucThl BHYTPEHHEN ONUCH HYMEPYIOTCS OTAEIBHO.

Kaxxnoe neno 3akaHYMBaETCs JIMCTOM-3aBEPUTENIEM YCTAHOBICHHOW (POPMBI
(mpunoxxenue Ne 16).

B nucre-zaBepurene gena uudpamMu M OPONUCHIO  YKa3bIBAETCS
(bakTHYeCcKoe KOJIMYECTBO JUCTOB B IAHHOM JIEJIE, a TAK)KE HAIMYUE JIUTEPHBIX U
IPOIYLIEHHBIX HOMEPOB JIMCTOB, KOJHMYECTBO JIMCTOB BHYTPEHHEW ONUCU U
HaJIM4Me Cpeau JOKYMEHTOB Ta3eT, KHWUT, Opourtop, deprexei, dotorpadui,

PUCYHKOB U T.J., CTABUTCS JaTa U MOJNUCh paOOTHHKA, C(OOPMUPOBABIIIETO JEIO,
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¥ YKa3bIBa€TCA €r0 JOHKHOCTh, MHUIIMAMBI U pamuiius. Eciu Konu4ecTBo JUCTOB
B JICJIE€ U3MEHSETCS, 3aBEPUTEIIbHASL HAIIIUCh COCTABJISETCS BHOBb.

[Ipy noaroroBke Jen K NOAIMBKE (MEpEIUIeTy) IpOBEpPAETCS
PaBUJIBHOCTDh UX (POPMUPOBAHUs, 0POPMIICHHSI, METAJUIMYECKUE CKPETUIICHUS U3
JOKYMEHTOB YIAJISIFOTCS.

JIOKYMEHTBI TMOJIIMBAIOTCS TakuM o00pa3oM, YTOOBI MOXHO OBLIO
CBOOOIHO NPOYMTATh TEKCT KaXIOTOo JOKYMEHTa, BHU3bl W YyKa3aHUs IO
VCITOJIHEHHIO IOKYMEHTA.

11.5. Ilepenaua ey B apxus.

Ilepenaya ngesl NHOCTOSHHOTO XpaHEHUs B apxXuB | eppUTOpPHANBHOU
KOMHCCUU OCYLIECTBIIIETCS MOEAVMHUYHO IO yTBEpKIeHHbIM OIIK onumcam nen
IIOCTOSIHHOT'O XPAHEHMUS.

[Ipuem nOKyMEHTOB Ha MOCTOssHHOe xpaHeHue B Cankrt-IlerepOyprckytro
n30MpaTeNbHYI0 KOMUCCHIO O(POPMIISIETCS aKTOM MpUEMa-TIepeaun JOKYMEHTOB
(mpunosxxenue Ne 18).

B apxuB Cankr-lIlerepOyprckoil  M30MparenpHOl  KOMHCCHUM B
COOTBETCTBMM C HOMEHKJIATypod nen TeppuTopuambHOM KOMHMCCHUH Ha
IIOCTOSIHHOE XPaHEHHE MEPEAAOTCS:

JUYHOE JAEN0 Tmpeacenarens TeppUTOpUATIBHOW KOMHUCCHM B ClIydae
OKOHYaHHsI CPOKa MOJTHOMOYMN MM OCBOOOXKIEHUS OT JOJHKHOCTH 10 UCTEUECHHUS
CpPOKa MOJIHOMOYHIA;

JUYHOE JIeJI0 TOCYAAPCTBEHHOIO TPakKAAHCKOrO CITyKalllero arrapara
TeppuroprailbHOM KOMHUCCUM B CJIy4ae €ro YBOJIBHEHHUS C TOCYAapCTBEHHOMU
CITYKOBI;

JIOKyMEHTBI TOCTOSSHHOTO W BpeMmeHHoro (10 ner u 0Goree) CpokoB
XPaHEHMs B Cllydae peopranu3anuu (JIMkBuganuu) TepputopuanbHO KOMHCCHH.

[Ipu mepenaye nen Ha BCeX HK3EMIUISIPAX OMUCH J€d MPOTUB KaxKIOTo
BKJIFOUEHHOTO B Hee ziena B rpade «lIpumedanne» cTaBUTCS OTMETKA O HATUYUU
nena. B KOHILE KaXXKIoro SK3eMIUisipa ONMUCH JIeNl YKa3bIBaloTcs LupamMu u

MPOIMUCHIO KOJNMMYECTBO (DAKTHUUECKH NPUHATHIX (M€peAaHHbIX) B apXuB Jell,
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WHUIIMATE 1 (haMUIIUW JIUI, OCYIIECTBISIONNX MPpUEM-TIepeaady Jei, CTaBsATCS
YX TIOANHCH U JaTa.

[Ipu mpueme paem mpoBepseTcs MPaBUILHOCTH UX odopmieHus. [ena,
opopMJICHHBIE C HapyIICHUEM TMpaBWJl, YCTAHOBJICHHBIX WHCTpyKIHEH,
BO3BpalaloTcs B TeppUTOpUAIbHYI0O KOMHUCCHIO C YKa3aHUEM HENOCTATKOB IS
UX YCTPAHCHMUSI.

N3buparenpHas TOKyMEHTalUsl XpaHUTCs B TeppuTopuanbHON KOMHUCCUU
B COOTBETCTBUU C llOpsaKOM XpaHEHMSs, NMEpeladyd B APXWB U YHUUYTOXKCHUS
JOKYMEHTAI[UU, CBSI3aHHOW C TMOJATOTOBKOM U TMPOBEJAECHUEM BBIOOPOB U
pedepenaymMoB B Cankr-IletepOypre, YTBEPKICHHBIM pelIeHuEM
Cankrt-IletepOyprckoit  m3buparenbHo KomMuccuu, IlopsiakoM XpaHeHUs U
Iepelauv B apXWBbl JIOKYMEHTOB, CBSI3aHHBIX C ITIOATOTOBKOW M MIPOBEACHUEM
BbIOOpOB [Ipesunenta PO, IlopsakoM XpaHeHHs W TepeJayd B apXHUBBI
JIOKYMEHTOB, CBSI3aHHBIX C TIOJITOTOBKOW M MPOBEICHUEM BBIOOPOB JEMyTaTOB
[I'ocynapcteenHoit [ymbr ®C P®, yTBEepKACHHBIMU COOTBETCTBYIOIIUMH

noctanoBieHusimu LK P®.

11.6. Mopsaaok padoThI ¢ 3JIeKTPOHHBIMH JOKYMEHTAMH.

HcnonHeHHble 3JEKTPOHHBIE JTOKYMEHTHI CHUCTEMATU3UPYIOTCA B Jiela B
COOTBETCTBMM C HOMEHKJIaTypou naen TeppuropuanbHorM Komuccuu. Ilpu
COCTABJICHMM HOMEHKJIATyphl €] B 3arojoOBOK JieJa BKJIIOYAETCs YyKa3aHUe
«IJEKTPOHHBIE JOKYMEHTBD.

Cpoku XpaHEHHUsI SJEKTPOHHBIX JIOKYMEHTOB COOTBETCTBYIOT CpPOKaM
XpaHEHUs aHAJIOTUYHBIX JOKYMEHTOB Ha OYMa)KHOM HOCHTEE.

DKclepTr3a LEHHOCTH »JJIEKTPOHHBIX JIOKYMEHTOB OCYIIECTBIISIETCS B
o0IIeM TOPSIIKE, YCTAHOBIEHHOM JUISI JIOKYMEHTOB Ha OyMa)KHOM HOCHUTETIE.
[locne ucTedeHUss CpPoKa, YCTAHOBJICHHOTO JJISI XPaHEHHUS JJICKTPOHHBIX e
(3JIEKTPOHHBIX JOKYMEHTOB), HAa OCHOBAaHMHM aKTa O BBIJCICHUHM HUX K

YHUYTOXKEHUIO, YTBEPKAECHHOTO NpEAcenareyieM [ eppuToprualibHOM KOMHUCCHUH,
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yKa3aHHbIE JJIEKTPOHHBIE Jie€Ja (SJEKTPOHHBIE JOKYMEHTBI)  IOJJIEKaT
YHUYTOXKEHUIO.

DNEeKTpOHHBIE JOKYMEHTBI IIOCTOSIHHOTO XpPaHEHHs NEpelaroTcsi Ha
apXMBHOE XpaHEHHE IO OMUCAM C OQOPMIICHHEM aKTa MpHeMa-Tnepeaadn

QJICKTPOHHBIX NOKYMCHTOB.
12. OTBeTCTBEHHOCTD

12.1. Ynensr TeppuTopuadbHON KOMHCCHM W TPAKIAHCKHE CITyXKaIHUe
anmaparta TeppuTopraabHON KOMHUCCHU HECYT MEPCOHAIBHYIO OTBETCTBEHHOCTH
3a  coOmoneHne TpeOoBaHMi  Hacrosumed  MHCTpykuuH, COXpaHHOCTh
HaXOJISIIMXCS Y HUX JJOKYMEHTOB.

12.2. OTBETCTBEHHOCTh 332  OpPraHU3AIMIO  JICJONMPOM3BOJCTBA B
TepputopuanbHOM KOMHCCHH, BHEJIPCHHE aBTOMATH3UPOBAHHBIX
(KOMITBIOTEPHBIX) TEXHOJOTUM TOJTOTOBKM HM  OOpabOTKH JIOKYMEHTOB,
oOecrieueHrne COXPAHHOCTH JOKYMEHTOB W TIepeady WX B apXWB, KOHTPOJIb 3a
cobmoeHUeM TpeOoBaHUM HacTosmel MHCTpyKuuM HeceT mpeaceaaTeib

TepputopruaibHON KOMUCCHH.
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ITpunoxenne Ne 1
K TunoBoi MHCTPYKIUU 1O AEIONPOU3BOJCTBY
B TepputopuanbHON U30UpaTEIbHON
komuccun B Cankt-IlerepOypre

IHEPEYEHDb

AOKYMEHTOB, HEC IIOVIC/KAIIINX PErucTpanuu

Coo0mieHuns o 3aceIaHnsX, COBEIaHUIX U MOBECTKAX JTHS.

VY4eOHbIe TPOrpamMMBbl, MJIAHBI.

PexnaMHbIe U3BEIIEHUS, TJIAKATHI (32 UCKJIIFOYEHUEM aruTallMOHHBIX ).
[To3npaBuTENBHBIE TUCHMA U TEIETPAMMBI.

[IpurnacurenbHbie OUIETHI.

byxranrepckne TOKyMEHTBI.

[TeuaTHbie U3gaHuUA.

OnepatuBHas uHbOpMaIMs, MOCTymarom@as no kaHamam cBs3u ['AC

«BBIOOPBIY.



68

[Tpunoxenne Ne 2
K TunoBoi MHCTPYKIUU 1O AEIONPOU3BOJCTBY
B TepputopuanbHoil n30HupaTenbHoM
komuccun B Cankt-IlerepOypre

AKT
MBI, HUKEO MU CABIIIHECS
_, COCTaBWJIA aKT O TOM, YTO « » 20 T. IIpU
BCKPBITUH IaKeTa
B HEM HE 0Ka3aJioCh

Hacrosimuii akT cOCTaBIEH B ABYX IK3EMIUISpax.

IHoxmucnu:
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[Tpunoxenne Ne 3
K TUNOBOW MHCTPYKIMU MO JAETONPOU3BOACTBY
B TepputopuanbHON U30UpaTEIbHON
komuccun B Cankt-IlerepOypre

®opMbl 0JIAaHKOB, HCIIOJIb3yeMbIX B H30MPaTeJIbHOM KOMUCCHH



70

[Tpunoxxenne Ne 3.1

TEPPUTOPUAJIBHASA NU3BUPATEJIBHASI KOMUCCHUSA
Ne

INPOTOKOJ 3ACEJAHUA

20 ron Ne

Cankr-lleTepOypr
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ITpunoxxenne Ne 3.2

TEPPUTOPHUAJIBHASA U3BUPATEJIBHAS KOMUCCHUA
Ne

PEINIEHUE

20 roj Ne

Cankr-lleTepOypr
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[Tpunoxxenne Ne 3.3

TEPPUTOPUAJIBHAS U3BUPATEJIBHASL KOMUCCUSA
Ne
NPEACENATEJD

IIPUKA3

20 ron Ne

Cankr-IletepOypr
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3.4

TEPPUTOPUAJIBHAS
MN3BUPATEJIBHAA KOMUCCUA Ne
CAHKT-IIETEPBYPT

yiI. , O. __, Cankr-IlerepOypr, 198
Ten. (812) , Dakc (812)
http://www.
OKIIO ; OTPH
WHH/KIIII
Ne

Ha Ne oT

[Ipunoxxenne Ne
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[Ipunoxenne Ne 4
K TunoBol HHCTPYKIIMHU MO JETONPOU3BOJICTBY
B TeppuTopuaibHOI N30MPATEIIEHON KOMUCCHU B
Cankr-IlerepOypre

TpeGoBanus K JOKyMEeHTaM, U3rO0TOBJIAEMbIM € IOMOIIHIO
MeYaTawiuuxX YCTPOUCTB, U K (pailuiaM TEKCTOBBIX JOKYMEHTOB

1. TekcThl TOKyMeHTOB Ha Oyiankax gopmara A4 nevararorcs yepes 1 -
1,5 MEKCTPOUYHBIX HHTEPBAJIA.

2. TexkcThl HOKYMEHTOB, TIOATOTABIMBAEMBIX K THIIOTPAPCKOMY
U3JIaHUIO, TIEYATAIOTCS YePE3 JIBa MEKCTPOUHBIX HHTEpBAIA.

3. HasBanue Buma JOKyMeHTa MeYaTaeTCs MPOMMCHBIMU OyKBaMHU.

4. Ecnu 3aroioBokK K TekcTy mnpeBbimaer 150 3HakoB (5 cTpok),
JIOMyCKaeTcsl MpOoJUIeBaTh €ro J0 TpaHUIlbl TpaBoro mojs. Touka B KOHIE
3aroJIoBKa He CTaBUTCH.

5. PacumdpoBka mnoamucu B pekBuszute «llommuch» medaraercs
Ha YPOBHE IMOCIIETHEH CTPOKH HAaWMEHOBAHHS JTOJDKHOCTU C MCIOJIB30BaHUEM
xomOuHanuu kiasum Shift — Ctrl — TIpoden mexay nHUIMATaMU U (haMUITHEH.

6. Coznmanue, (opmaTupoBaHHE U BBIBOJ Ha IeYaTh JTOKYMEHTOB
MIPOM3BOJATCS Ha KOMIIBIOTEpPAX C HCIOJB30BAHUEM TEKCTOBOTO MpOIEccopa
MS Word. Bueapenue 3EKTPOHHBIX TaOJHMIl, CO3JaHHBIX B TaOJIMYHBIX
nporieccopax, B jgokymeHTel MS Word He momyckaercs. [lomyckaercs, mpu
HEOOXOJMMOCTH, co37aHue, (opMaTUpOBaHWE M BLIBOJI Ha TeyaTh TabJIUIL
nocpeacTBoM TabauuHoro npoieccopa MS Excel.

7. Ilpu ¢dopmaTupoBaHUU JTOKYMEHTOB O0O0S3aTE€IbHO HCIHOJIB3YETCA
BKJIFOUCHHAS] KHOTIKA YTOOBI BUACTH HAa KPAHE BCE CIIY>KEOHBIE CUMBOJIBI.

8. Ilpu dopmaTupoBaHUU TEKCTa JOKYMEHTOB HCIIOJIB3YETCS] CTHUIIb,
KOTOPBII UMEET CIEAYIONINE TTapaMeTphI:

o[lIpudt TimesNewRomanCyr

ePa3mep 14 nyHkTOB
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eOtcTyn cieBa 0cm
cripaBa 0cm

el1nTepBan nepen 0 myHKTOB
nocJie 0 myHKTOB

e MeKCTpOUHBIM UHTEPBAJl OJMHAPHBIN, ITOJTYTOPHBIN
ellepBas cTtpoka oTcTyn Ha 1,25 cM
eBripaBHUBaHME 0 MIMPUHE
9. Tlpu  ¢opmatupoBaHuud  TAOMUI  HEOOXOAMMO  COOIIOAATH
clemyrone TpeOOBaHUS
TabiMila Bcerja JO0HKHA HMMETh Ha3BaHHE, KOTOPOE BBIPABHUBAETCS
10 MPAaBOMY MOJII0 TOKYMEHTA;
Ta0JIMIIa BHIPABHUBAETCS 110 LIEHTPY JIHUCTA;
3aroJIOBKM CTOJIOIIOB M CTPOK BBIPABHUBAIOTCS MO LEHTPY AYEUKHU;
JAHHBIE B sTYEMKaX TaOJIUIbI BBIPABHUBAIOTCS CBEPXY IO JIEBOMY Kparo;
IPOJI0JDKEHUE TaOIUIBI HA HOBOM JIMCTE BCETa HAUMHAETCS C 3ar0JIOBKOB
ee CToJOIOB (MM HOMEpPOB Tpad B ciydae, eciu rpadsl TaOJUIBI HA TIEPBOM
JIUCTE MPOHYMEPOBAHBI);
CTPOKH TaOJUIIBI IEPEHOCSITCS HA HOBBIM JIUCT JOKyMEHTA UCKITIOYUTEIHHO
LETUKOM;
IMIMPUHA ¥ BBICOTA TAOIMIIBI HE JOJDKHBI TPEBBINIATH Pa3Mephl MOJIeH
JIOKyMEHTA.

10. Pasmepsl  moJieli  OKyMEHTa  JOJDKHBI ~MMETh  CJCAYIOIINE

apaMeTphl:
eBEpXHEE 2,0 cm
eHIDKHEE 2,0 cm
®JICBOC 2,0 cm (Ha AOKYMEHTax CPOKOM XpaHeHus cBbimie 10

aet — 3,0 cm)
®IIpaBoOC 1,0 c™m

OT kpast 10 KOJIOHTUTYJA:
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®BEpPXHETO 1,25 cm

®HIKHETO 1,25 cm

11. HpI/I IMOATOTOBKE NOKYMCHTOB HCIIOJIB3YIOT CIICAYIOINIHUC PCKBHU3UTHI:

o rep0 cyowsekTa Poccuiickoit deneparumy;

o HauMEHOBAaHUE N30UPATEIHbHON KOMUCCHH;

o HAaUMEHOBaHHE JOJDKHOCTHOIO JIMIA;

o CIIPaBOYHBIE CBEJEHUS 00 OpraHU3allly;

o HaVMEHOBAHHE BHUJIA TOKYMEHTA;

o JlaTa JTOKYMEHTa;

o PErMCTPalOHHBIM HOMEDP TOKYMEHTA;

o CCBUIKA Ha UCXOJAIIMN PETUCTPALMOHHBIA HOMEP

U ATy TOKYMEHTA;

° ajzpecar;
° rpud yTBEPKIACHUS TOKYMEHTA,;

o 3aroJIOBOK K TEKCTY IOKYMEHTA;

° yKa3aHMs 10 UCIIOTHCHUIO JJOKYMEHTA,

o OTMETKa O KOHTPOJIE;

o TEKCT JOKYMEHTA;

o OTMETKa O HAJIMYNH MPUIIOKCHHUS,

° IO/ CE;

° rpud coriiacoBaHus JOKYMEHTA,

° BM3Q;

° [1evaTh;

° OTMETKA 00 MCITOJTHUTEIIC;

° UIECHTH(PUKATOP JIICKTPOHHOW KON JOKYMEHTA.

12. PekBu3uTHl (KpoMe TEKCTa JOKYMEHTa M ajpecara), COCTOSIIHE
13 HECKOJIBKUX CTPOK, [€YATAIOT CO CIECAYIOIINMU TapaMeTpaMu:
o[lIpudt TimesNewRomanCyr

ePazmep 14 nyHkTOB

eOtcTyN cieBa 0cm
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cripaBa 0cm
ellHTepBan nepen 0 myHKTOB

nocJie 0 myHKTOB
eMeXCTpOUYHBIN UHTEPBAI OJMHAPHBIN
eOTCTYyN NEpBOM CTPOKHU HET
eBripaBHUBaHME 10 LIEHTPY

13. PexBu3uT «AnpecaTy meyaTaroT co CICTYIONTUMHU TapaMeTPaMH:

olllpucdt TimesNewRomanCyr
ePa3mep 14 nyHKTOB
eOtCcTYyN cieBa 12 cm
crpaBa 0cm
ellHTepBan nepen 0 myHKTOB
1ocie 0 myHKTOB
eMeKCTPOUYHBIN UHTEPBA OJIMHAPHBIN
e¢OTCTYII IEPBOU CTPOKHU HET
eBripaBHuBaHUE 10 JIEBOMY Kpam WIH LEHTPYETCS

OTHOCHUTEJIBHO CaMOM ,I[JIHHHOﬁ CTPOKH.

Ecnu cocraBHble YacTu pekBU3UTOB «Anpecar», «I'pud yTBepkaeHus
nokyMmeHTta», «I'pu¢d cormacoBanuss npokymeHta», «OTMeTka O HaJU4UU
MPWIOKEHUS» HE YMEIIAIOTCS HAa OJHOW CTPOKE, TO pa3pbiB CTPOKH B HYKHOM
MECT€ MPOU3BOJUTCA C IMOMOIIbIO cUMBOJia «Pa3pbiB CTpOKM» (KOMOMHAIMS

kiaui Shift — Enter), nanpumep:

COI''TACOBAHO
[Ipencenarens komMuTETa
UMYILECTBEHHBIX OTHOLIEHUI

Cankr-IleTepOypra

A.H. BanoB
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14. Tlpu odopmieHnn JOKYMEHTOB Ha JIByX U OoJjiee CTpaHUIaX BTOpas
¥ TIOCTIeTYIOIUE CTPAHUIIBI JOJDKHBI OBITH TPOHYMepoBaHbl. Homepa ctpanui
IPOCTABISIOT MOCEPENHE BEPXHEro Mouisd JMcTa apaOckumu nudpamu 0e3
BCSKHX 3HAKOB MPETMHAHUS.

Ecnmu nokyMeHT uMeeT MpHIOKEHHE, TO OHO Ie4aTaeTcss C HOBOM

CTpaHHUIIbI.

15. JInsi  BBISIBIIGHMS W HCHPABICHUS BO3MOXXHBIX  OIIMOOK B
MPaBOMUCAaHUU B CPOPMHUPOBAHHBIX (ailiax pEeKOMEHAYETCS OCYIIECTBIISAThH
MPOBEPKY JTOKYMEHTOB, HCTIOIB3YsI CHCTEMBI TIPOBEPKH MPABOITHUCAHU.

16. Kaxaplii TOKyMEHT CO BCEMHU MPHUJIOKEHUSAMH K HEMY IMOMENIAloT
B OTACHBHBIN ain (eciu NPUIIOKEHUS CO3AaHbl OJHUM MPOIECCOPOM).
Buytpu aita cam JOKYMEHT W KaxkJ0€ MPUIIOKEHHE TIOMEIIAalT B
OTJICJIbHBIC Pa3/IEIIb.

17. Bce peKBU3HUTHI JOKYMEHTA OTAEISIIOT IPYT OT Jpyra OJHOW MyCTOU
CTpOKOH, oOpasyemoii cumBoioMm ab63amna (Y — kiasumia Enter). B tekcte
HE JIOJDKHO BCTpeuaThes 60Jiee TByX CUMBOJIOB a03alia moAps/l.

18. He pomyckaeTrcsi mucath clioBa C Pas3psAKOi, BCTABISAA MPOOEIHI
MeXIy OyKBaMH B CJIOBax, 32 MCKIIOUEHHUEM CIIOBA «PEUIWIa» B PEIICHUSIX U
MPOTOKOJIAX 3acelaHuil u30uparenbHOM Komuccuu. He  gomyckaercs
WCIIOJIb30BaHUE TPOOENIOB Il 0O0pa3oBaHuUsi ab3aIHOTO OTCTyMa (KpacHOM
CTPOKH) WJIM MYCTBIX CTPOK. B TeKCTe He MOHKHO BCTpeUaThcs MOIpsia Oomee
OJIHOTO CUMBOJIa Tipobena. Pazienenne nHuIMaioB u GamMuianu, cumBosia Ne u
4uciia, TOPSJIKOBOTO HOMEpa CTaThbM, 4YacTH, IYHKTa WM TOJAMYHKTA
PaBOBOTO aKTa, YWCIa MECAlla W Ha3BaHMUS MecAlla, Yucia rojia W CIoBa
«ro», MOOBIX YHCIOBBIX 3HAYEHUH W €IUHUIl H3MEPEHUs JeNaeTcs ¢
UCIIOIb30BaHUEM HepasaeauMoro npobena (coueranue kimasuin Shift — Ctrl —
[IpoGen).

19. He nmomyckaercs BKIIIOYaTh B TEKCT JIOKYMEHTA pa3/IeIUTEIbHBIC

JIMHUU, COCTABJICHHBIC U3 1IETI0YEK CUMBOJIOB (¥, =, -, — ¥ JIp.).
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20. He pomyckaercsi WCIOJIB30BAHUE B PYCCKUX CJIOBAX CXOJHBIX IIO
HauepTaHuto jJaTuHckux OykB (A, a, B, C, ¢, E, e, H, K, M, O, 0, P, p, 1, X, X,
y).

21. He nmomyckaeTcsi WCIOJIB30BaHME CHUMBOJA Talymsuuu (—) IS
oOpa3oBaHMs a03alHOTO OTCTyna (KpacHOHW CTPOKH) WM TYCTBIX CTpPOK.
AG3anHbIif OTCTYI ycTaHaBIMBalOT B MeHI0o Dopmat/AG3all WiM ¢ MOMOIIBIO
BEPXHETO JABUKKA HAa TOPU30HTAIBLHOM JIMHEHKE.

22. He nmomyckaeTcsi WCIOJIh30BAHME CHUMBOJIA «-» JJII O0O3HAYCHUS
nepeHoca. BMecTo Hero cieayeT HWCHOJb30BaTh CHMBOJI MSTKOTO IEepeHOca
(xkomOuHanums kinapui Ctrl — «-»).

23. JIns HamwWcaHWs PUMCKHAX IUGP JOKHBI  HCIIOJIB30BaTHCS
3armaBHbple OykBbl JatuHCckoro andasura (I, V, X, C, D, L, M).
Hcnonp3oBanue I 3TOM IHENMM pPYyCcCKUX OyKB M apabckux 1udp He
JIOTTyCKaeTCsl.

24. Bmecto OykBbl «E» momkHa ymoTpebnarhcs Oyksa «E» (kpome
UMEH COOCTBEHHBIX TIPH HATMYUH TIOITBEPKTAFOITNX JOKYMEHTOB).

25. PexBusnuthl «HammeHoBaHWE BHIa TOKyMEHTA» JOJDKHBI OBITH
BBIPOBHEHHI 110 IIeHTpYy. He momyckaercs HCosIb30BaHHE CUMBOJIA ab3ara s
MIPEPBIBAHUS CTPOKH B MPOU3BOJILHOM MECTE, JIS ATOTO CIEAYeT MPUMCHSTH

CHMBOJI pa3pbiBa cTpoku (koMOuHanus kiaasum Shift — Enter).



ITpunoxxenne Ne 5

K TunoBoi MHCTPYKIUU 1O AEIONPOU3BOJCTBY
B TepputopuanbHON U30UpaTEIbHON
komuccun B Cankt-IlerepOypre

Cnucok paccblJIKH MCXOISIIIIMX TOKYMEHTOB

Ne HanmeHoBaHMe oprana . .
ITosHbIii MOYTOBBIN agpec
n/n (opranmu3zanun)
[Ipencenarens

TepputopuanbHOi U30UpaTEbHON KOMUCCUM No

Hcniomaurenp

«

»

20 r.




CornacoBanue IIPpOCKTA:

JIOJKHOCTB

bamuus
(mata)

JIOJ>KHOCTB

bamunms
(mata)

JIOJKHOCTB

bamums
(mata)

Hcnomaurens:

JIOJ>KHOCTB

bamums
(mata)
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[Tpunoxenne Ne 6
K TunoBoi MHCTPYKIUU 1O AEIONPOU3BOJCTBY
B TepputopuanbHON U30UpaTEIbHON
komuccun B Cankt-IlerepOypre

HWHHUIIUAJIBI,
(mmoamuce)

HMHUIINAJIbI,
(moamucek)

HWHHUITUAJIBI,
(mmoamuce)

HMHHUIINAJIbI,
(moamuce)



83

ITpunoxxenne Ne 7
K TunoBoi MHCTPYKIUU 1O AEIONPOU3BOJCTBY
B TepputopuanbHON U30UpaTEIbHON
komuccun B Cankt-IlerepOypre

YTBEPXIAIO
[Ipencenarens TeppuropuanbHoi Komuccuu Ne

HWHHUIIUAIBI, (baMI/IJ'II/IH

(noonucy)

« » 20 I.

Ot4er 0 pasMeenuu pemeHuii TeppuropuaabHOil H30UPaTEIbHOM
KOMHUCCUM Ne
caiite www.tik___.spbik.spb.ru,
B paszene «lOKyMeHTbI» H pacchllIKe 10 COOTBETCTBYIOIIUM aJpecaTaM

3acenanue Ne OT « » rojia
No Neo pemenust AJnipec pa3MenieHus, aapecaT pacChLUIKU Jara
n/m THUK pa3menieHus,
pacchUIKU
1
2
3

HUcnomaurens:
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[Tpunoxenne Ne 8
K TunoBoi MHCTPYKIUU 1O AEIONPOU3BOJCTBY
B TepputopuanbHON U30UpaTEIbHON
komuccun B Cankt-IlerepOypre

HEPEYEHD

MOoAJICKAIIUX KOHTPOJJII0 JOKYMECHTOB C YKa3aHHEM CPOKOB HCIIOJIHCHHUSA

1. ®enepanbHble KOHCTUTYIIMOHHBIE 3aKOHBI, (penepanbHble 3aKOHbI
Poccuiickon denepanuu — COriIaCHO YKa3aHHOMY B HUX CPOKY.

2. Yxassl [Ipesunenta Poccuiickoii depepaiiuu — COriiacHO yKa3aHHOMY B
HUX CPOKY.

3. Pacnopspkenus Ilpesmnmenta Poccuiickoir ®Deaepanmm — COTIIACHO
YKa3aHHOMY B HUX CPOKY.

4. TlocranoBnenusi,  pacnopsokenust  IIpaButensctBa  Poccuiickoit
denepanuy — COrJacHO YKa3aHHOMY B HUX CPOKY.

5. 3akonsl CankTt-IletepOypra — corjacHO ykazaHHOMY B HUX CPOKY.

6. [loctanoBnenus 3axoHonarenbHoro CoOpanus Cankt-IletepOypra —
COTJIACHO YKa3aHHOMY B HHUX CPOKY.

7. IlocranoBnenus: IlpaBurensctBa Cankt-IleTepOypra — coriacHo
YKa3aHHOMY B HUX CPOKY.

8. Pacmopsixenuss ['yoepnaropa Cankr-IlerepOypra —  COTJIaCHO
YKa3aHHOMY B HHX CPOKY.

9. IMapnamentckue 3ampockl CoBera @Denepanuu  DeaepaabHOTO
CoOpanust Poccuiickoit ®deneparuu, ['ocynapctBennoit ymber denepanbHOro
CoOpanust Poccuiickoii @enepanny — HE TO3HEE YyeM depe3 15 KalleHJapHbIX
JTHEW CO JHS MOJYyYEHHUs MapJIaMEHTCKOrO 3ampoca WM B MHOM yCTAHOBJICHHBIN
cooTBeTcTBYIOMIEH nanaroi denepanpaoro Cobpanust Poccutickoni deneparuu
CPOK.

10.3anpocer unmenoB CoBera ®Deaepannu DenepanpHoro CobOpanwus

Poccuiickon ®enepanuu, nenyratoB l'ocynapcrBeHHou lymbr DenepanbHOTO
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Cobpanus Poccuiickoit @enepanun — He no3aHee yeM uepe3 30 KameHAapHBIX
JHEW CO JHA €ro IOJYy4YEeHHS WIHM B WHOW COTJIACOBAHHBIM C WHULIHATOPOM
3ampoca CpoK.

11.06pamenus uneHoB Coseta ®Denepauuu DegepansHoro CoOpanus
Poccuiickon ®denepanuu, aenyratoB IocymapcrBenHon Jlymber denepaiibHOro
CoOpanmst  Poccuiickoit  ®@enepanmmui 1O  BOMpPOCaM, CBS3aHHBIM C  UX
NEeATEIbHOCThIO, — Oe30TiararelibHo (a MpU HEOOXOAUMOCTH TOIYYEHUS
JIOTIIOJTHUTENIBHBIX MATEPUAJIOB — HE TO3AHEe yeM uepe3 30 KalleHAapHbIX JHEU
CO JIHSI IOJIyYEHUsI 0OpallieHus).

12.06pamenus JICITyTaTOB 3aKOHOAATEIBHOTO Cobpanus
Cankrt-IletepOypra — B CpPOK, YCTaHOBJICHHBIM 3aKOHOJATEILCTBOM
Cankr-IletepOypra.

13.Ilucema w3 Anmunuctpauuu [lpesunenta Poccuiickoit deneparnum,
[IpaButenscTBa Poccuiickon denepannu, Koncrurynnonnoro Cyna Poccniickon
Oenepannu, BepxoBHoro Cyna Poccuiickoit ®@enepanuu, ['eHepaibHOMN
npokypatypsl Poccuiickoii @enepanuu, agmuauctparuu ['yoepnaropa CaHKT-
[lerepOypra — B COOTBETCTBUHM C YKa3aHUSIMU [0 HCIOJHEHHUIO JTOKYMEHTa
npeacenatens TeppuTopranbHO KOMUCCUHU, €CJIM B HUX HE yKa3aH CPOK, — HE
no3aHee yeM uepe3 30 KaJleHAapHbIX THEH.

14 .TIpotect npokypopa — He To3aHee yeM yepe3 10 KaneH JapHbIX THEH.

15.1IpencraBnenue mpokypopa — He mo3aHee yem depe3 30 KajleHIapHbIX
JTHEH.

16.006patienust TpakaaH IO BOMpocaM BBIOOPOB U pedepeHayMOB —
10 30 xaneHJapHBIX AHEH, a MOCTYNUBIIKUE B MEPUOJ U30UPATEIHHON KaMITaHUU
— B cooTBercTBUM ¢ DenepanbHbM 3aKOHOM «OO0 OCHOBHBIX TapaHTUSIX
n30MpaTeNbHBIX MPaB U MpaBa Ha ydacTue B pedepeHayme rpaxaad Poccuiickoi
Oenepauuny.

17.Tlepechuika oOpaleHul TpakaH, COJEPXKAIIUX BOIMPOCHI, PEIICHUE
KOTOPBIX HE OTHOCUTCA K KOMIIETCHIIMU TeppuTOpUAIIbHOM KOMMCCHH,

OCYHICCTBIIACTCA B TCUCHUEC CCEMH KAJICHIAPHBIX IIHefl.
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18.006pamenust cpenacTB  MaccoBOM  uH(MOpMAIMU MO  BOMpPOCaM
NPEIOCTaBICHUsT MHPOPMAIIMN — CeMb KaleHIapHbIX nHe. Ecimm TpeOyemble
CBEJICHUS HE MOTYT OBITh MPEJOCTABJICHBI B YKa3aHHBIA CPOK, TO JOIYyCKACTCS
OTCpOYKa B MPEIOCTABICHUH 3alpalinBaeMoil WHPOPMAIMU C BPYYCHUEM B
TPEXIHEBHBIH CPOK CO JHSA TOJMY4YeHUS MHUCBMEHHOTO 3ampoca WHGOpMaIuu
yBEIIOMJICHUSI 00 OTCPOUYKE MPEACTABUTEINIO PEAAKINH, B KOTOPOM YKa3bIBAIOTCSI
NpUYMHA OTCPOYKH, JaTa, K KOTOpoW OyaeT MpemaocTaBiCHA 3ampaiinBacMasi
uHpOpMaIKs, AODKHOCTHOE JIWIIO, YCTAHOBHUBIIEE OTCPOUKY, JHaTa TMPUHSITHS
pemieHust 00 OTCPOUKe.

19.3anpoc rocymapcTBEHHOTO OpraHa, OpraHa MECTHOTO CaMOYTPaBJICHUS
WIA JIOJDKHOCTHOTO JIAIA, PAacCMAaTPUBAIONIETO OOpalleHUue TpaKJTaHuHA, —
JOKYMEHTBl W MaTepuaibl, HEOOXOIUMBIE I PAaCCMOTPEHHUs oOpalieHus,
NPEJOCTABIAIOTCS B Te4eHUe 15 1Hel, 3a HCKIIOYEHHEM JOKYMEHTOB H
MaTepUaioB, B  KOTOPBIX  COJEpPXKATCS  CBEICHHS,  COCTABIISIOLIHE
TOCYJApCTBEHHYIO WJIM HHYIO OXpaHseMylo (elepaibHbIM 3aKOHOM TailHy, H

JUTSL KOTOPBIX YCTAHOBJIEH OCOOBIN MOPSAAOK MPETOCTaBICHUS.
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[Tpunoxenne Ne 9
K TunoBoi MHCTPYKIUU 1O AEIONPOU3BOJCTBY
B TepputopuanbHON U30UpaTEIbHON
komuccun B Cankt-IlerepOypre

YTBEPXJAIO

[Ipencenarens TeppuropuanbHoi
n30uparenbHOi kKomuccuu No

HOJIUCH pacimppoBka
HOIIHCH
20 T
HOMEHKJIATYPA JEJI
TeppuropuajbHOi H30UPaTEILHOI KOMUCCHU Ne Ha 20 rojg
Mrueke Komn-Bo Cpox xpaHeHus jiena
e[JlIa 3aronosoxk nena nen (TOMOB, (Toma, yactu) [Tpumeuanue
a (Toma, wacTn) qacreil) v Ne crarei 1o nepevHro
1 2 3 4 5
HasBanue paznena
HanmeHnoBaHue JOKHOCTH COCTaBUTENSA [Toanuce Pacumdposka
HOMEHKJIaTypbl MOAUCH
Mara
COI'JTACOBAHO COI'NTACOBAHO
[Iporoxon DK Cekperapp Canxrt-IlerepOyprckoit
or No n30upaTeIbHON KOMUCCHH

IMoamuce pacmmdpoBKa MOAIHCH
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[Tponomxenne npunoxenus Ne 9

Hrorosas 3amuce o KaTCropuiax U KOJIMYCCTBC ACI, 3aBCACHHLIX B

TeppuropuanbHON N30UpaTENbHON KOMUCCHH No

roay B

B ToMm uncie

ITo cpokam XpaHeHus Bcero S — C OTMETKOM
p «OIK»
1 2 3 4
[TocrossaHOTO
Bpemennoro (cBoimie 10 ser)
Bpemennoro (10 10 ner BKIIIOUNTENBHO)
HUTOTI'O:

HaumeHnoBaHue qOMKHOCTH COCTABUTEINS [Moanuck Pacimmmdposka
HOMEHKJIATypPbl MOATUCH

ara
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[punoxenne Ne 10
K TunoBoi MHCTPYKIUU 1O AEIONPOU3BOJCTBY
B TepputopuanbHON U30UpaTEIbHON
komuccun B Cankt-IlerepOypre

Tepputopuanbhas komuccust No YTBEPX/IAIO

[Ipencenarens

OIIUCDb Ne TeppuropuanbHOil Komuccur Ne

ACJI TOCTOAHHOT'O XpaHCHHUA

3a romg IMonnuce PacmmdpoBka noamnucu
[ara
No Nupexe Kpaithue | Kon-Bo
3aroyioBOK Jiea [Ipumeuanue
/a nena ATkl JIMICTOB
1 2 3 4 5) 6

B nanHsbli pa3aen onucu BHECEHO

(yughpamu u nponucero)

¢ Ne mo Ne , B TOM YHCJIE:

JIMTCPHBIC HOMEpaA:

MMPOMYyHICHHBIC HOMCPA:

HanMeHoBaHMEe TOIKHOCTH COCTaBUTENS IToamuce Pacmm¢poBka noanucu
OIHUCH
JlaTa
COI''TACOBAHO YTBEPXIEHO
ITporoxon DK IIporokon LleHTpabHON HKCIIEPTHO-

MPOBEPOYHON METOAUYECKON KOMUCCHH
Apxusnoro komutera Cankt-Ilerepbypra

oT Ne oT Ne




TeppuropuanbHas komuccust No

OIIUCD Ne
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[Ipunoxenne Ne 11

K TunoBoi MHCTPYKIUU 1O AEIONPOU3BOJCTBY

nen BpemerHoro (10 et u 6osee) XpaHeHUS

B TepputopuanbHON U30UpaTEIbHON
komuccun B Cankt-IlerepOypre

YTBEPXIAIO

[Ipencenarenp
TepputopranbHoil Komuccun Ne

3a rox Iloamnuce PacmmdpoBka moamnrcu
[ara
Ne Nunexe Kpaitane | Koxa-Bo Cpok
3aroioBoK Aena IIpumeuanue

/i Jiena JlaThl JINCTOB XpaHEHUst

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

(yughpamu u nponucwio)

¢ No o Ne , B TOM YHCJIE:
JIMTEPHBIE HOMEpa:
MPONYIIEHHbIE HOMEPA!
HanmenoBanue 10IKHOCTH COCTaBUTENS [Toanuce PacmmdpoBka noanucu

OITMCHU

Jara

COI''TACOBAHO
ITporoxon DK

oT Ne

COT'JIACOBAHO
Cexperapp Cankr-IlerepOyprekoit
M30UpaTeTbHON KOMUCCUU

©.N.0.




TeppuropuanbHas komuccust No

OIINCD Ne

JCJI 110 JIMYHOMY COCTaBy
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[punoxenne Ne 12
K TunoBoi MHCTPYKIUU 1O AEIONPOU3BOJCTBY
B TepputopuanbHON U30UpaTEIbHON
komuccun B Cankt-IlerepOypre

YTBEPXIAIO

[Ipencenarenb
TeppuropuanbHoit komuccun Ne

3a rox Tloamuce PacmmdpoBka noammcu
Jara
Ne Nunexe Kpaitane | Koxa-Bo Cpok
3aroyoBOK zena [Ipumeuanue
/11 Jena JIaThI JIMCTOB XpaHEeHUs
1 2 3 4 5 6 7

B nannbIN pazaen onvucu BHECEHO

c Ne

JMTEPHBIC HOMEpA:

(yughpamu u nponucwio)

o Ne , B TOM 4HCIIC:

IIPOIYLIEHHBIE HOMEpA!

HanmenoBanme JOJIXKHOCTHU COCTaBHUTCIIA
OITMCHU

Jara

COI''TACOBAHO
ITporoxon DK

oT Ne

[Toanuce PacmmdpoBka noanucu

COT'JIACOBAHO
IIporokon LleHTpabHON HKCIIEPTHO-
MPOBEPOYHON METOAUYECKON KOMUCCHH
ApxusHoro komurtera Cankr-IlerepOypra

oT Ne
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[punoxenne Ne 13
K TunoBoi MHCTPYKIUU 1O AEIONPOU3BOJCTBY
B TepputopuanbHON U30UpaTEIbHON
komuccun B Cankt-IlerepOypre

YTBEPXIAIO

Teppuropuanbhas komuccus No
AKT

Ne

(mecmo cocmagnenus)

0] BBIACJICHUU K YHUYTOKCHHIO JTOKYMEHTOB,
HE IOMJIC/KAIIIUX XPAHCHUTIO

Ha ocHoBanuu Ilepeuns

THUIIOBBIX  YIIPABJICHUYCCKHUX

[Ipencenarenp

TeppuropuanbHoii Komuccuu Ne

IOAIIUCH

Jlata

PacmmmdpoBka

MOoAIMUCH

APXUBHBIX JOKYMCHTOB,

0o0pa3yromuxcsi B MPOLEcce AEATEIbHOCTH TOCYJAapCTBEHHBIX OPraHOB, OPraHOB MECTHOTO
CaMOYIpPAaBJIEHUS M OpraHu3aluii, ¢ yKa3aHUEM CPOKOB XpaHEHHs] M HOMEHKJIATyphl el
TepputopuanbHoii u3bupatenbHoi koMuccu Ne  oToOpaHbl K YHUYTOXKEHHIO KaK HE
LIEHHOCTU M YTPaTUBLIME [PAKTUYECKOE 3HAYCHUE

HUMCIOIIHEC HaquO-HCTOquGCKOﬁ

JIOKYMEHTHI.
3aroyioBOK siena WNunekc nena mo
N . Cpoku XxpaHeHHUsI
No WM TPYIIOBOM Kpaiinue HOMEHKJIAType Kon-Bo . | Ilpume-
U HOMepa cTateit
/11 3aroJIoBOK JaThI WK HOMED Jelia el Xp. JaHHE
0 MTePEUHIO0
JIOKYMEHTOB 10 ONUCH
1 2 3 4 5 6 7
Uroro: el. Xp. 3a rOJIbl

(yughpamu u nponucwio)

Omnucu ACII TIOCTOSIHHOT'O XPAaHCHUS 3a

coriacoBansl ¢ DK

(TPOTOKOJ OT

« »

T. Ne

rOZIbl YTBEPKACHBI, 110 JINYHOMY COCTaBY
Cankr-IlerepOyprckoit n30uparenbHON KOMUCCUU

(Haumeno8aHUE OONIHCHOCU JUYA, NPOBOOUBULE20 IKCHEPMUIY YEHHOCINU OOKYMEHMO08)

Jara

(noonucwv)

(unuyuansl, pamunus)
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ITponomxenue npuiioxenus Ne 14

COI'JTACOBAHO COT'JTACOBAHO
[IpoTokon DK Cekperapp Cankr-IlerepOyprckoit
n30upaTenTbHON KOMUCCUHT
ot No ©.1.0.
JIOKyMEHTBI B KOJINYECTBE 7eJ1, TOMOB

BECOM KI"' CIaHbI B

Ha nepepa60TI<y 110 HpPICMOC,Z[B.TO‘IHOﬁ HaKHaZ(HOﬁ oT

HanmeHnoBaHne JOIKHOCTH Jm1a,
CAAaBUICTO NOKYMCHTBI

JlaTa Ioonucwe

N3menenus B YYCTHBIC JOKYMCHTBI BHCCCHBIL
HaumeHnoBanue JOJDKHOCTH JIMIIA ,
BHCCIICTO U3BMCHCHUS B YUCTHLIC

HAOKYMCHTBI

JlaTa Ioonucwe

(HaumeHo8aHUE Op2AHU3AYUL)

No

(0ama)

Pacuugposra noonucu

Pacuugpposra noonucu
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B TepputopuanbHON U30UpaTEIbHON

[Ipunoxenne Ne 14
K TunoBoi MHCTPYKIUU 1O AEIONPOU3BOJCTBY

komuccun B Cankt-IlerepOypre

TepputopuanbHas n3duparenbHas KoMuccus Ne

AKT

20 r. Ne

MecCTO COCTaBJIICHUS

MOAITUCH
OO0 YHMYTOKEHHH IOKYMEHTOB
€ OTpAHNYEHHBIM CPOKOM

XpaHEHUs

( JIMH, 1 ron, 3 rona, 5 yer)

Ha ocHoBannu Ilepeuns

YTBEPXIAIO

[Ipencenarens
TeppuropraibHON N30HUpaTEITHHON
Komuccun Ne

IIOAIINCH

pacmdpoBka

nara

THUIIOBBIX  YIIPABJICHYCCKUX APXUBHBIX JOKYMCHTOB,

00pa3yromuxcsi B IPOLECCE JEATENbHOCTU TOCYJAapCTBEHHBIX OpPraHOB, OPraHOB MECTHOTO
CaMOYIpaBIIEHUS M OpraHW3aliii, ¢ yKa3aHHMEeM CPOKOB XpaHEHHs M HOMEHKIJIATYphl el

TepputopuasibHOl M30MpaTenbHON KoMuccuu Ne 0TOOpaHbl K YHHYTOXXEHUIO Kak He
MMEIOIINE HAYYHO-UCTOPUYECKOM I[IEHHOCTM W YTPATHUBIIME IPAKTUYECKOE 3HAYCHUE
JIOKYMEHTBI.
K HNunex
No i?IFISJF]OBgn(?BegI; Kpaiinue HI({)il/[eeIfK?I?;a He0 Koo Cpoxu xpanerus [Ipume-
- Py p P eI Xp. M HOMepa crareit P
/11 3arojJIoBOK JaThI W HOMED Aecjia P p— HYaHHueC
JIOKYMECHTOB 10 OITUCH (JcroB) P
1 2 3 4 5 6 7
Hroro ea.xp. (JIucToB) 3a ToJl
(1),
(mmpamu, IPOITUCHIO)
Becom KI' CJaHbI B Ha
(HauMeHOBaHKE OPTaHU3AIIH)
nepepadoTKy MO MPUEMO-CAATOYHON HAKIaHOU OT No
(MM yHUYTOXKEHBI TyTeM U3MeNb4YeHUs (IIPEANPOBaHIS ) HA CIICIIHATU3UPOBAHHOM
000opynoBaHNN 0€3 BO3MOYKHOCTH BOCCTaHOBJICHHSI ).
Jata BpeMs
COI''TACOBAHO COT'JIACOBAHO
ITporoxon DK Cexperapp Cankr-IlerepOyprekoit
M30UpaTeTbHON KOMUCCUU
OT No ®.1.0.
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[Ipunoxenne Ne 15
K TunoBoi MHCTPYKIUU 1O AEIONPOU3BOJCTBY
B TepputopuanbHON U30UpaTEIbHON
komuccun B Cankt-IlerepOypre

BHYTPEHHA OIIUCH

JOKYMEHTOB Jiejia Ne

Ne Nunexc Jara Homepa
3aroJIoBOK JIOKyMEHTa [Ipumeuanue
m/m | JAOKYMEHTa | JOKyMEHTa JIUCTOB Jelia
1 2 3 4 5) 6
Utoro: JOKYMEHTOB

(1dpamMu ¥ POMTUCHIO)

KonnyecTBo TMCTOB BHYTPEHHEN ONMCHU

HaunmenoBanue JOJDKHOCTH JIkIia,
COCTAaBUBIICTO BHYTPCHHIOIO OIMMCH

JAOKYMCHTOB JI€JIa

Jara

(mpaMu ¥ IPOITUCHIO)

ITonnuce

PacumpoBka noamnvcu
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[punoxenne Ne 16
K TunoBoi MHCTPYKIUU 1O AEIONPOU3BOJCTBY
B TepputopuanbHON U30UpaTEIbHON
komuccun B Cankt-IlerepOypre

JIMCT-3ABEPUTEJIb JJEJIA Ne

B neno nmoammTo 1 mpoHyMEpOBaHO UCcTOB(a),
(mmpaMu 1 IPOIHCHIO)

B TOM YHCJIC:

JIMTCPHBIC HOMEPA JIMCTOB

IMPONMyHICHHBIC HOMEpPA JINCTOB

+ JINCTOB BHYTPEHHEHN OIHUCH

Oco6eHHOCTH (PU3NYECKOTO COCTOSTHUS U Homepa
(dhopmMupoBaHwmsI J1ena JIUCTOB
1 2

HaunmenoBaHue T0IKHOCTH

IMonmnuce PacmmdpoBka noamucu

Hara
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[Ipunoxenne Ne 17
K TunoBoi MHCTPYKIUU 1O AEIONPOU3BOJCTBY
B TepputopuanbHON U30UpaTEIbHON
komuccun B Cankt-IlerepOypre

TEPPUTOPUAJIBHAS U3BUPATEJIBHASA KOMUCCHUS Ne
CAHKT- IIETEPBYPT

JIEJIO Ne

(3a2011080k dena, mom dena)

(kpaiinue oamot)

Ha JIACT
@. Ne
Omn. Ne
A Ne

XpaHuTh



YTBEPXKJIALIO
IIpencenarens
TepputopranbHOit
n30uparenbHol kKomuccuu Ne

MOJNNCHh  PACIIN(POBKA MOAICH
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[Tpunoxenne Ne 18
K TunoBoi MHCTPYKIUU 1O AEIONPOU3BOJCTBY
B TepputopuanbHON U30UpaTEIbHON
komuccun B Cankt-IlerepOypre

YTBEPX/JIAIO
[Ipencenarens
Cankr-IletepOyprekoii
n30upaTenTbHON KOMUCCUHI

TIOJINCH PACIIN(POBKA MOAITUCH

Hara [Teuarts Hara [Teuars
AKT Ne
npuemMa-nepexaan
APXUBHBIX TOKYMEHTOB Ha
XpaHeHHe
(ocnosanue nepeoauu)
(nazeanue nepedasaemozo gponoa)
TeppuropuajibHas n3dupareabHas KOMMCCHS Ne B JuLe
claiga, a

JomxHocTh,  (haMuIUs, HHULUAIIEL

Cankr-IleTrepOyprckas u3buparenbHast KOMMCCHS B JU1LEe

JlomxHOCTh, haMUITKs, HHUAIHAIIBI

MpuHAIa JOKYMCHTBI HA3BAHHOI'O (1)0Hz[a U CIIPABOYHOI'O MaT€prajia K HUM:

Ne n/n HasBanne, Homep onucu KomnuectBo KomnuectBo | Ilpumeuanue
JK3EMILISIPOB el. Xp.
OIUCH
1 2 3 4 5
Hroro npunsaro en.Xp.
[Tepenauy nmpousBenu:
JL0JKHOCTB IToanuce Pacmm¢gpoBka  J{omKHOCTD [onmucs  Pacmmdpoka
Hara Hara
®oHay npucBoeH Ne
N3meHeHns B ydeTHbIE JJOKYMEHThI BHECEHBI
JIOJKHOCTB IToxgmnuce PacmmgpoBka

Jara



(I)opMa PETrUHCTPANUOHHOIO KYPHaJa BXOAAINUX TOKYMEHTOB
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K TunoBoi MHCTPYKIUU 1O AEIONPOU3BOJCTBY

[punoxenne Ne 19

B TepputopuanbHON U30UpaTEIbHON

komuccun B Cankt-IlerepOypre

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

noJjiyue | IMOHHBINA | OHJEHT | JaTta aHue nus HUTENb | UCTION | Ka 00 | ep

HUS HOMED JOKYMEHT HEHUs | UCHOJa | Jena

a HEHUH
(I)OpMa PETrUHCTPAINMOHHOIO KYPpHaAJa HCXOAAIIUX JOKYMEHTOB

Hara Peructpanuonssiii | Anpecat | Kpatkoe Ko Hcnonnurens | Homep nena

OTIIpPABJICHUS | HOMEP coJiep’KaHue | MOJANUCAT C  Komuewu

JOKYMEHTa JOKYMEHTa | JOKYMEHT HCXO/ISIIETO
JIOKYMEHTa




