TeppuTopuasbHas uzdupareabHas komuccus Ne2(
Cankr-IlerepOypra

PEIIEHUE

30 nexadbpa 2013 roga Ne 37-2

006 MHCTpyKIIMU TI0 JEIONPOU3BOJICTBY

B TEPPUTOpUAILHON n30MparesbHOM komuccuu Ne 20

Ha ocnoBanuu pemenust Cankr-IlerepOyprekoit nzbuparensHoid komuiccuu ot 19.12.2013
Ne40-4 «O TuroBoil MHCTPYKIMU MO JIENIOTNIPOU3BOJCTBY B TEPPUTOPHAIBHOM H30UpATEIbHOM

komuccuu B Cankt-IlerepOypre», TeppuropuaibHas ndupartenbHas komuccus Ne 20

PEIINJIA:
1. Vreepauth MHCTPYKIMIO TIO JETIONPOU3BOJICTBY B TEPPUTOPHAIBLHON W30MPATEIbHON KOMUCCUU
Ne20 Canxr-IlerepOypra (mpunaraercs).
2. KoHTpob 32 WCIIONHEHWEM  HACTOAIIETO  PEHICHUs  BO3JOXKWTH HAa  IpEACenaTes

TeppuTopraibHON n3duparensHoi komuccuu Ne 20 L. Iupokosa.

IIpencenarens TeppUTOpHATIBHON

n3buparensHoi komuccuu Ne2( [L.N.Inpoxos

Cexkperapp TeppUTOPHATIBHON

n3buparensHoi komuccuu Ne2() E.H.Banronen



[Ipunoxenue

K pEIICHUIO TeppuTOpUaAIbHON
u3oupatenbHoi komuccuu Ne2(
oT 30 nexabps 2013 roga Ne 37-2

HNHCTPYKIMUA 110 JEJIOITPOU3BOACTBY

B TEPPUTOPUAJIBHON U3BUPATEJBHON KOMUCCHHU Ne20
B CAHKT-IIETEPBYPI'E

1. OOmue mojoKeHus

1.1. HWHcTpykumss 10O  J€JIONPOM3BOACTBY B  TeppuTOpHaibHON
n3zoupatenbHoi komuccun No20 (manee — MHCTpyKIMs) yCTaHABIMBAET MOPSIOK
paboThl ¢ TOKYMEHTaMH, OCHOBHBIE IpaBWja KX MOATOTOBKA M O(OpPMIICHHS B
TeppuropuanbHoit n3buparenpbHoit kKomuccuu Ne 20 (manee — TepputopuanbHas
KOMUCCHSA).

[Topsinok paboTBl € BJIEKTPOHHBIMU JIOKYMEHTaMH, JOKYMEHTaMHU IIO
BEJICHUIO  KaJpOBOrO  JEJIONPOM3BOJACTBA  ONPEHENSETCS  OTAEIBbHBIMU
UHCTPYKIMSIMU.

WUucTpykiust pa3zpaboraHa Ha ocHoBaHuMM PDenepaibHbIX 3aKOHOB «O0
OCHOBHBIX TapaHTHUAX M30UpaTEIbHBIX MpaB U MpaBa Ha ydyacTue B pedepeHmyme
rpaxnan  Poccuiickoit ®enepanun», «0O06 apxuBHoM nene B Poccuiickoi
Oenepanun», «O TOpAIKE pacCMOTpeHMsl oOpaieHuid TpaxaaH Poccuiickoit
®denepanun», 3akoHOB Cankt-lletepOypra, IlpaBun genompous3BoACTBa B
(benepabHbIX opraHax MCIIOJIHUTENIbHON BJIACTH, YTBEPKIECHHBIX
nocraHoBiienueM I[IpaButensctBa Poccuiickoit @enepaunu ot 15 urons 2009 roga
Ne 477, ¢ yuetom Metoanueckux peKOMEHIalUUi 1Mo pa3paboTke MHCTPYKUHUU MO
JEJONPOU3BOACTBY B (peAepalibHbIX OpraHax MCHOJHUTEIBHOM  BIACTH,
YTBEPKJICHHBIX TMpuKazoM @DenepaqbHOTO apXWBHOTO areHTCTBA OT 23 aexadps
2009 roma Ne 76, moctaHoBiIeHUM M MHBIX HOpMaTuBHBIX akToB LMK Poccuwn,
Cankr-IleTepOyprckoii n36upaTeIbHON KOMUCCUH, periameHTa TepputopuaibHOn
Komuccud, ¢ wucnoigb3zoBanuemM ['OCTa P 51141-98 «Jlemonpou3BojacTBO U

apxuBHoe  neno. Tepmunsl u  ompenenenus», ['OCTa P 6.30-2003
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«YHUPUIIUPOBAHHBIC CHUCTEMBl JOKYMEHTAWH. YHHU(PHUIIUPOBAHHAS CHUCTEMa
OpraHU3alMOHHO-PACTIOPSIIUTEIIHLHOM JIOKYMEHTAIUU. TpebGoBanus K
O(QOPMIICHUIO TOKYMEHTOBY.

PaGota ¢ pokymeHTamu, comepKamuMu WHGOPMAIMIO OTPAHUYECHHOTO
pacrpoCTpaHEHHUs, OCYIIECTBISIETCSI B COOTBETCTBUM C IOCTAHOBJIEHHUEM
[IpaButennscTBa Poccuiickoit deaeparuu ot 3 HosaOps 1994 roma Ne 1233 «O6
yTBepkaeHnn [lonoxeHuss o mopsake oOpaiieHus co CayKeOHOW mHpopMmanmei
OTPaHMYEHHOI'0 PAacHpOCTpaHeHUs B (enepaibHbIX OpraHax HWCHOJHUTEIbHOM
BJIACTHWY, 32 UCKJIIOYEHUEM JIOKYMEHTOB, COJICpXKAIUX CBEIAEHUA 00 U30upareisx,
y4acTHUKaxX pedepeHayma, oOpamjalimmxcs B paMkax (yHKIIMOHUPOBAHUS
['ocynapcTBeHHOW CHCTEMBI perucTpanuu (ydera) wu3Oupareneid, y4aCTHUKOB
pedepennyma B Poccutickoit deneparum.

1.2. TlpaBwia odopmiieHHs JOKYMEHTOB M TMOPSIOK pPabOThl C HUMH,
MpeayCMOTpEeHHbIE HacTosAmed MHcTpykuuei, oOsA3aTeNnbHbBl JJI1  YJICHOB
TeppuTopruadbHOW KOMHUCCHUM W TOCYJAPCTBEHHBIX TPAXKIAHCKUX CIYXKAIIUX
anmapara TeppuTopuanbHOl KOMHUCCHH (J1aliee — TPak/IaHCKUE CITYXKaIUe) U JUII,
3aMENIAOMNX JIOJHKHOCTH, HE SIBISIIONIMECS JIOJDKHOCTSIMU TOCYyAapCTBEHHOM
IPaKIAHCKON CIIy>KOBbI, a TakKe JIMII, MIPUBJIEKAEMbIX 0 TPaXJIaHCKO-TIPABOBBIM
JIOTOBOPaM.

1.3. PaboTHWKHM, TIOCTYNHUBIIME Ha TOCYJAPCTBEHHYIO T'PaKIaHCKYIO
cinyx0y B ammapar TeppuTopuaibHONW KOMHCCHH, OJDKHBI OBITh O3HAKOMIICHBI
IO/, MOJIKUCH C TEKCTOM HacTosmen MucTpykunm.

1.4. Benenue JIEIIOMTPOU3BOCTBA TeppuropranibHOI KOMHUCCHUU
OCYILIECTBISIET MpeAcenaresib TeppuTOpUaIbHOM KOMHUCCUM WIM TPa)XJaHCKUN
Cyaimuid amnmapara TepputopuaibHOM KOMUCCHUM B COOTBETCTBHU CO CBOUM
JIOJKHOCTHBIM PETJIaMEHTOM.

1.5. B cmydae yxoma B OTIyCK, BbIe3[la B KOMaHAMPOBKY, OOJIE3HH,
YBOJIBHEHMSI ~ UCIIOJIHUTENS  JIOKYMEHTOB TIpejicenaTenas TepputopuaibHOU
KOMHCCUU JIa€T YKa3aHHWE I[epe/laTb HEUCIOJHEHHbIE JOKYMEHTHI JIPYrOMYy

HUCITIOJTHUTCIIIO.
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1.6. Jenonpou3BoactBo B TeppUTOpHaIbHON KOMHCCUU OCYIIECTBISIETCS
C UCIIOJIb30BAHUEM KYPHAIBHOU CUCTEMBI PETUCTPALIMH JOKYMEHTOB.

Pabora ¢ nokymentamu TeppUTOpHaIbHON KOMHCCHUM OCHOBBIBA€TCS Ha
IIPUHLINAIE OJJHOKPATHOW PErucTpauvy JOKyMEHTA.

1.7. HWHcTpyKuus yTBepKJIaeTcs peleHrueM TeppuTopuanbHO KOMUCCHH.

1.8. B HHcTpyKIuu UCTIONB3YIOTCS CAEAYIOLUIUE TOHATHUS:

OmaHK JOKyMEHTa — Ha0Op PEKBU3UTOB, WIACHTHUPHUIMPYIOMIUX aBTOpa
0(pUIIMATBEHOTO MUCBMEHHOTO JOKYMEHTA;

BHYTPEHHHMM TOKYMEHT — JOKYMEHT, IOATOTOBIECHHBIN B TeppuTopranbHOn
KOMMCCHUH, HE BBIXOJISIINM 3a €€ MPEIEIIbl;

BXOJAIIMN JOKYMEHT — JIOKYMEHT, IIOCTYNUBIIMW B TeppUTOpHUAIBHYIO
KOMHCCHIO;

€10 — COBOKYIHOCTb JOKYMEHTOB WM  OTACJIBbHBIA  JOKYMEHT,
OTHOCSIIMECA K OZHOMY BOIIPOCY WJIM YYacTKy ACATEIbHOCTH, IOMELICHHBIC B
OTJICJIbHYIO OOJIOXKKY;

JEJIONPOU3BOACTBO  —  JIEATENbHOCTb,  OOECIeUMBAIOLasl  CO3/laHue
opUIMaNbHBIX JOKYMEHTOB U OpPraHU3aLMI0 padOThl C HUMU;

NOKJIaJHAs  3alMcKa —  BHYTPEHHHUM  JOKYMEHT,  aJIpECOBaHHBIN
BBILIECTOALEMY JOJDKHOCTHOMY JIMIY OT HMKECTOAILErO TOJDKHOCTHOIO JIMLA U
coJiepKaluii 00CTOSATENBHOE HM3JIOKEHUE KAaKOro-TMOO BONpPOCa C BBIBOJAMU U
IIPEUIOKEHUSIMU COCTABUTEIS;

JOKYMEHT — O(UUUAIbHBIA JOKYMEHT, CO3JIaHHBId TOCYJapCTBEHHBIM
OpraHoOM, OpPraHOM MECTHOT'O CaMOYIpaBJEHUS, IOPUIUYECKUM WU (PU3UUYECKUM
JAUIOM, O(GOPMIICHHBII B YCTAaHOBJICHHOM TOpPSIKE M BKJIIOYEHHBIH B
TOKyMeHTO0000poT TeppuTopuanbHO KOMHCCHH;

JOKYMEHTUpOBaHHE — (Qukcanuss HUHPOpMAMM HA  MaTepHaJIbHBIX
HOCHUTEIISIX B YCTAHOBJIEHHOM ITOPSIKE;

JOKYMEHTOOOOPOT — JIBH)KEHHE JOKYMEHTOB C MOMEHTA MX CO3/IaHUs WM

MOJIYUCHUA 10 3aBCPHICHUA UCITIOJIHCHHWA WA OTIIPABJICHUS
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nyOnauKaT JOKyMEHTa — MNOBTOPHBIM 3K3eMIULIP MOJJIMHHUKA JOKYMEHTA,
MMEIOLIMI IOPUINYECKYIO CHITY;

3aBEpEHHAsl KONWsA — KONMS JOKYMEHTAa, Ha KOTOPOM B COOTBETCTBHH C
YCTaHOBJICHHBIM MOPSAJIKOM MPOCTABIISIIOT HEOOXOMMBIE PEKBU3HTHI, PUJIAIOIINE
€l IOPUANYECKYIO CUILY;

UCXOJSIIUN JOKYMEHT — JOKYMEHT, OTIpaBiiieMblid U3 TeppuTopuanbHOU
KOMMCCHU;

KOHTPOJb  MCIOJHEHUs JOKYMEHTOB —  COBOKYIIHOCTb  JICHCTBHIA,
00eCneunBaIOIINX CBOEBPEMEHHOE UCTIOTHEHHUE JOKYMEHTOB;

KONMS  JTOKYMEHTa —  JIOKyMEHT, IOJHOCTBIO  BOCHPOWU3BOISALINN
uHOpMaIMIO TOJJIMHHUKA W €ro BHEIIHWE MPU3HAKW, HE HMEIOMUN
FOPUANYECKOUN CHUJIBI;

HOMEHKJIaTypa JIeJl — CUCTEMAaTU3UPOBAHHBIN II€pEeYeHb HAUMEHOBAHUN JIElI,
3aBOAMMBIX B TeppUTOpPHATIBHON KOMUCCHUM, C YKa3aHUEM CPOKOB UX XPaHECHUS,
O(OpPMJIEHHBIN B YCTAaHOBJIEHHOM MOPSIKE;

HOPMAaTUBHBIE JOKYMEHTBl — COBOKYIIHOCTh MHCTPYKTMBHBIX MAaTE€pHUAJIOB,
PACCUMTAaHHBIX Ha IOCTOSHHOE WJIM MHOTOKPAaTHOE ACHUCTBHE M COAEPKAIIMX
KaKue-1u00 HOPMbI, TIpaBUiia, MPEANUCAHNUS;

oopmiieHHE JOKYMEHTa — IPOCTaBJICHHE HEOOXOIUMBIX PEKBU3UTOB,
YCTAaHOBJICHHBIX ITPaBUJIAMH TOKYMEHTUPOBAHNS;

NUCbMEHHOE OOpalleHNe TpaXklaHnHa — HallpaBJICHHOE B TOCY1apCTBEHHBIN
OpraH, OpraH MECTHOI'O0 CaMOYNPABJIEHUS WIH JOJDKHOCTHOMY JIMILy TMCBMEHHOE
NPEIIOKEHHE, 3asIBJICHUE WIH Kao0a;

MUCHbMO — 0000I1IEHHOE Ha3BaHUE PA3IMYHBIX MO COACPKAHUIO JJOKYMEHTOB,
CIIy’KallluX CPEJCTBOM OOIICHMS MEX/y OPraHU3alUsIMHU, TPAKIAHAMU;

IIO/UIMHHUK JOKYMEHTAa — TEPBbIM WM €AUHCTBEHHBIM JK3EMIULIP
JNIOKYMEHTA,

NOPYYEHHUE — IOKYMEHT, MPEANUCHIBAIONIMN BBIITOJIHEHUE TEX WJIM HHBIX

3aJIaHUH;
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perucTpanus JIOKYMEHTAa — 3aliCh YYETHBIX MaHHBIX O JOKYMEHTE IO
ycTaHoBJIeHHOU (opme, pukcupyromas ¢GakT ero COo3MaHus, OTHPABICHHUS WM
MOJTy4ECHUS;

peructpanonHas ¢opMa — CHCTeMa pPEerucTpalud, HCHOoJb3yeMasl B
TeppuropraibHON KOMUCCUU TIPU PETUCTPALIMK IOKYMEHTOB (SKypHaI);

PEKBU3UT  JOKyMEHTa —  OO0s3aTelIbHBIA  3JeMEeHT  O(opMIICHUS
O(pHUITMATHHOTO TOKYMEHTA,;

CPOK HCIOJIHEHUS JIOKYMEHTa — CpOK, YCTAHOBJICHHBIH HOPMAaTHUBHBIM
MIPABOBBIM AKTOM, OPTaHU3aAIMOHHO-PACTIOPSIUTEIBHBIM TOKYMEHTOM, YKa3aHUSIMU
10 WCTIOJTHEHUIO TOKYMEHTA WA TTOPYICHUEM;

yKa3aHUs MO UCIMOJHEHUIO IOKYMEHTA — PEKBU3UT, COCTOSIIUN U3 HAAMKUCH
Ha JIOKYMEHTE WJIM Ha OTJEJIbHOM JIMCTE YCTAHOBJIICHHOW (DOPMBI, CIIEITaHHOU
JOJDKHOCTHBIM JIUIIOM;

y4yeT JOKyMEeHTOB — (ukcamusi ¢akTa TMOJy4yeHUs JOKyMEHTOB 0e3
MIPOCTABIICHUS Ha HUX PETUCTPAMOHHBIX IITAMIIOB;

dbopmMupoBaHue Jena — rpyninupoBaHUE UCTIOJIHEHHBIX JTOKYMEHTOB B JIENIO B
COOTBETCTBHM C HOMEHKJIATYpOW 1€l W CHUCTEeMaTH3alHs JOKYMEHTOB BHYTPHU
nena;

AKCIIEPTH3a [IEHHOCTH JOKYMEHTOB — U3YYEHHE JIOKYMEHTOB HAa OCHOBAHHHU
KPUTEPHUEB UX IIEHHOCTH B IENISAX OMPEACIICHUS CPOKOB XpPaHCHHUS JOKYMEHTOB M
oTOOpa UX JJIA JaTbHEHIIero XpaHEeHUs UM YHUUYTOKECHHUS,

ANIEKTPOHHBIA  JIOKYMEHT — JIOKYMEHT, B KOTOpPOM HH(pOpMAIHS
MpeCTaBIICHA B DJIEKTPOHHO-IIMPPOBOI dhopme;

ANIEKTPOHHBI 00pa3 JOKYMEHTa — DJIJIGKTPOHHAs KOMHUS JOKYyMEHTAa,

HU3TOTOBJICHHAA Ha 6YM3,>KHOM HOCHUTCIIC.

2. IIpuem, perucTpanusi U NPOXOXkKACHNE MOCTYNAKMIUX JOKYMEHTOB

2.1. Jloxymentsl B TeppuTopuanbHyl0 KOMHCCHIO JIOCTaBISIOTCS dYepe3

oTHeNieHre CBsi3u (MmouToil, Tenerpadom), ¢eapaIberepcKkoil Wiu CrelruaibHON
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CBSI3bI0, HAPOYHBIM WJIU MEPEIAI0TCS HA JIMYHOM TPUEME TPaXKIaH MpeaceaaTelIto
TeppuropruaibHO KOMUCCHH.

JIOKyMEHTBI MOTYT MOCTYMNaTh B TeppuTOpHAIbHYI0O KOMUCCHIO TIO KaHaJIam
cBsi3u ['oCcyaapCTBEHHOM aBTOMATU3UPOBAHHOM cuctembl Poccuiickonn denepanuun
«BBIOOPBI», CpEeCTBAMU 3IEKTPOHHON MOUTHI, 10 (haKCUMUIBHON CBSI3U.

2.2. Ilpuem, mnepBuyHas oO0pabOTKa W perucTpanus MOCTYMAOUIUX
JIOKYMEHTOB TIPOU3BOJIATCS TIpeacenareaeM TeppUTOpHAIbHON KOMUCCHU HIIA
OTBETCTBEHHBIM 3a BEJICHUE JIEIOMPOU3BOACTBA C UCIOJIB30BAHUEM >KYPHAIBHON
(mpunoxxeane No 1) CHUCTEMBI pErHUCTpariil JOKYMEHTOB €XCJIHEBHO B Yachl
pabotel TeppuTOpHATbHONH KOMHCCHHM, KpPOME BBIXOJHBIX H  HEpadOUmMXx
Mpa3THUYHBIX JTHEH.

[Topsimok TONy4EeHHWS] W PETHCTPAIMA JTOKYMEHTOB IIOCIE OKOHYAHMSI
pabouero [HsA, B BBIXOJHbIE W Hepabouyue Npa3gHUYHbIC THU, B TEPHOJ
MOJATOTOBKM U TPOBENEHUS H30UPATENbHBIX KaMIIAHWM  YCTAHaBJIMBACTCS
npenceaarenem TeppuropruaibHOW KOMUCCHH.

2.3. TloctynuBiime IOKYMEHTHI MOAPA3ACIAIOTCS HA PETUCTPUPYEMBIE U
HE MO UIeXKAIINe perucTpanuu (mpuioxerue Ne 2).

2.4. Tlpu BCKpPHITMM KOHBEPTOB, MOCTYyHAOMUX (ETbIberepcKon Huiu
CHEIUMAIbHOM CBA3BIO, MO TIOYTE, MPOBEPSIETCS TMPABUIBHOCTH aJ[PECOBAHUS,
KOMITJIEKTHOCTh M IIEJIOCTHOCTh JOKYMEHTOB, HAJIMUYWE MPUIIOKCHHUMA, CBEPACTCS
COOTBETCTBHE WX HOMEpPOB YYETHBIM HOMEpaM, YKa3aHHbIM Ha KOHBEpTax.
HempaBunbHO aapecoBaHHbIE W OMIMOOYHO BIIOKCHHBIE JIOKYMEHTHI HE
PETUCTPUPYIOTCS, TEPEeChUIAIOTCS 10  HA3HAYCHWIO WM  BO3BPAIAIOTCS
OTIIPABUTEITIO.

2.5. Ecnu mpu BCKPBITHH KOHBEPTa OOHAPY)KEHO OTCYTCTBUE JTOKYMEHTOB
WIM WX OTICIBHBIX JIUCTOB, NPWIOKECHHM, MOBPEXKICHUE IOKYMEHTOB WU
HECOOTBETCTBHE HOMEPOB JIOKYMEHTOB HOMEpaM, YyKa3aHHbIM Ha KOHBEpPTE,
npeacenareiaeM TeppuTOpUaTbHON KOMHUCCHM WM OTBETCTBEHHBIM 3a BEIACHHC

ACTIOIIPONU3BOACTBA COCTABIIAACTCA aKT YCTaHOBHeHHOﬁ (1)OpMBI B JIBYX 3K3CMILISIPpax
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(mpuinoxenue Ne 3). OnuUH 3K3EeMIUISIp aKTa MOCHUIAETCA OTHPABUTEIIO, IPYrou
MPUOOIIAETCS K TPUHATHIM IOKYMEHTaM.

Ha o6opoTHOl cTOpOHE MOCIENHEro JIUCTa MOBPEXKICHHOIO OKYMEHTa B
IIPaBOM HWKHEM YTIy JAEJIaeTcs OTMETKa «J{OKyMEHT MOjydeH B MOBPEKICHHOM
BUJIEY.

2.6. KoHBepThl OT TOCTYNUBIIMX JOKYMEHTOB HE YHUYTOXKAIOTCS B
cilly4yae, €Cild TOJBKO 0 HUM MOYKHO YCTAaHOBHUTH aJpec OTIPAaBUTENS, ATy
OTMPABKU U TOJIYYEHHS IOKYMEHTOB, €CJId OHHM COJAEpk AT IOKYMEHTBI, KOTOpPbIE
MOCTYIWJIM W3-3a TpenesioB tepputopun Poccuiickont denepanuu, U3 CylIoB,
CIIEICTBEHHBIX OpraHoOB, JHOO JOTOBOpbI, NPETEH3UH, HCKOBBIE 3asBICHUS,
JOKYMEHTBI, CBSI3aHHBIE C pa3MEIICHHEM 3aKa30B Ha IIOCTaBKM TOBapOB,
BBINIOJIHEHHE PA00T, OKa3aHHE YCIYT IJIs TOCYJapCTBEHHBIX HYX]I.

2.7. Tlaketsl ¢ moMeTkoM «JIMYHOY» YUUTHIBAIOTCS MO MAKETHOMY KYpHATY
U TIepEaroTCs afpecaTaM B 3aKPbITOM BHJIE MO TOAMUCK.

2.8. Ilpm perucTpamuu IMOCTYNHUBIIETO JTOKYMEHTAa B PETHUCTPAIIMOHHOMN
dbopme 00s3aTENBHO BBOASTCS CIEAYIOIIUE PEKBU3HUTHI: BHUJ JOKYMEHTA, €ro
UCXOJSIIMI HOMEp M JaTa, JJaHHbIe O KoppecnoHjaeHTe (aapecante) (dhammuiius,
UMs, OTYECTBO (PU3UYECKOTO JIHIIA WIIK Ha3BaHWE OPTraHU3AIMH, MECTOHAXOXKICHUE
OTIIPABUTENS), @ TAKXKE KPAaTKOE COJIepKaHUe IOKYMEHTa, KOJMYECTBO JIMCTOB
OCHOBHOT'O JOKYMEHTA U JINCTOB MPHIJIOKEHUS, KOJIMYECTBO IK3EMILISIPOB.

PeructpanlioHHBIA IITaMII C YyKa3aHUEM BXOAILIETO HOMEpa, OaThl U
BPEMEHHU DPETUCTPALIMU TPOCTABISAETCS, KaK MPaBUJIO, B MPABOM HIHKHEM YTIy
JUIEBOM CTOPOHBI MEPBOrO JIMCTA 3apErUCTPUPOBAHHOTO JIOKyMeHTa. llpu
HEOOXOJMMOCTH YKa3bIBae€TCA BpeMsl perucTpanuu (Yackl W MuHYTHI). Ha
MPUJIOKEHUU TIPOCTABISETCS BXOASIIMNA HOMEpP JOKYMEHTa, K KOTOPOMY OHO
OTHOCHUTCH.

Ha xonuu noxkyMeHTa BXOJAIIAM HOMEP MPOCTABIISIETCS B MPABOM HUKHEM
yIULy JIALIEBOW CTOPOHBI IIEPBOTO JIUCTA.

HyMmepauusi nocTynuBIIMX JOKYMEHTOB OCYHIECTBIIIETCS B Ipejaeiiax

KaJICHAApHOTO IroJa.
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IIpn perucrpauuy IOOKyMEHTA, SBIIIOLIETOCS OTBETOM Ha HMCXOIALIUU
JOKYMEHT WJIM IIPUCIAHHOIO B JIOIIOJIHEHUE K PAaHEE HAIPABICHHOMY JOKYMEHTY,
B PETUCTPALMOHHON (OpME JENAaeTCsl COOTBETCTBYIONIAs CChUIKA.

K moBTOpHBIM JOKyMEHTaM MPUKIAAbIBACTCS HHPOpPMAIUS O paHee
IOCTYIHUBIINUX JTOKYMEHTaxX M pe3yJbTaTax MX HMCIOJHEHUs, KOTOpas MepenaeTcs
OTBETCTBEHHOMY 3a €TI0 UCIIOJHEHUE.

2.9. 3apeructpupoBaHHBIE JOKYMEHTHI pacCMaTPHUBAIOTCS MpeceaaTeIeM
TeppuTOopHabHOM  KOMHMCCHHM, 3aT€M IIOCJIE€ IIEPEHECEHMsS yKa3aHUsA 110
UCTIOJTHEHHUIO JJOKYMEHTA B PErHCTPaIlHOHHBIE (POPMBI MEPEAAIOTCS UCTIOTHUTEISM
IO/, TIOJIITKC.

2.10. HcnonHeHHBbIE JOKYMEHTHI CIHMCBIBAKOTCS B JIEJ0 IMPEICEAATENEM
TeppuTopralbHOM KOMHMCCHHM W IIOMEIIAIOTCA B JE€J0 B COOTBETCTBHH C

HOMEHKJIATYpOU Jies1 TeppUTOpUAIIBHON KOMUCCHUM.

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

3.1. JlokymeHTsl 0oGOpMISIFOTCS Ha ONaHKaX YCTaHOBIEHHOW (OpMHL,
U3TOTOBJICHHBIX TUNOTpaPCKUM WIH KOMITBIOTEPHBIM crnocooom
(mpunoxenne Ne 4).

B TepputopuanbHOii KOMHUCCHH MOTYT OBITh YCTAHOBIIEHBI CIIETYIOIINE
BUJIbI OJIAHKOB:

0JIaHK IPOTOKOJIA 3aceaHusl TeppuTopuanbHOil KoMuccuu (mpuiioxeHue Ne
4.1);

Osask peweHus: TeppuropualibHOM kKoMuccuu (mpuiioxeHue Ne 4.2);

OJlaHK TpHKa3a npeacenaress TeppUTOpuaIbHOM KOMUCCUU (TIPUIIOKEHHE
Ne 4.3);

Osank nuceMma TeppuropuanbHoi koMuccuu (puiioskerue Ne 4.4).

3.2. Ha Onanmkax goxymeHTtoB momerniaercs repd Cankrt-IlerepOypra B
cooTBeTcTBUM ¢ 3akoHOM Cankt-lIlerepbypra «O pgeTadbHOM ONHMCAHUU

ouimanbHbIX cMMBOJIOB CaHKT- [leTepOypra u nmopsiike uX UCIOIb30BAHUS.
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3.3. B cmywae wW3roToBieHUS THUMOTPAPCKUM CIOCOOOM  OJaHKOB
JOKYMEHTOB C pasmemieHuem repba Cankrt-IlerepOypra, OHU JOKHBI HMETH
HyMepaluio Ha 000poTe.

KoHTpoJb 32 npaBUIbHBIM HCHOJB30BAHUEM OJIAHKOB M UX COOTBETCTBHEM
YCTaHOBJICHHBIM 00pasiiaM OCYIIECTBIISIETCS MpeiceaTeleM I OTBETCTBEHHBIM
3a BEJCHHE JICIONPOU3BOJICTBA, KOTOPBIM OTBEUAET TaKkKe 3a ydeT OJaHKOB,
UMEIOIINX HYMEPaLHUIO.

3.4. JlokymMeHTbl O(GOpPMIISIIOTCS B COOTBETCTBUU C TpeboBaHUSIMU K
JIOKYMEHTaM, U3TOTOBJISIEMBIM C IOMOIIBIO MEYaTAIOUIMX YCTPONCTB U K (ailiam
TEKCTOBBIX JIOKYMEHTOB (TiprioxeHue Ne 5)

3.5. Ilpu mnoaroroBke U  OQOPMJIEHMM  JIOKYMEHTOB  YJICHBI
TepputoprallbHOW  KOMMCCMM M TPaXKIAHCKME  CIIy)XKalllie  armapara
TeppuTopralibHOM KOMHUCCUM, a TaKXe JIMLA, MPUBJIEKAEMble MO TPaKIaHCKO-
IPABOBBIM JIOTOBOpaM, JIOJKHBI COOMIOAATh MpaBHiia OQOPMIIEHUS PEKBU3UTOB
JIOKYMEHTOB, M3JI05)KEHHBIE HIKE.

3.5.1. Jlara noxkymeHTa.

JlaTol TOKyMEHTa SIBJSIETCS Jara €ro NOANMCAHWs, yTBEp:KAcHusA. JlaTton
IPOTOKOJIA SIBJISIETCS J]aTa 3ace/laHus, a aKTa — J1aTa COOBITHUS.

JlaToit JOKyMeHTa, U3aHHOI'O COBMECTHO JBYMs M Oojiee OpraHu3alusMu,
ABJIIETCS 1aTa OoJiee MO3AHEN MOIMUCH.

Haty nokymenTa oopMIISIOT apabCKuMu upaMu B MOCIEI0BATEILHOCTH:
JIeHb Mecsua, mecsl, rof. [Jenp Mecauna u mecsan opopMIIIOTCS ABYMs IMapaMu
apaOckux 1udp, pa3aeJeHHbIMA TOYKOM, TOJl — YEThIpbMS apaOCKuMH Ludpamu,
HanpuMep:

17.01.2011
Jlomyckaercsi clioBeCHO-IIU(POBOM crmocod oopmMIIeHHS 1aThl, HATPUMED:

17 auBaps 2011 r.

3.5.2. PerucrpauMoHHbIi HOMEP TOKYMEHTA.
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JUiss BXOASAIMX M MCXOASIIMX JOKYMEHTOB — 3TO HMHAEKC Jela 1o
HOMEHKJIATypE U, 4epe3 KOCYIO YEPTY, NOPAIKOBBIA HOMEDP JTOKYMEHTA.
PeructpanmoHHbIil HOMEp JTOKyMEHTa, U3JaHHOTO COBMECTHO, COCTOUT M3
pa3leleHHbIX KOCOW YEpTOM PErHucCTpalMOHHBIX HOMEPOB, IPUCBOEHHBIX
OpraHM3allMsiIMM  —  aBTOpaMH  JIOKYMEHTa U paclojOXEHHBIX B
IOCJIEIOBATEbHOCTH,  COOTBETCTBYIOLIEH  OOO3HAUEHMIO  HAMMEHOBAaHUM

OpraHM3alM{ B 3ar0JIOBOYHOM 4aCTH JOKYMEHTA.

3.5.3. Ccblika HA HCXOASIIUI HOMEP M 1aTy JTIOKYMEHTA.

Ccbuika Ha MCXONMAIIMM PETUCTPAlMOHHBIA HOMEpP W JaTy JIOKYMEHTa
BKJIIOYAETCSI B COCTaB PEKBU3UTOB Osianka mucbMa. CchlUIKa Ha MCXOISAIIUN
PETUCTPAIMOHHBIM HOMEP U J1aTy JOKYMEHTa MPOCTABIISIETCA MCIIOJHUTEIEM PH

IIOATOTOBKE ITMCbMAa-0OTBECTA.

3.5.4. Anpecar.

PexBusut «Ampecar» pacmoiaraeTcsi B IpaBoOM BEPXHEM YTIITy.

JIOKyMEHTBI aApeCyIOTCS B OpTraHU3AINH, UX CTPYKTYPHBIC MOAPA3ACIICHNUS,
JTOJDKHOCTHBIM  JIMIIaM WJIM TpaXjaaHaM IIpH OTBETE Ha HUX oOOpaleHus.
HanMeHoBaHME OpraHHW3allid W CTPYKTYPHOTO IOAPA3ACICHUS YKa3bIBAIOTCS B

HMCHHUTCIIbHOM IIaJICIKC, HAIIPUMCP:

[IpaBurtenscTBO CTaBpPOMOJIBCKOTO Kpast
[IpaBoBoe yrnpaBieHue

Ecnmu nmokymeHT anpecyercss JOJDKHOCTHOMY JIMIY, HAWMEHOBAaHUE
OpraHu3alliy YKa3bIBaETCSl B UMEHUTEILHOM TAJeKe, a JOIKHOCTh U (haMUJTUsS — B
narenbHoM. [Ipy 3TOM MHUILIMANBI YKa3bIBAIOTCS Tiepes] haMiiieit, HanpuMmep:

[IpaBuTeENBHCTBO

Mypmanckoit o0iacTu
3aBeAyIOUIEMY OTIEJIOM

A.B. AntekcanapoBy
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Ecan JOKYMCHT aJIpCCYCTCA PYKOBOJUTCIKO OpraHn3aliiu WK Cro
3aMCCTUTCIIIO, HAMMCHOBAHUC OpTraHM3allvi JO0JDKHO BXOJIHWTb B HAMMCHOBAHHC

JOJDKHOCTH aJipecara, HallpuMep.

3amecTtuTento aupekropa Beepoccuiickoro
HAy4YHO-UCCJIEI0BATEIBCKOTO HHCTUTYTA
JIOKYMEHTOBE/ICHUSI U apXUBHOTO JIeia

B.C. 3umuny

Ecnn nmoxkymeHT azpecyeTrcs OpraHu3alld, CHadaja YKa3bIBaeTcsl ee
HaNMEHOBaHME, 3aTeM MOYTOBBIN aapec, HanpuMep:

[enTpanbHas nu3duparenbHasi KOMUCCHUS
Poccuniickon @enepanun
b. Yepkacckuii nep., 1. 9, Mocksa, 109012

JlomyckaeTcsi IEHTPUPOBATh KaXAyH CTPOKY DPEKBU3HUTa «Ajpecar» Mo
OTHOULIEHUIO K CAMOW JNIMHHOM CTPOKE.

JlommyckaeTcsi MCHONBb30BaTh  O(PUIIMANIBHO TMPUHSTHIE  COKpAIEHHBIC
HAaUMEHOBAHUSI OPraHOB TOCYJAPCTBEHHON BIACTU, MECTHOTO CaMOYyIIpaBJICHUS,
OpraHu3aIuu.

[TouToBBINl anpec ykas3bIBaeTCSd B TOCJIEIOBATEIBHOCTH, YCTAaHOBJICHHOMU
[IpaBriiamu oka3aHusl yCIYyT MOYTOBOM CBSI3U, YTBEPKICHHBIMU MOCTAHOBJICHUEM
[TpaButensctBa Poccuiickoit ®enepanuu ot 15 ampens 2005 roga Ne 221 «O6
YTBEPKJAECHUU MPABWII OKa3aHUS YCIIYT TTOUYTOBOM CBSI3H.

Ecnu mokyMeHT oTnpaBisieTcs B HECKOIBKO OJJHOPOJIHBIX TOCYIaPCTBEHHBIX
OpPraHOB WJIM OpTraHU3alUM, UX CIEyeT YKa3blBaTh 0000IIEHHO, HATTpUMED:

IIpencenarensiM y4acTKOBBIX KOMUCCUH

JIOKyMEeHT He JOJDKEH cojepKaTh Oosiee ueTbipex azapecaToB. ClioBoO

«KOIHS» TIEPES BTOPBIM, TPETHUM, YETBEPTHIM aJIPECATOM HE YKa3bIBACTCS.
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[Ipu HampaBneHun AOKyMeHTa Ooyiee 4eM B YETBIpE aapeca COCTaBIISETCS
CIIMCOK PACCBUIKH YCTaHOBJICHHOW Qopmbl (npwioxkenne Ne 6), KOTOpBIiA
HOJNKChIBaeTCA npezcenateneM TeppuTopraabHONH KOMUCCUH.
[Ipu anmpecoBaHunu JOKyMEHTa (DU3MUECKOMY JIMIly BHAYaje YKa3bIBalOTCS
(bamuTus ¥ MHUIMAJIBI TIOJTydaTesis, 3aTeM MMOYTOBBIN aapec, HalpuMep:

AreeBoii A.1.
yi1. KocmonaBToB, 1. 42, r. [loasicaeso,
Kemepogckas obnacts, 652560

3.5.5. TI'pu¢ yrBep:kaeHusi 10KyMeHTA.

JIOKyMEHT YyTBEpXKIAETCA JOJDKHOCTHBIM JIUIIOM WA  CIEIUAJIbHO
M31aBAEMBIM JIOKYMEHTOM.

[Ipu yTBEpKIIEHUH JOKYMEHTA JOJKHOCTHBIM JIMIIOM TpU( yTBEpKACHUS
noipkeH coctoath u3 cinoBa Y TBEPXK/IARO 6e3 kaBbluek v MpOMUCHBIMEU OyKBaMuU
Y Ha CIEAYIOUIEH CTPOKE — HAMMEHOBAaHHUE JOJKHOCTH, NMOAIWCH, MHULMAJIBI U
dbamuus 1uia, yTBepAUBIIErO JOKYMEHT, JaTa YTBEPKIACHHUS, HAIIPUMED:

YTBEPXIAIO
IIpencenarens TeppuropuanbHoOn

n3ouparenbHoO komuccuu No
JIMYHAas 1moAIucCh HWHUIINAJIBI, CI)aMI/IJ'II/IFI
[lata

IIpu yTBEpKIE€HHH JOKYMEHTA NOCTAHOBIEHUEM, IPOTOKOJIOM, PEIIECHUEM,
rpud yrBepxkaenus cocrout wu3 cioBa YTBEPXIEH (YTBEPXIEHA,
YTBEPXIEHBI nnmu YTBEPXJIEHO) 0e3 kaBbluek M MPONUCHBIMH OyKBamw,

HaMMCHOBAHHUA YTBCPIKAAIOIICTO JOKYMCHTA B TBOPHUTCIBHOM IIAACKE, €TI0 JaThl U

HOMEpA, HaIpuMep:

YTBEPXJIEH
pemienueM TepputopuanbHOU
u30uparenbHo Komuccuu Ne
ot 15 denpans 2011 1. Ne 28- 5
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I'pud yTBepkaeHus pacmojararoT B NPaBOM BEPXHEM YTy IOKYMEHTA.
B rpude yTBepkmeHHs MOIMyCKAeTCS IEHTPUPOBATH AJIEMEHTHl OTHOCHUTEIHHO
CaMOM JIJIMHHOW CTPOKH.

3.5.6. ¥Yka3aHus M0 UCTOJHEHUIO JOKYMEHTA (Pe30TI01usd).

VYKkazaHus MO HCIOJIHEHUIO JOKYMEHTa MOTYT OBbITh HANUCaHbl OT PYKHU
npeacenareiaeM TeppUTOpUANIbHOW KOMHUCCHUM Ha TOJIJWHHUKE JOKYMEHTa Ha
CBOOOJTHOM OT TEKCTa MeCTe WM 0OpMIICHBI Ha OTAEIBLHOM JicTe dhopmara A 6
(105x147), npunoxeHHOM K JIOKYMEHTY. YKa3aHHs IO HCIIOJIHEHHIO JIOKYMEHTa
BKJIFOYAIOT (aMUJIMW W WHUNWAIL HMCIOJHUTENCH, NMpPU HEOOXOAUMOCTH —
COJICp’)KaHHE TOPYYEHHUS, CPOK HCIIOJHEHUS, IMOJMNUCh PYKOBOAMUTENS U JaTy,
HaIpuMep:

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

IIpoury paccMOTpETh U 1aTh OTBET
k 15.02.2011

JInuHasg moamnmch
ara
3.5.7. 3aroJioBOK K TEKCTYy JOKyMeHTa (HAUMeHOBaHHe TOKYMEHTA).
3aroJioBOK K TEKCTY JOKYMEHTa JIOJDKEH KPaTKO M TOYHO PACKpbIBaTh €ro
coJiep>KaHue U OBITh COIVIACOBAH C HAMMEHOBAaHMEM BHJA JIOKYMEHTA. 3arojoBOK

MOXKCET OTBCUYATh Ha BOIIPOCHI:

«0 4eM (0 KoM)?», HarpuMep:

[Ipuka3
O co3nannn DKCepTHOW KOMUCCUHT

«uero (koro)?», Hampumep:

JIOJPKHOCTHOM peryiiaMeHT
BEIYILIETO CHENHUATUCTA

3aroJyIoBOK COCTaBJISIE€TCS JTULOM, TOTOBSIIHAM IMPOEKT JOKYMEHTA.
JlokymeHTbl, ogopMieHHble Ha OnaHkax ¢opmara AS, ykazaHus IO

HNCIIOJJHCHHUIO JOKYMCHTA, TCJIICTPaMMbl HC 03arjIaBJIMBAarOTCH.
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3aroyoBOK, COCTOSIIIMNA W3 ABYX W OoJjiee CTPOK, MeyaTaeTcs 4epe3 OAMH
MEXCTPOYHBIM WHTEpBaj, TOYKAa B KOHIIE 3arojOBKa HE CTABUTCH. 3arojIOBOK
pacronaraeTcs Ha NEpPBOM JIMCTE€ HaJ TEKCTOM JOKYMEHTa IO LIEHTPY, a IpHU
oopmileHnU MHChbMa — OT TPAHUIIBI JIEBOTO MOJIS.

3.5.8. Tekcr 10KymMeHTA.

Texcr gokymeHTa OGOPMIISIIOT B BHUJIE CBSI3HOIO TEKCTa, TAOJULbBI WA
COEJIMHEHHUS 3TUX CTPYKTYD.

Texctr noKymMeHTa JODKEH M3JaratbCd Kparko U SCHO, ObITh
apryMEHTUPOBAHHBIM, OOECIEYMBaTh TOYHOE M OJIHO3HAYHOE BOCIIPUSATHE
coJieprKallieiicsi B HeM UH(pOpMaIuu.

TekcT MOKyMEHTa IOJDKEH, KaK MPaBUIIO, COCTOSTh M3 JBYX dacTed. B
NEPBOM YaCTH YKa3bIBAIOTCS MPUYMHBI, OCHOBAHUS, LIEIH COCTABIECHUS TOKYMEHTA,
BO BTOPOM — pEIICHUs], BBIBOJIbI, POCKOBI, TPEITIOKEHUSI, PEKOMEHIAIUH.

TekcT OOKyMEHTa MOXKET COJEpXKaTh TOJIBKO 3aKIIOYUTEIbHYIO YacTh
(HanpuMep, MpUKa3 — PacHoOPSAUTENbHYIO YacTh 0€3 KOHCTATUPYIOUIEH, MUCHMO,
3asBJIEHUE — ITPOCKOY 0€3 MOSICHEHHUS ).

B Tekcre nokymeHTa, MOATOTOBIEHHOIO HA OCHOBAaHWH 3aKOHOAATENBHBIX,
WHBIX HOPMATUBHBIX IPABOBBIX aKTOB, U3JaHHBIX OpPraHaMH BJIACTH U YIPAaBJICHUS,
MUK Poccun, Cankr-IlerepOyprckoit wu30uparenbHOl KOMHUCCHUEH, paHee
W3IaHHBIX TeppUTOpHambHOM KOMHCCHEHN, YKAa3bIBAETCS HAUMEHOBAaHUE BHUJA
JIOKYMEHTAa, HaUMEHOBAaHWE OpraHa, W3/IaBIIETO JOKYMEHT, /1aTa MPUHATHS WU
YTBEPKJICHUSI JIOKYMEHTA, €ro pPErMCTPAallMOHHBIA HOMEp, a TaKXe 3arojioBOK
JIOKYMEHTA, 3aKJIFOUEHHBIN B KaBBIYKH.

TexcTbl JOKyMEHTOB OOJIBIIOTO 00BbEMa MOTYT JEIUTHCA Ha pasJiesbl,

NO/Ipa3/iebl U MyHKTHI, KOTOPhIE HYMEPYIOTCS apaOCKUMU U pamu, HapuMep:

1. Pasnen
1.1. [Toxpaznen
1.1.1. ITyHKT

AG3a11bl BHYTpH ITyHKTOB HE HYyMEPYIOTCS.

B nuceMax ucnonb3yror ciaenyromnme GopmMbl U3I0KEHUS:
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or l-ro numa MHOXecTBeHHOoro uyucia («IIpocum  HampaBHTH
uHpopMaluio...», «Harmpasisiem Ha 3aKkiIf0U€HUE TPOEKT...» U Ip.);

oT 3-ro nuua eauHcTBeHHoro uucia («TeppuropuanpHas KOMHCCHS HE
CUHUTAET BO3MOXKHBIM...», «TeppuTopranbHas KOMUCCHUS TpejIaraeT pacCMOTPETh
BO3MOXXHOCTb...»).

I'padbl ¥ CTpoKM TaONULBI AOKHBI MMETh 3arojOBKH, BBIPAKEHHbIE
CYIIECTBUTEIFHBIM B HMEHUTENBbHOM majexe. I[lom3aronoBku rpad u CTpok
JOJKHBI OBITh COTJIACOBaHbI C 3arosioBkamu. Eciin Tabnuiy neyataroT Ooliee yeM
Ha OJHOW cTpaHuie, rpadbl TaOMUIBI JOMKHBI OBITH MPOHYMEpPOBAaHBI U Ha

CJIEIYIOLIMX CTPAHULAX JOJHKHBI OBITh HalleyaTaHbl TOJIBKO HOMEpA 3TUX rpad.

3.5.9. OrtmMeTka 0 HATUYUM TPUJIOKEHUH.

OTMeTKa 0 HAJIMYWU MPUIIOKEHUN pacrioiaraeTcst OT TpaHuUllbl JIEBOTO MO
MoCJie TEKCTa Mepe/1 MOAMHUCHIO.

Ecnu noxkymMeHT mMmeeT MpuiioKeHHUs, Ha3BaHHbIE B TEKCTE, OTMETKa 00 MX

Hanuuuu oopmIIsieTcs 1o ciaeayoniei hopme:

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

Ecan JOKYMCHT HMMCECT IPUITOKCHNA, HC HA3BAHHBIC B TCKCTC, HX
HanMMCHOBAaHHA HGO6XOI[I/IMO MNCPCUHUCIINTG IIOCJIAC TCKCTAa HOOKYMCHTaA IICPCH
MNOANMCHIO C YKA3aHUEM KOJIHUYCCTBA JIMCTOB B KAKAOM IMPHUIIOKCHUHW U KOJIMYCCTBA

AK3EMIUISIPOB, MPHU HAJTUYUN HECKOJIBKUX MPUIIOKECHUN UX HYMEPYIOT, HAIPUMED:

[Ipunoxenue: 1. Tlonoxenue 06 FKCIIepTHOM KOMHCccHH Ha 15 11. B 1 9K3.
2. Ilpumepnas HoMeHKIaTypa nen Ha 14 1. B 1 9K3.
Eciu  nmpunoxeHuss cOpoOLIIOpOBaHbI, TO KOJMYECTBO JIUCTOB  HE
YKa3bIBACTCH.
ECHI/I HpI/IJ'IO)KCHI/IC HaHpaBHHCTCH HE€ BO BCC YKaBaHHBIC B JIOKYMeHTe

ajzipeca, TO OTMETKA O HAJIMYUHU MPUIIOKEHUST 0POpMIIETCA 0 clieaytonieit popme:

[Ipunoxenue: Ha 20 1. B 3 3K3. TOJIBKO B MEPBbIN aapec.
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Ecnmm x pokymeHTy mnpwiaraercss Opyrod JOKYMEHT, TaKKe€ HMEIOLIUN

IMPHIIOKCHUE, TO OTMCTKA O HAJIWYUHN IIPUIIOKCHUA O(l)OpMJIHeTCﬂ ciIeayromum

obpazom:

[Tpunoxenue: muceMo  [lerponaBnoBck-KamyaTCckoii  TOpOACKOM — TEpPUTOPUATIBLHOU
komuccur oT 15.11.2010 Ne 01-21/450 u mpunokeHHe K HEMY, BCErO Ha
12 n.

B penienusix u npuka3zax cBeACHUS O HATUYUU NPUIIOKEHUN YKa3bIBAIOTCS B
Tekcte. Hampumep:

«Pa3pabotath M TpEeACTaBUTh IMPOEKT IUIaHa 1o (opme, YyKa3aHHOU
B npujiokeHun Ne 1.

Ecnu B JoKymeHTe, K KOTOPOMY OTHOCUTCS IMPHUIIOKEHUE, OHO
HE YTBEPKJAETCsl, @ IPOCTO COJIEPKUTCSA CChLIKA HA HETO, TO B MPABOM BEPXHEM
VIJy YKa3bIBa€TCS, K KaKOMy pelieHUI0 (MpUKazy) NPUIOKEHHE OTHOCUTCS,
HaIpuMep:

[Ipunoxenue
K pemieHuto TeppuropuanbHON
n30uparenbHol komuccuu Ne
ot 11 ssaBaps 2011 r. Ne 11-5

ITpunoxenue
K IpUKa3y npeaceaarens TeppuTopraibHOI
n3buparenbHO KoMuccuu No_
ot 15 mapra 2010 1. Ne 27

[Ipy HaMMYMM HECKONBKUX TPHIOKEHUW OHU HYMEPYIOTCA, HampuMmep,

npuioxenue Ne 1, mpunoxxenue Ne 2 1 Tak gainee.

3.5.10. Tloamuck A0JIKHOCTHOTO JIHIIA.

B cocra noamucu  BXOAST: HAMMEHOBAaHUWE  JOJDKHOCTH  JIMLA,
MOJAMKUCABIIETO JOKYMEHT, €r0 JIMYHAs MOJMKUCh, KOTOpas opopMiIsseTcs: CHHUMU
WM YePHBIMH YepPHWIAMH, paciindpoBKa MOANMKUCH (MHULUAIBI, (pamuims).

Ecimu nokyment odopmisiercss Ha Oianke TeppuTopuanibHON KOMUCCHUHU, TO

PCKBU3UT BKIIOYAaCT HAMMCHOBAHUC JOJDKHOCTH JIMIA, MOAIMCBIBAIOIICTO
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JOKYMEHT, €ro JHUYHYI0 TOJMUCh, pacIuPpOBKY TMOAMNUCH (MHUIMAIBI U

bamunnio), Hanpumep:

HpeI[CGI[aTeJIB JJU4YHasA MnoAInrucChb HWHHUIIUAIBI, q)aMI/IJ'II/ISI

Eciyu n0MKHOCTHOE JMIO, MOANUCh KOTOPOTO 3aroTOBJIEHA Ha IPOEKTE
JIOKyMEHTA, OTCYTCTBYET, TO JOKYMEHT MOANUCHIBAET €r0 3aMECTUTEIb WUJIM HHOE
JMILO0, UCHOJHSAoLEe ero oOs3aHHOCTH. [Ipym 3TOM 00s3aTenbHO YKa3bIBAIOTCA
(akTHyecKass JOJDKHOCTH JIMIIA, MOJIMUCABIIEr0 JOKYMEHT, U ero ¢amumius. He
JIOMYCKAaeTCsl MOANKUCHIBATh JTOKYMEHTBI C IPENJIOTOM «3a» WM MPOCTaBICHUEM
KOCOH 4epThl Iepe]] HANMEHOBAHUEM JOJKHOCTH.

Ecnu nokyMeHT odopmiisieTcs He Ha OJIaHKe, TO PEKBU3UT COECPKHUT MOJTHOE
HAaMMEHOBAaHUE JIOJDKHOCTH JIMIA, MOJNUCABIIEIO JIOKYMEHT, €ro JIMYHYIO

MOJIMKCH, pacIIMPOBKY MOANUCH (MHUITHAIBI U hamuiuto). Hampumep:

3amecTuTeNnb npeceaaTens
TeppuTopranbHON N30UpaTEITHHOM
KOoMHCCHH Ne JUYHAs TIOANKCH WHULIAAIIBI, PaMuIus

HpI/I nmoaAnrMCaHu AOKYMCHTA HCCKOJIbBKMMHU JOJDKHOCTHBIMH JIMIAMHU HX
IIoAIINCH paciojararoTcs OJHa 1o 1 ,I[perﬁ B IIOCJIICA0OBATCIbHOCTH,

COOTBETCTBYIOIIIEH 3aHMMaeMOM JOJKHOCTH, HAlIPUMED:

Hpez[cez[aTeﬂL JIM4YHas IoAnuch HWHHUIIUAIBI, q)aMI/IJ'II/ISI

['maBHBIN OyxTrantep JIMYHAs MOJINKCh WHULIAAIBI, pamMuTus

HpI/I noanvuCaHuM AJOKYMCHTAa HCCKOJBKMMH JIMOAMH, 3aHHUMAarolIuMH
PaBHBIC JOJDKHOCTH, nux moAInnucu paciojararoT Ha OJHOM YPOBHC.

Hanpumep:
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Hauvaneauk npaBoBoro oraena Hauanbuuk
OpPraHU3alMOHHO-METOANYECKOTO
oraena
JTUYHAS TTOAMUCHh WHUIHAIBI, (haMUITHs JTUYHAS TOANUCh WHHIIHAIBI, (PaMUITHS

B nmokymeHTe, MOoAroTOBIEHHOM KOMHUCCHUEN, TOAMCH PACIIONAraroTCs OHa
nox apyroii. [lepBeIM yKa3wpIBaeTCs MpeCeaaTelh KOMUCCUH, a (aMUITUN WICHOB

KOMHCCHH PACIIOIAraroTCA B aﬂ(l)aBI/ITHOM IMOPAOKE. HaanMep:

Hpez[cezlaTenL KOMHCCHHU JIM4YHas nIoAnuch HWHHUINAJIBI, (baMI/IJ'II/Iﬂ

YUsieHbl KOMHCCHUI JIM4YHas nIoAnuch HWHHUIINAJIBI, (1)aMI/IJ'II/I${
JIM4YHas 1nmoAnncChb HMHUIHaJbl, (baMI/IJH/ISI

Eciu mokymMeHT cocTaBiieH Kak TIpujaraeMas K OCHOBHOMY JIOKYMEHTY
CIpaBKa WK MHGOpMALHS, TO OH OPOPMIISIETCA B COOTBETCTBUU C MyHKTOM 3.5.9,
a BMECTO MOJIHUCH O]l TEKCTOM JOKYMEHTA, KaK IMPaBHUJIO, YKa3bIBA€TCsl HA3BaHUE
COOTBETCTBYIOILIETO OT/AENa ammnapara TeppuTopuaibHOM KOMHUCCHH, B KOTOPOM
MOJITOTOBJICHA CITpaBKa WK UH(GOpMAITHs.

3.5.11. I'pu¢ cornacoBanms.

I'pud cormacoBanus cocroutr u3 cioBa COIJIACOBAHO 0€3 KaBblu€K
U TPONUCHBIMH OyKBaMH, HAUMEHOBAHUS JIODKHOCTH JIMIIA, C KOTOPHIM
COTJIACOBBIBACTCS JOKYMEHT (BKJIIOUash HAUMEHOBAHUE OPTaHU3aIiH), €T0 JTHYHOM
MOJMUCH, paciiuPOBKUA MOANUCH (MHULUAIBI, (aMUJIUs) U JAThl COTJIacOoBaHUS,

Hanpumep:

COI''TACOBAHO
3aMecTuTeNb I1aBbl aIMUHUCTPAINH
Kpacuocennckoro paitona Cankrt-IlerepOypra

JTUYHAS TOANKUCH WHUITHAIIBI, PaMUITUs
ara

Ecau cornacoBanue OCYyHICCTBJACTCA IMPOTOKOJIOM, IMUCbMOM WJIM APYTI'MM

JIOKYMEHTOM, TO COTJIACOBaHUE O(OPMIISIETCS CIAEAYIOITUM 00pa3oM:
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COI''TACOBAHO
MIPOTOKOJI 3aCE€JaHUs
aTTECTALIMOHHON KOMHUCCUU
TeppuropuabHON U30MpPATETLHON KOMUCCUU

Ne
ot 05 depanst 2011 1. Ne 16
WIIH:
COT'JTIACOBAHO

nucbMo Pocapxusa
ot 05 mapta 2011 r. Ne 4-15/46

I'pud cornmacoBanusi pacrnonaraercs noj pekBuzutoM «lloamuce» B JeBOM
HUKHEM T10JIe IOKYMEHTA.

3.5.12. Bumu3za.

BHyTpeHHee corjacoBaHuWe IMPOEKTa JIOKyMEHTa O(OpMIISETCS BH30M.
Bu3za BKIIIOYaeT MOANUCH BU3UPYIOLIErO, pAacHIM(pPOBKY MHOANUCH (MHUIUAIBI,
dbammwius) W AaTy, OpU HEOOXOIUMOCTH MOXET ObITh yKazaHa J0JKHOCTh
BHU3UPYIOLLEr0, HaIlpUMeEp:

HavansHuk npaBosoro orzaesna
JIMYHAs MOAINCH WHULMAIB, paMuIns
Hara

[Ipu Hanuuuy 3aMe4aHui K TOKYMEHTY BU3a OPOPMIISIETCS CIAEAYIOITUM 00pa3oM:

3aMeyaHus NPUIararTcs
HavansHuk npaBosoro orzaena

JINYHAs TTOJAMKUCH WHUIUANBI, pamMuus
Hara
3ameuanus N3J1ararTcCAd Ha OTACJIIBHOM JHUCTCE, IMOAIINCBIBAKOTCSA

Y IIPUJIAraroTCs K JOKYMEHTY.

Jlomyckaercs OJIMCTHOE BUBUPOBAHUE JOKYMEHTOB U MPUIIOKEHUN K HUM.

Ecnun mognmvHHUK NOKyMeHTa ocTaercsa B TeppUTOpHMambHONW KOMHMCCHH,
BU3bl IIPOCTABJISIIOTCS B HMXKHEM 4acTH OOOPOTHOM CTOPOHBI MOCJEIHEro JHCTa
MOJJIMHHUKA TOKYMEHTA.

JIns MOKyMEHTa, MOJJIMHHHUK KOTOPOTO OTIPABISIOT M3 TEPPUTOPUATIBHOU
KOMMCCHUH, BU3BI IPOCTABIIAIOTCA B HWJKHEN YaCTH JIMLEBOW CTOPOHBI MTOCIEIHETO

JIMCTA KOIIKMHK OTHPABIIACMOIo J10KyMCHTA.

3.5.13. OrrucK meyaru.
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[leyatp 3aBepsieT NOMIMHHOCTH MOAINUCH JOJDKHOCTHOTO JIMIIA Ha
JIOKYMEHTaX,  yAOCTOBEPSIOIIMX  MPEeAyCMOTPEHHbIE MPAaBOBBIMH  aKTaMU
MOJIHOMOYHMS JOJDKHOCTHBIX JIMI[ WM (UKCUPYIOIIUX (aKThl, CBS3aHHBIE C
(VHAHCOBBEIMU CPEACTBAMH, a TAK)KE HA WHBIX JTIOKYMEHTaX, PeIyCMaTPUBAIOIINX
3aBEpEHUE MOJIMHHOMN TOATKCH.

[leyaTs cTaBUTCS Ha CBOOOJHOM OT TE€KCTa MECTE, HE 3aXBaThIBas JIMYHOM
MOJIKCHU JTOJDKHOCTHOTO Juna. [ledaTe MOXKET 3aXBaThIBaTh YaCTh HAMMEHOBAHUS
JOJKHOCTH JIMLA, MOAIMUCABIIETO JOKYMEHT.

B nmoxymeHTax, MOATOTOBIICHHBIX Ha OCHOBE YHH(DHUIIMPOBAHHBIX (HOPM,
neyaTh CTaBUTCA B MecTe, 0003Ha4YeHHOM oTMeTKoU « MID» ninu nHbIM 00pa3oMm.

3.5.14. OtmeTKa 0 3aBepeHUM KONMH.

JIns 3aBepeHHs] COOTBETCTBUSA KONHMHM JIOKYMEHTAa IMOJJIMHHUKY HHUXKE
pekBuzuta «lloamuce» MpoCTaBiIsSeTCS OTMETKA O 3aBEPEHUM KONUU —

3aBCPUTCIIbHAA HaAIIHNCh «BepHo», AOJDKHOCTD JIMIld, 3aBCPUBHICTO KOIIHMIO, €T0

JJM4Has1 IoAIIMCh, pach/I(prBKa IMOAIINCHU M JaTa 3aBCPCHUA, HAIIPHUMCP:
Bepno

[Ipencenarens TeppuropuanbHOM
n30buparenbHOil KoMuccuu No

JINYHAs TTOJAMKUCH WHUIUANBI, pamMuus
Hara

[Ipu HEOOXOIWMOCTH TIPH 3aBEPCHUM KOMHHM JOKYMEHTAa MOXKET OBITh
MIPOCTABIICHO BpeMs 3aBepeHus (HarpuMmep, IpH 3aBEPEHUU KOTHM TIPOTOKOJIOB 00
UTOTax TOJIOCOBAHUS, PE3YJIbTaTaX BEIOOPOB).

OTMeTka O 3aBEepPeHUM KOMUU MOXKET OBITh JIOMOJIHEHA YKa3aHUEM
KOJIMYECTBA JIUCTOB KOMUH. JlomyckaeTcsi 3aBepsATh OTMETKOM O 3aBEpEHUN KOTTUU
KQKJIBIH JIUCT KOMTUW JOKYMEHTA.

[Tpu mepechlTke KONMUU JOKYMEHTa B JIPYyTrMe OpPraHU3alliy WM BhIAAade €¢
Ha PyKW 3aBepUTEIbHAs HAJIUCh yIOCTOBepsieTcsl meudarbio «TepputopuanbHas

n3ouparenbHast Komuccus No . g 1oKymMeHTOBY

3.5.15. OrMmerka 00 MCIIOJIHUTEJIE.



21
OTtMmeTka 00 WCHOJHHTENE BKIOYACT B Ce0S HHHIHMAIL U (HaMUIHIO
WCITOJTHUTENISL TOKYMEHTA U HOMEpP €ro CIykeOHOTO TenedoHa ¢ KOJOM PETHOHA.
OTMeTKy 00 MCIOJHUTEIE pacoJiaraloT Ha JIMIIEBON WJIH, TIPU OTCYTCTBUU MECTa,
Ha OOOpPOTHOH CTOpPOHE IOCIICAHErO JIMCTa JAOKYMEHTa B JICBOM HIDKHEM YTy

pasmepom mipudra 10 myHKTOB, HanpuMep:

B.JI. 3y6aper
(499) 356-85-31

3.5.16. OtmeTka 00 MCIIOJTHEHUH JOKYMEHTA.

OtMmeTka 00 WCIOTHEHUW JOKYMEHTa W HaNpaBJICHWH €ro B JEJ0
BKJIFOYACT CJICAYIONINE JIaHHBIC: KPAaTKUE CBEJICHHUS 00 WMCIOJHECHUU JTOKYMEHTA
(mp1 OTCYTCTBUHU TOKYMEHTA, CBHJCTEILCTBYIONMIETO OO0 WCIIOJHEHUH), ATy H
HOMEpP UMEIOIIEToCs JOKyMEHTa 00 HMCIIOTHEHHH, cloBa «B memo», HoMmep aena, B
KOTOpOM  OyAeT XpaHUTbCS JOKYMEHT, JaTy, TMOJANKHCh IMpeaceaaTess

TeppuropruaibHON KOMUCCHH.

4.  Opranusanusi padoThbl ¢ HCXOASIUMH (OTHPABJISIEMbIMH) TOKYMEHTAMHU

4.1. Hcxopsume ITOKYMEHTBI I€YaTaloTCsl Ha OJaHKax YCTaHOBJIEHHOM
dbopMbl M OQOPMIISIFOTCS B COOTBETCTBUM C TIOJIOKEHUSIMU  HACTOSIIEH
HNHcTpykumm.

4.2. OtnpaBKka  JOKyMEHTOB H3  |eppuUTOpHANIBHON  KOMHCCHUU
OCYIIECTBISIETCS (PeNbABETEPCKON WM CICHHAIBHOM CBS3bI0, TIOYTOM, IO
tenerpady, kananam cBsizu 'AC «Bb10opbl», kKaHaiam (haKCUMUIIBHOM CBSI3U, CETU
WHTEepHET WM HAPOUYHBIM.

4.3. Ilpum odopmiieHMHM THCEM U TEJErpaMM HCIHOJHUTENb YKa3bIBaeT
MOJIHBIN TTOYTOBBIN (BKJIIOYAs MHAECKC) aApec OpraHU3allK WK TpaKJaHUuHa.

4.4, Hcxopsaume nucbMa HAINpPABISIOTCS 32 IMOANUCHIO MpeaceaaTelis
TeppuropralbHOH KOMHUCCHH, B €r0 OTCYTCTBHE — 3a MOJIUCHIO 3aMECTHUTENs
npeacenarenas WIA MHOrO 4jieHa TeppuTopuasbHON KOMHMCCHH, WCIIOJHSOLIETO
00513aHHOCTH TIpejiceaaTelis, Ha OJaHKe MUChMA.

4.5. TloanmucaHHbIe MUChMA U TEJIETPAMMBI PETUCTPUPYIOTCS B KypHAJIE.
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Ecnu otnipaBiissieMblii JOKYMEHT SIBJISIETCSI OTBETOM HA BXOJISAIIMN JOKYMEHT,
HEOOXOAMMO TPHOOMIUTh TOJIMHHUK BXOJIIETO JOKYMEHTAa K KOIHUHU
OTHPABISEMOI0 TOKYMEHTA, OCTAIOUIEHCA B JIEIIE.

4.6. JloKyMeHTaM NpHUCBAMBAETCS HUCXOJSAIINI HOMEpP, KOTOPHIM COCTOUT
U3 HWHJIEKCa JieJla TI0 HOMEHKJIAType A€l U MOPSAIKOBOTO HOMEpPA HOKYMEHTA,
pa3AeieHHBIX KOCcOW 4yepToil. Mcxonsimmii HOMEp yKa3bIBAETCS TAK)KE Ha KOIHH
JOKYMEHTA, OcCTawllencs B aene. Hymepamusa wuCXoasmux JTOKYMEHTOB
OCYILECTBIISIETCSA B MpeEJieNiax KaJIEHIapHOTO ro/ia.

[Ipu peructparii MCXOAAIIETO JOKYMEHTa B PETHUCTPAIMOHHON (dopme
00s3aTENIbHO  YKa3bIBAIOTCS CJIEAYIOIIME PEKBU3UTHL: JaHHbIE 00 ajpecare
(pamunmsi, uMs, OTYECTBO (PU3UYECKOrO JIMIIAa WM Ha3BaHWE OpraHU3aIluH,
MECTOHAXOXJACHUE TIOJIydaTelsi), a TaKkKe KpaTKoe COAEpKaHUE JTOKYMEHTa,
KOJINYECTBO JINCTOB OCHOBHOI'O JIOKYMEHTA U JINCTOB NPHUIOKEHUSA, KOJIUYECTBO
DK3EMIUISIPOB, UCIOJHUTENb JTOKYMEHTA, €r0 COUCIOJHUTEIN, & TaKKE€ KEM OH
MTOJIITHACAH.

4.7. Jlokymentsl 10 BompocaMm (GopMHpoBaHUS TeppUTOpHUATIBHBIX
KOMHCCUH U OCYIIECTBIICHUS] MX (DMHAHCUPOBAHUS, HATPAXKIACHUS U MOOUIPEHUS
YJICHOB M pabOTHHKOB armmapaTta TeppuTopuasbHON KOMHUCCHUHU, CBEICHUS O
YUCJICHHOCTU M30Mparesniel, y9aCTHUKOB pedepeHayMa B 00A3aTEIbHOM TOPSIKE
HaIMpaBJISIIOTCS  QETbIBETEPCKON WM CHEUHATBHOM CBS3bIO, TMOUTOM WIIU
HapOYHBIM.

NHble [OKYMEHTBI MOTYT OBITh OTHpaBieHbl (EIbIBErePCKON WU
CIIEHUAIBHOW CBSI3bI0 WJIM NIOYTOM IO YKa3aHUIO npeacenarens TeppuropuaibHON
KOMUCCHH.

4.8. Tlo xanamam (aKCUMIIIBHOW CBSI3M  JOKYMEHTHI IEpPEIAIOTCS
OTBETCTBEHHBIM 3a BEJICHUE JEIONMPOU3BOACTBA NIOCIE UX PETUCTPALIVH.

4.9 Tlpu otmpaBke TenerpaMmbl O0Jiee YeM B YeThIpe aapeca ohopMIIseTCs
MOJJIMHHUK, KOMHUS M JIBa DJK3EMIUISIpa TMOJAMMCAHHOTO CIHCKAa PAacChUIKH C
YKa3aHHEM TIOJIHBIX IIOYTOBBIX (BKJIOYas TMOYTOBBIA HMHIEKC) aapecoB. Ha

Tenerpa(b nepeaaroTcda NOJIMHHUK C OAHUM OJK3CMILIAPOM CIIHMCKa PAaCCbUIKHM U
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KOIKA TeJEerpaMMbl, KOTOpasi ¢ OTMETKOM O mepegade TeaerpaMMbl BO3BPAILAETCS
B TeppUTOpHAIbHYIO KOMHUCCHUIO U BMECTE CO BTOPBIM 3K3EMIUIIPOM CIHCKA
PACCBUIKM MOJIIMBAETCS B JEIO.

4.10. [Ipu oTnpaBke nucbMa 0oJiee YeM B YETBHIPE apeca COCTABISAETCS
CIMCOK PACCBUIKM YCTaHOBJIEHHOM (opmbl (mpuiiokeHue Ne 6), KOTOpbIH
IIOJINMCHIBAECTCS NIPENCENATENEM, B €T0 OTCYTCTBUE — 3aMECTUTENIEM MIPEACENATENS
WIM UHBIM 4YJeHOM TeppUTOpHaTbHOM KOMHUCCHH, HCHOJIHSIONINM O0S3aHHOCTH
npencenarenss TeppuropuaneHod komuccuu. Ilociie permcrpanuy  IHUCBMO
TUPAXKUPYETCS B HEOOXOAMMOM KOJIMYECTBE U OTIIPABIISAETCA.

Ecnu nucbMo WM TelerpaMma HarpabisieTcss He 0oJjiee 4eM B 4EThIpe
azpeca, TO MOAMUCHIBACTCS KaXAbI IK3EMILIAD.

4.11. OrnpaBka JTOKYMEHTOB NMPOU3BOJUTCS €KEIHEBHO B 4achl pabOThI
TeppuToprajibHON KOMHCCHHM, KPOME BBIXOJHBIX W HEpabOuMX Mpa3JHUYHBIX
JTHEH.

[Topsimok OTHpaBKU HCXOAAIIMX JOKYMEHTOB IOCJIE€ OKOHYaHUSA paboyvero
IHS, B BBIXOJHBbIE U Hepabouue Mpa3IHUYHbIE THH, B IEPHOJ MOATOTOBKU U
NPOBENCHHUS HM30MpPATENbHBIX KaMIIAHWW  yCTaHAaBIMBAETCA IMpeAcenaTeseM
TeppuropuaibHOM KOMUCCHH.

4.12.  JIoKyMEHTBI C OTMETKON O CPOYHOCTH JOCTaBKU «BecbMa CpouHO»
u «CpouHO» OQOPMIIAIOTCS HE3aMEIJIMTENIbHO, OTIPABISAIOTCS IO  KaHajlaM
(bakCUMWIBHOMN CBsI3U, ceTH MTHTEpHET, HApOUHBIM.

4.13.  JlokyMeHTBI, HampaBJIIeMble TpaXXKIaHAM MO JOMAIIHEMY aJpecy,
OTMPABISIOTCS 4Yepe3 TMOYTOBOE OTAEJIEHHWE CBA3M, KaK MPaBWIO, 3aKa3HBIMU
IIMCbMaMH.

4.14. JlokyMeHTBI, TepeaBaeMble MO KaHaidaMm (PaKCUMHIBHON CBS3H,
PETHCTPUPYIOTCS B OPAJIKE, YCTAHOBICHHOM ISl HCXOASAIIMX JOKYMEHTOB.

4.15. MUcxomsmme  AOKYMEHTH, O(OpMIICHHBIE C  HapyIICHUEM
TpeboBanuii WMHCTpyKIMU, K OTIpaBKE HE NPUHUMAIOTCS W BO3BpaLIAlOTCA
UCIOJHUTENSIM Ha aopaboTky. Koppecnonneniusi Heciy:)keOHOro XapakTepa, B

TOM YHCJIC JIMYHAA KOPPCCIIOHACHI M, K OTIIPABKC HC ITPUHUMACTCA.



24
4.16. Komuu wucCXogimmx JOKYMEHTOB TIOMEHIAIOTCS B JEl0 B

COOTBETCTBUM C HOMEHKJIATYPOU J1es1 TeppuTOpranbHON KOMUCCHUHN.

5. Ocob0enHocTH padoTHI ¢ OOpPALIEHUAME I'PAXKIAH

5.1. Opranuzanus pabOThl C OOpalICHUSMH TpakJaH OCYIIECTBISETCS
B COOTBETCTBHHM C pazjiesioM 2 HacTosied MHCTpyKIuu ¢ yueToM 0COOEHHOCTEH,
yKa3aHHBIX B JAHHOM pa3Jielie.

5.2. IlucebmeHHble oOOpaimieHuss Tpaxaad (majmee —  oOpareHus),
noctynupime B TeppuUTOpUAlbHYIO  KOMHUCCHIO,  PETHUCTPUPYIOTCS €
WCIIOJB30BAaHUEM PETUCTPALMOHHBIX (QOPM  OTACIBHO OT JAPYIMX BHJIOB
JIOKYMEHTOB HE€ TMO3/JHEE TpeX JHeW Cc MoMeHTa mnocTymieHus. OOpaieHus,
Kacarolyecs: HapylIeHUN H30UpaTeNIbHBIX MpaB Irpa)kJaH B MEPHOJ MOJATOTOBKHU
U TIPOBEJICHUS BHIOOPOB U pePepeHIyMOB, PETUCTPUPYIOTCA B JIEHb MOCTYILJICHUS
B TEPPUTOPHATBHYIO KOMUCCHIO.

5.3. Ilpu BCKpBITUH KOHBEPTOB TPOBEPSCTCS HATUYHE BCEX BIIOKCHHM.
KoHnBepT 00s13aTEIHHO COXpaHSETCS.

OOGpamieHusi, cojepkallue B aJAPECHOM dYacTh TOMETKY «JIudaHO»,
paccMaTpUBAIOTCS B 0OIIIEM MOPSIIKE B COOTBETCTBUU ¢ MHCTpyKITHEH.

[Ipu peructpanuu noBTOpHbIX  OOpaimieHudd WM TPUCBAUBACTCS
OUEpEeHOM PErucTPAalMOHHBI HOMEp, B PErHCTpalMOHHOW QopMe aenaercs
otMeTKa «IIoBTOpHO.

Ecnu OOpanieHue nocTynuiao OT KOJUIEKTHBA TpaXaaH, TO IPU PErUCTPALIMU
B pErucTpaloHHON GopMe cTaBuTCS 0TMETKA «KOIIEKTUBHOEY .

5.4. PerucrpallMOHHBIA IIITaMII, COCTOSIIMN W3 TOPSAIKOBOrO HOMEpa
oOpallleHusl U JaThl PETUCTPALMM, CTABUTCS, KaK IMPaBWJIO, Ha TEPBOM JIKCTE
OOpaiiieHus B MpaBOM HUKHEM YTITy WM HAa CBOOOJHOM OT TEKCTa MECTE.

Hymepamuss moctynuBmux OOpallieHuii  OCYIIECTBISIETCS B TIpenesax
KaJICHJAPHOTO To/a.

5.5.  3BapeructpupoBanusie OOpaleHus: paccCMaTpPUBAIOTCS MpeceaaTeNIeM

TepputopraibHOM KOMHCCHHM, 3aT€éM TIOCJIE€ TIEPEHECeHMs] yKa3aHUsl 110
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WCITOJTHCHHUIO JOKYMEHTA B PETrUCTPAIMOHHBIE (DOPMBI EPEAAIOTCS UCTIOTHUTEISIM
MO/ MOJINHKCH.

5.6. OOpamienus, aJpecoBaHHbe wWieHaM TeppuTopUamIbHON KOMHCCHUU,
PETUCTPUPYIOTCS. B YCTAHOBJIECHHOM TOPSJKE, JOKJIAJBIBAIOTCA MPEIACEAATEIO
TepputopralibHOW KOMHCCHUHM, 3aT€M IIOCJIE TIEPEHECEHHsS YKa3aHus IO
UCIIOJIHEHUIO JOKYMEHTa B PErUCTPAlIMOHHBIE (hOPMBI MEPEAAIOTCA UCTIOTHUTEISIM
MO/ OJIMKCH.

OOpailieHrs paccMaTpUBaIOTCS B COOTBETCTBUM C  YKa3aHUSIMU TIO
WCIIOJTHEHUIO JOKYMEHTA mpenacenareis TepputopuaibHO KOMUCCUU B TOPSIIKE,
YCTaHOBJIEHHOM 3aKOHOJATeNbCTBOM Poccutickoit denepanymu.

5.7. OOpamieHusi, coJepKallde BOMPOCH, pelIeHue KOTOPhIX HE
OTHOCHUTCSI K KOMIETEHIHMH TeppUTOpUaTbHOW KOMUCCHH, JOKJIAIbIBAIOTCS
npeacenaTento TepputopuaabHOM KOMUCCHH U IO €r0 YKa3aHHIO N0 UCTIOJHEHUIO
JOKYMEHTa B TEUEHHE CEMHU KaJICHAAPHBIX JHEW CO [JHSA pEerucrpanuu
HaIMpaBJISIIOTC € CONPOBOAUTEIBHBIM IMHCBMOM 3a €ro MOJNUCBHI0O B
COOTBETCTBYIOIIMII OpraH WM COOTBETCTBYIOUIEMY JIOJKHOCTHOMY JIMIY, K
KOMIIETEHIIUU KOTOPBIX OTHOCHUTCSl pEIIeHHWE IMOCTaBlIeHHbIX B OOparieHun
BOIIPOCOB, C YBEJOMJICHMEM TpaxkaaH, HamnpaBuBmmx OOpaimieHus, o
nepeanapecanuun  OOpamieHuii. B conmpoBOAWTEILHOM IMHCbME OrOBapHUBacTCS
MOPSAOK HarpaBlieHus oTBeTa aBTopy OOpaiiieHus.

Ecnu pemenune mnocraBrneHHbix B OOpamieHUsIX BOMPOCOB OTHOCHUTCS K
KOMIETEHIIUU HECKOJIbKUX TOCYJAPCTBEHHBIX OPTraHOB WJW JOJKHOCTHBIX JIMII,
konusi OOpanieHuss B TEUEHHUE CEMH KaJICHJAPHBIX JHEH €O JHS perucTpainuu
HalpaBJISIETCSI B~ COOTBETCTBYIOIIME  OpraHbl WA  COOTBETCTBYIOIIUM
JIOJDKHOCTHBIM JIALIAM.

5.8. 3Bampemraercs  HampaBnath  OOpalneHne Ha  PacCMOTpPEHHE
B F'OCY/IApCTBEHHBIN OpraH, OpraH MECTHOI'O CaMOYIIPABJICHUS WIH JIOJKHOCTHOMY
JUIly, pelleHue wid JercTBue (0e3aedcTBUE) KOTOpPBIX — Oo0Xaiayercs, 3a

VCKIIFOUEHHEM CITy4aeB, YKa3aHHBIX B IyHKTe 6 crarbu 75 denepanbHOro 3akoHa
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«O0 OCHOBHBIX TapaHTHSIX U30UpATEIbHBIX MpaB W TpaBa Ha Yy4yacTHE B
pedbepenayme rpaxkaan Poccutickort @eneparum.

5.9. Ecnu B COOTBETCTBUU C 3allpeTOM, YKa3aHHBIM B mojpazjaene 5.8
NHCcTpyKMy, HEBO3MOXXHO HamnpaBuTh OOpanieHMe Ha pacCMOTPEHUE B
roCyapCTBEHHBI OpraH, OpraH MECTHOTO CAMOYIIPABJICHUS WU JOJKHOCTHOMY
JIUIY, B KOMIETEHIIMIO KOTOPBIX BXOJUT PEIIeHHE MOCTaBiIeHHBIX B OOpaieHuu
BOIIpocoB, OOpanieHue BO3BpAIAETCS TPaXXJaHUHY C Pa3bICHEHHEM €ro Ipasa
00XanoBaTh COOTBETCTBYIOIIEEC pEIICHHWE WM JIEUCTBHE B YCTAHOBJICHHOM
NOPSIZIKE B CYJIE.

5.10. OOpamienusi, TOCTYNHUBIINE B TEPPUTOPHAIBHYIO KOMHCCHIO,
paccMaTpuBalOTCsl B CPOKHM, YCTAHOBJEHHbIE TmoapasaenaMu 8.5 u 8.6
HNHcTpykmum.

B mepuon moArotoBku M MpOBEACHHSI BHIOOPOB U pedepeHayMOB CpPOKHU
VICITOJTHEHHSI OOpareHuit YCTaHaBJIUBAKOTCS B COOTBETCTBHUH C
3aKoHOJaTeNbCTBOM Poccuiickoit denepanuu o BbIOOpax U pedepeHymax.

Ecin  HeoOxomumMo  mpouyiuTh  Cpok  paccmorpeHuss — OOpaiueHus,
UCITOJIHUTEIb HE MO3/IHEE YEM 3a TPHU JHS JO UCTEUEHUS CPOKA MOATOTOBKU OTBETA
IPEACTABIIIET HA WM npeaceaaress TeppUTOpHalbHOW KOMHMCCHM JTOKJIAIHYIO
3alUCKy C OOBSCHEHUEM, MO KaKOoW NpPUYMHE HEBO3MOXHO JaTh OTBET B
YCTaHOBJICHHBIN CPOK. MakcuMalibHOE NPOJIEHHE CpOoKa ucroHeHus: OOpaieHus
coctapisieT 30 KaJleHAapHBIX THEH.

3asBUTENIO HAMPABIIAETCS YBEAOMIICHUE O MPOJICHUH CPOKa PACCMOTPEHUS
ero O0OpaieHus.

OOparienus, Ha KOTOpbIE IAal0TCS MMPOMEXYTOUHbBIE OTBEThI, C KOHTPOJIS HE
CHUMAIOTCH.

5.11. B cnyuwae mnocrymieHus B TeppuTopuaibHyl0 KOMHUCCHUIO B
YCTAaHOBJICHHOM MOPSJKE 3alpoca TOCYyJApCTBEHHOIO OpraHa, opraHa MECTHOTO
caMOYIIpaBJIEHUs WM JOJDKHOCTHOTO JUIA, paccMmarpuBatonmx OOpanieHue,
JOKYMEHThl W MaTrepuaibl, HeoOXoaumble Jisi paccMmorpenus OOparieHus,

MPEJICTABISIOTCS B T€UCHUE 15 KalleHIapHBIX THEH.
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5.12. OtBer nHa OOpamieHue, B KOTOPOM HE YKa3aHbl (aMuIus
TpaXJIaHWHA U €T0 MOYTOBBINA aJIPEC WIIH aJIPEC MIEKTPOHHOM MOUYTHI, IO KOTOPOMY
JOJDKEH OBITh HampaBlIeH OTBET, He aaercs. Takoe OOpaleHuEe CHHCHIBACTCS B
neno npeacenareneM TepputopuanbHol Komuccuu. B ciydae ecu B OOpamenun
coJiep>KaTcsl CBEJIEHUS O TOJTOTABIMBAEMOM, COBEpPIIAEMOM WIIM COBEPIICHHOM
IPOTUBOIIPABHOM JIETHUM, a TakXke O JUIEe, €ero IO0Jr0oTaBIMBAIOLIEM,
COBEpIIAIOIIEM WM COBEPIIUBIIEM, OOpalleHHe TOJJICKUT HAMPABICHUIO B
roCyAapCTBEHHBIA OpraH B COOTBETCTBUU C €TI0 KOMIIETEHIIUEH.

Ecmu tekct OOpatienusi He TOIIASTCS MPOYTEHHIO, OTBeT Ha OOparieHue
HE JlaeTcs U OHO HE TMOMJICKHUT HANpPaBICHUI0O Ha pPACCMOTPEHHE B
roCyJapCTBEHHBIA OpraH, OpraH MECTHOTO CAMOYIIPABJICHUS WJIU JOJKHOCTHOMY
JIUITy B COOTBETCTBHM C MX KOMIIETCHITUEH, O YeM B TEUCHHUE CEMH KaJICHIapHBIX
JHeH co nHa peructparuu OOpalineHusi cooOMaeTcsl rpak/IaHuHy, HallPaBUBILIEMY
Oo6paienue (ecnu ero Gpamims U MOYTOBBIN aAPEC MOAAAIOTCS MPOYTEHUIO).

5.13. OOpamienus, B KOTOPBIX COJEpPXATCS HEICH3YpHBIE JHOO
OCKOpOUTENbHBIC BBIPAKEHUS, YrpO3bl IKU3HH, 3J0POBBI0O M  HUMYIIECTBY
JOJKHOCTHOTO JIMIIA, @ TaKKE€ WIEHOB €ro CEeMbH, OCTaloTcs 0e3 oTBeTa Io
CYIIECTBY TIOCTaBJICHHBIX B HEM BOIIPOCOB, a 3asgBUTENIIM COOOIIAETCS
O HEJOMYCTUMOCTH 3JI0yTIOTPEOICHUS TPABOM.

5.14. OOpaiueHue, B KOTOPOM 00KallyeTcs Cy/1IeOHOE pellieHHue, B TEUEHUE
CEMHU KaJleHIApHBIX JIHEW CO JHS PErucTpallid BO3BPAIACTCA TPAKIAHUHY,
HamnpaBHUBIIEMY oOOpallieHre, ¢ pa3bsICHEHHEM MOpsAAKa 00KajJOBaHHUS JaHHOTO
CyJ1e0HOTO peIlICHHUS.

5.15.  Ecnu B O0OpaiiieHun CoaepKUTCsI BOMIPOC, HA KOTOPBINA TpaKIaHUHY
HEOJHOKpATHO (JIBa paza u 0oJiee) JaBAIUCh MUCHMEHHBIE OTBETHI MO CYIIECTBY B
CBS3M C paHee HampaBieHHbIMH OOpamieHusmMu, ¥ Tipu 3ToM B OOpaineHun He
MPUBOMSTCS HOBBIE JOBOJBI U OOCTOSATENIHCTBA, TO TMEPENUCKA IO JTAHHOMY
BOTIPOCY C TPaKIaHWHOM IPEKPAIIAETCs, O YeM €My HaIlpaBisIeTCs YBEAOMIICHHE.

5.16.  JIuunbrit IpUEM rpaxiaaH BEJIETCS npeacenaTeseM

TeppuroprualibHOM KOMUCCHHU.
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Wudopmanms o mopsake mOpueMa TpakgaH — pa3Meliaercs  Ha
uH(GOPMAIIMOHHOM CTeHie TeppuTOpHaTbHON KOMUCCHHU.

[Ipuy  nguyHOM  TIpUEeME  TpaXJaHUH  TPEAbIBISIET  JOKYMEHT,
YAOCTOBEPSIIOLINMI €r0 JINYHOCTD.

Benenne nuyHOro mnpueMa TpakJaH MOXKET COMPOBOXKAATHCS ayauo- |
BU/JIC03AIKCHIO, O YEM TpakJIaHe YBEJOMIISIIOTCS JIO Havyaia npueMa.

5.17. Bo Bpems npuemMa IpakJaH BeJIETCA KypHall ydeTa, B KOTOPBIH
BHOCSITCA JIAHHBIE O TpakJIaHWHE, KPaTKOE COJEp)KaHUE OOpallleHUs, pe3yJbTatr
€ro pacCMOTPEHHS, a TAKXKE TOJDKHOCTD U (haMUJIHSI TUIIA, TPOBOISIIETO IPHUEM.

Ecnin wu3noxenneie B yctHOM OOpameHun ¢GakTel HE  TpeOyroT
JIOTIOJIHUTEIBHON IPOBEPKH, OTBET Ha OOpalieHue ¢ coracus rpaxaaHiuHa MOKET
ObITh JTaH YCTHO B XOJI€ JINYHOTO MpPHEMA, O YEM JeJIaeTcsi 3alHCh B KypHaJe
ydyera. B ocTanpHBIX Ciy4asxX [Jaercsi IMCBMEHHBIA OTBET II0 CYILIECTBY
nocrtaBiieHHbIX B OOpallleHnn BOIpPOCOB.

B xoze nuyHOro npuema rpaxIaHiHy MO>KeT ObITh OTKa3aHO B JabHENIIEM
paccMOTpeHMH OOpallleHusl, €Clld €My paHee ObUl JaH OTBET IO CYIIECTBY
nocTaBJIeHHBIX B OOpalieHu BOIPOCOB.

B ciydae rpyboro, arpecCUBHOrO MOBEACHMS T'pakJIaHWHA MPUEM MOKET
ObITh TpekpaiieH. [Ipu HeoOX0AUMOCTH MOKET OBITh BBI3BaH COTPYIHHUK OXPAHBI.
HNudopmanus o moBeIeHUN IpaKJaHUHA OTPAXKAETCS B XKypHAJE ydeTa.

5.1. Ilepenannpie Ha mnpueme QOOpalmieHUss PETUCTPUPYIOTCS €
UCIIOJIb30BAaHUEM PETUCTPAIMOHHBIX (OPM M paccMaTpuBalOTCS B MOPSJIKE,

YCTAaHOBJICHHOM HACTOAIIKUM pPa3aciIoOM.

6. IlloaroroBka, opopmiieHue, BBINYCK, YUeT JOKYMEHTOB, PACCMAaTPUBaEeMbIX

Ha 3acefaHusX TeppuTopHaIbHOM KOMUCCUU

6.1. dopmupoBaHue NpoeKTa MOBECTKH JHS 3acelaHus

TeppuToprajJibHOM KOMHCCHH.
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6.1.1. IIpoexkt moBecTkH IHS 3acedaHus TeppUTOPUATBHON KOMHUCCHH
dopmupyercss npencenarenem (cexkperapeM) TeppuropuaibHOW KOMHUCCHH B
CPOKM, YCTAHOBJICHHBIE pETJaMEHTOM TeppUTOpHAIIBHOM KOMMCCHM, Ha
OCHOBAHMH IUTAHOB PaOOTHI U pelieHnil TeppuToprabHON KOMHCCHH, IOPYYECHHI
npencenarens TeppuTopruanbHOM KOMUCCHH, IIOCTYIUBIIUX JOKYMEHTOB U, I1OCIE
COIrJIacoBaHMs C IpexacenareneM TeppUTOPHAIBHON KOMHCCHH, IOANMCHIBACTCS
cekperapeM TepputopraabHOW KOMUACCHUMU.

6.1.2. UYnensl TeppuropraibHOil KOMUCCUU BIIPaBE MPEIOKUTh BHECTH B
MOBECTKY IHS 3acelaHus BONPOCHI, HE MPEAYCMOTpPEHHBIC IUIaHAaMH PabOThl U
pemieHuAMH ~ TeppuTOpHanbHOM  KOMUCCHHM, IIPU  YCIOBHHM  HalW4us
IIOATOTOBJICHHBIX 10 9TOMY BOIIPOCY JTOKYMEHTOB.

JlaHHBIE BONPOCHI BKJIIOYAKOTCS B IIPOEKT MOBECTKU [JHA 3acedaHus
TepputopuaibHOM ~ KOMHCCMM  TpU  [HCBMEHHOM  OOpallleHud  YieHa
TeppuToprallbHOM KOMUCCHUM, 110 MHUIMATUBE KOTOPOT'O0 BOIIPOC BBIHOCHUTCS Ha
3aceqaHue, Ha UM Ipeacenarenss 1eppuTOpHAIBHOM KOMHUCCHHM, B KOTOPOM
YKa3bIBAE€TCSl HAa3BaHUE BONPOCA, JOKJIAJAUMK M J1aTa NEPEeladd COINIACOBAHHOIO
IIPOEKTA PEIIEHUS M MATEPHAIIOB K HEMY CeKperapro TeppUuTopHabHOU
KOMMCCHHU.

6.1.3. CornacoBanHbIi ¢ TpencenareiaemM TeppuTopuarbHON KOMUCCHU U
MOANMCAHHBIA CEKpeTapeM TeppuTOpUaNbHOM KOMHUCCHHM IPOEKT IMOBECTKU IHS
3acenaHns TeppUTOPHANIBHOW KOMHMCCHM THPAXUPYETCA JUIsl PACCBUIKM 4YJIEHAM
TepputopraibHON KOMUCCHH.

6.2.  IloaAroToBKa JOKYMEHTOB 0 BONPOCAM, BKIKYEHHBIM B IPOEKT
NOBECTKHM JHA 3acefaHust TeppuTopUaIbLHOM KOMHUCCHH.

6.2.1. JIoKyMEHTHI MO BOIMpPOCaM, BKJIFOYCHHBIM B MPOEKT MOBECTKU JHS
3aceanusl TeppuTOpUabHONM KOMHCCHUH, TOTOBATCS 4JI€HAMHU TeppUTOpUalibHON
KOMHMCCUHM, 32 KOTOPBIMM 3aKpEIUIEHbl COOTBETCTBYIOIME  HANPABICHUS
NEeSATEIbHOCTH, C IPUBJICYEHUEM, B CIyyae HE0OX0AUMOCTH, paOOTHUKOB armapara

TeppuropraibHOM KOMUCCHU U APYTUX CHELUUAIUCTOB.
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6.2.2. IlpexacraBnsieMble K pACCMOTPEHHIO JOKYMEHTHI IOJKHBI BKIIOYATh
O3arJIaBICHHBIN TPOEKT PEMICHUS C TPUOONICHHBIMA K HEMY TOIIUHHUKAMHU
JIOKYMEHTOB, TIOCHY>KMBIIMX OCHOBAaHHMEM [IJIi PAacCMOTpPEHHUsS BOMpoca Ha
3aceaHuu TeppuTopuambHOW KOMHCCHH, JIMOO TMPOEKT MHChMA, IMOAJIEKAIIErO
COrJacOBaHWI0O  HA  3aceJaHuu  TeppuTopuasbHOM  KOMHCCHH,  IpHU
HEO0OXOMMOCTHU — MOSACHUTEIIbHYIO 3alMCKY IO pacCMaTpUBAEMOMY BOIIPOCY.

6.2.3. TIpoekThl JOKYMEHTOB (BKJIIOUas MPUIIOKEHHUS), MPEACTABISICMbIC
JUIsL pacCMOTpEHHUs Ha 3acelaHuu TeppuTopuasbHON KOMHCCHH, BU3HPYIOTCA
UCTIOTHUTENIEM, M YICHOM TeppuUTOpHANbHON KOMHUCCHH, OTBETCTBEHHBIMU 32
MOJITOTOBKY TOKyMEHTA.

[IpoekTbl JTOKyMEHTOB (BKJIOYas MPUIOKEHHS), COJAEpKaIIMe BOIPOCHI
(uHaHCHpOBaHUSI BBIOOPOB, OOECHEYeHHUs JAESITeNIbHOCTU TeppuTOpHabHON
KOMHUCCHH, OOYYEHHs] OPraHU3aTOPOB BBHIOOPOB M YYaCTHMKOB H30MPATEIHHOTO
npouecca, B 00s3aTEIbHOM TOPSAIKE BHU3UPYIOTCS TIJIABHBIM OyXrajiTepom
TepputopralibHON KOMUCCHH.

Busbel mpocTaBisiloTCS B KOHIIE TEKCTa IPOEKTAa pelieHus Jubo Ha
OOOpOTHOM CTOpPOHE TMOCJETHEro0 JIMCTa TPOEKTa JOKYMEHTa (BKJIIOYas
NPUJIOKEHHS) TI0 ycTaHOBICHHON (opme (mpuioxenne Ne 7). Kaxmpiit muct
MIPWIOKEHUSI BUBUPYETCS UCTIOHUTENeM. Br3a mpocTaBiiseTcsi B IpaBOM HUKHEM
yTJIy Ha CBOOOHOM T10JI€ CTPAHMUIIBI TTOCTIE TEKCTa JIMOO HA 0OOPOTHOM CTOPOHE.

6.2.4. IIpoeKThbl TOKYMEHTOB JjIsl BUSUPOBAHUS JOJKHBI MPEICTABISATHCS
B CPOKH, yCTaHOBJICHHBIE MpecenaTeneM TeppuTopruaibHON KOMUCCHH.

6.2.5. MHcnomnutenr obecrieunBaeT KOMIUIEKTHOCTh BCEX JOKYMEHTOB,
0003HaYEHHBIX KaK B MPOEKTE PEIICHHUS, TaK U B MPUIIOKEHUAX K HEMY.

6.2.6. TIlocme mpocmoTpa, a B HEOOXOAUMBIX CJIydasx — BHECCHHS
MOTIPABOK, CEKpeTaph TeppuTOpUaIbHONM KOMUCCHUM Ha TOJATOTOBICHHBIX U
O(pOpMIIEHHBIX Ui PACCMOTPEHMs Ha 3aCEJaHHUU IMPOEKTaX IOKYMEHTOB JeNaeT
otMeTKy «Ha 3acemanue», CTaBUT MOJMUCH U IaTy W TEpPEAaeT BECh KOMILIEKT
JIOKYMEHTOB OTBETCTBEHHOMY 3a BEICHHME JEJIONPOU3BOJICTBA (32 MOATOTOBKY

3acefaHus) JUIsl TAPKUPOBAHUS.
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6.2.7. OTBeTCTBEHHBI 3a BEJCHUE JEIONMPOU3BOJACTBA (MOJATOTOBKY
3aceJjaHusl) KOMIUIEKTYET Manku ¢ JOKYMEHTaMH, MOAJIEKAIUMH pacCMOTPEHHIO,
B COOTBETCTBUM C TIPOEKTOM TIIOBECTKH JHS 3acedaHus TeppUTOpHaIbHON
KOMUCCHUM M pa3laeT HMX WIeHaM [eppuTopuaibHOi KOMHUCCHU B CPOK,
YCTaHOBJICHHBIN perjaMmeHToM TeppuTopuaibHON KOMUCCHUHU.

Eciu  unen TepputropuanbHO KOMHUCCHMM HAaxOJIUTCA B  OTILYCKe,
KOMaHJAMPOBKE MM OTCYTCTBYET MO OO0JIe3HHU, MPEeIHA3HAUYEHHAs JJI HETO TarkKa C
JIOKyMEHTaMHU OCTaeTcsi JI0 €ro BO3BpAlllCHHs Yy OTBETCTBEHHOTO 3a BEJICHUE
JETIONPOU3BOJICTBA (32 MOATOTOBKY 3aCEaHus ).

Unenam TeppuTtoprasbHOW KOMUCCHHU C IIPABOM COBEIIATEIBHOTO IOJI0CA U
JavliaM, TPUIJAIIEHHBIM Ha  3aceJaHhe, COOTBETCTBYIOLIUME  MaTepuabl
nepealoTcs Iepe]] HauajaoM 3aceJaHusl.

6.2.8. Ilepen HauamoM 3acelaHusi OTBETCTBEHHBIH 3a  BEJICHUE
JIEJIONPOU3BOACTBA (32 MOATOTOBKY 3acEaHus) peruCTpUpPYET MPUTIIALICHHBIX Ha
3aceJaHMe  JIMI, CHOUCOK  KOTOPBIX  TPEACTaBISIETCS  MPEICEeNaTellto
TepputopualibHOM KOMUCCHU.

6.2.9.  Ha 3acemanuu TeppuropuanbHOW KOMHUCCHHU BEIETCS MPOTOKOT H
MOKET MPOU3BOAUTHCS ayAMO3aNuch (BUAEO3anuch). B ciydyae mpousBojCTBa
aynquo- wiaM  (BUIEO) 3amMch  wWieHbl TeppUTOpHaIbHOW  KOMHUCCHUU |
MPUTJIANIEHHBIC YBEIOMIISIFOTCS 00 3TOM 10 OOBSBIICHUS IOBECTKH JTHS 3aCEIaHMsI.

6.3. BpImyck  J0KYMEHTOB, PpACCMOTPEHHBIX Ha  3aceJaHUM
TeppuropuajbHOl KOMHCCHH.

6.3.1. JlokyMeHTHI, pacCMOTpPEHHBIE Ha 3acelaHuu TeppUTOPHAIBHOM
KOMHUCCHH, B Cly4ae, €Clid B XOJ€ 3aceJaHus BHOCWJINCH M3MEHEHUs, JOJKHBI
OBITH T0pabOTaHBbI, a 3aT€M MOMUCAHBI, 3APETUCTPUPOBAHBI 1 PA30CIIaHBbI.

6.3.2. Cpox mopabOTKH JOKYMEHTOB HE JOJDKEH TMPEBBIATh TpeX
paboumx JHEH TIociae JHS 3acelJaHus, €CIM HWHOW CpPOK HE OmpeelicH
dbenepaabHbIM 3aKOHOM M (WJIM) 3aKOHOM cyObekTa Poccuiickoit denepariuu,

pernameHToM TeppuTopranbHOW KOMUCCUU UM HE OTOBOPEH HA 3aCE/IaHUH.
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6.3.3. Ilpu npopaboTke TOKyMEHTa MCHOJHUTEIh BHOCHT B TEKCT
COTJIaCOBaHHBbIE B XOJ€ 3acelaHusi U3MEHeHus. B cioydae npuHATHS
TepputopuaibHOM KOMHUCCHEW pEIIeHHs] O HEOOXOAMMOCTH KOHTpOJIS 3a
BBITIOJTHEHUEM PEHICHUS €ro TEKCT JOMNOJHSAETCS IYHKTOM, B KOTOPOM
HA3HAYalOTCs JIMIA, OTBETCTBEHHbIC 32 WCIOJHEHUE, U OIPEHCISeTCS CpPOK
UCITOJIHEHHUS.

6.3.4. JIOKyMeHT, MOJICKAIINi MOAMUCAHUI0 (BKJIIOYAs TPUIIOKECHHUS ),
BU3UPYETCS UCIOJHUTEIEM, OTBETCTBEHHBIM 3a €0 MOJTOTOBKY M JOpPa0OTKY, U
yjeHoM TepputopuaabHONM KOMUCCUU, OTBETCTBEHHBIM 3a €r0 MOATOTOBKY.

JIOKyMEHTBI (BKIIIOUAS MPUIIOKEHHUS), coaepKaime BOIIPOCHI
¢buHaHCUpOBaHUSI BBIOOPOB, OOECHeYeHHUs] JesITeNIbHOCTH TepputropuanibHON
KOMHUCCHUH, OOYYEHUs OpPraHU3aTOPOB BBHIOOPOB M YHYACTHUKOB WM30MpATEIBHOTO
mpoiiecca, B 00S3aT€ILHOM TMOPSAKE BHU3UPYIOTCS TJABHBIM  OyXraaTepom
TeppuropuaibHOM KOMUCCHH.

[Ipu HEOOXOaUMOCTH, B CIydyae BHECEHHUS B JOKYMEHT COIJIACOBAaHHBIX Ha
3aceJjaHuM U3MEHEHUI, OH BH3UPYETCS Yy WIEHOB TeppUTOpHANIbHON KOMHCCHUH,
BHECILMX HA 3aCEAaHUH COOTBETCTBYIOLIUE NIPEITIOKEHHUS.

Busbl mpoctaBistorcs Ha  OOOpPOTHOM  CTOPOHE TOCIETHEro JIHCTa
JOKyMeHTa (pelieHusi, TMPUJIOKEHHUSI) MO0 YCTAaHOBJICHHOW (opMe (MPUIIOKEHUE
Ne 7).

6.3.5. HcnomHuTenp CAEOUT 3a KOMIUIGKTHOCTBIO IIPHJIAraéMbIX K
PELICHUIO JOKYMEHTOB U PAclojaraeT ux B TOW MOCIEN0BATEIbHOCTH, B KOTOPOUH
OHM YIIOMHUHAIOTCS B TEKCTE, & TAK)KE€ MPOCTABIIIET BU3Y HA OOOPOTHOM CTOpPOHE
KaXXJIOT0 JINCTA PEIICHUS ¥ IPUIOKEHUN K HEMY.

6.3.6. Ecim BOmNpPOCHI, COAEp)KAIIHMECS B PELIEHUH |eppUTOpPUATIBHOU
KOMHCCHUH, KacalTCsl JIEITEIbHOCTH OJHOM WM HECKOJBKUX CTOPOHHHUX
OpraHu3aluid, K JOKYMEHTY TMpHUJaraercsi JIUCT COIJIaCOBaHUs, B KOTOPOM
yKa3bIBaeTCs HAaMMEHOBAHWE OpTraHU3allu, AOJDKHOCTb, WHHUIMAIBI U (haMUIIUS
JIOJDKHOCTHOTO JIWIA, ¢ KOTOPBIM 3TOT JOKYMEHT COTJacOBaH, U CTaBUTCS €ro

JJM4Has IOAIINCH.
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CormacoBanne MOXKET OGOPMIISITBCS HA TMOCICAHEM JIUCTE PEIICHUs
TeppuropruaibHO KOMUCCHH.

6.3.7. K odopmiaeHHOMYy I TIOANUCAHHMS PEHICHUIO HCIIOJHUTEIb
MpujiaraeT CHUCOK JOJKHOCTHBIX JUIl (OpraHu3aluii), KOTOPHIM HAaMpaBISIETCS
pemenune TeppuropuanbHoi komuccuu (puioskenue Ne 8).

B cnmcok BKIIIOYArOTCS JMIa, KOTOphIe OyAyT 3a/1elCTBOBaHbI B peaanu3aliu
NPUHATOTO JOKyMEHTa WM JOJDKHBI OBITh TPOMH(DOPMHUPOBAHBI O €T0
COJIEP>KaHUM ¥ KOTOPBIM 3TOT IOKYMEHT JAOJIKEH ObITh pa3ociiaH.

Comucok pacchUIKA  JIOKYMEHTOB TOJMUCHIBAECTCS  HCIOJHUTENEM U
yTBEpKJIaeTcd npeacenareneM TeppuTopruaibHON KOMUCCHU.

6.3.8. OdopmiieHHBIN KOMIUIEKT JOKYMEHTOB (pelieHne, 0003HauYeHHBIE B
€ro TEKCTE€ MPWIOKEHUS, CIOUCOK PACCBUIKM) HCHOJHUTENb  MepeaaeT
OTBETCTBEHHOMY 3a BEJICHHE JCIIONPOU3BOJCTBA (32 MOJATOTOBKY 3acelaHusl) IS
MPOBEPKH MPABUIBHOCTH O(GOpPMIICHHS JOKYMEHTOB M TOCIEAYIONIETO HUX
NpEACTaBJICHUS] Ha TOAMUCH TMpeICeNaTeN0 M CcekpeTrapro TeppuTopuaibHOM
KOMHCCHHU.

6.3.9. Pemenme moamuchIBaeTCA ~TpeAcemaTeIeM M CEKpeTapeM
TeppuropuaibHOM KOMUCCHH.

Ecmu na 3acemanum TeppuropuanbHOW KOMHUCCHUU IPEICENATEIBCTBOBAI
3aMecTuTeNlb  Tpeacenartenss  TeppuTopualbHOM  KOMHCCHUHU,  CEKpeTaph
TeppuroprabHOM KOMUCCUU WJIA OJIUH U3 WICHOB TeppUTOpUATBHON KOMHUCCUH C
IpaBOM pEIIAIOIIEr0 TroJioca, a TakXe €clIM [OJHOMOYHUS  CeKperaps
TeppuroprualibHOM KOMHCCHUU OCYIIECTBIISUT OJWH W3 YJIEHOB TeppUTOpUAIIBHON
KOMHCCHUU C TTPAaBOM PEMIAIOIIEro rojoca, TO MOAMUCH B MIPOTOKOJIE, HA PEIICHUHU
0(OPMIISIFOTCSI CJIETYIOIINM 00pa3oMm:

«3amectutens npeacenarens TeppuUTOpUATIbLHON KOMUCCHUM» — B Ciyyae
BPEMEHHOT'0 OTCYTCTBUS Mpecenaresns TeppuTopruaibHOil KOMUCCHUY;

«Hcrionustrouii 00s13aHHOCTH TIpeiceaaresst TeppuTopraIbHON KOMUCCUN —
B Clly4a€ BPEMEHHOI0 OTCYTCTBHUS 3aMECTUTENs mpeaceaarens TeppuTopualibHOM

KOMMCCHUU NPY HAIMYHH PEIIeHUs TeppuTopruaibHON KOMUCCUU O BO3JI0KEHUU Ha
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cekpetapsi  TeppUTOpHAIBHOW  KOMHUCCHU  JMOO  OJHOTO W3  YJICHOB
TeppuTopHaIbHOH KOMHUCCHM C MPaBOM PEIIAIOMIEr0 ToJIoca MOJHOMOYUMN
npeacenarens TeppuTopruaibHOW KOMUCCHH;

«Mcnonusomuii 0043aHHOCTH ceKpeTapst TeppUTOpHaIbHOW KOMUCCUUY —
B Cllyya€ HaJIM4YMs TpUKa3za mnpenacenaress TeppUTOpUATIBHOW KOMHCCUU WM
UCIIOJIHSIONIETO OO0SA3aHHOCTH Tpejaceaaresis |eppUTOopuaIbHOM KOMHUCCHU O
BO3JIO)KEHHMM Ha OJHOTO M3 YIEHOB TeppUTOpPUAIbHOW KOMHUCCHH C IPaBOM
pelaronero rojoca MoJHOMOYMM cekperapsi TeppuropualibHONH KOMUCCHUU JIHOO
IpU HaJIUYUK pemeHus TeppuTopruasbHON KOMHCCHHM O BO3JOXKEHUU Ha OJHOIO
U3 WICHOB TeppuUTOpHANIBbHOM  KOMHCCHM C MPABOM PEHIAOLIET0 ToJoca
IIOJIHOMOYHM cekpeTapsl TeppUTOpHabHON KOMHCCHH.

6.3.10. Tlocme moamuMcaHWs PEIICHHWS PETUCTPHPYIOTCS TMpeaceaaTeieM
(OTBETCTBEHHBIM 3a BEACHHE ACIONPOU3BOACTBA) TeppuTopuanbHON KOMHCCHU C
UCIIOJIb30BaHUEM PETUCTPAlMOHHON (opMbl. Ha 1oKyMeHTax U ciucKax pacCchbUIKU
IPOCTABIIAETCS PETUCTPALIMOHHBIN HOMED.

6.3.11. PemeHuss HyMepyrOTCS B XpOHOJIOTHYECKOM MOCIIEI0BATEILHOCTH
B IIpelenax cpoka nonmHomounit TeppuropuanbHOM komuccuu. Homep pemenus
COCTOMT M3 HOMEpPA IPOTOKOJA U MOPSIKOBOrO HOMEpa PELIEHUs, pa3esICHHbIX
neducom, Hanpumep: 1-5.

6.3.12. Vka3zaHHBIC BBIINIC PEKBU3UTHI BHOCATCS B PETHCTPANMOHHYIO
bopmy.

6.3.13. Paspemenune Ha THpPaXUPOBAHUE JIOKYMEHTOB B HEOOXOIUMOM
KOJIMYECTBE JA€T TMpeacenareib TeppuTopuasbHOM KOMHUCCHH. JIOKYMEHTBI
TUPAXKUPYIOTCS OTBETCTBEHHBIM 32 BEACHHUE AEIIONPOU3BOJACTBA (3a MOArOTOBKY
3ace/laHrs) B COOTBETCTBUU CO CIIMCKOM PACCHUIKH, HA KaXJA0W KOMUU JOKYMEHTa
IIPOCTABIIAETCS reyarhb, YA0CTOBEPSIOLIAs MOJANKCH npencenaTens
TepputopralbHOH KOMHCCHH W CeKpeTapst TeppuTopuanbHOil kKomuccuu (6e3
BOCIIPOU3BEICHUS MOJIITUCEH ).

6.3.14. Komus pemenuss TeppuTopuanbHOW KOMHUCCHU HaIPaBISETCS

rpaXJaHUHY B Cily4ae, €clii ero ooOpalieHue B TeppuTOpUambHyr0 KOMHCCHIO
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NOCIY’)KWJIO  OCHOBAaHHMEM JUIAI PACCMOTPEHUS BONpoOca Ha  3aceJaHuu
TeppuropruaibHO KOMUCCHH.

6.4. Odopmienne mnporokosa  3acenanuss  TeppuTopHaJbHOM
KOMUCCHM.

6.4.1. TIlporokon 3acemanusi TeppuUTOpPHAIHPHON KOMHCCHU O(QOPMIIIETCS
Ha OJIaHKE B CPOK, YCTAHOBJICHHBIN perjaMeHToM TeppuTopuaibHON KOMUCCHHU.

6.4.2. IIporokoun 3acemaHust MOKET OPOPMIIATHCS B TIOJHOM MM KPATKOM
dbopme.

6.4.3. Texkct mpoTokosa 3aceqanusi TeppUTOPHUATHHON KOMUCCUU COCTOUT
13 ABYX 4acCTel — BBOJHOW U OCHOBHOM.

6.4.4. B BBOJHOM 4acTU MPOTOKOJIA YKA3bIBAIOTCS (haMUIIMS U MHUITHAIIBI
npexacenarens TeppUTOpHAIbHON KOMHCCHH (MPEICENaTeNbCTBYIOMIET0), a TaKkKe
MPUCYTCTBYIOIIMX 3aMECTUTENs Tpeaceaarens TeppuTopuanibHON KOMHUCCHH,
cekperapsa TeppuTopraibHON KOMUCCHH U YJIEHOB TeppuTOpHAIbHON KOMUCCHH, B
TOM YHCJI€ C IPAaBOM COBEIIATEIBHOTO TIO0JIOCA W JIUL, NPUTJAlIeHHBIX Ha
3acenanue, B aji)aBUTHOM TOPSIJIKE.

Homyckaercss opopMIIeHHE TPUCYTCTBYIOIIUX OTHEIbHBIM CIUCKOM C
yKa3aHUEM WHULKAIOB, daMuiuii W goipkHocTed. CHucok mpuiaraercs K
IIPOTOKOJY 3aCEIaHMs.

6.4.5. TloBecTka mHS BKJIIOYACTCS B BBOAHYIO 4YacTh mpoTokosa. OHa
COCTOMUT M3 IEPEUUCICHHs] BOMPOCOB, KOTOPbIE OOCYXIal0TCAd Ha 3acelJaHuH, U
3aKpeIIIeT MOCJIEA0BATEILHOCTh UX OOCYXKJIEHHUSd M (PaMUINM JTOKJIATYUKOB
(BBICTYMNAIOILIUX ).

Kaxxnprit Bompoc MoBeCTKU JHS 3acelaHusi HymepyeTcs: apadbckoil 1mudpoit,
ero HamMeHoBaHue QopmynupyroT ¢ npemiora «O» unmu «O6». Tlo kaxmomy
MYHKTY YKa3bIBAeTCA MOKIQAUMK W ¢opMa MpeACTaBICHUS Bompoca (JIOKIa,
oT4eT, coo0IIeHue, HHGOPMAIIHS ).

6.4.6. OcHOBHas 4acThb MPOTOKOJA COACPKUT CTOJBKO Pa3/ieyioB, CKOJIBKO

ITYHKTOB BKJIFOUCHO B ITIOBCCTKY JIH:. B cooTBeTcTBUM C HEM pas3acibl HYMEPYROTCS.
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Kaxnpi pasznen cocrout u3 Tpex uvacteu: «CIIYIIAJIA», «BBICTYITUIIN»,
«PEIINJIN», KOTOPbIC MNE€YATAKOTCA OT TIpPaHMIBbl JICBOTO MOJISI HNPOIMCHBIMU
OyKBaMmH.

B vactu «CJIVIIAJIN» KPaTKO HU3J1araeTcsi TEKCT BBICTYIUIEHUS JOKIAIIUKA.
Wuummanel u  Qamwing JAOKIAAYMKA II€4aTaloTcs C  KpPacHOM CTpPOKH B
MMEHUTEIPHOM IaJeXe. 3amuch JOKIaJa H3JIaraeTcs OT TPEeThero Juua
€IMHCTBEHHOTO YMCJIA U OTAENIeTCS OT (PaMHUIIUU THpE.

Ecan texer noknana mpuiiaraercs K MPOTOKOJIY, TO HCIOJB3YETCS CChUIKA
«TekcT noknaaa npuiiaraeTcs.

B wactu «BBICTYIIUIN» NEPCUYUCIIAOTCA BBICTYIIAIOIIME M ABTOPHI
BONPOcoB. MHuIManel 1 (paMuins BEICTYIAIOLIETO [1€YaTal0OTCs C KPAaCHOM CTPOKHU
B HMCEHUTEIBbHOM Iajgexe. KpaTkasg 3anuch BBICTYIUIEHHS IO CYLIECTBY
paccMaTpuBaeMoro Borpoca (10 pelIeHHI0 MPeACce1aTeNbCTBYIOLIET0) U3JlaraeTcs
OT TPETHETO JIULA €NAUHCTBEHHOIO YKCIIA.

Ecny TekcT BBICTYIUIEHHSI NPUIIAraeTcs K IMPOTOKOIY, TO HMCHOJIB3YETCS
CChUIKA «TEeKCT BBICTYIIIICHUS IIPUIIATaeTCs.

B wactu «PELIWJIN» OTpa)kaeTcs MPUHATOE PEIICHUE MO 00CYKIaeMOMY
BOIIPOCY.

Conepxanue 0CoOOTO MHEHHS, BBICKa3aHHOTO BO BpeMsl OOCYXXIEHUS,
3allMCBIBACTCS B TEKCTE IIPOTOKOJIA IIOCIE COOTBETCTBYIOLLIETO PELICHUS WIIH
oopmiisieTcss Ha OTHEJIBHOM JIMCTE M IMOMEIAETCsl IMOCJe COOTBETCTBYIOLIETO
peLIeHUS.

6.4.7. Ilporokon 3acemaHusi MOANHUCHIBACTCS MpPEICEAaTeILCTBOBABIINM
Ha 3acelaHud U cekperapeM TeppUTOpUATBbHOM KOMUCCUU (MJIM YJICHOM
TeppuropraibHOM  KOMHUCCUHM,  HUCIOJHSBIIMM  OOSI3aHHOCTH  CEKpeTaps
TeppuTtopralibHONM KOMUCCHUN).

6.4.8. TIlocue MO CaHUS MPOTOKOJIBI PETUCTPUPYIOTCS v
MCIIOJIb30BAaHUEM PErHCTpalMOHHBIX (popM. [IpoToKombl 3aceqanuii HyMepyrTCs B
XPOHOJIOTMYECKON  IOCIENOBATEIBHOCTH B  IIpelelax CpoKa IOJHOMOYHUU

TeppuropuaibHOM KOMUCCHMU.
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6.4.9. IIporokosl 3acelaHui TepputopuansHoit KOMHCCHH,
OpUOOIIEHHBIE K HUM pEIIeHUsT BMECT€ C MaTepualaMy, MOCIYKUBIIUMU
OCHOBAaHUEM JUJIsl UX MPHUHATHUSA, OCOOBIMH MHEHUSMHU 4WICHOB TeppuUTOpHaIbHOM
KOMHUCCHHM XpaHsTCs y mpeacenartens TeppuTopuaabHOW KOMHCCHH, a 3aTeM,
oopMIIeHHBIE B COOTBETCTBUU C TpeOoBaHWsAMU WHCTpyKIMH, NepenaroTcs B

apXuB.

7. Odopmiienue npukasos npexaceaaresas TeppuropuanbHOil KOMHCCHT

7.1. Ilpuka3 mnpeacenarens TeppuTopranbHON KOMHUCCUHU 1O OCHOBHOM
JEATeIbHOCTH U JIMYHOMY cocTaBy (nmanee-Ilpuka3z) odopmiisiercs Ha OjaHke
yCTaHOBIICHHOM (opMmbl (TipritokeHue Ne 4.3).

7.2. Texcr llpuka3a COCTOWT, KaK MPaBWJIO, U3 KOHCTATUPYIOIIEH |
pacnopsIANTEILHOM YacTel U JOJDKEH UMETh 3ar0JIOBOK.

7.3. B KoHcraTupylomieil 4acTM U3JaraloTcs LeAM U 3a7audu
MPEINKUCHIBAEMBIX JIeUCTBHM. Ecnn ocHOBaHmeM Kk m3faHuio Ilpukasza siBisieTcs
HOPMATUBHBIM MPAaBOBOW AaKT WM paCIOPSAIUTEIbHBIA JTOKYMEHT, TO B
KOHCTaTUPYIOIIEH YaCTH YKa3bIBAIOTCS €r0 Ha3BaHUE, J1aTa, HOMEp, 3aroJIOBOK.

74. B  pacnopaauTenbHOM ~— 4YacTM  CoAEpXkKaTcs  NEpeurciIeHUue
MPEANUCHIBAEMBIX  JICMCTBUM, Cpokn U wucnojgHutend. Ilynkrter Ilpukaza
HYMEpYIOTCS apaOCKUMH LHUPPAMU C TOUKON U HE UMEIOT 3ar0JIOBKOB.

7.5.  Ecnu I[Ipuka3 usmeHsieT, OTMEHSET WIH JOMOJHSIET paHee U3JaHHbIHI
[Tpuka3 wiu ero oTAeNbHbIE MYHKTHI, TO 3TO OroBapuBaercs B Tekcte Ilpukasa.

7.6. B mocmegHeM = MyHKTE€  pacmoOpSAUTENLHOM  4YacTH, NpH
HEOOXOJMMOCTH, YKa3bIBae€TCsi JODKHOCTHOE JIMIIO, Ha KOTOPOE BO3Jaraercs
KOHTPOJIb 32 ucnoiaHeHnuem Ilpukasa.

7.7. Ilpu wHamuuuu npuioxenud kK Ilpukazy B TekcTe Ha HHX
00s13aTEBHO JIETACTCS CChLIKA.

7.8. Ecmu B Ilpukase comepkarcsi BOIPOChl (PMHAHCUPOBAHUS BHIOOPOB,
o0ecrieyeHuss JeATENbHOCTH TeppUTOpHaTbHOM KOMHCCHM, SKCIUTyaTallud |

pa3BUTHSL CPEACTB aBTOMAaTHU3allMd, OOYYEHHS OpraHu3aTopoB BBHIOOPOB U
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YYaCTHUKOB HM30MpATeIbHOIO TMpOIecca, TO OH BU3HPYETCA Yy TJIABHOTO
Oyxranrepa.

Bussl npocTaBisitoTcss Ha 000pPOTHOM CTOpOHE mocieaHero jucta Ilpukasa,
NPUJIOKEHUS K HEMY TI0 YCTaHOBIICHHOU popme (mprtoxkeHue Ne 7).

7.9. TIlocne mnonmucanus [lpukasbl perucTpupyroTcsi IpeacenaTesieM
(OTBETCTBEHHBIM 3a BEJCHHE JIEIONPOU3BOJICTBA) TeppUTOPHAIBHON KOMUCCHH C
UCIIOJIb30BAaHUEM PETHUCTPAllMOHHON ¢opMbl u  (HopMHUPYIOTCS B Jela B
COOTBETCTBUM C HOMEHKJIATypod zen TeppuTOpHallbHOM KOMHMCCHHM BMECTE C
JNOKyMEHTaMHU, MOCITYKUBIIMMH OCHOBaHUEM 1S u3aanus [Ipukasa.

7.10. TIlpukazam HpUCBAWBAIOTCS PETHCTPAIIMOHHBIE HOMEpA B TMpeaenax
KaJIEHJApPHOIO ro/1a.

7.11. Komnuu [Ipuka3oB 3aBepsArOTCs NEYATHIO.

7.12. Tlpuka3bl BMecTe C JOKyMEHTaMH, MOCIYKUBIIUMH OCHOBAaHUEM MJis
UX W3JaHUA, XpaHATCA y IHpenacenarens (OTBETCTBEHHOTO 3a  BEJICHUE
JEJIONPOU3BOACTBA), a 3aTeM, O(QOPMIICHHBIE B COOTBETCTBUM C HACTOSAIIEH

NHCcTpyKLIMEN, ITepelatoTCsl B apXUB.

8. KoHTpO/Ib HCIIOJTHEHUSI JOKYMEHTOB U NOPY4YeHH i

8.1. KoHTposro UCTOIHEHUS MOJIekKAT:

MIOPYYEHUS, COAEPIKAIIMECS B TOCTAHOBIICHUSX U ApyTrux nokymeHtax [{K
Poccun, Canxkrt-IletepOyprckoit  u30upaTeIbHOM KOMHUCCHHM, B PEIICHUSX
TeppuropuaibHOM KOMUCCHU;

- mopyueHnusi, coaepxaniuecs B [Ipukazax npeacenarens TeppuropuaibHoit
KOMUCCHU;

- TNIMCbMEHHBIE IOPYYEHUs npejcenaresis TeppuTopruanbHOl KOMUCCHUY;

- BXOJSIIME JOKYMEHTHI, B TOM YHCJI€ MHUChbMEHHBIC OOpaIleHus rpaxiaH,
yKa3aHHbIe B [lepeuHe noaexanx KOHTPOJ JOKYMEHTOB C YKa3aHUEM CPOKOB
ucnonaHeHus (npuioxeHue Ne 9), B COOTBETCTBUU € yKa3aHUAMH IO HCIOJHEHUIO
JIIOKyMEHTa npeacenaresns TeppuropruaibHON KOMUCCHUH;

- HUCXOAIMUC JOKYMCHTHI, Tpe6YIOHII/IC OTBCTA,
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- NOpPY4YEHUs, COIEpKaluecs B IIPOTOKOJIAX 3acenaHni TeppuropuanbHON
KOMMCCHU;

- IUJIAHBl MEPOTIPHUSITHUH.

8.2. KoHTposib HCHONIHEHUS NOKYMEHTOB, YKa3aHHBIX B mojapaszaerne 8.1
HacTosimer WHCTpykuuu (32 HCKIIOYEHHEM HCXOASMIMX JOKYMEHTOB), IIO
CYLIECTBY 3aTPOHYTBIX B HHUX BOIPOCOB OCYUIECTBIIIET IMpEACEHaTeNb
TeppuropruaibHON KOMUCCHH.

8.3. KoHTposnb HUCHOJHEHUS HMCXOASAIIMX TOKYMEHTOB, B TOM 4YHCIE 3a
CBOEBPEMEHHOCTBIO  IIOJIy4EHHUSI OTBETOB Ha 3ampocbl TeppuTOpHanbHOU
KOMHUCCHUH, OCYUIECTBIISIIOT PaOOTHUKH, OTBETCTBEHHBIE 3a MOJATOTOBKY JAHHBIX
JIOKYMEHTOB.

8.4. Cpoku WCIONHEHUS TOPYUYEHUH, COACPKAIMUXCSI B PEHICHUAX
TeppuropuanbHoit komuccuu, llpukazax mnpencemarens TeppuropuaibHOU
KOMUCCHH, NMMCbMEHHBIX MOPYYEHUN Ipenacenarens TeppuTopruaibHOM KOMUCCUU
ONPENEIAOTCA STUMH TOKYMEHTAMHU.

8.5. JlokyMeHT MOJIeKUT UCTIOJIHEHUIO B TedeHue 30 KaJleHJapHbIX JHEH
CO JHS €ro perucTpanvy, 3a HCKIOUYECHHEM CJIydaeB, IPEAYCMOTPEHHBIX
noApaszaeiaoM 8.6 HaCTOSIIEro pa3zea.

Ecnu mocnennuii eHb MCTIONMHEHUS TOKYMEHTA MPUXOIUTCS Ha HEpaOOuMii
JI€Hb, TO OH MOJJICKHUT UCTIOTHEHUIO B MPEAIIECTBYIOIINMA eMy paObo4uil 1€Hb.

JlokyMeHTBl ¢ moMeTkaMu «BecbMa cpodHO», «CpOYHO» HCHOJHSAIOTCA B
TPEXTHEBHBIA CPOK, JOKYMEHTHI C MOMETKOW «OnepaTtuBHO» — B AECATUIHECBHBIN
CPOK CO JIHSI YKa3aHHS 10 UCIIOJIHEHUIO.

Ecnu nocnenHuil 1eHb UCIOJHEHUS ITOKYMEHTA, COIEPIKALIEro IMOMETKY O
CPOYHOCTH HCIOJHEHUS, MPUXOAUTCS Ha HepaOOuyui JeHb, TO OH MOMJICKUT
WCITOJIHCHUIO B CJICYIONTUHN 32 HUM pabO4uil ICHb.

8.6. CpoKkH HCIIOTHEHHS BXOJSANIUX TOKYMEHTOB M OOpaIlleHWH TpakaaH
YCTaHABJIMBAIOTCS MCXOAS M3 CpPOKOB, IMpeajlaraéMbIX OpraHuzainue amdo
rpOKIAaHUHOM, HAMpPaBUBIIMMH  JOKYMEHT, WJIM CPOKOB, YKa3aHHBIX B

npuioxeHuu Ne 9.
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OOparmienust Mo BOmpocaM BBIOOPOB M pePepeHAyMOB, MOCTYIHUBIIUE B
nepuosl M30MPATETLHON KaMIaHWHM, WCIHOJHSAIOTCS B CPOKH, YCTaHOBJICHHBIC
®denepaabHbIM 3aKOHOM «O0 OCHOBHBIX rapaHTHUSIX W30HMpaTEIbHBIX MPaB U MpaBa
Ha ydactue B pedeperayme rpaxkaan Poccuiickoit denepanumy.

8.7. OTBETCTBEHHOCTh 3a CBOEBPEMEHHOE U IIOJIHOE BHECEHUE B
pErucTpallMoHHyI0 (OPMY CPOKOB HUCIOJIHEHUS JIOKYMEHTOB U WHGOpMAIU O
COCTOSIHUM UCHOJIHEHUS JOKYMEHTOB, KOHTPOJIb CPOKOB MCIIOJIHEHHS JOKYMEHTOB
BO3JIAral0TCS Ha OTBETCTBEHHOIO 34 BEJICHHE JICJIONPOU3BOJICTBA.

88. B MJIaHax MEpONPUSITUH, YTBEPKIECHHBIX pelIeHUsIMU
TepputopnaneHonn komuccuu, [lpmkazamum  npencenarens TeppuTopHaTBHON
KOMHCCHH, KOHTPOJIKO  TOJJIEKAT  CPOKM  HUCIOJIHEHUS  OTIEIbHBIX
ero nyHkToB. CBeIeHHsI O XOJ€ M COCTOSSHUM WX HCIHOJIHEHHSI 3aHOCSTCS B
pPErUCTpaloOHHYI0 GopMy.

8.9. [Ipu HEOOXOAUMOCTH MPOJJICHUS CPOKAa HMCIOJHEHUS JOKYMEHTa
OTBETCTBEHHBIN 3a UCIOJHEHUE HE MO3HEE YEM 3a TPU JHS A0 UCTEUEHUS CpOKa
WCIIOJTHEHUS TOKYMEHTa MPEJICTABISET HA UM mpeacenarens TeppuTopualibHON
KOMMCCHUH JOKJIATHYIO 3alIUCKY C MOTUBUPOBAHHOM MPOCKOO O €ro MpoIJICHUHN.

8.10. JlokyMeHT cuMTaeTCs HCIOJHECHHBIM W CHHUMAETCS C KOHTPOJIS
1oCJie pelIeHHs] BCEX MOCTaBJICHHBIX B HEM BOIPOCOB, COOOIIEHUS PE3ylbTaToOB
PacCMOTPEHHUS BCEM 3aMHTEPECOBAHHBIM JIMIIAM.

8.11. OcHoBaHUSIMHU IS CHATHS TOKYMEHTA C KOHTPOJIS SIBJISIFOTCS:

pemienue  TepputopuanbHorM  komuccuu, llpukaz  mpexacenarens
TeppuropraibHON KOMUCCUU IO PE3yJbTaTaM UCIIOJIHEHHS TOKYMEHTA;

OTBET Ha BXOJSLIMN JOKYMEHT M0 CYIIECTBY;

OTBEThl OT OpPraHU3alMi, B KOTOpbIE JOKYMEHT ObLI HampaBieH s
pPacCMOTPEHUS 1O CYIIECTBY MTOCTABICHHBIX B HEM BOIIPOCOB M OTBETA 3asIBUTEIIIO;

HarpaBJeHUE OOpalieHus] B APYTHe OpPTaHu3allid Uil PACCMOTPEHHS TIO0
CYILIECTBY TMOCTaBJICHHBIX B HEM BOIPOCOB U MOCIEAYIOIIET0 MH(OPMHUPOBAHUS
aBTOpa O pe3yJbTaTax pacCMOTPEHUS,

BHU3a npeaceaarciisi Ha JOKYMCHTC «B ACIIO», «CHATB C KOHTPOJIS».
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8.12. JIOKYMEHT He CUYMTAETCs UCIOJHEHHBIM U OCTAETCSl HAa KOHTPOJIE:

€CIi OH HalpaBisgeTCs B Jpyrue OpraHbl WJIM OpraHu3aluu IS
paccMOTpeHHsI ¢ LEeNbIo MoydeHus: TeppuropuanbHOi KOMUCCHEW WHGpOpMAINH,
HEOOXOUMON MJIi PAacCMOTPEHUS IO CYIIECTBY ITOCTABJICHHBIX B JIOKYMEHTE
BOMpocoB. B ciyuae HeobxoaumocTu TeppuropuanbHas KOMUCCUS HHOOPMUPYET
00 3TOM aBTOpa JOKYMEHTA;

€CIi OH HalpaBisieTcs B JpyrHue OpraHbl WIM OpraHu3aliy s
paccMOTpEHHsI TI0 CYIIECTBY MOCTABJIEHHBIX B HEM BOIIPOCOB M OTBETA 3aSBUTEIIO
C mocaeayoumM nHhpopMupoBanueM TepputopruaabHOW KOMHUCCHU O Pe3yabTaTax
WCTIOJTHEHHS,

€CJI Ha HEM He CTOUT OTMETKa npejceaaresns TeppuropuaibHOH KOMUCCUU

O IIPUHATHUN UCITOJTHCHUS.

9. U3roroBjieHNEe 1 HCHNOJIL30BAHHUE MMEYATEH U ITAMIIOB

9.1. Jlis ynocToBepeHus: NOJJIMHHOCTH TIOKYMEHTOB WJIM COOTBETCTBUS
KONUIl JTOKyMEHTOB TIOJUIMHHUKAM, TPOCTABICHHUS OTMETOK O TOJy4YeHHH,
perucTpal JIOKyMEHTOB B TeppUTOpHANBbHOM KOMMCCUU HCIOJIB3YIOTCA
repOOBBIE U IPYTHE MEYaTH U IITAMIIBI.

9.2. U3sroromieHue neyaTe M IITaMIIOB OCYILIECTBIISIETCA MO YKa3aHUIO
npeacenarens TeppuropuabHON KOMUCCHH.

9.3. TepboBas mewarb  mpocTaBusgercs Ha [lo4eTHBIX TrpamoTax H
OnmarofgapHoOCTsSIX, (UHAHCOBBIX JIOKyMEHTax TeppUTOpUAIbHOW KOMHCCHUH,
TapaHTHUIHBIX MUChMaX, JIOTOBOPAX, TOCYNapCTBEHHBIX KOHTPAKTaX M B JPYTHX
IPETyCMOTPEHHBIX 3aKOHOAATEITLCTBOM CITydasix.

9.4. Ha paccbutaemplx KOMUAX perieHuit TeppuTopuaibHON KOMHCCHU,
[TpukazoB npexacenatens TeppuropuaabHOW KOMHCCHH, HAa TIAKETaX MPHU OTIPABKE
JOKYMEHTOB, TIpU O(GOPMJICHHH JOKYMEHTOB Ha MpPUEM TOBapHO-MaTepUaTbHbBIX
LEHHOCTEH, Ha BHOC ¥ BBIHOC TOBapHO-MaTepUANbHBIX [IEHHOCTEH, Ha HaKJIaIHbIX
MIPOCTABIISIETCS MeYaTh C HAAMHUCHIO

« TepputopuanbHas nzduparenbHas komuccus No . JIjist TOKyMEHTOBY
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9.5. Ileuatu W mTaMIbl MOJJIEKAT PETUCTPALUMU B OTACIBHOM >XypHaje
ydyera nedared M wramnoB. [ledatm M mITaMimbl BBLAAKOTCSA IOJ MOJANKCH B
JKypHaje ydera nedarei u mramioB. Ha xypHane npocrtaBisercs nomerka «Jlus
CIIy’K€OHOTO  TOJIb30BaHUS», €ro JUCThl HYMEpPYIOTCS, MPOIIMBAIOTCA H
OIIEYaThIBAIOTCS.

9.6. Ileyatm u wTamnbl JOJDKHBI XPAaHUTHCS B HAJEKHO 3aKphIBAEMBIX
U OlleyaThIBa€MbIX B Hepabouee Bpems cerihax MM MeTAINIMUYECKUX MIKagax.

9.7. llpencenarens TeppuropraibHONH KOMUCCUH OCYIECTBIISIET KOHTPOJIb
32 MPaBUJILHOCTBIO XPAHEHHSI M HCIIOJIb30BaHUS I1€YaTEN U IITAMIIOB.

9.8. Ilpumenmme B HETOJHOCTD MEYATH U IITAMITBI YHUUYTOXKAIOTCA, O YEM
COCTABJISIETCSI aKT, a B JKypHaje€ ydyera IiedyaTed M IITaMIIOB CTaBUTCS
COOTBETCTBYIOIAsl OTMETKA.

YHUYTOKEHHE TPOU3BOJUTCS IIOCJIE YTBEPKIACHUS aKTa MpPeICceaTesIeM
TeppuroprasbHOM KOMHMCCHUH. MeTaInyeckue Ne4aTH YHHUYTOXKAKTCSA ITyTeM
MOJIHOTO CIUJIMBAHUSA TEKCTA WIM ONWUJIMBAHUA JIByMs MEPEKPECTHBIMU JIUHUSIMHU,

Kay4yKOBBI€ [1€YaTH U IITAMIIBI PA3pPE3AI0TCS HA MEJIKME YaCTH WU COKUTAFOTCSL.
10. ®opmupoBaHue AeJ1 U IIepeaadya ux B apxXusB

10.1. CocraBjieHue U yTBepK/AeHNe HOMEHKJIATYPHI JIeJl.

Homenknatypa nen mnpenHasHaueHa uisi (OPMUPOBAHUS HCIIOTHEHHBIX
JOKYMEHTOB B JIeJla, CHCTEMATH3alldd W ydeTa JeJl, ONpPEICICHUS CPOKOB HX
XpaHEHUsS] M SBISETCS OCHOBOM [IJIi COCTABJICHHS OMUCEH 1€ MOCTOSHHOTO M
BpeMeHHOTo (10 jeT u 6osee) XxpaHeHUsI.

B HOMeHKmaTypy JAen BKJIIOYAIOTCS 3arojIOBKH JIed, OTPaKalollue BCE
JIOKyMEHTUPYEMbIE Y4acTKU paboThl TeppUTOpHabHOW KOMHUCCHUHU, B TOM YHCIIC
JUYHBIC Je)Ia, CIIPAaBOYHBIC U YUETHBIC KAPTOTEKH U JPYTUE YUETHBIC (POPMBI.

3aroyioBOK jenia JOJDKEH YeTKO OTPakaThb OCHOBHOE COJIEpKAHUE U COCTaB
nokymeHToB. He momyckaercss ymoTpeOiieHHe HEKOPPEKTHBIX (HOPMYIHPOBOK,

BBOJIHBIX CJIOB M CJIOKHBIX OOOPOTOB.
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[Ipu cocraBieHHUH HOMEHKIATYpPBl JEN CJIEAYyeT PYKOBOIACTBOBATHCS
periiaMeHToOM TeppuropuanbHOU KOMHUCCHUH, ITepeunem TUIIOBBIX
VIOPABJICHUYECKUX  apXMBHBIX JIOKYMEHTOB, OOpa3ylolluxcsi B  IIpolecce
JESTENBHOCTH TOCYJTapCTBEHHBIX OPraHOB, OPraHOB MECTHOTO CAMOYIIPABJICHUS U
OpraHu3aluid, C YKAa3aHHEM CpPOKOB XpPAHEHUS, YTBEPKICHHBIM MPUKA30M
MunrnctepctBa KynbTypbl Poccuiickoit @enepaunu ot 25 aBrycra 2010 roma Ne
558 (manee — IlepedeHb), MOpsSAKaMH XpaHEHUS U TME€peAayd B APXUBBI
JIOKYMEHTOB,  CBSI3AHHBIX C  TMOJATOTOBKOW W  MPOBEACHHEM  BBIOOPOB,
yrBepxaeHHbiMu  [IMK Poccum u  Cankrt-IletepOyprckoit  u30upartebHOM
KOMHUCCHEN, HOMEHKJIaTypaMu A€l [eppuTOpUAIbHOM  KOMHUCCHM 34
MPEALIECTBYIOLINE TOJIBL.

[Ipy moAroTOBKE HOMEHKIATYphI J€1 HEOOXOJIUMO YUYUTHIBATH XapakTep
BBIOOPOB, MPOBOJAUMBIX B MIPEICTOSIIEM TOTY.

Homenknarypa nen TeppuTopuaJibHOM KOMHCCHUM Ha IPEACTOSIIUAN
KUICHIAPHBIA TOJ COCTABJISIETCS B MOCIEIHEM KBapTaJle TEKYyIIEro TIoja,
yTBEpXKAAETCs IpeacenareseM TeppuTOpUaIbHOW KOMUCCHM U BBOJIMUTCS B
neicteue ¢ 1 ssHBaps cienyroiiero roja (nmpuioxenue Ne 10).

Homenknarypa nen TepputopualibHOM KOMHUCCHUM HE PEXE OAHOTO pas3a B
IATH JICT COIJIACOBBIBACTCS C JKcrepTHoW komuccuer Cankrt-IleTepOyprcekoi
n30UpaTebHOM KOMHCCHH.

B ciiyyae BOBHUKHOBEHUSI B TEUEHHUE T'0J]a HOBBIX JI€JI, OHU JOMOJIHHUTEIBHO
BHOCATCA B YTBEPXKJICHHYIO HOMEHKIATYpy [IeJ MO YKa3aHUI0 NPEeAceaaTelist
TepputropranbHON KOMUCCHH.

[lo OKOHYaHMM KAJEHIAPHOTO TOJa B KOHIE HOMEHKIATYpbl €l
COCTaBJISICTCSI UTOTOBAsl 3aMUCh O KOJUYECTBE 3aBEJICHHBIX Jie7 (TOMOB, 4YacTel),
OTAEJIBHO MTOCTOSHHOTO U BPEMEHHOT'O XPaHEHUS.

Cpok XpaHeHHs] JOKYMEHTOB YKa3bIBa€TCSI B HOMEHKJIATYPE JI€] CO CChUIKOM
Ha crarblo Ilepeunsa. Cpok XpaHEHUs] TOKYMEHTOB, HE YKAa3aHHbIX B JaHHOM
[lepeune, ycranaBmuBaeTcs OK mo cormacoBannio ¢ Cankrt-lletepOyprekoit

n30UpaTebHOM KOMUCCHEM.
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Ucuucnenune CPOKOB XpaHEeHUs JIOKYMEHTOB, 3aKOHYCHHBIX
JIEJIONPOU3BOACTBOM B TEKYILIEM r'O/1y, HAUMHAETCS C 1 SSHBaps CIEAYIOLIEro roja.

10.2. OdopmiieHne TOKYMEHTOB, 3aKOHYEHHBIX 1€JIOMPOU3BOACTBOM,
(¢popMupoBanue u Tekyuiee XxpaHeHue Jeja B TeppuropuajbHOil KOMUCCHH.

3aKOHYEHHbIE JIEJIONPOU3BOICTBOM JTOKYMEHTBI oopMIISIOTCS
B COOTBETCTBHUM C TpeOOBaHMSIMU HacTosAmed WHCTPYKIMM, CHUCHIBAIOTCS
npeacenareneM TeppuTopualibHON KOMUCCHH B Aeno. [Ipu 3ToM B HH>KHEN YacTh
JIMIIEBON CTOPOHBI MEPBOr0 JUCTA JIOKYMEHTa Ha CBOOOJHOM OT TEKCTa MECTe
CTaBUTCS OTMETKA O €T0 MCIIOJIHCHUH, PaCIIu(PPOBBIBACTCS MOAMUCH TIPEICeIaTeNs
TepputopraibHONW KOMHCCHH, YKa3bIBACTCS HOMED JeJjia M0 HOMEHKJIAType U JlaTa
cnucanus. [Ipy He0OX0IMMOCTH OTMETKA 00 MCIIOTHEHUH MOKET OBITh CllejlaHa Ha
00OpOTHOI CTOpPOHE MEpPBOro JHUCTa JOKyMeHTa. B perucrpaumonnyno ¢opmy
BHOCUTCSI OTMETKa O CIIMCAaHUU JIOKYMEHTa B JIEJI0 C yKa3aHHEeM HOMepa Jiefia
COTJIACHO HOMEHKJIAaType Jel.

UcnonneHubie JOKyMEHTHl (OPMHUPYIOTCS B JieJa B COOTBETCTBUU C
YTBEPKJIEHHOW HOMEHKJIIATYpOil J1eJ1.

Jleno cuuTaeTcsi 3aBEICHHBIM C MOMEHTa BKJIIOYEHHS B HEro IEPBOTO
WCIIOJTHEHHOTO JOKYMEHTA.

[Ipu dopMupoBaHuM jgena TPOBEPSETCS MPABUIBHOCTh OTHECEHUS
JJOKYMEHTOB B JIaHHO€ JI€J0, KauyecTBO OQOpMIICHUS U KOMIUIEKTHOCTb
JIOKYMEHTOB, HAJIM4Ke TOJIUCEH, BU3, PETUCTPAIIMOHHBIX HOMEPOB, CIIPABOK HIIU
OTMETOK 00 WCIOJHEHUU, CHOUCAHUU B JeJI0 U Apyrux. HemnpaBuibHO
o(OpMJICHHBIE JOKYMEHTBI JOJKHBI OBITH 100(GOPMIICHBI, a 3aTEM IMOMEIIECHHI B
JENO.

He nonyckaercs nomelieHue B €710 JOKYMEHTOB, COJAEPKaHUE KOTOPBIX HE
COOTBETCTBYET 3aroJIOBKY J€a.

[Tpu popmMupoBaHUM J1€7 COOTIOAAIOTCS CICTYIOIINE TPEOOBAHMUS

JIOKYMEHTBI MOCTOSIHHOTO M BPEMEHHOTO0 XpaHEHHUs (HOPMHUPYIOTCS B Jeja

pa3aeiabHO;
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B JICJI0 BKIIOYAIOTCS TOJIBKO HWCIIOTHEHHBIC, TPABUIHLHO OQOpPMIICHHBIC
JIOKYMEHTBI B COOTBETCTBUU C 3aroJIOBKaMU JIeJ B HOMEHKJIAType;

BCE JOKYMEHTBI, OTHOCSIIHECS K PEIICHUIO OJTHOTO BOIpoca, PopMHUpYIOTCS
B OJHO JIEJIO;

JIOKYMEHTBHI, TIOJIe)KAIE BO3BPATY, B JEJI0 HE MIOMEIIAIOTCS;

B JICJI0 TIOMENIAeTCS TOJBKO OJIMH 3K3EMIUISP JOKYMEHTa, YePHOBUKH U
BAPUAHTHI IPOCKTOB JIOKYMEHTOB B JIEJI0 HE MOJIIMBAIOTCA (32 UCKIIIOUEHUEM TEX,
Ha KOTOPBIX HMMEIOTCS BH3bI, YKa3aHUs IO HUCIOJHEHHIO JOKYMEHTOB M JPYrue
OTMETKH, JIOMOJIHSIONINE TEPBBIM K3EMIUISD);

B JIEJIO BKJIIOYAIOTCS, KaK MPaBUIIO, JOKYMEHTHI OJHOTO KaJIeHIapHOTO rojaa
(MCKITFOYCHHUE COCTABJISIOT JIMUHBIC U TIEPEXOISIIHE JIeTIa);

Ka)X/10€ JIeJI0 HE JOKHO MpeBbImaTh 250 IUCTOB, IpU OOJbIIEM 00BEME
JIOKYMEHTOB B Jiesie (OpMHUPYETCs] HECKOJILKO TOMOB (4acTei).

[Tpu BKIIOUECHHMH B Je0 (pakcorpaMMBbl JelaeTCs €€ KCEPOKOMUs, KoTopas
nogmuBaercss B geno. [lognuHHUK — dakcorpaMMbl — YHMUTOXAETCS €
MIPOCTaBJIEHUEM OTMETKU 00 YHHUYTOKEHUH Ha KCEPOKOIIUH.

B ciayyae HE0OX0AMMOCTH JOKYMEHTHI IO OJTHOMY U TOMY K€ BOIIPOCY, HO C
Pa3IMYHBIM CPOKOM XPaHEHUsI MOTYT HaXOIAUTbCS B OJHOM Ji€jl€ JI0 KOHIIA
TEKyIIEro Troja WM JI0 3aBEpIICHUs WCIOJHEHUS JOKyMEHTa, a 3aTeM
nepeOpMUPOBBIBAIOTCS B Ji€J1a MOCTOSTHHOTO U BPEMEHHOTO XpaHEHUSI.

B neno BkIO4aroTcs BCE JTOKYMEHTBHI 110 KOHKPETHOMY BOIPOCY BMECTE C
MPUJIOKEHUSIMU, YKa3aHHBIMU B TEKCTE JOKYMEHTA, MPU OTCYTCTBUM MPUIIOKEHUM,
YKa3aHHbIX B TEKCT€ JOKYMEHTa, WCIOJHUTENIb OO0s3aH CcJeNiaTh 3aluch Ha
JIOKYMEHTE 00 MX MECTOHAXO0XKJICHUH.

JIOKyMEHTbI BHYTpU Jejia pacroyiaraloTcsi B XPOHOJOTHMUECKOW WU
BOIIPOCHO-JIOTUYECKOM MOCIIEI0BATEIILHOCTH UM X COYCTAHUH.

HopMmatuBHBIE ¥ OpraHU3alMOHHO-PACHOPSAIUTENIbHBIE JTOKYMEHTBI C
OTHOCSIIIIUMUCS K HUM MNPWIOKEHUSIMU TPYNIUPYIOTCS B Jefla 10 BUIAM

JAOKYMCHTOB H 110 XPOHOJIOTHH.
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IIpoTokouel 3acenanuii TeppUTOPHUATBEHON KOMUCCUU PACIIONAralOTCs B JENE
II0 XPOHOJIOTMM B IOPSAKE BO3pACTaHUS HOMEPOB. J[OKYMEHTBI K 3aCEIaHUIO
TepputopuanbHOl KOMHCCUU TOMENIAIOTCS TTOCJIE COOTBETCTBYIOIIETO IPOTOKOJIA.

[Tonoxenus, WHCTPYKLINH, YTBEPKICHHBIE pacnopsaInTEIbHBIMU
JOKYMEHTAaMU, SIBJISIFOTCS TPWIOKEHHSMU K HHUM M TPYIIHPYIOTCS BMECTE C
YKa3aHHBIMH JIOKYMEHTaMHU.

[InaHoBas u oT4ETHAS NJOKYMEHTALHUSI HE3aBUCUMO OT JAThl €€ COCTABJICHUS
BKJIFOYAETCS B JEJIO TOTO rojia, K KOTOPOMY OHA OTHOCHUTCSI.

B nene «llepenucka» wucxonsimuii (OTBETHBIM) TOKYMEHT MOMEIIAETCS
nocye Bxondmero. IIpy Bo300HOBIEHUHM MEPENUCKHU MO BOMPOCY, HavyaBIIEHCS B
IpeAbIAyIIEM TIOAYy, JOKYMEHTBI BKIIOYAIOTCA B JIE€JIO0 TEKYILIero roja u
YKa3bIBa€TCsl MHAEKC TOrO JeNa MO HOMEHKIAType AeN NPEIbIAYIIEro Toja, B
KOTOPOM HaXOJATCs MPEALIECTBYIOIIME JOKYMEHTBI I10 ’TOMY BOIIPOCY.

OOparienust rpakaH U JOKYMEHTBI [0 UX PACCMOTPEHUIO0 (HOPMHUPYIOTCS
B oTzenbpHbIe Jena. Kaxoe oOpalleHrne U Bce JOKYMEHTHI IO €r0 PacCMOTPEHUIO
COCTaBJISIIOT B JIEJIE€ CAMOCTOSITENIbHYIO TPYIIy U pacrojaraiorcs B ajihaBUTHOM
NOPSJIKE MO NepBbIM OyKkBaMm (paMUIMi aBTOPOB 0OpalIEHUH.

B nemax, Haxoodmuxcs B IEIONPOU3BOJACTBE, TOKYMEHTBI TEKYILEro roja
pacronararorcs IO XpOHOJOTMH CHU3Y BBEpX IO Mepe mnoctymienus. Ilpu
IIOATOTOBKE K CHA4Y€ B APXUB J€da C JOKYMEHTAMHU MOCTOSIHHOTO M BPEMEHHOIO
(10 mer u Oomee) xpaHeHUs: mNepePOPMUPOBBHIBAIOTCS B OOpPATHOM TMOPSIJIKE:
JIOKYMEHT, MOCTYNUBLIUN B KaJEHIAPHOM TOAY MOCJIEIHUM, TOJKEH OBITh BHU3Y
JIeT1a, a IEPBBIM JOKYMEHT KAJIEHIAPHOIO roJia — BBEPXY, IEPBBIM.

Jlena ¢ MOMEHTA UX 3aBEJICHUS U 10 MEpeJayl B ApXUB UM YHUYTOXKECHUS B
CBA3W C MCTEYEHHEM CpPOKOB XpaHCHHMS HaXOIATCS Yy Ipeacenaress
(OTBETCTBEHHOTO 3a BEAECHUE JIEIONPOU3BOICTBA) TEepPUTOPHAIEHON KOMUCCHUM.

[Iporokoibl 3acenanui, pemieHus TeppUTOPHUATIBHOW KOMHMCCHH, CIUCKHU
MIPUTJIALLIEHHBIX, TPUJIAra€Mble€ K MPOTOKOIY, MOJJIMHHBIE K3EMIUISIPBI PELICHUN C
COOTBETCTBYIOIIMMHU TPWIOKEHUSIMHU, NPOTOKOJIBHBIE IOPYYEHUS, AOKYMEHTHI,

MNOCIYXMBIINEC OCHOBAHHCM IOJIsI pPAaCCMOTPCHHUA  BOIIpOCa Ha 3aCCIaHnHr
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TeppuropuanbHOl KOMHUCCHH, paciin(poBaHHAsA aylUO3aMUCh 3aceanus (Ipu ee
HaJIM4MH), CIIMCKU PAaCCBUIKM MTOCTAHOBJIEHUH 10 NEpelayd B apXHUB HaXOIATCA Y
npeacenarens (OTBETCTBEHHOTO 3a BEJICHUE JEeONPOU3BO/ICTBA)
TeppuropuanbHOM KOMUCCHUMU.

3a COXpaHHOCTh JOKYMEHTOB U JI€] OTBETCTBEHHOCTb HECET NpEICEAATellb
TeppuTopranbHOM KOMUCCUM M OTBETCTBEHHBIN 3a BEICHHUE ACIIONPOU3BOJICTBA B
TeppuropruaibHON KOMUCCHH.

Jlena MOJKHBI HaxXOOUThCsl B pabodeld KOMHATeé WIM B CHELUAIBHO
OTBEJICHHOM I ATOM IIeJIM MOMEIICHUH U XPAHUTHCS B 3alTUPAOIIMXCS MIKadax,
IPEAOXPAHAIOIINX JTOKYMEHTHI OT IBUIH U BO3JIEUCTBUS COTHEYHOTO CBETA.

B nemsax o0ecrneueHuss ONEpaTUBHOIO TIOMCKAa JIOKYMEHTOB Jefa
pacronararorcs B COOTBETCTBUM C HOMEHKJIATYpOM €], KONUS KOTOPOWM
NOMEUIAeTCsl Ha BHYTPEHHEW CTOPOHE JIBEpLIbI HIKada.

Ha «kopemkax oO6noxek Jena yKa3blBalOTCS HHAEKCHl el 10
HOMEHKJIAType Jel.

Jena, Haxomdluecs Ha TEKyIIEM XpaHEHHH, Ioiiiexar ydery. Ilepen
nepefayenl JOKyMEHTOB B apXUB IPOBOJMTCS NPOBEPKA HAJIWUYUSA U COCTOSIHUSA
JOKYMEHTOB M JieJ B LENAX YCTaHOBJEHUS (PAKTUYECKOTO HaIWuMsl Jed U
COOTBETCTBHS UX KOJIMYECTBY, YACIALIEMYCsI [I0 HOMEHKJIIATYpPE JIEIL.

IIpoBepka Hamuuusi U COCTOSHUS JOKYMEHTOB M €] IPOBOAUTCS IpHU
IIEpEMEILICHUHU €1, BO3BpaTe [ej, CMEHe Ipeacenarens TeppuTropuaibHOU
KOMMCCHU.

IIpoBepka mPOBOAUTCS IIyTEM CBEPKM CTAaT€ HOMEHKJIATYpbl JE€d C
OINKCaHUEM JIeNl Ha O0JIOKKE, a PU3NUECKOe COCTOSHUE JIET OIpEAeseTcs] MyTeM
UX BHU3yaJIbHOrO MpocMmoTpa. Bce oOHapyxkeHHble HeIOCTaTKu (DPUKCUPYIOTCS B
aKTe MPOBEPKHU HAJIMYUSA U COCTOSTHUS JIEIT.

B ciywae ytpaThl JOKYMEHTOB W J€ TPOBOJUTCS  CIyX’eOHOe
pacciieoBaHue, IO Pe3yjabTaTaM KOTOPOIO JIMLO, BUHOBHOE B YTpaTe, HECET

OTBCTCTBCHHOCTDL B YCTAHOBJICHHOM ITOPAJKE.
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Ecnu otrnenbHble JOKYMEHTHI, YK€ BKJIIOUYECHHbIE B JI€JI0, BPEMEHHO
TpeOyroTcst AJisi pabOThl, OHU MOTYT OBbITh BBIIAHBI U3 JieJa, a HAa HUX MECTO
BKJIQ/IBIBAECTCS JIUCT-3aMECTUTENIb C YKa3aHHEM, KOT/la, KOMYy U Ha KakKOW CpOK
BBIJIaH JIOKYMEHT.

10.3. DkcnepTH3a HEHHOCTH TOKYMEHTOB.

OKCnepTu3a LEHHOCTH JOKYMEHTOB THPOBOJAUTCS JUISl  YCTAHOBJICHUS
HAy4HOM, HCTOPUYECKOM M  IPAKTUYECKOM  3HAYUMOCTH  JOKYMEHTOB,
0o0pa30BaBIIUXCS B Tpollecce JeATeIbHOCTH TeppuTopuanbHOM KOMUCCHH, C
LEIbI0 0TOOpa UX I JaJbHEHIIEr0 XpaHEHUS NI YHUUYTOXKECHHUS.

OKcnepTh3a UEHHOCTH JIOKYMEHTOB IPOBOJUTCS TMPU  COCTaBIIEHUU
HOMEHKJIATyphl JeJ, B Tpolecce (opMUpOBaHUS Je€d, MPU TMOJATOTOBKE JeN K
nepenaye B apXuB.

JIns paccMOTpEeHUs] TPOEKTOB HOPMATUBHO-METOJNYECKUX JTOKYMEHTOB IO
BOIIPOCAaM JIEJIONPOMU3BOJICTBA M APXUBHOTO J€ja, ONUCEH el MOCTOSHHOIO U
BpemeHHoro (10 ner u Oojee) XpaHEHHUs, AaKTOB Ha YHHYTOXEHHUE M1 U
JOKYMEHTOB, HE€ HWMEIOIIMX HAYYHOM IIEHHOCTM M MPAKTUYECKOTO 3HAYECHUS,
[Ipukazom mnpencenarens TeppUTOPHATBHOM KOMMCCHUM CO3JAETCS JKCIEPTHAs
komuccus (nanee — OK).

B ee ¢QyHKIMM BXOIUT paccCMOTpEHUE U OJ0OpEHHE HOMEHKJIATYypbl JAel
TeppuropuanbHONW KOMUCCHUMU.

B cocra OK BkiouarTcs uieHbl TeppUTOpUAIBHOW  KOMUCCHH,
rpaXJaHCKHE CIIy’Kalllue anmnaparta TeppUTopualibHOM KOMUCCHM, 4YieHbl CaHKT-
[TerepOyprckoil M30UpaTEIbHOM KOMHCCUU WM COTPYAHUKH anmapaTta CaHKT-
[TeTrepOyprckoit n36MpaTenTbHON KOMUCCUU (TI0 COTIIACOBAHUIO).

[Ipu npoBeneHWH SKCHEPTU3bl LEHHOCTH JOKYMEHTOB OCYILECTBIISETCS
oTOOp 1e mocTosTHHOTO M BpemeHHoro (10 et u Gomnee) xpaHeHus, oTO0p Jei C
BPEMEHHBIMU CpPOKAaMHM XpPAaHEHUS, TMOJUIeKAIINX XPAHEHUIO, BBIICICHHE K
YHUUTOXEHUIO JIe] 32 MpeAbIAylne ToJlbl, CPOKA XPAHEHUS KOTOPBIX, UCTEKIIU.
[Ipu 3TOM OAHOBPEMEHHO MPOBEPSIIOTCS KAYECTBO U MOJTHOTAa HOMEHKJIATYPhI JIelI,

MMPpaBUJIBbHOCTL OMPCACICHUA CPOKOB XpaHCHHA ICII.
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DKcnepTu3a LEHHOCTH JIOKYMEHTOB OCYILECTBIIIETCS IyTEM IOJUCTHOTO
npocmotpa gen. He npomyckaercs oTOOp JOKYMEHTOB Ui XpaHEHHs WIH K
YHUYTOKEHUIO TOJIBKO HA OCHOBAHUM 3ar0JIOBKOB JIE]I.

JIOKyMEHTBI, YTPATHBIIME NPAKTUYECKOE 3HAYEHHE M HE HMEIOIIHE
HUCTOPUYECKONW WJIM HAYYHOM LIEHHOCTH, IO HCTEYEHUU YCTAHOBJIICHHBIX CPOKOB
XPAaHEHUS MOIEKAT YHHUTONKEHHUIO TI0 aKTY.

AKTBI O BBIJICJICHUHM K YHUUYTOKEHHUIO 1€ U JOKYMEHTOB PacCMaTPHUBAIOTCS
Ha 3acenaHusx OK OJHOBPEMEHHO C ONMUCAMH J€l. YHHUYTOXKEHUE AN U
JOKYMEHTOB JI0 YTBEPKIAEHUS aKTOB 3alPEeIaeTCs.

[lo pe3ynbraram 3KCIEPTU3bl LUEHHOCTH JOKYMEHTOB OTBETCTBEHHBIM 3a
BEJICHUE JIEJONPOU3BOJCTBA €KETOJHO COCTABISIFOTCS CBOJHBIE OIMCH  JIE]T
OCTOSTHHOTO U BpeMeHHOoro (10 et u Oonee) xpanenus (mpuioxenus Ne 11, 12)
U 10 JUYHOMY cocTaBy (mpuioxkenue Ne 13), a Takke aKkTbhl O BBIACICHUM K
YHUUYTOXKEHHIO JI€J1, HE TIOJIeXkKAIINX XpaHeHHto (mpuioxenue Ne 14).

Onucu nen mocrosiHHOoro u BpemeHHoro (10 et u OGonee) XpaHeHus, a
TAK)K€ aKThl O BBIJCICHUM K YHHUYTOXXCHHMIO 3THX JEJ paccMarpuBarorcs Ha OK
Y YTBEPXKAAIOTCS Ipeacenaresnem TeppuropuanbHON KOMUCCHH.

IIpn YHUUYTOXXECHHUH JOKYMEHTOB co CPOKOM XpaHEHUs
«/lo mMuHOBaHusA HamoOHOCTH», «l TOmY, «3 Tomay, «S5 JET» cocTaBiseTcs akKT
(mpunoxenue Nel5), KOTOpbIA MOANMCHIBAETCS HE MEHEE YEM JBYMs 4YJIEHAMU
TeppuropuanbHOM KOMUCCUUA M YTBEPXKAAETCA IMpeacenaresieM TeppuTopruaibHON
KoMuccuu 6e3 paccMoTpenus Ha JK.

YepHOBUKM U  PYKONHUCH MOATOTABIMBAEMBIX JIOKYMEHTOB, KOIUHU
MHPOPMAIIMOHHBIX M JPYIHMX MaTepHalioB, HE TOJUIekKAIIUX BKIIOYEHUIO B
HOMEHKJIaTypy JeJl, MO0 MMHOBAHMU B HUX HAJOOHOCTU MOTYT YHUUYTOXKaTbCs 0€3
COCTAaBJICHUS aKTa.

bpomropoBka e MpOU3BOAUTCA TOJIBKO IOCJHE MPOBEAEHUS IKCIEPTU3BI
LEHHOCTH JJOKYMEHTOB.

10.4. Odopmenue aen.
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Jlema, mojyiexkanye Tepenadye Ha XpaHEHHWE B apXWB, JOJDKHBI OBIThH
o(opmIIEHBI COOTBETCTBYIOLIUM 00pa30OM.

Odopmiienne nena BKJIIOYaeT B ce0S  MPOBEPKY CHCTEMaTH3alluu
JIOKyMEHTOB BHYTPH JIeJia, HyMEPAIHIO JTUCTOB, COCTABJICHUE BHYTPEHHEHW OMHCH
JTOKyMeHTOB Jena (mpuiiokenre Ne 16), mucra-3aBeputens jena (MpUIOKEHUE
Ne 17), obopmiierne pekBU3UTOB 00JI0KKH, TTOAIIUBKY (MIEPEIUIETEHHE) Jea.

B 3aBUCUMOCTH OT CPOKOB XpaHEHUS MPOBOJUTCS MOJHOE WA YACTUIHOE
odopmiIeHUE JIC]I.

Jlena MOCTOSIHHOTO XpaHEeHHs MOJyIeKaT MmojHoMy odopmieHuio. [lomaHoe
oopmiieHne gena mpeaycMaTpUBaeT MPOBEPKY CHUCTEMATH3AIMH JOKYMEHTOB
BHYTpH JieNia, MPABWIBHOCTU UX OQOpMIICHUS (HAMYMEe HEOOXOAUMBIX TOITUCEH,
BU3, OTMETOK O PETHUCTPAIMH U WCIIOTHCHHUH, MMPUIIOKEHUN), HyMEpaIluiO JIMCTOB,
COCTABJICHHME BHYTPEHHEH OINKUCH JOKYMEHTOB Ji€la, COCTaBJICHUE JIMCTa-
3aBepuTes jiena, opopmiIeHHEe PEKBU3UTOB OOJIOKKH, TIOJIIIUBKY (TIEpeIieTeHUE)
nena.

Hena BpemenHoro (mo 10 eT BKIIOYUTENBHO) XpaHEHHS TMOMJIEKAT
YaCTUYHOMY OQGOPMIICHHIO: JOIMYCKAeTCsl HE TPOBOJUTH CHCTEMATH3AIUIO
JIOKyMEHTOB B JIeJie, JIUCTHI Jieja HE HyMepoBaTh, 3aBEpUTEIbHBIC HAJIIUCU HE
COCTaBJIATh.

O6noxka nena odopmitsieTcs 1o YCTaHOBJICHHOM dbopme
(mpunoxkerue Ne 18). CpeneHust Ha 0OJIOKKY MIEPEHOCITCS U3 HOMEHKIIATYPBI 1€
C YTOYHCHHUSMH, OTPAKAIOMUMU (AKTHUESCKHI COCTaB TIOMEIICHHBIX B JEJO
JIOKYMEHTOB.

OO0noxKa nena HaJIMUCHIBAGTCS YEPHBIMH CBETOCTOMKHUMHU YEPHHIIAMH,
paz0opunBO, 6€3 COKpaIICHUMN.

Ha o06moxke pema ykas3bpIBarOTCS CJCAYIONIME PEKBU3WUTHI: HA3BaHHE
TeppuTopralibHOW KOMHUCCHH, AEJIONPOU3BOJCTBEHHbIM HOMEp (MHACKC) Jena,
3arojIOBOK Jefia, jJara Jena (Toma, YacTH), KOJUYECTBO JIMCTOB B JIENie, CPOK

XpaHCHUA Aciia.
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PekBu3uThI, mpocTaBisgeMble Ha 00J0XKKE e, 0GOPMIISIOTCS CIEAYIOIUM
oOpazom:

Ha3BaHue TeppuUTOpUaTbHON KOMHCCHUU YKa3bIBa€TCS B COOTBETCTBUU C
pernameHToM TeppuropmanbHO KoMuccuu. [lpy W3MEeHEeHWH Ha3BaHUS
TeppuropralibHONM KOMUCCUU B TE€UEHHE MEPUOA, OXBATHIBAEMOTO JOKYMEHTaMHU
niena, Ha 00JI0KKEe K CTapOMy Ha3BaHUIO MPUITMCHIBAETCS HOBOE,

JIeJIONPON3BOACTBEHHBIN HOMEp (MHIEKC) JieJa — MpOoCTaBiseTcs: nudpoBoe
o0o3HaueHue (MHAEKC) Jieja M0 HOMEHKJIAType el M YKa3bIBaeTCs HOMEpP TOMa
(gactn);

3aroJioBOK (HaWMMEHOBAHME) Jiela MEPEHOCUTCS W3 HOMEHKIATYPbI el
(B HEOOXOIMMBIX CIy4asiX B 3ar0JIOBOK BHOCATCS YTOUHEHMS);

nata jJena — Ha OOJOKKE Jena YKa3bIBalOTCSl JBE JIaThl, KOTOpBIE
Ha3bIBAIOTCS KPaHUMU J1JaTaMU U COOTBETCTBYIOT I'OJly 3aBEICHUS M OKOHYAHUS
nena. HauanpHast mara — 3TO jaTa camMoro paHHEro, a KOHEYHas jJara — jara
CaMoro Mo3/JHEro JToKymMeHTa B jaeine. [Ipu 3ToM yuuThIBaroTCs AaThl BXOAAIIUX H
UCXOSIIMX JIOKYMEHTOB (B Cily4yae HMX OTCYTCTBUSI — JIaThl PErucTpanuu
JIOKYMEHTOB), U HE YYUTBHIBAIOTCS aThl CHMCAHUS JOKYMEHTOB B JIEJIO, YKa3aHUMI
10 MCIOJHEHUIO TOKYMEHTOB, OTMETOK HUCIIOJIHUTEINA (3a UCKIFOYEHUEM CIIydacs,
KOTI'Jla Ha IOKyMEHTaxX He UMEEeTCsl APYTuX J1aT, KpOMe MepEeUUCICHHBIX ).

[Ipn HanucaHuM KpalHUX JaT Ha OOJIOKKAX €] MOCTOSIHHOTO XpPaHEHUS
YKCIIO U TOJl IPOCTABIISIIOTCS apaOCKuMu udpamMu, a Ha3BaHUE Mecslla MUIIETCs
nponuchio 0e3 cokpameHus. Ha o00noxkkax Jen BpEMEHHOrO XpaHEHHs
YKa3bIBa€TCS TOJIBKO TO/I.

Ha oOnoxkax Jen, coOCTOAIUMX ©3 HECKOJBKUX TOMOB (4acTeit),
MPOCTABJISIOTCS KpaliHUE AaThl KAXI0T0 ToMa (4acTH).

KonunuecTtBo mMpoHyMEpOBaHHBIX B J€Ji€ JIMCTOB MPOCTABISAETCS C JHUCTa-
3aBEpUTEIIS Jena.

Cpox XpaHeHHUs MEPEHOCUTCSI Ha 00JIOKKY Jieja U3 HOMEHKIaTypsl Aen. Ha

ACJIax IMOCTOAHHOI'O XPaHCHUA IMUIICTCA: «ITocTossHHOY.
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Ha kopemke nena yka3bIBalOTCS 3arojiOBOK Jiejla, WHAEKC Jeja 1o
HOMEHKJIAType, AaTa JIeja U CPOK XPAHEHHUS.

B  pmemix obOecrneueHuss COXpAaHHOCTM M 3aKpEIUIEHHA  IOpsaKa
pPacHoJIOKEHUS] TOKYMEHTOB, BKJIIOYEHHBIX B JI€J0, BCE JIUCTHI, KPOME YHUCTHIX,
JMCTa-3aBEPUTEIIS JIea U JINCTOB BHYTPEHHEHN ONHUCH HYMEPYIOTCSl B pa3BEPHYTOM
BUJE apaOckumMu IMppaMu BajloBOW Hymepauuend. UYucTele JUCTHI U3 Jena
U3bIMalOTCS (0€3 TOBPEKIAEHUS ILEJIOCTHOCTH JENa) M yHUUTOXKArTca. JIMCThI
HYMEpYIOTCSI IPOCTBIM KapaHJIalloOM, CBEPXY BHHU3 B BO3pacTalolleM MOpsKe
HOMEpOB, HauMHasA C nepBoro. Ludpsl mpocTaBisAioTCS B MPABOM BEPXHEM YTy
aucta. Hymeparusi 1BETHBIMH KapaHJalllaM{, YEepHWJIAMU W HyMepaTopaMu He
JOITyCKaeTCsl.

JIOKyMEeHTBI ¢ COOCTBEHHOW HyMepalued JHCTOB, B TOM YHCIIE IE€YaTHBIE
U3JIaHUs, HYMEpPYIOTCS B OOIIEM TNOpSAKE WIM COXPaHSAIOT COOCTBEHHYIO
HYMEPALMIO, €CJIA OHa COOTBETCTBYET MOPSAKOBOMY PACIIOJIOXKEHHUIO JIMCTOB B
Teie.

Cnoxennbli Juct Oombimoro ¢opmara (A2, A3) pa3BopauuBaeTcs u
HyMEpYyeTCsi B NpPaBOM 4YacTU BepxHero mnojs jucta. Ilpu 3toM muct mroboro
¢dopmaTta, MOAIIMTHIA 3a OAMH Kpaill, HyMmMepyeTcd KaK OJMH JIUCT, a JIUCT,
CJIOKEHHBIN U MOJIIUTHIN 3a cepeluHy, MOJJIEKUT MEepPEIINBKE U HyMEpYyeTcs Kak
OJIMH JIUCT.

Eciu B nene ecTh KOHBEPT C BIOXKEHUSIMH, TO CHadalla HyMepyeTcs
KOHBEPT, a 3aT€M OYepeAHBIM HOMEPOM KaXK/10€ BIIOKEHHUE.

@otorpaduu U Jpyrue WUIIOCTPATUBHBIE MaTepHalibl HYMEpPYIOTCS Ha
00OpOTHOM CTOPOHE B JIEBOM BEPXHEM YTIIy.

JIMCT ¢ HAarayxo HaKJIEEHHBIMU JIOKYMEHTaMH (BbIpe3KaMu, poTorpadusmn)
HyMepyeTcsl Kak OJUH JHUCT. ECIM K JOKyMEHTY MOAKJIEEHbI OHUM KpaeM Apyrue
JIOKYMEHTHI (BCTaBKH TE€KCTa, IEPEBO/IbI), TO KAXK/IbIH JTUCT HyMEPYETCS OTACIBHO.

[Ipunoxenue K Jeny, COCTABISIIONIEE OTIEIbHBI TOM, HyMepyeTcs

OTACJIBHO.
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[Ipy HaWYMM OTAENBHBIX OUIMOOK B HYMEpPALMHM JUCTOB B Jeiax IpH
NOJATOTOBKE MX K CAAa4y€ B apXWB JOMYCKAETCS  YNOTPEOJIEHHE JHUTEPHBIX (C
OYKBEHHBIMH JIOMIOJIHEHUSIMU) HOMEPOB JIUCTOB.

B nenax mMOCTOSIHHOrO XpaHEHWs JIi ydyeTa W IIOMCKa JIOKYMEHTOB
B HayaJie Jiejia MOXKET TIOMEIIAThCS BHYTPEHHS ONMUCh (puiioxenue Ne 14).

JIuCThI BHYTpEHHEN ONMKUCH HYMEPYIOTCSI OTJIETBHO.

Kaxnoe neno 3akaHuMBaeTCs JMCTOM-3aBEPUTENIEM yCTAaHOBICHHON (OPMBI
(mpunoxxerne Ne 15).

B nucte-3aBepurene nena undpamMu U MpoNKUChIO YKa3bIBaeTCs (PakTHUIECKOe
KOJIMYECTBO JINCTOB B JAHHOM JIeJIe, a TAK)KE€ HAIIMYME JIMTEPHBIX U MPOMYHIIEHHBIX
HOMEPOB JIMCTOB, KOJMYECTBO JINCTOB BHYTPEHHEH ONHWCH W HAJIMYUE CPEAU
JIOKYMEHTOB Ta3€T, KHUT, OpoILIop, dyepTexed, (oTorpaduii, puCyHKOB U T.1.,
CTaBUTCS JlaTa U MOANMCH pabOTHHKA, CPOPMUPOBABILIEIO JAENO0, U yKa3bIBaCTCs
€ro JOJDKHOCTb, MHMLMAIBl W (amuinsa. Ecium KoOIW4ecTBO JHCTOB B JiEje
U3MEHSETCS, 3aBepUTEIbHAS HAAIUCh COCTABIISETCS] BHOBB.

[Tpu moaroroBke e K NOAIIMBKE (IIEPEIIETY) MPOBEPSAETCS NMPABUIBHOCTD
ux (opMHpOBaHUSA, OPOPMIICHUS, METAJUIMYECKUE CKPEIUIEHUS U3 JTOKYMEHTOB
YIAISIOTCS.

JIOKyMEHTBI TIOJIIITUBAIOTCS TAKUM 00pa3oM, 4TOObI MOXKHO ObLIO CBOOOTHO
IPOYUTATh TEKCT KaXJAOro JOKYMEHTa, BHU3bl W YyKa3aHUs [0 HCIOJHEHHUIO
JIOKyMEHTA.

10.5. Ilepemaua aen B apXuB.

Ilepemaua pgen MOCTOSHHOTO XpPaHEHWs B apXuB | eppUTOpHAIBHOU
KOMHCCHH OCYILIECTBISETCS MOEAMHUYHO MO YyTBEpKIeHHbIM OK omucsaMm aen
MOCTOSIHHOTO XPAHEHHS.

[Ipuem noxkymeHTOB Ha mocTosiHHOe XpaHeHue B CankTt-IleTepOyprckyro
U30UpaTEIbHYI0 KOMUCCHIO OGOPMIISIETCSI aKTOM IpHeMa-Tepeayd TOKyMEHTOB

(npunosxenue Ne 19).
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B apxuB Cankr-IletepOyprckoii n30uparenbHO KOMUCCHUHA B COOTBETCTBUU
C HOMEHKJIATypou naen TeppuTopuaibHOW KOMHCCHHM Ha MOCTOSIHHOE XPAaHEHUE
MepENarOTC:

JUYHOE  JIeN0 Ipeacenarens 1eppuTOpHAIBHOM KOMHCCHUM B CiIydae
OKOHYaHUA CPOKA MOJTHOMOYMI WM NPEKPALIEHUS UM TPYAOBOM JAEATEIbHOCTH;

JUYHOE [IeJI0 TOCYNAPCTBEHHOTO TPAXKIAHCKOTO CIIYXKaIllero ammapara
TepputoprallbHOM KOMHCCHUM B CJIy4ae €ro YyBOJIBHEHUS C TOCYyJapCTBEHHOMU
CITYXKOBI;

JOKYMEHTBI IIOCTOSTHHOTO ¥ BpeMeHHOTO (10 jeT u 6oiee) CpOKOB XpaHCHUS
B cllydae peopraHuzanuu (JiukBuaanuu) TepputopruaibHOH KOMUCCHUHU.

IIpu mepemade nen Ha BCeX JK3EMIULIpaX OINKMCU JAEH IMPOTUB KAXKIOTO
BKJIIOUEHHOTO B Hee jena B rpade «lIpumedanue» cTaBUTCS OTMETKA O HaJUYUU
nena. B KOHIlE KaXJIOro 5K3eMIUIApa OINWCH JIeNl yKa3bplBaloTca IudpamMu U
MPOMUCHIO KOJIMYECTBO (DaKTHUECKH TNPUHSATHIX (MEpEJaHHBIX) B apXuB e,
WHULMAIBI U (PaMUJIUK JIUI], OCYILECTBIISIIONIUX MpUeM-Tiepeaady Jiell, CTaBsTCA UX
ITOAIIUCH U JaTa.

IIpu nmpueme gen mnpoBepsieTcs NpaBUWIbHOCTh WX odopmiieHus. Jlena,
opopMJICHHBIE C HapylIeHHEM TMPaBWI, YCTaHOBIEHHbIX WHCTpyKIueH,
BO3BpAILIAIOTCS B TE€pPUTOPHUAIBHYIO KOMHUCCHUIO C YKAa3aHUEM HEJOCTATKOB IS UX
YCTpPaHEHHUs.

N3buparenbHas JOKyMEHTAIMs XpaHUTCSA B TeppUTOpHAIIbHON KOMHUCCUU B
coOoTBEeTCTBUM ¢ llopsimkom XpaHeHuUs, NEpeJayd B apXUB WM YHUUYTOXKCHUS
JIOKYMEHTAIIUU, CBSI3aHHOM C TMOJTOTOBKOM U TMPOBEJIECHHUEM BBLIOOPOB U
pebepenaymoB B Cankt-lIletepOypre, yTBepaeHHBIM perieHueM CaHKT-
[TerepOyprckoit m3duparensHoit komuccuu oT 14 mapra 2013 roma Ne 20-1,
[lopsankoM XpaHeHUsT W IIepellaud B apXUBBl JOKYMEHTOB, CBSI3aHHBIX C
MOATOTOBKOM U TipoBeneHreM BbiOopoB [Ipesunenta PD, [lopsakom xpanenus u
nepeayr B apXHWBbl JIOKYMEHTOB, CBSI3aHHBIX C MOJATOTOBKOM M TPOBEICHUEM
BbIOOpOB  nemyTtaTtoB ['ocymapctBennoit Jlympr ®C PO, yTBepkIeHHBIMU

COOTBETCTBYIOIIMMH nocTaHoByieHusmMuU [[1K PO.
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10.6. ITopsiok padoThI € 3JIEKTPOHHBIMH JOKYMEHTAMH.

VcrionHEeHHBIE AJIEKTPOHHBIE JTOKYMEHTBI CHUCTEMATU3HPYIOTCS B JENa B
COOTBETCTBMM C HOMEHKJIartypou nen TeppuropuansHou komuccuu. llpu
COCTABJICHUM HOMEHKJIATYphl JEJI B 3arojOBOK Ji€Ja BKIIOYACTCS YKa3aHHUE
«ONEKTPOHHBIE JOKYMEHTBD».

Cpoku XpaHEHHsS DJIEKTPOHHBIX JOKYMEHTOB COOTBETCTBYIOT CpPOKaM
XpaHEHUs aHAJIOTUYHBIX JOKYMEHTOB Ha OyMa)kHOM HOCHUTEIIE.

DKcnepTh3a LEHHOCTU JJIEKTPOHHBIX JOKYMEHTOB OCYLIECTBISIETCS B
o0IeM MOpsIIKE, YCTAHOBJIEHHOM JUIsl JTOKYMEHTOB Ha OyMa)XHOM HOCHTEIE.
[locie wucTedeHUs CpOKa, YCTAHOBJIEHHOIO [UISl XPaHEHUS SJIEKTPOHHBIX €I
(3NEKTPOHHBIX JOKYMEHTOB), Ha OCHOBAaHMM aKTa O BBIACICHHMH HX K
YHUUYTOXEHUIO, YTBEPKICHHOIO IpelcenaresieM TeppuToprasbHO KOMHUCCHH,
yKa3aHHbIE  JJIEKTPOHHBIE Jena  (JIEKTPOHHBIE  JOKYMEHTBI)  IOJJIEKaT
YHUUTOXKEHUIO.

ONEKTpPOHHBIE JOKYMEHTBI IIOCTOSHHOIO XPAaHEHMS [EpPENarTCcs Ha
apXMBHOE XpaHEHUWE MO ONHUCiIM C O(OPMIICHHEM aKTa MpueMa-liepeaadn

AJIEKTPOHHBIX TOKYMEHTOB.
11. OTBEeTCTBEHHOCTDH

11.1. Ynenst TepputopuanbHOW KOMHUCCHU M TPAKIAHCKHE CIy>KalIUe
annapata TeppUTOopHaTIbHOM KOMHCCUU HECYT NMEPCOHATBHYIO OTBETCTBEHHOCTD 32
coOmtoieHne TpeboBaHui HacTosed MHCTpyKIMHU, COXPaHHOCTh HAXOIAIIUXCS Y
HUX JOKYMEHTOB.

11.2. OTBeTCTBEHHOCTb 3a  OpraHMU3AIMI0  JEJONPOM3BOJACTBA B
TepputopuanbHoii KOMUCCHH, BHEJPEHUE aBTOMATH3UPOBAHHBIX
(KOMIIBIOTEPHBIX)  TEXHOJIOTUH TMOATOTOBKM U 00pabOTKH  JIOKyMEHTOB,
o0ecrieyeHrne COXpaHHOCTU JOKYMEHTOB U IMepeAady HUX B apXHB, KOHTPOJIb 3a
coOmtoieHneM TpeOoBaHM HacTosimie MHCTpykuuu HeceT mpencenaTenb

TeppuropuaibHOM KOMUCCHH.
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[Mpunoxxenne Ne 1
K TUMOBOW MHCTPYKIUHNH TI0 ACJIONTPOU3BOACTBY
B TeppuTtopualibHO HM30MpaTETHLHON KOMUCCUT

(I)opMa PETrUHCTPANUOHHOIO KYPHaJa BXOAAINUX TOKYMEHTOB

Hata Perucrtpa | Koppecn | Homep u | Comepx | Pezomo | Ucnon | Cpok | Ormer | Hom
MoJjiyue | IMOHHBINA | OHJEHT | JaTta aHue nus HUTENb | UCTIONT | Ka 00 | ep
HUS HOMEp JIOKYMEHT HEHUs | UCHOJa | Jena
a HEHUH
(I)OpMa PETrUHCTPAINMOHHOIO KYPpHaAJa HCXOAAIIUX JOKYMEHTOB
Hara Perucrpanmonn | Anpeca | Kparkoe Ko Ucnomuuten | Homep
OTIIPABJICHH | bIf HOMEP T COJIep’KaHu | MOJAMHUCA | b nena c
S e b) Konuen
JIOKyMEHTa JIOKYMEHTa | TOKYMEH UCXOJSIIET
T 0
JOKYMEHTa




NGO~ WDE
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Ipunoxenue Ne 2
K TUMOBOW MHCTPYKIUHNH TI0 ACJIONTPOU3BOACTBY
B TeppuTtopualibHO HM30MpaTETHLHON KOMUCCUT

HEPEYEHDb
JAOKYMEHTOB, He MOJJIeKAIMX PerucTpanuu

Coo0meHuns o 3aceTaHnsIX, COBEIIaHUAX U MOBECTKAX JTHS.

VY4eOHbIe TPOTrPaMMBI, TIIAHBI.

PexmamMHbIe M3BEIICHMS, TUIAKATHI (32 HCKIIFOYCHHEM aruTalliOHHBIX ).
[To3mpaBuTEeIBHBIC MMCHMA U TEICTPAMMEI.

[TpurnacureabHbIC OUICTHI.

Byxrantepckue qTOKyMEHTBHI.

[leyaTHbie U3gaHUS.

OmneparuBHas uHpOpMaIMs, MocTynaroIas mo kaHamam cBs3u [AC
«BBIOOPBY.
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Ipunoxenne Ne 3
K TUNoBOM HHCTPYKLIUHU 110 ACIIONIPOU3BOACTBY
B TeppuTopuaibHON M30MpaTenTbHOM KOMUCCUU

AKT
Mzl HWKEIOAMUCABIIINECS
,  COCTaBWJIH
aKT O TOM, YTO « » 20 I. OpU BCKPBITMM TaKeTa

B HCEM HC OKa3aJ10Ch

HacTosimuii akT cocTaBiieH B IBYX 3K3€MIUISpax.

IHonnucu:
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[Mpunoxxenne Ne 4
K TUMOBOW MHCTPYKILHNH TI0 ACIIONIPOU3BOACTBY
B TepputopuaibHOl M30UpaTENTLHON KOMUCCHU

®opMbl 0JIaHKOB, HCII0JIb3yeMbIX B TeppuTopuaibHOi KoMUCCHE Ne
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[Mpunosxxenne Ne 4.1

TEPPUTOPUAJIBHAS U3BUPATEJIbBHAS KOMUCCHUS Ne

CAHKT-IIETEPBYPT

IIPOTOKOJ 3ACEJAHUA

2013 rox Ne
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Ipunoxenne Ne 4.2

TEPPUTOPUAJIBHAS U3BUPATEJIBHASA KOMMUCCHUA Ne

CAHKT- IIETEPBYPT

PEINIEHHUE

2013rox Ne
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ITpunoxenne Ne 4.3

TEPPUTOPHUAJIBHAA U3BUPATEJIbHAA KOMUCCHSA Ne_

CAHKT-IIETEPBYPT

IIPUKA3

2013rox Ne
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[punoxenue Ne 4.4

TEPPUTOPUAJIBHASA
MN3BUPATEJIBHAST KOMUCCHUA Ne
CAHKT-IIETEPBYPT

VIL , ., Cankr-IlerepOypr, 198
Tei. (812) ,
Ne

Ha Ne oT
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[Mpunoxxenne Ne 5
K TUMOBOW MHCTPYKILIMH IO ICJIONTPOU3BOICTBY
B TeppuTopuaibHON M30MpaTeNTbHON KOMUCCUHU

TpeOoBaHMs K JOKYMEHTaM, H3r0OTOBJISIEMbIM € IOMOIIbIO
Nne4YaTawiux yCTPOMCTB, U K (pailjiaM TeKCTOBBIX JIOKYMEHTOB

1. Texctbl 1OKyMeHTOB Ha OiaHkax ¢opmara A4 medararoTcs yepes 1,5 MeKCTpOUHBIX
WHTEpBaja, Ha O1aHkax ¢popmara AS — depe3 1 MEeKCTPOUHBIM HHTEPBAJL.

TekcTbl TOKYMEHTOB, MOATOTABIMBAEMBIX K THIOTPAQCKOMY H3JAQHHIO, IMEYaTAIOTCS
yepes J1Ba MEKCTPOUHBIX HHTEpBaJa.

2. Hazpanue BHIa TOKyMEHTa M€YAaTACTCA MPOIMHCHBIMU OYKBaMHU.

3. Ecmm 3aromoBok k Tekcty mpeBbimaer 150 3HakoB (5 cTPOK), IOMyCKaeTcs
IIPOJUIEBATH €0 J0 T'PaHULIbl IPABOro moJisd. Touka B KOHIIE 3ar0JIOBKA HE CTaBUTCSL.

4. PacmmdpoBka MOJIUCHU B PEKBU3HTE «[Toanuce» nevaraercs
Ha YpOBHE IOCJIEIHEH CTPOKM HAUMEHOBAaHUS JOJDKHOCTU C HCIOJb30BaHMEM KOMOMHALUU
kiasui Shift — Ctrl — IIpoGen Mexxay nuHHIMATaMU U (haMuInei.

5. Cozpmanme, hopMaTHpoBaHWE M BBIBOJ HA IEYaTh JOKYMEHTOB MPOU3BOJAUTCS Ha
KOMITBIOTEpAx C MCIOJIb30BaHMEM TEKCTOBOTO mporieccopa MS Word. BHeapeHue 31eKTpOHHbIX
TaOJNHI, CO3JaHHBIX B TAOJNUYHBIX Ipoleccopax, B AokymeHThl MS Word He nmomyckaercs.
JomyckaeTcsi, mpu HEOOXOAMMOCTH, co3aaHue, (OopMaTHUPOBaHME W BBIBOJ Ha MevyaTh TaOJHUIL
OCpeCTBOM TabmuHoro nporeccopa MS Excel.

6. Ilpu dbopmarupoBaHUU JOKYMEHTOB 0053aTeIbHO PabOTATh C BKIFOYEHHON KHOMKON
9|, aTOOBI BUIETH Ha SKpaHE BCE CIYKEOHBIE CHMBOJIBI.

7. llpu dopMaTUpOBaHUU TEKCTa JOKYMEHTOB HCIIOJIb3YETCSl CTUJIb, KOTOPBIM MMEeT
CJIEYIOIINE apaMEeTpBbIL:

. Mpudr Times New Roman Cyr
o Pasmep 14 mynkToB
o Otrctyn cieBa 0cm
crpaBa0 cm

J WuTepBan nepen 0 myHKTOB

nocie 0 myHKTOB
. MeXCTpOYHBINM UHTEPBAI  MOJIYTOPHBIN
. IlepBas cTpoka orctymn Ha 1,25 cMm
. BripaBHuBaHME 0 IIMPUHE
8. Ilpu hbopmaTrpoBaHnyM TaOIUI] HEOOXOMMO COOIOAATE CIEAYIONIHE TPEOOBAHUS:
Tabmuma  Bcerza  JOJDKHA — MMETh  Ha3BaHWe,  KOTOpO€  BBbIpaBHUBAeTCS

10 TIPaBOMY TIOJTIO IOKYMEHTA;
TaOJIUIIa BEIPABHUBACTCS TI0 IICHTPY JIUCTA,
3aroJjI0BKH CTOJIOIOB U CTPOK BBIPABHUBAIOTCS 10 LIEHTPY AUCHKH,
JIAHHBIC B STYEHKaX TaOJUIIbl BBIPABHUBAIOTCS CBEPXY I10 JIEBOMY Kpalo;
MPOJIOJDKEHHUE TAOJIHUIIBI HA HOBOM JIMCTE BCET/la HAUMHACTCS C 3ar0JIOBKOB €€ CTOJIOI0B
(M HOMEPOB CTOJIOIIOB);
CTPOKH Ta6J'II/IIIBI MEPCHOCATCA Ha HOBBIH JIUCT AOKYMCHTA UCKIIIOYUTCIIbHO LCIINKOM;
IIMPUHA U BBICOTA TAOJIUIIBI HE TOJKHBI MPEBBIIIATH Pa3MEPhI MOJICH TOKyMEHTA.

9.  Pa3mepsl moseli JOKyMEHTA JTOJKHBI HIMETh CIIETYIOIINE TapaMeTphL:
. BEpPXHEE 2,0 c™m

. HIDKHEE 2,0 c™m

o JIEBOE 3,0 cm

) npaBoe 15cMm

OT Kpas 10 KOJOHTHUTYJA!
J BEPXHETO 1,25 cm
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° HHUKHETO 1,25 cm
10. IIpu mOATrOTOBKE JOKYMEHTOB HCIOJB3YIOT CICAYIOIINE PEKBU3HUTHI:
e HaWMEHOBaHUE OpraHMU3AlNY;
e HaWMEHOBAaHHUE BHJA TIOKYMECHTA;
®  CChUIKA Ha PETUCTPAIIMOHHBIA HOMED U JIaTy JIOKYMEHTA,
® MECTO COCTABJICHUS WJIU M3/IaHUS TIOKYMEHTA;
e ajpecar;
e rpud yTBEpKICHHS JOKYMCHTA,;
®  3aroJIOBOK K TEKCTY;
® TCKCT JIOKYMCHTA,
e OTMETKA O HAJIMYHMH MPUIIOKCHHUS,
®  [IOJINCE;
e rpud coriacoBaHus JOKyMEHTA,
e OTMETKa 00 MCIIOJIHUTEINE;

® HIeHTH(UKATOP DIEKTPOHHOH KOITUH IOKYMEHTA.

11. PexkBusutel  (KpoMe€  TEKCTa  JIOKYMEHTa M  ajpecara),  COCTOSIIUE
U3 HECKOJIBKUX CTPOK, [I€UATAIOT CO CIEAYIOLMMHU apaMeTpaMHu:
o lpudr Times New Roman Cyr
. Pazmep 14 nynkroB
o Otctyn cieBa 0cMm
cripaBa 0cMm
o WutepBan nepen 0 myHKTOB
nociie 0 myHKTOB
. MeKCcTpOUYHBI UHTEPBAII OJIMHAPHBIN
o OtcTyn nepBoi CTpOKH HET
o BripaBHMBaHME 10 LIEHTPY

12. PexBu3uT «Azpecary MevararoT co CIeAYIOIUMH TapaMeTpaMu:

o Mpudr Times New Roman Cyr
. Pasmep 14 nynkroB
J OtcTyn cieBa 7 cMm
cripaBa 0cMm
o WuTepBan nepexn 0 myHKTOB
IoCJIe 0 myHKTOB
. MexXCTpOYHBI UHTEPBAII OJIVIHAPHBIN
o OtcTyn nepBoi CTpOKH HET
. BrlpaBHuBaHue 110 LIEHTPY

Ecnu cocraBHBle YacTH pPEKBU3UTOB «Ajpecary», «['pud yTBEpKAEHHS JTOKYMEHTay,
«['pu¢ cormacoBanus nokyMeHTa», «OTMETKa O HAIHYHU NPUIOKEHHS» HE YMEIIAOTCS Ha
OJTHOM CTpPOKE, TO pa3pblB CTPOKM B HYKHOM MECTE€ IMPOU3BOIUTCS C MOMOULIBIO CHMBOJIA
«Pa3pbIB ctpoku» (komOuHarus kinauin Shift — Enter), nanpumep:
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COI''TACOBAHO

PykoBoautens PocapxuBa

A.H. Aptuzos

13. Ilpm odopmieHun JOKYMEHTOB Ha JABYyX W 0Ooyiee CTpaHUIAX BTOpas
U TIOCIICAYIOUINE CTPAHMIBI JOJDKHBI OBITh MpOHYyMepoBaHbl. HoMmepa cTpaHWI] MPOCTaBISIOT
MIOCEPEIMHE BEPXHETO OIS JINCTa apaOCKUMK nuppaMu 06e3 3HaAKOB PEHHHAHUS.

Ecnu 1oxyMeHT umeeT nMpuiioKeHue, TO OHO I1e4aTaeTcsi ¢ HOBOW CTPAaHUIIbL.

14. [Inst BbISABIEHMS M UCHPABJICHUS BO3MOXHBIX OIIMOOK B IPAaBONMCAHUU B
c(hOpMHUPOBAaHHBIX (aillax PEeKOMEHIYeTCS OCYILIECTBIATH MPOBEPKY TOKYMEHTOB, UCIOJb3YS
CHCTEMBI IPOBEPKU MPABOIHCAHUS.

15. Kaxnplifi JOKyMEHT €O BCEMH IMPUJIOKEHUSMH K HEMy I[OMEUIaloT
B OTACNBHBIN (ailn (ecnu NPUIIOKEHUS CO3JaHbl OAHUM TporieccopoM). BHyTtpu daiina cam
JOKYMEHT M KaXJ10€ MPUIIOKEHHE TOMEILAIOT B OT/IEIbHBIC Pa3/Iebl.

16. Bce pexkBU3UTHI AOKYMEHTA OTHENSIOT APYr OT Jpyra OJHOW IyCTOW CTPOKOIA,
oOpa3yemoii cumBosioM a03ana (§-kmaBuma Enter). B Tekcre He AOKHO BCTpedaThesl Oolee
JIByX CHMBOJIOB a03a1ia moapsiz.

17. He pomyckaeTcst mucaTh CIOBa C pa3psAaKoil, BCTaBiss MpoOesbl MEKIy OyKBaMH B
cioBax. He momyckaercst mcnoibp3oBaHHe MPoOENOB Uit 00pa3oBaHUs a03allHOTO OTCTYMA
(KpacHO# CTPOKH) WIIM IyCTBIX CTPOK. B TekcTe He JOMKHO BCTpedaThbes MOJpsia 0ojiee OAHOTO
cuMBOJa TpoOena. PaspeneHne wWHUIMANOB W (QaMUIMM JIETAETCS C HCIOJIb30BaHHEM
HepasaensemMoro npobdena (coueranue kinasuin Shift — Ctrl — ITpo6en).

18. He pnomyckaercs BKIOYaThb B TEKCT JOKYMEHTa pa3JelUTENbHBIC JIMHUH,
COCTaBIICHHBIE U3 LIEMIOYEK CUMBOJIOB (*, =, -, — U ApyTHe).

19. He nomyckaercs HCIONB30BaHME B PYCCKHUX CIIOBaX CXOAHBIX IO HAYEPTAHHIO
nmatuHckux OykB (A, a, B, C, ¢, E, e, H, K, M, 0,0, P, p, 1, X, X, y).

20. He pomyckaeTcst HCIONB30BaHUE CHMBOJNA TaOymsauuu (—) ans o0pa3oBaHUS
a03aIiHOro OTCTYMa (KPAaCHOM CTPOKM) HIIM MYCTHIX CTPOK. AO3allHbIi OTCTYN YCTaHABIUBAIOT B
MeHI0 @opmaT/Ab3a1] UM C TOMOIIBIO BEPXHETO JBUKKA HA TOPU30HTAIIBHOM JINHEHKE.

21. He nomyckaercst HCMOIb30BaHUE CUMBOJIA «-» 7151 0003HauUeHHs epeHoca. Bmecro
HETO CJIeyeT MCI0JIb30BaTh CHMBOJI MITKOTO repeHoca (komOouHanus kiaaBuin Ctrl — «-»).

22. ]Jlns HamucaHWs PUMCKHX UUGP JODKHBI HCIONb30BaThCsl 3arjiaBHbIE OYKBBI
natuackoro andasura (I, V, X, C, D, L, M). Hcnons3oBanue AJis 9TOW METU PYCCKUX OYKB U
apabckux UQp He JOMyCKaeTcsl.

23. Bwmecto GykBbI «E» nomKHa ynoTpednarhes Oykpa «E» (kpoMe MMeH cOOCTBEHHBIX
P HAJIMYWHU TIOJITBEPKIAIONTNX JOKYMEHTOB).

24. PexBHU3UTHI «3arojOBOK K TEKCTY» JIOJDKHBI OBITh BBIPOBHEHBI MO IIEHTPY M KaXKIbIA
U3 HUX JOJDKEH MPeJICTaBIsATh COO0M OJMH ab3all, TO €CTh BHYTPH TEKCTa KaXKJJOT0 PEKBU3UTA HE
JIOJDKHO ObITh cuMBoOJia ab3ana. He gomyckaercs ucnosib30BaHME CHMBOJA ab3ama ams
IpepbIBaHUs CTPOKU B TIPOU3BOJIBLHOM MECTE, JUIS 9TOTO CIIEAYeT UCIOIb30BaTh CUMBOJ pa3phiBa
cTpoku (komOuHanms kinasuim Shift — Enter).
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Ipunoxenue Ne 6
K TUMOBOW MHCTPYKIUHNH TI0 ACJIONTPOU3BOACTBY
B TeppuTtopualibHO HM30MpaTETHLHON KOMUCCUT

Cnucok PACCBIJIKHA UCXOAAIINX JOKYMEHTOB

Ne HaumeHoBaHnue oprana N N
ITosHblii MOYTOBBII agpec
n/n (opranuszaumu)
[Ipencenarens

TepputopuanbHOl U30UpaTENbHON KOMUCCUH No

Hcnomaurenn

«

»

20 r.
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[Mpunoxxenne Ne 7
K TUMOBOW MHCTPYKIUHNH TI0 ACJIONTPOU3BOACTBY
B TeppuTtopualibHO HM30MpaTETHLHON KOMUCCUT

Jluer coriiacoBanus

JIOIDKHOCTD

[ara

Iloamuce

dammus,
WHHULIH A

Wcnomuurenn
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Ipunoxenne Ne 8
K TUNoBOI MHCTPYKLIUHU 110 AEJIOMPOU3BOACTBY
B TepputopraibHON H30HUpaTENbHON KOMUCCHU

YTBEPXIAIO

[Ipencenarens TeppuropuanbHoit komuccuu Ne

HWHHUIIHUAIBI, (baMI/IJ'II/IH

(noonucy)
« » 20 r.
CIIMCOK
AOJKHOCTHBIX JIHMI (OPraHu3aumii), KOTOPHIM HANPABJISETCH
pemienue TeppuTopuajbHO U30UPaTENbHON KOMHUCCHE Ne
Ne 0T « » 20 ronma
(YkazaTh 3aroJioBOK)
No
i HaumenoBanue oprana (opraHu3aiimn) Kon-Bo 3k3. | [Ipumeuanue
Ucnomuurens

«

»

20 roma




70

Ipunoxenne Ne 9
K TUMOBOW MHCTPYKILHNH TI0 ACJIONTPOU3BOACTBY
B TepputopuaibHO M30MpaTenbHON KOMUCCHUU

HNEPEYEHD

MOJICKAINUX KOHTPOJII0 JTOKYMECHTOB ¢ YKa3aHUEM CPOKOB UCHTIOJITHCHUSA

1. ®enepalibHble  KOHCTUTYIIMOHHBIE 3aKOHBI, (QenepalibHble 3akoHbl Poccuiickoit
®denepalyiv — COINIACHO YKa3aHHOMY B HUX CPOKY.

2. Vka3wl [Ipe3unentra Poccuiickoit depepanuu — COMNIACHO YKa3aHHOMY B HHX
CPOKY.

3. Pacnopspokenus Ilpesunenta Poccuiickoit denepanu — COrIacHO yKa3aHHOMY B
HUX CPOKY.

4, [TocranoBnenusi, pacnopspkenus IlpaButensctBa Poccuiickoit ®enepaunu —
COIIACHO YKa3aHHOMY B HUX CPOKY.

5. 3akonbl Cankt-IleTepOypra — cormacHO yKka3aHHOMY B HUX CPOKY.

6. [ToctanoBnenus: 3akononatenbHoro Cobpanus Cankt-Ilerepbypra — coriiacHo
YKa3aHHOMY B HUX CPOKY.

7. [TocranoBnenust IlpaButenbctBa Cankt-lIlerepOypra — coriacHO yka3aHHOMY B
HUX CPOKY.

8. Pacnopsoxenus ['yoepnaropa Cankr-IlerepOypra — coriacHO yka3aHHOMY B HUX
CPOKY.

9. [Tapnmamentckue 3ampocsl CoBera @enepauun DenepanvHoro Cobpanus

Poccuiickoit ®Denepauuu, ['ocymapctBennoit ymbr denepansnoro CobOpanus Poccuiickoit
®enepanuu — He TI03/1HEE YeM uepe3 15 kajneHnapHbIX AHEH CO JIHA MOJIy4YEHHUs [apJiaMEHTCKOTo
3arpoca WM B WHOW YCTAaHOBIIEHHBIM COOTBETCTBYIoLIEH manaroit dexepanbHoro CobOpaHus
Poccuiickoit @eaepanuu Cpok.

10. 3ampocel unenoB CoBera ®Depepanuu DenepanpHoro CobOpanusi Poccuiickoit
Oenepannn, nenyratoB [ocynmapctBenHoi Jlymbr @enepansHoro CoOpanusi Poccuiickoi
®enepanun — He no3aHee yeM uepe3 30 KaJeHJapHbIX AHEW CO THS €ro MOJIY4YEHHs WM B MHOU
COTJIACOBAHHBIN ¢ MHUIIMATOPOM 3aIIpoca CPOK.

11. OGpamenus uwieHoB Coera ®denepannu PenepansHoro Cobpanus Poccuiickoit
Oenepanun, nenyratoB [ocymapctBenHoi Jlymbr @®enepansHoro CoOpanusi Poccuiickoi
denepauy MO BOMPOCAM, CBSI3aHHBIM C WX JIEATENIBHOCTBIO, — Oe30TiararesibHo (a mpu
HEOOXOAUMOCTH TOJTYYEHHUs JOMOJHUTENBHBIX MaTepuajioB — He mo3aHee vem uepe3 30
KaJICHIapHBIX JTHEN
CO JTHS TIOJTy4YEHUS OOpaIEHUS).

12.  OGpamenus aenyratoB 3akoHonaTenbHoro CoOpanusi Cankt-IlerepOypra — B
CPOK, YCTaHOBJICHHBIH 3aKkoHOaTenbcTBOM CankT-IleTepOypra.

13. Ilucema w3  Apvunuctpauuu  [Ipesmpenta  Poccuiickoit ~ denepanuu,
[TpaButensctBa Poccuiickoit denepanunu, Koncrurynnonnoro Cyna Poccuiickoit @enepanum,
Bepxosaoro Cyna Poccuiickoit ®enepanuu, ['eHepanbHOl mpokyparypsl Poccuiickoit
Oeneparun, aamubuctpaiuu ['yoepnaropa Cankt-IlerepOypra  — B COOTBETCTBUU C
YKa3aHUSAMU 0 MCIOJHEHHUIO JOKYMEHTa Ipejacenatesis TeppuTopualbHON KOMHUCCUH, €CIH B
HUX HE yKa3aH CPOK, — He TI03/1Hee 4eM yepe3 30 KaJleHJapHbIX JHEH.

14. IIporect npokypopa — He no3aHee yeM yepe3 10 kareHaapHbIX AHEH.

15. IlIpencraBienue nmpokypopa — He rno3aHee yeM uepes 30 KajaeHJapHbIX JTHEH.

16. OOpamenust TpaxaaH IO BOIpocaM  BBIOOPpOB W pedepeHaAyMOB  —
no 30 kaJeHJapHBIX JHEH, a MOCTYNMBIIME B IEpHOA M30UpaTeNbHOM KaMIlaHUM — B
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cooTBeTcTBUN ¢ DenepanabHbIM 3aKOHOM «OO0 OCHOBHBIX TapaHTHUAX H30MpaTeNbHBIX NpaB U
mpaBa Ha ydactue B pedepenayme rpaxaan Poccuiickoit denepanuny.

17. Tlepecbuika oOpalieHUil TpakJaH, COAEPIKAIMX BOIPOCHI, PEHIEHHE KOTOPBIX He
OTHOCHUTCSI K KOMIIETEHIMH TeppUTOpUaIbHOW KOMHUCCHM, OCYLIECTBISETCS B TEUCHUE CEMU
KaQJICHJIAPHBIX JHEH.

18. OOpameHus cpencTB MaccoBOil HHGpoOpMalMM 10 BOIPOCAM IPEAOCTABICHHS
uHpOpMaLlUM — CeMb KalleHAapHbIX JHeW. Eciam TpeOyeMmble CBel€HUS HE MOTYT OBITh
IpPEJOCTaBIeHbl B yKa3aHHBIH CpOK, TO JOIYCKaeTcsi OTCpPOYKa B IPEIOCTaBICHUU
3ampamuBaeMoil MHGOpMAalMKM C BpYYEHHEM B TPEXIHEBHBIM CpPOK €O MAHA TOJIYYECHUS
HNUCbMEHHOTO 3ampoca MHGOpPMaLUU yBEJIOMJICHUS 00 OTCPOUYKE MPEJICTABUTENIO PEeJaKLUH, B
KOTOPOM yKa3bIBAalOTCS MpPHYMHA OTCPOYKM, Jara, K KOTOpoil Oyzmer mpenocTaBieHa
3ampaiBaeMasl MH(popMaius, JOHKHOCTHOE JIMIO, YCTAaHOBUBLIEE OTCPOUYKY, JaTa MPHUHATHUS
pelieHus: 00 OTCPOUKE.

19. 3ampoc rocymapcCTBEHHOro OpraHa, OpraHa MECTHOTO CaMOYIIPaBJICHUS WM
JOJDKHOCTHOTO — JIMIA, PACCMATPHUBAIOIIEr0 OOpallleHue TpakIaHWHA, — JOKYMEHTHl H
MaTepHaibl, HeOOXOAUMBIE JUIsI PACCMOTPEHUs OOpallleHMs], MPEIOCTaBISATCS B TedyeHue 15
JHEH, 3a MCKIIOYCHHEM JOKYMEHTOB M MAaTepHalIOB, B KOTOPBIX COJEpXKATCsS CBEACHUS,
COCTaBJIAIOLIME TOCYJApPCTBEHHYIO WM MHYIO OXpaHseMylo (enepalbHbIM 3aKOHOM TailHy, U
JUTSE KOTOPBIX YCTAaHOBJIEH OCOOBIH MOPSAIOK MPEJOCTABICHHS.
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Ipunoxenune Ne 10

K TUMOBOW MHCTPYKIUHNH TI0 ACJIONTPOU3BOACTBY
B TeppuTtopualibHO HM30MpaTETHLHON KOMUCCUT

YTBEPXIAIO

[Ipencenarens TeppuropuanbHoii
n30upaTenbHON KoMuccuu Ne

MOJNUCh  pacu(pPOBKA HOAIUCH

20 T
HOMEHKJIATYPA JEJI
TeppuTopuaibHoil N30MpaTeIbHOI KOMUCCHT Ne Ha 20 rojg
Wiizexe Kon-Bo Cpoxk xpaHeHus jiena
;[Ia 3aronoBok nena nen (TOMOB, (ToMa, yacTH) [Ipumeyanue
A (Toma, sacTu) vacreif) 1 Ne crareil 1o TiepeyHio
1 2 3 4 5
HaszBanue paznena
HaumeHnoBaHue TOMKHOCTH COCTABUTEINS [Toamnuce Pacimmmdposka
HOMEHKJIATypbl MOJIIUCHU
[ara
COI'JTACOBAHO COT'JIACOBAHO
[Ipotokon K Cekperapp CankTt-IlerepOyprckoit
or No n30upareabHON KOMUCCUHI

IToanuce pacumdpoBKa MOAMUCH
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Nrorosas 3anuch 0 KaTeropusx U KOJIMYECTBE JIeJ, 3aBE/ICHHBIX B
TeppuropuanbHON H30UpaTETHLHON KOMUCCUU Ne

[ponomxkenune npunoxxerns Ne 10

rony B

B ToMm umucie

ITo cpokam xpaHeHus Bcero R — C OTMETKOM
p «OIK»
1 2 3 4
[TocrossaHOTO
Bpemennoro (cBbimie 10 ser)
Bpemennoro (10 10 et BKIIIOUUTENBHO)
HUTOI'O:

HanmeHnoBaHue qOJKHOCTH COCTaBUTEIIA [Moanuce PacmmdpoBka
HOMEHKJIaTypbl MOAUCH

[ara




Teppuropuanbnas komuccust No

OITUCD Ne
JIeJI IOCTOSIHHOT'O XPAHEHUsA
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[Mpunoxxenne Ne 11
K TUMOBOW MHCTPYKIUHNH TI0 ACJIONTPOU3BOACTBY
B TeppuTtopualibHO HM30MpaTETHLHON KOMUCCUT

YTBEPX/IAIO

[Ipencenarens
TepputopuanbHoii Komuccuu No

3a rox [Toamnuce PacmmdpoBka noammcu
Jara
Ne Nunexc Kpaitnue | Kon-Bo
3aroJIoBOK zeja [Ipumeuanue
/1 neia ATkl JINCTOB
1 2 3 4 5 6

B nanHbIi pa3naen onucyu BHECEHO

¢ Ne

(yughpamu u nponucero)

o Ne

JIUTCPHBIC HOMECpA:

, B TOM 4YHUCJIC:

IIPOIYLIEHHBIE HOMEpA!

HanmenoBanme JOJIXKHOCTH COCTaBHUTCIIA

OITMCHU

Jara

COT'JTIACOBAHO
IIporokon K
oT Ne

IToamuce

Pacumudposka noanucu




TeppuropuanbHas komuccus Ne

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

Ipunoxenune Ne 12
K TUMOBOW MHCTPYKLUH T10 ACJIOMPOU3BOACTBY
B TeppuTtopualibHO HM30MpaTETHLHON KOMUCCUT

YTBEPXIAIO

[Ipencenarens
TepputopuanbHoit KoMuccuu No

3a romg Tloanuce PacmmmdpoBka moanucu
[ara
Ne WNunexc Kpaiinue | Kon-Bo Cpok
3aroyioBOK Jiena [Ipumeuanue

n/n nena JaThl JIUCTOB XpaHEeHUs

1 2 3 4 3) 6 7
B nanHbIi pa3aen onucyu BHECEHO

(yugbpamu u nponucsio)

¢ Ne mo Ne , B TOM 4HCJIE:
JUTEPHBIE HOMEPA:
IIPOIYLICHHBIE HOMEpA!
HanmenoBanue TOIKHOCTH COCTaBUTENS ITognuce PacimmdpoBka noanucu

ONHUCH
Jara

COI''TACOBAHO
[Iporokon K

oT No




Teppuropuanbhas komuccust No

OIIUCD Ne

JCJI 110 JIMYHOMY COCTaBy
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Ipunoxenne Ne 13
K TUMOBOW MHCTPYKILNH T10 ACJIOMPOU3BOACTBY
B TepputopuaibHO M30MpaTenbHON KOMUCCHUU

YTBEPXIAIO

[Ipencenarens

TeppuropuanbHoit komuccuu Ne

3a rox Iloamnuce PacmmdpoBka noammcu
Jara
No HNunexc Kpaithue | Koma-Bo Cpok
3aroioBoK Aena [Ipumeuanue

/o Jena JIaThI JINCTOB XpaHEHUst

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

(yughpamu u nponucwio)

¢ No o Ne , B TOM YHCJIE:
JIMTEPHBIE HOMEpA:
MPONYIIEHHbIE HOMEPA!
HanmeHoBaHNE JOIKHOCTH COCTABUTEINS IToanuce PacmmdpoBka noanucu

OITHUCH
JlaTa

COI'TTACOBAHO
IIporokon K

oT Ne
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Teppuropuanbaas komuccus Ne
AKT

Ne

(mecmo cocmagnenus)

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

Ha

OCHOBAaHUH

Ilepeuns

THUIIOBBIX

[Mpunoxxenue Ne 14
K TUMoBOW MHCTPYKLUHU T10 ACJIOMPOU3BOACTBY
B TeppuropuanpHOil M30HpaTeIHHON KOMUCCHA

YTBEPXIAIO

[Ipencenarenb

TeppuropuanbHoi komuccuu Ne

OAIIUCH

Jlata

YIPABJICHUYECKHUX

PacmmmdpoBka

MOAIMMCH

APXUBHBIX

JIOKYMEHTOB,

06p33y1-OH_[I/IXCH B IIpoHecce ACATCIbHOCTH TI'OCYAAPCTBCHHBIX OpPTraHOB, OPraHOB MCECTHOI'O
CaMOYIIpaBJICHUA U OpFaHHSaHHfI, C YKa3aHUCM CPOKOB XpPaHCHUA KW HOMCHKIATYPBI JCJI

TepputopuanbHoii u3buparenbHOW Komuccuu Ne OTOOpaHbl K YHHYTOXKEHUIO Kak He
HUMCHOIIIHNC HayLIHO-I/ICTOpI/ILIGCKOI\/JI OCHHOCTH W  YTPATHUBIIUC [PAKTUYCCKOC 3HAUCHUC
JIOKYMEHTHI.
3aroyioBOK siena WNunekc nena mo
N . Cpoku xpaHeHus
No WM TPYIIOBOM Kpaiinue HOMEHKJIaType Kon-Bo . | Ilpume-
1 HOMepa craTeit
/11 3aroJIoBOK JaThI WJIM HOMED Jielia elI. Xp. JaHHE
IO TEePEUHIO
JIOKYMEHTOB 10 OTHCH
1 2 3 4 5 6 7
Uroro: el. Xp. 3a rOJIbl

(TPOTOKOJ OT

(yughpamu u nponucwio)

« »

Ornrcu f1e1 MOCTOSTHHOTO XPaHEHUs 3a
coriacoBansl ¢ DK

T. Ne

rOZibl YTBEPKACHBI, II0 INYHOMY COCTaBY
Cankr-IlerepOyprckoit n30uparenbHOM KOMUCCUU

(Haumeno8aHUE OONIHCHOCU JUYA, NPOBOOUBULE20 IKCHEPMUIY YEHHOCNU OOKYMEHNO08)

Jara

(noonucw)

(unuyuansl, pamunus)
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COTI'JTACOBAHO
[Ipotokon DK TeppuropuanbHoit komuccun No

oT Ne

HOKYM€HTBI B KOJIMYECTBEC

[Ipomomxkenue nmpuroxkenns Ne 14

A€, TOMOB

BECOM KI"' CI1aHbI B

Ha nepepaboTKy M0 MPUEMOCIaTOUYHON HAKIIATHOW OT

HaumenoBanue JOJDKHOCTH JIMIIA,
CAAaBUICTO NOKYMCHTbBI

JlaTa Iloonucwe

N3meHnenus B YUYCTHBIC JOKYMCHTBI BHCCCHBIL

HanmeHoBaHue JOKHOCTH JIUIIA
BHECILIETO U3MEHEHUS B YUCTHBIC
JTIOKYMEHTBI

JlaTa Ioonucwe

(HaumeHoBaHUe OpeaHU3AYULL)

No

(0ama)

Pacuugposra noonucu

Pacuugposra noonucu
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IIpunoxenue Ne 15
K TUNoBOM HHCTPYKLHHU 110 ACIIOMPOU3BOICTBY
B TeppuTopuaibHOM H30MpaTEIbHON KOMUCCHN

TepputopuanbHas nzduparenbHast KoMuccus Ne

YTBEPXIAIO
AKT [Ipencenarens
20 r. Ne TepputopuaibHOM U30MPATEITHLHOMN

Komuccuu Ne

MecCTO COCTaBJIICHUS

Toanuch pacmdpoBKa IMOMTUCH
OO0 yHMUTOKEeHUH JOKYMEHTOB
€ OrPAHUYEHHBIM CPOKOM

XpaHeHus

( JIMH, 1 ronx, 3 rona, 5 yet)

nara

Ha ocHoBanuu Ilepeuns TUIOBBIX YIPABJIEHYECKUX aPXUBHBIX JOKYMEHTOB,
00pa3ylolMXcsi B IpolLecce IesTeIbHOCTH TOCYIapCTBEHHBIX OPraHoB, OPraHOB MECTHOI'O
CaMOYIPAaBJIEHUS. M OpraHM3alMii, C yKa3aHUEM CPOKOB XpaHEHUS M HOMEHKIATYphbl el
TeppuropuanpHoii n3bupaTenbHOW Komuccun Ne — 0TOOpaHbl K YHMUYTOXKEHHIO KaK He
UMEIOLINE HAYYHO-UCTOPHMYECKOM IEHHOCTM U yTpPaTHBIIME IPAKTUYECKOE 3HAuEHUE
JIOKYMEHTHI.

3arooBok Jena Wnpnekc nena no -
AT . ACKEA Korn-o Cpoku xpaHeHust
Ne WY IPYIIIOBOM Kpaitaue HOMEHKJIaType el Xp N ITpume-
- AP- 1 HOMepa craTeit
/m 3aroJIOBOK JaThl WJIN HOMED Jena 110 HeDeUHIo YJaHUEe
JIOKYMEHTOB 110 OIUCH (qcToB) P
1 2 3 4 5 6 7
Htoro en.xp. (Jiucton) 3a rojn
(1),
(umpamu, IPOITUCHIO)
Becom KT ClIaHbl B Ha
(HanMeHOBaHHE OpPTaHU3AINN)
nepepadoTKy MO MPUEMO-CAATOYHON HAKIaHOU OT No

(MM YHUYTOXKEHBI TyTEM U3MEbUYeHUs! (LIpeAUpOBaHus) Ha CIICUAIN3UPOBAHHOM
obopynoBaHuu 06€3 BO3MOXKHOCTH BOCCTAHOBJICHHS ).
Jarta BpeMs

Unens! TeppuropuaabHOU
n30upatesbHOM KoMUcCUH Ne
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Ipunoxenune Ne 16
K TUMoBOW MHCTPYKLUHU T10 ACJIOMPOU3BOACTBY
B TeppuropuanpHOil M30HpaTeIHHON KOMUCCHA

BHYTPEHHSA OIIUCH

AOKYMEHTOB JI¢JIa Ne

Ne Nupexe Hara Homepa
3aroyioBOK TI0KyMEHTA [Ipumeuanue
I/l | JAOKYMEHTa | JOKyMEHTa JUCTOB Jieia
1 2 3 4 ) 6
Hroro: JIOKYMEHTOB

(mdpamMu U IPOTTUCHIO)

KomnunuectBo nuctoB BHYTpeHHeﬁ OITMCHU

HanmeHnoBanue JT0KHOCTH JINIA,
COCTABUBLIETO BHYTPEHHIOIO OIUCH

JIOKYMEHTOB JieJia

JlaTa

(mpaMu 1 IPOTIIHCHIO)

IMonmnuce

Pacmmdposka mogmmcu
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ITpunoxenne Ne 17
K TUNoBOM MHCTPYKLIMH 110 JEIOMPOU3BOACTBY
B TepputopuaibHOi M30UpaTENLHON KOMUCCHU

JIMCT-3ABEPUTEJIb JJEJIA Ne

B neno noammro 1 npoHyMepoBaHO JUCTOB(A),
(undpamu ¥ MPONKUCHIO)

B TOM YHCJIC:

JIMTCPHBIC HOMEpPA JIMCTOB

IMPONMyHICHHBIC HOMEpPA JINCTOB

+ JIMCTOB BHYTPEHHEN OIUCH

OcoOenHocTH (PU3HYECKOTO COCTOSIHUS H Howmepa
bopmupoBaHus jea JIUCTOB
1 2

HanmenoBanne J10KHOCTH
IMommmce Pacudposka noamnucu

Hara
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Ipunoxenune Ne 18
K TUMOBOW MHCTPYKLUH T10 ACJIOMPOU3BOACTBY
B TeppuTtopualibHO HM30MpaTETHLHON KOMUCCUT

@. Ne
Om. Ne
L. Ne

TEPPUTOPUAJIBHAS U3BUPATEJIBHASA KOMUCCHUS Ne
CAHKT- IIETEPBYPT

JAEJIO Ne Tom Ne

(3azon060k dena)

(kpatinue oamoi)

Ha JIACT

XpaHuTh

Om.




YTBEPXKJAIO
[Ipencenarenn
TeppuropuaibHOU
n30uparenbHOM KoMuccuu No

IOAIIUCH pacmnq)p OBKa IIOAIINCHU
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Ipunoxenune Ne 19
K TUMOBOW MHCTPYKLUH T10 ACJIOMPOU3BOACTBY
B TeppuTtopualibHO HM30MpaTETHLHON KOMUCCUT

YTBEPXJIAIO
[Ipencenarenb
Cankr-IlerepOyprekoit
n30UpaTeTbHOM KOMUCCUHU

OAIMUCH paCIIII/I(l)pOBKa TIOAIMHUCH

JHara IIeuaTs Hara ITeuats
AKT Ne
npueMa-nepeaavu
ApPXMBHBIX JOKYMEHTOB HA
XpaHeHHe
(ocnosanue nepedauu)
(nazsanue nepedasaemozo gponoa)
TeppuropuajabHasi u3buparenbHast KOMMCCHS Ne B e
choaia, a
JomKHOCTB, (haMuust, UHUIHATIBI
Cankr-IlerepOyprekas u3dupareabHas KOMHUCCHSA B Iue

JlomxHOCTB, (haMUITHsl, HHUALHAIIBI

npuHAiIa JOKYMCHTbBI HA3BaHHOI'O q)OH)Ia " CIIPAaBOYHOI'O0 MaT€purajia K HUM:

Ne n/nt Hassanue, Homep onucu Konunuectso Komnuectso | Ilpumeuanue
JK3EMILIAPOB en. Xp.
OIUCH
1 2 3 4 5
Hroro npunsATO en.Xp.

JlomKHOCTD

Hara

[lepenauy nmpoussenu:

[Moanuce Pacmmdposka

®onny npucBoeH Ne

JlaTa

HN3meHeHus B YUYCTHBIC NTOKYMCHTBI BHCCCHBI

JIOMKHOCTH

Harta

Ioamuce

JIOMKHOCTH

I[MTogmuce  Pacmmdpoka

Pacmmdposka



