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OO0 MHCTPYKIMH IO 1eJTONPOU3BOACTBY
B TeppuropuanbHoii n30uMpaTe1bHOl KoMuccun Ne 62

B cootBerctBum ¢ pemenuem Cankrt-lIlerepOyprckoit u3bupaTenbHON
koMuccuu oT 06.12.2018 r Ne 81-1 «O TunoBoil MHCTPYKLIHMH MO AETONPOU3BOICTBY
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1. YTBepauTh MHCTPYKLUHIO IO AEJIONPOU3BOJACTBY B TeppUTOpHaIbHOM
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2. OnyO6nukoBaTh HacCTOsIee pelieHue Ha caite TeppuropuanbHO
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3. KoHTposmp 3a HUCHOJHEHHWEM HACTOSLIETO PEIICHHS BO3JIOXUTh Ha
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YTBEPXJEHA
peweHueM TeppuropuanbHON

n3buparenbHol komuccuu Ne62
ot 25 utonst 2020 Ne 2-4

HHCTPYKOUS 1O AEJJOITPOU3BOJICTBY
B TEPPUTOPUAJILHOMN U3EUPATEJIBHONU KOMUCCHUHU Ne 62

1. O0une moJ10KeHus

1.1. UucTpykius 1o JNETONPOU3BOACTBY B TepputopraibHO
nu3zbuparenbHoi komuccun Ne 62 (nmanee — MHCTpyKIMS) yCTaHABIMBAET MOPSAOK
paboThl C JIOKyMEHTaMH, OCHOBHBIE MpaBWia WUX MOJATOTOBKM M OQOpPMIICHHUS B
TepputopuansHoit u3dbuparenpHoii komuccuu Ne 62 (nanee — TepputopuanbHas
KOMUCCHSA).

[Topsimox pabGoOTBl C DIEKTPOHHBIMU JIOKYMEHTaMH, JIOKYMEHTaMH IO
BEJICHUIO  KaJpOBOIO  JIEJIONPOMU3BOJCTBA  OMNPEAEHSAETCS  OTACIbHBIMU
UHCTPYKLHUSIMHU.

WNucTpykiust  pa3pabotana Ha ocHoBaHuu DenepanbHBIX  3aKOHOB
«O0 OCHOBHBIX TapaHTUAX HW30MpaTENbHBIX IpaB W IpaBa Ha ydacThe B
pebepenayme rpaxnaan Poccuiickoit ®eneparumn»y, «O0 apxXuBHOM Jeie B
Poccuiickoit ®deneparun», «O MOpsAIKE pPACCMOTPEHHS OOpalleHWid TrpaxaaH
Poccuiickon Oenepanuny, 3aKOHOB Cankt-IletepOypra, [IpaBun
JIENONPOU3BOICTBA B (elepalbHBIX  OpraHax HMCIOJHHUTENIbHON  BJACTH,
YTBEpKAECHHBIX TMocTtaHoBiaeHueM IlpaButensctBa Poccuiickonn ®denepannn
or 15 urons 2009 roma Ne 477, ¢ yuyetoM MeTOAMYECKUX PEKOMEHIALMKN IO
pa3pabOTKe WHCTPYKIIMH 10 JEJONMPOU3BOACTBY B (eAepalbHBIX OpraHax
WCIIOJIHUTENBHOU BJIACTH, YTBEPXKICHHBIX NpukazoM dPenepasbHOr0 apXuBHOTO
arearctBa ot 23 gexadbpst 2009 roga Ne 76, moCTaHOBIEHUN W MHBIX HOPMAaTHBHBIX
aktoB [IUK Poccum, Cankr-IlerepOyprckoit u30MpaTeabHON  KOMHCCHH,
pernmamenta TepputopuanbHOil  KomMuccHHM, ¢  ucnonb3oBanueM ['OCTa

P 7.0.8-2013 «CHUBUJ. Jlenompous3BOACTBO W apXWBHOE Jel0. TepMUHBI U



onpenenenusi», ['OCTa P 7.0.97-2016 «CUBU/. YHuduunpoBaHHble CUCTEMBI
nokyMeHTauuu. OpraHu3alliOHHO-PACIOPSIANTENbHAS JOKYMEHTAIUS».

PabGora ¢ nokymeHTamu, colepKalluMH HWH(GOPMALMIO OrPaHUYEHHOTO
pacupoCTpaHEeHHs, OCYIIECTBISAECTCS B COOTBETCTBUM C  IOCTAHOBJICHHEM
[IpaButensctBa Poccuiickoit ®enepauuu ot 3 HosOps 1994 roma Ne 1233
«O6 ytBepxkaeHun llomoxkeHus o TOpsSAKEe oOOpallleHusT €O  CIy>KeOHOM
uH(popMalell OrpaHMYEHHOTO PACHPOCTPAHEHHS B (eAepalbHBIX OpraHax
UCIIOJIHUTEIBHOM BIACTH, YIOJTHOMOUYEHHOM OpraHe yIpaBJIeHUs UCTOJIb30BAHUEM
ATOMHOM HEPTUU U YIOJHOMOUYEHHOM OpraHe M0 KOCMUYECKOH eI TeIbHOCTHY, 32
UCKJIIOYEHUEM JIOKYMEHTOB, COJIEPXKAILIUX CBeIeHUs 00 n30upaTenax, ydacTHUKaxX
pedepenayma, oOpalariuxcs B paMKkax (yHKIIMOHUpPOBaHUs ['ocynapcTBeHHOM
CUCTeMBbI peructpanuu (yudera) wuzduparened, y4acTHMKOB pedepeHaymMa B
Poccuiickoit @enepannm.

1.2. TlpaBuna odopmiieHUs JOKYMEHTOB U TIOPSAJOK pabOThl C HUMH,
npelycMOTpeHHble Hacrosimied MHcTpykuuen, oO0s3aTeNbHbl Il YJICHOB
TepputopuanbHOH KOMHUCCHM UM TOCYJAapCTBEHHBIX TIPaXTAHCKUX CIY’KallUX
anmapata TeppuTopHalIbHON KOMHUCCUU (fajiee — rpakIaHCKHE CITYKalllKe), a TAKKE
JIUL, TIPUBJIEKAEMBIX 10 TPAXKIAHCKO-TIPABOBBIM JI0TOBOPAM.

1.3. PaGoTHUKH, MOCTYIHUBIINE HA TOCYAAPCTBEHHYIO TPAXKIAHCKYIO CIYXKOY
B anmapat TeppuTtopraibHON KOMUCCHH, JODKHBI OBITh 03HAKOMJIEHBI O/ MTOITUCH
C TEKCTOM Hactosimen UHcTpykuum.

1.4. Benenue NEJTONPOU3BOJICTBA TeppuropuanbHOi KOMUCCHH
OCYILECTBIIAET Mpeaceaarenab TeppuTOpUaIbHOM KOMHUCCUM WM TPaXIaHCKUU
CIy)KalluK ammapara TeppUTOPHUAIBHOM KOMHMCCHM B COOTBETCTBUM CO CBOUM
JOJKHOCTHBIM PETJIaMEHTOM.

1.5.B cayuae yxoga B OTHOYCK, Bble3Ja B KOMaHAMPOBKY, OOJE3HH,
YBOJIbBHEHMSI ~ MCIIOJHUTENS  JOKYMEHTOB Ipeacenareslb  eppuTopHaIbHON
KOMHCCHH JIaeT YyKa3aHWE INepelaTb HEUCIOJHEHHbIE JOKYMEHTBI JpYyromy

HUCIIOJTHUTCIIIO.



1.6. lenonpousBoacTBo B TeppUTOPHAIBHON KOMUCCHUU OCYILECTBISETCA C
HCIIOJB30BAHUEM NIPOTPAaMMHOIO HM3AENHS «Jleno» MOoICHCTEMBl aBTOMATH3aLMHU
aIMUHUCTPATUBHOM  JEATEIBHOCTM [ OCyZapCTBEHHOW aBTOMATHU3UPOBAHHOU
cuctemsl Poccuiickoit @enepannn «BpIOOpBD», BXOASIIENH B COCTAaB CHEIMAIBHOIO
nporpammHoro obecnedyenus (nanee — [ JIEJIO).

Hoctyn k IIM JEJIO ocymiecTBisieTcss B COOTBETCTBUM ¢ PerimamMeHTOM
UCIIOJIb30BaHUsl  MH(POPMAIIMOHHBIX  PECypCcOB  KOMILJIEKCa aBTOMAaTU3ALMU
TeppuTOpuanbHOi n3bupatenbHoi komuccuu (nanee — KCA TUK) nmo npuxazy
npeaceaarens TeppuropuanbHO KOMHCCHUMU.

Pabora ¢ mokymentamu TeppuTopuaibHOM KOMHUCCHM OCHOBBIBAE€TCS Ha
OPUHIUIIE OAHOKPATHOM PETUCTPALIMK TOKYMEHTA.

1.7. TIN JAEJIO npenoctaBisieT BO3MOXKHOCTh pabOTaTh C 3JIEKTPOHHBIMU
oOpa3liaM JIOKYMEHTOB U AJIEKTPOHHBIMU JOKYMEHTaMH, OCYIIECTBIISATH B 0aze
JAHHBIX ABTOMATU3UPOBAHHBIA IMOUCK JOKYMEHTOB IO Pa3JIMYHBIM KPUTEPHUSIM,
OpPraHU30BBIBATH KOHTPOJb MCIOJHEHUS JIOKYMEHTOB U IIOPYYEHHH, a TaKKe
HOJy4yaTh CTATUCTUYECKUE OTYETHI MO JOKYMEHT0000poTy B TeppuTopHasbHOMN
KOMHUCCHH.

1.8. UHCcTpyKIIUs yTBEpKIaeTcs peuieHrueM TeppuTopuanbHON KOMUCCHH.

1.9. B UHCTpyKIIMHM UCTIONB3YIOTCS CICAYIOIINE TTOHATHS

OJIaHK JIOKYMEHTa — Ha0Op PEKBU3WUTOB, HWICHTU(DHUIIMPYIONIUX aBTOpa
o(pHUIHMaIBLHOrO MUCBMEHHOTO JOKYMEHTA;

BHYTPEHHUN JOKYMEHT — JOKYMEHT, IOATOTOBICHHBIN B TeppUTOpHaIbHOMN
KOMMCCHUH, HE BBIXOJSIINM 3a €€ MPEIEIbl;

BXOJSIIMA JOKYMEHT — JOKYMEHT, IMOCTYNUBIIMKA B TeppUTOPHUAIBHYIO
KOMHMCCHIO;

JI€J10 — COBOKYITHOCTB JIOKYMEHTOB WJIM OTJAEIBHBIN JOKYMEHT, OTHOCSIIUECS
K OJHOMY BOIPOCY WIH YYacCTKy JEATEIBHOCTH, IOMEIICHHBIE B OTACIBbHYIO
00JIOXKKY;,

JEJONPONU3BOICTBO  —  JEATENBHOCTh,  OOecnedyuBaronias  CO3JaHUE

Oo(pUIHUATBHBIX JOKYMEHTOB U OPraHU3allI0 padOThl C HUMH;



NOKJIaJHas  3alMcKa —  BHYTPEHHUM  JOKYMEHT,  aIpECOBAHHBIN
BBILLIECTOSAIEMY JOJDKHOCTHOMY JIMILY OT HUXKECTOSALIETO JOJDKHOCTHOIO JIALA U
colepKaluii 00CTOSATENBHOE HM3JI0KEHHE KaKOro-iubo BONpOCa C BBIBOJAMU M
MPEIIOKEHUSIMU COCTABUTEIIS;

JOKYMEHT — O(UIMaIbHBIA TOKYMEHT, CO3[IaHHBbII TOCYAapCTBEHHBIM
OpraHoM, OpPraHOM MECTHOI'O CaMOYIIpaBJIE€HUS, IOPUIUYECKUM WIH (PU3NYECKUM
JUIOM, O(QOpPMJICHHBIM B YCTAaHOBJICHHOM TIOPSAJKE U BKJIIOYEHHBIA B
TOKyMeHT0000poT TepputopuaibHON KOMUCCHUU;

JOKYMEHTHpPOBaHUE — puKkcanus HHPOpMaLUK Ha MaTepUATIbHBIX HOCUTENSX
B YCTaHOBJICHHOM IOPSIIKE;

JOKYMEHTOOOOPOT — JIBI)KEHHE JOKYMEHTOB C MOMEHTA WX CO3[aHUs WIH
IIOJIyYEHUS 10 3aBEPILICHUS UCIIOJIHEHUS UIN OTIIPABIICHUS,

nyOnuKaT AOKYMEHTAa — TOBTOPHBIM SK3EMIUISIp MOJIMHHUKA JOKYMEHTA,
UMEIOIIUN IOPUIUYECKYIO CHITY;

3aBEpEeHHasl KOINMS — KOIMS JIOKYMEHTAa, Ha KOTOPOHM B COOTBETCTBUU C
YCTaHOBJIEHHBIM MOPSIKOM MPOCTABISIOT HEOOXOAUMBIE PEKBU3UTHI, MPUIAIOIINE
el FOPUIUYECKYIO CUILY;

UCXOMSAIIMNA JTOKYMEHT — JOKYMEHT, OTIIPABISEeMbIi U3 TeppuTopuasbHOU
KOMMCCHH;

KOHTPOJIb ~ MCIIOJIHEHHMS  JOKYMEHTOB —  COBOKYIIHOCTb  JICMCTBUH,
00ecIeynBaloIuX CBOEBPEMEHHOE UCTIOTHEHUE JOKYMEHTOB;

KOMHUSI JOKYMEHTA — JOKYMEHT, IIOJIHOCTHIO BOCIIPOU3BOASAIINN HH(POPMALIHIO
IIO/UVIMHHUKA U €r0 BHEIIHHUE NPU3HAKH, HE UMEIOIIUMN I0PUINYECKON CHIIBI;

HOMEHKJIaTypa J1eJl — CUCTEMATU3UPOBAHHBIN NIEPECYCHb HAMMEHOBAaHUM 1€,
3aBOAMMBIX B TeppUTOpHAIBHOM KOMHUCCHH, C YKa3aHUEM CPOKOB UX XpaHECHMS,
0o(OpMIIEHHBIH B YCTAaHOBJICHHOM MOPSIKE;

HOPMATHUBHBIE JOKYMEHTHI — COBOKYIHOCTb MHCTPYKTMBHBIX MaTE€pHUAJIOB,
PACCUMTAaHHBIX HAa IOCTOSTHHOE UJIM MHOTOKPATHOE ACHCTBUE U COAEPKALIUX KAKUE-

7160 HOPMBI, IPABIIIA, TIPEATICAHMS;



opopMieHHE JOKYMEHTa — IMPOCTABICHUE HEOOXOJUMBIX PEKBU3UTOB,
YCTaHOBJICHHBIX NIPaBUJIAMH IOKYMEHTUPOBAHUS;

MMCbMEHHOE 00pallleHre TpakJIaHHa — HAIIPABJIEHHOE B TOCYJapPCTBEHHBIH
opra, opraH MECTHOTO CaMOYIIpaBJEHUS WU JOJKHOCTHOMY JIMIY MUCbMEHHOE
MpeAJIOKEHHE, 3asiBJICHUE WIH Kajao0a;

NUCHEMO — 0000IIIEHHOE Ha3BaHUE PA3IMYHBIX [0 COACPKAHUIO TOKYMEHTOB,
CIIy’KalllUX CPEICTBOM OOILEHUS MEX]Ty OPTaHU3aLUsIMHU, TPAKIAHAMU;

NO/UIMHHUK JOKYMEHTa — TIePBBIA WM €IWHCTBEHHBIH DK3EMIUISP
JOKYMEHTA;

MOpYYEHUE — JOKYMEHT, MPEAMUCHIBAIOIINI BBITIOJHEHUE TEX WM WHBIX
3aJaHMH;

perucTpanuoHHas kaptouka nokymeHta (naisee — PK) — perucrparmonHo-
yueTHas (opma, B TOM 4YHCII€ B 3JEKTPOHHOM BHJIE, MCIIOJIb3yeMas IJisi 3alucH
CBEJICHUN O JOKYMEHTE B LIENSAX ydera, MOMCKAa M KOHTPOJs, co3JaBaeMasl MpH
peructpanuu qokymMeHTa ¢ ucnonszoBanuem [T JIEJIO;

perucrpanusi JAOKyMEHTa — TPUCBOCHHUE [OKYMEHTY pPETUCTPAIMOHHOTO
HOMEpa U BHECEHUE CBEJICHUI O JOKYMEHTE B PErHCTPALlMOHHO-YUYETHYIO (hOpPMY;

peructpanmonHass ¢opmMa — CcHCTeMa perucTpaluy, HCHoJIb3yeMas B
TeppuTopraibHOW KOMUCCUHU MPU PETUCTPAIMU TOKYMEHTOB (KypHa);

PEKBU3HT IOKYMEHTA — 0053aTCIBHBIN 3JIEMEHT 0(hOpMIICHHUS O(QUIIHATBEHOTO
JIOKYMEHTA;

CUCTEMa JJIEKTPOHHOTO TOKYMEHTOO0OpOoTa — MH(OpMAIMOHHAS CHUCTEMA,
oOecrieunBaromas cOOp MTOKYMEHTOB (BKJIIOYEHUE JOKYMEHTOB B CHCTEMY), HX
00paboTKy, yrpaBieHHuEe JOKYMEHTAMH | JIOCTYII K HAM;

CKaHMPOBaHUE JOKYMEHTA — MOJIYYCHHE dJIEKTPOHHOTO 00pa3a JOKyMEHTA,

CPOK HCIIOJHEHHSI JOKYMEHTa — CpPOK, YCTaHOBJIEHHBIH HOPMAaTHUBHBIM
MIPABOBBIM AKTOM, OPraHU3allMOHHO-PACTIOPSAUTENbHBIM TOKYMEHTOM, YKa3aHUSIMHU

I10 UCIIOJITHCHHUIO JOKYMCHTA WK IIOPYYCHUCM;



yKa3aHMsl 10 UCIOJHEHUIO TOKYMEHTa — PEKBU3UT, COCTOSIINI U3 HAMUCH
Ha JOKYMEHTE WJIM Ha OTIEIbHOM JIMCTE YCTAHOBIEHHOW (OPMBI, CIEIaHHOMN
JOJKHOCTHBIM JIULIOM;

yuyeT JOKYMEHTOB — (¢ukcanus ¢akra TMOoIy4eHUs JAOKYMEHTOB 0e3
MPOCTaBJICHUS Ha HUX PETUCTPALMOHHBIX IITAMIIOB;

(dopMupoBaHue Aela — FPyNIUPOBAHUE UCIIOJIHEHHBIX TOKYMEHTOB B JIENO B
COOTBETCTBHH C HOMEHKJIATYPO JIe] U CUCTeMaTU3alus T0KYMEHTOB BHYTPHU €4,

AKCIEePTU3a LEHHOCTH JTOKYMEHTOB — M3Yy4YE€HHE JIOKYMEHTOB Ha OCHOBAaHUU
KPUTEPUEB UX LEHHOCTH B LIESAX OMPEJEICHUS] CPOKOB XpaHEHHUS JTOKYMEHTOB U
oTOOpa UX 75 JaNbHEHUIIEro XpaHeHUs! WIH YHUUTOKEHUS;

ANEKTPOHHBIN JOKYMEHT — JOKYMEHT, B KOTOPOM UH(pOpMAIIHs MPEACTaBICHA
B DJICKTPOHHO-1TU(PpOBOH hopme;

AJNIEKTPOHHBIM 00pa3 JOKYMEHTa — DJEeKTpOHHas KOMHs JAOKYMEHTa,

HN3TrOTOBJICHHAA Ha 6YMa}KHOM HOCHUTCIIC.

2. [Ipuem, perucTpanusi U NPOXoxKAeHHe MOCTYNAKIIMUX JOKYMEHTOB

2.1. lokymentsl B TeppuTopuanbHyl0 KOMMCCHIO JOCTaBISIOTCS 4Yepes
oTHeNieHne CBs3u (rmouToi, Tenerpadom), ¢eapaIberepckoil Wiu  CIeHaTbHOM
CBSA3bI0, HAPOYHBIM WM MEPEJAIOTCS HA JIUYHOM MPUEME TpaxkaaH MpPe/ICENaTEIIo
TepputopraabHON KOMUCCHH.

JIOKyMEHTBI MOTYT MOCTYIAaTh B T€pPUTOPHAIBHYI0 KOMUCCHIO IO KaHalam
cBs3U [ ocynapCTBEHHOM aBTOMAaTU3UPOBaHHOW cucTembl Poccutickoin denepanuu
«Bw100pE» cpenctBamu anektponHor moutkl 1M JIEJIO, wepe3 oduimanbHyio
AIEKTPOHHYIO TTOUTY, MO (PAKCUMUIHHOU CBSI3H.

2.2. llpueM, mepBUYHass 0OpabOTKa ©  PETHCTpAIUs MOCTYMAIOIINX
JOKYMEHTOB MPOU3BOJATCSA IpeacenareneM TeppuTOpHUAIIbHOM KOMHCCUH WU
OTBETCTBEHHBIM 3a BeneHue aenonpousojactsa ¢ [IN JIEJIO exenHeBHO B 4achl
pabotsl TeppuTOpUaIbHONM KOMHUCCHM, KpPOME BBIXOJHBIX H Hepadouux

MPa3THUYHBIX JHEM.



B nepuon moAroToBKH U MPOBEACHUS M30UPATEIbHBIX KaMIIAHUM MOPSAIOK
MOJIYYEHHSI M PETUCTpaluy JOKYMEHTOB IIOCII€ OKOHYaHUs padoyero IHA, B
BBIXOJHbIE W Hepabouue Npa3AHUYHBIE JIHU, YCTAaHABIMBAETCA IpelcenaTeraemM
TepputopranbHON KOMUCCHUH.

OOpaieHus, Kacarouuecss HapylleHUHd H30MpaTeNbHBIX MpaB rpaxaaH B
MEePHUO/]] MOATOTOBKHU U MPOBEACHUS BEIOOPOB U pePEepeHIyMOB, pETUCTPUPYIOTCS B
JI€Hb MOCTYIUIeHUs B TeppuTopuanbHyr0 KOMUCCHIO MM HA CIEAYIOIUNA pabounii
JICHb.

Peructpanusi JOKyMeHTOB OCYUIECTBISIETCS B COOTBETCTBHHM CO CPOKaMU U
NOPSAJIKOM, YCTaHOBJIEHHBIX B COOTBETCTBUU C 3aKOHOAATENILCTBOM O BbIOOpax U
pedepenayMax A pacCMOTPEHHUs 00palleHuH.

2.3. IloctynuBiine AOKYMEHTHI MOAPA3JIETAIOTCS Ha PETUCTPUPYEMBIE U HE
noyiexkarue perucrpanuu B [TW JIEJIO (mpunoskenne Ne 1),

2.4. 1lpu BCKpBITUM KOHBEPTOB, TMOCTYyHAOMIMX (ETbIbErepckon WM
CIIEHHUAIBHOW CBSI3bl0, MO IIOYTE, MPOBEPSAETCS IMPABWIBHOCTh aJpPECOBAHUS,
KOMILUIEKTHOCTh M LEJIOCTHOCTh JOKYMEHTOB, HajJW4yU€ NPUIIOKEHUMN, CBEpAETCA
COOTBETCTBHE HMX HOMEPOB YYETHbIM HOMEpPAM, YKAa3aHHbIM Ha KOHBEpTax.
HempaBuiapHO aapecoBaHHble W OMMOOYHO BIIOKEHHBIE JIOKYMEHTHI HE
PETUCTPUPYIOTCS, NEPECBUIAIOTCS MO  HA3HAYEHWI0 WJIM  BO3BPAILAIOTCS
OTIPABUTENIO.

2.5. Ecnu mipu BCKpPBITUU KOHBEpTa OOHAPYKEHO OTCYTCTBHE TOKYMEHTOB
WIM WX OTHENbHBIX JIUCTOB, NPUIOKECHHUH, MOBPEKICHUE JOKYMEHTOB WIH
HECOOTBETCTBUE HOMEPOB JIOKYMEHTOB HOMEpaM, yKa3aHHbIM Ha KOHBEpTE,
npexacenarenaeM TeppuUTOpHUAIbHON KOMUCCHHM WM OTBETCTBEHHBIM 3a BEICHUE
JeJIONPON3BO/ICTBA COCTABISETCS aKT YCTAHOBJIEHHOM (POPMBI B IBYX IK3EMILISIPAaxX
(mpunoxenue Ne 2). OauH 5K3EMIUIAP aKTa MOCHUIAETCS OTHPABUTENIO, APYroil
PUOOIIAETCS K IPUHATHIM JOKYMEHTaM.

Ha o6GopoTHO# cTOpoHE MOCIETHEro JUCTa MOBPEXKICHHOTO JOKyMEHTa B
IIPaBOM HW)KHEM YTJIy JeJIaeTcs OTMETKa «/[OKyMEeHT MoyiydeH B MOBPEXIAECHHOM

BUIOCH.



2.6. KoHBEepTHl OT MOCTYNUBIINX JOKYMEHTOB HE YHUUTOXAIOTCS B cliydae,
€CIIM TOJIBKO MO0 HUM MOHO YCTaHOBHUTH aJIpeC OTIPABUTENA, ATy OTIPABKU U
MOJY4YEeHUSI TOKYMEHTOB, €CJIM OHU COJAEPKAT JOKYMEHTBI, KOTOPHIE MOCTYIWIA U3-
3a npenenoB teppuropun Poccuiickon dDepepanuu, U3 CyH0B, CIEICTBEHHBIX
OpraHoB, JIUOO TOTOBOPHI, TPETEH3UH, UCKOBBIE 3asIBJICHUSI, TOKYMEHTHI, CBSI3aHHBIC
C pa3MeIIeHuEM 3aKa30B Ha TOCTABKU TOBAPOB, BLITIOJHEHUE Pa0bO0T, OKa3aHUE YCIYT
IUIS1 TOCYIapCTBEHHBIX HYX]I.

2.7. I1akeThl C TOMETKON «JIMUHO» YUUTHIBAIOTCS IO MAKETHOMY KYpHAIy U
nepenarTes aapecaTtaM B 3aKpbITOM BUE MO/ MOJNCH.

2.8. [lpu peructpanum mnoctynusiiero mgokymeHta B PK o0s3aTenbHO
BBOJISITCA CJIEAYIOLINE PEKBU3UTHI: BUJ JOKYMEHTA, €TI0 UCXOSIINNA HOMED U JaTa,
JaHHBIE O KoppecnoHjeHte (aapecante) (pamumus, uMs, 0oT4eCTBO (HU3UIECKOTO
JUIla WM Ha3BaHWE OpraHU3allud, MECTOHAXOXXJCHHE OTIPABUTEN), a TaKkKe
KpaTKOE COJIEp’KaHUE JOKYMEHTa, KOJIMYECTBO JIMCTOB OCHOBHOTO JIOKYMEHTa U
JIMCTOB MPUJIOKEHUS, KOJTUYECTBO SK3EMILISIPOB.

PerucrpalilnoOHHBIN ITAMII C YKa3aHUEM BXOJSIIETO HOMEPA, AAThl, BPEMEHU
(mpr HEOOXOAMMOCTH) PETUCTpAIMU MPOCTABISETCS, KaK MPaBWIO, B MPaBOM
BEPXHEM YTIIy JINLIEBOI CTOPOHBI IEPBOTO JINCTA 3APETUCTPUPOBAHHOIO JOKYMEHTA.
[Ipy HEOOXOAMMOCTH YKa3bIBAETCS BpeMsi peructpanuu (4ackl U MUHYTHI). Ha
OPWIOKEHUHN MPOCTABISIETCS BXOIAIIUA HOMEpP JOKYMEHTa, K KOTOPOMY OHO
OTHOCHTCH.

Ha xomum pokymeHTta Bxojsdmuii Homep, jgara, ®.M.O., moamuce u
JOJKHOCTBD JIMLA, IPUHABLIETO JOKYMEHT, IIPOCTABIISIETCS B IPABOM BEPXHEM YIIIY
JIMLIEBOM CTOPOHBI IEPBOTO JIUCTA.

Hymepanusa mnocTynuBHIMX JOKYMEHTOB OCYIIECTBIISIETCS B IIpeaesax
KaJIEHJApHOIO roja.

IIpu peructpanuu nokymenta B I[IM JIEJIO, sBisromierocsi oTBETOM Ha
HCXOASIIAN JTOKYMEHT WIM IPUCIAHHOTO B JIOMOJIHEHUE K paHEe HANPABICHHOMY

nokymeHTy, B PK nenaercs cooTBeTCTBYOIIAsA CChIIKA (CBSI3KA).



K mnoBTOpHBIM JOKyMEHTaM MNPUKIAJbIBaeTCd HWH(OpManuss O paHee
IIOCTYNMUBIINX JTOKYMEHTaX M PE3yibTaTaxX MX HCIIOIHEHUS, KOTOpas NEpPEeaacTCs
OTBETCTBEHHOMY 32 €r0 UCIOJIHEHHUE.

[Tocne peructpanuu TOKyMEeHTa Ha OyMa)XHOM HOCHUTEJIE OH MOXET OBbITh
otrckaHupoBad, a 3ateM k PK B [I1 JIEJIO mMokeT ObITh IPUCOEIUHEH 3JIEKTPOHHBIH
o0pa3 JTOKyMEHTa U IPUJIOKEHHUS K Hemy B (hopmare .pdf.

2.9. 3aperucTpupoBaHHbIE JOKYMEHTBHl pacCMAaTPUBAIOTCS MpelcerareaemM
TepputopuanbHOM KOMHCCHM, 3aTEM IIOCJIE IEPEHECEHUS YyKa3aHUus 10
ucnonHenuto nokymenrta B PK (B cinyuae perucrpanuu noxkymenta B [IW JIEJIO)
NEePEAAIOTCS UCTIOJIHUTEIISM TOJI MOIHUCH.

2.10. VicnosiHeHHBIE JOKYMEHTBI CIIMCBIBAIOTCS B JEJ0 TpejceaaTesieM
TepputopnanbHOl KOMHCCMM M TIOMELIAIOTCS B JEJIO B COOTBETCTBUU C

HOMEHKJIaTypo# aein TeppuTopruarbHOM KOMUCCHH.

3. OcHOBHBIE TPeOOBaHNS K MOATOTOBKE M 0OPMJIEHHIO TOKYMEHTOB

3.1. loxymeHTsl odopMIsIFOTCST Ha OJaHKaX YCTAaHOBJICHHOW (OPMBI,
M3TOTOBJICHHBIX KOMITBIOTEPHBIM CIIOCOO0M (mpuitoskeHue Ne 3).

B TepputopuanbHOl KOMHUCCHH MOTYT OBITh YCTAHOBJICHBI CJICTYIONINE BUIBI
0JIaHKOB:

OJIaHK TPOTOKOJNA 3acenaHus TeppUTOpUATbHOW KOMHCCHH (TIPUIIOKEHUE
Ne 3.1);

Onmank pemenus: TeppuropuanbHoit KoMuccuu (mpuioxerune Ne 3.2);

OJlaHK MpuKasa npeacenarens TeppuTopuaibHO KOMUCCUU (TIPUITOKEeHHE No
3.3);

onmank muceMa TeppuropranbHOl KoMuccuu (mpuioxkenue Ne 3.4).

3.2. Ha Onanmkax mokymeHToB momentaercss repd Cankr-IlerepOypra
B cooTBeTcTBMM ¢ 3akoHOM Cankt-IlerepOypra «O neraapHOM ONKHCaHUU

odurmanpHbIX cuMBOJIOB CaHKT-IleTepOypra u mopsiaKe uX UCIOTH30BAHUS.



3.3. KouTpons 3a MNpaBUIIBHBIM  HUCIOJIB30BaHUEM OJaHKOB U HUX
COOTBETCTBHEM YCTAHOBJIEHHBIM OOpa3liaM OCYUIECTBIISIETCS MpeAceaaTesieM WM
OTBETCTBEHHBIM 3a BEJICHUE JEIIONPOU3BOJICTBA.

3.4. lokymMeHTbl O(QOpPMIISIIOTCS B COOTBETCTBUM ¢ TpeOoBaHUSIMH K
JOKYMEHTaM, U3rOTOBJISIEMBIM C MOMOIIBIO MEYaTaIOUUX YCTPOUCTB U K (paitnam
TEKCTOBBIX IOKyMEHTOB (TprioskeHue Ne 4)

3.5. Ilpu noaroToBKe U 0POPMIICHUH JOKYMEHTOB WieHbl TeppuTopruanbHOi
KOMHUCCUHU M TpaKJaHCKHE cly)Kalllhe amnmnaparta TeppUTOpHalibHOW KOMHUCCHUH, a
TaK)Ke JIMIA, MPUBJIEKAeMble IO T'PakIaHCKO-TIPABOBBIM JIOTOBOPAM, JOJIKHBI
coO01aTh paBuiia 0(hOPMIICHHUS PEKBU3UTOB JOKYMEHTOB, U3JI0KEHHBIE HIKE.

3.5.1. Jlata nokymeHTa.

JlaToli nOKyMeHTa SIBJISIETCSl JaTa €ro MOJNUCaHusi, yTBepxkIeHus. Jlatoi
POTOKOJIA SABJISIETCS /1aTa 3aCeIaHMmsl, a aKTa — J1aTa COOBITHS.

JlaToli TOKyMEeHTa, W3IaHHOTO COBMECTHO JIByMsI U Oojiee OpraHu3alusMH,
ABJIsI€TCS AaTa OoJjee Mo3JHEeN MOIIHCH.

Haty nokymeHTa opopMIIsitoT apabCcKkuMu uppamMu B OCIEA0BATEIbHOCTH:
JeHb Mecslla, Mecsl, roi. JleHb Mecana u Mecal oQopMIIIOTCS IBYMs Mapamu
apabckux 1UQp, pa3leIeHHBIMU TOYKOH, IOJ] — YETBIPbMs apaOCKUMH IU(ppaMu,
Harnpumep:

17.01.2011
JlomyckaeTcs clIoBeCHO-ITUGPOBOI criocod oopMIIeHUs 1aThl, HAIIPUMED:

17 auBaps 2011 1.

3.5.2. PerucTtpaunoHHbIi HOMEP TOKYMEHTA.

JIns BXOOSIIIMX W HCXOASIIMX JIOKYMEHTOB — 3TO HMHJIEKC Jelia [0
HOMEHKJIATYpe U, YEPE3 KOCYIO UepTy, HOPSAKOBBIII HOMEP TOKYMEHTA.

PerucrpannoHHblii HOMEp NOKYMEHTA, U3JAHHOTO COBMECTHO, COCTOUT W3
pa3lelIeHHbIX KOCOM 4YepTOMl pEerucTpallMOHHBIX HOMEpPOB, IPHUCBOCHHBIX

opraHu3anuiaMunu — dBTOpPaMH AJOKYMCHTA " PaCIIOJIOXKCHHBIX B



IIOCJICA0OBATCIbHOCTH, COOTBGTCTBYIOHICﬁ 0003HAYECHHIO HAaNMCHOBAHU M

OpraHu3alui B 3aroJ0BOYHOM YaCTHU JTOKYMEHTA.

3.5.3. CcbliIKa HAa MCXOAA LM HOMeP U 1aTy JOKYMEHTA.

Ccbulka Ha UCXOASIIMM PEruCTPAallMOHHBIM HOMEp M JaTy JIOKyMEHTa
BKJIIOYAETCd B COCTaB PEKBU3UTOB OjaHka nuchbMa. CchlUIKa Ha HMCXOASIIMMA
pPErMCTPAllMOHHBIA HOMEp U JIaTy JOKYMEHTa MPOCTABISAETCS MCIIOJIHUTENEM IMpU

IIOATOTOBKEC ITMCbMa-0OTBCTA.

3.5.4. Anpecar.

PexBusut «Anpecary» pacrnosiaraercs B IpaBOM BEpXHEM YTIy.

JIOKyMEHTHI aIpeCyIOTCsl B OpraHu3allii, X CTPYKTYPHBIC MOJpa3iesIeHuUs,
JOJDKHOCTHBIM  JIMIIaM WM TpakJaHaM TpH OTBETe Ha UX OOpalleHus.
HanMeHoBaHue opraHu3alid M CTPYKTYPHOTO TOAPA3ZCICHUS YKa3bIBAIOTCS B

HNMCHUTCIIBHOM IIaACKE, HAIIPUMCD:

[TpaBuTenbcTBO CTAaBPOMOIBCKOTO Kpas
[IpaBoBOE ympaBieHue

Ecim  nokymeHT anpecyercs AOKHOCTHOMY JIMIY, HAauMEHOBAaHHUE
OpraHu3alliy YKa3bIBaeTCsl B UMEHUTEILHOM MaJeXKe, a TOIDKHOCTh U (haMuiins — B
natenbHOM. [Ipu 5TOM MHUITMANBI YKa3bIBAIOTCS TIocie (haMUIIMU, HAaIPUMEp:

[IpaBUTENBCTBO

MypmMmaHcKkoii o6sactu
3aBenyronEeMy OTIeI0M

Anekcanapoy A.B.

Ecnm 1mokymeHT azapecyercss pyKOBOAMTENX0 OpraHu3aluyd WIH  €ro
3aMECTUTEN0, HAMMEHOBAHUE OPraHMW3alUU JOJHKHO BXOJUTHh B HANMEHOBAHUE

JOJKHOCTH aJipecaTa, HalpuMep:



3amecTtuTento nupekropa Beepoccuniickoro
Hay4YHO-HCCJIEI0BATEIBCKOTO NHCTUTYTA
JOKYMEHTOBEJEHHUS U apXUBHOTO Jeja

3umuny B.C.

Ecin nokymMeHT ajapecyercs OpraHu3alMM, CHadalda YKasblBaeTCs €€
HAaMMEHOBAHUE, 3aTE€M MMOYTOBBIN ajipec, HapUMep:

LlenTpanbHas uzdbupareabHasi KOMUCCHUS
Poccuiickoit @enepannun
b. Uepkacckuii niep., 1. 9, Mocksa, 109012

Jlomyckaercss IIEHTPUPOBATh KaXKAYH CTPOKY PEKBH3UTa «AJnpecar» II0
OTHOIICHUIO K CAMOM JIJIMHHOM CTPOKE.

JlomyckaeTrcss  MCMOJb30BaTh  OQUIMAIIBHO TPHUHSATHIE  COKpaIllCHHBIE
HAMMEHOBAHUSI OPTaHOB TOCYJAAapPCTBEHHOW BJIACTH, MECTHOTO CaMOYIIpaBJIEHUS,
OpraHU3aIUH.

[TouTOBBIM ajgpec yKa3bIBA€TCS B MOCIEIOBATEIBHOCTH, YCTAHOBJIECHHOMN
[IpaBusiaMu OKa3aHMsI YCIOYyr IIOYTOBOM CBSI3M, YTBEPKIACHHBIMU MPUKA30M
MunkomcBsizu Poccun ot 31 utons 2014 roga Ne 234 «O06 yTBepKISHUHU TTPaBUII
OKa3aHUsl yCIYT TOYTOBOU CBSI3U».

Ecnam 1okyMeHT oTnpaBiisieTcs B HECKOJIBKO OJJHOPOJHBIX TOCYJapCTBEHHBIX

OpraHoOB WJIM OpraHU3alIMA, UX CIIEYeT YKa3bIBaTh 0000IIEHHO, HATIPUMED:

[IpencenarensiM y4acTKOBBIX KOMUCCUU

JIOKyMEHT He JJOJIKEH COoiepKaTh Ooliee ueThipex aapecatoB. CI0BO «KOHS
repel BTOPbIM, TPETBUM, YETBEPTHIM aIPECATOM HE YKa3bIBACTCS.

[Tpu HampaBieHnn MOKymMeHTa Oojee YeM B YETHIpE ajpeca COCTaBISETCS
CIIMCOK pACChUIKH YCTaHOBJICHHON (opmbl (mpuitokerne Ne5), koTopbIid

MOAIHUCBIBACTCS NIpeAcenaresnemM TeppuTopruaibHON KOMUCCHUM.



IIpu agpecoBaHuM OKyMEHTa (PU3MYECKOMY JIMILYy BHaudaje yKa3bIBAIOTCS

dbaMuIIis 1 THUIMAJBI TIOJTy4aTelisl, 3aTeM MOYTOBBIN aapec, HampuMmep:

AreeBoit A.1.
yi. KocmoHaBTOB, 1. 42, 1. [Tonbicaeso,
Kemeposckas obnacts, 652560

3.5.5. I'pu¢ yrBepxkaeHNs TOKYMEHTA.

JIOKyMEHT  yTBEpXKAAeTCs JOJDKHOCTHBIM — JIMIOM WM  CHEUUAIBHO
U3/1aBa€MbIM JJOKYMEHTOM.

[Ipu yTBep>kaeHUM AOKYMEHTa JOKHOCTHBIM JIUIIOM TpU( YTBEPKICHUS
noipkeH coctosiTh u3 cioBa Y TBEPKJIARO Ge3 kaBbIuek 1 3arjaBHbIMU OyKBaMU U
Ha CJIEIYIOIIEH CTPOKE — HAMMEHOBAHHWE JOJDKHOCTH, MOANWCH, WHULHAIBI U

(dbamMuus nuia, yTBEPAUBILETO TOKYMEHT, AaTa YTBEPKICHUS, HapUMeEp:

YTBEPX/IAIO
[Ipencenarens TepputopuaibHON

n3buparenbHOl KoMuccuu Ne 62
JIMYHas 1nmoAnncChb HMHUOUaJbl, (1)aMI/IJ'II/I$I

Jara

[Tpu yTBep>KACHIH JOKYMEHTA PEIICHHEM, TPOTOKOJIOM, TpU(] YTBEPKACHHUS
cocrout u3 cinoa YTBEPXJEH (YTBEPXJIEHA, YTBEPXIEHbBI wnn
YTBEPXJIEHO) 06e3 xkaBbluek u 3arjiaBHbIMH OyKBaMH, HaWMEHOBaHUS
YTBEPKIIAIOMIETO JOKYMEHTa B TBOPUTEIHLHOM Tajeke, €ro JaTbl U HOMEpa,
HaIpumMep:

YTBEPX/IEH
peumrenueM TeppuropuanbHOU
n30uparenbHol Komuccuu Ne 62
ot 15 denpans 2011 1. Ne 28- 5
I'pud yTBepkaeHUs pacrmoiaraloT B MPaBOM BEPXHEM YTy JOKYMEHTA.

B rpude yTBepkIeHHS MOMYCKAETCS IEHTPUPOBATH JJIEMEHTHl OTHOCUTEIHHO

CaMOW JUIMHHOM CTPOKH.



3.5.6. Yka3aHu 0 MCIIOJHEHUIO JOKYMEHTA (Pe30JIIouust).

VYKka3aHusi MO HUCHOJHEHHIO JOKYMEHTa MOTYT OBIThb HamHMCaHbl OT PYKHU
npexacenarenaeM TeppUTOpHATIbHOM KOMHUCCHMM Ha MOMJMHHUKE JOKYMEHTAa Ha
CBOOOJTHOM OT TEKCTa MeCTe WU O(OpMIIEHBI HA OTAEIbHOM JHUCTE opMmara A 6
(105x147), npunoKeHHOM K JOKYMEHTY. YKa3aHUsl MO HCIOIHEHHUIO JOKYMEHTa
BKJIIOYAIOT (aMUJIMM W HWHULUAJIBl HCIOJIHUTENEH, NpU HEOoOXOIAUMOCTH —
collepKaHUe TOpPYYEHHUs, CPOK HCIIOJIHEHHS, MOJANHUCH PYKOBOAMTENS U Jarty,
Hanpumep:

Cuzony A.IO.
I'puropresy B.C.

[Ipoury paccMoTpeTh 1 1aTh OTBET
k 15.02.2011

JInunas moammce
[ara
3.5.7. 3aro/ioBOK K TeKCTY JOKYMEeHTa (HAMMeHOBAHUE JOKYMEHTA).
3arojoBOK K TEKCTY JOKYMEHTa JOJKEH KPAaTKO M TOYHO PacKphIBaTh €T0
coliepkaHre U OBITh COIJIACOBAH C HAMMEHOBAHHEM BUJA IOKyMEHTa. 3aroJioBOK

MOJKCT OTBCUATh HA BOIIPOCHI:

«0 yeM (0 Kom)?», Hanpumep:

[Tpukas
O co3ganuu DKCEPTHON KOMUCCHHI

«4ero (Koro)?», Hanpumep:

JIOIKHOCTHOM perjlaMeHT
BEJIYILLIETO CHEUAINCTA

3aroJ0BOK COCTAaBISIECTCS JIMIIOM, TOTOBSILIUM MPOEKT IOKYMEHTA.

3arojoBOK, COCTOSIIMA M3 JBYX U OOJiee CTPOK, MedaTraeTcss yepe3 OAUH
MEKCTPOUHBIM HMHTEpBaJI, TOYKA B KOHIIE 3aroJiOBKa HE CTaBUTCS. 3arojoBOK
pacrionaraeTcsi Ha NEPBOM JIMCTE HAJ TEKCTOM JIOKYMEHTa MO UEHTPY, a IpH
o opMIICHUH TTHChMa — OT TPAHUIIBI JIEBOTO TIOJISI.

3.5.8. TekeT 10KyMeHTA.



TexcT nokymMeHTa OQOPMIISIOT B BHJE CBSI3HOTO TEKCTa, TAOJIUIBI WIU
COEJIMHEHHUS 3TUX CTPYKTYP.

TexkcT JOKyMEHTa JIOJDKEH U3JlaraThCsd KpaTko U SICHO, OBbITh
apryMeHTUPOBAHHBIM, OOE€CIe4YrBaTh TOYHOE U OJHO3HAYHOE BOCIPUATHE
cojieprKaileicst B HeM HHGOpMaIuu.

TekcT TOKyMeHTa JOJKEH, KaK IIPaBUIIO, COCTOSTh U3 IBYX YacTel. B mepBoit
YacTH YKa3bIBAIOTCS MPUYMHBI, OCHOBAHUS, LIEM COCTABJICHHS JOKYMEHTa, BO
BTOpPOM — pelieHusi, BEIBOJIbI, MPOCKOBI, TPEATIOKEHNS, PEKOMEHJAI1H.

TekcT MOKyMEHTa MOXET COAep>KaTh TOJbKO 3aKIIOYUTEIbHYIO 4YacTh
(HanpuMep, MpUKa3 — PacHoOPAIUTEIbHYIO YacTh 0€3 KOHCTAaTUPYIOIIEeH, MUCHMO,
3asiBIEHHE — MPOChOyY O€3 MOsICHEHUS ).

B Texcre mokyMeHTa, MOATOTOBIEHHOTO Ha OCHOBAaHMM 3aKOHOJATEIbHBIX,
MHBIX HOPMATUBHBIX IIPABOBBIX AKTOB, M3/IaHHBIX OPraHaMHU BJIACTU U YIIPABIICHHUS,
UK Poccun, Cankr-IletepOyprckoii u30HpaTeabHOM KOMHCCHEH, paHee
U3JaHHBIX TeppuUTOpHaIbHOM KOMHCCHEW, YKAa3bIBa€TCS HAMMEHOBAHHE BHJIA
JOKYMEHTa, HAaUMEHOBaHUE OPraHa, M3JaBLIErO JOKYMEHT, JaTa NPUHATHS WIH
YTBEP)KIEHUS JOKYMEHTA, €ro PEruCTPAallMOHHBIM HOMEp, a TAaKXKE 3arojOBOK
JNOKYMEHTA, 3aKJIIOYEHHBIN B KaBBIYKH.

TexkcTbl JOKYMEHTOB OOJBIIOrO OO0BEMa MOTYT JEIUTHCS Ha pa3felbl,

MOJIpa3iesbl U MMyHKTHI, KOTOPbIE HyMEPYIOTCS apaOCKUMH [UPpaMH, HAIPUMED:

1. Pazmen
1.1. [Toppaznen
1.1.1. ITynkr

A03a11bl BHYTpHY IMTYHKTOB HE HYMEPYIOTCS.

B mucbMax ucnonb3yioT cienyronme (GOpMbl H3T0KEHUS

or l-ro nmma  mHOXecTBeHHOro uucina («IIpocuMm  HampaBUTh
uHpopmarmio...», «Hampapnsem Ha 3aKTI0OUYEHUE TTPOEKT...» H JIP.);

oT 3-ro nuua eauHcTBeHHOro uucina («TepputopuanbHas KOMHUCCHS HE
CUMTAET BO3MOXHBIM...», «TeppuTopuanbHas KOMUCCUS MPEAJaraeT pacCMOTPETh

BO3MOYHOCTb...»).



I'padppl 1 cTpoku TAOAULBI AOHKHBI MMETh 3aroJIOBKH, BBIPa)KEHHbIE
CYLIECTBUTEIBHBIM B HMMEHUTENbHOM majnexe. llon3aronoBku rpad u cTpok
JOJDKHBI OBITH COTJIACOBAHBI € 3aroyioBkaMu. Eciu Tabnuny nedartaror Oonee yem
Ha OJHOW cTpaHule, Trpadbl TaOMMIBI JOJKHBI OBITH MPOHYMEPOBAaHbI M Ha

CJIEIYIOIINX CTPAaHULAX JIOJKHBI ObITh HalleyaTaHbl TOJIBKO HOMEpPA 3TUX rpad.

3.5.9. OT™MeTKa 0 HATMYMY TPUWIOKEHHIA.

OTMmeTKa 0 HAIMYUU MPUIIOKEHUHN pacroiaraercs oT TPaHUIlbl JIEBOTO MOJIS
10CJI€ TEKCTa NePe]] NOAIMUCHIO.

Ecnu gOoKyMeHT MMeeT MpuiloKeHus, Ha3BaHHbIE B TEKCTE, OTMETKAa 00 uX

HaIM4YUU 0pOopMIISieTCs 10 cienytouieit popme:

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

Ecmu AJOKYMCHT HMCCT IIPUIIOKCHHUA, HC HA3BAHHBIC B TCKCTC, HUX
HaMMCHOBAaHUA HCO6XOJII/IMO NEPCUNUCIINTE TIIOCJIIC TCKCTA OOKYMCHTA IICPCH
IMMOAIMHUCHIO C YKA3aHUCM KOJINYCCTBA JINCTOB B KAXKIAOM IIPHUIIOKCHUU U KOJIMYCCTBA

OK3CMILIAPOB, IIPHU HAJIMYNUHU HCCKOJIBKUX l'IpI/IJIO}KCHI/Iﬁ HUX HYMCPYIOT, HAIIpUMED:

[Ipunoxenue: 1. Tlonoxenue 00 FKcrIepTHOM KOMUCCHU Ha 15 1. B 1 9K3.
2. Tlpumepnas HoMeHKIaTypa Aen Ha 14 1. B 1 2K3.
Ecimn npunoxenus C6pOHHOp0BaHLI, TO KOJIMYECTBO JIUCTOB HE YKa3bIBACTCS.
Ecnn npunoxenune HanpaBisieTCss HE BO BCE YKa3aHHbBIE B JOKYMEHTE aJipeca,

TO OTMETKA O HAIMYUU MIPUIIOKEHUS 0(POPMIIIETCA 1O Clenytomieil popme:

[Tpunoxenue: Ha 20 1. B 3 9K3. TOJBKO B MEPBbIN aJipec.

Ecnm x [OOKyMmMeHTy mpuiaraercss APYrod JOKYMEHT, TaKKe HWMEIOLINN

IIPUIOKCHUC, TO OTMCTKA O HAJINYWMKU IIPHIIOKCHUA O(bOpMJ'I?ICTC?I CJICOYIOIINM

obpazom:
[Ipunoxenue: nuceMo  [lerponaBioBck-Kamyarckoil Tropojackoi  TeppUTOpPHATIBHOM
xomuccuu ot 15.11.2010 Ne 01-21/450 u npunokeHue K HeEMy, BCEro Ha
12 n.

B PCHICHUAX MU IIPHUKAa3aX CBCACHUA O HAJIMYHNH HpI/IHO)KeHI/Iﬁ YKa3bIBAOTCA B

tekcte. Hanpumep:



«PazpaboTath W  TpeACTaBUTH  NPOGKT IJJaHa 1o  ¢opMe,  yKa3aHHOM
B NpHII0>KeHUU Ne 1.

Ecim B noKymeHTe, K KOTOPOMY OTHOCUTCA IPHUIIOKEHHE, OHO
HE YTBEPIKIAETCA, a MPOCTO COJAEPIKUTCS CChUIKA HA HETO, TO B IIPABOM BEPXHEM
yIIy YKa3blBAE€TCS, K KakKOMy pEIICHHIO (MpPUKa3y) MPHIOKEHUE OTHOCHUTCH,
HaIpuMep:

IIpunoxenue
K penieHuto TepputopuanbHOi
n3buparenpbHO KomMuccuu Ne62
ot 11 auBaps 2011 r. Ne 11-5

IIpunoxenune
K IpUKa3y npeaceaarens TeppuTopruaabHOl
n3bupareapbHON KoMuccuu Ne62
ot 15 mapta 2010 1. Ne 27

HpI/I HaJIM4YMM HCCKOJIBKHUX HpHJIO)KGHHfI OHHU HYMCPYIOTCA, HAIIpUMCEDP,

npuiioxenue Ne 1, mpunosxkenue Ne 2 u Tak nanee.

3.5.10. Hoanmuckh AOJKHOCTHOIO JIUIIA.

B cocraB moamucyu BXOAAT: HAMMEHOBAHHE JOJHKHOCTH JIUIIA, TIOIITUCABIIIETO
JOKYMEHT, €r0 JIMYHAs IOAIMHCH, KOTOpas oGOpMIISIETCS CHHUMHU WM YEPHBIMHU
YepHWIAMH, PacIuPOBKA MOAMUCH (MHUIIHAIBI, (DaMUIIHS).

Ecmu noxymenT odopmisiercs Ha Oianke TeppuTopuanbHON KOMHCCHH, TO
PEKBU3HUT BKJIIOYACT HAMMEHOBAaHWE [OJDKHOCTH JIMIA, IOJAMHCHIBAIOIICTO
JIOKYMEHT, €T0 JIMYHYIO MOANNCH, paciu(PpOBKY MOAMUCH (MHUIIUABI U (PaMUITHIO),

Hanpumep:

Hpe,[[ce,[[aTeJ'IL JIN4YHasi 1o AIuCh HMHHUIIHUAJBI, (1)aMI/IJ'II/I$I

Ecnu AOJDKHOCTHOC JIMIO, IIOAIIMCHb KOTOPOI'O 3aroToBJICHA Ha IIPOCKTC
AJOKYMCHTA, OTCYTCTBYCT, TO AJOKYMCHT IOAIIHNCBIBACT CIro 3aMCCTUTCIIb UJIM HMHOC
JIUII0, HCIIOJJHAIOMECEC €Io 00S3aHHOCTH. HpI/I 9TOM 0053aTEIBHO YKa3bIBAlOTCA

(1)aKTI/I‘-ICCKa$[ AOJDKHOCTDh JIMId, INOAIHCABIICTO AOKYMCHT, M €TI0 q)aMI/IJ'II/IH. He



JOMYCKaeTCs MOAMMUCKHIBATh JTOKYMEHTBI C MPEJIOTOM «3a» WU MPOCTABICHUEM
KOCOM 4epThl Mepe]] HAMMEHOBAHUEM JIOKHOCTH.

Ecnu nokymeHT opopmisieTcss He Ha OJIaHKe, TO PEKBU3HUT COAEPKUT MOJTHOE
HaUMEHOBaHUE JOJKHOCTH JIUIA, TTOAMKUCABIIET0 TOKYMEHT, €ro JIUYHYIO MMOIHUCH,

pacmrppoBKy NOANUCH (MHULMANBI U pamuinio). Hanpumep:

3amecTuTenb mpeaceaaTes
TeppuropuaibHON N30UpaATETHHOM
xomuccuu Ne62 JMYHAas NOANKCH MHUIMAJIBL, (haMuIus

HpI/I MOANMHUCAHNN OOKYMCHTA HCCKOJIbBKUMU HOOJZKHOCTHBIMHW JIMIIAMH HX
IO AIINCH pacrojaararoTcs OJHa o ):[pyroﬁ B IIOCJICIOBATCIIBHOCTH,

COOTBETCTBYIOIIEH 3aHUMAEMOM JIOJIKHOCTH, HAIPUMED:

[Ipencenarens JIMYHAas TTOITNCh WHULAAIIBL, (pamMutmst

I'maBHbII Oyxrantep JUYHAs TOJIHCH MHULMANbI, paMunus

B JOKYMCHTC, ITOATOTOBJICHHOM KOMI/ICCI/IGﬁ, IMOAIMNCH pacCIlojIararoTCia OAHa
1o zxpyroﬁ. HepBLIM YKa3bIBACTCA IMPCACCAATC]Ib KOMHUCCHUH, A (baMI/IJ'II/II/I YJICHOB

KOMHCCHH PACIIOJIararoTCA B aJ'I(baBI/ITHOM IMOpAIAKE. HaHpI/IMepi

[Ipencenarens KOMUCCUT JINYHAsI IOAINACH WHULIAAIBI, pamMuims

YJieHBI KOMHCCHH JIN4YHas 1o AIucCh HWHHUIINAJIBI, (baMI/IJ'II/ISI
JIN4YHasi 1o AIucCh HWHHUIINAJIBI, (baMI/IJ'II/Iﬂ

Ecnn moKyMeHT cocTaBieH Kak mnpwiaraeMass K OCHOBHOMY JOKYMEHTY
CIpaBKa WM HHPOPMAIIUs, TO OH MOAMKUCHIBAETCS COCTABUBIINUM €TO JIUIIOM.

3.5.11. I'pud coriacoBaHus.

I'pud cormacoBanmst cocrout u3 cimoBa COIJIACOBAHO 06e€3 KaBbIYEK
M 3arjiaBHBIMU OyKBaMH, HAMMEHOBAaHUS [IOJDKHOCTH JIMIA, C KOTOPBIM
COTJIACOBBIBAETCS IOKYMEHT (BKJIIOUasi HAMMEHOBAHUE OPTraHU3alllK), €ro JTUYHOM
MOJMKCH, paciuPOBKYA MOANMUCH (MHULHAIBI, (haMUJTUs) U JIaThl COTJIACOBAHUS,

Hanpumep:

COI'NTACOBAHO



3aMecTUTEND ITIaBbI AIMUHUCTpalN
Kpacnocensckoro paitona Cankr-IletepOypra

JIUYHadA 1noAanucChb, MHUIUAJIbI, (l)aMI/IJII/ISI
[ara

Ecnu cornacoBanue OCylecTBIS€TCA MPOTOKOJIOM, MHUCbMOM WM JPYTUM

JIOKYMEHTOM, TO COTJIacOBaHUE O(popMIIsEeTCS CIEAYIOMMNM 00pa3oM:

COI''TACOBAHO
MPOTOKOJI 3aCeAaHUs
aTTECTAIIMOHHON KOMHCCUU
TeppuropualibHON N30UpPATETHHON KOMUCCHHI

Ne62
ot 05 deBpamnst 2011 r. Ne 16
HUJIN:
COI''TACOBAHO

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

I'pud cormacoBanms pacrioyiaraetcs 1oJ pekBu3uToM «lloanmucey» B 1eBOM
HIDKHEM TI0JIE JIOKYMEHTA.

3.5.12. Bu3za.

BHyTpeHHee coriacoBaHuWe TPOEKTa JTOKyMEHTa OQOpMIISIETCS BHU30M.
Bu3a BKIrOUaeT MOANKCH BU3MPYIOMIETO, paciii(poBKY MOANUCH (MHHUIHAIIBI,
dbammius) W Jary, npu HEOOXOAUMOCTH MOXKET OBITh YKa3aHa JOJDKHOCTH
BU3HPYIOIIETr0, HalpuMep:

[Ipencenarens TepputopuanbHO H30MpaTEIbHON KOMHCCHH No 62
JIMYHAas MOANHUCH WHUIUANbI, paMunus
Jara

[Tpu Hanmuuum 3aMedaHnil K TOKYMEHTY BH3a 0OPMIIAETCS CIEAYIOMUM 00pa3oM:

3amMedaHus IpUIIararTcs
[Ipencenarens TepputopuanbHoii n3dbupaTenbHO komuccuu Ne 62

JINYHAS TOANCH WHUIUANBI, paMuus
Jata
3amMeuaHus n3jJaararoTcAda Ha OTACIBbHOM JIUCTE, INOAIINCBHIBAKOTCA

U IIpujIararoTCia K JOKyMCHTY.

I[OHYCKaeTCH IMOJJUCTHOC BU3UPOBAHUEC NOKYMCHTOB U HpI/IJIO)KeHI/Iﬁ K HUM.



Ecny nogmmHHUK JOKYMEHTa OCTaeTcs B TeppuTOpUaIbHOU KOMUCCUU, BU3BI
MPOCTABISAIOTCS B HIKHEW 4YacTd OOOPOTHOM CTOPOHBI MOCJIETHEro JIUCTa
MOJJIMHHUKA TOKYMEHTA.

Jna 1oKymMeHTa, NOMIMHHUK KOTOPOTO OTIIPABIIIIOT U3 TEPPUTOPUATIBHOUN
KOMUCCHH, BU3BI NIPOCTABISAIOTCS B HUKHEN YaCTHU JIMLEBOU CTOPOHBI ITOCIEIHETO

JIMCTA KOIIMH OTIHPAaBIIACMOI0 JOKYMCHTA.

3.5.13. OTTHCK NeYaTH.

[leyats 3aBepsieT MOJUIMHHOCTh TOAMUCH JOJDKHOCTHOTO JIMIIA Ha
JIOKYMEHTaX,  yJIOCTOBEPSIONIMX  MPEIyCMOTPEHHBIE  TMPABOBBIMU  aKTaMu
MOJIHOMOYHSL JOJDKHOCTHBIX JIMIl WKW (UKCUPYIOIIUX (aKThI, CBS3aHHBIE C
(MHAHCOBBIMH CPEACTBAMH, a TAK)KE HAa MHBIX JIOKYMEHTAaX, MIPEAyCMaTPHUBAOIINX
3aBepeHUE MOTMHHON MOJIITHUCH.

IleyaTts cTaBUTCS Ha CBOOOJHOM OT TEKCTa MECTE, HE 3aXBaTbIBas JIUYHOM
IIOJNNCH JOJDKHOCTHOrO auma. Iledyats Mo)keT 3aXBaThIBaTh 4YacTh HAUMEHOBAHHUS
JOJDKHOCTH JTUIIA, TTOAMCABIIETO JOKYMEHT.

B nmokymeHTax, MOATOTOBJICHHBIX Ha OCHOBE YHH(HUIIUPOBAHHBIX (HOPM,

neJyaTh CTABUTCS B MECTE, 0003HAYCHHOM OTMETKON «MID» v uHBIM 00pazom.

3.5.14. OT™MeTKA 0 3aBepEeHUM KOMHUM.

JUiss  3aBEepeHHsST COOTBETCTBHS KONHH JIOKYMECHTA TIOJUIMHHUKY HHUXKE
pexBm3uta «l[loamuce» mpocTaBIsgeTcs OTMETKA O 3aBEPEHUHM KOMUU —
3aBeputenbHas Haanuch «BepHo» wimm «Kommst BepHa», IJOMKHOCTH JIUIIA,
3aBEpUBIIETO KOIHWIO, €r0 JUYHAs MOANMKNCH, pacimu(poBKa MOAMUCH M JaTa

3aBEpEHUs, HAPUMED:

BepHo

IIpencenarens TeppuropuanbHOU
n30uparenbHOM KoMuccuu Ne 62

JINYHad IIoAINUCHh HWHHUIIUAIBI, q)aMI/IJ'II/Iﬂ



[Hara

[Ipy HEOOXOTUMOCTH TPU 3aBEPEHHH KOMHH JOKYMEHTa MOXET OBITh
MIPOCTABIICHO BPEMs 3aBepeHUs (HAIIpUMED, TIPH 3aBEPEHUN KOIHA TIPOTOKOJIOB 00
WUTOTax TOJIOCOBAHUA).

Ecnu xomws AOKYMEHTa W3TrOTaBIMBAaeTCS HAa HECKOJIBKHX JIUCTaX, TO
3aBepsIeTCS KaKIbIH JIUCT JTOKYMEHTa JIMOO JMOKYMEHT IMPOIIMBACTCS M HA MECTE
NPOITUBKY CTaBUTHCS 3aBepUTEIbHAs Haamuch «BepHo» wnmm «Komus BepHay,
JOJKHOCTh JIMIA, 3aBEPUBIIETO KOMHIO, €ro JUYHAs TOJIUCh, paciudpoBka
TIOJIITHACH U JlaTa 3aBEPEHUSI.

[Tpu mepechuIKe KoMK TIOKYMEHTA B IPYyTrUe OpraHu3alliy WM BhIAaUe €€ Ha
PYKH 3aBepuTelbHAas HAANKMCh YAOCTOBepseTcs IMedaThio «TeppuropuanbHas
n3oupartenbHas komuccus Ne 62» mu0o Mpy HAJIWYKHU MeyaThio « TeppuropraibHas

nuzbuparenbHas komuccust Ne 62. JIjist JOKYMEHTOBY
3.5.15. OrMeTKka 00 HCHTIOJTHUTEJIE.

OtmeTka 00 HCHONHUTENE BKJIOYAET B ce0s HMHULUATBI U (pamMuinio
UCTIOJTHUTEINS IOKYMEHTa, U HOMEP €ro Ciy>KeOHOTo TesnepoHa ¢ KOJOM PEerruoHa.
OTmeTKy 00 MCIIOJIHUTENIE PACIoiaraloT Ha JUIEBOM Wi, IPU OTCYTCTBUU MECTA,
Ha OOOpPOTHOW CTOPOHE TOCIETHEro JHCTa OKYMEHTa B JIEBOM HUIKHEM YTy

pasmepom mpudTa 10 MyHKTOB, HAPUMED:

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

3.5.16. OT™MeTKA 00 HCTIOJTHEHUH TOKYMEHTA.

OtmeTka 00 WCMOTHEHUH JIOKYMEHTAa W HANpaBICHHWH €ro B JEJ0
BKIJIFOYAET CJICYIONINE JaHHBIC: KpAaTKHE CBEIEHUS OO0 HCIIOTHEHHH JOKyMEHTa
(Ipu OTCYTCTBUU JOKYMEHTA, CBUIETEIbCTBYIOHIETO OO0 HCIIOJIHEHUU), NaTy H
HOMEpP MMEIOIIET0Cs] TOKyMEeHTa 00 MCIIOIHEeHNH, cioBa «B memo», HoMmep naena, B
KOTOpOM  OyneT XpaHUThCA JOKYMEHT, JaTy, MOJNUCh MpeacenaTens

TepputopranbHON KOMUCCHH.



4. Opranu3anusi pa6oThbl ¢ HCXOAAIIMMU (OTHPABJISIEMbIMI) TOKYMEHTAMH

4.1. Ucxopsuie JOKYMEHThl IeyaTaloTcsi Ha OJaHKaxX YCTaHOBJIEHHOU
(dopMbI 1 0POPMIISIIOTCSL B COOTBETCTBHU € MOJIOKEHUAMHU HacTose MHCTpyKimuy.

4.2. OtnpaBka JOKYMEHTOB u3 TepputopuansHoi KOMHCCUU
OCYIIECTBIISIETCS  (PebABETePCKOM WJIM CIEUHATBHOW CBSI3BIO, IOYTOM, TIO
tenerpady, kananaMm cBsizu ['AC «Bei6opei», [11 JIEJIO, kananam ¢pakCUMUIBLHON
CBA3U, ceTh VIHTEpHET WK HAPOYHBIM.

4.3. IIpu opopMIIeHNHU MHCEM U TeJIErPAMM UCIIOJIHUTENb YKa3bIBAET MOTHBIN
NOYTOBBIN (BKJIIOYAs MHACKC) aipec OpraHu3aliy Uiy TpaxaaHUHa.

4.4. Ucxopsuie NUCbMa HAMpaBisIOTCS 3a TOANUCHIO MpejceaaTens
TepputopuanbHON KOMHUCCHUH, B €ro OTCYTCTBHE — 3a IMOANMUCHIO 3aMECTUTENS
npeaceaaTeNs WIM MHOrO 4jeHa TeppUTOpUaibHOM KOMMCCHUM, WCIOJHSIOLIETO
00s3aHHOCTH TIpejiceaaTeNsi, Ha OJlaHKe MUChMa.

4.5. IToagnucanHele UChbMa W TenerpaMmmbl peructpupytores B 1IN JIEJIO
WM )KypHaJe.

Ecnmn otnpaBnsieMblid JOKYMEHT SIBJISIETCS. OTBETOM Ha BXOISILIUN TOKYMEHT,
HEOOXOMMO TMPUOOIIUTh TOAJUHHUK BXOJSIIETO JIOKYMEHTa K  KOIHH
OTIPABJISIEMOI0 IOKYMEHTA, OCTAIOLIEHCS B JEJIE.

4.6. JlokyMeHTaM TIPUCBAMBAETCS UCXOJAIINA HOMEDP, KOTOPBIA COCTOUT U3
UMHJEKCA JieJla 10 HOMEHKJIAType Jed M MOPSAKOBOIO HOMEpa JOKYMEHTA,
pa3eICHHBIX KOCOM 4uepTou. Mcxomsdmmi HOMEp YKa3bIBAETCS TAaKKE€ Ha KOIMUU
NOKyMEHTa, oOcTalpmencs B gene. Hymepanus ucXomdmmx JTOKYMEHTOB
OCYLIECTBIIAETCS B IIpeJeIax KaJeHIapHOro roja.

[Ipu peructpammu HMCXOMASIIETO JOKYMEHTAa B PETHCTpPAIMOHHON (opme
00s13aTeIbHO  yKa3bIBAIOTCS CIIEAYIONIME PEKBU3UTHI: JaHHBIE 00 ajpecate
(pamunmsi, wMs, OTYECTBO (PUBMYECKOTO IMIIA WM Ha3BaHWE OpraHU3AINH,
MECTOHAaXOX/ICHUE TMOJydarelisi), a TaKkKe KpaTKOe COJepKaHue IOKYMEHTa,

KOJIMYCCTBO JUCTOB OCHOBHOI'O JOKYMCHTA M JIMCTOB IIPHUIOKCHHA, KOJINYCCTBO



DK3EMIUIIPOB, HCIIOIHUTENb AOKYMEHTA, €r0 COMUCIOJNHUTENIN, a TAaKKE€ KEM OH
MTOJIMCAH.

4.7. JIokyMeHThI 0 BoripocaM GopMupoBaHusi TeppuTopHanbHON KOMUCCUU
U OCYILIECTBJICHUS €€ (PUHAHCHUPOBAHUSA, HAIPAXKICHUS M IMOOILIPEHUS YJICHOB U
pabOTHUKOB anmapara TeppuTOpHUaIbHONM KOMHUCCHHU, B 00SI3aTEIBHOM MOPSAKE
HaIIPaBIIIOTCS HAPOYHBIM.

WNuble 10KyMeHTbI MOryT ObITh oTnpaBieHbl o cpeactsam [IW JIEJIO unu
NOYTOM IO yKa3aHUIO npejcenarens TeppuTopuaibHOM KOMUCCHH.

4.8.1lo xanHanam  (akCUMUIBHOW CBSI3UM  JIOKYMEHTBI  IepeaaroTcs
OTBETCTBEHHBIM 3a BEICHUE AEJIONPOU3BOJICTBA NIOCIIE UX PETUCTPALUY.

4.9. Tlpu oTnpaBke TeyierpaMMbl 0oJjiee UeM B YEThIpe ajpeca opopMIIsieTCs
NOJJIMHHUK, KONUS M [JBa OHK3EMIUIApAa MOAMMCAHHOIO CIUCKA PAaCCBUIKUA C
yKa3aHHEM IOJIHBIX MTOYTOBBIX (BKIIOUas MOYTOBBIN HHEKC) anapecoB. Ha Tenerpad
nepeaarTcs MOMIMHHUK C OJHUM DK3EMIUIIPOM CHHUCKA PACCBUIKM U KOIHUA
TEJErpaMMbl, KOTOpasi C OTMETKON O mepefaye TejerpaMMbl BO3BpaIlaeTCs B
TepputopuaibHyt0 KOMHUCCHUIO M BMECTE CO BTOPBIM 3K3EMIUISIPOM CHHUCKa
PacChUIKU MOAIINBAETCS B AEJIO.

4.10. Ilpu ornpaBke muchbMa OoJiee 4eM B YEThIpEe aJpeca COCTaBJISETCS
CIIMCOK pACCBUIKM YCTaHOBJIEHHOW (opmbl (mpunokerne Ne 5), KoTopbIit
NOAMUCHIBAETCS MPEICEAATENIEM, B €M0 OTCYTCTBUE — 3aMECTUTEINIEM MPEACEaaTENs
WIM WHBIM 4WICHOM TeppUTOpUanbHON KOMHUCCHUHU, WCTIONHSIOMIUM OOS3aHHOCTH
npeacenarenss TeppuropuaibHOM Komuccuu. Ilociie perucrtpanuu NHUCHBMO
TUPAXKUPYETCS] B HEOOXOIUMOM KOJIMUECTBE U OTHPABIISIETCS.

Ecnu nmucemo nim TenerpaMmMa HampaBliiseTcs He 0ojiee 4eM B YeThIpe ajpeca,
TO HOJMKUCHIBAETCS KaXAbIM 3K3EMILISIP.

4.11. OtnpaBka JOKYMEHTOB MPOU3BOJAMTCS €KEIHEBHO B Yachl PadOTHI
TepputopuaibHON KOMHCCUU, KDOME BBIXOJHBIX U HEPAOOUUX MPa3IHUYHBIX JHEH.

[Topsimok OTHpaBKU UCXOJAIIUX JTOKYMEHTOB IOCIE OKOHYaHHS pabodero

JIHSI, B BBIXOJHBIE M HepabouMe Mpa3qHUYHbIC ITHU, B TEPHOJ TOJATOTOBKH H



MPOBEJICHUA M30MpaTEIbHBIX KAaMIaHUM yCTAHABIMBAETCS MpelCeaaTeeM
TepputopranbHON KOMUCCHUH.

4.12. JIokyMEeHTBI C OTMETKOM O CPOYHOCTH JOCTaBKH «BecbMa CpoOYHO» U
«CpoyHo» 0GOPMIIAIOTCS  HE3aMEMJIUTEIbHO, OTHOPABISIIOTCA MO  KaHajgam
¢daxkcummiibHoM cBa3u, [IW JIEJIO nian HapoYHBIM.

4.13. JlokyMeHThl, HampaBligeMble TpaxJaHaMm [0 JOMAIIHEMY aJpecy,
OTIPABISAIOTCS Yepe3 IOYTOBOE OTAEJEHUE CBSA3M, KaK MPaBWIO, 3aKa3HBIMU
NUChMaMHU.

4.14. JlokymMeHThl, TepelaBaeMble MO KaHajlaM (PaKCUMHJIBHON CBSI3H,
PETUCTPUPYIOTCS B IOPSAJKE, YCTAHOBICHHOM JJISl UCXOSIIUX TOKYMEHTOB.

4.15. Vcxopsimue TOKyMEHThI, 0()OpMJICHHBIE C HapylleHHeM TpeOoBaHUM
WNHCcTpyKIMU, K OTHOpaBKe HE MPUHUMAIOTCS M BO3BPAIIAIOTCA MCIOJHUTEISM Ha
nopabotky. KoppecnonaeHuus HeciayXkeOHOro Xapakrepa, B TOM YHCIE JIMYHas
KOPPECIIOHICHIIMS, K OTIIPABKE HE MPUHUMAETCS.

4.16. Konuu ncxoAsimux JOKYMEHTOB MTOMEINAIOTCS B JI€]0 B COOTBETCTBUU

C HOMEHKJIaTypou nen TepputopraibHONM KOMUCCHUH.

5. Oco0enHOCTH padoTHI ¢ OOpPAlIEHUAMH IPAKIAH

5.1. Opranuzamusi paboThl ¢ OOpaIeHUSAMH TPAXKIAH OCYIICCTBIACTCS
B COOTBETCTBHH C pa3aeiaoM 2 HacTosed MHCTpyKIMKM ¢ yd4eToM 0COOCHHOCTEH,
YKa3aHHBIX B JaHHOM pa3Jede.

5.2. IlucemenHsie oOpareHus rpaxk/ias (J1anee — ooparieHus ), MOCTYMUBIITNE
B TeppUTOpHAIIBHYI0O KOMHUCCHUIO, PETUCTPUPYIOTCA C  HUCIOJIb30BAHHEM
PETHCTPAIMOHHBIX ()OPM OTAEIHHO OT APYTHX BUIOB TIOKYMEHTOB HE MO3/IHEE TPEX
aHeW ¢ MoMmeHTa mocTyrmieHus. OOpaineHus, Kacawluecs HapyIIeHUH
n30UpaTEeIbHBIX npas rpak/1af B nepuos MOATOTOBKU
Y TIPOBEJICHUS BHIOOPOB U pe(PepeHTyMOB, PETUCTPUPYIOTCS B JICHB MOCTYIICHUS B
TepputopuaibHy0 KOMUCCHIO WM Ha CIEAYIOMIUI pabouunil IeHb.

5.3. Ilpu BCKpHITUM KOHBEPTOB TPOBEPSETCS HAIMYHAE BCEX BIIOKEHUM.

KonBepT 00s3aTeIbHO COXpaHseTCs.



OOGpamieHusi, cojAepkallue B aJPECHOM YACTH MOMETKY «JIUuuHO»,
paccMaTpuBaroTCs B 0011IeM MOPsJIKE B COOTBETCTBUM ¢ THCTpyKIUei.

I[Ipu peructpaumu  noBTOpHbIX  OOpalieHWii UM  MOpUCBaUBaETCS
OUepEeTHON PEruCTPAIlMOHHBIN HOMEp, B pErucTpaloHHON (opMe aenaercs
otMeTKa «I1oBTOpHOY.

Ecau O6patnienue nocTynuio OT KOJJIEKTUBA IPaK/iaH, TO IPU PETUCTPALINU
B perucTpanuoHHoi ¢opme craBuTcsi oTMeTka «KomekTuBHOEY.

5.4. PeructpalliOHHBIN IITaMIl, COCTOSIIIIUN W3 TOPSAKOBOIO HOMEpa
oOpaiieHus U JaThl PETUCTPALMM, CTABUTCS, KaK IMPaBUJIO, Ha TIEPBOM JIUCTE
OOpaiieHus B MpaBOM BEPXHEM YIIIy WJIM Ha CBOOOJHOM OT TEKCTa MECTe.

Hymepanust moctrynupmmx OOpalieHuid  OCYIIECTBISCTCS B Mpeneiax
KaJIEHJIapHOTO To/1a.

5.5. 3apeructpupoBannsie OOpalieHus: paccMaTpUBAIOTCS TpejcenaTeaemM
TeppuTopuaibHOW KOMHUCCHUH, 3aTE€M TMOCJIE€ TEPEHECEHUs YKa3aHus [0
UCIIOJIHEHUIO JOKYMEHTa B PETUCTPAIMOHHBIE ()OPMBI MEPEAAIOTCS UCTIOTHUTEISIM
11O/ TIOIIUCH.

5.6. OOpaienus, aapecoBaHHblE WiIeHaM [eppUTOPHAIBHOW KOMMCCHH,
PETUCTPUPYIOTCS B YCTAHOBJIECHHOM IHOPSAKE, JOKJIAIABIBAIOTCA IPEICENATEIIO
TeppuTopuanbHOW KOMHUCCUHM, 3aTE€M IOCJIE€ MEPEHECEHUs YKa3aHus 110
UCIIOJIHEHUIO JOKYMEHTA B PETUCTPAIlMOHHBIE ()OPMBI MEPEAAIOTCsl UCTIOTHUTESAM
IO/ IOAIIUCH.

OOpaieHnsi paccMaTpuBalOTCS B COOTBETCTBHHM C  YKa3aHUSMHU  TI0
HCIOJIHEHUIO JOKYMEHTA Ipeacenarens TeppuTopruaibHOW KOMHUCCUU B MOPSJIKE,
YCTaHOBJIEHHOM 3aKoHoAaTenbCcTBOM Poccuiickon denepanuu.

5.7. OOparienusi, coepxKalire BOMPOCHI, PEIICHHE KOTOPHIX HE OTHOCUTCS K
KOMIIETEHIIMH TeppUTOpUAIbBHONM KOMHCCHH, JIOKJIAIBIBAIOTCA IPEICENATEIIO
TeppuTopranbHOW KOMUCCHHM M IO €r0 YKA3aHUIO MO UCIOJHEHUIO JOKYMEHTa B
TEUYECHHE CEMHU KaJEHJIApHbIX JHEW CO JHA PETUCTPAlUWH HAIPaBISIIOTCS C
COIIPOBOAUTEIIBHBIM MUCBMOM 32 €r0 MOJANKUCHI0 B COOTBETCTBYIOLIMU OpraH Wi

COOTBCTCTBYIOICMY AOJZKHOCTHOMY JIMIY, K KOMIICTCHIHHMHU KOTOPBLIX OTHOCHTCA



penieHre nocraBieHHbIX B OOpalleHuu BONPOCOB, C YBEJAOMJICHUEM TIpakKiaH,
HanpaBuBiux OOpatieHus, o nepeaapecanun Oo6pamenuii. B conpoBoautenbHOM
MMCbME OTOBapUBaeTCA MOPSAOK HAMpaBlieHUs oTBeTa aBTopy OOpaleHusl.

Ecnu pemenne mnocraBneHHbIXx B OOpalieHUs X BOMPOCOB OTHOCHUTCS K
KOMIIETCHIIMA HECKOJBKHUX TOCYJApPCTBEHHBIX OPraHOB WM JIOJKHOCTHBIX JIHII,
korust OOpaleHuss B TEUCHHE CEMH KaJeHJApHBIX JTHEW CO JIHS pEerucTpanuut
HaIIpaBIIIETCS B COOTBETCTBYIOLINE OPTaHbl WIIM COOTBETCTBYIOIIUM JOJKHOCTHBIM
JIULAM.

5.8. 3ampemiaercs HaIpaBJIsATh OOpaienue Ha  PacCMOTPEHHUE
B F'OCYJIapCTBEHHBIN OpraH, OpraH MECTHOTO CAMOYIIPABIECHUS WU JOJKHOCTHOMY
JUIly, pelleHne wid JaedictBue  (0e3aeicTBHE) KOTOPBIX — O0XkamyeTcs, 3a
UCKIIFOUEHUEM CITy4aeB, YKa3aHHBIX B MyHKTe 6 cTaTbu 75 denepanbHOro 3aKoHa
«O0 OCHOBHBIX TapaHTUAX W30UpaATEIbHBIX TIpaB U TMpaBa Ha Yy4yacTHUE B
pedepennyme rpaxaan Poccutickoit denepanmmy.

5.9. Ecniu B COOTBETCTBMM C 3ampeToM, YKa3aHHBIM B mojapasziene 5.8
WHCcTpyKIMK, HEBO3MOXKHO HampaButh OOpalieHue Ha paccMOTpPEeHHE B
rOCYJapCTBEHHBIA OpraH, OpraH MECTHOTO CaMOYIIPABICHUS WIH JOJKHOCTHOMY
JUIY, B KOMIETEHIIMIO KOTOPBIX BXOAHUT PEIIeHHE MOCTaBlIeHHbIX B OOpaiieHun
BompocoB, OOpallleHre BO3BPAIIACTCS TPAXKIAAHUHY C PAa3bsICHEHHWEM €ro IpaBa
00’Ka0BaTh COOTBETCTBYIOIIEE PEIICHUE WM JCHCTBUE B YCTAHOBICHHOM TOPSI IKE
B CyJI€.

5.10. OOpamienusi, mnOCTynHBIIME B  TeppUTOPUATBHYIO  KOMHCCHIO,
paccMaTpUBalOTCs B CPOKH, YCTAaHOBIICHHBIE MoapasaenaMu 9.5 u 9.6 Unctpykium.

B mepuon moAroToBKM W TMpOBENEHUS BBHIOOPOB M pedepeHIYMOB CPOKHU
paccmoTtpenus ~ OOpaimieHuid ~ yCTaHaBIMBAIOTCS B COOTBETCTBUH  C
3aKoHOAaTenbcTBOM Poccuiickoit denepanuu o BeIOOpax u pedepeHiymax.

Ecnu Heo0xo1uMo mpoaiuTh Cpok paceMoTperust OOparieHus, UCIIOJTHUTETh
HE MO3JHEE YEM 3a TPH JHS JO UCTEYEHHUS CPOKA IMOJATOTOBKU OTBETA NMIPEACTABIISIET
Ha wuMs npencenarenss TeppuTopUanbHOM KOMHUCCHM JOKJIAAHYHO 3alUCKy C

00BSICHEHUEM, 110 KAKOW MPUYMHE HEBO3MOKHO 1aTh OTBET B YCTAHOBJICHHBIN CPOK.



MakcuManbHOe MOpojjieHue cpoka paccMoTpeHuss OoOpamieHust cocrasisieT 30
KaJICHJAPHBIX THEU.

3asBUTEIIO HAMPABIISIETCS YBEAOMIICHUE O MPOJJICHUU CPOKA PACCMOTPEHUS
ero O6parteHus.

OO6parieHusi, Ha KOTOPBIE JTAIOTCS MPOMEKYTOUHBIE OTBETHI, C KOHTPOJIS HE
CHUMAIOTCHI.

5.11. B cnyyae mocryrmieHus B TeppuTOpUaIbHYI0O KOMHCCHIO B
YCTAHOBJIEHHOM TMOPSIKE 3ampoca roCyJapCTBEHHOTO OpraHa, OpraHa MECTHOTO
caMOyIpaBJeHUs] WM JOHKHOCTHOIO JuIa, paccMmaTpuBaromux OOparieHue,
JIOKYMEHTBI W MaTepuaibl, HEoOXoIumbie s paccMoTpeHuss OOpaieHus,
PEACTABISAIOTCS B TCUCHUE 15 KalleHIapHbIX THEH.

5.12. OtBet Ha OOGparieHre, B KOTOPOM HE YKa3aHbl (haMuiIus TpakKJaHUHA U
€ro MOYTOBBIN aJPeC UK aAPeC AIEKTPOHHOM MOYTHI, IO KOTOPOMY JOJIKEH OBIThH
HampaBJIeH OTBEeT, He Jjaerca. Takoe OOpaileHWe CHUCHIBAETCS B JI€J0
npencenarenemM TepputopuanbHoil komuccuu. B cimyuae ecnu B OOpamieHuu
coliepKaTcsi CBENIEHUS O TOJIFOTAaBIMBAEMOM, COBEPIIAEMOM HIIM COBEPIICHHOM
OPOTUBOMPABHOM JIESTHUM, a TaKke O JHIE, €ero MOJAr0oTaBIMBAIOIIEM,
COBEpIIAIONIEM WJIM COBEPIIUBIIEM, OOpallleHue MOJICKUT HANPABICHUIO B
rOCy/IapCTBEHHBIN OpraH B COOTBETCTBUH C €T0 KOMIIETEHITUEH.

Ecnu tekct OOparienus He moaaaeTcsl MPOYTEeHUIO, 0TBET Ha OOpaiieHre He
JIAeTCsl ¥ OHO HE MOJISKUT HAIPABICHUIO HA PACCMOTPEHUE B TOCYApPCTBEHHBIM
OpraH, OpraH MECTHOIO CaMOYIpPAaBICHHS WIH JIOJDKHOCTHOMY JIMIY B
COOTBETCTBHUH C UX KOMIIETEHIIMEH, O YEM B TEUCHHE CEMU KaJIEHJIapHBIX JHEU CO
nHs  peructpammu  OOpaimieHus CcooOIIaeTcss TpakIaHWHY, HAMPaBUBIIEMY
Oo6pamenue (eciu ero GpamMuIHs ¥ MOYTOBBIN aApec MOANAIOTCS MPOUYTCHHUIO).

5.13. O6pamenuss, B  KOTOPBIX  COACPKATCA  HEIEH3ypHBIC  JIHOO
OCKOPOUTENbHBIC BBIPAKEHHUS, Yrpo3bl IKU3HU, 3J0POBBI0 H HMYIIECTBY
JOJDKHOCTHOTO JIMIA, a TAaKXE WIEHOB €ro CEeMbH, OCTalTcs 0e3 OTBeTa Io
CYIIECTBY TIOCTaBJICHHBIX B HEM BOIPOCOB, a 3asBUTEISIM COOOIIAETCA

0 HEJIOMYCTUMOCTH 3JI0YIIOTPEOICHHS TTPABOM.



5.14. O6pamienue, B KOTOpOM oOXxaiyercs cyneOHOe pelieHue, B TeUCHUe
CeMH KaJIeHIApHBIX JHEW CO JHS PETUCTpallii BO3BpaIlaeTCi TpaKTaHUHY,
HanpaBUBIIEMY OOpalleHue, C pa3bsCHEHHEM MOopsAaKa O00XKaJOBaHHUSA JaHHOTO
CyZ1IeOHOTO pelIeHuUs.

5.15. Ecnu B OOpaiieHun conepKUTCs BOIPOC, Ha KOTOPBIA Tpa)kIaHUHY
HEOJHOKpATHO (7Ba pa3a U 0oJiee) 1aBajiuCh MUCbMEHHbIE OTBETHI 110 CYLIECTBY B
CBSI3W C paHee HampaBieHHbIMH OOpamieHusMH, U Tpu 3ToM B OOparieHun He
IPUBOSITCS HOBBIE JIOBOJIBI M 00CTOSITENTLCTBA, TO MEPEMHCKA MO0 JAHHOMY BOIIPOCY
C TPXKJAHUHOM IMPEKpaIIaeTcs, O YeM €My HaIPaBIIIeTCsl yBEIOMIICHHE.

5.16. JInuHbIi mpueM rpaxaaH BeleTcs mpeacenatesieM TeppuTopuanbHOM
KOMUCCHH.

Wudopmaruss o0 TopsAKke mpuemMa TpakIaH — pasMemaeTcss  Ha
MHPOPMAITMOHHOM CTeH/E U odunuanbHOM caiite TeppuTopraabHO KOMUCCHHU B
MHPOPMAITMOHHO-TEJICKOMMYHUKAIIMOHHOM ceT IHTepHET.

[Tpu 1uyHOM IpHEMe rpaskJaHUH MPEIbABISET JOKYMEHT, YIOCTOBEPSIOLIH
€ro JINYHOCTb.

Benenne nuuHOro mpuemMa TrpaxkIaH MOXET CONPOBOXKIATbCS ayAHO- U
BUIC03AIKCHIO, O UEM TpakJlaHe YBEJOMJISIOTCS 0 Havajia IpueMa.

5.17. Bo Bpems mnpuemMa rpaxiaH BEACTCA >KypHald yueTa, B KOTOPBIi
BHOCATCS JaHHBIE O IPa)KIaHUHE, KPATKOE COJepKaHUE 00palleHUs, pe3yabTaT €ro
paccMOTpPEHHs, a TAKXKE JOJKHOCTh U (paMUITUS JIMLA, TPOBOJALIETO MPUEM.

Ecnmm  wm3noxennsie B yctHoM OOpamennn (pakTel He TpeOyroT
JOTIOJIHUTENIBHOM TPOBEpKH, 0TBET Ha OOpalieHue ¢ coracus rpaxaaHiHa MOKET
OBITh JaH YCTHO B XO/I€ JINYHOT'O IIPHUEMa, O YeM JIeJIaeTCs 3alllCh B )KypHAJIE yuyeTa.
B octanpHBIX ciyyasix JaeTcsl MMCbMEHHBIN OTBET MO CYIIECTBY IOCTAaBJICHHBIX B
OO6parieHuun BOIIPOCOB.

B xozne nuyHOrO mpuema rpakJjaHiuHy MOKET ObITh OTKa3aHO B JaJIbHEHUIIIEM
paccMOTPEHUU OOpaleHus, eclau €My paHee ObLI JaH OTBET IO CYIIECTBY

MocTaBJIeHHbIX B O0OpalieHuu BOIpPOCOB.



B caydae rpy0oro, arpeccMBHOrO MOBEACHUS TPaKJaHUHA MPUEM MOXKET
OBITh TIpeKkpailieH. [Ipu HEOOXOAMMOCTH MOXKET OBITh BBI3BAH COTPYHUK OXPaHBI.
Nudopmaiiust o moBesieHUN rpakIaHUHA OTPAKAETCS B KypHAJIE yUeTa.

5.18. Ilepenanubie Ha  npueme  OOpalieHUsT  PETUCTPUPYIOTCA  C
WCIIOJb30BaHUEM PETUCTPAIMOHHBIX (OpM U paccMaTpuBarOTCs B TOPSJIKE,

YCTAaHOBJICHHOM HACTOSAIIHUM pa3acioOM.

6. OcoOeHHOCTH PadOTHI € JOKYMEHTAMM, COACPKALUMH CIYKEOHYIO
HHGOpPMaLHI0 OTPAHUYECHHOI'0 PACIIPOCTPAHEHU (B TOM YHCJIEe CBEACHUS 00
H30uparTefx, y4YacTHUKaX peepeHayMa, o0pamauuMHIcs B paMKax
¢pyaxuuoHupoBanus I'ocy1apcTBeHHOI cMCTeMbl perucrtpanum (y4era)

usbuparesieil, yaacTHukoB pedepenayma B Poccuiickoit @egepanun)

6.1. OcobenHocTH pabOThl C JIOKYMEHTaMH, COJEPXKAIIUMU CIIYKEOHYIO
MH(GOPMAIIHIO OTPAHUYEHHOT'O PACIIPOCTPAHEHUSI.

6.1.1. K cayxebHOli wuHPOpMAMK OTPAHUUYEHHOTO PACIPOCTPAHCHHUS
OTHOCUTCSI HECEKpeTHas WH(pOpMalusg, HE3aBUCUMO OT BHJIAa €€ HOCHUTES,
OTpaHUYCHHUS Ha pacmpocTpaHeHue KOTOpOii YCTaHABIMBAIOTCS
3aKOHOJIaTeNIbcTBOM Poccuiickoin ®Denepanuu, pemieHUs MU (MOCTAHOBJICHUSIMU )
BBIIIECTOSIINX U30MpPATETHHBIX KOMUCCHUH.

6.1.2. HeoOxomuMoOCTh  MPOCTaBICHUST TOMETKH  «Jlmst  ciry»keOGHOTO
nonb3oBaHus» (manee — «JICII») Ha HOKyMeHTax W H3AAHUAX, COAEp KAIIUX
CIy’)keOHYI0 HH(OpPMAIMI0O OTPAHUYCHHOTO PACHPOCTPAHEHUS, OIPEACIICTCS
npeacenareaeM  TeppuTopuanbHOM  KOMHUCCHHM,  TOJMUCHIBAIONIUM WM
YTBEPKIAIOMIUM TOKYMEHT.

JIOMKHOCTHBIE JIWIIa, TPUHSBIINE pEIICHHEe 00 OTHECEHWH CIIyKeOHOU
uH(MOPMAITH K pa3psay OTPAaHUICHHOTO PACIPOCTPAHEHUS, HECYT MEPCOHATBHYIO
OTBETCTBEHHOCTH 32 00OCHOBAHHOCTH MPUHSATOTO PEIICHHSI.

6.1.3. [lometka «JICII» m HOMEp 3K3eMIUIspa MPOCTABISAIOTCS B IMPABOM

BEpXHEM YTJ1y MEPBOM CTPaHUIBI JOKYMEHTa (B Cliydae HEOOXOJUMOCTH — U €ro



MPOEKTA), COJIepKalllero  CiIyxeOHyo  HMHPOPMAIMIO  OTPaAaHUUYEHHOTO
pacnpocTpaHeHHs, Ha O0JI0XKKE W TUTYJIHLHOM JINCTE W3/IaHUS, a TAKXKE Ha MEePBOMH
CTPaHHUIIE COMTPOBOIUTEIIHHOTO MUChMA K TAKUM JIOKYMEHTaM.

6.1.4. Pabota ¢ AOKyMEHTaMH, COJEpKAIIUMHU CIyXeOHYI0 HH(OOpMAIIHIO
OTPaHUYCHHOTO PACIPOCTPAHCHHsSI, B TOM YHCIIE MX MPUEM, Y4eT (perucrparus),
OCYIICCTBIISICTCS. B TOPSIIKE, YCTAHOBJICHHOM JJISI HECEKPETHBIX JOKYMEHTOB, C
y4eTOM OCOOCHHOCTEH, H3JIOKEHHBIX B HacrosmeM paszaene. [lpu stom K
PErUCTPaAIlMOHHOMY HOMEPY JOKyMeHTa jobaBisercs mometka «CITy.

6.1.5. Jlokymentsl ¢ mometkon «J[CII» peructpupyrorcst (y4uTHIBArOTCS)
BMECTE C JIPYTUMU HECEKPETHBIMU JIOKYMEHTAMH. B peructparimoHHONW KapTO4Ke
NOKyMEHTa NMpou3BoaAUTCs 3anuchk «{CII».

6.1.6. CxanupoBaHue, KONMUpPOBaHUE (THUPAKUPOBAHHE) TOKYMEHTOB C
nometkort «JICII», mpOM3BOAMTCS HMCHOJHUTEIEM JOKYMEHTa C IHCHbMEHHOTO
paspericHus  npeaceaareiis  [eppUTOpUAIbHOM  KOMHUCCHH, TPU  3TOM
OCYIIECTBIISIETCS] YUET KaXJA0ro SK3EMILISIpa YKa3aHHbBIX TOKYMEHTOB.

6.1.7. Jloxymerntsl ¢  nometrkod  «JICII»  mepemaroTcs  4ieHaM
TepputopuanpHOi  KOMHCCHMM W TPaXJaHCKUM  CIYXKallMM  ammapara
TeppuTopuaibHOM KOMUCCHU MO TOATNHCH.

6.1.8. Hoxymentsl ¢ nomerkon «JICID» HampaBisitoTcst B Ipyrue OpraHbl U
opraHuzaiui opraHamu (demepanbHOl  (ETbIBErePCKON  CBS3H,  CIIYKOOM
CHEIUANBHONW CBSI3M JIMOO HApOYHBIM. 3ampeliaercs MepenaBaTh JOKYMEHTHI C
noMmeTkon «JICII» Mo He3alMIIEeHHBIM KaHajlaM KOMIIBIOTEPHO-MOJIEMHON H
(bakCUMIIBHOMN CBS3H.

Hoxymentsl ¢ nometkoi «JICID» pacceuiatoTcs HECKOJNBKHM aapecaram
COTJacHO CIIMCKY PACCBUIKM, B KOTOPOM HANpOTHB KaXJOTO ajpecaTa
MPOCTABIISICTCS HOMEP IK3EMIUISIPA OTIPABIIEMOTO JOKyMeHTa. CIHCOK pacChUIKA
MO/IMMCHIBACTCS UCTIOTHUTENIEM U TIpejicenarenieM TeppuTopruarbHO KOMUCCHUH.

6.1.9. Mcnomaennsie nokyMeHTHI ¢ moMmeTkoi «JICIT» dpopmupyroTcs B aemna
B COOTBETCTBUY C HOMEHKJIATYpOU nen. B mpaBoM BepxHeM yriry 0OJIOKKH 1ena, B

KOTOPOE MOMEIIEHBI TAKUE TOKYMEHTHI, pocTasisercs moMmerka «JCID».



6.1.10. {okymentel ¢ mnometkoil «JICII» XpaHsaTcs B 3aKpbIBalOLIUXCS
mkagax.

6.1.11. YauuroxeHue Aen, JOKYMEHTOB U u3aaHuM ¢ momeTkon «JICII»,
yTPATUBIIUX CBOE MPAKTUUYECKOE 3HAYEHHE M HE HMMEIOIIUX HCTOPUYECKON U
Hay4YHOM IIEHHOCTH, ITPOU3BOJUTCS IO AKTY YCTAHOBJICHHOUN (DOPMBI C YKa3aHUEM
HOMEPOB dK3eMIUISIpoB (TiprutoxkeHue Ne 13). B yueTHbIX opmax aenaeTcsi OTMETKa
00 YHHUUYTOXEHUH CO CChUIKOM Ha COOTBETCTBYIOLIUI aKT.

6.1.12. Pemienne o cHsatuu nometku «JICID» ¢ goxkymeHTa mnpuHUMAET
JIOJKHOCTHOE JIMITO0, TIOJIMUCABIIEE WU YTBEPAUBIIIEE TOKYMEHT.

Custue nometku «JICID» ¢ mpucnanHoro B TeppuTopuaibHy0 KOMHCCHIO
JIOKyMEHTa MOXXET OBbITh MPOU3BEJEHO TOJIBKO IO COTJIACOBAHUIO C OpraHU3aIUEH,
HaIpaBUBIIICH JOKYMEHT.

Cusatue nometku «JICID» ¢ nmokymeHTa MPOU3BOJIUTCS OTBETCTBEHHBIM 3a
BEJICHUE JICJIONPON3BOJICTBA HA OCHOBAHUH MTMCbMEHHOTO YKa3aHUs JTIOJDKHOCTHOTO
Juna, npuHsBIIero takoe pemenue. [lpu castun nometku «JICII» Ha 1OKyMeHTax
U JIeflaX, a TakKe B PETUCTPAIMOHHON KapTOYKe JENaroTCs COOTBETCTBYIOIIWE
OTMETKH.

O cuatun nometkn «JICII» yBemomisitoTcss Bce aapecaTbl, KOTOPBIM
JOKYMEHT HaIpaBJsijIcs, JIMOO OpraHu3aIs, €ro HalpaByBIIAs.

6.1.13. B cirywae yTpaTsl e, TOKYMEHTOB WK W3aaHui ¢ moMeTkoi «J1CIT»
00 pasrjaiieHus cojAepiKaileics B HUX HHGOpPMAIMd Ha3HAvYaeTCs CIIy)KeOHas
MpoOBEpPKa, O  pe3ylbTaTax  KOTOPOM  JOKJIAAbIBA€TCA  MPEACENaTeNto
TepputopranbHON KOMUCCHH.

O6 yrtparte men u gokymeHTOoB ¢ momeTkoi «JICII» cocraBimseTcss akT, Ha
OCHOBaHHUH KOTOPOTO JIETAIOTCS COOTBETCTBYIOIINE OTMETKH B YUETHBIX (hOopMax.

6.2. Pabota ¢ JOKyMEHTaMH, COJEpKallUMH CBEJCHHS 00 Hu30HMpaTensx,
ydacTHHKax pedepeHayma, oOpamamiuMics B pamMKax (DyHKIMOHUPOBAHUS
l'ocynapcTBeHHOW cHCTeMBbl perucTpanuu (ydera) wu3Oupareneil, y4aCTHUKOB

pedepennyma B Poccuiickoit denepanmm.



6.2.1. K nokymMeHTaM, cofepsKaliuM cBelleHus 00 U30upaTensiX, y4aCTHUKAX
pedepennyma, oOpalaronMMucs B paMkax QyHKIIMOHUPOBaHUs ['ocynapcTBEeHHOM
CUCTEMBI peructpanuu (ydera) wu3OUparened, y4YacTHUKOB pedepeHayma B
Poccuiickoit Oenepauny, OTHOCATCS JTIOKYMEHTBI, MOCTYIAOLIHE
B TepputopuaibHy0 KOMUCCHIO OT MCHOJHUTEIBHBIX OPraHOB rOCYJapCTBEHHOM
Brnactu Cankrt-lleTepOypra, TeppuTOpUaNbHBIX OPraHoB (enepanbHbBIX OpPraHOB
UCIIOJIHUTENbHOM BiacT, LleHTpanbHON u30MparenbHOM kKomuccuu Poccuiickoit
Oenepanuu, PI'KY «Denepanbubiii nentp uHdpopmaruzanuu npu LleHTpanbHoi
uzbuparenbHoi komuccun Poccuiickoit ®enepauun», Cankr-lIlerepOyprekoit
n30upaTeibHOM  KOMHUCCUM, H30MpaTeNbHBIX KOMHUCCUH  BHYTPUTOPOJCKUX
MYHUIIMTAIBHBIX 00pa3oBaHuii CankT-IleTepOypra, CUCTEMHBIX aAMUHUCTPATOPOB
KOMILUIEKCOB CpEJICTB aBTOMATH3alMU [ 0Cy/apCTBEHHOW aBTOMAaTU3MPOBAHHOMN
cuctemsbl Poccuiickoit deneparun «Beioopsl» (1anee — ICTOYHUKHA MHPOPMALIUHN),
HanpaBisieMble M30MpaTebHON KOMHCCHEW HCTOYHMKAM HH(MOpMAIUHU, a TaKxKe
NOKYMEHTBI, TIE€PEChUIAEMbIE MEXKAY KOMIUIEKCAMU CPEIACTB aBTOMATH3aLMHU
TEPPUTOPUATIbHBIX U30UpaTeabHbIX Komuccuil B Cankr-IletepOypre (manee — KCA
THUK), Cankr-IletepOyprckoit uzdbuparenbHoi komuccuei (nanee — KCA MKCP®)
u llenTpansHoil m30OupaTenpHOl KoMuccued Poccuiickoit denepanuu (namee —
KCA HUK Poccun) B paMkax peanusaluu Leiled W 3anad l'ocymapcTBeHHOM
CUCTEMBI peructpanuu (ydera) wu3Oupareneid, y4aCcTHHUKOB pedepeHayma B
Poccuiickoit @enepanum.

JIokyMeHTBI MOTYT O(OpPMIISITBCS Kak Ha OyMaXHBIX, TaK U Ha
MaIIMHOYUTAEMBIX HOCUTEISIX.

6.2.2. Pabota ¢ MOKyMEHTaMH, COJACP)KAIIMMH CBEJICHHUS 00 H30MpaTelsX,
yyacTHUKax pedepeHayMa, [OJDKHA OCYIIECTBISATBCS C  YYETOM  HOPM
®enepanpHoro 3akona ot 27 wutons 2006 roma Ne 152-03 «O mepcoHaIbHBIX
naHHbIX», [lomoxkeHus 00 OCOOCHHOCTSIX OOpPaOOTKM TIEPCOHABHBIX JIAHHBIX,
OCYILIECTBIISIEMOM 0€3 MCIOJIb30BaHUS CPEICTB AaBTOMAaTH3aLMH, YTBEPXKICHHOIO
MOCTaHOBJICHUEM [IpaButenbcTBa Poccuiickoin denepanuu

ot 15 centabps 2008 roma Ne 687, Ilomoxkenust o ['ocymapcTBEeHHOM cHCTEME



peructparuu (ydera) uzbupatenei, ydacTHHUKOB pedepenayma B Poccuiickoi
denepauuy, YTBEPKICHHOTO IIOCTAaHOBJICHUEM UK Poccun
ot 6 HOs0pss 1997 roma Ne 134/973-11, PerstaMeHTa MCIIOJB30BaHUS MMOACHCTEMBI
«Peructp  umszbuparenell, ydacTHHUKOB pedepeHayma»  ['ocymapcTBeHHOM
aBToMaTu3upoBaHHOM  cuctemMbl  Poccuiickoit ~ @enepamun  «BbpiOopb»,
yTBepxkAeHHOro mnoctaHoBieHueM I[MK Poccum ot 26 wmapra 2014 rona
Ne 223/1437-6, Tlomoxxenust o0 oOecrneueHun O€30MACHOCTH WHPOpPMALUU B
l'ocynapcTBeHHOM aBTOMaTU3WpOBaHHOM cucreMe Poccuiickoin @Penepaunu
«Bw100pb1», yTBepx’AeHHOrO noctaHoBieHueM LMK Poccuu ot 23 urons 2003
roga 19/137-4.

6.2.3. JIokyMeHTBI, cojepiKaliue CBeJeHHs 00 u30HMparensx, y4acTHHUKaxX
pedepenayMa o KHBI 00padaThIBaTHCS B pekKUME KOHPUIECHIIMATHHOCTH.

6.2.4. Peructpamuio U XpaHeHHE JOKYMEHTOB, COJICpXKAIUX CBEJACHUS 00
n30uparensax, ydacTHHKax pedepeHayma, TOCTyHNAlOIUX OT HCTOYHUKOB
uHGOPMAIIMK W HAMNpaBIIEMbIX MM, OCYIIECTBISIOT TPa)XKIAHCKUE CIyXKallue
anmnaparta TeppuTopruasbHON KOMUCCHH.

6.2.5. Cnucok  nMIl, YHOOJHOMOYEHHBIX TIONy4aTb OT HCTOYHUKOB
uHboOpMallMK W TIepelaBaTb WM JOKYMEHTBI, COJEpKallue CBEACHUS 00
n30upaTenax, ydacTHUKaX pedepeHayMa, yTBEpKIaeTcs MPUKa3oM MpeceaTes

TepputopranbHON KOMUCCHH.

6.2.6. IlomyunB oT KcTOYHMKA WH(OpMAIMKM JTOKYMEHT Ha OYMa)KHOM JIHOO
MalTuHOYNTAEMOM HOCUTEJNE, COIEPKAIIHIA CBEJICHUS 00 N30UpaTesiX, ydacCTHUKAX
pedepenayma, COTpyAHUK anmapaTta TeppuTopHaIbHOM KOMUCCHH, OTBEYAIOIINH 3a
JEJIO0MPOU3BOICTBO, MpOcTaBisieT NoMeTKY «JICID»:

Ha OyMa)XHOM HOCHTENIE - B MPaBOM BEPXHEM YIJIy MEPBOWM CTPAHUIIBI

JIOKYMEHTA;
Ha MAIIMHOYWTAEMOM HOCHUTEJ€ - B IIPaBOM BEPXHEM  YacTU

MAallIMHOYHUTACMOI'O HOCHUTCJIA I/IH(I)OpMaI_[I/II/I.



I[TomeTka «JICII» mnpocraBimseTcs Takke Ha IEPBOM  CTpaHHIIE
COMPOBOJUTENLHOIO THMCbMa K JOKYMEHTaM, COJICp>KalllUM CBEICHHUS 00
n30uparensax, yuacTHUKax pedepeHayma.

6.2.7. Bce moKyMeHTBI, cOAeprKallue CBEAEHUS 00 N30uparTensix, yaacCTHUKax
pedepeHnaymMa, U CONMPOBOJUTENbHBIC MUChbMA K HUM IPU HUX MOJIYy4YeHHUH JIHMOO
OTIPABKE PETUCTPUPYIOTCS COTPYAHUKOM anmaparta TeppuTopHaibHON KOMHUCCHUH,
OTBEYAIOIIMM 3a JEJOMPOU3BOACTBO B OTAEIBHOM JKypHaie 1o ¢opme,
YCTAHOBJIEHHONW  COOTBETCTBYIOIIMM TMPaBOBBIM  aKTOM TeppuTopuanbHON
koMuccuu. I[lpu 3TOM K perucTpalluOHHOMY HHJIEKCY JOKYMEHTa J100aBIsSETCS
nomeTka «JICII».

6.2.8. ConmpoBoiUTENIbHBIE MMHChbMA K MAIIMHOYUTAEMBIM  HOCHUTEIISIM,
COJIepKalllUM HM3MEHEHUs pPEeruoHaNbHBIX (parMeHTOB Perucrpa wuzdupartenei,
YYaCTHUKOB pedepeHaymMa pEerucTpupyrTCs OTBETCTBEHHBIM 33  BEJICHUE
JeJonpou3BoacTBa B TeppuropuanbHoii  komuccuu. Ilpu  3ToM  Ha
COMPOBOJUTENFHOM TIMChbME U MAIIMHOYUTAEMOM HOCUTENE MPOCTABISAETCA
nomeTka «J{CII».

MammHounTaeMble HOCUTENH, COAEpKAlIUe H3MEHEHUS PErMOHaIbHBIX
dparmMeHToB Peructpa u30uparenei, YYaCTHUKOB pedepenayma,
COMPOBOUTENBHBIE MUChMa K HUM JTIOCTABJISAIOTCSA B TeppUTOpHATBHYIO0 KOMUCCHIO
IOCPEICTBOM 3aIUIIEHHBIX cepTU(GUIMPOBAHHBIMU CpelcTBaMH
KpunTorpaduyecKoi 3aiuThl TeJIeKOMMYHUKaIMOHHBIX KaHaioB ['AC «Bsi0opb»,
opraHamu ¢eaepaibHOl GeabIberepcKoil CBA3H JINO0 HAPOUHBIM.

6.2.9. JlokyMeHTBI, cojep alire CBeIeHUs 00 u30upaTensX, y4acTHHKAX
pedepernymMa, Ha OyMaXHBIX JHOO MANTMHOYMTACMBIX HOCHUTEISAX XPAHATCA B
ceiibax WM B HAJEKHO 3aMHMpPAEMbIX W OINEYaThIBAeMBIX IIKadax (SIIuKax,
XpaHWIHILAX).

[To ucTteyeHun cpoka XpaHEeHUS] U PACCMOTPEHUSI HA IKCIEPTHON KOMHUCCUU
TepputopraabHON KOMHCCHHM YKa3aHHBIE TOKYMEHTHI YHHUYTOXKAIOTCS TO aKTy

(mpunoxenue Ne 13).



6.2.10. JlokyMeHTBI, coaepkalue cBeAeHUs 00 M30uparensx, y4yacTHUKaxX
pedepennyma, mnepenarTcs COTpyAHUKAM TeppUTOpUanbHOW KOMHUCCHUU MO
MOJIHCh.

[lepenaua [OKyMEHTOB, COAEpXallMX CBeAeHUS 00 u3dupaTensx,
ydyacTHUKax pedepeHayMa, OT OJHOTrO pabOTHUKA JIPYroMy OCYILECTBISAETCS C
paspenieHuss mpejacenarenas TeppUTOPUATIBHON KOMUCCUM WM JUIA, €ro
3aMeIaoNIeTo.

JIOKyMeHTBI, cojepKaliue CcBeJeHHs 00 u30uparensx, Yy4yaCTHUKaX
pedepeHayMa, THPAXKUPYIOTCS C MUCBMEHHOTO pa3pelleHus IMpejacenaress
TeppuTopranbHOM KOMUCCUU WM JIMLIA, €M0 3aMEUIAIONIEr0. YUeT TUPAKUPYEMBIX
JOKYMEHTOB OCYIIECTBIISIETCSl MO3K3eMIuiaspHo. Ha obGopore mocnenHero iucra
KaXXJ0T0 3K3eMIUISIpa MCTOJHUTENb JOJDKEH yKa3aTh KOJMYECTBO OTIEYATAHHBIX
AK3EMIUISIPOB, CBOIO (DAMWIIMIO U 1aTy THPAKUPOBAHUS JOKYMEHTOB.

6.2.11. O dakrax yTpaThl JOKYMEHTOB, COJEp)KallMX CBEACHHUS 00
n30upaTensaX, ydaCTHUKaxX pepepeHyma, JIn0o pasrialleHus coAepKallencs B HUX
UH(pOpMAIK CTAaBUTCS B U3BECTHOCTH IpesicenaTens TeppuropruaibHOR KOMUCCHU
WM JMIo, ero 3aMewarouiee. Ilpenceparens WM JUIO, €ro 3aMeIaollee,
Ha3HA4aeT KOMHCCUIO Il  pacclie[JOBaHHUsA OOCTOATENbCTB  yTpaThl WU
pasrnamieHus.  Pe3ynbTaThl  OpOBEPKHM  JOKIAABIBAIOTCS  MPEJCENATENIO

TepputopranbHON KOMUCCUH WJIH JIUILY, €M0 3aMEIIAI0IIEMY.

/. IlonroroBka, opopMmiieHHE, BBIMYCK, YUeT JOKYMEHTOB, PACCMAaTPHBAaeMbIX

Ha 3acefJaHusX TeppuTOPHATBLHON KOMUCCHU

7.1. ®opmupoBaHue NMPOEKTAa MOBECTKH JIHA 3aceqaHus
TeppuToprajJibHOH KOMHCCUMH.

7.1.1. IlpoekT TOBECTKM JHS 3aceJaHus TeppUTOpUATBHOM KOMHUCCHH
dbopmupyetcs npeacenarenem (cekperapem) TeppuTopuaabHO KOMHCCHH B CPOKH,
YCTAHOBJICHHbIE pErjJaMeHTOM TeppUTOpUaTbHOW KOMHUCCHHM, Ha OCHOBaHUU

IIaHOB paboThl u  peuieHud TeppUTOpUaIbHOM KOMHCCHUHM, TMOPY4YEHUH



npeacenarens TeppuToprualbHONM KOMUCCHH, TOCTYNMBIINX JTOKYMEHTOB H, ITOCIIE
COTJIACOBaHMs C mpencenareneM TeppuTOpHAIBHON KOMHCCHH, ITOANMCHIBACTCA
cekperapeM TeppuTopruaibHOM KOMUCCHUMU.

7.1.2. Ynensl TepputopuanbHOW KOMHCCHHU BIIpaBe MPENJIOKUTh BHECTH B
IIPOEKT IMOBECTKU JHS 3acC€laHus BOIPOCHL, B TOM YHUCIE, HE MPELYCMOTPEHHBIE
mwiaHaMu paboThl M peleHussMU TeppuTopHaibHOM KOMHUCCHM, NPU YCIOBHUH
HaJW4us MOATOTOBIEHHBIX IO 3TOMY BOIIPOCY IOKYMEHTOB.

JlaHHBIE BONPOCHI BKJIIOYAKOTCS B NPOEKT MOBECTKH JHSA 3aCEIaHUs
TepputopuanbHOl KOMHCCHMM TpU NHUCBMEHHOM oOOpalieHuu (B TOM 4YHUCIe
HAIPaBJIICHHOI'O0 TIO0 CPEJICTBaM JJIEKTPOHHON MOYTHI) WieHa TeppuTopuaibHOM
KOMHCCUHM IO MHULHUATHUBE KOTOPOTO BOIPOC BBIHOCUTCA HAa 3acelaHUE, HAa UMS
npeaceaarens TeppuTopruanbHOM KOMHMCCUHU, B KOTOPOM YKa3bIBA€TCS HAa3BAHUE
BOIIPOCA, NOKJIAJUMK M JaTa IMepefayd MOATOTOBJIEHHOTO IMPOEKTa PELICHHS B
COOTBETCTBUHM C NYHKTOM 7.2 MHCTPYKUMHM M MaTepUalIoB K HEMY CEKPETaplo
TepputopraabHON KOMUCCHH.

7.1.3. CornacoBanHblil ¢ mpencenatesneM TeppuTOpUaTbHON KOMHUCCHUHM U
IIOAIIMCAHHBIN CeKpeTapeM TeppUTOPUAIIBHOM KOMHUCCUM IPOEKT IMOBECTKU IHS
3aceaHus TeppUTOpHUAIBHOM KOMHMCCHM TUPAXUPYETCsS ISl PACCBUIKM 4YICHaM
TepputopranbHON KOMUCCHUH.

[TpoexT moBecTkH AHS 3acenanus u30MpaTeIbHON KOMUCCHH Pa3MeIaeTcs Ha
opunMaTbHOM  caliTe  HW30UpaTeIbHOM  KOMHUCCMU B HMH(POPMAIMOHHO-
TE€JIEKOMMYHHUKAIIMOHHOU ceTu MHTEpHET.

7.2. IlloAroTOBKa JAOKYMEHTOB IO BONPOCAM, BKJIIYEHHbIM B NPOEKT
MOBECTKHM JHA 3aceaHus TeppuTOPHAIBLHON KOMUCCUH.

7.2.1. JlJokyMEeHTbl IO BOIIPOCaM, BKJIIOYEHHBIM B IPOEKT MOBECTKHU JIHSA
3acenanus TeppuTOpuaIbHOM KOMHUCCUH, TOTOBSATCS WIEHAMH TeppUTOpHAIbHON
KOMHMCCHUHM, 3a KOTOPBIMM 3aKpEIUIEHbl COOTBETCTBYIOLIME  HAIPABIICHUS
NEeSATENbHOCTH, C IPUBJIIEYEHNUEM, B Cllydae HEOOXOUMOCTH, paOOTHUKOB arapara

TeppuTopranbHOW KOMHUCCUH U APYTUX CIIEUAINCTOB.



7.2.2. llpencraBnsgemMble K pacCMOTPEHHUIO JOKYMEHTBI JOJIKHBI BKJIKOYATh
03arJIaBJIEHHbI NPOEKT pEelIeHUsT C MPUOOIIEHHBIMU K HEMY MOJIMHHUKAMHU
JOKYMEHTOB, TOCITYKHUBIIMX OCHOBaHMEM [JIsi PAcCMOTPEHUS BOIpoca Ha
3acenaHud TeppUTOPUAIBHOW KOMHUCCUH, JUOO MPOEKT MUChbMA, MOAJIEKAIIETrO
COIJIACOBAHUIO Ha 3acelaHuu TeppuropruaibHON KOMHUCCHH, [IpH
HEO0OXOIMMOCTHU — MOSACHUTEIBHYIO 3alIMCKY 0 pacCMaTpUBAEMOMY BOIIPOCY.

7.2.3. IIpoeKTbl TOKYMEHTOB (BKJIIOYAsl MIPUIIOKEHUS ), IPEACTABIIAEMbIE JIJIS
paccMOTpeHUsT Ha 3aceJaHuu TeppUTOpHAIIbHOM KOMHMCCHM, BHU3UPYIOTCS
UCIIOJIHUTENIEM, M WIEHOM TeppuTOpHalibHOM KOMHUCCHM, OTBETCTBEHHBIMH 3a
MOJIFOTOBKY TOKYMEHTA.

[IpoexThl JOKYMEHTOB (BKJIIOYAs MPUIIOKEHHS), COJIEpPKAlIUe BOMPOCHI
(¢uHaHCUpOBaHUS BBIOOPOB, OOEcHeUYeHUs JEATEeIbHOCTH | eppUTOpUATBHOM
KOMHUCCUHU, OOYYEeHHs] OpPraHU3aTOPOB BBHIOOPOB M YYACTHUKOB H30UpATEIBHOTO
nporecca, B 00s3aTE€IbHOM TOPSAJKE BHU3UPYIOTCS TJIABHBIM OyXTalTepoM
TepputopranbHON KOMUCCHH.

Bu3bl mpocTaBigiOTCS B KOHIIE TEKCTa TPOEKTa PEIIeHHs TUO0 Ha 000POTHOM
CTOPOHE TOCJIETHEr0 JIUCTa MPOEKTa MOKyMeHTa (BKIIIOYAsl MPHIIOKEHHS) IO
ycTaHOBJIIEHHON Qopme (mpmitoskenne Ne 6). Kaxknaplii JHUCT NPUITIOKEHHS
BU3UPYETCS HCHOJHUTENEM. Bu3a mpocTaBisieTcss B MPaBOM HUKHEM YINIy Ha
CBOOOJTHOM I10JI€ CTPAHUIIBI TIOCJIE TEKCTa TUO0 Ha 00OPOTHON CTOPOHE.

7.2.4. IIpoeKThl TOKYMEHTOB Il BU3UPOBAHUS JOJDKHBI MPEICTABISTHCS B
CPOKH, YCTAaHOBJICHHBIE PErJIaMeHTOM TeppuTOpraIbHON KOMUCCHUMU.

7.2.5. cionHuTtens 00eceynBacT KOMIUIEKTHOCTh BCEX JOKYMEHTOB,
0003HaUYEHHBIX KaK B IPOEKTE PEIICHUs, TaK U B PUIIOKEHUAX K HEMY.

7.2.6. Ilocnie mpocmoTpa, a B HEOOXOAUMBIX CIydasX — BHECEHHS MOMPABOK,
ceKpeTaph TeppuTopuanbHON KOMUCCUU Ha MOATOTOBICHHBIX U O()OPMIICHHBIX TS
pacCMOTpEHHUsI Ha 3acelaHMM IPOEKTax JAOKYMEHTOB Jenaer oTMeTrky «Ha
3acelaHue», CTABUT MOJIUCH U JaTy M NEepelaeT BECh KOMIUIEKT JOKYMEHTOB
OTBETCTBEHHOMY 3a BEJCHHE JEJIONPOU3BOACTBA (32 MOJATOTOBKY 3acelaHus) s

THUPAKUPOBAHHUS.



7.2.7. Ilpoextsl pemiennii Komuccun u npyrue HeoOXOAMMBIE MaTepUaIb
npenocTapistoTcs wieHam Komuccuu He mo3gHee, yeM 3a J1Ba pabouyux JHS 10
3acenanus Komuccuu, a B HICKIIOUUTENBHBIX CIyYasXx — HE MO3/1Hee YeM 3a 1 vac 1o
Hayana 3acenanus Komuccun.

7.2.8. OTBETCTBEHHBIM 3a BEJACHUE JICIONPOU3BOJCTBA  (IOATOTOBKY
3ace/laHns ) KOMIUIEKTYET MK ¢ JOKYMEHTAMM, MOAJIEKAITUMHU paCCMOTPEHHUIO, B
COOTBETCTBHMHM C MPOEKTOM MOBECTKU JHS 3acefaHusi TeppUTOpHalbHON KOMUCCUU
U pasjaeT UX wieHaMm TeppUTOpUaJbHOW KOMHUCCHUH, B CpPOK, YCTAHOBJICHHBIH
periaMeHToM TeppuToprasbHON KOMUCCHUU.

Ecniu wunen TepputropualibHOM KOMHUCCHM HAxXOJUTCS B  OTIIYCKE,
KOMaHUPOBKE MJIM OTCYTCTBYET MO OOJIE3HM, MpeHA3HAUCHHAS JIs HETO MarkKa C
JOKYMEHTAaMH OCTaeTCSd JI0 €ro BO3BPAILlEHHUS Y OTBETCTBEHHOI'O 3a BEJCHUE
JIEJIONTPOU3BOJICTBA (32 TOJTOTOBKY 3aCeIaHMs).

Unenam TeppuTopHaIbHOM KOMHUCCHU C IPABOM COBEILIATEILHOIO Iojoca 1
JULaM, TPUTJIAIEHHBIM Ha 3aC€JaHre, COOTBETCTBYIOIME MAaTEPUAbl MIEPENAIOTCS
nepe HayaJloM 3acelaHusl.

7.2.9. llepen  HauvanoM  3acelaHus  OTBETCTBEHHBIM 3a  BeJEHHUE
JEJIONMPOU3BOICTBA (32 MOATOTOBKY 3aC€aHUsI) PETUCTPUPYET NPUTIALICHHBIX Ha
3acejaHue  JML,  CHOUCOK  KOTOPBIX  MPEICTaBIsIeTCA  MPEACENaTesto
TepputropuaibHON KOMUCCHUM.

7.2.10. Ha 3acenanun TeppuTopHaJibHOM KOMHUCCHH BEIETCS MPOTOKOI H
MOXXET IPOU3BOAUTHCSA ayAHO3alHuCh (BUAEo3amuch). B ciyuae mpownsBojacTBa
ayJno- Uiy (BUJI€0) 3alIUCH YI€Hbl TeppUTOPHATIBHON KOMUCCUU U NIPUTJIAIIEHHBIE

YBCAOMIIAIOTCA 00 3TOM a0 0OBABJICHHS ITOBECTKH AHs 3aCCIaHMA.

7.3. Boinyck AOKYMEHTOB, pPaccMOTPEHHbIX HA 3acelaHUM
TeppuToprajJibHOH KOMHCCUMH.

7.3.1. IokyMeHTBI, pPAacCMOTPEHHBIE Ha 3aceJaHuu |eppuTOpHUATBHOMN
KOMIHCCHH, B CIIy4ae, €CJIM B X0/i€ 3aC€JaHNsl BHOCWINCHh U3MEHEHHUS, TOJIKHBI ObITh

n0pa0OoTaHbl, a 3aTeM MOJANKUCAHBI, 3aPETUCTPUPOBAHBI U PA30CIIAHBI.



7.3.2. Cpok 10pabOTKM JOKYMEHTOB HE JOJDKEH MPEBBILIATH TPEX paboumx
JHEH nocye IHA 3aceIaHMsl, €CJIM MHOM CPOK He onpeieNieH (penepaabHbIM 3aKOHOM
nu (uam) 3akoHOM cyObekta Poccuiickoit  ®Depepaiiuu,  periiaMeHTOM
TeppuTopuanbHOW KOMUCCUU WIIM HE OTOBOPEH HA 3aCEIaHUM.

7.3.3. Illpu nopaboTke JOKYMEHTa HCIOJHUTEIb BHOCUT B TEKCT
COorjacoBaHHBIE B XOJE€ 3acelaHuss U3MeHeHus. B  ciayuyae mnpuHsATUA
TepputopuanbHOl KOMHUCCHEH pEIIEHHs O HEOOXOAMMOCTH KOHTPOJS 3a
BBIMIOJTHEHUEM PEILIEHUS €r0 TEKCT JOMOIHAETCS IYHKTOM, B KOTOPOM Ha3HAYaloOTCs
JUIa, OTBETCTBEHHbBIE 33 UCIIOJHEHHE, U B Clydyae HEOOXOIUMOCTHU OIpeesieTCs
CPOK MCTIOJTHEHUSI.

[Ipu HeoO6XOAMMOCTH, B CIIy4ae BHECEHMS B JIOKYMEHT COIJIACOBAaHHBIX Ha
3acelaHud MU3MEHEHUW, OH BU3UPYETCS y WICHOB TeppUTOpHaIbHOW KOMHCCHH,
BHECIINX Ha 3aCEIaHUH COOTBETCTBYIOUIUE MPEIJIOKEHUS.

Bussl npoctaBisitoTcss Ha 000POTHOM CTOPOHE MOCIEAHETO JINCTA JOKYMEHTa
(perireHus, IPUIIOKEHUS ) II0 YCTaHOBIEHHOH (opme (mpuitoskenne Ne 6).

7.3.4. UcnionHUTENH CIEIUT 32 KOMIUIEKTHOCTBIO MIPUJIAraeMbIX K PEIICHUIO
JOKYMEHTOB U pacrojiaraeT MX B TOW IMOCJIEeAOBATEIbHOCTH, B KOTOPOM OHHU
YIIOMHUHAIOTCS B TEKCTE.

7.3.5. Eciiu  BOmpoOCHI, coAepKallKecs B PEIICHUU | eppuTOpHATLHOMN
KOMHUCCUH, KacaroTCsi JEeATEIbHOCTH OJHOM WJIM HECKOJBKUX CTOPOHHHX
OpraHu3anui, K JOKYMEHTY TMpujaraercsi JHUCT COIJacoBaHHs, B KOTOPOM
yKa3bIBAa€TCsl HAUMEHOBAaHUE OpraHU3allud, AOKHOCTb, MHHUIMANBI U (HaMUIIH
JOJDKHOCTHOT'O JIMIA, C KOTOPBIM 3TOT JOKYMEHT COIJIacOBaH, M CTABUTCS €r0
JIMYHASI TOJIHUCH.

CornacoBanue MoXeT OQOPMISATECS Ha TMOCIEAHEM JIMCTE PELICHUS
TepputopranibHON KOMUCCHH.

7.3.6. K odopmneHHoMy i TONMUCAHUS PEIICHUIO |eppUTOpUambHON
KOMUCCHH HCIOJHUTENb MpPHUIaraeT oOT4YET O pa3sMEUIEHUH pEIICHHs Ha

opurmanpbHOM  caiite  TeppuTopHambHONM  KOMHCCHM W PAacChUIKE  TIO



COOTBETCTBYIOLLIUM aJpecaraM, KOTOPbIM HaIpaBisieTCsl pelIeHre U30UpaTeabHON
komuccuu (nanee — Oryer) (mpunoxenue Ne 7).

B Ortuer BKIIIOYAIOTCS AOHKHOCTHBIE JIMIA (OpraHU3allK), KOTOpbIE OyayT
3a/ICKICTBOBaHbl B peaM3alldd TPUHATOTO JOKYMEHTAa WU JIOKHBI OBITh
poruHGOPMUPOBAHBI O €0 COACPKAHUHU U KOTOPBIM 3TOT JOKYMEHT JOJKEH ObITh
pa3ociaH.

OTyeT NOANUCHIBAETCS MCHOJHHUTEIEM W YTBEPKAAETCA NpeaceaaTreiaeM
TepputopranbHON KOMUCCHUH.

7.3.7. OhopmMIICHHBIN KOMIUIEKT JTOKYMEHTOB (perieHue, o003HaYeHHBIC B
ero Tekcre npuiiokeHus, OTueT) HMCHOJHUTENb MEepeJaeT OTBETCTBEHHOMY 3a
BEJICHUE JEJIONPOM3BOJICTBA (32 TMOJATOTOBKY 3acelaHusi) [JIsi IPOBEPKH
NPaBWIBHOCTU O(POPMIICHHS IOKYMEHTOB U MOCJIEIYIONIET0 UX MPEeCTaBICHUs Ha
NOANUCH MIPEACEAATENIO U CeKpeTapro TeppuTopruanbHO KOMUCCHH.

7.3.8. Pemmenne  moamuchIBaeTCs  TIpeAcedaTeieM W CeKpeTapeM
TepputopranbHON KOMUCCHH.

Ecin na 3acemanum TepputopuanbHON KOMHCCUU TIPEACEAATENHCTBOBAI
3aMecTUTenh  mpeacenarens — TeppuUTopuanbHOM  KOMHCCUHM,  CEKpETaph
TepputopuaibHON KOMUCCHUU WA OJIMH U3 YJIEHOB TeppuTOpHaIbHON KOMHCCUU C
OpaBOM pEHIAOIIEr0 ToJioca, a TaKXkKe €CIdM IOJHOMOYMS  CEKpeTaps
TepputopranbHONM KOMHUCCUH OCYIIECTBIISZI OAWH W3 WIECHOB TeppUTOpUATIBHOM
KOMHCCHH C TIPAaBOM PENIAIOLIEr0 roJoca, TO MOAMNUCH B IIPOTOKOJE, HA PEIICHUU
oopmIIIOTCA CIeTYIOIHUM 00pa3oM:

«3amecTuTeNnb mpenacenarens TeppuTopHaibHOM KOMHUCCHUM» — B cllydae
BPEMEHHOI'0 OTCYTCTBHUS Ipeacenarens TeppuTopualbHON KOMUCCHH;

«Ucnonasromuii  00s3aHHOCTH TIpencenatens TepputopraibHO KOMUCCHID —
npu Hammuuu pemieHus Caskt-lTletepOypreckoit m30MpaTeTbHONM KOMHUCCHUU O
BO3JIO)KEHMH HA OJHOTO W3 YWIEHOB TeppUTOpHAIBHOM KOMHUCCHM C HPaBOM
peIIaruIero rojoca MoJHOMOYNN npeacenarens TeppuTopuaibHOU KOMHUCCHUU,

«IIpencenarenscTBYOIMN HA 3acelaHud TeppUTOPUATIBHON KOMUCCUW» - B

Cilyd4ac BpPEMCHHOIO OTCYTCTBHUA IPCACCHATCIIA, 3aMCCTUTCIIA IIPCACCHATCIIA



TepputopuanpHoil KomHuccuHM, oTcyTcTBUsi pemieHus Cankr-IlerepOyprekoit
n30UpaTebHON KOMUCCHU O BO3JI0’KEHUH Ha OJHOTO U3 4IeHOB TeppuTopuanbHOii
KOMHMCCUM C IIpaBOM pELIAIOIIETO Tojoca IOJHOMOYMM  IpeacenaTens
TeppuTtopuaibHOW KOMHUCCHMM W IIPU HAJW4YMKA peElIeHUs TeppuTopuaibHON
n30UpaTebHOW KOMUCCHUU;

«Mcnonustomuii 00a3aHHOCTH cekpeTapst TeppuropranibHON KOMHCCHI —
B Clly4ac HaJIW4Ms pPEIIeHUs TeppuTOpHANIbHOM KOMHUCCHM O BO3JIOKEHUM Ha
OIHOTO W3 4JIeHOB TeppuTOpHanbHON KOMHCCHM C IIPAaBOM PELIAOLIET0 IroJjioca
NOJIHOMOYMH cekpeTaps TepputopuanbHON KOMUCCHUU.

«Cekperapp 3acenaHuss TeppuUTOpPHAIBHOM KOMHCCHUU» — B Clly4ae
BPEMEHHOTO OTCYTCTBHUSI CEKpeTaps W30MpaTeabHOM KOMHUCCUM W TPU HAJIUYHUH
pelIeHus N30UpPaTeNTbHON KOMUCCHUH.

7.3.9. Ilocne moanucanusi penieHus PEeTUCTPUPYIOTCS TMpeJcenaresieMm
(OTBETCTBEHHBIM 32 BEJACHHE JEJIONPOU3BOACTBA) TeppuTOpUaIbHO KOMHUCCUU C
UCIIOJIb30BAaHUEM  perucTpanMoHHod ¢opmbl. Ha nmokymentax u  Otuete
IPOCTABIISIETCS PETUCTPALMOHHBIN HOMED.

7.3.10. Pemienust HyMEpYIOTCS B XpOHOJIOTUYECKON TTOCIIEIOBATEIbHOCTH B
npeaenax cpoka mnojsHoMouuid TepputopuanbHOi Komuccuu. Homep pemieHus
COCTOUT M3 HOMEpA MPOTOKOJA U MOPSIKOBOIO HOMEpPA PELICHHUS, pa3AeeHHBIX
neducom, Harpumep: 1-5.

7.3.11. Yxa3aHHbI€ BbIIIE PEKBU3UTHI BHOCSTCS B PETUCTPAIMOHHYIO (pOpMY.

7.3.12. Pa3zperieHne Ha THpPaXUPOBAHHE JOKYMEHTOB B HEOOXOIUMOM
KOJIMYECTBE JAeT IMpeacenarenb 1eppuTOpHanbHOM KOMHUCCUU. JIOKYMEHTHI
TUPAKUPYIOTCS OTBETCTBEHHBIM 3a BEJICHHE JIEJIONPOU3BOJCTBA (3a MOATOTOBKY
3acelaHus) B COOTBETCTBUM ¢ OTyeroM, Ha KaXI0M KONUM JOKyMEHTa
IIPOCTaBISAETCSA reyarsb, YIOCTOBEPSIOLIAs MOJMHCH npeacenarens
TepputopuanbHoii KoMuccUU M cekperaps TepputopuanbHOi Komuccuu (06e3
BOCIIPOU3BEACHUS MOJIUCEN ).

7.3.13. Konmust pemenuss TeppuTtopuanbHONW KOMHUCCHUU  HAIPABISCTCS

rpaXJIaHUHY B Cilydae, €clii ero ooOpaiieHue B TeppUTOpHAIbHYI0 KOMHCCHUIO



IIOCIYKAJIO OCHOBAaHMEM JUISI  PACCMOTPEHHsI  BONpPOCAa Ha  3acelaHuu
TepputopranbHON KOMUCCHUH.

7.4. Odopmiienne npoTokoJia 3aceqanus TeppuropuaibHOil KOMHCCHM.

7.4.1. Ilporokon 3acenanus TepputopuanbHO KOMUCCUU OhOpMIIIeTCS Ha
0JlaHKe B CPOK, YCTAHOBJIEHHBIN perinaMeHToM TeppuTopraibHOW KOMUCCHH.

7.4.2. [lporokon 3acenaHus MOXeT OGOPMIIATHCS B MOJTHOW WIM KPaTKON
dbopwme.

7.4.3. Texct mporokosa 3aceaanus TeppuTopuanbHO KOMUCCHUH COCTOUT U3
JIBYX 4aCT€W — BBOJHOW U OCHOBHOM.

7.4.4. B BBOAHOW 4YacTH NPOTOKOJIA YKA3bIBAIOTCS (DaMMIUSg UM UHULIUATIBI
npencenaTenbCTByomero  (mpexncenarenab  TeppuUTOpPUAIBHOW — KOMMCCHH,
3aMeCcTUTENh  mIpeacedatenss — TeppUTOpUaIbHOM  KOMMCCUHM,  CEKpETaph
TeppuTopuanbHO KOMUCCHM) M TPUCYTCTBYIOIIMX HA 3acelaHUM: 3aMECTHUTENS
npeacenarenss TeppuUTOpUAIbHOM KOMHMCCHM, Cekperaps TeppuropuaibHOU
KOMUCCUM W WICHOB TeppUTOpHaNIbHOM KOMHMCCHM, B TOM YHCIE C IIPaBOM
COBEIATENILHOTO TI'0JI0Ca U JIUL, MPUIJIAIIEHHbIX HA 3acelaHue, B al(aBUTHOM
HOpSIIKE.

HomyckaeTrcst oQopmIIeHHE MPUCYTCTBYIOIIMX OTAEIbHBIM CIIUCKOM C
yKazaHUEM HWHHUIMANOB, (Qamuiuii U aomkHOcTed. CHHCOK mpuiaraercs K

IPOTOKOITY 3aCeaHus.

Hampuwmep:
[IpencenarenbcTBOBA: [Ipencenarens TeppuropuanbHO U30MPATEITHLHOM
komuccuu Ne 62 O©.11.0.
[IpucyrcrBoBanu:
3amecTUTeNb IpeaceaaTelst d.1.0.

TeppuropuaibHON N30UpaATETHLHOM
komuccuu Ne 62

Unens! TepputopuansHoit usdbuparensuoit  @.1.0.
koMuccuu Ne 62

©.1.0.



Unens! TeppuropuanibHON 30UpaTEIbLHOMN
koMuccuu Ne 62 ¢ mpaBoM
COBELIATEJILHOIO IoJI0ca

[Ipurnamexnssle ®.1.0.

7.4.5. TloBecTka HA BKJIIOYAETCS B BBOAHYIO YacTh MPOTOKOJIa. OHA COCTOUT
13 MEePEUMCIICHUs BOIIPOCOB, KOTOPhIE 00CYX IAIOTCS Ha 3aCEIaHM, U 3aKPEIIsieT
MOCJIEIOBATEIILHOCTh UX 00CYXICHUS U (DaMUITUU TOKIJIATIMKOB (BBICTYIIAIOIIUX).

Kaxxnp1ii Bonmpoc MmoBecTKH JHs 3acelaHus HyMepyeTcs apaOckoi nmu@poi,
ero HauMeHoBaHue GopmynupyroT ¢ peaiiora «O» unu «O6». [1o kaxa0My TYHKTY
yKa3bIBaeTCA JOKIATIUK U (opMa mpeacraBieHHs Bompoca (JOKJIaj, OTYeT,
cooO1enue, uHpopmarus).

7.4.6. OcHOBHAsT 4acTh TMPOTOKOJA COJEPKUT CTOJBKO Pa3feioB, CKOJBKO
MyHKTOB BKJIFOYEHO B MOBECTKY JHS. B COOTBETCTBUU C HEM pas3Aeiibl HyMEPYIOTCS.

Kaxnprit pazaen cocrout u3 tpex yactend: «CJIYITAJINy», « BBICTYITAJIN»,
«TepputopuanbHas wu30upaTenbHas KkKomuccus Ne 62  pemmiay, KOTOpPbBIS
M€YaTarTCsl OT TPAHUIIBI JIEBOTO TOJISI.

B yactu «CJIYIITAJIN» kpaTKO U3JIaraeTcs TEKCT BHICTYIUICHUS JOKJIaJUMKa.
Nuunmane! 1 paMmms TOKJIaI9uKa IMeYaTaroTCsl ¢ KPAaCHON CTPOKH B POIUTEIHLHOM
najie’xe. 3anuch J0KIaja U3jlaraercsi OT TPEThEro JiMila €IMHCTBEHHOI'O 4Yuclia U
oTnenseTcs oT paMUIUU TUPE.

Ecnu TekcT poknana mpuiiaraetcsi K MPOTOKOJY, TO MCIOJIB3YETCSl CChLIKA
«TekcT noknazaa npuiaraeTcs».

B wactu «BBICTYIIMJIN» mnepeducisitorcsi BBICTYMAIONIME U aBTOPHI
BOIpocoB. MHUIMAIBI U (haMIIIUS BRICTYIAIOIIECTO TIEYaTAIOTCS ¢ KPACHON CTPOKH
B HMMEHUTEIBHOM majexke. KpaTkasg 3anuch BBICTYIUICHHUS IO CYIIECTBY
paccMaTpruBaeMoro Borpoca (1o perieHuro MpeiceaaTeIbCTBYIOIIEr0) U3jiaraeTcs
OT TPETHETO JIMIA €AUHCTBEHHOT'O YHCJIA.

Ecnu TeKCT BBICTYIJICHUS MOPWIAraeTcs K MPOTOKOIY, TO HCHOJIb3YETCA

ccolika «Teker BBICTYIUICHHUS IIPUIIAracTCsa.



B uactu «Tepputopuanbhas uz0OuparenbHas komuccus Ne 62 pemnrwia:»
OTpaXkaeTcsl NPUHATOE pEIIeHHE IO O0CYKIaeMOMY BOIPOCY M Pe3yJbTaThl
TOJIOCOBAHHS.

Copnepxanue 0coOOro MHEHHS, BBICKa3aHHOTO BO BpeMs OOCYKIeHus,
3aIIUCHIBAETCA B TEKCTE€ MIPOTOKOJA IOCJIE€ COOTBETCTBYIOUIETO PELICHUS WIN
oopMmisieTcss Ha OTAEIBbHOM JIMCTE M IMOMEIIAETCS IOCJe COOTBETCTBYIOLIETO
peleHus.

7.4.7. [lporokon 3acenanusi TeppUTOpUATbHON KOMHMCCHM TOIUCHIBACTCS
npencenarenemM TepputopualibHOW KOMUCCHM (WM TPEACEAATeNbCTBYIOUIUM) U
cekperapeM TepputopuaibHOM KoMuccuu (4ieHoM TepputopuaibHONW KOMHUCCHUH,
UCIIOJIHSABIIUM OOSI3aHHOCTH cekpeTapst TeppUTOpHAlIbHOW KOMHUCCUH, WIU
cekpeTapeM 3acenanus TeppuTopuaibHON KOMUCCHUN).

7.4.8. IlpoTokonbl  3aceaHUii  HYMEpPYIOTCS B XPOHOJIOTHYECKOMU
IIOCJIEOBATEIIBHOCTA B MpeAenax Cpoka IOoJHOMOuYuMd TeppuropuaabHOU
KOMMCCHH.

7.4.9. TlpoTokosl 3acenannii TeppuTopuaabHON KOMUCCHU, TPUOOIIICHHBIC
K HAM pELICHUs BMECTE C MaTepuallaMH, IMOCIYKUBLIIMMHU OCHOBAaHHUEM JUISI UX
OPUHSTHS, OCOOBIMU MHEHUSIMU WIEHOB TeppUTOpHAIbHOM KOMUCCHUU XPAHATCA Y
npencenarenss TeppuTopuaibHOM KOMHCCHMH, a 3areM, O(OpMIICHHBIE B

COOTBETCTBHHU ¢ TpeboBaHusMU MHCTpyKIHH, IepeaatoTcsi B apXUB.

8. OdopmiieHHe NPUKa30B npeaceaareis TeppuTopuajbHOH KOMUCCUH

8.1. Ilpuka3z mnpencenatens TeppuTopuadbHON KOMHUCCHU IO OCHOBHOM
JESTENBbHOCTH U JUYHOMY cocTaBy (nmamee-Ilpukas) odopmisiercss Ha OnaHke
YCTaHOBJIICHHOH (opmbl (ipmitoskeHue Ne 3.3).

8.2. Texct Ilpuka3za coOCTOMT, Kak MpPaBUJIO, U3 KOHCTATUPYIOMEH U
PacopAAUTEIBHON YaCTEN U JOJKEH UMETh 3ar0JIOBOK.

8.3. B KoHcTarmpyromed yacTd ~ HW3Jaralorcs  LeId M 3J1a4d

NpeanuchiBaeMbIX AcUcTBU. Ecnyu ocHoBanumem k um3nanuio Ilpukasza sBisieTcst



HOPMATHBHBIA IPaBOBOM aKT WIM PACHOPSAUTEIBHBIM JTOKYMEHT, TO B
KOHCTAaTUPYIOIIEH YaCTH YKa3bIBAKOTCA €T0 Ha3BaHUE, 1aTa, HOMEP, 3ar0JIOBOK.

8.4.B pacropsauTEIbHON 4acTH cozepKarcs [IEPEYUCIIEHUE
IIPEANNUCHIBAEMBIX JEUCTBUM, Cpoku U ucnoiaHutend. [lyHkrer Ilpukasa
HYMEpYIOTCS apaOCKUMH IUPPAMH C TOUKON 1 HE UMEIOT 3ar0JIOBKOB.

8.5. Ecnu Ilpuka3 u3MeHsieT, OTMEHSET WM JIONOJHSAET paHee W3JaHHBIM
IIpuka3 nnm ero OTAEIbHBIE NYHKTHI, TO 3TO OroBapuBaeTcs B Tekcte IIpukasa.

8.6. B mocnenHeM myHKTe pacnopsIUTEIbLHON YacTH, P HEOOXOJUMOCTH,
YKa3bIBaeTCs JOJIKHOCTHOE JU1O, Ha KOTOpOE BO3JIaraeTcs
KOHTpOJIb 3a ucnojaHenneM [Ipukasa.

8.7.1lpu wHamuuum npunoxenuid kK Ilpukazy B Tekcre Ha HHUX
0053aTeNbHO JENAaeTCs CChUIKA.

8.8. Ecniu B Ilpukaze copepkaTcss BONPOCH (PUHAHCHUPOBAHUS BHIOOPOB,
oOecrieueHusi JIEATENbHOCTH TeppuUTOpUAIbHON KOMMCCHH, OJKCIUTyaTallud |
pa3BUTUSL CPEACTB aBTOMATH3alMM, OOYYEHHUS OpraHU3aTOpPOB BBIOOPOB U
YYaCTHUKOB U30UpaTENbHOTO Mpoliecca, TO OH BUBUPYETCs y TJIABHOIO OyXraiurepa.

Busbl npocTaBisitoTcst Ha 000pOTHON CTOpOHE MociieHero aucta Ilpukasa,
MPUIIOKECHUS K HEMY TI0 yCTaHOBIIEHHOH (opme (mpuitoxkerne Ne 6).

8.9. [Tocne moamucanus Ilpukasel PETrUCTPUPYIOTCSA  MpeaceaaTeaeM
(OTBETCTBEHHBIM 3a BEICHHUE JEJIONPOU3BOACTBA) TeppUTOpUAIBbHON KOMUCCHHU C
UCMOJIb30BaHUEM PErUCTPAllMOHHON (opMbl (3KypHai) U GOpMUPYIOTCS B Jela B
COOTBETCTBUM C HOMEHKJIATypou naen TeppuTropuanbHONM KOMHCCHUM BMECTE C
JNOKYMEHTaMM, MOCIYKUBIIMMH OCHOBaHUEM Ui u3nanus [Ipukasa.

8.10. [Ipuka3am mNpUCBAUBAIOTCS PETUCTPALMOHHBIE HOMEpa B Ipeneax
KQJICHIAPHOI0 roja.

8.11. Kommu IIpuka3oB 3aBepsrOTCS MEYATHIO.

8.12. [Ipuka3sl BMECTE C JOKYMEHTaMH, MOCTYXUBIIUMH OCHOBaHUEM JJISI KX
W3JlaHusd, XpaHATCA y  mpeacedarens  (OTBETCTBEHHOIO 33 BEJCHUE
JIEJIONPONU3BOJICTBA), A 3aTeM, O(POPMIIEHHBIE B COOTBETCTBHMM C HACTOSIIEH

NHcTpykumen, mepeiatoTcs B apXuB.



9. KoHTpPOJIb HCTIOJTHEHUS] JOKYMEHTOB U NOPY4YeHH I

9.1. KoHTpoIII0 UCHIOJTHEH WS MOAJIEKAT:

MOPYUYEHUSI, COEPKAIIUECS B TOCTAHOBJIECHUSIX U Apyrux nokymenrax [[UK
Poccun, Cankt-IletepOyprckoit u30upaTeabHOM KOMHUCCHHM, B  PEIICHUSX
TeppuropranbHON KOMUCCHUH;

- mopyueHus1, coaepxkamuecs B [Ipukazax npencenarens TeppuropuanbHoi
KOMMCCHUH;

- MUCbMEHHBIE MOpYyYEeHUs peacenarens TeppuTopuaibHON KOMUCCHUH;

- BXOASIIUE JOKYMEHTBI, B TOM YHCJI€ MHUChbMEHHbIC OOpallleHHus] Tpak/aH,
yKa3aHHble B llepeune mojjexammux KOHTPOIO JOKYMEHTOB C YKAa3aHUEM CPOKOB
ucrnonHeHus (mpuioxxkenre Ne 8), B COOTBETCTBUH C YKa3aHUSIMU IO HCIIOTHEHUIO
JNOKyMEHTa npeacenarens TeppuToprualbHOM KOMUCCHH;

- UCXOSIINE JOKYMEHTHI, TpeOYIOIIHe OTBETA;

- IOPYYEHHUsA, COJepXkKalmecs B MPOTOKONAX 3acenanuil TeppuropuanbHO
KOMHCCHU;

- IUTaHBl MEPOIIPUATHUH.

9.2. KoHTposib HMCHOTHEHUS JOKYMEHTOB, YKa3aHHbIX B mojpaszaene 9.1
HacTtosimed WHCTpyKIuu (32 HCKIIOUYEHUEM HCXOASIIUX JIOKYMEHTOB), IIO
CYLIECTBY 3aTPOHYThIX B HHUX BOIPOCOB OCYUIECTBISIET MpeICenaTelb
TepputopranbHON KOMUCCHUH.

9.3. KoHTposib HUCMONHEHHS] HCXOIAIIMX JIOKYMEHTOB, B TOM 4YHCJE 3a
CBOEBPEMEHHOCTBIO MOJIYYEHHSI OTBETOB HA 3aIIPOChl T e€ppUTOPUAIIBHON KOMUCCHUH,
OCYIIECTBIISIIOT PAaOOTHUKH, OTBETCTBEHHBIE 32 MOATOTOBKY JTaHHBIX IOKYMEHTOB.

9.4. Cpoku UCTHIONHEHHUS TOPYYCHHUH, COJCPKAIUXCS B  PEIICHUAX
TepputopnaneHorn komuccuu, lIpukazax mnpencenarens TeppuropuanbHOU
KOMUCCHH, NMHCbMEHHBIX MOPYYEHUN Ipeacenarens TeppuTopuasbHO KOMUCCUU

onpCACIAIOTCA OTUMHU JOKYMCHTAMU.



9.5. JIokyMEeHT NOJJIKUT UCIIOTHEHUIO B TeueHune 30 KaneHaapHbIX THEH cOo
JIHSL €0 pErucTpanuy, 3a HCKIYEHUEM CIIy4aeB, IPETyCMOTPEHHBIX MTOAPA3AEIOM
9.6 HacrosIero pasaena.

Ecnu nocnenHuii 1eHb UCHIOJHEHUS TOKYMEHTa IPUXOAMUTCS HAa Hepabouui
JI€Hb, TO OH MOJUIEKUT UCIIOJIHEHUIO B IPEALIECTBYIOUIUN eMy pabouunii 1€Hb.

JlokymeHTBl ¢ momeTkamu «BecbMma cpouHO», «CpOYHO» HCIIOJIHSIOTCSA B
TPEXIHEBHBIN CPOK, JOKYMEHTHI C MOMETKON «ONepaTUBHO» — B ECATUIHEBHbBIN
CPOK CO JIHS YKa3aHHS 110 UCIIOJIHEHUIO.

Ecnan mocnenHuii 1€Hb MCIOJHEHUs TOKYMEHTA, COJIEPHKALIErO MOMETKY O
CPOYHOCTH MCIOJIHEHUS, MPUXOAUTCS Ha Hepabouyuil JeHb, TO OH MOJIEKHUT
UCITOJTHEHUIO B CJICAYIONINI 32 HUM paOo4uil ICHb.

9.6. Cpoku  UCHOJIHEHUS  BXOASIIMX JOKYMEHTOB YCTAHOBJEHBI B
npuiioxeHnu Ne 8.

OOpaienuss Mo BompocaMm BBIOOPOB U pedepeHayMOB, MOCTYNUBIINE B
nepuoj; M30UpaTeNbHOW KaMIIAHWM, WCIOJHAIOTCS B CPOKH, YCTaHOBJICHHBIC
®enepanbHbiM 3aKOHOM «O0 OCHOBHBIX TapaHTHSIX W30UpATENbHBIX MPaB U MpaBa
Ha ydactue B pedepeHayme rpaxkaan Poccuiickoit deneparumy.

9.7. OTBETCTBEHHOCTh 32 CBOEBPEMEHHOE M TIOJHOE BHECEHHE B
pEruCTpalMoHHyl0 (GopMy (KypHaJ) CpPOKOB HCIIOJTHEHHUS JOKYMEHTOB U
UHPOpPMAIIMK O COCTOSHUM MCIOJHEHUS JOKYMEHTOB, KOHTPOJIb CpPOKOB
UCIIOJIHEHUSI JIOKYMEHTOB BO3JIAralOTCSi HAa OTBETCTBEHHOIO 3a BEJCHHE
JEJONPOU3BOICTBA.

9.8. B mnanax MepomnpusiTuii, yTBEPKIESHHBIX pelieHus MU TeppuropuanbHOi
KOMMCCHUM, TIpUKa3aMu IIpeacenarens TeppUTOpUaIbHOM KOMHUCCHHM, CpPOKH
HCIIOJTHEHUSI OT/I€IbHBIX ITYHKTOB MOTYT OBITh IOCTABJICHBI HA KOHTPOJIb.

9.9.1lpy HEoOXOAMMOCTH TPOMJICHUS CpOKa MCIOJHEHUS JTOKyMEHTa
OTBETCTBEHHBINM 32 MCIIOJHEHHE HE MO3AHEE YEM 3a TPU JHs 10 UCTEYEHHUS CPOKa
WCIIOJHEHU JOKYMEHTA INPEICTaBIIET HA UM Ipeacenarens TeppuTopuanbHOU

KOMMCCHUU JOKJIAJHYIO 3alUCKY ¢ MOTUBUPOBAHHOM MPOCHOOW O €ro NpoJieHUH.



9.10. IokyMEHT CUMTAETCS MCIOJHEHHBIM M CHUMAETCA C KOHTPOJS IMOCie
pEelIeHUs] BCEX IOCTaBJIEHHBIX B HEM BOIIPOCOB, COOOIICHHS pE3yJIbTATOB
PaccMOTpEHHUsI BCEM 3aMHTEPECOBAHHBIM JIMIIAM.

9.11. OcHOBaHUAMM JIJISl CHATHUS JOKYMEHTA C KOHTPOJIS SABJISIFOTCS:

peenue TeppuropuanbHOU KOMMUCCHH, IpUKa3 npeacenarens
TeppuTopraabHO KOMUCCHU O pe3yJIbTaTaM UCIOJHEHUS TOKYMEHTA;

OTBET HA BXOASIIMKI IOKYMEHT IO CYIIECTBY;

NOJIyYeHHE OTBETa OT OpraHu3aluii, B KOTOpbIE JTOKYMEHT ObLI HampaBieH
JUISL PacCMOTPEHMS] IO CYIIECTBY IOCTaBIECHHBIX B HEM BOIPOCOB M OTBETa
3asIBUTEIO;

HalpaBJIeHHE OOpallleHUs B JIPyTrM€ OpPraHU3alMM [JIi PACCMOTPEHUS IO
CYILIECTBY TMOCTABJICHHBIX B HEM BOIPOCOB M MOCIEAYIOMIETO MH(GOPMHUPOBAHUS
aBTOpa O pe3yjbTaTax pacCMOTPEHUS,

BU3a npejceaaTens Ha okymeHTe «B neno», «CHATb ¢ KOHTPOJISN».

9.12. JIokyMEHT HE CYUTAETCS] UCIIOJIHEHHBIM U OCTAETCA Ha KOHTPOJIE:

€CJIM OH HampaBiseTcs B JApPYTHME€ OpraHbl WM OpraHU3aluu C LEJbI0
noyiydeHuss TepputopuaibHONW KOMHUCCHEH HWHQpOpMaIuu, HEOOXOIUMOU s
paccMOTpEHUsI MO CYUIECTBY IOCTABJIEHHBIX B JOKYMEHTE BOIpPOCOB. B ciyuae
HeoOxoaumocT TeppuropuanbHas KoMmuccus HHGOpMUpyeT 00 3TOM aBTOpa
TOKYMEHTA;

€CIM OH HalpaBlsieTCs B JpPyrHWe OpraHbl WM OpraHu3alud IS
pPacCMOTPEHUS 10 CYIIECTBY ITOCTABICHHBIX B HEM BOIIPOCOB U OTBETA 3asIBUTEIIO C
nocieayoomuM uHpopmupoBanueM TepputropuaibHOW KOMUCCHH O pe3yjibTaTax
WCITOJIHEHHS];

€CJIM Ha HEM HE CTOUT OTMETKa Ipenacenarens TeppuTopuaibHO KOMUCCHA

O MMIPUHATHUH UCIIOJTHCHUA.

10. U3roroBjieHHE M MCNMOJL30BAHUE MTeYATEeH U HITAMIIOB

10.1. JIns ymocToBepeHHs] TOJJIMHHOCTH JIOKYMEHTOB HIIH COOTBETCTBUS

KOITHM AJOKYMCHTOB IIOMJJIMHHHUKAM, IIPOCTABJICHHUA OTMCTOK O IIOJYYCHHH,



perucTpanum JIOKyMEHTOB B TeppHUTOpHMAIbHOM KOMHCCHM HCHOJB3YKOTCA
repOOBBIEC U IPYTUe MeYaTh U IITAMIIBL.

10.2. HM3roroBieHne medarel W INTAMIIOB OCYILIECTBISAETCA IO YKa3aHUIO
npeacenarens TeppuTopruaabHON KOMUCCHH.

10.3. 'epboBass medatrp mnpocTaBisiercss Ha IloyeTHBIX TrpamoTax W
OyarofapHoOCTSIX, (UHAHCOBBIX JOKYMEHTaX TeppUTOpUANbHOW KOMHCCHUH,
rapaHTUMHBIX MHCbMAax, OrOBOpPax, TOCYAApPCTBEHHBIX KOHTPAKTAaX U B JPYTHX
IPEAYCMOTPEHHBIX 3aKOHOIATEIbCTBOM CIIyYasiX.

10.4. Ha pacceiiaemMbix Komusax pemieHuil TeppuTopuanbHOM KOMHUCCHH,
npuKaszax npexacenarens TeppuToprualbHON KOMHCCUM, HA NAKETaX MPU OTIPABKE
JOKYMEHTOB, MpU O(QOPMIICHHH JOKYMEHTOB Ha NPHEM TOBapHO-MaTE€pUATBHBIX
LEHHOCTEN, HA BHOC M BBIHOC TOBAPHO-MATEPHAIBHBIX IEHHOCTEW, Ha HAKIIAIHBIX
NPOCTaBJISETCS MeYaTh ¢ HAAMKUChIO « TeppuropuanbHas n3ouparenbHas KOMUCCUS
Ne62.» wnu npu HanMUMK NeYaTh ¢ HAAMKUCHIO « TepputopuaibHas u3dbuparTenbHas
komuccust Ne62. {11 JOKyMEHTOBY

10.5. Ileyatn W mTaMOBl MOAJEXKAT PETHUCTPALMU B OTAEIBHOM XKypHale
ydeTa nedyartei u mrammnos. [leqatn n mramibl BIJAIOTCA 110 IOAINCH B XKYypHAJe
ydyera mnedared M mrTamnoB. Ha »xypHane mpocrasiserca nomeTka «/Jls
CIIy’)ke€OHOTO  TOJB30BaHUS», €ro JIUCThl HYMEPYIOTCS, NPOIIUBAIOTCI U
OIIEYaThIBAIOTCS.

10.6. Ileyatn u mTaMnbl JOJKHBI XPAHUTHCS B HAJEXKHO 3aKpbIBA€MBIX
M OTIeUaThIBAEMBIX B Hepabouee BpeMs cer(ax mim MeTaJuTHIeCKuX mKadax.

10.7. IIpencenarens TeppuTopuaibHON KOMUCCUU OCYIIECTBISET KOHTPOIh
3a IPABUJIBHOCTBIO XPAHEHHUs U UCIIOJIB30BAHUS 11€YaTEH U IITAMIIOB.

10.8. Ilpumeniirie B HEroJHOCTh MEYATH U IITAMIIbl YHUUTOXKAIOTCS, O YEM
COCTAaBJIAETCA aKT, a B OKypHAJEe Yydera IleyaTed W IITaMIIOB CTaBUTCS
COOTBETCTBYIOIIAsi OTMETKA.

YHHAUYTOXKEHUE TPOU3BOAUTCSA IIOCJIE YTBEPKICHMS aKTa IpencenareaeM

TeppuTopuanbHOW KOMHUCCUU. MeETAINIMUECKUE IE€YATH YHHYTOXKAKOTCS MyTEM



IMOJIHOTO CIIWJIMBAHHA TCKCTA WM OIMWJIIMBAHUA ABYMS HCPCKPECTHBIMU JIMHUSAMMU,

KAay4yKOBBIE [1I€YaTH U IITAMIIBI PA3pE3at0TCs HA MEJIKUE YACTH VI CKUTAFOTCH.
11. ®opmupoBaHue e/ M NIepeaadya ux B apXuB

11.1. CocraBiieHue U yrBep:kaeHne HOMEHKJIATYPHI JeJl.

Homenknatypa nen mnpegHasHaueHa sl (OPMUPOBAHUS HMCIOTHEHHBIX
JTOKYMEHTOB B J€Jla, CHUCTEMAaTH3allUM U ydeTa JAEJ, ONPEICIICHUS CPOKOB HX
XpaHEHHS] U SIBIAETCS OCHOBOM [JIi COCTABJICHUSI ONUCEW e MOCTOSSHHOTO U
BpeMeHnHoro (10 et u 6osee) XpaHeHHUs.

B HOMeHKnaTypy Jen BKJIIOYAIOTCS 3arojiOBKU J€J, OTPaKalollhe BCE
JIOKYMEHTHUPYEMbIE y4acTKu paboThl TeppuTopuanibHON KOMUCCHH, B TOM YHCIIE
JUYHBIC JIeJ1a, CIIPABOYHBIC U YUETHBIE KAPTOTEKHU U APYTUe YUETHBIC (POPMBI.

3arojoBOK Jiefla IOJKEH YETKO OTpa)kaTh OCHOBHOE COJIEPKAHHUE M COCTaB
noKyMeHTOB. He pomyckaercss ynoTpeOJieHHE HEKOPPEKTHBIX (HOPMYIUPOBOK,
BBOJHBIX CJIOB U CJIOKHBIX 000OPOTOB.

IIpu cocraBieHMM HOMEHKJIATypbl [J€l CIEOYyeT pPYKOBOACTBOBATHCS
pernmamenTom TeppuTopuanbHON KOMUCCHH, [lepedyHeM TUIOBBIX YIPABIECHYECKUX
apXUBHBIX  JOKYMEHTOB,  OOpa3yloluxcss B  Mpolecce  JIeATeIbHOCTH
rOCyJapCTBEHHBIX OPTraHOB, OPTaHOB MECTHOT'O CaMOYIIPABJICHUS U OpraHu3aluid, ¢
yKa3aHUEM CPOKOB XpaHEHUS, YTBEPKICHHBIM NMPUKa30M MUHHUCTEPCTBA KYJIbTYpPhI
Poccuiickoit ®@enepanuu ot 25 aBrycta 2010 roga Ne 558 (manee — IlepeueHsn),
MOpsIAKAaMU  XpaHEHUs W Tepedayd B apXHWBbl JIOKYMEHTOB, CBSI3aHHBIX C
MOATOTOBKOW U TpoBeneHneM BbIOOpPOB, yTBepkAeHHBIMEU [[MK Poccun u CaHkrt-
ITerepOyprckoii n30upaTeIbHOU KOMUCCHEM, HOMEHKJIaTypamu Je
TepputopuanbHOM KOMHUCCUH 32 MPEALIECTBYIOIIUE TOABL.

[Ipr moAroTOBKE HOMEHKIATYPHI €N HA MPEACTOSALIMN KaJleHOAPHBIA TOJ
HEO0OXOIMMO YUHUTHIBATH XapaKTep BHIOOPOB, TPOBOJUMBIX B MPEACTOSAIIEM TOITY.

Homenkmarypa pen TeppuTtopualibHOM KOMUCCHM HA IPEACTOAIINN
KJICHIAPHBIA TOJI COCTaBISIETCS B TMOCIEIHEM KBapTaje TEeKYIIero Troja,

COTJIaCOBBIBAETCs ¢ cekperapeM TeppuTopranbHOM KOMUCCUH, pacCMaTpPUBAETCS Ha



3aceaHuy DKCIEPTHOW KOMHUCCHM TeppUTOpPHATIBHOM KOMHCCUM IO JKCIIEPTH3E
IIEHHOCTH JoKyMeHTOB (manee — OK) yTBepxkpaeTcs mpeacenarenem
TepputopuanbHOl  KOMHUCCHHM, COTJIACOBBIBAaeTCs C  cekperapem  CaHKT-
[TerepOyprckoit n3bupatenbHOW KOMUCCUM W BBOAMTCS B JedcTBHE ¢ 1 stHBaps
cieaytoiero roaa (mpuioxxkenue Ne 9).

IIpy moAroToBKke HOMEHKIATYPBI J€JI Ha NPEACTOSAIIMN KaJeHAAPHBIM IO
HEO0OXO0JMMO YUHUTHIBATh XapaKTep BHIOOPOB, MPOBOAUMBIX B TIPEACTOSIIEM TOTY.

B ciiyyae BOZHMKHOBEHMS B TE€UEHHE rofia HOBBIX J€J, OHU JOIOJIHUTEIBHO
BHOCATCS B YTBEP)KICHHYIO HOMEHKJIATYPY J€l M0 YKa3aHWIO0 MpeacenaTens
TepputopnanbHO  KOMHUCCHM  TIOCJIE  COTJIACOBAHMS  C  CEKpeTapeM
Cankr-IleTepOyprckoit n30upaTenbHOW KOMUCCHH.

[lo oOKOHYaHMM KaJE€HJApHOTO TroJa B KOHLUE HOMEHKJIATypbl J€i
COCTaBJISIETCA UTOrOBasl 3allMCh O KOJIMYECTBE 3aBEJCHHBIX JieJl (TOMOB, 4YacTen),
OTJIEJIBHO 10 JI€JIaM IOCTOSTHHOTO ¥ BPEMEHHOT'O XPaHEHHMUS.

Cpok XpaHEHHs] JOKYMEHTOB YKa3bIBA€TCSl B HOMEHKIIATYPE [ CO CChUIKOM
Ha cTtaThio [lepeuns. Cpok XpaHEHMS JOKYMEHTOB, HE YKa3aHHBIX B JIaHHOM
[lepeune, ycranaBnuBaetcs OIIK mo cormacoBanuto ¢ Cankr-IletepOyprcekoit
n30upaTenTbHON KOMUCCHEH.

Ucuncnenue CPOKOB XpaHEHHUs JIOKYMEHTOB, 3aKOHUYCHHBIX
JEJIOMPOU3BOICTBOM B TEKYILIEM IOy, HAUMHAETCS ¢ | STHBaps CIIEIYIOLIEro roja.

11.2. OopmjieHue JOKYMEHTOB, 3aKOH4YEHHBIX JeJONPOU3BOACTBOM,
(popmupoBanue u TeKkyuiee XxpaHeHnue e B TeppuTropuajbHOil KOMUCCUM.

3aKOHYEHHBIE JEIIOITPOU3BOICTBOM JIOKYMEHTBI oopmIsIOTCS
B COOTBETCTBHM C TpeOOBaHMSIMHU HacTosAmerd WHCTPYKIMU, CHUCHIBAIOTCS
npeacenareneM TeppuTopuaibHOM KOMUCCHUU B Jiey0. [Ipu 3TOM B HMKHEW 4acTu
JUIEBOM CTOPOHBI MEPBOr0 JUCTA JOKYMEHTA Ha CBOOOJHOM OT TEKCTa MECTE
CTaBUTCS OTMETKA O €T0 MCTIOJHEHUH, PACIIN(POBBIBACTCS MOAMUCH TIPEICcenaTeNs
TeppuTopuanbHOW KOMUCCHH, YKa3bIBa€TCS HOMEp Jeia MO0 HOMEHKIIAType U JaTa
cniucanus. [Ipy He0OXOAUMOCTH OTMETKAa 00 UCTIOJIHEHUH MOKET ObITh ClieJlaHa Ha

00OpOTHOM CTOPOHE MEpPBOro JUCTA JOKyMeHTa. B peructpaimonnyio ¢opmy



BHOCUTCSI OTMETKa O CHHCAaHWUU JOKYMEHTa B JIeJI0 C YKa3aHMEM HOMepa Jena
COTJIACHO HOMEHKJIATYypE AEI.

UcnonHneHnHubie JTOKyMEHTHI (OPMUPYIOTCS B Jejda B COOTBETCTBUHM C
YTBEPKIACHHON HOMEHKJIATypOU Jell.

Jleno cuuTaeTcs 3aBEICHHBIM C MOMEHTA BKJIIOYEHUS B HEro MEpPBOTO
WCIIOJTHEHHOT'O TOKYMEHTA.

I[Ipu dopmupoBanumn pena mnpoBepseTCS MNPABUIBHOCTH OTHECEHUS
JIOKYMEHTOB B JJAHHOE JIEJI0, KaueCTBO O(POPMJIICHUS U KOMIUIEKTHOCTh IOKYMEHTOB,
HaJIU4Me TOJMKUCEH, BU3, PErUCTPAIIMOHHBIX HOMEPOB, CIPABOK WJIM OTMETOK 00
UCIIOJTHEHUH, CITUCAHUU B JIeNIO U Ipyrux. HenmpaBuiasHO opopMiieHHbIE TOKYMEHTBI
JTOJDKHBI OBITH TOO(OPMIIEHBI, a 3aTEM MTOMEIICHBI B JIETIO.

He nomyckaetcs momereHue B 1€JI0 IOKYMEHTOB, COJIEp)KaHUE KOTOPBIX HE
COOTBETCTBYET 3arojIOBKY Jea.

[Tpu hopmupoBanuu g COOMIOIAIOTCS CIICAYIOITNUE TPEOOBAHUS:

JIOKYMEHTBI TTOCTOSTHHOTO M BPEMEHHOI'0 XpaHeHHs (popMUpYIOTCS B Jena
pa3zeNbHO;

B /IO BKIJIIOYAIOTCS TOJBKO HCIIOJHEHHBIC, TMPaBUJIBHO O(GOPMIICHHBIC
JIOKYMEHTHI B COOTBETCTBHH C 3ar0JIOBKaMU e B HOMEHKIIATYPE;

BCE JOKYMEHTBI, OTHOCSIIIMECS K PEIICHUIO OJTHOTO BOIpoca, (popMUpyroTCs
B OJHO jeno. B cioydae ecnu mombopka JOKYMEHTOB IO OJHOMY BOIPOCY
HacuuteiBaeT Ooniee 100 nuCTOB, OHA MOKET OBITH BBIIEJIICHA B CAMOCTOSATEILHOE
bi (3 (o

JIOKYMEHTBI, TIOJIeKaIMe BO3BpaTy, B AEJI0 HE MTOMEIIAIOTCS;

B JICJIO TOMENIAETCS TOJBKO OJMH SK3EMIUIAP JTOKYMEHTA, YEPHOBUKH U
BapHaHTHI MPOEKTOB JOKYMEHTOB B JICJIO HE MOAIIMBAIOTCS (3a UCKIIOYEHHUEM TEX,
Ha KOTOPBIX HUMEIOTCS BU3bI, YKa3aHUS IO HUCIOJHEHHUIO JOKYMEHTOB U JApPYTrHue
OTMETKH, JOTOJTHSIOIINE MEPBBIN IK3EMILIAP);

B JIEJI0 BKJIIOYAIOTCS, KaK MPaBWJIO, JOKYMEHTBI OJTHOTO KaJeHIapHOTO rojia

(I/ICKJHO‘—ICHI/IG COCTAaBJIAIOT JIMYHBIC U IICPCXOAAIINC nena);



KQKJ0€ JIeJI0 HE JOJDKHO MpeBblmaTh 250 JUCTOB, MpU OOJbIIEM 00BEME
JOKYMEHTOB B JieJie (POpMHUPYETCSI HECKOJIBKO TOMOB (YacTei).

[Ipu BKIIOYEHHM B A€N0 (PaKCOrpaMMBbl JIENaeTcsl €€ KCEPOKOIMHUs, KOTopas
noamuBaercs B 1e10. [loaIMHHUK (pakcorpaMMbl YHUUTOXKAETCS C IPOCTaBICHUEM
OTMETKH 00 YHHUUTOXKEHUHU Ha KCEPOKOIIHH.

B ciiydae He0OX0UMOCTH TOKYMEHTHI IO OJHOMY U TOMY K€ BOIPOCY, HO C
pa3IUYHBIM CPOKOM XpaHEHHUs, MOTYT HaxOJUThCS B OJHOM Jele JI0 KOHLA
TEKyIIero TrojAa WM JI0 3aBEpIICHHUs] HCIOJHEHHsS JOKyMEHTa, a 3aTeM
nepepopMUPOBBIBAIOTCS B Jieia TOCTOSIHHOTO U BPEMEHHOTO XPaHEeHHUSI.

B neno BkiIoudaroTCs BCe JOKYMEHTHI IO KOHKPETHOMY BOIPOCY BMECTE C
NPWIOXKEHUSIMH, YKa3aHHBIMHU B TEKCTE JOKYMEHTA, MPU OTCYTCTBUU MPUIIOKEHUH,
yKa3aHHBIX B TEKCT€ JOKYMEHTa, WCIOJIHHUTENb O053aH CcleNlaTh 3aluch Ha
JOKYMEHTE 00 UX MECTOHAXOXKJICHHH.

JIOKyMEHTBI BHYTPH J€Ja pAaclojaralorcs B XPOHOJOTHYECKOW WM
BOIIPOCHO-JIOTUYECKOM MOCIEA0BATENBHOCTH WIIA UX COUYETAHUH.

HopmaTuBHBIE ¥  OpraHM3allMOHHO-PACHOPSAIUTEIbHBIE JTOKYMEHTBI C
OTHOCSIIIMMUCA K HUM NPWIOKEHUSIMU TPYNOUPYIOTCA B Jiela MO BUIAAM
JOKYMEHTOB U 110 XPOHOJIOTHUH.

[Iporokonsl 3acenanuii TeppUTOpUATBLHON KOMHUCCHUU PACIIONIATAKOTCS B JIEJIE
[0 XPOHOJIOTMU B TOPSAKE BO3pacTaHHsi HOMEPOB. J[OKYMEHTBI K 3aCElaHHIO
TeppuropuanbHON KOMUCCHH MOMEMIAIOTCA MOCIIE COOTBETCTBYIOIIETO MPOTOKOIA.

[Tosoxenus, WHCTPYKLUH, YTBEPKICHHBIE pacnopsAIUTEIbHbIMH
JOKYMEHTAMHM, SBJISIOTCA NPUIOKEHUSAMHM K HHM M TPYNIHUPYIOTCA BMECTE C
YKa3aHHBIMH JOKYMEHTaMHU.

[InaHoBas U oTYETHAs TOKYMEHTAlLlMs HE3aBUCUMO OT JaThl €€ COCTaBICHUS
BKJIFOYAETCA B JIEJI0 TOTrO IojJla, K KOTOPOMY OHA OTHOCHUTCS.

B nene «llepenucka» ucxoasuuii (OTBETHBIN) JOKYMEHT TOMENIAETCS MOCTIE
Bxojdmero. Ilpu BO300OHOBIEHMM NEPENUCKH MO BONPOCY, HayaBLIEHCS B

OpcablAymeM roay, 40KyMCHTBI BKIIIOYAIOTCA B ACJI0 TCKYHICTO IroJda U YKa3bIBaCTCA



MHJIEKC TOTO JieJia IO HOMEHKJIATYype 1] MPeAbIIYIIEro roja, B KOTOPOM HaXOASTCs
MPEIIECTBYIONIUE IOKYMEHTBI 10 ’TOMY BOIIPOCY.

OO6pamieHusi rpaxaaH U JOKYMEHTHI MO MX PACCMOTPEHUIO (HOPMUPYIOTCS
B OT/eNbHBIC fena. Kaxkmoe oOpaleHrne u Bce JOKYMEHTHI 110 €ro PacCMOTPEHUIO
COCTaBJISIIOT B JIeJie CAMOCTOSITEJIbHYIO TPYINY W pachoJiaratorcs B ajn(aBUTHOM
MOpsJIKE MO NMepBbIM OyKBaM (aMUIUil aBTOPOB 0OpaIieHHil.

B nenax, Haxomsmuxcs B JIEONPOU3BOACTBE, TOKYMEHTHI TEKYIEro roja
pacronararoTcs MO XpOHOJIOTMM CHHU3Y BBepX MO Mepe mnoctymienus. [lpu
MOJATOTOBKE K CJlaue B apXUB JieJIa ¢ JOKYMEHTaMH TTOCTOSTHHOTO U BpeMeHHOro (10
JeT u 6oJiee) XpaHeHHs epePOPMHUPOBHIBAIOTCS B 0OpAaTHOM MOPSIIKE: JOKYMEHT,
MOCTYNUBIIUN B KaJCHJIAPHOM TOAY MOCJIEIHUM, TOJDKCH OBbITh BHU3Y Jefa, a
NEPBBII JOKYMEHT KJICHIAPHOTO rojia — BBEPXY, MEPBBIM.

Jlena ¢ MOMEHTa UX 3aBEJICHUS U JI0 TIepeayl B apXUB WM YHUUTOKEHUS B
CBSA3M C MCTEUYCHHEM CPOKOB XpaHEHUS] HAXOAATCA Y  MpeaceaaTelis
(OTBETCTBEHHOTI'O 3a BEJCHHUE JEIONPOU3BOICTBA) TeppUTOpHATIbHON KOMUCCHUH.

[IpoTokonbl 3acenaHuii, peumieHus TeppUTOpUATIBHOM KOMMCCHUH, CIIHCKU
IPUTJIALIEHHBIX, IPUJIaraeMble K IPOTOKOJY, MOIJIMHHBIE SK3EMIUTAPHI PELICHUI C
COOTBETCTBYIOIIMMU TMPHIIOKEHUSIMHU, MNPOTOKOJbHBIE TMOPYYEHHUS, JOKYMEHTHI,
NOCIYXKUBIIIME OCHOBAaHMEM JUIsl PAcCCMOTPEHUs BOIpoca Ha 3acelaHuu
TepputopuanbHOl KOMHUCCHH, paclIMPpOBAHHAS ayJUO03aNUCh 3acenanus (IpHu ee
HaJIU4MM), CIHUCKU PACCBUIKM PEUIEHUWA A0 Nepedayd B apXWB HAXOAATCA Yy
npeacenatens (OTBETCTBEHHOIO 3a BEICHUE IEJIONPOU3BO/ICTBA) TeppuTopralibHON
KOMHCCHHU.

3a COXpaHHOCTh JOKYMEHTOB U JI€Jl OTBETCTBEHHOCTh HECET Mpe/ceaaTellb
TepputopraibHOM KOMHUCCUU UM OTBETCTBEHHBIN 3a BEJICHUE JECIONMPOU3BOJICTBA B
TepputopranbHON KOMUCCHH.

Jlena AOJKHBI HAxXOIWUTbCs B paboueid KOMHATe WM B CHELUUAIBHO
OTBEJICHHOM JIJII OTOW IIETTU TIOMEIIEHUN M XPAaHUTHCS B 3aMUPAIONUXCs mKadax,

NpCaoXpaHaromuXx 1O0KYMCHTEI OT IIbLIX U BOSHeﬁCTBHH COJIHCYHOI'O CBCTA.



B umensx ofOecnedyeHus ONEpaTUBHOTO IOMCKAa JOKYMEHTOB Jena
pacrojlararoTcss B COOTBETCTBUUM C HOMEHKIATYpOM J€J, KOIMUS KOTOpOU
MOMEILAETCS HA BHYTPEHHEN CTOPOHE ABEPLbI MIKada.

Ha xopemkax oOjokeK Jena  YKa3bIBAalOTCS HMHIEKCHl Jel IO
HOMEHKJIaType Aell.

Jlena, Haxopsumiyecss Ha TEKyIIEM XpaHEHWH, Mojuiekar yuety. llepen
nepenaveil JOKYMEHTOB B apXUB IPOBOJUTCS MPOBEpPKA HAIMYMSI U COCTOSHHUS
JOKYMEHTOB M JieJl B LEJsAX YCTAHOBJEHUS (PAKTUYECKOTO HAIM4YUg Jel U
COOTBETCTBHSI MX KOJIMYECTBY, YUCIAIIEMYCS 10 HOMEHKJIAType JIedl.

[IpoBepka HanMuusg M COCTOSIHUS JIOKYMEHTOB W J€J1 IPOBOAMUTCS MpPH
nepeMelleHn JieJl, BO3Bpare JieJ, CMEeHe Tmpejceaarens TeppuTopuaibHON
KOMUCCHH.

[IpoBepka mTPOBOAUTCS TIyTEM CBEPKH CTaTell HOMEHKIATYphl Jell C
OIMHMCAHMEM JIe]T Ha 00JIOKKE, a (PU3NUYECKOE COCTOSIHUE JICIT ONIPEACIIAETCS MyTeM UX
BU3YaJBLHOTO MpocMoTpa. Bece oOHapykeHHbIE HEOCTATKU (PUKCHUPYIOTCS B aKTe
IPOBEPKU HAJIMYUS U COCTOSTHUS JIEIT.

B cayuae yTpaThl [OKYMEHTOB H JIel TMPOBOAMTCS  CIyXKeOHOe
paccieoBaHue, IO pe3ysbTaTaM KOTOPOTO JHII0, BUHOBHOE B yTpaTe, HECET
OTBETCTBEHHOCTh B YCTAHOBJIEHHOM IMOPSIKE.

Ecnum otrnenbHble JOKYMEHTBI, YK€ BKIIOYEHHBIE B JI€JI0, BPEMEHHO
TpeOyroTCS g paboThl, OHM MOTYT OBITh BBIJIAHBI W3 Jeja, a Ha MX MECTO
BKJIAJIBIBAETCS JIMCT-3aMECTUTEIND C YKA3aHUEM, KOTJ1a, KOMY U Ha KaKOW CpPOK BbIJIaH
JOKYMEHT.

11.3. OkcnepTU3a HEHHOCTH JOKYMEHTOB.

DKcnepTu3a HEHHOCTHU TOKYMEHTOB ITPOBOAUTCS ISl YCTAHOBJIEHUS] HAYYHOM,
HUCTOPUYECKONM M MPAKTHUYECKOW 3HAYMMOCTH JIOKYMEHTOB, OOpa30BaBIIMXCSA B
IpoLecce IeATeIbHOCTH TeppUTOpHaIbBHOM KOMHCCHH, C LIEJBI0 O0TOOpa UX IS

I[anLHeﬁmero XpaHCHUA U1K YHUYTOXKCHMA.



DKcrepTu3a IEHHOCTU JIOKYMEHTOB TMPOBOAUTCS TPU  COCTABJICHUU
HOMEHKJIATYphl JieJ, B mpoliecce (HOpMUpOBaHUS e, MPU MOATOTOBKE JEN K
nepejaye B apXus.

JI1s paccMOTpeHHs] MPOEKTOB HOPMATHUBHO-METOJUYECKUX JOKYMEHTOB IO
BOIIpOCAaM JIeJIONPOU3BOACTBA M APXUBHOTO JI€JIa, OMUCEH AN TMOCTOSHHOTO H
BpeMeHHoro (10 ner u Oojee) XpaHeHMs, aKTOB Ha YHHMYTOXXEHUE Jel U
JIOKYMEHTOB, HE HUMEIOIIMX HAYYHOM IEHHOCTHM U MPaKTHUYECKOTO 3HAYCHWUS,
IpUKa30oM mpencenaress TeppuTopuarbHOW KOMHCCHUU CO3JAeTCS IKCIEpTHAs
komuccus (manee — OK).

B ee dbyHKIMM BXOAUT Takke PacCMOTPEHHE U OJI00pPEHHE HOMEHKJIATYPhI
nen TeppuropuaibHOM KOMUCCHH.

B cocra OK BrmouaroTcss uieHbl TeppUTOpUAIbHONW  KOMHUCCHUH,
TpOKJIaHCKUE CIyXalue anmapata | eppuUTOpHaTbHOM KOMHMCCHH, UJICHBI
Cankr-IlerepOyprckoit u30upaTeIbHOM KOMUCCHM WM COTPYIHUKH ammapara
Cankr-IleTepOyprckoit n3dupaTesbHON KOMUCCHHU (IO COTJIACOBAHUIO).

[Ipu npoBeneHUU HKCNIEPTU3bl IEHHOCTH JOKYMEHTOB OCYIIECTBISETCS
oT0op nen noctostHHOro U BpemeHHoro (10 et u Gosee) xpaHeHUs, OTOOP JIET C
BPEMEHHBIMH CpPOKaMM XpaHEHUs, MOJJIeXAalINX XpaHeHHIO, BBIIEICHUE K
YHUUYTOKESHHIO JIEeT 32 IPEIbLIYIINE TO/IbI, CPOKU XpaHEHUS! KOTOPBIX, UCTEKIu. [Ipu
TOM OJHOBPEMEHHO MPOBEPSAIOTCS KAYECTBO M IOJHOTA HOMEHKJIATYpHI [e,
IPAaBIIIBHOCTD OMPEEICHUS CPOKOB XPAaHEHUS JEII.

DKcrepTu3a LEHHOCTH JOKYMEHTOB OCYIIECTBIISIETCS MYTEM IOJUCTHOIO
mpocMoTpa Aen. He momyckaercst oTOOp MOKYMEHTOB JUIsl XpaHEHHUS WM K
YHUYTOKEHHUIO TOJIBKO Ha OCHOBAaHUM 3ar0JI0BKOB JIE]I.

JIOKyMEHTBI, YTpPaTUBIIHE NPAKTHUYECKOE 3HAYEHWE M HE UMEIOIINe
HMCTOPUYECKOM WJIM HAayYHOH LIEHHOCTH, MO HCTEYEHUU YCTAHOBJIEHHBIX CPOKOB
XpaHEeHUS MOJIeKAT YHUUTOKEHHUIO 110 aAKTY.

AKTBI O BBIICJICHUU K YHUYTOXKEHHIO A€ U JOKYMEHTOB paccMaTpHUBAIOTCS
Ha 3acenanusx OK OJHOBpEMEHHO C ONHUCSIMU Jel. YHUYTOXKEHHE Jell U

JOKYMCHTOB JO YTBCPXKIACHUS aKTOB 3aIIpCIIacTCs.



[lo pe3synbratam SKCHEPTH3bl LIEHHOCTH JOKYMEHTOB OTBETCTBEHHBIM 3a
BEJICHUE JIEJIONPOU3BOJCTBA €KErOJHO COCTABIISIIOTCA CBOJHBIE OMUCH Jel
MOCTOSTHHOTO U BpeMeHHOro (10 neT u 6oinee) xpanenus (mpunoxxkenus Ne 10, 11) u
Mo JUYHOMY cocTaBy (mpwioxkeHue Ne 12), a Takke akThl O BBIJICJICHUU K
YHUYTOXEHUIO JIeJI, HE MOJIeKaIUX XpaHeHuto (puioxeHue Ne 13).

Ornucu 1e71 MoCTOsTHHOTO U BpeMeHHoro (10 et u 0osee) XpaHeHuUs, a TAKKe
aKThl O BBIJICJICHUM K YHUYTOXKEHHUIO ATUX Jell paccMmarpuBaroTcss Ha OK
U YTBEPXKJIAIOTCA npejicenaresieM TepputopruaibHONM KOMUCCHH.

[Tpu YHUYTOXEHUU JTOKYMEHTOB co CPOKOM XpaHCHUS
«lo muHOBaHMs HamoOHOCTH», «1 Tom», «3 roma», «5 JeT» COCTAaBISIETCS aKT
(mpunoxenue Ne 14), KOTOPBIM MOANUCHIBAETCS HE MEHEE 4YeM JBYMS YJICHaAMU
TeppuropuanbHOM KOMHCCUHU U YTBEPXKAAETCS MpescenarenemM TeppuTopruaaibHON
KOMHUCCHH.

UepHOBUKM W  PYKONHMCH TOJTOTABIMBAEMBIX JOKYMEHTOB, KOIHUU
UHPOPMAIIMOHHBIX W JAPYTHMX MAaTepualioB, HE TMOMJIekKAIIMX BKIIOYEHUIO B
HOMEHKJIATYypy i€, T0 MUHOBAHUHM B HUX HAJOOHOCTH MOTYT YHHUYTOXAaThCs 0Oe3
COCTaBJICHUS aKTa.

BpomropoBka aesl MPOU3BOAUTCS TOJBKO TOCIE MPOBEICHUS SKCIEPTU3bI

LEHHOCTH JTOKYMEHTOB.

11.4. Odopmaenne aeJ.

Jlema, mojexariue Tmepenadye Ha XpaHEHUE B apXUB, JOJDKHBI OBITh
o(opMIIEHBI COOTBETCTBYIOLIUM 00pazoM.

Odopmiienue nena BKIIOYAeT B ceOst MPOBEPKY CUCTEMATH3AIIUN IOKYMEHTOB
BHYTpPH JIeJla, HyMEpaIMIO JIMCTOB, COCTABJICHUE BHYTPEHHEH OMUCU JTOKYMEHTOB
nena (mpwiokenue Ne 15), nmcra-zaBeputens jgena (npuioxeHue Ne 16),
odopMIIeHIE PEKBU3UTOB 00JIOKKH, TTOIMIUBKY (TIEpeTieTeHne) Aena.

B 3aBuCHMOCTH OT CPOKOB XpaHEHHs] MPOBOJUTCS MOJTHOE WM YACTHYHOE

obopMiIeHUE ACT.



Jllena BpemenHoro (mo 10 yeT BKIIOYUTENBHO) XpPAaHEHUS MOJJIEKAT
YaCTUYHOMY O(OpPMIICHHIO: JOMYyCKaeTcsl JIMCThl Jiela HE HyMEepoBaTh,
3aBEpUTEIbHbIE HAANMUCH HE COCTaBATh. [IpU ATOM JOKYMEHTBHI JOIMyCKaeTCs
XpaHUTH B MaNKax-CKOPOCIIMBATENAX, MATKUX 00I0KKaX.

Jlena MOCTOSTHHOTO XpaHEHHs MOJyIexaT MoiaHoMmy odopmiienuto. IlomHoe
opopmiIeHHE JeNla MpelycMaTpuBaeT MPOBEPKY CUCTEMATH3aLUHM JOKYMEHTOB
BHYTpPH JieJia, TPaBUILHOCTU UX OhopMieHHUs (HaTU4Yre HEOOXOUMBIX TOAMUCEH,
BU3, OTMETOK O PETUCTPAIllMd U UCTIOJHEHHUH, MPUIIOKEHUN), HyMEpaIuio JUCTOB,
COCTaBJICHHWE BHYTPEHHEW OMHCH JOKYMEHTOB Jie€Jla, COCTaBJCHUE JIUCTa-
3aBepuTes jena, ohopMIICHUE PEKBU3UTOB 00JI0KKHU, TMOAIMIMBKY (TIEPETICTCHUE)
nena.

Oo6noxka nena odopmisieTcs 1o YCTaHOBJICHHOM dbopme
(mpunoxenue Ne 17). CBesieHrs Ha 00JIOKKY IEPEHOCSTCS U3 HOMEHKJIATYPHI JIe]T C
YTOUYHEGHHUSIMHU, OTPAKAKONIUMU (AKTUUECKUN COCTaB ITIOMEIICHHBIX B JICJIO
JOKYMEHTOB.

OO6noxKa Jena HaJIMUCHIBAETCS YEPHBIMU CBETOCTOMKMMH YEpHUJIAMH,
pazbopunBo, 6e3 cokpamenuit. JlomyckaeTcss odopmieHHE OOJIOKKH Jelia ¢
UCITOJIb30BAHUEM KOMITBIOTEPHOW TEXHUKHU.

Ha oOnoxke pema yka3bIBalOTCS CIEAYIONIME PEKBU3HUTHI: Ha3BaHHUE
TepputopraibHO KOMHUCCHM, JEIONPOM3BOACTBEHHBIM HOMEp (MHAEKC) Aea,
3aroJIOBOK Jiefla, JaTta jAena (Toma, 4acTu), KOJMYECTBO JINCTOB B JIE€JE, CPOK
XpaHEeHUs Jena.

PexBusuthl, mpocTaBisieMble Ha 00JIOXKKE Jena, 0hOPMIISIOTCS CIEAYIOIIUM
obpazom:

Ha3BaHUE TeppuUTOpHATbHON KOMHUCCHHM YKAa3bIBAE€TCS B COOTBETCTBHH C
permameHToM  TepputopualbHOM KoMHccHU. [lpy uW3MEHEHMM  Ha3BaHHUS
TepputopuaibHOll KOMUCCUU B T€YEHUE MEPUOJA, OXBATHIBAEMOI'O JTOKYMEHTAMHU

nena, Ha 00JI0KKE K CTapOMy Ha3BaHUIO MPUITUCHIBAETCS HOBOE;



JIEJOMPOU3BOICTBEHHBI HOMEp (MHJIEKC) Jiesila — MpOCTaBiseTcs udpoBoe
o0o3HaueHue (MHAEKC) Jeja M0 HOMEHKJIAType NIeJl U yKa3bIBa€TCS HOMEpP Toma
(actn);

3arojJIOBOK (HaWMMEHOBAaHUE) JieJla TMEPEHOCUTCS W3 HOMEHKJIATYphl el
(B HCOOXOIMMBIX CITydasX B 3aT0JIOBOK BHOCSITCS YTOUHCHHS );

JaTta aena — Ha 0OJI0XKKe Jiejia YKa3bIBAIOTCS JBE JaThl, KOTOPhIE Ha3bIBAOTCS
KpalHUMH JaTaMHd M COOTBETCTBYIOT TOJy 3aBEJCHUS W OKOHYAHHUS JIejia.
Hauanpnas nata — 3TO jaTa caMoro paHHEro, a KOHEYHas jara — jaTa caMoro
MO3JHETO JOKYMEHTa B Jeie. [Ipu 3TOM YYHMTHIBAIOTCS AaThl BXOISIIAX H
UCXOAAIIMX JOKYMEHTOB (B Ciydyae WX OTCYTCTBUS — JaThl PETUCTpaIiu
JOKYMEHTOB), M HE YYUTBIBAIOTCS JIAThI CIUCAHUS JIOKYMEHTOB B JICJIO, YKa3aHHH 110
UCIIOJTHCHUIO JIOKYMEHTOB, OTMETOK HCIIOJTHHUTENS (3a HCKIOYCHUEM CIIyYacB,
KOT'JIa Ha JJOKyMCHTaX HE UMEETCS APYTHX JaT, KPOME MEePEUHCICHHBIX).

[Tpy HamucaHWM KpaHUX JaT Ha OOJIOKKAX JCJ MOCTOSHHOTO XpaHCHHS
YHCJIO ¥ TOJ MPOCTaBiIstoTcsa apabckumu nudpamu. Ha o6moxkax mein BpeMeHHOTro
XpaHEHHUS YKa3bIBAETCS TOJIBKO TO/I.

Ha o06noxkax pen, COCTOSIIMX W3 HECKOJbKHX TOMOB (4acTeil),
IPOCTABJISIOTCS KpalHUE AaThl KaXXA0ro ToMa (4acTu).

KonudecTBo mMpoHyMepOBaHHBIX B JI€JI€ JIUCTOB MPOCTABISETCS C JIMCTA-
3aBepUTEIs Jela.

Cpox xpaHeHUsI IEPEHOCUTCS Ha OOJIOKKY Jieja U3 HOMEHKIATyphl aen. Ha
JieIax OCTOSTHHOTO XpaHeHus numiercs: «[locTosHHOY.

Ha xopemike nena yka3pIBarOTCs 3ar0JI0OBOK Jieia, TOJT Jejia U TOM JieTa.

B nensix obecnieyeHusi COXpaHHOCTH U 3aKPETUICHHUS MOPSIIKA PACTIONOKEHUS
JIOKYMEHTOB, BKJIFOYCHHBIX B JICJIO, BCE JINCTHI, KPOME YHCTHIX, JIUCTA-3aBEPUTEIS
JieNia U JUCTOB BHYTPEHHEH OMMCH HYMEPYIOTCS B Pa3BEPHYTOM BHUJE apaOCKUMH
mudpamMu  BasoBOM Hymepanmei. UucTteie nmcThl W3 gena u3bIMaroTcs (6e3
MTOBPEKICHUS TIEJIOCTHOCTH JIeJIa) U YHUUITOXKAIOTCS. JINCTBI HyMEpyIOTCS TPOCTHIM

KapaHJaloM, CBEPXY BHHM3 B BO3pacTarOUIEM IOPAJKE HOMEPOB, HAuMHAsA C



nepBoro. [udpsl mpocTaBisiioTcs B mpaBOM BepxHeM yriy jucta. Hymepanus
[BETHBIMM KapaHJallaMu, YepHUIIAMU U HyMepaTopaMu HE JIOMyCKaeTcsl.

JIOKyMEHTBI ¢ COOCTBEHHOM HyMepalMel JIMCTOB, B TOM YHUCJE NEYaTHbIE
U3JIaHUS, HYMEPYIOTCS B OOIIEM TOPSAAKE WM COXPAHSIOT COOCTBEHHYIO
HyMEpallHio, €CIM OHA COOTBETCTBYET IMOPSAKOBOMY PAaCHOJIOKEHHUIO JIMCTOB B
nene.

Cnoxennbli nuct Oosbinoro ¢opmara (A2, A3) pa3BopauuBaeTcs U
HyMepyeTcsi B MpaBOM YacTH BepxHero mnoss jaucra. [lpm stom auct J1rodboro
dbopmaTta, TOAIIUTHIA 3a OJWH Kpail, HyMepyeTcs Kak OJWH JIUCT, a JIUCT,
CJIO’)KCHHBIA W TIOJAIIUTHINA 32 CEPEIUHY, TOJICKUT TIEPEITUBKE U HyMEPYeTCs Kak
OJIUH JIUCT.

Ecnu B nesne ecTh KOHBEPT C BIOKEHUSIMHU, TO CHavaJla HyMEpyeTCsi KOHBEPT,
a 3aTeM OYepeHbIM HOMEPOM KaKJ10€ BIOKEHUE.

dotorpadbun W Apyrue WUIIOCTPATUBHBIC MaTepHaIbl HYMEPYIOTCS Ha
000pPOTHOM CTOPOHE B JIEBOM BEPXHEM YTIIy.

JIucT ¢ Hariayxo HakJECEeHHBIMHU JOKyMEHTaMu (BbIpe3kamu, GoTorpadusimMm)
HyMEpYeTcsl KaK OJWH JIUCT. ECIIM K JJOKYMEHTY MOJKJIEEHBI OTHUM KPaeM JpyTHe
JTOKYMEHTBI (BCTaBKHM TEKCTA, IEPEBOIbI), TO KAXKIBIN JIUCT HyMEPYETCS OTAEIBHO.

[Ipunoxxkenne K ey, COCTABJSIOIIEE OTACIbHBIA TOM, HyMEpYyeTcs
OTJIEJIbHO.

[Ipy Hanmu4uM OTAENBHBIX OMMOOK B HYMEpAlMH JUCTOB B Jeiax NpU
MOATOTOBKE HMX K CJade B apXUB JIOMYCKAETCS YINOTPEOJEHUE JIMTEPHBIX
(c OyKBEHHBIMU JOTIOJTHEHUSMU) HOMEPOB JIUCTOB.

B nemax mNOCTOSIHHOTO XpaHEHUsA MJi1 y4eTa M IIOMCKa JIOKYMEHTOB
B HayaJie Jieja MOXKET MOMENaThCsl BHYTPEeHHsIS onuch (mputoxkeHue Ne 13).

JIucThl BHYTpPEHHEH ONMCU HYMEPYIOTCS OTAENBHO.

Kaxnoe neno 3akaHuMBAeTCs JIMCTOM-3aBEPUTENIEM YCTAHOBIEHHON (DOPMBI
(mpunoxenue Ne 16).

B nucre-3aBepurene nena uudppaMu U MPONUCHIO YKa3bIBaeTCA (PaKTUUECKOE

KOJIMYCCTBO JIMCTOB B JAHHOM JCJIC, 4 TAKIKC HAJIMYKUC JIUTCPHBIX U IMPOIIYIICHHBIX



HOMEPOB JIUCTOB, KOJMYECTBO JMCTOB BHYTPEHHEW ONHCH M HAJIUYUE CPEAU
JOKYMEHTOB Ta3eT, KHUI, Opouitop, deprexei, gororpaduii, pucyHKOB U T.A.,
CTaBUTCS JaTa U NOANKUCH pabOTHHKA, C(POPMUPOBABIIETO JI€TI0, U YKA3bIBAETCS €r0
JOJKHOCTb, MHUIMANBI U paMuius. Eciyu KonuyecTBo JUCTOB B JI€TI€ U3MEHSIETCH,
3aBepUTEIIbHAS HAJIIUCh COCTABIISIETCS] BHOBb.

[Ipu moAroToBKE €N K MOAIIMBKE (MEPEIUIETY) MPOBEPSIETCS MPABUIBHOCTh
ux QopmupoBaHusi, 0GOPMIIECHHUS, METAJUIMYECKHE CKPEIUIEHHsS U3 JOKYMEHTOB
yIaJS0TCS.

JIOKyMEHTBI MOJIINBAIOTCS TAKUM 00pa3oM, YTOObI MOXHO OBLIO CBOOOIHO
OpPOYUTATh TEKCT KaXJAO0ro JOKYMEHTa, BH3bl U YKa3aHHs [0 HCIOJHEHUIO
JIOKYMEHTA.

11.5. lepenaua ey B apxXuB.

[lepenaya nen mMOCTOSTHHOTO XpaHEHUs B apXuB TeppUTOPHAIBHON KOMUCCUU
OCYHIECTBIISIETCS] MOSAMHUYHO 1O yTBepKAeHHbIM DIIK onucsam nen mocTosHHOTO
XpaHEHUS.

[Ipuem nokymeHTOB Ha mocTosiHHOE XpaHeHue B Cankt-IletepOyprckyro
N30MpaTeNbHyI0 KOMHCCHIO OGOpMIIIETCS aKTOM IpueMa-nepefadyd TOKyMEHTOB
(mpunoxenue Ne 18).

B apxuB Cankr-IleTepOyprckoii n3dupaTebHOW KOMUCCUU B COOTBETCTBUU
C HOMEHKJATypou naen TeppuTopHaibHOM KOMHUCCHHM Ha MOCTOSHHOE XPaHECHUE
nepeaarTcs:

JUYHOE JeNo Ipexacenarenas TeppuTOopuaibHOM KOMHMCCHMM B ClIydae
OKOHYAHHS CPOKAa MOJIHOMOYHK MM OCBOOOXKJEHHUS OT JOJKHOCTH J10 UCTEUECHHMS
CpPOKa MOJIHOMOYHI;

JUYHOE JEJI0 TOCYAApPCTBEHHOI'O TPa)kKIaHCKOrO CIIy>Kalllero ammapara
TeppuTopranbHOW KOMHCCHM B CIIyda€ €ro YBOJIBHEHHS C TOCYyJAapCTBEHHOMU
CITyKOBI;

JIOKYMEHTHI TOCTOSIHHOTO ¥ BpeMeHHOro (10 set u 6osiee) CpOKOB XpaHEHUS

B clly4ae peopraHuzanuu (JIukBuaanuu) TeppuropuanbHOl KOMUCCHH.



IIpn mepemade nen Ha BCEX HDK3EMIUIAPAX OMNHUCH J€J NPOTUB KaXKIOro
BKJIIOUYEHHOTO B Hee jena B rpade «lIpuMedanuey CTaBUTCS OTMETKA O HATUYHU
nena. B KOHIlE KaXXIOro HK3EMIUISIpa ONUCH €] YKa3blBalOTCS LU(PpaMH U
MPOIHUCHIO KOJMYECTBO (PAKTHUUECKH MPUHATHIX (MEpeaHHbIX) B apXwuB Jell,
MHULKAIB U (aMIIHK JIUI, OCYIIECTBIISIIONIUX MIPUEM-TIepeaady e, CTaBsITCs UX
IIOANVCH U J1aTa.

IIpu mpueme pgen mpoBepsercd MpaBWIbHOCTh WX odopmienus. [ena,
opopMIJICHHBIE C HapyIIEHWEeM TMpaBui, YCTAHOBICHHBIX HWHCTpyKIIMEH,
BO3BpAIAOTCA B TeppuTOpHAIIBHYI0O KOMUCCHIO C YKA3aHUEM HEJTOCTATKOB JUIS X
YCTPAHEHUS.

N3bupatenbHas JOKyMEHTAIMS XpaHUTCS B TeppUTOpUATIBHOM KOMUCCHUH B
cooTBeTcTBUM C [lopsimkoM XpaHeHUs, TepeJadyd B apXUB U YHUUTOXKCHUS
JOKYMEHTAIlMK, CBS3aHHOW C TIOATOTOBKOM ¥ TIPOBEACHUEM BBIOOPOB U
pedepeHayMoB B Cankr-IletepOypre, YTBEPKICHHBIM peleHrueM
Cankr-IlerepOyprckoit  n30upaTenbHOM Komuccuu, IlopsakoM XpaHeHHS W
nepeaay B apXUBbl JOKYMEHTOB, CBS3aHHBIX C IMOATOTOBKON M IPOBEICHHUEM
BeIOOpOB IIpesmaenta P®, Tlopsakom XpaHeHHss W Tiepefayd B apXUBBI
JIOKYMEHTOB, CBSI3aHHBIX C TOATOTOBKOW M TIPOBEIEHHWEM BBIOOPOB JIEMyTaTOB
I'ocynapctBennoit ymbr @OC P®, yTBEep>KICHHBIMH COOTBETCTBYIOIIUMU
nnoctanoBjieHusIMH LUK PO,

11.6. Ilopsinok padoThI C 3JIeKTPOHHBIMH IOKYMEHTAMHM.

HcnosnHeHHbIE 3JEKTPOHHBIE JOKYMEHTBI CHCTEMATU3UPYIOTCS B J€ja B
COOTBETCTBHUM C HOMEHKJIATypod Jen TeppuropuanbHOol komuccuu. Ilpum
COCTaBJIICHUM HOMEHKJIATYpPBl JEJ B 3aroJOBOK JI€Jla BKJIIOYAECTCA YKAa3aHUE
«INEKTPOHHBIE JOKYMEHTBI».

Cpoku XpaHEHHS DBJIEKTPOHHBIX JOKYMEHTOB COOTBETCTBYIOT CpPOKaMm
XpaHEHUS aHAJIOTUYHBIX JJOKYMEHTOB Ha OyMa)XHOM HOCHUTEJE.

DKcnepTr3a EHHOCTH 3JIEKTPOHHBIX JOKYMEHTOB OCYHIECTBIISIETCS B O0LIEM
MOpPSIAKE, YCTAHOBJIEHHOM [Jii JOKYMEHTOB Ha OymakHoM Hocurene. Ilocne

HCTCUYCHHUA CPOKA, YCTAHOBJICHHOI'O AJIA XPAaHCHUA 3JICKTPOHHBIX JCII (BHeKTpOHHBIX



JOKYMEHTOB), Ha OCHOBAaHHMM aKTa O BBIICIEHUH HUX K YHHYTOKEHHIO,
YTBEPKIIEHHOTO MpejaceaareneM T[eppUTOpHalibHOM KOMHMCCHM, YKa3aHHBIE
ANEKTPOHHBIE /i1 (JIEKTPOHHBIE JOKYMEHTBI) OJJIEKAT YHUUTOKEHUIO.
DNEeKTPOHHbIE TOKYMEHThI TOCTOSIHHOT'O XpPaHEHHUsI IepeAatoTCsl Ha apXUBHOE
XpaHEHHUE M0 OMNHUCSIM C O(POPMIIEHHUEM aKTa MpUeMa-lepeadd 3JIEeKTPOHHBIX

JIOKYMEHTOB.
12. OTBEeTCTBEHHOCTDH

12.1. Ynenst TeppuropuadbHOM KOMUCCUU U TPAXKIAHCKUE CIyXKaIlUe
annapara TeppuTopuanbHOW KOMUCCUU HECYT MEPCOHATBHYIO OTBETCTBEHHOCTH 32
coOmoieHne TpedoBanuil Hactose MHCTpyKIMU, COXPaHHOCTh HAXOASIIIUXCS Yy
HUX JOKYMEHTOB.

12.2. OTBETCTBEHHOCTD 3a OpTraHU3AIUIO JEIIONPOU3BOCTBA B
TeppuTopuanbHO KOMUCCUU, BHEAPEHUE aBTOMATU3UPOBAHHBIX (KOMITBIOTEPHBIX )
TEXHOJIOTUH TOATOTOBKM M OOpabOTKH JTOKYMEHTOB, 0OECII€UEHHE COXPaHHOCTHU
JOKYMEHTOB U Iepelady MX B apXuB, KOHTPOJIb 3a COOJIOJIEHUEM TpeOoBaHUIA

HacTosmed MHCTpyKIuu HeceT npeceaaTeNb TeppuTopuanibHON KOMUCCHU.
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HEPEYEHDb

AOKYMECHTOB, HE IOVICKAIIIUX PErHCTPAllIU

CooO1eHus 0 3aceJaHusX, COBEIIAHUAX U MOBECTKAaX JTHS.

VY4eOHble TPOrpaMMBbl, MIJIaHBI.

PexiiamMHbIe U3BEIIEHUS, MJIAKATHI (32 UCKIIOYEHUEM aruTalMOHHBIX ).
[lo3apaBuTenbHbIE MUCHMA U TEJIETPAMMBI.

[TpurnacurenbHbie OUIETHI.

Byxrantepckue JOKyMEHTHI.

[leyaTHble U31aHMS.

OneparuBHass uHpOpMalusd, TocTynarom@as mo kaHaidam cBszu [AC

«BBIOOpEI.
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TpeGoBaHus K TOKYMEHTaM, H3rOTOBJISIEMBIM C TTOMOIIBIO
eYaTawiinxX yCTPOUCTB, M K (paililaM TEKCTOBLIX JOKYMEHTOB

1. TekcTsl JOKyMEHTOB Ha OnaHkax ¢opmara A4 meuartatorcs uepes 1 -
1,5 MEXCTPOUHBIX HHTEPBAIA.

2. TekcThl JOKYMEHTOB, TOATOTABINBAEMBIX K THITOTPapCKOMY U3JaHUIO,
IIEYaTAOTCS Yepe3 JIBa MEKCTPOUHBIX HHTEPBAJIA.

3. Ha3panue Buja JOKYMEHTA MeYaTacTCs MPOMUCHBIMU OYKBaMHU.

4. Ecnmu 3aronoBok K TekcTy npeBbimaer 150 3HakoB (5 cCTpok),
JIOIyCKaeTCsl TMPOJJIeBaTh €ro J0 TPaHMIBI MPaBOro TMoJisd. Toyka B KOHIIE
3aroJioBKa HE CTaBUTCS.

5. Pacmmdpoka moanucu B pekBuszure «llogmuce» medaraeTcs
Ha YpOBHE TOCJICHEH CTPOKM HAMMEHOBAHHS JOJKHOCTH C HMCIOJIb30BaHHUEM
xomOuHanuu kiaasuin Shift — Ctrl — IIpobGen Mexay nHuIManaMu u paMuInei.

6. Coznmanue, QopMaTupoBaHHE€ U BBIBOJ Ha TI€4aTh JOKYMEHTOB
NPOU3BOJIATCA HAa KOMIIBIOTEPAX C MCIOJIb30BAaHUEM TEKCTOBOI'O IMpoIleccopa
MS Word. Bueapenue 53ICKTPOHHBIX TaOJHIl, CO3JaHHBIX B TaOJIMYHBIX
nporieccopax, B AokymeHtel MS Word ne nmomyckaercs. [lomyckaercs, mpu
HEOOXOAUMOCTH, co37aHue, (opMaTUpOBAaHWE M BBIBOJ Ha IeyaTh TaOJIHIl
OCpeICTBOM TabmuHoro mpoueccopa MS Excel.

7. llpu QopmaTupoBaHUM JOKYMEHTOB 0053aT€IbHO HCIOIb3yeTCs
BKJTFOUEHHAsI KHOTIKA YTOOBI BUJIETh HA SKPaHE BCE CIY>KEOHBIE CUMBOJIBI.

8. Ilpu ¢dopmaTupoBaHuM TEKCTa TOKYMEHTOB HCIOIB3YeTCS CTHUIIb,
KOTOPBIN UMEET CIIEAYIOIINE TapaMeTpPhl:

elllpudt TimesNewRomanCyr

ePazmep 14 nyHkToB



eOtCcTyn cieBa 0 cm

cripaBa 0 cm
ellHTEpBaAN nepen 0 myHKTOB
1ocJe 0 myHKTOB

eMeXKCTPOUHBIM UHTEPBaAJl OAWHAPHBIN, [IOJYTOPHBIN
ellepBas cTpoka orctymn Ha 1,25 cm
eBripaBHUBaHNE 10 IITUPUHE
9. Ilpu popmatupoBaHuU TaOIMIl HEOOXOJUMO COOJIIOIATh CIEAYIOIINE
TpeOOBaHUS:
Tabnmuia Bcerja /ODKHA HWMETh Ha3BaHME, KOTOPOE BBIPABHHBACTCS
10 TIPABOMY ITOJTIO JIOKYMEHTA;
TabIuIa BRIPAaBHUBACTCS 110 IICHTPY JIHCTA;
3aroJIOBKU CTOJIOIIOB M CTPOK BBIPABHUBAIOTCS T10 IIEHTPY SYCHKH,
JaHHBIE B STYEWKaX TaOIHIIBl BRIPABHUBAIOTCS CBEPXY 10 JIEBOMY Kparo;
IPOOJKEHUE TaOIMIIbI Ha HOBOM JIUCTE BCETJa HAUYMHAETCS C 3aT0JIOBKOB €€
CTOJIOIIOB (WJIM HOMEPOB Tpad B cirydae, eciiu rpadbl TaOJIUIBI HA TIEPBOM JIHCTE
IPOHYMEPOBAHBI);
CTPOKH TaOJMIIBI NEPEHOCITCS. HA HOBBIM JIUCT TOKYMEHTA HUCKIIOYUTEIHHO
LIEJINKOM;
IIMpUHA M BbICOTA TaOMUIBl HE MJODKHBI IPEBBINIATH pPa3MeEphl MOJeH
JTOKYMEHTA.

10. Pa3mepsI mosieii JOKyMEHTa JTOJKHBI UMETh CIICAYIOIINE TTapaMeTpPhI:

®BEpXHEE 2,0 c™m
eHIDKHEE 2,0 c™m
®JICBOC 2,0 CM (Ha JOKyMEHTaX CpoKoM XxpaHeHwus csbime 10 set — 3,0 CM)
eIIpaBOE 1,0 cm

OT Kpast 10 KOJIOHTUTYJA:
®BEPXHETO 1,25 cm

O HIDKHETO 1,25 cm



11. ITpu NOATrOTOBKE TOKYMEHTOB UCIIONB3YIOT CIEAYIOIINE PEKBU3UTHI:

repb cyonekta Poccuiickoit denepanuu;
HAaUMEHOBaHUE N30MPATEIbHON KOMUCCHH;
HaNMEHOBaHUE JIOJDKHOCTHOTO JINIIA;
CIIPaBOYHEBIE CBEACHUS 00 OpraHu3aIvH;
HAaUMEHOBAHUE BHJIa JOKYMCHTA,

JaTa TOKyMEHTa;

PETHCTPAIMOHHBIA HOMEP IOKYMEHTA,;

CChIJIKa Ha I/ICXOIISIH_II/Iﬁ peI‘I/ICTpaI_II/IOHH]':Jﬁ HOMCp U

JaTy JOKYMEHTA;

aapecar;
rpud yTBEpKICHUS TOKYMCHTA;
3aroJIOBOK K TEKCTY JIOKYMCHTA;
yKa3aHHS 10 UCITOJIHCHHUIO JOKYMEHTA;
OTMETKa O KOHTPOJIC;

TEKCT JOKYMCHTA;

OTMETKa O HAJTUYHH MPUI0KCHHUS,
ITO/ITHCH;

rpud corracoBaHMs TIOKYMCHTA,;

BH34;

11€YaTh;

OTMETKA 00 MCIIOJHUTEIE;

UACHTH(PUKATOP SIEKTPOHHOU KOTMH JTOKYMEHTA.

12. PexBu3uThl (KpoMe TEKCTa JTOKYMEHTa M ajpecara), COCTOSIIUE

N3 HCCKOJIBKHUX CTPOK, IICYATAIOT CO CICAYIOINUMHU IIapaMCTPpaMM:

elllpudt
ePazmep

eOtcTyn

ellHTepBan

TimesNewRomanCyr

14 nyHkToB

cieBa 0 cMm
crpaBa 0 cMm
nepes 0 myHKTOB

nocJie 0 myHKTOB



eMeXKCTPOUHBIN UHTEPBAII OJMHAPHBIN
eOTCTYyn IEpBOM CTPOKHU HET

eBrIpaBHUBaHNE 10 LIEHTPY

13. PexBu3uT «Anpecary neyaTaroT CO CICIYIOIIUMH MTapaMeTpaMu:

olllpudr TimesNewRomanCyr
ePaszmep 14 nyHkTOB
eOtCcTyn cieBa 12 c™m
cripaBa 0cm
ellHTEpBaAN nepen 0 myHKTOB
rnocje 0 myHKTOB
eMeXKCTPOUHBIM UHTEPBAI OJIMHAPHBIN
eOTCTYyn NEpBOM CTPOKHU HET
eBrIpaBHUBaHNE [0 JIEBOMY Kpaw WIH UEHTPYETCs

OTHOCHUTEIBHO CaMOU I[JIPIHHOﬁ CTPOKH.

Ecnu coctaBHble 4YacTu peKBU3UTOB «Axdpecatr», «['pud yrBepx aeHus
nokymeHnta», «I'pud corjacoBaHus JOKyMeHTa», «OTMeTKa O HaJU4YUH
IPWIOKEHUS» HE YMELIAI0TCS Ha OTHOU CTPOKE, TO Pa3pbiB CTPOKU B HY’KHOM MECTE
HPOM3BOIUTCS C MIOMOIIBIO CUMBOJIA «Pa3pbIB cTpokm» (koMOuHanms kinasuin Shift

— Enter), nanpumep:

COI''TACOBAHO
[Ipencenarens komuTeTa
MMYIIECTBEHHBIX OTHOIICHUHN

Cankr-IletepOypra

A.H. IBanoB

14. Tlpu oopmiieHnH TOKYMEHTOB Ha ABYX M 0oJiee CTpaHUIaX BTOpas U
MOCITICYIOIINE CTPAHUIIBI JODKHBI OBITH TpOHyMepoBaHbl. Homepa crpanuil
MPOCTABIISAIOT TOCEPEIMHE BEPXHETO TOJA JUCTa apabckumu tudpamu 06e3

BCAKHUX 3HAKOB IIPCIITMHAH M.



Ecmu JOKYMCHT UMECT IIPUIIOKCHHUC, TO OHO IICHATACTCs C HOBOH CTpaHUIIBI.

15. JIns BISIBICHMSI M UICIIPABIICHHSI BOBMOKHBIX OLIMOOK B MPAaBOMMCAHUU
B chOpMHUPOBaHHBIX (aillax pEeKOMEHAYeTCS OCYIIECTBISTH TMPOBEPKY
JOKYMEHTOB, UCIIOJIb3YSl CUCTEMBI TIPOBEPKH MPABOTHCAHHUS.

16. Kaxxaprii TOKyMEHT CO BCEMH NPUIIOKEHUSMU K HEMY IOMENIAIoT
B OT/EJIbHBIN (Dails1 (eciau MpUIIoKEeHHs CO3[1aHbl OTHUM Mpolieccopom). BuyTpu
¢aiina cam TOKyMEHT U Kax/10€ MPUIOKEHUE TIOMEIIAOT B OTACIbHBIC pa3/eibl.

17. Bce pekBU3UTHI TOKYMEHTa OTACISIOT JIPYTr OT JApyra OJHOHM MyCTOM
CTpOKOM, oOpasyemoil cumBosioM aO3ama (9§ — kmasumma Enter). B Tekcre
HE JIOJDKHO BCTpedaTbest 0oiee IByX CUMBOJIOB a03a1ia MoApsiI.

18. He momyckaeTcst mucaTh CI0Ba C Pa3psIKO, BCTABIISS MPOOEITBI MEKITY
OyKBaMH B CJIOBax, 3a HCKIIFOUCHHEM CJIOBA «PEIIJIay B PEIICHUAX U TPOTOKOIAX
3aceaHNil  nM30uparenbHOM Komuccud. He momyckaeTcs WMCHOIb30BaHHE
npo06enoB g o0pa3oBaHus a03alHOTO OTCTYyNa (KpacHOM CTPOKM) MIIH MYCTHIX
CTpok. B Tekcre He AOMKHO BCTpedaTbes MOApsAN 0OoJjiee OJIHOTO CHUMBOJIA
npobena. Pasnenenue mnunmanoB u  damuinu, cumMBoia Ne u  yucha,
MOPSIKOBOIO HOMEpa CTaThH, YaCTH, MYyHKTA WM MOJMYHKTa MPAaBOBOTO aKTa,
quclia MeCcAIla U Ha3BaHMs MecCsIa, YUCIa TOJa U CIIOBA «TOJ», TIOOBIX YACIOBBIX
3HAUCHUN W CAMHHI] U3MEPEHHS JICJIaeTCA C WCIIOJIb30BAaHUEM HEpPa3aeIuMOro
npobena (coueranue kinasuin Shift — Ctrl — ITpo6Gen).

19. He pomyckaercs BKIIOYaTh B TEKCT JOKyMEHTa pa3eiuTelIbHbIe
JUHUHU, COCTaBJICHHBIC U3 IIEMTOYEK CUMBOJIOB (*, =, -, — ¥ JIp.).

20. He pomyckaeTcst HMCIOJNB30BAHME B PYCCKHUX CJIOBaX CXOJHBIX IO
HavepTaHuio JaTHHCKHX OYKB (A, a, B, C,C, E, e, H, K, M, O, 0,P, p, 1, X, X, y).

21. He nomyckaeTcsi HCHOJIB30BaHHE CHUMBOJIA TaOymsmuu (—) s
oOpa3zoBaHus a03alHOTO OTCTyma (KPacHOW CTPOKH) WM IYCTHIX CTPOK.
AO3anHBIA OTCTYI yCTaHaBIWBAIOT B MeHIO Dopmart/Ab3ar WM ¢ MOMOIIBIO

BEPXHET0 JBM>KKA HA TOPU3OHTAJIBHOW JINHEHKE.



22. He nomyckaeTcsi MCIOJIb30BaHHE CHUMBOJA «-» ISl 00O3HAYEHHUS
nepeHoca. BMecto Hero cieayer HMCHOJIb30BaTh CUMBOJ MATKOrO MEpeHoca
(xkomOuHarwms kiapum Ctrl — «-»).

23. Jlns HanucaHusl pUMCKUX LUQP TOMKHBI UCIOJIB30BAThCS 3arjaBHbIE
OykBbl natuHckoro andasuta (I, V, X, C, D, L, M). HUcnons3oBanue st 3TOM
I[EJIU PYCCKUX OYKB U apaOCKUX HU(P HE JOMYCKAETCH.

24. Bmecto OykBbl «E» momkHa ynoTpebnsarbes 6ykpa «E» (KpoMe HUMeH
COOCTBEHHBIX MPU HATMYUU MMOATBEPKIAIOIINUX TOKYMEHTOB).

25. PexBu3uthl «HamMeHoBaHuWe BUJA JOKYMEHTa» JIOJDKHBI OBITh
BBIPOBHEHHI 1O LeHTpY. He nomyckaeTcss HCHOIb30BaHME CHMBOJIA ab3ana ass
IpephIBaHUSl CTPOKU B MPOU3BOJILHOM MECTE, AJIsi 3TOTO CIEAYeT MPUMEHSTH

CHUMBOJI pa3pbiBa cTpokH (komOuHarwus kiasui Shift — Enter).



[Tpunoxxenune Ne 5
K NHCTPYKLIUU IO JIEJIONIPOU3BO/ICTBY B
TepputopuaibHOU H30HpaTeIbHOM KomMuccuu Ne 62

Chnucox PACCBUIKH UCXOAAIIMNX JOKYMECHTOB

Ne HaumeHoBaHue oprana . .
IHosHbIi MOYTOBBIN agpec
n/n (opranusanmu)
[Ipencenarens

TeppuropuansHoit u30UpaTenbHOM KoMuccuu No

Ucnomaurens

«

»

20 r.




CornacoBaHue NpoeKTa:

JIOJKHOCTD

(mata)
JIOJKHOCTD

(mata)
JIOJIKHOCTD

(mata)
HUcnionaurens:
JIOJKHOCTD

(mara)

[Tpunoxenne Ne 6
K NHCTPYKLIUU IO JIEIOIPOU3BOJICTBY B
TepputopuaibHOM H30HpaTeIbHON KoMuccuu Ne 62

HMHUIINAJIBI, q)aMI/IJII/IH

(moxmuce)

NMHHUIIHUAJIBbI, (I)aMI/IJ'II/ISI
(moxmuce)

HMHULINAJIbI, (1)aMI/IJII/I$I
(moxmuce)

HMHUIINAJIbI, (1)aMI/IJ'II/I5[
(moamucek)



[Ipunoxenne Ne 7
K UHCTPYKIIUHU T10 JEJIIONPOU3BOCTBY B
TepputopuaibHOU H30HpaTeIbHOM KomMuccuu Ne 62
YTBEPXIAIO
[Ipencenarens TepputopuanbHoil Komuccuu Ne 62

WHUIUANBI, (haMuTus

(noonucwv)

« » 20 I.

OTt4ert 0 pa3memieHun pemieHuit TeppuTopuajbHOl H30MpPaTEILHON
Komuccum Ne 62
caiite www.tik__ .spbik.spb.ru,
B pasaeiie «Jl0OKyMeHTBD» M pacchblIKe 110 COOTBETCTBYIOIIMM ajpecaram

3acenanne Ne OT « » roga
Ne Ne pemmienus Anpec pa3MelieHus, agpecaT PacChbUIKU Jlata
n/n THUK pa3MenieHus,
PacChUIKU
1
2
3

Hcnomaurens:




[Tpunoxenne Ne 8
K MHCTPYKIIMH TI0 JIJIONPOU3BOJICTBY B

TeppuropuaibHoii n30MpaTenbHON KOMUCCHH Ne
62

HEPEYEHD

MOJIC/KAIIMUX KOHTPOJI0 JOKYMEHTOB ¢ YKA3aHHUEM CPOKOB UCIIOJTHCHUHA

1. ®enepanbHble KOHCTUTYLMOHHBIE 3aKOHBI, (eaepaiabHble 3aKOHBI
Poccuiickon Penepanuu — COrIaCHO YKa3aHHOMY B HUX CPOKY.

2. Yxkaswl [lpesunenra Poccuiickoit denepanum — corjiacHO yka3aHHOMY B
HUX CPOKY.

3. Pacnopsixenust Ilpesunenta Poccuiickoit ®enepanuui — COTJIACHO
YKa3aHHOMY B HUX CPOKY.

4. TloctaHoBneHuUs, pacnopsiKeHUs [IpaButenbcTBa Poccuiickon
denepanuu — COrJaCHO YKa3aHHOMY B HUX CPOKY.

5. 3akonsl Cankr-Ilerepbypra — corjacHO yKa3aHHOMY B HUX CPOKY.

6. [loctanosnenust 3akoHomarenbHoro CoOpanus Cankt-Ilerepbypra —
COTJIACHO YKa3aHHOMY B HUX CPOKY.

7. TlocranoBnenust IlpaButenscrBa Cankrt-IleTepbypra —  corjacHo
YKa3aHHOMY B HUX CPOKY.

8. Pacmopsikenuss ['yoepnaropa Cankrt-IletepOypra —  COIJIaCHO
YKa3aHHOMY B HUX CPOKY.

9. INapmamentckue 3anpocsl CoBera Denepannu Denepanbroro Codpanus
Poccuiickoit deneparnuu, ['ocymapctBennorr Jymer ®enepanpHoro CobOpaHus
Poccuiickoit @enepanuy — He MoO3AHEE 4eM 4yepe3 15 KaleHaapHbIX JHEW CO JHSA
MOJYy4YEHUsI  MAPJIaMEHTCKOrO  3ampoca WIM B MHOM  YCTAHOBJICHHBIU
cooTBeTcTBYIOIIEH manaroi PenepanbHoro CoOpanusi Poccuiickoit denepauun

CPOK.



10.3anpocet unenoB Cosera ®Denepaunn Denepansuoro CoOpaHus
Poccuiickonn @enepaunu, aemnyraroB [ocymapcrBenHou J[lymbr DenepasibHOro
Cobpanust Poccuiickoii @enepannu — He o3aHee yeM uepe3 30 kaneHJapHbIX JHEH
CO JHS €ro MOJIYYCHUS WK B MHOW COTJIACOBAaHHBIM C MHUIIMATOPOM 3aMpoca CPoK.

11.06pamienust uneHoB Copeta Depneparuu DenepanbHoro CobOpaHus
Poccuiickont @®enepaunu, aenyraroB [ocymapctBeHHou [lymbr DenepanbHOro
CoGpanus Poccutickoit denepaiuu mo BOIpocam, CBSI3aHHBIM C UX JESTeIbHOCTHIO,
— Oe3omnaratenbHO (@ MpU  HEOOXOAUMOCTH TMOJYUYCHHS JTOMOJHHUTEIIHHBIX
MarepuajioB — He mno3gHee yeM uyepe3 30  KkameHAapHBIX  JHEH
CO JIHS TIOJIyYCHUSI OOpaIlleHHUS).

12.O06parenust JICTyTaTOB 3aKOHOIaTEIBLHOTO CobOpanus
Cankr-IlerepOypra — B CpOK, YCTAHOBJICHHBIA  3aKOHOAATEIbCTBOM
Canxr-IlerepOypra.

13.1Tuckma wu3 Anpmunuctpanuu Ilpesunenta Poccuiickoit ®enepanuu,
ITpaButenbctBa Poccuiickoit denepanun, Koncrurynuumonnoro Cyna Poccutickoi
Oenepannu, BepxoBHoro Cyna Poccuiickoit ®enepauuu, ['eHepanbHOU
npokypatypel Poccuiickoit ®denepanun, aamunuctpanuu ['yoepnaropa CaHKT-
[letepOypra — B COOTBETCTBHUU C YyKa3aHUSMU IO HCIOJIHEHHUIO JTOKyMEHTa
npeacenarens TeppUTOpUaIbHOM KOMHUCCHUM, €CJIM B HHUX HE YKa3aH CPOK, — HE
no3aHee yeM uepe3 30 KajneHaapHbIX THEH.

14.TIporecT mpokypopa — He 1o3aHee yeM uepe3 10 kaneHaapHbIX THEH.

15.1IpencraBienne npokypopa — He mo3aHee yeM uepe3 30 KajleHIapHBIX
JTHEH.

16.006pamienuss TpaxkaaH IO BOIpPOcaM BBIOOPOB W pedepeHAYMOB —
10 30 xajgeHAapHBIX THEW, a TOCTYNUBIINE B MEPUO U30MpATEIIbHON KaMIIaHUU —
B cooTBercTBUM ¢ @DenepanbHbiM  3aKOHOM «OO OCHOBHBIX TapaHTHUAX
n30UpaTeNbHBIX TIPAaB M TpaBa Ha ydacTue B pedepenayme rpaxman Poccuiickoit

denepanum.



17.1lepecblika oOpallleHud TpaxkaaH, COJAEPKALIUX BOIMPOCHL, PEIICHHE
KOTOPBIX HE OTHOCHUTCS K KOMIIETEHIIMH TeppUTOpHaIbHOM KOMHCCHH,
OCYIIECTBIISIETCS] B TEUEHHE CEMU KaJCHIAPHBIX THEH.

18.0O0pamienust  cpeAcTB  MaccoBoi — wHGOpMAlMM 1O  BONpOcCaM
npenocTaBieHuss MHGOpMalMd — CceMb KajeHaapHbiX JOHed. Ecimu Tpebyemble
CBEJICHUSI HE MOTYT OBITb IPEIOCTaBICHBI B YKa3aHHBIM CPOK, TO JOMYCKAeTCs
OTCpOYKa B MPEJOCTABICHUM 3alpaliuBaeMoid WHGOpPMAIMM C BpPYYECHUEM B
TPEXJHEBHBI CpPOK CO JIHSA IMOJIyYeHMs] MHCbMEHHOro 3ampoca HHGOpMalHUH
yBeZOMJIEHUsI 00 OTCPOUYKE MPEACTABUTENIO PEJAKIIMHM, B KOTOPOM YKa3bIBAIOTC
OpUYMHA OTCPOYKM, JaTa, K KOTOpoM OyaeT mperocTaBieHa 3ampalinBaeMast
uHpopMaIKs, TOJPKHOCTHOE JIMIO, YCTAHOBHUBIIEE OTCPOYKY, JlaTa MNPUHATHUA
pelieHust 00 OTCPOUKe.

19.3anpoc rocygapcTBeHHOro opraHa, opraHa MECTHOTO CaMOYIpPaBJICHUS
WIK JIOJDKHOCTHOTO JIMIAa, PAacCMaTpUBAIONIET0 OOpalleHue TIpakJaHuHa,
JOKYMEHTBl W MaTepuasbl, HEOOXOJUMBIE Ui pPacCMOTpEHHUs oOpalleHus,
OpPEJOCTAaBISIOTCS B TeYeHHe 15 JHell, 3a UCKIIOYEHHEM JIOKyMEHTOB W
MaTepUaloB, B KOTOPBIX COJIEPIKATCS CBEACHMSI, COCTABIIAIONINE TOCYIapCTBEHHYIO
WIN WHYIO OXpaHsIeMyo (eiepaibHbIM 3aKOHOM TalHY, U 1JI1 KOTOPBIX YCTAHOBIIEH

0COOBIH TTOPSIIOK TIPETOCTABIICHHUS.



[punoxenne Ne 9

K MHCTPYKLUH I10 JEJIONIPOU3BOJICTBY B
TeppuropuanbHoii n30MpaTenbHON KOMUCCHH Ne

62

YTBEPXAIO

[Ipencenarens TeppuropuanbHOit
n3bupareabHOi Komuccuu Ne 62

pacimppoBKa HOMITUCH

noAaIrCh
20 T
HOMEHKJIATYPA JEJI
TeppuTopuajibHoii u30upaTebHOI Komuccun Ne 62 na 20 rox
Wizexe Kon-Bo Cpok xpaHeHus jerna
eia 3arooBok nena nen (TOMOB, (Toma, yacTu) [Ipumeuanue
A (Toma, qacth) qacreil) u Ne crareii 110 IepevHio
1 2 3 4 5
Ha3zBanue pazgena
HauMeHnoBanune nOKHOCTH COCTAaBUTEIA IMoamuce Pacmudposka
HOMEHKJIATYphI MOJAINUCH
Hara
COI'NTACOBAHO COTI'JTACOBAHO
Cekperapp Cankt-IlerepOyprckoit

[Ipotokon DK

OoT

No

H36I/IpaTCHBHOﬁ KOMHCCHU

Tloanuce

paciuudpoBKa MOAMUCH



[Iponomxenne mpunoxenus Ne 9

Wrorosas 3amucek 0 KaTeropusix U KOJIMYECTBE /1€, 3aBEACHHBIX B rozy B
TepputopuanbHoit uzdbupatenbHoil komuccun Ne 15

B ToM uucie

ITo cpokam xpaHeHus Bcero HepeXOIIIX C OTMETKOM
«IIK»
1 2 3 4
[TocrostHHOTO

Bpewmennoro (cBbie 10 ser)

Bpemennoro (10 10 i€t BKIIOUUTENBHO)

HUTOI'O:

HaunmeHnoBaHue TOJKHOCTH COCTaBUTEIIA [Tonnuce Pacmudposka
HOMEHKJIATypbl MOJIMTUCH

Hara




[punoxenne Ne 10
K MHCTPYKLUH I10 JEJIONIPOU3BOJICTBY B
TeppuropuanbHoii n30MpaTenbHON KOMUCCHH Ne

62
TeppuropuansHas komuccust Ne 62 YTBEPXJIAIO
OINCE N [Ipencenarens
N Tepputopuanbroit komuccuu Ne 62
JIe] TOCTOSIHHOTO XPaHEHUS
3a TOJ IToxmucek Pacnmdporka noamucu
Hara
No HNupexc Kpaithue | Kon-Bo
3aroJioBOK neia [Tpumeuanue

/1 nena ATkl JINCTOB

1 2 3 4 5 6

B nanHBII pa3nen onucy BHECEHO

(yupppamu u nponucwvio)

c Ne mo Ne , B TOM 9HCJIE:
JUTEpHBIC HOMEpa:

MPOMYIIEHHBIE HOMEpa:

HanmeHoBaHUe JTOJDKHOCTH COCTaBUTEIIS IMoamuce Pacmudposka moanucu

OITKUCH

Hara
COI'NTACOBAHO
IIporokon OK
oT Ne

YTBEPXIEHO
IIporoxkon LleHTpanbHON SKCIIEPTHO-
IIPOBEPOYHON METOIUYECKON KOMUCCUU
ApxusHoro komurera Cankr-IletepOypra

oT Ne




[Ipunoxenne Ne 11

K MHCTPYKLHH I10 JEJIONIPOU3BOJICTBY B
TeppuropuanbHoii n30MpaTenbHON KOMUCCHH Ne

TeppuropuanpHas komuccus Ne 62

OITUCDH Ne

nen BpemeHHoro (10 siet u OoJsiee) XpaHeHUs

62

YTBEPXJAIO

[Ipencenarens
TeppuropuanbHoi komuccuu Ne 62

3a TOJ [Tonmuck Pacnmdporka noamucu
Hara
Ne WNHunekc Kpaiitane | Kox-Bo Cpok
3arosoBOK Jena [Ipumeuyanue
n/m Jena JIaThl JINCTOB XpaHCHUS
1 2 3 4 5 6 7
B nanubIi paznen onucu BHECEHO
(yuppamu u nponucwvio)
c Ne mo Ne , B TOM 9HCJIE:
JINTEpHbIE HOMEPA:
MPONYILIEHHbIE HOMEpA:
HaunmenoBaHne JODKHOCTH COCTABUTEIS Iloanuce Pacmudposka nmoanucu
OITHCH
ara

COI'NTACOBAHO
IIporokon OK

oT Ne

COT'JIACOBAHO
Cexkperapb Cankr-IlerepOyprekoit
n30MpaTeIbHON KOMUCCHH

®.1N.0.




TeppuropuanpHas komuccus Ne62

OIIUCDb Ne

€] 110 JINYHOMY COCTaBy

[punoxenne Ne 12
K MHCTPYKLHH I10 JEJIONPOU3BOICTBY B
TeppuropuaibHoii n30MpaTenbHON KOMUCCHH Ne

62

YTBEPXAIO

[Ipencenarens
Teppuropuanbuoit komuccuu Ne 62

3a TOJ [Monmnuck Pacnmgporka nogmucu
Hara
Ne WNHunekc Kpaiitane | Kox-Bo Cpok
3arosoBOK Jena [Ipumeyanue
n/m nena JIaThI JIMCTOB XpaHEHUS
1 2 3 4 5 6 7
B nanHBII pa3nen onucy BHECEHO
(yughpamu u nponucwio)
¢ Ne mo Ne , B TOM 9HCJIE:
JIMTEPHBIE HOMEpA!
MIPOIYIICHHBIE HOMEpA:
HanmenoBanue 10KHOCTH COCTaBUTENS ITonmuce PacmugpoBka noanucu
OIIUCHU
Hara
COI'NTACOBAHO COT'JIACOBAHO
IIporokon OK IIporoxkon LleHTpanbHON SKCIIEPTHO-
IIPOBEPOYHON METOUYECKON KOMUCCUU
ApxusHoro komurera Cankr-IletepOypra
oT Ne OT Ne




[punoxenne Ne 13
K MHCTPYKLUH I10 JEJIONIPOU3BOJICTBY B
TeppuropuanbHoii n30MpaTenbHON KOMUCCHH Ne

62
YTBEPXAO
TeppuropuanpHas komuccus Ne 62 a
AKT
[Ipencenarens
Ne Tepputopuaibaoit komuccuu Ne 62
(mecmo cocmaesnenust) TIO/ITINCh Pacmmdposka
IOAIIMCHU
Jlara
O BblJI€/IEHUN K YHHUYTOKEHUIO JOKYMEHTOB,
He MOJIeKANUX XPAHEHHU IO
Ha ocnoBanmu IlepeyHss THUMOBBIX  YHOPaBIECHYECKUX APXUBHBIX  JOKYMEHTOB,

oOpa3yomuxcsi B Ipolecce NEsITeNbHOCTH TOCYIapCTBEHHBIX OpPraHoOB, OpPraHOB MECTHOTO
CaMOYNpaBJICHHs] M OpraHu3aldil, ¢ yKa3aHUEM CpPOKOB XPaHEHHUS] W HOMEHKJATYpbl el
TeppuropuanbHO H30UpaTeTbHON KOMICCHH Ne 62 0TOOpaHbl K YHUYTOXKEHUIO KaK HE MMEIOIINe
HAyYHO-UCTOPUYECKOU [IEHHOCTU Y YTPATUBIINE MPAKTUYECKOE 3HAUCHUE JOKYMEHTHI.

3aroJIoBOK neia HNunexc nema mo
N N Cpoku XpaHeHUs
No WJIY TPYIIIOBOM Kpaitnue HOMEHKJIAType Kou-Bo . | Ilpume-
U HOMepa crarei
n/m 3aroJIoBOK JaThl WM HOMeEp Jena el. Xp. YaHue
IO MEPEYHIO
JIOKYMEHTOB 10 OITUCH
1 2 3 4 5 6 7
HUroro: ell. Xp. 3a rOJIBI

(yuppamu u nponucwio)

OmnucH e NOCTOSTHHOTO XPaHEeHUS 3a TOJIbl YTBEPXKICHBI, 110 INUHOMY COCTaBY
cornacoBanbel ¢ DK Cankr-IletepOyprekoit u3dbupaTenbHON KOMHCCUN

(IpoTOKOI OT « » T. No )

(HaumeHo8aKue OOIHCHOCTIU TUYA, NPOBOOUBLULE20 IKCNEPMU3)Y YEHHOCHU OOKYMEHMO8)

(noonucw) (unuyuansl, amunus)

ara



[Tponomxenue npuioxxenus Ne 14

COI''TACOBAHO COI''TACOBAHO
[IpoToxon DK Cexkperapp Cankr-IlerepOyprekoit
n30upaTeIbHON KOMUCCUU
or Ne ©.1.0.
JIOKyMEHTBI B KOJTUYECTBE JIeJT, TOMOB
BECOM KT C/IaHbI B

(HaumeHoBaKUe Op2aHU3AYUL)

Ha nepepaboTKy MO MPUEMOCIATOYHON HAKIIATHOW OT No
(0oama)

HammenoBanue JOJDKHOCTH JIMIIa,
CAaBIICTO JOKYMCHTEIL

JlaTa Tloonucwe Pacuugpposra noonucu

HUsmenenus B YUY€THBIC JOKYMCHTbBI BHECCCHBIL

HaumenoBanue 1OJDKHOCTH JILIA ,
BHECIIIETO N3MEHEHHUS B YYCTHBIC
JTIOKYMEHTBI

JlaTa Tloonucwe Pacuugpposra noonucu



[Ipunoxenue Ne 14
K NHCTPYKLUU IO JIEJIOIPOU3BO/ICTBY B

TeppuropuanbHoii n30MpaTenbHON KOMUCCHH Ne

62
Teppuropuanshas uzdbupatenbHas komuccus Ne 62
YTBEPXAKO
AKT [Ipencenarens
20 r. Ne TeppuropuanbHoil U30UpaTeabHOM

komuccuu Ne 62

MeECTO COCTaBJICHUA

TTOJIINCh pacimppoBKa MOIMHCH
00 YHUYUITOKCHUH JOKYMECHTOB
C OrpaHH4Y€HHBIM CPOKOM JaTta
XpaHECHUSA
(IMH, 1 rox, 3 rona, 5 ner)
Ha ocHoBanuu Ilepeuns TUMOBBIX  YIPABJICHYCCKMX aPXUBHBIX JOKYMEHTOB,

o0OpasyloImuxcsd B IPOLECCe JEATEIbHOCTH TOCYJapCTBEHHBIX OpPraHOB, OPraHOB MECTHOTO
CaMOYIIPaBJICHUs W OpraHU3alHi, C YKa3aHUEM CPOKOB XpPaHEHHMs W HOMEHKJIATyphl JAell
Tepputopuanbroii u3duparenbHoi komruccrun Ne 62 0ToOpaHbl K YHUUTOXKEHUIO KaK HE UMEIoIne

HayYHO-MCTOPUYECKOM LIEHHOCTH U YTPATUBILKE MPAKTUUECKOE 3HAYCHHUE JOKYMEHTBHI.

3aroyoBoK Jeja Hunexc nena mo -

Ne 17001 ncleoﬁ Kpaitaue HOf/IeHKiaT e Kor-wo Cpoxu xpanemi [Tpume-

N Py p MY €. Xp. 1 HOMEpa cTaTeit P
w/n 3aroJIOBOK JaThl WM HOMEDP A€iia YaHHue

(7McToB) 10 IIEPEYHIO
JOKYMCEHTOB I10 OIIMCH

1 2 3 4 5 6 7

Hroro en.xp. (TUCTOB) 3a roja

(1),

(undpamu, TPONKCHIO)
Becom KI' CJIaHbI B Ha
(HanMeHOBaHNE OPTaHU3AIIIH)
nepepaboTKy Mo MPHUEMO-CAATOYHON HAKIIaTHOU OT Ne

(I/IJ'II/I YHUUTOKCHEI ITYTEM U3MCIIbUCHUA (I_HpeI[I/IPOBaHI/IH) Ha CIICHUAJIM3UPOBAHHOM

o0opynoBaHuU 0e3 BO3MOXXHOCTH BOCCTAHOBJICHUS ).
Jara BpEMsL
COI'NTACOBAHO COT'JIACOBAHO
IIporokon OK Cexkperapb Cankr-IlerepOyprekoit
n30MpaTeIbHON KOMUCCHH

®.1.0.

oT Ne




[Ipunoxenue Ne 15

K MHCTPYKLUH I10 JEJIONIPOU3BOJICTBY B
TeppuropuanbHoii n30MpaTenbHON KOMUCCHH Ne

62
BHYTPEHHSS OIIUCH
JOKYMEHTOB J1ej1a Ne
No HNupexc Hara Howmepa
3aroyioBOK JIOKyMEHTa [Tpumeuanue
I/ | JOKyMEHTa | JOKyMEHTa JIMCTOB eI
1 2 3 4 5 6

Hroro: JIOKYMEHTOB

(undpamu 1 TPONKCHIO)

KonndecTBo TMCTOB BHYTPEHHEHW OMUCH

(umdpamu 1 TPONKCHIO)

HaumenoBanue J0DKHOCTH Jmna,
COCTaBUBUICTO BHYTPCHHIOIO OIIUCH
JAOKYMCHTOB JI€Jia

Ionnuce

Hara

Pacuudposka nonmicu

[Tpunoxenue Ne 16
K MHCTPYKLIUU 10 AEJIONPOU3BOJICTBY B




TeppuropuanbHoii n30MpaTenbHON KOMUCCHH Ne

62
JIMCT-3ABEPUTEJIb JIEJIA Ne
B neno noammro u npoHyMepoBaHO JIUCTOB(Q),
(tmdpamu 1 IPOITUCHIO)

B TOM YHCIIE:
JIMUTEpPHBIE HOMEPA JINCTOB
MIPOIYIIEHHbIE HOMEPA JIHCTOB
+ JIMCTOB BHYTPEHHEN OIIUCHU

Oco0eHHOCTH (PU3HUECKOTO COCTOSIHUS U Howmepa

dhopmupoBaHus Aena JIUCTOB
1 2
HauMeHnoBanue nomKHOCTH
IMoamnuce PacumdpoBka nmoamnucu

Hara



[punoxenue Ne 17
K NHCTPYKLUU IO JIEJIOIPOU3BO/ICTBY B

TeppuropuanbHoii n30MpaTenbHON KOMUCCHH Ne
62

TEPPUTOPUAJIBHAS U3BUPATEJIBHAS KOMUCCHUS Ne 62
CAHKT- IIETEPBYPT

JEJIO Ne

(3a2on060k Oena, mom oena)

(kpatinue damot)

Ha  gmer
D. Ne
Orn. Ne
A Ne

XpaHUTh



YTBEPXIAIO
[Ipencenarens
TeppuropuabHON
n3buparenbHOi KoMuccuu Ne62

IIOAITHUCH pacmn(prBKa TIOAITHUCH

[Tpunoxenne Ne 18
K MHCTPYKIIUH TI0 JICJIONPOU3BOJICTBY B

TeppuropuanbHoii n30MpaTenbHON KOMUCCHH Ne
62

YTBEPX/JIAIO
[Ipencenarens
Cankr-IlerepOypreckoit
n30upaTeIbHON KOMUCCUU

TIOATINCH PacIIu(pOBKa MOAICH

[ara [Teuats Hara [Teuatp
AKT Ne
npuemMa-nepeaavu
ApXUBHbIX IOKYMEHTOB Ha
XpaHeHue
(ocHosanue nepeoayu)
(nazeanue nepedasaemozo ponoa)
TeppuropuaabHas u3dupareabHas KOMHCCHUA Ne 62 B e
choana, a
JomkHOCTD, (haMHIIHsl, HHUIHATIBI
Cankr-IlerepOyprckas u3dupareabHas KOMMCCHS B T

JomkHOCTD, (haMUIIHsl, THUIHAIIBI

IIpHUHAJIa IOKYMCHTBI Ha3BaHHOTI'O (1)0H,Z[a " CIIPAaBOYHOI'O MaT€puajlia K HHUM:

Ne /it HaszBanue, HoMmep onucu KosuecTBo KomnuectBo | Ilpumeuanue
9K3EMILIAPOB el. Xp.
OTHUCH
1 2 3 4 5
Hroro npunsTo el.Xp.

[lepenauy npoussenu:
JIOJKHOCTB ITonnuce PacindpoBka  JomxHOCTD [Tonmucs  PacmmgpoBka
[ara Jara

®oHy nmpucBoeH Ne

W3MmeHeHus B y4eTHBIE JOKYMEHTBI BHECEHBI
JIOJKHOCTB ITonmnuce Pacmugposka

Jara



[Mpunoxenne Ne 19
K NHCTPYKLMU IO JIEJIONIPOU3BOJICTBY B
TepputopuaiibHOU H30HpaTeIbHON KomMuccuu Ne 62

dDopmMa perucTpauoOHHOIO0 ’KYPHAJIA BXOAAIUX JOKYMEHTOB

Hata Peructpa | Koppecnt | Homep wu | Conepx | Pesomo | Ucnon | Cpok | Otrmer | Hom

moJyde HI/IOHHI)II\/JI OHIACHT Jara aHHue oA HUTCJIb | UCIIOJI Ka 00 cp

HUS HOMED JOKYMEHT HEHHs | UCTIOJN | Aera
a HCEHUU

®DopMa perucTpauOHHOIO KYPHAJIA HCXOAALINX JOKYMEHTOB

Jara Perncrpanmonn | Axgpeca | Kparkoe Kto Hcnonnute | Homep
OTIPABJICH | BI HOMEP T COJepXaH | MOAIHKCA | Jb Jena c
ust ue 1 KOTIHEN
JTOKYMEHTA JIOKYMEHTA | JOKyMEH HCXOAIIE
T ro
JIOKYMEHTa




