TEPPUTOPUAJIBHAS U3BBUPATEJIBHASA KOMMUHCCHA Ne 62

CAHKT- IIETEPBYPT

PEIIEHMUE
04.08.2026 Ne 11-7

OO0 MHCTPYKIUH 110 AeJI0NPOU3BOACTBY
B TeppuropuajbHoi H30MpaTebHOH KoMuccHuu Ne 62

B coorBerctBun c pemenuem Cankrt-lleTepOyprckoid m3OuparenbHOU
komuccun ot  31.07.2026 Ne 188-10 «O TwumoBoW HHCTPYKUMH IO
JIEJIONPOU3BOJICTBY B TEPPUTOPUAILHOM H30MparenbHOl kKomuccuu B CaHKT-
[TerepOypre», TepputopuanbHas nzdupatenbHas komuccus Ne 62 pemmia:

l. [Ipu3HaTe  yTpaTUBIIMM  CWIy  pemieHue  TeppuropuanbHOi
n3buparenbHoil komuccuu Ne 62 ot 25.06.2020 Ne 2-4 «OO0 HMHCTPYKUUU TI0
Je0Npon3BOCTBY B TepputopuanbHoil n3dbuparenbHoit komuccuu Ne 62

2. YTBEpAUTh UHCTPYKIHIO 1O JIETONPOU3BOJACTBY B TeppuTOopranbHON
n30upatenbHoi kKomuccur No 62 corjacHO TMPUJIOKEHUI0O K HACTOAIEMY
PELICHHUIO.

3. Pa3smecTuThs Hacrosiniee pemieHHMe Ha  OQUUMAIBHOM  calTe
TepputopuanbHoii U30upaTenbHON KoMuccuu Ne 62 B cetu IHTEpHET.
4. KoHTpoJsib 32 MCHOJHEHUWEM HACTOAIIETO PEIICHUS BO3JIOXKUTH Ha

npeacenatens TepputopuanbHOl u3OUpatenbHOM kKomuccuu Ne 62 Kamikaposa
10.0.

[Ipencenarens TeppuropuanbHOU
n30upaTenbHo kKomuccuu Ne 62 10.®. Kamkapos

Cexperapp TepputopuaibHOl
n3ouparenbHOM Komuccuu Ne 62 AM. Knémmn



IIpunoxxeHue K peneHuIo
TeppuropraibHON N30UpaATETHHOM
komuccun Ne 62
ot 04.08.2026 Ne 11-7

YTBEPXJIEHA peuienuem
TepputopuanbHON H30UpATETHLHOM
komuccun Ne 62
ot 04.08.2026 No 11-7

THUIIOBAA HHCTPYKIUA _
IO AEJIONPOU3BOACTBY B TEPPUTOPUAJIBHON
N3BUPATEJIBHOU KOMUCCHUMU B CAHKT-IIETEPBYPI'E

1. O01mme MoJI0KeHusA

1.1. MuCTpYKIIMSA o JEJI0NIPOU3BOACTBY B TeppuropranbsHOU
n3zbuparenbHol komuccuu Ne 62 (nanee — MHCTpyKUMsI) yCTaHABIMBAET MOPSIIOK
paboThl C JOKYMEHTaMH, OCHOBHbIE IMpaBWJa UX MOATOTOBKA U OQPOPMIIECHUS
B TeppuropuanbHoil n3duparensHoil komuccuu Ne 62 (nanee — TeppuTOpHaIbHAS
KOMHUCCHS).

TepputopuanbHas KOMHUCCHS BIIpaBe YTBEPK1aTh TUIIOBBIE
W/WIM  TIPUMEpPHbIE HMHCTPYKUUH TIO0 JEJIONPOM3BOACTBY JUISI  YyYaCTKOBBIX
n30MpaTeNbHBIX KOMUCCUH.

1.2. UncTpykums pa3paboTaHa Ha OCHOBaHUU (perepanbHbIX 3aKOHOB
ot 12 urons 2002 roga Ne 67-®3 «O6 0OCHOBHBIX TapaHTUSIX U30UPATEIBHBIX MPAB
W TpaBa Ha yudactue B pedepenayme rpaxaaH Poccuiickoit ®Denepauun
(manee — @enepalibHBI 3aKOH 00 OCHOBHBIX TapaHTHSIX HM30MpaTeIbHBIX MpaB),
or 22 okxta6ps 2004 roma Ne 125-®3 «O6 apxuBHoM pnene B Poccuiickoit
deneparuny, 3akoHoB CankT-IleTepOypra, IOCTaHOBIECHUN U UHBIX HOPMATHUBHBIX
aktoB LleHTpanbpHOM M30UpaTenpbHON Komuccuu Poccuiickont denepanuu (nanee —
UK Poccun), Cankr-IlerepOyprckoii n3dupaTenbHOH KOMHCCHM, pPErJIaMeHTa
TEPPUTOPUAIIBHOM  KOMHCCHH, C MCIOJb30BaHMEM MpuKa3zoB Pocapxupa
or 22 mas 2019 roma Ne 71 «OO6 ytBepxkaenuu IlpaBun gemonpous3BoaCTBa

B rocyaapCTBCHHBIX opraHax, opraHax MECTHOTO CaMOYIIPaBJICHUS,



or 25 nekabps 2020 roma Ne 199 «OO6 ytBepxknenuun MeToauueckux
peKoMeHJauuMii 1o pa3paboTKe  MHCTPYKIMH MO  JIEJONpPOU3BOJICTBY
B TOCYJAapCTBEHHBIX  OpraHax, OpraHax MECTHOIO  CaMOYNPAaBIICHUS,
ot 31 urons 2023 roga Ne 77 «O6 yrBepxkaenuu [IpaBun opranuzanuu XpaHeHus,
KOMILJIEKTOBAHUSI, y4€Ta U HCIOJb30BaHUS JOKYMEHTOB ApxXuBHOro (oHaa
Poccniickonn denepanynu U IPYyTUX APXUBHBIX JTOKYMEHTOB B T'OCYIAapCTBEHHBIX
opraHax, OpraHax MECTHOTO  CaMOYMNpaBJIE€HUS W  OpPraHU3ALMIXY,
I'OCT P 7.0.97-2025 «Haumonanenblii ctanaapt Poccuiickoit  ®enepanumu.
Cucrema crtaHmapToB 10 uH(pOpMAIUK, OWUOIMOTEYHOMY W HM3IATEIHCKOMY
neny.  OpraHu3allMOHHO-paclopsiAMTENbHAs — JIOKyMeHTauusa.  TpeOoBaHus
K odopmienuto aokymeHtoB», ['OCT P 7.0.8-2025 «HauuoHanbHbI CcTaHAApPT
Poccuiickoii denepannn. Cucrema cranaapToB 10 HHGoOpMaluu, OMOINOTEYHOMY
U W3JaTeIbCKOMY Jeily. JIenonmpous3BOACTBO W ApXUBHOE Je10. TepMHHBI
U ONIPEJECICHUS.

PabGora ¢ pokymMeHTaMu, colep)KallUMH HH(POPMAIUI0 OTrPaHUYEHHOTO
pacnupoCTpaHEHUsl, OCYIIECTBISIETCSI B  COOTBETCTBUM €  IIOCTAHOBJIEHUEM
[IpaButensctBa Poccuiickoit ®enepanuun ot 03 Hos0ps 1994 roma Ne 1233
«O06 ytBepxkacHun IlomoxxeHuss o TOpsAAKEe OOpalleHHs €O  CIyKEOHOM
uH(popManer OrpaHMYEHHOTO PACIPOCTPAHEHHS B (eaepaibHbIX OpraHax
VICIIOJIHUTEJIEHOM BJIACTH, YIIOJJHOMOYEHHOM OPraHe yIpaBJIEHUs UCIOJIb30BaHUEM
aTOMHOW HEPrUU U YMOJIHOMOYEHHOM OpraHe M0 KOCMHYECKOW AESITeNIbHOCTHY,
32 HCKJIIOYEHHEM JIOKYMEHTOB, COJAEpXalluX CBEeACHHs 00 u30uparesx,
y4acTHHKax pedepeHayma, oOpamarmmuxcs B pamMkax (QYHKIHOHUPOBAHUS
['ocynapcTBeHHOM cHCTeMBbI peructpanuu (ydera) wus0uparesnei, y4aCTHUKOB
pedepennyma B Poccutickoit denepanym.

1.3. [Tonoxenust UHCTpyKUMK pacIpOCTPaHAIOTCS HAa OpraHU3aluIo padoThI
C JIOKYMEHTaMH HE3aBUCHUMO OT BHJIa HOCHUTEIIA, B TOM YHCII€ C 3JIEKTPOHHBIMU
JOKYMEHTaMH, BKIIOYasl TOJATOTOBKY, PErMCTPaLAI0, MPOXOKIEHUE, XPaHEHUE

H UCIIOJIb30BAHHUC NTOKYMCHTOB.



[Tonoxxenns MHCTpYKIIMM HE PaclpOCTPaAHSIOTCS HAa OPraHU3alUi0 paboThI
C JOKYMEHTaMH, COAEPKAIIMMH CBEJECHHUS, COCTABIIIOIIME TOCYIAPCTBEHHYIO
TalHy.

TpeboBanus WHcTpykiun Kk pabore ¢ (UHAHCOBOW, B TOM YHCIIE
OyXTaJlTepcKOl JOKYMEHTAllMel paclpoCTPaHSIOTCS Ha JaHHBIE JIOKYMEHTBI
B YacTH OOLIMX MPUHIUIOB PaOOTHl C HUMH, a TAKKE OPraHU3alUU TEKYIIETO
XpaHEHUsI JOKYMEHTOB M IOJTOTOBKM WX K IEpeJaye Ha apXMBHOE XpPaHECHHUE,
C yd4eroM ocoOeHHOcTeH OIOKETHOTO  3aKOHOJATeNbCTBA,  HACTOAMICH
WNuctpykuuu, nabix HopMatuBHBIX akToB LUK Poccum, Cankr-lletepOyprekoi
n30UpaTeabHON KOMUCCUH, TEPPUTOPUATBHON KOMUCCHH.

PaboTa ¢ gJOKyMeHTaMHu 1O OpraHU3alyy 3aKylOK TOBapoB, pabOT U yCIIyT
ocyuecTBisiercs ¢ ydetom @DexnepanbHoro 3akoHa ot 5 ampens 2013 rona
No 44-d3 «O koHTpakTHOM cucTeMe B c(epe 3aKymnmok TOBapoB, pabOT, yciayr
JUIsl o0ecreyeHus rocyJapCTBEHHBIX W MYHUIMINAIBHBIX HYX11». OcoOeHHOCTH
OpraHu3alMi JOKYMEHTOOOOpOTa, OTHOCAILIETOCS K OpraHu3alud 3aKyIloK
TOBapoOB, padOT U yCIIyT, PaBHJIia MOATOTOBKH U OPOPMIIEHUSI TAKMX IOKYMEHTOB,
a TaKKe NOpANOK pabOTbl C HUMHU MOTYT JOIOJHHUTEIBHO YCTaHABIMBATHCS
COOTBETCTBYIOLLIUMU HOPMaTHUBHBIMU aKTamu MK Poccun,
Cankrt-IletepOyprckoit n30uparenbHOM KOMHUCCUU, TEPPUTOPHUATLHON KOMMCCHH,
MpUKa3aMu NpeiceIaTeliss TEPPUTOPUATbHON KOMUCCHH.

1.4. IIpaBuia noAroTOBKM U OPOPMIIEHUSI TOKYMEHTOB M MOPSAJIOK padOThI
C HHUMH, TpenycMoTpeHHble WHCTpykuuen, o0s3aTebHbl Il YJICHOB
TEPPUTOPUAIIBHOM KOMHUCCHU U TOCYIJAPCTBEHHBIX TPAXKIAHCKUX CITyKAIIUX
anmnapara TEppUTOPUAIBHON KOMHUCCHUU (Jlajiee — rpakJIaHCKue CIy>Kalllue) U JuL,
3aMEIIAOMIMNX JOJDKHOCTH, HE SBISIOIIMAECS JOHKHOCTSAMH TIOCYIapCTBEHHON
TPKIAHCKON CITyKOBbI, a TaKXKe JIHI, TPUBIEKAEMBIX M0 TPAXKITAHCKO-TIPABOBBIM
JIOTOBOPAM.

1.5. Benenue JEJIONTPOU3BOACTBA TEPPUTOPUAIIBHOMN KOMUCCHU
OCYUIECTBJISIET MpeAceaaresib TePPUTOPUATBHON KOMHUCCHM WM TPaKIaHCKHMA

CIyXalllil anmapara TEPPUTOPHAIBHOM KOMHUCCHM, Ha KOTOPOIO BO3JIOKEHA



GyHKIUS BeOEHUS JENONPOU3BOACTBA B COOTBETCTBUU C JOJKHOCTHBIM
periiaMmeHToM (jasiee — paOOTHUK — amnmapaTra, OTBETCTBEHHBIA 3a  BEJICHHE
JIEJIOTPOU3BOICTBA).

1.6. PaboTHUKM  ammapaTa,  [OCTYIMBIIME HAa  TOCYJAapCTBEHHYIO
rpaxaaHckyto ciayxk0y Cankr-IlerepOypra B anmapaT TeppUTOpPHATBHOU
KOMHUCCHH, TMOO HA JTOJKHOCTH, HE SIBIISIOIIHMECS JOHKHOCTAMH IOCY1apCTBEHHON
IPKIAHCKOM CIIyKObl, a TakKe TpakKJaHe, IMPHUBIEKAEMbIe MO T'PaKIAHCKO-
IIPaBOBBIM JOTOBOpPaM, JIOJDKHBI OBITh O3HAKOMJIEHBI MOJ MOIIUCH C TEKCTOM
NHcTpykuuun ~ paOOTHUKOM — ammapara,  OTBETCTBEHHBIM 32  BEJICHHUE
JEJIOIPOU3BOCTBA.

1.7.B cinydae yxoga B OTHYCK, BbI€3la B KOMaHJIUPOBKY, OOJIE3HHU,
YBOJIBHEHUSI ~ MCIOJHUTENS  JIOKYMEHTOB  HEHCIIOJIHEHHBIE  JOKYMEHTBI
10 MTOPYYEHUIO IIpeIceIaTesl TEPPUTOPUATIBHON KOMUCCHH MIEPENAOTCA JPYTOMY
VICTIOJIHUTEITIO.

1.8. Jlemonpon3BoACTBO B TEPPUTOPUATIBHONM KOMHUCCHU OCYIIECTBIIAECTCS
CpPEICTBAMHM  MOJCHCTEMBI JIOKYMEHTOOOOpOTa M  yNpaBiieHUus IU(POBBIM
KOHTEHTOM ['0CynapCTBEHHOM aBTOMAaTH3MPOBAaHHOM cuCTeMbl Poccuiickon
deneparun «Beibope»  (mamee — [1J]), a Takke C HCIOIB30BAaHUEM JPYTHUX
PErHCTPAllMOHHO-YYETHBIX (opM  (KapTOUYHOM WM KYPHAJbHOM CHCTEMBI
perucTpanuu JOKyMEHTOB).

Pabota B IIJ] MOXET OCYLIECTBIATHCA KaK B 3aKPBITOM KOHTYpE, JOCTYM
K KOTOPOMY 4YJ€HaM TEpPUTOPUAIbHOM KOMHUCCHMM M paOOTHHKaM armapara
TEPPUTOPUAIIBHON KOMMCCHUM IIPEIOCTABISAETCS B COOTBETCTBHMM C IPHUKA30M
npejacenaress TEPPUTOPUATIBHON KOMHUCCHH, TaK U B OTKPBITOM KOHTYpE, AOCTYM
K KOTOpOMY IPENOCTABISIETC B COOTBETCTBUM C pacnopsbkeHueM IIpencenarens
MUK Poccun, nHopmatuBHbiMH akTamMu CaskT-lIleTepOyprckoit m3OupaTenbHON
komuccuu 1o cornacopanuto ¢ I{AK Poccun.

B 3akppiToM KOHTYype mpemaycMoTpeHa oOpaboTKa MEepCOHANbHBIX JTAHHBIX
Y MHOM KOH(UAEHIIMaTbHON HHpOpMAITUH.

JloxyMeHnThl, conepxaiuecs B 1], MoryT ObITh MOAMKMCAHBI JIEKTPOHHON



MNOJAMKUCHIO JOJHKHOCTHOT'O JIUIIA.

PaGota ¢ [OKyMeHTaMH TEppPUTOPUATBHOM KOMHCCHU OCHOBBIBAETCA
Ha IPUHIIUIE OJHOKPATHOW PErucTpaluy JOKyMEHTA.

1.9. UHCTpYyKIIMT W WU3MEHEHUS B HEE YTBEPKIAKOTCS  PELICHHEM
TEPPUTOPUAIBHOM KOMHUCCUHM Tiociie coryiacoBanust ¢ Caskt-IletepOyprekoit
n30UpaTeabHON KOMUCCHUEH.

1.10. B MHCTpyKIIMHU UCTIONB3YIOTCS CIAEAYIOLIME TEPMUHBI U ONIPEACIICHUS:

OJJaHK JOKYMEHTa;, OJJICKTPOHHBIM 1a0JoH OJlaHKa JOKYMEHTA — JIUCT
OyMaru WM OSJIEKTPOHHBIA IIA0JOH C PEKBU3UTAMH, HICHTUPUIUPYIOUTUMH
aBTOpa O(PULIMATIBHOTO JOKYMEHTA, PACIIOJIOKEHHBIMU B OIIPEJICTICHHOM HOPSIKE;

BHYTPEHHHMM OKYMEHT — JOKYMEHT, IMOATOTOBJICHHBIA B TEPPUTOPUAIBHON
KOMUCCHH, HE BBIXOAIINM 32 €€ IPEIebl;

BXOIAIIMKA JOKYMEHT — JOKYMEHT, IOCTYNHBIIMA B TEPPUTOPHUAIBHYIO
KOMUCCHIO;

(2JIEKTpOHHOE)  J1e7I0 — PU3HYECKH  000COOJIeHHAass WM JIOTHUYECKH
ONpeJeNieHHas] eIMHULA KIACCU(PUKAIUA U CUCTEMATU3ALMKU B JTOKYMEHTaJIbHOM
boHAe TeppUTOPUATBHON KOMHCCHH, BKIIOYAIOWIAs JOKYMEHT WJIM COBOKYITHOCTb
JOKYMEHTOB, OTHOCAIIMXCS K OJHOMY BONPOCY WM YYaCTKy JAESITEIbHOCTH,
MMEIOIINX OJIMHAKOBBIA CPOK XPAHEHUS;

JeJIONPON3BOACTBO — COBOKYITHOCTh MPOLIECCOB PabOThl € JOKYMEHTaMH,
BKJIIOYAsl JIOKYMEHTHUPOBAHHUE, JIOKYMEHTOOOOpPOT, OIEpaTUBHOE XpaHEHUE
Y UCIOJIb30BaHUE JIOKYMEHTOB B JI€ATEIbHOCTH TEPPUTOPUATBHON KOMHUCCHH;

JOKYMEHT — 3a()MKCUpOBaHHasi Ha HocuTesne MHPOpMalus ¢ peKBU3UTAMU
W/WIU METaJIaHHBIMU, TTO3BOJISIOIIMMHU €€ UACHTU(UIUPOBATH;

JOKYMEHTAIbHBIA  (DOHJ — COBOKYITHOCTh JTOKYMEHTOB, OOpa3youXcs
B JCSITENIbHOCTU N30MPATEIbHON KOMUCCHUH;

JOKYMEHTUPOBAHHUE — CTAAMS KU3HEHHOTO LIMKJIAa JOKYMEHTa, Ha KOTOPOM
OCYILECTBISICTCS 3aluCh HH(OpPMALUKW C PEKBU3UTAMHM W/WIA METaJaHHBIMU

Ha HOCHUTEJIE TI0 YCTAaHOBJICHHBIM ITpaBUJiaM B YCTaHOBJICHHOU (opme;



JTOKyMEHTOOOOPOT — ABMKEHUE IOKYMEHTOB B TEPPUTOPUATLHON KOMHUCCHH
C MOMEHTa HX CO3/JaHMUs WM TOJYYEHHUS [0 3aBEpIICHUS HUCIOJHEHUS
WJIM OTIIPaBKH;

nyOnMuKaT JTOKYMEHTa — MOBTOPHBIA SK3EMIUIAP MOJJIWHHHAKA JOKYMEHTA,
CO371aBaE€MbIil C 11E€JIbI0 3aMEHBI MO ITMHHUKA;

KU3HCHHBIA IHMKJI JOKYMEHTAa — COBOKYITHOCTh CTaJMi CYIECTBOBAHHS
JOKYMEHTa (JOKyMEHTHUPOBAHHOW HHQOpMAIMK), HaUYUHAs ¢ ero (ee) co3maaHus
70 YHUYITOKEHUS,

3aBEpEeHHAs KOIHUSA — KOMUS JOKyMEHTa, Ha KOTOpPOH B COOTBETCTBHH
C YCTaHOBJICHHBIM TIOPAJIKOM TPOCTaBJIEHbI PEKBU3UTHI, OOCCIEUUBAIONINE
ee IOPUINIECKYIO CUITY;

UCXOJSIIUN JIOKYMEHT — IOKYMEHT, OTIPaBJIsiEeMbIil U3 TEPPUTOPUATHHOU
KOMUCCHUU;

KOHTPOJIb WCITOJTHCHHS JIOKyMEHTOB — COBOKYITHOCTh JCHCTBUH,
00eCreunBaOIINX CBOEBPEMEHHOE UCTIOTHEHUE JOKYMEHTOB;

KOITHS JTOKyMEHTa — JJOKyMEHT, MOJTHOCTBIO BOCTIPOU3BOISIINAN
nH(OPMAITUIO TTOJIMHHUKA M BCE €T0 BHEITHUE TIPU3HAKH WA UX YaCTh;

HOMEHKJIaTypa JIeNl — IOKYMEHT, COJEpKallluii  CHCTeMaTHU3UPOBAHHBIM
nepeueHb 3arojIOBKOB JIEJI, CO3[aBa€MbIX B TEPPUTOPHUATIBLHOW KOMHCCHUH,
C YKa3aHHUEM CPOKOB UX XpaHEeHUs, OPOPMIICHHBIN B YCTAHOBICHHOM IOPSIJIKE;

HOPMATHBHBIC JIOKYMEHTBHI — COBOKYITHOCTh WHCTPYKTHBHBIX MaTepHaJIOB,
pacCuMTaHHBIX Ha TOCTOSHHOE WM MHOTOKPATHOE JEWCTBHE W COJEp KallnX
Kakue-11M00 HOPMBI, MpaBUiia, MPEIIMCaHuUS;

HOCHUTENb (JOKYMEHTUPOBAHHOW) HWH(GOPMAIIMU — MaTepUATIbHBIA OOBEKT,
UCITIOJIB3YyEeMbIN JIsl PUKCAIIMK U XPAHEHHS TOKYMEHTUPOBAHHOW MH(POPMAIIUK;

oOpamenre B QopMe  DIEKTPOHHOTO  JOKYMEHTa — oOpalieHue,
MOCTyNHBIIEE B OpME SJICKTPOHHOTO JOKYMEHTA C MCIOJIb30BAHUEM CTPAHHIIBI
opurmmanpHoro  caiita  Cankrt-lIlerepOyprckoit  M30MpaTeIbHONM  KOMHCCUHU

B HMH(POPMALMOHHO-TEIEKOMMYHUKAIIMOHHOW cetu «MHTepHeT» (nanee - ceTh



WuTepHer), npeqHa3HauyeHHOMN ISl HalpaBieHUsT 00palleHuid B TEpPUTOPUAIIbHBIE
KOMUCCHUU;

OTMETKa 00 SJIEKTPOHHOW MOMIMUCH — PEKBU3UT 3JIEKTPOHHOTO TOKYMEHTA,
MOATBEPKAAIOIINI €r0 NOANUCAHUE AIEKTPOHHOMN MOAINCHIO;

opUIMATIBHBIA JTOKYMEHT — IOKYMEHT, KOTOpBII CO3/1aeTcs, 3aBepsercs,
BBIJIAETCSI B YCTAHOBJICHHOM 3aKOHOM WJIM WHBIM HOPMATHBHBIM aKTOM IOPSIJIKE
OpraHOM T'OCYJapCTBEHHOW BIIACTH, MHBIM T'OCYJAPCTBEHHBIM OpraHOM, OPraHOM
MECTHOTO CaMOYIIPABJICHUS WM MHOM  YIIOJHOMOYEHHOM OpraHu3aluew,
YIIOJTHOMOYEHHBIM JIOJDKHOCTHBIM JIMLIOM U YIOCTOBEPSAET IOPUANYECKHA 3HAYNMBIC
(bhaKThI;

oopMiieHUE JTOKYMEHTa — [IPOCTABJIEHUE Ha JOKYMEHTE HEOOXOIMMBIX
PEKBU3HUTOB;

oOpailleHue B NUCbMEHHOM (hopMe — HalpaBICHHbIE B TOCYJapCTBEHHBIN
OpraH, OpraH MECTHOIO CaMOYyIpPaBJIE€HUs WM  JOJDKHOCTHOMY  JIMIY
B IUCbMEHHOHU (hopMe IpeII0KEHHE, 3asBIICHUE WIIN Kajlo0a;

MMCHbMO — 0000IIEHHOE HAa3BaHUE PA3IUYHBIX [0 COACPKAHUIO JOKYMEHTOB,
CILyaIUX CPEJACTBOM OOIICHHS MEX/y OPraHU3alUsIMHU, TPAKIAHAMU;

NOJJIMHHUK  JOKYMEHTAa — IIEPBbII WM €IMHCTBEHHBIA  DK3EMIUISP
JOKYMEHTA,

NOPYYEHHE — JOKYMEHT, IMPEANUCHIBAIOIIUN BBINOJHEHUE TEX WM HHBIX
3aJIaHUM;

pEerucTpalMOHHO-yUeTHas: KapTouka gokymeHTa (nanee —PYK)— ¢opwma,
UCITOJIb3yeMasl Uil 3allMCH CBEIECHMHA O JOKYMEHTE B LEJSIX ydeTa, IOMCKa
Y KOHTPOJIS, CO3aBaeMasi Ipy PErUCTPALMHU JOKYMEHTA ¢ Ucnoap3oBanueM [1/1;

pEerucTpallMOHHO-y4eTHasi (opMa — CUCTeMa PErucTpaluy, HCIOJb3yeMas
B TEPPUTOPHUATBHON KOMHCCUU TIpu peructparuu gokymentoB (IIZ[, xkaprouku
WM JKypHA);

perucrpaurs JOKYMEHTA — 3allAChb  YYETHBIX JAHHBIX (METaJaHHBIX)

O JOKYMEHTE IO YCTaHOBJIEHHOH (opme, duxcupyromas (akT ero co3maHus,



OTIPABJIEHUS WM IOJYYEHUs, U IMPUCBOCHHUE €MY PErMCTPallMOHHOTO HOMEpa
Y J1aThl;

PEKBU3UT JOKYMEHTA — CTPYKTYpHasT 4acTb M JJIEMEHT O(OpPMIICHHUS
JIOKYMEHTa, CIyXallui i1 WIACHTHQHUKAIUN JOKyMEHTa M Coep Kaliencs
B JJOKYMEHTE UH(QOpMaIHH;

CUCTEMA 3JIEKTPOHHOTO JOKYMEHTO000pOTa — MH(OPMAIIMOHHASI CHCTEMA,
o0ecrieunBaoIias *XU3HEHHBIM LUK JOKYMEHTOB O HX Iepexoja Ha CTaJHIo
ApPXUBHOTO XPAHEHUS WIH YHUUTOXKEHUS;

CKaHHPOBAHUE JOKYMEHTA — MOJIyUYeHHUE IIEKTPOHHOTO 00pa3a TOKYMEHTa;

ciyxeOHasi 3alucKa — BHYTPEHHUM JOKYMEHT, aJIpECOBAHHBIN OJHOMY
JOJDKHOCTHOMY JIULY TEPPUTOPUATBHOW KOMUCCHUU JAPYTUM JOJIKHOCTHBIM JIMIIOM
TEPPUTOPUAIBHON KOMHMCCHUM U  COAEpX AUl OOCTOSITENbHOE HU3JI0KEHUE
KaKoro-iau0o BOIpoca ¢ BBIBOJAMH U MPEATIOKEHUSIMU COCTaBUTES;

CPOK HCIOJHEHUS JOKYMEHTAa — CPOK, YCTAaHOBJIEHHBIH HOPMATHBHBIM
IPaBOBBIM aKTOM, OPTaHU3alMOHHO-PACTIOPAIUTEIBHBIM JOKYMEHTOM, YKa3aHUSAMU
110 UCTIOJTHEHUIO JOKYMEHTA WK TOPYUYEHUEM;

YKa3aHUs M0 MCIOJHEHUIO IOKYMEHTA — PEKBU3HUT, COCTOSIIIMI U3 HAIAIUCH
Ha JOKYMEHTE WIM Ha OTIEJIIbHOM JIHCTE YCTaHOBJIEHHOW (OPMBI, CIEIaHHOM
JOJKHOCTHBIM JIULIOM;

yuyeT  JOKYMEHTOB — (ukcauus  (akta  HOJyuyeHUS  JOKYMEHTOB
0€3 IpOCTaBJICHUS Ha HUX PETUCTPALIMOHHBIX ILITAMIIOB;

dbopmupoBaHrue  (JIEKTPOHHOTO)  JieJia — TPYIINHUPOBAHUE  JTOKYMEHTOB
B (3JIEKTPOHHOE) JIEJI0 M UX CUCTEMaTU3aLus;

AKCIEPTU3a LIEHHOCTU JOKYMEHTOB — JESTENbHOCTh [0 YCTAHOBJICHHUIO
CPOKOB XpaHEHHUs JOKYMEHTOB, OTOOpa HX s apXUBHOTO XpaHEHMs
WIA YHUYTOXXEHUS, BBIIBICHHIO OCO0O IICHHBIX W YHHUKAJIbHBIX JOKYMEHTOB
Ha OCHOBAaHMM TpPEOOBAaHWH HOPMATHUBHBIX TIPABOBBIX AaKTOB U KpPUTEPHEB
AKCIIEPTU3bI HEHHOCTH IOKYMEHTOB;

ANIEKTPOHHAS MOAMKUCH — UHPOpMaLUg B AJIEKTPOHHOU (opme, TpeOOBaHMS

KOTOpOfI YCTAHOBJICHBI HOPMATHUBHO, IPCAHA3HAYCHHAA I TOAIIMCAHUA,



corjacoBaHus (BUBMPOBAHUS) U YTBEPKIAEHUS AIEKTPOHHBIX TOKYMEHTOB;

AJIEKTPOHHBIN JOKYMEHT — JOKyMEHTHPOBAaHHAs uHpopManus,
Ipe/ICTaBICHHAS B AJIEKTPOHHOU (hopme;

AIIEKTPOHHBIA JJOKYMEHTOOOOPOT — TOKYMEHTOOOOPOT C HCIOJIB30BaHUEM
aBTOMATU3UPOBAaHHONW HMH(POPMAIIMOHHOM CHUCTEMBI (CHUCTEMBI 3JIEKTPOHHOTO
JIOKyMEHTO000pOTA);

AJIEKTPOHHBIA  00pa3  JOKYMEHTa — 3JIEKTPOHHAs KOMMsS  JTOKYMEHTa,
W3rOTOBJICHHASI HA OyMaXHOM HOCHUTEJIE;

ANEKTPOHHBIA  MAOJOH OJIaHKa JOKYMEHTa —CM. TEpPMHUH  «OJIaHK

JIOKYMEHTa.

2. HpneM, Perucrpanus 1 MPoxXoKJIACHUE NMOCTYNAKIIHNX JOKYMECHTOB

2.1. JIOKyMEHTBl B TEPPUTOPUAIBHYIO KOMHUCCHIO JOCTABIIIFOTCS 4epe3
OTIEJeHUE CBsA3M (IOYTOM, TenerpaHOil CBS3bIO), OpraHaMu (QeaepaabHOU
(denbIberepckoil CBsA3M, CHELMAIbHOW CBS3bI0, HAPOUHBIM WM MEpPEAAOTCS
Ha JIMYHOM IPHEME IPak/IaH.

JIOKyMEHTBI MOTYT MOCTYIaTh B TEPPUTOPHUAIBHYIO KOMHCCHIO CPEICTBAMHU
[T, dakcumMmIbHONW CBSI3bIO, OJIGKTPOHHOW TouTOM B cetu VHTEepHeT
(mpenHa3HauY€HAa MCKIIOYUTENBHO MJisi CIY>KEOHOM KOPPECHOHIEHIMU), Yepes3
pazmen  «OnexkTtpoHHas ¢Gopma oOpamieHus» Ha  OQUIHUATBEHOM  CcaiTe
Cankrt-IlerepOyprckoit  u3OuparenbHoi  komuccun B cetu  MHTepHer,
NpeIHa3HAYeHHBIN JUIsl HAPaBJICHUS OOpaIlEHU B TEPPUTOPUAIBHYIO KOMHUCCHIO.

2.2. llpuem, mepBuyHas o0O0pabOTKa W PETUCTpAIUS TMOCTYHAIONIUX
JIOKYMEHTOB TPOU3BOMSITCS TIpelcenaTeneM (CeKpeTapeM) TeppUTOpPHaTbHON
KOMUCCUM WM  pabOTHUKOM  ammapaTra, OTBETCTBEHHBIM 32  BEJICHUE
JIEIOTIPOU3BOICTBA ¢ Hcmoib3oBanueM [1]], m1ubo KypHambHON perucTparmoHHO-
ydetHOM  dopmbl  (mpuioxkenue Ne 1)  exeaHEBHO B 4Yackl  palOTHI
TEPPUTOPHATBHON KOMUCCHH, KPOME BBIXOJHBIX U HEPAOOUHX MPA3THUIHBIX JTHEH.

[Topsimok TOJydeHHs] W PEruCTpalyd JOKYMEHTOB IIOCJIE€ OKOHYaHUs

pa60qer0 JHs1, B BBIXOIHBIC H Hepa6oqne npa3sagHU4HbIC JHH, B IICPHUOI



NOJITOTOBKA U TPOBENEHUS W30MpaTeNbHBIX KAaMIIAHUW  yCTaHaBIMBAETCA
npejaceaaTeneM TEPPUTOPUATIBHOM KOMHCCHUU JMOO OINpEeAesnsieTcss peleHUuEM
TEPPUTOPUAITBHON KOMUCCHH.

2.3. [loctynuBmne JTOKYMEHTBI NOAPA3ACISIOTCS HA PETUCTPUPYEMBbIE
U He nomunexamue perucrpauuu. l[lepedeHp NTOKyMEHTOB, HE NOIJIEKAIIUX
perucTpauuu, OnpenesieH B npuiokeHnu Ne 2.

2.4.1lpu BCKpPBITUM KOHBEPTOB, JIOCTABJIEHHBIX OpraHaMH (QenepabHOM
denbpaberepckoil  CBA3M, CHEIHUAIBHOM CBA3BIO, IO TMOYTE€ WJIA HApOYHBIM
IIPOBEPSAIOTCSA MPABWIBHOCTh AAPECOBAHUS, KOMIUIEKTHOCTh M LEJIOCTHOCTH
JOKYMEHTOB, HaJIW4ue IIPUIOKECHUHN, CBEPACTCA COOTBETCTBHE HX HOMEPOB
YYETHBIM HOMEpPAM, YKAa3aHHBIM Ha KOHBEpTax. HempaBuibHO aapecoBaHHBIE
U OIIMOOYHO BJIOKEHHBIE JOKYMEHThl HE PETUCTPUPYIOTCS, IEPECHIIAtOTCS
10 HA3HAYECHUIO WJIM BO3BPALLAIOTCS OTIPABUTEIIIO.

2.5. Ecniu npu BCKPBITHM KOHBEpPTa OOHApYy>KEHO OTCYTCTBHE JOKYMEHTOB
WIM UX OTACNIBHBIX JINCTOB, [MPWIOXKEHUH, NOBPEXKICHUE JOKYMEHTOB
WM HECOOTBETCTBHE HOMEPOB JOKYMEHTOB HOMEpPAM, YKa3aHHBIM Ha KOHBEPTE,
npeaceaaTeneM (CekpeTapeM) TEPPUTOPUATLHOM KOMHUCCHM WIM PaOOTHUKOM
amnrapara, OTBETCTBEHHBIM 3a BEICHHUE [EJIONPOU3BOJCTBA COCTABIACTCA AKT
YCTAaHOBJIEHHOM  (opMbl B  JBYX OK3emIusipax (mpusnoxxkenue — Ne 3).
OaMH »HK3eMIUISIp akTa IOCBUIAETCS OTHPaBUTENI0, JpYyrod mpuoOuaeTcs
K MPUHATHIM JOKYMEHTAM.

Ha o0opoTHOl CcTOpOHE MOCIEIHEro JIMCTa MOBPEXKICHHOIO JIOKYMEHTA
B [IPAaBOM HMJKHEM YIUIy J€NAeTCsl OTMETKA «J{OKYMEHT MOJy4Y€eH B IOBPEKAECHHOM
BUJIEY.

2.6. KoHBEpTHI OT NOCTYIMBIINX JOKYMEHTOB HE YHUYTOXAIOTCA B Cllydae,
€CJIM TOJIBKO 10 HUM MOKHO YCTAaHOBHMTH aJpeC OTIPAaBUTENS, ATy OTIPABKU
Y TIOJIyYEHHUsI TOKYMEHTOB, €CJIM OHH COAEPKAT TOKYMEHTBI, KOTOPBIE MOCTYITHIIN
u3-3a npeaenos teppuropun Poccuiickon ®denepanuu, U3 CyJa0B, CIEICTBEHHBIX

OpraHoB, 00 AOroBOpPbI, IPCTCH3MH, HWCKOBLIC 3adBJICHHA, OOKYMCHTEI,



CBSI3aHHBIE C pa3MEIICHHEM 3aKa30B Ha MOCTABKM TOBAPOB, BHIMOJHEHHE paldoT,
OKa3aHue yCIyT JUIsl TOCYJAapPCTBEHHBIX HYXI.

2.77. IlakeTsl ¢ momeTKOU «JIM4HO» mepenaroTcs agpecaraM B 3aKPbITOM
BH/JIE T1OJ] ITOATIHUCH.

2.8.Ilpu peructpanuu NOCTYNHUBIIETO JOKYMEHTa B PETUCTPALMOHHO-
y4eTHOH (opMe 0053aTeTbHO BBOIATCS CIEAYIONNE PEKBU3UTHI: HCXOSIINAN
HOMEpP JOKYMEHTa M JaTa, JIaHHbIE O KOoppecrnoHaeHTe (aapecante) (dhamumus,
UM, OT4YeCTBO (IpM HanMuuu) (U3WYECKOTO JIMIA WIM HauMEHOBaHHE
OpraHu3allii), KpaTKOe COJAEpaHUE IJOKYMEHTa, a TaKXe KOJIMYECTBO JIMCTOB
OCHOBHOT'O JOKYMEHTAa W JINCTOB IIPUIOKEHMS, KOJIUYECTBO DK3EMIUIIPOB, BUJ
noctaBku. Ilpm  perucrpanum  BXOZAIIEr0 JOKYMEHTa JEJAETCS  CBA3KA
C UCXOJISALIUM JIOKyMEHTOM, Ha KOTOPBIH JaeTCsl OTBET (€CIIU TAKOBOW UMEETCH).

IIpu ocymectBiieHun peructpauuu cpeacrsamu [IJ] Ha nuneBou cTopoHe
NEPBOr0 JIUCTA 3aPErMCTPUPOBAHHOTO JOKYMEHTa Ha OYMa)KHOM HOCHTEIIE,
KakK IIPaBWJIO, B IIPAaBOM HWKHEM YIUIy IPOCTABIIAIOTCA PETUCTPALIMOHHBIA HOMED
Y J1aTa, a TAK)KE IITPUX-KOJ C YKa3aHUEM HAMMEHOBAHMS OPTraHU3aLUN.

Ecnm mpocTtaBineHne perucTpaliMOHHOIO HOMEpPA 3aTPyAHSET MPOYTEHHUE
TEKCTa JOKYMEHTa, B TaKOM Cly4yae BXOIALIMHA HOMEP NPOCTABIAETCS
B CBOOOJHOM OT TEKCTa YINIy Ha JIMIEBON CTOPOHE MEPBOr0 JIMCTA JIOKYMEHTA,
a IITPUX-KOJ ITPOCTABIAETCS IPU HAIMYUU TEXHUYECKON BO3MOKHOCTH.

[Ipr ocymiecTBIEHMM PETUCTPALMU B APYrOM PErucTpalOHHO-YYETHOU
dbopMe pEerucTpallMOHHBIM IITaMIl € YyKa3aHUEM BXOJAILLErO0 HOMEpa, JaThl
perucTpauuy IpOCTaBIAETCS, KAK IPAaBWIO, B IIPABOM HIKHEM YIUIy JIMLIEBOU
CTOPOHBI NIEPBOTO JIUCTA 3aAPETUCTPUPOBAHHOTO JAOKyMeHTa. [Ipu HeoOxonuMocTu
YKa3bIBAa€TCsl BpPEMs PETUCTPALMU (Yachl U MHUHYTHI), a TaKXKe BXOASILUNA HOMED
JNOKYMEHTa Ha IPWIOKECHHH.

Ha xonuu noxyMeHTa BXOIAIIAN HOMED MPOCTABIISETCS B MPABOM HUKHEM
yIIIy JTULEBOM CTOPOHBI IIEPBOTO JIUCTA.

Hymepanns mnoctynmuBmmMx JTOKYMEHTOB OCYLIECTBIIIETCS B MIpeAesax

KaJICHAApHOTO IroJa.



K mnoBTOpHBIM JOKyMEHTaM MpUKIAAbIBAETCS HHPOpMAIMs O paHee
MOCTYNUBIINX JTOKYMEHTaX U PE3yJbTaTax MX UCIOJIHEHUs, KOTOpas MEpenacTcs
OTBETCTBEHHOMY 3a HCIOJHEHUE.

[Ipu peructpanuu noKymeHTa Ha OymaxkHoMm Hocuteie B IIJ[ oH moxer
ObITh OTCKaHMpOBaH, a 3aTeM K PYK MoxkeT ObITh MpUCOEAMHEH AJIEKTPOHHBIH
o0pa3 ToOKyMEeHTa U MPUJIOKeHus K HeMy B (popmare pdf.

ITocne peructpamuu cpeacteamu  II/[ mocTynuBLIEro 3JIEKTPOHHOTO
JIOKYMEHTa, B TOM YHUCJI€ W3 BBIIIECTOSIIEH U MHOW M30UpaTeIbHOW KOMHUCCHUH,
OH MOJKET OBITh pacrevyaraH mpu He0OXOIUMOCTH.

2.9. 3aperucTpupoBaHHbIE JOKYMEHTBI PacCMaTpPHUBAKOTCA MpPEICEHaTeNIeM
TEPPUTOPUAIBHOM  KOMHUCCHH,  3aT€éM  I1IOClie  TIEPEHECEHHs]  yKa3aHus
[0 HUCHOJHEHHUIO JOKYMEHTa B PErucTpPallMOHHO-YYETHYI0 (opMy MeperarTcs
VICITOJTHATEIISIM.

[Ipu peructpaunu noxymeHtoB B IIJ] paccmoTpenue mnpeacenarenem
TEPPUTOPUAIBHONM KOMHUCCUM JOKYMEHTOB M HalpPaBJICHHE HX HCIHOJHUTEISAM
B 3JIEKTPOHHOM BHJI€ MOKET OCYHIECTBIAThCS cpeactBamu I1/1 6e3 opopmuenus
KOITMK HAa OYMa)KHOM HOCHTEIIE.

2.10. UcrionHEHHbIE TOKYMEHTHI CIHCBIBAIOTCS B J€JO0 MpeaceaaTeaeM
TEPPUTOPUAIBHOM KOMHMCCHM M TIOMEIIAIOTCS B JE€I0 B COOTBETCTBUU

C HOMEHKJIATYpPOU JI€J1 TEPPUTOPHUAIIBHON KOMUCCHH.

3. OcHOBHbBIE TPeOOBAHUSA K NMOATOTOBKE U 0)OPMJICHHIO IOKYMEHTOB

3.1. JIOKyMEeHTBI,  cO3/laBa€Mbleé B  TEPPUTOPUAIILHOW  KOMHUCCHH,
opopmisitoTcst Ha OJlaHKax, HAa CTaHAAPTHBIX Juctax Oymarum ¢dopmara A4
(210 x 297 mm) unmu AS (148 x 210 mM) 1100 B BUJE DJIEKTPOHHBIX JOKYMEHTOB
Y JIOJKHBI UMETh YCTAaHOBJIEHHBIN COCTaB PEKBU3UTOB.

3.2. JlokymeHTbl 0GOPMIISIIOTCS Ha TMPOAOJIBHBIX JUOO YTJOBBIX OJIaHKax
YCTAaHOBJICHHOW (DOPMBI, HM3TOTOBJIEHHBIX THUIOTPA(PCKUM WU KOMITBIOTEPHBIM

criocoboM (ripusiokenue Ne 4).



B TteppuropuanbHOli KOMHUCCHU MOTYT OBITh YCTAaHOBJIEHBI CIEAYIOIIHE
BU/bI OJIAHKOB:

OJIaHK MTPOTOKOJIA 3aCEAAHUS TEPPUTOPUATHHON KOMUCCHH;

OJlaHK pelIeHus] TEPPUTOPHATIEHON KOMUCCHUU;

0JIaHK MpUKa3a MpejcenaTess TEPPUTOPUATIbLHON KOMUCCUU;

OJIaHK MMChMa TEPPUTOPHATIBHON KOMHUCCHUHU.

3.3.Ilpu moarotoBke IOKyMEHTOB ¢ mpumeHeHueM IIJ[ ucnonb3yrorcs
AIIGKTPOHHBIEC  IIA0JIOHBI  OJIAHKOB ~ JJOKYMEHTOB, KOTOpPbIE  pPaBHO3HAYHBI
Y UJCHTUYHBI 110 COCTaBY PEKBU3UTOB, MOPAJIKY UX PACIIONOXKEHUS U TapHUTYpaM
mpudTa OJaHKaM TOKYMEHTOB Ha OyMa)KHOM HOCUTETIE.

3.4. lokyMeHTBl O0GOPMIISIIOTCST B COOTBETCTBUU ¢ TpeOoBaHUIMU
K JOKyMEHTaM, U3TOTOBJISIEMBIM C TIOMOIIBIO ITEYATAIOIIUX YCTPOIMCTB, U K (haiaam
TEKCTOBBIX JJOKYMEHTOB (npuiioxkenue Ne 5).

3.5. Ilpu nmoarotoBke U O(QOPMIICHUM JOKYMEHTOB JOJIKHBI COOIIOATHCS
npaBuia opOpMIICHUS PEKBU3UTOB, U3JI0KEHHBIE HIKE.

3.5.1. Ha Onankax nokymeHtoB mnomemaercs repo Cankr-IlerepOypra.
[Topsinok U3rOTOBJICHHS, UCITIOJIb30BaHUS U XpaHEHHUs 0JIaHKOB
c BocmpousBeneHueM repba Cankrt-IlerepOypra ycraHaBnuBaeTcs 3aKOHOM
Cankrt-IletepOypra ot 23 anpens 2003 roma No 165-23 «O netajibHOM ONKHCaHUU
odurmanbHeIx cuMBOJIOB CaHkT-IleTepOypra u mopsiaKe ux UCIOIb30BAHUS.

KoHTposib 32 npaBuiIbHBIM HCHOJIB30BAHUEM OJIAHKOB M UX COOTBETCTBUEM
YCTAaHOBJICHHBIM 00pa3liaM OCYIIECTBISIETCS MpeAceaaTeieM TEePPUTOPHATbHON
KOMHUCCUM U pabOOTHHMKOM  ammaparta, OTBETCTBEHHBIM 32  BEJCHUE
JIeJI0MPOU3BOICTRA.

3.5.2. HaumenoBanue u30ouparearHON KOMUCCHH.

HanmvenoBanne wu30upaTeNbHOW KOMHUCCHMU YKa3bIBAaeTCS Ha OJIaHKaX
B COOTBETCTBUU C pemieHneM Cankt-IleTepOyprckoii n3dupareaIbHOl KOMUCCHU.

3.5.3. CnpaBouHble JaHHbIE 00 N30MpaTEIIbHON KOMUCCHUH.

CnpaBoyHbl€ JaHHBIE O TEPPUTOPUAIBHOW KOMHCCUHU YKa3bIBalOTCS

B 0J1aHKaxX MHUCEM, HalIpuMep:



yiu. [laptuzana 'epmana, 1. 3,
Cankrt-IletepOypr, 198329
Ten. (812) 241-43-55, ®akc (812) 241-43-55
http://tik6.spbik.spb.ru
OKIIO 15172623; OI'PH 1037819015960;
MHH/KTIIT 7807053839/780701001

3.5.4. HaumeHOBaHHE BUIA JOKYMEHTA.

HaumenoBanue Buaa JOKYMEHTa yKa3blBaeTCsi Ha BceX OJlaHKax
U3/IaBaEMBIX JTOKYMEHTOB (IIPOTOKOJI, PEIICHHE U T.1I.), 32 UCKIIOYCHUEM THCEM.

3.5.5. [lata noKyMeHTa.

JlaToll NOKyMEeHTa SIBJISIeTCSl JaTa €ro HOJNucaHus, yTBep:kaeHus. Jlatoi
MPOTOKOJIA SIBJSIETCS JaTa 3acelaHus, a aKTa — 1aTa COOBITHUS.

JIOKYMEHTBI, U3JJaHHbIE JBYMs WK 00Jiee OpraHu3alusIMHU, JOHKHBI UMETh
OfHy (eOWHYI0) JdaTy, COOTBETCTBYIONIYIO JaTe TOANUCAHHS JOKyMEHTa
MOCITICTHUM JIOJKHOCTHBIM JIMIIOM.

Jlaty nokyMeHTa opopMIISIIOT apaOCKUMu uppamMu B OCIEA0BATEIbHOCTH:
JIeHb Mecsla, Mmecsl, roa. [lenp mecsma u mecsn oGOpMIISIOTCS AByMs HapaMu

apa0Ockux nudp, pa3aeaeHHbIMU TOYKOM, T0Jl — YeThIphbMS apabckuMu 1udpamu,

HaIpumep:
17.01.2025
Jlomyckaetcst cioBecHO-IIUGPOBOH criocod oopMIIeHUsI 1aThl, HAPUMED:
09 suBaps 2025 1.

3.5.6. PeructpanoHHbII HOMEP JOKYMEHTA.

JIns BXOJSAIIMX U MCXONSIIMX JOKYMEHTOB, OOpallleHUul — MHAEKC Jena
110 HOMEHKJIATYPE U, Yepe3 KOCYIO UYePTY, MOPSAIKOBBIN HOMEP TOKYMEHTA.

PerncrpanvoHHblii HOMEP AOKYMEHTa, H3JAHHOIO COBMECTHO, COCTOUT
U3 pa3CCHHBIX KOCOM YEpTOW PErucTpalMOHHBIX HOMEPOB, MPHUCBOCHHBIX
OpraHU3alUsIMU — ABTOPAMU JTIOKyMEHTa u PaCIOIO0KEHHBIX
B TIOCJIEIOBATEIbHOCTH, COOTBETCTBYIOIIEH OOO3HAUYEHUI0 HAWMEHOBAHUU
OpraHu3alyi B 3aroJOBOYHOM YaCTU JOKYMEHTA.

3.5.7. Ccpuika Ha pETrMCTPAUMOHHBIA HOMEP W JAaTy IOCTYHHUBILIETO

JIOKYMEHTA.



Ccplka Ha PETUCTPAIMOHHBIA HOMEpP M JaTy MOCTYNUBIIErO JOKYMEHTa
BKJIIOYAETCSI B COCTaB PEKBU3UTOB OyiaHka nucbMa. CcChUIKa MPOCTaBISETCS
UCTIOJTHUTEINIEM IIPU MOATOTOBKE MUChMa-OTBETA.

3.5.8. MecTto coctaBieHus (U34aHusA) JOKYMEHTA.

Mecro cocraBienus (M3[aHMs) JIOKYMEHTa yKa3blBaeTcsi Ha OJlaHKe
KOHKPETHOTO BHJIa JOKYMEHTa. B OiaHkax muceM CBEJIEHUS O MECTE CO3JaHUs
JIOKyMEHTA coziepKaTcs B PEKBU3UTE «CrpaBouHbIE JTAaHHBIE
00 n30upaTeTbHOU KOMHICCHI.

[Ipu mpOAOTBLHOM PACIIONIOKEHUH PEKBU3UTOB OJIaHKA MECTO COCTaBJICHHS
WIM W3JaHUs JOKYMEHTa YKa3bIBAae€TCS B CEpPeAMHE CTPOKU MEXKIy J1aToi
U PETHCTPAIlMOHHBIM HOMEpPOM JOKYMEHTa, a TpPH YTIJIOBOM PAaCIOJIOKEHUN
PEKBU3UTOB — MOJI JaTOW M PETUCTPAIMOHHBIM HOMEpPOM JIOKYMEHTa, OT Kpas
JIEBOTO MOJIS.

3.5.9. I'pud (mometka) 06 orpaHUYEHUN AOCTyNA K JOKYMEHTY.

[IpocraBnsercs Ha JIOKyMEHTAaX, coJiep KaImnx uHdopmarmio
OTPAaHUYEHHOTO PACIPOCTPAHECHUS, KACAIOIIYIOCS NEATEeIbHOCTH OpTraHU3alln,
OTPaHWYEHHUS] HA  PACHpPOCTpAHEHHE  KOTOPOM  NUKTYIOTCS  CIIyKeOHOM
HEOOXOJMMOCThIO, a TakKe TOCTYNUBIIAS B TEPPUTOPHUAIBHYIO KOMHUCCHUIO
HeceKkpeTHass WHGOpMAIKsa, IOCTYIT K KOTOPOW OTpaHWYEH B COOTBETCTBUH
¢ denepaabHBIMU 3aKOHAMM.

[TomeTka Ha JOKyMEHTaX, COAEpKAIUX HHPOPMAIUIO OTPAaHUYCHHOTO
pacrpocTpaHeHus, uMeeT BuJ «Jis ciyxeoHoro nons3oBanus» (aaiuee - JICII).

[TomeTka mpocTaBisieTCss B BEPXHEM TMPABOM YIUIy JIUIEBONH CTOPOHBI
MIEPBOTO JIMCTA JOKYMEHTA OT TPaHHIIBl BEPXHETO TOJIS.

3.5.10. Anpecar.

PexBu3uT «Apecaty pacnosiaraeTcsi Clpana Mol peKBU3UTaMu OJIaHKa.

JIOKyMEHTBI apeCyIOTCsS B OpraHU3aINH, UX CTPYKTYPHBIC MOAPA3ACIICHUS,
JOJDKHOCTHBIM ~ JIMIIAM ~WJIM  TpaXKJaHaM TMpU OTBET€ HA WX OOpaleHus.
HanMeHOBaHMS OpraHW3allMM M CTPYKTYPHOTO IOAPA3ACICHUS YKa3bIBAIOTCS

B UMCHUTCIIbHOM IIaJCKE, HAIIPUMCP:



Anmunuctpanus LlenTpanbHoro paiiona
Cankr-IlerepOypra
KOpuanueckuii otaen

Ecnu  nmokymeHT anpecyercss JOJDKHOCTHOMY — JIMIy, HAWMEHOBAHUE
OpraHu3allid YKa3bIBAaeTCS B MMEHHUTEIBHOM MaJie’ke, a JAOHKHOCTh U (paMuIus

— B 1aTCJIBHOM. HpI/I 9TOM HMHHUIHAJIbI YKA3bIBAIOTCS ITOCIIC (1)aMI/IJII/II/I, HarpuMmcep:

Anmunuctpanus L{enTpaibHOTO paiioHa
Cankr-IleTepOypra
HavansHuky oOmiero oraena

NBanosy H.II.

Ecnu JOKYMEHT aapecyercs PYKOBOJIUTEIIO OpraHu3alHH
WM €ro 3aMEeCTUTENII0, HAaWMEHOBAaHUE OpraHu3allid JOJDKHO  BXOJUTH
B HAMEHOBAHME JI0JHDKHOCTH aipecaTa, Halpumep:

3aMecTuTelo aupekTopa Beepoccuiickoro
HAy4YHO-UCCIIEI0BATEIBCKOIO NHCTUTYTA
JIOKYMEHTOBEICHUS U apXUBHOTIO JIea

Cwmupnosy ILIL

Ecnu  pgokymeHT ajpecyercss oOpraHu3aluy, CHayajga YKa3bIBaeTcs

€e HaMMEHOBaHUE, 3aTEM MTOYTOBBIN aipec, HapUMep:

[{enTpanbHas n3duparenbHass KOMUCCHS
Poccutickon ®enepanuu

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

JlomyckaeTcsi LEHTPUPOBaTh KaXAyl0 CTPOKY pPEKBH3UTa «AJpecaT»
110 OTHOIIEHHIO K CAMOM IJIMHHOM CTpPOKE.

JlomyckaeTcsi UCHOJb30BaTh  OQUIMAIBHO MNPHUHATHIE  COKpAaLICHHbIE
HAaMMEHOBAaHUS OPraHoOB TOCYJapCTBEHHOW BIIACTH, MECTHOTO CaMOYIpaBJIECHUS,

OpraHu3aluu.



IToyToBBIN azxpec yKa3bIBaeTCSd B IOCIEIOBATEIBHOCTH, YCTAHOBJICHHOU
[IpaBunamu OKa3aHus YCIyr IIOYTOBOW CBSI3M, YTBEPXKACHHBIMU IIPUKA30M
MuHucrepcTBa UU(POBOTO pPa3BUTHS, CBSA3M M MAaCCOBBIX KOMMYHHKAIUI
Poccuiickoit @enepaunn ot 17 ampens 2023 roga Ne 382 «O0 yTBepkIeHHH
[IpaBun oka3zaHus yCIIyT IIOYTOBOU CBSI3H».

Ecny moxyMeHT oTHpaBisieTcss B HECKOIBKO OJJTHOPOIHBIX T'OCYIapCTBEHHBIX

OpraHOB WJIM OpTaHU3AIMM, UX CJIEeyEeT YKa3bIBaTh 0000IIEHHO, HAITPUMED:

HpeI[CCI[aTCJ'ISIM Y4aCTKOBBIX KOMHMCCHUH

JIOKyMeHT He JIOJDKeH coJiepkaTh 0OoJiee  YeThIpeX  aJpecaTroB.
CI10BO «komus» nepea BTOPbIM, TPETBUM, YETBEPTHIM aPECATOM HE YKA3BIBAECTCA.

[Ipu HampaBieHUU JOKyMEHTa 0Oojiee 4eM B YETHIPE aJipeca COCTaBJISIETCS
CIIUCOK PACCBUIKM YCTAHOBJICHHOW Qopmbl (mpuiokeHue Ne 6), KOTOpPBIH
MOJIHUCHIBACTCS MPEACEIATENIEM TEPPUTOPHUATIBHON KOMUCCHH.

[Ipu anpecoBaHuu JOKyMeHTa (U3UYCCKOMY JIMIy BHAYale yKa3bIBAIOTCS
dbaMmIKs ¥ THULHAAIIBI TTOJTyYaTesl, 3aTeM MOUTOBBIN ajipec, HallpuMep:

®omuueny I1.1.
MockoBckuii nip., oM 15, kB. 10,

Cankr-IletepOypr,
190005

[Ipu oTmpaBke MUCbMa MO 3JAEKTPOHHOM MOYTE WK MO (PaKCUMUIBHOU CBSI3U
(6e3 MOCBUIKM IO TOYTEe) MOUYTOBBIN ajipec He ykasbiBaercs. [Ipu HeoOXxoaumMocTH
MOXXET OBITh YyKa3aH aJpec dJEKTPOHHOM mouThl (HOoMmep Tenedona/dakca),
HaIpumep:

MWUHHCTEPCTBO FOCTUIIUU
Poccutickon ®enepanuu
mail@minjust.ru
3.5.11. I'pud yTBEepkaeHUS JOKyMEHTA.

I[OKYMGHT YTBCPKAACTCA  OOJDKHOCTHBIM  JIMOIOM  HWJIM  CIICHHUAJIBHO

HN31aBaCMbIM TOKYMCHTOM.



[Ipu yTBepKIEeHUU AOKYMEHTa JOKHOCTHBIM JIMIIOM TpU( yTBEp:KIEHUS
JOoJDKEeH cocTosITh U3 ciioBa Y TBEPXKIAIO 6e3 kaBbluek u MPONMUCHBIMUA OyKBaMHU
U Ha  CIEQyIOIIEd  CTPOKE — HAUMEHOBAaHWUE  JIOJDKHOCTH,  ITOJIMCH,
(mpu odopmieHNM Ha OyMaXHOM HOCHUTENE), HHHUIMAIB U (QamMuiIus JIHIa,
YTBEPJMBILETO JOKYMEHT, JaTa yTBEPKIACHUS.

['pud yTBepKIaeHHs pacroyiaraloT B MPaBOM BEPXHEM YTy MEPBOTO JIMCTA
IoKyMeHTa. B rpude yTBepKIeHUsS OMyCKAETCA IIEHTPUPOBATh DIIEMEHTHI

OTHOCHUTEIIBHO CaMOW JNIMHHOM CTPOKH, HAITPUMED:

YTBEPXIAIO
npeacenarens TeppuropuanbHON
n3buparenbHo komuccuu Ne 6

IIoAITNCH HWHHUIIUAJIbI, (I)aMI/IJ'H/IH
Jara

[Ipu yTBEp)KIEHUHA NOKYMEHTA MOCTAHOBJICHUEM, MPOTOKOJIOM, PEIICHUEM,
pacriopsbkeHneM rpud  yTBepkiaeHus cocrour wu3 cinoBa YTBEPXJIEH
(YVTBEPXIEHA, VYTBEPXJIEHbI wmu VYTBEPXJIEHO) 06e3 kaBbluek
W TNPONUCHBIMM OyKBaMHM, HAWMEHOBAHHUS  YTBEPXKIAIONIETO  JIOKYMEHTa

B TBOPHUTCIBHOM ITaJICIKC, CI'O IAaThl 1 HOMCPA, HAIIPHUMCEDP:

YTBEPX/IEH
pemenneM TeppuropuanbHOR

n3buparenbHo komuccuu Ne 6
ot 24 suBaps 2025 r. Ne 130-7

3.5.12. Yka3zaHus 1o UCTIOJHEHUIO JOKyMEHTA (PE30IOLHS).

VYKkazaHus MO HCIOMHEHUIO JOKYMEHTa MOTYT OBbITh HAmUCaHbl OT PYKHU
npejacenareyaeM TEePPUTOPUATIBHOM KOMHUCCHM Ha MOMJIMHHHUKE JIOKYMEHTa
Ha CBOOOJHOM OT TEKCTa MECTE WIM OPOpPMIICHBI Ha OTAEIBbHOM JucTe opmara
A6 (105 x 147 mm), IpWIOKEHHOM K JTOKYMEHTY. YKa3aHUs MO HCIOJIHEHHIO

JOKYMCHTA BKJIFOYAaIOT (1)aMI/IJ'II/II/I u HMHHUIIHAJIbI HCHOHHHTeHeﬁ,



npu HEOOXOAMMOCTH — COJEP)KaHUE TMOPYUYECHUS, CPOK HCIIOJHEHUS, MOJAIMUCH
(mpu opopmiieHUH Ha OyMa>KHOM HOCHUTEJIE) PYKOBOAUTEINS U 1Ty, HApUMep:
CuzoBy A.1O.
['puropeey B.C.

[Ipomry paccMOTpETh U JaTh OTBET
k 14.02.2025

MO/IITHCH
JaTta
VYKkazaHus 1O HUCIOJHEHHUIO JIOKYMEHTa TaKXe MOTYT ObITb OQOpMIIEHBI
c wucnoyibzoBanuem IIJ[ ¢ nOpuMeHEHHEM »SIEKTPOHHBIX IIA0JIOHOB OJAHKOB
JIOKYMEHTOB.
3.5.13. 3arojioBOK K TEKCTYy IOKYMEHTa (HAaUMEHOBaHUE JOKYMEHTA).
3arojoBOK K TEKCTY JOKYMEHTa JOJDKEH KPaTKO M TOYHO PaCKpHIBATH
€ro cojiep>kaHue W OBITh COIVIaCOBaH C HAaWUMEHOBAHMEM BHJIA JIOKYMEHTA.
3aroy0BOK MOKET OTBEYATh HA BOIIPOCHI:
«0 9eM (0 KoM)?», HarpuMep:
Pacnopsikenue — O cozgaHuu DKCEPTHOW KOMUCCHH;
«4ero (kKoro)?», HanpuMmep:
JIOM>KHOCTHOM pErjJaMeHT BEAYIIETO CIIEUalINCTa;

AKT 00 YHHUUYTOKCHUN JOKYMCHTOB C HCTCKINMMH CPOKaAMHU XPAHCHH.

3aroJ0BOK COCTaBJISIETCS JTUIIOM, TOTOBSIIIIMM TIPOEKT JOKYMEHTA.

3aroj0BOK, COCTOSIIMK W3 JIBYX M 0OJiee CTPOK, IedaraeTcs uepe3 OAuH
MEXKCTPOYHBIM HMHTEpBajl, TOYKA B KOHIIE 3arojioBKa HE CTaBHUTCS. 3arojOBOK
pacriojaraeTcsi Ha TMEpBOM JIUCT€ HaJ TEKCTOM JOKYMEHTa [0 IIEHTpY,
a Ipu 0(pOPMIICHHH TTUCbMa — OT TPAHMIIBI JIEBOT'O MOJIA.

3.5.14. TekcT nOKyMeHTa.

Texcr nmokymeHnta oOGOPMIISIIOT B BHUAE CBS3HOTO TEKCTa, TaOIUIIBI

WJIA COCIMHEHUS ITUX CTPYKTYP.



Texct gokymMeHTa JODKEH M3JIaraThCsd Kparko ©  SCHO, OBITh
apryMEHTHUPOBAHHBIM, OOECIeYMBaTh TOYHOE U OJIHO3HAYHOE BOCIIPHUSATHE
coziepKaIieicst B HeM HHGOPMAIIHH.

TekcT HOKyMEHTa [OJDKEH, KaK MPaBWIIO, COCTOSTh M3 JBYX 4YacTEH.
B nepBoii YacTM yKa3bIBAIOTCS NPUYMHBI, OCHOBAHHUA, LIE€JIM COCTABJICHUS
JOKyMEHTa, BO  BTOPOW — PEIIEHUS, BBIBOJABI, MPOCHOBI, TPEITIOKCHUS,
PEKOMEHAAIMH.

TekCcT HOKyMEHTa MOXET COAEPKAThb TOJBKO 3aKIIOYUTEIBHYI) YacTh
(HampuMep, pPaCHOPSKEHUE — PACTIOPAIUTENbHYI0 YacTh 0€3 KOHCTaTUPYIOILIEH,
MIHCHMO, 3asBJICHUE — MPOCHOY 0€3 MOSCHEHMS).

B texcTe mokyMeHTa, MOATOTOBIEHHOTO Ha OCHOBAaHWM 3aKOHOJATEIbHBIX,
MHBIX HOPMATHUBHBIX MPAaBOBBIX AKTOB, M3JIAHHBIX OpraHaMH TOCYJIapCTBEHHOU
Bractu u ympasieHus, [IUK Poccuun, Cankr-IlerepOyprckoit m3OuparenbHOU
KOMHCCUEH, paHeEe M3JaHHBIX TEPPUTOPHAIBHOM KOMHMCCHUEN, YKA3BIBAKOTCS
HAaUMEHOBAaHUE BUJA JIOKYMEHTa, HAUMEHOBAaHWE OpraHa, W3JaBLIETO JOKYMEHT,
JaTa TPUHATHS WU YTBEPXKICHHUS JIOKYMEHTA, €r0 PErucTpalldOHHBIA HOMED,
a TAaKXe 3aroJIOBOK JOKYMEHTA, 3aKJIFOYECHHBI B KaBBIYKH.

[Ipu ynorpebieHnu B TEKCTE (paMUIIHIA JIUI] MHUITMATIBI YKA3bIBAIOTCS TTOCIIE
bamunuu.

TekcTbl JOKyMEHTOB OOJIBIIOTO O00BbEMa MOTYT JEIUThCA Ha pasJesbl,
MOApAa3/eibl U MYHKTHI, KOTOPbIE HYMEPYIOTCA apaOCKuMu nudpamu, HalpuMep:

1. Pa3znen
1.1. Iloppaznen
[.1.1. ITynkr

A03a11pl BHYTPU ITyHKTOB HE HyMEPYIOTCSL.
B nuceMax ucnonb3yror cienyronpe GopMbl U3I0KEHUS:
or l-ro numa MHOXecTBeHHoro uymcina («[Ipocum  HampaBUTh

uHpopmaruio...», «Hampasisiem Ha 3aKIIIOUEHUE TTPOCKT...» U JIp.);



OT 3-ro Juua €OUHCTBEHHOIO 4Yucia («TeppUTOpHATbHAs KOMHUCCHS
HE CYMTaeT BO3MOXHBIM...», «TE€PPUTOpPHAIbHAS KOMHUCCUS Mpejjaraer
PacCMOTPETh BO3MOKHOCTb...»).

I'padbl ¥ CTpOKM TaONUIBI MOJDKHBI HMETh 3arojOBKH, BBIPAKCHHBIC
CYILIECTBUTENIbHBIM B HUMEHUTEIbHOM majnexe. llom3aronoBku rtpad U cTpok
JIOJKHBI OBITH COTJIACOBAHBI C 3aT0JIOBKaMH.

Ecnu Tabnmuiy nedararoT Oojiee 4eM Ha OJIHOM CTpaHMIE Ha CIIEIYIOUIUX
CTpaHUIaX MOTYT OBITh Hale4yaTaHbl 3ar0JOBKHU Tpad WM MX HOMEpa (B ciyuyae,
ecny rpadbl TaOIUIIBI HA TIEPBOM JIUCTE TPOHYMEPOBAHBI).

3.5.15. OTmeTKa O HaTMYUU NPUIIOKECHUM.

OTMeTKa 0 HAJIMYMU MPUIIOKEHUN pacIionaraeTcst OT TPaHULbl JIEBOTO MOJIA
IIOCJIE TEKCTA Mepe]] MOAIUCHIO.

CnoBO «IIPHIIOKEHHME» NEYATAECTCS] B €UHCTBEHHOM WJIM MHOKECTBEHHOM
YHUCJIE B COOTBETCTBUU C KOJUYECTBOM MPUIIOKEHUM.

Ecnm HOKyMEHT HMeeT NpWIOKEHHE, Ha3BaHHOE B TEKCTE, OTMETKA

0 €ro HaJau4uu opopMIISIETCS 10 cieayronieit hopme:

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

Ecmn JOKYMCHT HMMCCT IMPHUIOXKCHHUEC, HC HA3BAHHOC B TCKCTC, HIIM CCJIIHU
HpI/IJ'IO)KeHI/Iﬁ HCCKOJIbBKO, MX HAMMCHOBaHMHA HGO6XOI[I/IMO MCPCUYNUCIINTDb IIOCJIC
TEKCTa JOKYMCHTA IICPC INOAINMUCHIO C YKAa3aHUCM KOJIMYCCTBA JIMCTOB B KaKIOM
IMPHIIOKCHUHU 1 KOJIMYCCTBA OK3CMINIAPOB, ITPHU HAJTUINH HECCKOJIBKUX HpI/IJ'IO)KeHI/Iﬁ

MX HYMEPYIOT, HallpuMep:

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

2. IlpumepHas HOMeHKNaTypa nen Ha 14 1. B 1 3k3.

Ecnim  mpunokeHuss  cOpomItopoBaHbl, TO  KOJHWYECTBO  JIMCTOB
HE YKa3bIBacTCs.
Ecnu mnpunoxkeHne HampaBiSIETCA HE BO BCE YKa3aHHbIE B JIOKYMEHTE

ajpeca, TO OTMETKA O HAIMYUU TIPUIIOKEHUST 0OPMITSIETCS 10 ClIeytomel hopme:



[Tpunoxenue: Ha 20 1. B 3 5K3. TOJIBKO B IIEPBBIN aapec.

Ecnn x pokymMeHTy mnpwiaraercst Opyrod AOKYMEHT, TakKe WMEIOLIUU
OPUIIOKEHHE, TO OTMETKA O HAJWYHMH TMPWIOKEHUS OGOPMISIETCS CIEAYIOIUM

obpazom:

[Mpunoxkenue: mnucemo Cankrt-IlerepOyprckoil  u30upaTeNbHON  KOMHCCUU
or 15.11.2024 Ne 01-18/450 u mnpunoxxeHue K HEMY, BCETO
Ha 15 1.

Ecnun npunoxkenuem sBisercss 000COOJEHHBIN AJIEKTPOHHBIA HOCHUTENb
(KOMITaKT-AUCK, usb-duen-HakonuTeab ©W  Jp.), TO OTMETKAa O HaJuYuu

MPUIOKEHUS OPOPMIISIETCS CIASAYIOMUM 00pa3oM:

[Tpunoxenue: CD B 1 3k3.

[Ipu »sroMm Ha Hocurtene (Bkiaabimie (KOHBEPTE)), YKa3bIBAIOTCS
HAaMMEHOBAHUS IOKYMEHTOB, 3alTMCAHHBIX Ha HOCUTEIIb, UJIM UMEHA (haiisioB.
B pemenusx m mpukazax CBEIACHUS O HAJIMYUH MPUIOKCHUHA YKA3bIBAIOTCS

B TCKCTC, HAIIPHUMCDP:

«Pa3paboTtarh M MNpeAcTaBUTh MPOEKT IUIaHAa MO (QopMe, YKa3aHHOMU
B npuiiokeHuun Ne 1
WIn

«...JIeTIaeTCs 3aIMKCh B )KypHAJl yCTaHOBJIECHHOHN (hopMbl (puitoxkeHue Ne 2).»

Ecim B ngOKymMeHTe, K  KOTOPOMY  OTHOCHUTCA  IPHIIOKEHUE,
OHO HE YTBEPXKAAETCA, & IPOCTO COAECPKUTCSA CChUIKA HA HETO, TO Ha IEPBOM JIMCTE
MPUJIOKEHUST B TIPABOM BEPXHEM VINIy YKa3bIBACTCS, K KAKOMY PEIICHUIO
(mpuKa3y) MPUIOKEHNE OTHOCUTCS, @ CTPOKH MOTYT IIEHTPOBATHCA OTHOCUTEIHHO
CaMOM JUIMHHOW CTPOKH, HAIIPUMED:

[Ipunoxenue
K [IpUKa3y npejaceaarens
TeppuropuanbHoit U30UpaTeIbHON
komuccuu Ne 6
ot 14 maprta 2025 1. Ne 27-pn



[Ipn HamUYMM HECKOJBKHX TNPUIIOKECHUA OHHM HYMEPYIOTCS, HampuMep,
npunioxenne Ne 1, npunoxxenue Ne 2 u tak jganee.

3.5.16. Iloanucse.

B cocra noamucu  BXOASAT: HAaMMEHOBaHUE  JOJDKHOCTU  JIMIIA,
MOJAMMCABIIET0  JOKYMEHT, €ro COOCTBEHHOpYYHass  TMOJIHUCh, KOTopas
opopMIsieTCSI CHUHUMH WIM YCPHBIMH YEPHIJIAMH, paciii(poBKa MOAMKUCH
(MHUIIAAIBI, (aMUITHA).

Ecmun moxymeHT odopmisieTcs Ha OJlaHKE TEpPUTOPHUATBHOM KOMUCCHH,
TO PEKBHU3UT BKIIOYACT HANMEHOBAHHE JOJDKHOCTU JIMIA, IOJIMKCHIBAIONIETO
JIOKYMEHT, €ro COOCTBEHHOPYUHYIO MOJANKCH, PACIIU(PPOBKY MOAMUCH (MHUITUAIIBI

1 (hamMuIInIO), HaNpUMeEp:

HpGIICCI[aTGJIB IIOAITNCH HMHHUIIHUAJIbI, (baMI/IJII/IH

Ecnu 1OJKHOCTHOE JMI0, MOANKUCH KOTOPOrO 3arOTOBJIEHA HA IPOEKTE
JIOKYMEHTA, OTCYTCTBYET, TO JTOKYMEHT MOAMNKUCHIBAET €r0 3aMECTUTEIb WM UHOE
JMILO, UCHOJHSIoUEe ero o0s3aHHOCTH. IIpu 3TOM 00s3aTENbHO yKa3bIBAIOTCS
(dakThueckass JOJKHOCTH JIMLA, MOANKMCABIIET0 JOKYMEHT, U €ro QamMuius.
He  pomyckaercs — moAanmuchiBaTh  JIOKYMEHTBI € HPEAJIOTOM  «3a»
WUJIU IPOCTABJIEHUEM KOCOU YEPTHI ITEpe] HANMEHOBAHUEM JIOJKHOCTH.

Ecnu nokyMeHT odopmiisieTcs He Ha OJIaHKE, TO PEKBU3UT COAECPKUT MOJTHOE
HAaUMEHOBaHUE JOJDKHOCTH Jv1a, HOJINHCABIIETO JOKYMEHT,
€ro COOCTBEHHOPYYHYIO MOANHUChH, paclIMPpPOBKY MOANHCH  (MHULIMAJIBI

U (haMuIInIO), HAlpUMeEp:

[Ipencenarens
TepputopuanbHOl M30MPATEITHHON KOMUCCHH
Ne 6 MOJANKUCH WHUITHAIIBI, PaMUITHS

[Ipu mnoamucanuyd JOKYMEHTa HECKOJBKUMHU JIOJDKHOCTHBIMHU  JIUIIAMH
WX TIOAMHWCH pacrlojiaraloTcss OJHa TMOJ JpPYyrodl B TOCJIEAOBATEIBLHOCTH,

COOTBETCTBYIOLIEN 3aHUMAEMOU TOJKHOCTH, HAIIPUMED:



IIpencenarens MOJIHCH WHUIAATBI, (haMuTis

['naBHbIN Oyxrantep MOJAMNKCH UHUIMAJBI, (haMUIns

HpI/I nmoanuCaHun AOKYMCHTAa HCCKOJIbBKMMH JIMOAMH, 3aHHMAarOoImuMHn

PaBHBIC JOJDKHOCTH, ux nmoanvcCu  pacrnojararoT  Ha OIHOM  YPOBHC,

HaIpuMep:
HauansHuk nmpaBoBOTO OTIETA HauansHuk
OpPTraHU3alMOHHO-METOANYECKOTO
oTAena
MOJNUCHh WHULUAIBI, (pamMuius MOJNKUCH WHULUAIBI, HaMIIHS

B AOKYMCHTC, ITIOATOTOBJICHHOM KOMHCCHCﬁ, MOAIINCH PacCIIoIararoTcsa OJHa
1o g zxpyroﬁ. HepBBIM YKa3bIBACTCA IIPCACCHATCIIb KOMUCCHUHU, A (1)aMI/IJ'II/II/I YJICHOB

KOMMCCHUU PacnoiararoTcs B alipaBUTHOM MOPSJIKE, HAIPUMED:

[Ipencenarens KOMUCCUU MOJIHNCH WHHITAAIIBI, (haMUIIUs
YJieHb KOMHUCCHH MOAITHCH WHULHABI, (DaMUITHS
MOAIINCH WHHITAAIIBI, (haMUIIUs
MOAITHCH WHUIHABI, (DaMUITHS

Ecnn OKyMEHT cocTaBieH Kak mpuiaraeMasi K OCHOBHOMY JTOKYMEHTY
cnpaBka uiu  uHbopmarus, TO OH O0QGOpMIAeTCSI B  COOTBETCTBHH
¢ myHKTOM 3.5.15, a BMECTO MOANMUCH MOJ TEKCTOM AOKYMEHTA, KAaK IpPaBWIIO,
yKa3bIBaeTcst haMuIusl, UMsi, OTYECTBO UCTIOJTHUTEIS.

3.5.17. OTmeTKka 00 7E€KTPOHHON MOAMKCH.

[IpocraBnsieTcss Ha BU3YyaJIU3UPOBAHHOM 3JIEKTPOHHOM JOKYMEHTE B MECTE
PacIoJIOKEHUSI COOCTBEHHOPYYHOW TMOJIUCH JIOJDKHOCTHOTO JIMIA B JIOKYMEHTE

Ha OyMa)KHOM HOCHTEJIe, HAalIPUMED:

Hpe)lce)laTenL AOKYMEI:I'T noaonUCAH
o npPOCTOM NoANUCHLIO
TeppuTopHanbHOH

n30UpaTENbHOM KOMUCCHM NO 6 | XYBQCT/PIZL7BQ+0+6LTHNQPOMVDVUYS= N.B. Upununa

[feicreutenen:bes cpoka aencreuns
Bnapeneu:UpvHuHa UHra ButanbesHa




DneMeHTbl OTMETKH 00 3JEKTPOHHOW MOMMUCH JOJKHBI ObITh BHIWMBIMH
Y YUTAEMBIMH [IPU OTOOPAKEHUH JOKYMEHTA B HATYPaJIbHOM pa3Mepe.

DneMEeHThl OTMETKH 00 3JIEKTPOHHOM MOJNUCH HE JOJHKHBI MEPEKPHIBATHCS
WJIM HAKJIaJbIBAThCS IPYT HA ApyTa.

DNeMEeHTbl OTMETKU 00 3JEKTPOHHOM MOJNMUCH HE JIOJKHBI MEPEKPHIBATH
AJIIEMEHTHl TEKCTa JOKyMEHTa U JpPyrue OTMETKHM 00 3JIEKTPOHHOH MOAMHUCH
(Ipy HATUYHH).

B cinywae, ecnau 3JIEKTpOHHAs HOIIUCH COJEPKHUT METKY JOBEPEHHOIO
BPEMEHHU, OTMETKa 00 3JIEKTPOHHON NOJANHCH JOJKHA 0053aTeNIbHO BKJIHOYATh
uH(pOpMaAIMI0O O JaTeé M BPEMEHHM TOJINUCAHUS JOKYMEHTAa 3IIEKTPOHHOMN
NOANUCHI0. BHENTHUI BUJ METKU JIOBEPEHHOTO BPEMEHU U BHELIHUN BUJI IPOCTOMN
AJIIEKTPOHHON MOJANKMCH YCTAHABIMBAECTCS JOKAJIbHBIMA HOPMATUBHBIMU aKTaMH
WIH 10 COTJIAIIEHUIO CTOPOH JIOKyMEHTO000pOTa.

3.5.18. I'pud cornacoBaHwus.

I'pud cornacoBanusi coctoutr u3 cioBa COI'JTACOBAHO 6e3 kaBbluek
U MPONUCHBIMHU OyKBaMH, HAUMEHOBAHMS JTOJDKHOCTH JIUIA, KOTOPHIM COTJIACOBaH
JOKYMEHT (BKJIIOYas HAWMEHOBAaHWE OpTraHU3allidh), €ro COOCTBEHHOPYUYHOMH
noamucu (pu oQopMiIeHUH Ha OyMa)KHOM HOCHUTEINE), pacuudpOBKUA TOJIUCH

(vHUIMABI, (PaMUJTHS) U IAThl COTJIACOBAHMUS, HAIIPUMED:

COT'JIACOBAHO
Cexperapp TepputopralibHOM
n30upatenbHOU komuccuu Ne 6
MOANKCH WHHUITHAIIBI, (haMUITHS
naTa

Eciu cornacoBanume OCYHICCTBIACTCA  IIPOTOKOJIOM HJIM IIHCBMOM,

TO COTJIACOBaHHUE O(POPMIISIETCS CISAYIOLUIIM 00pa3oM:

COI''TACOBAHO
IIPOTOKOJIOM 3acCE€AaHMs



aTTECTAlMOHHOW KOMHUCCUH
TepputopuanbHO N30UpATEILHON
komuccuu Ne 6
ot 14 ¢pepans 2025 . Ne 16

WJIN:
COI''TACOBAHO
nuceMoM Pocapxua
ot 05 mapta 2025 r. Ne 4-15/46

I'pu¢ cormacoBaHust JOKyMEHTa B 3aBUCMMOCTH OT BHJA JOKYMEHTa
U 0COOEHHOCTEN €ro 0OPMIIEHUS MOKET IPOCTABIISITHCS:

Ha TEpPBOM JIUCTE JOKYMEHTa B JIEBOM BEpXHEM YTy Ha ypoBHE Tpuda
YTBEPKACHUSI UJIU 110, HAUMEHOBAaHUEM JIOKYMEHTA OJIMKE K HIPKHEMY IOJIO;

Ha MOCJIETHEM JIMCTE TOKYMEHTA MOJI TEKCTOM;

Ha JINCTE COIIACOBAHUS, ABJISIFOUIEMCSI HEOThEMIIEMOM YaCThIO JOKYMEHTA.

3.5.19. Busa.

BHyTpeHHee corinacoBaHue NPOEKTa JOKyMEHTa O(POPMIISIETCS BU3OM.

CorylacoBanne NpOEKTa JAOKYMEHTA MOYKET OCYLIECTBISTBCS CpPEACTBAMU
[11. Ilpu coriacoBaHMM NPOEKTa JOKyMEHTa Ha OYMa)KHOM HOCHUTEJE BU3a
BKJIIOYAET TMOJANKCH BH3UPYIOMIETr0, paclIMPpOBKYy NOANHCH (MHULUAIBI,
dbamunusi) W ngary, Opu HEOOXOAMMOCTH MOXKET OBITh yKazaHa JOJIKHOCTb

BU3UPYIOILETO, HAIPUMED:

Cexperapp TepputopualibHOM
nu30uparenbHon komuccuu Ne 6

IIOAIINUCH HMHHUIIUAJIbI, q)aMI/IJ'H/ISI
Jara

[Ipn Hanmuuum 3aMeyaHuid K JOKYMEHTY BHU3a OGOpMIIIETCA CIEAYIOIIUM
obpazom:

3ameuaHus MpUIararTCs

Cexperapp TepputopralibHOM



n3ouparTenbHOM KoMuccuu Ne 6
MO/ITUCH WHULHABI, (haMUITHS

Jara

3amMeuaHus  UW3JaraloTcsi Ha  OTACIBHOM  JIUCTE,  MOJANHUCHIBAIOTCS
Y TIPUJIATatoTCA K JOKYMEHTY.

JlommyckaeTcst TOTMCTHOE BUSUPOBAHUE JOKYMEHTOB U MPHUIIOKEHUN K HUM.

Ecnn noiyIMHHUK JOKYMEHTA OCTAETCsl B TEPPUTOPUATLHON KOMUCCUU, BU3bI
MPOCTABIIAIOTCS B HIDKHEM YacTh OOOPOTHOW CTOPOHBI TOCJIETHEro JIMCTa
MOJJIMHHUKA IOKYMEHTA.

JIns MOKyMEHTa, MOJJIMHHUK KOTOPOTO OTIPABISIOT U3 TEPPUTOPUATIBHOU
KOMUCCHH, BUA3BI POCTABISKOTCS B HWYKHEN YaCTU JIMLEBON CTOPOHBI MOCIEIHETO
JIMCTA KOMUU OTIPABIIIEMOIO TOKYMEHTA.

3.5.20. ITeuars.

[lewatp  3aBepseT  MNOMJIMHHOCTh  NOANWCH  JOJDKHOCTHOTO  JIMIIA
Ha JOKYMEHTax, YJOCTOBEPSIONIMX TMPEAYCMOTPEHHbIC MPABOBBIMU aKTaMHU
MOJIHOMOYHMSI  JTOJDKHOCTHBIX JIMI WM (PUKCUPYIONMX (DAKThI, CBsSI3aHHBIC
C (uHAHCOBBIMU  CpEICTBAaMH, a TakXKe€ Ha  HWHBIX  JIOKYMEHTax,
MpeyCMaTPUBAIOLINX 3aBEPEHNE MOJIMHHOM MTOAIUCH.

[leyatp craBUTCS Ha CBOOOJHOM OT TEKCTa MECTE€, HE 3axBaThIBas
COOCTBEHHOPYUYHOU MOJMUCH JOJKHOCTHOTO Jiniia. [legaTs MOXKeT 3axBaThIBaTh
4acTh HAUMEHOBAHUS TOJKHOCTH JIMIA, TOAMKUCABILIETO IOKYMEHT.

B nokymeHTax, MOJATOTOBJICHHBIX HAa OCHOBE YHUDUIIMPOBAHHBIX (opM,
nevyaTh CTAaBUTCS B MecTe, 0003HaueHHOM oTMeTKoM « MID» mim nabIM 00pazom.

3.5.21. OTmeTKa 0 3aBEpEHHUH KOIUHU.

Jlnsi 3aBepeHMsT COOTBETCTBHUS KOINHMM JIOKYMEHTAa TOIJIMHHUKY HUXKE
pekBuzuta «lloamuce» TpoCTaBIAE€TCS OTMETKA O 3aBEPEHUU  KOMUU —

3aBCPUTCIIbHAA HAAIIKUCh ((BCpHO», AOJDKHOCTL JIMIA, 3aBCPUBHICIO KOIIMIO,



€ro COOCTBEHHOpYYHasl MO/NHKCh, pacmudpoBka MOJANKCH

U JlaTa 3aBEPEHUs, HallpuMep:
Bepno
IIpeacenarens TEPPUTOPUAIIBHON KOMUCCHN
HOJIIHCH MHUIMAJIbL, (paMuIus
naTa

Jlomyckaercst 3aBepATh JNOKYMEHTbI OTMETKOW «BepHo» mnpocraBieHueM
mTaMrna ¢ yKa3aHueM  JOJDKHOCTH  JIMIA,  3aBEPUBUIETO  KOIMMIO,
ero coOCTBEHHOPYYHOU MOJIUCH, PAaCIIU(PPOBKH MOJIMUCH U IAThl 3aBEPEHUS.

B caydasx, nOpeayCMOTpPEeHHBIX  3aKOHOAATENbCTBOM  Poccuiickon
Odepnepanuu 0 BeiOOpax u pedepeHmymax, IMpU 3aBEPEHUU KOMUU JOKYMEHTa
TaK)K€ MMPOCTABJISIETCS BPEMS 3aBEPEHHUSI.

[Ipy mepechlIke KONMUU JOKYMEHTa B APYTH€ OpPraHU3allMy WU BblIaye
€€ Ha pyKHU 3aBEpUTEIbHAS HAJIIUCh YA0CTOBEPSIETCS COOTBETCTBYIOIIEH M€YATHIO.

JIMCTBI MHOTIOCTPAaHWYHBIX KONUN HYMEPYIOTCS, OTMETKa O 3aBEPECHUH
KOIIMM  JIOTIOJHSETCS  yKa3aHWMEM  KOJIMYecTBa JHUCTOB kommu  «Bcero
B KONUM ___ JIMCTOB». Ha KOMMSX MHOTOCTPAHMYHBIX JOKYMEHTOB OTMETKa
O 3aBEpEHHMM KONMM IIPOCTABIAETCS HA  KaXJIOM  JIUCTE  JOKYyMEHTa
WIM Ha TOCIEAHEM JIMCTE MPOIIMTOIO0 WIM CKPEIJIEHHOTO HWHBIM 00pa3oM
JIOKYMEHTA.

3.5.22. OTmeTKa 00 UCTIOTHUTEIIE.

OtMmerka 00 WCHOJMHUTENE BKIOYAeT B ceOst (haMHIIMIO, UM U OTYECTBO
(Mpu HAJIWYMM) UCHOJHUTENS JOKYMEHTa M HOMEp €ro ciyxeOHoro TtenedoHa
C KOJOM pervoHa (B ciiydyae HampaBlIeHUs JOKYMEHTa B ajpec M30upaTesbHbIX
KOMHCCUH MOXET yKa3blBaTbcsi HoOMep ciykeOHoro Ttenedona ATCB).
OTMeTKy 00 MCIOJIHUTEIIE PAcoaraoT Ha JIMLEBON WM, P OTCYTCTBUU MECTa,
Ha OOOPOTHOI CTOPOHE MOCJEIHEro JUCTa JTOKYMEHTa B JIEBOM HIKHEM YTITy

mpudTom 10 MyHKTOB, HATTPUMED:



3y6apes Biagumup Mnpug
(812) 356-85-31

3.5.23. OtmeTka 00 UCTIOTHEHUH JOKYMEHTA.

OTmeTka 00 UCIOJHEHUM JOKYMEHTa M HalpaBI€HUU €ro B JEIO0
MOTYT BKJIIOYAeT CJEIYIONIME JMJaHHbIC: KpaTKUe CBEACHUA OO0 HCIOIHEHUU
JOKYMEHTa ([P OTCYTCTBUM JOKYMEHTA, CBUJETEIIbCTBYIOLIETO 00 MCIIOJHEHUH),
JaTy ¥ HOMEpP MMEIOUIETrocsl TOKyMeHTa 00 UCIOJIHEHUH, cioBa «B nemno», Homep
7ienna, B KOTOPOM OyJeT XpaHUThCS JOKYMEHT, AaTy, MOANUCH (Mpu 0pOpMICHUN
Ha OyMa)>KHOM HOCHUTEJIE) IPeCceAaTeNsl TEPPUTOPUATLHON KOMUCCHH.

3.5.24. Unentudukatop 3M€KTPOHHOMN KOMUU JOKYMEHTA (KOJOHTHUTYII).

Nnentuduxatop (uMa (aiina Ha MAITMHOYUTAEMOM HOCUTEJIE) AIIEKTPOHHOM
KOIIUM JTOKyMEHTa (KOJIOHTUTYJI) MOXET MPOCTABIATHCS B JIEBOM YIJIy HUKHETO
TOJIS1 KXKAO0W CTPaHUIIBI JOKYMEHTa MPUGPTOM § MMyHKTOB, HAPUMED:

K0305298

3.5.25 Wtpux-koxa (QR-komx) qOKyMeHTA.
[Ipy wucnonp30BaHUMM WTPUX-KOAA, €r0 ClEeAyeT pa3MellaTb B MPaBOM
HIOKHEM yINIy TmepBoro Jmcra. Eciaum Mecta HEAOCTaTOYHO, JOMYCKAaeTcs

pa3MelIeHre B MPaBOM BEPXHEM YTIIy WM Ha APYTroM CBOOOIHOM MECTE.

4. Opranu3anusi padoThbl ¢ HCXOAAIIMMHU (OTHPABJISIEMbBIMU)
TOKYMEHTAMU

4.1. Pabota c oTmpaBiasieMbIMH (MCXOISAIIUMHU) W3 TEPPUTOPUATHLHOM
KOMHCCUU JOKYMEHTAMH BKJFOYAE€T HUX PETUCTPALMIO, NPOBEPKY MPABUIBHOCTH
odopMIIeHUS, B TOM YHCJIE€ HAJIUYHME MOJIHOTO aJpeca W €ro TOYHOCTh, HaTU4Yue
MOJIMHHON Toanucu (IUisi 3JIEKTPOHHOTO JTOKYMEHTa — MPOBEpPKa TMOTMHHOCTH
AJIEKTPOHHON TOAMMCH), JPYTMX HEOOXOIUMBIX JJIEMEHTOB OGOpMIICHUS,
YKa3aHHBIX MPUIOKEHUM, U OTIIPABKY.

4.2. Ucxonsmme MOKYMEHTHI TedaTarTcsl Ha OJaHKax YCTaHOBJICHHOM
dbopmbl, OQOPMIISIIOTCS B COOTBETCTBUM C  TOJIOKEHUSIMU ~ WHCTpyKIMH

u peructpupytorcs B [1J] umu apyrux peructparimoHHO-YIeTHBIX (hopMax.



4.3. OtnpaBka JOKYMEHTOB u3 TEPPUTOPHATBHON KOMHUCCHHU
OCYILECTBISIETCSl OpraHamMM (eaepanbHON (HeabAbErepCKOM WM CHELUAIbHOM
CBSI3U, TMOYTOBOM, TenerpadHoil CBs3bl0, cpenactBamu [IJI, mo kaHamam
(akCUMUIIBHON CBSI3H, HJIEKTPOHHON MOYTON B C€TH VIHTEpHET U HAPOUHBIM.

4.4. Ilpu opopMiIeHUH OTHPABIAEMBIX (UCXOASIINX) MHCEM, B TOM YHUCIE
IIpU NOJATOTOBKE MPOEKTOB nuceM cpeactBamu IIJ[, u TenerpamMm HCIOJIHHUTENb
YKa3bIBa€T IIOJIHBI MOYTOBBIM (BKJIIOYAash MHAEKC) aJapec OpraHu3aluu
WJIM TPaKIaHHUHA.

4.5. Otnpasnsiemple  (MCXOASAIIME)  JTOKYMEHTBI ~ MOTYT  T'OTOBHTHCH,
COIJIaCOBBIBATHCS M MOJANMUCHIBATHCA cpeacrBamu 1171,

Hcxondmupe mnucbMa  HANpPaBISIOTCA 32 MOJNUCHIO  MpeJceaTess
TEPPUTOPUAIBHONM KOMHUCCUH, B €ro OTCYTCTBHE —3a IOJIUCBIO 3aMECTHUTEI
npeacenarenass WIM WHOTO 4j€Ha TEPPUTOPHUAIBHON KOMHCCHUH, HCIOJIHSAIOLIETO
00s3aHHOCTH  TpeJcenaTeNs, Ha  COOTBETCTBYIOIIEM  OJlaHKe  mHUchbMa
(mpu MOATOTOBKE MCXOISALIMX JOKYMEHTOB cpeiactBamu I1J] — cooTBeTCTBYIOLIMX
AIIEKTPOHHBIX A0IOHAX OJAHKOB JOKYMEHTOB).

4.6. C ucnonb3oBanueM I1/] mnu apyrux perucTpalioOHHO-YYETHBIX (HOpM
JOKyMEHTaM IPUCBAWBAETCS UCXOJSALIUNA HOMEDP, KOTOPBIM COCTOMT M3 MHJAEKCA
Jiena 1Mo HOMEHKIIAType el U TMOPSAKOBOTO HOMEpa JIOKYMEHTA, pa3/eleHHBIX
Kocou 4yepTor. Mcxomdmmi HOMEpP YKa3bIBA€TCS TAKKE HA KONUU JIOKYMEHTA,
ocraromiericss B nene. Hymepanuss wucXomsmmx JOKYMEHTOB OCYLIECTBIISETCS
B IIpeieliax KaJeHAapHOro roja.

IIpn perucrpanuu HUCXOIAIIErO0 JOKYMEHTAa B PErUCTPALMOHHO-YUYETHOM
dbopme 00s3aTeNIBPHO YKA3bIBAIOTCS CIEAYIONIME PEKBU3UTHI: JaHHBIE 00 ajapecaTe
(pamumnmsi, umsi, oT4ecTBO (TIPU HATUYKMK) (HUINIECKOTO JIUIIA WM HAMMEHOBAHHE
OpraHu3alliy, KpaTKOE€ COJAEpXKAaHUE JOKYMEHTAa, HCIIOJHUTENb JIOKYMEHTa,
€ro COMCITOJIHUTENHU, KEM OH MOJINUCAH, a TAK)KE KOJIMYECTBO JIUCTOB OCHOBHOTO

JAOKYMCHTA M JIMCTOB NPUIIOKCHUA, KOJIMICCTBO 3K3CMILISIPOB, BUA OTIIPABKU.



[Ipyu  perucTpauvv  HCXOASIIET0  JOKyMEHTa  JellaeTcsi  CBs3Ka
C BXOJISLIUM JOKYMEHTOM Ha KOTOPBIN JaeTCsl OTBET (€CIU TAaKOBOM UMEeTCs).

4.7. OTnpaBka UCXOAAIMMX JOKYMEHTOB cpeactBamu I1J[ ocymectBisercs
JUIIOM, UMEIOITUM J0cTyn K padote ¢ [1]1.

WNHble nOKyMEHTBI MOTYT OBITh OTIpaBjieHbl oOpraHamu (denepanbHOU
dbenpaperepckoll WM CHENUAIbHOW CBS3M WM TIOYTOM TI0  YKa3aHUIO
npeacenaTens TEPPUTOPUAITILHON KOMUCCHUU.

4.8. Ins nepenaun ucxojsmero gokymeHnta I/ umu smekTpoHHONW moUYTON
B cetu VIHTepHET OTHpaBIAEMbI JOKYMEHT OQOpPMIISIETCS B COOTBETCTBUU
c TpeboBanusaMu MHCTpyKIUU.

B cnyuae perucrpauuu nokymenta B I1/] Tekct qokymenrta B ¢popmare docx
win xIsx wiM 3MeKTpoHHBIA 00pa3 gokymeHTa B (opmarte pdf (mpu Hanuuuu
CKaHHPYIOLIETO YCTPOMCTBA) MPUCOEAMHSETCS K PErMCTPAllMOHHON KapTOYKe
Y OCYLIECTBJISIETCS €r0 OTIPABKA.

IIppu mnoaroroBke JOKyMeHTOB cpencteamu IIJ[ ¢ wmcnons3oBanuneM
ANIEKTPOHHOM MOJNUCH IOCJE MOANUCAHUS JTOKYMEHThI MOTYT aBTOMAaTHYECKH
peructpupoBatbcsi U Hanpaiateea B LUK Poccun, @I nmpu LUK Poccun,
PIHHOUT mpu LUK Poccuun, Cankr-IleTepOyprckyro n30upaTebHYI0 KOMHCCHIO,
uHble K30uUpaTenbHble KoMUccUM —CcyOBekToB  Poccuiickoirt  denepauuu,
TEPPUTOPHUAIBHBIE KOMUCCHH.

4.9. ITpu oTmpaBke TeaerpaMMbl 0OJiee 4eM B YEThIpe ajpeca 0opMIIIeTCs
NOMJIMHHUK, KOMMS W JBa OK3EeMIUIApa NOAMMCAHHOIO CIHUCKA PACCHUIKU
C YKa3aHUEM TMOJHBIX IIOYTOBBIX (BKJIIOYAas TIOYTOBBIM MHIEKC) aJpecoB.
Ha Tenerpad nepenaroTcs MOAJTUMHHUK C OJHUM 3K3EMIUIIPOM CIHCKA PACCHUIKU
U KOIHWA TeJNerpaMMbl, KOTOpas C OTMETKOM O Iepefade TeJerpaMMbl
BO3BPAILAETCS B TEPPUTOPHUATIBHYIO KOMUCCHIO U BMECTE CO BTOPBIM IK3EMIUISIPOM
CIIUCKA PACCHUIKH MOIINBAETCS B JEIO.

4.10. Ilpu ormpaBke mmchbMa OoJiee YeM B YETHIPE ajpeca COCTABISCTCS
CIIMCOK pAaCChUIKM YCTaHOBJIEHHOW (opmbl (mpuinoxenue Ne 6), KOTOpPbIH

MNOAMNMMCBIBACTCA MPEACCAATCIIEM, B €0 OTCYTCTBUEC — 3aMCCTUTCIIEM MIPCACCAATCIIA



WIN WHBIM YJICHOM TEPPUTOPHUATHHOW KOMHCCHH, HCIIOTHSIONAM OO0S3aHHOCTH
npeacenaTenss TEeppUTOpUanbHOM Komuccuu. I[locne peructpauum mOUCBMO
TUPAXUPYETC B HEOOXOIMMOM KOJIMYECTBE M oOTmpasisercsa. [Ipu moaroToske,
COrJIaCOBaHUM W MOANHMCAHUM nuceM cpeacTBaMu IIJ] cnHMCOK pacchbUIKd Takxke
rotosurcs cpeacrsamu [1/1.

Ecnu nucbMo win TellerpamMma HarpasisieTcss He 0oJiee 4eM B YEeThIpe
aapeca, TO IMOANUCHIBAETCS KaXK/IbIN HK3EMILIAP.

4.11. OtnipaBKka JOKYMEHTOB MNPOU3ZBOAUTCS €XKETHEBHO B 4Yachl PadOTHI
TEPPUTOPHATHHON KOMHUCCHH, KPOME BBIXOIHBIX U HEPAOOUHMX MPA3THUIHBIX JTHEH.

OTmpaBka HCXOIAIIUMX JTOKYMEHTOB IIOCJE€ OKOHYaHUs padodero [Hs,
B BBIXOJIHBIE M Hepabouue Mpa3JHUYHBIE JHU, B TMEPUOJ] MOJITOTOBKHU
U TpOBEACHUS U30UpATEIbHBIX KaMIAHUW OCYIIECTBISIETCS M0 YKa3aHUIO
npejaceaarens TEPPUTOPUATbHON KOMHUCCUU JTMOO B COOTBETCTBUU C PEIICHHEM
TEPPUTOPUAITBHON KOMUCCHH.

4.12. JIoKyMEHTbI ¢ OTMETKOM O CPOYHOCTH JOCTaBKH «BecbMa cpouHO»
u «CpouHOo» 0POPMIIIOTCS HE3aMEMJIUTEIBHO, MOTYT OTIPABIATHCS CPEACTBAMHU
[1/1, no xaHanaM (QakKCUMHIIBHOM CBSI3U, 3JEKTPOHHOW MOYTOW B cetu MHTEpHeT,
HApPOYHBIM W/WIJIH MEpeIaBaThCs B OTNET (enbaberepCKOi WK CIICIIMAIbHON CBA3U
JUIsl JIOCTaBKM B TMEPBYIO OYEpE/lb B COOTBETCTBHM C Tpa)MKOM MapUIpyTOB
dbenpaberepeil.

4.13. JlokyMeHTbl 0€3 OTMETOK OQOpPMISIOTCS MO MeEpe MOCTYIUICHUS
U MOTYT OTIpaBisAThcs cpeactBamu 11/l w/mnm nepenaBaTbCs B OTAEN JAOCTABKU
denbaberepckoil WM CHEUMaTbHOW CBSI3M, TJ€ OTIpPaBKa OCYIIECTBISAETCS
B COOTBETCTBHUU C I'pa)KOM BBIIOTHEHUS MapIIPYTOB B ONTUMAJIbHBIE CPOKHU.

4.14. JlIokyMEHTbI, HampaBisieMble TpaxJaHaM [0 TOYTOBOMY aJpecy,
yKa3aHHOMY UMH B OOpallleHUuH, OTIPABISIOTCS Yepe3 MOUYTOBOE OTNEICHHUE CBS3U
MPOCTBIMH TTOYTOBBIMU OTITPABIICHUSIMU WJTU 3aKa3HBIMU MTUCbMaMHU.

4.15. JlokyMeHTBI, TiepenaBacMble TIO0 KaHalaM (aKCUMIUIBHOW CBSI3H,

PETUCTPUPYIOTCS B MOPSAJIKE, YCTAHOBICHHOM JIJI1 UCXOSIIIUX JOKYMEHTOB.



4.16. Ucxonsmue JOKYMEHTHI, O(pOPMIICHHbBIE C HapylIeHHEM TpeOOoBaHUI
WHCTpyKUMK, K OTOpaBKE HE NPUHHUMAIOTCA U BO3BPALIAIOTCS HCIOIHUTEISM
Ha 10paboTKy. KoppecnoHaeHnus Heciry:)keOHOro XxapakTepa, B TOM YHCIIe JIMYHAs
KOPPECTIOHJAEHIMS, K OTIPABKE HE TPUHUMAETCS.

4.17. Komun ucxXoadmux JOKYMEHTOB, O(OPMIIEHHBIX Ha OyMakKHOM
HOCHUTEJIE, IIOMEIIAIOTCA B J€JI0 B COOTBETCTBUM C HOMEHKIATYpou Aen

TEPPUTOPUATBHON KOMHUCCHH.

5. Ocob0enHocTH PadOTHI € JJIEKTPOHHBIMHU JOKYMEHTAMHU
(ocymecTBiieHne padorsl ¢ JokymenTamu B I1]1)

5.1. DneKTpOHHbIE JAOKYMEHTHI SIBISIIOTCS O(UUHMATbHBIMU JOKYMEHTaMU.
DOneKTpOHHBIE JOKYMEHTHI CO3Jal0TCs, 00padaThiBatoTcs U Xpanarces B 111

5.2. DNEeKTPOHHBIA JOKYMEHT JOJDKEH ObIThb 0(QOpMIIEH MO0 O0uMM
OpaBwjaM  JIEJIONPOU3BOJCTBA M UMETh  PEKBU3UTHI,  YCTAHOBJICHHbIE
JUTSl aHAJIOTUYHOTO JOKYMEHTa Ha OyMa)XHOM HOCHUTEJNE.

5.3.B  TeppuTOpHanbHOM  KOMHMCCHUM  HCIIOJB3YIOTCS  3JIEKTPOHHBIE
JOKYMEHTBI, a TakXe DJJEKTPOHHbIE 00pa3bl JOKYMEHTOB, IOJyYECHHbIE
B PE3yJIbTaT€ CKAHMPOBAHUS JOKYMEHTOB Ha OYMa)KHOM HOCHUTEJIE U XPaHSIIIHECS
B I1/I.

5.4. lns moATBEp>KAEHUS NOMJIMHHOCTH TpH Mepefadye dIECKTPOHHBIX
JOKYMEHTOB B JpYyrH€ TOCYJapCTBEHHbIE OpIaHbl, OpraHbl MyOJIMYHOM BIACTH
denepanbHOit Tepputopun «CupHyc», OpraHbl MECTHOIO CaMOyHpaBleHUS,
OpraHu3alysIM M TpaXJaHaM JIOKYMEHTbI 3aBEpSAIOTCS 3JIEKTPOHHOM MOJIHUCHIO
JOJDKHOCTHOTO JIMIA TEPPUTOPUAIBHOM KOMMCCHM, MOJIKCABIIETO JOKYMEHT,
B coorBeTcTBUM ¢ DenepanbHbiM 3akoHOM OT 06 ampenst 2011 roma Ne 63-D3
«O0 31EKTPOHHOM MOJIUCKY.

5.5.1Ipu 00paboTke, pPacCMOTPEHHUH, COIJIACOBAaHUM U  IOAIHUCAHHUH
ANEKTPOHHBIX JOKYMEHTOB B IIJ[ BO BHYTpeHHEM JOKYMEHTOOOOPOTE MOTYT
UCIIOJIb30BAaThCSl  CIIOCOOBI  MOJATBEPXKIEHUS  JIEUCTBUH C  DIIEKTPOHHBIMHU
JOKYMEHTaMH, TIpU KOTOPBIX JJIEKTPOHHAs TMOJNKUCH HE MCHOJb3YyETCH.

Nnentudukaius AOTKHOCTHOTO JIMIIA MPOU3BOAMUTCS MO €ro y4YEeTHOM 3arucu



B IIJ mmbo MOXKET WCIOIB30BaThCS TMPOCTasi dSJIEKTPOHHAS  IOJITHUCH.
Takke mpocras 3JIEKTPOHHAS MOJINKUCh MOKET MCHOJIb30BATHCS MPH HAMPABICHUU
anekTpoHHbIX MokyMeHTOoB B [IMK Poccuu, @I npu UK Poccun, PIIOUT
npu [[UK Poccum, Cankr-IletepOyprckyto w30MpaTeNbHYI0  KOMECCHIO,
n30HUpaTesIbHbIC KOMHUCCHUH CyOBEKTOB Poccuiickon denepannm,
TEPPUTOPUATHHBIE KOMUCCHH.

5.6. CoctaBnenue, oOpMIICHUE U COTJIACOBAHUE MPOEKTOB 3JIEKTPOHHBIX
JIOKYMEHTOB ~ OCYILUECTBJISIETCS IO OOIMM TpaBujiaM JeJIONpPOU3BOJICTBA,
YCTQHOBJICHHBIM B OTHOIICHHM aHAJIOTUYHBIX JIOKYMEHTOB Ha OyMaXHOM
HOCHUTEJIE.

5.7.1lepeyeHp NTOKYMEHTOB, CO3[1aBa€MbIX, XPAaHHUMBIX M HCIOJIb3YEMBIX
UCKIIIOUUTENTLHO B (OpMe  DJIEKTPOHHBIX  JIOKYMEHTOB,  OIpeleNsercs
HOMEHKJIaTypO# Ael.

5.8. IlpueMm wu oTOpaBKa BIECKTPOHHBIX JAOKYMEHTOB OCYIIECTBISIOTCA
JOJDKHOCTHBIM  JIMIIOM, HUMEIOIIMM JocTyll K pabore c I[IJl, Takke MOXer
OCYILIECTBIISITHLCA aBTOMATUYECKasi OTIpaBKa JIOKYMEHTOB, MOJANMUCAHHBIX MPOCTOM
anekTpoHHoM  moamuchkto  cpeacrBamu  [IJI B MUK  Poccumn, OLHU
npu I[IUK Poccun, PLHOUT npm UK Poccun, Cankr-IlerepOyprckyio
M30UPATENIbHYI0 KOMUCCHIO, M30MpaTelibHble KOMHUCCUU CyObeKTOB Poccuiickoi
denepanuu, TEPPUTOPUATIBEHBIE KOMUCCHUU.

5.9.1lpu mnonydyeHun >aeKTpOoHHBIX JokymeHToB u3 [IHUK Poccun,
O mpu MUK Poccuu, PLHOUT npu MK Poccum, Cankrt-IleTepOyprckoit
n30UpaTebHOM KOMHUCCUHU, HM30MpATENbHBIX KOMHUCCUN CyOBeKTOB Poccuiickoit
denepanyi, TEPPUTOPUATBHBIX  KOMHUCCHM, TMOAMUCAHHBIX  DJIEKTPOHHOMU
MOANUCHIO, OCYIIECTBIIAECTCS IPOBEPKA ACHCTBUTEIBHOCTH 3JIEKTPOHHOW MOIUCH
cpenctBamu [1/1.

5.10. [Ipu BKJIIOYEHHM OSJIEKTPOHHBIX JTO0KymMeHTOB B IIJ[ dopmupyrorcs
pPETUCTPAIIMOHHO-YUYETHBIC JaHHBIC O JOKYMEHTE, 00CCICUMBAIONINE YIIPABICHUE
JIOKYMEHTOM, B TOM YHCJI€ €ro MOUCK, JOCTYN K IOKYMEHTY, KOHTPOJIb, XpPaHEHHE

U ucrojb3oBanue (mpuinoxenue Ne 7).



5.11.1Ipu  nepemaye  NOCTYNHBIIMX  AJIEKTPOHHBIX  JIOKYMEHTOB
Ha PAcCMOTPEHHE, HAIPaBICHUM DJJIEKTPOHHBIX JOKYMEHTOB MCIOJHUTEIAM,
OTIPAaBKE M XPAHEHHUH HJIEKTPOHHBIX JOKYMEHTOB BMECTE C HUMHU MEPEIAIOTCS
(HampaBIIAIOTCS, XPAHATCA) UX PETUCTPALMOHHBIE TAHHBIE.

5.12. Eqununeit yuera 3J€KTPOHHOTO JOKYMEHTa SIBIISIETCS AJIEKTPOHHBIN
JTOKYMEHT, 3apETUCTpUpOBaHHbIN B I1/].

ONEKTpOHHBIE JOKYMEHTBHI, HMEIOIIME IPWIOKEHUS, PETUCTPUPYIOTCS
Y YUUTBHIBAIOTCS KaK OJUH JIOKYMEHT.

5.13. DnexTpoHHBIE JOKYMEHTHI (OPMUPYIOTCA B JieJa B COOTBETCTBHUH
C HOMEHKJIaTypO# A€l TEpPUTOPUATIBHON KOMUCCHUN U UHIEKCUPYIOTCS B IOPSIKE,
YCTAaHOBJICHHOM B OTHOILEHUU JEJI, COCTABICHHBIX U3 JTOKYMEHTOB Ha OYMa:KHOM
HOCHTEJIE.

IIpyn cocraBlieHHMH HOMEHKJIATYpbl JI€J YKa3bIBAa€TCs, 4YTO JIEJIO BEAETCS
B DJIEKTPOHHOW (hopMe, 4YTO OTMEYAeTCs B 3aroJIOBKE Jena Wih B rpade
«IIpnmeuanuey», HanpuUMep:

[ToctanoBnenust LleHTpanbHON u30MpaTenbHOM Komuccuu Poccuiickoit
Oenepanuu. Konnn. D1eKTpOHHBIE JOKYMEHTHI.

5.14. DNEeKTpOHHBIE JAOKYMEHTHI TIOCJA€ MX MCIOJHEHUS MOJJIeKaT
XpPAaHEHUI0 B YCTAHOBJEHHOM IMOPSAKE B TEYEHHE CPOKOB, MPETYyCMOTPEHHBIX
JUISL aHAJIOTMYHBIX JJOKYMEHTOB Ha OyMa)KHOM HOCHTEJIE.

5.15. MecTto XpaHeHus DJJIEKTPOHHBIX JOKYMEHTOB N0 MX Iepeaadu
Ha apXMBHOE XpPaHEHUE, BHJI HOCUTEJEH, HA KOTOPBIX OHHM XpaHATCA, (opMaThl
UX TIOCTOSHHOIO M JIOJTOBPEMEHHOI'O XPAHEHHUS ONPEIEISAIOTCS € Yy4ETOM
UCIIOJIB3YEMbIX B  TEPPUTOPUATIBHOM KOMHCCHUM  MPOTPAMMHO-TEXHUYECKHX
CPEICTB, HOPMATHBHBIX AaKTOB M METOAMYECKMX JOKYMEHTOB Pocapxusa,
ApxuBHoro komurteta Cankt-IlerepOypra.

5.16. OkcnepTU3a LEHHOCTH JJIEKTPOHHBIX JOKYMEHTOB OCYIIECTBISECTCS
B OOLIEM MOpsAKE, YCTAaHOBJIEHHOM B OTHOUIEHMHM JOKYMEHTOB Ha OyMa)kKHOM

HOCHUTCIIC.



5.17.1locne  ucTredeHUs: CpOKa, YCTAHOBJIEHHOIO Il  XpaHEHUs
AJIEKTPOHHBIX JI€7 (PJIEKTPOHHBIX JTOKYMEHTOB), OHM MOJUIEXKAT YHHUYTOKEHUIO
C COCTaBJICHUEM aKTa YCTaHOBIIEHHOU (popMbl (Tipuiiokenne Ne 16).

5.18. DJIeKTpOHHBIE JTOKYMEHTBI, NOJJIEXKAIINE IJIUTEIBHOMY XpPaHEHHUIO,
NEPEJAIOTC HAa apXMBHOE XPaHEHUE MO OMUCAM C O(POPMIICHHEM aKTa IpHemMa-

nepeaadun 3JICKTPOHHBIX TOKYMCHTOB Ha apXHMBHOC XpPAaHCHHUC.

6. Oco0enHoCcTH padoOTHI ¢ OOpaLIEeHUAMH TPAMKAAH.
Opranuszanus JUYHOT0 IPUEMa rPaKIaH

6.1. Opranuzanus paboThl C OOpalEHUSIMH TpakJaH OCYLIECTBISIETCS
B COOTBETCTBUU C pazjaesioM 2 MHCTPYKIIMU ¢ y4E€TOM OCOOEHHOCTEH, YKa3aHHBIX
B JJAaHHOM pasJele.

6.2. OOpaieHust B TEpPPUTOPUAIBHYIO KOMUCCUIO MOTYT OBITh HAIPaBJICHBI
B IIUCbMEHHOM (hopMe, a TakKe B popMe ANEKTPOHHOIO JOKYMEHTA.

6.3. O0Opamienne B (opmMe DBJISKTPOHHOIO JOKYMEHTAa HallpaBiseTcs
C HCIOJb30BaHWEM CTpaHMIbl oduuanbHoro caita Cankt-IleTepOyprckoi
n30MpaTebHOM KOMUCCUU B ceTU VIHTepHET, peHa3HauYe€HHOM /ISl HallpaBIeHUs
oOpallleHuii B TEepPpUTOPUATIBHYI0 KOMHUCCHIO (Jajiee — JIeKTpoHHast (¢dopma
oOpalieHuit).

HampaBnenue  oOpamenuii B (GopMe  DJIEKTPOHHOTO  JIOKYMEHTA
B TEPPUTOPUAIBHYIO KOMHUCCHUIO  OCYIIECTBIISIETCS MOCIE  MPOXOKIEHUS
3asiBUTENEM MJIECHTU(DUKAIMKA W ayTeHTU(HUKAUMU TOCPEACTBOM (eaepalbHOMl
rocyJapCTBeHHONW MHPOPMAIIMOHHOM cucteMbl «EnnHas cuctema uaeHTUGUKAIIH
u ayTeHTHUKAMU B HUHPpacTpykType, oOecreunBaromei uHOOPMaIMOHHO-
TEXHOJIOTMYECKOe B3aMMOJEHCTBHE HH(DPOPMAILMOHHBIX CHUCTEM, HCIIOJIb3YEMBbIX
JUISl IPEAOCTABIIEHUS] TOCYAAPCTBEHHBIX U MyHULMIIAIBHBIX YCIYT B 3JIEKTPOHHOM
dbopmey.

OnexTpoHHas ¢opma OOpalleHH JOHKHA MperycMaTpuBaTh 3alOJHEHUE
azpeca SJEKTPOHHOW TMOYTHI, Ha KOTOPBIA JIOJDKEH OBbITh HAampaBi€H OTBET

Ha oOpalleHue, CreluaIbHOTO MOJis sl BBOAA TEKCTa oOpallleHusl, CoAepKaIlero



€ro CyTh, BO3MOXXHOCTb MPUJIOKEHNS TOKYMEHTOB U MaTE€pPUAJIOB B 3JIEKTPOHHOM
(dopMe, NOATBEPKAAIOIINX JOBOIBI OOPAILEHUS, a TAK)KE MOKET IPEyCMaTpUBaTh
BO3MOYKHOCTh ~ yKa3aHHUS JOMNOJHUTENbHBIX CBEJIECHUW, YTOYHSIOUIUX CYTb
oOparieHus.

6.4. Conepxalyecs B HallpaBJICHHBIX B (POpME 3JIEKTPOHHOIO JTOKyMEHTA
oOpallleHUsIX CBEACHUS, a TaKkKe TMpuiIaraeMble Marepuanbl (MpuU HaJIUYWN)
BBogsaTcss B IIJ[ ;1mbGo B Jpyrue perucTpalroHHO-ydeTHble (opmbl. BBon
CBEJICHMI, COJEPKAIINXCS B HANpaBICHHBIX B (POpME 3IEKTPOHHOTO JOKYMEHTa
oOpallleHusIX, MpUaraéMblX MaTepUalIoB M UX PErHCTpalysl OCYIIECTBISIOTCS
HE T03/IHEee TpeX padouux JHEH co JIHS HampaBlieHUs oOpallleHus, a B NEPUOA
NPOBEICHHUS  COOTBETCTBYIOIIMX  M30MpaTeNbHBIX  KaMIaHWd, KamIaHWi
pedepeHaymMa 1O BOOpocaM IOATOTOBKM W MPOBEACHUS JTUX BBIOOPOB,
pedepenayma 1o OOpalleHHUsM,  HalpaBICHHbIM /10  yCTaHOBJICHHUSA
TEPPUTOPUAIIBHOM KOMHCCHEW HTOTOB TOJIOCOBAHUS, ONPEICICHHS pPE3yJIbTaTOB
BbIOOPOB, pedepeHymMa —B JIeHb HalpaBlIeHHUs oOpalleHus JuO0 HE MO3JHee
clenyromero pabodyero JHA B COOTBETCTBUM C€ rpauKoM  paboThI
TEPPUTOPUAIBHON KOMHUCCUH, C YYETOM CPOKOB PACCMOTPEHHSI COOTBETCTBYIOIINX
oOpaleHuii, yCTaHOBJICHHBIX 3aKOHOJIATEILCTBOM O BbIOOpax U pedepeHayMax.
Peructpanus oOpalleHuii, HalpaBJIE€HHBIX B TEPPUTOPHAIIBHBIE KOMUCCUU B (popme
JIEKTPOHHOTO JOKYMEHTA, MOXET OCYIIECTBIAATHCS C HCIONb30BaHueM [1]]
JM00 C HCMOJB30BAHMEM JPYTUX PErHuCcTpalMOHHO-y4YeTHBIX ¢opM. Ilocne
OCYUIECTBJICHHUS! YKAa3aHHBIX JCUCTBUU OOpalllEHWE CUMUTAETCS MOCTYNHUBIIUM
B TEPPUTOPUAIBHYIO KOMHUCCHIO.

OOpaieHns B NMUCbMEHHOW (popme, MOCTyNUBLIME B TEPPUTOPHAIBHYIO
KOMHUCCHIO, PErHCTPUPYIOTCSA TMpejacenaTesieM (CeKkperapeM) TeppUTOpraIbHON
KOMUCCHUM WM  pabOOTHUKOM  ammapaTa, OTBETCTBEHHBIM 32  BEJACHHUE
JIeIONpPOU3BOACTBAa € ucnosib3oBaHueM IIJ] nubo ¢ wucmonab30BaHHEM APYrHUX
pPEerucTpallMOHHO-YUYETHBIX (OpM HE To31Hee Tpex pabouux [HEH co JHsA
NOCTYIJIEHUs OO0pallleHus, a B TMEpUoJ TNPOBEICHUS COOTBETCTBYIOIINUX

n30UpaTeNbHbBIX ~ KaMIAHWW, KaMIlaHUd pedepeHayma 10  YCTaHOBJIEHHS



TEPPUTOPUAIIBHOM KOMHCCHEW HTOTrOB TOJIOCOBAHUS, ONPEICICHHS pPE3yJIbTATOB
BBIOOPOB, pedepeHyMa — B JACHb TOCTYIUICHHS OOpalieHus Ju00 He MOo37Hee
CIIEYIOIIEro paboyero NHsS B COOTBETCTBUU C TpadUKOM pabOThl KOMHCCHUH,
C YYETOM CPOKOB PAaCCMOTPEHHsI COOTBETCTBYIOIIMX OOpPAIEHHUH, YCTAHOBICHHBIX
3aKOHOJIaTEIBCTBOM O BhIOOpax U pedepeHymax.

OOpaieHus, MNOCTYNHMBIIME B TEPPUTOPHAIBHYIO KOMHUCCHUIO, MOLYT
PETUCTPUPOBATHCS B YCTAHOBJICHHBIC BBIIIE CPOKH OTAEIBHO OT JIPYTMX BHJIOB
JIOKYMEHTOB.

6.5. B cayudae peructparuu oOpamienus B I1J[, HOTKHOCTHBIM JIHILIOM,
UMEIOLINM JocTyn K padote ¢ 1/, 3anonHsaroTcss HeoOX0UMBbIE TIOJISE BO BKJIAIKE
«O0pamenue» I1J[ B 3aBUCMMOCTH OT MMeroUIeics MH(popManuu B OOpalleHUH
HE TMO31Hee Tpex pabouyux JAHEW CcO [JHSA PErucTpauuu  OoOpaleHUs
B TEPPUTOpPUATBHOM KOMHUCCHM M B TEUYEHHME OJHOrO pabodyero AHsS CO JHS
MOCTYIJIEHUs1 00palIeHus IO BOIIPOCcaM MPOBOAUMBIX N30MpPaTENIbHBIX KaMITaHUH.

6.6. [Ipu BCKpBITUU KOHBEPTOB, COJAEpXKAIIMX OOpalieHuss B MUCHMEHHOMN
dbopme, mpoBepsieTcs Hamuuue Bcex BioxkeHud. KonBepT o0s3aTenbHO
COXpaHseTCA.

OOpamennss B TUCBMEHHOM (QopMe, colep)kamue B aJpecHON YacTu
NOMETKY «JIuuHO», paccmaTpuBaroTCs B OOLIEM TMOPSIKE B COOTBETCTBUU
¢ MuCTpYyKLIMEN.

[Ipu  peructpanuu  MHOBTOPHBIX  OOpalleHUH UM  IPUCBAUBACTCA
OUEpPEHOW PETUCTPALIMOHHBIA HOMEpP, B PEruCTPAllMOHHO-YYETHON Qopme
nemaercsi ormetka «lloBropHo», a mpum ucnons3oBanuu I/l ocymecrsusercs
ces3piBaHue ¢ PYK mno mnepBuuHbIM oOpamieHusM, Mpu HEOOXOJIUMOCTH
opopmiIcHHST Ha OyMa)XHOM HOCHUTEJIE K OOpalleHUI0 IPUKIAIBIBAIOTCS
nonoopannbie PYK no nepBuyHBIM 00patieHusm.

Ecnu oOparnienrie nocTynuiao OT KOJJIEKTUBA TpaxaaH, TO MPU PErucTpaluu
B PETHCTPAIMOHHO-YYETHOU (popme cTaBUTCS 0TMETKa «KOIEeKTUBHOEY.

6.7. IIpu ocymecTBieHun peructpanuu cpeactsamu [IJ[ Ha nwmneBoi

CTOPOHE TIEPBOTO JIUCTA 3aPETHCTPUPOBAHHOIO JIOKYMEHTa Ha OyMa)XHOM



HOCHUTENIE, KaK NpaBWiIO, B MPaBOM HWXKHEM YIJOy  IPOCTaBISETCS
PErUCTpPAallMOHHBII HOMEpP M JaTra, a Takke IITPUX-KOA C YKa3aHWEM
HAaMMEHOBAaHHS OpraHU3alu.

Eciau mpocTtaBieHue perucTpalioOHHONO HOMEpa 3aTpyJIHSAET IMPOYTEHHE
TEKCTa JOKYMEHTa, B TaKOM CJy4yae BXOJAIIMH HOMEpP NPOCTABISAETCA
B CBOOOJHOM OT TEKCTa YIJIy Ha JIMIEBOM CTOpPOHE MEPBOIO JHCTAa JOKYMEHTa,
a IITPUX-KOJ ITPOCTABIIACTCS PU HATUYUHA TEXHUYECKON BO3MOKHOCTH.

IIpr ocymecTBIEHMM PETUCTPALMUM B APYTrOM PErucTpaliOHHO-YYETHOU
dbopMe pEerucTpallMOHHBIA IITAaMI, COCTOSIIIMKA H3 TOPSAKOBOTO HOMeEpa
oOpallleHus] U JaThl PErucTpaliu, CTaBUTCSA, KaK IMpaBWJIO, HAa NEPBOM JIUCTE
oOpaiieHus B IpaBOM HMKHEM YTIIy WJIA Ha CBOOOJTHOM OT TEKCTa MECTE.

Hymepanuss nocTynuBmIMX OOpallleHUH OCYIIECTBISIETCS B Ipeaenax
KQJIEHJApPHOIO ro/1a.

6.8. 3aperucTpupoBaHHbIC OOpAIlICHUS PACCMATPUBAIOTCS B COOTBETCTBUU
C MOPSIAKOM, ONPEIEIEHHBIM pa3ienaoM 2 MHCTpyKIuu.

6.9. OOpanieHusi, aJApecOBaHHbIE WIEHAM TEPPUTOPUATIBHON KOMHUCCHUH,
PETHCTPUPYIOTCS, AOKIAJBIBAIOTCS U NEPENAIOTCS B COOTBETCTBUU C MOPSIKOM,
YCTaHOBJICHHBIM HCTpYyKLIKEH.

OOpaieHuss  paccMaTpUBAIOTCSI B COOTBETCTBHMM € YKa3aHUSIMU
[0 UCIHOJIHEHHWIO JOKyMEHTa Npeacenareiass TEePPUTOPUAIBHOM KOMMCCHH
B MOPSZIKE, YCTAHOBJICHHOM 3aKOHOJATENbCTBOM Poccuiickon ®@enepanum.

6.10. OOpaienus, coaepskalire BOMpPOCkl, PEIIEHUE KOTOPhIX HE OTHOCUTCS
K KOMIIETEHIIMM TEPPUTOPUAIBHOW KOMHCCHH, IOKJIAJBIBAIOTCS MPEICEHATENIO
TEPPUTOPUAIBHON KOMHUCCHHM W TIO €r0 YKa3aHUIO M0 HMCHOJHEHUIO JTOKYMEHTa
B CpPOKHM, YCTAaHOBJICHHbIE 3aKOHOIATEILCTBOM O BbIOOpax U pedepeHaymax,
HaIlpaBJISIOTCA C  CONPOBOAMTENIBHBIM  MHCBbMOM 332  €r0  IHOJIHUCHIO
B COOTBETCTBYIOIIMIA OpraH MWJIM COOTBETCTBYIOLIEMY JIOJDKHOCTHOMY JIMILY,
K KOMIIETEHIIMM KOTOPBIX OTHOCHUTCSI pELICHHE IMOCTaBJICHHBIX B OOpallleHuu

BOIPOCOB, C  YBEJAOMJICHMEM  TpaXJaH,  HalpaBUBIIUX  OOpalieHus,



0 mepeaapecanuu oOpamieHuid. B compoBOAUTENHLHOM MNHUCHME OrOBAPUBAETCS
MOPSIJIOK HAIlpaBJIEHUSI OTBETA aBTOPY OOpaIlleHHUs.

Ecnu pemenne mnoCTaBIeHHBIX B OOpalleHUH BOMPOCOB OTHOCHUTCS
K KOMIICTCHIIMM HECKOJBKUX TOCYAApCTBEHHBIX OPTraHOB, OPraHOB MECTHOTO
CaMOYIIPABJICHUSI WJIM COOTBETCTBYIOIIMX JIOJKHOCTHBIX JIMII, KOMUSL OOpalieHus
HAnpaBIIIETCSI B COOTBETCTBYIOLIME  OpPraHbl WM  COOTBETCTBYIOIIUM
JIOJDKHOCTHBIM JIMIIaM B CPOKH, YCTaHOBJICHHBIE 3aKOHOJATEIBCTBOM O BbIOOpax
u pedepeHIymax.

6.11. 3anpemiaercss ~ HampaBisATh  OOpallleHUE  HA  PACCMOTPEHHUE
B FOCYJIJapCTBEHHBIN OpTraH, OpraH MECTHOTO CaMOYTIPABIICHUS UITU JOJIKHOCTHOMY
JULy, peuieHue wid - JedctBue  (0e3eHCTBHE)  KOTOPBIX — OOXKaimyercs,
32 MCKJIIOYEHHUEM CIIy4aeB, yYKa3aHHBIX B MYyHKTe 6 ctathu 75 DenepalibHOTO
3aKOHa 00 OCHOBHBIX FapaHTHIX U30UpaTEIbHBIX IIPAB.

6.12. Ecim B COOTBETCTBUM C 3alpeTOM, YKa3aHHbIM B mojpaszaene 6.11
NHCcTpyKIuu, HEBO3MOXKHO  HAampaBUTh  OOpalieHMe Ha  PacCMOTpPEHUE
B TOCY/IapCTBEHHBIN OpTraH, OpraH MECTHOTO CaMOYIPAaBIECHUS WIN JOHKHOCTHOMY
JWITY, B KOMIIETEHIIMIO KOTOPBIX BXOJUT PEIICHHE MOCTaBICHHBIX B OOpalieHuu
BOIPOCOB, OOpallleHne BO3BpAlllaeTCsl TPakJIaHUHY C Pa3bsICHEHHWEM €ro Inpasa
00alloBaTh COOTBETCTBYIOIIEE pEIICHWE WM JACWCTBUE B YCTAaHOBIEHHOM
HOpSIKE B CY/I.

6.13. OOpailieHusi, TOCTYNUBIIME B  TEPPUTOPUATBHYI0  KOMHCCHIO,
paccMaTpuBalOTCAd B CpPOKH, YCTAHOBIIEHHBIE 3aKOHOAATEILCTBOM O BBIOOpax
n pedepeHnayMax, ¢ yd4eToM OCOOCHHOCTEH, yKa3aHHBIX B mojapasuaenax 10.5
u 10.6 MuCcTpyKIIMM.

Ecim  HeoOXoaumo  TPOJIMTH  CPOK  PACCMOTPEHHS  OOpalleHus,
UCIIOJTHUTENIb HE TMO3JHEEe YeM 3a OJUH JCHb 10 MCTEUEHHUS CPOKa MOATOTOBKH
OTBETa TPEACTABISICT TpEACeAaTeNio OOBsSCHEHHE, 10 KaKOW MpHYMHE
HEBO3MOJKHO JIaTh OTBET B YCTAHOBJIEHHBIM CpPOK. MakcuManbHOE MPOJJICHUE
CpOKa UCTIOJHEHHs OOpaIieHnsi He JOJDKHO MPEBBIMIATh YCTAaHOBICHHBIX 3aKOHOM

CPOKOB PacCMOTPEHHS 0OpaICHHSI.



3asiBUTENIO HAMPABISETCS YBEAOMIICHHUE O MPOJJICHUH CPOKA PACCMOTPEHHUS
€ro ooparieHusl.

OOpaieHuss, Ha KOTOpPbIE AAKOTCA MPOMEKYTOUHBIE OTBETHI, C KOHTPOJS
HE CHUMAIOTCS.

6.14.B  ciaydyae moOCTyIUIeHHMSS B TEPPUTOPUAIBHYIO  KOMHMCCHIO
B YCTaHOBJICHHOM MOPSJIKE 3aIp0oca rocyJapCTBEHHOTO0 OpraHa, opraHa MECTHOTO
CaMOYIIpaBJIEHUsI WIA JOJHDKHOCTHOTO JIMIIA, paccMaTpUBAIONIMX oOpalieHue,
JOKYMEHThl W MaTepuaibl, HEOOXOIWMBbIE [UIsI PacCMOTpeHUs oOpalieHus,
IIPEACTABISIIOTCA B CPOK, YKA3aHHBIA B 3alpOCE WJIM MHOW CPOK, YCTAHOBJICHHBIN
JEUCTBYIOIIUM 3aKOHOJIaTEIHCTBOM.

6.15. B oOpaiennu J0KHBI OBITh YKa3aHbl paMuiIusi, UMsi, OTYECTBO (IIpU
HAJIMYKUK) 3asiBUTENS (JJIs1 3asABUTENICH, HE SBISIOMUXCS (DU3UUYECKUMU JIMIIAMH, —
HauMeHOBaHue). B oOpamieHnn B NMHCbMEHHOW (opMe JOoJKEH OBbITh yKa3aH
MOYTOBBINA aJipec, MO0 KOTOPOMY JOJDKEH OBITh HAlpaBlieH OTBET Ha oOpalleHue,
TaKKe€ JOJDKHBI — COJIEPXKAThCS  JIMYHAs TMOAMUCH 3asBUTENS WM JIWIIA,
YIOJTHOMOYEHHOTO JeHCTBOBATh OT €ro MMEHHU, W JlaTa MOJAMUCAaHUS OOpalleHuUs.
B oOpamerann B dopMe 3IEKTPOHHOTO JOKYMEHTa JOJDKEH OBITh YKa3aH ajpec
AJNIEKTPOHHOM  TOYTHI, MO KOTOPOMY JOJDKEH OBITb HAampaBlieH OTBET
Ha oOpaileHue.

Eciu B oOpamenun He ykaszanbl (pamwius 3asBUTeNns (s 3asBUTEINS,
HE SIBJISIONIETOCS (PM3UYECKUM JIUIOM, — HAMMEHOBAHUE) WK apeC, IO KOTOPOMY
JIOJDKEH OBITh HaIlpaBJIeH OTBET Ha OOpallleHWe, OTBET Ha Takoe oOpalleHue
He gaerca. Takoe oOpalleHMe CHHCBIBaeTCs B JI€J0  IpeacenaTesieM
TEPPUTOPUATBHON KOMUCCHH.

Ecim B oOpamenun copepkarcs CBEIACHUS O TOJTOTaBIUBAEMOM,
COBEpIIAEMOM HJIA  COBEPIIEHHOM TMPECTyIUICHHH, a Takxke O JHIIE,
€ro MOJArOTABJIMBAIOLIEM, COBEPIIAIOIIEM WM COBEPIIMBIIEM, OOpalieHue
MO/IJICKUT HATPABJICHUIO B TIPABOOXPAHUTEILHBIE OPTaHbl.

Ecnmu Tekct oOparieHuss HE TMOANASTCS TPOYTCHUIO WM HE TIO3BOJISET

ONpENENUTh CyTh OOpallleHHus, OTBET Ha Takoe oOpallleHhe He JaeTcs,



0 4eM B T€UEHHE CEeMH KaJICHIAPHBIX JHEH IMOCie AHS MOCTYIUICHUS OOpalieHUs
YBEIOMIISIETCSI 3asBUTEJIb B Clydae, €ClM B OOpallleHUH MOAAAI0TCS MPOYTEHUIO
bamunus 3asBUTENs (VIS 3asBUTENS, HE SBISIOMErocs (U3UYECKUM JTUIIOM, —
HAaWMMEHOBAaHHUE) M aJ[peC, IO KOTOPOMY JOJDKEH OBITh HANpPaBJICH OTBET
Ha oOpaIleHue.

He saBnsercs  oOpamieHneM  TEKCT, COACpIXKAIIUi  TO3IpaBiICHHUE,
cOOOJIC3HOBAHUE WJIM OILICHKY JEATEIbHOCTM W HE COOTBETCTBYIOUIUI
TpeOOBaHMIM, TPEIbABIsIeMbIM DeiepaTbHBIM 3aKOHOM 00 OCHOBHBIX TapaHTHSIX
n30MpaTeNbHBIX TIPaB, U TPEOOBAHUAM K 3ampocy WHGOPMAINH, MPEAbIBISIEMbIM
®denepanbHbiM 3akoHOM 0T 9 deBpans 2009 rona Ne 8-O3 «O6 obecrnieueHun
J0CTyna K MHPOpMAIMU O JEATEIIbHOCTH TOCYyJAapCTBEHHBIX OPraHOB U OpPraHOB
MECTHOTO CaMOYIIPaBICHUS.

6.16. OOpaiiennsi, B  KOTOPBIX  COJEp)KaTcs  HEUEH3YpHbIE  JHOO
OCKOpPOUTENbHBIC BBIPAKECHUS, YIpPO3bl JKU3HU, 3J0POBBI0 M HUMYIIECTBY
JIOJDKHOCTHOTO JIMIIa WM HWHBIX JIMI[, OCTalTCs 0e3 OTBeTa MO CYIIECTBY
MTOCTABJICHHBIX B HUX BOITPOCOB, a 3asIBUTEJISIM cooO1aercs
O HEJIOMYCTUMOCTH 3JI0YIIOTPEOJICHUS TTPABOM.

6.17. O0Opaienne, B KOTOPOM OOXKaIIyeTcs CyJAeOHOE PEIICHHE, B TCUCHHUE
CeMU KaJEHIApHBIX JTHEW CO JHS PErucTpalydyd BO3BpaIlAeTCS Tpa)KIaHUHY,
HaIpaBUBILIEMY OOpallleHHue, C Pa3bsICHEHUEM TMOpsAAKa O0XKAJIOBAHMS JAHHOTO
Cy1eOHOTrO pellIeHHUS.

6.18. Eciiu B 00OpallleHuu COJIEPKUTCS BOMPOC, HA KOTOPBIA 3asiBUTEIIO
HEOJHOKPATHO JAaBAIMCh MUCHMEHHBIE OTBETHI MO CYIIECTBY B CBSA3U C paHee
HaIpaBJICHHBIMHA OOpAICHUSAMH, U TIPA 3TOM B OOpAaIlIEHUH HE TIPUBOISITCS HOBBIC
JIOBOJIBI U OOCTOSITENILCTBA, TO TMEPENUCKAa MO JAaHHOMY BOMPOCY C 3asBHUTENIEM
MOKET OBITh MPEKpalleHa ¢ YBEIOMIICHUEM 00 STOM 3asBUTEIIS.

Ecnu ot 3asBuTENs, ¢ KOTOPHIM Mepenucka ObLIa MpeKpalleHa, mocTymnaeT
ouepeHOe OOpalleHre MO TOMY JK€ BOMPOCY, TO MHUCHMEHHBIN OTBET Ha HETO
MOXET He JaBaThCsl, a caMo oOpallleHue HaMpaBIseTCs B JIEJIO.

6.19. OOpailieHusi, HamnpaBJIIC€HHbIE B  TEPPUTOPUATBHYIO  KOMMCCHIO



C HCIOJb30BAaHUEM JJICKTPOHHOW (OpMBI  OOpalieHui, PEeTUCTPUPYIOTCS
U paccMaTpHUBAIOTCA B YCTAaHOBJIEHHOM mopsiake. OTBEThl Ha Takue OOpalieHHs
HaIpaBJIAIOTCA B (popMe dIEKTPOHHBIX JOKYMEHTOB, TIOJMUCAHHBIX AJICKTPOHHOMN
MOJMHKCHIO, OO B (OpME AIEKTPOHHBIX 00pa3oB AOKYMEHTOB B ¢opmare pdf
Mo  ajapecaM  DJJIGKTPOHHOM  MOYTHl,  yKa3aHHbIM B  OOpallleHUHU.

OOpamieHusi TpaxkaaH, IOCTYIUBIIME HA aJpec JJICKTPOHHOU MOYTHI
TEPPUTOPUAIIBHOM  KOMHUCCUH, HE  PETUCTPUPYIOTCS B COOTBETCTBUHU
¢ ®enepasnibHbIM 3aKOHOM OT 28 nekadps 2024 roma Ne 547-03 «O BHeceHuun
u3MeHeHuil B @DenepanbHblii 3akoH «O MOpsAOKEe paccCMOTPEHHs] OOpalleHHUN
rpaxzaaH Poccuiickon @enepanum.

OOpamieHusi TpaxJaH, MOCTYNHUBIIME B TEPPUTOPUAIBHYIO KOMHUCCHIO
n3 [IUK Poccun, peructpupyrorcsi ¢ ucnojb3zoBanueM I[IJ[ oTnenbHO OT Apyrux
BHJIOB JIOKYMEHTOB.

6.20. B cmywae ecnm 3anpammBaeMas HMHGOpMalMs  OIyOJIMKOBaHA
B CpelacTBax MaccoBo uH(opmanuu 5u00 pasMmenieHa B ceTu VHTepHer,
TeppUTOpUAIIbHAS KOMUCCHS B OTBETE Ha 3alPOC MOXKET OrPAHUYHUTHLCS YKa3aHUEM
Ha3BaHMs, AaThl BbIXOJla U HOMEpPA CPEICTBA MACCOBOW MH(OpMaINKU, B KOTOPOM
OIMyOJIMKOBaHA 3ampaimiuBaemMasi WHGOpMalus CO CCHUIKOW (aapec CTpaHUIIbI)
Ha UHQpOpMaITHIO, pa3MEIIeHHYI0 B ceTu HTepHeT.

6.21. Ilpu peructparuu ob6pamenus B [IJI mo wuroram paccMoTpeHus
oOpallieHusl JTOKHOCTHBIMHM JIMIIAMHU, OTBETCTBEHHBIMH 3a BBOJI U 00pabOTKy
undopmaruu B I1J1, Bo Brianke «Oopamenne» [1]] 3anonnsercs none «[Ipunsteie
MEphI», @ TaKK€ BHOCSATCS CBEACHHUS O pE3ysibTaTaX pPaCCMOTPEHHs OOparieHus
B Onoke «Bompock» B TeueHHe Tpex padoumx JTHEH CO JIHS PACCMOTPEHUS
oOpalieHusi 1 B T€UEHUE OJHOTO pabouero JaHs s oOpalieHuil Mo BOIpocam
MIPOBOJIUMBIX U30UPATETHHBIX KAMITAHH.

6.22. JInuHbll npUeM TpaxIaH MO BOMPOCAM, BXOJISIIMM B KOMIIETECHIIUIO
TEPPUTOPUAIIBHOM  KOMHUCCHUM,  SIBJSIIOIICHCS  TOCYJapCTBEHHBIM  OPraHOM,
OCYILIECTBIISICTCS npejceaaTeaeM TePPUTOPUATHHOM KOMMCCHH,

N0 TNpeIBapUTENbHON 3amucu 1o rpaduKy, YTBEPKICHHOMY IIpejcenareaemM



TEPPUTOPUAITBHOM KOMHCCHUM U peructpupyercs B JKypHane ydera mpuema
rpaxaaH (npuioxxenue Ne 8.1).

Nudopmarus 0 MOPSIIKE npuema rpaxaaH pa3mMeraercs
Ha WHOOPMAITMOHHOM CTEHJIE TePPUTOPHUATLHON KOMUCCHUH.

[To npuObITUM HA JIUYHBIA NpUEM TpaKIaHUH MPEAbSIBISET JTOKYMEHT,
YJAOCTOBEPSIONINI €r0 JINYHOCTb.

Benenne nuyHOro mnpuema TrpaxkIaH MOXET COMPOBOXKIATHCS ayJIUO-
¥ BUJICO3AIKCHIO, O YeM TPpaKJlaHEe YBEIOMIIIOTCS 10 Hayasa mpuema.

6.23. Kpatkoe comepkaHue YCTHOTO OOpaimieHus, AOHKHOCTh W (haMUIIHUs
JUIA, OCYIIECTBIISIIOIIETO TPHUEM, pEelIeHUE, MPUHATOE MO0 YCTHOMY OOpaIieHUIo
3aHOCHUTCS B KapTOUKY JINYHOTO TpHeMa rpakaannaa (mprioxerune Ne 8.2).

B xonme nwyHOro mpuema 3asBUTEIEM TaKKe MOXKET OBbITh MOJaHO
oOpalieHre B MHUCbMEHHOW (opme, Ha KOTOpPOE J1aeTcsi MUCHMEHHBIH OTBET
B CPOKH, YCTAaHOBJICHHBIC JIJIS1 PACCMOTPEHUS COOTBETCTBYIOIINX OOPAIICHHM.

Ecnu o6cTosaTenbcTBa, N3NI0KEHHBIE B YCTHOM OOpaIieHUuH B XOJ/1€ JTUYHOTO
npuemMa, TpeOYIOT MPOBEPKH, Ha TaKOe OOpalIeHWe MAcTCS MUCHhbMEHHBIA OTBET
B CPOKH, YCTAaHOBJICHHBIC JIJIS1 PACCMOTPEHUS COOTBETCTBYIOIIUX OOPAIICHHM.

B xozme nu4HOTO mpuema 3asiBUTENIO MOXKET ObITh OTKA3aHO B JaJbHEHIIIEM
paccCMOTpEHUU OOpallleHUsl, €CIM €My paHee ObLI JaH OTBET IO CYIIECTBY
MOCTABJICHHBIX B 0OpaIEHUH BOTIPOCOB.

B ciyuae rpy0oro, arpecCUBHOTO MOBEACHUS 3asBUTEISI TPUEM MOXKET OBbITh
npekpamieH. [Ipu HEOOXOIUMOCTH MOXKET OBITh BBI3BAaH COTPYIHUK OXpPaHbI
WIM TPAaBOOXPAHUTENBHBIX OpraHoB. MHdbopmanus o mnoBeneHUH 3asiBUTEIS
OTpakaeTcs B )KypHaJle yueTa.

6.24. [lepenanHpie Ha JUYHOM IpueMe oOpaIlieHus B MUCbMEHHOU (opme
PETUCTPUPYIOTCS M PACCMATPUBAIOTCS B YCTAHOBJIEHHOM JIJIi COOTBETCTBYIOIIMX

oOpalleHuit mopsiaKe.



7. OcobeHHOCTH PadOTHI C JOKYMEHTAMHU, COAEPKAIIUMH CJIY:KeOHYI0
nH(GOPMALMI0 OTPAHUYEHHOT0 PACTIPOCTPAHEHUS
(c momeTkoi «Iy1s c1yKeOHOT0 MOJIb30BAHU)

7.1. OcobenHocT pabOTHl C JAOKYMEHTAMH, COACPKAIIUMHU CIYXKEOHYIO
uHGOPMAIMIO OTPAHUYEHHOTO PaCIPOCTPAHEHUS.

7.1.1. K cnyxebHOM uH(pOpMaLMM OrPAaHUYEHHOTO pPaclpOCTPaHEHMS
OTHOCHUTCS HECeKpeTHass HHQOpMalus, HE3aBHCUMO OT BHJa €€ HOCHUTEIS,
OTPaHWYEHHUs] Ha PpacCHpOCTPAHEHHWE KOTOPOM JHKTYIOTCS €€ CIIyXKEeOHOM
HEOOXOIUMOCTBIO.

7.1.2. HeobxomuMocTh ~ mpOoCTaBi€HHS MOMETKH «Jlnga  cimyskeGHOTro
nosb3oBanus» (manee — «/JICID») Ha JOOKyMEHTax M HU3JaHUAX, COJEpPKAIIMX
CIIy€OHYI0 HH()OpPMALMIO OrPAaHUYEHHOTO PACHPOCTPAHEHUs, OIPEAEIIIEeTCS
npeaceaarenemM TEPPUTOPUATBHOU KOMUCCHH, MO/ITUCHIBAIOIIIAM
WIH YTBEPKAAIOIIUM JOKYMEHT.

JIOJDKHOCTHBIE JIMIIA, MPUHSBIIME pEIIEHHE 00 OTHECEHUW CIIyKEOHOU
uHGOpMaIMU K pa3psily OrpaHUUYEHHOTO PacHpOCTPAHEHUS], HECYT MEPCOHAIBHYIO
OTBETCTBEHHOCTh 32 00OCHOBAaHHOCTbh IMPUHSATOTO PEIICHHUS.

7.1.3. Ilometka «/ICII» m HOMEp SK3eMIUIsIpa NPOCTABISIOTCS B MPABOM
BEPXHEM YIJIy MEpBOM CTpaHMIBI JOKyMEHTa (B cllydae HEOOXOIUMOCTH —
U ero IMpOEKTa), COJACPKAIIECTO CIyXEOHYI0 HHPOPMAIUI0 OrPAHUYCHHOTO
pacnpocTpaHeHHs], Ha O0JI0KKE U TUTYJBHOM JIMCTE M3JIaHUs, a TaKXKe Ha NepBOM
CTPaHUIIE COMPOBOJUTENILHOTO MUChMa K TakuUM JokyMeHTaMm. I[Ipu moaroroske
nokyMmeHnta cpencrBamu I1J] momerka «JICID» mpocTaBisieTcst Ha 3JIEKTPOHHOM
mabyioHe OJ1aHKa JOKyMEHTA.

7.1.4. PaboTa ¢ JOKyMEHTaMH, COAEpKAUUMHU CIYKEOHYH0 HH(MOpMAIUIO
OTPaHUYEHHOTO PACMpPOCTPAHEHHUsS, B TOM UHUCIIE MX MpHUEM, y4eT (peructparusi),
OCYILIECTBISICTCS B TMOPSAJKE, YCTAHOBJICHHOM JUIsl HECEKPETHBIX JOKYMEHTOB,
C y4yeToM OCOOEHHOCTEH, W3J0KEHHbIX B HacrosuieMm paszaene. llpu stom

K PEruCTpallMOHHOMY HOMEpPY AOKyMeHTa o0asisiercs: mometka «JJCII».



7.1.5. Hokymentsl ¢ nometkor «JICII» peructpupyrorcst (YUUTBHIBAIOTCA)
BMECTE C APYTMMHM HECEKPETHBIMH JOKYMEHTaMH. B perucrpanmoHHO-y4EeTHOU
dbopme npousBoautcs 3amuch «1CID».

7.1.6. CkanupoBaHue, KONUPOBAHHE  (THPAXKUPOBAHHE)  JTIOKYMEHTOB
c nometkoi «J[CII», a Takke pa3MelieHre Ux Mpu ocyliecTBieHnn padboTsl B 11]]
IPOU3BOMTCS TpeacenarenaeM (CeKpeTrapeM) TEpPUTOPUATBHON KOMHCCHH JIHOO
pabOTHUKOM  amnmapara, OTBETCTBEHHBIM 3a BEJIEHHE JIeJONPOU3BOJICTBA
C MX IHCBMEHHOI'O PAa3pelICHHs, NPU OTOM OCYIUECTBILIETCA Y4YeT Ka)XJOoro
DK3EMIUIIPA YKA3aHHBIX JOKYMEHTOB.

7.1.7. lokymentel ¢ moMetrkoit «JICI» Ha OyMaXHOM HOCHTENE
nepenarTes nox noanuck. [Ipym HampaBieHHH TOKYMEHTOB ¢ moMeTkon «JICID»
cpeactBamu IIJ[ B PYK mnpocraBisiercs COOTBETCTBYIOWIMKA YPOBEHb OCTYyNa
K JIOKYMEHTY.

7.1.8. JlokymenTel ¢ nometrkon «/ICII» HampaBistoTcs B Apyrue OpraHbl
U OpraHM3alMy opraHaMu (QenepanbHOM (ebaIberepcKko CBs3U, CIIykKOOH
CHeuanbHOU CBs3M JIMOO HApOouHbIM. [Ipu HanmpaBiIeHUN JOKYMEHTOB C TOMETKOM
«ICII» cpenctBamu IIJ] B ILIUK Poccuu, @M npu LUK Poccumn, PLHOUT
npu [IUK Poccun, Cankr-lIletepOyprckyto u30uparenbHyl0  KOMHCCHIO,
n30upaTenbHbIe KOMMCCUU CyOBEKTOB Poccniickon denepanum,
TepputopruaiibHbie komMuccuru B PYK mpocTaBiisieTcss COOTBETCTBYIOLINMNA YPOBEHb
JIOCTYIA K JOKYMEHTY. 3anpemaercs nepenaBarb J0KyMEHTHI ¢ moMeTKou «J{CII»
M0 HE3aIUIIEHHBIM KaHaJlaM KOMITbIOTEPHO-MOAEMHON U (PAKCUMUIIBHOM CBSI3H.

Joxymentsl ¢ nomerkoil «JICII» pacchuiatoTcsi HECKOJIBKUM ajpecaTaM
COTJIACHO CIIUCKYy pAacChUIKM, B KOTOPOM HAmNpOTHUB KaXXIOTO ajpecara
IIPOCTABIIAETCS. HOMEP 3K3EMIUISIpA OTIPABIAEMOro JoKyMeHTa. CIIHCOK pacChUIKU
IIOANMCHIBAETCS MPEICENATENIEM TEPPUTOPUATIBHON KOMHUCCHUH.

7.1.9. Ucionnennsle aokymeHTsl ¢ mnometrkoi «CI» dopmupyrorcs
B Jiela, B TOM YMCJIE€ DJEKTPOHHBIC, B COOTBETCTBMM C HOMEHKJIATYpOH JEll.
JIOKyMEHTBI TpyNIUpylOTCs B Je€la BMECTE C JPYTMMH HECEKPETHBIMU

JOKYMEHTaMu TI0 OJHOMY M ToMmy ke Bompocy. IIpu dopmupoBanuu nena



Ha OyMa)XHOM HOCHUTEJE B IMPABOM BEPXHEM YIUIy OOJIOKKH Jena, B KOTOPOe
MIOMELIEHBI TAKHE TOKYMEHTHI, MpocTaBiisieTcs: mometka «JCIDy».

7.1.10. JoxymenTsl ¢ nometkon «JICII» Ha OyMaxHOM HOCHUTENE XpPaHATCA
B 3aKpbIBAIOLINXCA MIKa(ax.

7.1.11. YHu4uTOXEHUE 1€, NOKYMEHTOB M u3AaHui ¢ noMeTkou «J[CID»,
YTPAaTUBIIMX CBO€ IMPAKTHYECKOE 3HAYCHUE M HE HMEIOMMNX HCTOPUYECKOU
U HAay4dyHOW IIEHHOCTH, TPOU3BOJUTCA MO aKTy YCTaHOBJIEHHOH (OpMBI
C YKa3aHHEM HOMEPOB 3K3eMIUAPOB (mpuioxxkenue Ne 16).

7.1.12. Pemiennie o cHatum noMetku «JCII» ¢ nokymeHTa HnpuHUMAaeT
JIOJKHOCTHOE JIALIO, IIOANMCABIIEE UM YTBEPAUBILIEE TOKYMEHT.

Cusatue nometkn «JICII» ¢ mpuciaHHOrO B TEPPUTOPUAIBHYIO KOMHUCCHIO
JIOKyMEHTa MOKET OBITh IPOU3BEACHO TOJBKO MO COMIACOBAHMIO C OpraHHU3aIlUeH,
HaIpaBUBIIEH TOKYMEHT.

Cusarue nometrku «/ICID» ¢ IOKymMeHTa TPOU3BOAUTCS NPEACEIATEIIEM
(cexkpeTapeM) TEPPUTOPUAIBHOW KOMHCCHMM JMOO pabOTHUKOM ammapara,
OTBETCTBEHHBIM 3a BEJICHUE JACIONPOU3BOJACTBA HAa OCHOBAHWU IHCHMEHHOTO
yKa3aHusg JOJDKHOCTHOIO JIMIA, TMPUHSBIIEro Takoe pemeHue. [lpu cHATHM
nometkn  «JICI» Ha JOOKymMeHTax, Jeflax WId HW3JaHUsIX, a TaKke
B PErHCTPALMOHHO-YYETHOU (hOpME IeNat0TCsl COOTBETCTBYIOLIUE OTMETKHU.

O cusatun nometrku «JICIT» yBemomisiroTCS BCE aJpecaThl, KOTOPBIM
JIOKYMEHT HampapJIsijICcs, MO0 OpraHu3allvs, €ro HalpaBUBIIas.

7.1.13. B cnmywyae yrtparbl Aed, JOKYMEHTOB WM M3JIaHUH C TOMETKOU
«JICIl» nmbo pasrnamieHusi cojepkaimieicss B HUX HHGOPMAIMK Ha3HA4YaeTCs
ciyeOHasi MpPOBEpPKa, O pe3yJbTaTax KOTOPOW MOKIJIAIbIBACTCS MpEACcCeAaTellto
TEPPUTOPUAIIBHON KOMUCCHH.

O6 yTtpate nmen, TOKyMeHTOB U u3nanuii ¢ mometkoi «JICII» cocraBusiercs
aKT, HA OCHOBAHUU KOTOPOTO AEIAIOTCA COOTBETCTBYIOIIUE OTMETKH B YUYETHBIX

dbopmax.

8. lToaroroBka, opopmiieHue, BHINYCK, Y4eT JOKYMEHTOB,
paccMaTpUBaeMbIX Ha 3aCeIaHUAAX TEPPUTOPHATBHON KOMUCCHH



8.1. ®opMHpoBaHHE NPOEKTA MOBECTKH IHS 3aCENaHUs TEPPUTOPUATIBHOMN
KOMHUCCHH.

8.1.1. [IpoekTr moOBEeCTKM [IHS 3acelaHus TEPPUTOPUAIBHON KOMHUCCHH
dopmupyercsi 3abIaroBpeMEHHO HAa OCHOBAaHUM IIJIAHOB pPAaOOTHI U PELICHHIMA
TEPPUTOPUANIBHON KOMHUCCUM (J1ajiee — pelleHuil), MOpy4YeHU MpeacenaTens
TEPPUTOPUAIBHON KOMUCCHH, ITOCTYIIUBIINX JOKYMEHTOB M, IIOCJIE COTJIACOBAHUS
C IpeacenareneM TEPPUTOPUAIBHOM KOMHUCCHUU IOANMCBIBAECTCS CEKpPETapeM
TEPPUTOPUAIBHON KOMHCCHH.

Taxke NIPOEKT IOBECTKH JHS 3aCeNaHusl TEPPUTOPUATBHOM KOMHUCCUU
MOKET (OopMHUpOBaThCA M corjacoBbiBaThesi cpeactBamu [/l u  mocne
COTJIACOBAHMS TMPEACENATENIEM TEPPUTOPUATIBHON KOMHUCCHH COTJIACOBBIBAECTCS
CEKpPETAPEM TEPPUTOPUATBHON KOMHUCCHUH I BBIHECEHUS HA 3aCEIaHHUE.

8.1.2. UneHsl TEPPUTOPUATIBHON KOMHUCCHM BIIPaBE MPEIJIOKUTH BHECTH
B IOBECTKY [JHS 3acelaHHsl BOMNPOCHI, HE MPEAYCMOTPEHHBIC IJIAaHAMU PaOOTHI
U PCUICHUSMHM  TEPPUTOPUAIBHOM  KOMHUCCHM, IIPA  YCJIOBUM  HaIU4usd
ITOATOTOBJIEHHBIX 10 3TOMY BOIIPOCY TOKYMEHTOB.

JlaHHBIE BONIPOCHI BKJIIOYAKOTCS B IIPOEKT TMOBECTKM [JHA 3acelaHus
TEPPUTOPUAIBHON  KOMHUCCHM  NpU  NHCHBbMEHHOM  OOpalleHHMH  YieHa
TEPPUTOPUAIIBHOM KOMMCCUHM, II0 HWHULIMATHBE KOTOPOTO BONPOC BBIHOCUTCS
Ha 3acelaHue, Ha UMsA IpeAcenaress TEPPUTOPHAIBHON KOMHUCCHHM, B KOTOPOM
YKa3bIBalOTCA HAMMEHOBAHHWE BOIPOCA, AOKIAAYMK M Jara IEepeladd IpPOEeKTa
pELICHUSI B COOTBETCTBMM C IYHKTOM 8.2 M MaTE€pUAIOB K HEMY CEKPETapro
TEPPUTOPHUATBHOU KOMHUCCHHU.

8.1.3. CormacoBaHHblii C TpPEACEAATENEM TEPPUTOPUAIBHON KOMHCCUHU
Y MIOJNKMCAHHBIN (cornacoBaHHBIN cpencTtBamu 11J[) cekperapemM TeppUTOpUaTBHON
KOMHMCCUM IIPOEKT TIOBECTKM [JHA 3aCENaHusl TEPPUTOPUATIBHON KOMHUCCUHU
TUPAXKUAPYETCS JUIs1 PACCHUIKH WICHAM TEPPUTOPUATIBHON KOMHUCCHMU.

[IpoekT mOBeCTKM [HS  3acC€JaHUsl  TEPPUTOPUATIBHOW  KOMHUCCHUU
pasMemaercas Ha  OQUIMAIBHOM  CaliTe  TEPPUTOPHAIBHOW  KOMHUCCUU

B HHdopManmoHHO-TENEKOMMYHUKAIIMOHHON ceTh VIHTepHET B  CpOKW,



yCTaHOBJICHHbIE PernaMeHToM TeppuTopruaIbHOW KOMUCCHH, @ TAKKE MOXKET OBITH
pasociaH 4ieHaM TepPUTOPUATbHOM KOMUCCUU HAa yKa3aHHbIE UMU DJIEKTPOHHbBIC
IIOYTOBBIE aJIpeca.

8.2. IloaroroBka JOOKYMEHTOB IIO BOINPOCAaM, BKJIKOYEHHBIM B IIPOEKT
MOBECTKH JTHS 3aCe/laHUsl TEPPUTOPUATILHON KOMUCCHUH.

8.2.1. JIokyMEHTBI IO BOIIPOCaM, BKJIIOYEHHBIM B IPOEKT IMOBECTKHU JIHS
3acellaHds TEPPUTOPUAIBHOM KOMHUCCHUH, TOTOBSTCA pabO4YUMH  TpyIIaMu
TEPPUTOPUATHHOM KOMHCCHH, npejaceaaTeaeM (cexperapem),
au00 TO WX TOPYYEHUI0 HWHBIMH YICHAMH TEPPUTOPUANBHON KOMHCCHH,
332 KOTOPBIMH 3aKpEIUIEHbl COOTBETCTBYIOIIME HANPABICHUS JEATEIBHOCTH,
C TMpUBIECYEHUEM, B Cllyda€ HEOOXOAUMOCTH, pAOOTHHUKOB  ammapara
TEPPUTOPUATBHON KOMHCCHUU U IPYTHX CHELHMATUCTOB (JOKYMEHTHI IO BOIpOCaM,
BKJIFOYCHHBIM B ITPOEKT ITOBECTKH JIHS 3aCEaHus TEPPUTOPUATIBHON KOMHCCHUH,
MOTYT TOTOBUTBCS U COTJIACOBBIBAThHCA cpeactBamu 11/1).

8.2.2. IlpencraBisieMble K pacCMOTPEHHUIO JOKYMEHTHI JIOJDKHBI BKJIHOYaTh
O3arJIaBJICHHbI TPOEKT pELIEHUs C MPUOOIIEHHBIMU K HEMY HOJJIMHHUKAMHU
JOKYMEHTOB (B TOM 4YHCJE€ pacleyaTaHHbIMU KOINHUAMH  JIOKYMEHTOB,
NOCTYNUBIIMX/MIOATOTOBICHHBIX B DJIEKTPOHHOM  BHJE),  MOCITY>KUBLIMX
OCHOBAaHMEM JUIsl PAacCMOTPEHHsS BONpPOCAa HAa 3aCENaHUUd TEPPUTOPHATBHON
KOMHUCCHH, JIMOO MPOEKT MHUCHbMA, MOJJIEKAIIEro COIJIaCOBAaHUIO Ha 3acelaHuu
TEPPUTOPUAIBHOM KOMHUCCHM, TPU HEOOXOJUMOCTH — MOSICHUTEIBHYIO 3aIMHCKY
10 paccMaTpuBaeMOMY BOMPOCY.

8.2.3. IIpoeKThl TOKYyMEHTOB (BKJIIOYAs MIPHIIOKEHUS ), IPEICTABIIAEMbIC JIJIS
pacCMOTpEHHs Ha 3aceJaHud TEePPUTOPUAIBHOM KOMHUCCHUU, BHU3ZHPYIOTCA
UCIIOJIHUTEJIEM M WIEHOM TEPPUTOPUAIIBHOM KOMHMCCUHM, OTBETCTBEHHBIM
3a TOJITOTOBKY JTIOKYMEHTa, Kak Ha OyMa)KHOM HOCHUTENE, TaK U B AJIEKTPOHHOM
Bue cpeacrtBamu I1/1.

IIpoeKkThl JOKYMEHTOB (BKJIOYas MPHIOKEHHS), COAEP/KAIIUE BOMPOCHI

¢buHaHcupoBaHusi BbBIOOpPOB  (pedepeHaymoB), (MHAHCOBOTO  OOECHECYEHUS



TEKyIIeH NEeSTEIbHOCTH TEPPUTOPUATHLHON KOMHUCCHH, B 005S3aTEIHHOM MOPSAIKE
BU3UPYIOTCS TJIaBHBIM OYXTaJTEPOM TEPPUTOPUATBHON KOMHUCCHH.

Bu3bl 1OpocTaBisIOTCS B KOHIIE TEKCTa MPOEKTa peleHus Judo
Ha OOOPOTHOM CTOpPOHE TMOCJEAHEro JIUCTa MPOEKTa JIOKyMEeHTa (BKJIOYast
NPWIOKEHUSI) TO YCTaHOBIEHHON ¢dopme (mpumnoxxkenue Ne 9). Kaxaplii smct
NPUWIOKEHUS BUBUPYETCS UCIIONHUTENIEM. Br3a mpocTaBiisseTcsi B IpaBOM HUKHEM
YTy Ha CBOOOJHOM T0JI€ CTPAHUIIBI ITOCIE TEKCTa JIMOO Ha 0OOPOTHOU CTOPOHE.

IIpr mOATOTOBKE M COIIACOBAHMM IMPOEKTOB TOKYMEHTOB cpencrBamMu I1/]
JIUCT COIJIACOBAaHHUS PACIEYaThIBACTCA U MPUOOIIAETCA K NOMJIMHHUKY JTOKYMEHTA.
[Ipy HEOOXOAMMOCTH TOJYYEHHUS BH3bl JIOJDKHOCTHOTO JIMIIA Ha JIUCTE
COIJIacOBaHUS JIOKYMEHTA, MOATOTOBJICHHOTO CpelcTBaMU 111,
OH pacIieyaThIBACTCs, EPENACTCI BMECTE C IPOEKTOM JIOKYMEHTA HAa BU3UPOBAHUE
COOTBETCTBYIOIEMY JAOJKHOCTHOMY JIULLY.

8.2.4. Ucnonnurens 00O€CIEUMBAET KOMIUIEKTHOCTh BCEX JIOKYMEHTOB,
0003HAaYEHHBIX KaK B MIPOEKTE PEUICHUs, TaK U B MIPUIOKEHUAX K HEMY.

8.2.5. Ilocnie mpocMoTpa, a B HEOOXOAUMBIX CITydasX — BHECEHUS MOIPABOK,
CeKpeTapb TEPPUTOPUATBHON KOMUCCUU Ha MOJTOTOBIEHHBIX U O(POPMIIEHHBIX IS
pacCMOTPEHHsT Ha 3aceJaHuu IPOEKTax JOKYMEHTOB JI€JAET  OTMETKY
«Ha 3acenanue», cTaBUT MOANKCH U AaTy (MpocTaBisieT oTMeTKy «Ha 3acenanue»
cpenctBamu I1J[) u mepenaer (Hampasiser cpeiactBamu [IJ]) Bechb KOMIUIEKT
JOKYMEHTOB JUIsl TUPAXHUpPOBaHUS pPaOOTHUKY ammapara, OTBETCTBEHHOMY
3a BEJICHHE JIEJIONPOU3BOJICTBA.

8.2.6. JIOKyMEHTBI K 3aCE€IaHHhI0 MOTYT HaIpaBISATHCA IO MPOCHOE UYJICHOB
TEPPUTOPUATIBHOM KOMHCCHM HAa YKa3aHHbIE UMU AJIEKTPOHHBIE TIOYTOBBIE ajpeca
W/WIU TIepeaBaTbCcsl UM TIEpe] HavyalloM 3acelaHusi, a JUIaM, MPUTIAIeHHBIM
Ha 3acelaHue, Marepuaibl MO BOMPOCY, HA KOTOPbIA OHU MPUIJIALICHBI,
nepeIatoTcs epel Ha4aioM 3acelaHusl.

[Tanku ¢ JOKyMEHTaMHM, MOJJIEKAIIUMH PACCMOTPEHUIO B COOTBETCTBHH

C IMPOCKTOM IIOBECTKH IHA 3aCCAaHUSA TCppHTOpHaHBHOﬁ KOMHUCCHUH, KOMILICKTYCT



U pa3gaeT 4WiIeHaM TEpPPUTOPUAIbHOM KOMHMCCHHM IIE€pPE] HAydajJoM 3aceJaHus
pabOTHHUK amnmnapara, OTBETCTBEHHBIH 3a BeJIEeHUE JEJIONPOU3BOJICTBA.

8.2.7. Ilepen HavasioM 3acenaHusi paOOTHUK ammapara, OTBETCTBEHHBII
32 BEJECHHUE JEJONPOMU3BOACTBA, JUOO CEKpPETaph TEPPUTOPUATBHON KOMHUCCHUH,
PETUCTPUPYIOT UIECHOB TEPPUTOPUAIIBHOW KOMHUCCHUM C IPaBOM PEIIAKOLIErO
rojioca, NPUCYTCTBYIOIIMX HA 3aCEaHWM WM MPUIJIALIEHHBIX HAa 3aCEelaHue JIHII,
CIIUCOK KOTOPBIX MPEACTABIISIETCS MPEICEAATENIO TEPPUTOPUATIEHON KOMHUCCHH.

8.2.8. Ha 3acemanuu TEppUTOPUAIBHOM KOMHUCCHUM BEAETCA MPOTOKOJI
U MOXET NPOU3BOJUTHCS ayJIMO3alKCh (BHAEO3alKCh). B ciayyae mpou3BoacTBa
ayJlno- WIM BHJIECO3AIMCH YICHbl TEPPUTOPUAIBHON KOMHMCCUM U INPUIJIALLICHHBIE
YBEJIOMJISIFOTCSL 00 3TOM JI0 OOBABIICHUS ITOBECTKU JTHS 3aCeaHus.

8.3. BeIIycK TOKYMEHTOB, PACCMOTPEHHBIX HA 3aCEAAHUM TEPPUTOPUATIBHOM
KOMUCCHH.

8.3.1. JIoKyMEHTBI, pPACCMOTPEHHBIE HA 3aCE€JaHWH TEPPUTOPHUAIBHOU
KOMHCCHH, B CIlly4ae, €CId B XOJE 3aCENaHHUs BHOCWINCh W3MEHEHUS, JTOJKHBI
OBITH JOPa0OTaHbI, a 3aTEM MOANKUCAHBI, 3APETUCTPUPOBAHBI U PA30CIIAHBbI.

8.3.2. Cpok nopabOTKM JOKYMEHTOB HE JOJDKEH MPEBBILIATH TPEX pabounx
JTHEe mocne AHS 3acelaHus, €clidi HWHOM CpOoK He ormpeneneH ¢enaepaibHbIM
3aKOHOM W/mnu 3akoHOM Cankt-IleTepOypra, periiaMeHToM TeppUTOPHATbHON
KOMHCCHH WJIM HE OTOBOPEH Ha 3aCEJaHUU.

8.3.3.Ilpu nopaboTke AOKYMEHTAa HWCMOJHUTEIb BHOCUT B  TEKCT
CorjacoBaHHbIE B XOJ€ 3acelaHus M3MEHEeHHs. B  cioydae mnpuHATHA
TEPPUTOPUAIBHOM  KOMHCCHEH  pEHICHHUS O  HEOOXOJAMMOCTH  KOHTPOJIS
32 BBIIIOJIHEHUEM pELIEHUSI €ro TEKCT JOMOJHAETCS IyHKTOM, B KOTOPOM
HA3HAYarOTCs JINLA, OTBETCTBEHHBIE 33 UCIIOJIHEHHUE.

8.3.4. JIoKyMeHT, TOJICKAINN TMOAMUCAHUIO (BKJIIOYAs MPUIOKEHHUS),
NOATOTOBJICHHBIH Ha OyMa)XHOM HOCUTEJNE, BU3BMPYETCS HUCIOJHUTEIEM,
OTBETCTBEHHBIM 32 €r0 NOJTOTOBKY.

JIOKyMEHTBI (BKITIOUAs MPUIOKEHUS), COZEpIKAILINE BOIIPOCHI

(¢buHaHCUpOBaHUsI BHIOOPOB, (DMHAHCOBOIO OOECHEUEHMs TEKYIIEH NeATeIbHOCTH



TEPPUTOPUATBPHON KOMHCCHH, B 005S3aT€TLHOM TMOPSIIKE BHU3UPYIOTCS TJIABHBIM
OyXrajaTepoM TepPUTOPUATBHON KOMHUCCHH.

JIOKyMeHT,  HOJyIeXallluii  MOANHCAHUI0  (BKJIOYAsl  MPUIIOKEHUS),
corjacoBaHHbll cpenctBamu [1J w mpuHATBHIA 0€3 M3MEHEHUM Ha 3aceaHuU
KOMHCCHH, pacreyaThiBaeTCsl HA COOTBETCTBYIONIEM OJIaHKE, K HEMY MPUOOIIAETCs
JIMCT COTJIACOBAHMS, 3aTEM JOKYMEHT IPEIACTABISACTCS HA MOAINUCH CEKPETAPIO
U TIpEACEAATENI0 TEPPUTOPUATIBHON KOMUCCHH.

JlopaboTKka W COTJIacOBaHHWE JOKYMEHTOB, PACCMOTPEHHBIX Ha 3acelaHuU
KOMMCCHUH, MOXKET OCYIECTBIAThCA cpencrBamu [1/].

Bu3bl mpocTaBiSIOTCS aHATOTUYHO TOPAJIKY, YKa3aHHOMY B a03alle TPeTbeM
nyHkra 8.2.3.

[Ipy mOATOTOBKE M COrIaCOBAHUM MPOEKTOB JTIOKYMEHTOB cpenctBamMu I1/]
JIUCT COTJIaCOBAHMS MPUOOIIACTCS K MOATUHHUKY JOKYMEHTA.

8.3.5. PaboTHHK ammapaTta, OTBETCTBEHHBIN 3a BEJICHHE J1€IONPOU3BOJICTBA
CIEAUT 3a KOMIUIEKTHOCTBIO TMPUJIAraéMbIX K  PEIICHHID JIOKYMEHTOB
W pacrojiaraeT X B TOW MOCIEAOBATEIbHOCTH, B KOTOPOH OHU YNOMHHAIOTCS
B TEKCTE.

8.3.6. Ecmu Bompochl, coJAepKallhecsi B PELUICHHH TEPPUTOPUATBLHOMN
KOMHCCHUH, KacalTCsl JESITEIbHOCTH OJHOM WM HECKOJIBKMX CTOPOHHUX
OpraHu3alui, K JIOKYMEHTY TMpujaraercsi JIUCT COTIJIaCOBaHUS, B KOTOPOM
YKa3bIBaIOTCS HAaMMEHOBAHUE OpraHU3alluu, JTOJHKHOCTh, MHUIMAIBI U (pamMumus
JIOJDKHOCTHOTO JIMIA, C KOTOPBIM ATOT JOKYMEHT COTJIACOBAaH, W CTaBUTCA
ero coOCTBEHHOPYYHas MOIHUCH.

CornacoBanue MoKeT OG(OPMISATBCS Ha TMOCJIEIHEM JIUCTE PEIICHUS
TEPPUTOPHUAIIBHON KOMHUCCHH.

8.3.7. K opopmieHHOMY pernieHrI0 TePPUTOPUATLHON KOMUCCHUU PAOOTHHK
ammapara, OTBETCTBEHHBIM 3a BEICHHUE JICJIONPOU3BOJICTBA, TOTOBUT OTYET
O PacChUIK€ MO COOTBETCTBYIOIIMM aJpecaraM W pPa3MEIICHUH pElIeHUuN

TEPPUTOPUAIBHOM KOMHUCCUM Ha oduuuaibHoM caite (mpuioxkenue Ne 10).



CnHcoK JOJDKHOCTHBIX JIMI[ (OpraHu3anuil), KOTOPbIM HalpaBIIIETCS PELICHUE
TEPPUTOPUATBHON KOMUCCUH, MOXKET ObITh OJTOTOBIIEH cpenctBamu T1/1.

B cnmcok BkitouaroTes Jauila, KOTopble OyayT 3a7eiiCTBOBAHbI B peaanu3aluu
NPUHATOTO  JOKYMEHTAa WM JIOJDKHBI OBITH pouH(pOPMUPOBAHBI
0 €ro COAEP>KaHUU U KOTOPBIM ATOT JOKYMEHT JIOJKEH OBITh pa30ociaH.

CHnucoK pacchUIKM JOKYMEHTOB MOJIHKCHIBA€TCS pPaOOTHUKOM anmnapara,
OTBETCTBEHHBIM 3a BEJICHHE JEJIONPOU3BOJACTBA M YTBEPKIAAETCA MpeaceaaTeIeM
TEPPUTOPUAIIBHON KOMUCCHH.

8.3.8. OdopmIiIeHHBINT KOMILIEKT JTOKYMEHTOB (pemeHne, 0003HauYCHHBIE
B €ro TEKCTe TMPUIOKEHHUs, CIHUCOK pacChUIKM) paOOTHUK ammapara,
OTBETCTBEHHBII 3a BEJEHUE JEJIIONPOM3BOJACTBA, INIE€pPelaeT Ha MOAIUCH
IIPEJICEIATENI0 U CEKPETAPI0 TEPPUTOPUAIBHON KOMUCCHH.

8.3.9. PemieHne  MOANMCBHIBAETCS  NpPEICENATEEM U CEKpeTapeM
TEPPUTOPUAITBHON KOMUCCHH.

Ecnu Ha 3acemaHnu TEppUTOPUAIIBHOW KOMHUCCHHM MPEACENATENbCTBOBAI
3aMECTUTENIb  MpEeACeNaresis  TEPPUTOPUAIBHOW  KOMHCCHHM,  CEKpeTapb
TEPPUTOPUATIBHON KOMUCCHUH WM OJUH M3 WICHOB TEPPUTOPHUAIBHON KOMHUCCHU
C TMPaBOM PEIIAMIIET0 ToJIOCA, A TaKXKe €CId IOJHOMOYMS CEeKpeTaps
TEPPUTOPUATIBHOM KOMHMCCHHM OCYIIECTBIIST OJMH W3 WIECHOB TEPPUTOPHAIBHOU
KOMHCCHH C TIPABOM PELIAIOLIETO T0JI0Ca, TO MOANKMCH B IMIPOTOKOJIE, HA PEIICHUH
0(OPMIISIFOTCSI CJIETYIOIINM 00pa3oM:

«3aMeCTUTENb TMpEeACcenaTess TEPPUTOPUATBHONM KOMHMCCHUW» — B  CiIydae
BPEMEHHOT'O OTCYTCTBHSI MPEACEAATENS TEPPUTOPHATBHON KOMHUCCHH;

«HcnonHsrommii 003aHHOCTH TIPEACEaTeNs TEPPUTOPUATIBHON KOMHUCCHUI —
npu Hanmuuuu pemieHus Cankrt-IlerepOyprckoit u30MpaTenbHON  KOMHUCCUU
O BO3JIO)KEHHH Ha OJHOIO W3 WICHOB TEPPUTOPUAIBHON KOMHMCCHH C IPaBOM
PEIIAIIETO T0JI0CA TOJTHOMOYNN MPEACeNaTeNsl TEPPUTOPUATBHON KOMUCCHH;

«IIpencenarenbCTBYOIMUN Ha 3aCENAHUN TEPPUTOPHUATBHOM KOMUCCUND —
B CJly4ya€ BpPEMEHHOIO OTCYTCTBHSI NPEACEAATENS, 3aMECTUTENS MpEICeNaTels

TEPPUTOPUATIBHOM KOMHUCCHHM, OTCcyTcTBUsS pemieHus Cankr-IletepOyprekoit



n30MpaTebHOW KOMHUCCHHM O  BO3JIOKCHWHM  IOJIHOMOYMM  TIpeacenaTess
TEPPUTOPUAIIBHON KOMHCCUU HAa OJHOTO W3 YJIEHOB TEPPUTOPHUATBHON KOMHUCCUU
C MPABOM pEIIAIIIETO TOojoca W MPU HAJIUYUU PEIICHHUS TEPPUTOPUATBHOMN
n30UpaTeTbHOM KOMHUCCHH;

«Mcnonustomuii 00S3aHHOCTH CEKpeTapsi TePPUTOPUATHLHOM KOMUCCUM —
B cCllydyae HaJIuuusl pemnieHuss TepputopuaibHOM KOMHUCCUM O BO3JIOKEHUU
MOJTHOMOYHM CEKpeTapsi TEPPUTOPUATIBHOM KOMHCCUM Ha OJIHOTO W3 YJICHOB
TEPPUTOPUATHBHON KOMUCCHH C PABOM PEIIAIOLIETO r0JI0ca.

«Cekperapp  3acelaHusi  TEPPUTOPUAIILHOM  KOMHUCCHUU» —B  Cilydae
BPEMEHHOTO OTCYTCTBHUSI CEKpeTaps M30MpaTelbHONM KOMHCCHUM U TPHU HAJTUYUH
pelieHns TePPUTOPUATIHLHON KOMUCCHH.

8.3.10. ITocne moanucanus peUICHUS PETUCTPUPYIOTCS B JKypHAIIE
pErucTpaly pEUICHH, B KOTOPOM MPEIyCMAaTPUBAIOTCS: MOPSIKOBBIM HOMED,
JlaTa TPUHATHS PEUICHUs, PETHCTPALMOHHBIM HOMEp, COJIEPKAHUE PEIICHUS
Y HOMED Jejia XpaHEHHUs.

8.3.11. PelieHusi HyMepyroTcsi B XPOHOJOTHYECKOM IOCIEI0BATEILHOCTH
B npeaenax CpoKa MOJITHOMOYHUI TEPPUTOPHUATBHOM KOMMCCHHU.
Homep pemieHusi TeppUTOpUaIbHOM KOMHUCCUM COCTOUT M3 HOMEpa MPOTOKOJa
3acellaHus U MOPSIIKOBOTO HOMepa Bompoca, (Hanpumep: 1-5).

8.3.12. Yka3aHHbIE BBILIE PEKBU3UTHI BHOCATCS B PETUCTPALMOHHO-YUYETHYIO
dbopmy. B ciyuae ucnonwszoBanus 1] k PYK npukperisieTcss TEeKCT TOKyMEHTa
B (popmate docx (mist Tabnui nonmyckatotes ¢aitisl popmaTa X1sX) v SIEKTPOHHBIN
o0Opa3 gokymeHnta B (popmare pdf (mpu HEOOXOIUMOCTH), a TAKXKE JIeNIaeTCs CBSI3Ka
C JOKYMEHTaMH, IOCITY>XUBIIMMH OCHOBAaHUEM I PACCMOTPEHUsI BOIpOca
Ha 3aceJaHuU TEPPUTOPUATIBHON KOMUCCHH.

8.3.13. Pa3penieHue Ha THPAKUPOBAHHE JOKYMEHTOB B HEOOXOJIWMOM
KOJIMYECTBE JAeT MpelCcenaresib TEePPUTOPUATBHOW KOMHCCUHU. JOKyMEHTBI
TUPAXKUPYIOTCST ~ paOOTHUKOM  amnmapaTra, OTBETCTBEHHBIM  3a  BEJCHUE

ACJIOIIPOU3BOACTBA, Ha K&)K}lOfI KOIIMMU OOKYMCHTA IIPOCTABJIACTCA IICYATh,



YAOCTOBEpSIOIIAs  NOANWUCH  HIpeacenarTenss  TEePPUTOPUAIBHOW  KOMHUCCUU
U CeKpeTapsi TEpPUTOPUATILHON KOMUCCUM (0€3 BOCTIPOU3BEACHMSI TOANMCEN).

8.3.14. Konust pemieHuss TEpPPUTOPUATILHON KOMHCCHHM  HalpaBISIETCS
3asIBUTENI0 B CIly4yae, €CIM €ro OOpalmeHue B TEPPUTOPUATBHYIO KOMHCCHIO
IIOCIY)KWJIO  OCHOBAaHHMEM JUI1I  pPacCMOTPEHMS  BOIIpoca Ha  3acelaHuu
TEPPUTOPUAITBHON KOMUCCHH.

8.4. OdopmieHrEe POTOKOIIA 3aCEaHUS TEPPUTOPUATILHON KOMUCCHUU.

8.4.1. [Iporokon 3acemaHus TEPPUTOPHATBLHOM KOMHUCCHH oOdopmiseTcs
Ha OJlaHKe ycTaHOBJIEHHOU Qopmbl (TputokeHre Ne 4) B Cpok, HE IPEBBIIIAIOIINNA
Tpex pabouux JHel mocne AHS  3acenaHus. lIpoTokon  3acemaHus
TEPPUTOPUAIBHOM KOMHUCCUM MOXKeT ObITh odopmiieH cpenctBamu 1]
C UCTIOJIb30BAaHUEM COOTBETCTBYIOLIETO MIa0JIoHa OaHKa TOKyMEHTA.

8.4.2. Ilporokon 3acenaHusi MOXKET O(OPMIIATHCS B MOJHOM WJIM KpaTKOH
dbopwme.

8.4.3. TexkcT mpoTOKOJIA 3acelaHUs] TEPPUTOPUATIBHOM KOMHMCCHUH COCTOUT
13 ABYX 4acCTel — BBOJHOW U OCHOBHOM.

8.4.4. B BBOAHOW 4YacTH MPOTOKOJIA YKA3bIBAIOTCS MHHULMAIBI U (PaMUIus
npejaceaarenas  TEPPUTOPUATIBHOM  KOMHUCCHMM  (IIpElCeAaTeIbCTBYIOIIETO),
a TakKe NPUCYTCTBYIOIIMX: 3aMECTUTENsl MpeAceaaresss TeppUTOPUaTIbLHOM
KOMHCCHH, CEKpeTapsi TEPPUTOPUATIBHON KOMHUCCUU M YJIEHOB TEPPUTOPUATIBHOM
KOMUCCHH, JIUIL], IPUTJIAIIEHHBIX HA 3acelaHne, B aja()aBUTHOM IMOPSIJIKE.

Homyckaercss oQopMIeHUE MPUCYTCTBYIOIIMX OTAEJIBHBIM  CIIHUCKOM
C YKa3zaHHEM WHHLIMAJIOB, (QamMuiuii U AoKHOCTeM. CHHCOK MpuiaraeTcs
K MPOTOKOJTY 3aceaHusl.

8.4.5. IloBecTka 1OHS BKJIIOYAETCS B BBOJHYKO 4YacTh MPOTOKOJA.
OHa COCTOUT M3 MEePEUYHCIIEHUs] BOPOCOB, KOTOPbIE OOCYKIAIOTCS Ha 3acelaHuH,
U 3aKpeIvIseT MOCJeN0BAaTeIbHOCTh MX OOCYXACHUA U (aMWIUKU JTOKJIATUYUKOB
(BBICTYIAOILHX ).

Kaxxnp1ii Bompoc MoBeCcTKH JHS 3acelaHusi HymepyeTcs: apadbckoil mudpoit,

ero HauMeHoBaHue GopMyIupyroT ¢ mnpemiora «O» umu «O6». Ilo kaxgomy



MYHKTY YKa3bIBA€TCS TOKJIAIUUK.

8.4.6. OcHOBHasl 4acTh MPOTOKOJA COAEPKUT CTOIBKO PA3LEIOB, CKOJBKO
IYHKTOB BKJIFOYEHO B MOBECTKY AHA. B COOTBETCTBHUM C HEW pa3aeibl HyMEPYIOTCS.

Kaxnprii  pasmen  cocrour w3 Tpex  yacred:  «CIIYIIAJIN»,
«BBICTVYIINJIN», «PEIIINJIN», KoTOpbIe TI€YaTAtOTCS OT TPAHUIIBI JIEBOTO TOJIS
MPOMUCHBIMU OyKBaMH.

B wactm «CJIYIIAJIM» KkpaTko W37araeTcsi TEKCT BBICTYIUIEHUS
nokIaaurka. Maummansl 1 GpamMmims TOKIaTIiKa MMeYaTaloTcsS ¢ KPaCHOM CTPOKHU
B HMMEHUTEIBHOM TMaJexe. 3aluch JOKIaJa H3JIaraercsi OT TPEThEero Juua
CMHCTBEHHOTO YMCIIa U OTIEISAETCS OT (PaMIInK TUpe.

Ecnm Teker noknazga mpuiiaraercs K MPOTOKOIY, TO MCHOJIB3YETCS CChUIKA
«Tekcr noknana mpuiaraeTcs.

B wactu «BBICTVYIIMJIM» nepeyucnstorcss BBICTYNAIOIIUE W aBTOPbI
BOIpocoB. MHuIMane! U aMmins BBICTYIIAIOIIETO NEYaTaIOTCs ¢ KPACHOW CTPOKHU
B HMEHUTEIbHOM Tajexe. KpaTkas 3amuch BBICTYIUIEHUS 10 CYIIECTBY
paccMaTpUBaEMOro Bompoca (M0 PEIICHHUIO MPEeICeaaTeNbCTBYIOIIETr0) U3IaraeTcs
OT TPETHETO JUIA €AUHCTBEHHOTO YKCIIA.

Ecnu TekcT BBICTYIUIEHHS] MPUIIArae€Tcsa K MPOTOKOIY, TO HMCHOJIb3YETCS
ccbuIka « TeKCT BBICTYIICHHS TTPUIIAraeTCs.

B wactu «PELINJIN» oTpakaeTcst MPUHATOE PEIICHHE MO0 00CYKIaeMOMY
BOIIPOCY U PE3YJIbTaThl TOJIOCOBAHUSI.

B mportokosne 3acemaHusi OTpakaeTcs HaJIM4Me OCOOOro MHEHHMS y 4ieHa
TEPPUTOPHAIBHON KOMHCCHM, O(OPMIIGHHOE B THUCBMEHHOW (opme ocoboe
MHEHHE MOMENIAETCS MOCIIE PELICHUS, B CBA3U C KOTOPBHIM 3TO MHEHHUE U3JI0KEHO.

8.4.7. IlpoTokon 3aceaHus MOANMUCHIBAETCS npeacenaTenemM
WU TpeAceaTeIbCTBOBABIIMM Ha 3aC€JaHUUd U CEKpPETapeM TepPPUTOPUATIBHON
KOMHCCUU  (WJIM  YJE€HOM  TEPPUTOPUAIBHONM  KOMHUCCHUH,  MCIOJIHSIBIIUM
00s13aHHOCTH CEKPETaps TEPPUTOPHUATHHON KOMHUCCHH).

8.4.8. [locne moanucanust MPOTOKOIbI PETUCTPUPYIOTCS C HCIIOJIb30BaHUEM

perucTpanoHHo-ydeTHo  ¢Gopmbl.  [IpoTOKOABI  3acemaHuii  HyMEpYyrOTCS



B XPOHOJIOTUYECKOW IOCIEAOBATEIBHOCTH B IIpelenax CpoOKa IOJHOMOYUUI
TEPPUTOPUAIIBHON KOMUCCHH.

8.4.9. [IpoTokonsl 3acenaHuil TEPPUTOPUATBHON KOMUCCHUU, TTPUOOIIICHHbIC
K HUM pEleHus BMECT€ C MaTepualaMy, IMOCIYKMBIIMMH OCHOBaHUEM
JUIST UX TPUHSTHS, OCOOBIMH MHEHUSIMU YIJICHOB TEPPUTOPHUATILHONM KOMHUCCUU
XpaHATCA y mpejacenaTens (cekperaps wid padOTHHKA armapara, OTBETCTBEHHOTO
3a BEJCHHE JICNOMPOM3BOJICTBA) TEPPUTOPUAIBHOM KOMHCCHM, a 3aTeM,
oopmiileHHBIE B COOTBETCTBUM C TpeboBaHUsAMU WHCTpyKIHMH, NepeaaroTcs
B apXMB.

9. OpopmireHne NpuKa30B MpeaceaTeNst
TEPPUTOPUAITBHOM KOMUCCHH

9.1. Ilpuka3 mnpexacenarens TEPPUTOPHUATIBHON KOMHUCCUM IO OCHOBHOMU
JESTENIbHOCTH (J1anee — npukas) opopmisercs Ha OlaHKe YCTaHOBJIECHHON (OpPMBI
(npunoxxenue Ne 4).

9.1.1 IIpoekTbl TPUKA30B TOTOBATCA II0 MOPYYEHHUIO MpEACEAaTelIs
TEPPUTOPUATBHON KOMUCCHH.

[Iprka3sl MOTYT TOTOBHUTBCS M COTJIACOBBIBATbCA Takxke cpeacrtsamu I[1J1.
IIpu nmoxaroroBke mnpuka3zoB cpenctBamu [IJ] ucrone3yercs COOTBETCTBYIOLIMN
ma6JioH OJ1aHKa IOKYMEHTA.

9.1.2. Texct mpuKaza COCTOUT, KaK MPaBWIO, U3 KOHCTATUPYIOLIEH
Y PacClopsIANTENBHOM YacTEN U JOJDKEH UMETh 3ar0J0BOK.

9.1.3.B KoHCTatHpylOUIEd YaCTH H3JAralOTCA UEIM H  33Ja4M
MPEANKUCHIBAEMBIX JEUCTBUM. ECiIM OCHOBaHHMEM K WM3aHUIO IIPUKa3a SBISIETCS
HOPMATUBHBIM  TPAaBOBOM  aKT WA  PACHOPANWUTENBHBIA  JOKYMEHT,
TO B KOHCTAaTUPYIOIIEH 4YacTW YKa3blBAIOTCS €ro Ha3BaHUE, Jara, HOMED,
3aroJI0BOK.

9.14.B  pacnopsaudTeNbHOW  YacTH  COJEpXKATCA  NEPEUHCICHUE
MPEINNUCHIBAEMBbIX JECUCTBUM, CPOKM MW ucnoiaHuTenn. [lyHKTBI Tmpukasa
HYMEPYIOTCS apaOCKUMU LIUPPAMH C TOYKON U HE UMEIOT 3ar0JIOBKOB.

9.1.5. Ecin npuka3 u3MEHSIET, OTMEHSIET WU JAOTNOJHSET PaHEe U3IaHHbIN



IIPUKa3 WK €ro OTAEIbHBIE IYHKTHI, TO 3TO OTOBAapPUBAETCS B TEKCTE MPUKa3a.

9.1.6.B MOCTIETHEM MYHKTE pacnopsiANTENbHOM YacTH,
Ipy HEOOXOJUMOCTH, YKa3bIBa€TCs JOJKHOCTHOE JIMIO, HA KOTOPOE BO3JIAraeTcs
KOHTPOJIb 33 UCIIOJTHEHUEM IIPHUKa3a.

9.1.7.1lpun HUTUYUA MPUIIOKEHUN K MPUKA3Y B TEKCTE
Ha HUX 00513aTEJIbHO JIeJIaeTCs CChUIKA.

9.1.8. [IpoekT mpuKaza W TOPWIOKEHUS K HEMY  BUBHPYIOTCA
HEIMOCPEICTBEHHBIM UCIIOJIHUTEIIEM.

Ecniu B mnpukaze conepkarcs BOMPOCH (PUHAHCUPOBAHHS BBIOOPOB,
o0ecrieueHusl JIeATENbHOCTH TEPPUTOPUAIBHON KOMHCCHUH, TO OH BU3UPYETCS
y TJIaBHOTO OyXrairepa.

IIpukasel, moarortoBiieHHbIE cpeactBamu [I/[, BU3HMpYIOTCA aHAJIOTMYHO
pUKa3aM, MOJArOTOBJIEHHBIM Ha OYMa)KHOM HOCUTEJE.

Busbl mnpocTaBistoTcs Ha  OOOPOTHOM CTOpPOHE TIOCJIEOHEro JIMCTa
JNOKyMeHTa (IpUKa3a, NPUIIOKEHUS K HEMy) [0 YCTaHOBJIEHHOW (opme
(npunoxxenue Ne 9).

[Ipy moaroToBKe M COracOBaHUU MPOEKTOB MpUKa30B cpencrBamu [1J] muct
COIJIACOBAHUSl pacleydarbIBacTcsi Ha OOOPOTHOM CTOpPOHE TOCIEAHEro JIHMCTa
JOKyMEHTa (TpuKasza, MpUIOKEeHUs K HeMmy). [Ipu HeoOXOoaAMMOCTH TOJy4YeHUS
BH3bl JOJDKHOCTHOTO JIMLA HAa JIMCTE COTJIACOBAaHUS IPHUKa3a, MOATOTOBIEHHOIO
cpenctBamu 1/, nokyMeHT nepenaercsd Ha OyMa)KHOM HOCHUTEJIE Ha BU3UPOBAHUE
COOTBETCTBYIOIIEMY AOKHOCTHOMY JIUILY.

9.1.9. Ilocne moanucaHusi MPHUKa3bl PETUCTPUPYIOTCA C HUCIOJIB30BAHUEM
pErucTpallMOHHO-yYYeTHOW (opMbl U (POpMUPYIOTCS B Jeia B COOTBETCTBUU
C HOMEHKJATypOW €l TEpPUTOPUATIBHOM KOMHUCCUM BMECTE C JOKYMEHTaMH,
MOCTYKUBIIMMU OCHOBAHHUEM ISl U3/IaHUS TPUKA3a.

B ciywae ucnonszoBanus qis perucrpaunu I1J1 x PYK npucoenunsrorcs
TeKCT mpukaza B ¢opmare docx wmm xIsx (mms tabmury momyckaroTcs (aiibl

dbopmara  xIsx), odJIekTpoHHBIM  o0pa3 mpukaza B ¢opmare  pdf



(mpu HEOOXOJUMOCTH) U JAENAlOTCA CCHUIKM Ha JOKYMEHTHI, MOCITY>KUBIIHUE
OCHOBAHMEM JIJIsl U3JIaHUs MIPUKA3a.

9.1.10. [Ipuka3aM TNPUCBAUBAIOTCA PETUCTPALIMOHHBIE HOMEpa B Ipeelax
KaJeHAapHOTO ToJia, MpPU OTOM K TMOPSIKOBOMY HOMEpy uepe3 aeduc
MPOCTABIIAECTCS] OYKBEHHBIA HHIEKC «OJ».

9.2. ObopmiieHne mNPUKA30B TpeaceaaTeNis HW30UpaTeIbHOW KOMHUCCHU
M0 KaJpOBBIM BOIIPOCAM.

9.2.1. Ilpukasel npeacenaTenss TEPPUTOPUAIBHON KOMHUCCUM IO KaJpPOBBIM
BOIIPOCAM U3JIat0TCS () KOHKPETHBIM BOIIPOCAM, CBSA3aHHBIM
C  JEATEIbHOCTBID  YICHOB  TEPPUTOPHAIBHOW  KOMHUCCHUH,  IPUEMOM
Ha TOCYJapCTBEHHYIO TpaxaaHcKyto ciyx0y Cankr-lIletepOypra B ammapar
TEPPUTOPUANBHON  KOMHUCCHUHM,  HPOXOXKIECHHUEM  TIPaXAAHCKOW  CITy>KOBbI
Y YBOJIBHEHHEM C TPaK/1aHCKOH CIIy>KOBbI B armapare TeppUTOprUaIbHON KOMUCCHUH.

9.2.2. Ilpukasel npeaceaaTenss TEPPUTOPUATIBHON KOMHUCCHUHM IO KaJpPOBBIM
BOIpocaMm 0(OpMIISIOTCS aHAJIOTUYHO MPHUKa3aM NpeceaTeNsl TEpPUTOPUATILHON
KOMHUCCHUM TIO  OCHOBHOM  JesArenbHOCTH.  IIpukasam  mpucBamBaroTcs
pErHCTpAallMOHHBIE HOMEpa B TMpeAeNnax KaJleHJApHOTo Troja, MpU 3TOM
K MOPSAIKOBOMY HOMEpY uepe3 Jierc IpocTaBisieTcs OyKBEHHBIH HHACKC «K».

9.3. Konuu npukas3oB 3aBEPSAIOTCS NEYATHIO TEPPUTOPUATIBHON KOMUCCHU.

9.4. Ilpukazpl BMecT€ C TMPUOOIIEHHBIMH K HUM JIOKYMEHTaMH,
MOCIIYKUBIIUMU OCHOBAaHUMEM MJI1 UX W3JlaHus (B TOM 4YHCIIE pacrieyaTaHHBIMU
KOIMUAMH JOKYMEHTOB, MOCTYIHUBILUX/MOATOTOBIEHHBIX B 3JIEKTPOHHOM BHJIE),
bopMupyrOTCA B JieTa COTJIaCHO HOMEHKJIAType Jied TepPUTOpUaIbHON KOMHCCHUH,
XpaHATCs y Mpeacenarens Wik pabOTHUKA amnmnapara, OTBETCTBEHHOTO 3a BEJICHUE
JIEJIONPOU3BOJCTBA B TEPPUTOPHAIBHON KOMHUCCUHM, a 3aTeM, O(OpMIIEHHBIE

B COOTBETCTBUU C TpeOoBaHUsMU NHCTPYKIIUU, IEPEIAIOTCS B APXUB.

10. KoHTpOJIb HCIIOJTHEHHS JOKYMEHTOB U NOPYYeHUi

10.1. KoHTpost0 HCTIOJTHEHUSI TTOAJIEXKAT:



MOPYUYCHHUSI, COJIepXkKalMecs B TOCTAHOBJIEHUSX U JPYTrUX JOKYMEHTax
UK Poccuu, Cankt-lIlerepOyprckoit n30uparebHOM KOMHMCCHUH, B PEHISHUSIX
TEPPUTOPUAIIBHON KOMUCCHH;

MOPYUYEHHUSI, COJIepXkaluecs B MpHUKa3ax MIpeaceaaTesss TePpUTOPUATbHON
KOMHCCHU;

MUCbMEHHBIE TOpYYEHHUs TIpeacenaTens (3aMecTUTeNsl MpeacenaTens,
CeKpeTapsi) TEpPUTOPHUATBHON KOMUCCHH;

BXOJSIIIME JOKYMEHTHI, B TOM YHCJI€ NMHUCHhMEHHBIC OOpallleHUs] TpaK/iaH,
yka3aHHble B [lepeuHe mojjexaniux KOHTPOJO0 JOKYMEHTOB C YKa3aHUEM CPOKOB
ucnoiaHeHus (npuiioxkeHrue Ne 11), B COOTBETCTBUU € YKa3aHUSMU 110 UCTIOJIHEHUIO
JIOKYMEHTa MpeiceaTelis TePPUTOPUATIbLHON KOMUCCHY;

UCXOJISITNE TOKYMEHTHI, TPEOYIOIINE OTBETA;

NOPYYEHHUSI, COAEpKAIIUECS B IMPOTOKOJIAX 3aCENAHUN TEPPUTOPUATIBHON
KOMUCCHU;

IJIaHBI MEPOTIPUSITHI.

10.2. KonTposib HCHOJHEHUS AOKYMEHTOB, YKa3aHHbIX B moapaszaeine 10.1
NHcTtpykimu (32 UCKIIOYEHUEM HUCXOISIIUX JOKYMEHTOB), [0 CYIIECTBY
3aTPOHYTBIX B HHUX BONPOCOB OCYIIECTBISIET MpeAcenaTeiab (CEeKpeTaph)
TEPPUTOPUATBHON KOMUCCHH.

10.3. KoHTposiib HCHOJHEHUS MCXOJAIIMX JTOKYMEHTOB, B TOM 4YHUCIE
3a CBOEBPEMEHHOCTHIO TMOJYYEHHUSI OTBETOB Ha 3alpoChl TEPPUTOPUATILHOU
KOMHCCHUH, OCYIIECTBISET PaOOTHUK amnmapaTra, OTBETCTBEHHBIM 3a MOATOTOBKY
JAHHBIX JTOKYMEHTOB.

10.4. Cpoku WCHOTHEHHUS TOPYYEHHM, COAECPKAIIMXCI B PEIICHUAX
TEPPUTOPUAIBHOM  KOMHUCCHUM, TPUKA3axX MpeaceNaTeNss TeppUTOPUAIBHOM
KOMHCCHUH, TUCbMEHHBIX MOPYUYECHHI mpencenares (3aMeCTUTENs MpeIcenaTens,
CEKpeTaps) TEPPUTOPUATHLHON KOMUCCUU OTIPEICIISIOTCS S TUMU TJOKYMEHTaMHU.

10.5. JIoOKyMEHT MOIJEKUT WCHOJHEHUI0O HE TMO3J4HEee, 4YeM 4epe3
30 kaleHIapHBIX JTHEW CO JHS €ro MOCTYIUICHHUS, 32 UCKJIIOYEHHUEM CIydaes,

IIPEAYCMOTPEHHBIX ITyHKTOM 10.6 HacTosIIero pa3aena.



Ecnu nocneanuii eHb UCTIONHEHUSI JOKYMEHTa MPUXOAUTCA HAa Hepabouuii
JI€Hb, TO OH MOJUIEKUT UCIIOJIHEHUIO B NIPEALIECTBYIOIIMI eMy paOOuuil 1E€Hb.

JlokymeHTsl ¢ noMeTkamu «BecbMma cpouHO», «CpOYHO» HCIOIHSIOTCS
B TPEXIHEBHBIN CPOK, TOKYMEHTHI C IOMETKOM «ONepaTUuBHO» — B I€CATHIHEBHBIN
CPOK.

CpoK HCNOJTHEHUS WCUYUCISETCS B KaJeHAApHbIX AHAX. s mopyuyeHui —
OT JAaTbl MOJIMCAHUSA INOPYYEHHMs], UIsI BXOMSIIMX JTOKYMEHTOB, B TOM YHCIIE
oOpallleHu, — OT AaThl PErUCTPAIH TOKYMEHTA.

Ecnau nmocnenHuii 1€Hb MCHOJHEHUS JOKYMEHTA, COJEPKALIEro MOMETKY
O CPOYHOCTH HCIIOJIHEHUS, MPUXOAUTCA Ha HepaOOuuid N1€Hb, TO OH IOIJICKUT
WCIIOJTHEHUIO B CIEAYIONIUI 32 HUM pabouuii IeHb.

10.6. Cpokr  UCIOJIHEHHUSI  BXOJAIIMX  JOKYMEHTOB W  OOpalleHui
YCTaHABIMBAIOTCSI  HMCXOAsl W3  CPOKOB, NpPEIJaracéMblX  OpraHU3alueH,
HaIlpaBUBLIEH JOKYMEHT, WM CPOKOB, YKAa3aHHBIX B IPUIOKeHUHU Ne 11.

OOpamienuss 0  HapyLIeHMH  3aKOHA, [OCTYNMBIIME B  IEPUOA
COOTBETCTBYIOIIEH  M30MpaTeNbHOW  KaMIIaHWHM, KaMIIaHHUM  pedepeHayma,
UCIIOJIHSIOTCS B CPOKHM, YCTAHOBJIEHHBIE 3aKOHOJATEIbCTBOM O BBIOOpax
u pedepeHayme.

10.7. OTBETCTBEHHOCTh 32 CBOCBPEMEHHOE UM  IIOJJHOE BHECCHHE
B PETUCTPAllMOHHO-YYE€THYI0 (OpMy CPOKOB  HCIIOJIHEHUS  JOKYMEHTOB
u uHbOpPMAIMM O COCTOSHUM HCIOJHEHUS JOKYMEHTOB, KOHTPOJb CpPOKOB
WCIIOJIHEHHS IOKYMEHTOB BO3JIaratoTCsi Ha CEKpeTapsl Wid padOTHHMKA amnmnapara,
OTBETCTBEHHOTO 3a BEJICHUE JEJIOIPOU3BOICTBA.

10.8.B IJIaHaxX MEPOIPUSATHH, YTBEPKIECHHBIX pelIEHUAMHI
TEPPUTOPUAIBHOM KOMHCCHH, IIpUKa3aMu MPEICENaTeNsi TEepPUTOPUATBHON
KOMHCCHH, KOHTPOJIIO MTOAJIEKAT CPOKHU MCIIOTHEHUS OTIEIBHBIX €r0 MyHKTOB.

10.9. ITpu HEOOXOAUMOCTH MPOIJICHUS CPOKa HCIOJHEHUS] JTOKYyMEHTa
OTBETCTBEHHBIN 32 MCIOJHEHUE HE MO3JHEE YEM 3a TPU JHS A0 UCTEYEHHUS CpPOKa
UCIIOJIHEHUS IOKYMEHTa MpPEACTaBIsET Ha UMs Mpejacenaresns TeppUTOpUaibHOU

KOMHUCCHUHU CITY>KEOHYIO 3allMCKy ¢ MOTUBHPOBAHHOW MPOCKOOW O €ro MmpoJJjeHuH,



KOTOpasi MOXKeT ObITh MOATOTOBJIEHA U corjacoBaHa cpenctamu [11.

10.10. JJoKyMEHT CUATAETCS UCIIOJIHEHHBIM U CHUMAETCS C KOHTPOJIA MOCIE
pEelIeHUs] BCEX IOCTaBJIEHHBIX B HEM BOIPOCOB, COOOIIEHHUS pPE3YJIbTATOB
PacCMOTPEHHUS BCEM 3aMHTEPECOBAHHBIM JIMLAM.

10.11. OcHOBaHUSIMU ISl CHATHS TIOKYMEHTA C KOHTPOJIS SIBJIIFOTCS:

CiIyKeOHasi 3alKMCcKa O CHATHUHU JOKYMEHTa (MM OTAEJBHBIX €ro IMyHKTOB)
C KOHTpOJs UM 00 WCHOJHEHWH JOKyMEHTa Ha UMs TNpelceaaTes
TEPPUTOPUAIIBHOM KOMHUCCUM, MOATOTOBICHHAS! OTBETCTBEHHBIM 32 UCIIOJIHEHHE
c ormerkoil («Cormacen», «Paccmotpen», «lIpunsato») mnpencenarens
TEPPUTOPUATIBHON KOMHUCCHUU O TMPUHATUM HUCIOJHEHUS, KOTOpask MOXKET OBITh
IIOATOTOBJIEHA U coryiacoBaHa cpeactsamu 11/1;

pelleHHe  TEPPUTOPHANIBHOM  KOMHUCCHM,  MpPHKa3  MpeAceaaTelis
TEPPUTOPUAIIBHON KOMUCCHUH MO PE3YJIbTaTaM UCIOJIHEHUS JOKYMEHTA;

OTBET Ha BXOJAIIUNA JTOKYMEHT;

OTBEThl OT OpraHu3aluii, B KOTOpbIe JOKYMEHT ObLJI HampaBlieH
JUISL PacCMOTPEHUSI IO CYIIECTBY IOCTaBJIECHHBIX B HEM BOIPOCOB U OTBETa
3asIBUTEIIO;

HampaBJIeHUEe OOpallleHus B JIpyrde OpraHU3alMHh [JIi PacCMOTPEHUS
M0 CYILECTBY MOCTABJICHHBIX B HEM BOIPOCOB U MOCIIEAYIOIIEr0 HH()OPMUPOBAHHUS
aBTOpa O pe3yJibTaTax pacCMOTPEHUS.

10.12. JIoKyMEHT HE CUMTAETCS UCTIOJHEHHBIM U OCTAETCSI HA KOHTPOJIE:

€CIM OH HampaBisieTcss B JpyrHe OpraHbl WIM  OpraHu3aluuu
JUIl  PAacCMOTPEHHsSI C UEIbI0 IMOJYYEHHS] TEPPUTOPUAIBHON KOMHUCCHUEU
uH(popManuu, HEOOXOIMMOHN Jii PACCMOTPEHHUS IO CYIIECTBY MOCTaBICHHBIX
B JIOKYMEHTE BOIIPOCOB. B ciyuae HEOOXOAMMOCTH TEeppUTOpUATIbHAS KOMHCCUSA
uHdopmMupyeT 00 3TOM aBTOpa JOKYMEHTA,

€CIM OH HampaBisieTcss B JApyrWe OpraHbl WIM  OpraHU3alHH
JUISL pacCMOTPEHHUSI O CYUIECTBY IOCTABJICHHBIX B HEM BOIPOCOB M OTBETA
3asIBUTENI0 C MOCIEAYIOIIMM HHMOPMUPOBAHUEM TEPPUTOPHAIBHON KOMUCCHU

0 pe3yibTaTax UCIOJTHEHHUS.



11. U3roroBiieHME U MCIIOJIH30BAHNE MeYaTe U ITAMIIOB

11.1. Ins yoocToBepeHHs MOMJIMHHOCTU JTOKYMEHTOB WM COOTBETCTBUS
KON JOKYMEHTOB IOJJIMHHUKAM, IPOCTABIEHUS OTMETOK O TMOJy4YECHUH,
perucTpanuu JOKYMEHTOB B TEPPUTOPUATBHON KOMUCCHUH UCIOJB3YIOTCS MEYaTH
¢ m3o0paxenueM ['ocymapctBenHoro repba Poccuiickoit ®enepanmm (manee —
repOOBBIC M€YaTH) U IPYTUE MEYATH U IITAMIIHI.

11.2. U3roToBneHWE MeYaTel W IITAMIIOB OCYUIECTBIISICTCS IO YKa3aHUIO
npeacenarenas TEPPUTOPUATBHOM KOMHUCCHUU JIMOO B COOTBETCTBHM C PEUIEHUEM
BBIIIECTOAIEH N30UPATEIHHOU KOMUCCHH.

tamMnbl ¢ (pakCUMHIBHBIM BOCIPOU3BEICHUEM MOJINUCU TpEACcCeaaTeis,
3aMECTUTENI  MpPENCENarelis,  CEKperaps  TEPPUTOPUAIBHON  KOMHUCCUU
U3TOTOBIISIIOTCA MO WX TOPYYEHMIO W MOTYT OBITb  HMCIOJIb30BaHbI
JUIS. TIPOCTABJICHUSA HA TyOJIMKATaxX W KOMHUSX MOAIMUCAHHBIX B yCTAHOBJIECHHOM
MOPSIAKE TOKYMEHTOB.

11.3.T'epOoBasgs medarb TEPPUTOPUATBHON KOMUCCHUHM MPOCTABISAETCS
Ha  (UHAHCOBBIX  JIOKYMEHTaX, TapaHTUWHBIX  MHUCbMaX,  JOTOBOPAX,
rOCyJJapCTBEHHBIX KOHTPAKTaX HJOBEPEHHOCTSAX, U B JPYTUX MPELyCMOTPEHHBIX
3aKOHOJIATEIbCTBOM CIIyYasX.

11.4. Ha paccbuiaeMblX KOMNUSIX PELICHUM TEPPUTOPUATIBHOW KOMHCCHH,
MPUKA30B MpeceaaTeNss TepPUTOPUATILHON KOMUCCUH, HA TTAKETax MpPH OTIIPaBKe
JIOKYMEHTOB, TIpU O(OPMJICHUH JOKYMEHTOB Ha MPUEM TOBapHO-MaTEpHUATbHBIX
[IEHHOCTE TMpOCTaBiseTcs TepOoBas WIM WHAs Te4aTh TEPPUTOPHATBHON
KOMHUCCHH.

11.5. ITeyatn ¥ mTaMnbl MOAJIEKAT YUYETy B OTACIBHOM KypHAlle ydeTa
neyarei U IITaMIIOB pabOTHUKOM amnmnapara, OTBETCTBEHHBIM
3a enonpou3BocTBO. IleyaTu W mTaMibl BBIAAIOTCS MOJ MOJANUCH B KypHaje
ydyeta neyated u mramnoB. Ha »xypnHane mnpocrtaBisiercs otMmeTtka «JCII»,
€ro JIMCTbl HyMEPYIOTCS, MPOIIMBAIOTCS U ONEYATHIBAIOTCS.

11.6. ITeyatn u wmITaMnObl JOJKHBI XPAHUTHCS B HANEKHO 3aKPHIBAEMbIX

U OTleYaThIBAEMbIX B HEpabouee BpeMs ceri(pax niim MeTaTHIeCKuX ImKadax.



11.7. KouTposib 3a NpaBUIBHOCTBIO XPAaHEHUS M HMCIOJIb30BAHUS MedaTeit
¥ IITaMIOB OCYIIECTBJISET paOOTHUK arrmapara TePPUTOPUATBHON KOMMCCHH,
OTBETCTBEHHBIN 3a JEJIONPOU3BOJICTBO.

CBepka HaiMuusl Me4aTed W IITAMIIOB OCYIIECTBIIAECTCS IpeaceaaTeiemM
TEPPUTOPUATHLHON KOMUCCHH OJIMH Pa3 B TOI.

11.8. [Ipumeamme B HErOJHOCTh II€YATH W IITAMIIBI YHHYTOXKAKOTCH,
O Y€M COCTaBJISICTCS aKT, a B KypHajJe yyeTa Iedarel U INTaMIOB CTaBUTCS
COOTBETCTBYIOIIAsA OTMETKA.

YHUYTOXKEHUE TPOUZBOAUTCS TMOCIE YTBEPKIACHHUS AKTA MPEACEIATEIEM
TEPPUTOPUAIBHON KOMHUCCHHU. MeTauIMYeCKUe IeYaTH YHUYTOXXAIOTCS IyTEM
MOJIHOTO CIUJIMBAHUS TEKCTA WJIM OMUJIMBAHUS JBYMS MEPEKPECTHHIMU JIMHUSIMU,
Kay4yKOBBI€ II€YaTH U IITAMIIbI Pa3pe3ar0TCs HA MEJIKME YaCTH UJIU CKUTAKOTCSL.

11.9.06 yrepe mneyaTd WM IITaMIa He3aMEUIMTEIBHO CTaBHUTCS
B U3BECTHOCTh MPEACEAATENb TEPPUTOPHUATILHON KOMHUCCHH.

12. ®opmupoBaHue AeJI M Nepeaada ux B apXuB

12.1. CocraBneHue u yTBEpKACHUE HOMEHKIATYPhI JEI.

Homenknarypa nen mnpenHasHaueHa st (OPMUPOBAHMS HMCIOJHEHHBIX
JIOKYMEHTOB B Jena (3JeKTPOHHbIE Jelia), CUCTEMaTU3alluk M yd4eTa Jell,
OMpEICJICHNUS] CPOKOB UX XPAHEHUS U SIBJIAETCSI OCHOBOW JJISI COCTABIICHUS ONUCEH
JieJT TOCTOSSHHOTO U JOJITOBpEeMEHHBIX (CBbIIe 10 J€T) CpOKOB XpaHEHUs,
B TOM YHCJE€ MO JUYHOMY COCTaBy, aKTOB O BBIJICICHUM K YHHYTOXKECHUIO
JOKYMEHTOB C HCTEKIIMMU CpPOKaMU XpaHEHHUs, a Takxke I ydera Jell
B JICJIONIPOU3BOCTBE.

B HOMeHKnaTypy Jeia MOTyT BKJIIOYaThCsl 3arojIOBKU JI€J1, OTPaKarollue
JEATEeIIbHOCTh TEPPUTOPUATIBHOM KOMHUCCHHM, B TOM YHCJE JIMYHBIC JIela,
CIIPaBOYHBIC M YUETHBIE KAPTOTEKHU U APYTUe YUETHbIC (POPMBI.

He BkitowaroTcsi B HOMEHKJIATYpPY €7 NEPUOAUYECKUE W3IaHUS, KHUTH,

OpOUIIOPHI.



3arooBOK Jena JOJDKEH YEeTKO W B 0000meHHOW ¢dopme OoTpaxaThb
OCHOBHOE€ COJIep’KaHMe M COCTaB JNOKyMeHTOB. He nmomyckaercsi ynotpeOiieHue
HEKOPPEKTHBIX (DOPMYJIHPOBOK, BBOAHBIX CJIOB U CIOKHBIX OOOPOTOB.

IIpn cocraBieHMM HOMEHKIATYyphl JAEN CIEAyeT pPYKOBOACTBOBATHCS
peraaMeHToOM TEPPUTOPUATIBHON KOMMCCHH, [lepeunem THTIOBBIX
YOPaBJICHYECKUX AapXUBHBIX JOKYMEHTOB, OOpasylomuxcsi B  MpoIlecce
JNEATENBHOCTA TOCYJAapPCTBEHHBIX OPraHOB, OPTAaHOB MECTHOTO CaMOYIIPABJICHUS
M OpraHH3alMi, C YKa3aHHEM CpPOKOB XPAaHECHMS, YTBEPKICHHBIM IPUKA30M
®enepanbHOoro apxuBHoro arentctBa ot 20 gexadbps 2019 roma Ne 236
(nanee — Ilepeuens), llpaBunamu opraHu3zali XpaHEHHs, KOMILIEKTOBAHMS,
ydeTa U HCIOJIb30BaHUS JOKyMEHTOB ApxuBHOoro Qonma Poccuiickoii
denepani U JIPYyTUX apXMBHBIX JOKYMEHTOB B TOCYJApCTBEHHBIX OpraHax,
OpraHax MECTHOTO CaMOYNPABJICHUS U OpraHU3alUAX, YTBEPKICHHBIX IIPUKA30M
®enepanbHOro apxuBHOro areHTcTBa OoT 31 urona 2023 roma Ne 77, nopsiakamu
XpaHEHUs U TEpeladyd B apXUBbl JIOKYMEHTOB, CBSI3aHHBIX C IOATOTOBKOW
u IIPOBEACHUEM BBIOOPOB, YTBEPKIACHHBIMU UK Poccun
u Cankr-IlerepOyprckoil M30MpaTeNbHOM KOMHUCCHH, HOMEHKJIATypamH JIeJl
TEPPUTOPHUAIIBHON KOMHUCCHUH 32 IIPEAIIECTBYIOIINAE TOBI.

[Ipy moAroTOBKE HOMEHKJIATYPHI JI€ HEOOXOAMMO YUYHUTHIBATh XapaKTep
BbIOOPOB, POBOJIUMBIX B MIPEJCTOSILIEM TOY.

Homenknatypa pen TeppUTOPHUAIBHOM KOMHUCCUM HA MPEACTOSIIUN
KAJICHOApHBIA TOJl  COCTaBIsieTCs pa0OTHMKOM —amnmapara, OTBETCTBEHHBIM
3a BEIECHME [EJIONPOM3BOJACTBA, B IIOCIEAHEM KBapTajle TEKYIIEro Ioaa,
COTJIACOBBIBAETCS C CEKPETAPEM TEPPUTOPUAIBHOM KOMHCCHH, PACCMATPUBAECTCS
Ha  3aceaHuM  OKCIEPTHOW  KOMHUCCUM  TEPPUTOPUAIBHOW  KOMUCCHH,
corinacoBeiBaeTcsi ¢ cekperapem  Cankrt-lletepOyprckoii  m30uparenbHON
KOMHCCUHM, YTBEPXKIAETCS  MpEICENaTesieM  TEePPUTOPUATIBHOW  KOMHUCCHHU
Y BBOJIUTCS B JielcTBUE C | siHBaps ciemyrouiero roga (mpuioxenue Ne 12).

Homenkiatypa nen He pexe OOHOro pa3a B MSATh JIET YTBEPKAACTCA

AKCTIIEPTHO-POBEPOYHOM METOIUYECKON KOMHCCHUEN (manee — OIIMK)



Cankrt-IlerepOyprckoro roCcyJ1IapCTBEHHOTO Ka3eHHOTO YUPEKICHUS
«llenTpaneHblii  TocymapcTBeHHbIM  apxuB  Cankt-IlerepOypra»  (manee —
LI'A CII06).

B cimyyae BOZHMKHOBEHMSI B TEUCHHME I'OJla HOBBIX A€ OHU JONOJIHUTEIBHO
BHOCSITCSI B YTBEPKJICHHYO HOMEHKIIATYpy JI€1 B YCTAHOBJIEHHOM BBIIIE MOPSIZIKE.

[To okOoHYaHMU KaJlEHIAPHOTO roja pabOTHUK ammnapaTra, OTBETCTBEHHBII
3a BEICHUE [EJIONPOU3BOJICTBA, B KOHLE HOMEHKJIATYphl JAEH COCTaBISET
WUTOTOBYIO 3alMCh O KOJIMYECTBE 3aBEJACHHBIX Jed (TOMOB, YacTei), OTACIBHO
MOCTOSSHHOTO Y BPEMEHHBIX CPOKOB XpaHEHUsT Ha OyMaXKHOM HOCHUTEJE
M O KOJIMYECTBE 3aBEJCHHBIX JJIEKTPOHHBIX J€JI MOCTOSSHHOTO U BPEMEHHBIX
CPOKOB XpaHEHHUS, a TAKXKE 3aMOJHSICT rpady 3 HOMEHKJIATYPHI.

Cpok xpaHEeHUs] JOKYMEHTOB YKa3bIBAa€TCS B HOMEHKJIAType JIEN CO CChUIKOM
Ha cTarbio llepeuHst niM MHOM HOPMATHUBHBIM MPAaBOBOM aKT, YCTAHABIIMBAIOIIUN
CPOK XpaHeHUs IOKyMeHTa. CpOK XpaHEHUs] JOKYMEHTOB, HE YKa3aHHBIX B TAHHOM
[lepeune, ycranaBnuBaercs 1o corjacoBanuto ¢ Cankr-IletepOyprekoit
u3ouparenbHoi komuccueit u IIMK LI'A CII6.

Ucuucnenune CPOKOB XpaHCHUS JIOKYMEHTOB, 3aKOHYEHHBIX
JI€JIONPOU3BOJCTBOM B TEKYIIEM I'OJly, HAUMHAETCS C 1 SHBaps CIEAYIOUIEro roja.

TepputopuanbHasi KOMHUCCHS TakKe BIpaBe pa3padaThiBaTh THUIIOBBIC
W/WIU  TpPUMEpPHbIE HOMEHKJIATYPhl JeN JUIsl YYacTKOBBIX H30UpaTEIbHBIX
KOMUCCHIA.

12.2. OdbopmieHre JOKYMEHTOB, 3aKOHUYEHHBIX JEJIOMPOU3BOACTBOM,
dbopMHUpOBaHUE U TEKYIIIEE XpaHEHUE eI B TEPPUTOPHUATHHON KOMUCCHH.

3aKOHYEHHBIEC JETOTTPOU3BOACTBOM JTOKYMEHTBI ohopMIISIOTCS
B COOTBETCTBHHM C TpeOoBaHUSMU WHCTPYKIIMHU, CIHUCHIBAIOTCS MpejceaaTesieM
TEPPUTOPHUAIIBHOM KOMHCCHM B JeJio. IIpy 3TOM B HMKHEM YacTH JIMICBOM
CTOPOHBI TEPBOTO JIMCTA JOKYMEHTA Ha CBOOOJHOM OT TEKCTa MECTE CTaBUTCS
OTMETKa O €r0 WCIOJHEHUH, NIEJIACTCA HAANUCh «B N1e510», MOXKET yKa3bIBaThCs
HOMEp JieJia TI0 HOMEHKJIaType W jata cnucanus. [Ipu HEOOXOIUMOCTH OTMETKa

00 WCHOJIHEHHH MOXKET OBbITh cjejlaHa Ha OOOPOTHOM CTOpPOHE MEPBOIO JKCTA



nokymeHta. B peructpanmonnyio ¢GopMy BHOCHUTCS OTMETKa O CHHCAHHUU
JOKYMEHTa B JIEJIO C YKa3aHHEM HOMepa Jieja COTIaCHO HOMEHKIIAType Jell.

HcnonHeHHble  AOKyMEHTHl  (OpMHUpYIOTCA  paOOTHUKOM  ammapata,
OTBETCTBEHHBIM 3a BEACHHE JICJIONMPOU3BOJACTBA, B Jella B COOTBETCTBUU
C YTBEP>KJICHHON HOMEHKJIATypO Jed.

Jleno cuuTaeTcs 3aBEJACHHBIM C MOMEHTa BKJIIOYEHHS B HET0 IEPBOTO
UCTIOJIHEHHOTO IOKYMEHTA.

3aKOHYEHHBIE JIETOMPOU3BOCTBOM JIEKTPOHHBIE JOKYMEHTHI (POPMUPYIOTCS
paOOTHMKOM  ammapaTa, OTBETCTBEHHBIM 32 BEJCHHE JICJIOMPOM3BOICTBA
B DJIEKTPOHHBIE JieNia (Tanku, AMPEKTOPUH) B COOTBETCTBUH C HOMEHKJIATYpOU Jell.

[Ipu ¢dopmupoBanuu gema mpoBepsETCS MPABUIBHOCTH OTHECEHUS
JOKYMEHTOB B JaHHOE JEeNo, KauecTBO O(OpMIICHHS M KOMIUIEKTHOCTb
JOKYMEHTOB, HQJIMYME IMOANUCEH, BHU3, PETUCTPALMOHHBIX HOMEPOB, CIPAaBOK
WIA OTMETOK 00 WCIOJHEHWM, CHHCAHWW B JEN0 W Jpyrux. HempaBuibHO
oopmiieHHBIE JOKYMEHTBI JOJDKHBI OBbITh J00(QOPMIIEHBI, a 3aTEM IOMEUICHbI
B JIEIO.

He nomyckaercss momelnieHue B 110 JOKYMEHTOB, COJEpXaHHUE KOTOPBIX
HE COOTBETCTBYET 3aroJIOBKY JIEJa.

[Ipu popMupoBaHUM J1€7 COONIOAAIOTCS CIEAYIOIINE TPEOOBAHMUS:

JOKYMEHTBI MOCTOSSHHOTO M BPEMEHHOTO XpaHEeHUs (POpMHpYIOTCS B jAela
pa3zienbHo;

B JIETI0O BKIIIOYAIOTCS TOJBKO HCIOJHEHHBIC, MPAaBWIBHO OQGOpPMIICHHbBIE
JIOKYMEHTBI B COOTBETCTBUH C 3ar0JIOBKaMHU JieJ B HOMEHKJIATYPE;

BCE JIOKyMEHTBI, OTHOCSIINECS K PEIICHUI0 OJHOTO BOIpoca, (GOpMHUPYIOTCS
B OJTHO JIEJIO;

JOKYMEHTBI, IOJIJIEKaIIe BO3BPATYy, B JIEJIO HE TOMEIIAIOTCS;

B JIeJI0 TIOMEIIAETCS TOJBKO OJUH OK3EMIUIAP TOKYMEHTa, UYEPHOBUKH
¥ BapuaHThl MPOEKTOB JOKYMEHTOB B IO HE MOJUIMBAIOTCS (32 MCKIIOYECHUEM
TeX, Ha KOTOPBIX UMEIOTCS BU3bI, YKa3aHHS 110 UCTIOTHEHUIO IOKyMEHTOB U IPyTHE

OTMETKH, JIOTOJIHSIONINE MEePBbINA FK3EMIUISP);



B JIEJIO BKJIOYAKOTCS, KaK MPABUIIO, TOKYMEHTBI OJHOTO KaJEHJAPHOrO roja
(MCKJTIOYEHUE COCTABIIAIOT JIMYHBIE U MEPEXOISALIUE J1eT1a);

o0BeM (popMUPYEMBIX AENI MOCTOSHHOTO XPAaHEHHS M TI0 JIMYHOMY COCTaBY
HE JIOJDKEH mpeBbimarh 250 auctoB (3—4 ¢M TOJMIIMHBI KOPEIIKa Jieia), TOJIMHA
JIel BPEMEHHBIX CPOKOB XpaHEHUs He NoJbkHa mpeBbimaTh 10 cm. Ilpu Gosbiiem
o0beMe JOKyMEHTOB B jele (OpMHUPYETCS HECKOJbKO TOMOB (dacTei).
[Ipn Hanmuuuu B €€ HECKOJbKUX TOMOB (YacTeil) MHIEKC M 3arojoBOK jela
MIPOCTABIIIOTCS HA KAKIOM TOME ¢ o0aBineHreM odo3HadeHuit «Tom 1», «Tom 2»
U T.[I.

OJIEKTPOHHBIE JIOKYMEHTBI Ha TOMa M 4YacTh HE Pa3JeistoTCs.
Bce »nekTpoHHBIE NOKYMEHTBI, OTHOCSIIMECS K OJHOMY HOMEHKIIATYPHOMY
WHJIEKCY, HE3aBUCUMO OT UX 00beMa, BKIIFOUAIOTCS B OJTHO AJIEKTPOHHOE JIETIO.

B cnydae HEoOXOIUMOCTH TOKYMEHTBHI MO OJHOMY M TOMY >K€ BOIPOCY,
HO C pa3IM4YHbIM CPOKOM XpPAHEHUS MOTYT HaXOJWUThCS B OJHOM JEJe
JI0 KOHIIA TEKYyLIEro roja Wiu A0 3aBEPIICHUS UCIIOJHECHUS JOKYMEHTA, a 3aTeM
nepeOpMUPOBBIBAIOTCS B Ji€JIa MOCTOSTHHOTO U BPEMEHHBIX CPOKOB XPaHEHUSI.

B neno Bkio4WarOTCA BCE MNOKYMEHTHI IO KOHKPETHOMY BOIIPOCY BMECTE
C TNPWIOXKECHUSAMH, YKa3aHHBIMM B TEKCTE JOKYMEHTa, M[pPU OTCYTCTBUHU
MPUJIOKEHUM, YKa3aHHBIX B TEKCTE IOKYMEHTA, UCTIOJHUTEIh 00s13aH OpraHn30BaTh
WX PO3BICK M B Cily4yae HX OOHapyxeHuss chopMHUpOBaTH B JI€JIO BMECTE
C JOKYMEHTOM, K KOTOPOMY OHM Mpuiaratorcsi. ECiam po3bICK JOKYMEHTOB €I
MMOCTOSIHHOTO WJIA JIOJTOBPEMEHHBIX CPOKOB XPAHEHMS, B TOM YHUCIE MO JIMYHOMY
COCTaBy, HE Jajl  IIOJOXKWUTEIbHBIX  pPE3yJbTAaTOB,  COCTABJISETCS  aKT
0 HEOOHAPYKEHUH IOKYMEHTOB, ITyTH PO3BICKA KOTOPHIX UCUEPITAHBI.

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

HopmatuBHble ¥ OpraHM3alMOHHO-PACTIOPSIAUTEIBHBIE  JTOKYMEHTBI
C OTHOCSAIIMMUCS K HHUM NOPWIOKEHUAMU TPYNNUPYIOTCA B Jejla IO BHUAAM
JIOKYMEHTOB M TIO XpOHOJIOTHH.

IIpoToKoBI 3aceiaHuil TEPPUTOPUATIEHOM KOMUCCHH PACIIONAraroTCs B JIENe



[0 XPOHOJIOTMM B TMOPSAKE BO3pacTaHUs HOMEPOB. J[OKYMEHTHI K 3acelIaHHIO
TEPPUTOPUATILHON KOMHUCCUU MOMENIAIOTCS MOCIE COOTBETCTBYIOIIETO MPOTOKOJIA
B MTOPSIZIKE pAaCCMOTPEHUS BOIPOCOB HA 3aCEJaHUU.

[TonoxeHnus, MHCTPYKLWH, YTBEPKJCHHbBIC pacropsaAuTEIbHBIMU
JIOKYMEHTaMH, SBJSIOTCS MPUIOKEHUSAMH K HHM U TPYIIUPYIOTCS BMECTE
C YKa3aHHBIMHU JOKYMEHTAMH.

[InanoBast 1 OTYETHAsA JOKYMEHTAIIMsI HE3aBUCHUMO OT JIaThl €€ COCTABIICHUS
BKJIFOYAETCS B IEJIO TOrO roJia, K KOTOPOMY OHA OTHOCHTCS.

IIpu nHeoOxomumoctu B gene «llepenucka» wucXonsimuii (OTBETHBINM)
JOKYMEHT MOMeIlaeTcss mocjie Bxonsamero. llpu BO300HOBIEHUM NEpPENUCKU
10 BOMPOCY, HaYaBLIECHCS B MPEABIAYIIEM IOy, TOKYMEHThI BKIIOYAIOTCS B JIEJIO
TEKYILLEro roja W YKa3bplBAa€TCA MHJIEKC TOrO Jeja II0 HOMEHKIAType JAell
IPEABIAYIIEr0 roAda, B KOTOPOM HAXOAATCS IPEALIECTBYIOIINAE JTOKYMEHTHI
110 3TOMY BOIMpPOCY.

OOpaiiieHus rpaxkjiaH U JOKYMEHTHI M0 MX PACCMOTPEHUIO (GOPMHUPYIOTCS
B oTHeNbHbIe Jena. OOpamieHus, JTOKYMEHThI M0 UX PACCMOTPEHHUIO COCTAaBJISIOT
B JIeJIe CaMOCTOSITENIbHbIE TPYyHIbl W TMOMEIIAIOTCS B JieJa B COOTBETCTBUU
C HOMEHKJIATYPOU JI€J1 TEPPUTOPHUAIIBHON KOMUCCHH.

[Ipu popmupoBaHum aena U3 HECKOJIBKUX TOMOB (4acTel), KpomMe OOILero
3aroJIoBKa nena npu HEOOXOAUMOCTH COCTAaBJISIFOTCS 3aroJIOBKH
KQ)KJI0TO TOMa (4acTH), yTOUHSIOIINE COAepKaHne TOMOB (4acTel) aena.

B nenax, Haxondmuxcst B JEJIONPOU3BOJICTBE, JOKYMEHTHI TEKYIIEro roaa
pacmojararoTcsi IO XPOHOJIOTMM CHU3y BBEPX [0 MeEpe MOCTYIUICHUS.
[Ipy mnoaroroBke K caadye B apXWB JieJa C JOKYMEHTaMU MOCTOSIHHOTO
U JTOJTOBpeMEHHBbIX (cBbIme 10 7€eT) cpokoB XpaHeHHs MepedOpMUPOBBIBAIOTCS
B 0OpaTHOM TOPSIKE: JOKYMEHT, MMOCTYNHBIINA B KaJCHIAPHOM TOJTy MOCIIEIHUM,
JOJDKEH OBITh BHU3Y Jiela, a MEepBbIM JTIOKYMEHT KaJICHJApHOro Tojia — BBEPXY,
MIEPBBIM.

Jlena ¢ MOMEHTa MX 3aBEICHUS M JI0 TIEpe/layd B apXHUB WIM YHUUYTOKEHUS

B CBSI3U C MCTEUCHHEM CPOKOB XpaHEHUsS HAXOJATCS y Mpejacenarenis (cexperaps



Wi pabOTHHWKA ammapara, OTBETCTBEHHOTO 3a BEIACHHUE JIETIOMPOU3BOJICTBA)
TEPPUTOPUATIEHON KOMHUCCHHU.

DNEKTpOHHBIC  JTOKYMEHTHI ~ (OPMHPYIOTCS B JJIGKTPOHHBIE  Jela
B COOTBETCTBMHA C HOMEHKJIATypou Jeia. B HOMEHKnaTtype Aen yKa3bIBaeTcs,
YTO JIeJI0 BEAETCS B DIEKTPOHHOU ¢dopme. DIEKTPOHHbIE JOKYMEHTHI MOCIe
VX WCIIOJHEHHUS WIM OTIPABKU MoekarT xpaHeHuto B [IJ[ B TedueHue CpokoOB,
MPEAYyCMOTPEHHBIX Il AHAJIOTHYHBIX JIOKYMEHTOB Ha OyMa)XHOM HOCHUTETIE.
B cnyuae ecnm pgena mpeacTtaBieHbl Ha OyMaXHOM HocuTesne U B ¢dopme
ANEKTPOHHBIX JOKYMEHTOB («THOPHUIIHOE JEN0») M HE HMEIOT JJIEKTPOHHOTO
obpaza B cooTrBercTByromeld PVYK, To oHM momiexar CKaHUPOBAHUIO
C MOCHEAYIOUUM MPUCOEAMHEHUEM 3JIEKTPOHHOTO o0paza B COOTBETCTBYIOIIYIO
PYK.

B HOMeHKIIaType fien 3JEKTPOHHOE N0 U JIeJI0 Ha OyMa>KHOM HOCHTEIe
OTPAXAKOTCA KakK JBa TOMa, UMEIOIIAE OJIMH 3arojOBOK M CPOK XPaHCHMUS.
K uHIIeKCY 37€KTPOHHOTO Jiejia MPUOaBIsSeTCs IUTepa «O».

[IpoTokonsl 3acelaHuii, PELICHUS TEPPUTOPUAIBHOW KOMHUCCHUH, CIHACKHU
MPUTJANICHHBIX, NPWIaraéMple K MPOTOKOIY MOJJIMHHBIC 3K3EMIUISIPbI PEIICHUN
C COOTBETCTBYIOIUMH IPUIIOKECHUSMH, ITPOTOKOJIBHBIE MOPYUYCHUS, JTOKYMEHTBHI,
MOCITYKUBIIME OCHOBAHMEM JUISI PACCMOTPEHMS BOIPOCA Ha 3acelaHuu
TEPPUTOPUATILHOM  KOMHUCCHH, pacliMppoBaHHAs  ayaAUO3aMKUCh  3acelaHus
(npu ee HAMM4YMM), 10 TIepeaYr B apXUB HAXOAATCS y mpejaceaarens (padoTHHKA
amrmapara, OTBETCTBEHHOTO 3a BEICHHUE JCJIONPOU3BOJICTBA) TEPPUTOPUATBHON
KOMUCCHH.

3a COXpPaHHOCTh JTOKYMEHTOB M J€J OTBETCTBEHHOCTh HECET MPEACEATEIIb
TEPPUTOPUATIBHON KOMUCCHH.

Jlena mOJDKHBI HAXOAWTHCS B paldodeil KOMHATE WU B CHEIUATBHO
OTBEJICHHOM JJIsl TOW 1IeJIM TTOMEIIEHUU U XPAaHUThCS B 3amuparomumxcs mkadax,
MPEIOXPAHAIOIINX JOKYMEHTBI OT IIbUIM U BO3JAEHUCTBUS COJIHEUHOTO CBETA.

B menmsx oOecrneueHuss OMNEpaTUBHOIO IOWMCKAa JOKYMEHTOB Jefia

pacnosiararorcsi B COOTBETCTBMM C HOMEHKJIATypOW [JI€JI, KOIMUS KOTOpPOH



Py HEOOXOTMMOCTH, TTIOMEIIAETCSl Ha BHYTPEHHEHW CTOPOHE JIBEPIIHI MKada.

Ha xopemikax o0noxkeK Jieya yKa3blBaloTCs MHACKCHI e 0 HOMEHKIIAType
Jen.

Jlema, HaxopmsmIuecss Ha TEKYIIEM XpaHEHWH, Mojuiexar ydery. Ilepen
nepeiadyed  JOKYMEHTOB B apXWB  MPOBOJUTCA  IPOBEpKa  HAIWYUS
U COCTOSTHUSI TOKYMEHTOB M JIeNI B IEJSAX yCTAHOBJICHUS (DaKTHUYECKOTO HATHIHSI
JIe U COOTBETCTBUS UX KOJIMYECTBY, YACISAIIEMYCS TIO HOMEHKIIATYpE Je.

[IpoBepka HaIW4YUS ¥ COCTOSHUS JIOKYMEHTOB ¥ JIeJd IPOBOJUTCS
Ipy TIEpEMEIEHUH JIeJl, BO3BpaTe e, CMEHE Ipejacenareiss TeppUTOpUaIbHOU
KOMHUCCHUH, TIEpe]1 Tiepeaadeii B apXuB.

[IpoBepka MPOBOAWTCS IIyTEM CBEPKH CTaTed HOMEHKJIATYpPHI e
C OMMCAHUEM JIe]l Ha 00JI0OKKE, a PU3NIECKOE COCTOSHUE JIETT ONPELISIETCS MyTeM
WX BH3yaJIbHOIO TpocMoTpa. Bce oOHapykeHHBbIE HEAOCTATKH (PUKCUPYIOTCS
B aKT€ MPOBEPKU HAJTMYHS U COCTOSIHUS JICIT.

B cnmydae yTparthl JOKYMEHTOB U Jiell TPOBOJUTCS  CIIy>KeOHOE
paccienoBaHrde, MO pe3yibTaTaM KOTOPOTO JIMIO, BUHOBHOE B yTpare, HECeT
OTBETCTBEHHOCTh B  yCTAaHOBJICHHOM  Topsinke.  [IpwHMMaroTcs  Mepsl
0 3aMEIIECHUI0 YTPAuYEeHHOTO JOKYMEHTA 3aBEPEHHOUN KOMHeH (110 BO3MOXKHOCTH).

Ecnu otmenpHBIE MOKYMEHTBI, YK€ BKJIIOYCHHBIC B JEI0, BPEMEHHO
TpeOYIOTCS JJIS pabOThl, OHM MOTYT OBITH BBIJAHBI M3 JieJla, a Ha WX MECTO
BKJIQJIBIBACTCS JINCT-3aMECTUTEIh C YKa3aHUEM, KOTJa, KOMy M Ha KaKOW CpOK
BBIIaH JJOKYMCHT.

12.3. DkcnepTr3a HEHHOCTU JOKYMEHTOB.

DKcrepTu3a IEHHOCTH JOKYMEHTOB TPOBOJIWTCS IS YCTAHOBJICHHUS
HAyYHOW, MUCTOPUYECKOMW W  IPAKTUYECKOM  3HAYMMOCTH  JOKYMEHTOB,
0o0pa30BaBIIUXCS B TPOILECCEe JEATEIBHOCTH TEPPUTOPHAIBHON KOMUCCHH,
C IICJIbIO 0TOOpA X IS JATBHEHIIET0 XpaHEeHUS U YHUUYTOXKCHHS.

OKkcnepTu3a IEHHOCTH JIOKYMEHTOB TIPOBOJUTCS TIPHU  COCTaBIICHUU
HOMCHKJIATYyphl JIeJ, B Tporecce (GOpMUpOBaHHMS e, MPU TOATOTOBKE JIEJ

K Inepcaadyc B apXHB, IPHW BBIACICHHMHM K YHHYTOXCHHUIO JOCJI, J3JICKTPOHHBLIX



JIOKYMEHTOB, HE MOJIEKAUX XPAHEHUIO.

JIns paccMOTpeHMsI MPOEKTOB HOPMATHBHO-METOJAMYECKUX JOKYMEHTOB
10 BOIIPOCaM JIEJIONPOU3BOJICTBA U apXMBHOIO JENa, OMUCEW JeNl MOCTOSHHOIO
U J10AroBpeMeHHBIX (cBhilIe 10 JIeT) CpOKOB XpaHEHHs, aKTOB 00 YHHUYTOXCHHHU
JIe] U TOKYMEHTOB, HE UMEIOIIUX HAyYHOU IEHHOCTH U MPAKTUYECKOTO 3HAYEHUS,
NPUKa30M Mpeaceaaresis TEPPUTOPHAIIBHON KOMHUCCHUU CO3JAeTCs SKCIEepTHAas
koMmuccus (nanee — JK).

B ee pyHKuMH BXOIUT pacCMOTPEHHE M COTJIACOBAaHWE HOMEHKIIATYPHI €T
TEPPUTOPUATIBHON KOMHUCCHHU.

B cocra DK MOryr BKIOYATBHCS WIEHBl TEPPUTOPHUAIBHOM KOMUCCHH,
TPaKJAHCKHE CITyXKaIlue anmnapara TEPPUTOPUATIEHOM KOMHUCCHH,
1o corjiacoBaHuio pabotHuku ammapara Cankr-IlerepOyprckoil nzbuparenbHoON
KOMHCCHH.

[Ipu npoBeneHWH BKCHEPTU3bl LEHHOCTH JOKYMEHTOB OCYILIECTBISETCA
0TOOp €)1 MOCTOSIHHOTO U JIOJTOBPEMEHHBIX (cBbllie 10 jeT) cpoKoB XpaHEHMUS,
B TOM YHCJIE MO JUYHOMY COCTaBy, OTOOp JI€] C BpEMEHHBIMHU CPOKAMH XPAaHEHUS,
NOJICKAIINX XPAHEHUIO, BBIACICHUE K YHUUYTOXEHHUIO [€J1, CPOKH XpaHEHHs
KOTOpBIX UCTeKIU. [Ipn 3TOM OJHOBPEMEHHO NPOBEPSIOTCS KAa4E€CTBO M IOJIHOTA
HOMEHKJIATyphl JIeJl, MPaBWIBHOCTh ONPEIEICHUS CPOKOB XpaHEHUs Jell,
JIOKyMEHTOB.

DKcnepTh3a LEHHOCTH JOKYMEHTOB OCYILIECTBISIETCA MYTEM MOJUCTHOTO
npocmotpa nen. He npomyckaercs oTOOp JTOKYMEHTOB JJI  XPAaHEHHS
WIM K YHHUYTOKEHHIO TOJIBKO HA OCHOBAHUM 3ar0JIOBKOB JIEI.

OTOOp  DJMEKTPOHHBIX  JOKYMEHTOB  JJid  NEepeaaud B apXuB
MOJKET OCYIIECTBISATHCS B aBTOMATU3MPOBAaHHOM pEXHMME IMyTeM oTOopa
nokyMeHToB B I1]] mo npusnakam «Haekc aena», « Cpok XpaHEHUSD.

JIOKyMEHTBI, yTpaTUBIIME NPAKTUYECKOE 3HAYEHHE M HE HUMEIOIINe
VCTOPUYECKON WJIM HAYYHOM LEHHOCTH, IO MCTEYEHUH YCTAHOBJICHHBIX CPOKOB

XPaHCHUA MOAJIC)KAT YHUUTOKCHHUIO 110 AKTY.



AKTBI O BBIICJICHUU K YHUYTOXKEHUIO J€1 U JOKYMEHTOB PacCMAaTPUBAIOTCS
Ha 3acenanusx OK OZHOBpPEMEHHO C ONUCAMHM J€J. YHHUUYTOXKEHUE el
U JJOKYMEHTOB JI0 YTBEPKICHUSI aKTOB 3aIpeaeTCs.

[To pesyapTaTamM »SKCHEPTHU3BI IIEHHOCTH JOKYMEHTOB PaOOTHHUKOM
amrapara, OTBETCTBEHHBIM 3@  BEJCHHE  JICJIONPOM3BOJICTBA  E€XKETOJIHO
COCTAaBIISIIOTCS  CBOAHBIE OMUCH JIeI TMOCTOSIHHOTO U JOJITOBPEMEHHBIX
(cBpimie 10 7€T) CPOKOB XpaHEHUS W MO JMYHOMY COCTaBy (IIPHIIOKEHUS
NoNo 13,14,15), a Takke akThl O BBIICJIICHUH K YHHUYTOXEHHUIO JOKYMEHTOB,
HE TOJIeKAINX XpaHeHHIO (mpuitoxkeHue Ne 16).

Onucu 7en MOCTOSIHHOTO M JIOJITOBpeMEeHHBIX (cBbimie 10 JeT) cpokoB
XpaHEHHUs, a TakXKe akTbl O BBIJCICHUA K YHUYTOXKECHHUIO JOKYMEHTOB,
HE MOJUIeKAIINX XPaHEHUI0, paccMaTpuBaroTcs Ha DK.

Onucu n1en, JOKYMEHTOB TIOCTOSIHHOTO CPOKa XpaHEHUSI M aKThl
O BBIJCJICHUM K YHUUYTOXKCHHUIO JOKYMEHTOB, HE TOJICKAIIUX XPaHCHHUIO,
MOJICKAT yTBEPKACHUIO LleHTpallbHOW AKCHEPTHO-MPOBEPOYHON KOMHUCCUU
(manee — IOIIK) ApxuBHoro komurera Cankr-IlerepOypra, a omnucu naen
no JuyHoMy coctaBy — yTBepxkaeHuo DIIMK II'A CII6. Tlocne yTBepxkacHuUs
[IDTIK ApxuBHoro komuteTa Cankt-IleTepOypra onucu Jen 1 akThl O BbIICIICHUN
K YHUUTOXXEHUIO JOKYMEHTOB, HE TMOJJIEXKAIIUX XPAHCHUIO, YTBEPKIAOTCS
npeaceaaTeaeM TEPPUTOPUATIBHON KOMUCCHH.

UepHOBUKM W  PYKONHWCH MOJTOTABIMBAEMBIX JOKYMEHTOB, KOIHUU
WH(QOPMALIMOHHBIX W JAPYTHMX MaTepUalioB, HE MOJJICKAIIUX BKIIOUYCHUIO
B HOMEHKJIATYpy [IeJ], IO MUHOBAaHHHM B HHMX HAJIOOHOCTH MOTYT YHUYTOXATHCS
0e3 cocTaBJICHUS aKTa.

[leperner (moamMBKA) [A€J1 MPOM3BOAUTCA TOJIBKO TIOCJE MPOBEACHUS
AKCIIEPTU3BI LICHHOCTH IOKYMEHTOB.

12.4. Oopmnenue genn.

Jlena, mojuiexxaniue Tmepeaadye Ha XpaHEHHWE B apXWB, JODKHBI OBIThH
0(OpMJIEHBI COOTBETCTBYIOIIUM 00pa3oM.

Odopmiienne [nena BKJIIOYaeT B ce0S MPOBEPKY CHCTEMaTH3alUu



JIOKYMEHTOB BHYTPH JI€J1a, HyMEPALMIO JUCTOB, COCTABJIICHUE BHYTPEHHEN ONUCH
TOKyMeHTOB Jena (mpunoxkenue Ne 17), mucra-3aBeputens jAena (MpUIIOKEHUE
Ne 18), ohopmiierre pekBU3UTOB 00JI0KKH, TIOIITUBKY (TIEpETUIeT) Aena.

B 3aBUCMMOCTH OT CPOKOB XpaHEHUS MPOBOAUTCS MOJHOE WA YaCTHUYHOE
odopmiIeHUE JIC]I.

Jlena mOCTOSIHHOTO M JI0JATOBPEMEHHBIX (cBhIlIe 10 J€T) CPOKOB XpaHEHHUS
nojJiexaT nosHoMy odopmiieHuto. [lomHoe odopmiieHue nena mpeaycMaTpuBaeT
IPOBEPKY  CHCTEMATH3aluMyd  JOKYMEHTOB BHYTPU  J€da, IPaBHIBHOCTH
ux oopmiieHus (HaIM4Yre HEOOXOAUMBIX MOAMKUCEH, BU3, OTMETOK O PErUCTpaIiH
U HCIIOJIHEHUH, MPWIOKEHUMN), HyMEpalUio JIMCTOB, COCTaBJICHHE BHYTpPEHHEH
OMKMCH JOKYMEHTOB Jenia (Uisi 0co00 LEHHBIX JIeJl, JUYHBIX JAeN, a Takxke Jel,
C()OPMUPOBAHHBIX IO PA3HOBUIHOCTSAM JOKYMEHTOB, 3arojJOBKM KOTOPBIX
HE PACKpPBIBAIOT KOHKPETHOE COJEpXKaHUE JOKyMEHTa), COCTABJICHUE JIUCTa-
3aBepuTes Jiena, oQOopMIIEHUE PEKBU3UTOB OOJIOKKH, MOMAIIUBKY (MEpervieT)
nena.

Hena BpemeHHBIX (10 10 JIeT BKIIOYMTEIBHO) CPOKOB XpPAaHEHUS MOJJIEKAT
YaCTUYHOMY O(QOPMIICHUIO: JOIMYCKAEeTCsl HE MPOBOJUTH CHUCTEMATHU3ALUIO
JOKYMEHTOB B J€J€, JIUCTBl JIeJla HE HYyMEPOBaTh, 3aBEPUTENIBHBIE HAINCU
HE COCTABJISATD.

O6noxKa nena odopmsieTcs o YCTaHOBJICHHOM dbopme
(mpwinoxenue Ne 19). Ilpu stom o0003HaYeHUE apXWMBHOrO MM(pa, HAHOCUMOE
B IIPaBOM BEpPXHEM YINy, nepeBopaunBaercs Ha 180 rpagycoB MO OTHOLIEHHIO
K OOO3HAaUeHHMIO B JIEBOM HWXXHEM YTy eAWHULBI XpaHeHud. CBeneHUs
Ha O0JIOKKY MEPEHOCATCS U3 HOMEHKIJIATYPBI JI€71 ¢ YTOUYHEHUSIMU, OTPAKAIOIIUMHU
(dakTHYeCKuil COCTaB IOMELIEHHBIX B JIEJ0 JOKYMEHTOB.

O6noxka nena odOpMIISETCS YEPHBIMH CBETOCTOMKUMHU YEPHHIIAMU,
pa3bopuuBO, O€3 COKpAIICHUI.

Ha o6noxke nena yka3bIBalOTCS CIEAYIOLIME PEKBU3UTHI: HAUMEHOBAHUE

TEPPUTOPUAIIBHOM KOMHUCCHUH, JIE€JONPOU3BOJCTBEHHbI HOMEp (HMHIEKC) Jena,



3arojIOBOK Jefa, jJara Jena (Toma, 4acTH), KOJUYECTBO JHCTOB B JI€NE, CPOK
XpaHeHUs Jieia, apXUBHBIN mudp nena.

PekBu3uTHI, MpoCTaBisgieMble Ha 00J0XKKE /1eNa, 0GOPMIISIOTCS CIEAYIOIUM
oOpazom:

HaNMEHOBAaHUE TEPPUTOPHUATHLHOW KOMHCCHH YKa3bIBAaCTCSI B COOTBETCTBUU
C PErJIaMEeHTOM TEPPUTOPHAIBbHON KomHuccuH. [IpM M3MEHEHWH HaWMEHOBAHUS
TEPPUTOPUATBHON KOMHCCHUU B TEUEHHUE TMEPHOA, OXBATHIBAEMOTO TOKYMEHTaMHU
7iena, Ha 00JI0KKE K CTapoOMy HAaMMEHOBAHUIO MTPHUITHCHIBAETCS] HOBOE;

JIeJIONPON3BOACTBEHHBIN HOMEp (MHIEKC) Jieda — mpocTaBisieTcs nuudposoe
o0o3HaueHUEe (MHIEKC) Jieja M0 HOMEHKJIAType el M yKa3blBaeTcs HOMEp Toma
(qactn);

3arojIoBOK (HaMMEHOBaHME) Jejla TEPEHOCUTCS W3 HOMEHKIATYpPbl el
(B HEOOXOIMMBIX CIy4asiX B 3ar0JIOBOK BHOCATCSA YTOYHEHHUS);

JaTa Jena—Ha OOJOKKE JieJa YKa3bIBaIOTCS JIB€ JaThl, KOTOpPHIE
HA3bIBAIOTCS KPAaHUMU J1JaTaMU U COOTBETCTBYIOT TOJy 3aBEACHUS M OKOHYAHUS
nena. HaganmpHas ngata—3To JgaTa camMoro paHHEro, a KOHEYHas JaTa — jJara
camMoro MO3JHET0 JOKyMeHTa B jaene. [Ipu 3TOM y4HMTHIBAIOTCS AAThl BXOMSIINX
U HCXOIALIMX JOKYMEHTOB (B cllydae HMX OTCYTCTBHS — JAAaThl PETUCTpaLUu
JOKYMEHTOB) M HE YYUTBIBAIOTCS JAThl CIIMCAHUs JTOKYMEHTOB B JIEJ0, YKa3aHUH
[0 WCIIOJIHEHUIO JOKYMEHTOB, OTMETOK HCIIOJIHUTENS (32 MCKIIOYEHUEM CITy4aes,
KOTJla Ha JOKyMEHTaX He MMEETCs IPYTUX JaT, KpoMe MepedyrciieHHbIx). JaTtamu
JIeIT, COAepKAIIUX MPOTOKOIIBI 3aCEaHHM, SIBISIFOTCS JAThl TIEPBOTO U TMOCIETHEr0
IPOTOKOJIOB, BOLIEIINX B AEJIO.

[Ipn HamwcaHuu KpalHWUX AAaT HA OOJIOKKAX JAEN MOCTOSHHOTO XpaHCHHS
YHCIIO U TOJl IPOCTABIISAIOTCS apaOCKUMU IU(ppaMu, a Ha3BaHHWE Mecsla MUILETCs
nponuceio 6e3 cokpamieHus. Ha o06nokkax Aenm BPEeMEHHBIX CPOKOB XpaHEHHs
YKa3bIBAETCS TOJIBKO TO/I.

Ha oOnoxkax gen, coOCTOAIMMX W3 HECKOJBKUX TOMOB (4acTeil),

MPOCTABIIAIOTCS KpallHUE AaThl KAXKJIOTO TOMa (YacTH).



KonnuectBO  MpoOHYMEpOBaHHBIX B  JeJl€  JUCTOB  IMPOCTaBISETCS
C JIUCTa-3aBEPUTENIA Jea.

Cpok XxpaHEeHHs TEPEHOCUTCS Ha OOJOXKKY Jella U3 HOMEHKJIATYyphl Jedl.
Ha nenax mocrosiuHOTO Xpanenus numercs: «IlocTostHHOY.

ApxuBHBIN mUdp Aena cCOCTOUT U3 HoMepa (oHIa, HOMEepa OINKCH, HOMepa
JieNa Mo OIKCH U TIPOCTABIISIETCS MOCIE YTBEPKICHHUS M COTJIACOBAHUS OMUCEH el
MOCTOSIHHOTO U JIOJITOBPEMEHHBIX (CBbIIIE 10 JeT) CPOKOB XpaHEHUSI.

Ha xopemke gena yka3bIBalOTCS 3arojIOBOK Jiela, HWHICGKC Jena
110 HOMEHKJIAType, AaTa Jejia U CPOK XPaHCHHS.

B pmemax obOecrneueHuss COXPaHHOCTM U 3aKpEIUIGHUA  TOpsAAKa
pacmoIoXKeHUs] JOKYMEHTOB, BKIIFOUEHHBIX B JIENIO, BCE JIMCTHI, KPOME YHCTHIX,
JUCTa-3aBepUTENsl  Jejla M JIMCTOB  BHYTPEHHEM  ONUCH, HyMEpYyHTCs
B Pa3BEPHYTOM BHJE apaOCKUMU IU(ppaMu BajIoBOM HyMepauuen. YucTbie TUCTHI
U3 jena u3bIMaroTcs (0e3 MOBPEXKACHHUS IEIOCTHOCTH JeNia) U YHUUYTOMKAIOTCS.
JIMCTBI HYMEpYIOTCSl MPOCTBIM KapaHJAIIOM CBEpPXy BHHU3 B BO3pacTarolIeM
MOpsKEe HOMEPOB HaunHasi ¢ epBoro. LIudpsl mpocTaBisioTCs B MPaBOM BEPXHEM
yray nucta. Hymepanusi IBETHBIMU KapaHAallaMH, YepHIIIaMUA U HyMepaTopaMu
HE JIOIyCKaeTcs.

JIOKyMeHTBI ¢ COOCTBEHHOM HyMepaluei JIMCTOB, B TOM YHCIIE NEYaTHbIE
U3JIaHUS, HYMEPYIOTCS B OOIIEM TOPSAKE WM COXPAHSIOT COOCTBEHHYIO
HyMEpaiuio, ecid OHa COOTBETCTBYET MOPSAKOBOMY pAaCIOJIOKEHHUIO JIMCTOB
B JIeJI€.

Cnoxennpli nucT Oonbimoro ¢opmara (A2, A3) pasBopauuBaercs
U HyMepyeTcs B MpaBOW YacTH BEpxXHEro mods jucrta. [lpu sTomM muct moboro
dopmarta, MOAIIMTHIA 3a OAMH Kpail, HymepyeTrcs KakK OJWH JIUCT, a JIUCT,
CIIO)KCHHBIN M MOJIINTHIMN 3a CepeuHy, MOJJIEKUT MEPEIIMBKE U HyMepyeTcs
KaK OJ[FH JIUCT.

Ecnu B nene ecTh KOHBEPT C BIOXKEHUSIMH, TO CHadajlla HyMEpyeTcs

KOHBCPT, a 3aTEM OUYCPCIHBIM HOMEPOM KaKA0€C BIIOKCHHUC.



dortorpapun W Ipyrue WUIIOCTPATHBHBIE MaTepHalbl HYMEPYIOTCS
Ha 0OOOpPOTHOI CTOPOHE B JIEBOM BEPXHEM YTIIy.

JIuct ¢ Harmyxo HaKJIEEHHBIMH JOKYMEHTaMu (BbIpe3kamu, ¢poTorpadusiMn)
HyMEpyeTcsl KaKk OJIMH JIUCT. Eciiu K TOKyMEHTY NOJKJIEEHbl OJHUM KpaeM Apyrue
JOKYMEHTHI (BCTaBKM TEKCTa, IEPEBObI), TO KAXK/IbIM JTUCT HyMEPYETCS OTAEIBHO.

[Ipunoxenue K Jelly, COCTaBISIIOUIEE OTIAEIbHBI TOM, HyMEpYyeTcs
OTJIEJBHO.

[Ipy HamMYuM OTAENBHBIX OWMOOK B HyMEpaluu JIMCTOB B Jienax
Opyd TNOATOTOBKE HUX K CJade B apXHUB JOIYCKAETCI MO COIIACOBAHUIO
C HHMM YIOTpeOJIeHuEe JUTEpPHbIX (C OYKBEHHBIMU JOIOJHEHUSMU) HOMEPOB
JIUCTOB.

B nenax MOCTOSIHHOIO CpOKa XpaHEHUS M OTHEIbHBIX KATETOpHsIX el
[0 JINYHOMY COCTaBy (JIMYHBIX JellaX, a TaKXkKe JejaX, BKIIYaIUX B ce0s
TPYJIOBbIE JTOTOBOPBI, JIOTOBOPBI T'PAKJAHCKO-IIPABOBOTO XapakTepa M aKThl
BBIMIOJIHEHHBIX pa0OT K HUM) JUJIs yyeTa U IMOMCKa JOKYMEHTOB B Haudaje jela
MO>KET MOMELIAThCS BHYTPEHHS onUCh (mpuiioxkenue Ne 17).

JIucThl BHYTpEHHEN ONTMCH HYMEPYIOTCS OTIEIBHO.

Kaxnoe neno 3akaHuMBaeTCs JMCTOM-3aBEPUTENIEM yCTaHOBIEHHOW (OpPMBI
(mpunoxxenue Ne 18).

B nucte-3aBepurene nena urdpamu 1 Nponuchio yka3plBaeTcs (pakTHueckoe
KOJIMYECTBO JINCTOB B JAHHOM JIEJI€, @ TAK)KE HAIUYUE JIUTEPHBIX U MPOIYIIEHHBIX
HOMEPOB JIMCTOB, KOJMYECTBO JIMCTOB BHYTPEHHEH ONHCH M HAJIM4YUE CpEeAu
JOKYMEHTOB Ta3eT, KHHUT, OpOIIop, depTexen, gororpaduii, puCyHKOB U T.I.,
CTaBATCA JaTa U MOANHCH PabOTHHKA, C(POPMUPOBABIIETO JIE€J0, U YKA3bIBAIOTCA
€ro JOJDKHOCTb, MHHMIMANBl W ¢amuwiud. Ecim KOJIWYecTBO JHMCTOB B JiEJe
U3MEHSETCS, 3aBEpUTEIbHAS HAAIUCh COCTABIIIETCS] BHOBB.

[Ipu nmoaroToBke /el K MOJIIMBKE (MEPEIIeTy) NpOoBEPsETCs NPABUIbHOCTD
ux (popmupoBanus, opopmiaeHus. MeTasinyeckue U IMIACTUKOBBIE CKPEIUICHHUS,

a TaK)XKC TCPMOIICPCIICTBI U3 TOKYMCHTOB YJAJIAIOTCA.



JIOKYMEHTBI TOJIIMBAIOTCS TaKUM 00pa3oM, YTOOBI MOXKHO OBLIO CBOOOIHO
IIPOYUTATh TEKCT KaXIOro JOKYMEHTa, BHU3bl M YKa3aHUS II0 HCIOJIHEHHIO
JIOKYMEHTA.

12.5. Ilepenayva nen B apXus.

[lepenaua gen noctossHHOro cpoka xpaHeHust B LII'A CII6 ocymiecTBisercs
noeMHUYHO 1o yTBepkaeHHbIM L[DITK ApxuBHoro komutera Cankt-IlerepOypra
OIIMCSIM JI€JI HOCTOSIHHOT'O XPAHEHHS.

[IpueMm JOKYMEHTOB Ha TIOCTOSSHHOE XpaHEHHE OQpOpMISIETCS aKTOM
npuema-nepesayn J0KyMeHToB (npuitoxxenue Ne 20).

IIpn mepenave Aesn Ha BCEX JK3EMIULIPAX ONMCH JI€] IMPOTHB Ka)JI0ro
BKJIFOYEHHOTO B Hee Jena B rpade «IIlpuMeuanue» cTaBUTCA OTMETKA O HATMYUHU
nena. B KOHIE KaxJ0ro HK3eMIUIsipa ONUCH JIeJ YKa3blBaloTCs IU(ppaMu
U TIPONHUCHI0 KOJIMYECTBO (PAKTHUUECKH MPHUHATHIX (II€PEIaHHBIX) B apXuB Jell,
WHULMANBl U (aMUIMU JIUL, OCYIIECTBISIOMINX IMpUEM-TIepeaady 1€, CTaBATCA
UX MOJIUCH U J1aTa.

[Ipun nmpueme nen B apXWBE MPOBEPAETCS MPABWIBHOCTh MX O(OPMIICHHS.
Hena, odopmileHHbIE C HapyLIEHUWEM IMpaBUJl, YCTaHOBIEHHBIX WHCTpyKUUeEH,
BO3BPAIAIOTCSI B TEPPUTOPUAIBHYI0 KOMHCCHIO C YKa3aHUEM HEIOCTaTKOB
JUTSL UX YCTPAHEHHS.

TepputopransHas KOMHCCHS uMeeT IPUOPUTETHOE paBo
Ha MCIOJIb30BaHUE TOKYMEHTOB, MEPEJAHHBIX €10 Ha TOCYIapCTBEHHOE XpaHEHHUE,
B TOM YHCJIE€ HA UX MEPBYIO MyOJIMKAIHIO.

12.6. VcrioHEHHBIE AJIEKTPOHHBIE JOKYMEHTHI CUCTEMATU3UPYIOTCS B J€ja
B COOTBETCTBMM C HOMEHKIATypOH i€l TEPPUTOPUAIBHOW KOMHUCCHUHU.
[Ipn cocraBiieHNH HOMEHKJIATYPHI €]l B 3aroJIOBOK Jieja BKIIFOUAETCS yKa3aHHUE
«ONEKTPOHHBIE TOKYMEHTBD.

Cpoku XpaHEHMsS] DJIEKTPOHHBIX JOKYMEHTOB COOTBETCTBYIOT CpOKaM
XpaHEHUs aHAJIOTUYHBIX IOKYMEHTOB Ha OyMa)>kHOM HOCHUTEIIE.

OKcnepTh3a LEHHOCTHM  JJEKTPOHHBIX  JOKYMEHTOB  OCYILECTBISETCS

B O6H_ICM nopsAAKE, YCTAaHOBJICHHOM JJIA AJOKYMCHTOB Ha 6YMa)KHOM HOCHTCIIC.



[locie wucTeyeHus CpoKa, YCTAHOBJIEHHOIO IS XPAHEHUs SJICKTPOHHBIX eI
(PNMEeKTPOHHBIX  JOKYMEHTOB), = HAa  OCHOBAHMM  aKTa O  BbIJCJICHHUH
MX K YHUYTOXEHHUIO, YTBEPXKICHHOIO MPEACEAATENIEM TEPPUTOPUATBHOU
KOMMCCHUH, YKa3aHHbIC JJICKTPOHHBIC Jeia (JEKTPOHHBIE JTOKYMEHTBI) MOJJIEHKAT
YHUUTOKECHUIO.

DJIEKTPOHHBIE JOKYMEHTBl TOCTOSTHHOTO CpOKa XpaHEHUs MepefaroTcs
Ha apXWBHOE XpaHEHUE MO OMUCAM C O(OpMIICHHEM aKTa MpueMa-lepeaadu

SJICKTPOHHBIX JOKYMCHTOB.

13. OTBEeTCTBEHHOCTH

13.1. YUneHpl TEpPUTOPHAIBHOM KOMHCCUM H TPAXKIAHCKUE CITyXKallue
anmapara TEpPPUTOPUATIBHOM KOMHUCCUM, TPaXKJaHE, 3aMEINAIOIINE JIOJKHOCTH,
HE SBJIAIOIINECS TOJDKHOCTSAMHU TOCYJapCTBEHHOMN Ipa)KAaHCKOW CITy»KOBbI, a TakKe
rpakIaHe, IPUBIIEKAEMbIE IO TPAXKIAHCKO-NIPABOBBIM  JIOTOBOPAM, HECYT
NEPCOHAIBHYIO OTBETCTBEHHOCTh 3a coOdtoAeHue TpeboBanuit WHcTpykuuy,
COXPaHHOCTb HAXOMSIINUXCSA Y HUX JOKYMEHTOB.

13.2. OTBETCTBEHHOCTH 3a OpTraHU3aLUIo0 JEJIONPOU3BOCTBA
B TEPPUTOPUAIBHON KOMHUCCHH, BHEJPEHUE aBTOMATU3UPOBAHHBIX
(KOMITBIOTEPHBIX)  TEXHOJIOTUM  TMOJATOTOBKM U  OOpabOTKHM  JTIOKYMEHTOB,
o0ecrieueHrne COXPaHHOCTH JOKYMEHTOB M Tiepefadyy UX B apXuB, KOHTPOJb
3a  coOmroneHueMm  TpeOoBanmii  MHCTpykuum — HeceT — mpejiceaarelib

TEPPUTOPUATIBHON KOMUCCHH.



IIpunoxenue Ne 1

K TunoBou HHCTPYKINH
10 JIEJIONPOU3BOJCTBY B TEPPUTOPHATIBHON
n3oupatenpHOi komuccun B CankT-IleTepOypre

(I)opMa PErUCTPANMOHHOIO KYPHAJAa BXOAAINUX JOKYMECHTOB

OtMmeTKa 00
HUCIIOJIHEHUN
. | Kpatkoe
Perucrpamu Hcxonsammin (mara
o coaepxa- IImanoBas
Hata OHHBIN Koppec- HOMED Crnoco6 WCTIOTHEHUS
HHE Pe3omronna | McnoaHurensb narta
MOJTyYEHUs HOMEp MMOHJIEHT U JaTa MOJyYEHUs U /unm
(xos-BO HCIIOJTHEHUS
JIOKYMEHTA JIOKyMEHTa PEKBU3UTHI
JICTOB)
HUCXOJISIIETO
JIOKYMEHTA)
®DopMa PerucTPaAlMOHHOI0 )KYPHAJIA UCXOAALIUX JOKYMEHTOB
Kpatkoe conepxanue
aTa PerucrpanuoHHbIi OKyMEHTa ®HUO noxnucadTa
A panl Anpecat JOKY a1 Ucnomaurens Bun otnpaBku
perucTpanuu | HoMep JOKYMEHTa (PEKBU3HUTHI BXOJISIIIETO JIOKyMEHTa

,I[OI(YMeHTa) , KOJI-BO JIUCTOB




[Tpunoxxenue Ne 2
K TUnoBoi MHCTPYKLINH
0 JI€JIONPOU3BOJICTBY B TEPPUTOPHATBHOM
n3bupatenpHOi kKomuccun B CankT-IleTepOypre

HEPEYEHDb
JOKYMEHTOB, He MOJJIeKAIMX PerucTpaluu

1. Coob1ienus o 3ace/laHusIX, COBEIIAHUIX U MTOBECTKAX JHSI.

2. Y4eOHble MPOTrpaMMBbl, IJIAHBI.

3. PeknamHbIe U3BEIICHMUS, IaKaThI.

4. ITo3apaBUTENbHBIC TUCHMA U TEIETPAMMBI.

5. [lpurnacurenbHble OWIETHI, MPUTJIALICHUS HA Pa3IUYHbIE MEPOIPUSATHS,
HE CoJIep Kalllfe HAUJIeKAINX PEKBU3UTOB ITHChMA.

6. Byxrantepckrue TOKyMEHTBI.

7. IleuyaTHBIC N30aHUA.

8. OneparuBHass uHMOpMaIMs, TOCTyHaromas [0 KaHajaM CBS3U
['ocynapcTtBeHHOM aBTOMaTH3WpoOBaHHOW cuctembl Poccuiickonn ®denepanuu
«BBIOOpEI».

9. O0Gparenus rpaxkaaH, MOCTYNUBIINE HA aIPeC dJIECKTPOHHON MOYTHI.



[Tpunoxenue Ne 3
K TunoBou HHCTPYKIHUH
0 JICJIONPOU3BOJICTBY B TEPPUTOPUATHHON
n3bupatenpHOi kKomuccuu B CankT-IleTepOypre

AKT

MBI, HUKEO AU CABIIINECS

COCTAaBUJIM aKT O TOM, 4YTO « » 20 r. Ipu
BCKPBITUM I1AKETa
OOHapy KeHbI CIEAYIOINE HEAOCTATKU:

HaCTOHHII/Iﬁ dKT COCTABJICH B IBYX JK3CMILIISIpaAx.

[Toanuce, pacmmppoBKa MOANHUCH:




[Tpunoxenue Ne 4
K TUnoBoi MHCTPYKLINH
0 JI€JIONPOU3BOJICTBY B TEPPUTOPHATBHOM
n3bupatenpHOi kKomuccun B CankT-IleTepOypre

(I)Oprl 6JIaHKOB, HCIIOJIB3YEMBIX B TeppHTOpHaﬂbHOﬁ KOMHCCHH



«

»

TEPPUTOPUAJIBHASA U3BUPATEJIBHAA KOMUCCHUA Ne

IIPOTOKOJ 3ACEAAHUNUA

20  ron No

Cankr-IletepOypr



«

TEPPUTOPUAJIBHASA U3BUPATEJIBHAA KOMUCCHUA Ne

PEINIEHHUE

» 20 ron No

Cankr-IletepOypr



«

TEPPUTOPUAJILHASI U3BUPATEJIBHASI KOMUCCHS No
NPEJCEJAATEJD

INPUKA3

» 20  ron No

Cankr-IletepOypr



TEPPUTOPUAJIBHAS
N3BUPATEJIBHAA KOMUCCUS Ne
CAHKT-IIETEPBYPI'
ya. [laptuzana I'epmana, 1. 3,
Cankr-IlerepOypr, 198329
Ten. (812) 241-43-55, ®akc (812) 241-43-55
tik6.spbik.spb.ru
OKIIO 15172623; OT'PH 1037819015960;
WHH/KIIIT 7807053839/780701001

Ne

Ha Ne oT




ITpunoxxenue Ne 5
K TunoBou HHCTPYKIHUH
10 JIEJIONPOU3BOJCTBY B TEPPUTOPHATIBHON
n3bupatenpHOi kKomuccuu B CankT-IleTepOypre

TpebGoBaHuA K JOKYMEHTaM, H3rOTOBJIIEMbIM C IOMOIIb IO
Nne4YaTalux yYCTPOICTB, U K (pailjiaM TEKCTOBBIX JOKYMEHTOB

1. TekcTbl JOKYMEHTOB Ha OnaHkax ¢opmara A4 medaraloTcs uepes
1,5 MEeXKCTpOYHBIX HMHTEpBaJia, JOMyCKaeTCAd IedaTh MTOKYMEHTOB Ha OJaHKax
dbopmara A4 yepe3 1 MeKCTpOUHBIM MHTEpBaJ, Ha OiaHkax ¢opmara A5 — yepes
1 MEXCTPOUYHBIN UHTEPBAIL.

TekcThl JTOKYMEHTOB, MOATOTaBIMBAEMBIX K TUNOrpad)CKOMYy H3/IaHUIO,
MEYaTAIOTCS YEPE3 2 MEKCTPOUHBIX UHTEPBAJIA.

2. HauMmeHoBaHue BHUIa IOKYMEHTA NI€YaTAETCS MPOMUCHBIMU OYKBAMH.

3. Ecnu 3arosioBok K TeKCTy npeBbimmaeT 150 3HakoB (5 CTPOK), TOITycKaeTcs
MpoaJieBaTh €ro 10 TpaHUlbl MpaBoro mnoys. Touka B KOHIE 3arojioBKa
HE CTaBUTCH.

4. PacuiudpoBka moanucu B pekBusure «llommuce» — medaraercs
Ha YpOBHE IMOCIEAHEH CTPOKM HAMMEHOBAHUS JOJDKHOCTH C HCIOJIb30BaHUEM
koMmOuHaruu kiasum Shift — Ctrl — [IpobGen Mexy nHunraniamu u haMuinei.

5. Co3nanue, QopMaTUpOBaHWE W BBIBOJ, Ha T[e€YaTh JIOKYMEHTOB
MPOU3BOJIUTCSI HAa KOMIIBIOTEpAX C UCIOJIb30BaHUEM TEKCTOBOTO peIaKTopa,
noaaepkuBatomiero gopmar docx. BHenpeHne 3JIeKTpOHHBIX TAOJHII, CO3TaHHBIX
B TaOJIMYHBIX pENaKkTopax, B JOKyMeHTbl (¢opmara docx He TOIMyCKaeTcs.
Jonyckaetcsi, nmpu HEOOXOJIMMOCTH, CO3/1aHHe, (popMaTHUpOBaHUE M BBHIBOJ HAa
nevyaTh TabJIUIl TOCPEICTBOM PEIaKTOPa AIEKTPOHHBIX TAOJIHII, MOACPKUBAIOIINX
dbopmar xlsx.

6.[lpu  dopmaTupoBaHHM  JOKYMEHTOB  PEKOMEHIyeTcsl  paboTraTh
C BKJIFOUEHHOM KHOMKOH 9, 4TOOBI BUJIETh HA DKpPaHE BCE CITY>KEOHBIE CUMBOJIBI.

7.1lpu dopmMaTUpPOBAaHUU TEKCTOB JIOKYMEHTOB HCIIOJB3YETCS CTUJIb,
KOTOPBIN UMEET CIEAYIONIUE TapaMETPhI:

o mpudT PT Astra Serif



o pasmep 14 myHKTOB

o OTCTYII cieBa
crpasa

o MHTEpBa nepen
ocCJIe

o MEKCTPOYHBIN UHTEPBA

o nepBasi CTpoka

o BBIPABHUBAHUE

0cm
0cm
0 myHKTOB

0 myHKTOB

IOy TOPHBIN

oTcTyn Ha 1,25 cMm

110 NIUPHUHC.

8. IIpu ¢opmaTupoBaHuu TaOIUL HEOOXOIUMO COOIIOAATH CIEAyIOIINe

TpeOOBaHMUS:

Ta6J'II/II_Ia BCCrAa AOOJDKHA HMCTb HA3BAHUC,

0 LIEHTPY I0KYMEHTA;

Ta6JII/I]_Ia BBIPABHHUBACTCA 110 HCHTPY JIMCTA,

KOTOpOE€ BBIPABHUBAETCA

3aroJIOBKM CTOJIOIIOB M CTPOK BBIPABHUBAIOTCS 10 LICHTPY SYEUKHU;

JaHHBIC B sTYerKax Ta6J'II/IHI>I BBIPABHHUBAIOTCA CBCPXY II0 JICBOMY KpPAlO,

IMPOJOJIDKCHHUC Ta6J'H/II_IBI Ha HOBOM JIMCTC MOZKCT HAYMHATHCA C 3arOJIOBKOB

ee rpad (umu HOMEpoB rpad B ciydae, eciu rpadbl TaOIUIBI HA TIEPBOM JIHCTE

MIPOHYMEPOBaHbI);

CTPOKH Ta6J'H/II_[BI IEPCHOCATCA Ha HOBBIN JIMCT JAOKYMCHTA HMCKIIIOUUTCIBHO

LIEITUKOM;

IIUprHa MW BbLICOTA T8,6J'II/II_U::I HC JOJDKHBI IIPCBBIIIATL Pa3MCPhI oy

JIOKyMEHTA.

9. Pazmepsl noneil JOKyMEHTa JOJKHBI UMETh CIIEAYIOIINE MapaMeTpPhbl:

o BEpXHEE 2,0 cm
° HUKHEE 2,0cm
° JIEBOE 3,0cm
o IpaBoe 1,5 cm.

Ot kpas A0 KOJOHTHUTYJIA:

o BEPXHETO 1,25 cm

° HWKHETO 1,25 cm.



10. ITpu moAroTOBKE TOKYMEHTOB UCIOJIb3YIOT CJIEYIOUIUE PEKBUZHUTHI:
® HaWMEHOBAHUE OPTaHU3ALINY;

e HaWMEHOBAHHUE BHUJA JOKYMEHTA;
® CChUIKA HAa UCXOMSIINN PETUCTPALIMOHHBIN HOMEP U JaTy JOKYMEHTa;

® MECTO COCTaBJIECHMS (M3aHUs) TOKYMEHTA;

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

e rpud yTBEpKICHUS TOKYMEHTA,

® 3aroJIOBOK K TEKCTY JOKYMEHTA;

® TEKCT JOKYMEHTA;

® OTMETKA O HAJUYHMH MPUIIOKEHUS;

® [OJIIUCH;

® OTMETKa 00 3JIEKTPOHHOM MOANNCH;

e rpud coriacoBaHus JOKYMEHTA;

e OTMETKa 00 UCIOJIHUTEIIE;

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

11. PexkBu3utsl (KpoMe€ TEKCTa JIOKYMEHTa U ajpecaTra), COCTOSIINE

N3 HCCKOJIbBKUX CTPOK, I€YaTar0T CO CIACAYIOINMU ITapaMCTpaMu:

o mpudT PT Astra Serif

o pasmep 14 myHkTOB

o OTCTYII cieBa 0cm
cripaBa 0cMm

o WHTEPBAJI nepen 0 myHKTOB
rnocsue 0 myHKTOB

. MEKCTPOUYHBIN UHTEPBAI OJMHAPHBIN

° OTCTYII IIEPBOU CTPOKH HET



o BBIPABHUBAHUE 10 LIEHTPY.

12. PekBu3uT «Aqpecar» MevararoT co CIASAYIOMUMU TapaMeTpamMu:

o mpudT PT Astra Serif

o pa3Mep 14 myHkTOB

o OTCTyIl cieBa 7 cM
cripaBa 0cMm

o UHTEpBa nepen 0 myHKTOB
1ocie 0 myHKTOB

o MEKCTPOYHBIN HHTEPBAJ OJIMHAPHBIN

o OTCTYII IIEPBOU CTPOKH HET

o BBIPABHUBAHNE 10 LIEHTPY.

Ecnm cocraBHble 4acTHM pPEKBU3UTOB «Anpecat», «I'pud yTBepKaeHUs
nokyMmeHTa», «I'pud cormacoBaHust JOKyMeHTa», «OTMeTKa O HaJU4uu
IPWIOKEHU» HE YMEIIAIOTCS HAa OJHOW CTPOKE, TO Pa3pblB CTPOKU B HYKHOM
MECT€ MPOU3BOJUTCA C MOMOIIBIO cHMBOJa «Pa3pblB CTpOKM» (KOMOMHAIMSA

kiaBui Shift — Enter), nanmpumep:

COI'JTACOBAHO

PykoBonurens PenepanibHOTO
ApXUBHOT'O areHTCTBA

A.H. AptuzoB

[Ipu wucmonb30BaHUM B TEPPUTOPHAIBHON KOMHUCCHUU HACHTH(PUKATOPA
DJIEKTPOHHON KOMWU JOKyMeHTa (KOJOHTHUTYJA) OH IIeYaTaeTCs B JIEBOM YIIIy
HUKHETO TTOJISI KQKIOH CTPAaHMIIB JOKYMEHTA MIPUGTOM 8 TyHKTOB.

13. Ilpu odopmieHNM HTOKYMEHTOB Ha JBYX M 0oJjiee CTpaHUIaX BTOpas
U TIOCIICTYIONIME CTPAaHUIIBI JO/DKHBI OBITh MPOHYMepoBaHbl. Homepa cTpanwml
MIPOCTABJIAIOT MTOCEPEIMHE BEPXHETO TOJIS TUCTa apaOCKuMu IudpamMu 0e3 3HaKOB
npenuHaHUs.

Ecmu JAOKYMCHT UMCCT IMPUJIOKCHUC, TO OHO II€YATACTCA C HOBOM CTpaHHIIbIL.



14. Jlnia BBISIBJICHUS U KCIPABIEHUS BO3MOXKHBIX OLIMOOK B MPABOINMCAHUU
B cPOpMHUpPOBaHHBIX (paillax PEKOMEHIYEeTCS  OCYIIECTBISATH  MPOBEPKY
JTIOKYMEHTOB, HCIIOJIb3YsI CUCTEMBI ITPOBEPKHU MPABOIIHCAHUSI.

15. Kaxaplif TOKYMEHT CO BCEMH MNPUIOKEHUSIMH K HEMYy I[OMEIIAIOT
B OTJENbHBIN (haii (ecnu MpUIOKEHUS CO3[aHbl OJHUM IpolieccopoM). BuyTpu
daitna caMm JOKyMEHT U KaXKJ0€ MPHUIIOKEHNE TOMEIIAIOT B OTJENIbHBIC pa3/Iebl.

16. Bce pexkBU3UTHI JIOKYMEHTa OTHESIOT JAPYr OT Apyra OAHOW ITyCTOM
CTpOKOH, oOpa3yemoil cumBoioMm abO3auna (Y — xnaBuma Enter). B Tekcre
HE J0JHKHO BCTpeyaThesi OoJiee ABYX CUMBOJIOB a03aria moapsij.

17. He nomyckaeTcsi mucaTh CJIOBa C pa3psAKOM, BCTABIAS MPOOEIbl MEXKITY
OykBaMu B ciioBax. He gomyckaercst HCHOIb30BaHKE MPOOENoB [yl 00pa30BaHUs
a03alHOro OTCTyMNa (KpacHOM CTPOKH) WJIM MYCTHIX CTPOK. B Tekcre HE MOIKHO
BCTpeYaThCsl Moapsia Oojee ogHOro cuMBoja npoOena. PazneneHue MHUIMANIOB
U Qamunnu, cuMBoia Ne u ymcna, MOPSAIKOBOTO HOMEpA CTaThH, YacTH, IMyHKTa
WM TIOJMYHKTA MPaBOBOTO aKTa, YMCiIa MeCslla U Ha3BaHUsS MecAlla, Yuciia roja
U CJOBa «TrOJ», JIIOOBIX YHUCIOBBIX 3HAUEHWH W €IUHUI] U3MEPEHHs eNaeTcs
C HCIOJBb30BaHUEM Hepa3pbIBHOrO mpobena (coueranue kiaBui Shift — Ctrl —
[TpoGen).

18. He nomyckaercs BKIHOYATh B TEKCT TOKYMEHTA Pa3ACIUTENbHBIE TUHUU,
COCTaBJICHHBIC U3 IIETIOYEK CUMBOJIOB (*, =, -, — 1 apyrue).

19. He pomyckaeTcs HCHOJNB30BAaHHE B PYCCKHX CIIOBaX CXOJHBIX
10 HaYepTaHMIO JJATHHCKUX OYKB (A, a, B, C, ¢, E, e, H, K, M, O, o, P, p, 1, X, X,
y)-

20. He pnomyckaeTcsi UCHOJB30BaHUE CUMBOJa TaOynsauuu (—) s
oOpa3zoBaHusi ab3arHOro oTcTyna (KpacHOM CTPOKH) WM IYCTBIX CTPOK.
AO3alHBIA OTCTYN yCTaHaBIMBAIOT B MeHIO Popmar/Ad3anl wiM ¢ MOMOUIBIO
BEPXHETO JIBMKKA Ha TOPU30HTAILHOM JIMHEHNKE.

21.He pnomyckaercs HCHOJBb30BaHUE CHUMBOJIA «-» JUIsl 0OO3HAYCHHS
nepeHoca. BmecTto Hero cieayer HCHONb30BaTh CHMBOJI MSTKOTO TIE€peHoca

(xomOuHamms kinapui Ctrl — «-»).



22. JInsg HanvcaHWs PUMCKUX HHUQP TOJDKHBI MCIOJB30BAThCS 3arjaBHBIC
oykBbl jatuHckoro andasuta (I, V, X, C, D, L, M). Mcnonp3oBanue mjis 3Toi
IIEJIM PYCCKUX OYKB U apaOCKuXx 1udp HE AOMyCKaeTCsl.

23. BMecTo OYKBBI «&» JOJKHA YHOTpeOlsaThes OykBa «e» (KpomMe HUMEH
COOCTBEHHBIX MPU HAJTUIHH ITOATBEPIKIAIOIINX JOKYMEHTOB).

24. PekBU3HUTHI «3arojIoBOK K TEKCTY» JOJIKHBI ObITh BRIPOBHEHEI TI0 IIEHTPY
U KaXAbld M3 HUX JOJDKEH MPEACTaBISATh COO0OW oIMH ab3al, TO €CThb BHYTPH
TEeKCTa KaXJIOTO PEKBHU3UTA HE JOJDKHO OBITh CMMBOJIa ab3ama. He momyckaercs
MCII0JIb30BAaHUE CUMBOJIA ab3alia Jisi IpephIBaHUs CTPOKU B MPOU3BOJILHOM MECTE,
JUTSL 9TOTO CJIEIyET UCTIOIB30BaTh CUMBOJI pa3pbiBa CTPOKH (KOMOWHAIIMS KIIABHIII

Shift — Enter).



ITpunoxenue Ne 6
K TunoBou HHCTPYKIHUH
10 JIEJIONPOU3BOJCTBY B TEPPUTOPHATIBHON
n3bupatenpHOi kKomuccuu B CankT-IleTepOypre

Cnucok paccblIKH MCXOISIIIIUX TOKYMEHTOB

Ne HaunMeHoBanue oprana

IToJiHbBI MOYTOBBIN aapec
n/n (opranuszanumn)

[Ipencenarens TeppuropuanibHOU

u30uparenbHo komuceuu No

(moamuce) (pacmudpoBKa MOAMUCH)

Hcnomaurens

(moamuce) (pacmudpoBKa MOAMUCH)

« » 20 1.




ITpunoxenue Ne 7
K TunoBou HHCTPYKIHUH
0 JICJIONPOU3BOJICTBY B TEPPUTOPUATHHON
n3buparenpHOi komuccun B CankT-IlerepOypre

IlepeyeHnb 00s13aTEJIbHBIX CBEACHUI 0 TIOKYMEHTAaX, HCMOJIb3yeMbIX B LEJISIX
ydera M IOMcKa A0KymenTos B ITJ1!
. ABTOD.
. Anpecar.
. JIomKHOCTD, (pamMIIIAS U MHUIIMAITBI JIATIA, TIOAIMUCABIIETO TOKYMEHT.

. HaumenoBanue I'PYIIIIBI U BUO4d JOKYMCHTA.

1
2
3
4
5. Jlata nokyMeHTa.
6. PeructpanonHblii HOMEpP JTOKYMEHTA.
7. Jlata moCTynMUBIIEr0 JOKYMEHTA.
8. PerncrpanOHHBI HOMEP MTOCTYIUBIIETO TOKYMEHTA.

9. CBeneHust 0 CBSI3aHHBIX JIOKYMEHTax (HaMMEHOBaHHE BHUJAA JIOKYMEHTA,
JlaTa, perUCTPAIIMOHHBIN HOMEp, TUII CBS3KH).

10. 3aroy0BoK K TEKCTY (KpaTKOE COACpKAHUE JOKYMEHTA).

11. Uaaekc aena mo HOMEHKJIAType Jedl.

12. CBenenus o nepeagpecany JOKyMEHTA.

13. KosnnuecTBO JINCTOB OCHOBHOT'O IOKYMEHTA.

14. OT™MeTKa 0 IPUIIOKEHUH (KOJTMYECTBO MPUIIOKEHUM, 00ITIee KOJTUIECTBO
JIMCTOB MPUIIOKEHH ).

15. Yka3aHus o MCIOJIHEHUIO TOKYMEHTa (IIOpy4YEeHHE, UCIIOJIHUTENb, 1aTa
WCIIOJTHEHUS).

16. OT™MeTKa 0 KOHTpOJIE.

17. I'pud (momeTka) 00 OrpaHUYCHUH JIOCTYTIA.

18. ITpoBepka 371eKTpOHHOM MOoANUCH (TIPU HATTUYUH).

19. Ilogpaznenenre — OTBETCTBEHHBIN UCIIOTHUTEb JOKYMEHTA.

! Ucnone3yeTest COKpalenue, IpUBEAEHHOE B yHKTe 1.8 HacTosmmel MHCTpyKIwy.



20. @aiinbl  IEKTPOHHOTO JOKyMeHTa (KojaudecTBO (hailyioB, HMEHa

Gbaiinos).



[Tpunoxenue Ne 8.1

K TunoBou MHCTPYKLINH

IO JICJIONPOU3BOJICTBY B TEPPUTOPUATIBHON
n3bupatenpHOi kKomuccuu B CankT-IleTepOypre

KYPHAJ
ydeTa JMYHOI0 MPUeMa IrPakIaH
B TeppuropuajbHoii M130MpaTebHOH KOMUCCHH Ne

OTMeTKa d.N.0.
ITouToBbIN Kpartkoe 0 pe3yJabTaTax M NOoANNCHL
Ne Hdara D.1.0. P pesy A
aapec coepKkaHue npuemMa Juua,
n/m | npueMa | 3asiBUTEJIsA
3asiBUTEJISA oOpameHust (npuHATOE NPOBOAMBIICTO
pelieHue) npueM
1 2 3 4 5 6 7




[Tpunoxenue Ne 8.2
K TunoBou MHCTPYKLINH
0 JICJIONPOU3BOJICTBY B TEPPUTOPUATHHON
n3buparenpHOi komuccun B CankT-IlerepOypre

KAPTOYKA JIMYHOI'O ITIPUEMA I'PAKJIAH
B TEPPUTOPUAJIBHOMN U3EUPATEJIBHONU KOMUCCHU Ne

Jara oOpamienus
Jara npuema

« » 20 T. Ne
daMuIns, UM, OTYECTBO 3aIBUTENS JIOJ>KHOCTHOE JIMII0, BEAYILEE PUEM
MecTo xuTenscTBa, TeaedoH Pesynbratel paccMoTpeHus

Kareropus 3asButeis

Copepxanue obpalieHus

A,
BBIPAKAIO (pamunus, UMs1, OTYECTBO 3aBUTEIIS)

coriiacu€ Ha MNOpeaoCTaBJICHUC MHC YCTHOTO OTBETa B XOJAC JMYHOrIoO IMpueMa 10 CYHECTBY
IMMOCTABJICHHBIX B YCTHOM O6paH_[eHI/II/I BOIIPOCOB. IIuceMeHHOTO OTBETA HE Tpe6yeTc5{.

(mata) (moanuch 3asBUTENS) (pacmmdpoBKa MOAMHUCH)

A,
BbIpaXaro

(Damunusi, UMs, OTYECTBO 3asIBUTEIIS)

corjiaCuc€ Ha BUACO-U (I/IJ'II/I) AYyJUOIIPOTOKOIMPOBAHUC JIMYHOT'O ITpHUEMa.

(mata) (moamuch 3asBUTEINS) (pacmmdpoBKa MOANHUCH)



ITpunoxenue Ne 9
K TunoBou MHCTPYKLINH
0 JICJIONPOU3BOJICTBY B TEPPUTOPUATHHON
n3buparenpHOi kKomuccun B CankT-IlerepOypre

JIucer coryiacoBanus

JIOMKHOCTH

dammus,

Hara Ionnucsy WHULUAJIBI

Ucnomaurenu
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ITpunoxenune Ne 10
K THUIIOBOM MHCTPYKIIUU
T10 JCJIONPOU3BOJICTBY B TEPPUTOPUATIEHON
n3buparenpHOi kKomuccun B CankT-IleTepOypre

YTBEPXIAIO

[Ipencenarens TeppuroprnanbHOU
n30UpaTebHON KoMUccHH Ne

(moamucek) (vHUIMATBI, (HhaMUITHS)

« » 20 r.

OT14eT 0 pacchlIKe 0 COOTBETCTBYIOUIUM aIpecaTaM U pa3MelleHun
pemiennii TeppuropuajbHOil H30MpaTEJIbHON KOMHCCHH Ne
Ha 0pUIHAJIBHOM caiiTe

3acenanne Ne roga
Ne Ne perrenust AjnpecaT pacChbUIKH, aJlpec pa3MeICHUs Jlata
n/m THUK pa3MenieHus
PacChUIKH
1
2
3
HUcnonaureis

(moamuck) (pactumdpoBKa MOAMHUCH)




102

[Tpunoxxenune Ne 11
K TUIOBOW MHCTPYKLINU
IO JICJIONPOU3BOJICTBY B TEPPUTOPUATIBHON
n3bupatenpHOi kKomuccun B CankT-IleTepOypre

HEPEYEHD

nmoAJICKaAaUX KOHTPOJJIK JOKYMEHTOB € YKa3aHUEM CPOKOB HCITOJIHCHUS

1. ®enepanbHble KOHCTUTYIIMOHHBIE 3aKOHBI, (elepajabHble 3aKOHBI
Poccniickon @enepanuu — COTIIACHO YKa3aHHOMY B HUX CPOKY.

2. Yka3el lIpesnpenta Poccuiickoit denepanuym — COMIACHO YKa3aHHOMY
B HHUX CPOKY.

3. Pacniopsikenusa  Ilpesmpenta  Poccuiickoit ~ @enepauuu — COTJIACHO
YKa3aHHOMY B HHX CPOKY.

4. ITocranoBnenus, pactiopspkenus [IpasurenscrtBa Poccuiickor denepannm —
COIJIACHO YKAa3aHHOMY B HHUX CPOKY.

5. 3akonsl Cankt-IlerepOypra — coriaacHO ykazaHHOMY B HUX CPOKY.

6. [TocraHnoBieHus, peleHus 3aKOHOJATEIBLHOTO CoOpanust
Cankr-IleTepOypra — coryiacHO yKa3aHHOMY B HUX CPOKY.

7. IlocTaHOBIIEHUS, PACHOPSIKEHUSI OpraHa TIOCYJapCTBEHHOW BJIACTU
Cankrt-IletepOypra — corjiacHO yka3aHHOMY B HUX CPOKY.

8. [TocTaHOBIICHUS, pACTIOPSKEHUSI PYKOBOJIUTEIISI OpraHa roCy1apCTBEHHOU
Biactu Cankt-IleTrepOypra — corjiacHO yka3aHHOMY B HUX CPOKY.

9. [Mapnamentckue 3ampocbl CoBera Denepannu Deaepansuoro Cobpanus
Poccuiickoit deneparnuu, I'ocymapctBennoit [dymber denepanbhoro CoOpanus
Poccuiickoit @enepanuu —HE TMO3QHEE YeM uepe3 15 KaneHIapHbIX [HEW
CO JHA TIOJIYyYEHUS NapIaMEHTCKOTO 3amnpoca WM B HWHOW YCTAHOBJIEHHBIN
cooTBeTcTBYMOIIECH nanaroil denepansHoro Cobpanusi Poccuiickoit denepanmu
CPOK.

10. 3anpocsl CEHAaTOpOB Poccuiickoit denepanuu, JEMyTaToOB

[l'ocynapctBennort Jlymbr ®enepanbroro CoOpanusi Poccmiickoit ®deneparym —
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He no3/iHee yeM yepe3 30 KalleHIapHbIX JHEW CO JHS €ro MOJIyYEHUs WU B MHOMN
COTJIACOBAHHBIM C HMHULIMATOPOM 3aIIpoca CpOK.

11. O6pamienuss  cenatopoB  Poccuiickoit ~ deneparuu,  JAemyTaToOB
I'ocynapctBennoit Jlymer ®DenepanpHoro CobOpanusi Poccuiickoit depeparuu
0  BONpOCaM, CBSA3AHHBIM C WX  JEATEIbHOCTBIO, — HE3AMEIUTEIBHO
(mpu HEOOXOAMMOCTH TOJYUYEHUS IOMOTHUTEIBHBIX MaTepUAJIOB — HE TO3THEE
yeM yepe3 30 KaJeHAapHbIX JHEH CO THS MOIyYeHUsT OOpaIeHMs).

12. O6pamenus JIETyTaTOB 3aK0HOIATEIHLHOTO Cobpanust
Cankr-IletepOypra — B cpok, ycranoBieHHbIi CankT-IleTepOypra.

13. [lucekma u3 Apmunuctpauun IIpesunenta Poccuiickoit d@epepanuu,
[IpaButennscTBa Poccuiickoit ®enepannn, Konctutynuonnoro Cyaa Poccuiickoi
Oenepannu, BepxoBHoro Cynma Poccuiickori @enepauuu, [ 'eHepanpHOU
npokypatypbl Poccuiickoit ®enepauuu, IIpaButensctBa Cankt-lleTepOypra —
B COOTBETCTBMM C YyKa3aHUSIMU IO HCIOJHEHHIO JOKYMEHTa Ipejcenaress
TEPPUTOPUAIIBHOM  KOMHCCHUH, €CIM B  HHX HE  yKa3aH  CpOK —
He Mo3/Hee yeM uepe3 30 KaJleHIapHbIX JHEH.

14. IIpoTtect mpokypopa — He no3aHee yeM yepe3 10 kaneHIapHbIX THEH.

15. IlpeacraBnenue npoKypopa — B TEYEHUE MECSIA CO JHS MOCTYIICHUS.

16. OOpateHus, CBsI3aHHBIE C peaiM3allMe W 3aUTOM U30UpATENTbHBIX
npaB U MpaBa Ha ydactue B pedepeHmyMme rpaxaanH Poccuiickoit dexneparuu,
MOCTYNUBIINE B TEPPUTOPUAIBHYI0O KOMHUCCHUIO B XOAE COOTBETCTBYIOIIEH
n30upaTebHOM  KaMIaHWM, KaMIlaHud  pedepeHayMa, —B  COOTBETCTBUU
¢ MeepanbHLIM 3aKOHOM 00 OCHOBHBIX FapaHTHAX U30MPaTEIbHBIX IIPaB!.

17. Ilepecbiika oOpallleHUl TpaxkaaH, COAEPKAIIMX BOIMPOCHI, PEIICHUE
KOTOPBIX HE OTHOCUTCA K KOMIIETCHIIMM TEPPUTOPUATLHON KOMMCCHH,
OCYUIECTBJISIETCS] B TEUEHHE CEMH KaJeHIAPHBIX JHEH.

OOparenue, CBI3aHHOE C COOTBETCTBYIOIIEH HM30MpaTENbHON KaMIlaHUEH,
KaMmmaHueln pedepeHayMa, TMOCTYNHBIIEE B TEPPUTOPUATHHYIO KOMHCCHIO
JI0 YCTAHOBJICHUSI €10 UTOTOB TOJIOCOBAHUS, OINPEACIICHUS Pe3yJbTaTOB BHIOOPOB,

pedepenayma U coAepXallee BOMPOCHI, PEIIEHHE KOTOPhIX HE BXOJMT

! Ucnone3yeTest COKpalenue, NpUBEAEHHOE B yHKTe 1.2 HacTosmmel UHCTpyKIwy.
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B KOMIIETCHIIMIO KOMHUCCHM, B TEUEHUE MATHU JHEW Mociie JHS MNOCTYIUICHUS
HalpaBJsieTCs] B KOMHCCHIO, HMHOW OpraH Wid JODKHOCTHOMY  JIMILY,
B KOMIIETEHIIMIO KOTOPBIX BXOAUT €ro pPacCMOTpPEHHE, a MOCTYNHBIIEE B WHOM
NepuoJl MO0 HE CBSI3aHHOE C COOTBETCTBYIOIIEW H30MpATENIbHOM KaMIaHUEH,
KaMmnaHuel pedepeHayma — B TeUEHUE CEMU JHEH mocie AHS MOCTYIUICHHUS.

OO0parienus, He CBSI3aHHBIC C pean3alyeil U 3alIUTON N30UpaTebHbIX MPaB
U TpaBa Ha ydactue B pedepenayme TpaxaaH Poccuiickoir deneparuu,
NOCTYIHBIIAE B TEPPUTOPUATIBHYI0 KOMHUCCHIO B MEPUOJ COOTBETCTBYIOLIEH
n30upaTeNbHOW KaMMaHWM, KamnaHuu pedepeHayma, a TakkKe IMOCTYyHUBIINE
BHE TepHojJa M30MpaTEeNbHON KaMIaHWHW, KaMIaHuW pedepeHaymMa WU IMOcie
YCTaHOBJICHUSI TEPPUTOPUAIBHON KOMHUCCHEN UTOTOB TOJIOCOBAHUS, ONPEACICHUS
pe3yJbTaToB BBIOOPOB, pedepeHayma, —B TedeHue 30 pgHed mocne JHA
WX TOCTYIICHHUS.

18. OOparmienus  cpeACTB  MaccoBoM  uHMOpManmuu MO  BOIpocam
npenocTaBiieHuss UH(OpMAIuu —B  TEUEHHE CEeMU  KaJICHJApHBIX  JIHEW.
Ecnu tpebyemble cBeZeHUS HE MOTYT OBITh MPEIOCTaBICHBI B yKa3aHHBIM CPOK,
TO JIOMYCKAeTCs OTCPOYKa B TMPEIOCTaBICHUM 3arpaiimBacMoil HHpOpManuu
C BPYUYECHHEM MPEACTABUTEIIIO PEIAKIIMUA B TPEXTHEBHBIM CPOK CO JHS MOTYUYCHUS
MMCBMEHHOIO 3arpoca WH(OpMaluu yBEJOMIIEHHS 00 OTCpOUYKE, B KOTOPOM
YKa3bIBalOTCA NPHUYMHBI OTCPOYKH, Jara, K KOTOpod OyaeTr mpenocTaBiieHa
3ampamniuBaeMasi uHGOpMaIus, JOJDKHOCTHOE JIMIIO, YCTAHOBUBIIEE OTCPOUKY,
JaTa IPUHSITHS pelieHus 00 OTCpoUKe.

19. 3anpoc rocynapcTBEHHOIO0 OpraHa, OpraHa MECTHOI'O CaMOYIIPaBIICHHS
WIM JOJDKHOCTHOIO JIMIIA, paccMaTpHUBAIOLIEro oOpalleHHe TIpakKJaHuHa, —
JOKYMEHTbl W Marepuaibl, HEOOXOJIMMBbIE I PacCMOTpPEHHUs OOpalieHus,
MPEIOCTABISIIOTCA B TE€YEHHWE |5 NHEN WM MHOM CPOK, YKAa3aHHBIM B 3alpoce
(M0 BO3MOKHOCTH), 32 HCKJIIOUECHHEM JOKYMEHTOB M MaTEpHalioB, B KOTOPBIX
COJIep>KaTCsl CBEIEHUS, COCTABJISIOIINE F'OCYJaPCTBEHHYIO UJIM MHYIO OXPaHIEMYIO
dbeneparbHBIM 3aKOHOM TailHy, W JJIi KOTOPBIX YCTAHOBIIGH OCOOBIN MOPSIIOK

IPe0CTaBIICHUSI.
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[Tpunoxxenune Neo 12
K TUIOBOW MHCTPYKLINU

IO JIETIOTIPOU3BOJICTBY B TEPPUTOPHATEHON
n3buparenpHOi komuccun B CankT-IlerepOypre

TeppuropuanbHas YTBEPXIAIO
n3ouparenbHas komuccus No
HOMEHKIJIATYPA JIEJI [Ipencenarens
TeppuropuaabHOU
Ne n30upatenbHON komuccuu No
(nmata)
(moxmucek) (pacuupoBKa TOIIUCH)
Ha roa (mara)
n Komauectso Cpoxk xpaHeHust
HACKE 3aronoBok siena TOMOB POKEp [Ipumeuanus
zena . u Ne crareii 1o nepedHro
(uacTeii)
1 2 3 4 5
HaszBanue paznena
(HaMMEHOBaHUE JTOJKHOCTH COCTABUTES (moamnuce) (pacmm@poBKa MOANKUCH)
HOMEHKJIaTypbl)
(mara)
COI''TACOBAHO COI''TACOBAHO

ITpoTokos DKCIEpTHOW KOMUCCUHT
TeppuropuanbHON 30UpaTeIbLHON KOMUCCUU No

oT Ne

Cexkperapp Cankr-IletepOyprekoit
M30MpaTeTLHON KOMUCCUU

(moamnuce) (pacmudpoBKa MOAMKCH)
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[Iponomxenue npunoxeHust Ne 12

HTorosas 3anuch 0 KATETOPUAX U KOJUYECTBE JI€T1, 3aBEACHHBIX
B roay B TepputopualibHO# n30upaTenbHOi Komuccun Ne

B ToMm uucie

ITo cpokam xpaHeHus Bcero O — C OTMETKOM
PEXOUII «OIK»
1 2 3 4

Ha 6ymaxkxnom HocuTene

(mpy HaMM4MK THOPHIHBIX A€, ToM(a) Ha OyMa)XHOM HOCHTENIE YYMTBIBAIOTCS B pasfelie
tabmunpl «Ha OymaxxHoM HocuTene», ToM(a) Ha SJIEKTPOHHOM HOCHUTEJE YUYUTBIBAIOTCS B
pazzaesne Tabauibl « DICKTPOHHBIXY):

ITocTossHHOIO

JonroBpemennoro (cBoiie 10 jer)

Bpemennoro (0 10 et BKIIOYUTENBHO)

DNEKTPOHHBIX

(pu HANTUYUKM TUOPUIHBIX J1e]1, TOM(a) Ha OyMa)kHOM HOCHUTEIIE YUUTHIBAIOTCS
B paznene Tabnubl «Ha OyMa)kxHOM HOcHTENe», TOM(a) Ha SIEKTPOHHOM HOCUTEIE
YUUTBIBAIOTCS B pasjiese TaOuuibl « DIEKTPOHHBIX)):

TlocTostHHOTO

JonroBpemennoro (cBaiie 10 jer)

Bpemennoro (0 10 et BKIIOYUTENBHO)

UTOI'O:

(HaI/IMeHOBaHI/Ie JOJIDKHOCTH COCTAaBUTECIIA

HOMEHKJIaTypbl)

(mara)

(moamnuce)

(pacurupoBKa MOITUCH)
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[Tpunoxxenue Ne 13
K TUIOBOW MHCTPYKLINU
IO JICJIONPOU3BOJICTBY B TEPPUTOPUATIBHON
n3buparenpHOi komuccun B CankT-IlerepOypre

TepputopuanbHas YTBEPXIAIO
n30uparenbHas komuceust Ne

DOOH/, Ne [Ipencenarens
OIIUCHb Ne TeppuropuaibHOn

n3buparTeaIbHON Komuccuu Ne
JieJ1, JOKYMEHTOB MOCTOSIHHOTO XpaHEHUs —

3a ToJI
(monmuck) (pacuudpoBKa IMOITUCH)
(mara)
No Wnnekc 3arojI0BOK .
Kpaitnue nate KonunuectBo nucto | Ilpumeuanus
/11 nena nena
1 2 3 4 5 6

HasBanue paznena

| | | | |

B nanssIii pa3znen onucH BHECEHO

nen
(mudpaMu ¥ TPOITHUCHIO)
¢ Ne o Ne , B TOM YHCIJIE:
JUTEpPHBIE HOMEpa:! )
IIPOIYIIEHHbIE HOMEpA!
HanmeHnoBaHnue 10MKHOCTH COCTaBUTENS MOJIHUCH pacirdpoBKa NOANKUCH
OINCH
HaumeHoBaHMe NOIKHOCTH MOJINCH pacu@poBKa MOANUCH
OTBETCTBEHHOTI'O 32 apXUB
(nata)
COT'JTACOBAHO YTBEPX/IEHA
[IpoToKOosI DKCIEPTHON KOMHCCHH [TpoTokou LleHTpanbHOi 3KCIIEPTHO -
TeppuropuansHoit N30UpaTEIbHON IIPOBEPOYHON KOMUCCUU
Komuccuu Ne ApPXUBHOIO KOMHUTETA

Cankr-IlerepOypra

oT No oT Ne
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ITpunoxenune Ne 14
K THUIIOBOM MHCTPYKIIUU

10 JIETTOTIPOU3BOJICTBY B TEPPUTOPHATHHON
n3buparenpHOi komuccun B CankT-IlerepOypre

TeppuropuasnbHas
u3zbupatenbHast komuceus Ne
DOHJ Ne
OIIUCb N

ner, JIOKYMEHTOB BPEMECHHBIX
(cBeimre 10 jeT) cpoka XpaHEeHHS

YTBEPX/IAIO

[Ipencenareins
TepputopuasibHOM
n3buparenbHO KoMuccuu No

(moamuck) (pacmmdpoBKa MOIMTUCH)

3a ron
(mara)
Ne Nunexe 3aronoBoK Kpaiinue Cpok KonuuectBo
ITpumeuanus
n/m nena nena JIaThl XpaHEeHUs JIUCTOB
| 2 3 4 5 6 7
HasBanue paznena

B nanHBIM pa3gen onucu BHECEHO nen

¢ Ne

HUCIIC:

JIMTCPHBIC HOMEpaA:

o Ne

(dpaMu 1 TPOTIHCHIO)
, B TOM

IIPOITYLIEHHBIE HOMEpA!

(HauMeHOBaHME JJOJPKHOCTH COCTABUTEIIS
OTHCH)

(moamuce) (pacmmdpoBKa MOAMKCH)

(HauMeHOBaHUE JOHKHOCTH
OTBETCTBEHHOTO 32 apXUB)

(mara)

COI'JTACOBAHO
IIpoTokos DkcnepTHOM KOMUCCUU
TeppuropuanbHOi N30UpaTETHHOM

komuccuu Ne

oT No

(moamuce) (pacmmdpoBKa MOAMKCH)

YTBEPX/IEHA
[Iporokon LleHTpabHOM SKCIIEPTHO -
IIPOBEPOYHON KOMUCCUU
ApxuBHoro komuteta Cankt-IlerepOypra

oT Ne



TeppuropuaibHas

nz0uparenbHas komuceus Ne
D®OH/J No
OIIUCH Ne

ACJI, AIOKYMCHTOB 110 JIMYHOMY COCTaBy
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ITpunoxenune Neo 15
K THUIIOBOW MHCTPYKIIMU
IO JCJIONPOU3BOJICTBY B TEPPUTOPHUATILHON
n3buparenpHOi komuccnn B CankT-IlerepOypre

YTBEPX/IAIO

[Ipencenareins
TepputopuasibHOM
n3buparenbHO KoMuccuu No

a____ TOA (moamuce) (pactmdpoBKa MOAMKCH)
(mara)
Ne Nunexe Kpaiinue Cpok Kon-Bo
3aroyioBOK Jiena [Tpumeuanus
n/m nena JIaThI XpaHEeHUs JIUCTOB
1 2 3 4 5 6 7

HasBanue paznena

| | |

B nansbIli paznen onucH BHECEHO Jen
(mdpamMu ¥ TPOITHCHIO)

¢ Ne mo Ne , B TOM

qHCIe:

JUTEPHBIE HOMEpa: )

MPOMyIIeHHbIE HOMEepa!

(HaMEeHOBaHUE JOJIKHOCTH (moamucek) (pacurupoBKa MOITUCH)

OTBETCTBEHHOTO 32 apXUB)

(HaMMEHOBaHUE JIOJKHOCTH COCTABUTEIS (moamuce) (pacmmdpoBKa MOAMKCH)

OTIHCH)

(mara)

COT'JTACOBAHO
[TpoTokoa DKCepTHOM KOMUCCHHI
TepputopuansHoit H30UpaTENBHOM

komuccenu Ne

oT

Ne

COT'JTACOBAHO
[IpoTOKOII SKCTIEPTHO-NIPOBEPOUHOM
METOINYECKOW KOMUCCUU
IlenTpasibHOro rocy1apCTBEHHOIO apXHUBa
Cankr-IlerepOypra

oT Ne
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ITpunoxxenue Ne 16
K THUIIOBOW MHCTPYKIIMU
IO JCJIONPOU3BOJICTBY B TEPPUTOPHUATILHON
n3buparenpHOi komuccnn B CankT-IlerepOypre

TepputopuanbHas YTBEPXIAIO
n3buparenpHas Komuccust No [Ipencenarens
AKT TepputopuanbHOit
Ne n30upartensHol Komuccuu No

(MecTo cocTaBJIEHHUS)
O BbII€JIEHUH K YHHYTOKEHUIO (monmucek) (pacumupoBKa MOITUCH)
(apXMBHBIX) JOKYMEHTOB,
He MOJJIeKAIMX XPAHEHHIO

(mara)

Ha ocHoBanum IlepeuHs THIIOBBIX  YIPaABJICHYECKUX apPXUBHBIX JOKYMCHTOB,
00pa3yIoUIMxcsi B TMpOLECCEe MACATEIbHOCTH TOCYJapCTBEHHBIX OPraHOB, OPraHOB MECTHOTO
CaMOYIIpaBJICHUSI W OpraHU3allMii, C YKa3aHUEM CPOKOB XPAaHEHUS ¥ HOMEHKIATYpbl Jell
TepputopualibHON N30MpaTeNbHON KOMUCCHU N 0TOOpaHbl K YHUYTOXKEHHUIO KaK HE HMEIOIINe
HayLIHO-I/ICTOpI/I‘-IeCKOf/i HECHHOCTH M YTPATUBIIHEC NPAKTHYCCKOC 3HAYCHNEC JOKYMCHTBI:

Ne Ne onucu
(mpu
BBIICTICHUH K
3aroiaoBok ! Ne ent. xp.
YHUUTOKEHUIO Cpoxku
nena 10 OTIHCH
JIOKYMEHTOB Kon-Bo XpaHeHus
Ne W TComb (uHIeKC [Tpume-
. A P TIOJITOTOBKE el. Xp. U HOMEpa
I/l | TPYIIOBOM 1o - YaHUS
JIeq K Tiepeiaue (mem) crarei
3aroJIoBOK HOMEHKJIa-
B apXUB IO TTePEUHIO0
JTOKyMEHTOB Type J1en)
OpraHH3aIlNH,
rpada He
3aIoJHSIETCS)
1 2 3 4 5 6 7 8
Hroro el. xp. (e, SJIEKTPOHHBIX JeI) 3a TOJIbI
(undpamu 1 MPONUCHIO)
Onucu e TIOCTOSTHHOTO XpaHEHHUs 3a roJasl YTBEpXKICHBI ¢ LleHTpanmbHOIM

OKCIIEPTHO -TPOBEpOUHON Kommccuer ApxuBHoro komutera Cankt-IlerepOypra (mpoTokosn
oT« » 20 r. Ne ).

(HaMMEeHOBaHUE JTOJKHOCTH JIMIIA, (moanuce) (pacmudpoBKa MOAMUCH)
OTBETCTBEHHOT'O 32 apXUB

(mara)
COI'JTACOBAHO YTBEPX/IEH
[IpoTokos DKCEPTHON KOMHCCHH [{eHTpanbHOM 3KCIEPTHO-IPOBEPOUHON
TepputopuanbHOi KOMHUCCUU ApPXUBHOIO KOMUTETA
n30uparenpHOi KoMuccuu Ne Cankr-IlerepOypra

oT No oT Ne
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[Tponomxkenue npunoxenust Ne 16

JIOKyMEHTBI B KOJIMUECTBE el. Xp. (e, 3AEeKTPOHHBIX Ae):
- Ha OyMa)KHOM HOCHUTEJIE BECOM KT CJTaHbI B

(HaMEeHOBaHUE OPraHU3ALINN)

- Ha 3JICKTPOHHOM HOCHUTCJIC CAaHbI HA YHUYTOKCHHUC

(crIoco0 YHUUTOKEHUS)

(HamMeHOBaHHWE JOJKHOCTH JINIIA, (moamucek) (pacurudpoBKa IMOTUCH)
CABILEr0 JOKYMEHTBI)

(mara)

HN3meHeHus B YUYCTHBIC TOKYMCHTBI BHCCCHDI

(HauMeHOBaHUE JOJKHOCTH ImMua, (moamnuce) (pacmmdpoBKa MOIHICH)
BHECILIETO U3MEHEHMsT B Yy4YeTHbIE
JIOKYMEHTBI)

(mara)
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[Tpunoxxenune Neo 17
K TUIOBOW MHCTPYKLINU
IO JICJIONPOU3BOJICTBY B TEPPUTOPUATIBHON
n3buparenpHOi komuccun B CankT-IlerepOypre

BHYTPEHHSA OITMCH JOKYMEHTOB JIEJIA

BHyTpeHHsIs1 ONIUCH JOKYMEHTOB J1es1a Ne

Perucrpanmonssii Howmepa
Ne patl Jlara 3aroiaoBok P
HOMEp JIMCTOB [Ipumeuanus
n/n JIOKYMEHTa JIOKYMEHTa
JOKyMEHTa nena
1 2 3 4 5 6
Uroro: JIOKYMEHTOB
(mudpaMu ¥ POIUCHIO)
Kosim4ecTBo MMCTOB BHYTPEHHEW ONMKUCH JUT.

(g pamMu ¥ MIPOMUCHIO)

(HauMeHOBaHUE JTOKHOCTH (moamnuch)

JINIIA, COCTABUBIIICTO
BHYTPEHHIOIO OIHUCH
JIOKYMEHTOB JIeJIa)

(nata)

(pacuudpoBKa MOATIICH )
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[Tpunoxxenue Ne 18
K TUIOBOW MHCTPYKLINU

IO JIETIOTIPOU3BOJICTBY B TEPPUTOPHATBHON
n3bupatenpHOi kKomuccun B CankT-IleTepOypre

JIMCT-3ABEPUTEJIb AEJIA

Jluct - 3aBeputenb aena No

B nenme noammTo U npoHyMEPOBAHO

aucT(oB),

(tmudpaMu ¥ IPOITHUCHIO)

c Ne 1o Ne

, B TOM 4HCJIE:

JIUTCPHBIC HOMCpa JINCTOB

MIPOIYIIIEHHBIE HOMEpa JIUCTOB

+ JIMCTOB BHYTPEHHEN ONMUCH

Ocob6eHHocTr (hHU3MIECKOr0 COCTOSHUS Howmepa
1 GOpMUPOBAHUS JeIia JUCTOB
1 2

(HauMeHOBaHUE (moamucs)
JTIOJKHOCTH)

(mata)

(pacumdppoBKa MOJIMUCH )
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[Tpunoxxenune Ne 19
K TUIOBOW MHCTPYKLINU
IO JICJIONPOU3BOJICTBY B TEPPUTOPUATIBHON
n3bupatenpHOi kKomuccun B CankT-IleTepOypre

N
oy "Iy
L

Cankr-IlerepOyprckoe rocyiapcrBeHHOe Ka3eHHOE YUpeKIeHne
«enTpajbHblii rocynapcreeHnblii apxuB Cankr-IlerepOypra»

TEPPUTOPUAJIBHASA U3BUPATEJIBHASA
KOMMUCCHSA Ne

JAEJIO Ne Tom Ne

(3aroJIOBOK Jiena)

(KpaifHuE 1aThl)

Ha JUCTaX

XpaHUThb

D Ne
On. Mo
. Ne
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ITpunoxenune Ne 20
K THUIIOBOM MHCTPYKIIUU
T10 JCJIONPOU3BOJICTBY B TEPPUTOPUATIEHON
n3buparenpHOi komuccun B CankT-IlerepOypre

YTBEPXIAIO YTBEPX/IAIO
[Ipencenarens HupekTop
n30upaTeabHON KOMUCCUU Cankr-IlerepOyprckoro rocy1apcTBEHHOTO

Ka3eHHOro yupexxaeHus LlenrpanbHoro
rocyaapcTBeHHoro apxuBa Cankr-IlerepOypra

[Tonnuce Pacmm¢poBka noanucu [Tonmnuce Pacmmgposka
HOJIHMCH
—_— [TeuaTs
Tlata IIeuaTs Tlata
AKT
Ne

IIpyueMa-1nepe1adyu apXuBHbIX
JOKYMEHTOB Ha XpaHEHUE

(oCHOBaHHME MepeIaum )

(Ha3BaHMeE nepegaBaeMoro GpoHa)

caal,
(HaMMeHOBaHUE OpPTraHU3alUU, TIEPeArOIIe TOKYMEHTHI)
MIPUHSLIL.
(HaMMEeHOBaHUE OPraHU3alUU, TPUHUMAIOIIEH TOKYMEHTHI)
IIpuHMMaeT Ha rocyapCTBEHHOE XpaHEHUE JOKYMEHTHI 3a Y CIIPAaBOYHBIN anmapar
K HUM: (roasl)
Ne n/n HasBanne, Homep KonnuecTBo 3Kx3eMILIsIpoB KommuectBo | IIpumeuanus
OIUCH OIIUCH JECJI, JOKYMEHTOB el. Xp.
1 2 3 4 5
Hroro npunHsATO en.Xp.
(I (ppaMu ¥ IPOIINCHIO)
[lepenauy npoussenu [Ipuem nponssenu
JlomkHOCTD [Tonnuce Pacmmdposka  JlomkHOCTB [Toanuce Pacumdposka
MOATIUCH MOAIHUCH
Hara Jara
®onny npucBoeH Ne
W3meHenus B y4eTHbIE JOKYMEHTBI BHECEHBI
HaunmeHnoBanue noKHOCTH [Toanuce Pacmmmdposka moanucu

OTBCTCTBCHHOI'O 3a ApXUB

JlaTa
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